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1. llosicHUTEIHLHAA 3aNINCKA

Kypc «J/lokyMeHTOOO00OpOT B Typu3Me» 3aHMMaeT BaXHOE MECTO TIPH
MOATOTOBKE OakamaBpoB 1o HampaieHuio 43.03.02 «Typuzm». YnpaBieHue
npeanpusitTieM (opraHu3aiyeii), OKa3bIBAIOIIMM YCIYTH, HEu30exHO Tpeldyer
CO3J]aHUs MHOTHX BHJOB JOKYMEHTOB, 0€3 KOTOpPBIX HEBO3MOXKHBI pELICHUE
OCHOBHBIX  MPOU3BOJACTBEHHBIX  3a/ay,  IUIAHUPOBAHHME  JIESITEIIbHOCTH,
(dbuHaHCcUpOBaHUE, OyXTraaTepCKU YYET U OTYETHOCTh, ONIEPATUBHOE YIIPaBJICHUE,
KaJipoBoe oOecreyeHue NeSITebHOCTU U T.M. JJOKYMEHTBI SBISIOTCS OCHOBHBIM
JIOKA3aTeIbCTBOM COBEPIICHHMS] TOrO0 WJIM MHOro (akrta MpOU3BOICTBEHHO-
XO3SMCTBEHHON JCSATENBHOCTH Tpennpustus. Opranu3aius JOKYMEHTAIIMOHHOTO
oOecrieueHus ympaBieHHs B cdepe Typu3Ma HMMEET HEKOTOpble OCOOEHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMHU TMPOIEIypaMH pealu3aii TpeOOBaHUNW W HOPM,
OTIpEICTICHHBIX 3aKOHOJATEIHCTBOM.

[lenpr0 OCBOEHUST AUCIUIUIMHBI «J/[OKyMEHTOOOOPOT B TypHU3MeE» SIBIACTCS

M3YyYEHHE CHUCTEM JOKYMEHTAalluW, OpraHu3alud JIOKYMEHTUPOBaHUS U
JIEJIONPOU3BOICTBA, COCTABISIOIMIUX OCHOBY HH(POPMALIMOHHBIX TMPOLIECCOB B
TypU3Me.

3aayu AUCIUIUIAHBIL:

. 03HAKOMJICHHE CTY/ICHTOB C 3aKOHOJATEIbHOW U HOPMAaTUBHOM 0a30M,
METOAMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JIUTEPaTypoOil 1Mo Kypcy;

. U3y4YeHUE MPAKTUKU OPTaHU3alMU TOKYMEHTAIIMOHHOTO 00eCreYeHUs

YIOPABJICHUS HA MPEIIPUATHSIX, OPraHU3AIUSIX U YUPEKICHUAX TYpPU3MA.

2. IlepeyeHb MUIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHs 10 JMCUHMILINHE,
COOTHECEHHBIX C IIJIAHMPYEMBIMH pe3yJIbTaTaMM OCBOCHHS 00pa3oBaTeIbHOM
NPOrpamMMmblI

HucrunnnHa «J[okyMeHTOOO00pOT B TYypU3ME» y4acTBYET B (hOPMHUPOBAHHUH
cieAyronield KOMNETEHIUH (CAETYOIUX KOMIETEHIIUN ):

OIIK-1 - cmocoGHOCTh
pematsh CTaH/IapTHBIC
3aaun MpoecCHOHATBHON
JEATENIPHOCTH Ha OCHOBE

3HATh:

- OCHOBBI JIOKYMEHTAJILHOTO O0ecTeueHus: Opranu3aliy Typrusma;
COCTaB OpraHU3aIMOHHO-TIPABOBOM, pacnopsIuTENbHOM,
WH(pOPMaITMOHHO-CIIPABOYHOM, IJITAHOBO-OTYETHOM

MH(POPMAIIMOHHOM U
oubnuorpaduueckoi
KYJIbTYPbl C MPUMEHEHHEM
nH(pOpPMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJOTUH M C Y4YETOM
OCHOBHBIX TpeOoBaHUI
nH(pOPMaITMOHHOMN
0e30IMacHOCTH,
UCTIOJIh30BATh
HUCTOYHUKH

pa3IuYHbIC
UHpOpMALIUU

JOKYMEHTAIIH, paBuia e€ cocTaBIeHU U 0(hOpMIICHUS.

yMeThb:

- OIpENENATh COCTaB, CTPYKTYPY U COIEpIKaHUE NTOKYMEHTAIIUU,
o0ecreunBaroIeii 1esITeNbHOCTh OPraHU3aluy TYPU3MA;

- ONpCACIIATL BUJBI YIIPABJICHUCCKUX JOKYMCHTOB, HCOGXOZ[I/IMBIX
JUIsL ONMCAHMS - Ppa3IMYHBIX YIPABJICHYECKUX JECUCTBUH B
PA3JIMYHBIX CUTYyAIIUAX

- COCTaBJIATH H O(l)OpMJ'DITI: JACJIOBBIC IIMCbMA, AOKJIAAHBIC H
CITy»eOHBIC 3aITUCKH, OTBEYATh Ha KAJIOOBI TOTpeduTenei
BJIA/IETh:

- HaBbIKaMH pa3pabOTKH HabOpa OpraHU3aIMOHHO-TIPABOBOMH,
pacnopsiINTEeNIbHON,  WH(OPMAIMOHHO-CIIPABOYHOM,  IJIAHOBO-




0 OOBEKTY TYPUCTCKOro | OTYETHOM JOKYMEHTAIIMK B MPOIIECCE OPTaHU3AIMHU JAEATEIbHOCTH
POyKTa B chepe TypusMa;

- HaBbIKAMHU CHUCTCMATU3allUUM OJOKYMCHTAIUHU B IPOLCCCC
JESITEIILHOCTH NIPEANPHUATHS TypU3Ma

OIIK-2 - cnoocoOHOCTE K | 3HATH

pa3paboTKe  TypHCTCKOro | - 0COOCHHOCTH JOKYMEHTOO60POTA B TYpH3ME;
NPOIyKTa - (opMBl  JTOKYMEHTOB, HEOOXOAMMBbIE TIpU  pa3paboTKe

TYPUCTCKOT'O MPOJTyKTa

yMeTh

- HCIOJIb30BaTh (OPMBI  JOKYMEHTAllUM s Pa3paboTKu
TYPUCTCKOT'O MPOJTyKTa

BJa/1eTh

- HaBBIKAMHU OpraHu3anuu 3((EeKTUBHOrO JOKYMEHTO000pOTa B
TypHU3ME;

- cHnocoOHOCTAMH K pa3pabOoTKe TYpPUCTCKOTO TIPOAYKTa C
WCII0JIb30BAHNEM HEOOXOAMMBIX TOKYMEHTOB

3. MecTo JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOI NPOrpaMMbl

Hucuunnuna b51.5.22  «JlokyMeHTOOOOpPOT B  Typu3Me»  SIBISIETCS
JUCHUIUIMHON 0a30BOM 4YacTu y4eOHOTO IjIaHa Uis MOJATOTOBKU CTYACHTOB IO
HarnpasyieHuto 43.03.02 Typusm.

[udp [IpenmecTByronme JUCUUILTMHBI [Tocnenyromme TUCIUTIITAHBI
KOMITETEHIIMHI y4eOHOro IJ1aHa, B KOTOPBIX y4eOHOro IJIaHa, B KOTOPBIX
OCBauBAETCs KOMIIETEHIUS OCBaMBAETCS KOMIIETEHIUS

OIIK-1 Nudopmaruka JucuunnmHa sBisieTcs MOoCIeIHEr B
I/IH(l)OpMaHE/IOHHBIe TEXHOJIOTUH B (bopMHpPOBaHUN KOMITETCHITMN
TYPUCTCKON MHAYCTPUHU

OIIK-2 WnpopmanoHHbIE TEXHOJIOTUHU B Typucrcko-peakimOHHOE
TYPUCTCKON MHAYCTPUHU IPOCKTUPOBAHUE

4. O0beM IMCHUILUIMHBI (MOAYJIf1) B 3a4€THBIX eIMHULAX ¢ YKA3aHUEM
KOJIMYECTBA AKAJeMHYeCKUX WIH ACTPOHOMHYECKHX YaCOB, BbI/IeJIEHHbIX HA
KOHTAKTHYI0 pa0oTy 00y4awiuuxcs ¢ npenojasareseM (10 BUAAM y4eOHBIX

3aHATHII) 1 HA CAMOCTOSITEJILHYIO Pa00Ty 00y4arOIIMXCS

OO6mmas TPYIOEMKOCTb OCBOCHHUS yaeOHOU JUCLUTLIAHBI
«J1okyMEeHTOO00pOT B Typu3Me» COCTaBIseT 3 3aueTHhIX eauHunbl win 108
aKaJeMHUYECKHX YacoB.




