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1. [TaciopT nmporpaMmMsbI y4eOHOI TUCHHITUHBI
1.1 O6sn1acTh NpUMeHEeHHs POrPaMMBbI

PaGouass mnporpamma yueOHOM mucuMIUIMHBI JIoOKyMeHTalMoHHOE oOecreueHue
yIpaBJICHUs SBJSIETCS YacTbiO OCHOBHOHM Mpo(ecCHOHAIBHON 00pa30BaTeIbHOW MPOrpaMMBbl B
COOTBETCTBHH C (ellepalbHbBIMH TOCYJapCTBEHHBIMH O00Opa30BaTeNbHBIMU CTaHAAPTaMHU T10

crnermansHocTy 38.02.07 bankoBckoe feno.

1.2 Mecro qucuumiannsl B crpykrype OIIOIT

VYuebHas nucnuiuiiHa J{OKyMEHTalMOHHOE OO0ECIeYeHUe YIPaBJICHUS] OTHOCUTCS K
npoQeCCUOHATBPHOMY  LUKIYy  OOLIENpO(EeCCHOHAIBHBIX  JAUCLUILINH OCHOBHOM
npodeccuoHaIbHON 00pa3oBaTeIbHON MPOTrPAMMBI.

Hpouecc HU3YUYCHUA ANUCHUIIJIMHBI HAIIPABJICH Ha (I)OpMI/IpOBaHI/Ie QJICMCHTOB CJICAYIOMIUX

KOMIIETEHIINH:
OK1 Boi6upaTh Crioco0bl pelieH s 33124 MPOGECCHOHATLHON AESITEIbHOCTH
MMPYUMCHUTCIIBHO K PAa3JIMYHBIM KOHTCKCTaM;
OK 2 OCyIIECTBIATD OUCK, AHAIM3 U MHTEPIPETALINIO HHPOPMAIMH, HEOOXOIUMOM ISt
BBITIOJTHEHUS 3a/1a4 MPO()EeCCUOHATBHOM eI TeIbHOCTH;
OK 3 [T1aHMpOBaTh U PEATM30BEIBATh COOCTBEHHOE MPO(EeCCHOHANBHOE U JIMYHOCTHOE
[PA3BUTHUC,
OK 4 PaboTaTh B KOJJIEKTHBE U KOMaH ie, 3QPEKTUBHO B3aMMOJIEHCTBOBATE C KOJUIETaMH,
[PYKOBOZICTBOM, KIIMCHTAMH,
OK 5 OCyIIecTBISATh YCTHYIO M MTUCHMEHHYIO KOMMYHHUKAIIMIO Ha TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit Denepannu ¢ y4eTOM 0COOCHHOCTEH COIHATBHOTO U KYJIBTYPHOTO
KOHTEKCTA,
OK 9 M cronp30BaTh I/IH(l)OpMaHI/IOHHLIC TCXHOJIOTHHU B HpO(i)eCCHOHa.]'IBHOfI JACATCIIBHOCTH,
OK 10 [Tonp30BaThes MpodeCCHOHATFHON JOKyMEHTAIel Ha TOCy 1apCTBEHHOM U
MHOCTPAHHOM S3bIKaXx;
OK 11 Mcnonp30BaTh 3HAHUS 10 (PUHAHCOBOM IPaMOTHOCTH, TNIAHUPOBATD
MPeINPUHUMATEIBCKYIO JeSITEILHOCTD B MTPO(ECCHOHALHOM cdepe.
K 1.1 OcymIecTBIISITh paCYETHO-KACCOBOE OOCTYKUBAHUE KIUEHTOB.
I[IK 1.2 OcymiecTBiIATh O€3HATMYHBIC TUIATEKU C UCIIOJIB30BAHUEM PA3ITMUHBIX
(hopm pacyeToB B HAITMOHAIBHOW U MHOCTPAHHOW BATIOTAX.
[IK 2.4 [IpoBoauTH Onepanuy Ha phIHKE MEKOAHKOBCKUX KPEIUTOB.




1.3 ean 1 3aga4u AMCHUILIMHBI:
Henn:

[TpuobpereHust cTyAeHTaMU TMpeAcTaBiIeHUs] 00 OCOOEHHOCTSIX (OPMUPOBAHUA U



pa3BUTHSL CHUCTEM JENOMPOM3BOACTBA M O3HAKOMHUTH C TEOpUEH W MPAKTHKOW OpraHuzaluu
COBPEMEHHOT0 JOKYMEHTAIIHOHHOTO O0OecleyeHuss Ha OCHOBE HAyYHO OOOCHOBAHHBIX
MIPUHIUIIOB U METOJ/IOB €T0 COBEPILICHCTBOBAHUS.
3amaum:

- OCBETUTh MECTO JIEJIONPOU3BOJICTBA B IIPOIECCAX YIPaBICHHUS,;

- O3HaKOMUTH C HCTOPHUEN Pa3BUTHUS CUCTEMBI TOCYJapPCTBEHHOTO JETIONPOU3BOJICTBA;

- chopMHpOBaTh y CTYJIEHTOB PAlMOHAIBHBIE MOAXO0/IBI K PEIICHUIO 33/1a4 OpraHUu3aIlluu
paboTHI ¢ JOKYMEHTAMH B YUPEKICHUU;

- O3HAKOMUTH CTYJICHTOB C COBPEMEHHBIMHU THIIOBBIMH CTPYKTypamu ciryx0 JIOY;

- U3YUYUThb COBPCMCHHBIC TCXHOJIOTUN JOKYMCHTAIUOHHOT O obecrieueHus YHpaBJICHUA.

1.4 ®opmupoBaHMe JIMYHOCTHBIX  pPe3yJbTATOB  BOCHUTATEIbHOH  PpadoThI
00yyarImmuxcs

JIP 1. Oco3naromuuii ce0s rpa)k/1aHiHOM M 3allIUTHUKOM BEJIMKON CTPaHBI.

JIP2 IlposBastomunii aKTHBHYIO TPAXKJAHCKYIO MO3ULHIO, JIEMOHCTPHUPYIOLIUN
IIPUBEPKEHHOCTh  MPUHIMUIAM  YECTHOCTH, MOPSJAOYHOCTH, OTKPBITOCTH, 3KOHOMHYECKOU
AKTUBHOCTH M yYacCTBYIOIIMUN B CTYJIEHYECKOM M TEPPUTOPUATILHOM CAMOYNPABICHUH, B TOM YHCJIE
Ha YCIOBUSX JOOPOBOJBYECTBA, NPOIYKTUBHO B3aMMOJICUCTBYIOIIMA W y4YacTBYIOIIMHA B
JeSITeNIbHOCTH OOIIECTBEHHBIX OPTaHU3alINN.

JIP3.Cobmofaromuii  HOpMBI  MIPABONOPSIZIKA, CICAYIOIIUM  HaeanaM Tpa)JIaHCKOTO
oOmiecTBa, obOecnedyeHHs 0€30MacHOCTH, MpaBa M CcB0OOOJ TpaxiaaH Poccuu. JlosnmbHbIN K
YCTaHOBKaM M TMPOSBICHUSIM TPEJCTaBUTENEH CyOKyJIbTyp, OTIMYAIOIUMNA HX OT Tpynm ¢
JECTPYKTUBHBIM M J€BHAHTHBIM  NOBEACHUEM.  J(eMOHCTpUpPYIOIIMKA  HENpUsTHE U
MPeyNPExAAOIMNN COLMATIBHO OMACHOE MOBEJEHUE OKPYIKAIOIIUX.

JIP4. TlposBisomuii ¥ JEMOHCTPUPYIONIMN YBaXXEHUE K JIIOJISAM Tpy/Aa, OCO3HAIOIIMI
IIEHHOCTh COOCTBEHHOTO Tpyaa. CTpeMsimmiicss K (GOpMUPOBAHUIO B CETEBOM Cpele JTUYHOCTHO H
pohecCHOHANBFHOTO KOHCTPYKTHUBHOTO «IIU(PPOBOTO CIEAay.

JIPS.[IeMOHCTpUPYIOIIUI IPUBEPKEHHOCTh K POAHOU KYJIBTYPE, UICTOPUYECKON MaMATH Ha
ocHOBe t00BHU K Poaune, ponHoMy Hapoay, Manoi poJauHe, IPUHATHIO TPAIUIMOHHBIX [IEHHOCTEH
MHOTOHallMOHAJIBHOTO Hapozaa Poccun.

JIP6. IIposBisitonuii yBa)KeHHE K JIFOJISIM CTapIIETrO MOKOJIEHUS U TOTOBHOCTh K YYacTHIO B
COLIMAJIbHON MOJJEPIKKE U BOJIOHTEPCKUX JIBHIKEHUSAX.

