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1. IACHIOPT PABOYEM ITPOT'PAMMBI YYEFHOU JUCITATLIAHBI
JOKYMEHTAINIMOHHOE OBECHHEYEHUWE YIIPABJIEHUA

1.1. O6aacTp npuMeHEeHHs MPOrPaMMBbI

Paboyas mporpamma y4eOHOW IUCHMIUIMHBI SIBISETCS YacThbI0 OCHOBHOM NpPOQecCHOHATBHOM
obpa3zoBatenbHOM mporpamMmel B cooTBeTcTBHE ¢ @T'OC CIIO 38.02.07 bankoBckoe jiero.
1.2. MecTo y4eOHO# JUCHUILIMHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMMbI:
TUucuuIInHa  JJOKYMEHTallMOHHOE 00ECIeUeHHUEe YIPaBICHUS OTHOCUTCS K YYE€OHBIM JIUCHUIUIMHAM
oOmenpodecCHOHANBHBIX TUCIUIUIMH TpodeccruonanpHoro nukia OI1.13.
1.3. IlaaHupyemble pe3yJbTaThl OCBOEHHUS Y4eOHOM TUCHMIIHHBI:

B pezynomame oceoenus yuebnou oucyuniutbl 00y4arOWuics O0INCeH yMemby.:

- 0OpMIIATh JOKYMEHTAIlMIO B COOTBETCTBMM C HOPMAaTHBHON 0a30H, B TOM 4HCIE C
WCTIOJb30BaHNEM HH()OPMAIIHOHHBIX TEXHOJIOTHIA;

- OCBaMBATh TEXHOJOTHH aBTOMAaTH3UPOBAHHOI 00paOOTKH JOKYMEHTAIIHH;

- WCTOJIb30BaTh YHU(DHUIIMPOBAHHBIE (DOPMBI JOKYMEHTOB;

- OCYILIECTBJIATH XPAHEHUE H MTOWCK TOKYMEHTOB;

-ACTIOJIb30BATh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B AJIEKTPOHHOM JIOKyMEHTO000pOTE

B pe3ynomame oceoenus yuebrol OuCyuniunvl 00y4arouuiics 00IHCeH 3HAMb.

- TIOHATHE, IIeJTH, 3a/1a9H ¥ IPUHIIMITEI JISJIOPOU3BO/ICTBA;

- OCHOBHBIC TIOHATHSI JOKyMEHTAI[THOHHOTO 00CCIICUEHUS YIIPABIICHNUS;

- CHCTEMBI IOKyMEHTAIMOHHOTO 00ECTICUeHHS YITPABICHUS;

- KJacCU(UKAINIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABIIEHUIO U OPOPMIIEHHUIO JJOKYMEHTOB;

- OpraHu3alMi0 JOKYMEHTOO0OpOoTa: TpHeM, oOpabOTKy, PErucTpaluio, KOHTPOJb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYpY eIl

Jluunocmuvie pesynomamsi peanuzayuu nPoOcpamMmsbl 80CHUMAHUS

- JIP 13. CoOGmomaromuii B cBOeH mpodecCHOHATbHOM IEATETPHOCTH STHYCCKUE TPHHIIUIIBI:
YECTHOCTH, HE3aBHUCHUMOCTH, MPO(ECCHOHATBHOTO CKENTHIIM3Ma, TPOTHUBOJICHCTBHS KOPPYIIUU H
IKCTPEMHU3MY, OOJIAJIAIONIUNA CUCTEMHBIM MBIIIJICHUEM M YMEHHEM NPUHUMATh PEIICHHE B YCIOBHSX
pHUCKa U HEOTIPEIETICHHOCTH.

- JIP 14. TOTOBBIii COOTBETCTBOBATh OXHIAHHMSIM paboToAaTeNIel: IPOSKTHO-MBICISAIIUH,
3¢ (HEKTUBHO B3aMMOJICHCTBYIONIUN C YiI€HAMH KOMAaHIbl M COTPYAHHUYAIOMIUA C IPYTHMMHU JIIOJIbMH,
OCO3HAHHO  BBIMOJHSIOMUNA TMPOPEeCCHOHAIbHBIE TPeOOBaHMs, OTBETCTBCHHBIM, IyHKTYaJbHBIN,
JTUCIUTIIMHUPOBAHHBIA, TPYIOJIOOUBBIM, KPUTHYECKH MBICISIIINANA, HAICJICHHBIM Ha JOCTHXKEHHUE
MOCTABJICHHBIX IIeJIel; AEMOHCTPUPYIOIIUH PO (HECCHOHATBHYIO KU3HECTOUKOCTb.