Kypc 3
OO6mr1ast Tpy10€MKOCTh (BCETO aK. 9acoB / 3.€11) 108/3
KonraktHas Jlexuun 6
pabdota [IpakTHYeCKUE 3aHATHUS 6
Jp. KOHTaKT 1
CamocTtosiTenbHas paboTa 93
Bun
IIPOMEKYTOYHOU
aTTecTallu IK3aMeH 2/-
(KOHT./camoCT.
paboTa)

5. Conepxxanue JMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 110 TeMaM
(pa3aesiam) ¢ yKkazaHueM OTBEAEHHOI0 HA HUX KOJMYeCTBA aKaAeMUYeCKUX
WJIN ACTPOHOMHYECKHMX YaCOB U BH/I0B YUeOHBIX 3aHATHIA

TpynoemMKocTh
E = <
auMEHOBaHHE pazzena o = s
e JTUCIUTLINHBI (TeMa) § E :: §_ S Conepxanue
EERR-RE N
E
3 Kypc
- Ilonstue o poxymeHnrte. CBOMcCTBa,
npu3Hakd, (QyHKIMH  JOKYMEHTa.
Metoabt U CHOCOOBI
JOKYMEHTUPOBAHMUS. HopmarusHo-
METOaNYECKAs Oaza
JOKYMEHTAIlMOHHOI'O obecrieyeHus
OcHOBBI yIpaBiIeHUS NEeATEIbHOCTBIO
JOKYMEHTAllMOHHOI'O OpraHu3aLu TypUCTHUYECKON
1 o0ecrnieueHus 25 | 1 1 93 | ACATEILHOCTH. Bunb!l ynpaBineHYeCKUX
" | opranu3anuu JOKYMEHTOB,  HEOOXOAMMBIX  JJIs
TYPUCTHYECKOMN ONMMCaHUs Ppa3InYHBIX
NeATEIIbHOCTH YIIPaBIEHYECKHUX JEHCTBUM.
VYuubukauus u  cTaHAapTU3aLuUs
nokymeHToB. Ilonstme wu cocraB
PEKBU3HTOB.
Dopmbl JIOKyMEHTAIUU JUTSt
pa3paboTKu TYpUCTCKOTO MPOIYKTa




CocraB, CTpyKTypa M COJEp)KaHUE

JOKYMEHTaIuH, oOecnieunBaroIen
CucreMpl TOKyMEHTALUH, OpraHu3aLuIo TypH3Ma. Cocras
oOpa3yromuecs B OpraHHU3alOHHO-TIPAaBOBOM,
nporecce YTPABICHAS | 5 73 pacnop;mnfenbﬂoﬁ, HH(bOpMElI.[HE)HHO:
NeSITeNIbHOCTHIO CIPaBOYHOM, MJIAHOBO-OTYETHOM
OpraHu3anui cepsl JOKYMEHTAIUH, IpaBUIIa eé
TypU3Ma. COCTaBJICHUS U OPOPMIICHHS
OcoOeHHOCTH JTOKYMEHTO00OpoTa B
TypU3Me
OOmiast xapakTepUCTHKa KaJpOBOTO
cocraBa mpennpusaTus. OpraHuzanus
JOKYMEHTAI[HOHHOTO obecrieyeHus
NEeSTeIbHOCTH  KaJpOBOW  CIYXObI
JlokyMeHTAIHOHHOE npg;[npmmﬁ TypH3Ma. OpraHmaqu{
obecrnieueHue ymnpasieHus | 28 24 PAbOTEL € KafpOBON AOKYMCHTALHCH.
HepCOHANOM, OCOOCHHOCTH  HCIOJB30BAHUS  CETH
WutepHer qyst  pemieHus  3aAad
KaJpOBOTO JIEJI0NPOU3BO/ICTBA.
Odopmienue JIEJIOBBIX MUCEM,
JOKJIATHBIX U CIY>KEOHBIX 3alHCOK,
OTBETOB Ha JKaJI0OBI TOTPEOUTEICH.
Opranu3zanus padoThl ¢ JOKyMEHTaMHU.
Cucrematuzaiuss JOKYMEHTAIlUd B
Opranusams mporecce TYPUCTUYECKOMN
1OKYMEHT006OpOTa 27 23 | nestenpHocTH.  DopMHpOBaHUE U
odopmiieHne hi(Sh) DkcnepTusa
LIEHHOCTH JIOKyMEHTOB, IIOJrOTOBKa
JOKYMEHTOB K XpPaHEHHUIO.
KonrponsHas pabora 1
DK3aMeH 2
Hroro 3a 3 xypc 108 93




6. Ilepeyenb yueOHO-METOAMYECKOT0 O0ecriedeHUs IJIs1 CAMOCTOSTEIbHOM
padoThl 00yYAKOIIMXCSH MO JUCHHUIIMHE (MOTYJIIO)

CamocTosiTesibHAsi pad0Ta CTY/ICHTOB

Ne Bunet camoctostensHoi padotsl | TpynoemkocTs, | dopma KOHTpOIIs

aK.4achl
1. | [IpopaboTka TEOpETUYECKOTO
Koncynpranms
MaTepHaa 1o KOHCIEeKTam
. . npenojaBaTers,
JEKIUN, peKOMEH/I0BAaHHOU 23 CTHOE
JUTEpaType, TONOJTHUTEIbHBIM M
cobecenoBaHme
UCTOYHUKaM HHGOpMaIuu

2. [ToaroroBka K NpakTUYECKUM [IpencraBnenue
3aHATHUSAM: TIOUCK HEOOXOIUMOI 73 uHdopmaIuu B
uHpopmaru, oopadoTKa 00paboTaHHOM
nHpopmaruu BUJIE

3. [ToaroroBka K TeKylemy Tectil
KOHTPOJIIO(TECTUPOBAHUE U ’

. 24 KOHTPOJIbHAs
HalucaHue KOHTPOJIbHOMI
pabota
paboThI)

4. [ToaroroBka K mMpoOMeEKyTOYHOU YcTHOE
aTTecTallu cobeceoBaHue,
(MTOTOBBII TECT, CUTYalIMOHHbIE 24 TectupoBanue,
3a/1a4n) CUTYAaIIMOHHbIE

3a/1auu

JIJist caMOCTOSITENIbHOM PpadOThl MO MUCHUILINHE (MOAYJII0) O0ydaromuecs
UCHOJIB3YIOT ClIeAyIolIee yueOHO-MeToIuuecKoe o0ecneueHue:

1) JoxymeHTarmoHHOE oOecreueHrne ynpaBieHus: YuyeOHoe mocobue/
I'maguii E.B. - M.: U1l PUOP, HUL] UH®PA-M, 2016. - 249 c. Pexxum gocryna:
http://znanium.com/catalog.php?bookinfo=468335

2) JlokyMeHTaIlMOHHOEe OOecrieueHre YIpaBICHUsI TEPCOHAIOM: YueOHOe
nocooue/bynar P. E. - M.: HUIl NUH®PA-M, 2015. - 234 c¢. Pexxum noctyna:
http://znanium.com/catalog.php?bookinfo=488066

3) JoxymeHTanmoHHOE 00ecreYeHre ypaBIeHHs B COIUATBHO-KYJIETYPHOM
cepBuce U Typusme: YueOHoe mocobme / 'ymuna U. A., 3aitnea H. A. - M.:
Anspa-M, HUI[ HNHOPA-M, 2015. - 240 <c. Pexum poctyna:
http://znanium.com/catalog.php?bookinfo=489737

4) ®oHA OIEHOYHBIX M METOAMYECKUX MATEPUAJIOB MO JAUCITUIUIHHE
«/lokyMeHTOO0OPOT B TypU3MEY.



