MHuHHCTEpCTBO HAYKH H BhIcmero odpasosanus Poccuiickoil ®exepamun

«BaagumMupckuii rocygapcTBeHHbIH YHHBEPCHTET
nMeHH Asexcannpa I'paropsesnya u Huxonas I'pucepres

BBICIEr0 00pa30BaHUA

CDenepa.nLHoe rocyoapCTBEHHOC OroIKETHOE 06p330BaTeJIBHO€ YYpEKIOCHHUC

[Ipopex >  IeSTeNEHOCTH
A. TTandumnos
« 20’@ i
PABOYAS ITPOTPAMMA JUCIHHUILJIMHBI
JJOKYMEHTHPOBAHHOE OBECITEYEHUE YITPABJIEHWA CEPBHCA
Hamnpasnenue nogrorosku — 43.03.01 - cepBuc
[Ipodrms/mporpamMma noaroToBKH — « COIMOKYIBTYPHBIA CEPBHCY
YpoBeHE BEICIIEro 00pa3zoBaHus — OaKajaBpHar
®opma 00y4yeHus — O4Has
- . Qopma
paxtuy. | JJabopar. IIPOMEXYTOUHOH
Cemectp E%XIH?M/KS;J b Hifinﬂ’ 3aHATHS, | paboTEI, E:IES’ aTTecTalHH
-l ' : gac. Jac. ' (3K3./3a4eT/ 3aUeT ¢
OIIEHKOMH)
8 2/72 18 18 - 36 3aueT
Uroro 2172 18 18 - 36 3auer

Bnagumup 201ﬂ




1. HEJJUA OCBOEHHUA AUCTHUAILINHBI
Hesap ocBOSHHA TUCHHILIHHLI - OBNAICHHUE CTYJCHTAM¥ TCOPSTHIECKUMH 3HAHMIMHA H
IIPaKTWYECKHMY HABEIKAMH B PaboTe € MOKYMEHTaMH, HEOOXOMMMBIMH UL 3¢ PeKTUBHOTO
YIpaBneHUs npeANPUsATHAME HHAYCTPHY CEPBUCA, TYPH3Ma H FOCTCIIPHIMCTBA.
3azaqu:
- HU3YYCHHE H 3aKPEIUICHHE TEOPETHYECKHX OCHOB JOKYMEHTUPOBAHHOTO obecrneqyeHus
yIIpaBJICHHS,
- (opMHpOBaNHE CHCTEMATH3MPOBAHHEIX 3HAHUH 06 YHUQHIMPOBAHHEIX CUCTEMAX
JIOKYMEHTAIIHH,
- HONYYEHHE IPAKTAYECKHX HABLIKOB I10 TEXHOIOTHK PaboThl ¢ JOKYMEHTAMH Ha
MpeINpPHITHE;
npuofpereHHe HaBBIKOB 10 06paboTKe, aHANM3Y U COCTABICHHIO JOKYMCHTOB B chepe
CCpBHCA ¥ TYPH3MA.
3HadcHEE OCBOEHHS AMCIMILIAHB! 3aKIFOYACTCA B MOIATOTOBKE CICIHANKCTOB IIMPOKO
npodmIs ans paboTh! B TYPHCTCKOH chepe NesTebHOCTH. A TAKKE H3YHCHHE 0o0IEenpPaBoOBEIX
JOKYMEHTOR B PasTHIHEIX ¢epax OeATeNbHOCTH, B TOM JACIE ¢ YIeTOM COUMANBHOH MOIATHKH
rOCYZAapcTBa, MEXIYHApOIHOTO H pOCCHiCKOro mpasa, B cbepe JOKYMEHT0000pOoTa
COMHOKYIbTYPHOTO CEPBHCA TYPH3MA, ITOAT OTOBKA CIICIHANHCTOB, BJIaICIONIHX CHCTEMOH 3HaHHH
0 KaTeropuix, BHAAX H 3aKOHOMEPHOCTAX, NPHUHIMHAX pa3BHTUA CHCTCMBI KIHCHTCKUX
OTHOIIEHHH ¢ yueToM TpeboBanuil moTpebuTeNs.

2. MECTO JUCIUILINHBI B CTPYKTYPE OIIOII BO
TNucuunmuna «J{0KyMeHTHPOBaHHOE obeceveHre yNPABIeHHS cepPBHCay OTHOCUTCH K
BAPUATHBHOM 4acTH y4eOHOTO IaHa.
TIpepeKkBU3HTBHI  AHCHHILIHHBI «YnpaBlieHHe IepcoHATOM», «KomMepueckas
neATebHOCTEY «OCHOBBI TYPOIEPaTOPCKO# 1 TypareHTCKOM ASATEIBHOCTH.

3. INTAHUPYEMBIE PE3VJIbTATHI OB YUEHHA IO JTUCHUILINHE

[InanupyeMpte pe3ynbTaThl OOYYCHHS MO MUCLMIUIMHE, COOTHECEHHEIE C INIAHMPYEMbIMH
pesyasraramu ocsoerns OIIOII

Kom  (opmupyeMbX | Yposenb OcBoeHHS | ILIaHHpyeMBle pe3ylbTarsl OOydeHHS IO
KOMIIeTeHIHH KOMIIETCHIIUH JUCIMIUIAHE  XapaKTEepH3YIOIHe  JTalbl
dopMupoBaHMS KOMIETeHNHH (IoKaszaTend
OCBOCHHSA KOMIICTCHIHH)
1 2 3

OK-6 - | HacTuyHoe 3Hath

CIIOCOOHOCTD OCBOCHHE -  OCHOBBI pa3paboOTKH, BHEADEHHA H
HCIIOJIE30BATh KOMIIETCHUHH M3MEHEHHUS IITATHOI'O PACTIHCAHHA
00IenpaBoOBEIC 3HAHMA YuMeTs
B pa3mMuHbIX chepax - OPHEHTHPOBATHCA B cHCTEME
JeATEIbHOCTH, B TOM 3aKOHOJATENbCTEA U HOPMATHBHBIX IIPABOBEIX
4yhcie ¢ Y4eTOM aKTOB, perJIaMEeHTHPYIOINHX OPraHH3allHIo
COLUAJIBHOM IMOIHUTHKH Tpyaa
rocyzapcTaa, Bragers
MEKIYHapOTHOTO " - HAaBBLIKAMH pa3paloTKy OpraHH3allHOHHOH U
POCCHICKOrO npasa bYHKIIMOHANBHO-IITATHOR CTPYKTYPHI
OIIK-2 - | YacTuHOE 3HaThb

T'OTOBHOCTE OCBOEHHUE - JOK&IbHBIE HOPMATUBHO-IIPABOBLIE aKTHI 10
pa3padaTsIBaTh KOMIICTEHIIHH OPraHU3alUy TPYZa Ha OpeIPHUATHH
TEXHONOTHH IIPOLecca YMeTh
cepeHCa, pasBUBaTh - TINpEHHEMATE YydacTHe B pa3padboTke
CHCTEMBI  KJIHEHTCKHX IporpaMm OpPraHW3alHOHHEIX HM3MEHCHHH B




OTHOWICHUH € YYETOM

4acTH BOHPOCOB YIIPABICHHS MEPCOHANOM H

TpeboBanmii OIIEHHBATS 3¢ (peKTHBHOCTD HX
oTpeOHTE A OCYIICCTBICHUA
Bnagers
- HABHIKAMH aH4IM3a OpPTaHM3AUMOHHOH H
G YHKITMOHATBHO-IUITATHON CTPYKTYDHI,
OLEHKH JIOKalbHO-HOPMAaTHBHHIX aKTOB HO
BONPOCAM OpTaHH3alky TpyAa
TK-11 - | HacTuuHoe 3Hats
TOTOBHOCT K | OCBOCHHE - TpeOOBaHHA K OhOPMICHHIO OQUIHAATIBHBIX
paGoTe B KOHTAKTHOH | KOMICTEHIHH JTOKyMEHTOB, PerIaMeHTUPYIOIHX
30HE C NOTpedHTeNeM, Opragu3anuio Ipyaa
KOHCYJIBTHPOBAHHIO, YMeTh
COTJIACOBAaHHIO  BHJA, - yMeTh JOKYMEHTAIBHO OQOPMIATH H
gopMer  H  00Bema NpPaBWIBHO DPAcCTaBliATh PEKBH3HTEI HA
IpoLecca CepBUca JIOKATBHBIX HOPMaTHBHEIX aKTax,

