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1. HEJIHX OCBOEHHNUA JTHUCIIMIJIMHEBL
[fesib OCBROGHMS OHCUMFUIMHBI — OBIAACHHC CTY/ICHTAMH TCOPETHUECCKUMH 3HAHMAMM W NPaK-
THYECKUMH HaBBIKAMH B paboTe ¢ JOKYMEHTaMH, HeOOXOAUMBIMH A7 2Q(hEKTHBHOrO ypaBIeHus
NpeIPHATHAMH HHAYCTPHH CEPBUCA, TYPH3MA H FOCTEIIPUUMCTBA.
3anmayu:
- H3y4YEHHE M 38KPENJICHHUE TEOPETHUECKUX OCHOB TOKYMEHTHPOBAHHOIO 0DECNEUeH s YIIpaB-

JIeHUs;
- (dopMupoBaHHEe CHCTEMATH3IUPOBAHHLBIX 3HIAHHH 00 YHUGUUMPOBAHILIX CHUCTEMAX MOKY-

MCHTALHH;

- IOJMYYCHNE NPAKTUHECKMX HABBIKOB M0 TEXHOJIOIMH padOTLI C IOKYMEHTaMH Ha [PE/IIIpusi-
THH;

- NpuoOpeTeHre HABBIKOB N0 00paldoTKe. aHAIM3Y H COCTARICHUIO JIOKYMCHTOB B cdepe cep-
BHCA H TYpU3Ma.

2. MECTO JUCIHIIJIMHbI B CTPYKTYPE OIIOII BO
Hucuuniuna «OCHOBBI JENONPOM3BOACTBA Ha [PE/ILIPHATHAX cepbl YCIIYr» OTHOCHTCA K 00f3a-
TeJTBHOHM YacTH yuebHOTO MaHa, nporpamMmbl daxanasprarta 110 HarnpaeaeHHio 43.03.02 « Typusm».

3. INTAHHPYEMBIE PE3YJIBTATbI ObYHYEHHA MO JUCIHHANJIVUHE

[Inannpyemele pe3yibTatel 00yUeHHS O IUCIMILIMHE, COOTHECEHHBIE C [IJIAHUPYEMBIMH pe-
3ynapTaTamu ocBoeHUs OITOIT (koMIeTeHIHIMYI ¥ HITTUKATOPAMU JOCTHXKEHHS KOMIETeHUHH).
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Pasden 1.
Hopmamueno - saxorodamensuvie

[ | ocHoser dorymermoobopoma 4 12 2 10
Tema 1. HopMatHBHO-npaBoBoe U
METOIMYECKOE peryndpoBadue JI0Y
B TYpU3MeE

5 Tema 2. [Ipasuna odopMieHus 1o- 4 3.4 5 5 5 10
KYMEHTOB B TYpH3IME
Tema 3. ObasarenbHble TOKYMEHTHI B Pedfriar-

3 4 5-6 2 2 2 10 KOHTPOIb
CEPBHCE K TYPH3ME Ne 1
Pazoen 2.

Cocmasnenue QorKyMeRmoe & mypus-

4 | me 4 7-8 10
Tema 4. A3bik cnyxeGHBIX A0KYMEH-

TOB

5 Tema 5. llenosas nepenucka B Ty- 4 9-10 2 2 2 10
pusMe
Tema 6. CocraBnenue u opopMiueHne PedTunr-

6 | IOKYMEHTalHH [10 JOTOBOPHBIM 065- 4 11-12 2 2 10 KOHTPOJIB
34TENLCTBAM B TYPH3ME Ne 2
Tema 7. Cocraenenne 1 oopMiIeHHE
TYPHCTCKOH JOKYMEHTALMK: TEXHO-

7 | norudeckas noxymeHTauus Typdup- 4 13-14 2 2 10
MBI, IOKYMEHTAIMA 00CHyKHBAHHUA H
MaKeT Typa
Pazden 3.

Texrnonozua pabomer ¢ doxysmenmamu

8 | e mypuzme 4 15-16 10
Tema 8. OpraHuzanus 10KyMEHTO-
obopora

g | Tema9. OTneTcTBEHHOCTE MepcoHana 4 17-18 10 ES:ZS:;;
334 BEACHWE AOKYMEHTRIIHHA Ne 3

Beero 3a 4 cemectp 108 6 12 10 90 3auer
Hampaue B aucumnnuue KIT/KP - -
Hroro no aucunnnuse 108 6 12 10 90 3auer




