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1. OBIIASI XAPAKTEPUCTHUKA TPUMEPHOII PABOYENl IPOTPAMMBI
YYEBHOM JUCHUILINHBI

1.1. MecTO TMCUHMIJIMHBI B CTPYKTYpP€e OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

VYyebnass aucuurmHa «JlokyMeHTallMOHHOE OO0ecredYeHUe YIpaBiICHUS
SBIISIETCS 00SA3aTENFHOM YacThi0 OOHIEMPOPECCHOHATBHOIO LUKIA MPUMEPHOU
OCHOBHOM o0Opa3oBarenbHOM mporpammbl B cooTBerctBun ¢ ®I'OC CIIO mo
cnenuanbHocTH 38.02.01 DxoHOMUKA U OyXTanTEepPCKU y4eT (110 OTPacisiaMm).

VYyebnas  nmucuummHa — OIL06  JlokyMeHTalnMoOHHOE — OOecredeHue
yhnpaBieHus obecrieunBaeT (GopMHpOBaHHE MPO(ECCHOHANBHBIX W OOMIMX
komneTeHOuii mo BceM Buaam aesTenbHocTH PI'OC CIIO mo crenuaibHOCTH
38.02.01. Dxonomuka u OyxranaTepckuit y4det (mo orpacisiMm). Ocoboe 3HaUEHUE
JUcuuIUIMHa umeeT npu gopmupoanuu u pazsutun OK 01, OK 02, OK 03, OK
04, OK 05, OK 09, OK10, IIK 1.1.

1.2. He.]'lb U IINTAHUPYEMBIC PE3YJbTATHI OCBOCHUS TUCHHUIIINHBI

VYuyebnas  mucummuimHa  OIL06  [JoxkymeHTalmoHHoe — oOecrieueHue
yhopaBieHus obecrnieunBaeT (HOpMUpOBaHHE MPOPECCHOHANBHBIX W OOIIMX
koMmneTeHuii mo BceM BuaaMm aesteabHOocTH PI'OC CIIO mo cmenmanabHOCTH

38.02.01. DxoHoMuKa 1 OyXraiaTepckuil yueT (1o oTpacisim).

Koo Haumenosanue oouux KomnemeHnuyui

OK ] | Beibupars crioco6sl perienus 3a1a4 NpopecCHOHANbHON JeSITEIbHOCTU IPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM;

3aj1a4 MPo(eCCUOHAIBHOM JIEATEIILHOCTH;

OK 2 | OcymiecTBisaTh NOKCK, aHAIN3 U MHTEPIIPETAINI0 HHPOPMAIMHU, HEOOXOAUMOM JUIsl BBINOTHEHUS

OK 3 | - llnanupoBats 1 peann3oBbIBaTh COOCTBEHHOE PO(ECCHOHAIBHOE U TMYHOCTHOE PA3BUTHE;

OK 4 | Paborath B KoJIEKTHBE U KOMaHe, 3Pp(HEeKTUBHO B3aUMOAEICTBOBATH C KOJUIETAMH,
PYKOBOACTBOM, KIIMEHTAMH,

Poccuiickoit ®eaepannu ¢ y4eToM 0COOEHHOCTEH COLMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

OK 5 | OcylecTBisAT YCTHYI0 M IHCBMEHHYH0 KOMMYHHMKALIMI0 HAa TIOCYJapCTBEHHOM  S3BIKE

Ha OCHOBE TPAJAMIIMOHHBIX 00IIEYEIIOBEUECKUX TICHHOCTEH;

OK 6 | IlposiBiATh rpaskaaHCKO-NaTPHOTUYECKYIO MTO3HIUIO, IEMOHCTPUPOBATh OCO3HAHHOE TIOBEJICHUE

OK 7 | ConelicTBOBaTh COXpaHEHHUIO OKPYKAIOILEH Cpesbl, pecypcocOepexeHHo, 3pHeKTuBHO
JeHCTBOBATH B YPE3BbIUAIHBIX CUTYALHSX;

OK & | HUcnone3oBaTs cpencTa Gu3nyecKoit KyabTyphl I COXPAHEHUs U YKPEIUICHNUS 3710POBbs B
nporecce mpoecCuOHANBHON AEATENTFHOCTH U MOAACPIKAHUSI HEOOXOIUMOT0 YPOBHS
¢u3nUeCcKol NOATOTOBICHHOCTH;




OK 9 | HUcnonb3oBath HHGOPMALMOHHBIE TEXHOIOIHHU B IPO(ECCUOHATBHOM AESTENbHOCTH;
OK 10 | Ilonb3oBatscs npoeccuoHanbHOM JOKYMEHTALUe! Ha TOCYJapCTBEHHOM M HHOCTPaHHOM
SI3bIKaX,;
OK 11 | Ucnonb3oBaTh 3HaHUS 0 (UHAHCOBOM I'PaMOTHOCTH, IUNIAHUPOBATH NIPEANPUHIMATENBCKYIO
JISSATEIILHOCTD B TIPO(eCCUOHAIBHOM cdepe.
Koo Haumenosanue npogheccuoHanbHvlx KomnemeHuuil

BII] 1. /lokymenmuposanue xX03a1cCHeEEeHHbIX Onepauuil u 6e0eHue
0yxzanmepcKoz20 yuema akmugos 0p2anu3ayuu

1IK 1.1

Obpabamvieamsb nepsuunvle Oyxeaimepckue O0OKYMeHnbl.

lIK 1.2

1IK 1.2. Pazpabamuvieams u co21acovléams ¢ pyKo80OCMEOM OP2aAHU3AYUU
pabouuti nian ciemos 6yxXeaimepcKo2o yuema opeaHu3ayuu

IIK 1.3.

1IIposooums yuem OenesxicHvix cpedcms, 0hopMiams OeHediCHbIe U
Kaccosvle 00KYMeHmbl.

IIK 1.4.

Dopmuposams Oyxearmepckue npo8OOKU O yiemy aKkmueo8 OpeaHu3ayuu
Ha 0CHO8e paboye20 NIaHa ciemos OyxXeaimepcKo2o yuema.

lIK 2.1.

Dopmuposams Oyxearmepckue npoeoOKU o yuemy UCMOYHUKO8 AKMUBOS
opeanu3ayuu Ha OCHoge paboye2o NIana ciemos 0yxeaimepcKo2o yuemad.

1IK 2.2.

Boinonnsame nopy4erusl pyKOGOdCﬂ’l@d 6 cocmadee Komuccuu no
UHeEHMAapusayuu dKmueo6 6 Mecmax €20 XpaHeHUu:l.

1IK 2.2

1Iposooums n0020mosKy K UHBEHMAPU3AYUU U NPOBEPKY
0elCmeUmenbHO20 COOMBEMCMBUsSL PaKmMuuecKux OaHHbIX
UHBEHMapU3ayuy OAGHHbIM yuema.

IIK 2.3.

