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1. OBIIASI XAPAKTEPUCTUKA IIPUMEPHOM PABOYEM
HHPOI'PAMMBI YYHEBHOU JUCIIUIIJIMHBI

1.1. MecT0o IMCHUILINHBI
NporpaMMalI

B CTPYKTYpe OCHOBHOH 00pa3oBaTebLHOM

Yuebnas mucuumuHa OIL 06 «JlokymeHTanmoHHOE oObecreueHue
yIPaBJICHUS» SIBISETCS 0053aTeNbHOM 4acThio 00HIenpo(ecCuOHAIBLHOTO UKIIA
IpUMEPHONM OCHOBHOM 0Opa3oBaTeIbHOU mMporpammbl B cooTBeTcTBUU ¢ PI'OC
CIIO no cnemumansHoctd 38.02.01 DxoHoMMka U OyxraiaTepckuil yder (1o
OTPACIISAM).

VYyebnas  guctumummHa  OIL06  JlokymeHTanmoHHOe — oOeclieueHue
yhnpaBiieHus oOecriedyuBaeT (QopMupoBaHUE MNPOPECCHOHATBHBIX M OOLIUX
koMneTeHnuil mo BceM BuuaM aesTenbHocTH PI'OC CIIO mo crenmaabHOCTH
38.02.01. DxoHomuka u Oyxrantepckuil yuer (mo orpacisiMm). Ocoboe 3HaUCHUE
JUCIUIUIMHA uMeeT npu ¢popmupoBanuu u pazsutuu OK 01.; OK 02.; OK 03.;
OK 04.; OK 05.; OK 09.; OK10.; IIK 1.1.

1.2. lean u nJIaHupyeMble pe3yJbTAThl 0CBOEHHS M CHUILTHHBI

B pamkax nporpaMMbl y4eOHOM TUCHUILTUHBI 00Y4YaIOIUMHKCS OCBAUBAIOTCS
CHEAYIOIIUE YMEHUS U 3HAHUS

Kon YMmenusa 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(ECCHOHATBHON U
CMEXHBIX c(epax; CTPyKTypy IJIaHa ajs
pelieHus  3a4ay;  MOPAJOK  OLIEHKH
PE3yJIbTaTOB PEIICHUS 3a/1a4

poecCHOHANBEHOM IS TENIbHOCTH




OK 02 onmpeAeNaTh 3ajadyd IS TOMCKA | HOMEHKJIATypa WH(pOPMaIMOHHBIX
uHpOpMaLnu; OIPEACIATh | NICTOUHUKOB MPUMEHSIEMbIX B
HEOOXO0IUMbIE UCTOYHUKHU | MPOdecCuOHAITBHON NESITEIbHOCTH;
uHpOpMaLMKY; TUIAHUPOBATH IPOLECC | MPHUEMbI CTPYKTYPUPOBAHUS HH(OPMAIINH;
MIOKCKa; CTPYKTYpUpOBaTh | popmar opopmiieHUus pe3yIbTaTOB MOUCKA
NoJy4aeMyro HH(OpMAIHIO; BEIACTATH | MH(DOpMaIiu
Haubojee 3HAYMMOE B  IEpeyHe
uH(pOpMaIINK; OLIEHUBAThH
MPAKTHYECKYIO 3HAYUMOCTb
pe3yibTaTOB  IMOHCKa,  O(pOPMIISATH
pe3yJbTaThl MOMCKA

OK 03 OINPEAEIATh aKTyaJIbHOCTb COJIEp’)KaHHUE  AaKTyaJbHOM HOPMAaTUBHO
HOPMAaTHUBHO-TIPAaBOBOM JOKYMEHTAIIMH | IPaBOBOIl JOKYMEHTAI[MH; COBPEMEHHas
B IIPO()EeCCHOHANIBHOM IEATENIbHOCTH; | Hay4yHas u npodeccruoHaIbHas
MPUMEHSTh COBPEMEHHYIO HAyYHYIO TEPMHUHOJIOTHS; BO3MOXKHBIE TPACKTOPUU
Ipo(heCcCHOHATIBHYIO TEPMUHOJIOTHIO; | IPO(ECCUOHATIBLHOTO Pa3BUTHUS U
OTIPEIeIIATh U BBICTPAUBATh caMO0GPa3OBaAHHS
TPaeKTOpUH MPOo(ecCHOHATEHOTO
pa3BUTHUA U caMO00pa30BaHUs

