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1. TACNOPT PABOYEN NPOrPAMMbI MPO®ECCUOHANBHOIO MOAYNA
NM.04 YNPABNEHUE ®YHKUUOHAJIbHbIM NOAPA3OENEHUMEM OPIrAHU3ALIUA
1.1. ObnacTb NnpuMeHeHUs paboyen NporpaMmmbl

Paboyasa nporpamma npodeccMoHanbHOro MoOAyNnsa SABMASETCA 4YacTbld NPOrpammbl
noaroToBKM crneunanucToB cpedHero 3seHa B cootBeTcTBuM ¢ PIOC no cneuyunanbHoctn CI1O
43.02.10 Typuam B 4acTU OCBOEHWUsI OCHOBHOIO BuAa [esATenbHOCTU: YnpasreHue
PYHKUMOHaNbHbIM NOApa3aeneHnemM opraHmsauum n npodeccmoHanbHbix komneteHumn (MK):

MK 4.1. MNMnaHunpoBaTb OEATENBHOCTL NOAPA3aENEHNS.

MK 4.2. OpraHn3oBbiBaTb ¥ KOHTPONMPOBATb 4EATENbHOCTL NOgYNHEHHbIX.

MK 4.3. OdopMnsiTb OTHETHO-NNAHUPYIOLLYIO JOKYMEHTALMIO.

1.2. Uenn n 3apgaun moaynsa — TpeboBaHus K pe3ynbTataM OCBOEHUA Moaynsi

C uenblo oBNageHUs YykasaHHbIM BUAOM NPOGECCUOHANBbHONW OEATENBHOCTU U
cooTBeTCTBYHOLLMMU I'IpO(beCCVIOHaJ'IbeIMI/I KOMneTeHunamMmun O6y‘-la}OLLI,VII7ICFI B XO4e OCBOEHUA
npodeccmoHanbHOro MoAynsi AO/MKeH UMeTb NMPaKTU4eCKUM OnbIT:

— cbopa wWHpopMauunm O OEeATENbHOCTM OpraHuM3auunm U OTAENbHbIX ee
noapasneneHunu;

— COCTaBneHus nnaHa paboTbl NnoapasaeneHuns;

— NpOBEOEHMUS MHCTPYKTaXa paboTHUKOB;

— KOHTpOns kadecTBa paboTbl NepcoHana;

— COCTaBneHus OTYETHO-MaHOBON OOKyMeHTaumm 0 AeATeNbHOCTH
nogpasgeneHus;

— MpoBeAeHUNs NpeseHTaunu;

— pacyeTa OCHOBHbIX (UHAHCOBLIX MNOKa3aTenen OesTEeNbHOCTUM OpraHu3aumm
(nogpasgeneHns).
yMeTb:

— cobupaTtb uMHpopmaumo 0 paboTe opraHm3auMm U OTAENbHbIX €e
nogpasgeneHumn;

—  WUCNOMnb30BaTb pPasfnyHble MeTOAbl NPUHATUS PELLUEHWI;

— CcOCTaBnATb NNaH paboTbl NnoagpasaeneHns;

— OpraHu3oBbIBaTb M NPOBOAUTL AENOBbIE COBELLaHNS, COBpaHns, Kpyrible CTOosbl,
pabouve rpynnbl;

— paboTaTb B KOMaHAe 1 OCYLLECTBIATb NAepckme OyHKUnu;

— OoCyLecTBnATb ahpekTMBHOE OBLLEHNE;

—  MNPOBOAUTb UHCTPYKTaX PabOTHUKOB;

— KOHTpPONMpOBaTb Ka4ecTBO paboTbl NepcoHana;

— KOHTPOSIMpOBaTb TEXHUYECKNE N CaHUTapHbIE YCNOBUSA B ohuce;

— ynpaBnsiTb KOHPMMKTaMMU;

— paboTaTtb 1 OpraHM3oBbIBaTb PaboTy C 0OMCHON TEXHWNKOW;

— Monb30BaTbCA CTaHAAPTHbIM MPOrpaMMHbIM obecnevyeHnem Ona opraHusaumm
0enonponsBoacTBa;

— 0opMNATE OTYETHO-MNNAHOBYO AOKYMEHTaumMo No paboTe nogpasgeneHus;

— NpOBOAUTb NPe3eHTaLunu;

— paccunTbiBaTb OCHOBHble (OMHAHCOBbIE MoKasaTtenu paboTbl oOpraHusaumm
(noppasgenennsn) (cebectommoctb ycnyr, ©0asoBble Hanorm QUHAHCOBLIN
pes3ynbTaT AeATeNlbHOCTM OpraHu3auumn, Nopor peHTabenbHoCTK);

— cobupaTb MHGOPMaLNIO O KavyecTBe paboTbl Noapa3aeneHuns;

— OUEeHMBaTb U aHanNM3NpoBaTb kKayecTBO paboTbl NogpasaeneHus;

— paspabatbiBaTb Mepbl no NnoBbIWEHNIO 3P PEKTUBHOCTH paboThbl
nogpasgeneHus;

— BHeOpsATb MHHOBALMOHHbLIE MeTOAbl paboThbl;



NnaHMpoBaTb MEPONPUATUA MO MOBbILWEHMIO NpodeccnoHanmama paboTHUKOB
nogpasgeneHus;

paspabatbiBaTb MHCTPYKUMW W pernameHTbl MO  Aenonpou3BOACTBY B
nogpasgeneHnm;

BblbnpaTb nporpaMmmHoe obecnedeHne Ond onNTuMM3auun AOeATeNbHOCTU
nogpasgeneHus.

3HaTb:

3HayYeHue nnaHNpoBaHNA Kak (PYHKUUKN yrnipaBrneHus;

mMeToauky cbopa uHdopmaumm O paboTe opraHu3aumMm W OTAEerNbHbIX ee
nogpasneneHun;

BMAObI NSIAaHMPOBaHUS N NpUeMbl 3PEKTUBHOIO NNaHNPOBaHUS;

3(ppeKkTNBHbIE METOAbLI NPUHATUS PELLUEHWUN;

OCHOBbI OpraHu3auum TYPUCTCKON OeATENbHOCTY;

CTaHOapTbl Ka4ecTBa B Typu3Me;

npasuna opraHn3aunmn 4enonpon3Boactea n pabdoTbl C OPUCHON TEXHUKON;
npuembl 3deKkTnBHoro obLieHns, MoTMBauMM nepcoHana u pabotbl C
KOHMNIMKTamu;

MeTOOMKN 3(P(PEKTUBHOM OpraHM3aumm OenoBbiX BCTPEY U COBELLAHUM;
NPUHUMNbI 9PFEKTUBHOIO KOHTPOSS;

TpynoBown kogekc Poccuinckon degepaumu;

OopraHuM3auuio OTYETHOCTU B TYPU3IME;

OCHOBHble (DMHAHCOBbIE NoKa3aTenun AeATeNbHOCTU OpraHu3aumm U MeToauky
NX pacyeTa;

MEeTOAMNKY NpoBeaeHNA Npe3eHTauunm;

OCHOBHbIE MOKasaTenu kadecTsa paboTbl NoapasaeneHns;

mMeToAbl No cbopy MHGopMaumm o kadectse paboTbl nogpa3neneHns;

MEeTOAbl COBEPLUEHCTBOBaHMS paboTbl nogpasaeneHuns;

WHHOBaUWK B cpepe ynpasreHns opraHn3aumsiMmn TYpuCTCKOM UHOYCTpUN;
TEXHOSOrMM NOBbILWEHUS 3(PPEKTUBHOCTN AEATENBHOCTU NOAPA3LENEHNS;
TEXHONOrMM NPOEKTHON AEeATENBHOCTU B paboTe noapasaenenus;

aKTyanbHble HOpMaTMBHbIE JOKYMEHTbI MO BEAEHMIO 4EeMN0NPON3BOACTBRA.

1.3. KonnyecTtBO YacoB Ha 0OCBOEeHUe nporpamMmmbl npocbeccvaaanoro mMoayns:

Bcero — 364 yaca, B TOM YuCne:

MakcumarnbHou y4ebHon Harpy3kun obydatowerocsa — 220 4acoB, BKMOYas:
obsa3aTtenbHON ayanTopHon y4ebHom Harpy3km obyyatoulerocst — 156 yacos;
camocTosiTenbHoN paboTbl obyyarowerocs — 64 yaca;

y4yebHoM NpakTukmn — 72 vaca;

NpoV3BOACTBEHHON NPAKTUKM — 72 Yaca.



