l'ocynapcTBeHHOE aBTOHOMHOE PO EeCCHOHATTBHOE 00pa30BaTEIbHOE YUPEKICHHE

YEBOKCAPCKWUU

Uysamickoii PeciyOmmku
«Hebokcapckuit FKOHOMUKO-TEXHOJIOTUUECKUM KOJIIIEIK
MuHucTepcTBa 00pa3oBaHusl M MOJIOACKHON MTOJIUTHKU
Yygamickoii Pecriyonuku

OKOHOMUKO-

WHOIRAIOLOHXAL

PABOYAS TIPOTPAMMA YYEBHOM JUCIHUATLIIVHBI

OIl. 04 JOKYMEHTAIIUMOHHOE OBECIIEYHEHHUE YIIPABJIEHUS
JUTSL CTICITUATBHOCTH CPETHETO0 MPOo(ecCHOHATBEHOTO 00pa30BaHUS
38.02.07 bankoBckoe aeio
11 00YYArOIIUXCS C OrPAaHHYECHHBIME BO3MOKHOCTSIMH 3/I0POBBS 110 3PSHUIO

(ciembIX ¥ c1abOBHUIAIINX )

Yedokcaps 2018 1.



Pazpaborana B COOTBETCTBUU c YTBEPXJIEHO
TpeOOBAHUSIMU denepabHOTO ITpukazom Ne.
roCcyJapCTBEHHOIO 00pa3zoBaTeIbHOTO or" " 201 r.
CTaHJapTa MO CHEUUATbHOCTH CPEIHEro
npodeccCHoHaTbEHOTO 00pa30BaHMS
38.02.07 bankoBCKOE 1€II0

PEKOMEHJOBAHO
DKCHEPTHBIM COBETOM KOJIIEKA

IIporokoi Ne or" " 201 .
IIpencenarens DKCIEPTHOrO COBETA

COTI'JIACOBAHO
®OUO, 10KHOCTh, MECTO PaOOTHI

I 201 .

PACCMOTPEHO
Ha 3acefganuu LK conpanbHO-7KOHOMHUYECKHUX U
FOPUIUYECKUX TUCIUATIINH

[IpoToxon Ne or" " 201 .
[Ipencenarens LK: B.JI. [TaBnoBa
Pa3zpaboTunku:

CasenbeBa O.A., npenojiaBaTeinb BhICIIEH

KBaJIU(UKAIIMOHHON KaTEeropruu
" n 20 1 r




COJEPKAHUE

. IACHOPT ITPOT'PAMMBI YUEBHOM JUCIIUILIUHBI

. CTPYKTYPA U NPUMEPHOE COJEPKAHUE YYEBHOW
TACIHATITAHBI

. YCJIOBUSI PEAJIM3ALIMM TPOTPAMMBI YYEBHOI
JUCHUIINHBI

. KOHTPOJ/Ib MU OIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JTUCIIUITJIMHBI

. OCOBEHHOCTHU OPTAHU3AIIMU YYEBHOI'O ITPOLHECCA
JUISA OBYYAIOIIUXCA C O PAHUYEHHBIMH
BO3MOXHOCTAMM 310POBbA 110 3PEHUIO

CcTp.

10

11

14



1. MACIOPT IMPOIrPAMMBbI YYEBHOM JJUCHUILINHBI
JoKymenmayuonnoe ooecneuenue ynpaeienus

1.1. O6a1acTh NpUMeHEHUs] POTrPaMMbI

[TporpamMmMa y4eOHOM TUCITUTUIMHBI SBISIETCS YaCThI0O OCHOBHOUM Npo(hecCHOHaTbHON
oOpa3zoBarenbHOI mporpaMmbl B cootBeTcTBUM ¢ PI'OC no cnenmansHoctu CIIO:
38.02.07 baukoBcKoe 1eno

[TporpamMmMa y4yeOHOM AMCUHMIUIMHBI MOKET OBITh MCIIOJIB30BaHA IPHU pa3paboTke
IpOrpaMM JOIMOJIHUTENBHOTO TPOo(dEeCCHOHATIBHOTO 00pa3oBaHus (TIOBBIIICHUS
KBaJIM(UKALIMU U MEPENOArOTOBKH) pabOTHUKOB B 00JIACTU JTIOKYMEHTALMOHHOIO
oOecrniedeHus yrnpaBIeHUs

1.2. Mecro aMCUMIVIMHBI B CTPYKType OCHOBHOH NPO(ecCHOHANbHOMN
o0pa3oBaTeJIbHOM MPOrPaMMBbI:

JIoKyMeHTaIlMOHHOE obecrieueHue YIIPaBICHUSA SIBIISICTCS Y4acTbhIO
o01enpodhecCHOHAIBHOTO ITUKJIIA

1.3. lleqn u 3aga4u JUCHUIJIMHBI — TPeOOBAHUSI K Pe3yJbTaTaM OCBOEHUSI
TUCHUIIIHHBI:
B pe3ynbTaTe 0CBOCHUS TUCIUITUHBI 00YUYaIOIUNACS TIOJDKEH YMeETh:
- 0pOPMIISITH TOKYMEHTAIIUIO B COOTBETCTBUHU C HOPMATUBHOM 0a30ii, B TOM 4YuUCIIe
C UCTOJIb30BaHNEM UH(GOPMAIIMOHHBIX TEXHOJIOTHIA;
- OCBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00pa0OTKU JOKYMEHTAIINH;
- HCTIOJIb30BaTh YHU(UIIUPOBAHHBIE CUCTEMbI JJOKYMEHTAIINH;
- OCYIIECTBIIATh XpaHCHUE U TIOUCK IOKYMCHTOB;
- HCTIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU B AJICKTPOHHOM
JIOKYMEHTO000pOTE;
B pesynbTaTe 0CBOCHUS TUCIUTIIMHBI 00YYAIONUHCS JOJDKEH 3HATh:
- [IeJTH, 337]a49¥ ¥ IPUHITUIIBI JOKYMEHTAIIMOHHOTO 00eCIIeUeHHs yIPaBIICHHUS,
- OCHOBHBIC MOHATHS TOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHNUS;
- CHCTEeMBI JJOKyMEHTAIIMOHHOTO 00€CTICUCHHsI YITPaBICHUS;
- TpeOOBaHMS K COCTABJICHUIO U OPOPMIICHUIO TOKYMEHTOB,;
- KJTIacCU(UKAINIO JOKYMEHTOB;
- OpraHU3aIMI0 TOKYMEHTOO0OpOTa: MpueM, 00padOTKy, pEerUuCTpaIuio, KOHTPOIIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATYpPY Jel.