7.@0H OLEHOYHBLIX CPeACTB [JIA MNPOBEACHUS IPOMEKYTOYHOM
aTrrecTaluy 00y4arOIIUXCH MO JUCHUIJINHE

7.1. IlepeyeHb KOMIETEHUUI ¢ YKa3aHUEM ITANOB UX (OpMHUPOBAHUS B
npouecce 0CBOeHHsI 00pa3oBaTeIbHOM MPOrPaMMbl

[Ipomecc wm3ydyeHUsT OUCHUILIUHBI «J[OKyMEHTOOOOpPOT B  TypuU3ME»
HarpasJjeH Ha (OPMUPOBAHUE CIECITYIONTUX KOMIIETSHITUI:

OIIK-1 - crocoOHOCTH pemaTh CTaHAAPTHBIC 3a7a4dl MPOGECCHOHATBHON
NeATETLHOCTH HAa OCHOBE MHGOPMAIMOHHON W OMOImorpaduaeckoil KyiabTyphl €
npuMeHEeHnEM WH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUA M C y4eTOM
OCHOBHBIX  TpeOOBaHMU  HMH(POPMAIIMOHHON  OE30MaCHOCTH, HCIOJIB30BaTh
pa3IUYHbIE HICTOYHUKH UH()OPMAIIUU TT0 00BEKTY TYPUCTCKOTO IPOAYKTA

Jtanbl (OPMUPOBAHNUS KOMIIETEHIIUN

1 sTan 2 oTan 3 sTan
Undopmaruka I/IH(I)OpMaI_[I/IOHI-iBIe TEXHOJIOTHH B JIOKYMEHT0000pOT B TypH3Me
(1 kype) TYPUCTCKOW UHIYCTPHU (3 Kype)
(2 xype)

WudpopmanoHHbIe TEXHOJIOTUU
B TYPUCTCKOW MHIyCTPUH

(3 kypc)
OIIK-2 — Cnoco6HOCTh K pa3pabOTKe TYPUCTCKOTO MPOAYKTA
Jtanbl (OPMUPOBAHUS KOMIIETCHIIUA
1 sran 2 3tan 3 aran
HudopmalinoHHbIe TypucTcko-peKkpealioHHoe
TCXHOJIOTHH B IIPOCKTHUPOBAHNUE
N NudopmaninoHHbIe TEXHOIOTUH B
TYPUCTCKOMI N (4 xype)
HHIyCTpHH TYPUCTCKOIN UHTYCTPUU
(2 Kypc) (3 Kpr)
JIoOKyMEeHTOOOO0POT B TypU3Me
(3 xypc)
Typucrcko-pekpeannoHHOe
MIPOEKTUPOBAHHE

(3 kype)
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7.2. Onucanue nMokasaresjieil 1 KpUTEepHeB OLCHUBAHNMSI KOMIIETEHIIMIA HA Pa3JIMYHBIX 3Tanax ux popmMupoBaHus,
ONMCAHUE IIKAJ OLCHUBAHUS

Kpurtepun oueHuBaHus pe3yJbTATOB 00yUeHUsI

< @ B
SEZE g Ilnanupyembie Ouenka Onenka
¥ oz (2 6 OueHnka «xopoo» OuneHka «0TJIMYHO»
= § pe3yabTaThl 00y4eHUs | «HEYAOBJIETBOPHUTEIHLHO) «YAOBJIETBOPHUTEIHLHO) (70-84 Gara) (85-100 Ga1108)
(0-54 6an710B) (55-69 6as1,10B)
3 sTan
3HaHuA: He 3Haer: JemoHcTpupyer 3Haer JIOCTaTOYHO B | JleMOHCTpUpYET  BBICOKUH
- OCHOBBI | - OCHOB JIOKYMEHTAJIbHOIO | YaCTUYHBIC 3HaHWUA 0Oe3 | 0a30BOM oOBeMe: YPOBEHb 3HaHUM:
JAOKYMEHTAJILHOTO obecrieyeHust OPraHu3aly | rpyObIX OMHOOK: - OCHOBBI | - OCHOB JIOKyMEHTaJIbHOT'O
= obecrieyeHus TypU3Ma, - OCHOB JIOKyMEHTAJIBHOTO | JOKYMEHTaJIbHOIO obecrieyeHUs  OpraHU3aLUN
=l OpTraHu3aluHu TypU3Ma, - cocTaBa | obecreyeHus OpraHusanuy | 00eCIieYeHHs OpraHM3alluM | TYypU3Ma;
g - COCTaB | OpraHU3allHOHHO- TypHU3Ma; TypHU3Ma; - COCTaBa OpPraHU3aLUOHHO-
GE) OpraHu3alMOHHO- TpaBoBOii, - COCTaBa OPraHU3alMOHHO- | - COCTAaB OPraHW3allMOHHO- | IIPABOBOM,
S IIPaBOBOW, pacnopsiIUTENIBHOM, MPaBOBOM, MIPaBOBO, pacropsiIUTEIBHOM,
- PpacropsIIUTEIbHOM, UHPOPMAITUOHHO- pacropsiIUTEIBHOM, paciopsAUTENBHOM, MHGOPMAITMOHHO-
E WH(OPMAITMOHHO- CIIPaBOYHOM, TUIAHOBO- | HH()OPMAIHOHHO- MH(GOPMAITMOHHO- CIIPAaBOYHOM, IJIAHOBO-
2 CIIPABOYHOM,  IUIAHOBO- | OTYCTHON JOKyMCHTaluH, CIIPAaBOYHOM, IIJIAHOBO- CHpEIBO‘-IEIOfI, TUTAHOBO- | OTYETHOM _ AOKyMeHTaluH,
z OTYETHOM JOKYMCHTAlWH, | IIPaBUJ €€ COCTABJICHUSA M | OTYETHOH JOKYMEHTAlWW, | OTYETHOM JNOKyMEHTALUH, | MPaBUII €€ COCTaBICHUS M
g npaBuia €€ COCTAaBIEHHS | OQOPMIICHHS. npaBuil €€ COCTaBJIeHMs W | IpaBuia €€ COCTaBJIEHUs U | 0QOpMIICHHS.
s _. | 1 odopmieHHSL. o opmIIeHUSI. o opmMIIeHUSI.
2 <« | YMeHus: He YMEET wi | JleMoHCTpUpyeT YMeeT npuMmeHsATh 3HaHUA | JIeMOHCTpUpYeT  BBICOKHIA
E 5 - ONpEeAeNiATh  COCTaB, | JEMOHCTPUPYET JacTH4YHbIE yMeHHS 0e3 | Ha TIpakThke B 0a30BOM | YPOBSHb YMEHUM MPH:
& CTPYKTYPY U COIEPKAHUE | YaCTUYHBIE yYMEHHUS, | TPyOBIX OIIMOOK MpH: o0Beme Ipu: - OIpEeNeJIcHHH  COCTaBa,
= AOKYMCHTallNH, JIOTIyCcKasi TpyOble OIMMOKM | - OIPENENIEHUU COCTaBa, | - OIpPENCIEHUH COCTaBa, | CTPYKTYPBI M COACPKAHUSA
5 obecneynBaroIIeH pu: CTPYKTYPBhl U COJACPKaHHUS | CTPYKTYpPbl M COACpKAHMA | JOKYMEHTAIUH,
E ACATCIbHOCTD - OmIpemeNeHWH CocTaBa, | AOKYMECHTALNH, JOKYMCHTAaLuH, obecneuunBaroiei
§ OpraHHU3alHU TypU3MA; CTPYKTYpBl M coOjiepskaHusl | OOecreunBarommen obecneunBaroreit JEATEILHOCTL  OPraHU3aluH
g - OnpeAcIATh BHIBI | nokyMeHTAITHH, JCSITCIIbHOCTh OpraHu3aluu | ASSTCIbHOCTh OpraHu3anuu | Typu3Ma,
= YHIpaBJI€HYECKUX obecrieunBaronein Typu3Ma, Typu3Ma, - oIpeacIcHNN BHUJIOB
g AOKYMCHTOB, NEATEIILHOCTE - OINpCHACIICHMHM  BHJOB | -  ONPCACICHHHM  BHJOB | YIPABJICHYECKUX
% HEOOXOIMMBIX AT | opranu3aiyu Typu3Ma; YIIPABICHYECKUX YIIPABIECHYECKUX JIOKyMEHTOB, HE0OXOIMMBIX
E OMCaHus - Pa3JIU4HbIX | . OTpeCIICHUN BUJIOB | JOKYMCHTOB, JOKYMECHTOB, JJIs1 OIMCAaHUS - Pa3InYHBIX
o yHIv)aBHerI‘IeCKHX YIPaBICHUECKUX HE00XOIUMBIX IUTSL | HEOOXOTUMBIX JUIS | YIIPABJIECHYECKUX NEUCTBUM B
ACUCTBUM B PA3JIMYHBIX | qokyMEHTOB, OIIMCAaHUsI - Ppas3jIMYHBIX | OIIMCAHUS - Pas3jIMYHBIX | PA3JIMYHBIX CUTyalUaX,
CHUTyalUAX; HEO0OXOIUMBIX JUTsl | YIPaBIEHUECKUX IEHCTBUH | yNpaBIEHYECKUX AECUCTBUH | - COCTaBJIICHUU u
- COCTaBJIATh U | onucanuss -  PasiM4HBIX | B PA3IMYHBIX CUTYaIHsX; B Pa3JIMYHBIX CUTYyalUsIX; odopmieHnH JIEJIOBBIX
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0pOpMIIAITH JICJIOBBIC | YTIPABIEHUYECKUX NEHCTBHUH | - COCTaBJICHUU u| - COCTaBJICHUU U | IIHCEM, JOKJIaJHBIX u
NUCbMa, JOKJIaAHbIE M | B Pa3IUYHBIX CHUTyallUAX; odopmIIeHUI JENOBBIX | 0(OpPMICHUN JIENIOBBIX | CIYEOHBIX 3aIMCOK, OTBETE
cny>1<e6HI>Ie 3aImcKy, | - COCTaBJICHHUU H | mucem, TTOKJIATHBIX U | IUCEM, TTOKJIAJHBIX 7 | Ha KAI0O0bI HOTpGGHTeJIeﬁ
OTBeYaTh Ha KauoObl | OPOpMIICHHH JEIOBBIX | CITyKEOHBIX 3aMHCOK, | CITy’KeOHBIX 3aIHCOK,
norpedurenen 1CceM,  NOKIaJHbIX M | OTBETE Ha XKanoObl | OTBETe Ha KanoObl

