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1. OBIIAS XAPAKTEPUCTUKA PABOYEN TPOI'PAMMBI YUEBHOM
JUCHUIIAHBI «( TOKYMEHTAIIMOHHOE OBECTIEYEHUE
MPO®ECCUHOHAJIBHOU JEATEJBHOCTW»

1.1. Ob6sacTs NpuMeHeHUus1 MporpamMmal. Pabouast nporpamMma yueOHOM JUCIUIIMHBI
«/lokymMeHTalmoHHOE obecreyeHne Npo(ecCUOHANBHON JESITeNbHOCTH» SABISETCS 4YacCThIO
IIPOrpaMMbl IOAroTOBKH cnenuanuctos cpeadero 3seHa (I1IICC3) no cnenuansHocTu 38.02.07
«baHKOBCKOE J1e710» B euHa s BceX (hopM 00yUICHHS.

VYuebnas muctmmmHa — «JloKyMeHTanmoHHOe — o0ecrneyeHne  Mpo(ecCHOHAILHON
NEeATEIPHOCTHY oOecrieunBaeT (OPMHUPOBAHHWE OOMIMX KOMIETEHIIMH 10 BCEM BHJAM
nesrensHoctT PI'OC mo cnenmanbHocTH 38.02.07 «bankoBckoe npeno». Ocoboe 3HaYeHHE
TMCLUUIUIMHA UMeeT Mpu (GOpMHUPOBaHMU M pa3BUTHU o0mux komnereHuii OK 05, OK 09, OK
10,0K 11

1.2. Mecrto yyeOHoii aucuumiaunbl B cTpykType IIICC3: yyeOHas aucuMIUIMHA
«/lokymeHnrtanmonHoe oOecrieueHre MPOPECCHOHATBHONW  JAEATENbHOCTH»  OTHOCHTCA K
BapHaTUBHON YacTH 001Ienpo(ecCHOHATBHOTO IUKJIA.

1.3. llesin ¥ muIaHMpYyeMble pPe3yJIbTAThl 0CBOEHHSI Y4eOHOM IMCIUIINHBI.

B pesynbrare ocBoeHUs yueOHOM AUCHUTUINHBI CTYACHT JO0JDKEH:

UMeTh NPAKTHYeCKMii ombIT: OQOPMIIEHHUS M COCTaBJICHUS OpraHU3allMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB.

yMeTh:

- 0OpMIATH JOKYMEHTALMIO B COOTBETCTBHHM C HOPMAaTHUBHOW 0a30i, MCHOIB3YS
MH(}OpPMaLMOHHbIE TEXHOJIOTUU U CPEJCTBA OPTTEXHUKH;

- UCTIOJIb30BaTh YHU(DUIIMPOBAHHBIE CUCTEMBI JJOKYMEHTALIH;

- OCYILECTBJIATh XPAaHEHUE, TOUCK JJOKYMEHTOB;

- HUCHOJB30BaTh  TEJIEKOMMYHMKAIIMOHHBIE  TEXHOJOIMM B 3JIEKTPOHHOM
JOKyMEHTO000pOTE.

3HATh:

- OCHOBHBIE MOHATHS JOKYMEHTAMOHHOTO 00eCTIeUeHHsl yIpaBICHuUS;

- OCHOBHBIE 3aKOHOJIaTeJIbHbIE U HOPMAaTHBHBIE aKThl B 00JIACTU JOKYMEHTAI[HOHHOTO
obecreyeHus yrnpaBieHUs;

- LIeJY, 3a/1a41 U MPUHIIMIIBL JOKYMEHTAMOHHOTO 00ECTIeYeHHs yIIpaBICHUS;

- CUCTE€MBI JJOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIpaBJICHUS;

- TpeOOBaHUS K COCTABIECHUIO U O()OPMIICHUIO PA3IMYHBIX BUJ0B JJOKYMEHTOB;

- 001IMe MpaBuiIa Opraiu3anuu paboThl C TOKyMEHTAMU;



- COBpPEMEHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTUH CO3/IaHUS JOKYMEHTOB U aBTOMaTH3allH
JIOKYyMEHTO000pOTa;

- OpraHU3aIUI0 PabOTHI C AJEKTPOHHBIMU JTOKYMEHTaMH;

- BUJIBl OPTTEXHUKU M CHIOCOOBI €€ MCIOJIb30BAHUS B JOKYMEHTALIMOHHOM 00eCreueHUH
yIpaBJIeHUS.

