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1. OBIIASI XAPAKTEPUCTHKA TPUMEPHOII PABOYEW ITPOTPAMMEI
YYEBHOM JUCLUILINHBI

1.1. MecTO TUCUMIJIMHBI B CTPYKTYPe OCHOBHO 00pa30BaTe/ibHOI MPOrpaMMbl

VYyeOnass gucruruinHa «JlOKyMEHTAIIMOHHOE OOECTICUeHUE YIPABICHUSN» SBISICTCS
00s3aTeNbHOM ~ YacThi0  00mEenpo(ecCHOHATBPHOTO  IUKJIA  NMPUMEPHOH  OCHOBHOM
obpasoBarenbHoi mporpammbl B cooTBeTcTBHM ¢ PI'OC CIIO no cneunansuoctu 38.02.01
DKOHOMHMKA U OYXTaJITePCKUI y4eT (110 OTPacisam).

VyeOnas mucnumumnaa OIL06  JlokyMeHTanmMOHHOE oOOecleYeHUue  yIpaBJICHHS
obecrieunBaeT (hopMupoBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIIMH TIO0 BCEM BUIAM
nestenibHocTH PI'OC CIIO no cnenumanbHocTH 38.02.01. DxoHOMMKA M OyXTalnTepCKUi yuyeT
(mo otpacnsam). Ocoboe 3HaAUEHHE AUCLUUILIMHA UMeeT npu ¢opmupoBanuu U pazsutun OK 01,

OK 02, OK 03, OK 04, OK 05, OK 09, OK10, IIK 1.1.

1.2. He.]'lb U ININTAHUPYEMBIC PE3YJbTATHI OCBOCHUSA TUCHHUIIINHBI
B paMKax IporpamMmbl y‘le6H0ﬁ JUCHHUITIIMHBI O6y‘laIOIJ_[I/IMI/IC$I OCBAauWBANOTCA CICAYIOIIHNC

YMCHUA U 3HAHUSA

Kon Ymenus 3HaHusA
I1K, OK
OK 01 pacno3HaBaTh 3a1auy W/WIN | aKTyaJbHBIN npogeccuOHATbHBIN 51
npobieMy B Npo(EeCCHOHATBLHOM | COIMATIBHBI ~ KOHTEKCT, B  KOTOPOM
u/nnm COLIMAJIbHOM KOHTEKCTE; | IPUXOAUTCSA paboTaTh U KUTh; OCHOBHBIE
AHAJIN3UPOBATh 3ajaqy W/WIH | AICTOYHUKM MH(QOPMALMK U PEeCypChl s

HpO6HCMy U BBIACIATH €€ COCTaBHBIC peuicHud 3aaaq u HpO6J’ICM B

YacTH; OMNpPEAENATh 3Talbl PELICHUS
3aa4M; BBIABIATh U 3I(PPEKTUBHO

UCKaTh HMH(pOpPMAIHIO, HEOOXOIUMYIO

InIE: peLeHus 3aJ1aun W/AI
po0JIeMbI;
COCTaBUTh TUIaH JICCTBUS,

OTpeeNIUTh HEOOXOAUMBIE PECYPCHI;

BIAJCTh  aKTYaJIbHBIMH  METOJaMHU
paboTel B  MpO(ecCHOHAIBHOW U
CMEXHBIX  cepax;  pearn3oBaTh

MpOPECCHOHAIBHOM W/WJIM  COLIUATEHOM
KOHTEKCTE;
TOPUTMBl  BBINOJHEHUs  paboT B
poeCCHOHATILHON U CMEXHBIX 00J1acTAX;
MeTOJIbl paboThl B MpodeccuoHaNbHON U
CMEXHBIX c(epax; CTPYKTypy IUIaHa st
pelieHus  3ajaad;

MOPSIIOK ~ OUEHKH

PE3yJIbTAaTOB pCeHICHUA 3aaad

poecCHOHANEHOM e TENIbHOCTH




COCTaBJICHHBIHN IIJ1aH, OLICHUBATh

pe3yinbTaT W TMOCIEACTBUS CBOMX
JNEeHCTBUM  (CaMOCTOSITENIPHO WM C

IIOMOIIBIO HaCTaBHI/IKa)

OK 02 ONpeAensaTh 3aJaud  JuIsl IIOMCKa | HOMEHKJIaTypa UH(POPMALIMOHHBIX
uHpOpMaLnu; ONPENIENATh | HCTOYHUKOB MPUMEHSEMBIX B
HE0OXO0IUMbIE UCTOYHUKHU | IPOQecCUOHAITBHON NeSITeNIbHOCTH;
uH(pOpMallMY; IUIAHUPOBATH MPOLECC | IPUEMbI CTPYKTYPUPOBaHUS WH(OPMALIUU;
IIOMCKa; CTPYKTYpUpOBaTh | popmar ohopMIICHHUsT pe3yabTaTOB IMOMCKA
MOJIy4aeMyto uH(popManuio; | HHPOopMaAITUN
BBIICTISATH Hambojee 3HAYMMOE B
nepeyHe UWHGOpMALUU; OIEHUBATh
MIPaKTUYECKYIO 3HAYUMOCTb
pe3ysibTaToB  IOUCKA;  O(OpMIIATH
pe3yNbTaThl MOMCKA

