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38.02.06 «®unance», ykpynHeHHasa rpymnmna  38.00.00 «DkoHOMHKA W yIpaBICHHUEY,
YTBEPXKIEHHYIO0 TIpuKa3oM MuHnuctepctBa obOpazoBanusi PO ot 05.02.18 1. Ne 65,
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COJEPKAHUE

OBIIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEN
MMPOT'PAMMBI YYEFHOU JUCHUATLIAHBI

. CTPYKTYPA W  COJEPXXAHWUE  VYEBHOM
TACHATITAHBI

. YCJIOBUSA PEAJTN3AIIMAYYEBHOM JUCHUILIVHBI

. KOHTPOJIb U OLEHKA PE3VJBLTATOB OCBOEHWS
YYEBHOI JUCHMUILINHBI



1. OBLIASI XAPAKTEPUCTHKA MMPUMEPHOM PABOYEM ITPOT PAMMBI
YYEBHOU JUCHUIIJIMHBI «OI1.04 JlTokymMeHTalmoOHHOE 00ECTIeYeHNUE YIIPABICHHSDY

1.1. MecTo tucuMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbI:

VYuebHast  aucuuiuinHa — «J{OKyMeHTanMOHHOE  OOECleYeHHe  YIpaBICHUS»  SBISETCA
00s13aTeNbHOM YacThiO 00IIEenPO(hEeCCHOHATBFHOTO IUKIA TPUMEPHONH OCHOBHOW 00pa3oBaTeNlbHOM
nporpamMmmbl B cootBeTcTBUU ¢ DPI'OC mo cnermumanpHocTH 38.02.06 ®unancel. Kpanmmdukamms
«DuHaHCUCTY.

YueOnast jgucnuiuiiHa «JlokymMeHTallMOHHOE oOecreueHue yhpaBiIeHUs» oOecreunBaeT
¢dbopmupoBaHre TPOPECCHOHATBHBIX M OOLIMX KOMIIETEHIMK 10 BceM BuaaMm AesrenbHoctu PI'OC no

creranpaocTi 38.02.06 ®uHaHCHI.

1.2. Heap u niiaHupyeMblie pe3yJibTATbl 0CBOCHHUS TN CUMIJIMHBI:

B pamkax nmporpamMmbl yueOHON AUCIUTITNHBI 00yYaIONUMUCS OCBAUBAIOTCS YMEHUS U 3HAHUS

Kox YMmenus 3HaHHA
IIK, OK
I[IK 1.5. | OdopmasTh miiaTexXHbIe TOKYMEHTBI Oco0eHHOCTH COCTaBICHUS

[IK 3.4. | (3neKTpOHHBIE 3asIBKM HA KaCCOBBIE PACXOJIbl U | 3aKYIOYHOH TIOKyMEHTALUU
[IK 4.1. | nnarexHble HOpyYEHUs) 171 IPOBEACHUS WHupopmaninoHHbIE TEXHOJIOTUN
I[IK 4.3. | KacCOBBIX BBIILJIAT B NMPOeCCUOHATBHOU
IIpoBepATh HEOOXOIUMYIO JJOKYMEHTALUIO ISl | JeSITEIbHOCTH

3aKJIIOYEHUSI KOHTPAKTOB OcobeHHOCTH OpraHu3aluy u

[TpoBepsTh HEOOXOAMMYIO TOKYMEHTAIUIO IS | TPOBECHUS KOHTPOJIBHBIX

3aKJIIOYEHUs] KOHTPAKTOB; IPUMEHSITh MEpOTPUATHI OpraHaAMH,
MpOrpaMMHOE OOecTieueHue mpu OCYILECTBISIOINMHI
OCYIIECTBIECHUN (PMHAHCOBOTO KOHTPOJIA. (bMHAHCOBBIN KOHTPOJIb.
OdopmtsTh pe3ybTaThl MPOBEIEHHBIX OcobOeHHOCTH TTPOBEACHUS
KOHTPOJIBHBIX MEPOIPUSATUI TyTEM 3aKyIOK TOBapOB, paboT, yCIyT
COCTABJICHHS aKTOB U CIIPABOK; IPUMEHSATH OT/EJIbHBIMU BHUJIaMU
MporpaMMHOe obecriedyeHue (PUHAHCOBOTO FOPUINYECKUX JIUII.

KOHTPOJISL.

OTallbl PCIICHUA

OCHOBHBIE HCTOYHUKHU
nH(pOpMAIUU U PECYPCHI IS
pelieHus 3a1aq

dbopmat opopmineHus
pE3yJIbTaTOB IMOMCKA
uH(popManun

CopnepxaHue akTyaJIbHON
HOPMAaTHUBHO-TIPABOBOU
JIOKYMEHTallu1

CTpyKTypHpOBaTh MOTy4aeMyr0 HH(OpMaIHIo;
o OpMIIATH Pe3yNIbTAThI MOUCKA

Onpenensars akTyallbHOCTh HOPMaTUBHO-
MPaBOBOM JOKYMEHTAIUU

B3aUMOJICMICTBOBATH C KOJUIETaMHU,
PYKOBOJICTBOM, KJIMeHTaMu ['paMOTHO
0(OPMIIATH TOKYMEHTHI 110
npodeccnoHanbHOM TeMaTHKe




Kon
IIK, OK

YmMmenus

3Hanusa

[TpumensTh cpencTBa HHGHOPMAITMOHHBIX
TEXHOJIOTUH JIJIs perieHust MpodeccruoHalIbHbBIX
3a1a4

Hcnonb30Bath 610)KETHOE 3aKOHOJATENHCTBO
o(opMIIATH TIIaTEKHBIE JOKYMEHTHI
MIPOBEPATH HEOOXOAUMYIO TOKYMEHTALUIO JUIS
3aKJIFOUYEHUS] KOHTPAKTOB

0o OpMIIATH Pe3yNIbTAThl IPOBEIEHHBIX

KOHTPOJIbHBIX MEPOTIPUSATHIH ITyTEM

COCTaBJICHHA AKTOB U CIIPAaBOK

[Icuxonoruueckre OCHOBBI
JeSITETTHHOCTH KOJUICKTHBA
CoBpeMEHHbIE CPEICTBA U
porpaMMHOE 00ecTieueHHE B
podeccHoHATBLHOM
JeSITeTTbHOCTH

[TpaBuia opopmiteHus
JOKYMEHTOB

[TpaBuia opopmiteHus
3aKyNOYHOH JIOKYMEHTAIU!
HNudopmaninoHHbIEe TEXHOIOTUN
B IpOeCCHOHATBHOM
JIESITEIIbHOCTH

OcoOEeHHOCTH OpraHu3aIuy U

IIPOBEJEHUS KOHTPOJIBHBIX
MEPOIPUATHI OPraHAMH,
OCYLIECTBIIIOIUMU

(buHAHCOBBIN KOHTPOJIb

Ilonamue oena, popmuposanue oen

Cocmag ynpaenienyecKkux
OOKYMEHm 08

Ilpouecc npuema u o006pabomku
OaHHBIX

Ocnognwie cpynnvt OP




2. CTPYKTYPA COAEPKAHUA UCIHUIIJIMHBI JIOKYMEHTAIIMOHHOE
OBECIIEYEHME YIIPABJIEHUSA

2.1. O0beM JAUCUMIIMHBI U BUJABI Y4e0HOI padoThI

Buj yuyeOHoii padoThl Oovem uacos
O0pa3oBaTebHast Harpy3Ka (Bcero) 36
Y4yeOHass Harpy3ka o0y4awlMxcss BO B3aUMOJACHCTBHH € 36

npenojaasaresgemM (Bcero)

