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Pacnpenenenne YacoB JUCHUILIMHBI MO0 Kypcam

Kypc 3

Bun 3anaruit vl PII Hroro
Jlexumu 2 2 2 2
IMpaxTuyeckue 2 2 2 2
Hroro ayn. 4 4 4 4
KonrakThas paboTa 4 4 4 4
Cam. pabora 28 28 28 28
Hroro 32 32 32 32

OCHOBAHUE

denepanbHbIil rOCyIapCTBEHHBIN 00pa30BaTENbHBINA CTAHAAPT CPEAHET0 MPOPECCHOHATBHOTO 00pa30BaHuUs 110
cnennansHocTH 38.02.06 @unance! (IIpukaz MunuctepcTBa oOpa3zoBanus U Hayku Poccuiickoit @enepanuu ot 5 gpeppains
2018 . N 65 «O06 yrBepxnennu denepaabHOTO TOCYIApCTBEHHOTO 00Pa30BaTENBHOTO CTAHAAPTA CPETHETO
npoecCuoHaIbHOTO 00pa3oBaHus 1Mo crennatbHOCTH 38.02.06 duHAHCH)

Pabouas nporpamMma cocTaBiieHa 10 00pa30BaTesIbHOI IporpaMMe

Hampasienue 38.02.06

MporpaMMa CpeHero MpoeCCHOHATBHOTO 00pa30BaHUs

Y4eOHbIi TUTaH YTBEPXK/IEH YU€HbIM coBeTOM By3a oT 30.08.2021 npoTokon Ne 1

[Iporpammy cocraBun(u): IIpen., Komenenko E.B.;IIpem., Karomosa E.B.

[Ipeacenarens LIIMK: Bytyk H.B.

Paccmotpeno Ha 3acemanuu [IMK ot 31.08.2021 mpotoxos Ne 1



1. HEJIX OCBOEHUA JTUCHUTIIMHBI

1.1|enbro u3y4eHus: TUCHUIUIAHBI " JIOKyMEHTAIMOHHOE O0eCIIeYeHUE yIpaBieHus" sSBiseTcss CHOPMHUPOBATh Y CTYJCHTA
MPEeJCTaBICHHE O JOKYMEHTAJILHON CUCTEME YIPABJICHHUS POU3BOJICTBOM M HAYYHUTh €T0 3JIEMEHTaM OpraHu3aluu
JOKYMEHTAJILHOM AESATENbHOCTH IIPH YIPABJICHUH CTPYKTYPHBIM OTIEIIOM MPEANPHUITHS U paboTe B KauecTBE UCTIOIHUTEI B
JIOKYMEHTAJILHOH J1eSTeIbHOCTH.

2. MECTO JUCIHUTLINHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI

Huxn (pazgen) OOIT: |OH

2.1|TpebdoBaHus K NpeABAPUTEIbHOI MOATOTOBKE 00y4aI0LIErocs:

2.1 1| JucunmnHa «JJokyMeHTaIllMOHHOE 00CCIIeYCHUE YIPABICHHU» BXOIUT B YaCTh JUCIMIUIMH 001IENPO()ECCHOHAIBHOTO [IUKIIA
y4eOHOro riana. B MeTou4IecKoM IIaHe JUCIMIUIMNHA OMUPAETCS Ha 3HAHUS, MTOJTyICHHbIC TIPH U3YUYCHHU CICIYIOIUX YUeOHBIX
KypCOB:

2.1.2|IadopMaIMOHHbIE TEXHOIOTHH B IPO(ECCHOHATBHON ISSITENFHOCTH (ATanTHBHBIC HH(POPMAIIMOHHBIC TEXHOJIOTHU B
po¢eCCHOHAIBLHON ICATSITLHOCTH)

2.1.3|Pycckuii A3bIK U KyJIbTYpa peUn

2.1.4|T1cuxomorus oOmIEeHNs

2.2|IMcuunJIMHbI 1 MPAKTHKH, /IS KOTOPHIX 0CBOEHHE IAHHOW THCHUIIMHBI (MOYJIs1) HE0OX0IMMO KaK MpeIuIecTBYIoIee:

221 HOJ’IyLIeHHI)IC B IIponecce 06y'{eHI/I$I 3HaHUA MOI'YT OBITh HCIIOJB30BaHbI IIpHU OCBOCHUHU HpO(i)eCCI/IOHaJ'H)HLIX MOZ[yHefIZ

2.2.2|®unHaHCH OpraHu3anuit

2.2.3 OpraHmaunﬂ (1)I/IH3,HCOBOFO KOHTPOJIA U PCBU3NHU Cy6’I)eKTOB TOCYAapCTBECHHOI'O U MYHUIIMIIAJIBHOI'O YIIPABJICHUS.

2.2.4|OcHOBBI IPEANPHHUMATEIBCKOH IEATEIBHOCTH

3. TPEBOBAHUSA K PE3YJbTATAM OCBOEHUS JUCITUIIJINHbBI

OK 1: Bei0upaTh cnnoco0sbl peleHus 3aga4 npogeccHOHATbHOI 1eSITeIbHOCTH NPUMEHUTETbHO K Pa3THYHbIM KOHTEKCTaM

3HaTb:

aKTyaJ'II;HI;Iﬁ HpO(l)eCCPIOHaJ'ILHbIIZ 144 COHI/IaJ'ILHHﬁ KOHTEKCT, B KOTOPOM IPUXOJUTCH paGOTaTL U )KUTh,

OCHOBHBIE HCTOYHUKHY HH(GOPMALIUH M PECYPCHI TS PEIeHus 3aa4 U MpoOieM B Tpo(hecCHOHATBHOM H/WITH COLHAIbHOM KOHTEKCTE;

NOPAAOK OLCHKH PE3YJIbTAaTOB PCIICHUA 3a1a4 HpO(l)eCCPIOHaHLHOPI JACATCIIbHOCTH.

