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Nuaexe AucuunJIMHbI M0
Y4eOHOMY ILIAHY

HaumenoBanue AUCIHHUITINHBbI

b1.0.13 JOKYMEHTALIMOHHOE
OBECNIEYEHUE TYPUCTHYECKOM
AEATEJBHOCTH
Ilenp n3yyenus ®opMupoBaHue KOMIIETCHIINH B obnacTtu
JUCLIUILIAHEI OpraHu3aly  JOKYMEHTOO0OpOTa  TYPHUCTCKUX

opraHu3alui, JOKYMEHTUPOBAHUE YIPABICHUECKOU
JIeATETLHOCTH Ha OCHOBE COBPEMEHHBIX TPeOOBaHMIA
C TPUMEHEHHEM COBPEMEHHBIX TEXHOJOTUH U
METOJ/IOB BEJICHHE IOKYMEHTO000POTA.

MecTo pUCHUILIMHEI B JlucounnuHa b1.0.13 «/loxyMeHTamOHHOE

crpykrype OITOIT obecrieueHne TYPUCTUYECKOM JEATEIIbHOCTH»
OTHOCHUTCS K 00s13aTenbHOo# yactu Y11

Komnerenmuu, OIIK-6

dbopMupyembie B pe3ysbTaTe
OCBOCHMS JUCITUTUIHBI

ConeprkaHue TUCIHUILTAHBI

1.JlokyMeHTaluOHHOE O0eCTIeueHUE yIpaBICHUS
2. CrtocoObI TOKyMEHTHPOBAHUS

3. FOpunnueckas cuiia JOKyMeHTa

4. Kagpel TypuUCTCKUX areHTCTB, SKCKYPCHOHHBIX
010po, TypomnepaTopoB

5. OCHOBHBIE IOKYMEHTHI, periiaMeHTUPYIOIIHE
yIpaBieHUE MePCOHATIOM

6. KoHTpob UCIIOIHEHUS! JTOKYMEHTOB.
OneparuBHOE XpaHeHue aen. Pabora c
KOH(UICHIIMATLHBIMHA JJOKYMEHTaMHU

7. DKcrnepTu3a IEeHHOCTH TOKYMEHTOB, Tiepeayda Jel
B apXUB

OO61mas TpyA0eMKOCTh
JUCIATUTHHBI

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

®dopma MpOMEKYTOUHOU
aTTecTaluuu

3auer




COJAEP)KAHHUE

1. Llenp u mnepeueHb IUIAHUPYEMBIX pE3YyJIbTAaTOB OOY4YEHHsS IO JUCLUILIMHE,
COOTHECEHHBIX C IUIAHUPYEMbIMU pe3yJIbTaTaMUd OCBOCHHsI 00pa3oBaTeNbHOM
MIPOrPAMMBI

2. Mecto qucuumiunsel B ctpykrype OITOII 6akanaBpuata

3. O0beM AWCHUIUIMHBI B 3a4EeTHBIX EIWHHUIAX C YKa3aHHEM KOJIM4YeCTBa
aKaJeMHYECKHX YacoB, BBIICIECHHBIX Ha KOHTAKTHYIO pPaldOTy oOy4aroumxcs ¢
npernojaBaTesieM (1Mo BUAAM 3aHITHI) U HA CaMOCTOSATEIbHYIO Pab0Ty 00ydaromuxcs
4. CopepxaHue NUCUUIUIMHBI, CTPYKTYpUPOBaHHOE IO TemaM (pa3zenam) ¢
yKa3aHUEM OTBEACHHOTO Ha HHUX KOJUYECTBA aKaJIEMUYECKHMX YacoB U BHUJOB
Y4eOHBIX 3aHITHHA

5. KoHTpoJsib KauecTBa OCBOEHUS TUCIUILIINHBI

6. YueOHO-MeToIn4YecKoe obecreyeHne TUCIUTUTUHBI

7. IlepeueHb OCHOBHOM U JOTIOTHUTEIHHON yUeOHOU JUTEepaTyphl, HEOOXOIUMOM IS
OCBOCHUSI JIUCIIUTLITMHBI
8. [lepeuens pecypcoB HHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu "MHTepHeT"
(mamnee - cetp "UHTepHET"), HEOOXOAUMBIX JJISI OCBOSHUS JUCIUTIIIMHBI
9. Metoauueckue yKazaHus JUisi 00Y4aroIIUXCsl IO OCBOGHHUIO JUCITUILTAHBI
10. IIepeuenp MHDOPMALIMOHHBIX TEXHOJIOTUH, HCIONb3YEMbIX MPHU OCYIIECTBICHUU
00pa3oBaTEeNBHOrO TpoIecca MO JAWCHUILIMHE, BKJIIOYAs MEPEYeHb MPOTPAMMHOTO
obecrieueHrs 1 MHPOPMAITMOHHBIX CITPABOYHBIX CUCTEM (TP HEOOXOAMMOCTH)
11.  Onucanme MaTepualbHO-TEXHUYECKOTO  OOECHedeHHs, HEeoOXOAUMOTO,
HEOOXOAMMOM ISl OCYIIECTBICHUS 00pa30BaTEIILHOTO MpOoIecca 0 AUCITUTIINHE
12. ITpunoxenue x PT1J]

