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MOJTOTOBKH)
PacnpeneseHue 4acoB AMCHUILIMHEBI IO KypcaM H ceMecTpaM
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PabGowyas mporpaMma AMCUUIUTMHBI  COCTaBlIeHa B  COOTBeTCTBHH ¢  DenepaibHbIM
rOCy/IapCTBEHHBIM 00pa30BaTENbHBIM CTAHAAPTOM CPEIHEro Mpo(ecCHOHAIBLHOrO 00pa30BaHuUs
10 HAMPaBJIEHHUIO MOJATOTOBKH (CIIEUATBLHOCTH):
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1. MecTto qucuuminnbl B cTpykrype OOII
Kon mucuunmmasl/
HaumenoBanue 1nuka/ TpynoemkocTtsb nukma/
MEKIUCITUTUIMHAPHOTO
voca/ MEXKTUCITUTUTMHAPHOTO MEXJTUCITUTUIMHAPHOTO Kypca/
P Kypca/ mpoecCHOHAIBHOTO | MPOodeCCHOHATBHOTO MOIYJIA,
MpoQeCCUOHAIBHOTO

MOMYJIst 3ET

MOJTyJISt
BapuaTrBHas yacTh [IMKIIOB

BY.01 2,0

[I1CC3

JucuuninHa (MexKIMCUMIVIMHAPHBIN Kypc/ npodeccHoHATBHBIN MOAYIb) 0a3upyeTcst HA
ciaenyrommx gucuumiuaax OOII (IIICC3)

1 |Pycckui s3bik

2 |Jlutepatypa

2. [lepeyeHb MIIAHMPYEMBIX Pe3yJIbTATOB O0y4YeHHS MO AUCHUIIMHE
(MeXTMCHUITIMHAPHOMY Kypcy/ po(hecCHOHAIbHOMY MOAYJII0), COOTHECEHHBIX C
IVIaHUpPYeMbIMH pe3yJibTatMu ocoBeHust OOII (IIIICC3)

[Iponecc m3yueHns AUCIMIUIMHEI HAMPaBJIeH Ha (POPMHUPOBAHUE U PA3BUTHE y CTY/ICHTA
CJIeIYIOUTUX KOMIETECHIIH:*

OK 2.0pranu3oBbIBaTh COOCTBEHHYIO JI€SITEIbHOCTD, BRIOUPATh TUIIOBBIE METObI U
1 |cnoco6bl BeImOTHEHHS POGhECCHOHATBHBIX 33134, OLEHHBATH HX YDMEKTHBHOCTD U
KaueCTBO

OK 3. Pemiats HpO6H€MBI, OOCHUBATH PUCKU U IPUHUMATL PCHICHUA B HCCTAHAAPTHBIX
CUTyaluix.

I1K 3.1.0Opranu3oBbiBaTh paboTy nepcoHala mo oopadboTke MepeBO30YHBIX TOKYMEHTOB
3 |u ocyIlIecTBIEHUIO pacYeTOB 32 YCIYTH, MPEIOCTABIIIEMbIE TPAHCTIOPTHHIMH
OpraHU3aAIUSIMU

3. TpeGoBaHusi K yPOBHIO OCOBEHUS COAEPKAHUSA TUCHMILTHHBI

3.1. CTy#eHT AOJKEH 3HaTh: *

1 OCHOBHBIC ITOHATHA 1 TCPMHUHOJIOT'MIO,HOMCHKIIATYPY ACII;

2 COCTaB, PACIIOJOKCHUC PCKBU3HUTOB U Tp€6OBaHI/I${ K UX O(I)OpMJ'IeHI/II-O;

TpeOOBaHUs K COCTaBJICHUIO U O(POPMIICHHUIO OPTaHU3AL[MOHHO-PACTIOPSIIUTEIbHBIX
JNOKYMEHTOB;

4 |opranuzanuio JOKyMEHTO000pOTa Ha MPEIIPUITUN.

3.2. CTyneHT A0HKEeH yMeTh: *

IIpaBHUJIbHO O(I)OpMJ'DITB OTACIIbHBIC PCKBU3UTBI JOKYMCHTOB

COCTaBJIATH U O(bOpMJ'ISITL OPraHU3aIMUOHHO-PACTIOPAOUTCIIbHBIC JTOKYMCHTEI,

3aIlOJIHATH )KYPHAJIbl PETUCTPALIMU TOKYMEHTOB; COCTABIISATh HOMEHKIIATYPY JIEJT;
opopMIISTH Aera.




