MUWHHUCTEPCTBO OFPA3OBAHUS I HAYKU
HUKETOPOJICKOM OBJIACTU
T'OCYJJAPCTBEHHOE BIOJKETHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJILHOE YUPEXJIEHUE
«HIDKETOPOJCKUM I'YBEPHCKUI KOJUIEK»

PABOYA S TIPOTPAMMA YUYEBHOU JUCLATIIVHBI

OI1.04 JOKYMEHTALIMOHHOE OBECIIEYUEHUE YIIPABJIEHM A
CriennajabHOCTb:

38.02.07 bankoBckoe zeino

Hwxnuit Hoeropon
2023 .



PaGouass mporpamma yueOHou aucuumiauael  OI1.04  JlokymeHTallMOHHOE
obOecrieueHUe yIpaBlIeHHS pa3paboTaHa B COOTBETCTBUHU C YYCOHBIM IIJIAHOM
nporpaMMbl MOATOTOBKHU crenuanuctoB cpeanero 3seHa (nanee I[IICC3) u Ha
ocHoBe denepanrbHOrO TOCYTAPCTBEHHOTO 00Pa30BaTEIPHOTO CTAHIAPTA CPETHETO
npodeccronansHoro oobpazopanus (panee — GI'OC) mo cnenumansHocT 38.02.07
bankoBckoe neno, yrBepxkaeHHbIM MuHoOpHayku Poccun ot 05 ¢espans 2018 r.

Ne67.

Opranuzanus-pazpadorurk: ['ocyaapcTBeHHOE 010/ KETHOE PO eCcCHOHAIBHOE

oOpazoBatenbHOe yupexaenue «Hmwkeropoackuit ['yOepHCKU KOJIEmK»

Pa3zpaboruuk: [lupsera A.H., npenogasarens ['BIIOY HI'K



COJEPXAHUME

. TIACMOPT PABOUEI MPOr'PAMMBI YYEBHOM IV CLIUTIINHBI
CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIATIIAHDBI

. YCJIOBHUS PEAJN3AIINU PABOYEI MPOTPAMMBI YUYEBHOW
TACIATIIAHBI

. KOHTPOJIb Yl OIEHKA PE3VJIbTATOB OCBOEHHUSI YYEBHOM
JTACHMUILIAHBI

12



1. MACHIOPT PABOYEM IMPOT'PAMMBI YUYEBHOM JUCIUILIAHBI
OI1.04. lokymeHTallHOHHOE 00ecnieueHue YIpaBJIeHHs

1.1. O6nacTb npuMeHeHust padoyeil MPOrpaMMbl

Pabouas mporpamma ydebnoi muctuminabel OI1.04. JlokyMeHTamMoHHOE
oOecrieyeHue yIpaBieHUsl SBISETCS YaCThIO MPOrPaMMbl MOJTOTOBKH CIICIIMAIIN-
ctoB cpennero 3BeHa (nanee — IIIICC3) B coorBercTBUM ¢ DepepanibHBIM TOCY-
JTapCTBEHHBIM 0OpasoBarenbHbIM cTangapToM (nanee ®I'OC) mo cnenuanbHOCTH
38.02.07 baHKOBCKOE ZIETIO.

JlanHasi mporpamMma y4eOHOM IUCHMIUIMHBI MOXET OBITh HMCIOJIb30BaHA B
JIOTIOJIHUTEJIBHOM TpOo(eccCHoHaIbHOM 00pa30BaHUM B paMKax peaau3aliuu IMpo-
rpaMM MEPEenoIrOTOBKU KaJpoB B MpodecCHOHANBHBIX 00pa30BaTeIbHBIX OpraHu-
3aIUsX.

1.2. MecTo y4yeOHoii qucuuminibl B cTtpykrype IIIICC3.

VY4eOHast IUCUUIIMHA BXOAUT B MPO(PECCHOHANBHBIN LUK olenpodeccu-
OHAJIBHBIX AUCHMIUIMH 00s3aTenbHOM dacTu 1ukioB IIIICC3 mo cnenmaabHOCTH
38.02.07 bankoBCKOE€ Jie0.