KacaroUXcsa OpraHM3aiyy Tpyaa Hepconana
Bnanets

- HABRIKAMH aHATHM33a OPTAHH3ALHOHHOH M
GYHKIFOHATBHO-INTATHOR CTPYKTYPEL
OLEHKH JIOKATbHO-HOPMATHBHBIX 4XTOB TIO

BONIPOCaM OPraHU3allMH TPy Ia

4. OBBEM H CTPYKTYPA JUCHHILIHHbI
TpyA0eMKOCTh AMCUMIUIHHEL COCTABILAET 2 329€THBIX €/IMHHMI, 72 Jaca.

Buap y4eOHoit paboTel,
BKITFOYas
CaMOCTOATCIIBHYIO (DOPMLI
- paboTy CTYNEHTOB O6nemM y4eOHOM|  TEKyIIEro
8 | uTpynoemKocTs (B paboTEL, KOHTPO/IA
el 3 Jacax) C IPUMEHEHHEM | YCIIeBaeMOCTH
Ne | HammenoBaHue TeM W/HIH % § E HHTEPaKTHBHBIX dbopma
11| pa3KeNoB/TeM TUCUHIUMHE | 5| & 2| g METOJOB IPOMEXKYTOIH
O Q o | ® = (B gacax / %) oit
s|E|g | &8lo
T | g s |8 glR aTTeCcTaIH
3} 3 S8 O (no
= & 2 o
= e cemecmpanm)
2 | =
g
=
1. | Pazgen 1 8 |1-6|6 |6 12 8/ 67% Peiftanr-
HopmatusHO- KOHTPOJIb
3aKOHOZATEIbHBIE OCHOBBL Nel
JIOKYMeHT0000pOTa
2. | Pasnmen 2. 8 |7- |8 10 12 18 /100% PeiiTrHT-
CocraBleHHE TOKYMEHTOB 12 KOHTpPOIb
B CEPBHCE U TYPH3ME Ne2
3. | Pazmen 3. 8 13- 14 |2 12 6/100% PeiTHHT-
Texuosorus paGoTH ¢ 18 KOHTPOJb
LZOKYMEHTAMY B CEPBHCE H Ne3
TYPHU3ME
Beero 3a 8 ceMectp 18 |18 36 32/ 89% 3auer




Hamuue B gHCHMIUTHHE -
KIT/KP

Hroro nmo qUCUHUILIHEE 18 |18 36 32/ 89% 3ayer

Conepmaﬂne JEeRIAOHHLIX 3aHATHH N0 NUCHATLINHE

Pazgen 1 HopmatuBHO- 3aKOHONaTEILHEIE OCHOBEL JOKYMEHTOO00POTA
Tema 1. HopmMaTHBHO-IPABOBOE B MeTOIHecKoe peryauposanue JJOY B cepeHce
H TypH3Me
YpoBHH ympaBneHHS B TypH3Me (PYKOBOOSUIMM, CTpaTerdMyecKui, TAKTHYECKHH wu
omepaTueHe). JlokyMeHTanusA 3Q(eKTHBHOH CHCTEMBI MEHEIKMEHTE! NPEANPHITHH CEPBHCA
H Typu3Ma: [paBoBasg JOKYMEHTalMsd, JOKYMeHTamusd TI0 OOeCHedYeHHIO KadecTa,
OpraHH3alIOHHO-PACIIOPANUTENBHAS JOKYMEHTaLHd, JOKYMEHTAAA IO CTPATETHYeCKOMY H
OMEPATHBHOMY IJIaHMPOBAHMIO, METONMYECKAas OOKYMEHTallMs, BHEIIHAA HOPMATHBHASL
JOKYMEHTAal[Hs, BHYTPEHHsd HOPMAaTHBHasd JOKYMCHTANMWA, BHYTPEHHAA TeXHHUYECKad
JOKyMEHTaIHS.
HopmaTHBHBIE JOKYMEHTBI, PETYIHPYIOIIHE AEIOIPOH3BOLCTBO:
O rocyznapcrsenHol TaiiHe: 3akos PO o1 21.07.1993 Ne 5485-1 // C3 P®. - 1997.— Ne d1, - C.,
8220-8235.
O xomMepdeckoit Taifne : PenepanpHblf 3aKk0H o1 29.07.2004 Ne 98-03 // C3 PP, — 2004, — Ne
32.-Cr. 3283.
06 urdopmanmy, FHGOPMALMOHHEIX TEXHONOTHIX | 0 3amuTe HHhopManuy : DemeparbHbDi
3axoH ot 27.07.2006 Ne 149-@3 // C3 P®. —2006. ~ Ne 31 (U, 1). — Cr. 3448.
OO0 ynopsinoYeHHH H3TOTOBJICHHUS, UCIIONB30BAaHAA, XPAHEHHS M YHHYTOKSHHA euareil 1
frankoB ¢ BocmpousBenenueM ['ocynapeTseREOrO repba Poceuiickoi ®enepanmm:
ITocranosnenue [IpasutenscTBa PO ot 27.12.1995 Ne 1268 // C3 Pd. ~ 1996, — Ne 2. — CT. 123,
06 yrsepxneHun [lepedHs THOOBBIX apXHBHBIX JOKYMEHTOB, 00pa3yIoNKXcsa B HAYIHO-
TEXHHUYECKOH H IIPOHM3BOJICTREHHON AEATENbHOCTH OpTraHU3alKH, C yKa3aHHEM CPOKOB
xpanenud: [Ipukas MunkymsTyps! Poccuu ot 31.07.2007 Ne 1182 // BroiieTeHs HOPMATHBHBIX
axToB (helepaNbHBIX OPTaHOB UCIOIHUTCILHOM BacTa, — 2007, — Ne 46,
06 yreepknenun [lepedns ceenennit kondunennuansHoro xapakrepa : Yxas IIpesunenra PO
ot 06.03.1997 Ne 188 // C3 P®. — 1997. — Ne 10. — Cr. 1127.
06 yreepxnennu [TonoxxeHR o nopsiaxe obpalieHus co c1yxebHoi uadopMmalmeii
OrpaHH4YEeHHOI'¢ PAclpOCTPAHEHHs B (eIepaIbHBIX OpraHaxX HCIOMHHUTEILHON BIACTH:
ITocranosnenne Ipasurenscrsa PO or 03.11.1994 Ne 1233 // C3 PD. — 2005, — Ne 30 (4. 2). -
Cr. 3165.
O6 yreepxaenun [IpaBun renonpou3BoACTRa B heaepaibHBIX Oprasax HCIOJTHMTENbHOMN
BacTH: nmoctanornenue [Ipaputenscrea PO ot 15.06.2009 Ne 477 // PI'. — 2009, — 24 uioHs.
06 yreepxaenuu [IpaBri NOATOTOBKH HOPMAaTHRHEIX IPABOBBIX aKTOB (deepaikHbIX OPraHoB
HCIOJHMTENBHOM BJIACTH H HX rocylapcrseHHol peructpannn: [locranosnenne Ipasurenscrea
P® ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — Cr. 3895.
006 anexTponHO# M poBoil noamuck: OenepanbHrii 3akoH ot 10.01.2002 Ne 1-03 // C3 Pd. -
2002. — Ne 2. - Cr. 127.
['OCT 6.10.5-87. YHMbHIMPOBaHHEBIE CHCTEMEI ZOKYMEHTALHMH. TpeGoBaHNs X MOCTPOESHHIO
dopmynapa-odpazua. — M., 1998.
Obwmepoccuiickuit knaccudukarop ynpasnendeckoif rokymenramuu OK 011-93. — M., 1995.
OredecTBEHHBIE U MEKIYHAPOIHbIE CTAHAPTH! Ha JOKyMeHTaiuko. Opradsl ypasIeHuas
HHIYCTPHH TYPH3Ma H TOCTENPHHMCTBA H COOTBETCTRYIOIHE UM JOKYMEHTEL
Tema 2. [Ipapnaa ogopMIeHHS JOKYMEHTOB B CEpPBHCE H TYpHU3Me
YHEOUIMPOBaHHAS CHCTEMa AOKYyMEHTalWH. TpeGoBaHns k 0hOPMIEHHIO JOKYMEHTOB.
TpeGopanusa k Gnankam JoKyMeHTOB. [ToHATHE W cOCTaB peKBH3UTOB. OGOpMIICHHE PEXBHIHTOB
JOKYMEHTOB.




