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1. IlepeuyeHb IUIAHUPYEMBIX Pe3yabTATOB 00y4eHHsI N0 JMCIUIIIMHE, COOTHECEHHBIX €

IUVIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOEHUS POTrPaAMMBbI

1.1. ucummmmaa  B1.0.17  «JlokyMeHTallMOHHOE OO0ECIeueHNe YIpPaBICHUS B TYpHU3ME»
o0ecrieurBaeT OBJIA/ICHUE CICAYIOIIMMU KOMIETCHIIUSIMU C yYETOM dTara:

Kon HaumenoBanue Kon HaumenoBanue
KOMIIETEHLMH KOMIIETEeHIIUHU KOMIIOHEHTA KOMIIOHEHTA KOMIIeTeHUH
KOMIIETeHIIUU
Croco0eH OCyIIEeCTBIIATh
Croco6eH MpUMEHSTh MTOMCK, aHAJIA3, OTOOP
TEXHOJIOTHYECKNE HOBAIMU 1 TEXHOJIOTHYECKUX HOBALUH 1
OIIK-1 COBpEMEHHOE MPOTrpaMMHOE OIIK-1.1 COBPEMEHHBIX NMPOrPaMMHBIX
o0ecrieyeHne B TYPUCTCKOM MPOJIYKTOB B
cthepe podeCCHOHATTEHOM
TYPUCTCKOH JESTENbHOCTH
Crioco0eH onpeeNaTh e U
3a/1a41 YIpaBICHUS
CTPYKTYPHBIMH
Crnioco0OeH ocyIIecTBISATh Mopa3eNiCHUIMU OO BEKTOB
OCHOBHBIC HKIINN TYpUCTCKOM ceprl (BlIaJicHUEM
OITK-2 Gynxunn OITK-2.1 b Gepet (B121
YIIpaBJIEHUS TYPUCTCKOU HaBBIKAMHU JIOKYMEHTAIBHOTO
JeATeITLHOCTHIO o(hopMIICHUS pelIeHNH B
YIIPABJICHUH ONEPALMOHHOU
(TIpon3BOICTBEHHON )
JeATeIIbHOCTH OpTaHHU3aIHi)
Crioco0eH OCyIIECTBIIATh
MOUCK ¥ 0O0CHOBaHHO
Crnioco0OeH mpUMeHSITh
MIPUMEHSET HEOOXOAUMYTO
3aKOHOAATEILCTBO
oo HOPMaTHBHO-TIPABOBYIO
Poccuiickoii @epepanuu, a
TAKKE HODMEL JAOKYMCHTAIHWIO JJI1
OIIK-6 p OIIK-6.1 JIeSATEIIbHOCTH B U30paHHOM
MEXKIYHApOIHOTO MpaBa Mpu o
mpohecCHoHaNBHOM 00IacTH U
OCYIIECTBICHUT
. obecrieunBaeT
npodeccnoHaTbHOM
JOKYMEHT0000pOT B
JeSITETbHOCTH

COOTBETCTBHHU C HOPMATHBHBIMHU
TpeOOBaHUSIMHU

1.2. B pe3ynbpTaTte 0CBOCHHS JUCIUIUIMHBI Y CTYACHTOB JIOJDKHBI OBITH CHOPMHUPOBAHBI:

Kon PesynabTaTsl 00yyeHus
KOMIIOHEHTA
KOMIIETEHUMH
OIlK-1.1 HA YpOBHe 3HAHWIi: OCHOBBI T'OCYJApCTBCHHOW IOJUTHKH B oOiacTu WH(pOpMauy,

MHPOPMALMOHHBIX TEXHOJIOTHH, JOKYMEHTAIlMM W JEJONPOU3BOJCTBA; COBPEMEHHBIC
CHCTEMBbl ~aBTOMAaTH3allUMd  [JEJIONPOM3BOJICTBA M JOKYMEHTOOOOpPOTa; OCHOBHBIE
HAIPABJICHUS Pa3BUTHUA U IyTH COBEPLICHCTBOBAHUS JEJIONPOU3BOACTBA MPEAIPUATHI H
YUPEXKJICHUH TypHU3Ma B YCJIOBHSX MPUMEHEHHs] HOBBIX HH(GOPMAIIMOHHBIX TEXHOIOTHH.

HA YpPOBHEe YMeHMIii: BHEIPSTH PAIlMOHAIBHYIO TEXHOJOTHIO TPHUEMA, TPOXOXKICHUS, U
OTIIPaBKU JIOKYMEHTOB (Kak B TPaJUIMOHHBIX YCIOBHSX, TaK M B YCJIOBUSX PadOTHI C
[MPUMEHEHUEM CPEJICTB  BBIYMCIHUTEIBHONH TEXHHWKH), OpPraHHW30BHIBATh YyUYET W
PErHCTPALIMI0 JOKYMEHTOB; (OPMHUPOBaTh M BECTH 0a3bl JaHHBIX 110 JIOKyMEHTaMm|
OpraHHU3allid; CUCTEMATH3UPOBATh JIOKYMEHTHI U ()OPMUPOBAThH UX B JIeNla; OPraHU30BaTh
TEKyIlee XpaHEeHWE JIOKYMEHTOB;, COCTaBJIATh KIacCH(PHUKAIIMOHHBIE CIPABOYHHUKH
TOKYMEHTOB (HOMEHKJIATYyphl 1€, KIacCH(PHUKATOPbI pa3IHUYHBIX BHJIOB JIOKYMEHTOB,
[epeYHN JTOKYMEHTOB C YKa3aHHEM CPOKOB WX XPaHCHHS) W OpPTraHW30BHIBATH UX|

BHCAPCHUC B YYPCKACHUN, OPraHU30BLIBATL CHUCTCMY KOHTPOJISI 34 HCIOJHCHUCM]




TOKYMEHTOB M OIEPaTUBHOE XpaHEHUE IOKYMEHTOB; IOJATOTABIMUBATH TOKYMEHTHI K
reperaye Ha XpaHEHHE B BEJOMCTBEHHBIM apXuB (OPraHMW30BBIBAaTh M IPOBOJUTH
PKCIIEPTH3Y IIEHHOCTH JOKYMEHTOB, O(hOpPMIIATE /iea, COCTaBISTh Ha HUX OIIHCH).

Ha YPOBH€ HAaBBbIKOB:. HaBbIKaMH JOOKYMCHTAJIbHOTO OCI)OPMJ'ICHI/UI OCHOBHBIX]
YIIPABJIICHYCCKUX MPOLCAYpP, HaBbIKaMU CaMOCTOSTCIBLHOM IIOATrOTOBKH, COCTaBJICHHUA U
OCI)OPMJ'ICHI/ISI OCHOBHBIX BHUAOB MJOKYMEHTOB B TYPHU3ME; HaBbIKaMU CHUCTEMAaTU3allUY
JOKYMCHTOB; HaBbIKaAMU COCTAaBJICHUS HOMCHKJIATYPbl O€JI; HaBbIKaMH paLII/IOHaHLHOﬁ
OpraHusalvu ACJIONPOU3BOACTBA U HOK}/MGHTOO6OPOT3 TYPUCTCKOI'O MPCATIPUATHA.

OIlK-2.1

HA YPOBHe 3HAHWI. BUBI YIPABICHUECKON JOKYMEHTAlUM COBPEMEHHOMN OpraHHU3ally;
0COOEHHOCTH OKYMEHTHPOBAHMS YIPABICHYECKOH IESITENbHOCTH B cdepe Typu3Ma;
TpeOOBaHUs K MOArOTOBKE, COCTaBICHUIO U O(OPMIICHHIO OCHOBHBIX BHJOB JIOKYMEHTOB]
B Typu3Me; CTPYKTYpY [EJIONPOW3BOJICTBEHHOW CHyXObl, 005S3aHHOCTH, TMpaBa,
OTBETCTBEHHOCTh €€ paOOTHUKOB; MPHHIUIBI OpPTraHU3alUM AETONPOU3BOACTBEHHOTO
00CITy>)KUBaHHS; IpaBWia OpraHM3alMKM PadOTHl C JOKyMEHTaMH B OpraHax BJacTU U
yIIpaBiICHHA, B YUPSKACHUIX M OPraHU3alMsIX; MPUHIUIBI 1 0COOEHHOCTH OpraHu3alluy
eTOTIPOU3BOJICTBEHHOTO  OOCIY)KMBaHHS B  TYPUCTCKOH  cdepe; 0COOCHHOCTH]
TOKYMEHTAllUOHHOT'O O0ECHCUeHNs] B YUPEXKACHUSIX W MNPENNpUATHIX Typu3Ma IpHy|
pabote ¢ mapTHepamu, KIMEHTaMH U IPpU 0(hOPMIICHUH TYpPa, IIPH COCTABICHUN MapLIpyTa)
MyTEIIECTBUS M JKCKYPCHHW; IpaBHUja CHCTEMATH3allMd JOKYMEHTOB;, TpeOOBaHHUS K|
COCTaBJICHUIO HOMEHKJIATYpHhI [ieJl; OPraHU3alUI0 ONIEPaTUBHOIO XPaHEHHsI TOKYMEHTOB U
[IOIrOTOBKU IOKYMEHTOB K II€pefiayue B apXHB.

Ha ypOBHe YMeHHUii: pa3pabaTblBaTh, COCTAaBJISATh U OQOPMIISITH OCHOBHBIC BHIBI U
PA3HOBUIHOCTH  YTIPAaBIEHYECKUX JOKYMEHTOB, BO3HUKAIOIIUX B JEATEIHHOCTH|
NPEONPUATHH W yYPEXKIECHUHA TypU3Ma; OIEpPaTHBHO pabOTaTh C Pa3HBIMU BUAAMHY|
TOKYMEHTOB.

HA YpPOBHEe HABBIKOB: HABBIKAMH DPa0OTHl C Pa3HBIMU BUAAMU JOKYMEHTOB U HUX
MpUMEHEHUsT B NpO(EeCCHOHATbHOH  TYPHCTCKOW  JESATEIbHOCTH;  HaBBIKAMU|
TOKYMEHTAJIbHOTO 0()OPMIICHHS OCHOBHBIX YIPABICHYECKUX MPOLEIYD.

OIIK-6.1

HAa YpPOBHe 3HAHWI. HOPMAaTHUBHO-IIPABOBBIE M  METOAMYECKHE JIOKYMEHTHI,
perylaMeHTHUPYIOLIHUE BOIIPOCH! JEIONPONU3BOJACTBA, JOKYMEHTAIIMOHHOTO 00eCHedeHus U
TOKYMEHT0000pOTa; OCHOBHBIE HOPMATHBHBIC NPABOBBIC aKThI, HCIIOIb3yeMBbIC TIpH|
OpraHM3allid M OKa3aHWH TYpOIIEPAaTOPCKUX M TYPAareHTCKUX YCIyT; CHCTEMY H
CTPYKTYpY 3aKoHozaTenbcTBa B cdepe Typusma, Koncrutynuio PD, mexmyHapoaHbie
HOPMBI M MEXIYHapOJHbIE JIOTOBOPHI, 3aKOHBI M HWHbIE HOPMATHUBHBIE NPABOBHIE AKTHI
TYPUCTCKOW JESTENbHOCTH; HOPMBI IPaBa, KacaloLIMEcs KadecTBa M CepTU(HKaLUY]
Typuctckux yeayr, F[OCTsl.

Ha YypOBHe YMeHMii: BbHIOMpaTb B KOHKPETHBIX MPOQPECCHOHAIBHBIX CHUTYaLHUsIX
HEOOXOMMBIE HOPDMATHBHBIE TPAaBOBbIE aKThl W METOAWYECKHE JIOKYMEHTHI,
periIaMeHTHpYIOIIMEe BONPOCHl JOKYMEHTAllMOHHOIO obecnieueHus cdepsl Typu3Ma;
[IPUHUMATH NPABUIIbHBIC PELICHUS, B TOM YMCIIE YIPaBICHYECKHE, U OCYLIECTBIATL BCE
BUABI TPO(ECcCHOHANBHON JIEATENFHOCTh Ha OCHOBE HOPM TIpaBa, MPUMEHSTH
CYIIECTBYIOIIHME MPABOBbIE HOPMBI, CBSI3aHHBIC CO CTaHapTH3alKed U cepTudUKalmei B
TYPUCTCKOW MHIYCTPUH.

HA ypPOBHEe HABBIKOB: HaBBHIKAMH OpTraHHM3alMH TMPO(EeCCHOHATHHON esATETLHOCTH B
chepe Typu3Ma B COOTBETCTBMM ¢ IpaBoBbiIMH HOpMamu U ['OCTamu; MOHATHHHBIM
aIrnapaToM JUCLUIUIMHBL, HABBIKAMU MPABUIIBHOTO TPUMEHEHHS] HOPMATUBHBIX ITPABOBbIX
AKTOB W  METOOMYECKUX JOKYMEHTOB, pErJaMEHTHPYIOIIUX JIOKYMEHTAMOHHOE

oOecnedyeHne Bcex BUAOB NPodhecCHOHAIBHOM AesSTeTbHOCTH B TYPHU3ME.

2. O0beM u MecTO AUCHHUILINHBI B cTpyKkType OIl BO

0O0neM TUCHUILINHBI

O61mas

Ounasn hopma odyuenusn
TPYAOCMKOCTH JUCHUITIINHBI COCTaBJIACT 3 3a4YCTHBIX CANHUII,

108 akanemuueckux yacos/ 81 acTp. 4acoB Ha OYHOM opMe OOyUCHHS.



Bup padorsl TpyroeMkocTh
(B akajemM.yacax/B aCTPOHOM. 4acax)

O011asi TPY/10€MKOCTh 108/81

KonrakTHasi pa6oTa ¢ npenojgaBartejiemM 32/24
Jlexknuu -

[TpakTHyeckue 3aHsATUS 32/24

CaMocTosITeIbHASI padoTa 76/57
KoHnTtpoisb -

@POopMBI TEKYIIETO KOHTPOJIS YCTHBIH ompoc, Keic, pedepar
DopMa NPOMEKYTOUYHON aTTeCTALUHI 3a4éT

3aounan hopma odyuenusn

OOmass  TPYAOEMKOCTh  JIUCHUIUIMHBI  COCTAaBJISIET 2  3a4eTHBIX  C/IMHHUIIL,
72 akameMHuecKux 4acoB/ 54 acTp. 4acoB Ha 3a04HOM GopMe 00yUueHUs.

Buna padorsl TpynoemkocTh
(B akajieM.4acax/B aCTPOHOM. 4acax)

OO0u1asi TPy10€eMKOCTh 72/54

KonrakTHasi pa6oTa ¢ npenogaBartejiemM 8/6
Jlexknuu -

[IpakTrueckue 3aHATHS 8/6

CamocTosiTe1bHasi paboTa 60/45
Kontpoas 4/3

DopMBbI TEKYIIETO KOHTPOJISI YCTHBIN OIpoc, Kekc, pedepar
DopMa IPOMEKYTOYHOM aTTeCTAllUuN 3a4€T

Mecto nucuuniiuebl B cTtpykrype OII BO

VYuebnas nucuumiamHa b1.0.17 «JlokyMeHTanMoHHOE oOOecredyeHue YIpaBIeHUs B
Typu3Me» BXOIUT B o00s3arenpHyl0 4acTh brmokx 1 «JucuuminHel (MOIyNN)» OCHOBHOM
o0pa3oBaTeNbHONW TMporpaMMbl U SIBJIsieTCs 00s3aTenbHON auciumiuHoN. LlensmMu ocBoeHMs
JUCLUIUINHBL  «/{oKyMeHTallMoOHHOEe oOOecreueHnue YOpaBJIE€HUS B TypU3ME»  SIBISIIOTCS
(dopmupoBaHue y 00ydaromxcsi O0MEKyIbTYpHBIX KoMIieTeHIIui yctaHoBiaeHHbIX PI'OC BO B
IIPOLIECCE OCBOEHUSI CHUCTEMBI TEOPETHMUECKHUX U MPAKTHMUECKUX 3HAHUN M yMEHUH B 00JacTH
JIeNIOTIPOU3BOICTBA U IOKYyMEHTOO00pOTa, HAPABJICHHBIX Ha 3 (EKTUBHOE JOKYMEHTAMOHHOE
o0ecrieyeHre KOMILJIEKCHOTO TYPHCTCKOIO OOCIYKHMBaHHUA, IESATENbHOCTH MNPEANpPUATUH U
YUPEXKIECHUN TypU3Ma.