OK 03 OIIPEAEIATh aKTyaJIbHOCTh | COIEpKAHUE aKTyaJbHON HOPMAaTHUBHO-
HOPMaTUBHO-IIPAaBOBOM IIPAaBOBOM JTOKYMEHTAllUH; COBPEMEHHas
JOKYMEHTallul B NPO(PECCUOHAIBHOMN | HayyHas u npodeccuoHaIbHas
JEeSITEIbHOCTH; MPUMEHSTh | TEPMUHOJIOTHUS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4YHYIO | IpO(eCCHOHABHOTO pa3BUTHUA u
MPOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CaMOOOpa3oBaHUs
OTIPEeIATh u BBICTPanBaTh
TPaCKTOPUH npodeccuoHaIbHOr0
pa3BUTHUA U caMO00pa30BaHUs

OK 04 OpPraHU30BBIBATh PA0OTY KOJJICKTHBA | IICUXOJOTHYECKHE OCHOBBI JCSITEIHHOCTU
U KOMaHJbl; B3aUMOJIEHCTBOBAaTh C | KOJJIEKTHBA, MICUXOJIOTHYECKHE
KOJUJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JINYHOCTH; OCHOBBI
KITUEHTaMH B XOJI€ | IPOEKTHOM 1eATENbHOCTH
poeCCHOHAIBHON e TETHHOCTH

OK 05 rPaMOTHO H3JIaraTb CBOM MBICIH U | OCOOEHHOCTH COLIMAIBLHOTO U KYJIbTYPHOIO

O(I)OpMJ'IHTB AOKYMCHTEIL o

npoecCHOHANBPHOM  TeMaTUKEe  Ha
TOCYJaPCTBEHHOM SI3BIKE, TPOSBISATH

TOJIEPAHTHOCTh B pabouem

KOHTCKCTA, IpaBUJia O(I)OpMJ'ICHI/ISI

JOKYMCHTOB u MMOCTPOCHUMA YCTHBIX

COOOIIeHU N




KOJIJICKTHUBEC

OK 09

MPUMEHSATD cpencTna
MH(OPMALIMOHHBIX TEXHOJIOTUH IS
pemieHuss npodecCUOHAIbHBIX 3a/1ay;
UCIIOJIb30BaTh COBPEMEHHOE

IPOrpaMMHO€E 0OecrieueHNe

COBPEMEHHBIC CpEICTBA W YCTPOWCTBA
nH(pOpMaTH3AIHH; HOPSI0K UX
HPUMEHCHUSI u HPOrpaMMHOE
obecrieueHne B NPOQecCHOHATHHON

JACATCIIBHOCTH

OK 10

MOHMMATh OOHIMM  CMBICA  YETKO
MIPOM3HECEHHBIX BbICKA3bIBAaHUI Ha
U3BECTHBIE TeMbI (TIpodeccuoHaNbHbIe
U OBITOBBIC), MOHUMATh TEKCTHl Ha
0a3oBble TPO(HECCHOHANBHBIE TEMBI,
y4acTBOBATh B TUAJIOrax Ha 3HAKOMBIE
obmue u npodecCUuoHaTbHBIE TEMBI;
CTPOUTH TMPOCTHIC BBHICKA3BIBAHUS O
cebe u 0 cBoel mpodeccoHaTbHON
JESTEIbHOCTH; KPaTko 00OCHOBBIBATh
U OOBSCHUTL  CBOM  JCHCTBHS
(Tekyuye M IUTAaHUPYEMBbIE); MHCATh
coOoOIlleHus Ha

IMPOCTBIC  CBA3HLIC

3HAKOMBIC NN HHTCPECYIOIIHNC

poeCCUOHAIBHBIEC TEMBI

IpaBUJia TIOCTPOSHHS MIPOCTHIX M CIIOXKHBIX
OpeAoKEeHU Ha  MpodecCHOHATbHbIC
TEMBI; OCHOBHBIE O0IEYNOTPeOUTENbHBIC
rinaroyiel (ObITOBass U MpodeccHoHaTbHAs
JIEKCUKA); JEKCUYECKHUH MHHUMYM,
OTHOCSIIIMICA K OIUCAHUIO IIPEIMETOB,
CPEICTB M IPOIECCOB MPOPEeCCHOHATHHOMN
JEeSATENBHOCTH; 0COOEHHOCTH
NPOU3HOIICHHUS; TPaBHIa YTEHHUS TEKCTOB

npodeccuoHaNbHOM HAMIPaBIEHHOCTH

IK 1.1

MMPpUHHUMATDH IIPONU3BOJIBHBIC

IIEpBUYHbBIC Oyxranrepckue
JIOKYMEHTBI, PAacCMaTpUBaeMbIe Kak
MMAUCbMEHHOE JI0Ka3aTesIbCTBO
COBEPIIECHUS XO3SIICTBEHHOMN

orepanuu WIH MOJIy4eHue
pa3pelieHus Ha ee IPOBEICHUE;

