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1. OBIIASI XAPAKTEPUCTHKA PABOYEN TPOI'PAMMBI YUEBHOM
JUCIUIIVIMHBI «OI1.12 TOKYMEHTAIIMOHHOE OBECIIEYEHHUE
YIIPABJIEHU A »

1.1. MecTo AUCUUILTHHBI B CTPYKTYPe MPOrpaMMbl MOATOTOBKH CHELHAJNCTOB CPEIHEro
3BeHA:

YueOHass aucturuimHa «JlOKyMEHTAaMOHHOE OOeCIeYeHe VIpPaBIEHUS» BXOOUT B
BApUATHBHYI0 4YacTb OO0IEnpoQecCHOHAIBPHOIO IMKJIA OCHOBHOH  INpo¢eCcCHOHANIbHON
obpazoBarenbHoil mporpammbl B cooTBercTBUU ¢ DPI'OC CIIO cneumansHocTH 38.02.07
«bankoBCKOE AENOY.

Pabouass mporpamma cocraBieHa ayii OYHOH (OpMbI OOy4YeHHs, B TOM 4YHCIIE C
MPUMEHEHUEM 3JIEMEHTOB JUCTAHIMOHHBIX OOpPA30BATENIBHBIX TEXHOJOTMH U 3JIEKTPOHHOTO
obyuenus. Ilpu oOyueHWM WHBAJIWUAOB U JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU 3IOPOBBS
OUCTAHIIMOHHBIC 00pa30BATEIbHBIE TEXHOJOTMU M 3JISKTPOHHOE OOy4YeHHE MpPeayCMaTpPUBAOT
BO3MOYKHOCTbH MpUEMa-Tepeaadn HHPOPMaluy B JOCTYITHBIX I HUX (popmax.

VYueOHast nucuurinHa «J{oKyMeHTallMOHHOe OOeCreueHre yIpaBieHus» 00ecrneynBaeT
dopmupoBanne MpodhecCUOHANBHBIX U OOMMX KOMIIETEHIM MO BCEM BUAAM JEATEIBHOCTH
®I'OC CIIO cnenuanpHocTH 38.02.07 «baHkoBCKOE ETON.

1.2. Hean u 3agayn y4eOHOHl AHCHUIVIMHBI — Tpe0OBaHMS K pe3yJbTaTaM OCBOEHHS
Y4eOHOIl JUCIHUIIUHBI:

PesynbratOM OCBO€HMSI JUCLUIUIMHBI  SIBJIAETCS  OBJAACHHE CTYJEHTaMH BHIOM
npodeCcCHOHATBPHON NesITeIbHOCTU: BBIITOJHEHNE BAJIOTHBIX OMEpauuii, B TOM YHCiIe OOIINMHU
(OK) xoMneTeHIIUSIMU:

Koo Haumenosanue pesynsmama obyyenus
OK 01 Bribupatb criocoOrlI perenns 3agayd npoQecCHOHAIBHON NesITeTbHOCTH
NPUMEHHUTENIBHO K Pa3JIMYHBIM KOHTEKCTAM
OK 02 Hcnonp30BaTe COBpEMEHHBIE CBOMCTBA IMOMCKA, AHAIN3A U HHTEPIPETaALUU

uH(popMauu 1 HHPOPMALMOHHBIE TEXHOJIOTHHU 151 BBITOJHEHHS 33124
poheCCHOHAITLHON eSITEIbHOCTH

OK 03 [InarnpoBaTh U peaan30BLIBATE COOCTBEHHOE MPOGECCHOHAIBHOE U IMYHOCTHOE
pa3BUTHE, IPEANPHHUMATEIBCKYIO ASITEIBHOCTD B PO ECCHOHAIBHOH cdepe,
UCTIOJIb30BATh 3HAHUS IO IPABOBOH M (PMHAHCOBOM rPaMOTHOCTH B Pa3IMYHBIX
JKU3HCHHBIX CUTYAlUAX

