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1. OBIIASI XAPAKTEPUCTHKA IMPUMEPHOM PABOYEN ITPOI'PAMMBI
YYEBHOU UCIUIIIMHBI «IOKYMEHTAIIMOHHOE OBECIIEYEHHUE
YIIPABJIEHU S

1.1. MecTo TUCUMIVIMHBI B CTPYKTYP€e OCHOBHOI 00pa3oBaTe/ibHOM IPOrpaMMbi:

VYyebnas mucummuiiHa JIOKyMEHTAIlMOHHOE OOECIeYEHUE YIPABICHUS SBIISCTCS
00s3aTeIbHOM  4YacThi0  OOHIENPO(PECCHOHANBHOTO IMKJIA NPUMEPHOM  OCHOBHOM
oOpazoBaTenbHOM mnporpammbl B cooTBeTcTBUU ¢ PI'OC mo cnenmanbHocTr 38.02.01
DKOHOMUKA 1 OyXTraldTepCcKuil y4eT (110 OTpacisiMm).

YueOnas  aucuuruiniHa — «JlOKyMeHTallMOHHOE  OOecleYeHHe  yIpaBIICHUS
obecrieunBaeT (GopmupoBaHue MNPO(HECCHOHATBHBIX W OOIMUX KOMIIETEHIIMH TI0 BCEM
BusiaM aesrenbHoctTd PI'OC o cnenuansHocTH 38.02.01. DKOHOMUKA U OyXTaJITEpCKHA
yuer (mo otpacisim). Ocoboe 3HaYeHWE AUCHUIUIMHA UMEET Mpu (POPMUPOBAHMH U
pazsutuu OK 01-05, 09,10, ITIK 1.1

1.2. lHeas u njiaHupyeMble pe3yabTaThbl 0CBOEHHUS TMCUMILINHBI:
B pamkax mporpamMmbl y4eOHON TUCHUTLTUHBI O0YYAIOIIMMUCS OCBAWBAIOTCS YMEHUS
Y 3HAHUS

Kon YMmenus 3HaHus
I1K,
OK
IIK IPUHUMATh  TNPOU3BOJIBHBIE  IEPBUYHBIE | 00IIME TpeOOBaHUS K OyXTraaTepCcKOMy YUETy B
11 Oyxranrepckue JIOKYMEHTBI, | 4acTu JOKYMEHTHPOBaHUS BCEX
paccMaTpuBaeMbIe KakK MHUCBbMEHHOE | XO34MCTBEHHBIX JCHCTBUM U OINEpaLNii;
JI0Ka3aTeIbCTBO COBEPILICHHS XO3SIMCTBEHHOHN | MOHSATHE HNEePBUYHOMN OyXranTepckoit
orepalnuy WM MOJyYeHHUE pa3pellieHts Ha €€ | JTOKYMEHTAallUH;
IIPOBEJICHHUE; OTlpeJieIeHue  TMEPBUUYHBIX  OyXTalTepcKHX
NpUHUMATh  TIEPBUYHBIE  OyXTalNTEpCKUE | JOKYMEHTOB;
JOKYMEHTbI Ha OyMakXHOM HocuTene u (Win) | Gopmbl MIEPBUYHBIX OyXranTepcKux
B BUJIC AIIEKTPOHHOTO JIOKYMEHTA, | JOKYMEHTOB,  COJEpKalluX  o0s3aTelbHbIe

noAIIMCaHHOT'O BHCKTpOHHOﬁ HOAMHUCBIO,

IPOBEPATh  HANMYHE B IPOU3BOJIBHBIX
NEPBUYHBIX  OyXTraNTepCcKUX  JOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

IPOBOAUTH (dopManbHyIO MIPOBEPKY
JOKYMEHTOB, TIPOBEPKY IO  CYIIECTBY,
apu(pMEeTUYECKYIO TPOBEPKY;

IIPOBOANTH IPYNIHUPOBKY NEPBUYHBIX
OyXxraiarepckux  JOKYMEHTOB 10  psAny
IIPU3HAKOB;

IPOBOAWTh TAKCUPOBKY U  KOHTHPOBKY

HNEPBUYHBIX OYXTAITEPCKUX IOKYMEHTOB;
OpPraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;

3aHOCHUTH JaHHBIE II0 CTPYHIIHPOBAHHBIM
JOKYMEHTaM B PETUCTPBl OYyXTraJlTepCKOro
ydera;

NepecaaBaTb TIICPBUYIHBIC 6yxraJ1TepCI<He

PEKBU3UTHI IEPBUYHOTO YUYETHOTO JOKYMEHTA;
NOPSIOK TPOBENEHUSA IPOBEPKU NEPBUYHBIX
OyXrajaTepckux JIOKyMEHTOB, (opMalbHON
IPOBEPKU  JOKYMEHTOB,  IIPOBEPKH IO
CYLIECTBY, apU(PMETHUUECKON MPOBEPKHU;
NPUHLMIBI U [PU3HAKU  TIPYNIHUPOBKHU
MEPBUYHBIX OyXTaNTEPCKUX JOKYMEHTOB;

MIOPSAOK IIPOBEICHUS TaKCUPOBKHU u
KOHTUPOBKH  TEPBUYHBIX  OyXTalnTepCKHUX
JIOKYMEHTOB;

