MunucrepcrBo o0pazoBanusi 1 Hayku Poccuiickoii @enepannu
YacTHoe 00pa3oBaTe/ibHOE YUpeKIeHHe
BbICIIEr0 00pa30BaHUsA
«MexKTyHAPOAHBI HHCTUTYT PHIHKA)

OTtnenenue cpeanero npogecCHOHAJIbLHOTO 00pa30BaHUs

_NMEBEPAJIAIO

I lpopuuqﬁ“;io yxicOHof pagare

qoy BO MHPy
Lé;}’(’%#* €M ilcpon

« & ))2‘.,;/‘ 4 7 ] 7‘4_2‘7()]() s

PABOYAS ITIPOTPAMMA YUYEBHOU JUCITATIIVMHBI

OI1.13. JOKYMEHTAIHMOHHOE OBECIHIEYEHUE YIIPABJIEHUSA

Jlnst cnenmaabHOCTH
cpeaHero npogecCMOHAIBLHOI0 00pa3oBaHus
38.02.07 «baHkoBCKOE /1€J10»

Camapa 2016 .



OJIOBPEHA COI'JTACOBAHO

na saceganuu MK aucrmmuiue obmero

I'YMaHHTAPHOTO M COIIMAIBHO-OKOHOMUYECKOI0 LUK 3aBeyIOMIHit OTAENeHHEM CPEHEro
[TpoTokomn Ne/ or32.0F 2016r. podecCHOHATBEHOr0 00pa3oBaHus
INpencenarens ITIK

P
&/7 C.A. I'y6anoB (Ma"/ B.B. bapanosa

PaGouas mporpamma paspaborana Ha  OcHoBe  (DejepanpbHOr0  rocyaapcTBEHHOTO
o6pasoBaTenpHOrO cTanxapra (nanee ®I'OC) 10 CrenHaIbHOCTH CPEIHENO MPO(ECCHOHATBHOIO
obpaszosanus (manee CIIO) 38.02.07 «baHkoBCKOe A€I0», YTBEPXKASHHOTO IPHKA30M

MunucTepcTBa 06pazosanus 1 Hayku PO Ne 837 ot 28.07.2014.

Opranmsanus-paspaboruuk: YacTHoe 00pa3oBATeNbHOE YUPEXKIEHHE BhICLIEro 0OpasoBaHus

«MeKTyHapOIHBIH UHCTHTYT PBIHKa»

Cocrasurens: I0cynosa C.H., k.u.H., npenogasatens otaenenus CI10O

Peuensent: I'y6anos C.A., k.¢.H., nperozasarens otaenenus CI10



1. IACIIOPT PABOYEH MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI

«JloOKyMeHTAIlHOHHOEe o0ecredyeHue yIpaBIeHUusD

1.1. O6uacTh mpuMeHeHUsi nmporpamMmbl. PaGoyast mporpamma y4eOHOH IUCIUILTUHBI
«JlOKyMEHTaIIMOHHOE OO0ECIIeYCHNE YIPABICHHUS» SIBIISCTCS YacTbi0 MPOrpamMMbl TOATOTOBKH
cnermanuctoB cpeanero 3BeHa (IIIICC3) mo cnemumansHOocTH 38.02.07 «baHKOBCKOE €0
0a30BOI OJITOTOBKY U €IMHA JIJIs1 BceX (OpM 00ydeHUs.

1.2. Mectro yueonoii aucuumimHbl B crpykrype IIIICC3: yuyeOnas nucuuIinHa
«JloKyMeHTaIMOHHOE O0ecleYeHrne YIpPaBICHUS» OTHOCHTCSA K Tpymne oOmienpodeccrHoHalbHbIX
JUCLUIUIMH NPO(ECCHOHANBHOTO IUKIIA.

1.3. Hean u 3agaum y4eOHOI AMCUHMIIMHBI — TpPeOOBaHUS K pe3yjbTaTaM OCBOEHHS
Y9eOHOM TUCIUTUTNHBI:

B pe3ynbrare ocBoeHUs y4eOHOMN NUCHUIUIMHBI CTYAEHT JODKEH YMeTh!

OoQOpPMIIATh JTOKYMEHTAllMI0O B COOTBETCTBMM C HOPMAaTHBHOM 0a30i, HCIONb3YS
MH(pOPMALMOHHbIE TEXHOJIOTHH U CPE/ICTBA OPITEXHUKHY;

UCTIOJIB30BaTh YHU(UIIMPOBAHHBIE CHCTEMBI JIOKYMEHTAIIHH;

OCYIIECTBIISITH XPAaHEHUE, TOUCK JOKYMEHTOB;

UCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTMH B AJIEKTPOHHOM JIOKYyMEHTO00O0pOTE.

B pe3ynbraTe 0CBOGHUS TUCIMITIMHBI CTYEHT JJOJKEH 3HATH:

OCHOBHBIE MOHATHS JOKYMEHTAI[HOHHOTO O0ECTICYCHHUS yITPABIICHIS,

OCHOBHBIE 3aKOHOJATEIbHbIE M HOPMAaTHUBHBIE aKThl B 00JACTH JOKYMEHTAI[MOHHOTO
obecrieyeHus yrpaBaeHUs;

LeJY, 331241 U IPUHLUIIBI JOKYMEHTAIIMOHHOTO 00EeCTIeYeHNUs YIIPABICHMS;

CHCTEMBI JOKYMEHTAI[MOHHOTO 00eCIIeYeHNs yIpaBlIeHHS;

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO PA3JIMYHBIX BUIOB JIOKYyMEHTOB;

o0IIre paBuiIa OpraHu3aiy paboThl ¢ JOKYMEHTaMH,

COBpPEMEHHbIE MH(OPMAIMOHHBIE TEXHOJOTHMM CO3JaHUs JOKYMEHTOB M aBTOMAaTH3alluu
JTOKYMEHTO0000pOTa;

OpraHu3aINIo paOOTHI C AIEKTPOHHBIMHU JIOKYMEHTAMH.

