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1. OBIIASI XAPAKTEPUCTHKA NPUMEPHOM PABOYEN IMPOI'PAMMABI
YYEBHOU UCIHUIIVIMHBI «IOKYMEHTAIIMOHHOE OBECIHEYEHHUE
YIIPABJIEHU S »

1.1. MecTo TUCHUILINHBI B CTPYKTYpPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI:

Yyebnass nucnumimHa J[OKyMEHTalIMOHHOE OOECredYeHUE YIPABICHUS SBISCTCS
00s3aTEIPHOM  YacThiO  OOMIENPO(PECCHOHATIFHOTO IUKJIA TMPUMEPHOH  OCHOBHOM
oOpazoBarenbHOil mporpamMmbl B cooTBeTcTBUU ¢ PI'OC mo cneumansHoctu 38.02.01
DKOHOMHUKA U OyXrajaTepckuil yueT (Mo oTpacisiM).

VYyebnas  guciuiuimHa — «JloKyMeHTallMOHHOE  OOECIeYeHHE  YIPaBICHUS»
oOecrieunBaer (GopmupoBaHue MNPoHEeCCUOHATBHBIX U OOIIUX KOMIIETEHIMH IO BCEM
BusiaM nestenbHocTd @I'OC no cnenuanbHocTH 38.02.01. DKOHOMUKA M OyXTalTepCKuit
yuer (mo otpacisiM). Ocoboe 3HaUYeHHE AMCHMIUIMHA HMMEEeT Npu (POPMUPOBAHUU U
pazsutuu OK 01-05, 09,10, I[TK 1.1

1.2. lleqb U JIAHUPYEMBbIE Pe3yJbTATHI OCBOCHUS TN CIUNIMHBI:
B pamkax mporpaMMbl y4eOHOM JUCHUIUIMHBI O0YyYarOUIMMUCS OCBAUBAIOTCSl YMEHUS
Y 3HaHUS

Kon YmMmenusa 3HaHUs
I1K,
OK
IIK OpPUHUMATh  I[POM3BOJIBHBIE  IEpBUYHBIE | 00IIME TpeOOBaHUS K OyXTraliTepcKoMy y4eTy B
11 OyxranTepckue JOKYMEHTBI, | 4aCTH JIOKYMEHTUPOBaHUS BCEX
paccMaTpuBaeMble KaK IIMCBMEHHOE | XO35MCTBEHHBIX JCHCTBUN U ONIEpaltii;
JI0OKa3aTeJIbCTBO COBEPLIECHUS XO3AMCTBEHHOU | IOHATHE MIEPBUYHOU OyxraiaTepckoi
olepanyuy UM MOJIyYeHHE Pa3pelIcHMs] Ha €€ | JOKyMEHTAlVH;
IIPOBEJICHUE; onpezeNieHue  MEePBUYHBIX  OYyXTalnTepCKHUX
OpUHUMATh  TIepBUYHBIE  OyXrajaTepcKue | JOKyMEHTOB;
JOKYMEHTBhI Ha OyMakHOM Hocutesne U (i) | GopMbl MIEPBUYHBIX OyXranTepckux
B BUJIE AJEKTPOHHOTO JOKYMEHTa, | IOKyMEHTOB,  COJIepXKallluX  00s3aTeIbHbIe

NoAIIMCaHHOT'O BHCKTpOHHOﬁ HOAMHUCBIO,

NPOBEPATh  HAIWYME B  MPOU3BOJIBHBIX
NEPBUYHBIX  OYyXTaJTepCKUX  JTOKYMEHTax
00s3aTeNbHBIX PEKBU3UTOB;

POBOJIUTH (opMmanbHy1O MIPOBEPKY
JOKYMEHTOB, TPOBEPKY IO  CYIIECTBY,
apu(METHUECKYIO TPOBEPKY;

TIPOBOJTUTH TPYIITAPOBKY MEPBUYHBIX
OyXraJITepCKUX  JIOKYMEHTOB IO sy
NIPU3HAKOB;

IPOBOJUTh TAKCUPOBKY UM  KOHTHUPOBKY

MEPBUYHBIX OYXTaITepCKHUX JOKYMEHTOB;
OpraHU30BBIBATH IOKYMEHTOO0OPOT;
pa3duparbcsi B HOMEHKIIAType Jel;

3aHOCUTh JIaHHBIE 110 CTPYNIIUPOBAHHBIM
JOKYMEHTaM B PErucTpbl OyXraJTepcKoro
y4era;
nepe1aBaTh

NEepPBUYHbIE  OyXrajarepckue

PEKBU3UTHI IEPBUYHOTO YUYETHOI'O TOKYMEHTA;
MOPSAJIOK TPOBEACHUS MPOBEPKU MEPBUUHBIX
OyXraJiTepckux JOKyMEHTOB, (opMalbHOU
MPOBEPKU  JIOKYMEHTOB,  IPOBEPKH IO
CYLIECTBY, apu(hMETHUECKOI TPOBEPKH;
NPUHLIMIBI U [PU3HAKU  TPYNIHPOBKU
MEPBUYHBIX OYXTalITEPCKUX IOKYMEHTOB;

MIOPSIA0K IIPOBE/ICHUS TaKCUPOBKHU nu
KOHTHPOBKM  TEPBUYHBIX  OyXrajaTepcKux
JIOKYMEHTOB;

