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1.IMACHOPT ITPOT'PAMMBI YUEBHOM JUCITATLITAHBI
OI1.10 «/lokymMmeHTaLMOHHOE o0ecnedeHne yIpaBJieH s

1.1. Mecro y4eOHOM IMCHUIUIMHBI B CTPYKType OCHOBHOH MNpodeccHOHAIBHOM
o0pa3oBaTe/IbHOM MPOIPAMMBI:

JucturmnrHa «JlokyMeHTallMOHHOE 00eCIeueHne YIPaBISHUs» OTHOCUTCS K
JUCIUIUIMHAM 0011enpodheCCUOHANTBHOIO UK MPOPECCUOHAIBHON MOATOTOBKH.

1.2. lenau v 3a1a4u y4eOHOMH TMCUUIIHHBI

Hean: oBnageHuss yKa3aHHBIM BHUJIOM NPO(PECCHOHATBHON AEATETBHOCTU H
COOTBETCTBYIOIIUMHU MPOGECCUOHATILHBIMU ~ KOMIIETCHIIUSIMU ~ OOYYaIONIUKACS B XOJE
OCBOCHUS YUCOHOU TUCIUTUINHBI.

3amaun: chopMHUPOBATh Yy yYAIIUXCS MPEICTaBICHHE 00 OCHOBHBIX MOHATHUSIX U
MOJIOKEHUSIX HOPMATHUBHOM MPaBOBOW 0a3bl B cepe JOKYMEHTAIIMOHHOTO OOECIeUeHUsI
yIpaBJCHUsI, OCHOBHBIE TIOHATUS, MM M 3aJadyd JOKYMEHTAIIMOHHOTO OOECTICUCHHS
yIpaBJICHUS.

1.3. TpeGoBaHus K pe3yJbTaTaM OCBOCHUS Y4eOHOM TMCIUTIAHBI.

B pesynbrare mzydenus yueOHOW AUCIUIUIMHBI «J[oKyMEHTAIlMOHHOE OOecreueHue

yIpaBICHUs» 00YyUYaIOIIHUICS JOJDKEH YMeTh:

- FPAaMOTHO pa3padaThiBaTh OCHOBHBIE BU/IbI YIIPABICHUYECKUX IOKYMEHTOB;

- COCTaBJIATH JICJIOBbIE M KOMMEPUYECKHE MUChMa JIJIsi TPAMOTHOTO OOIIEHUs ¢ TApTHEPAMU;

- UCIOJIb30BaTh B YIPABICHUECKOW U JPYyroil mnpopecCHOHAIbHON AESITebHOCTH
IPUKJIAJHbIE IPOrPAMMHBIE CPEACTBA U CPEJCTBA OPTTEXHUKU;

- IPUMEHSTH MPO(PECCUOHATIBHBIE JOKYMEHTHI Ha PYyCCKOM U MHOCTPAHHOM SI3bIKE.

B pesynbrare ocBoeHUs y4eOHOM TUCIMIUIMHBI O0yJarOITUNCS TOKEH 3HATD:

- HOpPMATUBHBIE JIOKYMEHTHI 10 CTaHAapTU3aIllMd B OOJACTH JOKYMEHTAIIUH,
NeUCTByIOINE HA Tepputopun Poccuiickoit denepanuu;

- CUCTEMBI JIOKYMEHTaIlUU, TPEOOBaHUSI K COCTABJICHUIO U O(POPMIICHUIO JOKYMEHTOB,
COBPEMEHHBIC, B TOM YHCIIC JJIEKTPOHHBIE, CIIOCOOBI M TEXHUKY CO3JaHHS JIOKYMEHTOB B
(G YHKIIMOHAIBHOM 00J1aCTH ACATEILHOCTH;

- TUTIOBBIE HHCTPYKIUU MO JEJIONPOU3BOJICTBY;

- IpaBuiIa U POPMBI ICTTOBOM M KOMMEPUYECKON MEePEITUCKH;

1.4. KomnereHuuu:

OK 1. BwiOupath cmocoObl pemieHus 3afad MpodecCUOHAIBHON ACSTEIBHOCTH
MIPUMEHHUTENIBHO K Pa3IMYHBIM KOHTEKCTaM.

OK 2. OcymiecTBiaTh MOUCK, aHAIW3 U UHTEPIPETANIO HH(OPMAITIHN, HEOOXO0TUMON
JUTSI BBITIOJTHEHHMS 3371a4 PO ECCHOHATBHOMN JeSTEIHHOCTH;

OK 3. IInanupoBaTh M pealn30BbIBATH COOCTBEHHOE MPOQPECCUOHATBLHOE U
JTUYHOCTHOE Pa3BUTHUE;

OK 4. PabGortaTth B KOJUIEKTUBE M KOMaHje, 3((PEKTUBHO B3aMMOACHCTBOBATH C
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KOJUIETaMH, PYKOBOACTBOM, KIHEHTAMH.

OK 5. OcymiecTBiATh yCTHYIO M MMCBbMEHHYI0 KOMMYHUKAIIMIO HA TOCYAapCTBEHHOM
a3pike Poccuiickoit denepanii ¢ y4eToM OCOOEHHOCTEW COLMAIbHOTO W KYJIbTYPHOTO
KOHTEKCTA.

OK 09. HcnonwszoBath HH(MOPMAIMOHHBIE TEXHOJOTMM B MNPOPECCHOHATBHON
JEeSTENbHOCTH.

OK 10. ITonb3oBaThcst npodheccuoHaNbHOM AOKYMEHTAlUEeW Ha rocydapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

IIK 1.1. OGpabatbiBaTh NEepBUYHBIE OyXTralTePCKUE TOKYMEHTHI.