4. PacnipeneieHne pa3jaeioB IMCHUILIHHBI/MEKIHCIUILINHAPHOr0 Kypca AHCHHUILIHH/NPo(ecCHOHAILHOT0 MOAYJIS 110 KypcaM (ceMecTpaM) ¢ yKa3aHHeM 4acoB

Ounas popma o0yyenust

3aounas gpopma odyyenus

IpakTuuec JlaGopato Kypc. O6ee IpakTnuec JlaGopato Kypc. Obmee
Ne Haumenosamue pasjera (MO1y/151) MCHHILHHBI Jlurepar, | Jlexuun Ypoxn KHe CemuHapbl|  pHble npoekt | Cam. pab. | xon-po| Jlexumun Vpoku Kue Cemunapei[  pHble npoekt | CaMm. pab. | xon-Bo
i M COJlepiKAHME TeM pa3jiesa (AMIAKTHYeCKUX HCTOMHUK 3aHATHS samstis | (paGoTa) 4acoB 3aHATHA sansTus | (pabora) 4acos
eTMHMII)
(oun) (3204H)
Ne Ne Ne Ne
Ne | ko | Ne | kom | Ne | kom | Ne | kom | Ne | kom [ Ne | kom [ Ne | kom. kol | Ne | ko Ko | Ne [ kom. ko | Ne | kon. KOJI.
o o | e o | e o | e o | e o | e o Kyp- Kyp- Kyp- Kyp-
CeM. | yac. CeM. | yac. [ cem. | 4yac. | ceM. | 4yac. | ceM. | yac. | ceM. | 4ac. | cem. | yac. Jac. | cem. | yac. Yac. | ceM. | yac. yac. | ceM. | yac. yac.
ca ca ca ca
C 9 4 9 C 9 C 9 C 9 C 9 C 9 K 4 C 4 K 9 C 4 K 9 K 9 K 9
1 Hcropusi pa3sBUTHSI M COBPEMEHHBIE TEXHOJIOTHH 2 2 3
: ODIAHU3ALNM 1€JI0NDOU3BOICTBA
PasButne cry:x6 nroxkymentoodopora B Poccun.
11 IpukasHoe, KOJLIEKCKOe, MUHUCTEPCKOE J1e/10- 3| 2 3|1 4
' npon3BoacTBO. [IOHATHS WIOKYMEHT», «I0KY-
MEHT0060POT», «/1e/I0NPOH3BOICTBO
OKYMEHTHPOBAHHE yIPaBJeH4ecKoi
2 AckymerTxp yup 18 9| 27
JIesITeJIbHOCTH
Cucrembl 1€10NPOU3BOICTBA.
2.1 |LlenTpa/ju30BaHHBIIi, 1eLeHTPATH30BAHHBIIi, 3|2 3 1 3
CMeMIAHHBII J0KyMeHT0060poT
OcHOBHBIE IPABHJIA OPTraHU3AIMH JOKYMEHTO-
2.2 |obopora B koMnanun. OyHKIMA J0KYMEHTOB. 3|2 3|1 3
CRoiiCTRA TOKVMEHTOR
23 Cnocobl JOKyMeHTHpOBaHHA. MaTepHaibHbIe 3o 3 1 3
' HocuTeH HHGpopMaLun
2.4  |Knaccuukanus 10KyMeHTOB 3|2 3|1 3
2.5 |OpraHu3auMOHHbIE JOKYMEHThI 3|2 3|1 3
2.6 |PacnopsimnTenbHbIE JOKYMEHTHI 3 2 3 1 3
2.7 |AndopMALHOHHO-CIPABOYHbIE JOKYMEHThI 3|2 3|1 3
Yuuduxauus gokymentos. CTanaaprusanus
2.8 3|2 3|1 3
JOKYMEHTOB
HopmaTuBHo-MeToMYecKas 6a3a
29 [OP 3|2 31| 3
71eJI0NPOM3BO/ICTBA
3 Opranuzanusi padoTbl ¢ JOKYMeHTaAMH 28 14 42
3.1 |TOCT P 7.0.97-2016. Biaanku foKymMeHTa 3 2 3 1 3
YnpasJienune 10kyMeHT0060poTOM. Moenn
3.2 JIOKYMEHT0000p0Ta: KOHIENTYAIbHASA MO/Ieb, 32 3|1 3
' JIOrHYecKas Mojie/Ib, MOJleJIb IPeIMETHOI'0 BO-
TJIOIIEHH ST
33 CraHaapTel M clieHPUKANHH APXHTEKTYPbI 32 3|1 3
' ynpaBJieHHsi J0KYMEHT0060pPOTOM
3.4 |[IpuHUMOBI JOKYMEHT0060pOTa 3|2 3 1 3
CxeMbl IBH/KEHHS] H TEXHOJOTHH 00paboTku
35 A P 3|2 31| 3
JOKYMEHTOB
Perucrpauust 10KkymeHT0B. @OpMBI perucrpa-
36 P Y bl peruerp 3|2 31| 3
MM JOKYMEHTOB
3.7 |IocTpoeHue cCHPaBOYHOIO ANNIAPaTa 3|2 3 1 3




