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1. OBIIASI XAPAKTEPUCTHUKA ITIPUMEPHOM PABOYEM
HHPOI'PAMMBI YYHEBHOU JUCIIUIIJIMHBI

1.1. MecTr0o IUMCHUILINHBI
NMporpaMMalI

B CTPYKTYpe OCHOBHOH 00pa3oBaTeibLHOM

Yuebnas mucuummHa OIL 06 «JlokymeHTanmoHHOE oObecreueHue
yIPaBICHUS» SIBJISETCS 0053aTeNbHON 4acThio 00HIeNpo(ecCHOHAIBLHOTO HKIIA
IpUMEPHON OCHOBHOM 0Opa3oBaTeIbHOU Mporpammbl B cooTBeTcTBUU ¢ PI'OC
CIIO no cnemuansHoctd 38.02.01 DxoHOoMMKa U OyxraiaTepckuil yuder (1o
OTPACIISIM).

VYyebnas  guctummHa  OIL06  JlokymeHTanmoHHOoe — oOecrieueHue
yhnpaBiieHus: oOecrieyuBaeT (QopMupoBaHUE MPOPECCHOHANBHBIX M OOLIUX
koMmeTeHnuil mo BceM BuuaM aesaTenbHocTH PI'OC CIIO mo crenmaabHOCTH
38.02.01. DxoHomuka u Oyxrantepckuil yuer (mo orpacisiMm). Ocoboe 3HaUCHUE
JUcIUIUIMHA uMeeT npu ¢popmupoBanuu u pazsutud OK 01.; OK 02.; OK 03.;
OK 04.; OK 05.; OK 09.; OK10.; IIK 1.1.

1.2. leab u nJiaHupyeMble pe3yJbTAThl 0CBOEHHS M CHUILTHHBI

B pamMkax nporpaMMbl y4eOHOM TUCHUIITMHBI 00Y4YaIOIUMHKCS OCBAUBAIOTCS
CHEAYIOIIUE YMEHUS U 3HAHUS

Kon YMenus 3HaHuA
ITK, OK
OK 01 pacmo3HaBaTh 3a/1a4y W/WIH MPOOIeMy | aKTyallbHbII npodeccnoHaNbHBIHI u
B poQeCCHOHATHPHOM W/WJW | COMANBHBIA  KOHTEKCT, B  KOTOPOM
COLIMAJIBHOM KOHTEKCTE; | MPUXOAUTCS paboTaTh M KUTh; OCHOBHBIC
aHAITM3UPOBATH 3aauy W/WNW | ICTOYHUKH UH(POPMALUA U PECYPCHI JIA

HpO6J’I€My U BBIICIATh €€ COCTaBHBIE peUICHuA 3aaaq )51 HpO6J’ICM B

YacTH; ONPEACISATh JTalbl PEIICHUS
3aJjaud; BBIABIATH U 3(PPEeKTUBHO
HCKaTh WH(MOPMAIUIO0, HEOOXOIUMYIO
JUTSL peIIeHus 3a/1a9d U/ Uin

poOIEMBI;

COCTaBUTh IUTaH JICUCTBUS,
OTIpeNIeTTUTh HEOOXOAMMBIE PECYPCHI;
BJIQJIETh  aKTyaJbHbIMM  METOJaMU
pabotel B TpodecCHOHATbLHOW W
CMEXHBIX  cdepax;  peanu3oBarh
COCTaBJIICHHBIM  IIJ1aH,  OIICHWBATh
pe3yiabTaT U TOCHEACTBUSA CBOMX
NEHCTBUM  (CaMOCTOSITEIPHO WA €
TMOMOIITBI0 HACTABHHUKA)

MpOPECCHOHAIBHOM W/WJIM  COLIUAIEHOM
KOHTEKCTE;

QITOPUTMBl  BBIMOJHEHUs  paboT B
poeCCHOHATILHON U CMEXHBIX 00J1acTsIX;
MeTOoJIbl paboThl B MpO(decCHOHANbHOU U
CMEXHBIX cepax; CTPYKTypy IJIaHa Jajs
pelieHus  3a4ay;  MOPAJOK  OLIEHKH
PE3yJIbTaTOB PEIICHUS 3a/1a4

poecCHOHANBEHOM IS TENIbHOCTH




OK 02 ompeAeNaTh 3aJauyd IS TOMCKa | HOMEHKJIaTypa MH(pOPMaITMOHHBIX
uHpOopMaLnu; ONPENIENATh | HCTOYHUKOB MPUMEHSIEMbIX B
HEOOXO0IUMbIE UCTOYHUKHU | MPOdecCuOHATbHON JeSATEIbHOCTH;
uH(pOpMAIIMK; TUIAHUPOBATH TPOIECC | IPUEMbI CTPYKTYpUPOBaHUS WHPOPMAIUY;
MIOUCKA; CTPYKTYpUpOBaTh | popmar opopmiieHHs pe3yIbTaTOB MOKUCKA
NoJy4aeMyro HH(OpMAaIHIo; BEIACIATH | MH(DOpMaIiu
Haubojee 3HAYMMOE B  MEpeyHe
uH(pOpMaInK; OLIEHUBAThH
MIPAaKTUYECKYIO 3HAYMMOCTb
pe3yibTaToOB  IMOHCKa,  O(pOPMISTH
pe3ynbTaThl IOUCKA

