Ilpunoscenue

PaGouyas nporpamma
Y4eOHOM TMCIUTITHHBI
OI1.03 «/lokymeHTAlTMOHHOE O0ecTeYeHHue YIIPABJICHU
YpoBeHb: 0a30BbIi



Pabouast mporpamma ydueOHOW IUCIUIUIMHBI «J{OKyMeHTalmoHHOE OOecTieueHne
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHlI HPOIrPAMMbBI YYEBHOI
JUCLMUIIINHBI

1.1. MecTo AUCHUNJIMHBI B CTPYKTYP€e OCHOBHOM 00pa30BaTe/IbHOI MPOrpaMMblI

VYyeOnass aucuuiuinHa «JlOKyMeHTAallMOHHOEe OOecCIeueHrue YIpaBICHUsS» SBISETCS
00s3aTeNIbHOM  YacThi0  00IIenpo(deccCHOHANbHOTO IMKJIAa OCHOBHOM  0Opa3oBaTeinbHOU
nporpamMmmbl B cootBerctBur ¢ DPI'OC CIIO mo cnemumanbaocTrn 38.02.01 DxoHomMuka wu
OyXxraiaTepckuid yder (1o oTpaciisaMm).

VYyeOnas aucuurmmHa OIL03  JlokymeHTannoHHOe  oOecrieyeHue  yrpaBICHHS
obOecnieunBaeT (hopMHupoBaHHE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIIMH MO BCEM BHJAM
nestenpHocTn @I'OC CIIO mo cnemmansHOcTH 38.02.01. DKOHOMUKA M OyXTranTepcKuil ydeT
(no orpacisaim). Ocoboe 3HaueHHe AUCUMILIMHA UMeeT npu ¢popmupoBanuu U pazsuruu OK 01,

OK 02, OK 03, OK 04, OK 05, OK 09, OK10, I[IK 1.1.

1.2. He.]'lb U IINIAHUPYEMBIE PE3YJ/IbTATbhl 0CBOCHUSA TUCHUIIJIHHBI
B paMKax IIporpamMmbl y‘le6H0fI JUCHUITIIMHBI O6y‘IaIOIJ_II/IMI/IC$I OCBanBAIOTCs CICAYIOIINUC

YMCHUA U 3HAHUA

Kon VYmMmenus 3HaHus
IIK, OK
OK 01 pacmno3HaBaTh 3a1auy W/WJH | aKTyaJdbHBIN npodeccuoHaNbHBIH u

npobieMy B TPOQPECCHOHAIBHOM | COLMATBHBIA  KOHTEKCT, B  KOTOPOM
u/unu COLMAJIBHOM KOHTEKCTE; | MPUXOAUTCS paboTaTh M KHUTb; OCHOBHBIE
aHaAJIN3UPOBATh 3aaqy W/WAN | ICTOYHUKH MH(OPMalUu U Pecypchl IS
npobieMy M BBIAETATH €€ COCTaBHbIC | pelleHUss  3ajady W [pobiieM B
4acTH; OMNpeAeNsATh 3Talbl pelieHus | NIpo(ecCHOHATbHOM W/WIH  COLMAIbHOM
3aJjaud; BBIABIATH U IPPEKTHUBHO | KOHTEKCTE;

UCKaTh HMH(OpMaIMIO, HEOOXOJUMYIO | AITOPUTMBI  BBIIOJHEHUS  paboT B
Ui pemieHus  3adayd  W/WIK | Tpo(ecCHOHANBHOM U CMEXHBIX 00JacTsX;

POOJIEMBI; MeTOJIbl paboThl B NMPO(ECCHOHAIBHON U
COCTaBUTh I1aH JeWCTBUS; | CMEXHBIX cepax; CTpYKTypy IUIaHa JUIs
OTIpeIeNIUTh HEOOXOAUMBIE PECYPChI; | PEIIEHUs]  3aJad;  MOPSAIOK  OLIEHKH
BIQJE€Th  aAKTyaJbHBIMM  METOJAMH | PE3YJIbTAaTOB pelieHus 3a1a4
paboTbl B  mnpoecCHOHAIBHOW U | IPOECCHOHATIBLHOM 1eATeNbHOCTH
CMEXHBIX  cdepax;  peaau3oBaThb

COCTAaBJICHHBIM  IUJIaH;  OLICHUBATh
pe3yapTaT M  TOCIEACTBHA CBOMX
JNEUCTBUI (CaMOCTOSITENIBHO WM C
MTOMOMUIbIO0 HACTABHHKA)

OK 02 ONpeAeNATh 3ajadu Ul  IOMCKa | HOMEHKJIATypa MH(POPMALIMOHHBIX
uH(pOpMaINH; OIpPEAETATh | NICTOUHUKOB MIPUMEHSIEMBIX B
HE00XOUMBIE UCTOYHUKH | IPOPECCHOHATIBHON JEATEIIbHOCTH;
uHbOpMalNY; TUIAHUPOBATH MPOLECC | MPUEMBI CTPYKTYPUPOBAHUS HH(POPMALIUY;
ITOMCKA,; CTPYKTypupoBarth | opmMaT oGpopMIEHHs pe3yIbTaTOB MOUCKA
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MOJTy4yaeMyto urdopMmaruio; | ”HGopManuu
BBIICJIATE HaubOosiee 3HAYMMOE B
nepeyHe uHGOpPMAIMK; OICHHUBATH
IIPAKTUYECKYIO 3HaYMMOCTb
pe3yabTaToOB  MOMCKA;  O(GOpMIIATH
Pe3yJIbTaThl IOUCKA