JIP7. Oco3Hatoumuii NPUOPUTETHYIO IIEHHOCTh JIMYHOCTH YEJOBEKAa; YBaXKAIOIIUI
COOCTBEHHYIO M YYXKYI0 YHUKaJbHOCTh B pAa3JIMYHBIX CHUTyalMsiX, BO BceX QopMmMax M BUAAX

ACATCIIBHOCTH.



JIPS. IlposBnsiommii U JEMOHCTPUPYIOIIUN YBAXKEHUE K MPEACTABUTEISIM Pa3IUYHbIX
STHOKYJIBTYPHBIX, COLMAIbHBIX, KOH(PECCHOHAIbHBIX W HUHBIX rpymn. ConpUYacTHOCTh K
COXPAHEHUIO0, MPEYMHOXEHUID U  TPAHCISAUUU  KYJbTYPHBIX TPaJAULMA U  LEHHOCTEH
MHOTOHAMOHAJIBHOTO POCCUICKOr0 IrOCy1apCTBa.

JIP9. CoOmrofaromuii ¥ mMponaraHaupyonmi nmpaBuiia 30poBoro M 6e3omacHoro obpasa
KHU3HU, CIIOPTA; MPEAYNPEKAAOMINNA 100 MPEeoa0sIeBaOIINA 3aBUCUMOCTH OT alKorouis, Tabaka,
[ICUXOAKTUBHBIX BEIIECTB, a3apPTHBIX UTP U T.A. COXpaHAIOMUNA ICUXOJOTUYECKYIO0 YCTOMYMBOCTh B
CUTYaTHBHO CJIOKHBIX WJIM CTPEMUTEIHLHO MEHSIOIIUXCS CUTYaIIUSIX.

JIP10. 3aboTsamuiics 0 3aluTe OKPYKAIOIIEH Cpeibl, COOCTBEHHOW M UyKOW O€30MacHOCTH,
B TOM 4Hclie UGPOBOIL.

JIP11. IlposBastonuii yBa)keHHE K SCTETHUECKUM IIEHHOCTSM, OONAJarolluii OCHOBaMHU
3CTETUYECKOMN KYJIbTYPBI.

JIP12. IIpuHMMaronMili ceMeiHble EHHOCTH, T'OTOBBIA K CO3JaHUI0 CEMBH M BOCIUTAHUIO
JeTel; JEMOHCTPUPYIOLIMH  HENpUSATHE HAaCUIUs B CEMbE, yXoJa OT POAUTEIbCKOU

OTBE€TCTBCHHOCTH, OTKa3a OT OTHOIIIEHUM CO CBOMMH JAETbMHU U UX (I)I/IHaHCOBOFO COACPpIKaHUs.

1.5 TpeboBanusi Kk pe3yjbTaTaM OCBOCHUS COAEP:KAHMS JUCUMILIUHBLI B

pe3yJabTaTe OCBOEHHUS JUCHUILUINHBI CTYAEHT J0JIKEH YMETh:

—  0ohOopMIJIATh JTOKYMEHTAIIMI0 B COOTBETCTBUM C HOPMATHUBHOW 0a30M,
HCIIOJIb3YyA I/IH(bOpMaHI/IOHHI)IG TCXHOJIOTMM U CPCACTBA OPITCXHUKH, HCIIOJILE30BAThH
YHU(PUIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH;

- OCYHICCTBIIATH XpaHCHUEC, IIOUCK JOKYMCHTOB;, HCIIOJIB30BAaTh
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHUU B 3JIEKTPOHHOM JIOKYMEHTOO00POTE;

B pe3ysbTaTe 0cBOeHUsI TUCHUILUINHBI CTY/IEHT J0/KEH 3HATH:

—  OCHOBHBIC MOHSTHS IOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABICHHUS;

—  OCHOBHBIC  3aKOHOJATENIbHBIE W  HOPMATHBHBIE aKThl B  00JacTu
JOKYMEHTAITMOHHOTO 00ECTICUCHUS yIIPABIICHHUS;

- ey, 3aga4 U NPpUHIUIIBI JOKYMCHTAIITUOHHOT' O O6€CHG‘-I€HI/I$I YHPaBJICHUA,

—  CHCTEeMBbI IOKYMEHTAIIMOHHOTO 00eCTIeUeHUs! YIPaBIICHHUS;

—  TpeOOBaHHUS K COCTABJICHUIO M O(OPMIICHHUIO PA3IMYHBIX BHOB JOKYMEHTOB;

—  o0mye mpaBuiia OpraHu3anuu padoThl C TOKYMEHTaMHU;

—  COBpEeMeHHble HMH(POPMAIMOHHBIC TEXHOJOTHMH CO3JaHUs JOKYMEHTOB |
aBTOMATHU3AINH JTJOKYMEHTO000POTa;

- OpraHu3annuro paGOTLI C JJICKTPOHHBIMU JOKYMCHTAMU,
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- BUIbI OPITCXHUKU U CHoCcOOBI €€ MCIOJb30BaHHUSI B AOKYMCHTAIIUOHHOM

o0OecrieueHn yrpaBJIeHHUs.

1.6 Kosim4ecTBO 4acOB Ha OCBOECHHE MPOTrPAMMBbI AUCHUIIJIMHBI:
MakcumanbHOM y4eOHON Harpy3Ku cTyAeHTa 32 yaca, B TOM YHCIIE:

- 00s13aTeNIbHON ay TUTOPHOM yueOHOI Harpy3Ku CTyAeHTa 32 4acosB;

2. CTpyKTypa M coaep:kaHue y4eOHOH TUCHUIINHBI

2.1. O0beM y4eOHOM TUCHUIIMHBI U BUAbI Y4eOHOI padoThI

Bup y4eOHoii neATeIbHOCTH O0bem yacoB
MakcumasnbHas yyeOHass Harpy3ka (Bcero) 32
O0s3arenbHas ayJuTOpHas ydeOHast HarpysKa (Bcero) 32
B TOM YHCIIE:
na0opaTOpHbIE 3aHATUS HE [IPEAyCMOTPEHO
[IPAaKTUYECKUE 3aHATUS 16
KOHTPOJIbHBIE paOOTHI HE MIPEAYCMOTPEHO
KypcoBast paboTa (TIpoeKT) HE MPEyCMOTPEHO
caMocCToOsTeNIbHas paboTa cTyIeHTa (BCEero) 16
B TOM YHUCJIE!

CamocrosiTeibHass padoTa HaJ KypcoBO# (IPOEKTOM) He MpeAyCMOTPEeHO
[TpomesxyTouHas artectanus B popme JuddeperurpoBaHHbIi 3a4eT




2.2 TemaTnueckuii IUVIaH U coiepKaHue Y4eOHOM AN CUMIJIMHBI

HaumeHnoBanue Copaepxxanue yueOHOT0O O0bem yacoB Yposennb
pa3iesioB U TeM MaTepuaJa, 1adbopaTopHbie U OCBOEHHS
NMpaKTHYeCKHe PadoThl,
caMocCTosiTeIbHAsA padoTa
00yyaImmxcs, KypcoBasi
padorta (mpoekT)
Paspean 1.
CoBpemeHHas 2
OpraHu3aIys u
TICUXOJIOTHS
JOKYMEHTAIHOHHOTO
obecrieyeHus
yIpaBJICHUSI.
Tema 1.1. Ouenka | Conep:kanue yueOHOro O3HaKOMUTEIbHBI
COBPEMEHHOTO Marepuaja u
COCTOSIHUS 2
JOKYMEHTAIHOHHOTO
obecrieyeHus
yIpaBICHUS
JlabopaTopHblie padoThl HE
peIyCMOTpEH
0
KonTpoabHbie padoThI HE
NPESyCMOTpPEH
0
Pazpnen 2.
Opranuzanus
CITyKObI
JOKYMEHTAIHOHHOTO
obecrieyeHus 6
yIpaBJICHUS
Tema 2.1. Conep:xanue yueOHOro




Pernamenranus
byHKIMA
IIOAPA3/ICICHUHN 110
JIOKYMEHTAIlUOHHOM
y 00CITy’>KHBaHHIO

MaTepuaJa

1. 3amaun w  QyHKUUH
CITY OBl
JlOKyMEeHTalmOHHOT O
o0ecrnieueHus
yIpaBJIeHUsI.

2. JlomKHOCTHOM u
YUCJIEHHBIN COCTaB
pabOTHUKOB CITY OBl
JOV.

3. JlomkHOCTHas
UHCTPYKIUS KaK
OCHOBHOW HOPMAaTHBHBII
JIOKYMEHT,
ONpEeACIISIIOIINNA
OpraHu3alMOHHO-
MIpaBOBOE MOJIO’KEHUE
paboTHHKA.

PernponykTuBHBIN

JlabopaTopHbie padoThl

HC

MpeyCMOTpPEH
0

[IpakTnyeckune 3aHATHA

1. Cmyx0a
JIOKYMEHTAITHOHHOTO
obecrieyeHus
YIpaBJICHUS: CYIIHOCTb,
CTPYKTypa U
opraHu3zanus paboThl.

2. 2. Hanpasnenue
yHUUKALUU U
CTaHAapTU3ALUN
YIIPaBIICHUECKIX
JIOKYMEHTOB.