1.5. Kosim4yecTBO 4acoB Ha 0OCBOeHHe padoyeii mporpaMmsbl y4eOHOH
AUCHMIIMHBI

MaKCHUMaJIbHOM yueOHOM Harpy3ku oOydarouierocs — 52 4acoB, B TOM YHCJIE:

00s13aTeNTbHON ayAUTOPHON Y4eOHOM Harpy3Kku oOyuaromerocss — 32 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1 O6bem yueOHOI TUCHUNJINHBI M BU/IbI Y4eO0HOI padoThl

Buj yueOHo# paGoThl

Oovem uacoes

MaxkcuMaJjibHasi ydeOHasi HATpy3Ka (Bcero) 42
Oo0s13aTesIbHAS ayIUTOPHAsI y4eOHAasi HATPY3Ka (Bcero) 32
B TOM YHCJIE:
nabopaTtopHbie PabOTHI -
MIPaKTUYECKHUE 3aHITH 16
KOHTPOJIbHBIE pa0OTHI -
KypcoBasi pabota (mpoekT) (eciu npedycmompeno) -
CamocTosiTesibHas paboTa o0yuarouierocsi (Bcero) 10

B TOM YHCJIC:

caMOCTOSITeNIbHAs paboTa HaJl KypCOBOU paboToM (IIPOEKTOM) (eciu
npeoycmompeHo)

HUmozosas ammecmayus 6 popme ougpgpepenyuposannozo 3auema




2.2 Tematuyeckuii miiad u cogep:xxanue ydyeonou gucuuniannbl OI1.10 lokymMeHTanmonHoe odecneyeHue ynpasBJeHus

Conepxxanue yueOHOro MaTepuaJa, JJadopaTtopHbie H NPAKTHYECKHE O0bem yacoB YpoBennb Koabi
3aHSATHS, CAMOCTOSAITE/ILHAS padoTa 00yyalouerocs, Kypconasi padora OCBOCHMSA KOMIIeTeHI U,
HanMeHoBamme (mpoexT) (eciu npedycmompensi), AHbIE BUAbI y4eOHOIl padoThI B (popmupoBannio
COOTBETCTBHMHU € YUeOHBIM IJIAHOM KOTOPbIX
pa3aesaoB U TeM
CIocoocTByeT
3JIEMEHT
NMpPOrpaMmMbl
1 2 3 4 5
Conep:xkanue yue0HOro marepuasia 2
Tema 1. IIpeamer u 3apaun Kypca. [IOHATHS «TOKYMEHT», «JOKYMEHTHPOBAHUE, 2 1
BBenenne B «JIOKYMEHTAIIHOHHOE Oo0ecIieueHIe yIIPaBICHHUS», «YHH(PHUKAIIUS, «CTaHAaPTU3AIHY,
JMMCHUILIMHY. «Onask mokymeHTa». OCHOBHBIC (DyHKIIMK JOKyMeHTa. Kiaccudukaims JOKYMEHTOB.
OcHOBHBIC MOHATHA | YHUDUKAIUS U CTaHAApTH3ANMS B AeTonpou3BocTBe. O01ie HOpMbI U ITpaBHiia
Kypca. o opMIICHHS JOKYMEHTOB
Conep:xanue yueOHOro marepuasia 6
Tema 2. Hcropust pa3BUTHs JENONPOM3BOACTBA B Poccmu. DTambl CTAaHOBJICHHS POCCHMCKOTO 2
PazButHe memonpon3BoncTBa.  HopMaTHBHO-TIpaBOBOE oOecIiedeHHE AeIONpPON3BOICTBA P!
AeJONPON3BO/ICTBA B «["ocymapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOro obecriedeHus: yrnpasieHns. OCHOBHbBIE
Poccun. O6mge  [TOVTOKEHHS. O60mue TpeboBaHUS K MAOKYMEHTaM W CIyX0aM TOKYMEHTAIlMOHHOTO 1
HOPMBI H NPaBUIA oOecrieueHus (FCI[OV)»i «TunoBast MHCTPYKIIHS 10 JENOMPOU3BOJCTBY B (hemepabHbIX
odopmaennus OpraHax HCHOTHUTENBHOI BIIACTH, YTBEPHKICHHAS IPHKA3OM MunmCTEpCTBa KYIBTYpPHI U
JI0KYMEHTOB MaccoBbix kommyHuKanmid PO ot 08.11.2005 1. Ne 536»; 'OCT P 7.0.97-2016.
IpakTH4yeckoe 3ansaTHe. CpaBHUTENBHBIA aHATN3 IepuoA0B cTaHoBiIeHUs JOY. 2

CamocTosiTeibHasi padora oOyuaromuxcs: llogroroBka cooOIIeHWH MO HWCTOPHH
NeoNpon3BOACTBA.  VI3yueHHMEe HOPMATUBHBIX IPAaBOBBIX AKTOB, PETyJIHPYIOLIMX

JACATCIIbHOCTD CJ'Iy>K6I>I AOKYMCHTAIITMOHHOI'O obecrieueHUs YIIpaBJICHUS.




Tema 3.
PexkBHU3UTEHI
0JIaHKHU IOKYMEHTOB

Conep:xkanue yueOHOro marepuasia

»

PexBusut, dopmynsp OOKyMmMeHTa, THIOBOH Qopmyisp, gopmyisp obpasen, Tadenb
dbopM ITOKyMEHTOB, anbOoM GopM YHUQUIUPOBAHHBIX JOKYMEHTOB: TMOHSTHE,
XapaKTePUCTUKA.

[IpaBuna odopmieHHsT PEKBH3UTOB ONAaHKA M WX PACIONOXKEHHUS Ha CTaHIAPTHOM
¢dopmare Oymaru, pasmepsl moneid. Dopmynsp-oOpaszen TpPyINbl  JTOKYMEHTOB,
NPUHAUIEKALIUX OJHOM CHUCTEME.

[IpoektupoBanue OnaHkOB JOKyMeHTOB opraHm3amuu. CocrtaB, odopmIieHue,
W3TOTOBJICHUE, XpaHEHUE OJIAHKOB OpraHU3allHH.

