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1. OBIIASI XAPAKTEPUCTHUKA TPUMEPHOIl PABOYEW ITPOIPAMMBI
YYEBHOM JUCLUAILIUHBI

1.1 O6nacTb npumeHeHun paboueit nporpammbil.

Pabouas mporpamma y4eOHOW TUCITUIUIMHBI SBISETCS YaCThIO MPOTPAMMBI MOATOTOBKHU
crienaiaucToB cpeaHero 3BeHa B cooTBeTcTBUU ¢ PI'OC no cneumanbHoct CI1038.02.01
DKOHOMUKA M OyXTaITepPCKHUH yueT (110 0Tpacisim).

PabGouass mporpamma y4eOHOW  AWCIUIUIMHBI MOXET OBITh  HMCIOJBb30BaHAa B
JOTIOTHATETFHOM — Mpo(decCHOHAIbHOM  00pa30oBaHWKM H  MPOPECCHOHATBHONH MOJITOTOBKE
PaOOTHHUKOB B 00JIACTH y4eTa U HAJIOT000I0KESHHUS
1.2. MecTo y4eOHOH NUCHMIUIMHBI B CTPYKTYpe NPOrpaMMbl MOATOTOBKHU CIENHAJINCTOB
cpeaHero 3BeHa:

JUCITUTUIMHA OTHOCHTCS K TPYIIe 00menpodecCHOHAIBHBIX JUCIUIUIHH MPOPECCHOHATBHOTO
LHKJIa
1.3. Heab u niianupyemblie pe3yJibTAThl 0CBOEHUS! TN CUUIIIMHBI

[lenp wu3yuyeHUs AUCUMIUIUHBI «J[OKyMEHTallMOHHOE OOECIeueHUe YIPaBICHUA» -
OpUOOpEeTEeHUE CTYACHTaMH KaK TEOpPEeTUYECKUX, TaK M MPAKTUYECKUX HaBBIKOB B
JIEI0NIPOU3BOJICTBE.

3amaun U3ydeHHsl TUCHUIUIUHBI «Jl0OKyMEHTAIMOHHOE 00ecTeueHIE YIIPaBICHUS:

- U3YYUTH KJIACCH(PHUKAIMIO JOKYMEHTOB, TPEOOBaHMUs K MX 0(hOPMIICHHUIO;

- U3YYUTb OpraHusaumio fokymeHToobopoTta.B pamkax mporpammbl yd4eOHON TUCIUILIMHBI
00y4JarIMMUCS OCBAUBAIOTCS CIEAYIONME YMEHHUS U 3HaHUS

Kon YmMenus 3HaHUS
I1K, OK
OK 01 pacno3HaBaTh 3ajauy W/WIN | aKTyaJbHBIN npodeccuOHaATbHBIN u

npobieMy B Npo(EeCCHOHATBLHOM | COIMATIBHBI ~ KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHBIE
AHAIN3UPOBATH 3ajauy W/WAM | UCTOYHUKK HHQOpPMAIMM U PECcypchl AJs
npoOjeMy M BBIIEIATH €€ COCTaBHbIC | pelleHus  3agad M [OpobieM B
YacTH; OMNpPEAENsATh 3Talbl pPEleHHUs | TPo(hecCHOHATBHOM W/MIW  COLMAIbHOM
3aJaud; BBIABIATH U A(PPEKTUBHO | KOHTEKCTE;

UCKaTh MH(pOpPMaLMI0, HEOOXOIUMYIO | AJITOPUTMBI  BBIMOJIHEHUs ~ pabOT B
JUIs  pelleHus  3adayd  W/WiM | Ipo(ecCHOHANBHOM U CMEXHBIX 001acTsX;

po0JIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IJ1aH NEeNCTBUS; | CMEXHBIX cdepax; CTPYKTypy IUIaHa st
OTIpeNIeIUTh HEOOXOIUMBIE PECYPChI; | pEIIeHUs]  3a/Jad;  MOPAJOK  OLCHKH
BJIQJIETh  aKTyaJbHBIMU  METOAAMH | Pe3yJIbTaTOB pelieHus 3aj1a4
paboTel B mpodecCHOHATBHOW U | MPO(eCcCHOHANBHOM JesITeTbHOCTH
CMEXHBIX  cdepax;  peaqu3oBaTh

