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1. OBIIASL XAPAKTEPHUCTHKA

PABOYEN IIPOI'PAMMBI

YUEBHOM

AUCHUIUIMHBL  OIL 04 JlokymMeHTanmonHoe ofecneven e Vipas IeH st

1.1. MecTo AHCUMILIHHBI B CTPYKTYpe 0CHOBHOM 00pa3oBaTebHOM IPOrPAMMBI

Yyebnas mucmmmmua « OIL. 04 «/lokyMeHTanHOHHOEe ofecredyenne VIIPABJICHUS »
SBIIETCS 00SI3aTENBHON YACTHIO _Ob6wenpodeccnoHanbHbIH LHKIT

OCHOBHOH IPO(ECCHOHATBEHON 06pa3oBaTebHOM [porpammer B coorBercTBur ¢ OI'OC mo mpodeccru

CIIeIHATEHOCTH 38.02.06 «DuHAHCE». Vuebmas juommmmma  « OIL 04
JoKkymeHTauHoOHHOE  ofecnedeHue YHpaBJaeHHsd»  obecmeunBaeT  (GOpPMHpPOBAHHE

IPOhECCHOHANBHBIX ¥ OOMMX KOMIETEHIMH 1[I0 BeeM Bujam  gesrensHocTH  OI'OC 1o

npodecCHy/CieHansHOCTH

dopmupoBanuy u pazsute OK 1-12

1.2. Iesb 1 nUIAHHpPYeMBIe Pe3yIbTATHI 0CBOEHUS JHCHUNIHHBL:

_38.02.06 «®uHaHCHY.. Ocoboe 3HATCHIE TUCIUIUIAHA MMEET IIPH

B pamkax nmporpammel yae6HOM AUCITITHHEL 00y YarOIUMHUCS OCBAUBAOTCS YMEHUS. M 3HAHIS

Kox! ITK,OK,JIP VMeHust 3HaHMS

[IK 1.5. Odopmirars miaTexuHbie Ocobennoctu cocrapnenust

[IK 3.4. JIOKYMEHTEHI (2JIEKTPOHHBIE 3aKyIOYHON JOKYMEHTAIUH
MK 4.1, 3asBKH Ha KaCCOBi>1e pacxoner u | MEGOpMamOHHEIE TEXHOTOIHH
[1K4.3 ITATS)KHBIE IIOPYYEHUS) IS B IIpodecCHOHAIBHOH
JIP4,JIP7,J1P9,J1P10,JIP11

IIPOBEJICHHS] KACCOBBIX BBILIAT
ITpoBepsaTs HEOOXOMUMYIO
JOKYMEHTAIMIO JUISl 3aKIII0YCHUS
KOHTPaKTOB

IIpoBepsaTs HEOOXOMUMYIO
JOKYMEHTAIIHIO IS 3aKIIOUEHUS
KOHTPaKTOB; IPHUMEHSTh
IporpaMMHOe o0ecIeueHue mpu
OCYINECTBIEHUH (DHHAHCOBOTO
KOHTPOJIS.

OdopmiiaTs pes3yapTaTsl
IIPOBEJICHHEIX KOHTPOIBLHBIX
MEPONIPUATHH TyTeM

JeSATeNbHOCTH
OcobennocTa opranusanmuu u
TIPOBEJCHUS KOHTPOIIBHBIX
MEpPOIPHATHH OpraHamu,
OCYIIECTBIIAIOIIUMH
(uHAHCOBBIA KOHTPOITE.

Ocobennoctu nposeenms
3aKyTIOK TOBapoB, pador, yciyr
OTAEIbHBIMH BHIAMHU
IOPUIUYECKHUX JIMII.

! TIpuBOAATCS TONBKO KOMTBI KOMIIETEHIHS OOIIUX U IPODECCHOHANBHEIX, KOTOpPbIe HEOOXOIUMEI ISl OCROSHHS MaHHOM

JUCIHUIIIINHEIL ;TaK)Ke TIPUBOIATCS KOIBI JIMYHOCTHBIX PE3YJIBTATOB peasiu3ail

ocobeHHOCTEH IpodeccHy /CenuaTsHOCTH B cOOTBeTCTBIH ¢ OTIOL.

HMH TIPOrpaMMEI BOCTTUTAHHUS U C yueTom




COCTaBIICHHS aKTOB U CIIPABOK;
TIPUMEHSTE IIPOrPaMMHOe
obecrederne GUHAHCOBOTO
KOHTPOIIS.