OK 04 OpPraHU30BBIBATH PA0OTY KOJIEKTUBA M | TICUXOJIOTMYECKUE OCHOBBI JAESITeIbHOCTU
KOMaH/bl;  B3aUMOJEHMCTBOBAaTh  C | KOJUJIEKTHBA,IICUXOJIOTMYECKHE
KOJUJIEraMu, PYKOBOJCTBOM, | OCOOEHHOCTH JINYHOCTH; OCHOBBI
KIIMCHTAaMHU B X01€ HpO(beCCHOHaHBHOfI HpOCKTHOﬁ eI TeIbHOCTHA
JEeSITEIbHOCTH

OK 05 IPaMOTHO U3JaraTb CBOM MBICIM U | OCOOEHHOCTH COIMAIBHOIO U KYJIbTYPHOTO
0QOpMIISITH JTIOKYMEHTBI [0 | KOHTEKCTA; npaBuiia oopmieHus
npodecCHOHATBHOM  TeMaTHUKE  Ha | JOKyMEHTOB W IOCTPOEHHsS  YCTHBIX
rOCy/IapCTBEHHOM SI3bIKE€, MPOSBIATH | COOOIIEHUN
TOJIEPAaHTHOCTH B paboueM KOJJIEKTUBE

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 | MPaBHUJIa MOCTPOEHUS MPOCTHIX M CIOKHBIX
MPOM3HECEHHBIX BBICKA3BIBAHUN Ha| MpeUIOKEeHHH Ha  mpodeccHoHalbHbIE

U3BECTHbIE TeMBbI (MpodeccCuoHaNbHbIE
U OBITOBBIC), MOHMMATh TEKCTHl Ha
0a30Bble TIPOQPECCHOHAIBHBIC TEMBI;
y4acTBOBAaTh B JMaJiorax Ha 3HAKOMbIE
obmue u TPOPECCHOHATBHBIE TEMBI;
CTPOUTH MPOCTHIE BBICKA3BIBAHHUS O
cebe U o cBoell mnpodeccuoHAIbHON
NeSITeTbHOCTH; KPaTKO OOOCHOBBIBATH
U OOBACHUTH CBOU JEHCTBUS (TEKyIue
U IUIAHUPYEMBbIE); THCaTh IPOCThIE

TEMBI; OCHOBHBIC OOIIECYNOTPEOUTETHHBIC
rnarosiel (ObITOBast M npodeccuoHanbHas
JIEKCUKA); JIEKCUYECKU I MUHUMYM,
OTHOCSILIMMCS K ONUCAaHWIO IPEIMETOB,
CPEJICTB U MPOIECcCOB MpodeccrnoHalbHON
JIESATENBHOCTH; 0COOEHHOCTH
MIPOM3HOIICHHUS, MpaBUJIa YTEHUS TEKCTOB
npodecCHOHAIBLHON HAMIPABICHHOCTH
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CBSI3HBIC COOOIICHHS Ha 3HAKOMBIC WITH
UHTEpecylolue  npodecCruoHaIbHbIE
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
IIPU3HAKOB;

IIPOBOJIUTh TAKCUPOBKY U KOHTHPOBKY,
NEPBUYHBIX OYXTalTePCKUX

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

3aHOCUTH JaHHBbIC I10
CTpYHIIIUPOBAHHBIM NOKYMCHTAM B

PETUCTPBI OYXTaNTEPCKOTO YUETa;

nepeaaBaTh NepBUYHBIC
OyXraJTepcKue JOKYMEHTBI B TEKYIIHIt
OyXxraiaTepckuii apxus;

nepeaBaTh NICPBUYHBIC
OyxrajTepckue JTIOKYMEHTBI B
IOCTOSIHHBIM  apXUB 10 HMCTEYEHUHU
YCTAaHOBIICHHOTO  CpPOKAa  XpaHEHUS;
UCTIPABIATh OMIMOKKM B TEPBUYHBIX