B pe3ynbraTe ocBoeHUs y4eOHOMN AUCIUIIMHBI 10JIKHBI ObITh ¢()DOPMHUPOBAHBI:

0bwue komnemeHnyuu, eKu04arOWUe 8 cebsl CnocoOHOCMb!

OK 05. OcymiecTBiasATh YCTHYIO U IHMCbMEHHYIO KOMMYHMKAIMIO HAa TOCYJapCTBEHHOM
sa3pike  Poccuiickoil ®enepanuu ¢ y4eToM OCOOEHHOCTEW COLMAIBHOTO U KYJIbTYPHOI'O
KOHTEKCTA.

OK 09. MHcnonp3oBaTh HH(MOPMAIMOHHBIE TEXHOJIOTMH B  NPOodecCHOHATBHON
NS TEIbHOCTH

OK 10. ITomp3oBathcsi MpodhecCHOHANBHOW JOKyMEHTAlMeld Ha TOCYJapCTBEHHOM U
MHOCTPAHHBIX S3BIKAX.

OK 11. Hcnonp3oBaThb 3HaHUS 1O (PUHAHCOBOM TI'pPaMOTHOCTH, IUIAHUPOBAThH

NPeANPUHIMATENbCKYIO AEATEIbHOCTh B IPO(ecCHOHANBHOM cepe.



2. CTPYKTYPA Y COAEP) KAHUE YUEBHOW JUCIHUILIMHBI
«TIOKYMEHTAIIMOHHOE OBECIIEYUEHUE TPO®ECCHOHAJIBHOM

JAEATEJIBHOCTHN»

2.1. O0beM y4eOHOM TMCHUIUIMHBI U BUAbI YU4eOHO# padoThl

Bup yueOHoit padoThbl

O0beM 4yacoB

O0neM yacoB

o4Has 3a04HAas

O0Bem o0pa3oBaTe/IbHOM HATPY3KHU 40 48

O0s3aTesibHAsi Ay IUTOPHAsS Y4eOHasi HAarpy3Ka 40 10

B TOM YUCJIE:
TEeOopeTu4ecKoe o0ydeHne 20 6
MPAKTUYECKUE 3aHATHUSA 14 4
KypcoBas paboTa (IIpoeKT) (eciu mpeayCMOTPEHO) -

CamocTosiTe/ibHasi padoTa cTyJAeHTa (BCEro) 6 38

IIpomesxkyTounas arrectauus B popme n1udpPepeHIUPOBAHHOTO 3aUeTa




2.3. Coaep:xanue yueOHOI TucuMILIUHBI «/[okyMeHTalluOHHOE o0ecniedeHne NMPodecCHOHATBHOM JesiITeJIbHOCTID)

HanmenoBanue Coaepxanue yueOHOro MaTepuasa, JjaboparopHbie padoThl U NpaKkTHYecKue 3ausaTusi, | O0bem | Koabl komnereHumii,
pa3aesioB M TeM caMoCTOsITeJIbHAsI padoTa CTYyIeHTOB, KypcoBasi padora (IpoeKT) 4acoB ¢popmupoBanmnio
KOTOPBIX
crmocoo0cTByeT
3JIeMEeHT MPOrpPaMMbl
Pa3nes 1. JlTokyMeHTHPOBaHHE YIIPABJICHYECKOM e TeJIbHOCTH.
Tema 1.1. Beenenue. Coaep:xxanue yueOHOro MaTepuaJia 2 OK.05, OK.10
Conepxanue u 1 | O6bekT, npeamer JOY.
OCHOBHBIE 3a/1a41 2 | Ponp IOV B gesTenbHOCTH OpraHU3aLUN.
COBPEMEHHOTO 3 | 3naueHue 3HaHM U ymeHui B oonactu IOV misa cienmanucra.
JTIOKYMEHTAI[MOHHOTO 4 | Cnyx0a TOKyMEHTAlIHOHHOTO 0OecTieueH s YIIpaBIeHus, €€ 3a1a4u, CTPYKTypa,
obecrieyeHus JIOJKHOCTHOM COCTaB.
yIpaBlIeHUsI. 5 | PernamenTanus pa6boTsl cayx061 JJOY.
6 | OCHOBHbIE TIOHATHUSA «IOKYMEHTa», «JIOKYMEHTHPOBAHUSI», «IOKYMEHTAIIHOHHOTO
o0ecreueHns yIpaBIeHUs.
7 | 3amaum JIOY.
8 | MecTto 1 posib JOKYMEHTOB B YIIPaBICHUU Ha COBPEMEHHOM JTarle.
9 | Uadopmarms.
10 | CBolicTBa 1 (DYHKIIMHM TOKYMEHTA.
11 | Knaccudukanus JOKyMEHTOB.
IIpakTHyeckune 3aHATUS -
CamocrositesibHast padora 1
CoctaButh Tabnuiy «Mcropus genonpon3Boactsa B Poccum»
Tema 1.2. Hopmatusro- | Conep:kanue yueOHOro MarepuaJia 2 OK.09, OK.10