OK 03 OTIpENeNIATh aKTYaJIbHOCTb | COZIEp’KaHHE aKTyaJbHOH HOpPMaTHBHO-
HOPMAaTUBHO-IIPABOBOU IIPaBOBOM JIOKYMEHTAallUM; COBPEMEHHAas
JOKyMEHTalluM B MPO(pECCHOHAIBHON | Hay4Has u npogeccuoHaibHas
NeSTeIbHOCTH; MPUMEHSTH | TEPMUHOJIOTUS; BO3MOKHBIE TPAaEeKTOPUH
COBPEMEHHYIO HaY4HYIO | IpO(eCCHOHAIBHOIO pa3BUTHSA u
npodecCHOHATbHYI0 TEPMHHOJOTHIO; | CaMOOOpa3oBaHus
OIpeseNATh u BBICTPAaNUBaTh
TPAaeKTOpUHU poheCCHOHATHHOTO
pa3BUTHA U caM000pa30BaHMs

OK 04 OpPTraHU30BBIBaTh PA0OTy KOJUICKTHBA | ICHXOJIOTUYECKHE OCHOBBI JESTEIHHOCTH
U KOMaH[bl; B3aUMOJICHCTBOBaTh C | KOJUIEKTHUBA, IICUXOJIOTMYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | 0COOEHHOCTH JMYHOCTH; OCHOBBI
KJIMEHTaMU B XOZIe | MPOEKTHOW JesITeIbHOCTH
podecCHOHATBHOM IeATEITPHOCTH

OK 05 IpPaMOTHO H3JaraTb CBOM MBICIM U | OCOOCHHOCTH COLIMAIBHOIO U KYJIbTYPHOTO
oopmisTH JOKYMEHTBI 10 | KOHTEKCTa; npaBuia oopmienus
npopecCUOHAIbHOM  TEeMAaTUKE  Ha | IOKYMEHTOB M IOCTPOCHUS  YCTHBIX
rOCYJapCTBEHHOM SI3bIKE, MPOSIBIATH | COOOIICHUH
TOJIEPAHTHOCTb B pabouem
KOJIJICKTHBE

OK 09 MPUMEHSTh Cpe/ICTBa | COBPEMEHHbIE CpEACTBA M YCTpOICTBa
WHGOPMAIIMOHHBIX TEXHOJIOTUH s | mH(pOpMaTH3aIHH; TIOPSIIOK 1794
pemieHust MpOopEeCCUOHATBHBIX 3ajay; | IPUMEHEHUs u IpOrpaMMHOE
WCTIOJIh30BATh COBpeMEHHoOe | obecrieueHue B MpodhecCHOHAIBHOM
IpOrpaMMHOE 00eCTIeUeHHE JeSITETTbHOCTH

OK 10 MOHMMAaTh  OOLIMI  CMBICI  YETKO | IpaBHJIa MOCTPOECHMS POCTHIX U CIIOKHBIX
IIPOM3HECEHHBIX BBICKA3bIBAaHUM Ha | MPEANIOKEHUH Ha  NpodecCHOHaIbHbIE
M3BECTHBIE TEMBI (MPOPECCHOHATbHBIE | TEMBI; OCHOBHBIE OOIIEYNOTPEOUTENbHbBIE
u OBITOBBIE), MOHMMATh TEKCThl Ha | rinarojbl (ObITOBas U MpodeccuoHaIbHas
6a3oBble TpO(decCHOHANIbHBIE TEMBI; | JIEKCHKA); JIEKCUYECKUI MUHUMYM,
y4acTBOBaTh B JUAJIOTaxX HA 3HAKOMbIE | OTHOCAIIMICA K OMNMCAaHUIO IPEIMETOB,
oluire u npodeccHOHaNbHbIE TEMBbI; | CPEACTB U MPOIECCOB MPOodecCHOHATbHON
CTPOUTH TPOCTHIE BBICKA3bIBAHUS O | IEATEIBHOCTH; 0COOEHHOCTH
cebe M 0 cBoell mNpodeccHOHAIBHOHN | MPOU3HOIICHHUS; MpaBWila YTEHUsI TEKCTOB
JeSITeIbHOCTH; KpaTKO OOOCHOBBIBATH | MPO(ecCHOHANBbHOM HAPaBIEHHOCTH
U OOBSICHUTh  CBOM  JCUCTBUS
(Tekylue W MJIaHUpyeMbIe); MUCATh
IPOCThIE CBSI3HBIE COOOILIEHMS Ha
3HAaKOMBIE WJIM HHTEPECYIOIIHE
po¢eCCUOHATHHBIC TEMBI

I[IK1.1 | npuHuMaTh IIPOU3BOJILHEIE | 00mKe TpeboBaHUS K OyXTanTepcKoMy
NEepPBUYHbBIE OyXraiaTepcKMe | ydeTy B YacTH JOKYMEHTHPOBAHUS BCEX
JOKYMCHTBI, pacCMaTpuUBacMbIe KaK | XO3SMCTBEHHBIX ICUCTBUN U OIEPALIMIL;
MMUCbMEHHOE JIOKA3aTE€IbCTBO | TIOHATHE  TEPBUYHOM  OyXranTepckoit
COBEPILICHUS XO3SAMCTBEHHON | TOKYMEHTAIINH;
onepanun WIN NIOJIyYEHHE | OTIpE/ICTICHUE MEPBUYHBIX OYXTalTepPCKHX
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paspCliCHUA Ha €€ MPOBCIACHUC,

PUHUMATD TICPBUYHBIC
OyxraiaTepckue JIOKYMEHTBI Ha
OyMa)XHOM HOCHTeNEe U (WIH) B BHUJEC
3JIEKTPOHHOTO JIOKYMEHTA,
MOJITUCAHHOTO AJIEKTPOHHOM
MIOJINUCHIO;

MIPOBEPATh HAJIHYUE B MPOU3BOJIBHBIX
MEPBUYHBIX OyXraiaTepcKux
JTOKYMEHTax 00s13aTeNbHBIX
PEKBHU3UTOB;

