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1. llosicHUTEIHLHAA 3aNINCKA

Kypc «JlokyMeHTOO00OpOT B Typu3Me» 3aHUMaeT Ba)XHOE€ MECTO TIPH
MOATOTOBKE OakamaBpoB 1o HampaBieHuto 43.03.02 «Typuzm». YnupaBieHue
npeanpusTieM(opraHusaiueii), OKa3bIBAIOIIMM YCIYTH, HEW30eXHO TpeldyeT
CO3J]aHUsl MHOTHMX BHUJIOB JOKYMEHTOB, 0€3 KOTOPBIXHEBO3MOXHBI peElICHUE
OCHOBHBIX  MPOMU3BOACTBEHHBIX  3a/Jay,  I[JJAHUPOBAHHE  JCSITEIbHOCTH,
(dbuHaHCcHpOBaHUE, OyXTradTepCKUl YYET U OTUETHOCTh, ONEPATUBHOE YIIpaBJCHUE,
KaJipoBoe oOecreueHue NeaTebHOCTH U T.M. JJOKYMEHTBI SBIJISIFOTCS OCHOBHBIM
JIOKA3aTeJIbCTBOM  COBEPIICHUSITOTO WM MHOro (Qakra MpOU3BOJACTBEHHO-
XO3MCTBEHHOU JEATENbHOCTH npeanpuarus. Opranu3anusi J0KyMEHTAllMOHHOIO
obOecrieueHusynpaBieHusT B cdepe Typu3Ma HMEET HEKOTOphle OCOOEHHOCTH,
CBSI3aHHBIC CKOHKPETHBIMHU TMPOIEAypaMHU peanu3alud TPeOOBaHUN W HOPM,
ONPEICIICHHBIX 3aKOHOAATEIHCTBOM.

[lenpt0 OCBOEHUSA  JTUCHUILIUHBI  «JIOKyMEHTOOOOPOT B  TypU3ME»
SIBISICTCIM3YYCHUE CHCTEM JOKYMCHTAIMH, OPTaHW3allii JOKYMEHTUPOBAHUS W
JIEJIONPOU3BOICTBA, COCTABISIONMIUX OCHOBY HH(POPMALIMOHHBIX MPOLIECCOB B
TypuU3Me.

3aayu AUCIUIUIAHBL:

. 03HAKOMJIEHHE CTYJIEHTOB C 3aKOHOIATeIbHOM U HOPMAaTUBHOM 0a30H,
METOAMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JTUTEPaTypoOil 1Mo Kypcy;

. U3y4YeHUE MPAKTUKU OPTaHU3alMU TOKYMEHTAIMOHHOTO 00eCrIeYeHUs
YIOPABJICHUS HA MPEIIPUATUSIX, OPraHU3aAIUAX U YUPEKICHUAX TYPU3MA.

2. IlepeyeHb MUIAHMPYEMBIX Pe3yJIbTATOB 00y4eHMs 10 JMCUHUILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMH Pe3yJIbTaTaMH OCBOCHHUS 00pa3oBaTeIbHOM
NPOrpamMMmblI

HucrumHa «J[okyMeHTOO00pOT B TYypU3Me» y4acTBYET B (hOPMHUPOBAHUH
cieayronied KOMIETEHIUH (CIEYOIUX KOMIETEHIIUMN ):

OIIK-1 - cmocoOGHOCTh
pemiath CTaH/IapTHBIE
3aa4r Ipo(heCcCHOHATBLHOM
JeATEILHOCTH Ha OCHOBE

3HATh:

- OCHOBBI JIOKYMEHTAJILHOTO O0eCreueHus: OpraHu3alii Typus3ma;
COCTaB OpraHU3aIMOHHO-TIPABOBOM, pacropsiIuTeIbHOM,
WH(pOPMaITMOHHO-CTIPABOYHOM, MJITAHOBO-OTYETHOM

MH(POPMAIIMOHHOMN U
oubmmorpaduueckoi
KYJIbTYpPbl C MPUMEHEHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITTOHHBIX
TEXHOJOTUH M C Y4YETOM
OCHOBHBIX TpeOoBaHUI
nH(pOpPMaITMOHHOMN
0e30I1acHOCTH,
UCTIOJIh30BATh
HUCTOYHUKH

pas3IuYHbIC
uHpOpMaLIUU

JOKYMEHTAIUH, TTpaBuja e€ cocTaBIeHUs U 0(hOpMIICHUS.

yMeThb:

- OTpENENATh COCTaB, CTPYKTYPY M COJEp)KaHHWE JOKYMEHTAIIUH,
o0ecrneunBaroIIel AesITeTbHOCTh OPraHU3alluu TYPH3Ma;

- ONIpCACIIATL BUJBI YIIPABJICHUYCCKUX JOKYMCHTOB, HCOGXOZ[I/IMLIX
JUISL  ONKCAHUS - Ppa3IMYHBIX YIPABICHUYECKUX JICUCTBUI B
PA3JIMIHBIX CUTYyallUAX;

- COCTaBJIATh H O(bOpMHHTB JACJIOBBIC IIMChbMA, AOKJIAAHBIC H
CITy»KeOHBIE 3aITMCKH, OTBEYATh Ha KaJI0OBI MOTpeduTenen
BJIA/IETh:

- HaBbIKaMH pa3pabOTKM Habopa OpraHU3aIMOHHO-TIPABOBOM,
pacnopsiIuTeNIbHON,  WH(OPMAIMOHHO-CIIPABOYHOM,  IJIAHOBO-




0 OOBEKTY TYPUCTCKOro | OTYETHOW JOKYMEHTAIMK B MPOIECCE OPTaHU3AIMHU JAEATETbHOCTH
pOyKTa B chepe TypusMa;

- HaBbIKAMU CHUCTCMATU3allMUM JOKYMCHTAIMHW B IPOLCCCC
JESTEIILHOCTH NPEANPHATHS Typu3Ma

OIIK-2 - coocoOHOCTE K | 3HATH

paspaboTKe  TypHCTCKOro | - 0COOCHHOCTH JIOKYMEHTOO60POTA B TYpH3ME;
NPOIyKTa - (opMBl  JOKYMEHTOB, HEOOXOAMMBbIE TIpU  pa3paboOTKe

TYPUCTCKOT'O TMPOJTyKTa

yMeThb

- HCIONIb30BaTh (OPMBI  JOKYMEHTAllMH sl Pa3paboOTKu
TYPUCTCKOT'O MPOJTyKTa

BJaj1eTh

- HaBBIKAMHU oOpraHu3anuu 3()(EeKTUBHOTO JTOKYMEHTO000pOTa B
TypHU3ME;

- CHocoOHOCTSAMH K pa3paboTKe TYpPUCTCKOTO TIPOJAYKTa C
MCTIOJIb30BAHNEM HEOOXOAMMBIX TOKYMEHTOB

3. MecTo JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

Huciunmaa  51.5.22  «JIoKyMEHTOOOOPOT B  TYpU3MeE»  SIBIIAETCS
JUCHUIUIMHOM 0a30BOM 4YacTu y4eOHOTO IjIaHa JUIs MOJTOTOBKU CTYACHTOB IO
HanpasyieHuto 43.03.02Typusm.

Mudp [IpenmecTByronme JUCHUITMHBI [Tocnenyromye TUCIUTIITUHBI
KOMITETeHIINHU y4eOHOro IJIaHa, B KOTOPBIX y4eOHOro IJIaHa, B KOTOPBIX
OCBaMBaeTCs] KOMIIETEHIIUS OCBaMBaeTCsl KOMIIETEHIUS
OIIK-1 JucuuruinHa — siBisercst nepBod B | UHpOpMalmoHHbIE TEXHOJOTMH B
(hopMHUPOBaHUH KOMITETEHIIUHI TYPUCTCKON UHIYCTPUU
OIIK-2 Juciurumea — siBasercs  neppoii B | IH(OpPManmoHHbIE TEXHOIOTHH B
(hopMUpPOBaHUH KOMITETEHITUN TYPUCTCKOH HHIyCTPUN
TypuCTCKO-peaKIIMOHHOE
IPOEKTHPOBAHHE

4. O0beM IMCHUIUIMHBI (MOAYJIf1) B 3a4€THBHIX eIMHULAX ¢ YKA3aHUEM
KOJIMYECTBA AKAJeMHUYeCKUX WIH ACTPOHOMHUYECKHX YaCOB, Bbl/IeJIEHHbIX HA
KOHTAKTHYI0 padoTy 00y4aliuuxcs ¢ npenojasareseM (10 BUAAM y4eOHBIX

3aHATHII) 1 HA CAMOCTOSITEJILHYIO Pa00Ty 00y4ar0IIMXCS

O6mas TPYI0EMKOCTb OCBOEHHUS yaeOHOU JUCHUIIIHHBI
«/lokymMeHTOO0OpOT B TypU3Me» COCTaBIsiET 3 3aUeTHBIX CIUHUIIBIUIH
108akageMnyeCcKMX4acoB.




