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1. HEJIM OCBOEHHS AHCHHITIJIMHb]

Lle.]'[b OCBOCHHA JHCLHIIIIHHEI — OBIAJCHUC CTYNCHTAMH TCOPCTHYHCCKHMMH 3HAHHAMHU H [TpaK-
THYECKMMHM HaBBIKaMH B paboTe ¢ JOKYMEHTaMH, HEOOXOIUMBIMH JUIS 3P PEKTUBHONO YIIpaBIeHUs
HpEeANpAATHAMH HHAYCTPUH CEPBUCA. TYPH3Ma H I'OCTCIIPHHMCTRBA.

3agauu:

- U3YYEHHME M 3aKpeNJICHHE TEOPETHYECKHX OCHOB JIOKYMEHTHPOBAHHOTO OOECIIEYEHHS YIIpaB-
JIEHHA;

- ($OpPMHPOBAHHE CHCTEMATH3UPOBAHHBLIX 3HaHMH 00 yHUPUIMPOBAHHBIX CUCTEMaxX J0KY-
MEHTAIUU;

- IOJIYICHHE NPAKTUYECKHX HABLIKOB MO TEXHONOIHH pa6()’fb[ C JOKYMCHTAMH Ha IpEANPpHI-
THH;

- IprobpeTeHue HABBIKOB 0 00padoTKe. anasii3y W COCTABICHHIO JIOKYMCHTOR B chepe cep-
BHCA U TYPH3MA,

2. MECTO JUCHHUIIVIMHLBI B CTPYKTYPE OIIOII BO
Hucuummnna « OCHOBb!I AENONPOU3BOACTEA HA IIPEUIPHATHIX c(epbl YCIIYI» OTHOCHTCS K 00s3a-
TEJBHOW YacTH yueOHOro nnaHa. nporpamMmbl dakanaspuata no xHanpasnenuio 43.03.02 «Typusym».

3. INTAHHUPYEMBIE PE3YJILTATbLI ObYHEHHWS 110 JUCUHHUITJIIMHE

Ilnanupyemele pe3yasTaThl O0YUeHHsI [T0 AUCUUIIIMHC. COOTHECCHHEIE C NINAHHPYEMBIMH pe-
syapTatamu ocBoeHus OTIOIT (KoMneTeHUMsIMH M UHTUKATOPAMM JIOCTHXCHUSA KOMIETEHIIH ).

QopMupyeMble KOMNE-

nﬂaHMpyeMble PE3YJILTATLL OG_VHCIJ'HSI A0 MHCLHILTHHE, B COOTBET-

I HaumegHoBaHue

TEHLUK CTBHH C HHIKKATOPOM JIOCTHAKCHHA KOMUCTEHILHM OLEHOYHOIO Cpeil-
{(xon, copepixanue KOM- | MHaWKATOp AOCTHKEHMA Pesyabrate! o8yuerHus 10 AMCLMILIUHE cTBa
NETEHLMH) KOMITETEHLHH )
YK-4 YK-4.3. 3uaer: TecToBbIe BOMPOCHI,

CnocofeH ocylwecTs-
JATH ACTOBYHY KOMMY-
HHKALMHIO B YCTHOH U
NMUCBMEHHOH dopmax
Ha TOCYIAPCTBEHHOM
A3blke Poccuiickoil De-
AepauM 1 HHOCTPaH-
HOM(bIX) f3bIKE(ax)

BﬁaﬂeeT HABLIKAMH CO-
CTaBJICHHA TCKCTOB Ha
rocynapcTscHHOM W pOa-
HOM A3bIKAX, ONbIT [IEpe-
BOJA TEKCTOB € MHO-
CTPAHHOTO R3bIKA HA
POAHOH, onbIT 0dLIEHNS
Ha rocyAapCcTREHHOM M
MHOCTPAHHOM A3BIKAX

- 0CO0CHIOUTH COCTABIICHHMA TCKCTOR HA
rOCY1GpCTBCHIOM W POIHOM A3LIKAX,
OnsITa OOWCHHA HA TOCY FAPCTBCHHOM
A3bIKE,

Yneer;

- COCTABIATE TCKCTLI Ha MOCY 1apCTBEHHOM
M POHOM #i3bIKaX, OOLIATHCSH H POAROM
HELIKC:

Braaeer:

~ HABBIKUMH COCTABIICIHI TCKCTOB Ha roc-
YAAPCTBCHHOM W POAHOM #3biKax. ofule-
HUWs Ha TOCYAAPCTBEHHOM S3bIKE.

fIPAKTHKO - OpHCH-
THPOBAHHLIC 3214~
HHA

[TK-1
CnocobeH opranuzo-
BbIBATE padoTy HCON-
HUTEne, NPUHEUMATS
peLieHmne o0 opranunsa-
LMK TYPUCTCKOM Nes-
TeNLHOCTH

MK-1.4.
Mcnons3yeT KpUTepHn.
ﬂPaBHJ'la ANA ﬂpMHﬁTHH
YHNPABJICHUCCKUX pelLLle-

HUil, JOKYMeHTHpYeT
YHPABJICHYCCKHE pellic-
HMA W 00ecneunBaeT 1o-
KYMEHTOODOPOT B COOT-

BCTCTBWK C HOpMATHB-

HbIMK TpebOBAHHAMMN,

3HaeT:

- OCOOGEHHOCTH 00CCTIEHEHHA TOKYMEHTO-
OGUpOTEi 3 COOTBETCIBII C HO}')MEE'I'HB-
HblMH 'I‘[)CSL)BEH SN

Yameer:

- ()GCCI'IL“IIH}EITI: £1()K)"ML‘I!T006OPUT B COOT-
BCTCTBHH C HOPMATHBHBIMK TpebOBaHH-
AMILL

Baaneer:

- HABBLIKAM K 0DCCICHSCIINA AQKYMEHTO000-
pPOTd B COOTBCTCTRHKH ¢ HOPMATHBHBIMHK
TpeOUBAHHAMH.

TecToBsle BOTPOCHI,

MPAKTHKO - OpHEH-

THPOBAHHLIC 3a1a-
HH$




4. ObbEM H CTPYKTYPA JUCLUIIINHDBI

TpynoeMKoCTh NUCHMIMMHL COCTABIACT 3 3a4eTHbIe eanHMIbL, 108 yacos.
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dopma 00yueHust — 09H0-32049HaA (YCKOpeHHas 3 r. 6 mec.)

TemMaTuueckuii njiag

KonrakrHas paboTta DopMEl
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Paszoen I.
Hopmamueno - 3axonobamenbupie

1 OCHOBBI OOKYMERmOoBopoma 4 12 5 10
Tema 1. HopMaTHBHO-NpaBoBOE M
METOAMYECKOE perynuposanue JJOY
B TYpH3ME

9 Tema 2. [Ipapuna odopmneHEA A0- 4 34 9 2 9 10
KYMEHTOB B TYpU3Me

PelTHHT-

3 Tema 3. Oba3aTenbHbBle JOKYMEHTH B 4 5.6 2 5 2 10 KOHTPOITS
CEPBHCE M TYpH3ME No 1
Pazoen 2.

Cocmasnenue JoKyMEHMO8 8 Mmypus-

4 | me 4 7-8 10
Tema 4. A3bik ¢nyKeOHBIX IOKYMEH-

TOB
Tema 5. lenoBas nepenncka B Ty-

5 4 9-10 2 2 2 10
pH3Me
Tema 6. CocTapieHHe H odopMIcHHE PeifTunr-

6 JOKYMEHTalMK [T0 IOTCBOPHEIM 004- 4 11-12 2 2 10 KOHTPOJIB
3aTenbCTBaM B TYPU3ME Ne2
Tema 7. CocTaBneHHe H 0QOpMIEHHE
TYPUCTCKON NOKYMEHTalMH: TEXHO-

7 | norydeckas JOKyMeHTauud Typhup- 4 13-14 2 2 10
MBI, TOKyMEHTalMA 00CTy>KHBAaHHA H
MaKeT Typa
Pazden 3.

