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AHHOTAIUA

WHaeKke TMCHUIUIHHBI 110
yueOHOMY TUIaHy

HaumeHnoBanne IUCHMIIAHBI

b1.0.13 JOKYMEHTAILIMOHHOE
OBECIIEYEHHME TYPUCTHUYECKOI1
JEATEJIBHOCTU
[enp n3ydyeHus dopmupoBaHHe KOMIETECHIIUH B obnactu
JUCIHATIINHEL opraHu3anuu JOKYMEHTO0000poTa TYPUCTCKHUX

OpraHu3aiui, JOKYMEHTHPOBAHUE YIPABICHUYECKOU
JeSITeIbHOCTH Ha OCHOBE COBPEMEHHBIX TPeOOBaHUI
C TNpPUMEHEHHEM COBPEMEHHBIX TEXHOJIOTUH U
METO/IOB BeJIEHUE TOKYMEHT0000poTa.

MecTo TUCIMIIIINHEI B JucruniamHa b1.0.13 «/loxkymMeHTallmOHHOE

ctpykrype OIIOIL obecrnieueHue TYPUCTHYECKOMN JESATETbHOCTI
OTHOCHUTCS K 00s3aTebHOM yacTu Y11

Komnerenmuu, OIIK-6

dbopMupyeMBbIE B pe3yJIbTATE
OCBOCHHUSA NUCHUITIIINHBI

ConeprkaHue TUCIUILTAHBI

1.JlokyMeHTaIlMOHHOE 00ECTICUCHHE YITPaBICHUS
2. CriocoObl TOKYMEHTHPOBAHUS

3. IOpunuueckas cuiia 10KyMeHTa

4. Kaznpel TypUCTCKUX areHTCTB, SKCKYPCHOHHBIX
010p0, TypoIepaTopoB

5. OCHOBHBIE JOKYMEHTBI, PETJIAMEHTUPYIOLIUE
yIIpaBJIEHUE NTEPCOHATIOM

6. KOHTpOJIb NCTIOJHEHUS TOKYMEHTOB.
OmnepatuBHOE Xpanenue nen. Pabora ¢
KOH(HICHIIMATHHBIMU JOKYMEHTaMHU

7. DKcnepTu3a IeHHOCTH I0KyMEHTOB, Tiepeiada Jel
B apXMB

OO6mmas TpyA0€MKOCTh
JUCHUITIITNHBI

OO6mas Tpyao€MKOCTh JUCIUIIINHBI COCTaBIIsET 3
3auéTHBIX equHUIL 108 yacos

dopma MPOMEKYTOUHOMN
aTTecTaluu

3aueT




Conepxanue

1. Ilenp W mnepedeHb IUIAHUPYEMBIX pPE3yIbTaTOB OOYYEHHS TIO
JUCIUIUIMHE, COOTHECEHHBIX C MJIAHUPYEMbBIMU PE3yJIbTaTaMU OCBOCHUS
o0pa3oBaTeabHOI MPOrpaMMbl

2. Mecto nuctumiuael B cTpykType OIIOIT 6akanaBpuara
3. O0beM IUCHUIUIMHBI B 3aYETHBIX €AMHUIAX C YKAa3aHHEM KOJIMYeCcTBa
aKaJIEeMUYECKHX 4YacoB, BBIJICJIEHHbIX Ha KOHTAKTHYIO paboTy

oOyyarommxcsi ¢ TmpernojaBareiieM (10 BUJaM 3aHATUM) W Ha
CaMOCTOSITEIIbHYIO pa00OTy 00yJaromuxcs

4. ConepxxaHve AUCHUIUIMHBL, CTPYKTYpUPOBAHHOE IO TeMaMm
(pa3menaM) ¢ yKa3aHMEM OTBEJEHHOTO HA HHUX  KOJMYECTBa
aKaJIEeMUYECKHX YacOB U BUJIOB YUEOHbIX 3aHATUN

5. KoHTpoap kauecTBa OCBOCHUS JUCIUIIIINHBI

6. YueOHO-MeTOqMYECKOE 00eCIIeUeHHE TUCIIATLINHEI

7. TlepeyeHb OCHOBHOM U JIOMOJHUTEIBHON Y4YEOHOM JUTEpaTypHI,
HEO0OXOUMOM /ISl OCBOCHUS TUCHUTLITUHBI

8. Ilepedenp pecypcoB HHPOPMAITMOHHO-TEIICKOMMYHHUKAITMOHHOW CETH
"UnTtepuer" (manee - cetb "MHTepHeT"), HEOOXOAMMBIX MJII OCBOCHHS

JTACITATUINHBI

9. Meroanueckue ykazaHus Ui OOydaloIIUXCs 1O OCBOEHUIO
JAUCUIUTUTAHBI

10. Ilepeuyenr uHGOPMALMOHHBIX TEXHOJIOTUN, HCIIOJIB3YEMbIX IpHU
OCYIIECTBIECHUN 00pa30BaTENBHOTO MPOLIecca M0 TUCIUILINHE, BKIIIOYas
MepevYeHh  MPOrPaMMHOTO  oOecriedeHuss W WHOOPMAIMOHHBIX
CIPaBOYHBIX CHCTEM (NP HEOOXOIUMOCTH)

