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1. llosicHUTEHLHAA 3aIUCKA

Kypc «JlokyMeHTOOOOpOT B Typu3Me» 3aHMMAeT Ba)XXHOE MECTO MpHU
noAroroBke OakamaBpoB 1o HampaieHuro 43.03.02 «Typuszm». YnupaBieHue
npeanpusTieM(opraiusaiueii), OKa3bIBaIOUIUM YCIyTd, HEU30eKHO Tpeldyer
CO37aHUs MHOTHUX BHUJOB JIOKYMEHTOB, 0€3 KOTOPBIXHEBO3MOXXHBI PEIICHHE
OCHOBHBIX  TIPOM3BOJICTBEHHBIX  3aJlay,  IUIAHUPOBAHUE  JIEATEIHHOCTH,
(dbuHaHCcUpOBaHUE, OyXTradTepCKUil y4eT U OTUYETHOCTh, ONIEPaTUBHOE YIIpaBJICHHUE,
KaJIpoBoe oOecreueHue NeATeNbHOCTH U T.M. JIOKYMEHTBI SIBIISIIOTCSI OCHOBHBIM
JIOKA3aTelIbCTBOM  COBEPIICHUSITOr0O WM HMHOro (akrta mpOU3BOJICTBEHHO-
XO3SIICTBEHHOM NIEATENbHOCTH MpeAnpusitis. Opranusanus JOKYMEHTAIIHOHHOTO
o0ecrnieueHUsAyNpaBieHusT B cepe TypusmMa HMEET HEKOTOPHIE OCOOEHHOCTH,
CBSI3aHHBIC CKOHKPETHBIMH NPOIEAYpaMH peaiu3alui TpeOOBaHWM H HOPM,
OTIpEIETIEHHBIX 3aKOHOJATEIHCTBOM.

Llenpt0 OCBOEHUS JOUCHUIUIMHBI  «JIOKyMEHTOOOOPOT B  TypU3MeE»
SBIISICTCAU3YYCHUE CUCTEM JOKyMEHTAalluW, OpPTaHW3allud JOKYMEHTHPOBAaHUS U
JIEJIONPOU3BOCTBA, COCTABISIOUIMX OCHOBY HWH(OPMAIMOHHBIX IHPOIECCOB B
TypHU3ME.

3a1auu JUCIUIUINHBIL:

. O3HAKOMJIEHUE CTYJICHTOB C 3aKOHOJATEIbHOM 1 HOPMATUBHOM 0a30ii,
METOMYECKUMH pa3paboTKaMy U OCHOBHOW HAayYHOU JTUTEPATypoOi Mo KypcCy;

. U3y4€HUE MPAKTUKKU OPraHU3alMU JOKYMEHTAIIMOHHOTO 00ecneueHus
yIpaBieHUS Ha MPEANPUATHAX, OPraHU3AMIX U YUPEKICHUIX TypU3Ma.

2. IlepeyeHb MIAaHMPYEMBbIX Pe3yJIbTATOB 00yYECHHUSA 0 AUCHUILINHE,
COOTHECEHHBIX € INIAHUPYEMBIMH pPe3yIbTAaTAMHU 0CBOCHUS 00pa30BaTe/JbHOM
NPOrpaMMslI

HuctunnnHa «J[okyMeHTOO00pOT B TypU3Me» ydacTByeT B (DOPMUPOBAHUU
CJIeAYIONICH KOMIETEHIUH (CASAYIOIINX KOMITETCHIINH):

OIIK-1 - cnocoOHOCTh | 3HATH:
pelmaTh  CTaHJapTHHIE | - OCHOBBI JOKYMEHTAIILHOIO 0OECIIEYEHHs OPTaHU3allui TYPU3Ma,;
3a1a4u COCTaB OpraHU3AlMOHHO-TIPABOBOH, ~  PACTIOPATHUTEILHOM,
npotbeccHoRaTEHOH I/IH(i)OpMaLI.?IOHHO-CHpaBO‘{HOI/I, [IJIAHOBO-OTYETHOM  JIOKYMEHTAlIWH,
npaBuia €€ coCTaBlIeHUs U 0hopMIIeHHUS.

NEeSATEIbHOCTH Ha OCHOBE :

. YMeThb.
HH)OpMALFIOHHOH . |- ompemensate cocTaB, CTPYKTYpYy M COAEP/KAHHE JOKYMEHTAILHH,
bubsorpaduyieckoi o0ecreunBaroNen IeITeIbHOCTh OPraHu3alMy TyPH3Ma;
KYJIbTYpBI C | - ompenensaThs BHUIABI YINPaBICHYECKUX JOKYMEHTOB, HEOOXOAMMBIX
MIPUMEHEHNUEM JUISL OIIMCAHUS - Pa3JIMYHBIX YIIPABICHYECKUX JEHCTBUN B PA3JIMYHBIX
MH(POPMAIMOHHO- CUTYalUsX;
KOMMYHUKAITHOHHBIX - COCTaBJIAAITh H O(i)OpMHﬂTB JCJIOBBIE ITHCbMaA, MOOKJIAJHBbIE H
TEXHOJIOTUU U C Y4ETOM CJIy>K66HBIe 3aIIMCKH, OTB€YATh Ha JKa100bI HOTpe6I/ITeJIeI71
OCHOBHBIX TpeOoBaHmii | BJAAAETH. .
MH(OPMALIOHHOI - HaBBIKAMHU p%Bpa6OTKI/I Habopa OpraHU3alMOHHO-TIPABOBOH,
6e30MaCHOCTH, pPacropsIUTEILHOM, MH(POPMAIMOHHO-CIIPAaBOYHO, IJIaHOBO-




5

UCIOJIb30BATh
pa3UuHBIE  WCTOYHHKH
uHpOpMaU o
O00BEKTy  TYPHCTCKOTO
POAYKTA

OTYETHOM AOKYMCHTAIIUKU B MPOLECCC OpraHu3anuu ACATCIbHOCTH B
cdepe TypuszMa;

- HaBBIKaAMH cCuUCTEMAaTHU3alluu
JEATeIBHOCTH IPEIIPHATHS TYPH3Ma

JOKYMEHTallud B  IIpOIECCE

OIIK-2 - cnocoOHOCTE K
pa3paboTKe TYpUCTCKOTO
MPOJIyKTa

3HaTh

- 0COOEHHOCTHU JOKYMEHTO000POTa B TYPU3ME;

- (GOpMBI TOKYMEHTOB, HEOOXOAUMBIE MIPHU Pa3padOTKe TYPUCTCKOIO
MPOJYKTa

yMeThb

- HCII0JIb30BaTh (POPMBI JOKYMEHTAIUH AJIsl Pa3pabOTKH TYPUCTCKOTO
MPOJYKTa

BJIA/IETh

- HaBBIKAMHM OpraHu3zanuu 3(PQPEeKTUBHOTO JOKYMEHTOOOOpOTa B
TypU3ME;

- CIOCOOHOCTSIMH K  pa3paboTKe TYpPUCTCKOTO
MCII0JIb30BAHUEM HEOOXOUMBIX TOKYMEHTOB

OpoAyKTa ¢

3. MecTo IMCHUIUINHBI B CTPYKTYpPe 00pa3oBaTeibHOM MPOrpaMMbl

Jucuuninmaa

b1.5.22

«/IlokymMeHTOO0OpOT B  Typu3Me»  ABISIETCS

JUCHMIUIMHOW 0a30BOil YacTH y4eOHOTO IulaHa JJis MOATOTOBKU CTYACHTOB IO
Hanpasienuto 43.03.02Typusm.

HIudp [TpenmecTByrouye AUCUUIUIMHBL [Tocaenyromue TUCHMUITITMHbBI
KOMIIETEHIIUH y4eOHOTO IJIaHa, B KOTOPBIX yueOHOro IjIaHa, B KOTOPBIX
OCBaNBAETCsI KOMIIETEHIUS OCBaMBAETCs KOMIIETEHIUS
OIlK-1 HNudopmaruka WudopmanoHHble TEXHOJIOTHH B
TYPUCTCKOM MHAYCTPUH
OIIK-2 JucuumunHa — sBaserca nepsod B | IH(OpManMOHHBIE TEXHOTIOTHH B
(hopMHUpPOBaHUM KOMIIETEHIUH TYPUCTCKOH HHAYCTPHH
Typuctcko-peakinoHHOe
IPOEKTUPOBAHUE

4. O0beM IMCHUIIAHBI (MOAYJISI) B 3a4€THBIX eIMHULIAX C YKA3aHUEM
KOJINYeCTBA AKaJeMHYEeCKHUX UM ACTPOHOMHYECKHX YaCOB, BbIJIEJI€HHBIX Ha
KOHTAKTHYI0 pa0doTy 00y4aromuXxcd ¢ npenojaanarejaemM (Mo BUAaM y4eOHbBIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIUXCA

OoOmasn

TPYJIOEMKOCTb

OCBOEHUS yaeOHOI JVCLUILINHBI

«JlokyMeHTOO00pOT B Typu3Me» cOCTaBisgseT 3 3adeTHbIX eauHunbl win 108

AKaJCMHNYCCKHUX 4YaCOB.