HpOBOI[I/ITB MMOATOTOBKY K MHBECHTApU3alluU U IIPOBEPKY ILCI\/'ICTBI/ITGHI)HOFO COOTBCTCTBUA
q)aKTI/I‘-IGCKI/IX JaHHBIX MHBCHTAapU3allU JaHHBIM Yy4€Ta,

1IK 2.4.

OtpaxaTh B OyXraJTepCKUX MPOBOJKAX 3a4UeT U CIIMCAHNE HEAOCTaYH [IEHHOCTEH
(perynupoBaTh HHBEHTapU3AIMOHHBIE Pa3HUIIBI) 110 pe3yJIbTaTaM UHBEHTapU3allNH;

IIK 2.5

[IpoBoauTk TIPOIEAYPHl HHBEHTApU3ALUK (PUHAHCOBBIX 0053aTEIILCTB OPraHU3aluN

IIK 2.6

Ocy1iecTBisATh COOpP HHPOPMAIMH O JCITEIEHOCTH 00BEKTa BHYTPEHHETO KOHTPOJIS TI0
BBITTOJIHEHHIO TPeOOBaHHH MPABOBOW M HOPMATHBHOM 0a3bl M BHYTPEHHHUX PETIaAMEHTOB;

1IK 2.7

BEIMonHATE KOHTPOJIBHBIE TPOLEAYPHI U UX TOKYMEHTUPOBAHKE, TOTOBUTH U 0(hOpMIIATH
3aBepLIAIOIUE MAaTEPHUaIbL 110 pe3yIbTaTaM BHYTPEHHET0 KOHTPOJIS.

1IK 3.1.

Dopmuposams Oyxeanmepckue NPoOBOOKU NO HAYUCTIEHUIO U NePEeUUCIeHUIO
HA10208 U cOOPO8 8 O100HCEeMbl PA3TUUHBIX YDOBHEL.

1IK 3.2.

Ogopmnsams niamedsxicHvle OOKYMeHMbL 01 NEPEUUCTIEeHUS. HATLO208 U
cO0opos 8 O6100HCem, KOHMPOIUPOBAMb UX NPOXOHCOEHUE NO PACYUEMHO-
KaccosblM OAHKOBCKUM ONepayusim.

IIK 3.3.

Dopmuposams Oyxeanrmepckue NPOBOOKU NO HAYUCTICHUIO U NEPEUUCTIEHUIO
CMPAX0BbIX 83HOCO8 80 6HEOI0NCEmHbIe (DOHObL.

1IK 3.4.

Ogopmnsams niamedsxicHvle OOKYMEHMbL HA NepeyUcieHue Cmpaxoeblx
83HOCO8 80 8HEDIVDJICEMHbLEe (DOHOBL, KOHMPOUPOBANb UX NPOXOIAHCOEHUE
10 pac4emuo-Kaccosblm OAHKOBCKUM ONepayusim.

1IK 4.1.

OtpaxaTh HapacTaIOIIMM UTOTOM Ha CUETaX OYXTaJITepPCKOTO yueTa HMYIIECTBEHHOS U
(hmHAHCOBOE TIOJI0KEHNE OpTaHU3AINH, OTIPEICISITh PE3YIBTATHl XO3SIHCTBEHHOM
JESATEIHLHOCTH 32 OTYCTHBIN TIEPHOT;

1IK 4.2.

CocTtaBisath (opMbI OyXranrepckoii ((pMHaHCOBOM) OTYETHOCTH B YCTAHOBJICHHBIE
3aKOHOJIaTEIBCTBOM CPOKU;




1IK 4.3.

CocTaBisaTh (OTYETHI) M HAJIOTOBEIC JICKIapalIiy [0 HajoraM U cOopaM B OFOJIKET, yUUTHIBAs
OTMCHEHHBIN eAMHBIN cormabHbIi Haor (ECH), 0T9eThI 1Mo CTpaxoBBIM B3HOCAM B
rOCYJJapCTBEHHBIC BHEOIOKETHBIC (DOHJIBI, @ TaKkXkKe (DOPMBI CTATHCTUUECKON OTYETHOCTH B
YCTaHOBJICHHBIC 3aKOHOJIATEILCTBOM CPOKH;

1IK 4.4.

HpOBOI[I/ITI) KOHTPOJIb U aHAJIN3 I/IH(bOpMaHI/II/I 00 aKTHBaX H q)HHaHCOBOM ITOJIOKCHHUH
OopraHusaiuu, €€ IIATEXKECIIOCOOHOCTH U JOXOJHOCTH,

1IK 4.5

HpI/IHI/IMaTI) y4aCTueC B COCTAaBJICHUU 6I/I3HGC'HJ'IaHa;

1IK 4.6

AHanm3upoBaTh (PUHAHCOBO-XO3SHUCTBEHHYIO AESITEIHLHOCTD, OCYIIIECTBIISTh AaHAJIH3
nH(pOpMAaINH, MTOTyYeHHON B X0/1€ TTPOBEACHUS KOHTPOJIBHBIX MPOIIETYD, BRISIBJICHHUE U OLEHKY
PHUCKOB;

1IK 4.7

ITpOBOAUTE MOHUTOPUHT YCTPAHCHUST MEHEIKMEHTOM BBISBJICHHBIX HAPYIICHHUH, HEAOCTATKOB 1
PHCKOB.

OO0yuaromuiicst 10JI2KeH YMeThb:

O(bopMJ'I}ITI) AOKYMCHTAINIO B COOTBCTCTBUU C HOpMaTHBHOﬁ 6330171, B TOM 4HUCJIC C

UCIT0JIb30BaHUEM MH()OPMAIIMOHHBIX TEXHOJIOTUH;

OCBaMBaTh TEXHOJOTMH aBTOMATU3HUPOBAHHON 00pPaOOTKH TIOKYMEHTAlUN;

UCII0JIb30BaTh YHU(PHUITUPOBAHHBIE (DOPMBI JJOKYMEHTOB;

OCYHICCTBJIATh XPAaHCHHUC U IIOUCK JOKYMCHTOB,

HCIIOJIB30BATh TCIACKOMMYHHUKAITNOHHBIC TCXHOJIOTHHU B 3JICKTPOHHOM

JIOKYMEHTO000pOTE;

3HATb:

IMOHATHC, LICIIHU, 3aJa49Y U IIPUHIUIIBI JCJIOIIPOU3BOACTBA,

OCHOBHBIC ITOHATHA TOKYMCHTAIIMOHHOTO obecrieueHus YIPABJIICHUAA,

CUCTEMbI IOKYMCHTAlIOHHOT' O obecrieucHus YIPABJIICHUS,

KJIaCCU(UKAIIAIO JOKYMEHTOB;

TpeOOBAHMS K COCTABICHHUIO U O(POPMIIEHUIO JOKYMEHTOB;

OpraHu3aluio T0KYMEHTO000poTa:

npuema,

00paboOTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE JIOKYMEHTOB,

HOMEHKJIATYpy J1eJ



B pamkax mporpammbl yuyeOHOM JUCHUIUIMHBI O0YYarOIIMMUCS OCBAHUBAIOTCS CIEIYIOLIHE