Bcero yueOHbIX 3aHATHI 36

B TOM HHUCJIC:

1ab0paTOpHBIE 3aHITUS

MPAKTUYCCKUE 3aHATHS 24

KOHTPOJIBHBIC pa6OTI>I

KypcoBasi padota (IpoekT) (eciu npedycmompeno)

Koncynpramuu

[IpomexxyTounast arrectanusi B hopme ougpepenyuposarnro2o 2
3auema

CamocrosiTesibHas padoTa o0yuaromuxcs (Bcero)




2. Tematuueckuii miaan u coaepxkanue aucuiuinabl JOKYMEHTAIIMOHHOE OBECIIEYEHUME YITIPABJIEHUS

HaumeHnoBaHnue pa3aeiioB U TEM

Conepmaﬂne yqeﬁﬂoro MartepuaJa, naﬁopaTopHme U NMPpAKTUHYIECKUE paﬁOTLl, CaMOCTOATECIbHAA

padoTa o0yyarwmuxcs, KypcoBasi padoT (poeKT)

O0BeM yacoB

YpoBenn
OCBOEHHS

1

2

3

4

Pasznen 1.
JoxyMeHTHpOBaHHE yIIPaBJIeHYECKOit
JeATeILHOCTH.

20

Tema 1.1 Begenue. JlokymMmeHTHPOBaHHUE
ynpaBJIeHYeCKOH /1esiTeJIbHOCTH

Conepxanne yueOHOTO MaTepuaia

1

1. 3HaueHHe U COACpPIKAHUC TUCIMILINHEI «J[OKyMEHTAIIMOHHOE 00ECIICUCHUE YIIPABICHUS» U
CBSI3b €€ C JIPYTUMHU JUCUMIUIMHAMHU O0O0Ie00pa30BaTEIbHOTO U CIEIHATIBHOIO IUKIIOB.
[ToHsiTHE  TEPMHUHOB  «JIOKYMEHT»,  «JIOKYMEHTHPOBaHHE»,  «IOKYyMEHTAI[HOHHOE
obecrieueHne  ynpaBieHus». VIcTopus  pa3BUTHS — HAy4YHBIX  MPEICTaBICHHH O
JIOKYMEHTAI[HOHHOM obecrieueHUU YIPaBICHHUSI. CoBpeMeHHOe COCTOSIHUE
JIOKyMEHTAI[HOHHOTO  oOecrieueHuss  ymnpaBiienusi.  HopmaTtuBHO-TpaBoBast — 0asza
OpraHu3aniy JOKYMEHTAI[MOHHOTO O0ECHEeYCHUS YIpaBJICHHS KaK OCHOBA TEXHOJOTHU
mporieccoB  ympapicHus. COCTaB yIOpPaBICHYECKHX JOKyMEHTOB. [loHATHE cHcTeM
JOKYMCHTaluU. (DyHKLII/IOHaHLHLIC " 0TpacJIEBbIE CUCTEMbI JOKYMCEHTallUU. YHI/I(bI/IKaLII/IH
1 CTaHJapTHU3alud YOPaBJICHYCCKUX TOKYMCHTOB.

Hlonamue dena, popmuposanue den

Tema Ne.1.2. CucremMa opraHu3anMoHHO-
pacnopsiAuTebHOI JOKYMEHTAIUN

Copepxanne yueOHOro Marepuaia

11

1

1.VuuduupoBaHHas CHCTEMa OpraHU3alMOHHO-pacropsauTebHol aokymenrtarwu (OPJI).
I'OCTer na OPJl. TpeboBanuss Kk odopmiieHnio aokymenroB. Kiaccudukanums
OpraHU3aIMOHHO-PACIOPSAUTENFHON TOKYMEHTAIMU: OPTaHU3alMOHHBIC, PACIOPSAUTEIBHEIE,
cnpaBouHO-HHPOpManuoHHble.  OpraHW3allMOHHBIE  JTOKYMEHTHI:  YCTaB,  IIOJIOXKCHHE.
PacnopsimuTenpHBle  TOKYMEHTHI: TPHKA3bl, PACIOPSDKCHUS, YKa3aHUS, MOCTAaHOBJIICHUS.
CrpaBo4HO-WH(POPMALIMOHHBIC JIOKYMEHTHI: JOKJIaTHast (ciy>xeOHas) 3aImcKa,
OOBSICHUTEIIFHAS 3aIlUCKa, aKT, CIPaBKa, CIy>)KeOHbIe MHChMa. JIOKyMEHTHPOBAHUE TPYIOBBIX
npaBooTHoIeHnH. CocTaB U 0COOSHHOCTH O(YOPMIICHUS TOKYMEHTOB TI0 INYHOMY COCTAaBY.
Cocmas ynpasienuecKkux 00KyMeHmos

B ToM yuciie npakTHYeCKUX 3aHATHI U J1a00pPaTOPHBIX padoT

2

IpakTuyeckoe 3ansiTue 1 OdopmieHre ITOKYMEHTOB C MOMOILIBIO TporpamMbel Microsoft
Word.
IpakTnyeckoe 3anaTHe 2 Coznanue mabIoHa JOKYMEHTOB.

Ipaktuyeckoe 3anaTue 3 CocraBieHne U 0GOPMIICHHE PACHOPSIUTEIBHBIX M CIPABOYHO-
WH(POPMAIMOHHBIX IOKYMEHTOB.

IpakTnyeckoe 3aHaTHe 4lIpoBepka MPaBWIBHOCTH O(OPMIICHHS OpPTraHM3ALMOHHBIX
JIOKYMEHTOB-

IpakTnyeckoe 3anaTHe 5 Kagposoe 1e100pon3BOACTBO.




Tema 1.3. /lene:knbie u GUHAHCOBO-
pacyeTHbIE TOKYMEHTHI

Conepxanne yueOHOrO MaTepuaia

1

1.0cobeHHOCTH cOCTaBJIicHUsI W O(GOPMIICHUS JCHEKHBIX M (DHMHAHCOBO-PACUYCTHBIX JIOKYMCHTOB.
OdopmiicHHE TOBEPESHHOCTEH O(HUIIMATLHOM U TINYHOM.

3

HpaKTH‘IeCKOC 3aHATHC 60(1)0pMJ'IeHI/Ie IJIATCIKHBIX TOKYMCHTOB.

N

Tema 1.4. [loroBopHO-nTpaBoBast
JOKYMEHTAHsA

Conepxanne yueOHOTO MaTepuaia

I

1

1.IlonsiTve noroBopa (KOHTpPaKTa), COTJIALICHHs, MPOTOKoJa. TumoBas Qopma I0roBopa.
OcHOBHBIE pa3fensl JoroBopa. Buasl 10roBopoB: KyIIH-MPOAAXH, TOCTAaBKH, KOMUCCUU U JP.
Bunbpl noroBopoB B cdepe 3akynok. JJOKyMEHTBI, OGOpMISIOIINE TOPSAOK PacCMOTPEHHS
CHOPOB MEXIy HOpHUIMYECKHMMH Jniamu. [IpaBuina odopMileHHs INPEeTeH3MOHHBIX IHCEM.
OcobeHHOCTH IPOBENCHUS 3aKyTIOK TOBapoB. IIpouecc npuema u oopadomku 0annvix

B ToM yuciie npakTHYecKHX 3aHIATHI M J1a00pPaTOPHBIX padoT

2

IIpakTHyeckoe 3ansaTHE 7OCOOCHHOCTH COCTABJICHUSI 3aKyIIOYHOM JJOKYMEHTAIMN

PA3JIEJ 2. OPTAHU3ALUA PABOTBI
C JOKYMEHTAMH

16

Tema 2.1. [TonsiTue 70KYyMeHTO000POTA,
perucTpamnus 10KyMeHTOB, HCTIOJTHEHHE
JOKYMEHTOB