B pe3ynbraTe ocBoeHMs y4eOHOM TUCHUIUIMHBI TOJKHBI OBITH CHOPMUPOBAHBI:

00we KomnemeHyuu, sKIHawUe 8 cebsi CHOCOOHOCMb

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JA€ATEIbHOCTb, BEIOUPATh TUIIOBBIE METOJIBI U CIIOCOOBI
BBITTOJTHEHUS MTPO()ECCHOHABHBIX 3a/1a4, OIIEHUBATh WX d(P(PEKTUBHOCTH M KaYECTBO.
OK 6. PaGorarp B KOJUIGKTHBE H KOMaHe, 3(P(EKTUBHO O0OMAThCS C KOJIJICTaMH,

PYKOBOJICTBOM, ITIOTPEOUTEIISMHU.



OK 7. bparpb Ha cebsi OTBETCTBEHHOCTh 3a pabOTy UJICHOB KOMaHIbI (ITOJAYNHEHHBIX),
pe3yIbTAT BBITOJHEHUS 3aJaHUH.

OK 8. CamocTosTenbHO ONpeeaTh 3a1a4u NpoheCCUOHAIBHOIO U JINYHOCTHOTO pa3BUTHS,
3aHUMAaThCA CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBINICHHE KBATH(PHKAIINH.

OK 9. OpueHTHpOBATHCS B YCIOBHUAX YAaCTON CMEHBI TEXHOJIOTHH B PO ECCHOHATBHON

OK 11. 3Hare npaBuia TEXHUKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTh 33 OPraHHU3allUIO
MEpONPUATHHA 110 00ecieueHUI0 6€30M1acCHOCTH TPYAa.

npogeccnoHaJIbHbIE KOMIIEeTEeHIIUH, COOTBETCTBYIOIIUE  OCHOBHBIM  BHUJAAM

npodecCHOHALHOM IeATEIBHOCTH

I1K 1.1. OcymecTBisiTh pac4eTHO-KacCOBOE 00CTYKUBAaHUE KIIMEHTOB.

IIK 1.2. OcymecTBiATh O€3HAIMYHBIE IUIATEXU C MCIOJIB30BAaHUEM pA3IUYHBIX (QOpM
pacyeToB B HALMOHAJIBHON U NHOCTPAHHOW BAJIFOTAX.

1K 1.3. OcymecTBiATh pac4eTHOE 00CITY)KUBaHUE CYETOB OIO/PKETOB PAa3IMYHBIX YPOBHEH.

1K 1.4. OcymiecTBasTh MEXOAHKOBCKHE PACUETHI.

I1K 1.5. OcymecTBisTh MEXIYHAPOAHBIE PACYETHI 110 SKCIIOPTHO-UMIIOPTHBIM OIIEPALIUSM.

[IK 1.6. OO6cnyxuBaTh pacyeTHbIC OINEPAlMd C HCHOJIH30BAHUEM PA3JIMYHBIX BHJIOB
IJIaTEKHBIX KapT.

1K 2.1. OnieHuBath KpeAUTOCIOCOOHOCTh KIIMEHTOB.

1K 2.2. OcymiecTBasTh U 0OPMIIATH BbIJa4y KPEAUTOB.

1K 2.3. OcymiecTBiasTh CONPOBOXKACHUE BBIIAHHBIX KPEIUTOB.

1K 2.4. IIpoBoauTh onepaiuy Ha pbIHKE MEXKOAHKOBCKUX KPEIUTOB.

1K 2.5. ®opMupoBaTh U PETyJINPOBATH PE3EPBBI HA BO3MOYKHBIE TOTEPH 10 KPEAUTAM.

1.4. KosmnuyecTBO 4aCOB Ha OCBOEHHE NPOrPAMMBbI IUCHUIIMHBI:
MaKkCUMaJbHOW y4eOHON Harpy3ku cTylaeHTa 94 daca, B TOM 4HCIE: 00s3aTEIbHOMN

ayIMTOPHOU y4eOHOM HArpy3KH CTyJaeHTa 36 4acos.



2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

O0bem yacoB
Bup yueOHoii padoThl

Ounas popma 3aounas popma

MaxkcumaJjibHasi yueOHasi Harpy3Ka 54 -

(Bcero)

O0s3aTesIbHAsE Ay IUTOPHAA YueOHas 36 -

Harpy3ka (Bcero)

B TOM YHCIJIC:

JIEKLIUA 18 -

nabopaTopHbIE pabOTHI -

MPaKTUYECKHUE 3aHATUS 18 -

KOHTPOJIbHBIE paOOTHI -

KypcoBasi paboTta (IpoekT) (eciu -

MIPEyCMOTPEHO)

CamocrosiTe/ibHasi padoTa CTy/AeHTa 16 -

(Bcero)

B TOM YHCIJIC:

CaMOCTOsITeNTbHAs paboTa HaJl KypCOBOIt -

paboToii (IpOEKTOM)