1.3. Heaun u 3axa4u y4eOHOH AMCUMILIMHBI — TPe0OBaHUSI K pe3yabTaTaM
OCBOCHUA Y4eOHO! AMCHUIIUHBI:

=
=1 DopMyJIMPOBKA 3HaHusi, YMeHHUs
g § KOMIIEeTeHI[UH
=2
=
2
OK 01 | BeiOupaTh criocoObl | YMeHHUsI: pacno3HaBaTh 3aJady W/WIA TpoOJeMy B
peleHus 3a1aq npoeCCHOHATbHOM HW/WIM  COIIMAJIbHOM KOHTEKCTE;
npodeccCHOHaNbHOM | aHaTM3UPOBATH 33Ja4y W/WIK MPOOIEMY U BBIIEIATH €€
NeSITeTILHOCTH, COCTaBHBIE YAaCTH; OMPEACIATH 3TAIbl PEIICHHs 3aauu;
MIPUMEHUTEIBHO K BBIBIATH M A(Q(GEKTUBHO UCKaTh HH(MOpMaIHIo,
pas3InYHbIM HEOO0XOIUMYIO JUIS PELIeHN 3aJJaui 1/UITN IPOOJIEMBL;
KOHTEKCTaM COCTaBHUThH TUIAH JICHCTBHS, ONPEACIUTh HEOOXOIUMBIE
pecypcsl;

BJIJIETh  aKTyalbHBIMH  MeTOJaMH  paboThl B
npoeCCUOHATBHON M CMEXHBIX cdepax; peaan30BaTh
COCTaBJICHHBIH  IUIaH; OLEHUBaTh  pe3yJbTaT W
MOCIIEJICTBUS CBOMX JIEHCTBUH (CaMOCTOSITENILHO WIIH C
TTOMOIIIbIO HACTABHUKA)




3HaHuA: aKTyaJbHBIN npodeccuOHATbHBIN u
COLUAIBHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
paboTaTh U XKUTh, OCHOBHbIE UCTOYHUKUA MH(OPMAIUH
U pecypcel Ul pelleHus 3ajad U [OpodieM B
poheCCUOHATFHOM H/HITH COIIMAIbHOM KOHTEKCTE;

QJITOPUTMBI BBITIOJHEHUS PaboOT B PpodeCCUOHATIBHON U

CMEXHBIX o0acTsx; METO/IbI paboThI B
npopecCUOHAIBHON U CMEXHBIX cdepax; CTPyKTypy
IUIaHa I8 pelleHus 3ajad; IOpSAJOK  OLIEHKH
pe3yJabTaToOB  pelleHus 3ajad  MpodhecCHoHaIbHOM
JESITENIbBHOCTH

OK 02 Ocy1ecTBIATh YMmenuns: ONpeAcIsaTh 3a1a4n IUIA IIOKCKA
IIOMCK, aHAJIN3 U nHpOpPMAILIUY; OIpPENeNATh HEOOXOIUMBbIE HCTOUYHUKHU
UHTEPIPETALNIO uHpopMalMy;  IUIAHUPOBaTh  IPOLIECC  IOUCKA;
uHpOpMaLuy, CTPYKTYypUpPOBAaTh H0JIy4aeMyo uHpOPMAIIHIO;
HEOOXOIMMOM AN | BBIAEHATh ~ Hambonee  3HAUMMOE B IIE€peyHe
BBITOJIHEHUS 33/1a4 | UH(QOpPMAIMK; OICHUBATh MPAKTUYECKYI0 3HAYMMOCTb
npo¢eCCUOHATIBHON | pe3yJIbTaTOB MOUCKA; OQOPMIISITh PE3YJIbTaThl IOUCKA
JIeATEIIbHOCTH 3HaHus: HOMEHKJIaTypa MH(GOPMaLMOHHBIX

UCTOYHUKOB NPUMEHSEMbIX B MpodecCHOHATbHON
NeSITeNIbHOCTH; [IPUEMBbI CTPYKTYpUPOBAHHUS
uHpopmanuy; QGopmar ohOpMIIEHUS  Ppe3yJIbTaTOB
MoKMCcKa HHPpOpMaIUU

OK 03 | [InanupoBats u YMeHusi: OIpeneisaTh aKTyalbHOCTb HOPMAaTHBHO-
pealn30BbIBATH [IpaBOBOM  JOKYMEHTaluu B  MpodeccruoHalbHOMI
COOCTBEHHOE NEATENIbHOCTH; IPUMEHITh COBPEMEHHYIO Hay4yHYIO
npodeccuoHaibHOe | MPOGECCHOHATBHYIO TEPMHUHOJIOTHIO; OMPEIEIsITh W
Y JINYHOCTHOE BBICTPanBaTh TPacKTOpUHU po¢eCcCUOHATIBHOTO
pa3BUTHE. pa3BUTHS U caMO00pa30BaHus

