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1. MACHOPT NPOT'PAMMBbBI YYEBHOM JUCIIUTIJINHBI
JlokyMeHTalIHOHHOE o0ecniedyeHue ynpasJjenus (JJOY)

1.1. O6J1acTh IPUMEHEHHUsI IPOTPaAMMbI

PaGouast mporpamma yueOHON MTUCIUTUIMHEI SBIISIETCS YaCThIO IPOTPAMMBIIIOATOTOBKH
crienuanucToB cpennero 3BeHa B coorBercTBUM ¢ PI'OC CIIO mo cmemumansHocTHn  38,02,01
DKOHOMHKA U OyXTrajaTepckuil y4ér (110 oTpaciisiM)

1.2. MecTo IMCHMILIMHBI B CTPYKType OCHOBHOH mnpodeccHoHaIbHON 00pa3oBaTebHOI
NporpaMmbI:o0uenpodeccuoHanbHas AUCHUIIIMHA TPO(HECCUOHAIBHOTO IIMKIIA

1.3. Heau 1 3a1a4u QM CHUILIMHBI — TPEOOBAHUSA K Pe3yJbTATAM OCBOCHUS AUCIHUILIAHBI:

B pamkax mporpammbl yueOHOM JUCHUIUIMHBI 00YYarOIIMMUCS OCBAaMBAIOTCS CIIEIYIOLIHE

YMCHUA U 3HAHUA

Kon YMeHus 3HaHUA
I1K, OK
OK 01 pacrno3HaBaThb 3a1aqy W/WIIN | aKTyaJbHBIN npodeCCHOHATBLHBIN u

npodieMy B Npo(ecCHOHAIBHOM | COLMAJIBHBIA ~ KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHBIE
AHAIN3UPOBATh 3ajauy W/WIK | AICTOYHUKH MH(QOPMALMK U PECYpPCHI s
npo0iieMy M BBIAENATH €€ COCTaBHbIE | peleHUsl  3agady W 1pobieM B
YacTH; OINpENeNsATh 3Talbl peleHHs | NPOo(YecCHOHAIBHOM W/WIM  COLUAIBHOM
3ajjaud; BBIABIATH U 3(P(PEKTUBHO | KOHTEKCTE;

UCKaTh MH(pOpPMALMI0, HEOOXOIUMYIO | AITOPUTMBI  BBIMOJIHEHUS ~ pabOT B

JUIsL  pellleHus  3aJauyd  W/WiM | IpoecCHOHaTbHOM M CMEXHBIX 00J1acTsX;

po0JIeMbl; MeTOAbl paboThl B MPO(ECCHOHAIBHOW U
COCTaBUTh IUTaH JeUCTBUS; | CMEXHBIX cepax; CTPyKTypy IJIaHa ajs
OTIpeNIeIUTh HEOOXOIUMBIE PECYPChI; | pEIIeHUs]  3a/Jad;  IMOPAJOK  OLCHKH
BJIQJIETh  aKTyaJbHBIMU  METOAAMHM | Pe3YyJIbTaTOB pelieHus 3aga4

pabotel B TpPOQECCHOHAIBHOW | | MPO(eCCHOHATBEHOMN AESITEIbHOCTH
CMEXHBIX  cdepax;  pearu3oBaTh
COCTaBJICHHBI  IJIaH;  OLIEHUBATh
pe3yabTaT U TOCHEACTBHUS  CBOUX
NeicTBUIl  (CaMOCTOSITENIBHO WM C

IIOMOIIBIO HaCTaBHI/IKa)

OK 02 OTpeneNaTh 3aJadd Ui TOWCKa | HOMEHKIIATypa UH(POPMAIIMOHHBIX
uHpopMmarIuy; OIPEICTISTh | HCTOYHUKOB PUMEHSIEMBIX B
HEOOXOMMBIE UCTOYHHKH | MPO(ECCHOHATBHOM IEATEbHOCTH;




uHpOpPMaLMK; TJIAHUPOBATh MPOILECC

IPUEMBI CTPYKTYPUPOBAHMS UHPOPMALIUY;

IIOMCKa; CTPYKTYpUpPOBaTh | popmar ohopMIICHUS pE3yabTATOB MOKCKA
HOJIy4aeMyto uHpopManuio; | nHhpopManuu
BBIICJIATE Hauboyiee 3HAYUMOE B
nepeyHe UMHGPOpPMALUK; OLIEHUBATH
IIPAKTUYECKYIO 3HAYUMOCTb
pe3yibTaToOB  IOMCKa;  OQOPMIIATH
pe3ysbTaThl IOUCKA

OK 03 OIpEEIATh aKTyaJIbHOCTb | COJAECPYKAHUE aKTyaJbHOW HOPMaTHUBHO-
HOPMAaTUBHO-IIPABOBOU [IPAaBOBOM JOKyYMEHTAllUH; COBPEMEHHAs
JOKYMEHTalluM B NPOQEeCcCHOHANBbHON | HayuHas u npogeccuoHaibHas
NeSITeIbHOCTH; IPUMEHSATH | TEPMUHOJIOTHS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4yHYI0 | IpodeccuoHalIbHOTO pa3BUTHA u
MpOPECCHOHANIBHYIO TEPMHUHOJIOTHIO; | CaMOOOpa30oBaHUs
OIpeNeNsTh u BBICTPANBAaTh
TPAEKTOPUHU npodeccuoHaIbHOI0
pPa3BUTHS U caMO0Opa30BaHUs