- JIP 15. OTKpBITHIH K TEKYIIUM U NIEPCIIEKTUBHBIM U3MEHEHUSAM B MUPE TpyAa U Mpodeccui.

- JIP 16. Nmetomuii aHanuTHYECKOE MBILUICHHE, YCTOMUYNBOE BHUMAHHUE.

- JIP 17. Bnagerommuii COBpEMEHHBIMH METOJAaMH OOCIY)KHMBaHUS TOTPEOUTENsE HAa OCHOBE
YBa)KE€HUs1, TOJIEPAHTHOCTH, TOTOBHOCTHU K JIUAJIOTYy.

- JIP 18. Oco3Haromuii He00X0IUMOCTh CBOETO MPO(PECCHOHAIIBHOTO Pa3BUTHS.

- JIP 19. [IposBastomuii MHTEpeC K YriayOJIeHUI0 3HaHHUH 110 N30paHHON CIeUaIbHOCTH.

- JIP 20. Crpemsiuiicss K COBEpIICHCTBOBAHUIO MPAKTUYECKOW MOJTOTOBKHA B COOTBETCTBUU C
npodeccuoHaIbHBIMU TPEOOBAHUSIMU.

Obwue komnemenyuu (OK):

— OK 01. BsiOupars cnocoObl pemeHus 3agad  OpodecCHOHATBHON  IEATENIbHOCTH
IIPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

— OK 02. OcymiecTBiATh MOUCK, aHATU3 U MHTEPIPETALUI0 MHPOPMALIUU, HEOOXOIUMOMN Ul
BBITOJTHEHUS 33/1a4 ITPO(eCCUOHATLHON 1A TeIbHOCTH;



— OK 03. IlnmanupoBaTh M peaTH30BHIBATh COOCTBEHHOE MPO(PECCHOHANBHOE M JMYHOCTHOE
pa3BUTHE;

— OK 04. PaGoTaTh B KOJUIEKTUBE W KOMaH1e, 3PPEKTUBHO B3aMMOJCHCTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KITMEHTAMU;

— OK 05. OcymiecTBisATh YCTHYIO U MMCbMEHHYI0 KOMMYHHUKAILIMIO Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit @denepanuu ¢ yueTroM 0COOEHHOCTEN COLIMATIBHOTO U KYJbTYPHOTO KOHTEKCTA;

— OK 07. CopeiicTBOBaTh COXpaHEHHIO OKPY)KAIOLIEH cpelibl, pecypcocOepekeHuto, 3h(HeKTHBHO
JIEUCTBOBATH B UPE3BBIYANHBIX CUTYALMX;

— OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B IPO(PECCHOHATBHOM S TEIBHOCTH;

— OK 10. TIlonb3oBaThcsi mpodecCHOHATBHOM JOKYMEHTAlMEW Ha TOCYJapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX;

IIpogpeccuonanvuvie komnemenyuu (I1K):

[1K-2.2. OcymiecTBasiTh U 0pOPMIIATH BBIIA9y KPEAUTOB.

[1K-2.3. OcymecTBIsITh COMPOBOKICHNE BBIJAHHBIX KPEIUTOB.

2. CTPYKTYPA M COJAEP)KAHUE YYEFHOM JUCHHUIIJINHBI

2.1.  O0BbeM yueOHON AMCHMIIMHBI M BUABI YU4e0HOI padoThI

Bupa yueOHo# padoThbl Oovem yacoe
BCETO U3 HUX, MPAKT.
MOITOTOBKA
O61beM 00pa3oBaTeIbHON MPOrpaMmbl (Bcero) 74
CymMmapnasi padora oOy4yamommxcss BO B3aMMOAEHCTBHH ¢ 10 2

NMpenoAaBaTeJsiMi, B TOM 4HcJie:

ab0paTOPHBIC 3aHITHS

JICKIMH, YPOKH 4

MPAKTUYCCKHUE 3aHSATHS 6
6 mom uucie 8 ghopme nPpaKmuyeckol n0O2omMo6KuU 2
CamocrosiTesibHas padoTa 58
[IpomexyTouHAs1 aTTECTALMS 6

