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[pu pa3paboTke paboUei mporpaMMbl TUCIUIUINHBI (MOAy ) "Jlemonpon3BoAcTBO B cdepe yeuyr" B OCHOBY MTOJIOKEHBI:

1. denepanpHBIIl TOCYIapCTBEHHBIN 00pa30BaTeNbHBIN CTaHAAPT BBICIICTO O0pa3oBaHHs - OakalaBpHAT MO HAIPABICHUIO
moarotoBku 43.03.01 Cepsuc (mpuka3 MunoOpHayku Poccunt ot 08.06.2017 1. Ne 514).

2. Yue6nslii ian: Hanpaenenue noarotosku 43.03.01 Ceparc
Hanpasnennocts (npoduiis) CepBuc B OaHkax, ono0peHHbd YuensiM coBetom ®I'BOY BO Uysamickuit 'AY ot 14.06.2023 1.,
npoToxoi Ne 17.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJMUT COTJIACOBAHME C HCIIOJB30BAHHEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKaronien kagenpoit Amexceera H.B.
[Ipencenarens Meroamyeckoir komuccnu axynprera Ommummosa C.I1.

Jupexrop HaydHO-TeXHHYecKoi onbnmmorekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBO€HHE TEOPETUUECKUX 3HAHUM II0 OCHOBHBIM BOIIPOCAM JOKYMEHTUPOBAHUs YIPAaBICHUECKON NEATEIbHOCTH,
BBIPA0OTKE MPAKTHYECKUX HABBIKOB COCTABIEHHS JOKyMEHTOB M OpPTraHU3alUU JOKYMEHT0000poTa, MpuobpeTeHne
po(hecCHOHANBHBIX HABBIKOB U (POPMHUPOBAHUE HEOOXOIUMBIX KOMIIETCHIINI.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B.IB.07

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | Opranu3anus paboTHI C 3JI0TOBBIM UMYIIIECTBOM B paMKaX KPeJHUTOBAHUS

2.1.2 | Opranusanus po3HUIHOTO OAHKOBCKOTO OOCITY)KUBAHHS

2.1.3 | OCHOBBI OLIEHOYHOM JIEITEIbHOCTH

2.1.4 | Opranm3anus 0aHKOBCKOTO KPEUTHOTO OOCITY>KHBaHHS

2.1.5 [ [Ipoun3BoACTBEHHAS IPAKTHKA, CEPBUCHAS IIPAKTHKA

2.1.6 | baHKOBCKMI MapKETUHT

2.1.7 | [Ipon3BoaCTBEeHHAS NIPAKTHKA, OPTAHU3AIIMOHHO- YIPaBJICHYCCKAs IIPaKTHKA

2.1.8 | MexyHapoAHBIC BAIIOTHO-PacueTHbIE OAHKOBCKUE ONIEpallunu

2.1.9 | Opranusanus pac4eTHO-IUIATEXHBIX YCIyr

2.1.10 | CoBpeMeHHbIe OaHKOBCKUE MPOAYKTHI M TEXHOJIOTHU

2.1.11 | ndpoBsie TEXHOJIOTHUH B CEpBUCE

2.1.12 | Umukenorus

2.2 | JucuMIIMHBI H NPAKTUKH, VISl KOTOPbIX OCBOCHHE JaHHOH AMCHUILUIMHBI (MO1YJIs1) HEO0X0AMMO KaK
npeamecTByiomiee:

3. KOMIETEHIIAY OBYYAIOLIETOCSI, POPMUPYEMBIE B PE3YJILTATE OCBOEHMS JUCIIUTIINHBI
(MOJY.JIST)

ITK-3. CiocobeH opraHn30BBIBATE M IIPOBOIUTD IPE3EHTAINH (DHHAHCOBBIX ITPOIYKTOB U YCIIYT, IEPETOBOPHI C MIPEICTaBUTEISIMH
KPEIUTHOTO YIPEKICHNUS, OOCYKICHNUS YCIOBUH COTPYTHHIECTBA, B TOM YHCIIE IPEAYCMAaTPUBAOIINE TTOATHUCAHIE
COOTBETCTBYIOILUX JOKYMEHTOB

[1K-3.1 BrageeT TeopeTHIeCKUMH 3HAHUSMHU U IPAKTUUECKIMU ITPUEMaMH MPOBEACHHS IPe3eHTANH (PHHAHCOBBIX IPOAYKTOB U
ycuyr

ITK-3.2 [IpoBOAUT MEPETOBOPEI U OOCYKICHUE YCIOBUI COTPYTHHYCCTBA

[TK-3.3 YuacTByeT B MOANKUCAHUU IOKYMEHTOB

[IK-4. Cnocob6eH obecreunBaTh B3aUMOIEHCTBIE C HOTEHIIHATBHBIME HOTPEOUTENAMH (PHHAHCOBBIX YCIIYT C IIEbIO BEISBICHHS
IUIATEKECIIOCOOHOTO CIIPOCa, OCYLIECTBIATh ONEPAallMOHHOE U MHPOPMALMOHHOE 00CITy)KUBaHHE KIHEHTOB, CAMOCTOSTEIIBHO
oOpaTuBIIMXCS 32 (PMHAHCOBOH KOHCYJIBTAIMEH, B TOM YHCIIE B YCIOBUAX HEOOXOIUMOCTH PETYITHPOBAHUS KOH(MIIUKTHOM
CHTYaLlUH

