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1. IEJIX OCBOEHUSA JUCIHUTIJIMHbI

[leab m3yueHHs AMCHMILUIMHBI — OBJIAJCHHE CTY/JICHTaMH TCOPCTHYCCKHMHU 3HAHHSMH H
NIPAKTHYECKUMM HABLIKAMH B paboTe ¢ JOKYMEHTaMH, HEoOXOMMMBIMH s 3((eKTHBHOrO
YIIpaBJIeH s NP IIPUSTHAMH HHLYCTPHH CEPBUCA, TYPU3Ma i TOCTCIIPHUMCTBA.

3agaun:

- U3ydeHHe M 3aKpeIUIeHHE TEOPETHYECKHX OCHOB JOKYMEHTHPOBAHHOro obecredeHus
yIIpaBJIeHHUS,

- (hopmHpoBanHE CHCTEMATH3UPOBAHHBIX 3HAHMH 00 YHH(HUIMPOBAHHBIX CHCTEMAX
JOKYMEHTAIMH,

- TOJy4YCHHE [PAKTHUECKHX HABBIKOB [10 TEXHOJOTHH padoThl C JIOKYMCHTaMH Ha
[peJUIpUsITHH,

npHoOpeTeHHe HABBLIKOB 110 00paboTKe, aHAJIN3Y U COCTABJICHHIO JOKYMEHTOB B cepe

CEpBHCA U TYpPH3MA.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OI1OIT BO
Juenunumna «OCHOBBI JIETONPOM3BO/ICTBA HA MPESAMPUITHIX CPephl ycayr» OTHOCHTCH
K 00s13aTe/IbHOM yacTu yueOHOro niaHa. ,
IMpepexBusurel  aucmumannbl:  «lIporpamMHoe  obecrieucHHe M aBTOMATH3AIMS
npeanpuaTii ceprl yeayr», «Tpancrioptaoe obecrieveHue B TypU3ME», «YIPaBICHUCCKHH
yyeT B Opranusaiusix cepbl rocrernpuuMcTa», «Opranusalus TyPUCTCKOH JCATCILHOCTHY.

3. MIIAHHUPYEMBIE PE3YJIbTATbBI OYYEHHUA 1O JUCUUILIMHE

[InanupyemMble  pe3y/bTaThl  00ydeHHs 1O  JHCLUMIUIMHE,  COOTHECCHHBIC  C
IIaHupyemMbiMu pesysbraramu ocBoenus OITOTIT

Kon popmupyemMbix Yposenb [ [manupyemble pe3y/ibTaThl 00yUYeHHs M0 JUCIHILUIHHE
KOMITETEHIUH OCBOEHHS XapakTepU3YIOLIHE dTalbl (POPMUPOBAHHA KOMITCTCHIMH
KOMIIETEHIMH (ITOKa3aTeJ Il OCBOEHHS! KOMIICTCHIIHH )
OIIK-2 Yacmuunoe | 3HaTh
Cnocoben ocgoeHue OCHOBBI pa3pabOTKU, BHEJAPEHUS U U3MEHEHH LITATHOTO
OCYIIECTRIATE KOMnemenyuu | pacriucamnus;
OCHOBHbIE (DYHKILMH YmeTn
YIIPaBJICHUS TYPHCTCKOH OPHEHTHPOBATLCS B CUCTEME 3aKOHO/IATENILCTRA H
JIeSITeJIBHOCTBIO HOPMATHBHBIX TPABOBBIX aKTOB, PETJIAMEHTUPYIOIIHX
OpraHu3aLMIo TPy/la;
Baaners

HaBBIKAMH Pa3zpaboTKH OPraHU3allMOHHON U
(GYHKIMOHAILHO-IITATHOH CTPYKTYPbI;

MMKO-1 Yacmuunoe 3narn
Cmocoben oceoenue JIOKaJIbHBIE HOPMATHBHO-TIPABOBLIE AKThl 110 OpraHu3aluu
OpraHH30BBIBATE PabOTy | KoMnemenyuu | TpyJda Ha MPeJITPUSTHH]
HCITOJIHUTEIEH, Ymern
NpPUHAMATE pelieHue 00 [IPUHAMATh y4acTve B pa3paboTKe porpamm
OpraHu3alfu OpraHu3allHOHHBIX U3MEHEHHH B 4aCTH BOIIPOCOB
TYPUCTCKOH YHpaBJICHHS IEPCOHAIIOM M OLEHHBATh d()(PEKTHBHOCTE HX
JICATCILHOCTH OCYIIECTBJICHHUS;
Baaners

HaBbIKaAMH aHaJTHM3a opraﬂmauﬂormoﬁ H (byHKHHOHEUIBHO—
IITATHON CTPYKTYPBI, OICHKH TOKAJTbHO-HOPMATHBHBIX
AKTOB I10 BOIIPOCaM OpraHu3allii Tpyaa.

IKO-4 Yacmuunoe | 3HaTh
Cnocoben 0CGOEHUE TpeGoBanus K 0GpOPMICHHIO O(QHIHATBHLIX JOKYMEHTOB,




rpotece o0cIy;KUBaHus

OCHOBC HOpMAaTHBHO-

KITHCHTOOPHEHTHPOBAHH

OpPraHH30BbLIBATh

norpeduresei Ha

MPaBOBBIX AKTOB, C
YUETOM 3a1pocoB
norpeduresel u

NpYMEeHEHHEM

BIX TEXHOJIOTHH

KomnemeHyuu

pernaMeHTHPYIOLIUX OPraHU3aluio TPY/a.

YMmern

YMEThb JIOKYMEHTAJIbHO 0()OPMIIATE H MPABKIILHO
PacCTaBIATh PEKBU3UTHI HA JIOKAIBHBIX HOPMAaTHBHBIX
aKTax, KacarolMXcs OPraHu3aluy TPy/la epcoHaa.

Baajgern

HABBIKAMH aHAJIM3a OPraHU3allMOHHON M (DYHKIIHOHAILHO-
LITATHOM CTPYKTYPbI, OIIEHKH JIOKAJIbHO-HOPMATHBHbBIX
AKTOB [0 BOIIPOCAM OpPIraHU3aLMH TPY/IA.

4. ObEM U CTPYKTYPA JTUCHUITJIMHBI

Tpyn0eMKOCTh JIMCIMILIMHBL COCTABIISACT 4 3a4eTHBIX eIMHUIb, 144 uaca.

Buael yuebHoi
paboThl, BKIIOYas
CaMOCTOSITEIILHYIO O6BeM dopmbl
paboTy CTyJICHTOB yucOHoH TEKYyIIEro
g H TPY/I0EMKOCTE (B paboThl, KOHTPOJIS
al 9 yacax) c YCIIEBAEMOCTH
Ne | HaumenoBanue teM u/Win % § E IIPUMEHECHHEM dhopma
11/11| pa3jeioB/TeM JUCIMIUIHHBL | 5 = = o MHTEPAKTHBHB] [IPOMEIKYTOUH
“ é - 3 g 5 X METOLOB on
2 S| 5| 25| 9 | (Buacax/%)| arrecrawin
é 9 %% Q (no
E b cemecmpam)
i =
&
=
1. | Pa3jen 1. 6 |12 2 2 8 2/ 50%
Hopmatusno-
3aKOHO/ATCIIbHBIC OCHOBBI
JIOKyMeHnToobopoTa
Tema 1. Hopmartusno-
IIPABOBOE ¥ METOJIMYECKOE
peryiaupoBanue JIOY B
TYpHU3ME
2. | Tema 2. TIpaBuiia 6 | 3-4 2 2 8 3/75%
ohopmIeHUS JOKYMEHTOB B
|| TypusMe o - o
3. | Tema 3. O0s3arenbuble | 6 | 5-6 2 2 8 3/75% PelTunr-
JIOKYMEHTBl B CEpBHUCE H KOHTPOJIb
Typu3sMe Ne 1
4. | Paznen 2. 6 | 7-8 2 2 8 4 /100%
CocraplieHHe JIOKYMEHTOB
B TYpH3ME
Tema 4. SI3pIK cityKeOHBIX
JOKYMEHTOB
5. | Tema 5. lenosas 6 [9-10 |2 2 8 4 /100%
Mepernucka B Typu3Me




