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1. IEJIH OCBOEHUS JUCHHUILIJIMHBI

Llens ocBOEHHS JUCIHMILIMHEL — OBIAJCHAE CTYJCHTAME TEOPETHYCCKAME 3HAHMAMM U IIpaK-
THYECKHMH HABBIKAMH B paboTe ¢ JOKyMEHTaMH, HeOOXOMMMBIMH JUIS 3 (QEKTHBHOIO YIPABICHHS
NPeINpHATHIMA HHIYCTPHHA CEPBHUCA ¥ TYPH3MA.

3anauu:

- M3yYeHHe M 3aKpeIUICHHE TEOPETHYECKMX OCHOB JOKYMCHTHPOBAaHHOTO obecnevyeHus
YIIPABJICHHUS;

- (OpMHpPOBAHHUE CHCTEMATH3KPOBAHHLIX 3HAHMH 00 YHHQHUHPOBaHHBIX CHCTEMaX LOKY-
MEHTaIlHH;

- nonyqeﬂﬂe HpaKTH‘{eCKHX HaBBIKOB 110 TEXHOJIOTHH pa6OTbl ¢ JOKYMCHTaAMH Ha npennpna-
THH;

- IpHOSpPETeHHE HABBLIKOB Mo 00paboTKe, aHANTH3Y M COCTABIEHHIO JIOKYMEHTOB B Clepe cep-
BHCA M TYPH3Ma.

2. MECTO JUCIUILI'IMHBI B CTPYKTYPE OIIOII BO
Jncuunnana «OCHOBE JCTONPOU3BOACTBA HA MPEAIPHATHAX COEphl yCIyr» OTHOCHTCA K 00s3a-
TEJIBHOM 9acTH yIeOHOro MmiaHa, NporpaMMH OakataBpHaTa o HanpapieHuo 43.03.02 « Typusm».

3. ILTAHUPYEMBIE PE3YJbTATHI OBYUYEHMHS 110 JUCHUILIMHE

[I1aHHpyeMEle pe3ynsTaTsl o0yd4eHHs N0 JUCUMILNIMHE, COOTHECEHHBIE ¢ IUIAHUPYEMBIMH
pesynsTaramu ocsoerns OIIOI (koMneTeHIUAMY U MHANKATOPaMH TOCTHXEHHSA KOMIICTCHIHH).

DOpMHDYEMbIE KOMIE~ [InanupyemMble pe3ynbTathl 06y4eHHA N0 AUCUHTAKHE, B COOTBET- Hanmenosanue
TEHIMH CTEHM C HHIHKATOPOM JOCTHXEHHA KOMNETEHUUH OLLEHOYHOTO cpedl-
(xox, conepxanue MHauKaTOp AOCTHKEHHSA PesyibraThl 06Y4EHHA M0 AHCUHTIARHE cTea
KOMIETEHIIHH) KOMIETEHLIHK
YK-4 YK-4.3, 3HaeT: TecTORbBIE BOMPOCHI,

Crioco0eH OCYIIECTR-
JIATE OENOBYH KOMMY-
HHUKALHIO B YCTHOH U
TMMCBMEHHOH popmax
Ha TOCYAapCTBEHHOM
a3vike Poccuiickoid
Degepallii H HHO-
CTPaHHOM(EIX) A3bI-

Bnaneet HaBuIKamu Co-
CTaBNeHUsA TEKCTOB Ha
rocyNapcTBEHHOM H
POIHOM fA3BIKAX, OTHIT
HIepeBOa TEKCTOB C
HHOCTPaHHOTO A3bIKA HA
POIHOM, OMBIT ODILEHHA
HA FOCYIAPCTBEHHOM H

- 0cO0EHHOCTH COCTABACHUA TEKCTOB Ha
roCYIAapCTBEHHOM H POHOM A3bIKAX,
onbiTa O0LISHHA HA [OCYAapPCTBEHHOM
A3BIKES;

Ymeer:

- COCTABIATh TEKCTB! HA MOCYIAPCTBEHHOM
W POJIHOM s3bIKaxX, O0WaTLCA Ha POIHOM
A3BIKE;

NIPAKTHKO — OPHEH-
THPOBAHHBIE 3ala-
HHS

ke(ax) MHOCTPAaHHOM A3bikax | Brianeer:
- HaBLIKAMM COCTABJIEHHA TEKCTOB HA OG-
YIAPCTBEHHOM M POIHOM f3bIKaX, ofuie-
HUS Ha FOCYNApPCTBEHHOM A3bIKE.
IK-1 ITK-1.4. 3HaeT: TecToBbIE BONPOCHI,

CnocobeH opranuso-
BbIBaTh paboTy HCIOJ-
HUTENeH, NpuHUMaTh
pelneHre ob opranusa-
MU TYpUCTCKOH ded-
TENBLHOCTH

Hcrnonb3yeT KpUTEpHH,

NpaBuiia A5 NPHHATHA

YTIPABIEHYECKUX pele-
HHHA, JOKYMEHTHPYET

YHpaBJIeHIeCKHE peLle-
HHA ¥ oDecnevyugagT
JOKYMEHTO0OOPOT B

COOTBETCTBUM C HOpMa-

THUBHBIMY TPEOOBAHNA-

MH.

- 0coBeHHOCTH 00ecneydeH s J0KYMEHTO-
060poTa B COOTBETCTBHH C HOPMATHBHbI-
MY TpeOOBaHHAMH;

Ymeert:

- obecTieyMBaTh AOKYMEHTCOOOPOT B CO-
OTBETCTEHMH ¢ HOPMATUBHBIMH TpebOBAHN-
AMU;

Braneet:

- H2BBIKAMH OBECNeUeHNA TOKYMEHTO000-
POTA B COOTBETCTBHMH ¢ HOPMATHBHBIMH
TpeboBaHUIMH.

MNPaKkTHKO — OPUEH-
THPOBAHHBIE 3a7a-
HUA




4. OBLEM U CTPYKTYPA TUCUUILJIAHDB]

TpyOOeMKOCTh JUCLUIUIMHEI COCTABIAET 4 3a4€THBIC €AUHHLLI, 144 yaca.
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Paszoen 1,
HopmamusHo - 3arRoH0dameRbHbLE
1 ocHO8b QoKyMermoobopoma 6 12 2 2 8
Tema 1. HopmaTHBHO-NIPaBoOBOE H
MeToAHYeCKoe perynuposanue JJOV
B TYPH3ME
2 Tema 2., [Ipasuna odopMneHus A0- 6 3.4 > 5 2 3
KYMEHTOB B TYPH3ME
Tewma 3. OOs3arenbHble JOKYMEHTH B PedTuur-
3 ) 6 5-6 2 2 2 3 KOHTpONb
CEPBHCE M TYPH3IME N |
Pazoen 2.
Cocmagnenue QOKYMEHIMOE 8 IMypu3-
4 | me 6 7-8 2 2 8
Tema 4. SA3biK CMYKEOHBIX IOKYMEH-
TOB
5 Tema 5. JlenoBas nepenncka B Ty- 6 9.10 2 5 5 8
PH3ME
Tema 6. Coctasnenue v oopmneHue PetiTunr-
6 | ZOKYMEHTALWM NO NOrOBOPHBIM 001~ 6 11-12 2 2 2 8 KOHTpOJIb
33TENBLCTBAM B TYPH3IME Ne2
Tema 7. CocTaBneHue u ohopMiIeHHE
TYPHCTCKOM AOKYMEHTALKH: TEXHO-
7 | noruveckad IOKyMeHTAuUus Typdup- 6 13-14 2 2 2 8
Mbl, JIOKYMEHTarHs 00CTyKHBaHHA |
TaKeT Typa
Pazoen 3.
Texuonovzus pabomer ¢ QOKYMEHMaMU
8 | e mypuame 6 15-16 2 2 8
Tema 8. Opranuzalua JOKYMEHTO~
obopoTa
Tema 9. OTBETCTBEHHOCTS NIEPCOHANA Perinr-
9 ) 6 17-18 2 2 3 KOHTPOJb
3a BelleHHe JOKYMEHTAUHH o3
Beero 3a 6 ceMecTp 6 144 18 | 18 10 72 Sxsamen (36)
Hamegaue B nucumminyie KIVKP -
Hroro no aycuMnianye 6 144 18 18 10 72 Dk3ameR (36)




