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Kynprypa aenoson peuyn. CTHIb H THIT JEIIOBOH peul. TpeboBaHNI K CTHIIIO
H3JI0KEHH ST TOKYMEHTOB. OOIIas XapakTepucTHKa TpeOOBaHMI HaITMCaHHI
JIETIOBRIX JOKYMEHTOBR Ha PYCCKOM H HHOCTpPAaHHOM S3bIKaxX. IIpaBaMH H
O00S3aHHOCTH TOCYJAPCTBEHHOIO TIPaKAAaHCKOIO CIYKAIIEro. 3aIlpeThl H
OIrPaHHYEHHH, CBS3aHHBIE C TPakJIaHCKOH CIyxkO0oH. JIeHCTBYIOIIHE
IIPAaBOBEIE HOPMEI, oOecreuyHBaroinpe OoppOy ¢ KoppyraiHeH. OCHOBHBIE
IIPHHIIMIIEI M OpPraHM3alIOHHBEIE OCHOBBI ITPOTHBOAEHCTBHS KOPPYIIIHH.
Hopmel Mopamm H  IpodeCCHOHAIbHBIE 3afadyd PabOTHHKOB CIYKO
3KOHOMHYECKOH Oe30ImacHOCTH. TpeOoBaHHS K HPAaBCTBEHHBIM KayeCTBaM,
IIPHHITHITAM H HOpPMaM ITpoecCHOHAIbHOH JeSTelIbHOCTH PaOOTHHKOB
CIIyx0 SKOHOMHYECKOH O€30ITaCHOCTH. MopaibHbIE CTOPOHEI
Npo()eCCHOHATIBHEIX IIpaB, OOS3aHHOCTEH, KOMIIETEHIIHI, MOpalbHYIO
OTBETCTBEHHOCTh 3a BBIIOTHEHHE ITPO(peCCHOHATBHBIX 3aJlau PaOOTHHKOB
CIyk0  SKOHOMHYECKOH  Oe30macHOCTH. IIopgmoKk — HCITONMB30BaHMS
IIPOrPaMMHO-HH(POPMAIIHOHHBIX  CHCTeM. COBpeMeHHble METOABI H
CpeJicTBa ITOJIYUEHHS, XpaHeHHI H 00paboTKH HH(popMaHH. OcoOeHHOCTH
3aIHTHI HH(QOPMALIHH H IIpaB JIHI[, YYAaCTBYIOIIHX B HH(OPMAaIHOHHBIX
IIpoleccax H HH(pOpPMAaTH3alMH. [Iopsmok IMpHMeHeHHS HH(OPMAaIIHOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOIHIl M PEIIeHHS CTaHZapTHRIX 3a7ad
NIpo()eCCHOHAIIPHOH JesITelbHOCTH. (OCHOBHBIE HalIpaBIIEHHS aHalIH3a H
COCTaB IIOKazaTeJlel (DHHAHCOBOH H XO3SHCTBEHHOH JeSTelIbHOCTH
TOCYJApPCTBEHHBIX  OPraHOB H  VUpPeXXAeHHH  pa3IHyHBIX  (opM
coOcTBeHHOCTH. CocTaB (PHHAHCOBBIX MaXHHAI[HI, CITOCOOHBIX OKa3aTh
BIIMSHHE Ha JOCTOBEPHOCTh HMX OyXTanTepckoH ((pHHAHCOBOH) OTYETHOCTH.
MeTomonorusl aHamH3a IIOKas3aTeledl (PHHAHCOBOHM M XO03SHCTBEeHHOH
IeATEeIbHOCTH TOCYAapCTBEHHBIX OPraHOB H YUPEKICHHI Pa3IIMYHBEIX (pOpM
COOCTBEHHOCTH.