YMCHUA U 3HAHUSA

Kox YMmenus 3Hanus
1K,
OK

OK 01 |pacno3HaBaTh 3ajady  W/WJIM | aKTYalbHBIH  TIPO(ECCHOHATBbHBIH 1
npobseMy B IPO(PECCHOHANBHOM | conpanbhblii  KOHTEKCT, B KOTOPOM
U/WIU  COIIMAIIbBHOM KOHTEKCTE;

MMPpUXOAUTCA pa6OTaTI> n )KHUTb, OCHOBHBIC
aHANIM3UPOBaTh 3alayy W/WIU
HpO6JIeMy u BBLIEIATH eé HNCTOYHHNKHN I/IH(bOpMaI_[I/II/I U PpEeCypChl IJIA
COCTABHBIC 4YaCTH, OIPCACIATH | pemieHus  3agad U OpobieM B
JTallbl PCLICHHS 3aMAUM; | phodeccHoHANBHOM  H/HIH  COLHATHHOM
BBISIBIIAT U 3((HEKTUBHO HCKATh
nHQOpManMio,  HeoOXomuMyro | N TEKETE
JJIsL pe]_I_[eHI/Iﬂ 3a1a4u I/I/I/IJ‘H/I AJIrOPpHUTMbIL BBITIOJIHCHUA pa60T B
IpoOIIeMEL; PO(ECCHOHAILHOM U CMEXKHBIX 00J1aCTSIX;
COCTABUTE T JICUCTBHA, METOJIbI PaboThl B MPO(ECCHOHATBLHON H
ONPEICIIUTD HE0OXO0IUMBbIE
pecypcer; CMEXHBIX c(epax; CTPyKTypy IJIaHa ajs
BJIAACTH AKTYaJIbHBIMHU | penieHus 3ajJ1a4y; HopsIAOK OILICHKU
MCTOAaMH pa6OTBI B PE3YIbTATOB pEeIICHUA 3a1a4
poheCCUOHATIBHOW M CMEXHBIX 5
chepax; PEeaNH30BATH Ipo(eCCUOHATIBHOM J1eATENIbHOCTH
COCTaBJICHHBIM IJIaH; OLICHUBATh
pe3yJbTaT U MOCJEICTBUSL CBOUX
JNEUCTBUN (CaMOCTOSITENIbHO WM
C TOMOIIIbIO HACTABHUKA)

OK 02 | onpenensaTs 3amgaud JJIs TTOMCKA | HOMEHKIATYpa MH(POPMALMOHHBIX
HH(pOpMaLHy; OHPEACTIATD | yerounnkoB IPUMEHSIEMBIX B
HEO0OXOIMMbIC HMCTOYHUKHU y

po¢eCCHOHAIBHON NEeSTeTbHOCTH;
uHdopmaIuy; IJIAHUPOBATH
HpOHeCC MMONCKA; MMPUEMBI CTPYKTYPHUPOBAHUA I/IH(i)OpMaLII/II/I;
CTPYKTYpUPOBATh IOIYy4a€MYIO | (hopmar opOpMIEHUS PE3yIbTaTOB MOUCKA
nH(popManuio; BBIICTIATD | oo vargm
HapOoJiee 3HAYMMOE B TICPCUHE
uHpopmanuu; OLICHUBATh
MPAKTHYECKYIO 3HAYUMOCTh
pe3yJIbTaToB MOUCKa;
o(OpMIISITh PE3YJIbTaThl MOWCKA

OK 03 | onpenenarsb aKTYyaJIbHOCTD | COJACPIKAHUE aKTyallbHOH HOPMATHBHO-
HOPMaTUBHO-IIPAaBOBOU [PaBOBOW JIOKYMEHTAIMH; COBPEMEHHAs
JIOKYMEHTaIluu B
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HpO(beCCI/IOHaHLHOﬁ HayLIHaH n HpO(l)eCCI/IOHaJILHaSI
ACATCIILHOCTH, HIPUMEHATD | repMUHOIOTHS; BO3MOKHBIE TPACKTOPUH
COBPEMEHHYIO Hay4YHYIO
P y yany po¢eCCHOHAIIBHOTO pa3BUTHS u
npodeccCuOoHaNbHYIO
TEPMUHOJIOTHIO; OIpPEAeIATh U | CAMOOOpasoBanys
BBICTPanBaTh TPaeKTOpUU
po(eCCUOHATEHOTO Pa3BUTHS U
caM000pa30BaHUs
OK 04 | opraHn3oBBIBaThH paboTy | HCHXOJIOTHYECKHE OCHOBBI [EATCIBHOCTH
KOJIICKTHBA u KOMAHIBL, | koyiekTHBa, IICHXOJIOTUYECKUE
B3aNMOJICCTBOBATH c
0COOEHHOCTHU JINYHOCTH, OCHOBBI
KOJUJIEraMH, PYKOBOJICTBOM,
KJIMEHTaAMU B X0Jie HpOGKTHOfI JACATCIIbHOCTHU
npodecCuOHaATbHON
JEATEIIbHOCTH
OK 05 | rpamMoTHO HM31araTh CBOM MBICIIH | OCOOCHHOCTH COLUAIBHOTO U KYJIBTYPHOTO
1 O(QOPMILITE JTOKYMEHTBI IO | konrekcra; npaBua odopmieHHs
npodeCCUOHAILHON TeMaTUKE Ha
JOKYMCHTOB u IIOCTPOCHHA YCTHBIX
roCyJ1apCTBEHHOM S3BIKE,
POSBIATH  TONEPAHTHOCTH B | COOOMeHMH
paboyem KOJUICKTUBE
OK 09 | mpumeHsTH CPE/ICTBA | COBPEMEHHBIC CPEACTBA M YCTPOMCTBA
MH()OPMALMOHHBIX ~ TEXHOIOTUH | yyhopmarnsammm; TOPS/IOK X
JUISt peleHus
MMPUMCHCHUA n IMporpaMmMHOC
podheCCHOHAIBHBIX 3a/1ad4;
HCIOIb30BATh COBPEMEHHOE obecrieueHne B IPOQecCHOHATBHOM
porpaMMHOE OOeCTICUeHHE NEATENBLHOCTH
OK 10 | moHumare OOLIMIl CMBICH YETKO | IpaBuila IOCTPOEHHUS MPOCTBIX M CIIOKHBIX

IPOM3HECEHHBIX BbICKA3bIBAHUHN
Ha U3BECTHBIE TEMBI
(mpodeccuonambHbIC u
OBITOBBIE), TOHUMATh TEKCThI Ha
0a30BbIC npodeccuoHabHbIE
TEMBI, y4acTBOBaTh B JIUAJIOTax
HAa  3HAKOMble  00mMEe U
npodeccuoHabHbIC TEMBI;
CTPOUTDH MPOCTHIE BHICKA3bIBAHUS

