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1. OBHIASI XAPAKTEPUCTHKA TIPUMEPHOIl PABOYEIl TTPOTPAMMBI
YYEBHOM JUCLHUNIAHBI

1.1. MecTo McuMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHON NPOrpaMMbl

VYyebHnass aucuuiimHa «JlOKyMEHTAllMOHHOE OOECHeYeHHE YIPAaBICHUS
ABJISIETCST 00s3aTEeNIbHOM YacThi0 00MIeNpo(dhecCUOHATBHOTO IUKIA MPUMEPHOU
OCHOBHOUM o0Opa3zoBaTenbHON mporpammbel B cooTBercTBUM ¢ PI'OC CIIO mo
cnermanbHocTh 38.02.01 DKOHOMUKA U OyXTaITEPCKUd yUeT (IT0 OTPaCIIsiM).

VYyebnas  nmucuumiuHa — OILLO6  JlokyMeHTanMoHHOE — obOecrieueHue
ynpaBieHus: oOecneunBaeT (QopMHpoBaHHE NPOPECCHOHATBHBIX M OOIIMX
komneTeHud no BceM Buaam aesarenbHoctu @I'OC CIIO mo cnenuanbHOCTH
38.02.01. DxoHomuka u Oyxrantepckuii yuer (mo otpaciisaMm). Ocoboe 3HaueHUE
aucuuIuiMHa uMmeeT npu Gopmuposanuu u passutun OK 01, OK 02, OK 03, OK
04, OK 05, OK 09, OK10, ITIK 1.1.

1.2. Ilesp ¥ IUIaHUPYEMbIe Pe3yJIbTAThl OCBOCHUS AHCHMIIIMHBI

VYuebnas  gucnummHa — OILL06  JlokymMeHTalMoHHOE  oOeclieueHue
yopaBieHus obOecmneunBaeT (HOpMUPOBaHHE TPO(PECCHOHATBHBIX MW OOIMHX
KommeTeHIMid mo BceM Bujam AesitenbHocTH PI'OC CIIO mo crenuaabHOCTH

38.02.01. DxoHOMHKa U OyXranTepckuil yder (110 OTpaciisiMm).

Koo Haumenosanue oougux komnemenyuii

OK Br16upats crmocoObI pereHus 3a1a4q mpodeccHoHaIbHON MeATETPHOCTH TPAUMEHHUTEIHEHO K

] Pa3InYHBIM KOHTEKCTaM;

OK OcyIiecTBisTh TOWUCK, aHAIW3 W HMHTEpHpETanuio HWH(popManuu, HEOOXOAUMON JUIs

2 BBIMOJTHEHHUS 32/1a4 TPOPECCHOHABHOH JIESITETBHOCTH;

OK . [InanrpoBaTh U peayn30BbIBaTh COOCTBEHHOE MPOGECCUOHANBEHOE U TMYHOCTHOE PA3BUTHC;

OK PaboraTh B KOJUIEKTHBE U KOMaH]IE, 3HEKTUBHO B3aMMOICHCTBOBATH C KOJIJIETaMH,

4 PYKOBOICTBOM, KIIMEHTAMU;

OK OcymiecTBIATh YCTHYI0O M TNHChMEHHYI0O KOMMYHHKAIMIO HAa TOCYHZapCTBEHHOM SI3BIKE

5 Poccuiickoit @epepanun ¢ y4eToM 0COOCHHOCTEH COLMAIBHOTO U KyJIBTYPHOTO KOHTEKCTa;

OK [posBIIATE TpaXkIaHCKO-NATPUOTHYECKYIO TIO3UIUIO, IEMOHCTPUPOBATH OCO3HAHHOE

6 MOBCACHUEC HAa OCHOBEC TPAAUIITMOHHBIX O6HIC‘ICJ'IOBC‘IGCKI/IX HCHHOCTCﬁ;

OK ConeiicTBOBaTh COXPaHESHHIO OKPYIKAIOIIEH cpepl, pecypcocoepekeHuto, 3hHEeKTHBHO

7 JEHCTBOBATh B UPE3BBIYANHBIX CUTYaLIHAX;

OK Hcnone3oBath cpeacTBa PU3HIESCKOM KyIBTYPBI ISl COXPAHCHHUS M YKPETUICHHS 37I0POBBS B

8 npoiiecce MpohecCUOHATLHON IEATETbHOCTH U TIOJICPIKAHUS HEOOXOAUMOTO YPOBHS
(hu3MYECKON OrOTOBJICHHOCTH;

4



OK Hcmonp3oBaTh HHGOPMAIMOHHBIE TEXHOJIOTHH B TIPO(ECCHOHANBHON IS TEIIPHOCTH;
9
OK [Tomk30BaThCs podeccnoHaIbHON TOKyMEHTAINeH Ha TOCYAapCTBEHHOM H HHOCTPAHHOM
] 0 SA3bIKAX,
0 K Hcnonp30BaTh 3HAHUS 11O q)HHaHCOBOﬁ T'paMOTHOCTH, MJIAHUPOBATH NPEANNPUHUMATCIILCKYTO
11 TESTENHPHOCTE B IIpodeccrnonanpHoM chepe.
Koo | Haumenosanue npogheccuonanvHvlx KomnemeHyuil

BIIT 1. /lokymenmuposanue x03aicmeeHHbIX Onepayuil u 6e0eHue
Oyx2aimepcKozo yuema aKkmueo6 opanu3ayuu

1IK Obpabamvieams nepsuunble Oyxeanmepckue OOKYMEHMbL.

1.1

1IK 1IK 1.2. Pazpabamwsigams u coenacosul8ams ¢ pyKo80OCMEOM

1.2 opeanuzayuu padboyuli niaH cHemos OyxeaimepcKo2o yuema
opeanuzayuu

1IK IIposooums yuem OenedcHbvix cpedcms, 0hoOpMIAMb OeHeHCHbLE U

1.3. Kaccosvle 00OKYMEHMbl.

1IK Dopmuposams Oyxearmepckue nposooKU No yuemy aKkmueos

1.4. Op2aHu3ayUU Ha OCHO8e paboue2o NIAHA CHemo8 OYXealmepcKo2o yuemad.

IIK Dopmuposamsv Oyxearmepckue npo8ooKuU No yuemy UCmoO4HUKO8

2.1. AKMUBOB OPeaHU3AYUU HA OCHOBE paboye2o NiaAHA CHemos
Oyxeanmepckoco yuema.

1IK Buinonname nopyuenus pyxoeoocmea 6 cocmage Komuccuu no

2.2. UHBEHMAPU3AYUU AKMUBOE 8 MECIAX €20 XPAHEHUSL.

1K 1Ipo6ooums n0020mMoBKy K UHEEHMAPUAYUU U NPOBEPKY

2.2. oelcmseumenbHo20 COOMEEMCmaUs (DaKmuueckux OAHHbIX
UH8eHMapu3ayuu OAHHbIM yiema.

