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KOHTPOJIbHBIM TOYKaM.
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1.

IlepeyeHs MIAHMPYEMBIX Pe3yJIbTATOB 00yUYeHHS MO
AUCIHUNJIMHE, COOTHECEHHBIX C MJIAHMPYEMBbIMHU Pe3yJibTaTAMH OCBOECHHS
o0pa3oBaTeIbHOM NMPOTrPaMMBbI

Jucrummaa 51.0.09 B1.0.17 JlokyMeHTalnoOHHOE 00ECTICYeHHE YITpaBICHUS

YHUBEPCAIBHBIX KOMIIETEHIIAN

B Typu3Me obecreunBaeT (popMUpOBaHUE Y O0YUAOIIUXCS CIACAYIOUTIX

T® n Kox | HaumeHoBaHmue Kon HaumenoBanue | O0Opa3oBaTe/ibH
= %%
PEKBU3HUTDBI KOMIIET KOMHeTeHHI/IH HHANKA HHAUKATOPA bIHM pe3yJabTaT
I1C eHIIUH o TOpa JOCTHIKEHUS
ok AOCTHKE | KOMIeTeHIuil **
(npu
Hanuyuu) ** Hi
KOMIIETE
HUOAH **
OIIK-1 Cnocoben OIIK -1.1 OcyecTBisieT OIIK-1.1 3-1 3mnaer
NpUMEHAMb TTOWCK, aHAJIH3, COBPEMEHHBIC
mexHoI02uyecKue otOop TEXHOJIOTHYECKUE
Hosayuu u TEXHOJOTUYECKHX | WHHOBAIHH u
coepemenHoe HOBAIUI U MPOrpaMMHBIE
npocpammuoe COBPEMEHHBIX TIPOTYKTHI TUTST
obecneyenue 6 MIPOTPaMMHBIX cdepsl TypHu3Ma.
MypuUCmcKou MPOAYKTOB B OIIK-1.1 V-1 ¥Ymeer
cghepe npoecCHOHANBHON | OCYIECTBIISTh
TYPHUCTCKOMN 3¢ eKTUBHBIN
JeSTeIbHOCTH MOWCK, AaHaIu3 |
ot0Oop
TEXHOJIOTHUECKHUX
HOBaIUN u
MporpaMm TUIS
npo¢eCcCHOHATBHON
JIESITEIbHOCTH.
OIIK-2 Cnocoben OIIK -2.1 | Omnpenensier nenu u | OIIK-2.1 3-1 3naer
ocywecmenamo 3a/lay¥l yOpaBlIeHUsl | e, 3aJauyd U
0CHO8Hble (hYHKYUU CTPYKTYpPHBIMH JOKYMEHTAIlMOHHOE
Vnpaenenus noJpa3felieHus MU | oOecredeHne
MYpUCmcKou 00BEKTOB yIpaBiIeHUS
0esAmenbHOCmbIO TYpPUCTCKOH cheprl | moapa3aencHUsIMI
(BmageHnem 00BEKTOB
HaBbIKaMU WHIYCTPHUH TypU3Ma.
nokyMeHtanbHoro | OIIK-2.1 V-1 ¥Ymeer
oopmienus ¢dbopmynHrpoBaTh
pelIeHHi B YIIPaBJICHUYECKUE
yIpaBIeHUU mend W 3a/1a4u;
OTepanMoOHHOMN 0(QOpMIIATh pelieHus
(IpOM3BOJICTBEHHOM) | MO YIIPABJICHUIO
JeSITeIbHOCTH OTepaMOHHON
OpraHH3aIlHii) JESITEIbHOCTHIO.
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OIIK-6 Cnocoben OIIK -6.1 OcymecTBiser OIIK-6.1 3-1 3mnaer
NPUMEHAMb TIOWCK U OCHOBBI
3aKOHOOAMeNbCme 000CHOBAHHO HOpPMaTHBHO-
o Poccuuckori IIPUMEHSIET IIPaBOBOI'O
Deodepayuu, a HE00XO0IUMYIO obecreueHus
makice HopMbl HOPMAaTHBHO- TYPUCTCKOMH
MeACOYHAPOOHO20 IIPABOBYIO JESATEIBHOCTH u
npaea npu JOKYMEHTAIUIO UTsl | TOKYMEHTOO0O0pOTa.
ocywecmenienuu JEeATEIbHOCTH B OIIK-6.1 V-1 ¥Ymeer
npogheccuonanbHo n30paHHOM OCYIIECTBIISITh MTOUCK
U OesimenbHOCmuU npogeccuoHaIbHON | U IIPUMEHEHHE
obnactu u JIOKyMEHTOB TUTSt
obecrieunBaeT COOJTIOICHUS
JIOKYMEHTOOOOPOT B | HOPMaTUBHBIX
COOTBETCTBUHU C TpeOOBaHUIA.
HOPMAaTHUBHBIMU
TpeOOBAHUSIMU

* Hucyuniuna modxcem ¢hopmuposams KOMHEMeHYUuro NOJHOCMbIO UTU YACHMUYHO.
**/Jonxcno coomeemcmeosams [lpunoscenuro 1 k 0b6pazosamenvHoll npozpamme.

2. O0beM U MeCTO TMCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM

O0beM IUCHUIIMHBI.
OO01as Tpy10€MKOCTh JUCHUIUIMHBI COCTABIISIET 2 3aU€THBIX €UHULBI, 72
aK. 4./ 54 actp. 4. Ha OYHOI U 3a04HOM opmMax 0OyUEHUSI.
JlucuuiuiiHa MOKET peaiM30BBIBATHCS ¢ MPUMEHEHUEM JUCTAHIIMOHHBIX

oOpasoBaTenbHbIX TexHOJoTui (nanee — JJOT).

NporpamMmel

I[OCTYH K CHCTCMC JHMCTAHIIMOHHBIX O6pa3OBaT€JII>HI)IX TEXHOJIOIUi

OCYHCCTBIICTCA

KaXJbIM

oOyyarommmcs

CaMOCTOATCIIBHO

c Jroboro

ycTpoicTBa Ha mopTtane: https://Ims.ranepa.ru. [laponbs W JOTMH K JIUYHOMY
KaOuHeTy / mpoUITIO IPEAOCTABIISACTCA CTYICHTY B JICKaHATE.

KonTaktHast pabota 00yJaronmxcst ¢ mpernojaBaTeseM Mo BujaM yueOHbIX
Ha KOHTakTHYI paboTy cC
npenogaBareneM, u3 Hux 30/22,5 ak.d. HAa MPAKTUYECKUE 3aHATH, 38 aK. 4. Ha
CaMOCTOSITEIIbHYIO pabOTy 00y4JaroIIuXcsl.

KonTaktHast pabota oOydaronmxcs ¢ mpernojjaBaTeiaeM o BUjaM yueOHbIX

3aHATHR  (O4Has (popma):

30/22,5 ak.

3aHATUH (3a0uHas Gopma): 8/6 ak. 4. HA KOHTAKTHYIO pabOTy C MpenoiaBaTesem,
13 HUX 8/6 aK.4. Ha MpakTHUYeCKue 3aHsTus, 60ak. 4. Ha CaMOCTOSITEIIbHYIO PaboTy
o0y4Jarommxcs.

Mecto mucuuniaunbl B cTpykrype OII BO.

VYuebnas gucnummummHa b1.0.17  «JlokyMeHTallMOHHOE OOecIeueHue
YIOPABJICHUS B TypU3Me» BXOAUT B 00s13aTeIbHYI0 YacTh biok 1 «/ucuurmiuHel
(MOyin)» OCHOBHOW 00pa3oBaTEbHON MPOTPAMMBI U SBJISIETCS 00sA3aTEIbHON
aacuuIinHon.  llenssMum  OCBO€HMST  IHCUUIUIMHBL  «J{OKyMEHTalMOHHOE
o0OecrieyeHUEe yOpaBJICHHUS B Typu3Me» SBISAIOTCS  (QOPMHpPOBAHUE Y
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oOy4Jaromuxcs 0oOIEKYyIbTypHbIX KoMieTeHiui ycranoBieHHbix @I'OC BO B
IIPOLIECCE OCBOEHUSI CUCTEMbBI TEOPETUUECKHUX U TPAKTUYECKUX 3HAHUN U YMEHUU
B 00JlacTH [JEeJONpPOM3BOJCTBA M JOKYMEHTOOOOpPOTa, HANpaBiICHHbIX Ha
3 PeKTHBHOE TOKYMEHTAIIMOHHOE OOCECIICUYCHHE KOMIUICKCHOTO TYPHCTCKOTO
0OCITyKHBaHUsI, IEATEIBHOCTH MPEANPUATHI U YUPEKICHUHN TypHU3Ma.

JUnist  u3ydeHus JTaHHOM JMCUMIUIMHBI ~ HEOOXOJIHMMBI  CIEIYIOLIUE
npeawmectByromue gucuuuinesl: b1.0.15 «udopmaTikay.

[Iepedenpb nocnenyomux TMCUUILIINH, I KOTOPBIX HEOOXO0IUMbI 3HAHUS,
yMEHUsT M HaBblKW, (opmupyemble JaHHOM aucuumumHou: b1.0.25
«MenemxmeHnT TypucTtckoro mnpenanpusatus», bl1.B.02 «Typonepatopckas u
TypareHTCKasl 1eATEIbHOCTbY.

Bce ¢Qopmbl  Tekymiero - KOHTpOJs, POBOAMMBIE B  CUCTEME
JUCTAHIIMOHHOTO OOy4Y€HHs, OLIEHUBAIOTCI B CUCTEME JUCTAaHIIMOHHOTO
oOyuenus. JlocTyn K BUI€O U MaTepHajiaM JIEKUUN NPEAOCTaBISIETCS B TEUEHHE
BCero cemecrpa. Jloctynm K KaXXKAoMy BHAY pabOT M KOJMYECTBO MOMBITOK HA
BBIIIOJIHEHNE 3a/JaHMsI TPEIOCTABISETCS HAa OTPAHUYEHHOE BpPEMsI COIJIACHO
perjaMeHTy JIUCUUIUIMHBL, omyOonukoBaHHoMy B CJ/1O. IlpenopaBatensb
OLIGHMBAET BHINIOJHEHHBIE 00yJaromuMcs padboTel He mo3aHee 10 pabounx gHEi
IIOCJIE€ OKOHYAHUS CPOKA BBITTOIHEHNS.

Jucunmuinaa ynraercs Ha | kypee B 1 cemectpe.

dopma NpoMeKyTOUHON aTTECTAllMU B COOTBETCTBUU C YUEOHBIM IJIAHOM
— 3a4er.



3. Conepxanne H CTPYKTYPa AMCUUIIIIMHBI
3.1. CtpykTypa AUCUUILITUHBI

Ounas goopma obyuenus

Ne HaumenoBanue TeM n O0beM TUCHMILIMHBI, aK.YaC ®dopma
n/n (nam) pasnesnos BCE KonTakTHas padora odyuyarommuxcs CamocrosiTe1bHAs TEKYLIErO
ro ¢ mpenogaBaTesieM 0 BUAAM Y4eOHbIX 3aHATHI padora KOHTPOJIA
Ilepuon TeopeTuveckoro o0y4eHust IMepuoa YCIIEBa€MOCTH,
NMPOMEKYTOYHOM IIPOMEKYTOUHON
arrecTauuu aTTecTaluu
(ceccusn)
3auaTus 3ausaTus UK | KCP | KO | Ka | Kour | CP | CP Cp
JIEKIMOHHO | CEMHMHAPCKO TT3 | PoJib | Kp | 3K
ro TMIA ro THUNA K
JI BJI | JIP 113
Tema 1 | Uctopus 11 0 0 0 4 0 0 0 0 0 0 7 |
pa3BUTHA
JIEJIONPOU3BOICTBA.
Tema 2 | HopmaTuBHO-ipaBOBasi 1 13 0 0 0 6 0 0 0 0 0 0 7 i |
MeToanyeckas 6a3a
JIeNIONPON3BOICTBA,
JIOKYMEHTAI[MOHHOTO
o0ecrniedeHus
yIpaBJeHUs
(A0Y).
Jlenonpon3BOICTBEHHAS
ciyxoa.
Tema 3 | JIoKyMeHT. 10 0 0 0 4 0 0 0 0 0 0 6 YO
JIoKyMeHTUpOBaHue




OpraHHU3alMOHHO-
pacnopsaIuTeIbHON
JESITEIBHOCTH.
Tema 4 | OcoGenHoctu 12 0 0 0 6 0 0 0 0 0 0 6 K
MH(POPMALMOHHO-
CIIPaBOYHBIX JOKYMEHTOB
Opranuzanust paboTsl C
JOKYMEHTaMu 1o
JUYHOMY
cocraBy. /IoKyMeHTEI 110
oOpalieHusIM TpakJiaH.
Tema 5 | JIOkKyMEHTOOOOPOT. 12 0 0 0 6 0 0 0 0 0 0 6 YO, KP
Tema 6 | XpaHeHuEe JOKYMEHTOB B 10 0 0 0 4 0 0 0 0 0 0 6 YO
JEJIONPOU3BOACTBE.
[IpomexyTouHas aTTecTalus 4 0 0 0 0 0 0 0 4 0 0 0 3auer
Hroro 72 0 0 0 30 0 0 0 4 0 0 38
3aounasn popma obyuerus
Ne HaumenoBaHue TeM u O0beM TMCUMILUIHHBI, AK.YaC dopma
n/n (mu) pasnesos BCE KonTakTHas padora o0y4yaomuxcs CamocrosiTe1bHAs TEKYILLEro
ro ¢ mpenoaasaTeJieM M0 BUAAM Y4eOHbIX 3aHATHH padora KOHTPOJIA
Ilepuoa TeopeTH4ecKoro o0y4eHust Ilepuon YCIIEBAEMOCTH,
MPOMEKYTOYHOM IIPOMEKYTOUHON
arrecTanuu aTTecTaluu
(ceccun)
3anaTus 3ansaTus UK |[KCP | KO |Kar Koutp CPkp [Cp3k Cp
JIEKIMOHHOI'0 |CEMUHAPCKOI0 TIK | 0Jb
THIIA THIIA
JI BJ |JIP 113
Tema 1 | Uctopust 10 0 0 0 0 0 0 0 0 0 0 10 i |




pa3BHUTHUSA
JICJIONPON3BOICTBA.

Tema 2

HopmaTtuBHO-nipaBoBas u
MeToauyeckas 6aza
JIeJIONPOU3BO/ICTBA,
JOKYMEHTallUOHHOT O
obecrieyeHus
YIIPaBJICHUS

(AOY).
Jlenonpon3BoACTBEHHASA
ciryxo0a.

12

10

Tema 3

JIOKyMeHT.
JIokyMeHTUpOBaHUE
OpraHHU3alOHHO-
pacnopsaIuTEIbHON
JESITEIIBHOCTH.

12

10

YO

Tema 4

OcobeHHoCTH
nH(pOPMaIMOHHO-
CIPaBOYHBIX
JOKYMEHTOB
Opranuzaius paboThI ¢
JOKYMEHTaMH 10
JTHYHOMY

cocTaBy. JJOKyMeHTHI 110
oOpareHusIM TpakJIaH.

12

10

Tema 5

JIOKyMEHTOOOO0POT.

12

(=]

[\9)

(=]

]

o

(=]

10

YO, KP

Tema 6

XpaHeHue JOKYMEHTOB B
JICJIONIPOU3BOJICTBE.

10

10

YO

[[pomMexyTOUYHAas aTTecTalus

<

<

<

<

5N

3a4€CT

Hroro

72

60




Hcnonvzyemvie cokpawjenus.
JI — nexumu - 3aHIATHS, MPeIyCMaTPUBAIONINE TPEUMYIIECTBEHHYIO TIepenauy yueOHoi nHpopManuu 00yJaromyMes 1Me1arorndeCKuMI paOOTHUKAMU

OopraHu3alvu 1 (I/IJ'II/I) JIMlaMHy, IPUBJICKACMbIMHU OpFaHI/I3aL[I/IGI>'I K pcajin3anuu O6p8.30BaT€IIBHLIX InporpamMm Ha MHBIX YCJ'IOBI/ISIX).

BJI — Buneonexkmum.

JIP — naGopaTtopHblie paboThI.

[13 — mpakTrueckue 3aHATHS (32 HCKITIOYEHHUEM J1a00paTOPHBIX padoT).

WK — unauBUyanbHbIE KOHCYJIbTAIIUH.

KCP — KOHTpOIb caMOCTOATENBHON PAOOTHI.

KO — koHCynpTanMM nepes 5K3aMeHOM.

Kartak — koHTakTHas paboTa Ha aTTECTALMIO B IEPHOJ] 3K3aMEHAI[MOHHBIX CECCH.
KoHTpomb - koHTakTHas paboTa Ha aTTECTALUIO B IEPHO SK3aMEHAIIMOHHBIX CECCUI ISt 3a0YHOM (OPMBI 00yUEHUSI.
CPxp — camocTosiTenpbHas paboTa Ha MOJATOTOBKY KypCOBOM pabOThl/ KYpCOBOTO ITPOEKTA.
CP»sk — camocTosiTeNbHas paboTa Ha MOATOTOBKY K 9K3aMEHY.

CP — camocTodaTenbHast paboTa B ceMecTpe Ha MOATOTOBKY K yUeOHBIM 3aHATHUSM.
YO-yctHblii onpoc, - noknax, K- keiic, KP — konTponbsHas padora.

B nporiecce 00yueHust NPUMEHSIOTCS CIEIYIOME NHTEPAKTUBHBIE ()OPMbI: HHTEPAKTUBHBIE OMPOCHI, KEHCHI.
Tembl 1-6 MoryT 6bITh 0cBOeHBI ¢ TpuMeHeHrneM D0 u JJOT ¢ KOHTpoJeM B CUCTEME AJIEKTPOHHOTO 00yYeHUsT AKaJIEMUU.
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3.2. CoaepxaHu€ NUCIUTUIMHBI

Tema 1. Hcmopus pazeumus oenonpouszsoocmea. OINK-2. 1.