Conepmaune JEKIHOHHLIX 3AHATHH 10 JHCHMILIHHE

Pazoen 1. Hopmamusno - 3axonodamensisle 0CHO8bL QOKYMEHMO0b0poma
Tema 1. HopMaTHBHO-IIPABOROE H MeToANYecKOe peryauposauue JOY B Typusme
Coaepxanne JeKUMHM: YPOBHH YIIPaBJICHHS B TypH3Me (PYKOBOISIIHH, CTPATErHYUCCKHIA,
TAKTHYECKHH H OmepaTHBHEIH). JlokyMeHTaIms 3P eKTUBHON CHCTEMEI MEHEIKMEHTEI [IPEIIIpH-
ATHH CEpPBHCA ¥ TYypH3Ma: NPaBOBasd HOKYMEHTAlMs, JOKYMEHTAIUA 10 O0CCIeUeHHIO KayecTra,
OpraHH3alHOHHO-pacllopAAUTEIsHAS JOKYMEHTAINA, JOKYMEHTAIINA [0 CTPAaTeTHYeCKOMY H Olle-
PaTHBHOMY IUIZHUPOBAHUIO, METOANYECKad AOKYMCHTAIHA, BHEIIHsAS HOPMATHBHAA JOKYMEHTA-
IHsA, BHYTPEHHAA HOPMAaTHBHAaA JOKYMCHTALK A, BHYTPCHHAS TEXHHUSCKAA JOKYMEHTAIHA.
HopMaTuBHEIE JOKYMEHTEL, peryHpyIONIKe JeI0NPOR3BOICTEO!
O rocyaapcrsennoil Taitne: 3akon PO ot 21.07.1993 Ne 5485-1 // C3 P®. — 1997. — Ne 41. — C.
8220-8235.
O xommepueckoii Taline: Qenepanbueiii 3akon ot 29.07.2004 Ne 98-d3 // C3 Pd. — 2004. — Ne 32.
—Cr. 3283.
06 uapopmanun, HHGOPMAMMOHHBIX TEXHOJNOTHIX K 0 3auuTe HHbopmanun: DesepanbHblil 3aK0H
otT 27.07.2006 Ne 149-03 // C3 PD. — 2006. — Ne 31 (4. 1). — Cr. 3448.
O6 ynmopAI04eHHH U3TOTOBICHN, HCIIONB30BAHUS, XPAHCHHUS U YHHYTOXKEHHS eqaTell 1 OIaHKOB
¢ BocrnpouseeneHreM I'ocynapcrsennoro repba Poccuiickoit ®enepanuu: [Tocranosnenue [Ipapu-
TenbcTBa PO o1 27.12.1995 Ne 1268 // C3 P®. - 1996, — Ne 2. — Cr. 123.
O6 yreepxneHun IlepedyHs THHOBBIX AapXHBHBEIX JOKYMEHTOB, 0OpasylOIIMXCS B HAY4HO-
TEXHWYECKOH U IIPOM3BOACTECHHOR AEATENHHOCTH OpPraHM3alldi, ¢ YKA3aHHEM CPOKOB XPaHEHHI:
1lpuxas MunkyneTyper Pocenn ot 31.07.2007 Ne 1182 // BronneTeHs HOPMAaTHUBHLIX aKToB dee-
PAILHBIX OPraHOB UCIOIHHATEIBHOH BracT. — 2007, — Ne 46,
06 yreepxaenuu llepeuns cseneHnd KOH(HISHIMATBHOTO Xapakrepa - Yka3 Ilpesngenta PO or
06.03.1997 Ne 188 // C3 P®. — 1997. —Ne 10. - Cr. 1127.
06 yreepxaennn [1os10xKeHHS 0 MOpsAAKe 0OpaIleHHs €O CiryxeGHON HH(OpMaIkell OrpaHHYeHHO-
IO pacrlpoCTpaHeHHs B (eAepalbHEIX OPraHax MCIOIHHTENbHOH BiacTH: IlocraHosnenue [Ipapu-
TensctBa PO ot 03.11.1994 Ne 1233 // C3 PD. — 2005. — Ne 30 (4. 2). — Cr. 3165.
00 yrsepxienun [lpaBun genonponseoncTea B denepanbHEIX OpraHax MCIIONHHTEIBHON BIACTH:
nocTaHosnenue IpapurensctBa PO ot 15.06.2009 Ne 477 // PT. — 2009. — 24 urons.
06 yreepxuennn [pasiiT IIOATOTOBKM HOPMATHBHbIX [IPABOBBIX aKTOB ()e/IePAbHBIX OPraHOB HC-
IOJIHUTENBHOH BJIACTH M MX TOCYAApCTBEHHOH perucrpauuu: Ilocranopnenue Ipapurensctra PO
ot 13.08.1997 Ne 1009 // C3 PD. — 1997. — Ne 33, — Ct. 3895.
06 snexrporHoit mudposoit noanucu: Pezepanbueii 3akon or 10.01.2002 Ne 1-d3 // C3 PD. —
2002. —Ne 2. - Cr. 127.
I'OCT 6.10.5-87. Yuu¢uuuposaHakie cucTeMbl JOKYMEHTAlKHH. TpeGoBanus K MOCTPOeHHIO (Gop-
Myisipa-o6pasua. — M., 1998.
Obmepoccuiickuit knaccudukarop yrpaeieHyeckoi rokymentamuy OK 011-93. — M., 1995.
OteyecTBeHBbIE H MEXKIYHAPOAHBIE CTAHIAPTHl HA NOKYMEeHTauuro. OpraHbl YIOpaBIeHHS
MHAYCTPHH TYPU3MA W TOCTEIPHUMCTBA H COOTBETCTRYIOIIHE HM JOKYMEHTEI,
Tema 2. [Ipapnna odopMiIeHAs JOKYMEHTOB B TYPH3Me
Copepkanme neknum: YauduIMpoBaHHAs CHCTeMa JOKyMeHTanmm. TpeCoBamus K
o(opMIeHnI0 TOKyMEHTOB. TpeGoRanus K 61aHKAM JOKYMEHTOB. [IOHATHE H COCTAR PEKBH3HTOB.
OdopmiieHHE PEKBU3HTOR JOKYMCHTOB.
Tema 3. Ob6a3aTe/bHBIE JOKYMEHTHI B CEPBHCE H TYPH3MeE
Conepikanme nexupn: Kiaccuduxaius opraHH3allMOHHO-PACTIOPSIHTENBHBIX JIOKYMEH-
TOB. Opranu3anyOHHbe JOKYMEHTHI: YCTaB, YUPEAHTENEHEI A0r0OBOP, MOI0KEHHE, HHCTPYKIIL,
JODKHOCTHAS HHCTPYKUHUA. PacmopsinTenbHbE NOKYMEHTBI IPHKA3, PACHOPSIKEHHE, YKa3aHHE,
pelleHye, BhIIHCKE, NpoToKol. CTpyKTypa TeKcTa JOKYMEHTOR, PEKBH3HTHL.
Bune mEGOpManMOHHO-CIPaBOYHEIX JOKYMEHTOB (aKT, ClIyxebHas 3allicKa, CpaBKa, CIIH-
COK, IIPE/UIOKCHHE, 3aKIFOUCHHE, [IepedeHb, 0030p, OTUET, CBOJKA H Ip.), CTPYKTYPa TEKCTa JIOKY-
MEHTOB H PEKBH3HTHL



Pazoen 2. Cocmasnenue 00KyMeHMOE 6 mypusme

Tema 4. A3bIk cTy:KeOHBIX JOKYMEHTOB

Coaeprxanme jsexknuu: S3BIK U CTHNL CIyXeOHBIX AOKYMEHTOB. OCOOEHHOCTH A3BIKa CIIY-
KeDHBIX TOKYMEHTOB. Y IOTpeOIeHre MPOIHCHBIX U CTPOYHBIX OykB. Enunoo0pasue NpuHUMIIOB U
(opmbl coxpamenus. OdopmieHue naT © 9HceNl B JOKyMeHTax. Mcooib30BaHHe B JOKYMEHTAX:
coOCTBEHHBIX MMEH, Ha3BaHUH rOoCyIapcTB, aIMHHACTPATHBHO-TCPPHTOPHAIBHEIX HAMMEHOBAHHIA.
Omubku B TeKeTax 0GHUHATEHBIX JOKYMEHTOB. PeakTupoBanne TCKCTOB.

Tema 5. Jenoasi mepenncka B TypH3Me

Conepxanne nexkumn: Popmer nenoroit nepenucku. Krnaccubukanus AeOBHIX THCEM.
Tpebopanus Kk CTpYKType TeKCTa H OGOPMIIEHHIO ACITOBBIX MHCEM.

Tema 6. Cocrasienne 0 opopMieHHE JOKYMEHTAHH [0 JOI0BOPHBIM
00513aTEILCTBAM B TYpH3Me

Conepxanne gexumn: Knaccupukanus cnenok. J[OroBOp: MOHATHE, BHAL, VCIOBHS 34-
KIIO9CHHS B OCHOBAHHA NI pacTopkeHHs. CYIIeCTBEHHEIE H HHBIE YCIOBHA N0roBopa. JIorosop B
CEpBHCE H TypH3Me. BHIBI HOroBOpOR B cepBHCE M TYPH3MeE: apeHia, IPOKAT, IEPEBO3Ka ITaCCaKH-
POB, BO3ME3IHOE OKA3aHUE YCIIYT, IOpPYUEHHE, JOrOBOP KOMHCCHH, areHTCKHM MoroBop. TeXHomno-
rUsl 3aKIIFOYEHMs JOTOBOPOB C KIIMEHTAMH B NapTHepaMu. TpeGoBaHuS K COCTABIEHHIO AOTOBOPOB.

Tema 7. CocraBiieHne H 0 opMICHHE TYPHCTCKOM JOKYMEHTANMH: TEXHOJOTHICCKAN
JOKYMEHTAIHA TYPYHPMBI, JOKYMCHTAUNA 00CIyKUBAHUSA U DAKET Typa

Conepaxanne Jjexknun: Knaccuburamus TYpUCTCKON IOKYMeHTalmH. TeXHOIOTHYECKas
JIOKyMEHTanua Typ)HPMEI: TEXHOJTOTHIECKas KapTa TYPHCTCKOTO IyTeLIECTBHS, IpadHK 3arpysku
TYPUCTCKOTO [IPeANPHATHA IPYNIaMH TYDPHCTOB Ha OIIPEACNICHHOE BpEMs, TYPHCTCKas IyTEBKA,
HHGOPMAIMORHBIA THCTOK K MYTEBKE, JIHCT OPOHHPOBAHHS, NOTOBOP, TPadyK JIBHKEHHA IO Map-
mpyTy, KapTa-cX€éMa MapiupyTa, ONHCAHHE TCXHOJIOTHYECKHX ocobeHHOCTENR Typa, IaMATKa 1
TYPHCTOB, CIIPABOYHbLIE MATEPHAIBI 110 MapIUPYTy, Ipalc-NUCT, KAIBKYIAIMS Typa H T.I. [Ipasuia
COCTABNEHUA U OPOPMICHHS TEXHOJOTMYCCKON TYPHCTCKOM HOKyMeHTanuH. JJOKYMEHTALHS 06-
CILy’KHBaHHA (3a4BKa Ha GPOHMpPOBAHKE, HOATBEPKACHHE O MPUEME, H3BEIIEHHUE O 3ae3/le TYPHUCTOB,
Bay4ep, JIMCTOK OTMETOK) H IaKeT Typa: IIPaBHJIa COCTARTECHHS H OQOPMICHHS.

Pasoen 3. Texnonozus pabomst ¢ QOKyMenmamu ¢ mypusme

Tema 8. Opraamzanus noxymenrooGopora.