Copepxanne yaeOHOro MaTepuana

1.CoctaB m yyer oObemMa ITOKyMEHTOOOOpOTa NpeAnpusITHl U opraHu3auuii. OpraHuzauus
paboThI ¢ TOKyMEHTalueH, OCTynaromei B yUpexIeHHs, IPEANPHUITHS, OPTaHU3ALNH; TIPHEM
BXOJIIUX JOKYMEHTOB, 3KCIEIUIMOHHAs 00paboTKa, MpeIBapUTENIFHOE DPACCMOTPEHHE H
pacIpeseneHe, PperucTpanusi, pacCMOTPEHUE JIOKYMEHTOB pPYyKOBOJCTBOM, HCIIOJIHEHHE.
[lepenaua HDOKYMEHTOB BHYTPH OpraHH3alMH. Y4YeT KOJMYECTBA JOKyMEeHTOB. KoHTpoib
UCTIONTHEHUSI JOKyMeHTOB. OpraHuzamust ¥ TeXHHKAa KOHTPOJS MWCIOJHEHWs. TuIoBbIE U
WHIWBUIYANbHBIE CPOKH UCIIONHEHHS AOKyMmeHToB, cuctema ACKUJl (aBTromMaTn3npoBaHHEIH
KOHTPOJIb UCIIOJIHEHHUS IOKYMEHTOB).

Ocnognuie cpynnvt OP/]

Tema 2.2.
NudopmanuoHHbIe TEXHOJIOITUH B
Ae0NPOU3BOCTBE

Coaep:xanue yueOHOro MaTepuaJia

10

Vcnons3oBaHue IpOrpaMMHOTIO obecrneueHus JJIs pCHICHU S HpO(I)eCCI/IOHaJ'IBHLIX 3ajJa4

B ToMm yuciie npakTHYeCKMX 3aHATHH M 1a00paTOPHBIX padoT

IpakTHyeckoe 3ansiTie 8 OdopmieHHEe TOKYMEHTOB C IOMOLIBI mporpamMmbl Microsoft
Word. PaboTta ¢ 3meKTpoHHBIMH AokyMeHTamu. Co3aHHe CepHHHBIX THCeM. Pacchbuika
rotoBeix mrceM. [IpukmagHas cpena - cucrema ympasienus 6asamu manabix Microsoft Access.
ba3pl paHHBIX Uil XpaHeHHs HHGOPMAlMM — KOHCTPYHpOBaTh 0a3y JaHHBIX; BBOJIUTH,
pelaKTHpOBaTh, KOMMPOBATh U YAAIATH 3anuch. Pabora ¢ 3anpocamu. opMHUpOBaHUE OTYETOB.
ITouck nokymMeHTOB. XpaHeHue u 00padoTka 60IbITNX 00EEMOB TaHHBIX.




IIpakTHyeckoe 3ansaTHe 9 Vcrnonb3oBaHHE MHTEIPUPOBAHHBIX CHCTEM JEIONPOU3BOJICTBA U 2
yIpaBJIeHUs ISl aBTOMATH3alMu pabodyero MecTa.
IIpakTuueckoe 3ansitue 10 PaGora B cpene Internet m mosp3oBaHME 31EKTPOHHOW MOYTHI
DJeKTpoHHAs TII0YTa: IIOHSATHE, Ha3HAYCHHE, CO3/laHME U OTIpPaBKa CBOUX COOOIICHHH, 2
MOJTy4EHHE TTOUTHI.
[pakTnyeckoe 3ansaTue 11 O3HaKOMUTBECA ¢ TpodeccrHoHaIbHO OpueHTHpoBaHHBIM [10 B 2
obmactu JJOY. Ilomck HeoOxommmon wuHPOpPMAUK B 00JacTH JAOKYMEHTHPOBAHUS.
OTteuecTBeHHBIE pa3pabOTKU mporpamMm aBroMatm3armu JJOVY u apxuBHOrOo nema. OCHOBHEIC
YIpO3bl MPOPECCHOHATEHOM 0€30MacHOCTH
Copep:xanue yuedHoro marepuaja CucreMaTu3anys JOKyMEHTOB U HX XpaHEHHE. 2
Howmenknartypa nen. IlpuMepHbIe 1 THIIOBBIE HOMEHKIATYPbI Aei. OdopmireHre HOMEHKIATY PhI
Tema 2.3. Opranusauus onepaTHBHOTO 1 nen. TpeGoBanus K 0opMIIEHHIO Nesl. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX
APXMBHOTO XpaHEHHs! J0KYMEHTOB nojpasseneHusx. IloaroToBka Jien K craue B BEJOMCTBEHHBIH apXUB.
B ToM unciie npaKTHYECKUX 3aHATHH 1 J1a60paTOPHBIX padoT
IIpakTHyeckoe 3anaTue 12 IIpoBepka NpaBUIBHOCTH COCTABICHUS HOMCHKIIATYPHI 1€l 2
Bcero yueOHbIX 3aHATHH 36
KOHCYJIbTAUHH
IIpomexyTounast arrecTanus B (popme nudpepeHInPOBAHHOIO 3a4eTa 2
Y4yeOHasi Harpy3ka o0y4arLuXcs BO B3aUMO/IeliCTBHU € NpenogasareieM (Bcero) 36

caMoCTOATEC/IbHAA paﬁoTa oﬁyqamlunxcn

Oo0s3aTesbHAas Harpy3Ka (Bcero)




3. YCJIOBUSA PEAJIN3ALIMU YYEBHON JUCILUILIUHBI

3.1. TpeOoBaHUsI K MATEPUAIbHO-TEXHHYECKOMY 00ecredeHuIo

Peanuzamus mporpaMMbl JAUCHUIUIMHBI TpeOyeT Haluyus ydeOHOro kabuHeTra
JOKYMEHTAIIMOHHOTO 00ecieueHus YIIPaBICHHUS.

O6opynoBanne yueOHOTO KaOUHETa: MYJLTUMEIUHHOE 000PYAOBAHHE

TexHuyeckue cpeacTBa 00yUEHHS: KOMIBIOTEPHI, IPUHTEP

3.2. UudopmanmnonHoe odecnevyeHne 00ydeHust

Ilepeyenbr pexkoMeHAyeMbIX Y4eOHbIX u3aaHuid, HHTepHeT-pecypcos,
JTOMOJTHUTEIbHOM JINTEPATYPbI
OCHOBHBIE HCTOUHUKH:
1. M.U. bacakos «/lenompounsBoactBo» Poctos-Ha-/lony: @ennkc, 2013
2. M.U. bacakoB «/lenompon3BoaCcTBO M KOPPECTIOHICHIIHS B BOIIPOCAX H
otrBeTax» PoctoB-Ha-Jlony: ®enunkc, 2013
3. «OpraHu3aius U TEXHOJIOTHS JOKYMEHTAITMH 00SCTICUCHUS YIIPABICHUS)
/mox pea. Kysuenona T.B./ M.: IOuutt [ana, 2014
M.B. Kupcanosa «Kypc nenonpoussonactsa» M.: UHOPA-M, 2013
A.B. ITmenko «Jlemonpoussoacteo» M.: Mactepctso 2014
JI. A. Pymbinuna «/lenonpousBogcteo» M.: MactepcrBo 2015
0O.1.3ameinikoBa «/lemonpon3BoctBo»,PoctoB-H/Jlony,Denukc,2014
«JloKyMEHTHPOBaHHUE YIPaBICHUECKON AesaTeabHOCTI» \[1o/1
pen.Makogernikoro B.B.-M.:KonocC,2014
9. Kysnenos U.H. "Jlenonpouspoacrra” - M.:/lamkos,2014
10.Coxkonog B.C. "JlokyMeHTanImOHHOE O0ecTiedeHue yrpaBieHus " -M.:
®OPYM: UH®PA-M, 2013
11.Msiyuna 1.B. "JlokyMeHTalmoHHOE 0OecrieueHue yrpaBieHus " -
PocToB:®enukc,2014
12.ITmenko A.B. "JlokyMeHTaIlMOHHOE 0OCCTICUCHHE YITPABICHUS "
npakTukyM-Akaaemus,2014