Tema 3. Ofsa3aTeIbHBIE JOKYMEHTHI B CEPBHCE H TypH3MeE

Knaccuduxalns OpraHU3alHOHHO-DACTIOPSIATENBHB JOKYMEHTOB. Opraum3aiiosHEIEe
JOKYMEHTBE, YCTaB, YYPEAHTENBHBIH [OTOBOP, NOJIOKCHHS, MHCTPYKIHA, JODKHOCTHAA
WHCTPYKUMS. PacnopsaMTeNbHEE IOKYMEHTBI TNPHKA3, PACHOPDKCHHE, YKA3AHHC, PEINCHHE,
BHIMHACKA, DPOTOKON. CTPYKTypa TeKCTa IOKYMEHTOB, DEKBU3UTEL.

Buze! nHGOpMaNOHHO-CNPABOYHBIX TOKYMCHTOB (axt, coyxeOHasd 3alHMCKa, CIPaBKa,
CITHCOK, TIpeUIoKeHHe, 3aKTI0UCHHIE, IepedeHb, 0630p, OTUET, CBOAKA H Ip.), CTPYKTypa TeKCTa
JOKYMEHTOB H PEKBH3HTEL

Paznen 2. CocTapienne 10KYMEHTOB B cepBUce H TYpH3ME

Tema 4. SI3bIK CIyKeOHBIX JOKYMEHTOB

SI3BIK ¥ CTAIB CIIYXKeOHBIX TOKYMEHTOB, OCOOSHHOCTH A3bIKA CIIyXKeOHBIX TOKYMEHTOB.
VnorpebieHue MPONHCHBIX H CTPOYHEX OYKB. EnmHOOOpazue IPHHIAIOB H GOPMEI COKPAIEHHS.
OdopMieHHe TaT B YHCEN B JOKyMEHTax. Mcmonp3oBasne B IOKyMCHTAX: cOOCTBEHHBIX HMEH,
HA3BaHMH roCYIapCTB, AlMUHHCTPATHBHO-TEPPHTOPHAIBHEIX HauMeHoBaHuH. OmuOKH B TEKCTaX
oHIMaNbHBIX JOKYMEHTOB. Pe/laKTHPOBAHIE TEKCTOB.

Tema 5. Jlesiopad nepenacKa B ceppuce U TypasMe

DopMEI 1e10BOH Hepenncky. Knaccuuxaris A€T0BbIX MACEM. TpeOopanmus K CTPYKTYpe
TEKCTa H O(POPMIICHMIO JENOBEIX MHCEM.

Tema 6. CocraBaeane ©u 0QOpMIeHHe AOKYMEHTAIHH II0 [OrOBOPHBIM
00S3aTEILCTBAM B CePBHCE H TYpH3ME

Knaccugukanus CIelok. JJoropop: MOHATHE, BUARI, YCIOBHS 3aKIIOUCHHS U OCHOBaHUS
nns pactopxenus. CymecTBEHHBIE ¥ HHBIC yCIIOBUS SOrOBODA. JloroBop B cepBHCE M TypU3ME.
BEEL ZOTOBOPOB B CEpBHCE H TYPH3ME: apeH/ia, IPOKaT, EPEBO3Ka NacCakupOB, BOSMEI/HOS
OKazaHHe YCIYT, TOpYYeHHe, IOrOBOP KOMHCCHH, aréHTCKUH OTOBOP. TexHOMOrNA 3aKIHOICHHS
IOTOBOPOB ¢ KJIHEHTAMHE H ITAPTHEPAMH. TpeGoBanus K COCTABICHUIO IOTOBOPOB.

Tema 7. CocraBiende H  odopMieHHe TYPHCTCKOH  JOKyMEHTalHM:
TeXHOJIOTHIecKan JOKyMEHTAINs TypPUPMBL, JOKYMEHTANH 00CyKUBAHAS U TAKET TYpa

Knaccuduramus TYPMCTCKOH —JOKYyMCHTAllHH. TexHomorudeckas JOKYMCHTAIHA
TyphUPMBL: TEXHOJOTHYECKasA KapTa TyPHCTCKOTO NYTEINCCTBHA, rpadHK 3arpy3KH TYPHCTCKOTO
NpeNpuATHS [PYNIaMH TYPHCTOB Ha ONpPENCNCHHOS BpEM#, TypucTckad TyTERKA,
ME(GOPMALMOHHBIH THCTOK K IYTEBKE, JHCT OpOHMpPOBAHHS, JOTOBOP, Ipadyk IBICKEHHMA IO
MapIIPYTy, KapTa-CxeMa MaplipyTa, OIHCAHUC TEXHONOTHYCCKHX ocobeHnocTel Typa, NaMaTKa
1 TYPMCTOB, CIIPABOYHBIE MATEpHanbl [0 MapIIpyTy, MPaHC-TMCT, KATbKyIAI|A Typd i T.IL.
Ipasuna cocraBieHHs H  ObOPMICHHA TEXHOJOTHYECKOH TYPHCICKOH JOKYMEHTAllHH.
JloxymeHTalus OOCIYKHBaHUA (33a1BKa Ha 6poHMpOBaHYe, NONTBEPKICHKE O MPHEME,
H3BEIIeHAE O 3ae37e TYPHCTOB, Baydep, THCTOK OTMETOK) K IaKET Typa: [IPaBHila COCTABICHA 1
othopmieHHA.

Pasnen 3. Texnonorust paGoThbl ¢ JOKYMEHTAMH B CCPBHCE H TYpH3ME
Tema 8. OpranuzanHs XOKyMeHT00G0pOTA.
Q6paboTka BXOAANINX, HCKXOMANIUX H BHYTPEHHUX JOKYMEHTOB. [TpHHIMIIBI PETHCTPANAA
JOKYMEHTOB Ha npeanpuATay. KOHTPOIb ¥ CPOKH HCTIOTHEHHS NOKYMEHTOB- Oprasuzanpsg
XpaueHus JOKyMeHTOB. COCTaB/ICHIE HOMEHKIIATYPEI ACII. dopmuporanne 1 0HOpPMICHHEE JETI.
[Topsinox mepefady TOKyMEHTOB Ha XPAaHCHHE B aDXHB.

Tema 9. OTBeTCTBEeHHOCTH MEPCOHANA 33 Be[JleHAe NOKYMEHTAUHH

CTpykTypa KazapoBoif JoKyMeHTaluu. IlepButiHEIE JOKYMEHTEL TPYZOyCTpONCTBA.
PacnopaanTeIbHAA JOKYMEHTAI|A Mo Kaapa. JloropopHas AOKyMEHTAIHA [0 KaipaM. Jnynoe
AEI0 COTPYIHHKA OpraHusamuy, OpraHg3allisd XpaHEHWs JWHHBIX JCI. Topsmok XpaHeHHEA
JOKYMEHTOB B JIMUHOM Jelie COTpYIHMKA. JIOKyMEeHTHpOBaHHE MPOUSIYp HpHeMa TPAKAAH Ha
paGoTy, IepeBoja COTPYAHUKOB, TOOMpPEHHs PAaCOTHHMKA, MPAMEHCHMA IHCUMIAHAPHOIO
B3BICKAHHA, YBOJLHEHH pabOTHHKA.