6. | Tema 6. CocraBiieHne
odopmiieHue
JOKYMEHTAIHH 110
JIOTOBOPHBIM
00s13aTeIbCTBAM B TYPH3ME

11-12

4/100%

PefiTHHT-
KOHTpPOJIb
Ne 2

7. | Tema 7. CocraBlieHue W
oopmieHHE  TYPHCTCKOH
JOKYMEHTAITHH:
TEXHOJIOIrH4yecKas
TOKYMEHTAlsl TYPDUPMBI,
JOKYMEHTALIHS
0oOCTY)KUBaHHS M  TAKET

Typa

13-14

4/100%

8. | Pasgen 3.

Texnonorus padboTtsl ¢
JOKYMEHTaMH B TYpH3Me
Tema 8. Opranuzaius
JOKyMeHToobopoTa.

15-16

4/100%

9. | Tema 9. OTBETCTBEHHOCTH
mepcoHaga  3a  BeICHHE
JOKYMCHTALHH

17-18

4/100%

PeiiTuHr-
KOHTPOJIb
No 3

Bcero 3a 6 cemecTp

144

18

72

32/ 89%

Dx3ameH (36)

Hanuuwe B qucnuruinne KIKP

WToro no aucuurinie

144

18

72

32/ 89%

Dx3amMeH (36)

Conepmalme JIEKIIHOHHBIX 3aHATHI M0 AHCUMILIHHE

Pasnen 1. HopmaruBHO- 3aK0H0/IaTe/IbHBIE 0CHOBBI IOKYMEHT0000pOTA

Tema 1. HopmaTtusHo-nipaBoBoe U MeToin4eckoe peryauposanue JIOY B Typusme

VpoBHH YIpaBlcHHS B TypH3Me (PYKOBOJIALIMH, CTPAaTETHUECKUH, TAKTHYECKHH H
onepatuBHbIi). JlokymenTanus dGQeKTUBHON CUCTEMBI MEHE/UKMCHTRI TIPEANPUITHH CEpBHCA
¥ TypH3Ma: [IpaBOBas JIOKyMEHTallus, JIOKyMEHTaUus 10 OO0EeCIeYeHni0 KavecTsa,
OpraHM3alMOHHO-PACTIOPSIUTENbHAS A0KYMEHTALMs, JIOKYMEHTAIHS [0 CTPATErH4ecKOMy H
ONEPaTHBHOMY  [IJIAHHPOBAHUIO, METOAMYECKas JIOKYMEHTAIMsd, BHEUIHsS HOPMATHBHAs
AOKYMEHTAIMsl, BHYTPEHHss HOpPMATHBHas JIOKYMEHTallMs, BHYTPCHHsIS TEXHHYECKas
JOKYMEHTALHS.

HopMaTHBHEIE ZOKYMEHTBI, pEryJIHpPYIOIIHE JeJIONPOH3BOACTBO:
O rocynapcTBerHoit taitie: 3akon PO ot 21.07.1993 Ne 5485-1 // C3 PD. —1997. — Ne 41. - C.
8220-8235.
O xoMMmepueckoii Taiine : @ejepanbhblii 3akoH oT 29.07.2004 No 98-@3 // C3 PD. - 2004. — No
32. - Cr.3283.
06 undopmanuu, HHGOPMAIIMOHHBIX TEXHOJIOTHSX H 0 3auIuTe HHGopmanuu : DenepaibHbIH
3akon oT 27.07.2006 Ne 149-®3 // C3 PD. — 2006. — Ne 31 (Y. 1). — Cr. 3448.
06 ynopsj0uCHIN U3rOTOBICHHS, HCIIOJIL30BAHUS, XPAaHECHUS M YHHUTOKEHHUS NedyaTel 1
6nankoB ¢ Bocnpoussenenuem ocynapereennoro repba Poccuiickoit ®enepanmu:
[Tocranosnenue [pasutensetsa PO ot 27.12.1995 No 1268 // C3 PD. —1996. — Ne 2. — Cr. 123.
06 yrBepkaeHun [Tepedns THIIOBBIX aPXHBHBIX JJOKYMEHTOB, 00pa3ylOLUIMXCs B HAYYHO-
TEXHUYECKOH W [IPOM3BOACTBEHHO JAEATe/IbHOCTH OpPraHU3aLuii, ¢ yKa3aHHeM CPOKOB
xpanenus: [Ipukas Munkyiastypst Poccun ot 31.07.2007 Ne 1182 // BrojuieteHb HOPMATHBHBIX
akTOB (pe/lepalbHBIX OPraHOB UCIIOJIHUTENBHOM BIacTu. — 2007, — Ne 46.
06 yreepaucienuu lepeuns cBeneHnii KoH(HIeHIMATLHOTO XapakTepa : Ykas [Ipesunenra PO
ot 06.03.1997 Ne 188 // C3 PD. — 1997. — Ne 10. - Ct. 1127,



06 yreepskaenun [Tojioxenns o nopsake odparieHus co ciyxedHoi nnpopmanuei
OrpaHHYEHHOTO PAacTIpOCTpaHeHus B (helepalibHbIX OpraHax HCIOJHHTEIbHON BIACTH!
[locranopnenue [Ipasutenscrea PO or 03.11.1994 No 1233 // C3 PO. - 2005. — Ne 30 (Y. 2). -
1. 3165.
06 yrBep:kaennn [Ipasui Jien0npou3Bo/ICTBa B (he/iepaibHbIX Opranax UCIOIHHTEIbHON
piacTh: nocradossienue Ipasurenserea P® ot 15.06.2009 Ne 477 // PT". — 2009. — 24 wions.
006 yreepakaenun [[paBuit moAroTOBKM HOPMaTHBHBIX IPABOBLIX aKTOB (peiepaibHBIX OPraHoB
HCIOJINMTENLHOM BIacTH M UX rocyaaperBenHoit pernctpanuu: [loctanosnenue llpaBuTenncTna
P® ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — Cr. 3895.
06 anexrponnoii mudposoit noxnucu: Geepansupiii 3akon ot 10.01.2002 Ne 1-03 // C3 PO.
2002. — Ne 2. — Cr. 127,
I'OCT 6.10.5-87. YuudpuuupoBaHHble CHCTEMbI JOKYMeHTalUH. TpeboBaHus K IOCTPOEHHUIO
popmynspa-obpasua. — M., 1998.
O6uiepoccuiickuii kinaccuukarop ynpasiendeckoit gokymenranuu OK 011-93. — M., 1995.

OTeuecTBEHHBIE M MEK/IYHAPOJHBIE CTAHIAPTEI HA JOKYMEHTalM0. Opranbl yIpasjieHus
WHJIYCTPHH TYpPH3Ma M FOCTCIIPUUMCTBA U COOTBETCTBYIOUIME UM JIOKYMCHTBI.

