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COJEP)KAHUE

OBLIASI XAPAKTEPUCTHUKA PABOYEN IPOrPAMMBI YUEBHOI1
JUCHUIINHBI

CTPYKTYPA U COAEP)KAHUE YYEFHOM TUCIUATLINHBI
. YCJOBUSA PEAJIM3ALIMA YYEBHOM JUCHUILIUHBI

. KOHTPOJIb M OLIEHKA PE3YJbTATOB OCBOEHMSI YYEBHOIA
JUCHUTINHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOYEHlI MNPOIPAMMBI YYEBHOI1
JTUCHUIINHbBI

1.1. MecTO TMCUMIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpamMMbl

VYuebHas nucuMIUiMHA «/{oKyMeHTanmoHHOEe o0ecreueHne YIpPaBICHUS» SIBIISETCS
00s3aTeNnbHOM  4YacThi0  001IEenpO(ecCHOHANBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTeilbHOMN
nporpammbel B cootBerctBUU ¢ PI'OC CIIO no cnenmansHoctH 38.02.01 DOxoHOMMKA U
OyXTaJITEPCKHI yUeT (110 OTPaCciIsiM).

VYuebnas gucuumuuHa OIL03  JlokymeHTannoHHOEe  OOecleYeHHe  yIpaBIICHUS
obOecnieunBaeT (popMupoBaHUE MPOPECCHOHANBHBIX M OOIIMX KOMIIETEHIMH 1O BCEM BUIAM
nesrenpbHocT PI'OC CIIO no crenmansHocTH 38.02.01. DKOHOMHUKA M OyXTraaTepCKUil yder
(mo otpacnsam). Ocoboe 3HaUeHHE AUCHUILIIMHA UMeeT npu dopmupoBanuu U pazputuu OK 01,
OK 02, OK 03, OK 04, OK 05, OK 09, OK10, TIK 1.1.

1.2. He.]'lb U IINTIAHUPYEMBIC PE3YJbTATHI 0CBOCHUSA TUCHHUIIINHBI
B paMKax IporpamMmbl yqe6H0171 JUCIHUITIIMHBI 06y‘laIOIJ_II/IMI/IC$I OCBAanUBAOTCs CJICAYIOIINC
YMCHUA U 3HAHUA

Kon Ymenus 3HaHus
I1K, OK
OK 01 pacno3HaBaTh 3a1auy W/WJH | aKTyaJbHBIH po¢eCCHOHATbHBIN u

npobieMmy B Npo(ecCHOHAIBHOM | COIMANbHBIA ~ KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHBIC
AHAIN3UPOBATh 3ajaqy W/WAM | UCTOYHUKU HHQOpPMAIMM U Pecypchl AJs
npoOjeMy M BBIIEIATH €€ COCTaBHbIEC | pelleHus  3ajad M [OpobieM B
YacTH; OMNpPEAENATh 3Talbl pPEleHUs | IPo(hecCHOHATBHOM W/MIU  COLMAJIbHOM
3aJaud; BBIABIATH U D(PPEKTUBHO | KOHTEKCTE;

UCKaTh MH(pOpPMaLMIO, HEOOXOJUMYIO | ITOPUTMBI  BBIMOJIHEHHA  paboT B
JUIs  pelleHus  33Jadyd  W/HWIM | Tpo(ecCHOHANBHOM U CMEXHBIX 001acTsX;

pOoOJIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IUIaH JeUCTBUS; | CMEXHBIX cepax; CTPYyKTypy IJIaHa ajs
OTNpeeIUTh HEOOXOAUMBIE PECYPChI; | PELIEHUs]  3ajad;  MOPSJOK  OLEHKHU
BJIAJETh  AKTyaJbHBIMH  METOAAMM | PE3YJIbTATOB pelIeHus 3a1a4y
paboTel B mpodecCHOHATBHOW U | MPO(eCcCHOHANBHOM JesITeNbHOCTH
CMEXHBIX  cdepax;  peaqu3oBaTh

COCTaBJICHHBIM  IUIaH;  OLICHHMBATH
pe3ynbTaT W MOCIHEACTBUS  CBOMX
OEHCTBUI  (CaMOCTOSITENIBHO WM C
MOMOIIbI0 HACTABHHKA)

OK 02 ONpEACNATh 3aJadd  JUIsl TIOWCKa | HOMEHKJIATypa UH(OPMAITMOHHBIX
uHpOpMaInH; OTIpeNIeNIATh | HCTOYHUKOB PUMEHSIEMBIX B
HEOOXOIMMBbIE WCTOYHUKH | TPOPECCHOHATHLHON TeSTEeTbHOCTH;
uHpOpPMallMK; TJIAHUPOBATh IPOLECC | MPUEMbI CTPYKTYPUPOBAHUS HH(POPMAIINH;
MTOMCKA; CTPYKTYpUpOBaTh | popmar opopMiIeHHs pe3yIbTaTOB MOUCKA
MOJy4aeMyto uHopMalio; | nHpopMaluu

BBIAEIATL HaunOojee 3HAa4YMMOE B
nepeyHe UWHGOpMANUU; OIEHUBATh
MPaKTUYECKYIO 3HAYMMOCTD
pe3ylbTaTOB  MOUCKA,  O(OPMIISTH
pe3ybTaThl MOUCKA




OK 03

OINpPECIIATh
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTallul B Ipo¢ecCHOHATbHON

AKTYaJIbHOCTbH

JACATCIIbHOCTH, INPHUMCHATH
COBPEMEHHYIO HAay4YHYIO
npoeCCHOHATIBHYIO TEPMHUHOJIOTHIO;
OIIpe/IeIISTh u BBICTPAUBATh
TPaCKTOPUHU npo(heCcCHOHATBHOTO