IIpomeskyTouHnas arrectauus B popme sx3ameHa




2.2. TemaTn4eckuii IJIaH U coepiKaHue yqeﬁnoﬁ JUCHUILINHBI JJOKYMEHTAIIMOHHOE odecneyeHne YIIpPaABJIEHNS

HaumenoBanue Coaepikanue yueOHOIro MaTepuaJa, JabopaTopHble M NPAKTHYECKHE 3aAHATHS, CAMOCTOSATE/IbHAsI O0bem Ypo-
pa3iesioB U TeM yuyeOHasi paboTa 0o0y4yarouxcs, KypcoBas padora (poekr) 4acoB BeHb
0CBO-
eHusl
1 2 3 4
Paspea 1. JoKyMeHTHpOBaHHE YIIPABJICHYECKOM AeATeJbHOCTH
Tema 1.1. Ponps nenompousBojscTBa B ynpasieHuu. lIpenMer, comepikaHue W 3aadyd JOKYMEHTAIIMOHHOTO OOecredeHust 2 1
IMonsiTue, wesam, | ynpasyieHus. OCHOBHbIE MOHATHS TOKYMEHTAIMOHHOIO oOecrieueHus: yrnpaBieHus. MecTo u poJib JOKYMEHTOB
3ajgaum W | B YOpaBJIEHHH Ha coBpeMeHHOM Jtane. Kraccudukanuss AOKyMEHTOB. YHH(QHUIMpPOBaHHas CHCTEMa
NPUHITUATBI JOKYMEHTAallMOHHOTO  obOecrieueHust  ympaBieHuss HopmatuBHo mpaBoBas 6a3a B OpraHU3aluu
AeJONMPOU3BOACT | JOKYMEHTAIIMOHHOTO 00eCTIeyeHHs!.
Ba OO6mue TpeboBaHUs K CO3JJaHUI0 TOKYMEHTOB. PekBu3nuThl fokymeHTa. OdopMiieHre PeKBU3UTOB IOKYMEHTOB.
biraHKM JOKYMEHTOB.
Jexyusa 1. Knaccudukanus moxkymeHToB. HopmaruBHO TipaBoBasi 0a3a B OpraHu3anud JTOKYMEHTAI[MOHHOTO 2
obecnieueHus
IIpakTHYecKkHne 3aHATHS 2
IIpaxmuuecxoe 3anamue 1 Cucrema noxkymenTar. Opranusaiusi paboThl ¢ JOKYMEHTaMU 2
6 moM uucie ¢ hopme npaKmuuecKoil NOO20MoeKU 2
Tema 1.2 YuudunupoBanHeie TpeOOBaHUS K MOATOTOBKE U OPOPMIICHUIO OT/IEIbHBIX BUIOB JOKYMEHTOB. - 2
TpebGoBanus k Opranu3alOHHO-TIPaBOBbIE JOKYMEHTHI. PacnopsautenbHbie IOKyMeHTHI. MHpopmanmoHHO-CipaBOYHbIE
NOATOTOBKE U JNOKYyMEHTHI. JIOKyMeHTauusi 1Mo TPYAOBBIM OTHOILIEHUSM. DUHAHCOBBIE NOKYMEHThl. Opranusamnus CiayxObl
o opMiIeHUIO ynpaBieHus JAokymMeHTamu. DopMbl opranuszanuud paboTel ¢ AoKymMeHTaMu. OpraHu3alliOHHBIE CTPYKTYPHI
OT/IeJIbHBIX Cyk0 ympaBieHHUs JOKYMEHTaMHU. 3a/1aqdl CIY>KObl ympaBieHUS AOKyMEHTaMH. J[OMKHOCTHOW U YMCIECHHBIN
BU/IOB COCTaB CIyXObI YIpaBlIeHUS JOKYMEHTaMHU
AOKYMEHTOB. IIpakTnyeckne 3aHATHS 2
Ilpakmuuecxoe 3auamue 2 CocTaBieHue W OQOpPMIICHHE OPraHU3aAIMOHHO-TIPABOBBIX, PACHOPSAUTEIHHBIX, 2
MH(OPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB U JOKYMEHTAIIUU 10 TPYJOBBIM OTHOIICHHSIM.
CamocTosiTe/ibHas padoTa 00y4aroIIUXCs 28

1. HITyaupoBaHue TEKCTOBBIX MAaTEpHAIOB (COCTaBJIEHNE KOHCIIEKTOB).

2. IlogroToBka K KOHTPOJIEHBIM BOIIPOCAM:
1. OOmue TpeOOBaHUS K CO3JJAHUIO JOKYMEHTOB. PEKBU3UTHI TIOKyMEHTa
2 . OdopmIiieHHe peKBU3UTOB JIOKYMEHTOB. bilaHKH TOKYMEHTOB

