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1. IACIIOPT PABOUE MPOT'PAMMBI YYEBHOM AU CIATLTAHBI
OI11.04 TOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHHUA

1.1. Oonacte npuMenenust pagéo4eii MporpaMvbI

Pabouas mporpamma yueonoii mucrmmnabl OI1.04 «/lokyMeHTAINOHHOE 00eCTeYeHIE VITPABICHID)
paspadorana Ha oCHOBE DeacpanbHBIX TOCYTAPCTBCHHBIX 00pa30BaTCIBHBIX CTaHAAPTOB (manxee — ®I'OC) mo
CICIHMATBPHOCTH CPeAHEro mpodeccuonambHoro odpasosanmst 38.02.07 «baHkoBckoe aemoy». Pabodas mporpamma
VueOHOW AWCHHMIUIMHBI MOXKET OBITh WCHONB30BAHA B JOIOJHHTEIBHOM TPO(ECCHOHAIBHOM OOPa30BAHMUM,
TOBBINICHUY KBATH(HKAIUH, TIPO()eCCHOHAIBHOW MOATOTOBKE M MEPEIIOrOTOBKE PabOIHX.
1.2. MecTo y4e0Hoii TNCHHTVIMHBLI B CTPYKTYPE MPOTPAMMBI TIOATOTOBKHU CHENNAINCTOB CPEeJHEro 3BeHa:

Pabouas nporpamva yueOHOH TUCHHIIHHBI «IOKYyMEHTAIIMOHHOE 00ECTICUCHAE YIPABICHILT SBICTCA
00menpPo)CCCHOHATFHON THCIMILTHHOMN MPO()CCCHOHATFHOTO ITHKIIA.
1.3. Hesm 1 3axa4m y4e6HOI JCITUNIHHBI — TPE0OBAHNS K PE3YJILTATAM OCBOCHHsI YIeOHOH THUCINTIIHHDI:
B pesynbprate 0CBOCHHUS YiUCOHON NUCIHILIMHEI 00YYAIOMMHCS TODKCH YMETh:
-0(pOPMILATH TOKYMEHTALMIO B COOTBETCTBHH C HOPMAaTHBHON 0a30H, HCHOIB3Y HH()OPMAIHOHHBIC TEXHOIOTHH H
CpPEZICTBA OPTTCXHHUKH,
-HMCIOIB30BaTh YHH()UIIMPOBAHHBIC CHCTEMBbI TOKYMCHTALUH,
-OCYIIECTBILITh XPAHCHHUE, TIONCK JOKYMECHTOB;
-HCIOJIb30BATh TEICKOMMYHHKAIMOHHbIC TEXHOIOTHH B 3JICKTPOHHOM JOKYMEHTOO0O0POTE.
B pe3yibrare 0cBOCHUS YUCOHON TUCIUIUIMHBI CTYICHT TOJDKEH 3HATH:
-OCHOBHBIC TIOHATHS JOKYMCHTAIIMOHHOTO O0CCIICUCHUS YITPABICHUS,
-OCHOBHBIC 3aKOHOJIATCIbHBIC H HOPMATHUBHBIC aKTHI B 00JIACTH JOKYMEHTAI[HOHHOTO O0OCCIICUCHHS YIIPABIICHHU,
-IIe]TH, 3a1a4H W IPHHIUITE JOKYMCHTAIMOHHOTO 00CCIICUCHMS YIPABIICHHU,
-CHCTEMBI TOKYMEHTAMOHHOTO OOCCIICUCHIST YIIPABIICHHU,
-TpeOOBAHMUS K COCTABICHUIO H O(OPMIICHUIO PA3IMIHBIX BHIOB JOKYMECHTOB;
-COBpEMEHHbIC HH()OPMAIMOHHbIC TEXHOIOTHH CO3/IAHI M aBTOMATH3ALNH TOKYMEHTO000POTA,;
-OpraHU3ALMI0 PAOOTHI C ITEKTPOHHBIMHA JTOKYMECHTAMH, BH/IbI OPITEXHHKH H CIIOCOOBI €€ UCIIOIb30BAHIS B
JOKYMEHTAITHOHHOM 00ECIICUCHUH YITPABIICHILL.
PesynapraToM 0CBOCHHA YUCOHOM TUCIMILIHHEI IBIIICTCA OBAaacHuE mpodeccronaapabiMu (I1K) u o0mmmvm (OK)
KOMITCTCHITHSIMHE:
OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JACATECILHOCTD, BHIOMPATH THIIOBBIC METOIBI U CIOCOOBI BBHITIOTHCHUS
po)eCCHOHATBHBIX 3a7a', OUCHUBATh MX 3(D(EKTUBHOCTh H KAYCCTBO.
OK 6. PaboTath B KOJUICKTHBE H KOMAHAC, 3(()CKTHBHO 00IMATHCA C KOJICTAMH, PYKOBOIACTBOM, MOTPCOUTCIIMH.
OK 7. Bpartb Ha cebst OTBETCTBEHHOCTD 3a PabOTy WICHOB KOMAHABI (TIOTUHHEHHBIX), PE3YIbTAT BBITOIHCHUS
3aJaHUI.
OK 8. CaMOCTOATEIEHO ONMPEACIATE 3a1a491 MPO(YECCHOHATFHOTO M TMYHOCTHOTO PA3BHTHS, 3AHHMATHCA
€amMo00pa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIMICHUE KBATH(DHKALIIH.
OK 11. 3rats mpaBHIa TCXHUKH OC30TMACHOCTH, HCCTH OTBSTCTBCHHOCTD 32 OPTAHH3ALMIO MCPOIIPHATHH 110
obecncucHMIO OC30MACHOCTH TPY/IA.
IIK 1.1. OcymecTBIATh PACUCTHO-KACCOBOC OOCTYKHBAHAC KIIHCHTOB,
[IK 1.2. OcyniecTBasaTh O€3HANUYHBIC IUIATEKH C HCIIOJIb30BAHACM PA3IHYHBIX (POPM PACUCTOB B HAMOHATHHON H
HHOCTPAHHOHU BATFOTaX.
IIK 1.3. OcyniecTBasTh pacueTHOE OOCTYKUBAHHUE CUECTOB OFO/PKETOB PA3IHIHBIX YPOBHEH.
[IK 1.4. OcyniecTBasTh MEKOAHKOBCKHE PACUCTHL
[IK 1.5. OcyniecTBasaTh MEKIyHAPOIHBIC PACUETHI ITO SKCIIOPTHO-UMITOPTHBIM OIIEPALIHIM.
[IK 1.6. O6cmy:KuBaTh PacUETHBIC ONIEPALH C HCIIOJIB30BAHHEM PA3IIIIHBIX BHIOB IUIATCKHBIX KAPT.
[IK 2.1. OueHnBaTh KPEAUTOCIIOCOOHOCTD KIMCHTOB.
IIK 2.2. OcynrecTBisaTs 1 0pOpMILITE BHIIAYY KPEIUTOB.
1K 2.3. OcyniecTBIsTh CONMPOBOKIACHNE BHITAHHBIX KPEIUTOB.
[IK 2.4. TIpoBoauTh OMEpAaiK HA PHIHKE MEKOAHKOBCKUX KPEIUTOB.
IIK 2.5. ®opMHUpOBATE U PETYIHPOBATH PE3EPBBI HA BO3MOYKHBIC MOTEPH MO KPEIUTAM.