MIOPSIAOK COCTABJICHUS pPETUCTPOB

OyXTaJITEPCKOTO YUETa,;
MpaBWJIa W CPOKM XpaHEHHsS TMEePBUYHON
OyXTaJITepCKON JOKYMEHTAIINH;
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JOKYMEHTBI B TEKYUIMH OyXraarepckui
apxuB;

nepeAaBaTh  NEpBUYHBIE  OyXrajaTepcKue
JOKYMEHTBI B IIOCTOSIHHBIM  apxuB IO

UCTEYCHUU YCTAaHOBJICHHOTO CPOKA XPAHECHUS;
UCTIPABIATh  OMHMOKM B TEPBHYHBIX
OyXraJaTepcKuX JOKyMEHTaXx;

OK 1. | pacnio3HaBath 3afady uW/Wid TpodJIeMy B | aKTyaJbHBIH npodeccuOHaATBHBIN u
npopeCCHOHATBHOM  W/WJIM  COLMAJIbHOM | COL[MANIbHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
KOHTEKCTE; aHaJTU3UpOBaTh 3a1adyy W/WiIM | paboTaTh W JKUTh, OCHOBHBIC HMCTOYHHUKH
npo0aeMy M BBIIEIATh €€ COCTaBHbIE YacTH; | MH(MOPMALMU U PECYPCHI Ul pelleHHs 3a1a4 U
ONpeneNaTh  dTambl  pemeHus  3ahaud; | mpodieM B NPo(EecCHOHAILHOM /MU
BBISIBIISATh u 3P HEKTUBHO UCKaTh | COLIMAJIbHOM KOHTEKCTE;

UHPOPMALIHIO, HEOOXOIUMYIO [UIS PEIICHHS | alrOpUTMBI BBITTOJTHEHHSI pabot B
3aJ1ayu U/WIU TIPOOJIEMBL; npoeCCHOHAIBHOH W CMEXHBIX 00JIaCTX;
COCTaBUTh IUIaH JICHCTBUS; OIPEICIUTH | METOIBI PabOThl B  MPO(EecCHOHAITBHOW U
HE00XO0/IUMBIE PECYPCHI; CMEXHBIX cdepax; CIPYKTypy IulaHa s
BJIAJIETh AKTyaJbHBIMH METOAAMU pabOTHl B | pEHICHUS 3a/1a4; MOPSIOK OLIEHKH Pe3yJbTaToB
npoeCCHOHATBHON U CMEXKHBIX cdepax; | pereHus 3aja4 npodeccuoHaTbHON
peanu30BaTh COCTABJICHHBIN IUIaH; OLEHUBATh | ACATEIBHOCTH

pe3yabTaT U IOCIEACTBUS CBOUX JIeHCTBUI

(caMOCTOATENPHO ~ WMJIM € TOMOIIBIO

HACTABHHKA)

OK 2. | onpenensith 3a/1a4u JUISL MOKMCKa | HOMEHKJIaTypa UH(POPMALIMOHHBIX
UHpOpPMALIMU;  OIpPENeNATh HEOOXOAUMbIE | HCTOUHUKOB, IPUMEHSIEMbIX B
UCTOYHUKA  HMH()OpPMAIMHM;  IJIAHUPOBATh | MPO(PECCHOHANBHON JEATETBHOCTH; TPHEMBI
nporecc MIOUCKA; CTPYKTYPHUPOBATh | CTPYKTYpUpOBaHus  MH(popmManuu;  Qopmar
noigy4yaemyro  WH(OpManuio;  BBIACIATH | 0hOpMIICHHUS pe3yIbTaToOB MIONCKa
HauOoJiee 3HaUMMoOe B repeyHe uHpopmaruy; | HHGopMauu
OLICHUBATh  MPAKTHUYECKYID  3HAYUMOCTH
pe3yIbTaTOB MOUCKA; OPOPMIISATH PE3YIbTAThI
TIONCKA

OK 3. | onpenensiTb  aKTyaJbHOCTh ~ HOPMATHUBHO- | COZEpIKaHUE aKTyaJIbHON HOpPMAaTHUBHO-
IPaBOBOM TOKYMEHTAIIU! B | IPaBOBOM  JIOKYMEHTAIlMHM;  COBpPEMEHHas
npodeccuoHaIbHON JeSITeIbHOCTH; | HayyHasl U IpodeccuoHaIbHasi TEPMUHOJIOTHS;
PUMEHSTh COBPEMEHHYIO HAYYHYIO | BO3MOXHBIE TPACKTOPHH MPO(HECCHOHATBEHOTO
npodeCcCHOHATIBHYIO TEPMUHOJIOTHIO; | pa3BUTHUS U caMOOOPa30BaHUs
OTpeNeNiaTh ¥ BBICTPaWBaTh TPACKTOPUHU
npogeccuoHaIbHOTO pa3BUTHS u
caM000pa30BaHMsI

OK 4. | opranu3oBbeIBaTh  pabOTy KOJUIEKTMBA U | IICUXOJOTMYECKHME  OCHOBBI  JIEATEIILHOCTH
KOMAaH/[IbI; B3aUMOJICHCTBOBATh C KOJUIETaMH, | KOJUIGKTHBA, TICHXOJIOTHYECKHE OCOOCHHOCTH
PYKOBOJICTBOM, KIMEHTaMH B XOJ€ | TMYHOCTHU; OCHOBBI IPOEKTHOM JESITEIbHOCTH
poeCCHOHAIBHON e TENHHOCTH