6




HaumeHnoBanue Copep:xaHue yueOHOr0 MaTepHaJa, 1adopaTopHble U NPAKTHYECKUE 3aHATHS, CAMOCTOSITEIbHAS O0bem Ypo-
pa3aesioB H TeM yuyeOHasi paboTa 00y4yaromuxcs, KypcoBas padora (IIpoeKT) 4acoB BEHb
0CBO-
eHusl
1 2 3 4
3. V3ydyeHne HOPMATHBHO-TIPABOBO 0a3bl B OpraHU3alNU JOKYMEHTAIIMOHHOTO 00eCTeueHuUs
4 . TlpoexTrpoBaHue OJAHKOB JOKYMEHTOB
5. Co3zdanue u ohopMIICHHE PIEKTPOHHOTO M1a0JI0Ha OJIaHKa TUChMa OPTraHUu3aIuu
6 . Opranu3aimoHHO-TIPABOBBIC TOKYMEHTHI
7 . PaciopsimuTenbHbIE TOKYMEHTHI
8 . UadopmManmoHHO-CIIPaBOYHBIE JOKYMEHTHI
9. Opranu3zanus ciayXObl YIIpaBICHUS TOKyMEHTAMHU
Paszpnen 2 Opranunsanusi padoThl ¢ JOKYMEHTAMH
Tema 2.1. | [lonsatne mOKyMEHTONOTOKOB. [lopsimok 00pabOTKM BXOAAMMX JOKYyMEHTOB. (OO0paboTka HMCXOMSIINX 2
Opranuszanus ToKyMeHTOB. OpraHu3aius parroHAIFHOTO JIBIDKEHHS TOKYMEHTOB BHYTPU YUPEXKACHUS. AHAIHU3 CTPYKTYPHI
JTOKYMEHT0000p | JoKyMeHTooOOpoTa. AHanu3 o0beMa JOKyMeHTooOopoTa. BpiOop aBTOMAaTH3MpPOBAaHHOM  CHCTEMBI
oTa JIeTIOTIPOU3BOICTBA
Perucrpanus 10KyMEHTOB U OpraHU3aIysl CIIPAaBOYHO- HH(POPMALIMOHHOTO 00CTyKUBaHus. MecTto
peructpanuu B TexHonoruu JJOY. ®opMbl COBpEeMEHHOM pernucTpaluu J0KyMeHTOB. IHaeKkcanus B yCIOBHUSIX
TPaJULIMOHHON 00paboTKH 10KyMeHTOB. Opranu3zanus HHGOPMaIMOHHO-TIOUCKOBON pabOThI IO JOKyMEHTaM 3
KoHTponp Haj cpokamMu HCHOJIHEHHS JOKyMeHTOB. OpraHusanus paOoTbl 0 KOHTPOJK HAJ CpPOKaMH
UCIOJHEHUs JOKyMeHTOB. CpOKM HCIOJHEHUS JOKYMEHTOB. TEeXHOJIOTHSI KOHTPOJIBHBIX —OIEpaluii.
ABTOMAaTU3UPOBAHHbBIN KOHTPOJIb HAJl CPOKAMH UCIIOJIHEHUS IOKYMEHTOB.
Jlexyus 2 O6paboTKa BXOAAIIMX U UCXOAAIIUX TOKYMEHTOB. 2
IlpakTHyecKkue 3aHATHSA -
Tema 2.2. | Opranu3zanus XpaHeHus JOKyMEHTOB.
Opranusanus Opranuzanys ONEpaTUBHOIO XpaHEHMs ITOKYMEHTOB. McnosHeHHble NOKymeHTHl. HomeHkmarypa nenm u ee -
ONEPATHBHOIO W | ycrjonp30BaHKE B AETONPOH3BOACTBEe. PopMHUpoBaHUE 1el. DKCIepTH3a [EHHOCTH JOKyMeHTOB. OdopmieHue
ApXHBHOT'0 nen. CocraBienue 1 opopMIIeHHE OMTUCH JIElT. 3
XpaHeHusd HNHdopmMaoHHble TEXHOJOTUU B JEIONPOM3BOJACTBE. lcnonab3oBaHME NPOrpaMMHOIO OOECHEeUeHus Uit
AOKYMEHTOB penieHust npodecCHOHAIBHBIX 3a1a4
IIpakTH4yecKkne 3aHATHS 2
Ilpakmuyecxkoe 3anamue 3 CocTaBlieHNe HOMEHKIATYph! Aea. CocTaBieHue 1 0pOpMIICHHE OTIUCH JIelT 2