HIOPSAIOK COCTABJICHUS PErucTpoB

OyXraJTepcKoro yuera,
MpaBWjla W CPOKH XpaHEHHS
OyXrajaTepckoil TOKyMeHTalluy;

MIEPBUYHOMN
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JOKYMEHTBI B TEKYIIUH OyXTalTepCKHid
apXUB;

nepenaBaTh  MEPBUYHbIE  OyXranTepcKue
JOKYMEHTBl B TIOCTOSHHBIA apXuB IO
HCTEUYEHUHU YCTAaHOBJIEHHOTO CPOKA XPaHEHHUS;
UCIIPaBIISATh OMMOKK B TEPBUYHBIX
OyXrajaTepcKkux JOKyMEHTax;

OK 1. | pacrio3HaBaTh 3amauy W/WiId TpoOJEMy B | aKTyaJbHBIN po¢eCCUOHAIbHBIN u
npodeCcCHOHATPHOM  W/WIM  COIMAJIBHOM | COI[MANIbHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
KOHTEKCTE; aHAIM3UpPOBaTh 3aqadyy W/WiH | paboTaTh U JKUTb, OCHOBHBIE HCTOYHHMKH
npobaeMy U BBIACIATh €€ COCTaBHBIC YacTH; | HHPOPMALMU U PECYPCHI Ui peIIeHHs 3a1a4 U
ONpeAeNaTh  JTambl  pelIeHdus  3aJaud; | mpodbieM B IpOo(EecCHOHATBHOM W/
BBISIBJISITD u 3P PEeKTHBHO HCKATh | COLIMAJIbBHOM KOHTEKCTE;
uH(pOpMaILIMI0, HEOOXOIUMYIO AJI PEIICHUS | allTOPUTMBI BBITIOJTHEHUS pabot B
3a[a4u W/WITU IPOOIIEMBL; npopeCcCHOHATBPHOH M CMEXHBIX OO0JIACTSIX;
COCTaBUTh IUIAH JCHCTBHS; OINpPENeIUTb | METOABl PAa0OTHl B MNPOPECCHOHATBHOU U
HE0OXO0IUMBIE PECYPCHI; CMEXHBIX cdepax; CTPYKTypy IUIaHa s
BJIQJIETh aKTyaJbHBIMH METOJaMHU padOThl B | peHICHMs 3a/1ay; MOPSIOK OLIEHKH PEe3yIbTaTOB
NpoPECCHOHAIBHOW U CMEXHBIX cdepax; | peieHus 3a7a4 npodeccHnoHATEHOM
pean30BaTh COCTABJICHHBIN TUIaH; OIEHUBATH | ACITEIbHOCTU
pe3yJIbTaT W TMOCIEICTBUS CBOUX JACHCTBHI
(caMoCTOATENHHO WIn c MOMOIIBIO
HaCTaBHUKA)

OK 2. | onpenendarsb 3a/1a4u TUISE MOKCKa | HOMEHKIIaTypa UHGOPMAITMOHHBIX
UHPOpPMALIUK;  ONPENENATh HEOOXOTUMBIE | HCTOYHUKOB, IIPUMEHSIEMBbIX B
UCTOYHUKKA  WHGOpMAlMU;  IUIAHUPOBATH | MPOPECCHOHANBHON JEATENbHOCTH, MPUEMBI
nporecc MIOKCKa; CTPYKTYpUpPOBAaTh | CTPYKTypUpoBaHus  uHpopManuu;  (opmar
nojay4yaemyro  HMH(opManuio;  BBIIEIATH | ohopMIIeHUs pE3yJIBTaTOB MIOMCKa
HauboJsiee 3HaUUMOe B IepeuHe nHpopManuy; | tHPopMaIu
OLICHMBATh  NPAaKTHYECKYKD  3HAYUMOCTb
Pe3yNIbTaToOB MOKUCKA; OPOPMIISITh PE3YIIbTAThI
MIOMCKA

OK 3. | ompenensiTh  aKTyaJIbHOCTh ~ HOPMAaTUBHO- | COAEpKAHHE aKTyaJIbHOI HOPMaTUBHO-
IIPaBOBOM JOKYMEHTaluu B | IPaBOBOM  JOKYMEHTallUW;  COBPEMEHHas
npodeccuoHanbHOM JeSTEIbHOCTH; | Hay4dHast U MpodeccroHanbHas TEPMUHOIOTHS;
IPUMEHSTD COBPEMEHHYIO Hay4YHYIO | BO3MOXHbBIE TPACKTOPUM MPO(ECCHOHAIBHOTO
npodeccuoHaIbHYIO TEPMHUHOJIOTHIO; | Pa3BUTHUS U caM0o00pa3oBaHUs
ONpEACNATh U  BBICTPAUBATH TPAECKTOPHU
poQeCCHOHAIBHOTO pa3BUTHS "
camo00pa3zoBaHus

OK 4. | opranu3oBbiBaTh  pabOTy KOJUIEKTHMBA U | ICUXOJOTMYECKHE  OCHOBBI  JESATEIbHOCTH
KOMaH/Ibl; B3aUMOJICHCTBOBATh C KOJUIETaMH, | KOJUIEKTHBA, IICHXOJOIMYECKHE OCOOEHHOCTH
PYKOBOJICTBOM, KJINEHTaMH1 B X0JI€ | IMYHOCTH; OCHOBBI IPOEKTHON AESITENTbHOCTU
npodecCHOHATBHOMN eI TETbHOCTH