JUis wu3ydeHHsl JaHHOM JHCHUIUIMHBI HEOOXOAMMBI CIEAYIOIIKE MpealIecTBYIONNe
mucrumnael: b1.0.15 «Madopmatukay.

[lepeuenp mocnenyOmUX TUCLHUIUIAH, JUIsI KOTOPBIX HEOOXOIMMBI 3HAHUS, YMEHHS U
HaBbIKM, (opMmupyeMble JaHHON jauctumianHoil: b1.0.25 «MeHeIKMEHT TypUCTCKOTrO
npeanpustasi», b1.B.02 «TyponepaTtopckas u TypareHTCKast AesITeTbHOCTb Y.

JlucuMmimHa ~ MOXET  pEalM30BBIBATBCS  C  NPUMEHEHHEM  JAMCTaHLIMOHHBIX
oOpa3zoBaTenbHbIX TexHosnorui (manee — J10T).

JlocTyn K cucTeMe TUCTAaHLMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHH OCYIIECTBISETCS
KOKJBIM O00YyJarolmMMCs CaMOCTOSATEIRHO C JI000OTO YyCTpolicTBa Ha mopTane: https://sziu-
de.ranepa.ru/. [Taponb U JIOTUH K TUYHOMY KaOMHETY / MPOQUITIO MPETOCTaBISIETCS CTYIEHTY B
JIEKaHare.

Bce ¢opmbl Tekyiero KOHTpoJIs,, MPOBOAMMBIE B CHCTEME JUCTAHIIMOHHOIO O0Y4eHus,
OILICHMBAIOTCSl B CHCTEME JUCTAHIMOHHOTO 00y4yeHHs. J[oCTynm K BUIEO U MarepHajiaM JeKIUH
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MPEIOCTABIISIETCS B TEUEHUE BCEro cemectpa. JlocTym K KaXkIoMmy BUAY pabOT M KOJMYECTBO
MOMBITOK HA BBHIMOJIHEHUE 3aJaHHs MPEJOCTABISICTCS Ha OrPpaHUYEHHOE BpPEMs COTJIAaCHO
perIamMeHTy  JUCIUIUIHHEI,
BBINOJIHEHHBIE 00y4aromuMcs padoTel He mo3aHee 10 paboumx AHEH Mmocie OKOHYaHUSI CPOKa
BBITIOJTHCHHSI.
JucnunnuHa yntaercs Ha 1 kypce 1 cemecTpe 1o ouHOM popMe 00ydeHUsI.
@DopMBI TPOMEKYTOUHOM aTTECTAIIMM B COOTBETCTBUHU C YICOHBIM TJIAHOM — 3a4ET.

OIyOJIMKOBAHHOMY B

3. Conep:kaHue M CTPYKTYpa IMCHUIIMHBI

3.1.CTpyKTypa AUCHHUILTAHBI

Ounas ¢popma odyuenus

CHO. Ilpenonasarteinb

OLCHUBACT

O0beM AUCHUIJIMHBI, YaC.

®opma
KonrakTHas padora Texyumero
Bcero KOHTPOJISA
Ne n/m HaumenoBaHnue TeMbl 00yuaIuXcs ¢ npenojgasaresiemM *
qacoB o CP ycneBaeMocTH™,
10 BU/IaM Y4eOHBIX 3aHATH I TPOMesKYTOUHOI
J/I0T | JP/HOT | M3/10T aTTecTaumy
[peamer, copepxanue u
3aja4n Kypca. Mcropus
Tema 1 | A4 EYP P 12 - - 2 10 VO
pa3BUTHS
JIETIONIPON3BO/ICTBA
HopmarusHo-npaBoBas u
MeToauyeckas 6a3a
JIeTIOIIPOU3BOJICTBA,
OKYMEHTALIHOHHOTO
Tema2 | 7O H 16 - - 5 11 VO, K, P
obecrieueHHs: ynpaBJIeHHs
(A0Y).
Jlenonpon3BoACTBEHHAS
CIy)0a
Joxyment. Obmme TpeOoBaHUS K
Tema 3 | cocraBneHuto ©  OGOPMIICHHIO 16 - - 5 11 YO, K
JIOKYMEHTOB
JlokyMeHTUpOBaHue
Tema 4 | opraHu3alMOHHO- 16 - - 5 11 YO, K
PacIOPSLIUTENILHON NeITeIbHOCTH
OcobeHHocTi
HuH(pOPMAIIMOHHO-CITPABOYHBIX
JIOKYMEHTOB
Tema 5 | Opranuzanus paboThI ¢ 16 - - 5 11 YO, K, P
JOKYMCHTaMM I10 JIMYHOMY
cocTaBy. JJOKyMeHTSHI 110
oOpalieHusIM rpax/JaH
Tema 6 | JJokymeHTOOOOPOT 16 - - 5 11 YO, K
XpaHeHue JOKyMEHTOB B
Tema7 | P JlOKY 16 - - 5 11 VO, K, P
JIETIONIPOU3BOJICTBE
IIpome:xyTouHas aTTecTAlUS 3a4éT
Bcero (akameM. /acTpOHOM. 4acoB): 108/81 -/- 32/24 76/57
3aounasn ¢hopma odyuenusn
O0beM AUCHUNJIMHBI, YaC. ®opma
KonTakTHas padora TeKyumero
Bcero KOHTPOJIsA
Ne i/ HaumeHoBaHue TeMbI 00yualoImuXxcs ¢ npenojaaBarTejiemM %
qyacoB - CP ycneBaemMoCcTu™,
10 BU/IaM Y4eOHBIX 3aHATH I NpOMesKYTOUHOi

JUIOT | JP/IOT | m3/10T

aTrrecTanuu




Tema 1

IIpenmer, conepxanue u
3ana4u Kypca. Ucropus
pasBuTUA
JIeNIOTIPOU3BOICTBA

Tema 2

HopmatuBHO-TIpaBoBas u
MeTomdecKas 6a3a
JIeTTOTIPON3BO/ICTBA,
JOKYMEHTAITMOHHOT O
obecrieueHns yrpaBIeHAS
(A0Y).
[enonpousBoncTeeHHas
cinyx0ba

10 - - 2 8 YO, K, P

Jokymenr. O0mue TpeOOBaHMS K

Tema 3 | cocraBieHHI0O M O(QOPMIICHHIO 10 - - - 10 YO, K

JTOKYMCHTOB

JlokyMeHTUpOBaHue

Tema 4 | opraHu3annoOHHO- 10 - - 2 8 VO, K

paCHOpﬂZ{HTeHLHOﬁ JACATCIIBHOCTHU

OcoOenHocTu
nH(pOpPMALMOHHO-CIIPaBOYHBIX
JIOKYMEHTOB

Tema 5 | Opranusars pabOThI ¢ 10 - - 2 8 YO, K, P

JOKyMEHTaMH II0 JITYHOMY
cocTaBy. JJOKyMEHTHI 11O
oOpaleHusIM rpaxaan

Tema 6 | JlokyMeHTOOOOPOT 10 - - 2 8 YO, K

Tema 7

XpaHeHue JOKYMEHTOB B

10 - - - 10 YO, K, P
JeTONIPOU3BOICTBE

IpomeiKyTOUHAsT aTTECTALUS 4/3 3a4éT

Bcero (akaaeM. /aCTPOHOM. YaCOB): 72/54 -/- 8/6 60/45

Hcnonb3yemble COKpallieHus:

JI — 3aHATHS JIEKUMOHHOTO TUMa (JEKUMH M WHble Yy4yeOHble 3aHsATHS, IIpelyCMaTpHUBAIOIIUE
NPEerMYILIECTBEHHYI0 Nepenady y4eOHOM HMH(pOpMaIMu TeJarorn4ecKuMu paOOTHUKAMM OpraHu3anuud U (W)
JHMLAMH, TPUBJICKACMBIMU OpraHU3alMell K peailn3alud 00pa3oBaTENbHBIX MPOrpaMM Ha HMHBIX YCIOBHSAX,
oOyuaromumcs)®;

JIP — na6opaTopHble paboThl (BUJL 3aHATUH CEMUHAPCKOrO THIA)?;

I13 — npakTHYecKue 3aHATHs (BUIbI 3aHATHIT CEMUHAPCKOTO THIIA 32 HCKIIFOUEHUEM JIab0paTOPHBIX pabor)?;

KCP — unnuBHayanbHas pabota 0OyYarOLIMXCs ¢ MEJarorH4eCKMMH PaOOTHHKAMU OpraHHM3alMd W (WITH)
JMAaMH, TPUBJICKACMBIMH OpTaHM3alMeld K peanu3aluy o0pa3oBaTeNbHBIX MPOIPaMM Ha HHBIX YCIOBHAX (B TOM
YKCJIE UH/IMBU/IYalIbHbBIE KOHCYILTAINN);

! A6zan 2 nyskra 31 Tlopsaka opraHMsalMud M OCYIIECTBIEHHS 00pa3’0BaTENbHON HEATENLHOCTH 110

00pa3oBaTeNBHBIM IPOrpaMMaM BBICIIET0 00pa30BaHUs — MporpaMmaM OakalaBpHaTa, IporpaMMam CIeHaInTeTa,
IpoTpaMMaM MarucTpaTyphl, YTBEPKACHHOTO NMpuka3oM MuHoOpHayku Poccun ot 05 anpens 2017 r. Ne 301 (pexn.
ot 17.08.2020) (3apeructpupoBan Muntoctom Poccun 14 urons 2017r., peructpanmionssiii Ne 47415)

2 Cwm. a6s3an 2 mydkra 31 Ilopsaka opraHusalMud M OCYLIECTBJIEHHsS O0OPa30BAaTENbHOM IEATENBHOCTH 10
00pa3oBaTeIbHBIM POrpaMMaM BBICILIETO 00pa30oBaHUsI — MporpaMMaM OakallaBpuara, IporpaMMmaM CIelHaInTeTa,
IporpaMMaM MarkcTpaTypsl, yTBEpKICHHOrO npukazoM MuHoOpHayku Poccnu ot 05 ampenst 2017 1. Ne 301 (pen.
ot 17.08.2020) (3apeructpupoad Muntoctom Poccun 14 utonst 2017r., peructpannonHstit Ne 47415)

3 Cm. a6szan 2 nynkra 31 Ilopsaka OpraHd3alldd M OCYLIECTBIECHHS OOpAa30BATENBHOM AEATENBHOCTH IO
00pa3oBaTeNFHBIM IPOTrpaMMaM BBICIIETO 00pa30BaHUs — MporpaMmamM OakalaBpuaTa, IporpaMMaM CIIeIHaInTeTa,
IpoTpaMMaM MarucTpaTyphl, YTBEPKACHHOTO nmpuka3oM MuHoOpHaykn Poccun ot 05 ampens 2017 r. Ne 301 (pexn.
ot 17.08.2020) (3apeructpupoBan Muntroctom Poccun 14 urons 2017r., peructparuionssiii Ne 47415)

4 A63an 2 mnymkra 31 Tlopsaka OpraHm3anudM W OCYILECTBIEHHS OOpPA30BATENBHOW JAEATENLHOCTH 10
00pa3oBaTeNBHBIM IPOrpaMMaM BBICIIET0 00pa30BaHUs — MporpaMmamM OakalaBpuaTa, IporpaMMaM CIIeIHaInTeTa,
MpoTrpaMMaM MarucTpaTyphl, YTBEPKACHHOTO MpuKa3oM MuHoOpHayku Poccum ot 05 anpens 2017 . Ne 301 (pen.
ot 17.08.2020) (3apeructpuposan Muntoctom Poccun 14 utonst 2017r., peructpannonHstit Ne 47415)




JAOT — 3aHATHs, TPOBOAMMBIE C NMPHUMEHEHHEM AMCTAHIIMOHHBIX O0pa30BaTEIbHBIX TEXHOJOTHH, B TOM
YHCJIe ¢ MPUMCHEHUEM BUPTYAIbHBIX aHAJIOTOB MPO(ECCHOHANTBHOM JCSITCIBHOCTH.

CP — camocrosTenbHas padoTa, ocymiecTBIsIeMas 0e3 yJacTHsl MeJarOrHIeCKuX paOOTHUKOB OpraHU3aluu
1 (WIK) JTUII, IPUBJICKAEMbIX OpraHU3alKeH K pearnu3alii 00pa30BaTeIbHBIX MPOrPAMM HA MHBIX YCIOBHSIX.

IHpumeuanue: *YO — ycmuwiti onpoc, K — ketic, P — peghepam.

3.2.ConepxaHue TUCHUILTHHBI

Tema 1. Ilpeamer, conep:xxanme u 3agaum Kkypca. MHcropus pasBuTus
AeJIONPOM3BOACTBA

enu 1 3agaun JUCHUIUIMHBL. MecTo NUCHUILIMHBI «/{oKyMeHTallnOHHOE 00ecTieueHe B
Typu3Me» B 00pa3oBaTeNbHON MporpamMme MOATOTOBKHU CTYJIEHTOB B 00JAacTH pa3padOTKH U
pealM3allud  KaueCTBEHHOTO KOHKYPEHTHOCIIOCOOHOTO  TYpPHpPOAYKTa U OpraHu3aluu
KOMILJIEKCHOTO TYpPUCTCKOTO OOCIy)XHBaHUS. Poib JOKYMEHTAIlMOHHOTO oOecreueHus B
COBEpUICHCTBOBAHUU YIMPABJICHUS MPEANPUATUSIMU M YUPSKICHUSMU B cdepe TypuU3Ma.
OcHoBHbI€ MOHATHS Kypca. JJoOKyMeHT, TOKyMEHTalus, J1eI0IPOU3BOJCTBO, TOKYMEHTALIMOHHOE
obOecrieueHue, JoKymMeHTHpoBaHue. OQUIMATbHBII JOKYMEHT, CIYXKEOHBIi JOKYMEHT,
YIPaBICHYECKUN JOKYMEHT. YTpaBieHUecKas AEATEIbHOCTh U JIEJIO0Npou3BoJcTBO. DyHKIMN
yIpaBlIeHUs, UX CBI3b C JOKYMEHTAIMOHHBIM oOecnieueHneM. Crnennduka JOKYMEHTUPOBaHUS
yIpaBiIeHUYECKONH  jaedAreabHOCTH B cepe Typusma. OCHOBHbIE 3Tambl  Pa3BUTUSA
nenonpousBoactBa B Poccuu. JlokymentupoBanue B IX-XV B. OcoOEHHOCTH NPUKA3HOTO
JenonpousBoAcTBa.  OpraHuzanus — KOJUIEKCKOTO — JeJIONpou3BoOACTBa.  «['eHepanbHbIN
pernamenT». Crnenudpuka MUHUCTEPCKOTO AENONMPOM3BOACTBA. MCmonb30BaHUE AOCTHXKEHUU
HTII B u3roroBieHn U CO3AaHUUA JOKYMEHTOB, OIBIT palMOHAIW3alyy JEIONPOU3BOJICTBA B
yupexenusix Ha pybexe XIX - XX B. CoBerckuil 3Tam B pa3BUTUU JIEJIONPOU3BOJICTBA!
Baenpenue HOT B 1920-e rr. BemomcTBeHHBIN Xapaktep aenonpousBojctBa B 1930-e rr.
[Iporpamma mepornpuaTuil 1no ynaydmieHuro aenonpousBojctsa 1941 r. CoBeplieHCTBOBaHUE
nenonpousBoactBa B 1950-1960-e rr. Co3ganme u BHeapenwe EamHOM rocymapcTBeHHOU
cuctembl aenonpousBoactBa (EI'CJI). I'occranmaptel Ha aokymentamnuio. ACY. Buenpenue
yHuumrpoBanHbix cucteM nokymentanuu (YCJl). Pazpaborka u BHeApeHHE OOIIECOIO3HBIX
KJ1acCU(PUKAaTOPOB TEXHUKO-3KOHOMUYECKOH U cormanbHoi nHpopmanuu (OK).