[ep 1N )]

11
11

12
13
13
13

13



1. EJIb U ITIEPEYEHD IVTAHUPYEMBIX PE3YJIbTATOB OBYYEHUS 11O
JUCHUIVIMHE, COOTHECEHHBIX C INTAHUPYEMbBIMU PE3YJIbTATAMU
OCBOEHUS OBPA30OBATEJBLHOM ITPOT'PAMMBI

Lenb JUCIHATIIHHBI «/loxymeHTannonHnoe obOecrieyeHue TYPUCTHYECKOM
JEeSTENIbHOCTHY - DOpMHUPOBaHHE KOMITETEHIINI B 00JIACTH OPTaHU3AIMH JOKYMEHTO000pOoTa
TYPUCTCKUX OpTraHW3allhid, JTOKYMEHTHPOBAHHUE YIPABICHYECKON ICATEIHPHOCTH Ha OCHOBE
COBPEMEHHBIX TPeOOBaHUI C MPUMEHEHUEM COBPEMEHHBIX TEXHOJOTHA U METOJIOB BEIICHUE
JIOKYMEHTO000pOTA.

B pesynbrate ocBoenust OITOII 6akanaBpa oOydaromuics 10JDKEH OBIAJACTh CISAYIOIIMMHI
pe3yiIbTaTaMu 00YYCSHHS 110 AUCIUILINHE:

Konsl PesyabraTsl ocBoenuss OIIOII| Ilepedyenn niiaHnpyemMbIX pe3yJibTATOB 110
KOMIIeTEeHIIUH NUCHMILINHE
Cnocoben npumMenaTh (OIIK 6.1 3HaTH:
3aKOHOIaTEJILCTBO 3aKoHOMarenscTBO Poccniickoit ®enepanuu B
Poccuiickoit ®Penepanun, a (chepe NpeaoCcTaBIeHUsI TYPUCTCKUX YCIIYT
TaKke Hopmsl [OI1K -6.2 ymerTs:
MEXYHApOJHOI0 MpaBa MPHU (OCYLIECTBIATh MOMCK U OOOCHOBAHHO IPUMEHSTH
OCYILIECTBIICHUHU HE00X0IUMYIO HOPMAaTUBHO-TIPABOBYIO
OIIK-6 npodeccuoHaIbHON TOKYMEHTALUIO Ui JIeSATEIIbHOCTH B
JIeATEIIbHOCTH podecCuOHANBHOM e TENIbHOCTH
OIIK6.3 B1aneTs:
HaBBIKAMH OpraHW3alMd JIOKyMEHTO00OpOTa B
COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAHUAMHU

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOIl BAKAJIABPUATA

Hucuumnuna b1.0.13  «/lokymMeHTanlMoHHOE O0ecTieueHue TYPUCTUYECKOM IeSTeNbHOCTH
OTHOCHUTCS K 00si3aTenbHON yactu YII

[Ipy m3ydyeHuM OaHHOW IUCUUIUIMHBI OOydYarolIMics HCIONIb3yeT 3HaHud «BBeneHue B
crienuanbHOCThY», «MHGOpPMAIIMOHHBIE TEXHOJOTHH B MPOPECCHOHAIBHOU JCSITEIBHOCTIY.
W3ydyeHrne IOUCHUIUIMHBI HEOOXOAUMO JUIs JalbHEHIIero H3yYeHUs TaKuX JUCIHILIMH Kak:
«CepBHCHas JAEATETBHOCTBY, «YmpaBieHue oducomy». JucuumimHa «J{oKyMeHTaIllMOHHOE
obecrneueHrne TypUCTHUECKOH AestensHocTH» ynTaetcss Ha OPO u 3DO0 Bo BTOPOM ceMecTpe.

Hucumnmuaa  b1.0.13 « JIokyMeHTaIlmoHHOe ~ o0ecreueHne TYPUCTUYECKOMN
JESTENILHOCTHY HM3y4aeTcsl 00yJarouMHCs OYHON (hOpMbI 00y4deHHUsT | 3a04HOM (popmbl 00yueHus
BO 2 ceMecTpe.

Tunsl 3amay podecCHOHANBEHON AEATeTbHOCTH, K KOTOPBIM TOTOBUTCS OOYYarOIIUICS,
oTpeieNIeHbl YIeOHBIM IJIAHOM, @ HMEHHO:

— OpraHU3alMOHHO-YTIPABICHYECKHIA;

— TEXHOJIOTHYCCKHIA,

— CEPBHUCHBIM.