TIK IIpoBOAXTE MOATOTOBKY K MHBEHTAPU3ALMU U IPOBEPKY ACHCTBUTENBHOIO COOTBETCTBUS

2 3 (baKTI/I‘IeCKI/IX JAaHHBIX UHBCHTAPU3allUX JaHHBIM Y4E€Ta,

TIK OTpaxaTh B OyXTaJITEPCKHAX MPOBOJKAX 3a4€T U CIIUCAHNE HETOCTAYN IIEHHOCTEH

24 (perynupoBaTh WHBEHTAPU3AIIMOHHBIEC PA3HUIIBI) TIO PEe3yIbTaTaM MWHBEHTAPHU3AIIHH;

TIK [IpoBoauTk TIpOIIETypbl HHBEHTAPU3ANU (PMHAHCOBBIX 00SI3aTEIBCTB OPTraHU3aAIIH

2.5

HK OCYIJ.[GCTBH?[TI: C60p I/IH(I)OpMa]_[I/II/I O ACATCIIbHOCTU o0beKTa BHYTPCHHET'O KOHTPOJIA 110

26 BBIITOJTHEHUIO TPeOOBaHUI MPAaBOBOM M HOPMATHBHOM 0a3bl M BHYTPEHHHUX PETIaMEHTOB;

TIK BEIMONHATE KOHTPOJIBHBIE TIPOLIEAYPHI U X TIOKYMEHTUPOBAHUE, TOTOBUTH U OOPMIISTH

27 3aBepIIAONIME MaTepHUajIbl IO pe3yIbTaTaM BHYTPEHHET0 KOHTPOJIS.

1K Dopmuposams Oyxearmepckue npo8oOKU NO HAYUCIEHUIO U

3.1. nepeyucieHuio Halo2o8 u coopos 6 H1IDHCeMbl PA3TUUHBIX YPOBHEL.

1IK Ogopmaams niamedichvie OOKYMeHmbl 015 NePeyUCIeHUs] HAN0208 U

3.2. cOopos 8 O100IHCEeM, KOHMPOIUPOBAMb UX NPOXOHCOCHUE NO PACUEHO-
Kacco8biM OAHKOBCKUM ONepayusim.

1IK Dopmuposams Oyxeanrmepckue npo8oOKU N0 HAYUCIEHUIO U

3.3. nepevucieHuIo
CMPAxo8vIX 83HOCOB 80 8HeDI0JcemHble (hOHObL.

1IK Oghopmnsimo niamedichvie OOKYMEHMblL HA NepeyucieHue Cmpaxossblx
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3.4. 83HOCO8 80 8HEDIVDICEMHbLE (DOHOL, KOHMPOIUPOBAMb UX NPOXOIHCOCHUE
N0 PACY4emHO-KACCOBbIM OAHKOBCKUM ONepayusim.

[IK OtpaxaTb HapacTaOLIMM UTOIOM Ha cyeTax OyXrajaTepcKoro yuera UMyILIECTBEHHOE U
4] (brHAHCOBOE TOJIOKEHUE OPTaHN3AINH, ONPEIENIATh PE3yIbTAaThl X035 CTBEHHOM
o JEATENBHOCTH 32 OTYETHBIN IEPUOL;
1K CoctaBaats Gopmbl Oyxranrepckoit ((GHHAHCOBOM) OTUETHOCTU B yCTAHOBIIEHHBIE
4.0 3aKOHOJATENBCTBOM CPOKH;
TIK CocTaBaaTh (0TYETHI) ¥ HAJIOTOBbIE AEKIapalUH 110 HaJloraM U cOopam B OIOJKET, yUUThIBas
4.3 OTMCHCHHBIN eAWHBIN connanbHbii Hasor (ECH), oT9eTsl o cTpaxoBBIM B3HOCAM B

rocy/IapcTBEHHBIE BHEOIOKETHBIE (POHBI, a TAaKXKe (POPMBI CTATUCTUYECKONW OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHO/IATEIHCTBOM CPOKH;

TIK ITpoBoaUTH KOHTPOIIBb U aHANU3 HH(GOPMALMU 00 aKTUBAaX U (PUHAHCOBOM IOJIOKEHUU

4.4 OpraHu3aluy, €€ MIaTeKeCIOCOOHOCTH U I0XOAHOCTH;

TIK [IpuHMMaTh y4acTre B COCTaBIEHUHN OM3HEC-TIJIaHa;

TIK AHanu3upoBaTh (PUHAHCOBO-XO035IICTBEHHYIO 1€ TEIBHOCTD, OCYIIECTBIIATh aHAIN3

46 uH(opMaluy, NOITy4eHHON B X0/€ NPOBEICHUS KOHTPOIbHBIX IIPOLIEAYP, BbIIBICHHE U
) OIICHKY PUCKOB;

TIK IIpoBOOUTE MOHUTOPHHT YCTPAaHEHUS] MEHEDKMEHTOM BBIABIICHHBIX HAPYIICHUMH,

4.7 HEJIOCTAaTKOB M PHCKOB.

OOyuaromuiicst 10J15KeH yMeThb:
o OpMIISATH JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATUBHOM 023011, B TOM YHCIIC C
UCITOJIb30BaHMEM MH(POPMAITMOHHBIX TEXHOJIOTHI;
OCBaMBaTh TEXHOJOTUH aBTOMATH3UPOBAHHON 00paOOTKM TOKYMEHTAIINH;
HCIIOJIb30BaTh YHU(MDHUIIMPOBAHHBIC (DOPMBI IOKYMEHTOB,;
OCYILIECTBIISITH XpaHEHUE U TTOUCK JIOKYMEHTOB;
MCITOJIB30BATh TEJICKOMMYHHUKAITMOHHBIC TEXHOJIOTUU B DJICKTPOHHOM
JTOKYMEHTO000POTE;
3HATD:
MOHATHE, TIETIH, 33]Ia4H ¥ MPUHIIAIIBI ISTOTPOU3BOJICTBA;
OCHOBHBIE TTOHATHS TOKYMEHTAIIMOHHOTO 00CeCTICUeHUs YIIPABIICHHUS;
CHUCTEMBI IOKYMEHTAITMOHHOTO OOCCIICUCHHSI YIIPABIICHUS;
KJIaCCU(UKAITAIO IOKYMEHTOB;
TpeOOBaHUS K COCTABJICHUIO U 0(OPMIICHHUIO IOKYMEHTOB;
OpraHu3aIniio0 TOKYMEHTO000poTa:
npueMa, oOpabOTKy, perucTpanuio, KOHTpPOIb, XpaHEHHE JIOKYMEHTOB,

HOMEHKJIATypy A€l






B pamkax nporpamMmbl yu4eOHOH NHUCHUIUIMHBI O0YYaIOUIMMUCS OCBAaMBAIOTCA CJEIYIOIIHe

YMCHUA U 3HAHUA

Kon Ymenus 3HaHus
I1K,
OK

OK 01 |pacmo3HaBaTh 3ajady /MM | @KTyalbHbii  1podeccHOHANbHBIH 1
npodeMy B MPO(YECCHOHATBHOM | conpanbhblii  KOHTEKCT, B KOTOPOM
W/WIM  COIMAIIBHOM KOHTEKCTE;