1.4. PexoMenyeMoe KOJIMIECTBO YACOB HA OCBOGHHE TIPOTPAMMBI yUeOHOIH MCIHIINHDI:

. MaKCHMAJbHOH yUeOHOH HATpy3KH 00yJAromerocs 48 4acoB, B TOM YHCIIC:
- 0043aTCABHON ayIUTOPHOM YICOHOM HATPY3KH 00yUaromerocsa 32 vaca;
- CAMOCTOATCIEHOH PA0OTHI 00YUArOImETocsa 16 4acoB.



2. CTPYKTYPA U COAEP’)KAHUE YYEBHOM AU CHUILIAHBI
2.1. O0nem yueOHOli JUCIMIIINHBI H BH/BI y1e0H0il padoThl

Bun yueoHoii padoTsI

Ob6vem uacoe

MaxkcnmaabHasi yueOHast Harpy3Ka (scero) 48
Oo0s3aTesIbHAS AYAUMTOPHASA y4e0HAsT HATPY3KA (BCET0) 32
B TOM YHCIIE!

TMPAKTUYECKUE 3AHATHA 16
CamocTosiTeThHAsI pA00TA 00yUIAIOTIErocs (BCero) 16

B TOM 1HCJIC.

HOATOTOBKA COOOLICHMI 1 pepepaTos, HANIUCAHUE JOKIANOB HA 3AJAHHYIO TEMY, PCLICHHC
CUTYAIIMOHHBIX 3344 IO 3aJaHHBIM YCIIOBHAM

Hmoeosaa ammecmayusl 6 (pOpM@ mecmuposdanus




TemaTuueckuii njat u cogepxanue yueonoi aucuuniugsl OI1.04 JIOKYMEHTAIIMOHHOE OBECHHEYEHUE YIIPABJIEHUSA»