PesynpTarel
OCBOEHHS ITPAKTHKH

NoTHYeCKH BEPHO OPraHH30BBIBAET YCTHYIO H IMHCHMEHHYIO pPedb, BIaJeeT
TEXHHKOH PeYeBOH KOMMYHHKAIHH, OIHPasCh Ha COBPEMEHHOE COCTOSHHE
SI3BIKOBOH  KVYIIbTYPBI, CTpaTerHsMH aHalH3a H CO3JaHHSI VYCTHBIX H
ITHCEMEHHBIX TEKCTOB, ITPHMeHSET ITpaBHIa PYCCKOIO S3bIKA, O(OpMISeT
TEeKCT B COOTBETCTBYIOIEM CTHJIE, PeJaKTHPYeT TeKCT JOKYMEHTOB,
yBepeHHO OOIIaeTcs Ha IIOBCEJHEBHBIE H JEJIOBBIE TeMBI H3 OOIIACTH
JTHYHBIX HIH ITpOo()eCCHOHAIBHBIX HHTEPECOB, JelMaeT SCHBII, JIOTHYHO
IIOCTPOEHHBIN JIOKIIAJ, BBIAESISS Ba)KHBIE MOMEHTHI H IIPHBOAS JeTallH,
TTOJITBE P JAOIIHE TOYKY 3peHH, BIIQJICET Pa3ITHYHBIMHA
() YHKIITHOHAJIBHBIMH CTHJISIMH H CITOCOOaMH HX pPealH3al[HH B YCTHOH H
ITHCEMEHHOH (pOpMe Ha PYCCKOM H HHOCTPAHHOM ST3BIKAX, B 3aBHCHMOCTH OT
KOMMYHHKATHBHOH VCTaHOBKH B CHTYaIMSX ITpOopeCCHOHAILHOIO H
ITOBCEIHEBHOIO OOIIEHHS.

[IprveHseT COBpPEMEHHEIE HH()OpMAaIHOHHO-KOMMYHHKAI[HOHHEIE
TevunTATUr TUa nafaTEr o JOKYMEHTaMH, B TOM YHCIIE JJIS OCYIIE CTBIICHHS
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3(pPeKTHBHOCTH IPOQPECCHOHAIBHOIO B3aHMOACHCTBHSA M ITPHHSITHS
O0OOCHOBAHHBIX VIIPABIEHYECKHX PEIIEHNI, OCYIIECTBISET aBTOMATH3AI[HIO
IIpoIeccoB cOOpa, XpaHEeHHS M BBIJAYH HH(QOPMAIMH, HEOOXOAHMOH IS
pellleHHs CTaHAZAPTHBIX KOMMYHHKAaTHBHBIX 3aJad B ITPOQeCCHOHAILHOH
HNESTEIIBHOCTH, OCVIIECTBIISIET BREISBICHHE HAHOOIEe 3HAUHNMBIX KPHTEPHEB
CHCTeMATH3aLIH HH(} OpMaIHH 119 CO3aHH 0a3 JaHHBIX

[IprMeHsIET OCHOBBI JTOKYMEHTHON JIHHIBHCTHKH, IIpPaBHJIa ITPOBEICHIS
JIEIIOBLIX  IIEPETOBOPOB H  IIPOTOKOJIBHBIX  MEPOIIPHSTHH,  pPEIllacT
SI3BIKOBBIMH CPEJICTBAMH T€ HIIM HHBIE KOMMYHHKATHRHEIE 3a/{aul B Pa3HBIX
cepax M CHTYaI[HSIX JEIOBOro OOINEHHS, IIPHMEHSET Ha IMPaKTHKE HABBIKH
IIPABINIBHOT'O PEYEBOIO TIOBEJEHHS B OCHOBHBIX KOMMYHHKATHBHBIX
CHTYaI[IX

Hcrone3yeT KOMIUIEKC MEP ITO OOECIIEUEHHIO JIMYHONH OE30IMaCHOCTH ITPH
HEIIOCPEICTBEHHON  yrpo3e  (PH3HYECKOTO HACHIHSI CO  CTOPOHEI
OKPYKAIOIIX, OCHOBY KOTOPOIO COCTABIISIOT CIIEI[HAIbHBIE JBUTATEIIbHEIE
HAaBBHIKH - MOpPAIbHO-3THYECKHE M IIPABOBLIE AaCIIEKTHI CaMOOOOPOHHI.
Hcrone3zyeT TIpHEMBI  3alfUTEl M CaMOOOOPOHBI, CTPAaxXOBKH H
CaMOCTPaxXOBKH, TEXHHKY IIPAKTHYECKOIO MCIIOINB30BAHUSI ITOAPYUHBIX
CPEICTB.

CriocoOeH OpraHu30BaTh PEeXKHM BPEMEHH, IIPHBOISIIHMH K 3J0POBOMY 00-
pa3y KH3HH. HcCIoimp3yeTr MeTOAHMKH CaMOOIIEHKH padoTocIiioCOOHOCTH,
YCTAIOCTH, YTOMIEHHS H 5S((QeKTHBHOCTH IIPHMEHEHHS CPEICTB
(pH3HYEeCKOIT KYILTYPHI 715 HX HaIllPaBIeHHOH KOPPEKIIHH.

