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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 TOKYMEHTO000poTa.

MecTo TUCIMILIINHEI B JucruniamHa b1.0.13 «/loxkymMeHTallmOHHOE

ctpykrype OIIOIL obecrnieueHue TYPUCTHYECKOMN JESATETbHOCTI
OTHOCHUTCS K 00s3aTebHOM yacTu Y11

Komnerenmuu, IIK-2, OIIK-6

dbopMupyeMBbIE B pe3yJIbTATE
OCBOCHHUSA NUCHUITIIINHBI

ConeprkaHue TUCIUILTAHBI

1./loxymeHTanmonHoe o0ecrnedeHue yrnpaBieHUs
2. CriocoObl TOKYMEHTHPOBAHUS

3. IOpuauueckas cuiia JOKyMEHTa

4. Kagpbl TypUCTCKUX areHTCTB, YKCKYPCHUOHHBIX
010p0, TypoIepaTopoB

5. OCHOBHbIE JOKYMEHTBI, PETJIaMEHTUPYIOIINE
yIpaBjeHUE MEPCOHATIOM

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

7. DkcnepTusa IEHHOCTH IOKYMEHTOB, Tiepeaaya aei
B apXMB

OO6mmas TpyA0€MKOCTh
JUCHUITIITNHBI

OO6mas Tpya0€MKOCTh JUCIUILINHBI COCTaBIsACT 3
3a4€THEIX equuuibl 108 yacos

dopma MPOMEKYTOUHOMN
aTTecTaluu

3aueT




Conepxanue

1. Ilenp W mnepedeHb IUIAHUPYEMBIX pPE3yIbTaTOB OOYYEHHS TIO
JUCIUIUIMHE, COOTHECEHHBIX C MJIAHUPYEMbIMU 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
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5. KoHTpoap kauecTBa OCBOCHUS JUCIUIIIINHBI
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HEO0OXOUMOM /ISl OCBOCHUS TUCHUTLITUHBI

8. Ilepeuenp pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH
"UnTtepuer" (manee - cetb "MHTepHeT"), HEOOXOAMMBIX AJII OCBOCHHS

JTACITATUINHBI

9. Meroanueckue ykazaHus Ui OOydaloIIUXCS MO OCBOEHUIO
TUCLUIUTUHBI

10. Ilepeuenp HHPOPMALMOHHBIX TEXHOJOTHM, HCIOIB3YEMbIX MpU
OCYIIECTBIECHUN 00pa30BaTENBHOTO MPOLIecca M0 TUCIUILINHE, BKIIIOYas
MepevYeHh  MPOrPaMMHOTO  oOecriedeHuss W WHOOPMAIMOHHBIX
CIPaBOYHBIX CHCTEM (NP HEOOXOIUMOCTH)

1. Onucanue MAaTEPHUATIBbHO-TEXHUYECKOTO obecrieueHus,
HE00X0IUMOro, HEOOXOJIMMOM NJisi OCYIIECTBJICHHUS OOpa30BaTEIbHOIO
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1.

Heab 1 nepeyeHb MIAHUPYEMBIX Pe3yJabTATOB 00y4eHHH 10

AUCHHUILINHE, COOTHECEHHBIX C IVIAHUPYEMBbIMHU Pe3yJbTATaAMHU 0CBOCHUS
o0pa3oBaTeJIbHON MPOrpaMMbl

Henp aucrumiauHbl «JlOKyMEHTAIMOHHOE OO0ECIEeUEeHHE TYPUCTHYECKON
JeATeIbHOCTHY - DOopMHUpOBaHHWE KOMIIETCHIIMH B 00JIACTH OpraHU3allu

OpraHu3alnu, JOKYMEHTHPOBAHUE

YOPABJICHUYECKOW JEeATEIbHOCTH Ha OCHOBE COBPEMEHHBIX TpEOOBaHUU C

JOKyMEHTO000pOoTa TYPUCTCKUX
NPUMEHEHHEM  COBPEMEHHBIX
JIOKyMEHTO000pOTa.

TEXHOJIOTUU

u METOJOB BCACHUC

B pesynbrate ocBoenus OIIOII 6akanaBpa oOydaromuiics: J0JKEH OBJIAJETh
CJIENYIOIIMMU PE3YIbTaTaMU O0yUEHUS 110 AUCITUTUIHHE:

