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1. ObHIAAL XAPAKTEPHCTHUKA NPUMEPHOH PABOYEW ITPOI'PAMMBI
YYEBHOH JANCHUIIVINHBI TOKYMEHTAIIMOHHOE OBECIIEYHEHHE
YIIPABJIEHU S »

1.1. MecTo AucuMILINHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrPaMMBbI:

VYyeOnass nucuuiuinHa J{OKyMEHTallMOHHOE OOecreueHue YIpaBlICHUS SBISAETCS
00s3aTeNIbHOM ~ 4YacTbl0  OOIEnpoecCHOHATBHOrO  IUKJIa  NPUMEPHOH  OCHOBHOM
obOpasoBarenbHOl TporpamMmbl B cooTBeTcTBHHM ¢ DPI'OC mo cmenmansHocT 38.02.01
DKOHOMUKA M OyXTaITEepPCKHUH yueT (110 0Tpacisim).

VYyeOnast aucuuinHa «J{okyMeHTalnoHHOE oOecreueHre YyIpaBieHUus» o0ecreurnBaeT
¢dopmupoBaHrue MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIMI MO BCEM BHJAM JEATEILHOCTH
®I'OC no criennansHocTH 38.02.01. DxoHOMUKA M OyxranTepckuil yuer (1o otpacisM). Ocobdoe
3Ha4YeHHE AUCIUILTNHA uMeeT pu popmupoBanuu 1 pazsutiun OK 01-05, 09,10, T1K 1.1

1.2. He.]'lb U IINTAHUPYEMBIC PE3YJbTATHI 0CBOCHUSA TUCHUIIJIMHBI:
B paMKax IIporpamMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/IC$[ OCBauWBArOTCs YMCHUA U
3HaHUuA

Kon YMmenus 3HaHus

[IK,

OK

IIK IPUHUMATh TPOU3BOJIbHBIE IE€PBUYHBIE | OOIIME TpeOoBaHUSI K OyXraJlTepcKOMY

1.1 OyxrajaTepckue JIOKYMEHTBI, | yY€Ty B YacTH JTOKYMEHTHPOBAHHUS BCEX
paccmaTpuBaemMble  KaK  MHCbMEHHOE | XO3SIMCTBEHHBIX JCUCTBUI U OINEPALINl;
JI0Ka3aTelIbCTBO COBEpIICHMS | IOHATUE  TEPBUYHOM  OyXraiarepckoit
XO03AMCTBEHHOU onepauuu WU | JOKYMEHTALUY;
MOJIyYeHHUE paspenieHus Ha ee | ompeeNeHue MEPBUYHBIX OyXTanTepCKHUX
IIPOBE/ICHUE; JIOKYMEHTOB;

OPUHUMATh MEpBUYHBIE OyXranaTepckue
JIOKYMEHTbl Ha OyMa)KHOM HOCHTEJE U
(M) B BHUJE AJIEKTPOHHOTO JIOKYMEHTA,
MOJMUCAHHOTO 3JEKTPOHHON MOJITUCHIO;
IIPOBEPATh HAJIWYUE B IPOU3BOJBHBIX
MNEPBUYHBIX OyXTralTepCKUX TOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

OpOBOJIUTH  (OPMAJIBHYIO  MPOBEPKY
JIOKYMEHTOB, IPOBEPKY IO CYIIECTBY,
apu(MeTHUECKYIO TPOBEPKY;

IPOBOAUTH TPYNIUPOBKY TMEPBUYHBIX
OyXraaTepckux JIOKYMEHTOB IO pAdy
MPU3HAKOB;

IIPOBOANTH TAaKCUPOBKY U KOHTHPOBKY
MEPBUYHBIX OyXTaITepCKUX JTOKYMEHTOB;
OpPraHU30BBIBAThH IOKYyMEHTOOOOPOT;
pa3duparbcsi B HOMEHKIIATYpe Aed;
3aHOCUTH JaHHBIE 110 CIPYNIHPOBAHHBIM
JOKyMEHTaM B perucTpsl
OyXrajaTepcKoro yuera,

nepesaBaTh IMEpPBUYHbIE OyXralTepcKue
JIOKYMEHTbI B TEKYHIMHA OyXranaTepckuii
apXuB;

nepeaaBarh IMEpBUYHBbIE OyXraiaTepckue

GopMBl  TEPBUUYHBIX  OYXTaJITEPCKUX
JOKYMEHTOB, COZEPKaIluX 00s3aTebHbIe
PEKBU3UTHI HNEPBUYHOTO Y4ETHOTO
JOKYMEHTA;

HOPSIIOK IPOBE/ICHUS MIPOBEPKH
NEPBUYHBIX OYXTaJITEPCKUX JTOKYMEHTOB,
dbopmanbHOH  HPOBEPKH  JOKYMEHTOB,

IPOBEPKH IO CYLIECTBY, apU(PMETUIECKOM
MIPOBEPKU;

IPUHLMIBI W NPU3HAKK TPYNIHPOBKU
MEPBUYHBIX OYXTaNTepCKUX JOKYMEHTOB;
NOPSAJOK  IPOBEJIEHUS TAaKCUPOBKU H
KOHTHUPOBKHM TEPBUYHBIX OyXrajlTepcKuX
JIOKYMEHTOB;

