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Pabouas nporpamma y4yeOHOW JAMCHMIUIMHBI pa3pabOTaHa Ha OCHOBE
®denepanabHOr0 rocyaapcTBEHHOro oOpaszoBarenbHoro crangapra (gaiee dI'OC) no
CHENUAIBHOCTU cpeaHero npodeccuoHanbHoro odpazoanus (nanee CIIO) 38.02.07

Bbankosckoe aeJo.

Opranuzanus—pa3padoTuuk: ABTOHOMHAs HEKOMMepueckass MnpodeccuoHanbHas
oOpa3oBaresibHasi opraHuzanus "BraauMUpcKuUil TEXHMKYM 5SKOHOMHUKH U TIpaBa

Bnankooricoroza'.

P33pa6OT‘II/IK: l'omskoBa TarbsiHa HwukomaeBHa — npenogaBaTCiib CICUAUCIHUILIINH
AH 10O BTOII.
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1. TACHIOPT PABOYEN IMPOT'PAMMbBI YYEEHOM JJUCHUTLIMHBI

OI1.04 IokyMeHTallMOHHOE O0ecreyeHre YIpaBJIeHUus
1.1. O6s1acTh NpUMEHEHHUSI IPOrPAMMBI:

PabGouas mnporpamma yueOnoit mguciumumasl OIL04 lokyMeHTanmoHHOE
o0ecneyeHre yNpaBJeHUS SBJSIETCS YacThl0O OCHOBHOM  TpodeCcCHOHAbHOU
oOpasoBaTtenbHON mporpammbl B cooTBeTcTBUH ¢ PI'OC mo cmermumansHOocTH CIIO
38.02.07 bankoBckoe aeJo.

PaGouass  mporpamma yueOHoM muctuuinHel OIL.04 {okyMeHTALMOHHOE
o0ecrieyeHre YyNpaBJieHUs] MOXET OBITh WCIOJIB30BaHA B  JOMOJIHUTEIHHOM
npodeCCUOHATLHOM 00pa30BaHUM MPU MOBBIIIEHUN KBATU(UKALUKM U TIEPEIIOATOTOBKE
C 1IeJIbI0 OOHOBJICHUSI 3HAHUW, YMEHUN M TOBBIINICHUSA KBaIU(UKAIMU B paMKax

CIICOHUAJIbHOCTH.

1.2. MecTo MCHUIUVIMHBI B CTPYKType OCHOBHOH mnpogeccHOHAIbLHOI
o0pa3oBaTe/IbHOM MPOTrPAMMBI:
VYuebnas aucuurmiraa OI1.04 «JlokyMeHTaliMOHHOE OOecreueHrue yrpaBICHUSD)
MPUHAIICKUT K 001enpoPecCHOHATBHBIM AUCITUTUIMHAM.
1.3. Heau wm 3agauM JMCHUIVIMHBI - TPeOOBaHMSI K Ppe3yJbTaTaM OCBOEHMS
TUCUMILTAHBI:
B pe3ynomame oceoenus oucyuniunvl 00y4arouuiicsi O0JIHCeH YMenb:
- oopMIIATh JTOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATUBHOU 0a30i, MUCIOJIB3Ys
MH(POpPMAIIMOHHBIE TEXHOJIOTHH;
- OCYIIECTBJISATH aBTOMATU3AINI0 00paOOTKH TOKYMEHTOB;
- YHU(UIHUPOBATH CUCTEMBI TOKYMEHTAIIUH;
- OCYUIECTBIIATH XpPaHEHHE, IOUCK JOKYMEHTOB;
- HCHOJIb30BaThb  TEIEKOMMYHHMKAIMOHHBIE  TEXHOJOTHMM B  DBJEKTPOHHOM
JIOKYMEHTO000pOTE;

B pe3ynomame oceoenus oucyuniunvl 006y4aroujuiicsi 00JIHCeH 3HAMb:



- TIOHSTHE, IIENIY, 337]a41 U IPUHIUIBI JeTOTMPON3BOICTBRA;

- OCHOBHBIE MOHATHS TOKyMEHTAIMOHHOTO 00eCIIeYeHHsI YIIPABICHUS;

- CHCTEeMBI JOKYMEHTAIIHOHHOTO 00eCTIeueHHs YIIPaBICHNUS;

- KJIacCU(PUKALUIO TOKYMEHTOB;

- TpeboBaHMS K COCTABICHUIO U O(hOPMIICHHIO IOKYMEHTOB;

- OpraHu3alMio J0KyMeHTo00opoTa: mprueM, 00paboTka, perucTpalysi, KOHTPOJIb,

XPpaHCHUC JOKYMCHTOB, HOMCHKJIATypa ACI.