HanmenoBanne Coaep:ranne yqeGHOT0 MaTepnasia, 1adopaTopubie padoThl H MPAKTHYECKHE 3aAHSTHSI, CAMOCTOSITE/ILHASI paoTa Oonem Yporenn
pPAa3esioB H TeM 00yJaomuXxcst qaCOB OCBOCHHSI
1 2 3 4
Pasnen 1. Beeaenne B aesionpon3BoacTeo. O0nmie mpasmia opopMiIeHnsi J0KYMEHTOB, 12
Tema 1.1. OcHOBHBIC Coaep:ranne y4eGHOr0 MaTepnaia
TIOHATHA Kypca, 1. OOmime moHATHSI 0 TOKYMEHTAIMOHHOM oOecnieueHuH yrpasieHus. [Ipeaver u 3amayuu qucrmruinHbl. CBsI3b JUCIUIUTHHEI C 1
maccm?nxaum JPYTHMH TUCUUIUTHHAME. [OHATHE «JOKYMEHTAHOHHOE 00CCIICUCHAE YIPABICHUS, «TOKYMCHTHPOBAHHCY,
ACTIOBOH «IOKyMEHT0000poT». I 0CyapcTBEHHAS CHCTEMA JOKYMEHTAIIMOHHOTO 00eCTieYeHus yrpaBieHL. [leproamsanms.
HOKYMCHTAITHH. CamocrosTensHast padoTa 00yAIONINXCH: 2 1
Pazeutue .
[MoaroTOBHTE COOOMICHUS IO TEMAM:
genonpom]so;[cnsa B 1. IpukasHoe Aemonpou3BOACTBO (16-17 BB.),
OCCHH. 2. Komnexkckoe neaonpous3BoaCcTBO (18 B.);
3. MUHHUCTEPCKOE (MCMIOJHUTENBHOE) AETONPOou3BoACTBO (19 — Hauano 20BB.);
4. lenonpou3BOACTBO B COBETCKYHO 3moxXy (1917-1991 rr.)
Tema 1.2, Conaep:xanue y4e0HOT0 MATEPHAJIA 2
WndopmarmonHo- —
CIPABOUHOE 1. [ToHATHA «AOKYMCHT», «O(HIHATBHBIA JOKYMCHT», «JOKYMCHT JITTHOTO MPOHUCXOKIACHISD, «mHpopMarms». COoCTaBHBIC 2 1
OBCCIICCHHEE yactu AokyMeHTa. Kmaccuukanumsa 1okyMeHTOB. [TOHATHS «yHA(DHKALID», «CTAHIAPTH3ALID, «(HOopMYILIp-00paseIn, «OmaHK
e AMPHATH JOKyMeHTa». [IpaBuma pa3padoTku U oopMICHH OJAHKOB JOKYMCHTOB.
CymHOoCTh
VHU(DHKAINN 1
CTAaHAAPTH3AINHA B
JICTIOTIPOM3BO/ICTBE.
Tema 1.3. Conaep:xanue y4e0HOT0 MATEPHAJIA 6
PexsrsuTsl 1 nx 1. Tpebosanus x odopmienuro foxymentos no 'OCT P 6.30-2003. [ToraTHe «PEKBH3HT AOKYMEHTA», «(DOPMYIAP», «THIIOBOH 2 2
TIPeTHAZHAYUCHHC. dopmymIp».
T'OCT P 6.30-2003 -
2. INpaxrrdeckue 3ansarus: [Ipasuna odopmaeHus peksu3utos, mpeaycmorpeHHbx ['OCT P 6.30-2003, orpadboTka 2 2
«YCJ. YCOPL, 0(pOPMIICHHA OTACITBHBIX PCKBH3UTOB JOKYMCHTA.
TpeboBanms
K O(OPMICHHIO CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2 2
JOKYMEHTOB. 1. [TpoBeacHue cpapauTeIbHOTO aHamu3a npeapaymux ['OCTos u TOCT P 6.30-2003 (cpaBHUTCIBHAA TAOTHIA, TOKIAM,
TIPE3CHTALMS).
2. lMoxaroroBka gokIaga (mpe3cHTAIMA, Coo0meHus, pedepara) Ha Temy «PexBu3uTsel OP1».
3. CocraBicHHE KAPTOYCK, MPEACTABILIIONINX OTACTbHBIC PEKBH3HTHI JOKYMCHTA.
4. ToaroroBka cooOMICHAA HA TeMy «CTOPHA MOABICHHUSA PCKBH3UTOB .
Pa3nen 2 OcHOBHBIE BHABI OPTAHI3AINOHHO-PACTIOPSIATEIHHOI JOKYMCHTAIHIL 25
Tema 2.1, Conaep:xaane y4e0HOT0 MaTEpPHAIA 5
3HavcHuE 1 001as 1. KoppecnoHaeHIHA: TOHATHE H CYITHOCTh. BHABI OPraHN3aMOHHO-PACTIOPIIUTEIBHON JOKYMEHTAUHT Y CTAB, MMOJOKCHHE, 2 3




