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NHaexe AuCHUNIMHBI 11O
Y4eOHOMY ILIAHY

HaumeHoBanue JUCHHUILIHHDBI

b1.0.13 JOKYMEHTAIIMOHHOE
OBECHEYEHME TYPUCTHUYECKOHN
AEATEJIBHOCTH
Lenp n3yyenus DopMHUpOBaHUE KOMIIETECHIIUI B o0nacTu
JUCLUTUIAHEI OpraHu3aly  JOKYMEHTOO0OpOTa  TYpPHCTCKUX

OopraHu3anuil, ITOKYMEHTUPOBAaHUE YIIPABJICHUECKOU
JESITEIbHOCTH Ha OCHOBE COBPEMEHHBIX TPeOOBaHUI
C IIPUMEHEHHMEM COBPEMEHHBIX TEXHOJIOTUH W
METO/I0B BE/IEHUE JOKYMEHTO000poTa.

MecTo npucHUIIIMHEL B JlucuuninuHa b51.0.13 «/loxymMeHTaMOHHOE

crpykrype OITOIIT obecrieueHne TYPUCTUUECKOMN JEATEIILHOCTH
OTHOCHUTCS K 00s13aTenbHoi yacTu Y11

Komnerenmuu, OIIK-6

dbopMupyeMBbIE B pe3yJIbTATE
OCBOCHHUSA NUCHUITIIINHBI

ConeprkaHue TUCIHUILTAHBI

1./loxymeHTanmonHoe o0ecrnedeHue yrnpaBieHUs
2. CriocoObl TOKYMEHTHPOBAHUS

3. IOpuauueckas cuiia JOKyMEHTa

4. Kagpbl TypUCTCKUX areHTCTB, SKCKYPCHUOHHBIX
010p0, TypoIepaTopoB

5. OCHOBHbIE JOKYMEHTBI, PETJIaMEHTUPYIOIINE
yIpaBjeHUE ePCOHATIOM

6. KoHTpoIb NCIIOJIHEHUS JOKYMEHTOB.
OmnepatuBHOE Xpanenue nen. Pabora ¢
KOH(UICHIIMATEHBIMA JOKYMEHTAMU

7. DkcnepTusa IEHHOCTH IOKYMEHTOB, Tiepeaaya aei
B apXMB

OO6mmas TpyA0eMKOCTh
JUCHUITIINHBI

OO6mas Tpya0€MKOCTh JUCIUILINHBI COCTaBIsACT 3
3a4éTHEIX equHuibl 108 yacoB

dopma MPOMEKYTOUHOMN
aTTecTaluu

3auer




COJEPKAHUE

1. Lenp W mepedyeHb IUIAHUPYEMBIX pE3yAbTaToOB OOYYEHHMS 10 JAUCIHIUIMHE,
COOTHECEHHBIX C IUIAHUPYEMBIMU pE3yJIbTaTaMH OCBOEHMSA 00pa3oBaTeIbHOMN
IIPOrpaMMbl

2. Mecro mucuumiannsl B ctpykType OITOII GakanaBpuara

3. OO0beM [JHUCHUILTMHBI B 3a4EeTHBIX €IWHUIAX C YKa3aHHEM KOJIMYECTBa
aKaJeMHYeCKHX YacoB, BBIICIECHHBIX Ha KOHTAKTHYIO pPaldOTy oOywaroumxcs ¢
npernojaBaTesieM (1o BUAAM 3aHATHI) U HAa CAMOCTOATEIbHYIO0 paboTy 00yJarommxcs
4. CopepxaHue NUCUUIUIMHBI, CTPYKTYpUpPOBaHHOE 10 TeMmaMm (pa3genam) cC
YKa3aHHEeM OTBEJICHHOTO HAa HUX KOJIMYECTBA aKaJeMUYECKHMX YacOoB U BHUJIOB
y4eOHBIX 3aHATHI

5. KoHTpob kauecTBa OCBOCHUS UCIUTLITMHBI

6. YueOHO-MeToanYecKoe 00eciedueHre JUCITUTUINHEL

7. IlepeyeHb OCHOBHOM ¥ IOTIOJTHUTEIILHON Yy4eOHOH JTUTEpaTyphl, HEOOXOAMMOM JIJIst
OCBOCHHMS TUCIUTLIMHbI
8. [lepeuens pecypcoB HHGOPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHON ceTn "MHTepHeT"
(manee - cetb "MHTEpHET"), HEOOXOAMMBIX ISl OCBOCHHSI TUCITUTUTMHBI
9. Metoauueckue ykazaHust JUisl 00y4aromuxcsl 0 OCBOCHUIO TUCIUTUIMHBI
10. ITepevyerr nHOOPMAITMOHHBIX TEXHOJOTHUM, UCIIOIB3YEMBIX MPU OCYIIECTBICHUN
00pa30BaTeNpHOrO Mpolecca MO AUCHUIIINHE, BKIIOYas MEPEeYeHb MPOrPaMMHOTO
obecrieueHrs 1 UHPOPMAITMOHHBIX CIIPABOYHBIX CUCTEM (TIPU HEOOXOTUMOCTH )
11. Onucanue MaTepUATBHO-TEXHUYECKOTO  oOOecreueHus, HeoOX0auMoro,
HE0OXOIUMOM TSl OCYIIECTBIICHUsT 00pa30BaTEILHOTO MpoIlecca MO TUCITUTUIHE
12. Ilpunoxenune x PITJ]

