AKAOEMUA TPYOA U MoanucaHo udposoit

COLU/]A” bHbIX nognucoto: AKALJEMUA TPYOA U
. COLMATbHbBIX OTHOLLEHWIA;

OTHOLWEHWK; OYI BO oy||:|l BO "ATUCO"

"ATUCO" [Jata: 2023.01.14 10:39:19 +05'00'

YTBEPXKJIALIO
3amectutens gupekropa Yp COU (dumman) OVII
BO «ATuCO» no YBP

&W? ““—— 0.B.3yb6KoBa

« 21y uronsa 2022 r.

PABOYAS IPOTPAMMA YUEBHOM JUCHUTIIMHBI (MOLYJIS)

JOKYMEHTAIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

CIIEHUAJIBHOCTB CPEJHEI'O TPO®ECCHUOHAJIBHOI'O
OBPA3OBAHUA

38.02.07 BankoBCcKOe 1€J10
(xox npogeccun, cnennaabHoctu CIIO)

Cneyuanucm 0AHKOECK020 0end
(HauMeHOBaHUE KBAJIUPUKAIIUN)

Kagenpa: MeHemKMenTa U ylpaBiIeHUs IIEPCOHATIOM

Pa3paGoTuuKu NporpaMmsi:
K.3.H., nouent, noueHt kadenpst MuYII E.I1. Mackaiikun

ITporpamma oOcyxieHa Ha 3acenanuu kadenpst MuVYII
npotokod Ne 9 ot «02» utons 2022 1.

3aBenyromuii kadenpoit MuVII

e —

E.B. Mackaiikuna

«02» nronsa 2022 .



Ornasiaenue

1. OBJIACTb [IPUMEHEHM S PABOYEHN ITPOTPAMMBI YUEBHOT'O ITPEJIMETA,

KYPCA, JUCLUIITIAHBL (MOIYIIS) c.oovcvvoeseveessoevesssssses st
2. LIEJIA U 3AJJAYU YUEBHOM JIUCLITITTAHDL.........vvooeeeeeee oo

3. MECTO YUYEEHOU JJUCIIUIUIVHBI B CTPYKTYPE I[TPOI'PAMMEI ITOJITOTOBKH

5.1 O6beM y4eOHON MUCIUTUTHHBI M BUIBI YICOHOM PAOOTB ...cevviervieiiiieiieeiiiesieeaieesieeeseesieeeneesenas

5.2. Temaruueckuii TUIaH U CoAepIKaHNUE YIeOHON AUCITUTUIMHBI «J[OKyMEHTAIITMOHHOE

OOCCTICUCHUE YITPABIICHIISI ...uveuvvsseessenseeseesseassesseesseasseaseasseassesbe e st ass e e b e e bt es e e e be e bt e se e e beeneane e s b e e neanes
6. YCJIOBUSA PEAJIU3AIIAU ITPOT PAMMBI YUEBHOM JUCLUATUIAHEL .............covcvveee,
6.1 TpeboBaHUs K MUHUMAJIbHOMY MAaT€PHAIbHO-TEXHUUECKOMY OOCCIIEUCHHUIO ....cvvvivreenreenreeees
6.2 THPOPMAITMOHHOE OOCCTICUCHME OOYUCHIS ... veeuveesreeseeesnreesseeasseessneaseessseaseessnesseessneansesssneennes
7. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHU S YUEBHOU JUCLIVIIJIMHEI .......

8. METOMYECKUE YKA3AHMA IS ObYHAIOIINUXCA TI0 OCBOEHUIO

TOACTIATITIFIHIBI ..o s s ee s s s e s ees e s s ees e eee s e e
9. JIUCT COTTIACOBAHMSL. ... eeeeeeeeee e s e e eeeseeess e eeee e



1.0BJIACTb IPUMEHEHMSI PABOYEIl IPOTPAMMBI YUEBHOTI'O MPEJIMETA,
KYPCA, JUCUUIIIAHBI (MOIY.JIs)

JIoKkyMEHTaIlMOHHOE ~ OOCCIICYCHHE  YIIPABJICHUS  SIBJISICTCS 4YacThi0  IPOTPAMMBI
MIOATOTOBKU CIELMAIUCTOB cpeHero 3BeHa B cooTBeTcTBUM ¢ PI'OC no cnenuansHoctu CITO
38.02.07 «baHKoBCKOE Je/10%», KBaTU(DHUKAIUS — CIICIIHAIMCT OAHKOBCKOTO Jiea.

2. IIEJIA 1 3AJTAYU YYEBHOM JJUCIIUTLIMHBI

1. Heapb 1 320294 AUCHUILIHHBI

ean:

- chopMupPOBaTh 1IEJTOCTHOE MPEACTABICHUE O TEHIACHIUAX U 3aKOHOMEPHOCTSAX Pa3BUTHUS
COBPEMEHHOTO JIOKYMEHTAIIMOHHOT'O 00ECTICUeHHsI YIIPABICHUSI OpraHu3aliei.

3agaun:

- chopMupoBaTh yMeHUS B 0(OPMIICHUH JOKYMEHTAIMH B COOTBETCTBUU C HOPMAaTUBHOM
0a30M, Hcrob3ys HHPOPMAIIMOHHBIE TEXHOJIOTUH U CPEACTBA OPTTEXHUKH;

- HCITOJIB30BaTh YHU(MUIIMPOBAHHBIE CUCTEMbI JOKYMEHTAIINH;

— OCYIIIGCTB.HHTL XpaHCHI/Ie, IIOHUCK I[OKYMGHTOB.

3. MECTO VYYEBHOH /JUCHUILUIMHBI B CTPYKTYPE ITPOI'PAMMBI
HOAI'OTOBKHU CIIEHUAJIMCTOB CPEJJHEI'O 3BEHA

YueOHas aucuuIuimHa «/JlokyMeHTannoHHOe ofecrevyeHne ynpaBieHUus»
B IporpaMMe  TIOJTOTOBKM  CICIHAIUCTOB  CPEIHEr0  3BEHAa  OTHOCUTCS K
o01enpoeCCHOHATBHBIM IUCIUILTUHAM TTPO(ECCUOHATBLHOTO IUKJIA yYEOHBIX JAUCIUILIAH
®I'OC no crermanprocT CITO 38.02.07 «baHKOBCKOE N1€710%», KBATU(PUKANUS — CICIIHATUCT
OaHKOBCKOTO JIeJa.

Jlns m3ydeHus MAHHOTO Kypca Mpearnoyiaraetcss Haiauuue 0a30BBIX MPECTaBICHUN B
obmactu  mucuummumma  OYIL03  «Okonomukay, OVYIB.10  «IIpaBo», OVYIIL.02
«Mupopmaruka.

4. TPEBOBAHMS K PE3YJIbTATAM OCBOEHUSA YYEFHOM JUCIUTIIVHBI:

Komnerennuu odyuaruerocs, popMupyemMbie B pe3yibTaTe 0CBOCHHUS JMCHUIIIHHbI
[Tponiecc n3yueHust TUCUMILIMHBI HAallpaBieH Ha (OPMHUPOBAHUE M Pa3BUTHE OCHOBHBIX

OOMIEKYIBTYPHBIX U TipodeccroHanbHbIX kKommereHiuii: OK 5; OK 10; TIK 1.1-1.6; ITIK 2.1-2.5.
OK 05. OcymiecTBiiTh YCTHYIO M MHUCbMEHHYI0 KOMMYHHUKAIMIO Ha TOCYIapCTBEHHOM

s3pike  Poccuiickoit denepannu ¢ y4eTtoM OCOOEHHOCTEH COLMAIbHOTO M KYJIBTYPHOTO

KOHTEKCTA.

3HaTh:

— OCHOBHBIE IOHATHUS JOKYMEHTALMOHHOTO 00eCIeueH sl yIIpaBIeHUs;

—  LIeJH, 337]a4¥ U IPUHIUIBI TOKYMEHTAlHOHHOTO 00eCIIeYeHus YIPaBIeHHUS.

Ymers:

— HCMOJb30BaTh YHU(MUIIUPOBAHHBIE CUCTEMBI TOKYMEHTALIUU.