Cemectp 3
OO6mr1ast Tpy10€MKOCTh (BCETO aK. 9acoB / 3.€11) 108/3
KonrakTHas Jlexuun 16
padota [TpakTHYECKUE 3aHATHU 16
CamocrosiTenpHast paboTa 40
Bun
IIPOMEXYTOUYHOU
aTTecTaluu AK3aMEH 2,5/335
(xoHT./camoCT.
paboTa)

5. Coaep:xanne TUCHUIUINHBI (MOAYJIsl), CTPYKTYPHPOBAaHHOE 110 TeMaM
(pa3aesiam) ¢ yka3aHueM OTBEJIEHHOI0 HA HUX KOJMYEeCTBA aKaAAeMHUYeCKUX
WIH ACTPOHOMMYECKHUX YaCOB M BUJIOB Y4eOHbIX 3aHATHH

TpynoemMkocTsb
§ =l <
= ~ =
HaunmenoBanue - 2 1& &
N pasnena g = S . & Conepxanue
JTUCLUIUIMHEI (TeMa) z QE E % §
=
3 cemecTp
- IlonstTne o  noxkymeHnre.  CBOMcCTBa,
MpU3HaKH, QYHKIUU TOKyMeHTa. MeTombl
U COCO0BI JIOKYMEHTUPOBAHUS.
HopmartuBHo-mMeToanueckas 6a3a
OcHoBBI JOKYMEHTAllMOHHOIO obecrieyeHus
JOKYMEHTAIlMOHHOT'O yIpaBICHUS JESITENbHOCTbIO OpraHU3aluu
1| obecneuenus 18 4 4 10 TYpPUCTHYECKOM  JNEATEIbHOCTU.  Bumsl
OpraHu3aIu yIpaBICHUYECKUX JIOKYMEHTOB,
TYPUCTHYECKON HEOOXO/IUMBIX JUIsl ONMUCAHMs Pa3INnYHbIX
NEATEIIbHOCTH yNpaBICHUYECKUX ACUCTBUN. YHHUPHUKALUSA
U CTaHaapTh3auus AOKyMeHTOB. [loHsaTue
51 COCTaB pekBu3UTOB.DOPMBI
JOKYMEHTaIu1 Ui pa3paboTKu
TYpPUCTCKOTO MPOIYKTA
Cucremsl - CocraB, CTpyKTypa M  COJEp)KaHUE
JIOKYMEHTAIUH, JIOKYMEHTalluH, oOecnieunBaroen
2| obpazyromuecs Bl 18 4 4 10 | oprammsaumio Typusma.Cocran
mporecce OpraHHU3aIOHHO-
YIIpaBIECHUS IIPaBOBOM,PACIIOPAIUTENBHOM,
JIeSITENIbHOCTHIO MH(OPMALIMOHHO-CIIPABOYHOM,  IJIAHOBO-




opraHuzanuii cgepsl OTYETHOM JOKYMEHTALMU, IpaBuwiIa €€
Typu3Ma. COCTaBJICHUS 1 OPOPMIICHHSI
OcoOeHHOCTH ~ JIOKyMEHTOO0OpOoTa B
TypU3Me
OOmast ~ XapakTepucCTHKa  KaJpOBOIO
coctaBa  mnpennpusatus.  OpraHuzanus
JOKYMEHTAI[HOHHOTO obecrieyeHus
JeSITeIbHOCTH KaJpOBOH CITY>KOBI
JIOKyMEHTaI[HOHHOE npennpusatds  Typusma.  OpraHuszarus
3| obecnieueHue 18 4 4 10 paboThl ¢ KaApOBOW JOKyMEHTAIUEH.
yIIpaBJICHUS Ocobennoctu UCTIOJIb30BaHUS cetu
MIEPCOHAJIOM. WuTepHer ans pemieHus 3a7ad KaJpoBOTO
JIEJIONIPOU3BOJICTBA. Odopmienne
JICTIOBBIX MUCEM, JOKJIAIHBIX U CIYKEOHBIX
3aIMCOK, OTBETOB Ha JKaJI00BI
noTpeOuTeneH.
Opranmzanus pabOTBl C JIOKYMEHTaMH.
Cucremaru3zanus JIOKyMEHTAITU! B
4| Opranuzanus 18 4 4 10 | Mpouecce TYPUCTUYECCKON JIESTEITLHOCTH.
JTOKYMEHT0000poTa dopmupoBanue ©  OpOpMIICHHE  JIEII.
JKcrepTu3a  [EHHOCTH  JIOKYMEHTOB,
HOJrOTOBKA JJOKYMEHTOB K XPaHEHHIO.
IK3aMeH 36 251(-1 335
18, | -
Hroro 3a 3 cemecTp 108 | 16 5 73,5

6. IlepeyeHb yueOHO-METOAMYECKOT0 00ecredyeHUs IAJIs1 CAMOCTOATEIbHOM
patdoThl 00yYaKOIIMXCS MO JUCHUIIMHE (MOXYJIIO)

CamocrosiTesibHas pad0Ta CTY/ICHTOB

Ne | Buzbl camocToaTensHOM paboThI TpynoemkocTts, | Dopma KOHTPOJIS
AK.4achl
1. | ITpopaboTka TEOPETUYECKOTO
o KoHcynbranus
MaTepuaia Mo KOHCHEKTaM JIEKLUM,
. IpenoJaBaTess,
PEKOMEH0BAaHHOMN JUTEpaType, 14 CTHOE
JOTIOJTHUTEBHBIM MCTOYHUKAM 4
cobeceoBaHne
uHdOopMaIuu
2. | IlogroroBka K MIPAKTUYECKUM [IpencraBnenue
3aHATHSM: TOUCK  HEO0OXOJAMMOU 13 uH(popManuu B
uH(popmaluu, o0paboTka 00paboTaHHOM
uHhopManuu BHJIE
3. | [HoaroTtoBka k Tekyuieil aTTecTalun Tecrsl,
(TecTUpoBaHUE 151 HaMCaHUe 13 KOHTpPOJIbHAs
KOHTPOJILHON pabOThI) pabora
4. |IloarotoBka K  MPOMEXYTOUHOU 335 YcrHOE
aTTeCTallUuU ’ cobecenoBanue,




(BOmpoChl K 3K3aMEHYy, HTOTOBBII TectupoBanue,
TECT, CUTyaIlHOHHBIC 33][a9H) CUTYallMOHHBIE
3a/1a4n

JInst caMoCTOSITENbHOM pabOThl MO JUCHUILIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJuYeCKOe 00ecrieyeHHE:

1) JlokyMeHTalMOHHOE OOeCIIeYeHUEe yIrpaBieHus: YdeOHoe mocobue/
I'maguiiE.B. - M.: W1] PUOP, HULl UH®PA-M, 2016. - 249 c.Pexum gocrtyna:
http://znanium.com/catalog.php?bookinfo=468335

2) JIoKyMEeHTallMOHHOE OOECICUCHUE YIPaBJICHUS MEPCOHAIOM: Y4eOHOe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2015. - 234 c.Pexum nocrymna:
http://znanium.com/catalog.php?bookinfo=488066

3)dokyMeHTaIMoHHOEe 00eCreYeHrne YIPABICHUS B COIHATbHO-KYIBTYPHOM
cepBuce U TypusMme: YdeObnoe mocobue / I'ymmua U. A., 3aiineBa H. A. - M.:

Anbda-M, HUIL NHOPA-M, 2015. - 240 c.Pexxum
noctyma:http://znanium.com/catalog.php?bookinfo=489737
4) doHx OLICHOYHBIX )51 METOIUYECKHUX MaTepHaIoOBIIO

JTUCHUTUIMHE«J{0KYMEHTOO00POT B TypU3MEY.

