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JlokymeHnTyBanHsi B TOTEJIbHO-pecTOpaHHii cmpaBi // Poboua mnporpama
HaBuanpHOi  aucummiinu.  Juinpo: BHII3  «/lHinpoBcekuil  rymaHITapHUN
yHiBepcutet», 2024. 15 c.

PO3POBHHUK: Cennenpka O. B. crapmmii Buknagad kadeapu TypUCTUIHOTO
Ta TOTEJILHO-PECTOPAaHHOrO Oi3HECY.

Po3misHyTO 1 CXBajieHO Ha 3acijlaHHi KadeApu TYpUCTUYHOTO Ta TOTEIbHO-
pectopanHoro 6i3Hecy npotokoi Ne 10 Big 14.06.2024 p.

CxBaneHo BueHow pagor0 yHIBEpCHUTETY, PEKOMEHIOBAHO Jisi BUKOPHUCTAHHS B
OCBITHBOMY TpoIieci mpoTsiroM 5 pokiB 25.04.2024 p., mporoxon Ne 8.



MeTo10 BHBUYCHHS HaBYaJbHOI JUCHUILUTIHH «J{OKyMEHTyBaHHS B TOTEIHHO-
pecTopaHHIi crpaBi» € GopMyBaHHS 0a30BUX 3HAHB 3 TEOPIl 1 MPAKTUKH, HEOOX1THUX
JUIA PO3YMIHHSI 3arajibHUX MPHUHIIMIIB Cy4aCHOTO JOKYMEHTYBaHHS 1 yNpaBIiHHS
JOKYMEHTAITIEI0 y TPOTIeci 3aiiCHeHHs (PYHKITI oprafizaiiid pisHIX (OpM BIACHOCTI.

Pe3yibTaToM BUBYCHHS JUCHMIUIIHU «JlOKyMEHTYBaHHA B TOTEJIbHO-
pECTOpaHHI CIipaBi» € 3700yTTS CTyI€HTaMH TaKMX KOMIETEHTHOCTEH:

3K2. 3aaTHICTh AISTH COLIAJIIBHO BIAMOBIIAJILHO Ta CBIJIOMO, peajli3yBaTH CBOI IIpaBa i
000OB’SI3KM  SK 4YJ€HAa CYCINUIBCTBA, YCBIJOMIIIOBAaTH IIIHHOCTI TPOMAaJISTHCHKOTO
(BITBHOTO JIEMOKPATUYHOI'O) CYCIUJIBCTBA, BEPXOBEHCTBA IpaBa, IpaB 1 CBOOO
JIIOJIMHM 1 TPOMaJITHUHA B Y KpaiHi.

3K3. 31aTHICTh BUUTUCS 1 OBOJIOIBATH CYYaCHUMU 3HAHHSMH.

3K5. 3matHiCTh mpaloBaTi B KOMaH/II.

3K7. LlinyBaHHs Ta moBara pi3HOMaHITHOCTI Ta MYJIbTUKYJIBTYPHOCTI.

3K10. 31aTtHICTh 3aCTOCOBYBATH 3HAHHS y MPAKTHYHUX CUTYaIlIsX.

3K13. 3paTHiCTP 3A1MCHIOBATH KOMYHIKaLlHY JISUIBHICTb, JIOTIYHO  BIPHO,
apryMEHTOBAHO JIOBOJWTH BJIACHY AYMKY Ta BiJICTOIOBATH BJIACHY ITO3HUIIIFO.

CK1. Po3yminns npeaMeTHoi 00aacTi 1 cnerudiku npodeciitHoi TisIbHOCTI.

CK2. 3gaTHICTh OpraHi3oByBaTH CEpPBICHO-BUPOOHHYNIA MPOLIEC 3 YPAXyBAaHHSIM BUMOT
1 moTped CroKKBayiB Ta 3a0e31euyBaTH MOro ePEeKTUBHICTD.

CK3. 3nmaTHicTh BUKOPUCTOBYBATH Ha MPAKTHIIl OCHOBHU JIIFOYOTO 3aKOHOJABCTBA B
cdepi TOTEIBLHOTO Ta PECTOPAHHOTO O13HECY Ta BIJCTEKYBATH 3MiHHU.

CK4. 3patnicTh ¢opMyBaTH Ta peasi3oByBaTH €(PEKTHBHI 30BHIIIHI Ta BHYTPIIIHI
KOMYHIKaIlil Ha MANPUEMCTBAX chepr TOCTUHHOCTI, HABUYKHU B3a€MO/III.

CK10. 3gaTHicTh MpaloBaTH 3 TEXHIYHOIW, EKOHOMIYHOIO, TEXHOJIOTTYHOIO Ta 1HIIOO
JOKYMEHTAIIEIO Ta 31HCHIOBATH PO3PAXyHKOBI OMepallii Cy0’€KTOM rOTeIbHOIrO Ta
pecTopaHHOTO O13HECY.

CK13.3narHicTh 3IIMCHIOBATH IUIAHYBAaHHSA, YIPABIIHHA 1 KOHTPOJIb MAiSUIBHOCTI
Cy0’€KTIB TOTEIBLHOTO Ta PECTOPAHHOTO O13HECY.

CK17. 3naTHicTh OpraHi3oBYyBaTH 3aXO[W IMOJAO0 3a0e3MeueHHs O€3MeKH isIbHOCTI
MIIITPUEMCTB TOTEIBHO-PECTOPAHHOTO O13HECY Ta CHOKMUBAUIB IMOCTYT.

IlepenymoBH /151 BUBYECHHS HABYAJIBLHOI JMCHUILUIIHA «/lOKyMeHTYBaHHS B
roTeJibHO-pecTOPaHHIl clpaBi» € BUBUCHHS TaKUX AUCIUILTIH K «[IpaBo3HABCTBOY,
«IndopmaTtuka Ta cydacHi iHpopMaIliiHi CUCTEMHU Ta TeXHOIOT1», «IlianpueMHuIbKe
npaBo», «®iHaHCHU, TPOIIOBUN OOIr Ta Kpeaut», «MeTposoris, craHgapTh3aiisa i
ceprudikamisiy,  «Opranizamiss  roTeJbHOro  rocmojapctBay,  «Opranizaiis
PECTOPAHHOTO TocmoaapcTBa», «Opranizaiis AiSUTBHOCTI CaHATOPHO-KYPOPTHUX
3aKyaziB», « MEHeIXKMEHT rOTEILHOTO 1 PECTOPAHHOTO O13HECY».

Pe3yabTaTH BHBYCHHS HAaBYAJIBHOI JHCHHMIUIIHM  «JIOKYMEHTYBaHHS B
rOTeJIbHO-PECTOPaHHIN CIIpaBi»:

32iono 3 sumozamu oc8imuboi npoepamu 3000y6aui NOGUHHI 3HATHU:

— SK BUKOPUCTOBYBATH 1H(OpMALIHHO-MEPEIKEBY CHCTEMY Ta MPOTPAMHO-

TEXHOJIOTIYHI ~ 3ac00M  JUIsl  MOIIYKY HOPMAaTUBHHUX  JIOKYMEHTaJIbHO-

1H(hOpMAaIITHUX TaHUX;



— CHCTEMHU PYyXy JOKYMEHTIB 3 MOMEHTY iX (hOpMyBaHHsS 10 MOMEHTY 3/1aul B
apxiB Ta MpoIlecy HOPMATHUBHO-IIPABOBOI'O PETYIIIOBAHHS IOKyMEHTOOOITY;

— HOPMAaTHBHO-TIPABOBI aKTH, SKI PErylIOlOTh JISUIBHICTh —MIATPUEMCTB
rOTEIBHOTO, PECTOPAHHOTO TOCTIOAAPCTBA, KyPOPTIB;

—  0COONHMBOCTI IOKYMEHTOOOITY Y 3aKJIafax iHIyCTPii TOCTUHHOCTI;

— kjacudikamii JOKYMEHTIB, MOCIIIOBHOCTI iX pO3MIIICHHS 1 O(pOpPMIICHHS
PEKBI3UTIB MPU CTBOPEHHI TOKYMEHTIB;
32i0H0 3 UMO2amMU 0C8IMHBLOI npocpamu 3000y6ayi NOGUHHI BMITH:

— BUKOpDUCTOBYBAaTM  CydyacHE IIporpamMHe  3a0e3leueHHs, OTPUMYBATH,
nepepoOsIATH Ta BAKOPUCTOBYBATH 1H(GOpMaIio y npodeciiHuil TisIbHOCTI;

— 3HAXOJIUTH Ta aHAII3yBaTH iH(OPMAILIIIO 3 PI3HUX JDKEPETT;

— BECTH JUJIOBOJCTBO, CKJajaTH, OQOPMIISTHU Ta PpEeECTpyBaTU CIIy>KOOBI
JOKYMEHTH, OpMYyBaTH CIIpaBH MO BCTAHOBJICHI HOMEHKJIATYpi

— BUKOPHCTOBYBaTH OpITEXHIKYy, MpHUKJIaJHE TMporpamMHe 3a0e3leyeHHs,
JOKYMEHTAIBHO O(OPMIISITH YIPABIIIHCHKE PIILICHHS;

— aHaJI3yBaTU Ta MPOBOJUTHU NEPEBIPKY CYNPOBIIHUX TOKYMEHTIB, CEpTU(DIKATIB
BIJINOBIJTHOCTI, OCBIIYEHHS PO SKICTh TOBAPI1B;

— B3AIUCHIOBATH PO3PAXYHKU Ta CKJIaJaTH BIAMOBIAHY JOKYMEHTAIIO IS
3a0e3neyeHHsl MPoIleCy Ha/laHHS TOCTYT;

— KOPUCTYBATHICSI HOPMATHBHO-TIPABOBUMH  aKTaMH, IO PErJIaMEHTYIOTh
JUSUTBHICTh  CYO’€KTIB  TOCHOJApPIOBaHHS  TOTEIbHOI, pPECTOpPAHHOI Ta
TYPUCTUYHOI cepu;

— 3IIICHIOBAaTH KOHTPOJb 32 JOKYMEHTOOOITOM Ta KOHTPOJIIOBAaTH TEPMIHU
BUKOHAHHS JIOKYMEHTIB
OO0csar HaByaabHoi nucumiutinm: Jonarku 1.1, 1.2. (onosnoemucs wopiuno).

IIporpama HaBYAJBHOI AMCHUILIIHH.

Tema 1. IloHaTTSI PO XiJT0BOACTBO.
[ToHsTTS TIpO A1MOBOACTBO. [1JIOBOJCTBO SIK HayKa Ta CKJIAJ0Ba YHNPaBIiHCHKOI
JsTBHOCTI. IcTOpist CTAHOBJICHHS Ta PO3BUTKY JI1JIOBOJICTBA.

Tema 2. IIOHATTHA «TOKYMEHT.

[ToHsATTS «MOKyMEHT». 3araabHl BUMOTH J0 CKJIajaHHs JOKyMeHTiB. [lopsgok
ckinamaHHs 1 odopmiieHHs noKyMeHTIB. Kiacudikaris ciay>k00BUX TOKYMEHTIB.
[Tonsitts mpo pekBizutu. Hioancu 1ix Buxopuctannga. Crocobu Ta cxema
po3TarntyBaHHs pekBi3UTIB. [oCTiitHI Ta 3MIHHI PEKBI3UTH.

Tema 3. JoxkymeHTO000ir. JlokyMeHTHO - iHpopMalliiiHe 3a0e3MeYeHHS TOTeJIbHO-
pecTopaHHOro 0izHecy
[TousTTs mpo 1OKyMeHTOO0OIT. [Topsiiok MOBOKEHHS 3 IOKYMEHTaMU

Tema 4. Opranizaiiss BeieHHSI TEXHOJIOTIYHOI JOKYMEHTAIlii y roTeJsix.
JlokymeHTanbHe O(QOpMIIEHHS TOTeNbHUX Nocayr. OdopMileHHS NEpBUHHOI
JOKYMEHTAIlil B TOTENAX.