OK 10. ITonp3oBaThcst mpodecCHOHANBHON JOKYMEHTAIlMe Ha TOCYJapCTBEHHOM U
I/IHOCTpaHHOM SA3bIKAX.
3HaTh:
— OCHOBHBIC ITOHATUS )IOKYMGHTaI_H/IOHHOFO 06ecnequI/Is{ ynpaBneHI/m;



— OCHOBHBIE 3aKOHOJATEIbHBIE W HOPMATHBHBIC aKTHl B OO0JACTH JOKYMEHTAI[MOHHOTO
oOecrieueHus yIpaBicHUs;

— IIeNd, 33]]a91 U TPUHITUIBI JOKYMEHTAIMOHHOTO O0ECTICUeHUs! YIIPaBJICHHUS,

— CHCTEMBbI JIOKYMEHTAIIMOHHOT'O 00ECIICYeHUS YIIPABIICHNUS,

— o0mue npaBuiIa OpraHu3auu padoThl ¢ JOKYMEHTaMHU.

YMeTh:

— WCTOJb30BaTh YHU(DUIIMPOBAHHEBIE CUCTEMBI JOKYMECHTAIIUU.

IIK 1.1. OcymecTBIATh pac4eTHO-KacCOBOE 00CITY)KUBaHNUE KIIMEHTOB

3HaTh:

— OCHOBHBIE 3aKOHOJATelIbHbIe M HOpPMAaTHBHBIE aKThl B OOJACTH JAOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBIeHUS;

— TpeOOBaHUS K COCTABJICHUIO U O(OPMIICHUIO PA3TUYHBIX BUIOB JIOKYMEHTOB.

Ymersn:

— odopmiATh [OKYMEHTAlMIO B COOTBETCTBUM C HOPMATUBHON 0a30il, HCIONb3yA
nH(OPMAaLIMOHHBIE TEXHOJIIOTUU U CPEACTBA OPTTEXHUKH;

— HCIIOJB30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B SJIEKTPOHHOM JIOKYMEHTOO00POTE.

IIK 1.2. OcyuiecTBasATh O€3HAIMYHBIE MJIATEXKH C MCIIOJIB30BAaHUEM Pa3IMuYHBIX (HOpM

pacyeToB B HAIJMOHAJIIBHOM U MHOCTPAHHOMU BaJIIOTE.

3HaTh:

— OCHOBHBIE 3aKOHOJATENbHBICE M HOPMATHUBHBIE aKThl B 00JAaCTH JIOKYMEHTAIIHOHHOTO
o0ecrieYeHus yIpaBlIeHHS,

— TpeOoBaHUA K COCTaBJICHUIO U 0(OPMIICHHUIO Pa3IMYHbIX BUJOB JOKYMEHTOB;

— o0mue npaBuiia OpraHu3auu padoThl ¢ JOKYMEHTaMHU;

— COBpeMeHHble HMH(OPMAIMOHHBIE TEXHOJOTUU CO3JaHMsI JOKYMEHTOB M aBTOMATHU3allUH
JIOKYMEHTOO00pOTa;

— OpraHM3anuio padoThl € HIEKTPOHHBIMHU JOKYMEHTAMHU.

Ymers:

— ojopmiATh JOKYMEHTAllMI0 B COOTBETCTBUM C HOPMAaTUBHON 0a30if, HUCHOIB3Ys
MH(OPMaLIMOHHBIE TEXHOJIOTUN U CPEACTBA OPTTEXHUKH;

— HCIOJIB30BaTh YHU(DUIIUPOBAHHbBIE CUCTEMBI JOKYMEHTALIMH.

MK 1.3. OcymecTBisaTh pacyeTHOE OOCTY)KUBAHHUE CYETOB OFOKETOB PA3IMUHBIX

YPOBHEH.

3HaTh:

— OCHOBHBIE 3aKOHOJATENbHbIE M HOpPMATHBHBIE aKThl B OOJACTH JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBIeHUS;

— TpebOoBaHMS K COCTABJICHUIO U O(OPMIICHHUIO PA3TMYHBIX BUJOB IOKYMEHTOB;

— oOmIue mpaBuiIa OpraHu3aIui padoThl ¢ JOKYMEHTaMHU;

— COBpeMeHHbIe HMH(OPMAIMOHHBIE TEXHOJOTHU CO3JaHMs JAOKYMEHTOB M aBTOMATHU3AINH
JOKYMEHTO0000pOTa;

— OpraHu3aIuio padoThI C EKTPOHHBIMHU TOKYMEHTAMH.

Ymern:

— odopmIATh TOKYMEHTAllMI0 B COOTBETCTBUM C HOPMATUBHON 0a30il, HCHONB3yA
nH(OPMAIIMOHHBIE TEXHOJIOTUU U CPEACTBA OPTTEXHUKH;

— HCIOJNB30BaTh YHU(MUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIAH.

IIK 1.4. OcymecTBisTh MeKOAHKOBCKHE PACUCTHI.



3HaTth:

— OCHOBHBIC 3aKOHOJATEJbHbIC W HOPMATHUBHBIC AaKThl B OO0JIACTU JIOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBiIeHHUS;

— TpeOOBaHUS K COCTABIICHUIO i O(OPMIICHHUIO Pa3IMYHBIX BUIOB JOKYMEHTOB;

— o0mue npaBuiia OpraHu3anuy padoThI C TIOKYMEHTAMU;

— COBpEeMEHHbIE MH(OPMAIMOHHBIC TEXHOJIOTUU CO3JIaHUS JOKYMEHTOB M aBTOMATH3allUU
JOKYMEHT0000pOTa;

— OpraHu3anuo padoThl C IEKTPOHHBIMHU JOKYMEHTAMHU.

Ymers:

— oQopMIIATh JOKYMEHTAllMI0O B COOTBETCTBUM C HOPMATHBHOW 0a30if, UCHONIb3Ys
MH(GOPMAIIMOHHBIC TEXHOJOTHH U CPEACTBA OPTTEXHUKH;

— HCIOJB30BaTh YHU(DUIIUPOBAHHBIE CUCTEMbI JOKYMEHTAIINH.

IIK 1.5. OcymecTBiasTh MEXIyHApOJHBIE pPACUYEThl MO 3KCHOPTHO- HMIIOPTHBIM

ornepanusam

3HaTh:

— OCHOBHBIE 3aKOHOJATeJbHbIE M HOPMATUBHBbIE aKThl B 00JACTH JIOKYMEHTAllMOHHOI'O
o0ecredyeHus yrpaBaeHMs;

— TpeOOBaHUS K COCTABICHUIO 1 O(OPMIICHHUIO Pa3IMYHBIX BUIOB JOKYMEHTOB;

— o0muue npaBwiia OpraHu3anuy padoThI C TOKYMEHTAMU;

— COBpeMEHHble HMH(OPMALOHHBIE TEXHOJOTUU CO3JaHMsI JOKYMEHTOB M aBTOMATHU3alUU
JOKYMEHTO000pOTa;

— OpraHu3aluio padoThl C AEKTPOHHBIMU JOKYMEHTAMH.

Ymers:

— o0¢opMIIATh JOKYMEHTAI[MI0 B COOTBETCTBMM C HOPMAaTUBHOW 0a30d, UCHONIb3YS
MH(pOPMAaIMOHHbIE TEXHOJOTHH U CPEICTBA OPITEXHUKHY;

— HCHOJb30BaTh YHU(ULIMPOBAHHBIE CUCTEMBI JOKYMEHTALIUH.

IIK 1.6. OGcnyxuBaTh pacueTHbIC OIMEpallH C HCIOJB30BAHUEM PA3IUYHBIX BHUIOB

IJIaTCIKHBIX KapT.

3Harth:

— OCHOBHBIC 3aKOHOJATCJIbHBIC W HOPMATUBHBIC AaKTbl B oOiactu JOKYMCHTAlTHOHHOT'O
oOecrieueHus yrnpaBIeHUS;

— TpeOOBaHHUS K COCTaBICHUIO U O(OPMIICHHIO Pa3IMYHbIX BUIOB JOKYMEHTOB;

— oOmue mpaBuiia OpraHu3aIui padoThl ¢ JOKYMEHTaMHU;

— COBPEMCHHELIC I/IH(l)OpMaIII/IOHHI)Ie TCXHOJIOTHUHU CO3JaHUSA AOOKYMCHTOB W aBTOMATH3allUA
JIOKYMEHTOO0O0pOTa;

— OpraHu3aIuio padOTHI C ANEKTPOHHBIMU JOKYMEHTAMH.

Ymers:

— 0GOopMIIATh JOKYMEHTAIIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30if, HCHOIB3YA
I/IHCbOpMaI_[I/IOHHBIe TEXHOJIOTHUHU U CPEACTBA OPTTCXHUKU,

— HCTOJb30BaTh YHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH.