Conepixanune Jstexunu: O6paboTKa BXOAAIIMX, HCXOAIIMX M BHYTPEHHHX JOKYMCHTOB.
TIpHHIHIEL perucTpanin JOKYMEHTOB Ha HpeIpHsTHE. KOHTPONs ¥ CPOKH HCIOTHCHHS HOKyMEH-
T0B. Oprauusanus XpaHeHHs TOKymeHTOB. COCTAaBICHHe HOMEHKIATYpH Ael. MopMupOBaHHE H
odopmienue aen. ITopamok mepenadn TOKYMEHTOB Ha XpaHEeHHE B apXUB.

Tema 9, OTBeTCTBEHHOCTD NEPCOHANA 32 BEAeHHE JOKYMEHTAIHH

Copepxanne jgexumm: CTpyKTypa KaipoBOM NOKYMEHTALMH. IIepBHYHBIE ZOKYMEHTHI
TPYNOyCTpokicTBa. Pacnopaaurentyas JOKYMEHTAIUA [0 KagpaM. JloropopHas JTOKYMEHTAIMA 110
Kaznpam. Jlu4yHoe Aeno ¢oTpymHuKa opraHusanui. OpraHuM3auus XpaHeHUs JTHYHbIX gel. [lopamox
XpaHEHUS NOKYMEHTOB B JIMYHOM JeNe COTPYAHUKA. JIOKYMEHTHPOBaHHE NPOlENyp IpHeMa Tpak-
IaH Ha paboTy, NepeBoa COTPYAHMKOB, HOOIIpPEHNHs pabOTHHKA, IPUMEHEHUA IUCIMITHHAPHOTO
B3BICKAHMs, yBOJIbHEHHS pabOTHHKA.

Conepskanne IPaKTHYECKHX 3AHATHI 0 THCIHILIHHE
Pasoen 1. Hopmamueno - 3axoHoo0amenbHbie 0CHOBbL OOKYMERMO0bOpoma
Tema 1. HopmaTueHo-npasoBoe H MeToaRueckoe perytaposanue JOY B Typazme

Dopma 3anamusl — yemueill ONPOC, SLIROAHEHUE NPAKIMUHECK020 3a0aHUA.

Coaepxanne npakTHYecKoro 3aHaTH: 1. YHu(HMUHpOBaHHAs CHCTEMA JOKYMEHTALHH.

Pabora ¢ HopMarmBHOM IOKyMeHTaluuMeH, NPo(ecCHOBATLHBIME CTAHIApTAMA HHIYCTPHH
TYPU3Ma H TOCTEIPHHMCTRA, AMCKyCCHA. OCHOBHDBIE NpaBuia o(opMIEHHS MAIIMHOMHUCHBIX TeK-
CTOB.



Tema 2. [IpaBnia odpopmieHHs T0KYMEHTOB B TYPH3MeE

Qopma 3aHAMUA — YCMHBIT ONPOC, BLINOAHEHUE NPAKMUYECKO20 300aHUA.

Conep:kanue npakTaieckoro 3anatada 2, Odopmietne peKBU3HTOB JOKYMEHTOB.

CpaBEHTENLHEL aHATH3 0QOPMISHHBIX JOKYMEHTOB, peKBH3UTHL. Padota ¢ CIIC Koncyne-
TauT [lnoc.

Tema 3. Ofg3aTe/IbHbBIE JOKYMEHTBI B CEPBHCE H TYPHIME

Dopma 3anamua — yemubiil ORPOC, BLINOAHEHUE NPAKIMUYECKO20 3A0AHUA.

CoaepskanHe NMpaKTHYecKoro 3aHATHA 3. OpraHu3allHOHHO-PACIOPANHTENLHEIE HOKY-
MEHTBI

CpaBHHTENLHAA XAPAKTEPHCTHKA OPraHH3alMOHHO-PACIOPSANTENBHON JOKYMEHTAIMH B

TypdHupMe (OKCKYpCHA).

Paszoen 2.Cocmagnenue doxymenmos 6 mypusme
Tema 4. H3pIk ciryke0HBIX JOKYMEHTOB
Dopma 3aHAMUA — YCIHBLIL ONPOC, BLINOAHEHUE NPAKMUYECKO20 3A0AHUS.
Coaepxanne npakTHIecKkoro 3anarus 4 JJoroBop B cepBHCE H TYPH3ME.
BrinoaneHre 3a7anmii 110 peNaKTHPOBAHHIO TOTOBOPOB.
Tema 5. [lesioBasi nepenucKa B Typu3Me
Dopma 3anamus — YCmubLH ONPOC, BLINOTHEHUE NPAKMUYECKOZ0 3G0aHYA.
Coneprkanue npakTHYecKoro 3ausTus 5 lenosas nmepenucka
Brinonsenue sananui mo paspaboTKe JENOBBIX THCEM UL IPOBEICHAS PEKTAMHOTO TYPa,
pabora ¢ 351eKTponHOM noutoH. O6NacTHOH TyPHCTCKO-MHBOPMAIMOHHEIH HeHTp (SKCKYPCHSL).
Tema 6. Cocrasiienne u ohopMIIeHHE TOKYMEHTALMH 10 J0TOBOPHBIM
o0s3aTEILCTBAM B TYypH3ME
Dopma 3anamui — yCmHulil ONPOC, EbINONHEHUE NPAKIMUYECKO020 3A0UHUA,
Conep:xanne NpakTHYECKOT0 3aHATHA 6 TeXHONOIAYECKasd JOKYMEHTAIHS TyphAPMEL
IIPH OKa3aHHH TPAHCIIOPTHBIX YCIIYT.
BrimonueHne 3aaini M0 PeNaKTHPOBAHMIO JOKYMEHTOB, HEOOXOMMBIX IS TICPCBO3KH
nereh. ATII (axckypcud).
Tema 7. Cocrapienne u odopMiIeHHe TYPUCTCKOH JOKYMEHTALHH: TeXHOJIOTHUECKAs
AOKYMEHTAIUSA TYPOHPMbBL, A0KYMEHTALHS 00CTy;KHBAHHESA H NAKET Typa
Dopma 3aHAMUA — YCIMHBLE ONPOC, GbINONHERUE NPAKMUYECKOZ0 3A0AHUA.
Conepixanne npaxktudeckoro sansrus 7. TexHOIOrHYeCKas JOKYMEHTaIHS TYpQHPMEL
IIPH IPOJANKE MIYTEBOK.
Bemonuenue 3afaHuil 0 PeNaKTHPOBAHHUIO [IOKYMEHTOB, HEOOXOIMMBIX A IPOJAKH
nyreBok B J1OJI (3kckypcus).

Pazoen 3. Texnonozus pabomel ¢ QOKYMEHMAMU 6 NMypusme
Tema 8. Opraamzanus J0KyMenTo06opora
Dopma 3anamus — YCMHBLE ONPOC, GBINOIHEHUE APAKMUHECKO20 3A0ANA.
Conepxanue nmpakTHYeckoro 3aHaTus 8. TexHONOrMYeckas JOKyMEeHTAIHS TYPQUPMEI
IpH 0OCTYKHBAaHKH KJIMEHTA B FOCTHHULE.
Brmonnerre 3amaHuii 10 MOATOTOBKE JOKYMEHTOB, HEOOXODMMEIX IJif odopmeHus
IPOXHMBAHMA MHOCTPAHHOTO KIIHEHTA B TOCTHHHIIE. [OCTHHHIA (DKCKYDCHS).
Tema 9. OrBeTcTBEHHOCTH NEPCOHANA 32 BeNeHHE TOKYMEHTALHH
@opma 3aHAMUsL — YCMHBLE ONPOC, 6LINOTHEHUE NPAKMUYECKO20 3A0aHUS.
Coaepxanne npakTHYecKkoro 3aHaTHs 9. OpraHuzanus XpaHeHHs JOKYMEHTOB,
Brinonsenue 3ananuif 0 NOATOTOBKE AOKYMEHTOB K XPAHEHHIO, ADXHB (3KcKypens).