OK 5. | rpamoTHO  HM37araTb  CBOM  MBICIM U | OCOOGHHOCTH COLMAIbHOTO M  KYJIBTYPHOIO
opopMIATH JIOKYMEHTBI 10 | KOHTEKCTa; IpaBuiIa o(popMiIeHUs TOKYyMEHTOB
npodeccuoHanbHOM TEMaTUKE Ha | ¥ IOCTPOEHHUS YCTHBIX COOOIIEHUM
roCy/1apCTBEHHOM A3BIKE, IIPOSIBIIATH
TOJIEPAHTHOCTH B paboyeM KOJIJIEKTHUBE

OK 9. | mpuMeHsaTh  cpencTBa  MH(POPMALMOHHBIX | COBPEMEHHBIE  CpEACTBAa M YCTPOWCTBa

TEXHOJIOTHi JIISL PEIICHUA

nH(}OpMAaTHU3alUY; TTOPSIOK WX MPUMEHEHUs U
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npoeCCHOHATBPHBIX ~ 3ajlad; HCIIOJIb30BaTh
COBPEMEHHOE MTPOrpaMMHOE obecrieueHue

MPOTPaMMHOE obecrieueHue B
poecCHOHAILHOI IeSATEeHHOCTH

OK
10.

IMOHUMATh o0 CMBICIT YETKO
MIPOU3HECEHHBIX BBICKA3bIBAaHUM Ha
W3BECTHBIE TeMbl (TpoeccCHOHaIbHBIE U
OBITOBBIC), TIOHMMATh TEKCTHI HAa O0a30BBIC
po)eCCHOHAIBHBIC TEMBI; YYacTBOBaTh B
IWajorax  Ha  3HAKOMbIE — of0mme |
po)eCCHOHANIBHBIE TEMBI; CTPOUTH MPOCTHIC
BBICKa3bIBaHUI O cebe M O  CBOeH
po)eCCHOHAIBHON  JICSITEIIBHOCTH; KPAaTKO
00OCHOBBIBATh U OOBSICHUTHL CBOM IEHCTBHUSA
(TeKymue U IJIaHUPyeMbIe); MUCaTh MPOCTHIC
CBSI3HBIE COOOIICHUS Ha 3HAKOMBIC WU
MHTEpecyolne npodeccnoHalIbHbIE TEMBI

IpaBWja IOCTPOCHUS TPOCTBIX M CIOXKHBIX
MpeUIOKEHUIT Ha TPOQEeCcCHOHANTBHBIE TEMBI;
OCHOBHBIE ~0OOIICYNIOTPEOUTENBHBIE  TJIaroJbl
(ObiToBast W mpodeccuoHaTbHAs JIEKCHKA);
JEKCUYECKUH MHHUMYM, OTHOCSIIMHCS K
OIIMCAHUIO MPEAMETOB, CPEACTB U IPOIECCOB
npodeccronanbHON JEeATEIILHOCTH;
0COOEHHOCTH IMPOU3HOIICHUA; IIpaBUjia YTCHUA
TEKCTOB PO EeCCHOHATILHOM HAIPaBICHHOCTH




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLIAHBI

2.1. O0bem yueOHO# TUCHUIUIMHBI U BUbI Y4e0HOH padoThI

Bux yuyeOHoit padoThl O0beM yacos
Oo6bem o0pa3oBaTe/bHOMI NPOrpaMmbl yueOHoi 32
AUCHUILINHBI
B TOM YHCJIE:
TEOPETUUYECKOE 00yUCHHE 22
MPAKTUYECKUE 3aHITHUS 10