IIK 2.1. OnienuBaTh KPeAUTOCIIOCOOHOCTH KITMEHTOB.
3HaTth:
— OCHOBHBIE 3aKOHOJATEIbHBIE M HOPMATHBHBIE aKThl B O0JacCTH JOKYMEHTAI[HOHHOTO
o0ecrieueHus yrnpaBIeHUS;
— TpebOoBaHUS K COCTABJICHUIO U O(OPMIICHHUIO PA3IMYHBIX BUJOB IOKYMEHTOB;
— 00mue npaBuiia OpraHU3aIMK padOTHl C JOKYMEHTAMH;



— COBpeMeHHbIe WH(OpPMAIMOHHBIC TEXHOJOTUU CO3JaHHUS JOKYMEHTOB W aBTOMATH3aIUH
JIOKYMEHTOO0O0pOTa;

— OpraHm3anuio padoThl € AIEKTPOHHBIMHU JOKYMEHTAMHU.

YMmeThb:

— 0hOpMIIATh JOKYMEHTAIIMI0O B COOTBETCTBUM C HOPMAaTHUBHOW 0a30i, HCHOIB3YS
MH(pOpPMaIMOHHBIC TEXHOJIOTHH M CPEJICTBA OPITEXHUKU;

— HCIIOJIb30BaThb yHI/I(i)I/ILII/IpOBaHHbIe CUCTCMBbI I[OKyMeHTaI_[I/II/I.

MK 2.2. OcymuiecTBasTh U 0OPOPMIISATH BBIIAYY KPEIUTOB.

3HaTh:

— OCHOBHBIE 3aKOHOJATENbHBIE M HOPMATHUBHBIC aKThl B 00JAaCTH JIOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBiIeHHUs;

— TpeOOBaHUS K COCTABICHHUIO U O(OPMIICHUIO PA3INYHBIX BUJOB JOKYMEHTOB;

— oOrmue npaBuiIa OpraHu3ay padoThl C JOKYMEHTaMH;

— COBpEeMeHHbIe HWH(OPMAIIOHHBIE TEXHOJOIMU CO3IaHUS JOKYMEHTOB W aBTOMATH3aIMH
JIOKYMEHTO000pOTa;

— OpraHmu3anuio padoThl C IEKTPOHHBIMHI JOKYMEHTAMHU.

YMmern:

— oQopMIATH JOKYMEHTAllMI0O B COOTBETCTBMM C HOPMAaTHBHOW 0a30M, HCHONB3Ys
MH(POPMAIIMOHHBIE TEXHOJIOTHH U CPEACTBA OPTTEXHUKH;

— HCIONB30BaTh YHU(UITUPOBAHHBIE CUCTEMBI JOKYMEHTALINH.

MK 2.3. OcyuiecTBIsSTh COMPOBOXKICHUE BBIIAHHBIX KPEAUTOB.

3HaTh:

— OCHOBHBIC 3aKOHOJATCJIbHBIC W HOPMATHBHBIC AaKTbl B o0acTu JOKYMCHTAITUOHHOT'O
oOecrieueHus yrnpaBIeHUS;

— TpeOOBaHHUS K COCTABIEHUIO U O(OPMIICHHIO Pa3IMYHbIX BUIOB JOKYMEHTOB;

— o0uue npaBuiia OpraHu3aluy padoThl C TOKYMEHTAMU;

— COBpEMEHHble MH(OPMALMOHHBIE TEXHOJOTUU CO3JaHUS JOKYMEHTOB M aBTOMATU3aLUU
JTOKYMEHTO0000pOTa;

— OpraHu3aluio padoThl C ANEKTPOHHBIMU JOKYMEHTaMH.

Ymersn:

— o¢opMIIATh JOKYMEHTAIMIl0 B COOTBETCTBUM C HOPMAaTHUBHOM 0a30H, HCHONB3YS
I/IH(l)OpMaIII/IOHHI)IG TCXHOJIOTHUHU U CPCACTBA OPTTCXHUKU,

—  OCYIIECTBJIATH XpaHEHHE, IOUCK IOKYMEHTOB;

—  HCIMOJIb30BaTh TEIEKOMMYHHMKAIIOHHBIE TEXHOJIOTUHU B 3JIEKTPOHHOM JJOKYMEHTO00OPOTE.

MK 2.4. [IpoBOUTH ONepaIiii Ha PhIHKE MEKOAHKOBCKHUX KPEIUTOB.

3HaTh:

— OCHOBHBIE 3aKOHOJATeNIbHbIe M HOpPMAaTHBHBIE aKThl B O0OJACTH JAOKYMEHTAIlHOHHOTO
oOecrnieueHus yrpaBIeHUS;

— TpeOOBaHHUs K COCTaBICHUIO U O(OPMIICHHIO Pa3IMYHbIX BUIOB JOKYMEHTOB;

— o0uue npaBuiia OpraHu3aluy padoThl C TOKYMEHTAMU;

— COBpEeMEHHblE MH(POPMALMOHHBIE TEXHOJOTUU CO3JAaHHUS JOKYMEHTOB M aBTOMATU3ALUU
JIOKYMEHTO00O0pOTa;

— OpraHM3anuio padoThl € HIEKTPOHHBIMHU JOKYMEHTAMHU.

Ymern:

— odopmiATh JTOKYyMEHTALlMIO B COOTBETCTBUM C HOPMAaTUBHON 0a30il, HCHONb3yd
MH(GOPMAaLMOHHbBIE TEXHOJIOTUH U CPEACTBA OPITEXHUKU;



— OCYHICCTBJIATH XpPaHCHUEC, ITIOMCK JOKYMCHTOB;
— HCIIOJB30BaTh TCJICKOMMYHUKAIIMOHHBIC TEXHOJIOIMH B 3JICKTPOHHOM ,I[OKYMGHTOO60pOTe.

IIK 2.5. ®opmupoBaTh U peryaupoBaTh pe3epBbl Ha BO3MOKHbIE TOTEPH MO KPEAUTAM.

3HaTh:

— OCHOBHBIE 3aKOHOJATEeNbHbIE M HOPMATHUBHBIC aKThl B 00JAaCTH JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBiIeHHUs;

— TpeOOoBaHUA K COCTaBICHUIO U O(OPMIICHHIO Pa3IMYHbIX BUIOB JOKYMEHTOB;

— o0uue npaBuiia OpraHu3anuy padoThI C TOKYMEHTAMU;

— COBpEeMEHHbIE MH(OPMALMOHHBIE TEXHOJOTUH CO3JIAHHS JOKYMEHTOB M aBTOMAaTHU3allUU
JOKYMEHT0000pOTa;

— OpraHM3anuio padoThl € JIEKTPOHHBIMHU JOKYMEHTAMHU.

YMmern:

— opopMIIATh JOKYMEHTAIlMI0O B COOTBETCTBMM C HOPMAaTHBHOW 0a30H, MCIONB3YS
MH(POPMAIMOHHBIE TEXHOJIOTHH U CPEACTBA OPTTEXHUKU;

— OCYILECTBJIATh XpPaHEHHE, IOUCK IOKYMEHTOB;

—  HCIMOJIb30BaTh TEJIEKOMMYHHMKAIIMOHHBIE TEXHOJIOTUHU B 3JIEKTPOHHOM JJOKYMEHTO00OpOTE.

Taxkum o0pa3zom, B pe3y/ibTaTe 0CBOCHUS TMCHMILINHBI 00y4Yal0IIMIACH 10JIZKEeH:
Ymern:
Y1 — odopmisaTh TOKYMEHTAIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30i, HCIIONB3YS
nH(OPMAaLIMOHHBIE TEXHOJIIOTUU U CPEACTBA OPTTEXHUKHU;
VY2 — ucrnonib30BaTh YHU(PDUIIMPOBAHHBIE CHCTEMBI JIOKYMCHTAIINN;
V3 — ocymiecTBIATh XpaHEHUE, TOUCK JOKYMEHTOB;
VY4 — ucnonb30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTHUHU B JIEKTPOHHOM JIOKYMEHTOO0O0pOTE.
3HaTh:
31 — OCHOBHBIE MMOHATHS TIOKYMEHTAIMOHHOTO 00eCTeYeHUs YIIPaBICHUS;

— 1eNH, 33]]Ja4M U IPUHIIUIIBI TOKYMEHTAIMOHHOTO 00eCTIeUeHUs YIIPaBICHUS;

— CHUCTEMBI JJOKYMEHTAI[MOHHOTO 00ECIICYeHUS YITPABICHUS;

— 001IKe paBuUiia OpraHU3aIy padoThl C JOKYMEHTAMH;
32 — OCHOBHBIE 3aKOHOJATENIbHBIE U HOPMATHUBHBIE aKThl B O0OJACTH JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpaBIeHUS;
33 — TpeboBaHMsI K COCTaBICHUIO U O(OPMIIEHUIO PA3IUYHBIX BUJIOB IOKYMEHTOB;

— o01ue mpaBuia OpraHu3anuu paboThl C TOKYMEHTAMU;
34 — coBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHH CO3JaHHs JOKYMEHTOB M aBTOMATH3aIHH
JIOKYMEHTO000pOTa,;

— BUJABl OPITEXHUKH U CIOCOOBI €€ HCIONBh30BaHUS B JIOKYMEHTAIIMOHHOM OOECTIeUeHUU
YIPABICHHUS.



5. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

5.1. O6beM y4eOHOI IMCHUIIMHBI M BH/IbI Y4eOHOH padoThI

Oobvem uacos

Bup yuedHoii padoTbl 6ceco
Oun. 1.10/2.10

MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 65
O6s13aTesibHAsI ayUTOPHAsI ydeOHAasi HATpy3Ka (Bcero) 32
B ToM uucne:

TEOPETUIECKOe 00ydeHne 32
MIPAKTUYECKHE 3aHATHS 32
CamocTtosiTeibHas padora o0yuyarouerocs (Bcero) 1

B ToM uncie:

pabora 1o Temam

oATrOTOBKA AOKJIAaJ0B 110 TEMaM

HTorosnie arrecranuu JAPK

1/3 cemecTp
JI®K

Oovem uacos

Bup yueoHoii padoThl 6ceco
3aou. 2.10/ 3.10
MakcumasnbHas yueOHasi Harpy3ka (Bcero) 65
O0s3aTesIbHAsI AYIUTOPHAs YUeOHasi Harpy3Ka (Bcero) 12
B ToM uucne:
TEOpeTU4ecKoe o0ydyeHne 6
NPAaKTUYECKUE 3aHATHS 6
CamocrosiTesibHas paboTa o0yuyaruierocs (Bcero) 53
B Tom unce:
pabora 1o Temam
MOJrOTOBKA JOKJIAJIOB 110 TEMaM
HTOorosnle aTTecTanuu JADK
2/3 kypce

NOK




5.2. TeMaTH4eCKHi IJIaH H CoacpiKaHue y‘leﬁHOﬁ JUCHHUILIMHBI « JIOKVMEHTAIIMOHHOE odecneyeHue YIIPDaBJCHUA»

Oo0bem
4acoB Yposen
Conep:kanue y4eOHOro MaTepuasia, IpakTU4YecKue 3aHATHS, CAMOCTOsSITeJIbHAsI padoTa Oun. b
HaumeHoBaHue pa3aesioB U TeM
o0yuyamuxcsi 1.10, 2.10/ | ocBoenun
3aou. |
2.10, 3.10
1 2 3 4
Tema 1 2
OcHOBHBIE IOHATHUS
AeJIONPOU3BOJACTBA
Conep:xanue yueOHOro MaTepuaJia
3aHATHS TeKIIMOHHOTO THUIIA 4/2
1. lenonpou3BOACTBO KaK COCTaBHAs YacCTh YIPABJICHUS MIEPCOHATIOM B opraHu3anuu. OCHOBHBIE
TUIIOBBIE JOKYMEHTUPYEMBIE ONEpalluy B MPOIIECCE YIPABIECHUS IEPCOHATIOM.
1.1 Ipornece ynpapiieHus u posib | 2. MecTo U poJib JOKYMEHTOB B yrpaBiieHHH. O011e 1 OCHOBHbIE TpeOOBaHUS U MpaBUiia
JIOKYMEHTHUPOBAHUS odopmIIeHHs TOKYMEHTOB.
yIpaBIeHUYECKON AESITETbHOCTH. 3. HopMaTuBHbIe MaTepHalbl M0 JOKYMEHTHPOBAHHIO YIIPABICHYECKON 1eATEIbHOCTH U
Bubl TOKyMEHTOB U BIX OpraHu3aiuu padboThl ¢ JOKYMEHTaMH.
KIaccupUKaIus 4. Bunibl ynpaBieH4ecKUX JOKYMEHTOB M UX KiaccuUKaIms
IpakTuyeckne 3ansaTusa (OK 5, OK 10), (TIK 1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, TIK 1.6), 0/0
(TK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)
Jloxnanpl, coobmieHus (YCTHO)
CamocrosiTesibHast padoTa CTyJeHTOB 0/5
[IpopaboTka KOHCIIEKTOB JIEKLUH, Y4eOHOM TUTEpaTypHl.
Conep:kanue y4eOHOIro MaTepuaa
1.2 Vauduxauus u 3aHATHS JTeKIIMOHHOT0 THUIA 4/2

CTaHIapTH3AIHSI
yIpaBIECHYECKUX JOKYMEHTOB.

1. [TonsTus crangaptuzauuu U yHupukanuu. OCHOBHbBIE MPUHIUIIBI IPU MPOBEACHUN YHUPUKAITUU
Y CTaHJApTU3aLUU YIIPABIEHYECKUX JOKYMEHTOB.
2. YHuduumpoBaHHbIe cUCTEeMbl JokyMeHTauu. OCHOBHBIE MpaBuiia 0(OpMIICHHS TOKYMEHTOB.




dopmysp-odpaszew.
3. PexBU3UTHI yIIpaBIE€HUYECKUX JOKYMEHTOB U IIPaBUJIA UX OOPMIICHHUS.
4. bnanku u ¢popmatsl TOKyMeHTOB. [Ipuianne TOKyMeHTaM I0pUINYECKON CHITBI.

IpakTnueckue 3ansaTusa (OK 5, OK 10), (IIK 1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, [IK 1.6), 4/0,5
(1K 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)
3ananue 2. YHUUKALUA U CTaHIAPTU3ALMS YIIPABICHYECKUX JOKYMEHTOB. bBllaHKU M PEeKBU3UTHI
JIOKYMEHTOB.
CamocrosiTesibHasA padoTa CTYAEeHTOB 0/5
1.IIpopaboTka KOHCIEKTOB JIEKIIMH, yueOHOM JIUTEpaTypBhI.
2.IloaroToBka JI0KJIa/10B O TEMam
Conep:xanue yueOHOro MaTepuaJa
3aHATHSA JTeKIIMOHHOTO TUIIA. 0/0
;113 pf;jf;igg; PNICHIA Tpaxriueckue sansirus (OK 5, OK 10). (IIK 1.1, TIK 1.2, TIK 1.3, TIK 1.4, [IK 1.5, TIK 1.6), 210
(OpTaHW3AIIHOHHO- (MK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5) }
PACTIOPAIUTENbHEIX) TOKYMEHTOR 3amanme 1. Ilpomecc ympaBieHHss W pOJb JAOKYMEHTHPOBAHUS YIPABICHUECKOW JESITEIHHOCTH.
TecroBoe 3azanue
CamocrosiTesibHas padoTa CTY/JAeHTOB 0/4
1.ITpopaboTka KOHCIIEKTOB JIEKIH, yueOHON TUTEPaTypHI.
2.IToAroToBKa MOKJIAZAOB IO TEMaM
Tema 2 2
JdoxymeHTHpOBaHUE
OpraHu3annuoOHHO-
pacnopsiiuTebHOM
AeATeTbHOCTH
Conep:kanue y4e0OHOIro MaTepuaa
3aHATHS JTeKIIMOHHOTO THIIA
4/0

2.1. OpranuzaimoHHO-TIpaBOBas
JAOKYMCHTAaI U

1. IIpaBuna BHyTpeHHETO Tpya0BOTO pacnopsaka ([lonoxxenue o mepconane).
2. Ycrag. [lonoxeHue 06 opraHu3anuu. Y4peauTenbHbINA JOTOBOP.