IIK u OK, koTopble aKTYyaJN3UPYOTCS NPHA U3YyYeHNH Y4eOHOH IMCIUIINHBI:

OK 01. BriOupath ciocoObl perieHus 3a1a4 npopeccuoHaibHON
NEeATEIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02. OcyuiecTBiasTh NOUCK, aHAIM3 U UHTEPIIPETALMI0 HHPOpMaLIUH,
HE0OXOAMMOM ISl BBIMOJIHEHUS 3a]1a4 MpOo(heCCUOHATBHOM NeITeTbHOCTH.

OK 04. PaGoTaTh B KOJJIEKTUBE U KOMaH/E, 3(PPEKTUBHO
B3aMMOJIEUCTBOBATH C KOJIJIETaMH, PYKOBOJICTBOM, KIIMEHTAMH.

OK 09. Ucnons3oBath HHPOPMAITMOHHBIE TEXHOJIOTHH B
npo(hecCuoHaANBbHOM NesSTENbHOCTH;



[IK 1.1. Ocy1miecTBasATh pacueTHO-KaCCOBOE 0OCTY)KMBAHHUE KJIUEHTOB.

I[IK 1.2. OcymecTBiaarh O€3HAIMYHBIC IUIATEXH C HCIOJb30BAHHEM
pa3nuyHbIX (POPM paCUETOB B HAIIMOHAJILHON M HMHOCTPAHHOM BaJIIOTaXx.

[IK 1.3. OcymecTBisiTh pacdyeTHOE OOCIyXKHMBaHHUE CUETOB OOJIKETOB
pa3JIMYHBIX YPOBHE.

[1K 1.4. OcymiecTBasTh MEKOAHKOBCKHE PACUETHI.

I[IK 1.5. OcymecTBiasTh MEXIYHAPOIHBIE pacyeThl IO 3KCIOPTHO-
MMITIOPTHBIM OTEpaIUsiM.

[1K 1.6. O0cnmyxuBaTh pacy€THBIE ONEPALUU C UCIIOIB30BAHUEM PA3TUUHBIX
BHJIOB IJIATEKHBIX KapT.

[1K 2.1. OnennBaTh KpeaIUTOCIIOCOOHOCTH KJIMEHTOB.

[1K 2.2. OcymiecTBisaTh U 0QPOPMIIATH BbIaYy KPEIUTOB.

[1K 2.3. OcymecTBIATh COMPOBOKIAECHUE BbIIAHHBIX KPEIUTOB.

[1K 2.4. [TpoBOAUTH OnIEpaIi Ha PHIHKE MEXOAHKOBCKUX KPEUTOB.

[IK 2.5. ®opmupoBaTh U PEryIUPOBATh PE3EPBBI HA BO3MOXKHBIE IMOTEPH MO
KpEIUTaM.

Kon YMeHus 3HaHUSA
TIK, OK
OK 01, |- ohopMIIsATH TOKYMCHTAIIMIO B | - IIEJIM, 334K W TTPHHIIAIIBI
OK 02, | cooTBETCTBUM C HOPMATUBHOMN | JGJIONPON3BOICTBA;
815 gg’ 0a30i, B TOM YHCJIE C - OCHOBHBIC IOHATHS
K 1.1 - | ACTIOJIb30BaHKEM JIOKYMEHTAIIMOHHOTO 00ECTICUeHUS
1.6 UH(OPMAITMOHHBIX yIpaBJICHHUS,
MK 2.1- | TEXHOJIOTH; - CUCTCMBbI JOKYMCHTAIlTMOHHOI'O
2.6 - OCBaUBaTh TEXHOJIOTHUHU obecrieueHus ypaBIeHUs;
aBTOMATU3UPOBAHHOMN - KJIacCU(PUKAILIUIO TOKYMEHTOB;
00pabOTKH TIOKYMEHTAITUH; - TpeOOBaHMS K COCTABIICHUIO U
- UCTIOJIb30BATh 0(OPMIICHUIO TOKYMEHTOB;
YHU(PUIIUPOBAHHBIC CHCTEMBI - OpTraHU3aIUIo0 JOKYMEHTO000pOTa:
JIOKyMEHTAIUU; npuem, 00padoTKy, pErUCTPALIHIO,
- OCYIIIECTBIIATh XpaHECHUE U KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
MTOWCK JOKYMEHTOB; HOMCHKJIATYpy JIeTI.
- ACTI0JIh30BAaTh
TEJICKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B JICKTPOHHOM
JIOKyMEHTOOOO0pOTE.

1.4. PexomeHayemoe KOJHYECTBO YAaCOB Ha OCBOCHHE IPOrpaMMbl
AUCHMUIIMHBI:

MaKCUMaJbHOW yueOHOM Harpy3ku oOydaroiierocs 46 yacoB, B TOM YHUCIIE:
00s13aTENIHbHON ayIUTOPHOU y4eOHON HArpy3ku oOydarorierocs: 38 4acos;
CaMOCTOSITENIbHOM paboThl 00yyarolerocs 8 4acos.
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2. CTPYKTYPA U IPUMEPHOE COJIEP’KAHUE YUEBHOM

JANCHUIIJINHBI
2.1. O0bem y4eOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Bun yuyeo6Hoii padoThl

Oo0vem uacos

MakcuManbHasi yueOHasi HArpy3ka (Bcero) 46
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 38
B TOM YHCJIE:
1abopaTOpPHbIE 3aHATHS He
npedycmMompeHo
IPAKTUYECKUE 3aHATHUS 18
KypcoBasi paboTa (IpoeKT) (eciu npedycmompero) He
npeoycmMompeHo
CamocrosiTesibHasi paboTa o0y4ariuerocs (Bcero) 8
B TOM YHCJIE:
caMocTosTelbHasg  paboTra Haa  KypcoBod  paboToif He
(mpoexTom) npeoyCcMOmMpeHO
CocraBnenue u opopMiIeHUE OTJEIHHBIX BUIOB 2
JTIOKYMEHTOB
[logrotoBka coobuieHui, pedeparoB, Npe3eHTAIM, Ha 4
OCHOBE MoucKa MH(opManuu B 3akoHOJaTenbcTBe PO u  Ha
caurtax MHTEepHeTA;
[ToaroToBka npe3eHTanui 2

HpOMe.?fC_)/WlO'{HCZ}Z ammecmayusl 6 gbopMe 3adema




2.2. [IpuMepHBIA TEeMAaTHUYECKHUIl IVIAH U COAEePKaAaHUEe YHeOHOU IMCIUTIIUHbI:

JlokyMeHTallMOHHOE 00ecnevyeHune YpaBJaeHus

HaumenoBanue
pa3nesnoB U TeM

Copep:xanue yueOHOr0 MaTepHaJia, JIaOpaTOpPHbIe H NPAKTHYECKHE PadOThI,
caMocTosITe1bHast padoTa 00y4yaromuxcs, Kypcopasi padoT (IpoeKT)

