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1. MACIIOPT PABOYEN ITPOI'PAMMBI YYEFHOM JTUCIUATLJIMHBI
«TOKYMEHTAIIMOHHOE OBECIIEYEHUE ITIPO®ECCHOHAJIBHOM
JAEATEJIBHOCTN»

1.1. Ob6aacThr NnpUMeHeHHs porpaMMbl. PaGouas nporpamMma y4eOHON JUCITUTUTMHBI
«loxymeHTanimoHHoe oOecrniedeHne TPO(HECCHOHATLHON JEATEIBHOCTH» SIBISETCS YacCThIO
IpOrpaMMbl NOAroToBKY cnenuannctos cpeasero 3seHa (IIIICC3) no cnenuansuoct 38.02.07
«bankoBckoe J1e710» u equHa a7 BceX GopM 00ydeHus.

VYyeOnass nucuuiuinHa — «JlokyMeHTanmoHHoe — oOecriedeHne  MpodecCHOHaIbHOM
JESATEIILHOCTHY o0ecrieunBaeT (HOPMHUPOBAHHME OOMUX KOMIIETEHIIMA 110 BCEM BHJIaM
nestenbHocTH PI'OC mno cnenuansHoctu 38.02.07 «bankoBckoe aeno». Ocoboe 3HaueHHE
JUCLUTIIIMHA UMeeT Tpu (GpopMupoBaHuu U pa3Butuu oommx kommerennuii OK 05, OK 09, OK
10, OK 11

1.2. Mecto y4eOHoii aucuuminHbl B crpykrype IIIICC3: yyeOnas aucuumivHa
«/lokymMeHTaIMOHHOE ~ oOecreyeHne MPOPECCHOHATBHON  JEATCILHOCTHY»  OTHOCUTCS K
BapHaTUBHON YacTu 001enpodecCHOHaIbHOTO UKIIA.

1.3. Henu u niiaHupyemMble pe3y/bTaThl 0CBOCHHS Y4eOHOM AU CUMIIJIMHBI.

B pesynbpTare ocBoeHHs y4eOHOM NUCIMIUIMHBI CTYJEHT AOJKEH:

UMeTh MNPAKTHYECKHii OmbIT: O(GOPMIICHHS ¥ COCTaBJICHHUS OPraHU3aI[OHHO-
pacmlopsIIUTENbHBIX JOKYMEHTOB.

yMeTb!

- oopMIATH JOKYMEHTAIIMI0O B COOTBETCTBUM C HOPMAaTHUBHOW 0a30i, HCIOJIB3Ys
WH(OPMAIMOHHBIC TEXHOJIOTUU U CPEICTBA OPTTCXHUKH,

- HCTIOJIb30BaTh YHU(PUIIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIHH,

- OCYIIECTBIIATH XpaHEHUE, MTOUCK JOKYMEHTOB;

- WCIOJIb30BAaTh  TEJICKOMMYHHKAIIMOHHBIC  TEXHOJOTHMH B DJICKTPOHHOM
JIOKYMEHTO000poTE.

3HATb.

- OCHOBHBIE TIOHATHUS JOKYMEHTAIIHOHHOTO O0ECTIeueHus yIIpaBICHNUS,

- OCHOBHBIC 3aKOHOJATEIbHBIC W HOPMATHBHBIC aKThI B OO0JIACTH JOKYMEHTAI[HOHHOTO
oOecrnieyeHus yrpaBIeHUS;

- [IeTI1, 33/1a4¥ U TIPUHIIHUITBI JOKYMEHTAIIMOHHOTO 00€CTIeYeHHsI YIIPaBICHUS;

- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTICUeHUS YIIPABICHHUS;

- TpeOOBaHUS K COCTABICHUIO 1 O(DOPMIICHUIO PA3IMYHBIX BUOB JOKYMEHTOB;

- o0mIue mpaBwiIa OpraHu3auu paboThl ¢ JOKYMEHTAMU;



- COBpeMeHHbIEe HH(OPMAIMOHHbIE TEXHOJIOTUU CO3JJaHUs JOKYMEHTOB U aBTOMAaTH3aIlluU
JIOKyMEHTO000pOTa;

- OpraHU3aLHUI0 PA0OTHI C 3JEKTPOHHBIMH JOKYMEHTAMHU;

- BUJIbI OPTTEXHUKHU M CIIOCOOBI €€ UCIOJIb30BaHUSl B JOKYMEHTAIIMIOHHOM OOecTieueHUuN
yIpaBIeHUSI.