Kypc 1
OO6murast Tpy10€MKOCTh (BCETOaK. 4acoB / 3.€11) 108/3
KonraktHas Jlexuun 6
padota [IpakTHYeCKUe 3aHATHUS 6
Jp. KOHTaKT 1
CamocTosiTenbHas paboTa 93
Bun
IMIPOMEKYTOYHOU
aTTecTallu IK3aMeH 2
(KOHT./caMocCT.
paboTa)

5. Conepxxanue JMCUMILNIMHBI (MOAYJIs), CTPYKTYPHPOBAHHOE 110 TEMaM
(pa3aesiam) ¢ yKazaHueM OTBEJAEHHOI0 HA HUX KOJMYEeCTBA aKaAeMUYeCKUX
WIN ACTPOHOMUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHIA

TpynoeMKocTb
= m
NEIR:
=
HaumeHoBaHuE pasiena o | E 5 | 5| '8
e S o |5 = Conepxanue
JTUCIUIUTMHEI (TeMa) g 2 = | 2| &
m 9] ~ Ql o
= = =} o
2 [¢] =
8|8 8
=]
1 xkypc
- Ilonstue o poxymenrte. CBOMCTBa,
MpU3HAKK,  (QYHKIMA  JIOKYMEHTA.
Mertonsl 51 CII0COOBI
JIOKYMEHTHUPOBAHMUSI. HopwmatusHo-
MeToanYecKas Oaza
JOKYMEHTAIMOHHOTO obecreyeHns
OCHOBBI
yIpaBiIeHUS ESATENBLHOCTBIO
JIOKYMEHTAIMOHHOTO o
OpraHu3aIu TypUCTUIECKON
obecrieueHust
25 1 1 23 | nestenbHOCTH. BUbI yripaBieHYECKUX
OpraHu3aIu
o JIOKYMEHTOB, HEOOXOIUMBIX TS
TYPUCTUYIECKOM
OIMCAHUS Pa3IUYHBIX
JESITENLHOCTH . .
YIpaBIEHYECKUX IENCTBHUH.
Yuudukanus W cTaHAApTH3ALUA
nokymentoB. [loHsTme u  cocTaB
PEKBU3HTOB.
DopmbI JOKYMEHTAIu! TS
pa3pabOTKH TYPUCTCKOTO MPOAYKTA
CucreMbl JOKyMEHTaluu, | 25 1 I |-|23 |CocraB, cTpykrypa U coAepKaHUE




oOpazyromuecs B JTOKYMEHTAIIH, o0ecreunBaroIei
nporecce yIpaBIeHUs OpraHU3aIIIo Typusma.CocraB
JeSITeTbHOCTHIO OpraHU3aIMOHHO-TIPABOBOH,
OpraHu3aIuit chepsl pacnopsiINTeNIbHON, WH(POPMAIIMOHHO-
TypHU3Ma. CIIPaBOYHOM, IJIAHOBO-OTYETHOM
JOKYMEHTAIUH, npaBmIIa eé
COCTaBJICHUS U OPOPMIICHHS
OcobeHHOCTH JOKYMEHTO00O0pOoTa B
Typu3Me
OOmiasi xapakTepuCTHKa KaJpOBOTO
coctaBa mnpennpuatus. OpraHuzanus
JOKYMEHTAIlMOHHOTO o0ecrnievyeHus
NESITeIbHOCTH  KaJpOBOW  CIIy>KOBI
JTOKyMEHTALIHOHHOE npgz[npmmﬂ TypH3Ma. OpraHmaquﬂ
3. | obecnieuenue ympasneHus | 28 2 2 24 PabOThl € KajpOBOH JAOKYMCHTAIHUCH.
HepCOHANOM, Oco0eHHOCTH HCMOJIBb30BaHUS  CETU
WuTepHer  ans  pemieHus  3aaa4y
KaJIpOBOT'O JIEJIONPOU3BOICTBA.
Odopmrnenne JIEIIOBBIX MTUCEM,
JOKJIAHBIX U CIYy>KEOHBIX 3alHCOK,
OTBETOB Ha JKaJI00BI MOTPEOUTEINCH.
Opranu3zanus padoThl C JOKyMEHTaMHU.
Cucrematuzanus JOKYMEHTallMud B
Opranmsamus IporLecce TYPUCTUYECKOMN
4. 27 | 2 2 23 | nestenpHOCTH.POPMUpPOBaHUE u
JOKYMEHT0000pOoTa
oopmieHne Je. DKcnepTu3a
HEHHOCTH JOKYMEHTOB, IIOATOTOBKA
JJOKYMEHTOB K XpaHEHHUIO.
KontponbHas padota 1
DK3aMeH 2
Hroro 3a 1 xypc 108 | 6 6 93

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSTEIbHOM
padoThl 00Yy4AKOIIMXCSH MO JUCHHUIIMHE (MOTYJIIO)

CamocTosiTesibHAsi pad0Ta CTY/ICHTOB
Ne Bunelr camocTositenbsHON Tpynoemkocts, | ®dopma KOHTPOIA
paboTHhI aK.4acChbl
1. | IIpopaboTka TEOPETUUECKOTO

MaTepHuaia 1o KOHCIEKTaM KoHncynbranus
JIEKIIUH, PEKOMEHOBaHHOU 23 IpernoaBarels,
JUTEPATYPE, YCTHOE
JOTIOJTHUTEBHBIM colecenoBaHue
MCTOYHUKAM UH(POpMaIuu




2. [ToaroroBka K NpakTUYECKUM
3aHSATHUSIM: TIOUCK
HE0O0X0MMOol nH(pOpMaIuH,
00paboTka nHbOpMaITHH

[IpencraBinenue
23 uH(popmaruu B
00paboTaHHOM BH/JIE

3. [ToaroroBka K TeKyuieu
aTTecTaluu (TeCTUPOBAHUE U 24 TecTbl, KOHTPOJIBHAS
HalMCaHWe KOHTPOJbHOU pabota
paboThI)

4, IToaroroBka k YctHOE
MPOMEKYTOUYHOMATTECTALINU cobece0BaHueE,
(UTOrOBBI TECT, 23 TectupoBanue,
CUTYallMOHHBIE 3a/1a4H ) CUTYallUOHHBIE

3aJa4u

JIns caMoCTOSITENBHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUIECKOe 00ecIieyeHue:

1) JoxymeHTarmoHHOE oOecreueHne yrpaBieHus: YuyeOHoe mocobue/
I'maguiE.B. - M.: ULl PUOP, HUI[ HUHDOPA-M, 2016. - 249 c.Pexum
noctymna:http://znanium.com/catalog.php?bookinfo=468335

2) JloxymeHTaIlmoHHOE OOECTICUCHHE YIpPaBJICHHS TEpCOHAIOM: YueOHOe
nocooue/bynmar P. E. - M.. HUI[ HNH®OPA-M, 2015. - 234 c.Pexum
noctymna:http://znanium.com/catalog.php?bookinfo=488066

3)dokyMeHTaMoOHHOEe 00€eCIIeYeHHEe YIIPAaBICHUS B COLUAIBHO-KYJIbTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:

Anbda-M, HUI] NH®DPA-M, 2015. - 240 c.Pexxum
noctyma:http://znanium.com/catalog.php?bookinfo=489737
4) doHp OIICHOYHBIX U METOTUIECKHIX MaTepUaIOBIIO

JTUCHUTITNHE«J OKYMEHTOOO0POT B TypU3MEY.

7.®0H1 OLEHOYHBIX CPeACTB [Jisi TPOBeleHUs] MPOMEKYTOUYHOM
aTTrecTaluu 00y4alommXxcs Mo JMCHUIIHHE

7.1. IllepevyeHb KOMIETEHUMI ¢ YKa3aHHeM 3TanoB UX (OpMUPOBAHUA B
npouecce 0CBOCHHUs 00pPa30BaTEIbHOI MPOrpaMMBbl

[Ipomecc wm3ydyeHUsT OUCHUIUIUHBI «J[OKyMEHTOOOOpPOT B TypuU3MeE»
HarpasjeH Ha (OPMUPOBAHUE CICAYIONUX KOMIIETEHITUN:

OIIK-1 - crmocoOGHOCTH pemiath CTaHAAPTHBIE 3aJadd MpodeccroHATBHOM
JEATEIIbHOCTH Ha OCHOBE MH(MOPMAIIMOHHOW W OuOMorpaduueckoil KyJIbTyphl C
NpUMEHEHHEM HH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHHA M C Y4€TOM
OCHOBHBIX  TpeOOBaHWU  HMH(POPMAIIMOHHON  OE30MaCHOCTH, HCIOJIb30BaTh
pa3IUYHbICe HICTOYHUKH UH(DOPMAINK TT0 0OBEKTY TYPUCTCKOTOTPOIYKTa