HOPSIOK COCTaBJICHUS
OyXrajnTepcKoro yuerta;
MpaBWjia U CPOKU XpaHEHUS MEepBUYHOU
OyXranTepcKoil JOKyMEeHTalluy;

pPErucTpoB
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JOKYMCHTEI B MOCTOSIHHBIHN aApXuB 11O

HUCTCUCHUHU YCTAaHOBJICHHOI'O CpoOKa
XPaHCHUA,
HCIIPABJIATH OIIMOKH B NEPBHUYHBIX

OyXrajaTepcKkux JOKyMEHTax;

OK 1.

pacrio3HaBarth 3a/a4y H/Wid mpolieMy B
po(heCcCHOHATTLHOM H/MIU  COIUATBHOM
KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y W/WJIH
npobieMy M BBIICHATH €€ COCTaBHBIC
YacTH; ONpENCNATh dTalbl PEIICHHS
3aJa4u; BBIABIATH U 3()()EKTUBHO UCKATh
nHpopmaruto, HEOOXOIUMYIO TUTS
peLIeHHS 3aJa9i 1/HITH IPOOJIEMBL;
COCTaBUTh IUIAH JICHCTBHS, ONPEACIUTH
HE0OXO0IUMBIE PECYPCHI;

BJIAJICTh aKTyaJbHBIMH METOAaMHU
paboTel B MPOPECCHOHAIBHOH U
CMEKHBIX chepax; peann30BaTh
COCTaBJICHHBIN IJ1aH; OLICHUBATH
pe3yibTaT W TOCJICICTBHS  CBOUX
JEHUCTBUM  (CaMOCTOSATENBHO WU C
MIOMOIIBI0 HACTABHUKA)

aAKTyaJIbHBIN po¢eCCHOHAIBHBIN u
COIIMANILHBI ~ KOHTEKCT, B  KOTOPOM
MPUXOAUTCS paboTaTh M KUTh; OCHOBHBIC
WUCTOYHUKNA WHQPOPMAIMH U PECypChl s
pemieHus  3amad = U npoOieM B
npo(ecCHOHATLHOM W/WIIM  COIIMATbHOM
KOHTEKCTE;

QITOPUTMBI  BBIMOJTHEHHUS ~ paboT B
npoecCHOHANBHOM M CMEKHBIX 00J1acTsIX;
METOJIbI PaboThl B MPO(ECCHOHATLHON |
CMEXHBIX c(epax; CTPYKTypy IUIaHa s
pelieHus  3aJa4;  MOPSAJOK  OICHKHU
pe3ynbTaToB pelieHus 3a1a4y
PO EeCCUOHAIIBHON IeATETHHOCTH

OK 2.

OomnpeAensaTh  3aJadyd  JJig  [OMCKa
uH(pOpMaLIUK; ONPEENIITh HEOOXOAUMbIE
UCTOYHUKNA WH(MOpPMANNY; IIAHUPOBATH
IpOLEeCcC  TMOUCKA;  CTPYKTYPHPOBATh
noyiydyaemMyr0 HMHGOPMAIINIO; BBIICIATH
Hauboree  3HaYUMOE B TIepeyHe
uH(OpPMAIINHN; OIICHUBATH MPAKTUICCKYIO
3HAUYUMOCTh pEe3yIbTaToB MOWCKA;
0hOpMIIATH Pe3yJIbTaThl MOKCKA

HOMEHKJIaTypa MH(OPMaLMOHHBIX
UCTOYHHUKOB, TIPUMEHSIEMBIX B
npoQeCCHOHAIBHON e TEeIbHOCTH;
NIPUEMBI CTPYKTYPUPOBaHUS UHPOPMALIUY;
dbopmat odopmileHHs PE3yIbTATOB MOUCKA

uHpopMaun

OK 3.

OIPEACIATh AKTYalbHOCTh HOPMAaTHBHO-
IIPaBOBOM JNOKYMEHTALUH B
npodeccnoHaIbHON NESTENIBHOCTH;
IPUMEHSTh  COBPEMEHHYIO  HAy4yHYIO
po¢eCCHOHATIBHYIO TEPMHUHOJIOTHIO;
OTpEeeNATh U BBICTPAUBATh TPACKTOPUU
npogeccuoHaIbHOro pa3BUTHSA "
caM000pa30BaHMs

CoJIep’)KaHHWE AaKTyaJbHOM HOpPMAaTHBHO-
IIPAaBOBOM JTOKYMEHTAlLlH; COBPEMEHHAs
Hay4yHas u npodeccuoHambHas
TEPMHUHOJIOTUA; BO3MOKHBIC TpPACKTOPUU
npo¢ecCuoHaIbHOIO pa3BUTHUSA u
caMmoo0pa3oBaHUs

OK 4.

OpPraHHM30BBIBaTh PAOOTYy KOJJIEKTUBA U
KOMAaH/IbI; B3aMMOJICHCTBOBATH C
KOJIJIETaMH, PYKOBOJICTBOM, KJIMEHTaMU B
x0J1€ MpoheCCHOHATHHON JEATETLHOCTH

[ICUXOJIOTUYECKUE OCHOBBI JEATEIIBHOCTH
KOJUIEKTHBA, MICUXOJOTHYECKHE
0COOEHHOCTH JINYHOCTH; OCHOBBI
MPOEKTHOM e TEIbHOCTH

OK 5.

rPAaMOTHO H3JaraTb CBOM MBICIU U
0hOopMITATH JIOKYMEHTBI o
npodeccCuoHaNBHOM TEMaTHKe Ha
TOCYJApCTBEHHOM  SI3BIKE,  TIPOSBIIATH
TOJICPAHTHOCTH B pabOUYeM KOJIJICKTUBE

O0COOCHHOCTH COLIMATBLHOTO U KYJIBTYPHOTO
KOHTEKCTA,; MpaBwIIa odopmiteHuSs
JOKYMEHTOB U  TOCTPOEHUS  YCTHBIX
COOOIIEeHUI

OK 9.