0O0BLeM yacoB

Koabl koMneTeHIuid,
(opMuUpOBaAHUIO KOTOPBIX
CIOCOOCTBYET JIEMEHT

MPOrpaMmbl
1 2 3 4
ConepxaHue yaeOHOro MaTepuaa 3 OK 01, OK 02,
Tema 1. 1 | Ompenenenue JOKyMEHTAIIMOHHOTO oOectieueHus ynpasienus (namee JOVY) OK 04,
OcHOBHbBIE TOHATHS Ponws IOV B opranuzanuy ynpaBJieHHs IPEIIPUATHEM OK09.TIK1.1-1.6
AeJIONPOU3BOCTBA. OmnpeneneHnst OCHOBHBIX TepMHHOB B obnact JIOY: 1okyMeHT, HHpOpMaIys, HOCUTEb HI’< 21-2.6
JIOKYMeHT U ero nHpopManuy, JTOKYMEHTHPOBaHHE, OPUIINATIBHBIN TOKYMEHT, JINYHBIN JOKYMEHT T
bynxuun XapakTepHuCTHKa OCHOBHBIX (DYHKIIMH TOKYMEHTa
XapakTepHuCTHKa JIOKYMEHTOB, CO3/IaHHBIX Pa3HBIMHU CIIOCO0aMHU TIOKYMEHTHPOBAHUS
JlabopaTopHble pabOTHI He npepycmoTrpeHo
[IpakTHyeckne 3aHATHS He npepycmoTrpeHo
KoHTposbHbIe paboThI -
CamocrosiTensHas paboTa CTyIeHTOB 1
- popa0oTKa JIOTIOTHUTEIBHON JINTEPATYPhI X OTBETHI HA BOIIPOCKHI, IAHHBIE TIPETIOIaBATEIIEM
CojeprxaHne yaeOHOro MaTepuaa 3 OK 01, OK 02,
Tema 2. 1 | onsarue «yHuduupoBanHas cucrema gokymenrauun» (YCJ) OK 04,
YuuduuupoBanHas Cocras YCJ| OK 09,TIK 1.1 -1.6
cucremMa Krnaccudukanms JOKyMEHTOB 110 pa3JIMuHBIM ITPU3HAKAM MK 2.1-2 6
OpPraHu3alHo0HO- JlaboparopHble paboThl He npeycMoTpeHo o
PacHoOpPAAMTENLHBIX | [IpakTHUecKHe 3aHATHUS He npepycmorpeHo
nokymentos (OPJI). KoHTposbHBIE paboThI He npeaycMoTpeno
Knacenduxauus CamocrosTenpHas padoTa CTYICHTOB
AOKYMCHTOB - MpopabOTKa AOTOITHUTENEHON JINTEPATYPhI
- COCTaBJICHHE KPOCCBOPAOB
ConeprxaHre yaeOHOT0 MaTepraa 5 OK 01, OK 02,
Tema 3. OK 04,
I'OCT P 6.30-2003. 1 | Ioustus: pekBU3UT, GOPMYIISIp JOKYMEHTA, TUIIOBOH (hopmMyJisip, popmysip-oOpaser OK09.TIK 1.1 -1.6
®opmyasp-odpazen DopmyIisp JOKYMEHTa U €r0 COCTABHBIC YaCTH MK 2.1-2 6 '
OP/I. Cocras I'OCT P 6.30-2003 «YuuduurpoBanHble cucteMbl JokymeHTauu. Y COP/I. T
pexBu3nToB OPJ| TpeboBanus k ohopmileHHIO TOKYyMEHTOBY. O6nacth npumeneHus. CTpykTypa
Cocras pexksuzutoB OPJ[ mo 'OCT P 6.30-2003, BapuaHThl UX paCIOJIOKEHUS
Dopmysip-oOpasell Kak cxeMa pacioioKeHHs PEKBU3UTOB
JlaGoparopHbie pabOThI He npeaycMoTpeHo
Ipakrryeckoe 3anstue Ne 1 CocraBieHue Gopmyisipa-odpasia Ha ¢. A4 2
KoHTposibHbIE PabOTEI He npepycmorpeHo
CamocrosTenbHas paboTa CTYICHTOB 1
- COCTaBJICHHE CXEMBI PaCIIOJIOKEHHS PEKBU3UTOB Ha hopmaTe A4
- COCTaBJICHUE CXEMBI paclojI0KeHHs PEKBU3UTOB Ha hopmare AS
Cozeprkanne y4eOHOro MaTepuaia 5 OK 01, OK 02,
Tema 4. 1 | TlonsiTHe «OJIaHK TOKYMEHTa», €r0 POJib B 0pOPMIIEHUH TOKYMEHTOB OK 04,