Copep:xanne JeKIHOHHBIX 3aHATHI 110 AHCHHIUTHHE
Paszoen 1. Hopmamusno - 3akono0amenvrble 0CHO8bI OOKYMEHmMoobopoma
Tema 1. HopMaTuBHO-NIpaBoBO€E H MeTOAHYeCKOe peryauposanue JOY B rypusme
Conepsxanune JeKuyu: YDPOBHY YIIPaBIeHHUS B TYPH3ME (PYKOBOJALIMH, CTpATErHUECKHH,
TAKTHYECKHH U onepaTHBHbIN). JlokyMeHTalus 30 hEeKTHBHOH CHCTEMBI MEHEIKMEHTBI [IPEIIIPH-
ATHH CEPBHCA W TYPU3Ma: NPABOBaA AOKYMEHTAUMA, ZJOKYMEHTAIHs N0 00eCneYeHHIo KauecTsa,
OpraHM3al[MOHHO-PACIOPAIUTENbHAS JOKYMEHTALMA, NOKYMEHTALHS 110 CTPATErHYECKOMY H Olie-
PaTHBHOMY ILIaHHPOBAHHIO, METOAHYECKAs JOKYMEHTALUs, BHEIIHIS HOPMATHBHAS JIOKYMEHTa-
I(¥sl, BHYTPEHHAA HOPMATHBHAA JOKYMEHTANNS, BHYTPEHH TEXHHYECKas JOKYMEHTAIIHS.
HopMmaTHBHEIE JOKYMEHTE], PETYIHPYIOIIHE NeNOMPOR3BOACTEO:
O rocymapcreennoii Tafine: 3akon P® or 21.07.1993 Ne 5485-1 // C3 Pd. — 1997. — Ne 41. - C.
§220-8235.
O xommepueckoii TaitHe: Cenepanbaeiil 3akoH o1 29.07.2004 Ne 98-03 // C3 P®. — 2004, — Ne 32.
—Cr. 3283.
06 madopmanun, HHPOPMALHOHHBIX TEXHONOTHAX M 0 3amuTe undopmaumn : Genepanpueii 3a-
xoH oT 27.07.2006 Ne 149-03 // C3 PD. —2006. —Ne 31 (4. 1). ~ Ct. 3448.
06 ynopano4YeHHH H3TOTOBJIEHHS, HCIIONB30BAHHUA, XPaHEHUS U YHHUYTOKEHHS redare ¥ 0J1ankos
¢ BocmpouseesienneM ['ocynapcteennoro repba Poceuiickoit @enepanuu: [Toctanosnenue Ipasu-
renpersa PO ot 27.12.1995 Ne 1268 // C3 PO, — 1996. - Ne 2. - Cr. 123.
00 yrBepxaeHMH [lepeyHS THUIIOBLIX ApXHBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B HAYYHO-
TEXHHYECKOH W POM3BOACTBCHHON NEATENLHOCTH OpraHm3alltil, ¢ yKazaHHEM CPOKOB XpaHeuus:
IIpukas MuskyieTypsl Poccuu ot 31.07.2007 Ne 1182 // BronneteHb HOPMATHBHBIX aKTOB (ee-
PalbHBIX OPraHOB HCIOIMHHTENBLHON BiacTu. — 2007, — Ne 46,
O6 yreepxaenuu [lepeyns cBeAeHHH KOHQMICHINANLHOIO XapakTepa : Yxa3 [Ipesugenta PO ot
06.03.1997 Ne 188 // C3 Pd. — 1997. — Ne 10. - CT1. 1127.
O6 yreepxaenun [lonoxenus o nopaake obpalneHus co ciayxeGHoH uH(popMaure orpaHHIeHHO-
0 PacHpoCTPaHEHHs B (EAEPANBHEIX OpraHaX MCIOMHHTeNbHOH Bnactu: [Tocranoenenue Ipasu-
TenecTBa PO or 03.11.1994 Ne 1233 // C3 PO, —2005. — Ne 30 (4. 2). — Cr. 3165.
06 yteepxaenun IIpasun nenonpoussonctsa B QelepaibHBIX OPraHax MCIOMHUTENBHOH BIACTH:
nocraHosneHue [IpaButenscrea PO ot 15.06.2009 Ne 477 // PI". — 2009. — 24 uions.
O6 yteepxnensu [IpaBuy NOArOTOBKY HOPMATHBHEIX IIPABOBBIX AKTOB ENEPANBLHEIX OPraHOB HC-
IOJIHATENBHO! BIACTH M MX TOCYAapCTBeHHOH perucTpauuu: Iloctanosnenue [Ipaputenscra PO
ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33, ~ Cr. 3895.
06 anexrponHol uudposod nmoanucu: PenepanbHeiil 3akoH o 10.01.2002 Ne 1-d3 // C3 PD. —
2002. —Ne 2. - C7. 127.
I'OCT 6.10.5-87. YuupuuupoBaHHbIE CHCTEMBI JOKyMeHTalKH. TpeGoBanus k nocTpoesuio dop-
Myisipa-oOpazua. — M., 1998.
Obmepoccuiticknit knaccupukaTop ynpasnexHueckoit okymentanun OK 011-93. — M., 1995,
OtevecTBEHHBIE B MEXIYyHApOHBIE CTAHAAPTH Ha AOKYMeHTaumio. Opradsl ympaBneHus
HHAYCTPHH TYPU3Ma H FOCTENPHHUMCTBA H COOTBETCTBYIOLIHE UM JOKYMEHTBL
Tema 2. IIpasuia opopmiienus JOKYMEHTOB B TYPH3ME
CoaepxaHue jteKUMH: YHMOUUMDOBAHHAA CHCTEMa JOKYMEHTauuu. [peGoBaHua K
0GOpMIICHAIO JOKYMEHTOB. TpefoBaHuA K OnaHkam ZOKYMEHTOB. [IOHATHE M COCTAB PEKBU3HTOB.
OdopmneHre peKBI3UTOB JOKYMEHTOR.
Tema 3. O0a3aTenbHBIE JOKYMEHTBI B CEPBHCE H TYPH3ME
Copepsxanne nexknmu: Knaccmdmkauus opraHu3allMmOHHO-pACHOPAIATENBHBIX JOKYMEH-
T0B. OpraHn3alHoHHEIEe JOKYMEHTBL YCTaB, YUPEIHTENbHBIM AOTOBOD, MOJOXKEHUE, HHCTPYKLIHSA,
IOJDKHOCTHas HHCTPYKIMSA. PacnopsaautesbHble TOKYMEHTBI: IIPHKA3, PACNOPSXKEHME, YKasaHUeE,
pelieHue, BbIIKCKA, MIPOTOKOI. CTPYKTypa TeKCTa JOKYMEHTOB, PCKBH3HTHL
Buas!l HHGOPMAIHOHHO-CTIPABOYHBIX JOKYMEHTOR (aKT, CITyxeOHas 3amucka, CpaBKa, CIIn-
COK, NPeJJIONEHHE, 3aKITIOYEHHE, [IepeueHb, 0030p, OTUET, CBOJKA W IP.), CTPYKTYpa TEKCTa JOKY-
MEHTOB M PEKBHU3HTHI.



Pasoen 2. Cocmagiaerue OOKYMEHMOEB 6 MYpPUsMe

Tema 4. H3bIK cTy;Ke0HBIX JOKYMEHTOB

Cogep:xanne JeKUMA: SI3BIK U CTHIB CIyKeOHBIX NOKyMeHTOB. OCODEHHOCTH S3BIKA CITY-
KeOHBIX TOKYMEHTOR. YTIOTpedleHye IPONUCHEIX H CTPOYHEIX OykB. EquH000pasue NpUHIHNOB U
tdopmer cokpamerra. OdopMIeHHEE OaT U YHCEN B OOKYMEHTax. Mcnosnb3oBaHue B HOKyMEHTax:
cOOCTBEHHEIX HMEH, Ha3BaHHH IoCyJapCTB, aiMHHUCTPATUBHO-TEPPUTOPUAILEHBIX HAHMEHOBAHHUI.
Ommtxy B TekcTax OQHIHANEHEIX JOKYMEHTOB. PeaxTupoBaHue TEKCTOB.

Tema 5. Tesi0BasAg NepenucKka B TYPHIMeE

Conxep:xanue gekupn: QGopMbl aenoBod mepenucku. Knaccubukamus OeMOBBIX HTHCEM.
TpeGoBanud K CTPYKTYpe TeKCTa ¥ 0QOPMIIEHHIO AENOBBIX TTHCEM.