CITyKEOHBIX 3aIUCOK, | moTpeduTenei norpedurenen

OTBETE Ha JKanoObl

noTpeduTene
HaBbiku: He BJIAJIEET unu | JleMoHCTpupyeT Biageer 0a30BbIMH | JIeMOHCTpPHpPYET  BIIaICHUS
- HaBBIKAMU Pa3pabOTKH | IEMOHCTPUPYET HU3KW | YaCTUYHBIE BIAJCHUS 0€3 | mpueMamu: Ha BBICOKOM YPOBHE:
Ha0opa OpraHM3allMOHHO- | YPOBEHb BJIAJCHHUS: IpyOBIX OIUOOK - HaBBIKAMH pa3pabOTKu | - HaBBIKAMH  Pa3pabOTKH
[PaBOBOH, - HaBBIKAMU pPa3palOTKHU | - HaBbIKAMHM pa3pa0OTKu | HAbopa OpraHU3allMOHHO- | Habopa OpraHU3alOHHO-
pacnopsAUTENbHOM, HabOpa OpraHM3aliOHHO- | HAbopa OpraHW3allMOHHO- | IPABOBOM, IPaBOBOW,
MH(OPMALIHOHHO- MIpaBOBOM, MIPaBOBOM, PacHopsIIUTEIbHOM, pacrnopsaIUTeIbHOMN,
CIIPaBOYHOW,  IUIAHOBO- | PacCHOPSAUTENLHOM, pacropsIIUTEIBHOM, UH(POPMaIMOHHO- WH(POPMAITMOHHO-
OTYETHON JOKYMCHTALMH | HH(OPMALMOHHO- uH(popMaLMOHHO- CIIPaBOYHOM, IUIAHOBO- | CIIPABOYHOM, TUIaHOBO-
B IIPOLIECCE OPraHU3ALMU | CTIPABOYHOM, IJIAHOBO- | CIPaBOYHOM, [JIAHOBO- | OTYETHON JOKYMEHTAIlMM B | OTYETHOM JOKYMEHTAallM B
JEATENBHOCTH B CEpE | 0TUETHOM NOKYMEHTAMK B | OTYETHON JOKyMEHTALMKU B | MPOLEcce OpraHu3alMy | Mpolecce OpraHu3alnu
Typusma, npornecce OpraHu3aluu | mporecce opraHuzaiuu | JeATeNbHOCTH B cdepe | AesrenbHocTH B cdepe
- HaBbIKAMU | nesTeNbHOCTH B cepe | gearensHOCTH B cdepe | Typu3Ma, TypHu3Ma;
CUCTEMaTHU3aLuU TypU3Ma, TypH3Ma, - HaBbIKaMHU | - HaBBIKAMH CHCTEMATU3ALUHA
JOKYMEHTalHH1 B |- HaBBIKAMH | - HaBBIKaMM | CUCTEMaTH3aLMU JOKYMEHTallMd B IIpolecce
npouecce ACATENIbHOCTH | CUCTEMAaTH3aluH CHCTEeMaTH3aLM1 JOKYMEHTAlMH B INpOLECcce | ACATCIBbHOCTH MPEANIPUITUS
NPEANPUATHS TypU3Ma JOKYMEHTAllMM B IIPOLECCE | JOKYMEHTAllUM B IIPOLIECCE | AESTEIbHOCTU TypHU3Ma

JIeSITEIbHOCTH eI TEIbHOCTH NPEANpUATHS TypU3Ma

MIPEINPUATHS TypU3Ma

MPeNNpUITHS Typu3Ma
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KpuTepun oneHnBaHus pe3yJIbTATOB 00YUCHHSA

HCO6XOZ[I/IMBIX JAOKYMCHTOB

-] o
E g i 2 E Ilnanupyembie Onenka Ouenka
¥ 3 32 = Ounenka «xopouoy O1eHKA OTIHMIHOY
5 = § S| pesyabTaThI 00y4eHHsI «HEeYT0BJIETBOPHUTEILHO «YJAOBJIETBOPHUTETbHO) (70-84 Gana) (85-100 GaL108)
(0-54 6an10B) (55-69 6a1510B)
2 sTan
3nanus: He 3naer: HemMoHCcTpHpyeT 3HaeT MOCTaTOYHO B 0a30BOM | J[eMOHCTPHUPYET BHICOKHIA
- 0COOCHHOCTH | - 0COOCHHOCTEH | yacTHYHBIE 3HAHHUS Oe3 o0BeMe: YPOBEHb 3HAHUI:
JOKyMEHTOOOOpOTa B | JOKYMEHTO00OpOTA B | rpyOBbIX OMIHOOK: - OCOGCHHOCTH | - 0cobeHHOCTeH
>§ TypHu3ME; TypU3ME; - oco0eHHOCTER | TOKYMEHTo000poTa B | TOKYMEHTOO0OOpOTa B
g - qJOpMBI HOKYMCHTOB, | - CI)OpM JOKYMCEHTOB, ,Z[OKyMeHT0060pOTa B | TypU3ME; TypHU3ME,;
5 HE0OXOIMMbIE IpU | HEOOXOIUMBIX IPH | TypU3ME; - (GopMBI  JOKYMEHTOB, | - bopm JIOKYMEHTOB,
2 paspaboTke TypHUCTCKOro | paspaboTke TYPHUCTCKOTO | - ¢opM  JOKYMEHTOB, | HEOOXOIUMBIE npu | HeoOXOJUMBIX pu
2 IIPOJYKTa MIPONYKTa HEOO0XOMMBIX npu | pa3paboTke TYpPUCTCKOTO | pa3padoTke TYPHCTCKOTO
i pa3paboTKe  TYypUCTCKOTO | IIPOAYKTa MPOAYKTa
E POJYKTA _
2 YMmenns: He ymeer nnu HemMoHCcTpHpyeT YMeeT npuMeHsITh 3HaHus Ha | J[eMOHCTpUpYET BHICOKUM
= - HUCIOIb30BaTh (OPMBI | IEMOHCTPUPYET YaCTHYHBIC | YaCTHYHBIC YMEHHs 03 MpaKkTHKe B 0a30BOM 00bEME | YPOBEHb YMEHHUH MpH:
g JOKYMEHTalluu U | yMEHHMS, TOTycKasi rpyObie rpyOBIX OIIMOOK MpH: TIpH: - HCHOJB30BaHUU ¢bopm
S paspaboTKK TYPHUCTCKOIO | ommbKu npu: - HUCHOJb30BaHMHM (OPM | -  HCIOJB30BaHUH  (OpM | JOKYMEHTALUU JUIA
& | « | Hpoaykra - HCIOJIb30BaHWUU  (opM | JOKYMEHTALUU ISl | TOKYMEHTaluu I | pa3paboTku TYPUCTCKOT'O
E g JIOKYMEHTAIU! U | pa3pabOTKH  TYPHUCTCKOTO | pa3padOTKH TYPUCTCKOro | MIPOAYKTa
& pa3paboTku TYPUCTCKOTO | IIPOAYKTa MPOAYKTa
= MPOJYKTA
S Hasbiku: He Bnaneer win HemMoHCcTpUpyeT Bnageer 6a3oBeiMu JleMoHCTpUpyeT BIajeHus Ha
E - HaBBIKaMHU OPTaHW3ALMHU | IEMOHCTPUPYET HUIKHUU YaCTHYHBIE BIaJEHUS 0e3 pHeMaMHu: BBICOKOM YPOBHE:!
§ a¢dexkTuBHOTO YPOBEHb BIIAJICHHUS: rpyOBIX OIIHUOOK: - HaBBIKAMH OpTraHM3AllUW | - HaBBIKAMHM  OPTraHU3ALUHU
K JIOKyMEHT0000pOTa B | - HaBBIKAMU OpraHU3AlMU | - HaBBIKAMU OpraHusanuu | 3GGeKTHBHOTO a¢dexkTuBHOTO
5 TypHU3ME; 3¢ HeKTUBHOTO 3¢ peKTUBHOTO JIOKYMEHTO000pOTa B | TIOKYMEHTOO0OOpOTa B
= - CIOCOOHOCTAMHM K | JOKYMEHTO00OpOTa B | TOKYMEHTOOOOpOTa B | TypU3ME; TypU3Me;
S paspaboTKe TYPUCTCKOTO | TypHU3ME; TypU3MeE; - CITOCOOHOCTSIMHU K| - CITOCOOHOCTSIMU K
E NpoayKTa C|- CITOCOOHOCTSIMU K| - CIIOCOOHOCTSAMHM K | pa3paboTke TYPHUCTCKOTO | pa3paboTke TYPUCTCKOTO
o WCTIOJTb30BaHUEM pa3paboTke TYPUCTCKOTO | pa3pabOTKe  TYpHUCTCKOro | IPOTYKTa C MCIOJIb30BAHUEM | IPOJYKTa C HCIIOJIb30BAHUEM
HEOOXOIMMBIX NPOYKTa C MCIOJIB30BAHUEM | TIPOIYKTA ¢ | HeOOXOAMMBIX JOKYMEHTOB HEOOXOIMMBIX JOKYMEHTOB
HOKYMCHTOB HEOOXOIMMBIX JOKYMCHTOB HCIIOJIb30BAHUEM
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7.3. TunoBble KOHTPOJIbHBIE 32IaHUS WU MHbIE MATEPHAJIbI, HEOOXOAUMbIE
JJIS1 OIleHKM 3HAHM i, YMeHUI, HABLIKOB M (WJIH) ONBITA 1eATEIbHOCTH,
XapaKTepu3youux dTanbl opMUPOBAHUSA KOMIIETEHIUI B Mpoliecce

