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1. IACIIOPT PABOYEH MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI
JOKYMEHTAINIMOHHOE OBECHEYEHUWE YIIPABJIEHUA

1.1. Oo6aacTb npUMeHEeHHs MPOrpPaMMBbl

Pabouas mporpamma y4eOHOW IUCIMIIMHBI SBISETCS YacThblO OCHOBHOM MHpPO(ECCHOHATHLHON
oOpazoBarenbHOl Tporpammbl B cooTBeTcTBUM ¢ PI'OC CIIO 38.02.07 bankoBckoe aeno.
1.2. Mecto yueOHOIi AMCUUILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM NPOrpaMMbl:
aucuumiinHa JlokyMeHTalMoHHoe o0ecnevyeHre YOpPaBJIeHUS OTHOCUTCA K Y4e€OHBIM JHUCHUIUIMHAM
obmenpoeccuoOHaTbHBIX JUCIUIUIMH NpodeccuonanbHoro nukia OI1.13.
1.3. Ilnanupyemble pe3y/ibTaThl OCBOCHUSI YUeOHOH TUCIHIINHBI.

B pesynomame oceoenus yueOHOU OUCYUnIuHbl 00Yy4arouuiics O0aNCeH YMemp.

- 0QOpMJISITh JTOKYMEHTAIlMI0O B COOTBETCTBUM C HOPMAaTUBHON 0a30ii, B TOM 4YHUCIE C
MCIOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOIOTHIA;

- OCBaMBaTh TEXHOJIOT'MH aBTOMATU3UPOBAHHOM 00pabOTKU JJOKYMEHTAINH;

- HCII0JIb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB;

- OCYILIECTBIISITh XPAHEHHUE U MIOUCK JOKYMEHTOB;

- HCTIOJIb30BaTh TE€JIEKOMMYHUKALIMOHHBIE TEXHOJIOTUU B AIEKTPOHHOM JOKYMEHTO0O0pOTE

B pesynomame oceéoenus yuebHOU OUCYUNIUHBL 0OYYAIOWULICS. OOJIHCEH 3HAMb.

- MMOHSITHE, [IEJIH, 3374l W IPUHIUITBI ICTONPOU3BO/ICTBA;

- OCHOBHBIC TIOHATHS JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPaBICHUS;

- CUCTEMBI JOKYMEHTAIIMOHHOTO 00CCIICUeHHs YIPaBICHUS,

- KJ1accU(DUKAIHIO IOKYMCHTOB;

- TpeOOBaHUS K COCTABJICHHIO U O(OPMIICHUIO IOKYMEHTOB;

- OpraHu3alrI0 JOKYMEHTO00OpOoTa: IMpHeM, 00pabOTKy, PErHMCTPaIfio, KOHTPOJIb, XPaHCHHUE
JOKYMEHTOB, HOMEHKJIATYPY €1

Jluunocmuvie pe3yibmamol peanu3ayuu npocpammvl 60CNUMAHUSA

JIP 13. Cobmroparomuii B cBoeil Mpo(ecCHOHANBbHOM NeATeNbHOCTH 3THYECKUE MPUHIIMIIBL:
YECTHOCTH, HE3aBHUCHUMOCTH, NPOPECCHOHAIBHOIO CKENTULU3MA, HPOTUBOACUCTBUS KOPPYHIHUH HU
HKCTPEMHU3MY, O0JaJAIOUINI CUCTEMHBIM MBIIUIEHHEM UM YMEHHEM INPHUHHMMATh PELICHHE B YCIOBHSAX
pHCKa U HEOIIPEACIICHHOCTH.