11. Onucanue MAaTEPHUAIBbHO-TEXHUYECKOTO obecrieueHus,
HE00X0IUMOro, HEOOXOJIMMOM NJisi OCYIIECTBJICHHUS 0Opa30BaTEIbHOIO
npolrecca no AUCIUIINHE

IIpunoxenue k PII]

11
11

12

13

13

13

13



1. Iesb U nepeyeHb IVIAHNPYEMBIX Pe3yJIbTATOB 00yUYeHHS 10
AUCHUILINHE, COOTHECEHHBIX C IVIAHUPYEMBbIMHU Pe3yJbTATAMHU 0CBOCHUSA
o0pa3oBaTeIbHOM MPOrpaMMbl

Henps aucrumiauHbl «JlOKyMEHTAIMOHHOE OO0ECIEeUEeHHE TYPUCTHYECKON
JeATeIbHOCTHY - DOpMHUpOBaHHWE KOMIICTCHIIMH B 00JIACTH OpTraHU3allu

OpraHu3alunu, JOKYMEHTHPOBAHUE

YIOPABJICHUECKOW JEeATEIbHOCTH Ha OCHOBE COBPEMEHHBIX TpeOOBaHUU C

JOKyMEHTO000pOoTa TYPUCTCKUX
NPUMEHEHHEM  COBPEMEHHBIX
JIOKyMEHTO000pOTa.

TEXHOJIOTUU

u METOJOB BCACHUC

B pesynbrare ocBoenust OIIOIT 6akanaBpa oOydaromuiics: J0JKEH OBJIAJETh
CJIEIYIOIMMHU PE3YIbTaTaMU O0yUCHUS 110 JUCITUTUIHHE:

Konpr Pesynbrars! ocBoenus OITOIT IIepedyeHs nIaHUPYEMBIX PE3yIbTAaTOB 110
KOMIIETEHIINHU JTUCLUIIIINHE
OI1K-6 Cnocoben npumensATs [OIIK 6.1 3HaTh:
3aKOHOIATCILCTBO 3aKOHOaTeNbeTBO Poccuiickon denepaunn B
Poccuiickoit ®eneparnuu, a [chepe mpeaocTaBIeHHs] TYPUCTCKUX YCIIyT
TaKKe HopMbI (OIIK -6.2 ymeTh:
MEXIYHapOJHOIO TpaBa MpPH |OCYLIECTBISTH MOUCK U 00OCHOBAHHO MPUMEHSTh
OCYIIIECTBIIEHUU HEO00XO0IUMYI0 HOPMAaTHBHO-TIPABOBYIO
npodeccuoHanbHOM ITOKYMEHTALMIO JUISl AESITENIBHOCTH B
JESTEIIBHOCTH npodecCHOHATIBLHOM 1A TENbHOCTH
OIIK6.3 Biagern:
HABBIKAMHU OPraHU3alUd JTOKYMEHTO000pOTa B
COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMH

2. Mecto nucuuniinnbl B cTpykrype OIIOII 6akanaBpuara

Hucuummua b1.0.13

«JlokyMeHTallMOHHOE ObecredyeHne

TYPUCTAYECKOU

NEATEIHLHOCTHY OTHOCUTCA K 00s13aTenbHOi yactu YII

JlncuurimHa

«JloKyMeHTallMOHHOE

oOecrieueHue TYpUCTUYECKOU

JESTEIIbHOCTI U3ydaeTcsi 00ydaroluMuUcs Ha 2 ceMecTpe.

[Ipu n3yyeHnn TaHHOW TUCIUIUIMHBI OOYYatOIUCs UCTIONIB3YET 3HAHUS,

Brenenue B cnenuanbHOCTh», «H(pOpMaIIMOHHBIE TEXHOJIOTUH B

npodeCCUOHAIBHON JIeaTeIbHOCTH». V3ydeHue AUCIUIIIIMHBI HE0OXO0IUMO IS

):[anLHeﬁmero HU3Yy4YCHUS TaKUX JUCIHUIIIINH KaK: ((CepBI/ICHaﬂ ACATCIBHOCTB»,

«Ynpasienue opucomy». Jucuumiuna «JloKkyMeHTaIlMOHHOE 0OecTieueHue
TypUCTHUYECKOU fesTenbHocTH» ynuTaeTcss Ha OPO u 3P0 BO BTOPOM CEMECTPE.

3. O0beM IMCUMILIMHBI B 3249€THBIX eJUHUIIAX ¢ YKA3aHUEM KOJIUYeCTBA
aKaJeMHU4YeCKMX YaCOB, BbIJIeJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4aloumuxcs
C MpenoaaBaresieM U Ha CAaMOCTOSITEJIbHYI0 pa00oTy 00y4aroImnxcst
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OO6mrast TPYZOEMKOCTh ITUCIUIIMHBI COCTaBIISICT 3 3a4eTHBIX eauHuil, 108

AKaJCMHNYCCKHUX Yaca.