PaBouas nporpamma yueGHOM MACIHIITHHEL paspaboTana

Ha OCHOBC MpPUMCPHOH OCHOBHOH 06pa3oBaTenbHON Mporpammel 70 npogeccuu 38.02.06

«DHUHAHCEH sapezucmpuposarnor. 6  QDedepanvHom  peecmpe NPUMEDHBIX ~ OCHOBHBIX
obpasosamenvrvix  npozpamm  CIIO  04.04.20] 7, pecucmpayuonnwiii nomep: 18.01.13-] 70404,
pexsusumor peurenus PYMO o exnrovenuu ITOOIT ¢ peecmp: npomoxon Ne 2 om 31.03.20172.,



2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JAACTUTIINHBI

2.1. O6bem yue6Hoi JUCHUILIHELI M BHABI YIeOHO padoThI

2.1. O6bem y4e0HO0H AUCIUILIAHBI H BHIBI y4e0HOIT padoThI

Bup yge6noii pa6oTsr Obvem uacos

OGpasoBaTenbuas Harpysxa (Bcero) 36
Y4ebnas Harpyszka o6ydarommuxesi Bo B3aHMOIEHCTBHH € NIPeNoIaBaTeIeM 36
(Bcero)
Bceero yuebupx 3amsTuii 36
B TOM YHCIIE:
B (hopMe IIPaKTHIECKOH TOITOTOBKH 24
NPAKTHYECKUE 3aHATHS 24
KOHTpOJBbHas paboTa 3

IIpomexyTtounas arTecranus B Gopme oupepenyuposannozo sauema 1
Camocmosmenvras paboma’ -

* Camocmosmenvras paboma 6 pamkax obpazosamensroil npozpavmel nAAHUpyemcs obpazoeamenvHol opzanuzayuer 6
coomeememsuu ¢ mpebosanusimu DOLOC CIIO @ npedenax obvema yuebHOl OucyuniuMel 6 Konuuecmse yacos,
HEOBX00UMOM ONISL BLINONHEH UL 3A0ANUTE CaMOCMOAMEnsHOT pabomvl obyuaowuxcs, NPeOyCMOMPEHHBIX MeMAMUYECKUM
NRAHOM U COOEPIHCaHUEM YueOHOU OUCYUNTUHDL.
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3. YCJIOBHSI PEAJIM3AITNM YUEBHOM AUCITAITIIAHBI
3.1. TpeGoBanns k MaTE€PHANLHO-TEXHUYECKOMY 00ecIed el o

Peanmusamuss  mporpamMMbl  gECIHETUTHHEL Tpebyer  Hanmums ~ y4ueGHOro  KabGmHeTa
JOKYMEHTAMOHHOIO 00ECIeYEHHs YIIPABIIEHMSL.

Obopynosanue y4eGHOro KaGHHETa: MyILTHMEIHIHOE obopynoBanme
Texunaeckue cpencTsa 06y deHns: KOMIBIOTEPEL, IPUHTED

3.2. Uadopmanuonnoe obecnedenne 00y4yenns
3.2.1. Ileuarunie m3qanus>*

1. OpraHusauus apxumBHOH U CIPaBOYHO-UH(POPMAIHOHHOH PaGOTHL TI0 JIOKyMEHTaM
OpraHusanuu., o pex. byposoit E.M.: yueGuuk mis CTyZeHTOB yupexuenuit CI10,
B 2-X yactTsx, Yl., 3-e u3,, crep., M.: YL «Axanemusy», 2019, 336 c.

2. OpraEusaunus apxXwBHOH u CIIPABOIHO-HH(POPMAIHOHHON paboTEI Mo IOKyMEHTaM
OpraHu3anuw., noJ pex. byposoit E.M.: yyeOuuxk mis CTyAeHToB yupexaenuii CIIO,
B 2-X 4acTsax, U2., 3-e u3m., crep., M.: W11 «Akagemusy, 2019, 400 c.

3. Opranmsanus apxuBHOH u CIPaBOYHO-HH(OPMAIMOHHON paGOTHl MO JOKYMEHTaM
OpraHu3atyy., Iox pef. Byposoit E.M.: yuebuux mns crynenton yapexzaenuii CII1O,
B 2-X gacTax, Y1., M.: U1 «Axanemusy, 2016,336 c.

4. OpraHuzanus apXuBHOH u CIPaBOYHO-MH(DOPMALHOHHON paGOTE! 1Mo JOKyMEHTaM
OpraHusalmy., o pea. byposoit E.M.: yuebuuk mis CTyACHTOB yupexzaenuii CI10,
B 2-X yacTax, U2., M.: U1 «Axagemusi», 2016, 400 c.
JlonmonHUTENbHBIE HCTOYHMKH:

1. XKypuan «Xopommuit cexperapsy 2020

2. HoxymeHTanmonsoe  obecrneucHue yopasienus., Ilmemko AB , M.: HI]

«Axanemusy, 2020
DJIEKTPOHHBIE pecypehbl:
ITmenxo A.B. JlokyMeHTanHOHHOE obecredeHne ynpasienud. Ilpaktukym, M, A,
2020 (www.academia-moscow.ru) DBC