3. TlepcnekTuBbI
UCTIOJIb30BaHUS
AIIEKTPOHHBIX
JIOKYMEHTOB B
YIIPaBICHYECKOMN
JeSITEbHOCTH.

KounTtpoJbHbie padoThI

HE
IpeyCMOTpPEH
0

CamocrosiTeibHast
o0yuarmuxcst
CucreMsl OpraHHu3allMOHHOIO
yOpaBlIeHUs] W HUX poOJib B
COBPEMEHHOM OOIIIECTBE.

3aKOHBI JIOKYMEHTAI[MOHHOTO
pa3BHTHUSA YeIIOBEYCCTRA.
Crtpykrypa u CYIITHOCTh
JIOKyMCHTHOI\/'I ACATCIIBHOCTH.

pabora

2
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Tema 2.2 Copnepxanue y4eOHOro PenponykTuBHbIN
[Tonoxxenue o MarepuaJjia 2
ciryx6e 10Y u 1.UncTpykims 1o
JOJKHOCTHAs JIOKYMEHTallHOHHOMY
WHCTPYKIHUS KaK o0ecrnedeHunto yTpaBleHHs-
HOpPMAaTHUBHAasA OCHOBA | OCHOBHOW HOPMATHUBHBIN aKT IO
pacnpeneneHus pernamMeHTaluy OpraHu3ali 1
TpyAa MEXIY texnonoruu JIOVY.
nonpazaenenusiMu u | 2. HopmupoBanue Tpyza
HCITOJTHUTEIISIMUA pabotHukoB  ciayx0b1  JIOVY,
TUTIOBBIE HOPMATHBBI BPEMEHH
Ha JIEJIONPOU3BOICTBEHHbBIE
paboTHI.
3. Pa3memieHue CTPyKTYpHBIX
nonapazaenenuit  ciuyx6er JIOVY.
VYcnoBus Tpyna, opraHuzanus u
o0opymoBaHue pabOYUX MECT.
4. Tlopsgok XpaHEHHs TeUaTew,
OJIaHKOB W TIPaBHJIA TIOJIH30BAHUS
UMU.
JlaGopaTopHbie padoThI HE
peayCMOTpeH
0
KonTpoJsbHbIe padoTsI HE
peayCMOTpeH
0
CamocrosiTeibHAsA paGora
o0yuarmuxcst
OTHKa JEJNOBBIX  OTHOIICHUH, 3
MICUXOJIOTHUECKHUE ACTIeKTBI
paboThI c JIOKYMEHTaMHU.
[ToaroroBka KaJIpoB
cnermanucToB  ciayxk6  JIOVY,
(hOpMBI OBBITIIEHUS UX
KBATH(UKAIINH.
Paznea 3.
Opranuzanus 8
JIOKyMEHTO0O00O0pOoTa
Tema 3.1. Conep:xanue y4eOHoro PenpoaykTMBHBII
CrpykTypa 1 | MaTepuajia
ol1mas 1. Onpenenenue NOHATUSA 2
XapaKkTepuCTHUKa «JIOKyMEHTOO00pOT». Ob6mue
JOKYMEHTOIIOTOKOB. | MPUHIIUIIBI ¥ METOAMYECKHe
OCHOBBI OpTaHM3aIuu
JIOKYMEHT0000poTa, ux
peanuzanusa B JICWCTBYIOIIHMX

roCy/1apCTBEHHBIX HOPMATHUBHBIX
JIOKYMEHTaX.

2. Ilpuem, mpoxokaeHue
U TOPSAJOK HCIOJIHEHUS
NOCTYHAKLINX JIOKYMEHTOB.
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IIpensapurensHoe
paccMOTPEHUE TOKyMEHTOB.
3.PaccmoTpenue

JIOKyMEHTOB PYKOBOJCTBOM
YUpEXKJECHUS U HaIpaBJIEHUE HX
Ha ucnojHeHue. Perucrpauus u
KOHTPOJIb 33  HUCIIOJIHEHHEM
JIOKYMEHTOB B OPT'aHU3ALIHH.

JlabopaTopHblie padoThl HE
peayCMOTpeH

0

IpakTnyeckune 3aHATHA

OdopmieHre JTOKYMEHTOB B 2

COOTBETCTBHM C TpeOOBaHUSIMU

I'OCT. 6.30-2003. BrisiBnenue u

HCIIpaBJICHUE OIMO0K B

COCTaBJICHHBIX YIPABICHYECKUX

JIOKYMEHTaX.

KonTpoabHbie padoThl HE

peayCMOTpeH

0

CamocTrosiTeIbHAA pa6ora

00y4aroumuxcs

Opranuzanus 2

JIOKYMEHTO000pOoTa yUpeKICHUS

U OCHOBHBIC HAIIPABJICHUS €TO

COBEpIIIEHCTBOBAHUSI.

Amnanu3 JIOKYMEHTO000pOTa

YUpEXKICHUSI.

Tema 3.2. Conep:xanue y4eGHoro PenposykruBHbBINH
TenaeHuuu pocra | Marepuajia 2
JOKyMEeHTOOOOpoTa | 1  BiusHue  aBTOMaTrM3anuu

B COBPEMEHHBIX 00paboTkK  HWHpOpMAIMK  Ha
VUPEKICHUSX. KOJTMYECTBEHHBIC "
KaueCTBEHHbIE XapaKTEPUCTUKH
JIOKYMEHTO000pOTA.
2. «be3dbymaxknoe»
JIeJIONIPOU3BO/ICTBO.
3. ABTOMaTH3UpPOBAHHBIE
CUCTEMBI IOKYMEHTO000pOTA.
JlaGopaTopHbie padoThI HE
peIyCMOTPEH
0
KounTtpoJbHbie padoThI HE
peyCMOTPEH
0
CamocrosiTesibHast padora
o0yuarmuxcst 2
Bunel paboT  BBIMOIHSIONIHECS
npu o0paboTke BXOISIIEN
KOPPECTIOHICHITUH.

PernamenTanms paboThl CITy>KOBI
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JOKYMCHTAIlTUOHHOT'O

o0ecrnieueHus YIpaBICHHUS.
JesiTenbHOCTD ee paOOTHHUKOB.
Paznea 4.
Perucrpanus n 10
OpraHu3aIus
CIPaBOYHO-
MH(POPMALIMOHHOTO
o0cy)KMBaHUS
JIOKYMEHTOB.
Tema 4.1. Copnep:xanue y4eGHOro PenponykruBHbIi
Peructpanus kak | MmaTtepuana
COCTaBHas 4YacTh 1. Xapakrepuctuka
texHonoruu JJOVY. COBPEMEHHBIX dbopmM, 2
coctaB HMH(poOpMaruu U
MOPSAIOK MX 3aIIOJIHEHUSI.
2. Pa3Burune Croco0oB
perucrpanuu B
roCy/1apCTBEHHOM
JIEIIONPOU3BOICTBE.
3. BzammocBs3b
perucrpanuu
JIOKYMEHTOB c
OopraHu3anuen
CIIPaBOYHO-
nH()OPMAITMOHHOMN
paboTHI.
JlabopaTopHblie padoThl HE
IpeyCMOTpPEH
0
KoHnTpoJbHbIe padoThI HE
IpeIyCMOTpPEH
0
CamocrosiTenbHas padora
00y4yaroumuxcs 2
WunexkcupoBaHie JOKYMEHTOB B
YCIIOBHUSX TPaJAMIIMOHHON
00pabOTKHU TOKyMEHTOB.
HNudopmaimoHHO-CripaBOYHAS
cucrema 1o JOKyMEHTaM
YUpEXKICHUSI.

Tema 4.2. Copepxxanue yueOHOT0O PenponykTuBHbIN
BE0)70300020008 MarepuaJjia 2
MOCTPOEHUS I. HNudopmarimonHo-

nH(GOPMaIMOHHO- CIPaBOYHOE
MTOUCKOBBIX CUCTEM 00CITy>)KUBaHHE
(UIIC). anmapata yIpaBJIeHUs
B YCJIOBUSIX
npumeHenus BT.
2. [Touck u
HCIIOJIb30BaHUE
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uHpOpManuu B
aBTOMAaTH3UPOBAHHBIX
HIIC.

JlabopaTopHbie padoThl

HE

TpeyCMOTpPEH
0

IIpakTH4eckue 3aHATHA

Korga u mnouemy mnpouzonuio
BBIJICJICHHE B KauecTBe
CaMOCTOATEIBHOTO  KOMILJIEKCca
HAay4YHO-TEXHUYECKOU
JIOKyMeHTauuu?
Kakue BAOKHEUIIINE
(byHKIIMOHATIbHBIE CHUCTEMBI
JIOKYMEHTAIlUU  CIIOXKWINCh K
HACTOSIIIIEMY BpPEMEHU B
Poccuiickoii ®eneparun?