JTanbl (OPMUPOBAHNS KOMIIETEHIIHN

1 oTam 2 3Tan
WndopmaTika HNudopmarmoHHpie TEXHOJIOTHH B TYPUCTCKOM
(1 Kype) WHAYCTPUUA
(2 kype)
JlokyMeHT0000pOTB TypU3Me
(1 kypc)

OIIK-2 — CnocoOHOCTB K pa3pabOTKe TYPUCTCKOTO MPOyKTa

Jrtansbl GopMUPOBAHUS KOMIIETEHIMU

1 sTam 2 sTaIm 3 sTan 4 sran
NudopmannoHusie Typucrcko- Typucrtcko-
I[OKil\jlreH;(;:feOpOT TEXHOJIOTHUHU B TprICTCKOﬁ perea]_II/IOHHOe PEKpCainOHHOC
lyp HHIYCTPpUHU MPOECKTUPOBAHNE (4 IIPOCKTUPOBAHHUE
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7.2. Onucanue nmokasaresjieil 1 KpUTEepHeB OLCHUBAHMS KOMIIETEHIIMA HA Pa3JIMYHBIX 3Tanax ux opmMupoBaHus,
ONMCAHUE HIKAJ OLICHUBAHUS

Kpurtepun oueHuBaHus pe3yJbTATOB 00yUeHUsI

< & B
SZE |2 IL1anupyembie Ouenka Onenka
2 o T |2 6 Onenka «xopouo» OneHKa «OTJIMYHOY
5 g = § pe3yabTaThl 00y4eHUs | «HEYAOBJIETBOPHUTEILHO) «YAOBJIETBOPHUTEIHLHO) (70-84 6anna) (85-100 6an108)
(0-54 6am10B) (55-69 6as1;10B)
1 sTan
3HaHuA: He 3Haer: JleMoHCTpUpyeT 3Haer JIOCTAaTOYHO B | JleMOHCTpUpYET  BBICOKUH
- OCHOBBI | - OCHOB JOKYMEHTAJIbHOIO | YaCTUYHBIC 3HaHHUA 0Oe3 | 0a30BOM oObeMe: YPOBEHb 3HAHUM:
AOKYMEHTAJIbHOTO obecrieyeHusl OpraHu3aliy | TpyObIX OMIHOOK: - OCHOBBI | - OCHOB JIOKyMEHTaJIbHOT'O
= oOecrniedeHus TypU3Ma, - OCHOB JIOKYMEHTAJIBHOTO | JOKYMEHTaJIbHOIO o0ecrieyeHus]  OpraHu3aliu
= OpraHu3alMH TypHU3Ma, - cocTaBa | obecredyeHrs OpraHusanuu | 00ecriedeHHs OpraHM3alluM | TYypU3Ma;
[ - COCTaB | OpraHU3allMOHHO- TypU3Ma; Typu3Ma; - COCTaBa OPraHU3aLMOHHO-
QE) OpraHu3alMOHHO- TpaBoBOiA, - COCTaBa OPraHM3alMOHHO- | - COCTAaB OPraHU3allMOHHO- | IIPaBOBOM,
S IIPpaBOBOW, pacnopsIUTENBHOM, PaBOBOM, MIPaBOBO, pacropsiAUTEIBHOM,
- PpaclopsIIUTEIbHOM, UHPOPMAITHOHHO- pacropsiAUTEILHOM, paciopsAUTENBHOM, MH(OPMAITMOHHO-
E nH(OPMAITHOHHO- CIIPaBOYHOM, TUIAHOBO- | HH()OPMAIHOHHO- nH(OPMAITMOHHO- CIIPaBOYHOM, IJIAHOBO-
2 CNPaBOYHOH,  IUIAHOBO- | OTYCTHOM JIOKYMCHTALWHY, CIIPaBOYHOM, IIJIAHOBO- CHp?BO‘{EIOf/'I, IJIAHOBO- | OTYETHOM _ AOKyMEHTaluH,
z OTYCTHOM JAOKYMCHTALMH, | IPAaBWJI €€ COCTABICHUSA U | OTYETHON JOKyMEHTAlUM, | OTYETHOM JTOKYMEHTAlUH, | IPaBMI €€ COCTAaBIICHUS U
g npaBuia €€ COCTaBJICHUS | OPOPMICHUS. npaBuil €€ COCTaBjIeHHMs W | NpaBuia €€ COCTaBJIEHUS U | 0QOpMIICHHS.
o _ | 1 odopmieHHSL. oopmienus. oopmieHus.
2 < | YMenus: He yMEET u | JleMoHCTpUpyeT YMeeT npuMmeHATh 3HaHUA | JIeMOHCTpUpyeT  BBICOKHMH
QE’ g - OIpEeNeNsaTh  COCTaB, | AEMOHCTPUPYET YacTH4YHbIE yMeEHHS 0e3 | Ha TpakThuke B 0a30BOM | YPOBEHb YMEHUI IIPH:
& CTPYKTYPY U COINEPXKAHUE | yaCTUYHbIE yYMEHHUS, | TPyOBIX OIUOOK MpH: o0bemMe mpH: - OIpEeNeJICHHH  COCTaBa,
= MOKyMCHTallH, JIOTIyCKasi TpyOble OIMMOKM | - OIPENENICHUU COCTaBa, | - OINPEACIICHUH COCTaBa, | CTPYKTYPBI M COICPIKaHMS
5 obecrneunBaroniei pu: CTPYKTYpPhl U COJACPXKAHHUS | CTPYKTYpbl M COJACpKaHMA | JOKYMEHTAIUHU,
E ACATCIIbHOCTD - ONIpemeNleHWH COocTaBa, | AOKYMEHTALNY, JTOKYMCHTAIUH, o0OecneynBaroiei
§ OpraHu3alMu TypU3Ma, CTPYKTYpBl M cojiepskaHusl | OOecreunBaromen obecrneunBaronen JEATENLHOCTh  OPraHU3alMu
g - OnpeAcIATh BHIBL | moxyMeHTAITHH, JCATCIIbBHOCTb OpraHu3alliM | ICITCIbHOCTh OpraHu3aluy | Typu3Ma,
= YHOpaBJICHYCCKUX ob0ecneunBaromein Typu3Ma, Typu3Ma, - oIpeacIcHUN BHUJIOB
% AOKYMCHTOB, EATEIILHOCTD - OoIpeacICHUN BUIOB | - OonpeacICHUN BHUJIOB | YIIPABJICHYCCKUX
§ HEOOXOMMBIX AA | OpraHu3aIiy TYPU3MA; YIIPABICHYECKUX YIIPaBIEHUYECKHUX JOKYMEHTOB, HEOOXOJMMBIX
E ONHCaHuA - PasiIM4HBIX | - ompenmelleHUH  BUAOB | AOKYMEHTOB, JIOKYMEHTOB, JUIA ONHCAHUS - Pa3InYHBIX
@) YIPaBJICHIECKNX YIIPaBJIEHYECKUX HEO0O0XOMMBIX 171l | HEOOXOIUMBIX IUIs | yIPaBJICHYECKHUX JEHCTBUM B
ACUCTBHHU B PA3JIMYHbIX JIOKyMEHTOB, ONHUCAaHUS - Ppas3jMYHbIX | ONHUCAHUI - Pa3jIMYHBbIX | PA3JIAYHBIX CUTYalUsX;
CUTYyalHAX; HEO0OXOIUMBIX JUIst | YTIPaBIEHUYECKUX AEMCTBHUHM | yIpaBJIEHYECKUX AEUCTBUH | - COCTaBJIICHUU u
- COCTaBJIATh U | onucaHuss -  PasiIM4HbBIX | B Pa3IMYHBIX CHUTYyalHsX; B Pa3iIMYHBIX CUTYyalUsIX; odopmireHUN JIEJIOBBIX
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MPEPUATHS TypH3Ma

MPeNNpUITHS TypU3Ma

oopMIATH JIEJIOBBIE | YIPABICHYECKUX JNEHCTBUH | - COCTaBJIICHUU u|- COCTaBJICHUU U | IHCEM, JIOKIaHBIX u
NUChbMa, JOKJAAHBbIE U | B PA3IMYHBIX CUTYaLMSIX; odopmieHUN JICIOBBIX | 0hOpMIICHHH JICIIOBBIX | CITy’)KEOHBIX 3aIllUCOK, OTBETE
cny>1<e6HI>Ie 3aIMCcKy, | - COCTaBJICHHUU H | mucem, TTOKJIQIHBIX U | IUCEM, TTIOKJIQIHBIX 7 | Ha )KaI00bI HOTpe6I/ITeJIeI7I
oTBeYaTh Ha  kajo0bl | OpopMIEHHH JAENOBBIX | CITy>KeOHBIX 3aMHCOK, | CITy)KeOHBIX 3aIHCOK,
norpedurenen m1ceM,  JOKIaJHbIX W | OTBETE Ha XKanoObl | OTBETE Ha KanoObl