Tema 2. HopmaTuBHO-mpaBoBasi H MeToAuvyeckass 0a3a 1eJIONPOM3BO/CTBA,
JOKYMEHTAIlMOHHOI0 oOecnieyenus ynpasJienus (JJOY). leronpon3BoacTBeHHAs ClIyxda

CoctaB M  OCOOEHHOCTM  HOPMAaTHUBHO-TIPAaBOBOW M METOAMYECKOH  06a3bl
JIeNIOTIPOU3BOICTBA. 3aKOHOJATeNIbHbIE M TpaBoBble akThl PP B obmactu uHpopmManuu u
nokymenTtaiuu. YCJI. OK. 'OCTsl Ha nokymenrtauuto. 'OCT P UCO 15489-1-2007 «Cucrema
CTaHJApTOB MO HUHpOpMaLUU, OHOIMOTEYHOMY U M3/AaTENbCKOMY Jely. YIpaBieHHe
nokymeHntamu. Oomme tpedoBanus». 'CAOVY: nensb, HazHaueHne. CucTeMa 3aKOHOAATEIbCTBA B
cdepe TypuzMa, HOPMATUBHBIE TOKYMEHTHI MO KAauyeCTBY, CTAHIAPTU3ALUU U CEepTU(PUKALIHN B
Typuctckoil uHayctpuu. Ciyx0a JOKYMEHTAIlMOHHOTO OOECHeueHHUs] U €€ OpraHu3allOHHbIE
dopmbl. JlomkHOCTHOM W uucieHHbI coctaB ciyx0bl JIOY. Cekperapp B CTpyKType
ynpasieHus. OpraHuzanusi ceKpeTapckoro oocimykuBaHus. JlOKyMeHTalMOHHOE oOecredyeHue
(dopMHpOBaHHUs, TPOIABIKEHUS M pealu3aldd Typrpoaykra. OpraHuzalus yrIpaBlIeHUsS
JOKyMEHTalMell Ha MpeAnpuaTusx Typu3Ma U TOCTHHHYHOro OwusHeca. IlmanupoBanue
NEeSITeIbHOCTH 10 YHPABJICHUIO JOKyMeHTanuei. OCHOBHBIE HampaBieHUs pabOThl C
JOKyMEHTaMHU. Buabl AeSITeNbHOCTH MO JOKYMEHTAallMOHHOMY OO€CIEeYeHHIO TYPHUCTCKON
uHaycTpun. COBEPIIEHCTBOBAHUE JIETIONPONU3BOICTBA MPEANPUATUI U YUPEXKAECHUN Typu3ma B
YCIIOBUSX NPUMEHEHUSI HOBBIX MH(OPMALMOHHBIX TeXHOJIOTUH. O030p COBPEMEHHBIX CHCTEM
aBTOMATH3allMU JIEJIONPOU3BOCTBA U TOKYMEHT0000poTa. JJOKyMEHTAIIMOHHOE COITPOBOXKACHUE
TYpOIIEpaTOPCKOW W TYPareHTCKOM JeATEIbHOCTH. JIenonmpou3BOACTBO MPEINPUATHNR U
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YUpeXKACHUN Typu3Mma mpu padoTe ¢ mapTHEpaMu, KIMEHTaMH, Npu Oo(GOpMIICHUH Typa, MpHU
COCTaBJICHUH MapLIpyTa MyTEHIECTBUS U SIKCKYPCUU.

Tema 3. [dokyMmenT. OOmme TpeOOBaHWSI K COCTABJIECHHI) W O(OpMIECHHIO
JOKYMEHTOB

IlonsitTue  ngoxkymeHTta. OBomtouus 3Toro mnoHAtud. CnocoObl UM cpencTBa
JnokyMeHTupoBaHus. @DyHkiuM pokymeHTa. Kiaccupukanuss JOKYMEHTOB IO Pa3IMYHBIM
OCHOBaHMAM. JIOKYMEHTBI JJIGKTPOHHBIE M OyMaKHbIe. YHU(PHKAIMA W CTaHIAPTU3ALUSL
JOKYMEHTOB. DOpMyJIsip COBPEMEHHOI'O YIPABIEHUYECKOIO JOKYMEHTa. PEKBU3UT IOKyMEHTAa.
TpeboBanus k opopmiiernto pekBuzutoB. [OCT P 6.30-2003 «YCJ. YCOP/I. TpeboBanus k
oopMIIeHHIO JOKYMEHTOBY. FOpuandeckas cuia J0KyMeHTa. 3HaueHHEe JOKyMEHTa B TypuU3Me
U TOCTUHUYHOW MHAYCTpuH. biaaHku AoKymMeHTOB. Buabsl OIaHKOB, MOPSIOK PaCHOIOKECHUS
pekBU3UTOB B OnaHke. biaHku B Typu3Meé M TOCTUHHUYHOM uHAYycTpuu. TpebGoBaHus K
COCTaBJICHUIO TEKCTOB JEJOBBIX JOKyMEHTOB. OCOOEHHOCTH O(HINAIBHO-/EIOBOTO CTUIIS
JIOKYMEHTA.

Tema 4. JlokyMeHTHpPOBaHMEe OPraHU3AIMOHHO-PACHOPAINTEIBLHON JeATEeJbHOCTH

VYnpasneHdyeckue JIOKYMEHTHI, ux XapaKTepUCTHKA. JlokyMeHTUpOBaHHE
OpPraHU3alMOHHOMN J1eATENbHOCTH yupexaeHuid. OpraHu3aluoOHHbIE TJOKYMEHTHI, UX CHeluduKa
U 3HAYCHHE. YCTaBbl, MOJIOKEHHs, JAOTOBOPBI, MHCTPYKIMHM, IUTATHbIE PACHUCAHUA: MpaBUIIA
cocraBiieHus ¥ opopmieHus. PaciopsinuTensHble JOKYMEHTHI UX OCHOBHBIE (yHKIMU. [IpaBuna
cocTaByieHUs 1 0hOpMIICHHUS [TPUKA30B, paclopsbkeHul, pemenuii. CocraBienue 1 ohopmieHue
CHCTEM JOKYMEHTAIlMH B TYypU3Me: OpPraHM3allMOHHO-TIPABOBOH, pacmopsauTensHoi. OOmias
XapakTepUCTHKa  OPraHU3allMOHHOHM, OpPraHM3allMOHHO-TIPABOBOM M IPOM3BOJCTBEHHOM
nokymeHtanun  Typoupmbel. [IpaBunma odopmileHHS OTACIBHBIX BUAOB  JIOKYMEHTOB,
UCTIOJIB3YIOUIMXCS TYpGUPMOI ITpy paboTe ¢ MapTHEpaMH, KIMEHTaMH, IpH 0POPMIICHUHU TYpa,
IpU COCTaBJICHMM MapuipyTa MyTeecTBUS U  dKCKypcuu. [lpuembl u  cnocoObl
JOKYMEHTHPOBAaHUSI B JOTOBOPHOM MNpakTHKE, OpPraHU3alMM M IUIAHUPOBAHUU TYPUCTCKOU
NesTeIbHOCTH. Bumbl #  (OpMBI  TOMKHOCTHBIX HMHCTPYKIHHA Typdupmbl. OcobGeHHOCTH
JIOKYMEHTHPOBAHUS TYPUCTHUECKON AEATENbHOCTHU AJIS TYpOoIlepaTopa U TypareHTa.

Tema 5. OcoGeHHOCTH MH(OPMALMOHHOCTIPABOYHBIX AOKYMeHTOB. Opranuzanus
padoThl ¢ JOKYMEHTAMH MO JHYHOMY COCTaBy. [[OKYMEHTHI MO OOpalleHHUSIM TI'PaxIaH

BcnomoratenbHplii  XapakTtep HMH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B CHUCTEME
ynpaieHusi. OCHOBHbIE (YHKIIUU ATHX JOKYMEHTOB. CocTaBlieHHE CIIPABOK, aKTOB, JTOKJIAaIHbIX
U CIyXKeOHBIX 3alUCOK, MPOTOKOJOB. OCOOEHHOCTH IOATOTOBKHM U O(OPMIIEHUS JI€JIO0BOTO
nucbMa. Buael nucem. KynbTypa u aTHkeT AenoBoil nepenucku. CoctaBieHue u odopmiieHue
CIPaBOYHO-UH(POPMALIMOHHON CHCTEMBI TOKYMEHTAalUUU B TypuzMe. OCOOEHHOCTH MOATOTOBKU
MH(OPMALIMOHHBIX MaTepuasoB Juisl nmoTpedureneil. JJokymeHTanbHOEe OQOpMIIEHHE TPYIOBBIX
IPaBOOTHOLIEHUH ¢ COTpyIHUKaMH. KOMIIJIEKCHl JOKYMEHTOB IO JHMYHOMY cocTaBy. OOmas
XapaKTepUCTHKA KaJpOBOM JOKYMEHTAllUU Mpeanpustuss B cdepe Typusma. OcobeHHOCTH
KaJpOBOM JOKYMEHTAI[MM JJIsl TYpareHTCTBa, JUIsl Typoleparopa, A SKCKYPCHOHHBIX OrOpO.
OcHoBHbIE TNPUHIMNBI pabOThl € OOpallleHUsIMU TpaxaaH. PaccMoTpeHue mpeasioKeHuH,
3asBIEHMH, kan00 rpaxnaaH. [lopsnok Benenus «Kuuru xano0 u npenioxkeHuin» B Typpupme.

Tema 6. lokyMeHT00060pPOT

[Tonsatue noxymentooOopota. IlpuHumnel ero opranuzanuud. CTpykTypa u oOmias
XapaKTepUCTHKA JIOKyMEHTO000pOoTA. OcHoBHbIE JIOKYMEHTOIIOTOKH. Ob6beMm
JIOoKyMeHTooOopoTa. [IpueM, mpoxoxkIeHre U MOPSA0K UCIOTHEHUS MOCTYMUBIINX JOKYMEHTOB.
Opranuzanus paboThl € OTHpaBisieMbIMH JOKyMeHTamH. llepenadya HOKyMEHTOB BHYTPHU
opranuzaiuu. IIpaBuna opranu3zanuu paboThl ¢ BHYTPEHHUMH JOKyMEHTaMu. Peructpanus u
MHJEKCUPOBaHUE JIOKYMEHTOB: LIeH, TpeOoBaHus, 3HaueHue. CoBpeMeHHbIE PETUCTPALlMOHHbIE
¢dopmbl.  OCOOEHHOCTHM pPErMCTpallMM  PA3IUYHBIX KaTeropud JokymeHToB. KoHTpoib
UCIIOJTHEHUS! JOKYMEHTOB: 3HAU€HHE, CPOKU HCIIOJIHEHUS JOKYMEHTOB. OCHOBHBIE NMPUHIUIIBI
OpraHu3alMi KOHTPOJSI MCIIOJHEHHs JOKYMEHTOB. TeopHs M NIpakTUKa JOKYMEHTOOO0OpoTa
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TYpUCTCKOTO mpeanpustus. OpraHuzaluu JOKYMEHTOOOOpOoTa TYpQHPMBI €  y4eTOM
0COOEHHOCTEHN TYypOTIepaTOPCKON U TYpareHTCKOM eI TeIbHOCTH.

Tema 7. XpaHneHue J0KYMEHTOB B [1eJIONIPOU3BOCTBE

Opranu3zanus xpaHeHus: T0KyMeHTOB. HoMeHknaTypa nien: TpeGoBaHus K COCTABICHUIO.
Buasl HOMEHKIIATYpBI, UX OCOOCHHOCTH M Ha3HaueHue. [lopsaok ohopmieHus, CoriacoBanus u
YTBEPKACHUSI HOMEHKIIATyphl Nen. TpeOoBaHus K (OPMUPOBAHHUIO /€N B JEIONPOU3BOJICTBE.
CocraBnenue 3aronioBkoB gen. CucreMarusanys OTHENIBHBIX KaTErOpUid JIOKYMEHTOB.
OcoOeHHOCTH IPYNIIUPOBKH B Jefla Pa3IMUHbIX BUJOB JOKYMEHTOB. O0ecnieueHrne COXpaHHOCTH
JIOKYMEHTOB Jie] B TEKYLIEM JeJI0npou3BoACTBe. [1oAroToBka JOKYMEHTOB K MOCIENYIOLIEMY
XPaHEHUIO U MCIOIb30BaHHIO. DKCIIEPTH3a LIEHHOCTH TOKYMEHTOB U e€e Kputepuu. TpeboBaHus,
MNpEABABIACMBIC K OpraHU3allui U IMPOBCACHHUIO 3KCIICPTHU3bI HCHHOCTH HOKYMCHTOB. COCTaB,
3aJaud M (PYHKIMM DKCHEPTHOM KOMHUCCHHM. OTambl MPOBEACHUS] HKCIEPTU3Bl IIEHHOCTH
JOKYMEHTOB U odopmieHHe ee pe3ynpraroB. OpraHu3anus XpaHEHHs JIOKYMEHTOB,
HOMEHKJIaTypa JeJl TYpUCTCKOro mpeanpustvs. KOMIUIEKCHBIM NOAXOJ K CHUCTEME 3allMThl
uHpOpPMAaLIUHY, XPaHEHHS U apXUBUPOBAHUS B IEATEILHOCTH MPEIIPUATHI TypU3Ma.

4. MaTtepuajibl TeKyIIero KOHTPOJIsI yCIeBAeMOCTH 00y4YaAI0IMXCsl
4.1.B xogae peanuzanuu qucuumiuiel b1.0.17 «JlokymeHTaIlmoHHOEe oOecrieueHre ypaBieHus
B TypH3ME» HWCIOJB3YIOTCS CICAYIONIME METOIbI TEKYIIEro KOHTPOJS YCIEBAaeMOCTH
o0y4aromuxcs:

Tema u/mam pasaen MeToabl TeKylero KOHTPOJIs
ycleBaeMOCTH

IIpenmer, copepikaHue U 3a1auu
Tewma 1 Kypca. Ucropus Ppa3BUTHL YCTHBIA OIPOC
JIeJIONIPOU3BOJICTBA

HopmatusHo-11paBoBas U
METOTUYECKas 0aza
JIeTIOTIPOU3BO/ICTBA,
JOKYMEHTAIIMOHHOTO
obecnieuenus ynpasienus (JOY).
Jlenonmpon3BOACTBEHHAS CITYK0a

Tema 2 YCTHBIN omnpoc, Kekc, pedepat

Hokyment. O6uie TpeboBaHus K
Tema 3 COCTaBICHHIO H  OQOPMIICHHUIO YCTHBIHA OIIPOC, KEHC
JIOKYMEHTOB

Tema 4 JloxyMeHTHUpOBaHUE
OpTraHU3alMOHHO- YCTHBIN OIPOC, KEHC
pacnopsaIMTeNbHON JEATEIbHOCTH

Tewma 5 OcoGenHoctu
nHGOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB

Opranuszanus paboThI c YCTHBIN omnpoc, Kekc, pedepat
JNOKYMEHTaMH [0  JIMYHOMY
COCTaBy. JIOKyMEHTBI o
o0palIeHusIM rpaXkJIaH

Tema 6 JoxymenToo60poT YCTHBIA OIPOC, KEHC

Tema 7 Xpanenue JIOKyMEHTOB B

IeTOTPOUBBOJICTEE YCTHBIH ompoc, Keiic, pedepar

B cnywae peanuzauuu aucummiaueel B JIOT ¢dopmar 3amaHuil aganTupoBaH A
iatdopmsl Moodle.