IPOBOJIUTh (POPMATBbHYIO IPOBEPKY
JOKYMEHTOB, TIPOBEPKY IO CYIIECTBY,
apu(pMETHUYECKYIO ITPOBEPKY;
IIPOBOJUTE I'PYHIIUPOBKY IIEPBUYHBIX
OyXraJTepCKuX JTOKYMEHTOB IO psAy
MIPHU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY M KOHTHPOBKY
IIEPBUYHBIX OyXrajaTepckux
JOKYMEHTOB;

OpPTaHU30BBIBAThH IOKYMEHTOO0O0POT;
pa3buparbcs B HOMEHKIIAType Jell;
3aHOCHUTH JaHHBIC I10
CTPYNIIMPOBAHHBIM JOKyMEHTaM B
PErucTpbl OyXraiaTepcKoro y4era;

repeaaBaTh NIEPBUYHbBIE
OyXraJTepcKue JTIOKYMEHTBI B
TeKyIUi OyXranTepcKuil apXus;

repeaaBaTh MIepBUYHBIE
OyxranTepckue JIOKYMEHTBI B

IMOCTOSIHHBII ApXuB IO HCTCUYCHUH
YCTAHOBJICHHOI'O CPOKa XPaHCHUS;
HCIIPABJIATDH OIIINOKH B NIEPBHUYHBIX
6YXI‘ AITCPCKUX JOKYMCHTAX;

JOKYMCHTOB,

bopMBI  TEPBUYHBIX  OYyXTaJITEPCKUX
JOKYMEHTOB, COJEpKaIluX 00s3aTeIbHbIC
PEKBU3UTHI HEPBUYHOTO YYETHOTO
JOKYMEHTA;

HOPSIIOK IPOBEICHUS MIPOBEPKH
HNEPBUYHBIX OYyXTaJTepPCKUX TOKYMEHTOB,
dopmanbHOW  MPOBEPKH  JIOKYMEHTOB,
IPOBEPKH IO CYLIECTBY, apH(PMETHIECKOM
MIPOBEPKH;

OPUHONOBL M [PU3HAKK TPYNITUPOBKU

MEPBUYHBIX OYXTaITEPCKUX JTOKYMEHTOB;
MOPSIZIOK  TPOBEACHUST TAaKCHPOBKH U
KOHTHUPOBKH IEPBUIHBIX OyXTalITEPCKUX
JIOKYMEHTOB;

MOPSIIOK COCTaBJICHHS
OyXTaJITEPCKOTO y4eTa;
NpaBUjIa U CPOKU XPAHEHUS TICPBUYHOM
OyXraJTepCKON JOKYMEHTAIINH;

perucTpoB

JIMgyHOCTHBIC PE3YJIbTATHI pC€ain3allvi IMPOorpaMMbl BOCIIMTAHHUA

JIP 13 MoOTHUBUPOBAaHHBINA K KAYECTBEHHOMY TPYly

JIP 14 YMermumii peaan3oBarh TUACPCKUE Ka4eCTBA Ha IIPOU3BOACTBE

JIP 15 OTKpBITHIN K TEKYIIMM U IEPCIEKTUBHBIM U3MEHEHUSM B MUpE Tpy1a U
npodeccuil.

JIP 16 I'oToBBIi K TpohecCHOHaTbHOM KOHKYPEHLIMN U KOHCTPYKTUBHOM peakliuy Ha
KPUTHUKY

JIP 17 I'n6ko pearupyromuii Ha MOSABICHNUE HOBBIX (OPM TPYIOBOM JEATEIBHOCTH,

TOTOBBIN K X OCBOEHUIO.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIUILINHBI

2.1. O6beM yuyeOHOM TUCHMIIMHBI U BHAbI Y4eOHOI padoThl

Bup yueOHoii padoThl O0bem yacoB

O0bem o0pa3oBaTeIbHOI MPOrpaMMbl Y4eOHOM JMCIUILTHHBI 50

B TOM YHCJIC:

TEOpEeTUYEeCcKoe 00ydeHune 6

MMPAKTUYCCKUC 3aHATUAE M. U. nPAKMUUEeCKan no0z2omoeKa 4

HpOMe)KyTO‘lHaﬂ aTrrecranus 3a4€CT




2.2. TemaTHYecKHii IJIAH U coJlepPKAHHUE YUeOHOH THUCHMILINHBI «[JOKyMeHTalMOHHOEe o0ecneuyeHne ypaBJIeHus»

HaunMeHoBaHnue Coaep:xkanue yueGHOro MaTepuasia u (pOpMbl OPraHU3ANNHU AEATEIHLHOCTH 00yYAIINXCS O0bem | YpoBeHb
OCBOEHHS
pa3aesioB U TeM B 4ac
1 2 3 4
Tema 1. Conep:xanue yueOHOro MaTepuaJia
BBenenue. 2
JIOKyMeHT 1.3nauenne u coaepKaHHE AUCHUIUIMHBI «J[OKyMEHTAIlMOHHOE OOEeCIeUYeHHEe YIPaBICHUS.
cHcTeMa [ToHsTHE TEPMUHOB <JIOKYMEHT», «JIOKyYMCHTHPOBAHHEY», <JIOKYMCHTAIIMOHHOE OOecIieueHue 2
I0KYMeHTALNH yrnpaBieHUs». YHUPUKALUS U CTAaHIAPTU3AIMH YIIPABIEHYECKHUX JTOKYMEHTOB.
Tema 2. Coaepsxanue y4yeOHOro marepuajia
OpranusannoHHo- 2
pacHopsIUTeIbHbIE 1. OpraHm3anyioHHBIE JOKYMEHTHI — YCTaB, YYpPCIUTCIBHBIC JIOTOBOP, ITOJOXKCHHE.
JIOKYMEHTBI PacniopsimutenbHble TOKYMEHTBI — MpPHKa3, PAcloOpsHKEHHE, YKa3aHHe, MOCTaHOBJICHHE, »
pelieHrne, HHCTPYKITUS, MPOTOKOIL.
2. CropaBoyHO-MH(OPMALIMOHHBIE JTOKYMEHTHI: CIy>kKeOHas 3amucka, OOBSCHUTENbHAs
3aMmncKa, akT, CIipaBKa, CIy>KeOHbIE MIChMa
NPAKTHYECKUX 3aHATHI U JIaDOPaTOPHBIX PadoT 6
IIpakTHYeckoe 3aHATHES M.4. HPAKMuuecKas noozomoeka OpraHu3alOHHBIC TOKYMEHTHI: IIT 2 (2)
YHCIIEHHOCTb, PACIIHCAHUE, TOJDKHOCTHAS HHCTPYKITUS
IIpakTHYeckoe 3aHATHES M.U. NPAKMUYECKAA RO020Mo6Ka PacTiopsAuTeIbHbIC TOKYMEHTHI: 2(2)
MIPHUKa3, PacIopsoKEHUE, YKa3aHHEe
IIpakTHyeckoe 3aHATHE. 6 M.Y. HpaKmuueckas noozomoeka CrpaBouyHO-UHPOpPMALUOHHBIE | 2 (2)