CITyKEOHBIX 3aIUCOK, | moTpebuTenei norpedurenen

OTBETE Ha HKAITOOBI

norpeduTene
HaBbiku: He BJIAJIEET wiu | JleMoHCTpUupyeT Bunageer 0a30BbIMH | JIeMOHCTpUpPYET  BJIaICHUSA
- HaBBIKAMU pa3pabOTKU | IEMOHCTPUPYET  HU3KHUI | YaCTUYHBIC BIAACHUS 0€3 | MpHeMaMH: Ha BBICOKOM YPOBHE:
Habopa OpPraHU3allMOHHO- | yPOBEHH BJIAJCHUS: rpyObIX OMINOOK - HaBbIKaMU pa3pabOTKH | - HaBBIKAMU  pa3paboTKu
NpPaBOBOM, - HaBbIKAMH pa3pabOTKH | - HaBbIKAMH pa3pabOTKK | HA0Opa OpPraHM3allMOHHO- | HA0Opa  OpraHM3alMOHHO-
pacnopsiIUTENbHOM, HabOpa OpraHM3alOHHO- | HAOopa OpraHW3allMOHHO- | IPaBOBOM, [IPaBOBOW,
MH(OPMALIMOHHO- MpaBOBO, MIPaBOBOH, pacIopsIIUTEIBHOM, pacnopsaIuTeIbHOMN,
CIIPAaBOYHOHW,  IUIAHOBO- | pacHOPSIUTENLHOM, pacmopsiAUTEIBHOM, nHGOPMaLMOHHO- nH(OPMAITMOHHO-
OTYETHON JIOKYMEHTALUH | HH(POPMALUOHHO- HH(POPMAITHOHHO- CIIPAaBOYHOM, IJIAHOBO- | CIIPABOYHOM, IJIAHOBO-
B IPOLECCE OPraHU3ALMHU | CIPABOYHOM, IJIAHOBO- | CIIPaBOYHOM, IJIAHOBO- | OTYETHOM JOKYMEHTAIlMU B | OTYETHOM JOKYMEHTAIlMU B
NEATENBHOCTH B CEPE | 0TYETHON NOKyMEHTALMH B | OTYETHOM JTOKYMEHTALMM B | MpOLEcce OpraHu3alMy | Ipolecce OpraHu3aluu
TypusMa, Iporecce OpraHu3aluu | mporecce OpraHusauuu | ACSITEIbHOCTH B chepe | TeITETEHOCTH B chepe
- HABBIKAMH | NEATEIIBHOCTH B cdepe | AeATeIbHOCTH B cdepe | Typu3Ma; TypU3Ma;
CHUCTEMaTHU3ALINU TypHU3Ma; TypHU3Ma; - HaBBIKAMH | - HABBIKAMHU CUCTEMAaTU3ALIUU
JOKYMEHTALIUU B | - HaBBIKAMM | - HaBBIKAMM | CUCTEMaTU3aLUU JOKyMEHTAallUM B IIpolecce
polecce JeATEIbHOCTH | CUCTEMAaTH3aLuu CUCTEMATU3ALNU JOKYMEHTALMU B MPOLECCE | AESATEIBHOCTH HNPEANPUATUS
OpEeANpUITUS TypU3Ma JIOKYMEHTAIIMU B Ipoliecce | TOKYMEHTAlluU B MPOLECCE | ACSITEIbHOCTH Typu3Ma

JIEeATEIbHOCTH JeSATEIBHOCTU OpEeANpUATUS TypU3Ma

k @ | & o KpuTtepnu oueHnBaHus pe3yJibTATOB 00y4eHUS
o [P)
s E1E = Ilranupyembie Ouenka Ouenka
- zE Pe3yJabTaThl 00y4eHust «HEyT0BJIETBOPHUTEIHLHO» «Y/10BJI€TBOPUTEJIHLHO) Ouenka «xopouoy Ouerka «OTIHIHO)
72 i{g y P Y P (70-84 6anna) (85-100 6an10B)
(0-54 6annoB) (55-69 6aas10B)
1 sTan

3Hanun: He 3naer: €MOHCTPHUPYET 3HaeT JocTaTouHo B 6a30BoM | JIeMOHCTpUPYET BBICOKHIMA
= 2 .
52N OCOOCHHOCTH | - 0COOEHHOCTEH | yacTUYHbIC 3HAHUS 03 o0Bbeme: YpOBEHb 3HAHUMN:
L o o
5 9 ¥ | IOKyMeHTo00opoTa B | IOKyMEHTO0OOpOTa B | rpyOBIX OMINOOK: - OCOOCHHOCTH | - O0COOCHHOCTEH
*2’ a 5 TypHU3ME,; TYpPH3ME,; - 0coOeHHOCTEH | JOKYMEHTO000pOoTa B | JOKYMEHTOO0OpOTa B
= = - (hOpMBI  JIOKyMEHTOB, | - opm JAOKYMEHTOB, | 1OKyMEHTO000pOTa B | TypHU3ME; TypH3ME;

HE00XO0JUMbIe pu | He0OXOAUMBIX npu - (¢opMbl  TOKYMEHTOB, | - bopm JOKYMEHTOB,
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pa3paboTke TYpPHCTCKOTO | pa3paboTke TYPUCTCKOTO | TYpU3ME; HEOOXOIUMBbIe npy | HeOOXOAUMBIX npu
MPOAYKTa MPOJYKTa - ¢opM  JOKYMEHTOB, | pa3paboTKe TYPHCTCKOTO | pa3paboTke TYpPUCTCKOTO
HEOOXOIUMBIX IIpH | IPOAYKTa IpPOIyKTa
pa3paboTKke  TYPHUCTCKOTO
POAYKTa
YMmenns: He ymeer ninun HeMoHCcTpHpyeT YMeeT npuMeHsITh 3HaHus Ha | J[[leMOHCTpUpYET BHICOKUMA
- HCHOJIB30BaTh (DOPMBI | JEMOHCTPUPYET YACTHYHBIC | YACTHYHbIC yMEHHUs Oe3 NpakTUKe B 0a30BOM 00beMe | ypOBEHb YMEHUH MPH:
JIOKYMEHTal! UL | yMeHUs, JOITyCKasi TpyOble rpyOBIX OIINOOK NpH: IpH: - HCIONb30BaHUM  GoOpM
pa3paboOTKM TYPHCTCKOTO | ouMOKH MpH: - HCIONB30BaHWMU (GOPM | -  HCHONB30BaHUM  GOpM | JOKYMEHTALUU UL
HMPOLYKTa - HCroib30BaHWUU  GOpM | JOKYMEHTalUU JUISL | IOKYMEHTaluu I | pa3paboTKu TYPHUCTCKOTO
JOKyMEHTallu1 JUIs | pa3pabOTKH  TYPHCTCKOTO | pa3pabOTKh TYPUCTCKOTO | IIPOAYKTa
pa3paboTku TYPUCTCKOTO | MPOAYKTa MPOAYKTa
MPOJYKTa
Hasbiku: He Bnaneer win HemMoHCcTpupyeT Brageer 6a3oBeiMu JleMoHCTpUpyeT BIajeHNs Ha
- HaBBIKAMHU OPTraHU3aLMU | IEMOHCTPUPYET HUZKUH YacTUYHBIC BIafcHus 0e3 MIpUEeMaMHu: BBICOKOM YPOBHE:
3¢ EKTUBHOTO YPOBEHbB BIIaJICHUS: rpyOBIX OMINOOK: - HaBBIKAMH OpTraHM3AllM{ | - HABBIKAMH  OpTraHM3ALUU
JIOKyMEHTOO00pOTa B | - HaBBbIKAaMH OpraHM3allMU | - HaBBIKAMH OpraHu3aiud | 3G(GeKTHBHOrO 3¢ dexTuBHOTO
TypHU3ME; 3¢ PEKTUBHOTO 3¢ PEKTUBHOTO JOKYMEHT0000poTa B | JOKyMEHTOOOOpOTa B
- CHIOCOOHOCTAMH K | IOKYMEHTOOOOpOTa B | JOKyMEHTOO0OpOTa B | TypU3ME; TypHU3ME;
pa3paboTKe TYPUCTCKOTO | TYpHU3ME; TypHU3ME; - CHOCOOHOCTSIMU K |- CHOCOOHOCTSIMU K
OpoAyKTa C|- CITOCOOHOCTSIMU K |- CITOCOOHOCTSIMHU K | pa3paboTtke TYPUCTCKOTO | pa3paboTke TYPUCTCKOI'O
WCTIOJIb30BaHHEM pa3paboTKe TYPUCTCKOTO | pa3paboTKe  TYpPHUCTCKOTO | IPOXYKTa C MCIOJIb30BAHUEM | IPOAYKTa C MCIIOJIb30BAHUEM
HEOOXOUMBIX MPOAYKTA C UCIIONB30BAHNUEM | IPOIYKTa ¢ | HEOOXOAUMBIX JOKYMEHTOB HEOOXOUMBIX JTOKYMEHTOB
JOKYMCHTOB HEO00XOINMBIX JOKYMEHTOB HCIIOJIb30BAHUEM