COCTaBJICHHBIM  IUIaH;  OLECHMBATH
pe3ynbTaT W TOCIEACTBUS  CBOMX
OEUCTBUI  (CaMOCTOSITENIBHO WM  C
MOMOIIbIO0 HACTABHHKA)

OK 02 ompeAeNaTh 3aJda4yd  JJIA  [OMCKa | HOMEHKJIaTypa nH(})OpPMaAITMOHHBIX
uH(pOpMaIInK; OTIPECIISATh | NICTOYHUKOB MPUMEHSEMBIX B
HE0OXOTUMBIC HUCTOYHUKH | MPO(eCcCHOHATBHON JCSATEILHOCTH;
uH(pOpMAIINK; TUIAHUPOBATh MPOIECC | IPUEMBI CTPYKTYPUPOBaHUS WH(OPMAIINK;
TTOMCKA; CTPYKTYpHUPOBaTh | (hopmaT ohopmMIICHHS pe3yIbTaTOB MOUCKA
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MOJTy4aeMyro uHpopmaruio; | nHpopmaIuu
BBIJICNIATE Hauboyiee 3HAUYMMOE B
nepeyHe uHGOpMALMU; OLEHUBATh
PaKTUYECKYIO 3HAYUMOCTb
pe3yNbTaTOB  MOUCKA;  O(OPMIISTh
pe3yJIbTaThl IOMCKA

OK 03 OIpeAesaTh AKTyaJIbHOCTh | COJIEpYKaHUE AaKTyaJlbHOM HOPMaTHUBHO-
HOPMAaTUBHO-IIPABOBOU [IPAaBOBOM JOKYMEHTAllH; COBPEMEHHAs
JOKYMEHTalluu B NPO(eCcCUOHAIBHON | HayyHas u npodeccuoHambHas
JESITEIIbHOCTH; IIPUMEHSTH | TEPMUHOJIOTUS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4YHYI0 | MpodeccnoHalIbHOTO pa3BUTHUSA u
po(heCCHOHATILHYIO TEPMUHOJIOTHIO; | CaMOOOpa30BaHUs
OTIpeIeINATh u BBICTpauBaTh
TpaeKTOpUU podeccuoHaIbHOTO
pa3BUTHA U caM000pa30BaHUs

OK 04 OpraHU30BBIBaTh PA0OTY KOJJICKTHBA | IICUXOJIOTHYECKHE OCHOBBI JACSITEIHHOCTU
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJUJICKTHBA, MICUXOJIOTHYECKHE
KOJUJIETaMH, PYKOBOJCTBOM, | OCOOEHHOCTHU JIMYHOCTH; OCHOBBI
KITUEHTaMH B X0JIe | MPOEKTHOM eATeIbHOCTH
poeCCHOHAIBHON JESTEIHHOCTH

OK 05 rPaMOTHO U3JIaraTb CBOM MBICIH U | OCOOCHHOCTH COLIMAIBLHOTO U KYJIbTYPHOTO
0QopMIISITD JIOKYMEHTBI [0 | KOHTEKCTa, IpaBuIIa oopmienus
npoecCHOHANbHOM  TeMaTUKE Ha | JOKYMEHTOB M  TOCTPOCHUS  YCTHBIX
rOCy/1apCTBEHHOM SI3bIKE, HPOSBIATH | COOOIIEHUN
TOJIEPAHTHOCTh B paboyem
KOJJIEKTHBE

OK 09 [IPUMEHSATH CPEICTBa | COBPEMEHHBIE CpPEACTBA M YCTpPOMCTBA
WH(POPMALMOHHBIX TEXHOJOTHHA Ui | HH)OpMaTH3AIINN; MOPSIIOK 1754
peleHuss NpoQecCUOHAIbHBIX 33/a4; | IPUMEHEHUs U IpOrpaMMHOE
HCII0JIb30BaTh COBpEMEHHOe | obecrieueHue B NPOQecCHOHATbHON
IporpaMMHOe o0ecrieyeHHe JIESITEIIBHOCTH