2. PE3YNIbTATbl OCBOEHUA MPO®ECCUOHAJIBHOIO MoaynA

Pe3ynbTaToM OCBOEHMst nNporpaMmbl  MPOPECCUMOHANBbHOrO  MOAYNs  SABNAETCS
oBnageHve obyyawWMMUCa  BMOOM  OeATEeNbHOCTU:  YnpaBneHne  (OYHKUMOHANbHbIM
nogpasgeneHnem opraHusaumm, B ToM uucrne npodeccrmoHanbHbiMm (MK) n obwumm (OK)
KOMMeTeHLMAMM:

Kon HanmeHoBaHue pesynbTata o6yyeHusi
MK 4.1 [MnaHupoBaTh 4eATENbHOCTL Nogpa3geneHns
MK 4.2 OpraHn3oBblBaTh M KOHTPONMPOBATb AEATENBHOCTb NOAYNHEHHbIX
MK 4.3 OdopmnaTb OTHETHO-NMNIAHUPYIOLLYIO JOKYMEHTAUMIO
OK1 MoHMMaThb CyLHOCTb 1 coumanbHy0 3HAaYMMOCTb cBOen Byaylien npodeccuu,
NPosBMATb K HEW YCTONYMBLIA NHTEPEC.
OK 2 OpraHusoBbiBaTb COOCTBEHHYO OeATENbHOCTb, BblIOMpaTh TUNOBbIE METOAbI U

cnocobbl  BbIMOSHEHUS  MPOMECCMOHAnbHbIX  3agadv, oOueHuMBaTb  UX
APPEKTUBHOCTb N KA4ECTBO

OK3 MpyvHUMaTL peLleHns B CTaHA4aPTHbIX U HECTaHOAPTHBIX CUTYaLUsiX U HECTYU 3a
HWUX OTBETCTBEHHOCTb

OK 4 OcywecTBnsiTb MOMCK N UCMOSfb30BaHMe uHdopMauun, Heobxogumon Ons
3(p(PeKTUBHOIO BbINOSTHEHUSA NpOoheccMoHanbHbIX 3agad, NPodeccUoHarnbHOro
M NIMYHOCTHOrO pPasBUTUSA

OK 5 Wcnonb3oBaTtb MHGOPMAaLMOHHO-KOMMYHUKALNOHHbIE TEXHOMNOMNK B
npogeccmoHanbHON AeATeNTbHOCTH

OK®6 PaGoTtatb B KOnmektMBe M komange, apdekTMBHO obLiaTbCsa C Komneramu,
pyKOBOACTBOM, NOTpebutenamm

OK7 BbpaTb Ha cebst OTBETCTBEHHOCTb 3a paboTy YneHoB koMaHAbl (MOgYNHEHHbIX),
pe3ynbTaT BbINOSHEHWUS 3a4aHWN

OK 8 CamocTosiTenbHO onpegensTs 3agadn npodeccmoHanbHOro M fAMYHOCTHOO
pasBuMTUA, 3aHMMaTbCA camoobpas3oBaHWEM, OCO3HaHHO MaHWpPOBaTb
NOBbILLIEHNE KBanudukauum

OK9 OpueHTMpoBaTbC B YCMOBUSIX  4acToM  CMEHbl  TEXHONMOrMA B
npogeccmoHanbHON AeATeNTbHOCTH




3. CTPYKTYPA U COOAEP>XXAHUE NMPOPECCUOHAIIBHOIO MOAOyYnNA
3.1. TemaTn4yeckum nnaH npoceccnoHanoHoro moayns NMNM.04 YnpaBneHue ¢pyHKUMOHaNbLHbLIM NogpasfaeneHMemM opraHmsaumm

O6beM BpeMeHU, OTBEAEHHbIV Ha OCBOEHUNE

MpakTnka
MEXAMCLMNINHAPHOIo Kypca (KypcoB)
06 CamocTosiTenbHas
s3aTenbHasa ayguTopHas ydyebHas 6ota
Harpyska oby4datoLierocs pabo
Ko Bcero obyarouerocs MpounsBoacTBEHHAs
npocec- HanmeHoBaHusA pa3genos B T.Y. P A
yacos (no npocpunio
CVOHarnbHbIX | NpodeccrMoHansHOro Mogyns nabopaTopHble B T.M., B T.\., YyebHas, CneumManbHocTH)
KOoMneTeHu M Bcero paboThbl 1 kypcosasi | Bcero, KypcoBasi yacoB H 4acoB ’
ua cos’ npaktuyeckune pabota paboTa
3aHATUS, (npoexT), yacos (npoekT),
YyacoB Yyacos
yacoB
1 2 3 4 5 6 7 8 9 10
MK 4.1-4.2 MOK.04.01 YnpaeneHue 148 108 66 - 40 - - -
[eaTenbHOCTbIo
(PYHKLMOHANbHOIO
nogpasgenexHusi
MK 4.2-4.3 M[K.04.02 CoBpemeHHasi 72 48 32 - 24 - - -
OprTexHuKa 1 opraHusauus
Jenonpov3eBoacTea
MK 4.1-4.3 YyebHasi npakTuka, 4acoB 72 72 -
MK 4.1-4.3 MponsBoacTBeHHas 72 - 72
npakTuka
Beero: | 364 156 98 - 64 | - 72 72




3.2. CopepxaHue oOy4vyeHuss no npoceccuoHanbHomy moayno [M.04 YnpaBneHue ¢yHKUMOHaNbHLIM noApasaenieHnem

opraHusauum
HanmeHoBaHue paspgenoB CopepxxaHue y4ebHOro matepmana, nabopartopHbie paboTbl U NpakTU4ecKue O6bem YpoBeHb
npodyeccnoHanbHOro Mmoayns 3aHATUSA, caMocTosATeNbHas paboTa oby4arowmxcs YacoB OCBOEHMA
(MM), mexxancuMNINHapHbIX
kypcoB (MAOK) u Tem
1 2 3 4
NMM.04 YnpaBneHue pyHKLMOHaNbHLIM NoapasfenieHnemM opraHusaumm 364
MAOK 04.01 YnpaBneHue AeaTenbHOCTbIO (hyHKLMOHaNbHOro noapasaeneHus 148
Paszgen 1. CylwlHOCTb, XapakTepHble YepTbl COBPEMEHHOro MeHeA)XKMeHTa 20
Tema 1.1. MeHeOXXMEHT Kak CopaepxaHue y4e6Horo marepmana 2 1,2
ocobbiv BUA 1. | MNoHsaTHE MEeHemKMEHT
npodeccuoHanbHomn 2. | MeHemXMeHT Kak ocobbi BMA npodeccnoHanbHOM AeaTenbHOCTH
AEATENBHOCTH CamocTosiTenbHasa paboTa 2
1. | CamocTosiTensHaa pa6ora Ne 1. [ogrotoBka npeseHTauuu no Tteme «loHsTME
KaTeropun MeHeJ>KMeHT, OCHOBHbIE acneKTbl»
Tema 1.2. Typuctnyeckas CopaepxaHue y4e6Horo marepmana 2 1,2
opraHusaums kak o6bexT 1. | MNoHsTMe, Npu3Hakn 1 yHKUMM opraHnsauns
MeHeKMeHTa 2. | OpraHusauua kak o6bekT ynpaBneHus
Tema 1.3. BHewwHAs cpena CopaepxaHue y4e6Horo marepmana 2 1,2
TYPUCTUYECKON OpraHM3aLmu 1. | BHelwHas cpefa opraHusaLmm, NoHsaTMe, hakTopbl
2. | Tunbl opraHN3aLUMOHHbIX CTPYKTYP NO B3aMMOAEWUCTBUIO C BHELLHEN cpeaom
3. | MNoaBwXHOCTbL 1 HeoNpeaeneHHOCTb BHELLHEN cpefbl OpraHvM3aLmm
lMpakTnyeckue 3aHATUA 2
1. | NMpakTnyeckaa pa6orta Ne 1. lNpoeeneHne aHanmsa GaKTOPOB BHELUHEN cpenpbl
TYPUCTUYECKON OpraHM3aLmu
CamocTosiTenbHasa paboTta 2
1. | CamocTosiTenbHasa paboTta Ne 2. lNogroTtoBka coobueHns Ha Temy: «MccnegoBaHme
haKTOpOB BHELLHEN cpefbl TYPUCTUYECKOW OpraHmn3aLmmny
Tema 1.4. ®aktopbl cpeabl CopepxaHue yye6Horo marepmana 2 1,2
NpPsiMOro 1 KOCBEHHOTO 1. | ®akTopbl cpeabl NPSMOro U KOCBEHHOIo BO34ENCTBUS
BO3AelCcTBMA 2. | NocTaBLWmKKn, NOTPedUTENM, KOHKYPEHTHLI, MPOdICOHO3bI,
3. | BakoHbl 1 rocygapCcTBEHHbIE OpraHbl
4. | CounokynbTypHble, TEXHOMNOIMYECKUe, 3KOHOMUYECKME, NONUTUYECKNE aKTopbl
Tema 1.5. Mukpocpega n CopepxaHue yyebHOro matepuana 2 1,2
Makpocpe/aa TypucTM4eckon 1. | MNoHsaTue mukpocpensl. OCHOBHbIE 3NEMEHTbI MUKpOCpebl
opraHusauum
2. | Nonatue makpocpenbl. OCHOBHbIE 3aneMeHTbl Makpocpeabl
MpakTnyeckne 3aHATUSA 8