Texnonozua pabomsr ¢ doxymenmamu

8 | e mypusme 4 15-16 10
Tema 8. Opranuzauus J0KyMEHTO-
obopora

PefiTHnr-
Tema 9. OTBeTCTBEHHOCTEL NEpCOHATA

9 4 17-18 10 KOHTPONb

3a BEICHHE JOKYMEHTALHH No 3
Beero 3a 4 cemectp 108 6 12 10 90 3auer
Hammune g nucuunnuse KIT/KP - -
HTore no aucuMiLiuHe 108 6 12 10 90 3auer




COHCp)KﬂHHC JEKIHOHHBIX 3aHATHH 110 JHCIMILIHHE
Pazoen 1. Hopmamueno - 3axonodamenvhsie OCHO8b OOKyMeHmoobopoma
Tema 1. HopMaTHBHO-IpaBOBOE H MeToanYecKoe perymposanne JJOY B rypuzme
CopepxaHHe neKOUN: YPOBHH YIIPaBIEHHUS B TYpU3ME (PYKOBOJSHIUH, CTpAaTErHYECKUi,
TAKTHYECKHI K oreparuBHbIi). JlokyMeHTanus > GeKTHBHOM CHCTEMB] MCHEKMEHTEI NIPEIIpH-
ATHH CepBHCA W TYpH3Ma: NPaBOBas JOKYMEHTAIHs, JOKYMEHTAINS IO 00ESCICUYCHNIO KadecTRa,
OPTaHH3AIMOHHO-PACTIOPAFUTENbHAS JOKYMEHTALMS, JOKYMEHTALMA 110 CTPATETHYECKOMY H OIIe-
paTHBHOMY ILUTAHHPOBAHHIO, METOANYECKAs NOKYMEHTAIMs, BHEINHAA HOPMaTHBHAd JOKYMEHTA-
{Hsl, BHYTPEHHAS HOPMATHBHAS JIOKYMEHTAIMS, BHY TPEHHSS TEXHUYECKAs JIOKYMEHTAIIUA.
HopmarusHble JOKYMEHTBI, PEryIHpYIOLIHe JeNONPOU3BOACTBO:
O rocynapctBenHoi Taitne: 3akod PO or 21.07.1993 Ne 5485-1 // C3 PD. — 1997. — Ne 41. - C.
8220-8235.
O xommepueckoii Taiine: @eacpaneHpid 3ax0H o1 29.07.2004 Ne 98-03 // C3 Pd. — 2004. — Ne 32.
—Cr. 3283. _
06 wrpopmaruu, HHPOPMATMOHHBIX TEXHOIOTUAX U O 3amuTe HHpopMalmu: OenepanbHbli 3aK0H
ot 27.07.2006 Ne 149-®3 // C3 P®. — 2006. — Ne 31 (4. 1). — Cr. 3448.
06 ynopsanoyeHHy H3TOTOBICHHUSA, HCIIOB30BAHMS, XPAaHEHHU] H YHUYTOKEHHS nedared U ONaHKoB
¢ BocnpouzeenenueM I'ocynaperseHHoro repda Poceniickoil @eaepanuu: Ilocranosnenne llpasu-
tenscrea PO o1 27.12.1995 Ne 1268 // C3 PD. —1996. — Ne 2. — Cr. 123,
06 yreepxaeHuwH IlepeduHsi THIOBBIX AapXUBHBIX INOKYMCHTOB, OOpa3ylomuxcs B Hay9IHO-
TEXHUYECKOH H IIPOM3BOACTBEHHOM NeATEeIbHOCTH OpraHM3allhH, ¢ YKa3saHHEM CPOKOB XpaHEHHS:
IIpuka3s MuekyasTyphl Poccun or 31.07.2007 Ne 1182 // BronnereHb HOPMaTUBHBIX aKTOB dee-
PANBHEIX OPraHOB HCIMONHATENBHOH BlacTy. — 2007. — Ne 46.
006 yreepxnenuu Ilepeuns ceenenuit konduaeHNManbHOTO XapakTepa : Ykas llpesnnenta PO ot
06.03.1997 Ne 188 // C3 P®. — 1997. — Ne 10. — C1. 1127.
006 yreeprxzennu [lonoxeHus o nopsake odpallleHHs co cIykeOHo#k HHdopMalre OrpaHHIEHHO-
r0 pacnpocTpaHeHHs B eacpalbHBIX OpraHaX MCIIOJHHUTENBHOH BnacTh: [locranosnenue [Ipasu-
TenseTBa PO o1 03.11.1994 Ne 1233 // C3 PD. — 2005, — Ne 30 (4. 2). - Crt. 3165.
06 yreepxnenur [IpaBm JeOmpou3BOACTBA B (elepabHBIX OpraHaxX HCIIONHHUTENBHOR BIACTH!
nocranoBieHAe [Ipasurenscrea PO ot 15.06.2009 Ne 477 // PI'. — 2009. — 24 uroHs1.
006 ytBepxkaeHHY [IpaBuiI MOATOTOBKH HOPMAaTHBHBIX IPABOBBIX aKTOB (e/IEpaNbHBIX OPTraHOB HC-
NONHMTENBHOM BJIACTH H MX rocynapcTBeHHOH peructparuu: [loctanosnenue IIpaButenscrsa PO
ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — CT. 3895.
006 anekTponsdoi wubpoBol noanucu: Pemepanphelil 3akon oT 10.01.2002 Ne 1-03 // C3 PD. —
2002. - Ne 2. - Cr. 127.
I'OCT 6.10.5-87. YHubuMpoBadHbie CHCTEMBl JOKYMEHTalMH. TpeboBaHus K NOCTPOCHHIO op-
Mynspa-obpasia. — M., 1998.
Obwepoccuitckuit knaccubukaTop yrpasieHdeckod gfoxymeHTanun OK 011-93. — M., 1995.
OredecTBeHHBIC B MEKIYHAPOAHBIE CTAHIAPTHI Ha JOKyMeHTanuio. OpraHel ynpasleHHs
WHIYCTPUH TYPH3Ma M TOCTEIIPHHMCTBA M COOTBETCTBYIOIIUE UM JOKYMEHTBL
Tema 2. lIpaBuna opopmiaeHHA JOKYMEHTOB B TYPH3ME
Copepxanne Jjgekuuu: YHUOUUMPOBAHHAA CHCTEMa NOKyMeHrTauuu. [pebosaHMs X
ohopMIeHH) 0KyMerToB. TpeboBanud Kk O1aHkaMm MokyMmeHTOB. [loHsTHE ¥ cocTaB PEKBH3MTOB.
OdopMneHne peKRH3UTOR JOKYMEHTOB.
Tema 3. Oda3aTesbHbIC JOKYMEHTRI B CEPBHCE H TYPHIME
Coaep:xkaane qadekuun: Krnaccupukanus OpraHM3alHOHHO-PACIIOPIIHTENLHBIX JOKYMEH-
ToB. OpraHu3anioOHALIC JOKYMEHTEI: YCTaB, YYPSAUTENBHBIA J0r0OBOp, MOJOXKEHHE, HHCTPYKIH,
JOJDKHOCTHAs MHCTPYKUHUA. PacnopaauTenbHBIE AOKYMEHTHI TIPHKA3, PACHOPsDKEHHE, YKa3aHHE,
pellieHue, BRITHCKA, MTPoTOKONI. CTPyKTypa TeKeTa NOKYMEHTOB, PEKBH3HTEL
Buibl vHGOpMALHOHHO-CIIPABOYHBIX AOKYMEHTOB {aKT, clIy:KeOHas 3allucKa, ClpaBKa, CIIU-
COK, HpeJIOKEeHHe, 3aKfoueHe, Iepeuets, 0030p, OTUET, CBOAKa U Jp.), CTPYKTYpa TEKCTa JIOKY-
MEHTOB U PEKBH3HTEHIL.



Pazoen 2. Cocmasnenue 00KyMeHmos 8 mypusme

Tema 4. SI3LIK CIy:KeOHBIX TOKYMEHTOB

Conepxanne gexnmu: $3LIK H CTHIB CIY)XeOHBIX HOKYMEHTOB. OCOOEHHOCTH SI3BIKA CIIy-
#eOHBIX JOKYMEHTOR. Y IOTped;IeHie NPONUCHBIX U CTPOUHBIX OVKB. EAMHOOOpazHe IPHALMIIOB U
dopmei cokpamenus. OdopMieHse TaT U 4YHCel B OOKyMEHTax. Mcnosp30BaHKE B NOKYMEHTAX:
COOCTREHHBIX MMEH, Ha3BaHUH TOCYAapcTB, aIMHUHICTPATHBHO-TEPPUTOPHANLHEIX HAHMEHOBAHUIH.
Oummbku B TeKCTax oQUIHATIBHBIX JOKYMEHTOB. Pe1aKTHPOBAaHAE TEKCTOB.

Tema 5. le1oBas nepenucKka B TYpH3Me

Copepxanne jJeknur: ®opMBl AeNOBOH nepenuckd. KinaccH(uKalud AETOBBIX HHCEM.
TpeboBanus K CTPYKTYpE TeKCTa U 0GOPMIICHHIO JEIOBBIX ITHCEM.