[oxNe)

11
11

12
13
13
13

13



1. HEJIb 1 IIEPEYEHD IINTAHUPYEMBbIX PE3YJIbTATOB OBYUYEHMUA 110
JUCHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMHU PE3YJIIbTATAMUA
OCBOEHUS OBPA30OBATEJBLHOM ITIPOT'PAMMBI

Lenn MYCIIUTIIIUHEI «/loKyMeHTallMOHHOE oOecrieuenne TYPUCTUYECKOUN
JEeSTENbHOCTHY - DOpMUPOBAHHE KOMITETEHIIUI B 00JIACTH OpraHU3aIlK TOKyMEHTO000pOTa
TYPUCTCKUX OpTaHU3alUl, JOKYMEHTHPOBAHUE YIPABICHUYECKOHN NEATEIbHOCTH Ha OCHOBE
COBPEMEHHBIX TpeOOBaHUN C MPUMEHEHHEM COBPEMEHHBIX TEXHOJOTUN M METOIOB BEICHUE
JIOKYMEHTO000pOTA.

B pesynbsrate ocBoenust OITOII 6akanaBpa oOydaromuics T0JDKEH OBIAACTh CICTYIOITUMHU
pe3yabTaTaMu 00Y4YeHHUs IO AUCHUIUINHE:

Koanbt PesynabTaTsl ocBoeHusi OIIOIl| Ilepedyenb miIaHMpyemMbIX pe3yJIbTATOB 110
KOMIIeTEeHIIHH NHCHHILINHE
Cnocoben npumeHsaTh |OIIK 6.1 3HaTh:
3aKOHOIATCILCTBO 3aKOHOJaTenbCcTBO Poccuiickonn dexeparuu B
Poccuiickoit ®eneparnuu, a [chepe mpeaocTaBIeHHUs] TYPUCTCKUX YCIIYT
TaKXKe HopMbI OIIK -6.2 ymeTs:
MEXIYHapOJHOIO TpaBa MpPH |OCYLIECTBISATh MOUCK U 0OOCHOBAaHHO MPUMEHSTH
OCYIIIECTBIICHUU HE00X0IUMYIO HOPMAaTHUBHO-TIPABOBYIO
OIIK-6 npodeccuoHanbHOM TOKYMEHTALUIO JUTS NEeATEIbHOCTH B
JESTEIIBHOCTH npodecCHOHATIBHOM 1A TeNbHOCTH
OIIK6.3 BageThb:
HABBIKAMU OpTaHU3AINH JOKYMEHTOOOOpOTa B
COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMU

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BAKAJIABPUATA

Jucuumnuna b1.0.13  «J/lokymeHTanioHHOe o0ecrieueHrne TYPUCTUUYECKON JEesTEIbHOCTH
OTHOCHUTCS K 00si3aTrenbHON yactu Y11

[Ipy W3ydyeHUW MAHHOW TUCHMIUIMHBI OOYYalOLIUiiCs HCIONB3yeT 3HaHus «BBenenue B
CHENUANBHOCTEY, «HPOPMAIIMOHHBIE TEXHOJOTHUH B MNPO(ECCUOHATBLHOW JEITEIHLHOCTH.
W3ydyeHne IUCHUIUIMHBI HEOOXOMUMO JJisi JAJbHEWIIEro HW3Y4YeHHsS TaKUX JUCHUIUIMH Kak:
«CepBuCHass JeATEIBHOCTBY», «YmpaBieHue oducom». [ucnumimHa «/{okyMeHTamoOHHOE
o0ecrnieueHrne TypUCTHUECKOH AesTenbHocTH» ynTaercss Ha OPO u 3DO0 Bo BTOPOM ceMecTpe.

Hucuuniuua  b1.0.13 « JlokymeHTanimoHHOe  o0ecreueHue TYPUCTUYECKOMN
JEATETLHOCTHY) U3Yy4daeTcsl 00yJaronuMucs O9YHOU (GOpMBbI OOYICHHUST U 3a09HOM (OPMBI OOYICHHS
BO 2 ceMecTpe.

Tunel 3amau npodecCHOHANBHOU ACSITEIBPHOCTH, K KOTOPHIM TOTOBUTCS OOYYArOIIHIIC,
orpesieNieHbl YIeOHBIM IJIAHOM, 8 HMEHHO:

— OpraHU3alMOHHO-YIIPABICHYECKU;

— TEXHOJIOTHYECKHIA;

— CEpPBHCHBIII.