MPUMEHATHh CPEJCTBAa WH(POPMAIIMOHHBIX
TEXHOJIOTHI JUTSt perieHus
PO eCCHOHATBHBIX 3ajad;

COBpPEMEHHBbIE CpEICTBAa M yCTPOWCTBa
uHpOpMaTU3aIUH; HOPSI/I0K ux
IPUMEHEHHS U IPOrpaMMHOE
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UCIIOJIb30BaTh COBpEMEHHOE | obecrieueHre B IpOo(ecCHOHAIbHOU
IporpaMMHOE o0ecrieyeHHe JIESTEIIbHOCTH
OK NOHMMaTh  OOmMH  CMBICI ~ YETKO | IIpaBHJIa MOCTPOEHUS MPOCTHIX U CIOXKHBIX
10. NPOM3HECEHHBIX  BBICKA3bIBAaHMM  Ha | MPEUIOKEHUH Ha  npodeccCHOHaIbHBIC

U3BECTHbIE TeMbl (IpodecCHOHaIbHBIE U
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BHIE
npodeccuoHaNbHbIE TEMbI; Y4acTBOBATb
B JMAJIOTaX Ha 3HAKOMbIE OOIME U
npodeccuoHanbHble  TEMbI;  CTPOUTH
IpOCThIe BBICKAa3bIBAaHUS O cebe u O
CBOEH npodeCCHOHAIBHON
JESTEIIbHOCTH; KPaTKO OOOCHOBBIBATH U
OOBSICHUTh CBOM JCHCTBUA (TEKyIIUe MU

IUIAHUPYEMBIE); 1caTh IIPOCTHIE
CBSI3HBIE COOOIICHUS HAa 3HAKOMbIE WM
MHTEPECYIOIINE npodeccuoHaIbHbIE
TEMBI

TEMBbI; OCHOBHBIC OOIIEYNOTPEOUTEILHBIC
rinarosiel (ObITOBass U TMpodecCHOHATbHAs
JICKCHKA); JICKCHYECKHH MUHUMYM,
OTHOCSIIIMICS K OIUCAHUIO TIPEIMETOB,
CPEICTB M TPOIIECCOB MPOPECCHOHATBHON
NESITEIILHOCTH; 0COOEHHOCTH
MPOU3HOILICHHUS; NPAaBUIa YTCHUSI TEKCTOB
poecCHOHATLHON HAIIPABICHHOCTH

2. CTPYKTYPA U COAEPKAHUE YYEBHOM JUCHUITIUHBI
2.1. O0beM y4eOHOM JMCUMIIMHBI M BHIbI Y4eOHOH padoThl

Bua y4eOHoii padoThI

O0BeM yacoB

O0bem 00pa3oBaTeIbHON MPOrpaMMbl Y4eOHOM JUCHUIIIMHBI 32

B TOM YHCIJIC:

TEOpEeTHUECKoe 00yUueHue 22

MPAKTUYECKHUE 3aHSITUS 10
JuddepeHunpoBaHHbII

IIpoMe:kyToUHasi aTTeCTALUSA aueT




2.2. TemaTn4yecKMii JIaH U COJepP:KaHME YUeOHON JUCUMIIIIMHBI

HaumenoBanue Coaeprxanue yueOHOro Mmareprasia u GopMbl OPraHM3aNMH 1eSITeIbHOCTH 00y4a0IINXCS Oo0bvem | Koabl
pa3/1esioB U TeM B KOMIIeTeHIHiA,
yacax | (popMupoBaHHU
10 KOTOPbIX
crnocod0cTByer
3JIeMEeHT
NPOrpaMMmblI
1 2 3
Tema 1.Benenue. | Cogep:kanne yueOHOro marepuajia OK 01,02,
HokymeHT U | 1.3HayeHne U coAep)KaHUE JUCLUIUIUHBI «/]OKyMeHTalmoHHOEe oOecreyeHue YIpaBJICHUs. 03,09,
cucrema [ToHsiTHE TEPMHHOB <«JIOKYMEHT», «JIOKYMEHTHPOBAHHE», «IOKYMCHTAIIMOHHOE obecredeHue | 2 10
AOKYyMEHTalluH ylpaByieHUs». YHU(UKALUS U CTaHJapTU3aLIH YIIPABICHYECKUX IOKYMEHTOB. IK 1.1
Tema 2. Coaep:xaHue yueOHOro MaTepuaJia OK
Opranmsanuonno- | 1.OpraHu3alMoOHHbIE  JOKYMEHTBl —  YCTaB,  YYpEAWUTENbHbIE  JIOTOBOp,  IOJIOXKEHUE. 01,02,04,05,009,
pacnopaauTeabHbl | PacnopsautenbHble TOKYMEHTHl — IPUKa3, paclopsDKEHUE, yKa3aHue, [OCTAHOBJIEHME, pEIIEHHUE, 10
€ JOKYMEHTbI MHCTPYKIUS, TPOTOKO. 6 K 1.1
2.CripaBoYHO-MH(POPMAITMOHHBIE IOKYMEHTHI: CITy)KeOHas 3aIiCcKa, OOBSICHUTENbHAS 3allUCKa, aKT,
CIIpaBKa, cIyXeOHble MHChbMa
B ToM 4unciie, NPaKTHYECKUX 3aHATHI H JIa00PATOPHBIX padoT 2
IpakTuyeckoe 3anaTue Ne 1.Cocrasienne u ohopmMICHHE PaCTIOPSHKCHUS 2
Tema 3.Kaaposas OK 02, 04,
AOKYMeHTAIHST Coaepixanue yueOHOro MaTepuaJa 05,09,10
1.JlokyMeHTUpOBaHHE TPYIOBBIX MpaBooTHOUIEHHH. CocTaB M OCOOEHHOCTH O(OPMIIEHUS
JOKYMCHTOB 110 JUYHOMY COCTaBY. 8
2.KommuiekroBanue nuyHoro jaena. ABroouorpadus. Pestome. 3asBineHue o mpueme Ha padoTy.
[Tpukaspl MO TMYHOMY COCTaBY.
B ToM 4unciie, NPaKTHYECKUX 3aHATHI H JIa00PATOPHBIX padoT 6
IIpakTnueckoe 3ansaTue Ne 2. OpopmieHne NprUKa3oB MO JUYHOMY COCTaBY. 2
IIpakTnyeckoe 3ansitue Ne 3.0hopmiieHue cripaBok, JOKIaJHON U CIyKeOHOW 3aITUCKH, aKTa. 2
IIpakTuyeckoe 3ausitue Ne 4.0¢opmiieHrne TPyIOBOTO JIOTOBOpa, IpHKa3a O IMpHeMe Ha padoTy, 5
oopmieHre TPyJOBOM KHIKKH.
Tema 4. | Conep:xanmne y4e0HOro MaTepuaja OK 0.1-05,
JloroBopHo- 1.ITonsiTust JoroBopa. Busl JOroBOpoB. 6 09,10




npaBoBasi 2.IlpaBuna odopMieHHs] MPETEH3UOHHBIX MuceM. DopMyIsip UCKOBOTO 3asBlIEHUS, TPeOOBaHMS K
JOKYyMEHTAIUsI ero o(popMIICHUIO

B TOM unciie, NPaKTHYECKUX 3aAHATHI M J1a00OPATOPHBIX padoT 2

IIpakTuyeckoe 3ansitue Ne 5. OdopmiieHne 10roBopa KyIIu-npoaaku 2
Tema 5. Coaep:xaHue yueOHOro MaTepuaJia 0K 0.1, 0.2,
HonsTne 1.CocraB u yder obbeMa JOKyMEHTOOOOpoTa mpeanpusituii. OpraHu3aius padoThl C BXOJSIICH, 0.4,0.5,0.9,10
JI0KYMEHT0000poTa HCXOJISINEH U BHYTPEHHEH TOKYMEHTAIIUEH 4 K 1.1
) PEruCTpalMs | 7 Ba3pl gaHHBIX JUIS XpaHEHUs J0KyMmeHToB. Pabora c 3ampocamu. PaGoTa ¢ 31€KTpOHHBIMU
AOKYMCHTOB JIOKYMEHTaMH.
Tema 6. Coaep:xanue y4eOHOIro MaTepHuaJia OK 0.1-0.5,
Opranuszanus 1.Homenkmarypa aen. MHAUBHIyaTbHBIC, CBOIHBIC, IPUMEPHBIC U TUIIOBBIC HOMEHKJIATYPHI JEIT. 09,10
onepatuBHOoro  u | 2.IloaroroBka W MOpPSAOOK Mepeiayd [ed B apXuB. 3aKOHOJATENbHbIE aKThl U HOPMATHBHO- 4 K 1.1
ApXHBHOTO METOJIMYCCKUE IOKYMEHTHI TI0 apXUBHOMY XPaHEHUIO JOKYMEHTOB.
XpaHeHust
JOKYMEHTOB
IIpomeskyTouHas arTecTaums 2
Bceero: 32




3. YCJIOBUS PEAJIM3AIIUU ITPOT'PAMMBI YYEBHOM JUCIHUIIINHBI

3.1. Jlng peanuzamuul TPOrpaMMbl YIeOHOW MMCIHUIUIMHBI JOJDKHBI OBITH TIPEITYCMOTPEHBI
CIIEYIOINE CIEIHAJIbHBIE IOMEIIECHNUS:

Kabuner «JlokyMeHTalIMOHHOTO oOOecreueHusl YIpPaBJICHUS», OCHAIICHHBIH O0OpYyIOBaHUEM:
MOCaZ0YHbIE MECTa IO KOJHYECTBY OOyYaromuxcs, padoyee MECTO NpenojaBaTessi, J0CKa, CTEHHI,
IUJIAKTUYECKUN MaTepHall, TeXHHYECKHMMU CpEeACTBAMHU OOy4YEHHS: KOMIIBIOTEpPBI, MYJIbTHUMEIUNHOE
o0opynoBaHue, MPUHTEP.