[lepeyerr  OCHOBHBIX O0BEKTOB (WM  oOmacte  3HaHHWS)  TPodecCHOHATLHON
JIeATETbHOCTH BbITYCKHUKOB:

—  TYPUCTCKHM  TIPOIYKT, BKJTFOYAIOITU T OCHOBHBIE, JOTIOTHUTENLHBIE |
COINYTCTBYIOILINE TYPUCTCKHUE YCIIyTH, ero paspaboTka u MIPOEKTUPOBAHUE
POrpaMM TYPUCTCKOTO 0OCTY>KUBaHUS;

— TYPUCTCKHE OPTaHU3aLMU U OpTraHU3allui TYPUCTCKON UHIAYCTPUU;

— TYPUCTCKHE PETMOHBI U TEPPUTOPUH;

— TEXHOJOTHMU  OOCITY)KWBaHUS  KIUEHTOB, TEXHOJNOTWYECKas JIOKyMEHTalus U
nH(pOpPMAITMOHHBIE PECYPCHI;

— TOTpeOUTeNH TYPUCTCKOTO TMPOAYKTA, WX 3aMpOChl, MOTPEOHOCTH H KIIOUEBBIC
LIEHHOCTH;



— IIepBUYHBIE TPYAOBbBIE KOJIJIEKTUBBI OpraHU3aluil TYPUCTCKON MHAYCTPUN

3. OFbEM JUCIHUIIINHGBI B 3AUETHBIX EJMHULIAX C YKAZAHUEM
KOJIMYECTBA AKAJJEMUYECKHNX YACOB, BRIIEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIINXCS C IPENOJABATEJIEM (IIO BUIAM 3AHSITHIN) M HA

CAMOCTOSITEJIBHYIO PABOTY OBYYAIOLIUXCS

OO6mast TpyA0EMKOCTh AMCIUIUIMHBI COCTaBIseT 3 3aueTHhIX enuHuil, 108 akageMHU4ecKux
Jaca.

3.1 O0beM IUCHUILVIMHBI 110 BHJAAM Y4eOHbIX 3aHATHII (B Yacax)

st ounoii popmbl 00yueHust
OO6miast TpyA0EMKOCTh AUCIUIUIHHBI COCTABISET 3 3a4€THBIX eanHuIlbl 108 yacos

O0BbEM M CHHUIIMHBI Bcero yaco
OO611ast TpyA0€MKOCTh JUCITUTUIHHBI 108
AynuropHas padota (Bcero): 38
KonraktHas paboTa 38
Jlexmun 26
CeMuHapbl, IPAKTUYECKUE 3aHATHUS 12
CaMocTosTenbHast paboTa o0yyarouuxcs (BCero) 70
3auer -

st 3a049HO# (popMBI 00yUEeHHS
OO61mas TpyA0EMKOCTh JUCIUTUINHBI COCTaBIseT 3 3a4€THRIX enquHuUIlBl 108 yacos

O0BbEM JUCHUILIHHBI Bcero uacos
OO011ast TPyA0€MKOCTh AUCIUIITUHBI 108
KonTakTHas paborta 6
AynutopHas paboTa(Bcero): 6
JIekmn 4
CeMUHApPHI, TPAKTHYECKUE 3aHATHUS 2
CaMocTrosTenbHasg padora o0yuaromuxcs (BCero) 98
3ader 4
4. COAEP)XAHME JUCIHUIIJIMHBI, CTPYKTYPUPOBAHHOE I10
TEMAM (PA3BAEJAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX
KOJINMYECTBA AKAJIEMUYECKHUX YACOB 1 BUJIOB YYEBHBIX
3AHSTHUI
4.1. Pa3zgean] TMCHUILIHMHBI TPYAOEMKOCTh 0 BHJIaM yuyeOHBIX 3aHATHH (B
aKaJeMHUYeCKHUX Yacax)
Ne HanmenoBanne TeMBI Bceero KommuectBo yacos
T KonTakTHas pabora Bueaynaur.
e (aymuropHas pabota) pabora
M OPO | O3D Jlekuun [IpakTrueckue CamocT.
BI O paborta
O®O | O3P0 | ODO | O3DO | ODPO 03D
(0]
1 | JoxyMeHTalMOHHOE 14 10 2 - 2 - 10 10
o0OecrieueHue
yIIPaBICHUS




2 | Croco6bl 16 22 4 2 2 - 10 20

JOKYMEHTUPOBAHMS

3 | FOpunuueckas cuia 14 20 4 - - - 10 20
JOKYMEHTA

4 | Kaapsl TypUCTCKHUX 16 10 4 - 2 - 10 10
areHTCTB,
9KCKYPCHOHHBIX OIOPO,
TYpOIEpaTOPOB

5 | OcHOBHBIE TOKYMEHTHI, 16 22 4 - 2 2 10 20
pETrIaMeHTHPYIOIINE
yIpaBJICHUE MIEPCOHATIOM

6 | Kortpons ucnomHeHwus 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
JIeTI B apXHB

Bcero no mucuumimae 108 104 26 4 12 2 70 98
3auer - 4
HUroro 108 108

4.2. Conep:kanue TMCHHUIJIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM (pa3aeiam)

Tema 1. JlokymMeHTaLMOHHOE O0ecnieyeHHe YIIPABJIEHUA

HoxymentanmonHoe obGecrieuenue ympasieHuss ([JOY) - cuHOHMM Jenonpou3BOICTBA,
crnenuuyeckoe HamnpaBiIeHUE eATENbHOCTH. JIOKYMEHTHpOBAaHHME M OpraHu3anusi paboThl ¢
opunuanbHBIMM JOKyMeHTaMu. Opranuzaius paboThl € JOKyMEHTamMH (IIpUeM U TepBUYHAs
00paboTKa JOKYMEHTOB, MX MpPEIBApUTEIbLHOE PACCMOTPEHUE U pACIpENeTIeHHE, PEerucTpanus
JIOKYMEHTOB, KOHTPOJb HCIOJHEHUS JOKYMEHTOB, HWH()OPMALMOHHO-CIIpaBOYHasi paboTa).
Hcnonp30BaHre JOKYMEHTOB B Pa3JIMYHbIX 00JACTSIX JESTEIbHOCTH.