TpeGoBanusi K

Buibl 6:1aHKOB: 00K OJIaHK, OJIAHK MHChMA, OJaHK KOHKPETHOTO BUJA TIOKYMEHTA
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O(IJOpMJIeHmo Cocras PCKBU3UTOB OJlaHKa B 3aBUCUMOCTH OT €0 BHIA OK09,IIK 1.1 -1.6
0J1aHKOB. Buabl Pasmeps! moneit 6:1ankoB B cootBerctBun ¢ ['OCT P 6.30-2003 TIK 2.1-2.6
0JIaHKOB BapuaHThI pacmoioxKeHus] peKBU3UTOB B OJIaHKE
JlabopaTopHbie paboThI He npeaycMoTpeHo
[Ipaktuaeckoe 3anaTue Ne 2 OdopmieHre OJIaHKOB 2
KontpomnsHbie paboTh He npenycmotpeno
CamocrosrenbHas paboTa CTYJCHTOB 1
- pa3paboTKa 0JIaHKOB OpraHU3alnuu
- npopaboTKa JONOIHUTENEHON JINTEPaTyphI
Coneprxanne yaeOHOTO MaTepHaia 9 OK 01, OK 02,
Tema 5. 1 | TpeGoBanms k OpOPMIEHHIO MOCTOSHHEIX (HAMMEHOBAHHE OPTAHM3AIMH, CIPABOYHBIE OK 04,
TpedoBanus k narnbeie 00 oprarmsanuyn, MTHH/KIIII, OT'PH ropuamgeckoro ouma v T.1.) ¥ TEPEMEHHBIX OK (1)_19121;[%_12'16_1'6
OGopmiIeHHI0 PEKBH3HTOB (J1aTa, peruCTPalMOHHBIN HOMEp, TEKCT, 3aroJ0BOK K TEKCTY, MOJIHNCH U T.1.) o
pexensuTos OPJ] o | TpeboBanns K 0POPMICHHIO CITY’KEOHBIX OTMETOK (O HAIMYUK NPHIIOKEHHUS, 00
UCTIOJTHUTEIIE, 00 UCIIOJIHEHNH 1 HAIPaBJICHNH B A€JI0, O MOCTYIUICHUH JOKYMEHTA B
OpTaHM3aIMIO U T.J.)
JlabopaTopHsie pabOThI He npenycMoTpeHo
[paktrdeckoe 3aaarue Ne3 CrocoObl yIOCTOBEpEHHS JOKYMCHTOB 2
[paxtraeckoe 3aaarue Ne 4 CrrykeOHBIC OTMETKH Ha JOKYMEHTaX 2
KonTponbHbIe paboThI He npexycmotpeHo
CamocrosrenbHas paboTa CTyJEHTOB 1
- cocraBienue u opopmieHue pexsu3nto OPJ]
- COCTaBJIEHUE KPOCCBOP/IOB
- npopaboTKa JJONOJIHUTENEHON JINTEPATyphl
Tema 6. Conepxanue yueOHOro MaTepuaia 7 OK 01, OK 02,
Tpe6oBanus k 1 | Xapakrepuctuka ¥ COCTaB OPraHM3ALMOHHBIX JOKYMEHTOB (YCTaB, MOJIOKEHHE, OK 04,
odopMIeHHIO WHCTPYKIMS, JIOJDKHOCTHAas ~MHCTPYKIMSA, INTaTHOE paclucaHue W Jp.) W OK 09,1IK 1.1 -1.6
OpraHn3anMoOHHbIX U pacIoOpsIIUTENIFHBIX JTOKYMEHTOB (IIOCTAaHOBIICHHE, pEIICHHE, NPHKa3, PacHopsHKeHHUE, 1K 2.1-2.6
pacnopsaanuTeNbHbIX yKa3zaHHE).
JOKYMEHTOB 2 | TpeGoBaHus K O(OPMIICHHIO U COCTABIICHUIO PACTIOPSTUTENIBHBIX JOKYMEHTOB
JlaGopatopHbie paboThI
He npepycmorpeHo
[Mpaktryeckoe 3ansitue Ne 5 CocraBienne u o(hopMIICHHE IPUKa30B
KoHTponbHbIe paboThI He npegycmotrpeno
CamocrosrenbHas paboTa CTyJCHTOB 1
- COCTaBJIEHUE U OPOPMIICHHE PACTIOPSANTEIBHBIX JOKYMEHTOB
- HOATOTOBUTH Npe3eHTannio «OCHOBHbIC BH/Ibl PACTIOPSIIUTEIBHBIX JOKYMEHTOBY
- IpOpabOTKa TOTIOIHUTEFHON JINTEPATyPHI
Conepxanne y4eOHOTO MaTepuaia 7 OK 01, OK 02,
Tema 7. OK 04,
TpeGoBanus Kk 1 | TpeboBanust k odopMIICHHIO HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (IPOTOKOJIA, OK 09, TIK 1.1 -1.6
D — aKTa, CIIPaBOK, JOKJIAAHBIX U OOBSICHUTEIILHBIX 3AIHCOK, CIIY>KEOHBIX ITHCEM, TeJeTpamMM, K 2.1-2.6

Tene)OHOrpaMm)
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HHPOPMALIIOHHO-

CHPaBOIHBIX JlabopaTopHbie pabOTEI He npenycMoTpeHo
AOKYMEHTOB [Mpaktnyeckoe 3anstie Ne 6 CocraBneHue um odopmiieHHE NPOTOKOJIA, AKTOB, CIIPABOK, 2
JIOKJIaJIHBIX U OOBSICHUTEIIBHBIX 3aITHCOK
[paktnaeckoe 3ansatue Ne 7 CoctaBineHne M OQOpPMIICHHE CITYy)KEOHBIX IHCEM, TEJeTrpaMM, 2
TenedoHorpamMm.
KonTtponbHbie paboThI He npenycmotrpeno
CamocrosrenbHas paboTa CTYJCHTOB 1
- COCTaBJICHUE U 0(OPMIICHHE OTACIBHBIX BHI0B HHYOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB
- HOATOTOBUTH Npe3eHTannio «OCHOBHBIE BUBI HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOBY
- mpopa0oTKa JOMOTHUTEIBHON INTEPATYPhl U OTBETHI Ha BOIIPOCHI
- COCTaBJIEHHE KPOCCBOP/IOB
Coneprxanue ydeOHOTO MaTepuaia 7 OK 01, OK 02,
Tema 8. OK 04,
Opranmsauus paéoTsl 1 | OcHoBHbIe 3Tanbl pabOTHI C JOKyMEHTAMH: TIPUEM M IEpBUYHAsi 00paboTKa, perucTpanus, OK 09, TIK 1.1 -1.6
¢ NOKyMeHTaMK paccMOTpeHHe PYKOBOAUTEIIEM, KOHTPOJIb HCIIOIHEHHS IOKYMEHTOB, OTIIPaBKa K 2.1-2.6

OpFaHI/ISaLII/Iﬂ OIICPATUBHOI'O XpaHCHUS JOKYMCHTOB: HOMCHKJIaTypa ACJI

JlabopaTopHbie paboThI

He npengycmotpeno

[Mpaktryeckoe 3ausitue Ne 8 3anosHeHHE KYyPHAIOB PETHCTPAIIMU JOKYMEHTOB. 2
IIpaktuueckoe 3ansatre Ne 9 OdopmiieHre U COCTaBIEHHE HOMEHKIATYPHI €. 2
KontponbHas pabora He npenycmotpeno
CamocrosrenbHas paboTa CTyJCHTOB 1
- MOAroTOBHUTH Tpe3eHTanuio «OpraHuzanus paboThl ¢ JOKyMeHTamMu» U «OpraHusanus
XpaHEHHS JOKYMEHTOB B JICIIONPOM3BOCTBEY
- IPOPabOTKa JOIOJIHUTEIbHON JINTEPATyPhI

Bcero: 46




3. YCJIOBUS PEAJIMBAIIUU TPOT'PAMMBI INCIATIJINHBI

3.1. TpeGoBanusi K MHHUMAJIBHOMY  MATEPHAJbHO-TEXHUYECKOMY
o0ecrne4eHn 10

Peanuzanuss mporpamMmbl JAMCHUIUIMHBL TpeOyeT Haluyusi y4eOHOro kaOuHeTra
JIOKYMEHTOBEICHUS U IOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPaBIICHUS

O6opynoBanue yueOHOro KaOUHETa:

- I0CAI0YHBIE MECTA 10 KOJIMYECTBY CTYACHTOB;

- pabodee MecTO MpenoaaBaTelis;

- YMK 1o gucuumiuse «/{okymMeHTanmoHHOe 00ecieueHHE yIPaBICHU
- yueOHasl 1ocKa

TexHu4ecKue cpeacTra 00ydeHus:

- DKpaH;

- MyJIbTUMEIUUHBIN TPOEKTOP;

3.2. UudopmanuonHoe odecnevyenne o0yueHust

Ilepeyenbr pexkoMeHAyeMbIX Y4eOHbIX wu3aaHuil, HHTepHeT-pecypcos,
JTOTMOJTHUTEJIbHOM JIUTEPATYPBI

OCHOBHBIEC HCTOUYHUKH:

-IlmenkoA.B.  JlokymeHTallmoHHOE OOecIieueHue yrpaBieHus: yueOHuk / A.B.