n¢phepeHIMpPOBaHHBIN

IIpomexyTouHas aTTeCTALMA Muddep 3aqu




2.2. TemaTH4ecKUi NJIAH M COAEPKAHNE Y4eOHOM TN CHUILTHHBI

HaumeHoBaHue Conep:xanue yuye0HOro Mmarepuasa u GopMbl OPraHU3aANUM AeATEIbHOCTH 00y4al0IHUXCH Oo0bem | Koabl
pa3iesioB U TeM B Yacax | KOMIeTeHUHH,
¢popmupoBanu
10 KOTOPBIX
crocoo0cTByeT
3J1eMEeHT
NPOrpaMMmblI
1 2 3 4
Tema 1.BBenenne. | Cogep:kanue yueOHOro MmaTtepuajia OK 01,02,
JlokymeHT u | 1.3Ha4yenne U ComEpKaHUe NUCHUILIMHEI «J{OKyMEHTaMOHHOE 0OEeCIeYeHne yIIpaBIeHusy». 1lonsaTne 03,009,
cucremMa TEPMHUHOB «IOKYMEHT», «IOKYMEHTHPOBAaHHUE», <«OKYMEHTAllMOHHOE OOECIeUeHUE YIPABICHUSY. 2 10
AOKYMCHTAIIMHU YHudukauys u cTan1apTu3aliy yIpaBiIeHYeCKUX JOKYMEHTOB. HK 1.1
Tema 2. Coaep:xanue y4eOHOro MaTepHuaJia OK
Opranuszanmondo- | 1.OpraHu3aiMoOHHBIC JOKYMEHTBI — YCTaB, YUYPEIUTEIbHBIC JOTOBOP, MOJIOKEHHE. PacriopsauTenbHbIe 01,02,04,05,009,
pacnopsiiuTeJbHbIe | TOKYMEHTHI — IPUKA3, PACIIOPSIKEHUE, YKa3aHHUE, IOCTAHOBJICHUE, PELIEHUE, HHCTPYKLUS, IPOTOKOI. 5 10
AOKYMEHTBI 2.CripaBo4HO-MH(POPMAIIMOHHBIE JTOKYMEHTHI: CIy:KeOHasi 3amucka, OOBSACHUTENbHAs 3aluCKa, akT, IK 1.1
CIIpaBKa, CIy>KeOHbIC MIChMa
B ToM 4unciie, NPaKTHYECKUX 3aHATHI H JIa00PATOPHBIX padoT 2
IpakTuyeckoe 3anaTue Ne 1.Cocrasienne u 0HopmMICHHE PACTIOPSHKCHUS 2
Tema 3.Kagposas OK 02, 04,
OKYMeHTAIHSI Coaepixanue yueOHOro MaTepuaJa 05,09,10
1.JlokyMeHTHpOBaHUE TPYAOBBIX MpaBOOTHOIIEHUH. CocTaB U 0COOEHHOCTH OPOPMIICHHS TOKYMEHTOB
10 INYHOMY COCTaBY. 8
2.KommuiekroBanue nu4yHOro aena. ABroouorpadus. Pestome. 3asBieHue o mnpueme 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, JOKIaHON U CIyKeOHOW 3aITUCKH, aKTa. 2
IIpakTuyeckoe 3ansatue Ne 4.0dopmieHre TpyAOBOTO IOTOBOpa, MpHUKa3a O MpHeMe Ha paboTy, 5
oopmieHre TPyJOBOM KHIKKH.
Tema 4. | Copep:xanue y4eOHOro MmarepuaJia OK 0.1-05,
JloroBopHo- 1.ITonsiTust JoroBopa. Buasl J0roBOpoB. 6 09,10




npaBoBasi 2 ITpaBuna opopmiIeHNST TPETEH3NOHHBIX IceM. POpMyJIsip MCKOBOTO 3asiBICHHS, TPEOOBAHUS K €T0
AOKYMEHTAIUSs oopmieHno

B TOoM unciie, NPaKTHYECKUX 3aAHATHI M J1a00OPATOPHBIX PadoT 2

IIpakTuyeckoe 3ansitue Ne 5. OdopmiieHne 10roBopa KyriInu-mpoaaku 2
Tema 5. Coaep:xaHue yueOHOro MaTepuaJa 0K 0.1, 0.2,
Honsitue 1.CoctaB u yuer oObema IOKyMeHTOOOOpoTa mpennpusruii. Opranuszanusi paboTbl ¢ BXOJSIICH, 0.4,0.5,0.9,10
JIOKYMEHTO0000pOTa, | ycxonsmeii u BHYTpPEHHEH JIOKYMECHTAIHEH 4 HIK 1.1
perucrpanus 2. ba3pl nmaHHBIX A XpaHEeHUs JOKyMeHTOB. Pabora c 3ampocamu. Pabora ¢ 37e€KTpOHHBIMHU
AOKYMCHTOB JIOKYMEHTaMHU.
Tema 6. Coaep:xxanue yueOHOro MaTepuaJia OK 0.1-0.5,
Opranuzanus 1.Homenknarypa nen. MHIuBHya bHbIC, CBOAHBIC, TIPUMEPHBIC U TUIIOBBIC HOMEHKIJIATYPHI JCI1. 09,10
ONepaTHBHOIO u | 2.IloarotoBKa M TOPAJOK TepeJayd el B apXuB. 3aKOHOJATENbHBIC aKThl M HOPMAaTHBHO- 4 IK 1.1
apXMBHOIO METOAMYECKHE JOKYMEHTHI 110 apXUBHOMY XPaHEHHIO JOKYMEHTOB.
XpaHeHHs
JAOKYMEHTOB
IIpomekyTouHas arrecTanms 2
Bceero: 32




3. YCJOBHUS PEAJIM3BAIIMN IPOI'PAMMBI YYEBHOH
JUCIHHAIIJINHBI

3.1. Jlna peanuzauud TporpaMMbl y4eOHOM JUCIHUIUIAHBI JOJDKHBI  OBITh
PEyCMOTPEHBI CICAYIONIME CIICIUATBHBIC TTOMEIICHUS:

Kabuner «JlokyMeHTaIlMOHHOTO OOECIEUCHHsS]  YIpaBICHUs», OCHAICHHBIN
000py/IOBaHUEM: TOCAJ0YHbIE MECTa IO KOJMYECTBY OOydYaromuxcs, padodee MeEcCTo
npernojaBaTesisa, 10CKa, CTEHAbI, NUJAAKTUYECKUN MaTepuall, TEXHUYECKUMH CPEACTBaMU
00yYeHUsI: KOMITBIOTEPHI, MyJIbTUMEAUNHOE 000pyIOBaHUE, TPUHTED.