Tema 2. Cioco0bl JOKYMEHTHPOBAHMA

Hocurens uHpopManuu. DJIEKTPOHHBIE HOCHUTEIH JOKYMEHTHPOBAaHHOW HWH(OpMALUU.
CpenctBa M crmocoObl JJOKYMEHTHPOBaHHUS, TEKCTOBOE JOKYMEHTHPOBAaHUE, TEXHUYECKOE
JOKYMEHTHPOBaHHUE, (OTO-KHMHO-BHJIEO-TOKYMEHTHPOBAHNUE, JJIEKTPOHHBIA TOKYMEHT, IOHSITHE
AIIEKTPOHHOT'O IOKYMEHTA.

[IpeumymiecTBa MCHOJIB30BAaHUSL DSJEKTPOHHBIX JIOKYMEHTOB, COTJIACOBAHHWE TPOEKTa
AIIEKTPOHHOT0 JAOKyMeHTa. [IoATMHHOCTD, OPUTHHAIBHOCTh M KOIMHHOCTD JIOKYMEHTA, 3aBEpPEeHUE
KOIUN TOKYMEHTa, TyOJINKAaT.

CrpyKTypa TOKYMEHTa, IOCTPOCHUE TOKyMEHTa, (hOpMYJIsip JOKYMEHTA.

Tema 3. FOpuauyeckas cujia J0KyMeHTA

IlonsTue IOPUIUYECKON CUJIBI JOKYMEHTA, IOpUINYECKU
3HA4YUMBbIE PEKBU3UTHI JIOKYMEHTA, OpUINYECKast cuIIa JIEKTPOHHOTO
JIOKYMEHTA, o0s3aTeNbHbIC PEKBU3HTHI, MIOAIKC, Jara JIOKYMEHTA,
1eyarh, rpud YTBEPKJICHHS, PEruCTPALIMOHHBIN HOMED, AIIEKTPOHHAS

udposas neyats. HopMaTuBHO-MeTOAMYECKast OCHOBA JIEIONPOU3BOJICTBA.

VYcraB, MOJIOKEHUE, MHCTPYKLMs, IPHUKA3, PACIOPSDKEHHE, akKT, NMHUCbMO, NOKJIaJHas WU
ciry>keOHas 3aIucKa, CIipaBKa, J0roBOp, TOBEPEHHOCTb, KalOOBI.

Tema 4. Kaapbl TYPUCTCKHX areHTCTB, IKCKYPCHOHHBIX 0I0PO, TYPONIepPaToOpPoOB

JloiokHOCTHAs MHCTpyKuuA. [IoHATHE NOJKHOCTHOM MHCTPYKLMM, IIPaBUiIa COCTABIICHMUS.
OOume nonoxeHus, GyHKIMHU, JOKHOCTHBIE OOS3aHHOCTH, B3aMMOOTHOILIEHUS, IpaBa, OLEHKA
paboThl, TMOOUIPEHHs, OTBETCTBEHHOCTb, TIpu¢ 00 yrBepkaeHuu. I[IpumepHbie o006pa3ibl
JOJDKHOCTHBIX ~ MHCTPYKLUH, PYKOBOIUTENSAM (IUPEKTOPY TYpPareHTCTBa), MEHEKEpYy IIO0
OpOHMPOBAHUIO U MTPOAAKAM, MEHEDKEPY IO MApKETHHTY, MEHEKEepY O NEPCOHATY.




Tema 5. OcHOBHBIE TOKYMEHTbI, perjiaMeHTHPYIOLIHe YIPaBJeHHe MePCOHAIOM

[lpuka3sl 1o auyHOMY coctaBy. [loHATHE mpWKa3a MO JUYHOMY COCTaBYy, IpaBHJIA
COCTaBJICHUS, IITaTHOE pACIHCaHHE, TPYAOBOH JOTOBOP (KOHTPAKT), JMYHAS KapTOYKa, COCTaB
PEKBU3UTOB, TpeOOBaHUS K HX OQOpMIICHHIO, TpeOOoBaHMA K OJaHKAM JOKYMEHTOB U HUX
oopmiiennto. Opranmszanust pabOTBl C JAOKyMEHTAMH, NPUHLIUIBI PabOTBl C JOKYMEHTaMH,
JIOKYMEHTOOOOPOT, OCHOBHBIE TPYIIIBI JOKYMEHTOB, pad0Ta ¢ BXOIIIIMMHU JOKYMEHTAMH, TIOHITHE
BXO/AIINX JOKYMEHTOB, 3TaIlbl 00paOOTKH BXOAAIINX JOKYMEHTOB, ITOPSIOK pabOTHI ¢ BXOSAIIUMU
JOKYMEHTaMH.

PaGora ¢ wucxomsmmMu JOKyMEHTaMH. OTambl OOpabOTKM MCXOMASAIINX JIOKYMEHTOB,
HOPSIIOK PA0OTHI C UCXOSIIIMMHU JTOKYMEHTaMH, PETUCTPALIUs IOKYMEHTOB.