1. | NMpakTuyeckaa pabora Ne 2. AHanu3 BNUsHWS DAKTOPOB BHELLUHEW WM BHYTPEHHEN 2
cpedbl Ha AeATEeNbHOCTb TYPUCTMYECKOW OpraHm3aumm
2. | Mpaktnyeckaa pabota Ne 3. AHanM3 BHEWHEN W BHYTPEHHEN cpegbl 2
Typuctudeckomn oprasmsaumm (SWOT - aHanus)
3. | MpakTnyeckas pa6bota Ne 4. AHanM3 BHEWHEAW W BHYTPEHHEN cpeabl 2
Typuctudeckon opranmsaumm (PEST - aHanus)
4. | NMpaktnyeckas pa6ota Ne 5. AHanua3 BHEWHEN W BHYTPEHHEN cpeabl 2
TypucTnyeckon opradmsauum (SNW - aHanms)
CamocTosiTenbHas paboTta 6
1. | CamocTosTenbHasa paboTta Ne 3. MoaroToska coobLleHns Ha Temy: «VccrnegoBaHue 2
BHYTPEHHEN cpedbl TYPUCTUYECKOWN OpraHmn3aumm»
2. | CamocTosiTenbHaa pabota Ne 4. PelweHue cuTyauuoHHbIX 3adady Mno Teme 4
«VccnenoBaHme BHYTpeHHEN cpefbl TYpUCTUYECKOW OpraHmM3anmmn»
Paspen 2. XapakTepucTuKa COCTaBNAILMNX LIMKNA MEHeKMEHTa 36
Tema 2.1. Llukn meHempxkmeHTa CopaepxaHue y4e6Horo marepmana 2 1,2
1. | CocraBnswoume LUnKna MeHeMKMeHTa
2. | XapaKkrepucTuka pyHKLNA UUKNa MEHEMKMEHTa
3 | BaanmocBs3b 1 B3anMo0OBYyCNOBNEHHOCTb PYHKLMIA YNPaBeHYeCcKoro LimMkna
Tema 2.2. Typuctnyeckas CopaepxaHue y4e6Horo marepmana 2 1,2
opraHm3aums: NpUHLUMbI 1. | Uenu n 3agay4m opraHusaumm
MOCTPOEHMS OPraHN3aLMOHHO 2. | ®yHKUMOHanNbHOE pasfeneHve Tpyda, OObeM  MOMHOMOYMIA  PYKOBOACTBA,
CTPYKTYpbI ynpasneHus COOTBETCTBUE COLMANbHO-KYNbTYPHOM Cpee, LienecoobpasHOCTb YMCHa 3BEHbER
3. | MoHATMe opraHn3aLMOHHON CTPYKTYPbI
4. | OnemeHTbl CTPYKTYPbl YNpaBneHusi U CBA3WN MeXay HUMU
Tema 2.3. Xapaktepuctmka CopepxaHue y4yebGHOro matepuana 2 1,2
CTPYKTYp ynpaBneHuns 1. | JlnHerHas v NnHeHo-ITabHasi CTPYKTYpbI YNpaBneHus
2. | ®yHKUMOHaNbLHAas CTPYKTypa ynpasneHvs
3. | OmBu3noHaneHas CTpyKTypa ynpaBrieHus
4. | MatpuyHas cTpyKTypa ynpasrneHus
MpakTnyeckne 3aHATUSA 4
1. | MpakTuyeckasa pabota Ne 6. YnpaxHeHUs MO COCTaBMEHUIO 3aJaHHOW CTPYKTYpbI 2
ynpaBneHusi
2. | Npaktnyeckaa pabota Ne 7. [locTpoeHuMs OpraHM3auUMOHHON CTPYKTYpbl U 2
ynpaBneHnsi TYpUCTUYECKOW opraHu3aumm
Tema 2.4. lnaHupoBaHue, CopepxaHue y4yebGHOro matepuana 2 1,2

OCHOBHbIE BMAbBI U NX
XapakTepucTuka

1. | MoHsATHe NNaHNPOBaHNSA AeATENbHOCTY
2. | OcHoOBHbIE CTaauM NaHMPOBaHUSA
3. | CTtpaTeruyeckoe, TakTUYeCKoe 1 onepaTUBHOE MraHMpoBaHue
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4. | ®opmbl nnaHMpoBaHust

lNMpakTnyeckue 3aHATUA 4
1. | MpakTnyeckaa pabota Ne 8. PelueHne cuTyauMoHHbIX 3agay Mo MNaHUPOBAHUIO 2
OeATENBHOCTU TYPUCTUYECKOW OpraHm3aumm
2. | Mpakmuyeckasi paboma Ne 9. [NnaHuposaHue desimenibHOCMU 8 coomeemcmeuu ¢ 2
O0IMKHOCMbI0. Omaribl N1aHUPO8aHUs
Tema 2.5. Momueauyus u CopepxxaHue y4ebHOro matepuana 2 1,2
Kpumepuu Momusayuu mpyoa. 1. | MNoHsmue momusayuu
lMompebHocmu u 2. | MHOusudyanbHas u epynnoesass Momusayuu
mMomuealyuoHHoe nogedeHue 3. CmyneHu momusauuu
4. | NoHssmue nompebHocmu
5. | Nepapxusi nompebHocmel: nep8uy4Hbie U 8MOpuUYHblie nompebHocmu
CamocTosiTenbHasa paboTta 4
1. | CamocTosAiTensHasa pabota Ne 5. [MogroTtoeka npeseHTauum no teme «MoTmBaums
Kak (PyHKUNSE MEHEOXKMEHTa»
Tema 2.6. [JeneeuposaHue: CopepxxaHue y4ebHOro matepuana 2 1,2
npasurna u npuHyurnsl 1. | fJeneesuposaHue: npasuna u npuHyuUmnbl
2. | Tunbi nonnHoMoYul: nuHelHble U aOMUHUCMPamUueHbIe
3. | OnpedeneHue denezupyemoli 3adadyu; 06beM MoIHOMOYUL, hyHKUUU U
omeemcmeeHHOCmU.
MpakTuyeckue 3aHATUA 6
1. | MpakTuyeckaa pa6orta Ne 10. AHanui3 cucmembl MoOmMuBauyuu 8 MypucmMu4YecKux 2
opeaaHusayusx
2. | Mpakmuyeckasi paboma Ne 11. PeweHue cumyayuoHHbIX 3aday rno momusayuu 2
mpyda
3. | Mpakmu4eckass paboma Ne 12. PeweHue cumyayuoHHbIX 3aday o 2
Oerle2upo8aHUI0 roIHOMoYUU
Tema 2.7. OyHKUUN KOHTPONS. CopepxaHue yyebHOro matepuana 2 1,2
XapakTtepucTuka apekTVBHOTO | 1. | Tpu aTana KOHTPONs: BbipaboTka CTAHAAPTOB W KPUTEPUEB, COMOCTaBrieHue C
KOHTpOA HUMU pearnbHbIX Pe3ynbTaToB, KOPPEKLUS
2. | NpuHuMnbl 3hHEKTUBHOIO KOHTPONS
3. | Buapbl KOHTpons
4. | CxeMa KOHTPOsi: COCTaBMEHNE CXEMbI KOHTPOS
5. | KoHTponb npon3BoacTBa u ka4yectsa
6. | PMHAHCOBBIV KOHTPOIb. AAMUHUCTPATUBHbBIA KOHTPOSIb.
lMpakTnyeckue 3aHATUA 8
1. | NMpakTuyeckasa pad6ota Ne 13. CocTraBneHne cxembl OpraHn3aumnm KOHTPONS. 2
2. | Npaktnyeckaa pabota Ne 14. AHanua cCUCTEMbI KOHTPONS TYPUCTUYECKUX 2
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opraHusaLmmu