7/.®OH/1 OLIEHOYHBIX CPEACTB JIl IPOBeAeHUS IPOMEKYTOUHOI
arrecTalu 00y4aromuXcs M0 JMCHUIINHE
7.1. Ilepevyenb KoMIeTeHIHII ¢ yKa3aHUeM ITanoB uX (OpMUPOBAHNS B
npouecce 0CBOCHUA 00pa30BaTeIbHOM MPOTrPAMMBI

[Ipouecc w3ydyeHHs JUCHUIUIMHBI  «JlOKyMEHTOOOOpPOT B  TypU3ME»
HaIpaBJjeH Ha (OPMUPOBAHUE CIETYIOUIUX KOMIIETEHIIHI:

OIIK-1 - cnocoOHOCTH pemarh CTaHJapTHbIE 3aaud MPOQECCHOHATBHON
JeATEIbHOCTH HAa OCHOBE MH(POPMALMOHHON M OMOIMorpaduueckoi KynbTyphl €
IpUMEHEHUEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM
OCHOBHBIX  TpeOOBaHMl  MHPOPMALMOHHON  OE30MAaCHOCTH, HCIOJIb30BAThH
pa3MyHble UCTOYHUKU MH(OPMAIMU IO 00BEKTY TYPUCTCKOTONIPOIYKTA

Jtanbl (POPMUPOBAHUS KOMIIETCHIIMT

1 sTan 2 3tan 3 stan 4 stan 5 oTan
Wudopmanmonnsie | MHPOpManmoHHbIe
Undopmarnka | Wnbopmariia JokymMeHT0000pOT TEXHOJIOTHH B TEXHOJIOTHH B
(1 cemecp) (2 cemectp) B TypHU3Me TYPHCTCKOU TYPHCTCKOM
(3cemectp) WHIYCTPUHU HHIYCTPUHU
(4 cemectp) (5 cemectp)

OIIK-2 — Cnoco6GHOCTb K pa3zpaboTKe TYpUCTCKOTO MPOAYKTa

JTtansbl GopMUPOBAHUS KOMIIETEH MU

1 aTan 2 sTan 2 sTan 3 sran 4 sTan
HNudopmanmonnsie | UHpOpMamoHHbIe Typuctcko- Typuctcko-
JoxymeHT0000pOT TEXHOJIOTHH B TEXHOJIOTHH B pEKpealuoHHOe peKpealuoHHOe
B TypU3Me TYPUCTCKOM TYPUCTCKOM MPOCKTUPOBAHNUE | TIPOEKTUPOBAHUE
(3 cemectp) HHIYCTpUHA HHIYCTpUH (6 cemectp) (7 cemectp)
(4 cemectp) (5cemecTp)



http://znanium.com/catalog.php?bookinfo=468335

7.2. Onucanne noka3zaresje 1 KpuTepueB OLICHUBAHNUSI KOMIIETEHIIUIT HA PA3JIMYHBIX 3Tanax ux opmMupoBaHus,
OonMcaHMe MIKAJ OLlEeHUBAHUS

KpuTepun oueHnBaHus pe3yabTaTOB 00yYeHUsI

U 1 KpUTEPHUECB OLICHUBAHUA KOMIICTCHIINHU

Omnmcanne noxkasareie

OTY4ETHOW JTOKyMEHTAIINH,
npaBuia €€ COCTaBJICHUS
1 opopmIteHUSL.

npaBui €€ COCTaBICHUS U
odopmIteHusl.

OTYETHON JIOKYMEHTAlUH,
MpaBuJl €€ COCTaBJIICHUS U
odopmIICHUSI.

OTYETHON JIOKYMEHTAllUH,
MpaBuiia €€ COCTaBJIEHUA U
odopmiteHus.

- 5

SEE |2 = ILnanupyemble Onenka Onenka

2 3 = |2 =2 O1eHKa «X0pOII0» OueHka «OTJIHYHOY

= 5= § S Ppe3y/bTATbl 00yYeHUS] | «HEYIOBJIETBOPHUTEILHO» «Y/I0BJIETBOPUTEIbLHO) (70-84 6an1a) (85-100 6a.1108)

(0-54 6a10B) (55-69 6an10B)
3 stan
3nanus: He 3naer: HemoHcTpupyet 3HaeT JIOCTaTOYHO B | JIeMOHCTpUpYEeT  BBICOKUU
- OCHOBBI | - OCHOB JOKYMEHT&JIBHOTO | YaCTHYHbIC 3HaHUsA 0Oe3 | 6a30BOM 00OBbeMeE: YpOBEHb 3HAHUU!
JOKYMEHTAJIbHOT'O 00€cIeueHHsl OPraHMu3alMK | rpyObIX ONIHOOK: - OCHOBBI | - OCHOB JOKYMEHTAJIBHOTO
’ obecneveHust TypusMa, - OCHOB JOKYMEHTAJIBHOIO | IOKyMEHTAIbHOI'O oOecrieueHus  OpraHHU3alUU

OpraHu3alnuy Typu3Ma, - COCTaBa | obecreyeHys OpraHu3alnuy | OOECIeYeHHs OpraHM3alluH | TypU3Ma;
- COCTaB | OpraHU3aIOHHO- Typu3Ma; TypHU3Ma; - COCTaBa OpraHU3aIIOHHO-
OpTraHHU3aIMOHHO- MPaBOBOA, - COCTaBa OPraHM3allMOHHO- | - COCTaB OPraHM3allMOHHO- | IIPABOBOM,
TIPaBOBOH, paclopsIUTENBHOM, MPaBOBOM, PaBOBOH, pacropsAuTeILHON,
PacopsIUTENBHOM, WH(GOPMAITMOHHO- pacropsAaUTENLHOM, pacropsAuTeNLHOH, UHQOPMAITUOHHO-
nH(OPMAITMOHHO- CIIPaBOYHOM, IUTaHOBO- | HH(OPMAIIMOHHO- UHQOPMAaITHOHHO- CIPaBOYHOM, IUIaHOBO-
CIIPaBOYHOHM,  IIAHOBO- | OTYETHOM JIOKYMEHTAIUH, | CIIpaBOYHOM, MTAaHOBO- | CIIPABOYHOM, TUTAHOBO- | OTYETHOH  JIOKyMEHTAIIWH,

MpaBuJl €€ COCTaBJE€HUS U
odopmiteHusl.

OIIK-1

YMenus:

- ONpeNeNaTh COCTaB,
CTPYKTYPY U COJIepIKaHUE
JIOKYMEHTAIIHNH,
obOecrieunBaroIei
JIEATENBHOCTh
OpraHH3alluU TYpPHU3Ma,

- OmIpenensTb  BHUJBI
YIPaBICHYECKUX
JIOKYMEHTOB,
HEOOXOIMMBIX JUIS
OMHCAaHUS - Pa3IMYHBIX
YIPaBICHYECKUX
JNEHCTBUH B pa3IU4YHBIX
CUTYaIUIX;

- COCTaBJIATh H

He yMeeT Wi
JEMOHCTPHPYET
YacTUYHBIC yMEHWUS,
JOITyCKasi TpyOble OMIMOKH
npu:

- ONpeAesieHHH COCTaBa,
CTPYKTYpPBl M COJEPKaHUs
JOKYMEHTAIHH,
o0ecrieunBaronien
JESITeTbHOCTh
OpraHu3alMy TYpU3Ma;

- ONpeAeNieHHH  BHUIOB
yIpaBIIeHYECKUX
JOKYMEHTOB,
HEOOXOIUMBIX IS
ONHCAHMS - Ppa3lIMYHBIX

HeMoHCcTpUpyeT
yacTU4YHBIE YyMeHHs 0e3
rpyObIX OMUOOK MPH:

- ONpeleNeHnd COCTaBa,
CTPYKTYpPBI H COJEPIKaHUS
JIOKYMCHTAIIHH,
obecrneuuBarorien
JeSITENIBHOCTh OPTraHU3aluH
TypHU3Ma;

- OIpenejeHnHd  BHUJIOB
yIpaBIeHUYECKUX
JOKYMEHTOB,
HE00XOINMBIX TUTS
ONUCAHMSA - Pa3IUYHBIX

YIPaBIECHYECKUX JEHUCTBUIA
B Pa3IMYHBIX CUTYaIlHsX;

YMeeT NpHUMEHATh 3HAHHS
Ha TMpaKTHKe B 0a30BOM
o0Beme mpu:

- ONpEIeICHUH COCTaBa,
CTPYKTYPBI M COJEPIKaHUSL
JIOKYMEHTAIHH,
obecneunBaromei
JIESATSIIbHOCTh OpraHU3aIuu
TypHU3Ma;

- OIpenejcHHH  BHJIOB
YIPaBICHYECKUX
JIOKYMEHTOB,
HEO0XOINMBIX TUTS
OMMCAaHUS - Pa3IMYHBIX

YIIPaBIECHYECKUX JICHUCTBUIA
B Pa3IMYHBIX CUTYallHsX;

JeMoHCTpUpyeT  BBICOKUH
YPOBEHb YMEHUH TIPHU:

- ONpeAeNeHWH  COCTaBa,
CTPYKTYpBl H COJAEp)KaHUSA
JIOKYMEHTAIVH,
obecneunBarolieit
JIEATENBHOCT  OpraHU3alln
TypU3Ma;

- OTpeeIEHUI
YIPaBIEHUECKUX
JOKYMEHTOB, HEOOXOIMMBIX
JUIsL OTMCaHUS - Pa3IN4HbIX
YIPaBIEHUECKUX JIEHCTBUM B
Pa3IUYHBIX CUTYaIUsX;