JAOKYMCEHTEI: 1OKII, O6T>$ICHI/ITCJ'IBH35[, aKT, IIPOTOKOJI, CIIpaBKa

Tema 3. Coaeprxanue y4eOHOIro MaTepuaJia

Kanposas

JIOKYMEHTALHsE 1.JIOKyMEHTUpOBaHHE TPYIOBBIX MpaBooTHOIIeHU. CoctaB M 0COOEHHOCTH OQOPMIICHHUS
JOKYMEHTOB 10 JIMYHOMY COCTaBYy. 2
2.KommnekroBanue nudHOro nena. ABroouorpadus. Pestome. 3asBieHue o mpueme Ha padoTy.
[TpuKasbl MO JIMYHOMY COCTaBY.
NPAKTHYEeCKUX 3aHATHI U J1a00paTOPHBIX padoT 6
IlpakTHyeckoe 3aHATHE 6mM.4. NpaKkmuueckas noozomoska. OdopmieHHe TNPUKA30B 1O | 2(2)
JTUYHOMY COCTaBY.
IIpakTHYyeckoe 3aHsATHE, 6.4, NPAKMU4ecKkan nodzomoska OGopMiIeHHE CIPABOK, TOKIAIHON | 2(2)
U CITy>kKeOHOM 3aMHCKH, aKTa.
IIpakTHyeckoe 3aHATHE, 6 M.4. npaKmMuiecKas noozomoska OpopmieHrE TPYOBOTO J0TOBOPA, | 2(2)
MpHKa3a o MpreMe Ha paboTy, ohopMIICHHE TPYJOBON KHUKKH.

Tema 4. Conep:xanue yueOHOro MaTepuaJia

JdorosopHo- 1.ITonsiTus noroBopa. Buabl 10roBopos.

npasoBas 2.IIpaBuna opopMIIeHUSI TPETEH3MOHHBIX ITHUCEM. 6

AOKYMEHTalusl 3 ®opMyIIsIp HCKOBOTO 3asIBIICHHS, TPEOOBAHMS K €r0 0(OPMIICHUIO
NPAaKTHYEeCKUX 3aHATHII 1 J1a00paTOPHBIX padoT 8
IlpakTuyeckoe 3aHsATHE, 6 M.4. HpaKmuueckas nodzomoska OpopmieHHE J0roBOpa Kymwi- | 2(2)
MPOJAXH
IIpakTHYeckoe 3aHATHE, 8 M. Y. npaKmuieckas noozomoska OdHopmieHHE TOTOBOpa apEeHIbI 2(2)
IIpakTHyeckoe 3aHATHE 6 M. 4. npaKmuueckas no02omoeka 11peTeH3nOHHbIE TChMa 2(2)
IIpakTnyeckoe 3aHsATHE 6 M.4. NPAKMUYecKas noocomosxka U ckoBble 3asBICHUS 2(2)

Tema 5. Conep:xaHue yueOHOro MaTepuaJia

IHousTue

JIOKYMEHT0060poTA, 1.CoctaB u y4er odbema JHOKyMeHTooOopoTa mpennpustuil. Opranuzaius paboThl ¢ BXOJALICH,

perucrpanus HCXOJAIIEH U BHYTPEHHEN TOKYMEHTALUEH 4

JIOKYMEHTOB 2. basbl JaHHBIX Ul XpaHeHHs JOKyMeHTOB. Pabota ¢ 3anpocamu. Pabota ¢ anekTpoHHBIMU

JOKYMCHTAMM.




NMPAKTHYECKHUX 3aAHATHIA U J1a00PATOPHBIX padoT

IIpakTHyeckoe 3aHsAATHE, 6 M.U. NPAKMUYECKAA N0O20moeKa ba3bl JTaHHBIX 2(2)
IIpakTHyeckoe 3aHsATHE, 8 M.U. npaKmuueckasa noozomoeka Pabota ¢ 3ampocamu 2(2)
IlpakTnyeckoe 3aHsATHE, 6 M.Y. HPAKMUYECKAA NO020moeKka Pabora C DIEKTPOHHBIMH | 2(2)
JTOKYMEHTaMH.
Tema 6. Conep:xanue yueOHOro MaTepuajia
Opranu3anus
OIEpPATHBHOTO u | 1L.Homenknarypa nen. UnauBuayanbHble, CBOAHBIE, IPUMEPHBIC U TUIIOBbIE HOMEHKJIATYPBI A€, 4
apPXHBHOTO 2.IloaroToBka M MOPSAOK Mepefaud Jell B apXHB. 3aKOHOJATENbHBIE aKThl U HOPMATHUBHO-
XpaHeHust METOAMYECKHE JOKYMEHTHI 110 apXUBHOMY XPaHEHHIO TOKYMEHTOB.
AOKYMEHTOB
NPAKTHYECKHUX 3aHATHII ¥ J1a00PATOPHBIX padoT 2(2)
IIpakTnyeckoe 3aHATHE, 8 M.U. NPAKMUYECKAA NOO20MOB6KA HOMEHKJIATYpa Jell 2(2)
IIpoMeskyTOUHasi aTTeCTAIUSA 3a4eT 2
Bcero: 50
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3. YCJOBUS PEAJIN3ALIMU ITIPOTPAMMBI YUEBHOW JUCIUTLIMHBI