3. | MpakTnyeckas pabota Ne 15. CocTaBuUTb CXEMbl KOHTPONS B TYPUCTUYECKUX 2
OopraHmsaumax pasnuyHblX OpraHn3aunMoHHO-NPaBoOBLIX OPM
4. | NMpakTnueckas pa6ota Ne 16. CocTaBreHve opraHM3aunoHHbIX CTPYKTYP YNpaBneHus 2
CamocTosiTenbHasa paboTa 4
1. | CamoctosTenbHas pa6ota Ne 6. CocraBneHve OMOPHOrO KOHCMEKTa Ha Temy:
«KoHTponb kak pyHKumsi ynpasneHunsi. OCHOBHbIe B1Abl KOHTPOMs»
Pasgen 3. Knaccudmkaums BMAOB NnaHUpoOBaHUA B MEHEeAXKMEHTe 24
Tema 3.1. CTparteruyeckoe CopepxaHue y4yebGHOro matepuana 2 1,2
(nepcnekTnBHOE) 1 1. | MNMpouecc cTpaTern4yeckoro MAaHMPOBAHMSA: MUCCUS W LEeNu, aHann3 BHELIHEN
TakTnyeckoe (Tekyliee) cpenpl
nnaHupoBaHue 2. | AHanu3 cunbHbIX M cnabblx CTOPOH, aHanM3 anbTepHaTB 1 BbIGOp cTpaTernun
3. | YnpaBneHus peanusauunen ctpaternm, oueHka ctpaTtermm
4. | ToHATNE TaKTMYEeCKOro NITaHNPOBaHUS
5. | OnpegeneHne oCHOBHbIX 3a4ay, HEOOXOANMbBIX AN AOCTMXKEHUSA Lenen
6. | YcTaHOBNEHMe B3aUMOCBSI3eN MEXAY OCHOBHbIMU BUgaMU OeATENbHOCTU
CamocTosiTenbHasa paboTa 2
1 | CamocTtositenbHasa pa6ora Ne 7. lMogroTtoBka npeseHTauum no teme «Llenn B
MeHegKkMeHTe. [pouecc hopmumpoBaHus Lenen. «[Jepeso Lueneny»
Tema 3.2. OueHka 3aTpaTt CopepxaHue y4ebGHOro matepuana 2 1,2
BPEMEHW; onpeaeneHune 1. | OnpegeneHve OUEHKM 3aTpaT BPEMEHHU
pecypcoB TypuCTUYECKOW 2. | lNMpoBepka CPOKOB M KOppeKuus niaHa gencTBun
opraHusauunm MpakTuyeckne 3aHATUSA 8
1. | NMpaktuyeckaa pab6ora Ne 17. CocraBneHue MuUcCUM U Uenen TYPUCTUYECKON 2
opraHmsaumm
2. | NpakTu4yeckasa pab6ora Ne 18. AHanu3 cusbHbIX U CriadbiX CTOPOH TYPUCTUYECKON 2
opraHumsauum
3. | Mpakmu4yeckass paboma Ne 19. YmouHeHue poneli u deneauposaHue 2
MoOJTHOMOYUU 8 Mypucmu4yeckol opaaHu3ayuu (peweHue cumyayUuoHHbIX 3aday)
4. | Mpakmuyeckass paboma Ne 20. OueHka 3ampam epemeHu, ornpedeneHue 2
nompebHocmu 8 pecypcax mypucmu4yeckol opeaHu3zayuu (peuweHue 3adady)
CamocTosiTenbHasa paboTa 4
1. | CamocTosAiTensHaa pabota Ne 8. Pa3paboTka KOMNIEKCHOro nraHa TypUCTUYECKON
opraHmsaumm
Tema 3.3. Cucmema u CopepxaHue y4yebGHOro matepuana 2 1,2

Knaccugukayuss Memoooe
yrnpasneHusi

1.

Cucmema memoQdos yrpasneHusi

2.

lMoHsmue memodos ynpaesieHus: HarpaesieHHOCMmb, codepxaHue u
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opaaHu3ayuoHHasi ghopma Memodoe

3. | ModenuposaHue, aKkcnepumeHmupogaHue, 3KOHOMUKO-Mamemamu4yeckue U
coyuorsioauyecKkue uamMepeHus u opyaue
4. | Xapakmep 8o30elicmeusi: NIpsIMOe U KOCBEHHOE
lNMpakTnyeckue 3aHATUA 2
1. | Mpakmuyeckass paboma Ne 21. Ananuz Memodos MOOenuposaHusi 8
mypuCmMuUYecKUX opaaHu3ayusix
Tema 3.4. OpeaHu3ayuoHHO- CopepxxaHue y4ebHOro matepuana 2 1,2
pacrnopsidumersibHble, 1. | OpeaHusayuoHHO-aOMUHUCMpPamueHble Memoodbl yrpasieHuUs!
JkoHOMUYEeCKue, coyuarnbHo- 2. | OkoHomuYecKue Memodb! yrpaeneHus
ncuxosnoguyeckue memoos! 3. | CoyuanbHo-ncuxonozuyeckue Mmemodsl ynpasneHus
yrnpaeseHus
MpakTuyeckue 3aHATUSA 6
1. | Mpakmuyeckas paboma Ne 22. CocmasrneHue cpagsHUmesbHolU mabnuysi Memodos 2
yrpasieHusi, MPUMEHSIEMbIX 8 MypPUCMUYECKUX OpaaHu3ayusix
2. | Mpakmuyeckasi paboma Ne 23. AHanu3 memodo8 MoOenupo8aHUs, NPUMEHSIEMbIX 8 2
mypuCmMuUYecKUX opaaHu3ayusix
3. | Mpakmu4yeckass paboma Ne 24. PeweHue cumyayuoHHbIX 3aday Ha orpedeneHue 2
Memod08 yrpaseHuUs mypucmu4yecKux opaaHusayuu
Pazpgen 4. Knaccudmkauma ynpaBneH4YeCKUx peLueHumn 14
Tema 4.1. lNpouecc NnpuHATUNA CopaepxaHue y4e6Horo marepmana 2 1,2
peweHnin. MaTtpuubl NPUHATUSA 1. | MNMpouecc NpMHATUS peLleHnin
pelueHni 2. | Tunbl peweHn n TpeboBaHus, NpeabsBRSEMble K HAM
3. | MeToabl NpyHATHE peLLeHun
4. | MeTtogbl 1 MaTpULbl NPUHATUS PELLEHWI
5. | lepeBo pelueHun
CamocTosiTenbHasa paboTta 4
1 | CamocTositenbHaa pab6ota Ne 9. PeweHue cuUTyauuoHHbIX 3agavy Mo Teme
«YnpaBneH4Yeckme peLleHns»
Tema 4.2. Pykosodcmeo: CopepxxaHue y4ebHOro matepuana 2 1,2
eniacms u nnudepcmeso. 1. | NoHsmue sanacmu. MlemoyHuku u 8udbl erracmul.
Ynpaenerue Jeriosekom u 2. | NoHamue nudepcmea. Kayecmea nudepa.
ynpasJsieHue epyrinou 3. | XapakmepHbie ocobeHHocmuU epynrbl
4. | Tunsl epynn: hopmaribHble U HeghopmaribHbie
5. | YnpaeneHue 8 ycrnosusix npeobpasosaHuli 8 op2aHuU3ayusx
CamocTosiTenbHasa paboTa 4
1 | CamocTtosiTtenbHasa pabota Ne 10. CocTtaBneHue OMOPHOIO KOHCMEKTa Ha Temy:
«Teopum  nugepcTBa, pasnu4yHble  KOHUEeNnuuwW, kKadecTBa, HeobxoauMmble
COBPEMEHHOMY MEHEKEPYY
Tema 4.3. YnpasneHue CopaepxaHue y4e6Horo marepmana 2 1,2
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KOHNMKTamMun u ctpeccamm 1. | MNoHsTHe KoHdMKTa 1 ero npupoaa
2. | Buabl KoHpnnKTOB. Ponb KOH(PNMKTa B COBPEMEHHOW OpraHn3aumm.
3. | MNMoHsaTne cTpecca, npupoaa u cyLHocTb. MeToabl CHATUS cTpecca.
lMpakTnyeckue 3aHATUA 8
1. | Mpakmuyeckas paboma Ne 25. TecmupogaHue Ha onpedeneHue crnocobos erusiHUSI 2
pykosodumernid  Ha  MNOOYUHEHHbIX U onmuMarnbHbIX  rnymeld  [oCmpOeHUsi
83aUMOOMHOWEHUU € MOOYUHEHHbIMU
2. | Mpakmu4eckasi paboma Ne 26. AHanu3z mecmuposaHusl Ha ornpeodesieHUe NUGepPCKUX 2
Kavyecme
3. | Mpakmu4eckassi paboma Ne 27. AHanu3 mecmuposaHusi Ha orpedeneHue 2
criocobHocmu yrnpaseneHusi 2pynnot
4. | NMpakmu4eckas paboma Ne 28. PeweHue cumyayuoHHbIx 3aday o ebIxody u3 2
cmpeccosbix cumyayutl
CamocTosiTenbHas paboTta 4
1. | CamocTosiTenbHaa pa6orta Ne 11. CocTaBneHue OMOPHOr0 KOHCMEKTa Ha TeMy: 2
«CTpecc 1 NpuU4mHbI BO3HUKHOBEHMUS»
2. | CamocToAiTenbHaa pabota Ne 12. CocTaBrneHue OMOPHOro KOHCMEKTa Ha Temy: 2
«Cnocobbl cHATMA cTpeccar
Pasgen 5. YnpaBneHne aKOHOMUYECKOW AeATENbHOCTLIO CTPYKTYPHOro nogpasaeneHus 14
Tema 5.1. 3apaboTHas nnara. CopaepxaHue y4e6Horo marepmana 2 1,2
OcCHOBbI HauMcneHus 1. | BapaboTHaga nnaTta: CTpyKTypa, Buabl, OpMbl
3apaboTHow nnaThbl 2. | AHanun3 ocobeHHocTeN HauncneHns 3apaboTHon NnaThbl
3. | MeToabl ncumncnexms 3apaboTHom NnaTol
4. | Pacyet ¢opmbl onnatbl Tpyaa
5. | Tabenb ydyeta paboyero BpemMeHu
6. | OcbopmneHune Tabens yyeta paboyero BpeMeHu
7. | ®opma N T-12; dopma N T-13
lNMpakTnyeckue 3aHATUA 6
1. | NMpakTuyeckana pad6ota Ne 29. 3anonHeHne Tabens yyeTta paboyero BpeMeHu 2
2. | Npaktnyeckan pab6ota Ne 30. PacueT cpoHaa 3apaboTHOM nnathbl 2
3. | NpakTnyeckan pad6orta Ne 31. PewleHune 3agay no Ha4MCNEHUo 3apaboTHOM NnaTbl 2
Tema 5.2. Buaebl CopepxaHue yyebHOro matepuana 2 1,2
SKOHOMUHECKIX NokasaTtenen 1. | Konmn4yecTBeHHbIE 1 KaueCTBEHHbIE SKOHOMUYECKe nokasaTenm
Ha npegnpusaTun
2. | O6beMHble U yaernbHble 3KOHOMUYECKUE nokasaTenm
3. | MpubBbINb, peHTabenbHOCTb TYPUCTUYECKON OpraHM3auum
4. | Ctatuctvka n aHanm3 npon3BoOANTENbHOCTU Tpyaa
lMpakTnyeckue 3aHATUA 4
1. | lpakmu4eckasi paboma Ne 32. PeweHue 3ada4y C MPUMEHEHUEM OCHOBHbIX 2