3.3 TpeGoBanusi K OpraHu3anMu 06PA30BATETHLHOIO npomnecca

HpH YCBOCHHH COACPXKaHUS IHCIIAILINHBI PECKOMEHTYETCSA IUITAHUPOBATh AEATENBHOCTHBIA
II0OX0[1 Cc Pa3BHBaKOIUM XapaKTepoM 06}”—161—1?151, BKIITOYAFOIIIH I HpOﬁJ’ICMHBIe,
HCCIIEN0BATCIbCKHUE, IIPOCKTHBIC METOHI, Bq)(l)CKTI/IBHOCTB IIPUMECHEHUST KOTOPBIX
obecrnieunBaercs TaKUMH JUOAKTUYECKUMHA IPpHHIOUAIIAMA KaK JIMYHOCTHAS 3HAYHUMOCTB,
CHCTEMHOCTD, HAYYHOCTb, HpO6JICMHOCTI>, KOHTEKCTHOCTB, BapHaTHBHOCTD, NOIIOJIHUTEILEHOCTD.

OK 1. ITorumaTs cymuoOCTs M COLHANBHYIO 3HAYUMOCTh CBOEH Oymyimeit mpodeccun,
IIPOSABIIATH K HEH YCTOMYMBEIM HHTEpEC.

OK 2. OpranusoseBars co6cTBEHHYIO AEATEIbHOCTD, BBIOMPATH THIIOBBIE METOJbLI U
CIIOCOOE! BBIIOTHEHHS IIPODECCHOHANBHBIX 33124, OICHHBATE HX 5} (EKXTUBHOCTS M KAUeCTRO.

OK 3. IIpuruMaTEH permeHus B CTaHAPTHEIX X HECTAHAAPTHBIX CHTYAIlUAX U HECTH 3a
HUX OTBETCTBEHHOCTD.

3 O6pasoparensHas OpTraHH3alus IPH paspaboTke OCHOBHON 06pa3oBaTeIbHON NPOTpaMMbl BIPABE YTOYHUTD
CITMCOK H3/TaHMii, BBIOPaB B Ka4eCTBE OCHOBHOTO He MEHEE OIHOIO H3 TpeanaraeMsix, 4 (IpH HeOOXOAUMOCTH)
JOIOIHHTE €ro APYTHMHE H3aHUSIMH.
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OK 4. OcymiecTBrsTs MOMCK W HCHONB30BAHHE HH(OPMAIUK, HEOOXOMUMON s
3 (PEKTUBHOTrO BBIIONHEHHUS TPO(ECCHOHATBEEIX 3aa9, MPOPECCHOHATLHOTO W JIMYHOCTHOLO
Pa3BUTHSL.

OK 5. Bmagets wun(GOpMaNHOHHOM KylIbTypO#, aHaIM3HPOBATH W OIEHUBATH
HH(POPMALIHIO C HCIIOTH30BAHMEM HH(OPMAIHOHHO-KOMMY HHKAIHOHHBIX TeXHOJIOTHH,

OK 6. Paborate B KoIeKTHBE W Komanze, shexTuBHO 06mWATECS ¢ KOIUTeram,
PYKOBOJICTBOM, IOTPEOHTEIISIMH.

OK 7. Bpats Ha ce6s OTBETCTBEHHOCTE 3a paboTy WIEHOB KOMaHIIBI (TOTYHMHEHHBIX),
PEe3yIbTaT BEIIOJNHCHUS 3aMaHUi.

OK 8. CamocTosTemsHO ONpeReiaTs 3amaum IPOMECCHOHATHFHOIO M JIMYHOCTHOTO
Pa3BHUTHS,  3aHMMAThCsl  CaMOOOpA3OBAHMEM,  OCO3HAHHO IIJJAaHUPOBATh  TIOBBIIICHHE
KBaJIA(DUKAITHH.

OK 9. OpreHTHpOBaTECS B YCIOBHSX 9acTOH CMEHED TEXHOJIOTUH B IIpo(hecCHoHaIbHOM
JEATCITEHOCTH.

IIK 1.1. PaccumTeBaTh INOKAa3aTeqn IPOCKTOB OIOIDKETOB OIOKETHON CHCTEMEL
Poccwmiickoit Oeneparun.

IIK 1.2. O6ecnieunBaTh HCIONHEHNE OXOJKETOB GOMKETHOMN CHCTeMbI Poccriickoit
Denepanum.

1IK 1.3. OcyImecTBiasTs KOHTPOIIS 34 COBEPIICHUEM OIIepallii CO CPECTBAMHU OIOKETOB
OXO/DKETHOM cucTeMsl Poccuiickoi Denepanum.

IIK 1.4. CocraBnsaTs GIOmKETHBIE CMETHI KA3EHHBIX YUPEXJICHUH U IIaHBI (QUHAHCOBO-
XO3SHCTBEHHOM JICATEIEHOCTH OIOKETHBIX B ABTOHOMHBIX YUPEXKICHUH.

