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AHHOTAIUA

WHaeke TMCUUILIHHBI 110
y4eOHOMY TIaHy

HanmenoBanne JUCHUITIINHBI

b1.0.13 JOKYMEHTAILIMOHHOE
OBECIIEYEHUE TYPUCTUYECKOI1
JEATEJIBHOCTU
[enp uzydyeHus dopmMupoBaHue KOMIIETEHIINI B obyactu
JUCHUTITUHBI OpraHu3alu  JOKyMEHTO00OpOTa  TYpPUCTCKHUX

OpraHu3aiuii, JOKyMEHTHPOBAHUE YIIPaBICHUECKON
NEeSITEIbHOCTH Ha OCHOBE COBPEMEHHBIX TPeOOBaHMIA
C TNpPUMEHEHHEM COBPEMEHHBIX TEXHOJOTMH U
METO/IOB BEJICHUE TOKYMEHTO000poTa.

MecTo IUCIMILINHEI B JucuumnimHa b1.0.13 «/loxkyMeHTanMoHHOE

ctpyktype OINOII obecrieueHue TYPUCTHYECKOU JESATETbHOCTH
OTHOCHUTCH K 00sg3aTenpHoN yactu Y11

Komnerenmuu, OIIK-6

dbopMupyembie B pe3ysbTaTe
OCBOCHMS AUCITUTUIMHBI

ConepkaHue TUCIHUILTAHBI

1.JlokyMeHTaluOHHOE O0ecrieueHre yIpaBiIeHUs
2. CrtocoObI TOKyMEHTHPOBAHUS

3. FOpunnueckas cuiia JOKyMeHTa

4. Kagpsl TypUCTCKUX areHTCTB, SKCKYPCHOHHBIX
010po, TypomnepaTopoB

5. OCHOBHBIE JOKYMEHTBI, PETIIaMEHTUPYIOIINE
yIpaBieHUE MePCOHATIOM

6. KoHTpOoJIb UCTIOTHEHUST JOKYMEHTOB.
OrnepaTuBHOE XpaHeHue nei. Pabora ¢
KOH(PHUICHIIMAIBHBIMUA TOKYMEHTAMU

7. DKcrnepTu3a LIEHHOCTU JOKYMEHTOB, Iepeaayda J1ei
B apXMB

OO61mast TpyA0eMKOCTh
JUCIATUTHHBI

OO6mas Tpyao€MKOCTh AUCIMILTUHBI COCTABIsET 3
3a4éTHBIX eauaunbl 108 gyacos

®dopma MpOMEKYTOUHOU
aTTecTaluuu

3auer




Conepxanue

. Ilenpb u mnepedeHb IUIAHUPYEMBIX pPE3YyIbTaTOB OOYYEHHS TIO
JTUCIUIUIMHE, COOTHECEHHBIX C TUIAaHUPYEMBIMU pe3yJbTaTaMU OCBOCHUS
o0pa3oBaTeabHOMN MPOrpaMMBbl

2. Mecrto auctumiunsl B ctpykrype OITOIT 6akanaBpuara
3. O0beM MUCUUILTMHBI B 3a4E€THBIX €MHMIIAX C YKa3aHUEM KOJIMYECTBA
aKaJIeMUYECKHX 4YacoB, BBIJIEJICHHBIX Ha KOHTAaKTHYIO paloTy

oOydaronuxcst ¢ mpenogaBaTeneM (IO BHJIaM 3aHATHA) W Ha
CaMOCTOSTENIbHYIO paboTy 00yUYarommxcs

4. CopnepxxkaHue JUCHUIUIMHBL, CTPYKTYpPUPOBAHHOE IO TEeMaM
(pa3zmenaM) ¢ yKa3aHUEM OTBEJACHHOTO Ha HHUX  KOJMYECTBA
aKaJIeMUYECKUX YacOB U BUJIOB YUE€OHBIX 3aHATUI

5. KoHTpoap KauecTBa OCBOCHUS JUCIUILIINHBI

6. YueOHO-MeTOqMYEeCKOE 00EeCIIeUeHHE TUCITUTLINHBI

7. TlepeyeHb OCHOBHOM U JOMOJHUTEIBHOW Y4YEOHOW JUTEPATYpHI,
HEO0OXOIUMOM ISl OCBOCHUS TUCIUTIIIMHBI

8. Ilepeuyenn pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHHUKAIITHOHHOW CETH
"Unrepuer" (manmee - cerb "MHTEepHET"), HEOOXOIMMBIX ISl OCBOCHHS

JUCIHHITIINHBI

9. Meroauueckne yKazaHWSA I OOYYalOIIMXCS 110  OCBOCHHIO
JTUCIIUTLIAHBI

10. Tlepeyerr WHGOPMAIMOHHBIX TEXHOJOTHH, HCIHOIB3YEMBIX MPH
OCYUIECTBJIEHUU 00pa30BaTENBHOIO NMpoLEecca MO AUCLMIUIMHE, BKIIOYas
nepeyeHb  MOporpaMMHOro  oOecriedeHuss U MHOOPMAIMOHHBIX
CIPaBOYHBIX CUCTEM (ITPU HEOOXOIUMOCTH)