OK 5. | rpaMOTHO  W3naraTb  CBOM  MBICIM ¥ | OCOOCHHOCTH COLMAIBHOIO M KYJIBTYPHOTO
oopMIATH JOKYMEHTBI M0 | KOHTEKCTa; paBuiIa o(popMIICHHUS TOKyMEHTOB
npodeccuoHaIbHON TEeMaTuKe Ha | ¥ IOCTPOEHUS YCTHBIX COOOIIEHU I
rOCyJTapCTBEHHOM SI3BIKE, TIPOSIBIISITH
TOJICPAHTHOCTH B pabOUYeM KOJJICKTUBE

OK 9. | npumeHaty cpeactBa  MHGOPMALMOHHBIX | COBPEMEHHbIE  CPEICTBA W  yCTpOMCTBa
TEXHOJIOTUI JUIst peuieHust | ”HGOpMaTH3aIMK; MOPSAAOK UX MPUMEHEHUS] U
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npo(ecCHOHANBHBIX — 3a7a4; HCIOIh30BATh
COBPEMEHHOE MMPOrpaMMHOE 00ecreueHue

MpOrpaMMHOE obecrnieueHue B
podeCCHOHATBHOM IS TeTbHOCTH

OK
10.

IMOHUMATh o01mit CMBICTT YETKO
MIPOM3HECEHHBIX BBICKa3bIBaHUI Ha
U3BECTHBIE TeMbl (NPO(EeCCUOHATBHBIE W
OBITOBBIC), TIOHMMAaTh TEKCTHI Ha 0a30BbIC
npo(ecCHOHANIbHBIE TEMbI, YYacTBOBAaTh B
IHajorax — Ha  3HAaKOMbIE ~— oOmMe |
npo(hecCHOHANILHBIE TEMBI; CTPOUTH MPOCTHIC
BBICKa3pIBaHUS O c¢cebe U O CBOeH
npo(ecCHOHALHOW  ACSITELHOCTH, KPaTKO
00OCHOBBLIBAThL U OOBSICHHUTL CBOM NEHCTBUSA
(Tekylue U MIaHupyeMble); MHUCaTh IPOCThIE
CBsI3HBIE COOOINEHHS Ha 3HAKOMBIE WIIH
WHTEPECYIONIHE MPOo(ecCHOHALHBIC TEMBI

MpaBWIa TMOCTPOCHHSI TPOCTBIX M CIOKHBIX
OpeIoKEeHN Ha MpodeccuoHabHbIE TEMBI;
OCHOBHBIC  OOIIEYNOTPEOUTENbHBIC TJIATOJIBI
(6piToBast M mpodeccHoHaNIbHAS  JICKCHUKA);
JEKCUYECKUH MHUHUMYM, OTHOCSIIMHCA K
ONMCAHUIO TPEIMETOB, CPEJCTB M IPOILIECCOB
npodeccrnoHabHOM NeSTEIbHOCTH,
0COOCHHOCTH MPOU3HOUICHHUSI; ITPaBUJIa UTEHUS
TEKCTOB MPOECCHOHATHLHON HANIPABIEHHOCTH




2. CTPYKTYPA U COJAEPKAHUE YUYEBHOM JUCHUIJIAHBI

2.1. O0beM yueOHO# JUCHUIIMHBI H BU/bI Y4eOHOH padoThl

Bup yyeOHo# padoThI Oo6bem yacos
Oo6bem o0pa3oBaTe/IbHOM NMPOrpamMMblI yueOHOM 32
AUCHMILTHHBI
B TOM YHUCJIE!
TEOPETHYECKOE O0yUCHUE 22
MPAKTUYECKUE 3aHSATHUS 10

nQphepeHurpoBaHHbIN

IIpoMeskyTOYHAS aTTECTALIUSA Hudbdep 3aLtI1eIT)