[TK-4.1 Bageer TeopeTHYECKIMHU 3HAHUSMHU B 00JIACTH ONEPAITMOHHOTO ¥ HHPOPMAIIMOHHOTO OOCITY)KHBAHHUS KITHEHTOB

ITK-4.2 ITpoBoaut 3kcnepTusy U quarioctuky CRM-cucrem

ITK-6. CiocobeH opraHu3oBaTh U IPOBOIUTH JICIOBBIC IIEPErOBOPHI, BCTPEUYH C KITUCHTAMHU

IIK-6.1 Bnaneer TeopeTHUECKUMY 3HAHUSIMU U IPAKTUUECKUMU NIPHEMaMU [IPOBEACHHS JEIOBBIX IIEPETOBOPOB U BCTPEY C
KIHEHTaMU

B pesyibTare 0CBOCHHS JUCHUILUIMHBI 00y4AIOIIMIICS N0JIKEH

3.1 | 3nars:

3.1.1 [ TeopeTn4ecKkiue OCHOBBI M PAKTHYECKIE IIPHEMBI TPOBEICHUS MPE3eHTaNNi (PHHAHCOBBIX OAHKOBCKHX ITPOIYKTOB

3.1.2 | TeopeTHUYECKUE OCHOBBI OpPraHU3alnK PAOOTHI ¢ KIIHEHTaMH B chepe OMepanuoHHOro U HHHOPMAIIMOHHOTO
00CITy)KHBaHUS

3.1.3 | ocHOBBI IpOBeAICHUS dKCTIepTU3bl U quarHoctTuku CRM-cucrem

3.14 TEOPETHUCCKUE OCHOBBI IIPOBCACHUS ACTIOBBIX IIEPETOBOPOB U BCTPEY C KIIMCHTAMHA

3.2 | YmeTh:

3.2.1 | ucronp30BaTh TEOPETUUECKUE U IIPAKTUYECKHE IIPUEMBI B IPOLIECCE OPraHU3alMK YCTHBIX U MMCbMEHHBIX KOMMYHUKALIUI
€ 3aMHTEPECOBAaHHBIMH CTOPOHAMY;

3.2.2 | BBIOTHATH MEpeBOJ MPO(HECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) Ha TOCYAAaPCTBEHHBIN S3BIK U 0OPATHO;

3.2.3 | BECTH NIENOBYIO MEPETUCKY, YIUTBIBas 0COOEHHOCTH CTHIIMCTHKA O(QUITHATBFHBIX U HEO(PHUIIHATBHBIX ITHCEM;

3.2.4 | ucroap30BaTh I/IH(l)OpMaI_II/IOHHO-KOMMyHI/IKaHI/IOHHBIe TCXHOJIOTUH B MPOLIECCC PCIHICHUA CTaHAAaPTHBIX
KOMMYHUKATUBHBIX 3a71a4,




325

IIPUMEHSTH BepOasIbHBIE U HeBepOaIbHbIE CPEACTBA B IIPOIECCE AEIOBOTO OOIIEHHUS C MapTHEPAMHU

33

HNmeTh HABBIKH M (MJIM) ONBIT AeSITEJIbHOCTH:

3.3.1

OIIpE€ACIICHNA NPUOPUTCTHBIX 3a1a4, HGO6XOZ[I/IMLIX JI peajin3alliy IIPOCKTa;

332

OpraHu3alliyi YCTHBIX U ITMCbMCHHBIX KOMMyHI/IKaI_II/II\/II C 3aMHTCPCCOBAHHBIMH CTOPOHAMM;

333

afarTanyy pedu U sI3bIKa KECTOB K CUTyallusIM B3aHMOﬂ6ﬁCTBHH;

334
peleHus IOCTaBIEHHBIX 3a7ay;

IIPUMEHEHUS HHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJOTHUH C LEIBIO ITOMCKa HH(pOpManuy, He0OX0IUMOH s

335

BBIOOPA ONITHMAIBHOTO CIIOCO0a pelIeH s MOCTABIEHHBIX 334a4 PeaIu3yeMOoro PoeKTa, ¢ y4eTOM JeHCTBYIOMUX
IIPABOBBIX HOPM, HMEIOLIUXCS PECYPCOB U OTPaHUYCHHUI.

33.6
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4. CTPYKTYPA U COAEPJKAHHUE JNCLHUILIAHGI (MOLY.JIST)