Tema 6. KouTpoab ucnoiHeHus:i Ao0kKyMeHTOB. OnepaTuBHoe xpaHeHue jaej. Pagora ¢
KOH(HIeHINAIbHBIMH JOKYMEHTaMHI

dopmupoBanue u opopmienue aen. Homenknarypa aedn.

[lonsTne HOMEHKJIATypa Jei: THIOBas, IpUMEpHas, KOHKPETHOTO MPEeIIpPUATHS.
CopneprxaHre HOMEHKIIATYpPBI A€, MOpAaoK cocTtaBieHus. [lopsanok ¢opMupoBaHus jaei, mpaBuia
odopMIICHHUSI JIe]T.

OTBETCTBEHHOCTH 32 COXPAHHOCTb, MOPSAIOK BBIIAYH JIEN, IIPOBEPKU HAITHYHS JOKYMEHTOB,
BblJJaua  OTJENbHBIX  JOKyMeHTOB.  OpraHum3auuss  posbicka  JOKyMeHToB.  [lonstue
KOH(QHUICHIIMATIBHBIX ~ JOKYMEHTOB, JKypHQJI  PETUCTPAllMM  JOKYMEHTOB C  TpudOM
«KonduneHumaabHO».

Tema 7 DxcnepTu3a HEHHOCTH JOKYMEHTOB, llepeaya /ieJl B apXuB

OnpezneneHue CPOKOB XpaHEHUS, JOKYMEHTHI, IIepe/laBacMble Ha apXUBHOE XPaHEHHE.

OdopmiieHne TOKYMEHTOB, CIaBaeMbIX B apXuB, (POpPMBI OMKCH W aKTa, Iepeaaya Jenl B
apXMB, YHHUYTO)XXEHHE JIOKYMEHTOB C HCTEKIIUMH CPOKAMH XPaHECHUSI.

4.3. TeMbl IPAKTHYECKUX 3aHATHH

Temal: JlokyMeHT-OCHOBHON HOCHUTENb UH(OpPMALIUU

Bomnpocsr:

1. Yro siBsieTcs mpeIMeToM U 00bEKTOM M3yYeHUS TUCHUIUIMHBI «J|OKyMEeHTallMOHHOE
o0ecrieyeHne yrnpaBaeHUs»?

2. KakoBbl ocHOBHEIE 3a1aun JJOY?

3. Uto Takoe uH(OpMAaIUA U Kakue TpeOOBaHUs K Hel MpeaAbsABISAIOTCA?

4. Yro Takoe noxkymeHT? Kakue QpyHKINN OH BBHIIOTHSET?

5. J171st yero He0OXOAMMO COXPAHATH JOKYMEHTHI?

6. B yem 3aknrovaercs ynpapjieHHe JOKyMEHTaMu?

Tema 2. [IpaBuna coctaBieHus U 0pOpMIIEHUS JOKYMEHTOB
Bompocsr:

1.OCHOBHBIE U JOTIOJHUTENBHBIE PEKBU3HTHI.

2.®opmynsp 1 6J1aHK JOKYMEHTa

3. It yero He0OXOIMMO COXPAHAThH JOKYMEHTHI?

4. B ueM 3aKiIt04aeTCsl yIpaBieHUE JOKYMEHTaMU?

5. Crtanmaptu3anusi JOKYMEHTOB.

Tema 3. JInunbie opunMaNTbHBIE JOKYMEHTHI.

1.IIpaBuna odopmiieHUs 3asBICHUS.

2. IlpaBuna opopmieHHs TMYHON TOBEPEHHOCTH.

3. IIpaBuna odopmiienus. [lpasuna opopmiienus aBroonorpadpuu.
4. ITpaBuna opopMIICHHS PACTIUCKH.

5. IlpaBuna opopMieHus pe3rome.

Tema 4. CipaBouHO-UH(POPMALIMOHHBIE JOKYMEHTHI.
Bomnpocksr:

1.CnpaBKka-0CHOBHOM JOKYMEHT.

2.IlpaBwia coctaBieHus U 0OPMIICHHUSI CTIPABKH.

3. Tenerpamma.tenedonorpamMmma. axc.

4 .IIucpbMa-BUIBI UX.

5. Joxnangnas. OObsicHUTENbHAS U CITyKeOHas! 3alHMCKH.




Tema 5. OpranuzanMoOHHbIE JOKYMEHTBI.
Bompocstr:

1.Ycrtas.Buns! ero.

2. IlpaBuiia ux cocTaBJICHHUE.

3. Unctpykuuu. [IpaBuna ux cocraBiieHUS.
4. Ilonoxenust. Ux peKBU3UTHI.

Tema 6. PacniopsinuTenbHble JOKYMEHTHI.
Bomnpocsr:

1.3akon.[IpaBuna opopmieHus.
2.Yka3.Buns! ero.
3.Pacniopsixenus.IIpaBuiia cocraBieHus.
4.IIpuka3.Buzsl ero.

5. IlpaBumna cocTaBJIeHUS TPUKA30B.

Tema 7. X0351ICTBEHHO-10TOBOPHBIE TOKYMEHTHI.
ITnan.