Bnank mokymMeHTa: MOHATHE, HA3HAYCHHUE, BU/IBI OJIAaHKOB (00IIWH, OJIaHK IMHChMa, OJaHK
KOHKPETHOTro BUjIa qokymeHnra). Coctas, ohopMIICHHE PEKBU3UTOB OJIaHKa.

1-2

HpaKTI/l‘leCKoe 3aHATHE: HpOGKTHpOBaHI/Ie OJIaHKOB OopraHu3aiuu.

CamocTrosTenabHas padoTa odyuawmmuxes: Pazpaborats cxemy Kiaccupukaiym
JOKYMEHTOB I10 pa3JIM4YHbIM ITPpU3HAKaM.

Tema 4.
OpranuszainuoHHoO-
pacnopsiiuTeabHbIe
JAOKYMEHTBI

Conep:xkanue yueOHOro marepuasia

OpFaHI/I3aIII/IOHHO-paCHOpﬂ]IHTeHBHBIe JOKYMCHTEI: TIOHATHE, HA3HAYCHUE, OCHOBHBIC
BUIBI (OpraHU3aLMOHHBIC, PACHIOPAANTENbHBIC, CIIPABOYHBIC).

OpraHH3aIOHHBIC JOKYMEHTHI: YCTaB, MOJIOKEHHE, CTPYKTYpa U IITaTHAS YHCICHHOCTD,
IITAaTHOE pAacHHMCaHWe, TpaBHia, [OIDKHOCTHAs WHCTpykuus, VX Ha3zHauyeHwHe,
XapaKTepUCTHKa M cocTaB. TpeOoBaHMA K O(OPMIICHHIO, MOPAIOK YTBEPKACHHS.
PacmiopsimutensHble JOKYMEHTBI: IIOCTAHOBIICHHUE, IIPHKa3 (II0 OCHOBHOM /EATETLHOCTH
[0 JWYHOMY COCTaBy), YyKa3aHue, pemieHue. VX HasHaueHue, TpeOOBaHUSI K
opopmienuto. TuIBl TOKYMEHTOB: NOJIMHHHK, MyONMKaT, KOMHWs, BhIMHCKa. Mx
Ha3Ha4YCHHE.

CnpaBouHO-HH(pOPMAIIMOHHBIE TOKYMEHTHI: CIY)KeOHBIE THChbMa, CIIPABKH, JTOKJIaJHBIE,
Cmy)keOHbIe, OOBSCHUTENBHBIC 3alUCKH, IPOTOKONBI, AaKThl, 3asBieHHsA. Mx
XapaKTepucTHKa, TpeOoBaHUS K odopmieHnio. KoMmepueckne mucbMa, KOHTPAKTBHL
Knaccudukamms xommepuecknx muceM. Odepra (mpeanoxeHre) — oTBET Ha odepry
(axnent). Tumossle dopmbl KOMMepuecknx muceM. [lucbma o mepeBo3ke, JTOCTaBKE H
CTpPaxOBaHUM I'Py30B. [IpeTeH3NOHHO-NCKOBAs TOKYMEHTAIHS.

IIpakTHyeckoe 3ansiTue: CoctaBiieHHE 1 0QOpMIIEHHE TPUKA30B 10 OCHOBHOM
JEATEIbHOCTH U JINYHOMY COCTaBY U BBINHCOK U3 HUX.

IIpakTHyeckoe 3ansiTue: CoctaBiieHne 1 opopMiieHHe HHPOPMALULOHHO-

OK 01,02,06
IIK 1.5,
MK 3.4,4.1,4.3




CIipaB OYHOMU JAOKYMCHTAIlUU.

CamocTosiTeibHas padoTa odyuawmuxcsi: COCTaBUTh CPAaBHUTEIILHYIO TA0JIUILY:
Bupl TOKYMEHTOR 110 Ha3HAYEHUIO, COACPKAHUIO U 0(DOPMIICHUIO.

Tema 5.
JoxyMeHTBI MO
npogeccuoHaANbHOI
AeATeIbHOCTH

Conep:xkanue yueOHOro marepuasia

JloroBopHo-mipaBoBas JokyMeHTanud. JloroBop (KOHTPAKT): MOHATHE U €ro
cTtpykTypa lIpunoxenus k qoropopam. JJoKyMeHThI IO BHEITHEIKOH OMUYECKOU
JIESATENBHOCTH.

I[pakTuyeckoe 3ansitne: OdopmileHHE UCTIONTHUTENBCKUX (OMpaBAaTENbHBIX)
JOKYMEHTOB: NIPUXOJHBIC OpJepa A1t ohOopMIIEHHs IpHeMa MaTepHaIoB Ha CKJIAJ,
MIPUEMO-C/IaTOUHbIE HaKJIaAHble, KBUTaHIMH. OdopMIIeHHE TOTOBOPOB, IPUIIOKEHUH,
[IPOTOKOJIOB PA3HOIVIACHH.

Tema 6 .
Opranuszanus
JOKYMEHTO0000poTa

Conep:xanue yueOHOro marepuasia

Ciyxx6a J1IOY B opranmu3anusx: e, 3aa4n, Ha3HaueHue, GyHKITUN, THITOBEIE
CTPYKTYPBI, TOMKHOCTHOH cocTaB. Permamentanus padorer CLOY.
JloKyMeHTOO0O0pOT: MOHATHE, OOIIUE IPHHIUITEI OPTaHU3AIMH JJOKYMEHT0000pOoTa, €ro
CTPYKTYpa, HEOOXOIMMOCTh yueTa o0heMa JoKyMeHTooO0opoTa. HopmaTuBHBIC
JOKYMEHTBHI, perjJaMeHTHPYIOIIHE OPTaHU3aIHIo TOKYMEHTO000poTa.