Tema 6. CocTraBienne H opopmiieHHe TOKYMEHTAHHH 10 TOr0BOPHBIM
0053aTeILCTBAM B TYPpH3ME

Conepxkanue gexnun: Knaccudukanus caenok. Joropop: noHsTue, BHABL, YCJIOBHA 3a-
KIIFOUEHHS M OCHOBaHMS JIIs pacropxenus. CylecTBeHHble 1 HHEIEe YCIOBHA Aorosopa. Jloroop B
CepBHCE H TypH3Me. BB ZJOrOBOPOR B CEPBUCE M TYPH3ME: APEH]IA, IIPOKAT, IEPERO3KA I1aCCAXKH-
POB, BO3ME3THOE OKa3aHHE YCIYT, IOPYYEeHHUE, JOroBOp KOMUCCHH, areHTCKMi norosop. TexHomo-
CHA 3aKIIOYECHHS TOTOBOPOR ¢ KIMEHTAMH M napTHepamu. TpeOoBaHus K COCTARIEHHIO JOTOBOPOB.

Tema 7. Cocrasiienre H odopMiaeHHe TYPHCTCKOH JOKYMEHTAIIHM: TeXHOJIOTHYecKas
NOKYMEHTAIMA TYPPAPMEI, TOKYMEHTAIHA 00CTyKHBAHAA H HaKeT Typa

Conepxkanne nexumm: Knaccudukarus TypucTcko NOKyMeHTaluH. TexHONOorHyueckast
JNOKyMeHTaIusd TypGHUpMBL: TEXHONOIHYECKas KapTa TYPHCTCKOro IIyTELIECTBHUsA, rpaduK 3arpy3ku
TYPHCTCKOIO TIPSIIPUATHA TpPyNIaMH TyPHCTOB Ha ONIPPEJENCHHOE BpEM:A, TypPHCTCKaa HyTEBKa,
HHGOPMAITHOHHEBIA JTHCTOK K IMyTEBKE, JIMCT OPOHUPOBAHU:, JOIOBOP, I'PAQHK JABHXKEHHS 10 Map-
mpyTy, KapTa-cXeMa MaplLIpyTa, OMHCAHHE TEXHOJOTHMUYECKUX OCOOCHHOCTEH Typa, HaMaTKa Juls
TYPHCTOB, CIIP2BOYHEIE MaTEPUANBI 110 MApPIIPYTY, Mpaic-IicT, KalbKyIanus Typa # T.0. [IpaBuna
COCTaRICHUS M OhOPMIICHHS TEXHONOTHUECKOH TYPHCTCKOM mOoKyMmeHTallMd. JlokymeHTauwus o6-
CIy)KUMBaHMs (3a1BKa Ha OPOHMPOBAHUE, TOATBEPKACHUE O MPHEME, U3BELIEHHE O 3ae3/¢ TYPHCTOB,
Baydep, JIMCTOK OTMETOK) M IIAKEeT Typa: IPaBHia COCTABNEHHS H O(OpPMIICHHS.

Pazoen 3. Texnonozus pabomet ¢ OOKYMEHMAMU 6 MYPUIME

Tema 8. Oprarauzanus 10KyMeHT0000pOTA.

Conpep:xanse Jeknuu: O0padoTka BXOTIMIMX, HCXOAINMX M BHYTPEHHHUX JOKYMEHTOB.
[IpuHIMNEI perUcTpallui JOKYMEHTOB Ha MPEANpHATHH. KOHTPOIIE U CPOKH HCHONHEHUS JOKYMEH-
ToB. Qpranu3aims XpaHeHNS NOKyMeHToB. CoCTaBicHHE HOMEHKIATYpHl Aen. DopMHUpOBaHUE U
odopmienue nen. [lopsaok mepenavn AOKYMEHTOB HA XPAHEHUE B APXUB.

Tema 9. OTBeTCTREHHOCTD NEPCOHAIA 33 BeJeHHe J0KYMEHTALIMH

Conep:xanne jgekuuu: CTpykTypa KaipoBoil nokymenrtauwu. IlepBuusble TOKYMEHTEHI
TPYAOYCTpOiicTRa. PacmopsaauTebHas IOKYMEHTAlMs Mo Kajpam. J/IoroBopHad MOKYMEHTaLus Mo
kagpa™m. Jluunoe memo coTpyaHuKa opramsanuy. Opranmsanus xpaHenus MH4HbBIX nen. [lopsaox
XpaHeHHs JOKYMEHTOB B JIMYHOM JI€JIe COTpYNHUKA. JIOKYMEHTHPOBaHUE NpoLEeNyp NpUeMa rpax-
Jad Ha paboTy, nmeperoda COTPYAHMKOB, HOOWpeHUs pabOTHHMKA, IPHMMEHEHUs JHCLHUILIHHAPHOIO
B3BICKaHHS, YBOJILHCHUSA paOOTHHAKA.

Coaepsxkanne NpaKTHIECKHAX 3aHATHIA [0 THCIHIIIHHE
Pasden 1. Hopmamugno - 3axonodamenbibie 0CHO8b O0KYMeHmMoobopoma
Tema 1. HopMaTUBHO-TIpaBOB0€ M MeToau4ecKoe peryanpoeanne J0Y B Typusme

Dopma 3auamust — YCMHbBLE ONPOC, 8BINOAHEHUE NPAKMUYECKO20 3A0AHUA.

Conep:xanune npaxkTuyeckoro 3anaTag 1. YHUQUUMPOBaHHAA CHCTEMA JOKYMEHTALIHH.

PaGora ¢ HOpMaTHBHOM IOKyMeHTAlueH, TpodecCHOHATLHEIMA CTAHAAPTAMH HHI(YCTPHU
TYpHU3Ma H [OCTEIPHHMCTBa, MucKyccHa. OcHOBHbIE rpaBHiIa OOPMICHAS MALIHHOMACHHX TEK-
CTOB.



Tema 2., IlpaBuna ogopmicHUA NOKYMEHTOB B TYpH3Me

Dopma 3auamus — YCMHLL ONPOC, BLINOTHEHUE NPAKMULECKO20 300GHUA.

CopepxaHue NPaKTHYECKOTo 3auaTHA 2. OQOpMIICHAE PEKBA3ZUTOR AOKYMEHTOB.

CpaBHUTEIBHBIN aHATH3 0OPMIEHHBIX TOKYMEHTOB, peKkBH3uTEL Pabota ¢ CTIC KoHneyiis-
TaHT IHimoc.

Tema 3. Oba3aTe/IbHbIE JOKYMEHTHI B CEPBHMCE M TYPH3Me

Dopma 3anamus — YCMHBIU ONPOC, SLINOTHEHUE NPAKMULECKO20 300aHUA.

Cogep:xanve npaxkTH4eckoro 3anatas 3. OpraHu3allMOHHO-PACHOPAAMTENLHBIE JOKY-
MCHTEI

CpaBHHTENBHAS XaPaKTEPUCTHKA OPraHM3allMOHHO-PAcHOpPAHTENBHOH NOKYMEHTalHMH B

TypbupMe (FKCKYPCHSA).

Pazden 2.Cocmasnenue 0OKYMEHMOE 8 mypusme
Tema 4. S3bIk ciryke0HLIX JJOKYMEHTOB
Dopma 3aHAMUS — YCMHBLU ONPOC, 6bINOAHEHUE NPDOKMUYECKO20 3A0AHUA.
Copepxanne npaxkTu4eckoro sausarus 4 J[oropop B cepBrce U TYpH3ME.
BrmosHeHMe 3a7aHul T0 peJaKTHPOBaHHIO TOTOBOPOB.
Tema 5. [le/ioBasi HEPENHCKA B TYPHA3ZME
@OpMCI 3auamus —ycmm:zﬁ Onpoc, 6ulNOAHEHUE NPAKMUYECKO20 300aHUA.
CoaepixaHHe IPpAaKTHUYECKOTO 3aHaTH 5 JeoBas mepenucka
BrmonseHue 3aganuil 10 pa3spaboTKe JEI0BBIX OUCEM AJI1 IPOBEACHHS PEKNIaMHOIO Typa,
pafoTa ¢ 31ekTpoRHOU mouToH. OOMacTHOH TYpUCTCKO-HH(QOPMAIAOHHLIH HEHTP (3KCKYPCHS).
Tema 6. CocTap/ieHde B 0)opMIICHHE JOKYMEHTAIMH 110 J0T0BOPHBIM
00513aTE/ILCTBAM B TYpH3MeE
Dopma 3anamus — yemubill ONPOC, 6bINOTHEHUE NPAKMULECKO20 3A0AHUA.
Cogep:xaHde NPAKTAYECKOro 3aHATHA 6 TexHororndeckas TOKyMeHTalud TYpHHPMBI
IPH OKA3AHUW TPAHCIOPTHBIX YCIYT.
Brimonnenue 3amaHuil N0 peNakTHPOBAHUIO JOKYMEHTOB, HEOOXOIUMBIX UIA MIEPEBO3KH
nmered. ATII (axckypeug).
Tema 7. CocTaBiaende M opopMiIeHHE TYPHCTCKOH JOKYMEHTAIINA: TEXHOJOTHIECKASN
AOKYMEHTaUuus TYpPUPMBbI, JOKYMeHTanus o0c/IyKHBaHus U NaKeT Typa
bopma 3anamus — yemuwill ONPOC, 8bINOIHEHUE NPAKMUYECKO20 3A0AHUA.
Copep:kanue npakrngeckoro 3anarus 7. TexHomorngeckas JOKYMEHTAllHA TYPQHPMBI
TIPY IIPOJaXKe IMyTEBOK.
BeimonHeHue 3a7aHHR OO PeNaKTHPOBAHHIO NOKYMEHTOB, HEOOXONHMBIX IIf MPOJAXKH
myTeBok B JJOJI (DKcKypeus).