11. Onucanue MAaTEPUATIbHO-TEXHUYECKOTO obecrieueHusl,
HE0OXOIUMOT0, HEOOXOIUMOM NJIsi OCYIIECTBJICHHS 00pa30BaTEIBHOTO
nporiecca 1Mo AUCIUTUIINHE

[Ipunoxenue k PII/]
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1. Heab u nepevyeHb INIAHUPYEMBbIX Pe3yJaIbTATOB 00y4eHHS MO
AUCHUIIMHE, COOTHECEHHBIX C IVIAHMPYEMBbIMHU Pe3y/JIbTaTAMH 0CBOCHMS
o0pa3oBaTeJbHON POrpaMMbl

L[CJ'IB JAUCTTUITIIMHBI «I{OK}’MCHT&HHOHHOE? oOecricueHue TypHCTquCKOﬁ
ACATCIBHOCTHY» - cI)O]:’)MI/IpOBElHI/IG KOMHCTGHHHI?I B 00jacTtu OpraHu3anuun

opraﬂnsauﬂﬁ, AJOKYMCHTHUPOBAHHUC

ynpaBJleH‘IEECKOﬁ ACATCIBHOCT Ha OCHOBC COBPCMCHHBIX Tpe6OBaHI/Iﬁ C

JIOKyMEHTO000pOoTa TYPUCTCKUX
NPUMEHEHUEM  COBPEMEHHBIX
JIOKyMEHTO000pOTa.

TEXHOJIOTUN

151 MCTOO0B BCACHUC

B pesynbrate ocBoenus OIIOII 6akanaBpa o0ydaromuiics T0JKEH OBIaIETh
CJICAYIOIIMMU Pe3yJIbTaTaMu OOYUYEHUS MO JUCHUTLIAHE:

Konbr Pesynbrarsr ocBoenus: OI1OIT [IepeueHb IaHUPYEMBIX PE3YJIBTATOB I10
KOMIIETEHIINHU JUCUUIIIINHE
OIIK-6 Cnocoben npumenaTs (OIIK 6.1 3HaTh:
3aKOHOIaTEJILCTBO 3aKoHOMaTenbcTBO Poccuiickont Penepanyu B
Poccuiickoii ®enepanun, a |cgepe npeaocTaBIeHUsi TYPUCTCKUX YCIyT
TaKxke HopMbl [OIIK -6.2 ymeTh:
MEXIYHApOJAHOIO TpaBa MpPH |OCYLIECTBIATH MOMCK U 00OCHOBAHHO MPUMEHSTH
OCYILIECTBIICHUHU HE00X0IUMYI0 HOPMAaTHBHO-IIPABOBYIO
npodeccuoHanbHOM ITOKYMEHTALMIO JIJISl AESITEIbHOCTHU B
JIeATEIIbHOCTH podecCuOHANBHOM e TEIbHOCTH
OIIK6.3 Biagerh:
HaBbIKAMU OPraHU3allUU JIOKYMEHTO00O0pOTa B
COOTBETCTBUU C HOPMATUBHBIMH TPEOOBAHUSIMU

2. Mecto nucuniuinnabl B ctpykrype OIIOII 6akanaBpuara

Hucnummaa b1.0.13

«JlokymeHTanmonHoe obecreueHue

TYPUCTUYECKOU

JEATEILHOCTHY OTHOCUTCSA K 00s13aTenbHOl yact Y11

JucuunnmHaa

«JloKyMEHTallMOHHOE

obecrieueHue TYpUCTUYECKOU

JEATEIBHOCTH» U3y4aeTcsi 00y4JarolMMUCs Ha 2 CEMECTPE.

[Tpu n3ydeHnn TaHHOW AUCIUILIMHBI O0YYaIOIIUICS UCTIONIB3YET 3HAHUS,

BBenenue B cienuanbHOCThY, «H(pOpMaIIMOHHBIE TEXHOJIOTUH B
npodecCHoHaNbHOM eI TeNbHOCTHY. V3yueHne qUCIUTUTHHBI HEOOXOIUMO IS

JAJbHEUILIETO N3YYEHUS TAKUX JUCHUIUINH KakK: « CEpBUCHAS IESITENBHOCTDY,
«Yupasnenue opucomy». Jucrumnimna «JlokyMeHTallMOHHOE 00eCIieueHNe
TYPUCTUYECKOU JieaTebHOCTHY unTaercss Ha OPO u 3P0 BO BTOPOM ceMecTpe.

3. O0beM IMCUMIIMHBI B 3a4€THBIX eJUHULAX C YKa3aHUEM KOJIU4eCcTBa
aKaJeMHU4eCKHMX YaCOB, BbIICJEHHBIX HA KOHTAKTHYIO padoTy o0y4aromuxcs
C mpenogaBarejieM U Ha CAMOCTOAITEJIbHYIO Pa0doTy 00y4aroImuXxcs
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OO6mrast TPYJOEMKOCTh ITUCIUIUIMHBI COCTABJISET 3 3a4eTHBIX eauHuil, 108

AKaJCMHNYCCKHUX Yaca.