3.2. UudopmannonHoe obecnevyeHue peajn3auuy NporpaMmbl

Jlnia peanuzanuu nporpamMmbl OMOIHOTeYHBIN (HOHA 00pa30BaTEIbHON OpraHU3aAuN
JOJHKEH UMETh Te4YaTHBIE /WM 3JIEKTPOHHBIE 00pa3oBaTelbHbIE M WH(OPMALMOHHBIE
peCypChl, pEKOMEHAYEMBIX AJI UCIIOJIb30BaHUA B 00pa30BaTEIbLHOM IIPOLIECCe

3.2.1. IleyaTHbIEe H3TaHUSA
1. bapuxun, A. b. Kagposoe nenonpounsBoactso. [Ipaktudeckoe nocodue / A.b. bapuxuH.
- M.:  Kawxnslil mup, 2017.
2. bacakoB, M.W. JlokymeHTanroHHOe oOecrieuenue yrpaienus / M.U.bacakoB. - M.:
KnoPyc menua, 2017.
3. KupcanoBa, M.B., Axcenos, IO.M. Kypc npemonpousBoactea. — M.: MHOPA-M;
HoBocubupck: Cubupckoe cornamenue, 2014.
4. Ky3uenos, U.H. JlokymeHTalimoHHoe oOecrieueHue ymnpasieHus. JJOKkyMeHTo000poT 1
JeNonpon3BoACTBO: YueOHuk u npaktukyMm / U.H. Ky3nenos. - JIro6epusi: FOpaiit, 2016.
5. Ilanacenxo, FO.A. Jlenonpon3BoicTBO: TOKYMEHTAIIMOHHOE 00ECIIeUeHE YITPaBICHUS:
VYuebnoe nocodue / FO.A. Ilanacenko. - M.: 1] PUOP, HUL] UHOPA-M, 2013.
6. Pympinuna, JILA. JlokymenTammonHoe obecriedenne ympaBieHus. — M., OUI]
«Axanemus», 2014.

3.2.2. DeKTPOHHbBIE U31aHUA (3JIEKTPOHHBbIE PeCypPChl)
1. Kynéra, E.IO. JlokymeHTanimonHoe obOecrieueHue ympapieHus. — M., Akagemus —
Menma, 2014.
2. [Tmenko, A.B., loporuna JI.A. u ap. JlokyMeHTaIimoHHOE 0OeCIieueHrne YIIpaBICHHS. —
M., Akagemus —Meaua, 2015.
. CipaBouHast mpaBoBasi cuctema «KoncynpTanT tirocy: http:// www.consultant.ru
. CnpaBounas cuctema «Iapant». http://www.aero.garant.ru

B~ w

3.2.3. JlonoJIHUTEJIbHbIE HCTOYHUKH
. Kypnan «/lemonpou3BoicTBO».
. Kypnan «CekpeTtapckoe Aeino».
3. Kypnan «YpaBieHue mepcoHaioM.

N -

HOpMaTI/IBHLIe JOKYMEHTDI:
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1. ®enepanpubiii 3akoH  "OO snexkTpoHHoil mommucu" ot 06.04.2011 N 63-D3.
®enepanbHblil 3ak0oH "OO6 uHpOpMalMK, UWHOOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3alUTE
unpopmaruu" ot 27.07.2006 N 149-03

2.TOCT P 7.0.8-2013. Hamumonanwsubiii ctangapt Poccuiickoit ®denepanuu. Cucrema
cTaHAapToB 1o  uH(popmanuu, OUOIMOTEYHOMY U M3JATEIBCKOMY  JIEIy.
Jlenonpous3BOACTBO M apXuWBHOE Jejo. Tepmuubl M onpeneneHus (yrB. Ilpuxazom
Poccranmapra ot 17.10.2013 N 1185-cT)

3. ['OCT P 7.0.97-2016 Hauunonanbnsiii cranaapt Poccuiickoit @enepanun. Cucrema

CTaHAAPTOB 0 HHPOPMAIINH, OMOJIMOTEYHOMY U M3aTEIhCKOMY Nieny. OpraHu3aiuoHHO-
pacniopsuTenbHas JoKyMeHTarus. TpeboBanus K 0 OPMIICHHIO TOKYMEHTOB.

11



4. KOHTPOJIb Y OIIEHKA PE3YJBTATOB OCBOEHHUS YUEBHOM

JUCHUILIAHBI

PesyabTaThl 00yyeHus

Kpurepun onenkn

MeToabl OLIEHKH

B pesynbraTe OCBOSHHS JUCIUATUTMHBI
00yUaroNUICs TOJDKEH 3HAMb .
aKTyalIbHBIM TpOo(EeCCHOHATBHBIN |
COIMAJbHBI KOHTEKCT, B KOTOPOM
NPUXOJUTCS  paboTaTh W KHTB;
OCHOBHBIC UCTOYHHKH MH(POPMAIMH U
pecypchl Ui pelleHUs 3amad |
npoOsieM B MPOoPeCCHOHATBHOM W/UITH
COITMAIbHOM KOHTEKCTE;