Perucrtparus 1oKyMeHTOB: TTOHATHE, LIETH, 3a1a49H, MECTA PETHCTPAINH Pa3INIHBIX
KaTeropuit JokymMeHToB. CricreMa U popMBbl perucTpanuu (KypHaibHas, KapTouHasl,
AaBTOMAaTH3WPOBaHHAs), X IOCTOMHCTBA M HefocTaTku. [lokazaTenu, BBOMUMBIE B
peructpanoHabie GopMbl. OCOOCHHOCTH PETUCTPAIIMHA BXOASIINX, HCXOISANTUX H
BHYTPEHHHX JOKyMEHTOB.

Crioco0b! OTIIPaBKHU TIOKYMEHTOB (TpaIuIIMOHHBIN, C TOMOIIBIO TenedoHa, (hakca,
WHTEpHETA.

KonTpons ucnonHennss JOKyMEHTOB: MOHATHE, Ha3HAYeHUe, BUABL [[prHITUTIBI
opranuzaluy KOHTpois. CpoKU UCHOTHEHUS: TUNOBOM. THAMBUAYaIbHBIMN.
TexHomorws BeIeHUsT KOHTPOIJISI. AHAIA3 HCIIOMTHEHHS TOKYMEHTOB B OPTaHU3AIINH.
B3anmocBs3b perucTpanum JOKyMEHTOB U WHGOPMAIIOHHO-CIIPABOYHOH PaOOTHI.
Opranu3aius paboThI C IIOMOIIBIO CIIPABOYHBIX KapTOYEK.

JlOIDKHOCTHBIE WA, OCYIIECTBIIIONINE PETUCTPAIHIO, KOHTPOIb UCIIONHEHUS, X
(hYHKINY H TIpaBa.

CamocTosiTesqbHas padora. HauBHTyanbHbIE IPOEKTHI IO MPOHAECHHOMY
MaTtepuaiy (MoAroToBka pedepaToB, MPe3SHTAIIHH).
Pabora ¢ )xypHanamMu perucTpanyy BXOIIIeH U UCXOIIEH JOKyMEHTal .

Tema 7.

Conepxanue yueOHOro Marepuaja

1-2

OK 01,02,06
IIK 1.5,
MK 3.4,4.1,4.3




Opranuszanus
ONepaTUBHOIO
XpaHeHusl
JOKYMEHTOB.
[opsiiok nepexaun
JOKYMEHTOB B apXHB
HJIM Ha
YHUUTOKEHUE

HomenknaTypa fen: moHsTHE, 3HAYEHHE AJIS KiIacCu(pUKayu JOKYMEHTOB,
OIIEPAaTUBHOIO XPAHEHUS U UX NIPENAPXUBHOMU MOATOTOBKU. Buibl
HOMEHKIIaTyp aen. [lopsmok coctaBieHus, opOpMIICHUS, YTBEPKACHHUS U
MpUMEHEHUs] KOHKPETHOI HOMeHKIaTypsl aen. [lopsnok ¢popmupoBanus nen.
Opranu3zanus XpaHeHUs! HCIIOHEHHBIX JOKYMEHTOB. OCHOBHBIE TPeOOBaHUS
HOPMATHUBHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOIIUX JAHHBINA dTall
JIOKYMEHT0000poTa. OTBETCTBEHHOCTD 3a COXPAaHHOCTb JJOKYMEHTOB.
CocraBbTe Tu1aH-KoHCTIEKT «[lopsimok cocraBieHus, opopmiteHus,
YTBEP)KJEHUS U IPUMEHEHNS KOHKPETHOM HOMEHKIIATYPBI JEIl.

ITonsiTe M HA3HAUEHUE DKCIEPTU3BI HEHHOCTEN JOKYMEHTOB. IIpuHIMIbI U
KPUTEPUH OIIPENEICHUSI HAYyYHOM, UCTOPUYECKON U ITPAKTUYECKON IEHHOCTH
TOKyMeHTOB. CpOKH XpaHEHHs TOKYMEHTOB.

ITopsinok nepenauu fen B apXuB WIA YHUUTOXKEHHUE JOKYMEHTOB, ITPABUIIA
0o(hOpMJIEHHSI UJIM COCTABJICHUS OLUCH JEI.

Tema 8.
Komnblotepuszanus
JOKYMEHTAIHOHHOI' O
odecreyeHus
ynpaBJieHusi

Conep:xkanue yue0HOro marepuasia

Komnerorepnzamma JIOY Ha mpeanpustvid, 3Ha4YeHHE, MEPCIEKTUBBI Pa3BUTHS.
Wcnionp3oBanne IIK B opranm3amum paboTtel ¢ mokymeHTamMHu. COCTaBHBIE YacTH
KOMITBIOTEPHOT'O JISTIONPON3BOACTBA: aBTOMAaTH3UPOBAHHEIN cOOp, 00paboTka, XpaHeHHE
JOKYMEHTAIINH, TPEIOCTaBICHHE pa3HOooOpa3Hoi wHMopMammu. DIEKTPOHHAs TOodTa:
MOHSATHE, Ha3Ha4YeHWe. THUMIBl  CHUCTEM  JNEKTPOHHOM  TOYTHl  (TJ100alIbHBIE,
KOpIIOpAaTHUBHBIE), MX KpaTKas XapaKTEepUCTHKA. XpaHEHHE TOKyMEHTOB B AJIEKTPOHHOMH
moute. MH(popMatmonHo-cripaBodHasi paboTa B yCIOBUSAX MPUMEHEHHUS! KOMITBIOTEPHBIX
TEXHOJIOTHH. DJIEeKTPOHHAs U(PPOBas MOMIHCH.

IIpakTuyeckoe 3anaTue: OdhopmieHne OCHOBHBIX JOKYMEHTOB OpTraHU3aI[MOHHO-
pacnopsANTENbHON JOKYMEHTau! ¢ momMorisio [IDBM.