MmeTtoauyeckas 6asa
JOY.

[TonsiTe HOpMaTHBHO-MeTOAUYECKOM Oa3bl JJOY.

CocraB HOpMaTUBHO-MeTotuueckor 6a3bl JIOY.

[TonaTue «yHupuUKausI».

FOCYI[apCTBeHHLIC yHI/I(I)I/ILII/IpOBaHHLIC CUCTCMbI JOKYMCHTAIIUU.

IlonsTue «CTaHOdapTU3alud JOKYMCHTOBY.

TpeboBanus Kk pazpaboTke yHUDUITUPOBAHHBIX (POPM TOKYMEHTOB.

N N[N | B |W (N —

Knaccudukanus ynupunupoBanHbeix GOpM JOKYMEHTOB.




8 | Obmepoccuiickue KiacCU(PUKATOPbl JOKYMEHTALUH.

9 | T'ocynapctBenHas cucrema JIOY.

IIpakTHyeckue 3aHATHSA

Ne 1. Pabora B koMmmnbroTepHOM Kilacce «M3ydyeHune HopMmaTuBHOU Oa3bl. Pabota B cucremax
«Koncynprant [mocy, «"apanTto»

CamocrosiTeibHas paGora

[ToaroroBuTh coobmmenne «YHU(UKAUSI U CTAaHIAPTU3AIHUS TOKYMEHTOBY

Tema 1.3. OcHOBHbIE Conep:xanue yueOHOro MaTepuaia (MHTEPAKTUBHASA JIEKIUs) OK.05, OK.09,
TpeOOBaHUS K 1 | IlonsTHe «0MaHK JOKYMEHTa. OK.10, OK.11
COCTaBJIEHUIO U 2 | OcHoBHbIE TpeOOBaHMsI K OJJAHKY TOKYMEHTA.
oopmienuto 3 | CtpyKTypa TOKyMEHTA.
JAOKYMEHTA. 4 | TpeboBanusa k opopmienuto gokymenToB mo OCT P 6.30-2003 «YHuduuupoBaHHbIE
CUCTEMBI JIOKYMEHTAIUH. YHupuurpoBaHHas cucrema OpraHU3alMOHHO-
pPaclopsIAUTEIbHON JOKYMEHTALUH.

5 | TpeGoBaHus Kk 0pOPMIIEHHIO JTOKYMEHTOBY.

6 | IloHsaTHs «peKBU3UTY, «(popMyisip-oOpaszeny.

7 | PexBU3UTHI, HCNIOIB3yEMBbIE ITPU MOJATOTOBKE U O()OPMIIEHUH TOKYMEHTOB.

8 | TpeboBanus K 0HOPMIICHUIO PEKBU3UTOB TOKYMEHTOB.

IIpakTHyeckne 3aHATHA

Ne 2. Pa3zpaboTka 6jaHKa JOKYMEHTA.

CamocrosiTebHas paGora

CocraButh koHCHeKT «I'OCT P 6.30-2003 «YHupuuupoBaHHbIE CUCTEMBI JOKYMEHTALIUI.