1. Jorosop. [IpaBuna coctaBieHusl.

2 .Buasl 1OrOBOPOB.

3. Konrpakr. [IpaBuina ero cocraBicHusl.

4. TpynoBble cornameHus.

Tema 8. JIokyMEHTBI KOJUIETHAIBHBIX OPTraHOB.
ITnan.

1. ITpoToxos. Buasl IpoTOKOJIOB.

2. IlpaBuna coctaBieHust 1 0POPMIICHUS UX.

3. AkT. Bugsi ero.

4. Belnucka u3 NpoTOK0JIa-OCHOBHOI'O IOKYMEHTA.

4.4.TeMBbI caMOCTOAITEILHOM Pa0d0THI

Tema 1. JlokymMeHTalHOHHOE O0ecTieyeHHe YIIPaBJIeHHs
1. Opranuzanus paboTsl ¢ TOKyMEHTaMu (IpHEM U MepBUYHAs 00pabOoTKa T0KyMEHTOB,
UX TPEBApUTEIILHOE PACCMOTPEHHUE U pacpeielieHIe, PerucTpanus JOKYMEHTOB,
KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB, HH(POPMALIMOHHO-CIIPAaBOYHasl paboTa).
2. Vcmonp30BaHNE JOKYMEHTOB B Pa3IMYHBIX 00JIACTAX IESTEITLHOCTH

Tema 2. Cioco0bl JOKYMEHTHPOBAHUA
1. IlpeumymiecTBa HCHOJB30BAaHUS DJEKTPOHHBIX JIOKYMEHTOB, COTJIaCOBAHHUE IPOEKTA
AJIEKTPOHHOI'O JOKyMeHTa. [loMIMHHOCTb, OpPUIrMHAJIBHOCTb M KONMHHOCTH JOKYMEHTA,
3aBepeHue KO TOKyMeHTa, 1yOJIuKar.
2. CTpyKTypa JOKYMEHTa, HOCTPOCHHE TOKYMEHTa, (hOpMYJIsip JOKYMEHTa

Tema 3. Opuauyeckasi cujia JOKyMeHTA
1. HopmaTuBHO-MeTOAMYECKAs OCHOBA JIETIOMPOU3BOJICTBA.
2. YcraB, MONOXKEHHUE, MHCTPYKIUS, TIPUKA3, paCOpsHKEHHE, aKT, MTUChMO, JOKIAHAS U CITyXeOHast
3amucKa, CrpaBKka, 0TOBOP, TOBEPEHHOCTD, KaJT00bI

Tema 4. Kaapbl TYPUCTCKHX areHTCTB, IKCKYPCHOHHBIX 0I0P0, TYPONIEPaATOPOB
1. TIpumepHbie 0Opa3ibl JOTKHOCTHBIX HHCTPYKIIHHN, PYKOBOAUTEISM (TUPEKTOPY
TypareHTCTBa), MEHEKEePY 10 OPOHUPOBAHUIO U MPOJIaXKaM, MEHEKEPY 10
MapKEeTUHTY, MEHEKEPY 110 TTEPCOHATY

Tema 5. OcHOBHBIE TOKYMEHTBI, perjiaMeHTHPYIOIIHe YIIPABJIeHHE MEPCOHAIOM
1.PaboTa ¢ ucXomsImuUMH TOKYMEHTaMHU. JTarbl 00pabOTKU UCXOANIUX TOKYMEHTOB,
MOPSIOK pabOTHI ¢ UCXOSMIIMMH JOKYMEHTaMU, PETHCTPAIlHsl TOKYMEHTOB.

Tema 6. KoHTposib wucnoiHeHUusi A0KyMeHTOB. OmnepaTuBHOe XxpaHeHnue jaej. PabGora ¢
KOH(HIeHIIHAIbHBIMH IOKYMEHTAMU
1.OTBETCTBEHHOCTh 3a COXPAHHOCTb, MOPSJIOK BbIAAUM JI€], MPOBEPKU HAIUUUS
JOKYMCHTOB, BblJJa4a OTACJIbHBIX JOKYMCHTOB.
2. Opranu3zaius po3bIiCKa JOKYMEHTOB.
3.IlonsATHE KOH(PUICHIMANBHBIX JOKYMEHTOB, JKypHall PETUCTPAIlMU JTOKYMEHTOB C
rpudom «KoHpuaeHITHAITHHOY.




Tema 7 JkcnepTH3a HEHHOCTH 10KYMEHTOB, Ilepeiaya JieJl B apXuB
1.0dopmiieHue 10KyMEHTOB, CIaBa€MbIX B apXUB, (DOPMBI ONUCHU U aKTa, Ieperadya
JIeJl B @pXUB, YHUUTOKEHUE IOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPaHEHUSI.

5. KOHTPOJIb KAYECTBA OCBOEHMA JUCIUAIIJIMHbI

Texymuii KOHTPOJIb U IPOMEKYTOUHAS ATTECTALUS OCYLIECTBISIOTCS B COOTBETCTBUU C
«ITonoxxeHneM 0 TEKyIIEM KOHTPOJIE YCIIEBAEMOCTH U IIPOMEKYTOYHOM aTTeCTallui 00YyJatOINXCs
B ABTOHOMHOM HeKOMMepuecKoi oprannzanuu «O0pa3oBaresibHas OpraHU3alysi BHICILIETO
00pa3oBaHUs» «YHUBEPCUTET SKOHOMHUKHU U YIIPABICHUS».