5. OHEHOYHBIE CPEJCTBA JJIA TEKYIIETI'O KOHTPOJIA YCIIEBAEMOCTH,

MPOMEXXYTOYHOM ATTECTAIIAH IIO UTOT'AM OCBOEHUS] AUCITUILTHHBI
AU YYEBHO-METOAHYECKOE OBECHEYEHUE CAMOCTOSTEJIBHOU PABOTBI
CTYJIEHTOB

5.1. Texymmnii KOHTPOJIb YCNEBAEMOCTH
Texyumit KOHTPOJIB YCIEBaEMOCTH IIPOBOMHUTCS B HOPME PEUTHHT - KOHTPOJIS TPH pasa B
cemecTp. THIIOBEIE TECTOBBIE 3aJaHKA IS IPOBEACHHS TEKYIIEr0 KOHTPOJIA IPHBEICHB! HUXKE.

PeliTHHT-KOHTPOJB Ne 1
Bomnpoc 1. JlTokymenTanuonHoe obecneuenne ynpasiaerns (JJOY) oxeaTbiBaeT BOIPOCHL:

1. JIOKYMEHTHPOBAHHSI, OpraHH3aIKK pabOTHI ¢ JOKYMCHTAMHA M CHCTEMATH3AIIMIO ApXHBHO-
IO XpaHeHHs JOKYMCHTOB

2. IOKYMEHTOBEISHHS

3. HOKyMeHT0000pOTA M apXHBHOIO XPaHeHHS

4. CHCTEMATH3AIMH JIOKYMEHTOB

3. JIOKYMEHTHPOBAHHS

Bonpoc 2. HopmatueHbiit 1oKyMeHT, yeTaHABNHBAIOIKH e1uHble TPeOOBAHHMSA K TOKYMCHTHPOBA-
HHUIO YIPAB/IEHYECKO# NESTENBHOCTH H OPraHH3aHuH paboThl C JOKYMEHTAMH:

. Yuudumuporarnas cuctema gokymentama (Y CJI)
2. rocr

3. WHCTPpYKIWS 10 AeNIONPOU3BOACTRY

4. Ircoy

5.

JomxHocTHAY HHCTPYKIMS

Bonpoc 3. Yem pernaMeHTHPYCTCs A€ATENBHOCTE PaGOTHHKOB cnyx0p1 JJOY
I'oCTom

JoxkHOCTHOR HHCTPYKIMEH

[IPHKA30M JIMPEKTOpa

PCIKMMOM pabOTh! HPEANPUATHS

HHU9EM

ESESE S

Bomnpoc 4. undopmanns o COGHTHIX U ABNEHHAX 0GBCKTHBHOM 1eHCTRHTEIBHOCTH W MBIC/THTE b
HOH NesITe/IbHOCTH YeNoBeKa, 3aHKCHPOBAHHAS HA MATEPUANBHOM HOCHTENE ¢ PEKBU3HTAMH- 3TO :

1. Joxyment

2. dopmymap

3. OJIAHK AOKYMEHTA

4. CHCTEMA JOKYMEHTAIMH
3. KOMITBIOTED

Bompoc 5. Kakue ¢yHKIMYE TOKYMEHTA SABIMIOTCH CHENHDHEIECKAMH:
KyJbTYPHad, COLUHANbHAA, HHPOPMAaHOHHAS

2 YIIpaBJlIeHYECKad, HHPOPMaIlHOHHAS, [IPABOBA,

3 YIIPaBIE€HYECKAs], IPABOBAS, HCTOPHYECKAS

4, KyITbTYPHAs, HCTOPHYECKas, COITMANEHAL

5 HeT crenudHuecKux GyHKIMA

Bonpoc 6 [leqrensHOCTE 110 CO3/[aHHI0 JOKYMEHTOB HA3bIBACTCA:

1. ZETOTIPOU3BOACTRBO



2. JOKYMEHTOO00pOT

3. JIOKyMEHTHPOBAHHE

4. CHCTEMA JOKYMEHTAIMH
5. NOKYMEHTOIOTOK

Bonpoc 7. YcTaHoBeHEE €1MHO006pa3ys COCTaBa H (JOPM YIIPABICHUECKHX JOKYMEHTOB, HHKCH-
PYIOIMUX OCYIIECTBICHUE OJHOTUIIHEIX YIIPaBIeHIECKHX (QYHKIIHI U 3a/1a4 Ha3bIBACTCS:

1. CTauJapTH3AnHER
2. yHEDHKaHeH

3. NOKyMeHTaLue
4, KaccH(pHKAIHEH
3. TUNH3ANHACH

Bompoc 8. Kaxue BuIBI 61aHKOB PEKOMEHAYIOTCS HA IPEANPHITHR?

. TOJIBKO JUI KOHKPETHOTO BHAA XOKYMEHTOR

IUI1 BHYTPCHHHUX NOKYMeHTOR (001muit)

JULL BHEIIHUX JOKYMEHTOB (IIHCEM)

. Grank cmyxeOHOro muchkMa, GIaHK /I8 KOHKPETHOTO BHA JOKYMEHTOB, OGIIHI GlaHK
HET YeTKHUX peKoMeHaauuh

NSRS

Bonpoc 9. Uem oTnHdacTcs 6iaHK VISl BHYTPEHHHAX NOKYMEHTOB OT OJIaHKa JUIs TIHCeM?
Ha OJIaHKe A7 MHCEM MEHBIIE PEKBH3HTOB

Ha 671aHKe AT nHceM GOIIbIIE PEKBH3HTOR

HE OTIX9acTC HAYeM

. PacronOXEHHUEM PEKBU3HTOB

oTnH4aeTcd GopMaroM

VA W

Bompoc 10. Kakue dpopMaTs! GyMarn HCnoap3yroTes I GIaHKOB?
. TOJIBKO A4

A4, A5, A3, A6

TOJIBKO AS

TONBKO A3

Abu Ad

N

PelirHT-KouTpoas Ne 2
Boipoc 1.Kakoe pacnosiokeHue peKBHIUTOB PeKOMEH/IYETCs! IS ITHCeM?

l.yrioroe u ¢arosoe

. [IPOSIOJIBHOE H IIEHTPOBAHHOE
YTJI0BO€ K IPOAOIBHOE
(hsraroeoe H HEHTPOBAHHOE
IPOJONBHOE # (hiarosoe

S

Bomnpoc 2. Ha xakue JacTu QeHTCsS TOKYMEHT NpH 0hopMICHHn?
. 3ar'0JIOBOYHYIO, OCHOBHYK) H 3AKIIFOYHTENbHYIO
3aroJI0BOYHYIO, OCHOBHYIO H O(GOPMISIOILYIO

HA4ajo, cepeiMHa B KOHeI

. T€PBYIO, BTOPYIO, TPETBIO
. TEKCT Ha JacTH He ACIHUTCH

VR



Bonpoc 3. I'ne pacnonaraercs peKBU3NT «HAUMEHOBAHHE TIPEIPUATHD ?
NIOCIIE PEKBU3ATA «PETUCTPALIHOHHEIN HOMED AOKYMEHTa)

MO PEKBH3UTOM «3MOeMa OpraHH3aIiii HIIF TOBapHBIE 3HAK»
B LICHTPE BEPXHETO IO

B OQOPMILIONIEH 9acTH

II0]] PEKBU3HTOM «aJpecary

Al

Bonpoc 4. B KakuX JOKyMEHTaX YKa3blBalOT CIIPABOYHBIE TAHHEIE O [IPEANPHATHH?
BO BCEX

BO BHEITHUX

BO BHYTPEHHHX

B [IPHKAa3ax 10 OCHOBHOM JIEATEILHOCTH

B PaCIOPAIUTEIbHBIX TOKYMCHTAX

N

Bomnpoc 5. Kaxum criocobom crenyet odopmuts nary «20 oxtsbps 2019 r» B IeTOBBIX MHCEMax?
1. 20/10/00

2. 20.10.00

3. 20 oxTabpa 2000

4, 2000.10.20

5.