2.2. TemaTH4eCKHUil IVIAH U COAEPKAHNE YICOHOM TUCIUILINHBI

HaumeHnoBanue Coaeprxanue yueOHOro Mmareprasa U GopMbl OPraHM3aLMH 1eSITeIbHOCTH 00yYA IO XCH Oo0bem | Koasl
pa3aesioB U TeM B Yacax | KOMIIeTeHIMH,
(popmupoBanu
10 KOTOPBIX
crnocod0cTByer
3JIEMEHT
NPorpamMmMbl
1 2 3 4
Tema 1.BBenenne. | Cogep:kanue yueOHOro Mmarepuajia OK 01,02,
IIOKyMeHT " | 1.3Hauenue u coAepiKaHuE OUCHUIIINHBI «I[OKyMeHTaI_II/IOHHOG o0ecrieuenne YIPaBICHU. ITonarue 03,09,
CuCTeMa TEPMHUHOB <JIOKYMEHT», «IOKYMEHTHUPOBAHUEY», <JIOKYMEHTALIUOHHOE OOECIEeUYEHUE YIPaBICHUIY. 2 10
AOKYMCHTAIIMHU YHubukanus u cTaHIapTU3aIUK YIPABICHYECKUX JOKYMEHTOB. K 1.1
Tema 2. Coaep:xaHue y4eOHOro MaTepuaJia OK
Opranmsanmonno- | 1.OpraHu3alMOHHBIC TOKYMEHTBI — YCTaB, YUPEAUTEIbHbIC TOTOBOP, MOJOKEHHE. PacopsauTenbHbie 01,02,04,05,009,
pacnopsiiuTe/bHbIE | TOKYMEHTHI — IIPUKa3, pPACIIOPsHKEHUE, YKa3aHHUE, TOCTAaHOBIICHHUE, PEIIEHUE, HHCTPYKLIHS, IPOTOKOJL. 6 10
AOKYMEHTBI 2.CripaBo9HO-MH(DOPMAIIIOHHBIE JTOKYMEHTHI: CITy)KeOHas 3arncKka, OOBSCHUTENbHAs 3alHcKa, akxT, IIK 1.1
CIpaBKa, CIy>KeOHbIE MHChMa
B ToM 4uciie, IPAKTHYECKUX 3aHATHI H JIA0OPATOPHBIX padoT 2
IIpakTnueckoe 3ansitue Ne 1.CoctapieHre U 0opMIIeHHE pacTIOpsKEHUS 2
Tema 3.Kaagposas OK 02, 04,
OKYMeHTAIHS Coaep:xanue yueOHOro MaTepuaJia 05,09,10
1./lokyMeHTHpOBaHHE TPYJOBBIX MpaBOOTHOIIEHUNH. CocTaB U 0COOEHHOCTH O0(OPMIIEHUSI TOKYMEHTOB
10 INYHOMY COCTaBY. 8
2.KommekroBanue JU4yHOTO jena. ABtoOuorpadusi. Pestome. 3asBieHne o mpueMe Ha padoTy.
[Ipukasbl O IMYHOMY COCTaBY.
B ToM 4uciie, IpAKTHYECKUX 3aHATHI H JIA0OPATOPHBIX padoT 6
IIpakTnueckoe 3ansitue Ne 2. OdopmiieHHE IPUKA30B M0 JUYHOMY COCTABY. 2
IpakTuyeckoe 3anaTue Ne 3.0dbopmiieHne ClIpaBoOK, JOKJIAJTHON U CITY)KEOHOM 3aIMCKH, aKTa. 2
IIpakTnueckoe 3ansTue Ne 4.0¢dopmiieHHe TPyIOBOrO JOTOBOpa, MpHKasa O MpuemMe Ha padoTy, 9
odopmiIeHHE TPYAOBON KHUKKH.
Tema 4. | Copep:xxaHue y4eOHOro MaTepuaJia OK 0.1-05,
JoroBopHo- 1.Ilonsitust moroBopa. Bujibl 10roBopos. 6 09,10




npasoBast 2.IlpaBuna oopmiieHUS] TPETEH3UOHHBIX TTHceM. DOpMyIISIp UCKOBOTO 3asiBICHUS, TPEOOBAHUS K €T0
AOKyMeHTaIusl odopMIIeHHIO

B Tom umncie, NpaKTHYECKHUX 3aHATHI U JJA00PaTOPHBIX padoT 2

IIpakTHyeckoe 3ansaTue Ne 5. ObopmiieHre JOroBopa KyIi-Ipo1aKu 2
Tema 5. Coaeprxanue yueOHOro MaTepuasa 0K 0.1, 0.2,
Honsitue 1.CoctaB m y4er oObema IOKyMeHTOOOOpoTa mpennpusatuii. OpraHuzarus pabOThl C BXOJSAIIEH, 0.4,05,0.910
JIOKYMEHT0060pOTa, UCXOJAIICH U BHYTPEHHEH TOKyMEeHTaIeH 4 1K 1.1
perucrpanus 2. ba3pl nmaHHBIX JUIsi XpaHeHUsT JOKyMmMeHToB. PabGorta ¢ 3ampocamu. Pabora ¢ 31€KTpOHHBIMH
AOKYMCHTOB JIOKYMEHTaMH.
Tema 6. Coaep:xanue yueOHOro MaTepuaJia OK 0.1-0.5,
Opranu3zanus 1. Homenknarypa aen. HauBuayanbHble, CBOAHbBIE, IPUMEPHBIE  TUIIOBbIE HOMEHKIJIATYPHI JIe. 09,10
ONepaTUBHOTO u | 2. [logrotoBka ¥ MOPSIOK TEepedaud Jel B apXuB. 3aKOHOAATENIbHBbIE aKThl W HOPMAaTHBHO- 4 IIK 1.1
apXMBHOTIO METOJIMYECKUE IOKYMEHTHI 110 apXUBHOMY XPaHEHHUIO JOKYMEHTOB.
XpaHeHHus
JOKYMEHTOB
IIpome:xxyTouHasi aTTecTanus )
Bcero: 32




3. YCJIOBUA PEAJIM3ALIMA TIPOTPAMMbBI YUYEBHOH
JANCHOUITIJIMHBI

3.1. Jlns peanuzauul TOporpaMMbl y4eOHOM JAUCHUILIMHBI JOJDKHBI  OBITh
IIPENYCMOTPEHBI CIEAYIOIINE CIIEIUATbHbIE TOMENICHUS:

Kabuner «JloKyMEHTalIMOHHOrO OOECHEYeHUsl yIpaBJICHUS», OCHAILECHHBIN
00Opy/I0OBaHMEM: TOCAJOYHBIE MECTa MO KOJMUYECTBY OOydYarommxcsi, pabodee MeCTO
MpenoiaBaresis, J0CKa, CTEH/bl, IUJAKTHYECKUI MaTepuall, TEXHUYECKUMHU CPEJICTBAMHU
00y4YeHus: KOMIIBIOTEPHI, MYJIbTUMEIUHHOE 000PYI0BaHHE, IPUHTED.