OK 04 O} dexTrBHO B3aUMONEHCTBOBATh H PadOTAaTh B KOJUIGKTHBE 1 KOMAaH/E

OK 05 OcylecTBIATh YCTHYIO U MUCbMEHHYI0 KOMMYHUKALIUIO HA TOCYAAPCTBEHHOM SI3bIKE
Poccuiickoit @enepaunu ¢ yueToM 0COOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

OK 06 IIposBAATE rpaskIaHCKO-NATPUOTUYECKYIO MO3ULIUI0, IEMOHCTPUPOBATE OCO3HAHHOE

MOBEACHUE HAa OCHOBE TPAaAULITUOHHBIX pOCCI/II>'ICKPIX AYXOBHO-HPAaBCTBCHHbIX
LIeHHOCTefI, B TOM YHUCJIE C YUETOM IAPMOHU3ALUN MCKHAIUOHAJIBHBIX U
MECKPCITUTHO3HBIX OTHOLHeHI/IfI, NPUMECHATD CTAHAAPTBI AHTUKOPPYIILIMOHHOT'O
ITOBCOCHUA.

OK 07 CopneiicTBOBaTH COXPAHEHUIO OKPYIKAIOIIEH CPebl, PeCypcocOepekeHuIo,
NMPUMCHATDE 3HAHUA 06 HU3MCHCHHWH KJIMMaTa, NPUHLUIIbLI 6epe)K.]'II/IBOFO
MPpOn3BOACTBA, YH(PEKTUBHO NEHCTBOBATH B YPE3BBIYANHBIX CHTYAIIHSIX

OK 08 Ucnonp3oBath cpencTsa GU3NIECKON KyIbTyphI 11 COXPAHEHHS U YKPETICHHS
37I0POBBS B IpoLiecce MPo(ecCHOHATBHON AeSITENbHOCTH U MOAAEPKAHUS
HEOOXOMMOTr0 YpOBHS (PU3NIECKOH MOATOTOBIEHHOCTH




OK 09 ITonb3oBaTbest MpodhecCHOHANBHON TOKYMEHTAIMeH Ha rOCYJapCTBEHHOM H
MHOCTPAHHOM SI3bIKax

u npoeccuoHanbHble KomnereHmn (nanee — I[1K):

Koo Haumenosanue pesynsmama obyyenus

Ocy1ecTBiIATh NOATOTOBKY MaTEpUANIOB JJIs1 YOPMHUPOBAHUS U BeAeHUs Oa3bl

IIK 1.3
JAHHBIX PACUETHBIX (TUIATEKHBIX) JOKYMEHTOB.

B pesynbrare ocBoeHus1 yueOHON NUCHUTITHHBI OOYUAIOIIUCS O0IHCEH YMEMb!

- opopMIISITH OPraHU3aLUOHHO-PACIIOPSIIUTENbHBIE JTOKYMEHTBl B COOTBETCTBUU C
nericteyrouuM I'OCTowm;

- OCyHlIeCTBISATH 0OpabOTKY BXOMSIINX, BHYTPEHHUX M UCXOSAINX JOKYMEHTOB, KOHTPOJIb
3a UX UCIIOJHEHUEM,

- oopMIISTh TOKYMEHTHI JIJIs TIEpEAayid B apXUB OPTaHU3AIUH.

B pesynbrare ocBoeHUs y4eOHOM AUCUMIUIUHBI O0YYatOIIUCS O0IHCEH 3HANMD!

- TMOHATHE ATOKYMEHTA, €ro CBOICTBA, CIIOCOObI JOKYMEHTHPOBAHHUSI,

- mpaBWJIa COCTaBJICHHsS M OPOPMJICHHUS] OpPraHU3aHOHHO-PACTIOPSANTENbHBIX IOKYMEHTOB
(manee - OPJT);

- CHUCTEMY M THIIOBYIO T€XHOJIOTHIO IOKYMEHTALMOHHOIO oOecredeH sl yrnpasieHus (najiee
- 10Y),

- 0COOEHHOCTH [EeJONMPOM3BOACTBA MO OOpaIeHMsIM TIpaKAaH W KOH(PHUICHIHAIBbHOTO
IeJIONPOU3BOACTBA.