W3yunuth pacnosiokeHue peKBU3UTOB U TpaHUIBl 30H Ha @Qopmare A; yIjIoBOoro u

MIPO/IOJIBHOTO OJaHKOB, pa3MELIeHWE Hayaj IeyaTaHds PEKBU3UTOB IO TOPU3OHTAIM M HMX

B3alMHOE PACIOJIOKECHHUE.
Paznen 2. Cucrembl JIOKYMEHTALMH.
Tema 2.1. Conep:xanue yueOHOro MaTepuaJia OK.05, OK.09,
Opranu3zaluoHHbIE U 1 | Buabl ynpaBieHYeCKHX TOKYMEHTOB, 0COOCHHOCTH COCTaBJICHHUS U 0(OPMIICHHUSL. OK.10, OK.11
pacnopsaauTeIbHbIE 2 Cucrtema oOpraHu3allMOHHON JOKYMEHTAMK. Buabsl opraHu3aiimoHHBIX JOKYMEHTOB
HOKYMCHTHI. 3 Cucrema pacnop;[m/ITeanoﬁ JOKYMCHTALUH. Bunnl pacnopsaauTeIIbHBIX JOKYMECHTOB.

4 | OcobeHHOCTH cOCTaBJIeHUS! U 0DOPMIIEHUS PACIIOPSIUTENIbHBIX JOKYMEHTOB.

[IpakTnyeckue 3aHATHA




Ne 3. Pazpabotka u oopMIIeHHE MIPHKA3a 10 OCHOBHOMN AESITEIbHOCTH.

CamocTrosiTesbHasi padoTa

Tema 2.2. CripaBouHO-
nH(POPMAaIMOHHbIE
JTOKYMEHTBI

Coaep:xxanue y4eOHOro MaTepuasia

1 | Cucrema nH(pOpMaIIMOHHO-CIIPABOYHOM TOKYMEHTAIINH.

2 | Buapl uHQOpMAIIOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

3 | OcobGeHHOCTH cocTaBieHUs M 0opMIIeHHUs] HH()OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

HpaKaneCKue 3aHATHUA

Ne 4, JlenoBas urpa «3aceganue Yuernoro CoBeTay.

Ne 5, PazpaboTka u opopmiieHHe IPOTOKONA U akTa. PazpaboTka u odopmiieHre TOKIAIHOM,
CITYK€OHOUW M OOBSICHUTEITHLHOM 3aITUCOK.

CamocrosiTesibHasi padoTa

OK.05, OK.09,
OK.10, OK.11

Tema 2.3. O0Omue
OCHOBEI JIEJIOBOI
KOPPECHOHICHILIUH.

Conep:kaHue y4eOHOro MaTepuasia (MHTEPAKTUBHAS JIEKIIMS)

OcoOEHHOCTH COCTABIIEHUS JIETOBOM KOPPECTIOHICHIIUH.

OcoOenHocTy 0pOpMIIEHHS JEI0BOI KOPPECTIOHACHIINH.

Crny>xeOHas mepenucka Ha NpeAnpusTHH.

Buags! icem.

TpeGoBaHusl K 1€TOBOH peywn.

I'paMmaTHyeckue 0COOEHHOCTH JI€II0BOM peul.

NN N[ |W|N|—

Jlornueckoe MMOCTPOCHUC NOKYMCHTOB.

HpaKaneCKue 3aHATHUA

CamocrosiTesibHas padoTa

Hammcats scce «llenecoobpa3sHocTs ucoib30oBaHus 0J1aHKOB B X X1 Bekey

OK.05, OK.09,
OK.10, OK.11

Tema 2.4. baukoBckue
JTIOKYMEHTBI

Coaep:xxanue yueOHOro MaTepuaJia

1 | OcobeHHOCTH cOCTaBiIeHNs 0AHKOBCKUX JJOKYMEHTOB

2 | Ocobennoctu ohopmiieHHs] 6aHKOBCKHUX JOKYMEHTOB

3 | TexHonorus paboTbl ¢ 6aHKOBCKUMH JIOKYMEHTAMHU

IIpakTnyeckune 3aHsATHA

Ne 6. Keiic «CocTaBienne u opopmIIeHHE TOBEPSCHHOCTH

CamocrosiTesibHas padoTa

Hamucate pedepar Ha Temy «TpeboBanus u TexHONOrHs pPabOTBl ¢ OAaHKOBCKUMU
JIOKYMEHTaMM