YMeTh:

pacrio3HaBaThb 3agavdy W/ HpOGJIeMy B HpO(I)eCCI/IOHaIILHOM H/WIH COMaJIbHOM KOHTCKCTEC

AHAJIM3UPOBATH 3aJa4y H/AIH Hp06neMy " BBIACIIATH e€ coCTaBHbIE YacCTH

BBISBJIATH U 3¢ (EKTUBHO UCKATh MHPOPMALUIO, HEOOXOIUMYIO AJISI PEIIEHHUS 3aJa4y W/UIH IPOOIEMBL.

Baagertn:

OCHOBaMM IIOCTaHOBKH HpO(I)eCCI/IOHaJILHLIX 3a71a4, B KOTOPOM NNPUXOAUTCA pa6OTaTB U XXHUTb.

METOJIaMU aHaJIN3a U PEIIeHUs ITIOCTaBICHHOH 3a1a4y 1/UIK IPOOIEeMBbI

criocobamu oucka HHGopMaLuy, HeOOXOJUMBIX AT PeIIeHHs TPodeCcCHOHANBHBIX 3a/1au.

OK 2: OcymecTBISTh NOUCK, AHAJIN3 U MHTepNpeTaluI0 HHPOPMALHH, He00X0AMMOIi VI BLITIOJTHEHNS 32124 NpodeccHOHATBHOI
JEeATETbHOCTH

3HaTh:

HOMCHKIJIaTYpy I/IH(i)OpMaLU/IOHH])IX HCTOYHUKOB, IPUMCHICMBIX B HpO(I)CCCI/IOHaJ]])HOf/’I JCATCIIbHOCTH,

IIPUEMBI CTPYKTYPHPOBaHUS HH(OpMALINH;

MeToAaMu 0(OpMIICHHS PE3YJIbTAaTOB ITOMCKA HH(pOpMAIH

YMeTh:

ONpeneNATh 3aAa41 I IOMCKa HHOPMaLnH;

OIpeaCIATh H606X0,HI/IMI)IG HCTOYHHUKHU I/IH(‘J[)OpMaHI/II/I;

OLICHUBATH MPAKTHYCCKYIO 3HAYUMOCTDb PE3YJIbTAaTOB ITIOHUCKA, O(I)OpMJ'IﬂTI) PEe3yJIbTaThl IOUCKA.

Baagertn:

Ha YIOBJIETBOPUTCIIBHOM YPOBHE METOJaMU ITOMCKA U aHAJIM3a HeO6XOZ[PIMOI71 I/IH(I)OpMaHI/II/I

Ha BBICOKOM YpPOBHE METOJaMHU MIOMCKa U aHaJIM3a HCOGXOHHMOﬁ I/IH(I)OpMaIII/II/I

Ha BBICOKONPO(ECCHOHAIBHOM YPOBHE METOJIaMH TIOMCKA U aHaJIK3a He00X0IUMOI HH(POpMALIUU

OK 3: IInanupoBaTh U peaju30BbIBATh COOCTBEHHOE MPOdecCHOHATBHOE H JIMYHOCTHOE Pa3BUTHE

3HaTh:




COoACpIKaHNC aKTyaanoﬁ HOpMaTHBHO-HpaBOBOﬁ JAOKYMEHTAallUn

COBPEMEHHYIO Hay4YHYIO ¥ IPO(ECCHOHATIBHYIO TEPMUHOJIOTHIO

BO3MOYKHBIEC TPACKTOPHH NPO(HECCHOHATBEHOTO Pa3BUTHSI M CAMOOOPa30BaHUs

YMeThb:

OIpEACIIATh aKTyaJIbHOCThH HOpMaTPIBHO-HpaBOBOﬁ JOKYMCEHTAIluu B HpO(beCCHOHaHLHOﬁ JACATCIIbHOCTHU

MIPUMEHSTH COBPEMEHHYIO HayJHYIO ITPO(eCCHOHAIBHYIO TEPMHHOJIOTHIO;

OIIpE€ACIIAThL U BBICTPANBATh TPACKTOPHUU HpO(i)eCCI/IOHaJ'H)HOFO pa3BUTHUA U CaMOOGpaSOBaHI/IH

Baagers:

METOJIaMU ONPENETIATh aKTyaIbHOCTh HOPMAaTUBHO-IIPABOBOH TOKYMEHTAIMU B IPO(HECCHOHATIBHON IeSITeIbHOCTH

HaBblkaMu IprMEHEHHsI COBPEMEHHOM Hay4YHO# MpoecCHOHANIBHONW TEPMHHOJIOTHH

AKTyaJ'H)HI)IMI/I METOJaMU BbICTpanBaHUA TPACKTOPUHN HpO(I)eCCI/IOHaJ'H)HOFO Pa3BUTHUA U CaMOOGpaSOBaHI/Iﬂ

OK 4: Pa6oTaTh B KOJLUIEKTHBE U KOMaH/1e, 3¢ (peKTHBHO B3aMO/1€eiicTBOBATH € KOJJ1eraMi, pyKOBOJICTBOM, KJIHeHTAMU

3HaTh:

0COOCHHOCTH COLMATIBHOTO M KYJIbTYPHOTO KOHTEKCTA

IpaBHJIa HOCTPOCHUS YCTHBIX COOOIIEHHH Ha FOCYAapCTBEHHOM SI3BIKE C YIETOM OCOOEHHOCTEH CONMAIbHOTO M KyJIbTYPHOTO KOHTEKCTA.

npaBuia 0ohOpMIICHHS JOKYMEHTOB Ha rOCYTApCTBEHHOM SI3bIKE C YY€TOM OCOOSHHOCTEH COLMANBLHOTO M KYJIBTYPHOTO KOHTEKCTA.

