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1. Ilesn peajn3anuu NporpaMmbl
1.1. Hean peanusanumu nporpammbl. [Iporpamma mnpodecCHOHAIBHONW MOATOTOBKU IIO
npodeccun  «AJIMHUHHUCTPATOP TOCTUHUIIBD) HAIPaBJICHA Ha OOYYCHHE JIHIl, HE MMEIOIIUX CPEIHEro
npodecCuoHAIBHOTO 00pa3oBanus (10 mpodeccur padboyero Wi J0HKHOCTH CITYXKAIIETo).

2. TpeboBanusi K pe3yjbTaram o0ydeHus. [liianupyembie pe3yJibTaThl 00yUeHUsI.

2.1. XapakTepucTHKa HOBOI0 BH/1a PO eCcCHOHAIBHOI JesiTeIbHOCTH, TPYAOBBIX (QyHKIUI

B pe3ynbraTe ocBOeHHs MporpaMmmbl IpohecCHOHATHLHOM MOATOTOBKH CIyIIaTeNb JOKEH

3HATh!

e OCHOBHbIE U JIONOJHUTENIbHbIE YCIYrd, TMpesiaraéMble B OTelle U OCOOEHHOCTH UX
IIPEIOCTABIICHUS;

e HOPMATUBHBIE JOKYMEHTBI, PErJIaMEHTHPYIOIINE AeSTeIbHOCTh OTENS Ha TEPPUTOPUHU PErHoHa:
o IIpaBuiia mpoxuBaHUs B OTEIIE;

e TEXHHKa 0€30MaCHOCTH M OXPaHbI TPYAQ;

e JIOKYMEHTHI, PETJIAMEHTUPYIOLUE padOTy C FOCTAMHU C OTPAHUYEHHBIMU BO3MOXKHOCTSIMHU.

e OPraHHU3aIMOHHYIO CTPYKTYPY OTENsl, AITOPUTMBI B3aUMOCHCTBHS CITYKO;

e JOKYMEHTOOOOpOT (KaccoBble Olepaluy, MUTIPAlMOHHAs IOJIMTUKA, KOPPECHOHICHIIMS,
CIIy>keOHBIE JOKYMEHTBI, yTBEPKJACHHbIE (JOPMBI CTPOrOi OTYETHOCTH);

e TEXHOJIOTHYECKHUH ITUKIT OOCTY>KUBAHUS TOCTEH;

e O0COOCHHOCTH CETMEHTHPOBAHUS U CIIOCOOBI B3aUMOJICHCTBUS C LIENIEBOM ayAUTOPUECH;

e TpaBWJAa JIENIOBOM KOMMYHHKanuu (BepOaibHas/HeBepOanbHAs, NUCbMEHHas, B T.4.
TeneOHHBIC IIEPETOBOPHI)

e TIpaBWJIA DKCIUTyaTaIlMd IPUMEHSIEMOTO 000PY/I0BaHMS U HHBEHTAPS

e TOPSAJOK pacyera ¢ MOCETUTENSIMH, CAAUYM HAIUYHBIX JICHET, YeKOB, TaJOHOB.

yMeTb:

e 3((}eKTUBHO CIPABIATHCA C IUTATHBIMU U KCTPAOPIUHAPHBIMU CUTYaLUsMHU;

e TOJACPKUBATH YCIOBHS O€30MACHOCTH TOCTEH, KOJIJIET U MOCETUTENCH;

e OKa3bIBaTh MEPBYIO JOBPauEOHYIO0 METUIIMHCKYIO TTOMOIITb;

e 3¢ (deKTUBHO OPraHU30BbIBATh U ONITUMU3UPOBATH CBOI paboumii nmpoiecc;

e KOHTPOJMPOBATH TMOAJCPKAHUE TMOpSAIAKA W YUCTOTHI Ha paboueM MecTe U B 30HE
OTBETCTBEHHOCTH;

e paboTaTb B COOTBETCTBUM C TpaBWJIaMH TEXHUKHM O€30MaCHOCTH, OXpaHbl Tpyda H
JOJKHOCTHBIMU MHCTPYKIUSAMU;

e JEWCTBOBAaTH B COOTBETCTBMM C MHCTPYKIMSAMH Ha Cilydaili BO3HUKHOBEHUS UYpE3BbIYAlHBIX
CUTYallHi;

e COOJIOJATh MOJUTUKY KOH(PUICHIINATBHOCTH;

e coOmronath TpeOboBaHus 3ak0HOB PD B yacTH 3aIMTHI IIpaB NOTpeOUTENEH U IPOAAKU YCIYT;

e HCIIOJIB30BaTh OGHCHOE 000pyHOBaHME U IpPOrpaMMHOE oOecredeHHue, HeoOXOAUMOoe JUIs
OCYILIECTBIICHUS MPOPECCHOHATBHON AESITETbHOCTH.