Konpr Pesynbrars! ocBoenus OITOIT IIepedyeHs nIaHUPYEMBIX PE3yIbTAaTOB 110
KOMITIETEHIIUH TUCIUIINHE
[1K-2 Crioco0eH paccUuTHIBaTh U 3HATH:
QHAJTM3UPOBATH 3aTPATHI METO/Ibl pacueTa CTOMMOCTH SKCKYPCHOHHBIX
NesITeIbHOCTH OpraHU3aluu MapIIpPyTOB U MPOTrPAMM
TYPUCTCKON UHAYCTPUH, YMeETh:
TYPUCTCKOTO MPOAYKTa B BbIpa0aTHIBATh yIPaBICHUECKHUE PEIICHUS Ha
COOTBETCTBHUH C TPEOOBAHUSMH [OCHOBE PE3yJIbTATOB aHAIM3A JCSITEILHOCTH
nmoTpedutens u (WIK) TYPUCTa, TYPUCTCKOTO MPEANPHUATHS U IPEATIOYTECHUH
000cHOBBIBas 3(pPexkTuBHBIE  [MOTpeOUTENS
yIIpaBJIeHYECKUE PEIICHUS BJIa/J€Th:
HaBBIKAMU pa3pabOTKH TEKYIIUX U
MEPCIEKTUBHBIX TUIAHOB peaTu3aliiy TYPUCTCKUX
MPOJYKTOB U 0(POpPMIIEHUSI KOMMEPUECKOI
TOKYMEHTALlUU
OIIK-6 CnocoGen IIPUMEHATh BHATH:
3aKOHOJATEIbLCTBO 3aKOHOJaTeNbCTBO Poccuiickoit denepanun B
Poccuiickoit ®enepaunu, a chepe NpeaocTaBIeHUs TYPUCTCKUX YCIyT
TaKKe HOPMBI [yMeTh:
MEXIYHApOJHOTO MpaBa MPHU (OCYLIECTBIATH MOUCK K 00OOCHOBAaHHO MPUMEHATH
OCYIIIECTBICHUU HE00X0IUMYI0 HOPMAaTHBHO-IIPABOBYIO
npodeccuoHaIbLHON NTOKYMEHTALMIO [T JEATEIEHOCTH B
NEeSITEIIbBHOCTH npodeccuoHaNbHOM e TeIbHOCTH

BJIA/IETh:
HABbIKAMU OPraHU3alUU JOKYMEHTO000pOTa B
COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMH




2. Mecto mucuuminuabl B ctpykrype OITIOII 6akanaBpuara

Hucrumumaa b1.0.13  «/lokymeHTanimonHoe o0O€crieueHne TYPUCTHYECKOM
NEATEILHOCTI) OTHOCUTCS K 00s13aTebHOM yact Y11

HucnumuinHaa  «/lokyMeHTarmoHHoe — oOecrieueHue TYPUCTAYECKOU
NEeSATEIbHOCTIY U3ydaeTcsl 00y4aroMMHC Ha 2 ceMecTpe.

[Ipu n3ydyeHnu 1aHHON AMCIUIUIMHBI O0YYAIOIIUIICS UCIOJIb3YET 3HAHUS,
BBenenue B cnenuanbsHOCThY, «H(DOpMaLIMOHHBIE TEXHOJIOTUU B
npohecCHOHANBEHOM AeSTENbHOCTHY. V3yueHne AMCUUIIIMHBI HEOOXOAUMO IS
JNAJbHEUIIIETO N3YYEHU TAKUX AUCUUILIMH Kak: « CepBHUCHAs AESATEIbHOCTDY,
«Ynupasnenue opucom». Jucuumimnna «lokyMeHTallMOHHOE o0eclieueHne
TYpPUCTHUYECKOU AesiTeIbHOCTH» yuTaeTcss Ha OPO u 3DO BO BTOPOM CEMECTPE.

3. O0beM IMCHUIJIMHBI B 32YE€THBIX eJMHUIAX ¢ YKA3aHHEM KOJIHYEeCTBA
aKaJleMH4€eCKHX YaCOB, BbI/IEJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4aroIuxcs
C MpenoaaBaresieM U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aroImnXxcsi

OO6mass TpyJa0eMKOCTh JUCHMIUIMHBI COCTaBsAeT 3 3adeTHhIX eauHuil, 108
aKaJEeMHUYECKHUX YJaca.

3.1 Oovem oucyuniunsl nO UOAM YUEOHBIX 3aHAMUL (8 Yacax)
JL1s1 0uHOi popmBbI 00yUeHUSI

OO61mast Tpy10EMKOCTb TUCITUTIIIMHBI COCTaBIsET 3 3a4€THBIX enuHuilbl 108 gacos

O0bEéM TUCHUTTHUHBI Bcero yacos
OO611ast TPy T0EMKOCTh TUCITUTIITUHBI 108
AynutopHas paboTa (Bcero): 38
KonTakTHas pabora 38
Jlexnmn 26
CeMuHapBl, NPAKTUYECKUE 3aHATUS 12
CamocTosATenbHass  pabota 70
00yuaromuxcs (BCero)