0 cebe u 0 cBOEH
npodeCCHOHATIEHON

JIEITENBLHOCTH; KpaTKO
00OCHOBEIBATE U OOBSICHHUTH

CBOM JIEWCTBHS (TEKyllMEe U
IUTAHUPYEMBIE); MUCATh MPOCTHIE
CBSI3HBIC COOOIICHUS Ha
3HAKOMBIE WJIM HMHTEpPECYIoIne

OpeVIOKEHN Ha  mpodeccroHaIbHbIE
TEMBbI; OCHOBHBIE O0IIEYNOTpeOUTENbHBIE
rinarojisl (ObITOBas W INpodeccruoHalbHAs
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSIIMICS K ONHCAHUIO IPEIMETOB,
CPEZCTB M IPOIECCOB MPOQecCHOHATBHOM
JEATENBLHOCTH; 0COOEHHOCTH
MPOU3HOUICHHUS; TIPaBUIa YTEHUS TEKCTOB

po¢eCCHOHAIBHON HAIIPaBICHHOCTH
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npodeccuoHaNbHbIE TEMbI

IIK 1.1

NPUHUMATh MPOU3BOJIbHBIE
NepBUYHbBIC Oyxranrepckue
JIOKYMEHTBI, paccMaTpUBacMbIe
KaK MUCHbMEHHOE
JI0Ka3aTeIbCTBO COBEpIICHUS

XO3AMCTBEHHOW ONEpauuy WU
NOJIyYEHHE pa3pelieHus Ha ee
IPOBEJICHHE;

MPUHUMATh MIEPBUYHBIC
OyXrajTepckue JTOKYMEHTbl Ha
OyMa)kHOM HocuTesie W (W) B
BUJIC DJIEKTPOHHOIO JOKYMEHTA,

HOJIITMCAaHHOTO 3IIEKTPOHHOMN
HOJIITUCHIO;

IPOBEPSTH HaJIN4yue B
IIPOU3BOJIBHBIX HEPBUYHBIX
OyXTralaTepCKux JIOKyMEHTaxX
00s3aTENbHBIX PEKBU3UTOB;
MIPOBOJIUTH dhopmaIbHyIO
IPOBEPKY JOKYMEHTOB,
IPOBEPKY o CYIIECTBY,
apu(PpMETHUECKYIO TPOBEPKY;
IPOBONTD TPYTIIHPOBKY
HNEPBUYHBIX OyXrajaTepckux
JIOKYMEHTOB o pany
IPU3HAKOB;

OPOBOAUTH  TaKCHUPOBKY  H
KOHTHUPOBKY HNEPBUYHBIX
OyXraiaTepcKux JT0KyMEHTOB;
OpPraHHU30BHIBATH
JTIOKyMEHTO000POT;

pazOupaTbCsi B HOMEHKIJIATYpE
e,

3aHOCHUTH TaHHbBIE o
CTPYIIIAPOBAHHBIM JTOKYMEHTaM
B PETUCTPBI  OYyXTalTEpPCKOTO
yuera;

nepeaaBaTh NEepPBUYHBIE

Oyxraiarepckue JOKyMEHTHl B
TEKYITUN OyXTalTePCKUN apXUB;
IepeaBaTh IIEpPBUYHBIC
Oyxraiarepckue JOKyMEHTHl B
ITOCTOSIHHBIN apxuB 110
VCTECUYECHUH YCTaHOBJIEHHOTO

oOmue TpeOoBaHUS K OyXrajaTepcKkoMmy
y4eTy B 4YacTU JIOKYMEHTHPOBAHHS BCEX
XO3SIICTBEHHBIX JICUCTBUI U OTEpaLINil;
MOHATHE  TEPBUYHOM  OyXranTepcKoi
JIOKyMEHTAIUH;

oTpesieliecHue TMEPBUYHBIX OyXTralTepCKUX
JIOKYMEHTOB;

dhopmbl OyXTalITePCKUX

JIOKYMEHTOB, COJIEpXKAIUX 00sS3aTeIIbHbIC

IIEPBHUYHBIX

PEKBHU3UTHI MEPBUYHOTO Y4E€THOTO
JIOKYMEHTA;
MOPSAIOK MIPOBECHUS MIPOBEPKU

NEPBUYHBIX OYyXTaNTepCKUX JOKYMEHTOB,

¢opManbHOH  MPOBEPKH  JIOKYMEHTOB,
IPOBEPKU IO CYLIECTBY, apUPMETUUECKOMH
IIPOBEPKU;
INPUHLMIIBI ¥ TOPU3HAKU TPYNIHPOBKU
MEPBUYHBIX OYXTaNTePCKUX JOKYMEHTOB;
NOPSAJOK  IPOBEIEHUS TAaKCUPOBKU H
KOHTUPOBKHM TIEPBUYHBIX OYXTaJITEpPCKUX
JIOKYMEHTOB;
MOPSAIOK COCTaBJICHUS pEerucTpoB
OyXrajaTepcKoro yuerta;

IIpaBWJIa U CPOKHU XPaHEHUs NEPBUYHOU

OyXTanTepcKON JOKYMEHTAIINH;
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CpOKa XpaHCHUA;

UCIIPaBJIATh OILIMOKH B
MEePBUYHBIX OyXTalTepCKux
JIOKyMEHTAX;

1.2. MakcumanabHas yyeOHAas Harpy3ka
Oobs3aTe1bHARA yyeOHAs HATPY3Ka

B TOM YHCJIE:

TEOPETHYECKOE 00yUEeHUE

MMPAKTHYCCKUC 3aHATHUA

10

48 4gac.

44 gac.

30 ygac.

14 yac.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

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

Bun yueOHo# padoThI

O0BeM yacoB

MakcumasbHas yueOHasi Harpy3ka (Bcero) 48
Oos3aTesibHAst yueOHasi HAarpy3Ka 44
B TOM YHCIIE:

TEOpETHUECKOe 00yUueHue 30
MIPaKTUYECKHE 3aHATHS 14
KoncyabTanuu 4

IIpome:xxyTouyHast aTTecTanus (IK3aMeH)
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2.2. TemaTnyeckuii IVIaH U CO/lep:KaHNe y4eOHOH TUCHMILVINHBI «/[0KyMeHTallHOHHOEe o0ecTieYeHne YIIPABJICHHUsD)

HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, 1ad0paTopHble U MPAKTHYeCKUE padoThl, Oo0bem Koabl komnerenuui,
pa3aesioB U TeM CaMOCTOSITe/IbHAS padoTa 00yYaroIuxcst 4acoB ¢popmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIeMEHT MPOrPpaMMbl
1 2 3 4