OK 03 OINPEAEIATh aKTyaJIbHOCTb COJIEp’)KaHHUE  AaKTyaJbHOM HOPMAaTUBHO
HOPMAaTUBHO-IPABOBOM JOKYMEHTAIMH | IPABOBOM JIOKYMEHTALIMM; COBPEMEHHas
B IIPO()EeCCHOHANIBHOM IEATENIbHOCTH; | Hay4yHas u npodeccruoHaIbHas
MIPUMEHATHh COBPEMEHHYIO Hay4YHYIO TEPMUHOJIOTUS; BO3MOXHBIE TpPACKTOPUU
Ipo(heCcCHOHATIBHYIO TEPMUHOJIOTHIO; | IPO(ECCUOHATIBLHOTO Pa3BUTHUS U
ONpENENATh U BBICTPAUBATh caMoo0Opa3oBaHUs
TPaeKTOpUH MPOo(ecCHOHATEHOTO
pa3BUTHUA U caMO00pa30BaHUs

OK 04 OpPraHU30BBIBATH PA0OTY KOJIEKTUBA M | TICUXOJIOTMYECKUE OCHOBBI JAESITeIbHOCTU
KOMaH/bl;  B3aUMOJEHMCTBOBAaTh  C | KOJUJIEKTHBA,IICUXOJIOTMYECKHE
KOJUIETaMHu, PYKOBOJICTBOM, | OCOOCHHOCTH JIMYHOCTH; OCHOBBI
KIIMCHTAaMHU B X01€ HpO(beCCHOHaHBHOfI HpOCKTHOﬁ eI TeIbHOCTHA
JIeATETbHOCTH

OK 05 rPaMOTHO U3JIaraTb CBOM MBICIH U | OCOOCHHOCTH COLMAIBHOTO U KYJIBTYPHOTO
0QOpMIISITH JTIOKYMEHTBI [0 | KOHTEKCTA; npaBuiia oopmieHus
npoecCHOHANBPHOM  TeMaTWKe Ha | JOKYMEHTOB M  TOCTPOCHHUS  YCTHBIX
rOCy/IapCTBEHHOM SI3bIKE€, MPOSBIATH | COOOIIEHUN
TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE

OK 09 IIPUMEHSATH CpPEICTBa | COBPEMEHHBIE CpEICTBA M YCTPOWCTBA
WH(GOPMAIMOHHBIX ~TEXHOJOTUN sl | ”HGOpMATH3AIUY; MOPSIIOK ux
pemieHus mnpodeccuoHaNbHBIX 3ajay; | IPUMEHEHHs U MPOrpaMMHOE oOecreyeHue
MCII0JIb30BaTh COBPEMEHHOE B IIpoeccuoHanbHOM
porpaMMHoe o0ecreyeHue JIESATEIBHOCTH

OK 10 MOHUMATh  OOMIMH  CMBICT  YETKO | MPaBHJIa TOCTPOEHUS MPOCTHIX M CIOKHBIX
MPOM3HECEHHBIX BBICKA3bIBAHUN Ha| MPEUIOKEHHH Ha  MpodecCHoHabHBIC

U3BECTHbIE TeMBbI (MpodeccCuoHaNbHbIE
U OBITOBBIE), MOHMMATh TEKCTHl Ha
0a30Bble TIPO(PECCHOHAIBHBIC TEMBI;
y4acTBOBAaTh B JMaJiorax Ha 3HAKOMbIE
obmue u TPOPECCHOHATBHBIE TEMBI;
CTPOUTH MPOCTHIE BBICKA3BIBAHUS O
cebe U 0 cBoell mnpodeccuoHAIbHON
NeSITeIbHOCTH; KPaTKO OOOCHOBBIBATH
U OOBACHUTH CBOM JEHCTBUS (TEKyIue
U IUIAHUPYEMBbIE); THCaTh IPOCThIE

TEMBI; OCHOBHBIC OOIIEYNOTPEOUTETHHBIC
rinarosiel (ObITOBast M npodeccuoHanbHas
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSILIMMCS K ONUCAaHWIO IIPEIMETOB,
CPEIICTB U MpPOIECcCOB MpodeccrnoHalbHON
JIESATENBHOCTH; 0COOEHHOCTH
MIPOM3HOIICHHUS, MpaBUJIa YTEHUS TEKCTOB
npodeCCHOHATBLHON HANIPABIEHHOCTH
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CBSI3HBIC COOOLICHHS Ha 3HAKOMBIC WITH
UHTEpecylolmue  npodeccuoHaIbHbIE
TEMBI

IIK 1.1

NPOBEPATh HAJIMYUE B MPOU3BOJIBHBIX
MEPBUYHBIX OyXraiaTepckux
JIOKYMEHTaX 00s13aTeIbHBIX

PEKBU3UTOB;

IPOBOAUTH (OPMAIBHYIO IPOBEPKY
JIOKYMEHTOB, IPOBEPKY IO CYILECTBY,
apuQMeTUIECKYIO IIPOBEPKY;
IPOBOAMTH TPYNIUPOBKY IEPBUYHBIX
OyXraiatepckux JAOKYMEHTOB IO PSAY
IPU3HAKOB;

IIPOBOJIUTh TAKCUPOBKY U KOHTHPOBKY,
NEPBUYHBIX OYXTalTePCKUX

JOKYMEHTOB; OPI'aHU30BHIBAThH
JIOKYMEHTO000pOT; pa3ouparbcs B
HOMEHKJIaType Jed;