Conep:xanne MPaKTAYeCKHX/1a60paTOPHBIX 3AHATHIA 110 THCIHILIHHE

Pasnen 1 CymHOCTS TYPOIEPAaTOPCKOH H TYPAareHTCKOH NeATENbHOCTH B COBPEMEHHBIX
YCIOBHAX
IMpaxkTuveckas padora Ne 1. YEudHIHpOoBaHHas CHCTEMA JOKYMEHTAIUH.
PaGoTa ¢ HOPMATHBHOM JOKYMEHTaluel, NpodecCHOHANPHEIME CTAHIAPTaME HHIYCTPHU
TypHU3Ma ¥ TOCTEIPHVMCTBA, AUCKycCHs. OCHOBHBIE IpaBHIA O(QOPMIIEHHS MAIIAHOMMCHBIX
TEKCTOB.

IlpakTuveckas padora Ne 2. OdpopMiIcHHE PEKBH3HTOB JOKYMEHTOB.
CpapuutenpHbH avamuz OQOPMIEHHEIX JOKYMEHTOB, pekem3WThl. PaGora ¢ CIIC
Koncynsrant ITntoc.

IIpakTEveckan pabora Ne 3. OpraHM3allHOHHO-pACIOPAAUTEIBHEIE TOKYMEHTHI
CpaBurTensHas XapakTepHCTHKA OpPraHH3alMOHHO-PACTIOPSTHTEIbHOMN TOKyMEHTAlHH B
TypdhupMe (3KCKYpPCHS).

Pa3,[[e.]'[ 2.CocTaBlieHHe OJOKYMCHTORB B CEPBHCC H TYDH3ME
IIpakTayeckan padora Ne 4 JoroBop B cepBrce H TYpH3ME.
Brmonrenue 3amanuii 00 peJaKTHPOBAHUIO TOTOBOPOB.

IIpakTugeckas pabora Ne 5 [lenopasi mepenucka
BrInonnenue 3a1aHAi o pa3paboTKe AENOBEIX MHCEM ANA NPOBEASHUS PEKNIAMHOTO
Typa, paboTa ¢ 3NeKTpoHHOH noutoii. O6nacTHOH TypHCTCKO-HHGOPMANMOHHBIA HEHTD
(3KCKypCHs).

IIpakTuydeckaa pabora Ne 6 Texwosormyeckas JOKyMEHTAnHA TypQHpMBL HpH
OKa3aHHH TPaHCIIOPTHBIX YCIYT.

BrmonseHRE 3a7aHMi 110 peJaKTHPOBAHHIO JOKYMEHTOB, HEOOXOMMBIX A7I4 MEePeBO3KH
neteil. ATII (3xckypcus).

IIpakTuaeckas pabora No 7. Texnonormyeckas INOKYMEHTaUHs TypgHpMBI IpH
NpOJaKe IIYyTEBOK.

BrimonHeHue 3a0aHUH [0 PEIAKTUPOBAHUIO NJOKYMEHTOB, HEOOXOMUMBIX IS IIPOAAKH
nyteBok B JJOJI (oxckypens).

Ilpakrayeckan paGora Ne 8. Texumonormdeckad NOKyMeHTaUWs TypQHPMEI IpH
0GCIy:KIBaHUY KIMEHTA B TOCTHHHLIE.

Brimonnenne 3afaHMil N0 MOATOTOBKE AOKYMEHTOB, HEOOXOMHUMBIX NI OGOPMIEHUS
IPOKMBAHYUS WHOCTPAHHOTO KIIHEHTA B TOCTHHULE. [ OCTHHHIR (IKCKYPCHA).

Paznen 3. Texwomorus paboThl ¢ TIOKYMEHTAMH B CEPBUCE H TYPH3ME
IlpaxktTugeckas pabora Ne 9. Opranusanus XpaHeHHs JOKYMEHTOR.

Brimonaenne 3ananuii o MOATOTOBKE JOKYMEHTOR K XpaHEHHIO. ApXHB (3KCKYPCH:).

5. OBPA30OBATEJILHBIE TEXHOJIOI'HHA

B npenopaBaHmM JgucouIIHHB «JlOKyMeHTHpOBaHHOEe OOECIedYeHHe YIPaBICHHA
CEPBHCA» HCIONB3YIOTCA pasHoo0pasHbie 00pa3oBaTelbHbIE TEXHOIOTHH KaK TPATUIHOHHEIE, TaK
¥ C IPAMEHEHHEM aKTHBHEIX W MHTEPAKTHBHEIX METOJIOB OOYUECHHUS.
AKTHBHBIC ¥ HHTEPAKTHBHEIE METOIbI O0YUCHHS:
-Humepaxmusnas nexyua (mema Ne 1);
-I' pynnoeaa ouckyccun (mema Ne 2)
-Ponesvie uzpu (mema Ne 3,9);



-Tpenunz (mema Ne 5);

-Ananuz cumyayuii (mema Ne 4);

-Ilpumenenue uMumayUoOHHbIX MoOenel (mema Ne 7);
-Pazbop xonxpemuvix cumyayuii (mema Ne 6);

- lpyeoe:
-Oxrekypcuu na npoussodcmeo (mema Ne §)

6. OHEHOYHBIE CPEJCTBA AJIS1 TEKYHIEI'O KOHTPOJIA
YCTIEBAEMOCTH, IPOMEKYTOYHON ATTECTAITHU I1IO UTOr AM
OCBOEHNIA JUCHTUITIIWAHBI H YYEBHO-METOAHYECKOE OBECIIEYEHHUE
CAMOCTOSITEJBHOM PABOTHI CTYJIEHTOB

Texymuii KOHTPOJIb YCIIEBAEMOCTH (PEHTHHI-KOHTPONS 1, peHTHAT-KOHTPOND 2, PEHTHHT-
KOHTpONL 2). TUItOBEIE TeCTOBBHIE 3aJaHMs AN NPOBENEHHUS TEKYLIErO KOHTPOIA IPHBEICHEI
HITKE.

PeliTHHT-KOHTPOJIB Ne 1
Bomnpoc 1. JoxymerTanmnoHHoe odecnedenue ynpapnenus (JIOY) oxBaTeBaeT BOIPOCH:

1. JOKyMEHTHPOBaHHS, OpraHu3aliy paboTEl ¢ JOKYMEHTAMHE U CHCTEMATH3AIHIO
apXHBHOTO XpaHEHHUS JOKYMEHTOB

2. JOKYMEHTOBEACHAS

3. JNOKyMEHTOO00pOTa ¥ apXUBHOTO XpaHEeHHs

4. CHCTEMATH3alHH JOKYMEHTOB

5. JOKYMEHTHPOBaHUA

Bonpoc 2. HopmatuBHbIH JOKYMEHT, YCTaHABIMBAIOMHU eXHHEIe TpeOOBaHHS K
JOKYMEHTHPOBAHMIO YIPABICHIECKOH NeATeIbHOCTH M OPraHH3alue padboThl ¢ JOKYMEHTAMHU:

| YaudurmpopanHad cucreMa Tokymentauud (Y CII)

2 rocrt

3. WHCTpyKIHA IO AETIONPOURBOACTBY

4. rcaoy

5. JIOIDKHOCTHAS HHCTPYKIIHS

Bompoc 3. UeM pernmaMeHTHpYeTCs AeATeNbHOCTE pabOTHHKOB Ciry 051 IOV

1 I'OCTom

2 JoDKHOCTHOM HHCTpYKIMEeH

3. IIPUKa30M JHpeKTOpa

4. PeXHMOM paboTH IIPEAIPHITHS

3. HHUYEM

Bomnpoc 4. napopMaris 0 COOBITHAX H ABTEHHAX O0BEKTHBHOMN AEHCTBHTEILHOCTH H
MBICITHTEAbHOR IEATENbHOCTH 9€I0BEKa, 3adIKCUPOBAaHHAS Ha MAaTePHAIGHOM HOCHTEJIE C
PEeKBH3HTAMH- 3TO :