MMPpUXOAUTCA pa6OTaTB U KXHUTb, OCHOBHBIC
aHAJM3UPOBaTh 3a7ady W/WIH
HpO6JICMy u BBIJIEIISITH eé HUCTOYHHUKHN I/IH(i)OpMaLII/II/I U PECypChl JIA
COCTaBHbIE 4YAaCTH; OIPENENATD | pemieHus  3aja4 M [pobIeM B
STalbl pemeHHﬂ 3ajaqu, HpO(l)CCCI/IOHaJ'IBHOM H/unu COHaJIbHOM
BBISIBIISITH U 3(P(HEKTUBHO MCKATh
nHpopManuio, HEOOXOTUMYIO KOHTCKCTE,
JJI4 pemeHH;{ 3a1a49u I/I/I/IJ'II/I AJITOPUTMBI BBITIOJIHCHUA pa60T B
poOIeMBl; POPECCHOHAIBLHOM U CMEXKHBIX 00J1aCTsX;
COCTaBHTE Tl1an HeHCTBHH; METOAbI pa6OTBI B HpO(beCCHOHaJ’II:HOﬁ n
ONPENECTUTD HEO0XOIUMBIE
pecypcesl; CMEXHBIX c(epax; CTPyKTypy IUIaHa JUls
BJIAJCTh AKTyaJIbHBIMHU | pemieHUs  3a1a4;  TOPSAOK  OILEHKHU
METOIaMH pa6OTLI B PE3YIbTaTOB pPeIICHUA 3aga4
po(eCCHOHATLHON U CMEXHBIX 5
chepax; PEaTH30BATH npodeccHOHaIbHOMN 1A TETbHOCTH
COCTaBJICHHBIN TIJIaH; OIICHUBATh
pE3yNbTaT U MOCIEACTBUS CBOMX
JNEUCTBUM (CaMOCTOATEIBHO WU
C IOMOIIIbIO HACTABHUKA)

OK 02 | ompenensars 3amaud jjis [OUCKA | HOMEHKIATypa MH(OPMAIMOHHBIX
HH(pOpMaLny; OIIPEACIATD | pcTOYHNKOB TIPUMEHSEMBIX B
HEO0XO0TUMBIE UCTOYHUKU .

HpO(i)CCCI/IOHaHBHOI/I JCATCIIbHOCTH,
uH(pOpMAITIH; TUTAHUPOBATH
HpOHeCC HOI/ICKa; MMPUCMBI CTPYKTYpPHUPOBAHUSA I/IH(I)OpMaI_[I/II/I;
CTPYKTYPUPOBATh IOJIYYaeMYIO | GpopMat opopMIIeHHS PE3yIIbTATOB MOUCKA
uH(OpPMAIIHIO; BBIICTATD | oo varmmn
HanboJyiee 3HAYMMOE B TICPEUHE
nHpopManuy; OLICHUBAThL
MPAKTUYECKYIO 3HAYUMOCTh
pE3yNbTaTOB MTOWCKA;
0hOpPMJIIATH PE3YIbTaThl MOMCKA

OK 03 | onpenensate aKTYyaJbHOCTD | COJCPXKAHUE aKTyalbHOH HOPMATHBHO-
HOPMaTHBHO-IIPaBOBOH IIPaBOBOM JIOKYMEHTAIlMH; COBPEMCHHAsI
JOKYMECHTAITUU B
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poheCCUOHATTLHOM Hay4Has u npodeccruoHaIbHAsA
ACATEIIBHOCTH; HPAMEHATD | tepMUHOIOTHS; BO3MOXHBIE TPAEKTOPHH
COBPEMCHHYIO HayHHyto podecCHOHANTBHOTO pasBUTHS u
npodeccruoHaIbHY 0
TEPMHHOJIOTHIO; ONpENENsITh U | CAMO00pasoBanms
BBICTpaUBaTh TPAacKTOPUU
npodheccuoHaIbHOTO Pa3BUTHUS U
caM000pa30BaHUs

OK 04 | opraHu30BBIBATH paboTy | MCHXOJIOINYECKHE OCHOBBI JICATEIBHOCTH
KOJLICKTHBA u KOMAHJBL, | kosexTHBa, TICHXOJIOTHIECKHE
B3aUMOJIEMCTBOBATH Cc

0COOEHHOCTH JINYHOCTH; OCHOBBI

KOJUIETaMH, PYKOBOJICTBOM,
KIHEHTAMH B X0jie | IPOCKTHOM AesATeBHOCTH
npodeccruoHaIbHON
JESITEIIbHOCTH

OK 05 | rpaMOTHO HM3y1araTh CBOM MBICIIH | OCOOCHHOCTH COLMAIBHOIO U KyJIBTYPHOIO
u  0QOPMIIITH AOKYMCHTBI 11O | konrekcra; npaBmiIa ohopmIIeHUSI
Hpoq)eCCHOHaHBHOH TCMaTHKe Ha JOKYMCHTOB n MOCTPOCHUA YCTHBIX
rOCYyJapCTBEHHOM SA3BIKE,
MPOSIBIATH  TOJNEPAHTHOCTH B | COOOMEHMH
pabodYeM KOJICKTHUBE

OK 09 NIPUMEHSTh CpPEICTBA | COBPEMEHHbIE CPEACTBA U yCTpOMCTBA
MH(OPMAIMOHHBIX TEXHOJNOTUH | ypdopmaTmsarmm; TOPAIOK X
I PEIHCHIA IPUMEHCHHS u IPOrpaMMHOE
npodeccroHaIbHbIX 3aj1ay;
HCIIONBL30BATE COBPEMEHHOE obecrieueHne B IPOQecCHOHATIBHOM
IpPOrpaMMHOE 0OecTieUeHHE JESITeIIbHOCTH

OK 10 | moHuMaTe OOLIMIT CMBICI YETKO | IpaBuila IMOCTPOCHUS MPOCTHIX M CIIOKHBIX

MIPOU3HECEHHBIX BBICKA3bIBAHUN
Ha W3BECTHBIC TEMBI
(mpodeccroHaNbHBIC u
OBITOBBIE), IOHUMATh TEKCThHI Ha
0a30BbIC npodeccruoHaabHbIe
TEMBI; Y4aCTBOBaTh B JHAOrax
Ha 3HAKOMBIE oo1ue u
npodeccruoHaIbHbIe TEMBI;
CTPOUTH MPOCTHIE BHICKA3bIBAHUS
0 cebe u 0 cBoel
npodeccroHaIbHON

NeSITENbHOCTH; KpaTKO
00OCHOBBIBAaTh U  OOBSICHUTH
CBOM JIEWCTBHUS (TEKyllUEe U
MJIAaHUPYEMBIE); THCATh MPOCTHIC
CBSI3HBIE COOOIIEHUS Ha
3HAKOMBIC HWJIM WHTEPECYIOIINE

NpeUIOKEHNH Ha  TpodecCHOHATbHBIC
TEMBI; OCHOBHBIC OOIIEYNOTPEOUTEIIbHBIC
riaroyibl (ObITOBast W MpodeccuoHaTbHAS
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSIIIIMIACS K OIMHMCAaHUIO TPEIMETOB,
CPEZICTB M MPOIECCOB MPOPEeCCHOHATHHOM
JIeSITeIIbHOCTH; 0COOEHHOCTH
MIPOW3HOIICHHUS; MPaBUJIa YTCHHSI TEKCTOB

po(ecCHOHATLHOW HAIIPABICHHOCTH
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npodecCHOHAIbHBIC TEMBI