Pa3BUTHA U CaM006paSOBaHI/IH

COJZICp)KAHWE aKTyaJbHOW HOPMATHBHO-
[IPaBOBOM JOKyMEHTAllUH; COBPEMEHHAs
Hay4YHast u npodeccroHa bHas
TCPMHHOJIOTUA; BO3MOKHBIC TpPACKTOPUU
podeCcCHOHATHLHOTO pa3BUTHUS u
camoo0pazoBaHus

OK 04 OpPTaHW30BBIBATH PA0OTYy KOJUIEKTHBA | TICUXOJIOTMYECKUE OCHOBBHI JIEATEIHLHOCTH
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJUJICKTHBA, MICUXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JUYHOCTH; OCHOBBI
KIIMEHTaMH B X0JIe | MPOEKTHOM J1eATeIbHOCTH
poeCCHOHAIBHON e TEIHHOCTH

OK 05 rPaMOTHO U3JIaraTb CBOM MBICIH U | OCOOCHHOCTH COLIMATIBLHOTO U KYJIbTYPHOTO
0pOpMITSTH JIOKYMEHTBI 0 | KOHTEKCTA; MpaBUJIa oopMIICHHS
npodeccCHOHaNbHOM  TeMaTUKE Ha | JOKYMEHTOB M  TOCTPOCHUS  YCTHBIX
TOCY/IapCTBEHHOM SI3bIKE, MPOSBIATH | COOOIICHUN
TOJIEPAHTHOCTh B pabouem
KOJUICKTHBE

OK 09 MPUMEHSITh CPEICTBa | COBPEMEHHBIE CpPEICTBA M YCTPOICTBa
WH(OPMAIMOHHBIX TEXHOJIOTUH JUIs | MHPOPMATH3AIUY; MTOPSITOK 170
pemieHuss NpodecCUOHATIBHBIX 3a/1ay; | IPUMEHEHUS u MPOrpaMMHOE
UCIIOJIb30BATh COBpeMEeHHOE | oOecrieueHe B mpodeccrnoHabHON
mporpaMMHoOe obecriedeHmne JIESITEIIbHOCTH

OK 10 NOHMMATh OOIIMH CMBICA  YETKO | IpaBMJia MOCTPOEHHUS MPOCTHIX U CIOKHBIX
MPOM3HECEHHBIX BBICKA3bIBAaHUN Ha | IpeUIOKEeHUH Ha  TpodeccHoHaTbHbIe
W3BECTHBIE TeMBI (TIpO(ecCHOHANIbHBIE | TEMBI; OCHOBHBIE OOIIEYNOTPEOUTEHHBIC
U OBITOBBIC), MOHUMATh TEKCTHl Ha | rmaronbl (ObITOBas M mpodeccuoHambHas
0a3oBble TIPO(ECCHOHANIbHBIE TEMBI; | IEKCHUKA); JICKCHYECKUI MUHUMYM,
y4acTBOBATh B IMAIOTaX Ha 3HAKOMBIE | OTHOCAIIMICS K OMNHCAHUIO MPEIMETOB,
obmue u npodeccruoHaIbHBIE TEMBI; | CPEACTB M MPOIECCOB MPOPECCHOHATBHOM
CTPOUTH TMPOCThIE BBHICKA3bIBAaHUS O | AECATEIHHOCTH; 0COOCHHOCTH
cebe M 0 cBoeil mpodeccnoHaTbHOM | MPOU3HOIIEHNUS; MTpaBWla YTEHUS TEKCTOB
JESTENIbHOCTH; KPaTKo OOOCHOBBIBATH | Mpo(deccHoHaNbHON HAIPaBIEHHOCTH
U OOBSCHUTL  CBOM  JCHCTBHS
(Tekylye W IUTAaHUPYEMBIe); TMHCATh
MPOCTBIC CBSI3HBIC COOOIICHHS Ha
3HAKOMBIE WIH UHTEPECYoIIne
po(eCCHOHATBHBIC TEMBI

[IK 1.1 | npuHUMAaThH MPOU3BOJIBLHBIC | 00ImKEe TpeboBaHUS K OyXTraaTepcKoMy
MIEPBUYHBIC OyXrajtrepckue | yueTy B YacTH JIOKYMCHTHPOBAHHS BCEX
JIOKYMEHTBI, paccMaTpUBaeMble KaK | XO3SIMICTBEHHBIX JEHCTBUI U OTepaIuii;
MTUCHEMEHHOE JIOKa3aTeNIbCTBO | IOHATHE  TEPBUYHOM  OyXTalnTepcKon
COBEpIIICHHUS XO3SUCTBEHHON | TOKYMEHTAIUH;
orepanuu WIH MOJIYYCHUE | ONPEICIICHUE TEePBUIHBIX OYXTalITePCKUX
pa3peliieHus Ha ee IPOBEICHUE; JIOKYMEHTOB;

MPUHUMATH MEPBUYHBIC | JOPMBI  TEPBUYHBIX  OYXTaITEPCKHX
OyxraiaTepckue JTIOKYMEHTBI Ha | TOKYMEHTOB, COJEpXKaIlUX O00s3aTelbHbIC
OyMa)XHOM HOCHUTENE W (WIu) B BUJIE | PEKBU3UTHI MIEPBUYHOTO YY4ETHOTO
AIIEKTPOHHOTO JIOKYMEHTA, | JOKYMEHTA;

MOJIMMCAHHOTO AIIEKTPOHHOHU | MOPSJIOK IPOBEJICHUS MIPOBEPKHU
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TIOJITHCEIO;
MMPOBCPATL HAJIMYUC B IMPOU3BOJIbHBIX
NEPBUYHBIX OyXralnTepcKux
JIOKYMEHTaX 00s13aTeNTbHBIX
PEKBU3UTOB;