3HaHMAA: COJEp)KaHUE AaKTyaJbHOM HOPMAaTHUBHO-
MPaBOBOM JOKYMEHTAllMW; COBPEMEHHas Hay4Has |
npodeccuoHambHass ~ TEPMUHOJIOTHS; BO3MOXKHbIE
TPAaCKTOPUH  NMPO(PECCHOHAIBHOIO  Pa3BUTUS U
caM000pa3oBaHMs

OK 04 | PaGoratp B YMeHusi: OpraHu3oBbIBaTh pabOTy KOJJIEKTHBA U
KOJUIEKTUBE U KOMAaH/Ibl; B3aMMOJEHCTBOBATh  C  KOJUIETaMy,
KOMaH/Ie, PYKOBOJICTBOM, KJIMEHTaMH B X0j€ MpodeccruoHalbHON
a¢heKTUBHO JeATETbHOCTH
B3aMMOJICICTBOBATh | 3HAHMSA: TICUXOJIOTUYECKHE OCHOBBI JICSITEIHHOCTH
C KOJIJIETaMH, KOJJIEKTHBA, IICUXOJIOTHYECKHE 0COOEHHOCTH
PYKOBOJICTBOM, JIMYHOCTHU; OCHOBBI ITPOEKTHOM /1€ATEIIbHOCTH
KJIMEHTAMH.

OK 09 | Ucnonw3oBath YMeHusi: TPUMEHSTh CpeAcTBa HH(OPMALMOHHBIX
UHPOPMALIMOHHBIE | TEXHOJIOTUH JJIS pelleHus: MpoecCHOHATIBHBIX 3aj1ay;
TEXHOJIOTHH B HCIIOJIb30BATh COBPEMEHHOE MPOrpaMMHOE
npodeccHoHaNbHON | obecreueHne
JeSITEIbHOCTH 3HaHUSA: COBpPEMEHHBIE CpeICTBA M  YCTpoicTBa

nH(pOpMaTHU3aALMK; TOPAJOK MX TPUMEHEHUs U
nporpaMMHoOe o0ecrneyeHue B HpodecCHOHATBHON

JCATCIIBHOCTH




1.4. Pexomenayemoe KOJIMYECTBO YaCOB HAa OCBOCHHe padoyeil mMporpamMmbl
y4eOHO# TUCHUIIINHBI:

Bcero o0nem oOpa3zoBaTenbHOM Harpy3ku 48 4acoB, B TOM YHCIIE:
- 00s13aTeNIBbHOM ayIUTOPHOM y4eOHOM Harpy3ku oOyyaroiierocs: 48 4acos;



2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM IUCHUILIUHBI
2.1. O0beM y4eOHOM JUCHUNIIMHBI ¥ BBl Y4eOHOH padoThI

Bun yuye6Hoii padoThl Oo0bem
4acos
MaxkcuMasbHasi yueOHasi HArpy3Ka (Bcero) 48
Oobs13aTesibHAs Ay IMTOPHAs yueOHast HATpy3Ka (Bcero) 48
B TOM YHCIIE:
- y4eOHBIE 3aHATHS 28
- Ta0OpaTOpPHBIE U MPAKTUUECKUE PAOOTHI 20
- KOHCYJIbTalluu -
- KypcoBasi pabota (poeKT) -