Tema 6. CocTaBieHue U 0popMiIeHHE JOKYMEHTALHH 110 JOMOBOPHBIM
0083aTeJILCTBAM B TYPH3IMe

Coaepxanne jexkunu: Knaccudukauua caenox. JoroBop: mOHATHE, BHABL, YCJIOBUS 3a-
KITIOYEHNS M OCHOBaHHS A pacTopxkenus. CyliecTBeHHbBIE U HHBIE YCIOBUS Joroeopa. Jororop B
cepBHUCe U TYp¥3Me. BHIEI JOTOBOPOB B CEPBHCE H TYPU3ME: apeH[a, IPOKaT, TepeBo3ka Iaccaxu-
POB, BO3ME3JHOE OKa3aHMe YCIyT, NOpydeHHe, JOTOBOP KOMHCCHH, areHTCKUH norosop. TexHomno-
IHs 3aKII09€HHs JONOBOPOB C KIMEHTAMH K mapTHepaMiu. TpeGoBanus K COCTABNEHUIO JOTOBOPOE.

Tema 7. CocTraBiaeHne H opopMIcHHE TYPHCTCKOH JOKYMEHTALIMHA: TEXHOJI0rH4IecKas
AOKYMEHTALHS TYPPHUPMbL, JOKYMEHTALHS 00¢/IYKHBAHNUSA U IAKET TYpa

Conepxkanme jexruu: Kraccrduxarms TypHCTCKOH NOKYMEHTAlMH. 1eXHOJIOTHYECKas
JOKYMEHTAIMA TYPOHPMBL: TEXHONOTHYECKas KapTa TYPHCTCKOTO MYTEMECTBHA, TpadHK 3arpy3Ku
TYPHCTCKOTO IPEANpPUATHS IPYNHaMH TYPHCTOB Ha ONpEJeNeHHOE BpeMs, TYPUCTCKas TyTEBKa,
HHGOPMAHOHHEIH JIMCTOK K NYTEBKE, TUCT OPOHHPOBaHHA, JOTOBOP, FpadHK ABHXKEHUS 110 MapIl-
PYyTY, KapTa-cXeMa MapIIpyTa, OIIMCaHHE TEXHOJOrHYecKMX 0COOEHHOCTEH Typa, NaMATKa JNIK Ty-
PHCTOB, CIPaBOYHEBIE MATEPHANBI 10 MapLUpyTy, IpaHc-THCT, KalbKynsauus Typa u T.0. [lpaBuna
COCTaBACHHUS U OQOPMICHHSA TEXHONOTHYECKOH TYPHCTCKOH AoKymeHTauuu. JloxkymeHTauus o6-
CITYXXHBaHMA (3asBKa Ha OPOHHPOBAHHE, [10ITBEPKICHHE O IPUEME, U3BELICHHUE O 33€3/¢ TYPHCTOR,
Bayuep, JUCTOK OTMETOK) ¥ NAKeT Typa: NpaBuia COCTaBIeHHs ¥ 0pOPMICHHUS.

Pazoen 3. Texnoaozua pabomvi ¢ OOKYMEHMAMU 6 MYPUIME

Tema 8. Opranuszanus J10KyMeHT0000pOTA.

Conep:xanue jexmun: O0paboTka BXOJANIMX, UCXOAAIMUX M BHYTPEHHHUX NOKYMEHTOB.
[IpyHIUOE! peTHCTpaUMK JOKYMEHTOB Ha NpeAnpuaTiy. KOHTPONIb 1 CPOKH UCIIOTHEHUS JOKYMEH-
ToB. OpraHm3anus XpaHeHHdA JOKYMEHTOB. CocTaBlieHHe HOMEHKIATYpHl Jel. (PopMHpOBaHHE M
otopmnenne gen. [lopgaaok mepeaadyn TOKYMEHTOB Ha XPaHEHHE B APXUB.

Tema 9. OTBeTCTBeHHOCTb IepcoHaja 3a B€JACHHEC JOKYMCHTALIHH

Copepxanme JeknaH: CTpyKTypa KaJpoBOH INOKyMeHTauMHd. [lepBHYHBIE IOKYMEHTEHI
TPyINOycTpoiicTBa. PacnopanutenbHas JOKYMEHTalUs 110 KaapaM. JoroBopHas NOKyMEHTalus 110
kazgpaM. JInuHOe 4eno cOTpyAHHMKA opranusaudu. Opranusauns XpaHeHHd JMuHbIx aei. [lopanok
XpaHEeHMs JOKYMEHTOB B IWYHOM JeJie COTpYAHMKA. JOKYMEHTHPOBaHUE NIPOIeayp HpHeMa rpax-
JaH Ha paboTy, NEPeBOAa COTPYAHHKOB, MOOLIPEeHNUs pabOTHHKA, IPUMEHCHUS TUCLHILTUHAPHOIO
B3bICKAHHSA, YBOJIBHEHHS PA0OTHHKA.

Coxep:xanye NPaKTHYECKMX 3aHATHIH N0 ANCUANIHHE
Paszoen 1. Hopmamugro - 3akoH00amenvHble 0CHO8b! Q0KYMeHmoobopoma
Tema 1. HopmaTuBHO-IpaBOBOe H MeTOAHYecKoe peryanposanne J1OY B Typusme

Dopma 3aHAMUSL — YCMHBIU ONPOC, BLINONHEHUE NPAKMUYECKO20 3A0AHUS.

Coaep:kaHHe NPAKTHYECKOro 3aHATHA 1. YHUGHIMPOBaHHAA CUCTEMA JOKYMEHTALMH.

PaboTa ¢ HOpMaTHBHON NOKyMeHTamHel, MpodecCHoOHATLHEIME CTaHAApTAMH HHIYCTPUH
TYPH3Ma H TOCTENIPHHMCTBa, JUCKyccHs. OCHOBHbIE MpaBHiIa OPOPMIIEHHS MALIHHOMHCHBIX TCK-
CTOB.



Tema 2. [IpaBuna odopMiteHns AOKYMEHTOB B TYpH3Me

Dopma 3aHAMUA — YCMHBLU ONPOC, BLINOAHEHUE NPAKMUNECKO20 300AHUA.

Conepixanue npakTudeckoro 3auatus 2, OQopmieHue peKBH3UTOB JOKYMEHTOB.

CpaBHuTENBHBIH aHATH3 0QOPMIEHHBIX JOKYMEHTOB, peKBH3UTHL. PatoTa ¢ CIIC Koneyiis-
TaHT [ Lroc.

Tema 3. O6sa3aTe.IbHbIe XAOKYMEHTHI B CEPBHCE H TYpH3Me

Dopra 3aHAMUA — YCHMHBLI ONPOC, BLINOTHEHUE NPAKMUYECK020 3a0aHUA.

Conep:xanue NMPaKTHYECKOro 3aHATHS 3. OpraHH3alHOHHO-PACIOPSIUTENSHEIE IOKY-
MEHTEI

CpaBHHTENbHAsS XaPaKTEPHCTHKA OPraHM3alMOHHO-PaCIOPAAMTCILHON JOKYMEHTALMH B

TypdupMe (3KCKYPCHS).

Pazoen 2.Cocmasnenue OOKyMeHmos é mypusme
Tema 4. S3bIK c1y:Ke0HBIX JOKYMEHTOB
Dopma 3aHAMUS — YCMHBIT ONPOC, BLINOAHEHUE NPAKMULECKO20 3A0AHUA.
Conepsxanue npakrudeckoro 3anatus 4 JIorosop B cepsuce U TypusMe.
Brmonnenye 3ananuii 1o peiakTHPOBAHHIO JOTOBOPOB.
Tema 5. leioBast nepenncka B TyYpH3Me
Dopma 3aHAMUA — YCMHbBIE ONPOC, BLINOAHEHUE NPAKMUYECKO20 3A0AHUA.
Copepxxanne npakTudeckoro sanarus 5 Jesopas nepenucka
Beimonuenue 3aganuit o pa3paboTKe AENOBBIX THCEM [ IPOBEASHHUS PEKIaMHOTO TYpa,
paboTa ¢ IEKTPOHHOH NoyToH. OGNaCcTHOR TyPHUCTCKO-HHQOPMALMOHHBIHA HEHTP (3KCKYPCHS).
Tema 6. CocTasiienne u oyopm/IeHHe JOKYMEHTALHH 110 JOT0BOPHBIM
o0n3aTeabCTBAM B TypH3Me
Dopra 3aHAMUA — YCMHBLIE ONPOC, BbINOTHEHUE NPAKMUYECK020 300AHUA.
Coneprxanne NPaKTHYECKOro 3aHATHA 6 TeXHONOTMYECKas HOKYMEHTALHA TyP)HPMEI
IIPH OKAa3aHHH TPAaHCIIOPTHHIX YCIIYT.
BrinonHeHne 3a7aunil 0 PeNaKTHPOBAHMIO JOKYMEHTOB, HEOOXOAMMBIX IS II€PEROZKH
neredt. ATII (axckypeus),
Tema 7. CocrapiieHHe u odopMiIeHHE TYPHCTCKOH JOKYMEHTALMH: TEXHOMOTHIECKAs
ApKyMeHTanus TYp¢upmbl, I0KYMEHTANHsA 00CTyKHBAHHSA H NAKET Typa
Dopma 3auamua — YCMHBIE ONPOC, BbINOINEHUE NPAKMUYECKOZ0 300aNUSL.
Conepkanue npakTuyeckoro 3auaTus 7. TeXHONOIHYecKas JOKYMEHTALMA TypHpMbI
TIpH [IPOJIaKe My TEBOK.
BbinonHenne 3a0aHUH N0 PENAKTHPOBAHMIO JOKYMEHTOB, HEOOXOMMMEBIX /IS MPOJAXH
nyteBok B JIOJI (a3xcKypeus).