B pesynbrare ocBoeHUs y4eOHON AUCIUTUIMHBI JIOJKHBI OBITH ¢(hOPMHUPOBAHBI:

0bwue KomMnemeHnyuu, KuoYarOwue 8 ceds CHOCOOHOCMb!

OK 05. OcymiecTBisiTh YCTHYIO M MHUCbMEHHYI0 KOMMYHHUKALIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoii ®enepanii ¢ y4€TOM OCOOCHHOCTEH COLMAIBHOTO W KYJIBTYPHOTO
KOHTEKCTA.

OK 09. MHcnons3oBarh WH(GOPMAIMOHHBIE TEXHOJOTUHM B  MPOQPECCHOHATBHOM
JEeSITEIbHOCTH

OK 10. ITonb3oBaThcsi TpoheCCHOHATBHONW [TOKYMEHTAllMel Ha TOCYyJapCTBEHHOM U
WHOCTPAHHBIX S3bIKAX.

OK 11. Ucnonp3oBaTh  3HaHMA 1O  (UHAHCOBOM  TPAMOTHOCTH,  IUIAHUPOBAThH

IpeIPUHUMATEILCKYIO IeATEIHHOCTh B IPO(hecCHOHaIbHOM cdepe.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
«TOKYMEHTAIIMOHHOE OBECHEYEHHUE ITPO®ECCHUOHAJIBHOM
JAEATEJIBHOCTN»

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

O0bem yacoB | O0beM yacoB
Bup yueOHoii padoThl
OYHas 3a04HAas

O0beM 00pa3oBaTe/IbHON HArPY3KH 48 48
Oos3aTesqIbHAsI Ay IUTOPHAA YueOHasi HAarpy3Ka 40 10
B TOM YHCIIE:

TEOPETHYECKOE 00yUeHUe 20 6

MIPaKTUYECKHUE 3aHATUS 20 4

KypcoBas paboTa (IIpoeKT) (eciau mpeayCMOTPEHO) -
CamocrosiTesibHasi padoTa cTy/ieHTa (BCero) 8 38
IIpome:xxyTouynast arTrecranus B popMme 1udpepeHIUPOBAHHOIO 3a4eTa




2.3. Conep:xxanue y4yeOHO# JUCHUMILIMHBI «[0KyMeHTallHOHHOE 00ecneyeHHue MPodeccCHOHAIBLHOM 1eATeJIbHOCTH

HaumenoBanue Conep:kanue y4yeOHOro MaTepuaJa, 1a00paTopHblie padOThbI M NpPaKTHYecKue 3auaATHs, | O0bem | Koabl komnereHuuii,
pa3/iesioB M TeM CaMOCTOfITeIbHAasi paboTa CTYIEHTOB, KypcoBasi padoTa (MpoeKT) 4acoB (popMupoBaHUIO
KOTOPBIX
crnocodcTByer
3J1eMEeHT IPOrpaMMbl
Pazgen 1. JlokyMeHTHPOBaHNe YIIPABJIeHYECKOIl 1eATeIbHOCTH.
Tema 1.1. Beenenue. Copep:xanue yueOHOro MaTepuaa 2 OK.05, OK.10
Conep:xanue u 1 | O6sexkt, mpeamer JIOY.
OCHOBHBIC 3aJa4H 2 | Poe IOV B nesATENBHOCTH OpPraHU3aINu.
COBPEMCHHOTO 3 | 3nauenue 3Hanuit 1 ymenuii B oosiactu JIOY miis cnernupanucra.
AOKYMCHTAaHOHHOI'O 4 | Cnyx6a TOKyMEHTAallMOHHOT0 00ecrieueH sl yIpaBieHus, ee 3a7auu, CTpyKTypa,
obecrieueH s JIOJDKHOCTHOM COCTaB.
YUPaBJICHUA. 5 | Permamenrarust paboTsl ciayx061 JJOY.
6 | OcHOBHbIE TOHATHUA «JOKYMEHTa», «IOKYMEHTUPOBaHMS», «IOKYMEHTAllMOHHOI'O
o0ecrieueHus yIpaBICHUs.
7 | 3amaum JIOV.
8 | MecTo 1 poJb IOKYyMEHTOB B YIIPABICHHH HA COBPEMEHHOM JTarle.
9 | Uudopmarus.
10 | CgoticTBa 1 (yHKIIMU JOKYMEHTA.
11 | Knaccuduxanus 10KyMEHTOB.
IIpakTHYeckHe 3aHATHA -
CamocrosiTesibHas padoTa 1
CocraButh Tabnuiy «Mcropus nenonpousBojicTsa B Poccum»
Tema 1.2. HopmatusHo- | CoaepskaHue y4eOHOro marepuasa 2 OK.09, OK.10

METOANYECCKAas 6333
JIOY.