IMPpUHHUMATDh TMEPBUYHEBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaXxHOM HOcHTeNe W (WIH) B BUIE

AIEKTPOHHOIO JIOKYMEHTA,
MOAITMCAaHHOTO 3JIEKTPOHHOU
MOJITHCEIO;

oOue TpeOoBaHUS K OyXraiarepckomy
y4eTy B 4YacTU JOKYMEHTHUPOBAHMS BCEX
XO3SIMICTBEHHBIX JECUCTBUI U OIIEPALINL;
MOHSATHE  TIEPBUYHOM  OyXramTepckoit
JIOKYMEHTAIUH;

ompejieNieHne TMEePBUYHBIX OyXTralTepCcKuX
JIOKYMEHTOB;

bopMbI OyXraiaTepcKkux

JIOKYMEHTOB, COJEpKallluX 00s3aTebHbIE

NEPBHUYHBIX

PEKBU3UTHI [IEPBUYHOTO Y4ETHOTO
JIOKYMEHTA;
MTOPSIIOK IIPOBEICHUS MIPOBEPKHU

MEPBUYHBIX OYyXTaaTepCKUX JOKYMEHTOB,




MMPOBCPATL HAJIMYUC B MPOU3BOJIBHBIX

MIEPBUYHBIX OyXranTepcKux
JIOKyMEHTaxX 00s13aTeNbHBIX
PEKBU3HTOB;

OPOBOIUTH (HOpPMaNBbHYIO TIPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(MeTHUECKYIO IIPOBEPKY;
IPOBOJUTH T'PYNIIUPOBKY HNEPBUYHBIX
OyXrajaTepckux JOKYMEHTOB IO Py
IIPU3HAKOB;

HPOBOJUTH TAKCUPOBKY U KOHTUPOBKY
HEPBUYHBIX OyXrainTepcKux
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;
3aHOCUTh JTaHHbIE 1o
CTPYNIIHPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNITEPCKOTO YUETa;
nepeaaBaTh MEPBUYHbBIE
Oyxrantepckue JOKYMEHTBI B
TEKYLUI OyXTranTepcKuii apxus;
nepeaaBaTh MIEPBUYHBIE
OyxrajTepckue JTIOKYMEHTBI B
NOCTOSIHHBIA apXHWB IO HCTEUEHHUH
YCTaHOBJIEHHOT'O CPOKA XPaHEHUS;
UCTIPABJIATh OMIMOKA B TEPBHYHBIX

OyXTaJITEPCKUX JOKYMEHTAaX;

(dopManbHOW  TPOBEPKH  JOKYMEHTOB,
IPOBEPKH IO CYNIECTBY, apru(pPMETHYECKOI
HPOBEPKH;
OPUHLUIBL M TPU3HAKH TPYHIHUPOBKH
MIEPBUYHBIX OYXTaITEPCKUX JOKYMEHTOB;
HOPSIIOK ~ MPOBEIICHHUS  TAKCUPOBKU M
KOHTHPOBKHM TEPBUYHBIX OyXTaaTepCKUX
JIOKYMEHTOB;
HOPSIIOK COCTaBJICHUSI PErHCTPOB
OyXranTepcKoro yuera;

IpaBWia M CPOKH XPAHCHUS MEPBHYHON

OyXrantepckoil TOKyMeHTaluu;




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM TV CHUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHOI padoThl

Bun yueOHo# padoThI

O0BeM yacoB

MaxkcumanbHasi yueOHasi HAarpy3ka (Bcero) 48
Oos3aTesbHast yueOHasi HArpy3Ka 44
B TOM YHCJIE:

TEOpETHYECKOe 00yUeHUe 30
MPAKTUYECKUE 3aHATUSA 14
KoncyabTanuu 4

IIpome:xxyTouyHast arTecTanus (IK3aMeH)




2.2. TemaTn4eckuii IJIaH U COlep:KaHMe y4eOHOM AUCHMILINHBI «/loKyMeHTanMOHHOEe o0ecneyeHre yIIpaBJIeHUsD)

HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYeCKUE padoThl, Oo0bem Koabl komnerenuui,
pa3aesioB U TeM CaMOCTOSITe/IbHAS padoTa 00yyarouuxcst 4acoB ¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIeMEHT MPOrpaMMbl
1 2 3 4