3.1 Odvem oucyuniunsl no 6UOAM YUEOHBIX 3aHAMUL (8 Yacax)

i1 ouHoOi popMBbI 00yUEeHUHA

OO6mast Tpy10EMKOCTh JUCHUIUIUHBI COCTABIACT 3 3a4€THBIX equHuIlbl 108 yacos

O0BLEM TUCHUILTHHBI

Bcero uacos

00yuarommxcs (BCero)

OO61mas TPy 10eMKOCTh JUCITUILIHHBI 108
AynutopHast paborta (BCero): 38
KonTakTHas paborta 38
Jlexkumn 26
CemMuHaphbl, NPAKTUYECKUE 3aHITHUS 12
CamocTtosiTenpbHass  pabora 70

3auer

st 3a04H0i popMBbI 00yUeHUA

OO6mas Tpy10€MKOCTh JUCHUIUIMHBI COCTaBIISIET 3 3a4€THBIX eauHuIlbl 108 yacos

O0BLEM TUCHUILTHHBI

Bcero uacosn

OO61mas TPy I0eMKOCTh JUCITUTLINHBI 108
KonTtakTHas pabora 6
AynutopHasi pabota(Bcero): 6
JIexumun 4
CeMuHapbl, MPAaKTHYECKUE 3aHATHUS 2
CamocTosATenbHass  pabota 98
oOy4Jaronuxcsi (BCero)

3aueT 4

4. Conepixkanue TMCUMILIMHBI, CTPYKTYPUPOBAHHOE 10 TEMaM € YKa3aHHEM
OTBEJEHHOI0 HA HUX KOJIHYeCTBA aKAJIeMUYEeCKUX YACOB M BHI0B Y4eOHbIX

4.1. Pazoenvt Oucyuniaunol u mpyooemKoCHb

aKademuyeckKux uacax)

3aHATHN

no euoam yueoHvlx 3anamuii (6

No Bcero
T

KomnuectBo yacos




e HaunmenoBanue Tembl KoHnrtakTHas pabota Bneayaur.
(aynuTopHas pabota) pabota
BI O0P0 | O3d Jlexumm [TpakTrueckue Cawmocr.
O pabora
O0P0 | 0300 | OPO | O3DO | ODO 0O3d
O
1 | JlokyMeHTalnoHHOE 14 10 2 - 2 - 10 10
obecrnieueHue
yrpaBieHus
2 | CnocoObt 16 22 4 2 2 - 10 20
JOKYMEHTUPOBaHUS
3 | FOpunnueckas cuia 14 20 4 - - - 10 20
JIOKYMEHTa
4 | Kaapel TypuUCTCKHUX 16 10 4 - 2 - 10 10
areHTCTB,
AKCKYPCHOHHBIX O10pO,
TYpONIEpaTOPOB
5 | OCHOBHBIE TOKYMEHTHI, 16 22 4 - 2 2 10 20
perIaMeHTHPYIOIINE
yIpaBieHUE MEPCOHATIOM
6 | Kontponb ucronHeHus 16 12 4 2 2 - 10 10
JIOKYMEHTOB.

OnepaTtuBHOE XpaHEHHE
nen. Padora ¢
KOH(UICHINATEHBIMH
JIOKYMEHTaMu

7 | DxcnepTH3a HEHHOCTH 16 8 4 - 2 - 10 8
JTOKYMEHTOB, Iiepeaada
JeJ1 B apXHB

Bcero no nucnuruinae 108 104 26 4 12 2 70 98
3auer - 4
Hroro 108 108

4.2. Codepricanue OuCyunaIuHbl, CHPYKmMypuposanHoe no memam (pazoenam)

Tema 1. /lokymeHTallHOHHOE OOecriedeHUEe YIPaBJIeHUs

JIoKyMEHTaIlMOHHOE obecrnieueHue yIpaBJieHUsI (10Y) - CUHOHUM
JIeIONPOU3BOICTBA, cnernuduaeckoe HarpaBJlieHUE JESITETLHOCTH.
JIOKyMEHTUpOBaHWE W OpTaHu3anus padoThl ¢ OQUIIMATBHBIMU JOKYMEHTaMHU.
Opranusanus paboThl ¢ JOKyMEHTaMu (IpUeM U MepBUYHAst 00padoTKa JOKYMEHTOB,
UX TpeABapUTEIbHOE PACCMOTPEHHUE U paclpeiiesieHue, perucTpanus JOKYMEHTOB,
KOHTPOJIb ~ WCTIOJHEHUS JIOKYMEHTOB, WH(OpMaAIMOHHO-CIIpaBOYHasi paborta).
Hcnonp30BaHne JOKYMEHTOB B Pa3IMYHbIX 00JaCTIX ACSITENbHOCTH.