3auer -

st 3a04HOM popMbI 00yUeHUA

OO6m1as Tpy10EMKOCTh TUCIUTTMHBI COCTaBIsACT 3 3a4€THRIX enuHullbl 108 yacoB

O0BLEM THCHUIITTUHBI Bcero yacos




OO611as1 TPYJI0EMKOCTh JUCITUILIUHBI 108
KonrtakTHas paboTa 6
AyauTopHas paboTa(BCero): 6
Jlexuu 4
CemMuHaphbl, NPAKTUYECKUE 3aHITHUS 2
CamocTtosiTenpbHass  pabora 98
00yuarommxcs (Bcero)

3auer 4

4. Coanepxanne TUCHMILUIUHBI, CTPYKTYPHPOBAHHOE 10 TEMAM € YKa3aHUEM
OTBEJICHHOT0 HA HUX KOJIMYECTBA aKAJIeMUYeCKNX YACOB U BHJI0B y4eOHBIX
3aHATHN

4.1. Pazoenvt oucyuniunol u mpyooemMKoCms NO 6UOAM YUeOHbIX 3aHAmMUIl (8
axkademuueckux uacax)

Ne Bcero KomuuectBo yacos
T
€ HanmeHnoBaHue TeMEBI
" KonrtakTHas pabota Breaynur.
o (aynuTopHas pabota) pabota
OO | O3 Jlexmun [TpakTrueckue CamocT.
O pabora
OdO | O3P0 | ODPO | O3DPO | ODPO 030
0]
1 | JlokymMeHTalnOHHOE 14 10 2 - 2 - 10 10
obecrneucHUe
yIpaBIeHUS
2 | CrrocoOmr 16 22 4 2 2 - 10 20
JOKYMEHTUPOBAHUS
3 | FOpuguueckas cuna 14 20 4 - - - 10 20
JOKYMEHTAa
4 | Kagpel TypUCTCKHX 16 10 4 - 2 - 10 10
arcHTCTB,
AKCKYPCHOHHBIX O10pO,
TYypOIIepaTOpOB
5 | OCHOBHBIE JOKYMEHTHI, 16 22 4 - 2 2 10 20
perIaMeHTHPYIOIINE
yIpaBJICHUE TIEPCOHATIOM
6 | Konrponp ucnonHenus 16 12 4 2 2 - 10 10
JIOKYMEHTOB.
OnepaTtuBHOE XpaHEHHE
nen. Padora ¢
KOH(UICHIMATEHBIMH
JOKYMEHTaMU
7 | DxcnepTu3a IEHHOCTH 16 8 4 - 2 - 10 8
JOKYMEHTOB, Iiepeiaya
JIENT B apXUB
Bcero no gucnurmmae 108 104 26 4 12 2 70 98
3auer - 4
Hroro 108 108




4.2. Cooeprrcanue oucuyuniunsvl, CMpyKmypupoeannoe no memam (pazoenam)

Tema 1. [lokyMeHTALIMOHHOE 00ecniedyeHne YIPaBJIeHUS

JIoKyMEHTaIlMOHHOE obecrnieueHue yIpaBJieHUsI (10Y) - CUHOHUM
JIeJI0NPOU3BOICTBA, cnenuduyueckoe HaIpaBJIeHHUE NEeSITENbHOCTH.
JIOKyMEeHTUpOBaHHE U OpraHu3anus padoThl C OQUUHUATBLHBIMU JOKYMEHTaMHU.
Opranuzaius padoThl ¢ JOKyMeHTaMu (IIpUeM U NepBUYHasi 00paboTKa JOKYMEHTOB,
UX TpeJIBApUTEITLHOE PACCMOTPEHUE W pacHpelesieHue, perucrpanus JTOKYMEHTOB,
KOHTPOJIb ~ HMCTIOJIHEHUS JOKYMEHTOB, HWH(GOPMAIMOHHO-CIIPAaBOYHAs padoTa).
Hcnonp30BaHne JOKYMEHTOB B Pa3IMUHbIX 00JaCTIX ACSITENbHOCTH.

Tema 2. Crioco0bI JOKYMEHTHPOBAHHUA

Hocutens  mnpopManmu.  DIEKTPOHHBIE  HOCHUTENHM  JOKYMEHTHPOBAHHOM
unpopmarmu.  CpeactBa W CIOCOOBI  JOKYMEHTHPOBAHUS,  TEKCTOBOE
JOKYMEHTUPOBAHUE,  TEXHUYECKOE  JIOKYMEHTHPOBaHUE,  (DOTO-KMHO-BUJAEO-

JOKYMEHTUPOBaHUE, JJICKTPOHHBIN JOKYMEHT, TOHSATHE SJIEKTPOHHOTO JIOKYMEHTA.
[Ipenmy1ecTBa UCOMBL30BAHUSI JIEKTPOHHBIX JTOKYMEHTOB, COIJIACOBaHHE MPOEKTa
ANEKTPOHHOTO  JIOKYMEHTa. [logIMHHOCTh, OpPUTMHAIBHOCTH W  KOMUHHOCTH
JIOKYMEHTa, 3aBEPEHHUE KOMUM IOKYMEHTA, TyOIMKaT.

