Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT

Haunmenosanue
JTUCIUATUIVHEI

Jlenonpou3BoJICTBO U IOKYMEHTOOO0POT

Conepxanue TUCIUTUTUHBI

OCHOBBI JICJIOTIPOU3BO/ICTBA B CUCTEME yIPABICHUS
OopranuzanusiMu cepsl Typu3Ma U rocTelpUIMCTBA.
JlokymeHTHpOBaHUE YIIPABIIEHYECKOU
JEATebHOCTH B OpraHu3anusx cepbl TypusMa U
rocrenpuuMcTBa. OpraHu3alOHHbIE TOKYMEHTHI B
CUCTEME YIIPABIICHHs] OpraHu3alusIMH TypuU3Ma M
TOCTENPUUMCTBA. PacopsiuTenbHbIE TOKYMEHTHI B
CUCTEME YIpaBIICHHS OpraHu3auusMu  c@epbl
TypusMa W Troctenpuumcta. HMubopmannonHo-
CIIPABOYHBIC JIOKYMEHTBHI B CHCTEME YIIPABJICHUSA
oprasuzaiusMu chepsl Typu3Ma U TOCTEIIPUUMCTBA.
JlokymMeHTO000pOT opranuzaiuii chepsl Typusma u
rocrenpuuMcTBa. JJokyMeHTallmoOHHOE 00ecTieueHre
MIPU pEATU3ALNU U OCYIIECTBICHUN TYPUCTHUYECKHUX
MyTEIECTBUN

dopMupyembie [InanupoBaTh, OpraHU30BBIBATH, BHEAPATH U

KOMIIETECHIIUU yAy4dlllaTh  JEATENBHOCTh O  YIPABJICHUIO
JOKYMEHTaMH, BJIAJETh MpPaBUIAMH  BEJCHHUS
odunranbHoM JOKYMEHTallUH COTJIACHO
HOPMAaTUBHBIM ITPaBOBBIM aKTam

Pesynbratsl 00ydueHus 3HaTh:

(3HaTh, yMETh, UMETH
HaBBIK)

TOJIKOBAHME OCHOBHBIX IOHATUN M TEPMHHOB B
00JIacTH JETONPOU3BOJCTBA OpPTaHU3alUi Typu3Ma
U TOCTENPUMMCTBA; OCHOBHBIE TIpaBWIa U
MOJIO)KEHUSI HOPMATUBHBIX TPABOBBIX aKTOB B
00JIacTH JETONPOU3BOICTBA OpPTaHU3alUN TypU3Ma
U TOCTEPUUMCTBA;  TOPAIOK  0ohOpMIIEHUS
YIPaBIEHYECKUX (opranu3aloHHO-
paclopsaUTENbHBIX) TOKYMEHTOB B OpraHU3alusIxX
Typy3Ma U TOCTENPUHNMCTBA; OCHOBBI COCTaBJIEHUS U
oopmiIeHHS JOKYMEHTOB IpPH OCYIIECTBICHUU
TYPUCTUYECKON JAESITENIBHOCTM U COBEPILIECHUU
TYPUCTUYECKUX ITyTEIIECTBUIA;

yMeTh:

COCTaBNAATh M O(OpPMIISATH  YNpaBICHUYECKUE
(opraHn3anOHHO-PACIIOPSIUTENbHBIE)
JIOKYMEHTBI; COCTaBISATh U OPOPMIIATH JTOKYMEHTHI
NpU peaau3allii U OCYIIECTBICHUN TYPUCTHYECKHUX
Iy TEIECTBUI; IPUMEHSATh Ha MIPAKTUKE
NEHCTBYIOIIME B  OpraHu3alMsIX TypusmMa H
TOCTENIPUMMCTBA B 0O0JIACTH JI€JONPOU3BOACTBA U
JIOKyMEHTO000pOTa HOPMaTUBHBIE MPABOBbIE AKTHI;
OPUMEHITh HA TMPAKTUKE TEXHOJOIMH BEIEHUS




AJIIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpraHu3alusiax
Typu3Ma M TOCTENPUMMCTBA; BECTU JIECJIOBYIO
MIEPENUCKY;

HMeTh HABBIK:

paboThl C HOPMATUBHBIMU TNPABOBBHIMU aKTaMH B
o0JacTi JAENOMPOU3BOJICTBA OpPraHU3alMH, B TOM
qucie c HCIIOJIb30BAHUEM rJ100aJIbHOM
KOMITbIOTEpHON cetu  MHTepHeT; paboThl ¢
TEXHOJIOTUSIMU DJIEKTPOHHOTO JTOKYMEHTO000pOTa;
paboTel € yIpaBIIEHYECKUMU (OpraHU3allMOHHO-
pacropsIANTENILHBIMKU)  TOKYMEHTaMH; pPabOThI C
JIOKYMEHTaMH IPU OCYUIECTBIECHUU TYPUCTUUYECKOU
JEATEIbHOCTY M COBEPLIEHUU TYPUCTUUECKUX
MyTEIIECTBUN

CemecTp 00yueHus,

2, cnenuanbHOCTh 6-05-1013-01 «Typusm wu

CHENUAIbHOCTD rOCTENIPUUMCTBO»
[IpepexBU3NUTHI Jns U3y4eHUs yueOHOM JUCLIUIIINHBI
«/lemonpon3BoaCTBO u JIOKyMEHTO000POT»

HEOOXOMMBbI 3HAHHUS MO Y4YeOHOW JAUCIUILIUHE
«benopycckuii s13b1K (TpodeccroHanbHas JICKCUKA)»

TpyIoeMKOCTh B 3a4ETHBIX
eIMHUIax

3

KonnyecTBo ay TMTOPHBIX
4acoB

OO011ee KOJIMYECTBO YaCOB, OTBOAMMOE Ha U3YUCHUE
yaeOHou mucruruinabl, — 90.