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCHOUILINHBI

2.1. O6bém yueOHOI AMCLUNIMHBI M BUABI Y4eOHOH padoThI

Bun yueOHoi paboThI Obmbem B yacax
O6mbem obpazoBaTeIbHON MPOrpaMMbl YIEOHOH AUCLUTUINHBI 40
O06BeM paboThl 00YUAIOIUXCSI BO B3AMMOACHCTBHIN C MIPEIOAABATENIEM: 22
B TOM YHCJIE!
TeopeTHyecKoe 00yUeHne 6
IpPaKTUYECKHUE 3aHATUS 16
CamocrositenpHas paboTa CTYAEHTOB 18

Urorosas aTrectanys B popme 3auera




2. TemaTHYeCKHUH MUIAH U cOAeP:KAHHE YUeOHOH QTHCHHIIMHBI JJOKYMEHTAlIMOHHOE 00ECICUeHHE YITPABJICHUS

HaumeHoBaHue pa3aesioB 1 Coaep:kaHue yueOHOro MaTepuasia, NpaAKTHYECKHE 3aHATHS, CAMOCTOSITE/IbHAS padoTa O6bem Konwbi
Tem o0yyaromuxcst 4YacoB | KOMIeETeHI
Ui,
¢popmupos
AHHUIO
KOTOPBIX
Croco0cTBy
€T 3JIEMeHT
nporpamMm
bl
1 2 3 4
Pa3zpen 1. O6mue npasuia
o(opMJIeHUSI JTOKYMEHTOB
Tema 1.1. Pazsutune Copneprxanue yueOHOro MaTepuaa 1 OK-2
nenonpoussoacTsa B Poccun. | 1| IToHATHS «TOKYMEHT», « TOKYMEHTHPOBAHUEY, «TOKYMEHTALHOHHOE O0eCTIeYeHne
Knaccupukauus nenoBoit ynpasieHusy, rocypapcrsernas cucrema 1OV . Ilepuonuzanus. Knaccugukarus
nokyMmeHTauuu. O0mue HOpMbI nokyMeHTOB. [ToHsTHS «yHHDUKAINY), CTAaHAAPTH3ALM», «ONaHK JOKyMeHTay. [IpaBuia
U paBuia 0 OPMIICHHUS oopmieHHs TOKYMEHTOB
NOKYMEHTOB. binaHku
JOKYMEHTOB.
Tema 1.2. PekBU3UTHI U UX Copep:xaHue yaeOHOro Marepuana 1 OK-1,2,4,5,
npenHaszHadenue. [ OCT P 1| TOCT P 7.0.97-2016, noHsiTHe «PEKBU3UT JOKYMEHTAY, KIOPUANUECKAS CHIIA» K 1.3
7.0.97-2016 IIpakTHYeCKHE 3aHATHS: 4
FOpunnyeckas cuna 1OKyMEHTA. | 3HAKOMCTBO C TIOHSITHEM «PEKBU3UT JOKYMEHTa», C IIEPEUHEM PEKBHU3UTOB, MPEAYCMOTPEHHbBIX
I'OCT P 7.0.97-2016, orpaboTka ohopMIICHHS! OTAENBbHBIX PEKBH3UTOB JOKYMEHTA.
CamocTosiTe/ibHas padoTa: 2

1. CocraBjeHre KapTOUEK, MPEICTABIISIFOIINX OTACIbHBIC PEKBU3UTHI JOKYMEHTA.
2. OdopmiieHne pa3IuIHbIX BUIOB OJIAHKOB JOKYMEHTOB,