o~ OA

3.3 TpeOGoBaHusi K opranu3zanuu o0pPa3oBaTeJIbHOI0 MPoIecca

[Ipu ycBoeHuum couepkaHUs JUCHUILUIMHBI PEKOMEHIYEeTCS IUIAaHUPOBATh
JeSATeTLHOCTHBIN MOAXO0 C Pa3BUBAIONIUM XapaKTEPOM OOyUEHHUSI, BKIIOUYAOIIUN
mpoOJeMHBIC, HCCIIEIOBATEIbCKUE, TPOSKTHBIE METONbI, A(h(HEKTUBHOCTH
MPUMEHEHUSI KOTOPBIX OOECIEYMBACTCS TAKUMH JIUJAKTHUYCCKUMHU TPHHIIUIIAMU
KaK JIMYHOCTHAs 3HAYMMOCTb, CHCTEMHOCTh, HAy4YHOCTh, MPOOJIEMHOCTb,
KOHTEKCTHOCTb, BAPUATUBHOCTb, JIOMTOJTHUTEIIEHOCTD.

OK 1. [lonumath CyIIHOCTh M COLHANBHYIO 3HAYUMOCTHb CBOEH Oymyuieit
npodeccun, MposIBIATH K HEW yCTOMYMBBINA UHTEPEC.

10



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JAESTEIBHOCTh, BHIOMPATH THUIIOBHIE
METO/bl M CIOCOObI BBIMOJHEHUS NPO(PECCHOHANBHBIX 3a/lay, OLEHUBATH HX
() PEKTUBHOCT U KA4E€CTBO.

OK 3. IIpyHuMaTh peuieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYaLUSIX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. OcymiecTBasTh MOWCK M UCIIOIb30BaHKE HHGOPMAIIUUA, HEOOXOAUMOM
JUTs1 3PEKTUBHOTO BHITIOJHEHUS MTPO(PECCHOHANBHBIX 33/1a4, MPO(PECCHOHATBHOTO
Y TUYHOCTHOTO Pa3BUTHSL.

OK 5. Branetrp nHbOpMallMOHHON KYJBbTYpOH, aHaTU3UPOBATh U OLICHUBATh
uHQOpPMAIIMIO C  HUCIHOJIb30BaHUEM  HUH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.

OK 6. PabGoratp B KOJUIGKTHBE W KoMmaHje, A(PGEeKTUBHO oO0IaThCs C
KOJIJIEraMu, PyKOBOJICTBOM, TOTPEOUTEIISIMU.

OK 7. Bbpatp Ha cebs OTBETCTBEHHOCTh 3a pPalOOTy UJICHOB KOMAaH]IbI
(MOTYMHEHHBIX ), PE3yJIbTAT BHIIOJHEHUS 3aIaHU.

OK 8. CamocToATEnpHO ONpEeAeNATh 3aJadyd Npo(hEecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMATHCSI CAaMOOOPa30BaHUEM, OCO3HAHHO TIJIaHUPOBATh
MOBBIIIIEHNE KBATU(PUKALINH.

OK 9. OpuentupoBaTbCs B YCIOBHUSX YaCTOW CMEHBI TEXHOJIOTUHA B
po¢eCCUOHATIBHON JIEATEIIbHOCTH.

[IK 1.1. PaccuutbiBaTh MOKa3aTeId MPOECKTOB OIOIKETOB OIOIKETHOMN
cucremsl Poccniickont @enepanun.

I[IK 1.2. OOecreunBaTh HCHOJHEHUE OIOHKETOB OIOMKETHOM CHCTEMEI
Poccuniickon
denepanum.

[IK 1.3. OcyumecTBisiTh KOHTPOJIb 3a COBEPIICHUEM OMEpAIUi CO
cpencTBamMu OIO/IKETOB OI0KETHOM cucTeMbl Poccuiickoit denepanuu.

IIK 1.4. CocTaBnsaTh OOJKETHBIC CMETHI Ka3€HHBIX YUPEKICHUM W TUIaHBI
(VMHAHCOBO-XO3SIICTBEHHON  JESITENIbHOCTH  OIOJKETHBIX W ABTOHOMHBIX
YUPEKIACHUM.

[1K 2.1. Onpenenars HAJIOTOBYIO 0a3y JJisl UCYUCIICHUS] HAJIOTOB U COOpPOB B
OroKeThl O10/KETHOU cucTteMbl Poccuiickoit denepanuu.

[IK 2.2. OO6ecneunBaTh CBOEBPEMEHHOE W TIIOJHOE BBIMIOJHEHUE
0053aTEeNIbCTB 10 YIJIATE HAJIOTOB, COOPOB U APYTHX OOSA3aTENbHBIX IJIATEKEH B
OroKeThl O10/KETHOU cucTeMbl Poccuiickoit denepanuu.

[IK 2.3. YyacTBOBaTh B MEpPONPHUATHIX MO HAJIOTOBOMY IUIAHUPOBAHUIO
OpraHu3alIusX.

I[IK 3.1. VYyacTBOBaTh B YyHOpaBieHUH (PUHAHCOBBIMH pECypcaMu
OpraHu3alluu.

[1K 3.2. CoctaBnsth pUHAHCOBBIE IJIAHBI OPTaHU3ALUY.

[IK 3.3. YyacTBOBaTh B pa3pabOTKE M OCYUIECTBICHUM MEPONPUITHHA MO

NOBBIIIEHUIO 3()(PEKTUBHOCTH (PUHAHCOBO — XO3SIMCTBEHHON JESTENBHOCTU
OpraHu3allyu.

[1IK 3.4. OGecneunBaTh OCyIIECTBIEHUE (PUHAHCOBBIX B3aUMOOTHOIICHUHN C
OpraHu3alysMH,  OpraHaMd  TOCYJApCTBEHHOW  BJIAaCTM U MECTHOIO
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caMOYTIpaBJICHUS
[IK 4.1. OcyiiecTBisITh IOPUANYECKU OOOCHOBAHHOE MPUMEHEHHE HOPM,
perynupyomux OO0/ KETHbIe, HAJIOrOBBIC, BAJIIOTHBIE OTHOLIEHUS B 00JacTU
CTpaxoBOM, 0AHKOBCKOM JI€ITEIbHOCTH, YUeTa U KOHTPOJIS.
[1K 4.2. OcymectBnath 3ppexkTuBHy0 padboTy ¢ nHbopmalueit GuHaHCOBO-
MPaBOBOT0 XapakTepa AJid NPUHATUS HEOOXOAUMBIX PEIICHUN.
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4. KOHTPOJIb U OLIEHKA PE3VJLTATOB OCBOEHUS
T CTUTIIAHBI

Pe3ynbraThl 00ydyeHHsT — 3TO (OPMYIUPOBKU TOTO, YTO MMEHHO JIOJKEH 3HATh,
NOHMMATh W/WIA B COCTOSHUM TPOJAEMOHCTPUPOBATH OOyYaroIMiica IO
OKOHYaHHUH MTPOTPaMMBbl OOyUEHHS.