KounTtpoJbHbie padoThl

HC

HpeyCMOTpPEH
0

CamocrosiTeibHas
o0yuaromuxcst
Onenka COBPEMEHHOT'0
COCTOSIHUSI JJOKyMEHTAIHOHHOTO
o0ecrieYeHus yrpaBIIeHUs..
ABTOMaTH3UPOBAHHBIC
TEXHOJIOTHH 00paboTKH
JOKyMEHTOB M WX BIIMSIHUE Ha
CHCTEMY JIeITOTIPOU3BOICTBA
KOHKPETHOW OpraHH3alH.

pabora

2

Pasznea S.
Kontpons 3a
CpoKamu
WCTIOTHEHUS
JIOKYMEHTOB.

Tema 5.1.
3HaueHue KOHTPOJISA
3a UCIIOJIHEHHE
JIOKYMEHTOB B
anmapare
YIpaBJIEHUS.

Conep:xanue
Marepuana
1. @opmMupoBaHue TpeOOBAHHI K
OpraHu3aIyi KOHTPOJIS 32
CpPOKaMU UCTIOTHEHHUS
JIOKYMEHTOB B
JIETIONIPOU3BOICTBEHHOM
ciryxo0e.

2. @ynkuun cayx0s1 I0Y no
KOHTPOJIIO 32 CPOKAMHU
WCTIOJTHEHWSI JIOKYMEHTOB.

3. KaTteropuu JOKyMEHTOB,
MOJIeKAIUX KOHTPOJIIO.

4. CpoKH UCTIOTTHEHUS
JIOKYMEHTOB.

5. TexHOJIOTHsI KOHTPOJIBHBIX
onepaiui.

y4eOHOro

PenponykTuBHBIN

JlabGopaTtopHbie padoThI

HE

14




15



peyCMOTPEH
0

I[pakTnyeckune 3aHATHA
TexHonorus KOHTPOJIA 3a
WCIIOJITHEHHEM JIOKYMEHTOB.
B3anmocss3p npoueccos
pEerucTpanry U KOHTPOJIA 3a
WCIIOJIHEHHEM JIOKYMEHTOB.
O0001menue, aHaIu3 1
UCIIOJIb30BAaHUE TAHHBIX 00
WCIIOJIHEHUH IOKYMEHTOB B
YCHOBUSIX TPAIUIIUMOHHON U
ABTOMATU3UPOBAHHOMN
TEXHOJIOTUH 00pabOTKH
JIOKYMEHTOB.

KonTpoabHbie padoThl

HC

MPeayCMOTPEH
0

CamocrosiTeibHas padora
00y4aroumuxcs
ABTOMaTU3UPOBAaHHBIE CUCTEMBI
KOHTPOJIA 3a UCTIOJTHEHUE
JIOKYMEHTOB, OIIBIT UX
MIPUMEHEHUSI.

OCHOBHBIE TPYIIIBI KOMILJIEKCA
JIOKYMEHTOB,
pErIaMEHTHPYIOIINE BOIIPOCHI
BEJICHUS J1eJI0MPOU3BO/ICTBA B
Poccuiickont ®enepanun. Jlats
XapaKTEPUCTUKY KaKI01

rpymIe.

Pa3pmea 6.
dopmMupoBaHuE U
XpaHEHHE JIe1 B
JIEJIONTPONU3BOJICTBE.

Tema 6.1.
CoBpeMeHHas
HOPMATHUBHO-

MeTon4YecKas 0asa,
TpeOoBaHUs K
(hopMHUPOBAHUIO JIETT
B
JICJIONIPOU3BOJICTBE.

Conepxanue y4eOHOoro
MaTepuaia

1. Xapakrepuctuka
COBPEMEHHOM
HOPMAaTHUBHO-
METOIUYECKON 0a3el
OpraHu3anuu padoThI ¢
JIOKyMEHTaMH B
yIpaBICHUH.

2. CoBpeMeHHbIC
TpeOoBaHUs K
bopMyIsIpy TOKYMEHTOB.
('OCT OPA 2003 r.).

3. T'ocymapcTBeHHast
cucrema
JIOKYMEHTAITMOHHOTO
obecrieyeHus

PenponykTuBHbII
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ynpasnenus. ('CAOY)

JlaGopaTopHbie padoThI

HE
peayCMOTpeH
0

[MpakTnyeckune 3aHATHSA

1. ®opmupoBanue
OpTraHM3aIHSIX
pa3IHYHBIX
yIpaBlIeHUS.

2. 3amauu coyx0s1 JIOY u
BEJIOMCTBEHHOTO apX1Ba
1o o0ecrieuyeHnIo
KaueCTBEHHOTO
dhopMHupOBaHUS
YUpEXKICHUU.

3. IlpaBuna QopmupoBanus
pa3IMYHBIX  KAaTErOpHUu
JIOKYMEHTOB B JIeJIa.

4. IlpuHuunet
cUCTeMaTu3alun
JIOKYMEHTOB BHYTPHU
JIEJI.

el B

YpPOBHEU

nen B

2

KonTposabHbie padoThl

HE
peayCMOTpeH
0

Pa3zmen 7.

Howmenxknatypa aen.

CamocrosiTeqibHast
o0yuaromuxcst
1. Xapakrepuctuka
CTOJIOIIOBOM dhopMmbI
JIENIOTIPOU3BO/ICTBA KAk
TEXHUKHU
JIOKYMEHTHUPOBaHUS "
dbopMupoBaHus el
2. ®opMHpoBaHUE JeN Kak
TEXHOJIOTHYecKas
oreparus
JIEIIONPOU3BOICTBA
3. TloaroToBuTth cOOOIICHHE
Ha Temy  «Hcropus
rOCYJJapCTBEHHOTO
JIEIOTIPOU3BOICTBAY.

pabora

Tema 7.1.
TpebGoBanus K
COCTaBJICHUIO

HOMCHKIJIATYPBI ACII.

Conep:xanue
MaTepuaia

y4eOHOro

PenponykTuBHBII
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3. Meroanka COCTaBJICHUSA
HOMEHKJIATYPBhI JICI.

JlabopaTopHbie padoThl HE
IIPELyCMOTpPEH
0
IIpakTHYeckue 3aHATHA
1. 3HayeHHE HOMEHKIATYPbI
JIelL. 2
2. TpeboBanwus K
HOMEHKJIaType eIl
3. Topsamox BEICHUSA
HOMEHKJIATyphl JIE.
KoHnTtpoJbHbIe padoThI HE
IpeIyCMOTpPEH
0
CamocrosiTenbHas pabdora
00y4aroumuxcs
ITopsnox oopmienus,
COTJIACOBAaHUS U YTBEPKICHUS
HOMEHKJIaTyphI Jell.
Hcnons3oBaHnEe HOMEHKIIATYPBI
JIeNl B OTIEpaTUBHOM XPaHEHUU U
BEJIOMCTBEHHOM apxuBe.
Opranunszanus TEKYILEro
XpaHEHUs! JOKYMEHTOB.
Pa3pean 8.
Opranuzanus
XpaHEHHUs 4
JIOKYMEHTOB U
o0ecrieueHue ux
COXPAHHOCTH.
Tema 8.1. Conepxanue y4eOHOro
XpaHenue MaTepHasa
JIOKYMEHTOB B 1. OTBETCTBEHHOCTH PenponyktuBHbII
CTPYKTYPHBIX CIpPaBOYHOM pPabOTBI U
MoJIpa3ieIeHUSIX MOPSAI0K BbIJIa4YH
OpraHM3aliHu. JIOKYMEHTOB JUIs
BPEMEHHOTO
MOJIb30BaHUs npu
XpaHEHUHU nux B
CTPYKTYPHBIX
MOJIpa3CIICHUSAX.
2. XpaHeHue
MalIMHOYUTAEMBIX
JIOKYMEHTOB u
JIOKyMEHTOB Ha
MarHMTHBIX HOCHUTESIX.
JlabopaTopHbie padoThl HE
IPELyCMOTpPEH
0
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IIpakTHyeckue 3aHATHA
1. XpaHeHue JOKYMEHTOB U