OK 10 NOHMMATh OOIIMH CMBICA  YETKO | IMpaBHJIa MOCTPOEHHUS MPOCTHIX U CIOKHBIX
IPOM3HECEHHBIX BBICKA3bIBAHUN Ha | MPeIIOXKEeHUH Ha  NpodeccHoHaNbHbIe
U3BECTHBIE TEMBI (ITpOo(hecCHOHANIbHBIE | TEMBl; OCHOBHBIE OOIIEYNOTPEOUTEIbHBIE
U OBITOBBIC), MOHUMATh TEKCTHI Ha | Tmaronbl (ObITOBas M mpodeccuoHambHas
0a3oBble TIPO(ECCHOHAIBHBIE TEMBI; | IEKCHUKA); JIEKCHYECKUI MUHUMYM,
y4acTBOBAaTh B JMaJioraX HA 3HAKOMbIE | OTHOCAIIMNCA K OINUCAHUIO MPEIMETOB,
olue M npodeccuoHaNbHbIE TEMBI; | CPEACTB U MPOIECCOB MPOQECCHOHATHHON
CTPOUTH TMPOCTHIE BBHICKA3bIBAHUS O | IEATEIBHOCTH; 0COOEHHOCTH
cebe M 0 cBoeil mpodeccnoHaNbHON | IPOM3HOIICHUS; MPaBUiia YTEHUsI TEKCTOB
NeSITeIbHOCTH; KPaTKO O0OOCHOBBIBATH | MPO(ecCHOHANbHOM HAPaBIEHHOCTH
U OOBSICHUTH  CBOM  JICHCTBHSA
(Texkymue ¥ TIUIAHUPYEMbIe); Mucarhb
MPOCThIE CBSI3HBIE COOOIIEHMS] Ha
3HAKOMBIE WIH MHTEPECYIOIINE
poeCCHOHATBHBIC TEMBI

I[IK 1.1 | npuHuMare MIPOM3BOJIbHBIE | O0ImMe TpeOoBaHUS K OyXrajarepcKkomy
NepPBUYHBIE Oyxrajtrepckue | yueTy B 4YacTU JIOKYMEHTHPOBAHMS BCEX
JOKYMEHTBI, paccMaTpUBaeMble KakK | XO3SHCTBEHHBIX JEHCTBHIA U ONEparuii;
MUCBbMEHHOE JIOKa3aTeNIbCTBO | MOHIATHE  MEPBUYHOM  OyXraiaTepckoi




COBEPIICHUS XO03SIICTBEHHOM
orepanuu WIH HOJIyYeHUE
paspenieHus Ha ee IPOBE/ICHHUE;
MPUHUMATh NEepBUYHbBIC
Oyxrajarepckue JIOKYMEHTBI Ha
OyMa)XHOM HocuTene W (Wiau) B BUJE
3JIEKTPOHHOTO JIOKYMEHTA,
IOAIIMCAHHOTO 3JIEKTPOHHOU
MOJAMKCHIO;

MPOBEPSITh HAIUYKE B MPOU3BOIBHBIX
MIEPBUYHBIX OyXraiatepckux
JIOKYMEHTaX 00s13aTeNbHBIX
PEKBU3HTOB;

NPOBOIUTH (DOPMANBHYIO TIPOBEPKY
JIOKYMEHTOB, IPOBEPKY IO CYLIECTBY,
apu(pMETUYECKYIO IPOBEPKY;

IPOBOJUTH TPYNIIUPOBKY MEPBUYHBIX
OyXrajaTepckux JOKYMEHTOB IO Py

IIPU3HAKOB;