CtpykTypa JOKYMEHTa, TIOCTPOCHUE JOKYMEHTa, POopMYJIsip JOKyMEHTA.

Tema 3. FOpuanyeckasi cujia J0KyMeHTA

[lonsatne IOPUTHYECKON CUJIBI JNIOKYMEHTA, IOPUIUYECKU
3HAQYMMBbIE  PEKBHU3UTBl  JOKYMEHTa, IOpHAMYECKas  CuUjJa  JJIEKTPOHHOTO
JOKYMEHTA, oOsi3aTenbHbIE  PEKBU3UTHI,  MONAMUCH,  JlaTa  JIOKyMEHTa,

ne4yatrb, rpud  YTBEPKACHUSA,  PErHCTPALlMOHHBIM  HOMEp,  DJIEKTPOHHAs
udposas neyatb. HopMaTuBHO-MeTOAMUECKAs OCHOBA JEIONPOU3BOICTBA.

YcraB, ONOKEHNUE, UHCTPYKLNS, IPUKA3, PACIIOPSIKEHUE, AKT, INCbMO, JOKIaAHasA U
ciyxeOHasl 3alncKa, CIpaBKa, 10r0BOpP, JOBEPEHHOCTb, JKaJIO0BI.

Tema 4. Kaapbl TYPHCTCKHX areHTCTB, IKCKYPCHOHHBIX OI0PO, TYPOIIEPATOPOB
JomxHocTHass uHCTpyKuusA. lloHATHE MOHKHOCTHOM HMHCTPYKIMHU, TpaBuia
coctaBieHus. OOmue monoxkeHuss, QYHKIUHU, JTOJDKHOCTHBIE OOS3aHHOCTH,
B3aMMOOTHOIIEHHUS, [IPaBa, OLIEHKA padOThl, MOOMIPEHHUS, OTBETCTBEHHOCTh, IpU( 00
yTBepkaeHun. [lpumeprpie 00pas3ilbl MODKHOCTHBIX HHCTPYKIIHHA, PYKOBOIUTEISM
(IUpEeKTOPY TypareHTCTBAa), MEHEHKEPY IO OPOHUPOBAHUIO M MPOJAAKAM, MEHEIKEPY
0 MAapKETUHTY, MEHEIKEPY MO MEPCOHAIY.

Tema 5. OcHOBHBIE JOKYMEHTHI, perjaMeHTHPYIOLIHe YIIPaBJIeHUue IePCOHATIOM
[Ipukassl o JM4HOMY cocTaBy. [loHATHE mpHKa3a Mo JIMYHOMY COCTaBy, NpaBUIIA
COCTaBJICHMS, IUTATHOE pAaClHUCAHHE, TPYAOBOM JIOroBOp (KOHTPAKT), JHUYHAS
KapTO4yKa, COCTaB PEKBU3UTOB, TPeOOBaHMA K HUX O(OpMIIEHHIO, TpeOOBaHUS K
OJaHKaM JOKYMEHTOB M MX o¢opmieHHto. Opranuszanus padoTbl C JTOKyMEHTAMH,
OPUHLUIBL PabOTBl C JOKYMEHTaMH, JOKYMEHTOOOOPOT, OCHOBHBIE T'PYIIIbI
JOKYMEHTOB, pa00Ta C BXOJIALIMMH JOKYMEHTaMH, NOHITHE BXOASIINX JOKYMEHTOB,
3Tanbl OOpabOTKM BXOASIIMX JOKYMEHTOB, MOPSJOK paboTbl € BXOJALIMMHU
JOKyMEHTaMHU.



9
PaGota ¢ ucxoasmumMu TOKyMEHTaMU. DTarbl 00paOOTKU UCXOASIIUX JOKYMEHTOB,

HOPSAZOK pabOThI ¢ UCXOASIIMMU JOKYMEHTAMU, PErHCTpaIisl T0KyMEHTOB.

Tema 6. KoHTpoJib HCHOTHEHHS NOKYMEHTOB. OmnepaTuBHOE XpaHeHHe [eJl.
Pabora ¢ koH(pUAEHIHATBHBIMUA JOKYMEHTAMM

dopmupoBanue u opopmieHue nen. Homenkiarypa aei.

[lonsiTMe HOMEHKIATypa JAeJ: THUIIOBas, IPUMEPHas, KOHKPETHOIO MPEIIIPUSATHS.
ConepxaHue HOMEHKJIATYphl Jell, MOpAJoK cocTaBieHus. [lopsnok ¢popmupoBanus
JieJ1, IpaBuiia opopmIIeHuUs Aell.