Pazoen 3. Texnonozus pabomot ¢ OoKyMeHmaM 6 mypusme
Tema 8. OpraHuzanus J0KyMeHTc000poTa
Dopma 3anAMUSL — YCIMHBLY ONPOC, 8bINOAHEHUE NPAKIMUYECKO20 300aHUA.
Conepxanne mpakTHueckoro 3auaTus 8. TexHonoruyeckas moKyMeHTAUUs TypQUpMEI
PN OOCITYKHBaHWK KIHEHTA B TOCTHHHIIC.
BruiosyiHeHue 3agaHuit [0 MOATOTOBKE IOKYMEHTOB, HEOOXOMHUMBIX O 0ohOpMIIECHUS
OpPOXXHBaHUS HHOCTPAHHOTO KJIWEHTa B FOCTHHUIIE. ['0CTHHHIA (3KCKYpCHS).
Tema 9. OTBeTCTBEHHOCTH NEPCOHANA 32 BEACHHE JOKYMCHTRIHHA
@opMa SOHAMUA —ycm%tbzﬁ OnPoOcC, 8bINOIHEHUE NPAKMUYECKO20 3a0aHUA.
Coaepxanmue npaKTH4eckoro 3ansrus 9. Opragusanus XpaHeHH] JOKYMEHTOB.
BrinonHeHKE 3a0aBMH 10 IOATOTORKE JIOKYMEHTOB K XpPaHEeHHIO. APXHUB (3KCKYPCHs).



5. OHEHOYHBIE CPEJCTBA AJI1 TEKYIET'O KOHTPOJIA Y CIIEBAEMOCTH,
IIPOMEKYTOYHOH ATTECTALIMH 10 HTOI'AM OCBOEHMSI M CUMILIMHBI
U YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSTEJILHOMU PABOTHI
CTYAEHTOB

5.1. Terymunii KOBTPOJIb YCIIEBaEMOCTH
Texymuit KOHTPOJIB YCIIEBAEMOCTH TIPOBOAKTCS B (popMe PERTHHT - KOHTPOILA TPH pa3a B
ceMecTp. THUIIOBBIEC TECTOBBIE 3aJaHMA AN IPOBENCHUA TEKYILErO KOHTPOA IIPHBEIEHB HUXE.

PefiTiur-koHTpoan Ne 1
Bompoc 1. JokymenTaguonnoe obecnegernrne yrpasinerus (JIOY) oXBaTsBAaET BOIPOCH:

1. ITOKYMCHTHPOBaHHSI, OPraHM3allHK PaboThl ¢ TOKYMEHTAMHE M CHCTEMATH3AIINIO apXHBHO-
IO XpaHeHH JOKYMEHTOB

2. JNOKYMEHTOBEZEHHUA

3 AOKYMEHTOOGOPOTA ¥ ApXUBHOIO XPAHEHHN

4, CHCTEMATH3AlMH JOKYMCHTOB

5 JNOKYMEHTHUPOBaHHMS

Bompoc 2. HopMaTHBHEIA JOKYMEHT, YCTAHABIMBAIOIIHE e/iHbIe TpeOOBaHUS K TOKYMEHTHPOBA-
HHIO YIPaBICHIECKOH AEATEIbHOCTH H OPTraHU3aliy paboTHl ¢ TOKYMEHTAMH:

I. YuugunupopaHHas crcrema goxyMmenTanuu (Y CJI)
2. I'oCT

3. WHCTpYKIHS 110 AENONIPOH3BOACTBY

4. rcJIoy

5.

JOomxHOCTHAA RHCTPYKIMA

Bonpoc 3. UeM pernaMeHTHpYyeTcd AeSATENLHOCTE pabOTHHKOB cayxkOn1 JOY
I'OCTom

JlomxHOCTHOI HHCTPYKIMEH

MPHUKA30M JUPEKTOPa

pexXuMoM paboThl IpeANPHATHS

HHUYEM

Al e

Bonpoc 4. urdopManms 0 COOBITHIX H ABIEHHUSIX 00BEKTHBHON NEHCTBUTENBHOCTH U MBICIHTENb-
HOM JesTebHOCTH YeoBeKa, 3aQUKCHPOBaHHAS Ha MaTCPHATTBHOM HOCHTEIIC ¢ PeKBH3HTAMH- 3TO !

1. JlokymeHT

2. dopmymsap

3. OraNK TOKyMeHTa

4, CHCTEMA JOKYMEHTALMHA
5. KOMIILIOTED

Bompoc 5. Kakue GyHKITHH JOKYMEHTA SBISIOTCA CIICHUQUYCCKIMHE:
KYJIbTYPHas, cOlManbHas, HHPOopMaIlHoHHAsA
yIIpaBleH4YecKas, HHpopMallHOHHasd, IpaBoBad,
ylpaBleHYecKas, IpaBoBast, HCTOpHYecKas

KyJbTypHAs, HCTOpUIECcKas, COIlHaNbHasA

HeT cnenndrueckux QyHKIMR

onpoc 6 JleaTenbHOCTD 0 CO3AAHMIO JOKYMEHTOB HA3BIBAETC:
ICIOIPOA3BOACTEO

il il e



SIS

JOKYMEHT0000pOT
JOKYMEHTHPOBAHUE
CHCTeMa JOKYMEHTAITUH
JOKYMCHTOIIOTOK

Bonpoc 7. Ycranopnenue equHO00pa3dsa cocTaBa H GopM yIpaBIeHYECKUX JOKYMEHTOB, GHKCH-
PYIOIIKX OCYIUSCTRICHHE OMHOTHITHBIX YIPABICHYECKUX (PYHKIIHAN 1 331449 HA3BIBAETCA:

1.

cTaHaaprTuzalueit
YHH(pUKaeH
JOKYMeHTAITHeH
KnaccuuKarnei
THITH3ALHCH

Bonpoc 8. Kaxue Buas1 611aHKOB pEKOMEHIYIOTCS Ha IPEIIPHATHN?

ok N =

TOJBEKO JIIS1 KOHKPETHOTO BHA& JOKYMEHTOB
114 BHYTPEHHHUX JOKYMEHTOB (OOIIIHIi)

J11 BHENIHUX JOKYMEHTOB ([IHCEM)

O1aHK CITykeOHOTO MHCEMA, OJIaHK IS KOHKPETHOTO BUIA JOKYMEHTOB, o0Imui OnaHk
HECT YCTKHX pEKOMEHZ[aHI’Iﬁ

Bonpoc 9. Yem otiuuaercs OMaHK AT BHYTPEHHUX NOKYMEHTOB OT OiaHKa Il HceM?

N

Ha OMaHKe 1714 MHCEM MEHBIIE PEKBH3UTOB
Ha ONaHKe JUIS THCeM DO0JIBIIE PEKBU3HTOB
HE OTJIAYAETCS HUYEM

PACTIONOKEHUEM PEKBU3HTOR

oTnu4aeTcsa GopmMaTtoM

Bomnpoc 10. Kaxue popmarsl SyMaru uenonb3yrores A 61aHKoB?

G W

TONbKO A4
Ad A5, A3, A6
TONBKO AS
TONBKO A3

Abu A4
PeliTHHT-KOHTpOJIL N2 2

Bompoc 1.Kakoe pacnosioxeHne peKBH3UTOB peKOMEHIYETCA S uceM?