HccnegoBaTenbckas pa60Ta -

Pabota ¢ uHpOpMAIIMIOHHBIMU UCTOYHUKAMU

PedepaTuBhnas pabora

N EEN (o]
1

Pemenue 3agau

TBOp‘ICCKI/IC 3aJaHus -

HO}IFOTOBKa MPE3CHTAIMOHHBIX MaTCpHUaIOB -

JlomarHssi KOHTpOJIbHAs paboTa -

Cocrasnenne Ta0IuIL 4

Koncyabrauumn 2

ATTecTanus no JUCIUIIINHE DK




2.2. TemaTu4eckui mjiaaH

o AMCHMIIJIMHE «I[OKyMeHTaHI/IOHH()e odecmeyeHue YupaBJieHUSD»

cnenuaabuoct 38.02.07 « BaHKOBCKOE 1€J10»

oyHas popma 0dyueHus

HanmenoBanme pasaciioB U TEM

KomanuectBo
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Pa3pnen 1. lokymenTupoBanue
yIpaBJieH4YeCKOM 1eSTeIbHOCTH. 16 8 4 4 8
Tema 1.1. Beenenue. Conepxanue 1 OCHOBHBIE
3a7a4¥ COBPEMEHHOI0 JOKYMEHTAIMOHHOTO 5 1 1 4
o0ecrnieueHus ynpaBaeHusl.
Tema 1.2. HopmatuBHO-MeTOIUYECKas O6aza 5 3 1 5 5
JOV.
Tema 1.3. OcHOBHBIE TpeOOBaHUSA K
COCTaBJICHUIO M 0(hOPMIICHUIO JOKYMEHTA. 6 4 2 2 2
Paznen 2. CuctemMbl JOKYMEHTAIINH. 29 18 8 10 4
Tema 2.1. OpranuzaiiioHHbIe U 4 4 5 9
pacrnopsAuTeIbHbIe JOKYMEHTBI
Tema 2.2. CripaBoyHO-UH(OPMALIMOHHBIE 8 8 9 5
JIOKYMEHTBI
Tema 2.3. OO0111ie OCHOBEI JIETOBOM 4 9 9 9
KOPPECHOH/ICHIIUH.
Tema 2.4. bBankoBCcKHE JOKYMEHTHI 6 4 5 2 5
Paznen 3. Opranusamnus paéorsl ¢ 10 8 4 4 2
TOKYMEHTAMH.
Tema 3.1. Opranuzarus JOKyMEHTO000pOTA. 6 4 5 5 2
Tema 3.2. ®opmupoBaHHe U XpaHEHUE JIE. 4 4 5 5
Pa3znena 4. ABromaTu3zanus 4 4 9 )
npoueccos 10Y
Tema 4.1. Apromaruzaius nporeccos JJOY 4 4 2 i
Koncynbranus 2 2
Hroro: 54 36 18 18 16 2
dopMa KOHTPOJIA JADK




2.3. Conep:xkanue yueOHOM AUCUMIIMHBI «/lOKyMeHTallMOHHOE 00ecnieyeHne YIpaBJeHUus»

HauMeHOBaHHUe pa3aeioB U Coaep:xanue yueOHOro MaTepuaJia, JadopaTopHble padoThl H MPAKTHYECKUE 3aHATHS, Oo0bem YpoBeHb
TeM CaMOCTOsITeIbHAsI pa00Ta CTYAeHTOB, KypcoBasi padoTa (IIpoeKT) 4ac0B OCBOCHUA

Paznen 1. JlokyMeHTHpOBaHNe YIIPaBJeHYECKOH AeATeJbHOCTH. 18

Tema L1 Beenenue. | Conep:xanue yuedGHOro matepuasa 1

Conepxanue W OCHOBHBIC | ] O6wexr, npeamer JJOY. 1

3aa4n COBPEMEHHOTO

JIOKyMEHTALUOHHOTO 2 Henp u3ydeHus: TUCIUILTAHBL. 1

obecrniedeHHs yIpaBIeHN. 3 OO01mas XxapakTepuCTHKa Kypca, CBS3b C APYTUMH TUCIUTLTHHAM. 1
4 Pons JIOY B nesTenbHOCTA OpTraHU3AINN. 1
5 3HaueHue 3HaHUN U yMeHu# B o0nactu JIOY s cnenmanucra. 1
6 Cnyx06a TOKyMEHTAIIMOHHOTO 00eCTIeUeHus YIIPaBIeH s, ee 3aa9H, CTPYKTypa, TOJHKHOCTHON COCTaB. 1
7 PermamenTanus padotsl ciyx0b1 JJOY. 1
8 | OCHOBHBIC MOHATHUS «TOKYMEHTa», «IOKYMEHTHPOBAHUS», «IOKYMEHTAI[HOHHOTO 00eCIICUCHHS 1

yIIPaBICHUS.
9 Bamgaun 10Y. 1
10 | MecTo 1 poJib TOKYMEHTOB B yIIPAaBICHUN HA COBPEMEHHOM 3Tarie. 1
11 | Undopmanusi. 1
12 | CsoiicTBa U PyHKIMH JOKYMEHTA. 1
y y

13 | Knaccuduxarust TOKyMEHTOB. 1
IpakTnyeckue 3aHATHS -
CamocrosiTesibHast paboTa CTyAeHTA
CocraButh Tabnuiy «Mcropus aenonpou3BocTBa B Poccum» 4 3