[lenn m 3apaun IUCUUIUIMHBL. MeCcTO TUCUMIUIMHBI «/JOKyMEHTAIMOHHOE
o0OecrieueHUe B Typu3Me» B 00pa3oBaTEIbHOM MPOrpaMMe MOATOTOBKU
CTYICHTOB B o0OyactTh pa3pabOTKM W  pean3allid  KadyeCTBEHHOTO
KOHKYPEHTHOCIIOCOOHOTO ~ TYpHOpOJIyKTa ¥  OpraHu3allid  KOMIUIEKCHOIO
TYPUCTCKOTO 00CHyX)uBaHusl. Pojib JTOKYMEHTAllUOHHOTO OO€CIeUYeHUsI B
COBEPIIICHCTBOBAHUHU YIPABJICHUS MNPEANPUIATHUIMU U YUPESXKIACHUSIMU B chepe
Typusma. OcCHOBHbIE  TOHATHUA  Kypca.  JlokyMeHT,  JOKyMmeHTalus,
JIEJIONPOU3BOJICTBO, JOKYMEHTAIIMOHHOE O0OecreueHne, JIO0KYMEHTUPOBAHUE.
OdunuanbHbIil TOKYMEHT, CIIyKEOHBIA JOKYMEHT, YIPAaBICHUECKUI JTOKYMEHT.
VrpasieHueckas A TEIbHOCTb U J€I0NPOrU3BOACTBO. DYHKIMHU YIIPABICHUS, UX
CBsI3b C JOKYMEHTAIIMOHHBIM obOecrieueHueM. Crernuduka TOKYMEHTUPOBAHUS
YIPABJICHUECKOU NEeATeNbHOCTH B cepe Typusma. OCHOBHBIC ITaIlbl Pa3BUTHS
nenornpons3BoacTBa B Poccun. [JoxymentupoBanue B IX-XV B. OcobeHHOCTH
MIPUKA3HOTO JIEONPOU3BOICTBA. Opranuzanus KOJUIEKCKOTO
JeIonpor3BOACTBA. «l'eHepalibHbll periiameHT». Crnenuduka MUHUCTEPCKOTO
nenornpousBoacTBa. Mcnons3oBanue npoctwxennit HTII B wu3roroBieHun wu
CO3JJaHUM  JOKYMEHTOB, ONBIT palMOHAIM3alMd  JCJONPOU3BOACTBA B
yupexaeHusx Ha pybexe XIX - XX B. CoBerckuil 3Tam B pa3BUTHH
nenonpousBoacTa: BHeApeHue HOT B 1920-e rr. BemoMcTBEeHHBIN XapakTep
nenornpousBoactBa B 1930-e rr. IIporpamMma MeponpusaTvii MO yIYUIICHUIO
nenonpousBoactBa 1941 r. CosepuieHCTBOBaHUE Aeionpou3BoicTBa B 1950-
1960-¢ rr. Co3manve u BHeapeHue EIMHON ToCyaapCTBEHHOW CHCTEMBbI
nenonpousBoacTBa (EI'CH). Toccrammaptet Ha gokymentarmio. ACY.
Buenpenue ynudunupoBanabix cuctem nokymenrtanuu (YCJI). Pa3zpabotka u
BHEJI[pEHUE OOIIECOIO3HBIX KIACCU(DUKATOPOB TEXHUKO-IKOHOMUYECKON W
commanbHo nHpopmanmu (OK).

Tema 2. Hopmamueno-npasosas u  memoouveckas  6aza
0e10npouU3600cmea, 0OKyMeHmayuoHnoz2o obecneuenusn ynpaeiaenus (10Y).
Henonpouszeoocmeennasn cayycoa. OIIK-6. 1.

CocTtaB U 0COOEHHOCTM HOPMAaTHUBHO-TIPABOBOM U METOJIMYECKOM Oa3bl
JIeJIONPOU3BOJICTBA. 3aKOHOAATebHbIE M TpaBoBbie akThl P®d B obnactu
nHopmanuu u gokymentanun. Y CIl. OK. 'OCTs1 Ha nokymenTanuwo. 'OCT P
NCO 15489-1-2007 «Cucrema cTanaapToB 1o MH(PpOpMaIuu, OMOIHMOTEUHOMY U
U3JIaTeIbCKOMY JieTy. YTmpaBieHue JokyMeHTamMu. OOmme TpeOOoBaHUS.
I'CAOY: uens, HazHauenue. CuctemMa 3aKOHOJATENLCTBA B cdepe TypusMa,
HOPMATHUBHBIC JIOKYMEHTHI 1O Ka4eCTBY, CTaHJAPTH3alMA U CEPTU(DUKAIUU B
Typuctckol uHmyctpun. Ciyx0a TOKyMEHTAIlMOHHOTO OOECTeYeHUs U ee
opraHu3anoHHbIe GopMbl. JIOMKHOCTHON U YUCIEHHBIN cocTaB cityx0bl JJOY.
Cekperapp B  CTpyKType ympabiieHus. Opranuzamusi  CEKpeTapcKoro
00CITy)KUBaHUS. JIOKyMEHTaIMOHHOE oOecrieueHue (dbopmHpoBaHUs,
MNPOJBMAKEHUS M pealn3aluuu Typrpoaykra. OpraHuzamnusi ymnpaBieHUS
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JOKyMEHTAIlMe Ha TNPEeaNpusiTUiIX Typu3Ma HM TOCTUHMYHOTO OHW3Heca.
[InaHupoBaHKME NEATEIBHOCTH II0 YNPABICHHUIO AOKyMeHTanuei. OCHOBHbIE
HampaBjieHUs: paboThl €  JOKyMEHTamMH. BuJbl  JIeSTENbHOCTH IO
JOKYMEHTAMOHHOMY o0ecrnedeHunto TYpPHUCTCKOM UHIYCTpUH.
CoBepiIeHCTBOBaHUE JEIONPOU3BOACTBA MPEANPUATHNA U YUPEXKICHUNA TypU3Ma
B YCIOBHUSIX TPUMEHEHHs HOBBIX HWH(GOPMALMOHHBIX TexHoJorui. O030p
COBPEMEHHBIX CHUCTEM aBTOMATH3aLMHU IEJTONPOU3BOJICTBA U JOKYyMEHTOO0OPOTA.
JIOKyMEHTAIlMOHHOE ~ COINPOBOXKJEHUE TYpPONEPAaTOPCKOM U  TypareHTCKOM
JesATeNbHOCTH. Jeonpon3BOACTBO MPEANPUIATHA U YUPEXKACHUN Typu3Ma Ipu
paboTre ¢ mapTHepaMH, KJIMEHTaMU, NMpU O(POPMICHUH Typa, IPU COCTABICHUU
MapuIpyTa IyTEIEeCTBUS U SKCKYPCHUH.

Tema 3. Jlokymenm. JloKymenmupoeanue 0p2aHu3auuUOHHO-
pacnopadumenvuou oeamenvnocmu. OIIK-2.1.

[Tonsitue nokymeHTa. DBostouus 3Toro noHATHs. CrocoObl M cpeacTBa
NOoKyMeHTupoBaHus. DyHkiuu nokymeHta. Kiaccupukanus ITOKyMEHTOB I10
pa3IMYHBIM OCHOBAaHUSAM. JJOKyMEHTHI 3JI€KTPOHHBIE M OyMaKHbIE. Y HU(PUKAIUSI
U CTaHJapTU3alus JOKYMEHTOB. @OpMyJIslp COBPEMEHHOI'O YHNPAaBIEHYECKOIO
nokymeHTa. PexkBU3UT nokymeHTa. TpeOoBaHUs K OPOPMIEHUIO PEKBHU3UTOB.
['OCT P 6.30-2003 «YCA. YCOP/. TpeboBanus k 0pOpMIEHUIO JTOKYMEHTOBY.
FOpunnyeckas cuiia ToKyMeHTa. 3HaU€HHUE IOKYMEHTA B TYPU3ME U TOCTUHUYHOM
UHAYyCcTpuu. braHku nokymMeHTOB. Buabl O1aHKOB, MOPSAOK PaCMONOKEHUS
pPEKBU3UTOB B OyiaHke. biiaHku B TypusMe M TOCTUHUYHON WHIYCTPHH.
TpeOoBaHus K COCTaBIIEHUIO TEKCTOB JEJNOBBIX JTOKYMEHTOB. (OcoOeHHOCTU
o(QUITMATBHO-EIOBOTI0 CTUJIS JOKYMEHTA.

VYrnpaBiieHUeCKHE TOKYMEHTBI, UX XapaKTepHUCTHKA. JJOKyMEeHTUpOBaHUE
OpraHU3allMOHHOM AESITENBHOCTH yupexaeHUuil. OpraHn3alioHHbIE JOKYMEHTHI,
X cnenudpuka M 3HAUYEHUE. YCTaBbl, MOJOXKEHUS, JOTOBOPBI, MHCTPYKIUH,
IITATHBIE  PACIUCAHUS: npaBWjia  COCTaBi€HHS W OdopmIIeHUs.
PacnopsimuTensHble TOKyMEHTBI UX OCHOBHBIE (pyHKIMH. [IpaBuia coctaBiaeHus
u  opopmIIeHUST TPUKA30B, pacnopsukeHud, pemrennil. CocTaBieHue U
oopMIIEHHE CHCTEM TOKYMEHTAallMu B TypU3ME: OpraHU3allMOHHO-IIPABOBO,
pacropsaAuTENBHOM. Oo01as XapaKTEPUCTHKA OpPraHU3alUOHHON,
OpraHU3alMOHHO-TIPABOBOM M MPOM3BOJICTBEHHOW JOKYMEHTALMH TYP(PUPMBIL.
[IpaBuna odopmieHUss OTAEAbHBIX BUIOB JOKYMEHTOB, HCIOJIb3YHOIINXCS
Typpupmoit pu paboTte ¢ napTHEpaMu, KIMEeHTaMu, Ipyu 0POPMIIEHUH Typa, IPU
COCTaBJICHUM MapIIpyTa MyTemeCTBUs W 3KCKypcuu. [lpuembl u cmocoObl
JTOKYMEHTHUPOBAHUSI B JIOTOBOPHOW NPAaKTHKE, OPraHU3alluy WU IJIAaHUPOBAHUU
TYpPUCTCKOM J€SITeNbHOCTU. Bunmbl u  (QOpMbI JTOMKHOCTHBIX HHCTPYKIIHMMA
Typdupmbl. OCOOEHHOCTH AOKYMEHTHUPOBAHUS TYPUCTHUECKOH NEATEIbHOCTH
JUIsl TypoIlepaTopa U TypareHTa.
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Tema 4. Ocobennocmu ungopmayuoHHO-CHPABOUHBIX OOKYMEHMOE.
Opzanuszayus padomol ¢ 00KyMeHmamu no audHomy cocmagy. /[oKkymenmaol no
oopawenuam zpasxcoan. OIIK-2.1.

Bcnomorartenbhbiit Xapaktep WHOOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB
B cucteme ynpasieHus. OCHOBHBIC (YHKIIMH 3THX TOKyMEHTOB. CocTaBlieHHE
CHPaBOK, aKTOB, TOKJIAJHBIX U CIYKEOHBIX 3alUCOK, TPOTOKOJIOB. OcobeHHOCTH
MOATOTOBKHU U opopMIieHHUs 1eT0BOro nruchma. Buael nmucemM. KyabTypa u 3TUKET
nenopoi  mepenucku.  CocrtaBiaeHue U 0QOpPMIIEHHE  CIPABOYHO-
MH(DOPMAIIMOHHONW CHCTEMbl JIOKYMEHTauuu B Typusme. (OcobeHHOoCTH
MOATOTOBKHU UH()OPMaIIMOHHBIX MaTepuagoB TSt noTpeOuTeNnei.
JokymeHTanbHOEe OQOpMIIEHUE TPYJIOBBIX MPABOOTHOIICHUN C COTPYIHUKAMHU.
KomMmrekebl JOKYMEHTOB M0 JIMYHOMY cocTaBy. OOImias XapakTepuCTHKa
KaJIpOBOM JOKyMEHTAIuu mpeanpusitusi B cdepe Typusma. OcobeHHOCTH
KaJpOBOM JOKYMEHTAIlMM JJisl TYpareHTCTBa, [IJs Typoleparopa, A
AKCKYPCHUOHHBIX 010p0. OCHOBHBIE MPUHITUIIBI PAOOTHI C OOpAIIEHUSIMH TPAXK/IaH.
PaccmoTpenne mpenokeHui, 3asaBiaeHUM, xano0 rpaxaaH. Ilopsaok BeaeHus
«Kuurn xxanob u mpeaIokeHuin» B Typpupme.

Tema 5. Jloxymenmoooopom. OIIK-1.1. OIIK-2.1.

[Tonstue nokymentooboporta. [Ipuniunet ero opranuzanuu. CTpyKTypa u
oOlasi XapakTepUCTHKAa JTOKYMEHT0000poTa. OCHOBHBIE JOKYMEHTOIOTOKH.
O6beM gokymeHTooOOpoTa. IlpueM, mpoxoxkacHuEe U TOPSAOK HCIOJHEHUS
MOCTYNUBIIUX JOKyMEHTOB. Opranuzaius paboThl €  OTHPaBISEMbIMU
nokymeHtamu. llepenaya m0KyMeHTOB BHYTpW opranuzaunuu. I[lpaBuna
opraHuzanuu pabOThl C BHYTPEHHMMH JOKYMEHTamH. Peructpamuss u
WHJICKCUPOBAaHUE JIOKYMEHTOB: IeJH, TpeOoBaHus, 3HaueHue. CoBpeMEHHbBIC
peructpaiioHubie Gopmbl. OCOOEHHOCTH PETUCTPAIIMN PA3TUYHBIX KaTErOpHid
JIOKyMEHTOB. KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB: 3HAYE€HUE, CPOKH UCIIOTHEHUS
JOKYMEHTOB. (CHOBHBIE MPUHLHUIBI OpPraHU3alMd KOHTPOJIS HCIOIHEHUS
JOKyMeHTOB. Teopuss ¥  TOpakTUKa JOKYMEHTOOOOpOTa  TYPHUCTCKOTO
npeanpusatus. Opra#uzanud  JOKyMEHTOOO0OpoTa TYphUPMBI C  YYETOM
O0COOCHHOCTEH TYypONEepaTOPCKOM U TYpareHTCKOM esITENbHOCTH.

Tema 6. Xpanenue o0oxymenmoe 6 oOenonpouzeoocmee. OIIK-1.1.
OIIK-2.1.

Opranuzanus XxpaHeHus: 10KyMeHTOB. HomeHkiiatypa nein: TpeboBaHUS K
COCTaBJICHHIO. BUibl HOMEHKIIATypbl, UX OCOOCHHOCTU M HazHaueHue. [lopsaok
oopMIIEHUS, COTIIACOBAHMS M YTBEPKACHUS HOMEHKIATYPHI Jei. TpeboBaHus K
dbopmupoBaHu0 nen B AenonpousBojacTBe. CoOCTaBI€HHE 3arojOBKOB JEII.
Cucremaruszanusi  OTACIBHBIX  KaTeropuid  JOKyMeHTOB.  (OcobeHHOoCTH
TPYNIUPOBKM B JieJa pa3duYHBIX BHJIOB JOKYMEHTOB. (ObecmneueHue
COXPAaHHOCTH JOKYMEHTOB JieJd B TEKylleM aenonpou3Bojcte. [loaroroska
JIOKYMEHTOB K TMOCJIEAYIOIIEMY XPaHEHUIO W HCIOJIb30BaHHIO. JKCHEPTHU3a
IEHHOCTU JIOKYMEHTOB M €€ KpuTepuu. TpeOoBaHUs, MNPEIBSABISIEMbIE K
OpraHu3allid W MPOBEACHUIO HKCHEPTU3bl I1IEHHOCTH JOKyMeHTOB. CocCTaB,
3a7aud U (QYHKIUU SKCIEPTHOM KOMHUCCHUM. DTambl MPOBEICHUS SKCIEPTU3BI
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[IEHHOCTH JOKYMEHTOB 1 opopMiIeHHe ee pe3ysbTaToB. OpraHu3aius XpaHeHus
JIOKYMEHTOB, HOMEHKJIATypa JeJl TypPUCTCKOro mnpeanpusatvs. KoMIuIeKkCHbIN
MOAXOA K CHCTEME 3alluThl WHGOPMAIMH, XPaHCHUS W apXUBUPOBAHHS B
JEATENbHOCTH NPEANPUATHI TypU3Ma.

4. Tunsi OLCHOYHBIX MaTe€pHnuajJoB, MOKA3aTCJIU U KPUTCPUHN OLNCHUBAHUS

4.1. OueHouHbIE MaTepuabl o JUCLIUIIIIMHE b1.0.17
JlokyMEeHTallMOHHOE OO0ECIeUYeHHE YMPAaBICHUS B TypHU3ME BXOJSAT B COCTaB
OLICHOYHBIX MAaTepuajoB Mo oOpa3zoBarenbHON mporpamme. COBOKYMHOCTB
OLICHOYHBIX MaTEPHAJIOB MO BCEM JIUCLUILIMHAM 00pa30BaTENbHON MPOrpaMMbl
coctaBisieT Gpona oneHouHbIX cpencTB (nanee — POC). DOC ucnonb3yeTcs npu
MIPOBEJECHNUU TEKYIIETO KOHTPOJISL YCIIEBAEMOCTHU U MPOMEKYTOUHOU aTTeCTalun
oOyvarolmuxcs €  LeNbl0  OLEHUBAaHUS  JOCTHXKEHHUS  OO0ydarolMMHUCA
IUTAHUPYEMBIX PE3yJIbTaTOB 00YUYECHHUS.

4.2. ®OC pa3paboTaH Kak KOMIUIEKC TPOBEPOUHBIX 3aJaHUN PA3TUYHOTO
THUIIA U YPOBHS CJIOKHOCTH, BKJIFOUAET KPUTEPHUH U LKAl OLIEHUBAHUS, a TAKXKE
«KII0um» npaBuiIbHBIX 0TBETOB. DOC dopMupyercst Kak OTACIbHBIN TOKyMEHT
Y XPAaHUTCS B AJIEKTPOHHOM BuJE, noctyn kK ®OC nmpegocraBieH OrpaHUYEHHOMY
KpYTY JIMII.

4.3. Jlns caMoCTOATENbHON pabOThl 00yYarOUUMXCsl MPU MOATOTOBKE K
TEKYLIEMY KOHTPOJIIO YCIIEBAEMOCTH U MPOMEXKYTOYHOM aTTeCTaluu B paboyux
porpaMMax JIACLMIUIMH pa3MEIIECHbI TUIIOBBIE POBEPOYHBIC 3aJaHUs1, KOTOPBIE
MOKHO YCIIOBHO pa3eliuTh Ha 3aJlaHusl 3aKphITOr0, KOMOMHMpPOBAHHOTO U
OTKPBITOT'O TUIIOB.

3ajaHusl 3aKpBITOTO TUIIA — 3TO TECTOBBIEC 3aJaHUs, B KOTOPBIX KaXIbIi
BOIIPOC  COIIPOBOKJAETCS T'OTOBBIMM BAapUAaHTaMH OTBETOB, W3 KOTOPBIX
HEOOXO0MMO BBIOpATh OJIMH WU HECKOJBKO MPaBUIbHBIX.

3amaHusi KOMOMHUPOBAHHOIO THUIA — 3TO TECTOBBIE 3aJlaHUsA, B KOTOPBIX
Ka)K/IbIil BOIPOC COMPOBOKIAETCS TOTOBBIMUA BapHaHTaMHU OTBETOB, U3 KOTOPBIX
HEO0OXOMMO BbIOpATh OJIMH WM HECKOJIBKO MPaBUJIBHBIX U OOOCHOBATH CBOW
BBIOOD.

3amaHusi OTKPBITOIO TUIA — ATO 3aJIlaHUsA, B KOTOPBIX HA KaXIbId BOIIPOC
JIOJIKEH OBITh MPEJIOKEH Pa3BEPHYThIII 000OCHOBaHHBINM OTBET.

B 3aBucuMOCTM OT THIIa 3aJaHUsl PEKOMEHJIOBAHBI OIpPEACIICHHAS
NOCJIEIOBATENIbBHOCTh  BBIMOJHEHUSI W CUCTEMA OLCHHWBAHUS BBIIOJIHEHUS
3aJIaHU.
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4.4. Tunbl 3a1aHUH, CEHAPUU BBIIIOJTHEHUS, KPUTEPUU OLICHUBAHMS

TUIT 3AJAHUA NHCTPYKLIMA CHEHAPHU BBIIIOJIHEHUA KPUTEPUN ONEHVMBAHUA
3aaHue 3aKpBITOTO [Ipounraiite TEKCT, 1. BHMMaTenpHO IPOYUTATH TEKCT 3aJaHUs U ITOHATH, OTBeT cunTaeTCsl BEpHBIM, €CIIH
THUIIA C BBIOOpOM BbIOEpUTE YTO B KQYECTBE OTBETA OKUJAETCS TOJBKO OJUH U3 NpaBWIBHO yKa3aHa mudpa uim

OZHOT'0 IIPAaBUJIBHOT'O
OTBETA M3 HECKOJILKUX
BAPUAHTOB
MPEII0KEHHBIX

HpaBI/IJ'ILHHﬁ OTBET

MIPEUI0KEHHBIX BAPUAHTOB.
2. BHUMaTenhHO MPOYUTATH TPEATIOKEHHbIE
BapHaHT-ThI OTBETA.