OK.05, OK.09,
OK.10, OK.11




Pazgea 3. Opranu3anus padoThl ¢ JOKYMEHTAMH.
Tema 3.1. Opranmszanust | Coaep:kanue yueOHOro MaTepuaJia 2 OK.05, OK.10, OK.11
JOKYMEHTO000pOTa. 1 JIBuKeHre JOKYMEHTOB Ha MPEANpPUATHH C MOMEHTa HMX CO3JaHus /0 3aBEepILICHUS
VCTIOJTHEHHSI WJTU OTIIPABKHU.
2 | IloHsTHE «TOKYMEHTOOOOPOTY.
3 | IlpuHuMIIBI Opranu3anuu JOKYMEHTO000poTa.
4 | ®opMbl opranu3aiuu paboThl C TOKYMEHTAMHU.
5 | IIpoxoxaeHne u NOPSAOK UCIIOIHEHUS! BXOIIIINX JOKYMEHTOB.
6 | [IpoxoxaeHne UCXOSIINUX U BHYTPEHHHUX JOKYMEHTOB.
7 | Pabora c koH(UASHINATBHBIMU TOKYMEHTaMH.
8 | IloHaTne «koMMepuecKas TaliHay.
9 | Pabora c nucrMamMu 1 OOpaIIEHUSIMH TPaXJIaH.
IIpakTHyeckue 3aHATHSA 4
Ne 7. OdbopmiieHre )xypHaJIa pETUCTPALMN BXOAAIICH W UCXOMSIICH KOPPECTIOHICHIIUH.
Ne 8. OdopmiieHne KypHaja perucTpaliy IpUKa30B.
CamocrositeibHas pabora 1
CocrtaBuTh coob1eHne Ha TeMy: «Oco6eHHOCTH ()OPMHUPOBAHHUS U XPaHEHHs €]l B OaHKe»
Tema 3.2. Coaep:xanue y4eOHOro MaTepuasa 2 OK.05, OK.10
dopMupoBaHue U 1 | Ilpouecc ¢popmupoBaHus aei.
XpaHEHHUe JIell. 2 | CocTaBiaeHHUE HOMEHKJIATYPHI JIEII.
3 | IloHATHS «HOMEHKJIATypa AE, «JIE».
4 | 3agauyu ¥ MOPSOK CUCTEMATU3AINH TOKYMEHTOB.
5 | OcobenHocT GpopMUpOBaHUS PA3TMYHBIX TPYIIIT JOKYMEHTOB.
6 | Ponp HoMeHKIaTypsbl e npu GOpMUPOBAHUN JOKYMEHTOB B Jieja.
7 | ®opmupoBaHue 1 0oopMICHHE JIEN.
8 | Opranuzamus TeKyuero (OnepaTuBHOT0) XpaHEHHs JIe.
9 | IlonroroBka u nepegada JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
10 | DkcnepTr3a HEHHOCTU JOKYMEHTOB.
IpakTnyeckmne 3aHATHS 2
Ne 9. ®opMupoBaHHE apXUBHOTO JI€ja.
CamocrositeibHas padora -




Pazngea 4. ABTomaTuzauus npoueccos JI0OY.

Tema 4.1. Coaep:xxanue yueOHOro MaTepuaJia 2 OK.05, OK.09, OK.10
ABTOMaTH3aLMA 1 | XapakTepucTUKa TEXHUYECKUX CPEJICTB, IPUMEHSAEMBIX B IEJIONPOU3BOICTBE.
npoueccos J10Y. 2 | TupaxupoBaHHE JOKYMEHTOB.

3 B03MOHOCTH NpUMEHEHUs] KOMIBIOTEPHBIX TEXHOJIOTMH B JOKYMEHTUPOBAaHUM U

OpraHu3aluy JOKYMEHTO000poTa.

4 | BHepeHue cucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000pOTa Ha MPEeIPUATHH.

5 | ABromatuzupoBaHHble paboune mecta (APM).

6 | Opranu3zanus JOKyMeHTOO0OpOTa C HCHOIb30BAHUEM CPEJICTB TEJIEKOMMYHUKALIUU.
JunddepennnpoBannblii 3a4eT (MpaKTHYECKOE 3aHATHE) 2

Hrtoro

48




3.2

3. YCJOBUS PEAJIN3AIIMU YYEBHOM JUCHUILIVNHBI
«IOKYMEHTAIIMOHHOE OBECITEYEHUE NPO®ECCUOHAJIBHOMN
JAEATEJBHOCTHN»

3.1. TpeOoBaHus1 K MAaTePHAJBHO-TEXHHYECKOMY 00eCIeYeHH IO
Peanuszanus IporpaMMbl  JTUCHMIUIMHBI  TpeOyeT  HaJudus Kabunera
JIOKYMEHTAIMOHHOT'O 00eCTIeYeHUs yIpaBIeHUsl.
O6opynoBaHue yueOHOTO KaOWHeTA:
Y4eOHbIe CTOMNBI, pabouee MECTO MpernojaBaTelis, KOMIUICKT y4eOHO-HATIISTHBIX
nocoOuil Mo TUCHMITIMHE, pa3JaTOuYHbIi MaTepHall.
Texnunyeckue cpeacTsa oOydeHHUs: MOOUIBHBIA MYJbTUMEAMMHBIN KOMIUIEKC:

HOYTOYK, TPOEKTOP, FKpaH.