[Tporpamma pazpaboTaHa B COOTBETCTBHH C:

npukazoM MuHucrepcTBa obpazoBanus u Hayku Poccuiickoit ®enepauuu ot 02.07.2013 Ne 513
«O6 yrBepxkaenun Ilepeuns mnpodeccuit pabo4MX, JOIDKHOCTEH CHyXalMX, IO KOTOPBIM
OCYIIECTBIISIETCS TPOPECCHOHATBHOE 00yICHHUE Y,

€/IMHBIM Tapu(HO-KBATUPHUKAIIMOHHOM CIIPABOYHUKOM paboT U mpodeccuii paboumx;

crienuuKanue craHmapTa KOMIETEHIIUH «AaMuHHCTpupoBaHue ToctuHunb» (WorldSkills
Standards Specifications).

2.2 TpeOoBaHMsA K pe3y1bTATAM OCBOCHHS IPOrPaMMBbI
B pesynbTare ocCBOEHMS HpOrpaMMbl IPUCBAaMBAETCS KBATUPHUKALMSI <« AIMHUHUCTPATOP
TOCTHHUIIBI».



3. Conep:kanue NporpaMmbl
Kareropus ciymareneii: iuna, He UMEIOIIME CPEAHEro MPOPEeCcCHOHANBHOrO 00pa3zoBaHus (1O
npodeccun pabovyero WK JOHKHOCTHU CITYXKAIETO).
TpynoemkocTts 00yueHus: 200 akaeMUYECKUX YacoB.
®opma o0yueHHs: OUHAsl.
[Ipu ocBoeHMHM MpOrpaMMbl MOTYT ObITh HcHodb30BaHbl JIOT, »yeMeHTHl 3IEKTPOHHOTO
o0Oy4eHusl.

3.1. Y4yeOHbIii jian

B ToMm uncne
poMe
Ne HaumenoBanue Mmoaynei Bcero, f— TIPAKT. XK. U ®opma
JEKLUH qac. " 3aHATH | MTOr. | KOHTPOJIA
s KOHTPO
b
1 2 3 4 S) 6 7
1. Teopernueckoe o0yueHune 32 28 4 3auer
11 CoBpeMmeHHbIe TPO(hecCHOHAIbHBIE 16 16
TEXHOJIOTUH
19 TpeboBanus OXpaHbl TpyJa U 8 5 9 Jauer
TE€XHUKU 0€30I1aCHOCTH
Oznaxkomiuenue ¢ WSI u
13 Bopaackwmic Poccusi. Crangapt 8 5 5 Jauer
komnereHuu WSSS
«AJIMHUHHUCTPUPOBAHUE OTEIIS»
2. IIpodeccuonanbHblii Kypc 158 92 o4 12
Moayas 1 HaBbiku
2.1 MEKJIMYHOCTHOTO O0LEeHHS € 22 8 12 2 3auer
TOCTSIMH
Mopnyas 2 Tenedonnsbie
2.2 neperoBopbl, OpOHMPOBAHME 110 52 30 20 2 3auer
Teedony, 3aceieHne
23 Mopayas 3 Ilomounb rocTam Bo 26 16 3 5 3auer
BpeMs X NPeObIBaAHUS
2.4 Mopayas 4 Ilpoaaxu ycayr oreisi 16 8 6 2 3auer
2.5 MopayJas S5 YnpasieHue kano0amu 10 8 - 2 3auer
2.6 Mopayas 6 IIpouneaypa Boice/IeHUsI 32 22 8 2 3auer
KpainpukanuoHHbIi IK3aMeH:
- IPOBEPKAa TeOpeTHYEeCKUX JeMoHCT
3 3HAHUM; 10 10 paunuonﬂ
- IPaKTHYecKast bl
KBaJM(puKanuoHHas padora IK3aMeH
(1eMOHCTPALMOHHBIN IK3aMeH)
UTOTrO | 200

3.2. YyeOHO-TEMAaTHUYECKHII IJIAH
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Ne
JIEKIIANA

HaumenoBanue Mmoayineit

Bcero,
yac.

B ToMm uncne

JICKIH

MIPaKT.
3aHATU
S

npoMe
K. U
UTOT.K
0
HTPOJI
b

dopma
KOHTPO
s

2

6

Teopernyeckoe o0yueHue

32

28

4

3auer

CoBpemeHHble podeccuoHaIbHbIE
TEXHOJIOTUH

16

16

1.2

TpebGoBanus OXpaHbl TpyJa U
TEXHUKHA O0€30MaCHOCTH

3auer

1.3

Osnakomienue ¢ WSI n
Bopaackumic Poccust. Crangapt
koMmmeTeHouu WSSS
«AIMUHUCTPUPOBAHHUE OTENISI»

3auer

IIpodeccnonajbHblii Kypc

158

92

54

12

2.1

Moayas 1 HaBbiku
MEKJINYHOCTHOI'O O0IEeHHUS C
rOCTSAMH

22

12

3aueTr

211

Tema 1.1 OcobenHoctu
MEKKYJIbTYPHOU KOMMYHHUKAIIUH C
TOCTIMHU

2.1.2

Tema 1.2 Dtuka oOLIEHNS

2.1.3

Tema 1.3 CriocoObI Tpeo10JICHHS
6apbepoB 3¢ (heKTUBHON
KOMMYHHKAIIUN

214

Tema 1.3 CranaapTel BHEITHETO
BHJIa COTPYIHUKOB OTENs

2.15

IIpakTnueckoe 3ansaTue 1
KauecTBeHHBIN CEPBUC Pa3IUUYHBIM
KaTerOpHsIM TOCTEN;