YMmeTn:

TPaMOTHO H3JIaraTb CBOM MBICJIM Ha TOCYTapCTBECHHOM A3BIKE C YICTOM 0COOEHHOCTEH COLMAILHOIO U KYJIbTYPHOI'O KOHTCKCTA.

0(1)0pMJ'I$ITI) JAOKYMEHTBI ITO HpO(bCCCHOHaHLHOﬁ TEMATHUKE Ha roOCy1apCTBCHHOM SA3BIKE

TNPOSABJIATH TOJICPAHTHOCTDH B pa6oqu KOJIJICKTUBEC

Baanern:

npueMaMiu rpaMOTHOI'O U3JIOKECHUS CBOUX MBICJICH Ha TOCYAapCTBECHHOM A3BIKE C YUCTOM ocoOeHHOCTEH COLMAJIBHOTO U KYJIBTYPHOI'O
KOHTCKCTA.

METOJaMH O(i)OpMJ'IeHI/Ifl JAOKYMEHTOB I10 HpO(I)CCCPIOHaJ'[LHOﬁ TEMAaTHUKE Ha rOCy1apCTBCHHOM S3BIKE

CpencramMu 0(OPMIICHHS U H3JI0KEHHS JOKYMEHTOB 10 IPO(eCCHOHATIBHON TeMaTHKe Ha TOCYJapCTBEHHOM SI3BIKE

OK 5: OcyumiecTBJAATH YCTHYIO M MUCbMEHHYK) KOMMYHUKALMIO HA TOCYIapCTBEHHOM sI3bIKe poccuiickoii @exepanuu ¢ yueTom
0CO0CHHOCTEI CONAIBLHOIO0 H KYJIbTYPHOT0 KOHTEKCTA

3HaTh:

CYIIHOCTb Fpa)K,HaHCKO-HanPIOTH‘-IeCKOfI IIO3HMIINH, O6H.[e‘leJIOBe‘IGCKI/IX HGHHOCTGP'I

3HAYUMOCTb HpO(l)eCCI/IOHaHLHOI\/'I JACATCIbHOCTH I10 CIIENUAJIbHOCTH,

CTaHAApThl aHTUKOPPYNIHUOHHOI'O TTIOBEACHUA U TTOCICACTBUSA €0 HAPYUICHUS.

YMmern:

OIMKUCHIBATh 3HAYMMOCThH CBOEH CHEIUAIbHOCTH U NPUMECHATH CTAaHAAPTHI aHTH- KOPPYIIIMOHHOT'O MTOBCACHUA

Ha BBICOKOM YPOBHE OIIMCHIBATh 3HAYMMOCTDb cBOCH CIICUAJIBHOCTHU U IPUMCHATH CTaHAAPThI aHTU- KOPPYIIIITUOHHOI'O MMOBEACHUA

Ha BbICOKOHpO(l)CCCI/IOHaJ]I)HOM YPOBHE OIHMCHIBATH 3HAYUMOCTH cBOCH CIICUAJIBHOCTU U MIPUMCHATH CTAHAAPTBI aHTU- KOPPYIIUOHHOI'O
MNOBCACHHUA, ACMOHCTPUPOBATH OCO3HAHHOC MMOBEACHNUE HA OCHOBE TPAJUIITMOHHBIX O6LL[C‘I€HOB€‘IGCKI/IX I.[eHHOCTefI

Baaaertn:

HaBbIKAMH OINMCAHUS 3HAUUMOCTH CBOEH HpO(beCCI/II/I Ha OCHOBC TPaAUIIMOHHBIX 06H_[e‘16J'IOBC‘IeCKI/IX I.[eHHOCTefI

OcHOBaMH MNPUMCHEHUA CTAaHAAPTOB rpa)K,HaHCKO-HanHOTPI‘IecKOfI IIO3MIIHUH

CTaHJapTaMU TPAJUIIMOHHBIX OOIIEUEIOBEUECKIX IIGHHOCTEH

OK 6: ITposiBJATH IPaKIAHCKO-NATPHOTHYECKYIO MO3UIHIO0, J€MOHCTPHPOBATH 0CO3HAHHOE NOBE/JeHNEe HA OCHOB € TPAJAMIUOHHBIX
o0uIeye10BeYeCKUX HeHHOCTel

3HaTh:

CYLIHOCTb T'PaKIaHCKO-TTATPUOTHUECKON TTO3UIIMH, OOIIEUEIOBEUECKIX LIEHHOCTEH;

3HAYUMOCTh HpO(l)CCCHOHaHBHOﬁ JCATCIBbHOCTH IO CIICHUAJIbHOCTH,

CTaHAAaPThl aHTUKOPPYINIHUOHHOI'O MMOBEACHUSA U MOCIIEACTBUA €TI0 HAPYUICHUS.