20.10.2000
Bompoc 6. ITucemo, nMetomee GuHaHCOBbIE H IOPHANYECKHE TTOCTEICTRBHS JODKHO GBITE. ..

IOJIMCAHO AUPEKTOPOM, TII. OYXTalTepoM, 3aBEpeHO IIEYaTEIo
34BEPEHO IICUATHIO

IONIMCAHO THPEKTOPOM M COIJIACOBAHO C IOPHCTOM
TIOANKCAHO I71. OyXTalTepoM, YTBEPKACHO AUPEKTOPOM
HOJIUCAHO JHPCKTOP

Nk W=

Bonpoc 7. YeM dakc oTimryaercs 0T nuckMa 0o oGopMIeHHIO?
ABJSETCS HE HOJNHHHIKOM, a KOIHeH TOKyMeHTa
COICPIKUT Pl AOIOJIHUTENBHEIX PEKBH3HTOB
neyaTaeTcs Ha Teedakce

HE MOXKET OBITH 3aBepeH NevYaThio

NS

BCC BBIIIENSPEHYHCIICHHOC BEPHO

Bonpoc 8. B uem ocHOBHBIE OTIHYISA MHCEM K 3apy6eXHBIM IapTHepaM?
o 0o 1 arodimy

OTCYTCTBHEC OYHKTYallHH

odopmienne aGzamnes 6¢3 ab3anHOro 0TCTyIA

CJIOBECHO HHQPOBOH CII0c00 HAMCAHKSA JaThI

BCE BBILIETIEPCUHCIEHHOE

RPN

Bonpoc 9. Kakos cpok xpaHeHHS Ne10BbIX mHuceM?

1. 1 mecsx

2. 1 ron

3. 3 roga

4, 5 ner

5. He XpaHsTcs BoobIe
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Bomnpoc 10. Ha xakom 6anke ogopmiisieTces Teerpamma?

I Ha renerpadhHoM

2. Ha o0uIeM

3. A OUCEM

4 1A IPHKA30B

5 He oopMIISETCs, T.K. IepeNacTes o TenehoHy

Pefitunr-konrpoas Ne 3.
Bompoc 1. Kax naseiBaeTcs JOKYMEHT, GHKCAPYIOLINH COrMAMICHHE CTOPOH 00 YCTaHOBIECHHH TPY-
JOBBIX OTHOLUCHHUH M PeryIHpYIONHHi ux?
TPYAOBas KHIUKKa
KOZIEKC 3aKOHORB O TpyIe
TIPHKa3 II0 TMYHOMY COCTABY
TPYAOBOH KOHTPaKT (HOrOBOP)
JNOJKHOCTHAS HHCTPYKITHS

-

Bompoc 2. Kak xpaHsTCcs IpUKa3kl IO TAYHOMY COCTABY?

B IMYHOM Jelie COTPYIHUKA

BMECTE C APYIUMH KaJPOBBIMH JOKYMEHTAMH
IPYNNEPYIOTCS B OTAEIBHOE JeNI0

BBIJAIOTCA Ha PYKH COTPY/HHKY

BMECTE ¢ MPHKA3aMH 110 OCHOBHON JI€ATEIbHOCTH

N

Bompoc 3. O yeM DHOIYT B IM4HOM 3asABICHAN?

0 mpueMe Ha padoTy M YBONMBHEHHH, 006 OTHYCKE
O CBOHX JIMYHKIX II1aHax

00 onosaHuu

O BBHIITOJTHEHHH NNOPYYEHHS

00 OCHOBHEIX 3Talrax KU3HEHHOTO IIYTH

N

Bonpoc 4. Komy cnenyer ajapecoparh 3ajBieHne 0 NpueMe Ha paGoTy?
CoOCTBEHHNKY TIpeAIPHATHS

PYKOBOIHTEIIO IIPe/IIPHATHS

HaYaJIbHHUKY OTIeNa KagpoR

1. dyxranrepy

TOBapHINY 1o pabote

U W

Bompoc 5. Kako# ToxyMeHT He0OX0UM IS IOJTyHeH s 3apaboTHOM IUIATH 3a 3a60JI1eBIIero cyn-
pyra?

1. pacIucka

2. CBHJIETENBCTBO O Gpake

3. 3asBJIEHHE H [IACTIOPT CyIpyra

4, NI0BEPEHHOCTE

S. OOBACHUTENBHAA 3AIIMCKA

Bompoc 6. JIng yero neobXomumMa apToMatn3zanns JOY?

I. Anst NOBBIIICHAS 3¢ deXTHRROCTH Tpyaa paboTaukoe JOV, coxpamenue Tpynosarpar Ha
JOKYMEHTHPOBAHHUE,

LIS pallMOHANM3alHH JOKyMEHTO000pOTa

11



1715 OCBOOOKIEHAS padOUHX MECT

ISt OCBOOOKIEHHS CEKpeTapsd OT BEJeHH JOKYMEHTALMH
14 YHHOHKAIMHE B COKpAIleHUT KONMHYECTBA JOKYMEHTOB
HET HCOOXOIUMOCTH B aBTOMATH3ALHH

i il

Bonpoc 7. Ha kakux 3Tanax 10KyMEHTaIHOHHOTO 00€CIICUeH s yIpaBleHHs IPHMEHSIOTC MeXa-
HH3alUs ¥ aBTOMATH3AIUA?

. Ha JTalle PeTHCTPALIMH U IOHCKA JOKYMEHTOB

HAa JTale 3KCHeANIHOHHOH 00paboTKH.

Ha IIOATOTOBHTENILHOM 3Talle (COCTaBICHHE, KOTHPORAHHE, Pa3MHOXKEHUE NOKYMEHTOB)
HA 3aKJIIOYUTEIBHOM dTalle (Iepeiada Ha apXHBHOE XPaHEHHE)

Ha BCexX aranax 00paboTKH TOKYMEHTOB

N

.

Borpoc 8. OT 4ero 3aBucHT COCTaB KOMILIEKTOB IPHMEHSEMBIX CPEACTE M IIPOTPaMMHOTO 06ecIie-
qeHuA? ‘

. OT KOHKPETHBIX YCAOBHH paboTs! alirapara YIpaBIeHHS ¢ JOKYMEHTaAMK

. OT SKOHOMHMYECKHMX BO3MOXKHOCTEH NIPEANpPHSTHS

OT CTEIEHH IOAMOTOBKH CIEHAIHCTOB

OT NPHPOJHEIX YCIIOBHH

OT peKIaMbl

N

BOHpOC 9. K TexHHYECKHM CpencTBaM COCTABICHHS H H3IOTOBIEHHI TCKCTOBBEX JOKYMCHTOB OT-
HOCATCA:

rexrorpadudeckye 1 0CEeTHRIE MAIMHE

MHKPO(DHIEMEI 1 MEKPOGDHIITH

IHITYIIHC MANIKMEDL, THITYIIHE 4 OPraHU3alMOMHBIE ABTOMATE]
(anbueBanTbHEIE, a1pecOBANTBHbIE, MAPKHIPOBATBHEIE MAIIHHD]
KOMIILKOTEPDI ¥ BEIIHCTHTENLHEIE MAIIHHED

DR W

Bomnpoc 10. JlokyMeHT, H3rOTOBIEHHEIH CpeICTBAMHA BEMMHCIATETBHOM TeXHHUKH (BT), ucronesyert-
sl Ha [IpaBax:

1. HOTHHHUKA
2. KOIIHH

3. YePHOBHKA
4. nyGnukara
5. BBITIACKH

3.2. [IpoMeskyToUHAS ATTECTALMSA 110 UTOTAM OCBOCHUS AHCIMILIHHEI — 3a9ET.

Bomnpocei x 3auery:

1. Yo Takoe JIOKYMEHT, ¢ KAaKOM 11€JIbI0 OH MOXKET CO3I4BaThCA?

2. KaxoBbl 0CHOBHBIE IIPU3HAKK KIACCU(DHKANMY TOKYMEHTOB?

3. UTo moHMMaETCs MO JOKYMEHTAIIMOHHBIM OBeceueHHem yOpaBlcHusA?

4. B yem cyTh CTaHNapTH3aIMM M YRHUKALIMA J0KYMeHTOR? Kakue paspabaTeBaorcs
CTaHAapTh1?

5. Uem oTmryaercs odopMieHHE PEKBAIATOB OOMIETro G1AHKA OT GIaHKA MHCEMA?

6. KakoBbI OCHOBHEBIE PEKBH3HTEI, HCIIONE3YEMEIE 151 0OPMIIEHHS TIPHKA3a H PAclopsiKe-
HHSL.

7. Kaxkue ¢popmbi MPOTOKOTIOB MOKHO HCIIONB30BaTh B YIPaBIEHUCCKON JeATeIbHOCTH, B
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YeM HX OTIHYHE?