Pasznea 2. OcHOBHBIE BHADI
OPraHU3aAUMOHHO-
pacnopsiauTeIbHOM




AOKYMCHTAIUH

Tema 2.1. OpranuzaioHHbIC Copep:xanue yaeOHOro Marepuaa OK-1,2,4,6
IOKYMEHTBL. Bunpl, 1| Ionsitust «OpraHU3aLMOHHBIE JOKYMEHTBI», KyCTaBy, «IOJOKEHHE», IPABUJIa BHYTPEHHETO
Ha3HauUeHHe, MPaBUiIa TPYAOBOTO  PAcCIOPsIKa», «INITATHOE  PACHHCAHUE»,  «IOJDKHOCTHAs  MHCTPYKLIHS»,
oopmuenus KMHCTPYKIUH METOJUYECKOTO XapakTepay, KMHCTPYKIMH MO TEXHUKE O€30MaCHOCTHY
CamocTosiTesibHas padora:
1. CocraBienne Moneneii-oOpas3oB (IIa0JIOHOB) OPraHHM3ALMOHHBIX AOKyMeHTOB. Co3maHue
3JICKTPOHHOH NaIKu.
Tema 2.2. Pacniopsinurensable | ConeprkaHue y4eOHOro Marepraia OK-1,2,4,5
IOKyMEHTbL. Bunpl, 1| Ilonsitust  «PacnopsiiuTeNibHble  JOKYMEHTBI», «IpPUKa3», «BbIMHCKA W3  MpHUKa3ay,
Ha3HaueHHUe, paBuia «PACTIOPSKEHHEY, «PELICHUeY, KyKa3aHHe, KIIOCTAHOBJICHUE»
oopmnenus IpakTHYECKHE 3AHSTHS:
Bunbl 1 HazHaYeHUE PaCOPSAUTENbHBIX TOKYMEHTOB. TpeOoBaHuUs, MpEenbsBisieMble K TEKCTY U
O(pOpMIIEHNIO  PACTIOPSIAUTENBHBIX AOKyMEHTOB. IlpaBuna oGOpMIEHHs pPa3iIUYHbIX BHJIOB
PACTIOPSITUTENBHBIX JOKYMEHTOB.
CamocTosiTesibHAs padoTa (0aHO U3 3a1aHHIT HA BHIOOP):
1. CocraBnenue mozaeneii-o6pa3os (1abJOHOB) PACTIOPSANTEIBHBIX TOKYMEHTOB.
2. Pemenue 3agay.
Tema 2.3. CripaBo4HO- Copep:xaHue yaeOHOro Marepuaa OK-1,2,4,5
nH(pOPMAIMOHHbIE NOKYMEHTHI. | 1| [ToHsiTust «crpaBO4YHO-HH(GOPMALIMOHHBIE JTOKYMEHTBI», «Ciy:keOHOe (IenoBOe) MHCHMOY,
Bunel, Ha3HaueHMe, npaBuia «CIIPABKaY, KaKT», KIPOTOKOIY, «TeseoHOrpaMMay, «(paKkcy, «IeJTOBbIE 3aAMUCKI»
opopmieHus IpakTHyecKkue 3aHATHS:
Bunbl 1 Ha3HaueHHe CpaBOYHO-MH(OPMALIMOHHBIX HOKYMEHTOB. TpeOoBaHuUs, NmpenbsiBisieMble K
TEKCTY U O(QOPMIICHHIO CIPaBOYHO-MH(POPMALMOHHBIX AOKyMeHTOB. [lIpaBuna odopmenns
Pa3IMUHbBIX BUIOB CIPABOYHO-MH()OPMALIMOHHBIX JTOKYMEHTOB.
CamocTosiTesibHAs padoTa (0AHO U3 3a1aHHIT HA BHIOOP):
1. CocraBnenue monene-o0pasuos (11adJI0HOB) CIPABOYHO-MH(POPMALIMOHHBIX TOKYMEHTOB.
2. Pewenne 3anaud.
Tema 2.4. JIokyMeHTBI IO Copnepsxkanue yueOHOro MaTepuaa OK-1,2,4,5

TPYAOBBIM OTHOLIEHHSIM.
Knaccuduxanus, npasuna
oopmiieHust

1| HousiTus «xampoBas JOKYMEHTALHs, «yHEQHIUPOBAHHBIE QOPMBLY.