[IpuHIATIEI paOOTHI ¢ AICKTPOHHOM UG POBOI TOIITHCHIO.

CamocTosiTeibHAsA padoTa. aauBuayasbHBIC TPOSKTHI IO MPOHIEHHOMY

MaTtepuaiy (MoAroToBKa pedepaToB, MPE3eHTAIIHN).

42
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1. YCJIOBUSA PEAJIM3ALIMA TPOT'PAMMBI YYEBHOM JUCIIUTIJIAHBI

1.1. TpeOoBaHMS K MUHUMAJIBHOMY MATEPHAJIbHO-TEXHUYECKOMY

o0ecrie4eHUI0 y4eOHOW TUCIUIIINHBI

Peanuzammss mporpaMMbl  JUCHUIUTMHBI  TpeOyeT Hamuuwmsl KaOuHeTa
COIMAJIbHO-TYMaHUTAPHBIX AUCIUIUIMH JJIS MPOBEACHHS 3aHATHHA JIEKITMOHHOTO
TUTIA, TPAKTUYCCKUX 3aHITHH, B TOM YHCJIE TPYNIOBBIX, WHIUBHUIYAIbHBIX,
IMUCHbMEHHBIX, YCTHBIX KOHCYJIBTAIIMH, TEKYIIETO KOHTPOJII W TIPOMEXYTOYHOU
aTTeCTallHH.

O6opynoBaHue:

- pabouee MECTO Mpeno/iaBaTes;

- CHeHWaM3WpOBaHHas MeOenb  (CTONBI, CTYJNbS IO  KOJHYECTBY
o0ydJaromumxcs);

- IOCKa y4yeHu4YecKasl.

TexHuueckue cpeacTra oOyICHHS:

- KOMITbIOTED (HOYTOYK);

- MyJIbTUMEIMMHBIN [IPOEKTOP, IKPaH.

YueOHO-HArsAIHbIE TIOCOOMS: IIIaKaThl, Y4YeOHO-HArJSIHBIE TTOCOOMS,
oOecrieurBaroOne TEMAaTHYECKHE WUIIOCTpAlMd 1o pabodeit  mporpamme
JUCHUIUIMHBI, B TOM 4YHCJE, BHJEO-ayJIM0 MaTepuajbl, KOMIbIOTEPHBIC
IPE3CHTAIIHH.

Komnbrotep mMeeT n0CTyn K 3JIEKTPOHHO-OMOIMOTEYHBIM CHUCTEMAM,
BBIXOJl B TJIOOAIBHYIO ceTh MHTEpHET, OCHAIEH JIMIICH3UOHHBIM MPOrPaMMHBIM
oOecIieueHHEM.

1.2.  Y4yeOHO-MeTOAMYecKoe oOecnieyueHue W MH(POPMANMOHHOE
o0ecrieyeHue peau3alu Y4eOHOM TUCUMILIMHBI

1. Hanmonanensnii crapgapr P® T'OCT P 7.0.97-2016 «Cucrema
CTaHAapToB 1O wuHPoOpManuu, OUOIMOTEYHOMY H H3AATEIBCKOMY Jemy.
Opranu3aiiiOHHO-paclopsAUTEIbHAS JIOKYMEHTAIIHSI. TpebGoBanus K
opopMIIEHUIO JOKyMEHTOB» (yTB. mpukazoM @DeaepaqbHOTO AareHTCTBa IO
TEXHHYECKOMY PEeryJIupOBaHMIO U MeTposioruu ot 8 nexadps 2016 r. N 2004-cr)
http://www.consultant.ru

OcHoBHbIEe yueOHbIe H3IaHUS

2. JloKkyMeHTaIMOHHOE 00eCIIeueHUE yrpaBieHus | yaeOHuk / beikoBa
T.A., non pen., 'moroBa C.A., KonbkoBa A.1O., Kykapuna FO.M., Cxpurnko E.A.
— Mockaa : KnoPyc, 2021. — 266 ¢. — ISBN 978-5-406-08272-0. — URL.:
https://book.ru/book/939282

3. Hoponuna, JI. A. JlokyMeHTallmOHHOE OOECIEeUYECHHE YIPaBICHUS:
y4eOHHK M TPaKTUKyM A CpelHero mnpodecCuoHaIbHOro oOpa3oBaHus /
JI. A. lloponnna, B. C. UputukoBa. — Mocksa: M3natensctBo Opaiit, 2021. —
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233 c¢. — (ITlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-05783-6. —
Tekct: anexrponnsiii // ObC FOpaiit [caiit]. — URL: https://urait.ru/bcode/473802

4, JlokyMeHTaIlMOHHOe o0ecTieueHne yrpasieHus: yuyeOHuk / BbeikoBa
T.A., mnom pen. u gap. — Mocka: KunoPyc, 2020. — 266 c.
https://book.ru/book/932044

JlonosiHUTEIbHBbIE YYeOHbIEe U3IaHUS

S. Kopnees, . K. JlokyMeHTaMOHHOE OO€cCleYeHue ynpaBieHus +
tectbl B OBC: y4yeOHMK M TpakTUKYM [UIsl CpeaHero mnpodecCHOHAIbHOIO
oOpazoBanusa / M. K. Kopuees, A. B. ITmenko, B. A. Mamypue. — 2-e u3f.,
nepepab. u npon. — MockBa @ UznarensctBo IOpaiit, 2020. — 384 c.
https://urait.ru/bcode/453688

HNuTepHer — pecypcesl

6. TpynoBoit  komekc  Poccuiickori ~ ®epeparuu /[ Tapasr:
nHdopmarmonHo-mpaoBoit moprain. — URL: http://base.garant.ru/12125268/

7. OdunmanbHbIi Caiir AJIMHUHHUCTpaUuu MYHHUIUITIAJIBHOT O
obpazoBanus «I"opox Caparos» http://www.saratovmer.ru/

8. Ocdunmaneubiii  nopran IlpaBurensctBo CapaToBckoi — 00sacTu
http://saratov.gov.ru/

Q. CnpaBouHsblii TpaBoBoM nopTai ['apanT www.garant.ru

10. CnpaBounas mpaBoBas cuctema KoHcymbprant + Www.consultant.ru

11. TOCT P 7.0.97-2016. HamwmonanpHbIii cTanmapt Poccuiickoit
@eneparmu.  Cucrema craHgapToB 1o wHQOpManwu, OHOIMOTEYHOMY H
u3gaTenbCckoMy  neny.  OpraHu3alrOHHO-PACTIOPAIUTENIbHAS — JTOKYMEHTAIIHS.
TpeboBanus k odopmieHnio nokymeHTOB obecrnieueHus: // KoncynpranT Ilmroc:
UHQPOPMAITMOHHO-TIPABOBOU MOPTAI.