3. BeiOpaTh OJMH BEPHBI OTBET.

4. 3anucatb TOJIbKO HOMEp (WK OYKBY) BEIOPAHHOTO
BapuaHTa oTBeTa (Hanpumep, 3 wiu B).

OykBa

33.IlaHI/Ie 3aKPBITOTO
THUIIA HA YCTAaHOBJICHUC
COOTBCTCTBHUA

[IpouuTaiite TekCT U
YCTaHOBUTE
COOTBETCTBUE

1.BHUMAaTENnbHO NPOYUTATh TEKCT 3aJaHUS U IOHSATD,
YTO B KQUECTBE OTBETA OXKHIAIOTCS Maphl SJICMEHTOB.
2. BHuMartenbHO NpoYUTaTh 00a CIUCKA: CIIUCOK 1 —
BOTIPOCHI, YTBEPXKICHHS, (DaKTHI, ITIOHITHS U T.1.;
CIHCOK 2 — yTBEP>KJICHHS, CBOUCTBA OOBEKTOB U T.1I.
3. ConocTaBUTh JIEMEHTHI CIIUCKA 1 ¢ AeMeHTaMu
crnucka 2, chopMHpOBATh Hapbl HIEMEHTOB.

4. 3anucatb nonapHo OyKBbI U HUGDPHI (B
3aBHCUMOCTH OT 3aJlaHHs1) BApUAHTOB OTBETA
(manpumep, Al unu b4).

OTBeT cynTaeTCsi BEPHBIM, €CIIH
NPaBUIBHO YKa3aHbI HUPPbI WK
OyKBBI

3ajanue 3aKphITOro
THIIa C BEIOOPOM
HECKOJIbKHX
IMPaBUJIBHBIX OTBETOB
13 HECKOJIBKUX
BapUaHTOB
MPeII0KEHHBIX

[IpounTaiite TEKCT,
BbIOEpUTE
MPaBUIbHBIE OTBETHI

1.BHMMaTEnpHO MPOYUTATh TEKCT 3aJaHUS U NTOHATH,
YTO B KaYECTBE OTBETA OXKUIAETCS HECKOJIBKO
IIPaBWJIBHBIX OTBETOB U3 MIPEIIOKEHHBIX BAPUAHTOB.
2. BHUMarenpHO NpOYUTATh NPEI0KEHHBIE
BapUaHTHI OTBETA.

3. BoiOpaTh HECKOJBKO MPaBUIIBLHBIX OTBETOB.

4. 3anucath TOJIBKO HOMEpa (MK OYKBBI)
BBIOpAHHOTO BapuaHTa oTBeTa (Hampumep, 1 4 nmm A
D).

OTBeT cunuTaeTCsl BEPHBIM, ECIIH
MPABHIILHO YCTaHOBJICHBI BCE
COOTBETCTBUS (TIO3UIUHU U3
OJTHOTO CTOJI0I1a BEPHO
COITOCTABIICHBI C IMO3UIUSIMU
JIPYTOTO)

3agaHue 3aKphITOTO
THIIA Ha yCTaHOBJIeHI/Ie

[IpounTaiite TeKCT U
YCTaHOBUTE

1. BHMMaTEbHO MPOYMUTATh TEKCT 3aIaHUS U
NOHATH, UTO B KAYECTBE OTBETA 0)KUIAETCS

OTBeT cunTaeTCs BEPHBIM, €CIIU
MPAaBWJIbHO YKa3aHa BCsl
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noCJICA0BATCIbHOCTHU

IIOCICO0BATCIIBHOCTD

MOCIIEZIOBATETILHOCTD JIEMEHTOB.
2. BHUMAaTENbHO NPOYUTATh MPEII0KEHHBIE
BapHUaHThI OTBETA.

3. ITocTpouTh BEpHYIO MOCIEIOBATEIILHOCTD U3
NPpEAJIOKCHHBIX 3JICMCHTOB.

4. 3anucatb OyKBBI/IIUPPHI (B 3aBUCUIMOCTH OT
3aJlaHus1) BApUAHTOB OTBETA B HYKHOU
ToCJIe1I0BaTeIbHOCTH (HanmpuMep, BBA wmm 135).

MOCJIEI0BATEIBHOCTD TP

3ananue
KOMOWHUPOBAHHOTO
THUTIA C BBIOOpOM
OJTHOT'O TIPAaBUIIBHOTO
OTBETa U3
NPEUIOKEHHBIX U
000CHOBaHHEM BBIOOpA

[IpounTaiite TEKCT,
BBIOEpHTE
MPaBWIbHBIN OTBET U
3aIUIINTE
apryMEHTHI,
000CHOBBIBAIOLIUE
BBIOOp OTBETA

1.BHUMaTENBHO IPOYUTATH TEKCT 3aJaHUS U TIOHSTD,
YTO B KaYECTBE OTBETA 0XKUAAETCS TOIBKO OJUH U3
MIPEUI0KEHHBIX BAPHAHTOB.

2. BHUMaTenbHO IPOYHUTATh IPEIOKEHHbBIE
BapHaHTHI OTBETA.

3. BeiOpaTh 0JIMH BEpHBII OTBET.

4. 3anucatb TOJIBKO HOMEp (WK OYKBY) BEIOPAaHHOTO
BapHaHTa OTBETA.

5. 3anmcats apryMeHTbl, 000CHOBBIBAIOLIHE BEIOOD
oTBeTa (Hampumep, 4 TEKCT 000CHOBaHUS).

OTBeT cunuTaeTcs BEPHBIM, €CITH
NpaBIWIBHO yKa3aHa mudpa mim
OyKBa M MPHUBEICHBI
KOPPEKTHBIC apTyMEHTHI,
UCTIOJIb3YEMbIE TIPH BHIOOpPE
OTBETa

3a/laHue OTKPBITOTO
THIIa C Pa3BEPHYTHIM
OTBETOM

[IpounTaiite TeKCT U
3aMUIINTE
Pa3BEPHYTHIN
000CHOBaHHBII OTBET

1. BHMMaTEIBHO MTPOYNTATH TEKCT 33JJaHUS M TIOHSTh
CYTb BOIIpOCa.

2.ITpomyMaTh JOTUKY U MOJHOTY OTBETA.

3.3amucarth OTBET, HCIOJB3Ys YeTKHE KOMITAKTHBIC
(OpMYITHPOBKH.

4.B ciydae pacueTHOM 3aJa4H, 3aIicaTh pEIICHUE U
OTBET

OTBeT cUnTaACTCS BEPHBIM:
1. OtcyTcTBHE (hAaKTUYECKUX
OIINOOK.

2. PackpeiTre o0bema
HCIIOJIb3yEMBbIX MOHITUI
(moJTHOTA OTBETA).
3.060CHOBaHHOCTH OTBETA
(Hamu4Me apryMeHTOB).

4. Jlornueckas
MOCNe0BaTeIbHOCTh
M3J1araeMoro Marepuaa.
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4.5. OOmas miKajga OIEHUBAHUS PE3yJbTAaTOB TEKYIIETO KOHTPOJIS
YCIIEBAEMOCTH U MPOMEXKYTOYHOM aTTecTaiuu ooydaromuxcs ¢ npumenenrnem bPC

ECTS

Hrorosas T bunapuas | = rpati ]
0a/LuIbHas OIlEeHKA PATMIMOHHA CHETEMA cHcTEMA wnomnoii | AV BunapHoi
95-100 OTIIIHO A P/ Passed
85-94 B P/ Passed
75-84 Xoporo 3a4TeHO C P/ Passed
65-74 D P/ Passed
55-64 Y 10BIETBOPUTEIHLHO E P/ Passed

0-54 HeynoBiieTBOpUTEIBLHO He 3auTeno F F/Failed

CootHomieHue 0OamwioB 32  TEKYIIMHA  KOHTPOJb
MIPOMEKYTOUHYIO aTTECTAIMIO, & TAKXKE TOBTOPHYIO MMPOMEKYTOUHYIO aTTECTAIUIO:

yCII€CBAaCMOCTH H

MakcumanpHas cymma | MakcuMmaiibHas MaxkcumanpHas MaxkcumanpHas
0aJuIoB 3a TEKYIIUN cyMMa 0aJijioB 3a UTOrOBas cyMMa 0aJioB 3a
KOHTPOJIb IIPOMEKYTOUHYIO OayIbHas MTOBTOPHYIO
yCIIEBAEMOCTH aTTECTALINIO OLICHKA MIPOMEKYTOUHYIO
aTTECTALIMIO
60 6a10B 40 GamioB 100 6as1oB 100 6aoB

5. ®opMbl aTTECTALIMH, TUNIOBbIE OLIEHOYHbIE MATEPUAJIBI 1JIsl TEKYIEro
KOHTPOJIsl yCTIEBAEMOCTH 00y4AIOIIMXCSl, KPUTEPUHU U IIKAJIbI OLlEHUBAHUS
10 KOHTPOJbHBIM TOYKAM

5.1. B xone peanuzanuu AUCIUIUIMHBI UCTIONB3YIOTCS CIeAyomme (HopMbl
TEKYILIEr0 KOHTPOJISI yCHEBAEMOCTH oOOydarommxcs (B TOM 4YHUCIE, 3aJaHUsl K
KOHTPOJIbHBIM TOUKaM):

YCTHBIH OIIPOC, T0KJIal, KeHC, KOHTPOJIbHAsA padoTa.

5.2. TunoBble OLEHOYHbIE MaTepHalbl Ui TEKYIIEro KOHTPOJISA
yCIEBAEMOCTH 00y4arOMIMXCcs (BHE KOHTPOJIBHBIX TOYEK):

Tema 1. UcTropus pa3sutus nenonpouspoacrea. OIIK-2.1.

Joxnao.

1. JlemompowusBojicTBO B J[peBHel MeconmotaMuu: rUHSIHbIE TAOTUYKH U

KIIMHOITUCBH.

2. Tlanupyc kak HOcutens uHpopmaiuu B JIpesuem Erunre.
3. Pumckas cucteMa JIeNIoNnporu3BOJICTBA: OT aKTOB JI0 apPXUBOB.
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4. Ponb MOHACTHIpEN B COXpPAaHEHUM U Pa3BUTUHM JICJIONPOU3BOJICTBA B
CpennHue Beka.
5. ®eonanpHOE AEIONPOU3BOACTBO: OCOOCHHOCTH U crienuduKa.

6. Tema 2. HopmaTuBHO-IpaBOBasi U MeTOoAM4YeCKasi 0a3a
J1eJIONPOU3BOACTBA, JOKYMEHTALMOHHOI0 o0ecneuyeHusl yIpaBJieHus!
(A0Y). deaonpoussoacreeHnas ciay:xoa. OIIK-6.1.

Jloknao.
IIpoananuzupytime, oyenume, cpagHume u yKaxcume c60e OMmHOUleHUe K
3ampoHymot meme.
DTanbl pa3BUTHS AEIONPOU3BOJICTBA.
Knaccudukanus J0KyMeHTOB.
Odopmnenue pexksuzutoB OP/I.
Hopwmbl u TpeOoBaHUs K pa3MeIIeHUIO PEeKBU3UTOB IOKYMEHTOB.
DNEKTPOHHBIN JOKYMEHT.
[IpaBuna BegeHust 1 opopMICHUS TPYIOBBIX KHUKEK.
[Ipuem u 06paboTKa MOCTYMAOIINX JOKYMEHTOB.
KOoHTpo1b UCTIONTHEHUST TOKYMEHTOB.
0. dopmMHUpOBaHUE AE.
10. DkcnepTu3 LEHHOCTH JOKYMEHTOB U MOCIEAYIOUIee XpaHEHUe
JIOKYMEHTOB.

NN B DD =

Tema 3. JJoxkymeHT. JJokymeHTHpoBaHue OPraHu3alUOHHO-
pacnopsiauteabHoi gesireabHocTu. OITK-2.1.

Yemmuuwiii onpoc.

1. Yro Takoe nokyMeHT? Omnpenenute, 4TO Bbl NOHUMAETE IMOJ MOHITUEM
"moxkymeHt". Kakue BHJABI JIOKYMEHTOB CYIIECTBYIOT B OpPraHM3al[MOHHO-
pacropsauTEIbHON AESATEIbHOCTH?

2. KakoBa poJib JOKYMEHTOB B YIIpaBleHUU opranuzaiuein? O0cynure, mouemy
JIOKyMEHTAIUs BayKHA 111 9)PEKTUBHOTO YIPABICHUS U MPUHSTHS PEIICHUH.

3. Kakume BuAbl JOKYMEHTOB HCHOJB3YIOTCS B  OpPraHU3ALMOHHO-
pacriopsauTenbHON AesTenbHocTU? [lepeuncaure OCHOBHBIE BUbBI TOKYMEHTOB
(TpuKa3bl, pacoOPsIKEHUS, MPOTOKObI, OTYETHI U T.JI.) U UX HaA3HAYCHHUE.

4. KakoBbl OCHOBHBIE TpeOOBaHHS K OQopMiIeHHIO AOKyMeHTOB? Kakue
CTaHJApThl U TpaBWia CYIIECTBYIOT JjIsi OPOpMIIEHHS JTOKYMEHTOB B Ballen
opranuzamuu’?

5. Kak ocymiecTBiisieTcst KOHTPOJIb 3a JOKYMEHTaMH B opranuzainuu? Oocyaure,
KaKue Mepbl MPUHUMAIOTCS Uisi 0OecleueHus NpaBWIBHOrO oOOpamlieHus ¢
JOKYMEHTAMH U UX XPAHCHHS.
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Tema 4. Oco0enHoctu HMHGPOPMANMOHHO-CIIPABOYHBIX [IOKYMEHTOB.
Opranuszanus padoThl ¢ JOKYMEHTAMU M0 JUYHOMY cocTaBy. /l0KyMeHTHI O
oOpamenusam rpaxaad. OIIK-2.1.
Keuic.

Cobepume ungopmayuio no npedio’ceHHol meme, coeiatime 0030p.

Keiic 1: CiyxkeOHasi 3an1McKa U pemieHue mpoodaeMbl

Curyanusi: B otaene MapkeTuHra BO3HUKIIA po0ieMa ¢ J0CTyIIOM K HOBOMY
IPOrpaMMHOMY OOECIIEUEHHUIO JIJIsl aHAIM3a JaHHbIX. JInleH3uu Obun
3aKyIUICHBI, HO YCTAaHOBKA M HACTPOMKA 3aI€PKUBAIOTCS U3-3a OTCYTCTBUSA
TEXHUYECKOU MOANEPKKUA CO CTOPOHBI [T-0TAena, KOTOPBIN NIEPETPYKEH
JPYTUMHM 3aJja4aMy. DTO HETaTUBHO CKa3bIBAETCA HA CPOKAX IMOArOTOBKHU
KBapTaJIbHOI'O OTYETA.

3aganue: CocTaBbTe CIyKEOHYIO 3alMCKY OT UMEHHU PYKOBOJIUTEINS OTAEa
MapKkeTuHra Ha ums aupekropa IT-otnena. B 3anncke HeoOXoaumo:

1. YeTKo U3JI0KHUTh CYyTh IPOOJIEMBI U €€ TTOCIEACTBUS JJIs1 pabOTHI OT/IelIa
MapKeTHUHTa.

2. TlpennoxuTh KOHKPETHBIC BAPUAHTHI PEIICHHSI MPOOJIEMBI (Hampumep,
BPEMEHHOE MPUBJICYCHUE BHEIIIHETO CIICHUAIIUCTA, PUOPUTE3AIUS
3amauu 1151 [ T-otnena, BeIjieeHUue JOMOJHUTEIIBHOTO pecypca).

3. YkazaTp ’KeJaeMbIe CPOKH PEIICHUS MPOOIICMBI.

[ToquepkHyTh BaXKHOCTh ONEPATUBHOTO PEIICHUS JJIsl JOCTHXKCHUS
O0IIMX I1eJIel KOMITAaHHH.

Keiic 2: OdopmiieHne npukasa o npueme Ha padory

Curyanusi: B xommanuio "Anbda" NpUHAT HOBBIA COTPYIHUK HA JOIKHOCTH
MeHepKepa 1o npogaxkam. Heo6xoaumo opopmMuTs mprkas o mpreme Ha paboTy
B COOTBETCTBUU C Tpya0BbIM KOJEKCOM PD 1 BHYTpEHHUMU ITpaBUIIAMU
KOMIIaHUHU.

3amanue: CocTaBbTe MPOCKT MPUKa3a O MpUEeMe Ha padOTy HOBOTO COTPY/THHKA.
B npukase q0KHBI OBITh YKa3aHBI:

[TosiHOE HaMMEHOBaHUE OPTaHU3ALMH.

[laTa 1 HOMep npuKasa.

damunusi, UMsl, 0TYECTBO, JOJKHOCTh IPUHUMAEMOTO COTPYAHUKA.
JlaTa Havana paOoTHI.

VYcnoBus npuema Ha padboTy (HanmpuMep, UCIBITaTEIbHBIN CPOK, OKIAI,
HaJI0aBKH).

AN
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OcHoBaHMe 11 U3JjaHUs MPUKa3a (HampuMmep, 3asBICHUE COTPYIHUKA,
TPYAOBOM JIOTOBOP).

[Toamucw OTBETCTBEHHBIX JINIT (PYKOBOIUTENH OPTaHU3AINH,
PYKOBOJIUTEIH OTJICIa KaJIpoB).

Keiic 3: O0padoTka Kaj100b1 KJIMEHTA

Curyanus: B komnanuio "bera", 3aHrMaroinyrocsi JOCTaBKOW TOBApPOB,
nocTymnuia >xanobda ot knuenta Misanosa U.U. Ha omo3nanue Kyposepa u
MOBPEXJEHUE YIIAaKOBKH ToBapa. KimeHT TpedyeT KoMIeHcaiuu.

3apanme: Pa3zpaboraiite anropuT™ AeUCTBUI COTPYIHUKA OTIENA 10 padoTe C
KJIMEHTaMU [P NOJYyYEeHUU JAaHHOM kano0bl. Onuimre:

[lepBOHAUANBbHBIE IIATH TIOCIIE TTOJIYYESHHUS JKaJT0ObI (perucTparus,
YBEJOMJICHUE OTBETCTBEHHBIX JIUIT).

[Iporecc coopa undopmaiuu (CBsI3b ¢ KypbepoM, MPOBEPKA TAHHBIX O
JIOCTaBKe, OIICHKA yIepoa).

BapuanTs! pemenust mpoGiemsl (KOMITEHCAIHs, 3aMeHa TOBapa,
W3BUHEHMUS).

[Ipouiecc cocTaBiaeHuUs: OTBETA KIUEHTY.

JleficTBUSA 110 TIPEIOTBPAIICHHUIO TIOIOOHBIX CUTYaIUid B Oy ayIIIeM.

Keiic 4: CocraBiieHHe CIPABKH 0 TPYAOBOM CTaxKe

Curyanusi: beiBmii cotpyaHUK KoMianuu "I'amma" oOpaTuics B oTaen
KaJIpOB C MPOCHOOM BBIATh EMY CIIPABKY O TPYJOBOM CTaXKe IS
npenoctaBieHus B [leHcMOHHBIN QoHI.