Pazoen 3. Texnonozus pabomer ¢ QoKyMenmamu 6 mypusme
Tema 8. Opranmanus yoxymeHnTooSopora
Dopma 3aHAMUA — YCMHBLI ONPOC, GBINOAHEHUE NPAKMUYECKO20 3A0AHUA.
Conepxanue npaxktuieckoro 3auatns 8. TexHonoruyeckas JOKyMeHTalUs TyphHPMBI
IpH OOCTY)KIBaHHH KIMEHTA B FOCTHHHIE,
BrimonHenRe 3ajaHui N0 MOATOTOBKE MOKYMEHTOB, HEOOXOAMMEBIX I O(OpMICHMUS
NPOXXHBAHKSA HHOCTPAHHOIO K/IMEHTA B rOCTHHHUIIE. [0CTHHHIA (3KCKYPCHS).
Tema 9. OTBeTCTBEHHOCTH NEPCOHANA 32 BENeHHE JOKYMEHTALHM
Dopma 3aHAMUA — YCMHBLE ONPOC, BLINOAHEHUE NPAKMUYECKO20 300aHUs.
Conep:kanue npakTudeckoro 3anstus 9. Opranuzaums xpaHeHus J0KYMEHTOB.
BrimonHenue 3ananui no MOATOTOBKE JOKYMEHTOB K XPAHEHUIO. ADXHB (3KCKYPCHs).



5. OHEHOYHBIE CPEJCTBA A TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH,
IMMPOMEKYTOYHOM ATTECTALIMH 110 UTOI'AM OCBOEHIA JUCLHHUILIUHBI
U YYEBHO-METOJNYECKOE OBECIIEYEHUE CAMOCTOSATEJBbHOH PABOThI
CTYAEHTOB

5.1. Tekymuii KOHTPOJIB YCIIEBAEMOCTH
Texylmui KOHTPONE YCIEBACMOCTH IIPOBOJUTCA B GOpPME PEHTHHT - KOHTPOJIA TPH pas3a B
cemecTp. THITOBBIE TECTOBBIE 3a/JaHUA [N IPOBENIEHUS TEKYIUEr0 KOHTPOJIA MPUBEACHBI HIDKE.

Peiitunr-konrpons Ne 1
Bompoc 1. JokymerTanuonnoe obecnieuenne ynpasnerus (JJOVY) oxsaTsiBaeT BOMPOCHL:

1. IOKYMEHTHPOBAHIA, OpraHU3aliy paboThl ¢ JOKYMEHTAMH M CHCTEMAaTH3aLMIO APXHBHO-
ro XpaHeHHs JOKyMEHTOB

2. MOKYMEHTOBEICHHA

3 JOKYMEHT0000pOTa H apXHBHOTO XpaHEeHUA

4. CHCTEMAaTH3alMH JOKYMEHTOB

5 JOKYMEHTHPOBAaHHS

Bomnpoc 2. HopMaTuBHBIA JOKYMEHT, yCTaHABIHUBAKONINH eIWHBIE TPEOOBAHUS K TOKYMEHTHPOBA-
HUIO YTIpaBJIeHUECKOH! NeSTeNbHOCTH U OpraHU3allK paboTh! ¢ IOKYMEHTAMH:

1. Yuudpuuupopanuas cucrema nokymerntanuy (YCJ)
2. Ir'ocCT

3. HHCTPYKIHSA IO A€TONPOU3BOACTBY

4, caoy

5.

JOoImKHOCTHAS HHCTPYKIUA

Bompoc 3. UeMm pernaMeHTHpYETCS NeSTENFHOCTH padOTHHKOB CITyxkOb! JJIOY
I'OCTom

JomxHoCcTHON HHCTpyKIHEH

HpHUKa30M IMPEKTOpa

pexuMoM paboThl IPeANPHATHS

HUYEM

NE WD

Bomnpoc 4. urdopmanus o COOBITHIX B ABIEHHAX OOLEKTUBHON ASHCTBUTEILHOCTH U MBICTHUTE I b-
HOH JeATeNbHOCTH YeI0BEKa, 3aHKCUPOBaHHAA Ha MaTePHAIBHOM HOCHTENE ¢ PEKBH3UTAMH- 3TO :

1. Joxyment

2. dopmysp

3. OJ1aHK JOKyMEHTa

4, CHCTEMA A0KYMEHTAlHH
3. KOMIIBIOTED

Bonpoc 5. Kaxne ¢pyHKOUE JOKYMEHTa ABIMIOTCH CIEIH(PUICCKHMH:
KyJIbTYpHasd, COIHaNbHAas, HHPOpMAaIlliOHHAA
yIpaBieH4YecKas, #H(QOpMalMOHHad, IpaBoBad,
YIIpaBIeHYECKas, [IpaBoBast, HCTOPHYECKas

KyIbTypHas, HCTOpHYecKas, COLHalbHas

HeT cnenuduyeckux dyHKUHHA

ornpoc 6 JesTensHOCTE IO CO3AaHHI0 JOKYMEHTOB HA3bIBACTCA:
JENONPOU3BOICTBO

=P G W



2. JOKYMEHTO060pOT

3. JTOKYMEHTHPOBaHHE

4, CHCTEMA TOKYMEHTAHH
3. JOKYMEHTOIIOTOK

Bonpoc 7. YcTanoeneHne eanH000pa3is cocTasa ¥ GOpM yIIPaBICHYECKHX JOKYMEHTOB, QHUKCH-
PYIOIOMX OCYIIECTBICHHUE OJHOTHIIHBIX YIIPaBAeHUECKUX QYHKIME | 32039 HA3BIBAETCH:
CTaHJapTH3alKcH

YHH(pHKAUHEH

JOKyMEeHTallHeH

K1accupuxanuei

THIH3AHEH

b

Bonpoc 8. Kaxue puas! 6;1aHKOB pEKOMEHIYIOTCS Ha NIPEANIPUATHHA?

. TOTBKO A7 KOHKPETHOTO BIA JOKYMEHTOB

. UL BHYTPEHHHX HOKYMEHTOB (00Imuii)

. I78 BHEITHUX JOKYMEHTOB (TIHCEM)

. Onank cirysxebHOro muceMa, OJ1aHK 1713 KOHKPETHOrO BHAA TOKYMEHTOB, 001 OnaHK
. HeT YeTKHX PEKOMEHIANUH

(W R R I

Bompoc 9. UeM oTimuaeTca 01aHK A9 BHYTPEHHHMX JOKYMEHTOB OT OnaHKa i MHUceM?
l. Ha OnmaHke AJA IIHCEM MEHLBILIE PEKBH3UTOB

2. na Onasxe Jy nmucem O0JIblIe pEKBH3UTOB

3. HE OTIIHYAETCS HUYEM

4, PacIIONIOKEHHEM PEKBH3UTOR

5 oTmM4aeTca hopMaToM

Bompoc 10. Kaxue ¢opmarer 6ymaru ucnons3yrores ana 61aHKoB?
l. TOIBKO A4

2. Ad, AS, A3, A6
3. TONBKO AS

4. TONBKO A3

5. Abu Ad

PeliTHHr-KoHTpOJIL Ne 2
Bonpoc 1.Kaxoe paclonoXeHKUe PEKBU3UTOB PEKOMEHAYETCS AN THceM?