Tema 1. Conep:kanue y4eOHOro MaTepuasa OK 01, OK 02, OK 03, OK
IlonsiTHe nOKyMeHTAa- 1. Wcropus pasBuTHs O€IONPOM3BOACTBA. OCHOBHBIE TEPMHHBI JOKYMEHTALMOHHOIO 09,0K 10,IIK 1.1
LHHOHHOI0 00ecneYeH sl | oOecreueHus yIpaBICHUYECKON AESITeTbHOCTA. MarepHuaibHble HOCUTENU HHPOPMAIIIH. 2
yIIpaBJIeHYeCKOH 2. HopmaruBhHas ©6a3za coBpemMeHHOro JejnonpousBojactBa B Poccuu. Cucrema
AesITeJIbHOCTH JOKYMEHTAI1H.
Tema 2. Coaep:xaHue yueOHOro MaTepuaJa OK 01, OK 02, OK 04, OK
Yuuduuuposannas 1. PexBu3utsl u hopMyIsipsl JokyMeHTa. CocTaB U PacloioKEHHE PEKBU3HUTOB. ) 05, 0K 09, OK 10, IIK 1.1
cHCTEeMA OPA. | 2. HOpuanueckas cuina TOKyMEHTa.
IOpuanyeckass  cuaa | Ilpakruyeckoe 3ansitue Nel. CocraBieHue U 0pOpMIICHHE TEKCTOB. )
JOKYMEHTOB.
Tema 3. OK 02, OK 04, OK 05, OK
Opranmsaumsi paGoTsl Coaepxanue y1eOHOIro MaTepuaa 09, OK 10
c JIOKYMEHTAMH. 1. Opranuzamnusi paboTel ¢ nokymeHtamu. [lonstue mokymentoobopora. OOpaboTka
MousiTne MOCTYMAOIINX TOKYMEHTOB. 2
JIOKYMEHT0060poTA. 2. Ilopsimok paboThl C OTHpaBISIEMBIMH U BHYTPEHHUMH JOKYMEHTaMH. Perucrparus u

KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB.
Tema 4. Coaepsxanue yueOHOro MaTepuaa OK 01-05,
PacnopsiauresibHble 1. Knaccudukammss OPJl. OcHOBHbIE pEKBU3HTHI JOKYMEHTa, WX KJIacCUPUKAIIHS, OK 09, OK 10
JOKYMEHTHI. npaBmia opopmiieHus B coorBeTcTBuu ¢ ['OCT. ®opmyssip u 6IaHK JOKYMEHTA. 4

IIpakTuyeckoe 3ansaTue Ne2. ObopMieHHe U COCTaBIEHUE MPUKA30B, PACTIOPSIKEHUN. )
Tema S. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 0.2, OK 04,
Opranuzannonneie 1. Opranu3alMoHHbBIE JOKYMEHTHI, HX Ha3HadeHHe, GOpPMYISpEI — 00pasLbL. 4 OK 0.5, OK 09, OK 10,
JOKYMEHTBI. I[K 1.1