[lepeueHr  OCHOBHBIX OO0BEKTOB (MimM  oOmacredl  3HaHMs) MpodeccroHaAIbHON
JIEATEIbHOCTH BBITYCKHUKOB:

—  TYPUCTCKUM  MPOIYKT, BKJIIOYAIOUIUH  OCHOBHBIE,  JIONOJIHUTENIbHBIE U
COMYTCTBYIOIIIHE TYPHUCTCKHUE YCIIYTH, €ero pa3paboTka " IIPOEKTUPOBAHUE
POrpaMM TYPUCTCKOTO OOCITY>KHBaHUS,

— TYPUCTCKHE OPTaHU3aLUH U OPraHnu3alui TYPUCTCKOW HHIYCTPHUH;

— TYPUCTCKHUE PETHOHBI U TEPPUTOPHH;

— TEXHOJOTUU  OOCIY)KMBaHWS  KJIUEHTOB, TEXHOJOTMYecKas JIOKyMEHTaluus |
UH(OPMALIMOHHbIE PECYPCHI;

— TOoTpeOuTeNH TYpPUCTCKOTO TMPOAYKTa, MX 3alpochl, MOTPEOHOCTH U KIIIOYEBbIE
LIEHHOCTH;



— IepBUYHBIE TPYAOBbIE KOJIJIEKTUBBI OPraHU3alni TYPUCTCKOW HHIYCTPUH

3. OFBEM JJUCHUIIVINHBI B 3AYETHBIX EJIUHUIIAX C YKASAHUEM
KOJNYECTBA AKAJEMHUYECKHNX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIIUXCA C MPENOJABATEJEM (IIO BUJIAM 3AHATUN) 1 HA

CAMOCTOATEJIBHYIO PABOTY OBYUYAIOIIIUXCA

OO6miast TpyAOEMKOCTh AUCIUIUIMHBI COCTaBIsET 3 3aueTHHIX enuHuil, 108 akameMudecKux
Jaca.

3.1 O0beM IUCHUILVIMHBI 110 BHAAM Y4eOHbIX 3aHATHH (B Yacax)

st ounoii popmbl 00yueHust
OO6mast TpyA0EMKOCTh AUCIUTIINHBI COCTaBISAET 3 3a4€THBIX enquHuUIlbl 108 yacos

O0BEM M CHMIIIMHBI Bcero yacos
OO11ast TPyA0EMKOCTh IUCIUILTUHBI 108
AynautopHas pabora (Bcero): 38
KonrakTHas pabora 38
Jlekuun 26
CeMuHapbl, NPaKTUYECKUE 3aHATUS 12
CamocrosiTenpHast paboTa oOyqaronuxcs (BCero) 70
3auer -

Jnst 3a0uHoi (popMBbI 00yUEHUS
OO61mast TpyA0EMKOCTh AUCIUILINHBI COCTaBIsIeT 3 3a4€éTHRIX equHuIbl 108 gacos

O0BbEM TUCHUIIITUHBI Bcero yacos
OO611ast TPyA0€MKOCTh TUCITUTUTHHBI 108
KonrtakTHas pabota 6
AynautopHas paboTa(Bcero): 6
JIexun 4
CeMuHapbl, NPaKTUYECKUE 3aHATUS 2
CamocrosTenpHas padoTta oOyuarommxcs (BCEro) 98
3auer 4

4. COAEP)KAHUE JUCIUIIJIMHBI, CTPYKTYPUPOBAHHOE I10
TEMAM (PA3JAEJIAM) C YKASAHUEM OTBEAEHHOI'O HA HUX
KO/INYECTBA AKAJEMHUYECKHUX YACOB 1 BUJIOB YYEBHBIX

3AHSTHN
4.1. Pa3nenanl IMCOUIIINHBI 1 TPYA0E€MKOCTh 110 BHAAM yuyeOHbIX 3aHsATHI (B
aKaJeMHUYeCKHUX Yacax)
No HaunmeHoBaHME TEMBI Bcero KomnyectBo yacos
T KonrtakTHas pabota Bueayur.
e (aynuTopHas pabota) pabota
M O0P0 | O3d Jlexumm [TpakTrueckue Cawmocr.
Bl O pabora
ODPO | O3DO | ODPO | O3PO | ODO 03D
0]

1 | JoxymeHTalMOHHOE 14 10 2 - 2 - 10 10

obecrnieucHUe

yIpaBJICHUS




2 | Cnoco0sl 16 22 4 2 2 - 10 20
JOKYMEHTUPOBAHUS

3 | FOpuguueckas cuna 14 20 4 - - - 10 20
JIOKYMEHTa

4 | Kagpel TypUCTCKHX 16 10 4 - 2 - 10 10
areHTCTB,
AKCKYPCHOHHBIX O10pO,
TypOIEPaTOpOB

5 | OCHOBHBIE JOKYMEHTBHI, 16 22 4 - 2 2 10 20
periiaMeHTHPYIOLIre
yIpaBJICHUE TIEPCOHATIOM

6 | Konrponp ucnonHenus 16 12 4 2 2 - 10 10
JTOKYMEHTOB.
OnepatuBHOE XpaHEHHE
nen. Padora ¢
KOH(UICHINATEHBIMH
JOKYMEHTaMHU

7 | DkcnepTHU3a HEHHOCTH 16 8 4 - 2 - 10 8
JIOKYMEHTOB, Tiepeada
J€1 B apXUB

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

4.2. Conepxanne JMCHHUILIMHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3aesiam)

Tema 1. JlokyMeHTALIHOHHOE O0ecTiedeHUe YIPaBJIeHUS

JlokymeHTanmonHoe obecneuenne ynpasieHus (JOY) - CHHOHUM AeIONpPOU3BOJCTBA,
cneunduyeckoe HampaBiIeHHE AEATENBHOCTU. JIOKYMEHTHpOBaHHE M OpraHu3anus paboTsl ¢
opunmansHBIMM JOoKyMeHTaMu. Opranuzanust paboThl € JOKyMEHTaMH (IIpMEM U IEepBUYHAs
00paboTKa JTOKYMEHTOB, MX IpPEIBAPUTEILHOE PACCMOTPEHUE W paclpeneleHue, PerucTpanus
JIOKYMEHTOB, KOHTPOJb MCIOJHEHHUsS] JTOKYMEHTOB, HWH(OPMAIMOHHO-CIIPAaBOYHAsI paboTa).
Hcnonp3oBaHne JOKYMEHTOB B PA3JIMYHBIX O0JIACTIX ACATEIbHOCTH.