8. VkaXnTe OCHOBHBIE TpeOOBaHMs K O(OPMIICHHIO AEIOBOI0 IHCHEMA.

9. Kakune koMnieKkcsl I0KyMEHTalMH BKIIOUAET B ce0d Kanpopas HHPOPMALIHOHHO-
DOKyMEHTAaIlMOHHAs cucTeMa?

10. B 4yeM ocobenHOCTH OQOpPMIIEHHS [IPHKA30B 10 THYHOMY COCTABY?

11. Yro noruMaeTed Hoa opraHAzaluelt noKkyMmeaTooGopoTa?

12, Yro Takoe cxeMbl JOKYMEHTO000POT2, 3a9eM OHH HYXKHbI?

13. C xakoii enpr0 pa3pabaTEBalOTCs UHCTPYKIHH II0 JEONPOM3BOICTRY, YTO B HHX
HE0OXOIUMO IIPETYCMOTPETH?

14. YKa)KHTE TEXHONOTHYECKYIO IOCIIE0BATENBRHOCTD HTAIIOB PAabOThI ¢ BXOASIIAME
JOKYMEHTAMH.

15. Kakosa nocnenopaTenbHOCTE onepaluif npu paboTe ¢ BHYTPEHHAMH IOKYMEHTA-
MH?

16. C KakoH IeJIbio MpoBoAMTCs (POPMHPOBAHHE e, KAKHE [IPH 3TOM HeOoOXOIHMO

cobmonats TpeboBanma?
7. Yro Takoe HOMEHKIIATYpa Aell, C KAKOH LEIbI0 pa3pabaThIBAlOTCS THIIOBbIE HOMEHKIATYPEI

nen?

18. Kakyto unopManuro coepxut HOMEHKNATYpa Ae?

19. YT0 nOHMMAETCs 1MOJ] SKCIEPTH30M [IEHHOCTH JOKyMEHTa?

20. Kakue KpUTeprH HCIONB3YIOTCS IIPH OIIEHKE JOKYMEHTOR?

21. Kak ocymecTBnserca npueM-liepenaya el B apxHB?

22. Yto Takoe KOHGHASHLIHATBHBIN JOKYMEHT?

23. Kakue oCHOBHEIE yIpo3sl BO3HHKAIOT IpH paGoTe ¢ KOHGHACHIHATHHAIME TOKYMCHTA-
MH?

24, Yxakute 0cOGEHHOCTH BeIeHH JETONPOM3BOICTBA, 0OCCIeYHBAIONIErO V4eT H CO-

XpaHHOCTh KOHQHACHIMAILHOH HH(OPMAITHY 1 JOKYMCHTOB.
25. UTo moHHMaeTCd MO 3aUIRIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CYET YEro MoXeT ObITh obec-
IIEYeHA ero 3aIMTa?

3.3. CamocTosTeNbHAN paboTa 06yyalomerocs.

CamocTosTeneHass paGoTa CTyJEHTOB 1O H3YYEHHIO MHCLATUIAHEI BKIIOYAET creaylomue
BHIBI pa60T: H3YICHHC Marepuana, H3JIOKESHHOrQ Ha JCKIHH, A3YUCHUC MaTepHaala, BEIHECECHHOI O
Ha IPaKTHHYECKUC 3aHATHA; IOArOTOBKA K IPAKTHYECKHM 3aHATHSAM, BHITOIHEHAE HHAMBUIYAIBLHO-
ro 3aanud (pedepar), IOArOTOBKA NPE3CHTAIHH JOKIIAIA.

CamMocroATenbHas BHEay MTOPHAs paboTa 110 Kypey BKIIOYAET U3yYeHHe yueOHOH U HayqHO
JUTEPATYPEL, MOBTOPEHHE JISKIMOHHOTO MATEPHAIIA, TOATOTOBKY K IPAKTHIECKHM 3aHATHAM, 4 TAKKE
K TEKyIIEMy KOHTPOJIKO W IPOMEXYTOIHOH arrecTaliuy. IlpakTiudeckue 3aHATHS MPeNycMATPURAIOT
COBCPLICHCTEOBAHHE HABLIKOB PAGOTEL ¢ NEPBOMCTOUHHKAMY, H3YYEHHA NPEIMETHON CHELH(HKH
Kypca. Bonpocsl, He pacCMOTpPEHHBIE Ha IEKUMSX M TPAKTHHECKHX 3aHSTHAX, JOIKHEI GbITh HM3YYEHBI
faKkanaBpaMy B XOfie CaMOCTOATENLHOH PabOoTHL KonTpons camocTosTen:HON paboThl 6akaiaBpos
HaJl y4eOHOH NporpaMMol Kypea OCYIIECTBIETes B XOME MPAKTHUECKAX 3aHSTHI METOIOM YCTHOIO
OIpoca MIM OTBETOB Ha BOIPOCE! TeM. B Xone camocTosTensHol paboThl Kakaslit CTYIEHT 06si3aH
TIPOTUTATE OCHOBHYIO H IO BO3MOXKHOCTH JONOJHHTENBHYIO IMTEPATypPy 1O H3ydaemoit TeMe. O6y-
HAIOUIMHCA JOIDKCH FOTOBUTBCA K TIPE/ICTOAMEMY [IPAKTHIECKOMY 3aHSTHIO II0 BCEM, 0003HAYEHHBIM
B 1porpamMme Bonpocam. He IPOsiCHEHHBIE (IMCKYCCHOHHBIE) B XOIE CAMOCTOSTE/LHON paGoTh! Bo-
IIPOCEL CIIC/(YCT BBITUCATE B KOHCIIEKT JICKIIHH M BIIOCNENCTBHM IIPOSACHHTE HX Ha MPAKTHYCCKHX 3a-
HATHSAX.

CamocTosTenpHas paboTa BHIIONHAETCS CTYACHTOM IO 32/I2HHIO IpernoaBaTens, Ho Oe3 ero
HEMIOCPENCTBECHHOI O YYaCTHA.

Bunamn 3agamuit 114 BHEayIUTOPHOM CaMOCTOSTENBHOM paboTB! CTYACHTA BBICTYAKOT:

A4 OBJIaNeHH S 3HAHHAMH ;

- YTEHHC TeKCTa (Y4eOHNUKa, NePBOMCTOYHUKA, TOTOIHHTCILHOR THTEPATYPbL);
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- COCTaBJICHHC [IJIaHa TCKCTA,

- KOHCICKTHPOBAHHE TEKCTa,

- BEIOACKH H3 TEXCTA;

- paboTa cO CI0BAPAMH U CIIPABOYHHKAMH;

- yueOHO-HCcclIezoBaTeNnbekan padora;

- HCMOJIb30BAHUE KOMITBIOTEPHOH TEXHMKM M MHTepHETa M JIp. NpH BBIIOAHEHHHM TBOpYE-
CKHX JIOMAIHHX 3aJaHHH.