2.1.6

IIpakTnyeckoe 3ansaTHE 2
IIpenocraBiieHre TOYHON U MTOJHON
uHpopMaluio 00 yciayrax u eHOBOM
TIOJTUTHKE OTEJIS,

2.1.7

IIpakTnyeckoe 3ansaTne 3
[IpenocraBiieHne TYpUCTHYECKOMN
uHpopMauu

2.18

IIpakTuyeckoe 3ansaTHe 4
IIpodeccronanbHble OTHOIIEHUS C
KOJUIETaMH, ITapTHEPAMH U
MOTPEOUTENIMU

2.19

IIpakTuyeckoe 3ansaTue 5 TexHUKU
BepOaIbHOM/HeBepOANbHOM B T.4.
UCbMEHHOW KOMMYHHUKAIMH

2.1.10

IIpakTuyeckoe 3ansaTue 6
Koopaunarus B3aumonencTBus
CITYX0 oTenst

pCaKknysd Ha CICHHUAJIBHBIC 3aIIPOCHI




2.2

Monayas 2 Teaedonnbie
1neperoBopbl, )pOHMPOBAHHE 1O
Tejie)oHy, 3acejieHue

52

30

20

3auer

221

Tema 2.1 Ocob6eHHOCTH TPOLIETYPHI
pacmpeneneHus pa3IndHbIX
KaTeropuiit HOMEpOB B COOTBETCTBUU
C MO3TAKHBIM [UIAHOM

2.2.2

Tema 2.2 Kananbl npsMbIX 1
HENPSAMBIX MPOJAX

2.2.3

Tema 2. 3 TexHomorus paboTHI C
ABTOMATH3UPOBAHHBIMH CHCTEMaMH
yIpaBJICHUS

224

Tema 2. 4 Tapuduas noauTuka
oTenst

2.2.5

Tema 2.5 Bunsl OpoHupoBanus

2.2.6

Tema 2.6 CriocoObl TapaHTUPOBAHUS
Y aHHYJIMPOBAHUS OPOHUPOBAHUS

2.2.7

Tema 2.7 OcHoBHBIC (PHTHAHCOBBIC
[IOKA3aTeIN JIEATEIbHOCTH OTElIs

2.2.8

Tema 2.8 [Toautuka
B3aMMO/ICHCTBUS C TYP.
oIreparopaMu, areHTamMu U
KOPIOPATUBHBIMH ITApTHEPAMHU

2.2.9

IIpakTnueckoe 3ansaTHe 1
Paznuunble BUAbI OpOHUPOBAHUS

2.2.10

IIpakTuyeckoe 3ansitue 2
PaznuuHble ciocoObl OpOHUPOBAHUS
HOMEpPHOTro OH[a;

2.2.11

IIpakTnyeckoe 3ansaTne 3
BponupoBanmne HomepHOro QoHAa B
3aBHCUMOCTH OT 3ampoca

2.2.12

IIpakTnueckoe 3ansaTue 4 Pabora c
KOMMEHTapUsIMHU K OPOHUPOBAHMIO

2.2.13

IIpakTH4eckoe 3aHATHE S
Hcnonp30Banue MporpaMMHOTO
o0ecrieyeHue s COBEpLICHUs
OpOHHPOBaHUS

2.2.14

Tema 2.9 IOpuanueckue
TpeOOoBaHUs K MIPEIOCTABICHUIO
JOKYMEHTOB IIpU IIPOLEAYPE
3aCEJICHUsI TOCTeN

2.2.15

Tema 2.10 IIpouenypa Bbiaun
KJTFOUCH, BBl KITIOUCH;

2.2.16

Tema 2.11 TpeGoBanus x
pEerucTpanmu rocTei

2.2.17

Tema 2.12 OcoGeHHOCTH pabOTHI ¢
npodailiom rocts

2.2.18

Tema 2.13 IlpenocraBnenue
6€CH.HaTHBIX U IIJIATHBIX
JOTIOJTHUTEIIBHBIX YCIIYT

2.2.19

Tema 2.14 TexHonorust paboThI C




aBTOMATH3UPOBAHHBIMH CHCTEMaMH
ynpasienus (ACY);

2.2.20

Tema 2.15 Ilpuem u xpaHenue
Oaraka ¥ IIEHHBIX BEIIeH

2.2.21

IIpakTHyeckoe 3ausaTue 6
[Tpouenypa uneHTHUGUKAAN
JIUYHOCTH TOCTS

2.2.22

IIpakTnyeckoe 3ansTue 7
XpaHEHUE U aKTyaJIn3alus Bce
HE00X0AMMOW JOKYMEHTAIMH U
nH(popMalnu, Kacarouieics
IIPOKUBAHUS TOCTEH