3.2. UudopmannonHoe odecnevyeHne peaasn3anuu NporpamMmmbl

Jlist peanuzaiuu IporpaMmbl OUOIHMOTEUHBIN (GOHT 00pa30BaTENbHON OpPraHU3aIuU
JOJKEH MMETh MeYaTHbIE W/WIM 3JEKTPOHHbIE OOpa3oBaTelbHble U WH(OpMAIMOHHBIC
peCypchl, PEKOMEHTyEeMBIX ISl UCTIOIb30BaHUS B 00pa30BaTEIHLHOM MPOIIECCe

3.2.1. [leyaTHbIe U3TaAHUS
1. bapuxuHn, A. b. Kagposoe nenonpounsBoactso. [Ipaktuueckoe nocodue / A.b. bapuxun.
-M.:  Kawxnsbiil mup, 2017.
2. bacakos, M.U. JlokymeHTanmonHoe oOecnedenue ympasiaeHus / M.M.bacakos. - M.:
KuoPyc menua, 2017.
3. KupcanoBa, M.B., AxcenoB, I0.M. Kypc nemonpousBomctBa. — M.: NHOPA-M;
HoBocubupck: Cubupckoe cornamienue, 2014.
4. Kysuenos, U.H. [loxymenTanimonHoe odecriedeHue ymnpasieHus. JJOKyMeHTOo00pOT U
nenonpou3BoACcTBO: YueOHuk u npaktukym / M.H. Ky3nernos. - JIro6episi: FOpaiit, 2016.
5. [Tanacenxko, FO.A. JlenonpousBoACTBO: JOKYMEHTAIIMOHHOE 00eclieueHre YIpaBIeHUs:
VYue6noe nmocodue / FO.A. [Tanacenko. - M.: U1 PUOP, HUL] UHD®PA-M, 2013.
6. Pympianna, JILA. JlokymeHTanmonHoe obOecrniedeHue ympaiaeHus. — M., OUI]
«Axanemus», 2014.

3.2.2. D1eKTPOHHBIE U31aHUA (3JIEKTPOHHBIE pecypchl)
1. Kynésa, E.lIO. [lokymeHTainmoHHoe oOecrnieueHue ympasieHus. — M., Akazemus —
Menua, 2014.
2. [Tmenko, A.B., loporuna JI.A. u ap. JlokyMeHTaIlMOHHOE OOECTICUCHUE YIIPABICHUS. —
M., Akagemust —Menaua, 2015.
. CripaBouHast mpaBoBasi cucteMa «KoHcynpTanT mirocy»: http:// www.consultant.ru
. CnpaBounas cucreMa «I"apant». http://www.aero.garant.ru

A W

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH
. Kypnan «/lenonponsBoicTsoy.
. Kypnan «CekpeTtapckoe Aeso».
3. Kypnan «YnpasieHue nepcoHaIoM.

N -

HOpMaTI/IBHI)Ie AOKYMEHTBI:
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1. ®enepanpubiii 3akoH "OO anekTpoHHOM moamucu" ot 06.04.2011 N 63-®3.
®enepanbhblii 3akoH "OO0 uHPOpMaIK, UHHOPMAITMOHHBIX TEXHOJOTHAX M O 3allUTe
unpopmaruu" ot 27.07.2006 N 149-D3

2.TOCT P 7.0.8-2013. Hammonanbeubiii cranmapT Poccuiickori deneparuu. Cucrtema
cTaHaapToB 1o  uH(popmanuu, OHOIMOTEYHOMY W HW3ATEIBLCKOMY  JIENy.
Jlenonpous3BOACTBO U apXuBHOE Jeio. TepmuHbl u onpeneneHus (ytB. Ilpukazom
Poccrangapra ot 17.10.2013 N 1185-cT)

3. I'OCT P 7.0.97-2016 HaunonanwsHblii ctangapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB 110 MHMOPMaILIUK, OUOTUOTEYHOMY U M3JaTeNIbcKOMY aeiry. OpraHu3aioHHO-
pacropsiiuTeabHas JoKyMeHTalus. TpeboBaHus K 0hOPMIICHUIO IOKYMEHTOB.
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4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUS YUEFHOM

JUCLUTIINHBI

Pe3ysabTarsl 00yyeHus

Kpurepum oueHkn

MeToabI OLICHKH

B pesynbraTte OCBOEHHS JUCHUIUIMHBI
00yYarOIIUICS TOJKCH 3HAMb.
aKTyaJbHbI TPOGECCHOHATBHBIA U
COIMANIbHBIA KOHTEKCT, B KOTOPOM
NpUXOAUTCS  paboTaTh W KHTH,
OCHOBHBIC MCTOYHUKU WH(POPMAIUU U
pecypchl A pelieHus 3ajad |
npobsieM B mpodhecCHOHATBLHOM HU/WUIIH
COLIMAJIbHOM KOHTEKCTE;