[Tmenko, JI.A. JloponuHa. - 14- e uzn.,crep. - M.: U1 Axanemus, 2015 .- 224
c. - (ITpodheccronanbHOE 0OpPa3OBaHUE).
Pympianna JI.A. [lokymeHTanmoHHOe oOecnedyeHue ympasieHusa. — M.: NI

«Axagemusi», 2011

JlonoIHUTENbHBIE HICTOUYHUKHU:

- bacakoB M.U. JlenonpousBoactBo. — Poctos v//l; ®enukc, 2011.

- MepkynoBa E.B. IIpaktuueckoe IemONpOU3BOACTBO: COCTABJICHHUE U
odopmiieHre JOKyMeHTOB. — M.: Omera-JI, 2011.

- Conory6 O.I1. Jlenonpon3BOACTBO: COCTaBICHUE, pEAAKTUPOBAHUE U 00paboTKa
TOKyMeHTOB. — M.: Omera-JI, 2012.

[lepuonuueckue u3nanus: «CpaBOUYHUK CEKpeTaps U 0(UC-MEHEIKEPa»
CnpaBoynHas nHGOPMAIIMOHHO-TIpaBOBasi cuctemMa «l apanT».

CnpaBounas nHpopMalMoHHO-TIpaBoBas cucteMa «KoncynpranTllmocy.

NuTepHeT-pecypcesl:
www.sekretariat.ru
www.top-personal.ru
www.gia.archives21.ru

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
JUCLMUITJIMHBI

KOHTpOHL U OIICHKAa pGSYJ'H)TaTOB OCBOCHHUA JOUCIHUIIIINHBI OCYI]_IGCTBJ'IHGTCH
MpernoaaBaTCicMm B IIponeccce IIPOBCACHUA IMPaKTHYCCKUX SaHﬂTI/Iﬁ u
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7abopaTopHbIX pPabOT, TECTUPOBAHUS, a TAKKE BBITIOJHEHUS OOYyJarOUTUMUCS
WHIMBHUIYAJIbHBIX 33JJaHUH, TPOEKTOB, UCCIEIOBAHUN.

PesysabTaTsl 00yueHust

OcHOBHBIE OKA3aTEJIH OICHKH

(DOPMI)I U METOAbI KOHTPOJIA U

(ocBOEHHBIE YMEHHS, YCBOCHHBIE pe3yabrar OIIeHKH Pe3yJIbTATOB 00y4YeHHUsI
3HAHHUS)
YMeTh: CocrapJsier OpraHU3aIUOHHO- | DOPMBI KOHTPOJIS:
0pOpMIIATH JOKYMEHTAITHIO B | pacmopsiuTeNbHbIC JTOKYMEHTBI B | - mpakTH4YecKas padora;
COOTBETCTBHM C  HOPMATHBHOH | COOTBETCTBHHU c HOPMAaTHBHBIMH | - TECTHPOBaHUE;
6asoi, B TOM quCcie ¢ | moxymentamu o JJOY Ha moOBIX BHIaxX | -3alIdTa HHANBHAYAIBHEIX padoT

WCIIONIB30BaHNEM HH(POPMAITHOHHBIX
TEXHOJIOTHH;

HOCHUTEIICH

OCBaWBATh TEXHOJIOTUHI
AaBTOMATH3MPOBAaHHOW 00pabOTKH
JIOKYMEHTAIIH;

Hcnonp3yeT KOMIBIOTEPHYIO TEXHHKY
JULst 0(OPMIIEHHSI JOKYMEHTOB

HCIIOJIB30BATh yHI/I(l)I/IIlI/IpOBaHHLIe
CHUCTEMbI JOKYMCHTALIUU,

Onpegensier YHU(DHULIUPOBAHHYIO
CHUCTEMY JOKyMEHTalluM, K KOTOpOH
OTHOCSTCS COCTaBIIsIeMbIe JOKYMEHTEI

(pedepatsl, mOKIAIEI,
TIpe3CHTAIIHN);

-3a4er.

MeTo/ 16! KOHTPOJIS:

- MICBMEHHasI IPOBEPKa;

- IpaKTHYeCKas IIPOBEPKa;
- TECTUPOBAHHUE;

- CAMOKOHTPOJIb.

®DopMa OLIEHKHU:

OCYIIECTBIIATE XpaHEHHUE U ITOMCK CocraBmser HOMEHKJIATYpY e, | - HAKOMMTENbHAs NATHOAIbHAS
JIOKYMEHTOB; OIpEACTIACT CpOKH XpaHeHus1 | OTMETKa,
OyXraiaTepcKkux JOKYMEHTOB
HCIIONIb30BAaTh OcymecTBaser pETUCTpAIUIo
TEJIEKOMMYHHKAIIMOHHEIE JIOKYMEHTOB, KOHTPOJIb  MCIIOJHEHUS
TEXHOJIOTHH B OJIEKTPOHHOM | JOKYMEHTOB, obpabaTsIBacT
JOKyMEHTO000pOTE. IIOIyYEHHBIE TOKYMEHTBI B PYYHOM
pexume H c HCITOJIb30BaHUEM
3JIEKTPOHHOTO JOKYMEHT0000poTa
3HaTh: Ilepeunciser ocHOBHBIE LienH, 3agaud U | DopMbI KOHTPOIS:
ICJIu, 3aJa4u u MPUHIMUIIBI | TTPUHIUIIBI ACJTIOTTPOU3BOACTBA -TCCTUPOBAHUE,
JIEII0ONIPOU3BO/ICTBA,; -YCTHBIN OIIPOC;
Metoapl KOHTPOIS:
OCHOBHBIC noHstusa | Jlaer OoIpeaIcICHUS JIOKYMEHTa, | - YCTHBIA MHIMBHyaJIbHbIA U
JIOKyMEHTAI[HOHHOTO  O0ecre4eHHs | HepeUHCiIsieT OCHOBHBIE ¢yukuun | GpoHTaNIBHBI opoc;
YIpaBJICHMS, JOKYMCHTOB, JaeT onpenenenue | PopMa OLEHKH:
JIOKYMEHTHPOBaHUs, nepeyncser | - HaKOMUTeNbHas MATHOAIbHAs
OCHOBHBIE  CpelicTBAa W CIOCOOBI | OTMETKA
JIOKYMEHTHPOBaHUS

CHUCTEMbI JOKYMCHTALITUOHHOT' O
obecrneueHus YHpaBJICHUAA,

[lepeuncnsier ocHoBHBIE cucteMbl JJOVY,
JIaeT UX XapaKTePUCTUKY

TpeOOBaHMSI K  COCTABICHUIO W
oopMIICHHIO TOKYMEHTOB;

[aer onpeneneHnst OCHOBHBIM BHJIaM
OP/I, nepeuncnsieT peKBU3UTHI, U3
KOTOPBIX COCTOUT KayKIBIN BHJL
JIOKYMEHTa, U3J1araeT TpeOoBaHus K
TEKCTY KaXJI0T0 JOKYMEHTa

KJIacCu(UKAIUIO TOKYMEHTOB;

Jaer onpenenenne KiaccupuKamuu
JOKYMEHTOB, IIEPCUUCIIACT OCHOBHBIC
NPU3HAKK KiIaccu(UKAIMK, Ha3bIBAET
BUJbI TOKYMEHTOB, OTHOCSIIUXCS K
HepPEYHCICHHBIM IIPU3HAKAM

OpraHM3alfio  JOKYMEHT000OpOTa:
npueM, 00paboTKy, pEerucTpaIyio,
KOHTpPOJIb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATypY JIeJI.