OPOBOIUTH (DOPMANBbHYIO TIPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(METHUECKYIO TPOBEPKY;
IIPOBOAMTH TI'PYNIMPOBKY INEPBUYHBIX
OyXraiaTepckux JOKYMEHTOB IO Py
IIPU3HAKOB;

IIPOBOAMUTH TAKCUPOBKY U KOHTHUPOBKY
IIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

OpPraHU30BBIBATH IOKYMEHTOO0OPOT;
pa3z0buparbcs B HOMEHKIIAType Jell;
3aHOCUTh JlaHHbBIE 10
CIPYNIHUPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNITEPCKOTO YUETa;
nepesaBaTh IIEPBUYHBIE
Oyxrajrepckue JIOKYMEHTBI B
TEKYIIN OyXTranTepCcKuil apXuB;
nepeaaBaTh [IEpBUYHbIE
Oyxranrepckue JIOKYMEHTBI B
MOCTOSIHHBI apXUB IO MCTEYEHUH
YCTaHOBJIEHHOT'O CPOKA XPAaHEHUS;
UCHPABIATh OLIMOKM B TEPBUYHBIX
OyXTaJITepCKUX TIOKYMEHTAX;

MEPBUYHBIX OYyXTaNTepCKUX JOKYMEHTOB,

dopmanbHOH  TPOBEPKH  JOKYMEHTOB,
MIPOBEPKHU IO CYIIECTBY, apu(MeTHIeCcKOM
IIPOBEPKU;

OPUHLMIIBI ¥ TPU3HAKU TPYNIHPOBKU

IIEPBUYHBIX OYXTaNTEPCKUX JOKYMEHTOB;
NOPSAJOK  IPOBEIEHUS TAaKCUPOBKU H
KOHTUPOBKH TIEPBUYHBIX OYXTaJITEpPCKUX
JIOKYMEHTOB;

MIOPSIIOK COCTAaBJICHUS
OyXrajnTepcKoro yuera;
IIpaBUjla U CPOKM XPaHEHHUs IIEPBUYHOMN
OyXrajnTepcKkoil JOKyMEeHTaluy;

pErucTpoB

JImaHOCTHEIC PE3YIBTATHI pCAJIM3allur MMPOTrpaMMbl BOCITUTAHUA

JIP 13 MoOTHBHUPOBAHHBIN K KAYECTBEHHOMY TPYAY

JIP 14 YMeromuil peain30BaTh JIMICPCKUE Ka4eCTBA HA MPOU3BOJICTBE

JIP 15 OTKpBITHIN K TEKYIIUM U NEPCIEKTUBHBIM U3MEHEHUSM B MUpPE TpyJa U
npodeccuil.

JIP 16 ["oToBBIH K TpohecCHOHANBbHON KOHKYPEHIIMM U KOHCTPYKTUBHOM peakiuy Ha
KPUTHKY

JIP 17 ['nOko pearupyromuii Ha NOSIBJIEHWE HOBBIX (POPM TPYIOBOM IEATEIBHOCTH,

TOTOBBIN K X OCBOECHHUIO.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BU/bI Y4eOHO# padoThl

Bua yueOHoii padoThl O0bem yacon

O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIIUHbI 50

B TOM YHUCJIC:

TEOpeTUIeCcKoe o0ydeHne 20

MIPAKTUYCCKUEC 3AHITHS 8 M. Y. NPAKMUYECKAA NOO20MOBKA 30 (30)

HpOMe)KyTO‘lHaﬂ aTrecranmus 3a4€T




2.2. TemaTn4eckuii IJIaH U COlep:KaHMe y4eOHON TUCHMILVINHBI «/l0oKyMeHTallHOHHOEe o0ecTieYeHne YIIPABJICHHUD)

HanmenoBanmue Conep:xanue yueOHOro MaTepuaia u (pOpMbl OPraHU3AUMHU AeATeIbHOCTH 00y4aAI0 U XCH Ob6bem | @opmupyemble
KOMIIeTeHIIMH
pa3/iesioB U TeM B yac
1 2 3 4
Tema 1. Conep:xanue yueOHOro MaTepuaJa
BBenenue. OK'1
JIOKyMeHT 1.3naueHne W coaepKaHWE IUCHUIUIMHBI «J{OKyMEHTalMOHHOE OOECIICYeHHE YIPABICHUS.
cucTeMa [ToHsiTHE TEPMUHOB <«JIOKYMEHT», <«IOKYMEHTUPOBAHHEY», <«IOKYMEHTAllMOHHOE ObOecreyeHue 2
IOKYMeHTALNH yIpaBiIeHUsY. YHU(PUKALUS U CTAHJAPTU3AINH YIPABIEHYECKUX JOKYMEHTOB.
Tema 2. Conep:xanue yueOHOro MaTepuaJia
Opranu3anmoHHo- OK9
pacnopsnTeIbHbIE 1. OpraHu3aliOHHBIE JOKYMEHTBI — YCTaB, YYpPEAUTEIbHBIE JOTOBOpP, MOJIOXKEHUE. OK 5
OKYMEHTBI PacniopsiiuTenbHble TOKYMEHThl — IpUKa3, pacHopshKEHHE, yKa3aHue, MOCTaHOBIICHUE, 5 [IK1.1
penieHue, HHCTPYKLHUSI, MPOTOKOJL.
2. CnpaBo4yHO-MH()OPMAIIMOHHBIE JOKYMEHTBHI: CIIy)KeOHas 3ammcka, OOBSCHHUTEIbHAS
3almcKa, akT, CIpaBKa, CIyKEOHbIE MIChbMa

MPAKTUYECKUX 3aHATUN U B TOM UUCJIE PAKTUYECKAs MOArOTOBKA 6 (6)