Hcrone3yeT cpeacTBa H METOABI VKPEIUIEHH S HHANBHIYAIBHOI'O 3{0POBESL
(PH3HYECKOr0 CaMOCOBEPIIEHCTBOBAHMS, ITPO()eCCHOHAIIBHO-IIMYHOCTHOIO
Pa3sBUTHS, METOJHKY CAMOCTOSTEIILHOTO OCBOEHHS OTIEIBHBIX 3IEMEHTOB
Npo¢eCCHOHAIbHO-TIPHKIAHOH (PH3HYECKOH IO OTOBKH.

3HAaKOM C OCHOBHBIMH ITonoxeHHsSMH D3 "O rocygapCTBEHHOH
rpaxgaHcKon ciayx0e PD", mpapaMu M 00S3aHHOCTSIMH T'OCYIAPCTBEHHOI O
IPaXKIaHCKOrO CIIYKAILEro, 3alpeTaMH M OrPaHMYEHHSMH, CBS3aHHBIMH C
IPaXXIaHCKOH CITY’KOOH, OCHOBHBIMH ITPHHI[MIIAMHA M OpraHM3al[HOHHBIMIH
OCHOBAaMH ITPOTHBOJEHCTBHS KOPPYIILHH, MepaMH II0 ITPO(IIAKTHKE
KOPPVIIIHH, IIPUMEHSET JIeHCTBYIOIIHE IIPABOBEIE HOPMBI, O0€CIIEUHBAFOIIIE
O00pp0y ¢ KOPPYIIIHEH B TaMOXEHHBIX OpraHax, ()OpMYIHPYeT OCHOBHEIE
IIYTH (POPMHPOBAHHS I[EHHOCTEH, 0COOEHHOCTH MOPaIbHO-HPaBCTBEHHOIO
BOCIIHTAHHS HAI[HH.

3HAKOM C IIOPSAKOM IIPEAOTBPAlleHHS H YPETYIHPOBAaHHSI KOH(IHKTA
HHTEPECOB Ha TOCYIAPCTBEHHON TpakKIaHCKOH CiIIyk0e, 3allpeTamu,
OI'paHHYEHU M, 00S3aTEIbCTBAMH H ITPaBIUIAMH CITYKeOHOIro ITOBEIEHHST,
IIPUMEHSET  JICHCTBVIOIIHE ITPABOBBIE HOPMBI, IIPEAYCMATPHBAIOIIIE
OTBETCTBEHHOCTH 3a KOPPYIMIHOHHEIE ITPaBOHAPYIIIEHIS

C¢opMIpOBaHbl HABBIKH YBAKHTEIIBHOIO OOIEHHS ¢ KOJUIEraMH 110 padore
H TpaxJgaHaMH, BJIaJieeT CcIiocodaMH aHalM3a Pas3lIHYHBIX IIPAaBOBBIX
SIBTIEHHH H ITPaBOBBIX OTHOIIEHHI, B TOM YHCIIE II0 BOIIPOCaM KOPPYIIIHH,
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CIIOKHBIE CHTYAI[MH MEXIHYHOCTHOIO B3aMMOAECHCTBHS. CTaBHT ILEIMH H
GOopMYIHpYeT 3aJauyd, CBSI3aHHBIE C pealH3alHeld ITpod)eCCHOHAIBHBIX
(P YHKIIHH B COOTBETCTBHH C HOPMaMH MOPaJIH, ITPO(] eCCHOHAIIbHOM 3THKH H
CIIyKeOHOro 3THKeTa PabOTHHKOB CIIYKO SKOHOMHYECKOH 0e30ITaCHOCTH.
AHamm3HpyeT H HHTEPIPHTHPYET AOIKHOCTHBIE HHCTPYKIHH H CIIYKeOHBIE
perilaMeHTHl I OIpPEeAelleHHS MOCTYIHBIX IEHCTBHI B paMKaxX HOPM
MOpalH, MpodeCCHOHATLHOH STHKH H CIYyKeOHOro STHKeTa PaOOTHHKOB
CIIyK0 B3KOHOMHYECKOH O€30IacHOCTH. lIpHMeHSeT Ha IIpaKTHKE ITpaBHIIA
YCTAHOBIIEHHS KOHTAKTa, ITONAEPKAHHS M Pa3sBUTHS MeKIIMYHOCTHBIX
OTHOIIIEHHH.