Tema S. Opranizaniss JOKyMeHTO00II'y B peCTOPAaHHOMY I'OCIIOAAPCTBI.

Opranizaiiis JAOKyMEHTO00Iry B pecTopaHHOMY TrocnojapctBi. IlepBunHa
JOKYMEHTAIlisl y 3aKjiajaX TpoOMaJChbKOMY  XapuyBaHHi —  pecTopaHax.
JIOKyMEHTYBaHHsI yHpPaBIiHCHKOT JisbHOCTI. Pomb 1  (QyHKIIT [JOKyMeHTa B
VOpaBIHCHKIM  mismibHOCTI.  FOpuamyna  cmima  gokymenta.  JlociimkeHHS
JOKYMEHTOOOITY Ha MiIMPUEMCTBI PECTOPAHHO-TOTEIBHOTO THITY.

®opMa NiJICYMKOBOI0 KOHTPOJII0 YCIIITHOCTI HABYAHHS.

[TincyMKOBHIT KOHTPOJIb — 11€ NIEPEBIPKa PiBHS 3aCBOEHHS 3HAHb, HABUUOK, BMIHb
Ta IHIIMX KOMIIETEHTHOCTEH 3a IEBHUN MepioJ HaBYaHHs (HasuanvbHuil cemecmp,
HABYANILHULL DIK).

3 HaByalbHOI JUCHMIUIIHU «/IOKyMEHTyBaHHS B TOTEIbHO-PECTOPAHHIN
CITpaBi».
- nuist ienHoi opmu HaB4aHHS — 3aiik (7 cemectp);
- JUTS 3209HO1 (hopMU HaBYaHHS — 3aiik (8 cemectp).

HoaiTtuka Kypcy, Kpurepii Ta 32c00M OLIHIOBAHHS YCHIIIHOCTI HABYAHHSI.

IosiTnka Kypcy: OOOB’S3KOBE BIJIBIAYBaHHS JIEKIiH, CEMIHaApCbKUX Ta
MPAaKTUYHUX 3aHATh; T1JHA MOBEAIHKA B ayAUTOPIsX; OOOB’SI3KOBE BIJBIyBaHHS
KOHCYJIBTaLlIH.

3a KpEeIUTHO-MOAYJIBHOIO CHCTEMOK) BHKJIAJCHHS HABUAJIBHOI JUCIUILIIIHUA
«/loKyMeHTYBaHHS B TOTEJIbHO-PECTOPAHHIN CIpaBl» 3aCTOCOBYIOThCS TaKi OCHOBHI
BUM KOHTPOJIIO 3HAHb:

1. MOTOYHMH KOHTPOJIb — CHCTEMATHYHO HAa PI3HUX HABYAJIBHUX 3aHATTIX
BIIPOIOBXK CEMECTPY y opmax:
- YCHOI JOTIOBI/I1;
- TECTOBOT'O KOHTPOJIIO;
- IepeBIPKA CAMOCTIMHOI pOOOTH CTYICHTIB;
- CTBOpEHI pedepaTy — mpe3eHTallli 3a 00paHOI0 TEMATHKOIO.

2. MIJICYMKOBUM KOHTPOJb — Y KIHIII CEMECTPY IiCis BUBYEHHS HABYAJIbHOI
JTUCLUIUIIHY Y (popMmi 3aiKy.

3a pilmeHHsAM BUKIaaa4a abo Kaeapu HapaxosyomsCs 3a0X04y8albHi Oaiu 3a
HACTYMHI BUAU POOIT:
— 3a CHCTeMaTHYHy MPOAYKTHBHY aKTHMBHICTb MiJ Yac MPOBEACHHS ayIuTOPHHUX
3aHATD;
— 3a BHUKOHAHHS 1HAWBIIYyaJbHUX 3aBJaHb IIIJIBUIICHOI CKJIQJIHOCTI (KOHKPETHE
3HA4YE€HHS BU3HA4Ya€ BUKJIaJay);
— 3a y4acThb y KOH(EpEHIIisX, OiMITIanax, HIIHA HayKOBIA, METOAUYHIN poOOTI TOIIIO.

Ymosu nixsioayii 3abopeoearnocmeti 3 nomounoi pobomu: 3100yBadi, SKi
MPOITYCTUIM CEMIHAPChKI 3aHATTA a00 JIEKIlli, MalOTh MOMJIHMBICTH BIJIIPAIOBATH
3a00proBaHOCTI TI1JT YaC KOHCYJBTAIlIM, 1110 TPOBOIATHCS BUKJIAJa4ueM, BIJMOBIIHO 0
rpadiky KoHcynbTamiid. s oTpuMaHHS NEBHOI KUIbKOCTI OamniB 3100yBau Mae
MOJKJIUBICTh YCHO BIJIOBICTH Ha MUTaHHS TEMH, 32 SIKOIO BiH Mae 3a00proBaHicTh abo
BUKOHATH 1HAMBIIyaJdbHY pOOOTY, 10 CKJIAJa€ThCA 3 3aBlJaHb, BHU3HAUYCHHX
BUKJIaJladyeM B KOXXKHOMY OKpEMOMY BHUIAAKy (B 3alleXHOCTI BiI 00csry
3a00proBaHOCTI).


https://ua-referat.com/%D0%A4%D1%83%D0%BD%D0%BA%D1%86%D1%96%D1%97
https://ua-referat.com/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D1%96%D0%B3

OO060B’s3KOBOIO0 YMOBOIO TIPU HapaxyBaHHI 3arajbHOi KIJIBKOCTI OaiiB 3700yBady
€ HeOOXiIHICTh JOTPUMAaHHS NPUHLUIIB TOMITUKUA A00pouecHOCTl. [loTpumanHHs
akademiunoi 0obpouecHocmi Tiependavdae: CcaMOCTIHHE BHUKOHAHHS HABYAIBHHUX
3aBlIaHb, MMOTOYHOTO Ta MiJACYMKOBOTO KOHTPOJIO PE3y/IbTaTiB HaBYAHHS; MOCHJIAHHS
Ha JpKepena iH@opmamii y pas3i BHKOPHUCTaHHS i7eil, po3poOOK, TBEpPIKEHb,
B1JIOMOCTEH; JOTpUMaHHS HOPM 3aKOHOIABCTBA PO aBTOPCHKE MPABO 1 CYMIXKHI MPaBa;
HaJaHHS JOCTOBIpHOi 1H(OpMAIll Mpo pe3yabTaTH BIACHOI HAaBYAIBHOI (HAYKOBOI ,
TBOPYOi) JISIIBHOCT1, BUKOPUCTaHI METOAMKHU JIOCIIIKEHbD 1 JKepea iHhopmMarii.

Skmo mae Miclie BUSIBICHHS BHIIAJIKIB aKaJeMIYHOIro Iuiariary, dadpukaiiii,
danbcudikarlii, cnucyBaHHsa, oOMaHy 3 00Ky 37100yBa4iB BCTAaHOBIIOETHCS aKajeMivyHa
BiAMOBiAaNbHICTE. Jl0 3700yBauiB  3aCTOCOBYIOTBCS BHIM  BIJANOBIIAJIBHOCTI,
nependaueHi yactTuHamu 6 ta 7 ctarti 42 3akoHy Ykpainu «[Ipo ocBiTy».

IMoTrouna arectaumisi TPOBOAWUTHCS IMICAS BUBYCHHS TemMu No 7 'y BHUIVISIII
TECTOBOTO 3aJTiKy (Temu 1- 7) — 7 cemecTp.

Cxema (popMmyBaHHSI OLIHKH.
HIxana oninroBanus:HamionajgabHa Ta ECTS.
Ouinka 3a mkajgorw €EKTC

. Ouinka 3a
Ouinka B . ®
HaIMI1OHAJIbHOIO &
Oasax . = IHosicHeHHs

HIKAJIOK0 (3aJiK) | ‘5
@)

«BinMiHHO» — TeEOpeTHYHHMIA 3MICT KypCy 3aCBOEHUH Yy

NMOBHOMY 00cs3i; cdopMoBaHi HEOOXigHI NPAKTHYHI

90-100 Bigminno A | HaBM4Ku poGOTH i3 3aCBOCHUM MarepianoM; Bei HaByaubHi

3aB/laHHA, IepeadayeHi MPOrpaMor0 HaBYAHHS, BUKOHAHI B
MTOBHOMY 00Cs3i.

«/lyxe nodpe» — TEOPETUUHMI 3MICT KypCy 3acBOEHHH Yy
NMOBHOMY 00cs3i; B OCHOBHOMY cdopMoBaHi HEOOXiHI
83-89 B NpaKTHYHI HABUYKK POOOTH i3 3aCBOEHMM Marepiajiom; Bci
. HaBYaJbHI 3aBJAHHS, MependaueHi NporpamMor0 HaBYAHHS,
BHMKOHAHI, SKICTh BHMKOHAHHS OLIBLIIOCTI 3 HUX OILliHEHA
KIJIBKICTIO 0a1iB, OJIM3BKOIO 10 MAKCHMAJILHOI.

[oope «J100pe» — TeopeTHYHHIA 3MICT KypCy 3aCBOEHHI IIJIKOM; B
OCHOBHOMY c(opmMoOBaHi NpakTU4HI HABUUKH pOOOTH 13
3aCBOEHUM  MarepiasioM; BCi  HaBYajbHI  3aBIaHHS,
75-82 C | nepenbaueni mporpamor0 HaBYAHHS, BHKOHAHI, SKiCTh
BUKOHAHHS JKOJHOT0 3 HHUX He OIiHeHa MiHIMaJIbHOIO
KUIBKiCTIO OaimiB, JesAKl BHAM 3aBJaHb BHKOHAHI 3
MOMHJIKAMH.

«3a10BIJILHO» — TCOPETHUYHUN 3MICT KypCy 3aCBOEHUN He
NMOBHICTIO, aJic MPOTaJIMHMA He HOCATH iCTOTHOIO XapaKTepy;
B OCHOBHOMY c(popMOBaHi HEOOXiTHI MPAKTHYHI HABUYKH
pOOOTH 13 3aCBOEHUM MarepiajioM; OIbIIICTh mepeadaueHnx
MPOTPaMOI0 HaBYAHHS HABYAILHUX 3aBIaHh BUKOHAHO, JAesIKi
3 BUKOHAHMX 3aBJIaHb MICTSITh MOMWJIKH.

68-74 3a10BiLJILHO D




«/JlocTaTHBLO» — TEOpPETUYHHUH 3MICT KypCy 3aCBOEHUIA
4acTKoBO; He cGopMoOBaHi AefIKi NPaKTUYHI HABUYKH
60—67 E po0OTH; 4YacTHHA TependaYeHuX NPOrpaMor0 HaBYAHHS
. HaBYAJIbHUX 3aBIaHb He BHKOHAHi a00 SIKICTb BHKOHAHHS
IESIKAX 3 HUX OIHEHO 4YHCIOM OalliB, OJM3BKUM 110
MiHiMaJILHOTO.
«YMOBHO He3aJI0BIJILHO» — TCOPETUYHUI 3MICT KypCy
. 3aCBOECHUI 4aCTKOBO; He c(popMOBaHi HEOOXiTHI MPaKTHYHI
HesanoBinbHoO 3 HABMYKM pOOOTH; OLILLICTh, HABYANBHUX 3aBIaHb He
3559 MOKJIMBICTIO F | Bukonano aGo sikicTh iX BHKOHAHHS OLIHEHO KiJIbKICTIO
. MOBTOPHOTO X | 6amiB, OIM3BKOIO J10 MiHiMa.J'Ib.HO'l'; npu  AOAATKOBIH
CKJIAIaHHS caMOCTiliHiii po0OTI Hax MaTepiaioM Kypcy MOKJIMBe
MiABUIIIEHHS] SIKOCTI BUKOHAHHS HABYAJIBHHUX 3aBlIaHb (3
MOKJIMBICTIO TIOBTOPHOTO CKJIAIAHHS).
He3anoBisibHO «be3yMOBHO HE3a0BiIbHO» — TEOPETHUYHHUHA 3MICT KypCy
3 He 3aCBOEHMIiI; He c(opMoOBaHi HEOOXigHI MpaKTHYHI
, HaBUYKHU poOOTH; BCi BUKOHAHI HAaBUAIIbHI 3aBIAHHS MICTATh
1-34 0060B’513K0BUM F | rpy0i nmomumiku a0o He BHMKOHAHI B3araji; A01aTKOBa
IMOBTOPHUM camocTiiiHa po6oTa HaJl MaTepialoM Kypcy He IMpH3Beje 10
BUBYCHHAM 3HAYHOI'O TMiJABUIIEHHSI SIKOCTI BUKOHAHHS HaBYaJIbHHUX
AUCHHUILIIHA 3aB/latb.