3.1 Oovem oucyuniunsl nO 6UOAM YUEOHBIX 3aHAMUI (8 Yacax)

st ounout popmbl 00ydeHUsT

OO6m1as Tpy10EMKOCTh JUCHUTUIMHBI COCTABIACT 3 3a4€THRIX eauHuIlbl 108 yacos

O0BLEM TUCHUILTUHBI

Bcero uacos

oOyuarornuxcst (BCero)

O6mmas TPy T0eMKOCTh JUCITHUILIHHBI 108
AynutopHas paborta (Bcero): 38
KonTakTHas paborta 38
Jlexkun 26
CeMuHApBI, MPAKTHYECCKUE 3aHIATHS 12
CamocrosiTennbHasi  padora 70

3adgeT

Jliis1 32049HOi popMBbI 00yUeHHSA

O6mas Tpy10EMKOCTh JUCIUTIIMHBI COCTABIIsACT 3 3a4€THBIX eauHuIbl 108 gyacoB

O0LEM TUCHUILIHHBI

Bcero yacos

OO611ast TPy I0€MKOCTh JUCHUTUIAHBI 108
KoHTtakTHas paboTa 6
AynutopHasi paboTa(Bcero): 6
JIexknuu 4
CeMuHapBI, TPAKTHYECKUE 3aHATHUS 2
CamocrosiTenpbHas  padoTa 98
00yyarommxcsi (BCero)

3aueT 4

4, Conepmanne ANCHUIIMHBI, CTPYKTYPUPOBAHHOC 110 TEMaM C YKA3aHHUEM
OTBCJACHHOI'0 HA HUX KOJIHMYECTBA aKaJCMUICCKHUX YaCOB U BUA0B y‘lCﬁHle

4.1. Pazoenwt Oucyuniunvl u mpyooemMKoCcmb

akadoemuueckKux uacax)

3aAHATHN

no euoam yueoHnwvix 3auamuil (¢

No Bcero
T

KoanuectBo yacoB




e HaunmenoBanue Tembl KonrtakTHas padota Bueayaur.
(aynuropHas pabota) pabota
BI O®0O | O3D Jlexuum [IpakTrueckue Camocr.
O pabota
ODO | 0300 | ODO | O3D0 | ODO 030
O
1 | JlokyMeHTaluoHHOE 14 10 2 - 2 - 10 10
obecrieyeHne
yIpaBJICHUS
2 | CnocoObt 16 22 4 2 2 - 10 20
JOKYMEHTUPOBAHHMSI
3 | FOpuanueckas cuia 14 20 4 - - - 10 20
JOKYMEHTa
4 | Kaapsl TypUCTCKHUX 16 10 4 - 2 - 10 10

areHTCTB,
AKCKYPCHOHHBIX OIOPO,
TYpONIEPaTOPOB

5 | OCHOBHBIE TOKYMEHTHI, 16 22 4 - 2 2 10 20
pETIIaMEHTHPYIOIIHE
yIIpaBJICHUE MTEPCOHATIOM

6 | KorTpoas ucnonHeHHs 16 12 4 2 2 - 10 10
JOKYMEHTOB.
OnepatuBHOE XpaHEHHE
nen. Pabora ¢
KOH(UICHIIMATEHBIMH
JOKYMEHTaMHU

7 | DkcriepTH3a HEHHOCTH 16 8 4 - 2 - 10 8
JIOKYMEHTOB, Iiepeaya
€N B apXHB

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

4.2. Cooepricanue OuCyuniIuHbl, CHPYKmMypuposanHoe no memam (pazoenam)

Tema 1. JlokymeHTALIMOHHOE 00ecneyeHre YIPaBJIeHUs

JIoKyMEHTaIllMOHHOE obecrieueHue yYIpaBJICHUS (10Y) - CUHOHUM
JEJIONPOU3BOCTBA, cnenuduueckoe HampaBJieHUE JEeSITEIbHOCTH.
JIOKyMEHTUpOBaHUWE U OpraHu3anus padoThl C OQUIHMAIBHBIMH JOKYMEHTaMH.
Opranuzaius padboThl ¢ JOKyMEHTaMH (MpUeM U epBUYHAast 00paboTKa JOKYMEHTOB,
WX TpelIBApUTEILHOE PACCMOTPEHUE W paclpeliesieHUue, perucrpanusi JOKyMEHTOB,
KOHTPOJIb ~ WMCTOJIHEHHUS  JIOKYMEHTOB, HH(POPMAIMOHHO-CIIpaBOYHAs paboTa).
Hcnonb3oBaHue JOKYMEHTOB B PA3JIMYHBIX 00JIACTAX €SI TEIbHOCTH.