IIpakTHYeCcKHE 3aHATHSA:

1| Bunel 1 Ha3HaUEeHHE TOKYMEHTOB I10 TPYIOBBIM OTHOIIEHHSIM. TpeOoBaHus, MpeabsBIsieMble K
TEKCTY 1 opopMIIeHHIO JOKYMEHTOB. IIpaBnna opopmMireHNs pa3IyHbIX BUAOB JOKYMEHTOB 110
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| TpynoBeIM OTHOLIEHHSIM.

Pa3pen 3. Opranusanus
AOKYMEHT0000poTa

Tema 3.1. Opranusanus Conepxanune yueOHOro MaTepuana OK-
nokymeHroobopora. ObpadoTka TIpaKTHYeCKHE 3AHATHS: 1,2,4,5,6
BXOIUIIINX, UCXONAIIHNX, TTOHATHST «UCXOMSIIIMI  NOKYMEHT», «BXOMALIMHA JOKYMEHT», «BHYTPEHHUH ITOKYMEHTY,
BHYTPEHHUX OKYMEHTOB opranuzanusi paboThl ¢ TOKyMEHTaMU
ITopsimok 0OpabOTKM BXOASIINX, HUCXONALINX W BHYTPEHHHUX JIOKYMEHTOB, CXEMbI JBIIKEHHS
Pa3HBIX BUJOB JOKYMEHTOB.
Tema 3.2. Peructpauus u Conep:xanue yaeOHOro MaTepuaa OK-
KOHTPOJIb NCTIOJTHEHUS 1,2,4,5,6
TIOKYMEHTOB IIpakTHYeCKHE 3aHATHSA: _
[TonsITHsA «perucTparioHHbI HOMep (MHAEKC) JOKYMEHTa», KKOHTPOJIb TOKYMEHTAY.
Dopmbl perucTpariii JOKyMeHTOB. I1opsimoKk MOCTAHOBKH JOKYMEHTOB Ha KOHTPOJIb.
CamocTosiTesibHas padora:
1. Pabotra ¢ y4eOHBIMU TOCOOHMSMH, pecypcaMu 3JIEKTPOHHOU OHOTHOTEKH, PErno3UTOPHs,
HuTepHera
Tema 3.3. Opranuzauus padbots! | [IpakTHUecKHe 3aHATHSA: OK-
¢ obpawennsaMu rpakaat u ¢ | 1| OcHoBHbIe TOKyMeHTBI, mpuxomsmue ot Gusnuecknx i, [TOHSTHE KOMMEPUECKOH TaiHbL 1,2,4,5,6
AOKYMEHTaMmy, coaepxaluMi | CamocTosiTe/ibHAsi padoTa:
KOMMEPYECKYIO TailHy 1. Pabora ¢ y4eOHBIMU TIOCOOMSMH, pecypcaMu 3JIEKTPOHHOU OHOTHOTEKH, PErno3UTOPUs,
HuTepHera
Tema 3.4. DnekTpoHHBIN IIpakTHYeCKHE 3aHATHSA:
JTOKYMEHT U TOKyMeHTO0OO0pOT. | 1| TTOHATHSI «3JIEKTPOHHBINA HOKYMEHT», «3JIEKTPOHHBIA TOKYMEHTOOOOPOT», «3JIEKTPOHHO- OK-
DnexkTpoHHO-IH(poBasi 1 POBast MOANKCH», «IJIEKTPOHHASI TOYTAY. 1,2,4,5,6
MOJMNHUCH CamocrosiTesibHasi paGoTa:
1. Pabora ¢ y4eOHbIMH MOCOOMSIMU, pecypcaMHu SJEKTPOHHOH OUONHMOTEKH, PEerno3uTOPus,
HurepHera
Pa3nen 4. Opranusanus
APXHBHOI0 XPAHEHHUSI
Tema 4.1. DopmupoBaHue U IIpakTuyeckue 3aHATHS:
OIEPaTUBHOE XPAHEHUE AEIL. 1 | IloHsATHE «ONEPaTUBHOE XPAHEHUEY, KHOMEHKJIATYpa AEJ. OK-1,2,4,5,
HowmeHnknarypa nen. CamocrosTenbHas paGoTa: K 1.3