3aganme: CocTaBbTe IPOEKT CIIPABKHU O TPYJIOBOM CTaxke. B cripaBke HOMKHBI
OBITh YKa3aHBbI:

A

[TotHOE HaMMEHOBaHUE OpPraHU3aLUu.

Jlata BbIAAUM CIPaBKH.

damunusi, UMsl, OTYECTBO COTPYIHUKA.

[lepuon pa®oOThI B OpraHu3anuu (1aTta MpueMa 1 1ata yBOJIbHEHMS).
Kpatkoe onrcanue BbIMOTHAEMBIX TOJKHOCTHBIX 00S3aHHOCTEH.
[Toanuces OTBETCTBEHHOTO JIMLA U [I€YaTh OPTaHU3aLUH.

Keiic 5: Opranusanusi XxpaHeHus1 JJUYHBIX /1€l COTPYAHMKOB

Curyanusi: B otaene kanpoB kommnanuu "JlenpTa" HaKOMIIIOCH OOJIBIIOE
KOJIMYECTBO JIUYHBIX JICTT COTPYAHUKOB, UTO 3aTPYIHSACT UX TIOUCK B 00pabOTKY.

20



Bo3nukia HGO6XOZII/IMOCTB OIITUMU3HUPOBATL CUCTCMY XPAHCHUA U 00eCIIeYUTh
KOH(l)I/II[eHHI/IaJILHOCTB JaHHBIX.

3ananue: Pa3zpaboTaiiTe miaH opraHu3allii XpaHEHUs! JIMYHBIX /eI
COTPYJIHUKOB, BKJIFOYAIOIIIHA:

1. Kputepuu cucremMarusaiuu 10KyMeHTOB (110 andaBuTy, 1O JaTe Ipuema,
0 TIO/IPA3ACICHUSIM).

2. Mepsl no obecneueHno KOHPUAECHIIMATBHOCTH (OrpaHUYEeHHE TOCTYTIA,
UCIOJIb30BaHUE Cei(OB, JIIEKTPOHHOE XPaHEHUE).

3. Tlopsaok yuyera v BplIauyl JIMYHBIX J€J1 COTPYIHUKAM U
YIOJHOMOYEHHBIM JIULIAM.

4. PernmaMeHT yHUUYTOKXEHHS JOKYMEHTOB 10 UICTEUEHUH CPOKOB XPAHEHUS.

5. Pexomenpanuu no nepexojy Ha 3JIEKTPOHHBIN JOKYMEHTOOOOPOT.

Keiic 6: Perucrpanusi u 00padoTka KOJUIEKTUBHOI0 00pallieHUsl TPaKIaH

Curyanusi: B amMuHHCTpaIuio ropojia MmocTynmio KOJUICKTHBHOE 00paIleHre
OT YKUTEJICH MUKpOopaiioHa ¢ MPOChOOH YJIYUIIIUTh OCBEIICHUE Ha YIIUIIAX.
Oo6parieHue TpedyeT perucTpaiyy 1 MOArOTOBKH OTBETA.

3aganme: OnuIIKTe MOCIEI0BATEILHOCTD IEUCTBHUI CIELMAIACTA IO padoTe ¢
oOpalleHUsIMU TPaXkKIaH:

1. Permcrpanus oopamenusi: Kak Oyaet 3aperucTpupoBaHo KOJIIIEKTUBHOE
obpamenne? Kakoit Homep emy OyneT npucBoeH? B kakoii cucteme ydera
OHO OyzeT 3apuKcUpoBaHO?

2. Omnpenesnenne oTBeTCTBEHHOro: KTo Oy/neT OTBETCTBEHHBIM 32
paccMoTpeHue JaHHoro oopaiienus? Kakoe cTpyKTypHOE Moapa3aesieHue
WIH JTOJDKHOCTHOE JIMIO OyAEeT 3aHUMAaThCA MOATOTOBKOM OTBETA?

3. Coop nndopmanun: Kakve neiicTBUs HEOOXOIUMO NMPEANPUHATD JJIs
cobopa nadpopmaruu 1o cytu ooparmieHus? C keM HeoOXOAUMO CBA3ATHCS
(HampuMep, C yIpaBistonel KOMITAHUEH, CITy>K001 OaroycTpoicTsa)?

4. TloaroroBka npoekrta orBeta: Kakum oOpa3om OyJeT COCTaBIEH OTBET
Ha KOJUIEKTHUBHOE oOpaienre? Kakue myHKThI IOJKHBI ObITh
00s3aTEIPHO BKJIFOYEHBI B OTBET (HAPUMEp, TIOITBEPKACHUE TTOTyUCHHUS,
uH(OpMAITUS O IPUHATHIX MepaX, CPOKH BHITIOTHEHNS)?

5. CoraacoBaHue U yTBep:kaeHue orBeTa: KTo Oy/ieT coriacoBbiBaTh 1
YTBEPKJIaTh MOATOTOBJICHHBINA OTBET?

6. HampagJiieHue oTBeTa 3asiBUTeAM: Kak OyeT HampaBJieH OTBET
KUTEIISIM MUKpOpanioHa?
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7. KontpoJs ucnosanenus: Kak 6yner ocymecTBIsTHCS KOHTPOIIb 3a
BBITIOJTHEHUEM OOCIIIaHHBIX MEP IO YIYUIICHUIO OCBEIICHUS ?

Keiic 7: CocTaBiieHHEe MPOTOKO0JIA COBEIIAHUSA

Curyauus: B komnannu "OncuiaoH" cOCTOSAIOCH COBELIAHUE 110 BOIIPOCaM
onTUMU3aIUU Ou3Hec-mpoiieccoB. Heobxoaumo 3adukcupoBaTh X0
COBEIIAHUS ¥ IPUHATHIC PEIICHUS.

3aganme: CocTaBbTe MPOEKT MPOTOKOJIA COBEIIaHMs. B mpoTOKOI€ TOKHBI
OBITh YKa3aHBbI:

HaumenoBanne opranu3zamnuu.

Jata 1 BpeMsi IpOBEACHUS COBEILIAHMS.

MecTo npoBeeHuUs.

Crnucok npucyrcrByronux (PHUO, nomkHOCTH).

IloBecTka gHS.

Xox 00cykIeHus KaXA0ro Bonpoca (KpaTKoe U3JI0KEHUE BBICTYIIIICHUIH,

OCHOBHBIE TE€3HUCHI).

7. IlpuHATHIE peleHus Mo KaxaoMy Bonpocy (popMyIupoBKa pelIeHHH,
OTBETCTBEHHBIE 3a UCIIOJHEHUE, CPOKH UCTIOJTHEHHUS).

8. Iloamucu mpencenaTesnst U CEKpeTapsi COBELIaHUS.

A o

Keiic 8: PaboTa ¢ koHpuaeHmuaabHoi MHPoOpManeil B JUYHOM Jiejie

Curyanusi: COTpyIHUK OT/€eNa KaApoB KoMianuu "J[3eta" oOHapyX ui, 4yTo B
JUYHOM JIEJI€ OJHOTO U3 COTPYAHHUKOB COJIEPKUTCS KOS €r0 MEAUIMHCKHUX
JIOKYMEHTOB, KOTOPbIE HE UMEIOT MPSIMOT0 OTHOILIEHUS K TPYIOBOMY JIOTOBOPY
U MOTYT OBITh paclieHeHbI KaK KOH(UIeHIHaabHas HHpOopMaIusl.

3apanme: PazpaboraiiTe mopsioK JEHCTBUN COTPYIHUKA OT/IENa KaJIpOB B
JTAaHHOM CUTYyalluu, BKJIIOYAS:

1. O1eHKy NpaBOMEPHOCTH HaXOXKJACHUS MEAUIIMHCKUX TOKYMEHTOB B
JIMYHOM JIETIE.

2. Mepsl 1o obecniedeHN0 KOH(DHUICHITNATLHOCTH U 3aIIUTE ITEPCOHATBHBIX
JTAHHBIX.

3. Ilpouenypy nzbarus uimu 060co0IEHNS HETPABOMEPHO XPaHALINXCS
JIOKYMEHTOB.

4. B03MOXHBIE NEUCTBUSA 110 YBEIOMIIEHUIO COTPYAHUKA O BBISBICHHON
CUTYyalUH.

5. PekoMeHaanuu mo npeaoTBpaIEHUIO OJ00HBIX HApYLIEHUH B Oy TyILeM.
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Keiic 9: IToaroroBka orBeTa Ha 3anpoc HH(POPMALMH OT ITOCYAAPCTBEHHOT 0
oprana

Cutyanusi: Hajiorosasi muHCIIEKIMsI HalIpaBWiia B Komnanuto "Jta" 3anpoc o
MpeI0CTaBICHUU UH(GOPMAIIMH O BBITIJIATaX COTPYAHUKAM 3a MPEIbLTY MM
kBapTai. HeoO0xo1uMo moAroToBUTh O(DUIIMATIEHBIN OTBET.

3aganue: CocTaBbTE MPOCKT OPHUIIMATHHOTO MUCEMa-0TBETA HA 3aIPOC
HAJIOrOBOM MHCIIEKIMH. B MucbMe T0KHBI ObITh YKa3aHbI:

1. ITonHOE HAMMEHOBAHHUE OpPraHU3AUU.
Jlata 1 ucXoAsIKui HOMEP MHUChMA.
3. HammenoBaHue rocy1apcTBEHHOTO OpraHa, KOTOPOMY HallpaBisieTcs
OTBET.
Howmep u naTta BXosiero 3ampoca.
5. Uerkoe U MOJTHOE MPEAOCTABIECHUE 3apaliiBaeMoi HH(popMaIu,
0 OpMHUPOBaHHOU B COOTBETCTBUU C TPEOOBAHUSIMHU 3aKOHOAATENILCTBA.
6. IlepeueHp npuaaraeMpix JOKYMEHTOB (€CJIM TAKOBBIE UMEIOTCS).
7. Tlognuce pyKOBOAMTENS OPraHU3aLUU WIH YIIOJTHOMOYEHHOTO JINLA.

Keiic 10: Ananu3 oOpamueHuid rpaxaaH AJs yJIy4lleHus padoThl
OpraHM3anuu

Curyauusi: B otnen no padote ¢ oOpalieHusiMu Tpak/iaH TOpOICKOM
aJIMUHUCTPAIINHA 33 TTOCIEAHUA MECSIl TOCTYIHIIIO HECKOJIBKO JKajao0 OT
KUTEIICH pa3HBIX palOHOB Ha HEYIOBJICTBOPUTEIHLHOE COCTOSTHUE JICTCKUX
TUTOMIAIOK. PYKOBOAMTENH OT/IENIa XOUYET UCIIOJIb30BaTh ATY HHGOPMAITUIO IS
NPUHATHS MEP.

3aganue: Pa3zpaboTaiiTe 1an aHaigu3a NOCTYNHUBIINX OOpaIeHU IPaXaaH ¢
IEJIBIO BBISIBIICHUS] CHCTEMHBIX TPOOJIEM U pa3pabOTKH MPeAIoKEeHUH 1m0
yIIyqIIEHUIO paboThl opranu3anuu. [lnan 70mKeH BKIII0YaTh:

1. Knaccudukauuio odopamenuii: Kak OynyT kiaccupuiiupoBaHbl xKaao0bl
M0 TeMaTHUKe (HapuMep, COCTOSHUE JETCKUX TUIOMIA/IOK,
0JIaroyCTpOUCTBO TEPPUTOPHUH, pabOTa 0OIIIECTBEHHOTO TpaHCOpTa)?

2. BbisiBjieHHe 3aKkoHOMepHOcTel: Kakue o01ne npuyuHbl WM IpoOJieMbl
BBISIBIISIIOTCS B TIOCTYNMUBINUX oOpatieHusx? ECTh iu moBToOpsronecs
XKaMOOBI U3 OJTHUX M TEX K€ paiOHOB?

3. Onpenenenue npuoputeToB: Kakue mpobiembl TpeOyIOT HEMETICHHOTO
pEIICHMs], a KaKhe MOTYT OBITh PEIICHBI B paMKax J0JITOCPOYHOTO
MJIAHUPOBAHUS?
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4. Pa3paboTka npeaioxenuii: Kakue KOHKpETHBIE MEPBI MOTYT OBIThH
MIPEIIOKEHBI JJI PEIICHUS BRISIBICHHBIX IPOOJIeM (Harpumep,
yBeJIMYEeHHE (PMHAHCUPOBAHMS HA PEMOHT, U3MEHEHNUE Tpadurka
0OCITy>KUBaHUs, MPOBEJCHUE JOMOJTHUTENbHBIX POBEPOK)?

5. ®opmupoBanue otyera: Kak OyneT npencraBieH aHAIU3 U
npeaoxKeHust pykoBoAcTBy? Kakue nokasarenu OynyT UCIOJIb30BaHbI
JUTSL OLIEHKH 3P (EKTUBHOCTH MPEIIIOKEHHBIX Mep?

Keiic 11: OdopmiieHue TpyaoBOro 10rosopa mnpH nepesojie COTpyAHUKA

Curyanus: CoTpyIHHUK oT/ena npojax kommanuu "Hora", ITerpos ILIT.,
YCHEMIHO MPOIIET UCIBITATEIbHBIM CPOK U ObLIT MEPEBEICH Ha JOJKHOCTD
CTapIIEro MEHeDKEPA 110 IPOoJa)kaM C YBEJIMYEHUEM OKJIaa U U3MEHEHUEM
JOJDKHOCTHBIX 00s13aHHOCTEN. Heo6xoaumo opopMUTh TOMOIHUTEIBLHOE
COIIAIlIEHHE K TPYAOBOMY JOIOBOPY.

3apmanue: CocTaBbTE MPOEKT JOMOTHUTEIBLHOTO COTJIAICHUS K TPYAOBOMY
JIOTOBOPY. B 1OMOMHUTENBHOM COTJIAIIEHUU JOJIKHBI ObITh YKa3aHbI:

[TonmHOE HAMMEHOBaHUE OPTraHU3ALINH.

JaTa 1 HOMep AOMOJHUTEIBHOIO COrJIalIeHUSI.

damMunus, UMsi, OTYECTBO COTPYTHHKA.

Howmep 1 1aTa OCHOBHOTO TPYJI0BOTO AOTOBOPA.

N3meHeHus, BHOCUMBIE B TPYI0BOM JOTOBOpP (HOBAs TOHKHOCTb, HOBBIM

OKJIaJ], '3BMEHEHUE JOJKHOCTHBIX O0S3aHHOCTE!, /1aTa BCTYIUICHHUS

U3MEHEHUU B CUITY).

6. YKa3aHUE Ha TO, YTO OCTaJIbHBIE YCIOBHS TPYJOBOIO JOTOBOPA OCTAIOTCS
0e3 U3MEHEHUI.

7. Tloamucu ctopoH (paboromaTens u pabOTHUKA).

AN

Tema 5. lokymenToobopor. OIIK-1.1. OIIK-2.1.
Yemmuuiii onpoc.

1. Omnpenenenue tTepmuHa. Uto takoe qoxkymeHTOo000poT? Kak BBl MoxkeTe
€ro 0XapakTepu30BaTh?

2. Otanbl 1okyMeHToo0opoTa. Kakue oCHOBHBIE 3Tambl JOKYMEHTOOOOpOTa
Bbl MOXETE BbIJICJINTH? ONMUIINATE KaXIbI U3 HUX.

3. Tunel nokymentoB. Kakue BUABI JOKYMEHTOB OOBIYHO HCIOJB3YIOTCS B
JIOKyMEHTO000pOoTe Baliei opranuzanuu? [lpuBeaure npumepsl.

4. [Tporecchl co3maHusi M COTJIACOBaHMS JOKyMEHTOB. Kak mpoucxoaut

MIPOLIECC CO3AaHUsS U COIIACOBaHUA JOKYMEHTOB B Ballel opraHu3anuu? Kakune

MHCTPYMEHTHI JJISl 3TOT0 UCTOJIb3YIOTCS?

5. Xpanenue u apxuBupoBanue. Kak opraHn3oBaHO XpaHEHHUE JOKYMEHTOB B
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Baieit opranuzanun? KakoBbl mpaBuiia apXuBUPOBAHUS?

Koumponvnas paboma.

YacTts 1. TeopeTnueckue BOMPOCHL.

OTBeThTe Ha CIIETYIOIINE BOIIPOCHI, UCIIOJIBb3YsI yUeOHbIE MAaTEpHUAIIbI U MHTEPHET-
pecypesl:

1. Jlaitte onpenenenue TepMuHa "n1okyMeHTo000poT". [louemy OH BakeH s
opranuzamuu’?

2. TlepeyucnuTe ¥ OMUIIUTE OCHOBHBIC 3TAMbI JOKYMEHTOO0OPOTA.

3. HazoBuTe M KpaTKO OXapakKTepU3yHTe OCHOBHBIC BHUJIbI JOKYMEHTOB,
UCIOJIb3yEeMbIX B JJOKYMEHTOOOOpOTE.

4. KakoBbl IPEUMYIIECTBA U HEJOCTATKHU AJIEKTPOHHOTO JIOKYMEHTOO00pOTa
M0 CPABHEHHIO C OYMaKHBIM?

YacTs 2. [IpakTrueckoe 3agaHue.

1. Co3maiite oOpaser; OJAHOTO U3 CIEIYIONUX JTOKYMEHTOB: 3asBIICHUE,
JIOTOBOp, TPUKA3, OTYET.

2. Ybenutech, YTO JOKYMEHT OGMOPMIICH TPABWIBHO WU COOTBETCTBYET
CTaHJapTaM.

3. Beibepute oaHy oOpraHuzanyio (MOXHO HCIOJL30BaTh CBOK WU
TUMOTETUYECKYI0) U MPOAHAIM3UPYUTE €€ MpoIlecc JOKYMEHTO0OOopOoTa.
Onuiure:

Kak oprannzoBan 10KyMeHTOOOOPOT?

Kakne 1oKkyMeHTBI Yalie BCero UCIoab3yrTCs?

Kakue nmpo6iiemMmbl MOTYT BO3HHUKATh B Iipoliecce?

Yactp 3. TBopueckoe 3aJjaHuUE.

Ha ocHoBe Bamero anamusa mpolecca TOKyMEHTOOOOpOTa B BBIOpaHHOM
OpraHu3aluu, TPEAI0KUTe MUHUMYM TPH UJIeH 0 ero yiydiiennio. O6ocHyiTe
KaXXJ10€ MPEJI0KEHHE.

Tema 6. Xpanenune 1o0kymeHTOB B Aejaonpoussoacrse. OIIK-1.1. OIIK-2.1.
Yemuuwiu onpoc.

1. Uto BbI MOHMMAETE MO/ NOHATHEM "XpaHeHne JoOKyMeHTOB"? [louemy 310
BAXKHBIN aCIEKT JIEJIONPOU3BOJICTBA?

2. Kakue BuIbpI TOKyMEHTOB OOBIYHO XpaHATCS B OpraHu3anusax? Moxere iu
BbI IIPUBECTH NPUMEPHI?

3. Kakue cucreMbl XpaHeHUsT JOKYMEHTOB Bbl 3HaeTe? KakoBbl uX
MPEUMYLIECTBA U HEAOCTATKU?

4. Kak ocymectBnsiercs: kiaccuukanus 10KyMEHTOB B JIETIOTPOU3BOJICTBE?
[Touemy 310 BaskHO 111 9PPEKTUBHOTO XpaHEHUS?

5. Kakue ¢hakTopsl BIUSIOT Ha OMPEACIICHUE CPOKOB XPAaHEHUS TOKYMEHTORB?

KaxoBsI 0011€ mpaBuiia Mo CpoKaM XpaHESHUsI PA3IMYHBIX TUIIOB JOKYMEHTOB?