Tema 2. Cioco0bl JOKYMEHTHPOBAHUA

Hocutens  mnpopManmu.  DIEKTPOHHBIE  HOCHUTENHW  JOKYMEHTHPOBAHHOM
unpopmaruu.  CpeactBa M CHOCOOBI  JIOKYMEHTHUPOBAHUS,  TEKCTOBOE
JOKYMEHTUPOBAHHE,  TEXHUYECKOE  JOKYMEHTHpOBaHHE,  (HOTO-KMHO-BHUJIEO-

JAOKYMCHTHPOBAHHUC, BJICKTpOHHBIﬁ AOKYMCHT, IIOHATHUEC 3JICKTPOHHOI'O JOKYMCHTA.
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[IpenmymiecTBa NCIOAB30BaHUS MIEKTPOHHBIX JOKYMEHTOB, COTJIACOBAHHUE ITPOEKTA
ANEKTPOHHOTO  JTOKyMeHTa. [loaMHHOCTh, OpPUIMHAJIBHOCTH W  KONMHHOCTH
JIOKYMEHTA, 3aBEpPEHHE KOMUI JTOKyMEHTa, TyOIuKarT.

CTpyKkTypa JOKyMEHTa, MOCTPOEHUE TOKyMEHTa, (GOPMYIIIp JOKYMEHTA.

Tema 3. FOpuanueckasi cujia J0KyMeHTA

[Tonsitue }OpHHHqCCKOﬁ CHJIBI JOKYMCHTA, IOPUANYCCKU
3HAaYHUMBIC PEKBHU3UTELL JOKYMCHTA, IOpuan4dcCKas CHJIa OJICKTPOHHOTO
JOKYMCHTA, 00s13aTeNIbHEBIC PEKBHU3UTEI, IMOAIINCDH, Jarta JOKYMCHTA,

neyatb, Irpu(  YTBEPXKACHHS,  PETHMCTPALMOHHBI  HOMEp,  AJIEKTPOHHAS
uudposas neyats. HopMaTuBHO-MeTOIMYECKAs] OCHOBA JEJIOMPOU3BOICTBA.

VYcraB, nonoxxeHue, MHCTPYKIUS, IPUKa3, paclopsiKeHUe, akT, MUCbMO, JOKIaIHas U
ciyxeOHas 3arucKa, CIpaBKa, 10T0BOpP, JOBEPEHHOCTb, JKaJIO0BIL.

Tema 4. Kaapbl TYpUCTCKMX areHTCTB, IKCKYPCHOHHBIX 0I0PO, TYpONIepaTopoB
JlomxkHocTHass MHCTpyKuuA. IloHATHE JOJDKHOCTHOM HMHCTPYKLHM, IIPaBHIIA
coctapinerus. OOmue mONOXKEHUSA, GYHKIUHA, JTOJDKHOCTHBICE OOS3aHHOCTH,
B3aMMOOTHOIIICHMSI, MTPaBa, OLIEHKA pPadOThI, MOOMIPEHUS, OTBETCTBEHHOCTh, TP} 00
yTBepxkaeHuu. [IpumepHbie 00pasibl JOJDKHOCTHBIX HHCTPYKIIUM, PYKOBOIUTEISAM
(IMpEeKTOpY TypareHTCTBa), MEHEKEPY 10 OPOHUPOBAHUIO U MPOJaKaM, MEHEIKEPY
110 MAPKETUHTY, MEHEKEPY IO TTePCOHAITY.

Tema 5. OcHOBHbBIE IOKYMEHTbI, perjiaMeHTHPYIOlIie YIpaBjieHHue MepCcoOHAIOM
[Ipukassl mo nuuHOMY cocTaBy. [loHsATHE TpUKa3a MO JUYHOMY COCTaBy, MpaBuia
COCTaBJICHUS, LITATHOE pACHUCAaHUE, TPYAOBOM JOrOBOp (KOHTPAKT), JIHYHAS
KapTO4yKa, COCTaB PEKBU3UTOB, TpeOOBaHHUA K HUX oOdopmiieHHI0, TpeOOBaHUS K
OnmaHKaM JOKYMEHTOB M uX odopmieHuio. Opranuszaius paboTbl C TOKYMEHTAMH,
OPUHLUIBL  paboOTBl C JOKYMEHTaMH, JOKYMEHTOOOOPOT, OCHOBHBIE T'PYIIIBI
JOKYMEHTOB, pa00Ta C BXOJALIMMH JOKYMEHTaMH, OHITHE BXOASIINUX JOKYMEHTOB,
3Tambl OO0pabOTKM BXOASIIMX JOKYMEHTOB, MOPSIOK paboTbl € BXOJAUIMMHU
JIOKYMEHTaMHU.

PaboTa ¢ uCcXOAAIIMMHU JOKYMEHTaMH. DTarbl 00paOOTKU UCXOAALINX JOKYMEHTOB,
HOPSI0K PabOTHI C HCXOIAIMIMMU TOKYMEHTaMH, PETUCTPAIHS JJOKYMEHTOB.

Tema 6. KonrTpoab ucnojHeHusi J0KyMeHTOB. OnepaTuBHOe XpaHeHHe eJl.
PaboTa ¢ koH(pUAEHIHATBHBIMUA JOKYMEHTAMH

dopmupoBanue u ohopmieHue aen. Homenknarypa nein.