Tema 1. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03, OK
IlonsiTue NOKyMeHTAa- 1. Wcropus pasBuTHs A€IONPOM3BOACTBa. OCHOBHBIE TEPMMHBI JTOKYMEHTALMOHHOIO 09,0K 10, IIK 1.1
HHOHHOI0 00ecneYeH sl | oOecreueHus yIpaBJICHUYECKON ACSITETbHOCTU. MarepualibHble HOCUTENIN HH(POpMAIUH. 2
yIIpaBJIeHYeCKOMI 2. HopmaruBHas ©6a3za coBpemeHHOro JejionpousBojactBa B Poccuu. Cucrema
AesiTeJIbHOCTH JIOKYMEHTAI1H.
Tema 2. Coaep:xaHue yueOHOro MaTepuaJa OK 01, OK 02, OK 04, OK
Yuuduuuposanuas 1. PexBusutsl u popmynsipel 1okymeHTa. CocTaB v pacnoiIOKEeHHUE PEKBU3UTOB. 2 05, 0K 09, OK 10, IIK 1.1
cucremMa OPL. 2. KOpuanyeckas cuia JOKyMEHTA.
IOpuanyeckas  cuaa | Ilpakruyeckoe 3ansitue Nel. CocraBieHre U 0pOpMIIEHHE TEKCTOB. 5
JOKYMEHTOB.
Tema 3. OK 02, OK 04, OK 05, OK
Opranmsaumsi paGoTsl Coaep:xkanue y4eOHOr0o MaTepuaia 09, OK 10
c JIOKYMEHTAMH. 1. Opranuzamnusi pabotel ¢ nokymeHtamu. [lonstue mokymentoobopora. OOpaboTka
MousiTne MOCTYMAIOIINX TOKYMEHTOB. 2
JIOKYMEHT0060poTA. 2. Ilopsimok pabGoThl C OTHPaBISIEMBIMH U BHYTPEHHUMH JOKYMEHTaMH. Perucrparust u

KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB.
Tema 4. Coaepxanue yueOHOro MaTepuaa OK 01-05,
PacnopsiauresbHbIe 1. Knaccudpukauuss OPJl. OcHoBHbIE pEKBH3UTHI JOKYMEHTa, HX Kiaccupuxams, OK 09, OK 10
JOKYMEHTHI. npaBmia opopmiienus B coorBeTcTBuU ¢ ['OCT. ®opmyssip u 61aHK JOKYMEHTA. 4

IIpakTuyeckoe 3ansaTue Ne2. OdhopMieHre U COCTaBIEHUE MMPUKA30B, PACTIOPSHKCHU. 2
Tema S. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 0.2, OK 04,
Opranuzannonneie 1. Opranu3alnMoHHbBIE JOKYMEHTHI, HX Ha3HadeHHe, GOpMYISphl — 00pa3LbL. OK 0.5, OK 09, OK 10,
AOKYMEHTBI. 2. Ipouemypa cocTaBieHus ¥ 0QOPMIICHHS OPTaHM3aIUOHHBIX JOKYMEHTOB. 4 NK 1.1

3.  OOmacte  NPUMEHEHHS Hcnonb3oBanue

YHU(DUITUPOBAHHBIX (HOPM.

OpTraHHU3allMOHHBIX JOKYMCHTOB.
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IIpakTuyeckoe 3ansaTHe Ne3. OdopmiieHHE OCHOBHBIX BHJIOB OpPraHU3AIMOHHBIX

JJOKYMEHTOB. 2
Tema 6. Coaep:xaHue yueOHOro MaTepuaJia OK 01-05,
Ungopmauuono- 1. UHpopMaLnOHHO-CIIPaBOYHbIE JOKYMEHTBI: UX Ha3HaYeHue, GopMysipbI-00pa3Lbl. OK 09, OK 10, IIK 1.1
CHPaBOYHBIE 2. IIpouenypa cocraBieHus U opopMIIeHHST HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. 4
AOKYMEHTBL. Ob6nacte npuMeHeHNs HHPOPMALMOHHO-CIIPABOYHBIX T0KYMEHTOB.
3. Ucnonp3oBanne yHU(pUIMPOBAHHBIX (HOPM.
IIpakTuyeckoe 3anstue Ne4d. OdopmiieHHE OCHOBHBIX BHIOB HH(GOPMAIIMOHHO —
CIPaBOYHBIX JTOKYMEHTOB. 2
Tema 7. Buabi Coaep:xanue y4eOHOIro MaTepHuaJia OK 01-05,
JA0OTOBOPOB. 1. CucreMa JOrOBOPHO — MPABOBOW JJOKYMEHTAL[UU 4 OK 09, 0K 10, IIK 1.1
Pa3HOBHAHOCTH aAKTOB, | 2. AKTBI, JOBEPEHHOCTH: O(UILIMATbHBIC 1 TUYHBIE
JI0BEePEeHHOCTEH.
IIpakTnueckoe 3ansiTue NeS. OdopmiieHue pa3IMyHbIX BUJOB JJOTOBOPOB.
IIpakTuyeckoe 3anaTue Ne6. OpopmieHne akTOB U JOBEPECHHOCTEH. 2
Tema 8. Iopsaok Coaep:xaHue yueOHOro MaTepuaJia OK 01-05,
CHCTEeMAaTH3ALUM U 1. Opranuzanus J0KyMEeHT0000poTa: mprueM, 00padoTKa, perucTpanus, KOHTPOJIb, OK 09, 0K 10, IIK 1.1
XpaHeHusl JOKYMEHTOB. | XpaHEHHUE JOKYMEHTOB, HOMEHKIIaTypa aei. TpeOoBaHus K 3aroJioBKaMm Jiell.
®opmupoBanue aen. CucremaTuzanus J0KYMEHTOB BHYTpH jena. OgopmieHue aei. 4
TurmoBsie CpOKHM XpaHEHHS JOKYMEHTOB. Perucrpanus 1 KOHTPOJIb UCTIOTTHEHUS
JOKYMEHTOB.
2. Opranuzanus paboThl ¢ KOHQUACHINATLHONW JOKYMEHTaIel
Tema 9. opranuzanust 1 ba3oBble OHATHSA apXUBHOTO JIe)Ia OK 01-05,
apPXUBHOI'0 XpPaHEHHUH 2 OCHOBHBIE HOPMAaTHBHO-METOANYECKUE JOKYMEHTBI, PETJIaMEHTUPYIOIIHE 4 OK 09, OK 10, IIK 1.1
AOKYMEHTOB. OpraHU3aIMI0 APXUBHOTO Jeja
3 CoBpeMeHHbIE TEXHOJIOTUU OpraHU3aIiK paboThl apXUBHUCTOB.
IIpakTHyeckoe 3ansiTue Ne7. MOArOTOBKA JOKYMEHTOB K cJlaue€ B apXUB. 2
KoucyabTanus
HTroro odsi3aTenbHas yueOHAsA HArpy3Ka 44
B TOM 4HcJIe:
TeopeTHYecKoe 00yueHue 30
NPaKTHYEeCKHE 3aHATHUSA 14
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BCETO

48
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3. YCJOBUS PEAJIU3AIIMHU ITPOTPAMMBI YYEBHOM AU CIHUILIAHBI

3.1. lnsa peanu3anuu nporpaMmbl y4eOHOM TUCIUIUIMHBI JOHKHO OBITh MPETyCMOTPEHO
ClIeAyIollee CIEeUUAIbHOE TIOMelleHue: KaOumHeT «JloKyMeHTanmoHHOro oOecredYeHus
yIOpaBICHUS», OCHAIIEHHBII 00OpyHOBaHMEM: IIOCAJ0YHBIE MeECTa IO  KOJHUYECTBY
oOydaromuxcsi, padouee MeCTO MpernoAaBaTens, J0CKa, CTeHJbl, AMIAKTUYECKUH Marepual,
TEXHUYECKUMHU CpPEJICTBAMH OOYYEHMs: KOMIIBIOTEPHI, MYJIbTUMEAUIHOE 000pyI0OBaHUE,

IIPUHTED.