1. CoctaBuUTh CXEMy-aJITOPUTM TOATOTOBKH J1ej1a, OQOPMHUTE OOJIOKKY Aerna.

2. IoagrotoBka mabjaoHAa HOMEHKJIATYPBI AEN Ui ONHOTO W3 TOAPA3NCNCHUH NPEenrpHATHS
(opranm3anym) Ha BBIOOP.

Tema 4.2. [lonroroska IIpakTHYeCKHE 3AaHATHSA: 1 OK-
JIOKYMEHTOB K nepeaue Ha | 1| TloHsATHE «apXUBHOE XpaHEHUEY. 1,2,4,5,6
apxuBHOe XpaHeHue. Cpoku CamocTosiTesibHAs padoTa (0AHO U3 3a1aHHIT HA BHIOOP): 2

XPaHCHHU: TOKYMCHTOB 1.CocTaBUTh CXEMY-aJITOPUTM TTOATOTOBKH /IeJIa K ApXHUBHOMY XPaHEHHIO, HAWTH IA0JIOH aKTa O

NpCANPUATHA BbIJICJICHUM TOKYMCHTOB HA YHMYTOXKEHUE
Bcero: 40
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3.YCJIOBUS PEAJIU3AIIAN YUYEBHOU JUCITAILINHBI

3.1. Tpe6oBaHusI K MUHUMAJILHOMY MaTepPHAJIbLHO-TEXHHYECKOMY o0ecrneyeHHI0

Peammzaumss  yueOHOW  aucuuruiuHbel  TpeOyer Hamuuus ydyeOHOoro kabuHera
JOKYMEHTALIOHHOTO 00eCTIEUeHHS YIIPABIECHHUS.

ObopynoBanne yueOHOro kabuHera:
Cromnbl KOMIBIOTEpHBIE - 13 1IT., CTONX OAHOTYMOOBBIH - 1 T., cTON 1-MecTH. - 28 mT. CTyn - 40
., Kadenpa - 1 wr., nocka kimaccHas - 1 mT. ABTOMaTU3MpOBaHHBIE padoune Mecra Ha 14
obyuaromuxcst  (IIpoumeccop 15 2,8Ghz, omeparuBHass mnamsite 3[6/19"  monwmTOp)
" ABTOMAaTH3UpPOBaHHOE pabouee Mecto mpemnoaasarens 32 (21.5"" Monutop Dell, IIpoueccop
Intel Core 13-8100,4x3600 MI1, OmneparupHas mamsate 8 I'b 500 I'b JKectkwmii muck,
Knasuarypa ,Mpime n, Wi-fi -aganrep) Microsoft windows 10 Pro 64-bit Russion OEM - 1
wr.;" CucremHoe u mnpukiagHoe JuneHsuonHoe I[I0 olmero u npodeccHoHATHHOTO
HA3HAYEHMS], SJIEKTPOHHBIE OMOIMOTEUHbIE CHCTEMBI, 3JIEKTPOHHBINA YHTAJBHBIN 3aJ1. MapkepHas
nocka-1 wr., JIBC, Beixoa B UHTEpHET

3.2. UudopmanuonHoe obecneueHne 00y deHust
HopmaTuBHBIE 1OKYMEHTBI:
1. Cucrema crangaproB 1o uHbopMmanmy, OHONMOTEYHOMY U H3JATEIBCKOMY [IENy.
OpraHu3auvOHHO-pACTIOPSAANTENbHAE ~ AOKyMeHTauus.  IpeboBaHuss K  OpOPMIICHHUIO
nokyMmeHToB: Haunonansssiii crangapt P®, 'OCT P 7.0.97-2016.