[Tonsitue HOpMaTHBHO-MeTOAMYECKOM 6a3bl JJOY.

CocrtaB HOpMaTUBHO-MeToan4YecKoi 6aszsl JIOY.

[TonsiTre «yHubUKaLMI».

FOCY,Z[apCTBCHHBIC YHI/I(I)I/II_II/IpOBaHHBIe CUCTCMbI NOKYMCHTAIIUH.

[TousTue «CTaHJapTu3anust JOKYMCHTOB).

TpeboBanus kK pa3paboTKe YHUPHUIIMPOBAHHBIX (OPM TOKYMEHTOB.

~N OO IWINEF

Knaccudukanus yaupuuupoBaHHbIX GOPM TOKYMEHTOB.




8 | Obmepoccuiickue KIacCu(pUKATOPhl TOKYMEHTALINH.

9 | I'ocymapctBennas cuctema JJOY.

IIpakTnyeckue 3aHsATHS

Ne 1. Pabora B komnbroTepHOM Kiacce «l3yueHne HopmaTuBHOI 6a3bl. Pabora B cucremax
«Koucynprant [ntocy, «I"apantmy

CamocrosiTesibHas padora

[ToaroroButh coobmmenne «YHUpUKAIUSI U CTAaHJAPTU3AIMS JOKYMEHTOB)

Tema 1.3. OcHOBHBIE Conep:kanue y4eOHOTro MaTepuasia (MHTEPAKTUBHAS JIEKIMS) OK.05, OK.09,
TpeOoBaHUs K 1 | [TonsTHe «OMaHK TOKYMEHTa. OK.10, OK.11
COCTABJICHUIO 1 2 | OcHoBHbIE TpeOOBaHUS K OJJAHKY JOKYMEHTA.
0(bOpMIICHHIO 3 | CTpykTypa JOKyMEHTA.
AOKYMCHTA. 4 | TpeboBanus k opopmienuto qokymeHToB 1mo 'OCT P 6.30-2003 «YHubuuupoBaHHbIe
CHCTEMBI JOKYMEHTAIIUH. YHuduuupoBaHHas cucreMa OpraHU3alMOHHO-
pacropsauTeIbHON TOKYMEHTALUU.

5 | TpeboBanus K 0POPMIICHHIO TOKYMEHTOB.

6 | [lonsTus «pekBU3UTY, «PopMyIsip-oOpasen.

7 | PexBU3UTHI, UCIIOJIb3yEMbIE IPU NOJATOTOBKE U 0()OPMIIEHUH TOKYMEHTOB.

8 | TpeboBanus K 0HOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

IIpakTHyeckue 3aHATHS

Ne 2. Pa3zpaboTka 61aHKa JOKYMEHTA.

CamocrosiTeibHas padora

CocraButh koHCHEKT «['OCT P 6.30-2003 «YHUPHUIMPOBAHHBIE CHCTEMBI JOKYMEHTAIHH.

N3yunTh pacmonoXeHue peKBU3UTOB M TpaHUIBl 30H Ha ¢opmare A, YIJIOBOTO H

NPOJIOJIBHOTO OJIAHKOB, pa3MelleHHe Hadall IMedyaTaHus PEKBU3UTOB IO TOPHU30HTAIM U UX

B3aMMHOE PaCHOJI0KEHHUE.
Pa3nes 2. CucremMbl JOKyMeHTalMH.
Tema 2.1. CopaepxxaHue y4eOHOro Mmarepuasa OK.05, OK.09,
OpraHn3annoHHsbIC U 1 | Bugpl ynpaBieHUeCKUX JOKYMEHTOB, OCOOEHHOCTH COCTaBJIEHHs M 0)OPMIICHHS. OK.10, OK.11
pacliopAanUTCIIbHBIC 2 Cucrema OpraHu3allMOHHON JOKyMEHTaluu. Buabl opraHu3aimoHHBIX JOKYMEHTOB
AOKYMCHTBIL. 3 | Cucrema pacniopsiIuTeTbHONW JOKYMEHTAIMH. BUIbI pacriopsauTeIbHBIX JOKYMEHTOB.