1 JoxymeHT

2 dopmymnap

3. OJNaHK TOKYMEHTa

4. CHCTEMA JOKYMEHTaHUH

5. KOMIIBIOTED

Bonpoc 5. Kakne QyHKIHH JOKYMEHTA ABIAIOTCA CIICHADHYUSCKAMH:

1 KyJIbTYpPHAs, COLMaIbHas, HHGOPMANHOHHAS

2 yIpaBleHuecKas, HHPOpMaIluOHHas, [IpaBoBad,
3. yIpaBlieHYeCKas, [IPaBOBas, HCTOPHYECKas

4 KYJIBTYpHAs, HCTOPHYECKAL, COLTUAIbHAL

5 HET cIelupuuecKax HyHKImii



Bomnpoc 6 JledTenbHOCTS [0 CO3/aHMI0 JOKYMEHTOB HA3hIBACTCH:

1. IETOIPOHU3BOIACTBO

2. TOKYMEHTOO00pOT

3. JOKYMEHTHpPOBaHHE

4. CHCTEMA JOKYMEHTaLHH
5. JOKYMEHTOMOTOK

Bompoc 7. Ycranopnenre equHo00pa3ya cocTasa H GOpPM YIIPABICHYECKHX JOKYMEHTOB,
(GUKCHPYIOIIX OCYIIECTBASHNE OHOTHIIHBIX YIIPABIICHYECKUX GYHKUKHA 4 33189 Ha3bIBASTCA:

1. CTaHIapTH3aUUeCH
2. yHubUKanuei

3. JOKYMEHTALUEH
4, KnaccHHKaueH
3. THIH3AUMEH

Bompoc 8. Kakue BB 671aHKOB PEKOMEHIYIOTCS HA IPEIIPHITHH?

TONBKOQ AN KOHKPETHOrQ BHIA IOKYMCHTOB
IVl BHYTPEHHHX JOKYMEHTOB (001muii)
IUIsI BHEITHUX JOKYMEHTOR (THCEM)

Onamk cmy»Ke0HOro NMHChMa, OJIaHK U1 KOHKPETHOTO BHAA IOKYMEHTOB, 06Imuit Gank
HET YETKUX peKOMEH Al

Bonpoc 9. HYem ommyaercs 61aHK U BHYTPEHHHX JOKYMEHTOB OT OJ1aHKa 1A Ducem?

DR

Ha GnaHke 1714 THCEM MEHBINE PEKBH3UTOB

Ha OnaHKe L% mHceM OOTIbINe PEKBH3HTOB

HE OTIIHYAETCS HUUEM

PacnonoKeHHeM PEKBH3HTOR

OT/IMYaeTcs GopMaToM

Bonpoc 10. Kaxue dopMaTst GyMard HCHONB3YIOTCA IS OIIaHKOB?

N

1. TONLKC A4

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

4, TOJBKO A3

5. Ab6u A4

PeliTanr-kontpoas Ne 2
Bonpoc 1.Kakoe pacrosoxeHue peKBE3UTOB PEKOMEHYETCSA I HCEM?

1.yrnmoBoe # ¢1aroroe

IPONOIIBHOE U LIEHTPOBAHHOE

YTJIOBOE H IIPOJOIBHOE

(IaroBoe ¥ NEHTPOBAHHOE

IpoRobHOE U Qnarosoe

Bonpoc 2. Ha xakue 4acTH JENUTCS JOKYMEHT OPH 0GOPMIICHHN?

DR

3aroJI0BOYHYHO, OCHOBHYIO H 3aKTIOYHTENLHYIO

3aroNoOBOYHYIO, OCHOBHYIO H 0(OPMISIOLLYIO

Ha4alo, CepeiiHa H KOHEN

NEPBYIO, BTOPYIO, TPETHEO

TEKCT Ha YaCTH HE JeTUTCA

Bonpoc 3. I'ne pacmonaraeTcs peKBH3UT “HAUMEHOBAHHE IPEIIPHATHA 7

DR W

1. IIOCTIE PEKBU3HTA "PEriCTPallMORHELf HOMEp JOKYMEeHTA"



TOZ PEKBH3ATOM "3MO/eMa OpraHu3aliy HiTH TOBAPHBI 3HaK"

B LIEHTPEe BEPXHETO N0

B o(oopmmromeﬁ YJacTH

II0J] pEKBH3UTOM "ajapecatr”

Bonpoc 4. B KaKkux AOKyMEHTaxX yKa3bIBaIOT CIIPABOYHEIE AHHEIE O [IPEANPHATAN?

S SEERN

BO BCEX

BO BHEITHHX

BO BHYTPEHHHX

B [IpHKa3ax 10 OCHOBHOM AeATENBHOCTH

B PaCIOPAIHTENEHEIX JOKYMEHTaX

Bonpoc 5. KaxkuM cnocobom cnenyer ogopmuts maty “ 20 oxrsGpsa 2019 r”° B nenoBeix
nHucbMax?

bl o

1. 20/10/00

2. 20.10.00

3. 20 okra0pa 2000
4. 2000.10.20

5. 20.10.2000

Bomnpoc 6. ITucemo, HMeIOINee QHHAHCOBBIC H IOPHANYECKHUE TTOCIIEACTBHA JOJIKHO OBITh. ..

HOOAIHCAHO THPEKTOPOM, I1l. GyXTranTepoM, 3aBEPEHO [IEYATHIO
38BEPEHO NEYATHIO

HOAMHCAHO AHPEKTOPOM H COIJIaCOBAHO ¢ IOPHCTOM
IOAIHCAHO I OYXTalaTepoM, YTBEPKACHO JHPEKTOPOM
IOJIUCAHO THPEKTOD

Bonpoc 7. Yem ¢axce oTIHYaeTCs OT NHCHMA 110 0)OPMIIEHHIO?

=

SABJIICTCA HE MOJTHHHAKOM, a KONUeH JOKYMEHTa

COZIEPXKHT P JOMONHUTENBHBIX PEKBH3HTOB

neyaTaeTcs Ha tenedakce

HE MOXeT OBITh 3dBEpPEH MIEYAThIO

BCE BBIIETIEPEYHUCIICHHOE BEPHO

Bonpoc 8. B 4yeM OCHOBHEBIE OTIHYHSA IIHCEM K 3apyOexHEIM mapTHepam?

NN

noms o 1 moiimy

OTCYTCTBHE IYHKTYallAH

odopmnerne abzarieB Ge3 ad3amHOTo OTCTYIA
CIIOBECHO ME(PPOBOH CIIOCOD HANMCAHMS JaTHI
BCE BBIIICIEPEIUCICHHOES

Bompoc 9. Kakop cpok XpaHeHHS OEIOBEIX MUCEM?

NS

1 mecarx

1 ron

3 roga

5 net

HE XpaHATCSA BOOOIIE

Bonpoc 10. Ha xaxom Grmanke ofopmiseTcs TenerpaMma’?

-

1 Ha TenerpadHOM

2. Ha 00ImeM

3. AJiA THCEM

4 Al IPUKAa30B

5 He opopMiIeTCs, T.K. IepeIaeTcs 0o TelehoHy



PefiTHHIr-KOHTpOIB Ne 3,
Bompoc 1. Kak mazsBaercs 1okyMeHT, (PHKCUPYIOIOUi COTIIAINEHHE CTOPOH 00 YCTAHOBICHHM
TPYZOBBIX OTHOIICHUH M PErYIHPYIOMMH uX?