D

1.yrnoroe u ¢pnaroroe
Opoa0IBHOC H HEHTPOBAHHOE
YTJI0BOE H IIPOAOIBHOE
$naroepoe M HEHTPOBAHHOE
IPOJONBHOE H (Iaroroe

Bonpoc 2. Ha xakue 4yacTy AeTUTCcS JOKYMEHT IpH 0GOpMIICHHN?

N =

3aroJ10BOYHYIO, OCHOBHYIO M 3aK/TFOUUTEIBHYIO
3aroJIOCBOYHYIO, OCHOBHYIO H O(OpMIISIONIYIO
Hayasno, cepeAuHa ¥ KOHEI]

[IEPBYIO, BTOPYIO, TPETHIO
TEKCT Ha 9aCTH HE JCIIHTCH



Bompoc 3. I'ne pacnonaraetcs peKBU3UT KHAUMEHOBAHHE PEATPUATHI?
IIOCIC PCKBH3HTA ((peFI/ICTpaI.II/IOHHBIfI HOMEP AOKYMCHTa»

noa pCKBH3HATOM «aIMbIeMa Opranusaniy HIH TOBaprIfI 3HaAK»
B OCHTPE BEPXHCTO IIOTIA

B 0hopMIBTIOINEH YacTH

oA PEKBUBUTOM «ajpecar»

bl S

Bonpoc 4. B xakax IOKyMEHTaX yKa3bIBAIOT CIIPABOYHEIE JaHHbIE O IPEIIPHITHH?
BO BCEX

. BO BHEITHHX

BO BHYTPEHHHX

. B IIPHKa3ax 10 OCHOBHOH ACATCIBHOCTH

B PACNIOPSAUTENBHEIX JOKYMEHTAX

R N

Bonpoc 5. Kakum criocoboMm crneayer opopMuTe naty «20 oxtadpa 2019 r» B enoBBIX MHCBEMaX?
1. 20/10/00

2. 20.10.00

3. 20 oxrsiops 2000

4, 2000.10.20

5.

20.10.2000
Bomnpoc 6. [IuceMo, nMerommee $HUHAHCOBBIE H IOpUANYECKHE HOCASACTBAS JO/DKHO OBITS. ..

HOAIIHCAHO AHPEKTOPOM, IL. OyXraiTepoM, 3aBepeHO MeYaTRI0
3aBEPEHO [I€YATHIO

NOAIIUCaHO JUPEKTOPOM H COTTIACOBAHO C IOPHCTOM
OIITHCAHO IJ1. OyXranTepoM, YTBEPKAECHO IUPEKTOPOM

. [IOJIIHCAHO THPEKTOD

+

DA

Bonpoc 7. Uem dakc oTnAgacTes OT MHcEMa 10 0GopMIeHHIO?
ABJIACTCS HE NOATHHHUKOM, a KONHEH TOKyMeHTa
COJEPAUT P JONONHUTENBHEIX PEKBU3UTOB
nevaraetcs Ha Tenedaxce

He MOXKeT GBITh 3aBCPEH 11eYaThIO

BCE BHIMNENEPEUUCIIEHHOE BEPHO

kW=

Bonpoc 8. B ueM ocHOBHBIC OTIMYIUS THCEM K 3apyOeXKHBIM MapTHepam?
nons no 1 mroiimMy

OTCYTCTBHE NMYHKTYallHH

odopmienme ab3anes O6e3 ab3alHOro OTCTYNA

cioBecHO MEGPOBOYM crlocod HamucaHus JaThl

BCEC BBIHICHGPB'—IHCJICHHO@

R

Bompoc 9. KakoB cpok XpaHeHHs JENOBLIX MHceM?
. 1 mecsiy

. I ron

3 roma

. 5 ner

He XpaHiATcs BooOIe

(W N S I N

.
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Bonpoc 10. Ha xakom drnarxe odpopmisercs TenerpaMma?
1 Ha TererpadHOM

2 Ha 00ILIIeM

3. JUIS TTHCEM

4 IUISL IIPHKA30B

5 He odopMILeTcs, T.K. epefaeTcd 1o TenaehoHy

Peiituar-kogrpoan Ne 3.
Bornpoc 1. Kak Ha3pIBaeTCA ZOKYMEHT, QUKCHPYIOMH coralieHHe CTOPOH 00 YCTaHOBIECHHH TPY-
JOBBIX OTHOMIEHHH M peryNupyIOmui ux?
TPYIOBasA KHIXKKa
KOJIEKC 3aKOHOB O TPY/Je
IIPHKas3 110 THYHOMY COCTaBy
TPYXOBOH KOHTPAKT (I0rOBOD)
JOJDKHOCTHAA HHCTPYKLIHA

el S

Bompoc 2. Kak XpaHaTcs IPHKA3k 110 JUIHOMY COCTaBy?

B JITYHOM JIeTIe COTPYIHUKA

BMECTE ¢ IPYTHMH KaJIPOBBIMH JOKYMCHTAMH
IPYIHIAPYHTCA B OTACIHBHOS ASTIO

BBIAAIOTCA Ha PYKH COTPYAHUKY

BMeECTE ¢ IPHKA3aMH 110 OCHOBHOH NEATEIBHOCTH

e

Bompoc 3. O gyeM OHIMYT B TUIHOM 3aiBICHUH?

0 mpueMe Ha paboTy B YBOJIBHEHHH, 00 OTILYCKE
O CBOMX JIMYHBIX ITJIAHAX

00 ono31aHHH

O BBIIQJIHEHHH NOPYUeHHS

00 OCHOBHBIX 3TallaX KM3HEHHOTO OYTH

kW

Bomnpoc 4. Komy cineayer agpecoBarh 3adBlIcHHAE 0 IpHeMe Ha paboTy?
CoOcTReHHHKY TIpeAIPUSATHS

PYKOBOIHTEIIO IPEIIPHATHS

Ha4YallbHUKY OTAETIA KaJpoB

1. OyXranrepy

TOBAapUILy 110 padore

hbli ol o

Bonpoc 5. Kaxoii JoKkyMeHT HeoOX0quM IS [TONYIeHHs 3apaboTHOMH IUTATH 3a 3a00JIEBILIETO CYII-
pyra?

pacrucka

CBHICTENLCTRO 0 Opake

3asBIEHHE W MACTIOPT CYNpyTa

JIOBEPEHHOCTH

. OOBACHHTENBHAI 3aHCKa

Bonpoc 6. Jlns wero veodxouma aproMatuzanus JJOV?

1. [UI4 HoBbIeHHA 3¢ deKTUBHOCTH Tpyaa paboTHukoe JJOVY, cokpalleHHe TpyI03aTpar Ha
JOKYMEHTHPOBaHHNE,

UL pallHOHAIHA3aNFH JOKYMEHTO000poTa

N
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U1 0cBODOXKIEHHS pabouuX MECT

AT OCBOGOH{)ICHI/HI CeKpeTapsa 0T BEACHUA JOKYMCHTAIITHHU
AN YHH(bHKaI.IHH H COKpalllCHHA KOJHICCTBA JOKYMCHTOB
HET H€O6XOI{I/IMOCTI/I B aBTOMAaTH34dlIHH

SR

Bonpoc 7. Ha kakux 3Tanax J0KYMEHTAIMOHHOTO 00ECIICUEH s YIIPARIEHUA IIPUMEHAIOTCH MeXa-
HH3AIHS ¥ aBTOMAaTH3AMUA?

. Ha 3Talle PErRCTPalliy H IIOHUCKA JIOKYMEHTOR
. Ha 3Tane 3KCIeTUIMOHHOH 00paboTKu.