Po3noais 60aJiB 3a pisHMMH (popMaMHi KOHTPOJIIO VISl HABYAJIbHOI JUCHMILTIHH.

JIJIA JTEHHOI ®OPMU HABUAHHSA

IoTounuii kouTpoJsb (I1K)
Camocriiina IMincymMKoBHii KOHTPOJIB
AynutopHa poboTta (IHIUBIdyabHA)
pobora 3AJIIK (3)
<40 <20
<60 <40

ITincymkoBa oninka y sunaaky 3ajiky (II) = IIK+ 3 < 100

JIJIA 3AOUHOI ®OPMU HABUAHHS

IHorounuii kourTpoJs (I1K)
CamocriiiHa . .
. . ITincymkoBuii KOHTPOJIbL
AynurtopHa poboTa (iHIMBiYyasIbHA) 3AJIIK (3)
pobota
<20 <40
<60 <40

IincymkoBa oninka y sunaaky 3aJiky (IT) = IIK+ 3 < 100

®opmMH Ta OpraHizaiisi OiHIOBAHHS
Jlenna ¢opma. Iloroune ouinoBanus (7 cemecTp)

Dopma OLiHIOBAHHS

MakcuMajabHa KiJIbKiCTH 0aJ1iB

Excripec-kOHTpOIb 3HaHb Ha

MPAKTUYHUX 3aHATTIAX 5




(BiIMOBib 3 ypaxyBaHHSM CaMOCTIHHO OIpalbOBaHOTO
TEOPETHYHOTO Marepianay, 3a KoxHy BiamoBimp 0 - 5
Oann)

OHI/IT}IBaHHH, BHCTYIIM Ha IIPAKTHUYHHUX  3dHATTIAX

(BiamoBigs Ha mUTaHHS -1 0an; AOMOBIAI, CTYAEHTCHKI 25
npesenTarii Ta Buctynu 0 - 5 6anm).

Camocriiina (imauBinyanpHa) poOora: nepeBipka

3aBIaHb I CaMOCTIHHOI poOOTH, 3a KOXHE — 2 - 5 20
Oanu.

TectyBanHs 3a Temamu (25 TecTtoBUX 3aBaaHb mo 0 -5 10
Oanu, (1-12 remn)

MaxkcuMaJjibHa KUIBKICTH OaJIiB 3a IIOTOYHE OLIIHIOBAHHS 60

3aouna ¢opma. [loTouHe ouinoBanHs (8 cemecTp)

DopMa OliHIOBAHHS

MaxkcuMaJjabHa KIIBKICTE 0aJ1iB

OnuTyBaHHS, BUCTYIIM Ha MPAKTUYHUX 3aHATTIX
(BiamoBige Ha muUTaHHA -1 0anm; MOMOBiJ, CTYAEHTCHKI

mpe3eHTallil Ta BUCTYNH 2-5 0au; 3a KOKHE 3aBIaHHS — 20
2-5 Ganmn).

Camocriiina  (iHOuBigyanpHa) poOoTa:  mepeBipka 40
3aBJIaHb JIJIs1 CAMOCTIHHOT pOOOTH, 32 KOXKHE — 2-5 Oanu.

TectyBanHs 3a Temamu (25 TectoBux 3aBiaaHb 1o 0 -5 10
6anm, (1-12 Temn)

MakcuMabHa KUTBKICTh 0aJIiB 32 TOTOYHE OIIHIOBAHHS 60

IHigcyMKOBHid KOHTPOJIb (1JIs1 IEHHOI TA 3204HOI ()OPMH HABYAHHS).

CTpoKH npoBeIeHHs
OLiHIOBaHHA (TUKHI
BHKJIAIAHHA)

®opma oUiHIOBAHHS
(3aJ1iK)

MakcumajibHa KiJbKICTH 0aJ1iB

Tecrosi 3aBganns (1 — 2
0anu 3a KOXKHY MPaBUIbHY

. ) IIpOoLIEC
BIJINTOB1/Ib) pouecy

3a rpa¢ikoM HaBYAIHLHOTO

40

Kpurepii ouiHioBaHHS 3HAHb 3100yBaviB
(a1 1eHHO1 Ta 3204HOI GopM HABYAHHS)

@opMH NOTOYHOTO KOHTPOJIIO

Kpurepii oriHIOBaHHS
3HaHb (0an)

TectoBuii orut Ne 1

3a TeMow: «JlOKyMEHTyBaHHS B TOTEIbHO-PECTOpaHHIN

cupagi». Cknamgaerbes 3 25 TUTaHb:

OLIIHIOBaHHS BIJIOYBAa€TbCA MPOIMOPLIAHO OTPUMAHUM
BIpHUM BIAMOBiAsIM, 13 paxyHKy 25-100%, a BipHi

B1AnoBIAl X %. X — € KUIBKICTE OaJIiB 3a TECT.

100

baan Kpurepii
[HaMBiAyanbHI Ta CAaMOCTIHE 3aBIaHHS OIIHIOETHCS 33 TAKUMH
CamocriitHa KPUTEPISIMU:
(1HaMBiTyabHA) v/ caMOCTI/iHICTh BUKOHAHHSI,
— 2-5 OamiB v/ JIOTIYHICTB Ta IOCIIiIOBHICTh BUKJIAJECHHS MaTepiay;

v’ IIOBHOTA PO3KPUTTS TeMH (IIPAKTHYHOTO 3aBIAHHS);




v/ BIJIOBIIHICTH BUMOTaM IIIOJ0 BUKOHAHHS IpaidHOro
3aBJIaHHS;
v/ SIKICTb O()OPMIICHHSI.

IMincymkoBHid KOHTPOJIBL [ cemecmp-3aiK

TectoBi 3aBnanHs
40 6amniB (3a KOXHY TIpaBUIIBHY BiJIIIOBIb CEPETHE
apr(pMETUYHE BiJ] KITbKOCTI ITUTaHb)

IHcTpyMeHTH, 00JaJHAHHS Ta NMpPorpamMHe 3a0e3nedYeHHsl, BUKOPHUCTAHHSA
SIKUX mNepeadayae HaBYaJbHA JUCHMILIIHA: 7pu  6UBYEHHI  OUCYUNIIHU
3aCcmMoco8yeEmvbcs MyibmumeOoiline 001aOHaHHs, epagiuni 3acobu, MexHiuHi 3acoou:
38YK0- 1 8i0eo3anucu moujo.

Ilpoepamne 3abesneuenns:CMS Moodle, Zoom, PowerPoint, Microsoft Excel,
Microsoft Word

Indopmaniiine Ta MeroaM4YHe 3a0e3MeYeHHS] HABYAJIBLHOI JUCIHMILUIIHH
(pexomenaoBaHi qkepena ingopmanii) Jlonarox 2 (orosrroemuvcs wopiuno ma/abo 6
pasi HeobxioHocmi)



Homarox 1.1.
1o PoGouoi mporpamu 3
HABYAJIHHOI JUCIUTUTIHA

3ATBEPI/KYIO
IIpopekrop

BHII3 «/IxninpoBchkuii
ryMaHITapHUN YHIBEPCUTET»

Teraua AJIODBOPOBA
2024p

OBCST HABUAJILHOI TUCIUATIIITHA

JJOKYMEHTYBAHHS B TOTEJbHO-PECTOPAHHIN COPABI

(Ha3Ba HaBYAIBHOI JUCITUTLTIHH )
OcBiTHIH cTyniHb: 6akagaBp CrnenianbHicTh: 241 [oTeibHO-pecTOpaHHa cipaBa

Ha 2024/2025 naBuanbHUi pik

dopMa HaBYAHHS

nenHa OO6csr 4  xpemwtiB EKTC, (120 roaun)

Kypc yeTBepPTHil I'pyna I'P
AynutopHa
o 2 poboTta -
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Tema 1 [Ilonarts npo IUTOBOACTBO.
JIOBOJICTBO K HaykKa Ta CKJIaIoBa
1 | AWioBOCTBO K HAyka T AoBa| 4a gl 24| 2| 10
YIPaBIIHCHKOT TISUTBHOCTI. IcTopis
CTAHOBJICHHSI Ta PO3BUTKY JIIJIOBOJICTBA.
Tema 2 [loHATTA «IOKYMEHT». 3arajibHi
BUMOTU JI0 CKJaJaHHSA JIOKYMEHTIB.
[Topsimoxk  ckmamanHs 1 o(OpMIICHHS
okymeHTiB Knacudikamis ciryxK00BUX
2 | MW Pixan Y 30 |12| 4| 4| 4| 18

nokyMeHTiB. [loHATTS m0po pEeKBI3UTH.
Hroancu ix Bukopucranus. Crocobu Ta
cxema po3TanryBaHHs PEKBI3UTIB.
[TocTiitHi Ta 3MiHHI PEKBI3HTH..




Tema 3. JloxymenrooOir. JlokymMeHTHO -

3 | indopmariiiine 3abe3nedeHHss roTtenbHO- | 24 | 8 | 2 | 4 | 2 16
pPECTOPaHHOTO Oi3HECY
Tema 4. Opranizartis BEJICHHS
TEXHOJOTTYHOT JOKYMEHTAIlll y TOTENsX.

4 | JoxymeHTanbHe odopmieHHs rotenphux | 24 |10 | 4 | 2 | 4 14
TIOCTTYT. OdopmieHHS NICPBUHHOT

JIOKYMEHTAIIli B TOTEJISIX.

Tema 5. Opranizaiisi JOKyMEHTOOOITY B
pecTopaHHOMYy rocmofapcTsi. llepBuHHA
JOKYMEHTAIliS Y 3aKjIajlax TPOMaJICbKOMY
XapuyBaHHA — pectopaHax. JlocmimkeHHs
JIOKyMEHTOO00ITY Ha T IITPHEMCTBI1
PECTOPAHHO-TOTEIHHOTO THUITY.

24 110 4 | 2 | 4 14

Pazom 3a cemectp | 120 | 48 | 16 | 16 | 16 72

Dopma niocymKo8020 KOHMPOJII0 3aiK

PosrnsinyTo Ha 3acimansi kadeapu TypUCTUIHOTO Ta TOTEIHHO-PECTOPAHHOTO Oi3HECY
14.06.2024 p., npotokos Nel0

3apinyBau kadeapu ' ) T.B. Tecenko
(triarmc)
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Homarox 1.1.
1o PoGouoi mporpamu 3
HABYAJIHHOI JUCIUTUTIHA

3ATBEPI/KYIO
IIpopekrop

BHII3 «/IxninpoBchkuii
ryMaHITapHUN YHIBEPCUTET»
Terana AJI®ObOPOBA

2024 p

OBCST HABUAJILHOI JTUCIUATIITHA

JOKYMEHTYBAHHS B 'OTEJbHO-PECTOPAHHIN CIIPABI

(Ha3Ba HABYAJILHOI TUCIIMILIIHH)
OcaitHiii cTyninb: 0akanaBp CreuianbHicTh: 241 oTesibHO-pecTOpaHHA clipaBa

(Ha3Ba CTyNEHS BUIIOI OCBITH) (mmp 1 Ha3Ba)
Ha 2024/2025 naBuanbHUH piK
dopma HaBYAHHS 3ao0uHa  OOcsar 4  kpeawmtiB €EKTC, (120 rogun)
Kypc YyeTBEPTUl I'pyna I'P3
AyauTtopHa
. - pobora _
o = - <
3 9 o
T te} E|l T a2
= ° =z == IS
5 T Hazsa temu = . = Z|E S5
== i =5 2= g% 2 HS
S = (3rigHo 3 PITH/T) 5 2l ¢ | | E| 2| S E 2
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1 2 3 4 S |6 |7 8
Tema 1 TloHsaTTs mnpo IIJIOBOJCTBO.
1JIOBOJICTBO K Hayka Ta CKJIajoBa
g |/WIOBOCTRO K Hayka T 0831 5o |2 ] 2 20
VIOPaBIIHCHKOI  MisUTBHOCTI.  IcTopis
CTaHOBJICHHSI Ta PO3BUTKY JIIJIOBOJICTBA.