JIP. 14. ToTOBBIf COOTBETCTBOBATH OXKUAAHUSAM paloTojmaTeneil: MPOEKTHO-MBICISALIHM,
3¢ (}HEeKTUBHO B3aUMOJEHCTBYIOIIMN C WIEHaMH KOMaHJbl U COTPYAHUYAIOUIMI C JAPYTUMHU JIOABMH,
OCO3HAaHHO BBIMOJHAIOUIMA MpodeccuoHanbHble TpeOOBaHMSA, OTBETCTBEHHBIH, MYHKTYaJbHBIMH,
JTUCHUTUTMHUPOBAHHBIA, TPYIOJIOOUBBIM, KPUTHYECKH MBICIAIINANA, HaIlEIEHHbI Ha JOCTHXKEHUE
MIOCTaBJIEHHBIX LIeJeH; JEMOHCTPUPYIOUIHH MPO(pECCHOHATBHYIO )KU3HECTOUKOCTD.

JIP 15. OTKpbITHIN K TEKYLIUM U MEPCHEKTUBHBIM U3MEHEHHUSIM B MHUpE TpyAa U podeccuil.

JIP 16. Mmeronuii aHanUTHYECKOE MBIIIUIEHUE, YCTOIHUNBOE BHUMAHHE.

JIP 17. Bnageromuii COBpPEeMEHHBIMH METOJaMU OOCTY)KMBaHUS TOTPEOMTENsT Ha OCHOBE
YBaXXEHUs, TOJIEPAHTHOCTH, TOTOBHOCTH K JIHAJIOTY.

JIP 18. Oco3Haromuii He0OX0AMMOCTh CBOETO MTPO()ECCHOHAILHOTO PA3BUTHS.

JIP 19. IlposiBrsitolnii HHTEpeC K yriayOJeHHIO 3HAHUHN 110 N30paHHOM CIIeIMaTbHOCTH.,

JIP 20. CrpeMsmuiicss K COBEPIICHCTBOBAHUIO IMPAKTUYCCKOW MOJTOTOBKA B COOTBETCTBUU C
npodeccuoOHaTbHBIMU TPEOOBAHUSIMH.

Obwue xomnemenyuu (OK):

— OK 01. BeiOuparb cmnocoObl pemieHus 3aAad  Opo(ecCHOHANBHOM  1eATeIbHOCTH
IIPUMEHMUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;

— OK 02. OcyuiecTBidTh MOUCK, aHAIM3 U UHTEpPHpETalnio UHPOpMaluu, HeoOXOIUMOM s
BBITIOJTHEHUS 33124 PO eCCHOHATbHON e TeIbHOCTH;

— OK 03. IlnanupoBaTh M peaqU30BbIBaTh COOCTBEHHOE MNPO(PECCHOHANBHOE M JIMYHOCTHOE
pa3BUTHE;



— OK 04. PabGotars B KOJUIEKTUBE U KOMaHje, 3(P(PEKTUBHO B3aMMOICHCTBOBATH C KOJUIETAMHU,

PYKOBOJACTBOM, KIIMEHTAMU;

— OK 05. OcymecTBisSITh YCTHYIO U MUCbMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYJIAPCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOCHHOCTEH COLMAIIBHOTO U KYJIBTYPHOTO KOHTEKCTA;

— OK 07. ConeiicTBOBaTh COXpaHEHHUIO OKPYKAIOIIEH Ccpeibl, pecypcocOepekeHuto, 3 PeKTUBHO

HeﬁCTBOBaTB B IIpC?;BIJI‘IEII‘/'IHBIX CUTyalluAX

— OK 09. Ucnonp3oBaTh HHGOPMALIMOHHBIE TEXHOJIOTUH B MPO(HECCHOHATEHON 1eATEIbHOCTH;
— OK 10. TIlomb3oBaTbCsi NPO(ECCHOHANBHON JOKyMEHTalMeld Ha TOCYJapCTBEHHOM U

HHOCTPAHHOM A3bIKaX;

Ilpogpeccuonanvuvie komnemenyuu (I1K):

[1K-2.2. OcymiecTBasTh 1 0pOPMIIATH BbIA4y KPEIUTOB.

[1K-2.3. OcymecTBIATh CONMPOBOXKACHNE BBIJJAHHBIX KPETUTOB.

