AHHOTAINA

vuediol nMenunmes «JloKyMesTHpoBaiye B TOCTHHHYHON RESTENBHOCTHY

Hanpasiieuue moarotoku dakanaspos 43.03.03 - «NoctruHHUHOE Aeno»

ITpodyuiib MOArOTOBKH «I OCTHHHYHOE W PECTOPAHHOE AIMUHUCTPHUPOBAHUE

Kadenpa koMMepliMK M rocTeIPHEMCTRA

Iens usyueHnusn
JHCHUILIHHBI

®opMUpoRaHHe Yy CTYISHTOR Oa3oBoH cHCTeMBl 3HaHuil B
00NacTH JeONPOM3BOJCTBA: IIPABUI OpraHHzalui padoThl ¢
JIOKYMEHTaMH YIIpaBJIEHHS; OCHOBHEBIX NOJAXOA0B K
[IPOCKTUPOBAHUIO  JIOKYMCHTOB M CHUCTEM  ITOKYMEHTAIHU;
HOPMAaTUBHOH 0a3b! 1e10MPOH3BOACTBRA.

Kparkas xapakrepucraka
YUCOHOIH JIHCIIILTHHbI
(ocnoBHbBIC GIIOKU, TEMBbI)

Komnerenuuu,

1. Hsyuenue pexsusurton ¢ 1-30 cornacuo 'OCTy P 7.0.97-

2016

—

GdpopmIieHre NITATHOTO PACIHCAHHUS
3anonHeHne (OPM NPHKA30B (paclopsxeHUH) o npueme
Ha paboTy. O UpeKpallleHWH AEHCTBHSA TPYROBOrO JOICBOpA €
pPAbOTHUKOM.

4. CocraBnenue npukaza 00  OTHECEHHH CBEJACHHH K
KOMMCPUCCKOH Taiilic NpeitipusTis.

5. Cocrapienue (opm OlraHkoB: 0OLICFO, 1TMCbMa U JIPYIUX
BUJIOB JIOKYMEHTOB,

6. CoCTaBNeHUE HOJIOKEHHS O CTPYKTYPHOM NOAPA3/ICIICHHH,
JLOJIKHOCTHBIE HHCTYKIIHH.

7. CocraBieHue pacnopsaUTeNbHbIX JTOKYMCHTOB,
M3/IABAEMBIX HA OCHOBE UPHHUHMIOB eIMHOHAYAIHs: [pHKa3,
pacropsiKkenue.

2
3.

8. Cocrasicuue pacnopaIHTENLHBIX JOKYMEHTOB,
H3/ldBAEMbIX Ha OCHOBE IIPHHIIHIIOB KOJUIETHANLHOCTH: PCLICHUL,
MIPOTOKOIL.

9. CocrarneHHe axTa, JOKIQJHOM 3amMckd  (BHCIUNCH M
BHYTPCHHEH), 3asBl€HUs. CHPaBKW, TeNerpamMMbl, [HCbMa,
pacnuUcKy, JOBEPEeHHOCTH (AUYHOH U opUIHANBHOM).

10. CocrasneHue IpAMepHON HOMEHKNATYPEI Aeh.

t1. IlepBuyHble yueTHbIC JIOKYMCHTBI JIMYHBIE KapTOUKH TIO
popme T-2.

12, JlokymenTsl 1HuHOro jaeja. [pynoBble KHHMKKH: BEIECHHE,
XpateHne, 3al0JHECHHE TPYILOBOH KHHAKKH.

13. CocrarneHne 3aspJICHUI © fpHeMe Ha pabory, O
NpeJOCTaBICHAN  EXKETOANOro OTnycka, o0 YBOJILHEIIMH [0
CODCTBEHHOMY KEIIaHHUIO.

14. Cocrapienne XapaKrepucTHKH Ha padOTHHKA.

15. OdopMmiieHHe KOMaHMPOBOUHBIX ACKYMEHTOB: [IpHKa3
(pacnopsbkeHHe) O HalparjicHHM pabOTHHKA B KOMaHIMPOBKY,
KOMaH#pOBOYIIOe YIOCTOBEPCHUE PadOTHUKA.

16. Cocrapieniye alkeTbl I'ocTs (COocTaBIeHHE PecTOPanHoro
MCHIO).

OK-4 CITOCOOHOCTE  MCIIOIB30BATh OCHOBBI  NPAROBLIX




((l)OpMprCMb[e B PC3YJALTATC
| ocsoenns yuebnoi
JABCIEHILIHH B

3HAHWUH B paziHUHBIX cepax KU3HeAeITeThbHOCTH.