IIK 2.1. Onpeznensats HaJIOTOBYIO 0asy s HCUMCIIEHHS HAIOIOB U cOOpoB B GIOKETHI
OromiKeTHoOu cucteMsl Poccuiickoit Deneparym.

1IK 2.2. ObecneunBaTs cBOEBPEMEHHOE U TIONHOE BEIIOIHEHME 0053aTeNBCTB 110 yIIaTe
HAJIOTOB, COOPOB M JpyrmX OOS3aTENbHBIX IUIATEXeH B GIOUKETHI OrO/KETHOM CHCTEMBI
Poccuiickoit Deneparym.

IIK 2.3. Y9acTBOBaTh B MEPOIPUSITHSIX IO HAJIOTOBOMY ILTAHHPOBAHUIO OPraHU3aIHsIX.

IIK 3.1. Y4acTBOBaTh B ynpapieHun (pMHAHCOBBIME pecypcaMyl OpraHA3AIIH.

[IK 3.2. CocraBiats (UHAHCOBBIE MIAHEL OpraHU3aIHH.

IIK 3.3. YuactBoBarh B paspaborke u OCYIIECTBIIEHUH MEPOIPUATHH 10 MOBBLIIICHHIO
s dexTuBHOCTH YUHAHCOBO — XO3THCTBEHHOMN MEATECTHHOCTH OpraHU3aITHH.

IIK 3.4, O6ecreunBath oCyIlIeCTBIEHNE (DMHAHCOBEIX  B3aMMOOTHOIIEHHH ¢
OpTanu3aluAMH, OPraHaMH rOCY TapCTBEHHOH BIACTH M MECTHOTO CaMOYIIPABIICHUS

IIK 4.1. OcymecTBisaTs I0puaHIecKn 060CHOBAHEOE IPUMEHEHHE HOPM, PeryTHpPYIOLIHX
OIOIDKETHBIE, HAIOTOBBIE, BAIIOTHBIE OTHONICHHS B o0macTu  crpaxoBo#t, 6GaHKOBCKOL
AEATEIBHOCTH, ydeTa H KOHTPOJI.

IIK 4.2. OcymectBisats 5¢hexTUBHYO paboty ¢ uadopmanueii punancOBO- IMPaBOBOTO
XapakTepa AL IPUHATHS HEOOXOMMMBIX PEIeHuHt.
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4. KOHTPOJIb 1 OIEHKA PE3Y.JIBTATOB OCBOEHUS

JACITUTLIAHBI

Pesynpratel o6yderHust — 5710 bopmymm

IIOHUMATh W/HWIA B
OKOHYaHWH [IPOrPaMMEI 00y IeHS.,

POBKH TOT'O, YTO HMEHHO HAOJDKEH 3HaTh,
COCTOsIHUH HpO,I[eMOHCTpHpOBaTL

oOyuaronmiics 1o

KOHTpOJ’lb H OIlleHKa PE3YJIBTATOB OCBOEHHUSA AUCITHIIIINHEI OCYIIIECTBIIIETCS

IIpernogaBaTeiieM B mporecce

IIPOBEICHUS
NabOPATOPHEIX PaboT, TECTHPOBAHHS, a TaKKe

NPaKTHYECKUX  3aHATUH u
BEINIOJIHEHUS 00yYaroIuMucs

MHAUBUIYAbHEIX 38 [aHHUH, TIPOEKTOB, HCCIIEI0BAHMIL.

Pesynbrarel 06yuenus
(OCBOeHHEBIE yMeHHSsI, YCBOCHHBIE
3HaHHs)®

DopMBI H METOABI KOHTPOJIS H OIEHKH
Pe3yJIbTaToB 00y4yeHus

VYmenus:

O0pOPMILITE TOKYMEHTAIHIO B COOTBETCTBUU
¢ HOPMAaTHBHOM 0a30#, HCmos3ys
WH(DOPMAIMOHHEIE TEXHOIOTHH

NPaKTHICCKUE 3aHSTHS, BHEAY AUTOPHAS
camocTosTenbHas pabora

OCYIIECTBIATE aBTOMATH3AIHIO 00paboTKH
JIOKYMEHTOB

IIpaKTHYECKUue 3aHATHS, BHEAyIUTOpHAas
CaMOCTOsITEeILHAS pa60Ta.