Bun npoMexyrouHoil arrectanuu—3ader. @opma IpoBeIeHNs TPOMEKYTOUHON aTTECTALlUU
— IMCbMEHHBIN 3a4eT.
@OH/1 OLICHOYHBIX CPEJCTB 110 IUCUMILIMHE IPUBEAEH B IpHIokeHusAx K PI1/]

6. YYHEBHO-METOJAUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

Kocrenxko, T. B. JlokyMeHTanimoHHOE 00ecrieueHne TypUCTHUECKOM AesTeabHOoCTH: ONOpHbII
koHcnekT seknuit/ T. B. Kocrenko. - Cumdeponons: AHO "OOBO" "YOV", 2021. - 51 c.

7. MEPEYEHb OCHOBHO# Y JOMOJHUTEJAbHOI YUEBHOM JIMTEPATYPBI,
HEOBXOJUMOIi /151 OCBOEHUS JUCLUILINH

a) ocHoeHaa numepamypa:

1. I'punbepr A.C. JIokyMeHTAIIMOHHOE OOECIIeUeHNE yIpaBlieHus [DISKTPOHHBIN pecypc]:
y4eOHUK— M.: IOHUTHU-TAHA, 2020.— 392 c— Pexum JI0CTyTIA:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks», URL:
https://www.iprbookshop.ru/72458 . html (mata obpamenus: 19.01.2026). — Pexum mocrymna: mis
aBTOpU3MUp. mosk3oBareneit. - DOI: https://doi.org/10.23682/72458

2. I'Baea U.B. Jlenonpous3BoACTBO [DNEKTpOHHBIA pecypc]: crnpaBoYHMK— MHMHCK:,
Terpamur, 2021.— 224 c.— Pexum gocryma: http://www.iprbookshop.ru/28072.— DSBC
«IPRbooks» URL: https://www.iprbookshop.ru/72458 html (mgara o6pamenus: 19.01.2026). —
Pesxxum nmoctyna: asis apropusup. noab3osateneid. - DOI: https://doi.org/10.23682/72458

3. CumonsH, P. 5. JlokyMeHTallmoOHHOE 0OecrieueHre CUCTEMBI YIIpaBJIeHUs] OpraHu3aiuen :
yueOHoe mocobue / P. SI. Cumonsta. — CapatoB : At [Tu Op Menua, 2021. — 180 ¢. — ISBN 978-
5-4486-0167-5. — TekcT : 27eKTpOHHBIN // DnexkTpoHHO-Onbimoreuynas cucrema IPR BOOKS :
[caiiT]. — URL: https://www.iprbookshop.ru/72458.html (mata ob6pamenus: 19.01.2026). —
Pexxum nmocryna: s apropusup. nmonb3osateneid. - DOI: https://doi.org/10.23682/72458

0) oononnumenvhan 1umepamypa:

1. ['puropsy, 2. I'. lokyMeHTalimoHHoe obecreueHne e TeIbHOCTH Mearora-
ncuxonora /10O : yuebnoe nocodue / 3. I'. I'puropsin. — 2-e uza. — Capatos : Aii [1Tu Op Menua,
2021. — 141 c. — ISBN 978-5-4486-0497-3. — TeKcT : 31eKTPOHHBIN // DJIEKTPOHHO-
oubnmuoteunas cucrema IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/83265.html
(mara oopamenus: 19.01.2026). — Pesxxum moctyna: i aBTOPU3UP. MOJIb30BaTEICH

2. WNHdpopMannoHHbIE TEXHOIOTHH B JOKYMEHTAITMOHHOM O0ECIICYCHUHN YIIPABICHHS U
apxuBHOM Jene : yueOHuk 11 By30B / T. B. Konapamosa, H. H. Kynses, E. B. Tepentbena, A. I'.
®abpuunos ; nox penakuueit H. H. Kynses. — Mockga : Jloroc, 2021. — 408 c. — ISBN 978-5-
98704-786-6. — TekcT : 2IeKTPOHHBIN // DneKTpoHHO-O0nbImoTeunas cucrema IPR BOOKS :
[caiit]. — URL.: https://www.iprbookshop.ru/70714.html (nara oopamenus: 19.01.2026). —
Pexxum goctymna: ajist aBTOpU3HP. MOJIb30BaTEIEH



8. IEPEYEHb PECYPCOB UH®OPMAIIMOHHO-
TEJJEKOMMYHUKAIIMOHHOM CETU «AHTEPHET»,
HEOBXOJIMUMBIX JJIsA OCBOEHUSA JUCHUIIVIMHBI

1. UadopmanrionHo-paBoBoii  moptan  «l'apant»: odwurmanpHbeid  caWt. — URL:
http://www.garant.ru — TekcT: 3JIeKTpOHHBIH.

2. udposoii obpazoBatenbHbiii pecypc «IPRsmart»: oburnmansueii caiit. — URL: http://
www.iprbookshop.ru/ — TekcT: 31eKTpOHHBII.

3. bubmmoreka mo  reorpapum. Ieorpadmueckas  suHmukionenus. —  URL:
http://www.geoman.ru— TekcT: 3JIeKTPOHHBIH.