K 1.1

OPUHUMATh IPOU3BOJIbHbBIE
NIEPBUYHBIE Oyxranrepckue
JOKYMEHTBI, paccMaTpUBacMble
KaK NUCbMEHHOE
J0Ka3aTeIbCTBO COBEPILIEHUS

XO3SIMICTBEHHOW OIllepaluy Wi
MOJIyYeHUE pasperieHus Ha ee
MIPOBEJICHNCE;

MPUHUMATh MEPBUYHBIC
OyXraiaTepckue JTOKYMEHTbl Ha
OymMakHOM HocuTene u (Win) B
BUJIE DJICKTPOHHOTO JOKYMECHTA,

ITOAIUCAHHOIO AJIEKTPOHHOMN
MOIKCHIO;

IPOBEPSTH HaJIn4ne B
MIPOU3BOJIBHBIX MePBUYHBIX
OyXTralaTepCKUX JIOKYMEHTaxX

00s13aTeNIbHBIX PCKBU3UTOB,

oOure TpeOoBaHUS K OyXraiarepckomy
y4eTy B 4YacTU JOKYMEHTHPOBAaHHUS BCEX
XO34MCTBEHHBIX JECHCTBUI U OIEPALINIA;
MOHATHE  TEPBUYHON  OyXranrepckoit
JIOKYMEHTaIUH;

ompezieNieHue TMEPBUYHBIX OyXTralTepCKHX
JIOKYMEHTOB;

bopmbI OyXraiaTepckux

JIOKYMEHTOB, COJEpKalluX 00s3aTelIbHbIE

NEPBHUYHBIX

PEKBU3UTHI [IEPBUYHOTO YYETHOTO
JIOKyMEHTa;
MIOPSIIOK IIPOBEICHUS IIPOBEPKHU

MEPBUYHBIX OYXTaaTepCKUX JOKYMEHTOB,

dbopManbHOH  TMPOBEPKH  JOKYMEHTOB,

MIPOBOJAUTH (bopMabHYIO | IPOBEPKHU 110 CYIIECTBY, apUpMETHIECKON
IIPOBEPKY JIOKYMEHTOB, | npopepkH;

TpOBEPKY 1o CYMECTBY, OPUHIUIBLI W TNPU3HAKK TPYNIUPOBKHU
apu(PMETUUECKYIO TPOBEPKY;

TIPOBOJIATH IPYIIHPOBKY | HEPBHIHBIX OyXraiaTepckux JOKYMEHTOB;
HepBI/IquIX 6yXFaHTepCKI/IX MOpAA0K IMPOBCACHUA TAaKCUPOBKHU u
AOKYMCHTOB 1o piny KOHTUPOBKH TIEPBUYHBIX OyXIaJaTepCKUX
IIPU3HAKOB;

IPOBOJIUTH TaKCUPOBKY y | AOKYMEHTOB;

KQHTHpOBKy HepBI/IqHBIX MOopAa0K COCTaBJICHHA PETUCTPOB
OyXraJTepcKux JOKYMEHTOB; OyXranTepcKoro yJera,
OpraHH3OBBIBaTb npaBujia M CPOKU XpPaHCHUA HepBHqHOﬁ
JIOKyMEHTOO000POT;

pa3éupaThcsi B HOMEHKIATYpE OyXrajaTepckoil JOKyMEeHTaluH;

ACTI,

3aHOCHUTh JAHHBIE o

CTPYNIMPOBAHHBIM JIOKYMEHTaM

B PETUCTPBl  OYyXTaJTEepPCKOTO

y4eTa;

nepeaaBaTh MIEPBUYHBIE

OyxrajnTepckue JOKYMEHTBHl B

TEeKYIIUH OyXTalITepCKUN apXuB;

repe1aBaTh IIEpPBUYHBIE

OyxranTepckue JOKYMEHTBHl B

MIOCTOSIHHBIN apXuB o

HWCTEUYECHUH YCTaHOBJICHHOTO

10




CpOKa XpaHEeHHUS;

WCTIPABIIATH OIHUOKHU B
MEePBUYHBIX OyXTralaTepCKux
JIOKYMEHTaX;

1.2. MakcumajbHasi yueOHasi HAarpy3Ka
Oobs13aTe1bHARA yyeOHas HATPy3Ka

B TOM YHCJIE:

TEeOpeTHIecKoe 00yueHue

IMPAKTUYCCKUEC 3aHATUA

11

48 gac.

44 qgac.

30 yac.

14 ygac.




2. CTPYKTYPA ¥ COAEPXKAHUE YUEBHOM JUCIHUAILINHBI

2.1. O6beM y4eOHOI TMCUMILIHHBI U BUbI Y4eOHOH padoThl

Buna yueOHoii padoThl

O0BeM yacoB

MakcumasibHas ydyeOHasi Harpy3ka (Bcero) 48
Oobs3aTesibHas yueOHasi HATPYy3Ka 44
B TOM YHUCIJIE:

TeopeTuIecKoe o0y4ueHue 30
MPAKTUYECKHUE 3aHITUS 14
Kouncyabranuu 4

IIpomexyTouHas arrecTanus (3K3aMeH)
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2.2. TemaTn4ecKkuii IJIaH 1 CoacpKaHue y‘leﬁHOﬁ AUCIHUIIJIMHBI «I[OKyMeHTaIII/IOHHOC odecrneuyeHue yYupasJicHus»»

HaumenoBanmue Conep:xanue y4eOHOro MaTepuasia, JJadbopaTopHbie H NpaKTHYeCKHe PadoThI, Oo6bem Koabl komnerenumi,
pa3iesioB U TeM caMoCTosITeIbHAsA padoTa 00y4Yaloumuxcs 4yacosB ¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3J1eMEeHT MPOrpaMMbl
1 2 3 4