JIelL. 2
2. Kpurepuu onpeneneHus
3HaYUMOCTHU JOKYMEHTOB.
3. Ob6ecrnieuenue
COXPaHHOCTH
JIOKYMEHTOB,
NepelaHHbIX B apXUB.
KonTpoJsbHbIe padoThI HE
IpeyCMOTPEH
0
CamocTosiTesibHASE padora
o0yuarmuxcst 2
Cny0bl JeNONpOU3BOACTBA B
YUPEXKIECHUAX
JIOPEBOTIONIMOHHON Poccun.
[ToaroroBute
CaMOINPE3EHTALUIO.
Pa3zpmen 9.
Dkcneprusa
LIEHHOCTH 2
JIOKYMEHTOB B
JEJIONIPOU3BOJICTBE.
Opranuzanus
SKCIIEPTU3BI.
Tema 9.1. Coaepxanue y4eOHOroO PenponykTuBHbIN
HopmartusHO- | MaTepuana
METONYECKHUE U 1. Tlousarue «IKCIepTH3a
TEOPETUUECKHE LIEHHOCTW.
OCHOBBI ITPOBEJICHUS 2. TpeboBanms K
9KCIIEPTU3BI. IIPOBEJICHUIO IKCIIEPTU3BI
LEHHOCTH JOKYMEHTOB.
3. Opranuzanus u
IIPOBEACHUE SKCIEPTU3bI
LIEHHOCTU  JIOKYMEHTOB,
LEHTPAIBbHBIX
SKCHEPTHBIX  KOMHUCCUH
(OK) yupexneHus.
4. IlpaBa u ¢byHKIUN
KOMHCCHUH, OpTraHU3alus
paboThI u
JIOKyMEHTHUPOBaHUE
JIESTEIIbHOCTH.
5. Topsaok pabotsl OK.
JlaGopaTopHbie padoThI HE
MIpeyCMOTpEH
0
IIpakTHYeckue 3aHATHSA
XapakTepucTuka U IOPALOK 2

JIocTyna K JOKYMEHTUPOBaHHOM
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uadopmarmu ¢ rpudom «Jlst
CITY’KE€OHOTO TIOJIb30BaAHUS

KonTpoJsbHbIe padoThI

HE

IpeyCMOTpPEH
0

CamocrosiTe1bHAsA paGora
o0yuarmuxcst

Odopmuts pe3yJbTaThl
AKCIEPTU3BI LEHHOCTH
JIOKYMEHTOB (MOXHO Ha
[puMepe KOHKPETHOU
OpraHU3allNH).

Pa3pen 10.
IToaroroBka u
nepenaya Jaei B

ApXUB OpraHu3alnuu.

Tema 10.1.
Iloaroroska
JIOKYMEHTOB U
nepenaya Ha
BEJIOMCTBEHHOC
XpaHEHHUe.

Copepxanue y4eOHOro
MaTtepuaJia

1. Vaudukanus
TpeOoBaHUl K  Jenam
ClIaBaE€MbIX B apXWB.

2. HopmartuBHO
METOAMYECKHE
MaTepuaisl OenepanbHOR
apXuUBHOM  ciy’)kObl 00
oopMIIEHUH JIEIT.

3. OcHOBHbIE TpeOOBaHUS K
o opMIIEHHUIO JIeI.
[lonHoe w® yacTu4HOE
odopmiieHrE JIe.
[TonmuBka JielL.
Hywmeparnus JINCTOB.
BryTpeHHss onuce.

4. IlpaBunma  cocTaBICHHS
OIUCH JIeJ CTPYKTYpPHOTO
noJipa3aeNeHus

5. Ilepemaua Jen B
BEJIOMCTBEHHBII  apXuB.
B3anmoneiicteue
CITYKOBI )i(0)% u
BEJOMCTBEHHOT'O apXHBa
npu dbopMupoBaHUU
OCHOBBI TUIst
MOCTEAYIOIIEro XpaHEeHUs
" UCTIOJIb30BaHHUS
JIOKYMEHTOB.

PenponykTuBHbII

JlabopaTopHblie padoThl

HE
peayCMOTpPEH
0

KonTpoJbHbIe padoThI

HE

peayCMOTpeH
0
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CamocTrosiTeJbHAS pa60Ta

1. — 03HAaKOMUTELHBIN (Y3HaBaHUE paHee N3YYCHHBIX 00BEKTOB, CBOWCTB);

2. — penpoAyKTHBHBIN (BBITIOJHEHUE ACATEIBHOCTH MO 00pa3ily, WHCTPYKIUU WM TOJ
PYKOBOJCTBOM)

3. — IPOIYKTHUBHBIN (TNTAHUPOBAHUE U CAMOCTOSITEIIHHOE BBITIOJHEHUE JESTEIBHOCTH, PEIIeHUE
IpOOJIEMHBIX 3314

2.3 OoOpa3oBaTesibHbIe TEeXHOJOTHHM, HCIOJb3yeMble NPH MPOBEIEHUHM AYTUTOPHBIX
3aHATHI

B cootBerctBum ¢ tpedboBanusimu ®I'OC 3 + mo cnenumanbHocTr 38.02.07 BankoBckoe
JIeNI0 peanu3anusi KOMIIETEHTHOTO TOJXOJa IMpeaycMaTpuBaeT HCIOIb30BaHHE B yueOHOM
IpoIlecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATHUH (€TOBBIX U POJIEBBIX UTPHI,
pa300p KOHKPETHBIX CUTyalui (KEWCOB), TPYNIIOBBIC TUCKYCCHH, MacTepP-KIacChl IKCIIEPTOB H
CHEIHAIMCTOB, CAMOCTOATEIbHBIE UCCIIEIOBATENILCKUE MPOEKTHI) B COUETAHUU C BHEAYIUTOPHOM
paboToii ¢ 11enbi0 GOPMHUPOBAHUS U PA3BUTUA MPO(EeCcCHOHATBHBIX HABBIKOB 00YYaIOITHXCS.

.HGKI_II/IOHHLIC 3aHATUA OOHNOJHAKTCA CEMHUHAPCKUMU 3aHATUSAMU HW  PA3JIMYHBIMU
(dhopMaMu caMOCTOSITEIIBHON PabOTHI CTyIeHTa ¢ y9eOHOW M Hay9IHOU JuTepaTypoid. B mporecce
Takol paboOThl CTYIEHTHl TNPUOOPETAIOT HAaBBIKM «TIyOOKOTrO 4YTEHHSA» - aHajiu3a H
MHTEPHPETALNHN TEKCTOB MO METOJOJIOTMH U METOJIMKE TUCLIUILIAHBI.

Opranmzanusi  00pa3oBaTeNLHOTO  Tpolecca  JAUCHUILIMHBI  JIOKyMEHTallMOHHOE
obecriedyeHre yIpaBJICHHS MPEIIoiaracT akTUBHOE W HEJIMHEHHOE B3aMMOJICHCTBHE Tearora u
CTYJCHTOB B pElICHUH YUeOHBIX 3a]1a4, TOCTHKEHHE Ha 3TOI OCHOBE JINYHOCTHO 3HAYUMOTO IS
HUX 00pa3oBaTeNbHOTrO pe3ynbraTa. Ha 3aHATHSAX-TEKIUAX HCIONb3YITCS Cleayomue HopMbl
HHTCPAKTUBHBIX TEXHOJIOTHH: HCKL{I/I}I-6CCCI[8., JICKOUA-AUCKYCCHS, KOJIJICKTUBHOC O6C}’)KI[€HI/IG,
MU T.J.

Ha cemuHapckux 3aHATHSX HWCHOJB3YIOTCS TEXHOJIOTMHU MPOOJIEMHOTO OOyuYeHus,
MpelyCMaTPUBAIOLINE MMOCTAHOBKY MPOOJIEMHBIX BOMPOCOB, CO3/IaHUE YUYEOHBIX MPOOIEMHBIX
CI/ITyaLII/If/’I AJI1 CTUMYJIMPOBAHUC aKTUBHOU MO3HABaTEIbHONI ACATCIIbBHOCTH CTYACHTOB.

Ha MPAKTUYCCKUX 3aHATUAX MTPHUMCHAIOTCA HUIPOBLIC TCEXHOJOTHU — OpraHu3anus
0o0pa30BaTeNbHOrO MpoIlecca, OCHOBAHHAS HAa PEKOHCTPYKLIMU MOJENell MOBEIEHUS B paMKax

MPEAJIOKCHHBIX CHECHAPHBIX YCHOBHﬁ. (DOpMaMI/I y‘le6HBIX 3aHATUM C UCIIOJb30BaHUEM HUI'POBBIX
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TEXHOJIOTUH SBIIAIOTCS AEJIOBasg WUIpa — MOJEIMPOBAHUE PA3IMYHBIX CUTYyalUl, CBSI3aHHBIX C
BBIPAOOTKOW M MPUHATHEM COBMECTHBIX PELICHUH, 00CYXK/IEHHUEM BOIIPOCOB B PEXKUME
«MO3TOBOr0 HITYpMa», PEKOHCTPYKLUEH (PYHKIIMOHAIBHOTO B3aWMOJICHCTBUS B KOJUIEKTUBE U
poJieBasi urpa — IMUTALMS WK PEKOHCTPYKLMS MOZENIEH POJIEBOIO MTOBEACHUS B IIPEAJI0KEHHBIX
CLICHAPHBIX yCIOBUSX.