Tema 2 [loHATTS «IOKyMeHT». 3arajibHi
BUMOTH [0 CKJIAaJaHHS JIOKYMEHTIB.
[lopsamox ckmamanHs 1  odopmIIeHHS
nokyMmeHTiB. Knacudikamis ciayx060BUX
OOKyMeHTIB. [IOHSATTS TMpO pEKBI3UTH.
Hroancu ix Bukopucrans. Cnocobu Ta
cxema pO3TalllyBaHHS PEKBI3UTIB.
ITocTiifHi Ta 3MiHHI PEKBI3UTH.

24 | 4 | 2 2 20

Tema 3. JlokymeHnTo00ir. JIOKyMEHTHO -
3 | indopmariitHe 3a0e3meyeHHs TOTeIbHO- | 22 2 2 20
pecTopaHHOro O13HECY

Tema 4. Opranizartis BEJICHHS
TEXHOJIOTIYHO1 JTIOKyMEHTalli y ToTemsX.
4 | lokyMeHTainbHEe OQOpPMIICHHS TOTenbHUX | 24 | 4 | 2 2 20
MOCIYT. Odopmnenns MEPBUHHOL
JOKYMEHTAIIi B TOTEJAX.

Tema 5. Opranizailis JOKyMEHTOOOITY B
pecTtopaHHoMy TrocnofapctBi. [lepBruHHa
JOKYMEHTAIlisl y 3aKjIajax rpoMaJiICbKOMY
XapuyBaHHs — pecTopaHax. JlocmiKeHHs
JIOKyMEHTOO0ITY Ha M1 ITPUEMCTBI
PECTOPAHHO-TOTEIHHOTO THITY.

28 | 4 | 2 2 24

Pa3om 3a cemectp | 120 | 16 | 10 6 104

Dopma ni0CymMK08020 KOHMPOIIO 3a7iK

PosrnsinyTo Ha 3acizanHi kadeapu TyYpPUCTUYHOTO Ta TOTEIbHO-PECTOPAHHOTO O13HECY
14.06.2024 p., npotokos Nel0

3apinyBau kadeapu ' D T.B. Tecaenko
(migmuc)
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Jonarok 2
1o Pobowoi mporpamu
3 HaBYAJIBLHOI JUCIUILTIHU

TH®OPMAIIIHE TA METOIAYHE 3ABE3NEYEHHS HABYAJILHOT
JTUCLATIIITHA

JJOKYMEHTYBAHHSI B TOTEJbHO-PECTOPAHHIN CIIPABI

(Ha3Ba HAaBYAIBHOI JUCITUTLTIHH)
OcsgiTHil cTyninb: 6akanaBp CroerianbHicTh: 241 ToTeibHO-pecTOpaHHa cipaBa

(Ha3Ba CTyIeHs BUIIOI OCBITH) (mmdp i Ha3Ba)

Ha 2024/2025 naBuanbpHUH piK

OCHOBHiI HOpMATHBHI IOKYMEHTH:

1. JCTY 3844:1999./lepxaBHa yHi(pikoBaHa cucTeMa JdoKyMeHTalii. dopmyisp-
3pa3ok. Bumorm no moOymoBu. [Yumaamit Bim 2000-07-01]. Bua. odim. Kwuis:
Hepxcrangapt Ykpainu. 2000. 26 c.

2. JICTY 4163:2020. HdepxxaBHa yHipikoBaHA cHCTeMa JOKyMeHTamii. YHi(ikoBaHa
CUCTEMa OpraHizaliitHO-po3nopaayoi JokymeHTauli. Bumorm g0 odopmiieHHs
nokymenTiB. [Uunannii Big 2021-09-01] Bun. odim.. Kuis: AIT YekpH/IHLI, 40 c.
3. ACTY 2732:2004. [limoBOACTBO ¥ apxiBHa crpaBa. TepMiHM Ta BU3HAYCHHS
HOHSATb.
4. [Tpo enexTpoHHI JOKYMEHTH Ta €JIEKTPOHHUIN JOKYMEHTOOOIT : 3aKOH YKpaiHH :
npuitHatuii BP Ykpainu 22 tpaBus 2003 p. // Bimomocti BepxoBuoi Pagu Ykpainu. -
2015. - Ne 36. 275-276 c.

Higpyuynuxm:

1. AxtyanbHi NUTaHHS JOKYMEHTO3HABCTBA Ta 1H(OpMAIIIHOI JISJIBHOCTI: Teopii Ta
iHHOBalli: 30. MarepianiB Il Mixnap. Hayk.-ipakT. KoH}.: Oneca, 24-25 6epes3ns 2016
p. - Auinpo: I Cepennsx T. K, 2016. 526 c.

2. Hinenko A.H. Cyuache nainoBojacTBo //HaBuampHuii mocioHuk.4 -te Bua. Kuis:
JIn6ine, 2004. 384 c.

3. Ky3semMenko M. HO. CyuacHe nimoBoacTBo B Ykpaini. [IpakTuuni mopamu.
[IpakTrunuit nocioHuk. LlenTp HaBuanpHO1 mitepaTypu. Kuis, 2020. 260 c.

4. Kynemos C. I'. JlokymenTo3HnaBctBo: Ictopis. Teopernuni ochoBu / Y IHIATAC/I,
JAKKKiM. Kwuis, 2000. 160 c.

5. Heuatok JI. I'oTenbHO-pecTOpaHHuil 013HEC: MEHEIKMEHT : HaBY. MOCIO. JJIs. CTYy.
Buill. HaBY. 3akJ. / JI. Heuatok, H. Tenem. Kuis : Ilentp HaBu. i1-pu, 2013. 346 c.

6. [Tanexa }O.1., Jlemimn H.O. 3aransue J[110BOACTBO: HaBY. NOCIOHUK 3-T€ BUI., KuiB:
Jlipa-K, 2015. 432 c.

7. Ilixymina O. B., I'pebenrok I'.M., Maprientok JI.B., Hapkina T.1O. [aHOBariitnuit
MIIX11 10 PO3BUTKY TYPU3MY Ta TOTEIHLHO PECTOPAHHOTO Oi3HEeCYy YKpaiHH B yMOBax
kpusu // Arpocsit Ne 5-6, 2021. 57- 62 c.



8. Xynmomit JI. M. VYmpaBimiHHS SKICTIO SK OJIMH 13 TOJOBHUX Ba)KeIiB KOH-
KypenrozaaTHocti rotemo / JI. M. Xynonii, I'. b. Mynin / ®opMmyBaHHS pUHKOBUX
BiTHOCHH B YKpaiHi: 30. Hayk. mip. -Ne 17 - Kuis : O6piit, 2012. 147-151c.

9. Yapkina T. FO., 3aiineBa B. M., [likynina O. B., PeykoBa A. O. Lludposizamis
MEHE/DKMEHTY Ta MaplIpyTH3alis KJIacTepiB TYPUCTMYHOTO Ta TOTEIbHO-
pecTopanHoro Oi3Hecy B Ykpaini. Arpocsit Ne 3, 2022. 49 — 56 c.

10. IlIBexa H.M. [JoxymeHTariiine 3a0e3neyeHHs ynpaBIiHHs. HaBYaJbHUI MOCIOHUK.
Tepnomnins, 2018. 98 c.

Enexrponni pecypenu:

1. JlokymeHTHO - 1H(OpMaIiHO 3a0e3MeUeHHs] TOTEJIbHO-PECTOPAaHHOIO Ol3HECY.
//K.B. UeBiuenona,.T. B. Oninko.

URL.: http://dspace.puet.edu.ua/bitstream/123456789/7200/1pdf

2. bopucopa O. B. TenaenIiii po3BUTKY TOTEIHHO-PECTOPAHHOTO Oi3HECY B YKpaiHi /
O. b. bopucosa // ExoHoMI4YHa cTpaTeris 1 NepCleKTUBU PO3BUTKY cpepu TOprisil Ta
mocyr. - Bum. 1 (2). - 2012. 331-338 c.

URL:http://nbuv.gov.ua/UJRN/esprstp 2012 1%282%29 49

3. HombOuk O. IlepBunHUI 0OMIK iSITBHOCTI MIAMPUEMCTB TOTEIBHO-PECTOPAHHOTO
Oi3Hecy: yNpaBIiHCHKUI acnekT //MixHapoaHui HaykoBuil >xypHan International
Scientific Journal Ne 9, Kuis, 2015. 91-94 c.

URL: https://www.inter-nauka.com/uploads/public/1505892286548.pdf

4. THCTpYKIIiS TPO TMOPSJIOK BEACHHS JTOKYMEHTOOOOPOTY MpH HaJaHHI TOTEIBHUX
nociyr Il «YkpkomyHOOCTyroByBaHHs»: Haka3 JlepkaBHOTO KOMITETYy YKpaiHU y
crpaBax MicToOymyBanHs 1 apxiTektypu Big 13.10.2000 p. Ne 230:
URL:https://zakon.rada.gov.ua/go/v0230241-

00&ved=2ahUKEwjQt8fL KOP_ AhWGIPOHHTtIAGIQFNoECAYQAQg&uUsg=A0vVa
w260KapoMflduVtE2t19U5V

PosrnsinyTo Ha 3acizanHi kadeapu TyYpPUCTUYHOTO Ta TOTEIbHO-PECTOPAHHOTO O13HECY
14.06.2024 p., npotokos Nel0

3aBinyBau kadenpu 7N T.B. TecJieHKO
(i rmc)
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https://www.inter-nauka.com/uploads/public/1505892286548.pdf

Jlomarok 3

no TTonoxeHHS Ipo OpraHizallito

ocBiTHBOTO Tipouecy y BHII3
«/IHINpOBCHKMI TyMaHITApHUI YHIBEPCUTET)»

BUIINI HABYAJIBHUMN MIPUBATHUM 3AKJIA L
«THIMPOBCBbKUI T'YMAHITAPHUIL YHIBEPCUTET>»

HABYAJIbHO-HAYKOBUM IHCTUTYT
KA®EJIPA TYPUCTUYHOI'O TA 'TOTEJBHO-PECTOPAHHOI'O BIBHECY
IJIAHU TIPAKTUYHUX 3AHATH 3 HABYAJBHOI JUCIHUILITHUA

JOKYMEHTYBAHHS B T'OTEJBbHO-PECTOPAHHIN CITPABI

(Ha3Ba HAaBYAIBHOI JUCITUTLTIHH )

OcBiTHI CTYIIHB OakaaBp
(Ha3Ba CTYIICHS BHINOI OCBITH — OakajaBp abo MaricTp)
CreniajibpHICTh 241 TI'oTesibHO-PECTOPAHHA CIIPABA
(mmdp 1 HA3BA)
OcBITHS TIporpama T'oTesibHO-pecTOpaHHA clIpaBa

(Ha3Ba, nara i Ne Hakasy npo 3aTBeppxeHHs OIT)

Haka3 Ne 34-02 Bix 25.04.2024 p.

dopma HaBYAHHS JICHHA

(menHa/3a049Ha)

y 2024/2025 naBuaneHOMY poIIi

[1naHu ceMiHapChKHUX
(MpaKTUYHUX )3aHATh
00rOBOpEH1 Ta CXBAJICHI HA

3acigaHHi kadeapu
nportokou Big 14.06.2024 p. Ne 10

o 7 3aBinyBad Kadeapu
Tersna TECJIEHKO

(mignuc)

HMuinpo — 2024



JIOKyMEeHTyBaHHSI B TOTEJIbHO-peCTOpanHiil cripasi // [Imanu npakTHYHUX 3aHATH
g aeHHoi ¢opmu HapuaHHs. Jainpo: BHII3 JlninpoBchkuiél rymaHiTapHUMN
yHiBepcurer, 2024 p. 16 c.