OTBETCTBEHHOCTh 3@ COXPAHHOCTb, IOPSAOK BbIJAYM JEJI, IIPOBEPKU HAIUYHS
JNOKYMEHTOB, BblJlaya OTJEIbHBIX JOKYMEHTOB. OpraHu3anus po3bICKa JTOKYMEHTOB.
[TonsitTue KoH(UAEHIIMANBHBIX JOKYMEHTOB, JKYpPHaJl PETUCTPALMU JOKYMEHTOB C
rpudom «KonpuneHmanbHom.

Tema 7 JxkcnepTusa HEHHOCTH T0KYMEHTOB, Ilepeaaya JieJl B apXUB
OnpeneneHue CpPOKOB XpaHEHHs, JOKYMEHTHI, I€peJaBacMbleé Ha apXHUBHOE
XpaHEHHUE.

OdopMmieHre TOKyMEHTOB, C1aBAEMbIX B apXUB, (POPMBI ONMCH U aKTa, epegayda el
B APXUB, YHUUTOXEHHUE JOKYMEHTOB C UCTEKIIMMHU CPOKAMHU XPaHEHUSI.

4.3. Tembl NpakTHYECKUX 3aHATHI

Temal: JlokyMeHT-OCHOBHOM HOCUTENb UH(OpPMALIUU

Bomnpocksr:

1. Yro siBnseTcs mpeaMeToM U 0OBEKTOM M3YUEHHS TUCUUTIIMHBI
«JlokyMeHTalmoHHOE O0ecTieueHUE YIPaBICHUD?

2. KakoBbI ocHOBHBIC 3agaun JJOY?

3. Urto Takoe nHpopMaIus 1 Kakue TpeOOBaHUs K HEH MPEeAbABIAIOTCA?

4. Yo Takoe nokymeHT? Kakue yHKIIUU OH BBITIOJTHSIET?

5. 71t uero HeOOXOAMMO COXPAHSTH IOKYMEHTHI?

6. B ueM 3akitouyaeTcs ynpapiieHUe JOKyMEHTaMu?

Tema 2. [IpaBuna cocraBieHus 1 0QpopMIIEHUS JTOKYMEHTOB
Bomnpocksr:

1.OcHOBHBIE U TONOJHUTENbHBIE PEKBU3UTHI.

2.®opmynisap U OJaHK JOKyMEHTa

3. 1yt yero HeOOXOAMMO COXPAHATH IOKYMEHTHI?

4. B yeMm 3akiitoyaeTcs ynpaBJIeHUE JOKyMEHTaMuU?

5. CranpapTu3anus J0KyMEHTOB.

Tema 3. JIuunbsie opuIMAIBHBIE IOKYMEHTHI.

1.IIpaBuna opopmiieHus 3asBICHUSI.

2. [IpaBuiia oopMiieHUsT TUYHON JOBEPEHHOCTH.

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

5. IlpaBuiia oopmiieHUs pe3toMe.
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Tema 4. CnpaBouHO-UH(POPMALIMOHHBIE TOKYMEHTHI.
Bormpocsr:

1.CnpaBka-0CHOBHOM JOKYMEHT.

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

4. ITucbma-BUIbI UX.

5. loknaanasi. OObsICHUTEbHAS U CITy>KeOHAasl 3aICKU.

Tema 5. Oprann3aiMoHHbIE JOKYMEHTBHI.
Bompocstr:

1.YcraBs.Bunaesl ero.

2. IlpaBuna ux cocTaBi€HUE.

3. UucTpykiuu. [IpaBuiia ux cocTaBiICHHUS.
4. ITonoxenusi. Ix peKBU3UTHI.

Tema 6. PactiopsiiuTenbHble TOKYMEHTHI.
Bomnpocksr:

1.3axoun.IIpaBuna opopmieHus.
2.Yka3.Buasl ero.
3.Pacniopsixenus.IIpaBuna coctaBneHus.
4 I1puka3.Buasl ero.

5. IIpaBuna cocTaBneHus MPUKA30B.

Tema 7. X0341CTBEHHO-AOTOBOPHBIEC TOKYMEHTBHI.
[Lman.

1. orosop. [IpaBuna cocraBieHus.

2 .Buabl 10rOBOPOB.

3. Kontpaxr. [IpaBuiia ero coctaBiaeHus.

4. TpynoBble cOrNallICHUS.

Tema 8. JIoKyMEHTBI KOJUIETHAIIBHBIX OPTaHOB.
[1nan.

1. ITpoTokoa. Buasl mpoTOKOJIOB.

2. IlpaBuiia coctaBieHus: 1 OPOPMIICHUS UX.

3. AxT. Bungsl ero.

4. BpInicka 13 NpOTOKOJIa-OCHOBHOTO JOKYMEHTA.

4.4. Tembl caMOCTOSATEIbHOM PadOTHI

Tema 1. JlokymMeHTaMOHHOE 00ecnieYeHre YIIPABJICHUA
1. Opranuzanus paboThl ¢ JOKyMEHTaMH (IIpHEM U NIepBUYHAas 00paboTKa
JTOKYMEHTOB, UX MPEIBAPUTEIHLHOE PACCMOTPEHHE U pacipe/iesieHue,
perucTpanys JOKyMeHTOB, KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB,
nH(pOpMaITMOHHO-CTIPaBOYHAs pPaboTa).