Tema 2. Cioco0bl JOKYMEHTHPOBAHUS

Hocurens wHpopmanuu. DIEKTpOHHBIE HOCHUTEIH JOKYMEHTHPOBAHHOW WH(OpMAaLUH.
CpenctBa M crnocoObl JOKYMEHTHPOBaHUS, TEKCTOBOE JOKYMEHTHPOBAHUE, TEXHHUYECKOE
JOKYMEHTHPOBaHHUE, (POTO-KMHO-BUICO-TOKYMEHTHPOBAHNUE, JJIEKTPOHHBIA JIOKYMEHT, MOHSTHE
JIEKTPOHHOTO JOKYMEHTA.

[IpenmymiecTBa HCHOJB30BAHUS DJIEKTPOHHBIX JOKYMEHTOB, COIVIACOBAaHHE IIPOEKTa
JIEKTPOHHOTrO JOKyMeHTa. [1oAIMHHOCT, OPUTMHANIBHOCTh U KOMMHHOCTh JOKYMEHTA, 3aBEpEHHE
KOMHIA JOKYMEHTa, TyOIHKar.

CrpyKkTypa JOKYMEHTa, IOCTPOEHHE TOKYMEHTa, (POpMYJIsp JOKYMEHTA.

Tema 3. IOpuauyeckasi cuj1a JOKyMEHTA

IMonstue IOpUINYECKON CUJIBI JIOKYMEHTA, IOPUINYECKU
3HAYNMBIC peKBI/ISI/ITI:I I[OKyMeHTa, IOpI/I,Z[I/I‘-IGCKaH culia 3H€KTpOHHOI‘O
JIOKYMEHTA, 00s13aTeNIbHEIC PEKBUBHTHI, MOJIIHCh, Jara JIOKYMEHTA,
[e4ars, rpud YTBEPXKICHUA, PErucTpanvOHHbIN HOMED, DJIEKTPOHHAS

nugposas neyarb. HopMaTuBHO-MeTOAMYECKAsE OCHOBA JEOMPON3BOCTBA.

YcTaB, MOJOXKEHUE, MHCTPYKIHMS, TMPHUKA3, PACIOPsDKEHUE, aKT, MHChMO, JOKIAJHAs U
cimyke0Has 3amucKa, CIpaBka, J0roBOp, TOBEPEHHOCTh, JKajJ00kbI.

Tema 4. Kagpbl TYPUCTCKHX areHTCTB, IKCKYPCHOHHBIX 0I0P0, TYPONIEpaToOpPoOB

JomxHaoctHas uHCTpyKuus. [loHsATHE MOMKHOCTHOW MHCTPYKLIMH, MPaBUJIA COCTABIICHUS.
OO6mue monoxeHus, QYHKIUU, JOHKHOCTHBIE O0s3aHHOCTH, B3aMMOOTHOIICHUS, MpaBa, OLEHKA
paboThl, TMOOMIPEHUs, OTBETCTBEHHOCTh, Tpud 00 yTBepkacHUU. [IpumepHbIe 00pasIbI
JOJKHOCTHBIX ~WHCTPYKLIUN, PYKOBOAMUTEISAM (AUPEKTOPY TYpareHTCTBA), MEHEIXKepy IIO0
OpOHMPOBAHUIO U MPOAAKAM, MEHEKEPY 110 MApKETHHTY, MEHEKEPY IO MepCOHay.




Tema 5. OcHOBHbIE JOKYMEHTbI, perjiaMeHTHPYIOIIHe YIIPaBJIeHHe MePCOHAIOM

[Ipuka3sl 1o snmyHOMYy cocraBy. lloHATHe mpukaza MO JMYHOMY COCTaBY, IpaBHJIa
COCTaBJICHUS, LITATHOE DPACHUCAHUE, TPYAOBOM JOroBOp (KOHTPAKT), JIMYHAs KapTOUYKa, COCTaB
PEKBU3UTOB, TpeOoBaHMA K HUX O(OpMIICHHIO, TpeOoBaHMS K OJaHKaM JOKYMEHTOB U HX
oopmnenuro. OpraHuzanus padOThl C JOKYMEHTAMH, NPUHLIMIBI pabOThl € JOKYMEHTaMH,
JIOKYMEHTOOOOPOT, OCHOBHBIE TPYIIIBI JOKYMEHTOB, paboTa ¢ BXOISAIIMMU JOKYMEHTaMH, TIOHSATHE
BXOJSIIUX JJOKYMEHTOB, Talbl 00paOOTKU BXOAAIIMX JOKYMEHTOB, OPSIOK pabOThI ¢ BXOAALIMMHU
JIOKyMEHTaMH.