3.1. Jlnsa peanu3anuyd MpOrpaMMbl  YIeOHOH JIMCIUIUIMHBI HMEETCS CICIUaIbHOES
MOMeEIICHHE: KaOWHET «J{OKyMEHTallMOHHOTO OOCCIICUCHHsI YIPABICHUM», OCHAIICHHBIN
o0opy/oBaHMEM: TIOCATOYHBIE MeCTa IO KOJMYECTBY oOydwarommxcs, pabodee MeCTo
NperoaaBaTess, J0CKa, TEXHUUECKIUMHU CPEJCTBAMK O0YYEHHsI: KOMITbIOTEPhI, MyJIbTHMEAUHHOE

o0opyi0BaHue, MPUHTEP.

[Tomenienust sl CaMOCTOSTENBHON pabOThl 00YYAIOMIMXCS OCHAIICHBI KOMITBIOTEPHOM
TEXHUKOM C BO3MOXKHOCTBIO IMOAKIIOUEHHUS K HH()OPMALMOHHO-TEJICKOMMYHUKAIIMOHHOW CETH
"UnTeprer" m oOecnedeHHeM JOCTyIla B 3JCKTPOHHYI HH(DOPMAIMOHHO-00pa30BaTEIBHYIO

cpeny o0pa3oBaTeIbHOM Opranu3anuu (Ipu HATUYUN).
3.2. UndopMannoHHoe odecriedeHue peasTu3anuu mMporpaMmmbl

Jnst peanu3anuy TporpaMMbl  OMOIHOTEUHBIH (OHI 00pa3oBaTEIbHON OpraHU3aAINH
JIOJKEH UMEET Ie4aTHbIE U/WIIM 3JeKTPOHHBIE 00pa3oBaTelbHble U MH(POPMAIIMOHHBIE PECYPCHI,

PEKOMCHAYCMBIX UL UCITOJIB30BAHUS B O6paSOBaTeJIBHOM Imponecce

3.2.1. lleyaTHbIe H3AAHNUS M 3JEKTPOHHbIE H3JaHNUS (3J1eKTPOHHBIE Pecypchl)

1. beikoBa, T. A. JlokyMeHTaImoHHOe obecrieyeHne yIpaBJiIeHUs
(menompon3BoCcTBO) : yuebHoe mocoome / T.A. brikosa, T.B. Ky3uenona, JI.B. Cankuna. — 2-¢
U3, mepepad. u qor. — Mocksa : MTHOPA-M, 2020.— 304 c. - ISBN 978-5-16-101961.

2. Tnanmwmii, E. B. JlokyMeHTaIlmOHHOE oOecTieueHre yrpasieHus : yaeOHoe mocoodue /
E.B. T'magmii. — MockBa : PUOP : HH®PA-M, 2020. — 249 c¢. — (Cpennee
npodeccronamsHOe 0OpazoBanue). - ISBN 978-5-16-103959-5.

3. KupcanoBa, M. B. Kypc nemnonpousBojcTBa: JOKyMEHTAIlMOHHOE oOOecreyeHue
ynpasienus | ydyeOHoe nocobue / M.B. Kupcanoa, 10.M. AkcenoB. — 6-¢ u3z., ucnp. u Jo1.
— Mocksa : THOPA-M, 2020. — 257 c. - ISBN 978-5-16-006789-6.

4. Kypasnesa, . B. OpopmisieM T0OKyMEHTBl Ha IEPCOHATBHOM KOMITBIOTEPE: IPAMOTHO U

KpacuBo :mpaktud. nocobume / W.B. XKypasneBa, M.B. XypaBnea. — Mocksa :

NH®PA-M, 2019. — 187 c. — (IIpocTo, kpatko, 6bicTpo). - ISBN 978-5-16-104892-4

5. CnpaBounas npaBoBas cucrema «KoHcynbTaHT mirocy:http:// www.consultant.ru

6. CnpaBounas cuctema «I apant». http://www.aero.garant.ru

3.2 JlonoTHUTEIbHbIE HCTOYHHKH
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1. Kypnan «/lenonpousBoactBo».
2. XKypnan «CekpeTapckoe Aeo».

3. XKypnHan «YnpaBieHHE IEPCOHATIOM.

3.2.4. HopmaTUBHBbIE IOKYMEHTbI

1. ®enepanbusiii 3akoH "O06 snekrponnoi noamucu” ot 06.04.2011 N 63-D3.