3. CTtpykTypa U mTaTHasg YdcieHHoCTh. [llTaTHOe pacnucanue.

4. TlonoxxeHue 0 CTPYKTYPHOM MOJIpa3/ICICHUU.

5. J10J>KHOCTHBIE MHCTPYKIIHMH.
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IIpakTuyeckne 3ansaTusa (OK 5, OK 10)

3amanue 3. CocraBieHnue u opopMIIeHHE OpraHU3allMOHHO-TIPaBOBOM JoKyMeHTanuu. Pabora ¢
HOPMAaTUBHBIMU JOKYMEHTaMHU:

OCYILIECTBIICHHE PACUETHO-KACCOBOTO OOCITYKUBAHUS KIIUEHTOB;

OCYIIECTBIICHUE OE3HATMYHBIX IJIATEKEH C HCIIOIB30BAHUEM PA3IMYHbIX (DOPM PacyeToOB B
HAIIMOHAJIbHON M MHOCTPAHHOMW BAJIIOTE;

OCYIIIECTBIICHUE PACUCTHOTO OOCITY’)KHBAHHSI CUCTOB OFOJ[)KETOB PA3IMUHBIX YPOBHEH;
OCYILIECTBICHIE MEKOAHKOBCKUX PAaCUeTOB,;

OCYIIECTBIICHUE MEXIYHAPOAHBIX PACUETHI MO SKCIIOPTHO- UMIIOPTHBIM OIEpaIUsiM;
o0CITy’KMBaHHE PACUETHBIX OMEpaIlii C UCTIONIb30BAHUEM PA3IMUHBIX BUIOB IJIATEKHBIX KapT.
(IIK 1.1, [IK 1.2, TIK 1.3, TIK 1.4, [IK 1.5, TIK 1.6)

OrneHka KpeAUTOCIOCOOHOCTH KIIMEHTOB.

OcymectBiienrne U opopMIICHUE BBIJIAYH KPETUTOB.

Ocy1iecTBiI€HHE COMPOBOXK/ICHUSI BBIITAHHBIX KPEIUTOB.

[TpoBenenue onepanuii Ha peIHKE MEKOAHKOBCKUX KPEIUTOB

®opMHUpOBaHUE U PETYIUPOBAHUE PE3EPBOB HA BO3MOXKHbBIE TOTEPU 110 KPEAUTAM.

(MK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)

4/0

CamocrosiTesibHast padoTa CTYJICHTOB
1.IIpopaboTKa KOHCIEKTOB JIEKIIMH, y4eOHOMN JIUTEpaTypBhI.
2.PaboTa ¢ HOpMATUBHBIMU TOKYMEHTaMH.

0,5/4

2.2 PacriopsiauTeNbHbIE
JIOKYMEHTBI

Conep:xaHue yueOHOro MaTepuaJia

3aHATHA JTeKIMOHHOIO THIIA

1. PacniopsiiuTenbHble TOKYMEHTHI, IEHCTBYIOIINE Ha ()eiepalibHOM YPOBHE, YpOBHE CyObeKTOB PD,
Kpasi, 001acTH, TOPOJIOB PECITyOINKAHCKOTO 3HAUEHHsI, aBTOHOMHBIX 00J1acTel U KpyroB.

2. O6mmue mpaBmiia cocTaBIeHUs U 0QOPMIIEHUS! OPTaHU3alMOHHO-PACTIOPSIIUTENBHBIX IOKYMEHTOB
YUPEXKACHUH, IPEIIPUATUN, OpraHU3ALIHMN.

3. Ilpukas.

4. PacniopsixeHue.

2/0

IpakTuyeckue 3anatus (OK 5, OK 10), (TIK 1.1, ITK 1.2, TTK 1.3, TIK 1.4, IIK 1.5, TIK 1.6),

(IK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)

Ompoc. [Hoxmaaer mo Tteme. 3amanme 4. CocraBieHue uW O0QOPMIICHHE PaCIOPSAUTEIBHBIX
JOKYMEHTOB, PETJaMEHTHPYIOIIUX paboTy C TEpPCOHATIOM  YUYPEeKICHHUH, OpraHu3aIuii,
NPEINPUSITHH.

4/0,5
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CamocrosiTesibHasi paboTa CTYIeHTOB
[IpopaboTKka KOHCIIEKTOB JIEKIUH, Y4eOHOM TUTEpaTypHl.
PaboTa ¢ HOpMATUBHBIMU JTOKYMEHTaMH

0/4

Tema 3. UndopmanuonHo-
CIPaBOYHbIE JOKYMEHTBI

3.1 CoctaB nH(pOpMaIMOHHO-
CTIPAaBOYHBIX JOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJa

3aHATHS JeKIMOHHOIO THIIA

1. JlokyMeHTHpOBaHUE ACATEIHHOCTH KOJUIETHAIBHBIX OPraHOB, 0OPMIICHHE TPOTOKOJIOB.
2. AKT

3. JloxmagHast 3anucka, 0ObsICHUTEIbHAS 3aITUCKa

4. CnpaBka

5. CoBpemenHoe nenoBoe nicbMO. COCTaBICHHE TEKCTOB CITYKEOHBIX JOKYMEHTOB

2/0

IIpakTnuyeckue 3anaTus (OK 5, OK 10), (IIK 1.1, [IK 1.2, [TIK 1.3, [IK 1.4, [IK 1.5, [IK 1.6),

(MK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)

3ananue 5. MHPpOpMaLMOHHO-CIIPABOYHBIE JOKYMEHTHI.

BrmosHeHNe TECTOBBIX 3aIaHUH .

CocTaBUTh 1 OPOPMUTH JOKJIAJHBIE 3aIIMCKH, HEOOXOAUMBIE B YIPABICHUECKUX CHTYyallUsX.
(TIpOTOKON 3acemaHus, aKT, JNOKJAJHAas 3alHcKa, MPEUIOKEHUE, CIy)KeOHas W OOBICHUTEIHHBIE
BallMCKH, CIIPAaBKa U T.I1.).

2/1

CamocrosiTesibHas paboTa CTYJ1eHTOB
1.ITpopaboTka KOHCMEKTOB JICKIH, yueOHON TUTEPATYPHI.
2 IToaroroBka JOKIAI0B 10 TEMAM.

0/4

Tema 4
Od¢opmiieHHe T0KYMEHTOB 10
TPYAOBBIM PABOOTHOIIEHUAM

4.1 Knaccuduxanus JOKyMEHTOB
IO JINYHOMY COCTaBY

Conep:xaHue yueOHOr0 MaTepuaja

3aHATHSA JTEeKIIHOHHOI0 THIIA
1. JlokymMeHTHpOBaHUE TPYAOBBIX MpaBoOTHOUIEHHH. COCTaB JOKYMEHTOB IO JINYHOMY COCTaBY

(xagpam).

2. IlpaBuna moaroroBku u 0GOPMIICHHS] TPUKA30B IO JIMYHOMY COCTaBy. [pyIOBOW JOTOBOP

2/0
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(KOHTpAKT).

3. TpynoBble kHIKKU. DOpMUPOBaHNE U XpAaHEHHUE JTMYHBIX J1€J1 pAOOTHUKOB.

4. Tlopsmok y4deTta W PacCMOTPEHHS TMPEAJIOKEHUH, 3asBICHUA U IKajlo0 TpaxkaH.
Jlenonpon3BoACTBO O 0OpalIeHUsIM Ipax/IaH.

Ipakruyeckne 3ansatusa (OK 5, OK 10), (TIK 1.1, 1K 1.2, TTK 1.3, TIK 1.4, [IK 1.5, TIK 1.6),
(MK 2.1, TIK 2.2, TIK 2.3, T1K 2.4, TIK 2.5)

3amanue 6. Cucrema TOKyMEHTAIIUU 10 JIMYHOMY COCTaBy. Jlenonpon3BOACTBO MO MUCHbMEHHBIM U
YCTHBIM OOpaleHusiM rpaxaad. Tect

0/0

CamocrosiTesibHast paboTa CTYIEHTOB
1.IIpopaboTka KOHCIIEKTOB JIEKIMH, y4eOHOM IUTEPATYpHI.
2.IloaroToBka J10KJ1a/10B IO TEMam

0/4

4.2 OdopmieHre TOKyMEHTOB,
UCTIOJIb3YEMBIX TIPU TIPHEME Ha
paborty.

Coaep:xanue y4eOHOIro MaTepHuaJia

3aHATHSA JeKIMOHHOTO THIIA

1. IlpaBuia noAroTOBKM U 0(hOpMIIEHUS MPUKA30B 110 IMYHOMY cOCTaBy. Tpya0Boil 1oroBop
(KOHTpAKT).

2. Tpynoble KHIKKH. DOpMUpOBaHHE U XpaHEHUE JIMUHBIX JIe]l pAOOTHUKOB.

1/0

IpakTnueckue 3ansaTusa (OK 5, OK 10), (IIK 1.1, TIK 1.2, [IK 1.3, T1K 1.4, TIK 1.5, [IK 1.6),
(MK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)
Pabora ¢ tokymeHTamu (IpHKa3bl, TPYAOBOU JOTOBOP)

2/0

CamocrosiTesibHasi paboTa CTYJ1eHTOB
1.ITpopaboTka KOHCMEKTOB JICKIH, yueOHON TUTEPATYPHI.
2 IToaroroBka JOKIAI0B 10 TEME.