HaumeHnoBaHue pa3jesoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHATAS/ Kypc 1001 pakT. | monr.
Pazgen 1. Conepaxanue TeMaTHKHU Kypca
Tema 1. JlokyMeHTHpOBaHHOE OOecIIeueHne 8 2 IIK-3.1 IIK- JI1.1 0 0
npexnpusTuil u opranusanuii /Jlex/ 3.2TIK-3.3 JI1.2J12.1
IK-6.1 [IK- | JI2.2J12.3
4.1 TIK-4.2 31
Tema 1. JlokyMeHTHpOBaHHOE OOecIIeueHne 8 2 TIK-3.1 IIK- JI1.1 0 0
peAnpusITui u opranuzanuii /IIp/ 3.2TIK-3.3 JI1.2J12.1
IK-6.1 IIK- | JI2.2J12.3
4.1 TIK-4.2 31
Tema 1. JlokyMeHTHpOBaHHOE OOecIieueHne 8 6 I1K-3.1 IIK- JI1.1 0 0 Joxnan,
npeanpusTuii u opranuzanuii /Cp/ 3.2TIK-3.3 JI1.2J12.1 TBOpUECKast
[K-6.1 TIK- | JI2.2 J12.3 paborta,
4.1 TIK-4.2 21 TECTUPOBAHUE
Tema 2. CoctaB peKBH3UTOB JOKYMEHTOB U 8 2 ITK-3.1 TIK- JI1.1 2 0 poOIeMHast
npasmia ux odopmieHus /Jlex/ 3.2TIK-3.3 JI1.2J12.1 JISKIHS
IK-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 31
Tema 2. CoctaB peKBU3UTOB JOKYMEHTOB U 8 2 ITK-3.1 TIK- JIT.1 0 0
npasmia ux opopmienus /Ip/ 3.21IK-3.3 JI1.2712.1
IIK-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 31
Tema 2. CocTaB peKBH3UTOB JOKYMEHTOB U 8 6 TIK-3.1 T1K- JIT.1 0 0 Hoxnan,
npasmia ux odopmienus /Cp/ 3.2TIK-3.3 JI1.2J12.1 TBOpUECKast
[K-6.1 TIK- | JI2.2 J12.3 pabora,
4.1 1IK-4.2 31 TECTUPOBaHUE
Tema 3. OpranuzaioHHO- 8 2 T1K-3.1 TIK- JI1.1 0 0
pacnopsiiuTeabHbIe JTOKYMEHTBI, IPaBHiia UX 3.2TIK-3.3 JI1.2J12.1
cocraBnenus /Jlex/ TIK-6.1 TIK- | JI2.2J12.3
4.1 TIK-4.2 31
Tema 3. OpranuzaioHHO- 8 2 TIK-3.1 TIK- JI1.1 0 0
pacnopsiiuTeIbHbIe JIOKYMEHTBI, IPaBHiia UX 3.2TIK-3.3 JI1.2J12.1
cocrasienus /IIp/ [K-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 31
Tema 3. OpranuzaiioHHO- 8 6 TIK-3.1 TIK- JI1.1 0 0 Joxman,
pacnopsiiuTeIbHbIEe JIOKYMEHTBI, IPaBHiIa UX 3.2TIK-3.3 JI1.2J12.1 TBOpUECKas
cocraienus /Cp/ MK-6.1 [IK- | JI2.2J12.3 pabora,
4.1 TIK-4.2 91 TECTUPOBaHUE
Tema 4. UHpopMaIMOHHO — CIIPaBOYHBIE 8 2 IIK-3.1 IIK- J1.1 0 0
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABJICHUS U 3.21IK-3.3 JI1.2J12.1
opopmnenns /Jlex/ K-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 €|
Tema 4. HpopMamoHHO — CIIpaBOYHBIE 8 2 IIK-3.1 IIK- J1.1 0 0
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABJICHUS U 3.21IK-3.3 JI1.2J12.1
odpopmnenus /Tp/ K-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 91




Tema 4. H(opMaLIHOHHO — CLIPaBOYHBIE 8 6 IK-3.1 K- J1.1 0 0 Joxnan,

JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABJICHUS U 3.2TIK-3.3 JI1.2J12.1 TBOpUECKas
odpopmnenus /Cp/ IK-6.1 TIK- | JI2.2 J12.3 paborTa,
4.1 11K-4.2 31 TECTUPOBaHUE
Tema 5. Ha3znauenue, knaccuukanms 8 2 TIK-3.1 IIK- JI1.1 0 0
CITy’KeOHBIX IHCEM, 0COOEHHOCTH UX 3.21IK-3.3 JI1.2J12.1
cocrasiienus /JIex/ IK-6.1 TIK- | JI2.2 JI2.3
4.1 TIK-4.2 31
Tema 5. Ha3nauenwne, kiaccudukanms 8 2 IIK-3.1 IIK- J1.1 0 0
CIIyKeOHBIX TTHCEM, 0COOEHHOCTH UX 3.21IK-3.3 JI1.2J12.1
cocrasnienus /TTp/ IK-6.1 TIK- | JI2.2 JI2.3
4.1 TIK-4.2 31
Tema 5. Ha3znauenue, knaccuukarms 8 7 TIK-3.1 TIK- JI1.1 0 0 Hoxman,
CITy’KeOHBIX THCEM, 0COOEHHOCTH UX 3.2TIK-3.3 JI1.2J12.1 TBOpYECKast
cocraiyienus /Cp/ IK-6.1 TIK- | JI2.2 JI2.3 paboTa,
4.1 T1IK-4.2 21 TECTUPOBAHUE
Tema 6.0pranmsanust paboTHI ¢ 8 2 IK-3.1 K- J1.1 0 0
nokymeHTamu /JIex/ 3.21IK-3.3 JI1.2J12.1
[K-6.1 [IK- | JI2.2J12.3
4.1 TIK-4.2 31
Tema 6.0pranu3zarust paboThI ¢ 8 2 TIK-3.1 IK- JI1.1 2 0 JlenoBas urpa
noxymentamu /Ip/ 3.2TIK-3.3 JI1.2712.1
[K-6.1 [IK- | JI2.2J12.3
4.1 TIK-4.2 21
Tema 6.0pranu3zanust paboThI ¢ 8 6 TIK-3.1 I1IK- JI1.1 0 0 Hoxnan,
nokymentamu /Cp/ 3.21IK-3.3 JI1.2J12.1 TBOpUECKast
TIK-6.1 TIK- | JI2.2 JI2.3 pabora,
4.1 TIK-4.2 21 TECTUPOBAHUE
Tema 7. CocraBieHue U ohopMIICHHE 8 2 TIK-3.1 IIK- JI1.1 0 0
JIOKyMEHTOB I10 INYHOMY cocTaBy /JIex/ 3.2TIK-3.3 JI1.2J12.1
IK-6.1 IIK- | JI2.2J12.3
4.1 TIK-4.2 31
Tema 7. CocraBienue u ohopMIICHHE 8 2 IK-3.1 TIK- JI1.1 0 0
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 3.2TIK-3.3 JI1.2J12.1
IK-6.1 TIK- | JI2.2 J12.3
4.1 TIK-4.2 31
Tema 7. CocraBienue U ohopMIICHHE 8 7 ITK-3.1 TIK- JI1.1 0 0 Hoxnan,
JIOKyMEHTOB I10 THIHOMY cocTaBy /Cp/ 3.2 TIK-3.3 JI1.2712.1 TBOpYECKast
MK-6.1 [IK- | JI2.2J12.3 pabora,
4.1 T1IK-4.2 21 TECTUPOBAHHUE
3aver /3auét/ 8 0 ITK-3.1 IIK- J1.1 0 0