QITOPUTMBI ~ BBITIOJIHEHUSI PaboOT B
npoecCHOHATLHOM W CMEXKHBIX
obOnacTax;  Meroabl  pabOTBl B
npoecCHOHATLHOM W CMEXKHBIX
chepax; CTIPYKTypy IUIaHA  JUIs
pemieHust 3ajad; TOPSIOK  OICHKH
pe3yIbTaToOB peuieHus 3ama4
npodeccHOHALHOM IeATEIIBHOCTH
HOMEHKJIaTypa WH(POPMALIMOHHBIX
HMCTOYHHUKOB, MIPAUMCHSIEMBIX B
npoeCCUOHATILHON  JCSITEIBHOCTH;
MIPUEMBI CTPYKTYpPUPOBAHHUS
nHopmanuu; ¢opMar odopMICHUS
pe3yNbTaToOB MOUCKA HH(pOpMaLIUU
cojaepKaHue aKTyaJbHON
HOPMaTHUBHO-TIPABOBOU
JOKYMEHTAIlUH; COBpEMEHHAs Hay4YHas
u npodeccCHOHATbHAST TePMUHOIOTHS;
BO3MOYKHbBIE TPaeKTOPUU
NpOPECCHOHAIIBHOTO ~ Pa3BUTHS U
camoo0pazoBaHus
TICXOJIOTHIECKUE
JeSITeIbHOCTH
TICXOJIOTHYECKUE
JTUYHOCTH; OCHOBBI
JeSTeTbHOCTH
0COOEHHOCTH

OCHOBBI
KOJUIEKTHUBA,
0COOEHHOCTH
IIPOEKTHOMU

COLIMAJIBHOTO u
KyJbTypPHOIO  KOHTEKCTa; IpaBuja
oopmienus JIOKYMEHTOB U
MIOCTPOEHHUSI YCTHBIX COOOIICHUH.
rpaMOTHO H3J1arartb CBOU MBICIU U
opopMIIAThH JTIOKYMEHTBI o
npodeccnoHambHOM  TeMaTHKE  Ha
rOCYJapCTBEHHOM SI3bIKE, IPOSIBIATH
TOJIEPAHTHOCTh B pabouem
KOJUIEKTHBE

COBPEMEHHBIE CPEJICTBA U YCTPONCTBA
nH(popMaTH3aNH; MOPSIOK 170'¢
MIPUMEHEHHUSI U MPOrpPaMMHOE

pacrno3HaBaHKE aJrOPUTMOB BBIIIOJTHEHUS
paboT B mpodeccuoHaIbHON U CMEXHBIX
00JacTsIX; OnpeeeHne METOI0B pabOThI

B NpodecCHOHAIbHOW M  CMEXKHBIX
chepax; BBIOOD oIpeziesieHue
ONTUMAJILHOW CTPYKTYphl IUIaHA JJIs

pelieHus 3ajJa4; MOHMMAaHHUE TMOpPSIKa
OLICHKH pe3yJbTaTOB peHIeHUs 3ajay
npodecCHOHATLHOM JIESITEIIBHOCTH;
BBIOOD HauOosee ONTUMATBHBIX
HUCTOYHUKOB HWH(POPMAIMU U PECYPCOB
JUIsL  pellleHuss 3agad U mnpobiemM B
po(heCCHOHATTLHOM H/WJIM  COIIMATEHOM
KOHTEKCTE; OpUEHTHUPOBAaHUE B
aKTyaJbHOMN HOPMAaTUBHO-IIPABOBOU
JIOKYMEHTAIlUU; COBPEMEHHON HAay4YHOU U
poQeCCHOHAIBHON TEPMHUHOJIOTUH;
MOHMMAHUE T[ICUXOJOTHYECKHX OCHOB
JESITSIIbHOCTH KOJUICKTHBA,
MICUXOJIOTHYECKHUX 0COOEHHOCTEH
JUYHOCTH; BJIQJICHUE 3HAHUSIMH OCHOB
paboThl C JOKYMEHTaMH, MOATOTOBKHU
VCTHBIX W THUCHBMEHHBIX COOOIICHMIA,

3HAaHUE OCHOB KOMIIBIOTEPHOMN
rPaMOTHOCTH; 3HaAHUE MPAaBUJI HAITUCAHUS
U IPOU3HOUIEHHMS CJIOB, B T.4. U
poeCCUOHATBHON JIEKCUKH.

3HaHue bopm HNEPBUYHBIX
OyXraiaTepckux JIOKYMEHTOB,
COJEp)KaHUs  TakOM  JOKyMEHTaluH,
MOHMMAaHWE CHeuUPUKH  paboTel ¢
NEPBUYHBIMU OyXraJTepCcKUMHU
JIOKyMEHTaMU

OrncHka
pe3yabTaTOB
BBITTOJTHECHHUS
MPAKTUYECKHUX
pabor.