MeToauueckue yKazaHusi [JIsi  O0y4YalOIIUXCSl MO  OCBOEHHIO
AUCTHHUTITMHBI

13. Metoaudeckne yKazaHUA IS OOYYAIOIIMXCS 10 BBHITIOJTHCHHIO
IPaKTUYECKUX pabdoT.

14. MeTtonuveckre yKa3aHusl ISl OOYJarOIIMXCsl 1O BBITIOTHCHHUIO 33 aHHA
CaMOCTOSTEIILHOM pabOTHI.
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4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YUEBHOM
JTUCLHUATIUHBI

4.1. ®opMbI 1 MeTOAbI KOHTPOJISI H OLEHKH Pe3yJIbTATOB 00y4eHH sl

PesyabTaThl 00yueHus

@D opMbI U METOAbI KOHTPOJISI U OLlEHKH
pe3yJibTaToB 00y4YeHHusI

Obwue Komnemenyuu:

OK 01. Bribupatp criocoObl peuieHus 3anad
npodeccnoHaIbHO N JESTEIILHOCTH
MPUMEHUTEIHFHO K PA3IMYHBIM KOHTEKCTaM;
OK 02. OcymiecTBisITh MOWCK, aHAN3 H

WHTEPIPETAIHIO UHPOPMAITIH,
HEOOXOJMMOW /i1 BBITIOJIHEHUS  3a/1ad4
npodecCHOHANIBHON JIEATETLHOCTH;

OK 06. [IposiBsiTh IpaXxaaHCKO-
MaTPUOTUIECKYIO TO3HIINIO,
JEMOHCTPUPOBATh OCO3HAHHOE TIOBEICHUE
Ha OCHOBE TPaIUIIMOHHBIX

oOl1eYeoBeUecKuX 1IeHHOCTEH;
Ilpogheccuonanvnvie komnemenyuu:

IIK 1.5. Oo0ecrieunBath  (HUHAHCOBO-
HKOHOMMYECKOE COTIPOBOXKICHUE
JEeSITeIbHOCTH TIO OCYILECTBICHUIO 3aKYIOK
JUIS TOCYIAapCTBEHHBIX W MYHHULHUMATbHBIX

HYXI.
I[IK 3.4. OO6ecneunBaTh OCYIIECTBIICHHUE
(UHAHCOBBIX B3aMMOOTHOIIICHUN c
OpraHu3aIusIMH, opraHamu
rOCyJapCTBEHHOH BJIAaCTH M  MECTHOTO
CaMOYIPaBIICHHS,

IIK 4.1. Pa3pabarbiBaTh IJ1aH U IIPOTrpamMmy
MIPOBEJICHUSI KOHTPOJIbHBIX MEpPONpPUATHUH,
opOpMIISITH  pe3yNbTaThl  IPOBEICHHBIX
KOHTPOJIbHBIX MEpPONPUSATUH, BhIpabaThIBaTh
PEKOMEHALINHU 110 YCTPAHEHHUIO HEAOCTATKOB
U PHUCKOB, oOlleHuBaTh 3((HEKTUBHOCTH
KOHTPOJIBHBIX MPOLIETYP;

I1IK 4.3. YuacTBOBaTh B peBU3UU (PHHAHCOBO-
XO3SIICTBEHHOW  JeSITeNhHOCTH  O0OBEeKTa
(UHAHCOBOTO KOHTPOJISL.

Tekymui KOHTPOJIb:

- ONPOC YCTHBIN U MUCbMEHHBIN
(MHIUMBUYaNbHBIA U PPOHTAJIBHBIN);

- TECTUPOBAHUE;

- BBITIOJIHEHUE MUCbMEHHOM paboThI;

- BBITIOJIHEHUE MPAKTUYECKON paboThI
(MuHIMBUIyanbHAs U TpymmoBas Gopma
paboTsl);O1eHKa pe3yIbTaTOB BHITIOJTHEHUS
CaMOCTOSITEILHON pabOThI

[TpomexyTouHas aTTecTanus B popme —
aK3aMeH (6 cemecTp)

Merton MPOBEJICHUS
aTTeCcTalnn 6 cemecrpa:
KOMIIJIEKCHOTO 3aaHusl

IIPOMEKYTOUYHOU
BBIIIOJIHEHUE
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B pesynprare  OCBOGHHMS  TUCIMIUIMHBI
00yJaromuiics T0JKEeH YMeTh:

- pacro3HaBaTh 3aa4y W/Uin
npobieMy B IpoeCCHOHATBEHOM U/UITH
COLIMAIBHOM KOHTEKCTE; aHAIM3HPOBAThH
3a/1avy u/Wm mpoOIeMy B BBIICIATD €€
COCTaBHBIE YACTH; OTIPEICIATH TAIIBI
peleHus 3a/1a41; BBISBISTH U 3PPEKTUBHO
MCKaTh WH()OPMAIIHIO, HEOOXOTUMYIO IS
peleHus 3a/1a91 /Wi IpoOIeMsl;