0/2

4.3 OdopmieHue npukasza
( pacmiopsikeHus) O IepeBoJie
paboTHHKa Ha IPYTyIO paboTy.

Copep:xaHue yueOHOr0o MaTepuasa

3anarus JICKIIUOHHOI'0O THUIIA.

0/0

IpakTnyeckue 3ansaTusa (OK 5, OK 10), (IIK 1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, [IK 1.6),
(MK 2.1, TIK 2.2, TIK 2.3, T1K 2.4, TIK 2.5)

WNuTepakTuBHasS popMa MPOBEACHUS 3aHITHS — BBIMOTHCHUE TPAKTHYECKUX 3a1annii. Pabora ¢
JIOKYMEHTaMU (pacropsiKeHUs)

4/1
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CamocrosiTe/ibHAasi paboTa CTYJI€eHTOB
[IpopaboTKa KOHCIIEKTOB JICKITUH, Y4EOHOU JTUTEPATYPHI.

0/4

Conep:kanue y4eOHOIro MaTepuaa

2/0
3aHATHS JEKIMOHHOTO THTIA
4.4 Odpopmnenue npikasa Odopmitenne npukasa (pactopsHKeHHUs) 0 IPEKPALICHUH JCUCTBHS TPYJIOBOTO JOT0BOpa
(pacmiopspKeHHsT) O IpeKpaIleHUH YBOJILHCHUH PAOOTHHKA
IeiCTRAA TPYIOBOTO IOTOBOpa IpakTuyeckne 3ansatusa (OK 5, OK 10). (TIK 1.1, IIK 1.2, TTK 1.3, TIK 1.4, [1IK 1.5, TIK 1.6), 4/0,5
(IK 2.1, TIK 2.2, TIK 2.3, TIK 2.4, TIK 2.5)
YBOJIBHEHUH paOOTHHUKA .
WuTepakTuBHas GopMa MPOBEACHUS 3aHSATHS — BBIMOJHEHUE NMPAKTHUECKUX 3aJaHHid (COCTaBHUTH
NpHKa3bl: 00 YBOJBHEHWHU IEPEBOJOM B APYTyH OpPraHU3aluio; O(QOPMHUTH 3allUCh B TPYIOBOMH
KHWKKE U Jp.).
CamocrosiTesibHast padoTa CTYJAeHTOB 0/4
[IpopaboTka KOHCIIEKTOB JIEKINUH, y4eOHOM IUTEpaTypBhI.
Tema §
Texnonorus padorsl ¢ 2
AOKYMEHTaMHU
Coaep:xanue yueOHOro MaTepuasa
3aHATHSA JEeKIMOHHOTO THIIA 4/0
1. OcHOBHBIE MpaBUIIa OPTaHU3AMH JOKYMEHT0000poTa. Cxema opranuzaiu padboTsl C
JOKYMEHTaMH B OpTaHU3aIlNH.
2. [Topsimok 06pabOTKM BXOASIIMX M UCXOMSAIINX JOKyMeHTOB. [IpaBuia peructpanuu u
WH/ICKCHUPOBAHUS IOKYMEHTOB.
5.1 CocTapnenne HOMEHKIATYPHL | 3 KoHTpOIIb HCIIONHEHMS JOKYMEHTOB. PaGoTa HCIIONTHATENEH ¢ JOKyMeHTaMH.
AcT 4. CocraBiieHHE HOMEHKIATYPHI fe). DopMupoBanue U 0hOpMIIEHHE e,
IpakTnuyeckue 3ansaTusa (OK 5, OK 10). (IIK 1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, TIK 1.6), 4/0
(MK 2.1, TIK 2.2, TIK 2.3, T1K 2.4, TIK 2.5)
3ananue 7. TexHoI0ruM AeI0NPOU3BOACTBA.
CamocrosiTesibHasi paboTa CTYJ1eHTOB 0/5

1.IIpopaboTka KOHCIIEKTOB JIEKIHi, y4eOHOM JIUTEPATYPHI.
2.IloaroroBka JOKJIad0B IO TEMaM
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Conep:xanue yueOHOro MaTepuaJia

3aHATHSA JIEKIIHOHHOT0 THIIA 2/0
5.2. DopMHpOBaHHE 1 ®opmupoBanue u odopMieHHE el B TEKyLleM JAelonpou3BoacTBe. OpraHuzanus XpaHEHUs
o opMIICHHE e B TEKYIIIEM AOKYMCHTOB.
NEIONPOH3BOACTES IpakTnueckue 3ansatusa (OK 5, OK 10), (IIK 1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, [IK 1.6), 0/0
(MK 2.1, TIK 2.2, TIK 2.3, [1K 2.4, TIK 2.5)
Jloknanel o Teme
CamocrosiTesibHast paboTa CTYIEHTOB 0/5
1.ITpopaboTka KOHCIEKTOB JIEKIH, y4eOHON TUTEPATypHI.
2.IloaroToBka J10KJ1a/10B IO TEMam
Tema 6
HNudopmaunoHHbIe TEXHOJIOTHH
B o0ecnieyeHnH 3PPeKTHBHOTO
AOKYMEHT0000pOTa KOMIIAHUH
Conep:xanue yueOHOro MaTepuaJia
3aHATHS JeKIMOHHOTO THIIA
6.1 KoMmnbroTepHbIe TEXHOIOTHH 4/2
HOFOTOBKH TeKCTOBBIX KomnbroTepHble TEXHOIOTUU MOATOTOBKU TEKCTOBBIX KOMIOHEHTOB JTOKYMEHTOB.
KOMITOHEHTOB JIOKYMEHTOR IpakTnueckue 3ansaTusa (I1K 1.1, T1IK 1.2, TIK 1.3, I[IK 1.4, TIK 1.5, TIK 1.6), 4/0,5
DITEKTPOHHBIH TOKYMEHTOOGOPOT. (MK 2.1, TIK 2.2, TIK 2.3, T1K 2.4, TIK 2.5) }
OGecIIeueHHe 3aHTEL TecToBble 3a/1aHUS 110 TOATOTOBKH ZIOKYMEHTOB (xoMmbIOTEpHBIN BapuaHT) Pabora ¢
uHbOpMAITHH WH()OPMaIMOHHO-TEIEKOMMYHUKAITMOHHOM ceThio «HTepHEeT»
CamocrosiTesibHast paboTa CTYICHTOB 2/5
[TonroToBKa K TECTOBBIM 3aJaHUSM
BCET'O 53/53

JI7ist XapaKTepUCTUKH YPOBHSI OCBOCHHSI YI€OHOTO MaTepralia UCIIONB3YIOTCS CIEAyIOIIe 0003HAYCHHUS:

1. — o3HaKOMUTEIbHBII WM MUHUMAJIBHBIN YPOBeHb (Y3HaBaHUE paHEe NU3YYCHHBIX 00BEKTOB, CBOWCTB);

2. — penpoayKTHBHBINH U 02a30BbIH YPOBEHD (BHITIOTHEHHUE JIEATEIBHOCTH 110 00pa3Ily, HHCTPYKIIUU WK TIOJT PYKOBOJICTBOM)
3. — MPOAYKTUBHBII WU BHICOKUI YPOBeHb (IJTAHUPOBAHUE W CAMOCTOSITEIILHOE BBIITOJIHEHHUE JACITEIBHOCTH, PEIICHUE MMPOOIEMHBIX 3a]1a4)
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3aHATHS, TPOBOAUMBIE B HHTEPAKTUBHBIX (hopMax

Ne
wn Tema 3ansaTHs dopma
WntepaktuBHas  Qopma
1 [IpakTuueckue 3aHaTus Mo TeMe 4 [IPOBECHUA  3aHATHA —
BBIIIOJIHCHUE
MPAKTUYECKUX 3aJaHUI

6. YCJIOBUSI PEAJIM3AIIMU ITPOTPAMMBI YYEFHOM JUCIHUIIIAHBI
6.1. TpeboBaHusI K MUHUMAJIBHOMY MAaTEePHAJIbLHO-TEXHUYECKOMY 00ecrevYeHHIo

Peanuzanus nporpammbl  AUCHMIUIMHBL  TpeOyeT Haiauuusg y4yeOHOro KaOHHeTa.
O6opynoBanue yueOHOro kabuHera:
—  paboune MecTa 10 KOJIUYECTBY 00ydaromuxcs;
—  pabouee MECTO IpenoJaBaTes;
—  KOMIUIEKT y4eOHO-METOINYECKOM TOKYMEHTALIUN;
—  HarasAaHble OCOOUsS: pa3aaTOYHbIA MaTepual.
TexHuueckue cpencTBa 00y4eHus:
—  KOMIIBIOTEp, MYJIbTUMEINA KOMIUIEKC MTPE3EeHTAMOHHOTO MaTepHara.