3.2. UupopmannoHHOe o0ecniedeHre peajn3auuu NporpaMmbl

Jis peanuzanuu mporpamMMbl 6MOnIHOTEUHBIH (DOHI 00pa3oBaTEIbHON OpPraHU3ALUU JOJKEH
MMETb MEeYaTHBIC U/WJIM JIEKTPOHHBIE 00pa30BaTelIbHbIE U WH(POPMALIMOHHBIE PECYPChI, PEKOMEHIYEMBIX
U1l UCTIOJIb30BaHUs B 00pa30BaTEIbHOM IIpOLecce

3.2.1. IleuaTHble U31aHUuA
1. bapuxun, A. b. KampoBoe nenmompousBoactBo. llpaktuueckoe mocobue / A.b. bapuxun. - M.:
Kuwxubiii mup, 2017.
2. bacakos, M.1. JlokymeHnTamnuonHoe obecrieuenue ynpasieHus / M.W.bacakos. - M.: KnoPyc menna,
2017.
3. KupcanoBa, M.B., AkcenoB, IO.M. Kypc nemonpousponcrea. — M.: UH®PA-M; HoBocubupck:
Cubupckoe cornamnienue, 2014.
4. KysnenoB, W.H. JlokymeHtannonHoe oOecrnieueHue  ympaBieHus. JlOKyMEHTOOOOpOT U
nenonpou3BoAcTBo: YueOHuk u npaktukym / M.H. Ky3nenos. - Jlro6epust: FOpaiit, 2016.
5. IManacenko, FO.A. Jlenompou3BOACTBO: IOKYMEHTAIIMOHHOE OOECTICUeHHE YIpaBlieHUus: Y4eOHoe
nocobue / FO.A. Ilanacenko. - M.: W11 PUOP, HUIl MTH®PA-M, 2013.
6. Pymbiauna, JI.A. JlokymeHTannonnoe odbecneuenue ynpasienus. — M., OUL «Akanemusi», 2014.

3.2.2. DyeKTpOoHHbIe M31aHus (3JIEKTPOHHbIE pecypchl)

Kynésa, E.}O. JlokymenTannonnoe odbecrieueHue ynpasieHus. — M., Akanemust — Menua, 2014.

2. [Tmenko, A.B., Hoponmna JI.LA. u np. JloKyMEHTalMOHHOE oOOecleYeHue ympaBieHus. — M.,
Axagemus —Menauna, 2015.

CnpaBounas npaBoBasi cuctema «KoncynsTanT mirocy: http:// www.consultant.ru

4. CrnpaBouHas cucrema «l apant». http://www.aero.garant.ru

=

w

3.2.3. JlonoJiHUTEIbHbIe HCTOYHUKHI
Kypnan «/leronpon3BoacTBo».
XKypnan «Cekperapckoe Jeiom.

3. KypHaan «YmpaBieHHe TePCOHATIOM.

™=

HopmaTuBHBIE JOKYMEHTBI:
1. ®enepanpubiii 3akoH  "OO  amektponHHoM — momamucn" ot 06.04.2011 N = 63-®3.
®enepanbHblil 3akoH "O0 nHbopMaluu, UHPOPMALIMOHHBIX TEXHOJOTUSAX U O 3amuTe uHGopmManuu" ot
27.07.2006 N 149-03
2. TOCT P 7.0.8-2013. Hammonaneubiii cTanmapt Poccuiickoit @enepanuu. Cucrema CTaHIApTOB IO
uHpopManuu, OUOINOTEYHOMY U M3/1aTENIbCKOMY Jeiy. [{enonpon3BoACTBO U apXUBHOE /€710. TepMUHbI
u onpenenenus (yrB. [Ipukazom Poccrangapra ot 17.10.2013 N 1185-cT1)
3. I'OCT P 7.0.97-2016 HanmonansHsiii ctannapt Poccuiickoit denepanuu. Cuctema cTaHAapTOB
o uHGopMaIH, ONOIMOTEYHOMY U U3AaTelbcKoMY Aermy. OpraHu3aimoHHO-PaCIOPSANTEIbHAS
JIoKyMeHTaius. TpeboBaHus K 0()OPMIIEHUIO TOKYMEHTOB.

4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCIIUILINHBI
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Pe3yabTarnl 00y4eHus

Kpurepum ouenkn

MeToanbl OLIEeHKH

B pe3ynpTaTe OCBOCHHS TUCIUILTAHBI
00yYaroIUICS TOJKCH 3HAMb.
aKTyaJbHbIH TPOGECCHOHATBHBIA U
COIMANILHBIA KOHTEKCT, B KOTOPOM
NpUXOAUTCS  paboTaTh W KWTH;
OCHOBHBIC MCTOYHUKU WHPOPMALUU U
pecypcel  Aisl  pemieHus 3ajad |
npobiieM B mpodhecCHOHATBLHOM W/WITH
COIIMAJIbHOM KOHTEKCTE;