- OTpeNeNaTh 3aJa4d JUIs  TIOMCKa
nHpOpMauK; OMNPEeAeNATh HEOOXO0IUMBbIE
WUCTOYHUKH  HWH(pOpMAaIu;,  IUIAHHUPOBATH

mporiecc MTONCKA; CTPYKTYPHPOBAThH
nojay4aemMyr0  WMH(OpManuio;  BBIACISTH
HauboJee 3HAYUMOE B nepeyHe
nH(pOpMallUK; OLEHUBATH MPAKTUUYECKYIO
3HAYHMOCTb pe3ynbTaToB TIOWCKa;
0QOPMIISTH Pe3yTbTATHI TOUCKA;

- OITUChIBATH 3HAYUMOCTb cBOEH
npodeccun  (CHEUaIbHOCTH); TMPUMEHSTH
CTaHIapThI AHTUKOPPYIIIHOHHOTO
IIOBCCHUS.

- COCTaBIISATh CBOJIHBIE MTEPEUHU
TJIABHBIX pacropsIuTeNeH (pacropsauTeIei)
U moJry4yaresneil O101KeTHBIX CPECTB,
TJIaBHBIX a]MUHUCTPATOPOB U
aJIMMHHUCTPATOPOB JI0XO/I0B OrOKETa 1
HMCTOYHUKOB ((MHAHCUPOBAHUS AePUITATA
OromkeTa;

- (hopMHpOBATh FOCYIaPCTBEHHbIE
(MyHULIMTIAJIBHBIC) 3aJTaHUS TS
roCy/IapCTBEHHBIX (MYHHUIIMITATBHBIX)
YUPEXKJIEHUH C UCTIOJIb30BaHHEM 0a30BbIX U
BEJIOMCTBEHHBIX MTepeuHeit
roCy/IapCTBEHHBIX (MYHUIIUTIATBHBIX) YCIYT
1 paloT U ONpeAesaTh pa3Mepbl CyOCHIHIA;
— (hopMHPOBATh PEECTPBI PACXOIHBIX
0053aTeNbCTB MYHUIIUTIATHHOTO
o0paszoBaHUs;

— MIPOEKTUPOBATH MPEAeTbHbIE 00BEMBI
OIO/KETHBIX CPEJICTB MO TJIABHBIM
pacnopsauTensM (pacmopsiAUTENSIM) CPEJICTB
OIO/IKETOB, TOCYIaPCTBEHHBIM U
MYHHIIMITATBHBIM YUPEKICHUSIM;

— MIPOBOJUTH MOHUTOPHUHT [EIEBBIX
nporpaMm, (PMHAHCHUPYEMBIX U3 OIOIKETOB
OromKeTHOM cucteMbl Poccuiickoii
Odenepanny;

— OTIPeNeNATh NePUIUT OIOKeTa U
WCTOYHUKHU €ro (PMHAHCHUPOBAHUS;
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- COCTaBJISITh CBOJHYIO OIO/PKETHYIO
pOCIIUCH;

- 0pOpPMIIATH IJIATEKHBIE IOKYMEHTBI
(37EKTPOHHBIE 3a5BKH Ha KACCOBBIE PACXO/IbI
U IUTaTEXKHbIE IOPYUYEHUS) JUIsl IPOBEACHHUS
KAaCCOBBIX BBIILIAT;

- TPOBOJUTH MPOBEPKY ILIATEIKHBIX
JOKYMEHTOB TIOJTy4aTessi OI0/PKETHBIX
CpPEeACTB, NPEACTABICHHBIX /IS IIPOBEICHUS
KaCCOBBIX BBIILJIAT;

- PYKOBOJCTBOBATHCS JEHCTBYIOIIUMHU
HOPMaTHBHBIMH MTPABOBBIMH aKTaMH,
PETYIUPYIOIHUMH TOPSIIOK TNITAHUPOBAHUS H
(bUHAHCUPOBAHUS IESATETHHOCTH
rOCyJapCTBEHHBIX M MYHHIIUIIATBHBIX
YUPEKICHUH;

- pacCYMTHIBATH OCHOBHBIE ITOKA3ATEIN
JESTETbHOCTH OFOJKETHBIX M aBTOHOMHBIX
YUpEKICHUN;

- WCYHMCIATH PAcXOJbl HA OIJIATY TPYy/Aa
PabOTHUKOB TOCYJapCTBEHHBIX U
MYHUITUTIATBHBIX YIPEXKICHUH;

- HUCHOJb30BATh YTBEPXKICHHbIE
METOUKH ONPEAEICHNS PACX0J0B Ha
coJiepKaHHue OIOJKETHBIX U aBTOHOMHBIX
YUPEIKICHUN;

- COCTaBJIATh OFO/IKETHBIE CMEThI Ka3€HHBIX
YUPEIKICHUN;

- COCTaBJIATH IUIaHbl (PUHAHCOBO-
X03HCTBEHHOH 1€ TEIbHOCTH OIOKETHBIX
Y aBTOHOMHBIX YUPEXJACHUMH;

- IPOU3BOJUTH pacueThl HOTPEOHOCTEH
IUIs1 OCYLECTBIICHUSI 3aKyIOK JUIsI
roCyJapCTBEHHBIX U MYHULIUIIAIBHBIX HYX/;
- 0000mare U aHATU3UPOBATH
MH(OPMALIHIO O LIeHaX Ha TOBAPHI, pabOTHI,
yCIYTH B c(hepe 3aKyIoK;

- ONMCHIBATh OOBEKT 3aKYNKH U
000CHOBBIBATh HAUAIBHYIO (MaKCUMAIbHYIO)
LIEHY 3aKyIIKH;

- OCYILIECTBJISAITh MOHUTOPUHT
MOCTABIIMKOB (TIOAPSAYNKOB,
UCTIOJHUTENEN) B cepe 3aKyIoK;