[ToHsiTMe HOMEHKIATypa JAE€i: TUIOBas, MPUMEpPHas, KOHKPETHOTO MPEANPHUSATHS.
ConeprkaHre HOMEHKJIATYPHI €N, TOPAI0K cocTaBieHus. [lopsmok dhopmupoBanus
Jie, paBuiia opOpMIICHUS JET.

OTBETCTBEHHOCTh 3a COXPAHHOCTb, MOPSAJOK BBIJAYM J€J, MPOBEPKU HATUUUS
JIOKYMEHTOB, BbIJlauya OTJEIbHBIX JOKYMEHTOB. OpraHuzaius po3bicKa JOKYMEHTOB.
[TonsiTne KOH(PUIACHIMAIBHBIX JTOKYMEHTOB, XypHall PETHCTPAIlUU JOKYMEHTOB C
rpudom «KoHnpunenmanbsHom.

Tema 7 JxcnepTH3a HEHHOCTH IOKYMEHTOB, Nlepeaaya JieJl B apXUB
OnpeneneHue CpPOKOB XpaHEHHUs, JIOKYMEHTHI, TIepeJaBaeMbleé Ha apXHUBHOE
XpaHEHHUE.
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OdopmieHne TOKyMEHTOB, ClIaBaeMbIX B apXuB, (OpPMbI ONMKMCH M aKTa, Mepenaya
JIeJ1 B ApXUB, YHUYTOKEHHUE JOKYMEHTOB C UCTEKIIMMU CPOKAMU XPAHECHMUS.

4.3. TeMbl IPAKTHYECKUX 3aAHATHI

Temal: JlIokyMeHT-OCHOBHOW HOCUTEIIb HH(OPMAITUU

Bompocstr:

1. Yro sBgeTcs npeaMeToM U 00BEKTOM U3YUYEHUS TUCLHUIIIMHBI
«JlokyMeHTallMOHHOE O0eCTIeUeHUE YIIPaBICHUS»?

2. KakoBbI ocHOBHBIC 3agaun JJOY?

3. Uto Takoe nHpopMaus 1 Kakue TpeOOBaHUs K HEH MPEeAbABIAIOTCA?

4. Yro takoe nokyMeHT? Kakne QyHKIMU OH BBIIOTHSET?

5. st yero HeOOXOAMMO COXPAHATH IOKYMEHTHI?

6. B ueM 3akiroyaeTcs ynpasiieHUe JOKyMEHTaMu?

Tema 2. [IpaBuna cocraBieHuss 1 0QpOpMIIEHUS TOKYMEHTOB
Bompocsr:

1.OcHOBHBIE U TONOJHUTENBHBIE PEKBU3UTHI.

2.®opMyiisip U OJaHK JOKyMEHTa

3. It yero HeOOXOIMMO COXPAHATh JOKYMEHTHI?

4. B ueM 3aKJIt04aeTCsl YIPABJIEHUE TOKYMEHTaMU?

5. CranpmapTuzanus J10KyMEHTOB.

Tema 3. JInunbie opunuanbHbIE TOKYMEHTHI.

1.IIpaBuna odopmiieHUs 3asBICHUS.

2. [IpaBuna opopmMiIeHUS TUYHOM TOBEPEHHOCTH.

3. [IpaBuna opopmiienus. [IpaBuna odhopmiieHus aproouorpaduu.
4. TlpaBuna oopMIIEHUS PACTTUCKH.

5. IIpaBuna opopmiieHHs pe3roMe.

Tema 4. CnpaBouHO-MHPOPMAIIIOHHBIE TOKYMEHTHI.
Bomnpocksr:

1.CnpaBka-0CHOBHOM JOKYMEHT.

2.IlpaBuna coctaBiieHus: 1 0QOPMIICHUS CIPABKH.
3.Tenerpamma.tenedoHorpamma. dakc.

4 ITucbma-BUIbI UX.

5. loknaanas. OObsICHUTENbHAS U CITy>KeOHAas! 3alICKU.

Tema 5. Opranu3aiMoHHbIEC IOKYMEHTBHI.
Bomnpocstr:

1.YcraB.Bunaesl ero.

2. [IpaBuia ux cocTaBlICHHE.

3. UacTpykiuu. [IpaBuiia ux cocTaBiieHHS.
4. Tlonoxenus. X peKBU3UTBHL.

Tema 6. PactiopsiiutenbHble TOKYMEHTHI.
Bomnpocsr:
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1.3akon.IIpaBuna ohopmiaeHus.
2.Yxka3.Bunael ero.
3.Pacniopsoxenus.IIpaBuia coctaBieHus.
4 .Ilpuka3.Bunsl ero.

5. [IpaBuna cocTaBiaeHUs MPUKA30B.

Tema 7. X0341lCTBEHHO-A0TOBOPHBIE TOKYMEHTHI.
[1nan.

1. Torosop. IIpaBuna coctaBineHus.

2 .Bunpl 1oroBOpoB.

3. Kontpaxr. [IpaBuiia ero coctaBieHus.

4. TpyAOBbIE COTJIALIEHMS.

Tema 8. JIoKyMEHTBI KOJUIETHATIBHBIX OPTaHOB.
[TmaH.