. Ha IIOATOTOBHTENBHOM dTarne (CocTarNenue, KOMHPOBAaHHE, PA3MHOXEHHE JOKYMEHTOR)
. Ha 3aKTIOYHTEIPHOM JTane (IepeJada Ha apXHBHOES XPaHSHHE)

Ha Bcex sranax obpaboTKu JOKYMECHTOB

AN =S N o R

Bompoc 8. OT 4ero 3aBHCHT COCTAB KOMILIEKTOB MIPUMEHAEMEIX CPECTB U MPOrpaMMHOTO obecire-
yenus? ‘

0T KOHKPETHEIX YCIOBHH paGoTH aniapara yupaBieHHsI ¢ JOKYMEHTaMHA
. OT PKOHOMHYSCKHX BO3MOXKHOCTEH IIpeIIpHATHI
OT CTENEHH NOATOTOBKH CIEHAINCTOB

OT IPHPOAHEIX YCIOBHH

DB W

OT peKnamBl

Bonpoc 9. K TexHHYeCKUM CpCIcTBaM COCTABICHHUA 1 HATOTOBICHHUA TCKCTOBBIX JOKYMCHTOB OT-
HOCATCA:

. IeKTOrpadu4ecKue 1 OPCeTHRIE MAITHHEI

. MHKPO(DHUIBME] 1 MEKPOGQHIIM

. NUIIYIHE MANIHHE], THITYIIEE ¥ OPraHu3alHOHHEIC aBTOMATEI
. (anpleBaNBHLIC, AAPCCOBATILHBIC, MAPKHPOBATLHEIC MAITFHEI
KOMITBIOTEPE] H BEIMACTHTCIIEHEIC MAlTHHEI

ok W b

Bonpoc 10. JJoxyMeHT, H3TOTOBNEHHBIH cpefcTBaMH BEIMHCIKTENbHON TexauxH (BT), ucnonesyer-
s Ha IIpaBax:

1. ITOUTHHHHUKA
2. KOIIMH

3. 9epHOBHKA
4, OybnHkata
5. BBIHACKH

5.2. IlpomexkyTouHAH aTTECTALIHA 10 HTOI'AaM OCBOSHHSA AUCLIMILUIMHEBI — 3a4ET.

Bonipochl k 3auery:

1. Yto Takoe MOKYMEHT, ¢ KAKOH LSO OH MOKET CO3AaBaThC?

2. KakoBbl ocHOBHbIE TpU3HAKH KIIACCH(PHUKALMY TOKYMEHTOB?

3. Yo noHUMAETCA MO JOKYMEHTAIHMOHHBIM 00CCIIEYEHUEM YIIPABICHUA ?

4, B ueM cyTh cTannapTH3anuy W yaudukammmn gokymerTos? Kakue paspabarpiBarorcs
CTaHIapTHI?

5. Uem oTnuyaetca oopMIIeHHE PEKBU3UTOB 001Iero 61aHka ot 01aHKa nuckMa?

6. KaxoBEI OCHOBHBIE PEKBU3MTBI, HCIIONb3YEMEIE s 0hOPMIICHHA IPHKA3a U PacTIopsKe-
HUSL.

7. Kakue ¢opMeI IPOTOKOIOB MOKHO UCIIOIB30BATE B YIIPABIEHUECKOH IeATEIBHOCTH, B

12



geM MX OTume?

8. YkaKUTe OCHOBHEIE TpeOOBaHHS K 00 OpMIICHHIO AETI0BOIO MHCHEMA.

9. Kaxie KOMITIEKCH JOKYMEHTAIIHH BKIIOUAcT B cebs KaapoBast HHPOPMAIIHOHHO-
IOKyMEHTalHOHHas cucremMa?

10. B uem ocobenHoCTH 0)OPMICHUS IPHKA30B [0 TUYHOMY COCTaBY?

I1. YTo MOHHMAETCA O OpraHM3aumel JoKkyMeHToobopora?

12.  Yro Takoe cxeMHBl ROKYMEHTOOOODOTa, 3a4e€M OHH HYKHEI?

13. C kakolf 1enpro pa3padaTbIBalOTC] HHCTPYKITMH 110 AEJIONPOH3BOACTBY, 9TO B HUX
HEOOXOAUMO [IPeLyCMOTPETH?

14. VKaXHUTE TEXHOJIOTHIECKYIO MTOCACAOBATCALHOCTE 3TANOR pabOTE ¢ BXOIIIIUMHE
JOKYMECHTaMHU.

15. KakoBa nocie1oBaTenbHOCTE ONepallii IPpH paboTe ¢ BHYTPEHHUMH JOKyMEHTa-
Mu?

16. C Kaxoif 1eabI0 IPOBOAUTCA (POPMHPOBAHHE JEN, KAKHE ITPH 3TOM HEOOXOIHMO

cobmonare TpeboBaHuA?
17. 9Yro Takoe HOMEHKJIATypa Aei, ¢ KaKo# Lelbio pa3padaTEIBaIOTCS THIIOBEIE HOMEHKIATY PRI
nen?

18. Kakyro undopmaliuio cofepKuT HOMEHKIATypa Aen?

19. Yro nmoEHMaeTcs o SKCIepPTH30H IeHHOCTH JOKyMeHTa?

20. Kakue kpuTeprs HCIONB3VIOTCS IIPH OLIEHKE JOKYMEHTOBR?

21. Kak ocyinecTsisieTcs mpueM-iepeiaya Aei B apXHuR?

22. Uro takoe kKOHGHISHIHATLHEIR TOKYMEHT?

23. Kakue OCHOBHEIE yTPO3BI BO3HHUKAIOT IpH paboTe ¢ KOHGUIACHIMATLHEIME JOKYMEHTA-
MH?

24. Vkaxute ocoOeHHOCTH BeAeHHS TeI0IPOH3BOACTBA, 00eCIeYHBAIOINCTIO YICT B CO-
XPaHHOCTE KOHGHACHIHAILHOH HHGOPMALAH ¥ JOKYMEHTOB.

25. Yro IOHHMAETCH O 3ALIAIMIEHHEIM J0KYMEHTOO00POTOM, 33 CUET YETO MOXKET OBITEL 00ec-

[edeHa ero 3amura’?

5.3. CamocToaTeqpHas padboTa 00y4aKOIIErocs.

CamocTogTensHas paboTa CTYAEHTOB 0 M3YYEHMIO NHUCHHIUIMHBI BKIIOYAET CIEAYHOLIHE
BHIB! paboT: H3yUYCHHE MaTepHala, U3JI0KEHHOIO Ha JCKIMY, H3YUCHHE MaTepHaa, BHIHECCHHOIO
Ha IIPaKTHYECKHUE 3aHITHS; HOATOTOBKA K IPAKTUYECKAM 3aHATHAM, BRIIONHCHHE HHANBHIyaIbHO-
ro 3agaHus (pedepar), HOArOTOBKA IIpE3CHTALMY JOKIaa.

CamMocrosTenpHas BHEAYAUTOPHAA padoTa N0 Kypey BKITXOYAET H3ydYeHUE yHeOHOH U HAY4YHOH
JHTEPATYpPHI, IOBTOPEHHE JIEKIMOHHOIO MaTepHAa, FOANOTOBKY K IIPAKTHYECKHM 3aHSTHIM, 4 TaKkKe
K TEKYLIEMY KOHTPOJIO M IPOMEXKYTOYHOH arTecTanuy. IIpakTHYeCKUE 3aHATH: [IpelyCcMaTpUBalOT
COBEpIIEHCTBOBAHWE HABBIKOB pabOTHI ¢ INEPBOMCTOUHHKAMH, M3YYEHHS HpPENMEeTHOM crelmudpuxu
Kypca. Bonpockl, He paccMOTpeHHBIE Ha IEKITUIX U IPAaKTHUECKUX 3aHATHIX, JOKHBL OBITE H3Y9EHBI
faKallaBpaMu B XOA€ CaMOCTOSTeNBHOH paboTel. KoHTpoNe camocTodTensHoM padors! HakanaBpop
HaJ y4eOHOH nporpaMMoii Kypca oCyLIecTBIACTCS B XOAe NPAaKTHYECKHX 3aHITHH METO/IOM YCTHOTO
OMpOoCca MJIM OTBETOB Ha BOINPOCH! TeM. B XoJe caMOCTOATENBHON padoTH KaXKABIH CTYIEHT 00f3aH
IIPOYMTaTh OCHOBHYIO U IO BO3MOXKHOCTH JONOTHHUTEIBHYIO THTEpaTypy N0 H3ydaemoil TeMe. O0y-
YAIOLIUHCS JOJDKEH FOTOBHTECA K IPEACTOAINEMY IIPAKTHYECKOMY 3aHATHIO 110 BCEM, 0003HAUEHHBIM
B IporpamMe BonpocaM. He nposcHeHHBle (AUCKYCCHOHHEIE) B XOAE CaMOCTOATENRHOH padoThl BO-
IPOCHI CIELYET BBIIMCATh B KOHCIIEKT JIEKLIMH M BIIOCJIEICTBHH IIPOSCHUTE MX Ha NMPaKTUYECKHX 3a-
HATHAX.
CamocTostensaad paboTa BHNOMHIETC CTYAEHTOM 110 3a1aHHIO IPENoaBaTes, Ho 6e3 ero
HEMOCPEACTBEHHOI0 YIacCTH.