4 | OcobeHHOCTH cOCTaBJIEHUS M 0O)OPMIIEHHS PaCIOPSIUTENbHBIX JOKYMEHTOB.

IIpakTH4eckHe 3aHATHA




Ne 3. Pazpabotka u oopMIICHHE TTPHKA3a IO OCHOBHOM JIEATEIHHOCTH.

CamocrosiTesibHasi padoTa

Tema 2.2. CripaBo4HO-
nH(pOpMaLIOHHbIE
JTIOKYMEHTBI

Conep:kanue y4eOHOT0 MaTepHuaJia

1 | Cucrema nnpopmMaiMOHHO-CIIPABOYHOH TOKYMEHTALINH.

2 | Bunel nunbOopManMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3 | Ocobennoctu cocrapyieHus: U opopmiieHUs: THPOPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB.

IIpakTnyeckue 3aHsATHS

Ne 4, JlenoBas urpa «3acenanue YueHoro Coperay.

Ne 5. PazpaboTtka u ohopmIIeHHE MPOTOKOJIa U akTa. Pa3spaboTka u oopmieHUE TOKIIATHOM,
CIIy’)KeOHOH M 00BSICHUTEIBHOM 3aIMCOK.

CamocrosiTesibHas padora

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

Tema 2.3. O0Omue
OCHOBBI JIEJIOBOU
KOPPECIIOHICHITU Y.

Coaep:xanue yueOHOro MaTepuaJia (MHTEPAKTUBHASA JIEKIU)

OCo0EHHOCTH COCTABICHUS HGHOBOﬁ KOPPCCIIOHACHIIUN.

OcoOeHHOCTH 0(OPMIIEHHUS I€I0BOI KOPPECTIOHACHIINU.

CnyxeOHasl mepenucka Ha MpeIIpUsTHH.

Buags! cem.

TpebGoBaHuUsI K 1€TIOBON peyH.

I"'pammMaTndeckne 0COOEHHOCTH JEJI0BON PEYH.

~NoOoobhWIN|EF

Jlornueckoe nmocTpoeHne JOKyMEHTOB.

IIpakTH4eckHe 3aHATHA

CamocrosiTeibHas padora

Hammcats acce «llenecoodpa3znocTs ucnoib3oBaHus 01ankoB B X X1 Beke»

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

Tema 2.4. bankoBckue
JTIOKYMEHTBI

Conep:xanue yueOHOro MaTepuaJia

1 OCOOEHHOCTH COCTaBJICHUS OaHKOBCKHX JOKYMCHTOB

2 | OcobenHnoctu ohopmieHns: 6aHKOBCKUX JJOKYMEHTOB

3 | Texnomnorust paboTHI ¢ GAHKOBCKUMH JIOKYMEHTAMHU

IIpakTnyeckue 3aHsATHS

Ne 6. Keiic «CocraBienue 1 opopmIIeHHE JOBEPEHHOCTH

CamocrosiTebHas paGora

Hanucare pedepar Ha Temy «TpeGoBanus u TexHOJOTHS pabOThl ¢ OAHKOBCKUMH
JIOKYMEHTaMU»

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




Pa3nes 3. Opranusanus padoThl ¢ JOKYMEHTaAMH.

Tema 3.1. Opranuzarnus

Conep:xanue yueOHOro MaTepuaJia

OK.05, OK.10, OK.11

IIOKyMeHTOO60p0Ta. JIBmkeHue JOKYMCHTOB Ha HOpeANpHATHH C MOMCHTA HX CO3JaHHSA OO0 3aBCPIICHH
VCTIOJTHEHUS MJTH OTIIPABKH.

2 | IlonsiTue «JOKYMEHTOOOOPOTY.

3 | [IpunHimne! opranuzanuu JOKyMEHT0000poTa.

4 | ®opMmbl opraHu3anuu paboThl ¢ JOKYMEHTaMHU.

5 | IlpoxoxaeHue u NopsA0K UCIIOJIHEHUS BXOJAIINX JOKYMEHTOB.

6 | [IpoxoxaeHue UCXOMSIINX U BHYTPEHHHUX TOKYMEHTOB.

7 | Pabora ¢ KOHQUAECHIIMATbHBIMU TOKYMEHTAMHU.

8 | [lonsTue «komMMepyeckas TaitHay.