HEOOXOAMMBIX IOKYMEHTOB
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7.3. TunoBble KOHTPOJIbHBIE 32IaHUS WJIH MHbIE MATEPHAJIbI, HEOOXOAUMbIE
JJIS1 OIlEHKH 3HAHM I, YMeHUIi, HABBIKOB M (WJIH) ONBITA 1eATEIbHOCTH,
XapaKkTepu3yuux dTanbl GopMUPOBAHUS KOMIIETEHIUI B Npoliecce

0CBOEHMSI 00pa30BaTeIbHOI MPOrpaMMbl

Cnucoxk TUNMOBBIX OWJIETOB K IK3aMEHY

T'OCYJJAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI UM
Kadeapa ynpapieHusi cCOnuajibHbIMHA H YKOHOMHYECKUMM MPOLeCcCAMU
BUJIET Ne 1
Ilo gucummirae «JJoKyMEHTOO00POT B TYPH3ME
2017-2018y4.roa

Teopernueckne BONPOCHL:

1. O6ocHOBaHKE HEOOXOAUMOCTH 00yUYEHHUS JOKYMEHTALMOHHOMY OOECTICUCHHUIO U €T0
aBTOMATH3AIUH

2. loxymeHTO000pOT B Opranu3amnuu. PaboTa ¢ BXOASIIUME TOKyMEHTaMHU
[IpakTHKO-OpUEHTUPOBAHHOE 3aIaAHHE:

OdopmuTs IpHuKa3 0 HA3HAYCHUH OTBETCTBEHHOT03a 00paIieHue ¢ OJaHKaMy TIPEANPUATHS B
cootBetrctBuu ¢ 'OCT P

3as.xkagedpoii «YpaBieHUs COIUATEHBIMH

Y YKOHOMHYECKUMU MPOLECCAMU» 1.3.H., mpo.3aboposckas O.B.
(monmmck)

I'OCYJAPCTBEHHBIM HHCTUTYT SKOHOMUKH, ®UHAHCOB, IIPABA U TEXHOJIOI' M1
Kadenpa ynpapienusi conuaabHbIMHA H 9JKOHOMHYECKHMH MPOLeccaMu
BUJIET Ne 2

o mucimminbe «JI0KyMEHTO000POT B TYPH3MEY
2016-2017 yu.roxg

TeopeTnueckue BOIpOCHL:

1. Kimaccudukaropsl JOKyMEHTOB

2. ®opMHUPOBAaHUE U XPAaHEHHE JEIT

IIpakTHKO-OpUEHTUPOBAHHOE 3aIAHHE:

OdopMuUTE IPOTOKOIT 3aceIaHUsT YKCIIEPTHON KOMUCCHH B COOTBETCTBUH C THITOBOM MHCTPYKIIUEH 1O

JIEITOTIPOU3BOJICTBY
3as.xkagedpoii «YpaBieHUs COIUATEHBIMH
1 DKOHOMHYECKUMH TIPOIIECCaMID) 1.3.H., ipod. 3aboposckas O.B.

(monmmce)

T'OCYJAPCTBEHHBIM MHCTUTYT SKOHOMUKH, ®UHAHCOB, IIPABA U TEXHOJIOI' A
Kadenpa ynpapieHusi conuaabHbIMHA H 9KOHOMHYECKHMH MPOLEcCaMu
BUJIET Ne 3

o mucrimminbe «JI0KyMeHTO000POT B TYPH3MEY
2017-2018yu.roxg

Teopernyeckue BOIPOCHI:

1. PernmamenTarus AeI0TIPON3BOICTBA

2. IlpesenTanus. Ee dynkius u HazHaueHne. OCHOBHBIC JJICMCHTHI
IIpakTHKO-OPHECHTUPOBAHHOE 3aJaHUC:

CocTaBHTh CITyK€OHYIO 3alMCKy Ha TOOIIPEHUE COTPYAHHIKA, TICPEBHITTOTHUBIIETO TIJIAHOBBIC
MOKa3aTeJx

3as.xkagedpoii «YpaBieHUS COIUATEHBIMA

1 DKOHOMHYECKUMH TIPOIIECCaMI) 1.3.H., pod. 3aboposckas O.B.

(monmmce)




14

7.4. MeToanuyecKue MaTepuaJbl, ONpeaeJsiomme Npoueaypbl OeHUBAHUS
3HAHUM, YMEHUI, HABBIKOB WJIH ONBITA IeATEJIbHOCTH, XapAKTePU3yOIIHe
Tanbl GOPMUPOBAHUA KOMIIETEHIIM I

B TUDODIIT pns oueHKHM 3HAHUM, YMEHUM, HABBIKOB M (WJIM) OIbITA
JESTEIbHOCTH HUCHONB3yeTcsl OabHO-peiiTuHroBast cucrema. [lox OamibHO-
PEUTHHIOBOM CHCTEMOM MOHUMAETCSI CUCTEMA KOJMYECTBEHHON OLIEHKM Ka4yeCTBa
ocsoenuss OIl BO. Ilpu s3TOM wH3ydaemas AUCHUIUIMHA JACIATCA Ha Psij
CaMOCTOSITEJIbHBIX, JIOTMYECKHA  3aBEPLICHHBIX  pa3lesioB  (MOIyseu)  Juisd
IIPOBEJICHHUSI 10 HUM KOHTPOJIBHBIX MEPOIPUATHI.

Texymuii KOHTPOJb MPEACTABISIET COO0M MPOBEPKY YCBOEHUS YYEOHOIO
MaTepuasa  TEOPETUYECKOrO0 M MPAKTHUYECKOTO  XapakTepa,  PeryJisipHO
OCYIIECTBIISIEMYI0 Ha MPOTSLKEHMH ceMecTpa. K gocromHcTBaM JaHHOTO THUIA
OTHOCUTCA €ro CHUCTEMAaTHUYHOCTb, HEMOCPEACTBEHHO KOPPEIUPYIOMIascs C
TpeOOBaHKEM MOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa 0Oy4YeHus, a
TaK¥Ke BO3MOHOCTb OaJITbHO-PEUTUHTOBOM OLICHKM  YCIIEBAaEMOCTH
obyuarommuxcs. K ocHOBHBIM hopMaM TEKyIIEro KOHTPOJIS (TEKyIeH aTTecTalyu)
MOKHO OTHECTH YCTHBIN OINpOC, MUCbMEHHBIE 33JaHUs, JTabOpaTopHbie PadOTHI,
KOHTPOJIbHBIE PaOOTHI.

[IpomexxyTouHast aTrecTtanus, Kak MpPaBHIIO, OCYLIECTBJISETCS B KOHIIE
CeMecTpa M MOXKET 3aBepuliaTh W3yYEHUE KaK OTAEJIbHON TUCLUIUIMHBI, TaK U €€
pasnena (pasnenoB) /Momyns (Moxyneit). [IpomexxyTouHas arrectanus MOMOTaeT
OLIEHUTH 00Jiee KPYITHbIE COBOKYITHOCTH 3HAHUI U YMEHHUI, B HEKOTOPBIX CIy4asx
— gaxe QopMUpOBaHUE OMNPEACICHHBIX NPO(HECCUOHATBHBIX KOMIIETEHIIUH.
JlocTOoMHCTBAa: MOMOraeT OLEHUTh 0oJjiee KpPYNHbIE COBOKYIHOCTH 3HAaHUW U
yMEHUM, B HEKOTOPBIX Ciyyasx — Jaxke (HOpMUPOBAHHE OIpPENETIECHHBIX
npodeccuoHanbHbIX KoMOeTeHIUHA. OCHOBHbIE (OPMBL: 3a4eT U HIK3aMEH.
Texkymuii KOHTPOJAb M MPOMEXKYTOUHAS] AaTTeCTallds TPAAUIMOHHO CIIyXaT
OCHOBHBIM CpEJCTBOM OO€CTedYeHHs] B Y4EOHOM IIpoliecce «oOpaTHOM CBSI3U»
MEXIy MpernojaBaTesieM M 00ydarouuMcs, HEOOXOAUMON MJii CTUMYJIUPOBAHUS
paboThl 00YYAIOIINXCS U COBEPIICHCTBOBAHUS METOAMKH MPENOJaBaHUs YIeOHBIX
JUCLUTUINH.

[To pe3synapTaTaM NpPOMEXYTOYHOM aTTeCTallMHd CTYJIEHTY 3aCUMTHIBAETCS
TPYJOEMKOCTh  AUCHUIUIMHBI B 3a4€THBIX  €JUHULAX,  BBICTABISIETCA
muddepeHMpoBaHHasi ~ OIlEHKAa B  IPHUHATOM  By3e  CHCTeMe  OaJuioB,
XapaKTEpHU3yIolas KaueCTBO OCBOEHUS CTY/ICHTOM 3HAHUM, YMEHUI U HABBIKOB 110
ATOU TUCHUILIIUHE.