Tema  1.2.  Hopmarusuo- | Cogepkanne y4eGHOro MaTepuaia 1

meToaudeckas 6asza JIOVY. 1 [Nonsitue HOpMaTHBHO-MeTOAMYeCKOM O0a3wl JJOY. 1
2 CocTaB HOpMaTUBHO-MeTOAMYecKOl 0a3bl JJOY. 1
3 [NousiTHe «yHHDUKAIUS. 1
4 l'ocynapcTBeHHble YHU(DHUIMPOBaHHBIE CUCTEMBI JOKYMEHTALINH. 1




5 [MonsiTHE «cTaHAAPTU3ALNUS TOKYMEHTOBY. 1
6 TpeboBanus k pa3paboTke yHUPUIHUPOBAHHBIX (POPM JOKYMEHTOB. 1
7 Knaccudukamnms yHupuIupoBaHHbIX (OpM TOKYMEHTOB. 1
8 O6mepoccuiickue KIacCu(QUKaTOPbl TOKYMEHTAIIH. 1
9 I'ocynapcreennas cucrema JIOV. 1
IpakTHYecKue 3aHATHSI 2 2
Ne 1. PaGora B KOMMBIOTEpHOM Kiacce. M3yuenue HopmaTuBHOW ©0a3pl. Pabora B cucremax
«KoncynpranT Ilmtocy, «"apant»
CamocTosiTe/ibHast padoTa CTyJAeHTA
[ToaroToBUTH COOOIEHUE «YHU(DUKAIMS U CTAHIAPTU3ALUS JOKYMEHTOBY 4 3
Tema 1.3. OcHoBHEIE Copep:xanue y4e0HOro MaTepuajia 2
TPeOOBAHUS K COCTABJICHUIO U 1 [MousiTHE «OIaHK JOKYMEHTa. 1
OhOpMIEHHIO JOKYMEHTA. 2 OcHoBHbIe TpeOoBaHMS K OJTaHKY JOKYMEHTA. 1
3 CrpyKkTypa JOKyMEHTA. 1
4 TpeboBanus k ohopmireHno qokymeHToB 1o 'OCT P 6.30-2003 «YauduuupoBaHHbIE CHCTEMBI 1
JOKyMEHTAIlMU. YHU(HUIMPOBAHHAS CHCTEMa OPraHU3aIlMOHHO-PACTIOPSIUTEILHON JOKYMEHTAIINH.
5 TpebGoBanus K OPOPMIIEHUIO TOKYMEHTOBY. 1
6 [MoHATHS «PEKBU3UTY, «POPMYIIIP-00paser. 1
7 PeKBH3HTHI, UCTIOIB3yEMbIE TIPH MOJrOTOBKE M 0)OPMIICHUH JTOKYMEHTOB. 1
8 TpebGoBaHMs K 0OPOPMIICHHIO PEKBHU3HTOB JJOKYMEHTOB. 1
IIpakTu4yeckue 3aHATHS
Ne 2. PazpaboTka OyiaHKa JIOKYMEHTA. 2 2
CamocTosiTeJibHasi padoTa CTyJeHTa
Cocrautb koHCIekT « ['OCT P 6.30-2003 «YHu(bUIIMpOBaHHBIE CUCTEMBI JOKYMEHTAIIMNY. M3y4nTh 2 3
pacroyioxKeHrne PeKBU3UTOB M IPAHUIIBI 30H Ha opmate A4 yIIIOBOTO U MPOJIOJIBFHOTO OJIAHKOB, pa3MelIeHHe
HayaJll MevyaTaHusi PEKBU3UTOB 110 TOPH30HTAIIM U MX B3aUMHOE PacIIOIOKEHHE.
Pa3nen 2. CucteMbl JOKYyMEHTAIMH. 30
Tema 2.1. Opranuzanuonssie 1 | Comep:kaHue y4eGHOro MaTepuaja 2
PaClOpAAUTEILHBIC TOKYMEHTERL. | ] Bujpl ynipaBieHYeCKHX JOKYMEHTOB, OCOOCHHOCTH COCTaBJICHUS H 0pOpMITCHUS. 1
2 Cucrema OpraHu3allMOHHON JOKyMEHTAIlMU. BUibl OpraHn3alioHHbBIX TOKYMEHTOB 1
3 Cucrema pacropsIuTeIbHOM JOKyMEHTAIlM|. BUIbI pacTiopsIuTeNbHBIX TOKYMEHTOB. 1