5.3. OIMH UM HECKOJIBKO TEMAaTUYECKHUX OJIOKOB AUCIUIUIMHBI 3aBEPIIAIOTCS
KOHTpoibHOM ToukoM (manmee — KT). Tekymmii KOHTpPOJIb yCHEBAEMOCTH IO
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TUCIUIUIMHE TIpeaycMaTpuBaeT He MeHee 2 (nByx) u He 6omnee 10 (mecstu) KT B
TEUYEHUE TIEPUOJIa OCBOCHUSI TUCIIUTLITUHBI.

MakcumalibHOE KOJIMYECTBO OayuioB 3a J00oil Tum pador B pamkax KT
cocrasisier 100 (cTo) 6awos.

Pacripenenenne BecoBeix kodddurmmento mo KT B pamkax TeKymiero
KOHTPOJISI yCTIEBAEMOCTH TI0 TUCITUTIIMHE ¥ (POPMYIIBI pacueTa:

HaumenoBanue MakcumanbHOe Koaddumnuent Beca PesynbTar
KOHTPOJIbHOM TOUYKH | KOJIMYECTBO OAJUIOB | KOHTPOJIBHOW TOUKH KOHTPOJIbHOM TOYKH,
3a paboTy B pamMKax YYaCTBYIOIIHI B
KT, xoTopoe Mmoxer dbopmMHupoBaHUU
Ha0paTh CTYJIEHT WTOTOBOM OAJIITEHOM

OLIEHKU T10 TUCIHUILIINHE
(oTpakaeTcs B )KypHaJe

BPC & CJI0)
KT 1 100 0,1 10
KT 2 100 0,1 10
KT 3 100 0,1 10
KT 4 100 0,1 10
KT 5 100 0,1 10
KT 6 100 0,1 10
Hroro: X 0,6 60

dopmyira pacyeTa pe3yiabTaTa KOHTPOJIbHOM TOUYKH:
PesynpraT KoHTpONBHON TOukM = KoymuecTBo OamioB 3a pabory B pamkax KT X
KoaddunmeHT Beca KOHTPOJILHON TOYKH.

5.4.®opMbI TEKYIIETO KOHTPOJISI ycrieBaeMocTu oOy4daroruxcs B pamkax KT u
THIIOBBIC OLICHOYHBIC MaTCPHAJIbI:
K-1.
Tema 1.
Joxnao.

K-2.
Tema 2.
Joxnao.

K-3.

Tema 3.
Yemmuuwiii onpoc.
K-4.

Tema 4.

Keric.

K-5.
Tema 5.
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Yemmuwiii onpoc.
Koumponvnas paboma.

K- 6.
Tema 6.
Yemuuwiui onpoc.

Jnst kaxaoi (opMbl TEKYLIErOo KOHTPOJIS yCHEBAEMOCTH OOY4YaroIIMXCS B
pamkax KT onpenenensl KpUTEPUM OLICHUBAHMS PE3YJIbTATOB BBIITOJIHEHUS 3adaHU.

1. Kpumepuu oyenusanus ycmrnoeo onpoca:
Kpurepun onenku JlnamnasoH Onucanue Kputepus
OaJIIOB
Cooeporcarue u 0-20 JlemanvHoe, nocnedosamenbrHoe
pacKkpvlmue memvl OnucaHue 8cex dIManos ¢ KOHKPEemHubLMu
(nonsmusi) npumepamu
I'pamomnocms 0-20 Cobnodenvl 6ce npasuia epamMmamuxiy,
U3NOHCEHUS opdoepachuu u nynkmyayuu
IIpumepnl, ux 0-20 Tounvie hopmynuposxu, ymecmuoe
000CHOBAHHOCMb UCNONB308AHUE MEPMUHOS,
(ucmopuuecxas, JIAKOHUYHOCHb
KVIbMYPHAs,
ropuoudeckas)
Jlocuka uznooicenus, 0-20 Yemrasn nocnedosamenbHOCMb
YyMeHue UBTOHCEHUS], T02UHECKUE CBAZU MeAHCOY
apeyMeHmupo8amn, yacmsamu mekcma, apeyMeHmol
omcmausams C8010 no0meepIHcOarom 8618000l
NO3UYUIO
Opuzunanbrocmo 0-20 Vuukanvuwviti nooxoo k meme,
HecmaHoapmHbvle peueHus,
UHHOBAYUOHHBLE UOeU, COOCMBEHHAS
no3uYUs asmopa
HToro MakcuMasbHO: 100
2. Kpumepuu oyenusanus ooxknaoa:
Kpurepun onenku Jlnanason Onmcanue Kputepus
OaJLJIOB
Cooepoicanue u JlemanvHoe, nociedosamenvroe
pacKkpvlmue memvl 0-20 OnucaHue 8cex 3Manos ¢ KOHKPEemHblMU
(nonsamus) npumepamu
I'pamomnocme 0-20 Cobat00eHbl 8ce npasuia epammamuri,
U3NOHCEHUS opghoepaguu u nynkmyayuu
Hanuuue 0-20 Eounwiii cmuns uznoostcenust, mounvie
NPAKMU4eCcKux GdopmyIuposKuU, ymecmHoe
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0bpazyos u

UCnoJib3o6arue mepmuHos,

npumepos JIAKOHUYHOCHb
Yémras nocredosamenbHOCMb
UBTIOJICEHUSL, T02UYECKUEe CBAZU MEHCOY
Haensionocmo yacmamu mekcma, apeymeHmol
(npezenmayusi) 0-20 noOmMeEepAHcOAom 8v1800bl.
UBT0JICEHUS IIpezenmayust cocmoum u3 He meree
10-12 cnatioos, cooepoicamenvha,
UHGDOPMAYUOHHA, UNTIOCMPANMUBHA
Opueunanvrocme YuuxanvHolii nooxoo k meme,
(Hauuue Keticos, 0-20 HeCcmanoapmmwie peulens,
pazbop npodeMHbIX UHHOBAYUOHHBLE UOeU, COOCMBEHHAS
cumyayuti) NO3UYUS ABMOopPa
HTtoro MakcumasibpHO: 100

3. Kpumepuu oyenueanus xeticos:

Kpurepun onenku JlnanazoH Onucanue Kputepus
0aJIJIoB
Cooepoicanue u 0-20 Jlemanvroe, nocredosamenvroe
packpvimue membl Onucanue 8cex 3mManos ¢ KOHKPemHviMU
(nonsimusi) npumepamu
I'pamomnocme 0-20 Cobodenvl 6ce npasuia epamMmamuxiy,
UBTIODICEHUS oppozepachuu u nynkmyayuu
Ipumepol, ux 0-20 Tounvie popmynuposxu, ymecmuoe
000CHOBAHHOCb UCNONB308AHUE MEPMUHOS,
(ucmopuueckas, JAKOHUYHOCb
KVIbMYpPHAs,
ropuoudeckas)
Jloeuka uznoorcenus, 0-20 Yémras nociedosamenbHoCmb
YMeHue U3NIOJACEHUS, T02UYECKUE CBA3U MEHCOY
apeymeHmuposamy, yacmsamu mekcma, apeyMeHmol
omcmausams Ce0k noomeepaHcOarom 6618000l
NO3UUUIO
Opuzunanbrocmo 0-20 Vuukanvuwoiti nooxoo x mewme,
HeCcmaHOapmHbvle peueHus,
UHHOBAYUOHHBLE UOeU, CODCMBEHHAS
no3uyus asmopa
HTtoro makcumanabHO: 100

4. Kpumepuu oyenusanus KOHmMpoJabHOU pabomol.

Kpurepun onenkn Jlnamna3oH Onuncanune xpurepus
0auioB
Cooepoicanue u 31-50 JlemanvHoe, nociedosamenvroe

packpvimue

onucauue xo0a peuleHul npumepa
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8bLOPAHHBIX NOHAMULL 16-30 llosepxnocmuoe onucanue xooa
peuiernutli npumepa
0-15 Touamus packpolmvt MUHUMATILHO UTU
He PACKDbINbl B0BCE
Jlocmoseprnocmu u 16-20 lIpeocmaenennas ungopmayust
aKmyaibHOCHb NOOMBEPHCOEHA CCOLIKAMU HA
uHgopmayuu UCTMOYHUKU
0-15 IIpeocmaenennas ungopmayusi
YACMUYHO NOOMBEPHCOCHA CCHLIKAMU
HA UCTNOYHUKU UTIU He NOOMBEPICOeHA
Konuuecmeso 30 Konuuwecmeo evinonnenuvix 3a0anuti om
BbINOIHEHHbIX 85% 0o 100%
3a0aHUl 15 Konuuwecmeo evinonnennvix 3a0anuti om
55% 0o 84%
0 Konuuecmeo eévinonnennwvix 3aoanuil
Mmenee 55%
HToro MmakcuMasbHO: 100
5.5. OnucaHue JOMOJHUTEIBHBIX MaTepHATIOB ©  000pyIOBaHUS,

HEOOXOIUMBIX JIJIS BBITIOJHECHHS IIPOBEPOUYHBIX 3aJJaHUM (npu HeobXxooumocmi).
Hem neooxooumocmu

6. @®opMbI IPOMEKYTOUYHOM ATTECTALMH, KPUTEPHUHU M IKAJIA OLlEHUBAHUS,
THIIOBbIE OLCHOYHbIE MATEPHAJIBI 110 JUCHUIJINHE

6.1. 3auér mpoBoauTcs B (opMe YCTHOIO OTBETa Ha BONpoOC Ousnera u
MUCBMEHHOTO MPAaKTUYECKOro 3aiaHus. B ciyyae npoBeaeHHs MPOMEXKYTOUHON
aTTecTalli B JUCTAaHIIMOHHOM peXuMe Hcrosb3yercs uargopma Moodle u

Teams.

6.2. TunoBbie OIIEHOYHBIE MaTEPHUAIIBI TPOMEKYTOUHON aTTECTALNU:

1. ITpenmer,

TumnoBbie BONPOCHI K 3a4eTy

Hsnoocume meopemuueckue 0CHO8bl NO OAHHOU meme U O0OOCHyUme
(apeymenmupytime u npooemMoHCmMpupyiime) céoe OmHouleHue K OaGHHOU meme
(Ha KOHKpemHOM npumepe):

COACPIKaHUC,

3ajJa4uu, 3HA4YCHUC KypcCa

«I[OKYMGHTE[HI/IOHHOG oOecrcueHue B TYPU3MC).

2. 3HauYCHUE JOKYMEHTOB,

AJOKYMCHTAaIM, JOCJIOIIPOU3BOACTBA B

OpraHu3alii KOMIUIEKCHOTO TYPUCTCKOTO OOCTY>KUBAHHUSI.

3. CoBpeMeHHOE JICIIONPOU3BOJACTBO P®d: cocTosHUe, MPOOIIEMBI,
MIEPCIICKTUBBl  Pa3BUTHS B YCIOBHSIX HWH(POPMAIMOHHBIX TEXHOJIOTUH W
AIIEKTPOHHOTO JOKYMEHTO00O0pOTA.
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4. HopmaruBHO-ipaBoBass W MeToJIuYeckas 0a3a COBPEMEHHOTO
JIeJIONPOU3BOCTBA: COCTaB, OCOOEHHOCTH, 3HaueHHe. OCHOBHBIE U3MEHEHUS B
3aKOHOJIATEIHHOM, HOPMATUBHO-IIPABOBOM M METOAMYECKOM PETYJIUPOBAHHUH
JIOKyMEHTUPOBAHUSI U OPTaHU3AIUU paOOTHI C JOKYMEHTAMH.

5. YHudunmpoBaHHbIE CUCTEMBI JOKyMeHTanuu. OOmepoccuiickue
KJIACCU(PUKATOPHI TEXHUKO-9KOHOMUYECKOHN U COIMATbHOM NH(OpMAaIIUK.

6. I'OCT P HCO 15489-1-2007 «Cucrema CTaHOApTOB IO
uHpopmanuy, OMOJIMOTEYHOMY M  HW3JATE€IbCKOMY JIedy. YIpaBJICHHE
nokymeHtamu. OOmme TpeOoBaHUS» KaK OCHOBA HOPMAaTHBHO-METOJUYECKOTO
oOecrieueHus: B 00JacTH yOpaBJieHUsS JOKYMEHTaMH Ha OCHOBE HOBBIX
UH(OPMAIMOHHBIX TEXHOJIOTHH.

7. OCHOBHBIE MPUHIUIIBIL, OCOOEHHOCTM M METOJbl OpraHu3aluu
3¢ (HEKTUBHOTO JEIOMPOU3BOICTBA.
8. OcHOBHBIE 3amayll ¥ (DYHKIMM CIY»KOBI JI€TOTPOU3BOJICTBA.

CekpeTaphb B CTpyKType yrpasiieHusi. OpraHu3aliioOHHbIE U JOKYMEHTAIlMOHHbIE
byHKIIUU ceKkpeTaps.

9. Ponp JOKyMEHTAlIMOHHOTO OO€CIEeYeHUs] B COBEPIICHCTBOBAHUU
YOPABJICHHUS] TPEINPUATHIMA W YUPSKISHUsAMH B cdepe Typusma. Bums
JEATeIbHOCTH 0  JOKYMEHTAaIlMOHHOMY  OOECIEUYEHUI0 B  TYpHU3ME.
CoBepllleHCTBOBAHUE JICTONPOU3BOICTBA B TypPUPMaxX.B YCIOBUSIX MPUMEHEHUS
HOBBIX MH(OPMAIIMOHHBIX TEXHOJOTHIA.

10.  JlokymeHTanMoHHOE obecrieueHue GopMHUpPOBaHUS, TPOJIBUKEHUS U
peanuzanuu TypPHPOIYKTA. JIOKyMEHTAIlIMOHHOE CONPOBOKJICHHE
TYpOINIEPATOPCKON U TYPareHTCKOU JIEATEIIbHOCTH.

11.  JoxymentupoBanue B [IpeBHepycckoMm rocynapcerse (IX —XV B.).

12.  XapakrepucTvka pa3BUTHS  JIEJIONPOM3BOJCTBA B  IEPUOJ
MPUKA3HOTO Jeonpous3BojacTBa. Opranmzaius paboThl C JOKYMEHTaMH B
MpUKa3ax.

13. XapakTepucTuka pa3BUTHS  JICJIONPOU3BOJICTBA B  IMEPHOJ]
KOJUIEKCKOTO JeNonpou3BojacTBa. OpraHuzanus padOThl ¢ JOKYMEHTaMH B
KOJUIETHSIX.

14. XapakrepucTvka pa3sBUTHS  JIE€JIONPOM3BOJACTBA B  IEPUOL
MUHHUCTEPCKOTO JeN0oNnpon3BoacTBa. Opranuzanus paboThl ¢ JOKYMEHTAaMHU B
MUHHCTEPCTBAX.

15. CranoBnenue coBeTckoro aenonpousBoactsa. Biusnue HOYT Ha
pazBurtue aeiaonpousBoacTsa B 1920-1930-¢ rr.

16. IIpoGnembl COBEPIIEHCTBOBAHUS JAEIOMPOn3BoaAcTBa B 1950-1980-x
IT.

17.  CooTHollieHUE MOHATUN «HH(DOpMAIUS» U «IOKyMEeHT». Pa3Burtue
MOHATHUS «JIOKYMEHT.

18. IlpeumymiectBa W HENOCTAaTKM OyMaXHbIX M  3JIEKTPOHHBIX
JIOKYMEHTOB.

19. CnocoObl u cpesicTBa JOKYMEHTUPOBAHUS
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20. @yHKUUM TOKYMEHTA.

21. Kunaccuduxkarus JOKyMEHTOB 110 TPU3HAKAM.

22. VYuudukanus u CTaHAApTU3AIMIS JOKYMEHTOB.

23.  PexBusur nokymeHTta. CocTaB peKBU3UTOB JIOKYMEHTOB, IIpaBUia UX
odopMIIeHUS.

24.  TpeboBanus k coctaBieHuio u opopmienuto qokymentos. ['OCT P
6.30-2003 «I'ocynapcTBeHHbIil cTangapt P®. YHuPUUUpPOBaHHBIE CHCTEMBI
JIOKyMEHTAIUH. VYHudunupoBanHas cucrema OpraHu3alUOHHO-
pacnopsaIuTeabHON JoKyMeHTaluu. TpeboBaHusi K 0POPMIIEHUIO IOKYMEHTOBY» U
cdephl ero NpUMEHEHUSI.

25. Ilonstue  «opugdyeckas cujga  JIOKyMEHTa». PeKBHU3UTHI,
OTIPEJICIISIIONINE IOPUANUECKYIO CHITY TOKYMEHTA.

26. XapakrepucTuka OnaHka JOKyMeHTa. Buabl G1aHKOB, mpaBuia uX
coctapyienust 1 opopmiierus. O6s13aTebHbIE BB OJIAHKOB, PEKOMEH/I0BAHHbBIE
I'OCTom P 6.30-2003.

27. TpebGoBanus K TekCcTy moKymMeHTa. CrnocoObl TPeaCTaBICHUS
CBEJICHUU B JOKYMEHTAX.

28.  Ocobennoctr 0GUITUATHEHO-IETIOBOTO CTHJIS.

29. JIoKyMEHTHMpPOBAHHE YNPABICHUYECKOMN eATeNbHOCTH. CocTaBineHue
JOKYMEHTOB MO pPa3jM4HbIM AacCMeKTaM yIpaBieHUs. Buabl ynpaBieHUECKUX
JIOKyMEHTOB COBPEMEHHOW OpraHU3aLIMH.

30. OcoOeHHOCTHM [IOKYMEHTHPOBaHUSI B JIOTOBOPHOW MPAKTHUKE,
OpraHu3allyy U TUIAaHUPOBAHUU TYPUCTCKOU NIEATETbHOCTH.

31. Kowmrieke opraHu3alMoOHHBIX JOKYMEHTOB, €ro coctaB. [IpaBuiia
COCTaBJICHUS U O(hOPMIICHHUS.

32. PacnopsiiuTtenbHble JOKYMEHThI. TpeOoBaHUS K UX COCTABJICHUIO U
oopmiienuto. CTaguu MOArOTOBKH PaCHOPSAUTEIbHBIX TOKYMEHTOB.

33. HHdopmannoHHO-CIIpaBOYHBIE JOKYMEHTHI, UX BUJbI U Ha3HAUCHHUE.

34. Knaccudukarus nuceM (1o QyHKITMOHATIEHOMY MPU3HAKY ).

35. Buapl 1OKyMEHTOB IO JUYHOMY COCTaBY, UX O(POPMIICHHE.

36. TpeGoBaHusi K OpraHu3alUM AEIOMPOU3BOACTBA MO OOpaIIEHUSIM
rpaxxaaH.

37. OOmas xapakTepUCTHUKa OpPraHU3allMOHHOW, OpraHU3aIlMOHHO-
paBOBOM M  MPOU3BOACTBEHHON JOKyMeHTauuu Typdupmbl. Ilpasuna
oopMIIeHUSI JTOKYMEHTOB, HCIOJb3yIOIMXCs TyphupMolt mpu padbore ¢
napTHepaMu, KJIMEHTaMu, Mpu oQOpMIEHUH Typa, IPU COCTABICHUU MaplIpyTa
NyTemecTBUsl U AKCKypcur. OCOOEHHOCTH TMOATOTOBKU HHGOPMAIIMOHHBIX
MaTepHaJIoB ISl TOTPEOUTEIEH.