Tema 2. lIpaBuia opopmiieHHs JIOKYMEHTOB B TYpH3Me

YuuuiumpopanHas cucrema Jokymentauuu. Tpedosanus K 0(pOpMICHHIO JIOKYMCHTOB.
Tpebopanus k GaankaM JokyMeHToB. [lonsitie n cocta pekBU3HTOB. OdopmileHHe PEKBU3HTOB
JIOKYMECHTOB.

Tema 3. O0s13aTe/IbHBIC JIOKYMEHTBI B CepBHCE H TYpH3ME

Kiaccudukaius opranusaiioHHO-PACHIOPAIUTEILHEIX JOKYMEHTOB. OpraHi3aioHHbIe
JOKYMEHTBI:  yCTaB, y4YpeJUTEILHBIH JIOrOBOP, MOIOXKEHHE, WHCTPYKIIHA, JI0JDKHOCTHAs
MHCTPYKLUSL. Pacropsiyiuresibibie JOKYMEHTBL: IIPHKa3, PAcCIOpPsIKCHHC, YKa3zaHHE, pelIeHHE,
BBIITHCKA, TTPOTOKOJI. CTPYKTYpa TEeKCTa JIOKYMEHTOB, PEKBU3HTHI.

Buibl HiopMaMoHHO-CITPABOYHBIX JIOKYMEHTOB (aKT, ciyxeOnas 3arucka, CIpaBKa,
CHIMCOK, NIPe/UI0KEeHHE, 3aKIIoUeHHUe, IepedeHb, 0030p, OTUET, CBOJIKA U JIP.), CTPYKTYpa TeKCTa
JIOKYMEHTOB M PEKBH3HTEL

Pasnen 2. CocraBiienne J0KYMEHTOB B TypH3Me

Tema 4. SI3bIK cJ1yKeOHBIX JOKYMEHTOB

SI3BIK M CTHIIL CIYKEOHBIX JIOKYMEHTOB. OCOOCHHOCTH fA3bIKA CIIYXKEOHBIX JOKYMEHTOB.
Vrnorpebienne HPONMCHBIX M CTPOUHBIX OykB. EmmnooOpashe NpUHIMIOB H  (OpMBI
cokpamenus. Odopmienne jar M uucel B JOKyMeHTax. McronpzoBanue B JIOKyMEHTax:
cOOCTBEHHBIX UMEH, Ha3zBaHMH rocylapctB,  aJMUHHCTPATUBHO-TCPPUTOPHAIILHBIX
HauMeHoBanuit. OmuOKH B TeKeTax 0(UIMANILHBIX JIOKYMEHTOB. Pe/lakTHPOBAHHE TEKCTOR.

Tema 5. /lesioBasi nepenucka B Typusme

dopmbl  jleoBolt  mepenuckd.  Kinaccupukanms Jieosbix  nucem. Tpebosanus K
CTPYKTYPE TeKCTa U O(OPMIIEHHIO JICTIOBLIX ITHCEM.

Tema 6. CocraBiaenne #u  odopMjeHHe JOKYMEHTAIHH M0 J0FOBOPHBIM
o0s13aTeILCTBAM B TYpH3ME

Knaccuduxarust cjiesiok. JIoroBop: MoHaTHE, BHJIbL, YCIOBHS 3aKTIOUSHHST H OCHOBAHHUA
Jutst pactopskenns. CylllecTBeHHbIe U HHBIC YCIOBHS J0rosopa. JloroBop B cepBuce U TypHU3Me.
Bu/bl JOroBOPOB B CEpBUCE W TypH3ME: apenjia, MpoKar, MepeBo3Ka Macca)upoB, BO3ME3/IHOE
oKa3aHWe YCIyT, HOpyYeHHue, JIOr0BOp KOMUCCHH, areHTCKHI 10ToBOp. TeXHOJIOTHs 3aK/II0YeHH
JIOrOBOPOB € KIIHEHTaMH M IapTHepaMu. TpedoBaHus K COCTABICHHUIO JI0TOBOPOB.

Tema 7. CocraBjienne u  odopmienune  TYPHCTCKOH  JIOKYMEHTAIIHH:
TEXHOJIOrHUECKAS] JIOKYMEHTANHA TYP(HPMBI, JOKYMEHTAIHS 00CHAYKHBAHAS H NaKeT
TYypa

Knaccudukanus — TypucTcko#t  aokymenTanuu.  Texuosorudeckas — JIOKYyMEHTAILMs
TypHPMBI: TEXHONOrHUECKas KapTa TyPUCTCKOTO MyTEIECTBUS, rPAQHK 3arpy3KH TYPHCTCKOTO
NPENpPUATHS  [PYIIIAMH  TYPHCTOB Ha  ONpEJIEJeHHOe  BpeMsl, TypucTcKas  I11yTCBKa,
HHOPMAIIMOHHDI JTHCTOK K MyTEBKE, JHCT OPOHMPOBAHHMS, JIOrOBOP, rpapuk ABUAKEHHS 110
MapUIpyTy, KapTa-cXemMa MaplipyTa, OIHCAHHE TEXHOJIOTHUCCKUX OCOOCHHOCTEH Typa, NamATKa



JUIS TYPHCTOB, CIIPABOYHBIC MATEPHAJBI 110 MAPUIPYTY, MPaiC-TMCT, KAIBKYJISIUA Typa U T.IL.
I[lpaBuia cocrapieHdss H  O(QOPMIECHHS TEXHOJOTHUECCKOH TYPHUCTCKOH JIOKyMEHTAIHH.
JlokymeHTatss  o0CIy)KHBaHWs (3asfBKa Ha OpOHMPOBAHME, IOATBEPIKICHHE O MPUEME,
M3BellleHHeE O 3ae3/le TYPUCTOB, Bayyep, JTHCTOK OTMETOK) H MaKeT Typa: IpaBHJia COCTABICHUS U
o opMIIEeHHS.

Pa3sien 3. Texuosorusi padoTel ¢ JOKYMEHTAMH B TYpH3Me

Tema 8. Oprauuzanus JoKyMeHToodopoTa.

O6paboTKa BXOJISIIIX, HCXOSAIINX H BHYTPEHHHX JIOKYMEHTOB. [ [pHHITHITGI
perucTpaniy JOKyMEHTOB Ha npeanpusTii. KoHTpoib u CpOKH HCIOIHEHUS TIOKYMEHTOR.
Oprasusanus xpanenus JokyMmenToB. CocTaBleHHE HOMEHKIATYPbI €)1, DOPMUPOBAHUEC H
opopmienue el [lopsiok nepejayn J0KyMEHTOB Ha XpaHEHHE B apPXHB.

Tema 9. OTBEeTCTBEHHOCTH MEPCOHAJIA 32 Be/leHHe JOKYMEHTALIHH

CTpykTypa KajpoBoil Jiokymentauud. IlepBuunble JOKYMEHTHI TPYIOYCTPOHCTBA.
PacnopsauTenbaas JOKyMEHTaIus mo KaapaM. JloropopHas JlokyMeHnTanus no kazapam. Jlnunoe
JIeJIo COTPYAHHMKA opranusaiuu. OpraHuzanus XpaHeHHs! JinuHbix el llopamok xpanenus
JIOKYMEHTORB B JIMYHOM Jjiejie coTpyAHnKa. JIOKyMEHTHpOBaHHE NPOLEIYp MTPHEMa I'pak/laH Ha
paboTy, IepeBojia COTPYJIHUKOB, IOOMIPeHUs pabOTHMKA, NPUMEHEHHS IHCHHUINTHHAPHOIO
B3bICKAHW S, YBOJIbHEHH A pa60THm<a.