OK 04 OpraHU30BBIBaTh PA0OTY KOJJICKTHBA | IICUXOJIOTHYECKNE OCHOBBI JACSITEIHHOCTU
U KOMaHJbl; B3aUMOJICHCTBOBaTh C | KOJUIEKTHUBA, IICUXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JIMYHOCTH; OCHOBBI
KJIMEHTaMH B X0JIe | IPOEKTHOM J1eATeNbHOCTH
PO eCCHOHAIBHON e TEHHOCTH

OK 05 IPaMOTHO H3JaraTb CBOM MBICIH U | OCOOEHHOCTH COLIMAIBHOTO U KYJIbTYPHOTO
oopMIIATH JIOKYMEHTBI 10 | KOHTEKCTA; paBuia oopmienus
npodeccuoHaNbHOM  TeMaTWKe Ha | JOKYMEHTOB M  IOCTPOEHMSI  YCTHBIX
rOoCy/1apCTBEHHOM SI3bIKE€, MPOSBIAThH | COOOIIEHUN
TOJIEPAHTHOCTh B pabouem
KOJJIEKTHBE

OK 09 NPUMEHSITh CPEICTBA | COBPEMEHHBIE CpPEICTBA M yCTPOWCTBA
MH(OPMALIMOHHBIX TEXHOJOTUN Uil | H”HGOpMaTH3aIUY; MOPSAZIOK 170'¢
peneHuss NpoQecCUOHATIBHBIX 33/1a4; | IPUMEHEHUs U IpOrpaMMHOE
HCII0JIb30BaTh COBpEMEHHOe | obecrieueHue B NpodecCHOHAIbHOM
porpaMMHOe obecrieueHne JIeSITEIIbHOCTH

OK 10 NOHUMAaTh OOIIMH  CMBICI  YETKO | MpaBHJIa HOCTPOCHUS MPOCTHIX M CIOXKHBIX

MMPONU3HECCHHBIX BBICKQ3bIBAHUM Ha

HpCI[J'IO)KCHI/Iﬁ Ha HpO(beCCI/IOHaJ'IBHBIC
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U3BECTHBIE TeMbI (TIpoeccuoHaNbHbIe
U OBITOBBIC), MOHUMATh TEKCTHl Ha
0a3oBble TPO(ECCHOHANBHBIE TEMBI;
y4acTBOBATh B TUAJIOrax Ha 3HAKOMBIE
o0me U MpoPecCHOHANIBHBIE TEMBI,
CTPOUTH TMPOCTHIC BBICKA3BIBAHUSI O
cebe U 0 cBoel mpodeccHoHATbHON
NESTEIbHOCTH; KPaTKo 0OOCHOBBIBATh
U OOBSACHUTH  CBOM  JICHCTBHA
(Tekylye M IUIAaHUPYEMBIE); MHCATh
IPOCThIE CBSI3HBIE COOOIICHHS] Ha

3HaKOMBIC nin HHTCPECYIOIINC

HpO(i)eCCI/IOHaJ'IbeIe TCMBI

TEMbI, OCHOBHBIE OOIIEYINOTPEOUTEILHBIE
rinaroyiel (ObITOBass U TMpodeccHoHaTbHAas
JICKCHKA); JICKCHUYECKHH MUHUMYM,
OTHOCSIIUICS K OINKMCAHUIO IPEIMETOB,
CPEZICTB M IPOIECCOB MPOQPeCcCHOHATHHOMN
NESITEIILHOCTH, 0COOEHHOCTH
MPOU3HOLICHHUS; MPAaBUIa YTCHUSI TEKCTOB

npodeccuoHaNbHOM HallPaBIEHHOCTH

IK 1.1

IMPpUHHUMATDb IIPOU3BOJILHBIC
MIEpBUYHBIE Oyxranrepckue
JIOKYMEHTBI, paccMaTpUBaeMble Kak
MMACbMEHHOE JI0Ka3aTesIbCTBO
COBEPUIECHUS XO3SIMCTBEHHOMN
onepanuu W MOJIy4YeHUe

pa3pelieHus Ha ee MPOBEICHHE;
MPUHUMATH MIEPBUYHBIC
OyxrajTepckue JIOKYMEHTBI Ha

OyMaxHOM HocHTene W (WIH) B BUIE

AIEKTPOHHOI'O JIOKYMEHTA,
MO CAaHHOT' O 3JIEKTPOHHOU
MMOITHCEIO;

MPOBEPATH HAJIMYUC B IMPOU3BOJIBHBIX

MEPBUYHBIX OyXranTepcKkux
JIOKYMEHTaX 00s13aTeNbHBIX
PEKBU3UTOB;

NPOBOANTH (POPMAIbHYIO MPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYILIECTBY,
apu(METHUECKYIO ITPOBEPKY;

MPOBOANTH TPYNIHUPOBKY MEPBUYHBIX

OyXrajaTepckux JOKYMEHTOB MO pSy

oOue TpeOoBaHUS K OyXraiarepckomy
y4eTy B 4YacTH JIOKYMEHTHPOBAHHS BCEX
XO3SIICTBEHHBIX JICUCTBUI U OTEpaLINii;
MOHSATHE  TEPBUYHOM  OyXrainTepckoit
JIOKYMEHTAIUH;

ompejieNieHue MEePBUYHBIX OyXTralTepcKuX
JIOKYMEHTOB;