38. IlousTtue «JIOKYMEHTOO00POTY. [IpaBuiia OpraHu3anuu
JOKYMEHTOO0OpOTa U €ro XapakTepucTtuka J[oKyMeHTOOOOpOT TypHUCTCKOTO
NPEANPUATHSL.

39. Tlopsinok aBmxeHus u 00pabOTKH MOCTYMAIOMINUX TOKYMEHTOB.

40. Tlopsinok IBUKEHUSA U 0OpAaOOTKHU OTIPABISEMBIX TOKYMEHTOB.

41. Tlopsinok nBUKEHUSA U 00paOOTKU BHYTPEHHHUX JOKYMEHTOB.
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42. Tlpouecc perucTpanuu U UHACKCUPOBAHUS JOKYMEHTOB. CroCOOBI
perucTpaiuu J0KyMeHToB. Perucrparmonnsie OpMBbI.

43. OpraHuzauyss KOHTPOJSL MCIHOJHEHUS JOKYMEHTOB. 3ajauu,
OCHOBHOE€ COJIEp)KaHUE, 3HaUEHHE. TEeKyLNi U UTOTOBBIM KOHTPOJIb UCHIOJIHEHUS
JIOKyMEHTOB.

44.  OpraHu3anys ONEPATUBHOIO XPaHEHUS TOKYMEHTOB.

45. Howmenknatypa e, ee BUJIbl 1 HA3HAUYCHUE.

46. TpeOoBaHHA K COCTABJIECHUIO U O()OPMIICHUIO HOMEHKIATYPBI €.

47.  IlpuHuunsl GopMUpOBaHUS AEII.

48. IloHsATHE «IEHHOCTH TOKYMEHTOBY. 3a/1aud U MOPSAIOK IIPOBEICHUS
DKCHEPTU3bl LEHHOCTH JOKYMEHTOB. I[IpHMHIMIIBI M KPUTEPUH IPOBEIACHUS
AKCHEPTU3bI HEHHOCTU JOKYMEHTOB.

49. Tlopsnok odhopmiienus nen. [loaHoe u yacTuaHOE 0opMIIEHUE L.
CocraBnenue u opopMIeHUE ONMUCEH Je.

50. Opranuzanus XpaHeHUsT JOKYMEHTOB, HOMEHKJIaTypa Jel
TypucTCKOro mnpeanpusatusa. KOMIUIEKCHBIM MOAXOJ K CHUCTEME 3allUThI
uH(OpMAITMU, XpaHEHUS W APXUBHUPOBAHUS B JCATEIHHOCTH TPEATPUITHIA
TypU3Ma.

Tunosblie NPAKTUYCCKHUE 3aJaHUA:

Tema 1. UcTopusi pa3sBuTHS JA€JIONPOU3BOACTBA.
3aganue 1. CpaBHUTE CUCTEMY JIEIONPOU3BOJICTBA B JIBYX Pa3HBIX UCTOPUUECKUX
nepuoaax (HampuMmep, 10 U TOCJE€ BBEJAEHUS KOMIBIOTEPHBIX TEXHOJOTHUN).
[ToaroroBbTe NpE3EHTAIMIO, B KOTOPOM OTpa3uTe pasziuuvs M CXOJICTBA B
MOJIX0/1aX K JIEJONPOU3BOJICTBY, & TAKKE UX BIHUSHUE HA 3(P(HEKTUBHOCTH PaOOTHI
OpraHU3aIUu.
3aganue 2. IIpoBenutre HUHTEPBBIO ¢ PAOOTHUKOM, 3aHUMAIOIIUMCS
JIEJIONPOU3BOACTBOM  (HampuMep, CeKpeTapeM, OQuC-MEHEHKEPOM WM
CHEIUAINCTOM 10 JOKYyMEeHTooOopoTty). [loaroroBpTe BOMPOCHI O TOM, Kak
M3MEHHWJIOCH JIEIOMPOU3BOJICTBO 32 BpeMsl ero/ee paboThl U KaKue TEXHOJOTUU
OBLITM BHEJPEHBI.
Tema 2. HopmaTuBHO-IpaBOBasi 1 MeTOAUYECKAas 0a3a /1eJI0NPOU3BOICTBA,
AOKYMEHTAIHOHHOI'0 odecneueHmst yIpaBJIeHUA 1OY).
/leJIONPOU3BOACTBEHHAS CJIY:KOA.
3aganue 1. Haiiaute W u3ydyuTe OCHOBHBIE HOPMATHUBHBIE JIOKYMEHTHI,
peryJIMpyIoiye JAeJIONPOU3BOJICTBO B Balled cTpaHe (HampuMep, 3aKOHBI,
MOCTAaHOBJICHUsI, UHCTpYKLUHK ). Hanmumure kpaTkuii 0630p (1-2 cTpaHulibl) 0 TOM,
KaK d3TH JOKYMEHTHl BJMSIOT Ha OpraHu3aluio JEJIONPOU3BOJICTBA U
JIOKYMEHTAIIMOHHOTO 00€CTIeYeHUs yIIpaBICHUS.
3amanue 2. [IpoaHanu3upyite CUCTEMY ITOKYMEHTAIMOHHOIO OOecrnedeHus
yopaBieHus B Bamiedl opranuzanuu. [lonroroBere otuer (3-4 cTpaHUIlbI) C
PEKOMEHAAIUSAMH TI0 YJIYYIIEHUIO MPOLECCOB JAEIONPOU3BOJICTBA HA OCHOBE
BBISIBIIEHHBIX MTPOOJIEM U HETOCTATKOB.
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Tema 3. JlokymeHT. JlokyMeHTHpOBaHME OPraHM3alUOHHO-
PACNOPSAAUTEIbHOM AeATeJIbHOCTH.

3amanue 1. Hccnepyiite pasnMuYHbBIE THIIBI JIOKYMEHTOB, MCIOJIb3YEMBIX B
OpraHU3allOHHO-PACIIOPSIUTEIBHON  IEATEIBHOCTH  (HalpuMep, MpHUKa3bl,
pacropsikeHus, MPOTOKOJIbl 3acefaHuid). IloaroroBbre Tabmuily, B KOTOpPOii
YKa)KUTE: Ha3BaHUE JOKYMEHTa - LIEJIM U 3a/Ja4yd - OCHOBHBIE PEKBU3UTHI -
NopAI0K 0(OPMIICHUS U XPAHEHHUS.

3ananue 2. Ha ocHOBE cuTyalMu B Balllell OpraHU3alMM pa3padoTailTe MpoeKT
npuKasza (HampuMmep, O Ha3HAYEHHM OTBETCTBEHHOIO JIMIA, 00 YTBEPKIECHUU
MOJIOKEHUS WK 00 U3MEHEHUH OpraHU3allMOHHON CTPYKTYpbl). Y O0enuTech, 4To
JIOKYMEHT COOTBETCTBYET BCEM TPEOOBAHUSM, YCTAHOBJICHHBIM HOPMATHUBHBIMU
aKTaMHU.

Tema 4. Oco0enHoctu HMHGPOPMANMOHHO-CIIPABOYHBIX [IOKYMEHTOB.
Opranusanus padoThI ¢ JOKYMEHTAMH 110 THYHOMY COCTaBY. /lOKyMeHTBI IO
oOpaleHnsiM rpakaaH.

3anmanue 1. U3yuute nporecc paboOThl ¢ TOKyMEHTaMHU 10 JIMYHOMY COCTaBY B
Bamiell opranmzanuu. Pazpabotaiite anropuTMm (IONIATOBYI0 HWHCTPYKIIHIO)
00pabOTKH JOKYMEHTOB IO JIMYHOMY COCTaBy (Hampumep, IMpueM Ha paborty,
oopMIIEHHE YBOJIBHEHUS ), BKIIFOUAsi BCE HEOOXOAUMBIE 3TAIbl 1 OTBETCTBEHHBIX
JULL.

3amanue 2. PaspaboraiiTe mpocTyro Tabnuily wid 0a3y HaHHBIX IS ydyera
oOpamienuii Tpaxaan (MoxHO wucnoib3oBaTh Excel wimm Google Sheets).
OmnpenenuTe KItOYeBbIE MO Ui 3anucu (Hampumep, aara obopaimenus, GO
3asiBUTEINSI, COJAepKaHue oOpalleHusi, cTaryc oOpabOTKH) W 3aloJIHUTE €€
HECKOJBKUMH MPUMEPAMHU.

Tema 5. lokymMeHTO000POT.

3amanne 1. Omnpenenute kimoueBble mokazatenu 3¢dexkruBHocTr (KPI) mms
OLIEHKH paboThl CHCTEMbI JOKYMEHTOOOOpOTa B Balledl OpraHU3aliHy.
[ToAroToBBTE METOAMKY COOpA JAHHBIX M AHAJIW3A 3TUX MOKa3aTesen.

3amanue 2. BrlOepuTe KOHKPETHBIH MpoIecC JOKyMEHTOOOOpOoTa B Ballei
OpraHu3aldyd U MPUMEHUTE HA MPAKTHKE MPEIOKEHHBIE BAMU YIyULICHUS WU
n3MeHeHus. [1oAroToBbTe OTYET O pe3yjbTaTax BHEAPEHUS W3MEHEHUN U HUX
BIUSHUU HA 3 (HEKTUBHOCTH pabOTHI.

Tema 6. XpaHeHne JOKYMEHTOB B J1€JIONPOU3BOACTBE.

3ananue 1. Pazpaboraiite mabsoHbl Uil yyeTa JOKYMEHTOB (HapuMep, KypHal
y4eTa BXOJSIIUX/UCXOIAIIUX TOKYMEHTOB, PEeCTp apXUBHBIX jaei). O0ocHyiiTe
BBIOOD CTPYKTYPBI U COJIEPKaHUS KaXKJ0ro 11a0I0Ha.

3amanne 2. Ompenenurte KiatoueBble mnokazatenu 3¢dexkruBHoctr (KPI) mms
OLIEHKH pabOThl CUCTEMbl XpaHEHHUS JOKYMEHTOB B Ballleld OpraHU3aliy.
[TonroroBpTe METOAMKY COOpa NaHHBIX M aHAJIN3a ATUX OKa3aTeeH.

Tunosbie MpPOBEPOYHLIC 3aJaHUA AJA CAMOIMOATOTOBKHA oﬁyqammerocsl K
HpOMeH(yTOqHOﬁ arTrecranmm:
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Tun 3aganus

CLIeHapI/II/I BBITIOJTHCHU S

TunoBsle 3agaHus

3amanne  3aKPBHITOTO
TMIIA C  BBIOOpOM
OJIHOTO TIPAaBHILHOTO
OTBETa M3 HECKOJIBKUX
BapUaHTOB
MPETIOKEHHBIX

l. BaumaTensHO NOpOYMUTATh
TEKCT 3aJlaHUs U TOHATh, YTO
B KaUeCTBE OTBETA OKUIAETCA
TOJIBKO OJIMH u3
NPEI0KEHHBIX BAPUAHTOB.

2. BHUMarenbHO MPOYHUTATh
NpeUIOKEHHbIE  BapHUaHTHI
OTBETA.

3. BoiOpath 0AMH BepHBI
OTBET.

4. 3anucatb TOJBKO HOMEP
(v OyKBY) BBIOpAaHHOTO
BapHaHTa OTBeTa (Hampumep,
3 unu B).

Kakoe u3 CHEAYIOIIUX COOBITHI
CUMTAETCS BAXKHBIM JTAIlOM B Pa3BUTHH
nenonpoun3BocTBa B Poccun?

A) BBeaenue nucbMeHHOCTH Ha Pycu

B) IIpunsitne VYcraBa 0
JeI0npou3BoACTBe B 1863 rony

C) Coznanue nepBBIX KOMIIBIOTEPHBIX
CUCTEM JUIsl ydeTa JOKYMEHTOB B 1980-x
rojax

D) 3amyck WHTEpHET-TEXHOJOTUH MAJif
ynpasieHuss AokymeHtamu B 2000-x
rojax.

3amanue
KOMOWHHPOBAHHOTO
TANIa C  BBIOOpPOM
OJIHOTO TPaBUILHOTO
OTBeTa u3
MPEIOKEHHBIX u
000CHOBaHHEM
BbIOOpa

|.BHUMaTETbHO  MPOYHUTATH
TEKCT 3aJlaHUsl U TOHATh, YTO
B KaUeCTBE OTBETA OKUAETCA
TOJIBKO OJIH u3
IPEI0KEHHBIX BAPUAHTOB.
2. BHHUMaTelbHO NPOYUTATH
NpEUIOKEHHBIE  BapHUaHTHI
OTBETA.

3. BwiOpaTh OauH BepHBII
OTBET.

4. 3anucarth TOJBKO HOMED
(umn OyKBY) BBIOpAaHHOTO
BapHaHTa OTBETA.

5. 3anmcarb  apryMeHTHI,
000CHOBBIBAIOIIINC BBIOOD
orBeTa (Hampumep, 4 TEKCT
000CHOBAHUA).

Kakoii w3 crenyrommx JOKYMEHTOB
SIBJSIETCSL ~ OCHOBHBIM  HOPMaTHBHO-
IPAaBOBBIM  aKTOM,  PEryJIHpYyIOIIUM
JI€TIONPOU3BOJICTBO U JOKYMEHTAIMOHHOE
obecrieuenue ympasieHus: B Poccuiickoit
Oenepauun?

A) ®enepanbnblii 3ak0H "OO0 apXHWBHOM
neine B Poccuiickoit @enepanun”

B) 'OCT P 51141-98
" JIOKyMEHTAIlHOHHOE obecrnieueHue
ynpasierus. Oomue TpedboBanms"

C) Ilocranosnenue IlpaBurenscrBa PO
"O nopszKe BeIeHUs AeJIONpPOr3BOACTBA"
D) Ilpuka3z Munucrepcrsa KyapTypsl PO
"OO yTBEp)KICHHH THIIOBBIX HOPM
BPEMEHH Ha BBINOJHEHHE paboT 1o
JIETIONPOU3BOJICTBY .

3amaHue  OTKPBITOTO
THIIa C Pa3BEPHYTHIM
OTBETOM

1. BHuMaTenbHO MNPOYMUTATH
TEKCT 3aJaHUs U MOHATH CYTh
BOIIpOCA.

2. [Iponymars
MOJIHOTY OTBETA.
3. 3anucaTh OTBET, UCTIOIB3YSI

JOTUKY U

YCTKUC KOMITAKTHBIC
(bOpMYITUPOBKH.
4.B ciydae  pacueTHOU

3aga4u, 3anucaTtb pCIICHUC U
OTBET

Jenonpon3BoiCTBEHHAS ciyxoa:
GbyHKINUH, 321291 ¥ 3HaYCHUE.

Brenenue.

Jemonpon3BoicTBEHHAS ciyx0a

ABJIICTCA BaXHBIM 3JICMCHTOM CHCTCMBI

ynpaBieHuss B opraHm3amusax. OHa
OTBEYaeT 3a OpraHU3aIHIo
JIOKyMEHTOO00O0POTAa, YTO BKIIFOYAET B cEOs
CO3/laHMe, PpEerHcTpanuio, o0paboTKy,
XpaHCHHE W YHUYTOXXCHUE JOKYMEHTOB.
DddexTuBHasT paborta
JIeITOTIPON3BOACTBEHHON CITYKOBI
CIocoOCTBYET MOBBIIICHUIO
POU3BOIUTEITLHOCTH Tpyaa,

YIy4YIICHUIO0 UH()OPMAIIMOHHOTO OOMeHa
U CHIDKCHHIO PpHUCKOB TMOTepU WIH
UCKa)KEHUS TAaHHBIX.

OcHOBHBIE byHKIMHA
JIeTTOTIPON3BOICTBEHHOM CITY>KOBI:

1. Opranuzamys  JOKyMEHTOO0OpOTa:
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JIeNIOTIPOU3BOICTBEHHAS ciyx6a
pa3pabaTbIBaeT W BHEIPSIET PETJIAMEHTHI
no paboTe C JTIOKyMEHTaMH, OIpeJeseT
MOPSIIOK MX CO3JIaHUsl, PErHCTpaluu U
00paboTKH.

2. Peructpanus U y4er JOKyMEHTOB: BCE
BXOSIIME U MCXOJAIINE JIOKYMEHTHI
JOJDKHBI ~ OBITH  3apETUCTPUPOBAHBI B
CHELMAIBbHOM KypPHaJe WU 3JIeKTPOHHOU
CHCTEME, YTO TO3BOJISIET OTCICIKUBATH HX
JIBIDKEHUE.

3. XpaHeHHe JOKYMEHTOB: CIyxk0a
OTBEYAaeT 3a MPaBUIbHOE XpaHEHHE
JIOKYMEHTOB, KaKk B OyMa)KHOM, TaK W B
JJIEKTPOHHOM  BHJEe, oOecneunBas UX
JOCTYITHOCTB ¥ O€3011acCHOCTb.

4. OOpaboTka W  pacmpeiencHHue
UHQOPMALIMU:  JIETONPON3BOJICTBCHHAS
ciy:xb6a obecreunBaeT CBOEBPEMEHHOE
pacmpenenieHue  JIOKyMEHTOB — MEXKIy
CTPYKTYPHBIMHM  TOApa3feiICHUAMU U
COTPYAHUKAMHU.

5. CocraBieHue OTYETHOCTHU: CIyX0a
dopMupyeT  pasmUYHBIE  OTYETHI O
JOKYMEHTOO0OpOTEe,  YTO  MO3BOJSET
aHAIN3UPOBaTh 3PPEKTUBHOCTH PAOOTHI
OpraHu3aIHH.

6. Kontponp 3a coOmtofieHMEM HOPM U

CTaHJapTOB: JIeNIONPOU3BOICTBEHHAs
cayk6a  ciemdt 3a  COONMIOJeHUEM
3aKOHOJATEIbCTBA U BHYTPEHHUX
pErIaMeHTOB, KaCaroIIuXCs
JIOKYMEHTO0000pOoTa.

3amaun 1eNONpPOU3BOICTBEHHOM CITYKOBI:
OOecnieueHue e€AMHCTBA IMOJAXOJOB K
BEJICHUIO JIOKYMCHTAIIHH.

OOyuenue COTPYAHUKOB OCHOBaM
JIeTIONPOU3BOICTBA.

Buenpenue COBPEMEHHBIX
UHQOPMALMOHHBIX  TEXHOJIOTHUH  JIst
aBTOMaTH3alMU POIIECCOB.

[IpoBenenune ayamra JOKyMEHTOOOOpPOTa
JUIs  BBIBJIGHUS  HEJAOCTaTKOB U
ONTHUMHU3ALUU PaOOTHI.

3HayeHue JIeNIOTIPOU3BOACTBEHHON
CITYKOBI.

Jlenonpou3BoACTBEHHas ciay*0a urpaer
KIIOUYEBYI0  POJb B OOeCIleYeHUu
IpO3pavyHOCTH U 3((HEKTUBHOCTH pabOTHI
opranusanuu. OHa ciocoOCTBYET:
YIOPOLIEHUIO J0CTyna K HH(pOpMaIu
(mpaBumIIbHAS OpraHu3aIus
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JOKyMEHTOO00pOTa MO3BOJISIET OBICTPO
HaXOAWTh HEOOXOJUMBbIE JIOKYMEHTHI),

CHIDKGHHIO  puckoB  (3ddexTuBHOE
yTpaBJIeHUE JIOKYMEHTaMHU
MUHMMHU3UPYET BEPOSTHOCTb  IOTEpHU
BaXHON MH(POPMALMU U CHWKAET PUCKU
IOPUINYECKUX HOCJIECTBHIA),
ONTUMHU3AIIMM  pabouyux  MIPOLECCOB
(aBTOMaTH3ALIMS JOKYMEHT0000poTa
MO3BOJISIET ~ COKPATUTh  BpeMs  Ha
BBIMIOJITHEHHE  PYTHUHHBIX  OMEpaIuii,

OCBOOOXIasi COTPYIHUKOB g Oojee
NPOITYKTUBHOM paboThI).