}’HH(I)I/II_II/IPOBaTb CHCTEMBI IOKYMEHTAIIMH

IpaKTHIECKUE 3aHATHUS, BHEAY IUTOPHASI
caMocCTOsITENbHAs paboTa

OCYIIECTBIIATE XPAHEHHE U TIOUCK
JOKYMEHTOB

IPaKTUIECKHE 3AHATHS, BHEAY IUTOPHAS
CaMOCTOsITeIbHAs paboTa, ay IMTOPHBIE
IPOBEPOYHEIE PAOOTHI

OCYIIECTBIIATH aBTOMATH3AIMIO 06paBOTKH
JOKYMEHTOB

TIIPaKTAYECKUE 3aHATHUSI, BHEAY IUTOPHASI
caMocTosATENIBHAs paboTa

HCII0JIB30BAaTh TCICKOMMYHUKAITMOHHBIE
TEXHOJIOTHUH B SJIEKTPOHHOM

IPAaKTHICCKUE 3aHATHS, BHEAY IUTOPHASL
caMocCTosATeNIbHAs paboTa

JOKYMEHTO000pOTE

3HaHus:

IIOHATHE, €M, 3a1a9K 1 IIPUHITHIIE] OIIPOC, BHEAY IUTOPHAS CAMOCTOSTEILHAS
JIEJIOIPOHU3BOICTRA pabora

OCHOBHBIC ITOHATHS TOKYMEHTAIHOHHOIO
obecnedenust ypapeHus

ONPOC, BHEAY TUTOPHAS CAMOCTOSITENbHAs pabo ]
a

CHCTEMBI JOKYMEHTAIlHOHHOI0 00eCIeYeHUs
IIPABIICHHUSI

OIIpOC, BHEAY IUTOPHAS CAMOCTOSTENLHAS
pabora.

KJIaCCU(DHKAIHIO TOKyMEHTORB

OIpOC, BHEAYTUTOPHAS CAMOCTOSTEILHAS
pabora

TpeOOBaHUS K COCTABICHHUIO odopmeHnIo
JOKYMEHTOB

OTPOC, MPAKTUYECKHUE 3aHATHS, BHEAY IUTOPHAS
CaMOCTOATeNbHAsS paboTa

OPraHU3alHIO JOKYMEHTO060pOTA: ipHeMa,
06paboTKy, perucTparmio, KOHTPOJI,
XPaHCHHE NIOKYMCHTOB, HOMEHKIIATYPY e

OIIPpOC, MpaKTUYECKHE 3aHATHS, BHEayIUTOpHAS
CaMOCTOSTEIbHAas pa60'ra

* B X0/1€ OlleHUBAHHS MOTYT OBITb YUTEHEI IHMIHOCTHEIC Pe3yIbTaThl
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PEITEH3UA

Ha paGouyro mporpammy mo mucmmmmame OIT.04 «JlokyMeHTaoOHHOE obecredyeHue
YIIPaBICHH

1o crermansaoctd  38.02.06 ®unancHI,

BBIIIOJIHEHHYIO IpenofasareneM  Ilerpocsu B.C.

PaGowas mporpamma mpodeccHoHATEHOTO Monayist  paspaboTaHa Ha  OCHOBE
DezepanrbHOTO TOCYaPCTBEHHOTO 0GPA30BATEILHOTO CTaHzapTa 1o crnenuaisHOocTH 38.02.06
«®UHAHCBIY, yKpymHeHHas rpymma  38.00.00 «DKOHOMHKA u YIPaBICHHEY, YTBEPXKIEHHYIO
npruKkasoM MunncrepetBa o6pasoBamms P® or 28.07.14 Ne836, 3aperucrpuposannyio
Mumroctom (25 aBrycra 2014 r. per. No 33822)

B pesymbrare usydenus mporpaMMHEOro MaTepuaa 00ydaromuecs OBIaCIOT 3HAHHSIMHI
Y YMEHHAMH 110 BOMIPOCAM:

- 0(hOpPMIIEHHUS M IPOBEPKH HPABHILHOCTH 0(hOPMITEHHS IOKYMEHTALMH B COOTBETCTBHH
C yCTAHOBIICHHBIMY TPEOOBAHMAMHY, B T.4. HCIOIB3YS HHMDOPMALHOHHEIE TEXHOJIOTHH;

- TIPOBENICHUS aBTOMATU3UPOBAHHOK 06pabOTKH JIOKYMEHTOR;

- OCYIIECTBICHHUS XPaHEHHS U TIOMCKA JOKYMEHTOB;

- HCIIONTB30BAHHS TEJIEKOMMYHUKAIMOHHBIX TEXHOJIOTHIA B 3IIEKTPOHHOM
JIOKYMEHTO000pOTE;

- OCHOBHBIX MOHATHH: LEIH, 3a[a4l M IIPHHIUIEI JOKYMEHTAIMOHHOTO 00eCIeUeH s
YIIPaBJICHUS;

- CHCTEM JOKYMEHTAlHOHHOTO 00CCIIeYeH s YIIPaBIEH S, HX aBTOMATH3AIIHIL;

- KJIAcCH(HUKAIMU JIOKYMEHTOB;

- TpeOOoBaHUi# K COCTABICHUIO H 0(OPMICHHIO JIOKYMEHTOB;

OpraHHU3alii  TOKYMEHTOOOOpOTa: mHpueMa, 0GpaGOTKH, PETHCTpALMH, KOHTPOJIA,
XPaHEHUS TOKYMEHTOB, HOMEHKIIATY PEI JEIL.