2.2.23

IIpakTnyeckoe 3ansaTHe 8
IIpenocraBienre KOPPEKTHOM

uHpopmanuio 00 HHPpPaCTPyKType U
HOMEpHOM (OHJIe OTelIs;

2.2.24

IIpakTnyeckoe 3ansaTHe 9
Perucrtpanus 3anpocoB rocrei

2.2.25

IIpakTnueckoe 3ansaTue 10
IToaroroska HeOOXOIUMOI
JOKYMEHTAIMU ISl IPOU3BEICHUS
pacyeToB C TOCTIMH

2.3

Moayas 3 IloMours rocTsiM BO
BpeMs X Npe0bIBAHUS

26

16

3auer

231

Tema 3.1 Mexanu3msbl
dhopmupoBaHMs cuera mpu
MMOJI30BAaHUH JTOMOJHUTEILHBIMU
TJIATHBIMU YCITYTaMH

2.3.2

Tema 3.2 OcobeHHOCTH PabOTHI €
3aJ0JDKEHHOCTSIMHU TI0 CYEeTaM rocTei

2.3.3

Tema 3.3 Cratuctuka
3arpy’k€HHOCTH HOMEpHOro (oHa

234

Tema 3.4 MexaHu3Mel
nH(popMHUpOBaHUS rocTel 00
aKTyallbHBIX aKIHUAX, MPEATIOKEHUIX
oTes

2.3.5

Tema 3.5 IIpouenypsl
B3aUMOJIEVCTBUS BHYTPH OT/IEJIOB
front-office, back-office

2.3.6

Tema 3.6 Anroput™m paGoTsl ¢
aKTaMH Ha BO3MEIIeHHUE yiiepoa,
oOHapy>KeHHsI 3a0BITHIX BelIeH

2.3.7

Tema 3.7 Cobnronenue
6e30macHOCTH IpU paboTe ¢
JACHCKHBIMU CPEACTBAMU

2.3.8

Tema 3.8 OcoGeHHOCTH PabOTHI C
0aHKOBCKMUMU KapTaMu

2.3.9

IIpakTnyeckoe 3ansaTHe 1
OddexkTHBHOE UCTIOTB30BAHNE
KOMIIbIOTEPA, CTAHJAPTHOTO
0(pUCHOTO TPOTPAMMHOTO




oOecnieuennsa u ACY

2.3.10

IIpakTnyeckoe 3ansaTHe 2 Benenue
cyeTa BPYUYHYIO JUISl IEHEKHBIX
CPEICTB

2.3.11

IIpakTuyeckoe 3ansTne 3
[Ipouenypa nepegaur CMEHbI

2.3.12

IIpakTuyeckoe 3ansaTue 4 Ornara
yciiyr 0aHKOBCKMMH KapTamMu U
BbIJIa4a COOTBETCTBYIOIINUX
KaCCOBBIX TOKYMCHTOB

2.4

Mopnyaib 4 Ilpomasku yciayr oreJis

16

3auer

24.1

Tema 4.1 Llens pexsiamHOM
NEeATEIbHOCTH, UCIIOIb3YEMOM
oTeNneM

24.2

Tema 4.2 Ponib amMuHHCTpaTOpa B
MIPOJBMKEHUH U MAaKCUMU3AIUH
IPOJaX U NpUOBLIN

2.4.3

Tema 4.3 Posib agMuHHCTpaTOpa B
MPUOOPETEHUH JIOSTBHOCTH TOCTSI K
OTEIII0

244

Tema 4.4 BozneiicTBUE peKIaMHBIX
MaTepuaioB (OYKIIEThI, IPAUCITUCTEHI,
BH3UTHBIC KapThl, OPUITHATBHBIH
caur).

245

IIpakTuueckoe 3ansaTue 1 [Ipogaxa
YCIIYT TOCTSIM T10 TIPUOBITHIO U BO
BpeMsl X PeObIBaHM

2.4.6

IIpakTHyeckoe 3ansATHE 2
YBennueHnue o0bema npoJiax

24.7

IIpakTnyeckoe 3ansaTue 3 3aka3
JIOTIOTHUTEBHBIX YCIYT (TaKcH,
OWJICTHI, I[BETHI U T.11.);

2.5

MopayJib S YnpasJieHue kajgo0aMu

10

3auer

251

Tema 5.1 Anroput™ paboTsl ¢
xKayobaMu rocrei

2.5.2

Tema 5.2 ['ubkocTh perieHus B
MIPEAOCTABIEHUH KOMIIEHCAIUH 32
JOCTaBJICHHBIE HEY100CTBA