4 Oco0eHHOCTH cOocTaBIeHUs U 0(hOPMIICHHSI PACTIOPSIINTEIbHBIX JOKYMEHTOB.

IpakTHyeckne 3aHATUA

Ne 3. Pa3pabotka u o)opMiICHHE IIPHKA3a 0 OCHOBHOM IEATEIHbHOCTH. 2 2
CamocTrosiTesqibHasi padoTa CTyAeHTa -
Tema 2.2. CipaBouHo- Copep:xanne y4e0HOro MaTepuajia 2
MH(pOPMALIMOHHBIC TOKYMEHTBI | ] Cucrema HH)OPMAIIMOHHO-CIIPABOYHOM JOKYMCHTAIIUH. 1
2 Bunbr na)OpMaIinoOHHO-CITPABOYHBIX JOKYMEHTOB. 1
3 OcobeHHOCTH cocTaBieHus U 0hopMIIeHHsI HHPOPMAOHHO-CITPABOYHBIX JOKYMEHTOB. 1
IpakTnyeckue 3aHATHS
Ne 4. JlenoBas urpa «3acenanue YueHoro CoBeta». Pa3zpaborka u opopmieHme mpoTokoa. 2 2
Ne 5. PazpaboTka u oopMiieHHe aKTa. 2 2
Ne 6. Pa3paboTka u oopMIICHHE JOKIAJHOM, CITy’>KeOHOM U 0OBSICHUTEIIBHOM 3aIHCOK. 2 2
CamocTosiTesibHAsA padoTa CTyAeHTa -
Tema 2.3. O6mwme ocHoBbl | Cogepkanne y4eGHOro MaTepuaia 2
JIeNIOBOH KOPPECTIOHICHIIMH. 1 OcoOEHHOCTH COCTaBJICHHS AEI0BOM KOPPECIOHACHIIUH. 1
2 OcobenHocTH 0(hOpMIICHHS JCIIOBON KOPPECIIOHICHIINY. 1
3 CrnyxeOHas niepenvcka Ha IpeAnpPUITHH. 1
4 Busl nuceM. 1
5 TpeOGoBaHUA K JEIIOBOW peyH. 1
6 I'pammMaTHueckre 0COOEHHOCTH JIETIOBOH peyu. 1
7 Jloruyeckoe MOCTpOEHHUE JTOKYMEHTOB. 1
IMpakTnyeckue 3aHATHS
CamocTosiTesibHAsA padoTa CTyAeHTa
Hamucats acce «llenecooOpa3HocTh nCoib30BaHus 01aHkoB B X X1 Beke» 2 3
Tema 2.4. bankoBckue Copep:xaHue yueOHOro MaTepuaJia 2
MOKYMEHTBI 1 Oco0eHHOCTH cOCTaBIECHUsI OAaHKOBCKUX JOKYMEHTOB 1
2 Ocob6enHocTH oQopMIIeHUST 0AHKOBCKHUX JOKYMEHTOB 1
3 Texnonorus paboTel ¢ 6aHKOBCKUMHU JOKYMEHTAMU 1
IIpakTHyeckue 3aHATHA
Ne 7. CocrasneHue U 0opOpMIICHUE TOBEPEHHOCTH.
2 2




CamocTrosiTesqibHasi padoTa CTyAeHTa

Hammucats pedepat Ha Temy «TpeboBaHMs 1 TEXHOIOTHS paOOTHI ¢ 6aHKOBCKUMH JTOKYMEHTAMID)

Paznen 3. Opranusauusi paéoTbl

C IOKYMECHTaMMU.

12

Tema 3.1. Opranuzanus

Conep:xanue yueOHOro MaTrepuasa

JIOKyMEHT0000pOTA.

JB1>KeHre TOKYMEHTOB Ha MPEANPUATAA C MOMEHTA UX CO3JIaHUS O 3aBEPIICHUS HCTIOTHEHUS WU
OTIIPaBKH.

[lonsTHE «TOKYyMEHTOOOOPOT.

[TpuHIMITEL OpraHU3alMy JOKYMEHTOO00POTA.

®DopMbI opranu3ayy padoThl ¢ JOKYMEHTaMHU.

[IpoxoxaeHue u MOPSI0K UCTIOTHEHSI BXOIAIINX JOKYMEHTOB.

[IpoxoxaeHne UCXOIAIINX U BHYTPEHHIX JTOKYMEHTOB.

Pabora ¢ koH(pUICHIIMATBHBIMU TOKYMEHTaMHU.

IlonsiTHE «KOMMEpYECKast TalHAY.

Olo(N[o|lO bW IN| -

Pabora ¢ mrcbMaMu 11 0OpaIIeHUsIMU TPaKIaH.

L I

IIpakTuyeckue 3aHATHS

Ne 8. Odopmienne xypHalla pEerucTpandy BXOMASAIIEH KOPPECHOHICHIINY, UCXOISIIESH W KypHAam
PEerucTpaluy NPUKa30B.

CamocTrosiTesibHast padoTa CTyACHTA

CoctaBuTh coolbmienue Ha TeMy: «OcobeHHOoCTH (JOPMHUPOBAHUS U XPaHEHHs JIe]1 B OaHKe»

Tema 3.2. DopmupoBanue u

Conep:xanue yueOHOro MaTepuasa

XpaHCHHUE ICII.

[pouecc popmupoBanus aei.

CocraBieHne HOMCHKJIATYPBI JCJI.

[MonasTus «HOMCHKJIATypa ACID», «ACID).

3ajaun U MOPSAIOK CUCTEMATH3AIUH JOKYMEHTOB.

Ocob6eHHocTH (GOPMUPOBAHUS PA3IUIHBIX TPYIIT JOKYMEHTOB.

Posib HOMEHKIATYpBI Jen npu GOPMUPOBAHUH JOKYMEHTOB B JIea.

dopmupoBaHue 1 0QPOpPMIICHHUE JEIl.

Opranu3zaius TeKyniero (OrnepaTuBHOT0) XpaHEHHUS JIE.

OloN[oO|(ORWIN|F

TlonroroBka u nepejiaya JOKYMEHTOB Ha apXHUBHOE XpaHEHHUE.

=
o

SKCHepTI/ISa HCHHOCTU JOKYMCHTOB.

e

IIpakTHyeckue 3aHATHA

Ne 9. dopmupoBaHUe apXUBHOTO JIEIa.




CamocTrosiTeibHasi padoTa cTyAeHTa
Pasnen 4. ABromaruzaunus npoueccos JJOY. 4
Tema 4.1. ABTomaTuzanus Coaep:xanue yueOHOro0 MaTepuaJia 2
npoueccos JIOY. 1 XapakTepuCTHKa TEXHUUECKUX CPENICTB, IPUMEHIEMBIX B AETONPOU3BO/ICTBE.