QITOPUTMBI ~ BBITIOJIHEHUSI paboOT B
npoecCHOHATBLHOM U CMEXKHBIX
obnactax;  Meroabl  paboOTBl B
npoecCHOHATBLHOM U CMEXKHBIX
chepax; CTPyKTypy IUlaHa  JUIst
pemieHust 3ajad; TOPSIOK OICHKH
pe3yJIbTaToB peLIeHMSI 3a1a4
poecCHOHATLHOM IEATEIIBHOCTH
HOMEHKJIaTypa UH(POPMAIIMOHHBIX
HUCTOYHUKOB, MIPAUMEHSIEMBIX B
npoECCUOHATILHON  JCSATEIBHOCTH;
MIPUEMBI CTPYKTYpUPOBAHUS
uHopmanuu; ¢opMar odopMIICHHS
pe3yJIbTaTOB MOMCKA HH(pOpMaLUU
coJiepKaHue aKTyaTbHON
HOPMAaTUBHO-TIIPABOBOU
JOKYMCHTAIH;, COBPEMCHHAS HAy4YHAsI
u npodeccHoHaAbHAsT TEPMUHOJIOTHS;
BO3MOYKHbBIE TPaeKTOPUHU

MpoQECCHOHAIBHOTO ~ Pa3BUTHS U
camoo0pazoBaHus
IICUXOJOTUYCCKHUEC OCHOBBI
JEATEIIbHOCTH KOJIJICKTHUBA,
IICUXOJIOTHYCCKUE 0COOCHHOCTH
JINYHOCTH, OCHOBEI MIPOEKTHOMN
JEATeIIbHOCTH

O0COOCHHOCTH COLMAJIBLHOTO i
KYIbTYPHOTO  KOHTEKCTa; TMpaBuia
oopmIieHUs JIOKYMEHTOB "

MOCTPOEHHSI YCTHBIX COOOIIEHUA.
rpaMOTHO H3JaraTb CBOM MBICIIU H
oopMIIATH JOKYMEHTBI o
npoeCCHOHAIBHOW ~ TEeMaTWKe  Ha
rOCYJJapCTBEHHOM SI3bIKE, IPOSBIATDH
TOJIEPAHTHOCTh B pabouem
KOJUIEKTUBE

COBPEMEHHBIEC CPEJICTBA M YCTPOICTBA
UH(POPMATH3AIIH; HNOpSJOK  HX
MMPUMCECHCHUA n IIporpaMmMHOC
obecriedyeHne B MpodecCHOHATBLHON
JESTEeTbHOCTH

NpaBWJia TMOCTPOCHUSI TPOCTHIX H

pacno3HaBaHuC aJIrTOPUTMOB BBITTOJITHCHUA
paboT B mpoheCCHOHANBHON U CMEKHBIX
o0acTsax; onpeaeneHne METOJ0B paboThI

B NpodecCHOHATbHOW M  CMEXKHBIX
chepax; BBIOOD oIpeziesieHue
ONTUMAJIBHOW CTPYKTYphl IUIaHA JJIs

pelieHus 3ajJay; MOHWMAaHHE TMOpPsIKa
OLICHKHA pEe3yJbTaTOB pEIICHUS 3a1a4
npodecCHOHABLHOM JIeSITEIIbHOCTH,
BBIOOD HauboJee ONTUMAJIbHBIX
UCTOYHHKOB HMH(OPMALUM H PECYpCOB
JUIS  pelIeHWs 3aja4y W [podiieM B
po(hecCHOHATLHOM H/WJIIM  COIIMATBbHOM
KOHTEKCTE; OPUCHTUPOBAaHHE B
aKTyaJbHOMN HOPMaTUBHO-TIIPABOBOU
JIOKYMEHTAIIUU; COBPEMEHHOW HAyYHOU U
poQeCCHOHAIBHON TEPMUHOJIOTHH;
MOHUMAaHHE TICUXOJIOTHYECKUX OCHOB
JeSITeTbHOCTH KOJIJICKTHBA,
MICHXOJIOTUYECKUX 0CcOoOeHHOCTEH
JUYHOCTH; BIIAJICHHE 3HAHUSMH OCHOB
paboThl C JOKYMEHTaMH, TOJTrOTOBKU
VCTHBIX W THUCHBMEHHBIX COOOIICHMIA,

3HaHUE OCHOB KOMIIBIOTEPHON
IpaMOTHOCTH; 3HaHUE MPaBUJI HAMCAHUS
W TPOU3HONIEHHS CJIOB, B T.4. U
PO eCCUOHATBHON JIEKCUKH.

3HaHue bopm MEPBUYHBIX
OyXTanTepCKux JIOKYMEHTOB,
COJepKaHUs  TakoW  JIOKyMEHTalluH,
MOHMMAaHWE CcHeluupuKu  paboTel ¢
NEPBUYHBIMU OyXraaTepcKuMu
JIOKyMEHTaMu

OneHka
pe3yIbTaToOB
BBITTOJTHCHHUS
MIPAKTUYECKUX
pabor.

OneHka
BBITTOJTHECHHUS
CaMOCTOSTENIbHBIX
pabor.

Tecr.