IIpakTHYeckoe 3aHATHE 6 M.4. npaKmuyeckas noozomoeka OpraHu3alvoOHHbIE JOKYMEHTBI: 1T 2(2)

YUCJIEHHOCTb, paClMCaHue, JOKHOCTHAS. MHCTPYKIIMS

IIpakTuyeckoe 3aHATHES M.Y. HPAKMUUECKAA NOO20MO6Ka PacriopsauTesbHbIE JTOKYMEHTHI: 2(2)

MIPHUKa3, pPaclopsuKeHUe, yKa3aHue

IIpakTnyeckoe 3aHsiTHe. 6 m.u. npakmuyeckas noozomogka CripaBOYHO-UH(POPMALIMOHHBIE 2(2)

JIOKYMEHTBI: TOKJI, 00BSCHUTENbHAS, aKT, IPOTOKOJ, CIpaBKa
Tema 3. Conep:kanue y4eOHOIro MaTepuaa
Kanposas
JOKYMEHTALHSI 1.JlokymeHTHpOBaHWE TPYIAOBBIX TMpaBOoOTHOIIEHUH. CocTaB W OCOOEHHOCTH OQOpPMIIEHUS ) OK 9

JOKYMEHTOB M0 JTUYHOMY cocTaBy. [Ipuka3bl o TMYHOMY COCTaBY OK6

2.KommekroBanue Tu9HOTO nena. ABroouorpadus. Pesrome. 3asBieHue o mpueme Ha padoTy..
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MPAKTUYECKUX 3aHATUN U B TOM YHCJIE IPAKTUYECKAs MOArOTOBKA 8 (8) I1K1.1

IlpakTHyeckoe 3aHsATHE 6M.4. npaKkmuueckas noozomoska. OdopmieHHE NPUKA30B 110 | 2(2)

JIMYHOMY COCTaBY.

IIpakTHYeckoe 3aHATHE, 6M.4. NPAKMUYECKAa nod2omoska OPopmIIeHHE CIIPABOK, JIOKIAIHOH | 2(2)

U CIIy>)KEOHOM 3alMCKH, aKTa.

IIpakTHYecKoe 3auATHE, 6 M.4. npaKmuueckas noozomosxka OPopMIEHHUE TPYIOBOTO JIOTOBOPA, | 2(2)

MpHKa3a o npueme Ha padoTy

IIpakTuyeckoe 3aHATHE, 8 M.4. npaKmuveckas noozomoexka OdhopmiieHIE TPYIOBON KHIKKH 2(2)
Tema 4. Conep:xaHue y4eOHOro MaTepuaJia
JdorosopHo- 1.ITonsitust norosopa. Buibl 70roBopos. OK 3
npasBoBasi 2.11paBuna opopMiIeHUS IPETEH3UOHHBIX MTUCEM. 6 OK 7
JAOKYMEHTAIUsl 3 ®opMyIsIp HCKOBOTO 3asiBICHUs, TPeOOBaHMSI K €r0 0(hOPMIICHHIO [IK1.1

NPAKTUYECKUX 3aHATHUH U J1a0OPATOPHBIX PadoT 8 (8)

IIpakTnyeckoe 3ausiThe, ¢ m.u. npakmuueckas nodzomoska OQopmieHHE JOrOBOpa KyIwH- | 2(2)

IPOJTAKH

IIpakTuyeckoe 3aHsTHE, 8 M.4Y. npaKmMmuyieckasa noozomoexa OhopmiieHHE T0roBopa apeHIbl 2(2)

IIpakTuyeckoe 3aHsATHE 68 M.U. npaKmMuueckas noo2omoeka l1peTeH3noOHHbIE THChMa 2(2)

IIpakTuyeckoe 3aHATHE 68 M.4. nPpaKmMuueckas no02omoeka MCKoBbie 3asiBICHUS 2(2)
Tema S. Coaep:xaHue yueOHOro MaTepuasa OK2
Iousitue OK 8
JI0KYMEHT0000poTa, 1.CocraB u yueT oObeMa JOKyMEHTOOOOpoTa mpeanpustuil. Opranuzaius paboTsl ¢ BXOISIIEH, MK 1.1
perucrpauus UCXOJIATICH U BHYTPEHHEH TOKyMEHTAIUEeH 4

2. ba3pl maHHBIX 1Jia XpaHEHHUs NOKyMEHTOB. Paborta ¢ 3ampocamu. PaGoTa ¢ 31MeKTpOHHBIMHU
JOKYMEHTOB

JTIOKYMEHTaMH.

MPAKTUYECKHUX 3aHATUN U B TOM YHCIIE MPAKTUYECKask MOATOTOBKA 6 (6)

IIpakTnyeckoe 3aHsATHE, 6 M.4. NPAKMUYECKAA NOO20M06Ka ba3bl TaHHBIX 2(2)

IIpakTHyeckoe 3aHATHE, 6 M.U. NpaKmuueckas noozomoexka Pabora c 3arpocamu 2(2)




IlpakTHYyeckoe 3aHATHE, 6 ML.YU. HPAKMUYECKAA N0020mosKka Pabota ¢ DIEKTPOHHBIMH | 2(2)

JOKYMEHTaMH.
Tema 6. Coaeprxanue yueOHOro MaTepuasa OK 5
Opranuszanus OK9
OIepaTHBHOIO 1.Homenknarypa nen. MnauBuayaibHble, CBOAHbBIE, IPUMEPHbIE U TUIIOBbIE HOMEHKJIATYpPBI €. 2 OK 10
APXHBHOIO 2.IloaroTroBka M TOPSAOK Tepenavyd Jel B apXuB. 3aKOHOJATEJIbHbIE aKThl U HOPMAaTHUBHO- K 1.1
XpaHeHust METOAMYECKHE JOKYMEHTHI [10 ApXUBHOMY XPaHEHHIO JOKYMEHTOB.
AOKYMEHTOB