2. CTPYKTYPA U COJAEPKAHUE YUYEBHOM JUCHUIIIUHBI

2.1. OO0beM yueOHON AMCUMILIMHBI U BUABI Y4eOHOI padoThl

Bup yuyeoHoii padoTbl

Oo0vem uacoe

BCETO U3 HUX, TPAKT.
MOATOTOBKA
O0beM 00pa3oBaTeIbHON MPOrpaMmbl (BCEro) 74
Cymmapnasi paGora o0y4ammMxcsi BO B3aMMOAEHCTBHH C 10
NpenoaaBaTejasiMH, B TOM YHCJIe:
nabopaTOpHbIE 3aHATHUS
JEKLNHU, YPOKH 4
MPAKTUYECKHUE 3aHATH 6
6 moMm uucie 6 popme npakmuieckou noo20moeKu
KOHCYJIbTaIHsI
CamocrosiTesibHas padoTa 64
[IpoMeskyTOUHAsI aTTeCTALUSA 2
IIpome:xxyTouHast arrecrauus B popMe sx3amena




2.2. TemaTu4yecKuil IVIaH U coaecpkaHue yqeﬁﬂoﬁ JUCHUILINHBI JIOKYMEHTAIIMOHHOE odecneyeHHe YIIPABJIEHHS

HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS Oo0bem Ypo-
pa3aesioB U TeM yuyeOHasi paboTa o0y4aromuxcs, KypcoBas padota (IpoeKT) 4acoB BEHb
0CBO-
eHusl
1 2 3 4
Paznea 1. JIOKYMEHTHPOBAHHE YIIPABJIEHYECKOH /1esiTeJIbHOCTH
Tema 1.1. 2Posb nenonpousBojcTBa B ynpasieHuu. [Ipeamer, cogepkanue U 3afjauu TOKyMEHTALMOHHOTO 00ecreueH s
IMousitue, wenu, | ynpaeneHus. OCHOBHBIC MOHATHSA JOKYMEHTAIIMOHHOTO OOECIeUYeHus ynpaBieHus. MecTo U pojib JOKYMEHTOB
3a1a4u M | B yIOpaBJIeHUM Ha coBpeMeHHOM otane. Knaccudukauus JOKyMEHTOB. YHU(DUIMpPOBAHHAs cHCTeMa
NPUHIUTBI JOKYMEHTAallMOHHOTO  obecriedeHust  ympasieHuss HopmatuBHo mnpaBoBag ©0a3a B OpraHuzaluu
JAeJONMPOU3BOACT | JOKYMEHTAL[MOHHOTO 00ECTIEYEeHHU.
Ba OO6mme TpeboBaHMs K CO3TAHMIO JTOKYMEHTOB. PekBU3UTHI JokyMeHTa. OdopmiieHHe PEKBH3UTOB JOKYMEHTOB.
bnanku JOKyMEHTOB.
Jlexyus 1. Knaccuduxanmsi JOKyMEHTOB
IIpakTH4yeckue 3aHATHS
Ilpakmuueckoe 3anamue [ V3yuyeHne HOPMATHBHO-NPaBOBOM 0a3bl B OpraHU3alMd JOKYMEHTALMOHHOTO
o0ecrnievyeHus
Ilpakmuueckoe 3anamue 2. CucreMa JOKyMEHTallUU
6 MoM uucie 8 hopme npaKmMu4ecKoil no020MoGKuU
Ilpakmuueckoe 3ansmue 3 Opranuszanus padoTsl ¢ JoKyMeHTamMu. [TpoekTrpoBaHue 6JaHKOB JOKYMEHTOB
IIpakxmuuecxoe 3auamue 4 Cozdanue u ohOpMIICHHE SIEKTPOHHOTO 11a0JI0Ha OJaHKa MUChMa OPTaHU3aIluN
Tema 1.2 YHuuuupoBaHHble TpeOOBaHMS K MOATOTOBKE U O()OPMIICHHIO OTJENIBHBIX BUJIOB JOKYMEHTOB.