PaGota ¢ wucxomamuMu JOKyMEHTaMHU. OTambl OOpaOOTKHM HCXOIANIUX JTOKYMEHTOB,
HOPSI0K PaObOThI ¢ UCXOISIIUMH JOKYMEHTaMH, PETUCTPALsl TOKYMEHTOB.

Tema 6. KonTposb ncnonnenust 1okymeHToB. OnepaTuBHoe xpaHenue aena. Padora ¢
KOH(HUIeHIHATBHBIMA JOKYMEHTAMH

®opmupoBanue u opopmienue aei. Homenknarypa ged.

[loHATHE HOMEHKIAaTypa Jel: THUIOBas, MPUMEPHAs, KOHKPETHOIO MpeIIpUATHS.
Copneprxanre HOMEHKJIATYpPBI Jell, TOPSIOK cocTaBieHus. [lopsaaok ¢opmupoBaHus Jel, IpaBuiia
odopmIIeHHUS J1eTI.

OTBETCTBEHHOCTh 33 COXPAHHOCTD, MOPSIOK BBIIAYM €], IPOBEPKH HAIWYUS TOKYMEHTOB,
BblJJaya  OTJENBHBIX  JOKyMEeHTOB.  OpraHum3auuss  po3bicka  JOKyMeHTOB.  [lonsTue
KOH(QHUICHIIMATIBHBIX ~ JOKYMEHTOB, JKypHQJI  PETUCTpAllM  JOKYMEHTOB €  TpudpoM
«KonpuneHuuambHO».

Tema 7 JkcnepTH3a HEHHOCTH 10KYMEHTOB, Ilepeiaya el B apXuB

OmnpeneneHue CpOKOB XpPaHEHMs], JOKYMEHTHI, IepelaBaeMble Ha apPXUBHOE XPaHEHHUE.

OdopmiieHne JOKYMEHTOB, CIaBaeMbIX B apXuB, (POpPMBbI OMKMCH U aKTa, Nepeaaya el B
apX¥B, YHUUYTOXKEHUE TOKYMEHTOB C UCTEKIIMMHU CPOKAMH XPaHEHMS.

4.3. TeMbl IPAKTHYECKHUX 3AHATHH

Temal: JIokyMeHT-OCHOBHOI HOCHTENb HH(OpMALIUU

Bomnpocsr:

1. Yto sBIsIeTCS MpeAMETOM U O0BEKTOM M3YUEHUS TUCIHUILIHHBI «J{0KyMEeHTaIllMOHHOE
obecrieueHre yrpaBieHUS»?

2. KakoBsl ocHOBHEIC 3agaun JJOY?

3. Yro Takoe nHpopmaIms 1 Kakue TpeOOBaHUsI K HEH TIPEIbBIISIFOTCS?

4. Yro Takoe nokymeHnt? Kakue (pyHKIUU OH BBIOJIHSIET?

5. Iyt uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

6. B uem 3axirodaercs ynpaBiaeHUE JOKYMEHTaMuU?

Tema 2. I[IpaBuiia coctaBiieHUsI 1 0QPOPMIICHUS JJOKYMEHTOB
Bomnpocsr:

1.OcHOBHBIE U JOTIOTHUTEIbHBIE PEKBU3UTHI.

2.Dopmynsip u O6J1aHK TOKYMEHTa

3. J1st yero HEOOXOAMMO COXPAHATH JOKYMEHTHI?

4. B yeM 3aKJII04aeTCs yNnpaBjieHUE JOKyMEHTaMu?

5. Crangapruzanys JOKYMEHTOB.

Tema 3. JInuasie opunraIbHbIE TOKYMEHTHI.

1.IIpaBuna opopMiIeHHS 3asIBICHHUS.

2. IIpaBuna odopmiteHUsT TUYHON TOBEPEHHOCTH.

3. IlpaBuia opopmienus. [IpaBuiia opopmieHus aBToonorpagpum.
4. IlpaBmta ohopMIICHHS PACTIHCKHU.

5. IlpaBmiia ohopMiIeHUs pe3roMe.

Tema 4. CipaBouyHO-HH(POPMAIIMOHHBIE JOKYMEHTHI.
Bompocsr:

1.CnpaBka-0CHOBHOM JTOKYMEHT.

2.IlpaBuna cocraBiieHus U OPOPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamma. akc.
4.I1lucpMa-BUOLI UX.

5. Noxnannas. OOBICHUTENIbHAS U CITy)KeOHAsl 3aITMCKH.




Tema 5. OpranuzanoOHHbIE JOKYMEHTBI.
Bomnpocsr:

1.Ycras.Bunr! ero.

2. IlpaBuiia ux cocTaBJICHHUE.

3. UncTpykuuu. [IpaBuna ux coctaBieHUsI.
4. Ilonoxenust. X peKBU3UTHIL.

Tema 6. PacniopsinnTenbHble JOKYMEHTHI.
Bomnpocsr:

1.3akon.[IpaBuna opopmieHus.
2.Yka3.Bugsl ero.
3.Pacniopsixenus. I IpaBuiia cocraBieHus.
4.IIpuka3.Bunsl ero.

5. IlpaBuia cocTaBiieHUs TPUKA30B.

Tema 7. X031ICTBEHHO-10TOBOPHBIE TOKYMEHTHI.
[Tnan.