11

2. Vicnonb3oBaHWe AOKYMEHTOB B Pa3/INYHbIX 06nacTaAX AeATeNIbHOCTH

Tema 2. Cioco0bI JOKYMEHTHPOBAHUS
1. IlpeumyrmiecTBa HMCHOJB30BaHUS SJIEKTPOHHBIX JOKYMEHTOB, COTJIAaCOBaHUE
MPOEKTAa BJIEKTPOHHOrO JOKyMeHTa. I[lomJIMHHOCTh, OpPUTMHAIBHOCTh W
KOMMUWHOCTH JOKYMEHTA, 3aBEPEHUE KON TOKYMEHTa, TyOIuKar.
2. CTpyKTypa AOKYMEHTa, NOCTPOEHNE JOKYMeHTa, GOpMyAp AOKYMEHTa

Tema 3. FOpuanyeckasi cujia J0KyMeHTAa
1. HopmaTuBHO-MeTOMYECKasi OCHOBA JEIONPOU3BOICTBA.
2. YcTaB, NONOXKEHME, UHCTPYKLMA, NPUKA3, PacnopsarKeHMe, akT, MMCbMO,
AOKNaAHaA n cny»kebHana 3anumcKa, cnpaBKa, AOroBOpP, AOBEPEHHOCTb, Kanobbl

Tema 4. Kaapbl TYpUCTCKHMX areHTCTB, 3IKCKYPCHOHHBIX 0I0P0, TYPOIIEPATOPOB
1. IlpumepHbie 00pa3iibl TOKHOCTHBIX HHCTPYKUUN, PYKOBOIUTEISM
(IMpeKTOpy TypareHTCTBAa), MEHEKEPY 10 OPOHUPOBAHUIO U MPOIAaXKaM,
MEHEJKEPY IO MAPKETHUHTY, MEHEIDKEPY I10 NTEPCOHATY

Tema 5. OcHOBHBIE JOKYMEHTBI, PerjiaMeHTHPYIOILINe YIIPaBJIeHUe MePCOHATIOM
1.Pabota ¢ ucXomsuuMHu TOKYMEHTaMHU. DTarbl 00pabOTKU MCXOJSIINX
JOKYMEHTOB, TIOPSIAOK  pabOThl C  HCXOASIIUMU  JOKYMEHTaMH,
perucrpanus JT0KyMEHTOB.

Tema 6. KonTposb ucnojiHeHHsi JOKYMeHTOB. OmnepaTuBHOe XpaHeHHe JIeJl.
Pabora ¢ koHpUIEeHUIMATbHBIMA JOKYMEHTAMU
1.OTBETCTBEHHOCTh 32 COXPAHHOCTb, MOPSAJOK BbIAAYM JI€J, IPOBEPKH
HaJIN4Msl TOKYMEHTOB, BbI1a4a OTJEIbHBIX JOKYMEHTOB.
2. Opranu3zanus po3bICKa JOKYMEHTOB.
3.IlonsTe KOHPUACHUMATBHBIX JOKYMEHTOB, >XypHal pPETUCTPaLUU
TOKYMeHTOB ¢ rpudoM «KoHpuneHmnaibHO.

Tema 7 IkcnepTH3a HEHHOCTH JOKYMEHTOB, Nlepeaaya JieJl B apXuB
1.0OdopmieHue 10KyMEHTOB, CAaBa€MbIX B apXUB, (OPMbI ONKCH U aAKTa,
nepeaaya JieJl B ApXyB, YHUUTOKEHNE TOKYMEHTOB C UCTEKILINMHU
CpPOKaMH XpaHEHHS.

5.KoHTpPOJ/Ib Ka4eCTBA 0CBOCHUS TUCUHMILIMHBI
Tekyiuii KOHTPOJIb U MPOMEKYTOUHAS aTTECTALIUS OCYLIECTBIISIIOTCS B
cooTBeTcTBUH C «Ilo0KEHUEM O TEKYIIIEM KOHTPOJIE YCIIEBAEMOCTH 1
MIPOMEKYTOUYHOM aTTecTaluy o0yJaromuxcs B ABTOHOMHONM HEKOMMEPYECKOM
opranu3anuu «O0pa3oBaTeabHas OpraHu3aIus BhICIIET0 00pa30BaHUs
«YHUBEPCUTET SKOHOMUKH U YIIPABICHU.

Bun npomexyrouHou - arrectauMu  — 3ayer. DopmMa npoBeICHUSA
IIPOMEKYTOYHOU aTTECTALMU — IMCbMEHHBIN 3a4€T.