B yueOHBIli mnporecc AMCUMILIMHBI J{OKYMEHTALlMOHHOE OOecreueHne YyIpaBIeHUs
BKJIIOYAIOTCA  Takke (opMbl y4eOHBIX 3aHATHM C HCHOJb30BaHUEM HHGPOPMALMOHHO-
KOMMYHMKAIIUOHHBIX TEXHOJIOTHM:

Jlexuus-Busyanu3anus — U3JI0KEHUE COJIEp’KaHUSl COMPOBOXKIAETCA IpEe3eHTalel
(eMoHcTpanuel yueOHbIX MAaTE€pUaIOB, MPEICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHUCTEMaxX, B
T.4. WUTFOCTPATUBHBIX, IPpa)uuecKux, ayIuo- U BUJICOMATEPHAIIOB).

[Ipaktuyeckne 3ansTHA B (GoOpMe TMpEe3eHTAMM — MPEJACTABICHUE pe3yJbTaTOB
MIPOEKTHOM WJIM HCCIIEN0BATENbCKON JESITEbHOCTH C HCIOJIb30BAHUEM CIEIHAIN3UPOBAHHBIX

MIPOrPaMMHBIX CPEJICTB.

3 YcaoBus peajJu3anuu NPOorpaMmbl IUCHUIIIMHBI

3.1 TpeOoBaHusI K MUHMMAJIBHOMY MAaTEePHAJIbHO-TEXHUYECKOMY 00ecIedeHN 0

[Tomemienne kabMHETOB y0BIETBOPSAET TpeOoBaHUAM CaHUTAapPHO-3MHIEMUOIOTHYECKUX
npaBuwil U HopMmatuBoB (CanlluH 2.4.2 Ne 178-02) m ocHamieHO THUIOBBIM 00OpYAOBaHUEM,
YKa3aHHBIM B HACTOALIMX TpeOOBaHMSX, B TOM YHCIE CIEIHAIM3UpOBaHHas yuyeOHas meOenb u
cpeacTtBa OOYyYeHHUs, JOCTATOUHBIMU JUUIsl BBIMOJIHEHHS TPeOOBAaHUM K YPOBHIO MOATOTOBKH
00ydaromuxcs.

KaGuHeTsl ocHaleHbl MyJIbTUMEIUIHBIM 000pPYJOBaHHEM, IOCPEICTBOM KOTOPBIX
YYaCTHMKHM 00pa3oBaTeNbHOIO Ipoliecca MOTYT IpOCMaTpuBaTh BHU3YalbHYIO, CO3/aBaTh
IIPE3EHTALNH, BUJIEOMATEPHUAIIBI, HHBIE JOKYMEHTHI.

[Tepeuens cpencTB mMarepuasbHO-TEXHUYECKOTO oOecnieueHus s ooyuyenus: mo OIl. 04

JlokyMeHTallMoHHOE oOecrieueHe yIpaBieHus MpeicTaBieH B Tabnuie 3
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Ta6mmma 3 — I[lepeuens cpecTB MaTEPHATLHO-TEXHHYECKOTO 00ecriedeHust Uisi O0ydeHHUs 10

OII. 04 /ToxyMeHTallMOHHOE O0ECIIeUeHUE YIPaBICHUS

HaumenoBanue

NOMeLeHui
CaMOCTOSITeIbHOM padoThl

CHelUAJbHBLIX MOMEIeHH
AJIA

OcHallleHHOCTh
cnenraJbLHBIX
noMeneHud u
NoMelleHuH IJIs
CaMOCTOSITEeIbLHOM
padoThbI

Ilepeuenn JIMIIEH3HOHHOT 0
NMPOrpaMMHOro ob0ecrnieyeHmusl.
PexkBU3UTHI MOATBEPKIAAOIICTO
TOKyMeHTAa

KabuneTt conuanbHOi
ncuxoniornu; Kabuner
JOKYMEHTOBE/ICHUS U
JIOKYMEHTAIMOHHOTO
o0ecreyeHus yrpaBiieHUs;
Kabuner apxuBoBeneHus;
Kabunet npodeccrnonanbHON
stuky; Kabuner
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHuUs;
Kabunet nentp (kiacc)
JICJIOBBIX UTP; JIeKIIMOHHAs
ayutopus. (128)

30 mocaIo4YHBIX
MECT,
MPENo/1aBaTeNbCKOE
MECTO, JOCKa,
MYJbTUMEIUNHBIN
MPOEKTOP
(mepeHocHOM),
MEPEHOCHOU
HOYTOYK

Kabuner conmanpHOI
ncuxoaorun; Kaduner
JOKYMEHTOBEIICHHSI 1
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHuUs;
Kabuner apxuBoBeeHUS;
Kabuner npodeccrnonanbHOM
stuku; Kabuner
JOKYMEHTAITHOHHOTO
o0ecrieyeHus yrpaBiieHHs;
Kabuner nentp (kmacc)
NENOBBIX UTp; JIeKIHoHHas
ayauropus. (236)

34 mocagoYHBIX
MECTa,
MIPETNO0/1aBaTeIbCKOE
MECTO, JOCKa,
HarJISIgHEIS
rmocoous

KabuneTt conpanbHOi
ncuxoniornu; Kabuner
JIOKYMEHTOBE/ICHUS U
JIOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBiieHHs;
Kabuner apxuBoBeneHUS;
KabuneT npodeccronanbHON
stuky; Kabuner
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHUs;
Kabunet nentp (kiacc)
JICJIOBBIX UTP; JIeKIIMOHHAs
ayutopus. (227)

24 nocaIoYHBIX
MecCTa,
Mperno/1aBaTeIbCKOe
MECTO, JIOCKa,
HArISgsIe TOCO0OuS.
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YuraabpHBIN 3ai1

16 mocagouHbBIX
MecT, pabodee
MECTO
npenogasatens, 17
KOMITBIOTEPOB C
BBIXOJIOM B
UHTEPHET

OC — Windows XP Professional RUS.
(Kopo6ounas Bepcust Vista Business
Starter (17mr.) u Vista Business
Russian Upgrade Academic Open
(17mt) - JIutieH3MOHHBIN cepTU(UKAT
Ne 42762122 ot 21.09.2007.
1C:Ilpennpustue 8. Kommiekr amus
00y4YeHHUs B BBICUIMX M CPETHUX
yueOHBIX 3aBE/ICHUSX.
CybnuneH3noHHbIi g1orosop Ne
32/180913/005 ot 18.09.2013.
(ITepesriit BUT)

Kaspersky Endpoint Security amst
ousneca — Crannaptasiii (320mT).
Horosop Ne I[1P-00018475 ot
16.112018(000 Ilpuma AiiTu) cpokom
Ha | ron.

Microsoft Access 2010. IToamucka
Microsoft Imagine Premium Akt
nepenaun npas Ne Tr046356 ot 04
asrycra 2017, Cuer Ne Tr000168154 ot
28 utons 2017 (Ilpuma AiiTu). Cpox
nercTsus — 1 rom.

Microsoft Office 2007 Russian.
Jluuen3nonHslii ceprudukar Ne
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42373687 ot 27.06.2007
Microsoft Project npodeccuonanpHbIN
2010. TTogmucka Microsoft Imagine
Premium Axt nepemauu npaB Ne
Tr046356 ot 04 aBrycra 2017, Cuet Neo
Tr000168154 ot 28 urons 2017 (Ilpuma
AiiTu). Cpok aeiictBust — 1 ro.
Microsoft Visio mpodeccronambHbIi
2010. IMonmucka Microsoft Imagine
Premium Axt nepemauu npaB Ne
Tr046356 ot 04 aBrycra 2017, Cuet Ne
Tr000168154 ot 28 utonst 2017 (ITpuma
AiiTu). Cpok gelictBust — 1 roz.
Microsoft Visual Studio 2010.
[Monmucka Microsoft Imagine Premium
AKT nepenaun npas Ne
Tr046356 ot 04 aBrycra 2017, Cuet Ne
Tr000168154 ot 28 urons 2017 (Ilpuma
AiiTn). Cpok geiictBust — 1 ron.
[IporpamMmmMHOe obecrieueHue no
munen3uu GNU GPL: 7-Zip, Blender,
GIMP, Google Chrome, Inkscape,
LibreCAD, LibreOffice, Maxima,
Mozilla Firefox, Notepad++, StarUML
VI.