Bupamu 3a1aHuil 1Uist BHEAY IHTOPHOM CaMOCTOATENBHOM pabOThI CTY/IEHTA BBICTYMAKT:

s OBNIANICHUS 3HAHUAMU:

- yTeHHe TekcTa (y4eOHUKA, HEPBOUCTOYHHUKA, JOIIQIHHTENBHON JTHTEpaTyphl);
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- COCTABIICHHC IJIaHa TEKCTA,

- KOHCTIEKTHPOBAHUE TEKCTA;

- BBIMTHUCKH U3 TEKCTA,

- paboTa co CIOBapAMY U CIIPABOYHIKAMH;

- yueOHo-HccneoBaTeNnbekas padoTa,;

- HCIOJIB30BAHKE KOMITHIOTEPHON TEXHMKH M FIHTepHeTa W Ap. IPH BBLIIOIHEHWH TBOpYE-
CKHX JIOMAIIIHUX 3a0aHUH,

UL 3aKpeIUICHHS ¥ CUCTeMaTH3alliy 3HAHUH:

- paboTa ¢ KOHCIIEKTOM JeKIiui (06paboTKa TekcTa);

- HOBTOpHAad paboTa Haa y4eOHBIM MaTepHanoM (dIeKTPOHHOTO y4eOHMKa, IePBOMCTOYHU-
K&, JOIOJHHTELHOM TUTEPATYPEIL);

- COCTaBJICHHE ILTAaHA U TE3MCOB OTBETa Ha BOMPOCHI MPOMEXYTOTHOTO KOHTPOIS;

- agaguTHYecKas oOpaboTka TeKcTa (aHHOTHpPOBaHWE, PELleH3WpOBaHWe, pedepHupoBaHUE,
KOHCIIEKT-aHaJI|3 | Jp.);

- IOATOTOBKA COOOLIEHNH Ha MPAKTHYECKOM 3aHATHH H Ap. List GopMHPOBAHUS YMEHHE K
HABBIKOB;

- TOATOTOBKA COOOLICHUIA 0 3aJaHHBIM TEMAaM;

- PELIEHHE CHTYAIMOHHBIX (IpoGeCCHOHANBHBIX ) 3aJaHHH;

[IpopaboTka BONPOCOB, BEHIHOCHUMBIX HAa CAMOCTOSTEIBHOE U3YUYEHHE COCTOUT B M3YYEHHH,
KOHCIIEKTHPOBAHUH ¥ aHaNIU3e IUTEPaTYPHBIX HCTOYHUKOB.

MeToau4ecKHe PEKOMEHALHH 110 CaMOCTOATEIBHOMY HM3YHYEHHIO BOIPOCOB TEM [IHCIHII-
JIMHBL:

1. HeobxopumM0 npovyuTaTh NMTEPATYPHBIE HCTOYHHMKM, IPOAHAIM3MPOBATH KAdeCTBO H
IIONHOTY M3JI0’KEH¥S MaTepHalia o H3yJaeMbIM BOIIPOCAM B JIMTEPATYPHBIX HCTOYHHKAX.

2. PexoMennyeTcs IHCBMEHHO COCTaBHTEL CBOM BOIPOCHL K TEKCTY (HE MeHee Tpex).

3. PexoMeHOyeTcs IaTh COOCTBEHHBIE KOMMEHTAPHH [POYHTAHHOMY MAaTEpHAIY, apryMeH-
TalUIO CBOCH MHTEPIPETALMH.

4. KoHTponb BBIIONHEHHMs BHEAYAWTOPHOH CaMOCTOATEIBHOH padOTHI OCYINECTBISIETCA Ha
[IPaKTHYESCKHUX 3aHATHAX, HHAMBUAYAIBHBIX H TPYNIIOBEIX KOHCYIBTALMAX, 3aliuTe pedepara, 3a-
yeTe.

CamocrosTeabHasg padoTa CTYAEHTOB;
CamocrodTenbHas padoTa 3aKJII04ACTCA B IPOBCIeHHH CTyeHTAMH HHAHBUIYAJILHOT0 HC-
cJ1eA0BaAHHUA.
TeMbI HHANBHYANBHOTO MCCIIEI0BAHUS {CAMOCTOATENBHON pabOTEI) CTYIEHTOB.
JoxyMeHTHpOBaHHOE o0ecnedeHHe YIIPABIEHHA FOCTHHUIICH
JoxymerTuporadHoe obecredyeHHe yIpaBieHHs 3aropoHoi TypGasoit
HoxyMmeHTHpOBaHHOE 00ecHeUeHHE YIPABIICHUS PECTOPaHOM
JlokyMeHTHpOBaHHOE ODecIeueHNe YIpaBlIeHus TyphupMoi
JoxyMeHTHpOBaHHOE 00ECIIeYEeH e YIPABICHUS aBTOTPAHCIIOPTHEIM IPENPHATHEM
JlokyMeHTHpORaHHOE obeclIedeHre YIIPARIeHU My3eeM

SNk W=

ITan unougudyanvbHO20 UCCAEO0BAHUA.
Pazoen 1. Hopmamueno - 3axonodamenvHble 0CHOGbL Q0KYMeHMO0bopoma AHATH3 TOTOBOPA MEX-
Ay TYparcHTOM U TYPUCTOM.
OdopmieHue CTyZeHTOM 00s3aTeNbHEIX JOKYMEHTOB HCXONS H3 TEMbI HHIMBHJYIEHOIO HCCIIEH0-
BaHHA.
Paszoen 2.CocrapneHne TOKYMEHTOB B CEPBUCE H TYPHU3ME
CocTaBnenue CTY/IEHTOM MCXO/I5 U3 TEMBI HHIMBUYAIbHOTO HCCJIEIOBAHHUS CICAYIOUIMX THIIOB
JOKyMEHTAIWH: OpFaHn3allMoHHas, paciiopaIiTe bHas, HHPOPMALMOHHO-CIIPABOYHAS, TOKYMEH-
TalMs 110 JIMYHOMY COCTABY.
Pazoen 3. Texnomnorusg paboTsl ¢ JOKYMEHTaMH B CEPBHUCE H TYpH3ME
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HpeBCHTaHHH CTYICHTOM CHCTCMBL OPIraHH3dllWH JICKTPOHHOTQ I[OKYMCHT0060p0Ta HCX0OA U3 TC-
MBI HHIUBHAYIBHOI'O HCCIICIOBAHM A,
3amra CTyJeHTaMM NPE3EATANHH 10 TeMATHKe HHIAHBHAYAILHOTO Hec/Ie0BAHAS
[TpeseHTanisd MOMKET IpPEACTAaBIATH COOOH COUYETAaHHE TEKCTR, IMIEPTEKCTOBBIX CCBUIOK,
KOMIIBIOTEPHOH aHHManuy, rpadrky, BUIACO, MY3bIKM M 3BYKOBOIO pala (HO He 0043are]bHO BCE
BMeCTe), KOTOpbIe OPraHK30BaHbI B €IMHYIO cpelly. KpoMe Toro, npeseHTals uMeeT CHOXKET, CLe-
Hapui M CTPYKTYDPY, OPTraHU30BaHHYIO LU YEOOHOro BocnpHuaTus mHpopManui. OTIHIHTENBHOH
0CODEHHOCTRIO [IPE3CHTAIMA ABIACTCS ¢f MHTEPAKTHBHOCTD, TO €CTh CO3ZaBaeMas JIId IONb30Ba-
TENS BO3MOXHOCTE B3aAMOJEIHCTBHS 4epe3 3IeMEHTEHl YIIPAaBICHHA. BEINONHEHNE HPE3CHTAMN HE
ABJIeTCs O0sA3aTENIbHEIM 3JIEMEHTOM, NPENOCTABIMETCH HA BLIDOD CTYASHTY M IMOJIOKHUTCILHBIM
00pa3oM BIHAET HA OLEHUBaHKE paboThL.

®ona oneHounbix Marepuanoe (GOM) aAns npoBeNeHUs aTTecTalU ypOBHS cOPMHUPOBAH-
HOCTH KOMIETEHIIHH 00YJaroIuXcs 0 JUCIHIUIHEE 0opMIIIeTCs OTASTBHBIM JOKYMEHTOM.