Pacnipenenenue aymuropHoro BpeMen:m (34 daca)
JUIsl  CTYACHTOB JTHEBHON (OpPMBI  MOJTy4YEHUS
oOpa3oBaHus: JIeKIMU — 14 yacoB, NMpakTUYECKUE
3aHsATHS — 20 4acos.

Pacnpenenenue ayautopHoro Bpemenu (12 4dacos)
JUIL  CTYJCHTOB 3a04YHOM (OPMBI  TOJIYUYEHUS
oOpa3oBaHUs: JIEKIIMHM — 8§ YacoB, MPAKTHYECKUE
3aHsaTus — 4 yaca

TpeboBaHMs K TEKYIIECH U
IIPOMEXKYTOUHOU
aTTecTaluu

YyebHubiM mmaHoM crienuaibHocTH 6-05-1013-01
«Typusm u rocTempuuMCTBO» B KadecTBE (POPMBI
MPOMEXYTOYHOM  aTrTecTalid  CTYJEHTOB MO
y4eOHOW JTUCHUIUIMHE  «JleJompon3BOACTBO M
JIOKYMEHTOO0O0POT» MPEAYyCMOTPEH 3a4eT (3a0uHas
U JHeBHas (OpMbI TOIXY4YeHHUs OOpa30BaHMS).
Pesynbrarsl IIPOMEKYTOYHOU aTTecTaluu
CTyACHTOB B (opMe 3ayera  OLEHUBAIOTCS
OTMETKaMH «3a4TECHO, «HE 3a4TEHO».
[TonoXUTENPHOU SIBIAETCS OTMETKA «3a4TEHOY,
OTMETKa «He 3a4TEHO» SIBJISIETCS
HEYJIOBJICTBOPUTEIILHON

@DopMBI MPOMEKYTOUHON ATTECTAIMU CTYJACHTOB —
3auéThl (2-1, 4-1i cemecTphl)
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Name of the discipline

Office work and document flow

11.

Contents of the discipline

Fundamentals of office work in the management
system of organizations in the tourism and
hospitality sector . Documentation of management
activities in organizations in the tourism and
hospitality sector. Organizational documents in the
management system of tourism and hospitality
organizations. Administrative documents in the
management system of organizations in the tourism
and hospitality sector. Information and reference
documents in the management system of
organizations in the tourism and hospitality sector.
Document flow of organizations in the tourism and
hospitality sector. Documentation support for the
implementation and implementation of tourist trips

12.

Formed competencies

Plan, organize, implement and improve document
management activities, master the rules for
maintaining official documentation in accordance
with regulatory legal acts

13.

Learning outcomes (know,
be able, have a skill)

Know:

interpretation of basic concepts and terms in the field
of office management of tourism and hospitality
organizations; basic rules and provisions of
regulatory legal acts in the field of office
management  of tourism and  hospitality
organizations; the procedure for preparing
management (organizational and administrative)
documents in tourism and hospitality organizations;
the basics of drawing up and processing documents
when carrying out tourism activities and making
tourist trips;

be able to:

draw up and execute management (organizational
and administrative) documents; draw up and execute
documents  for  the implementation  and
implementation of tourist trips; apply in practice the
regulatory legal acts in force in tourism and
hospitality organizations in the field of office work
and document flow; apply in practice technologies
for maintaining electronic document management in
tourism and hospitality organizations; conduct
business correspondence;

have the skill:

working with regulatory legal acts in the field of
office management of the organization, including
using the global computer network Internet; working
with electronic document management technologies;
working with management (organizational and




administrative) documents; work with documents
when carrying out tourism activities and making
tourist trips

14.

Semester of study,
speciality

2, specialty 6-05-1013-01 “Tourism and Hospitality”

15. | Prerequisites To study the academic discipline “Office
management and document flow”, knowledge of the
academic  discipline  “Belarusian  language
(professional vocabulary)” is required.

16. | Labor intensity in credit 3

units

17.

Number of classroom hours

The total number of hours allocated to studying the
academic discipline is 90.

Distribution of classroom time (34 hours) for full-
time students: lectures - 14 hours, practical classes -
20 hours.

Distribution of classroom time (12 hours) for part-
time students: lectures — 8 hours, practical classes —
4 hours

18.

Requirements for current
and intermediate
certification

The curriculum of specialty 6-05-1013-01 “Tourism
and Hospitality” provides for a credit as a form of
intermediate certification of students in the academic
discipline “Office Management and Document
Flow”. (correspondence and full-time forms of
education). The results of the intermediate
certification of students in the form of a test are
assessed with the marks “passed” and “fail”. The
mark “passed” is positive; the mark “failed” is
unsatisfactory.

Forms of intermediate certification of students - tests
(2nd, 4th semesters)