- COCTaBJICHUU u
odopmieHnn JIEJIOBBIX

BHUJIOB




10

OPEANPHUSITUS TYpU3Ma

MPEINPUITHS TypU3Ma

odopmisITh JICJIOBBIC | YTIPaBIEHYECKUX NEHCTBUM | - COCTaBJICHUH u| - COCTaBIICHUH U | IIHCEM, JTOKJIATHBIX 51
IUChbMA, JOKJIaAHble U | B Pa3JIUYHBIX CUTyalM:X, odopmieHnn JIENOBBIX | 0OopMIICHUN JICJIOBBIX | CIYEeOHBIX 3alMCOK, OTBETE
cny>1<e6HLIe 3aIMcKy, | - COCTaBJICHHUU H | mucem, TOKJIAIHBIX U | IIUCEM, TTOKJIQIHBIX 7 | Ha XKaI00bI HOTpe6I/ITeJIeI7I
oTBeYaTh Ha  kanoObl | OpopmiIeHHH ACIIOBBIX | CITy:KEOHBIX 3aIHACOK, | CIYXEOHBIX 3aIHCOK,
notpeduresnen MCceM,  JOKJIAaAHBIX M | OTBETE Ha KanoObl | OTBETE Ha KanoObl

CITyKEOHBIX 3aIUCOK, | moTpebuTenei norpeduTesnen

OTBETE Ha KaoOBI

norpedurTenei
Hasbiku: He BJIaJI€ET Wwin | JIeMOHCTpUpPYET Brageer 0a3oBbIMU | JleMOHCTpUpYET  BiameHUS
- HaBBIKAMH Da3pabOTKM | IEMOHCTPUPYET  HU3KUH | YaCTUYHBIC BIaJeHUS O0€3 | mpueMaMH: Ha BBICOKOM YPOBHE!
Habopa OpraHM3allMOHHO- | YPOBEHb BJIAJICHHUS: rpyOBIX OIINOOK - HaBBbIKAMH pPa3pabOTKH | - HaBBIKAMH  Pa3pabOTKH
IIPaBOBOH, - HaBbIKaMH pa3pabOTKH | - HaBBIKAMH pa3paboTKM | HA0Opa  OPraHM3alMOHHO- | HA0Opa  OpPraHM3alMOHHO-
PacmopsIUTEIbHOI, Habopa OpraHu3alMOHHO- | HAbopa OpraHM3aIlMOHHO- | IIPaBOBOM, MPaBOBO,
MH(OpMaIMOHHO- IIPaBOBOIA, MIPaBOBO, PacHopsIAUTENBHOM, pacnopsaIuTENbHOMU,
CIIPAaBOYHOHW,  IUIAHOBO- | pacHOPSIUTENLHOM, pacnopsaIUTEIbHOMU, nHGOPMALUOHHO- nH()OPMAITMOHHO-
OTYETHOM JIOKYMEHTALUH | HH(OPMAIIMOHHO- nH(pOpMaMOHHO- CIIPaBOYHOM, IUIAHOBO- | CIIPABOYHOM, TJIaHOBO-
B NIPOLECCE OPTaHU3alluM | CIIPaBOYHOM, TUIAaHOBO- | CIIPABOYHOM, IUTAHOBO- | OTYETHOM JOKYMEHTAMU B | OTYETHOM JOKYMEHTAllMH B
NEATENBHOCTH B Cepe | oT4ETHOM JOKyMEHTALMU B | OTYETHOM JTOKYMEHTalMu B | Hpolecce OpraHM3alyy | Iporecce OpraHu3anun
TypusMma, rporecce OpraHM3aluu | Imporecce opraHusanuy | AeATeIbHOCTH B  cdepe | IesdTenbHOCTH B cdepe
- HaBBIKAMH | nesTeIbHOCTH B cdepe | AedarensHOCTH B cdepe | TypH3Ma, TypHU3Ma;
CUCTEMaTH3alluU TypHU3Ma; TypU3Ma; - HaBBIKAMH | - HABBIKAMH CHCTEMaTH3aINH
JOKYMEHTAaINH B |- HaBBIKaMH | - HAaBBIKAMH | CHCTEMaTH3aL1H JOKYMEHTallid B TIpolecce
IpoLecce  JeATENBHOCTH | CUCTEMAaTU3alul CHUCTEMAaTHU3aluu JOKYMEHTAIlMH B TpoIecce | ACITEIbHOCTH MPEIIpPUATHS
MIpEeaNpUITHS TypU3Ma JIOKYMEHTAIIH B TPOLIECCE | JOKYMEHTAIlMH B IpOLECCe | AeATebHOCTH Typu3Ma

JIeSITeNIbHOCTH JeSTeTbHOCTH PEeINpUATHS TypU3Ma

Kputepun oneHnBaHusi pe3yJibTaTOB 00y4eHHUs!

) =
E =42 = Inanupyembie Ouenka Ouenka
5 = 5 E Pe3yabTaThI 00yUeHUs! «HeY/I0BJIETBOPUTEILHO) «YAOBJIETBOPHUTEIHHOY Ouenka «xopomuo» Ouenxa «oT1H4HO»
S|z (0-54 6a0B) (55-69 Ga1108) (70-84 6anna) (85-100 6asi10B)
1 sTan
. 3Hanus: He 3Haer: JemoHCcTpupyer 3HaeT 1oCcTaTouHO B 0a30BOM | JIeMOHCTPUPYET BHICOKHIA
CEECTE BN OCOOCHHOCTH | - 0CcOOEHHOCTE! | YaCTHYHbIE 3HAHMS O€3 o0beme: YpOBEHb 3HAHHMIA:
- § « | JOKyMeHTOO0OpOoTa B | JOKyMEHTOOOOpOTA B | rpyObIX OIIMOOK: - 0COOEHHOCTH | - ocobeHHoCTel
3 s g TypH3ME; TypHU3ME; - 0cOoOEHHOCTEN | IOKYMEHTO000pOTa B | IOKyMEHTO00OpOTa B
= ; - (GOopMBI  IOKyMEHTOB, | - (opm JIOKYMEHTOB, | MOKYMEHTO000pOTa B | TYpU3ME; TYpPHU3ME,;
i HEO0XOIMMBIC pu | HE0OXOIMMBIX pu - ¢dopMbl  IOKYMEHTOB, | - bopm JIOKYMEHTOB,
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pa3paboTKe TYpPHUCTCKOro | pa3paboTke TYPUCTCKOTO | TYpU3ME; HEOOXOIUMEBIE npu | HeOOXOAMMBIX npu
MPOIYKTa MPOAYKTa - QopM  IOKYMEHTOB, | pa3paboTke TYPUCTCKOTO | pa3paboTke TYypPUCTCKOTr'O
HEOOXOIUMBIX Ipy | IPOAYKTa MPOAYKTa
pa3paboTKe  TYpPHUCTCKOIO
MPOJAYKTa
YMmenus: He ymeet unu HeMoHCcTpupyeT YMeeT npuMeHsTh 3HaHus Ha | [IeMOHCTpUpYyeT BBICOKUI
- HCIOJb30BaTh (OPMBI | IEMOHCTPUPYET YACTHYHBIC | YACTUYHBIC yMEHHS 03 npakTuKe B 0a30BOM 00beMe | ypOBEHb YMEHUH MPH:
JIOKYMEHTalH Ui | yMeHUs, JOIycKas Tpyobie rpyOBIX OIIMOOK MPH: MpH: - WCHoJb30BaHMH  (QopMm
pa3paboOTKH TYPHCTCKOTO | omuOKH MpH: - HCNONBb30BaHUM (GOPM | -  HUCHONB30BaHHUM  QOpPM | JOKYMEHTALUU UL
IIPOAYKTa - HCIONb30BaHWUU  (GOpM | JOKYMEHTaLUU IUISL | TOKYMEHTalluu I | pa3paboTKu TYPUCTCKOIO
JOKYMEHTalUN IS | pa3pabOTKH  TYpPUCTCKOIO | pa3paboTku TYPUCTCKOTO | IPOXYKTa
pa3paboTku TYpPUCTCKOro | IPOIYyKTa MPOIYKTa
MPOAYKTa
Hasbiku: He Bnaneer unmn JemMoHcTpHpyeT Brnaneer 6a30BbIMu JeMoHCTpupyeT BilaeHus Ha
- HaBbIKaMH OpraHusalvn | ACMOHCTPUPYCT HU3KHI YaCTUYHbIC BJIaACHUA oe3 ImpueMaMu: BBICOKOM YPOBHC!
3¢ deKTUBHOTO YPOBEHB BIIAJCHUS: rpyOBIX OIINOOK: - HaBbIKAMH OpraHM3allMM | - HAaBBIKAMH  OpPraHHU3aLUH
JIOKyMEHT0000pOTa B | - HaBBIKAMH OpraHM3AlMW | - HAaBBIKAMH OpraHu3anui | 3GPpeKTHBHOTO s¢hexkTuBHOTO
TypHU3ME; 3 PEKTHBHOTO 3¢ PEeKTHBHOTO JIOKyMEHT0000poTa B | TOKYMEHTO060pOTa B
- CHOCOOHOCTAMH K | TOKyMEHTOOOOpOoTa B | IOKyMEHTO00OpOoTa B | Typu3Me; TypHU3ME;
paspaboTKe TYPHCTCKOTO | TypU3ME; TypHU3ME; - CIIOCOOHOCTSIMU K |- CHOCOOHOCTSIMH K
IPOIYyKTa c|- CHOCOOHOCTSIMU K |- CIOCOOHOCTSIMU K | pa3paboTke TYPUCTCKOTO | pa3paboTke TYpPUCTCKOTO
UCTIOJIb30BaHUEM pa3paboTke TYPHUCTCKOTO | pa3paboTKe  TYPHUCTCKOrO | NPOJYKTa C MCHOJIB30BAHUEM | IIPOJIYKTA C MCIOJIb30BAHUEM
HEOOXOIUMbIX MPOAYKTa C UCIOJIB30BAHUEM | IPOIYKTa ¢ | HeOOXOIUMBIX JOKYMEHTOB | HEOOXOJAUMBIX JOKYMEHTOB
JOKYMEHTOB HEOOXOIUMBIX JOKYMEHTOB | MCIOJIb30BAaHHEM