CO}]C]])K‘&IIHC NMPAKTHYECCKHX 3AHATHH M0 JHCHHILIHHE

Pasaen 1. HopMaTHBHO- 3aKOHOIATEIbHBIC 0CHOBBI JOKYMEHT0000DOTA
IlpakTnueckast padora Ne 1. Yuuduuupopannas cucTeMa JJOKyMEHTAIHA.
PaGora ¢ HOPMATHBHON JIOKyMEHTalHeH, Npo(ecCHOHAIBHBIMI  CTaHIapTaMH

MHIYCTPUH TypH3Ma M TOCTEIPHHMCTBA, AUCKYCCHS. OCHOBHLIC TpaBuia  O(opMICHus
MAIIHWMHOITHCHBIX TEKCTOB.

[Ipakruueckast padora Ne 2. OdopmiieHue PEKBU3UTOB JIOKYMCHTOB,

CpaBHUTENLHBI  aHalii3 O(OPMIICHHBIX JIOKYMEHTOB, pekBM3uThl. Pavora ¢ C1IC
Koneynwrant [himoc.

IIpakruueckast padora Ne 3. Opranu3alliOHHO-PACIOPATHTEIBHBIC IOKYMEHTBI
CpaBHUTENIbHAS XaPaKTEPUCTHKA OPraHu3alMOHHO-paCcOPs/IMTENIbHON JIOKyMCHTAllU B
Typdupme (IKCKypeus).

Pasznen 2.CocraBienne 10KYMEHTOB B TYpH3Me
[Ipakrnyeckas padora Ne 4 J/IoroBop B cepBUCE U TYpU3ME.
BrinosiHenue 3aganuii o peakTHpOBaHHIO I0TOBOPOB.
IpakTuyeckas padora Ne 5 Jlesioast mepenucka
BelosiHeHHe 3a1aiuii o pa3zpaboTke JIeJIOBBIX THCEM IS IPOBEJIEHHs PEKIaMHOI0
Typa, paboTa ¢ HIekTponioii nouToi. O61acTHOR TypHCTCKO-HH(GOPMAIIMOHHEIA LEHTP
(aKCKypeHs).
IpaxTuueckas padora Ne 6 TexHosorudeckas J0KyMeHTalus TYpOHPMBI IPH
OKa3aHUM TPAHCIIOPTHBIX YCIYT.
BeinojiHeHWe  3ajlaHdii [0 PEJIaKTHPOBAHHIO  JIOKYMEHTOB, HEOOXOIMMBIX  JUIS
nepeBosku aeteil. ATIT (skekypens).
IMpakTuueckass pabora Ne 7. Texuonoruueckas NOKyMEHTAlus TYPQUPMBI IpH
npoJiake MyTEBOK.
BrlinonaHeHye 3ajauuil 10 peJlaKTHPOBAHHIO JIOKYMEHTOB, HEOOXOIMMBIX JUTsl IIPOIAKH
nyresok B JIOJI (okckypens).
[pakTuaeckasi padora Ne 8. Texuosoruueckas JIOKyMEHTalus TYPQHPMBI TPH
00CJY)KMBAHUK KIIMEHTA B TOCTHHHIIE.
BeiriojiHeHHe 3aJaiuil 10 110Jr0TOBKE JOKYMEHTOB, HEOOXOJMMBIX MU O(OpMIIEHHS
NPOKUBAHKS HHOCTPAHHOIO KIIMEHTA B TOCTHHHILE. ["0CTHHUIA (9KCKYPCHST).



Paznpen 3. Texunosiorust padorhbl ¢ JOKYMEHTAMH B TYpH3Me

[Ipakruueckas padora Ne 9. Opranusauus XpaHeHHS JTOKYMEHTOB.
Brinosinenue 3ajaiui 10 MOAr0TOBKE JOKYMEHTOB K XPaHEHUI0. APXHB (9KCKYpCHs).

5. ObPA3OBATEJIBHBIE TEXHOJIOI'MH
B npenonaBanuu JUCHUAIUIMHEL «OCHOGbI 0EN0NPOUIGOOCBA HA NPEONPUAIMUALX Chepbl

yeliye» UCTIONB3YIOTCs pasHooOpazHele 00pa3oBaTeNbHEIC TEXHOIOIHH KaK TPaJIMIIMOHHbIC, TaK U
¢ MPUMEHEHHEM aKTHBHBIX ¥ HHTEPAKTUBHBIX METOJI0B 00YYEHHS.

AKTHBHBIEC U HHTEPAKTUBHBIE METO/IbI OOYUEHHUS:
—  MurepaxTuBHas nexius (tema No 1);
— I'pynnosas nuckyccus (tema Ne 2)
— Pounesbie urpel (tema Ne 3,9);
—  Tpenunr (tema Ne 5);
— AHanu3 cutyauuii (tema Ne 4);
— llpuMenenue HMHTAIIHOHHBIX Mojielielt (Tema Ne 7);
—  Pas0op konkperHbIX cuTyanuii (tema No 6);
Jlpyroe:
—  DKCKYpPCHH Ha NPOH3BOJCTBO (Tema Ne 8)

6. OIIEHOYHBIE CPEJICTBA JUISI TEKYHIET'O KOHTPOJIA
YCIIEBAEMOCTH, IPOMEKYTOYHONU ATTECTALIMHA 10 UTOT'AM

OCBOEHMSI JUCHMIUUIMHBI U YYEBHO-METO/IMYECKOE OBECHHEYEHNE

CAMOCTOSITEJIbBHOM PABOTBI CTYJIEHTOB
Texyumii  KOHTPOJIL ycneBaeMOCTH (pPEHTHHT-KOHTpOUIb 1, pedTHHr-KOHTpOnb 2,

PEHTHHI-KOHTPOJIH 3). THIIOBBIE TECTOBBIE 3aJaHMA JUls IIPOBEJICHHS TEKYLIEr0 KOHTPOJIA

[IPHUBCJICHBI HHKE.

Peiirunr-konrpoan Ne 1

Bonpoc 1. Jlokymenramuonnoe obecriedenne ynpasiuenus (JIOY) oxsareiBaet BOIIPOCH:

l.

JOKYMEHTHPOBAHHUA, OpraiHu3alii paﬁoTu C IOKYMCHTaMH U CHCTEMaTH3allHIo

APXUBHOI'O XpaHCHHS JOKYMEHTOB

2.

3
4.
5.

JOKYMEHTOBE/ICHHA

JOKYMEHTO000pOTa U apXHUBHOTO XPaHEHUs
cUCTEeMaTH3allMK IOKYMEHTOB
JIOKYMCHTHPOBAHHUSI

Bomnpoc 2. HopMaTuBHBIH JIOKYMEHT, YCTaHaBJIMBAIOIHH eIHHBIE TpeOOBaHHUs K
JIOKYMEHTHPOBAHHUIO YIPABICHUCCKOH JICATEILHOCTH U OPraHu3aliny padoThl ¢ IOKYMEHTaMu:

1.

D 1

Yuuduuupopanuas cucrema gokymentanuu (Y CJI)
CIOE.T

WHCTpyKIHS 110 JeJIONPOU3BOJICTBY

[CJI0yY

JlomKHOCTHAsS HHCTPYKIIHS

Bonpoc 3. Uem pernaMenTHpyeTest AesTeIbHOCTh pabOTHHKOB ¢i1yx0b1 JIOY

1

2,
g
4.