9 | Pabora c mucpMaMu 1 OOpaIIEHUSIMH TPaXKJIaH.

IIpakTHyecKue 3aHATHS

Ne 7. OopmiieHue xypHaia perucTpaiiy BXOAMmEeH 1 UCXOIAIIeH KOPPECTIOHICHIINH.

Ne 8. OdopmiieHne )KypHana perucTpanyuy IpruKas3oB.

CamocrosiTesibHas padora

CocrtaBuTh coobmenue Ha TeMy: «OcobeHHOCTH (OPMHUPOBAHUS M XpaHEHHS JIe] B OaHKE
Tema 3.2. CopnepxxaHue y4eOHOIro MmaTepuasa OK.05, OK.10

®opMupoBaHue U
XpaHEHUE eIl

ITponiecc popmupoBanus aed.

CocraBieHne HOMCHKIJIATYPBI OCJI.

IToHATHST «HOMEHKJIATypa eI, «IEI».

321]121‘{1/1 " IOPpAOOK CUCTEMATHU3all TOKYMCHTOB.

OcobeHHOCTH (POPMHUPOBAHNUS PA3TUYHBIX TPYII JOKYMEHTOB.

Posie HOMEHKIIAaTYypBl e pH (HOpMUPOBAHUM JOKYMEHTOB B JIeJa.

®dopmupoBaHue U 0QPOpPMIICHHE AEI.

Opranuzanys TeKymero (ornepaTuBHOr0) XpaHEHUs JIe.

OO N[OOI IW|IN|F-

ITogroroBka u rnepejiadya TOKYMCHTOB Ha apXUBHOC XPAHCHUC.

[ IRy
o

SKCHepTI/IBa INCHHOCTU NOKYMCHTOB.

IIpakTnyeckue 3aHsATHS

Ne 9. @opmMupoBaHHe apXUBHOTO JeTa.

CamocrosiTeibHas padora




Paznen 4. ABTomatusanus npoueccos /J0Y.

Tema 4.1.
ABTOMATH3ALMA
npoueccos /IOY.

Conep:xanue yueOHOro MaTepuaJia

XapaKTepI/ICTI/IKa TCXHUYCCKHUX CPCACTB, IPUMCHACMBIX B ACJIOIMPOU3BOACTBC.

TupaxupoBaHue J0KyMEHTOB.

Bo3MOXXHOCTH TNpPUMEHEHUSI KOMIBIOTEPHBIX TEXHOJIOTMH B JOKYMEHTUPOBAHUM W
OpraHu3aIy JJOKyMEHTO000pOTa.

BHe,IlpeHI/IC CHUCTEMBI 3JICKTPOHHOI'O ,I[OKYMGHTOO60pOTa Ha MPpCAIPUATHUH.

gl W |[NPEF

ABTomMaTtusupoBaHHble paboune mecta (APM).

6

Opraamuzanys JOKYMEHTO000POTa C MCIIOJIb30BAHIEM CPEACTB TEIIEKOMMYHUKAIIH.

OK.05, OK.09, OK.10

JAnddepennupoBanHblii 32a4ueT (MPAKTHYECKOE 3aHITHE)

Hrtoro

48




3. YCJIOBUS PEAJIM3ALIMA ITPOTPAMMBI YYEBHOM JUCIHATLIMHBI
«IOKYMEHTAIIMOHHOE OBECITEYEHUE TPO®ECCHOHAJIBHOM
AEATEJIBHOCTHW»

3.1. TpeOoBaHus K MAaTepHAJIBLHO-TEXHHYECKOMY O00ecreyeHU 0
Peanu3anus  mporpaMMmbl  AMCHUIUIMHBL  TpeOyeT — Haau4us Kabunera
JOKYMEHTAI[MOHHOTO 00eCIeYeHHs yIpaBJIeHUs.
O6opynoBanue yaeOHOTo KabuHeTa!
Y4eOHble CTOJBI, paboyee MECTO MPENoAaBaTelisi, KOMIUIEKT Y4eOHO-HArJSTHBIX
1ocoOuil Mo AUCUUILIMHE, Pa3JaTOYHbIN MaTepuall.
Texnuueckue cpenacrsa OOy4YeHHs: MOOMJIBHBIA MYJIBTUMEIUNHBIA  KOMILIEKC:

HOYTOYK, TPOEKTOP, SKpaH.