1. 1.yrnosoe u ¢iarosoe

2. NPOJOIBHOE U LEHTPOBAHHO®
3. YIJIOBOE M IIPOAOJIBHOE

4 {IaroBoe U HEHTPOBAHHOE

3. IPOLOJIBHOE K QIIaroBoe

Bomnpoc 2. Ha xakue 4acTH JeIHTCS JOKYMEHT IIpH 0opMIICHUH?
. 3ar0JI0BOYHYIO, OCHOBHYIO H 3aKIIIOYHTEIBHYIO
3aTOJIOBOYHYIO, OCHOBHYIO H 0GOPMILIOIIYIO

Hayano, cepeiHa U KOHell

IIEPBYIO, BTOPYI), TPETRIO
TEKCT Ha YacTH He HEIHTCA

N



Bonpoc 3. I'ze pacnonaraercs peKBU3HT «HAUMEHOBAHHE MPEAIPUATHS»?
TI0CTIE PEKBH3UTA «PErHCTPALIHOHHEIN HOMED JOKYMEHTaN

IO/ PEKBH3UTOM «3MOJIeMa OpTaHH3alHK WITH TOBApHEIM 3HAKY
B LIEHTPE BEPXHEr0 101

B 0OPMIIAIOIEH YacTH

O] PEKBU3HUTOM «aAIpPECaTy

el

Bompoc 4. B kakux JOKyMEHTax YKa3bIBaIOT CIIPABOYHEIC JaHHBIE O [IPEANPHATHH?

1. BO BCEX

2. BO BHEIITHHX

3. BO BHYTPEHHHX

4. B [IpHKa3axX M0 OCHOBHOH JedTeTLHOCTH
5. B PaCHOPAAUTENLHLIX JOKYMEHTAX
Bompoc 5. Kaxum ciocobom ciexyer odhopmuts gaty «20 oxrabpsa 2019 r» B AeN0BBIX MHCEMax?
1. 20/10/00

2. 20.10.00

3. 20 oxTabps 2000

4. 2000.10.20

5 20.10.2000

Bompoc 6. IInceMo, nMeromee GQHHAHCOBBIE B IOPHIMMECKUE TOCIEACTBHA JOKHO OBITS. ..
IIOAHNACAHO JUPEKTOPOM, TN OyXTalITepoM, 3aBEPEHO IeYaThiO

3aBEPCHO II€YaThIO

HOJIHCAHO JUPEKTOPOM U COTIACOBAHO C IOPHCTOM

IOJIMCAHO I OYXTaTTEePOM, YTBEPXKIEHO ANPEKTOPOM

MOMIMHUCAHO TUPEKTOP

bl et s

Bonpoc 7. Uem dakc oTxyaercd 0T nuckMa 0o 0OpMIEHHIO?
SIBIIETCA HE MOJNHHHHKOM, a KOIIHEH JOKYMeHTa
COAEPIKHT PAJ JONOTHUTENBHBIX PEKBH3UTOB
nedaraercs Ha Tenedaxce

He MOxeT OBITb 3aBEPEH MEYaThIO

BCE BBILICNIEPEYHCISHHOE BEPHO

bl bl S e

Bomnpoc 8. B weM ocHOBHBEIE 0TIHYHA IIHCEM K 3apy0eKHBIM IapTHepaMm?

1. nong 1o 1 moitmy

2. OTCYTCTBHE ITYHKTYaI[HH

3. opopmeHue ab3aner Ge3 ad3aLHOro OTCTYNA
4, CJIOBECHO MG POBOH crniocod HaMKHCAHUA TAThI
5. BCE BBIIIENIEPEYUCIEHHOE

Bonpoc 9. Kakos cpok XxpaHeHHS JeNOBbIX TUceM?

l. 1 Mecan

2. 1 ron

3. 3 roga

4. 5 met

3. He XpaHiTes BooduIe



Bomnpoc 10. Ha xakoM 61aske odhopMIsercs TenerpamMma’

1 ga TenerpadHoM

2 Ha o01eM

3. A7A UCeM

4 IUTS TIPHKA30B

5 He 0pOPMIAETCA, T.K. IIEPEAacTCA 110 TenedoHy

PefiTunr-konrpoas Ne 3,
Bonpoc 1. Kak Ha3eBaeTCA JOKYMEHT, (PUKCHPYIOLIMA COITIAINEHHE CTOPOH 00 yCTAHOBIEHHH TPY-
JIOBBIX OTHOLIEHHI ¥ PeryTUPYIOUIHA 1x?
TPYAOBaA KHIDKKA
KOJIEKC 3aKOHOB O Tpyae
[IPHKAa3 II0 JITYKOMY COCTaBY
TPYHAOBOM KOHTPAKT (IOTOBOD)
OODKHOCTHAS WHCTPYKIHA

bl bl b

Bonpoc 2. Kak xpaHaTcs MpUKa3e!l 10 JUYHOMY COCTaBY?

B IMYHOM JIeNe COTPYAHHUKA

BMECTE ¢ APYTHMH KaJpOBBIMH JOKYMEHTAMHU
IRPYIIIHPYROTCA B OTACIIBHOC €TI0

BBIAIOTCA Ha PYKH COTPYIHHUKY

BMECTE ¢ IIPUKA3aMH 110 OCHOBHOH JESTENbHOCTH

el

Bomnpoc 3. O gem muinyT B IMYHOM 3a4BNECHANT

o IIpreMe Ha paboTy U YBOJIBHEHUH, 00 OTHyCKe
O CBOMX JIMYHBIX INIaHAX

00 ono3raHun

O BBINONHEHHH NIOPYIEHHS

00 OCHOBHEIX 3Tarax >KH3HEHHOTO IyTH

dib g S

Bonpoc 4. Komy cnenyer agpecoraTh 3asBieHue O IpreMe Ha paboTy?
CoOcTBEHHUKY NPEANPUATHS

PYKOBOIHTEIO PEAIPUSITHS

HAYATBHUKY OTIENa KaJpoB

1. Oyxrairepy

ToBapuiy no pabore

bl S

Bompoc 5. Kako#i JoxyMeHT HE00XO0AUM UL IIOTy4eHNS 3apabOTHOH MIaTh! 3a 3a00NEBLIEro Cy-
npyra?

1 pacIucka

2 CBHJIETELCTBO O Opake

3. 3a4BIEHHE U IACIIOPT CYIpPYra

4 JOBEPEHHOCTE

5. 00BACHUTENBLHAS 3aITHCKA

Bomnpoc 6. /115 yero HeoOxomuma aromaruzauus JOVY?

1. I7st oBbImeHud 3¢ dextrBHOCTH Tpyaa pabotHukos OV, coxkpaumeHre Tpya03aTpaT Ha
IOKYMEHTHPOBaHHE,

L)1 pallHOHATTH3alli i ,E[OKYMGHTOOGOPOTE[

10



. Ut ocBoOoXIEHUs pabouuX MeCT

1 OCBOOOKICHHA CEKPETaps OT BEISHHS JOKYMEHTAIEH
I YHAGUKANMH # COKPAILCHHS KOJMMYECTBA JOKYMEHTOB
HET HeoOXOAMMOCTH B aBTOMATH3AIMH

Do W

BOHPOC 7. Ha kakux atanax AOKYMCHTAIIHOHHOT O obecneuenns YIIPaBICHHA NPUMEHAKOTCA MEXa-
HH3AIIHS H ABTOMATH3aHA?

Ha 9Tale PeruCTpalyy | IOUCKA JOKYMEHTOB
H4 3Tane 3KCIEeIULMOHHOH 00paboTKu.

Ha IOATOTOBUTENLHOM 3Talle (COCTABIEHUE, KONHPOBAHNE, PA3MHOXKEHHE JOKYMCHTOB)
Ha 3aKJII0YHTENFHOM dTalle (IIepefada Ha apXHBHOE XPaHEHHE)

Ha Bcex dranax 00paloTKH JOKYMEHTOB

Nk

Bompoc 8. Ot yero 3aBUCHT COCTaB KOMILTEKTOB IPHMEHIEMBIX CPEICTB M IpOrpaMMHoro obecre-

| OT KOHKPETHBIX YCIOBHi paGOTHI alnapara ynpasleHns ¢ JOKyMEHTaMH
2. OT 5KOHOMHMYECKHX BO3MOMHOCTEH NIpeanpyUATHS

3. OT CTEMEHH IOIrOTOBKH CIEIHATUCTOR

4 OT [IPUPOAHEBIX YCIOBHIA

5. OT peK/IaMEl

BOHpOC 9. K TexHuyecKknM CpCACTBaM COCTABIICHUA W H3TOTOBJICHHA TEKCTOBBIX JOKYMEHTOB OT-
HOCATCA:

. reKTorpaHueckue 1 0QCeTHLIE MAIIMHEL

. MHKPOQUIBMBI H MUKPODHLIH

. MHUIOYITEE MAIIKHEL, THITYHIME ¥ OPraHu3alHOHHbIE aBTOMATBI
. (anpLEeBaNbHBIE, a7PECOBANBHEIE, MADKHPOBANBLHEIE MALIUHEI
KOMIBIOTEPHI ¥ BRIYHUCITHTENbHbIE MAITHHEI

ok L

Bormpoc 10. JlokymMeHT, H3roTOBNEHHBIH CPeCTBAMA BEIMHCIUTENBHON TexuukH (BT), HemombayeT-
s Ha TIpaBax:

1. OI/IMHHUKA
2. KOIIUH

3. YEpHOBHKA
4. AyOnuKaTa
5. BBLITHCKH

5.2. IIpomexyToOdHAS ATTECTALMA 10 HTOTaM OCBOCHUS MHCI{UIIIMHE] — SK3aMeH,

BO]'IpOCbI K JK3aMecHY:

I. YTo Takoe JOKYMEHT, ¢ KAKOH LENBIO0 OH MOXET CO31aBaThes?

2. KaxoBb! OCHOBHEIE HIpH3HAKH KJIacCH(HKAMHA TOKYMEHTOB?

3. Uro noHMMAeTCA N0 JOKYMEHTALIMOHHEIM 00eCIEUeHHEM YIIPABIEHHA?

4. B ueM cyTb cranaaprusanmn ¥ yaudukaiun goxymenros? Kakue paspabarsigarorcs
CTaHAapThI?

5. Yem oTnmgaeTca oQopMICHHE PEKBU3KTOB 06miero GaHka oT 6nanka muchMa?

6. KaxoBEl OCHOBHBIE DEKBH3UTHI, HCHOJb3YEMble 111 ObOPMIIEHHS IPHKA3a B Paciiopsike-
HHAA.

7. Kakne GopMel IPOTOKOTOB MOXHO HCNOJIB30BAT B YIPABACHYECKON ASATEIbHOCTH, B

il



YeM UX oTiHure?

8. VxkaxuTe 0OCHOBHBIC TPeOOBAHNA K ODOPMIICHUIO IENI0BOIO [THCHMA.

9. Kakue KOMIIEKCH! JOKYMEHTAUUH BKIIFOUaeT B ¢ce0s Kaaporad HHPOPMaUUOHHO-
JIOKYMEHTaI[OHHAs CHCTeEMA?

10. B uem ocofennocTu odopMIeHN IPHKA30B 110 TMYHOMY COCTaBY?

11. UTo MOHMMAETCA HOA Opranu3anueil fokymenroodopora?

12. Yo Takoe CXeMHI JOKYMEHTO000POTA, 3aUeM OHH HYKHBI?

13. C kako#i nensro pa3pabaThIBaloTCa HHCTPYKIMH IO JEIONPOM3BOACTRY, YTO B HHX
He0OXOIHMO TIPEXYCMOTPETE?

14. YKaXHTe TEXHOJIOTHYECKYIO TOCIe0BaTeIbHOCTD 3TAlOB paboThl ¢ BXOAAIIIMU
JOKYMEHTaMH.

15. Kaxoga nocie10BaTenbHOCTD ONEpaluii Ipy paboTe ¢ BHYTPEHHUME JOKYMEHTA-
MH?

16. C xaxoit ueapro NpoBoAMTC (POPMHPOBAHKE A€T, KAKHEe NPH 3TOM HE0OXOauMo
cobronath TpeboBanua?

17. Yto TakOe HOMEHKIIATYpa Aell, ¢ KAKOH LeJIbl0 paspabaTslBalOTCA THIIOBLIE HOMEHKIATYPBI
aen?

18. Kaxyro mHQOpMaLHUIO COAEP>KHT HOMEHKIAaTypa Aen?

19. YTo moHUMAeTCs 10/ SKCIIePTH30H LIeHHOCTH JOKyMeHTa?

20. Kakmue KpUTEpHH HCIIONB3YKOTCA IPU OLIGHKE JOKYMEHTOB?

21. Kak ocywecTsisercs npuem-riepeaga aei B apxus?

22, Yro Takoe KOHPHACHIHATBHBIA JOKYMEHT?

23. Kakue ocHOBHEIE YyIpO3bl BOZHUKAIOT ITPH padoTe ¢ KOHOUAECHIMANEHEIME OKYMEHTA-
MHU7?

24, VkaxxuTte 0cOOCHHOCTH BEACHHSA NENONPON3BOACTBA, 00ECIe HBAIOIIETO YUET H CO-

XPaHHOCTb KOHQHIACHIIMATBHOR UHDOPMALMH H JOKYMEHTOB.

25.  Urto nonumMaeTcs 1107 3alUIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CUeT Yero MoxeT ObiTh 00ec-
NeYeHa ero sammra’?

5.3. CamocToaTebHadA padoTa ofydalomerocs.

CamocTosTenbHas paboTa CTYIEHTOB 10 H3YHMEHHWIO TUCUMIUIMHEBI BKIIIOYAET CEYIOLIHE
BUIB! paboT: H3yUeHHE MaTepuana, H3lI0KCHHOIO Ha JIEKIMM; U3YHEeHHE MaTepHasia, BhIHECEHHOTO
Ha NPAKTHYECKHE 3AHATHS; NOATOTOBKA K MPAKTHYECKUM 3aHSATHSM, BHITONHCHHE HHIUBHIAYALHO-
ro 3anaHus (pedepar), IOATOTOBKA IPE3EHTALHH JOKIaa.

CamocTosTenpHast BHeay IMTOpHad paboTta [0 Kypcy BKIFOYAET M3YYeHHe YIeOHOM 1 HayYHOH
NMTEPATYPHL, NOBTOPEHHE JISKIXOHHOTO MaTepHalla, IIOATOTOBKY K IPAKTHYECKHM 3aHATHSIM, 8 TAKKe
K TEKyIIeMy KOHTPOJIO M IIPOMEXYTOYHOH arTectanni. [IpaxTudecKkue 3aHATHS IPeXyCMaTpHBAIOT
COBEpINEeHCTBOBAHHE HAaBHIKOB pabOTH! ¢ IEPBOHCTOUHHKAMM, H3YYCHMA IIPEAMETHON chenuGHKH
Kypca. Bompockl, He paccMOTpEeHHbIE Ha JIEKIUAX M IPaKTHYECKHX 3aHATHSX, JOJDKHEI OBITH U3yUIeHbL
DaxanaBpaMil B Xole camocToATenbHOH padorhl. KoHTposs camoctosTenbHON paboTsl GakanaBpos
Haj y4eOHOMH mporpaMMoi Kypca OCYINECTBISETCS B XO/I€ IPAKTHYSCKHX 3aHATHH METOAOM YCTHOTO
OIpoca UM OTBETOB Ha BOIPOCH! TeM. B xoje camocToaTenbHOH paboThl KaKIBIA CTYAEHT 00s3aH
IIPOYNTATE OCHOBHYIO H 110 BO3MOKHOCTH JOTIOJTHHUTENLHYIO JTHTEPATYPY MO u3ydaemoit Teme. OGy-
YarOIMUHCs DOKEH TOTOBHTLCS K NIPEACTOSIIEMY IPAKTHUECKOMY 3aHATHIO IO BeeM, 0003HaAYEHHBIM
B nporpamMme BoupocaM. He nposicHeHHBIE (IMCKYCCHOHHBIE) B XOI€ CaMOCTOSTENIBHON paboThl BO-
IpOCH! CiIeAYyeT BBIINCATE B KOHCICKT JCKIMH H BIOCIEACTBHH NPOACHUTL HX HA IIPAKTHYECKHX 3a-
HATHIX.

CamocrosrensHas paboTa BEIIONHAETCS CTYASHTOM 110 33aHHUIO IpenoJasaTens, Ho 0e3 ero
HETIOCPEACTBCHHOTO yUacTHA.

Bupamu 3ananuil 114 BHeay JUTOPHOM CaMOCTOATEIBHON paboThl CTYAEHTA BLICTYIIAIOT:

A5 OBNATeHUs] RHAHHAMH!