3.2TIK-3.3 JI1.2712.1
IK-6.1 [IK- | JI2.2J12.3
4.1 TIK-4.2 o1

5. ®OHJI OHEHOYHbBIX CPEJICTB

5.1. IlpumepHBIil NepedyeHb BONPOCOB K 3a4eTy

XN b LN~

14.

OCHOBHBIC «TEPMHUHEI», «IOHATHM) IEIONPON3BOACTBA

Hcropust cTaHOBJIGHHST Pa3BUTHSI CHCTEMBI JICIONPOU3BOICTBa B Poccuu

CiryxObl JOKyMEHTUPOBAHUSI YIIPABICHYECKOH JEATENbHOCTH: COCTaB M MX (YHKLHMH
OpraHusanys AeIONPOU3BOACTBA Ha TMPEATPUITHIX

HopmaTtuBHO-MeToqu4eckass 6a3a JIeompoOn3BOICTBA.

®opmatel Oymaru i opopMIIeHUST TOKYMEHTOB U MX pa3Mepsl

Pa3meps! noseit Ha GiaHKax JOKYMEHTOB

BraHKi JOKYMEHTOB: TOHSTHE, BUABI U UX PEKBU3HUTHI

PeKBU3MTHI IOKYMEHTOB: IOHSATHE, COCTAaB M NpPaBHiIa UX 0(OPMIICHUS

VYIIoBO€ U MPOJOJIBHOE PACIIONO0KEHHE PEKBU3UTOB Ha JOKYMEHTax
Kiaccudukamus v QyHKIMH JOKYMEHTOB

CocTaB ynpaBieHYeCKUX JOKYMEHTOB MPEIIPHUATHIL.

TekcT MOKYMEHTa, ero CTpyKTypa M TpeOOBaHHS K €ro COCTaBJICHHIO
PacniopsianTenbHble JOKyMEHTHI, W3/1aBaeMble Ha IMPHHIMIAX KOJUICTHAIbHOCTH: BHJIbI, PEKBU3HUTHI U IPABUIIA X

opopMITCHHS

15. PacniopsanTensHbIe JOKYMEHTHI, M37[aBaeéMble B YCIOBUSX €AMHOHAYANMS: BHIBI, PEKBU3UTHI, IIPaBUIa X O(opmiieHHs
16. JIoKyMeHTOOOOPOT: MOHATHE, KIacCU(UKALUSI U €ro OpraHu3alus Ha MPEANPUITHH.




17. IMopsimok paboThl ¢ BXOIAIUMHU, UCXOIAIIMMHI U BHYTPEHHUMH JOKyMEHTaMHU

18. Perucrpanuys H1OKyMEHTOB: BHIBI U MOPSAOK PETUCTPAMU BXOJAIIUX, UCXOAAIINX U BHYTPEHHUX JOKyMEHTOB
19. HowmenknaTypa nmen: MoHATHE, BUIBI, PEKBU3UTEL, (opMHpoBaHHEe U 0GOpMIICHHE JeT

20. OpraHu3anoHHbIE JOKyMEHTHI: MOHSATHE, HA3HAUCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

21. WNndopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BU/bI, HA3HaUEHHE, OCHOBHBIE PEKBU3UTHI, MpaBUia UX o(popMIIeHuUs
22. CrnyxeOHbIe (Je0BbIC) MHChMa: Ha3HAYCHUE, BUJBI ITUCEM, PEKBH3HTHI, MPaBHIa UX OPOPMIICHHUS

23. ITpoToxois! coBemanuii, coOpaHUI W 3acefaHUii: BHIBI, COCTAB PEKBU3UTOB H MOPAIOK HX O0(opMIICHNSA

24. JIOKyMEHTBI 1O TMYHOMY COCTaBY IPEIIPHATHS: Ha3HAUEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJpPOBBIMH
JOKyMEHTaMH

25. IIpuKa3bl M0 THYHOMY COCTaBY: BHIBI U OCOOCHHOCTH X O(OPMIICHUS

26. Bunsr 1 mopsiiok paboThl ¢ THCBMaMHU U 0OpaIIeHUAMH TPaXIaH

27. CoBpeMeHHbIe TeXHOJIOTUH JOKYMEHTAlMOHHOTO OOECHEeUYeHNs yIpaBIeHYECKOH NeaTeTbHOCTH

5.2. IlpuMepHblii NepevyeHb BONPOCOB K IK3aMeHy

HE NPeIyCMOTPEH yueOHBIM IIIAHOM

5.3. TeMaTHKa KypCcOBBIX padoT (KypPCOBBIX MPOEKTOB)

HE IPeIyCMOTPEHbI yIeOHBIM IIITaHOM

5.4. DoH OLIEHOYHBIX CpeacTB AJisl IPOBEICHUS TEKYLIE€ro KOHTPOJIs

Tembl 1O0KIag0B

1.0co6eHHOCTH THCHMEHHOTO IENOBOTO OOIIEHHS.
2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.
3.CucreMbl JOKyMEHTOB.
4.0praHu3aluOHHO-TIPABOBEIE JOKYMEHTHL.
5.PacnopsiiuTenbHbBIE TOKyMEHTHI.