(bopMbI OyXraiaTepckux

JIOKYMEHTOB, COJIepKallluX 00s3aTeIbHbIE

NICPBUYHBIX

PEKBU3UTHI NIEPBUYHOTO YYETHOTO
JIOKYMEHTAa;
MOPAIOK IIPOBEACHUS IIPOBEPKU

MEPBUYHBIX OYyXTaaTepCKUX JOKYMEHTOB,

dbopManbHOW  TMPOBEPKH  JIOKYMEHTOB,
IPOBEPKH IO CYLIECTBY, apUPMETUIECKOM
IIPOBEPKU;
OPUHLMIIBI M TOPU3HAKH TPYHNIHUPOBKU
MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB;
NOPSAJOK  IPOBEJIEHUS TAaKCUPOBKU H
KOHTUPOBKH TIEPBUYHBIX OYXTaJTEPCKUX
JIOKYMEHTOB;
MOPSAIOK

COCTaBJICHMSI pErucTpoB




IIPU3HAKOB; OyXranTepcKoro yuera;

IIPOBOAMTH TAKCUPOBKY U KOHTUPOBKY | IIpaBUla M CPOKM XPaHEHMsI INEPBUUYHOMN
HNEPBUYHBIX OyxranTepckux | OyxXraiarepckoi JOKyMEHTal|H;
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa30upaThCs B HOMEHKIIATYpE J1e;
3aHOCUTh JTaHHbIE 1o
CTPYNIIMPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO YUeTa,
nepeaaBaTh IIEPBUYHBIE
Oyxranrepckue JOKYMEHTBI B
TeKYIIN OyXTranTepCKuii apXuB;
nepenaBaTh NepBUYHbBIE
Oyxrajrepckue JIOKYMEHTBI B
MOCTOSIHHBI apXUB 10 MCTEYEHUU
YCTQHOBJICHHOT'O CPOKA XpaHEHHUS;
UCTPABIATh OLIMOKM B TEPBUYHBIX

OyXTaJITepPCKUX JOKYMEHTAaX;

1.4. Komnerenuuu, ¢gopmMupyemblie B pe3yJibTaTe 0CBOCHHUS Y4eOHOMH AUCHMIIIUHBI:
[IporpaMma y4yeOHOM JAHUCHUIUIMHBI CIIOCOOCTBYET (DOPMHUPOBAHUIO —CIEAYIOLIUX
KOMIIETEHIINN:
OO0111e KOMIIETEHIINT
OK 01Bb16upaTh criocoObl pemieHus 3aad npoecCuOHaTbHON NesSTeIbHOCTH, TPUMEHUTEIBHO

K pa3jIN4HbIM KOHTEKCTaM
OK 020cymecTBiaTh MOUCK, aHATU3 W MHTEpPIpeTanuio HH(GOpMaluu, HEOOXOAUMOW s
BBINOJIHEHUS 3a/1a4 TPO(HECCHOHATILHOMN 1€ATEIbHOCTH

OK O03IInanupoBaTh M peEaTU30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U JUYHOCTHOE
pa3BUTHE.

OK 04PaboTath B KOJJIEKTHBE M KOMaHjae, >(p(PEeKTHMBHO B3aUMOJECHCTBOBATH C KOJJIETaMH,
PYKOBOJCTBOM, KJIMEHTAMH.

OK 050cyiiecTBasiTh YCTHYIO M TUCbMEHHYI0O KOMMYHHKAIMIO HAa TOCYIAPCTBEHHOM SI3BIKE C
y4eToM 0COOEHHOCTEN COIMAIbHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK 09¥crionb30BaTh HH(GOPMAIIMOHHBIE TEXHOJIOTUH B MPO(HECCHOHABHON JeATEIbHOCTH.

OK 10 [Ilomp3oBaTbcst mpodeCCHOHATBHONW JOKyMEHTallMed Ha TOCYJapCTBEHHOM U

HHOCTPAHHBIX SA3BIKAX.



ITpodeccronanbHble KOMIETEHLINH.
I1K 4.1. OTtpaxarh HapaCTAIOIIUM UTOTOM Ha cYeTax OyXTalTepCKOro y4eTa UMYIIECTBEHHOE U
(uHAHCOBOE TOJI0KEHNE OPraHU3aIUY, ONPEACIATh PE3yAbTATHl XO35IMCTBEHHOH IEATEIILHOCTH 32

OTYETHBIN nepuona;

1.5. KosinuecTBO 4acoB HA 0CBOEHHME MPOTrPaMMbI JUCHHUILIMHBI:
O0nem oOpa3zoBaTenbpHON TporpaMmbl yueOHoM: 32 yaca, B T.4.
npakTuueckue 3aHsaTus: 10 yacos.