2 TupaxxupoBaHue TOKYMEHTOB.

3 Bo3MOXKHOCTH TpUMEHEHHS KOMIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTUPOBAaHMUM U OpTraHU3alNH

JIOKyMEHT0000pOoTa.

4 Breapenne cucTeMbl 3J1€KTPOHHOTO TOKYMEHTO000pOTa Ha TIPEANIPUSTHH.

5 ABToMaTH3upoBaHHEBIE paboune Mecta (APM).

6 Opranu3anys JOKyMEHTO000pOTa C UCIIOIb30BaHUEM CPEJICTB TEIEKOMMYHHKAIIUH.

IIpakTuyeckue 3aHATHS -
KoncyasTanuu 2
Bcero 66

JU1st XapaKTepUCTUKH YPOBHSI OCBOEGHHS Y4eOHOI0 MaTepHaa UCHOIb3YIOTCS CIeAYyIoNe 0003HaYeH S

1 — o3HakoMHTENBHBIH (y3HABaHUE PaHEEe U3YUYEHHBIX 00BEKTOB, CBOUCTB);

2 — PeNpOAYKTUBHBIN (BBIIOIHEHHE ACATEIILHOCTH MO 00pasily, HHCTPYKIMU WU IO PyKOBOACTBOM);

3 — IPOAYKTHBHBIN (IJIAHUPOBAHHUE M CAMOCTOSITENILHOE BBIIOJIHEHHE ACATEILHOCTH, pelIeHHe NPoOIeMHBIX 3a1ay4).




3. YCJIOBUSA PEAJIM3ALIUU TPOI'PAMMBI TINCHUIIJINHBI
3.1. TpeGoBaHUsA K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecie4eHH 0

Peanm3zanus mporpaMMel JUCIUIUIMHBI TPEOYET HATMYHS YI€OHOTO KaOWHETA.
O6opynoBanue ydeOHOT0 KaOMHETA:

® [0CaJ0YHBIC MECTA MO YKHCIY CTYICHTOB;

e pabouee MECTO MpernoaBaTes;

e pabouas 10CKa,

® KOMIUIEKT 00pa3iioB 0()OPMIIEHHBIX TOKYMEHTOB.

TexHnuueckue cpeacTBa 00y4eHUS:
®  MYyJIbTUMEIUNHBIA TPOEKTOP,

e HOYTOYK,
® OKpaH.

3.2. UndopmanuonHoe odecrieyeHne 00ydeHust

OcCHOBHbBIE HICTOYHUKH:
1. T'mamuii, E.B. [lokyMeHTalmoHHOe oOecrieueHre yrpaBicHus: YdeOHoe mocobme. — M.:

PUOP: UH®PA-M., 2013. —249 c.

2. IImenko, A.B. JlokymeHtanuonHoe obecriedenne ympaienus / A.B.Ilmenko,
JILA. loponuna. - Yuebnuk CIIO. - M. : Usnp-it uentp "Axagemms", 2015. - 224c. -
(ITpodeccuonanproe odpazosanue). - ISBN 978-5-4468-2278-2 : 387-46.

JlonmoJiHUTeIbHASA JINTEepaTypa:

3. ApacnanoBa, B.A. JlokymMeHTanMoHHOE oOecrieueHre YIpaBlIeHHs: y4eOHO-PaKTHUECKOe
nocodue / B.A. Apacnanosa. - M. : [lupekr-Menua, 2013. - 240 c. - ISBN 978-5-4458-2253-
0 ; To xKe [DnexTpoHHbIH pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=137706

4. bacakoB, M.U. [lokymenTanmonHoe oOecneueHue ympasieHus: (JlemonpousBoaCcTBO)
yuebnuk / M.U. Bacakos. - 2-e u3n., ucn. u nor. - Poctos-u//l : ®ennkc, 2013. - 352 c. : uin.
- (Cpennee npodeccrnoHanbHOE 0Opa3oBanme). - budmmorp. B k. - ISBN 978-5-222-20053-7
; To xKe [DnexTpoHHbII pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=271490

5. IMmenko, A.B. JlokymenTannonHoe obecnedyenue ynpasnenus. [Ipaktukym / A.B.ITmenko,
JI.LA.loponuHa. - 3-e u3f.,crep. - M. : U3n-it uentp "Axkagemus", 2012. - 160c. - (Cpennee
npogeccuoHaIbHOE 00pa30BaHHUeE).

6. IlemkoBa I'. JI.. Cekperapckoe neno [DneKTpoHHBIH pecypc] / Munck: Bolimiimas
mikoa,2014. -368c¢ http://biblioclub.ru/

7. PymbiauHa, JILA. JlokymeHnTannonHoe ooecnieuenue ympasiaeHus. — M.: OULL «Axamemusi»,
2014. - 224 c.



http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=234981

NudopmanuoHHbIe pecypchbl

1. YuuBepcurerckas OnbauoTexa OHJIaH [DJIeKTpOHHBIN pecypc] / Pexxum noctyma

http://www.biblioclub.ru

Jlenonpou3BoaAcTBO + [DnekTponHsiii pecypc] / Pesxum mocryma http://www.delpro.narod.ru

3. JlokymMeHTOOO0OpOT U ACTONPOU3BOACTBO: KHUTH, YYEOHUKU U CAMOYUYHUTENHU [ DIEKTPOHHBIH
pecypce] / Pexxum noctyna http:// www.workpaper.ru