KOHTpOJIL H OHCHKAa pPC3YyJIbTATOB OCBOCHHA JUCHHUIINIMHBI OCYHICCTBIIACTCA
npernogaBaTciicM B mponcecce IMPOBCACHUA IMPAKTHUYCCKHUX 3aHATUM )51
J'Ia60paTOpHBIX pa60T, TCCTUPOBAHHA, 4 TAKIKC BBIITOJIHCHUA O6y‘{aI-0HII/IMI/ICH
HHAWBUIYAJIbHBIX BaﬂaHI/Iﬁ, ITPOCKTOB, I/ICCJICI[OBaHI/II\/i.

DopMbI U
MeTOAbI
Pe3yabrarbl 00yuyeHust KOHTPOJISA
(ocBOCHHBIC YMEHUS, YCBOCHHDbIC 3HAHUA) U OLICHKH
pe3yJabTaTo
B 00y4YeHHUs
Ymenus:
CTpykTypHpOBaTh Nodyyaemyro uHpopmanno; ohopMIIsTs pe3yabTaThl IOUCKA | IPAKTHYECKUE
Ornpenenarb akTyaIbHOCTh HOPMATHBHO-TIPABOBON TOKYMEHTAIIUU 3aHATHA,
BSaHMOHCﬁCTBOBaTB C KOJUICTaMHu, PYKOBOACTBOM, KIIMCHTaAMH BHCAYIUTOPH
['pamoTHO OHOPMISATH JOKYMEHTHI IO MPO(HECCHOHATLHON TEMaTHKE as
HpI/IMeHHTb cpeacTBa I/IH(I)OpMaI_[I/IOHHBIX TEXHOJIOT UM JUIA pCUICHUA CaMOCTOATCIIb
npoecCuOHANBHBIX 3a1a4 Has pabota

Hcnonb30Bath O010JKETHOE 3aKOHOAATENbCTBO

0(QOpPMIISITH MJIATEKHBIE TOKYMEHTBI

IPOBEPATH HEOOXOIUMYIO JOKYMEHTAIHMIO JUIs 3aKJII0YEHHs] KOHTPAKTOB
0(QOpPMIISITh Pe3yJIbTAThl IPOBEIEHHBIX KOHTPOJIbHBIX MEPOIPUITHI ITyTEM
COCTABJICHUS aKTOB U CIIPAaBOK

3uanusa: orpoc,
OcHOBHBIE UICTOUHUKH MH(POPMAIIH U PECYPCHI JUIs peIIeHHs 3a]1a4 BHEAyJUTOpPHA
dopmar opopmieHHs pe3yabTaTOB HOUCKA HHPOPMALIUH A
CopneprxkaHue akTyaIbHOM HOPMAaTUBHO-IIPABOBOM JTOKYMEHTALUH CaMOCTOSATEIIb
IIcuxonorndyeckue OCHOBBI ACATEIBHOCTU KOJUIEKTUBA Has paboTa

CoBpemMeHHBIE Cpe/ICTBa U IPOrpaMMHOE o0ecrieueHne B Ipo(ecCuOHaIbHON AESITeIbHOCTU
[TpaBuna oopmiIeHHs JOKyMEHTOB

[TpaBuna odopmieHHs 3aKyTIOYHON TOKYMEHTALlUN
WupopmaninoHHbIe TEXHOIOTHU B IPO(HECCHOHATBHON eI TeNbHOCTH
OcobeHHOCTH OpraHU3aliu U MPOBEICHUSI KOHTPOJIBHBIX MEPOIIPUATUI OpraHaMM,

OCYIIECTBIIAIOMUMU (PMHAHCOBBIN KOHTPOIb

Ilonamue oena, popmuposanue oen

Cocmag ynpagnenueckux 00OKyMeHnmog
Ilpoyecc npuema u 0od6padomxu oannvix
OcHosHble epynnel OP
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Texnuuyeckasi IkcnepTu3a padodei NporpaMmMbl IUCHUNIMHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

38.02.06 «<PuHAHCBD»

npeacrasjeHHoi Jlosranesoii Enenoii EBrenbeBHol

9KCHEPTHOE 3AK/JIIOYEHHUE

Ne HaunMmeHoBaHMe IKCIIEPTHOIO OKA3aTeIsl OkcneptHas | [Ipumeuanue | DxcmeptHasi | [Ipumeyanue
n/m ouenka (1) oleHKa (2)
Ja HCT Ja HCT
IxcnepTusa 0(popMIIeHUS TUTYJIBHOIO JIHCTA H COAePKAHUSA (OTJIABJICHHS)

1. HaumenoBanue paboueii mporpaMmbl y4eOHON TUCHUIIIMHBI Ha TUTYJIHOM JIMCTE COBNA/IACT C
HauMeHoBaHueM nuctiuineel B pazaene VI @T'OC CIIO u (unn) yueOHOM miaHe

2. O0opoTHAst CTOPOHA THTYJIBHOTO JINCTA CONEPIKUT CBEACHHS O HOPMATHUBHBIX JIOKYMEHTaX, Ha
OCHOBE KOTOPBIX pa3zpaboTaHa paboyasi mporpaMmma, OpraHu3alnu-pa3padoTurke,
pa3paborurke(ax) padboueii mporpaMmbl

3. Hywmepanus crpanun B «ConepskaHUM» COOTBETCTBYET Pa3MEIICHUIO Pa3/IeNIOB TPOrpaMMBI.
Ikcneprusa pasjaena 1 «Ilacnopt padoyeii nporpaMmMsbl y4eO0HOM IMCUMIIIMHBD)

4, Pazmen 1 «Ilacopt pabodei mporpaMMbl YI€OHOH NUCIUILUINHBD) MIPEICTABICH

5. HanmenoBanmne paboueii mporpaMmbl y4eOHOH TUCIUIIIMHBL B TACTIOPTE COBIIATACT C
HaNMEHOBaHHEM Ha THTYJIHHOM JINCTE

6. IMynkr 1.1 «O6macTs mpuMEHEHHUS paboUei MPOrpaMMbD» COIEPKUT HHPOPMALIHIO O BOZMOKHOCTH
UCTIONIb30BAHMS IIPOTPaMMBI B JIOTIOIHUTEIHHOM NPO(eCcCHOHAIbHOM 00pa30BaHUN U
1IpoeCCHOHAIFHOH MOJTr0TOBKE (B COOTBETCTBUH C ITPHIIOKEHHEM K JINIICH3UH)

7. [yskr 1.2 «MecTto yueOHOW AUCIUILTAHEI B CTPYKTYPE OCHOBHOU PO eCcCHOHATEHON
00pa3oBaTeIbHOM NpOrpaMMbl» YKa3blBaeT Ha IPHHAIICKHOCTD TUCIUILIMHBI K YIeOHOMY IIHKITY

8. [ynkr 1.3 «lenn u 3agaun yaeOHOM TUCIUTUIMHBI — TPEOOBAHMUS K pe3yJIbTaTaM OCBOCHUS
JTVICIUTUTAHBD) COEPXKUT TPeOOBaHMS K YMEHUSAM U 3HaHUAM B cootBercTBrr ¢ ®I'OC CIIO no
CIENHATBHOCTH (B T.4. KOHKpeTH3UpYeT U (uin) pacmmupsiet TpedboBarns PT'OC)