0CBOEHMsI 00pa30BaTeIbHOI MPOrpaMMbl

T'OCYJAPCTBEHHBIM THCTUTYT SKOHOMUKH, ®DUHAHCOB, TIPABA U TEXHOJIOI' M1
Kadenpa ynpapieHusi conuaabHbIMHA H 9KOHOMHYECKHMH MPOLEeCcCaMHU
BUJIET Ne 1

o mucrmminze «JI0KyMEHTO000POT B TYPHU3MEY
2017-2018 yu.rog

TeopeTnyecKue BOMPOCHI:
1. O6ocHOBaHNE HEOOXOAUMOCTH OO0YICHHS TOKYMEHTAIIMOHHOMY O0ECIICUCHUIO U €TO
aBTOMATH3AIUH

2. lokyMeHTO000pOT B opranu3aiuu. Padora ¢ BXOIAIIUMH JOKYMEHTAMH
[IpaKkTHKO-OPUECHTUPOBAHHOE 33IaHHUE:

OdopMuTh TIPHKa3 O HA3HAYEHUH OTBETCTBEHHOT'O 3a 0OpallieHHne ¢ OJIAaHKaMH NPEINIPHSTHUS B
cootBerctBuu ¢ ['OCT P

3as.xkagedpoii «YnpaBieHUS COIUATEHBIMA

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

(moxmuce)

T'OCYJIAPCTBEHHbBI MHCTUTYT SKOHOMUKU, PUHAHCOB, [TIPABA U TEXHOJIOT UM
Kadeapa ynpapjieHusi conuajbHbIMU H YKOHOMHYECKUMH MPOLeCcCaAMU
BUJIET Ne 2
Ilo gucummirae «JJ0KYMEHTOO00POT B TYPH3ME
2016-2017 yu.ron

Teopernyeckre BOOPOCHL:

1. Kimaccuduxaropsl JOKyMEHTOB

2. ®opMUPOBAaHUE U XpAHEHHE €I
[IpakTHKO-OpHEHTUPOBAHHOE 3aaHHE:
O opMHUTh POTOKOJI 3aCEAAHUS IKCIICPTHOM KOMUCCHU B COOTBETCTBUHU ¢ THUITOBOH HHCTPYKIIMEH 110
JIEIONPON3BOJICTBY

3as.xkageopoii «YnpaBieHUs COIUATEHBIMA

1 DKOHOMHYECKUMH TIPOIIECCaAMI) 1.3.H., ipod. 3aboposckas O.B.

(moxmuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, PUHAHCOB, [TIPABA U TEXHOJIOI UM
Kadeapa ynpapieHusi cCOnuajibHbIMU H YKOHOMHYECKUMH MPOLeCCAMU
BMJIET Ne 3
Ilo gucummirae «JJoKyMEHTO000POT B TYPH3MEY
2017-2018 yu.ron

Teopernyeckre BOOPOCHL:

1. PernamenTanus qeonpon3BoICTBA

2. Ilpesentanus. Ee dyHkius u HazHaueHne. OCHOBHBIC JJICMEHTHI
[IpakTHKO-OpHEHTHPOBAHHOE 3aJaHHE:

CocTaBuTh CiIy)eOHYIO 3aNICKy Ha MOOIIPEHNE COTPYAHHUKA, TEPEBHITIOTHUBIIETO TUIAHOBBIS
MOKa3aTeNH

3as.xagheopoti «YTIPaBICHHS COITUATHHBIME

1 DKOHOMHYECKUMH TIPOIIECCAMI) 1.3.H., ipod. 3aboposckas O.B.

(moamuce)
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7.4. MeToan4ecKue MaTepuaJbl, onpeaeJsoime Npoueaypbl OeHUuBaAHUS
3HAHUH, YMEHHUIl, HABBIKOB WJIH ONBITA IeATEIbHOCTH, XapAKTePU3yOIIHe
3Tanbl GOpMUPOBAHMSA KOMIIETEHIIMH

B TUDODIIT pans oueHkW 3HAHUN, YMEHUMN, HABBIKOB M (WJIM) OIbITA
JESTEIbHOCTH HUCHONB3yeTcsl OamibHO-peiiTuHroBast cucrema. [lox OamibHO-
PEUTHHIOBOM CHCTEMOM MOHUMAETCSI CUCTEMA KOJIMYECTBEHHOM OLIEHKH KAa4ecTBa
ocsoenuss OIl BO. Ilpu s3TOM wH3ydaemas AUCHUIUIMHA JACIATCA Ha Psij
CaMOCTOSITENIbHBIX, JIOTUYECKH  3aBEPILIEHHBIX pa3lneiaoB (Momyned)  [uis
MPOBEJEHUS 10 HUM KOHTPOJIbHBIX MEPOMPUSITHHA.

Texymuii KOHTPOJb MPEACTABISIET COO0M MPOBEPKY YCBOEHHUS Y4EOHOIO
MaTepuansa  TEOPETUYECKOrO0 M MPAKTHUYECKOTO  XapakTepa,  PeryJyisipHO
OCYIIECTBISIEMYI0 Ha MPOTSLKEHHH ceMecTpa. K gocTomHcTBaM AaHHOTO THUIA
OTHOCUTCA €ro CHUCTEMaTUYHOCThb, HEMOCPEACTBEHHO KOPPEIUPYIOMIAsCcs C
TpeOOBaHKEM MOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa oOy4yeHus, a
TaKKe BO3MOKHOCTb OaJITbHO-PEUTUHTOBOM OLICHKHU yCIeBAEMOCTH
obyuaromuxcs. K ocHOBHBIM hopMaM TEKYyIIEro KOHTPOJIS (TEKyIeH aTTecTalyu)
MOKHO OTHECTH YCTHBII ONpOC, MUCbMEHHBIE 33JaHUs, JabOpaTopHble PadOTHI,
KOHTPOJIbHBIE pa0OTHI.

[IpoMexyTouHas arTecTalys, Kak MPaBHIO, OCYIIECTBISIETCS B KOHIIE
CEMECTpa U MOXET 3aBeplIaTh U3yUYEeHHE KaK OTACNbHOM AMCLUUILIIUHBI, TaK U €€
pasnena (pa3nenoB) /Momyns (Moxynei). [IpomexxyTrodHas arrectanus mMOMOTaeT
OLICHUTH Oo0Jiee KpyIHbIE COBOKYMTHOCTH 3HAHUM U YMEHUMN, B HEKOTOPBIX CIIydasx
— gaxe (QopMUpOBaHUE OMNPEACICHHBIX NPO(ECCUOHATBHBIX KOMIIETEHIIUMN.
JlocTOoMHCTBa: MOMOraeT OLEHUTh 0oJiee KpPyNHbIE COBOKYIHOCTHM 3HAaHUW U
YyMEHUH, B HEKOTOPBIX Cilyyasx — Jaxe (OpMUPOBAHHE OIpPEAeTIEHHBIX
npodeccuoHanbHbIX KoMIeTeHIuH. OCHOBHbIE (OPMBI: 3a4eT U HSK3aMEH.
Texkymuii KOHTPOJAb M MNPOMEXKYTOUHAs AaTrTecTalusl TPATUIMOHHO CIYyXKaT
OCHOBHBIM CPEJCTBOM OOECTedYeHHs] B Y4YEOHOM IIpoliecce «oOpaTHOM CBSI3U»
MEXIy MpernojaBaTesieM U 00ydarouuMcs, HEOOXOIUMOUN AJii CTUMYJIUPOBAHUS
paboThl OOYYAIOIINXCS U COBEPUICHCTBOBAHUS METOAMKH MPENOJaBaHusl Y4eOHBIX
JTUCIUTLINH.