[IpomexxyTounas arrecranus B popme Jud¢epeHunpoBaHHOIO 3a4UeTa




2.2. TemaTu4ecKHUii IJIaH U coJep:xkanue ydyeoOHo qucumianabl OI1.04./lokyMeHTALIMOHHOE o0ecneuyeHne YIIpABJIeHNsI

HanmeHoBaHMe pa3esoB H ConepxaHue yueOHOr0 MaTepHaJia, 1a00paTopHble padoThl M NPAKTHYECKHE 3aHATHS, CAMOCTOATe/IbHAsI padoTa O0bem YpoBenb
TeM o0yyammmxcs, KypcoBasi padoTa (IIpoeKT) 4acoB OCBOEHMS
1 2 3 4
Pa3gen 1. JlokymMeHTHpOBaHHE YIIPABJIEHYECKOH 1eSITEJILHOCTH. 52
Tema 1.1. Cooeporcanue yuebnozo mamepuaia 4
OcHOBHEIC OHATHA KYPCa | TJousrus 10V, JIOKYMEHT, JIOKyMEHTHPOBaHHE, CUCTEMBI JOKYMEHTAIIH, HOCUTEIH UHQOpMAaLIUH.
Ionsttue cmyx0b1 IOY. 3anaun u dynkuuu. Tumnosas ctpykrypa ciayxosl JOY 1
Tema 1.2 Cooeparcanue yuebHo2o mamepuana 4 2
YHudukanus u craHIapTu- 1.TToHsITHS YHUGDHUKAIIMA U CTAaHIAPTU3AIIUH.
Satumt B IOKYMEHTOBEAICHUN | 1 - (Coerap pexsusutos OPJl. TpeGoBanus k oopMIeHHIO peKBH3uTOB. Branku OPJ]
IIpakTHyeckune 3aHATHA: 2
[1P.1 Pa3pabotka (mpoekTupoBaHue) O1aHKa OpraHU3aIIH
Tema 1.3 Cooeparcanue yuedbHo2o mamepuana:
OpranuszanuonHo- Knaccudukanus JJokymeHTOB. XapakTeprucTHKa OPraHU3allHOHHBIX JOKYMEHTOB. 6 2,3
pacrnopsauTeIbHas J0Ky- XapaKkTepuCTUKa paCIOPAIUTEIbHON JOKYMEHTAIUH.
MCHTalusA XapakTepucTuKa HHOOPMAITMOHHO-CITPABOYHON JJOKYMEHTAITHH.
IpakTHyecKue 3aHATHSI: 8
IIp.Ne 2 OpopmiieHrEe OpraHU3aIMOHHON JOKYMCHTAIIUH
IIp.Ne 3 OpopmiicHrE OpraHU3aIMOHHON U PACTIOPSIAUTEILHON TOKYMEHTAIUN
I1P.Ne 4 Odopmienue nHpoOpMaIMOHHO-CITPABOYHOM JOKYMEHTAIHH.
Ip.Ne5 OdopmieHre HHPOPMAITUOHHO-CIPABOYHOMN JIOKYMEHTAIIUN
Tema 1.4 lCodep:)fcaHue YuebHo20 Mamepuaﬂal 2
JloroBopHO-TIpaBoOBas U Kaji- | XapakTepuCTUKa KaJApOBOU JOKYMEHTALMH. 1
poBas NOKyMCHTAIMs [TonsiTus moroBopa (KOHTPAKTa), COTNIALICHHUS, TPOTOKONA. Buabl TOroBOpOB.
IIpakTHYyecKkne 3aHATHS: 2
[Ip.6 CocraBnenue n oopmiIeHHE KaJIPOBOM IOKYMEHTALUMH U XapaKTEPUCTHKA IOTOBOPOB
Tema 1.5. Coaep:xanue yueOHOro MaTepuasa: 2 2

Opranusanus paboTsI ¢ 10-
KyMEHTaMH, UMEIOIINMH
rpudbl OrpaHUYeHHUS IOCTY-
na

HOprZ[OK pa6OTI)I C CCKPETHBIMU JOKYMCHTAMHU




HaumeHnoBaHnue pa3zagenos n Copaep:xanue yyeOHOro MaTepuaa, JJadopaTopHbIe padoThl M NPAKTHYECKHE 3aHATHS, CAMOCTOSITeJIbHAs padoTa O0Bem YpoBeHb
TeM ol0yyarmmxcs, KypcoBasi padoTa (IIpoeKT) 4acoB OCBOEHHS
1 2 3 4
Tema 1.6. Cooeporcanue yuebnozo mamepuaia 2 2
[Iperensnonno-uckoBas 10- | TToHATHS HCK, npereH3usi. CucremMa NpeTeH3MOHHO-MCKOBOM JOKYMEHTAIMH
KyMEHTaluA IIpakTHyeckne 3aHATHSA: 2
[1P.7 CocraBneHne NpeTeH3NOHHO-UCKOBOH TOKyMEHTAIlUN
Pasnen 2 Opranusanus paéoThl ¢ JOKYMEHTAMHU 12
Tema 2.1. Cooeporcanue yuebnozo mamepuaia 4
HoxymeHT0060pOT B Opra- | [ToHsATHe T0KyMeHT0060poTa. [TOHATHE MOTOKOB TOKYMEHTO060poTa. [IPHHITITE JOKYMEHTO060pOTa
HU3allu1 Perucrpanus 1okymMeHTOB. KOHTpOJIB 32 HCIIOJTHEHHEM.
IIpakTHyeckue padoTbl 2
[1P. 8 Peructpanusi JOKyMEHTOB
Cooepoicanue yuebnozo mamepuana 2 2
Tema 2.2. TpeOoBanus K OpraHn3aIMy XpaHEHHUS NCTIOJIHEHHBIX JOKYMEHTOB B JIJIONPON3BOACTBE. [I0HsATHE HOMEHKIIATYPHI J1eJT
Opranu3auys onepaTHBHOrO TpeOoBanus K pOPMHUPOBAHUIO JET B ACTONPOU3BOJICTBE
XPaHEHHUS! JOKYMEHTOB IIpakTryeckan padora: 2
[opsinok oopMiIeHNsT 0OIOKKH €T TIOCTOSTHHOTO XpaHEHHS
Tema 2.3. Cooepoicanue yuebno2o mamepuana 2 2
[ToaroToBka JOKyMEHTOB K Oransl NOATOTOBKYU TOKYMEHTOB K Iepe/iaue Ha apXUBHOE XpaHeHHe. TexXHONIorus yHU4ToXeH!s JOKyMeHToB. CpokH xpa-
APXUBHOMY XPaHEHUIO HEHMsI JOKYMEHTOB.
JAunddepenunpoBaHHblii 3aueT 2 2
Hroro 48