3aHOCUTH JaHHBbIC I10
CTpYHIIIUPOBAHHBIM NOKYMCHTAM B

PETUCTPBI OYXTaNTEPCKOTO YUETa;

nepe1aBaTh NIEpPBUYHBIC
OyXraJTepCKue JOKYMEHTBI B TEKYIIHIi
OyXxraiaTepckuii apxus;

nepenaBaTh HEepBUYHbIE
Oyxrajrepckue JTIOKYMEHTBI B
IOCTOSIHHBIM  apXUB 10 HMCTEYEHUHU
YCTAHOBJICHHOTO  CpPOKAa  XpaHEHUS;
UCTIPABIATh OMIMOKM B TEPBUYHBIX

OyXTaJITEPCKUX JTOKYMEHTaX

obmue TpeOoBaHUA K OyXTrajaTepCcKOMY
y4eTy B YacTH JOKYMEHTHPOBAHUS BCEX
XO3SIMICTBEHHBIX JICMCTBUM U  OIEpalnii;
MOHITHE  TMEPBUYHOH  OyXrairepckoi
JIOKYMEHTAIUU;

oTpeseNieHUue TIEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

bopmbI NIEPBUYHBIX OyXrajnTepcKux
JIOKYMEHTOB, COJEepKallluX 00s3aTeNbHbIE
PEKBHU3UTHI MIEPBUYHOTO YYETHOTO
JIOKYMEHTA;

TOPSITTOK MIPOBEICHUS MIPOBEPKHU
MEPBUYHBIX OYyXTanTepCKUX JOKYMEHTOB,
dbopManbHOW  MPOBEPKH  JOKYMEHTOB,
MIPOBEPKU MO CYHIECTBY, apu(pMeTHYecKoi
MIPOBEPKU;

OPUHLMIIBI M MPU3HAKH TPYHIUPOBKH
MEPBUYHBIX OYXTaITePCKUX JOKYMEHTOB;
MOPSAIOK  TMPOBEICHHUS  TaKCUPOBKH |
KOHTHUPOBKH TIEPBUYHBIX OYXTaJITePCKUX
JIOKYMEHTOB;

MOPSAIOK COCTaBIICHUS
OyXrajaTepckoro y4era;

pErucTpoB

IpaBWjla U CPOKH XPaHEHHs MEepBUYHOU
OyXranTepckoil JOKyMEeHTaluu




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Bup yuyeoHoii padoTbi O0beM yacoB
MakcumanbHasi ydyeOHasi Harpy3ka (Bcero) 48
Oos3aTesbHast yueOHasi HArpy3Ka 42
B TOM YHCJIE:
TEOPETHUUECKOE 00yUueHue 22
MPaKTUYECKUE 3aHATUS 20
IIpomeskyTouHas arrecTaums JK3AMEH




2.2. TemaT4yecKMil IJIAH U COJAepPKaAHUe YUeOHOW TUCUMIIMHBI «/loKyMeHTallMOHHOe o0ecnieyeHne YIIPaABJIeHUs»

HanmenoBanme pa3nesioB Conep:xkanue y4ye0HOro MaTepuaJa, JadopaTopHble U MPaAKTHYeCKUE padoThl, Oo0bem Koabl komnereHuuii,
H TeM caMoCTOsITe/IbHAsI padoTa 00y4arIMXcs 4acoB (hopmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIeMEeHT NMPOrpaMMbl
1 2 3 4

Tema 1. Copaepxxanue yueOHOIro MaTepuasa OK 01, 0K 02, OK 03, OK
IonsiTHe 1. Victopus pa3BUTHs 1e710Mpor3BoAcTBa. OCHOBHBIE TEPMUHBI JOKYMEHTALMOHHOIO 09, OK 10, IK 1.1
AOKYMEHTAllMOHHOI'0 o0ecrieyeHus ynpaBnqueCKOﬁ JIesITETbHOCTH. MarepualbHbIe HOCUTEIN
odecreyeHust HH(bOPMAILIHHL. 2
ynpaBJieH1ecKoi 2. HopmaTuBHas 0aza COBPEMEHHOIO JIETIONPOU3BOACTBA B
ACATEIBLHOCTH Poccun.  CucreMa JOKYMEHTALIUH.
Tema 2. Conep:xanue yueOHOTro MaTepHaJia OK 01, 0K 02, OK 04, OK
Yuupuuuposannas 1. PexBusutsl 1 popMyasapsl JokyMeHTa. COCTaB U PacIojokKeHHe PEKBU3HTOB. 5 05,0K 09, OK 10, IIK 1.1
CucTrema OPJ. 2. KOpuauyeckas cuiia JOKYMEHTA.
FOpupuyeckasn cuna IpakTuyeckoe 3ausTue Nel. Cocraienue 1 0pOpMIIEHHE TEKCTOB. )
AOKYMEHTOB.
Tema 3. OK 02, OK 04, OK 05, OK
Opranmsamusi paGoTei ¢ Copepxanue yueOHOIro Mmarepuasa 09, OK 10
JIOKyMEHTAMH. 1. Opranusanus pabotel ¢ gokyMeHTamu. Ilonsarne noxymentoob6opora. OOpaboTka
IlonsTue MOCTYMAIONINX T0KYMEHTOB. )
AOKYMEHT0000poTa. 2. IMopsinok paboTHI ¢ OTIPABIIEMBIMU U BHYTPCHHUMH JIOKYMEHTaMH. Perucrpanus u