1 TPYZOBas KHIKKA

2 KOZEKC 3aKOHOB O TpyJe

3. MIpHKa3 IO IMYHOMY COCTaBY

4 TPYAOBOM KOHTPAKT (IOTOBOP)

5. TOJDKHOCTHAS HHCTPYKITHS

Bomnpoc 2. Kak xpauITcs OpHKAa3kl IO THYHOMY COCTABY?

B JITYHOM JeJIe COTPYIHHKA

BMECTE C APYTHMH KaJpOBBIMH JOKYMEHTaMH
FPYNIUPYIOTCS B OTASIBHOE AENO0

BBIIAIOTCS HA PYKH COTPYIHUKY

BMECTE ¢ IPHKA3aMH 110 OCHOBHOH nearensHocTH Bonpoc 3. O weM NHIMYT B THIHOM
3aﬂBJ1eHHH‘?

0 npueMe Ha paboTy H yBOJIbHEHNH, 00 OTIIYCKE

O CBOUX JIMYHBIX IIJIAHAX

06 omo3maHuy

O BBINIOJTHEHHH [IOPYYEHHS

00 OCHOBHEBIX 3TAaIax >KH3HEHHOTO IYTH

Bonpoc 4. Komy crnenyer anpecoBats 3asBIeHIE 0 IpueMe Ha paGoTy?

DL

il

CoOCTBeHHEKY IPEANPUSATHS

PYKOBOJUTEIIO IPEINPHITHI

HAYaIbHUKY OTAeNa KaJpoB

ri. Gyxranrepy

TOBApHINY 110 padoTe

Bompoc 3. Kakoi#i mokyMeHT HE0OX0aMM UL NIO/Iy4eHH 3apaboTHOIM ILIaTH 33 3a60/IeRImIero
cynpyra?

ok =

pacmucka
CBHICTEIECTBO 0 Opake
3adBJICHHUE U IIACTIOPT CYIIpYyra
IOBEPEHHOCTD
00BACHHTEILHAY 3aIHCKA

b e

Bornpoc 6. Jnsg wero neoOxomumMa apromarusamug JOV?

1. amns noseineHus s¢pdexrusroctr Tpyna pabotErKoB IOV, COKpallleHre TpyT03aTpaT
Ha JTOKyMEHTHpPOBaHHeE,

J01sl pallHOHAI3AIIH TOKYMEHT00G0poTa

2. I OCBOOOMNeHUA pabouux MeCT

3. ZULA OCBOOOXKIEHHS CEKPETaps OT BeSHHA TOKYMEHTAIIHN
4. I YHHQEKANHK M COKPAIIEeHHAS KOMMYIECTBA JOKYMEHTOB
5. HeT HEOOXOIHMMOCTH B ABTOMATH3ALIUH

Bompoc 7. Ha kakux 3Tanax JOKYMEHTAIMOHHOTO 00€CICYEH S YIIpaBIeHHAS IPHMEHTIOTCS
MEXaHH3alMd U ABTOMATH2AIHA?

Ha JTale perucTpalli K IIOHCKa JOKYMEHTOB

Ha 3Tale SKCNENUIHOHHOH 00paboTKy.

Ha [IOArOTOBHTEIBHOM 3Tane (CocTaBleHNe, KONUPOBaHke, PA3MHOKEHHE
OKYMEHTOR)

Ha 3aKIIIOYHTENEHOM 3Talle (Hepenada Ha apXUBHOE XpaHeHHE)

Lol Tl s



5. Ha BCeX dTamnax 00paboTKu JOKYMEHTOB

Bompoc 8. Ot uero 3aBUCHT COCTAB KOMILIEKTOB IPAMEHSIEMBIX CPEJICTB U NPOrPaMMHOTO
obecnieueHUA?

0T KOHKPETHBIX YCIOBHH paboTE! anmapata YIIPaBIeHHS ¢ JIOKYMEHTAMH

OT IKOHOMHYECKHX BO3MOXKHOCTEH IIPCIIIPAATHA

OT CTEIEHH NOATOTOBKH CIEIHATTHCTOR

OT IPUPOJHEIX YCIOBUIH

OT pexIlaMbl

Bonpoc 9. K TexHHYECKMM CPEACTBAM COCTABIEHHAA M U3TOTOBIEHHS TEKCTOBLIX JOKYMEHTOB
OTHOCHTCH:

e

rekrorpadpudeckie u odpCeTHHIE MAITHHED

MUKDPOQHIBMEI H MEKPOQHIIH

IHINYIIMEe MAITMHEL, THIIYIIHE H OpraHH3alEOHHEIE aBTOMATEL
(anelieBaNbHEIE, aIPECOBANBHBIE, MADKHPOBATFHEIE MAITHHEL
KOMITBEOTEPH] H BEIYHCIHTEIBHEIE MAINHHEL

Borlpoc 10. JJokyMeHT, H3TOTOBJIEHHBIH CpeACTBAME BEIIHCIHTENbHON TexHukH (BT),
HCIIONb3YeTCs Ha IpaBax:

AR I

1 TIOITTHHHHKA
2 KOITHH

3. YEPHOBHKA
4 IyOIHKaTa

5 BLIITHCKH

Bonpocsl k 3agery:
Yro Takoe JOKYMEHT, ¢ Kakoi HeJIbI0 OH MOKET CO30ABaThCH?
KakoBEI OCHOBHEIE NIPH3HAKH KIACCHHKAINEN JOKYMEHTOB?
Yto moHMMaeTCs N JOKYMEHTAIIHOHHEIM 00eCIeUeHHEM YIIPaBIeHHA?

B 4dem cyTe cTaHpaprusauuu H yHuHKamEH NOKymeHToB? Kakme pa3pabaThIBaroTcs
CTaH,r{apTI,I‘7

e

5. Yem ornuuaercs ofopMiIeHHe peKBU3HTOB 06Iero Ganka oT GlaHKa MIchMa?

6. KakoBEI OCHOBHEIE pEKBH3HTBI, MCIONE3yeMBle JuIs OQOpPMIEHHS TpHKasa H
pPacnopsKEHNS.

7. Kakue GpopMb! IPOTOKOIOB MOMKHO KCIIONE30BATE B YIPABIEHIECKOH JeITENEHOCTH, B UeM
BX oTnHuHe?

8. YKaXXHTe OCHOBHEIE TpeGOBaHKs K O(OPMIICHMIO IENOBOTO MUCHMA.

9. Kakue KOMIUIEKCH! JOKYMEHTAllMM BKIOYacT B ce0a Kampopas HHGBOPMAIMOHHO-

TOKyMEHTAIlHOHHAA CHCTeEMa?

10. B uem ocobernocTs odopMIIeHHS IPHKA30B 110 THYHOMY COCTaBY?

11.  Yro monumaercs mox opraHu3anmeil oKkyMeHTo0GopoTa?

12 Yto Takoe cXeMBl JOKyMeHTO0GOPOTE, 3a4eM OHE HYKHEI?

13. C kako¥ uepl0 paspaGaTHIBAIOTCS MHCTPYKIME 10 JAENONPOU3BOACTRY, YIO0 B HHX
HeoOXO0IMMO IPeAycMOTPeTh?

14.  VkaxuTe TEXHOJOTHYESCKYIO IOCIEIOBATENLHOCTh JTANOB paboTH ¢  BXOIAUHMHU
JOKYMEHTaMH.

15.  Kaxopa nocieaoearelsHOCTb onepanuil npy paboTe ¢ BHYTPEHHHMH JOKYMEHTAMH?

16. C xaxod unempio mpoBomuTcd (OPMHpPOBAHHME [I€N, KAKAE IIPH 3TOM HEOGXOZHMO
cobmonats TpeGopanusn?

17.4ro rakoe HOMEHKNATYpa I€l, ¢ KAKOH IENBI0 pa3pabaTHIBAIOTCS THIIOBBIE HOMEHKIATYDE]
nen?