IIPOBOAMTH TAKCUPOBKY U KOHTUPOBKY
IIEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;
3aHOCHUTH JaHHBbIC 110
CTPYNIIMPOBAHHBIM  JOKYMEHTaM B
perucTpsl OyXraiaTepckoro y4era,

nepesaBaTh IIEPBUYHBIE
OyxrajTepckue JIOKYMEHTBI B
TEKYLUI OyXranTepcKuii apxus;

nepenaBaTh MEpBUYHbIE
Oyxranrtepckue JIOKYMEHTBI B

MMOCTOSTHHBIM aApxXuB TII0 HCTCUYCHHUU
YCTAHOBJICHHOI'O CPOKa XpaHCHU
HCITPABJIATH OIIINOKU B NECPBHUYHBIX
6YXI‘8.J'ITCpCKI/IX JAOKYMCHTAXxX;

JIOKyMEHTalUH;
OTIpeNieIeHue TIEPBUYHBIX OYXTaJlITepCKUX
JIOKYMEHTOB;

bopMBI  TEPBUYHBIX  OYXTaJITEpPCKUX
JOKYMEHTOB, COZEPKaIlUX 00s3aTebHbIC
PEKBU3UTHI NEPBUYHOTO YYETHOTO
JOKYMEHTA;

HOPSIIOK IPOBEICHUS MIPOBEPKH
HNEPBUYHBIX OYXTaITEPCKUX ITOKYMEHTOB,
dopmanpHOW  TPOBEPKH  JOKYMEHTOB,
IPOBEPKH IO CYMIECTBY, apr(pMeTHIECKO
MIPOBEPKH;

OPUHIONOB M MPU3HAKK TPYNITUPOBKH

MEPBUYHBIX OYXTaNTePCKUX JOKYMEHTOB;
MOPSIZIOK  TIPOBEACHUS  TAaKCHPOBKH U
KOHTHUPOBKHM IEPBUYHBIX OyXrajJTepCcKUX
JIOKYMEHTOB;

HOPSIIOK COCTaBIICHUS
OyXTaJNTEepCKOro y4eTa;
NpaBUia W CPOKH XpaHCHHS TEPBUYHOMN
OyXTanTepCcKON JOKYMEHTAIIHH;

pPErUCTpOB

B pesymbraTe OCBOSHHSI TpPOTpaMMOH ITOATOTOBKH CIEIHAJMCTOB CPETHETO 3BEHA
oOydaroruecs: MOMKHBI OBIaAeTh cheayromumu kommereHimsamu: OK.01- OK.05, OK.09,
OK.10, TIK 1.1.

1.4 Kotu4ecTBO 4acoB Ha 0CBOCHHME TPOrPAMMBI AU CHHUIIMHBI:
MakcHuMaibHas yueOHasi Harpy3ka oOyuatomerocsi 48 4acoB, B TOM UHCIIE:
oOsi3aTenbHas yueOHast Harpy3Ka ooydaromerocs 48 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM yueOHOI JMCHHUIIJIMHBI M BUABI Y4eOHO padoThl

Bun yuyeonoii padoTsl O0bem yacoB

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCHUTINHBI 48

B TOM YHCJIC:

TEOPETUYECKOE O0YUCHHE 38

nabopaTopHbie PabOTHI

MIPAKTUICCKUC 3aHITH 10

KypcoBasi pabora (IIpoeKT)