NMPaAKTHYECKUX 3aHATHI U JIAOOPATOPHBIX padoT 2(2)

IIpakTHyeckoe 3aHsITHE, 68 M.4. NPAKMUYUECKAA ROOZOMOGKA HOMEHKIIATypa JIel 2(2)
IIpoMeskyTOUHasI aTTeCTALUSA 3a4eT 2
Bceero: 50
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3. YCJOBUS PEAJIU3AIIMHU ITPOTPAMMBI YYEBHOM AU CIHUILIAHBI

3.1. Jlna peanmuzanu MpOrpamMMbl Y4eOHOH JUCIMIUIMHBI HMEETCS CIHEIHaIbHOe
noMmenieHue: KaOuHeT «JlOKyMEHTallMOHHOTO OOECIeUCHHUs YIPaBICHHS», OCHAIICHHBIN
000pyIOBaHHWEM: TOCAJ0YHbIE MECTa 10 KOJUYECTBY OOydarommxcsi, pabodee MecTo
npernoiaBaTess, J0CKa, TEXHUIECKUMHU CPEJICTBAMU OOYYEHUS: KOMITBIOTEPHI, MYJIbTUMEINHHOE

o0opyoBaHue, MPUHTEP.

[TomemieHust i1 caMOCTOSITENBHON pabOThl O0YYarOMIMXCS OCHAIEHBI KOMITBIOTEPHOU
TEXHUKOM C BO3MOKHOCTBIO IIOAKIIIOYCHUA K I/IH(bOpMaL[I/IOHHO-TGJICKOMMYHHKaHI/IOHHOI;'I CCTU
"UaTepHer" W oOecleueHueM JOCTyla B JJIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaATEILHYIO

cpeny oOpa3oBaTenbHON OpraHu3aluy (TIPH HATUYUH).
3.2. UnpopMmanmnoHHoe obecniedeHHe peajin3alu NPporpaMmMbl

Jis peanmzanuu MPOrpaMMbl  OMOIMOTEYHBIH (OHI 00pa30BATEIIBFHON OpTraHU3AINH
JOJIKEH MMEeT TeyaTHbIe W/UIIK 3JIeKTPOHHBIE 00pa3oBaTeNbHbIE U HH()OPMALIMOHHBIE PECYPCHI,

PCKOMCHAYCMBIX IS UCITOJIb30BAHUA B O6pa3OBaTCJ'ILHOM mponecce

3.2.1. IleyaTHbIe M3JAHUSA U YJICKTPOHHBbIC H3AaHNS (3JICKTPOHHBIE pecypchl)

1. beikoBa, T. A. JIoKyMeHTaIlMOHHOE o0ecrieueHue yIpaBJIEeHUs
(menompon3BoICcTBO) : yueOHoe mocodue / T.A. beikosa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢
u31., nepepad. u gon. — Mocksa : UHOPA-M, 2020.— 304 c. - ISBN 978-5-16-101961. 3BC

2. T'mapumit, E. B. JlokymeHTanmoHHOe obecnieueHue yrnpaBieHus : yueOHoe nocobue /
E.B. TI'maguii. — MockBa : PHUOP : HUH®OPA-M, 2020. — 249 c. — (Cpennee
npodeccronanbHoe oopazoBanue). - ISBN 978-5-16-103959-5.96C

3. KupcanoBa, M. B. Kypc npemompou3BojacTBa: JOKYMEHTAIIHOHHOE OOECIIcUueHUE
ynpasieHus : yuebHoe nocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-e u3[., UCHp. U JIOM.
— Mocksa : UTHOPA-M, 2020. — 257 c. - ISBN 978-5-16-006789-6. ObC

4. XKypasneBa, 1. B. OdopmiseM [IT0OKyMEHTHl Ha TEPCOHAJIBLHOM KOMIIbIOTEPE:
rpaMOTHO M KpacuBo :mpaktud. mocooue / N.B. XKypasnera, M.B. KypasneBa. — Mocksa :
NH®PA-M, 2020. — 187 c¢. — (Ilpocto, kpatko, ObicTpo). - ISBN 978-5-16-104892-4 5bC

5. CnpaBounas npaBoBas cucreMa «KoHcynsTanT miroc»:http:// www.consultant.ru

6. CnpaBounas cucrema «["apanT». http://www.aero.garant.ru

3.2 JlonoTHATEIbHbIE HCTOYHUKHT
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http://www.consultant.ru/

1. XKypnan «/lemonpon3BoacTBOY.
2. XKypuan «Cekperapckoe JAemom.

3. XKypnan «YmpapieHue nepcoHamoM.

3.2.4. HopmaTuBHBIE JOKYMEHTbI

1. ®enepanbuslii 3akoH "O0 snekrponHoii noanucu" N 63-D3.