6.} opMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.
7.PexBu3uThl fOKyMeHTOB. O0s3aTenbHbIC U (haKyIbTaTHBHEIE.
8.PexBU3UTHI aTa, MOANUCH B POCCUHCKOM U 3apyOeKHOM TOKYMEHTOBEICHUU.
9. DTUKETHbIE ACIEKTHI 1€I0BOTO MHUChMa.
10.2)KaHpBI MHCHMEHHOTO JISTIOBOTO OOIIEHUS.

11. 3aronoBok 1 Ha3BaHWE BUJA JOKyMEHTA.
12.ConpoBoAUTEIHLHOE TUCHMO K JIOKYMEHTAM.
13.1IupKyssipHBIE IUCHMA.

14.ITpukassl.

15.ITucbMo-nI0ATBEPIKIACHHE.
16.TenedonorpamMma.

17.brnanku.

18.Tpadapetsl, hopMynspbl, I1a0IOHEI.

19. TlpereH3uoHHAs MEepernrcKa.

20. Kommepueckuii 3anpoc.

Temartuka 3cce

1. ba3a maHHBIX

2. bnank noxymeHra

3. JlenoBast mepenucka. DTUKAa U MpaBUIIa

4. JlokymeHT0000pOT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMeHTBI U UX KiacCH(pUKaIHs

7. JlOKyMEHTBI 10 IMYHOMY COCTaBy

8. JIOKyMEHTBI IO JINYHOMY COCTaBY U MX OCHOBHBIE BH/JIbI

9. Enunas rocymapcrBenHast cucteMa aenomnpousBojcrsa (ET'CJI)

10. 3ammra JOKYMEHTOB

11. 3amuTa 3JeKTPOHHBIX JTOKYMEHTOB

12. UsroroBienne qOKyMEHTa Ha KOMIIBIOTEPE

13. WudopmannonHO-cIIpaBoYHas paboTa M0 JOKYMEHTaM Ha KOMIIBIOTEpPE

14. WndpopManrnoHHO-CIIPaBOYHbIE JOKYMEHTHI

15. Hctopus pa3Butus ciiyx0 IToKyMeHTaluu B Poccuu

16. Knaccnduxammm nOKyMEHTOB

17. KoHTponb ncnosHeHus: 10KyMEHTOB

18. HasnaveHne 1 OCHOBHBIC BHIBI HH(POPMAIIIOHHO-CIIPABOYHBIX JOKYMCHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAIIHOHHOMY OOECIICUCHHIO YIIPABICHUS
20. OOBEKT U IpeIMeET IeNOIPON3BOACTBA

21. Opranuzanuy paboThl ¢ TOKYMEHTaMHU

22. OpraHu3aoHHasl CTPYKTYpa HepcoHaia, 00ecednBalonero paboTy ¢ JOKyMEHTaMHU
23. OpranuzaloHHbIE TOKYMEHThI, UX Ha3HAYEHUE U BUJbI

24. OCHOBHBIE NIPHUHIIMITBI OPraHU3aLUN PAOOTHI C JOKYMEHTaMU

25. [IepBHUYHBIT JOKYMEHT

26. [InceMo, BHIBI TTHCEM




27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPaHEHUIO

28. [IpaBuna BHYTpEHHETO TPYAOBOTO PACHOPSAKA

29. [Tpuxka3

30. Perucrpanus n1OKyMEHTOB

31. PexBU3UTHI TOKYMEHTOB

32. Pone nHOpManuy B cCOBpeMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX
33. CucreMa opraHM3allMOHHO-PACIIOPAJUTENBHON NTOKYMEHTALUI
34, Cnioco0bl 3aKkperuieHus] HPOPMALUU Ui JOKYMEHTalHOHHOTO HCIIOJIb30BaHUS
35. CrangapTH3alys B CHCTEMax JCIONPOU3BOICTBA

36. CrpykTypa OpraHu3aliu

37. TexHonorus XxpaHeHus JOKyMEHTOB

38. YHuduuupoBaHHas cucTeMa JOKYMEHTALUU

39. YcraB npeanpusTus

40. ®dopmupoBaHue U 0hOpMIICHHE JIET

6. YA EBHO-METOJANYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUILIJIMHBI (MOLYJIS)

6.1. Pexomennyemas auteparypa

6.1.1. OcHoBHas JIUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komnu-Bo
JIT1.1 | Kysnenos U. H. Jlenonpon3BoACTBO: yI€OHO-CITPABOYHOE TOCOOHE M.: lamkos u K, 25
2005
JI1.2 [Tamenxo H. H. OCHOBBI JIETTOIIPON3BOJICTBA: YueOHOe mocodue Caml['AY: OnexTpoH
CamI'AY, 2019 HBIA
pecypce
6.1.2. JlonosiHuTEIBHAS JIUTEPATypPa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, ron | Komnu-Bo
JI2.1 |BacunbeBa U.H., Opranu3zanus AeJ0NpOU3BO/ICTBA U TIEPCOHATILHBIN M.: By3oBckuit 0
Kemanucxmii I'. C. MEHEDKMEHT: yaeOHoe 1mocooue yaebHuK, 2004
JI2.2 | Kyznenos U. H. JIoKyMeHTaIlMOHHOE 00ecIieueHre YITPAaBIeHUS 1 M.: ¥Opaiir, 2010 0
JITOTIPOU3BOICTBO: YIeOHUK
JI2.3 | Kyszneuos U. H. Jlenonpon3BoACTBO: y4eOHUK M.: JamkoB u K, DNeKTpoH
2014 HBIN
pecype