Ounas popma o0yyenust

3aounas gpopma odyyenus

IpakTuuec JlaGopato Kypc. O6ee IpakTnuec JlaGopato Kypc. Obmee
Ne Haumenosamue pasjera (MO1y/151) MCHMILHHbI Jlurepar. | Jlexuun Ypokn KHe CemuHapbl|  pHble npoekt | Cam. pab. | xon-po| Jlexumun Vpoku Kue Cemunapel [ pHble mpoekt | CaMm. pab. | xon-Bo
i M COJlepiKAHME TeM pa3jiesa (AMIAKTHYeCKIX HCTOMHUK 3aHATHS samstus | (paGota) 4acoB 3aHATHA sansTus | (pabora) 4acos
eMHMII)
(oun) (3a0uH)
Ne Ne Ne Ne
Ne | kom. [ Ne | kom | Ne [xom | Ne |kom | Ne |kom [ Ne |kom | Ne [ xoim. Ko [ Ne | ko Koa. | Ne | kom. ko [ Ne | kom. KOJI.
o o | e o | e o | e o | e o Kyp- Kyp- Kyp- Kyp-
CeM. | 4yac. | ceM. | yac. CeM. | yac. | ceM. | 4yac. | ceM. | yac. | ceM. | yac. | cem. | yac. Jac. | cem. | yac. Yac. | ceM. | yac. yac. | ceM. | yac. yac.
ca ca ca ca
Oprasu3auust KOHTPOJISI HCIOJIHEHHsI
3.8 |mokymenToB. BegeHue KOHTpO.Is 32 3 2 3 1 3
HCIOJIHEHHEM T0KYMEHTOB
IloHsiTHE ABTOMATH3aLHH J0KYMEHT0000pOTa
3.9 |3apaum, pemraeMple CHCTEMaMH TOKYMEHTO- 3 2 3 1 3
obopora
Kiaccupukauus cucreM J0KyMeHT0000poTa.
3.10 |(IToxcHcTeMbl ABTOMATH3ALHMHA 3 2 3 1 3
JIOKYMEHT0000poTa
KittoueBble pyHKIHOHATLHOCTH CHCTEM dJIeK-
311 b 3|2 31| 3
TPOHHOT0 JOKYMEHT0000poTa
3HayeHHe HOMEHKJIATYPBI e 1151 KJIaccupu-
312 VP ¢ 3|2 31| 3
KAl JOKYMEeHTOB. Buabl HOMeHKIaTyp et
Cpoku xpaHeHust 10KyMeHTOB. [lepeunn 10Ky-
313 |-POKHXP v P ¥ 3|2 31| 3
MEHTOB C YKa3aHHEeM CPOKOB XpaHeHHsI
JTansl ¥ NOPSIAOK MPOBEIEHHS IKCIIEPTH3BI
LHEHHOCTH 10KYMeHTOB I10o—psiioK yHHYTOKEHHUSI
314 Y POk y 3|2 31| 3
JOKYMEHTOB M 0opMJIeHHsI Pe3yJIbTATOB IKC-
NepTH3bI
> Hroro: 48 24 | 72