9. [ynkr 1.4 «KonmdecTBO 4acOB Ha OCBOSHHE PaboYeil MpOTrpaMMbl YIeOHOH JUCIUTUINHBD
YCTaHaBIIMBACT paclpe/ielieHre o0mero oobeMa BpeMeHH (MakCUManbHas Harpy3Ka) Ha
00s13aTeNbHYI0 ayINTOPHYIO YIeOHY0 Harpy3Ky 0Oy4Jaromerocs, Ha CaMOCTOSITENbHYIO paboTy
00y4aronerocst 1 COOTBETCTBYET YUeOHOMY IUIAHY
Ixcneprusa pazgena 2 «CTpyKTypa H cojep:KaHHe Y4eOHOil JHCIMIIIHHBI»

10. Paznen 2 «CrpykTypa u cofepKaHue yaeOHOH TUCIIMIUIMHBD) IPEICTaBICH.

11. Tabmuma 2.1 «O0beM yueOHOH NUCIUTUTMHBI ¥ BHIBI Y4eOHOM paboThD» COAEPIKUT TTOYACOBOE
pacnpeneneHue BUI0B yUeOHBIX paboT B COOTBETCTBUH ¢ (POPMOH, IPEICTABICHHON B
Pa3bsicHeHHsIX.

12. Tabmnma 2.2 «Temarndyeckuii IIaH U Coiep)KaHue YIeOHOH TUCIIUIUTMHBDY COAEPKUT MepedyeHb

pa3nenoB yueOHOW AMCHUIUTMHBI C YKa3aHHWEM TeM M UX COJEPXKaHMA, MEepedeHb JJabOPaTOPHBIX U
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(M1M) MPaKTHYECKHUX PaOOT, KOHTPOJIBHBIX Pa0dOT, BUIOB U TEMATHUKH CAMOCTOSTEIILHON PabOTBhI,
KypcoBo# paboTsI (poexTa) (IIpH HaJIMYMK) B COOTBETCTBHH C (POPMOIL, IPEIICTABICHHOH B
PaszbsicHeHusx.

13.

O6o3HaueHus XapaKTCPUCTUK YPOBHA OCBOCHUA yqe6Horo Marepuajia COOTBETCTBYIOT
Tpe6OBaHI/I$IM, YKa3aHHbIM B PazbsicHenusx.

14,

O0beM MakcUMalbHOW Y4eOHOM Harpy3ku oOydJaromierocs B 1. 1.4 [TacmopTa mporpamMMel,
Tabimnax 2.1 u 2.2 coBmnamaer

15.

O0BeM 00s13aTeNIbHON ayAUTOPHOM HArpy3KH B 1. 1.4 [Nacniopra mporpamMmsl, Tadumax 2.1
" 2.2 cOBIIagaeT

16.

O6Bem BpeMeHH, OTBEACHHOTO Ha CaMOCTOSITENbHYIO paboTy oOyuaromuxcs, B . 1.4
I[Macnopta mporpaMMel, Tabuunax 2.1 u 2.2 copnajaer

JkcnepTU3a pazaea 3 «YcJI0BUS peaJu3anuy padoyeil MPorpaMMsbl y4eOHOM
AUCHUTLIAHBD)

17.

Paznen 3 «YcnoBus peannzanuu pabodeil mporpaMMbl y9eOHON TUCITUTUINHBDY
MPEICTABIEH.

18.

[Tynakr 3.1 «TpeboBanus kK MaTepUaIHLHO-TEXHUYIECKOMY 00€CTIEUeHUIO» COACPIKUAT
nepedeHb y4eOHBIX TToMeIIeHui B cooTBeTcTBUH ¢ pazaenom VII ®T'OC CIIO no
CIELUAIBHOCTH U CPEeICTB 00yUCHHS, B TOM YHCIIE TEXHUYECKUX, HEOOXOUMBIX IS
peaan3anuy padboder mporpaMMbl YIeOHOH JUCIMILIAHEL.

19.

[TynxkT 3.2 «MHDOpMamoHHOE 0OeciedeHre 00yUeHsD COAEPKUT MepeueHb YIeOHBIX
u3ganui, MHTepHET-pecypcoB, AOMOJHUTEILHON JTUTEPATYPHI.

20.

OCHOBHBIE HCTOYHUKH (II€YATHBIE U JIEKTPOHHBIC U3AHNSA) T10 AUCIUTUTNHE H3/IaHbI 32
nocJeaHue S JeT.

IkcnepTusa pazgeia 4 «KoHTpOJIb U OLleHKA Pe3yJIbTATOB OCBOCHUSI Y4eOHOM
AUCUMILIHHBD)

21.

Pa3IL6J'I 4 <<KOHTp0J'IB " OLICHKA PE3yJIbTATOB OCBOCHHSA yqeGHoﬁ JUCHTUIITUHBD)
IMPCACTABJICH.

22.

Pe3ynbrarer 00y4eHns (OCBOCHHBIE 3HAHNS U YMEHUS) yKa3aHbl B COOTBETCTBUH C 1. 1.3
[TacnopTa nnporpammsl.

23.

I[TepeueHb GopM U METOIOB KOHTPOJISI OLICHKH PE3yJIbTATOB 00YYEHHsI KOHKPETH3UPOBaH C
y4eTOM CIEIUPUKN 00yUeHHs 10 paboueli mporpaMMe yueOHOH TUCIUILTAHBI
(cootHOCHTCs ¢ Tabawmie 2.2).

HNUTOI'OBOE 3AK/IIOYEHUE

PaGouas mporpamma yueOHOM TUCITUTLIMHBI MOXKET OBITH HaNpaBlIeHa Ha
COJIepKaTeNIbHYIO 9KCTIEPTH3Y (pelieH3uPOBaHHE)

Pexomennanmu o nopaboTke pabodeit mporpaMmsl yaeOHOH TUCIIUITITHHEL
Oxcnepm (1)

Dkcnepm (2)

16




17



PELHEH3UA

Ha paGouyro mnporpammy mno mgucuurmummae OI1.04 «JlokymeHTanmoHnHoe obecneueHune

YHOpaBJICHUA»
(1I0JTHOE HAMMEHOBAHUE JTUCLIUIUINHBI)

o crieranbHOCTH 38.02.06 duHaHCHI,
BBITIOJIHEHHYIO TpenojaBaresieM [Terpocsan B.C.

Pabouas mporpamma mpoecCHOHAIBFHOTO  MOXYyJs  pa3paboTaHa Ha  OCHOBE
@DenepanbHOTO TOCYJApCTBEHHOTO 00pa30BaTeNbHOrO cTaHaapTa no cnenuanbHocTa  38.02.06
«®uHaHCch, YykpynHeHHas rpynmna 38.00.00 «DkoHOMHUKA W YIHPaBICHHUE», YTBEPKIAECHHYIO
npukazoM MunHuctepctBa oOpaszoBanus P® ot 28.07.14 Ne836, 3aperucTpupoBaHHYIO
Munroctom (25 aBrycra 2014 r. per. Ne 33822)

B pesyabrare u3ydeHHs IpOrpaMMHOrO MaTephasia 00ydaroIluecs: OBIaACIOT 3HAHUIMU
U YMEHHSIMHU T10 BOTIPOCAM:

- ohopMIIEHHUS U IPOBEPKH MPABHUILHOCTH O(POPMIICHHS JOKYMEHTAIIUH B COOTBETCTBUHU
C YCTaHOBJICHHBIMHU TPEOOBAHHUSIMH, B T.4. UCIIOJIB3Ysl HHPOPMAITMOHHBIC TEXHOJIOTHH;

- MPOBEICHUS aBTOMATH3UPOBAHHON 00PaOOTKU TOKYMEHTOB,;