6.2. Ilepeuens pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH ""UHTepHeT"

21 | XKypnuan "JemonponsBoactso"https://www.top-personal.ru/officeworks.html

6.3.1 IlepeyeHsb NporpaMMHOro odecrne4eHus

6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016

6.3.1.4 | Project 2016

6.3.1.5| Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox

6.3.1.1 | MozillaThinderbird
0

6.3.1.1|7-Zip
1

6.3.1.1 | CnpaBouHas npaBoBas cucrema KoncynsrantlLitoc
2

6.3.1.1 | DnexkrpoHHBIH epuoArYecKuii cipaBoyHUK «Cuctema ['apanT
3

6.3.1.1 | OfficeStandard 2010
4

6.3.1.1 | OfficeStandard 2013
5

6.3.1.1 | LibreOffice
6




6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.2 TlepeyeHb HHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

HanwmonaneHast a5ekrporHas onbaroreka. JJocTym mocpeacTBOM UCIob30Banus ceT «HTepHeT» Ha 32 TepMuHama
nocryma. https://H36.pd/

6.3.2.2

OneKkTpoHHbIH nepruouueckuii crpaBogHnk «Cuctema TAPAHTY. ITonHOTEKCTOBEIH, 00HOBIAEMSBIH. JlocTyn Mo
JIOKaJILHOM CETH aKaJeMUH

6.3.2.3

DnexrpoHHas cuctema «l ochunanch. [I0THOTEKCTOBAS IMEKTPOHHAS CHCTEMA, TIOCTOSHHO MOTOTHIEeMAsl.
VHnuBHayanbHBIN HEOrpaHHYCHHBIH JOCTYN Yepe3 pUKCHpOoBaHHBIN BHemHUH [P anpec akagemun u3 1000 TOUKH, B
KOTOpO#t mMeeTcs toctym k cetr aTepHeT. http://www.gosfinansy.ru/

6324

6.3.2.5

DrekTponHas 6ubnroteynas cucreMa « 95C FOPAUT www.biblio-online.ru». [ToIHOTEKCTOBAS IEKTPOHHAS
oubnmoTeka. THIWBUIyaTbHBIA HEOTPAHUICHHBIN TOCTYN Yepe3 GukcupoBaHHBIN BHEIIHUH [P anpec akanemun
HEOTpaHMYEHHOMY KOJIMYIECTBY ITOJI30BaTeNeH U3 JII000H TOUKH, B KOTOPOIT HMeeTcs TOCTYI K ceTn IHTepHeT.
https://www.biblio-online.ru/

6.3.2.6

DnexrpoHHO-OnbIHoTeuHas cucrema ZNANIUM.COM. [TonHoTeKcTOBAsI ANIeKTpOHHas OuOIroTeka. HANBUYaTbHBII
HEOrpaHMYEHHBIN JOCTYN yepe3 GUKCUPOBaHHBINA BHeHUM [P agpec akaneMun HEOrpaHUUEHHOMY KOJIMYECTBY
MOJIb30BaTeNeH U3 JIF000H TOYKH, B KOTOPOI UMeeTcs TOoCTym K ceti MHTepHeT. http://znanium.com/

6.3.2.7

OnexkrponHas oubmuoreka Texuuueckoro BY3a (OBC «KoHCynbTaHT cTymaeHTa). [I0JHOTEKCTOBas 3JEKTPOHHAS
6nbmmoTeka. VHIMBHIya IbHBIN HEOTpaHMUCHHBIN NOCTYN Yepe3 GUKCHPOBaHHBIN BHemHNMI [P anpec akagemun
HEOTPaHMYEHHOMY KOJIMYIECTBY ITOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOIl HMeeTcs TOCTYI K ceTn IHTepHeT.
http://www.studentlibrary.ru

6.3.2.8

OnexTpoHHas OubIMOTEUHasl cCHcTeMa n3faTenbeTBa «Jlanpy. [TomHOTEKCTOBAs 3IEKTpOHHAs OHOIHOTEKA.
WHauBUaya bHBIH HEOTpaHHYESHHBIN TOCTYN Yyepe3 PUKCHPOBaHHBIN BHeNTHUI [P afpec akameMun HEOTpaHUIEHHOMY
KOJIMYECTBY TIOJIb30BATEINEH U3 JIF00O0# TOYKH, B KOTOPOW MMeeTCst 1OCTym K ceth MHTepHeT. http://e.lanbook.com

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynutopus Bug padot Hasnauenue OCHAIIICHHOCTb
VY4eOHas aymuTOpHs Cron npeniogasatens (1 wr.), crossl (30 wr.), ctynbs (60 wrt.), cTYI
npenogasatens (1 mr.), nocka aymuropHas (1 mt.), TpudyHa (1 mT.),
35a Jlex JeMOHCTpalMOHHOE 000pynoBaHue (Oenas JakoBasi MarHUTHO-

MapkepHas nocka (1 mr.), mpoekrop Toshiba (1 mt.), HOYyrOyk Acer
(1 1T.)) ¥ y9eOHO-HATJISITHBIE TOCOOHS

45a

VYdeOHas aymuTOpHs Cron npeniogaBatens (1 mt.), cToisl (6 mrt.), cTyabs (18 mT.), cTyn
npenogaBatens (1 mrt.), mocka (1 mt.), cron kommbroTepHsIi (10

Jlex mrT.), cTyAabs (10 mrT.), IeMoHcTpamoHHOe 00pyaOBaHuE (KOMIIBIOTED
Intel G32603 3 GHz 3 M (10 mur.), moioTHO pysioHHoe (1 mT.)) u
y4eOHO-HATJISTHBIEC TIOCOOHS

37a

YuebOHast aynuTopus Croxn npenomaBarens (1 mr.), cronst (12 wrT.), cTynbs (24 mrt.), cTyn

Tp npenonasatens (1 wr.), gocka (1 wrT.)