2. Hpoue;[ypa COCTaBJICHUSA U O(bOpMJICHI/IH OpTraHNU3allMOHHBIX JOKYMCHTOB.




3. OOmacTh TNPUMEHEHHS  OpPraHU3AIMOHHBIX  JOKYMEHTOB. lcmonb3oBaHue
YHU(UITUPOBAHHBIX (HOPM.

IIpakTuyeckoe 3ansaTHe Ne3. OdopmileHHE OCHOBHBIX BHJIOB OpPraHU3AIMOHHBIX

JJOKYMEHTOB. 2
Tema 6. Conep:kanue y4eOHOTro MaTepuaa OK 01-05,
Ungopmannonio- 1. UHpopMaLnOHHO-CIIPAaBOYHbIE JOKYMEHTBI: UX Ha3HaYeHue, GopMyIsipbI-00pa3Lbl. OK 09, OK 10, IIK 1.1
CHPaBOYHBIE 2. Ilpouenypa cocraBieHus U opopMIIeHHST HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. 4
AOKYMEHTBL. O6nacte npuMeHeHNs HHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
3. Ucnonb3oBanue yHU(pUIMPOBAHHBIX (HOpM.
IIpakTnueckoe 3ansitne Ne4d. OdopmiieHHE OCHOBHBIX BHJOB HH(POPMALMOHHO —
CIPAaBOYHBIX JOKYMEHTOB. 2
Tema 7. Buabt Coaep:xaHue y4eOHOro MaTepHuaJia OK 01-05,
JAOTOBOPOB. 1. CucreMa JOrOBOPHO — MPaBOBOW JJOKYMEHTAI[UU 4 OK 09, 0K 10, IIK 1.1
Pa3HOBHAHOCTH aKTOB, | 2. AKTBI, JOBEPEHHOCTH: O(ULIUATbHBIC 1 TUYHBIE
JI0BEePEeHHOCTEH.
IIpakTnueckoe 3ansitue NeS. OopmiieHue pa3IMyHbIX BUJOB JJOTOBOPOB.
IpakTuyeckoe 3anaTue Ne6. OpopMieHne akTOB U JOBEPECHHOCTEH.
Tema 8. Ilopsaok Conep:xaHue yueOHOro MaTepuaJia OK 01-05,
CHCTEeMATH3AIUH U 1. Opranuzanus J0KyMEeHT0000poTa: prueM, 00paboTKa, perucTpanus, KOHTPOJIb, OK 09, 0K 10, IIK 1.1
XpPaHeHUs JOKYMEHTOB. | XpaHEHUE JOKYMEHTOB, HOMEHKIIaTypa Aei. TpeboBaHus K 3aroJioBKaMm Jiell.
dopmupoBanue aen. CucremaTuszanus J0KYMEHTOB BHYTpH jena. OgopmiieHue aei. 4
TunoBble CpoKu XpaHEHHsI JOKYMEHTOB. Perucrpanust 1 KOHTPOJIb UCIIOJIHEHUS
JOKYMEHTOB.
2. Opranuzanust paboThl ¢ KOHQUACHINATBHONW JOKYMEHTaIel
Tema 9. opranuzanust 1 ba3oBble OHATHSA apXUBHOTO JIeNIa OK 01-05,
apPXUBHOI'0 XpPaHEHHUH 2 OCHOBHBIE HOPMAaTHBHO-METOANYECKUE JOKYMEHTBI, PETJIAMEHTUPYIOIIHE 4 OK 09, OK 10, IIK 1.1
AOKYMEHTOB. OpraHM3alNI0 apXUBHOTO JIENa
3 CoBpeMeHHbIE TEXHOJIOTUH OpraHU3aIK pabOThl apXHUBHUCTOB.
IIpakTnyeckoe 3ansaTHe Ne7. MOArOTOBKA IOKYMEHTOB K CJa4€ B apXUB. 2
Kouncyabranus 4
Hroro odsi3aTennbHas yueOHAs HArpPy3Ka 44

10




B TOM YHCJIC:

TeopeTH4YecKoe o0y4yeHue 30
NMPaKTHYeCKHe 3aHATUSA 14
BCET'O 48
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3. YCJOBUS PEAJIU3AIIMU ITIPOTPAMMBI YYEBHOM AU CIHUILIAHBI

3.1. lna peanuzanuu nporpaMmbl Y4eOHON TUCIUIUIMHBI JOJKHO OBITh MPEAYCMOTPEHO
ClIeAyIollee CIEeUUAIbHOE TMOMEIIeHne: KaOuHeT «/loKyMeHTamoHHOro oOecTeyeHHs
yIOpaBICHUS», OCHAIIEHHBI 00OpyHOBaHMEM: IIOCAJ0YHBIE MeECTa IO  KOJIUYECTBY
oOydaromuxcsi, pabouee MeCTO MpernojaBaTens, J0CcKa, CTeHJbl, AMIAKTUYECKUN Marepual,
TEXHUYECKUMHU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPBI, MYJIbTUMEAMIHOE O000pYyIOBaHHE,

IIPUHTED.

[Tomemienust iss caMOCTOSITENbHONW paboThl 00yYarOMIMUXCS JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHOH ~ TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHUS K  MH(POPMALHUOHHO-
TeJIEKOMMYHHUKAIIMOHHON ceTH "MHTepHer" u o0ecrnedeHneM J0OCTyHna B 3JIEKTPOHHYIO

nH(pOPMaLMOHHO-00pa30BaTENbHYIO cpeay 00pa30oBaTeIbHOM Opranu3auu (pyu HATUYUN).
3.2. UndopmannonHoe odecnevyeHne peaau3amun NporpamMmmbl

OcHogHble ucCmoyHUKU

1. bapuxun, A. b. Kaaposoe nenonpousBojctBo. Ilpaktuueckoe mocooue / A.b.
bapuxus. - M.: Kunxusiit mup, 2017.

2. bacakos, M.U. JlokymeHTanmoHHOe oOecrieuenue ynpasienns / M.J.bacakos. - M.:
KnoPyc menua, 2017.

3. KupcanoBa, M.B., AkcenoB, I0O.M. Kypc nenomnpousBoacrsa. — M.: UHOPA-M;
HoBocubupck: Cubupckoe cornamenue, 2018.

4. Kyznenos, U.H. JlokymeHTanmonHoe obecreuenue ynpapieHus. JJokyMeHTOO00pOT
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4. KOHTPOJIb M OILEHKA PE3YJIBTATOB OCBOEHUS YYEBHOWM

JUCHUIINHBI

Pe3yabTarnl 00yyeHus

Kpurepun oueHku

MeToabI OLIeHKH

B pe3yJibTaTe OCBOCHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb:

aKTyaJIbHBIH TPO(ECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
OPUXOIUTCS PadOTaTh W KUTH;,
OCHOBHBIE UCTOYHUKHU

UHPOpMALIUK H  PECypChl  JUIS
pemieHus 3aaad W OpolieM B
poQeCCHOHATBHOM W/
COIIMATTLHOM KOHTEKCTE;