Tema 1. Conep:kanue y4e0HOro MaTepuaa OK 01, OK 02, OK 03,
IousTne noKymMenTa- | 1. Wcropust  pasBuTHS  JeJIONPOM3BOACTBa.  OCHOBHBIE  TEPMHHBI OK 09, 0K 10, IIK 1.1
LHHOHHOI'0 JOKYMEHTAI[HIOHHOT'0 00eCreyeH s yIPaBICHYECKOH 1eATeIbHOCTH. MatepuaibHble
oGecneyeHus HOCHUTETH HHOPMALIUH. 2
ylnpaBJieH4eCcKoil 2. HopmaruBHas 06a3a coBpeMeHHOro jenornpou3BojactBa B Poccuu. Cucrema
AeATeTbHOCTH JTIOKYMEHTAITHH.
Tema 2. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 04,
YuuduuupoBanHas 1. PexBusutsl u hopmysipel JokymMeHTa. COCTaB U pacmoiokeHHe PEKBU3UTOB. ) OK 05, OK 09, OK 10,
cUcTeMa OP/I. 2. HOpuauueckas cujia TOKyMEHTA. IIK 1.1
IOpuauyeckast  cuina | [Mpakruyeckoe 3ansitue Nel. CocraBienue 1 0popMICHHE TEKCTOB. )
AOKYMEHTOB.
Tema 3. OK 02, OK 04, OK 05,
Opranusanus Coaep:xanue yueOHOIro MaTepuasia OK 09, OK 10
paGoThI ¢ | 1. Opranusanus pabotsl ¢ fokymentamu. Ionstue nokymenroodopora. OGpaboTka
OKYMEHTAMH. MOCTYHAIOIINX JOKYMEHTOB. 2
TonsiTie 2. [lopsimok pa®oThI C OTHPABISIEMBIMUA U BHYTPEHHUMH JTIOKyMeHTaMu. Perucrparus
0KYMEHT0060poTa. Y KOHTPOJIb UCIIOJTHEHUS TOKYMEHTOB.
Tema 4. Coaeprxanue yueOHOro MaTepuaJia OK 01-05,
PacnopsigurenbHble 1. Knaccuduxauus OP/l. OcHOBHbIE PEKBH3UTHI JOKYMEHTa, MX Kiaccudukanus, OK 09, OK 10
AOKYMEHTBHI. npaswia opopmiieHus B coorBeTcTBuM ¢ ['OCT. ®opmyssip u O1aHK JOKyMEHTA. 4

IIpakTuyeckoe 3ansaTHe Ne2. OdopmieHMe ©  COCTaBICHHE TPHUKA30B, )

pacropsiKeHUH.
Tema 5. Conep:xanue y4e0HOro MaTepuasa OK 01, OK 0.2, OK 04,
Opranusaunonnwre 1. OpraHu3anoHHbIE JOKYMEHTHI, UX Ha3HaueHue, GOpMyJISphl — 00pas3Iibl. 4 OK 0.5, OK 09, OK 10,
AOKYMEHTBI. 2. Ipouemypa cocTapieHus ¥ 0GOPMIEHHUS OPraHU3aLUOHHBIX JJOKYMEHTOB. IK 1.1

3. OOmacth MMPUMCHCHUA  OPTraHMU3alIMOHHBLIX  JOKYMCHTOB. Hcnonbp3oBaHue
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YHUPHUIMPOBAHHBIX (OPM.

IIpakTnuyeckoe 3anatue Ne3. OdopmiieHHE OCHOBHBIX BHJIOB OPraHM3allMOHHBIX

JIOKYMEHTOB. 2
Tema 6. Coaepxanue yueOHOIro MmaTepuaJia OK 01-05,
Hupopmanuonyo- 1. HMudpopManmOHHO-CIIPaBOYHbIE JOKYMEHTBHI: WX Ha3HadeHue, (GOpMyIsphI- OK 09, OK 10, IIK 1.1
CIIPABOYHbIE 0GPa3IIpL. 4
AOKYMEHTDL. 2. Ilpomenypa coctaBieHus U OQOpPMIICHHUS HHPOPMAIIMOHHO-CIIPABOYHBIX
JIOKyMeHTOB. O0JIacTh MPUMEHEHHS WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
3. Ucnonp3oBanre YHUDHUITMPOBAHHBIX (hOPM.
IIpakTnyeckoe 3ansaTue Ned. OdopmiieHue OCHOBHBIX BHJOB WH(POPMALMOHHO —
CIPaBOYHBIX JOKYMEHTOB. 2
Tema 7. Buasbl Coaep:xanue yueOHOro MaTepuaJia OK 01-05,
J0TOBOPOB. 1. Cuctema 1O0roBOpHO — MPaBOBOM TOKYMEHTALIUH 4 OK 09, OK 10, IIK 1.1
PasHoBuaHOCTH 2. AKTBI, TOBEpEHHOCTH: OQUIHATIBHBIC U JTHYHBIE
aKTOB,
JAOBEPEHHOCTEH. IpakTuyeckoe 3ansaTue NeS. OdopMieHre pa3TMYHBIX BUOB IOTOBOPOB. 2
IIpakTuyeckoe 3ansaTue Ne6. OdopmieHre akTOB U JOBEPEHHOCTEH. 2
Tema 8. Ilopsinok Coaep:xanue yueOHOIro MaTepuasia OK 01-05,
CHCTEeMATH3aluH U 1. Opranuzanusi JOKyMEHTO000pOoTa: IprueM, 00paboTka, perucTpanus, KOHTPOIb, OK 09,0K 10, IIK 1.1
XpaHeHus! XpaHeHUe T0KyMEHTOB, HOMEHKJIaTypa je. TpeOoBaHuUs K 3arojloBKaM Jedl.
AOKYMEHTOB. ®opmupoBanue aen. CucremaTuzanus JOKYMEHTOB BHYTpH aena. OdopmieHue aei. 4
TunoBble CpoKU XpaHEHHsI TOKYMEHTOB. Peructpanus u KOHTPOJIb UCTIOHEHUS
JIOKYMEHTOB.
2. Opranuzanusi paboThl ¢ KOHQUICHIIMAIBHON JOKYMEHTAITUEH
Tema 9. opranmszanus | 1 ba3oBble NOHATUS apXUBHOTO Jieja OK 01-05,
ApXMBHOIO XpaHeHHusl | 2 OCHOBHBIE HOPMATUBHO-METOIMYECKUE IOKYMEHTHI, PETJIaMEHTUPYIOIIUE 4 OK 09, OK 10, TIK 1.1
AOKYMEHTOB. OpraHM3alMI0 apXUBHOTO J€N1a
3 CoBpeMeHHbIE TEXHOJIOTUU OPraHU3allK paboThl ApXUBUCTOB.
IIpakTuyeckoe 3ansaTHe Ne7. MOArOTOBKA IOKYMEHTOB K Claue B apXUB. 2
Koncyabranus 4
Hroro odsi3aTenbHas yueOHAas Harpy3Ka 44

B TOM 4YHCJIC:
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TeopeTHYecKoe o0yyeHue 30
NMPaKTHYEeCKHE 3aHSATUS 14
BCEI'O 48
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3. YCJIOBUS PEAJIM3ALIMU TIPOTPAMMBI YYEBFHOU JUCHUTLJIAHBI

3.1. JIng peanusanuu nporpamMmbl y4eOHON TUCHUIUIMHBI JOJDKHO OBITh MPETyCMOTPEHO
CIIEAyIOIIee CIEeNUATbHOE TOMeIleHHe: KaOuHeT «JlOKyMEeHTallMOHHOTO — obOecredeHust
YOpaBJIE€HUS», OCHAIIEHHBI  00OpyJOBaHMEM: IOCAJI0OYHbIE MeCTa 10  KOJUYECTBY
oOyuaromuxcs, pabouee MecTO HIpenojaBaTess, AO0CKa, CTEHIbl, AMJAKTHYECKUI Marepual,
TEXHUYECKUMHU CpEJICTBAMU OOYYEHHs: KOMIIBIOTEPbI, MYJIbTUMEAUNHHOE 000pyAOBaHUE,

IIPUHTED.