HNudopmanuoHHoe odecrieyeHUe 00ydeHHsI

JIMTEPATYPA

OcHOBHbBIE HCTOYHUKH:

1. Bemkyposa, A.b. JlokyMeHTallMOHHOE o0ecrieueHre yIpaBieHus: yueOHoe ocooue ams
CTYJIEHTOB cpeaHero mpodeccruonanpHoro oopazosanus : [12+] / A.b. Bemkyposa. — MockBa
; bepnun : {upexr-Menua, 2020. — 181 c. : un., Tabn. — Pexxum gocryna: mo noamucke. —
URL: http://biblioclub.ru/index.php?page=book&id=570999 . — bubmmorp.: c¢. 156-159. —
ISBN 978-5-4499-0436-2. — DOI 10.23681/570999. — Tekcr : anekrponnsiii. (CI1O)

2. Kopnees, 1. K. JlokymeHTHpOBaHNE YNpPaBICHUECKON NeATENBHOCTH + TecThl B ObC :
yueOHuk u npaktukyM it By30B / U. K. Kopnees, A. B. [Tmenko, B. A. Mamrypres. — 2-¢
u3., nepepad. u gon. — Mocksa : MznatensctBo Opaiit, 2020. — 384 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-04533-8. — Tekcr : anekrponssiit // ObC FOpaiit [caiit].
— URL.: http://biblio-online.ru/bcode/450470

3. Ulysanosa, H. H. OcHOBBI nenonpon3BoicTBa. S3BIK CIy)KeOHOTO TOKYMEHTa : yu4eOHUK
u npaktukyM ais By3oB / H. H. llyBanosa, A. }O. VBanoBa ; nox o6mei penakuueit H. H.
[llyBamoBoit. — 2-¢ u3., nepepad. u qon. — Mocksa : M3parensctBo FOpaiit, 2020. — 428
c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anekTpoHHsli // IBC
IOpaiir [caiit]. — URL: http://biblio-online.ru/bcode/450549
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4. PEAJIM3ALIUSA ITPOTI'PAMMDBI JIUIA JIML C OT'PAHUYEHHBIMH
BO3MOXHOCTAMU

1. OOpa3oBaHue OOYYAIOIIUXCS C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS  (TIpH
HAJIMYUU KOHTUHTEHTA) MOXKET OBITh OPraHW30BaHO KaK COBMECTHO C APYTMMHU OOYYarOIIMMHUCS,
TaK U B OTJCJIBHBIX IPyIIIax.

B ocBoeHWM IUCHMIUIMHBI WHBAJIWAaMU W JIMIAMH C OTPAaHHMYCHHBIMH BO3MOXKHOCTSIMHU
3I0pOBbsI 0OJIBIIOEC 3HAYCHUE HMMEET WHAMBHIyalbHas paboTa, MojpasyMmeBaromias jJBe (HOpMbI
B3aMMOJICHCTBHS C NpenojaBaTesieM: HMHIUBHIyajdbHas ydeOHas pabora (KOHCYJIbTallUHU), T.C.
JIOTIOJTHUTEBHOE Pa3bsiICHEHHE Y4eOHOro Marepuaia, M yriIyOJieHHOE H3y4YeHHEe MaTepuaia U
WH/IWBUyalbHAs BOCHUTATENbHAsh pabota. WHAWBHIyadbHBIE KOHCYJIBTAIMM IO TIPEAMETY
SIBJISTFOTCSL BXKHBIM (DaKTOPOM, CITOCOOCTBYFOIIUM WHAMBHYaTH3AIUNA OOYYCHUS U YCTAHOBJICHUIO
BOCIIUTATEILHOTO KOHTaKTa MeEXAy TpernojaBareieM © OOyJarolIMMCS WHBAIUAOM WIH
00y4aromuMcs ¢ OTPAaHUYCHHBIMU BO3MOKHOCTSIMU 3JTOPOBBSI.