Orierka CTpyKTYpBI pabodeif TporpaMMel (XapakTeprueTHKA pa3zienon)

PaGoyas mporpamma yueGHOM IMCIAILIMHEL «JlokyMeHTaIOHHOE  obecredyeHue
YIPABICHUS) COCTOUT U3 2 Pa3/IeioB.

Pasnien 1 «JlokyMeHTHpOBaHUE yIPABICHUECKON AEATEIBHOCTIY.

Paznen 2 «Opranusanus paGoTsI ¢ JOKyMEHTAMI.

ConepxaHue BCeX PpasfelioB IOIOCTHIO COOTBETCTBYET TpeboBanusM Ilonoxkenus o
pabodeif mporpamme y4e6HOM IUCIIUIIITHHEL '

OLeHKa COOTBETCTBUS TEMATHKH INPAKTHYECKHX 3AHATHH TpeGOBAHUSM IIOATOTOBKH
BBIITYCKHHUKA 110 CIICIMAILHOCTH U CONEPIKAHMIO PaboUe TPOrpaMMEL:

Temarnka IPaKTHYIECKHX 3aHATHH CIOCOGCTBYET (OPMHPOBAHHIO YMeHuH odopMIIeHHs
¥ IIPOBEPKH MPABUIBHOCTH OGOPMIIEHHUS TOKYMEHTALMK B COOTBETCTBHH C YCTAHOBIEHHBIMM
TpeOOBaHMAMH, B T.4. HCHONB3YS MHODOPMALMOHHBIE TCXHOJOIHH;  OCYIIECTBIICHUS
dBTOMAaTH3MPOBAHHOK 00pabOTKA [OKyMEHTOB; OCYINECTBICHHS XDAaHEHHS W  IIOMCKA
AOKYMEHTOB; ~ HCIIOIB30BaHUS  TCNEKOMMYHHKAUMOHHBIX TEXHONOTHH B  3IEKTPOHHOM
JOKYMEHTOOOOpPOTE, YTO COOTBETCTBYET TPEOOBAHMAM  MOATOTOBKIH BBIIYCKHHKA TIO
crenuanbHoCTH 38.02.06 «DuHAHCEY M COmEpKAHMIO pabodUei IIPOrpaMMBl  TUCIHAIIIAHEL
«JloKyMeHTauOHHOEe 06eCeYeHre yIIpaBIeHus.

S3BIK ¥ CTHIIE H3IOXKEHWS, TEPMUHOJIOTHSA
SI3BIK M CTHIIB H3JI0KCHUS, TCPMHHOJIOTHSA COOTBETCTBYIOT TpC6OBaHI/I§IM K Hay4YHOMY
CTHIIIO H3JIOXKCHHUS.
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Cooteercreue conepxanns paboueidl mPOrpaMMET COBPEMEHHOMY YPOBHIO Da3BHUTHs
HAYKU, TEXHUKH ¥ IPOU3BOJICTBA

Jist ;ydimero ycBoeHus y4eGHOTO MaTepHana ero u3jiosKeHme HeOOXOIUMO IPOBOIMTE C
IPAMCHEHHEM TCXHHYCCKUX, TPEHHHTOBBIX H ayJMOBU3YaNbHBIX CPEIACTB 0bydeHms. Ilpm
U3JIOXNCHUY JUCIUIUIMHEL IO COOTBETCTBYIOIUM TeMaM HCIONB3YIOTCS 3aKOHOJATENBHBIE U
HOPMATHBHBIE aKTHI 110 IOKYMEHTAMOHHOMY O0ECIIEUEHHIO YIPaBICHUSL.

PGKOMCHT[aTH/IH, 3aMEYaHusg

Pabowast  mporpamMmva  MOXeT ~ GBITH  HCIONB30BAHA B JOMOIHUTEILHOM
IpodeccHOHATBEHOM 06pa30BaHuy U IIPOHECCHOHATBHOM TOIOTOBKE.

3akiaroyenue:

PaGouas nporpamma no muenmmmmme «J[oKyMEHTAIMOHHOE 0GeCIeYeH e YIIPaBIECHUS»
MOXeT  OBITb  HCIONB30BaHA UII  OOCCIIEYEHHS  OCHOBHOM (mpodeccronamBHOM)
06pasoBaTeNbHO IPOrpaMMBl 1o crienuansrocTd 38.02.06 OuuancEr.