2.5.3

Tema 5.3 OcHOBHBIE METOIBI
HCCIICIOBAHUS U aHAIM3a
poOJIEMHON CUTyalluH

254

Tema 5.4 [TpunHIunel, neXaiiue B
OCHOBE YITpaBJIeHUsI KOH(PIUKTAaMU

2.6

Monayas 6 Ilpouenypa BbiceseHus

32

3auer

2.6.1

Tema 6.1 BeicTaBiieHue cueToB npu
BBIE3/I€ TOCTS

2.6.2

Tema 6.2 PazauuHble TUIBI OIUIATHI

2.6.3

Tema 6.3 [Ipuem u xpanenue
ACHCIKHBIX CPCACTB

2.6.4

Tema 6.4 PaGora ¢ 1e0eTOBBIMY U
KPEAUTHBIMU KapTaMu




Tema 6.5 IIpouenypa pacueTos ¢
KOpHOpaTHBHBIMU KOMITAHUSAMUA

2.6.5

Tema 6.6 Ilopsiiok yuera aBaHCOBBIX
2.6.6 JIETIO3UTOB IIPU MTOATOTOBKE CUYETA U 2
MOJIy4YEHHUs] KOMIIEHCAIIMHM FOCTEM

Tema 6.7 Yuért n1100BIX BO3ZMEILLICHAT

2.6.7
yiiepoa

Tema 6.8 Jloxymenrauus,
2.6.8 OTHOCSINASACS K PETUCTpAIlUU Bhe31a 2
M OTBE31a TOCTS

Tema 6.9 YckopeHHasi peructparius
IIPH TIPOIIEType OThe3 A

2.6.9

Tema 6.10 [Iponieaypa u noauTuka
MO3/IHETO BBIE3/Ia

2.6.10

Tema 6.11 Yupasnenue
2.6.11 | perucrpanueit oThe3na 1 OONBIINX 2

IpyHIL

IIpakTnyeckoe 3ansaTue 1
PGFI/ICTpaLII/I}I BbIC3/1a I'OCTA B
COOTBETCTBHH C MOJIUTUKOHN U
IIpOLIEIypamMH OTelIs

2.6.12

IIpakTHYeckoe 3aHsATHE 2
VYnpaBieHue yCKOPEHHBIM
BBICEJICHUEM TIPH OTHE3/IEC U TTO3THEM
BBIE3/IC

2.6.13

IIpakTnyeckoe 3ansaTne 3
2.6.14 | YmpasieHue BbIe30M I OOTIBIINX 2

rpynm

IIpakTnyeckoe 3ansaTue 4
[Tonydyenue nnaTexen: HAIMYHBIE
2.6.15 | meHexxHble cpeAcTBa, OAaHKOBCKHE 2
KapThl, OE3HAIMYHBINA pacyeT ¢
OpraHHu3aIsIMu;

KpanndpukauuoHHbIH JK3aMeH:
- IPOBEPKA TEOPETHYECKHUX
3HAHMIA;

- IPAKTHYecKas
KBaJu(uUKauoOHHasi paboTa
(1eMOHCTPAUMOHHBIN IK3aMeH)

Jlemonc

TPaLHo

10 10 HHBII

IK3aMe
H

UTOI'O 200

3.3. Conepxanue y4eOHOI NporpamMmsl
CoBpeMeHHbIe TPO(hecCHOHANbHBIE TEXHOIOTHH
TpebGoBanus OXpaHbl TPYy/la U TEXHUKH 0€30MaCHOCTH
Oznaxkomnenne ¢ WSI u Bopaackwiinc Poceust. Ctanaapt komnerenunn WSSS
«AJIMHUHUCTPUPOBAHHUE OTEIS»

Monayasb 1 Tesedonnbie neperoBopbl, O pOHUPOBaHME 10 TeJIe()OHY, 3ace/ieHHe
Tema 1.1 OcobGeHHOCTH TIPOIIETyPBl pacIpeeIeHHs pa3InYHbIX KaTeropuii HOMEpPOB B
COOTBETCTBHUH € MOITAKHBIM INIAHOM



Tema 1.2 Kanansl OpsMbIX U HENPSIMBIX TPOJAXK

Tema 1. 3 Texnonorus paboTbl C aBTOMAaTU3UPOBAHHBIMU CUCTEMaMU yIIPaBJICHHUS

Tema 1. 4 Tapudnas noauTUKa OTENS

Tema 1.5 Bunbl OpoHUpOBaHHS

Tema 1.6 CriocoObI rapaHTUPOBAHUS U AaHHYJIHUPOBAHUS OPOHUPOBAHUS

Tema 1.7 OcHoBHbIE (PMHAHCOBBIE TOKA3ATENU AEATEILHOCTH OTENS

Tema 1.8 [TonuTuka B3auMOAEMCTBUS C Typ. ONIEPATOPAMHU, ar€HTaMU ¥ KOPIIOPATUBHBIMU
apTHEpamMu

IIpakTnyeckoe 3ansaTue 1 Pasnuunsie BUas1 OpOHUPOBAHHS

IIpakTuyeckoe 3ansaTHe 2 Paznuunbie ciocoObl OPOHUPOBAHUS HOMEPHOTO (POHIA;

IIpakTnyeckoe 3ansaTue 3 bponnpoanue HoMepHOTro (OHJIA B 3aBHCUMOCTH OT 3ampoca

IIpakTuyeckoe 3ansaTue 4 Pabora c KoMMeHTapUsIMU K OPOHHPOBAHUIO

IIpakTnyeckoe 3ansaTHe 5 Vcrons30BaHue IPOrPaMMHOTO 00ECTIeUeHHE IJIsi COBEPIICHHS
OpOHUPOBAHUS