HeOGXOI{HMHX JOKYMCHTOB
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7.3. TunoBbie KOHTPOJIbHBbIE 32IaHUSI UJIH MHbIE MAaTEePHUAJIbI, HEOOXOUMbIEe
JJ151 OLeHKM 3HAHUI, YMEeHM i, HABBIKOB H (MJIH) ONBITA AeATeJIbHOCTH,
XapakTepu3yoIuX 3Tanbl (POPMUPOBAHNS KOMIIETEHIUI B MpoLecce

OCBOEHHsI 00pa3oBaTeIbHONH MPOrpaMMbl

7.3.1. TunoBbIie OUIETHI I POBEACHUS IK3aMeHAa

T'OCYJAPCTBEHHBINM MHCTUTYT SKOHOMUKU, ®UHAHCOB, IIPABA U TEXHOJIOT' U
Kadenpa ynpasjieHusi cOuMaJbHbIMH U SIKOHOMHYECKHMH MpoLeccaMu
BUWJIET Ne 1
o guctmnmnne «JIoKyMEeHTO00OPOT B TYPU3ME»

TeopeTryeckne BOIPOCHL:

1. O6ocHoBanKEe HEOOXOAUMOCTH 00yUYEHHUS JOKYMEHTAIMOHHOMY OOECTICUCHHUIO U €T0
ABTOMAaTH3aLUH

2. NokymMeHTo000pOT B opranu3anud. PaboTa ¢ BXOAAIMKUMHI JOKYMEHTaMU
[IpakTHKO-OpHUEHTHPOBAHHOE 3aIaHHUE:

OdopmuTs IpHKa3 0 HA3HAYEHUH OTBETCTBEHHOI03a OOpallieHue ¢ OaHKaMK MPEANPHUITUS B
cootBercTBuM ¢ 'OCT
3as.xkagedpoii «YTpaBieHUs COIUATEHBIMA

1 3KOHOMHYECKHUMH TPOIIECCAMU» 1.3.H., npod.3aboporckas O.B.
(moanuce)

T'OCYJAPCTBEHHBI UHCTUTYT DKOHOMUKU, ®UHAHCOB, IIPABA U TEXHOJIOT U
Kadenpa ynpasjenusi cCOuMaJbHbIMA U IKOHOMHUYECKHMH IPOLeCCaMH
BUJIET Ne 2
Mo aucrmnnze «JIOKyMEHTOO0OPOT B TYPU3ME»

TeopeTryeckue BOPOCHL:

1. Kinaccudukaropsl JOKyMEHTOB

2. opmMupoBaHue U XpaHEHHE JIET
IIpakTHUKO-OpPUEHTUPOBAHHOE 3a/1aHUE:
OdopMHTE TPOTOKOI 3aceNaHus IKCIIEPTHON KOMUCCHH B COOTBETCTBUH ¢ THIIOBOH HHCTPYKIKEH 110

JEJIONIPOU3BOJICTBY
3as.xagheopoii «YnpaBieHHs COUUATBHBIMU
1 3KOHOMHYECKHMH TPOLIECCaMU» 1.3.H., npod. 3aboposckas O.B.

(moamuce)

TOCYJAPCTBEHHBIM MHCTUTYT SKOHOMMKH, ®UHAHCOB, [TIPABA 1 TEXHOJIOT' MU
Kadenpa ynpasieHusi COMUAILHBIMA M SKOHOMHYECKHMH NPOIECCAMU
BUJIET Ne 3
Ilo JUCHUITIINHEC <<I[OKVMCHT0060DOT B TYPU3ME»

TeopeTHueckre BOMPOCHL:

1. PernaMeHnTanus eonponu3BOICTBA
2. Ilpe3enranus. Ee ¢pynkius u HazHaueHue. OCHOBHBIE 3JIEMEHTHI
[MpakTHKO-OPUEHTUPOBAHHOE 33 IaHHUE:
CocTaBuTh CiTy)eOHYO 3aNKCKY Ha IMOOIPEHNE COTPYAHHUKA, TIEPEBHITIOTHHUBIIETO TNIAHOBBIE
MOKa3aTeinn
3as.kagpeopoii «YipaBiieHUs COIUATBHBIMU
Y YKOHOMHYECKUMU TPOLECCaAMU» 1.3.H., pod. 3a6oposckas O.B.

(moamuck)

7.4. MeToguvecKkue MaTepHuaJibl, ONpeaeJsa0lue Npoueaypbl OLeHUBAHUS
3HAHUH, YMEHHU, HABBIKOB MJIM ONBITA AEATEJbHOCTH, XaPaAKTEePU3yILHe
3Tanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDDIIT pans oueHkd 3HAHUM, YMEHUMW, HABBIKOB M (WJIM) OIBITa
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NEeSATEIbHOCTH HUCIONb3yeTCsl OalmbHO-pelTuHTrOBas cucrema. [log OamibHO-
PEUTHUHTOBON CUCTEMOM MOHUMAETCSl CUCTEMA KOJIMYECTBEHHOM OLEHKH KayecTBa
ocoerust OIl BO. Ilpu »sToM wu3yyaeMas AWCHMIUIMHA JEIUTCA HA P
CaMOCTOATENbHBIX, JIOTHYECKHM 3aBEpPIICHHBIX pa3feinoB (Moayned) ais
MIPOBENICHMSI IO HUM KOHTPOJBHBIX MEPOTIPUSITHA.

Texymmii KOHTPOIL TPEACTABISIET COOOW TMPOBEPKY YCBOCHUS y4eOHOTO
MaTepuajia TEOPETUYECKOTO M  MPAKTHUYECKOTO0  XapakTepa, PEeryJIspHO
OCYIIECTBIISIEMYI0 Ha TPOTSHKEHWH cemecTpa. K TOCTOMHCTBAM J@aHHOTO THIIA
OTHOCUTCS €ro CHCTEMaTUYHOCTh, HEIMOCPEICTBEHHO KOPPEIUPYIOMAsiC C
TpeOOBaHHEM MTOCTOSTHHOTO ¥ HETIPEPHIBHOTO MOHUTOPUHTA KauecTBa OOy4CHHS, a
TaK¥Ke BO3MOKHOCTb OAJITbHO-PEUTUHTOBOM OLICHKHM  YCIIEBAEMOCTHU
oOy4aronuxcs. K ocHOBHbIM (hopMaM TEKYIIEro KOHTPOJIs (TEKyIel aTTecTalim)
MO>XHO OTHECTH YCTHBIM OINpOC, MUChMEHHBIE 3aJlaHus, JJabopaTOpHbIE PabOTHI,
KOHTPOJIbHBIE paOOTHI.

[IpomexxyTouHast arrectanusi, Kak MpPaBHJIO, OCYIIECTBISETCS B KOHIIC
CEMECTpa U MOXET 3aBeplliaTh W3YYEHUE KaK OTIEIbHOW JAUCIMIUIUHBI, TaK U €€
pazaena (pasnenoB) /moayns (mMoxyneit). IIpomexxyTouHas arrecTamus OMOraet
OIICHHUTH OOJIee KPYITHbIE COBOKYITHOCTH 3HAHWM M YMEHUH, B HEKOTOPBIX CIIyJasiX
— paxe QopMUpoBaHUE OMPEICICHHBIX MPO(HECCHOHATBHBIX KOMITCTCHIIUMN.
JlocTOMHCTBA: MOMOTAaeT OLEHUTh 0O0Jiee KPYMHBbIE COBOKYIMHOCTH 3HAaHUU H
YyMEHUW, B HEKOTOPHIX CiIydasx — Jake (HOPMUPOBAHHE OIpPEACICHHBIX
npodecCHoHaNBbHBIX KOMIeTeHITnH. (OCHOBHBIE (OPMBI: 3a4eT W DK3aMEH.
Texymuii KOHTPOIh M TPOMEKYTOUHAS aTTECTallds TPAJAUIMOHHO CITy)KaT
OCHOBHBIM CpPEJICTBOM oOOecleueHrs B y4eOHOM MpoIlecce «OOpaTHOW CBS3M»
MEXy MperoaaBaTesieM M OOy4aronuMmcsi, HeOOXOAUMOM NIJisi CTUMYJIHMPOBAHUS
paboThl 00YYAIONIUXCS U COBEPIICHCTBOBAHMSI METOAMKH MPENOAaBaHUs YICOHBIX
JUCITUTUTHH.