[Tomemenust U1t caMOCTOSTENLHON paboThl 00yYaIOMIMXCS JAOJDKHBI OBITH OCHAIICHBI
KOMHLIOTepHOI\/JI TEXHUKOU C BO3MOXHOCTBIO IIOAKIIOYCHU A K I/IH(i)OpMaIII/IOHHO-
TEJIEKOMMYHUKAIIMOHHOW ceTtn "VHTepHer" U o0ecmedeHueM J0CTyna B DIIEKTPOHHYIO

nH(GOPMaIIMOHHO-00Pa30BaTEIbHYIO cpeay 00pa30oBaTeNbHOM OpraHU3aui (MIPU HATUYHHN).
3.2. UnopmannonHoe odecriedeHne peaan3anum mNporpamMmmbl
OcHogHble UCmMOYHUKU

1. bapuxun, A. b. Kagposoe nenonpousBoactBo. Ilpaktuueckoe mocodue / A.b.
bapuxun. - M.: Kawxnsiii mup, 2017.

2. bacakoB, M.U. JlokymeHntanmonHoe obecrieuenne ynpasienus / M.U.bacakos. - M.:
KnoPyc menua, 2017.

3. KupcanoBa, M.B., AxcenoB, FO.M. Kypc nenonpousBoactsa. — M.: UH®PA-M;
Hosocubupck: Cubupckoe cornamenue, 2014.

4. Kysnuenos, U.H. JlokymMeHTanmoHHOE obecriedeHne ynpapieHus. JJokyMeHToo00poT
U J1eTONpOn3BOACTBO: YueOHuk u npaktukym / M.H. Ky3nenos. - JIro6epusr: FOpaiir, 2016.

5. Tlamacenko, HO.A. [lenompow3BOACTBO: JOKYMEHTAIIMOHHOE  oOecreueHne
ynpasienus: YueOHoe nocodue / FO.A. ITanacenko. - M.: 1] PUOP, HULl UHOPA-M, 2013.

6. Pymbiuna, JILA. JlokymeHTaunoHHoe oOecneueHue ympasieHus. — M., OUIL]

«Axagemusy», 2014,

Humepnem - pecypcoi

1. Kynésa, E.}O. JlokymMeHTanIMOHHOE obOecrieueHrne ymnpapieHus. — M., AkageMus —
Menma, 2014.

2. [Ilmenko, A.B., [Hoponuna JLLA. u gp. JlokyMeHTauuoHHOEe oOecreueHue
yrnpasienus. — M., Axkanemus —-Menua, 2015.

3. CnpaBounas npaBoBas cucreMa «KoHcynbTaHT Turoc»: http://www.consultant.ru
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4. CrnpaBounas cucteMa «['apant». http://www.aero.garant.ru

5. https://e.lanbook.com/ - DnekrponHo — 6nbAMOTeUHast cuctema JIAHD

6. https://urait.ru/ - O6pazoBarenbHas mwiargopma IbC IOpaiit

Hopmamueno — cnpagounas numepamypa

1. ®enepanbublii 3akoH "OO6 snekrporHoi noanucu" ot 06.04.2011 N 63-D3.

2. ®epepanbHblii 3akoH "OO uHPOpManuM, MHPOPMALMOHHBIX TEXHOJOTHSIX H O
3amute uHGopmanuu” ot 27.07.2006 N 149-03

3. TOCT P 7.0.8-2013. HammonansHueiii ctangapt Poccuiickoit ®eaepamnuu. Cucrema
CTaHIapTOB Mo HH(poOpManuu, OMOIHMOTEYHOMY U U3JATENLCKOMY nedy. JemonpousBoJCTBO U
apxuBHoe zaeno. Tepmunel u onpenenenus (ytB. IIpukasom Poccranmapra ot 17.10.2013 N
1185-cT)

4. T'OCT P 6.30-2003. YuudunupoBanHas cucrema JTIOKYMEHTAIWH.
YHuduuupoBaHHas cucTeMa OpraHU3alMOHHO-PACIOPSAUTENIEHON JOKyMeHTaluu. TpeboBaHue
K OQOpPMIICHHIO JJOKYMEHTOB. YTBepxkaeH mnoctaHoBieHueMm [occranmapra P® ot 03.03.2003

No65-ct. — M.: U3a-Bo crangapros, 2003.
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4. KOHTPOJIb MW OIEHKA PE3YJIBTATOB OCBOEHUSI YYEBHOH

JUCLUIINHDBI

Pe3yabTarsl 00yueHust

Kpurtepumn onenku

MeToabl OLIEHKH

B pe3ynbTaTe OCBOCHUS

JUCLUIIIUHBI oOyyaromuics
JOJDKEH 3HAMb:

aKTyalbHBIM MPOdecCHOHATBHBIN
U COLMANBHBIM  KOHTEKCT, B
KOTOPOM MPUXOJUTCS paboTaTh U
KUTb;

OCHOBHBIC HUCTOYHUKHN

nHpopManuu W pecypcel IS
pemieHus 3aaa4 W TpolieM B
npodeccuoHaTbHOM u/unu
COIMATbHOM KOHTEKCTE;

QJITOPUTMBI BBITIOJTHEHHSI padoT B
NpOoECCHOHATIBHON W CMEKHBIX
o0IacTsx;

MCTOABI pa6OTBI B

MPOPECCUOHAIBHOW M CMEXKHBIX
chepax;

PCUICHUA 3adav; IMOPAAOK OLICHKH

CTPYKTYpy TIIaHa st

pEe3yNbTaTOB  peIIeHUs  3aaa4y
poQeCCHOHATILHON
JESTeITLHOCTH

HOMEHKJIaTypa HWH(OPMAIMOHHBIX

UCTOYHUKOB  TPHUMEHSEMBIX B
npoQeCCHOHATILHON
JCATCIBHOCTH, IIPpUEMBbI

CTPYKTYpUpPOBaHUsI HH(OpMALINY;
dbopmat opopmiieHus: pe3yabTaTOB

MoUCKa UHPOPMALIUU

PpacCiioO3HaBaHHUC aJIrOpuTMOB

BBITIOJIHCHUA pa60T B

MpOPECCUOHAIBHOW M CMEXKHBIX

o0JacTsAX; OmpeaereHue METOIOB

paboTtel B mpodeCcCHOHATBHOW |

CMECXKHBIX BBI60p

chepax;

OIIpEIECIICHUE ONTUMAJILHOU

CTPYKTYPBI

3ajJlav; IIOHMMAaHUC IIOpPsAJdKa OLCHKH

I1aHa Ojid PpCIICHUA

PE3YyJIbTAaTOB peicHuA 3aaad

MpOoPECCUOHAIBHON  JACSTEIBHOCTH;
HauOosee

BBIOOD ONTUMAJIBHBIX

HUCTOYHHKOB uHpopmaru U
pECYpcoB ISl peIIeHUs 3aaad H
mpobiieM B TPOdeCCHOHATHHOM

W/ conuaJlbHOM KOHTCKCTC,

OPUEHTHPOBAaHUE B  AKTyaJbHOMU
HOPMAaTUBHO-IIPaBOBOU
JOKYMEHTAlUU; COBPEMEHHOM
HayyHOM ¥  mpodeccHoHaIbHOU
TEPMHUHOJIOTHH; MIOHVMAHHE
IICUXOJIOTMYECKUX OCHOB
JEeSITEIbHOCTU KOJJIEKTHBA,
MICUXOJIOTMYECKUX 0COOEHHOCTEM

JIMYHOCTH, BJI1aACHHUC 3HaHHUAMU

OCHOB pa6OTBI C JOKYMCHTaMH,

MOATOTOBKH YCTHBIX M NHCHbMCHHBIX

co/iepKaHue aKTyaJIbHOM | COOOIICHMIA; 3HaHUE OCHOB
HOPMAaTUBHO-TIPAaBOBOM KOMITBIOTEPHOMN TPaMOTHOCTH;
JIOKYMEHTAIUU; COBpPEMEHHAsl | 3HAHUE  NPaBWJI  HANHMCAHUS U

OrneHka
pe3ynbTaTOB
BBIIOJIHCHUS
MPAKTUYECKHUX
pabor.