3. YCJIOBUS PEAJTU3ALIMM PABOYEIL MPOTPAMMBI YUEBHOM
JUCHUATIIAHBI

3.1. TpeGoBanusi K MUHUMAJIbHOMY MAaTePHAJIbLHO-TEXHUYECKOMY olecmeve-
HHIO.

Peammzanus yuebnoit mucuurinasl OI1.04. JlokymeHTanmonHoe obecrneye-
HUE YIpaBJICHUs OCYIECTBIsAeTCA B yueOHOM kaOuHeTe: «KaOuHer nokyMeHTau-
OHHOTO obOecrnieyeHusi ynpasieHnus. Kabuner apxuBoBenenus. KaOuner rocymap-
CTBEHHON M MYHUIIMIAJILHOUN ciyxObl. JlabopaTopus nokymenrosenenus. Jlabo-
patopus «YueOHasi KaHUespus (ciayx0a JOKYMEHTAI[MOHHOTO oOecreyeHus
YIPaBICHUS )».
O6opynoBaHue yueOHOTO KaOMHETA:!

— KOJIMYECTBO YUYEOHBIX MECT MO KOJMYECTBY O0OydYaroluxcs (KOMIbIOTEp-
HBIE CTOJIbI, CTYJIbA);

— pabouee MecTo MpernoaaBaTes;

— mKadbl 15 XpaHEeHUs y9eOHOM JTUTepaTyphI.
TexHuueckre ocHalleHue KaOuHe:

— 9KpaH;

— KOMIIBIOTCPHI C JIMOCH3MOHHBIM ITPOI'PaAaMMHBIM o0ecCIIeYCHUEM.

3.2. UudopmannoHHoe odecnevyeHne 00yueHms .
Ilepeyenb pexkoMeHayemMbIX y4eOHbIX M3AaHui, IHTepHeT-pecypcoB, A0MOJI-
HHUTEJIbHON JIUTEPATyPHI.

HOpMaTHBHO-HpaBOBLIe JOKYMCHTbBI

1. "TOCT P 7.0.97-2016. Hammonanensiii crangapt Poccuiickoit denepa-
nuu. Cucrema CTaHIapTOB MO MH(POpPMaLUU, OMOIMOTEYHOMY U H3AATEIBbCKOMY
neny. OpraHu3almOHHO-pacHopsAMTEIbHAs JOKyMeHTanus. TpeOoBaHus K
odopmieHuto nokymeHToB" (yTB. [Iprkaszom Poccranpapra ot 08.12.2016 N 2004-
CT)

OcHOBHBIE HCTOYHUKH

1. banm, B. C. lokyMeHTallmoHHOEe obecnieueHue ymnpaienus. KOpuanueckas
TEXHHKA : y4eOHOE MOoCcoOHMe ISl cpeaHero mpodeccrnoHaaibHOrO 00pasoBaHus /
B. C. bsintr. — 2-e u3z., ucnp. u nporn. — Mocksa : U3narensctBo FOpaiit, 2021. —
103 c. — (IIpodeccuonanbuoe odbpazosanue). — ISBN 978-5-534-08233-3. —
URL : https://urait.ru/bcode/474092
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2. Jloponuna, JI. A. JJokyMeHTaIlMOHHOE OOECIICUCHNUE YIPABJICHUS : YICOHHUK
U MPAaKTUKYM JJisl CpeliHero npodeccuonanbHoro odpaszosanus / JI. A. JloponuHa,
B. C. UputukoBa. — Mocksa : UznarensctBo HOpaiit, 2021. — 233 c. — (Ilpo-

dbeccuonanbHoe  oOpazoBanme). — ISBN 978-5-534-05783-6. — URL
https://urait.ru/bcode/473802
3. Kopnees, U. K. lokymeHTaIlmOHHOE 00€CTICUeHNE YIPABICHUS ;| YICOHUK U