[To nucuumirne «JloKyMeHTOO00POT B TypU3ME» MPEyCMOTPEH HK3aMEH.

YPOBHM OCBOEHUA JUCHHUITJIMHBI

MuyHUMaIIbHBIN OcHOBHOM [IponBuHyTHIN
banne 55-69 70-84 85-100
Ouyenka 3 4 5
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Ouenka 5 («0Tau4HO», 85-100 62a/1710B) cTaBUTCS 00yYaIOMMUMCS, KOTOPbIE

IIpU OTBETE:

— 0OHapy’KMBAIOT BCECTOPOHHEE CHUCTEMATHUYECKOE M TIIIyOOKOEe 3HAaHHE
MIPOTPaMMHOT0 MaTepuarna;

— JIEMOHCTPHUPYIOT 3HAHUE COBPEMEHHON YUEeOHON M HAYYHOU JIUTEPATYPHI;

— CHOCOOHBI ~ TBOPYECKM MPUMEHSATh 3HAHME TEOPUM K  PEUICHUIO
npodeccruoHanbHbIX 3a/1a4;

— BJIAJICIOT OHATUMHBIM aIapaToM;

— JEMOHCTPUPYIOT CHOCOOHOCTh K QHAIM3y U COMOCTABJICHHUIO PA3TUYHBIX
MO/IXO/IOB K PEIIECHUIO 3asBJICHHON B OMJIeTe IPOOIEMATHKY;

— MOATBEPAKAAIOT TEOPETUUYECKHE MOCTYJIAThl npuMepamMu u3
IPaBOIIPUMEHUTENBHON PAKTUKHU.
Ouenka 4 («xopomo», 70-84 06anua) craBUTCS OO0ydYarOUTUMCS, KOTOPBIE

IIpU OTBETE:

— 00HapyKMBAIOT TBEPAOE 3HAHUE MPOrPAMMHOTO MaTeprana;

— YCBOWJIM OCHOBHYIO ¥ HauOoJiee 3HAYNMYIO JOTIOJTHUTENBHYIO IUTEPaATypPy;

— CIIOCOOHBI ~ MPUMEHATH  3HAHWE  TEOPUM K  PEHICHUIO  3ajad
npo(deccuOHaIbHOTO XapaKTepa;

— JOMYCKAIOT OTAEJIbHBIE MOTPEITHOCTH U HETOYHOCTH IPU OTBETE.
Ouenka 3  («yIOBJIETBOPUTEJBbHO», 55-69  0OannoB)  craBUTCS

00ydJaronmmMcs, KOTOpPhIE PU OTBETE:

— B OCHOBHOM 3HAIOT MPOTPAMMHBIA MaTepuai B 00bEMe, HEOOXOMMOM IS
npenacrosiueit padboTsl 1o npodeccuu;

— B LIEJIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OTAENIbHBIE MOTPEMTHOCTH B OTBETE HA BOMPOCHI.
Ouenka 2  («HeyIOBJIETBOPUTEIbHO», 0-54  Oanma)  craBuTCS

00ydJaronmmMcsi, KOTOpPhIE MPU OTBETE:

— OOHApY)KMBAIOT 3HAYUTEIbHBIE TPOOETBI B  3HAHUSIX  OCHOBHOTO
IPOrpaMMHOI0 MaTepuana;

— JOMYCKAIOT IPUHIIMITIHATbHBIE OIIMOKU B OTBETE HA BOIIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHUE TEOpPUM M TPAKTUKU MNPodecCHOHATbHON
NEATEIIbHOCTH.
OcHoBaHUEM 71l HEJOMYCKA K DK3aMEHY SBJSIETCS TO, YTO OOyJarontuics

BO BpeMs cEMecTpa He HaOpasl yCTaHOBJICHHOTO MUHIUMYMa 0ajuioB — 55 6asios.

8. IlepeyeHb OCHOBHOM M JONOJHUTEIBHON Y4eOHO JIUTEepaTyphl,
He00X0AUMOil 11l OCBOCHUSI JUCIUIIJIMHBI (MOAYJISA)

a) rocy1apcTBeHHbIe CTAHAAPTHI

1) Hattmonanensii ctangapt PO 'OCT P 7.0.8-2013 "Cucrema ctaHaapToB
no uH@opmaruu, OUOIMOTEUYHOMY M H3AaTeIbCKOMY Jieny. Jlenonponu3BOACTBO U
apxuBHOe Jeno. TepMmuHbl M ompeneneHus”" (yTB. mnpukazoMm DenepalbHOTO
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areHTCTBA M0 TEXHUYECKOMY PETYIUPOBAHUIO U MeTpojoruu oT 17 oxktadps 2013
r. N 1185-cT)

2)I'OCT P 6.30-2003 «YHuGUUUPOBAHHBIE CHUCTEMBI JIOKYMEHTAIIUU.
YHuduimpoBanHas ~ cucteMa — OpPraHM3alMOHHO -  PACHOPSIUTENbHOU
nokyMeHTanuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOB)

3) TOCT P 7.0.97-2016 «Cucrema craHaapToB Mo uH(pOpPMAaIUH,
OUOIMOTEUHOMY M H3JaTeNbCcKOMy neny. OpraHu3alMOHHO-PACIOPSAUTEIbHAS
nokyMeHTanus. TpeboBanus Kk 0OPMICHHUIO TOKYMEHTOBY

0) ocHOBHasi JIMTEepaTypa:

1) JHoxymeHTarmoHHOe oOecreueHne yrpaBieHus: YueOHoe mocobue/
I'maguit E.B. - M.: U1l PUOP, HUL] UH®PA-M, 2016. - 249 c. Pexxum goctyna:
http://znanium.com/catalog.php?bookinfo=468335

B) JONOJIHUTEJILHAS JINTEpaTypa:

1) JloxymeHTarmoHHOe oOecrieYeHue YyMpaBJeHUs IMEepCOHAIOM: YueOHoe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2015. - 234 c.Pexxum noctymna:
http://znanium.com/catalog.php?bookinfo=488066

2)JloxyMeHTalMoOHHOE 00€ecTieueHrEe YNPaBIEHUs B COLUATbHO-KYJIBTYPHOM
cepBuce U TtypmsMme: YueOHoe mocobme / I'ymuna U. A., 3aitnea H. A. - M.:
Annspa-M, HUNI], NH®PA-M, 2015.Pexxum
noctymna:http://znanium.com/catalog.php?bookinfo=489737

9. IlepeueHns pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«/HTepHeT», HeOOXOAUMBIX IJISl OCBOEHH S JUCHUILITUHBI (MOTYJIs1)

1) Bcé o nenonpousBoacte http://delo-ved.ru/

2) Jlemompow3BOACTBO W JOKYMEHTOOOOPOT  HAa  TPEANPUSTHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Aenonmpou3BOACTBO W TpyJAoBoe  TmpaBo.  http://hr-
portal.ru/rubric/kdp

4) DnextponHas oubnuoreka HR-cnermanucros. http:// www.hrm.ru/

10. MeToauveckue yKazaHus AJsl 00y4aOIUXCH M0 OCBOCHHUIO TUCIMILIMHBI
(MoayJist)

CaMocTosTenbHAas MOATOTOBKA O0YYAIOIUXCS TPOBOAUTCS TS YTIyOIeHHs
U 3aKpeIUIeHHs] 3HAHUH, MOJYyYEHHBIX Ha JIGKIHUSIX U OPYTHX BHIAX 3aHATUH, AJS
BBIPA0OTKH HABBIKOB CaMOCTOSITEJIBHOTO MPUMEHEHHSI HOBBIX, JTOMOJHUTEIBHBIX
3HAaHUU ¥ MOATOTOBKH K MPEJCTOALIMM YIEOHBIM 3aHATHIM, SK3aMEHY.

BaxHbIM  ycloBHEM  YCHEIIHOTO M3YYEHHUS JUCUHUIUIUHBI  SBISETCS
nocemienue Jjeknuid. [lox mocemennem noapazymeBaercs He (popMa MacCUBHOTO
NPUCYTCTBUS, a aKTUBHAasA paboTa 1Mo U3y4yeHHIo HoBOro marepuania. [lonroroska
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAIW3 IpeularaeMbIX AJs M3Y4YeHUS
BONPOCOB, M3y4YCHHE HOPMATHUBHBIX MCTOUYHUKOB M Yy4eOHOW M Hay4dyHOU
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JIUTEpaTyphl MO paccMaTpUBAEMbIM BOIpOcaM JEKIMHU. B mpouecce exkmuu
oOyyarommicss MOXET 3a/JaBaTh  YTOUHSIOUIME BONPOCH, OCYIIECTBHUTH
B3aMMOCBSI3b HOBOT'O MaTepualia C YK€ H3yYeHHBIM, HOJATrOTOBUTH 0a3zy uis
3 PEKTUBHOTO HCIOIB30BaHMs MOJYYEHHBIX 3HAHUW, OOJErYuTh MOATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIMOCOOOM (PUKCAIUU JIEKIIHOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHPOBAHME, MpPENCTaBJAIoNIee COOOM HE TOJBKO
¢ukcalnio BaXKHEHIIMX MOMEHTOB JEKIUH, HO U YKa3aHHE NPUMEPOB IS
MOHMMAaHHUS TOTO UJIM HHOT'O TEOPETHUECKOI0 MaTepuara.