2. ®enepanbubiii 3akoH "O0 uHboOpMalyy, MHOOPMAITMOHHBIX TEXHOJOTHSX U O
samute nuHGopmanuu" N 149-D3 (pex. ot 29.12.2020)

3.TOCT P 7.0.8-2013. Hamumonanenbii cranmapt Poccuiickoii denepanuu.
Cucrema crangaproB 1o wuHpopMmanuu, OMOIMOTEYHOMY M H3AATEIBCKOMY JENy.
Jlenonpon3BoACTBO U apxuBHOe aeno. Tepmuubl u omnpexaeneHus (yrB. I[Ipuxazom
Poccrannapra ot 17.10.2013 N 1185-cT)

4.TOCT P 7.0.97-2016. HamumonanbHbiii ctangapt Poccuiickoit ®Depepanuu.
Cucrema crangaproB 1o wuHpopMmanuu, OMOIMOTEYHOMY M H3AATEIBCKOMY JENy.
OpraHu3alioOHHO-PACIIOPAIUTENbHAS  JOKyMeHTauus. TpeboBaHus K  OQPOPMIICHUIO
nokymeHnToB" (ytB. IIpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pea. ot
14.05.2018)
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4. KOHTPO.Ib
JUCHUIINHBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeToabI OLIEeHKH

B pe3yJibTare
JICITUTLIAHBI
JOJIKEH 3HAMb '
aKTyaJbHbIH MPO(ECCHOHATBHBIN 1
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
OPUXOAUTCS paboTaTh ¥ IKHTBH;
OCHOBHBIE UCTOYHUKU
uHpopMalluu M pecypchl s
pemieHus 3agad U OpodieM B
poeCCUOHATHBHOM u/unm
COLIMAJIbHOM KOHTEKCTE;
QITOPUTMBI BBIIIOJIHCHUS PabOT B
NpOPECCHOHAIBHOW M CMEXHBIX
o0nacTsx; MeToabl paldoThl B
NpOPECCHOHAIBHOW M CMEXHBIX
chepax; CTPyKTypy IUIaHa MJis
peuieHust 3a/1ay; MOPSIOK OIEHKH
pe3ynbTaTOB  pEUIeHUs  3ajad
PO EeCCHOHAIBHON JEATEIHHOCTH
HOMEHKJIaTypa WH(GOPMAIIMOHHBIX
UCTOYHUKOB  TPUMEHSEMBIX B
npodecCHOHANBEHON eI TeNbHOCTH;

OCBOCHUS
o0 yJaronuiicst

IPUEMBI CTPYKTYPHUPOBaHUS
uHpOpMaInH; ¢dopmar
oopmIIeHHS Pe3yIbTATOB IOMCKA
uHpOpMaLun

COoZIepKaHue AKTyaJIbHOM
HOPMAaTHBHO-TIPABOBOM
JOKYMEHTAIIH; COBpEMEHHast
Hay4yHas M IpodeccruoHalbHas
TEPMUHOJIOTHS, BO3MOXHBIE

TPAeKTOPUU  TPO(PECCHOHATBHOTO
pa3BUTHA U caMO00pa30BaHUs

MICUXOJIOTHYECKHUE OCHOBEI
OCATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJOTHYECKHE  OCOOCHHOCTH
JIUMYHOCTH, OCHOBBI HpOGKTHOﬁ
EeITEIbHOCTH

0COOEHHOCTH  COLMAILHOTO U

KYJIBTYPHOTO KOHTEKCTa; IMpaBuia
odopmIteHUS JTIOKYMEHTOB u
MOCTPOCHUS YCTHBIX COOOIICHUH.

IPaMOTHO H3JIaraTh CBOW MBICTH U
0pOpMIISTH JIOKYMEHTBI no
MpoEeCCHOHAIBHOW TEMaTHKE Ha
rOCy/IapCTBEHHOM SI3BIKE,

pacrio3HaBaHHe JITOPUTMOB
BBITIOJTHEHUS pabot B
npoeCCHOHATLHOH M CMEXKHBIX
o0acTsX; OIpeaesieHHe METO/I0B
paboTel B TNPOPECCHOHAIBHOW |
CMEKHBIX chepax; BBIOOD
oTpeJiesieHUe ONTUMAIILHOU
CTPYKTYpbl TUIaHa JUISL  pPEIICHUS
3aja4; MOHMMaHUE IOPSIKA OLCHKU
pe3yabTaToB perteHus 3a1a4
npoeCCUOHATILHON  JICATEIbHOCTH;
BbIOOp  Hambosiee  ONTHUMAJIBHBIX
HMCTOYHHUKOB nH(pOpMaIUU u
pecypcoB JUIsl pelleHus 3aaad  H
mpo6ieM B MpodecCHOHATBHOM U/WITH

COLIMAJILHOM KOHTEKCTE;
OpPUEHTHPOBAaHWE B  AKTYyaJIbHOU
HOPMAaTUBHO-IIPAaBOBOM

JOKYMEHTALUK; COBPEMEHHOM
Hay4yHOH M mpodeccrHoHaIbHOM
TEPMUHOJIOTUH; ITIOHUMAaHHE
IICUXOJIOTUYECKUX OCHOB
NEeATEIbHOCTH KOJUIEKTHBA,
IICUXOJIOTUYECKUX 0coOeHHOCTEH
JUYHOCTH;  BJAJCHHE  3HAHUAMH
OCHOB paboTBl C JIOKyMEHTaMH,

MOJITOTOBKH YCTHBIX W THCHMEHHBIX
COOOIIIEHHI; 3HaHUE OCHOB
KOMIIBIOTEPHON TPaMOTHOCTH; 3HAHHE
MIPAaBUJI HAMCAHUS U MPOU3HOILIEHHS
CIIOB, B T.4. M Mpo(hecCHOHATLHON
JICKCHUKH.

3HaHUe bopm IIEPBUYHBIX
OyXrajaTepcKkux JIOKYMEHTOB,
COICp)KAaHUS TaKOW JOKYMEHTallWH,
MOHMMaHHE CIeHUPHUKH paboOThl ¢
MEPBUYHBIMH OyXraJlTepCKUMHU
JOKYMEHTaMHU

OrneHka
pe3yiabTaToOB
BBIIIOJTHEHUS
MPaKTUYECKUX
pador.

OrncHka
BBIIIOJTHEHUS
CaMOCTOSITEIILHBIX
pador.

Tecr.