[aer onpenenenne J0KyMeHTO000pOTa,
OpraHM3aIi{ JTIOKYMEHTO000pOTa;
HNEePEYUCIISIET OCHOBHBIE ATAIbI
JIOKyMEHTO0000pOTa, PaCKphIBAET UX
CyHHOCTb. J[aeT onpeneneHue
HOMEHKJIATypHI J€Jl, HA3bIBAET €€
PEKBU3UTHI, PaCKPHIBAET HMOPSIIOK €
COCTaBIICHUS, YTBEP)KICHUS U
cornacoBanust. Ilepeunciser npasuia
XpaHeHHS JOKYMEHTOB
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dopmyanpyeMble KOMIETEHIINT
(o01Me KoMIeTeH M)

OcHOBHbIE MOKA3aTeIU OUEHKH
pe3yJbTara

(DOPMI)I U METOAbI KOHTPOJISA 1
OIICHKHU pe3yJibTaTOB Oﬁy‘leHI/Iﬂ

OK 01. Bribupats ciocoObl pereHus
3a1a4 mpogecCHOHANBHON
JeATEeIbHOCTH NPUMEHHTEIEHO K
Pa3IMYHBIM KOHTEKCTaM.

YMeHHUs: paclio3HaBaTh 3aa4uy W/ WK
mpobaeMy B MpoheCCHOHATHFHOM H/HJTH
COIIMATBHOM KOHTEKCTE; aHATM3UPOBATh
3a/1a9y W/WiIH MpoOIeMy U BBIIEIATH e€
COCTABHBIC YaCTH; ONPEICIISITh 3TallbI
pELICHUS 3aa4H; BBISBISATD U

3¢ PEeKTHBHO HCKATh MH(OPMAIHIO,
HEOOXOUMYIO JUISl PeIICHHS 3a/1a91
W/AK npoOJIeMBl;

COCTaBUTH IUIAH ACUCTBUS; ONPEIEIUTD
HEOoOX0IMMBIE PECYPCHI;

BJIaIETh aKTyaJbHBIMH METOJIAMH
paboThl B podecCHOHANBEHON U
CMEXHBIX c(epax; peaan3oBaTh
COCTaBJICHHBIH IUIaH; OLICHUBATH
Pe3yNIbTaT U MOCIEACTBHS CBOMX
JIEHCTBUH (CaMOCTOSATEIBHO HIIH C
MIOMOIIBI0 HACTAaBHHUKA)

3HaHMs: aKTyalbHbBIN
Mpo¢eCCUOHANBHBIN U COIHATbHBIN
KOHTEKCT, B KOTOPOM TIPUXOTUTCS
pa6OTaTL " )XHUTh, OCHOBHbBIC HCTOYHHUKH
nH(opMaLuK U pecypehl ISl pEILICHUS
3a/a4 ¥ npoodJsieM B MpoheCCHOHATEHOM
W/WIIK COIMAIbHOM KOHTEKCTE;
ANTOPUTMBI BBITIOJHEHHS paboT B
podeCCHOHAIBHON U CMEXKHBIX
o0acTsax; MeToabl paboTHI B
podeCCHOHANBLHOMN U CMEXHBIX cdepax;
CTPYKTYpY ILJIaHa JUIsl pELICHUS 3a/1a4;
MOPSIJIOK OLEHKU PE3yIbTATOB PELICHUSI
3a/1a4 PO ECCHOHANTBHON JESITeTbHOCTH

OK 02. OcyiecTBiATh MOKCK, aHATTU3
W MHTEPIIPETAIII0 HH(POPMAIIHH,
HEOOXOIUMOM JIJIsl BHITIOJTHEHUS 3a/1a4
npodeccrnoHanbHOM NeATENBHOCTH.

YMeHus: onpeaensTs 3a0a4u ais
noncka MH(OpMaIuy; onpeneIsITh
HE00X0/IMMbIe HCTOYHUKH MH(OPMALIIH;
IUTAHUPOBATh MPOIIECC TTOUCKA,
CTPYKTYPHUPOBATH MOJIy4aeMYIO
WHPOPMALINIO; BEIICISATH HanOoIee
3HAYMMOE B TIepevHe MH(DOpMAITHH;
OIICHUBATh MPAKTUICCKYIO 3HAYNMOCTh
pe3yIbTaTOB MOUCKA; 0POPMIIITE
pe3yIbTaTHI HOUCKA

3HaHuUsA: HOMCHKIIATYpa
HHPOPMAIMOHHBIX HCTOYHHKOB
MPUMEHSIEMBIX B IPo(decCHOHAIBHOM
JACATCIBHOCTH, IPUEMBbI
CTPYKTYPHUPOBaHUS HH(POPMAIIHH;
dbopmar opopmiieHUs pe3yabTaTOB
noncka nHpopMau

OK 04. PaboTaTth B KOJJIEKTHBE U
KoMaH[e, 3HEKTHBHO
B3aUMOJIENCTBOBATE C KOJIJIETaMH,
PYKOBOJICTBOM, KIIMCHTAMHU.

YMeHusi: opraHu30BBIBATH PabOTy
KOJUIEKTHBA U KOMaH/IbI;
B3aMMO/ICHICTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KJIIMEHTAMH B XOJI€

®DopMBI KOHTPOJIA:
-3KCIIEPTHOE HAOJIIOICHUE;

MeTonbl KOHTPOJIS:
- aHKETHUPOBAHMUE;
- HaOII0IEHUE;

DopMa OLIEHKHU:
- BJIaJICET — HE BJIAJICET
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PO eCCUOHANBHOM JeSITEIBHOCTH

3HaHusA: 0COOEHHOCTH B3aUMOIECHCTBHUS
B KOJUICKTUBE, MpaBHia paboThHI B

rpymmne

®opMupyemble KOMIIETEHIMH
(nmpogeccnonanbHbIe
KOMIIETEHLIMH)

OCHOBHBIE TOKA3aTeJIN OLEHKH
pe3yJabTara

®opMbI M METO/IbI KOHTPOJIS U
OLICHKH pPe3yJIbTATOB 00y4eHHs

IIK 1.1. OcymecTBiIiATh pac4eTHO-
KaccoBOe 00CITy>KHBaHUE KIMEHTOB.