1. I[IpoTokon. Buabsl mpoTOKOJIOB.

2. [IpaBuna cocraBiieHust 1 0HOPMIICHHS HX.

3. AkT. Bugpsi ero.

4. Beinucka u3 NpoTOKOJIa-OCHOBHOTO JOKYMEHTA.

4.4.Tembl caMmoOCTOSITEIbHOM PadoOTHI

Tema 1. /lokymeHTallMOHHOE 00ecTieyeHUE YIIPABJIEHUS
1. Opranuzanust paboThl ¢ JOKyMeHTaMu (IIpUeM U MepBUYHast 00padoTKa
JIOKYMEHTOB, HX TPEJBAPUTEIHLHOE PACCMOTPEHUE U pacIipe/ie]iCHHE,
perucTpanus J0KyMEHTOB, KOHTPOJIb HCTIOJTHEHUS JOKyMEHTOB,
nH(OPMaAIMOHHO-CIIPAaBOYHAs padoTa).
2. Vcnonb3oBaHWe AOKYMEHTOB B Pa3/IMYHbIX 061acTaAX AeATeNbHOCTH

Tema 2. Cioco0bl JOKYMEHTHPOBAHUA
1. IlpeumymiecTBa MCHOJB30BAaHUS DJEKTPOHHBIX JOKYMEHTOB, COIJIACOBAaHUE
IPOEKTa DSJEKTPOHHOTO JOKyMeHTa. IlOJUIMHHOCTb, OpPUIMHAIBHOCTH U
KOIMITHOCTh JOKYMEHTA, 3aBEPEHNE KON TOKyMEHTa, 1yOJIMKaT.
2. CTpyKTypa AOKYMEHTa, NOCTPOEHNe JOKYMeHTa, GOpMyAp AOKYMEHTa

Tema 3. FOpuanueckasi cujia J10KyMeHTa
1. HopMaTHBHO-MeTOAWYECKAsi OCHOBA JICJIONPON3BOJICTBA.
2. YcTaB, NON0OXEHMEe, MHCTPYKLUUSA, MPUKA3, PacnopsasKeHne, akT, MMCbMO,
NOKNaZHaA 1 cny»kebHan 3anucka, cnpasKa, 40roBop, A0BEPEHHOCTb, Xanobbl

Tema 4. Kaapbl TYpUCTCKMX areHTCTB, IKCKYPCHOHHBIX 0I0PO, TYPOINIepaTOpoOB
1. TlpumepHsbie 00pa3iibl JOJKHOCTHBIX HHCTPYKIIMM, PYKOBOJIUTEISIM
(IMpEeKTOpy TypareHTCTBAa), MEHEXKEPY 10 OPOHUPOBAHUIO U MTPOJIAXKaM,
MEHEJKEPY IO MAPKETHHTY, MEHEKEPY 10 NMEPCOHATY

Tema 5. OcHOBHBIE JOKYMEHTbI, periiaMeHTHPYIolIHe YPaBJieHue MepCoOHAIOM
1.PaboTta ¢ uCXOQAIIMMH JOKYMEHTaMHU. DTambl 00pabOTKH HUCXOISIINX
JOKYMEHTOB, TOPSiIOK  paboOThl €  HUCXOASIIMMU  JOKYMEHTaMH,
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perucTpanust JOKyMCHTOB.

Tema 6. KonTpoab ucnojiHeHusi J0KyMeHTOB. OnepaTuBHOe XpaHeHHe iel.
PaboTa ¢ koH(pUAEHIHATBHBIMUA JOKYMEHTAMM
1.OTBETCTBEHHOCTh 3a COXPAHHOCTb, MOPSJIOK BBIAAYM JIEJI, NMPOBEPKHU
HAJINYKS JOKYMEHTOB, BblIa4a OTAEJbHBIX JOKYMEHTOB.
2. Opraau3anus po3biCKa JOKYMEHTOB.
3.IlonsaTne KOHGUIACHIMATBHBIX JTOKYMEHTOB, J>XypHall PErHUCTpPaIiH
TOKyMeHTOB ¢ rpudom «KoHpuaeHITHATHHOY.

Tema 7 JxkcnepTr3a HEHHOCTH JOKYMEHTOB, Ilepeaaya JieJ B apXuB
1.0¢dopmnenne 10KyMEHTOB, CIABAEMBIX B apXUB, OPMBI OIKUCHU U aKTa,
nepeaaya Jesl B apXuB, YHUUTOKEHHUE TOKYMEHTOB C UCTEKIITUMU
CpPOKaMH XpaHEHHUS.

5.KoHTpoJIb Ka4yecTBA 0CBOCHUSI JUCIUANIMHBI
Tekymuii KOHTPOJIb U MPOMEKYTOYHAS aTTECTALNS OCYILIECTBIIIOTCS B
COOTBETCTBHHU C «[lom0KEHMEM O TEKYILEM KOHTPOJIE YCIIEBAEMOCTH U
IPOMEXKYTOUHOM aTTecTaly 00yJaronuxcs B ABTOHOMHOM HEKOMMEPUECKOU
opranuzaiuu «O0pa3oBareiabHasi OpraHu3alys BbICIIEr0 00pa30BaHUS
«YHUBEPCUTET DKOHOMUKH U YIIPABICHUS».