[lo pe3ynpTaTam NPOMEKYTOYHOW aTTECTAlMU CTYAEHTY 3aCUMTHIBACTCA
TPYAOEMKOCTh  JIUCHUUIUIMHBI B  3a4€THBIX  €QMHMIAX,  BBICTABISIETCA
muddepeHIMpoBaHHasE ~ OIlEHKAa B  IPHUHATOM  By3e  CHCTeME  OaJuioB,
XapaKTepU3yIOIIasi KAYeCTBO OCBOCHHUS CTYIEHTOM 3HAHUM, YMEHUI U HABBIKOB 110
ATON JTUCIUIIJINHE.

[To nucuumirnae «JloKkyMeHTOOO0POT B TypU3ME» MPEyCMOTPEH HK3aMEH.

YPOBHHM OCBOEHUA JUCHHUITJIMHBI

MuyHUMaIIbHBIN OcHoBHOM [IponBuHyTHIN
bannw 55-69 70-84 85-100
Ouyenka 3 4 5
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Onenka 5 («0Tau4HO», 85-100 6a1710B) cTaBUTCS 00yYaIOIMMUMCS, KOTOPBIE

IIPU OTBETE:

— 0OHApYKMBAIOT BCECTOPOHHEE CHUCTEMATHYECKOE U TIIIyOOKOEe 3HaHHE
IIPOrpaMMHOr0 MaTepHaa;

— JIEMOHCTPHUPYIOT 3HAHUE COBPEMEHHON YU4EOHON M HAYUHOU JIUTEPATYPHI;

— CIOCOOHBI ~ TBOPYECKM MPUMEHATh 3HAHME TEOPUM K  PEUICHUIO
npodeccuoHaNbHbIX 3a/1a4;

— BJIAJCIOT MOHATUHHBIM anmnapaToM;

— JEMOHCTPHUPYIOT CIOCOOHOCTh K aHAJU3y U COMOCTaBJICHHUIO Pa3TUYHBIX
MOJIXOJIOB K PELICHHIO 3asBJICHHON B OuieTe MpoOIeMaTHKY;

— MOATBEPKIAAIOT TEOPETUUYECKHE MOCTYJIaThl npuMepaMu u3
PaBONPUMEHHUTEILHON TTPAKTUKH.
Ouenka 4 («xopomo», 70-84 O6ana) craBUTCS OO0ydYarOUTIUMCS, KOTOpBIE

IIPU OTBETE:

— 00HapyXKMUBAIOT TBEPAOE 3HAHUE MPOrPAMMHOIO MaTeprana;

— YCBOWJIM OCHOBHYIO ¥ HanOoJiee 3HAYUMYIO JOTIOTHUTENBHYIO IUTEPATYypPy;

— CIIOCOOHBI ~ MPUMEHSTh  3HAHWE  TEOPUUM K  PELIEHUI0  3aaay
npo(eccuoHaNbHOTO XapaKTepa;

— JIOMYCKAIOT OT/IeNIbHbIE MOTPEIIHOCTH U HETOYHOCTH MPU OTBETE.
Ouenka 3  («yIOBJIETBOPUTEJbHO», 55-69  0anoB)  craBUTCS

oOy4aromuMmcs, KOTOpble IIpU OTBETE:

— B OCHOBHOM 3HAIOT MPOrPaMMHBII MaTepuai B 00bEMe, HEOOXOAUMOM ISt
npeacTosIieit padboTel o npodeccuu;

— B 1I€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/I€NIbHBIE MOTPEIIHOCTH B OTBETE Ha BOMPOCHI.
Ouenka 2  («HeyIOBJIETBOPUTEJbHO», 0-54  Oanma)  craBuUTCS

oOy4aromumcs, KOTOpble pU OTBETE:

— OOHApY)KMBAIOT 3HAYUTEIbHBIE TPOOETBI B  3HAHUSIX  OCHOBHOTO
IPOrpaMMHOr0 MaTepHaa;

— JOMYCKAIOT TPUHIIMITUATbHBIE OIIMOKK B OTBETE HA BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHUE TEOpPUM M TMPAKTUKH MNPOoQecCHOHATBbHON
NEATEIIbHOCTH.
OcHoBaHMEM [IJIs1 HEIOMYCKA K 9K3aMEHY SIBJISETCA TO, YTO OOYyYaroIIHics

BO BpeMs ceMecTpa He HabpaJsl yCTaHOBJICHHOTO MUHMMYMa 0aiijioB — 55 0asuios.

8. IlepeyeHb OCHOBHOW M JONIOJHUTEIBHON Yy4eOHOI JIUTEepaTyphl,
HEe00X0AMMOii 17151 OCBOCHUS TUCUUILIMHBI (MOTYJIA)

a) rocy1apcTBeHHbIe CTAHAAPTHI

1) Hatimonanensiii ctangapt PO 'OCT P 7.0.8-2013 "Cucrema cTtanaapToB
no uHdopmaluu, OUOIMOTEUHOMY U U3JATEIbCKOMY Jeny. Jlenonpou3BoacTBO U
apxuBHoe geno. Tepmunsl u onpeneneHusa" (yTB. mnpukazom DenepaibHOro
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areHTCTBA M0 TEXHUYECKOMY PETYJIUPOBAHUIO U MeTpojoruu oT 17 oktsadps 2013

r. N 1185-cT)
2) TOCT P 6.30-2003 «YHudumupoBaHHbIE CHUCTEMbI JIOKYMEHTAIIWU.
YuudumnupoBanHas ~ cucteMa — OpPraHM3allMOHHO -  PACHOPSAUTENbHOU

nokyMeHTanuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOB

3) TOCT P 7.0.97-2016 «Cucrema crapgapToB Mo uH(pOpPMAaIIUH,
OuOIMOTEUHOMY M H3JaTeNbCcKoMy neny. OpraHu3alMOHHO-PaCIOpsAUTEIbHAS
nokyMeHTarus. TpeboBanus Kk 0OPMICHHUIO TOKYMEHTOBY

0) ocCHOBHas1 JIMTEepaTypa:

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

B) I0MOJIHUTEJIbLHAS JTUTEpPaTypa:

1) JlokymeHTaIioHHOEe OOecreYeHne YIpaBlIeHUsI TMEepCOHAIOM: YueOHOe
nocooue/bynar P. E. - M.: HUIl NUH®PA-M, 2015. - 234 c¢. Pexxum npoctymna:
http://znanium.com/catalog.php?bookinfo=488066

2) JlokymMeHTanMoOHHOE 00ecIedeHnEe yIpaBIeHHUS B COLUATBHO-KYIETYPHOM
cepBuce U Typusme: YueOHoe mocobme / I'ymuna U. A., 3aitiea H. A. - M.:
Anbda-M, HUII NH®PA-M, 2015. Pexum JOCTyIa:
http://znanium.com/catalog.php?bookinfo=489737

9. Ilepeuenns pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«/HTepHeT», HeOOXOAUMBIX VISl OCBOCHM S JUCHHUILIUHBI (MOIYJIf)

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

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

3) KagpoBoe  Aenonpou3BOACTBO W TpyJAoBoe  TmpaBo.  http://hr-
portal.ru/rubric/kdp

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

10. MeToauveckue yKa3aHus sl 00y4AKOIIUXCH M0 OCBOCHHUIO TUCUMILIMHBI
(MoayJist)

CamocTosiTenbHas MOATOTOBKA 00YYAIOINXCs TPOBOAUTCS [Tl YIITyOJIeHUS
U 3aKpeIUIeHUs] 3HAHUH, MOJYYEHHBIX Ha JIGKIHUSIX U APYTHX BHUJAX 3aHATUH, AJS
BBIPA0OTKH HABBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHSI HOBBIX, JTOMOJHUTEIbHBIX
3HAaHUU ¥ MOATOTOBKH K MPECTOAIIMM YUEOHBIM 3aHATHIM, SK3aMEHY.

BaxHbIM  ycOBHEM  YCHEIIHOTO W3YYEHHUS JUCHUIUIUHBI  SBISETCS
nocemienue jekiuid. [lox mocemennem noapazymeBaercss He (popMa MacCUBHOTO
NPUCYTCTBUS, a aKTUBHasA paboTa 1Mo U3y4yeHHIo HOBOro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHSATHAM BKIIOYAaeT B ce0s aHAIW3 IpeularaeMbIX AJs M3Y4YeHUs
BONPOCOB, M3y4YCHHE HOPMATHUBHBIX MCTOUYHUKOB M Y4eOHOW M Hay4dyHOU
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JUTEpaTypel IO paccMaTpuBaeMbIM BOIIpocaM JIEKIMHM. B mpouecce nexkuuu
oOydaromuics MOXET 3aJaBaTb  YTOUHSIOIIHME  BONPOCHL,  OCYLIECTBUTH
B3aMMOCBSA3b HOBOI'O MaTepuala C YXE€ H3Y4YEHHbIM, HOJArOTOBUTH 0a3y s
3((EKTUBHOIO MCIIONb30BAHUS IOJYYEHHBIX 3HAHUM, OOJErYyuTh MOATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIMOCOOOM (PUKCAUU JEKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTUPOBAHME, MPENCTaBIsAIoNIee COOOM HE TOJBKO
¢ukcalnio BaXKHEHIIMX MOMEHTOB JEKIMH, HO U YKa3aHHUE MPUMEPOB IS
MOHMMAaHHUA TOTO UM HHOT'O TEOPETHUECKOro MaTepuaa.