PaboTaeT ¢ KOMIIBIOTEPOM, KaTaloraMH (ITalkaMH) H (aillaMH, CKaHEpPOM;
MOIb3yeTCI O(HCHBIM ITaKeTOM (TEKCTOBBIH  pPeJakTop, TaOIHI[kI);
OCVIIECTBRIISET PETHCTPALIIIO, HaKOITJICHHE 151 Iepemavy,
CHCTEMATH3HPOBAHHOE XpaHEHHE M BHJAYy HH(OpPMAIMH B TpeOyeMOH
popMe; IIONB3YeTCS CHCTEMAMH BIEKTPOHHOIO  JOKYMeHTO00OpOoTa;
aHAIM3HPYeT U coOmomaeT TpeOOBaHNS, IMPEABIBIIIeMble K JOKYMEHTAM B
COOTBETCTBHH ¢ HOPMaTHBHBIMH ITPABOBBIMH aKTaMH H I'OCYAapCTBEHHBIMH
CTaHJapTaMH, HCIIOIL3YET COBPEMEHHBIE HaYUHBIE METOLBI H TEXHIYECKHE
CPeICTBa, CIIOCOOCTBVIOIHE cOOpy, 0OpadoTKe, COXpPaHEHHIO H Ilepeaye
HH(OPMAITHOHHBIX ITOTOKOB

Beger wHHQOpMAaIMOHHO-CIIPaBOYHYIO paboTy, padoTaeT coO Bcel
COBOKYITHOCTBIO HH( OpMAI[HOHHO-J0KYMEHTAI[HOHHBIX PECYPCOB
OpraHM3aIl[ii, TIPH OCYINECTBIEHHH ITPO(eCCHOHAILHON IeSTeIbHOCTH
Ionp3yercsa OazaMH [JaHHBIX, B TOM YNCIE VIAJIEHHO, HCIOIB3YET
CIIPaBOYHBIE IIPaBOBBIE CHCTEMBI. Hcmonesyer CpelICTRa
KOMMYHHKAITHOHHOH  OPITEXHMKH IS IIONYYEHHS M IIepeJadyH
HH(OPMAIlHH, TIIONb3yeTCS aBTOMATH3HPOBAaHHBIMH CHCTEMaMH YYeTa,
PETHCTPALMH, KOHTPOJISA TIIpH padoTe ¢ JOKYMEHTAMH, HCIIONIB3YET
COBpeMeHHbIe HH()OPMAI[HOHHEIE TEXHOJIOTHH PalOTHI ¢ JOKYMEHTaMH, B
TOM 4YHCJIe 00eCIIeUHBaIOIe HH(POPMAIIHOHHYIO O€30ITaCHOCTE

Hcrone3yeT nmpueMsl aHaIH3a (PHHAHCOBOH H XO3SHCTBEHHOH JESTEIbHOCTH
XO3SMCTBYIOIINX CYOBEeKTOB Pa3IHYHBIX (popM cOOCTBeHHOCTH. IIpoBomur
KOMIUIEKCHBIH aHalnH3 (PHHAHCOBOH H XO3SHCTBEHHOH JIeATelIbHOCTH
TOCYJApPCTBEHHBIX  OPraHOB H  VYPeXKIEHHH  pa3IHYHBIX  (OpM
COOCTBEHHOCTH C HCITOIB30BAHHEM COBPEMEHHBIX HH(OpPMAI[HOHHBIX
TEXHOJIOTHH M ITPOIPaMMHBIX CPeJCTB. BRIIBIISET (DMHAHCOBBIE MAaXHHAIIHH,
CIIoOCOOHBIE  OKaszaTh BIMSHHE Ha JOCTOBEPHOCThL  OyXraJaTepcKOH
OTYETHOCTH.

Crioco0eH OIleHHMBAaTh MacIITaOkl TEHEBOIO CEKTOpPa Ha MakKpo- H MHKPO-
VPOBHSX,. CriocoOeH pazpadaThIBaTh H Peali30BBIBATE MEPOIPHATHS I10
ITPOTHBOAEHCTBHIO SKOHOMHYECKHM ITPECTYIIEHHSAM, aHTHKOPPYIIIHOHHEIE
MEPOIIPHUATHS Ha Pa3HBIX YPOBHSX VIIPaBIEHHI 3KOHOMIKOL.

CHcTeMaTH3HpyeT H 0000maeT HMHPOPMAIHIO II0 Pa3BHTHIO TEHEBBIX

IIPOSIBIIEHHI B Pa3IHYHBIX c(epaxX POCCHIICKOH SKOHOMHKH. BBISBIISET
Tt amacafareratiie DA3BUTHIO TEHEBBIX OTHOIIEHHH B Pa3IHYHBIX
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