3.2. UndopmanuonHoe odecnieyeHne 00ydeHust

JIUTEPATYPA

1. Bemkyposa, A.b. JlokyMeHTaIIMOHHOE OOCCIICUeHUE YIIPaBICHUS: yaeOHOe mocoOre st
CTYICHTOB cpenHero npodeccrnoHanbHoro odpasosanus : [12+] / A.b. BemkypoBa. — MockBa
; bepnmun : Qupexkr-Menua, 2020. — 181 c. : un., tabn. — Pexxum gocryma: mo moAmucke. —
URL: http://biblioclub.ru/index.php?page=book&id=570999 . — BubGmuorp.: c. 156-159. —
ISBN 978-5-4499-0436-2. — DOI 10.23681/570999. — TekcrT : anexkrponubiii.(CI1O)

2. lllyeamnosa, H. H. OcHOBEI Aem0OTpON3BOACTBA. SI3BIK CITYy)KEOHOTO JIOKYMEHTA : YIeOHUK
u npakTukym Juig By3oB / H. H. lllyBanosa, A. 0. MBaHoBa ; nox o6meit penakuueir H. H.
[lyBanoBoil. — 2-e u3n., nepepad. u gon. — Mocksa : U3znarenscto FOpaiit, 2020. — 428
c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-10848-4. — Texct : anexTponHslii // bC
FOpaiir [caiiT]. — URL: http://biblio-online.ru/bcode/450549

3. Kopnees, U. K. JlokyMeHTHpOBaHNE YIPaBICHYECKON NesTeabHOCTH + TecThl B DBC :
yueOHuK u npaktukym ais By3oB / U. K. Kopnees, A. B. ITmienko, B. A. Mamypres. — 2-e
u3M., nepepad. u non. — Mocksa : M3narensctBo HOpaiit, 2020. — 384 c¢. — (Bnicmiee
obpaszopanue). — ISBN 978-5-534-04533-8. — Tekcr : anekrponusiii // OBC FOpaiit [caiiT].
— URL: http://biblio-online.ru/bcode/450470

JlonoJHUTeIbHbIEe HCTOYHUKM:
4. Bemkyposa, A. b. JlokymeHTarimoHHoe o0ecrieueHue yrpaBiaeHus: yaeOHoe mocooue st
CTYIEHTOB CpeqHero mnpodeccuoHanbHOro obpaszoBanusa : [12+] / A. b. BemkypoBa. —

Mocksa ; bepnun : upekr-Meauna, 2020. — 170 c. : wun., tabn. — Pexum pocryma: mo


http://biblio-online.ru/bcode/450549

noxnucke. — URL: https://biblioclub.ru/index.php?page=book&id=570999 — BubGnuorp.: c.
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4. PEAJIM3ALIIMA TPOT'PAMMBI JIUIA JINL C OT'PAHUYEHHBIMU
BO3MOKHOCTAMH

1. OGpa3zoBanue OOy4arOIUXCA C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 370pPOBbs  (TIpH
HIMYMHA KOHTUHTEHTA) MOXKET OBITh OPraHM30BaHO KaK COBMECTHO C JIPYTMMHU OOY4YarOUIMMHUCH,
TaK U B OT/EJIbHBIX IpyIHIax.

B ocBoeHMM IMCHMIIMHBI MHBAJUAAMU M JIMIAMHU C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3I0pOBbsI OOJIBIIOE 3HAUYEHUE HMMEET WHAMBUIyalbHas paboTa, MoapasymeBaromias Be (opMbl
B3aMIMOJICHCTBUS C TIpEnojiaBaTeleM: HHIWBHIyalbHas yueOHas pabora (KOHCYIbTAlUU), T.C.
JIONIOJTHUTEIbHOE DPa3bsCHEHUE Yy4yeOHOro Mmarepuana, M yIIyOJeHHOE H3yd4eHUE MaTepuaia U
WHAMBUJyaJIbHAsl BOCHMTaTelbHas pabora. VHaMBHIyanbHble KOHCYJbTAllMM IO MpEeIMETy
SIBIISTIOTCSI B&YKHBIM (DaKTOPOM, CITOCOOCTBYIOIINM WHIMBHUIYaIH3AIMA O0YYECHUS U YCTAHOBJICHUIO
BOCIIMTATEJIbHOIO KOHTaKTa MEXJy IpenojaBareieM M O00y4aroIlMMCS WHBAJIUAOM WU
00y4aroIuMCs ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/J0POBBSI.