2. ®enepanbubiil 3akoH "OO6 uHbOpMaMK, WHPOPMAIMOHHBIX TEXHOJOTUSAX U O
samute uHGopmarmu” ot 27.07.2006 N 149-D3(pea. ot 29.12.2020)

3.TOCT P 7.0.8-2013. HamumonanwpHblii cranmapt Poccuiickoii ®Denepammm.
Cucrema craHgapToB 10 uHGpOpMANMK, OWOIMOTEYHOMY U H3JATEIBLCKOMY JICiy.
Jlenonpou3BoICTBO W apXuUBHOE Jeio. TepMuHbl W ompeneneHus (yrB. I[lpukazom
Poccranpgapra ot 17.10.2013 N 1185-cT)

4.TOCT P 7.0.97-2016. HanwmonameHblii cranmapt Poccwmiickoit ®Deneparum.
Cucrema craHgapToB 10 uHGpOpMANMK, OWOIMOTEYHOMY U H3/ATEIBLCKOMY JICNy.
OpraHu3aliOHHO-PACIIOPAIUTENbHAS  JAOKyMeHTanus. TpeboBanus K odopmiieHuro
nokymentoB" (ytB. IIpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pea. ot
14.05.2018)
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4. KOHTPO.Ib
JUCHUIINHBI

N OHLEHKA

PE3YJIbTATOB

OCBOEHMSI YYEBHOM

PesyiabTaThl 00y4eHust

Kpurtepun onenkn

MeToabl OLIEHKH

B pe3yJibTaTe
JVCLIATUTHHEI
JIOJDKEH 3HAmb.
aKTyaJbHBIN MPo(ecCHOHANbHBIA 1
COLMAJIbHBIM KOHTEKCT, B KOTOPOM
OpUXOAUTCA paboTaTb U KUTb;
OCHOBHbIE UCTOYHUKHU
uHpOpMALIUK H  PECYpCHl  JUIS
pewieHus 3ajad M OpolieM B
poPeCCHOHATHPHOM u/vnm
COLIMAJIbHOM KOHTEKCTE;
QJITOPUTMBI BBIIIOJIHEHUS paboT B
npoeCCUOHATIBHON U CMEXHBIX
oOnactsx; Meroabl paboThl B
npoeCCUOHATBHON U CMEXHBIX
chepax; CTpyKTypy IUlaHa s
peleHus 3a/1a4; NOPSAA0K OLIEHKU
pe3ynbTaToB  pelIeHus  3ajad
npodeccuoHaIbHOM e TeTbHOCTH
HOMEHKJIaTypa HH()OPMALIMOHHBIX
UCTOYHHUKOB  TNPUMEHSEMBIX B
poeCCUOHAIBHON JIeATEeTbHOCTH;
pUEMBI CTPYKTYPHUPOBAHUS
uH(pOopMaLnu; dopmar
oopmiIeHHs pe3yIbTaTOB MOUCKA
uH(popManun
coJiepyKaHue
HOPMAaTUBHO-IIPABOBOU
JIOKYMEHTAllUH; COBpEMEHHas
HayyHas M  MNpodeccuoHalIbHAs
TEPMHHOJIOTHS; BO3MO>KHBIE
TPaeKTOPUU  MPO(HECCHOHATBHOTO
Pa3BUTHS U CAMOOOPA30BaHUS

OCBOCHUS
oOyyaromuiics

aKTyaJbHOU

IICUXOJOTHYCCKHC OCHOBBI
JEATENILHOCTH KOJIJIEKTHBA,
IICUXOJIOTHYECKHE  OCOOEHHOCTHU
JMYHOCTH; OCHOBBI  MPOCKTHOM
EATEILHOCTH

OCOOEHHOCTH  COLIHAJIBHOIO |

KyJIbTYPHOT'O KOHTEKCTA; IMpaBuia
opopMIIeHUS ~ JOKYMEHTOB u
MIOCTPOCHHS YCTHBIX COOOIIICHUH.

IPaMOTHO H3JIaraTh CBOHM MBICTH H
0pOpMIISTH JTIOKYMEHTBI o
npodeCCHOHAIbHONW TEMaTHKE Ha

rOCYIapCTBEHHOM SI3BIKE,

pacrio3HaBaHHe aJITOPUTMOB
BBITIOJIHCHUS pabor B
npoeCCHOHATBLHOH W CMEXHBIX
o0nacTsix; ONpeneleHue METOJ0B
paboTel B TNPOQECCHOHAIBHOW U
CMEXHBIX chepax; BBIOOP
orpeeeHue ONITUMAJIbHOM
CTPYKTYpHl IUIaHA [UIA  PEIICHHS
3aja4; MOHMMAaHUE TOPSJIKA OICHKH
pe3yIbTaToB peteHus 3amad
npodECCUOHATILHON  JESITEIBbHOCTH;
BbIOOp  Hauboiee  ONTUMAJIbHBIX
HUCTOYHHUKOB UHpOpMALIUU "
pecypcoB ISl pemieHus 3amgad |
po0jieM B mpodhecCHOHATLHOM U/UITH

COLIMATILHOM KOHTEKCTE;
OPUEHTHPOBAaHHE B  aKTyaJbHOM
HOPMAaTHUBHO-TIPABOBOU

JIOKYMEHTalUH; COBPEMEHHOMU
HayyHOM W mpodeccuoHanbHOM
TE€PMUHOJIOTHH; HOHUMAaHHue
MICUXOJIOTHYECKHUX OCHOB
JESATEIBHOCTH KOJIJIEKTHBA,
MICUXOJIOTHYECKHUX 0COOEHHOCTEM
JUYHOCTH;  BIQJIEHUE  3HAHUSAMHU
OCHOB paboOThl C JIOKyMEHTamH,

MOJArOTOBKM YCTHBIX M MHCbMEHHBIX
COOOIIIEHUI; 3HaHUE OCHOB
KOMIIBIOTEPHON I'PAMOTHOCTH; 3HaAHHE
MpaBWJI HAMMCAHUSA M MPOU3HOUICHUS
CIOB, B T.4. U TNpodeccHOHATbHOM
JIEKCUKH.

3HaHue bopm HEePBUYHBIX
OyXraiaTepckux JOKYMEHTOB,
COJIepXKaHUs TaKOW JOKyMEHTalluH,
MOHMMaHUEe crneuudukn padoTsl ¢
NEPBUYHBIMU OyXranTepcKuMu
JIOKyMEHTaMU

OrneHka
pe3yIbTaToOB
BBIIIOJTHEHUS
MPAKTUYECKUX
pabor.

OrncHka
BBIIIOJTHCHUS
CaMOCTOSITCIILHBIX
pador.