YcTHBI ompoc.
IInceMeHHBIN
orpoc.
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OPOSIBJIATE  TOJICPAHTHOCTH B
paboueM KOJIEKTUBE

COBpPEMCHHBIC cpencTsa u
ycTpoiicTBa uHpOpMAaTH3aALINY;
NOPSIIOK WX  NPUMEHEHHS |
nporpaMMHOe  o0ecrieueHue B
poeCCUOHATBHOMN I TETbHOCTH
npaBWiia MOCTPOCHUSI TPOCTHIX M

CIIOKHBIX MpeIIoKEeHU I Ha
npodeccuoHabHBIC TEMBI;
OCHOBHBIEC O0O0IIECYOTPEOUTETHHBIC
TJ1aroJibl (ObrTOBAs "
npodeccuoHaIbHAs JICKCHKA);
JIEKCHUYECKUI MHUHUMYM,
OTHOCSIIHICS K OTIHCaHUIO

IPEIMETOB, CPEJCTB U IPOLECCOB
npodecCHOHaNBbHON eI TeNbHOCTH;

0COOEHHOCTHU IIPOU3HONICHHUS;
ImpaBujia YTCHUA TCKCTOB
npodeccruoHaNbHON

HaIpPaBJIEHHOCTU oOmiue

TpeOoBaHUSI K OyXrajarepckomy
yUeTy B 9aCTH JIOKYMCHTHPOBAHUS
BCEX XO3SMCTBEHHBIX MEUCTBUN U

onepanuii;

HOHATHE NePBUYHOMN
OyXTalITepCKON JOKYMEHTAIIUH;
orpeieneHne HEePBUYHBIX
OyXraiaTepckux JOKyMEHTOB;
bopmbI MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
coJiepKalIX o0s13aTeNbHbIe
PEKBU3HUTHI TEPBHYHOTO YUETHOTO
JIOKYMEHTA;

MOPSIZIOK  TIPOBEJICHHSI TTPOBEPKH
HEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, ¢dbopmanbHOi

IIPOBEPKU JTOKYMEHTOB, IPOBEPKU
0 CYyIIECTBY, apupMeTHYecKon

IIPOBEPKU;
TIPUAHITAITBL u MIPU3HAKH
IPYNIHAPOBKH HNEePBUYHBIX

OyXTaJITEPCKUX TOKYMEHTOB;
HOPSIOK TPOBEIEHUS TaKCHPOBKH
" KOHTHPOBKH MEPBUYHBIX
OyXraJaTepcKux JOKYMEHTOB;
MOPSIZIOK  COCTABIICHUSI PETUCTPOB
OyXraJTepcKoro yJera;

npaBWia M CPOKM  XpaHEHHS
NEPBUYHOMN OyXranTepckoit
JOKYMEHTAIUH
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B pe3yJyibTaTe
JUCITUTIAHBI
JIOJDKEH yMemb:
pacrio3HaBaTh  3adady  W/MIHU
npobjeMy B Mpo¢eCcCHOHATBHOM
W/UIX  COLIMAJBbHOM  KOHTEKCTE;
aHATM3UPOBaTh  3a7ady  W/WJIH
npobiieMy M BBIICHATH €€
COCTaBHBIE  YAaCTH;, ONPEACIATH
STambl PEIICHUS 3a]la4H; BBISIBIISATH
u 3 dexTuBHO UCKATh
uHpOpMaLIKI0, HEOOXOAUMYIO IS
PEIICHUS 3a/1a4i W/WUIH TIPOOJIEMBI;

OCBOCHUS
o0 yJaronuiicst

COCTaBUTh IJ1aH JICHCTBHS,
ONpeaeIuTh HEOOXO0IMMbIC
pecypchsl;

BJIQJETh AKTYaJbHBIMU METOJaMU

paboTel B Tpo(ecCHOHATBLHOU U
CMEXHBIX Ccdepax; pean30BaTh
COCTaBJICHHBIA IUIAaH; OILICHUBATH
pe3yNIbTaT M TIOCJICICTBUS CBOUX
JIEeHCTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIIbI0 HACTABHUKA)

OTpeAenaTh 3ajJauyd i TIOHucKa

uHpOpMaNNH; OIIpeEIATh
HE00X0IMMbIe UCTOYHUKHU
UHpOpMaINH; TUTAHUPOBATh
npoliecc MOMcKa; CTPYKTypUpPOBaTh
MOJIy4aeMyHOo nH(popMaILuio;

BBIJICNIATE Haumbojee 3HaYUMOEe B
nepeyHe MHGOpMaIUH; OLIEHUBAThH
IIPAKTUYECKYIO 3HAYUMOCTb
pe3yJbTaTOB TOHUCKA; OQOPMISATh
pE3yJIbTaThl TOMCKA

OTIpeNIeNsTh aKTyaJIbHOCTh
HOPMaTHBHO-TIPABOBOM
JOKYMEHTAIUH B
npodeccHOHaIBHOM eSTEIBHOCTH;
PUMEHSTh COBPEMEHHYIO
HayYHYIO npodecCHOHATBHYIO
TEPMUHOJIOTHIO;  OTPENCISITh U
BBICTPANUBATh TPaeKTOPUHU
MpOPECCHOHAIBHOTO Pa3BUTUSA U
camoo0pazoBaHus
OpraHU30BBIBATH paboty
KOJUIEKTUBA u KOMaH/IbI;

B3aUMOJICHCTBOBATh C KOJUICTAMH,
PYKOBOJICTBOM, KJIMEHTAMH B XOJIC
PO eCCHOHAIBHON JEATENHHOCTH
T'paMOTHO H3JjiaraTb CBOU MBICIIN U
oopMIATH JOKYMEHTBI o
npo(ecCHOHATLHON TEeMaTUKe Ha