KOHTPOJIb HCIIOJTHEHUS JOKYMEHTOB.
Tema 4. Copepxxanue yuyeOHOro MmarepuaJia OK 01-05,
Pacnopsiturenbubie 1. Knaccudukamust OPJ[. OCHOBHbIE PEKBH3HMTHI JOKYMEHTA, WX KIACCH(UKAIIHS, OK 09, 0K 10
JOKYMEHTBI. npasuiia opopmiienus B cootBeTcTBUU ¢ ['OCT. ®opmyrsip u 61aHK JOKYMEHTA. 2

IIpakTnyeckoe 3ansTue Ne2. OdopmileHHE U COCTaBIEHUE IPUKA30B, PACTIOPSKEHUH. 4




Tema 5. Conep:kanue y4eOHOT0 MaTepuaJa OK 01, OK 0.2, OK 04,
OpraHu3anuoHHbIe 1. Opranu3anoHHbIe JOKYMEHTHI, UX Ha3HaueHue, Gopmyssipbl — 0Opa3ibl. OK 0.5, OK 09, OK 10,
AOKYMEHTRI. 2. [Ipouenypa coctaBieHust u 0pOPMIICHHS] OPTaHU3AUOHHBIX TOKYMEHTOB. HK 11
poueayp p p i AOKYyM
3. O6nacth  MpUMEHEHUs OpPraHU3alMOHHBIX JIOKYMEHTOB. lcnonb3oBaHue
YHU(UIIHUPOBAHHBIX (POpM.
[MpakTuyeckoe 3ansaTue Ne3. OdopMiIeHHE OCHOBHBIX BHJIOB OPTaHU3AIIMOHHBIX
ITOKYMEHTOB.
Tema 6. Conep:kaHue y4e0OHOTr0 MaTepuaa OK 01-05,
NudopmanuonHo- OK 09, OK 10, IIK 1.1

CIIPaBOYHbLIC JOKYMCHTDI.

1. MadopmanmoHHO-CTIpaBOYHbIE JOKYMEHTHI: HX Ha3HaYeHHEe, (OPMYIAPbI-00pa3iIbl.
2. IIpouenypa coctaBineHus U 0hopMIeHUS HHPOPMAILIHOHHO-CIIPABOYHBIX JOKYMEHTOB.
O06nacte NpUMeHEeHNsT HHPOPMALTMOHHO-CITPABOYHBIX JIOKYMEHTOB.

3. Hcnonb3oBanue yHUPHUIIUPOBAHHBIX (GOPM.

IpakTuyeckoe 3ansatue Ned. OdopmieHne OCHOBHBIX BHUIOB HH(POPMAIMOHHO —
CIPaBOYHBIX JJOKYMEHTOB.

Tema 7. Buabl 10roBOpoB.
Pa3zHOBHIHOCTH aKTOB,

Conep:xanue y4eOHOIro MaTepuaJia

1. Cucrema AOTOBOPHO — HpaBOBOﬁ AOKYMCHTallUn

OK 01-05,
OK 09, OK 10, TIK 1.1

MOBEpPEHHOCTE. 2. AKTBI, TOBEpEHHOCTH: OQUIIMATIbHbIE U JINYHbIE

IIpakTnueckoe 3ansaTue NeS. OdopmieHre pa3IMuHbIX BUOB JIOTOBOPOB.

IpakTuyeckoe 3anaTue Ne6. OpopMieHne akTOB U JOBEPECHHOCTEH.
Tema 8. IMopsaok (Coaep:kanue yuedGHOro Mmarepuasia OK 01-05,
CHCTEMATH3ALUH " (1. Opraruzanus TOKyMEHTOO00pOTa: IIpueM, o0paboTka, perucTpaius, KOHTPOJIb, OK 09, OK 10, IIK 1.1

XPaHEHUSI JOKYMCHTOB.

XpaHEHUe TOKyMEHTOB, HOMEHKJIaTypa Jie1. TpeOoBaHus K 3arojloBKaM Jedl.
dopmupoBanue nei. CucreMaTusanus JOKyMEHTOB BHYTpH Jiena. OdopmieHue en.
TunoBble CpoKu XpaHEHHs JOKYMEHTOB. Peructpaiiyist 1 KOHTPOJIb UCIIOJHEHUS
TTOKYMEHTOB.

2. Opranu3zaius paboTsl ¢ KOHPHUIESHIIMATHLHON T0KyMEHTalnel




Tema 9. opranuszaums

1 ba3oBble MOHATHUSA apXUBHOIO JI€1a

OK 01-05,
APXHBHOI'0 XpaHEHHS 2 OCHOBHBIE HOPMATUBHO-METOAUYECKHE JOKYMEHTHI, PErIaMEHTUPYIOLINE 5 OK 09, OK 10, TIK 1.1
AOKYMEHTOB. OpraHu3alMI0 APXUBHOIO e
3 CoBpeMEHHbBIC TEXHOJOTUH OPTaHU3aIuu PAabOThl ApXUBHUCTOB.
IIpakTuyeckoe 3ansiTue Ne7. MOJArOTOBKA IOKYMEHTOB K Ca4ye B apXHB. 2
Bcero 48
Teopernueckoe oOyueHue 22
[IpakTrueckue 3aHATUS 20
[IpomexyTrouHas aTTectanus (IK3aMeH) 6
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3. YCJIOBHUSI PEAJTU3ALIAU MTPOTPAMMBI YUYEBHOI
JUCHUTIIMHBI