Tecr.

YcTHBIN Oompoc.
IInceMeHHBIN
orpoc.
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MMPOSBJIATH TOJICPAHTHOCTD B
paboveM KOJUICKTHBE
COBPEMEHHBIC cpe/cTBa u
ycTpoiicTBa HHPOPMATH3ALINH;
MOPAA0K ux MMPUMCHCHUA nu
nporpaMMHOe  o0ecrieueHue B
po(hecCHOHATTLHOM e TEIbHOCTH
npaBuiia TOCTPOCHHS MPOCTHIX H

CII0’KHBIX IIPEIIOKEHU I Ha
npodeccuoHanbHbIe TEMBI;
OCHOBHbIE 00111eyIOTPEOUTEIbHBIE
TJ1aroJibl (6brTOBAsS u
npodeccuoHalIbHAast JIEKCHKA);
JICKCUYECKU I MUHUMYM,
OTHOCSILUNCS K OITMCAHUIO

NPEMETOB, CPEJICTB U IPOILIECCOB
poeCCHOHAIBHON JIEATEIbHOCTH;

0COOCHHOCTH POU3HOIICHNUS;
ImpaBujia YTCHUA TCKCTOB
npodeccruoHaNbHON
HaIpaBJIEHHOCTH oOurue

TpeOoBaHUSI K OyXraiarepckomy
y4eTy B YacTH JOKYMECHTHPOBAHHUS
BCEX XO3IUCTBEHHBIX ACHCTBUNA U

onepanuii;

MIOHSITHE MEPBUYHOM
OyXTraJITepCKON JTOKyMEHTAIUH;
orpenienieHne MEePBUYHBIX
OyXTalnTepCKHUX JIOKYMEHTOB;
dbopMbI MePBUYHBIX
OyXTanTepCKuX JIOKYMEHTOB,
coJiepKaIInX o0s13aTenbHbIE
PEKBH3UTHI MEPBUYHOTO YYETHOTO
JIOKYMEHTa;

MOPSAIOK TIPOBEACHUSI TMPOBEPKH
MEPBUYHBIX OyXrajaTepcKux
JIOKYMEHTOB, dbopManbpHOI

NPOBEPKU JTOKYMEHTOB, IMPOBEPKU
0 CYIIECTBY, apHU(PMeTHUYEeCKOI
IPOBEPKH;

MIPUHIIUITBI u MPU3HAKU
IPYNIIUPOBKU IIEPBUYHBIX
OyXraJITepCKUX TOKYMEHTOB;
MOPAAOK IMPOBEACHUA TaKCHUPOBKHU
U KOHTHPOBKH MEePBUYHBIX
OyXraJTepcKuxX JOKyMEHTOB;
MOPSIOK COCTAaBIICHUS! PETUCTPOB
OyXTaJITepCKOTO y4eTa;

npaBWia M CPOKHM  XpaHCHHS
NEPBUYHOMN OyXranTepckoi
JOKYMEHTAIIUU
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B pe3yabpTare OCBOCHHUS
JUCLHUTIIUHBI oOyyaroruiics
JIOJKEH yMenb:

pacrio3HaBatb 3ajadyy W/
npobiieMmy B mpodeccHoHATEHOM
W/WIM  COIMAJIbHOM  KOHTEKCTE;
aHAM3UpOBaTh  3ajady  W/WIu
npobieMy W BBICHATH €€
COCTaBHBIE  4YacTH; OIPEACATh
ATalbl PENICHUs 3a]la4d; BBISBIIATH
u 3¢ heKTHBHO UCKATh
nHpopMaIro, HEOOXOAUMYIO IS
pelIeHHs 3a7a91 |/WIK POOIIEMBIL;

COCTaBHTb TUTaH JCHCTBUS;
OTIPENICTUTh HEOOXOMMbIE
pecypcsr;

BJIQJICTh AKTYaJbHBIMA METOJAMH
paboThl B TPO(ECCHOHAIBHOW U
CMEXHBIX cdepax; peaau3oBaTh
COCTaBJICHHBIA IUIaH; OIICHUBATH
pe3yNbTaT W TIOCICACTBUS CBOHMX
JIeHCTBUI (CaMOCTOATEIBHO WU C
MOMOIIIbIO HACTABHUKA)

ONpeAeNaTh 3aJauyd i IOHucKa

uH(pOopMaLnu; ONIPEIEIISTh
HE00X0IMMbIe HCTOYHUKH
uH(pOopMaLnu; IJIaHUPOBATh
IIPOLIECC MTOMCKA; CTPYKTYPHUPOBATh
HOJy4aeMyto nH(pOpMaIHIO;

BBIJICJIATE Hambojiee 3HAYUMOE B
nepeyHe MHGOpMaluy; OLIEHUBATh
IIPAKTUYECKYIO 3HAYUMOCTD
pe3ynbTaToB MOUCKA; O(OPMIISATH
pe3yJIbTaThl TOMCKA

OTpeNeNsTh aKTyaJbHOCTh
HOPMAaTHBHO-IIPABOBOU
JOKYMEHTALUU B
poeCCHOHAIBHON JCSITEIHHOCTH;
IPUMEHSTh COBPEMEHHYIO
Hay4YHYIO npodeccuoHalbHYI0
TEPMUHOJIOTHIO;  ONpPEAENsATh U
BBICTPANBATh TPaeKTOPHH
npoeCCUOHATBHOTO PAa3BUTUS U
caMmoo0pa3oBaHMs
OpraHu30BBIBATh paboty
KOJIJICKTHBA 17§ KOMaH/IbI;

BSaHMOI[CﬁCTBOBaTB C KOoJIICramu,

PYKOBOJICTBOM, KITMEHTAMH B XOJIE
po(ecCHOHATLHON IEATEIBHOCTH
IPaMOTHO M3JIaraTh CBOHM MBICITH H
0pOpMIISTH JIOKYMEHTBI o
po)eCCHOHAIbHONW TEeMaTHKEe Ha