PO3POBHUK: Cemienpka O. B., crapumii BUknana4 kapeapu TypUCTUYHOTO
Ta TOTEJIbHO-PECTOPAHHOTO O13HECY.



Tema 1. IloHaTTS PO AiJIOBOACTBO.

Ilpakmuune 3anammsa Ne 1 — (2 200.)
Iliian
1. TIoHATTS PO ALTOBOJCTBO.
2. JIimoBOICTBO SIK HayKa Ta CKJIAI0OBA YIPABIIHCHKOT MisUTBHOCTI.
3. IcTopist cTaHOBNEHHS Ta PO3BUTKY J1IOBOJICTBA.

OcHo6Hi noHaAmMms, mepmMinu ma Kamezopii, wj0 nid1A2al0my 3AC60EHHIO:
0i10800CMB0O, OOKYMEHMO3HABCMBO, OOKYMEHM, OOKYMEeHMHA CUCMeMamu3ayis,
OOKYMeHmayitiHa HayKa, 6uodu 0i10800CMad.

3aBaaHHs 11 camMoCTiiHOI podotu 10 Temu 1:
Tpeba po3quBUTHCS TaKi TUTAHHS Ta CTBOPUTH KOHCITCKT:
SAxuil € HOpMAaTUBHUN TOKYMEHT MO PO3MJIsiAaHHIO 1i€l chepu?
[Ilo € TOKyMEHTO3HABCTBO?
Sk po3BUBaJIOCS AIOBOACTBO B YKpaiHi?
J1o KuX HayK BOHA HaJEXKHUTh 1 HOMY?
Jle, B SIKUX AeprKaBax, MOYaIH CKJIaIaTUCS MPABUII pOOOTH 3 PI3HUMHU
JOKyMeHTamu?
6. Yomy noHATTS iHpOpMaIii € HAWBAKIUBIIIUM y TEOPil JOKYMEHTO3HABCTBA?
7. Slxa Teopis € TCOPETUYHOIO 1 METOIOJIOTTYHOI0 OCHOBOIO HAYKHU PO JJOKYMEHT?
8. XTO € OCHOBOMOJOKHUKOM JIOKYMEHTAIIHHOT HAYKU?
9. o po3yMieTbes Ml JOKYMEHTAIIEI0?
10. Slka icTopisi BAHUKHEHHS JOKYMEHTAIIHHOT HAYKH?
11. 1o BIHOCHUTHCS 10 CyYaCHOTO €TaIy PO3BUTKY IOKYMEHTO3HABCTBA B YKpaiHi?
12. SIxi OHSTTS BKITFOYAE MUTOBOJICTBO i SKi B HHOTO ITiTi?
13. XTo 3miiiCHIOE AUTOBOACTBO, SIKi OpraHizaii?
14. 'V wmicusx, ne OUIBIIICTh HACEJICHHS CTaHOBJSATH T'POMAJSIHU, SIKI HAJIEXKATh 10
HaIllOHAJILHUX MEHIIIMH, SIK BEJIETHCS J1JI0BOJACTBO?
15. IIlo € HOpMaTUBHO - IPABOBOIO 0A3010 JI1JIOBOJCTBA B YKpaiHi?
16. 1o B cebe BKITIOYAE HOPMATUBHO - METOIMYHA 0a3a JAUTOBOACTBA?

agbrwhpE

Yminna, axi maromo Oymu eupooneni, Ta Haguuku, SKi maromo Oymu
HanpauboB8aui nio 4ac 3aHAmMmsa:
—  8MImu GUKOPUCIOBYBAMU HA NPAKMUYT OCHOBHI NOJLOMHCEHHSL IEKYIIHO20 KYPCY;
—  O3HatioMumucs 3 OiFOYUMU HOPMAMUBHUMU OOKYMEHMAaMU Ma HOAO0HCEHHAMU
HAYIOHALHUX I MIJZICHAPOOHUX CIMAHOApmMIs.

InguBinyaabhi 3aBaanns 10 Temu 1.
Ha mizacraBil jaHux CKJIacTH:
1. CrBopuTH KJiLIE.
2. CtBopuTH TUTYJ AJis pedepaTy, KypCOBOi 3alIUCKHU Ta MOSICHIOBATILHOI.
3. CTBOpUTHU MPUMITKH.



Tema 2. IIoHATTA «IOKYMEHT».

Ilpakmuune 3anammsa Ne 2, 3 — (4 200.)
Ilinan
. [IoHATTS «TOKyMEHT».
. 3arajbHi BUMOTH JI0 CKJIaJJaHHs IOKyMEHTIB.
. [Mopsanok cknaganHus 1 opopMIIEHHS TOKYMEHTIB.
. Knmacudikarist ciry’>k00BUX JOKYMEHTIB.
. [ToHSATTS PO PEKBI3UTH.
. HroaHCH 1X BUKOPUCTAHHS.
. CnmocoOu Ta cxema po3TalryBaHHs PEKBI3HTIB.
. [TocTiitHi Ta 3MiHHI PEKBI3UTH.

coO~NO OIS WN -

OcCHOBHI nOHAmMM A, MEePMIHU Ma Kame2opii, W0 nidaA2arms 3AC60EHHIO:

- OOKYMeHm, OOKYMeHmayis, HNonepeoHiil ma nooarbiuili KOHMPOdb, pPeK8i3umu
0oKyMeHnmig, 0008 s3K06I pexsizumu, YHiQikayis ma cmanoapmu3ayis OOKYMeHmIs,
Knacughixayisi 0oOKymeHmia, 00KyMeHmoooie, 2paghix 0oKymenmooobizy, nomouHui ma
NOCMIUHULL apXi8, Hed00MOPMIeHI OOKYMeHmU, 00208ip ma 1020 8udu, KOMICIoHep,
MUMHA Oexnapayis;

- CYoHcO08i OOKYMEeHmMU, CYNPOGIOHUL TUCH, KAACUPIKaYis CIYHCOOBUX OOKYMeEHmIs,
CHOCOOU PO3MAULYBAHHS PEKBIZUMIB, POPMYIAD — 3PA30K, PE30aIOYIs, Gi3U OOKYMEHNIY.

3aBaaHHs 11 caMocTiiiHoi podootu 10 Temu 2:
Tpeba po3auBUTHUCS Takl TUTaHHS Ta CTBOPUTU KOHCIIEKT:
1. o Take nepBUHHUMN JOKYMEHT, K€ HOT0 3HAYCHHS?
2. Sk wimacuikyroTbCs MTOKYMEHTH, SKI XapakTEpHI JJii OCHOBHUX OIepailiid B
TOPriBii?
Ha3BiTh 000B’43K0OBI PEKBI3UTH NTEPBUHHUX JOKYMEHTIB.
SIK1 OCHOBHI eTanu J0KyMEHTOO0O0Iry?
SIka cxema JOKYMEHTOO0O0Iry Ha MiANMPUEMCTBAX ONTOBOI Ta PO3APIOHOT TOPTiBIIL?
[Ilo Take 7OTOBIp, sIKI HOTO OCHOBHI (PYHKII1i?
SIk1 BUIM TOTOBOPIB 3aCTOCOBYIOTHCS B TOPTiBIIl, AATH IM XapaKTEPUCTUKY ?
Sxumu ToKyMeHTaMu 0(pOPMIIETHCA HAIXOKEHHS Ta peajtizallisi ToBapiB?
SAxi € noropopu?
0. Sk 1 BUMOrH 710 X ohopMIICHHS?
1. SIK1 TOHATTS OXOTUTIOE CITY>KOOBUI TOKYMEHT?
2. Sxuii popmaT nanepy BUKOPUCTOBYIOTH IS CKa3aHHSI CITy>K00BO1 JJOKyMEHTAITii?
13. JInst sikuX JOKYMEHTIB BUKOPUCTOBYIOTH OJIaHKH Ta SIK1 B HUX T1OJISI B MM?
14. Sxi Bugu ciry>k00BUX JOKYMEHTIB ICHYIOTh Ta iX Ki1acuikaiiis 3a o3HaKaMu?
15. o Take peKBi3UTH Ta SIKUWA CTaHJAPT 3aTBEPIXKYE iX?
16. SIki cnocoOu po3TalryBaHHSI PEKBI3UTIB Ta sIK1 BOHU OyBalOTh?
17. lllo Take 6eperu TOKyMEHTY?
18. Sxi popmatu nanepy s popMyaspy-3paska i 1o 1e?
19. SIki pekBI3UTH JOKYMEHTIB BCTAHOBJIIOE HAI[lIOHATBLHUM cTaHaapT (32)?
20. SIxi BUMOTH 10 TEKCTY JTOKYMEHTY?

PR B©00NO O A~W



Yminna, axi marome Oymu eupoobneni, Ta Haguuku, SIKi marome Oymu
HANpayboB8aui nio vac 3aHAmMms:
—  8MIMmu 8UKOPUCMOBY8AMU HA NPAKMUYT OCHOBHI NOJLONCEHHS IEKYIUIHO20 KYPCY;
— O3HatioMumucs 3 OilOYUMU HOPMAMUGHUMU OOKYMEHMAMU Ma HNOAO0HCEHHAMU
HAYIOHAILHUX | MIJICHAPOOHUX CIMAHOAPMIE.
InpuBinyaabhi 3aBnanns 10 Temu 2.
Ha miacraBsl maHuX CKJIacTH:
1. CtBopuTH OJIaHK IOKYMEHTY Ta 3asiBy 10 (popmi.
2. CtBoputu aBToOiorpadiro
3. CTBOpUTHU pe3toMe Jisi MaiOyTHHOTO MpaleBIaIITyBaHHS

Tema 3. /lokymeHTHO - iHdopmaniiiHe 3a0e31eYeHHsI TOTEJIbLHO-PECTOPAHHOIO
Oi3Hecy

Ilpakmuune 3auamma Ne 4 — (2 200.)
ILnan
1. TloHATTS PO JOKYMEHTOOOIT.
2. Tlopsmok MOBOMKEHHS 3 JOKYMEHTaMHU

OCHOBHI nOHAmMM A, MEePMIHU Ma Kame2opii, ui0 nidaA2aroms 3AC60EHHIO:
00KyMeHnmoobie, epagix 0OKyMeHmooobicy, mexHoa02iuHULL npoyec pyxy OOKYMEeHMIs,
peecmpayisi 00KYMeHmMa, 6UKOHAHHS OOKYMEHMIB, KOHMPOIb 3d GUKOHAHHSM.

3aBaaHHs 111 caMocTiiiHoi podotu 10 Temu 3:

Tpeba po3nuBUTHCS TaKl TUTAHHS Ta CTBOPUTH KOHCIIEKT:

1. o Take MOKYyMEHTOOOIT?
2. 1o tpeba nms 3abe3neueHHs e()eKTUBHOI OpraHizailii JOKyMEHTO00Iry?

3. [llo BCcTaHOBIIIOE OPSAIOK JOKYMEHTOOOITY Ha MIANPUEMCTBI?
4. SIki OCHOBHI ITOTOKU TIOKYMEHTAII1i?
5. Ilo € o6csT MOKYyMEHTOOOIry?
6. Illo HeoOxiaHO Mpu ckIaAaHH1 rpadika JOKyMEHTOO00Iry?
7. SIki eTanu TEXHOJOTIYHOTO NPOLECY ONpPaIOBaHHS Ta pyXy JOKYMEHTIB?
8. ¥V ssikomy BUNAJKY CKJIaAal0Th aKT?
9. 3 s1K01 METH € TOTePEAHIN PO3TJISIA TOKYMEHTIB?