6.2. UndopmaunonHoe odecrniedeHue 00yueHust

OcHoBHas1 JInTepaTypa

1. Kysnenosa, 1. B. JlokymeHTalimoHHOe obecrieueHre yrpapieHus : yueoHoe nocooue ass
CIIO / U. B. Ky3nenona, I'. A. Xauatpsin. — 2-e u3n. — Caparos : [IpodobpazoBanue, Aii [Tu
Op Memua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr :
ANEKTPOHHBIA // DnekTpoHHO-OubOmoreunas cuctema I[PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/80326.html. — Pexxim noctyma: 1uist aBTOpU3Up. MoJIb30BaTENeH

2. Bemkyposa, A. b. JlokyMmeHTallnoHHOE OOECTICUeHHUE YIIpaBIeHUs: yueOHOe ocooue st
CTYIEHTOB cpelHero npodeccuoHansHoro oopazosanus : [12+] / A. b. Bemkyposa. — Mocksa ;
bepnun : dupext-Menua, 2020. — 169 c. : un., tadn. — Pexxum pgocryna: mo noamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=570999. — bubmuorp.: c. 156-159. — ISBN 978-5-
4499-0436-2. — DOI 10.23681/570999. — TeKcT : 37€KTPOHHBIA.

3. ApacnanoBa, B. A. CnyxeOHble TOKYMEHTHI: (QOPMYISpbl U TpUMEPHl O(GOpMIICHUS.
AnpboM: yueOHO-pakTHUecKoe mocodue : [12+] / B. A. ApacnanoBa, E. C. bypmucrpoBa. —
Mocksa ; bepnmun : lupext-Menua, 2020. — 108 ¢. — Pexxum goctymna: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=578396. — bubmuorp.: c. 100-105. — ISBN 978-5-
4499-1453-8. — DOI 10.23681/578396. — TekcT : 271€KTPOHHBIH.

JdomosiHuTEIbHAS JIUTEpATypa

4. Kysnuenona, 1. B. JlokymeHTanimoHHOE oOecrieueHne yrpaBieHHs IEPCOHANIOM : y4eOHOe
nocobue s 6akanmaBpos / . B. Ky3nenona, I'. A. Xauatpssa. — 2-e¢ u3a. — Mocksa : J[ankoB u
K, At IIu Op Menua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcCT : 2NeKTpOHHBIN //
DNeKTpOHHO-OUOIMOTeUHAS cucremMa IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/83142.html. — Pesxxum noctyna: asist aBTopu3Hp. MoJIb30BaTEICH

5. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOecrieueHue yrpaBieHus: yaeOHO-TIPaKTUYECKOe
nmocobue B cxemax, Tabnuiax, oopasuax : [12+]/ B. A. Apacnanosa. — 2-e u3J., A0I. U nepepad. —
Mocksa ; bepnun : [lupekr-Menana, 2020. — 266 c. : ui., Tabna. — Pexxum goctyna: mo momuckKe. —
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URL: https://biblioclub.ru/index.php?page=book&id=578394. — bubauorp. B ku. — ISBN 978-5-
4499-1454-5. — DOI 10.23681/578394. — TeKcT : 371€KTPOHHBIA.

6. Kysnuenos, U. H. JlenonpousBoactso : yuebHnoe mocodue : [16+] / U. H. Ky3nenon. — 9-¢
u3., nepepad. — Mockaa : JlamkoB u K°, 2020. — 406 c. : w1, — Pexxum goctyna: 1mo mojmucke. —
URL: https://biblioclub.ru/index.php?page=book&id=572967. — bubauorp.: c¢. 312-323. — ISBN
978-5-394-03881-5. — TekcT : 2IEKTPOHHBIN.

7. KOHTPOJb H OIEHKA PE3VJIbTATOB OCBOEHHUS VYEBHOM
TACIATLITAHBI

Pabouas mporpamma  yueOHOM  aucuuiuinHbl  «JloOKyMeHTaIOHHOE  obOecreueHue
ylpaBieHus» o0ecreyeHa OLIEHOYHbIMU MaTepuaaMu JUIsl MPOBEIECHUS TEKYIIEro KOHTPOJSI U
IIPOMEKYTOUYHOM aTTECTALUU.

[IpomexxyTouHast arTecTalusi CTYJEHTOB OYHOH (opMbl OOyueHHs] IPOBOAUTCS IO
OKOHYaHUIO Kypca qucuuIuinabl B hopme JJOK.

Texkymuii ~ KOHTpPOJb  PE3yJIbTaTOB  OCBOCHMS  AMCLMILIMHBI  OCYILECTBIISAETCS
IpernojaBaTesieM B IpOLiecCe MPOBEACHMS IMPAKTUYECKUX 3aHATUN B (opMme TecTHpOBaHMUS,
YCTHOT'O OIIpOCa, IOArOTOBKHU JOKJIAI0B, & TAKXKE BBIIIOJHEHUS CUTYallMOHHBIX 3a/1a4.

Ilepeuens BonpocoB k JJPK
1. JIokyMEeHT ¥ CIOCOOBI €T0 MOTyYCHHUS.
2. O6mue u cnenuduueckue GyHKINUN JOKYMEHTA.
3. OcHoBHbIE TPeOOBaHUSL, IPEIBABISEMbIE K JOKYMEHTAM.
4. MecTo U pojib IOKYMEHTOB B yIIPABJICHUH.
5. lens n 3amaun 'CJIOY.
6. CoBpeMeHHast CTPYKTypa yrpaBleHus JoKyMeHTanuei B PO.
7. Yaudukanus v cTaHIapTU3aIUS YIPABICHYECKUX JOKYMEHTOB.
8. HopmaTuBHO-MeToinYecKas 6a3a JeI0NpOU3BO/ICTBA.
9. CoBpeMeHHbIE CUCTEMBI IOKYMEHTALIUH.
10. branku u popMaThl TOKYMEHTOB.
11. PexBu3uTh! ynpasinendeckux qokymeHToB (o FOCT P 6.30 — 2003).
12. Cucrema opraHu3aliiOHHO-TIPaBOBOM JOKYMEHTAIIHH.
13. Cuctema pactopsiANTEIbHON TOKYMEHTAIUH.
14. Cucrema cripaBoUYHO-MH(POPMAIIMOHHON U CIIPABOYHO-aHAIUTUYECKOM TOKYMEHTAIUH.
15. lokymeHTalus mo o0ecnedeHuto kajapaMu (1o JUYHOMY COCTaBY).
16. JlokyMeHTHpOBaHHWE U oOpraHuzamusi paboThl € JOKyMEHTaMu (OCHOBHBIE OTEpaIuu
JIEIOTIPOU3BO/ICTBA).
17.  Opranuzanus  palMOHAIBHOTO  ABWKCHHMS  JOKYMEHTOB  BHYTPH  OpTraHH3allH
(1OoKyMEeHTO000pOT).
18. Perucrpanust u MHACKCAIHS TOKYMEHTOB.
19. KoHTpoJIb 32 UCIIOTHEHUEM JTOKYMEHTOB.
20. CocTaBrieHne HOMEHKIIATYPHI JIe]l B OpraHU3aIUsX.
21. O6mue TpedoBanus K (OPMHUPOBAHUIO JIETI.
22. DKcnepTH3a LEHHOCTH JOKYMEHTOB, MOPSAOK UX YHUUYTOXKEHUS.
23. 3amaun apxuBa U oPOpMIICHHUE 1T JJIUTEIBHBIX CPOKOB XPAHECHHUS.
24. Cocrarienue 1 opopMiIeHHE OMTUCEH Je U Iepeaya /eyl B BeIOMCTBEHHBIH apXUB.
25. 3agaun, GpyHKIUYU U cocTaB ciyk0b1 JIOY.
26. SI3bIK TOKYMEHTa U OCOOEHHOCTH O(PHIINATBHO-/IEIOBOTO CTHJIA.
27. CoBpeMEHHOE JI€JIOBOE MUCHMO, BUJIbI THUCEM.
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28. JlokyMeHTHpOBaHME JAESITEIBHOCTH KOJUIETHAJIbHBIX OPraHoB (CTpyKTypa JOKjiajga u
odopMIIeHHE TTPOTOKOJIA).