Tema 2. Crioco0bl JOKYMEHTHPOBAHUS

Hocutenr  undopmanuu.  DJIEKTPOHHbIE  HOCUTENIHM  JOKYMEHTHUPOBAHHOM
unpopmarmu.  CpeactBa W cmOCOOBI  JOKYMEHTHPOBAHHUS,  TEKCTOBOE
JOKYMEHTUPOBAaHUE,  TEXHUYECKOE  JOKYMEHTHpOBaHHE,  (HOTO-KHMHO-BUIEO-
JOKYMEHTUPOBAHUE, JIEKTPOHHBIN JOKYMEHT, IOHATHE dJIEKTPOHHOIO TOKYMEHTA.
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[IpenmymiecTBa NCIOAB30BaHUS MIEKTPOHHBIX JTOKYMEHTOB, COIVIACOBAHUE IIPOEKTA
AIEKTPOHHOTO  JOKyMeHTa. llomIMHHOCTB, OpPHUIMHAIBHOCTD M KONHMMHOCTH
JIOKyMEHTA, 3aBEpEHUE KON JOKYMEHTa, 1yOIuKar.

CTpyKkTypa JOKYMEHTa, IOCTPOEHUE TIOKyMEHTa, (OpMYJIAp JOKYyMEHTA.

Tema 3. FOpuauyeckasi cujia JOKyMeHTa

[lonsiTue }OpHIIHIIGCKOﬁ CHIJIbI HOKYMCHTA, HOPUINYICCKU
3HaAa4YUMBIC PCKBU3UTHI JOKYMCHTA, IOpUINYCCKad CHJIa QJICKTPOHHOTI'O
JOKYMCHTA, 00s13aTeNIbHEBIC PCKBU3UTHI, IIOAIINCE, Jara AOKYMCHTA,

nevatb, Trpud  YTBEPKACHHUSA,  PETUCTPAIIMOHHBIA  HOMEp,  DJIEKTPOHHAs
g poBas nedatb. HopMaTuBHO-MeTOAMYECKAst OCHOBA JCIONPON3BOCTBA.

YcraB, nonoxxeHue, HHCTPYKITHS, PUKa3, paclopsDKEHUE, akT, MUChbMO, 0K HAS U
ciIy>keOHas 3aIlicKa, CIIpaBKa, I0rOBOP, JOBEPEHHOCTb, KaIO00bI.

Tema 4. Kaapbl TYpUCTCKHMX areHTCTB, IKCKYPCHOHHBIX 0I0PO, TYpOIIepaTOPOB
JomwxkHocTHas wuHCTpyKUuA. lloHATHE HODKHOCTHOM MHCTPYKUMH, NpaBujia
coctaBieHus. OOmmMe TmoNOXKEHUs, (QYHKIUU, JOJDKHOCTHBIE O0O0S3aHHOCTH,
B3aMMOOTHOIIICHUS, TIPaBa, OLIEHKa PabOThl, MOOUIPEHUS, OTBETCTBEHHOCTh, Ipu@d 00
yTBepkIeHun. [IpumepHbie 00pa3iibl JOKHOCTHBIX MHCTPYKLUN, PYKOBOIUTEISM
(IMpeKTOpy TypareHTCTBa), MEHEIXKEPY IO OPOHUPOBAHUIO U POJaKaM, MEHEIKEPY
10 MApKETUHTY, MEHEKEPY 10 ITEPCOHAITY.

Tema 5. OcHOBHBIE JOKYMEHTbI, perJiaMeHTHPYIOLIHe YIIPaBJIeHUe ePCOHAIOM
[Ipukassl 1o JMyHOMY coctaBy. [loHATHE IpUKa3a MO JMYHOMY COCTaBy, IpaBUIIA
COCTaBJICHUs, IITaTHOE pacHUCaHue, TPYAOBOH JOTrOBOp (KOHTPAKT), JHMYHAs
KapTOYKa, COCTaB PEKBU3UTOB, TPEOOBaHMS K MX O(GOPMIEHHUIO, TPEOOBaHUS K
OJlaHKaM JOKYMEHTOB M uX odopmiieHnto. Opranuzaiusi paboTel C JOKYMEHTaMH,
OPUHIUIOBL  PabOThl € JAOKYMEHTAMH, JOKYMEHTOOOOPOT, OCHOBHBIE TpPYIIIbI
JIOKYMEHTOB, paboTa ¢ BXOJAIIMMHU JTOKYMEHTAMHU, MOHITHE BXOJAIIUX JOKYMEHTOB,
Tanbl O0O0pabOTKM BXOIAIIMX JIOKYMEHTOB, HOPAJOK pPabOThl € BXOASIIUMH
JIOKyMEHTaMHU.

PaboTta ¢ ucxoasmmumu JOKyMEHTaMU. DTambl 00paOOTKHA UCXOMASIIUX JOKYMEHTOB,
HOPSAZOK pabOThI C UCXOASAIIUMU JOKYMEHTaMH, pErucTpanus JOKyMEHTOB.

Tema 6. KonTpoab ucnonHeHusi 1okyMeHTOB. OnepaTuBHOe XpaHeHHe el
Pabora ¢ koHpUIeHIIHAIbHBIMH T0OKYMEHTAMM

dopmupoBanue u opopmienue nen. Homenknarypa nei.