YcTHbIM onpoc.
[TnceMeHHbBIH
omnpoc.
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CJIO’KHBIX MIpeIoKEeHU N Ha
npodeccuoHabHBIE TEMBI, OCHOBHBIC
001IeynoTpeOnTEIbHBIC TJIaroJibl
(OpiroBast  w  mpodeccuoHanbHas
JIEKCUKA); JIEKCMYECKHH MHHHUMYM,
OTHOCSILIUKACS K OITHCAHUIO
MpEeIMETOB, CPEICTB M MPOLIECCOB
npoecCHOHATLHOW ~ JeSTENbHOCTH;
0COOEHHOCTH MIPOU3HOIICHHUS;
paBUIIa YTCHUS TEKCTOB
npodeccuoHalbHOM  HAINPaBIEHHOCTH
obmmue TpeOoBaHMs K OyXraJlTepCKOMY
y4yeTy B 4YacTH JIOKYMEHTUPOBAHHS
BCEX XO3AMCTBEHHBIX JIEUCTBUU U

oIeparui;

MOHATHE TICPBHYHOW OyXTaJITepCKOM
JOKYMEHTAIUU;

OnpeaeIIcHue MEPBUYHBIX

OyXTraJTepCKUX JTIOKYMECHTOB;

(GbOpMBI TIEPBUYHBIX OyXTalTEePCKUX
JOKYMEHTOB, COJIepIKaIIIX
00s13aTeNbHBIC PEKBU3UTHI
MIEPBUYHOTO YICTHOTO JOKYMEHTA,

MOPSZIOK  TPOBEACHUS  HPOBEPKH
MIEPBUYHBIX OyXralTepcKux

JOKYMEHTOB, (hOpMaJIbHOM MPOBEPKU
JIOKYMEHTOB, IIPOBEPKHU 110 CYILECTBY,
apu(pMeTHYECKON POBEPKH;
MPUHLMIIBI ¥ MPU3HAKU TPYHNIUPOBKU
IIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

MOPAJOK IPOBENEHUS TAKCUPOBKH U
KOHTHUPOBKH HEPBUYHBIX
OyXrajaTepcKuX JOKYMEHTOB;

MOPSIAIOK ~ COCTABIIEHUS  PETHUCTPOB
OyXrajaTepcKoro yuera;

IpaBujla W CPOKM  XPAHEHUS
IIEPBUYHON OyXranTepckoi
JOKYMEHTAlUU

B pesynpTaTe OCBOCHMS JUCLUILIMHBI
OOyYaloLUICS TOIKEH yMemb:
pacrio3HaBaTh 3a/1a4y H/UIH pooieMy

B npodeccuoHanTbHOM u/nnm
COLMAIBHOM KOHTEKCTE;
aHAIM3UPOBATh 3a1auy u/unm

npobjeMy U BBIJICIATh €€ COCTaBHBIE
YacTH; ONPEACTATh JTAlbl PEIICHHS
3ajjaud; BBIABIATH M 3((HEKTUBHO
HcKaTh HMH(pOpMaIU, HEOOXOAUMYIO

JUIs  pelleHus  3aJauyd  W/WIH
POOJIEMBI;
COCTaBHTh TU1aH neicTBus,

BIIQJICHUE  aKTyaJlbHBIMH  METOJaMU
pa6otel B mpodecCHOHAIBHOW U
CMEXHBIX chepax; s pexTUBHOE
BBISIBIICHHE ¥  TIONCK  WH(QOpPMAIIHH,
COCTaBJIGHHE  ONTHUMAJIBHOTO  IUIaHA
JIIEUCTBUM, aHaIu3 HEOOXOIUMBIX IS
BBITIOJTHEHUS 3aJlaHu, pecypcoB;
OCYIIIECTBIICHHUE MCCIIEI0BATEIHCKON
NesITebHOCTH, pUBOAALICH K
ONITUMAITEHOMY pe3ynbTary;
JEMOHCTpalMs THOKOCTH B OOLIEHUH C
KOJIJICTaMH, PYKOBOJICTBOM,
MO TYNHEHHBIMU u 3aKa34YMKaMu;

OrneHka
pe3yIbTaToOB
BBIIOJIHEHUS
MTPAKTUICCKHIX
pabor.

Onenka
BBIIOJIHEHHS
CaMOCTOSATENIbHBIX
pabor.

Tecr.

YcTHBIM onpoc.
IInceMeHHBIH
omnpoc.
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OTIpeACTUTh HEOOXOAUMBIE PECYPCHI;
BIIQJIETh  AKTYaJIbHBIMH  METOAAMH
paboTel B  MpOPECCHOHATBHOU U
CMEXHBIX  cepax;  peasn3oBaTh
COCTaBJICHHBIA  IJIaH;  OLICHUBATH
pe3yiabTaT M TOCJIEICTBHUS  CBOUX
NEUCTBUM  (CaMOCTOSITEILHO WM C
TTOMOIITBI0 HACTAaBHUKA)

ONpEeAesTh 3aJaddl JuId  TIOHMCKa
uH(pOpMaINH; OIIpEAEIATh
HEOOXO0JMMBbIe VCTOYHHKH
uHbOpMaLNHY; TUIAHUPOBATh MpPOIECC
TIOUCKa, CTPYKTYPHUPOBATh
MOJy4aeMyro HH(POPMALIUIO; BBICIATD
HauOojee 3HAUMMOE B  TIEPEYHE
nH(pOpMAIHH; OLICHUBATh
NPaKTHYECKYIO 3HAYUMOCTb
pe3yabTaTOB  TOUCKA;  OQOPMIIATH
pe3yIbTaThl TOUCKA

OIPEACTSTh aKTYyaJIbHOCTb

HOPMAaTUBHO-TIIPABOBOU
JOKYMEHTalM1 B INpo(dhecCHOHATbHON

JACATCIIbHOCTH, MNPUMCHATH
COBPEMEHHYIO Hay4HYIO
npo(eCcCHOHATIBHYI0O TEPMHUHOJIOTHIO;
OIPEACTSTh U BBICTPANBAaTh
TpaeKTOpUU po(hecCUOHATILHOTO