3.2.1. OcHOBHBIE MEYATHDIE H3AAHUS
1. Ky3Henos, U H JlokyMeHTalMOHHOE obecrnievyeHue VIIPABJICHUS.

JIOKyMeHTOOOOpOT U JEJOMPOM3BOACTBO . y4eOHHUK W MNPAKTHKYM JJIsi  CPEIHEro
npodeccuonansHoro obpazosanusi / . H. Ky3nenos. — 4-e u3a., nepepad. u gon. — Mockasa :
WzparenscrBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe odpasoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. H., JlokyMeHTallMOHHOE oO0ecrevYeHrne yrnpaBieHuss (C OCHOBaMHU
apxuBoBeneHus1) : yuebnoe nocodue / M. M. bacakoB. — Mocksa : KuoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmara oOpameHus:
26.06.2023). — TeKcT : 3NMeKTPOHHBIH.

3.2.2. OcHoBHbBIE 3JIEKTPOHHbIE U3IAHHS
1. Bapmynn, B. B., JlokymeHTaumoHHOe oOecrieueHne ynpasyieHus | yueOnuk / B. B.

Bapmynn. — Mocksa : FOctuums, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (mata obpatnenust: 26.06.2023). — TeKcCT : 3JeKTPOHHBIHN.

2. Kopuees, U. K. JlokymMeHTalMoHHOE OOECNeUeHHe YMpPaBIEHUs . y4eOHUK U
NPaKTUKYM Ui cpenaHero mpodeccuoHanpHoro obpasosanus / U. K. Koprees, A. B. ITmenko,
B. A. Mamypues. — 3-e usn., nepepadb. u nom. — Mocksa . U3parensctBo HOpaiit, 2023. —

438 ¢. — (IIpodeccuonanpHoe obpaszoBanue). — ISBN 978-5-534-16002-4. — Tekcr
saekTpoHHbi  //  OOpasoearenpHast  miatgopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/523611 (nara oOpamenus: 26.06.2023).

3. Ky3nenos, H. H. JIOKyMEHTaLMOHHOE obecrieueHne yIIPaBJICHUS.

JIOKyMeHTOOOOpOT U JEJOMPOM3BOACTBO |  y4eOHUK W MNPAKTHKYM JJIsi  CPEIHEro
npodeccruonanproro odpasosanus / M. H. Ky3nenos. — 4-e u3n., nepepad. u gorn. — Mocksa :
WzparenscrBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe odpasoanue). — ISBN 978-5-
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4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHHUSA YYEBHOH
ANCHUIIJINHBI

KoHTposib M oOueHKAa pe3yJbTaTOB OCBOCHHS Y4YeOHOH MMCLMIUIMHBI OCYIIECTBISETCS
MPENOAAaBaTeieM B MPOLECCEe MPOBEACHUS NPAKTUYECKUX 3aHATHH, TECTUPOBAHUSA, a TaKKe
BBITIOJIHEHHSI OOYYAFOIIMMICS UHIUBUAYATBHBIX 3aTaHUMN.

YpoBeHb TpeGoBaHHUIT H KPUTEPHH OLIEHOK

Texkymuii KOHTPOJIb OCYIIECTBIISIETCS B XOAe YYeOHOro mpouecca U KOHCYJIbTHPOBAHUS
CTYACHTOB, IIO PE3yJIbTaTaM BBIIIOJHCHHUA CaAMOCTOATCIBbHBIX pa60T. OCHOBHBIMH q)OpMaMI/I
TEKYLIECTO KOHTPOJA 3HAHUU ABJIAKOTCA:

—  pelueHue 3aaay, TECTOB U MX OOCYKICHHUE C TOUKH 3PEHUsI YMEHHs (POPMYyIHPOBATH
BBIBOJBI.