[To pe3synapTaTaM MHpPOMEKYTOYHOM aTTECTAllMUd CTYJEHTY 3aCUUTHIBACTCS
TPYJOEMKOCTh  JWCIHUIUIMHBI B 3a4€THBIX  €JAMHMIAX,  BBICTaBJISETCS
muddepeHniupoBaHHas  OIEHKa B NPHUHATOM  By3€  CHUCTeMe  OalioB,
XapaKTePHU3yoIas KaueCTBO OCBOCHUS CTYICHTOM 3HaHWH, YMEHHI M HABBIKOB TI0
ATOW JUCIUILIAHE.

[To muctmmumae «J[0KyMEeHTOOO0POT B TypHU3MeE» MPETyCMOTPEH IK3aMEH.

YPOBHU OCBOEHUA JNCHUIIJINHBI

MuHUMaTBHBIN OcHoBHOM IIpoBUHYTBII
bannv 55-69 70-84 85-100
Oyenka 3 4 5

Orenka 5 («oTau4H0», 85-100 6a/1510B) cTaBUTCS 00yJarONIUMCs, KOTOPhIS
Py OTBETE:
- OOHApyXUBAIOT BCECTOPOHHEE CHCTEMATHUYECKOE M TJIyOOKOe 3HaHHUE
IpOrpaMMHOT0 MaTepuaa;
— JEMOHCTPUPYIOT 3HAHHE COBPEMEHHOMN YUeOHOU U HayYHOU JIUTEPATYPHI;
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— CHOCOOHBI ~ TBOPYECKM TNPUMEHSTh 3HAHWE TEOPUU K  PEIICHHUIO
poQeCCUOHANTBHBIX 3a/1a4;

— BJIQ/ICIOT MOHSATHIHBIM ammapaToM;

— JIEMOHCTPHUPYIOT CIIOCOOHOCTh K aHAIM3y U COIMOCTABIICHUIO PA3TMYHBIX
MOJIXOJIOB K PEUICHUIO 3asiBJICHHOM B OUJIeTe MPOOJIeMATUKY;

— MOATBEPKIAIOT TEOPETUUECKHE MOCTYJIAThl MPUMEPAMHU U3 MPAKTUKU.
Ouenka 4 («xopomo», 70-84 Oasua) craBUTCS OO0ydYarOIUMCS, KOTOPBIE

IIpU OTBETE:

— OOHapYXKUBAIOT TBEPOE 3HAHUE MTPOTPAMMHOT0 MaTepHaa;

— YCBOMJIM OCHOBHYIO U HanboJjee 3HAaUMMYIO TOMOJHUTENBbHYIO JINTEPATypy;

— CIOCOOHBI ~ MPUMEHSATHh  3HAHWE  TEOPUM K  PEIICHUIO  3aj]ad
npo(eccHOHaIbHOTO XapaKTepa;

— JOMYCKAIOT OT/IeJIbHBIE MOTPEIIHOCTH U HETOYHOCTH MIPU OTBETE.
Ouenka 3  («yIOBJIETBOPUTEJBbHO», 55-69  0amioB)  cTaBUTCS

O0Oy4aronIMMcsi, KOTOpbIE MPU OTBETE:

— B OCHOBHOM 3HAIOT MPOrpaMMHBIA MaTeprasl B 00bEMe, HEOOXOIUMOM JIsI
OpeacTosLel paboThl 10 NPOoQeccHy;

- B 1I€JIOM YCBOWJIM OCHOBHYIO JIUTEPATYPY;

— JIOMYCKAIOT OT/I€NIbHbIE MOTPEIIHOCTH B OTBETE HA BOIPOCHI.
Ouenka 2  («HeyIOBJIETBOPUTEIbHO», 0-54  Oamya)  craBUTCS

O0Oy4aronIMMcsi, KOTOpbIE MPU OTBETE:

— OOHapy>KMBalOT  3HAYUTENbHbIE NPOOEIBl B  3HAHUIX  OCHOBHOIO
IPOrpaMMHOr0 MaTepHaa;

— JIOTyCKaOT MPUHIIUIIAATIbHBIE OIIMOKU B OTBETE Ha BOIIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHUE TEOpUM M MPAKTUKA MpodhecCuoHaIbHOU
NEeSATENBHOCTH.
OcHoBaHuEM 711 HEIOMYCKa K DK3aMEHY SIBJSIETCSA TO, YTO OOydarouiuics

BO BpeMs ceMecTpa He Ha0pas yCTaHOBJIEHHOI0O MUMHMMYMa 0ajlyioB — 55 0aJlIoB.
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8. IlepeueHb OCHOBHOI M IOMOJTHUTEIBLHON YUeOHOM JUTEPATYPHI,
HEe00X0AMMOI JJIS1 OCBOCHUS TUCUMIIIMHBI (MOTYJIS)

a) rocy1apcTBeHHbIe CTAHAAPTHI

1) Hammonanwhsiid crangapt PO 'OCT P 7.0.8-2013 "Cucrtema cTanmapToB
no uH(opmaluu, OUOIMOTEYHOMY U M3JIaTEIbCKOMY Aelny. [[enonpon3BoacTBO U
apxuBHoe neno. TepmuHbsl W onpeneneHus”" (yTB. npukazoM DenepalbHOrO
areHTCTBa [0 TEXHUYECKOMY PEryJIMPOBAHUIO0 U METPOJIOrHH OT 17 okTs0ps 2013
r. N 1185-cT)

2)IOCT P 6.30-2003 «YHuHUIUpOBaHHBIE CUCTEMbI JIOKYMEHTAIIWH.
YuudunupoBanHas  cucreMa — OpraHuU3allMOHHO - pacnopsaIuTeIbHOM
nokymeHTanuu. TpeboBanus Kk 0hOpMIICHUIO TOKYMEHTOBY»

3) TOCT P 7.097-2016 «Cucrema cTaHIapTOB MO0 HH(OPMAIUH,
OMOMMOTEUHOMY UM HW3AaTeNbCcKoMy Jeiny. OpraHu3alMOHHO-PACTIOPSAUTEIIbHAS
nokymeHTaius. TpeboBanus K 0pOPMIICHHUIO TOKYMEHTOB»

0) OCHOBHAasI JIMTEpPaTypa:

1) JloKyMeHTallMOHHOE OOecleucHHe yIpaBicHUsI: YueOHoe mocobue/
I'maguit E.B. - M.: U1 PUOP, HUIT UH®PA-M, 2016. - 249 c. Pexxum nocrymna:
http://znanium.com/catalog.php?bookinfo=468335

B) AONOJIHUTEIbHAS JUTepaTypa:

1) JlokyMeHTallMOHHOE OOCCIICUCHUE YIPABJICHUS IEPCOHAIOM: YUeOHOe
nocooue/bynar P. E. - M.: HUL| UH®PA-M, 2015. - 234 c.Pexxum mocryna:
http://znanium.com/catalog.php?bookinfo=488066

2)J1okyMeHTaIlMOHHOE 00EeCTIeYeHE YIPABICHUS B COIIMAIBHO-KYITYPHOM
cepBuce U TypusMme: YdeOHoe nocobue / I'ymuna U. A., 3aiimeBa H. A. - M.:
Anbda-M, HUAI] NHOPA-M, 2015.Pexum JIOCTyTIA:
http://znanium.com/catalog.php?bookinfo=489737

9. Ilepeuennb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH

«HTEpHET», HEOOXOAUMBIX IJI1 OCBOCHMS TUCUUILTUHBI (MOTYJIs)

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

2) [enompou3BOACTBO M JOKYMEHTOOOOPOT  HAa  TPEIIPHUSATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Jenmompou3BOACTBO W TpyaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp

4) DnexrponHas oubanoreka HR-crietmanucros. http://www.hrm.ru/



http://znanium.com/catalog.php?bookinfo=468335
http://znanium.com/catalog.php?bookinfo=488066
http://znanium.com/catalog.php?bookinfo=489737
http://delo-ved.ru/
http://www.delo-press.ru/journals.php?page=documents
http://hr-portal.ru/rubric/kdp
http://hr-portal.ru/rubric/kdp
http://www.hrm.ru/
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10. MeToauveckue ykazaHus JJis1 00y4alonIMXCs 10 0CBOEHHIO U CIUIJINHBI
(MoayJin)

CaMocTosTenbHas MOATOTOBKA 00YYaIOIINXCsl MPOBOIUTCS JIsl yTITyOJIeHUs
U 3aKpeIUICHUs 3HAHUH, MOJYYCHHBIX Ha JIEKIMUAX W APYTUX BUJAX 3aHATHH, IS
BBIPA0OTKH HAaBBIKOB CAMOCTOSITEIbHOTO MPUMEHEHHUS HOBBIX, JOMOJTHUTEIBHBIX
3HAaHUU ¥ MOATOTOBKH K MPEJCTOALINM YICOHBIM 3aHATHSIM, dK3aMEHY.