OyXTaJITEPCKUX JOKYMEHTaX

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 Y4ETHOTO
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 IEepBUYHOU
OyXranTepckoi JOKyMEeHTaluu




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOI padoThI

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. TemaTH4yecKMil IJIAH U COJepPKaHMe YUeOHON TUCUMIIMHBI «/{oOKyMeHTallMOHHOe o0ecnieyeHne YIIPaBJIeHUs»

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.
FOpumieckas cuna IpakTuyeckoe 3ausaTue 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. Copepxanue yueOHOro Mmarepuasa OK 01-05,
Pacnopsiturenbubie 1. Knaccuduramus OPJI. OCHOBHBIE PEKBM3UTHI JOKYMEHTa, MX KJIACCHU(pUKAIMS, OK 09, 0K 10
JOKYMEHTBI. npasuiia opopmiienus B cootBeTcTBUU ¢ [[OCT. ®opmyrsip u 61aHK JOKYMEHTA. 2

IIpakTnyeckoe 3ansaTue 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. NH(popMmalimoHHO-CIIpaBOYHbIE JOKYMEHTBI: UX Ha3HaYCHHE, (GOPMYIIIpbI-00pa3LIbl.
2. IIpouenypa cocraBinenus u opopmiaeHHss THPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
O06s1acTh NPUMEHEHUS HTHPOPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3. Wcnonb3oBaHrue YHU(PHUIMPOBAHHBIX (OPM.

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

Tema 7. Buabl 10roBOpoB.
Pa3zHOBHIHOCTH aKTOB,

Conep:xanue y4eOHOIro MaTepuaJia

1. CucreMa JOTrOBOPHO — MPABOBOW JOKYMEHTAIIUU

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

TOBEepEeHHOCTeIA. 2. AKTBI, TOBEPEHHOCTH: OUITHAIIbHBIE U JTHYHBIE

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. CucreMatusanns JOKyMEHTOB BHYTpH Jiena. OdopmieHue ien.
TunoBble CpoKU XpaHEHHs JOKYMEHTOB. Peructpaiiyist 1 KOHTPOJIb UCIIOJIHEHUS
TTOKYMEHTOB.

2. Opranu3zaius paboTsl ¢ KOHGHUIESHIIMATHLHON 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
[IpakTuueckue 3aHATUS 20
[IpomexyTouHas aTTectanus (IK3aMeH) 6
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3. YCJIOBHUSI PEAJTU3ALIAU MTPOTPAMMBI YUYEBHOI
T CTUTIIAHBI

3.1. TpedoBaHKsI K MUHUMAJbLHOMY MaTEePUAJbHO-TEXHUYECKOMY
o0ecnmeYeHnIo

JUist  peanmzani  IpOorpamMMbl  yU4€OHOW AWCIUIUIMHBI  JTOJDKHO — OBITH
IPETYCMOTPEHO clenyrouee CHelUaIbHOE MOMEIICHHE: KaOWHET
«/loxymMeHTaImoHHOTO 00eCTICYeHUS YIIPABIECHUS», OCHAIIIEHHBIN 000pyI0BaHHEM:
MOCaJI0YHbIE MECTa MO KOJIMYECTBY 00yUaromuxcs, padouee MeCTo IpenojaBarTers,
JIOCKa, CTeH[IbI, AUIAKTUYECKUN MaTepuall, TEXHHYECKUMH CPEICTBAaMHU O00YUYEHUS:
KOMITBIOTEPHI, MYJbTUMETUHHOE 000pYA0BAHHE, IPUHTED.