['OCTom

JIoJKHOCTHON MHCTPYKIHEH
IIPUKA30M JTHPCKTOPa

PEIKUMOM PabOThI IIPEAIPHSITHSI



¥

HHYCM

Boiipoc 4. undopmariius 0 COOBITUAX U SIBJICHUSIX 00BEKTUBHON JIEHCTBUTEIBHOCTH U

MBICJIUTEJILHOU JIESITE/ILHOCTH YelloBeka, 3aHKCHpPOBaHHAs Ha MaTepUalbHOM HOCHTEIIE ¢
PEKBU3UTAMU- ITO :

l.

(O I S S B

JlokymeHT

dopmynsp

OJlaHK JIOKYMEHTa
cucTeMa JIOKYMEeHTalluH
KOMIIBIOTEP

Bonpoc 5. Kakue GyHKITHE TOKYMEHTa SBISIFOTCS CIIEHH(PUYECKHMU:

DB

KYJIBTYpHasi, COIHalIbHAasl, HH(OpMaIlHOHHAs!
yIpagJieH4yeckasi, HH(opMaIMoOHHas, PaBoBasl,
yIipaBjieHuecKas, IpaBoBasi, HCTOpHUECKasl
KYJILTYpHAsI, HCTOPHUECKAs, COLlHaJIbHAsI

HeT crienuduueckux QyHKIHH

Bonpoc 6 JlesirenbHOCTE 110 CO3JIAHHIO JIOKYMEHTOB Ha3bIBAETCS:

[ O U R S

JIETIONTPOU3BOJICTBO
JIOKYMEHTO000pOT
JIOKYMCHTHPOBAHHE
cucTeMa JJOKyMEHTAIluu
JIOKYMEHTOTIOTOK

Borpoc 7. YcTanosienue eMHo00pa3us coctaBa v (popM YIpaBJIeHYECKHX JOKYMEHTOB,
(pMKCHPYIONTMX OCYIIECTBICHNE OJIHOTUIIHBIX YIIPABJICHUECKHX (DYHKIHH U 3a/1a4 Ha3bIBACTCS:

l.

W B Lo N

CTaHlapTH3aluei
yHU(pUKanuei
JIOKYMEHTaIHen
kinaccupuxarueit
THIIH3aIHCEH

Bonpoc 8. Kaxkue Bu/ibl 01aHKOB PEKOMEHYIOTCS Ha MPEAIPUATHH?

bl alibead it b

TOJIBKO JUIS KOHKPETHOT'O BU/1a JIOKYMEHTOB

JUTSL BHYTPEHHUX JIOKYMEHTOR (0OIIIHIi)

JUIsl BHEIIHUX JIOKYMEHTOB (ITHCEM)

GaHK cayKeOHOro muchMa, OJIaHK TSI KOHKPETHOTO BHJIA JIOKYMEHTOB, 00LIMH O1aHK
HET YECTKHX pEKOMeH,[IaHI/II:i

Bonpoc 9. Yem orimuaercs 6J1aHK Jjis BHYTPEHHHX JOKYMEHTOB OT OJlaHKa [l IHceM”?

whn = W N

Ha OyiaHke JUIs [IMCeM MEHBIIIE PEKBH3UTOB
Ha OJianke Juis MuceM OOJIbIIE PEKBU3HTOB
HE OTJIMYACTCA HHYEM

pPacIoIOKEHHEM PEKBH3UTOB

oTiHyaeTces popMaTom



Bonpoc 10. Kakue ¢popmarel OymMaru ucoib3yrorest st 0J1anKoB?

l. TONbKO A4

2. A4, A5, A3, A6
3. ToNpKO AS

4, ToJIbKO A3

5. A6 u A4

Pefitunr-kouTpoJis Ne 2
Bompoc 1.Kakoe pacroioxeHne peKBU3HTOB PEKOMEH/1yeTCs JUlsl THceM?

1.yrinoBoe u ¢iarosoe
IPOJIOJILHOE U LIEHTPOBAHHOE
YIJIOBOE M ITPOJIOJIBHOE
(1aroBoe M 1IEHTPOBAHHOE
npojonsHoe U piaroBoe

D —

Bomnpoc 2. Ha kakue yactu Jiesurest JOKYMEHT IpH oopMiieHHH?
3ar0JIOBOYHYIO, OCHOBHYIO M 3aKJIOUHTEIBHYIO
3ar0JIOBOYHYIO, OCHOBHYIO U 0()OPMIISIONIYIO

Havyallo, cepe/iuHa U KOHCI]

IePBYIO, BTOPYIO, TPETHIO

TEKCT Ha YacTH HE JICTIHTCS

D

Bomnpoc 3. I'jie pacrionaraercst peKBH3UT “HaUMEHOBAHUE NPEIIPHATHS 7
1ocJie PeKBU3HTA "PErHCTPAIIMOHHBIH HOMEp JIOKyMeHTa"

101 peKBU3UTOM "aMONIeMa OpraHu3aliy WK TOBAPHBIH 3HaK"
B 1ICHTPE BEPXHETO 10JIs1

B 0hOpPMIISIFOLIIEN YaCTH

1o, pekBu3uTOM "azapecatr”

W BN~

Borpoc 4. B Kakux JOKyMEHTax yKa3bIBalOT CIIPABOUHBIE JaHHBIE O IIPeIPUATHN?
BO BCEX

BO BHCIITHHUX

BO BHYTPEHHUX

B IPHKAa3ax 110 OCHOBHOM JesITelIbHOCTH

B PACIOpsiJIMTEIbHBIX JOKYMEHTaxX

wh B W b —

Bomnpoc 5. Kakum criocobom cienyet odpopmuts aaty * 20 oxradps 2019 r” B 1enoBbIx
nucpmax”?

1. 20/10/00

2. 20.10.00

3. 20 oxtabps 2000
4. 2000.10.20

5, 20.10.2000

Bomnpoc 6. [Tucbmo, uMerotiee pHHAHCOBBIE M IOPHIHYECKHE TIOCIEICTBUS I0JDKHO OBITh. ..
1. HOJIMHCAHO INPEKTOPOM, I'J1. OyXTajaTepOoM, 3aBEPEHO 11e4ATHIO



3aBEPEHO I1eYaThIO

! IOJITMCAHO TMPEKTOPOM M COTIACOBAHO C IOPHCTOM
MOANKCAHO TJI. OyXTanTepoM, YTBEPIKIEHO JIUPEKTOPOM
MTOANUCAHO JIMPEKTOP

D = W o

Bonpoc 7. Uem ¢akc oTiiHyaeTes oT nuckMa 1o ohopmiieHuo?
SIBJISIETCSI HE MIOJUIMHHUKOM, @ KOIHEH JIOKYMEHTa
COJICPIKUT PsiJl IOTIONHUTENIBHBIX PEKBH3UTOB
rnevaraeTcs Ha Tesnedakce

HE MOXKET OBITH 3aBEPEH I1EUAThIO

BCE BBIIIEIIEPEUHCIEHHOE BEPHO

4l ol ol

Bonpoc 8. B uem ocHOBHBIE OT/IMUMSI THCEM K 3apyOeiKHBIM MapTHepam?
noJist o 1 aroimy

OTCYTCTBHE IIYHKTYallUH

o(opmiienune ab3aies Oe3 ab3alHOro OTCTyIA

CJIOBECHO IU(PPOBOH clIOCOO HANIMCAHHUS 1AThI

BCE BBIIIETICPCYHUCIICHHOC

D =

Bonpoc 9. KakoB cpok XpaHeHust JeJIOBBIX THCEM?

l. 1 MecsiIl

dly 1 rox

3. 3rojaa

4, 5 et

5. HE XpaHsTcs BooOIe

Bonpoc 10. Ha kakom 6anke opopmiserces tejerpamma’?