4.2. TunoBble MATEPHAJIBI TEKYIIET0 KOHTPOJISA YCIIEBAEMOCTH 00YYaKOIIUXCH.
Tunosble oLleHOYHBIE MaTepHUabI MO Teme Ne 1-7
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H3znoorcume  meopemuueckue OCHO8bI Nno  OauHOU meme (Oatime  onpeoeneHus,
nepeuuciume u Hazogume) u 00OCHyUme (apeymeHmupylime U NPOOEMOHCMPUpylme) ceoe
OmMHOWeHUue K OaHHOU meme (Ha KOHKPemHOM npumepe).

1. Jlaiite onpesesieHne MOHATUIO KHOPMAaTUBHO-MeToIndeckas 0azay.

2. CocraBisromuye HOpMaTUBHO-METOANYECKOM 0a3bl EIONPOU3BO/ICTBA.

3. Kakue cymectBytor 'OCTbI Ha JOKyMEHTAIUIO?

4. B coorBerctBun ¢ kakum I'OCToM odopmistoT OJaHKH W OpraHU3alMOHHO-
pacnopsiiuTeabHble JOKYMEHTHI?

5. Haiite onpenenenne «l'ocygapcrBennas cuctema 10V ».

6. Hens T'CAOVY?

1. Paznene T'CHOY?

8. B cootBercTBum ¢ kakum ['OCToM, 0opMIIAIOT TOKYMEHTHI B OpraHU3aINH;

9. Odopmnenne moneir gokymentoB B coorBerctBuu ¢ ['OCT P 6.30-2003

YHuUUUpOBaHHAS CHUCTEMa JOKYMEHTAalUUHU. YHU(QUIMPOBAHHAs CUCTEMAa OpPIraHU3alMOHHO-
pacropsauTeNbHON ToKyMeHTauuu. TpedoBanus K 0(hOpMIICHUIO TOKYMEHTOB;

10. CnyxeOHbBIE OTMETKH Ha JOKYMEHTE;

11. TpeGoBaHUsI K TEKCTY TOKYMEHTA,

12. DNIeMEHThI TEKCTa JOKYMEHTA;

13. CornacoBaHue JOKYMEHTA;

14. VYTBepxkaeHUE JOKYMEHTA;

15. Odopmnenne pexkBu3uta «Iloamucey.

16. Kak odopmisercs pexBusutr «['pud yrBepxaenus» u «'pud cornacoBaHus»?.
KakoBer ocobenHOCTH HX 0(hopMITeHUS?

17. Kak odopmusercs pexkBuzutr «OTMeTKa O HAIWYUHM TPUIIOKEHUS», €CIA OHO

Ha3BaHO B TCKCTC, C€CJIM OHO HC YKa3aHO B TCKCTC, C€CJIM HMX HECKOJIbKO, B IPHUIIOKCHHU K
pacnopAaguTCIbHOMY I[OKYMCHTY?

18. Pacckaxxute 0 mpaBuiax 0opMIIEHHS pEKBU3UTA «IIOJIUCH)?

19. Kto Moxer ObITh B KauecTBe aapecarta? PackpoiiTe ocoOeHHOCTH ogopMiIeHUS
peKBU3UTa «aapecaT»?

20. Kakne MexxcTpouHble HHTEPBaJIbl HCIOIb3YIOTCS TIPU 0(hOPMIIEHUN PEKBU3UTOB?

21. Uro mnpencraBiser coboit ¢opmynsapel OPJ[ ¢ yrioBeIM U MpPOJOJBHBIM
PacroJI0KEHUEM PEKBU3UTOB?

22. Omnpenenenue «0MaHK TOKYMEHTa;

23. BapuanTsl pacrosioxxeHus 0J1aHKOB;

24. BapuaHThl pacnosoxkeHus peKBU3UTOB OJIaHKOB;

25. Bunpr 61aHKOB;

26. PexBu3uThI OJ1aHKA THCHMA;

27. PexBu3uThI 0011€TO OS1aHKa M OJ1aHKa KOHKPETHOTO BUIA IOKYMEHTOB.

28. KakoBbl 3HaueHre 1 QYHKIIMHM OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB?

29. JlaiiTe XxapakTepUCTUKY OpraHU3allMOHHBIM IOKYMEHTAM;

30. OmnpeneneHne «IOJ0KEHHE», KYCTaBy, «IOHKHOCTHAS MHCTPYKIHUS;

31. Bune! ycraBos;

32. YcTaB opranuzaiuy U ero CTpyKkTypa;

33. Kro yrBepxmaer ycran?

34. Hara ycraBa?

35. PacckaxxuTe 0 Ha3HAYCHUH U COACPIKAHUM TTOJIOKEHHSI?

36. TpeboBaHusI K TEKCTY HOJIOKEHUA?

37. Byl monoxeHui.

38. B yem 3akiogaercst CymHOCTh KOH(PHIEHIIMATBHOTO 1€JI0NPOU3BOICTBA?

39. Packpoiite noHsTHEe «KOHPUACHINATBHBIA JOKYMEHT.

40. [lepeuncanre BUAbI CBECHUN KOH(PUICHIIMATIBHOTO XapaKTepa.

4]. UTto coboii MpeACTaBIsAIOT TEPCOHAIbHBIC JaHHBIC?



42.

TaHy?

43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54,
55.
56.
S7.
58.
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Kakue cBemeHusi oTHOCATCS K HMH(OPMALMHU, COCTABISAIOMIEH KOMMEPUYECKYIO

UTo OTHOCHTCS K MPABOBBIM MepaMm 3aIluThl HHpopMammn?

B yewm 3akimoyaroTcs opraHu3alMOHHBIM MEPbI 3aIIUTHI HHPOpMAIUU?
Yro takoe rpu¢ KOHPHUICHINATHHOCTH?

Oco0eHHoCTH JOKYMEHTHUPOBaHUs KOH(GUACHIIMAIbHOU nH(pOopManun?
JlaiiTe onpenesneHyre «HOMEHKIIATypa Jei.

Bunel HOMeHKIAaTYpHI €.

HaznaueHue HOMEHKIATypbl A€I.

UemMm pykoBojactByercst OB/l mpu cocTaBieHMM HOMEHKIJIATYPHI €17

Kem cocraBisieTcss 1 COOTBETCTBEHHO IOJIMCHIBAETCS HOMEHKIIATypa €717
C keM corjacoBbIBaeTCSl HOMEHKJIIATypa Jiei?

Kem yTBepkaaercs HoMeHKIaTypa aen?

Korna BBOAMTCA B A€iCTBHE HOMEHKIATYypa e’

Uro sBsieTcst HA3BaHUSMU Pa3/IeJIOB HOMEHKJIATYPBI Je?

OcHoBHbIE PU3HAKY 3aBEACHUS J1en?

Kakas 3anuch nenaercs B HOMEHKIAType el 10 OKOHYaHuu roga?

B kakoe cpok HE00X0auMO CO37aTh HOBYIO HOMEHKJIATYPY JeJ, €CIH MOSBUIOCH

HOBOE CTPYKTYPHOE HOojIpa3jieieHue?

59.
60.
61.

Kak opopmisiercs pekBusut «I pud yrBepaeHus» AOTKHOCTHBIM JIUIIOM.
Kaxkue Bunpl cornacoBanust ObIBaroT?
OdopmieHne peKBU3UTA «BU3a COTIIACOBAHUS.

TumnoBblie OlleHOYHBIE MaTepUAaIbI 0 Teme Ne 2, 5, 7
Tunoevie memul 0nsa peghepamos

HpoaHaﬂus'upyﬁme, oyeHume, cpasHume u yKasicume ce0o€ OMmMHOWEHUe K

3ampoHymou meme.

O©CoO~NO O WDN P

. OTaIel pa3BUTHS JEJIONPOU3BOCTBA;

. Knaccudukanus 10kymMeHTOB

. Odopmnenue pexusuto OP/]

. Hopmbl 1 TpeGoBaHus K pa3MEIIEHUI0 PEKBU3UTOB IOKYMEHTOB
. DNEKTPOHHBIM TOKYMEHT

. IlpaBuna BeaeHus 1 0OpMIICHUS TPYAOBBIX KHIDKEK

. IIpuem 1 00paboTKa NOCTYNAIOMIUX TOKYMEHTOB

. KoHTponb ncnosHenus 10KyMEHTOB

. DopMupoBaHuE JeN

10. 9KCHepTI/13 HNEHHOCTU NOKYMCHTOB U IOCICAYIOIIEC XPAHCHUC NOKYMCHTOB

TunoBble olleHOYHBbIE MaTepUabI 10 Teme Ne 2-7

Peumrenne cuTyanmoHHbIX NpogeccHoHATbHBIX (YNPaBIeHYECKUX) 32124
Cobepume ungopmayuio no npednodxicennol meme, coenavime o0030p.

1. Odopmnenue pexBuzutoB OPJ]

2. b1aHKM JOKYMEHTOB U UX BUJbI

3. OpraHn3annoHHO-TIPaBOBbIC JOKYMEHTHI CocTaBieHne U 0()OpMIICHUE TOTHKHOCTHOM

UHCTPYKLIUU

4. CocraBnenue u opopmiIeHHE TIPUKaA3a M0 OCHOBHOM JIEATETLHOCTH
5. OdpopmieHue ciry:keOHOro nucbMa

6. OdopmueHue TeaerpaMmbl

7. OdopmieHmne NpoTokoa

8. Odopmienue cnyKeOHBIX aKTOB

9. Cocragiienne aBToOHMOTpaduu, pe3rome

10. 3anmonHeHune TMYHOM KapTouku - popma T-2
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11. 3anonuenue GopM KypHasa perucTpaluy J0KyMEHTOB

OuneHouHble IHoxa3zarenun Kpurepun
cpeacrsa Onenku Onenku
(popmer TEKYIIEeTO
KOHTPOJIsA)
YTl onpoc e KoppektHocts ¥ nonHorta | CJIOKHBIA ~ BONPOC:  IIOJHBIMH,
OTBETOB Pa3BEpHYTHIN, 000CHOBaHHBIHA
otBeT — 10 6amioB
IIpaBunbHbIA, HO HE
apryMEHTUPOBAHHBIH OTBET — 5

0auioB

Hesepusiii oteeT — 0 6o
OO0bIuHbIH BOIIPOC:

TOJTHBIMH, Pa3BEpHYTHIN,
000CHOBaHHBIN OTBET — 4 Oasa
IIpaBunbHbIM, HO HE
apryMEHTUPOBAHHBIA OTBET — 2
Oama

HesepHnpiii otBeT — 0 6asios.
IIpocroii Bonpoc:

[IpaBunbHEI oTBET — 1 Oam;
HenpasunbsHblil oTBeT — 0 625108

Pemrenue keiic-3aganui

® [IPaBUIBHOCTb PEIICHUS;
® KOPPEKTHOCTH BBHIBOJIOB
e 000CHOBaHHOCTb PELLICHUS

0ayibl HauUKMcasiioTest ot 1 10 3 B
3aBHCHMOCTH OT  CJIOKHOCTH
3agaun/Bonpoca (He Ooxee 40
0aJ1710B 3a ceMecTp)

Pedepar

® aKTyaJbHOCTb IPOOJIEMBI U
TEMBI

® T[IOJHOTA U TTyOWHa
PACKpBITUSI OCHOBHBIX MOHSTHI
IPOOJIEMBI

e ymMmeHue paboTaTh ¢
JINTEPATYPOH,
CHUCTEMAaTU3HUPOBATh U
CTPYKTYPHPOBaTh MaTepHal

® TIPaMOTHOCTbH U KyJbTypa
H3JI0KECHUS

® HOBH3HA NMPO0GJEeMBbI Max - 5
0aJJI0B

® cTeneHb PACKPLITHS
CYIIHOCTH MPoodJieMbl max - 5
0aJL10B

e 000CHOBAHHOCTH BbIOOpa
HCTOYHHKOB mMax. — 5 0a/iioB

e co0.r01eHne TpeOOBaHUM K
oopMIIeHHUI0. Max - 2 6aJJI0B

5. OueHoYHbIe MaTePUAIbI MPOMEKYTOYHOM aTTEeCTAIMH MO JUCHHUILIMHE.
5.1.3a4éT npoBOANTCH C NPUMEHEHHEM CJIeAYIOIIMX MeTO/10B (CPeCTB):
3auéT MPOBOAUTCSA C MPUMEHEHHUEM MeTojAa (CpelacTBa) YCTHBIE OTBETHI Ha BOIPOCHI

ousiera.

B cnyuae mnpoBedeHHs NPOMEKYTOYHOM aTTECTAllMM B JIUCTAHIMOHHOM PEXUME
ucnonb3yetcs iargopma Moodle u Teams.

5.2. OueHo4HbIe MaTEPHAJIBI IPOMEKYTOYHOM aTTECTALMU

Komnouenr
KOMIIETeHIIMH

ITpomesky TOUHBIIT/KIIH0OUEeBOiT
HHIHKATOP

Kpurepuii ouennBanus

OIIK-1.1:
CrocobeH OCyIIeCTBISITh
MIOUCK, aHaln3, OTOOop

Ocy1ecTBiser TIOUCK,
aHajgu3, OTOOp TEXHOJIOTHIECKUX
HOBaIUH u COBPEMEHHBIX

3HaeT u

CTaHIapTHBIX

MOHUMAET
TEOPETUYECKUE METOJIbl U TOAXObI
pELICHHIO

K

3ajJgaq
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Kommnonent IMpomexxyTOUHBIH/KITI0UeBOI Kpurepnii onenuBanuns
KOMIIeTeHUNH HHIUKATOP
TEXHOJIOTHIECKHAX MPOTPaMMHBIX MPOAYKTOB B | mMpo(heCCHOHANBHON  JEeSTENFHOCTH  C
HOBAIlMi{ ¥ COBPEMEHHBIX | MPO(PECCHOHATLHOW  TYPHCTCKOH | MPUMEHEHUEM WH(POPMAIMOHHO-
MIPOTPaMMHBIX TPOAYKTOB | IEATEILHOCTH KOMMYHUKAIIMOHHBIX ~ TEXHOJOTHHA B
B npohecCHOHANBHOMN Hcnons3yet TYPUCTCKOU IEATEIBbHOCTH.
TYPUCTCKOM TEXHOJIOTHMYECKHE  HOBallMM | YMeeT 1 cBOOOTHO TPUMEHSET Ha
ACATCIBbHOCTU CrieuajIn3upoOBaHHbIC IIpaKTUKE METO/IbI u MOJXOJbI K
NPOTPaMMHBIE MPOYKTH B Chepe PEILEHHIO CTaHJIapPTHBIX 3a1a4y
Typu3Ma N
Mpo(hecCHOHANBHON  JEATENFHOCTH  C
MPUMEHECHUEM MH(POPMAIMOHHO-
KOMMYHUKAIIMOHHBIX ~ TEXHOJOTHHA B
TYPUCTCKOU IEATEIBHOCTH.