10. SIxi JOKYMEHTH HE MiJJISATal0Th PeecTpallii y ciryx01 1iy10BocTBa?

11. SIxux Bumor Tpeba JOTpUMYBATUCA MIPU PEECTPaIlli JOKYMEHTIB?

12. o Take peecTpariiHuii IHAEKC TOKyMeHTa?

13. YV yomy cyTh nporiecy peectpailii JOKyMEHTIB?

14. SIxi € popmu peectpaliii JOKyMEHTIB?

15.5x1 pyHKIIIT KEPIBHUKIB MIIPUEMCTB Ta TEPMIHU PO3IIIAY TOKYMEHTIB?
16. Y sskomy Bunaaxky tpeda poOUTH MOBIIOMIIEHHS CIY>KOU KOHTPOIIO?

17. o BKJItOYa€e KOHTPOJIb 32 BUKOHAHHSAM JOKYMEHTIB Ta Ha KOTO BiH MOKJIaIa€ThCS?
18. Ilo HEoOXimTHO MEpeBIPUTH MiJ Yac NPUHAMaHHS BiJ BUKOHABIIIB BUXITHUX
JOKYMEHTIB?



19. Sxi 0cOONMMBOCTI €EKTPOHHOTO JOKYMEHTOO00Iry?
Yminna, axi marome Oymu eupoobneni, Ta Haguuku, SIKi marome Oymu
HANpayboB8aui nio vac 3aHAmMms:
—  8MIMmu 8UKOPUCMOBY8AMU HA NPAKMUYT OCHOBHI NOJLONCEHHS IEKYIUIHO20 KYPCY;
— O3HatioMumucs 3 OilOYUMU HOPMAMUGHUMU OOKYMEHMAMU Ma HNOAO0HCEHHAMU
HAYIOHAILHUX | MIJICHAPOOHUX CIMAHOAPMIE.
InguBinyaabhi 3aBnanns 10 Temu 3.
BianoBicTu Ha TECTORB1 MUTAaHHS, 3alIPOIIOHOBAHI BUKJIaaueM.

Tema 4. Opranizanisi BeJileHHsI TEXHOJIOTIYHOI JOKYMeHTaWil y roTejifix.
Ilpakmuune 3anammsa Ne 56 — (4 200.)

Ilinan
1. JoxymeHTanbHe 0(hOPMIIEHHS TOTEIbHUX MOCIYT.
2. OpopMiieHHSI IEPBUHHOT JOKYMEHTALIli B TOTENSIX
3. Opranizaiiisi BeI€HHs TEXHOJIOTIYHOI JOKYMEHTAIlll y TOTENsAX MPU 00CITyroByBaHHI1
TOCTEMN.

OcCHOBHI nOHAmMM A, MEePMIHU Ma Kame2opii, Wi0 nidaA2arms 3AC60EHHIO:
O0OKyMeHmayis 2omeisi, OCHOBHI Op2aHi3ayiuHi ¢hopmu 0i10800cmea, NpasuibHA 1
payioHanbHa  op2anizayis OOKYMEHMANbHUX IHGOPMAYIHUX NOMOKI8, NePBUHHA
OOKYMeHmayis 6 20meisix, AHKema npoicusaro8ayd, OPOHIOBAHHs, KOMN 1OMepu308ana
cucmema, 20108HULL 00JIIKOBULE OOKYMEHM eKCNIyamayii HOMEpHO2o POHOY 2omeio.

3aBaaHHs 11 caMocTiiiHoT podoTu 10 Temu 4:
Tpeba po3nuBUTHCS TaKl TUTAHHS Ta CTBOPUTH KOHCIIEKT:
1. [llo € noxyMmeHTAaIlisl y rOTEN1?
2. SIki ocHOBHI1 opraHi3zaiiiitni popmu I110BOACTBA?
3. SIK1 OCHOBHMMH BUMOTH JI0 palliOHAJIbHOI Oprani3alli JOKyMeHToo0Iry ?
4. Illo BKJIIOYae mpaBWIbHA OpraHizalisi Ta YAOCKOHAJIEHHS JOKYMEHTOO0OIry Yy
roresx?
5. Skuii HOPMATUBHHM JIOKYMEHT € METOI YIOPAJAKYBaHHS 1 CHpPOUICHHS
JOKYMEHTOOOITY IPU HA/IaHHI TOTEJIbHUX TOCITyT?
6. [llo BriItO4Uae oopMIIeHHS IEPBUHHOT JOKYMEHTAIIIT B TOTEJSAX Ta AKi € TIOSICHEHHS ?
7. SIki eTanu CTBOPEHHS TEXHOJIOTIUYHOT JOKYMEHTAIll1 Y TOTEJAX MPU 0OCITYyroByBaHH1
rocren?
8. lllo € mpoayMaHa MOJIITUKA «HOOGIIHO20 OPOHIOBAHHAY Ta 5K 11 IepeBaru?
9. Illo 3a HOBa cHUCTEMHU LIEHTPATI30BAHOTO OPOHIOBAHHS?
10.5Iki BUMOTHM a0 CTBOPEHHS BpaXEHHS NP0 TOTEIh BI CIYKOM mpuiioMy 1
PO3MILIEHHS TOoCcTen?
11.Y yomy cyTh nepenpeecTpaliiia AisIbHICTh CIIyKOU TPUHOMY 1 pO3MIIIEHHS ?
12.Y yomy pi3Hus npu opopmMIIeHHI IHO3EMHUX TPOMAJIAH?
13.4xi € mpobsiemu y Ci1y>k0 mpuioMy 1 po3MillleHHs, OPOHIOBaHHS, 00CITyTOBYBaHHS
HOMEPIB Ta TEXHIYHIN CITykKO?



14.4xa came iH(opMallig Ha €Tarl peecTpallii KJIi€eHTa MOBUHHA PO3MIITyBaTUCh Y
penentiii y 3py4HoMY ISl OTJISIy MicIii?
15.51ki MmeToan po3paxyHKy y TOTEJIsIX BUKOPHUCTOBY€ETHCS?
16.111o € roTOBHAM OOIKOBUM JOKYMEHTOM €KCIUTyaTallii HoMepHoro ¢hoHIy?
Yminna, axi marome Oymu eupoobneni, tTa Haguuku, SIKi marome Oymu
HANpayboB8aui nio uac 3aHAmMms:
—  8MImu 8UKOPUCMOBY8AMU HA NPAKMUYT OCHOBHI NOJLONCEHHS IEKYIUIHO20 KYPCY;
—  O3HatioMumucs 3 OilOYUMU HOPMAMUBHUMU OOKYMEHMAaMU Ma HONO0HCEHHAMU
HAYIOHAILHUX | MIJCHAPOOHUX CIMAHOAPMIE.

InpuBinyaabhi 3aBaanns 10 Temu 4.
1. BukoHaTu 3amoBHEHHS «AHKETY MPOXKHUBAIOUOro», «PeecTpailiiiHy KapTKy» Ta
«Bi3uTHa KapTKay, 3a MPOMO3UIIIEI0 BUKIIaAa4a.
2. Tect 3a Temoro:
1. ETanu TeXHOJIOTTYHOI0 aJIrOPUTMY I'OCTHOBOI0 LUKJIY:
a) npuOyTTS KII€HTA B TOTEIb, PEECTpallis, PO3MILIEHHS KIIE€HTA, MPOXKUBAHHA,
00CITyroByBaHHA rOCTsl B TOTEINI, BUI3/l, OCTATOYHA OIJIaTa TOCTEM MOCIIYT FOTEI0;
b) no npuizny B rorenb — OpOHIOBaHHS, MPUOYTTS KJIIEHTA B TOTEJb, PEECTPALis,
PO3MIIICHHS KJIIEHTA, MPOKUBaHHs, 00CITYTOBYBaHHS TOCTSI B TOTEJNI, BUi3/, OCTaTOYHA
OIlJIaTa FOCTEM IOCIYT TOTEINIO;
C) 10 MpUi3ly B roTelb — OpPOHIOBAaHHS, NPUOYTTS KIII€EHTA B TOTENb, PEECTpALis,
PO3MIIIECHHS KII€HTa, MPOXXMBAaHHs, OOCIyrOByBaHHS TOCTS B TOTENl, OCTaTOYHA
OIUIaTa rOCTEM IOCIYT TOTEINIO;
2. IlepeBaru OpOHIOBAHHS HOMEPIB i3 BUKOPUCTAHHAM Mepe:xi IHTepHer;
a) OIEepPaTUBHICTH 3B'A3KY, MOBHOTA 1H(OpMaIIii, 3pyUHICTh (POPMYITIOBAHHS 3aMOBJICHb
Ha pe3epBYBaHHsS, PO3MIP OIJIATH 3a KOPUCTYBaHHS 1H(POPMALIMHUMH MOCITyTaMu,
HaJIIMHICTh TEXHIYHOTO 3a0€3MEUCHHS Ta 3B'3KY;
b) onepatuBHICT, 3B'A3Ky, TMOBHOTa I1H(pOpMAILi, 3pyYHICTb (POPMYIIFOBAHHS
3aMOBJICHb HAa pE3€pBYBAHHS, BUKOPHUCTAHHS 1H(OpMALIiHUX MOCIYT, HAIIMHICTh
TEXHIYHOTO 3a0€3MEeUCHHS Ta 3B'SI3KY;
C) MOBHOTa Ta HAAIMHICTH 1H(OpMAIlil, 3pYUYHICTH (OPMYIIOBaHHS 3aMOBJIEHb Ha
pEe3epBYBaHHS, PO3MIp OIUIaTH 3a KOPHUCTYBaHHS 1H(OpPMAIIHHUMU TOCIyTaMH,
HaJIIMHICTh TEXHIYHOTO 3a0€3MEeUCHHS Ta 3B'S3KY.
3. SIka indopmania mictutbes y KypHaui peecrpanii 3aBOK Ha OPOHIOBaHHA
HOMepiB (Micub):
a) mpi3BHIIe, iM's 0ci0, KOTpl mpulyBarTh, ATy NPUOYTTS, TEPMIH TepeOyBaHHS,
JaTy BiA'13/y, KaTeropito HoMepa, KUIbKICTh HOMEPIB, (OpMY OTLIATH;
b) mpizBuie, imM'ss 0cid, KOTpi MpUOYBarOTh, MaTy MPUOYTTSA, TEPMiH TepeOyBaHHS,
JaTy BiA'i31y, KUIbKICTE HOMEPIB, (OPMY OILIATH, TOOAKAHHS;
C) mpi3BulIe, IM'st 0Ci0, ciIMEHUN CTaH KOTpl MpuOyBalOTh, JaTy MNPUOYTTS, TEPMIH
nepeOyBaHHs, JaTy BiA'i3y, KAaTEropito HOMepa, KUIbKICTh HOMEPIB, (OpMY OILIATH;
4. Cepea MeTOAIB PO3PAXYHKY B I'OTEJIAX BAKOPUCTOBYIOTh:
a) MJIACTUKOBI KapTKH, AOPOKHI YEKH, aBTOMATHU30BaHy cucTeMy [HTepHeT;
b) roTiBKy, MIaCTUKOBI KAPTKH, aBTOMATU30BaHy cUcTeMy [HTepHET;
C) TOTIBKY, IJTACTUKOBI KAPTKH, TOPOXKH1 YEKH, aBTOMAaTU30BaHY CHCTEMY.



Tema 5. Opranizanisi JOKyMeHT000II'y B peCTOPAaHHOMY I'OCIIOAAPCTBI.