- OCYIIECTBJICHUS XPAHECHHUS U IMOMCKA JOKYMCHTOB,;

- HUCIOJIb30BaHUsA TEICKOMMYHHKAIIMOHHBIX TEXHOJIOT Ui B SIIEKTPOHHOM
JIOKyMEHTOO00pOTE;

- OCHOBHBIX TOHSTHH: IETH, 337a4d U TPUHIUIBI JOKYMEHTAI[HOHHOTO O0ECIIeYeHUsI
yIpaBJICHUS;

- CHCTEM JJOKYMEHTAIMOHHOTO 00ECIIeYeHUs YIIPaBICHHUS, X aBTOMATU3AIHH;

- Kiaccu(uKaIy TOKyMEHTOB;

- TpeOOBaHUH K COCTABJICHHIO U ODOPMIICHUIO IOKYMEHTOB;

- OpraHM3aluy JOKYMEHTOOOOpOTa: MpHeMa, 0O0pabOTKH, PErucCTpallid, KOHTPOJI,
XpaHEHUs JOKYMEHTOB, HOMEHKJIATYPbI JIel1.

O1eHKa CTPYKTYphI paboyeil porpaMMel (XapaKTepUCTHKA Pa3/IeoB)

PabGouast mporpamma yueOHOW JUCHUIUIMHBI «JlOKyMEHTalMOHHOE OOecTeueHne
yIpaBJIEHUN» COCTOUT U3 2 Pa3JIeNoB.

Pasznen 1 «/lokyMeHTHpOBaHUE YyNIPABICHYECKON AEATEIBHOCTH.

Paznen 2 «Opranu3zaius paboThl ¢ JOKYMEHTaMU.

CopepxaHue BceX pas3felioB IOJOCThIO COOTBETCTBYET TpeOoBaHusM [lonoxeHus o
paboueil mporpamme yueOHOMN TUCIMITIINHBI.

Ol1leHKa COOTBETCTBUS TEMAaTUKU NPAKTUYECKUX 3aHIATUNH TpeOOBaHUSIM IOJTOTOBKH
BBINYCKHHKA 110 CHENMAIBbHOCTH U COJEPYKAaHUIO pabouell NporpaMmbl:

TemaTnka NpakTHYECKUX 3aHATUH CHOCOOCTBYET (POPMHPOBAHUIO YMEHUH OdopMIiIeHUs
U TIPOBEPKHU TPABHWIBHOCTH O(OPMIICHHUS! JTOKYMEHTAIIMA B COOTBETCTBHH C YCTaHOBJIEHHBIMHU
TpeOOBaHUSAMH, B T.4. HCHONb3Ysd HH(POPMALIMOHHBIE TEXHOJOTMH;  OCYIIECTBICHUS
ABTOMATH3UPOBAHHON 00pabOTKM OKYMEHTOB; OCYIIECTBICHUS XpaHEHUS M IOWCKa
JIOKYMEHTOB; ~ HCIOJb30BAHUS  TEJIEKOMMYHUKALMOHHBIX TEXHOJOTHH B  3JIEKTPOHHOM
JOKYMEHTOOOOpPOTE, HYTO COOTBETCTBYeT TpeOOBaHUSM IOATOTOBKH  BBITYCKHHKA IO
cnennanbHocTd 38.02.06 «®uHaHCH M coAep)kaHUIO pabouell MmporpamMMbl JAMCHUIUIMHBI
«/lokymMeHTanmoHHOE 00ECTICYCHNE YITPABICHHS.

SI3BIK B CTHII H3JI0KECHUA, TCPMHHOJIOTHUA
SI3BIK U CTUIIb H3JIOKCHUS, TCPMUHOJIOTHA COOTBCTCTBYIOT TpeGOBaHI/IHM K HAay4YHOMY
CTHUIIIO U3JIOKCHHUA.
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CooTBeTcTBHE coAepKaHus pabodyel NporpaMMbl COBPEMEHHOMY YPOBHIO Pa3BUTHS
HAyKH, TEXHUKHU U IPOU3BOJICTBA

Jlis mydinero ycBOeHusl yueOHOro MaTepualla ero U3JIokeHHe HEOOXOIUMO NMPOBOAMTH C
NPUMEHEHHEM TEXHUYECKUX, TPEHUHIOBBIX M ayJHOBHU3YAJIbHBIX CpeacTB oOyueHus. Ilpu
W3JI0)KEHUU JMCLHUIUIMHBI 110 COOTBETCTBYIOIIMM TEMAM MCIIONB3YIOTCS 3aKOHOAATEIbHBIE U
HOPMAaTUBHBIE aKThI IO JOKYMEHTAIIHOHHOMY 00ECIICUEHHIO YIIPABICHHUS.

PexomMenpaiuu, 3ameyanus
PaGowas  mporpamma  MOXXeT  OBITh ~ HCIIOJNB30BaHA B JIOTOJIHUTEIHLHOM
npodeccCHoHATLHOM 00pa30BaHUU U MPOGECCHOHATBHON TTOITOTOBKE.

3akiro4eHue:

PaGouas mporpamma no AMCHHUIUIMHE «J{OKyMEHTallMOHHOE OOecreueHue ynpaBIeHUS
MOXET  OBIThb  WCIOJB30BaHA  JuIg  OOecmedeHUs:  OCHOBHOM  (mpodeccHOHAIBbHOM)
00pa3oBaTesbHON MporpamMMel 1o crienanbHOCTH 38.02.06 duHaHCHI.

HNII Oneitnukosa E.B. kBanudukaus no Juriomy

«byxranrep» no crienuaabHOCTH «byXTranTepckuil yuer, ayIuT U aHau3»
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PELHEH3UA

Ha pabouyro nmporpammy no aucuumiuae OI1.04 «loxkyMeHTalmoHHOE oOecTieueH e YIpaBIeHUsD)
o criermanibHocT 38.02.06 duHaHCHI,
BBINIOJIHEHHYIO IIPENoJaBaTeieM [erpocsu B.C.

Pabouas nmporpamma npogeccHoHaIBHOTO MOAYJIS pa3padoTaHa Ha OCHOBE
®denepanbHOTO TOCYAaPCTBEHHOTO 00pa30BaTEIbHOTO CTAaHAAPTA MO CHEIHUATEHOCTH
38.02.06 «®unanchl», ykpynHeHHas rpynmna  38.00.00 «DKOHOMHKA ¥ YNpaBICHUEY, YTBEPKIEHHYIO
npukazoM MunmcTepcTBa obopasoBanus PD ot 28.07.14 Ne836, 3apeructpupoBanHyto Munroctom (25
aBrycra 2014 r. per. Ne 33822)

B pesymprare m3ydeHuss TPOrpaMMHOTO MaTeprana OOydJaroIIuecs OBJIAJCIOT 3HAHWSMH H
YMEHHSIMH IO BOIIPOCAM:

- oQOpMJICHHSI W TPOBEPKH HPABHUILHOCTH O(OPMIIEHHS JOKYMEHTAllMd B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAaHUSIMH, B T.4. HCIOJB3YS HHPOPMAIIIOHHBIE TEXHOJIOTUH;

- TIPOBENIEHUS aBTOMATH3UPOBAHHON 00paOOTKH JOKYMEHTOB;

- OCYIIECTBIICHUS XPAaHEHUS U MIOUCKA TOKYMEHTOB;

- HWCTOJB30BaHUA TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHI B DJIEKTPOHHOM JJOKYMEHTO000pOTE;

- OCHOBHBIX TMOHSTHIA: TII€TH, 33Jadd W MPHHIUIB JTOKYMEHTAI[HOHHOTO OOecleueHHs
yIpaBIeHIS,

- CHCTEM JIOKyMEHTAI[HOHHOT0 00eCIeueHus YIIPaBICHUs, UX aBTOMAaTHU3alllH;

- KiIaccu(UKaIuu JTOKyMEHTOB;

- TpeOOBaHMI K COCTaBIEHUIO H O(OPMIICHUIO JOKYMEHTOB;

- OpraHu3ali JOKYMEHTOOOOpOTa: TpueMa, oOpadOTKH, PETHUCTPALMU, KOHTPOJS, XpaHCHUS
JIOKYMEHTOB, HOMEHKJIATYPbI JI€7I.