BIIQJICHUE aKTYaJlbHBIMH METOJIaMH
paboTel B TpO(EeCcCHOHATLHOU U
cMeXHBIX  chepax; sddexTuBHOE
BBISIBJICHHEC W TIOMCK HH(OpPMAIIHH,
COCTaBJICHHE ONTUMAJILHOrO ILIaHa
IENCTBHUH, aHaIN3 HEOOXOMMMBIX IS
BBITIOJTHCHUST  3aJaHusl, PECypCoOB;
OCYIIECTBIICHUE HCCIEI0BATEIbCKON
JEeITEIbHOCTH, MIPUBOISIIICH K
ONTUMATLHOMY pe3yInbTary;
JEMOHCTpaIus THOKOCTH B OOIICHUH

c KOJLJIETaMH, PYKOBOJICTBOM,
NOJYMHEHHBIMH W 3aKa34MKaMU;
MIPUMEHEHNE CpeACTB

MH()OPMALIMOHHBIX TEXHOJIOTUH IS
pereHust npodecCUuoOHaIbHBIX 3a7aY;

s dexTuBHOE HCIIOJIb30BaHUE
COBPEMEHHOTO IPOTPaAMMHOTO
o0OecnieyeHus; Kparko U YETKO
(bopMynHpoBaTh CBOHU MBICIIH,
u3naraTb ~ MX  JOCTYHHBIM  JUIS
MMOHUMaHUs crocoboM; 3 deKTUBHAS
pabora c HEPBUYHBIMU

6YXraJITepCKI/IMI/I AOKYMCHTaMU

OrneHKa
pe3yabTaToOB
BBITIOJTHEHUS
MPaKTUYECKUX
pador.

Onenka
BBITIOJTHEHUS
CaMOCTOSATEIIbHBIX
pador.

Tecr.

YcrHblit onpoc.
[TucbmMeHHbBIM
OTpocC.
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rOCYAapCTBEHHOM SI3BIKE,
OpPOSIBIISITH ~ TOJICPAHTHOCTH B
paboveM KOJUICKTHBE

IPUMCHSTh CpeacTBa
MH(QOPMAIIMOHHBIX ~ TEXHOJOTUH
JUTSL perieHuss MpoeCCHOHATBHBIX
3a/1a4; UCIIOJIb30BATh COBPEMEHHOE
IPOrpaMMHOE 00ecrieyeHne
HNOHUMAaTh OOIIMII CMBICT YETKO
IPOM3HECCHHBIX BBICKA3bIBAaHMI Ha
U3BECTHBIC TEMBI
(mpodeccroHanbHbIe U OBITOBBIE),
NOHMMAaTh TEKCTHI Ha 0a30BbIC

npoQeCCuOHAIIbHBIC TEMBI;
y4yacTBOBaTh B  JMalOrax Ha
3HAKOMBbIE oOmue u
npodeccuoHanbHbIe TEMBI;

CTPOUTH IMMPOCTHIC BBICKA3bIBAHUA O
cebe 1 o cBoeil mpodeccnoHambHON

JeITEIIbHOCTH; KpaTKo
000CHOBBIBAaTH U OOBSICHUTHL CBOU
IeHCcTBUSA (Texyuiue u

IUIAHUPYEMBbIE); THCaThb IPOCThIE
CBSI3HBIE COOOILEHUSI Ha 3HAKOMBbIE

1507051 HHTEPECYIOIHE
npohecCHOHANBEHBIE TEMBI
MMPpUHHUMATDH IMPOU3BOJIBHBIC
IIEpBUYHbBIC OyxraiaTepckue
JOKYMCHTEI, paccMaTpuBacMbIC
Kak MUCBMEHHOE JO0Ka3aTeJIbCTBO
COBEPUIECHUS XO3SIICTBEHHOM
onepauuu 1781171 MOJIy4YEeHUE
pa3peleHus Ha ee IPOBE/ICHHUE;
IIPUHUMATh IIEpBUYHBIE

OyxraJITepCcKhe  JOKYMEHTBHl  Ha
OyMaxHOM HocHTene Hu (WJIH) B
BHJIE DJICKTPOHHOTO JOKYMEHTA,

MO CAHHOT O AJIEKTPOHHOU
MOJITHCEHIO;

MPOBEPSATH HaJIn4uue B
MIPOU3BOJIBHBIX MEPBUYHBIX
OyXrajaTepcKux JIOKYMEHTaxX

00s3aTeNbHBIX PEKBU3UTOB;
POBOJUTH (DOPMANBbHYIO IPOBEPKY

JIOKYMEHTOB, IIPOBEPKY o
CYILECTBY, apu(pMETHYECKYIO
MIPOBEPKY;

IIPOBOANTH IPyNIHPOBKY
MEePBUYHBIX OyXraiaTepckux
JIOKYMEHTOB I10 Psily IPU3HAKOB;
IIPOBOUTH TaKCHUPOBKY u
KOHTHPOBKY IIEPBUYHBIX
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OyXraiaTepckux JOKYyMEHTOB;

OpraHU30BBIBAThH
JIOKYMEHTOOOOPOT;

pa30upaThCs B HOMEHKJIATYpE JIeT;
3aHOCUTh JTaHHbBIE o

CTPYIIIMPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTAITEPCKOTO YUeTa,;
nepeaaBaTh NEPBUYHBIE
OyXraJiTepckue  JIOKyMEHTHl B
TEKYIIUI OyXTanTepCcKHii apXuB;
nepeaBaTh MIEPBUYHbBIE
OyxraJiTepckue  JIOKYMEHTHI B
MIOCTOSIHHBI apXWB 110 MCTCUYCHUH
YCTaHOBJICHHOTO CPOKA XPaHCHHUS;
UCTIPABJIATh OMIUOKH B MEPBUYHBIX
OyXTaJITepCKUX JOKYMEHTAaX;
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