4, CailiT 1o KaapoBOMY JCJIONPOM3BOACTBY [DJeKTpoHHBIN pecypc] / Pexum nmocrtyma
http://www.kadrovik-praktik.ru

5. JlokymMeHTOOO0OpOT U Aenonpou3BoAcTBO. CHCTEMbI 3JEKTPOHHOTO JOKYMEHTOO0OOpOoTa
[DnexTponHsIit pecypc] / Pexxum noctyna http://www.doc-online.ru

no

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUATUIMHBI

KoHTpo/Ib U 0OlleHKA pe3yJbTaTOB OCBOEHHUsI yUeOHO0I THCIMIIJIMHBI 0CYIeCTBISIETCS
NpenoaaBaTeieM B Npolecce NMPOBeIeHHsI MPAKTHYECKUX 3aHATHI, TECTHPOBAHNS, a TAKKe
BBINOJIHEHHUSI 00YYAIOIIUMUCS MHANBUAYAJIbHBIX 3a1aHMIA.

®opMbl 1 METOAbI KOHTPOJISI U
OcHoBHbBIE OKA3aTeJIN OLIeHKH pe3yJbTara
OLICHKH Pe3YJIbTAaTOB 00y4eHH s
B pe3ynbraTe ocBoeHHS y4€OHOM TUCIUTUIUHBI DOpMBI KOHTPOJIS:
00yYaroIuniCs TOMHKEH YMETh: -TECTUPOBAHUE
- 0OpMIISITH OPTaHU3ALMOHHO-PACTIOPSIAUTEIbHBIE -3a4eT
JOKYMEHTBI B cOOTBETCTBUU € JieicTBYyomuM ['OCTomMm; Meroasl KOHTPOJIA:
- OCYILECTBIIATH 00paOOTKY BXOJAIINX, BHYTPEHHUX U - YCTHBIN HHAUBUIYaTbHBIN 1
HCXOJSIINX JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHHEM; (bpoHTaNBHBIN OIpOC
- 0(OpMIISTH TOKYMEHTHI JJIsl IEPEJaul B apXUB - CTaHJApTU3UPOBAHHBIN KOHTPOJIb
OpraHu3alyy. (TecTupoBaHue)
- CAMOKOHTPOJIb
B pe3synbrare ocBoeHUS yueOHOM AUCIIUTUIMHBI ®opMbI KOHTPOJIA:
00y4JaroImuics 10HKEH 3HaTh: -3KCIIEPTHOE HAOII0AeHNE
3aKOHO/IATENIbHYIO 0a3y 00 opraHu3anuu -OLICHKA Ha MPAKTHYECKUX
rocyJAapCTBEHHOM CTATUCTUYECKOW OTYETHOCTHU U 3aHATUSAX MPU BBITIOJHEHUH PabOT
OTBETCTBEHHOCTH 3a HapYIIEHHE MOpsIJIKa ee
MpEACTABICHUS; Metoabl KOHTPOJIA:
COBPEMEHHYIO CTPYKTYPY OPraHOB rOCyAapCTBEHHOMN - YCTHBIA HHANBHUIYAJIbHbBINA U
CTaTUCTHUKH; (bpOoHTANBHBIHN OIIpOC
MCTOYHUKHU y4yeTa CTaTUCTUYECKON HH(POpMaIuy; -T€CTUPOBAHUE
HKOHOMHKO-CTATUCTHYECKHE METOIbI 00paOOTKM Y4eTHO- | - HaOII0IeHHe
cTaTUCTUYeCKOW nHpopManuy; - pelieHue 3aaa4
CTaTUCTUYECKUE 3aKOHOMEPHOCTU U JUHAMUKY
COLIMAJIbHO-9)KOHOMHUYECKHUX MPOLIECCOB, POUCXOAAIINX B
CTpaHe.



http://www.biblioclub.ru/
http://www.delpro.narod.ru/
http://www.workpaper.ru/
http://www.kadrovik-praktik.ru/
http://www.doc-online.ru/

4.2. IlepeyeHb BONIPOCOB /Jisi MOATOTOBKHU K 3a4eTy
no AucuumiInHe «JokymeHTannmoHHoe odecrneyeHne ynpaBJieHHsD)

1. OcHoOBHBIC TIOHSATHE JENONPOU3BOACTBA. JJokymMeHT. JJoKyMeHTO00O0POT.

2. HOpuanyeckas cuia JOKyMEHTA.

3. OcnoBubie 'OCT5I 110 TOKYMEHTOOOOPOTY ¥ ApXUBHOMY JICTY.

4. 3akoHBI, periiaMeHTUPYIOLIKE JEIOMPOU3BOJICTBO.