Ilpakmuune 3anammsa Ne 7,8 — (4 200.)
Ilinan

JIoOKyMeHTaIlisl y 3aKjIajjaX peCTOPaHHOTO TOCIOIapCTRA.
«CriertianpHa» TIEPBUHHA IOKYMEHTAIlISl Y PECTOPAaHHOMY TOCIIOAapCTBI.
[TpakTi4Hi cuTyamii Mpy CKJIagaHHsa TOKyMEHTAIlll y 3aKiIaji pecTopaHy.
[lepBuHHA MOKYMEHTAIlis y 3aKJIa/iaXx TPOMaJICbKOMY Xap4yBaHHS — PECTOpaHax.
JIoKyMeHTyBaHHS yIIPaBI1HCHKOI JiSIIBHOCTI.
Ponb 1 QyHKIIIT TOKyMEeHTa B yIPaBIIHCHKINA TISUTBHOCTI.
KOpuanyna cuiia JOKyMeHTa.
JlocmiKeHHST JOKYMEHTOO00ITY Ha MiANMPUEMCTBI PECTOPAHHO-TOTEILHOTO THITY.

NGO~ wWDE

OcCHOBHI nOHAmMM A, MEePMIHU Ma Kame2opii, W0 nidaA2arms 3AC60EHHIO:
NIAH-MEHI0,8UMO2U 00 KOMOPU, OeHHI 3a0IpHI TUCMU, 3AMOBIeHHA-DAXYHOK, MOB8APHULL
38im, Gioomicmb O00JIKY pyXy 3anacis, 30IpHUK peyenmyp, MeXHOJIO02IUHI Kapmu,
KAnoKyIAyia eapmocmi  cmpas, acoOpmuMeHmuuu neperik cmpas, HAaAYiHKU,
KOHMPOAbHA nepepooOKa, 3aMOBNeHHA-PAXYHOK,

3aBaaHHs 151 caMocTiiiHoi podootu 10 Temu 5:
Tpeba po3auBUTHUCS Takl TUTaHHS Ta CTBOPUTH KOHCIIEKT:
1. SIxi BuAM JOKYMEHTALlli BUKOPUCTOBYIOTh Y PECTOPAHHOMY IOCIIOAAPCTBI?
2. SIxi € OCHOBHI 3 IEPBUHHUX JIOKYMEHTIB Ta sKi 1X QYHKIi?
3. Sxi eranu rpadiky T0KyMEHTOOOITY Y peCTOpaHHUX 3aKiagax?
4. lllo moTpedye crenudika 06JIKOBOTO MPOIECY HA MiANPUEMCTBAX PECTOPAHHOTO
013HeCy?
5. SIxa mepBUHHA JTOKYMEHTAIlis 3aBXKAW MOBUHHA OyTH Yy HAJEKHOMY TOPSAKY, IS
HaJaHH4 ii epeBIPAIOUUM?
6. Ha sikiii miacTaBi y pecTopaHax BUTOTOBISIOTE CTpaBH, KyJIIHApHI BUpOOH, HaIl01?
7. SIKi HOpMaTHBHI JOKYMEHTH MICTSTh PEUENTYPH i TEXHOJOTIYHI IHCTPYKLI ?
8. Ski BuAM yKIaAarOThCs 301pHUKIB PELENTYpP CTPaB, KyJIHAPHUX 1 KOHIUTEPCHKUX
BUpOOIB y pecTopaHax?
9. lllo € TexHOMOTIYHA KapTa CTPaBU Ta 5K 11 BUIU?
10.Ha sikiit mijgcTaBi HOpMaTHBIB MOKYTh CTBOPIOBATHCS TEXHOJIOT1UHI KAPTKU CTPaB?
11.5Ix1 0coGnMBOCTI AOKYMEHTAIlll 10 BUTOTOBJICHHIO (ipMOBUX CTpaB BiJl KyXaps
pectopany?
12.5Ix1 ocHOBHI mpoOIeMH NP CKIAJaHH1 TEXHOJIOTIYHUIN KapT cTpaB?
13. o Take KaIbKYJIAIis BAPTOCTI CTPAB Ta SKa ii POIB?
14. Ha sskoMy eTari CKJIaAat0Th aCOPTUMEHTHUM Meperik cTpaB?
15. o BMImae TepMIH MEHIO Ta NPEUCKYpaHT, SIKa BOHU O(OPMIIIOIOTHCS Y
pectopanax?
16. SIx y MeHI0 MOBUHHI HaiaBaTUCs (GIPMOBI CTPABH pPECTOPAHY ?
17. 3 sikoi MeTH Tpebda po3poOIISITH KabKYJIALIHHI KapTH Ta 110 iX MiJICTaBO0?
18. Sxuit mopsAI0OK CKIaJaHHs KalbKyJIsi?


https://ua-referat.com/%D0%A4%D1%83%D0%BD%D0%BA%D1%86%D1%96%D1%97
https://ua-referat.com/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D1%96%D0%B3

19.5lkumMu  nBOMA BapiaHTAaMU MOKJIMBA KaJIbKYJIALIS MPOAAXKHOI I[IHA CTpPaBU
(xyniHapHOTO BUPOOY) Ta Yy 4OMY pi3HULA?

20.5lkuii MOpSAOK BeAEHHS OOJIKYy BUTpaT MIANPHEMIS Ha 3arajlbHId CcUCTEMI
OTIOAATKYBAHHS, y IKOMY HOPMaTUBHOMY JOKYMEHTI 1€ €7

21. JInst 9oro opopMITIOIOTh aKTH KOHTPOJIBHOI epepoOKH CUPOBUHU?

22 .51k mie iCHYIOTh OPMH MEPBUHHUX JJOKYMEHTIB y pPECTOPAaHHOMY T'OCIIOIapCTBI?
23. Sxi Tpu popmu opranizaiiii pod0TH 3 JOKYMEHTaMU?

24. Jle 3aKkpiIuTIOEThCS perjiaMeHTarliss 00panoi GopMu poOOTH 3 JOKYMEHTaMu?

25. SIKO10 MOBOIO CTBOPIOIOTH JOKYMEHTYBAHHSI?

26. SIkuii HOpMAaTUBHUM TOKYMEHT BU3HAYAE TOHATTS «JIOKYMEHT»?

27. SIxi pyHKIIIT TOKYMEHTa B yIPaBIIHCHKINA TISJIBHOCTI?

28. SIxi MoBUHHI OYTH PEKBI3UTH, 10O IOKYMEHT MaB HOPUIANYHY CHITY?

29. Sk y roTensx opopMITIOETHCS O0KIIaIMHKA CIIPABU?

30. flka cxema pyxy BXiJHOI JOKYMEHTAIIli TOTEI0?

31. flka cxema pyxy BHUXIJHOI JOKYMEHTAIll TOTeN0?

Yminna, axki marome Oymu eupoobneuni, Ta Haguuku, SKi marwomo Oymu
HanpauboBaHi nio Yac 3aHAMMmA:
—  8MImu GUKOPUCMOBYBAMU HA NPAKMUYT OCHOBHI NOJIOACEHHS IEKYIUIHO20 KYPCY;
— O3HatioMumucsb 3 OilOYUMU HOPMAMUBHUMU OOKYMEHMAMU Ma HONO0HCEHHAMU
HAYIOHATIbHUX | MIJICHAPOOHUX CIMAHOApMIi8

InguBinyanabHi 3aB1anns 10 Temu 5.
Ha mizcraBi faHux CKIIacTH.
1. PaxyHOK Ha oriaTy TOBapiB BiJl TOCTa4aJIbHUKIB.
2. JloBipeHICTh Ha OTPUMAHHS TOBAPIB BiJl MOCTAYATLHUKIB.
3. Haknamny Ha oTpuMaHHS TOBapiB.
4. ToBapHO-TPaHCIIOPTHY HAKJIATHY.

PexomengoBaHna Jiteparypa:

PexomengoBana Jiteparypa a0 Temnu 1:
OCHOBHI HOPMaTHBHI JOKyMeHTH [3, 4];
[Migpyunuku [1, 2, 3, 4, 6].
Enexrponni pecypcu [4].

PexomengoBana jgiteparypa a0 Temnu 2:
OcHOBHI HOpMaTHBHI JO0KyMeHTH [1, 2, 3, 4];
[Migpyunuku [1, 2, 3, 4, 6].
Enexrponni pecypcu [4].

PexomengoBana Jiteparypa no Temu 3:
OcHoBHI HOpMaTHBHI ToKyMeHTH [1, 2, 3, 4];
[Minpyunuku [1, 2, 3,4,5,6,7, 8, 9].



Enexrponni pecypcu [1-4].

PexomeHnoBana Jiteparypa ao Temu 4:
OcHOBHI HOpMaTHBHI JIokyMeHTH [1, 2, 3, 4];
[Minpyunukw [1, 2, 3,5, 6,7, 8, 9, 10].
EnexrponHi pecypcu [1-4].

PexomengoBana Jiteparypa no Temu 5:
OcHoBHI HOpMaTHBHI ToKyMeHTH [1, 2, 3, 4];
[Migpyunuku [1, 2, 3, 6,7-10].
Enexrponni pecypcu [1-4].

IlepeJiik mUTaHb 10 MiICYMKOBOI'0 KOHTPOJIIO:

1. JlokymeHTyBaHHs $IK 3aci0 O(OpPMIIEHHS YHpPABIIHCHKUX I HA PI3HUX €Tarax
3apOKCHHS 1 CTAHOBJICHHS IEP>KaBHOCTI.

[Ilo Take MEpBUHHUN TOKYMEHT, SIKE€ KOTO 3HAYEHHS ?

Ha3BiTbh 000B’s13K0B1 PEKBI3UTH IEPBUHHUX JIOKYMEHTIB.

SK1 OCHOBHI €Tanu IOKyMEHTOOO0Iry?

OCHOBHI 3aBIaHHS Ta HANIPSIMU JISIHOCTI CIIY>KO JIJIOBOACTBA.

Oco06IMBOCTI A1JIOBOJCTBA B YMOBaX po30y/1I0BU YKpaiHHU.

OcCHOBHI BUMOTH JI0 YKJIa/IaHHs Ta 0()OPMIICHHS IOKyMEHTIB.

MakcuManbHU CKJIaJ PEKBI3UTIB, IIO0 BUKOPUCTOBYIOTHCS MpH O(OPMIICHHI
JIOKYMEHTIB, 1X pO3TalllyBaHHsI Ta MpaBuiia 0(POpMIICHHS.

9. XapakTepucTHKa TPYIOBOTO JTOTOBOPY, KOHTPAKTY, TPYIOBOI yTOIH.

10. Cxiramanss 3asBH, TOJaHHs, aBTOO10Tpadii, pe3rome, XapaKTepUCTHKH, 0COOOBOTO
JIUCTKA 3 00JIIKY KaJIpiB.

11. BukopucTtaHHs KOMIT FOTEPHUX TEXHOJIOT1H MPHU MiATOTOBII JOKYMEHTIB

12. XapakTrepucTuka KOMIUIEKCY poOiT 3 odopmieHHs crpaB. [lopsmok mepemadi
CIpaB /10 apXIBHOTO MIPO3/LTy YCTaHOBH.

13. SIxkuii € HOpMATUBHUN JOKYMEHT IO PO3IISIAHHIO 11i€l cepu?

14. Illo € TOKYMEHTO3HABCTBO?

15. SIx po3BUBaIOCS M1JIOBOICTBO B YKpaiHi?

16. Jlo sikux HayK BOHA HAJIEKUTD 1 YOMY?

17. le, B sKuUX JAepXaBax, MOYaIM CKJIQJaTUCS TPaBWI POOOTH 3 PISHUMHU
JOKyMeHTamu?

18. YoMy noHsTTS iHGOpMAILIl] € HAWBAXKIIMBIIIKUM Y TEOP1i JOKYyMEHTO3HABCTBA?

19. flka Teopist € TEOPETUYHOIO 1 METOJI0JIOTIYHOI OCHOBOKO HAYKU MPO JOKYMEHT?
20. XT0 € OCHOBOIIOJIOKHUKOM JOKYMEHTAIIHHOT HAYKU?

21. 1o po3yMmi€eThes MMija TOKYMEHTAIIEI0?

22. SIxa icTopisi BAHUKHEHHS JOKYMEHTALIIHOT HayKu?
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23. Ilo BiTHOCUTBCA IO Cy4acHOTO €Tamy PO3BUTKY JOKYMEHTO3HABCTBA B YKpaiHi?
24. SIxi MOHATTSA BKJIIOYAE JIJIOBOJICTBO 1 SIK1 B HHOTO LTI ?