NPaKTUKYM I cpeanero mpodeccuonansHoro odbpaszosanusi/ U. K. Kophees,
A. B. ITmmenko, B. A. Mamypues.

2-e u3., mepepad. u gom. — Mocksa : M3aa-

tenbcTBO HOpaiit, 2021. — 384 c. — (IIpodeccuonanpHoe oOpa3oBaHme). —
ISBN 978-5-534-05022-6. — URL : https://urait.ru/bcode/472550
4. Kysneyos, Y. H. JlokyMeHTalIMOHHOE OOecIeUueHHe yrnpaBiaeHus. J[okyMeH-

TOOOOPOT M ACIONPOU3BOACTBO : YICOHUK U MPAKTUKYM ISl CPEIHEr0 MPOQeCcCH-
oHanpHOTO oOOpazoBanus / W. H. Ky3nenoB. — 3-¢ wu3m., mepepad. u jom. —
Mockga : UzmarensctBo IOpaiit, 2021. — 462 ¢. — (Ilpodeccrnonanbroe 06pa3o-

Banue). — ISBN 978-5-534-04604-5. — URL : https://urait.ru/bcode/470020
5. llysanosa, H. H. JlJokyMeHTallMOHHOE 00€CII€YEHUE YNPABICHUS | YUCOHHUK

M TOpaKTUKyM Ui cpeiHero  npodeccHoHalbHOrO  oOpa3zoBaHws /
H. H. lllyBanoBa. — 2-e wu3a. — MockBa: WznarensctBo IOpaiit, 2021. —
265 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-00088-7. —
URL : https://urait.ru/bcode/469832

)IOHOJIHI/ITCJII)HLIG HCTOYHHUKHU

1. Anexceeea, T. B. JIoKyMEHTAallMOHHOE OOECIICUCHUE YMPABICHUS
yueOnuk / T. B. AmnekceeBa, O. A. CrpaxoB. — MockBa : YHHBEpCHUTET
«Cuneprusi», 2020. — 132 c¢. — ISBN 978-5-4257-0402-3. — Tekcr

AIIEKTPOHHBIN // DNEeKTpOHHBIN pecypc 1mdpoBoit odpazoBarenbHol cpeasl CI1IO
PROFo6pa3oBanwe : [caiit]. — URL: https://profspo.ru/books/101344

2. Apacnanosa, B. A. ]JloKyMeHTallMOHHOE OOECIEUYECHHUE YNpaBICHUS :
y4eOHO-TIpaKTHYECKOEe Mocodue B cxemax, Tabimumax, oOpasuax / B. A.
ApacnmanoBa. — 3-¢ u3n. — Cypryr : Cypryrckuil rocyAapCTBEHHBIN
negaroruueckuii yausepcuret, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. —
Texcr : AMEKTpPOHHBIN // DAEKTPOHHBIA pecypc IMGPOBOM 00pa3oBaTEILHOM
cpeasl CITO PROFoo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/94291
3. bawmakosa, E. H. JIOKyMEHTallMOHHOE OOECIEUYECHHUE YIpPaBJICHUS.
CocraBnenue 1 ohopmIIeHHE IEJOBBIX TOKYMEHTOB : yueOoHoe nocooue mist CI1O /
cocraButenu— CapatoB, Mocksa : IIpodobpazoBanue, Ait IIu Ap Meaua, 2021.
— 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — Texct
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3IIEKTPOHHBIN // DNEKTPOHHBIN pecypc nuppoBoit obpazoBaTenbhoil cpeast CIIO
PROFo6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/103343

4, I'pozosa, O. C. [lenonpous3BOACTBO : yuyeOHOE TOcoOHe MJisi CPEIHEro
npodeccuonansHoro obpazosanus / O. C. I'pozoBa. — Mocksa : U3narenscTBo
FOpaiit, 2021. — 126 c¢. — (IIpodeccuonansnoe obpazopanue). — ISBN 978-5-
534-08211-1. — URL : https://urait.ru/bcode/472842