XAPAKTCPUCTHKA CTPYKTYpPA H ITATHASA YUCJICHHOCTD, MPABUJIAd BHYTPCHHCTO PACIOPAAKA, JOJDKHOCTHBIC HHCTPYKIUH.
OpPraHU3alHOHHO- 2. INpaxrmdeckue 3anarwst: [Ipasuna o()OPMICHHS PAa3IMYHBIX BUIOB OPTaHH3AHOHHBIX JOKYMECHTOB. 1
PacTopSIUTE THHOU CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2
JOKYMCHTAITHH. Tloaroroska cooOIeHHs HA TEMY «Buap1 ¥ HA3HAYCHHE OpraHu3allMOHHBIX JOKYMCHTOBY.
OpraHu3aIMOHHBIC
JOKYMCHTBI.
Tema 2.2, Conaep:xaane y4e0HOT0 MaTEpPHAIA 4
PacnopsinutenbHble 1. . TIpakTuueckue 3aHATHA: BHABI 1 HA3HAYCHHUE PACTIOPATUTEIbHBIX JOKYMEHTOB, H3JABACMBIX HA OCHOBE €THHOHAYATUA: 2
JOKYMCHTBL Buapl, MIPUKA3BL, YKA3AHHE, PACIIOPSLKEHHE. JJOKYMEHTHPOBAHUE ACITEIFHOCTH KOJIJICTHATIBHBIX OPTAHOB: IIOCTAHOBIICHHE, IIPOTOKOJL,
HA3HAYUCHHUE, peIIcHHE.
npaBuaa opopMIeHHA. | CamocTosTe IbHAs PAGoTa 00y AKOIIIXCS: 2
[Noaroroeka coodmeHns Ha TEMY: «BHIBI M HA3HAUCHHE PACTOPSIAUTEIBHbBIX JOKYMCHTOBY.
Tema 2.3. Conaep:xaane y4e0HOT0 MaTEpPHAIA 6
WndopmarmonHo- 1. Buzel n Ha3HAUCHHE HHPOPMATHOHHO-CIIPABOYHBIX JOKYMEHTOB. TpeO0BaHM, PeaAbIBISIEMbIC K TEKCTy. CayKeOHbIC 2
CIPABOYHBIC MIChMA, 3aIICKH, TEJIETPAMMBI, TeIC(OHOrPAMMBI, CIIPABKH, AKTHL
JAOKYMECHTBL. 2. Ipakrrdeckue 3ansarus: [Ipasuna o()OpMICHHS Pa3IMYHBIX BUIOB HH()OPMAIMOHHO-CIIPABOTHBIX 2
Bunpl, HazHaUCHHE, JIOKYMECHTOB.
npaBuiaa OPOPMICHHS. | CaMoCTOSITETHbHAS PAGOTA 00y IAIONINXCSI: 2
1. CocraBnenue MoaeIeH-o0pas3os (madIoHOB) HHPOPMAITHOHHO-CIIPABOYHBIX JOKYMCHTOB.
2. IloaroroBka cooOnieHN Ha TeMy: «Buapl n Ha3HAaUCHUE HH(DOPMATTMOHHO-CIIPABOYHBIX JOKYMCHTOB.
Tema 2.4, Conaep:xanue y4e0HOT0 MATEPHAJIA 6
JIOKyMCHTHPOBAHHE 1. OOmias xapakTepUCTHKA M 3HAUCHHUE JOKYMEHTAIMH IO TPYIOBBIM IIPABOOTHOMICHHUSM. 3asBJICHUA. TPYAOBBIC KOHTPAKTEL, 2
TPYAOBBIX ITpukasel Mo TMIHOMY COCTABY.
EpaBOOTHomeHHH' 2. Ipaxrudeckue 3ansarus: [Ipapuna BeaeHUs 1 0()OPMIICHUS TPYIOBBIX KHIPKEK COTPYIHHUKOB. 2
HIJ)I:;:UPIIS R CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2
o(OpMICHHSL. 1. OTpaboTKa HABBIKOB 3aNOTHCHUS YHH()HIMPOBAHHBIX (OPM.
2. IloaroToBka 1OKIaga HA TeMY «JJOKYMEHTBI, COCTABILIFOIINE JIMYHOE ACTI0 paboTHHKA. [Topsamok (popMupOBaHHES JIHIHOTO
JIenay.
3. [Togroroska coobmeHUA HAa TeMY: «OCOOCHHOCTH COCTABICHHSA H O(OPMIICHHA PCIFOME».
4. TMoxaroroBka cooOmeHU HA TeMy: «OCOOCHHOCTH COCTABICHHA U O()OPMIICHHS aBTOOHOTpadhum».
5. [Mogroroska coobmeHus Ha TeMY: «OCOOCHHOCTH COCTABICHUS M O(OPMIICHHS TPYIOBOTO KOHTPAKTAY.
Tema 2.5, Conaep:xaane y4e0HOT0 MaTEpPHAIA 2
JIOKyMEHTBI IO 1. ITpakTudeckue 3aHATHA: JHAUCHHC U O0INAS XapaKTCPUCTHKA JOKYMCHTOB 0 OAHKOBCKHM OIICPALIHSIM. 2
OaHKOBCKHAM [Ipasuna BeneHust u OQOPMIICHHUS JOKYMEHTOB IO OAHKOBCKHM OTICPATLIIIIM.
OTICPAIIIM.
Tema 2.6. Conaep:xanue y4e0HOT0 MATEPHAJIA 2
Jenosbie Oymarm, P Toch 1
HCTO s 3yeMble . Pactncka. TpeOoBaHus, IPEABABIIEMBIE K TEKCTY, IIPABHIIA COCTABJICHHS B O(DOPMIICHHSL.
2. [IpakTudecKue 3aHATHA: 3JHAUYCHUC U XapAKTCPHUCTHKA JICIOBBIX OyMAar, UCHOIb3YEMBIX YACTHBIMH JINIIAMHE: JIHIHBIC 1