2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHO M CUMIIMHBI M BUAbI Y4eOHO0#l padoThl

Bua yueOHoii padoThl O0bem yacoB

O0beM 00pa3oBaTeIbHON MPOrpaMMbl y4eOHOM JUCHUIIIMHBI 32

B TOM YHCJIC:

MPAKTUYECKHUE 3aHSITUS 10

HuddepennmpoBaHHbIi
IMpomexxyTounas atrectamus (
3a4er)




2.2. TemaTnyecKkuii IJIAH U CoJep:KkaHMe YUeOHON TUCHMILIMHBI «/{oKyMeHTannoHHoe o0ecnevyeHne yIpaBJaeHHus»

HaumeHoBaHue Conep:kanue y4eOHOIro MaTepuasa, IpakTU4YecKue 3aHATHS, CAMOCTOsSITeJIbHAsI padoTa Oo0bem Koani
pa3aesioB U TeM 00y4Jarouuxcs, KypcoBasi padbora 4acoB KOMIIeTEeHIIUi,
(popmupoBanu
10 KOTOPBIX
crocoo0cTByeT
3J1eMeHT
NPOrpamMMmbl
Tema 1. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
Beenenue. 1 | 3HadeHue u colepkaHUe AMCUUILINHBI «JlOKyMEHTalMOHHOE 00eCIeYeHUE YIIPABICHUS. 2 OK 04, OK 05,
JoxyMeHT u [ToHsITHE TEPMUHOB «TOKYMEHT», «IOKYMEHTUPOBAHUEY, «TOKYMEHTALIMOHHOE 00ecreueHre OK 09, OK 10,
cucrema yrpaBieHus». Y HU(DUKALUS ¥ CTAaHIAPTU3AIUH YIIPABICHYECKUX JTOKYMEHTOB. K 1.1
AOKYMEHTAIlUH
Tema 2. Coaep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02,
Opranm3anmonno- |1 | OpraHm3anvoHHBIE  JIOKYMEHTBI —  yCTaB, yUYpPEAWTEIbHBIC  JOTOBOp,  IOJIOKEHHE. OK 04, OK 05,
pacnopsiiuTeJbHbIe PacniopsiiutenbHble TOKYMEHTBI — IPUKA3, paclopsKeHHE, YKa3aHHe, TIOCTaHOBIIEHUE, pPEIlIeHuE, OK 09, OK 10,
AOKYMEHTBI WHCTPYKILUSA, IIPOTOKOII. K 1.1
2 | CopaBo4HO-HH(pOpPMAIIMOHHBIE JOKYMEHTHI: CIyXeOHas 3alucKa, OObsICHUTENbHAs 3aMuCKa, akKT, )
CIpaBKa, CIyKeOHbIE TUChMa
IIpakTHyeckue 3aHATHSA 2
ITp. Ne 1.CocraBnenue u opopMIIEHUE PacTIOPSKEHUS 5
Tema 3. Copepxxanue yueOHOro MaTepuasa OK 01, OK 02,
Kanposasn 1. | lokyMeHTHpOBaHUE TPYAOBbIX MpaBooTHomeHNl. CoctaB U 0COOEHHOCTH OQOpPMIICHUS OK 04, OK 05,




AOKYMEHTAI U JIOKYMEHTOB 110 INYHOMY COCTaBY. OK 09, OK 10,
CocraB 1 0coO0eHHOCTH OPOPMIICHUS JOKYMEHTOB I10 JIMTYHOMY COCTaBY. 2 K 1.1
KommekroBanue muHoro jaena. ABroouorpadus. Pesrome.
3asiBiieHue o rpueme Ha padoty. [Ipukassl o TUYHOMY COCTaBY.
IIpakTHyeckue 3aHATHS 6
ITp. Ne 2 OdopmiieHne MPUKa30B O JIUYHOMY COCTABY. 2
ITp Ne 3. OdopmiieHue CripaBoK, JOKIAJHON U CITYKEOHOU 3aIUCKH, aKTa. 2
IIp Ne 4.0popmitenne TpyIqOBOTO JIOTOBOpA, MPUKa3a O MpueMe Ha padboTy, ohopmileHUE TPYHAOBOH 2
KHIDKKH.
Tema 4. Coaep:xxanue yueOHOro MaTepuaJia OK 01, OK 02,
JorosopHo- 1. | Tlonstus noroBopa. Bubl 10roBopos. 2 OK 04, OK 05,
npasoBast OK 09, OK 10,
AOKYMEHTalus K 1.1
2. | IlpaBuna odopmiieHUs! MPETEH3UOHHBIX muceM. DopMymsip MCKOBOTO 3asBICHHS, TPEOOBaHUS K 2
ero o(popMIICHHIO.
dopmysp UCKOBOTO 3asBIEHUS, TPEOOBAHUA K €0 O(POPMIICHUIO
IMpakTHyeckue 3aHATHS 2
[Ip. Ne 5. OdopmiieHne 10roBOpa KyIIH-MPOAAKH 2
Tema S. Copepxanue yueOHOIro Mmarepuasa OK 01, OK 02,
ITonsiTHe 1. | CoctaB u yuyer obbeMa JAOKyMEHTOOOOpOTa mpeanpusTuil. Opranuzanus paboThl ¢ BXOISIIEH, OK 04, OK 05,
AOKYMEHT0000poTa, UCXOJIAIIEH U BHYTPEHHEH TOKyMEHTalueu OK 09, OK 10,
perucrpauus 2 K 1.1
JAOKYMEHTOB ba3el maHHBIX AN XpaHEeHUs JOKyMeHTOB. Paborta c¢ 3ampocamu. PaboTa ¢ 31I€KTpOHHBIMH
2. | JOKyMEHTaMH. 2