Tema 1.9 FOpuanueckue TpeboBaHMsI K NPEJOCTABICHHUIO JOKYMEHTOB IIPU MIPOLIETYPE 3aCEIICHUS
rocreu

Tema 1.10 Ilpoueaypa Bbigaun KIHOYEH, BUABI KIIIOUCH;

Tema 1.11 TpeOGoBaHUs K PETUCTPALIMK TOCTEH

Tema 1.12 OcobeHHOCTH pabOTHI ¢ TPODHAUTIOM TOCTS

Tema 1.13 IIpenocraBieHue OECIUIATHBIX U IIATHBIX JTOMOIHUTEIBHBIX YCIYT

Tema 1.14 TexHomorust paboThl ¢ aBTOMaTH3UPOBAHHBIME cucTeMamu yrpasiieHus (ACY);

Tema 1.15 Ilpuem u xpaneHue 6araxa v [ICHHBIX BEIICH

IpakTnyeckoe 3ausTue 6 [Ipoueaypa naeHTHGUKAINN JTUIHOCTH TOCTSI

IIpakTuyeckoe 3ausaTHe 7 XpaHeHUE U aKTyaIu3alus Bceil HEOOXOAUMOMN TOKYMEHTAIUU U
nH(popMalnH, Kacarouleics MpoKUBaHUs rocTei

IIpakTnueckoe 3ansTue 8 [IpenocraBieHne KOPPeKTHOM nH(popMaIMIO 00 HHPPACTPYKTYpE U
HOMEPHOM (POHJIE OTEIS;

IIpakTyeckoe 3ansaTHe 9 Perucrpanys 3anpocoB rocrei

IIpakTuyeckoe 3ansaTue 10 [ToaroroBka HEOOXOAUMON TOKYMEHTALUU AJIs1 IPOU3BEICHUS
pacyeToB C rOCTSIMU

Mopnyas 2 Ilomomb rocTsiM BO Bpemsi HX NpeObIBaHUSA

Tema 2.1 Mexanu3mbl GOpMUPOBAHUS CUETA MIPU MOJIH30BAHUM JTOTIOTHUTEIBHBIMU TUIATHBIMU
ycayramu

Tema 2.2 OcobeHHOCTH pabOTHI C 33J0IKEHHOCTSIMH IO CUETaM TOCTel

Tema 2.3 CraTucTHKa 3arpy>KEHHOCTH HOMEPHOT0 (oHIa

Tema 2.4 Mexannu3mbl THPOPMUPOBAHHUS TOCTEN 00 aKTyalbHBIX aKIUAX, IPEITOKEHHUSIX OTeNs

Tema 2.5 [Ipouenyps B3aumoenicTBus BHyTpH oTnenos front-office, back-office

Tema 2.6 Anroput™m paboThl C aKTaMU Ha BO3MeIlleHUE yiepOa, 0OHapyKeHUs 3a0bIThIX Beleil

Tema 2.7 Cobmofenne 6e30nacHOCTH MpU paboTe ¢ AEHEKHBIMU CPEICTBAMU

Tema 2.8 OcoGeHHOCTH pabOTHI ¢ 0AHKOBCKMMHM KapTaMH

IIpakTnyeckoe 3ansaTHe 1 DPpexkTHBHOE HCIIOIB30BaHNE KOMITBIOTEPA, CTAHAAPTHOTO O()HUCHOTO
nporpaMMHoro obecrneuenus u ACY

IIpakTyeckoe 3ansaTHe 2 BeneHue cueTa BpyuHYO AJIs AEHEKHBIX CPEICTB

IIpakTuyeckoe 3ansiTue 3 [Iponenypa neperadn CMEHBI

IIpakTnyeckoe 3ansTue 4 Ormara ycinyr 6aHKOBCKMMHU KapTaMH U BblJIJaua COOTBETCTBYIOLIUX
KAaCCOBBIX JOKYMEHTOB

Moayas 3 IIpoaaku yeayr oresis

Tema 3.1 Llenb pekiiaMHON J€ATETbHOCTH, UCTIOIB3YEMOM OTeNeM

Tema 3.2 Posib amMUHHCTpPATOPA B MPOJABMKEHUN U MAKCUMH3AIIMU TTPOJIAXK U IPUOBLITH
Tema 3.3 Ponb agMuHECTpaTOpa B MPUOOPETEHUN JOSIBHOCTH TOCTS K OTEIIO
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Tema 3.4 Bo3zzeiicTBue peKiIaMHBIX MaTepuaioB (OyKIETh, PaCIUCTbI, BUSUTHBIC KApThI,
ouIHaTBHBIA CANT).