COCTE[BJ'ICHI/IC, O(bOpMJICHI/IC JOKYMCHTOB C UCIIOJIb30BAHUCM CPCACTB OPITCXHUKH
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HaumenoBanue Coaepikanue y4eOHOIr0o MaTepuaJa, JabopaTopHble M MPAKTHYECKHE 3aAHATHS, CAMOCTOSITeJIbHASI O0bem Ypo-
pa3aesioB H TeM yuyeOHasi paboTa 00y4yaromuxcs, KypcoBas padora (IIpoeKT) 4acoB BEHb
0CBO-
eHusl
1 2 3 4
CamMocTosiTeJIbHAsA padoTa 00y4arOIIuXCs 30
1. llItynupoBaHue TEKCTOBBIX MaTepUaIoOB (COCTaBIEHUE KOHCIIEKTOB).
2. IlogroToBka K KOHTPOJILHBIM BOIIPOCAM:
1.  Oprasuzanus cupaBoYHO-UH(GOPMAIIMOHHOTO O0OCITYKUBaHUS
2. KoHTpoap HaJ cpokaMy UCTIOJTHEHUS JOKYMEHTOB
3.  OO6paboTka BXOAAIIUX JOKYMEHTOB
4.  OOpaboTka UCXOIAIINX JOKYMEHTOB
5.  Perucrpanus nocTynawoIiux U co3aBaeMbIX TOKYMEHTOB
6.  HuadopmanmoHHo-IoMCKOBas paboTa 1Mo TOKyMEHTaM
7.  KoHTpoib HaJ cpoKaMu UCIOIHEHHS JOKYMEHTOB
8.  HowmenkiaTypa ien 1 ee UCIOJIb30BaHUE B IETOIPOU3BOJICTBE
9.  @opmupoBaHUE JIe
10. CocraBienue u opopMiIeHUE OMTUCH JET
11. WadopmaMoHHBIE TEXHOJIOTHHU B JIETIONPOU3BOJICTBE
12. IIpoBepka npaBMIILHOCTH COCTABICHHUSI HOMEHKIATYPBI 1€
13. [IloaroroBka Jien K cadye B BEJOMCTBEHHBIN apXuB
14. Ilepenaua uH@opMaIuy ¢ UCIIOIB30BAHUEM CPEJCTB TEIEKOMMYHHUKAIIMU
IIpoMe:xxyTOUYHAsI aTTECTAIUSA 6
Bcero: | 74
aynuTopusble, u3 Hux: | 10
JIEKIMH, YPOKH - | 4
NnpaKkTuyecKue - | 6
6 mom uucne 6 popme npaKmMuuecKoii ROO20MoeKuU - | 2
caMoCTosiTe/IbHasi padoTa - | 58
NPOMEXKYTOUYHAS aTTecTanus - | 6

*[IpakTHdecKkre 3aHATHI MOTYT IIPOBOIUTHCS B AIEKTPOHHON MH(POpMAIIOHHO-00pa3oBaTeNnbHOM cpene (JImunas cTyaust oOydaromerocs)




JUi1st XapaKTEepUCTUKU YPOBHS OCBOEHHS y4€OHOTO MaTepHaa UCIOb3YIOTCS CIEAYIONE 0003HAUCHHUS:

1 - o3HaKOMHUTENBHBIN (Y3HABaHHE paHee H3yYEHHBIX 00bEKTOB, CBOICTB);

2 - penpoayKTUBHBIN (BBIOJHEHHUE JEITEIHHOCTH 110 00pasily, HHCTPYKIUH MU TI0J] PYKOBOJICTBOM);

3 - MPOIYKTUBHBIN (TNTAHKPOBAHUE M CAMOCTOSTEIILHOE BBIITOJIHEHHUE ACATEIBHOCTH, pEIIeHUE MPOOIEMHBIX 3a/1a4).



3. YCJIOBUA PEAJIM3AIIMHA ITPOT'PAMMBI YYEEHOM JUCITATLIAHBI

3.1. MarepuajbHO-TeXHUYECKOE o0ecrieyeHue

Peanmuzanmss  mporpammbl  y4yeOHOM  TUCHMIUIMHBI — TpeOyeT  HaIU4HMsl  DJICKTPOHHOMN
00pa3oBaTeNbHON cpeibl; y4eOHOTO KaOMHEeTA.

OGopynoBanue yueOHOro KaOnHeTAa:

®  KJIacCHas JIOCKa;

®  [10Ca/JI0YHbIE MECTA 10 KOJUYECTBY 00YUarOIIUXCS;

e pabouee MECTO MpENoIaBaTeIs;

e  y4yeOHO-TIpaKTHYeCKOe 00OpyJOBaHME, HEOOXOAMMOE Ui MPOBEACHUS IPEIyCMOTPEHHBIX
MPOrpaMMOM MPAKTUYECKUX 3aHATHH.