[Tomemienust iss caMOCTOSITENILHOW paboOThl 00yYArOMIMXCsl JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHOH ~ TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHHS K  HH(POPMALMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTn "MHTepHer" u obecredeHneM J0CTyHna B 3JIEKTPOHHYIO

nH(}OpPMaLMOHHO-00pa30BaTENbHYIO cpeay 00pa3oBaTeIbHOM Oprann3anuu (Ipyu HATUYUN).
3.2. UndopmannonHoe odecnevyenne peaju3anum NporpaMmbl

OcnosHble ucmouyHuKu

1. bapuxun, A. b. KagpoBoe  nenonpousBoiCTBO.
[Tpaktuyeckoe mocobue / A.b. bapuxun. - M.: Kawxknsriii mup, 2017.

2. bacakoB, M.U. JlokymeHTanmoHHOE  OOECICUYCHHE
ynpasnenus / M.1.bacakos. - M.: KuoPyc menua, 2017.

3. Kupcanosa, M.B,, AKXCeHOB, IO.M. Kypc
nenonpousBogacta. — M.: HMH®OPA-M; Hosocubupck: Cubupckoe
cornamenue, 2014.

4. KysnenoB, MW.H. JlokymeHTanmoHHOe obecredyeHue
ynpaBieHus. JlOKyMEHTOOOOpOT M JENONpPOU3BOACTBO: YUEOHHK U
npaktukym / U.H. Ky3nenos. - JIto0episi: FOpaiit, 2016.

5. [Tanacenko, I0.A. Jenonpoun3BocTBO:
JIOKYMEHTAIMOHHOE oOecreueHue ynpapieHus: Y4ueonoe nocooue / FO.A.
[Tanacenko. - M.: U1 PUOP, HUL] UHDPA-M, 2013.

6. Pymbianna, JLLA.  JlokymMeHTannoHHOE oOecriedeHue

ynpasinenus. — M., OUL «Akagemusi», 2014.

Humepnem - pecypcel
1. Kynésa, E.}O. JlokymeHTanmoHHOe obecneueHue yrpasieHus. — M.,

Axanemus — Menua, 2014.
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2. [Tmenko, A.B., loponuna JI.A. u ap. JlIokyMEeHTalIMOHHOE OOecreueHue
ynpasienus. — M., Akanemus —Menua, 2015.

3. CrpaBoyuHas paBoBast cucremMa «KoHCynbTaHT TUTIOCY:
http://www.consultant.ru

4. CrnpaBounas cucrema «I apanty». http://www.aero.garant.ru

5. https://e.lanbook.com/ - DnekrponHo — 6udaMoTeuHas cucrema JIAHD

6. https://urait.ru/ - O6pa3oBarensHas mwiardopma DbC IOpaiit

Hopmamueno — cnpagoyunas numepamypa

1. ®enepanbubiii 3ak0H "O0 anexkTporHor nmoanucu" ot 06.04.2011 N 63-D3.

2. ®epepanbublii 3akoH "OO0 mHGbOpMaluu, UHPOPMAIMOHHBIX TEXHOJIOTHUAX H O
3amute uHGopmarmu” ot 27.07.2006 N 149-03

3.TOCT P 7.0.8-2013. Hamumonaneubiii cranmapt Poccuiickoit ®enepanuu.
Cucrema cranmaproB 1o wuHpopMmanuu, OMOTMOTEYHOMY M H3AATEIBCKOMY JAENy.
Jlenonpou3BoACTBO U apxuBHOe aeno. Tepmuubl u omnpexneneHus (yrB. I[Ipuxazom
Poccrannapra ot 17.10.2013 N 1185-cT)

4.TOCT P 6.30-2003. VYHudunumpoBaHHas  CHUCTEMa  JIOKyMCHTAIIHU.
YHudunupoBanHas cHCTeMa  OPraHU3alUOHHO-PACTIOPSAUTEIBHON  JTOKYMEHTALUU.
TpeboBanue k ohopMIECHUIO JOKYMEHTOB. Y TBEpKJIeH nocTaHoBieHueM I occrannapra PO

ot 03.03.2003 Ne65-cT. — M.: U3n-Bo crangaptos, 2003.
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4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHUA YYEBHOM

JUCHUIINHBI

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeToabI OLIEeHKH

B pe3ynbTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb !

aKTyaJIbHBIN TPO(PECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
IpUXOAUTCS paboTaTb M KUTb;
OCHOBHBIE HUCTOYHUKHU

UHPOpPMALIUK H  PECypChl  JUIS
pemieHus 3aaad M 1poOieM B
po¢eCCHOHATBHOM W/
COIIMAJIbHOM KOHTEKCTE;

QITOPUTMBI BBIIIOJIHCHUS PabOT B
npopECCUOHATIPHON M CMEXHBIX
001acTIX;

MCTOABI pa6OTBI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOpPAAOK OICHKU

CTPYKTYpy IUIaHa IS

pe3yslbTaTOB  pELIEHUs  3ajad
poeCCHOHAIBHON e TENHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  IIPUMEHSEMBIX B
npodecCHOHATIBHON IesTeIbHOCTH;
IpUEMBbI CTPYKTYpPUPOBAHUS
uH(pOopMaLnu; dbopmar
oopmieHus pe3ysibTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue aAKTyaJIbHOM
HOPMAaTHUBHO-IIPABOBOU

JIOKyMEHTaI1H; COBpEMEHHas

Hay4yHas M IpodeccruoHaIbHas

paciio3HaBaHUEC AJIrOpuTMOB

BBITIOJTHEHUS pabot B

npoeccCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIpeCaACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIBHOMN

IJtaHa  OJIA

CTPYKTYPBI

3a/la4; IMOHHMAaHHUC IIOpAAKa OLCHKH

PCUICHUA

PE3YyJIbTAaTOB PCUICHUA 3aJa4

npoecCHOHAIEHON ~ JEeSITENbHOCTH;