QITOPUTMBI BBIIIOJIHCHUS PabOT B
npopECCUOHATIPHON M CMEXHBIX
001acTIX;

MCTOABI pa6OTBI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOPAAOK OLICHKU

CTPYKTYpy IIaHa JuIs

pe3yabTaTOB  pELIEHUS  3ajad
PO EeCCHOHAIBHON e TEIHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  NIPUMEHSAEMBIX B
npodecCHOHATIBHON IesTEIbHOCTH;
pUEMBbI CTPYKTYpPUPOBAHUS
uH(pOopMaLnu; ¢dbopmar
oopmieHHs pe3ybTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue aAKTyaJIbHOM
HOPMAaTHBHO-IPaBOBOU

JOKYMCHTAIlUU, COBpCMCHHAA

paciio3HaBaHUEC AJIrOpUTMOB

BBITIOJTHEHUS pabot B

npoecCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIIpCACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXKHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIBHOMN

CTPYKTYpbl ILJIaHA  OJIA

3a/la4; IMOHHMAaHHUC IIOpsAAKa OLCHKH

peIICHUA

PE3YyIbTAaTOB PCUICHUA 3aJa4d

npoecCHOHAIBHON ~ JeSITeNLHOCTH;

BbIOOp  Hambosiee  ONTHUMAIBHBIX

HCTOYHHKOB I/IH(1)OpMaI_II/II/I u
pecypcoB i1 peIICHHUA 3a4ad U

npo6seM B npodecCHOHATBFHOM H/UITH

COIUATIEHOM KOHTEKCTE;
OPUEHTHUPOBAaHHUE B  aKTyalbHOU
HOPMAaTUBHO-TIPAaBOBOM

I[OKYMCHTaIH/H/I; COBpeMeHHOI\/'I
HayyHOM ¥ mpodeccuoHaIbHOU
TEPMHUHOJIOTHH; IMOHMMaHUe
MICHXOJOTHYECKHUX OCHOB
ACATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJIOTHYECKUX 0COOEHHOCTEH
JUYHOCTH,  BIAJCHHE  3HAHUSIMU
OCHOB pabOTBl C JIOKYMEHTaMHU,

IMOATOTOBKN YCTHBIX W IMHMCBbMCHHBIX

COOOILIEHHNI; 3HaHWUE OCHOB

KOMHLIOTCpHOfI rpaMOTHOCTH, 3HAHUC

OrneHka
pe3yabTaTOB
BBITIOJTHCHUS
MPaKTUYECKHUX
pabor.

0)1(331:%:]
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHBIi ompoc.
IInceMeHHBIN

orpoc.
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Hay4yHas M mpodeccruoHambHas

TEPMUHOJIOTUS; BO3MOYHBIE
TPAeKTOPUU  MPO(HEeCcCHOHATHLHOTO

Pa3BUTHA U CaM006paSOBaHI/IH

IICUXOJIOTHUYCCKHEC OCHOBBI
NCATCIIBHOCTHU KOJIJICKTHUBA,
[ICUXOJOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  ITPOCKTHOM
IESITENbHOCTH

0COOEHHOCTH  COIMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; MpaBUIIA
odopmiIeHUS JIOKYMEHTOB u
MOCTPOCHHUS YCTHBIX COOOIIECHUN.

rPaMOTHO M3J1araTb CBOM MBICIH U
0hopMIIATH JIOKYMEHTBI o
npodeccCHOHaNBbHOM TeMaTuKe Ha
roCyJapCTBEHHOM SA3bIKE,
NPOSIBIATH  TOJIEPAHTHOCTH B

paboueM KOJIIIEKTHBE

COBpPEMEHHBIE CpeacTBa u
yCcTpoiicTBa nH(pOpMaTH3AIINH;
MOPsAA0K nux MMPUMCHCHUA u
mporpaMmMHOe  OOeclieueHue B

npoecCHOHANBEHOM e TeNbHOCTH
npaBuja MOCTPOEHUS MPOCTBIX H
CJIOKHBIX

MPEJI0KEHU N Ha

poQeCCHOHAIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTPEOUTENbHbIE

J1aroJisl (OpITOBas "
npodeccuoHaIbHAs JIEKCHKA);
JIEKCHUYECKUI MHHUMYM,
OTHOCSIIMNCA K OIIMCaHUIO

NPEJIMETOB, CPEICTB M TPOLIECCOB

IpaBHUJI HATMCAaHUA U MPOHU3HOIICHHUA

CIOB, B T.4. M THpodeccroHanbHOU

JICKCHKH.
3HaHUe bopm MEPBUYHBIX
OyXraiaTepcKux JIOKYMEHTOB,

colepkKaHusl TaKOW JOKYMEHTAallMH,
MMOHUMaHHuEe crHenuduKa padoThl ¢
MEPBUYHBIMH OyXraJITepCKUMHU