[TomernieHust yisi caMOCTOSATENIbHON pabOThl OOYYAIOIIMXCS JTODKHBI OBIThH
OCHAIIEHbl KOMITBIOTEPHOM TEXHMKOHW € BO3MOXKHOCTBIO TMOJKIIOYCHUS K
MH(POPMAITMOHHOTEIEKOMMYHUKAIIMOHHON ceTu "WHTepHer" u olecrnedyeHrueM
J0oCTynma B DJEKTPOHHYIO  MH(OPMAIIMOHHO-00Pa30BaTEIbHYIO  Cpeay
o0Opa3oBaTenbHOM Opranu3anuu (Ipu HAJTUYUN ).

3.2. MupopmanuoHHOe oOecnedeHne peajn3auuu NporpaMmmbl

Hopmamueno — cnpasounas numepamypa

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

JIOKYMEHTal1H.
5. YHaudunupoBanHas cucTema OpraHU3aIlMOHHO-PACTIOPATUTENLHOM
JOKyMeHTaruu. TpeboBaHre K O(DOPMIICHHIO JOKYMEHTOB. Y TBEpXKJICH
noctaHoBiienneM ['occranmapra P® ot 03.03.2003 Ne65-ct. — M.: U3a-Bo
crtangapTos, 2019.

OcHogHble UCMOYHUKU
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4. KOHTPO.Ib Y OIIEHKA PE3YJbTATOB 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 BBITIOJHCHUsT 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

UCTOYHHUKOB  TMPUMCHSEMBIX B
poEeCCHOHAIBHON ACSTEIIbHOCTH;
IPUEMBI CTPYKTYPUPOBaHUS
uH(popMaLuu; dopmar

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;
MMOHUMAaHHE MopsiIKa OIICHKHU
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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po(heCCHOHATBHOMN JeATEINbHOCTH;
0COOEHHOCTH MIPOU3HOLICHHUS;
HpaBHJIa YTCHUS 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;

MOPSAJOK COCTaBJIEHUSI PETHUCTPOB
OyXTaJITEPCKOTO YUETa;

mpaBWjla M  CPOKH  XpaHEHHUS
NEepBUYHON OyXraiarepckon
uH(popManuu

MPaBWI HANMCAHHUSA U MPOM3HOIICHHS
CIIOB, B T.4. M NpopecCHOHATHLHON
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;
QHWIM3UPOBATh  3aJady  W/WiH
npobiieMy W BBIOCHATH €€
COCTaBHBIE  YacTH; OMNPEAEIATH
ATambl PElICHUs 3a/1a4M; BBISBIIATH
" apexTuBHO HCKaTh
uH(pOpMaIIHI0, HEOOXOIUMYIO IS
pEIIeHUS 3a/1a9d |/WIH TTPOOJIEMBI,
COCTaBUTH TUIaH NeCTBHS;
OTpeAeTUTh HEOOXONMBIE

pecypcsr;

BJIQ/ICHUE aKTyaJlbHBIMH METOJaMU
paboTbl B TpOQecCHOHANbHON H
CMEXHbIX  cdepax; ddeKTuBHOE
BBISIBIIGHME M MOMCK 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,

Ornenka
pe3yNbTaToB
BBITIOJTHCHHUSI
MPAKTUYCCKUX
pabot. OneHka
BBITTOJIHCHUS
CaMOCTOSITEITLHBIX
pa0or.

Tecr.

YcTHBINM ompoc.
IIuceMeHHBIH
OIpoc.
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BIIQJICTh AKTyalbHBIMH METOJaMHU
paboTel 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
TEPMUHOJIOTHIO;  ONpEACIATh U
BBICTPaNBaTh TPaeKTOPUU
npoECCUOHATILHOTO  Pa3BUTHS U
caMmo00pa3oBaHuUs

OpraHH30BBIBAThH padory
KOJIJICKTHBa n KOMAaH/bI,

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

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

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

u3jnaratb ~ MX  JOCTYHHBIM  JUIA
MOHUMAaHHs croco0oM; P PeKTHBHASL
paboTa ¢ mepBHYHBIMU

OyXraiarepcKuMu JOKYMEHTaMH1
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