1. Horosop. [IpaBuna cocraBieHusl.

2 .Bunpl JOroBOpOB.

3. Kontpakr. IIpaBuiia ero cocraBieHus.

4. TpynoBbl€ COTJIAlICHUS.

Tema 8. JIokyMEHTBI KOJUIETHAIBHBIX OPTraHOB.
[1nan.

1. ITpoToxosn. Buasl IpoTOKOJIOB.

2. IIpaBuina coctaBiaeHUs: 1 0POPMIICHUS UX.

3. AkT. Bugsi ero.

4. BeInKcKa U3 MPOTOKOJIa-OCHOBHOTO JOKYMEHTA.

4.4.TemMbl caMOCTOSATEJIbHOM PA0OTHI

Tema 1. [lokymMeHTalIlHOHHOE O0ecTieYeHNe YIIPABJIeHHSA
1. Opranmzanus pabOTHI C TIOKYMEHTaMH (TTpUEM U TIepBUYHAs 00paboTKa TOKYMEHTOB,
UX MPEBAPUTEIIEHOE PACCMOTPEHHUE U pacIIpeielIeHUe, PETUCTPAIUs JJOKYMEHTOB,
KOHTPOJIb UCTIOHEHUS JOKYMEHTOB, HH(POPMaIIMOHHO-CIIpaBoOYHas paboTa).
2. Hcnonn3oBanue JOKYMCHTOB B Pa3JIMYHbIX 06J'IaCT5IX ACATCIIbHOCTHU

Tema 2. Cioco0bl JOKYMEHTHPOBAHUS
1. Hpel/IMYH_IGCTBa HCIIOJIb30BAHUA JJICKTPOHHBIX JOKYMCHTOB, COTJIACOBAHUC IIPOCKTA
3MIEKTPOHHOTO JOKyMeHTa. [loJIMHHOCTh, OPUTMHAIBHOCTH M KOMHMHOCTH JIOKYMEHTA,
3aBepeHre KO IOKyMEHTa, TyOIuKar.
2. CTpyKTypa OKyMEHTa, IOCTPOECHUE JOKYMEHTa, (POpMyIsip JOKYMEHTa

Tema 3. FOpuaudeckasi Cjia JOKyMeHTAa
1. HopmatuBHO-MeTOqUYECKas OCHOBA JAEIONPOU3BOICTBA.
2. YcraB, MOJ0KEHNUE, MHCTPYKITUS, TIPUKa3, pacIopsDKEHHUE, aKT, MUChMO, TOKJIa Has U CIIy)KeOHas
3aImcKa, CIipaBKa, I0rOBOP, JOBEPEHHOCTh, JKaJIOOBI

Tema 4. Kagpbl TYPUCTCKHX areHTCTB, JKCKYPCHOHHbLIX 0I0P0, TYPONIEepaTOPOB
1. TIpumepnbie 00pa3Ibl JOIKHOCTHBIX HHCTPYKIUNA, PYKOBOAUTEISM (IUPEKTOPY
TypareHTCTBa), MEHEKEePy 110 OPOHUPOBAHUIO U MPOIaXKaM, MEHEIDKEPY 110
MapKETUHTY, MEHEJIPKEPY 10 MePCOHAIY

Tema 5. OcHOBHbIE JOKYMEHTbI, perjiaMeHTUPYIOIIHe YIIPaBJIeHHe MePCOHAIOM
1.PaboTa ¢ UCXOASAIUMH JOKYMEHTaMH. DTanbl 00pabOoTKH UCXOIAIIUX JOKYMEHTOB,
HOPSIOK PA0OTHI C UCXOSIIIMMHI TOKYMEHTAaMH, PETUCTPaNsl TOKYMEHTOB.

Tema 6. KoHTpoab ncmonHeHusi AOKyMeHTOB. OmepaTtuBHoe XxpaHeHue aeia. PabGora c
KOH(HUIeHIHATBbHBIMHA JOKYMEHTAMH
1.OTBETCTBEHHOCTh 3a COXPAaHHOCTb, MOPSAOK BBIJAYM J€J, IPOBEPKH HAINUMS
JIOKYMEHTOB, Bbl1aya OT/IEIbHbBIX JOKYMEHTOB.
2. Opranu3zanust po3bicKa JOKyMEHTOB.
3.IloHsATHE KOH(UICHIMATBHBIX TOKYMEHTOB, >KypHaJl PErHCTpalud AOKYMEHTOB C
rpudom «KoHpuaeHIHATBEHOY.




Tema 7 JkcnepTH3a HEHHOCTH 10KYMEHTOB, Ilepeaya el B apXuB
1.0dopmiieHne TOKYMEHTOB, CIaBa€MbIX B apXHB, (POPMBI ONIUCHU U aKTa, Iepeayda
ACJI B apXUB, YHUUTOKCHUC JOKYMCHTOB C UCTCKINNMU CPOKAMU XPAHCHUA.