13




SKOHOMUYECKUX rnokasamerseu

2. | MNpaktnyeckaa pabota Ne 33. Pacuer nokasatenen 3pdEKTUBHOCTH 2
Npou3BOACTBA.
CamocTosAiTenbHasa paboTa 4
1. | CamocTosiTensHaa pa6ota Ne 13. PelweHne 3agay ¢ UCMNOMNb30BaHMEM OCHOBHbIX
9KOHOMMYECKMX MokKasaTenen (BblpaboTka, NPOM3BOAUTENBHOCTb, 3KOHOMWUYECKME
Ko3acppurUMEHTHI)
MK 04.02 CoBpemeHHasi oprTrexHMKa u opraHusauus genonpousBoacTsea 72
Tema 1. CopaepxaHue 2 1,2
HokymeHTauus 1 | MNMoHATMe JoKymMeHTa, CBOMCTBA OKYMEHTA, CNOCOObLI JOKYMEHTUPOBAHMS
(hyHKUMOHanNbBHOro 2 | Bungbl OOKYMEHTOB (OOKYMEHTbI MO O6GWMM WM agMUHUCTPATMBHbIM BOMpOCaM;
nopapaspeneHus Typupmbi OOKYMEHTbI N0 hyHKUMSIM ynpaBneHus). Knaccudpukaumst JOKYMEHTOB
3 | HopmatuBHo-meTOoanyeckas 6asa AOKYMEHTAUMOHHOro obecrneveHus ynpaBreHus.
OcHOBHbIe 3akOHOAATENbHbIE U HOPMATUBHbBIE akTbl B 06r1acTu AOKYMEHTaLMOHHOIO
obecneyeHns ynpaBneHus
CamocTosiTenbHas paboTta
1 | CamocmosimenbHass paboma Ne 1. Ananu3z HopmamueHbix OOKYMEHMO8 [0 2
sedeHuro desoripoudgodcmea 8 MypucmuyecKux opeaaHusayusix (cocmasrieHue
riepeyHsi OKyMeHmMos)
Tema 2. CopepxaHue yyebHOro matepuana
Ob6Lume TpeboBaHus npu 1 | YHudukaums n ctaHgapTusaums yrnpaBneH4eckux AOKYMEHTOB. YHUdUMLMpoBaHHas
0hopMIIEHUN JOKYMEHTOB cucTemMa opraHvn3auuoHHo-pacnopsgmTensHon gokymeHntaumm (YCOP[)
2 | MoHsiTne popmynapa-obpasLa JOKYMEHTa. 2
3 | PekB13uTbl, NpMMeHsieMble MPU CO34aHUN JOKYMEHTOB
4 | Bugbl 6naHkoB, NpYMEHSIEMbIX B OpraHn3auusax Typuama
5 | TpeboBaHusa kK 0popMIIEHNIO BrIaHKOB 1,2
MpakTuyeckue 3aHATUA 4
1. | Npaktuyeckoe 3aHsaTMe Ne 1. Co3sgaHue OnNaHKOB TypUCTMYECKOW oOpraHusaumu
(obwiero 6naHka, GraHKa KOHKPETHOro BuAa [OKyMeHTa, 6GnaHka OOIMKHOCTHOro 2
niua)
2. | NMpakmuyeckoe 3aHsmue Ne 2. OcpopmrieHue 31eKMPOHHbIX OOKYMEHmMo8 & 2
coomeemcmeuu ¢ mpebosaHusIMU 20CydapCmeeHHbIX cmaHdapmos
CamocTosAiTenbHasa paboTa
CamoctosaTenbHass pabora Ne 2. Onucatb TpebGoBaHWss K OCOPMIIEHUIO 2
3MNEKTPOHHbIX [JOKYMEHTOB B COOTBETCTBUM C TpebOBaHWSIMM rOCYLAPCTBEHHbIX
CTaHOapToB
Tema 3 CopepxaHue 1,2
Cuctembl OOKyMeHTaLMK 1 | OpraHnsaLunOHHO-NPaBOBbIE  [LOKYMEHTHI: ycTas, MoNOXeHne, npasuna 2

nogpasaeneHna opraHnsaumm

BHYTPEHHEero TpygoBOro pacnopsagka, WTaTHoe pacnucaHue, CTPYKTypa U WTaTHadaA
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ccepbl Typusma