- ONHCHIBaTh OOBEKT 3aKYIKHU U
000CHOBBIBaTh HAYAJIBHYIO (MAKCHMAJIBbHYIO)
LIEHY 3aKyIIKH;

- OCYILIECTBJISAITh MOHUTOPUHT
MOCTABIIMKOB (TIOAPSAYHKOB,
UCTIOJIHUTENEN) B cepe 3aKyIoK;

- OCYIIECTBIISITh MPOBEPKY HEOOXOAUMOM
JOKYMEHTAIMH JUI TPOBEICHUS 3aKylTOYHOM
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HPOLICAYPHI;

- IPOBEPSATH HEOOXOAUMYIO JIOKYMECHTAIIHIO
JUTIS 3aKITFOYCHUSI KOHTPAKTOB;

- OCYIIECTBJIATh MOHUTOPHHT MOCTABIIMKOB
(IO IPSTIMKOB, UCTIOJIHUTEINECH) B cepe
3aKYTIOK;

- HCIOJb30BaTh HHPOPMAIMOHHBIC
TEXHOJIOTHH B Ipoliecce GOPMHUPOBAHHUS U
UCIIOJIb30BaHUS (PUHAHCOBBIX PECYPCOB
OpraHU3alui U OCYIECTBICHUS
(MHAHCOBBIX OTepanui

B pesynbrare  oCBOEHUS TUCIUTIIMHBI
00yJaroIIMiiCs JOJDKEH
3HaTh:
- aKTyaJlbHBIN IPO(ECCHOHANIBHBIN U
COITMATBHBIM KOHTEKCT, B KOTOPOM
MPUXOIUTCS pabOTATh U KUTh; OCHOBHBIC
HMCTOYHUKHU MH(DOPMAITUU U PECYPCHI IS
pereHus 3a1a4d u mpooieM B
poheCcCHOHATHPHOM H/HIIA COITUATBHOM
KOHTEKCTE;
- QITOPHUTMBI BBITIOJTHEHHS padOT B
poheCCHOHANTBHOM U CMEKHBIX 00JIaCTSX;
METOIbI Pa0OTHI B TPO(PECCHOHATILHON 1
CMEXHBIX chepax; CTpYKTypy IIaHa s
pelIeHus 3a/1a4; MOPSA0K OLICHKU
pe3ynbTaToOB pelieHus  3agad
npodeccruoHalIbHOMN 1eATENbHOCTH;
- HOMEHKJaTypy HHGOPMaLMOHHBIX
HMCTOYHUKOB OPUMEHSIEMbIX B
podeccuoHabHOM 1eATENbHOCTH; PUEMBI
CTpYKTypupoBanus unpopmanuu; popmar
odopMIIeHHs PE3yIbTATOB MMOUCKA
nHpopMaluu;
- CYILIHOCTH IPaKJAHCKO- MaTPUOTHUECKOI
MO3UIMH, 00IIeYeTOBEYECKUX [IEHHOCTEH;
3HAYUMOCTb MPO(PECCHOHANBHOM NeATeNbH
npodeccuu (CIeIUanbHOCTH);

CTaHJIapPThl aHTUKOPPYIIIHOHHOTO
MOBE/ICHUS U TIOCIEACTBHSI €T0 HApYIICHNUS;
- HOPMATHUBHBIE PABOBHIE aKThI,
perynupymomue (MHAHCOBYIO NESITENIbHOCTh
OpraHu3aluii;

- OCHOBHBIE MOJIOKEHUS
3akoHoarenberBa Poceniickoit denepanuu
Y HOPMaTHBHBIE MPABOBBIE AKTHI,
perynupymoiiue AesTeIbHOCTh B chepe
3aKyIOK;

- CYIIHOCTh ()MHAHCOB OpraHU3alUH, HX
MeCTO B (PMHAHCOBOM CHUCTEME TOCYAAPCTBA;
- NPUHIUIBL, GOPMBI U METOIBI
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OpraHu3anuy (UHAHCOBBIX OTHOIICHU;
- XapaKTEepUCTUKY KarmuTaia
OpraHU3aIK U €T0 3JIEMEHTOB, TPUHITUIIBI
ONTUMU3ALMNH CTPYKTYPHI KalUTAala;
- XapaKTEepUCTUKY JIOXOJOB U PACXOJOB
OpraHu3aIu;
- CYIIHOCTb Y BUJBI MPUOBLIN
OpraHu3aIly;
- cucreMmy Nokasareseil peHTabeIbHOCTH;
CYIITHOCTh UHBECTUIIMOHHOM JCSATEIHHOCTH
OpraHu3alu, METO/IbI OIIEHKH
s dexTuBHOCTH

WHBECTUIIMOHHBIX TIPOEKTOB;
- (GopMBI U METOBI aHATTN3a (PHAHCOBO-
XO3SICTBEHHOM JeSITEIHFHOCTH,
- METOJOJOTHIO0 GPUHAHCOBOTO
TJTAHUPOBAHUS JCITEIHBHOCTH OPTraHU3aIluy;
- 0COOEHHOCTH TIPOBEICHUS 3aKYTIOK
TOBapOB, padOT, YCIYT OTJACTHHBIMU BUIAMU
FOPUTNIECKUX JIHII;
- crnocoObl CHUXKEHUS (MTpe10TBpaleHus)
(bMHAHCOBBIX PUCKOB;
- DKOHOMHYECKYIO CYITHOCTH U BHUJIbI
CTpaxOBaHMsI OpraHU3aluil, 0COOEHHOCTH
3aKIJIIOUEHUs JOTOBOPOB CTPAXOBAHUS;
- TEOPHIO U NMPAKTUKY IPUMEHEHUS
METO/I0B, IPUEMOB U MPOLIETYP
MOCJIETYIOLIEr0 KOHTPOJIS,;
- uH(QOPMAIMOHHBIE TEXHOJIOTHH B
npodeccuoHaIbHON 1eATEIbHOCTH
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