KOHTpOJIbHAs paboTta

CamocrosiTeibHast paboTa

IpomexyTounas arrectanus B popme nudhepeHIMpoBaHHOTO 3a4eTa




2.2. TemaTn4eckuii IJIAaH U COlep:KaHMe y4eOHOM AUCIMILINHBI «/loKyMeHTanHOHHOe o0ecnieyeHne yIIPaBJIeHUsD)

HanmenoBanmue ConepxaHue y4e0HOTro MaTepuaia u JOpMbI OPTaHU3ALNY JeSATeJTLHOCTH 00yYaroImmuXxcst Oobem Koast
pa3aesioB M TeM B Yacax KOMIEeTeHINH,
(¢popmupoBanuio
KOTOPBIX
CIocoOCTBYET
3JeMeHT
NMPOrpaMmbl
1 2 3
Tema 1. Coaep:xkanue yueOHOro MaTepuaJa 1,2
Beenenne. JIOKyMeHT H |71 3yauenye 1 coepikatie AMCLUILINHDL «JOKYMEHTALMOHHOE 0GECIICYCHHE YIpaBieHns». [IoHATHE TEPMUHOB
CUCTEMA TOKYMEHTAUMM | (joxymMeHT», «IOKYMEHTHPOBAHHE», «IOKYMEHTALMOHHOE oOecreueHue yOpaplieHHs». YHudukamus u 4
CTaHAAPTU3AINH YIIPABICHYECKUX JTOKYMEHTOB.
Tema 2. Coaep:xkanue yueOHOro MaTepuaJa 2
Opranu3anuoHHO- 1. Opranu3annoHHbBIE TOKYMEHTHI — YCTaB, YUPEAUTEIbHBIEC JOTOBOD, MOJIOKEHNE. PaciopsauTebHbIE JOKYMEHTHI
pacnopsiiuTe/bHbIe — MIPHKa3, paclopspKeHNe, yKa3aHue, TOCTAHOBIICHUE, PEIICHNE, MHCTPYKINS, HTPOTOKOII. 12
JAOKYMEHTBbI 2. CnpaBoyHO-HH(pOpMAIMOHHbBIE TOKYMEHTBI: CITyKeOHas 3aliCKa, OObICHUTENbHAS 3aIIMCKa, aKT, CIIPABKa,
cirykeOHbIe IchMa
B ToM unciie, MPaKTHYECKUX 3aHATHI M Ja60PATOPHBIX padoT 2 2,3
IMpakTryeckoe 3ansaTre. CocTtaBieHne U 0(GOPMIICHHE Pa3IMYHBIX BHIOB OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX U )
nH(pOpPMaIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
Tema 3.
Kanposasn ConepxaHue y4eGHOIro MaTepuaJjia
JOKYMEHTAIHS 1.JlokyMeHTHpOBaHHE TPYAOBBIX INpaBooTHoIIeHHH. CocTaB M 0OCOOEHHOCTH O(GOPMIICHHS JIOKYMEHTOB IO
JINYHOMY COCTaBY. 12 2,3
2.KomrutekroBanue JUYHOTO jaeia. ABToOuworpadus. Pesiome. 3asBienue o mpueme Ha pabory. IIpukasel mmo
JIMYHOMY COCTaBY.
B Tom unciie, MpaKTHYECKHX 3aHATHIA H J1a00PaTOPHBIX padoT 6
IIpakTuueckoe 3ansaTue. Mzyuenne cr. 140 YK P®, npexycMaTpuBaroniyo Mepsl yroJIOBHOH OTBETCTBEHHOCTH 5
3a HapyllleHHe [TpaBa HAaCeJICHUs] Ha MH(POPMAIIHIO.
IIpakTuyeckoe 3ansitne. CocraBlieHUe PEKBU3UTOB Ha JOKYMEHTaX: aBTOP, aJ[Pecar; 3aroJIoBOK K TEKCTY M TEKCT )
JIOKYMEHTA; MOJIIHNCh, YTBEPXKJICHNE U COTJIACOBAaHHE IOKYMEHTOB.
IpakTuyeckoe 3angTHe. KoHCcTpynpoBaHue 01aHKOB OpraHu3alnil ¥ yUIpeKICHUH. 2
Tema 4. Coaep:xanue yue0HOT0 MaTepuaa
HorosopHo-npaBoBasi | |.TlonaTus goropopa. Bujibl 10roBOPOB. 8 2,3
JOKYMEeHTAIMsI 2.IlpaBuna odopmileHHs1 IpeTeH3MOHHBIX mnuceM. (DopMyJsip HCKOBOTO 3asBICHHUs, TpPeOOBaHHMS K €ro
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0o opMIICHHIO