OIIK-2.1: OmpenenseT eI 1 3a1a9n IlpaBuiibHO OMpeaeaeHbl THIIbI
CriocobeH  OmpenensTh | ynpaBiIeHUs CTPYKTYPHBIMH | OPTaHU3aIIHOHHOTO YIIPaBIEHIECKOTO
enu u 3a/1auu | MoApa3ieICHUSIMU OOBEKTOB | pEIICHUS.
yIpaBIeHUS TypUCTCKOW cdepsl  (BIageHHUEM 3HaeT W TIOHMMAaeT OCHOBHI
CTPYKTYPHBIMHU HaBBIKAMHU JIOKYMEHTAIIHOTO | SKOHOMHYECKOW AESTeTbHOCTH; OCHOBEI
nosipa3eeHUsIMU odopmteHUs pereHuit B | Ipollecca TMPHHATHS —PEUICHHA;, BHIBI
00BEKTOB TYPUCTCKOM | yIIpaBIEHUA ONEPaAlMOHHOM | FOPUANYECKON OTBETCTBEHHOCTH,
cdepsl (Bmamenmnem | (TpOMU3BOACTBEHHOM ) MPOLIEAYPHI B (POPMEI ee peaTi3aIim.
HaBBIKAMHU NeATETLHOCTH OPTaHU3aIIHi) [TonHOCTHIO TOHUMAET U 3HACT HA
JTIOKyMEHTAJIBHOT'O Hcnonszyet OCHOBHBIC | OTIIMYHOM YpOBHE OCHOBBI
oopMIIEHUS] pelIeHUIl B | METOJBI U MPHUEMBI TUIAHUPOBAHUS, | CTAaHAAPTH3AMM ©W  TpeOOBaHUSI K
YIpaBIeHUH OpraHm3aIlvH, MOTHBAIIAN 1 | COCTaBJICHHIO JIOKYMEHTAIHH
OTIePAIMOHHOM KOOPIUHAIIUU JESATENHHOCTHU | IPEANPUATUS (opranu3zanum) TUTSt
(TIpow3BOICTBEHHON ) CTPYKTYPHBIX TOApa3JeNieHuil u | (OPMHUPOBaHUS €ro IeNeil; COBPEMEHHBIX
JEeSTeTbHOCTH OTJIENBHBIX COTPYIHUKOB OOBEKTOB | CTOCOOOB W TEXHUKH  CO3JAHHA
OpraHu3anun) TYPUCTCKOM chepbl JIOKYMEHTOB; OpraHU3allid JIBW>KCHUSA

OcymiecTBaseT KOHTPOJIb | TOKYMEHTOB ~ Ha  mOpeanpusatau (B
JIeSITEIIbHOCTH MOIpa3/ieTICHUH | OpTaHU3aIIHN ).
00BEKTOB TYPUCTCKOM chepsl

OIIK-6.1: OcymiecTBIseT TIONCK W IlonHOCTBIO BIIaJIeET HaBBIKAMU
Crioco0eH OCyIIECTBIATH | 000CHOBAHHO NPUMCHSCT | aganmM3a W COCTAaBIEHHS JIOTOBOPHOM
MONCK ¥ O00OOCHOBaHHO | HEOOXOUMYIO HOPMATHBHO- | noxyuMenTaniy; — HABHIKAMH  OLIEHKH
TPUMEHACT NPABOBYIO ~ IOKYMEHTAUMIO A |y perorBus CTaH/IApPTOB KadecTBa Ha
HEO0XOIUMYIO JIeATeTLHOCTH B M30paHHOM .
HOPMaTHUBHO-TIPABOBYIO npodeccHonanbHoi  obmacti  u | TPCAIPHATHAX - TypHCTCKOH HHHyCTpHI:I
JOKYMEHTAIIHIO JUTs | 0o0ecTieunBaeT JTOKYMEHTOO00pOT B TpebOBaHUAM HOPpMaTHBHOU
JEeSTebHOCTH B | COOTBETCTBMM C HOPMATUBHBIMH | IOKYMEHTAllMH; HABBIKAMM Pa3pabOTKH
n30paHHOM TpeOOBaHUSAMHU TYPHUCTCKOTO MPOAYKTa B COOTBETCTBHUH C
npO(ecCHOHANBHOM Cobmioaer TpeOOBaHUAMHU HOPMaTHUBHOU
obnactT M obecreynBaeT | 3aKOHOIATEILCTBO Poccwuiickoit JTOKYMEHTAITHH.

JOKYMEHT0000pOoT B | ®enepaniii O  TPEIOCTABICHUH
COOTBETCTBHH C | TYPHCTCKHX YCIIyT

HOPMAaTUBHBIMU

TpeOOBaHUSIMHU

TunoBbie OLEHOYHBIE MaTePUAJIbI IPOMEKYTOYHOM aTTeCTAllUH
Tunogvie 6onpocwi K 3auemy

H3noorcume meopemuyeckue 0CHO8bI HO OAHHOU meme U 060cHytime (ap2ymeHmupyime u
npoodemMoHcmpupylime) c6oe OmHouleHue K OAHHOU meme (Ha KOHKPEemHOM npumepe).
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1 Ilpeamer, conepxanue, 3a1a4u, 3Ha4eHUE Kypca «JloKkyMeHTaloHHOe obecrieueHre B
TypHU3ME».

2 3HadyeHME JOKYMEHTOB, JOKYMEHTAllUM, JEJIONPOM3BOACTBA B OpraHU3ALUU
KOMIIJIEKCHOT'O TYPUCTCKOTO 00CITY>KHBaHUS.

3 CoBpemeHHOe 1e10npon3BoACcTBO PD: cocTosiHue, mpo0i1eMbl, MePCIeKTUBBI Pa3BUTHUS
B YCJIOBUAX MUH(OPMALIMOHHBIX TEXHOJOTHH U 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

4 HopmatuBHO-TIpaBOBass W METOJMYECKash 0a3a COBPEMEHHOTO JIeJIONPOU3BOCTBA!
coCTaB, OCOOEHHOCTH, 3HaueHHe. OCHOBHbIE M3MEHEHHUS B 3aKOHOJATEIbHOM, HOPMAaTHUBHO-
IIPABOBOM U METOJMYECKOM PETYJIUPOBAHUU JOKYMEHTHPOBAHHUS W OpraHu3alnuu padoThl ¢
JIOKYMEHTaMH.

5 VYuuduuupoBaHHBIE CHUCTEMbI JoKyMeHTauuu. OOmepoccuiickue Kiaccu(puKaTopbl
TE€XHUKO-3KOHOMHUYECKOH U coLMalIbHOW HH(POpMALIUU.

6 TOCT P UCO 15489-1-2007 «CucteMa CTaHAapTOB 10 UHPOPMALUHU, OUOTUOTCHHOMY
U M3/aTeNIbCKOMY Jiesly. YrpaBieHue JpokyMeHTamu. OOmue TpeOoBaHMs» Kak OCHOBa
HOPMAaTHBHO-METOJMYECKOT0 OOECIeYeHUsI B O0JaCTH YNpPaBICHHUS IOKYMEHTAMH Ha OCHOBE
HOBBIX UH(OPMALIMOHHBIX TEXHOJIOTHH.

7 OCHOBHBIE MPHUHLUIBI, OCOOCHHOCTH M METOIBI OpraHu3anuu 3(P(PEKTUBHOTO
JIeJIOTIPOU3BOICTBA.

8 OcHoBHbIE 3a1auM U (QYHKIUU CIyXObl JenonpousBojacta. Cekperapb B CTPYKType
ynpasieHus. OpraHu3aliOHHbIE U JOKYMEHTAMOHHbIE (YHKLIUU CEKpeTapsl.

9 Ponb JOKYMEHTAallMOHHOTO OOECHEeUeHUss B COBEPIICHCTBOBAHUHU YIIPABIICHUS
OpENpUATHSIMA UM yUpexkIeHUussMHU B cdepe TypusMa. Buasl JIesTenbHOCTH 1O
JIOKYMEHTallMOHHOMY oOecriedeHnio B Typusme. COBEpIIEHCTBOBAHUE JEJIONPOU3BOJICTBA B
TypdupMax.B yCIOBUAX IPUMEHEHUS HOBBIX HH(OPMALIMOHHBIX TEXHOJIOTHI.

10 JloxymeHTannoHHOE oOecrieueHne (OPMHPOBAHUS, TPOABMKCHHUS W pPEaTH3alUu
TypHpoaykTa. JIOKYMEHTAllMOHHOE CONPOBOXKICHHE TYpPOIEPATOPCKOM M  TypareHTCKOM
JeSITEIbHOCTH.

11 JoxymentupoBanue B [[peBHepycckom rocyaapctse (IX —XV B.).

12 XapakrepucTuka pa3BUTUS  JIEJONPOU3BOJCTBA B  MEPHUOJ  INPUKA3ZHOIO
nenornpoun3BozcTa. Opranuzaius paboTsl ¢ JOKYMEHTaMH B IPHKa3ax.

13 XapakrepucTuka pa3BUTHS  JENONPOM3BOJACTBA B  INEPUON  KOJUIEKCKOTO
JIenonpou3BoicTBa. Opranu3aius padoThl C JOKYMEHTAMH B KOJUICTHSX.

14 XapakrtepucTuka pa3BUTHUs JEJIONPOM3BOACTBA B  IEPUOJ  MHUHHUCTEPCKOTO
nenonpousBoacTBa. Opranusanus padoThl ¢ JOKYMEHTaMH B MUHHCTEPCTBAX.

15 CranoBnenue coerckoro paenonpousBoicrBa. Bmmsaune HOVYT nHa passutue
nenonpousoacTea B 1920-1930-¢ rr.

16 IIpoGieMbl coBepIIEHCTBOBaHUS ienonpon3BoacTBa B 1950-1980-x rr.

17 CooTHouieHHEe TOHATUH «HMHQOpPMALMS» U <«JOKyMEHT». Pa3Butue mNOHSATUS
«IOKYMEHT».

18 IIpenmMy1iecTBa U HEAOCTATKU OYMa)KHBIX U JIEKTPOHHBIX IOKYMEHTOB.

19 CnocoOsl 1 cpecTBa TOKyMEHTHPOBAHUS

20 ®YHKIMH TOKYMEHTA.

21 Knaccudukaius JOKyMEHTOB 110 IIPU3HAKaM.

22 Vaudukauus u cCTaHIapTU3aIMs T0KYMEHTOB.

23 PexBu3uT 10KyMeHTa. COCTaB peKBU3UTOB JOKYMEHTOB, IPaBUiIa UX 0(OPMIICHHS.

24 TpeOoBanus k coctaBieHuto u odopmieruto aokymentoB. [OCT P 6.30-2003
«locynapcTBennsiii  crangapt P®.  YHuduuupoBaHHble  CUCTEMbl  JOKYMEHTAIUH.
YHuuuupoBaHHas clucTeMa OpraHW3allMOHHO-PACHIOPSAUTENbHON JoKyMeHTauu. TpeboBanus
K 0(pOPMIICHHIO TOKYMEHTOB» U c(hepbl ero MpuMeHEHHS.

25 Ilonsatue «wopuanveckass CuWjla JOKYMEHTa». PEKBU3UTHI, ONpeaessionme
IOPUAMYECKYIO CHITY IOKYMEHTA.
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26 XapakrepucThka OjaHKa JOKyMEHTa. Buabl OJaHKOB, MpaBHJa UX COCTaBJICHUS U
odbopmiienus. O0s3aTenbHBIC BUIBI OJ1aHKOB, pekoMeHoBanHbie ['OCTom P 6.30-2003.

27 TpeboBanwmsI K TEKCTY JOoKyMeHTa. CiocoObI MpeCTaBICHUS! CBEACHHUM B TOKYMEHTaX.

28 OcobeHHOCTH O(PUITHATBHO-IETIOBOTO CTHIIA.

29 JloxymMeHTHUpOBaHUE YIpaBleHYECKON AesTenbHOCTH. COoCTaBiIeHUE JOKYMEHTOB IO
pa3jMyYHBIM acleKTaM YIpaBieHHus. Buuabl yrnpaBlIeHYECKHX JOKYMEHTOB COBpPEMEHHOM
OpraHH3aIiu.

30 OcoOeHHOCTH JOKYMEHTHPOBAaHHMsS B JOTOBOPHOM IPaKTHKE,
IUIAHUPOBAHUM TYPUCTCKOM J1€ATENBHOCTH.

31 Kommuiekc opraHum3allMOHHBIX JOKYMEHTOB, ero cocrtaB. [IpaBuia cocrtaBieHus U
oopmieHus.

32 PacniopsnuTenbHble JOKYMEHTBL. TpeOoBaHUS K MX COCTaBJICHUIO U O(POPMIICHHUIO.
Craguu noAroTOBKM pacloOpsIUTENbHBIX JOKYMEHTOB.

33 NudopManimoHHO-CIIPaBOYHbIE IOKYMEHTHI, UX BUIbl U HA3HAUCHUE.

34 Knaccuduxanus nuceM (o GyHKIMOHATHHOMY IPU3HAKY).

35 Bujpl JOKYMEHTOB I10 JINYHOMY COCTaBY, X 0(OpMIICHHE.

36 TpeGoBaHuUs K OpraHU3AIUH JEIIONPOU3BOCTBA IO OOPAIICHUSAM TPaKIaH.

37 OOmas XxapakTepucTHKa OpraHu3allMOHHOW, OPraHu3alMOHHO-TIPABOBON U
NPOM3BOJICTBEHHON  JOKyMeHTamuu Typpupmel. IlpaBwia odopmiieHuss JTOKyMEHTOB,
UCTIONB3YIOMIMXCS TyphupMoit npu paboTe ¢ mapTHEpaMu, KIMEHTaMu, pU 0hOpMIIEHUH TYypa,
IPU COCTABJIIEHUM MapuipyTa IYTEIIEeCTBUS U JKCKypcuu. OCOOEHHOCTH MOATOTOBKU
MH(OPMALIMOHHBIX MaTEPHAIIOB JJISl HOTPEOUTENCH.

38 IlonsaTtue «gokymeHToOOOpOT». IlpaBuna opraHuzanuu JOKYMEHTOOOOpPOTa U €ro
XapakTepucTrka JJokyMeHTO000POT TYPUCTCKOTO IPEITPHUSITHS.

39 Iopsaok 1BUKEHUS U 00paOOTKU MMOCTYNAKOIINX JOKYMEHTOB.

40 [Mopsnok ABM>KEHUS U 00pabOTKH OTHPABISEMBIX JOKYMEHTOB.

41 INopsanok nBUKEHUSI U 00pabOTKN BHYTPEHHUX JIOKYMEHTOB.

42 Tlpouecc perucrpaly U WHACKCUPOBAaHUS JOKYMEHTOB. CrmocoObl perucrpainuu
JIOKyMEHTOB. Perucrpannonssie Gopmsl.

43 Opranuzanus KOHTPOJIS MCIIOJIHEHMsI JOKYMEHTOB. 3aladl, OCHOBHOE COZICpKaHHE,
3HaueHue. TeKymmii 1 NTOrOBBIN KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

44 Opranuzaiys onepaTUBHOTO XpaHEHUsI TOKYMEHTOB.

45 HomeHkatypa e, €€ BUJIbl U Ha3HAYCHHE.

46 TpeboBaHMS K COCTaBICHUIO U 0OPMIICHUIO HOMEHKIATYPHI JIE.

47 IpuHumnsl GOpMUPOBAHUS JIEI.

48 TloHsATHE «IIEHHOCTh JOKYMEHTOB». 3a/laud U MOPSAJOK IPOBEIEHUS SKCIEPTHU3BI
LIEHHOCTU JOKYMEHTOB. IIpMHIMNBI M KpUTEpUM MPOBENEHUS OKCIEPTHU3Bl LEHHOCTU
JIOKYMEHTOB.

49 Tlopsinok opopmienus nen. IloaHoe u yactuunoe opopmiieHue aen. CocraBieHUe U
odopmIIeHHE OTTHCEH el

50 Opranuzanus XpaHeHHs TOKYMEHTOB, HOMEHKIJIATYpa JI€J1 TYPUCTCKOTO IPEIIPHUSITHSL.
KommiekcHbIi MOAXOA K CHUCTEME 3aluThl MHGOpMalluu, XpaHEHWs U apXUBHUPOBAHUS B
JESATENILHOCTH NPEANIPUATHI TypU3Ma.

opraHu3alvu M

OueHOYHBIE CpPeACTBa Iokazaresn Kpurepun
(hopMBI MPOMEKYTOTHOTO OLIEHKH OLIEHKH
KOHTPOJIS)
3auer B coorBerctBmm ¢ OamieHO- | 11-15 6anmoB — MOTYYEHBI ITONHBIC
PEHUTUHTOBOI CHUCTEMOM Ha | UCYEPIIBIBAIOIINE OTBETHI HA BOIIPOCHI,
MIPOMEKYTOUHYIO aTTeCTAIlMIO | yKa3aHHble B  Owmrete. YCBOEHHI
otBogurcst 30 GayioB. OCHOBHBIE MOHATHUS u HX

B Ounere comeprkures 1 Bompoc.