3aKiroueHue.

Jlenonpon3BoACTBEHHAS ciyx0a
SBJISICTCSI HEOTHEMJIEMOM YacThIO JIIOOOH

OpraHu3aIui, CHOCOOCTBYIOLIEH
YIOPSIOYCHHIO  JIOKyMEHTO000pOoTa M|
MOBBIIIICHUIO  00mIel 3P PEeKTUBHOCTH

yrpasiieHUs. B yCI0BUAX COBPEMEHHOTO
Ou3Heca, TIE€ CKOPOCTb M TOYHOCTb
WH(OpPMAIIMU UTPAIOT PEIIAIOIIYI0 POJIb,
3HAYUMOCTb  3TOM  CIIy’)KOBI ~ TOJBKO
Bo3pacraeT. lHBecTupoBaHue B pa3BUTHE
JEIONPOU3BOJACTBEHHON  CIYKOBI U

BHEJPEHUE HOBBIX TEXHOJIOTUH — 3TO
mar K YCIICIIHOMY Oynyiemy
OpraHu3aIMH.
3amanve  3akpeiToro | 1. BHUMarenpHO MNpoOYUTATH | Y CTAaHOBUTE COOTBETCTBUE MEKY
THIA HA YCTAHOBJICHHE | TEKCT 3aJIaHUS U MOHSThH, YTO | TEPMHUHAMU U UX OMPEACICHUSIMM.
COOTBETCTBHSA B KauyecTBe oTBeTa | TepMuUHBL:
0’KMAAI0TCS napsel 25ieMeHToB. | 1. [Tpukas

2. BHuMartenanHO MpoOYnTaTh

o0a cHoucka: CIOHCOK 1 —
BOTIPOCHI, YTBEPKICHUSI,
(baKTI)I, IIOHATHUA U T.A.,

CIUCOK 2 — YTBEPKICHHS,

CBOICTBA OOBLEKTOB U T.J.

3. ComocTtaBUTh 3JIEMEHTHI
cnucka | ¢ anemeHTamMu
cnMcka 2, cpopMHpOBaTh
napbl 3JIEMEHTOB.

4. 3anmucarth nonapHo OyKBBI U
mudpsl (B 3aBUCUMOCTH OT
3aJaHMs) BapUaHTOB OTBETa
(manpumep, Al unu b4).

2. IIpoTokon

3. Pacniopsikenne

4. NHCcTpyKuIuA

5. IlonoxeHnue.

Onpenenenus:

A. JlokyMmeHT, QuUKCHUpYIOLIUH XOI |
pe3ynbTaThl OOCYXKACHHUS HA 3acelaHuu
WIM BCTpPEYE, a TaKXKe MPUHUMAEMBIE
peuieHusl.

B. HopmaruBHbBI akT, coaepKamui
npaBuida M MOPSAOK  BBINOJIHEHUS
ONPEAEIICHHBIX TEUCTBUIA B OPTaHU3AIUH.

C. OdunmanbHbIi JIOKYMEHT,
W3aBaeMBIi PYKOBOUTEIIEM JUIST
pelleHuss KOHKPETHOW 3aJadydl WU
BOTIpOCA.

D. JIokyMeHT, KOTOpbI yCTaHaBIUBAET
00s3aHHOCTM U TMpaBa pPaOOTHHUKOB, a
TAaKKE€  OpPraHU3alMOHHBIE  ACIEKThI
paboTHI OIpa3IeTICHUSI.
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E. JIokymMeHT, coneprKalnuii yKa3aHus 1o
BBITIOJITHEHHUIO OMNPEACIICHHBIX MPOLEIYP
WA NEUCTBUN.

3amanne  3akpeiToro | 1. BHMMaTenbHO mpodYMTaTh

TUNIA C  BBIOOPOM | TEKCT 3a/IaHUS U TIOHATH, YTO
HECKOJIBKHX B KaueCTBE OTBETA OKUIAETCS
MPAaBWIbHBIX OTBETOB | HECKOJIBKO MPaBUJIBHBIX
3 HECKOJIBKHUX | OTBETOB M3 MPEII0KEHHBIX
BAPUAHTOB BAPUAHTOB.
NPEIOKEHHBIX 2. BHUMaTEIbHO MPOYUTATH
MPENJI0KEHHBIE BAPUAHTHI
OTBETA.
3. Bri6path HECKOJILKO

MPaBUIBLHBIX OTBETOB.

4. 3anucath TOJNBKO HOMeEpa
(umm  OykBBI) BBIOpAHHOIO
BapHaHTa OTBeTa (Hampumep,
l4wm AT).

1. Kakue mOKYMEHTBI OTHOCATCA K
JMYHOMY COCTaBy COTPYIHUKOB
OpraHu3aIuu?

(BBIOCpUTE BCE MPaBUIIbHBIE BAPUAHTHI)
A. Tpynosoii forosop

B. Ilpuka3 o npueme Ha paboTy

C. [IpoTokoin cobpaHus akKIIMOHEPOB

D. JIuunas kaprouka pabotHuka (popma
T-2)

E. Otuer o BbINONIHEHNH TUIAHA.

2. KakoBbl OCHOBHBIE 3Tambl PabOTHI C
JOKYMEHTaMHU T10 JIMYHOMY COCTaBy?
(BpIOEpUTE BCE MPABUIILHBIE BAPUAHTHI)
A. Coop u odopMIeHHE TOKYMEHTOB

B. XpaHeHne TOKyMEHTOB B apXHUBE

C. [IlpoBenenue cobecenoBaHU €
KaHJUAaTaMu

D. Perucrparus u y4er JOKYMEHTOB

E. [IpoBenenue WHBEHTApU3aALNN
000py10BaHUSI.

3. Kakue u3 mepeducieHHbIX IeUCTBUN
SIBIIIOTCS 00s13aTeIbHBIMU pu
O(QOpPMIIEHHH [TIOKYMEHTOB IO JHUYHOMY
coCTaBy?

(BpIOEpUTE BCE MPAaBUIILHBIE BAPUAHTHI)
A. ITloanucanue TpyAOBOro JOroBopa
00enMu CTOpOHaMu

B. Benenue nu4HbIX 1€ COTPYAHUKOB

C. OdopmiieHre MEAUITMTHCKOMN CIIPABKHU O
COCTOSIHUH 370POBbsI

D. IlpoBenenne oOy4deHUsI TIO TEXHHKE
6e30macHOCTH

E. YBegomiieHue HaJIOrOBBIX OPraHOB O
npueMe Ha padoTy.

6.3. Kpurepuu u mikana oueHuBanus Ha ocHoBe bPC

Kpumepuu u bannenas wikana onpedensiromes npenooasameinem

00CMAamo4Ho 21Y60KO 0OCMbICAUBAET OUCYUNTUHY,
CAMOCMOSIMENLHO, U UCHEPNbIBAIOWe omeeyaem Ha

omeem Ha NOCMAGIeHHbII 80NPOC, 20€e OH NPOOEMOHCIPUPOBAIL
3HAHUs npeomema 6 NOJIHOM 0bvbeme Y4eOHOL NPOSPaAMMbl,

KPUTEPMUN OLIEHMBAHM A PE3VIJIbTAT B
BAJIJTIAX
Jlan noamwiil, 8 102utecKkol nOC1e008ameIbHOCMU PA36EePHY bl 40
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OONONIHUMENbHBLE BONPOCHL, NPUBOOUM COOCMBEHHBLE NPUMEPDL NO
npoobremamuxe NOCMABLeHHO20 BONPOCA, PEUUT NPEOTOHNCEHHble
npakmuieckue 3a0anus 6e3 ouubdox

Jlan pazseprymulii omeem Ha NOCMABLEHHBII 8ONPOC, 20€ CNYOeHM
O0eMOHCmpupyem 3Hanus, npuodpemenHovle Ha NTeKYUOHHBIX U
CEMUHAPCKUX 3AHAMUSX, A MAKJHCe NOJIYYEHHble NOCPEeOCMBOM
u3yyeHus 003amenbHbIX YYeOHbIX Mamepuaios no Kypcy, oaem
apeymMenmupo8antbvle OMEempl, NPUSOOUM NPUMEDDL, 8 OMEeme
npucymcmaeyem c80000H0e 811a0eHUe MOHOIOSUYECKOU peubio,
JA02UYHOCMb U nociedosamenvrHocms omeema. OOHaKo
oonyckaemcs Hemo4Hocms 8 omeeme. Pewun npeonoocennuvle
npakmuyeckue 3a0anus ¢ HebOIbUUMU HeMOYHOCMSIMU.

30-39

an omeem, ceudemenbcmeyowuii 8 OCHOBHOM O 3HAHUU
npoyeccos uzy4aemol OUCYUNIUHbBL, OMAUYATOWUTICS
He00CmAamoyHou 21yOUHOU U NOTHOMOU PACKPLIMUS MEeMblL,
3HAHUEM OCHOBHBIX 80NPOCO8 Meopul, c1abo chopmMuUpo8aHHbIMU
HABLIKAMU AHAU3A AGNEeHULL, NPOYECCO8, HEOOCMAMOYHbIM
YMeHUueM 0asamv apeyMeHMUposanHvle Omeemsl U NPU8OOUMb
npumepsvl, HeOOCMaAMOYHO C80DOOHBIM 811A0EHUEM MOHOLOUYECKOT
peubio, I02UYHOCbIO U NOCIe008AMENIbHOCIbIO OMEemda.
Lonyckaemcs HecKOIbKO OUUOOK 68 cOOepacanuy omeema u
peutenuy NPaKmu4ecKux 3a0aHull.

20-29

an omeem, komopulii cooepaicum psao cepbe3nvlx HemouHoCcmel,
0OHapyIHCUBAIOWULL HE3HAHUE NPOYECCO8 U3YYAeMOLL NPEOMEMHO
obnacmu, OMAUYAIOWUIICS He2lyOOKUM PACKPbIMUEeM membl,
He3HaHuem OCHOBHBIX 80NPOCO8 MeopuU, HeCqhHoOpMUpoOBaHHbIMU
HABbIKAMU AHANU3A AGNEHUL, NPOYEeCcCo8, HeyMeHUeM 0a8amb
apeymMeHmupo8aHHvle Omeemsl, clabdbiM 61a0eHuem
MOHONI02UYECKOU peublo, OMCYMCmeuem 102U4HOCIU U
nocnedosamenvHocmu. Bolieoow nosepxnocmmol. Pewenue
NPAKMu4ecKux 3a0aHull He 8bINOJIHEHO, m.e. CMYOeHm He ChOCOOeH
omeemums Ha 80NPOCHL 0ANCe NPU OONOIHUMENLHBIX HABOOAUUX
80NPOCAX NPenooasamels.

6.4. Omnucanue JONOJHUTEIbHBIX MaTEpUaIOB

u  obOopyoBaHUS,

HEO0OXOIMMBIX JIJIsl BHITIOJIHEHUS MPOBEPOYHBIX 3a/laHuil (npu Heobxooumocmu).

na pewenus 3a0au omKpvlmo20 mund, CUmyayuoHHuLX 3a0a4 mecmoeublix
3a0anuti cmyoenmy paszpeuiaemcs UCnoiv3osamv caumel Komumema no
pazeumuio  mypuzma  CI16:  https:// www.gov.spb.ru/gov/otrasl/c_tourism/;

Komumema no  kymemype u  mypusmy  Jlenunepaockoi — odracmu:
https://kit.lenobl.ru/ , a makdxce catimol Opyeux pecUOHANbHBIX OP2AHO8
poccutickotl ¢hedepayuu 6 cemu HUnmepnem, a maxaice opy2um pecypcam cemu

Hnmepnem.

7. Meroanyeckue MaTepuaJIbl 10 OCBOCHHIO JUCUUIIJIMHBI (MO1YJIS)
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B xone INeKIMOHHBIX 3aHSATUH BECTH KOHCIEKTUPOBAHUE YYEOHOIO
marepuana. OOpamaTh  BHUMaHUE Ha  KaTeropud, (QOPMYJIHPOBKH,
PACKpBIBAIOIINE COJECPKAHUE TE€X WIIM UHBIX SIBIICHUW U MPOLIECCOB, HAYYHBIE
BBIBOJIbI M MIPAKTHYECKUE PEKOMEHIAIMH, TIOJIOKUTEIBHBINA OMBIT B OPAaTOPCKOM
uckyccTtBe. JKenarenbHO OCTaBUTh B PabOUYMX KOHCHEKTaX IMOJs, HA KOTOPBIX
JIeJIaTh MMOMETKU M3 PEKOMEHJIOBAHHOM JIMTEPATYPhI, JOMOJHSAIOIIME MaTepual
MPOCIIYIIAHHOM JIEKIIUH, a TAKXKE MOTUEPKUBAIOIINE OCOOYIO BAXKHOCTh TE€X WUJIU
VMHBIX TEOPETUUYECKUX TOJIOKEHUU. 3aJaBaTh NPENOJABATEN0 YTOUYHSAIOIINE
BOIIPOCHI C LIEJIbIO YSICHEHUSI TEOPETUUECKUX MOJIOKEHUH, Pa3peIIeHUs] CIOPHBIX
CUTYyaLUi.

B Xxome mnoAroTOBKM K JEKIMSAM W CEMHHApaM H3Y4YUTb OCHOBHYIO
JUTEpPaTypy, O3HAKOMUTbCA C JONOJIHHUTEIBHOM JIUTEPATypOil, HOBBIMH
nyOIUKAIMSIMU B IEPUOJIMYECKUX U3AAHUSX: KypHaax, razetax u T.4. [Ipu aTom
y4eCTh PEKOMEHJAIMH TpernojaBareiss U TpeOoBaHUS Y4EOHOW MPOTPaMMBI.
JlopabaThiBaTh CBOM KOHCTIEKT JICKIIMH, JieJiasi B HEM COOTBETCTBYIOIINE 3aIMCH
W3 JINTEPATypbl, PEKOMEHJIOBAHHOW IMPENOJABATEIIEM M NPELYCMOTPEHHOU
yueOHON mporpammoii. [loATOTOBUTH TE3UCHI IS BBICTYIUICHHA IO BCEM
y4eOHBIM BOIIPOCAM, BBIHOCHUMBIM Ha CEeMHHap. [OTOBSICh K JOKJIATy WIIH
pedepatuBHOMY COOOIIEHUIO, OOpamaTbcsi 3a METOJUYECKOM MOMOIIbI0 K
npenojaBaTento. COCTaBUTh IUIAH-KOHCHEKT CBOETO BBICTYIUIEHUS. [Ipogymars
IPUMEPHI C 1ENIbI0 00€CTIeUeHUs] TECHOM CBS3M M3y4aeMOW TEOpUU C pPeaslbHOU
KW3HbIO. CBOEBPEMEHHOE M KAYECTBEHHOE BBIMOJIHEHUE CaMOCTOSTEIbHOU
paboThl Oa3upyercs Ha COOJIOJEHMH HACTOSIIMX PEKOMEHIALUUA U U3yYeHHH
PEKOMEHAOBaHHOM  JuTeparypbl. CTyIEHT MOXET JOINOJHUTh  CIHUCOK
MCIIOJb30BaHHOMN JIUTEpaTypbl COBPEMEHHBIMHU UCTOYHUKAMU, HE
IIPEJICTABJICHHBIMU B CIIMCKE PEKOMEHAOBAHHOMN JIMTEPATYPhl, U B JaJbHEUIIEM
HCIIOJIb30BaTh COOCTBEHHBIE TIOJITOTOBJICHHBIE Y4YeOHBIE MaTepHUalbl TIPH
HAIMMMCAHWUU KYPCOBBIX U IUIUIOMHBIX PaboT.

Jlekumsa. Hanmcanume KoOHCHEKTa JIGKIHMH: KpPaTKO, CXEMaTH4YHO,
IIOCJIEA0BATENBHO (bUKCUpPOBATH OCHOBHBIE MTOJIOKEHUS, BBIBO/IbI,
bopMyIHpPOBKHU, 0000IEHUS; TOMEYaTh BaXKHBIE MBICIHU, BBIICIATH KIIFOYEBHIC
CI0Ba, TepMUHBI. [IpoBepka TEPMHUHOB, MOHITUNA C MOMOIIBIO SHIUKIONEIUN,
cJIoBapeil, CIPaBOYHUKOB C BBITUCHIBAHUEM TOJIKOBAaHUMU B TeTpaab. O003HAYUTH
BOIIPOCHI, TEPMHUHBI, MAaT€pUAJI, KOTOPBIM BBI3BIBAET TPYAHOCTH, MOMETUTHh U
MONBITATHCA HANTH OTBET B PEKOMEHIYEMOMU JIuTepaType. Eciin caMoCcTOATENbHO
HE yAaeTcst pa3o0paThCs B MaTepuaie, He00X0uMo chOpMyIUPOBATH BOIPOC U
3a/1aTh NMIPENOAABATEI0 HA KOHCYJIBTAIIMH, HA IPAKTUYECKOM 3aHITUU. Y IETUTh
BHUMAaHUE CIEAYIOIIUM MTOHATHUSAM (IOKyMEHT, JOKYMEHTAIus,
JIEIONIPOU3BOICTBO, JIOKYMEHTAIIMOHHOE OOecreueHne, TOKyMEHTHPOBAaHUE,
opUITMATBHBIA JOKYMEHT, CITYKEOHBINA JOKYMEHT, YIPABICHUYECKUI JOKYMEHT.)
v Jp.

[Ipaktnueckne  3aHsATHsA, coOecenoBanme. I[IpopabGoTtka  paboueit
MporpaMMbl JUCHUIUIUHBI, YyHAENSs 0co00€ BHUMAHHE IIEJIsIM U 3ajlayaMm,
CTPYKTYpE H COACPXKAHUIO JUCHUIUIMHBL. KOHCHEKTHpOBaHWE HMCTOYHUKOB.
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PaboTta ¢ KOHCIIEKTOM JIEKIIMA, TOJTOTOBKA OTBETOB K KOHTPOJBHBIM BOIIPOCAM,
MIPOCMOTP PEKOMEHIIyeMOU nuTepaTypsl, padbora ¢ TekcroMm (DdenepanbHbii
3akoH ot 27.07.2006 N 149-®3 (pen. ot 19.12.2016) "O6 wundbopmarmu,
WH()OPMAITMOHHBIX TEXHOJIOTHSIX W O 3ammuTe uHdopmanuu" (¢ U3M. W JOT.,
BcTyn. B cuity ¢ 01.01.2017).

Keicel. Pemenue ynpasieHYeCKUX 3a1a4, COCTaBICHUE JOKYMEHTOB U JP.
B n3yueHun nucuMIUIMHBI O0NIbIIOE 3HAYEHUE UMEET 3HAKOMCTBO C Pa3IMYHbIMU
BUJIAMU YIPABJICHUYECKUX JOKYMEHTOB, MPEKIE BCEro OpraHu3allMOHHBIX,
pacnopsaIuTeNbHbBIX, HH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, a TaKXKe
JIOKYMEHTOB, 00pa3yIoMINXCA B IEATEIbHOCTH NPEANPUATHI chepbl Typu3Ma.