Copepxxanue yueOHOro MaTepuasa OK 01, OK 02,
Tema 6. 1. | Homenknarypa aen. IHauBulyanbHble, CBOIHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPBI JEII. OK 04, OK 05,
Opranmn3anus [ToagroroBka W MNOPSAIOK NEpeayd Jejd B apXuB. 3aKOHOAATEIbHBIE aKThl U HOPMATHUBHO- OK 09, OK 10,
ONepaTuBHOIO U METOJIMYECKHE TOKYMEHTHI 10 apXUBHOMY XPaHEHHUIO JOKYMEHTOB. 2 [K 1.1
apXUBHOI0O 2. | IlogrotoBka W TOPSIOK Tepenadyd el B apXuB. 3aKOHOAATENbHbIE aKThl W HOPMAaTHBHO-
XpaHeHusl METOJMYECKHE TOKYMEHTHI 10 apXUBHOMY XPaHEHHUIO JOKYMEHTOB.
AOKYMEHTOB 2
OK 01, OK 02,
. OK 04, OK 05,
[Ipomexyrounas arrecrauus. JuddepeHunpoBaHHbIil 3a4eT 2 OK 09, OK 10,
K 1.1
Bcero: 32
IIpakTHYecKne 3aHATHS: 10
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3. YCJIOBUSI PEAJIM3ALIMU TPOTPAMMBI YYEBHOM JUCITATLTAHBI

3.1. Jlns peanu3anuy nporpaMmbl y4eOHON JUCIUILTMHBI JOJDKHO OBITH MPETyCMOTPEHO
CIeAyIOllee CIeUUalbHOe TOMelleHne. KaOuHeT «JloOKyMeHTalmoHHOro oOecTedYeHus
yIpaBJICHUS», OCHAIICHHBIA  OOOpPYIOBaHMEM: TIOCAJIOYHBIE MECTa IO  KOJUYECTBY
oOyyaromuxcsi, pabodee MeCTO MpernojaBaTelisi, JIOCKa, CTCHHbI,  JIHJIAKTUYCCKUN
MaTepUal,TeXHUIECKIMH  CPEJACTBAMU  OOYYCHHS:  KOMIBIOTEPHI,  MYJIBTUMEIUIHOE
o0opyi0BaHuE, TPUHTED.

3.2. UudopmanmonHoe odecrevyeHue peajsu3aiuu NporpaMmmbl

3.2.1. DnekTpoHHbIE U3TaHUA (3JIEKTPOHHBIE PeCYpPChl)

1. Kyzuenos, U. H. JlokymeHTaninoHHOe obecriedeHne ynpapieHus. JJokyMeHT0000poT
U JICTIOTMPOMU3BOJICTBO : YUYCOHUK U MPAKTUKYM JIJIsl CPETHETO MPOodeCCHOHATBHOT0 00pazoBaHus /
H. H. Ky3nenos. — 3-e u3f., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2019. — 462
c. — (ITpodeccuonanpHoe ob6pazoBanue). — ISBN 978-5-534-04604-5. — Teker
AIIEKTPOHHBIH //

2. CnpaBoynas npaBoBas cucrema «KoncynbTanT miroc»:http:// www.consultant.ru

3. CunpaBounas cuctema «I"apanty. http://www.aero.garant.ru

3.2.2. JlonoJIHUTEIbHbIE HCTOYHUKH

1. Kypnuan «/lenonpon3BoacTBO».

2. Kypuan «Cekperapckoe JIeio».

3. Xypnan «YnpaBieHrue NepcoHaIOM.

3.2.3. HopMaTuBHBIE 10KYMEHTBI

1. ®enepanbuslii 3akoH "O0 anekrponHoi noamucu” ot 06.04.2011 N 63-D3.

2. OenepanpHblii 3akoH "OO wWHPOpPMAaNUM, WHPOPMAMOHHBIX TEXHOJOTHSIX H O
3amre uHpopmanuu" ot 27.07.2006 N 149-D3

3. T'OCT P 7.0.8-2013. Hauunonansublii crangapt Poccuiickoit ®eneparnuu. Cucrema
CTaHJapTOB MO WHMOpMaIuu, OMOTUOTEUHOMY M H3JATEIHCKOMY JNeny. Jemomnpou3BoiCTBO U
apxuBHoe Jeno. Tepmunbl u omnpenenenust (yrB. IIpukasom Poccrangapra ot 17.10.2013 N
1185-cT)

4. TOCT P 6.30-2003. YHupuuupoBaHHas cucreMa JOKYMEHTALUH.
YHuuuupoBanHas clucTeMa OpraHU3allMOHHO-PacOPSAUTENbHON JoKyMeHTaluu. TpeboBaHue
K 0hOpMJICHHIO JOKYMEHTOB. YTBEp)KIeH mnoctaHoBieHueMm l'occranmapra PO ot 03.03.2003

No65-ct. — M.: U3a-Bo ctangaptos, 2003.
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4. KOHTPOJIb
JUCIUIIVINHBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeToabI OIIeHKH

B pe3yJibTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JOJIKEH 3HAMb '

aKTyaJIbHBIN TPO(PECCHOHATILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
OPUXOIUTCA PadOTaTh M KUTH;
OCHOBHBIE UCTOYHUKU

UHPOpPMALIUK H  PECypChl  JUIS
pelieHus 3agad U mpobieM B
poeCCUOHATBHOM u/unm
COLIMAIBHOM KOHTEKCTE;

QITOPUTMBI BBITIOJHEHUsT PaboOT B
MpOPECCHOHAIBHOW M CMEXHBIX
001acTsIX;