OrneHka
BBITTOJTHCHHUS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

YcTHbI onpoc.
IInceMeHHBIN
ompoc.
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obecnieueHre B TPOodeCCHOHATHLHOM
NeSITeNIbHOCTH

MpaBWiia TMOCTPOCHHSI TPOCTBIX H
CJIOKHBIX MIpeII0KEHU N Ha
npodeccCHOHAbHBIE TEMBI; OCHOBHBIC
001IeynoTpeONTEIbHBIC TJ1aroJibl
(OpiToBast  w  mpodeccuoHanbHas
JIEKCUKA); JICKCUYECKHH MHHHMYM,
OTHOCSILIUKACS K OITMCAHHIO
MPEeIMETOB, CPEICTB M MPOLECCOB
npoecCHOHATLHON ~ JeSTeNbHOCTH;
0COOEHHOCTH MIPOU3HOIICHUS;
paBuIia YTCHUS TEKCTOB
npodeccrnoHalbHOM HAINPaBIEHHOCTH
obmmue TpeboBaHMs K OyXraJlTepCKOMY
y4eTy B YacTU JOKYMEHTHPOBAHUS
BCEX XO3AMCTBEHHBIX JICHUCTBUN U

onepauuii;

MOHATHE TEPBUYHON OyXrairepckoi
AOKYMCHTAIlUHU,

onpeerIeHue MEPBUYHBIX

OyXTalITepCKUX JIOKYMCHTOB;

¢opMBl NEPBUYHBIX OyXIaJaTepCKUX
JIOKYMEHTOB, coJIeprKalInX
o0s13aTeNbHbIE PEKBU3UTHI
MIEPBUYHOI0 YYETHOI'O JJOKYMEHTA;

MOPAJOK  IPOBEIEHUS  INPOBEPKH
MEPBUYHBIX OyXrajaTepckux

JOKYMEHTOB, (hOpManbHOM MpPOBEPKH
JIOKYMEHTOB, IIPOBEPKHU I10 CYILECTBY,
apu(pMeTHUECKON IPOBEPKH;
MPUHLMIIBI U TMPU3HAKH TPYIITUPOBKU
MIEPBUYHBIX OyXTraJlTepCKuX
JIOKYMEHTOB;

MOPAJOK TPOBEJECHUS TAKCUPOBKH H
KOHTUPOBKH MEePBUYHBIX
OyXraJlTepCKuX JOKYMEHTOB;

MOPAJIOK  COCTABJIEHUSI ~ PErHCTPOB
OyXraJTepcKoro yJera,

mpaBWjla ¥ CPOKHM  XpaHEHHUS

IIEPBUYHOMN OyXranTepckoi

JOKYMEHTaIU1

B pesynbrare OCBOEHMS OUCLUIUIMHBI | BIaJ€HUE  akTyalbHbBIMH  MeTonaMu | OueHka
00yJaronIuics JOIKEH yMenb: paboTel B TpO(ECCHOHAIBHOW U | pe3yJbTaTOB
pacrio3HaBaTh 3a/1a4y U/HIU Mpo0IeMy | CMEXHBIX cdepax; 3¢ PEKTUBHOE | BBITOJTHEHHS

B npodeccuoHanTbHOM W/WIM | BBIABIIEHHE M TNOMCK HH(MOpMAaLUH, | MPAKTHYECKUX
COLIMAJIBHOM KOHTEKCTE; | COCTaBJIEHHE  ONTUMAJIBHOTO  IUIaHa | paboT.
AHAIU3UPOBATH 3a71aqy W/WaY | JeWCTBHH, aHalIM3 HeoOXOomMMEIX it | OneHka
npobJeMy U BBIICNATh €€ COCTABHBIC | BHIMOJIHEHUS 3aJ1aHus, pPECYPCOB; | BBIIIOJIHEHUS
4acTH; ONPENENATh ATalbl PEHIeHHs | OCYIIECTBICHHE HCCIIeI0BATENIbCKON | CAMOCTOSITEIbHBIX
3aaud; BBIABIATH M 3((HEKTUBHO | NEATETHLHOCTH, IPUBOJALIEH K | pabor.

UCKaTh HMH(OpMaIKio, HEOOXOAUMYIO | ONTUMAIBHOMY pe3yabTaty; | Tect.
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TUTSE petieHus /A
poOJIEMBI;

COCTaBHUTh IL1aH JIeNCTBUS,
OTpeIeTUTh HEOOXO0IUMBIE PECYPCHI;
BIIQJICTh  AaKTyaIbHBIMH  METOJAMH
paboTel B MpodecCHOHATBHOU U
CMEXHBIX  cepax;  peasn3oBaTh
COCTABJICHHBIM  IUIaH;  OIICHUBATH
pe3yapTaT M TMOCJEICTBUS  CBOMX
NEUCTBUM  (CaMOCTOSITEILHO WM C
TTOMOIITBI0 HACTAaBHUKA)

3aJadyu

ONpENEsATh  3aJaudl Il TIOHMCKa
uH(pOpMAIHH; OIIpEeAEIATh
HEOOXOMMBIe UCTOYHHKH
nHbOpMAaNNY; TUTAHUPOBATH MPOIECC
TIOUCKa; CTPYKTYPHPOBAThH
MoJIy4aeMyro HH(OpMAIIKIO; BBIICISATD
HauOoyee 3HAYMMOE B  MEPEYHE
uHpOpMaIuy; OLICHHUBATb
MPaKTUYECKYIO 3HAYUMOCTb
pe3yJbTaToOB  IOHMCKa;  O(OPMIISATH
pe3yJbTaThl MOUCKA

OIIPEIETATh aKTYaJIbHOCTb

HOPMaTUBHO-TIIPABOBOU
JOKyMEHTallul B Npo(eccHOHaIbHOM

ACATCIIbHOCTH, MNPUMCHATH
COBPEMEHHYIO HaY4YHYIO
MPOPECCUOHAIBHYIO TEPMHUHOJIOTHIO;
OTpesieNATh U BBICTPAaUBATh
TPaeKTOpUU po(hecCHOHATILHOTO