YNCNEHHOCTb, MHCTPYKLUUN

2 | Buabl pacnopsigutenbHbiX LOKYMEHTOB: MOCTAHOBIEHUS, PELUEHUS PaCTOPSKEHNS,
yKasaHusi
3 | lNMprKasbl N0 OCHOBHOM AEATENTbHOCTU U NO IMYHOMY COCTaBy
4 | JokymeHTaumsi N0 KOMMEPYECKOW AeATENbHOCTM NogpasgenexHms v npegnpusatms
MpakTuyeckue 3aHATUA 8
1 | Mpakmuyeckoe 3aHamue Ne 3. OgpopmreHue opeaHu3alyUoOHHOU AOKyMeHmayuu 2
2 | MMpakmu4eckoe 3aHamue Ne 4. OcpopmneHue pacropssdumernbHol OoOKyMeHmauuu 2
3 | Mpakmu4eckoe 3aHssmue Ne 5. Paspabomka OOKymMeHmauuu o KOMMep4YecKoU 2
OesimernbHOCcMU nodpasfeneHust
4 | NpakTtn4yeckoe 3aHATME Ne 6. CocTaBneHne npukasoB MO OCHOBHOW AEATENbHOCTU 2
opraHmsaumm
CamocTosiTenbHasa paboTa 4
1 | CamocmosimenbHass paboma Ne 3. Paspabomamb 8HympeHHUl pearnameHm o 2
dernonpouseodcmey opaaHu3ayuu cepepbl mypusma
2 | CamocmosimenbHass paboma Ne 4. [lposecmu aHanu3 murosbix OOKYMeHMmOo8 2
mypucmuYecKux opaaHusayuu
Tema 4. CopaepxxaHue 1,2
[lokymeHTauua no KaapoBow 1 | CocrtaB kagpoBOM SOKYMEHTaL MK
AeATenbHOCTH 2 | TpeboBaHna Kk oOMOPMIIEHNIO KagpoBOW [OOKyMEHTauum B COOTBETCTBUM C 2
TpeboBaHMAMMN TPYAOBOrO 3aKOHOAATENbCTBA M rOCYAapPCTBEHHbIX CTaHAAPTOB
3 | OchopmrieHns Nprkasos MO JIMYHOMY COCTaBY, NMUYHbIX KAPTOYEK U AeN COTPYOHWNKOB
4 | OxpaHa nepcoHanbHbIX AaHHbIX. ABTOMaTM3aunst KagpoBOW CryX0Obl
lMpakTnyeckue 3aHATUA
1. | NpakTuyeckoe 3aHAaTUe Ne 7. OcbopmneHne Npukasos No NUHYHOMY cocTaBy (NpuUem, 2
nepeBof Ha gpyryto paboTty, npefocTaBneHne oTnycka, YBONbHEHWE)
2. | NMpakmuyeckoe 3aHsmue Ne 8. OdcpopmneHue rnu4yHo2o Oerna compyOHUKa )
opaaHu3ayuu
CamocTtonaTenbHasa paboTa
1 | CamoctositenbHasn pabota Ne 5. Paspabortats [lonoxeHne no obpaboTtke 2
nepcoHanbHbIX OaHHbIX B Typcdumpme, MNonoxeHne no pabote ¢ KOHpMAEHLMANbHON
MHdopmaumen
CopepxaHue 1,2
1 | Buapl cnpaBoYHO-MHGOPMALMOHHOM AOKYMEHTaLUK
C Tema 5. 2 | TpeboBaHus, npeabaensemble  [OCTam K  OdOpMIIEHNIO  CMPaBOYHO- )
MPaBO4HO-UH(POPMALIMOHHbIE MHOPMaLMOHHON JOKYMEHTaLummn
AOKYMEHTLI B I€ATEbHOCTH 3 | JenoBoe nucbMo, TpeboBaHus kK 0hopMIeHND. PEKBU3UTLI NTNCEM
opraHmsaumm cdepbl Typusma
4 | lNMucbma NHOCTpaHHBLIM NapTHepam
MpakTuyeckue 3aHATUA 6
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1 | Mpakmu4eckoe 3aHssmue N2 9. OghopmrieHue cripagoyHOU OOKyMeHmMauuu
2 | NMpaktnyeckoe 3aHaTMe Ne 10. OdopmneHne cnpaBoOYHO-UH(POPMALIMOHHBIX
OOKYMEHTOB
3 | Mpaktnyeckoe 3aHsaTue Ne 11.0copmneHve nucem POCCUUACKMM U 3apyBexXHbIM 2
opraHmsaumam
CamocTosiTenbHas paboTta 5
1 | CamocTosTenbHasa pab6oTta Ne 6. OcdopmuTb Tabnuuy no Buaam nucem
Tema 6. CopepxaHue yyebHOro matepuana
Opraxusauus 1. | MoHATrMe fokymeHTOoOb0pOoTa. DNEKTPOHHBIN JOKYMEHTOO60POT
AenonponseoacTea. 2. | O6bwwe npaBuna opraHusaLmm 4oKyMmeHToob6opoTa B opraHusaumn. OCHOBHbIE aTanbl
Opranusauus paboTsl ¢ [lokyMeHToo60opoTa 2 1.2
AOKyMeHTamMm 3. | opmuposaHue n opopmneHune gen. TpeboBaHnsA K OPOPMIIEHMIO Aen
4. | HomeHknatypa gen opraHusaumu. Bugbl HomeHknatyp
lMpakTnyeckue 3aHATUA 6
1 | Npaktnyeckoe 3aHATMe Ne 12. CocTaBneHve HoMmeHknaTypbl Aen TypPUCTUYECKON 2
opraHmsaumm
2 | NMpaktunuyeckoe 3aHatue Ne 13. OdopmneHue onncu aen 2
3 | NMpakmu4eckoe 3aHssmue Ne 14. OghopmrieHue u ghopmuposaHue des1 opeaHu3auuu 2
CamocTosiTenbHasa paboTa 6
1 | CamocmosimenbHasi paboma Ne 7. Paspabomka kpumepuee Orsi onmumu3auuu 4
desimesibHOCMU MypuCmMUYeCKUX opa2aHu3ayuu e obriacmu OoKyMmeHmoobopoma
2 | CamocmosimenbHass paboma Ne 8. AHanus cmpykmypbl HOMeHKnamypbl Oen 2
op2aHusayuu cehepbl mypusma
Tema 7. CopaepxxaHue 1,2
LokymerHmarsHoe 1 | XapakmepHbie 4epmbl 002080pHOU OOKyMeHmauyuu
COMPOBOXOeHUe 002080PHbIX 2 | Peksusumbl 0ozo8opa oKa3aHUs yciiye 110 mypucmcKkomy 0bCr1y>KueaHUro 2
o6s3amenscme & cehepe 3 | Typucmckas nymeeka. TypucmcKuii eayqyep
mypusma 4 | Budbl 6riaHKos cmpozoli omyemHocmu Orisi op2aHu3ayuli cghepbl mypusma
CamocTosiTenbHasa paboTa
1 | CamocmosimenbHass paboma Ne 9. Cocmasumb nepeyeHb 0o2080p08 U 2
O0KyMeHmMo8, Heobxodumbix Onsi pabomesl mypgupm
2 | CamocmosimenbHass paboma Ne 10. Cocmasumb nepeyeHb OOKYMEHMOo8 o 2
pabome ¢ KrnueHmamu
Tema 8. CodepxaHue y4e6HO20 Mamepuasa
Wcnonb3oBaHue coBpeMeHHo | 1. | OdnucHass oprrexHuka. OCHOBHbIE CPEACTBa OPITEXHUKM, WCMOMb3yemble B 2 12
TeXHUKM npu paboTe ¢ opraHmsaumax cdepbl Typusma ’
AOKyMeHTauuen 2. | ABTOMaTM3npoBaHHbIE TEXHOSOMMM paboTbl C JOKYMEHTaMMU. ONEKTPOHHbIN odunc
lpakmu4eckue 3aHssmus 4
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1 | Mpakmuyeckoe 3aHsmue Ne 15. OgopmneHue  OoKymMeHmauuu  Ha
asmomamu3uposaHHbIx paboyux mecmax

2 | NMpakmuyeckoe 3aHsmue Ne 16. OgopmneHue OoKymMeHmMauyuu ¢ Ucronb308aHUeM
op2mexHUKU U rpogpamMHo20 obecriedyeHus u obbeduHeHUeM UX 8 JloKallbHble U
ompacriesble cemu

CamocTosiTenbHas paboTta

1 | CamoctosatenbHasa pabota Ne 11. [MoagrotoButb npeseHTaumio «OcobBeHHOCTU
opraHm3aumm COBPEMEHHOro 3NIEeKTPOHHOIO [AOKYMEHTOObopoTa B OpraHusauumun
cpepbl Typuama»

YuyebHas npakTuka

Bup pabor:

- cbop MHopmaLmn 0 OeATENBHOCTU OpraHn3auun 1 OTAeNbHbIX ee nogpasgeneHni;

- AeTanbHoe usy4eHve HoOpMaTUBHO-NPABOBOW OCHOBbI AeATENbHOCTU TYPUCTCKOM OpraHn3aLmy;

- N3yyeHue cneuunanbHOM 1 obLen JoKyMeHTauumn noapasaeneHmsi KOHKPETHOW TYPUCTCKON (OUpMbl;

- O3HaKOMIIeHUe C TUNOBbIMU AOMKHOCTHLIMU MHCTPYKLMAMU PabOTHUKOB OpraHmM3auuuy;

- N3y4eHune TUNOBbIX UHCTPYKTaXen paboTHMKOB,;

- nogpobHoe usyyeHne HopMaTUBHO-MeTOAMYECKOW Ba3bl 4enonpPou3BOACTBa OpraHn3auny;

- N3y4eHue UHCTPYKLUM NO Aenonpon3BoACTBY U HOMEHKNATYpPbl Aen TYPUCTKON OpraHn3aLmy;

- opopMIieHne pacnopsanTeNbHbIX JOKYMEHTOB OpraHu3aLummn: npmMkas no OCHOBHOWN OEATENbHOCTU, pacnopsXeHne, Bbinucka
13 npukasa, npukassl yHugumumposaHHon copmebl T-1, T-5,T-6,T-8, T-9, T-11.

- odopMIieHMe CrnpaBOYHO-UHPOPMALIMOHHBIX [JOKYMEHTOB — aKTOB, CMYXeOHbIX, JOKMAaAHbIX, OOBACHUTENbHBIX 3aMMCoK,
CrpaBKu, 3asIBNEHNUI, 3asiBOK, CMIMCKOB, MEPEYHEN, OTHETOB.