//// HIT Oneitavrkosa E.B. KBaM(UKays 10 JAImioMy «Byxrantepy mo
cnenuanbHoCTH «Byxranrepckuit yuer, ayutT i aHamzy
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PELTEH3UI
Ha pa6ouyro mporpammy mo mucrmmmmme OIL04 «JlokyMeHTauoHHOe obecreuenue
YIIPABICHHUS
1o crenuaibHocTH _ 38.02.06 OuHaHCHL
BBIIIOTHEHHYIO IIPEITOaBATEIEM [Terpocsu B.C.
Pabouas mporpamma mpodeccnoHamsHEOro MOAy s pazpaboTaHa Ha OCHOBE

De/epalbHOTO TOCY AAPCTBEHHOTO 06Pa30BATEIHHOTO CTaHJIapTa 110 CTIEeNUAIEHOCTH
38.02.06 «®uHaHCE, YKpyIHEHHAs rpymma  38.00.00 «DOxoHoMuKa H yIIpaBJICHHEY,
YTBEPXKACHHYIO ~IpHkasoM Mummcrepersa  obpasoBamms PD  or  28.07.14 Ne836,
3aperucTpupoBannyto Munrocrom (25 asrycra 2014 r. per. Ne 33 822)

B pesynbrare msyuenus nporpamMmmEOro MaTepuaiia 00yJaroIuecs: OBIANCIOT 3HAHUAMUI
U YMEHHSMH II0 BOIIPOCAM:

- O0(GOpMIICHIS ¥ IPOBEPKH IPABHIBHOCTH 0OPMIIEHHS IOKYMEHTAIMH B COOTBETCTRHM
C YCTaHOBICHHBIMU TPEOOBAHUIMY, B T.d. HCIIONB3YsI HHPOPMALEOHHEIE TEXHOJIOTHH;

- IIPOBCICHUS aBTOMATU3UPOBAHHOH 06paboTKH J0KyMEHTOB;

- OCYINECTBJICHHUS XPAHEHHS B IIOUCKA IOKYMEHTOB;

- HCIIOJIB30BAHHUS TCIIEKOMMYHHKAI[OHHBIX TEXHOIIOTHH B JJIEKTPOHHOM
JIOKYMEHTO000pOTE;

- OCHOBHBIX TIOHATHH: IENH, 33/la9¥ M LPUHIMIE JOKYMEHTAIMOHHOTO 0GECeeHs
YIpaBJICHHS; ‘

- CHCTEM NOKYMCHTALUOHHOTO 0DCCIIeYeHHUs YIPaBICHNs, HX ABTOMATH3AIUH;

- KJlacCU(PUKAIMH JOKYMEHTOB;
TpeboBaHHH K COCTABICHHIO U 0hOPMICHHUIO JIOKYMEHTOB;
OpraHusaluu ITOKYMEHTOOOOpoTa: mpuema, 06paborTku, PErucTpanyy, KOHTPOJI,
XpaHeHHs JOKYMEHTOB, HOMEHKJIATYPEI Jell.

OueHka cTpyKTypbl pabodeit IporpamMmB! (XapakTepHCTHKA DAa3/IeloRn)

Pabouass mporpamma ucummMHED «J[OKYMEHTAIHOHEOE OGECHEYEHME YIIPaBICHUL
COCTOHT M3 4 pa3zienos.