[Ipy MOArOTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIMMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTE€pUalbl JIEKIUi, Y4EOHYI0 M HAay4dHYIO JIUTEparypy.
[ToaroToBka OTBETOB MO BHIHOCHMMBIM Ha OOCYXJIEHHE BOIMPOCAM MPAKTUYECKOTO
3aHATHUS BKIIOYAET B ce0s HE TOJBKO MPOYTEHHWE MaTepualia, HO U €ro aHalu3 U
KPUTUYECKYI0 OlLeHKy. OOydaromemycs CleayeT BBIIBUTh MaJlOU3Y4YCHHBIC
aCIIeKThl pacCMaTPUBAEMBIX BOIIPOCOB, MPOSBUTh MHUIIMATUBY MPHU MOATOTOBKE K
NPaKTUYECKOMY 3aHATHIO.

[Tpu moAroToBKE K MPAKTUUECKUM 3aHATUSAMH M 3K3aMEHY PEKOMEHIYEeTCs
CHUCTEMaTH3UpPOBaTh 3HAHUS, M300pakas MX B TAaOIUYHOM, TpapUuecKOM WIH
CXEMAaTUYHOM BHUJIE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIOPOCTUT 3aJady 3allOMHHAHMUS MaTepuaja, OOJErdyuT MpoIecC MPAKTHUYECKOTO
NPUMEHEHHUS MOJTy4YeHHBIX 3HAaHUH.

3amayeil  MpaKkTUUYECKUMX  3aHATUN  SBJISIETCS  BBIpaOOTKAa  yYMEHHS
UCIIONB30BaTh TEOPETUYECKUE 3HAHMs, NPOSBUTh HAIWYME MPAKTHUYECKUX
HaBbIKOB. [lpy  moAroToBke K  MPAKTUYECKOMY  3aHATUIO  CIEOYeT
3a0JIarOBPEMEHHOr0 00ECHeYUTh HaNW4Yhe HEeoOXOIUMO il AHHOTO 3aHSTHS
MaTepHasa, CaMOCTOSITeIbHO TIOBTOPUTH PaHee U3yUEHHBIE TEMBI.

JInst  yCHemrHoro OCBOEHHUS JUCHMIUIMHBI BaXXHBIM SBISIETCS yMEHHE
paboTaTth ¢ TepMUHAMU M UX omnpeneneHusMu. s pa®oTbl ¢ TepMHUHOJIOTHEH
3 PEKTUBHBIM SIBISIETCS WCIOJIb30BAHMWE KaK Y4eOHOW W HAyYHOH JIUTEpaTypHl,
TaK ¥ IOPUANYECKUX U PUIOCOPCKUX CIOBApEH.

PaboTta ¢ TepMUHAMH MOXKET OCYILIECTBISTHCS Kak B (OpME COCTABICHHSA
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapPUKOB J/JIsi YAOOCTBA M CKOPOCTU IIOMCKa
HeoOxomumoro TepmuHa. C  OITOM TENbI0 HEOOXOAUMO KaKIbI  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allMChIBAaTh U BO BPEMS MOJTOTOBKUA K CEMUHAPCKUM U
NPAKTUUECKUM 3aHSATHUSAM YKa3blBaTh COOTBETCTBYIOIEE ompezeneHue. B cmydae
BO3HUKHOBEHUSI CIJIO)KHOCTH BBIOOpa OIpeAeNeHUs] U3 HMEIOLIErocss odbema B
paMKax Hay4yHOTO 3HaHHS HEOOXOIMMO 3a/JaBaThb BONPOCHI MPEMOAABATENIO0 B
paMKax JIEKIIMOHHBIX U MPaKTUYECKUX 3aHATHH.

KonrponsHast pabora 3akitoyaercs B HamucaHuu pedepara WM
BBITOJIHEHUS TIPEIIOKEHHBIX 331aHUH C LENbIO:

. 3aKpervieHus], yriTyOaeHus U 0000IeHUs 3HaHUH 110 AUCITUTLIINHE;

. 3aKpCIUICHWS HABBIKOB pa0OTBI C HAy4YHOW JIUTEpaTypor U
UH(OPMAITMOHHBIMA NCTOYHHKAMU;

. JIEMOHCTPAIAH HaBBIKOB HCIIOJIb30BaHUS COBPEMEHHBIX

UH(POPMAILIMOHHBIX TEXHOJIOTHIA.
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B IMPOLECCCC BBINTOJIHCHUA KOHTpOJ'IBHOﬁ pa6OTI)I CTYACHT OOJIZKCH:

. MoKa3aTh yMeHHEe paboTaTh C pa3NIUYHBIMH BHUJAMU HCTOYHHKOB
uHpopmanuy;

. CpPaBHHMBATh Pa3JIMYHbIC TOUYKH 3PCHUS Ha UCCIICAYEMYIO TpobiemMy;

. CaMOCTOSITENIbHO ~ 0000mIaTh,  aHAaJU3UPOBATb U OLICHUBAThH
UMEIOUTYIOCS B TUTEPATypPHBIX UCTOYHHKAX WH(OPMALINIO;

. OCYIIECTBUTH O(QOPMIICHHE KOHTPOJIbHOM paboTel B CTPOTOM

COOTBETCTBUHU C IIpaBUiiaMH, onpeaeneHHbiMu B DOMM 1o aucnurumHe.

KonTponbHast paboTa BBIIOMHSAETCS CTYIACHTOM CaMOCTOSITEIBHO, HOCUT
TBOPUYECKUN XapakTep, JOJHKHA CoAepx aTh (pU HEOOXOAUMOCTH) aHATUTHYECKUN
0030p Hay4dyHOW JHUTEpaTypbl, BKIIOYas MyOJMKAlMKW TEKYIIEro roja, CTaTbu B
YKypHaJax 1o yTBEPKIAECHHON TEME UCCIIEI0BAHUSI.

WNurepaktuBHbie  GOpMbl  MPOBEACHUS  3aHATUA 1O  AUCIUIUIMHE
«/1oKkyMeHTOOOOpOT B TypH3ME» BKIIOYAIOT B C€0s1 CIEAYIOLINE BUIbI 3aHATUM:

- HHTEPAKTUBHBIE JIEKI[MW, MPEANOJAralT HCIOJIb30BAaHUE METOJa
npo0eMHOro u3noxkenus. [Ipu TakomM moaxone JIEKIUsl CTAHOBUTCS MOXOXKEH Ha
JMasor, MpernojlaBaHue UMUTUPYET MCCIIENOBATEIbCKUN Mpouece (BbIABUTAIOTCS
NIEPBOHAYAJIBHO HECKOJIBKO KJIFOUEBBIX MOCTYJIATOB IO TEME JIEKLUH, U3JI0KEHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSITENILHOTO aHaimu3a ©  00001eHus
CTYJEHTaMH Y4eOHOro marepHuana). JTa METOAWKa IO3BOJSET 3aWHTEPECOBATH
CTYJ€HTa, BOBJEUb €ro B npoiecc o0yueHus. [IpotuBopeurs Hay4yHOTO MO3HAHUS
PacKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKH TMpoOJeMbl. YueOHas mpobiiemMa u
npoOsieMHasi CUTyalusl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMU
npobiemHoro oOyuenus. [lepen Hauamom HM3ydeHHs ONpPEAEIEHHOM TEMBbI Kypca
CTaBUTCA TEpea CTyJEeHTaMH MpOOJEMHBIM BONMPOC WIM JaeTcsi MpoOJieMHOE
3aganue. CTUMyIUpys paspellieHde npoOjieMbl, MpenojaBaTelb CHUMAET
IPOTUBOPEYHS MEXKITY UMEIOIIUMCS €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTYJIEHTa
3HaHUSMU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/AEJbHBIE MPOOJIEMbI
MOT'YT MOJHUMATBCS CAMHMH CTyJIE€HTaMHu. | JIaBHBIM yCIEX AAHHOTO METOJa B
TOM, 4YTO TMpernojilaBaresib JA0OMBAaETCA OT ayJUTOPUH «CaMOCTOSATEIbHOIO
pellieHus» MOCTaBIeHHOW mpobaembl. OpraHuzanus MpoOIIeMHOTO OOydeHHUs
NPEJCTaBISIETCST JIOCTAaTOYHO CJIOXKHOM, TpeOyeT 3HAYUTENbHOM MOATOTOBKU
aexktopa. OJHAKO Ha HAYaJIbHOM 3Tall€ MCIOJIb30BAHUS ATOTO METOJA €r0 MOXKHO
BHEJPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIMH, MPAKTUYECKHX
3aHATUH KaK JIONOJHEHUE.