Kapra o6ecnedeHHOCTH AMCIMILINHBI TUTEPATYPOIi

% Ton KomnuectBo
Ne HaumenoBanue ncrouHuka
U3JaHUSA JK3EMIUIIPOB
5. OcHoBHas nuTeparypa **
Kazakeuu, T. A. JlokymeHTanmoHHOE oOecreveHre yNpaBieHHs : YYCOHHK H
MPAaKTHKYM I cpeaHero npodeccuonanbHoro odpasosanus / T. A. Kasakesud,
5.1 A. U. Tkanmy. — 2-e u3g., uenp. u gon. — Mocksa | M3parensctBo FOpaidT, 2020 3P
2020. — 177 c. — (IIpodeccuonansroe obpasoBanue). — ISBN 978-5-534-
06291-5. — Tekcr anektponnbiid  // DBC IOpaiir [caiir]. — URL:
https://urait.ru/bcode/452800.
JlokymMeHTOBe/ieHHEe | YUeOHUK U MPAKTHKyM JUIsS CPEJHEro mpohecCHOHAIBHOIO
ob6pasosanust / JI. A. Jloponunna [u ap.] ; nox pexakuueit JI. A. JlopoHMHOM. — 2-
5.2 e u3a., nepepad. u mon. — Mocksa : U3natensctBo HOpaiir, 2019. — 309 c. — 2019 o))
' (ITpodeccuonanphoe obpazoBanue). — ISBN 978-5-534-04330-3. — Teker :
onektponnbtid  //  OBC  IOpaiir  [caiit]. —  URL: https://biblio-
online.ru/bcode/433551
I'pozoBa, O. C. [lemompou3BoACTBO yueOHOEe MOCOOMe sl CPEIHEro
npodeccronanbroro oopaszosanus / O. C. I'pozoBa. — Mocksa : U3aarenscTBo
5.3 IOpaiir, 2020. — 126 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5- 2020 2P
534-08211-1. — Texkcr : onektponnbii // DBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/453970.
6. JlomoHUTEIbHAS TUTEpaTypa™™
" Ton KomnuectBo
No HaumenoBaHnue nuctouyHuKa
U3JaHUSA JK3EMIUIIPOB
[lysanosa, H. H. JlokymeHTannonHoe obecrieueHne yIpaBIeHuU :
y4eOHHK U MIPAKTUKYM ISl CPEHETO MpodecCHOHAIBHOTr0 00pa3oBaHus /
6.1 H. H. lllyBanoBa. — 2-¢ m3n. — Mocksa : U3narensctBo FOpaiit, 2020. — 2020 5P
' 265 c. — (IIpodeccronansroe odpazoanue). — ISBN 978-5-534-00088-
7. — Texcr : anexrponnsiii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/451067.
Kysnenos, 1. H. JlokymeHTanmmoHHOE 00eCIeYeHNe yIIPaBIeHHs.
JloKyMeHTOOOOPOT U JIeNIONPOU3BOJCTBO : YUEOHUK U MPAKTUKYM IS
cpenHero npogeccruoHambHOro oopazosanus / . H. Kyznenos. — 3-e
6.2 u31., mepepad. u non. — Mocksa : M3narensctBo FOpaiit, 2019. — 462 c. 2019 OP
— (ITpodeccuonansroe obpazopanne). — ISBN 978-5-534-04604-5. —
Texct : anextponnsiii // IbC HOpaiir [caiit]. — URL: https://biblio-
online.ru/bcode/433861
7. UcTounnku npaBa (HOPMATHBHO-TIPABOBAsI IUTepaTypa)***
To Konuuectso
No HaunmenoBanue ncrounuka * A
U3JaHUA 3K3EMILISIPOB
T'OCT P 7.0.97 - 2016 OpraHu3allMOHHO-pacOpAUTENbHAS
71. JokyMeHTanus1. TpeboBaHus K 0pOopMIICHHIO [ DJIEKTPOHHBIH pecypc].- 2016 P
Pexum noctyna: CIIC KoncynsranT ITnroc
7.2 IIpumepHast MUHCTPYKLMS 110 AETIONPOU3BOJICTBY

8. Poccuiickue xypHabl

HepI/IOZ[I/I‘IHOCTB BBIXOJa B

No HaumeHnoBaHnue uctoynuka *

roj
81 CrpaBoYHHK ceKpeTaps U opucMeHemkepa 12
8.2 Mopckue noprsl 10
8.3 Peunoii Tpancnoprt (21 Bek) 4




9. UndopmanuonHoe odecnevyeHne JUCHUIIIMHBI *

No Haumenosanue
1 |CopaBounas cucrteMa ['apant www.garant.ru
2 |Marepuan ajist MyJIbTUMEINNHOTO ITPOEKTOpa
3 |UudopmarmonHo-cipaBouHas cuctema Koncynbraat-Ihroc www.consultant.ru

10. MaTepuaibHO - TEXHUYECKOE o0ecnevyeHne TUCHUIIMHBI* *

No HanmenoBanue

1 |YuTanpHbIH 3a]1 C BBIXOJAOM B CETh HHTEPHET. bubanoTeka
2 |MynbTuMenniiHas ayaquTopus

3. |KabuHeT JOKYMEHTAIIMOHHOTO 00eCIICUEHNS YIIPABIECHUS

11. Meroanuyeckue peKOMEHIANMHU 110 OPraHU3ALMN U3YYECHUsS] TMCUHUIINHBI

Ne HanmenoBanue
1 |POpMBI OpraHu3aLKK 3aHATUN: YPOK-JICKLHSl, YPOK-TIPE3CHTALsI, KOMOUHUPOBAHHBIH
YPOK, MOBTOPUTEIHHO-0000IAIOIINIA YPOK.
5 @DopMBbI KOHTPOJISl 3HAHUN: KOHTPOJIBHBIE Pa00ThI, (DPOHTATBHBIN U UHIUBUYATbHBIN
OIPOCHI.
3 NuauBuayanbHas paboTa ¢ KypcaHTaMu, HHTETPUPOBAHHOE JIOMAIIIHEE 3a/1aHHE,

KOHCYJIBTAIIMH, CAMOCTOSITENIbHAsI paboTa KypcaHTOB, pa3paboTka pedeparos.




12. U3MeHeHHs U JONOJTHEHHs K padoyel mporpaMMe JMCHUIIMHBI Ha 2022-2023
Y4eOHBbIH roJ - HeT

// /
7 4|
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" 28" urous 2022 r.