JOKyMEHTaMU
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npoecCHOHATLHON IesSTeNbHOCTH;

0COOEHHOCTHU IIPOU3HOLICHHUS;
npaBuiIa YTEHHS TEKCTOB
npodeccruoHaIbHON

HaNpaBICHHOCTH o0mue

TpeboBaHUs K OyXraiaTepcKkomy
Y4€Ty B 4aCTH JOKYMEHTHUPOBAHHS
BCEX XO3SMCTBEHHBIX JEUCTBUN U
Onepanuii;

TOHSTHE MIEPBUYHOMN
OyXraiatepckoi JOKyMEeHTAalUH;
onpeeseHue NEPBUYHBIX

6yXl"aJ'ITepCKI/IX JOKYMCHTOB,

dbopmbl MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
CoOJIeprKaIInX o0s3aTenbHbIe

PEKBHU3UTHI NEPBUYHOIO YUETHOTO
JIOKYMEHTA;

NOPSAJOK TPOBEACHUS IPOBEPKU
NEPBUYHBIX OyXrajnTepcKux
JIOKYMEHTOB, bopmanbHOU
IIPOBEPKU JIOKYMEHTOB, IMPOBEPKU

[0 CYyIIECTBY, apu(pMeTudecKou

IIPOBEPKHU;
IIPUHIIMAIIBI U IpU3HAKU
rPYIIUPOBKU MEPBUYHBIX

OyXTaJITEPCKUX JTOKYMEHTOB;
MOPSIOK TIPOBEJCHHS TaKCHPOBKH
u KOHTHPOBKH MEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTOB;
MOPSZIOK COCTABJICHHUST PETHUCTPOB
OyXTaJTepCcKoro y4era;

ImpaBujia n CpoKH XpaHCHUA
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NEPBUYHOMN OyXranTepcKoi

JOKYMEHTALlUU

B pe3yabrare OCBOEHUS | BIQJICHUE aKTyaJlbHbIMU MeToaaMu | OueHka
JUCHUTITUHBI oOyuaronuiics | paboTel B  MPOPECCHOHATBHOW U | Pe3yJbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BHIIOJIHEHUS
pacrio3HaBaTh  3a7ady  W/WIM | BBIABICHHE W IIOUCK WHGOpMALMH, | IPAKTUYECKUX
npobiemy B NpoecCHOHAIBHOM | COCTABICHHWE ONTHMAJIBHOTO IUIaHa | pador.

W/WIM  COLMAIBHOM  KOHTEKCTE; | NEHCTBUM, aHAIN3 HeoOXoauMbIX Uit | OueHka
aHaJM3UpOBaTh  3a7ady  W/WIM | BHIIOJIHEHUS  3aJaHMs, PECYpPCOB; | BBHIIOJIHEHUS
npobieMy M BBIIENATH €€ | OCYIIECTBIEHUE HCCIIEA0BATENILCKOM | CaMOCTOATENbHBIX
COCTaBHBIE  YACTH;, ONPEACTATH | NEATEIHHOCTH, MIPUBOISIICH K | pabor.
ATaIbl pEIIeHUs 337a4H; BBISBIATH | ONTHMAIBHOMY pesynbTary; | Tect.

u 3 dexTuBHO HCKATh
uH(pOpMaIIMI0, HEOOXOIUMYIO s

pelieHus 3a1auu /Uil IpoOJIeMBbl;

COCTaBUTh IJ1aH JIeHCTBHS,
OIIPENETUTH HEOOXO0IMMbIC
pecypcsl;

BJIAACTh AKTyaJIbHBIMHU METOJaMU

paboTel B TPOQPECCHOHAIBHOU |
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peanu3oBarhb

OLICHUBATh
pe3yapTaT M IOCIEICTBUS CBOUX
JIeiCcTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIBIO HACTAaBHUKA)

OonpeaciiATb 3aJavyu JId TOUCKa

uH(pOpMaIInK; OTIpEETSATh
HE0OXOaNMBIE UCTOYHUKHU
uH(pOpPMAIINH; TJIAHUPOBATh

IIPOLIECC TIOUCKA; CTPYKTYpUPOBATh

JEMOHCTpAINKs THOKOCTH B OOIICHUH

C KOJI€raMuy, PYKOBOACTBOM,
IIOJYNHCHHBIMHU u 3aKa34yuKaMH,
IIPUMCHCHUC CpCaAcCTB

I/IH(I)OpMaI_H/IOHHBIX TEXHOJIOTUM I

peuicHuAg Hpoq)eCCHOHaHLHLIX 3ajJa4,

s dexTuBHOE HCIMOJIb30BAHUE
COBPEMEHHOT0 MIPOTPaMMHOTO
o0OecrieueHus; KpaTko U 4YeTKO
(dhopMynupoBath CBOU MBICIIH,
nsjararb nux JOCTYITHBIM JJISL