IIpakTuyeckoe 3ansaTue 1 [Ipogaxka yciayr rocTsimM 1mo NpUOBITHIO U BO BpeMs UX MPEOBIBAHUS

IIpakTu4yeckoe 3ausiTue 2 YBenuueHne oobeMa mpo1ax

IIpakTuyeckoe 3ansaTHe 3 3aKa3 JOMOJHUTEIBHBIX YCIYT (TaKCH, OWUIIETHI, IBETHI U T.1.);

Moayas 4 YnpasiieHue xajnodamu

Tema 4.1 Anroputm paboThI ¢ )kat00aMu TocTen

Tema 4.2 'nOKOCTb pelIeHUs B IPEIOCTABICHNN KOMIIEHCAIMU 3a 1I0OCTAaBJIEHHbIE HEY100CTBa
Tema 4.3 OcCHOBHBIC METO/IbI HCCIICIOBAHUS U aHAIN3a MPOOJIEMHON CUTYyalluH

Tema 4.4 [TpuHIUIIEI, TEKANTUE B OCHOBE YIIPABICHUS KOHMIUKTAMHI

Mogayas S Ilpoueaypa BbiceseHust

Tema 5.1 BeicTaBieHue C4eTOB MPHU BBIE3]IE TOCTS

Tema 5.2 Pa3nuvHbIC TUIIBI OTLIATHI

Tema 5.3 [IpueM u xpaHeHHE ICHEKHBIX CPEJICTB

Tema 5.4 Pabora ¢ 1e0€TOBBIMU U KPEIUTHBIMU KapTaMU

Tema 5.5 IIpouenypa pacyeToB ¢ KOPIOPATUBHBIMU KOMIIAHUSIMU

Tema 5.6 [Topsinok yueTra aBaHCOBBIX JIETIO3UTOB IPU MOJTOTOBKE CUETa U IOTYYECHHUS
KOMIIEHCAI[UU TOCTEM

Tema 5.7 Yuér mr00bIX BO3MEIICHUH yiiepoa

Tema 5.8 JlokymMeHTaLMs, OTHOCSAIIASCS K PErUCTPALIMY BbE3/1a U OTHE3/1a FOCTS

Tema 5.9 YckopeHHast peructpaiysi pyu nporeaype orbe3aa

Tema 5.10 IIpouenypa u noJuTHKa MO3AHETO BbIE3/a

Tema 5.11 YnpaneHnue peructpanueit 0Tbe31a s O0NbIINUX TPYIII.

IIpakTuyeckoe 3ansaTue 1 Perucrpanus Bole31a rocTs B COOTBETCTBUM C MOTUTHUKON U
MpoueaypamMu OTENS

IIpakTHyeckoe 3ansATHE 2 YIIpaBIE€HUE YCKOPEHHBIM BBICETICHUEM IIPHU OTHE3/IE U MO3JHEM
BBIE3/IE

IIpakTuyeckoe 3ansaTue 3 YpaBieHUe BbIE3IOM ISl OONBIIUX TPYIIT

IIpakTuyeckoe 3ansaTue 4 [lonyuenue niaTexxeil: HAIMYHBIE IEHEKHBIE CPEJICTBA, OAHKOBCKHE
KapThl, OE3HAIMYHBINA PacyeT C OPraHU3AIUSIMU;

3.4. KagennapHslii yueOHbIH rpauk (MOpsI0K OCBOCHHS MOIYJICH)
[lepuon oOyueHus HanmenoBanue pasnena, MOIyIst
(mHu, HEmemM )*

luenens Teopernueckuii Kypc: COBpeMEHHbIE NPOQEeCcCCHOHATBHBIE
texHojioruu; Tpedosanus OT u Th

Oznakomnenune ¢ WSI n Bopnackumic Poccus. Crannmapt
komnereHu WSSS «AAMUHHCTpUpPOBaAHUE OTENS»
Monynb 1 HaBbIKM MEXJIMYHOCTHOTO OOLIEHHS C TOCTIMU

2 "Henens Monayns 2 TenedoHHbIE NeperoBopbl, OpOHUPOBaHHUE I10
tenedoHy, 3acelICHHE
3Henens Monynb 3 [Tomornis TOCTSIM BO BpeMsl UX MPEObIBaHUS
4uenens Moayns 4 Ilpogaxu yciayr oTens
Monayns 5 YpasieHue xano0amu
SHepens Moayns 6 [Ipouenypa BbiceneHuUst

4. MaTepuajibHO-TeXHHYECKHUE YCJIOBHS Peaju3alu NpPorpaMmmbl
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HaunmenoBanue . HaumenoBanue o0opyaoBaHus,
Bun zanaruit

IIOMEUICHUS IIPOrpaMMHOT0 OOECTIEUeHUs
1 2 3

Kommnsrorep, MynpTUMEIUHHBIN
Aynuropus Jlexuun IIPOEKTOP, IKpaH, JOCKa

P aCXO0JHbIC MAaTCpHAJIbL:

JlaGopaTopus JlaGopaTopHbie MeGestb, 060pyI0BaHHe.
( 4 pabouux mecra) paboThI

KommnsrorepHslii [IpakTrueckue 3aHATHS, Kommnsrorepsl

Kracc TECTUPOBAHUE

Jlaboparopus JleMOHCTpaliMOHHbIN Pacxonnbie Matepuaibl:
(4 pabounx mecra) JK3aMeH Meb6Genb, 060opyaoBaHHeE.