0COOCHHOCTH, TPHUCYTCTBYET yMEHHE
MIPAaBWJILHO _ ONPEJIENISATh _ CIEUUKY
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Bompoc - 15 6ammoB COOTBETCTBYIOIIUX OTHOILICHUH,
CIOCOOHOCTh TIPUHUMATh OBICTPBIC H
HECTaHIapPTHEIC peLIeHus.
I'pamMOTHOCTB u CTHIIUCTHKA
U3JI0KCHUS MaTepHaa.
6-10 6asoB - MOJTY4ESHBI

CTaHIApTHBIE OTBETHl Ha BOIPOCHI,
yKa3aHHble B Owiere., YCBOCHBI
OCHOBHBIE TOHATHSA n nx
O0COOCHHOCTH, TPHCYTCTBYET YMEHHE
MIPAaBUJIBHO OMNPEAENATh CHEIHPUKY
COOTBETCTBYIOIINX OTHOIICHHUH, ,

OIHAaKo, AOITyCKarTCA
HC3HAYUTCIIBbHBIC OH.II/I6KI/I,
HCTOYHOCTH 1o Ha3BaHHbIM

KPUTEPHSIM, KOTOpPhIE HE HCKAXKAIOT
CYTH OTBETA;

1-5 GanyoB — HEMOJHOE pPacKpbITHE
OCHOBHOTO  COJEpKaHHUS  BOMpoca
ouiera

0 - oTBeTHl Ha MpPEMIOKEHHBIE B
Omiere BOIPOCHI OTCYTCTBYIOT, JTHOO
masel HeBepHO. CTyIneHT He 3HaeT
OCHOBHBIX IOHATUH M KaTeropui, a
TaK)K€ HE  HMEET  OTYETIHMBOIO
MPEJICTABJICHUS O TPEMETE, CUCTEME
U CTPYKTYPE TUCIHUTUIAHBL

HIkana oueHnBaHus.

OneHka pe3ynpTaToOB MPOU3BOAMUTCA HA OCHOBE OayuibHO-peiTuHroBoi cuctemsl (BPC).
Hcnonws3oBanne BPC ocymecTBisiercs B cooTBeTcTBUU ¢ IpukazoM oT 06 centsopsa 2019 r.
Ne306 «O npumeHneHuM OamIbHO-PEHTUHTOBOM CUCTEMBI OIICHKU 3HAHUIN 00YYarOIINXCs».

Cxema pacdeToB c(hOpMHpOBaHA B COOTBETCTBHHM C YYCOHBIM ILJIAHOM HAITPABJICHUS,
CorjlacoBaHa ¢ pyKOBOJAUTEIEM HayYyHO-0Opa30BaTEIbHOTO HAMPABJICHHS, YTBEPKIEHA IEKAHOM
dakynpTeTa.

CxeMa pacyeToB JOBOJUTCS /0 CBEACHMS CTYIECHTOB Ha NEPBOM 3aHIATHH MO JaHHOU
JTUCIUTIIIMHE, SIBJISETCSI COCTaBHOM YacThi0 padodeil mporpamMmbl JUCIHHUIUIMHBI U COJEPIKHUT
WH(GOPMAILIMIO 110 U3YYEHHUIO TUCIHUIUIMHBI, YKa3aHHyio B [lonokeHnn o 6amibHO-peUTHHTOBON
cUcTeMe OlleHKHM 3HaHui obyyatonuxcs B PAHXul'C.

B cootrBerctBHM ¢  0ajUIbHO-PEUTHHTOBOM  CHUCTEMOW MaKCHMalbHO-PacUeTHOE
KOJIMUECTBO 0aiioB 3a cemectp coctanisieT 100, U3 HUX B paMKax AUCLUILIIMHBI OTBOJUTCS:

30 6amioB - Ha MPOMEKYTOUHYIO aTTECTAIUIO

50 6ayoB - Ha pabOTy HA CEMUHAPCKUX 3aHITHIX
20 6amioB - Ha MOCENAeMO

CTb 3aHATHI

B cnydae ecnu cTyAeHT B TeueHHE ceMecTpa He HaOMpaeT MUHUMAaJIbHOE YHCIIO OalljioB,
HEOOXOoAMMOE Il  CHa4d  TPOMEXYTOYHOM aTTecTalliid, TO OH MOXeT 3apaboTaTh
JOTIOTHUTEIIbHBIE OalTbl, OTPabOTaB COOTBETCTBYIOUINE pa3/eibl JUCHUIUIMHBI, MOTYYHB OT
MIPETO0/1aBaTelsi KOMIICHCUPYIOIINE 3a/IaHMUs.

B cnyuyae monyueHust Ha MPOMEXKYTOUHOM aTTECTAlMU HEYJIOBJIECTBOPUTEIILHONW OLIEHKH
CTYJICHTY TIPEAOCTABIISICTCSI TPaBO IOBTOPHOW aTTECTAllUd B CPOK, YCTAHOBJICHHBIA IS
JUKBUAAIMU aKaJJEMUYECKON 3a/I0J>KEHHOCTH TTO UTOTaM COOTBETCTBYIOIIEH CECCUM.

OO6yuatromuiicsi, HaOpaBIIKUK B XOJ€ TEKYIIET0 KOHTPOJIs B ceMecTpe oT 51 g0 70 6amios,
IO €ro KEJaHUI0 MOXKET OBITh OCBOOOXKICH OT MPOMEKYTOYHON aTTeCTAIIUU.
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[ITkana mepeBoaa OICHKH U3 MHOTO0ANIEHOM B CHCTEMY «3a4TCHO)/ «HE 3a4TCHOY:

ot 0 o 50 6aiu10B «HE 3a4TEHO»

ot 51 mo 100 6aoB «3aUTEHO»

3aueT mMpoOBOAMUTCS B MEPUOJ CECCUU B COOTBETCTBUU C TEKYHIMM TpaduKOM yueOHOro
npouecca, YTBEP)KICHHbIM B COOTBETCTBUM C YycraHoBieHHbBIM B C3UY mnopsakowm.
[IponomxuTEeNbHOCT 3aueTa g KaXJAO0ro CTyIAEHTa HE MOXKET IMPEBbIIAaTh YEThIPex
aKaJeMHYECKMX 4YacoB. 3adeT HE MOXKeT HauumHaTbcs paHee 9.00 yacoB M 3aKaHUMBATHCS
no3anee 21.00 yaca. 3a4eT mpoBOAUTCS B ayAUTOPHUH, B KOTOPYIO 3aIMyCKAIOTCA OJHOBPEMEHHO
He Ooznee 5 uenoBek. Bpems Ha MOATOTOBKY OTBETOB HO OWJIETY KaXJIOMy OOYYarolIeMYyCs
orBojutcs 30 munyt. [Ipu siBKe Ha 3aueT OOydYarouuiics JOHKEH MMETh MpHU cede 3aueTHYIO
KHIKKY. Bo Bpems 3auera oOydaromipecs Mo PEIICHHIO MPEToAaBaTesisi MOTYT HOJIb30BAThCA
y4eOHOM TpOrpaMMON TUCIMIUIMHBI U CIIPABOYHOM JINTEPATypOi.

[Ipomexxyrounast arrecrauuss B cucteme JJOT. Ilpolimer B BHaE OHIJIAH-BCTpEUYU B
npunoxenun Office 365 «Teamsy. IlpwioxkeHue peKOMEHIYETCs YCTAaHOBUTH JIOKAIBHO.
CTyneHT OJKEH BOMTH B cUCTEMY ¢ TToMolibio yaetHoi 3amucu Office 365 PAHXul'C, uro0bt
obOecrieunTh 6a30BYIO MPOBEPKH JTUYHOCTH.

B cnywyae npumeHeHMsI JUCTAaHLIIMOHHOTO PEXKMMa IPOMEXYTOYHOM aTTeCTallud OHa
MPOBOAUTCA cleayroumm odpa3zom: yctHo B IOT/mucbMeHHO ¢ MTPOKTOPUHIOM/ TECTUPOBAHUE C
IPOKTOPUHIOM. JIJI yCHEemHOro OCBOEHUS Kypca ydyalleMycsi pEKOMEHIyeTCs 03HaKOMUTBCS C
JUTEPaTypOu, pa3MeILleHHOH B pa3jene 6, u MmaTepuaiaMu, BbUlokeHHbIMU B JIOT.

6. MeToanyeckne MAaTEPUAJIbI 110 OCBOCHUIO UCHUIIIMHBI

B xome J5eKIMOHHBIX 3aHSATHH BECTH KOHCIEKTHPOBAHME Y4YeOHOro Marepuaa.
OOpamath BHUMaHHE Ha KaTeropuu, (OpMYIHPOBKU, PACKPBIBAIOIINE COJEP)KAaHUE TEX WIU
WHBIX SIBJICHUH W TPOLIECCOB, HAYYHBbIC BBIBOJABI M TMPAKTUYECKHE PEKOMEHJIAINH,
MOJIOKUTEIIBHBIN OMBIT B OPaTOPCKOM UCKYCCTBE. JKenaTenbHO OCTaBUTh B PA0OUMX KOHCIEKTaxX
MoJisl, Ha KOTOPBIX JelaTb IOMETKH U3 PEKOMEHIOBAaHHOM JUTEPaTyphl, JOIMOIHSIONINE
MaTepuai NpOCIyIIaHHOM JIEKIMH, a TAKXKe OTYSPKUBAIOIINE OCOOYIO BAXKHOCTh TE€X MU MHBIX
TEOPETHUUECKUX TOJOKEHUU. 3anaBarTh IMPENOJaBaTeNI0 YTOUHSIONME BOMPOCH C IENBIO
YSICHEHHUS TEOPETHUECKUX MOJO0KEHNUM, pa3peieHusl CHOPHBIX CUTYaIUH.

B Xome moAaroroBkM K JIEKIMSIM W CEMUHApaM HW3y4YUTh OCHOBHYIO JIUTEpATYpYy,
O3HAKOMUTHCS C JOTOJHUTEIHHON JHUTEpPaTypoid, HOBBIMH IMYONUKALUAMU B TEPUOIUUECKUX
W3IaHMUSIX: JKypHajaxX, razerax u T.A. [Ipm 3TOM ydecTh peKOMEHIAIMW TpernojaBareis u
TpeOoBaHusl y4eOHOUW mporpammsel. JlopabGaThiBaTh CBOM KOHCIEKT JIEKIUH, Jelas B HEM
COOTBETCTBYIOIIME 3allUCH W3  JIMTEPATYyphl, PEKOMEHJOBAaHHON MpernojaBareieM |
MPEeyCMOTPEHHON yueOHOU mporpamMmoil. [ToAroToBUTH TE3UCH IS BBICTYIJICHHH MO BCEM
y4eOHBIM BOMpPOCaM, BBIHOCHMBIM Ha ceMuHap. ['0TOBSICh K JOKiaay win pedeparuBHOMY
COOO0IIeHNI0, 00pamaThCcsl 32 METOAMYECKON IMOMOIIBI0 K mpenojaBatento. CoCcTaBUTH IIaH-
KOHCIIEKT CBOETO BBICTYyIUIeHMs. [IpomymaTh mpuMepsl ¢ IENbl0 0OeCreYeHUs TECHOW CBSI3U
M3y4aeMOl TEOpUU C peallbHOW KU3HbIO. (CBOEBPEMEHHOE M KAaueCTBEHHOE BBINOJHEHUE
CaMOCTOSITENIbHON pabOThl Oa3upyeTcst Ha COOMIOICHUH HACTOSIINX PEKOMEHIAIUN U N3yYEeHUHN
PEKOMEHJI0OBaHHOM JuTepaTypbl. CTYIEHT MOXKET JAONOJHUTh CIHCOK HCIOJIb30BAHHOM
JTUTEPATYphl COBPEMEHHBIMU UCTOYHUKAMU, HE MPEACTABICHHBIMHA B CIIMCKE PEKOMEHI0BAHHOU
JTUTEpaTypel, U B JalbHEHIIEM WCIONb30BaTh COOCTBEHHBIC MOATOTOBICHHBIE YUeOHBIC
MaTepHabl TPU HATMCAHUHU KYPCOBBIX M IUTUIOMHBIX PadoT.

Bun yueOnbIx Opraansanus qeATeJbHOCTH CTYAeHTA
3aHATHI
Jlexuus Hanucanne koHCIieKTa JIEKUMM: KpaTKO, CXEMaTU4yHO, II0CJIEIOBATEIbHO

(UKCHPOBAaTh OCHOBHBIC ITOJIOXKEHHS, BBIBOJBI, (POPMYITHPOBKH, 00O0OIICHUS;
1IOMEYaTh Ba)KHBIE MBICIIH, BBIICIATH KIIOUEBbIE CIOBa, TepMHHBI. IIpoBepka
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TEPMHHOB, TIOHSATHH C TMOMOIIBIO DHIMKIONEIUI, CIOBapel, CIPaBOYHUKOB C
BBIMIICHIBAHNEM TOJNKOBAaHMH B TeTpaas. (OOO03HAYMTH BOIMPOCHI, TEPMHUHBI,
MaTepurai, KOTOPHIA BBI3BIBAET TPYIHOCTH, IOMETUTH U MOMBITATHCS HAUTH OTBET
B pPeKOMeHTyeMoii autepatype. Eciiu caMocTosITenbHO He yaaeTcsi pa3oopaTbes B
Matepuaie, HeoOXoauMO cHhOpMYIMPOBATH BOMPOC U 334aTh MPEMOAaBATENIO Ha
KOHCYJIbTAllNM, Ha TPAKTUYECKOM 3aHITHHA. YENUTh BHHUMAaHHUE CJEIyIOIINM
MOHATHAM (IJOKYMEHT, JTOKYMEHTAIMs, EJIONPOU3BOICTBO, JOKYMEHTAIMOHHOE
obecriedeHne, IOKYMEHTUPOBaHHME, O(UIHUATIbHBIA TOKYMEHT, CIIy>KEOHBIH
JIOKYMEHT, YIPaBJIeHIYECKAN JOKYMEHT.) H Jp.

IIpakTrueckue IIpopaboTka pabodeir mMporpaMMbl AMCHWIUIMHEI, yOEIsAs 0co00€ BHHMaHHUE
3aHATHS, LEeJISIM | 3aJla4aM, CTPYKTYpe U COJCPKaHHUI0 NUCHUIUIMHBL. KoHCHeKTHpoBaHMe
cobeceqi0BaHME UCTOYHUKOB. PaboTa ¢ KOHCHEKTOM JICKI[MM, IOATOTOBKA OTBETOB K

KOHTPOJIBHBIM BOIPOCaM, IPOCMOTP PEKOMEHIYyEeMOW JHUTepaTypbl, pabora ¢
tekctoM (Denepanbueiii 3akoH 0T 27.07.2006 N 149-®D3 (pen. ot 19.12.2016)
"O06 nHpopManuK, THPOPMAITMOHHBIX TEXHOIOTUAX U O 3ammTe nHGopManuu" (c
W3M. M JIOIL., BCTyT. B criny ¢ 01.01.2017).

CuryannoHHbIE Pewienne ynpaBieHYeCKUX 3a/1ady, COCTABICHHE NOKYMEHTOB U Jp. B m3yuenun
3aJa4u JMUCHUIUINHBL OOJBIIOE 3HAYCHHE HMEET 3HAKOMCTBO C Pa3IUYHBIMU BUAAMH
YIIPABJICHUECKUX JIOKyMEHTOB, mpexe BCETO OpraHU3aAIMOHHBIX,

pacropsAUTeNbHBIX, HWHPOPMALMOHHOCIPABOYHBIX JOKYMEHTOB, a TaKXKe
JIOKYMEHTOB, 00pa3yIOIIUXCs B ASSATEIBHOCTH MPEANPUSTHI chephl TyprU3Ma.