B ToM unciie, NPaKTHYECKUX 3aHATHI U 1a00paTOPHBIX padoT 2
IIpakTuyeckoe 3ansaTHE. «COCTAaBICHUE JOJHKHOCTHBIX HHCTPYKIIHI». 2
Tema S. Conep:xanue yueO0HOro MaTepuaJa 1,2
IlonsTHe = = v
1.CoctaB u y4yer o0beMa AOKyMEHTOOOOpoTa mpeanpustuii. OpraHu3anus padOTHI C BXOMALICH, WCXOAALICH U
JOKYMEHT0000poTa, N N
S BHYTpPEHHEH NOKyMeHTaImeH 6
P P 2. ba3sl naHHBIX 1711 XpaHEHHUs JOKyMeHTOB. PaboTa ¢ 3ampocamu. PaboTa ¢ 37€KTpOHHBIMHU JJOKyMEHTaMH.
JOKYMEHTOB
Tema 6. Copep:xaHue y4ed0HOTro MaTepuaJia
Opranusanus 1.Homenknarypa nen. IHnuBuyanbHble, CBOAHbIE, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPBI €. 1,2
ONEepPaTHBHOIO H 2.IlogrotoBka W MOPSOOK TEpeAadd Oel B apXHuB. 3aKOHOAATEIbHBIE AKTHl M HOPMAaTHBHO-METOJMYECKHE 6
apXMBHOTO XpaHEHHUS JOKYMEHTBHI TI0 ApXUBHOMY XPaHEHHUIO JOKYMEHTOB.
JOKYMEHTOB
IMpome:xyTounas arrecranus B hpopme nuddepeHpoBaHHOTO 3aueTa
Bcero: 48

Jln1s XapaKTepUCTHKN YPOBHSI OCBOCHHS YI€OHOT0 MaTepraia NCTIOIb3YIOTCS CIIeAyIONIe 0003HAYCHUS:

1. — o3HaKOMUTENBHBIH (Y3HaBaHUE paHEe M3YYEHHBIX 0OBEKTOB, CBOICTB);

2. — penpoayKTHBHBIN (BBIOIHEHHUE ACATEIBHOCTH M0 00pas3ily, HHCTPYKIMHU WX IT0J pPyKOBOJCTBOM);

3. — IPOAYKTHUBHBIH (INITAHUPOBAHUE U CAMOCTOSTEIFHOE BHIITOJHEHUE AEATEIbHOCTH, PEIIEHHE IPOOIEMHBIX 33/1a4).




3. YCJIOBUS PEAJIM3AIIUU TPOT'PAMMBI YYEBHOM JUCIHUIIINHBI

3.1. JIns peanuzamuu mporpaMMbl Y4eOHOW TUCIUTIIMHBI JOJDKHO OBITH MPETyCMOTPEHO
CIeyIollee CHEeIUallbHOe TOoMeleHne: KaOuHeT «JlOKyMEHTAIlMOHHOTO oOecrnedeHus
yIOpaBiICHUS», OCHAIICHHBII  00OpyJOBaHMEM: TIOCAJ0YHBIE MeCTa IO  KOJHUYECTBY
oOydaromuxcsi, pabodee MeCTO MpernoAaBaTelis, MOCKA, CTEHMBI, TUIAKTHUYECKUNW MaTepuall,
TEXHUYECKUMU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPbI, MYJIbTUMEAMIHOE 000pYyIOBaHUE,
MIPUHTED.

[Tomemienust s caMOCTOATENBHON pabOThl 00y4YarOIUXCsl AOHKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHOH  TEXHUKOH C  BO3MOXXHOCTBIO  TOJKIIOYCHHS K  HMH(OPMAIMOHHO-
TeJIeKOMMYHUKaIIMOHHOW ceTn "HMHTepHer" U oOecmedeHHEeM J0CTyna B JJIEKTPOHHYIO
uH(}OPMaIIMOHHO-00pa30BaTENBHYIO Cpeay 00pa30oBaTeIbHON OpraHnu3anuy (py HATUYUH ).

[lepeuenr oOOpynOBaHUS HE SBISETCS OKOHYATEIbHBIM M MOXKET HU3MEHATHCA B
COOTBETCTBUU C OCOOCHHOCTSIMH O0pa30BaTeNbHOW oOpraHu3anuu. Hampumep, BO3MOXKHO
JIOTIOJIHUTEIbHOE OCHALIEHUE TPUHTEPOM UJIM UHBIM TEXHUYECKUM CPEACTBOM.