QJITOPUTMBI  BBHINIOJHEHUST paboT B
npoeCCUOHAILHOW M CMEXHBIX
obmacTsix;  MeToAsl  paboThl B
npoeCCUOHAILHOW M CMEXHBIX
chepax; CTpyKTypy IUIaHa  JUId
pelieHust 3ajad; TOPSIOK  OICHKH
pe3yIbTaToB pemeHus 3a1a4
poheCCUOHATILHOM JIeATEIILHOCTH
HOMEHKJIaTypa UH()OPMAIIMOHHBIX
HCTOYHHUKOB, MIPUMEHSIEMBIX B
po(heCcCHOHATLHON ~ JeSATEIbHOCTH;
MIPUEMBI CTPYKTYPUPOBAHHUSI
uHpopmanuu; ¢dopMar OoPOpPMICHHS
pe3yIbTaTOB MOMCKA UH(POPMAIIHH
cozepKaHue aKTyaJIbHOMN
HOPMAaTHUBHO-TIPABOBOM
JTOKYMEHTAIMH; COBPEMEHHAsI Hay4dHast
U npodeccHoHaIbHas TEPMHHOIOTHS;

BO3MOXKHBIE TpacKTOpUU
npoeccHOHAIbHOTO ~ pa3BUTUA |
camMm000pa3oBaHus

MICUXOJIOTHYECKHE OCHOBBI
ACATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJIOTHYECKHE 0COOCHHOCTH
JIMYHOCTH, OCHOBBI HpOCKTHOI\/II
NesITeNbHOCTH

0COOEHHOCTH COITHATBHOTO "
KYIbTYPHOTO  KOHTEKCTa; TMpaBuia
oopMIIeHUS JIOKYMEHTOB "

MOCTPOEHHSI YCTHBIX COOOIIEHUIA.
rpaMOTHO H3J1araTb CBOM MBICIIU H
oopMIIATH JIOKYMEHTBI o
npoeCCHOHAIBHOW ~ TEeMaTWKe  Ha
TOCYJJapCTBEHHOM SI3bIKE, IPOSBIATDH
TOJIEPAHTHOCTh B pabouem
KOJIJICKTHBE

COBPEMEHHBIE CPEJICTBA M YCTPOICTBA
uHpOpMaTH3aIUHY; HOPSIIOK  UX
IMMPUMCHCHUA n IIPpOrpaMMHOC

pacro3HaBaHUE AJITOPUTMOB BBIIIOJIHEHHUS
paboT B npodeccHOHATBHON U CMEXHBIX
o0acTsax; onpeeneHue MeToJ0B paboThl
B Npo(ecCHOHAIBHOW H  CMEXKHBIX
chepax; BBIOOD onpeeIcHue
ONTUMAJIBHOW CTPYKTYpBHl TIUIAaHA IS
pelieHust 3ajad; I[OHMMaHUE IOopsaKa
OLICHKM pe3yJbTaTOB pEIIeHUs 3aaay
npodeccuOHAIBLHON JeSITEIbHOCTH;
BBIOOD Haubosee ONTUMAJIbHBIX
UCTOYHUKOB HMH(OPMALUM M PECYpCOB
JUIsL pellleHus 3aJad U 1npobiemM B
npoeCCHOHATLHOM H/WIU COLMAIbHOM
KOHTEKCTE; OPUEHTHUPOBAaHHE B
aKTyaJIbHON HOPMAaTHBHO-TIPaBOBOI
JIOKYMEHTAllMN; COBPEMEHHOW HAy4YHOH U
npodeccuoHaIbHON TEPMUHOJIOTHH;
NOHMMAaHUE TICHXOJIOTHYECKUX OCHOB
JeSITebHOCTH KOJIJIEKTHBA,
IICUXOJIOTMUECKUX 0COOEHHOCTEM
JUYHOCTH; BJIAJICHUE 3HAHUSMH OCHOB
paboThl C JOKyMEHTaMH, HOJTOTOBKU
YCTHBIX M HHCbMEHHBIX COOOILICHMH;
3HaHUE OCHOB KOMITBIOTEPHOU
IpaMOTHOCTH; 3HAaHHUE MPaBHJI HATUCAHUSA

U TPOW3HONICHWS CIIOB, B T.4. |
po¢eCCHOHATBLHOMN JIEKCUKH.

3HaHue bopm MEePBUYHBIX
OyXranTepcKux JIOKYMEHTOB,
COEepXKaHUs  TAKOM  JOKyMEHTAalluH,
NOHMMaHue  crneuupukd  paboTbl €
NEPBUYHBIMH OyXrajnTepCcKuMu
JIOKYMEHTaMHU

OneHka
pe3yabTaToOB
BBITMIOJTHEHUS
MPaKTUYECKUX
pabor.

Ouenka
BBITMIOJTHEHUS
CaMOCTOSATENbHBIX
pabor.

Tecr.

YcTHbIM onpoc.
ITucbmeHHBbIN
oTIpocC.
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obecrieueHne B MpodecCHOHATBHOM
JeATeIbHOCTH

NpaBUja IOCTPOCHHUS TMPOCTHIX H
CJI0KHBIX NIpEIIOKECHUN Ha
npodeCCHOHATILHBIE TEMbI; OCHOBHBIC
o0meynorpeduTenpHbIC TJIarOJIbI
(bprToBast  w  mpodeccCHOoHAIbHAS
JIEKCUKA); JIEKCUYECKMM MHMHHUMYM,
OTHOCSIIHICS K OTHCAHHIO
NPEIMETOB, CpPEACTB M IPOLECCOB
npodEeCCUOHATBHON  JICSITEIbHOCTH;
0COOEHHOCTH MIPOU3HOIICHHUS;
npaBuia YTCHUS TEKCTOB
npodecCHOHALHOW  HAMPaBJICHHOCTH
o0mrre TpeboBaHus K OyXraiTepckomMy
y4eTy B YacTH JOKYMEHTHUPOBAHHSA
BCEX XO3SWCTBECHHBIX HOEUCTBUH U

onepauuii;