[IoHsiTve HOMEHKNaTypa AEd: TUMOBas, MPUMEPHAs, KOHKPETHOIO MPEANPHUATHS.
CopepsxkaHve HOMEHKIATYphl Aell, NopsAaok cocraBieHus. [lopsaok ¢popmupoBanus
Jie, paBuiia opopMIICHUS Al

OTBETCTBEHHOCTh 3a COXPAHHOCTb, MOPSANOK BBIAAYM JEJ, MNPOBEPKU HAIHYUA
JOKYMEHTOB, BbI1a4a OTIEIBHBIX TOKYMEHTOB. OpraHuzamnus po3bICKa TOKYMEHTOB.
[TonsiTue KOH(PUIEHIMATBHBIX TOKYMEHTOB, *YpPHaj PETUCTPAIlMU JOKYMEHTOB C
rpudom «KoHpuneHunanbHo.

Tema 7 JxkcnepTu3a HEHHOCTH JOKYMEHTOB, Nlepeaaya jiejl B apXuB
OnpeneneHue CpOKOB XpAaHEHUs, JOKYMEHTBI, II€pe/laBaeéMbleé Ha apXHUBHOE
XpaHEHHE.



OdopmieHne TOKyMEHTOB, CIaBaeMbIX B apXuB, (JOpPMbI ONMKMCHU M aKTa, Mepenaya
JIeJ1 B apXUB, YHUYTOKEHHUE JOKYMEHTOB C UCTEKIIUMU CPOKAMU XPAHECHMUSI.

4.3. TeMbl IPAKTHYECKUX 3aAHATHI

9

Temal: JlIokyMeHT-OCHOBHOM HOCUTEIb HH(pOpMAITUN
Bormpocsr:
1. Yrto siBRIsieTcsa MpeaAMETOM U 0ObEKTOM M3yUEHUS TUCHUTLITUHBI

((I[OKYMGHT&HI/IOHHOG oOecrneueHue ynpaBHCHI/IH»?

2. KakoBbl ocHOBHBIC 3agaun JJOY?

3. Urto Takoe nHpopMaIus U Kakue TpeOOBaHMS K HEH MPeIbABISIOTCS?

4. Yto takoe nokymeHT? Kakue (pyHKIMU OH BBIIIOIHSET?
5. 1711 uero HeOOXOANUMO COXPAHATH TOKYMEHTHI?
6. B uem 3akmtodaercs ynpaBieHHE TOKyMEHTaMuU?

Tema 2. IlpaBuna cocraBiaeHus u opopMiIeHUs TOKYMEHTOB
Bomnpocsr:

1.OcHOBHBIE U JOTIOJTHUTEIIBHBIEC PEKBU3UTHI.

2.®opMysap U OJIaHK JOKyMEHTa

3. s yero He0oOXOIMMO COXPAHATH JOKYMEHTHI?

4. B dem 3aKJIr04aeTcs yrnpaBieHUE JOKYMEHTAMMU?

5. CranaapTusanys JOKYMEHTOB.

Tema 3. JInunble opuIaTbHBIE JOKYMEHTBHI.

1.IIpaBuna opopmieHus 3asiBICHUS.

2. IIpaBuinia opopMieHUs: TMYHON JOBEPEHHOCTH.

3. [IpaBuna odopmiuenus. [Ipasuna odhopmienus aproouorpaduu.
4. TlpaBuiia oopmIIeHUS PACTTUCKH.

5. [IpaBuna oopmieHus pe3rome.

Tema 4. CipaBouHO-MH(DOPMALTMOHHBIE JOKYMEHTHI.
Bomnpocsr:

1.CripaBka-0CHOBHOM JOKYMEHT.

2.IlpaBuia cocTaBiaeHUs] U OPOPMIIEHUS CIPABKHU.
3.Tenerpamma.tenedororpamma. akc.
4.IlucebMa-BHUIBI UX.

5. Hoxnannas. OObsICHUTEIbHAS U CITy)KeOHAs 3aITUCKHU.

Tema S. Oprann3anuoHHbIE JOKYMEHTBHI.
Bomnpocsr:

1.YcraB.Buasl ero.

2. IlpaBuna ux cocTaBi€HUE.

3. Uuctpykiuu. [IpaBuiia ux cocTaBlieHHUs.
4. ITonoxenus. X peKBU3UTHI.

Tema 6. PactiopsimutennbHble JOKYMEHTHI.
Bormpocsr:
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1.3akon.IIpaBuna obhopmieHus.
2.Yxka3.Bunael ero.
3.Pacniopsixenus.IIpaBuna coctaBneHus.
4 Ilpuka3.Buasl ero.

5. IlpaBuiia cocTaBiIeHUS IPUKA30B.

Tema 7. X034lCTBEHHO-A0TOBOPHBIE TOKYMEHTHI.
[1nan.

1. JoroBop. [IpaBuna cocraBieHus.

2 .Buasl 10rOBOPOB.

3. Konrpaxkr. [IpaBuna ero cocraBieHus.

4. TpynoBble cOrnameHus.

Tema 8. JIOKyMEHTBI KOJUIETHAIBHBIX OPIaHOB.
[Tman.