3.1. TpedoBaHKsI K MUHMMAJbLHOMY MaTePUAJIbHO-TEXHUYECKOMY
o0ecnmeYeHnIo

JUist  peanmzani  IpOorpamMMbl - y4€OHOW AWCIUIUIMHBI  JTOJDKHO — OBITH
IPETYCMOTPEHO clenyrouee CHeLUaIbHOE MOMEIICHUE: KaOWHET
«/loxymeHTaImoHHOTO 00eCTICYeHUS YIIPABIIECHUS», OCHAIIIEHHBIN 000y I0BaHHEM:
MOCaI0YHbIe MECTa MO KOJIMYECTBY 00yUaromuxcs, padouee MeCTo IpenojaBarers,
JIOCKa, CTeH/[IbI, AUIAKTUYECKUN MaTepuall, TEXHUYECKUMH CPEICTBAaMHU O0YUYEHUS:
KOMITBIOTEPHI, MYJIbTUMETUHHOE 000PYI0BAHHE, IPUHTED.

[TomernieHust yisi caMOCTOSATENIbHON paboThl OOYYAIOIIMXCS JTODKHBI OBIThH
OCHAIIEHbl KOMITBIOTEPHOM TEXHUKOHW C BO3MOXKHOCTBIO TMOJKIIOYEHUSI K
MH(POPMAITMOHHOTEIEKOMMYHUKAIIMOHHON ceTu "WHTepHer" u olecrnedeHrueM
J0oCTynma B DJEKTPOHHYIO  MH(OPMAIIMOHHO-00Pa30BaTEIbHYIO  Cpeay
o0Opa3oBaTenbHOIN Opranu3anuu (Ipu HAJTUYUN ).

3.2. MupopmanuoHHOe oOecnedeHne peau3anu NporpaMmmMbl

Hopmamueno — cnpasounas numepamypa

1. ®enepanbhblii 3akoH "OO0 snexkTponHoi noanucu" ot 06.04.2011 N 63-D3.
2. ®enepanbublii 3ak0H "OO0 mHbOpMaLKM, UHPOPMALUOHHBIX TEXHOJOTUAX U O
zamute uHpopmanuu" ot 27.07.2006 N 149-D3
3. TOCT P 7.0.8-2013. Hammonansneiii cranaapt Poccuiickonn Penepanumn.
Cucrema ctanaapToB no MHGoOpMalu, OMOJIMOTEYHOMY U U3JATEIBCKOMY JEIy.
Jlenonpou3BOACTBO U apxuBHOE jeso. Tepmunbl u onpenenenus (yTB. [Ipukazom
Poccrangapra ot 17.10.2013 N 1185-cT)
4. TOCT P 6.30-2003. VYuudbunupoBaHHas cucrema

JIOKYMEHTalUH.
5. YHaudunupoBanHas cucTema OpraHU3aIlMOHHO-PACTIOPATUTENLHOM
JTOKyMeHTaruu. TpeboBaHue K O(GOPMIICHHIO JOKYMEHTOB. Y TBEpXKJICH
noctaHoBiiennem ['occranmapra P® ot 03.03.2003 Ne65-ct. — M.: U3a-Bo
ctangapTos, 2019.

OcHogHble UCMOYHUKU

1. loponuna, JI. A. JlokyMeHTauMOHHOE OOECreYeHUe YMpaBliCHUs: YYEOHUK U
MPaKTUKYM Jig cpeaHero npodeccuoHanbHoro oodpaszosanus / JI. A. JloponuHa,
B. C. UputukoBa. — 2-¢ uz., nepepad. u gon. — Mocksa : M3narensctBo FOpaiiT,
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2024. — 270 c. — (IIpodeccuonansroe oopazosanue). — ISBN 978-5-534-16017-
8. — Texkcr : amexTponHbiit // OOpazoBarenbHas mwiatdgopma FOpaiiT [caiit]. —
URL: https://www.urait.ru/bcode/539338

2. Ky3nenos, . H. [lokyMeHTallmoHHOE 00ECIeYCHHE YIPABICHHUS MTEPCOHATIOM:
yU4eOHMK W TIPAaKTHKYM IS CpeaHero mpodeccnoHalbHOTO 00pa3oBaHus /

. H. Ky3nenos. — 3-e u3., nepepad. u non. — Mocksa : U3mgarensctBo FOpaiiT,
2024. —397 c. — (IlpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-09155-
7.— Texkcrt: anexTponHsIi // O6paszoBarenbHas matdopma KOpait [caiit]. — URL:
https://www.urait.ru/bcode/538304

3. [TaBnoBa, P. C. lokymenTanmonHoe ooecneuenue ynpasienus / P. C. [1aBnoga.
— Casnkr-Ilerepoypr: Jlans, 2022. — 604 c¢c. — ISBN 978-5-507-44136-5. —
Teker : anextponHblit // Jlanb : 31eKTpoHHO-OMOMMOTEuHast cuctema. — URL:
https://e.lanbook.com/book/256058

4. ITopdupses, J. H. JlokyMeHTaumoHHOE OO€cleyeHue ynpaBieHHUs : y4eOHOe
nocooue / JI. H. IlopbupreB. — Ilenza : III'AY, 2022. — 122 c¢.— TekcT:
ANEKTPOHHBIN //  Jlanb : 2JeKTpoHHO-OMONMMOTeyHass cucrema. — URL:
https://e.lanbook.com/book/270956

JlononnumensvHvle UCMOYHUKU:

1. EropoB, B. II. JlokymeHTOBeneHHE U JOKyMEHTAI[MOHHOE OOecleueHue
YIPABJICHUS B YCIOBUAX LU(PPOBOM SKOHOMUKH : yueOHoe nocodue ajs cno / B. I1.
Eropos, A. B. CaunbkoB. — 4-¢ u3a., crep. — Cankr-IlerepOypr : Jlans, 2024. —
372 c.—ISBN 978-5-507-49953-3. — TekcT : 31eKTpoHHbIH // JIaHb : 37IeKTpOHHO-
oubnuoteunas cucrema. — URL: https://e.lanbook.com/book/405590

2. ITaBnoBa, P. C. JlokyMeHTaIIMOHHOE OOecriedeHre YIpaBJICHUs : YUYCOHUK IS
cno / P. C. ITaBnoBa. — Cankrt-IlerepOypr : Jlanp, 2021. — 416 ¢c. — ISBN 978-5-
8114-6959-8. — Texkcr : anexTpoHHbilt // Jlanb : 3JIEKTpPOHHO-OUOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/173087

3. [TaBnoBa, P. C. JlokyMeHTanMOHHOE oOecreyeHue yrpasieHus. JlemoBas
nepenucka / P. C. [1aBnoBa. — 2-e u3sn., crep. — Cankrt-IletepOypr : Jlans, 2023.
— 152 ¢. — ISBN 978-5-507-46051-9. — TekcT : »nexTpoHHsbiii // Jlanp :
aeKTpoHHO-O0nbMmoTeunas cuctema. — URL: https://e.lanbook.com/book/295997

4. KopueeB, U. K. JlokymeHTalimoHHOE OOECIIEUYCHHE YIIPABICHUS . YYCOHUK H
MPaKTUKYM JJIs cpeaHero mpodeccuonanbHoro oobpaszoanusi / . K. Kopuees,
A. B. ITmmenko, B. A. Mamypues. — 3-e usa., nepepad. u jgom. — Mockga :
N3natensctBo FOpaiit, 2024. — 438 c. — (IIpodeccuonansuoe o6pa3zoBanue). —
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ISBN 978-5-534-16002-4. — Tekct : oaaexTpoHHbI // OOpa3zoBaTenbHas
miatdopma FOpaiit [caiiT]. — URL: https://www.urait.ru/bcode/539262

5. Kyznenos,  U. H. JIOKyMEHTaIlMOHHOE ~ OOecCIeUYeHrne  yIpaBlCHUS.
JIOKyMEHTOOOOPOT U ACIOMPON3BOACTBO | YUSOHUK W MPAKTHKYM [JIsI CPETHETO
npodeccuonanbHoro odbpaszoanusi / U. H. Ky3nenos. — 4-e¢ uza., mepepad. u
nor. — Mocksa : U3natensctBo FOpaiit, 2024. — 545 ¢. — (IlpodeccnonanpHoe
obopazoBanue). — ISBN 978-5-534-16004-8. — Tekct : »dNEKTPOHHBIH //
O6pazoBartenbHas matdopma Opaiit [caiiT]. — URL:

https://www.urait.ru/bcode/537146
6. llysanosa, H. H. JlokymeHTanimoHHoe o0ecrieueHue YIpaBICHUS ;| yUeOHUK IS

cpeadero mnpodeccruoHanbHOoro obpaszopanus / H. H. lllyBamoBa. — 3-e¢ wu3n.,
nepepad. u gom. — Mocksa: W3znatensctBo FOpaiit, 2024. — 234 c.—
(ITpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-20349-3. — Tekcer
anekTpoHHbI // OOpa3zoBarenbHas mnat@opma FOpaiit [caiit]. — URL:

https://www.urait.ru/bcode/557989
7. KazakeBuy, T. A. JIoOKyMEHTallMOHHOE OOECIEYEHUE YIPABJICHUS : YUCOHUK U

MPaKTUKYM i cpenHero mpodeccuonansHoro oopazoanusi / T. A. Kazakesuu,

A. W. Tkannu. — 2-e uzn., ucop. u gomn. — Mocksa : M3narensctBo Opaiit,
2024. — 177 c. — (Ilpodeccuonanbroe odpazopanue). — ISBN 978-5-534-06291 -
5. — Texkct : snextponHsiid // O6pazoBatenbHas 1iardopma KOpaiit [caliT]. —

URL: https://www.urait.ru/bcode/538470

Humepnem - pecypcut

1. CnpaBouHas npaBoBas cucrema «KoHCynbTaHT muroc»: hitp:// www.consultant.ru

2. CnpaBouHas cucteMa «l'apant». http://www.aero.garant.ru
3. DnektponHo — oubamoTeynas cucrema JIAHD - https://e.lanbook.com/
4. Obpazoarenbhas mwiatdopma IbC KOpaiit- https://urait.ru/
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHHUS YYEBHOM

TACIATLITAHBI

Pe3yabTarnl 00yyeHus

Kpurepun oueHku

MeToabI OLIEHKH

3HamMb: aKTyaJIbHBIH
po(heCCHOHATLHBIN U COIMATTLHBIH
KOHTEKCT, B KOTOPOM TPHXOIUTCS
paboTtatb W  KUTb, OCHOBHBIC
UCTOYHUKHU uHpOpMALIUH u
pecypcel Ui peUieHHs 3agad U
npobiieM B  TPodeCCHOHATHEHOM
W/WIM  COLIMAIBHOM  KOHTEKCTE,
QITOPUTMBI BBITIOJHEHUST PabOT B
npopECCUOHATIPHON M CMEXHBIX
o0mactsix; MeToasl pabOTHl B
npopECCUOHATIPHON M CMEXHBIX
chepax; CTpyKTypy TIUjIaHa s
pelIeHHs 3a1a4; MOPSIOK OIEHKU
pe3y/bTaToB  pELICHUS  3ajad
npOoPECCUOHATIBHON JIESATEIbHOCTH
HOMEHKJIaTypa HH(OPMAIIMOHHBIX