OneHka
BBIIOJIHCHUS
CaMOCTOATENIbHEI
X paboT.

Tecr.

YcrHblii onpoc.
ITnceMenHbIH

oTIpocC.
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Hay4yHas U mpogeccruoHaIbHas
TEPMHHOJIOTHS; BO3MOJXKHBIC
TPAaeKTOpUH TPOPECCHOHATHHOTO
pasBUTHS U CAMOOOPA30BAHHS
TICUXOJIOTHYECKUE OCHOBBI
JesITeTbHOCTH KOJIJICKTHBA,
TICHXOJIOTHYECKUE  OCOOEHHOCTH
JMYHOCTH,; OCHOBBI IPOEKTHOMN
AESATEIILHOCTH

0COOEHHOCTH  COIMAIBHOTO |
KYJIbTYpPHOTO KOHTEKCTa; MpaBHiIa
opopmieHHST ~ TOKYMEHTOB W
MOCTPOCHUS YCTHBIX COOOIEHHIH.
IpaMOTHO M3JIaraTh CBOU MBICITH H
obopMISITE  JOKYMEHTHI IO
npoeCCUOHATIPHON TeMaTHKE Ha
rOCyJJapCTBEHHOM SI3BIKE,
OpPOSIBIISITH  TOJICPAHTHOCTH B
paboueM KOJUIEKTHUBE
COBpPEMCHHbBIC cpencTBa u
yCcTpolicTBa  MH(pOpMaTHU3ALUY;
MOPSZIOK  MX  TIPUMCHEHHS |
MporpaMMHOE  OOECIeYeHHEe B
npoeCCUOHATBHON
AESATeIILHOCTH

NpaBWiIa MOCTPOCHUS MPOCTHIX H
CIIOKHBIX  TPEIIOKCHUH  Ha
npodeCCHOHATbHbBIE TEMBI;
OCHOBHBIE
o0mIeynoTpeOUTEIbHBIC  TJIATOJIBI
(6prToBast w  mpodeccuoHaTbHAs
JICKCHKA); JICKCHYECKUI
MUHHMYM, OTHOCSAIIMUCA K
OIMMCAHUIO TIPEAMETOB, CPEJICTB H

MPOIIECCOB PO eCCHOHATBHOM

MPOU3HOLLICHUS

CIIOB, B T4. H

poeCCUOHAIBHON JIEKCUKH.

3HaHue dbopm TIePBUYHBIX

OyXraiaTepcKkux

JOKYMCHTOB,

COJEepKaHUS TaKOW JTOKyMEHTaLUH,

MOHMMaHUEe crenupuku padoThl ¢

NEPBUYHBIMHA

AOKYMCHTaMH

OyXTaJITepPCKUMH
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IEeITENLHOCTH, 0COOEHHOCTH
MIPOU3HOIICHUSI; TPABWJIA UYTEHUS
TEKCTOB npodeccruoHanpHOM
HAINpPaBIEHHOCTU o0rue
TpeOoBaHUSI K OyXraaTepcKomy
YYETy B YaCTH JOKYMEHTHUPOBAHHUS
BCEX XO3IHMCTBEHHBIX JIEUCTBUU U
onepauui;

IIOHATHE MIEPBUYHOU
OyXTajTepcKOi TOKyMEHTAIINH;
orpesieNieHue MEePBUYHBIX

OyXraJTepcKuX JOKYMEHTOB;

bopMbI MePBUYHBIX
OyXTaiaTepcKux JIOKYMEHTOB,
coJiep KaImx o0s3aTenbHbBIE

PEKBU3UTHI MIEPBUYHOIO YYETHOTO
JOKYMEHTA;

MOPSAJOK TPOBEACHUSI MPOBEPKHU
HEPBUYHBIX OyXrajaTepcKkux
JOKYMEHTOB, bopmanbHOI
IIPOBEPKU JIOKYMEHTOB, IIPOBEPKU

M0 CYIIECTBY, apH(PMETHIECKOH

IIPOBEPKU;
IIPUHLIAIIBI " IPU3HAKU
IPYIIIUPOBKH IIEPBUYHBIX

OyXrajTepCKuX JOKYMEHTOB;
HOPSIOK TPOBEICHUSI TAKCHPOBKH
U KOHTHUPOBKH HEePBUYHBIX
OyXraaTepcKux JOKYMEHTOB;
HOPSIIOK COCTABIICHUSI PETUCTPOB
OyXTaJITepCKOTO YYeTa;

npaBujia H CPOKH  XPAHCHUA

MIEPBUYHOM OyXranTepckoit
JOKYMEHTAIIH
B pe3yiabTare OCBOCHHUS | BIIaJICHUE aKTyaJbHbIMH MeTofamu | OreHka
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JTUCHUILINHBI oOyJaromuiics
TIOJDKEH yMemb:
pacmo3HaBaTh  3amadyy  W/WIHA

npobiieMy B TpodhecCHOHATFHOM
W/WIX  COLMAIBLHOM KOHTEKCTE;

aHATM3UPOBATh  3a7ady  W/WIH

npobieMy U BBLACHATH €€

COCTaBHbIE YAaCTH; OMPEIENATh
ATanbl pEeUICHUs 3a/1a4U; BBISBIIATD
u s pexTuBHO HCKaTh

nH(popmaIno, HEOOXOIUMYIO IS

peueHus 3aJa4u W/ WA
poOIeMBbl;

COCTaBUTh 1a” JICHCTBUS;
ONPEACIIUTh HEOOXOMMBbIC
pecypcesl;

BIIAJIETh AKTYaJIbHBIMU METOJIaMU
paboTel B MPOQECCHOHATBHONH U
CMEXHBIX cdepax; peann3oBaTh
COCTaBJIECHHBIH IUIaH, OLIEHUBAThH
pe3yiabTaT U TOCJEICTBUS CBOUX
JNENUCTBUN (CaMOCTOSITENIbHO WIIH C
MTOMOIIIbIO HACTABHUKA)

OIPEACIIATh 3aJJa4u IJid IIOHUCKa

uHpOpMaLuy; OIIpENEIATh
HEOO0XO0IMMBbIC HCTOYHHUKU
nH(pOpMAaITNY; TUTAHUPOBATh
nporiecc MTOMCKA,
CTPYKTYpUPOBaTh  IMOIyYaeMYIO
nH(pOPMAIIHIO; BBIJICIIATH