OueHouHble WM METOAMYECKHE  Marepuaigbl [0  JUCLMILIAHE
«JlokymMeHT0000pOT B Typu3Me» npeacTaBieHsl B DOMM.

[Ipy nOAroTOBKE K MNPOMEKYTOYHOMY WM HUTOTOBOMY TECTHUPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHUECKUI W NpakTUYeCKuid wmartepual. TecTtoBbie
3aiaHus (C MepeyHeM BO3MOXKHBIX BapHUAHTOB OTBETOB, CPENIM KOTOPBIX XOTS Obl
OJIUH OTBET SBJISETCS HEBEPHbIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIIIJICHUS,
BBIHYKJIGHHOTO BBIOpaTh U3 MPEJI0KEHHBIX BapUaHTOB OTBET BCE MPABHIIbHbBIE
BapuaHThl. TecToBbIE 3aJaHUSl HA YCTAHOBJIEHUS COOTBETCTBHS IMOAPA3yMEBAIOT
HEOOXOJMMOCTh MPOSBIICHUS HE TOJIBKO 3HAHMS Y4eOHOTro MaTepuana, HO U
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yMEHUSI TPUMEHATHh IMpaBuiia (OpMaIbHONW JIOTUKH. TecToBble 3aJaHusi Ha
YHOPSIAOYECHHUE HAMNPABJIEHbl HA YCTAHOBJICHUE JIOTUYECKOW IMOCIEN0BATEIbHOCTU
paccMaTpuBaeMbIX SIBJICHHUI (BPEMEHHM CYLIECTBOBAHUS SIBJICHHH, PacloNOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JIOKYMEHTOB U T.II.).

OddexkTuBHBIM CcrTOCOOOM I TOATOTOBKA K TECTUPOBAHUIO SIBIISCTCS
paboTa 00ydJaromIerocsi Mo PEIICHUI0 TECTOBBIX 3aJIaHUM, TPEIOCTABICHHBIX IS
caMOCTOSITeNTIbHON paboThl. Taxke mpu MOATOTOBKE K Takod (opme KOHTPOJS
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIYET CAMOCTOSTEIHHO MOMBITATHCS
mpopaboTaTh paccMaTpuBaeMble B AMCITUIUIMHE BOMPOCHI B (JOpME COCTABICHUS
TE€CTOBBIX 33JIaHUMU.

[Ipy moAroToBKE K HAK3aMEHY CIIEIyET WMETh B BHUIY, UYTO OH SIBJISIETCS
UTOTOBOM (OPMOM KOHTPOJISI TO M3YYCHHUIO JaHHOW Y4yeOHOM JUCHUIUIMHBEIL.
DK3aMEH NOAPAa3yMEBACT MaKCHUMaJbHYI0 KOHIICHTPALMIO 3HAHUWA W YMEHUHU,
MPEANOIATAIOIINX MOJTHOE U3YYEHNE MaTeEpHUana TUCIUIIINHBI.

DK3aMeH NpoBOAUTCS B (OpME YCTHOrO cOOECeOBaHUSI U BBIMOJHEHUS
MMCbMEHHOIO 33/IaHMsl, TMOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM  OLIGHKE TPUHUMAETCA IIO
pe3yabTaraM YCTHOIO OTBETAa M BBIIOJIHEHHOTO MHCbMEHHOIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OI[EHKHU.

PaGora ¢ meyaTHbIMU M3JAHUSIMHU TPEANOJIaraeT HU3y4YeHUE COBPEMEHHOMU
HAy4YHOW  JUTEpaTypbl, MPAKTHUKA TYPUCTCKOM  JICSITEIBHOCTH, [O3TOMY
pPEKOMEHyeTCsl paboTaTh B SJEKTPOHHBIX OMOTMOTEUHBIX CUCTEMax, KPOME TOTO,
1IEJI€CO00Pa3HO M3YYHTh CTaThH B CICNHAIBHBIX TEPHOTUYCCKUX U3JIAHUSX.
Takke MOXHO HCIOJIB30BaTh MaTepHalibl OQUIMATIBHBIX CANTOB OpPraHOB
rOCyJapCTBEHHOTO M MYHHUUMIIAIIBHOTO YIPABICHUS, TYPUCTCKUX OpraHU3aluu,
accolyanuii U 00beAMHEHUN TpeAnpUHUMAaTeNel, peUTUHTOBBIX areHTCTB U T.1I.,
HaxoJsIIMECs B OTKPHITOM Joctyne cetu Internet. OQHOBpEMEHHO clienyeT
o0paTuTh CBOE€ BHUMaHUWE Ha MyOJIMYHbIE OMOIMOTEKH, MNPETOCTABISIONINE
BO3MOKHOCTB JIOCTYIIA K 3JIEKTPOHHBIM BEPCUSIM IEYATHBIX UCTOYHUKOB.

11. Ilepeyenb nHGOPMAITUOHHBIX TEXHOJIOT Ui, HCIIOJIb3yEeMbIX NPH
OCYIIIeCTBJIEHHMH 00Pa30BaTeJILHOIO Mpolecca Mo JTUCHUILIHHE (MOIYJII0),
BKJIIOYAS NepevYeHb MPOrPAMMHOI0 obecnedeHus 1 UHPOPMAMOHHBIX
CIPABOYHBIX CHCTEM

[IporpammHOe oOecrieyeHue:

1. Omneparmmonnas cuctema (Microsoft Windows IIponpuemapnas);

2. Taker oducubix nporpamm (Microsoft Office ITponpuemapnan);

3. Web-6payzep (Mozilla Firefox GNU Lesser General Public License);

HNubopmaninoHHbIe CIIPAaBOYHBIE CUCTEMBI:
1) ABTomaTu3upOBaHHas uH(popMaroHHas OoubMoTeuHas cucrema

Marc21SQL;
2) CnpaBouHo-nipaBoBas cucteMa «Koncynprant [Lmrocy
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12. MarepuaibHO-TeXHHMYECKas 0a3a, He0OXoauMas Il OCylIeCTBJICHUSA
00pa30BaTeJILHOIO NMPOoLecca Mo IMCIHUIVIMHE (MOYJII0)

Ne
u/n HaumenoBanue KoanuecTBO
1. Crenuann3upoBaHHbIC Ay IUTOPUU:

VYyeOHasi ayAUTOpHs AJIsl MPOBEACHUS 3aHATHI CEMHUHApPCKOTO
TUIIA, KYpPCOBOT'O MPOEKTUPOBAHUS (BBIIOJHEHUS KypCOBBIX
pa®oT), TpPYNHOBBIX U WHAUBUAYAIbHBIX KOHCYJbTALIUH,
TEKyIIEro KOHTPOJS M TMPOMEXKYTOYHOM arTecrauuud /
KOMIIBIOTEPHBIM KJacCc / MOMEIIEHUE ISl CaMOCTOSTEIbHON

paboThiNe 43 (yi. Pomuuckasi, 5)

2. | Texuudeckue cpencTBa 06yUEHNUS:
KOMIIBIOTED € MPOrpaMMHBIM obecriedeHueM No 43 | 17
3. | CrermanusupoBaHHbIe ayIHTOPUN:

MexxkadenpanbHas J1abopaTOpUsi CEPBUCHBIX U COIHAIBHBIX
TEXHOJNOTHM / YueOHas aynuTopus IJid MPOBEICHUS 3aHATUN
JEKIMOHHOTO THUIA, 3aHATUN CEMHUHAPCKOI'O THUIIA, KypCOBOTO
NPOEKTUPOBAHUA (BBIOJHEHUSI KYPCOBBIX paboT), TPyMIOBBIX
U WHAUBUIYAIbHBIX KOHCYJIbTAlUM, TEKYLIEr0 KOHTPOJS U
npomexytouHoi arrectariu Ne 10a (yin. Pomuackas, 5)

4. | Texunueckue cpenctsa 06ydenns:

sKkpaH HacTeHHbIA No 10a

MyJIbTUMEIUIHBINA TpoeKTOpNe 10a

KOMIBIOTEP € MporpaMMHbIM obecnieueHueMNe 10a

5. | CrenmanusupoBanuble ayTuTOpHH:

VYyebHas ayautopusi JUisi IPOBEACHUS 3aHITHI JEKIMOHHOTO
TUIA, 3aHATUH  CEeMHHAPCKOTO  THUMA, TPYNIOBBIX H
WHIUBUYAIbHBIX KOHCYJIbTAIlMH, TEKYIIEro KOHTPOJS H
npomexyTouHoi arrectariuu Ne 09 (yn. PomuHckas, 5)

6. \ Harnsinaele mocoOus
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