1. ITpoTokon. Buabl mpoTOKOJIOB.

2. IlpaBuiia coctaBieHuss 1 OPOPMIICHUS UX.

3. AkT. Bungsl ero.

4. BeInmicka 13 NpoTOKOJIa-OCHOBHOTO JOKYMEHTA.

4.4.TeMbI CAMOCTOSITEJILHOUH PA0OTHI

Tema 1. JlokymeHTALIMOHHOE 00ecneyeHre YIIPaBJIeHUsA
1. Opranuzaius pabOThI ¢ JOKyMEHTaMu (MpUeM U TiepBUYHasi 00paboTka
JIOKYMEHTOB, UX TIPEIBAPUTEILHOE PACCMOTPEHHE U pacIpeiesieHue,
perucTpanus T0KyMEHTOB, KOHTPOJIb HCTIOJTHEHUS JOKYMEHTOB,
nH(pOpMaIIMOHHO-CTIpaBOYHAs paboTa).
2. Wicnonb3oBaHWe JOKYMEHTOB B Pa3/iMyHbIX 06/1acTaAX AeATeNbHOCTH

Tema 2. Cioco0bl TOKYMEHTHPOBAHHUS
1. IlpenmyiiecTBa HMCHOJIB30BAaHUS 3JEKTPOHHBIX JIOKYMEHTOB, COIJIACOBaHHE
IIPOEKTA DJEKTPOHHOIO JOKyMeHTa. IlOMIMHHOCTB, OpPUIHMHAIBHOCTL U
KOMUUHOCTH JOKYMEHTA, 3aBEPEHHUE KON JOKYMEHTa, TyOIuKar.
2. CTpyKTypa AOKYMEHTa, NOCTPOEHME AOKYMEHTa, POPMYNAp JOKYMEHTA

Tema 3. FOpuauveckasi cujia JOKyMeHTa
1. HopmaTuBHO-METOIUYECKasi OCHOBA JI€JIOMPOU3BOICTBA.
2. YcTaB, NONOXKEHNe, MHCTPYKLMA, NPUKA3, pacnopsaXKeHne, akT, MTMCbMO,
[OKNaAHasa n cny>kebHasa 3anncKa, CnpaBKa, AOrOBOP, OBEPEHHOCTb, XKanobbl

Tema 4. Kaapbl TYPUCTCKHX areHTCTB, IKCKYPCHOHHBIX 0I0PO, TYPONIEPATOPOB
1. Tlpumepnbie 00pasiibl JOTHKHOCTHBIX HHCTPYKITUN, PYKOBOIUTEISIM
(IUpeKTOpy TypareHTCTBA), MEHEKEPY MO OPOHUPOBAHUIO U TIPOJIAXKAM,
MEHEJDKEPY IO MAPKETUHTY, MEHEKEPY 110 IEPCOHAITY

Tema 5. OCHOBHBIE IOKYMEHTbBI, perjiaMeHTHPYIOIe YIIPABJIeHUE MePCOHATIOM
1.PaGota ¢ ucxoasuMu JTOKYMEHTaMHU. JTanbl 00paOOTKH MCXOISAIIUX
JIOKYMEHTOB, TIOPSIZIOK ~ pabOThl C  HCXOASIIMMHU  JIOKYMEHTaMU,
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perucTpanus J0KyMCHTOB.

Tema 6. KonTpoab ucnojHeHusi J0KyMeHTOB. OnepaTuBHOe XpaHeHHMe [iell.
Pa6ora ¢ koH(pUAEHIHATBHBIMA JOKYMEHTAMM
1.OTBETCTBEHHOCTh 3a COXPAHHOCTb, MOPSAOK BBIAAYU €I, MPOBEPKU
HAJINYKS JOKYMEHTOB, BbIIa4a OTEJIbHBIX JOKYMEHTOB.
2. Opranu3anus po3bicKa JOKYMEHTOB.
3.IlonaTne KOHGUIAEHIIMATHHBIX JTOKYMEHTOB, J>XYpPHAJ PpPETHUCTPAIAH
TOKyMeHTOB ¢ rpudom «KoHpuaeHITHATHHOY.

Tema 7 JkcnepTH3a HIEHHOCTH JOKYMEHTOB, Nlepeaaya jiejl B apXuB
1.0OdopmieHue T0KyMEHTOB, CJaBa€MbIX B apXUB, () OPMbI OMKCH U aAKTAa,
nepeaaya Jesl B apXuB, YHUUYTOXKEHHUE JOKYMEHTOB C UCTEKIITUMU
CpPOKaMH XpaHEHHUSI.

5.KOHTPOJIb Ka4eCTBA 0CBOCHUS IUCHHUILIMHBI
Texymuii KOHTPOJIb U MPOMEKYTOUHAS aTTECTALNS OCYLIECTBIISIOTCS B
cooTBETCTBUHU C «[loyi0kKEHNEM O TEKYIIEM KOHTPOJIE YCIIEBAEMOCTH U
POMEKYTOUHOM aTTecTali 00y4Jaromuxcs B ABTOHOMHONM HEKOMMEPYECKON
opranuzanuu «O0pa3zoBaTeibHasi OpraHU3alns BBICIIETO 00pa30BaHUs
«YHUBEPCUTET SIKOHOMUKH U YIIPABIICHUS.