I Ha TesierpadHoM

2 Ha odIIem

3. JUTSE TTHCEM

4 JUISL IPUKA30B

5 He oopmIsieTes, T.K. rnepejaeTes no Tenedouy

PelTHHIr-KOHTPOJIL Ne 3,
Bonpoc 1. Kak HasbiBaeTes JOKYMEHT, (PUKCHPYIOIIHIT coriaienie cTopoH 00 yCTaHOBJICHHH
TPYIOBBIX OTHOIIEHHI U PeryJIupyIouui nx?
TpyJI0Basi KHHYKKa
KOJIEKC 3aKOHOB O TPY/E
[PUKa3 M0 TMYHOMY COCTaBY
TPYJ/I0BO#H KOHTPAKT (10T0BOP)
JIOJIKHOCTHASL HHCTPYKILHS

W B W —

Boripoc 2. Kak xpaHsTes MpHKasbl 110 JIMYHOMY COCTaBy?
L, B JIMUHOM JleJie COTPYAHHKA

2. BMECTE C JIPYTMMH KaJ[pOBLIMHU IOKYMEHTaMH
3. CPYHIMPYHOTCS B OTAC/ALHOE IEJI0



A

BBIAIOTCS HA PYKH COTPYIHHKY
3. BMECTE C [IPUKA3aMH 110 OCHOBHOH JEATEILHOCTH

Borpoc 3. O yem muinyT B JIMYHOM 3asiBIcHHN?
o npueme Ha paboTy U YBOJILHEHUH, 00 OTIIyCKe
O CBOUX JIMYHBIX IJIaHax

1
2
3. 00 0no3/laHun
4 O BLITIOJIHEHHH [TOPYYEHHUS
5

00 OCHOBHBIX 3Tanax KU3HEHHOTO IyTH

Bornpoc 4. Komy ciiejyer ajpecoBars 3asiBjieHHE 0 IpUeMe Ha paboTy?
CoOCTBEHHUKY NIPEIIPUATHS

PYKOBOJIMTEIIO [IPEJITPUATHS

HAYaJILHUKY OT/Ie/Ia KaJpoB

7. OyXrajirepy

TOBapHIIy 110 padbore

W B W o —

Bonpoc 5. Kakoii JokyMeHT HE0OX0IUM J1Tsl TIOJTy4eH st 3apaboTHOM MIaTel 3a 3a00J1€BIIEr0
yrpyra?

(@]

pacimicka

CBUJIETEJILCTRO O Opake
3asIBJIEHHE W NACHOPT CylIpyra
JIOBEPEHHOCTh
00BACHUTEIIbHAS 3alIHCKa

U

Bonpoc 6. Jiis uero neobxoanma apromatuzanus JOY?

I 11t TToBBIIeHHs 3((pexkTHBHOCTH Tpyna paboTHukos JIOY, cokpalienune Tpyo3arpar
Ha JIOKYMEHTHPOBAHUE,

JUISL pallHOHAIH3AIIHE JOKYMEHT0000poTa

2 U151 0CBOOO XK IEHUs! pabOUX MECT

3 7151 OCBOGOIKIEHHA CEKPETAps OT BEACHUS JIOKYMEHTAIIMH
4. JUIsl yHU(UMKAIMK M COKPAIICHHS KOJIMYECTBa J0KyMCHTOB
5 HET HeOOXOMMOCTH B aBTOMATH3AIIHHI

Bonpoc 7. Ha kakux sTanax JOKyMEHTAlHOHHOTO 00eCcIeueH sl yIpaBIeH st IPHMCHSIOTCS
MEXAHU3ALMSA U aBTOMATH3AIIHS?

1. Ha HTale PerucTpaliy U IOUCKa JIOKYMEHTOB

2 Ha HTare HKCICAUIHOHHON 00padoTKH.

3. Ha [0JIFOTOBHTEILHOM 3Tare (CocTaBlIeHHe, KONUPOBAHHE, Pa3MHOKEHHE
JIOKYMEHTOB)

4. Ha 3aKJII0UMTEILHOM dTalle ([epeiada Ha apXHBHOE XpaHeHHe)

5. Ha Bcex sranax o0paboTKH JOKYMEHTOB

Borpoc 8. OT uero 3aBHCHT COCTAB KOMIUIEKTOB IPUMEHAEMBIX CPEJICTB H NIPOrPaMMHOr0
obecrieueHnsa?
l. OT KOHKPETHBIX YCJIOBHE pabOTEI annapara ynpaBJicHHs ¢ TOKYMEHTaMH



D

OT SKOHOMMYECKHUX BO3MOMKHOCTEH MPeIIPHITHS
OT CTEIICHH MOJArOTOBKH CIIELHAIUCTOB

OT NPUPOJIHBIX YCIOBHH

OT peKIIaMEI

BOTIPOC 9. K TexHu4eckum CpeICTBaM COCTABIICHUA U U3IOTOBJICHHUA TEKCTOBLIX JTOKYMCHTOB
OTHOCHATCA !

Dy w1 —

rektorpadguyeckue v opceTHble MalIHHEI

MHUKPO(HIBMbI H MUKPO(HIIIH

MUITYIIHE MAIIUHBL, TUUIYILIHE U OPraHU3allHOHHBIE ABTOMATHI
(panblieRaILHBIC, a/IPECOBALHEIC, MAPKHPOBAJILHBIE MAIIIMHBI
KOMITBIOTEPBI W BEIYHCITHTENIBHBIC MAIIHHbI

Bornpoc 10. JlokyMeHT, H3TOTOBJICHHLIH CpeCTBAMU BBIUMCINTEIbHOM TexHuku (BT),
MCIIOJIb3YETCs Ha IpaBax:

14 TOJUTHHHUKA
2. KOITHH
3 UePHOBHKA
4. nybaMKaTa
5. BBIMUCKH
Bonpocs! k Kk3ameny:
1. YTo TaKoe JOKYMEHT, C KAKOH 1eJI5I0 OH MOJKET c03/1aBaThCs?
P KaxoBbl OCHOBHBIC TIPH3HAKH KJIAaCCH(UKAIIMKY IOKYMEHTOR?
3. Y10 noHUMaeTes 1MoJ1 JOKYMEHTAIIHOHHBIM 00ecIieueHHeM ylipaBieHus?
4. B uem cyTh cTaHaapTH3alui U yHu]puKanuu JokymenTos? Kakue paspabatbiBaiorcs
CTaHIapThl?
5. Yem ormruaercs oopmiieHHe PEKBU3UTOBR 0011ero OaHka oT 61aHKa nucbMa’
0. KakoBBI OCHOBHBIE PEKBU3UTbI, HCIIOJIb3yeMble JUist 0opMIICHUS IPUKa3a |
pacrnopspKeHUs!.
ke Kakune GpopMbl IPOTOKOJIOB MOYHO HCIIOJIB30BAaTh B YIIPABJIEHYECKOH €A TCIILHOCTH, B
4em X oTinyue?
8. Viaxure 0cHOBHBIC TpeOOBaHUS K 0()OPMIIEHHUIO JIEJIOBOI0 ITUCHMA.
9. Kakne KOMILIEKCEI JIOKYMCHTAIIMH BKITIOYaeT B ce0st KajpoBast MHPOPMAIMOHHO-

JOKYMEHTanMuoHHasd ¢ uerema?

10.
1.

B uem ocobeHHOCTH O(POPMICHHUS IPUKA30B 110 JINUHOMY COCTaBy”

UTo nmoHuMaeTes 1oJ1 Opranu3anueii Jokymenroodopora?