MOHATHE TICPBHYHOU OyXTaJITepCKOM
JOKYMEHTAUU;

OIIpCaACIICHUC MEPBUYHBIX

6YXFaHTepCKI/IX JAOKYMCHTOB;,

GopMBI TIEPBUYHBIX OyXTalITEPCKUX
JIOKYMEHTOB, COJIepIKaIINX
o0s3aTeNbHBIC PEKBU3UTHI
HEPBUYHOTO YUYETHOTO TIOKYMEHTA,

IMOpAI0K IMPOBCACHUA IIPOBCPKU
MIEPBUYHBIX OyXTanTepcKux

JIOKYMEHTOB, (hopManbHON TNpOBEpKU
JIOKYMEHTOB, IIPOBEPKHU I10 CYILECTBY,
apu(MeTHyecKoil MpoBepKH;

IIPUHLMIIBI ¥ MPU3HAKU TPYINIIUPOBKU

MIEPBUYHBIX OyXTanTepcKux
JOKYMEHTOB;

MOPSIZIOK TIPOBEICHUSI TAKCHPOBKH H
KOHTHPOBKH HNEePBUYHBIX
OyXraiaTepcKux JTI0KyMEHTOB;

MOPSIOK  COCTaBJIEHUS  PETHCTPOB
OyXTaJITepCKOTO y4eTa;

npaBUjga M CPOKHM  XpaHEHHA
IIEPBUYHOMN Oyxranrepckoit
JOKYMEHTAIIH

B pe3ynbTaTe OCBOCHHS AMCUUTLIAHBI
00y4arOIIUIACS JOIKEH yMembp:
pacrno3HaBaTh 3a7ady W/Hiu npodiemy

B npodeCcCHOHATLHOM u/unn
COIMATIBHOM KOHTEKCTE;
aHAJIM3UPOBATh 3a1auy u/unn

npoOJeMy M BBIICISATH €€ COCTaBHBIC
YacTH; ONPEACATh JTalbl PELICHUS
3aauM; BBIIBIATH M 3(PPEKTUBHO
UCKaTh MH(OpMAINIO, HEOOXOIUMYIO

BJIQJICHHE  aKTyaJlbHBIMM  METOJaMU
pabotel B mpodeccHOHaNbHOW U
CMEXKHBIX chepax; s dexkTuBHOE
BBISBIIEHME M TIOUCK  HH(pOpMAaIHH,
COCTaBJIEHME  ONTUMAJbHOIO  IJIaHa
NEUCTBUN, aHamu3 HEOOXOOUMBIX IS
BBITIOJTHEHUS 3aJlaHus, pecypcos;
OCYIIIECTBIIEHUE HCCIIEIOBATEIbCKON
JeSITEIbHOCTH, MPUBOALIEH K

ONTUMAIILHOMY pe3yibTarty;

Onenka
pe3yIbTaToOB
BBITTOJTHEHHS
MPAKTUIECKHIX
pabor.

OrneHka
BBITTOJTHEHHS
CaMOCTOSTEIIbHBIX
pabor.

Tecr.
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TUTS pereHus A/ nnn
poOIEeMBI;

COCTaBHUTh IIaH JIEHCTBHS,
OTIPECITUTh HEOOXOAMMBIE PECYPCHI;
BJIAJIETh  AKTyaJIbHBIMH  METOJAMH
paboTel B  TpOodecCHOHANBLHOW U
CMEKHBIX chepax; peanu3oBaTh
COCTaBJICHHBIA  IIIAaH,  OLICHUBATh
pe3yJbTaT M  MOCIEICTBUA CBOMX
JNEeUCTBUN  (CaMOCTOSITEIbHO WM C

IIOMOIIBIO HaCTaBHI/IKa)

3a1a4yn

ONpeNeNIATh  3aJa4d  JJIs  IIOUCKa
uHpOpManuy; OIIPEAETATh
HE00XOAUMBIE UCTOYHUKHU
UHpOpMAIMY; TUIAHUPOBATh IIPOLIECC
MIONCKA; CTPYKTYPHUPOBATh
NoJTy4aeMyro HH(OopManuio; BEIICIATH
HanOollee 3HAYMMOE B  MEPEYHE
nH(pOpMAIHH; OLICHUBATh
NPaKTHYECKYIO 3HAYUMOCTb
pe3yabTaTOB  TOUCKA;  O(GOPMIIATH
pE3yNbTaThl TOUCKA