—  BBIMOJHEHUE KOHTPOJIBHBIX 3aIaHUI 1 00CYKIEHUE PE3YIbTATOB.

- y4daCcTue B JUCKYCCHUU T10 HpO6HeMHbIM TEéMaM TUCHUIIJIINHBI.

—  HamMCaHue JOKJIAJOB U 3CCe.

- O6CY>KI[€HI/I$I 3aKOHOAATCIIbHBIX, MTPABOBBIX 1 HOPMATUBHBIX aKTOB.

[IpomexxyToUHast aTTeCTalsI MPOBOAUTCS B (hopMe 3a4eTa.

OtleHKa 3HaHUI CTYIEHTOB OCYIIECTBISIETCS] B 0aJIaX C yUETOM:

— omeHkH 3a paboTy B cemecTpe (OLEHKH 3a BBIMOJIHEHWE KOHTPOJbHBIX 3aJaHU,
HAIHMCAHUE 3CCe, PEIIeHHUS 3a/1a4, yHacTHs B AUCKYCCHU Ha CEMHUHAPCKUX 3aHATHSX U Ip.);

- OLCHKHU UTOT'OBBIX 3HAHUU B X0ae 3avera.

PesyabTaThl 00yyeHus ®DopMBI H MeTOAbI KOHTPOJISI H OLIEeHKH

(ocBOGHHbIE YMEHHSI, YCBOCHHbIE 3HAHHUS) pe3yJbTaToB 00y4yeHHs
B pesynbrare ocBoeHUs y4eOHONH AUCUUIUIMHBI 00y IUICS TOKEH YMETh:
- oopmiATe JOKYMEHTALUIO B

COOTBETCTBUH C HOPMAaTUBHOH 0a3ol, B | [I[pakxmuueckas nposepka

TOM  4HClIe ¢ UCIMOJb30BaHUEM

UH(OPMALIMOHHBIX TEXHOJIOTHH,
- OCBaMBaTh TEXHOJIOTUU

o lIpakmuueckas nposepxa

aBTOMAaTH3HPOBAHHOM 00paboTku

JOKYMEHTaLMH,
- HCMOJNb30BaTh yHuuLmpoBaHHble | [Ipakmuyeckas nposepra

(hOpMBI TOKYMEHTOB,

-  OCYLIECTBIATH XpaHCHUE u ITOHCK Hpakmuuecmm npoeepka

JOKYMEHTOB;
- HUCIIOJIB30BATH TeJ'IeKOMMYHI/IKaL[I/IOHHbIe
IIpaxmuueckas npogepra
TCXHOJIOI'mnu B BHGKTpOHHOM
JOKYMEHTOO000opoTe.

B pesynbrare ocBoeHus1 yueOHON NUCHUTITMHBI O0YUYArO ITUICS TOJKEH 3HATh!

- MOHATHA, LCJIH, 3adadyd W MNPUHLUIIBL Tecmoebwtii KORNIPOJI6
ACJTONPOU3BOACTBA,

- OCHOBHBbIE TIOHSATHUS
JOKYMEHTALMOHHOI O obecrieueHust
yIpaBJieHus,;

Tecmoeguwiit kKonmpons

- CHUCTEMBI JIOKYMEHTALIMOHHOTO | 1ecmoebiil Konmpois
o0ecrieueHns yIIpaBJICHUs,

- KJaccu(UMKAIUIO TOKYMEHTOB; Tecmoswiii kKoHmpons

- TpebOBaHMS K  COCTaBNeHHIO W | [Ipakmuueckas nposepka
Oo(hOpMIIEHUIO TOKYMEHTOB.
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