BbIOOp  Hambosiee  ONTHUMAJIBHBIX

HMCTOYHHKOB I/IH(I)OpMaI_[I/II/I u
pecypcoB il peIICHHUA 3a4ad H

rpo6ieM B npodecCHOHATBEHOM H/UITH

COITMAJTbHOM KOHTEKCTE;
OpUEHTHUPOBAHHUE B  aKTyaJlbHOU
HOPMAaTHUBHO-TIPABOBOM

JOKYMEHTAITNH; COBPEMEHHOM
HayyHOM ¥ mpodeccHoHaIbHOU
TEPMHUHOJIOTHH; MMOHUMAaHHE
TICUXOJIOTHYECKUX OCHOB
JEATEIbHOCTH KOJIJICKTHBA,
TICHXOJIOTHIECKHIX 0CcOOeHHOCTEHM
JUYHOCTH,  BJQJCHHEC  3HAHUSIMH
OCHOB pabOTBl C JIOKYMEHTaMHU,

IMOATOTOBKN YCTHBIX W IHMCBMCHHBIX

COOOIIIEHHNI]; 3HaHWUE OCHOB
KOMITBIOTEPHOW TPaMOTHOCTH; 3HAHHE

IpaBHUJI HAlTMCAHUA U MMPONU3HOIIICHHUA

OrneHka
pe3yabTaToOB
BBIIIOJTHCHUS
MIPaKTUYECKHUX
pador.

OrnecHka
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHbIi onpoc.
IInceMeHHBIN

orpoc.
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TEPMHUHOJIOTHS; BO3MO>KHBIE
TPAaeKTOPUU  TPO(PECCHOHATBHOTO

Pa3BUTHA U CaMOO6p330BaHI/IH

[ICUXOJIOTHYECKHE OCHOBBI
HCATCIIBHOCTHU KOJJICKTHBA,
IICUXOJIOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  ITPOCKTHOMN
JIEATEILHOCTH

0COOEHHOCTH  COLMAJILHOTO U

KYJIBTYPHOTO KOHTEKCTa; IMpaBUiIa
opopMmicHHS ~ JIOKyMEHTOB  H
MIOCTPOCHHS YCTHBIX COOOIIICHUIA.

IPaMOTHO H3JIaraTh CBOM MBICIU U
0hopMIIATH JIOKYMEHTBI o
NpoPECCHOHAIBHOW TEMaTHKE Ha
roCyJIapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJICPAHTHOCTH B

paboueM KOJIIICKTHBE

COBpPEMEHHBIE CpeIcTBa u
yCcTpoiicTBa nH(pOpMaTH3AIINH;
MOpPSAMOK WX  TPUMEHEHUs U
mporpaMmMHOe  OO€clieueHue B

poeCCHOHAIBHON e TENHHOCTH
MpaBUJia MOCTPOCHUSI MPOCTHIX H
CIIOKHBIX

MPEJI0KEHU I Ha

npoQeCCHOHAIIbHBIC TEMBI;

OCHOBHbIE OOLIEYNOTPEOUTENbHBIE

IJ1aroJibl (ObITOBAsS u
npodeccuoHanpHas JIEKCHUKA);
JIEKCUYECKUI MHHUMYM,
OTHOCSIITHICS K ONHMCAHHIO

NpPEIMETOB, CPEACTB M IPOIIECCOB
npodecCHOHALHON e TeNbHOCTH;

0COOEHHOCTH MIPOU3HOIICHHUS;

CIIOB, B T.4. M MpodhecCHOHATLHON

JIEKCUKHU.
3HaHue bopm MEePBUYHBIX
OyXraiaTepckux JIOKYMEHTOB,

colepkKaHus TaKOW JOKYMEHTAallMH,
MOHUMaHHE CIEHUPHUKH PpaboOTHl ¢
MEPBUYHBIMU OyXraiTepcKuMu

JOKYMEHTaMHU
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npaBUIIa YTCHHUS TEKCTOB
npodhecCHOHATBLHOM
HAIPaBIEHHOCTU oOmiue
TpeOboBaHUs K OyXraaTepcKkomy
yUeTy B 9acTHU JIOKYMECHTHPOBAHHUS
BCEX XO3SMCTBEHHBIX JECHUCTBUU H
oneparnuii;

MOHSITHE MEePBUYHOMN
OyXraJTepcKOi JOKyMEHTAIUH;
omnpeieseHue MEPBUYHBIX

6}/Xl"a.]'ITepCKI/IX JAOKYMCHTOB,;

bopmbl MEPBUYHBIX
OyXTraJITepCKUX JIOKYMEHTOB,
COJIepKAIINX o0s13aTebHbIC

PEKBU3UTHl NEPBUYHOIO YUYETHOTO
JIOKYMEHTA;

HOPSIIOK  TPOBEJCHUSI ITPOBEPKU
MEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, ¢dbopmanbHOi
IIPOBEPKU JTOKYMEHTOB, IMPOBEPKH

0 CYUIECTBY, apupMeTH4ecKoi

IIPOBEPKU;
TIPUHIAITBL u MIPU3HAKU
IPYNIHAPOBKH HEePBUYHBIX

OyXraJaTepcKux JOKyMEHTOB;
MOPSAJOK TPOBEJACHUS TAKCHUPOBKU
U KOHTHPOBKH MEPBUYHBIX
OyXraJaTepCcKux JOKYMEHTOB;
NOPSZIOK COCTAaBJIEHUS PETUCTPOB
OyXTaJITEPCKOTO Y4eTa,

mpaBWJia M CPOKM  XpaHEHUS
[IEPBUYHOMN OyXxranTepckoi

AOKYMCHTalIUU

19




B pe3yabTare OCBOEHUSL
JUCLIUIIAHBI o0yyJaromuics
JIOJDKEH ymMemp:

pacrio3HaBaTh  3ajady  W/MIHU

npobiieMy B TpodeCCHOHATHEHOM

W/UIX  COLIMAJBbHOM  KOHTEKCTE;

AHAJIN3UPOBATH 3aJlavy /U

npobiieMy M BBIOCHATH €€

COCTaBHBIC YaCTH; OMPEICNAThH
STambl PEIICHUS 3a]la4H; BBISIBIISATH
u a3 dexTuBHO HCKATh
uH(pOpMaIKo, HEOOXOIUMYIO s

pCUICHUA 3ala4u n/uan HpO6J'I€MBI;

COCTaBUTh IJ1aH JICHCTBHS,
ONIPEAEITUTH HEO0OXOANMBIE
pecypchl;

BJIQJETh AKTyaJbHBIMHU METOJaMU

paboTel B TPO(ECCHOHATBLHOW |
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peanu3oBarhb