Pa3BUTHUS U CaMOOOpa30BaHUs
OpraHMU30BbIBaTh PA0OTYy KOJJIEKTHBA
U KOMaHJIbl, B3aMMOJEHCTBOBATH C
KOJIJIETaMH, PYKOBOJICTBOM,
KIIMEHTaMH B xoze
npo¢eCCUOHATBHON IEATETLHOCTH
IrPaMOTHO U3JIaraTb CBOU MBICIH H

opopMIISATH JTIOKYMEHTBI o
npodeccnoHanbHOM  TeMaTHKe  Ha
TOCYJapCTBEHHOM SI3bIKE, MPOSIBIIATH
TOJIEPAHTHOCTh B pabouem
KOJIJIEKTHBE

MIPUMEHSATD cpencTBa

WHQPOPMAIIMOHHBIX TEXHOJIOTHH  JUIS
pemieHust Mpo(hecCHOHANBHBIX 3ajay;
WCTIOJTH30BATh COBPEMEHHOE
porpaMMHOe oOecrieueHune

MOHUMAaTh  OOMIMHA  CMBICT  YETKO
MIPOM3HECEHHBIX BBICKAa3bIBAaHUM Ha
U3BECTHBIE TeMbI (IpodeccuoHanbHbIe
U OBbITOBBIE), MOHMMATh TEKCTHl Ha
0a30Bble TTPOGECCHOHAIBHBIC TEMBI,

JEMOHCTpanusi THOKOCTH B OOIICHHH C
KOJIJICTaMH, PYKOBOJICTBOM,
MO TYMHCHHBIMU u 3aKa34YMKaMu;
NPUMEHEHHE CPEACTB WH(POPMAIIMOHHBIX
TEXHOJIOT Ui TUTST pelieHus
poeCCHOHANIBHBIX 3aJ1a4; 3P (HEKTUBHOE
UCTIOJIb30BaHUE COBPEMEHHOT'0
POTPAMMHOTO OOECIICYCHHS, KPAaTKO W
4eTKo (OpMyIHpOBaTH CBOW  MBICIIH,
u3JaraTh UX JOCTYITHBIM JJIsi IOHUMAaHUS

cocoboM; addektuBHas pabota ¢
ePBUYHBIMH OyXraJTepCKUMH
JIOKyMEHTaMH

YcTHBIM onpoc.
ITuceMeHHEbIN
ompoc.
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y4acTBOBATh B IMAJOraX Ha 3HAKOMBIE
obmue u mpodecCHOHAbHBIE TEMBI,
CTPOUTH TMPOCTHIC BBICKA3BIBAHUS O
cebe u 0 cBoeil mpodeccHoHATBHOM
NEeSTEIbHOCTH, KPaTKO OOOCHOBBIBATH
1 OOBSICHUTH CBOM JICUCTBHS (TEKYIITHEC
U TUIAHHPYEMBbIC); TIHCATh MPOCTHIC
CBSI3HBIC COOOIICHHS Ha 3HAKOMbBIC

I HMHTEpECYIOIINe
po¢eCCUOHATIbHBIE TEMBI

IIPUHUMATH IIPOU3BOJIbHBIC
IIEPBUYHBIE Oyxrajirepckue
JOKYMEHTBI, pPacCMaTpHUBAcMble Kak
IIICBMEHHOE JI0Ka3aTeJIbCTBO
COBEPIIEHHUS XO3SIICTBEHHOMN
olepanuu WIH IIOJIyYEHUe
pa3penieHus Ha ee IIPOBE/ICHHUE;
MIPUHUMATH [IEpBUYHbIE
OyxranTepckue JIOKYMEHTBI Ha
OyMa)KHOM HocuTelle W (WJIH) B BHIE
JEKTPOHHOTO JIOKYMEHTA,
IIOJIIUCAHHOT O AIIEKTPOHHOU
IIOJIIUCHIO;

IIPOBEPATh HAJIWYUE B MPOU3BOJIBHBIX
IIEPBUYHBIX OyXraJlTepcKux
JOKyMEHTax 00s13aTeNbHBIX
PEKBHU3UTOB;

MPOBOAUTH (OPMaIbHYIO IPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYILECTBY,
apu(MeTHYECKyI0 IPOBEPKY;

IIPOBOAUTH TPYIIIUPOBKY MEPBUYHBIX
OyXrajaTepcKux TOKYMEHTOB IO POy

IIPU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
IIEPBUYHBIX OyXTraJlTepCKux
JIOKYMEHTOB;

OpPraHU30BBIBATh IOKYMEHTOO0OPOT;
pa3duparbcs B HOMEHKIIAType Jell;
3aHOCUTh JTaHHbIE o
CTPYNIHUPOBAHHBIM  JJOKYMEHTaM B
PErucTphl OyXraJITepCKOro y4era;

repeaaBaTh MepBUYHBIE
Oyxranrepckue JIOKYMEHTBI B
TEKyUIHI OyXraJTepcKuil apXus;

nepe1aBaTh IIEPBUYHBIE
OyXTaJITepCKHe JIOKYMEHTBI B

IIOCTOSIHHBIM apXUB II0 HCTCYECHUU
YCTaHOBJIEHHOT'O CPOKA XpPaHEHUS;
UCTPABJIATh OIIMOKM B MEPBUYHBIX
OyXrajaTepcKux JOKyMEHTaXx;
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