- paboTa co cnpaBo4vHo-npaBoBbiMu cuctemMamu CINC «KoHcynbTaHTIITIHOC», CINC «TAPAHT »;

- paboTa ¢ aBTOMaTU3NPOBaHHbIMW paboynmMm MecTamu B OpraHusauuu;

- yyactne B paboTe c oprrexHukon: pabota ¢ bakcoM, nepecbinka Mo 3MeKTPOHHOW no4dte, paboTa C KOMMpoBanbHO-
MHOXUTENbHOW TEXHUKOWN

72

Mpon3BoacTBEHHaA NpakTUKa

Bwua pabor:

- cbop nHopMaLmm 0 AeATENLHOCTU OpraHu3aunm 1 ee OTAeNbHbIX NoApasaeneHni;

- cobrnirogeHne npasun TexHUKn 6e3onacHoCTY;

- bopMupoBaHUE MNPAKTUYECKUX HaBbIKOB MO aHanuady QYHKUMOHANBHOW W OTPacrieBOM CTPYKTYpbl TYPUCTUYECKOW
opraHusauuu;

- onucaHue CTPYKTYpbl 1 KagpOBOW NONIMTUKN TYPUCTUHECKOW OpraHv3auny;

- nony4eHue onbita paboTbl C 0PUCHOW TEXHUKOW B OpraHu3auumu;

- nony4yeHve onbiTa paboTbl CO CTaHAapTHbIM MPOrpaMMHbIM obecrnevYeHnem Ansi opraHMsauun Leronpou3BOACTBA B
opraHm3auuu;

- NONy4YeHne NpakTUKM paboTbl C JOKYMEHTALMEN U OTYETHOCTBIO TYPUCTUYECKON OpraHm3auuu;

- aHanu3 CUCTEMbI MNaHMPOBAHNS TYPUCTUYECKOWN OpraHu3auum;

- aHanm3 CUCTEMbI MOTUBALIMM TYPUCTUYECKOWN OpraHm3auuu;

- aHanm3 CUCTEMbI KOHTPONSA TYPUCTUYECKON OpraHn3aunm;

- aHanM3 CUCTEMbI KOMMYHUKaLIMKU TYPUCTUYECKON OpraHmM3aLmu,

72
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- aHanums ncnosb3yemMblX METOAO0B yrnpaBlieHUA B TprCTI/I‘-IeCKOIZ opraHusauunu;
- OLleHKa Nncunxosiorm4eckoro Knmvarta TypVICTVI'-IeCKOVI opraHusauun.

364

[na xapaKTepUCTMKM YPOBHSI OCBOEHMSI y4eBHOro MaTepuasa Uchosb3yrTcs creaytoLie 0603HauYeHuUs:
1 — 03HAKOMUTESbHBIN (y3HaBaHVE paHee U3y4yeHHbIX 06 EKTOB, CBOMCTB);
2 — penpoAYKTUBHbIV (BbINOSIHEHME AEATENBHOCTU Mo 06pasLly, MHCTPYKUMM U NOA PYKOBOACTBOM);

3 — MPOAYKTMBHBIN (NSTaHMPOBaHUE Y CaMOCTOATENbHOE BbINOMHEHNE OEATENbHOCTU, peLleHne NpobreMHbIX 3aaq).
3agau).
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4. ycnosus PEANTU3ALNU NMPOrPAMMbI MPO®ECCUOHAIIBHOIO MOAYIA

4.1. TpeboBaHMA K MUHUMaNbHOMY MaTepuanbHO-TEXHUYECKOMY obecneyeHuto
Peanunsaumsa npodeccnoHanbHOro Moaynsa npeanonaraet Hanmyne:

- nabopaTopun KOMMYHUKATUBHbBIX TPEHWHroB, Y4e€OHOW (TPEHWMHroBon) dUPMbI MO
npegocTaBneHnto TypucTudecknx yenyr (typdoumpma), y4ebHoro (TpeHMHrosoro) ocduca.

O6opyaoBaHue 1 ocHalleHue:

Cronka agmuHuctpatopa OTenb-1 wr., TenedoH ceetnbiri kopnyc HA9988TSD, moHo610K
Lenovo 23" yepHbin kopnyc-3 wr., Wkad co creknom 6exesbin-1 wT., napta ceetnas-10 wr.,
CTynbs cepble -25 Wwrt., Tenesnsop "Sony"-1 wT., cToN cBeTnbIv -1 WT., CTyN npenogasartens-1wT.,
M®Y nasepHoe uBeTHoe Canon LASER -1 wT., Komnnekr msarkon mebenn 4 kpecna; 2
XXYPHarbHbIX CTONUKA.

- nabopaTtopum Aenonpon3BOACTBA N OPITEXHUKN.

O6opyaoBaHue 1 ocHaLLeHue:

CT0Nn NUCbMEHHBIN -14, CTON NMUCbMEHHbIN C ABYMS Awmkamm -1, cTyn «3pa»-25, wkad
OOMCHBIV 3aKpbITbIN-1, 4OCKa MarHUTHO-MmenoBas-1, MOHO6OK-14, nporpaMmHoe obecneyeHue;

YyebHo-meToandeckmin komnnekc Y.

4.2. UHdopmaumoHHOe obecnevyeHne obyueHus

OcHoBHas nuTepartypa:

1. TopneHko, O. A. YnpasneHue nepcoHanom [OneKkTpoHHbIn pecypc] : y4ebHuk gns CMO / O.
A. Topnetko, 1. B. EpoxuH.- 2-e u3g., cnp. n gon. — Mockea : KOpant, 2020. — 249 c. -
(MpodeccroHanbHoe obpasoanue). - URL: www.biblio-online.ru

2. lyeanoea, H. H. OcHoBbl genonponsBoacTBa : y4ebHuk u npaktukym gns CroO / H. H.
LWysanoga, A. 0. BaHoBa ; nog obw,. pea. H. H. Wysanoson. — 2-e uag., nepepab. n gon.
- MockBa : lOpawnt, 2021. — 428 c. - ([MpodeccrmoHanbHoe ob6pasoBaHue). - URL:
www.biblio-online.ru

HdononHutenbHas nuTepartypa:
1. CopokuHa, A. B. OpraHusaumsi 0OCNYy>XMBaHMS B TOCTUHMYHBIX W TYPUCTUYECKUX
komnnekcax [TekcT]: yueb. / A. B. CopoknHa. — Mocka : UHdpa-M., 2017. — 304 c.
2. KopHees, WN. K. [lokymeHTaumoHHOe obecneyeHne ynpasneHus [ONEeKTPOHHbIA pecypc]:
yyeb. n npakt. gna CMNO / N. K. KopHeeB n ap. — 2-e un3a,, nepepab. n gon. - Mocksa:
KOpawT, 2021. — 384 c. - (MNpodeccnoHanbHoe obpasoranme). - URL: www.biblio-online.ru

4.3. O6wume TpeboBaHUSA K opraHM3auum obpasoBaTenbHOro npowlecca

3aHATUSa npoBogATCcA B y4ebHbIX KabuHeTax u nabopaTopusix TEXHWKYMA, OCHALLEHHbIX
y4ebHbIM, nabopaTopHbIM, CrneLManm3mpoBaHHbIM 000pYAOBaHNEM, BbIYUCIIUTENBHON TEXHUKOW,
Heob6XoaUMbIM KOMMIIEKTOM MpOorpamMHOro obecneveHms 1 MHpopmaumoHHO-06pa3oBaTesibHbIMU
pecypcamu B cootBeTcTBUM ¢ PIrOC CI1O no cneumanbHocT 43.02.10 Typuam.

Mpon3BoACTBEHHAS NpaKkTUKa NPOBOAUTCS Ha NpeanpusaTMaX, COOTBETCTBYOLMX NPOUIio
NMOAroTOBKM OOy4alLWmMXcsa Ha OCHOBE [OroBOPOB, 3aKMOYaeMblX MexXAy OopraHusauven wu
TEXHMKYMOM NOA PYyKOBOACTBOM MpenogaBaTternien npoecCnoHanbHOro Uukna n pykoBoguTenen
npeanpuaTuin. KoHcynbTaumMm NpoBOAATCA NpenogaBaTensiMy No yTBEPXXAEHHOMY rpadouky.

4.4. KappoBoe obecne4yeHue obpasoBaTenibHOro npowuecca

Peanusaums nporpammbl  gomkHa obecneumBaTbCsi  MedarormyeckMMn  Kagpamu,
uMerLwmMMmn  Bbicllee  obpasoBaHWe,  COOTBeTCTBywOLWee  npoduno  npenogaBaemMoro
npodeccnoHanbHOro Moayns W onbiT  AeATENbHOCTM B OpraHu3auusix COOTBETCTBYIOLLEWN
npodeccunoHanbHon  cdepbl. MpenogaBsatenn  OOMKHbI  MofAyyaTb  AONOMHUTESNbHOE
npodeccunoHanbHoe obpa3oBaHMe MO NporpaMmamM MOBbIWEHUS KBanudukalumm, B TOM 4Yucne B
dopMe CTaKMPOBKM B NPOUITbHBIX OpraHu3auusax He pexe 1 pasa B 3 ner.