- YTeHne TekcTa (yyeOHUKa, TepBOMCTOYHMKA, NONOTHHTENEHOH THTEPATYPLI);




- COCTaB/ICHUE 1NaHa TEKCTA;

- KOHCIIEKTUPOBAHKE TEKCTA,;

- BBIIIUCKH W3 TEKCTa,

- paboTa co CIoBapAMU H CIPABOYHHKAMH;

- yuefHO-HecneaoBaTenbeKas pabora;

- HCIOJIB30BAHUE KOMNBIOTEPHOM TEXHUKH # VIHTEepHeTa M Jp. IIpH BRINONHEHHH TBOpYE-
CKHX JOMalUHUX 3aTaHuH,

1A 3aKPENNICHHA U CHCTEMAaTH3aluY 3HAHKR:

- paboTa ¢ KOHCIEKTOM JieKiui (06paboTKa TeKCTa);

- IOBTOpHAs paboTa Haz y4eOHBIM MaTepuanoM (3MEeKTPOHHOTO y4eOHHMKA, NEePEOHCTOYHH-
Ka, JIOTIOTHUTEBHOM STMTepaTyphL);

- COCTABJICHHE [1JIaHa M TE3MCOB OTBETA Ha BOIIPOCH! MPOMEAYTOTHOIO KOHTPOJIS;

- aHanmuTHYecKas 00pafoTka TekcTa (aHHOTHpPOBAaHKE, PEUCHIUPOBaHEE, pedepHpOBAHKE,
KOHCIIEKT-aHATIH? U Jp.);

- IOArOTOBKA COOGIEHHA HAa MPAKTHYECKOM 3aHATHH M Ap. AN GOPMHPORAHHS YMEHHH
HAaBBIKOB;

- IOArOTOBKA COOOMICHUI 110 3aJaHHBIM TEMaM;

- PEIICHHE CUTYAMOHHBIX (IpodecCHORANBHEIX) 3a0aHHil;

IIpopaboTka BOIPOCOB, BHIHOCHMBIX Ha CAMOCTOSTENLHOE H3YUYCHHE COCTOHMT B M3YYCHHH,
KOHCICKTYPOBAHHH ¥ aHAIH3E TUTEPATYPHEIX HCTOYHHKOR,

MeToauYecKue PEKOMEHIAUHNH 10 CAMOCTOATEILHOMY H3YYCHHUIO BONIPOCOB TEM AMCLIH-
TUTHHBL:

1. HeobxommmMo NpOYMTATE JIUTEpPATYPHBIE HCTOYHHKH, [IPOAHAIM3UPOBATh KAYECTBO H
TIOJHOTY U3JIOXKEHHA MaTepHana I10 H3y9aeMbiM BOIIPOCAM B IMTEPATYPHBIX HCTOUHHKAX.

2. PexoMeHOyeTCS OUCHMEHHO COCTABUTh CBOH BOTIPOCHI K TEKCTY (HE MEHEe Tpex).

3. PexoMeHAyeTCA JaTh COGCTBEHHEIE KOMMEHTAPHH IPOYHTAHHOMY Marepuany, apryMeH-
TallHIO CBOSH HHTEPIIpeTaIlHY,

4. KOHTpON® BBIIONIHEHHS BHEAYIHTOPHON CAMOCTOSTEIBLHOM paboTHl OCYLIECTRIIETCA Ha
MIPAKTHICCKUX. 3AHATHAX, HHAMBUIYANBHEIX ¥ IPYNIIOBLIX KOHCY/IBTALHAX, 3aiuTe pedepaTa, 3a-
yeTe.

CamocTonTebnas paboTa cTY/IEHTOB!
CamocrogTenbHas paGoTa 3aK110M2€TCA B IPOBEIEHHH CTYAEHTAMH HHAHBHAYAJLHOIO Hc-
cJ1eI0BANHS.
TeMbl HHIMBHAYATLHOTO HCCTEA0BAHNS (CAMOCTOSTEBHOM paGoThl) CTYIEHTOB.
HoxymenTHpoBaHHOE 0GecneyeH e YIIPaBIEHHA FOCTHHHIEH
HoKyMeHTUpOBaHHOE O0eclieueHye YIpaBaeHHS 3aropoaHoi# Typbazoit
JoKyMeHTHpOBaHHOE O0ECTICUCHHE YIIPABICHUS PECTOPAHOM
HoKyMeHTHpPOBaHHOE O6ECTIeHeH e YIIpaBIeHNs TyPPUPMOit
JlOKyMeHTHPOBaHHOE 00ECTIEYeHHE YIIPABISHHS aBTOTPAHCIIOPTHBIM NPEANPUATHEM
HoxyMeHTHpOBaHHOE ofecledeHne YIpaRIeHHS My3eeM

S il e

IInan unousudyanvnozo uccnedosanus.
Paszoen 1. Hopmamueno - saxonodamenvrvie 0CHOBbI Ooxymenmoobopoma AHau3 I0rOBOPa MEX-
Oy TYPareHToM H TyPHCTOM.
Odopmierne cTyneHTOM OGS3aTENBHBIX JOKYMEHTOB HCXO/T H3 TEMBI YRJIMBUAYATIBHOIO UCCIIEA0-
BaHUA.
Paszoen 2.CocTaBiesne J0KyMEHTOB B CEPBUCE U TYPHIME
CocTaBNneHHe CTYIEHTOM HCXOMIS M3 TEME HHIMBUAYANBHOTO HCCACAOBAHNUS CICAYIOWHX THIIOB
AOKYMEHTALMH: OPraHu3alMOHHAS, PACTIOPAINTEAbHAS. HH(OPMALKOHHO-CIIPABOUHAS. JOKYMEH-
Tall|s 110 NUYHOMY COCTABY.
Pasoden 3. Texnonorus paGoTh! ¢ IOKYMEHTAMH B CEPBUCE H TYPH3ME



IIpeseHTanysa CTyACHTOM CHCTEMbI OPraHU3ALHH YMEKTPOHHOIO JOKYMEHTO0D0pOTa HCX0d U3 Te-
MBI HHAUBUIYANBEHOIO UCCHEIOBaHHS.
3amuTa CTyJeHTaAMA NMPEe3eHTALINY N0 TeMATHKE HHANBHAYAILHOIC HCC/AeI0BaHHS
IIpe3eHTan®a MOXKET HpeACTaBIATH co00M COYETAHHE TEKCTA, [HIIEPTEKCTOBBIX CCHUIOK,
KOMIBIOTEPHOH aHMMaluH, TpadHKH, BUIEO, My3bIKH M 3BYKOBOro paAza (HO He 00S3aTeNIbHO BCE
BMECTE), KOTOPEIE OPTaHK30BaHbI B €IMHYIO cpely. KpoMe TOro, npeseHTamis HMeeT CIOXKeT, Cue-
HapHH H CTPYKTYDY, OPraHH30BaHHYIO W1 YAOOHOTO BOCHPHATHS HHOOpMAUHH. OTIMYHTENBHOM
0COBEHHOCTBIO MPE3EHTALMH ABIACTCH €€ MHTEPAKTHBHOCTD, TO €CTh CO3JaBaeMast I HOJb30Ba-
Tells BO3MOXHOCTL B3aMMOJEHCTEMSA YEPE3 3IEMEHTHI YIIPAaBICHHA. BhINONHEHHe NPE3EHTALMH He
ABIACTCA O0A3aTENBHBIM 3JICMEHTOM, NPEJOCTABIACTC Ha BBIOOP CTYNEHTY M IOJOXKHTEIbHBIM
00pa3oM BIIHAET Ha OLlEHHBaHHE PaGoTEL

®onn oneHouHbX Matepuanos (POM) mis MpoBEASHHS aTTECTALMH YPOBHS COPMHPOBaH-
HOCTH KOMOETEHIHHA 00YYarOmuXCs 10 AUCLHIUIHAE O(GOPMAASTCS OTAEIBHBIM AOKYMEHTOM.
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6. YYEBHO-METOJUYECKOE H HHOOPMAIIMOHHOE OBECIIEYEHUE

ANCUHAITIIUHBI
6.1. KuurooGecne4eHHOCTH
HanMeroBaRYe nuTepaTyphl: @BTOP, Ha3BaHWe, BHI H3MAHHA, Ton KHHT'OOBECINEYEHHOCTL
H31aTeNbCTRO H3ga-

Hanuuwe B 2nexkTpoHHOH 616-

HUA
nuotexke Bnl™Y

OcHoBHas nuTepaTypa

1. Kysneuos, Y. H. Jenonpoussozncteo: yuebHo-cripapoyHoe mocoGue / | 2020 | https://znanium.com/catalog/pro
H. H. Kysneuos. - 9-e u3z., nepepab. — Mocksa: Jawmkos 1 K, 2020, — duct/1093496
405 c. - ISBN 978-5-394-03881-5. - TekcT: 3NeKTPOHHBIH.