14. PexomeHayemoe  KOJH4YECTBO YacOB HAa  OCBOCHHE  MNPOrpaMMbl
TUCHMILTAHBI:

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOyuatromierocst 86 yacos, B TOM 4HCIIE:
00s13aTeIbHON ayTMTOPHOM yueOHOM Harpy3ku oOydJaromerocs 56 yacos;

camocCTosTeNbHOU paboThl oOyyatonierocss 30 yacos.



2. CTPYKTYPA U COJAEPKAHUE YUYEBHOM JUCIUILINHBI

2.1. O0bem yueOHOM AUCHMILVIMHBI U BUABI y4eOHOUH PadoThI

. Oo0bem
Buabl yueOHOI padoThI
4acoB

MaxkcumajbHasi yueOHasi Harpy3ka (Bcero) 86
Oo0si3aTesIbHAs ayIUTOPHAA y4eOHAas HArpy3Ka (scero) 56
B TOM YHCJIE:
MIPAKTUYECKUE 3aHIATUS 28
CamocrosiTeqibHasi paboTa o0y4aruierocs (Bcero) 30
B TOM YHCJIE:
pewenue B cucteMe Koncynprant [lnroc 8
paboTta ¢ yueOHOM JIUTepaTypoil, KOHCIEKTaMHU 22

Hrorosasi arrecrauus B GopMe KOHTPOJIbHOI padoThl




3. YCJIOBUSA PEAJIMZAIIAUA TPOT'PAMMBI JIUCHUATTJIMHBI
3.1. TpeOooBanusi K MHUHMMAJIBLHOMY  MAaTEePUHAIbHO-TEXHHUYECKOMY
o0ecre4yeHHu10:

Peanuzammst mporpamMmbl  TUCHUIUIMHBL TpeOyeT HalIuuus Yy4eOHOTo
kaOuHera «JlOKyMEHTallMOHHOE OOEeCleYeHUEe YyMpaBlICHUSD», OUOIUOTEKH,
YUTAJIBHOTO 3aJ1a C BBIXOJOM B ceTh HTepHeT.

ObGopynoBaHue yueOHOro KadMHeTa:

- KOMIUIEKT YYEHUYECKO Mebenu,

- pabouee MecTo MpernoaaBaTesl.

Texnuueckue cpeacTsa 00y4eHuU:

- KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIIEH3UOHHBIM MPOTPAMMHBIM 00€CIICUCHHUEM,
- MYJIbTUMEAUNHBIA IIPOEKTOP.

3.2. UudopMmanmnonHoe obdecnievyeHne 00yueHmsi:

Ilepeyenr pexoMeHIyeMbIX Yy4eOHbIX u3daHuii, HWHTepHeT-pecypcos,

JAOMOJTHUTEIbHOM JIUTEPATYPbHI

Hopmamuenaa anumepamypa
1. Konctutyuus Poccuiickoit @enepanuu.- M.: [Ipocnekr, 2004.
2. "O6 wunHpopmanyy, HHOOPMALMOHHBIX TEXHOJOTHSAX M O 3alIUTe
unpopmanun". Oenepanbubiii 3aKkoH PO ot 27.07.2006 Ne 149-03.
3. "OO osnekTpoHHOU 1UbpoBoN moamnucu". deaepaibHBIM 3aKOH OT
10.01.2002 Ne 1-®3.
4. "O TexHu4eckoM peryinpoBaHun” denepalibHbIi 3ak0oH Poccuiickoit
deneparuu ot 27 aexadps 2002 1. No 184-D3
3. ['paxxnanckuii konekc P® (wactu 1,2,3) - M.: IIpocnekt, 2002.

6. "O xomMepueckoit Taiine". @enepanbHbiil 3ak0oH 0T 29.07.2004 Ne 98-
@3.
7. I'OCT P 51141-98. [denonpou3BoACTBO U apXUBHOE A€10. TepMUHBI U

onpenenenus (yrB. [locranosnenuem ['occrannapra PO ot 27.02.98 Ne 28).
8. I'OCT P 6.30-2003. YHuUPUIIMPOBAHHBIE CHCTEMbl JTOKYMEHTALUU.
YHuduuupoBanHas cucrema OpraHU3alMOHHO-PACIOPSIAUTEIBHON

JOKyMeHTaluu. TpeOoBaHus K OQOPMIIEHUIO JOKYMEHTOB. YTBEpXKIEH



nocraHoBieHuem ['occranmapra PO ot 03.03.2003 Ne65-ct.- M.: U3n-Bo
cranaaprtos, 2003.

0. TurnoBast UHCTPYKIIUSI TIO JICJIONIPOU3BOJICTBY B (DeiepalibHBIX OpraHax
ucroiaHuTenpbHoM Biactu (yTB. IIpukazom MwuHucCTEpcTBa KyJIbTyphl U
MaccoBbIX KOMMYHUKaIuii PO ot 8 Hoa0ps 2005 r. Ne 536)- M., 2008.