IU14 3aKPEIICHHS B CHCTeMaTH3aly 3HAHWI:

- paboTa C KOHCIIEKTOM JICKITHI (00paboTka TekcTa);

- ITOBTOpHas paboTa Han y4eOHBIM MaTepHaIoM (IMEKTPOHHOrO y4eOHHKA, TEPBOHCTOYHHE-
Ka, IOTOJHHUTENBHON JINTEPATYPHI);

- COCTAaBIICHHE IJIaHa M TE3HCOB OTBETA Ha BONPOCHI IIPOMEKYTOTHOIO KOHTPOJIS;

- ananuTHYecKas oOpaboTKa TekcTa (aHHOTHDOBAHHE, PELCH3UPOBaMe, pedepHpoBaHue,
KOHCIIEKT-aHATH3 ¥ Op.);

- MOArOTOBKA COOOINEHHH Ha MPaKTHYECKOM 3aHATHH M Ap. /Ui (OPMHMpPOBAHES YMCHHE M
HABBIKOE;

- NOATOTOBKA COODIUEHMH 11O 3aIaHHEIM TEMaM;

- PEIICHHE CHTYAIlHOHHBIX (IpO(ecCHOHATBHEIX ) 3aJaHHii;

ITpopaGoTka BOIPOCOB, BEIHOCHMBIX Ha CaMOCTOATEIBHOE H3YYCHHE COCTOHT B H3YUCHMH,
KOHCIICKTHPOBAHHH H aHalIK3€ JUTEPATYPHBIX HCTOYHHKOB.

MeTtomuueckue pekOMEHJAUMH MO CAMOCTOATENPHOMY H3YYCHHIO BOIPOCOB TEM IMCIIHII-

JHHEL

1. HeobxoauMo mpowuTarh IHTICpPATYPHBIE HCTOYHHKH, MPOAHATH3HPOBATE KAdeCTBO M
IOMHOTY M3M0XKEHHSL MaTCpHala 110 H3y4aeMbIM BOIIPOCAM B JIUTEPATYPHEIX HCTOYHHKAX.

2. PexoMeHayeTCS TIHCHMEHHO COCTABHTE CBOM BOIIPOCH K TEKCTY (He MeHee Tpex).

3. PexomenayeTes narb COOCTBEHHBIE KOMMEHTAPHY [POYATAHHOMY MATEPHATY, apTyMeH-
Tal[HIO CBOCH MHTEPIPETALIHH.

4. KOHTpONb BHINOJNHEHHS BHEAYIHTOPHON CaMOCTOSTENLHOM paboThl OCYIECTBISETCH Ha
NPaKTHICCKUX 3ANATHAX, HHIMBHYATbHBIX U TPYIIOBBIX KOHCYNBTALHAX, 3auMTe pedepara, 3a-
qere.

CamocrosiTeIbHas pa6oTa CTYNeHTOB:
CamocronTenpHas paboTa 3aK/I09aeTcs B MPOBEICHHH CTYXEHTAMHE HHIHBHIYAJILHOI0 HC-
cJieI0BAHHSA.
TeMbl MHAHBHAYATLHOT0 MCCIIETOBAHASA (CAMOCTOSTENBHON PaBoTE) CTYIEHTOB.
HoxymenTupoBaHHOE OGECIedeHre YIPAaBICHHS FOCTHHMIIEH
HoxyMeHTHpOoBaHHOE 00ECIIeYeHHE YIIPABIEHHS 3ar0POIHOM TYpGasoil
JloxyMeHTHpOBaHHOE Obecnieuenye yupaBIeHus PeCTOPAHOM
HoxymenTHpoBaEHOE 0beceyeHHe yIpaBIeHns TYPOUPMOit
JokyMeHTHpOBaHHOE 00ECTICUEHAE YIIPARICHHS ABTOTPAHCIIOPTHEIM Ipe/IPHATHEM
JloKyMeHTHpOBaHHOE OGecneueHne ypaBIeHHs My3eeM

AR Sl e

¥

Iran unousudyansvrozo uccnedosanus.
Pasden 1. Hopmamueno - 3axono0amenbisle OCHO8bL OKYMEHMO0G0poma AHANH3 JOTOBOpAa MEX-
Iy TYParcHTOM M TYPHCTOM.
Odopmienre CTyIEHTOM 00S3aTENBHBIX JOKYMEHTOR HCXOISA H3 TEMBI HHIUBHAYANBHOIO HCCIIEI0-
BaHHUA.
Pasoen 2.CocrapneHre TOKYMEHTOB B CEPBYICE H TYPH3ME
CocTaBneHue CTYAEHTOM MCXOJS U3 TEMEI HHTUBUI(yanbHOTO HCCIENOBAHHUA CIEAYIOUIAX THITOB
JOKYMEHTAIHH: OpraHi3alHoHHAS, PaCiOPAANTEIbHAs, HH(OPMAIMOHHO-CTIPABOYHAs, JOKYMCH-
TallKA N0 AMYHOMY COCTaBY.
Pasoen 3. Texnonorusa paboTEI ¢ JOKYMEHTaMH B CEPBUCE M TYPH3IME
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[IpesenTanis CTYACHTOM CHCTEMBI OPTaHU3AIMY JICKTPOHHOTO JOKYMEHT0000pOTa HCXOIS H3 Te-
MBI HHIMBHAYAJISHOTO HCCIEKOBAHMS,
3amuTa CTY/IEHTAMH NPE3eHTALHN N0 TEMATHKE HHAHBHAYAJILROI0 HCCIEA0BAHMAS
IlpesenTanust MoXeT MpeACTaBNsATH COOOH COUYCTAHHME TEKCTA, T'MIIEPTEKCTOBEIX CCBLIOK,
KOMIIBIOTEPHOH aHUMalMH, rpadHKH, BHACO, MY3bIKH H 3BYKOBOrO pana (HO He 00g3aTelIbHO BCE
BMECTE), KOTOpBIE OPraHH30BaHEL B €IHHYIO cpefy. KpoMe Toro, Impe3eHTanus HMeeT CIOXKET, Clie-
HapHi H CTPYKTYPY, OPraHH30BaHHYIO LIS YROOHOr0 BOCHPMATHS #HGOpMauud. OTIHYATENbHOMR
0COOEHHOCTBIO TPE3CHTAIMH SIBISIETCA ¢ _HHTEPaKTHBHOCTD, TO €CTh CO3JaBacMast I IOMb30Ba-
TE/IA BO3MOXKHOCTE B3aMMOAEHCTBUS Yepe3 dNeMEeHTH! YIIPaBICHUs. BoINOIHEHHE NPE3eHTAIlHH HE
ABIACTCA 00A3aTENBHBIM 3JIEMEHTOM, IIPENOCTABISIETCS HA BHIOOP CTYAEHTY M MONOKHTENLHBIM
00pa3oM BIKAET Ha OLCHUBaHHE pabOThI.

®ona onenounsix MaTepuatoB (POM) A NpoBeneHNs aTTeCTanAH YPORHS chOPMHPORAH-
HOCTH KOMIETEHIME 00y4aromuxcs 10 JHCIHIUIAHE 0QOPMISeTcs OTAEILHbIM JOKYMEHTOM.

6. YYEBHO-METOJIMYECKOE U UH®OPMAIIUOHHOE OBECIIEYEHHE

JUCOUILTAHBI
6.1. KnurooGecnedeHunocTH
HanMenosanue IMTepaTypsl: aBTOP, HA3BAHME, BH/I M3AaHHT, Fon KHHI"OOBECINEYEHHOCTD
HIRATEARCTEO e Hamune B anekTponHo#i GusG-
HHA
moTexe BalV
OcHoBHag ITHTepaTypa
1. Kysneuos, M. H. enonponssoactso: yue(Ho-cnpaBoyHoe mocodue / | 2020 https.//znanium.com/catalog/pro
H. H. Kysnenos. - 9-e u3n., nepepab. — Mocksa: [amxos u K, 2020. — duct/1093496

405 c. - ISBN 978-5-394-03881-5. - TeKCT: 3MeKTPOHHEIIA.

2. JlenonpounseonctBo: yuebuuk / T. A. Beikosa, JI. M. Banosa, 10. M. | 2021 https://znanjum.com/catalog/pro
Kyxapuna, JI. B. Cankuna ; mon obmr. pen. mom. T. A. Beikosoil. — 4-e duct/1014190

U3, nepepad. M gom. — Mocksa: HHOPA-M, 2021, — 393 ¢. + Horm.
Marepuaibl [SnekTpoHHEIH pecype]. — (Bsiciee ofpazoranne; Bakanas-
puar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Teker:
SJIEKTPOHHLIH.