OueHouyHblE CpeACTBAa MO JIUCHMIUIMHE TpuBeneHsl B llpunoxenun 1.
Kpurepun ouennBanus 1t ®OC npusenens B [Ipunoxennn 2.
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6. YueOHO-MeTOANYECKOE 00eceYeHne JUCIUILTHHBI

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

7. IlepeyeHb OCHOBHOI U IONOJHUTEJIbHOU YUeOHOM JIUTEPATYPbHI,
HEe00X0 MOl 1J151 OCBOCHUS I CIUIJINHBI

@) OCHOGHAA TUmMepamypa:

1. 'puabepr  A.C.  JlokyMeHTamMOHHOE  OOECTICUYCHHE  YMpaBIICHUS
[DnexTponHbIil pecypc]: yueonuk— M.: KOHUTU-JAHA, 2020.— 392 c¢.— Pexum
nocryna: http://www.iprbookshop.ru/10497.— DBbC «IPRbooksy,

2. I'BaeBa M.B. Jlenonpou3BOACTBO [DIEKTPOHHBIN pecypc]: CIpaBOYHUK—
MuHck:, Terpanur, 2018.— 224 c— Pexum JOCTyTaA:
http://www.iprbookshop.ru/28072.— 9bC «IPRbooks»

3. CumomnsH, P. S. JlokyMeHTalmoHHOE OOECIEUCHHE CHCTEMBI YIIPABIICHUS
opranmuzanueit : yaueonoe nocodue / P. . Cumonsin. — Caparos : At [1u Op Menua,
2018. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 2JIeKTpOHHBIN //
OnektpoHHO-OMOmMoTeyHass cuctema [PR BOOKS :  [caiit] — URL:
https://www.iprbookshop.ru/72458 . html (mara o6pamenus: 27.09.2022). — Pexum
JOCTyTA: JUIsl aBTOpU3Hp. Tosib3oBaTeneit. - DOI: https://doi.org/10.23682/72458

0) OonoinumenvHan 1umepamypa:

1. Tpuropsn, 3. I'. JlokyMeHTaimOHHOE OOeCcIeueHue ACSITEIIbHOCTH Tiefarora-
ncuxonora JI0O : yue6Hoe mocodue / 3. I'. I'puropsin. — 2-e uzn. — Caparon
: At [Im Dp Menaua, 2019. — 141 ¢. — ISBN 978-5-4486-0497-3. — Tekcr :
AJIEKTPOHHBIN // DnexkTpoHHO-OubanoTeyHas cucrema [IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/83265.html (nata obpamenus: 27.09.2022).
— PexxuM noctyna: Jyisi aBTOPU3HP. MOJIb30BaTeNeH

2. NndopMaiioHHbie TEXHOJIOTUH B IOKYMEHTAIIUOHHOM OOECIIeYeHUN
YIOPABJICHUS U ApXUBHOM Jielie : yueOHuk 1ist By30B / T. B. Kongpamosa, H.
H. Kynses, E. B. TepentneBa, A. I'. ®abpuynoB ; moja penakiueit H. H.
KynsieB. — Mockaa : Jloroc, 2019. — 408 c. — ISBN 978-5-98704-786-6. —
Tekct : anexTpoHHbIH // DnekTpoHHOo-0nbmoTeyHas cuctema [IPR BOOKS :
[caiiT]. — URL: https://www.iprbookshop.ru/70714.html (mara oGparieHus:
27.09.2022). — PexuM goctyna: Ajisi aBTOPU3HP. MOJIb30BATENEH

8. Ilepeyennb pecypcoB HHPOPMANMOHHO -T€JIEKOMMYHUKAIIMOHHOM CeTH
«HTEpHET», HEOOXOAUMBIX JIJISl 0CBOEHH S JUCIHHUILIUHBI

1. Uadopmanmonno-npaBoBoii  mopran  «l'apant»: odunumaneubii  caiit. — URL:
http://www.garant.ru — TekcT: 371eKTpOHHBIH.
2. Iudporoit obOpazoBarenbHblil pecypc «IPRsmarty: obunmanenseiii caiit. — URL: http:/
www.iprbookshop.ru/ — TekcT: 351eKTpOHHBIH.
3. bubmmoreka mo  reorpadpuu.  ['eorpaduueckas  sHmmkimonenus. —  URL:
http://www.geoman.ru— TeKCcT: 3IEKTPOHHBIH.



http://www.garant.ru/
http://www.geoman.ru/
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4. Teorpadus. [Tnanera 3emus — URL: http://www.gro.ru . — TeKCT: 3IeKTPOHHBIH.