YMmern:

OIMKMCHIBATh 3HAYMMOCTh CBOCH CIICIHAJIBHOCTHU

Ha BBICOKOM YPOBHC ONMCBHIBATH 3HAYUMOCTH CcBOCH CIICMUAJIBHOCTH U MTPUMCHATH CTAHAAPTBI aHTU- KOPPYIIITUOHHOI'O MOBEACHUA

Ha BI)ICOKOH]I)O(I)GCCI/IOH&HI)HOM YPOBHE OIIMCBIBATH 3HAYNUMOCTD CBOEH CIeHaIbHOCTH U MNPUMECHATH CTAHAAPTHI AHTU- KOPPYIIIHUOHHOTO
TMOBCACHUS, IEMOHCTPHUPOBATH OCO3HAHHOC ITOBCACHNE HA OCHOBE TPAAUIIMOHHBIX O6HI€‘ICJ'IOBC‘{CCKI/IX I_ICHHOCTCI\/’I

Baanern:




HaBbIKAMH OIMCAHUS 3HAUUMOCTH CBOEH npod)eccm/l Ha OCHOBEC TPAAUITUOHHBIX 06LH€‘IGJ'IOBC‘ICCKI/IX LIEHHOCTEeH

OcHoBaMM IPUMEHEHUS CTaHIapTOB I'PaKJaHCKO-TNIATPUOTHYECKON O3UIIUU

CTaHaapTaMy TpaaulXUOHHBIX o6meqen03eqec1<nx LIEHHOCTEH

OK 9: Ucnoab3oBaTh HH(POPMAIIMOHHBIE TEXHOJIOTHH B MPO¢ecCHOHAILHOM NesATeJbHOCTH

3HaTh:

COBPEMEHHBIE CPE/ICTBA M YCTPOUCTBA HH(POPMATU3ALUU

MOPSIOK IPUMEHEHHS IPOTPaMMHOT0 0OecTieueH s B podeccrnoHanbHON AeSTENbHOCTH

MporpaMMHOe 00ecIieueHHe U YCTPOHUCTBa MHPOPMATH3ALNH B MTPOPECCHOHAILHON ACATSIBHOCTH

YMeThb:

IIPUMCHATH CPEACTBA I/IHq)OpMaI_[I/IOHHI)IX TEXHOJIOTUH JUISL peIICHUSA HpO(beCCI/IOHaJ'ILHLIX 3aj1a4q,

HCIIONB30BaTh COBPEMEHHOE POrpaMMHOE obecrieyeHre

IIPpUMCHATH CPEACTBA I/IHq)OpMaI_[I/IOHHI)IX TEXHOJIOTUH COBpPEMCHHOC TPOTrpaMMHOE obecneueHue JUISL pCIICHU HpO(l)eCCI/IOHaJ'H)HI)IX 3ajga4

Baagers:

HaBBIKAMH [IPUMEHEHUS CPEACTB HHGOPMALIMOHHBIX TEXHOJIOTHI

METOJAaMU UCIIOJIb30BAHUSI COBPEMEHHOT'O IIPOTrpaMMHOTO obOecreueHust

aKTyaJbHBIMHU CIIOCOOaMU NMPUMEHEHHUS CPEICTB UH(OPMALIMOHHBIX TEXHOJIOTHH  COBPEMEHHOTO IIPOTPaMMHOTO 00ECIIEYCHHUS B
npodeccnoHanbHON ASSTENEHOCTH

OK 10: ITonb30BaThecs NPodeccHOHANBHOM JOKYMEHTALMell Ha rocyJapCTBEHHOM M HHOCTPAHHOM SI3bIKAX

3HaTb:

MpaBHJIa HOCTPOSHUS MIPOCTHIX M CIOXKHBIX MPEIUIOKEHUH Ha podeccnoHaIbHbIE TEMbI

OCHOBHBIE 0011eyNIOTpeOUTEIbHBIE I1aroiisl (ObITOBas U MPOeCCHOHANBHAS JIEKCHKA); JICKCHYECKUIT MUHUMYM, OTHOCSIIMICS K OITUCAHHIO
MIPEIMETOB, CPENICTB M IPOLIECCOB MPOPECCHOHANBEHOM eITeTbHOCTH.

Ha BBICOKOTIPO(ECCHOHAIFHOM YPOBHE PHEMBI OOIIEHHNs Ha MPOodecCHOHANbHBIE TEMBI M IPABHJIa YTEHUS TEKCTOB NPOhecCHOHaTBHON
HaIpaBJICHHOCTH

YMmeTn:

IMOHUMATh TEKCTHI Ha 0a30BbIE HpO(l)eCCI/IOHaJ'II)HLIC TEMbI

y4acTBOBaTh B [HAIOraX HA 3HAKOMBIE 001IHe U MPO(HECCHOHATBHBIC TEMBL, CTPOUTD IIPOCTHIEC BHICKA3bIBaHMs O ceOe 1 0 CBOCiH
poheCCHOHATBEHOM IeITeBHOCTH

Ha BBICOKOTIPO(ECCHOHAIFHOM YPOBHE IHCATh MPOCTHIE CBS3HBIE COOOIIECHHNS HAa 3HAKOMBIE HJIM HHTEpeCyIolue npodeccnoHaIbHbBIE TEMBI

Baagertn:

npaBuJIaMU MMOCTPOCHUA MPOCTHIX U CJIOKHBIX Hpe,EUIO)KeHI/Iﬁ Ha HpO(I)eCCI/IOHaJIBHLIe TEMbI

JICKCUYCCKUM MUHUMYMOM, OTHOCAIIUMCSA K OITMCAHWUIO IPEAMETOB, CPEACTB U IPOLECCOB HpO(beCCI/IOHaJIBHOI‘/‘I JACATCIIbHOCTH,