3.2. UnpopmannonHoe odecrieyeHne o0ydeHus (OCHOBHas JuTEpaTrypa,

JAOMOJHUTEIbHAS JTUTEPATYPA, IePHOAUYECKUEe U3TAHUA, HHTePHeT-

pecypc)

OcHOBHbIE HCTOYHHUKMN:

1. I'maguii E.B. JlokymMeHTaniMoHHOE 0O€ecrieueHrne ypaBiaeHus: Y deOHoe

nocobue/I'manuii E.B. - M.: U] PUOP, HUL] UH®PA-M, 2016. - 249 c.. -

(ITpodeccuonanbuoe obpazosanue)http://znanium.com/catalog.php?bookinfo=468335

2. brikoBa T.A. JlokyMeHTaIIMOHHOE 0OecTieueHne yrpaBiaeHus (JIeT0MpOru3BOICTBO) :

yue0. mocobue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gom. —

M. : UIHOPA-M, 2017.— 304 c.http://znanium.com/catalog.php?bookinfo=762591

3. JloxymenTarimonHoe ooecnieueHue ynpasieHus : yaeOnuk / T.A. breikoBa, E.A. Cxpunko,

IO.M. Kykapuna, A.1O. Konskosa, C.A. I'noroBa. — Mocksa : KnoPyc, 2018. — 266 ¢. — Jlna

CIIO.https://www.book.ru/book/926891/view2/1

4. bacakoB M.U. /lokyMeHTalIMOHHOE OOecreueHue yrpaBieHus (C OCHOBaMU

apxuBoBejieHHs) : yueObHoe nmocodue / M.U. bacakoB. — Mocksa : KnoPyc, 2018. — 216 ¢. —
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Hist CITO .https://www.book.ru/book/926606/view2/1
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JlonoTHUTeIbHbIE HCTOYHUKMU:

1. bacakos M.U. [lenonpon3BoacTBo. JJoOKyMEHTallMOHHOE 00eCTIeYeHUE YIIpaBICHUS
( ¢ ocHoBamMu apxuBOBeieHUs): yueO. mocooue.-M.: KHOPVYC, 2016.-216 c.-(Cpennee
npodeccuoHabHOE 00pa30BaHUE).

2. Bbacako M.U. [lenonpousBoactBo(/JokyMeHTaIlmoOHHOE o0ecTieueHue
ynpasieHusi): yaeonuk .- PoctoB u//l.: ®enukc, 2017.-375 c.(Cpennee npodeccroHanbHOE
o0OpasoBaHme)

3. [lyBamosa H.M. OcHOBBI nenonpou3BoicTBa: yueOHUK 1 pakTukyMm st CITO.-
M.IOpaiir, 2015.-375 c.-(Ilpodeccuonanbuoe oOpa3oBaHue).

4. [Mmenko A.B. JlokyMeHTaIimoHHOE oOecrieueHue yrpasieHus. [IpakTukym yaeOHoe

nocobue gua CI1O.- M.: Axkagemus, 2014.-224 c.

HNuTepHeT-pecypceb:

1. [IpaBuTenscTBO PO [DnexTpoHHBbII pecypc] Pexum JIOCTyTa:
http://government.ru -(lara o6pammenus 11.052018r.)

2. @enepanbHas HajoroBas ciyk0a [DnekTpoHHbI pecypc] Pexum poctyma:
http://nalog.ru -(lata o6pamenns 11.052018r.)

3. Mundun Poccun. [Onexrponnsiii pecypc] Pexum goctymna: http :/www.minfm.m
- (ara obpamenus 11.052018r.)

4. denepanpHas cy)k0a rocy1apcCTBEHHON CTAaTHCTHKHU. [DIEKTPOHHBIA pecypc|
Pexxum noctyna: http://gks.ru -([lata oOpamenus 11.052018r.)

5. CrnpaBounas npaBoBasi cucreMa «KoncynpranT Ilntocy. [DnekTpoHHBIN pecypc]
Pexxum moctyma: http://www.consultant.ru ([{lata obpamenus 11.052018r.)

6. CrpaBouHasi npaBoBasi cuctema «lapant». [DneKTpoHHBIN pecypc] Pexum

nocryna: http://www.garant.ru - ([lata obparmenus 11.052018r.)

3.3. Ilepeuyenb HHGOPMALMOHHBIX TEXHOJIOTHI

B paMkax wu3ydeHus JUCHMIUIMHBI HCHOJB3YIOTCA ClEAyIoUMe HWH(POPMalUOHHBIE
TEXHOJIOTHH:

—3JIEKTPOHHBIE ~ 00pa3oBaTelbHbIE PECYpChl, B  KOTOPbIE BXOJAT  AJIEKTPOHHAS
oOpa3oBarenpHas  cpena  AkajgemMuu — (pacmojoXKeHHass 1O  DJIEKTPOHHOMY  aJipecy
http://185.18.111.102/moodle/course/index.php?categoryid=>54), AJIEKTPOHHO-OMOIMOTeUHAS
cucremMa «Znanium.comy (pacmonoxeHHast o AJIEKTPOHHOMY azpecy
http://znanium.com/catalog), anekrpoHHO-OnbMHOTEeYHas1 cuctema «Ibooks.ru» (pacmonoxeHHas

10 JIeKTpoHHOMY ajzpecy https://ibooks.ru/home.php?routine=bookshelf);
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—IMPE3CHTAlMOHHBIC MaTCpHaJlbl, p33pa6OTaHHBK3 B NCKIX BU3YyalIU3alluA yq€6HOFO
Marcepuajla MW TOBBINICHUA HArJIAAHOCTHU O6yquHﬂ, B COOTBCTCTBHH C KaJICHAApHO
TEMATUYCCKUM INJIAaHOM IT10 JUCHUIIIINHE,

—B paMKax M3Y4YeHUs AUCIUILTUHBI UCTIONIb3yeTCs makeT nporpamm Microsoft Office.

3.4 YcaoBus peaju3any NporpaMmmal AJisi 00y4aromuxXcsi HHBAJIUI0B U JIMII €
OrpaHHYEeHHBIMU BO3MOKHOCTSIMU 3/10POBbSI

WNHBanuapl U nuia ¢ OrpaHUYCHHBIMH BO3MOXKHOCTSIMH 3J0POBbsI, OOydYaroIiuecs II0
nporpamme noAroroBku 38.02.06 dunHaHCH, 00ECHEUYUBAIOTCS MEYATHBIMU M AJIEKTPOHHBIMU
o0pa3oBaTeIbLHBIMH PECypcaMu B popMax, aJlallTHPOBAHHBIX K OTPAaHUYCHUSM UX 3I0POBbSL.

Cnemuduka moixydyaeMoil HampaBlIeHHOCTH (mpoduis) oO0pa3oBaTENbHOM MPOTrpaMMBbI
MpearnonaraeT BO3MOXKHOCTh OOyUYEHHUS CIEAYIOUIMX KaTeropuil WHBAIMIOB U JIUI[ C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3710POBbSI:

- C OTpaHUYEHHEM JBUTATEILHBIX (PYHKITHIA,
- C HAPYIICHUSIMH CITyXa;
- C HAPYIICHUSIMH 3PCHUSL.

Opranuzanus 00pa3oBaTEeILHOTO nporiecca obecrieynBaeT BO3MOXHOCTb
OeCIPEensITCTBEHHOTO JIOCTYIa O0YyYalonIuXcs C OTPAaHHYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS U
(WM) WHBAJMIOB B YUeOHBIC ayJAMTOPHUU U JAPYTHUE TOMEIIEHUS, JIUIS 3TOTO UMEIOTCS TaHIyCHI,
MOPYYHH, JIN(DTHI ¥ pacIIUPEHHBIC BEPHBIC POCMEI.

B yueOHBIX ayAUTOpUSIX U JIAOOPATOPUSIX UMEETCSI BO3MOKHOCTh 000pYyI0OBaTh MECTa ISt
CTYJICHTOB-UHBAJIHNIOB C PA3IUYHBIMUA BUJAMH HApYIICHUS 370POBBS, B TOM YHCIE OMOPHO-
JBUTATEIBHOTO ammapara W ciyXxa. OCBEHIEHHOCTh YYEeOHBIX MECT YCTaHABIMBACTCS B
cootrBeTcTBUU C nonoxkeHusiMu CHull 23-05-95 «EcTecTBeHHOE U MCKYCCTBEHHOE OCBEILICHHS.
Bce npenmMeTsl, He0OOXOAMMBIE 11 YIEOHOTO MPOIIEcca, PACHoaralTcsl B 30HE MaKCUMAaIbHON
JOCATAeMOCTH BBITSIHYTBIX PYK.

[Momemenuss mpeaycMaTpUBarOT ydeOHBIE MecTa JJs JHUIl C OrPAaHUYCHHBIMH
BO3MOYXHOCTSIMHU 3JIOPOBbSI M1 WHBAIHJIOB, HMCIOIIUX CEPJICIHO-COCYAUCThIC 3a00JICBaHUs, OHU
00OpYIOBaHBI COJTHIIE3AIIUTHBIMU YCTPOHCTBAMU (KAITIO3M), B HUX MMEETCSl CUCTeMa KIIMMaT-

KOHTPOJIA.
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4 KOHTpPOJIb M OLICHKA Pe3y/1bTATOB OCBOCHUS AUCHHUIIIMHBI
KoHTpons u oOleHKa pe3ylbTaToB OCBOCHHS JUCHMILIMHBI J[OKyMEHTallMOHHOE
o0ecrieueHre yMpaBICHHUsS OCYIIECTBISIETCS TMperojaBaTelieM B Ipolecce MPOBEIACHUS

MMPAKTUYICCKUX SaHHTHﬁ, TECTUPOBAHHUA U BBIIIOJIHCHUA WHANBUAYAJIBHBIX 3aHATHH.