YACTHBIMH JIHIIAMH.




JOBEPeHHOCTH. TpeOOBaHMS, MPSIBABIACMBIC K TEKCTY, IIPABAJIA COCTABJICHUS U O(h)OPMIICHHSL.

Pa3znen 3 Opranmsanusi J0KyMEHT0000POTA, 11
Tema 3.1. Coaep:ranne y4eGHOr0 MaTepnaia 5
Opraxmsauus 1. Crpykrypa u ¢pyrkumu cayx0 1OY. OcHOBHBIC HOPMATHBHBIC MaTepHaIbl. OpraHu3anus J0KyMeHTOB B JJOY. 1
AOKYMCHTAIHOHHOI'O JIOKyMEHTOO00POT, TOKYMEHTONIOTOKH, WX BHABL. Perucrpanus m HHIACKCHPOBAHAE JOKYMCHTOB.
00cCIICHCHISA KonTpons ucnomHeHus. 3ammra JOKYMEHTOB, COIEPKAIIX KOMMEPUCCKYIO TalHy. OCHOBHBIC JOKYMCHTSI, IIOCTYIIAFOIIHE OT
YHPAaBJICHHA. ¢uzmaeckux mun. [TpaBuna u ciocoOb! XpaHEHHU AeT. 3HAUCHHE HOMCHKIATYPHI ACT UL MPABUIBHOTO (JOPMHUPOBAHMS /IC]T B
JOY. CucreMsl HHACKCAIINH, IPHMEHIEMbIE B HOMEHKIaType Aen. OpopMiIcHIE HOMEHKIATYPHI ACT.
2. IMpaxrmaeckue 3anaTug; TpeOoBaHM K (POPMHPOBAHHUIO ACT B COOTBCTCTBHH ¢ HOMCHKJIATYPOH ACT. 2
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 2
1. [ToaroroBka coodmeHust Ha TeMy «CTpykTypa u (PYHKUHH CITY>KO JOKYMCHTAIIMOHHOTO OOCCIICUCHHAS YIIPABICHHSA
(YympaBiieHHE AeTIaMH, CEKPETAPHUAT, KAHUCILIPHS, SKCIICIHIII) .
2. Ioaroroska cooOmmeHms Ha TeMy: «DYHKIMH COTPYIHUKOB CIIyk0 JJTOY».
3. CocraBicHHE CXEM JABIDKCHIS PA3HBIX BUIOB TOKYMCHTOB.
4. ToxroroBka pedepara Ha TeMy: «OCOOCHHOCTH TOKYMCHTO000POTA B OAHKSY .
Tema 3.2, Conaep:xanue y4e0HOT0 MATEPHAJIA 4
IToaroroBka
JIOKYMEHTOB K 1. Ilonarue «apxuBHOE XpaHCHUE». [IOATOTOBKA JOKYMEHTOB K ADXHUBHOMY XPAHCHHIO. XPAHCHHE 3aKOHYCHHBIX ACT B 1
APXHBHOMY Xpamcruzo, | CTPYKTYPHBIX MOJIPA3ICICHIX 1 NIEPEata UX B apXUB OPraHH3ALUH. Cpoxu xpaHeHus TOKYMEHTOB. [[oHATHE «IKCTIepTH3a
LCHHOCTH JOKYMEHTOBY». OCHOBBI 3aKoHOJaTeIbCTBA PD 00 apxuBHOM (poHAe u apxuBax. PopMHUPOBAHUE ACT JUI CIAYH B
ApXUB.
2. Ipaxrudeckue 3aHATHA: [10ATOTOBKA JOKYMEHTOB K APXUBHOMY XPAHCHHIO. 2
CamocrosTensHast padoTa 00yAIONINXCH:
1. TloaroroBka cooOmEHN HA TEMY «3aKOHOAATEIBHbIC AKTHI i HOPMATHBHO-METOIUHUECKUE JOKYMEHTHI DenepaabHon
apXUBHOHU cIy>k0bI Poccuu 10 apXMBHOMY XPAHCHUIO JOKYMCHTOBY.
2. IloaroToBka cOOOMIEHN HA TEMY: « DKCIIEPTH3a NEHHOCTH JOKYMEHTOB. OCOOEHHOCTH pabOoThI IKCIIEPTHOH KOMUCCHU»Y.
Tema 3.3. Conaep:xaane y4e0HOT0 MaTEpPHAIA 2
DIEKTPOHHBIH 1. Komnprorepuzarmst JIOY. TToHATHE «3MEKTPOHHBIH JOKYMEHT», «IJIEKTPOHHO-ITH(POBASI TOAIHCHY, 1
JOKYMEHT B «3TEKTPOHHAS MOYTA». ManmHOUYNTAEMbIC JOKYMEHTBI, MOPSIOK PACHIOIOKEHHUS M TIPABHIIA O(OPMIICHHS OCHOBHBIX
JOKYMEHTOO0OOPOT. PEKBH3HTOB JOKYMECHTOB.
CamocTosiTeThbHASI PA0OTA 00y IAIOMINXCS: 1
INoaroroeka coobmenuns Ha TeMy: « KoMImbroTepru3anust AIOIPON3BOACTBA HA MPEIIPUATHH KAK YCIIOBHE BHEIPCHUS
I'ocynapcTBEeHHON CHCTEMBI JOKYMECHTAIMOHHOTO 00CCTICUCHHS YIPABICHISD).
Bcero: 48