6. YYHEBHO-METOJHYECKOE H HH®OPMAUMOHHOE OBECHEYEHHE

AACIHUIIIINHBI
6.1. Knuroodecne4eHHOCTD
HauMeHoBaHMe THTEpaTYPLl: ABTOP, HA3BAHHE, BHI M3OaHUA, Ton KHUT"OOBECITEHEHHOCTE
H3IATENBCTRO H3Ia-

Hanuune B 3nexrpoxnoii Omb-

HHA
nHoTeke Bal'y

OcHoBHax nHTEPaTYpa

1. Ky3neuwos, U. H. Jdenonpoussoncteo: yuedHO-crpagoyHoe mocodue / | 2020 | https://znanium.com/catalog/pro
H. H. Ky3neuos. - 9-e uzn., nepepab. — Mocksa: Jamkos u K, 2020. — duct/1093496
405 c. - ISBN 978-5-394-03881-5. - TeKkcT: 3NeKTPOHHBIH.

2. Jenonpounssonctso: yuebnux / T. A. beikosa, JI. M. Banosa, 0. M. | 2021 | https://znanivm.com/catalog/pro
Kykapuna, JI. B. Cankuna ; nox o6m. pex. nou. T. A. BeikoBoil. — 4-e duct/1014190

Wil., nepepab. u gon. — Mockra: HHOPA-M, 2021, — 393 ¢, + Jlon.
MaTepHaibl [DnekTponHblii pecype]. — (Bbicuiee obpa3osanue: bakanas-
puar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
INMEKTPOHHLIN.

3. JTapuonosa, M. B. IIpakTukyM 10 OpraHH3aLMOHHOMY M A0KyMeRTauu- | 2019 http://elar.rsvpu.ru/
OHHOMY O0ECneueH 0 JAeITEeRBHOCTH OpraHu3aunu: yuefHoe nocofue /
M. B. Jlapuonosa, Y. E. Cadponosuu. Exarepuntypr: Han-so Poc. roc.
npog.-nea. yH-1a, 2019. 206 c. ISBN 978-5-8050-0683-9

JlonoHATEIbHAS JIHTEPaTYPa

1. Mlysanosa, H. H. OcHoew menotnponssonctsa. FA3pk cnyxeduoro po- | 2019 https://static.my-
KyMEHTa : YueOHHK W NPaKTHKYM I akageMuyeckoro Oaxanasprara / H. shop.ru/product/pdf/354/353761
H. llyeanosa, A. YO. Usanoba ; nox obm. pex. H. H. Illysanoroii. — 2-¢ l.pdf

K3, nepepab. w mon. — M. : Hanarenwscreo Opaiir, 2019, — 428 ¢. —
{Cepua: bakanaep. Akanemuaeckuii kype). ISBN 978-5-534-10848-4

2. brikoBa, T. A. JJokyMeHTallMOHHOe ofecrnieueHHe ynpaBaeHua (neno- | 20138 hitps://znanium.com/catalog/do
TIPOH3BOJICTEO): yuebHoe rnocobue AN CTYNEHTOB BRICIOHX YIeOHBIX 3a- cument?pid=942800
BegeHuil. T. A. Buxosa, T. B. Kyauneuosa, JI. B. Canxuna; noapen. T. B.
Kysnrenogoii. - 2-e m3a., nepepab. i gon. - Mocksa: MHOPA-M, 2018. -
304 c. - (Beiciiee obpasopanue. bakanappuar). ISBN978-5-16-0048035-5.

6.2. IlepuoauMecKne H3XAHHA

1. Kypran «/lenonpon3BoacTRO»

2 Kypnan «Cekperapckoe AeIo»

3. XKypran «CrpaBouHHK ceKpeTaps H oHC-MEHeIKEpa
4 XKypnan «CnpaBoYHHK KaJpOBHKa»
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6.3. UaTepHET-pecypenl

1. Odbunmaneuenii cafit BcemmprHOro coeera mo myremecTsusM u  Typusmy - URL:

http://www.wttc.org.

2. Odunuaneaeni caiit BeemupHoit Typuctckoil opraHmzamuu. World Tourism Organization

UNWTO - URL: http://www.world-tourism.org.

3. OdumaneHbni caliT Poccuiickoro coioza TypuraycTpuH - URL: http://www.rata.ru.

4. JuBas SHIMKIONEAUA I IYTCLIECTBEHHHMKOB: OIIMCAHMs CTPaH, KYpPOPTOB U OTelNeH, OT3BIBBI

typucroe - URL: https://tonkosti.ru/.

5. Tematuueckui#i caiit PBK o Typusme - URL: http://www turist.rbc.ru.

6. Hosoctu TypuaMa, ropsnipe TyphL, OT3LIBE 00 OTENSIX M TypoIllepaTopax, NyTeBble 3aMeTKH TY-

PHCTOR, POTOOTHETHI 0 NyTewecTeHsxX - URL: https://www.tourprom.ru/.

7. Acconmanus Typonepatopor Poccum - URL: https://www.atorus.rw/.

8. Oduumanbusiii TypucTHueckuit nopran Baagumupcekoit obmactu Komurer mo TypusMy aaMyHH-

crpaunn Braamamupceko# obnactu - URL: http://vladimirtravel.ru/.

9. Tepmuka: 6asa DaHHBIX COOCPXKHUT HHGOPMALHIO 0 HOPMAaTHBHO-METOIMYECKOM perylHpoBa-
wuu JIOVY, pazpaboTke HOpMATHBHBIX JOKYMEHTOB 110 JIOY | 10KyMEHTHPOBaHHIO HHGOPMAIIMA
# CO3NaHUHM JOKYMEHTOB, OpraHU3ailid H aBTOMAaTH3allMy JOKYMEeHT0000poTa, obecredeHnn
paboTHI ¢ KaJIpOoROH NOKyMEHTalnel, OpraHu3aluy XpaHeHHs JOKYMEHTOB, 00yIeHHH OCHOBaM
aenonpounssozacTea - URL: http://www.termika.ru/dou/enc/razd3/od2.html.

10. Pernonanenas oOmrecTeeddad opranmzamus «unpaus Yopaenswomux Jlokymenranueity -
URL: http://www.gdm.ru.

11. CnpasouHo-nparoBad cucteMa «KoncynstaHt [Intocy - URL: http://www.consultant.ru;

12. Cairr Hayuno#t 6ubmoreku Bnl'Y - URL:http://library.vlsu.ru/;

13. bubmuorpaduueckass u pedepaTuBHasg ©Oaza JaHHBIX HaydyHblX nyOnukaimii Scopus -
URL:http://www.scopus.com/;

14. baza HmaHHBIX MEXIyHApOIHBIX HHIEKCOB HaydyHOro nuTHpopaHus Web of Science - URL:
webofscience.com.

7. MATEPHAJIBHO-TEXHUYECKOE OBECITEYEHUE JUCIIUITIJINHBI

Js peanmuzaltiil JaHHOHM JTUCHHUIIIHEBI BMEKOTCS CHELHATRHEIE TOMEUICHHS I MpOoReIe-
HHS 33HITUH JJEKIIMOHHOTO THIIA, 3aHATHH NpakTHUeCKOro/madopaTopHoro THIa, KYPCOBOTO MIPOEK-
THPOBAHHUA (BBIIOJIHEHHS KypCOBBIX padoT), IPYNIOBBIX M MHAWBHIYATBHBIX KOHCYIBTAlUH, Te-
KYIIETO KOHTPOJA H MPOMEXKYTOUYHOMR aTTECTAITHH, a TAKKE MOMEIIEHAA I CaMOCTOATENbHOH pa-
OOTHI: ayJUTOPHH, OCHALCHHBIE MYJBTH-MEIHA 000PYIOBAHUEM, KOMIIBIOTEPHBIE KJIACCH! C JOCTY-
IIOM B MHTCPHET, ayAUTOPHH Oe3 CrenuanbHOTO 000pyI0BaHuS.

[Tepedens HCIONBE3YEMOTO IMIEH3MOHHOIO TIPOrPpaMMHOTO obecniedeHus: nakeT MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KoncyaptanT [Inroc» (MECTAmUpOBaHHBIH pe-
cype Bnl'Y).

[Ipumedanue:

B cooTBeTcTRHHM ¢ HOPMATHBHO-IIPABOBBIMHA aKTaMH A7 HHBAIH/IOB M JHUI C OrpaHUYEHHEI-
MH BO3MOYKHOCTAMH 3J0POBhA HPH HEOOXOIMMOCTH TECTHPOBAHUE MOXKET OBITh IPOBEAEHO TOJIBKO
B ITHCBMEHHOH WM YCTHOH (opMe, a Takke MOIYyT OBITh HCIOJIB30BaHBl APYIHe MaTepuanbl KOH-
TpPOJIS Ka4eCcTBa 3HAHUH, IPeAyCMOTPpEeHHBIC pabodell nporpaMMoi TUCIMILIHHEL.
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