Ha BBICOKONPO(ECCHOHAIBHOM YPOBHE IIPUEMbI OOLICHHUS M IPAaBUIIAMH YTEHUS TEKCTOB MTPOPECCHOHANBHON HANIPABICHHOCTH

IIK 1.4.: CocTaBasiTh INIAHOBbIE AOKYMEHTBI roOCy1apCTBEHHbIX 1 MYHUIIUTTAJIbHBIX yqpemz]el-mifl M 000CHOBaHMS K HUM

3HaTh:

0COOCHHOCTH COCTABJICHHS TUTAHOBBIX JOKYMCHTOB roCcyJapCTBEHHBIX 1 MYHUIIUIIAJIbHBIX yqpen(z[eHI/Iﬁ

npaBujia COCTABJICHUS IJIAHOBBIX JOKYMEHTOB I'OCyJapCTBEHHBIX U MYHHUIIHUITAJIbHBIX y‘Ipe)K,E[CHI/Iﬁ

AJIT'OPUTM COCTABJICHUS IIJIAHOBBIX JOKYMEHTOB I'OCYAapCTBCHHBIX U MYHUIIUIIAJIBHBIX y‘{pC)K[[eHI/Iﬁ

YMmern:

O(I)OpMJI}ITL TJIAHOBBIC JOKYMEHTBI T'OCYAapCTBEHHBIX U MYHUIIUIIAJIbBHBIX y‘Ipe)KI[eHI/Iﬁ

COCTaBJIATH INITAHOBBIC JOKYMCHTBI T'OCYAapCTBEHHBIX U MYHUIUIIAJIbHBIX yqpemaeﬂnﬁ

MPUMEHSTH IPOTPAMMHOE 00€CIIeUeHHE I COCTaBJICHUS ITAHOBBIX JOKYMEHTHI FOCYIapPCTBEHHbBIX ¥ MyHULMIIAIBHBIX YUPEKICHUH

Buaanern:

HaBBIKaMHU O(I)OpMJ'ICHI/IH OCbOpMJ'IeHI/I}I TUTAHOBBIX JOKYMEHTOB I'OCYJAapCTBCHHBIX U MYHUIIUITIAJIBHBIX yr{pexc;le}mﬁ

MCETOJaMH1 COCTABJICHUA U oq)opmnem/m TIJIAaHOBBIX JOKYMEHTOB I'OCYAapCTBCHHBIX U MYHUIIUIIAJIbHBIX yqpemneHnﬁ

CpexncrBaMu HHGOPMAIOHHBIX TEXHOJIOTHI U MIPOrPAMMHOTO 00ECTICUeHHS T 0(OPMIICHHNS [UIAHOBBIX JOKYMEHTOB TOCYIapCTBEHHBIX U
MYHUIMNAIBHBIX YUPEKICHUN

IIK 1.5.: O6ecnieynBaTh (PpMHAHCOBO-IKOHOMHYECKOE COMPOBOIK/IEHHE AeSITEJbHOCTH M0 0CYIECTBJIEHHIO 3AKYIOK JJIs
rocyI1apCcTBEHHBIX H MYHUIIMNAJbHBIX HYK/

3HaTh:

OCHOBHBIC ITOJIOKCHM 3aKOHOAATCIbCTBA Poccutickoit CDezLepauHH 1 HOPMATUBHO-IIPABOBLIX aKTOB

0COOCHHOCTH COCTaBJICHUS 3aKyIIOYHOH JOKYMEHTALUH




Ha BBICOKOM YPOBHC IIpaBUJjia O(l)OpMJ'IeHI/Iﬂ " COCTaBJICHUA SaKyHO‘IHOﬁ JAOKYMCHTAllUU

YMeTh:

OpUEHTUPOBATHCS B OCHOBHBIE MOJIOKEHUS 3aKOHOAATeNIbeTBa Poccuiickoit deepanni 1 HOpMaTHBHO-TIPABOBBIX aKTOB B cpepe 3aKyrnouyHOH
JIOKYMEHTAI1N

OIUCHIBaTh 00BEKT 3aKyIIKU 1 000CHOBBIBATh HavaJbHYIO (MaKCI/IMaJ'II:HyIO) HCHY 3aKyIIKH

Ha BBICOKOTIPO(ECCHOHAIFHOM YPOBHE COCTABIIATH 3aKYNOYHYIO JOKYMEHTALHIO

Baanern:

OCHOBHBIMH ITOJIOKCHUA 3aKOHOAATCIIBCTBA Poccutickoit @eﬂepaunn 1 HOPMATHBHO-IIPABOBLIX aKTOB B cq)epe SaKyHO‘IHOﬁ JAOKYMEHTallun

IIpaBUJIaMH COCTaBJICHUSA 3aKyHO‘IHOﬁ JOKYMCHTaAIUHU

aKTyaJIbHBIMH METOJaMU O(OPMIICHHSI M COCTABIICHHUS 3aKyIIOUYHOH JOKyMEHTAallUH

MK 2.1.: Onpenensith HAJOTOBYIO 6a3y, CyMMBbI HAJIOTOB, CGOPOB, CTPAXOBBIX B3HOCOB, CPOKH MX YIJIATHI H CPOKH NMPeICTABICHUS
HAJIOTOBBIX JIeKJIAPALHUil H PACYETOB

3HaTh:

OCHOBHBI€ TTOJIO’KEHHUSI HAJIOTOBOTO 3aKOHOAaTenbcTBa Poccuiickoit denepanny 1 HOPMaTHBHO-TIPABOBBIX aKTOB

TMOPAAOK 3aIlOJIHECHUS HAJIOTOBBIX Z[eKJ'IapaHI/Iﬁ

Ha BBICOKONPO(ECCHOHAIBLHOM YPOBHE TOPSIOK 3aMIOJTHEHHUS HAJTOTOBBIX JCKIIapaliii

YMmeTn:

IIPUMECHATH OCHOBHBIC ITOJIOKCHMA HAJIOTOBOTO 3aKOHOAATCIIBCTBA Poccuiickoit @enepaunn 1 HOPMAaTHUBHO-IIPABOBBIC AKThI

3aIll0JIHATHL HAJIOTOBYIO ACKJIapaliuio

Ha BBICOKOTIPO(ECCHOHAIFHOM YPOBHE 3aIIOJIHATH HAJIOTOBYIO JAEKIapaIiiio

Baanern:

OCHOBHBIMH ITOJIOKCHUSAMHA HAJIOIOBOI'O 3aKOHOJATCIILCTBA Poccutickoit d)e,uepaum/l 1 HOPMATHUBHO-TIPAaBOBbLIMH aKTaMH

IpaBUJIaMH 3aIlIOJTHCHUS HAJIOTOBBIX /:Lelcnapaunﬁ

OCHOBHBIMH TIOJIOKEHHISIMH HAJIOTOBOTO 3aKOHOAaTelIbcTBa Poccuiickoit CDe;[epauHH 1 IIpaBUJIaMH 3aII0JTHCHUA HAJIOTOBBIX /:[eKnapauHﬁ

IIK 4.1.: Pa3pa6aTbiBaTh IVIaH ¥ NPOrpamMMy NpPoBeeHHsI KOHTPOJIbHBIX MePONPUATHIA, 0OPMJISTH pe3ybTaThl NPOBeIEHHbIX
KOHTPOJIBHBIX MEPONPUSITHIA, BHIPA0ATHIBATH PEKOMEH/IALUH N0 YCTPAHEHHUIO HEJOCTATKOB H PUCKOB, OIIEeHUBATH 3¢ ¢

3HaTb:

Ha yJOBJIETBOPUTEIEHOM YPOBHE TUIAH M IIPOTrPaMMy POBEACHHST KOHTPOJIBHBIX MEPOTIPHUATHH, 0QOPMIIATE pe3yIIbTaThl IPOBEICHHBIX
KOHTPOJIbHBIX MEPONPUSATHIA

Ha BBICOKOM YPOBHE ILJIaH U MPOrpaMMy MPOBEICHUSI KOHTPOJIbHBIX MEPONPUSTHH, 0QOPMIISATh PE3yJIbTaThl IPOBEACHHBIX KOHTPOJILHBIX
MEpONPUATHIA

Ha BBICOKOITPO(EeCCHOHAIFHOM ypOBHE IUIaH H MPOrpaMMy MPOBEICHUSI KOHTPOJIBHBIX MEPOTIPHATHIA, OQOPMIIATE Pe3yIbTaThl IPOBEICHHBIX
KOHTPOJIbHBIX MEPOIPUSTHUI, BbIpabaThIBaTh PEKOMEHJALUH 10 YCTPAHEHUIO HEJIOCTATKOB M PUCKOB

YMeTh:

Ha yJOBJIETBOPUTEIEHOM YPOBHE COCTABIIATH IUIAH U IIPOrpaMMy MPOBEAEHHS KOHTPOIBHBIX MEPONPHUATHH, 0OPMIIITH Pe3yIbTaThl
IIPOBEIEHHBIX KOHTPOJILHBIX MEPONPUATHI

Ha BBICOKOM YPOBHE COCTABIIATH IIIaH U MPOTPaMMy TIPOBEACHHS KOHTPOIBHBIX MEPOIIPUATHH, 0QOPMIIATH pe3yabTaThI IPOBE JEHHBIX
KOHTPOJIbHBIX MEPONPUATHH

Ha BBICOKONIPO(ECCHOHANBFHOM YPOBHE COCTABIIATH IUIaH U IIPOTrpaMMy IPOBEAEHUS. KOHTPOIBHBIX MEPONPUATUH, OQOPMIIITE pe3yIbTaThl
HPOBEICHHBIX KOHTPOJIBHBIX MEPOIPHATHIA, BEIPAOATHIBATh PEKOMEHIAINH [0 YCTPAaHCHUIO HEOCTATKOB U PHCKOB

Baanerts:

Ha yIOBIETBOPHTEIEHOM yPOBHE HABBIKAMH COCTAaBICHHMS IUIAHA W IPOrPAMMEI IIPOBEIEHNS KOHTPOIBHEIX MEPOIIPUITHH, 0()OPMIICHHS
pe3yabTaTOB NPOBEICHHUS KOHTPOJIbHBIX MEPOIPUATHI

Ha BBICOKOM YPOBHC HaBbIKaMU COCTABJICHUS IJIaHA U IIPOrpaMMBbI IIPOBEACHUA KOHTPOJIBbHBIX MCpOHpI/IHTHﬁ, O(I)OpMJ'[CHI/IH PE3YyIIbLTAaTOB
MNPOBCACHNA KOHTPOJIbHBIX MepOHpI/IﬂTI/Iﬁ