2. Y4eOHO-MEeTOINYEeCKHEe MaTephallbl JUIsi OOYyYalOUIMXCSl U3 YHCIa MHBAIHMIOB W JIUIL C
OTPaHUYCHHBIMH  BO3MOXKHOCTSIMH  37I0POBbSl  MPEAOCTABISAIOTCS B OmHOW u3  (opwm,
aJIaNTUPOBAHHBIX K OTPAaHUYCHUSIM UX 37J0POBbS i BOCIIPHUITHS HH(DOPMAIIHH.

[TepedyeHn yueOHO-METOIUIECKOTO OOECTICUCHUS JIT1s1 00YYAIONTUXCS TI0 TUCIUTIIINHE:

e C HapylIeHHEM cllyXa: B e4aTHoi (opme, B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

e C mHapyuieHHeM 3peHHUs: B TMe4aTHOM ¢opMme yBEIWYEHHBIM MpupTOM, B Hopme

9JIEKTPOHHOT'O JIOKYMEHTA,

e C HapymeHHEM OIOpPHO-ABHTaTeIFHOTO ammapara: B mevatHod ¢dopme, B Qopme

AJIEKTPOHHOTO JIOKYMEHTA,

JlaHHBI TIepeueHh MOXKET OBITh KOHKPETH3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
00yJaromuxcs.

3. OcBoeHMe UCHWIUIMHBI WHBAIAIAMHA W JIUIAMHA C OTPAaHHYEHHBIMH BO3MOKHOCTSIMH
3II0OPOBBSI OCYILECTBIIIETCSI C HCIOJIB30BAaHUEM CPEJICTB OOYYEHHUs OOMIETO W CIEIUATBLHOTO
Ha3HAYEHUS: MYJIbTUMEAUHHOE O0OpyIOBaHHE C BO3MOXHOCTBIO 3KPAaHHOI'O YBEIMUYEHHS JUIS
CTYJIEHTOB C HapyIICHHEM 3pPCHHUs, UCTOYHUKU TUTAHHS IS WHIWBHIYABHBIX TEXHUYECKUX
CpPEICTB.

B xaxmoit aymuropuu, rae oOOy4yarOTCs MWHBAJIWABI M JIMLIA C OrPaHUYCHHBIMHU
BO3MOYKHOCTSIMH ~ 3/I0pPOBBSI, TIPEIyCMaTPUBAETCS COOTBETCTBYIONIEE KOJIMYECTBO MECT IS

00y4aroIuXxcsl ¢ y4eTOM OIpaHUYeHHUI UX 370POBbSL.



5. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCIHUILIAHBI
«IOKYMEHTAIIMOHHOE OBECITEYEHUE NPO®ECCUOHAJIBHOMN
JAEATEJBHOCTH»

KOHTpOJ'IL N OLCHKa Ppe3yJIbTaTOB OCBOCHHUA yqe6H0171 AUCHUIITIMHBL  OCYHICCTBIIACTCA
npenoaaBaTeji€EM B IIPOLECCEC IMPOBECACHHUA INPAKTHYCCKUX SaHSITI/II\/'I, TECTUPOBAHHA, a TaAKXE
BBITIOJITHCHU S O6y‘-IaIOH_[I/IMI/IC${ HMHAWBUAYAJbHBIX 3aJaHuM.

Pe3yabTaTnl 00yuyeHus

Kputepun onenkn

MeTtoabl oneHKH

B pesynbrate ocBoeHUs yueOHOM
JUCLUIUIMHBI 00y4aromuics JOKEH YMETh:
- 0OpMIIATH TOKYMEHTALIUIO B
COOTBETCTBUH C HOPMATUBHOW 0a30H,

HCIIOJIb3Ys I/IH(i)OpMaI_II/IOHHBIC TE€XHOJIOTHH U

Cpe/CTBa OPI TEXHUKH;
- UCTI0JIb30BaTh YHU(DUIIUPOBAHHBIC
CHUCTCMbI NOKYMCHTAIIUU,

- OCYIIECTBIIATh XPaHCHHUE, TOUCK
JTIOKYMCHTOB;

- ACTIOJIb30BATh TEIICKOMMYHHUKAIIHOHHBIC
TEXHOJIOTHUU B DJICKTPOHHOM
JTOKYMEHTO00O0poTe

B pe3ynbTare ocBoeHHSs yueOHOI
JMCIUTUIMHBI 00YYarOIIUNACS TOJKCH 3HATh:
- OCHOBHBIE TIOHATHSI JOKYMEHTALMOHHOTO
oOecrnieueHus yIpaBlIeHUs;