TpedoBanus K
NMOJAT0TOBKE H
o(opMIIeHUIO
OT/IeIbHBIX
BHUI0B
JAOKYMEHTOB.

OpranuzaliOHHO-NIPABOBbIE JOKYMEHTH. PacnopsautenbHble J0KyMeHTHl. HMH(popMalnoHHO-CIIpaBOYHbIE
JOKYMEHThI. JIoOKyMeHTalus MO TPYAOBBIM OTHOWICHHUSIM. (PUHAHCOBBIE NOKYMEHTHl. OpraHuzanus CiyXObl
yrnpapiaeHus: AokymMeHTamu. PopMbl opraHuzanuu paboTsl ¢ JoKyMeHTamMH. OpraHu3alliOHHBIE CTPYKTYpbI
CIIy’KO ynpaBieHHs JOKyMEHTaMH. 3a/laud CIy>KObl yIpaBiIeHUs JOKyMEHTaMH. JIOJPKHOCTHOW M YMCIIEHHBIN
COCTaB CIIYXObl YIpaBJICHUS JOKyMEHTaMU

Jlexyus 2 OpraHn3allnOHHO-TIPABOBBIE JJOKYMEHTHI

IIpakTHYeckHe 3aHATHA

Ilpakmuuecxoe sanamue 5 CocraBieHre U 0(OpMIICHHE OPraHU3ALMOHHO-NPABOBBIX M PACIOPSIUTEIbHBIX
JIOKYMEHTOB

IIpaxmuueckoe 3anamue 6 CoctaBieHne u opopmieHre HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB

6




HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS Oo0bem Ypo-
pa3aesioB U TeM yuyeOHasi paboTa o0y4aromuxcs, KypcoBas padoTa (IpoeKT) 4acoB BEHb
0CBO-
eHHS
1 2 3 4
Ilpakxmuueckoe 3anamue 7 CoctaBieHre U 0hOpMIIEHUE TOKYMEHTALIUHU 110 TPYJOBBIM OTHOIIEHUSIM
Ipakmuueckoe 3anamue 8 OpopMieHUE NIATEKHBIX JOKYMEHTOB
Paznea 2 Opranunsanust padoThbl ¢ JOKYMEHTaMHU
Tema 2.1. | IlonsTe OOKyMEHTONOTOKOB. Ilopsnok o00pa®OTKM BXOIAMIMX JOKYMEHTOB. OOpaboTka HMCXOIALIMX
Opranuzanus JOKyMeHTOB. OpraHu3zanusi pallioOHAJIbHOTO ABM)KEHUS JTOKYMEHTOB BHYTPHU YUPEKICHHUS. AHAIIU3 CTPYKTYpbI
JTOKYMEHT0000p | JOKYMEHTOOOOpoTa. AHanu3 o0beMa JOKyMeHTooOopoTa. BpiOOp aBTOMAaTH3MPOBAHHOM  CHUCTEMBI
ora JIeJI0NIPOU3BOICTBA
Perucrpanus 10KyMeHTOB ¥ OpraHu3anys CpaBouyHO- HHPOPMALMOHHOTo 00CIyKuBaHus. Mecto
peructpanuu B TexHonoruu JOY. @opmbl cOBpeMEHHON perucTpauuu A0KyMeHToB. MHaekcalus B yCI0BUIX
TPaJULIMOHHON 00paboTKH 1oKyMeHTOB. Opranu3zaius nH(pOpMalMOHHO-TIOUCKOBON pabOThI IO JOKyMEHTaM
KoHTpons Haj cpokamu HCIONHEHHS JOKyMeHTOB. OpraHuzanusi paOOTBl MO KOHTPOIIO HAJX CpPOKAMH
UCIOJIHEHUST J1OKyMeHTOB. CpOKM HCHOJHEHUS JOKYMEHTOB. TEeXHOJOrMsi KOHTPOJIBHBIX —OIeparuii.
ABTOMaTH3UPOBAHHBIN KOHTPOJIb HAJl CPOKAMU UCTIOJTHEHMSI IOKYMEHTOB.
Jlexyus 3 OOpaboTKa BXOJAIINX U UCXOJSAIIUX TOKYMEHTOB
IIpakTHYeckHe 3aHATHA
Ipaxmuuecxoe 3anamue 9 O6pabOTKa BXOASIIAX W HCXOANINX JOKYMEHTOB
Ilpakmuueckoe 3ansamue 10 OOpaboTKa JOKYMEHTOB
IIpakxmuueckoe 3anamue 11 Perucrpanysi noCTynaroIuUX U CO3AaBaeMbIX JTOKYMEHTOB
6 mom uucie 6 popme npaKkmuueckoii n0020moeKu
Ilpaxmuuecxoe 3anamue 12 VTHhOpMaIMOHHO-TIONCKOBAsE pabOTa MO IOKYMEHTaM
IIpaxmuuecxoe 3ansimue 13 KOHTpoIIb HaJl CPOKAMH UCTIOTHEHUS IOKYMEHTOB
Tema 2.2. | Opranu3zanus XpaHEHHs JOKYMEHTOB.
Opranusanus Opranuszanys ONEpaTUBHOIO XpaHEHUs NOKyMeHTOB. McnoiHeHHble nokymeHTH. HoMmMeHKiatypa nenm u ee
OIEPATHBHOIO M | ycrionp30BaHKE B AENONpou3BocTBe. DopMupoBaHue Aei. DKCHepTH3a LEHHOCTH TOKyMeHToB. OdopmiieHune
ApXHBHOTO nen. CocraBiieHue U 0(hpOpMIIEHHE ONUCH JIEI.
XpaHeHHsA WNHdopMallnoOHHbIE TEXHOJIOTMH B JEJIONpPOu3BOJACTBE. lcmonb3oBaHue mnporpaMMHOro oOecredeHus IS
AOKYMEHTOB penieHus: npoecCHOHATBHBIX 3aa4