5. Kaszaxesuu, T. A. JloKyMeHTAIlMOHHOE OOECMEYCHUE YIPaBICHUS

y4eOHUK M MPaKTUKYM JUlsl cpeaHero npodeccruoHanpsHoro oopazosanus / T. A.
KazakeBuu, A. U. Tkanuu. — 2-e u3f., ucmp. u gon. — Mocksa : U3natenscTBo
FOpaiit, 2021. — 177 ¢. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-
534-06291-5. — URL : https://urait.ru/bcode/471615

6. KysnenoBa, M. B. JlokyMeHTalmoHHOE oOecrieUeHUE YyIpaBIeHUS
yaeonoe nocobue s CIIO / U. B. Ky3nenosa, I'. A. Xauarpsn. — 2-e uzn. —
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4. KOHTPOJIb U1 OLIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM
JAUCHUIIJIMHBI
KouTpouas u ouenka pe3ynpraroB ocBoeHus aucuumumasl OI1.04 Joxkymen-
TAlMOHHOE 00€CIeUeHUE YIPaBIEHUs, OCYLIECTBIISIETCS IpernojaBaTesieM B Ipo-
IeCCe MTPOBEICHUS IPAKTUUECKUX 3aHATUHN U JaOOPATOPHBIX pabOT, TECTUPOBAHUS,
a TaK)K€ BBINOJIHEHUs 00YyYaroIIMMUCA MHAUBUAYAIbHBIX 33JlaHUM, IPOEKTOB, UC-

CJIEIOBAHUM.
Pe3yabTaThl 00yueHus ®opMbI 1 METOABI KOHTPOJISI H OLIEHKH
(ocBOEHHBbIEC YMEHMHSI, YCBOCHHbIE 3HAHMS) pe3yJbTATOB 00yUYeHHs
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YMeHusi: pacro3HaBaTh 3aJady  W/WIH
npobieMy B NPOPECCHOHAITBHOM  H/WIH
COLIMATLHOM  KOHTEKCTE;, aHaJUu3UpOBaTh
3a/adyy W/uiau mpobjieMy W BBIACHATH €6
COCTaBHBIE  YaCTH; ONPENENSTh  ITarbl
pelleHus 3a7auu; BBIABIATE U 3(PPEKTUBHO
WCKaTh HWH(OPMAIUIO, HEOOXOTUMYIO IS
pelieHus 3a/1auu U/WUiu IpoOJIeMBbl;
COCTaBUTh IUIAH JCWUCTBUS, OMPEICIIUThH
HE0OXOIUMBIE PECYPCHI;

BIIQJICTh aKTyaJIbHBIMU METOAaMH paboOThl B
npodeccuoHalbHONT M CMEXHBIX cdepax;
peanu3oBarthb COCTaBJICHHBII TLJIAH;
OLICHUBATh Pe3yJbTAaT U MOCIEACTBHSI CBOMX
JNEeUCTBUHN (CaMOCTOSITEIILHO HIIH C TIOMOIIBIO
HAaCTaBHMKA)

OI_ICHKa BBITIOJIHCHU A HpaKTI/I‘{eCKI/IX BaHaHHﬁ.
Omnenka pa6oTsl co cragaaprom 'OCT P

3HaHUA: aKTyaIbHbIH MPO(EeCCHOHATBHBIN 1
COLIMAJbHBIA  KOHTEKCT, B  KOTOPOM
NpUXOJUTCA paboTaTh M KUTh; OCHOBHBIE
UCTOYHUKM HHGOpMALlUM U Pecypchl s
pereHus 3aja4 u npodiem B
poeCCUOHATILHOM ~ W/MIM  COLMAJIbHOM
KOHTEKCTE;

AJITOPUTMBI BBITIOJTHCHHUS pabot B
npoeCCHOHATBHOW M CMEXKHBIX 00JacTiX;
MeTObl PaboThl B NPOQPEcCHOHATBHON U
CMEXHBIX cdepax; CTPYKTypy IUIaHa JUIs
pelieHus 3ajad4; HOPSAZIOK OLICHKHU
pe3yJbTaToB pelieHus 3a1a4
po¢eCCUOHATILHOM 1€ TEIbHOCTH

Texymmii KOHTpOIb B (OpME 3aIIUTHI MpakK-
TUYECKHX PabOT.