5. BO3HUKHOBEHHE OTEUYECTBEHHOTO JIEIONMPOM3BOACTBA. lIpMKazHOE ©  KOJIIEHKCKOE
JIEIIOTIPOU3BOJICTBO.

6. MunucTepckoe nenonpou3BoacTBo. COBETCKOE AIONPOU3BOICTBO.

7. CoBpeMeHHOE TOCYAapCTBEHHOE PETYIHMPOBAHUE JTIOKYMEHTO000pOTA.

8. OdopmieHne TOKYMEHTOB. PEKBU3UTHI.

9. TlousaTue 6maHKa JOKYMEHTA U UX KJIacCU(UKAIIHSL.

10. Yaudukanus u cTaHAapTU3aLUs YIPABICHYECKIX JOKYMEHTOB.

11. Knaccugukanuust 1e10BbIX JOKYMEHTOB.

12. Odopmiienne nOKyMeHTOB. TpeOOBaHUS K TEKCTY.

13. DAeKTPOHHBI JOKYMEHTOOOOPOT U €T0 CIeU(HKa.

14. OcobeHHOCTH SI3bIKa U CTUIISL CITY>KEOHBIX TOKYMEHTOB. Mopdomorusi.

15. OcobeHHOCTH SI3bIKa U CTUIISI CITYKEOHBIX TOKYMEHTOB. JIekcuka.

16. OcobGeHHOCTH S3bIKA U CTHJIS CITYKEOHBIX T0KyMeHTOB. CHHTaKCHC.

17. Kommno3unus J0KyMeHTa.

18. PempakTopckas mpaBKa CIIy>)KeOHBIX JOKYMEHTOB.

19. Oopmitenne opraHU3aIMOHHBIX TOKYMEHTOB. Y craB. [lonoxenue. Jorosop. MHCTpyKITHSL.
HITarHoe pacriucanue. [IpaBuiia BHYTpEHHETO pacropsIKa.

20. TpymoBoii JOTOBOP | €ro 0POPMIICHHE.

21. [lonroToBka pacmopsIUTeNbHBIX JOKyMeHTOB. Ilpuka3. Pacnopspkenue. VYkasanue.
Pewenne. Iloctanosnenue.

22. [IpaBuia BeieHHsI TPOTOKOIA.

23. UndopmallMOHHO-CIIpaBOYHbIE  JIOKYMEHTHl.  JloxkiagHas/cinyxeOHas/00bsCHUTENbHAS
3anucka. Crnpaska. Tenerpamma.

24. AkT. JIoBepeHHOCTh U TIPAaBUJIA €€ COCTABJICHUSI.

25. OdopmiieHHE AETOBBIX TTHCEM. THUIIBI TTHCEM.

26. Tenedakc. @akc. Teneraiin. DIeKTPOHHbBIE TUCHMA.

27. OpraHu3anusi TOKyMEHTOOOOpOTa Ha MPEANPHITAU. JJOKYMEHTHI IO JHYHOMY COCTaBY.
Amnkera. JInunas kaptouka pabotHuka. [Ipukasel. I'paduk otmyckos. TpynoBast KHHXKKA.

28. [IpaBuia HaMCaHUs PE3OMe.

29. Perucrpanus JOKyMEHTOB.

30. Pabora ¢ nucbMamM# U OOPALIEHUSIMU TPAXKAAH.

31. PaboTa ¢ koH(HUICHITHATEHBIMHA JOKYyMEHTAMHU.

32. [lenoBoii 3TUKET MpH Tene(hOHHBIX TIEPErOBOPaXx.

33. Opranusanus TEKyIero XxpaHeHust JOKyMeHToB. HoMeHkaTypa aei.

34. ®opmMupoBaHUE U XpaHEHHE JIETI.

35. [ToaroroBka fen kK apxuBHOMY XpaHeHuto. Onucu nen. Ilepenaya nen B apxus.

36. XpaHeHue TOKYMEHTOB B DJIEKTPOHHOH dopMe.



5. UCITOJIb3OBAHUE AKTUBHbBIX U UHTEPAKTUBHbBIX ®OPM U METO/J10B

OBYUYEHUA
Ne AKTUBHBIE U UHTEPAKTUBHBIC ()OPMBI Tema KommuectBo Kon
1 METO/Ibl 00yUCHUS 3aHATHS 4acoB hopMHUpyEMBIX
KOMITCTEHITU I

1 PaboTa B KOMIIBIOTEPHOM KJI1acce. Tema 1.2 2 OK2, OK3, OK4,
N3yuenne HOpMaTHBHOM Oa3bl. OK 5, OK 8§, IIK
Pabota B cucremax «KoHCyabTaHT 1.1.

[Lrocy, «"apanT»

2 NutepaktuBHas nekuus «OcHoBHbie | Tema 1.3 2 OK2, OK3, OK4,
TpeOOBaHUs K COCTABIICHUIO U OK 5, OK 8, TIK
0 OPMIICHHUIO TOKYMEHTOB 1.1, 1IK 1.2, TIK

1.3, 11K 1.4, I[IK
1.6

3 Henosas urpa «3acenanue Yuenoro | Tema 2.2 2 OK2, OK3, OK4,

Coserta» OK 5, OK 8§, IIK
1.1.

4 Henosas urpa «CocTaBieHue U Tema 2.3 2 OK2, OK3, OK4,
odopmIIeHHE UCXOAIICH OK 5, OK 8, TIK
JOKYMEHTAIluu B OaHKe» 1.1.,1IK 1.2, TIK

1.3, I1IK 1.4, I[IK
1.6

5 NuTepaktuBHas nekuus «O01ime Tema 2.3 2 OK2, OK3, OK4,
OCHOBBI JIE0BOM OK 5, OK 8§, IIK
KOPPECIIOHICHIIUN» 1.1., TIK 1.2, TIK

1.3, I1IK 1.4, I[IK
1.6, I1K-2.1-2.5
6 Keiic «CocraBnenue ycraBa Tema 2.4 2 OK2, OK3, OK4,
OpraHHu3aLN» OK 5, OK 8§, IIK
1.1, TIK 1.2, TIK
1.3, TIK 1.4, I[IK
1.6, I1K-2.1-2.5
Hroro 12