2. Mlenonponzsoncteo: y4eGuuk / T. A. Buikoa, JI. M. Banoga, }0. M. | 2021 | https://znanium.com/catalog/pro

Kyxapuna, JI. B. CankuHa ; noa oful pea. zou T. A. Beikosol. — 4-¢ duct/1014190
u3d., mepepabd. u nor. — Mockea: HHOPA-M, 2021. — 393 ¢. + Jon.
MmaTepuaibl [SneKTpoHHBIA pecypc]. — (Beiciuee ofpazosawue: Baka-

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

3. Jlapnonosa, M. b. ITpakTHKYM 110 OPraHH3alHOHHOMY M JOKyMeHTauu- | 2019 http://elar.rsvpu.ny/
OHHOMY OQECTIEUEHHIO ASATENBHOCTH OpraHuiauny: yyebHoe mocobue /
M. B. Jlapronosa, H. E. Cadponoenu. Exatepuubypr: HUsn-so Poc. roc.
npog.-nen. yu-Ta, 2019. 206 c. ISBN 978-5-8050-0683-9

HononantensHas 1MTEpaTYPa

1. lilyanoea, H. H. OcHOBH AeNONpPOM3BOACTBA. S3blk cnyxebuoro ao- | 2019 https://static.my-
KymeHTa : yaeGHHK ¥ MPaKTUKYM I akafeMHYeckoro fakanaspuara / H. shop.ru/product/pdf/354/353761
H. lllysanoea, A. 0. Hpauosa ; noa o0w. pea. H. H. Illysanosoii. — 2-¢ 1.pdf

u3L., nepepat. ¥ gon. — M. : HUsaarensctao 1Opaiit, 2019, — 428 ¢. —
{Cepus: Baxanaep. Axanemudeckuit kype). ISBN 978-5-534-10848-4

2. Bukosa, T. A. JlokyMeHTalMOKHOE obecneyenne ynpasneHus (meno- | 2018 https://znanium.com/catalog/do
NPON3BOACTBO): YdehHoe mocolue IS CTYLEHTOB BBICLIMX y4eOHbIX 3a- cument?pid=942800
Benennii. T. A. Brixora, T, B. Ky3aueuosa, JI. B. Cankuna; noapen. T. B.
Kysneuosoit. - 2-e usa., nepepab. u gomn. - Mocksa: MHOPA-M, 2018. -
304 ¢. - (Bricutee ofpazoranue. Bakanaspuar). ISBN978-5-16-004805-5.

6.2. Ileproanyeckne H3TaHHA

1. Kypran «[lenonpouspoacteo»

Kypuan «Cekperapckoe aeao»

Kypuan «CrpaBouHHK cexpeTaps H OpHC-MEHEKEPa»
Kypran «CripaBo9HHK KaXpOBHKA»

B

6.3. HaTepHeT-pecypcenl

I Ouumaneneii  caiit BcemupHOro coBeTa [0 MyTeMIECTBHAM ¥  Typusmy - URL:
http://www.wttc.org.

2. Opmimansueri caiit Beemuproit Typuctekoit opranmsauun. World Tourism Organization UN-
WTO - URL: http://www.world-tourism.org.

3. Oduumanbreri caitt Poccuiickoro corosa Typusycrpuu - URL: http://www rata.ru.

4. Jusasi sHUMKIONEAHS ATA TYTEISCTBEHHMKOB: OMHCAHUS CTPaH, KYPOPTOB W OTENeH, OT3BIBLI
TypuctoB - URL: https:/tonkosti.ru/.

5. Tematuueckuii caitt PBK o Typusme - URL: http://www.turist.rbe.ru.

6. HosocTr Typu3sma, ropsilue Typsl, OT3bIBEL 00 OTE/IIX U TYpONEPATOpaXx, MyTeBble 3aMeTKH Ty-
PHCTOB, $OTOOTYETH 0 HyTemecTusix - URL: https://www.tourprom.ru/.

7. Acconwanus typoneparopoB Pocenu - URL: https://www.atorus.rw/.

8. Oduunansusii TypucTuyeckuii mopran Bragumupckoii o6nacti KomuteT o TypusMy agqMunn-
cTpali Broagumupcekoit o6nactu - URL: http://viadimirtravel.ru/.

9. Tepmuka: 6a3za NaHHBIX COAEPXHT MH(OPMANUIO O HOPMATHBHO-METOJHMYECKOM PEryIHpOBa-
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Hun JIOY, paspabotke HOPMATHBHBIX 10KYMenTOB 10 JJOY, NOKYMEHTHPOBAHKIO HHPOPMALIHH
H CO3JIaHHMH JOKYMEHTOB, OPTaHH3aLMH H aBTOMAaTH3aluKM JOKYMeHTo0GopoTa, obecrneueHun
paboTEl ¢ KaIPOBOH NOKYMEHTAMeH, OPraHH3aLMy XPAHEHHS NOKYMEHTOB, O0YYEHHH OCHOBAM
neaonpoussoacTsa - URL: http://www.termika.ru/dowenc/razd3/0d2.html.

10. Pernonambias ofmecTseHnas opranusanus «[wisnus Ynpapamormmx JloKyMeHTAHeH» -
URL: http://www.gdm.ru,

11. CopaBouro-npagosas cuctema «Koncynsrant ITmoc» - URL: http://www.consultant.ru;

12, Caiit nayunolt Gubmoteku Bal'y - URL:http:/library.visu.ru/;

13. bubnuorpaguyeckas U pedepatuBHad 0asa JAHHBIX HAyYHBIX ITyGIMKALH Scopus -
URL:http://www.scopus.com/;

14. basa maHHRIX MEXQYHAPOAHBIX MHISKCOB HAay4HOro HHTHpoBaHHs Web of Science - URL:
webofscience.com.

7. MATEPHAJIBHO-TEXHHYECKOE OBECIIEYEHUE JUCIIUNJIUHDI

Jnst peanusaliy NAHHOH TMCHHMILTHHBI HMEIOTCS CHEHUATbHEIE TIOMEIICHHS IS IPOBe/e-
HUS 33HATHH JICKUMOHHOTO THIA, 3aHATHH IPAKTHYECKOro/1ad0paTopHOro THNA, KYPCOBOTO IPOEK-
THPOBAHHS (BBIIOTHEHHS KYPCOBBIX paboT), IpyNMOBbIX H HHIAMBHIYaTbHBIX KOHCYJIBTALIMH, Te-
KYIIETO KOHTPOJA ¥ IIPOMEXYTOYHOH aTTeCTAlMH, A TAKXe MOMEIIEHNA A3 CAaMOCTOATENLHOH pa-
60TBI: ayAUTOPHHY, OCHAINEHHBIE MYNLTH-MeAHa 0GOPYLOBAHUEM, KOMIILIOTEPHbIE KIACCHI ¢ JOCTY-
IIOM B HHTEPHET, ay IUTOPHH O€3 CIenHanLHOro 000py10BaHHUA.

Ilepeuens HCIIO/B3yEMOT0 THIIEH3HOHHOTO TPOTPAMMHOTO 06eCIeUeRUs: TaKeT MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CTIC «Koncynerant [Lmocs (MHCTAIMpPOBAHHBIA pe-
cype Bal'Y).

Ilpumeuanne:

B cooTBeTcTBHY ¢ HOPMATUBHO-IIPABOBBIMY AKTAMH IS HHBANHAOB 4 JIHL C OrPaHHYEHHEI-
MH BO3MOMHOCTSAMH 3[0POBBS [PH HEOOXOAMMOCTH TECTHPOBAHKE MOXET GEITH IIPOBENEHO TOMLKO
B [INCbMEHHOH HIIH YCTHOH (OpMe, a TakKe MOTYT OhITh HCIIOIB30BAHEI APYTHE MATEPHANE KOH-
TPOIA Ka4eCTBa 3HAHMH, NIPEAYCMOTpEHHBIe paboyei mporpaMMoil AMCUHIUIHHEEL



g 1
Pabouyro nporpavvy cocrasun £.7-# flipint Lagpr Ve E :&D{m oy
7 o P o j 1962 £\

Peuensenr / /i ":f, <A\
(mpenctasuTens paboTonaTens): re. aupextop OO0 Typ. dupma «Mocty /£ Capenrera E.B.

[Iporpamma paccmotpena u ono0peHa Ha 3aceaHuK : VFI/I‘C{._‘_‘:_\ |
IIpotokon Ne ¢ OT _F2 4 -7 Tona k Rt it S/
3asenyronmii kapenpoi TuC 47 1T ymoi‘a'a-;.{],f g

(@10, nchm{é;jy / p

Paboyas nporpamma paccMOTpeHa U omodpeHa Ha 3aceNaHuu y4e0HO-METOMMYECKOH KOMHCCHH
Hanpasnenus: 43.03.02 « Typusm»

ITporokon Ne 0T F2 2 £/ rona @ﬁ
[Ipencenarens xomuccun : AL S W
&E gﬁHO, MOANHKCE ) #