[Ipy MOArOTOBKE K MPAKTHYECKOMY 3aHATHIO HEOOXOIMMO HMCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTepUaibl JEKIUH, Y4eOHYI0O M HAy4yHYIO JHUTEpaTypy.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXIEHHE BONPOCAM MPAKTUUYECKOTO
3aHSATHS BKJIIOYAET B c€0sl HE TOJBKO MPOUYTEHHE MaTepuaia, HO U €ro aHajau3 U
KPUTHYECKYIO OIeHKy. OOyuatonmiemycs CJl€AyeT BbIIBUTh MaJOU3yYEHHbIE
aCIeKThl PACCMATPUBAEMBIX BOIPOCOB, IPOSBUTh MHUIMATUBY IIPU MOATOTOBKE K
IPAKTUYECKOMY 3aHSTHIO.

IIpy mOArOTOBKE K MPAKTUYECKUM 3aHATUSMHU U dK3aMEHY PEKOMEHAYETCS
CUCTEMATU3UPOBATh 3HAHMS, M300pakas MX B TAaOJIMYHOM, IpapUuecKoM WU
CXEMAaTUYHOM BHUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIOPOCTUT 3aJady 3allOMHHAHUS MaTepuaja, OOJErdyuT MpOIecC MPAKTHUYECKOTO
NPUMEHEHHUS MOJTy4YEeHHBIX 3HaHUH.

3amayeil  MpaKkTUYECKUX  3aHATUN  SBISIETCS  BBIpaOOTKAa  yMEHHS
UCIIONIb30BAaTh TEOPETUYECKUE 3HAHMs, NPOSBUTH HAIWYHE MPAKTHUYECKHX
HaBbIKOB. [lpy  mOAroTOoBKE K  MPAKTUYECKOMY  3aHSTUIO  CIEAYeT
3a077aroBpEMEHHOT0 O0ECHEeUNTh HaJM4he HEeOoOXOAuMO JUIsl JaHHOIO 3aHATUS
MaTepuraia, CaMOCTOSATENBHO IOBTOPUTh PaHEE U3YUEHHbBIE TEMBI.

JUis yCIENIHOrO OCBOEHUSl JHCLUUIUIMHBI BaKHBIM SBJIETCS YMEHHUE
paboTaTh ¢ TepMUHAMU U UX omnpeaeneHusMU. g paOoTbl ¢ TEPMUHOJIOTHEN
3(p(EKTUBHBIM SIBISETCS MCIOJB30BAaHME KAaK y4yeOHOM M Hay4dyHOH JUTEpaTypsl,
TaK U IOPUANYECKUX U (PUITOCOPCKUX CIIOBAPEH.

Pabora ¢ TepMHHaMu MOKET OCYIIECTBIATHCS KaKk B (JOpME COCTABIICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB MJIsi YAOOCTBA M CKOPOCTU TIIOMCKA
HeoOxomumoro TepmuHa. C  AITOM TENBI0 HEOOXOAWMO KaXKIbI HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3aIllMChIBAaTh U BO BPEMs MOJTOTOBKUA K CEMUHAPCKUM U
NPAKTHUECKUM 3aHSITUSIM YKa3blBaTh COOTBETCTBYIOIEE ompezaeneHue. B cmydae
BO3HUKHOBEHHUSI CIIO)KHOCTH BbIOOpa OINpeAeNeHus] U3 HMEIoUIerocss oobema B
pamMKax Hay4yHOTO 3HAHHUS HEOOXOIMMO 3a/JaBaThb BONPOCHI MPEMOAABATENIO0 B
paMKax JIEKIIMOHHBIX U IPAKTUYECKUX 3aHATUH.

KonTtponbHast palGoTa 3aiioyaeTcss B HalMCaHUM pedepara WIU
BBITNIOJIHEHMSI IPEAJIOKEHHBIX 3aJJaHUH C LENbIO:

. 3aKperieHus], yriyOaeHus 1 0000IeHUs 3HAaHUH 110 AUCITUTLIINHE;

. 3aKpeIJICHUs] HaBBIKOB PabOTBl C HAy4YyHOM JUTEepaTypol U
WH(POPMAITMOHHBIMU UCTOYHUKAMU;

. JIEMOHCTpallUU HaBBIKOB HCTI0Ib30BAHUS COBPEMEHHBIX

UH(POPMAILIMOHHBIX TEXHOJIOTHI.



18

B IMpoueCCe BhIITOJTHCHUA KOHTpOJ'IBHOﬁ pa6OTBI CTYACHT JOJIKCH:

. MoKa3aTh yMEHHE paboTaTh C pa3NIUYHBIMH BHUJAMU HCTOYHHKOB
uHpopmaruu;

. CpPaBHHMBATh Pa3IMYHbIC TOUYKH 3PEHUS Ha UCCIIEAYyEMYIO TIpooOieMy;

. CaMOCTOSITENIbHO ~ 0000mlIaTh,  aHAIU3UPOBATb U OICHUBAThH
UMEIOUTYIOCS B TUTEPATYyPHBIX UCTOYHHKAX WH(OPMALINIO;

. OCYIIECTBUTH O(POPMIICHHE KOHTPOJIBHOM paboThl B CTPOrOM

COOTBETCTBUHU C IIpaBUiiaMH, ornpeaeraeHHbiMu B @OMM 1o aucnurniuse.

KonTponbHast paboTa BBIIOMHSAETCS CTYIAEHTOM CaMOCTOSITENBHO, HOCHUT
TBOPUYECKUN XapakTep, JOHKHA coAepkKaTh (P HEOOXOAUMOCTH) aHATUTHYECKUN
0030p Hay4yHOW JHUTEpaTypbl, BKIIOYas MyOJMKALMU TEKYLIEro roja, CTaTbu B
KypHajax 1Mo yTBEP>KJIEHHON TeMe HCCIIeJOBAaHUS.

NurepaktuBHble  GOpMbl  MPOBEACHUS  3aHATUA 1O  JAUCIUIUIMHE
«/JoKkyMeHTOOOOpOT B Typr3ME» BKIIOYAIOT B C€0s1 CIEAYIOIINE BU bl 3aHATUMI:

- UHTEpaKkTUBHBIC JIEKI[MU, MPEANOJaraloT MCMIOJIb30BAHUE METO/a
npoOeMHOro u3noxkeHus. [Ipu TakomM moaxone JIEKIUs CTAHOBUTCS MOXOXEH Ha
JMasor, MpernojlaBaHie UMUTUPYET MCCIEeNOBATENbCKUN Mpouece (BbIABUTAIOTCS
NEPBOHAYAJIBHO HECKOJIBKO KJIFOUEBBIX MOCTYJIATOB IO TEME JIEKLUH, U3JI0KEHUE
BBICTPAUBACTCSl 10 MPUHIUIY CaMOCTOSITENIbHOTO aHaiuu3a H  0000IeHus
CTYJEHTaMH Y4YeOHOro marepuana). JTa METOJAWKa IO3BOJSET 3aWHTEPECOBATH
CTYJEHTa, BOBJEUb €ro B mpoiecc o0yueHus. [IpotuBopeurs Hay4yHOTO MO3HAHUS
PACKpBIBAIOTCS TIOCPEACTBOM TIOCTAHOBKH TMpoOJeMbl. YdeOHas mpobiiemMa u
npoOJieMHasi CUTyalHsl SIBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMU
npobiemHoro oOyuenus. [lepen Hauamom M3ydeHHs ONMpPEAEIEHHOM TEMBbI Kypca
CTaBUTCA TEpea CTyJEeHTaMH NpOOJEMHBIM BOMPOC WIM JaeTcsi MpoOJieMHOE
3aganre. CTUMyIUpys paspellieHde npoOJieMbl, MpenojaBaTelb CHUMAET
MPOTUBOPEYHS MEXKITY UMEIOIIUMCS €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTYJIEHTa
3HaHUSMU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/AEJbHbIE MPOOIEMbI
MOTYT MOJHUMATHCS CaMUMH CTyjAeHTamH. ['J1aBHBIM ycrmex JaHHOTrO MeEToJa B
TOM, 4YTO TIpernojilaBaresib JA00MBaeTCA OT ayJUTOPUH «CaMOCTOSTEIbHOIO
pellieHus» TOCTaBIeHHOW mpobiembl. Opranuzanus NpoOIeMHOro OOydeHHus
NPEJCTaBISIETCST JIOCTAaTOYHO CJIOXKHOM, TpeOyeT 3HAaYMTENbHOM MOArOTOBKU
aextopa. OJHAKO Ha Ha4aJIbHOM 3Talleé UCHOJIb30BAHUS ATOTO METOJA €r0 MOXKHO
BHEJPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIMH, MPAKTUYECKUX
3aHATHH KaK JIOMOJHEHUE.