ﬂem;u;z 4 HOMCHKJ'IaTypa JACJI 1 €€ UCITOJIb30BAHUEC B NCJIOMPOU3BOACTBC. (I)OpMI/IPOBaHI/Ie A€

IIpakTHYeckHe 3aHATHA




HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHaJia, JJadopaTopHble U NPAKTHYECKHEe 3aHATHS, CAMOCTOSATEILHAS Oo0bem Ypo-
pa3aesioB U TeM yuyeOHasi paboTa o0y4aromuxcs, KypcoBas padoTa (IpoeKT) 4acoB BEHb
0CBO-
eHHS
1 2 3 4
Illpakmuueckoe s3anamue 14 CocraBieHue HOMEHKJIATypbl aei. [IpoBepka NpaBUIBHOCTH COCTaBJICHUS
HOMEHKJIATYpBI A€l
Ilpakmuueckoe 3amamue 15 CocraBienue u odopmieHue omucu paen. I[loaroroBka aen K caade B
BEJIOMCTBEHHBIN apXUB
Ipaxmuueckoe 3anamue 16 CocraBienue, opopmieHne TOKYMEHTOB C HCIIOJIb30BAHHEM CPEJICTB OPTTEXHHUKH.
ITepenaya nH(popMaIMK C UCIIOJIB30BAHUEM CPEICTB TEIEKOMMYHHUKAIIUU
KOHCYJIbTALHSA
IIpomexyTouHasi aTTeCTALMA 2
Bceero: | 74
aynuTtopHbie, u3 Hux: | 10
JIEKUMH, YPOKH - | 4
npaKkTH4eckue - | 6
6 mom uucie 6 hopme nPAKMuUYECKol no020MmoeKu -
KOHCYJbTALMA - | 2
NMPOMEeKYTOYHAS aTTecTanms - | 2