Pazpen 1 «IlacmopT paGodeit mporpaMMb! yaeOHOMH MHCITHIIIAHED npejcrasieH. [Tyakr
1.1 «Obnacts mpumenenus pabodeit TIPOrPaMMBI» COJMEPKUAT HHPOPMAIHIO O BO3MOKHOCTH
HUCIONL30BAHUA  IIPOrPaMMbl B JIOIONHHTENEHOM IPO(ECCHOHATEHOM — 06pa30BAHHM W
npodeccronampHOM moxaroToBke. Ilymkr 1.2 «Mecto y4eOHON NHCIUINIMHEL B CTPYKType
OCHOBHOM MPO(heCCHOHATBHOH 00pa30BaTENbHOM IPOrPaMMBL) YKA3EIBAET HA IIPUHAIEKHOCTE
JUCHHUINIMEBL K ydyeOuomy mukiy. ITymkr 1.3 «llensr u 3amaum yU4eOHON JUCIMIIIMHBL —
TpebOBaHMA K pe3yIbTaTaM OCBOCHMS JMCIHTITHHBI COHCP)KUT TpeOOBaHMUS K YMEHHSM MU
3HaHIAM B COOTBETCTBUH ¢ PI'OC CIIO no cnermansroct. ITyHkT 1.4 « KONMHYIeCTBO 9acoB Ha
OCBOeHHE paboUeii MporpaMME! yueOHOM IUCHUILTIEED YCTAHABIHBAET pacnpezenenue o0IIero
00BeMa BpeMeHHM (MaKCUMANbHAs HATpy3Ka) Ha 00s13aTeNbHYIO ay INTOPHYIO yIeOHYIO HarpysKy
00ydaromerocs, Ha CaMOCTOSTENBHYIO PaBoTy 00y4aromerocss ¥ COOTBETCTBYET YUeGHOMY
mwiany. Pasnen 2 « Crpykrypa i comepkanye yuaeGHOM MHCIHIUIHHED npencrasieH. Tabmuna 2.1
«O6bem yueGHOM JIMCIHUILTHHEL X BHB! Y9eGHOM paboTh COIEPXKHUT IT0YACOBOE PACIpEIETCHIE
BHJIOB y4eOHBIX paGor. Tabmuma 2.2 «Temaruueckuit Iiag u coliepaHue y4ueOHOM
AUCIHAIUIMHBL) COINCPXKUT NEPEYEHDb Pa3[eNoB y4eOHOH AMCHHUIUIMHEI C YKa3aHHEM TeM H HX
COLCPIKAHNA, MEPEeHb NPAKTUIECKUX PaboT, BUIOB M TEMAaTHKH CaMOCTOATETBHOM pPaGOTEL.
Paznen 3 «VcinoBus peammzanmu pabodeif mporpaMmel yueOGHOH MUCIANIIMHED IIpEJICTaBIIEH.
ITynxr 3.1 «Tpebosanus x MaTepHaNTbHO-TEXHHYECKOMY O0ECTIEUEHHIO) CONEPXKUT IIEpPEUeHb
Y4eOHBIX MOMENIeHH B COOTBETCTBHH ¢ pasmenom VII ®T'OC CIIO 1o CIEUATBHOCTH U
CpenCcTB O0y4eHHA, B TOM UHCIE TEXHHYECKHX, HEOOXONUMBIX JUIS peanmusanuu paboueit
NIpOrpaMMbl y4eOHOM MUCIUAIIIMHEL.

Ilynxr 3.2 «MHbOpManmorHOE 0becnedenue OOyUEHHS» CONEPIKUT MEPedeHb YUeOHBIX
u3naHui, IHTepHET-pecypcoB, JOMONMHUTENBHOMN matepatypsl. Pasmen 4 «KouTpoms u omenka
Pe3yJLTATOB OCBOCHHUS yIeOHOM MUCIUILUTHHEDY IPEICTABIICH.
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OLeHKa COOTBETCTBHS TEMATHKM MPAKTHYESCKMX 3aHSTHiA TpeOOBaHMUAM IOATOTOBKH
BRIy CKHHKA 10 CIIEHATPHOCTH ¥ COAEPIKAHIIO pab0dei IpOrpaMMBL:

Temaruxa mpakTH9ecKuX — 3aHsTHIA COOTBETCTBYET  TpeOOBAHUSAM  IIOATOTOBKH
BRIIYCKHHKA 10 crnenuanbHocTd 38.02.06 OunancH M comepkaHmio paGoueit IPOrPaMMBI
AUCIATIIHEEI «[JOKYMEHTAMOHHOE 00ECIICYEHNE YIIPABICHHS.

SI3BIK ¥ CTUIIb M3II0IKEHMS, TEDMIHOIOTHS

SI3BIK ¥ CTHIID M3II0KEHMS SICHBIH, YETKUHN, TPAMOTHBIH.

CootTBeTcTBHE COnEpKAHES pabodel ITPOrpAMMEL COBPEMEHHOMY YPOBHIO PA3BHUTHS
HayKW, TCXHUKU U IIPOM3BOJICTRA

B pesynprate usydenus muCHHTIIAEE] CTYIICHT IIOJIyYaeT IIPEJCTABICHHE O POIIM B MECTe
3HAaHHA 10 JOKYMEHTALIHOHHOMY OOECIEUeHHIO yOpaBlieHHs B  HOpodecCHOHANbHOM
ACATCTIPHOCTH, CHCTEME CYETOB OyXIaJTepCKOTO YYera, YUeTHOW IIONHTHKE OpraHu3allHH,
OyxranTepckoit (GuHaHCOBOI) OTIETHOCTH.

Pexomenmanmu, 3amevyanus

PaGouas  mporpamma  MoxeT  GBITH  WCmONB3OBaHA B JIOTIOTHATETHEHOM
IpOheccHonaTbHOM 06pasoBaHuy U HPO(eCCHOHATLHON IIOJITOTOBKE.

3akiarouenne:

Pabouast mporpamma mo nucnummze «J[0KYMEHTAIMOHHOE O6eceucHme YIIPaBICHUS
MOXET  OBITh  HMCHONB30BAHA JUII  OOECHEYEHHS  OCHOBHOM (mpodeccronanbHoit)
obpa3oBaTeNBHOI porpaMmsl 1o crienuansHocTH 38.02.06 DHHAHCEHT

Oraman A.C. [lupektop 000 « Bmicom» 1o TUIUIOMY «DKOHOMHKA,
OyXrantepckuit yuery
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