18.  Kaxyro HHpOpMaLHIO CONEPKHT HOMEHKIATYpa aen?



19.  Yro mommMaeTcs MOJ 2KCIEPTH30H EHHOCTH IOKYMEHTa?

20.  Kaxue KpHTEpUH HUCIIONB3YIOTCA NPH OLCHKE JIOKYMEHTOB?

21.  Kax ocymecTBIseTcs IpreM-Tiepesada AeN B apXuB?

22.Yto Taxoe KORPHEISHIMANBHEI JOKYMEHT?

23.  Kaxue ocHOBHEIE YIPO3bl BO3HHKAIOT IIpH paboTe ¢ KOHGUISHINATLHBIMH JOKYMEHTaMu?
24. VikaxuTe OCOOSHHOCTH BEJEHHs J[EIONPOH3BOICTBA, OOECHEYMBAIOMEIO YI€T H
COXPAHHOCTb KOHGHASHIIHAIEHOH HEhopMaIiK H JOKYMEHTOB.

25Ur0 MOHMMACTCS TOA 3AlHIIEHHBM JOKYMEHTOOGOPOTOM, 32 CHEeT 4Yero MOXer ObIThb
obecrieyeHa ero samura?

Bonpochl caMoOCTOATENLHOI PadoThI:
TeMbl MEAHBAIYATPHOTO HCCIEAOBAHMA (CAMOCTOATENBHOI padoThI) CTYACHTOB.
JloKyMEeHTHPOBaHHOE OOecIIedeH e YIIPaBICHUs MOCTHHHRICH
JIOKYMEHTHPOBAHHOE 00ecTIeueH|e YIPaBIeHIA 3ar0pOHOH Typbasoi
JlokymMeHTHpOBaHHOE 00eCeueHHe YIIPABICHAS PECTOPaHOM
JloXyMeHTHpOBaHHOE OGeCedeHHE YIpaBIeHus TypQHpMOH
JloKyMeHTHpOBaHHOE 00€CICUEHHE YIIPABIEHHS aBTOTPAHCIIOPTHEIM NPEINPAATHEM
. JlokyMeHTHpOBaHHOE 00€CIICUEHAE YIPABICHHA My3eeEM

AN S e

I1naH MBAHBHAYAJLHOTO HCCIEI0BAHA.
Pazznen 1.HopMaTusHO- 3aKOHO/ATENBHEIE OCHOBBI TOKyMEHTO000pOTa AHAIH3 I0r0B0pa
MEXY TYPareHTOM K TYPHCTOM.
OdopmIeHHE CTYACHTOM 00A3aTENBHEIX JOKYMEHTOB HCXO/ W3 TEMBI HHIMBHy aAIbHOTO
HCCIIEIOBaHHUA.

Pazzen 2.CocTaBneHHe JOKYMEHTOB B CEPBUCE H TypH3Me

CocTaBleHHe CTYASHTOM HCXOMA H3 TeMBI MHAUBHIYAILHOTO HCCJISAOBAHHA CENYIOMNUX THIOB
JIOKYMEHTAIHN: Opranu3al(ioHHasI, PacIOpANTENbHAS, HHOPMALHOHHO-CIIPABOYHAs,
JOKYMEHTALMS [0 MHYHOMY COCTaBY.

Paspen 3.Texuonorus paboTH ¢ AOKYMEHTAMH B CEPBUCE U TyPH3ME
[Ipe3seHTanys CTYASHTOM CHCTEMBI OPTaHH3aLIE MEKTPOHHOTG AOKYMEHTO0060pOTa HCXO 13
TeMEI HHIMBHIAYANBHOrO HCCIEAOBAHNS.

3amIMTa CTYJEHTAMH IPE3eHTAIIHH 10 TEMATHKE HHANBHAYTHHOT0 HCCIE)0BAHHS

IIpeseHTAaLHs] MOXKET IPEACTABIATE Co00H COYeTAHHE TEKCTa, THIEPTEKCTOBBIX CCBUIOK,
KOMNbIOTEPHOM aHAMAaIdH, rpabyKy, BHACO, MY3BIKH H 3BYKOBOTO psja (HO He 0013aTellbHO BCE
BMeCTe), KOTOPBIC OPTAHH30BAHEl B EXHHYIO cpefly. Kpome Toro, Npe3eHTalnsd HMEET CIOXET,
CLeHApHIT H CTPYKTYDY, OPTaHH30BAHHYIO JU1s YA00HOTO BOCHIPHATHS HHPOPMAIIHH.
OTIHIHTETBHOM 0COOEHHOCTHRIO MIPE3ESHTAIMH ABJLICTCA €€ MHTEPAKTHBHOCTE, TO €CTh
cosaBaeMas g DOJB30BATEs BO3MOXKHOCTE B3aUMOJEHCTBHA Yepes 2CMEHTHI YIPaBICHHUA.
BLINIOHeHNE IPE3SHTALIH He SBIETCs 00A3aTebHBIM 3TEMEHTOM, IPEAOCTABILIETCS Ha BHIOOD
CTY/GHTY ¥ TOJNOXUTEILHBIM 00pa3oM BIMAET HA OLCHUBAHHE PaboThI.

DOHA OLCHOUHBIX CPEICTB A/ IPOBEACHHS aTTECTAllHH YPOBHS chOPMUPOBAHHOCTH
KOMITETeHIHH 06yJaromHXCs 110 JUCLUITHEE 0QOPMITAETCS OTACTBHBIM JOKYMEHTOM.



7. VY4EBHO-METOAMYECKOE Y1 HHOOPMAIIMOHHOE OBECIIEYEHHE
JACIILIMHBI

7.1. KauroodeciedeHHOCT

HamMmerOBaHHUE JIMTEPaTypbL: ABTOD, Ha3BaHKe, BEA | ['0X KHUT'OOBECITEYEHHOCTH
H3LaHHs, U3IaTEIBLCTBO H3ga
— KonudecTBo Hamane B
3K3EMILISPOB 3NMEKTPOHHOH
U3/]aHUH B oubmoTeKe
OubnHOTEKE Bnl'Y
Bal'V B
COOTBETCTBHH
¢ ®I'OC BO
1 2 3 4
OcHoBHax nuTEpaTYpa
1.CoBpeMeHHOE JEeIONPOH3BOICTBO: VYuebuoe | 2014 http://znanium.
nocobue / M.B. Kupcanoa;, Poccuiickas AxageMus com/bookread2.p
roc. cxyx6s1 npu [Ipesunente PO (PAI'C). - 4-e u3a. - hp 7book=395921
M.: HUIT UHOPA-M, 2014 - 312c.: 60x90 1/16. -
(Briciiee ofpasopanue: Bakanasp.). (m) ISBN 978-5-
16-004491-04
2 Tymmna, M.A. JlokyMmenrtanuonHoe obecnedenme | 2015 http://znanium.co
VIpPABIEHHS B COLMANLHO-KYIBTYPHOM CEpBHCE H m/bookread2.php
TypusmMe : yueb. mocoOue M.A. I'ymuna, H.A. 3aiinesa. 7Tbook=489737.
- M.: AJIb®A-M: HHOPA-M, 2015. - 240 ¢.
3. Bymar P.E. Joxymenranmonnoe obecmedenue | 2014 http://znanium.co
yIIpaBJIeHHs nepcoHaoM: YueGuoe nmocodbue/Bynar P. m/catalog/product
E. - M.: HUL{ UHOPA-M, 2015. - 234 c.: 60x90 1/16. /488066
- (Bricimee ofpasopanue: baxanaepuar) ISBN 978-5-
16-010318-1

JomonuuTenbHasd TUTEpaTypa

1.Beikoea, T. A. JIOKYMEHTALWOHHOE OOECIICYCHHE
YIIpaBNeHHs (J€I0NPOH3BOCTRO) @ yuebHoe nocobue
INg JUIA CTYJEHTOB BBICIIMX YIeOHBIX 3aBCICHHIA,
00y9aroIMXCs 10 HANPABICHHIO «JJOKyMEHTOBEICHHE
| APXHABOBEICHUEY a CIenUaNbHOCTH
«JIoKyMEeHTOREACHHE " JOKYMEHTAIIHOHHOE
obecneuenne ympasnenus» / T. A. Beikosa, T. B.
Kysmenosa, JI. B. Cauxuna; mnompen. T. B.
Kysmenosoit. - 2-¢ uzz., mepepad. u fom. - Mocksa :
WH®PA-M, 2013. - 304 c. - (Bricmee obpa3oBaHue.
Baxanappuar). - BuGmuorp.: ¢. 295-301 u B moacTpo.
npamed. - [SBN978-5-16-004805-5.