Pe3yabTaThl 00yyeHus @DopMbI U METOAbI KOHTPOJISA
(ocBOCHHBIEC YMEHHS, YCBOCHHbIE 3HAHUS) U OLICHKH pe3yJIbTaToB
o0yueHust

B pe3ynomame oceoenusa oucyuniunul odyuarouwuiica Dopmvl KOHMPOAA 00yUEHUA:
00J1)1CeH YMEeMb:

YCTHBIN OMPOC, MUCHMEHHOE
TECTHUPOBAHUE;
camocTosITenpHas paboTa,
MPAKTUYCCKUC 3aJIaHUAA,
AKTUBHOCTbH Ha 3aHATHUSAX
(9KCTIEpTHOE CYXJICHHE),
MIPAKTHYECKHUE 3aHSITHS,

B pe3ynvmame oceéoenus OucyuniuHbl 00y4arOuiuiica CaMOCTOsATENbHAs PaboTa.
00J1)1CeH 3HaAMb:

| [IpoMexxyTouHas aTTecTalus JubdepenumupoBanubIil 3a4eT
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5.0ueHKa ocBOeHHS 10CTHKEHHIT TUYHOCTHBIX Pe3y/IbTATOB BOCIIMTATEIbLHONH padoThI

OneHka JOCTHKEHHs 00y4aroLUIMMHUCS JIMYHOCTHBIX pe3ysbTaToB (nanee — JIP) mpoBoautscs B
paMKax KOHTPOJIBHBIX U OLICHOYHBIX IIPOLIEYDP, IPEAYCMOTPEHHBIX AaHHOU [IporpaMmoii.
Cnoco0bl KOHTPOJISI Pe3yJIbTATOB U KPUTEPHHU Pe3yJIbTATHBHOCTH Peain3aluuu

BOCIIUTATEIbHOI PadoThl 00yYAOIIMXCH AKATEMHYECKOI0 KOJLIEIkKA.

Bug KOHTPOJIA Pe3y.IIBTaT KOHTPOJIA

Bx

OJTHO¥ KOHTPOJb JMATHOCTHKA CIIOCOOHOCTEH M HHTEPECOB
oOyyaronuxcs (TeCTUpOBaHUEe, AaHKETUPOBAHUE,
COIIMOMETPHS, OTIPOC).

Te

KYIIHii KOHTPOJIb neflarorndeckoe HalJIroIeHHe B TIporiecce
MIPOBEJICHUS] MEPOTIIPUSATHIA, TT€TArOTMYECKHI
aHaJIM3 TBOPYECKUX pabOT, MEPOTIPUITHIA
oOyuaromuxcsi, popMupoBaHUE U aHATH3
nopTdoano 00ydarmerocs; UCIOJTHCHHUE
TeKyIlIel OTYETHOCTHU

1

[OTOBBIH KOHTPOJIb aHAJIN3 JCATCIIbHOCTH

KoMiuiekc kpuTepueB OlleHKH JUYHOCTHBIX Pe3yJIbTATOB 00y4ar0IMXC:

—JIeMOHCTpAaIus HHTepeca K Oyayiieil mpodeccuu;

—OlLIeHKa COOCTBEHHOTO MPOIBIKEHUS, IMYHOCTHOTO PA3BUTHUS;

—TIOJIOKUTENIbHAST JMHAMUKA B OpTaHHW3alldd COOCTBEHHOW Y4Ye€OHOW NeATeTbHOCTH TIO
pe3yabpTaTaM CaMOOIICHKH, CaMOaHaIN3a U KOPPEKIUU €€ pe3yJIbTaToB;

—OTBETCTBEHHOCTD 32 Pe3yibTaT YUYEOHOU NEATENbHOCTH U MOATOTOBKH K MPOodecCHoHaNbHOM

JIeSATEIbHOCTH;

—TMPOSBIEHHE BHICOKONPO()ECCHOHAIBHON TPYI10BOW aKTUBHOCTH;

—y4acTHE B UCCIIEIOBATEIILCKON U MIPOSKTHOU paboTe;

—ydacTHe B KOHKypcax MNpo(hecCHOHAILHOTO MAacTepCcTBa, OJUMMMAZax Mo mpodeccu,
BUKTOPHUHAX, B IPEAMETHBIX HEIETAX;

—COOMIOZICHNE ATUYECKHX HOpPM OOIIEHUS TpU B3aMMOJACHCTBHM C OOYYarOLIMMMCA,
IIPENOAABATEISAMH, PyKOBOIUTEIISAMH ITPAKTHK;

—KOHCTPYKTHUBHOE B3aUMOJIEICTBHE B Y4EOHOM KOJIIIEKTHBE;

—JIEMOHCTpAIUsl HAaBBIKOB MEKJIMYHOCTHOTO JIEJIOBOIO OOLIEHMSI, COIIMAIbHOTO UMUK,

—TOTOBHOCTh K OOINEHHIO M B3aHUMOJAEWUCTBHIO C JIIOABMHM CaMOIrO pa3HOTO CTaTyca,
STHUYECKOH, pEIMTMO3HON MPUHAITIEKHOCTH U B MHOIOOOPa3HbIX 00CTOSATENBCTBAX;

—c(OpMHUPOBAHHOCTH TPAXKIAHCKON MO3HIINH; YIACTHE B BOJIOHTEPCKOM JBIDKEHHH;

—MpPOSIBJICHHE MHUPOBO33PEHUYECKUX YCTAaHOBOK Ha MOTOBHOCTh MOJIOJBIX JIIOJEH K paboTe Ha
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Osaro OrteyecTBa;

—IPOSBIICHHE IIPAaBOBOM AaKTUBHOCTH W HAaBBIKOB IIPABOMEPHOIO IIOBEACHMS, YBAXKEHUSA K
3aKkoHy;

—oTcyTcTBUE (DaKTOB TPOSIBICHHUS HUJCOJOTUH Teppopu3Ma M HIKCTpeMH3Ma Cpeau
oOy4aromuxcs;

—OTCYTCTBHE  COLHMAJIbHBIX KOHQUIMKTOB Ccpeid  OOydYaroIuxcs, OCHOBAaHHBIX  Ha
MEKIJIMYHOCTHOM, MEKPEIUTMO3HOU TOYBE;

—y4acTue B peaju3alMH IPOCBETUTEIBCKUX IPOrpaMM, INOUCKOBBIX, BOCHHO-UCTOPUYECKHUX,
KpaeBeAUECKUX OTPsAaX U MOJIOJECKHBIX O0bEAUHEHUSAX;

—100pOBOJIbYECKNE UHUIIMATUBBI 110 TOJACPHKKUA UHBAIHUJIOB U IIPECTAPENIbIX IPAXKIAH;

—IMpOSBIICHHE SKOJIOTMYECKOM KyJIbTyphl, OEpeXHOro OTHOIIEHUS K pOJHOM 3emie,
npupoHbIM OoratcTBam Poccuu u mupa;

—JEMOHCTpalsd YMEHHM M HABBIKOB Pa3yMHOIO IPUPOJONOJIB30BAHMS, HETEPIHMOIO
OTHOILIEHHUS K JIEHCTBUAM, IPUHOCSIIUM BpEl SKOJIOTHUH;

—JIEMOHCTpAIUsl HABBIKOB 3/JOPOBOT0 00pa3a >KU3HHU U BBICOKUH YPOBEHb KYJIbTYpPBI 3J10POBbS
00yyJaromuxcs;

—TpOsIBJICHHE KYJIbTYphl MOTpeONeHuss uHPOpMaIluU, YMEHUN U HaBBIKOB I0JIb30BAHUSA
KOMITBIOTEPHOM TEXHMKOW, HABBIKOB OTOOpa M KPUTHYECKOrO aHaiu3a HWHGOpMaluu, YMEHUs
OpPUEHTHPOBATHCS B MHPOPMAIIIOHHOM MPOCTPAHCTBE;

—y4acTHe B KOHKypcax Ipo(eCCHOHAIbHOIO MAacTEPCTBA U B KOMAH/IHBIX MTPOEKTaX;

—MpPOSIBJICHHE HKOHOMUYECKOM M (PMHAHCOBOM KYJbTYpbl, SJKOHOMUYECKOW IPaMOTHOCTH, a
Tak)Ke COOCTBEHHOM aJeKBAaTHOW TMO3MLIMKM IO OTHOUIEHHIO K COLHMAJIbHO-dKOHOMUYECKOM

JIEHCTBUTEIBHOCTH.
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