12.Yr10 Takoe cXeMbl JOKYMeHT0000poTa, 3a4eM OHU HYKHBI?

13.

C kakoii 11eibio pa3padareIBaloTCs HHCTPYKIMH 110 JE€JI0NPOU3BOJCTRY, YTO B

HHX HEOOXO0MMO 1Pe/lyCMOTPETH?

14.

Yxkaxure TEXHOJIOTHYECKYIO ITOCJICA0BATCILHOCTE 3TAIlOB pa60T1>1 C

BXOJANIIMMH JJOKYMCHTaMH.

12

Kakora mocneoBaTe/IbHOCTE Oliepalii Iipu padore ¢ BHYTPEHHUMHU

JIOKYMEHTaMH ?

16.

C KaKoii 11eJIbI0 MPOBOAUTCS (POPMHUPOBAHHUE JIeJl, KAKHE TIPH 3TOM HEOOXO0 MO



cobmonaTs TpeboBaHus?

17.4rto Takoe HOMEHKJIATypa JIell, C KaKOH LENbI0 pa3padaThIBAKOTCS THITOBBIE HOMEHKIIATYPbI

nen?

18. Kakyro H(pOpMAIHIO COJIEPKUT HOMEHKIIATypa e’

19, UTo MOHUMAETCS TOJ1 OKCTIEPTH30M LEHHOCTH JJOKyMeHTa?
20. Kakue KpUTepHy UCIIOJIB3YIOTCS MIPH OL[CHKE IOKYMEHTOB?
21, Kak ocyiecTBisieTcs puem-Tepe/iada Jel B apXun?

22.Yro Takoe KOH(UJAECHITMATBHBIA JOKYMEHT?

23. Kakue 0CHOBHbBIE YIpO3bl BO3HUKAIOT TP padoTe ¢ KOH(PUACHIIMAIbHBIMU
JIOKyMeHTaMu?

24, Vkaxute 0cCOOEHHOCTH BeJIEHHUS J€JI0IIPOU3BOICTBA, 00ECTICUHBAIOIIETO YUET H
COXPAHHOCTH KOH(UISHIIMATLEHON HH(OPMaIMH U JOKYMEHTOB.

25.YT0 MOHMUMAETCS TT0]1 3AlUIIEHHBIM J0KYMEHTO000POTOM, 32 CYET YEro MOKET OBITh

obecrieyeHa ero 3ammura’?

CamocrosiTe/IbHASI pa00TA CTYICHTOB:
CamocrosiTenibHas paboTa 3aKII09aeTcs B IPOBEJEHUH CTYAEHTaMH WH/IHBHIYalITbHOTO
HCClieIOBAHMUSL.
TeMbl MHIUBHIYAILHOTO UCCIICI0BAHUS (CaMOCTOSITEILHOH paboThI) CTYAEHTOB.
JlokymenTuposannoe obecrieucHye yrnpasjieHusl TOCTHHHIIEH
JIoKyMeHTHpOBaHHOe obeciiedeH e yIpaBIeHis 3aropoHoi Typbasoi
JlokyMeHTHpOBaHHOE 0OecIeyeHHE YIIPaBIICHHA PECTOPAHOM
JlokyMeHTHpOBaHHOE obecreueHne yrnpasieHus TypGupmMoi
JlokyMeHTHpOBaHHOE oOeclieueHHe YIpaBIeHUs aBTOTPAHCIIOPTHBIM ITPEANPHATHEM
JlokymeHnTHpoBsannoe obecrieueHUe yIpaBjIeHUs: My3€eM

I S S

Ilian MHANBHAYATBLHOTO HCC/IC/I0BAHUS.
Paszen 1.HopmatusHo- 3aK0HO@TEIbHBIE OCHOBEI JIOKYMEHTOOOOpOTa AHAIIH3 JI0TOBOpPA
MEJK/ly TYPAreHTOM M TYPUCTOM.
Odopmienne cTyeHTOM 00s13aTe/IbHBIX JOKYMEHTOB HCXO/Is1 U3 TEMbI HHIUBUIYaTIBHOIO
Hcclie/JOBaHHUs.

Pazyien 2.CocraBieHHe JOKYMEHTOB B CEPBUCE H TYPH3ME

CocTaBjIeHHE CTYJIEHTOM HCXOJI U3 TeMBl HHAWBUILYAIBHOIO UCCIIEIOBAHNS CIIEAYIOLIMX THIIOB
IIOK)"T\’ICHT&L[I/!I‘;‘I: OprafnusarHOHast, ])LICIIUPﬁI,'l]1'1‘{.‘."”:[][15[. IiIE(I)(')I')-\H?.]ll[(\HIIO*CH]')HHO'[IlElSl.
JOKVMEHTALHS 110 JTHHHOMY COCTABY.

Pasnen 3. Texnomnorus paboThl ¢ JOKYMEHTAMH B CEPBHCE H TYpU3ME
[TpeseHTanMs CTYACHTOM CHCTEMBI OPTaHU3aAIlHI HICKTPOHHOT0 TOKYMEHT0000pOTa HCXO/Is U3
TEMBI HHIMBH/IYaJIbHOT'O MCCIIC/I0BAHHUSL.

3amuTa CTy/IeHTAMHU MPEe3eHTALHH 10 TeMATHKE HHJIHBHAYAIBHOI0 HCC/Ie/I0BAHHS
[Ipe3enTarnust MOXKET MPEJICTABIATH COOOH COYETaHHEe TEKCTA, THIIEPTEKCTOBLIX CCLIIOK,
KOMITLIOTEPHOM aHUMAalIHK, TpauKH, BHJIE0, MY3bIKH U 3BYKOBOT'O psizla (HO He 00a3aTelbHo BCE
BMECTE), KOTOPbIE OPraHH30BaHbl B €JIMHYI0 cpeny. Kpome Toro, npeseHTalis HMEeT CIOKeT,
CIleHapuil U CTPYKTYPY, OPraHH30BaHHYIO JUTS YI00HOIO BOCHPUSTHS HHYOPMAIIHMH.
OTIMYUTENILHOM 0COOEHHOCTRIO TPE3eHTALUHY sIBJIAETCH € MHTEPAKTUBHOCTE, TO €CTh
co3/laBaeMas [Ulsl T10J1b30BaTe s BO3MOKHOCTE B3aUMO/ICHCTBUSA Yepe3 DJICMEHTEI YIIPaBICHHUSI.
BeIMoHEHHE TIPE3eHTalluH He SBISETCS 00A3aTEIBHBIM JIEMEHTOM, NIPEI0CTABIAETCS Ha BHIOOP



CTYACHTY H IIOJIOJKHTCIILHBIM 06pa30M BJIMACT Ha OLUCHHBAHHE pa6OTBI.

DoHJI OEHOUHBIX CPEJICTB JUTS TIPOBEICHHS aTTECTAIIMH YPOBHS C(HOPMUPOBAHHOCTH
KOMTIETEHIIMH 00YYaIomUXcs MO AUCIHILTHEE 0(OPMISIETCS OTAEIBHBIM IOKYMEHTOM.