2013

http://znanium.co
m/catalog/product
/197778




2. JloxyMeHTaUHOHHOE OeCIiedeHHe YIpaBierus: | 2012 http://znanium.co

YuebHoe mocobue / E.B. nagmit. - M.: UI[ PHOP: m/catalog/product
HULl Hadbpa-M, 2013. - 249 c.: 60x90 1/16. - /304633
(Ilpopeccuonansroe o6pazopanue). (nepeniet) ISBN
078-5-369-01042-6

3.ITonosuy, E. A. JloxyMeHTanmonHoe obecmedenue | 2012 http://artlib.osu.ru
YIPaBleHUs NEpCoHanoM [JnexkTpoHHEIT pecype] : /web/books/meto
METOI. YKa3aHUA 10 IIOATOT. K MpakKT. 3austusM / E. A. d all/3446
Ilonoswy; M-po oOpasoRanus u Hayku Poc. 20130130.pdf

Denepaunn, Demep. roc.  GrOmKerT. obpazoBar.
YUPeXINCHAS BHICHI. Npod. obpasoBanus «Open6ypr.
TOC. YH-T». - DNEKTPOH. TeKcToBble AaH. (1 daitn: Kb).
- Openbypr : OI'Y, 2013. -Adobe Acrobat Reader 6.0.

7.2, IlepAroantieckue H3XaHus

1. Xypuan «JlenompounssoacTeoy

2. Kypuan «Cexperapckoe neon

3. Xypuan «CrpaBoYHHK CeKpeTaps 1 oduc-MeneKepay
4. Xypran «CripaBounnx kanposmxay

7.3. UnrepHeT-pecypent

L. hitp://www.wttc.org — opunuansHEI caifT Beemuproro cosera 1o nytemectsasam i TYPH3MY.

2. http://www.world-tourism.org — oQuUIMANEHEL] caliT BeemupHOI TYPHCTCKOHM OpraHd3almy.

World Tourism Organization UNWTO

3. http://www.rata.ru - ounuansHei cairr PoccHiickoro COI03a TYPHHIYCTPHH.

4. http://minstm.gov.ra — obuuHaTeHED caiiT Munwucrepersa cnopra, TYPH3Ma ¥ MOJOAEKHOLH

TONHTHKH PD

5. http://’www.russiatourism.ru - obuIMANLHEIH caifT PeepatsHOro areHTeTBa 1Io TypU3My

6. https://tonkosti.rw/ - xupag SHIMKIONCONA JUIA IYyTEMIEeCTBEHHHKOB. ONHCAHMS CTpaH,

KYPOPTOB H OTeJIeH, OT3BIBHI TYPHCTOB

7. http://www.turist.rbe.ru - Temaruseckmit caiit PEK o TYpH3Me

8. https://www.tourprom.ru/ ®oBOCTH Typu3Ma, TrOpAIHe TYPH, OT3BIBE 00 OTEIsSX u

TYPOLEPATOpaX, IYTCBEIE 32METKH TYPHCTOB, POTOOTUETH O Iy TEMECTBHSX

9. https://www.atorus.ru/ Accommarnus Typoneparopos Poccnu

10.  http://vladimirtravel.ru/ Oduuyaneusii TyprcTrueckmit nopran Bragumupekoi o6nactu

Komurer oo Typusmy anMUEMCTpaud BranuMupckoi o6nactu

11. http://www.ecotourism-russia.ru/ru/ - ACCOIHMALHS SKONOTHIECKOTO TYPHIMA

12. http://www termika.rw/dow/enc/razd3/od2 html - Tepmuka : 6asa maHHEX COZEPKUT
HHPOPMAUHI0 O  HOPMATHBHO-METOMHYECKOM perymupoeanuu IOV, paspabortke
HOPMAaTHBHBIX NOKyMeHTOB no JOVY, nokymeHTHpoBaHHIo HHQOpMAIlME H CO3MaHMK
JAOKYMCHTOB, OPTraHM3allMH H aBTOMATH3AI[AH AOKYMEHT0000pOTa, obecniedenun paboTs ¢
KaapoBOH JNOKYMEHTALHWEH, OpraHm3audn XPpaHEHHS HNOKYMEHTOB, OOVYEHHH OCHOBAM
JETIOTPOH3BOACTRA.

13. www.gdm.ru - Permomansmas o6mecTeeHHAS oprafmsaums "lwnenus  Viopasmmoummx
HoxymenTtanueii”.

14. https://openedu.ru/course/spbst/ CLEWO)/- «OtkperToe obpasosanuey, Katarmor KypCOB,
MOOK: «[lenonponseoncTso (ZoxymenTamuonnoe obecrneucHue).

IoanoTeKcTOBRIE §a3b1 AAMHBIX

15.Nudopmarmonnas npasosas cucrema «Koncynsrant [Tmocy

16. Madopmanmonnas Cucrema «[apanT»




8. MATEPUAJIBHO-TEXHIYECKOE OBECIIEYEHHUE JUCHMILIAHEI

Jins peanvzauun NaHHOH JMCIMILTHHBI HMEIOTCH CIENMATBHBIE TIOMEIIEHHS NI IPOBENCHHS
3QHATHH JICKIMOHHOIO THNA, 3aHATHE NPaKTHYeCKOro/Ta00paTOpPHOrO THIA, IPYIIIOBHIX H
HHIMBHIYANBHBIX KOHCYIBTALMH, TEKYILErO KOHTPOIL M MPOMEKXYTOUHOM aTTECTAINM, 4 TAKKE

IIOMEIIEHAS JUI CAMOCTOATENBHOHA paboTsl. [IpakTiaeckue/nabopaTopabie paGoTEl IPOBOATICS B
aymaropusax 102, 103 ygebHoro xopmyca Ne 5.

Ilepedens uemombp3yeMoro JIMIEH3HOHHOTO IPOrPaMMHOT0 obecnieuends: Microsoft Office.
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Pa6ouyio nmporpammy coctaeui npenonasarens O. A. Kasyposa %ﬁ

Penensent : 1
(mpencraBuTenh paboTonaTeNs) //%ﬂ /ﬂ wg 4s ¥,
& (MeeT0 ., p
TIOJUTHCH) M oty ;
P

[IporpamMma paccMOTpeHa H 000peHa Ha 3acelaniuu Kadeapsi:

[Tpotokon Ne S  or ;1305 (2 roma @%D h r“\
3aBeyiomuii kKageapon (/ / - /é/,f ; z of /\

(®UO, niouce)
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JIUCT IIEPEYTBEPKIEHU S

PABOYEN IIPOI'PAMMBI U CLIUIIJINHBI

Paboyas nporpamva onobpena Ha 2020/2021 yueOHEIH rox,
IIpotokon 3acenanus kademper Ne 1 0131.08.2020 roxa

3aBenyromuii kabenpoi TuC xaumunar nen. Hayk ['ysxosa JLT.

PaBouas nporpamma o106pena na £47/ /02 yaetuniit rox

TpoTokon 3acenanus kabenpet Ne ¢ o152 4527 rona

-
3asenytomuit kKadenpoit S« £ Lezres nsp, 4 Tpreotory 2
[74 [
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Paboyas nporpamma ogoOpena Ha y4eOHBIH roa

IIporokon 3acenanus kadeapsr No oT roaa

3aBenyromui kadenpoit