Bun IIPOMEKYTOYHOU arrecranyu—3ader. dopma NIPOBEIECHUS
IIPOMEKYTOUYHOU aTTECTALMU — IMCbMEHHBIN 3a4eT.
@DOHJ1 OLIEHOYHBIX CPEACTB M0 JUCUUIUIMHE TPUBEIECH B NPUII0KEeHUAX K PI1/]

6. YueOHO-MeTOoAn4YecKoe o0ecnedyeHne TUCHUILIUHBI

Kocrenko, T. B. JlokyMeHTaimOHHOE 00€CTICUeHNE TYPUCTHICCKOMN AesiTenbHOCTH: OMOPHBIN
koHcnekT Jieknuit/ T. B. Kocrenko. - Cumdeponons: AHO "OOBO" "YOV", 2019. - 51 c.

/. IlepeyeHb OCHOBHOI1 U JONOJTHUTEILHOI YUeOHOI JIUTEPaTYpPHhI,
HEe00X0AMMO 1151 0CBOCHUS AMCUMILIMHBI

@) OCHOGHaA Tumepamypa:

1. I'punbepr A.C.  JlokyMmMeHTauMoHHOE  oOecleYeHHe  yIpaBIICHUS
[DnexTponnsIil pecypce]: yaueonnk— M.: KOHUTU-JIAHA, 2020.— 392 c.— Pexum
noctyna: http://www.iprbookshop.ru/10497.— DbC «IPRbooksy,

2. I'aeBa U.B. JlenomnpousBojacTBO [DIEKTpOHHBIN pecypc]: CIpaBOYHUK—
MuHck:, Terpanur, 2019.— 224 cC— Pexxum JOCTYTIA:
http://www.iprbookshop.ru/28072.— 5BC «IPRbooks»

3. CumonsiH, P. f. JlokyMeHTallMOHHOE OOECIEYeHHE CUCTEMBI YIpaBICHUS
opranuzanueit : yueonoe nocodue / P. . Cumonsan. — Caparos : Aii [Iu Op Meaua,
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2019. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 31€KTpOHHBIN //

OnekTpoHHO-OMOmMoTeyHass cuctema [PR BOOKS @  [caiit]. — URL:
https://www.iprbookshop.ru/72458.html (mata o6pamenus: 27.09.2022). — Pexum
JOCTyTA: JJisi aBTOpU3up. mosib3oBarenei. - DOI: https://doi.org/10.23682/72458

0) OononnumenvHan 1umepamypa:

1. I'puropsn, 2. I'. JlokymeHTalImoOHHOE OOECTIEUeHHE JIeATEbHOCTH Me1arora-
ncuxosiora J10O : yuebHoe nocodue / D. I'. I'puropsin. — 2-e¢ uza. — CapaTtoB
: At I[Tu Op Menua, 2019. — 141 c. — ISBN 978-5-4486-0497-3. — Tekcr :
AJIEKTPOHHBIH // DnexkTpoHHO-O0nbmoTeunas cuctema IPR BOOKS : [caiiT]. —
URL.: https://www.iprbookshop.ru/83265.html (nata o6parmienus: 27.09.2022).
— PexxuMm nocryma: aist apTopu3up. MoJab30BaTENeH

2. NndpopMannoHHbIE TEXHOJIOTHH B JOKYMEHTAIIMOHHOM 00€CIIeueHUN
yIpaBJeHUS U apXUBHOM Jenie : yueOHuk 1t By3oB / T. B. Kongpamona, H.
H. Kynses, E. B. Tepeatnena, A. I'. ®abpuynoB ; moj penakmueit H. H.
Kynses. — Mockaa : Jloroc, 2019. — 408 c. — ISBN 978-5-98704-786-6. —
TekcT : aneKTpoHHbIH // DnekTpoHHOo-0nbmoTeyHas cuctema [IPR BOOKS :
[catiT]. — URL.: https://www.iprbookshop.ru/70714.html (1ara oOpaieHus:
27.09.2022). — Pexwum JocTyna: Ijisi aBTOPU3UP. MOJIb30BaTENICH

8. [lepeyeHb pecypcoB HH()OPMALIMOHHO -TeJIEKOMMYHHKAIIMOHHOM CeTH
«/HTEpHET», HEOOXOAUMBIX JIJISl 0CBOEHH S JUCIHUILIUHBI

1. UadopmanmonHo-ipaBoBoii  mopTtan  «l'apanT»: odummaneHed  cait. — URL:
http://www.garant.ru — TekcT: 3JIeKTpOHHBIN.
2. udposoii obpazoBarenbHblii pecypc «IPRsmarty: odunmansueii caiir. — URL: http://
www.iprbookshop.ru/ — TekcT: 3J1eKTpOHHBIH.
3. bubmmuoreka mo  reorpagpum.  I'eorpadpmueckas  sHumkiIonenus. —  URL:
http://www.geoman.ru— TekcT: 3JeKTPOHHBIH.
4. Teorpagus. [lnanera 3emns — URL: http://www.gro.ru . — Tekct: 3neKTpOHHBIH.