MMOHUMaHUs crocoboM; 3 deKTrBHAs
pabota C NEPBUYHBIMU

6yxraJITCpCKI/IMI/I AOKYMCHTaMU

YcTHBIH ompoc.
[TucemeHHbIM

OTpoc.
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M0JIy4aeMYIo nH(pOpMaIHNIO;
BBIJICTIITH HauOoliee 3HAYUMOE B
nepevyHe WHQPOpPMaIUU; OLICHUBATh
NPaKTUIECCKYIO 3HAYHUMOCTb
pe3yNIbTaTOB TMOUCKA;, OGOPMISATH
pe3yJIbTaThl TOUCKA

OTIpEeNeNsTh aKTYyaJbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JOKYMCHTAIIUU B
npoecCHOHATTLHON JIesATeNLHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO poeCCHOHATLHYIO
TEPMUHOJIOTHIO;  ONPEACISITh U
BBICTPANBATh TPaeKTOPUHU

MpOPECCUOHAIBHOTO Pa3BUTUS U

CaMOO6pa3OBaHI/IH
OpPraHru30BbLIBATH pa60Ty
KOJIZICKTHUBA u KOMaH/bI,

B3aWMOJICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJi€
npodeccuoHaIbHOMN e TeTbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIH U
oopMIATH JOKYMEHTBI o
npodecCHOHATBLHON TEeMaTHKe Ha
roCcy1apCTBEHHOM A3BIKE,
NPOSIBJIATE  TOJIGPAHTHOCTH B
paboueM KOJUIEKTHUBE

MPUMEHSITh CpeacTBa
UH(POPMALIMOHHBIX TEXHOJIOTH
JUISL petieHuss mpoQeCCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue

INIOHUMATb 06IHHﬁ CMBICJI YCTKO
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MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
H3BECTHBIE TEMBI
(mpodeccroHanbHbIe M OBITOBBIC),
IIOHMMaTh TEKCTHl Ha 0a30BbIE
npodeccuoHaNbHBIC TEMBI,
y4acTBOBaTh B  JUaJOrax Ha
3HAKOMBIE oo1me u
npodeccuoHaIbHBIC TEMBI;
CTPOUTH MPOCTHIC BBHICKA3BIBAHUS O
cebe u 0 cBoel mpohecCuoHATBLHOM
JIEATEIHbHOCTH; KpaTKO
00OCHOBBLIBATh U OOBICHHUTH CBOM
JIEHCTBUS (Tekymue u
IUTAHUPYEMBIC); IHCaTh IPOCTHIC
CBSI3HBIC COOOICHMS Ha 3HAKOMBIC
WA UHTEPECYIOIINe

HpO(i)CCCI/IOHaJ'IbeIe TCMBI

MMPpUHHUMATDH IMIPOU3BOJIBHBIC
IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTHI, paccMaTpuBaeMble

KaKk MUCHbMEHHOE J0Ka3aTelbCTBO
COBEPUIECHUS XO3SIICTBEHHOMN
orepanuu WA MOJTyYeHHE
paspelIeHus Ha ee IPOBEICHHE;

MPUHUMATH MEepPBUYHbIE
OyXraJITepcKhe  JOKYMEHTBHl  Ha
OyMaxxHOM HocuTene Hu (WiIM) B

BUJAC DOJICKTPOHHOI'O JOKYMCHTA,

MO CAHHOT O AJIEKTPOHHOU
MOJITHCEIO;

MPOBEPATH HaJIm4une B
MIPOU3BOJIbHBIX MEPBUYHBIX
OyXTajaTepcKux JIOKYMEHTax
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00s13aTEeNbHBIX PCKBU3UTOB;

IPOBOJUTH (DOPMABHYIO IPOBEPKY

JIOKYMEHTOB, IIPOBEPKY o
CYIIECTBY, apumeTnyecKyro
IIPOBEPKY;

MIPOBOJIUTH TPYIIIUPOBKY
MEPBUYHBIX OyXraiatepckux

JIOKYMEHTOB I10 Psily IPU3HAKOB;
IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY IIEPBUYHBIX
OyXraJTepcKux JOKYMEHTOB,;
OpraHU30BbIBATH
JIOKYMEHTO000POT;

pa3z0uparbcs B HOMEHKJIAType Jel;
3aHOCUTh JTaHHbIE o
CIpYNIHUPOBaHHBIM JIOKYMEHTAM B
PErucTphl OyXrajJTepcKOro yuera;
nepeaaBaTh [IEpBUYHbIE
OyxraJTepckue  JIOKYMEHTHI B
TEKYLUI OyXTranTepcKuii apxus;
nepesaBaTh IIEPBUYHBIE
OyxraJiTepckue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB IO UCTEYEHUU
YCTaHOBJIEHHOI'O CPOKA XPaHEHUS;
UCTIPABIIATh OLIMOKHM B MEPBUYHBIX

OyXTaJITEpPCKUX JOKYMEHTAaX;
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