2. Y4eOHO-MeTOoIMYeCKHe MaTepualbl Uil OOy4arolUXCcs W3 4Kcia MHBAJIMIOB M JIUI] C
OTPaHUYECHHBIMH  BO3MOXXHOCTSIMH ~ 3/I0POBBbSl  TPEAOCTABISIOTCS B OOHOW U3 (opm,
aIalTHPOBAHHBIX K OTPaHUYEHUSIM UX 3I0POBBS U BOCIIPHUITHS UHPOPMALIUH.

[Tepeuenb yueOHO-METOAMUYECKOTO O0eCTIeYeH s 1)1 00yUaromuXcs O AUCHUILINHE:

e (C HapylieHHEM Ciiyxa: B ie4aTHOU GopMme, B (hopMe 2IIEKTPOHHOTO JOKYMEHTA;

e C HapyumeHHMEM 3pEeHMs: B II€4aTHOM Qopme yBenudeHHbIM wIpudToMm, B Gdopme

ANEKTPOHHOTO JJOKYMEHTA;

e C HapyleHHEM OIOPHO-JABUIaTENbHOIO ammnapara: B IedaTHOW Qopme, B ¢opme

3JIEKTPOHHOI'O IOKYMEHTA;

JlaHHBI mepedeHb MOXKET OBITh KOHKPETHU3UPOBaH B 3aBHCHMOCTH OT KOHTHHIEHTa
o0y4Jaronmxcs.

3. OcBoeHME IUCHUIUIMHBI WHBAIMAAMUA W JIUIIAMHA C OTPAaHHMYEHHBIMH BO3MOKHOCTSIMHU
3/I0pOBbSl OCYILECTBISIETCSI C HCIOJB30BaHUEM CpEACTB OOydeHHs OOLIEro M CHEUaIbHOTO
Ha3HAYEHUS: MYJIbTUMEIUHHOE OO0OpYJOBaHHUE C BO3MOXKHOCTBIO SKPAaHHOTO YBEIWYEHHS IS
CTY/ICHTOB C HAapyLIEHHEM 3pEHUs, UCTOYHHKH MUTaHUA IS HHIUBUAYAJIbHBIX TEXHMYECKHX
CPEICTB.

B xaxmoit ayauropuu, r€ OOyYarOTCS WHBAIUABI W JIMIA C OTPaHUYCHHBIMHU
BO3MOKHOCTSIMH ~ 3/I0pPOBBSI, IPEIyCMaTPUBAETCSI COOTBETCTBYIOIIEE KOJIMYECTBO MECT ISt

o6yqa101u1/1xc;1 C YUCTOM OT’ paHI/IquI/Iﬁ HX 300POBbA.



5. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHHMS YYEFHOM JJUCHUILIAHBI
«IOKYMEHTAIIMOHHOE OBECITEYEHUE TPO®ECCHOHAJIBHOM
AEATEJIBHOCTHW»

KOHTpOHB N OLCHKa Ppe3yJbTaTOB OCBOCHHA yqe6H0171 JUCHUIINIMHBI OCYIICCTBIIACTCA
npenoaaBarcjicM B IMIPOLCCCC MPOBCACHHA IPAKTUUYCCKHUX 3aH5ITI/II7I, TCCTUPOBAHHA, a TaAKIKC
BBIITOJIHCHHU AL O6y‘laIOIHI/IMI/ICH HHIWBUYAJIbHBIX SaHaHHﬁ.

Pe3yabTarnl 00yyeHus
(ocBOEHHBbIE YMEHMUsl, YCBOEHHbIE 3HAHMS)

Kpurepun onenkn

DopMBbI U METOAbI
KOHTPOJISI ¥ OLIEeHKH
pe3yJabTaToB
00y4eHust

B pe3synbrare ocBoeHUs yueOHOM
JTUCLUIUIMHBI 00yJYaroIUICs TOJKEH YMETh:
- 0OpMIIATH TOKYMECHTAIIUIO B
COOTBETCTBUM C HOPMATUBHOW 0a30H,

UCIIONB3YsI HH()OPMAITMOHHBIE TEXHOJIOTHH U

CpeacTBa OPrrCxXHUKM;

- UCIIOJIb30BAaTh YHI/I(i)I/IIII/IpOBaHHI)IG CHUCTEMBI

JTOKYMCHTAIUH;
- OCYIIECTBIIATh XpPaHEHUE, IIOUCK
JOKYMEHTOB;