Pedepar. Ilouck murepatypel U  cocTaBieHue Oubmuorpadumu,
MCIIOJIb30BaHUE OT 3 70 5 HAy4HBIX PabOT, U3JI0’KEHNE MHEHUSI aBTOPOB U CBOETO
CY)KJ€HUSI TI0 BBIOpAaHHOMY BOIPOCY; M3JI0KEHHE OCHOBHBIX aCIHEKTOB
npo0iaembl. O3HAKOMUTHCS CO CTPYKTYPOU U opopMiieHHuEM pedepara.

8. YueOnas iureparypa u pecypcol HHGOPMAIUOHHO-
TEJIEKOMMYHUKAIMOHHOM ceTu UHTEepHET

8.1. OcHoBHas nuTEparypa.

1. Komnouesa, B. B. [loxkymeHTanmoHHoe oOecCIeYeHUE YIPaBICHUYCCKOM
nestenbHocTH. CepBUC M TypusM: ydeOHoe mocoome / B. B. Komouera;
MuHnucTepcTBO HaykKuM M BhICIIero oOpa3oBanus Poccuiickoit ®eneparum,
HoBocubupckuil rocy1apcTBEHHBIN TEXHUYECKUI YHUBEpcUTeT. - HoBocnOupcek:
N3p-so HITY, 2020. - 72 c¢. - Tekcr: o»3nekrponHeii. - URL:
https://znanium.com/catalog/document?id=397685.

2. Muxaitnos, C. B. JlokymMeHTanMoHHOE oOecreueHne YyIpaBICHUS
nepconanom: yueonoe nocodue / C. B. Muxaiinos. — Mocka: ®opym, 2022. —
256 c. — ISBN 978-5-00091-876-5. — TeKcT: 3JIeKTPOHHBINH // DIEKTPOHHO-
oubmmoreunas cucrema «Akamgemus» [caiit]. — URL: https://www.academia-
moscow.ru/catalog/detail.php?ID=123456

8.2. JlonoyHUTENbHAS TUTEPATYPA.

1. JlankoBa, A. I'. JlokyMeHTaIImOHHOE 0OCSCIIeYeHNE YIIPABIICHHS IIEPCOHATIOM :
yuebHoe nocobue / A. I'. Jlankosa, B. A. L{pirankoB. — Omck : OMI'TY, 2019. —
154 c¢. — ISBN 978-5-8149-2860-3. — Tekct : snexTpoHHbIid // JlaHb
AIEKTPOHHO-OUOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/186865.

2. VYmpaBneHue mnepcoHaioMm : ydeOHoe mocobue / cocraBurens O. B.
HogocenoBa. — Camapa : Camapckuii ynusepcuret, 2024. — 104 c. — ISBN
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9078-5-7883-2028-1. — Tekcr : onekTpoHHBIW // JlaHb : DJIEKTPOHHO-
oubmoreunas cuctema. — URL: https://e.lanbook.com/book/480638.

3. Bonkoga, O. H. JlokymeHTanmonnoe obecrnieueHue ynpaniaeHus: yueOHuk / O.
H. BonkoBa. — Mocksa: KnoPyc, 2023. — 320 ¢c. — ISBN 978-5-406-07890-1.
— Texker: 25eKTpoHHBIN // DnexkTpoHHO-OMOMMoTeuHas cuctema BOOK.RU
[caiiT]. — URL: https://book.ru/book/9785406078901

4. Kyxkos, A. JI. YripaBieHue nepcoHagoM: T€OpHs U mpakTuka: yaeOnuk / A. JI.
Kyxos, B. M. Macnog, A. A. batkaeBa. — MockBa: UH®PA-M, 2020. — 464 c.
— (Cpennuee npodeccronanbHoe oopazoBanme). — ISBN 978-5-16-013789-0. —
Texcr: ameKkTpoHHBIA // DNEKTPOHHO-OMOIMOTEUHAs CcUCTeMa Znanium.com
[caiiT]. — URL: https://znanium.com/catalog/document?1id=367789

5. KoBanbuyk, 0. A. KaapoBoe aenonpounsBoacTBo: yueoHoe nmocodue / 10. A.
KoBanbuyk. — Mocksa: JlamkoB u K°, 2021. — 288 c. — ISBN 978-5-394-
04567-8. — TekcT: »NEeKTPOHHBIN // DIeKTpOHHO-OMONIMOTEYHasi CUCTEMaA
BOOK.RU [caiit]. — URL: https://book.ru/book/9785394045678

6. Opnos, II. A. KampoBoe nenonpou3BOACTBO: AKTyaJbHbIE BOIPOCHl H
npaktuka: MoHorpadus / I1. A. OpnoB. — Mocksa: [Ipocnekr, 2023. — 352 c. —
ISBN 978-5-392-37890-1. — TekcT: »dIeKTpOHHBIM // DIEKTPOHHO-
OnOnmoTeUHas cHCTEMa «IIpocnexT» [caiiT]. — URL:
https://www.prospekt.org/books/123456789

7. IletpoBa, E. B. CoBpemeHHbIE TEXHOJIOTMU YIpPaBJICHUS IEPCOHAIOM U
TOKyMeHTaIrmonHoe obecmneuenue: yueOnuk / E. B. IlerpoBa. — Mocksa:
NH®D®PA-M, 2021. — 384 c¢. — (Briciiee oOpazoBanue). — ISBN 978-5-16-
014567-8. — TeKcT: 3JIEKTPOHHBIN // DJIEKTpOHHO-OMONMOTEUHAsl CcHUCTEMa
Znanium.com [caiit]. — URL: https://znanium.com/catalog/document?
1d=378901

8. Cumopos, A. M. OCHOBBI KaJJpOBOT0 JISTOTPOU3BOICTBA: yueOHOE Tocodue / A.
N. CupopoB. — Mocksa: lamkos u K°, 2022. — 224 ¢. — ISBN 978-5-394-
04890-1. — TeKkcT: AJNEKTPOHHBIN // DIEeKTPOHHO-OMONMHMOTEYHAsT CHUCTEMaA
BOOK.RU [caiit]. — URL: https://book.ru/book/9785394048901

9. Tuxomupos, 0. A. IlpaBoBoe peryinupoBaHHe YINpaBIEHUS MEPCOHAIOM:
yueonuk / 0. A. Tuxomupos, A. B. TuxomupoB. — Mocka: Hopma, 2020. —
416 c. — ISBN 978-5-00156-012-3. — TekcT: 3JIEKTPOHHBIN // DIEKTPOHHO-
oubmoreunas cucrema «Hopmatuy [caiit]. — URL: https://normativ.norma-
publishing.ru/catalog/document?id=123456

8.3. HopmaTuBHbIE paBOBbIE JOKYMEHTHI U MHAS MTpaBOBasi MH(OpMaIus.
1. Koucrutymuss  Poccuiickoii  ®enepauuu  (IpuUHATA  BCEHAPOAHBIM

41


https://normativ.norma-publishing.ru/catalog/document?id=123456
https://normativ.norma-publishing.ru/catalog/document?id=123456
https://book.ru/book/9785394048901
https://znanium.com/catalog/document?id=378901
https://znanium.com/catalog/document?id=378901
https://www.prospekt.org/books/123456789
https://book.ru/book/9785394045678
https://znanium.com/catalog/document?id=367789
https://book.ru/book/9785406078901

rojocoBanrem 12.12.1993) (c ydyeroMm momnpaBok, BHeCeHHbIX 3akoHamu PD o
nonpaBkax K Koncturymuu PO ot 30.12.2008 N 6-®OK3, ot 30.12.2008 N 7-
®K3, ot 05.02.2014 N 2-®OK3, ot 21.07.2014 N 11-®K3) // KorcynsTantllntoc
[DJ1eKTpOHHBI pecypc] odpurmanpHbii cailT / Kommanus Koncynsrantlnroc. -
URL http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW; n—2875

2. Oenepanbbiif 3akoH 0T 24.11.1996 N 132-D3 (pea. ot 28.12.2016) "OO6
OCHOBAaX TYypUCTCKOW gestenbHocTh B Poccuiickoit  ®enepauuun" //
Koncynbrantllntoc [Dnexrtponnsiit pecypce]| : opunmanbubiii caidt / Komnanus
Koncynerantllmtoc. - URL : http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=200320

3. ®denepanbHbiii 3akoH OT 27.07.2006 N 149-D3 (pea. ot 19.12.2016) "O6
uHdopmaiu, “HHOPMAIIMOHHBIX TEXHOJOTUSAX W O 3aummuTe uHbopmarmu" (¢
u3M. U Jom., Betyn. B cuty ¢ 01.01.2017) // Koncynbrantllntoc [DnekTpoHHBIN
pecypc] : odurnmaneueiii cait / Kommanus Korcymerantllmioc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=200126

4. ®denepanbhbiil 3akoH oT 22.10.2004 N 125-®3 (pexn. ot 23.05.2016) "OO6
apxuBHOM nienie B Poccutickoit @eneparun'// KoncynpranTlnroc [ DmekTpoHHBIM
pecypc] : odunmaneubiii caiit / Komnanuss Koncynerantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=198260

5. ®denepanbhbiii 3akoH o1 02.05.2006 N 59-®3 (pex. ot 03.11.2015) "O
NOpSAJIKE paccMOTpeHusi obOpaimieHuid rpaxaaH Poccuiickoit ®eneparuun” //
Koncynperantllntoc [DnexkTpoHHBIN pecypc] : obunmanbHbii caidt / Komnanus
Koncynbrantllmoc. - URL : http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=188358

6. "TpynoBoii kogekc Poccuiickoit @enepauun" ot 30.12.2001 N 197 -®3
(pen. or 03.07.2016) (¢ w3m. m jgom., Bctyn. B cuiny c¢ 01.01.2017) //
Koncynpranrllmtoc [nexTponnsiii pecypce] : odbunmanbueiii caidt / Komnanus
Koncynprantllmroc. - URL : http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=201079

7. [Tocranosnenne IlpaBurenbctBa PO ot 15.06.2009 N 477 (pen. ot
26.04.2016) "OO yrtBepxaenuun IlpaBun nenonpousBoAcTBa B (eaepalbHbIX
opraHax wucnonHurensHoil Biactu" // Koncynerantllmioc [DnexkTpoHHBIN
pecypc] : odurmanbubiii caiit / Kommanust - Koncynerantllmtoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=197373

8. ITocranoBnenue I'occrangapra PO ot 03.03.2003 N 65 -ct "O npuHsATHN U
BBEJICHUU B JICUCTBHUE roCyAapCcTBEHHOro cranaapra Poccuiickoit denepanun”
(Bmecte ¢ "T'OCT P 6.30 -2003. T'ocynmapctBeHHbI cTrangapt Poccuiickoi
®denepanuu. YHUDUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIMU. Y HUDUIIUPOBAHHAS
CUCTEMa OPTraHU3aIMOHHO -PaCTIOPSAIUTENHHON JOKyMEHTAIMu. TpeboBaHus K
odpopmienuto nokymeHTtoB") // Koncymprantllimroc [DmexTpoHHBI pecypc] :
opurmmanpabii  cat / Kommanmmss  Kowcymprantllmoc. - URL
http://www.consultant.ru/cons/cgi/online.cgi?req =doc;base=LAW;n=44595

9. "TOCT P 7.0.8 -2013. Haunonansnslii cranaapt Poccuiickon denepannu.

42



Cucrema ctangapToB 1o uHGopMaIi, OUOIMOTEYHOMY U U3/1aTEILCKOMY JIETTy.
Jlenonpou3BOACTBO M apXWBHOE Jeno. TepmMuHbl u omnpexaeneHus" (YyTB.
[Ipukazom Poccranmapra ot 17.10.2013 N 1185 - cr) // Koncynwsrantllntoc
[DJ1eKTpOHHBI pecypc] odpurmanpHbii cailT / Kommanus Koncynsrantlnroc. -
URL http://www.consultant.ru/cons/cgi/online.cgi?req
=doc;base=LAW;n=1638OO

8.4. ntepHeT-pecypchl.

1. C3UY pacnosaraer JOCTYIIOM uepe3 CalT HaydyHOW OuUOIHOTEKH
http://nwapa.spb.ru/ K cieayromuM NOIUCHBIM 3JIEKTPOHHBIM PECYypCaM:
Pycckoazviunvie pecypcol

. DNeKTpOHHBIC YUECOHUKH JJIEKTPOHHO - OubamoreyHoit cucteMbl (DBC)
«ANOYKC»

. DONeKTpOHHBIE YUEOHUKH IJIEKTPOHHO — Ombnuoteunor cuctemel (OBC)
«JIanp»

. DJIeKTpOHHAs OnbIroTeyHast cucTtema «IPRbooks»

https://www.iprbookshop.ru/
. DNeKTpOHHAs OoubmmoTeUHast cucrema «ZNANIUM.COM»
https://znanium.com/catalog/books/theme

. HaydHo-nipakTdeckne cTaThd 10 (UHAHCAM W MEHEKMEHTY
N3natensckoro noma «bubnuoreka I'peGeHHUKOBAY

. CraTby U3 MEPUOANYCCKUX U3TaHHM IO OOIIECTBEHHBIM W I'yMaHUTapPHBIM
Haykam «HcT - Bero»

. OHIUUKIIONENH, CIIOBAPH, CIIPAaBOYHUKH «PyOpukon»

. [TonHble TeKCThl nauccepTanuii u  aBTOopedepaToB  DIEKTpOHHAs
bubnuoreka luccepranuii PI'b

. NudopmarmonHo-mpaBoBsie 0a3bl - KoHCynbTaHT 1uttoc, ['apanT.
AHenoszviunvie pecypcol

. EBSCO  Publishing — goctym K MyJbTHAUCIHUILUIMHAPHBIM

MOJIHOTEKCTOBBIM 0a3aM JIaHHbBIX Pa3JIUYHBIX MUPOBBIX U3/1aTEILCTB 110 OU3HECY,
PKOHOMHKE, (uHAHCaM, OyXrajaTepcKoMy Yy4yeTy, TYMAaHUTApHbIM H
€CTECTBEHHBIM 00JIaCTsIM 3HAHUH, peepaTaM U MOJIHBIM TEKCTaM Iy OJIMKaLi U3
HAyYHbIX U HayYHO-MOMYJISIPHBIX KYPHAJIOB.

. Emerald — xpynHeiiniee MuUpoBO€ U34aTENbCTBO, CIIEHUAIN3UPYIOIIEECs Ha
AJIEKTPOHHBIX J)KypHaJIaX ¥ 0a3ax JaHHBIX 10 SKOHOMHKE U MEHEKMEHTY. MimeeT
CTaTyC OCHOBHOTO HCTOYHHMKA IpodeccnoHalbHOM uHpopManuu s
npernojaaBaresneil, ucciaenoBaTesiel U CeluaIiucToB B 00JaCTH MEHEKMEHTA.

2. B03MOXHO HCIIONIB30BaHUE, KPOME BBILIEIEPEUYHUCIEHHBIX PECYPCOB, U
JIPYTUX 3JEKTPOHHBIX pecypcoB ceTu VHTepHeT.

Hnvie ucmounuxu

1. AUP.Ru [DnexkTpoHHBII pecypc] :aAMUHUCTPATUBHO-YIIPABICHUECKUN
noptan / AVYIIKoncantuur. - [bm., 1999 - ]. — Pexum nocryma
http://www.aup.ru/, cBOOOHBII

2. ['TAPAHT [OnexTpoHHbI pecypc| : HHPOPMalMOHHO-IPABOBOM MOPTA :
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caT. — Pexxum noctyna : http://www.garant.ru/

3. EDOU.RU [3OnaektpoHHsbIii pecypc] : LleHTp KoMOeTeHIn:H Mo BOIPOcam
JIOKyMEHTAITMOHHOE OOECICUYCHHE YTMPABIEHUS U apXUBHOTO Jena. - Pexum
nocrtyma : http://www.edou.ru/,

4. KOJEKC (cnpaBo4HO-IIOMCKOBAas CUCTEMA) [ DJIEKTPOHHBIN pecypc] : calT
/ Nudopm.- mpasoBoit kouncopuuym «KOJIEKC». Mocksa, 1991-. Pexum
noctyna : http://www.kodeks.ru/

5. Poccuiickoe oOpa3zoBanue [DIEKTpOHHBIN pecypc] : (denepanbHbIN
noptrast / ®T'AY T'HUU UTT «Uudopmuka». - [Mockpa, 2002 - ].- Pexum
noctyna : http://www.edu.ru/

6. «Cexkperapb-peepeHT» : AJIEKTPOHHBIN XypHan. - Pexum noctymna :
http://www.profiz.ru/st/rubric/2/
7. Onektponnblii kataior Hb PI'Y umenun C.A. EceHunna [DIIeKTpOHHBIH

pecypc] : 6a3a JaHHBIX COJNEPKUT CBEJECHUS O BCEX BHUIAX JIUT, OCTYMAIOIINX B
doung Hb PI'Y umenun C.A. Ecenuna. — Pszansb, [1990 - ].- Pexum nocryma :
http://library.rsu.edu.ru/marc/

8. Koncynprant Ilmtoc [DaekTpoHHBIM pecypc]: CHpaBOYHO-TIOMCKOBAs
cuctema : 6a3a manubeix / Pernon , nentp npaBoBoit uHbopm. Nudopmmparo. -
[b.m., 2002]. — Hoctyn k nonHabiM TekcTaMm u3 cetu PI'Y umenu C.A. Ecenuna.
9. O¢uunanbHblil UHTEPHET-IOPTAJ IPABOBOM MH(MOpMAIK [ DIEKTPOHHBIN
pecypc] :I'ocynapcTBeHHasi cuctema npaBoBoi mH(popManuu : cailT.. — Pexxum
noctyna : http://pravo.gov.ru/index.html

10.  Polpred.com O630p CMMU [DnexTponHbIit pecypc]: caift. - Jloctym mocie
pErucTpalvy U3 CETH yH-Ta, U3 JIFOOOW TOYKU, UMEIOLIEH JIOCTYI B UHTEPHET. -
URL : http// polpred.com

9. MaTepuaJibHO-TeXHHYECKas 0a3a, MH(POPMAIIHOHHbIE TEXHOJIOTHH,
NporpaMMHoe odecrnevyeHne 1 MHPOPMALNMOHHBbIE CIIPABOYHbIE CHCTEMbI

TpebGoBaHus K ayUTOpPUU:

- JIekumoHHbIE

- CeMuHapckue

- [ToMewenus uist cCaMOCTOSTENBHOM PaOOTHI.

TpeboBanust kK 000PYI0BAHUIO:

- Jlocka

- IPOEKTOP

- [IK (cTarmonapHsbIit) uian HOYTOYK: ONiepaliMoHHas cucTema: He Huxe Windows
7 (wm aHaIOTMYHAs TI0 QYHKITUSAM ), 3BYKOBBIC JTHHAMHUKH, MUKPO(OH.

TpebGoBaHus K MPOrpaMMHOMY OO€CIIEYEHUIO:

- makeT Microsoft Office

- Microsoft Power Point

- «MTC Jlunk» — poccuiickass miatdopma Juisi OHJIAWH-KOMMYHUKAIUH U
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COBMECTHOM pabOThl KOMaHI;

- «SAnnexc TenemocT» — cepBuC 11 BUACOKOHDepeH i ot SHaekca;
- J-meccenmxep

- CI1O Axagemuu https://Ims.ranepa.ru.
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