UCTOYHUKOB  TIPHUMEHSEMBIX B
poEeCCHOHAIBHON ACSTEIIbHOCTH;
IPUEMBbI CTPYKTYpPUPOBAHUS
uH(pOpMaLnu; ¢dbopmar

oopmiieHHs pe3yIbTaTOB IMOHMCKA
uH(popManun

cojepKaHue aKTyaJabHOH
HOPMAaTUBHO-IIPABOBOU
JOKYMCHTAIUHU, COBpPEMCHHAA

pacro3HaBaHHe JITOPUTMOB
BBITIOJTHEHUS pabot B
npoeCCHOHATLHOH M CMEXKHBIX
o0jacTsx; oOmpeAciieHue METOJ/OB
paboTel B TPO(ECCHOHANBHOU W
CMEXHBIX chepax; BBIOOD
OIlpeIeIICHIE ONTUMAJIBHOM
CTPYKTYPHI TIaHA JIJIsl pEIICHUS 3a/1a4;
MMOHNMAaHHE MOpsIIKa OIICHKU
pe3yabTaToB peLieHuUsI 3a1a4
npoeccCHOHATBHON ~ AESITeTBbHOCTH;
BBIOOp  HamOojiee  ONTUMAJIbHBIX
HMCTOYHUKOB MH(POPMAITUHN H PECYPCOB
JUIL pellleHus] 3ajad W MpodJieM B
npodeccnoHATLHOM H/HIT!

COLIMATILHOM KOHTEKCTE;
OpPUEHTUPOBAHHWE B  aKTyaJbHOU
HOPMAaTUBHO-TIPAaBOBOM

JIOKYMEHTAIUH; COBPEMEHHO
HayyHOM W mpodecCHOoHaTbHOM
TEPMUHOJIOTHH; MMOHUMAaHUE
TICUXOJIOTHYECKUX OCHOB
e TeTbHOCTH KOJIJICKTHBA,
TICUXOJIOTHYECKUX 0coOeHHOCTEH

JIMYHOCTH, BIIaJICHUEC 3HAHUAMHU OCHOB
pa60TBI C JOKYMCHTaMHU, INOATOTOBKHN
YCTHBIX W IMMCBbMCHHBIX COO6HI€HPII>1;
3HAaHHC OCHOB KOMHLIOTCPHOﬁ
T'paMOTHOCTH; 3HAHUC

OneHka
pe3yIbTaTOB
BBITTOJIHEHUS
MPAKTUIECKUX
pabot. Ouenka
BBITTOJIHEHUS
CaMOCTOSITEITbHBIX
pador.

Tecr.

YcTHBIN Oompoc.
[TucbmeHHbIM
ornpoc.
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npodeccHoHaIbHON eATETBHOCTH;
0COOEHHOCTHU IIPOU3HOLICHHUS;
IpaBUJIa YTEHUS TEKCTOB
npohecCHOHATBLHOM

HaIpaBJICHHOCTH ob1ue
TpeOoBaHUs K OyXraiaTepcKkomy
Y4ETy B YaCTH JOKYMEHTHUPOBAHMUS
BCEX XO3SMCTBEHHBIX ICHCTBUUA U
oneparnuii;

MOHSITHE IEPBUIHON OyXTanTepCKOi
JIOKYMEHTAIlUH;

OIIPCACIICHUC NICPBHUYHBIX

OyXrajaTepcKux JOKYMEHTOB;

(OpMbI IEPBUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB, coJiepKalux
00s3aTeNbHbIe PEKBHU3UTHI
HNEPBUYHOI0 YYETHOTO JOKYMEHTA;

HNOPSAJOK TPOBEACHUS IPOBEPKU

HEPBUYHBIX OyXrajnTepcKux
JIOKYMEHTOB, bopmanpHOH
IPOBEPKHU JIOKYMEHTOB, IPOBEPKU
[0 CYILECTBY, apu(pMeTHUYECKOU
HPOBEPKH;

TPUHIAITBL U NPU3HAKH
IPYNIHAPOBKH HEePBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB;
HOPSIOK MPOBEAECHUS TaKCHUPOBKH
" KOHTHPOBKH MEPBUYHBIX
OyXraJnTepcKkux JTIOKYMEHTOB;

MOPSAJIOK COCTaBJIEHUSI PETHUCTPOB
OyXTaJITEPCKOTO Y4eTa;

mpaBWjla M  CPOKH  XpaHEHHUS
NEepBUYHOM OyXraiarepckon
uH(popManuu

MPaBWI HANMCAHHUSA U MPOM3HOIICHHS
CIIOB, B T.4. WM NpopeCcCCHOHATHHON
JICKCHKH.