OlK-1 crocoOHOCTE  peliars  CTaHJapTHBIC — 3aladd
HpodecCHOHANLHOR ACSTeNLHOCTH Ha OCHOBC HIIpOpMaliMOHHOH
" ouduorpaduuecKoit KYNBTYPBI c NprMEHESHUEM
HHPOPMAHHOHIO-KOMMYHHKAIIHOHHBIX TEXHOJIONHH H € Y4eTOM
OCHOBHBIX  TpeboBarMil  undopmanuoHHOl  0c30MacHOCTH,
MCHONb30BATh PA3AUUIBIC UCTOUHUKH HHbopMauuu 1o od0beKTY
IOCTUHUYHOT'O IPOJIYKTa;

OIK-3 FOTOBHOCTL IIPHMEHATL HOPMATHBHO-MPABOBYIO U
TEXHOIOTHHECKYIO JIOKYMCHTAIIHIO, pernaMeH THPYIOIYIO
TOCTHHHYHYIO JCATC ILHOCTE.

[K-5 CIIOCOOHOCTD KOHTpPOJIMPOBATE BBIIOJIHCHHE
TEXHONOTHYECKHUX [IPOLECCOB M JOTKHOCTHBIX HHCTPYKIMH B
FOCTHIMYHOH ACATEIBHOCTH, I'OTOBHOCTL K OpraHuzanuy padot
10 [OJTBCPHACHHIO COOTBCTCTBUS CHCTCMC  KIIACCH(MKAIIHU
FOCTUHHIL M JIDYTHX CPEJICTB Pa3MEHICHUSL.

|
|
;
|

__ijill{N'lCllOISalll-]e JHCITHII I,
. IlCOGXOﬂH.“\‘[b[X JILJIsE OCBOCHIH
' ranoii yaedoii

AMCUHILAHHDBL

Pycckuif si3bIK M KyJbTypa peuu, [IpaBoseneHne

| 3]!31[!15[, ¥YMEHHH, HABLIKII,
HOJIYYIAEMbBIC B IIDOIIECCE
H3IYUCHHA JJUHCHHNJIHHBIL

Namp:

- BHJ1bl H [IPHU3HAKH HOPMaTHBHbLIX A10KYMeHTOR (OK-4);

- COCTaB JIOKYMEHTOB ClEUWaNbHBIX CHCTEM MOKYMEHTAIHH
{OK-4);

- (OpMBI M METOJIBl CHEHHAITbHBLIX CHCTECM JIOKYMCHTALIMH
(OIK-1):

- OCHOBHBIE Nanpasicuust YHU(QHUKAUMM U CTAHAAPTH3ALUH
clrcUMaIbHbIX cHueTeM JokymenTauuu (OITK-1);

- (opMynspsl
cucremsl fokymentannu (OIIK-3, TTK-5).

JIOKYMEHTOB, BXOJAIIHX B CIelHalibHbIe
YMenb:

- TIPUMEHATL OCHOBBI ITIPAROBBIX 3HAHHH NPH COCTABICHHU
nokymenrtos (OK-4);

- HCUHOIL30BATE 3NICKTPOHHBIC CHUCTCMbIL ,HOKYMCI{TOO60pOT€l

(ONK-1);
- COCTABIATE " O(l)OpM_TIHTb JTOKYMCHTEI, BXOOMALINAC B
CIICIIHATBHEBIC CHCTEMEI AOKYMCHTALIAH B COOTBCTICITBHM C

1pedoBaHMAMH rocyiapeTeentinix crannapros (OITK-3, [TK-5).
eAademnp:
- HABBIKOM COCTaBJICHHS CXeMbl JoKkyMeHTooOopota (O1IK-1);
- MCTOHKOH odopmienus JokymeHtos (OI1K-3);
- HaBbIKaMH padoThl ¢
odopmncuuio zokymentor (O11K-3);
- YMEHHEM  KOHTPOIMPOBATH
HopMaTdBUbIX RokymeHToB {[1K-5).

HOPMATHEBHBIMH - JOKYMCHTZMH 110

BBLIITOJIHEHHE BHYTPCHHHAX

Henonpsyenble
: HIICTPYMEHTAILHBIC H
HPOTPAMMITEIC CPCACTBA:

 IIpesentamuu (Power Point), 21eKkTponbic yueOHBIC MaTepraibl

B MuTeprert. anexTponnrle pacesiiku o E-mail, paboune
TETPAIU

P opMBl TCKYHICTO

KO[ITpOJ]beIE pa60T1,1, CAMOCTOATCIIBHBLIC 3a1aHH A (B T.4.




| KOHTPOJIsi: JIOMAIITHKE 3aJ[aHKs, JIOKJIQ/Ibl, KeHCB), PEHTHHI-KOHTPOJIb

- DopMa NPOMEKYTOUHOI'O 3auer

| KOHTPOJIsI:

CocrapuTeb alHoTalui

3aseytoumii kadepoi Kul

Hpescenareis yuebHo-MeTOIHUECKOH KOMUCCHH
nanpagienus 43.03.03