236

ITomerenne mist JeMoHcTpamoHHas TeXHUKa (MHTepakTHBHas gocka Hitachi
camocTosATenbHON padoThl | Starboard FX-63 D (1 mit.), HoyrOyk Acer Asp T2370 (1 mur.),
npoektop Toshiba (1 mT.)), cTONI MOTMPOBAHHEIH (3 IIT.), CTOXT
CP yaeHudeckui (7 mr.), cTox kommeiorepusli (11 wr.), crya (20 mrt.),
CTYJbsI, KOMIIBIOTEpHAs! TEXHUKA C BO3MOYKHOCTBIO MTOIKITIOUEHHS K
cern "MHTepHET" M 0OECIIeUeHNEM TOCTYIIA B HJICKTPOHHYIO
nH()OPMAIIMOHHO-00pa30BaTeIbHYIO cpeay opranu3anui (10 mr.)




IMomermienue s KomIiproTepHasi TEXHHKA ¢ BO3MOXKHOCTBIO ITOAKITIOUCHHUS K CETH
camocTosTeNbHOM paboThl | "MHTepHeT" 1 obecnieueHreM JOCTyIa B 3JIEKTPOHHYIO
“HPOPMAIIMOHHO-00pa30BaTeNbHYIO cpeny opranu3anuu(19 mir.),

123 CcP ctoubl (17 mT.), KOMIBIOTEPHBIH CTON 6-U MECTHBIH (3 TIT.), CTYNbs
yuenuueckue (34 wr.), ctyaps /M (18 mr.), cremnaxu c
maTepatypoi, Buaeoysennuutenb Optelec Wide Screen (1 mit.)

ITomemenue aus Crousl (4 mT.), cTynbs (4 WT.), KOMIBIOTEPHAs TEXHHUKA C
6la CP CaMOCTOSATENFHOM PabOTHl | BO3MOKHOCTBIO MOAKITIOUEHHMS K ceTH "VHTepHeT" 1 oOeciieueHneM

JOCTYIa B MEKTPOHHYIO HH()OPMALHOHHO-00Pa30BaTEIBHYIO CPELY
opranuzanuu (4 mr.).

8. METOIMYECKHUE YKA3AHUA /IS OBYYAIOIIUXCA 11O OCBOEHUIO JUCHHUIIJIMHBI (MOY JISA)

Mertoauka U3ydeHus Kypca NpelycMaTprUBaeT Haps Ly ¢ JIEKUUSAMH U J1Ja0OPaTOPHBIMU 3aHATHUSMH, OPraHU3aLHI0 CAMOCTOSTENbHOM
paboTHI CTYICHTOB, IPOBECHNE KOHCYIFTAIlNH, PYKOBOACTBO TOKITAaIaMH CTYACHTOB JUIS BRICTYIICHHS Ha HAYIHO-TTPAKTHIECKIX
KOH(EPEHIHAX, OCYIIECTBIECHHE TEKYIIETo, IPOMEXKYTOTHOTO ¥ UTOTOBOTO (h)OPM KOHTPOJIS.

CucreMa 3HaHUH MO AUCHMIUIMHE POPMUPYETCS B X0/1€ AYAUTOPHBIX U BHEAYAUTOPHBIX (CAMOCTOSTEIbHBIX) 3aHATHI. cronb3ys
JICKIIMOHHBIN MaTepHall, YICOHUKA B yaeOHBIC TOCOOHs, TOMOJTHUTEIBHYIO JINTEPaTypy, MPOSBILLS TBOPUESCKHI ITOIXOJ, CTYACHT
TOTOBHUTCS K IPAKTHIECKAM 3aHATHAM, PAaCCMaTPHUBas UX Kak IOIOIHEHNE, YIITYOJICHHE, CHCTEMATH3AINS CBOUX TEOPETHIECKIX
3HaHUH.

J1n1st OCBOCHUSI IMCIMIUTNHEI CTYACHTaMH HEOOX0AUMO:

1. ITocemaTs JeKuuH, Ha KOTOPHIX B CKATOM M CHCTEMHOM BHJIE M3JIaralOTCsl OCHOBHI JUCIUIUIMHEL: TAIOTCS OTPEIeTICHIS
MOHSTHI, 3aKOHOB, KOTOPBIE JOJDKHBI 3HAThH CTYJCHTHI; PACKPBIBAIOTCS 3aKOHOMEPHOCTH MOBEICHNS SKOHOMHYECKUX CYOBEKTOB.
CTyIeHTY BaXKHO IOHATH, YTO JICKIHUS €CTh CBOe0Opa3Has TBOpUYecKas (popMa caMOCTOSITENIbHOM paboThl. Hamo meITaThes CTaTh
AKTHBHBIM COY4aCTHUKOM JIEKIUU: IyMaTh, CPABHUBATh U3BECTHOE C BHOBB I10JIy4a€MbIMHU 3HAHUSAMH, BOMTHU B JIOTHKY U3JI0KEHUS
MaTepuala JEKTOpOM, CISTUTh 32 XOJ0M €r0 MBICIIEH, 3a ero apryMeHTaIel, HaXOUTh B Hel Kaxymuecs BaM ciadoctu. Bo
BpEMs JIEKIIMK MOXHO 3a/1aTh JIEKTOPY BOIPOC, JKENAaTENbHO B IMCbMEHHOM (hopMe, YTOOBI HEe MEIIaTh ¥ HE HAPYIIATh JIOTUKH
nposeneHus Jekuun. Ciymiast JeKIUIo, CIeAyeT 3apUKCHPOBATh OCHOBHBIC HJICH, ITOJIOXKEHHs, 00001IeH s, BEIBOABL. PaboTta Hax
3aITHCHIO JIKINH 3aBepIuaeTcs qoMa. Ha cBexyro TooBy (TI0Ka errie JIEKIHUs B TaMATH) Hal0 YTOYHUTB TO, YTO 3aIHCaHo,
000TaTUTh 3aIUCh TEM, YTO HE yHAIOCh 3a(UKCHPOBATH B X0/ JICKIUH, 3aMICaTh B BUJE BOIIPOCOB TO, YTO HANO MPOSICHUTH, 10
KOHILIA TOHATH. Ba)kHO COOTHECTH MaTepHall JIEKIUHU ¢ TEMOH y4eOHOH nMporpaMMbl U YCTaHOBUTH, KaKHeE €€ BOTIPOCH! HALIIU
OCBEII[CHUE B MTPOCIYIIAHHOH JIeKIHK. Toraa moie3Ho o0pamarbes U K yaeOHHKY. JIeKus i yaeOHUK He 3aMEeHSIOT, a JOTIONHSIOT
Apyr Apyra.

2. ITocemaTs npaKTHYECKHE 3aHATHSA, K KOTOPBIM CIEIyeT TOTOBUThCS M AKTUBHO HA HUX PaboTaTh. 3alaHHE K IPAKTHUECKOMY
3aHATHIO BBIJIACT MIPEMNOAaBaTeNb. 3aJaHue BKIIOYACT B ce0si OCHOBHBIC BOMPOCHI, 3a]1a4H, TECTHI U pedepaTsl s
CaMOCTOSATETBHOM pabOTHL, INTEpaTypy. [IpakTudeckne 3aHATHA HAUWHAIOTCS C BCTYIUTEIBHOTO CIIOBA MPEIoAaBaTes, B KOTOPOM
Ha3BIBAIOTCS 1IENTb, 33JJa9H U BOIIPOCHI 3aHATHA. B mpouecce mpoBeaeHus 3aHATHH IpernofaBaTellb 3ajacT OCHOBHBIC H
JIOTIOJIHUTEIbHbIE BOIIPOCHL, OPraHu3yeT Ux obcyxaenue. Ha npakTuueckux 3aHATHSIX PEIlaoTcsi KOHKPETHBIE 33/1a4H 0
JIETIONPOU3BOJICTBY, Pa30MPArOTCsl TECTOBEIC 3aJaHUs M 33JaHH, BEITAHHBIC U1 CAMOCTOSTENEHON paboThI, 3aCITyIIHBAIOTCS
pedepaTrBHBIE BRICTYIUICHUS. CTYACHTHI, IPOITYCTHBIINE 3aHATHE, WIIM HE ITOTOTOBUBINHUECS K HEMY, IPUTTIAIIAIOTCS Ha
KOHCYJBTALIMIO K IIpernoaaBaTento. IIpakruueckoe 3aHATHE 3aKaHYMBACTCS [I0{BEJCHHEM HTOTOB: BEIBOJAAMH IO TEME U
BBICTaBJIEHHEM OLICHOK.

3. CucTeMaTH9eCcKd 3aHUMAThCS CaMOCTOSTENbHON paboToi, KoTopast BKIIOYaeT B ce0s M3ydeHNne HOPMATHBHBIX JOKyMEHTOB,
MaTepraoB yUeOHUKOB M CTaTel M3 SKOHOMUYECKOH JINTEPATypPhI, PEIIeHNe 3a1ad, HallUCaHIe JOKIaZ0B, pedepaTos, 3cce.
3aganHus A7l CaMOCTOATENIbHOW paOOThI BBIJAIOTCS MIPETOIaBaTeIeM.

4. Ilox pykOBOJCTBOM IIPEIIOaBaTeNsl 3aHUMAaThCsl HayTHO-HCCIIEJOBATEIbCKOM pad0TOH, 4TO MpeanoiaraeT BEICTYIUICHUS C
JIOKJIaIaMH Ha HaAyIHO-IIPAKTHIECKUX KOH(EPEHIINAX W ITyOJIHKAIHIO TE3UCOB M CTATeH 110 UX Pe3yIbTaTaM.

5. IIpy BO3HUKAIOMIMX 3aTPYIHEHUSX IPU OCBOCHUH JHUCIUIUINHEL, AJISI HEYCIIEBAIOIIUX CTYICHTOB U CTYACHTOB, HE TIOCEIAOIINX
3aHATUS, IPOBOJSTCS ©KEHEeNbHbIC KOHCYJIBTAllUY, Ha KOTOPBIE MPHUIJIAIIAIOTCS HEYCIEBAIOIME CTYACHTH, a TAKKE CTY/IEHTHI,
HCITBITHIBAIOIINE TOTPEOHOCTH B IIOMOIIH MPEIIOAABATEINS IIPH U3Y4CHUH AUCIIATUTNHEL.

MIPAJIOXKXEHUSA

Ipunoxernne 1 (MY x @OC).docx




JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