HauOoJsiee 3HAYUMOE B TIEPEUHE
UHpOpMaIINH; OLICHUBATh
MPAKTHYECKYIO 3HAYUMOCTh
PE3yJIbTaTOB TIOUCKA; O(OPMIISATH

pe3yJIbTaThl MOMCKA

pabotel B mpodeccHoHaNbHOU U

chepax; dPPexTUBHOE

BBISIBJICHME W TOHUCK HH(popmanuu,

CMCEXKHBIX

COCTaBJICHHUC OIITUMAJBHOI'O IlJIaHa

IENCTBUH, aHaIUM3 HEOOXOIUMBIX
TUTS BBITIOTHEHUS 3aJaHus,
pecypcoB; OCYIIIECTBJIEHUE

HCCIEAOBATENBCKON  JEATEILHOCTH,
HpI/IBO,Z[SIH_[eI\/JI K OHTI/IMaHBHOMy
pe3yJbTarty; JIEMOHCTPAIIUS
THOKOCTH B OOIIEHHU C KOJIJIETaMHu,
PYKOBOJICTBOM, TIOJYHHCHHBIMH U
3aKa34rKaMu; MPUMEHEHUE CPEJICTB
WH(OPMAIMOHHBIX TEXHOJOTHH st

peteHust TpoeCcCHOHANBHBIX 3a/1a4;

s dhekTuBHOE UCTIONIb30BaHUE
COBPEMEHHOT0 IPOTPaMMHOTO
oOecrieyeHnsi; KpaTKO W YETKO
dbopMyTHpOBaTH  CBOM  MBICIH,
u3naratb ~ MX  JIOCTYIHBIM  JUIA
IMOHUMAaHUs CII0CO00M;

s dekTuBHAS paboTa ¢ IEPBUYHBIMU

OyXrajaTepcKuMu JOKYMEHTaMu

pe3yJIbTaToB
BBITIOJTHEHHS
MPAKTUYECKHUX
pabor.

OneHka
BBITIOJTHEHHS
CaMOCTOSTEIIbHBI
X pabor.

Tecr.

VYcrHblii onpoc.
[TuceMeHHbBIM

orpoc.
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OIpCaAcCATh AKTYaJIbHOCTb

HOPMAaTUBHO-IIPaBOBOU

JTOKYMEHTAIHH B
npodeCCUOHATBHON
ACATCIBbHOCTH, OPpUMCHATH
COBPEMEHHYIO HAyYHYO
po¢eCCHOHAIIbHY IO

TEPMUHOJIOTHIO;  ONpPEACNATh U
BBICTPAUBATh TPaeKTOPUHU

MPO(PECCUOHAIBHOTO Pa3BUTUA U

caMm000pa30BaHuUs
OpPraHU30BBIBAThH paboty
KOJIJICKTHUBA )41 KOMAaH/HI,

B3aMMOJICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJI€
npoeCCUOHATBHON
ACATCIIBbHOCTHU

rpaMOTHO HU3JiaraTb CBOU MBICJIU U
obopMIISITE  JOKYMEHTHI IO
npoeCCUOHATIPHON TeMaTHKE Ha
rocyJapCTBEHHOM A3BIKE,
IMPOSABJIATH TOJICPAHTHOCTDH B
paboueM KOJUIEKTHUBE

MIPUMEHSTh cpencTBa
MH(POPMALIMOHHBIX  TEXHOJOTHH

JUTS. pemeHust PodeCCUOHATBHBIX

3a/1a4; HCTIOJIb30BATH
COBPEMEHHOE POrpaMMHOE
obecrieueHue

[MOHUMATh OOIMI CMBICI YETKO
MIPOU3HECEHHBIX  BBICKA3bIBAaHHMA
Ha HU3BECTHBIE TEMBI
(mpoceccroHanbHbIe U OBITOBBIE),
IIOHUMATh TEKCThI Ha 0a30BbIC

poQeCCHOHAIIbHBIS TEMBI;
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Y4aCTBOBAThH B arajiorax Ha
3HAKOMBIE obmne u
po¢eCCUOHAIIbHBIS TEMBI;

CTPpOUTH MPOCTBIC BBICKA3bIBAHUS

0 cebe 5 0 CBOEH
poQeCCHOHATTBEHON
JIEATEIIBHOCTH; KpaTKo

000CHOBBIBaTh M OOBSICHUTH CBOH
JNEUCTBUSA (Texyuiue u
IUTAHUPYEMBIE); TIHCATh IPOCTHIC
CBSI3HBIC COOOIICHUS HA 3HAKOMBIE
17001 UHTEPECYIOIIne
poecCHOHALHBIE TEMBI
MIPUHUMATH MIPOU3BOJILHBIC
NIEPBUYHBIC Oyxranrepckue
JOKYMEHTBI,  paccMaTpHUBacMbIe
KaK THCBMEHHOE JI0Ka3aTeIbCTBO
COBEPIIEHUS XO3SIICTBEHHOM
orepanuu 17001 MOJTyYeHHE
paspelieHus Ha ee TIPOBEICHHE;
MPUHUMATH MEePBUYHBIC
Oyxrajarepckue JOKYMEHThI Ha
OyMa)XHOM HOCHUTeNe W (W) B

BUAC JJICKTPOHHOI'O JOKYMCHTA,

IIOAIIMCAHHOIO JJIEKTPOHHOU
MIOJITIHCEIO;

MIPOBEPSATH HaIM4ue B
MIPOU3BOJIBHBIX MEePBUYHBIX
OyXranaTepcKux JIOKyMEHTaX

00s13aTeNTbHBIX PEKBU3UTOB;
MIPOBOJIUTH dhopMaIbHYIO
MPOBEPKY JIOKYMEHTOB, TPOBEPKY
M0 CYIIECTBY, apU(PMETHUECKYIO
MIPOBEPKY;

MIPOBOANTH TPYIOIUPOBKY
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MEPBUYHBIX OyXrajaTepcKux
JOKYMEHTOB T10 Sy TPU3HAKOB;
MPOBOIUTh TaKCHPOBKY "
KOHTHPOBKY MEPBUYHBIX
OyXTalaTepcKuX TOKyMEHTOB;
OpPraHU30BBIBATH
JIOKyMEHTOO0O0POT;

pa3bupaTbcsi B HOMEHKJIATYpe
AcCI;

3aHOCHTh JTAHHBIC 1o
CTPYNIUPOBAHHBIM TOKYMEHTaM B
PETHCTPhI OYXTaaTepPCKOTO yueTa;
nepenaBarhb MEPBUYHBIC
Oyxraiarepckue JOKYMEHTHI B
TEKYIIUH OyXTalTepCKHU apXuB;
nepenaBarh MICPBUYHbIC
Oyxraiatepckue JOKYMEHTHl B
MOCTOSIHHBIA apXUB 110 MCTCUCHHH

YCTaHOBJIEHHOTO CPOKA XPaHCHHUS;

UCIIPaBIATH OLIMOKH B
IIEPBUYHBIX OyXranTepcKux
JNOKYyMEHTaXx;
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