Ha BBICOKOHpO(beCCI/IOHaJ'II)HOM YPOBHE HaBbIKaMM COCTABJICHUS IJIaHA U TPOTrpaMMBbI ITPOBEACHHUSA KOHTPOJbHBIX MepOHpPIS[THfI, Od)OpMJ'IeHI/Iﬂ
PE3YyJIbTAaTOB NPOBEACHUA KOHTPOJBHBIX Meponpm]Tm‘/i, BLIpaGaTbIBaTb PEKOMEHOANU 110 YCTPAHCHUIO HEJOCTATKOB U PUCKOB




3.1 3uarp

NOHATHE, 11eJIH, 321241 ¥ IPUHLMIIBI 1eJIONPON3BO/ICTBA;
- OCHOBHBI€ IOHATHS JOKYMEHTAIIHOHHOI0 o0ecneYeH s ynpaBJieHus ;
- CHCTeMbI JOKYMEHTAIIHOHHOI'0 o0ecleyeHusl YIPAaBJICHUS ;
- KJACCH(PUKAIHNIO JOKYMEHTOB;
- TPeOGOBAHMS K COCTABJICHUIO U 0)OPMJICHUIO JOKYMEHTOB;
- OPraHU3alHuIo JOKYMEHT0000pOoTAa: NpHeM, 00padoTKy, perucTpanuio, KOHTPOJIb, XpPaAHEeHHe T0KYMEHTOB, HOMEHKJIATYPY AeJ;

3.2 Ymerthb

- 0OpPMJIATH JOKYMEHTAIUIO B COOTBETCTBHH C HOPMATHBHOIi 0230i, B TOM 4HcJIe ¢ HCMOJb30BAaHHEM HH(OPMAIMOHHBIX
TE€XHOJIOTHIA;
- HCIIO0JIb30BaTh YHU(HIHPOBaHHBIE GOPMBI TOKYMEHTOB;
- 0OCBaMBATh TEXHOJOTHH ABTOMATH3MPOBAHHOI 00pa0OTKH JOKYMEHTALINH;
- OCYLIECTBJISITH XPaHEHHE U MOMCK JOKYMEHTOB;

-HCNO0JIB30BATh TCJICKOMMYHUKAIIHOHHbIC TEXHOJOIHH B 3JICKTPOHHOM Z[OKyMeHTOOﬁOpOTe;

3.3 Baagern

- OcHOBaMM 1€JIOBOii JOKYMEHTAIIMH H1eJI0NPOU3BOACTBA B IKOHOMUYECKOM Cy0beKTe
- Metonamu ¢opMaibHOI MPOBEPKH J0KYMEHTOB, IPOBEPKH MO CYIIECTBY,apU(MeTHYECKOH NPOBEPKH;
- HaBbikamMu npremMa MPOU3BOJILHBIX NEPBHYHBIX JOKYMEHTOB,paccCMaTpUBaeMble KAK MHCHbMEHHOEI0KA3ATeIbCTBO
COBEpPLIEHUIX0351ICTBEHHOI onepanuy WIMIOJy4YeHne pa3pelieHlsI Ha eenpoBeIeHueE;
- HaBblkaMu mpuemMa JOKYMEHTOB Ha OyMajKHOM HOcHUTeJle H(MJIH) B BH/Ie YJIEKTPOHHOI0 TOKYMe HTA,OINMUCAHHOT0 YJIeKTPOHH Ot

MOANKUCHIO;

- AKTyaJbHBIMH MeTOAaMHUPaGoThI B MpodeccHoHANLHOI cdepe; peann3oBaTHCOCTABJIEHHBIH MJIaH; OLIEHUBATHPE3YAbTAT U
TOCJIEACTBUS CBOMXAeH cTBHIT
- CpeacrBaMu nHGOPMAIHOHHBIXTEXHOJIOTHI U MPOrpaMMHOro odecreveHus 1JIs1 pemieHUsinpogeccu oHAIBLHBIX 3a1a4.

4. CTPYKTYPA U COEP’)KAHHUE JUCIHUIIIMHBI (MOY.JIST)

Kon

HaumeHnoBaHue pa3/ieioB U TeM /BH]L
3angarus/

Cemectp /
Kvpc

Yacos

Komneren-
107071

JlntepaTtypa

HuTep
aKT.

IIpnmevyanne

Paznen 1. OcHOBBI JOKYMEHTHPOBAHUSA
YHpaBJIeH4eCKOi 1eITeTbHOCTH

11

JIOKyMEHTHPOBaHHE yIPABICHYCCKON
nesirenbHOCTH. /Cp/

OK10K2
OK 3 OK 4
OK 50K 6
OK 9 OK 10
IIK 1.4. IIK
1.5. IIK 2.1.
IIK 3.4. IIK
4.1.

JI1.1 J11.2J12.1

1.2

Cucrema opraHu3alioOHHO—
pacnopsiautensHOi nokymentannu (OP/])
/Cp/

OK10K2
OK3 OK 4
OK 50K 6
OK 9 OK 10
K 1.4. TIK
1.5. IIK 2.1.
IIK 3.4. TIK
4.1.

JI1.1 JI1.2J12.1

13

Cocrasnenue u opopmieHue
OpraHM3alMOHHOI foKymeHTarmu /Ip/

OK10K2
OK3 OK 4
OK 50K 6
OK 9 OK 10
K 1.4.TIK
1.5. IIK 2.1.
K 3.4.TIK
4.1.