Bun IIPOMEKYTOYHOU aTTecTali—3a4er. ®dopma [IPOBEACHUS
IIPOMEKYTOYHOU aTTECTALIUU — IIMCbMEHHBIN 3a4€T.
@OH/ OLIEHOYHBIX CPEJICTB 110 AUCLMUIUIMHE PUBEICH B IpUIIokeHUAX K PI1/]

6. YueOHO-MeTOoAnYecKoe o0ecnedyeHue qUCIHUILINHBI

Kocrenko, T. B. JlokymMeHTanlMOHHOE 0OecriedeHne TYpUCTHUECKON aesTenbHOCTH: OnopHbIN
koHcnekT Jieknwii/ T. B. Kocrerko. - Cumdepomnons: AHO "OOBO" "YOV", 2018. - 51 c.

/. IlepeyeHb OCHOBHOI U JONOJHUTEIbHOH Y4eOHOM JIUTEPATYPBHI,
He00X0AMMOi VIS OCBOCHUS AUCHUIIIMHBI

@) OCHOGHAA TUmMepamypa:

1. I'punbepr  A.C.  JIoKyMEHTallMOHHOE  OOecneYeHue  yIpaBJICHUS
[DnexTponHbI pecypc]: yueonuk— M.: FOHUTHU-JTAHA, 2020.— 392 ¢.— Pexum
noctymna: http://www.iprbookshop.ru/10497.— 5BC «IPRbooks»,

2. I'Baea M.B. Jlenonpou3BoACTBO [DJIEKTPOHHBIN pecypc]: CpaBOYHUK—
MuHCK:, Terpanur, 2021.— 224 c.— Pexum JOCTyTa:
http://www.iprbookshop.ru/28072.— 5BC «IPRbooks»

3. CumonsH, P. . JlokyMeHTaniMoOHHOE OOECIIEYEHHE CHUCTEMbI YIpaBICHUS
opranu3zamnueii : yueoHoe nocooue / P. 5. Cumonsin. — Capatos : Aii [1u Op Menaua,
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2021. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 3MeKTPOHHBIN //

OnextpoHHo-OmOmmoteynass cucrema [IPR BOOKS :  [caiit]. — URL:
https://www.iprbookshop.ru/72458.html (mata o6pamenus: 27.09.2022). — Pexum
JoCcTyma: IS aBTopu3up. nmosib3oBareneit. - DOI: https://doi.org/10.23682/72458

0) Oononnumenvhan 1umepamypa:

1. I'puropsin, 2. I'. lokymMeHTaIllmoOHHOE 0OecTeueHrne e TeIbHOCTH Telarora-
ncuxogora J100 : yue6Hoe nocodue / 3. I'. I'puropsin. — 2-e uza. — Caparon
: At ITu Op Menua, 2021. — 141 c. — ISBN 978-5-4486-0497-3. — Tekcr :
ANEKTPOHHBIN // DnexkTpoHHO-0ubMoTeunas cuctema [PR BOOKS : [caiiT]. —
URL.: https://www.iprbookshop.ru/83265.html (naTta ooparienus: 27.09.2022).
— Pexxum poctyma: i aBTopu3mp. NOJIb30BaTeNeH

2. NudopmaninoHHbIE TEXHOJIOTUN B JOKYMEHTAIIHOHHOM 00€CTIC€YeHUH
YIPABJICHUS U ApXUBHOM Jienie : yueOHuk 11t By30B / T. B. Konapamosa, H.
H. Kynsies, E. B. TepenrtbeBa, A. I'. ®abpuunos ; noa penakuueii H. H.
KynsieB. — Mockaa : Jloroc, 2021. — 408 c¢. — ISBN 978-5-98704-786-6. —
Tekcrt : anexTpoHHbIH // DnekTpoHHOo-0nbmmoTeunas cuctema [PR BOOKS :
[caiiT]. — URL.: https://www.iprbookshop.ru/70714.html (nata obpareHus:
27.09.2022). — PexxuM jgocTyna: st aBTOPU3UP. TI0Ib30BaTeICH

8. [lepeyenb pecypcoB HH()OPMALMOHHO -TeJIEKOMMYHUKAIMOHHOM CeTH
«/HTEpHeT», HEOOXOAUMBIX 1JISl OCBOCHH S JUCHUILIHHbBI

1. UadopmanmoHHo-ipaBoBoii  mopTtan  «l'apanT»: odummanpHbed  caWt. — URL:
http://www.garant.ru — TekcT: 3J1eKTPOHHBIH.
2. Hudposoii obpazoBarenbHbiii pecypc «IPRsmarty»: odpunumaneheiii caiit. — URL: http://
www.iprbookshop.ru/ — Tekct: 31eKTpOHHBII.
3. bubmmoreka mo  reorpadwum. l'eorpaguueckas  suuukionenus. —  URL:
http://www.geoman.ru— TekcT: 37eKTPOHHBIIA.
4. Teorpadus. [Tnanera 3emus — URL: http://www.gro.ru . — TekcT: 371eKTpOHHBII.