5. Teorpadus. py: crpanoBequeckas — URL: http://www.geografia.ru. — Tekcr:
3JIEKTPOHHBIM.

6. Kuyo GEO - URL: [ http://www.geo.ru/.— TekcT: 3neKTpOHHBIH. _

7. Mup KapT: HHTEpaKTHBHBIC KapThl cTpaH u ropomoB a— URL: . http://www.mirkart.ru—

TexkceT: DJIEeKTPOHHBIN.

9.MeToauyeckne yKazaHus 1JI1 00y4al0IMXCH M0 OCBOCHUIO THCHHUILINHBI

[Ipy mnpoBemeHUM JIEKIUNA, Ja0OPATOPHBIX 3aHATHM, CAMOCTOSITEIHHOM
paboTe CTYJIEHTOB MPUMEHSIOTCS MHTEPAKTUBHBIE (POPMBI MPOBEACHUS 3aHATUN C
LEIbI0 TOTPYKEHHSI CTYACHTOB B pealibHyl0 aTMocdepy MpoPecCHOHAIBHOTO
COTPYIHHMYECTBA MO Pa3peUIeHUI0 MPOOJIeM, ONITUMAILHON BBIPAOOTKA HABBIKOB U
KauecTB Oynmymiero crnenuanvicra. MHTepakTuBHBIE (OPMBI MPOBEIACHUS 3aHATUN
npenosiaraloT oOydeHue B COTpyJaHMYecTBe. Bce ydacTHuUKHM 00pa3oBaTeabHOro
npoiecca (mpenoaaBaTedb M CTYIEHTbI) B3aUMOJEUCTBYIOT APYr C JPYIOM,
oOMeHMBarOTCA HWH(OpMaIMeld, COBMECTHO pEeHIaloT MPOOJIEMBbI, MOICITUPYIOT
CUTYaLIHIO.

B yueOHOM mpoliecce UCTOIb3YI0TCI UHTEPAKTUBHBIE (POPMBI 3aHATHM:

1. TBopueckoe 3agaHue. BpIMmosHEeHHE TBOPUECKUX 3aJaHUN TPEOYIOT OT


http://www.garant.ru/
http://www.geoman.ru/
http://www.gro.ru/
http://www.geografia.ru/
http://www.geo.ru/
http://www.mirkart.ru/
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CTyJIGHTa BOCIPOM3BEIACHUE TMOJIYy4YeHHOU paHee wuHPopMammu B Gopme,

OIIpeIeNsIeMOil ITperoJaBaTeneM, u TpeOyromei TBOPUECKOTO MOAX0AA.

2. I'pynmoBoe oOcyxaenue. ['pynmoBoe obOcyxaeHHe KOro-imbo Bompoca
HANpaBICHO HAa JOCTM)KCHUW JYYIIEro B3aMMOIOHMMAHUS U CIIOCOOCTBYET
JIydIIeMy YCBOCHHIO U3y4aeMOro MaTepHania.

10.ITepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHIA, HCIIOJIb3YyeMbIX NPH

OCYILIeCTBJIEHMH 00PAa30BATEJIbHOI0 MPOLECCA M0 AUCHUILINHE (MOIYJII0),

BKJIIOYasi MlepevyeHb MPOrPaMMHOro ofecrevyeHus 1 HH(POPMANMOHHBIX

CIIPABOYHBIX CHCTEM (IIPH HEOOXO0IMMOCTH)

B nponecce NeKIMOHHBIX U MPAKTUYECKUX 3aHATUN UCIIONB3YETCs CIEyIOUIee
porpaMmMHoOe00ecieyeHHE:

- MporpaMmbl, oOecreuuBaronye AO0CTyll B ceTh HWHTepHeT (Hampumep,
«Google chrome»);

- IPOrpaMMBbl, JEMOHCTPALMU BUJIEO MAaTEPUATIOB (HAIpUMEpP, IPOUTPHIBATEIb
«Windows Media Player»);

- IporpamMmsl Uil JEMOHCTPAllMM M CO3JaHUs Ipe3eHTaluui(Harpumep,
«Microsoft Power Point»).

11. Onucanne MaTepuAJIbLHO-TEXHUYECKOr0 o0ecreYeHus,
HE00X0AMMOro JIl OCYLIEeCTBJICHHs 00pa30BaTe/IbLHOI0 MpoLecca 1o
AUCHHUTLTAHE(MOIYJII0)

JUis mpenofaBaHus TUCUUILIMHBI HE TPeOyeTcsl cenuaibHbIX MaTepUaibHO-
TEXHUUYECKUX CpeJCTB (J1abopaToOpHOr0 00OpY0BaHMS, KOMIBIOTEPHBIX KJIACCOB U
T.1.). OHAaKO BO BpeMsl JIEKLIMOHHBIX 3aHATHI, KOTOpbIE MPOBOJATCS B OONBILION
ayJIMTOPUH, UCIIOJIB30BATh IPOEKTOP ISl IEMOHCTPALMH Caii10B, CXeM, TaOJIuII.
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