OLICHMBATh
pe3ynbTaT U TOCIEIACTBUS CBOUX
JeicTBUI (CaMOCTOSTENBHO WIIH C
MOMOIIIbI0 HACTABHUKA)

onpeaAciiATb 3aJa4u  JId TOHCKa

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

MpoliecC MOUCKA; CTPYKTYPUPOBATh
MOJIy4aeMyto nH(pOpMAaIIHIO;
BBIAEIATh HanOoiee 3HAYNMOE B
nepeyHe MHGOpPMAIUH; OLIEHHWBATH
MPaKTUYECKYIO 3HAYUMOCTh
pe3yNbTaTOB TMOUCKA; OPOPMIIATH

pe3ynbTaThl MOMUCKA

BIIQJICHUE aKTyaJlbHBIMH METOJaMU
paboTel B TpO(EecCHOHATBLHOU U

CMEXHBIX a¢ddexTuBHOE

chepax;
BBISIBIICHUE M TIOMCK HH(MOpMAIIUH,
COCTaBJICHHE OIITUMAJIbLHOIO IIJIaHa
IENCTBUH, aHaIN3 HEOOXOIUMBIX IS

BBIITOJIHCHU A 3aJaHus,

pecypcos;
OCYILECTBJICHUE HCCIEI0BATENbCKON
NESITEIbHOCTH, IIPUBOJALIEH K
ONTUMAaJIbHOMY pe3yJbTary;

JACMOHCTpaluAa ruOKOCTH B 06H_[6HI/II/I

c KOJIJIeraMH, PYKOBOJICTBOM,
NOJYMHEHHBIMH W 3aKa34MKaMU;
IIPUMEHEHNE CpeACTB

WHGOPMAIIMOHHBIX TEXHOJOTHHA IS

PCUICHUA HpO(l)CCCI/IOHaJ'IbHBIX 3aJa4,

s dexTuBHOE HCITOJIb30BaHUE
COBPEMEHHOTO IPOTPaAMMHOTO
o0OecrieyeHus; Kparko U 4YETKO
(bopMynHMpoBaTh CBOM MBICITH,
u3naratb ~ MX  JOCTYINHBIM  JUIA

MMOHUMaHUsI crocoboM; 3P deKTrBHAs
pabora c NEePBUYHBIMU

6YXFaJITepCKI/IMI/I AOKYMCHTaMU

OnecHka
pe3yJIbTaToOB
BBIITOJIHCHUS
MPAKTUYECKUX
pabor.

OrncHka
BBIITOJIHCHUS
CaMOCTOSITEILHBIX
pabor.

Tecr.

YcTHBIN ompoc.
ITuceMeHHBIN

oTpoc.
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OIIPEEIATh aKTyaJIbHOCTb
HOPMAaTUBHO-IIPABOBOU

JOKyMEHTaluu B
npodeCCHOHATIBHON NeSATEIbHOCTH;
IPUMEHSITD COBPEMEHHYIO
HAy4YHYIO npodeccrnoHaIbHYIO
TEPMHHOJIOTHIO;  ONpPEAEIATh U
BBICTPAauBaTh TPacKTOPUHU

npo(heCCHOHATTLHOTO Pa3BUTHS H

camMoo0pa3zoBaHus
OpraHU30BbIBAThH paborty
KOJUIEKTHBA " KOMaH/IbI;

B3aMMO/ICHCTBOBATh C KOJUICTAMH,
PYKOBOJICTBOM, KJIMEHTAMHU B XOJI€
PO EeCCHOHAIBHON e TEIHHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIU U
oopMIATH JOKYMEHTBI o
NpoPECCHOHAIBHOW TEMaTHKE Ha
rOCyJIapCTBEHHOM S3BIKE,
NPOSBISATHE  TOJNEPAHTHOCTH B
paboueM KOJJIEeKTUBE

MIPUMCHSITH cpeacTBa
UH(POPMAIIMOHHBIX TEXHOJIOTHIA
JUIS pemieHust NpodeccCHOHaIbHBIX
3aJa4; MCIOJIb30BaTh COBPEMEHHOE
IporpaMMHOe oOecrieyeHne
MOHMMAaTh OOMIMKA CMBICI YETKO
MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
U3BECTHBIE TEMBI
(mpodeccuoHanbHble U OBITOBBIE),
MOHUMAaTh TEKCThl Ha 0a30BbIC
npodeccuoHaIbHbIE TEMBI;
y4yacTBOBaTh B  JMAlOrax Ha

3HAKOMBbIE oo1me "u
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npodeccuoHaNbHbIC TEMBI;
CTPOUTH MPOCTHIC BBHICKA3BIBAHUS O
cebe 1 0 cBoel MpodecCHOHATBHON
NeSITeIIbHOCTH, KpaTko
000CHOBBIBAaTh M OOBSCHUTH CBOH
JEHUCTBHUS (Texyuiue u
IUIAHUPYEMBIC); THCATh TPOCTHIC
CBSI3HBIC COOOINEHUS HA 3HAKOMBIC
WA WHTEPECYIOIIHE

po(hecCHOHATLHBIC TEMBI

IIPpUHUMATb IIPOU3BOJILHBLIC
IICPBUYIHBIC 6yxranTepCKHe
JAOKYMCHTHI, pacCMaTpuBacMbIC

KaK IMHCBMEHHOE JI0Ka3aTelbCTBO
COBEPUIECHUS XO3SIICTBEHHOM
orepanuu WIN MOJTyYCHHE
pa3pelieHus Ha ee MPOBEICHHE;

MPUHUMATH MIEPBUYHBIC
OyxraJiITepCcKhe  JOKYMEHTBHl  Ha
OyMaxHOM HocuTene W (WiIH) B

BUJAC DOJICKTPOHHOI'O JOKYMCHTA,

IIOJIIMCAaHHOT O 3JIEKTPOHHON
MOATMNCBIO;

IIPOBEPSATH HaJIu4uue B
IIPOU3BOJIBHBIX MIEPBUYHBIX
OyXTaJITepCKUX JIOKyMEHTaX

00s3aTeNbHBIX PEKBU3UTOB;

IPOBOJUTH (DOPMANBbHYIO IPOBEPKY

JIOKYMEHTOB, IIPOBEPKY 1o
CYILIECTBY, apu(dmeTnyecKyro
MIPOBEPKY;

IIPOBOANTH IpPyNIHPOBKY
NEPBUYHBIX OyXranTepcKux

JIOKYMEHTOB IO psIly IPU3HAKOB;
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IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY NEPBUYHBIX
OyXraJTepcKkux JOKyMEHTOB;
OpPraHU30BbIBATh
JIOKYMEHTOO000POT;

pa30upaThCs B HOMEHKIJIATYpE JIeT;
3aHOCUTh JTaHHbIE 1o
CTPYIIIMPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO YUeTa;
nepenaBaTh [IEpBUYHbIE
Oyxrajitepckue  JIOKyMEHTbl B
TEKYIIN OyXTranTepCKuii apXuB;
nepeaaBaTh NepBUYHbIE
OyxraJiTepckue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB IO UCTEYEHUU
YCTAHOBJIEHHOT'O CPOKA XPaHEHHUS;
UCIIPABJIATh OLIMOKHM B MEPBUYHBIX

OyXTaJITepCKUX JOKYMEHTAaX;
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