s xapaxmepucmuxu ypoGHsa 0c8OeHUs YueOHO20 MAMEPUAIA UCHONb3YIOMCS Ce0YIouie 0003HAYEHUSL:

1 — o3naxomumenvHulil (Y3HABAHUE PAHEe U3YUEHHBIX 0OOBEKMOS8, CBOIICME);

2 —penpooyKkmuenslii (6bINOIHEHUE OesIMeIbHOCIU NO 00Pa3YY, UHCMPYKYUU UU HOO PYKOBOOCMEOM)

3 — npoOyKkmuGHwlil (NIAHUPOBAHUE U CAMOCMOSMENbHOE GLINOIHEHUE OesIMEIbHOCIU, PeuleHiie NPOOIEMHBIX 3a0ay)




3. YCJIOBUA PEAJIU3AIIMA YUYEBHOM U CIATLIAHBI
3.1. TpeGoBanust K MHTHIMAJIHHOMY MATEPHATHHO-TEXHHYECKOMY 00€CTIeIeHHTO
Peamm3armma yacOHOH THCIUIUTHHEI TPCOYCT HANHYHA YICOHOTO KAOWHETA.
O06opynoBanne yIcOHOTO KaOHHCTA!
— yucOHas McOCIb,
— pabouee MECTO MPETOABATEIL,
— KOMILIEKT Y4eOHO-HATTISTHBIX IOCOOHH 1O Pa3/esiaM JUCIUILIHHEL,
— pabouas mporpaMma, KaJICHIAPHO-TEMAaTHICCKHUI IIaH JUCIUIUIHHBI « JIOKYyMEHTAIIMOHHOE O0CCIICUCHIE
VIPABICHUS?,;
— OHOMTHOTCUHBIH (POHT.
TexXHUYCCKHE CPEACTBA OOYUCHHS:
— KOMITBEOTEP C THIECH3HOHHBIM IPOTPAMMHBIM OOCCIICUCHUEM,
— MYJIbTUMEIUANIPOEKTOP,
— JKpaH.
.3.2. Hudopmamonnoe odecrevcHne 00yIeHnst
Iepeuenn pexoMeHIyeMbIX Y4eOHBIX H31anmii, HHTEpHET-pecypCoB, 10TOTHUTEIHHOH JTHTEPATYPBI
HopMamueHo-npaeoeble UCMOYHUKU.
1. T'ocyaapcTeeHHAs cHcTEMa JOKYMEHTAIMOHHOTO obecnieueHus ynpasiaeHus. - M.: 'masapxus CCCP, 1991.- 76 c.
2. TOCT P 6.30-2003 «YHu(pUIHPOBAHHBIC CHCTEMBI JOKYMEHTAIMH. Y HHPUIIMPOBAHHAS CHCTEMA
OPTaHU3ALHOHHO-PACHIOPSANTEIFHON JOKYMEHTAIMA. T peOoBaHIS K OOPMICHHIO TOKYMECHTOBY» - M.
Toccranmapr Poccun, 2003. — 17 c.
3.TOCT P 7.0.8 — 2013 «Cucrema cranaaptos mo uaopManuy, OHOIHOTCUHOMY H H3AATEIBCKOMY JICITY.
Jlenonpon3BoACTBO M apXuBHOE A€o0, TepMuHbl 1 onpenencHuws. — M.: Crarmaprunadopm, 2013. - 26 c.
OCHOBHBIC HCTOYHHKH:
1. A.B. Kekpaxa, I'.A. [llesuosa. Opranmzanus KOHOHICHINATFHOTO ACTONMPON3BOACTBA U 3aLIUTa
nHpopManmu: yued.mocod. — M.: Akagemuueckuii mpoekr, 2008r.
2. T.B. Kysuenosa. [enonpoussoactso. — M.: ®OPMY, 2011r.
3.  M.U. bacakos. CospemeHHOE Acmonpon3eoacTso (A0VY), 2-¢ m3a.ucnp.u aonoracHO. — Pocros v/ /]; DeHUKC,
2011r.
4. M.U. bacakos, O.H. 3ambmkoBa. [emonpon3oacTtso, 3-¢ m3a. [lepepadorano u momomHeHO. — PocToB H//;
®enukc, 2010r.
Z[OHOJ'IHI/ITGJ'IBHBIG HUCTOYHHKH:
1. JLM. Banosa. JIOKyMCHTAIIHOHHOS 0OCCIICUCHNC YIIPABICHHUS KAAPOBOH CITyk00H. — M. MI3gaTenbCkuit neHTP
Axagemus, 2011r.
HHTepHET-PECYPCBL:
1. www.consultant.ru - wHpOpMAaTHOHHO-TIPaBOBOI moptan Korcynsrant [Lmoc — 3akoHoaaTE16CTBO PD: KOICKCHL,
3aKOHBIL, YKa3bl, MOCTaHOBNICHUA [IpaBuTenscTBa Poccuiickoit deaepaniiv, HOPMATHBHBIC JOKYMEHTBI
[SmexTpoHHBIH pecypc]
2. www.garant.ru - mHQOPMAIIMOHHO-IPABOBOH TopTan [apanT — 3aKOHOJATCIBCTBO (KOJCKCHI, 3AKOHBI, YKA3HI,
MoCTaHOBJICHU) P®, ananuTuka, KOMMEHTApHH, MPAKTHKA [ DIEKTPOHHBIH pecypc|
3. www.delpro.narod.ru - JIemonmpou3BoACTBO + [ DICKTPOHHEIH pecypc]
4. www.workpaper.ru - JIokyMECHTOO00POT M ACTOMPON3BOACTBO. KHUTH, YICOHHKH H CAMOYUIHTCTH | DICKTPOHHBIH
pecype]
5. www.doc-online.ru - JIOkyMEHTO00OPOT | AEIOMPON3BOACTBO: CHCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTa
[SmexTpoHHBIH pecypc]
6. www.operteh.evodogrev.net - BaHKOBCKHH YUCT M ONCPAIIHOHHAS TCXHUKYMA [ DICKTPOHHBIH pecypc]
4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHHSA YYEBHOM AU CHUILIAHBI
KonTtpoan u onieHka pe3ynsraroB OCBOCHHUS YICOHOH TUCIIUIUTHHBI OCYIIECTBIBICTCS MPETIOAABATEIEM B
MPOLICCCE MPOBCACHHUSA MPAKTHICCKIX 3aHATHH, TCCTHPOBAHHUSA, 4 TAKKS BBIIOTHCHHS 00y IAFOIIIMHECS
HHIUBHAYAIBHBIX 3QJAHUHN, MPOEKTOB, HCCICIOBAHHUMN.

Pe3ynbTarn 00y1eHust DopMBI H METOBI KOHTPOJIS M OIIEHKH
(ocBOCHHBIC YMEHHSI, YCBOCHHbIC 3HAHNS) pe3yaLTATOB 00y CHMSI

Ymenus:

o(opMITATH JOKYMEHTALMIO B COOTBETCTBHH C MPAKTHYECKAs MPOBEPKA.

HOPMAaTHBHOH 0a30H, HCIOIB3Y HH()OPMAIHOHHbIC
TEXHOJIOTHH U CPEACTBA

OPITEXHUKH,

HCIIONB30BaTh YHUPUIUPOBAHHBIC (DOPMBI VCTHBIN (DPOHTATBHBIN M HHAMBHAYAJIbHBIH OIPOC.
JOKYMEHTOB,

OCYILECTBILATH XPAHEHHE, MIOUCK JOKYMEHTOB; MPAKTHIECCKAA MPOBEPKA.

HCIIOIB30BATH TEJIEKOMMY HUKALIHOHHBIE VCTHBIH (D)POHTAIBHBIH M HHAMBHAYAJIbHEIH OIPOC,
TEXHOJIOTHH B 3JICKTPOHHOM JOKYMCHTOO0O0POTE;, HATIHCAHUC COOOIICHUH.




3uanus:

eI, 3a4a T U MPUHIUAIBI JOKYMCHTAIIHOHHOTO
o0ecrieueHHS YIPABICHHS,

VCTHBIH OIPOC, HATIMCAHUE COOOIICHHUH.

OCHOBHBIC ITOHATHS JOKYMECHTAIIHOHHOTO 00CCTICUCHH
YOPABICHHA

VCTHBIH OTIPOC, HATIMCaHue pedepaTos.