- UCIIOJIb30BATh TCICKOMMYHUKAIIUOHHBIC
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTO000pOTE

B pesynbrare ocBoeHus yueOHOU
JTVCHIUTUIAHBI 00yYaroIIUNACs TOJKESH 3HATh:
- OCHOBHbIE MOHATHSI JOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrpaBIeHUS;

- OCHOBHBIE 3aKOHO/IaTeJIbHBIE U
HOPMATHBHBIEC aKThI B O0JIACTH
JOKYMEHTAI[MOHHOTO 00ecTIeYeH s
yIIpaBJICHUS;

- 11T, 3a/1a4¥ U TIPUHIIUITBI
JOKYMEHTAI[HOHHOTO 00ECTICYeHHS
yTpaBJICHHUS;

- CUCTEMBI JJOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBiaeHUs;

- TpeOOBaHUs K COCTABICHUIO U
o(hopMIIeHHIO PA3IMYHBIX BUI0B
JTOKYMEHTOB;

- o011Me mpaBuia OpraHu3aluu paboThl C
JTOKYMEHTaMH,

- COBpEeMEHHbIe HH(POPMAaIIMOHHbIE
TEXHOJIOTUH CO3aHUS JOKYMEHTOB U
aBTOMaTHU3allUU JOKYyMEHTO000pOoTa;

- OpPTaHM3aINI0 PadOTHI C AIIEKTPOHHBIMU
JOKYMEHTaMH;

- BUJIbl OPTTEXHUKH M CIIOCOOBI ee
UCIOJIb30BAaHUS B IOKYyMEHTAIIUOHHOM
o0ecrieueHnn yrpaBieHUs

«OTIMYHO» - TEOPETUUYECKOE
coJiep;KaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 TPOOEIIoB,
yMeHHs cpOpMHUPOBAHEIL, BCE
PEyCMOTPCHHBIE
POrpaMMoil yueOHbIe 3a1aHus
BBITIOJTHEHBI, KAYECTBO MX
BBITIOJTHEHUS OLEHEHO BBICOKO.
«XO0pOoIIO» - TECOPETHUECKOE
coJiep:KaHue Kypca OCBOCHO
MOJIHOCTHI0, 0€3 MPoOeIioB,
HEKOTOpbIE YMEHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE IPEyCMOTPEHHBIE
mporpamMmoil yueOHbI€ 3aaHus
BBITIOJTHEHBI, HEKOTOPbHIE BUJIBI
3aJaHUH BEIIOJHEHEI C
ommoOKamHu.

«Y IOBJIETBOPUTEIBHO) -
TEOPETUUECKOE COJIep:KaHne
Kypca OCBOCHO YaCTUYHO, HO
MPOOEIbI HE HOCST
CYIIIECTBEHHOTO XapaKTepa,
HE0OXO0IUMBIE YMEHHUSI paOOTHI
C OCBOCHHBIM MaTEpUaJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJBITUHCTBO
MPEyCMOTPEHHBIX
porpamMmoi o0ydeHust
yueOHBIX 3aJ]aHH1 BBHITIOTHEHO,
HEKOTOPBIC U3 BBHITTOJTHEHHBIX
3aJJaHuM cojiepKaT OIIHOKH.
«HeymoBneTBOPUTEIIBHOY -
TEOPETUUECKOE COJIEpPIKaHNe
Kypca He OCBOEHO,
HEO0OXOIMMBIC YMEHHUSI HE
c(hopMHUPOBaHBI,
BBHITIOJTHEHHBIE yUeOHbBIE
3aJIaHusl COJIEPIKAT TPYyOBIe
OIINOKHU.

Texymui KOHTPOJIb:

- OLICHKa
BBITIIOJTHEHHBIX padoT;
- IPOBE/ICHUE
MUCbMEHHOT0/YCTHOTO
OIpoca;

- IPOBE/ICHUE
TECTUPOBAHUS,

- OIICHKA PE3yJIbTaTOB
CaMOCTOSITENIbHON
paboTsI (HamrcaHue
pedeparos, perieHue
3aja4, MPOEKTHBIC
UCCIIEIOBaHMS U T.[1.)

IIpomekyTOUHBIN
KOHTPOJIb:

- B (hopme

¢ depeHInpOBaHHO
ro 3ayeTa
(MMCbMEHHBIN/yCTHBIN
OIIPOC, NIPOBEJICHNE
TECTUPOBAHUS U T.11.)
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