5. YueOHo-MeTOAMUYECKOe 00ecnieyeHre MPOrpaMMbl

- Wuctpykuus no Texuuku 6ezonacHocty 1 OxpaHe TpyAa;

- [IpodeccronanbHblil cTaHAAPT «AIMHHUCTPATOpP TOCTUHHULBD) (YTBEpXKAECH MNPUKA30M
MunucTepcTBa Tpya u couuaibHon 3amuTsl Poccuiickoit @enepannu ot 5 centsaops 2017 r. N 659n);

- Enunbnii TapudHO-KBaTH(PHUKAIMOHHBIN CIIPABOYHUK PaOOT U podeccHii pabodmx;

- [IpaBmiia mnpenocTaBiieHUs TOCTUHUYHBIX yciuyr B P® (YTBepkieHbl MOCTaHOBIEHUEM
[IpaButensctBa Poccuiickoit @eneparnuu ot 9 okTsa6ps 2015 r. N 1085)

- [TocranoBnenue IlpaBurensctBa PO ot 09.10.2015 N 1085 (pen. ot 18.07.2019) «O6
yTBepxkaeHun [IpaBuil nmpenocraBieHus TOCTUHUYHBIX yeayr B Poccuniickoin @enepauymn»

- Exuna M.A. Opranusanus 4 KOHTPOJIb TEKyIel IesSTelTbHOCTH pabOTHUKOB
CITy)0bI IpuemMa u pazmenienus,2018r.

- IToramoBa WM.M. Opranuzanus W KOHTPOJIb TEKYyLIEW JEATENbHOCTH
pabOTHUKOB CIIy:KObI 00CITYKUBAaHUS U KCILUTyaTallii HoMepHoro ¢pona,2019r.

- IToramoBa WM.M Opranuzanus W KOHTPOJNb TEKYLIEH JEATEIBHOCTH
pabOTHUKOB CITyKObl 00CTYKHBaHUS U SKCILTyaTallil HoMepHoro Gonaa,2017r.

- Exuna M.A. Oprauusanys 4 KOHTPOJIb TeKyIei 1eITebHOCTH PabOTHUKOB
CITy)0bI OpOHUpOBaHUA U TTpoaax,2018r.

- OdunmanbHbl  caliT — omeparopa MEXAYHapOJHOTO HEKOMMEPYECKOIO  JABHMXKEHHS
WorldSkills International - Coro3 «Momnozsie

- npodeccronansl (Bopnackummic Poceust)- Pexxum noctyna: https://worldskills.ru;

- Enunas cuctema  akTyanbHbIX — TpeOoBanuii  Bopnackuwmic  -Pexxum  poctyna:
https://esat.worldskills.ru.

6. Onenka Ka4yecTBa 0CBOCHHUS MPOrpaMMbl

[IpomexyTouHass arrectausi IO MporpaMMe TMpeAHa3Haue€Ha JUIsl OLIEHKH OCBOCHHS

ciIymaTeneM MojayJiei (pa3aenoB) MporpaMMbl IIPOBOJUTCS B BUE 3aYETOB M 9K3aMEHOB.

Teopernuecknii Kypc: coBpeMeHHbIe mpodeccrnoHanbubie TexHosoruu; tpedoBanus OT u Th,
Oznakomnenue ¢ WSI u Bopaackwinc Pocend. Crangapr komnereHumn WSSS «AMUHUCTpUPOBaHKE
OTeJIs» — 3a4erT.

Monaynb 1 HaBbIKM MEXIMYHOCTHOTO OOIIEHHSI C TOCTSMU — 3a4eT.

Monynb 2 TenedoHHbIe TEpEroBOPbI, OpOHUPOBAHUE MO TeNe(OoHyY, 3aceleHe — 3a4eT.

Monyns 3 TTomolis rocTsM BO BpeMs UX MPeObIBaHUS — 3a4eT.

Monyinb 4 [Ipogaxu yciayr oTenst — 3a4er.

Monyns 5 YrpasneHue xano0amMu — 3a4erT.

Monyins 6 [Ipouenypa BbiceaeHUs — 3a4eT.

I[To oxonvyanuto oOyuyeHus: JleMOHCTpalMOHHBIH SK3aMEH.
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https://esat.worldskills.ru/

[To pesynpraTam I0OOTO0 M3 BHUJOB HTOTOBBIX MPOMEKYTOUHBIX MCIBITAHHM, BBICTABISIOTCS
OTMETKH  4YeThlpeX  OaibHOW  cHcTeMe  («OTIIMYHO»,  «XOpPOLIO»,  «YIOBICTBOPHTEIHHON,
«HEY/I0BJIETBOPUTEIBLHOY).

7. CocTaBuTEJIM NPOrPAMMBI

I'ynkosa [1.P., npenogasarens, 'AIIOY 110 I[IKCTIIb
I'nme6ora 1.0., npenogasatens, ['AIIOY T10 IIKCTIIb
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