4. Teorpadus. [Tmanera 3emus — URL: http://www.gro.ru . — TekcT: 3JeKTPOHHBIA.

5. Teorpadus. py: crpanoBemgueckas — URL: http://www.geografia.ru. — Tekcr:
AJIEKTPOHHBIN.

6. Kiuyo GEO — URL.: [ http://www.geo.ru/.— TekcT: 3JeKTpOHHBIA.

7. Mup KapT: MHTEpaKTUBHBIE KapThl cTpad u ropogos a— URL: . http://www.mirkart.ru—
TexkceT: 2eKTPOHHBIN. .

9. METOAUYECKHUE YKA3ZAHUA JJIS1 OBYYAIOIIIUXCSA
1O OCBOEHUMIO JNCHUITJIMHBI

IIpu npoBeneHuN NEKIUi, 1a00paTOPHBIX 3aHATUN, CAaMOCTOSTENbHON paboTe CTYAECHTOB
MMPUMCHAIOTCS MHTCPAKTHBHBIC (1)0pr1 IMPOBCACHUA 3aHATHH C LECJIBIO MOrPYy>XCHUA CTYACHTOB B
peanbHyl0 arMmocdepy MNpo(hecCHOHAIBHOTO COTPYAHUYECTBA [0 Ppa3pelleHUIo MpoldiieM,
ONTUMAJILHOW BBIPAOOTKH HABBIKOB M Ka4ecTB Oyaymiero crernuainicra. HTepakTuBHBIE (OPMBI
IOPOBEIECHUS 3aHATHH IpejanojaraloT oOydeHHe B COTpyJHHuYecTBe. Bce yuacTHHMKH
00pa3oBaTeNbHOTO IMporiecca (MpernojaBaTenb U CTYACHTHI) B3aUMOAEHCTBYIOT APYT C JPYToOM,
00MEeHMBaIOTCs HHPOpMaLell, COBMECTHO PELIAIOT MPOOJIEMBI, MOAETUPYIOT CUTYAIIHIO.

B yue6HOM mpoliecce UCTIOIb3YIOTCS HHTEPAKTUBHBIE (POPMBI 3aHATH:

1. Tsopueckoe 3amaHue. BbIONHEHME TBOPUECKUX 3aJaHMN TpeOYIOT OT CTyJEeHTa
BOCIIPOM3BEICHNE TIOIy4YCHHON paHee nHpopMaIyu B hopme, OnpeensieMoi mpernojaBarenem, u
TpeOyrolIei TBOpUECKOro MoaAxXo/a.

2. T'pymmoBoe oOcyxaenue. [’ pynmoBoe o0CyxieHne KOT0o-IM00 BOIPOCa HAMIPABICHO Ha
JOCTMDKEHUM JTy4IlIero B3aWMONOHMMAHUS M CIIOCOOCTBYET JIy4IlIEMYy YCBOEHHIO H3y4yaeMoro
Marepuana.

10. MEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT UiA, UCITOJIb3YEMBIX ITPH
OCYHECTBJIEHUU OBPA3OBATEJIBHOI'O MTPOIECCA 11O JUCHUIIINHE,
BKJIIOYAS ITIEPEYEHD ITPOI'PAMMHOI'O OBECIIEYEHUA U
NHO®OPMALMOHHBIX CITPABOYHbBIX CUCTEM (ITPU HEOBXOJINMOCTH)

B mporiecce JIEKIIMOHHBIX M MPAKTUYECKUX 3aHATHI UCTIOJIB3YETCs Ceytolee
porpaMMHoOeo00ecreueHue:

- IporpaMMbl,  oOecleYHBarOIIne noctyn B ceth MHtepHer  (Hampumep,
«Google chromey);

- MPOTpaMMBbI, IEMOHCTPAIMH BUACO MaTEPUAIOB (HarpuMep, IpourpeiBarens « Windows
Media Player»);

- TporpamMMbl ISl JEMOHCTpAIlMM W CO3JaHWs Mpe3eHTanui(Hanpumep, «Microsoft
Power Pointy).

11. . OMMCAHME MATEPUAJIbHO-TEXHUYECKOT'O OBECIIEYEHWA,
HEOBXOJMMOTO JUISI OCYIIECTBJIEHUS OBPA3OBATEJILHOTO TPOIIECCA
MO JUCUMILINHE

I[HH npenoaaBaHvusa JUCHUIIIIMHBI HE TpCGyGTCﬂ CIICHHUAJIBHBIX MAaTCPUAJIbHO-TCXHUYCCKUX


http://www.garant.ru/
http://www.geoman.ru/
http://www.gro.ru/
http://www.geografia.ru/
http://www.geo.ru/
http://www.mirkart.ru/

cpenctB (J1abopaTOpHOTO 00OPYIOBaHMS, KOMIBIOTEPHBIX KJIaccoB W T..). OIHaKO BO BpeMs
JICKIIMOHHBIX 3aHATUH, KOTOPBIE MTPOBOISATCS B OOJNBIION ayTUTOPUHU, UCTIONB30BaTh MPOEKTOP JUIS
JIEMOHCTpAIIMHU CJIAHI0B, CXeM, TaOJIHII.