*[IpakTHYeCKUe 3aHITHS MOTYT POBOIUTHCS B DIIEKTPOHHOI HH(POPMAIIHOHHO-00pa3oBaTenbHOH cpeae (JInaaas cTyaus 00yJaromerocs)
Jnist XapakTepUCTUKU YPOBHS OCBOCHMS yUeOHOT0 MaTepualla UCIOJIb3YIOTCs CIelylolue 0003HaueHus:

1 - o3HakOMUTENbHBIN (Y3HaBaHUE PaHEE U3YUYEHHBIX 00BEKTOB, CBOWCTB);

2 - penpOyKTUBHBIN (BBIOJHEHNE AEATEIBHOCTHU 110 00pasily, MHCTPYKIIUHU WU 110/ PYKOBOJICTBOM);

3 - MPOAYKTUBHBIN (TNTAHUPOBAHUE M CAMOCTOSTEIHHOE BBITIOJTHEHHUE JIEITEILHOCTH, PEIIeHHE POOIEMHBIX 3a/1a4).




3. YCJIOBUSA PEAJIM3AIIMA ITPOT'PAMMBI YYEBHOM JUCIATLIAHBI

3.1. MarepuajabHo-TeXHHYECKOE oDecriedeHmne

Peanmu3anus  mporpamMmbl  y4yeOHOM — JUCHMIUIMHBI — TpeOyeT  Halu4uus  AJIEKTPOHHOU
o0pa3oBaTenbHOM Cpelibl; yueOHOro KabuHeTa.

O6opynoBanune y4eOHOro KabuHeTa:

e  KJIacCHas J0CKa;

®  [0CaJ0YHbIC MECTA MO KOJIUYECTBY OOYJaIOLINXCS;

e pabouee MECTO MpeENoaBaTes;

e  y4yeOHO-TIPaKTHUYECKOE 00OpynOBaHME, HEOOXOAMMOE Ui TPOBEACHHS IPEIyCMOTPEHHBIX
MPOrPaMMOM TPAKTUYECKHUX 3aHATHI.

TexHu4eckue cpeacTsa 00yueHus :

e  KOMITBIOTEPHI C BEIXOJIOM B ceTh Internet;

e cailtr «JIuyHas cTynus» ¢ BO3MOXKHOCTBIO PAOOTHI C AIEKTPOHHBIM 0Opa30BATEIbHBIM
pecypcoMm;

®  3JIEKTPOHHbIE OUOJIMOTEUHBIE PECYPCHI.

YyeOHo-MeTOANYECKOE 00ecmeyeHne TUCHUILINHEBI:
®  MCTOAMYECKHE YKA3aHUS [0 OPraHU3aluy MPAKTUICCKUX 3aHSATHH;
®  METOAMYECKHE YKa3aHHs [0 CaMOCTOSATEIBbHOI padoTe.

3.2. HudpopmanmoHHOe oDecnieyeHne 00yUeHUs!

IlepeyeHb y4eOHBIX M31aHN I, HHTEPHET-PECYPCOB, JOMOJHUTEJIbHOM JUTEPATyPbl
OcHOBHbIE HCTOYHUKH

1. Anexceesa, T. B. JlokymeHnTannonHoe obecnieuenue ynpaninenus : yaeOnuk / T. B. Anekceesa, O.
A. CrpaxoB. — Mocksa : YauBepcureT «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-4257-0402-
3. — TexcT : aneKTpoHHbIN // DnekTpoHHO-0MOnmoTeynas cucrema IPR BOOKS : [caiiT]. —
URL.: http://www.iprbookshop.ru/101344.html

2. JlokymeHTanmoHHOe obecniedueHue ynpanieHnus. CocraBieHue U opopmieHne AeI0BbIX
NOoKyMeHTOB : yueOHoe nocobue s CI1O / cocraBurenu E. Y. bammmakoBa. — CaparoB, MockBa
: [IpodoOpazoBanue, At [Iu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — TekcT : 3NMeKTPOHHBIH // DilekTpoHHO-O0nOmoTeunas cuctema [IPR BOOKS :
[caiir]. — URL.: http://www.iprbookshop.ru/103343.html