7. VUEBHO-METOIMYECKOE U HHOOPMALIMOHHOE OBECIIEYEHUE
JACIATLIAHBI

7.1. KauroodecnedeHHnocTh

HauMeHoBaHME IUTEPATYphl: aBTop, | o1 u3nanus KHUI'OOBECIIEHEHHOCTD
HAJBALAS; BIL JSAdH A Kosnuectro Hanmuue B
HEIAICHECTESD HK3EMIUISIPOR SJIEKTPOHHOM
U3JJaHUH B oubnuotexe Bal'yY
oubamoTeKe
Bal'V B
COOTBETCTBHH C
@®I'0C BO
1 2 5 4

OcHoBHas IUTEpaTypa

1. Jlapuonora, Mapuna bapuesna.
J 25 [IpakTuKy™m 1o
OpraHu3alMOHHOMY U
JIOKYMCHTAIMOHHOMY
obecrie4eHUIO JCATCIBHOCTH
opraHuzanuu: yuedbHoe rocodue /
M. b. Jlapuonosa, M. E.
CagppoHoBuu. ExatepunOypr:
M3n-Bo Poc. roc. npod.-nea. yH-
Ta, 2019. 206 c. ISBN 978-5-
8050-0683-9

2019

http://elar.rsvpu.ru/

2 I0lysasora, H. H. OcHoBsl
JIEJIOIPOU3BO/ICTBA. SA3bIK
ciykebHoro JIOKYMEHTa
yueOHUK M TNPaKTUKyM  Juid
akajieMuueckoro OaxanaBpuara /
H. H. lllyBanosa, A. 10. MBanosa
; noax obm. pea. H. H.
lUlyBasioBoil. —  2-e  u3l.,
nepepad. u jgon. — M.
M3anarensctBo [Opaiit, 2019. —
428 c. — (Cepust : bakanasp.
Akajemuueckuii  kype). ISBN
978-5-534-10848-4

2019

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

3.I'yuuna, N.A.
JlokymeHTaloHHoe — obecrieueHue
yIpaBICHHs B COIMAJIBHO-
KYJILTYPHOM CEpBHCE H TYpHU3ME !
yueb. nocobue M.A. I'ymuna, H.A.
3aiiuesa. - M..  AJIbOA-M:
MH®OPA-M, 2015. - 240 c.

2015

http://znanium.com/bo
okread2.php?book=48
9137,




JlomonHuTeIbHAs TUTEpaTypa

1.beikosa, T. A. JlokymeHTallMOHHOE
obecrieueHue yIpaBJieHus
(1en0npous3BoACTBO) ¢ yuebHoe
nocobue  Juigs  JUId CTYJICHTOB
BhICHIMX Yy4eOHbIX 3aBejieHuit. T. A.
brikoa, T. B. Kysnenosa, JI. B.
CaHkuHa; noJipet. T B,
KysHenoroit. - 2-e u3j., nepepad. u
nor. - Mockea : UHOPA-M, 2018. -
304 c¢. - (Beiciuee oOpa3zopaHue.
Baxanaspuar). [SBN978-5-16-
004805-5.

2018

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

2. bynar P.E. JlokymMeHTallMOHHOE
obecrieueHue yIpaBJIeHUs
[IEPCOHAIIOM YuebHoe
nocodue/bynar P. E. - M.: HUI]
MH®PA-M, 2015. - 234 c.: 60x90
1/16. - (Boicuiee obpasoBanue:
bakanaspuar)  ISBN ~ 978-5-16-
010318-1

2015

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

7.2. llepnoanyeckHe U3anus
1. XKypuan «Jlenomnpon3BoIcTBOY
2. Kypnan «Cekperapckoe Jelion»
3. Kypuan «CripaBounuk cekperapst H oHc-MeHeDKepa»
4. Kypnan «CupaBoyHuK KapOBHKaY

7.3. UaTepHeT-pecypebl

1. http://www.wttc.org — oduuuanbHblii calT BceMHpHOro copeTa MO NYTCHICCTBHIM H

TYpU3MY.

2. http://www.world-tourism.org — opuimanbHeli calT BceMUPHOH TYpUCTCKOM OpraHu3aiiuu.

World Tourism Organization UNWTO

3. http://www.rata.ru_— opuIHaILHBIH caiiT Poccuiickoro coosa TypUHIYCTPHH.

4. http://minstm.gov.ru — oduruansuelii caiT MUHHCTEPCTBA CHOPTA, TYpU3Ma H MOJIOICKHOM

noJIMTHKH PO

5. http://www.russiatourism.ru - opuIHaIbHbIA caliT OelepaibHOro areHTCTBA M0 TYPH3MY

6. https://tonkosti.ru/ - >xuBas HSHIUKIONEAMS /I IYTELIECTBEHHHMKOB: OIMCAHUSA CTpaH,

KYPOPTOB U OTEJIeH, OT3BIBBI TYPHUCTOB

7. http://www.turist.rbe.ru - Tematnueckuii caiit PbK o typusme

8. https://www.tourprom.ru/ HOBOCTH TypH3Ma, TOpslIME Typbl, OT3bIBbI 00 oOTeNsx H

TYpOIIEpaTopax, MyTeBbIC 3aMETKH TYPUCTOB, (POTOOTUYETEI O Iy TEIICCTBUAX

9. https://www.atorus.ru/ Acconnanus typorneparopos Poccuu

10.  http://vladimirtravel.ru/ OdunnansHeiit TypuctTuieckuii nopraja Bragumupekon odacT

KomurerT 1o typusmy ajmMuHUCTpaluu BiaguMupcekoii obnactu

11. http://www.ecotourism-russia.ru/ru/ - Accouyanus K0JIOTHYECKOr0 TypH3Ma

12. http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka: ©0asa JI@HHBIX COJCPIKHUT
undopMaluilo 0 HOpMATHBHO-METOAMYeckoM  peryimposanuu  JIOY,  paspabotke
HOPMATHBHBIX JIOKYMeHTOB 10 JIOY, 10KyMEHTUpOBaHHUIO HH(OPMAIHMKH U CO3/1aHUH
JIOKYMEHTOB, OpraHM3allid U aBTOMATH3aIMK JIoKyMeHTooOopoTa, obecneyennn paboThl ¢
KaJpoBOH JOKYyMEHTALMCH, OpraHu3alMH XpaHeHHsl JIOKYMEHTOB, OOYyYeHHH OCHOBaM
JIETIONPOU3BOICTRA.




13. www.gdm.ru - PeruonansHas oOuectBenHass opranuzauus "Tuiabaust Y upasisitolmux
JlokymeHnTanuei".

14. https://openedu.ru/course/spbstt/CLEWO/-  «OtkpriToe obpazoBanue», Karamor Kkypcos,
MOOK: «/lenonponssozacreo (Jlokymenraruonnoe odecreucHue).

15.MapopmanonHnas npasoBas cucrema «Koncyiprant [lnrocy»

16.Undpopmannonnas Cucrema «l apant»

8. MATEPHAJIBHO-TEXHUYECKOE OBECITEYEHHUE JUCHHUIT/INHBI
JUist  peajM3allid  JIAHHOM JIMCIMIIMHBI MMEIOTCS  CIEIHAIBHBIC MOMEIICHHs IS

MPOBEJIEHHS 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATHH MPAKTHUECKOro/nabopaTopHOro THIIA,
CPYNIIOBBIX M HHAMBHYaJbHBIX KOHCYJbTAIlMH, TEKYLIEro KOHTPOJS W IPOMEKYTOUHOM
aTTeCTAalluH, a TAaKKe MOMELIEHMs Ul CaMOCTOSITebHOH padoOThl: ayJUTOPHH, OCHAILCHHBIE
MyJIbTUMeIna 000pYIOBAaHUEM, KOMIIBIOTEPHBIC KJIACChl ¢ JOCTYIIOM B MHTEPHET, ay/IMTOPUH
Oe3 cren. 00opyI0BaHHS.

[lepeyers HEMOBE3yEMOTO JIMIICH3HOHHOTO porpaMmuoro obecrevenus: Microsoft Office.
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