BIIQJICHUE aKTyaJIbHBIMH METOJaMHU
paboTel B TNPOQECCHOHAIBHOW U
cMeXHBIX  chepax; dpdexTuBHOE
BBISIBJICHME M TIOUCK HHGOpMaIu,
COCTaBIICHHE OINTUMAIBHOTO IIJIaHA
NENCTBUN, aHAJIN3 HEOOXOOUMBIX IS
BHITIOTHEHUS  3a/laHusl, PECYPCOB;
OCYIIECTBJICHUE HCCIIEI0BATEIbCKOM

JIeATEeITbHOCTH, MIPUBOISIICH K
ONTUMAIbHOMY pe3yibTarty;
JIEMOHCTpAIHsl THOKOCTH B OOIIEHUU
c KOJUIETaMHu, PYKOBOJCTBOM,
MOAYMHEHHBIMA U 3aKa34MKaMH,
MIPUMEHEHUE CpEZICTB

MH(OPMALIMOHHBIX TEXHOJIOTUH IS
peleHus: npoQeccuoHaNbHbIX 3a/ay;

s dhekTuBHOE HCII0JIb30BAaHUE
COBPEMEHHOTO IPOTrPaMMHOTO
o0ecrieyeHus; KpaTko U YETKO
bopMyIHpoBaTh CBOHU MBICITH,

u3jnaratb ~ UX  JOCTYHOHBIM  JUIS
MMOHUMaHHUs criocoboM; 3¢ dexTuBHAs
pabota c NIEPBUYHBIMU
OyXTaJITepCKUMU JIOKyMEHTaMHU

OnecHka
pE3yIBTAaTOB
BBITIOJHEHMS
MIPAKTUYECKUX
pabor.

OrneHka
BBITIOJHEHHMS
CaMOCTOSITEIIbHBIX
pabor.

Tecr.

VYcTHBI onpoc.
IInceMeHHBIN
orpoc.
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roCyIapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJEPAHTHOCTH B
paboueM KOJUIEKTUBE

PUMEHSTh cpexncTsa
UH(OPMAITMOHHBIX TEXHOJIOTUI
JUTSL peUIeHUs PO eCCHOHATBHBIX
3aJ1a4; UCIOJIb30BaTh COBPEMEHHOE
porpaMMHOE 00ecTieueHHEe
MOHUMATH OOIIUN CMBICI YETKO
NPOM3HECCHHBIX BBICKA3bIBAHUN Ha
U3BECTHBIC TEMBI
(mpodeccroHaIbHBIC U OBITOBBIC),
MOHUMAaTh TEKCThl Ha 0a30BbIC

npoeCCUOHATLHBIC TEMBI;
y4aCTBOBATh B AJuajiorax Ha
3HAKOMBbIE oOrime u
npoQeCCHOHAIIbHBIC TEMBI;

CTPOUTH IPOCTHIC BBICKA3bIBAHUS O
cebe 1 0 cBoei podhecCHOHATBHON

eITEIIbHOCTH; KpaTKo
000CHOBBIBATH U OOBSICHUTE CBOU
IeHCcTBUSA (Texyiue U

IUTAHUPYEMBIE); TTUCAaTh IPOCThIE
CBSI3HBIE COOOIIEHMS HAa 3HAaKOMbIE

1581071 MHTEPECYIOLINE
npohecCHOHANBLHBIE TEMBI
MMPpUHHUMATDH ITIPONU3BOJILHBIC
IEPBUYHbIC Oyxraiarepckue
JOKYMCHTHEI, paccMaTpuBacCMbIC
Kak MUCBMEHHOE J0Ka3aTelIbCTBO
COBEPUIECHUS XO3SIICTBEHHOMN
onepauuu 58051 MOJy4YEHUE
pa3peleHus Ha ee IPOBE/ICHHUE;
IIPUHUMATh IEpBUYHBIC

OyXxraaTepcKkue JIOKyMEHTHl Ha
OyMaxHOM HocuTene u (W) B
BUJE DJEKTPOHHOTO JIOKyMEHTa,

MOAITMCAaHHOTO BJIEKTPOHHOMN
MOJITHCEHIO;

MPOBEPATH HaJIm4une B
MIPOU3BOJIbHBIX MIEPBUYHBIX
OyXTanTepCcKux JIOKYMEHTaX

00s13aTeNIbHBIX PEKBU3UTOB;
MPOBOAUTH (POPMANIbHYIO IPOBEPKY

JIOKYMEHTOB, MPOBEPKY o
CYUIECTBY, apuhMETHUIECKYIO
MPOBEPKY;

MIPOBOAUTH TPYyHIUPOBKY
MEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB TI0 PsiIy PU3HAKOB;
MPOBOJUTH TaKCUPOBKY 3
KOHTHPOBKY MIEPBUYHBIX
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OyXTanTepCKHUX TOKyMEHTOB;

OpraHU30BbIBAThH
JIOKYMEHTOO000pOT;

pa3oupaThCs B HOMEHKJIATYpPE e,
3aHOCUTH JAaHHBIC 110

CrpyNIHUPOBAaHHBIM JJOKYMEHTaM B
PETUCTPBI OYXTaJITEPCKOTO YUeTa;
nepenaBaTh MepPBUYHbBIC
OyXxraJiTepckue  JIOKYMEHTHl B
TEKYIIUN OyXTaldTepCKUi apXuB;
nepenaBaTh MIEPBUYHBIC
OyxraiaTepckue  JOKYMEHThl B
MOCTOSIHHBIA apXWB 0 UCTCYCHUHU
YCTaHOBJICHHOT'O CPOKA XpaHEHUS;
WCIIPABIISATH OIMUOKU B TICPBUYHBIX
OyXranTepcKuX JOKYMEHTaXx;
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