BaxHpiM  ycrmoBHEM  yCHEWMIHOTO HW3YYE€HHUS AUCHMUILIUHBI  SIBISIETCS
nocemienne jeknuil. [lox mocemenneM moapasymeBaeTcsi He (opMa MaCCUBHOTO
IPUCYTCTBUS, @ aKTUBHAs paboTa Mo U3y4eHHI0 HOBOro Marepuaina. [Tonroroska k
JEKIMOHHBIM 3aHATUSAM BKIIOYACT B ce0s aHANIM3 MpeJlaraéMbIX JUIsl U3yYEHUs
BOIPOCOB, M3yYE€HHUE HOPMATUBHBIX HCTOYHUKOB M Y4eOHON U HaydyHOU
JUTEpaTypel MO paccMaTpUBaEeMbIM BoIpocaM JieKUMU. B mporecce nexuuu
oOyyaroluiics MOXKET 3a/JaBaTb  YTOUHSIOIIME BOMNPOCHl,  OCYLIECTBUTb
B3aMMOCBSA3b HOBOI'O MaTepHalla C YK€ HU3Yy4YE€HHBIM, MOATOTOBUTH 0a3zy uis
3¢ (EKTUBHOIO MCIOJIB30BAHMS MOJYUYEHHBIX 3HAHHWM, OOJEr4uTh MOJATOTOBKY K
PaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAMU JEKIHOHHOTO
MaTepuaja SBISIETCS KOHCIIEKTHPOBAHME, MPEICTaBIAIONIee COOONW HE TOJBKO
¢uKkcannio BaKHEHIIMX MOMEHTOB JIEKIIMH, HO M YKa3aHHE TNPUMEPOB s
MOHMMAaHHUS TOTO UJIM HHOTO TEOPETHUECKOT0 MaTepuraa.

[Ipy moOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIIONb30BATh
KOHCIICKTUPOBAHHBIE MaTepUaibl JEKIUH, Y4eOHYI0 M HAy4YHYIO JIUTEpaTypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJAEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO IMPOYTEHHE MaTepHala, HO U €ro aHajlu3 U
KPUTHYECKYIO OIleHKy. OOydaromemycsi ClelyeT BbIIBUTh MAaJOM3y4YEHHbIE
aCTeKThl PacCCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIMATUBY IPU MOATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Tpy MOArOTOBKE K MPAaKTHUUECKUM 3aHATHSIMH U SK3aMEHY PEKOMEHIYeTCs
CUCTEMATU3UPOBATh 3HAHMS, HM300pakass WX B TaOJIMYHOM, TpadUyEecKOM WIH
CXEMaTUYHOM BHUJIE. DTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3b N3y4aeMbIX SBICHUM,
YIPOCTHT 3a7ady 3allOMHHAHUSA MaTepuana, OOJerdyuT MPOILecC MPaKTHUYECKOTO
PUMEHEHUS TIOTyYEeHHBIX 3HAHUI.

3amayell  OPaKTUYECKUX  3aHATHA  SBISIETCS  BbIpaOOTKA  yMEHMS
UCIIONB30BaTh TEOPETUYECKUE 3HAHMS, TNPOSBUTHh HAIWYHE MPAKTHUICCKUX
HaBbIKOB. [Ipy  mOATOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIEAyeT
3a0J1arOBPEMEHHOT0 00€CTIeYUTh HaJUMuMe HEOOXOAMMO IJsi JTaHHOTO 3aHSTHS
MaTepuasa, CaMOCTOSITEIbHO TIOBTOPUTH PAHEE N3YUECHHBIE TEMBI.

JUis  yCIIENIHOTO OCBOEHUSI JUCUUIUIMHBI BaXKHBIM SIBIISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMH W HX ompeneiaeHussMH. s pabOThl ¢ TEPMHUHOJIOTHEH
3¢ (EKTUBHBIM SIBISETCS UCHOJIb30BaHUE KaK y4eOHOM M HAy4dyHOU JIMTEpaTyphl,
TaK 1 OPUIAYECKUX U GUIOCODCKUX CIIOBAPEH.
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PabGoTa ¢ TepMUHAMH MOKET OCYHIECTBISTHCA Kak B (pOpMe COCTaBIECHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB I YyJI0OCTBA U CKOPOCTH TIOMCKA
HeoOxoaumoro TepmuHa. C  3TOW 1ENbI0 HEOOXOAUMO KaKIbIM  HOBBIM
BCTPEUAIOIINICA TEPMHH 3alKMCBhIBATh U BO BPEMS MOJATOTOBKMA K CEMHHAPCKUM H
IPaKTUYECKUM 3aHATUSAM YKa3blBaTh COOTBETCTBYIOLIEE ompeneneHue. B ciydae
BO3HUKHOBEHUSI CIIO)KHOCTH BbIOOpa OIpenesieHus W3 HUMEIoIIerocs oobeMa B
paMKax Hay4dyHOI'O 3HaHHUS HEOOXOAMMO 3a/JaBaTh BOMPOCHI MPENOJABATENO B
paMKax JEKIMOHHBIX U MPAKTUYECKUX 3aHATUH.

WNuTtepakTuBHBIE  (OpPMBI  MPOBENEHUS  3aHATHUA 1O  JUCIUILIAHE
«J1oKkyMeHTO000pOT B TypH3Me» BKIIIOUYAIOT B CEOsI CISAYIOUINE BU/IbI 3aHATHIA:

- WHTEPAKTUBHBIE JIEKIMHM, MPEANONaraloT HCIOJIb30BaHUE METoAa
npoOiemMHoro usnoxkenus. [lpu Takom mojxojie JEKLIUs CTAHOBUTCS MOXO0XKeH Ha
JMaJor, MPernoJaBaHue UMUTHUPYET HCCIE0BATENbCKUN Mpoliecc (BbIABUTAIOTCS
IIEPBOHAYAJIBHO HECKOJIBKO KJIIOYEBBIX IOCTYJIATOB IIO TEME JIEKLUH, U3JI0KECHUE
BBICTPAUBAETCSl 110 MPHUHIUILY CaMOCTOSITEIbHOTO aHaiu3a U 00O0OLIeHUS
CTyA€HTaMHM Y4YeOHOro Marepuaja). OTa METOJUKa I03BOJISIET 3aUHTEPECOBATh
CTYZ€HTa, BOBJIEYb €r0 B Ipouecc o0yuyeHus. [IpoTnBopeunss HAy4HOro MO3HAHMS
PACKpBIBAIOTCSI TIOCPEACTBOM IMOCTAaHOBKM MpoOieMbl. YdeOHasi mpobiema u
npoOiemMHasi CUTyalusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTAMH
npobiemMHoro ooyuenus. [lepen HauanoMm M3ydyeHUs ONpPENEIECHHON TeMbl Kypca
CTaBUTCA IEpell CTyJEHTaMU NPOOJIEMHBIA BOMNPOC WM JAAETCS MPOOJEMHOE
3amanne. CTUMyIUpysd paspelieHue MpoOJeMbl, MPENnojaBaTellb CHUMAET
IPOTUBOPEYHS MEXIY UMEIOIIMMCS €€ IIOHMMaHUEM U TPeOYEMBIMHU OT CTyAEHTa
3HaHUSAMU. D(PHEKTUBHOCTh TAKOTO METOJla B TOM, YTO OTJAEIbHBIE MPOOJIEMBI
MOTYT MOJHUMATHCS CaMHUMHM CTyJAEeHTaMmH. ['JIaBHBIA yclieX AaHHOTO METOJA B
TOM, YTO TIpernojaBaTeNb J0OMBAaETCS OT ayJAUTOPUU «CAMOCTOSITENIbHOTO
pElIeHUs» TIOCTaBJICHHOW mpolOsieMbl. OpraHuzanus TpoOJIeMHOro O00ydeHUs
IpPEJCTaBIsIeTCsl  JIOCTaTOYHO CJIOXKHOW, TpeOyeT 3HAYMTEIbHOW TOATOTOBKH
nexkrtopa. OJHAKO Ha HAYaJIbHOM 3Tale MCIOJb30BaHUS 3TOTO METOJA €r0 MOKHO
BHEJPATHh B CTPYKTYPY T'OTOBBIX, paHee pa3paOOTAHHBIX JEKIUH, MPaKTUYECKUX
3aHATHI KaK JIOMOJHEHHUE.