TexHuyeckue cpeacTBa 00yUeHHs:

®  KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet;

e cailr «JIluyHast cTynus» € BO3MOXKHOCTBIO pPabOTBHI C 3JIEKTPOHHBIM OOpa30BaTElbHBIM
pecypeom;

®  3JEKTPOHHbIE OUOIMOTEUHBIE PECYPCHI.

YueOHO-MeTOAHYECKOE o0ecIeyeHe TUCIUILINHbBI:
(] MECTOINYCCKUEC YKaSaHI/Iﬂ 10 OpFaHI/ISaHI/II/I HpaKTI/I'-IeCKI/IX SaHSITI/II;'I;
®  METOJMYECKHE YKa3aHHUs [0 CAMOCTOSTEIHbHON padoTe.

3.2. HudpopmaunoHHoe obecneyeHue 00ydeHus

IlepeyeHb y4eOHBIX H3IaHUI, MHTEPHET-PECYPCOB, T0MOJHUTEIbHOM JUTEPATYPbI
OCHOBHBIE HCTOYHHKH

1. Anexceesa, T. B. JlokxymeHTarmonHoe oobecrnieuenue ynpasienus : yueonuk / T. B. Anekceesa, O.
A. CrpaxoB. — Mocksa : YauBepcutet «Cuneprusi», 2020. — 132 ¢. — ISBN 978-5-4257-0402-
3. — Texct : anmexkTpoHHsIi // DnexkTpoHHO-O0nOmMoTeuHas cucrema IPR BOOKS : [caiit]. —
URL.: http://www.iprbookshop.ru/101344.html

2. JlokymeHTanlMOHHOE oOecnieueHue yrnpapieHus. CoctaBienue u 0opMiIeHHUE JETOBBIX
ToKyMeHTOB : yueOHoe mocooue mist CIIO / cocraBurenu E. 1. bammakoBa. — CapatoB, MockBa
: IIpocdhobpazosanue, Ait [Tu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — TekcT : ayeKTpOoHHBIH // DnekTpoHHO-0nOmroTeunas cucrema IPR BOOKS :
[caitr]. — URL.: http://www.iprbookshop.ru/103343.htmi

JlonoaHUTe/IbHbIE HCTOYHUKHU

3. Kyznenosna, U. B. JlokymeHTanmoHHOe obecrieueHue yrnpasieHus : yueoHoe nocoodue st CI10 /
. B. Ky3nenosna, I'. A. Xauatpsin. — 2-e uza. — Caparos : [IpodobpazoBanue, At [1u Op
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexkcT :
ANEKTPOHHBIN // DnekTpoHHO-O0ubnuoreynas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/80326.html

HNuTepHer-pecypcenl (0a3b1 JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIC M MOMCKOBBIEC CHCTEMBbI):
https://www.iprbookshop.ru/ — Dnextponno-6udaunoreunas cucrema IPR BOOKS
http://www.rea.ru;

http://www.guu.ru;

http://www.edu.ru;

http://www.hse.ru.

http://www.garant.ru/ - CIIC «I"apanT.

IIporpammHoe oGecnieyeHue:
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https://www.iprbookshop.ru/
http://www.hse.ru/

[Iporpammuoe  obOecrieueHue,  SBISIOMIEECS  YacThIO  3JIEKTPOHHON  MH(OPMAIMOHHO-
00pa30BaTeNIbHON cpebl U Oa3upyromeecs Ha TeIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUSIX:

-KOMITBIOTEPHBIE 00YYarOIIHNe TPOTPAMMEI;

-TPEHUHTOBBIE U TECTHPYIOIIHUE TPOTPAMMEI;

-MHTEIJUICKTYAIbHBIE POOOTU3UPOBAHHBIE CHCTEMBI OIIEHKH Ka4eCcTBa BBIMIOJIHEHHBIX padoT.

[Iporpamma ympaBienusi oOpaszoBarenbHbIM Tporieccom B OUOC (MuadopmarmonHas
texHoJsiorus. [Iporpamma ynpasieHust oopazoBarenbHbiM mporieccom. KOMBAT).

3.3 Opranusanusi 06pa3oBaTejiLHOI0 Mpouecca

OobpazoBarenbHast OpraHu3anus pacnoJjaraer MaTepUaIbHO-TEXHUUYECKON 0azoii,
o0ecrieynBaroOIIell  MPOBEJACHWE  BCEX  BHUJOB  NPAKTUYECKUX  3aHATHH, JAUCHUIUIMHAPHOH,
MEXAUCLUUIIIIMHAPHON M MOAYJIBHOW TMOATOTOBKM, Y4€OHON MNPaKTUKU, NMPEAYCMOTPEHHBIX YYEOHBIM
IJIaHOM 00pa30BaTeNbHOM OpraHu3alyi. MarepuaibHO-TEXHUYECKass 0a3a COOTBETCTBYET JIEHCTBYIOIIUM
CaHUTApPHBIM U IIPOTHUBOIIOKAPHBIM HOpMaM.