5. KOHTPOJIb KAYECTBA OCBOEHMA JUCIIUITJIMHDbI

Texymuit KOHTPOJIb U MPOMEKYTOUHAS aTTECTALlUs OCYIIECTBIISIOTCS B COOTBETCTBUU C
«[TonoxeHnem o TeKyIeM KOHTPOJIC YCIIeBAEMOCTH U MTPOMEXKYTOUYHOM aTTeCTaIlli 00yJaroIIiXCsl
B ABTOHOMHOI HEKOMMeEpUECKO# opranuzamnuu «O0pa3oBareabHas OpraHu3aIis BICIIETO
o0Opa3oBaHUI «YHUBEPCUTET SKOHOMUKHU U YIIPABIICHUS».

Bun npoMexxyrouHoil arrectanuu—3ader. Gopma IpoBeICHMs ITPOMEKYTOUHOM aTTECTALUU
— MMMCbMCHHBIN 3a4eT.
@OH OLIEHOYHBIX CPEJCTB 10 JUCLUIUIMHE IIPUBEIEH B MIPUIOKeHUIX K PIIJI

6. YYHEBHO-METOANMYECKOE OBECIIEYHEHHUE JUCIHUITVINHbI

Koctenko, T. B. JlokymeHTanimoHHOE 00ecrieyeHne TypUCTUIECKOM AeaTenbHocT: OnopHBII
koHcrekT yiekiuii/ T. B. Koctenko. - Cumdeponons: AHO "OOBO" "YOV", 2021. - 51 c.

7. HIEPEYEHh OCHOBHOM U JOTMOJHUTEJILHOI YUEBHOW JUTEPATYPHI,
HEOBXOJIUMOIi /151 OCBOEHUS JUCLHUILINH

@) OCHOBHAA TUmMepamypa:

1. I'punbepr A.C. JlokyMeHTallMOHHOE OOECTeUueHUe YIpaBIeHUs [ DIEKTPOHHBIA pecypc]:
y4eOHUK— M.: IOHUTU-IAHA, 2020.— 392 c.— Pexum JIOCTyMaA:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooksy, URL:
https://www.iprbookshop.ru/72458.html (mara o6pamenus: 19.01.2025). — Pexum moctyma: mis
aBTOpH3Up. nosb3oBateneil. - DOI: https://doi.org/10.23682/72458

2. I'aeea UN.B. [lemonpou3BoACTBO [DNEKTPOHHBIA pecypc]: CnpaBOYHHMK— MMUHCK:,
Terpamur, 2021.— 224 c— Pexum gocryma: http://www.iprbookshop.ru/28072.— DBC
«IPRbooks» URL: https://www.iprbookshop.ru/72458.html (mara oOpamenus: 19.01.2025). —
Pexum noctyna: st aBropusup. noas3osareneit. - DOI: https://doi.org/10.23682/72458

3. CumomnsH, P. f. JlokyMeHTaIIMOHHOE 00€CTIeUeHNEe CHCTEMBI YIIPABIICHUS OpTaHU3aIueH :
yuebHoe nocobue / P. 1. Cumonsin. — Capartos : At [Tu Op Meaua, 2021. — 180 ¢. — ISBN 978-
5-4486-0167-5. — TekcT : 37eKTpOoHHBIN // DnekTpoHHO-OnbaMoTeunas cucrema [IPR BOOKS :
[caiiTr]. — URL: https://www.iprbookshop.ru/72458. html (mara oOpamenus: 19.01.2025). —
Pexxum moctyma: mist aBTopusup. moiaszoBareneid. - DOI: https://doi.org/10.23682/72458

0) oonoanumenvHan 1umepamypa:

I. I'puropsiy, 3. I'. JlokyMeHTallmOHHOE 00ecrieueHre AeITeIbHOCTH Tiearora-
ncuxoiora JI00O : yae6Hoe nocobue / O. I'. I'puropsin. — 2-e uzn. — Capatos : At [1Tu Op Menaua,
2021. — 141 c. — ISBN 978-5-4486-0497-3. — TeKcT : 3NeKTPOHHBIH // DIEKTPOHHO-
ouomoteunas cuctema [IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/83265.html
(mata obpamenus: 19.01.2025). — Pexxum qoctyna: s aBTOPU3UP. MOJIb30BaTEICH

2. HudopmalinoHHbIEe TEXHOJIIOTUU B JJOKYMEHTAIIMOHHOM OOECIIeUeHUH YIIPaBICHUS U
apxuBHOM jede : yueOHuk ais By3oB / T. B. Konapamosa, H. H. Kynses, E. B. Tepentsena, A. I
®abpuunos ; moxa penakuueit H. H. Kynse. — Mockaa : Jloroc, 2021. — 408 c. — ISBN 978-5-
98704-786-6. — TeKcCT : 31MeKTPOHHBIN // DnekTpoHHO-0ubnmmoreynas cucrema [PR BOOKS :
[caiiT]. — URL: https://www.iprbookshop.ru/70714.html (nara o6pamenus: 19.01.2025). —
Pexxum noctymna: 1 aBTOPU3HP. MOJIb30BaTEIICH



8. IIEPEYEHb PECYPCOB HH®OPMALIMOHHO-
TEJJEKOMMYHUKAIIMOHHOM CETU «AHTEPHET»,
HEOBXOJIHMUMBIX JJISA OCBOEHUSA JUCHUITINHBI

1. UadopmammonHo-npaBoBoii  mopran  «l'apant»: odunuaneubii  caiit. — URL:
http://www.garant.ru — TekcT: 31eKTpOHHBIH.

2. Iudporoit obOpazoBarenbHbIil pecypc «IPRsmarty: obunmanenseiii caiit. — URL: http:/
www.iprbookshop.ru/ — TekcT: 351eKTpOHHBIH.