MeTOJbl  paboThl B

npopECCUOHATIPHON M CMEXHBIX
chepax;

pelICHrA 3aa4d; MOPAAO0OK OLICHKH

CTPYKTYpy IUIaHa JUis

pe3yabTaTOB  pemIeHUs  3aaady
npodeccuoHaIbHOMN e TeTbHOCTH
HOMEHKJIaTypa HH(OPMAIMOHHBIX
UCTOYHHUKOB  TNPUMEHSEMBIX B
PO ECCHOHAIBHON JCSTEIIbHOCTH;
IPUEMBI CTPYKTYpHUPOBaHUS
uHpOpMaInH; dopmar
oopmieHHs pe3yibTaTOB IMOMCKA
uH(popMalun
COJZIepKaHue aAKTyaJIbHOM

HOpMaTHBHO-HpaBOBOﬁ

JIOKyMEHTaI1H; COBpEMEHHas
HayyHas M TpodeccuoHalbHas
TEPMHUHOJIOTHS; BO3MOKHbIE

pacrno3HaBaHUC AJITOPUTMOB

BBITIOJTHEHUS pabot B

npoeccuoHaIbHOM M CMEXHBIX

O6J'IaCT$IX; OIpeaAcCIICHUC METOJ0B

paboThl B  TPO(PECCHOHATBHON
chepax; BEIOOD

ONTHUMAIBHOHN

CMECXKHBIX
OIIPCACIICHUC

IJtaHa  OJIA

CTPYKTYPBI

3aaa4;, IMOHMMAHHC IIOpAJKa OLCHKH

PCUICHUA

pe3yJIbTaToB pelieHus 3a1a4

HpO(l)eCCHOHaHBHOﬁ ACATCIIbHOCTH,

BBIOOp  HamboJjee ONITUMAJIBHBIX

HCTOYHHUKOB uHpOpPMALUU u
pecypcoB s peumieHus 3agad U

po6JieM B MpodeCcCHOHATBEHOM H/WITH

COLIMAJILHOM KOHTEKCTE;
OpPUEHTHPOBAaHME B  aAKTyaJIbHOU
HOPMaTUBHO-TIPABOBOU

JOKYMEHTAIUH; COBPEMEHHOMN
Hay4yHOH ¥ mpodeccHoHaIbHOM
TEPMHUHOJIOT Y, IIOHMMAaHHE
IICUXOJIOTMYECKUX OCHOB
NEeATEIbHOCTH KOJUIEKTHBA,
IICUXOJIOTHYECKUX 0cOOeHHOCTEH
JUYHOCTH;  BJIAJEHUE  3HAHUAMHU
OCHOB paboOThl C JIOKyYMEHTaMHU,

IMOATOTOBKN YCTHBIX W IHMCBMCHHBIX

COOOIIIEHHI; 3HAaHHE OCHOB
KOMITBIOTEPHON TPaMOTHOCTH; 3HAHHE
HpaBI/IJ'I HAITUCaHUuId " HpOI/ISHOIHeHI/Iﬂ

CIIOB, B T.4. ¥ Mpo(hecCHOHATbHOU

OncHka
pe3yabTaTOB
BBIIIOJTHEHUS
MPaKTUYECKHUX
pabor.

OncHka
BBIIIOJTHEHUS
CaMOCTOSTENbHBIX
pabor.

Tecr.

YcTHBIN Ompoc.
IInceMeHHBIN

orpoc.
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TPAaeKTOPUU  TPOPECCHOHATBHOTO

pa3BUTHS U CAMOOOPA30BaHUS

[ICUXOJIOTMYECKHE OCHOBBI
NEATEIBLHOCTH KOJUIEKTHBA,
IICUXOJIOTHYECKHE  OCOOEHHOCTH
JIMYHOCTH, OCHOBBEI HpOGKTHOﬁ
NEATEILHOCTH

OCOOEHHOCTH  COLMAAbHOIO H

KYJIbTYPHOTO KOHTEKCTa; IpaBUja
opopMIICHHS ~ JOKYMEHTOB  H
HOCTPOCHHSI YCTHBIX COOOIICHUH.

PaMOTHO H3JlaraTh CBOM MBICIIHA U
oopMIIATH JTOKYMEHTBI o
NpoPECCHOHAIBHOW TEMaTHKE Ha
rOCYapCTBEHHOM SI3BIKE,
OpPOSIBISITH  TOJCPAHTHOCTH B

pa6oqu KOJIJICKTHUBEC

COBpPEMEHHBIE CpeacTBa u
YCTpOMCTBA uH(pOopMaTHU3aLNH;
HOPSIIOK  MX  NPUMEHEHHs WU
nporpaMMHOe  obOecrieueHue B

MpoeCCHOHAIBHON e TENHHOCTH
MpaBWJIa MOCTPOCHHS TPOCTHIX H
CIIOKHBIX

MPEIJI0KEHU I Ha

npodeccuoHanbHbIe TEMBI;

OCHOBHbIE OOLIEYNOTPEOUTENbHBIE

TJ1aroJisl (ObrTOBAS u
npodeccuoHanpHas JICKCHKA);
JIEKCHYECKUI MUHHUMYM,
OTHOCSIIINNICS K OIIMCAHUIO

MPEIMETOB, CPEJCTB U MPOIECCOB

npoecCHOHALHON e TeNbHOCTH;