29. Ilopsa0K 3aKI0YEHHSI U OCHOBHBIE pa3/esibl KOMMEPYECKOT0 TOroBOpa (KOHTPAKTa).

30. Knaccudukanus cpeacTB OPrreXHUKU AJIs1 COBPEMEHHBIX O(UCHBIX TEXHOJIOIHH.

8. METOJAWYECKHUE VKA3AHUS JUIA OBYYAIOIIMXCS IO OCBOEHMIO
TACIATLTAHBI

Metonnueckre yka3aHus 10 BBIITOJIHEHUIO JEKIIMOHHBIX 3aHATHI

Hammcanne KOHCHEKTa JIGKIMH: KpaTKO, CXEMaTH4YHO, IOCIIeIOBATEIbHO (PUKCHPOBATH
OCHOBHBIC TIOJIOXKEHHUS, BBIBOJBI, (OPMYIUPOBKH, OOOOIIEHHUS; TOMEYaTh BAXKHBIC MBICIH,
BBIJICTIATh  KJIKOYEBBIC CJIOBA, TEepMUHBL. [IpoBepka TEpPMHUHOB, TMOHSITUH C ITOMOUIBIO
SHUUKJIONEIUH, CIIOBApEH, CIPAaBOYHUKOB C BBHIITMCHIBAHUEM TOJIKOBAaHUU B TeTpab. O003HAYUTH
BOIIPOCHI, TEPMHUHBI, MAaTEPHAJI, KOTOPBII BBI3bIBAET TPYAHOCTH, IOMETUTH U IMOIBITATHCS HAUTH
OTBET B peKOMeHAyeMoW mauTeparype. Eciam camoctosTensHO HE yaaercs pa3o0parbcs B
MaTepuase, Heo0X0IUMO cPOPMYIUPOBATH BOMPOC U 33/1aTh MPEMOJABATENI0 HAa MPAKTUYECKOM
3aHATHM.

Meroanueckue ykazaHusl MO BBIITOJIHEHHUIO TPAKTUYECKUX 3aHATHI
[TpopabGoTka pabGoueit mporpammsl, yaeissi ocoboe BHUMaHUE ILENsM U 3ajadaM CTPYKType U
COJICpXKAHUIO AUCHUIUIMHBL. KOHCIEKTUpOBaHWE MCTOYHUKOB. PaboTa C KOHCIEKTOM JICKIIUU,
MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIpOCaM, IMPOCMOTP PEKOMEHIYEMOU JUTEpATYpBHI,
pabota ¢ TekcToM (yKas3aTh TEKCT U3 UCTOYHHUKA U Jp.). PereHne pacueTHhIX 3a/laHui, perieHue
3a/1a4 10 aJropuTMy U JIp.

MeToaudecKe yKa3aHusl 110 BBITOJTHCHUIO 3a/IaHUH JJIT CAMOCTOSTSIIbHON paOOTHI

3HAaKOMCTBO C OCHOBHOW U JOMNOJHUTEIBHON JIUTEpAaTypoOl, BKIIIOYas CIIPABOYHBIC
W3/1aHusl, 3apyOEKHbIE MCTOYHUKH, KOHCIIEKT OCHOBHBIX IOJIOKEHHM, TEPMHHOB, CBEICHUU,
TpeOyrOmMX s 3allOMHHAHUS U SIBISIFOIIMXCS  OCHOBOIOJNATAIONIMMH B OTOW TEMe.
CocraBnieHue JOKJIaJ0B 10 MTPOYNTAHHBIM JIMTEPATYPHBIM UCTOUYHHUKAM U JIP.

MeTtoauyeckue yKa3aHus 110 BbINOJTHEHUIO 10KJIA10B

Hoxknan: Ilouck nurepaTypsl U cocTaBieHue Oubauorpaduu, UCHOIb30BaHUE OT 3 110 5
Hay4yHBIX padoT, U3JI0KEHHE MHEHUS aBTOPOB U CBOETO CYXKJEHHUS MO BbIOpAaHHOMY BOIIPOCY;
U3JI0’KEHNE OCHOBHBIX acClleKTOB MPOOJIEMBI.

JlokJiag mo Teme — 3TO U3y4eHUEe HayYyHOU, yueOHOM, HOpPMAaTUBHOM U JIpyroi JUTEepaTyphl.
Ot06op HeoOxomuMmoro wmarepuana; (OpMHUPOBAHME BBIBOJAOB M pPa3padOTKa KOHKPETHBIX
pPEeKOMEHJALUK MO pEIICHUI0 TOCTaBJICHHOM LEeNu M 3aJayd; IPOBEIACHHE IPAKTUYECKUX
UCCIIEIOBaHUM MO JJAHHOW MPoOJIeMe WIM BOTIPOCY.

Metoaunyeckue ykazanus mo noaroroske k JI®K.

Hanbonee OTBETCTBEHHBIM JTAIllOM B o6yqu1/m CTYACHTOB ABJIACTCA 3K3aMCHallMOHHAasAd
ceccus. Ha Helt cTyJqeHTbl OTYMTHIBAIOTCS O BBIOJHEHMU Y4e€OHOM Mporpammbl, 00 YpOBHE U
o0beMe TMOJIyYeHHBIX 3HAaHMHA. DTO TOCYAAPCTBEHHAs OTYETHOCTh CTYAEHTOB 3a MEPUOJ
00ydJeHus1, 32 n3ydeHue yaeOHOM TUCIUTUIUHEI.

3a0roM yCIHeIHO cjaun 3a4eTa sBISI0TCS CUCTEMAaTHYeCKHe, 100pOCOBECTHBIE 3aHATHS
cryaeHTa. OIHaKo ATO HE UCKIIIOUAeT HEOOXOJUMOCTH CIIENUAILHONW paboThl epesl ceccueil u B
nepuoJ cnaun 3adera. Cnenuduyeckoit 3agayeil CTyJeHTa B MEPHOJ] SK3aMEHAI[MOHHON CecCuu
ABIISIFOTCSI IOBTOPEHUE, 0000IIEHNE U CUCTEMATU3al|sl BCErO MaTepHaia.

B mpomecce MOBTOPEHUS AHANUM3HUPYIOTCI M CUCTEMATU3UPYIOTCA BCE 3HAHMA,
HAKOINNICHHBIC IMPU H3YUYCHUHW NPOrpaMMHOI0 Marc€puajia: ITaHHBIC y‘Ie6HI/IKa, 3armucu HeKHHﬁ,
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KOHCIICKTBI TPOYUTAHHBIX KHUT, 3aMCTKHU, CACITIAHHBIC BO BPEMA KOHchILTaLII/II\/’I HJI1 CCMUHApPOB,

u ap.

Koncynbranuu, KoTopble TPOBOAATCA JJISI CTYAEHTOB B IIEPHOJT 3K3aMEHAILIMOHHON CECCHM,
HEOOXOAMMO HCIOJIb30BaTh ISl YIIYOJICHUS 3HAHWM, IS BOCIOJHEHHS MPOOETOB W JJIs
pa3peleHus BCEX BOZHUKILINUX TPYIHOCTEM.

[Ipy moaroTroBke K 3a4eTy HEOOXOIUMO €Ie pa3 MPOBEPUTHh CeOS HA MPEIMET YCBOCHHS
OCHOBHBIX KaTErOpUi U KJIKOUYEBBIX MMOHATUH Kypca .

9. IUCT COI'TACOBAHUA
Ne n/nn [lonpasnenenue Damunus [Jonnuce Jata
1 Kadenpa skonomuku | O.B. 3yGkoBa ﬁ? z/f/’ ] 21.06.2022
2 Kadexpa MuVII E.B. Mackaiikina / a/[ ) i/’/ 21.06.2022
3 Kadenpsr TEM/] E.I1. Mackaiikua é:,[‘/itj' : i 21.06.2022
4 Vueb.-MeTo. oTAeN M.O. JlepsiGuuera i ,/// % [j( %/ | 21.06.2022
5 bubnuoreka ['.B. [lInakoBa / 4 21.06.2022
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