OueHouHble ¥ METOJMYECKHE  Marepuaibl [0  JUCUHUILIMHE
«/JoxymeHT0000pOT B Typusme» npeactaBieHsl B DOMM.

[Ipy 1OArOTOBKE K MPOMEKYTOYHOMY WM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOIMMO M3YYHTh TEOPETHUYECKHM W MNpPaKTUUYECKUU Marepuai. TecToBbie
3a/laHus (C TIEpeYHEM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SBJIAETCS HEBEPHBbIM) OOECHEUMBAIOT CTPYKTYPHOCTb MBIIUICHUS,
BBIHY/ICHHOTO BBIOpaTh U3 IMPEAJIOKEHHBIX BAPHAHTOB OTBET BCE IMPAaBUJIbHBIC
BapuaHThl. TecToBbIE 3aJaHUSl HAa YCTAHOBJIEHUS COOTBETCTBUSA MOJPA3yMEBAIOT
HEOOXOJMMOCTh MpPOSBICHUS HE TOJBKO 3HAaHUSA Y4eOHOro Marepuana, HO H
YMEHHsI TIPUMEHSTh MpaBuia (QOpMaIbHON JIOTUKHU. TecToBble 3aJaHusd Ha
YIOPSOYECHHUE HAIIPABJIEHbl HA YCTAHOBJICHHE JIOTMYECKON MOCIEA0BATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUI (BPEMEHHM CYLIECTBOBAHUS SIBJICHHM, PaCIONOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MIPABOBBIX TOKYMEHTOB U T.I1.).
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O¢pPexTuBHBIM CcHOCOOOM MJs1 MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydaroIerocst MO PEIICHUI0 TECTOBBIX 3aJaHMM, MPEAOCTaBICHHbIX JIs
CaMOCTOSITENIbHOM paboThl. Takke NHpu HOJATOTOBKE K TakodM (opMe KOHTPOJIA
3HAHM, KaK PEIICHNE TECTOBBIX 3aJaHUM, CIEIYET CaMOCTOSATEIBHO IMONBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCIUILUIMHE BOMPOCHI B (JOPME COCTABICHHUS
TECTOBBIX 33/IaHUM.

IIpr moaroTroBke K 3K3aMEHY CIIEAYyeT MMEThb B BHAY, YTO OH SBIIAETCS
UTOTOBOM (OpPMON KOHTPOJISI MO HM3YYCHUIO MaHHOW Yy4eOHOW MUCIUILIAHBI.
DK3aMeH NO0Jpa3yMEBAeT MAaKCUMaJIbHYIO0 KOHIIEHTPALMIO 3HAaHUH M yMEHUH,
MIPEANOJIATAIOIINX IT0JTHOE U3YYEHNE MaTepUaa TUCIUILIINHBI.

DK3aMeH NpoBoAMUTCA B (OpME YCTHOIO cOOECEOBaHHUS U BBINOJIHEHMS
NUCBbMEHHOIO 33JJaHusl, TMOO TeCTa.

Pemenne mnpenonaBatenst o0 UTOrOBOW OLEHKE MNPUHUMAETCA 10
pe3ysibTaTaM YCTHOIO OTBETa M BBIIOJHEHHOIO IHMCHBMEHHOIO (TE€CTOBOIO)
3a/1aHMA, B 3aBUCUMOCTH OT LIKAJIbI OLIEHKH.

Pabora ¢ meyaTHBIMHM HM3JAHUSIMM IPEAINOJAracT HW3y4eHHE COBPEMEHHOU
HAay4YHOM  JIUTEpaTypbl, NPAKTUKA TYPUCTCKOM  JEATEIBbHOCTH, IO3TOMY
peKoMeHAyeTcsl paboTaTh B JEKTPOHHBIX OMOJMOTEUHBIX CHUCTEMax, KpoMe TOrO,
LEJIECO00pa3HO M3YYHUTh CTaThM B CIEHHAIBHBIX NEPUOAUYECKUX HN3IAHUSX.
Takke MOXHO HCIONb30BaTh MaTepuaibl OQPUUUATIBHBIX CalTOB OPraHOB
rOCyJTapCTBEHHOTO ¥ MYHULHUIIAIBHOTO YIIPABJICHUS, TYPUCTCKUX OpraHU3alui,
accolManyii 1 00beIMHEHUN MpEeAIPUHUMATENEH, PEUTUHIOBBIX ar€HTCTB U T.1.,
HaxOJIIMECS B OTKPHITOM Joctyne cetd Internet. OpHOBpeMEHHO clienyer
oOpaTuTh CBOE BHUMAaHUE Ha NyOJUYHBIE OMOIMOTEKH, TPEAOCTABISIONINE
BO3MOKHOCTB JOCTYIIA K 3JIEKTPOHHBIM BEPCUSAM II€YATHBIX UCTOYHUKOB.

11. Tlepeyenb uHGOPMANUOHHBIX TEXHOJIOT U, HCNOJIb3yeMbIX MIPH
OCYIIECTBJIEHHN 00Pa30BaTEIbHOI0 NMPOoLEcca Mo TUCHUIINHE (MOYJI10),
BKJIIOYAsl MepeYyeHb MPOrPaMMHOI0 obecnevyeHusi 1 HH(POPMAUMOHHBIX
CIIPABOYHBIX CUCTEM
[IporpammHoe obecnieueHue:
1. Omneparnuonnas cucrema (Microsoft Windows XP, 7 lponpuemapnas);
2. Tlaker oducHbix mporpamm Microsoft Office Professional 7 (MS Word, MS
Excel, MS Power Point, MS Access, MS Publisher unp.Iiponpuemapnas);
3. Web-6payzep (Mozilla Firefox GNU Lesser General Public License);

NudopmarimoHHbie CripaBOYHBIC CUCTEMBI:
1) ABToMaTu3MpOBaHHAs uH(pOpMaITMOHHAS OoubmmoTeUHast cucrema

Marc21SQL,;
2) CnpaBouHo-nipaBoBas cuctema «Koncynbtant ITmrocy
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12. MarepuajibHO-TeXHHMYECKas 0a3a, HEO0OX0AUMAas ISl OCYIeCTBJIECHUS
00pa30BaTeJbHOIO MPoLecca Mo AUCHUILINHE (MOIYJII0)

Ne

w/n HaumenoBanue KonunuyectBo
1. | Coenuanu3upoBaHHbIE Ay IUTOPUU:

YdaeOHast ayauTopus A7l MPOBEICHUS 3aHITHI CEMHHApCKOro | 1
TUIA, KYpPCOBOTO MPOECKTUPOBAHUS (BBIOJHEHUS KYpPCOBBIX
paboT), TpYNIOBBIX U WHJIWBHUIYAJIbHBIX KOHCYJIbTAIUH,
TEKYLIEro KOHTPOJII M MPOMEXKYTOYHOM arrecrauuud /
KOMIIBIOTEPHBIN KJIacC / MOMEIEHUE JUIsl CaMOCTOSITEJIbHOM
paboThI

2. | Texumueckue cpenctsa oGydenus:

KOMITBIOTEP C MPOTrPaMMHBIM 00€CIE€YEHUEM ‘ 17
3. | CrermanmsupoBaHHbIEC ayTHTOPHHL:

MexkadenpanpHas J1abopaTopusi CEPBUCHBIX U COLMATBHBIX
TEXHOJOTHM / YueOHas aynuTopus Ui MPOBEICHUS 3aHATUH
JIEKIIMOHHOTO THUIA, 3aHATUN CEMUHApPCKOIO THUIIA, KypCOBOIO
IPOEKTUPOBAHUA (BBIIOJHEHUSI KypPCOBBIX paboT), rpyHIOBbBIX

U UHAMBHUIYaAJIbHBIX KOHCYJIbTAllMM, TEKYIIEro KOHTPOJIS U
IIPOMEKYTOYHOM aTTECTALMU

4. | Texumueckue cpeacTna 06ydeHHS:

DKpaH HACTCHHBIN 1
MYJIbTUMETUUHBIA IPOEKTOP 1
KOMITBIOTED C MTPOTPAMMHBIM 00eCriedeHUEM 4
5. | CnenpanusnpoBaHHbIe ayUTOPHH:

VYyeOHast ayautopus IUIsl IPOBEIACHUS 3aHATUH JEKIMOHHOTO | 1
TUNA, 3aHATUH  CEMHHAPCKOrO  TUMA, TPYIINOBBIX U
UHAMBUIYAJIbHBIX KOHCYJNbTALUN, TEKYIIEro KOHTPOJIA M
IPOMEKYTOYHOM aTTeCTallMU

6. | Harnsamsie moco6us 1
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