0COOEHHOCTH MIPOU3HOIICHHUS,
mpaBujia YTCHUS TEKCTOB
npodeCCHOHATBEHON

JIEKCHUKH.
3HaHue bopm MIEPBUYHBIX
OyXranrepckux JTOKYMEHTOB,

COMEp)KaHMs TAKOH JOKyMEHTAIUH,
MOHUMaHHE CIEHUPHUKH PpaboOTHl ¢
NEPBUYHBIMH OyXraJTepCKUMHU

JOKYMEHTaMHU
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HaNpaBICHHOCTH o0mue
TpeOoBaHUS K OyXTaJaTepcKoMy
yYeTy B 4acTU JIOKYMEHTUPOBAHUS
BCEX XO3SMCTBEHHBIX JEUCTBUN U
Onepauuii;

MOHSTHE MIEPBUYHOMN
OyXxraiatepckoi JOKyMEeHTAallUu;
orpezeneHue HNEPBUYHBIX

OyXraJITepCKUX JOKYMEHTOB;

bopmbl IIEPBUYHBIX
OyXranrepckux JOKYMEHTOB,
COZIEepIKaIIUX o0s13aTebHbIC

PEKBHU3UTHI NIEPBUYHOIO YYETHOIO
JIOKYMEHTA;

MOPSIIOK  TPOBEJECHUS IPOBEPKH
IIEPBUYHBIX OyXrajnTepcKux
JIOKYMEHTOB, bopmanbHOU
IIPOBEPKU JTIOKYMEHTOB, IPOBEPKH

0 CYIIECTBY, apu(METHIECKOH

IIPOBEPKU;
IIPUHIIMIIBI U IpU3HAKU
TPYHIIUPOBKH MEPBUYHBIX

OyXTaJITEPCKUX JTOKYMEHTOB,;
MOPSAIOK TPOBEIACHUS TaKCHPOBKU
u KOHTHPOBKH MEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTOB,;
MOPSZIOK COCTABJICHHUST PETHUCTPOB
OyXrajTepcKoro y4era,

ImpaBujia u CpOKH XpaHCHUA

MEPBUYHOMN Oyxraiarepckoit

JIOKYMEHTaIuu

B pe3yabTaTe OCBOEHUS | BIQJICHUE aKTyaJlbHbIMM MeToaaMu | OueHka
JUCLIUTIINHEI oOyyaromuiicst | paboTsl B NpOECCHOHATBHOM U | pe3yabTaToB
JOJKEH yMemb: CMEXHBIX  chepax; 3(D(eKTUBHOE | BHIIOTHEHUS
pacrno3HaBaTh  3ajady ~ W/WIM | BBIABJIEHHE W TMOHMCK HWH(OPMALUH, | IPAKTHUECKUX
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npobiemy B MNpodecCHOHAIBHOM

W/UIH  COLIMAJbHOM  KOHTEKCTE;

AHAJIN3UPOBATH 3aJlavy /U

npobiieMy W BBIOCHATH €€

COCTaBHBIC  YaCTH; OMPEICNAThH
STambl PEIICHUS 3a]la4H; BBISIBIIATH
u 3 dexTuBHO HCKATh
uH(popmaIuo, HEOOXOIUMYIO ISt

peLIeHHs 3aa4i 1/IITH IPOOIIEMBL;

COCTaBUTh IJ1aH JIeNCTBUS,
ONpeaeIuTh HEOOXO0IMMbIC
pecypchl;

BJIQJETh AKTYaJbHBIMHU METOJaMU

paboTel B TPO(HECCHOHATBLHOW |
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peann30BaTh

OILICHUBATh
pe3ynbTaT U TOCIEICTBUS CBOUX
JIEUCTBUM (CaMOCTOSITEILHO HUIH C
MOMOIIIbI0 HACTABHUKA)

OIpCACIIATh 3aJadyu IOJIs1 IIOHMCKa

uH(pOpMaInu; OTIpEeETSATh
HEOOXOIUMBIE UCTOYHUKH
uH(pOpMAIINH; TJIAHUPOBATh

MPOIIECC TTOUCKA; CTPYKTYPUPOBATH
MOJTy4aeMyto uH(pOpMaIIIo;
BBLIEJIATE Hamboliee 3HAYMMOE B
nepeuHe WHGOpPMAINK; OIICHUBATH
MPAKTUYECKYIO 3HAYUMOCTH
pe3yNbTaTOB TMOUCKA; OPOPMIIATH
pe3ynbTaThI MOMUCKA
OTIPENIETISATh aKTyaJIbHOCTh
HOPMAaTUBHO-TIPABOBOM

JIOKyMEHTAIu! B
poeCCHOHAIBHON JCSTEIIBHOCTH;

MPUMCHSITh COBPEMEHHYIO

COCTaBJIEHHME ONTUMAIbLHOTO ILIaHa
IENCTBHUH, aHAIN3 HEOOXOMUMBIX IS

BBIITOJIHCHU A 3aJaHus,

pecypcoB;
OCYILECTBJICHUE HCCIEI0BATENbCKON
NESITEIbHOCTH, IIPUBOJALIEH K
ONTUMAaJIbHOMY pe3yJbTary;

JEMOHCTpAIKs THOKOCTH B OOIICHUH

C KOJIJICraMHu, PYKOBOIACTBOM,
IIOJYNHCHHBIMHA u 3aKa34yuKaMH,
IIPUMCHCHUC CpCACTB

MH(POPMAIIMOHHBIX TEXHOJIOTHH IS

PCUICHUA HpO(l)CCCI/IOHaJ'IbHBIX 3ajJa4,

s dexTuBHOE HCITOJIb30BaHUE
COBPEMEHHOTO IPOTPaAMMHOTO
o0OecnieyeHus; Kparko U 4YETKO
(bopMynHpoBaTh CBOHU MBICJTH,
u3naraTh ~ MX  JOCTYIHBIM  JUIS

MOHUMAaHHsI croco0oM; dPPeKTHBHAS
pabora c NEPBUYHBIMU

6YXraJITepCKI/IMI/I AOKYMCHTaMU

pador.