Pa3BUTHS U CAaMOOOPa30BaHUS
OpPraHMU30BbIBaTh PAOOTY KOJJIEKTHBA
U KOMaH[bl, B3aUMOJICHCTBOBATbH C

KOJIJIETaMH, PYKOBOJICTBOM,
KITMEHTaMH B xoze
po¢eCCUOHATBHON IEATETLHOCTH
IPaMOTHO U3JIaraTb CBOU MBICIH H
opopMIISATH JIOKYMEHTBI o
npodeccHoHaNbHOM  TeMaTHKE  Ha
rocyaapCTBEHHOM A3BIKC, IIPOSABJIATH
TOJICPAHTHOCTh B pabouem
KOJIJICKTHBE

MPUMEHSITh CpencTBa

WHPOPMAIIMOHHBIX TEXHOJOTHH  JUIS
pemieHust Mpo(hecCHOHANBHBIX 3aj1ay;
WCTIOJb30BaTh COBPEMEHHOE
porpaMMHoOe oOecrieueHue

MOHUMaTh  OOMIMH  CMBICT  YETKO
MIPOM3HECEHHBIX BBICKA3bIBAaHUM Ha
U3BECTHBIE TeMBbI (ITpodeccuoHanbHbIe
U OBITOBBIE), MOHHUMATh TEKCTHI Ha
0a30Bble TIPOPECCHOHAIBHBIC TEMBI,
y4acTBOBaTh B JTMAJIOTaX HA 3HAKOMBIE
ob0mue u mpodecCHOoHAbHBIE TEMBI,
CTPOUTBH TPOCTHIE BBICKA3bIBAHUS O

NPUMEHEHHE CPEACTB WH(POPMAIMOHHBIX
TEXHOJIOTHI TUISE penieHus
po¢eCCHOHANIBHBIX 3aJ1a4; 3P (HEKTUBHOE
UCTIOJIb30BaHUE COBPEMEHHOT'0
MPOTPAaMMHOTO OOECIICYCHHS, KPAaTKO W
4eTKo (OpMYJIHpPOBATh CBOW  MBICIH,
u3JaraTh UX JOCTYITHBIM JJIsi TIOHUMAaHUS

cocoboM; addektuBHas pabota ¢
ePBUYHBIMH OyXTanTepCKUMH
JOKYMEHTaMH
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cebe u 0 cBoell mNpodeccHOHATHHOM
NEeSTeIbHOCTH, KPaTKO OOOCHOBBIBATH
1 OOBSICHUTH CBOM JCHCTBUSA (TEKYIIHE
U TUIAHHPYEMBIC); MHCATh MPOCTHIC
CBSI3HBIE COOOIIEHHMST Ha 3HAKOMBIE

W MHTEpECYyIoIIre
npodeccuoHanbHbIE TEMBI

MPUHUMATH MIPOU3BOJIbHBIC
MEepPBUYHbIE Oyxraiarepckue
JIOKYMEHTBI, paccMaTpUBaeMble Kak
MUCBMEHHOE JI0Ka3aTeJIbCTBO
COBEPIIEHUS XO3SIICTBEHHOMN
oreparuu Win MOJIy4YeHue
paspelIeHus Ha ee MPOBEICHHE;
MIPUHUMATH MepPBUYHbIE
Oyxranarepckue JIOKYMEHTBI Ha
OyMa)XHOM HocuTene W (WIM) B BHIE
3JIEKTPOHHOTO JOKYMEHTA,
MIOAIIMCAHHOT O AIEKTPOHHOU
MOJIIHUCEHIO;

MPOBEPSTh HAIMYUE B TPOU3BOJIBHBIX
MIEPBUYHBIX OyXrantepckux
JTOKYMEHTaX 00513aTEIbHBIX
PEKBU3UTOB;

IPOBOJIUTH (OPMATBHYIO TPOBEPKY
JTOKYMEHTOB, TPOBEPKY IO CYIIECTBY,
apu(METHYECKYIO TPOBEPKY;

MPOBOJIUTH T'PYNIHMPOBKY HNEPBUYHBIX
OyXranTepcKuX IOKYMEHTOB MO PSIY

IIPU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
MIEPBUYHBIX OyXranTepcKux
JOKYMEHTOB;

OpPraHU30BBIBATh IOKYyMEHTOO0OPOT;
pa3buparbcs B HOMEHKIATYpe Ae;
3aHOCUTh JTaHHbIE 1o
CTPYNIIMPOBAHHBIM  JOKYMEHTaMm B
PErucTphl OyXrajlTepCKOro y4era;

neperaBaTh MIEPBUYHBIC
OyxranTepckue JOKYMEHTBI B
TEKYIIMI OyXranTepcKuil apXus;

nepeaaBaTh NEepBUYHbIE
OyxTanTepckue JIOKYMEHTBI B

MOCTOSIHHBIM apXWB 10 HCTEYCHHUHU
YCTaHOBJIEHHOTO CPOKa XpaHEHHST,
UCTPABJIATh OIIMOKM B MEPBUYHBIX
OyXrajiaTepckux JOKyMEHTaXx;
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