Pedepar [Mouck nutepaTypsl U coctaBieHue Oubnmorpadum, ucnonp3oBaHue oT 3 A0 5

HaydHbIX pabOT, H3IOKEHHE MHEHHS aBTOPOB W CBOErO CYXICHHS I10
BBIODAHHOMY  BOIPOCY;  HM3JIOXKEHHE  OCHOBHBIX  aCIEKTOB  MPOOJIEMBI.
(O3HaKOMUTBCS CO CTPYKTYPOH u oopMmiIeHHEM pedepara.

7. Y4yeOHas quTepaTrypa u pecypcbl HHPOPMAIMOHHO-TEJICKOMMYHUKAIIHOHHOM
cetn "UnTepHeT", BK/IIOUYAS NepedeHb Y4eOHO-MeTOHYECKOro odecneyeHus: AJsi
CaMOCTOSITE/IbHOI Pad0oThI 00y4arOIMXCH M0 JMCUMUILINHE

7.1. OcHoBHAasl JuTEpaTypa.
Hextsapp, I'. M. Crannaptuzanus, cepTudukanus W KIacCUPUKAMs B TypU3MeE !
npaktuueckoe nocodue / I'. M. [exTsaps. — 4-e uza. — Mocksa : U3narensctBo HOpaiit,
2022. — 412 c. — (IIpoeccuonanbhas npaktuka). — ISBN 978-5-534-13510-7. — Tekct

anekTpoHHbld  // OOpazoBarenvHas 1iarpopma HOpaiit [caiit] — URL:
https://urait.ru/bcode/495961
KonoueBa, Bnaga BnagumupoBHa. [lokyMeHTanmoHHOEe obOecrieyeHne YyIpaBieHYeCKON
nesrenbHOcTH. CepBUC U TypusM : yuebHoe nocobue / B. B. KonoueBa ; Munucrepctso
Hayku u  Bblcmero oOpasoBanusi  Poccuiickoit  ®enepaunu, HoBocubupckuit
roCyJapCTBEHHbIN TexHu4eckuil yHuBepcutet. - HoBocubupck : M3n-so HI'TY, 2020. - 72
C. - Tekcr: anextponHbIit. - URL: https://znanium.com/catalog/document?id=397685.
Konpimkuna, T. b, [lenoBble KOMMYHUKAIMHM, JOKYMEHTOOOOPOT M JIEJIONPOU3BOJCTBO !
yuebHoe mocodbue st By3oB/ T.b. Kompmmkuna, U. B. lllyctuna. — 3-e u3n., uchp. u
nor. — Mocksa : M3garensctBo FOpaiit, 2022. — 145 c. — (Bricmee oGpas3oBanue). —
ISBN 978-5-534-14216-7. — Tekct : anektpoHHblii // OOpa3oBaTenbHas tuiardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/491349
Kysnemnos, U. H. JlokymeHTanmoHHOe oOecnedeHue ympasieHus. J(okymMeHTooO0opoT u
JIeNTOTIPOU3BOICTBO : y4eOHUK M TpakTukyMm s By3oB/ U. H. Kysuenos. — 3-e wusfm.,
nepepad. um pom. — MockBa: MzmarensctBo IOpaiit, 2022. — 461 c.— (Bricmee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkct : anekrponHsiid // OOpa3oBaTenpHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/488697

7.2. JlonoTHUTeIbHAS JTUTEepaTypa.
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Abymnanze, /1. I'. JlokymMeHTalmoHHOE OOecreueHe YIpaBiIeHUs MEPCOHATIOM @ YUEOHHK U
MPaKTUKYM JJIsl akajgemMudeckoro OakanmaBpuata / J[. I'. A6ymamze, U. b. Beimpspkkuna, B.
M. MacnoBa. — Mocksa : HznarensctBo IOpaiit, 2019. — 299 c¢. — (baxanasp.
Axanemudeckuii kypc). — ISBN 978-5-534-00875-3. — Texkcr : snexrponnsii // ObC
FOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/433411

I'punbepr, A. C. JlokymeHTalmoHHOe oOecrieueHue ympasieHus : ydeOonwk / A. C.
I'punbepr, H. H. I'op6aues, O. A. Myxamermmna. — Mocksa : KOHUTU-JIAHA, 2012. —
392 c¢. — ISBN 978-5-238-01770-9. — Tekcr : SIEKTpOHHBIM // DIEKTPOHHO-
OubmuoreyHas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/10497.html

I'po3oBa, O. C. Jlenonpou3BoaACTBO : ydeOHOE TOCOOHE IS aKaJeMUYECKOTO OakanaBpuara
/ O. C. I'pozoBa. — Mocksa : MU3gatenbctBo FOpaiit, 2019. — 124 c. — (YHUBEpPCUTETHI
Poccun). — ISBN 978-5-534-06787-3. — Texkcr : anekrponusiii // DbC FOpaiit [caiit]. —
URL: https://www.biblio-online.ru/bcode/438790

JlokyMeHTalMoHHOe oOecreueHre YOpaBlIeHHs : Yy4YeOHUK JUISI CTYIEHTOB BY30B,
oOydaromuxcsi MO HamnpaBiIeHUsIM «IJKOHOMHKa» U «MEHEIKMEHT», CIEeHUaIbHOCTIM
«npopmarukay, «JloKyMeHTOBEIEHHE W TOKYMEHTAIIMOHHOE O0ECIICUeHUE YIPABICHUSY,
«ABTtoMatu3zauus u ynpasienue» / A. C. I'pun6epr, H. H. 'op6aués, H. H. ['opb6aués, O. A.
Myxamermmna. — Mocksa : FOHUTU-JAHA, 2017. — 391 c. — ISBN 978-5-238-01770-
9. — Teker : anekTpoHHBIN // DnekTpoHHO-O0nbnuoTeyHas cucrema IPR BOOKS : [caiit].
— URL: http://www.iprbookshop.ru/71213.html

Hoponuna, JI. A.Opranuzanyss W TEXHOJOTHS JIOKYMEHTAllMOHHOTO 0OecredyeHus
yIIpaBJICHUS ;| YIeOHHK W MPAKTUKYM JUISI akagemMuueckoro 6akanaspuara / JI. A. JlopoHuHa,
B. C. UpurukoBa. — Mocksa : UznarenbctBo IOpaiit, 2019. — 233 c. — (bakanasp.
Axanemuuecknii kypc). — ISBN 978-5-534-04568-0. — Texkcr : snextponssii // DBC
FOpaiit [caiit]. — URL.: https://www.biblio-online.ru/bcode/433078

WBanoBa, A. 1O. Pycckuii s3bIKk B J€JI0BOM JTOKYMEHTALMU : Y4€OHUK U NPAKTUKYM MJIs
By30B / A. }O. UBanoBa. — 2-e u3n., nepepad. u gon. — MockBsa : M3parensctBo KOpaiiT,
2019. — 187 c¢. — (Beicmiee obpazoBanme). — ISBN 978-5-534-12357-9. — Tekcr
anexTponHsbi // OBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/447395
KondunennuaabHoe 1€100POU3BOJICTBO U 3AIMUIICHHBIN 3J1€KTPOHHBIA JOKYMEHTOO00POT :
yuebnuk / H. H. Kynses, A. C. [Igmymkun, A. I'. ®abpuunos, T. B. Konapamesa ; non
penakmueit H. H. KynseB. — Mocksa : Jloroc, 2016. — 500 ¢. — ISBN 978-5-98704-711-
8. — Tekcr : amekTpoHHBIH / DnekTpoHHO-Onbmmoreunas cucrema IPR BOOKS : [caiir].
— URL.: http://www.iprbookshop.ru/66416.html

Kopuees, U. K. JlokymeHTHupOBaHUE ympaBieHUYecKoM aestenbHocTH + Tecthl B OBC
y4eOHHUK U IPAaKTUKYM Ui akajemuyeckoro 6akanaspuata / U. K. Kopuees, A. B. ITmenko,
B. A. MamypneB. — 2-¢ u3j., nepepad. u gorn. — Mocksa : U3natenscrBo FOpaiit, 2019.
— 384 c. — (bakanaBp. Axkagemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr :
snextpouHbii / DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/433066
KysnenoBa, WMuHa BukropoBHa. JlOKyMeHTallMOHHOE oOOecledeHrue  YyIpaBleHHs
MepPCOHATIOM [DJEKTPOHHBINA pecypc] : yued. mocodue mns 6akanaBpoB / . B. Ky3nerona,
I'. A. XauatpsH. - OnexkTpoH. naH. - M. : JlamkoB u K, 2017. - 220 c. : un. - (YueOHbIe
U3JIaHus JIUTs OakaaBpoB). 3ari. ¢ 3kpana. - ISBN 978-5-394-02325-5 : 0.00.

Mengenea, O. B. OcHOBBI JOKYMEHTALIMOHHOTO OOECIeUeHHUsl yNpaBieHUs : ydyeOHOe
nocobue / O. B. Mensenea. — Kpacuomap : FOxHbI HHCTUTYT MeHeKMeHTa, 2011, —
181 c¢. — ISBN 2227-8397. — TekcT : »1IeKTpOHHBIH // DIeKTpOHHO-OMONIHOTEYHAS
cucrema IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/9565.html

MengeneBa, O. B. OCHOBBI JTOKyMEHTAllUOHHOTO OO€CHEeueHUs! YIpaBieHUsA. 2-€ 3. :
yuebHoe nocobue / O. B. Mensenea. — Kpacnomap : FOXHBIII HUHCTUTYT MEHEIKMEHTA,
2012. — 175 c¢. — ISBN 2227-8397. — Tekcr : »IeKTpOHHBIH // DIeKTpOHHO-



https://www.biblio-online.ru/bcode/433411
http://www.iprbookshop.ru/10497.html
https://www.biblio-online.ru/bcode/438790
https://www.biblio-online.ru/bcode/433078
https://www.biblio-online.ru/bcode/447395
https://www.biblio-online.ru/bcode/433066

12.

13.

14.
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OubmuoreyHas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/9566.html

Cemenuxus, Butanuit Bukropouu. KaapoBoe nenonpon3BoacTBo [DIeKTpOHHBIN pecypc]
/ B. B. CemenuxuH. - 3-¢ u3., nepepad. u J011.. - DIEKTPoH. 1aH. - M. : I'poccMenua, 2017.
- 594 c. - (bubnuoreka xxypuana "Poccuiickuii Oyxranrep"). 3ari. ¢ skpana. - ISBN 978-5-
4230-0540-5 : 0.00.

[MlysanoBa, H. H.Opranumzammss ¥ TEXHOJOTUS JOKYMEHTAllMOHHOTO OOECTeueHus
yIpaBJIeHHS : y4eOHUK U mpakTukym s By3oB / H. H. IllyBanoBa. — 2-e u3g., nmepepad. u
non. — Mocksa : M3znatensctBo FOpaiit, 2019. — 265 c¢. — (Bricuiee o6pa3oBanue). —
ISBN 978-5-534-12358-6. — Tekct : oanektponubii // DOBbC IOpaiitr [caiiT]. —
URL: https://www.biblio-online.ru/bcode/447396

[llyBanosa, H. H. OcHOBBI Jenonpoun3BoAcTBa. SI3bIK CIy)KEOHOTO JOKYMEHTA : YYCOHHK U
NPaKTUKYM JUIsl akajgemuueckoro Oakanaspuara / H. H. Illysanosa, A. FO. MBaHoBa ; nojg

obmert pemakumerr H. H. IlyBamoBoit. — 2-¢ u3nm., mepepad. m gon. — Mocksa :
WznarenbctBo FOpaiit, 2019. — 428 ¢. — (bakanaBp. Axanemuueckwnii kypc). — ISBN 978-
5-534-10848-4. — Tekcr : omektponneii //  OBbC  HOpait [caiit]. —

URL: https://www.biblio-online.ru/bcode/439062

YueOHO-MeTOANYECKOE O0ecTIeUeHHe CAMOCTOSITeIbHOM padoThl.

1.

bopucoBa, E. DOneMeHTBHl CTWIA: NPUHIMNBI YOEAUTEIHHOTO JECJIOBOTO MHUChMA
[Dnextponnsiii pecypc] / E. bopucosa ; nox pen. E. Kpydenunkoii. - M. : Anbnuna busnec
bykc, 2016. - 126 c¢. - («MactepctBo paboTel co cioBom»). — URL
//biblioclub.ru/index.php?page=book&id= 229832

. HemompousBoactBo [Tekct] : 00pa3iesl, fokyMeHTh. OpraHu3amusi 1 TeXHOJIOTUS PabOTHI /

B. B. I'anaxos, U. K. KopreeB u ap. - 2 -e usn., nepepad. u pom. - M. : IIpocnekr, 2007. -
456 c.

Hemun, .M. Cekperapckoe [e0: YyHHUBEpPCAIbHBIH CIPAaBOYHHUK : CIPABOYHO -
MeToudeckoe ocooue [Inekrponnsiid pecype]| / FO.M. lemun. - M. ; bepnun : Jlupexr -
Memua, 2014. - 321 ¢ : pwuc., Tabm - bubmmorp. B kH. — URL

//biblioclub.ru/index.php?page=book&id= 253658

Kagposuk [TekcT] : exemecayHbli HayyHO - NPAKTUYECKUH >KypHal / ydpenuTens :
PervonanbHas G1aroTBopuTeIbHas OOLIECTBEHHAs OpraHU3alys HHBAINIOB U IIEHCUOHEPOB
«[Ipocsemenuey. — 2002 - . — Mocksa : U3znarensckuii Jom [Tanopama, 2016 - . — Exemec.
—ISSN 2074 -0107.

Kopnees, U. K. JlokyMeHTHpOBaHME YIPABICHUECKOU nesATeabHOCTH + TecThl Ha CD :
y4eOHHUK U MPaKTUKYM Ul akajeMudeckoro OakanaBpuara [DnekTpoHHbI pecype] / U. K.
Kopnees, A. B. [Tmenko, B. A. Mamypues. — M. : IOpaiit, 2016. — 384 ¢. — (bakanasp.
Axanemuueckuii  kypc). — URL: https://www.biblioonline.ru/viewer/99CA2CFC-3994-
482C-AET71- 1E090E40572A

Maptumuna H.B. DnextponHblii o0pa3zoBaTenbHblii pecypc «CamocrosTenbHas paboTa
CTYJICHTOB»: CBHUJETEIBCTBO O peructpamuu pecypca Ne 20418 / Maprummuna H.B.,
Epemkuna O.B.; Pa3. roc. yu-T um. C.A. Ecenuna.

. Muxaiinos, F0.M. Kak npaBuibHO 1 OBICTPO pa3paboTaTh JOKYMEHTAIUIO MPEITIPUSTHUS :

npakTudeckoe nocobue [Anekrponnsiit pecypce] / FO.M. Muxaiinos. - M. ; bepaun : Jlupext
- Memua, 2014. - 232 c¢. : wun. - bubmumorp. B kH. - URL
/Ibiblioclub.ru/index.php?page=book&id= 253689

Mumakoa H. A., Uctomuna T. U., EmpkoBa M. O. Opranuzanus caMOCTOATEIbHOMN
paboThI CTYICHTOB: METOAMYECKHE PeKOMEeHAaluu I npenoaasareneii / H. A. Mumiakosa,
T.U. Ucromuna, M. O. EnbkoBa; Pegakumonno-meroandeckuii neHtp PI'Y umenn C. A.
Ecenuna.- Pa3ann, 2014. — 40 c.