O1eHKa CTPYKTYpBbI pabodeli MporpaMMsl (XapakTEepUCTHKA PA3ICNIOB)

Pabouas nmporpamMma mucIUIUINHBL «JlOKyMEHTAIIHOHHOE 00ECIIeYeHre YIIPaBIEHS COCTOUT W3
4 pa3zaenos.

Pazmen 1 «Ilacmopt pabodeil mporpaMMbl y49eOHOW AUCHUIUIMHBDY TpeactaBieH. [lyHkr 1.1
«O06nacTp MpUMeHeHHs paboUeil mporpaMMBbD»y COMEPKUT WHGOPMAITHIO O BO3MOKHOCTH HCIIOIb30BaHUS
MPOTpaMMBbl B JIOTIOTHUTENFHOM TpodeccroHanbHOM 00pa3oBaHUK ¥ MPO(EecCHOHAILHON MTOATOTOBKE.
[Mynkr 1.2 «MecTo y4eOHOH TUCIUIUIMHBI B CTPYKTYpEe OCHOBHOM MpodeccroHanbHol 00pa3oBaTeIbHOIM
MPOrpaMMBbl» YKa3blBaeT Ha MPUHAJICKHOCTh JUCHHIUIMHBI K yueOHOMy mukiy. Ilyskr 1.3 «lemn u
3a7aud y4yeOHOW JMCUUIUTMHBI — TpeOOBaHUS K pe3yjbTaTaM OCBOCHUS JUCHUILIHHBDY COJEPIKUT
TpeOOBaHUSI K yMeHUsM H 3HaHusM B coorBercTBUM ¢ PI'OC CIIO mo cnenumanbHoctu. [lynkr 1.4
«KomuvecTBo YacoB Ha OCBOGHHE pabodeil NporpaMMbl YYeOHOW TUCIMIUIMHBD) yCTAHABIHBAET
pacnpeneneHue oOmiero od0bemMa BpeMeHH (MaKCHMalbHas Harpys3ka) Ha 00s3aTelbHYI0 ayJUTOPHYIO
y4eOHYI0 Harpy3ky OOy4arolerocs, Ha CaMOCTOSTEIbHYI pPa0oTy OOYYaroIierocs M COOTBETCTBYET
yueOHOMY 1aHy. Pazmen 2 «CtpykTypa U conepkaHue yaeOHOW JNUCIUILUIMHBDY TpecTaBieH. Tadnuma
2.1 «O6beM y4eOHOW MUCIMIUIMHBI U BUABl y4eOHOH pabOTBD) COAEPIKUT MOYACOBOE pAaCIpelleIeHNe
BUJOB y4eOHbIX pabor. Tabmuna 2.2 «TemaTuueckuil IIaH ¥ COACPKAHUE YUEOHON IUCIUIUIMHBDY
COJICP)KHUT TIEPEUCHb PA3J/IeNIOB Y4EeOHOU IUCHUILTMHBI ¢ yKa3aHWEM TeM M WX COJAEPIKaHUs, NepeucHb
MPAKTHYECKUX PadoT, BUJOB M TEMATHKH CaMOCTOSTENbHOW paboThl. Paznen 3 «YcmoBus peannzanuu
pabodeii mporpaMMbl y4eOHOW TUCIMILTHHBD) mpeactaBieH. [IyHkT 3.1 «TpeboBaHus K MaTepHabHO-
TEXHUYECKOMY OOECIEUEHHUIO» COJAEPKHUT TepedyeHb y4eOHBIX TOMEIIEHUH B COOTBETCTBUH C Pa3/IeiIoM
VIl ®I'OC CIIO no crienuansHOCTH U CPEJCTB O0YUYSHHS, B TOM YHCIE TEXHUIECKUX, HEOOXOIUMBIX ISt
peanmzanuu pabodei mporpaMMbl y4eOHOH TUCITUTLTHHBL.

[Mynkr 3.2 «MapOpManoHHOe obecrieueHre 00YUYCHHUS COJIEPKUT NiepeueHb YIeOHbIX N3JaHnH,
WHTepHET-pecypcoB, MOMONMHUTENbHON muTepatypbl. Paznen 4 «KoHTpons M OIeHKa pe3yabTaToB
OCBOCHHS Y4EOHON TUCIUIUINHBD) IPEACTABICH.

OreHKa COOTBETCTBHSA TEMAaTHUKU NPAKTHYECKUX 3aHITUN TPeOOBAHHUAM MOATOTOBKH BHITYCKHHKA
[0 CHENUAILHOCTH U COJICPYKaHHI0 Pabovell TporpaMmBl:

Temaruka NPakTUYECKUX 3aHATHH COOTBETCTBYET TPEOOBAaHUSM IMOJITOTOBKM BBITYCKHHKA IO
cnenupanbHocT  38.02.06 ®uHanchl W copepkaHMIO pabouedl  mporpamMMbl  JUCLUIUIMHBI
«JlokyMeHTaIMOHHOE 00ecTIedeHre YIIPaBICHHD.

SI3BIK ¥ CTWJIb U3JI0XKEHUSI, TEPMHUHOJIOTHS

SI3BIK U CTUIIb U3T0XKEHUS SICHBIN, YeTKUI, TPaMOTHBIM.
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CooTBeTCTBHE cojiepsKaHMsl pabodyell IporpaMMbl COBPEMEHHOMY YPOBHIO Da3BUTHSA HAYKH,
TEXHHUKHU U IIPOU3BOACTBA

B pe3ynbraTe u3ydeHus QUCIUIUIAHBI CTYCHT MMOJy4aeT MPEICTaBICHHE O POJIH U MECTE 3HAHUIN
0 JOKYMEHTAI[HOHHOMY OOECIEUYECHHIO YIpaBICHUS B MPOPECCHOHATBHOW IESTEIbHOCTH, CHCTEME
CYETOB OyXTraATepCKOro yueTa, YYETHOW IMOJUTHKE OpraHHu3alliH, OyXranTtepckoil ((puHAHCOBON)
OTYETHOCTH.

PexoMenmanuu, 3aMeUaHus

Pabouas mporpamMma MOXeT OBITh HCIOJNB30BaHA B JIOTIOJHUTEIBHOM MPOPECCHOHATEHOM
o0Opa3oBaHuU U TPO(PECCUOHATHLHON TOrOTOBKE,

3akJiouenue:

Pabouas mporpamma 1o JUCHUIUTHHE «JIOKyMEHTAIlMOHHOE O0eCIeueHUe YIPABICHUI MOXKET
OBITH MCTIOIB30BaHa [T 00eCIIeUeHUsI OCHOBHOM (ITpodecCHOHANTBRHON) 00pa30BaTeIBLHOMN MPOrpaMMBI 1O
creruansHocTi 38.02.06 dunanc

Penensentr  Koponenko AWM., TBIIOY KK AMT, mpemnojiaBaTenab BhICHIEN KaTeropuu
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