[lepBrunbIe OyXTanTepckue TOKyMEHTHI
0(OpPMIISIET C YIETOM HEOOXO0TUMBIX
PEKBU3UTOB Ha JIFOOBIX BUIAX
HOCHTEJIEH.

1K 1.2. OcymecTBisATh Oe3HaNNYHBIE
IUIATEXKU C UCIIOIb30BaHUEM
pa3IMYHbIX POPM pacyeToB B
HallMOHAJbHOW U MHOCTPAHHOMN
BATIOTAX.

Hcnonb3yeT HEOOXOAMMBIE PEKBH3HUTHI
JIOKYMEHTOB IIpH pa3paboTke pabodero
IUIaHA CYETOB OYXIaJITepCKOro y4yera

IIK 1.3. OcymecTBusTh pacueTHOE
00CITy’)KHBaHHE CYETOB OIOKETOB
pa3IMIHBIX YPOBHEH.

Hcnonp3yeT HEOOXOAMMBIE PEKBH3HTHI
JIOKyMEHTOB npu oopmiiernn
JICHE)KHBIX ¥ KACCOBBIX JOKYMEHTOB

I1K 1.4. OcymiecTBaaTh [Mpumensier  mpaBuna  oQopMIICHHS

MEKOaHKOBCKHE PacyieThl. PEKBU3UTOB u JIOKYMEHTOB B
COOTBETCTBHH C 33/laHHEM

IIK 1.5. OcymiecTBasaTh [Mpumensier  mpaBuna  oQopMIICHHS

MEXIyHapOaHBIE PacyeThl IO pexBu3uToB U OPJl B COOTBETCTBHU C

HKCHOPTHO-UMIIOPTHBIM OTIEpALIUAM. | 3aJlaHHEM

1K 1.6. O6cyxuBaTh pacyeTHbIE [Mpumensier  mpaBuna  oQopMIICHHS

Oorepanuu ¢ UCNIOJIb30BaHUCM
Pa3JIMYHbIX BUJAOB IJIATCIKHBIX KapPT.

pexBu3uToB 1 OPJl B COOTBETCTBUU C
3aJaHIeM

T1IK 2.1. OuenuBath
KPEeIUTOCTIOCOOHOCTh KITMEHTOB.

[Mpumensier  mpaBuna  oQOpMIICHHS
pexBu3uToB 1 OPJl B COOTBETCTBUHU C
3aJaHNeM

IIK 2.2. OcymecTBasTh U 0hOPMISATH
BBIJIaYy KPEANUTOB.

[Mpumensier  mpaBuna  oQOpMIICHHS
pexBu3uToB 1 OPJl B COOTBETCTBUHU C
3aJaHuEeM

1K 2.3. OcymecTBasiTh IIpumensier  mpaBuna  oopMIEHHUS

COTIPOBOJKICHUE BBITAHHBIX pexBu3uToB U OPJl B cOOTBETCTBHH C

KPEIUTOB. 3aJJaHuEeM

1K 2.4. IIpoBOAHUTE ONepaIuy Ha IIpumensier  mpaBuna  oopMIEHUS

PBIHKE MEKOAHKOBCKUX KPEIUTOB. pexBuzutoB u OPJ] mpu odopmieHnn
TUTATEXKHBIX JOKyMEHTOB JUTst
MepeyrCIeHUs] HAJIoroB M cOOpPOB B
OIOIKET

IIK 2.5. ®opmupoBats 1 [Mpumenser  npaBwma  odopMIeHUS

peryjiMpoBaTh pE3C€PBLI HA
BO3MOJXHBIC TIOTEPU I10 KPEAUTAM.

pexkBu3uToB U OPJl B COOTBETCTBUHU C
3aJlaHuEM

DopMBbI KOHTPOJISL:

- HaOJII0/ICHUE 32 BBIIOJIHEHUEM
MIPaKTHYECKOH pabOTHI

- 3a4eT

MeTo/ 16 KOHTPOJIS:
-Ha0IroeHNE

dopMa OLIEHKHU:
-BIIAJICCT — HE BIIA/ICET

5. OCOBEHHOCTHU OPTAHU3AIIMU YYEBHOTI'O ITPOLUECCA JJIsd
OBYYAIOIIUXCHA C OTPAHUYEHHBIMHU BO3ZMOKHOCTSAMHU
310POBbS 110 3PEHUIO

5.1. Jlnsg oOydaromuxcs W3 4YHCia JIMI C OrPAaHUYEHHBIMH BO3MOKHOCTSIMU
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3I0pPOBhsI OOy4YEHHWE MPOBOJUTCS C YYETOM OCOOCHHOCTEH TMCUXO(U3UIECKOTO

pPa3BUTHS, WHIWBHUIYyAIbHBIX BO3MOXKHOCTEH M COCTOSIHUS 3[0POBbSI TaKHX

BBIITYCKHUKOB (J]ajiee - MHAUBUYyaJIbHbIE OCOOEHHOCTH).

5.2. Ilpu opranuzanuu o0yueHust 00ecrieunBaeTCsl COOTIOICHUE CIASAYIOMIUX
001X TpeOoBaHMA:

oOydeHue AJid JIMIl ¢ OrPAaHUYEHHBIMU BO3MOKHOCTSIMU 37I0POBBSI B OJIHOM
ayIMTOPUA COBMECTHO C BBIIYCKHUKAMHM, HE HMEIOIMMU OTPaHUYCHHBIX
BO3MOXKHOCTEH 3I0pOBbA, JOMYCKAeTCs, €CIM 3TO HE CO3[MaeT TPYIHOCTEH s
00y4JaroImxcs;

oOecrieueHre BBIMMYCKa albTEPHATHUBHBIX (POPMATOB IEYATHBIX MaTEPHUAJIOB
(xpynHBIA PUGT WK ayTuoQailie);

NPUCYTCTBHE B ayJUTOPUU AaCCHCTEHTAa, OKAa3bIBAIOIIETO OO0YyYarOIIUMCs
HEOOXOJUMYI0O TEXHMYECKYI0 TOMOIIb C YYeTOM HX HHAWBHIYaJTbHBIX
0COOEHHOCTEN (3aHATH pabouee MEeCTO, MEPEeABUTaThCs, MPOYUTATh U O0POPMUTH
3aJ]JaHue, OOLIATHCS C MPENOJaBaTEeIIEM);