5. Teorpadus. py: crpanoBemueckass — URL: http://www.geografia.ru. — Tekcr:
JJIEKTPOHHBIN.

6. Kunyo GEO — URL.: [ http://www.geo.ru/.— TekcT: 31eKTpOHHBIH. _

7. Mup xapT: MHTEpaKTHBHBIC KapThl cTpaH u ropojoB a— URL: . http://www.mirkart.ru—

TekcT: 2NeKTPOHHBIN. .

9.Metoauyeckue ykazaHus AJis1 00y4arOIMXCS 110 OCBOCHUIO IHCHMIJIMHBI

[Ipu mnpoBemeHun JEKIUH, J1A0OPATOPHBIX 3aHATHUN, CAMOCTOSTEIHLHOM
paboTe CTYJIEHTOB MPUMEHSIOTCS HHTEPAKTHUBHBIC (DOPMBI TIPOBEACHUS 3aHITHI C
LENbI0 TMOTPYKEHHUSI CTYACHTOB B peajbHyl0 aTMmochepy MpodeccrnoHalIbHOTO
COTPYJHHUYECTBA MO pa3penieHruo MpobJieM, ONTUMAIbLHON BHIPAOOTKA HABHIKOB U
KauecTB Oynyiero crneuuanucra. MHTepakTUBHBIE (DOpPMBI MPOBEACHUS 3aHSATUN
npeanojaraloT o0ydeHue B COTpyAHHUYEcTBe. Bce yuyacTHUKHM 00pa3oBaTeIbHOTO
npoiecca (TpernojaBaTelb M CTYACHTb) B3aUMOJEHCTBYIOT JApPYT C JPYToM,
oOMeHUBaIOTCA HWH(OpMauel, COBMECTHO pemIaloT NpoOJeMbl, MOIEIUPYIOT
CUTYAaIHIO.

B yueGHOM mpoliecce UCTOIb3YIOTCS MHTEPAaKTUBHBIE (POPMBI 3aHSATHI:

1. Tsopueckoe 3amanue. BpITONHEHHE TBOPYECKUX 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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CTyJACHTa BOCIPOM3BEACHHE TMOJIYYeHHOW paHee wuHPopManuu B ¢opme,
OTIpeeNsieMOi MpenogaBaTesieM, U TPEOYIOLIeil TBOPUECKOTO MOIX0/1a.
2. I'pynmoBoe obGcyxaeHue. ['pymmoBoe oOCykaeHHE KOTro-TuOO0 BOIpoca
HANpaBJIEHO Ha JIOCTIKEHHWH JIyYlIeTO B3aMMOINOHMMAHUS M CIIOCOOCTBYET
Jy4IlIEMY YCBOCHHIO M3y4aeMOro MaTepuaia.

10.ITepevyenb HH(POPMANUOHHBIX TEXHOJOTH, HCIIOJb3YeMbIX NIPH

OCYIIECTBJIEHHMH 00Pa30BaATEJIbHOI0 NMPOLECCa M0 AUCHUILINHE (MOIYJIIO),

BKJIKOY Al NepeYeHb NIPOrPaMMHOI0 odecnedeHusi 1 HHGOPMAIMOHHBIX

CIIPABOYHBIX CHCTeM (MMPH HEOOXOAMMOCTH)

B npouecce JIeKIMOHHBIX U MPAKTUYECKUX 3aHATHI UCIIOJIB3YETCS CIEIYIOIIEE
IPOrpaMMHOE00ECTICUEHHE:

- IporpaMMbl, oOecneduBarolue Ja0cTyn B ceTbh MHTepHer (Hampumep,
«Google chromey);

- IPOrpaMMBbl, AEMOHCTPALMU BUJE0 MAaTEPUATIOB (HApUMEpP, IPOUTPHIBATEIb
«Windows Media Player»);

- IporpamMmbl Ui JAEMOHCTPAlMA M CO3[aHUs Npe3eHTauui(Hanpumep,
«Microsoft Power Pointy).

11. Onucanne MaTepHAJIbLHO-TEXHUYECKOT0 o0ecredeHms,
HEe00X0AMMOro0 AJIsl OCYLIeCTBJIEHHs 00pa30BaTEJIbHOIO MPoLecca 1o
AUCHUILINHE(MOTYJIIO0)

Jlyist mpenofaBaHus TUCHUIUIMHBI HE TpeOyeTcs CelHalbHbIX MaTepHAIbHO-
TEXHUUYECKUX CPEJICTB (Ja00paTopHOro 000PYAOBAHUS, KOMIBIOTEPHBIX KJIACCOB U
T.11.). OJIHaKO BO BpeMs JIEKIIMOHHBIX 3aHSTUH, KOTOpbIE MPOBOASTCS B OOJBLION
ayJIMTOPHUH, UCTIOIH30BATh IPOEKTOP AJI JEMOHCTPALIMH CJIAHI0B, CXEM, TAOJIHLI.