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHHMS YYEFHOUN JUCHUTIJIMHBI

KoHTponh ® oOlIGHKa pe3yabTaTOB OCBOCHUS Y4eOHOW JUCIUIIMHBI  OCYIIECTBIISCTCS
MpenoaBaTeieM B MPOIECCe IMPOBEACHUS MPAKTHYECKUX M JIA0OPATOPHBIX 3aHATHN, KOHTPOJIBHBIX
paboT, a TakKe BBHITTOJTHEHUS OOYJaIOIIMMUCS WHIANBUTYATbHBIX 3aaHIH, TPOEKTOB, UCCIIEIOBAHUH.

Pe3yabTaThl 00yyeHHs OcHOBHBIE TOKA3aTEH ®opMbI U METOAbI KOHTPOJISA
(ocBOEHHBIE YMeHHs1, YCBOEHHbIE OlIeHKH pe3yJibTaTa
3HAHNSA)
Ocesoennvle ymenusn: - YPOBEHb OCBOCHUSI - mecmuposanue;
- ymeeT oQOpMIIATH JOKYMEHTAlMI0O B | y4€OHOro mMarepuaa; - OK3aMeH;
COOTBETCTBUU C HOpPMATHBHOW 0a30ii, | - YMEHHUE UCIIOIB30BAT -  KOMOUHUDOBAHHBIL Memoo 8
HCIIOJIB3YsI nHpopManroHHple | TCOPETUECCKUC SHAHMA 1 ¢dopme pponmanvrozo onpoca u

IMPAKTUYCCKUEC HABBIKH IIPU
BBIITIOJTHCHU

TEXHOJIOTHH U CPEACTBA OPITEXHUKU, epynnoeoﬁ camocmosimenbHou

- HCHOJIB3YET UUIIPOBAHHBIC abomel;

CHCTEMBI HOK}}IIMeHTauyHHH;(b P _Hpo((};eeC;EOHaHBHHX sanas; {) oomawHue 3a0aHust
- OCYIIECTBISICT XpaHEHHE, IOUCK cgjlz)panosaHHocm - npobremMHo20 Xapakmepa,
JIOKYMEHTOB; KOMITETeHLU. - npakmuyeckue 3a0aHus NoO
— HCIOJIb3YeT TEJICKOMMYHHKAIIMOHHBIC pabome c unghopmayuetl,
TEXHOJIOTUU B AIIEKTPOHHOM OOKYMEHmMamu, 1umepamypot;
JIOKYMEHTOO00POTE. - noocomoeka u  3awuma
Yceoennvie 3nanusn: UHOUBUOYATILHLIX U 2DYNNOGLIX
- 3HaeT OCHOBHBIE MOHSATHUS 3a0aHULl NPOEKMHO20 XapaKmepa
JOKYMEHTAIHOHHOTO obecreveHust (KOJLIeKMUBHbLIL

yIIpaBJICHUS; mpeHuHe/cemunap)

- 3HACT OCHOBHBLIC 3aKOHOJATCJIIbHBIC H
HOPMAaTUBHBIC AKThI B obOmactu

JOKYMEHTallMOHHOT O oOecrieueHus
yIIpaBJICHUS;
- 3HaeT LeJW, 3aJa4d W TPUHLUIBI
JOKYMEHTAIl[MOHHOTO obecrnieueHus
yIIpaBJICHUS;

- 3HAeT CUCTEMBI JIOKYMEHTAllHOHHOIO
oOecrieyeHus yrpaBieHHUS;

- 3HaeT TpeOOBaHMA K COCTABICHHUIO U
oopMIIeHHIO Pas3IMYHbIX BUJIOB
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Pe3yabTaThl 00y4eHust
(ocBOEHHbBIE YMEHHs, YCBOEHHbIE
3HAHNSA)

OcHoBHbIE IOKa3aTeu
OLICHKH pe3yJibTaTa

(I)OprI U METOABI KOHTPOJIsA

JTOKYMEHTOB;
- 3HaeT o0mMe NpaBHWia OpPraHU3ANU
paboTHI C JOKYMEHTaMH;

- 3HAeT COBPEMEHHbIE MHPOPMAIIMOHHBIE
TCXHOJIOTUM CO3JaHUA JOKYMCHTOB H
aBTOMATH3aIMU JOKYMEHTO000POTa;