19


http://www.biblio-online.ru/
http://www.biblio-online.ru/

5. KOHTPOJ1b U OLIEHKA PE3YJIbTATOB OCBOEHUA NPO®ECCUOHAIIBHOIO
moayns (BMAA NPOPECCUOHAIIbHOU OEATENIbBHOCTH)

CDOprI M MEeTOAbl KOHTPOMNA N OUEHKU pe3yrbTaToB o6yquV|;| NO3BOJIAKOT MPOBEPATb Yy

Pe3ynbTaTthbl (OCBOEHHbIE

OCHOBHbI€e NoKa3aTenu OLeHKU
npodeccnoHanbHble

¢OprI U MeToAdbl KOHTpOnNA

pe3ynbTaTa OLIeHKM
KOMneTeHLUK)
MK 4.1. NnaHupoBaTb OemoHcTpupyet HaBblkn | HabniogeHue n akcnepTHas
OesTenbHOCTb nnaHMpoBaHns OEeSATEeNbHOCTU | OLEeHKa pe3ynbTaToB BbINOMHEHUS]
nogpasgeneHus nogpasgeneHvs: COoCTaBfieHWe MraHa | 3agaHun Ha:

paboTbl, CTPYKTYpbl YMpaBreHusi MO | - NPaKTUYECKMX 3aHATUSX

3a4aHHbIM napameTpam, CXeMbl | - NPOMEXYTOYHOW aTTecTtauum no
npouecca nnaHMpoBaHus, | NpodeccMoHanbHOMY MOZYIH0
opraHusaumm, motmBaumm n koHtponsa | NMNM.04 YnpasneHue

YHKUNOHANbHbIM
noapasgeneHmem opraHnsaumu;

- rocygapCTBEHHOW  UTOroBoW
aTTectaumMm no  crneunanbHOCTU
43.02.10 Typuam

MK 4.2. OpraHusoBbiBaTh U [emoHcTpupyeT HaBbiku opraHusauunu | HabniogeHue n akcnepTHas

KOHTPONMpOBaTb n KOHTpOns NMOAYUHEHHBIX. | OLEHKa pe3ynbTaToOB BbIMNOSTHEHNWS
OesTenbHOCTb NOAYMHEHHbIX | [leMoHCcTpaums HaBbIKOM C | 3agaHui Ha:
OPITEXHMKON - MPaKTUYECKNX 3aHATUSAX;

- MPOMEXYTOYHOW aTTecTaumm Mo
npodgeccroHanbHoOMy MOZYIH0
MM.04 YnpasneHue
YHKUNOHANbHbIM
noapasgeneHmem opraHnsaumu;
- rocygapCTBEHHOW  UTOroBoW
arrectauuMm no  cneumanbHOCTU
43.02.10 Typuam

MK 4.3. Ocdpopmnate | [demoHcTpupyet HaBblkn | HabniogeHue " aKcnepTHas

OTYETHO-MMNAHUPYIOLLYIO 0POPMMEHUSA OTYETHO-NMAHUPYIOLLEN | OLeHKa pe3ynbTaToB BbIMOMHEHUS

OOKyMeHTauuo OOKyMeHTauum: 3agaHvn Ha:

- MPAKTUYECKNX 3aHATUSAX;
- MPOMEXYTOYHOW aTTecTaumm Mo
npodgeccuoHanbHOMy MOAYIO
MM.04 YnpasneHue
YHKUNOHANbHbIM
noapasgeneHmem opraHnsaumu;

- rocygapCTBEHHOW  WUTOroBoW
aTTectaumMm no  crneunanbHOCTU
43.02.10 Typusm

obyyvatoLmxcsa He TONbKO CHOPMUPOBAHHOCTL NPOGECCUOHArbHbBIX KOMNETEHLMIA, HO U pa3BUTUE
oOLMX KoMNeTeHUUN n obecneymBatoLmnX NX yMEHUNA.

Pe3ynbTtaTtbl
(ocBOEHHbIe 00LMe KoMNeTeHLUKn)

OCHOBHbI€ NoKa3aTesnin OLLeHKU

pesynbTaTa

®opMbl U MeTOAbI KOHTPONA
M OLEHKU

OK 1. lNMoHumaTb CyLLHOCTb U
CouMarnbHyl 3Ha4YMMOCTb CBOEN
OyayLien npodeccun, NposABnsATb K
Hen yCTONYMBbIN NHTEPEC

[leMoHCTpUpyeT MHTEpecC K
OyayLien npodeccumn

NHTepnpeTauns pesynbtaTtoB
HabnoaeHun 3a obydvarommes
B MpoLiecce 0CBOEHWS
nporpammel

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO
OesTenbHOCTb, BbIOUpaTh TUNOBbLIE
MeTOAbl U CNOCOObI BbIMOMHEHNS
npod)eccuoHarnbHbIX 3agad,
oueHnBaTb UX 3HEKTUBHOCTL U
KayecTBO

[eMoHcTpupyeT n oueHmBaeT
KayeCTBO BbIMOJTHEHMS
npod)eccuoHarnbHbIX 3agay

OueHka pe3ynbTaTMBHOCTM
paboTbl 06y4atoLerocs npu
BbINOMHEHNN NPAKTUYECKNX
3agaHun

OK 3. NpuHumaTh peLleHnst B
CTaHOapTHbIX U HECTaHAAPTHbIX

O60CcHOBLIBAET M NPUMEHSAET
MeToZAbl U CNocoObl peLleHust

OueHka pesynbTaTUBHOCTY
paboTbl 06yyatoLLerocs npu
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cuTyaumnax n HeCtm 3a HnUX
OTBETCTBEHHOCTb

npodgeccmoHarnbHbIX 3aaady npu
ocbopmMneHnn Gyxrantepckmx
JOKYMEHTOB

BbIMNONMHEHUN 3a4aHNi

OK 4. OcywectBnsATb NOUCK U
ncnonb3oBaHue nHhopmaumu,
Heobxoammon ansa adppekTUBHOIro
BbINOJSTHEHUS MPOdECCUOHATbHBIX
3agad, NpodeCcCMOoHarnbLHOro 1
NNYHOCTHOrO PasBUTUSA

[leMoHCTpupyeT cnocobHOCTH
NpUHMMaTb PeLLeHus B
CTaHAAPTHbIX M HECTAHAAPTHbIX
CUTyaLMsIX U HECTU 3a HUX
OTBETCTBEHHOCTb

OueHka 3 hEKTMBHOCTH
paboTbl C UICTOYHUKAMM
UHdopMaLnm

OK 5. cnonb3oBaTb
WHOPMaLIMOHHO-
KOMMYHWKaLMOHHbIE TEXHOMNOMMN B
npodeccuoHanbHon AeaTenbHOCTH

Haxoaut n ncnonesyet
WHpopmaumo ans
3(PPEKTUBHOrO BLINOSTHEHUS
npodeccuoHanbHbIX 3agau,
npodeccuoHarnbLHOro
NNYHOCTHOrO pocTa

NHTepnpeTauns pesynbtaTtos
HabnoaeHun 3a obydvarommes
B MpoLiecce 0CBOEHUS
nporpammbl

OK 6. PaboTaTb B KONNeKkTMee n
KomaHze, adpekTUBHO 0OLLaTbCA C
Konneramu, pykoBOACTBOM,
notpedutenamm

[emMoHCTpupyeT HaBbIKK
NCMNOMb30BaHWs
MHOPMALIMOHHO-
KOMMYHWKALNOHHBIX TEXHOSOMMI
B NpoeccmnoHansHom
OesiTenbHOCTH

WHTepnpeTtauus pesynbtaToB
HabnogeHun 3a obyyvarowmmes
B NpoLIecce 0CBOEHMS
nporpammeil

OK 7. BpaTb Ha cebs
OTBETCTBEHHOCTL 32 paboTy YNeEHOB

[eMoHCTpupyeT HaBbIKK
B3aMMOJENCTBUS C

MHTepnpeTauus pesynbtaToB
HabngeHun 3a

KOoMaHbl (NOOYMHEHHBIX), pe3ynbTaT obyvarowmmucs, obyyvarommucs
BbIMOSIHEHUSA 3a4aHU npenogasaTensiMn B Xxoae
0obyyeHus

OK 8. CamocTosiTensHo onpeaensTb
3aa4un NpodheCCNOHANBHOIO U
FNIMYHOCTHOTO Pa3BMTUS, 3aHUMaTbLCS
camoobpa3oBaHMeM, OCO3HAHHO
nnaHMpoBaTh NOBbILLEHWE
KBanudmkaumm

I'Ipo;|Bn;|eT OTBETCTBEHHOCTb 3a
pa60Ty NOAYMHEHHbIX, pe3ynbTaTt
BbIMOJIHEHNA 3aJaHNA

OueHKa pe3ynbTaTUBHOCTM
paboTbl 06yyatoLLerocs npu
BbINOSHEHUN NPAKTUYECKNX
3agaHun

OK 9. OpuneHTMpoBaTbCs B YCIOBUAX
4YaCTOW CMEHbI TEXHOMNOMni B
npod)eccuoHanbHON 4esaTensHOCTH

[eMoHCTpupyeT HaBbIKK
camoaHanm3a u Koppekuum
pe3ynbTaToB COGCTBEHHOM
paboThbl

OueHka pe3ynbTaTMBHOCTH
paboTbl 06y4atoLerocs npu
BbIMOJSTHEHUW 3aaHUN
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