10.  OOmepoccuiickuil KiaccuPUKaTOp YNpaBICHUECKOH IOKYMEHTAIUH
OK 011-93 (OKVY ). (YTBepkJeH U BBEJEH B JCHCTBHE MOCTAHOBJICHUEM

[Noccrangapra PO ot 30.12.1993 Ne299 (¢ uzm. u gomn.ot 1999-2002 rr.)).

Y4yeOHasi IUTEpATypPa U CHIPABOYHbIE OCOOUS

1. beikoBa T.A. JlokyMeHTanMOHHOE OOECIICUCHUE YIIPABJICHUS:
VYuebnoe nocobue — 2 uza., nepepad. u gon. — M.: HUIL[ UHOPA — M,
2016 — 304c.

2. I'maguit  E.B. JlokymMeHTalMOHHOE OOECHeYeHHE YIpPaBICHUS:
Yyebnoe mocobue — 2 m3a., mepepad. u gom. — M.: UI[ PUOP: HUI]
NH®PA - M, 2016 — 249c.

3. Kupcanosa M.B. Kypc nenonpousBOJCTBa: JTOKYMEHTAlMOHHOE
oOecrieueHue ynpasieHus: YueOHoe nocobue — 6 u3f., ucnp. u Aom. - M.:

HUIL] UHO®PA — M, 2015 — 256¢.

4. Kprokosa H.II. [fTokymeHTHpOBaHNE yIIPaBICHUYECKOU AEATEIBHOCTHU:

Vuebnoe nocooue — M.: UHDPA-M, 2015 — 268c.

5. Kysuenos U.H. [lenonpon3BoacTBo: Y4eOHO-CIIPaBOYHOE MOCOOHE -
6 um3a., mepepab. u mon. — M.: H3maTenbCcko-TOproBas KOPIIOpaIus

«Jlamkos n K%, 2016 — 520c.



4. KOHTPOJIb U OLIEHKA PE3VJbTATOB OCBOEHUS
JTACTUTIIAHBI

KOHTpOJIb H OIcHKa
OCYHCCTBILICTCA IIPCIIOAABATCIICM B

3aHATHM MW J1Ta0OpaTOPHBIX padoT,

pE3yIbTaTOB

TECTUPOBAHUS,

OCBOCHHMSI  JTUCITUTLIUHBI
MpoIeCCe TMPOBEACHUS MPAKTHUYECKUX

a TakKKC BbIIIOJIHCHUS

O6y‘-IaIOH_II/IMI/ICH HHAWBUYaJIbHBIX BBHaHHﬁ, ITPOCKTOB, HCCJ’ICI[OB&HHﬁ.

Pe3yabTaTnl 00yueHus
(ocBOCHHBIE YMEHHSI, YCBOCHHbIEC
3HAHUSA)

®opMBbI U METObI KOHTPOJISI U
OLICHKHU Pe3yJIbTATOB 00y4eHH s

Ymenus

OdopMIIATh JOKYMEHTAIHIO B COOTBETCTBUH C
HOPMAaTUBHOW 0a30if, B T.4. UCIOIb3YA

MH(GOPMALIMOHHBIE TEXHOJIOTUH.

OcymiecTBisATh aBTOMATU3AIMIO  00pabOTKU
JIOKYMEHTOB.

YuudunupoBatb CUCTEMBI JOKYMEHTAIIHH.

DKCrepTHas OIIEHKA OTYETOB IO MPAKTHUSCKUM
pabotam.

OcCyIecTBISITh XpaHCHHE u TTOKCK
JIOKYMEHTOB.

OcymiecTBIsITh aBTOMATHU3aLMIO  00pabOTKU

JIOKYMCHTOB.

Hcnonn3oBarh TEJICKOMMYHHUKAIIMOHHbBIE

TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOoTe.

3Hanus

[lTonarue, wnenu, 3amayd W  OPUHUUIIBI | Y CTHBIN OMpoc,
JCJIOIIPOU3BOJICTBA. TECTUPOBAHUE.
OCHOBHbIE  MOHATHUS  JIOKYMEHTAallUOHHOTO

o0ecrieyeHrst ynpaBjeHusl.

CucrteMbl JOKYMEHTALMOHHOTO OOecleyYeHus
YIIPaBJICHUS.

Knaccudukaruto 10KyMeHTOB.

TpebGoBaHMsSI K COCTAaBICHUIO M O()OPMIICHUIO
JIOKyMEHTOB.

Opranuzanuio  JOKYMEHTOOOOpOTa: MpHUeEM,
00paboTKa, perucTpalys, KOHTPOJb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypa Jedl.
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