- 3HAaeT OpraHm3amuio pabdoTel ¢
QJICKTPOHHBIMH JOKYMCHTAMMU,

- 3HACT BUABI OPITEXHUKHU U CIIOCOOEI €€
HCIIOJIb30BaHHUA B JOKYMCHTAIIMOHHOM
00ecneYeHN ! yIpaBJIeHHUsI
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SAKVIIOYEHUE
O COI'JTACOBAHMU PABOYEM ITPOI'PAMMBI
YUYEBHOM JUCHUIIJIUHBI JOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUA

OH13 JIoOKYMEHTALIMOHHOE 00ecneYeHne VIIPABJIeHHs

Cneunanbaoctb (ipodeccusi) 38.02.07 bankoBckoe /1es10

Penenzent OI1.13 «JIoKYMEHTALMOHHOE 00eCIICYEHHUE VIIPABJICHUS'

(D.U.0., yuenas cmenenw, yueHoe 36anue, 00JIANCHOCHb, MECIO pabombl)

3AK/IIOYEHHUE

1.IlpencraBnennas pabodas nmporpaMma yaeOHON AUCHUIUTHHBI OpraHu3amnus 0yXrajrepckoro yuera B
0aHkax paspaboraHa B coorBercTBUM c TpeboBanusmu OI'OC 38.02.07 bankoBckoe jgedo,
yrBepkieHHOr0 MuHOOpHayKkHu Poccun ot 05 deBpanst 2018 Ne 67.

2. Pabouas mporpamma ydeOHOHW JWCIUIUTMHBI OTBEYAaeT TpPeOOBaHUSAM IO pa3paboTke paboumx
MIPOrpaMM U COCTOMUT U3 YETHIPEX Pa3/esIoB:

- MacmopT NPOrpaMMbl YUeOHOW TUCIUILINHBL,

- CTPYKTYpa U CoJiep>KaHnue y4eOHON JUCIMITIINHBL,

- YCIIOBHUSA peanu3anuu pabodel mporpaMMbl yueOHOM TUCITUILINHBL,

- KOHTPOJIb U OLIEHKAa PE3y/IbTaTOB OCBOCHUS YUEOHOM JUCIUILTUHBL.

3. IlpeanoxxenHubie GOpPMBI U METOABI KOHTPOJISI U OLEHKU MO3BOJISIIOT B IMOJIHOM Mepe OCYIIECTBUTH
KOHTPOJIb U OIICHKY Pe3yJIbTaTOB 00y4EHHSI.

4. Pabouas mporpamMma y4eOHOW MUCHMIUIMHBI JlOKyMeHTAallMOHHOe olecriedeHHe YINPaBJIEHHS 10
cnenuanbHocTh (podeccun) 38.02.07 BankoBckoe aes10 pa3paboTaHa B COOTBETCTBUHU C TPEOOBAHUAMU
OI'OC CIIO.

BouiBoa: pabGovass mporpaMma y4eOHOW IUCHUILIAHBI JIOKYyMEHTAMOHHOE oO0ecnevyeHue
ynpaBjieHMsl T03BOJISIET TMOJArOTOBUTH  KBAIM(UIMPOBAHHOTO CIEIMUAINUCTA [0 CHEIHAIBHOCTH
(mpodeccun) 38.02.07 BbankoBckoe Jejio B cooTBeTcTBUU ¢ TpeboBanusmu OI'OC CIIO,
npodeccuoHalbHBIMU CTaHAApTaMU, IOTPEOHOCTAMU PETUOHA U 3allpocaMu paboToaarencii.

(noonucw) (©.1.0.)

« » 20 T.

M.II.
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JIMCT COI'VTIACOBAHUA

JlonoJiHeHUs1 M U3MEHEeHHsl K padouei mporpaMMe y4eOHOM IUCIUIIINHBI

OI1.13 "TOKYMEHTAINUOHHOE OGECIHEYEHUE YIIPABJIEHUA"
38.02.07 bankoBcKkoe J1eJ10

Ha yueOHbIil roj

B paGouyto nporpamMmy yueOHOM AUCIUIUIMHBI BHECEHBI CIIEIYIONINE U3MEHEHUS:

JlomonHeHuss ¥ u3MeHEeHHs B pabodeil mporpamme y4eOHON IUCIUIUIMHBI OOCYKIIEHBI Ha
3aCeIaHUM MPEIMETHOH (IIUKIOBOM) KOMHCCHH

« » 20 r. (mportoxos Ne ).

Ipencenarens nmpeaMeTHOI (HMKJI0BOI) KOMUCCHT / /
Iloonuce D.U.0.
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