JI1.1 JI1.2J12.1

1.4

JoroBopHo—TipaBoBas qokymenTanus /Cp/

OK10K2
OK 3 OK 4
OK 50K 6
OK 9 OK 10
I[IK 1.4.TIK
1.5. 1IK 2.1.
[IK 3.4.TIK
4.1.

JI1.1 J11.2J12.1




1.5 Opranusanus paboTsl ¢ JokymeHramu /Cp/ 3 8

OK 10K 2
OK 3 OK 4
OK 50K 6
OK 9 OK 10
IIK 1.4. TIK
1.5. 1IK 2.1.
IIK 3.4. IIK
4.1.

JI1.1 J11.2J12.1

1.6 HuddepennupoBannblii 3auet /JIex/ 3 2

OK10K2
OK 3 OK 4
OK 50K 6
OK 9 OK 10
IIK 1.4. TIK
1.5. 1IK 2.1.
IK 3.4. IIK
4.1.

JI1.1J11.2J12.1

5. ®OHJ1 OHEHOYHBIX CPEJICTB

5.1. ®oH OLIEHOYHBIX CpEeaCTB AJis MIPOBEACHUA l'[p()Me)KyTO'—lHOﬁ arrecranmu

ConepxaTbest B (OH/IE OIIEHOUHBIX cpeacTB B [Ipmtoxxenun

5.2. ®onj 011eHOYHBIX CPEACTB AJIsl MPOBEAeHUsI TEKYIIEro KOHTPOJIs

MCTOZ[I/I'{CCKI/IC YKa3zaHus K KOHTpOJ’[LHOﬁ pa60Te MNpeACTaBJICHBI B HpI/IJ'IO)I(eHI/II/I.

6. YHEBHO-METO/IJMYECKOE 1 HTHO®OPMAIIMOHHOE OBECIIEYHEHWE JTUCHUIIJIMHBI (MOAY JIA)

6.1. Pexomenayemas Jutepatypa

6.1.1. OcHoBHast TMTEpPaTYypa

ABTODEI, COCTaBUTEIHN 3arnaBue H3paTenscTBO, IO Konny-Bo
JI1.1 |Tpunbepr A. C., JloKkyMeHTaIIOHHOE 00eCTIeUeHUE YIIPABICHUS: Mocksa: FOHUTH- JAHA, | http://biblioclub.ru/ -
T'op6aués H. H., VY4eOHHUK A/ CTYJICHTOB BY30B, oOyJaromuxcs mo (2017 HEOTpaHMYCHHBIN
T'opbaués H. H., HarpaBlIeHHSIM « DKOHOMHUKa» U «MeHeIKMEHT, JOCTYI U1
Myxamermmuna O. A. cnenuanbHocTAIM «MHDOpMaTHKaY, 3apEruCTPUPOBAHH
«JlokyMeHTOBeIeHHE U JOKYMEHTAIlMOHHOE BIX [OJIb30BaTENeH
obecrieyeHue yrpaBiIeHHsD, « ABTOMaTH3aIMs H
yIpaBJICHUE»
JI1.2  |Kysuemosa 1. B., JlokyMeHTalnoHHOe 00ecTeYeHne yIpaBICHHS: CapaTos: http://biblioclub.ru/ -
Xauatpsia I, A. VYuebHoe nocobue s CITO IMpodobpazosanue, Aii [Iu | HeorpaHUUEHHBIH
Op Menua, 2019 JIOCTYT JJIst
3aperucTpUpPOBaHH
BIX TIOJTB30BAaTENeH
6.1.2. lonoiHUTEIbHAS TUTEPATypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox Konnua-Bo
JI2.1 |Muxeepa E. B. IIporpamma passutus JJOY: TeopeTHuecKre U Mocksa|bepmun: Jupexr- | http://biblioclub.ru/ -
MPaKTUYECKUE MOIXO/IBI K €€ pa3padoTKe Menua, 2015 HEOTpaHUYEHHBII
JOCTYII JJIST
3aperucTpUpPOBaHH
BIX TIOJTB30BAaTENeH

6.3. IlepeyeHs MporpaMMHOro odecrneveHust

6.3.1|MicrosoftOffice

6.4 l'[epeqem) PIH(l)OpMal_Il/I()HHbIX CNIPaBOYHbIX CHCTEM

6.4.1

1. http://znanium.com — DnekTpoHHO-6KMOINOTEYHAsE cUCTeMa ZNanium.com

6.4.2

2. http://www.urait.ru— snexrponsas 6uénnoreka usnatenscrea FOPAUT

6.4.3

3. http://www.consultant.ru. - CipaBouno-mpaBoBas cuctema «KoncynbrantILirocy

6.4.4

4, http://www.garant.ru -

CHpaBO‘IHO-HpaBOBaﬂ CUCTEMa «FapaHT»

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCITUITJIMHBI (MOAY JIST)

7.1

Kabuner «/loxkymMeHTallMOHHOTO 00ecIieueH s yIpaBJIeHNUs», OCHAIEHHbBII 000pyJOBaHHEM: TI0CA/I0UHBIE MECTA 110 KOJIUYECTBY
o0ydaromuxcs, pabodee MECTONpPENnoAaBaTens, J0CKa, ANAAKTHIESCKUI MaTepuail.

8. METOAUYECKHUE YKA3AHUSA JJIA OBYYAIOIIIUXCA 11O OCBOEHHUIO JUCHUTIIMHBI (MO/Y JIS)




MeTO,Z[I/I‘IeCKI/Ie YKazaHus OJisd 06y11a10n11/1xc51 MpeaACTaBJICHbI B HpI/IJ'IO)KCHI/II/I.