YMeHusi: onpenensaTh 3ajadu i MOMCKa
uHpOpMAIMK;  ONMPEJCTsITh HEOOXOIMMBbIC
WUCTOYHUKM  WH(POpMAIMK;  IJIAHUPOBATh
nporiecc TIOUCKa; CTPYKTYPHPOBAThH
nojiyyaeMyro  HHGOPMAIINIO,  BBIACIATH
Hanboee 3HAYAMOE B nepeyHe
uHpOpMAIIMK; OIEHUBATh MPAKTHUECKYFO
3HAYUMOCTh pE3yJIbTaToB MIOMCKa,
0OpPMIISITh PE3YJILTATHI MOUCKA

Or1ieHKa BBIMOTHEHUS MPAKTUUECKUX 3aaHU.
Omnenka pa6oTsl co cragaaprom 'OCT P

3HaHUA: HOMEHKJIATypa WH(POPMAIIMOHHBIX
HMCTOYHUKOB MIPUMEHIIEMBIX B
npodeccCHoHANBbHON AESITEeNbHOCTH; MPUEMBI
CTPYKTypUpOBaHUsS HHpopMaIuu; Gopmar

Texymui yCTHBIN U TUCBMEHHBINA KOHTPOJIb 110
TectaM 1, 2 ypoBHEH
CaMOKOHTpOJIb.

ohopmneHHs pEe3yJIbTaToB TIOUCKa

uHdopManuu

YMmenus: OIpEeICTATh aKTyaJIbHOCTh | OOpMIICHUE JOKYMEHTALUH Ha MTPAKTUIECKUX
HOPMAaTHBHO-TIPAaBOBOM  JJOKYMEHTALlMH B | 3aHATHSAX;

npodeccHOHaTbHOM nearenbHOCTH; | OlleHKa BBITOJIHEHHS IPAKTHYCCKUX 3aaHUH.
MPUMEHSTh COBPEMECHHYIO HAy4HYIO

po¢eCCUOHATIBHYIO TEPMUHOJIOTHIO;

ONPENETSATh W BBICTPAUBATh TPACKTOPUHU

PO eCCHOHATBHOTO pa3BUTHS u
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caM000pa3oBaHMs

3HaHuA: coJlepyKaHue aKTyaJIbHON
HOPMAaTUBHO-TIPaBOBOM JIOKYMEHTaIUH;
COBpPEMEHHAasl Hay4Hasi M npodeccCHOHATIbHAS
TEPMHUHOJIOTHS; BO3MOXKHBIE  TPAaeKTOPHH

Texymuii KOHTpoIb B (GopMe KOHTPOIHHOU
paboTsl

po¢heCCUOHATILHOTO pa3BUTHUS u
caM000pa3oBaHMs
YMeHus: OpTraHH30BBIBATH paboty | OleHKa BBIIOTHEHUS MPAKTUYECKUX 3a/TaHUN.

KOJIJIEKTHBA U1 KOMaH/IbI; B3aHMOI[eI>'ICTBOBaTB
C KOJUIeTaMH, PYKOBOJCTBOM, KIMEHTaMH B
X0J1¢ PO eCCHOHATBHON S TETHHOCTH

3Hanusa: IICHUXOJIOTHYCCKHUEC OCHOBBI
JACATCIIBHOCTH KOJIJICKTHBA,
IICUXOJOTHYECKHE OCOOCHHOCTH JINYHOCTH,
OCHOBBI HpOCKTHOfI JCATCIIBHOCTH

Texymui yCTHBIN U TUCBMEHHBINA KOHTPOJIb 110
TectaM 1, 2 ypoBHeEH
CaMOKOHTpOJIb

YmMmenus: IIPUMEHSATH cpeacrTaa
MH(pOPMAITMOHHBIX TEXHOJIOTHHU 1A
peLeHus npodhecCHOHANBHBIX 3aJa4;

HCIOJIb30BaTh COBPEMEHHOE IMPOrPaMMHOE
oOecrieueHne

OI_IeHKa BBIITOJIHCHUA MMPAKTHYCCKUX 3aJIaHUi.

3HaHMsI:  COBpPEMEHHBIC  CpEICTBA U
ycTpoicTBa MHGOPMATH3ALNHN; TOPSIIOK HX
NPUMEHEHHS U TPOrPaMMHOE 00ecIieueHUE B
podecCHOHAIBHOM IeATeThHOCTH

3ammura pedepaTos;
Omnpoc, ohopmiieHUE TOKyMEHTOB
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