Onenka
BBITIOJTHEHUS
CaMOCTOSITEJIbHBIX
pabor.

Tecr.

YcTHbIi onpoc.
[TruceMeHHbII

orpoc.
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Hay4YHYIO npo¢eCCHOHATIEHYIO

TCPMHHOJIOTUIO; OIPCACIIATH n
BbICTPANBATb TPaCKTOpUH

npo(ecCHOHANBHOTO Pa3BUTHS U

camMoo0pa3zoBaHus
OpraHu30BBIBAThH paboty
KOJUICKTHBA " KOMaH/Ibl;

B3aMMOJICHICTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KJIIMEHTaMH B XOJI€
po(hecCHOHATTLHOM e TEIbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIU U
oopMIATH JOKYMEHTBI o
npoEeCCUOHATIPHON TEMaTHKE Ha
roCyJapCTBEHHOM SI3BIKE,
HpPOSIBIISITH  TOJICPAHTHOCTH B
paboueM KOJUICKTUBE

PUMEHSTh cpencTBa
UH(QOPMAIIMOHHBIX ~ TEXHOJOTUH
JUTSL perieHuss MpodeCCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHOE 0OecIieueHIe
NOHUMATh OOINMI CMBICT YETKO
NPOM3HECCHHBIX BBICKA3bIBAHHI Ha
U3BECTHBIC TEMBI
(mpoceccroHabHBIE U OBITOBBIE),
MOHUMATh TEKCThl Ha 0a30BbIE
npoQeCCHOHAIIbHBIC TEMBI;
y4acTBOBaTh B  JMajorax Ha
3HaKOMBIE o0rue U
npoQeCCHOHAIbHBIC TEMBI;
CTPOUTH TPOCTHIC BBICKA3bIBAHUS O
ce0e 1 0 cBoeill mpodeccuoHanbHOM
JeATENIHOCTH; KpaTKo
000CHOBBIBaTh U OOBSICHUTH CBOH

JIEUCTBHUS (Texyuiue u
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IUIAHUPYEMBIE); THCaTh IPOCTHIE
CBSI3HBIE COOOILEHHS Ha 3HAKOMBIE
U UHTEPECYIOLINE

npoecCuoHaNbHBIE TEMBI

MMPpUHHUMATDH IMPOU3BOJIBHBIC
HEPBUYHBIE Oyxranrepckue
JIOKYMEHTBI, paccMaTpuBaeMble

KaK IHCBMEHHOE J0Ka3aTelbCTBO
COBEPLIEHUS XO3SIMICTBEHHOMN
orepanuu I MIOJIyYeHUE
pa3penieHus Ha ee IPOBEICHHUE;

MIPUHUMATh MepBUYHBIE
Oyxrajatepckue JOKYMEHTHI Ha
OyMaxxHOM Hocutene U (WiM) B

BUAC DOJICKTPOHHOI'0O JOKYMCHTA,

MOANKMCAHHOTO 3JIEKTPOHHOU
MOAIKCBIO;

IIPOBEPATH HaJu4ue B
IIPOU3BOJIBHBIX IIEPBUYHBIX
OyXrajiTepckux JOKyMEHTaX

00s13aTeNbHBIX PCKBU3UTOB;

MPOBOAMTH (POPMATIbHYIO IPOBEPKY

JIOKYMEHTOB, IIPOBEPKY 1o
CYLIECTBY, apu(pMETHYECKYIO
IIPOBEPKY;

IIPOBOJIUTH IPYNIHPOBKY
MEPBUYHBIX OyXranaTepckux

JIOKYMEHTOB TI0 PsITy IPU3HAKOB;
POBOJINTH TaKCHPOBKY u
KOHTHUPOBKY MEPBUYHBIX
OyXTaJITEePCKUX JTOKYMEHTOB,;
OpraHU30BBIBAThH
JIOKYMEHTO000POT;

pa3OupaThCsi B HOMEHKIIATYpE JIeIT;

3aHOCHTDH JaHHBIC 10
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CTPYIIIHUPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTalTePCKOTO YUeTa,
nepenaBarb HepBUYHBIC
Oyxraiarepckue  JOKYMEHTHI B
TEKYIIUI OyXTanTepCcKuii apXuB;
nepenaBarhb NIEPBUYHBIE
Oyxraiarepckue  JOKYMEHTHI B
IOCTOSTHHBIA apXWB 110 UCTCYCHUH
YCTAHOBJICHHOTO CPOKA XPaHECHHUS;
UCTIPABJIATH OIIMOKH B MEPBUYHBIX

OyXrajaTepcKkux JOKyMEHTax;
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