CHCTEMBI JOKYMCHTAIIHOHHOTO OOCCIICUCHHAS
YIPABICHHUSA

YCTHBII OIpOC.

TpeOOBAHMS K COCTABICHIIO H O()OPMIICHHIO Pa3IHIHBIX
BHJIOB TOKYMCHTOB

VCTHBIH OIPOC, COCTABICHAC TAOTHIIBL.

OCHOBHEIC 3aKOHOOATCIIBHEIC AKTHI B obmactu
JOKYMCHTAITHOHHOTO obecreUcHIS YHPaBJICHUA

YCTHBII OIpOC.

00mue MpaBIIa OPTAHM3AIHE PA0OTHI C JOKYMCHTAMHE

YCTHBII OIpoC.

COBPCMCHHBIC HH(OPMATHOHHBIC TCXHOJIOTHH CO3TAHHSA
JOKYMCHTOB H ABTOMATH3AIHH JOKYMCHTO000pOTA

YCTHBII OIpOC.

BHIBI OPTTCXHUKH H CIIOCOOBI ¢¢ HCIOIB30BAHUS B
JTOKYMCHTATHOHHOM OOCCIICUCHHUH YIPABICHHAS

YCTHBII OIpOC.

DopMupyeMbie KOMIIETCHIMNIS

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JACATEIFHOCTS,
BBIOMPATH THIIOBBIC METOIBI U CIIOCOOBI BBHITIOTHCHUS
nmpodecCHOHANBHBIX 3373, OLCHUBAThH MX
3(h(CKTHBHOCTH W KAUCCTBO.

OK 6. Paborath B KOJUICKTHBE B KOMaHJE, 3PPEKTHBHO
00MATHCA C KOJICTAMH, PYKOBOACTBOM,
TMOTPCONTCIIMH.

OK 7. bparp Ha ce0g OTBETCTBCHHOCTH 3a paboTy
YJICHOB KOMAH/bI (MIOAYHHCHHBIX), PE3YIBTAT
BBITIOTHCHHA 34JAHUIL

OK 8. CaMOCTOATCIEHO ONPEACIATE 3a0a9H
Mpo()eCCHOHATBHOTO H IHYHOCTHOTO PA3BHUTHA,
3aHHMATBCA CAMOOOPAa30BAHHEM, OCO3SHAHHO
TIJIAHAPOBATH NMOBBIICHHUC KBaJ'II/I(I)I/IKaI.[I/II/I.

OK 11. 3rars mpaBHIa TEXHAKH OC30MACHOCTH, HCCTH
OTBCTCTBCHHOCTD 33 OPTAHH3AI[HIO MCPOTPHATHH IO
obecncucHMO OC30MACHOCTH TPY/IA.

IIK 1.1. OcyniecTBIsTh PacueTHO-KACCOBOC
00CTy’)KHBAHUC KITHCHTOB.

IIK 1.2. OcyniecTBasaTh O€3HANIUYHBIC TTATEKH C
HCIIONIB30BAHHEM PA3IHIHBIX (DOPM PACHUCTOB B
HAIIMOHAIFHON W MHOCTPAHHOH BAJIIOTAX.

IIK 1.3. OcymecTBIATh PACUCTHOS OOCITYKHBAHUC
CYETOB OIOPKETOB PA3JINIHBIX YPOBHEH.

ITK 1.4. OcyniecTBasTh MEKOAHKOBCKHE PACUCTEHL

IIK 1.5. OcymecTBIsATh MEKIYHAPOIHBIC PACUCTHI MO
JKCIIOPTHO-HUMIIOPTHBIM ONEPALIKSIM.

[IK 1.6. OOcmy:kuBaTh PaCUCTHBIC ONICPALUH C
HCIIOIIF30BAHHEM PA3IMYHBIX BHAOB IDIATC)KHBIX KapT.

1K 2.1. OueHnBaTh KPEAUTOCIOCOOHOCTD KIMEHTOB.

IIK 2.2. OcymecTBasATh # 0(hOPMIIATE BBIIATY
KPCIHUTOB.

IIK 2.3. OcymecTBIATh COMPOBOKICHAC BRIIAHHBIX
KPCIHUTOB.

I1IK 2.4. [TpoBOANTH ONIEpALUU HA PHIHKE
MEKOAHKOBCKUX KPEITHTOB.

IIK 2.5. ®opMHUpPOBATE U PETYIUPOBATH PE3EPBBI HA
BO3MOJKHBIC IOTEPH MO KPEIUTAM.

VCTHBIH (D)POHTAIBHBIH M HHAMBHAYAJIbHEIH OIPOC,
HANHCAHUC COOOIICHHH, HATTMCAHKUE COOOIICHUH H
pedepaToB, COCTABICHHUE TAOIHI, MPAKTHUCCKIC
paloThI, TECTUPOBAHHC
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