3HaHue bopm NEPBUYHBIX
OyXranrepckux JOKYMEHTOB,
ColepkKaHUs TaKOW JIOKYMEHTAallWH,
MMOHUMaHHUE CHeruUKd padoThl ¢
MEPBUYHBIMH OyXTalTepCKUMHU

JNOKyMEHTaMU

ymembw:
pacmo3HaBaTh 3alady  W/WiM
npobjeMy B MpodecCHOHATHLHOM
W/WIA  COLIMAJIbHOM  KOHTEKCTE;
aQHAIM3UPOBATh  3aJayy  W/WiIH
npobiieMy W BBIOCHATH €€
COCTaBHBIE  YacTH; OMNPEAEIATH
ATambl PElICHUs 3a/1a4M; BBISBIIATH
" apexTuBHO HCKaTh
uH(pOpMaIIHI0, HEOOXOIUMYIO IS
pEIIeHUS 3a/1a9d W/WIH TTPOOJIEMBI,
COCTaBUTH TUIaH NeCTBHS;
OTpeAeTUTh HEOOXONMBIE

pecypcsr;

BJIQ/ICHUE aKTyaJlbHBIMH METOJaMU
paboTbl B TpOQecCHOHANbHON H
CMEXHbIX  cdepax; ddeKTuBHOE
BBISIBJIGHME M IOMCK HH(OpMaIu,
COCTaBJICHHE ONTHUMAJIBHOIO IUIaHA
IENCTBHUM, aHATIN3 HEOOXOMUMBIX IS
BBITIOJTHEHUSI  3aJlaHUsl, PECYpPCOB;
OCYILIECTBIIEHUE HCCIEI0BATENbCKON

JESITENLHOCTH, MIPUBOISIIICH K
ONTUMAIBHOMY pe3ynbTary;
JIEMOHCTPAIIHS THOKOCTH B OOIIEHUH C
KOJIJIETaMH, PYKOBOJICTBOM,

NNOAYNMHCHHBIMU U 3aKa34YHMKaMU,

Orenka
pe3yNbTaToB
BBIIIOJTHEHUS
MPAKTUYCCKUX
pabot. OnieHka
BBITTOJHEHMS
CaMOCTOSTEIbHBIX
pa0or.

Tecr.

YcTHBINM ompoc.
IIuceMeHHBIH
OIpoc.
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BIIQJICTh AKTyalbHBIMH METOJaMHU
paboTtel B TpodecCHOHATBLHON U
CMEXKHBIX cdepax; peaan3oBaTh
COCTaBJICHHBLIN IJIaH, OIIEHUBATh
pe3yiabTaT W TMOCJIEACTBUS CBOUX
JNEUCTBUM (CaMOCTOSITEIPHO WJIU C
MOMOIIIbIO HACTABHHUKA) OTIPEICIISTh
3aMaud IS TTOMCKAa WHGOpPMAIUH;

OTpEIEIATh HE0OXO0IUMBIC
HUCTOYHUKHU uHbopMaluy;
IUIAaHUPOBAaTh ~ IIPOLECC  IIOMCKa,;
CTPYKTYypUPOBAaTh MOJIy4aeMyto

nHpOpMaINIO; BBIIACIATH Hanboee
3HAYMMOE B MEpeYHE MHPOPMALIUH;
OLICHUBATh NPaKTHYECKYIO
3HAYMMOCTh PE3YJIbTATOB IOUCKA;
0(hOpMIIATH PE3yabTAThI TOUCKA

OIpeNeINsATh AKTYaJIbHOCTb

HOPMaTUBHO-IIPABOBOU

JTOKYMEHTAIHH B
podecCHOHATLHON JIeATEIIBHOCTH;
MPUMEHSATH COBPEMEHHYIO HAYUHYIO

poheCCHOHATTEHYIO
TEPMHUHOJIOTHIO;  OMPEICATh |
BBICTPaNBaTh TPaeKTOPUU

npo(EeCCUOHATIBHOTO  Pa3BUTUA U
caMmo00pa3oBaHuUs
OpPraHU30BBIBAThH paboty
KOJIJICKTHBA " KOMAaH/IbI;
B3aMMOJICHCTBOBaTh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAaMH B XOJI€
npoeCCHOHATIBHON  J1eATEIbHOCTH
IPaMOTHO M3JaraTb CBOM MBICIH U
oopmiATH JIOKYMEHTBI 1o
npoeCCHOHAIBHOW TeMaTHUKe Ha
rOCyJJapCTBEHHOM A3BIKE,
NOPOSIBJISITH ~ TOJEPAHTHOCTH B
pabouem KOJJIEKTUBE

PUMEHSTh cpencTsa
UH(POPMALMOHHBIX TEXHOJIOTHH JIIs
penieHus npodeccnoHamIbHbIX
3aJa4; MCIOJIb30BaTh COBPEMEHHOE
IPOrpaMMHOE o0ecrnieueHne
NOHUMAaTh OOIIMHA CMBICI YETKO
00s3aTeNbHBIX PEKBU3UTOB

MIPUMEHEHHE CpEeJICTB
MH(POPMAIIMOHHBIX TEXHOJIOTHH IS
penieHus NpodeCCHOHATBHBIX 3aj1ad;

s dexTuBHOE HCIIOJIb30BaHUE
COBPEMEHHOTO MIPOrPaMMHOTO
oOecrieyeHus; Kparko H  YETKO
(dhopMynupoBaTh CBOM MBICITH,

u3jnaratb ~ MX  JOCTYHHBIM  JUIA
MOHUMaHHs croco0oM; P PeKTHBHAS
paboTa ¢ mepBUYHBIMU

OyXraiarepcKuMu JOKYMEHTaMHu
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