OTIpeNIeNATh aKTYyaJIbHOCTb

HOPMaTUBHO-TIPABOBOM
JOKYMEHTAIlMK B TMPO(eCcCHOHATBLHON

NesTeNbHOCTH; HIPUMEHSTh
COBPEMEHHYIO Hay4YHYIO
npoEeCCUOHATIBHYIO TEPMHHOJIOTHUIO;
OTIpeEIATh u BBICTPAaNBATh
TPAaeKTOPUHU npodeccuoHaIbLHOTO

pa3BUTHA U caMO0Opa30BaHuUs
OpPraHU30BBIBaTh pPabOTy KOJUIEKTHBA
U KOMaHIbI, BSaHMOHeﬁCTBOBaTB C
KOJIJIeTaMH, PYKOBO/JICTBOM,
KIIMEHTaMU B Xoae
po¢eCcCHOHATLHOM 1eATeNbHOCTH
rpaMOTHO H3JaraTb CBOM MBICIIU H

oopMIIATH JIOKYMEHTBI o
npoeCCHOHAIBHOW ~ TEeMaTUKe  Ha
TOCYJJapCTBEHHOM SI3bIKE, IPOSBIATDH
TOJIEPAHTHOCTh B pabouem
KOJIJICKTHBE

IMPHUMCHATH Cp€acTBa

WH()OPMALIMOHHBIX TEXHOJOTHHA IS
pemeHus: MpodeCCHOHAIBHBIX 3a]1ay;
HCI0Ib30BaTh COBPEMEHHOE
IIporpaMMHOe oOecrieueHue

IMOHMMaTh OOLIUKA  CMBICI  YETKO
MIPOM3HECEHHBIX BBICKA3bIBAHWN Ha
U3BECTHBIE TeMbI (MTpodeccuoHalbHbIE
u OBITOBBIE), TOHUMATh TEKCTHI Ha
6azoBble TMpo(decCHOHANBHBIE TEMBI;

JIEMOHCTpAIMsl THOKOCTH B OOIICHHH C
KOJIJICTaMHU, PYKOBOJICTBOM,
1O {YMHEHHBIMH u 3aKa3yuKaMu;
IPUMEHEHHE CPEeACTB MH(POPMAIMOHHBIX
TEXHOJIOTHI JUIST pelICHUs
npodeCCHOHATBHBIX 3a1a4; d3PPEKTUBHOES
HCIIOJIb30BaHHE COBPEMEHHOTO
MPOrPaMMHOTO 00ECIIEYCHHS; KPaTKO H
4eTKo (OpPMYJIMPOBATh CBOM  MBICIIH,
nu3jaratb ux I[OCTYHHBIM IJIA ITIOHUMAaHU A

criocobom; addexTtuBHas pabota C
MIEPBUYHBIMU OyXranatepcKuMu
JIOKYMEHTaMH

YcrHbIi onpoc.
IIcbMeHHbBIN
ompoc.
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y4acTBOBATh B JIHAJIOTaX Ha 3HAKOMBIC
obmue U TpoheCCUOHATBHBIE TEMBL
CTPOHUTBH TIPOCTHIC BBICKA3bIBAHUS O
cebe U 0 cBoeil mpodeccrnoHaTbLHON
JESATEIbHOCTH; KPAaTKO OOOCHOBBIBATH
U O0BSCHUTH CBOM JICUCTBHS (TEKYILUEC
U IUIAHHPYEMbIE); IMUCaTh HPOCTHIC
CBSI3HBIC COOOIICHUS Ha 3HAKOMBIC

WIH MHTEPECYIOIINe
npodecCHOHATLHBIC TEMBI

NPUHUMATD TIPOHU3BOJILHBIE
MepBUYHBIE Oyxraiarepckue
JOKYMEHTBI, paccMaTpUBacMble Kak
MUCHbMEHHOE JI0Ka3aTeIbCTBO
COBEPIICHHS XO3SICTBEHHOM
oTeparyu WA MOJTyYeHHE
pas3pelieHus Ha ee MPOBEICHHE;
PUHUMATD MIEPBUYHbBIC
Oyxranarepckue JIOKYMEHTBI Ha
OyMa)XHOM HocuTene W (WIM) B BHIE
AJIEKTPOHHOTO JIOKYMEHTA,
MOJITUCAHHOTO DJIEKTPOHHOU
O/IITHCHIO;

MPOBEPATh HAIMYKUE B TPOHM3BOJIBHBIX
MEPBUYHBIX OyXranTepcKux
JOKYMEHTaX 00s13aTeIIbHBIX
PCKBU3UTOB;

IPOBOJUTH (OPMATIBHYIO IPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IIO CYILIECTBY,
apu(METHYECKYIO IPOBEPKY;
IIPOBOJUTE TPYIIIUPOBKY IEPBUYHBIX
OyXranTepckux JIOKYMEHTOB MO PsIY
MIPHU3HAKOB;

MIPOBOJIUTH TAKCUPOBKY U KOHTHPOBKY
IIEPBUYHBIX OyXranatepckux
JOKYMEHTOB;

OpPraHHU30BBIBATH JOKYMEHTOOOOPOT;
pa3duparbcs B HOMEHKIIATYype Jed;
3aHOCHUTH JaHHbIC 10
CTPYNIMPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaITEPCKOTO YUeTa;

nepe1aBaTh IIEPBUYHBIE
OyxTanTepckue JIOKYMEHTBI B
TeKyIUil OyXTraaTepCcKuil apXuB;

repeaaBaTh MepBUYHBIE
OyxranTepckue JIOKYMEHTBI B

IMOCTOSTHHBIM aApXuB IO MCTCUCHUU
YCTAHOBJICHHOI'O CPOKa XPaHCHUS
HCIIPABJIATH OIINOKH B IMEPBHUYHBIX
6yXFaHTepCKI/IX AOKYMCHTAX;
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