5. Teorpadus. py: crpanoBemueckas — URL: http://www.geografia.ru. — TekcT:
DIIEKTPOHHBIH.

6. Kiy6 GEO — URL: [ http://www.geo.ru/.— TeKCT: 3JIEKTPOHHBIH. _

7. Mup KapT: UHTEPAKTUBHBIE KapThl cTpaH U ropoaoB a— URL: . http:/www.mirkart.ru—

TeKCT: AIEeKTPOHHBIN. .

9.MeTtoauyeckune yKa3aHus AJs1 00y4alOUUXCH M0 OCBOCHHUI0 TUCUHUILIIMHBI

IIpy mnpoBemeHUM JIeKIUKA, Ja0OPATOPHBIX 3aHATUM, CAMOCTOSITEIHHOM
paboTe CTYJIEHTOB MPUMEHSIOTCS UHTEPAKTUBHBIE (OPMBI MPOBEACHUS 3aHATUN C
LEIbI0 TOTPYKEHHSI CTYACHTOB B pealibHyl0 aTMocdepy MpoPecCHOHAIBHOTO
COTPYIHMYECTBA MO pa3pelICHUI0 MPOOJIeM, ONTUMAIBLHON BbIPAOOTKHA HABBIKOB U
KadyecTB Oyaymiero crennanucta. VMHTepakTUBHBIE (OPMBI TIPOBEACHUS 3aHATHIMA
NpeanojaraloT o0yyeHue B COTpyAHUYecTBe. Bce ydacTHHKM 00pa30BaTeIbHOIO
npoiecca (mpenojaBaTedb M CTYIEHTbI) B3aUMOJECUCTBYIOT APYr C JPYIOM,
oOMeHMBaIOTCA WH(OpMaIMeld, COBMECTHO peHIaloT MPOOJIEMBI, MOICITUPYIOT
CUTYaIHIO.

B yuebHOM mpoiiecce UCToab3yI0TCS UHTEPAKTUBHBIE (POPMBI 3aHATHI:

1. TBopueckoe 3amanuie. BwIMogHEHHME TBOPYECKHX 3aJaHU TPEOYIOT OT
CTyJIEHTa BOCIPOM3BEJICHUE TMOJy4YeHHOW paHee wuHopmamuu B dopme,
OTIpeIeIIsIEMON MperoaaBaTesieM, U TPEOyIoIIel TBOPUECKOTO MOIX0/1a.

2. T'pynnoBoe oOcyxaeHue. ['pymnmnoBoe 0OCYyXJIE€HHE KOTro-aIubo Bompoca
HAMpaBJICHO Ha JIOCTMKEHHM JIYYIIEro B3aWMMOIOHMMAHUS M CHOCOOCTBYET
Jy4IlIeMYy YCBOCHHIO M3y4aeMOro MaTepuaa.

10.ITepeyenb nHGPOPMAIUOHHBIX TEXHOJIOT Ui, HCII0JIb3yeMBbIX MPH

OCYILIeCTBJICHMH 00Pa30BaTEJIbHOI0 MPOLECCa M0 AUCHUILINHE (MOIYJII0),

BKJIKOYASl MlepeYeHb NPOrPAMMHOI0 o0ecnedeHus 1 HHPOPMAUMOHHBIX

CIIPABOYHBIX CHCTeM (MMPHU HEOOXOAMMOCTH)

B nporiecce NEeKIUOHHBIX U TPAKTUYECKUX 3aHSITUI UCIIOIb3YETCS CIIEIYIOIIEE
porpaMmmMHoeo0ecreyeHue:

- MporpaMMbl, oOOecnedHBarolue A0CTyn B ceTh MHTepHer (Hampumep,
«Google chromey);

- TIPOTrpaMMBbl, JEMOHCTPAIIMU BUIEO MAaTEpUAIOB (HapUMep, IPOUTPhIBATEIh
«Windows Media Player»);

- MpOTrpaMMbl JJIsi JIEMOHCTpAllMd M CO3/aHusl Mpe3eHTalui(Hamnpumep,
«Microsoft Power Pointy).

11. Onucanne MaTepuaJIbLHO-TEXHUYECKOT0 00ecredeHusl,
HEe00X0IMMOTr 0 /JIfl OCYIIeCTBJIEHHS 00pa30BaTeJIbHOI0 MPoLecca 1mo
AUCHUILINHEe(MOIYJIIO0)

Jlist mpenofaBaHus TUCHUILTMHBL HE TpeOyeTcsl CelUalbHbIX MaTepUaibHO-
TEXHUYECKUX CPEACTB (1abopaTOpHOTO 00OPYIOBaHMS, KOMIIBIOTEPHBIX KIJIACCOB U
T.11.). OJIHaKO BO BpeMs JIEKIIMOHHBIX 3aHSATUH, KOTOpPHIE MPOBOASTCS B OOJIBIION
ayJIMTOPUU, UCIIOIB30BATh MTPOECKTOP AJIS IEMOHCTPALIMK CIIalI0B, CXEM, TAOJIHII.


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