JlonoJiHuTeIbHbIE HCTOYHUKH

1. Kyzsnemnoga, U. B. JlokymeHTanimonHnoe odecrieueHue ynpasienus : yaeonoe nocodue s CI10 /
U. B. Ky3nenosa, I'. A. Xauyarpsa. — 2-e uzn. — Caparos : [Ipodobpazosanue, Aii ITu Dp
Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexkcT :
ANEKTPOHHBIHN // DnexTpoHHO-0nbIunoreunas cucrema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/80326.html

HNHuTepHeT-pecypcesl (0a3bl JaHHBIX, MHPOPMAILIMOHHO-CIIPABOYHbIE U MIOMCKOBbIE CHCTEMBI):
https://www.iprbookshop.ru/ — DnexrponHo-6udnoreunas cucrema IPR BOOKS
http://www.rea.ru;
http://www.guu.ru;
http://www.edu.ru;
http://www.hse.ru.
http://www.garant.ru/ - CTIC «I"apanTy.

IIporpamMmmHoe o0ecnieyeHue:

[IporpammHoe  oOecrieueHue,  SBISIOMICECS  YAacThl0  BJCKTPOHHOM  MH(OpPMAIMOHHO-
o0pa3oBaTenbHOU cpebl U Oasupyroeecs Ha TEIeKOMMYHUKALMOHHBIX TEXHOIOTHUAX:



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

-KOMITBIOTEPHBIE 00YJarOIIHe MPOrPaMMBI;

-TPEHUHTOBbIE U TECTUPYIOIIKE TPOrPaMMBI;

-MHTEJUICKTYaJIbHBIE pOOOTU3NPOBAHHEIE CHCTEMBI OIICHKH Ka4eCTBA BHITIOJHEHHBIX padoT.

[Iporpamma ympaBienus oOpa3zoBarenbHbIM TporieccoM B DHOC (Madopmanmonnas
texHonorus. [Iporpamma ynpapnenust oopasoBarenbHbiM mporieccom. KOMBAT).

3.3 Opranu3anusi 00pa3oBaTeJbHOI0 Mpouecca

O6pazoBarenbHast OpraHu3aus pacroiaraer MaTepUaIbHO-TEXHUUECKON 0a3oii,
o0OecrieunBamIIeld  TPOBEJACHHE  BCEX  BUAOB  MMPAKTUYECKUX  3aHATUH,  JUCHUTUTHHAPHOM,
MEXIUCHUTUIMHAPHON U MOJAYJNBHON MOATOTOBKH, y4eOHOM MNPAKTUKU, MPETyCMOTPEHHBIX Y4eOHBIM
IJTaHOM 00pa30BaTeNbHON OpraHu3alui. MarepualbHO-TeXHUYecKas 6a3a COOTBETCTBYET JICHCTBYIOIINM
CaHUTAPHBIM U IPOTUBOIMOKAPHBIM HOPMaM.

4. KOHTPO.Ib U OIIEHKA PE3YJIbTATOB OCBOEHMS YYEBHOM JUCIHHUIIJINHBI
KonTponb © oleHKa pe3ylbTaTOB OCBOCHHS Y4eOHOW JUCUHMIUIMHBI  OCYIIECTBISETCS

MpEenoaBaTesieM B MPOIECCE MPOBEACHUS MPAKTHUYECKUX M JAOOPATOPHBIX 3aHSATUH, KOHTPOJIBHBIX

paboT, a Tak)Ke BBINOJIHEHUS 00YJalOIMMUCS UHANBUAYAIbHBIX 33/JaHUH, IPOEKTOB, UCCIICIOBAHUIA.