OueHouHble WM METOJMYECKHE  Marepuaigbl [0  JHCLMILIAHE
«JlokymeHT0000pOT B Typu3Me» npeacTaBieHbl B DOMM.

[Ipy mOArOTOBKE K MPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHUECKHN M NpakTUYecKud wmatepual. TecTtoBbie
3aianus (C MepeyHeM BO3MOXHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTs Obl
OJIMH OTBET SBJISETCS HEBEPHbIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBIHY’KJIGHHOTO BBIOpaTh U3 MPEJIOKEHHBIX BapUaHTOB OTBET BCE MPABHIIbHbBIE
BapuaHThl. TecToBbIE 3aJaHUSl HA YCTAHOBJIEHUS COOTBETCTBHS IMOAPA3yMEBAIOT
HEOOXOJMMOCTh TMPOSABIEHUS HE TOJIBKO 3HAHMS Y4eOHOTO MaTepuana, HO U
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YMEHUSI MPUMEHATHh IMpaBuiia (OpPMaIbHONW JIOTUKH. TecToBble 3aJaHusl Ha
yHOPSAI0YEHHE HAINpPaBIEHbl HA YCTAaHOBJICHHE JIOTUYECKOW MOCIEI0BATENbHOCTU
paccMaTpuBaeMbIX SIBJICHUH (BPEeMEHHM CYLIECTBOBAHUS SIBJICHHUH, pacloiOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JIOKYMEHTOB U T.II.).

OddexkTuBHBIM crOCOOOM I TOATOTOBKA K TECTUPOBAHUIO SIBIISETCS
paboTa 00ydJaromierocsi Mo PEIICHUI0 TECTOBBIX 3aJIaHUM, TPEIOCTABICHHBIX IS
CaMOCTOSITENIbHON paboThl. Takke mpu MOATOTOBKE K Takol (popme KOHTPOIsS
3HAHWM, KaK PEIICHNe TeCTOBBIX 3aJaHUM, CIEAYeT CAMOCTOSTEIBHO TMOMBITATHCS
mpopaboTaTh paccMaTpUBaEeMble B AWCITUIUIMHE BOMPOCHI B (JOpME COCTABICHUS
TE€CTOBBIX 3aJIAHUMU.

[Ipu moAroToBKE K 3K3aMEHY CJeAyeT MMETh B BHUIY, YTO OH SIBIIAETCS
UTOTOBOM (OPMOM KOHTPOJISI MO HM3YYCHHUIO JaHHOW Y4yeOHOW JUCHUIUIMHBEI.
DK3aMeH MOJApa3yMeBaeT MAaKCUMAaJbHYI0 KOHIICHTPALMIO 3HAHUW M YMEHUH,
MPEAnojaralmx MoJHOE U3yYeHUE MaTepuaa JUCIUIUIUHBI.

DK3aMeH TpoBOAUTCS B (OpME YCTHOrO cOOECeOBaHUSI U BBIMOJHEHUS
MMCbMEHHOIO 33/IaHMsl, THOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM OLIGHKE TPUHUMAETCA IO
pe3yibTaTaM yYCTHOTO OTBETa W BBINIOJHEHHOTO MHCHMEHHOTO (TECTOBOTO)
3aJIaHus, B 3aBUCUMOCTH OT IITKAJIBI OI[EHKH.

PabGoTta ¢ meyaTHBRIMM W3JAHUSMH TPEATIONAracT W3y4YeHHUE COBPEMEHHOM
HAyYHOW  JIUTEpaTyphl, TNPAKTUKA TYPUCTCKOW  JIEATCILHOCTH, IOATOMY
pEKOMEHIyeTCsl paboTaTh B SJEKTPOHHBIX OMOTMOTEUHBIX CHCTEMax, KPOME TOTO,
1[€JIeCO00Pa3HO M3YYHUTh CTaThH B CICNHAIBHBIX TEPUOJUIYCCKUX U3JIAHUSX.
Takke MOXHO HCIOJIb30BaTh MaTepualibl OQUIHMATIBHBIX CANTOB OpPraHOB
rOCyIapCTBEHHOTO U MYHHUIIMIIAIBHOTO YIpaBJi€HUs, TYPUCTCKUX OpTraHMU3aIuH,
accolyanui u o0beAMHEHUN NpeAnpUHUMAaTeel, peUTUHTOBBIX areHTCTB U T.1.,
HaxXOJAIMEeCs B OTKPBITOM jocTyne ceTu Internet. OAIHOBpEMEHHO Cieayer
00paTUTh CBOE€ BHHMMaHWE Ha MyOJIWYHBIE OMOIMOTEKH, MPEIOCTABIISIIONINE
BO3MOYXHOCTbH JIOCTYTA K 3JIEKTPOHHBIM BEPCHUSIM MEYATHBIX HICTOYHUKOB.

11. Ilepeyenb nHPOPMAIUMOHHBIX TEXHOJIOT Ui, HCIIOJIb3yEeMbIX NPH
OCyIIeCTBJIEHHH 00Pa30BaTEILHOI0 MpoLecca Mo JUCHUILINHE (MOIYJTI0),
BKJII0YAsI MIepeYeHb MPOrPaMMHOro odecnedyeHnsi 1 HH(POPMAITMOHHBIX
CIIPABOYHBIX CHCTEM

[IporpamMmmHoe obecnieueHue:

1. Omnepammmonnas cuctema (Microsoft Windows ITponpuemapnas);

2. Tlaker oducubix nporpamm (Microsoft Office ITponpuemapnan);

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

HNubopmanimoHHbIe CIIPAaBOYHBIE CUCTEMBI:
1) ABTomaTu3upoBaHHas nHpopMarmoHHas OoubMoTeuHas cucrema

Marc21SQL;
2) CnpaBouHo-nipaBoBas cucteMa «Koncynprant [Lmroc
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12. MaTepuaibHO-TeXHHYECKas 0a3a, He00OX0AUMAas ISl OCYIeCTBJICHUSA
00pa30BaTeJILHOIO NMPOoLecca Mo IMCHUIIUHE (MOYJII0)

Ne
u/n HaumenoBanue KoanuecTBO
1. | Cnennain3upoBaHHbIE Ay IUTOPHUH:

VYuebHas ayauTopus sl MPOBEACHUS 3aHATUNA CEMHUHAPCKOTO
TUIMA, KypPCOBOTO MPOECKTUPOBAHUS (BBIOJIHEHUS KYyPCOBBIX
paboT), TPYNIOBBIX ¥ WHIWBHIYAIbHBIX KOHCYJIbTAIUH,
TEKYIIErO0 KOHTPOJII H TPOMEXKYTOYHOM arTrectamud /
KOMITBIOTEPHBIA KJIAcC / TMOMEUIEHUE [IJIi CaMOCTOSTEIbHOU

paboThiNe 43 (yn. Porunckasi, 5)

2. | Texundeckue cpencTBa 06yUIEHNUS:
KOMIIBIOTED € MPOrpaMMHBIM obecriedeHueM No 43 | 17
3. | CrenmanusupoBaHHbIe ayAHTOPUN:

MexxkadenapanbHas J1abopaTOpUsi CEPBUCHBIX U COIMAIBHBIX
TEXHOJOTHM / YueOHas aynuTopus Ui MPOBEICHUS 3aHATUI
JEKIMOHHOTO THUIA, 3aHATUA CEMHHAPCKOrO THIIA, KYpCOBOI'O
NPOEKTUPOBAHUA (BBIIOJHEHUSI KYPCOBBIX paboT), TPyMIOBBIX
U WHAWBUIYAIbHBIX KOHCYJIbTAlMM, TEKYLIEr0 KOHTPOJS U
npomexyTouHoi arrectaru Ne 10a (yn. Pomunckas, 5)

4. | Texunueckue cpenctsa 06ydenns:

skpaH HacTeHHbIN No 10a

MyJIbTUMEIUIHBINA TpoeKTOopNe 10a

KOMIBIOTEP € MporpaMMHbIM obecnieueHueMNe 10a

5. | Crenmanusupopanuble ayquTOpHu:

VYyebnas ayautopust JUisi TPOBEACHUS 3aHITHI JEKIMOHHOTO
TUMA, 3aHATUH  CEeMHHApCKOTO  THUMA, TPYNNOBBIX H
WHIUBUYAIbHBIX KOHCYJIbTAIMH, TEKYLIEro KOHTPOJS H
npomexyTouHoi arrectariuu Ne 09 (yn. PomuHckas, 5)

6. \ Harnsinaele mocoous
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