Ilepcuanos, B.B. KoMnbproTepHbIE TEXHOJOTHH aIMUHHCTPATUBHOTO JEJIONPOU3BOJACTBA :
npakTukyMm [Onekrtponnslii pecypc] / B.B. Ilepcuanos, P. KynoGaes. - M. ; bepnun :


http://www.iprbookshop.ru/9566.html
https://www.biblio-online.ru/bcode/447396
https://www.biblio-online.ru/bcode/439062

10.

11.

12.
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Hupext -Menua, 2016. - 56 c. : wun, Tabm. - bubmmorp. B kH. — URL
//biblioclub.ru/index.php?page=book&id= 434745

[lepcuanoB, B.B. Cucremsl 53I€KTpPOHHOTO JENONPOU3BOACTBA : ydeOHOe mocobue
[DnexTponnsiit pecypc] / B.B. Ilepcuanos. - M. ; bepnun : Jlupekt -Menua, 2016. - 215 ¢. :
wiL., Tabu. - budmuorp. B kH. — URL : //biblioclub.ru/index.php?page=book&id= 434747
Poroxun, M.}O. [lenoBble MOKyMEHTHI B MpuMepax U oOpa3uax : COOPHHK THIOBBIX
TOKyMeHTOB [OnektponHsiii pecypc] / M.IO. Poroxun. - M. ; bepnun : upekt -Menua,
2014. - 496 c. : wn. - bubnmorp. B ka. — URL : //biblioclub.ru/index.php?page=book&id=
253701

Poroxun, M.IO. HacTtonpHas kHHMra cekperaps: MOATOTOBKA JOKYMEHTOB : MPaKTUYECKOE
nocobue [DnektTponHslil pecypc] / MLIO. Poroxun. - M. ; bepnun : Qupekt -Menua, 2014. -
363 c. : mi. - bubmuorp. B ku. — URL : //biblioclub.ru/index.php?page=book&id= 253707
13. CrpaxoB B.B. ®opmbl oprannzauuu y4eOHOro mporecca B By3€ [DIEKTpOHHBIN
pecypc]: MeToa. pekoMmMeHAanuu s Mosiof. mnpenoaasatenei / B.B. Ctpaxos, E.H.
['opoxogsa, T.B. Kpemeneuxkas; Ps3. roc. yu-t um. C.A. Ecenuna. — Psizann, 2012.

7.3. HopMaTHBHbBIE IPABOBbIE TOKYMEHTHI.
Koncturynus Poccuiickoit denepanuu (MpUHATa BCCHAPOAHBIM TosiocoBannem 12.12.1993)
(c yueTtoMm momnpaBoOK, BHECEHHbIX 3akoHamu P® o mompaBkax k Kouctutyuuu P® ot
30.12.2008 N 6-®K3, ot 30.12.2008 N 7- ®K3, ot 05.02.2014 N 2-OK3, ot 21.07.2014 N
11-0K3) // Koncynsrantllmoc [DnexktponHsiii pecype]| : opunmanbueiii caiit / Komnanus
Koncynprautllmoc. -  URL @ http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=2875
Oenepanbhbiii 3akoH oT 24.11.1996 N 132-®3 (pen. ot 28.12.2016) "OO6 ocHoBax
TYpUCTCKOM  gestenbHOcTH B Poccmiickoii  ®epepammu” //  Koncynwrantllmoc
[DnexTpoHHbIi pecypc]| : oduumanbubiii caidt / Komnanus Koucynsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=200320
®enepanbhbliii 3akoH 0T 27.07.2006 N 149-®d3 (pen. ot 19.12.2016) "O6 undopmarmmy,
MH(POPMALMOHHBIX TEXHOJOTHIX U 0 3amuTe HHpopmaruu" (C U3M. U JOI., BCTYIL. B CHITY C
01.01.2017) // Koncynprantllmoc [DnekTpoHHBIH pecypc] : oduumanbHbId calT /
Kommnanus Koucymerantllmoc. - URL : http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=200126
®enepanbHblil 3ak0oH 0T 22.10.2004 N 125-®3 (pen. ot 23.05.2016) "O6 apxuBHOM fefe B
Poccuiickoit ®enepanun"// Koncynbrantllntoc [DnekTpoHHbIN pecype] : opuIMAIbHBINA
cat / Komnanus Koncynsrantlmtoc. - URL
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=198260
@enepanbubiii 3akoH oT 02.05.2006 N 59-®@3 (pen. ot 03.11.2015) "O mnopsake
paccMoTpenust oOpamenuit TpaxaaH Poccuiickoit ®enepaumu" // Koncymbrantllmtoc
[OnexTpoHHbIi pecypc] : opunmaneHbiii caiit / Komnanus Koncynerantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=188358
"TpynoBoit koxekc Poccuiickoit ®enepanuu” ot 30.12.2001 N 197 -®3 (pea. or
03.07.2016) (¢ w3m. m pom., Bctyn. B cuiay ¢ 01.01.2017) // Koucynbrantlliroc
[OnexTpoHHbIi pecypc] : opunmaneHbiii caiit / Komnanus Koncynerantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=201079
[TocranoBnenue IlpaBurensctBa PD ot 15.06.2009 N 477 (pen. or 26.04.2016) "O6
yrBepkaeHnn [IpaBuin nemompom3BoAacTBa B (heAepalbHBIX OpraHax HCIOTHUTEIHHON
Biactu" // Koncynbrantllmoc [DnekTpoHHslit pecype] : opuuuanbHblii caiit / Kommanus -
Koncynprantllmoc. -  URL @ http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=197373
ITocranoBnenue ['occrangapra P® ot 03.03.2003 N 65 -ct "O npuHATAM U BBEICHUU B
JeficTBUE TocyaapcTBeHHoro cranaapra Poccuniickoit @enepanun” (BMecte ¢ "I'OCT P 6.30
-2003. T'ocynapcTBeHHbIi cTanaapT Poccuiickoit @enepanuu. Y HUPUIMPOBAHHBIE CUCTEMBbI
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JOKYMEHTAluu. YHUQUIMPOBAHHAS CHCTEMa OPTraHU3alMOHHO  -PacMOPSIUTEIBHON
JoKyMeHTanuu. TpebGoBanus Kk odopwieHnio nokyMeHToB") //  Koncymsrantllmtoc
[DnexTpoHHbIi pecypc] : odummaneHbiii caiit / Kommnanus Koucynsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=44595

"TOCT P 7.0.8 -2013. HanuonansHbiii ctangapt Poccuiickoir @epepanuu. Cucrema
CTaHJapTOB MO MH(pOpMaLKU, OMOINOTEUHOMY U U3JIATEIbCKOMY Jieiy. Jlenonpons3BocTBO
u apxuBHoe feno. Tepmunsl u onpeaenenus” (yrB. IIpuxazom Poccrannapra ot 17.10.2013
N 1185 - cr) // Koncynwsrantllmtoc [DnekTpoHHBIH pecypc| : obuIMaIbHBIN calT /
Komnanus Koucynerantllmoc. - URL : http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=163800

7.4. UHTepHET-pPECYpPChHI.
C31Y pacnonaraeT JOCTYIIOM 4epe3 calT HaydHOW OmOmuorexu http://nwapa.spb.ru/ x

CICAYIOIIUM IMOAIMUCHBIM 3JICKTPOHHBIM pECypCaM:

Pycckoazviunbvie pecypcol
DNEKTPOHHBIE YIeOHUKHU AIIEKTPOHHO - Onbimoteunoit cuctemsl (ObC) «Aidyke»
DNIEKTPOHHBIE YYEOHUKHU IEKTPOHHO — Onbmuoteunou cuctemsl (ObC) «Jlanb»
OnexrponHas oubamorednas cucrtema «IPRbooks» https://www.iprbookshop.ru/
DNeKTpOHHAs OubMoTeYHast cucreMa «ZNANIUM.COM»
https://znanium.com/catalog/books/theme
OnekTpoHHas 6ubnanoreynas cucrtema «HOpait» https://urait.ru/
HayuHo-mpakTudeckue cTatbu 1O (UHAHCAM U MEHEIKMeHTy M3marenbckoro moma
«bubnuoreka I'peGeHHUKOBAY
Crarbu U3 MEePUOAMYECKUX U3/IaHUMN MO0 OOIIECTBEHHBIM U T'YMaHUTAapHbIM Haykam «McT -
Brro»
DOHIUKIIONEINH, CIOBAPH, CIIPABOYHHUKH «PyOpruKOH»
[TonHble TEKCTHI auccepTaluii U aBTopedeparoB DiekTpoHHas bubnuoreka luccepramuit
PI'b
HudopmanmonHo-npaBoBbie 0a3bl - KoncynsranT mitoc, ['apaHT.

Anenoazviunvie pecypcol
EBSCO Publishing — moctymn k MyJIbTHAUCIMIUIMHAPHBIM MOJTHOTEKCTOBBIM 0a3aM JIaHHBIX
pa3IMYHBIX MUPOBBIX H3JIATENLCTB MO OW3HECY, SKOHOMHKE, (PHHAHCaM, OyXraiaTepcKomMy
y4eTy, TyMaHUTApHBIM M €CTECTBEHHBIM 00JacTsM 3HaHUHU, pedepaTaM U MOJHBIM TEKCTaM
myOIMKaIUil U3 HAYYHBIX U HAYYHO-TIOMYJSPHBIX KYpPHAJIOB.
Emerald — kpymHeiitiiee MUPOBOE HM3IATEIbCTBO, CICIHUATN3UPYIONICECS HA 3JIEKTPOHHBIX
JKypHayiax W 0a3ax JaHHBIX 1O SKOHOMHUKE M MEHEKMEHTy. MMeeT cTaTyc OCHOBHOTO
HMCTOYHHMKA TPOQEeCcCHOHATbHON WHMOpMaAIMK ISl TpernojaBaTeseil, uccienoBatened u
CIEINAIIMCTOB B 00JIACTH MEHEKMEHTA.

B03MOXHO HCHOJB30BaHWE, KPOME BBIIMICNIEPEUYHCICHHBIX pPECypcoB, M JPYIHX

IIEKTPOHHBIX PECYPCOB ceTH MHTEepHET.

7.5. Unble HCTOYHUKHU.
1. AUP.Ru [DnektpoHHBI pecypc]| :aAMHUHUCTPATHBHO-YIpPABICHYCCKUNU TmopTanm /
AVYTIKoncanrunr. - [b.m., 1999 - ]. — Pexxum goctyna : http://www.aup.ru/, CBOOOTHBII
2. TAPAHT [OnexTponHsIii pecypc] : HHOOPMAIIMOHHO-IIPABOBOM MOPTAI : CalT. — Pexxum
noctyma : http://www.garant.ru/
3. EDOU.RU [Onektponnsii pecypc] : LleHTp KoMmMmeTeHmMM IO  BOIpPOCaM
JIOKYMEHTAllMOHHOE o0OecrevyeHne yIpaBlieHUsT W apXWBHOro jnena. - Pexum pgocryma :
http://www.edou.ru/,



http://nwapa.spb.ru/
http://www.edou.ru/
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4. KOJEKC (cmpaBouHO-TIOMCKOBAsi cUcTeMa) [DIEeKTPOHHBIN pecypce] : caiit / MHpopwm.-
npaBoBoii  koHcopuuyM — «KOIEKC». MockBa, 1991-. Pexum  nocryna
http://www.kodeks.ru/

5. Poccuiickoe oOpazoBaHue [DieKTpoHHBIN pecypc] : denepanpHbiii mopran / OI'AY
I'HUN UTT «udopmuxkay. - [Mocksa, 2002 - ].- Pexxum nocryna : http://www.edu.ru/

6. «Cekperapb-pedepeHT» @  DJIEKTPOHHBIM  kypHan. - Pexum  mocryma
http://www.profiz.ru/sr/rubric/2/

7. Dnexktponnbiii karagor Hb PI'Y mumenu C.A. Ecenunna [DnekTpoHHBIN pecypc] : 6a3za
JAHHBIX COAEPIKUT CBEIEHHsS O BCEX BHIAX JIUT, mocrynatoumx B ¢oug Hb PI'Y umenn
C.A. Ecenuna. — Psi3anb, [1990 - ].- Pexxum qocryma : http:/library.rsu.edu.ru/marc/

8. Koncynprant Ilmtoc [DnekTpoHHBIH pecypc]|: CIpaBOYHO-TIOMCKOBas cucTeMa : 0asa
nanHbiX / Pernon , nmentp npaBoBoi mHpopMm. Mubopmnpaso. - [b.m., 2002]. — locTtynm k
noyiHbIM TekcTam u3 cetd PI'Y umenu C.A. Ecenuna.

9. OdunmanbHbpli WHTEPHET-TIOPTA MPaBOBOW HHGOPMAIMK [DIEKTPOHHBIM pecypc]

:TocynapcTBeHHass cucremMa NpaBOBOW HMHPOpPMaUuu : caldT.. — Pexum npocryma
http://pravo.gov.ru/index.html
10. Polpred.com O630p CMMU [DaekTpoHHBId pecype]: caitr. - Jloctynm mocie

pErucTpaIiy U3 CETH YH-Ta, U3 JF000H TOYKH, UMEoIIeH A0cTyn B uHTepHeT. - URL : http/
polpred.com


http://www.kodeks.ru/
http://www.edu.ru/
http://www.profiz.ru/sr/rubric/2/
http://library.rsu.edu.ru/marc/
http://pravo.gov.ru/index.html
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8. MarepuajbHO-TeXHH4YecKasi 0a3a, HHPOPMANMOHHBIE TEXHOJIOTHHU, IPOrPaAMMHOE
o0ecrnieyeHne U MHPOPMAIMOHHBIE CTIPABOYHbIE CHCTEMBI
XapakTepuCcTUKH ayIUTOPUii (MOMeleHni, MeCT) J1JIS POBeleHUsl 3aHA Tl
Jlnist mpoBeieH sl 3aHATHI HEOOXOIMMBI CTaHIapPTHO 000PYIOBaHHbIE YUeOHbIE KaOWHETHI
U KOMIIBIOTEPHBIE KJIACChl, COOTBETCTBYIOLIME CAHUTAPHBIM M CTPOUTEIBHBIM HOpPMaM U

IpaBHJIAM.
Ne n/nn Haumenosanue
1. Crennanu3upoBaHHbIE 3aJIbl JUIsl IPOBEICHUS JIEKIIUI:
2. Crnenuanu3upoBaHHas MeOellb U OPICPeCTBA: AyIUTOPUU
3. Texuuueckue cpeactra o0yueHus: [lepcoHabHbIe KOMIBIOTEPHI; KOMITBIOTEPHBIE
IIPOEKTOPBI; 3BYKOBbIE TUHAMUKH; IPOIPaMMHBIE CPEACTBA, 00ECIIeUnBaroIINe
npocMoTp Buaeodaiios B popmarax AVI, MPEG-4, DivX, RMVB, WMV.

Ha ceMuHapckux 3aHATUSAX UCHONB3YETCA CIEAYIONIee IPOrpaMMHOe obecieueHue:

- MPOTPaMMBbI, 00ECIIEYMBAIOIINE JOCTYII B ceTh MHTEepHET (Hanmpumep, «Google chromey);
- IPOrpaMMBbl, JIEMOHCTPAIMY BUJIEO MarepruasoB (Hampumep, npourpeiBarens « Windows Media
Playery);
- mporpaMmbl JUid JI€MOHCTpAlMU M CO3JaHus npe3eHTauuil (Hampumep, «Microsoft Power
Pointy);
- makeTsl npuKiIagHbix mporpamm SPSS/PC+, STATISTIKA,
- nporpammMHblie komriekcbl Word, TECTYHUBEPCAJI,
- ipaBoBbIe 0a3bl JaHHbIX «KoHCynbTaHT+», «['apanT», «Kogekcy, «ITanon».

B yueGHOM mporiecce momycKaeTcs MpUMEHeHne oHjaiH-tuiatdopm Teams, Zoom, Skype
for Business, a Taxxe CUCTeMbI AUCTaHIIMOHHOTO 00y4yenust LMS Moodle.