Pe3ysabTaThl 00yUeHHs OcHoBHbIe oka3aTteqan | DopmMbl H MeTOIbI KOHTPOJISI
(ocBOeHHbBIE YMEHMSs, YCBOEHHbIE OIIEHKH pe3yJibTaTa
3HAHHA)
Oceéoennvle ymenus: - YPOBEHb OCBOECHHUS - mecmupoganue;
- ymeeT O(GOpMIISTH JOKYMEHTAIMIO B | y4eOHOro MaTepHana; - 9K3aMeH;
COOTBETCTBHUM C HOPMAaTUBHON 0a30ii, | - YMCHHUE UCIIOIL30BAT - KOMOUHUPOBAHHBIU Memoo 8
UCTIOJB3YS nH(popManuoHHble | TCOPCTUICCKUC SHAHUA U Gopme pponmanvHoeo onpoca u

MPAKTHUYCCKHUEC HABbIKU ITPHU
BBITTIOJTHCHU N

TEXHOJIOTHUU U CPEACTBA OPITCXHUKU, Zpyl’ll’l06012 CamocmosimenbHou

- HUCMOJB3yeT UUIIPOBAHHBIC abomol;

CUCTEMBI ,I[OK}}/’MCHTaL?I/II—II/I;(b ’ _Hp o(()i;e:ec}glonanwmx sanat; 1-7 oomauinue 3a0aHUs
- OCYIIECTBISIET XpaHEHHE, MOUCK CZ)IZ)pMI/IpOBaHHOCTI/I o6ImTx npobremHoco xapakmepa,
JTOKYMEHTOB; —— - nmpakmuyeckue 3A0aHUs N0
— WCIOJb3YeT TEJIEKOMMYHUKAIIMOHHBIC pabome c ungopmayueil,
TEXHOJIOTUU B AIIEKTPOHHOM OOKYMeHMAaMU, TUMepamypou,
JOKYMEHTO000POTE. - nodeomoska  u  3awuma
Yceoennvie 3nanua: UHOUBUOYANILHBIX U 2PYNNOBLIX
- 3HaeT OCHOBHEIE MOHATHS 3a0aHUll NPOEKMHO20 XapaKmepa
JTOKYMEHTAI[HOHHOTO obecrieueHus (konnexmueHwl

yIIpaBJICHUS; mpeHuHe/ceMunap)

- 3HAa€T OCHOBHBIC 3aKOHOAATCIBbHBIC H
HOPMAaTUBHBIC aKThbI B o0actu

JOKYMEHTAI[HOHHOT O o0ecrniedeHus
YIIpaBJICHMUS;
- 3HaeT UeNH, 3aJaud U TMPUHIUIBI
JOKYMEHTAIL[MOHHOT O obecrieyeHus
yIpaBIEHUS;

- 3HaeT CHUCTEMBbl JOKYMEHTAIlHOHHOTO
oOecrnieueHus yrpaBIeHUs;

- 3HaeT TpeOOBaHUS K COCTABICHHUIO U
0(OpMITCHUIO Pa3TUIHBIX BUJIOB
JTOKYMEHTOB;

- 3HaeT oOmue MpaBWia OpPTraHU3aLUU
paboThI ¢ JOKYMEHTaMH;
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Pe3yabTarsl 00yyeHus
(ocBOeHHBIE YMEHMHSI, YCBOCHHbIE
3HAHMA)

OcHOBHBIE ITOKA3ATEJIH
OLIEHKHM pe3yJibTaTra

®opMBbI M METOABI KOHTPOJIS

- 3HaeT COBpPEMEHHbIE HH(POPMAITMOHHBIE
TEXHOJIOTUU CO3JIaHUSl JIOKYMEHTOB H
aBTOMATHU3AIMH JJOKYMEHTO000POTa;

- 3HAeT OpraHW3anulo paboThl €
QJICKTPOHHBIMH JOKYMCHTAMMU,

- 3HAET BUJIBI OPTTEXHUKU H CIIOCOOBI e
HCIIOJIb30OBAHHUA B HOOKYMCHTALIMOHHOM
00ECIICYCHNH YITPABIICHHSI
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