3. Jlapiorosa, M. B. TTpakTHKYM 110 OPraHu3alHOHHOMY H noxkymenraun- | 2019 http://elar.rsvpu.ru/
OHHOMY O0ecneueHHIo JEATENLHOCTH OpraHu3auMu: yueGHoe mocoGue /
M. B. Jlapuonora, 1. E. CadpoHosuu. Exatepunbypr: H3n-o Poc. roc.
npod.-nex. yu-Ta, 2019. 206 ¢. ISBN 978-5-8050-0683-9

JononuurensHas nurepatypa

I. UyBanosa, H. H. OcHoBer aenonponseonctsa. Sswik cnysxeGuoro go- | 2019 https://static.my-
KyMEHTa : y4eOHUK U NIPAKTHKYM JUI akaJeMuyeckoro Gakanaspmara / H. shop.ru/product/pdf/354/353761
H. Illysanosa, A. 0. Hsanosa ; nox obw. pea. H. H. Llysanosoit, — 2-¢ l.pdf

usj., nepepab. v gon. — M. : Hsaarenserso IOpaitr, 2019. — 428 ¢. —
(Cepun: Bakanasp. Akanemudecknii kype). ISBN 978-5-534-10848-4

2. Buixosa, T. A. JloKyMeHTAUMORHOE OGecneueH e YIpaBlIeHus (memo- | 2018 https://znanium.com/catalog/do
IPOHU3BOACTRO): yueDHOE NOCOGHE IIA CTYAEHTOB BRICIIMX Y4eOHBIX 3a- cument?pid=942800
BefeHuit. T. A. Beikosa, T. B. Kysueuosa, JI. B. CaHkuHa; noapen. T. B,
Ky3Henosol. - 2-e u3n., nepepab. u mon. - Mockea: HH®DPA-M, 2018. -
304 c. - (Bricmee oOpazosanue. Bakamaspuat), ISBN978-5-16-004805-5.

6.2. Ilepuonuteckue H3aanus

1. Kypnan «Jdenonponseonctro»

2 Kypnan «Cexperapckoe gemo»

3. JKypran «CipaBoYHHK cexpeTaps ¥ oduc-MenemKepar
4 Kypuan «CripaBOYHEK KaJpOBHKA»
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6.3. HuTepHeT-pecypest

1. Obnuuanersni caifit BcemupHOoro coseta mo mOyTemecTBHsM #  Typusmy - URL:

http://www.witc.org.

2. Odumansueli calit BeemupHO#t Typuerckoit oprammsammun. World Tourism Organization

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

3. OduuuansHeli caiit Poccmiickoro corosa Typunaycetpun - URL: hitp://www.rata.ru.

4. JKuBas >HOEKJIONEIHA AN IIyTelIeCTBEHHUKOR: OIMUCAHHUS CTPaH, KypOPTOB H OTeNeil, OT3bIBHI

Typuctos - URL: https://tonkosti.ry/.

5. Tematuyeckuii cadit PBK o Typusme - URL: http://www turist.rbc.ru.

6. HoBocTH TypH3ma, ropAmIge TYphl, OT3LIBEI 00 OTEAX H TyPOIEPATOpax, MyTeBble 3aMETKH Ty-

pucToB, GoTOOTIETHI 0 MyTemecTrusx - URL: https://www.tourprom.ru/.

7. Acconmanus Typorneparopos Poccun - URL: https://www.atorus.ru/.

8. Odunuansneii Typuctraeckuii moprai BramuMupekoi o6nacti KOMHETET 10 TYpH3MY aIMHHU-

crpanm Bnagumupcko# obnactu - URL: http://vladimirtravel.ru/.

9. Tepmuka: Gaza JaHHEIX COASPXKHT HHGOPMAIHIO 0 HOPMATHBHO-METONMYECKOM pPeryjiHpoBa-
Hun JIOY, paspaboTke HOpMAaTHBHEIX ZOKyMeHTOR 1o JIOY, NOKyMEHTHPOBAHHIO HHBOPMAIHH
H CO3JaHUH IOKYMEHTOB, OPFaHM3AalMH H aBTOMATH3AIlMH AOKYMEHTOO0O0pOTa, obecledeHUN
paboThI ¢ KaZpoBo# MOKyMeHTallMeH, OPTaHH3AIAA XPaHEHHS TOKYMCHTOB, 06yYeHAN OCHOBAM
aenonpoussoactsa - URL: http://www.termika.ru/dou/enc/razd3/0d2 . html.

10. Peruonanbuas obmecTBeHHas opraHmsauns «'winsims Ynpasmmoumx JloKyMmeHTanmen» -
URL: http://www.gdm.ru.

11. Cnpasouno-npasosas cucreMa «Korcynsrant [Lmocy» - URL: http://www.consultant.ru;

12. Caiir nayunoii Gubmiotexn Bnl'Y - URL:http://library. visu.rw/;

13. Bubmmorpaduueckas u pedepatrBHad 0a3a AAHHBIX HAYYHBIX [yGIHKAIMH Scopus -
URL:http://www.scopus.com/;

14. baza JaHHEIX MEXIYHApOIHBIX HHAEKCOB HAYYHOIO IMTHpoBamus Web of Science - URL:
webofscience.com.

7. MATEPMAJIbHO-TEXHHYECKOE OBECIIEMEHUE AUCLHUILIRHBI

Hnst peanmsauuy faHHOH JHCLMILTMHEI HMCIOTCS CIEIHANBHBIE MOMEIIEHHS [T HpoBe/e-
HIA 3aHSTHH JICKIIMOHHOTO THIIA, 3aHATHH IPaKTHYeCKOr0/TabopaTopHOro THIA, KYPCOBOTO IIPOEK-
THPOBaHHUS (BBIIONHEHHS KyPCOBBIX paGoT), IPYNNOBEIX M HHIHBHIYAILHBIX KOHCYNbTallHii, Te-
KYLIETO KOHTPOILL i IPOMEXYTOUHOH aTTECTALUY, 2 TAKKE NOMEINEHHS I CAMOCTOSTENLHOM pa-
GOTHI: ayTUTOPHH, OCHAIICHHBIE MybTH-MEINA 06OPYI0BAHHEM, KOMITBKOTEPHBIE KITACCHI ¢ JOCTY-
IIOM B MHTEPHET, ayAUTOPUH O€3 CIEMHANBHOrO 060py10BaHHS.

[lepeuens UcIoNb3yeMoro JIMUEH3HOHHOTO IPOrPaMMHOTO 0GECTICYCHUSA: IAKeT MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KoncynsTanT ITmocy» (MHCTANMpPOBaHHELA pe-
cype Bal'V).

Ipumeyanue:

B cooTBeTCTBHY ¢ HOPMAaTHBHO-IIPABOBEIME aKTAMH JUIS HHBATHIOB H JIAIL ¢ OIrpaHHYEHHEI-
MH BO3MOXXHOCTSMH 3J0POBBA [IPH HEOOXOIHUMOCTH TECTHPOBAHHE MOXET OBITh IIPOBEIEHO TOIBKO
B MICBMCHHOH WM YCTHOH (opMe, a TaKxe MOIyT OBITh HCIIONB3OBAHBI JIPYTHE MaTepHasl KOH-
TPOIs Ka1€CTBA 3HAHHH, IPeIYCMOTPEeHHBIE paboyucH NporpaMMoil JHCIMILIMHEL.
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JIMCT HEPEYTBEPXJIEHUA

PABOYEWN ITPOr'PAMMBI JUCHHMILINHBI

Pabouas nporpamma ogoOpena Ha 2022/2023 y4ebGHBIH roa

I[Iporokon 3acenanus kapenpet Noe /ot F2.204 Zald  ronma

3apenmyromuii kadenpoit TuC kaumunar nen. nayk 'ysxosa JL.T.

Paboyas nporpamma ox00pesa Ha y4eOHBIi roj

IIpoTokon 3acenanus kadenpsr Ne oT roga

3aBenyrommii Kaheapoi

Pabouas nporpamma ono6pena Ha y4eOHBIH rox

IIporoxon zacenanus xabenpsr Ne oT roja

3aBenyromui Kadeapoi

Pabouas nporpamma ono6pesa Ha yueOHBI rox

IIpoTokon 3acenanus xadeapsr Ne oT roma

3aBenyrommuii kageapoi