- OCHOBHbBIE 3aKOHOATEIIbHBIEC U
HOPMATUBHBIC aKThl B 00JIACTH
JOKYMEHTAIIMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS;

- [IeTIU, 3a/1a49¥ U IPUHIIHAITHI
JOKYMEHTAITMOHHOTO 00ECTICUeHHS
yIpaBICHUS;

- CUCTEMBbI JOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBIeHUs;

- TpeOOBaHUS K COCTABICHUIO U
oopMIIeHHIO PA3TNYHBIX BUIOB
JIOKYMEHTOB;

- o0mIre mpaBuiIa OpraHu3auy paboThl ¢
JOKYMCHTaMH,

- COBpeMeHHbIe HH(OPMAIIMOHHBIE
TEXHOJIOTHH CO3/IaHUS IOKYMEHTOB U
aBTOMATHU3AIMH TOKYMEHTO000POTa;

- OpraHMU3AIHUI0 PAOOTHI C JICKTPOHHBIMH
JOKyMEHTaMH;

- BUJIbI OPTTEXHUKHU U CIIOCOOBI e
UCIIOJIb30BaHUs B JOKYMEHTAIIMOHHOM
obecrieueHnr yrpaBiIcCHUS

«OTIUYHOY - TEOPETHUECKOE
CoJiepKaHue Kypca OCBOESHO
MOJIHOCTBIO, 03 TTPOOEeIIoB,
yMeHHUs1 CHOPMHUPOBAHEI, BCE
IPeTyCMOTPCHHBIE
pOTrpaMMOil yueOHbIC 3alaHHsI
BBITIOJTHEHBI, KAYECTBO UX
BBITOJIHEHUS OIICHEHO BBICOKO.
«XO0poIIoy» - TEOPETUIECKOe
CoJiepKaHue Kypca OCBOSHO
MOJTHOCTBIO, 03 TTPOOEIIOB,
HEKOTOPbIC YMEHUS
c(hOpMHUPOBAHBI HEIOCTATOYHO,
BCE MPETyCMOTPEHHBIE
POrpaMMOil yaeOHBIC 3aTaHus
BBINOJIHEHBI, HEKOTOPBIE BH/IBI
3aJIaHUH BBITIOJTHEHBI C
oImuOKamu.

«Y IOBIETBOPUTEIBHO) -
TEOPETHYECKOE COCPIKAHUE
Kypca OCBOCHO YaCTUYHO, HO
npoOesbl He HOCAT
CYIIIECTBEHHOT'O XapaKTepa,
HE0OXOIUMBbIE YMEHHS paOOTHI
C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM C(hOpPMHUPOBaHBHI,
OOJIBIIIMHCTBO
MPEyCMOTPEHHBIX
POrpaMMOit 00ydeHUS
y4eOHBIX 3aJ]aHUH BBITIOJIHEHO,
HEKOTOPBIC U3 BBITIOJTHEHHBIX
3aJJaHUN COJICPKAT OLTHOKH.
«HeyaoBneTBOpUTETBHOY -
TEOPETHYECKOE COCPIKAHUE
Kypca He OCBOCHO,
HEOOXOIMMbIC YMEHUS HE
c(OpMHPOBAHBI,
BBINOJIHEHHBIE YYCOHBIC
3aJlaHus COJIEPIKaAT TPyObIe
OIMHOKH.

Tekymuii KOHTPOJIb:

- OIICHKA
BBINOJIHEHHBIX PadoT;
- IPOBEICHUE
MUCHMEHHOT0/yCTHOTO
OIpoca;

- IPOBE/ICHUE
TECTUPOBAHUS;

- OIICHKA PE3yJIbTaTOB
CaMOCTOATEILHON
paboTHI (HamMcaHue
pedeparos, penieHue
3aja4, MPOCKTHBIC
MCCIe0BaHUs U T.J1.)

[IpomexyTOUHBII
KOHTPOJIb!

- B opme
mddepeHInPOBaHHO
ro 3a4yera
(MTMCHMEHHBIN/YCTHBIN
OIIPOC, TIPOBEJICHUE
TECTUPOBAHUS U T.JI.)
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