3. bubmuoreka mo  reorpadgum. I'eorpadpmueckas  sHmukionenus. —  URL:
http://www.geoman.ru— TeKCT: 37I€KTPOHHBIH.

4. Teorpadus. [Tnanera 3emsss — URL: http://www.gro.ru . — TekcT: 3JIeKTpOHHBIIA.

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

6. Kuyo GEO — URL: [ http://www.geo.ru/.— TeKcT: 3JIeKTpOHHBIH.

7. Mup KapT: UHTEpaKTHUBHBIC KapThl CTpaH u ropoaoB a— URL: . http://www.mirkart.ru—

TeKCT: PNEKTPOHHBIN. .

9. METOAUYECKHUE YKA3ZAHUA IJI5S1 OBYYAIOIIUXCA
ITO OCBOEHMIO JUCHUITJIMHBI

[Ipu mpoBeneHny JIEKIUH, Ta0OPaTOPHBIX 3aHITHI, CAMOCTOSTEIHLHON paboTe CTYJICHTOB
MMPUMCHAIOTCS MHTCPAKTHUBHBIC (bOpMBI MMPOBCACHUA 3QHSTUH C LCJIBIO MOTrPYKCHUA CTYACHTOB B
peanpHyl0 arMochepy TpPOQPECCHOHAIIBHOTO COTPYAHHUYECTBA 110 pa3pelieHUuI0 MpooseM,
ONTUMAJIbHOW BBIPAOOTKM HABBIKOB M KauecTB Oyaymiero cnernuaniucra. HTepakTuBHbIE (POPMBI
NPOBEJCHUS 3aHATUH MpeArnojaraloT o0ydeHHe B COTpyAHHMYecTBe. Bce ydacTHHUKH
o0Opa3zoBaTenpHOrO Tmpoliecca (IpernojaBaTeslb U CTYASHTHI) B3aUMOJCHCTBYIOT JIPYT C JAPYIoOM,
oOMeHuBaroTCs HHGOPMAIIME, COBMECTHO PEIIAIOT TPOOIEMBI, MOACIUPYIOT CUTYAIIHIO.

B ydeGHOM mpoliecce UCTIONB3YIOTCS MHTEPAKTUBHBIE (POPMBI 3aHSITHIA:

1. TBopueckoe 3anaHue. BBITOJHEHHE TBOPYECKMX 3aJaHU TpeOyIOT OT CTyJeHTa
BOCTIPOM3BE/ICHUE TIONyYEeHHOW paHee HHPopMaIu B (hopme, onpeaesisieMoit mpernoaaBarenem, u
TpeOyroIIei TBOPUECKOTO MOIX0a.

2. TI'pymmoBoe oOcyxkaeHue. ['pymnmnoBoe o0CyKaeHHEe KOT0-IM00 BOMpOCca HANPaBIeHO Ha
JOCTHKEHUH JIYYLIETO B3aMMOIIOHHUMAHMSI M CIOCOOCTBYET JIydlIeMYy YCBOCHHIO H3Yy4aeMOI0
MaTepuana.

10. IEPEYEHh TH®OPMAIIMOHHBIX TEXHOJIOT Uid, UCIIOJIb3YEMBIX ITPH
OCYHECTBJIEHUU OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCHUIIJIMHE,
BKJUIIOYASA TIEPEYEHD ITPOI'PAMMHOI'O OBECIIEYHEHUSA U
NHOOPMANMOHHBIX CITPABOYHbBIX CUCTEM (ITPM HEOBXOJAUMOCTHN)

B nporecce NEKIIMOHHBIX M IPAKTUYECKHUX 3aHIATUIH UCIIOIB3YETCS CIeIyoIIee
IporpaMMHOE00ecIeueHHE:

- TPOTrpaMMBI,  OOECIICYHBAIOIINE noctyn B ceth MHTepHer  (Hampumep,
«Google chromey);

- MPOrpaMMBbl, JEMOHCTPAIMH BUJIEO MaTEpUaIOB (HarpuMep, mpourpsiBatens «Windows
Media Playery);

- MpOrpaMMbl JUIsi JAEMOHCTPAallUd W CO3JaHus mpe3eHTanui(Hampumep, «Microsoft
Power Pointy).

11. . OIMIUCAHHUE MATEPUAJIBHO-TEXHUYECKOI'O OBECIIEYEHUA],
HEOBXOANMOTI O JJIsd OCYINECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOIECCA
O AMCIUITIVIMHE

HJ’IH npenoaaBaHuA JUCHUIIIMHBI HE Tpe6yeTc;1 CIICHHUAJIBHBIX MAaTCPHUAIIBHO-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/

cpenct (J1a00paTOpHOrO0 OOOPYAOBAaHMS, KOMIBIOTEPHBIX Ki1accoB M T.M.). OmgHAKO BO Bpems
JICKIIMOHHBIX 3aHATHUH, KOTOPBIE MMPOBOJAATCS B OOJIBIION ayTUTOPHH, UCIIOIB30BATH IPOSKTOP IS
JIEMOHCTpAIIMH CIIalI0B, CXeM, TaOJIHII.
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