[OJIb30BaHUE HEOOXOJMMBIMH OOYYAIOIIUMCA TEXHUYECKUMHU CpEICTBAMU
npu OOY4YEHUH, BBINOJIHEHUM 3aJlaHUd C YYEeTOM UX HHJIUBHUIYATbHBIX
0COOEHHOCTEI;

o0ecrnieueHre BO3MOKHOCTH O€CHpPENATCTBEHHOTO J1OCTyNa OO0y4arouiuxcs B
ayJIMTOPUM, TyaJIeTHbIE W JpYrue TOMEIICHUs, a TaKXke HX MpeObIBaHUS B
yYKa3aHHBIX MMOMEMICHUAX (HaIWM4YNe TaHIyCOB, MOPYYHEH, paCIIUPEHHBIX ABEPHBIX
IPOEMOB, TU(TOB, IPU OTCYTCTBUHU JUPTOB ayAUTOPHS JOKHA paclojaraTthCs Ha
NEPBOM dTa)ke, HAIWMYHE CICHHUATbHBIX KpEceNl W JAPYTUX MPHUCIIOCOOTICHU);
o0ecrniedeHne JA0CTymna 00ydaromerocs, SBISIONIErocs CISNbIM U UCTIOIb3YIOIIETO
co0aKy-TpOBOTHUKA, K 3/TAHUIO OpTaHU3AIIH.

5.3. Tlpu oOy4eHnu mo JUCIUIIINHE BO3MOXKHO:

OPUCYTCTBHE B AayJUTOPUHM ACCUCTEHTA, OKAa3bIBAIOIIETO OO0yYaromuMcs
HEOOXOJUMYI0 TEXHMYECKYID TIOMOIIb C YYeTOM MX HWHAMBHUIYaJIbHBIX
0COOEHHOCTEN (3aHATH padouee MECTO, MEePeBUTaThCs, MPOYUTATh U OPOPMUTH
3aJjaHue, OOIATHCS C MPENoJaBaTesIeM);

MOJIb30BaHUE HEOOXOJMMBIMH OOYYAIOIIUMCA TEXHUYECKUMH CpEICTBAMU
npyu OOY4YEHUU, BBINOJIHCHUH 3aJlaHUd C Y4EeTOM WX HHIWBHUIYATbHBIX
0COOEHHOCTEI;

OoOBsICHEHHE HOBOTO MaTepualia W TPOBEJACHHE MPAKTUYECKUX 3aHATHH C
Y4E€TOM MHIUBUYAIbHBIX OCOOEHHOCTEW 00YyYarOInXCs;

nyOnaupoBaHHEe HEOOXOAMMON 3BYKOBOM M 3pUTENBHOM HMH(POpPMALIUU,
oOyyaroiero marepuana, a TakKe HaAMuced, 3HAKOB W HMHOM TEKCTOBOM U
rpaduyeckol HHQPOpPMAIIMU 3HAKaMU, BBITIOJTHEHHBIMU PEIbe(HO-TOUCHHBIM
mpudTom bpaitnig uim B BUAE 3JEKTPOHHOTO TOKYMEHTa, JOCTYITHOTO C MTOMOILBIO
KOMIIBIOTEpPA CO CHELMATU3UPOBAHHBIM MPOrPaMMHBIM  OOecredeHueM st
CJICTIBIX;

MPEI0CTaBICHUE oOydJarorumcs rpaBa BBIOOpA 3aJaHus VIS
CaMOCTOSTEIILHON paOOTHI.

5.4. llpu mnpoBeneHHWH TEKYIIETO KOHTPOJII M TMPOMEXKYTOYHOW aTTecTallu
oOecrieuynBaeTCs COOIIOICHHE CIETYIONINX TPEOOBAHMIA:
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a) IS CJICTIBIX:

3alaHusl JJi1 BBIMOJHEHUS, a TaKK€ HWHCTPYKIIMU O BBINOJHEHUU padoT
oQopMIISTIOTCS pesibepHO-TOUEUHBIM HIpUdTOM bpailsis unm B BUie 3JIEKTPOHHOTO
JIOKyMEHTa, JOCTYIMHOTO C TOMOIIBI0O KOMIBIOTEpAa CO CHEIHATU3UPOBAHHBIM
MPOrpaMMHBIM 00ECIICUEHUEM JIJIsl CIETIBIX, UJIA 3aUUTHIBAIOTCS] ACCUCTEHTOM;

KOHTPOJIbHbIE MUCHMEHHbBIE 3a/IaHMs BBITIOJIHAIOTCS Ha Oymare pelibedHo-
TO4YeYHbIM IpudToM bpailinsg win Ha KOMIBIOTEpE CO CHEHHATU3UPOBAHHBIM
IPOrpaMMHBIM 00€CTIeYeHUEM JIJIsI CIIETBIX, UM HaIMKTOBBIBAIOTCS] ACCUCTEHTY;

oOydaromuMcsi  JUis  BBINOJHEHUS  33JaHuid  TpU  HEOOXOJIUMOCTU
MPEIOCTABISACTCS KOMIUIEKT TMHCbMEHHBIX MNpPUHAIJICKHOCTEH u Oymara st
nuchMa  penbeHO-TOYeHYHbIM  mpudToM  bpaitng, — xommbioTep  CO
CHEIMATU3UPOBAHHBIM MPOTPAMMHBIM 00€CTICUCHUEM IS CIICTIBIX;

0) /uig caaCoBUASAIINX:

oOecnieunBaeTcs MHIMBUIYaJbHOE paBHOMEpPHOE ocBelleHue He MeHee 300
JIOKC;

oOyyarolmuMmcsi  Juld  BBINOJHEHUS  33JaHUd  NOpU  HEOOXOJIUMOCTU
IPEIOCTABIISIECTCS YBEIUYHUBAIOIIEE YCTPOICTBO;

3aJlaHusl 71 BBINOJIHEHUS, a TAK)K€ MHCTPYKIUU O BBINOJHEHUU 3aJaHUi
0(pOpMIIAIOTCS YBEIMUEHHBIM IPUPTOM.
5.5. OcoOble ycnoBus HHGPOPMUPOBAHUS OOYYAIOMIMXCS C OrPAaHUYCHHBIMU
BO3MOXKHOCTSIMU 37I0POBbSI 110 3PEHHIO:

HAJIM4YUE aJbTePHATUBHON BEPCUH OPHUIIMATLHOTO CaiiTa OpraHU3alluu B CETH
"UnaTepHeT" 175 c1abOBUIAIINX;

pa3MelIeHne B JOCTYIHBIX A OOyYaIOIUXCs, SBISIOMUXCS CIETBIMU WU
C1a00OBUIALIIMMHU, MECTaX M B aJaNTUPOBAHHOW (opme (C ydyeToM HX 0COOBIX
NOTpeOHOCTE) CHpaBOYHON HH(OpPMALMKM O paCHUCAHUU YYEOHBIX 3aHSATUI
(uapopManusi JOHKHA OBITH BBITIONIHEHA KPYMHBIM pebe(hHO-KOHTPACTHBIM
mpudTom (Ha 6es1oM WK kenToM GoHe) U poaydaupoBana mpudTom bpaiiis).
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