25. XT0 3M1HCHIOE A1IOBOJICTBO, SIKI OpraHi3arii?

26. Y Micmsx, ae OUIBIICTh HACENECHHS CTAaHOBJIATH TPOMASHH, SKI HAJIEKATh IO
HaIllOHAJBHUX MEHIIINH, SIK BEAETHCS T1JIOBOJCTBO?

27. 11lo € HOpMAaTUBHO - TPABOBOIO 06A3010 AIOBOACTBA B YKpaiHi?

28. 11lo B cebe BKIIFOYa€ HOPMATUBHO - METOAMYHA 0a3a JIIJI0BOICTBA?

29. 1o Take MepBUHHUN TOKYMEHT, SIKE HOTO 3HAYEHHS?

30. Ik kmacudikyroThCs TOKYMEHTH, SIKI XapaKTepHI i1 OCHOBHHUX oOIepaliiii B
TOPTiBII?

31. Ha3BiTh 000B’s13KOB1 PEKBI3UTH NTEPBUHHUX JIOKYMEHTIB.

32. SIK1 OCHOBHI €Tanu JOKYMEHTO00Iry?

33. fIka cxeMa JTOKYMEHTOOOITY Ha MiAMPHUEMCTBAX ONTOBOI Ta PO3APiOHOT TOPTiBIi?
34. Illo Take moOroOBip, sIKi 10TO OCHOBHI (PyHKIIIi?

35. SIki BUaM TOTOBOPIB 3aCTOCOBYIOTHCS B TOPTiBII, JATH IM XapaKTEPUCTHKY ?

36. SIxkumu mokymMeHTamMu 0OPMIISIETHCS HAXOKEHHS Ta peati3alisi ToBapiB?

37. 5Ixi € moroBopu?

38. SIx 1 BuMoru 710 iX opopMiIeHH?

39. SIki MOHATTS OXOILTIOE CTYKOOBUH TOKYMEHT?

40. Sxuit hopmMat narnepy BUKOPUCTOBYIOTH JUIA CKa3aHHS CITy>KOOBOi JOKYMEHTAITii?
41. JIns aKuX JOKYMEHTIB BUKOPUCTOBYIOTh OJIaHKHU Ta SIK1 B HUX IOJISI B MM?

42. SIki Buam ciykKO00BHX JOKYMEHTIB ICHYIOTh Ta 1X KJIacu(ikailis 3a 03HaKaMu?
43. Illo Take PEeKBI3UTH Ta SIKHKM CTaHAAPT 3aTBEPIKYE 1X?

44. SIki cnocoOu po3TalyBaHHS PEKBI3UTIB Ta 5K BOHU OyBalOTh?

45. 1o Take 6eperu JOKYMEHTY?

46. Ski dhopmartu namnepy s GopMyIsipy-3pas3ka i 1o ie?

47. SIK1 peKBI3UTH TOKYMEHTIB BCTAHOBJIIOE HAIIIOHAIbHUNA cTanaapt (32)?

48. SIxi BUMOTH IO TEKCTY IOKyMEHTY?

49. 1o Take JOKYMEHTOO0OIr?

50. IIlo Tpeba nns 3abe3nedeHHs €PEKTUBHOI OpraHizarlii JOKYMEHTO00iry?

51. IIlo BcTaHOBIIOE MOPSAOK JOKYMEHTOOOITY Ha MiANPUEMCTBI?

52. SIki OCHOBHI ITOTOKHM JTOKYMEHTAIIii?

53. IIlo € ob6¢csr TOKyMEHTO00ITY?

54. 1o HeoOXiMHO TIpH CKJIa/laHHI rpadika JOKyMEHTOOO0ITy?

55. SIKi eTanu TEXHOJOTIYHOTO MPOIIECY OMPAIIOBAHHS Ta PyXY JOKYMEHTIB?

56. YV sxomy BUMAAKY CKJIAIal0Th aKT?

57. 3 K01 METH € TIoTIepeTHINA PO3TIIS TOKYMEHTIB?

58. SIki JOKYMEHTH He MiJUISIraloTh peecTparlii y ciyx01 ainoBoacTsa?

59. Skux BuUMOT Tpeba JOTPUMYBATHUCS TIPHU PEECTparlii JOKYMEHTIB?

60. [1{o Take peecTpaliifHuil 1HAEKC TOKyMeHTa?

61. YV yoMy cyTh mipoliecy peectpailii T0KyMEHTIB?

62. Axi € hopmu peectparlii JOKYMEHTIB?

63. Aki QyHKIIT KEPIBHUKIB MiANPUEMCTB Ta TEPMIHU PO3TISAAY JOKYMEHTIB?

64. Y sxomy BUManKy Tpeba poOUTH MOBIAOMIIEHHS CITY>KOU KOHTPOIIO?

65. ILlo BKkItOYaE KOHTPOJIb 32 BUKOHAHHAM JIOKYMEHTIB Ta Ha KOT'O BiH MOKJIAJA€THCS?



66. [1lo HeoOXimHO MEepeBIPUTH I Yac MNPUMUMaHHA BIJ BHKOHABIIB BUXITHUX
JIOKyMEHTIB?

67. SIxi 0cOOIUBOCTI €IEKTPOHHOTO JOKYMEHTOO0ITY?

68. Illo € noxymeHTairis y roresi?

69. Axi ocHOBHI opraHi3amiitHi hopMu IiITOBOICTBA?

70. SIxi OCHOBHUMH BUMOTH JIO PAIliOHAJILHO1 OpraHi3ailii JOKyMeHTOo00iry ?

71. 1o BxIIOYa€e MpaBWIIbHA OpraHizaiis Ta yJOCKOHAJIEHHS JTOKyMEHTOOOIrYy Yy
roressx?

72. Slxuii HOpPMATUBHUN JIOKYMEHT € METOI0 VYIOPSAJIKYBaHHS 1 CIPOILIEHHS
JIOKYMEHTOOOITY MPHY HaJIaHH1 TOTEJILHUX TOCTYT?

73.11lo BkiIrOYae oOQOpMIICHHS IEPBUHHOI JTOKYMEHTAIlli B TOTENsIX Ta sKI € 3
MOSICHEHHS ?

74.5lki eramd CTBOPEHHs TEXHOJOTIYHOI JOKYMEHTAIlli y TOTeIsAX TpH
00CIIyroByBaHHI rocTen?

75. Ilo € mpoaymaHa NoOJITUKA «ITOABIHHOTO OpPOHIOBAHHS Ta SIKI il mepeBaru?

76. I11o 3a HOBA CHCTEMH LIEHTPAII30BaHOTO OPOHIOBAHHS?

[/7.5xi BUMOTM 10 CTBOPEHHS BpaXEHHS MpPO TOTENb Bl CIYXOM NpuiiomMy 1
PO3MIIIICHHS TOCTEH?

78.Y domy cyTh nepeapeecTpalitia QisuibHICTh CITy>KOU PUAOMY 1 PO3MIIIEHHS?
79.Y domy pizHutls npu oOpMIICHHI IHO3EMHUX TPOMAISTH?

80. fki € mpobnemu y ciyk0 npuiiomMy 1 po3MillieHHs, OPOHIOBaHHS, OOCITYTOBYBaHHS
HOMEPIB Ta TEXHIYHIN CITyKO?

81. flka came iHdopmalis Ha eTami peecTpailii KIi€HTa MOBHHHA PO3MIIIYBATUCH Y
pelerntii y 3py4HoMY JJIsI OTJIsIy MicIii?

82. SIki MmeToIM pO3paxyHKY Y TOTEJSX BUKOPUCTOBY€ETHCA?

83. II1o € ro0BHUM OOJIIKOBUM JOKYMEHTOM €KCIUTyaTarlii HoMepHoro (Gonmy?

84. SIxi BuaM MOKyMeHTallii BAKOPUCTOBYIOTh Y PECTOPAHHOMY TOCTIOAAPCTBI?

85. SIki € OCHOBHI 3 IEPBUHHUX IOKYMEHTIB Ta SIKi iX (PyHKIII1?

86. SIki etanu rpadiky TOKyMEHTOOOITY y pECTOPaHHHX 3aKiagax?

87. I1lo motpebye crnenmdika 00TIKOBOTO MPOIECY HA MiANPHEMCTBAX PECTOPAHHOTO
013HeCy?

88. SIxka mepBUHHA JOKyMEHTAIIis 3aBXKIW MOBHHHA OYTH Y HAJIEKHOMY TMOPSAKY, AJIS
HaJaHHA ii epeBIPAIOYUM?

89. Ha sxiii mijictaBi y pectopaHax BUTOTOBIISIFOTE CTpaBu, KyJIiHapHI BUpOOH, HATIO1?
90. Axi HOpMaTUBHI JOKYMEHTH MICTATh PEIENTYPH M TEXHOJIOTTYHI IHCTPYKIIi ?

91. ki BuIM yKJIaAarOThCs 30IPHUKIB PELENTYpP CTpaB, KyJIHAPHUX 1 KOHIUTEPCHKUX
BUPOOIB y pecTopaHax?

92. Illo € TexHONOTIYHA KapTa CTPaBH Ta sAK1 11 BUIU?

93. Ha sxiit mijacTaBi HOPMATHBIB MOXYTh CTBOPIOBATHCS TEXHOJIOTTYHI KapTKU CTpaB?
94. Sxi 0coOJMBOCTI TOKYMEHTAllli MO BUTOTOBJICHHIO (DIPMOBHMX CTpaB BiJ KyXaps
pectopany?

95. fAki ocHOBHI TPOOIEMH MPU CKIIAJJTAHHI TEXHOJOTIYHUN KapT CTpaB?

96. Ilo Take KaIbKYJISLIS BApTOCTI CTPaB Ta siKa ii poJib?

97. Ha sixomy etarii CKJ1aJal0Th aCOPTUMEHTHUM MEepetiK cTpaB?



08.Ilo BMIIIae TepMiH MEHIO Ta NPEHUCKYpPaHT, SKa BOHH OGMOPMIIOIOTHCS Y
pecropaHax?

99. Sk y MeHI0 TOBHMHHI HaJaBaTucs (PipMOBi CTpaBU pECTOpaHy?

100. 3 sxoi metu Tpeba po3poOIATH KaNbKYJISIIHHI KApTH Ta 10 iX MiICTaBOIO?

101. Sxwuit mOpsIAOK CKIAAaHHS KAIbKYJISII1?

102. Sxumu nBOMa BapiaHTaAMHM MOKJIMBA KAJIBKYJSIiS MPOJAXKHOI IIHH CTPaBH
(xyniHapHOTO BUPOOY) Ta Yy 4OMY pi3HULA?

103. Skuif mopsnoK BeIEeHHS  OOJIKY  BHTpaT IMIJANPUEMIT Ha  3arajbHIN
CUCTEMI OTOJIATKYBaHHSI, Y IKOMY HOPMAaTUBHOMY JIOKYMEHTI 1I€ €7

104. Jlyist yoro opopMITIOIOTh aKTH KOHTPOJIBHOT IEPEPOOKH CUPOBUHU?

105. Sxi me icHyroTh (OpMHU TIEPBUHHHMX JOKYMEHTIB Y PECTOPAHHOMY
roCcro1apcTRi?

106. Sxi Tpu dopmu opranizaiiii poOOTH 3 TOKyMEHTaMu?

107. e 3akpiruTIOETHCS periaaMeHTallis oopanoi ¢opMu poOOTH 3 JOKyMEHTaMH?
108. SIxoro MOBOIO CTBOPIOIOTH TOKYMEHTYBaHHS ?

109. Sxuit HOpMaTUBHMIA JOKYMEHT BU3HAYAE MOHATTS «IOKYMEHT»?

110. Sxi ¢yHKIIT JOKyMEHTa B YIPaBIIHCHKIH TisSTBHOCTI?

111. ki noBuHHI OyTH PEKBI3UTH, IIOO TOKYMEHT MaB IOPUIUYHY CUTY?
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