3.2. UndopmanmnoHHoe obecniedeHHe peajn3alui NPorpaMmMbl

Jlnga peanuzanuu MporpaMMbl OUOIHOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JIOJKCH UMETh TICYaTHBIC W/WIIN 3JICKTPOHHBIC 00pa3oBaTebHbIe U HH(POPMAIIMOHHBIC PECYPCHI,
PEKOMEHIYeMBIX ISl HCTIOIb30BaHMs B 00pa30BaTeIbHOM MPOIEcce

3.2.1. IleyaTHble U31AHUA

OcHoBHasl JuTEpaTypa
1. JlokyMeHTallmOHHOE OOeCIeYeHne YIpaBICHUS : YYEOHMK I CTYACHTOB BY3O0B,
0o0y4aromuxcsl MO0 HaMpaBlICHUsAM «JKOHOMHUKa» U «MEHEIHKMEHT», CHEIUAIbHOCTIM

«Uudopmarukay,  «JlOKyMEHTOBEIEHWE ¥  JOKYMCHTAI[MOHHOE  OOECIICUCHHE

yhnpaBieHus», «ABToMaruzanus u ympasienue» / A. C. I'punbepr, H. H. T'op6aués, H.

H. T'op6aués, O. A. Myxamermuna. — M. : KOHUTU-IAHA, 2017. — 391 ¢. — ISBN

978-5-238-01770-9. — TekcT : ANEKTPOHHBIN // DIEKTPOHHO-OMOIMOTEYHAs] CHUCTEMa
IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/71213.html
2. ApacmanoBa, B. A. JlokyMeHTallMOHHOE OOECIICUCHHE YIpaBICHUS : Yyd4eOHO-

MpaKkTUYECKoe ocoOue B cxemax, Tabnuiiax, oopasnax / B. A. ApacinanoBa. — 2-¢ u3J.
— Cypryr : CypryTrckuii rocyJapcTBEHHbIIN Neaaroruueckuii yuusepeurer, 2017. — 225
c. — ISBN 978-5-93190-354-5. — TekKcT : 3JIeKTPOHHBIH // DAEKTPOHHO-O0MOINOTEYHAs
cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/87009.html

3. CumonsH, P. f. JlokymMeHTanmoHHOEe 0OecrieyeHre CUCTEMBI YIIPABJICHUS OpraHu3aliei

: yaebHnoe nocodbue / P. SI. Cumonsin. — Caparos : Aii [1u Op Meaua, 2018. — 180 c. —
ISBN 978-5-4486-0167-5. — Tekct : 31I€KTpOHHBIA // DNEKTpOHHO-OMOIMOTEUHAS
cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/72458.html

JlonoJIHUTe/ILHASA JIUTEPaTypa
1. Kysuenosa, U. B. JlokymMeHTanImoHHOE 0OECTICUCHHUE YIIPABICHUS ITEPCOHAIIOM : yaeOHOe

nocobue s OakanmaBpoB / M. B. Kysuemnosa, I'. A. XawatpsiH. — 2-¢ m3g. — M. :
Hamko u K, Aii [Tu Dp Menua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — Texkct
: OJIEKTPOHHBIN // DnekTpoHHO-Onbmoreynast cucrema [IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/83142.html

2. Kysznenosa, M. B. JlokyMeHTHpOBaHHE YNpPaBICHUYECKOW JEATEILHOCTH : YyueOHoe

nocobue mns Gakanaspos / M. B. Ky3nenona, I'. A. Xauatpssn. — Mocksa, CapatoB :
HamxoB u K, At [Tu Op Menua, 2017. — 240 c. — ISBN 978-5-394-02780-2. — Tekct
: DJIEKTPOHHBIN // DnekTpoHHO-Oubmnoreunas cucrema [IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru
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Hopmamuenaa 0okymenmayus
I'paxxnanckuit kogekc PO

I'OCT 32611-2014 Typuctckue ycnyru. TpeboBanus mo obecrieyeHHI0 0€30MacHOCTH
TYpUCTOB

I'OCT P 51185-2014 Typucrckue ycayru. Cpeacrta pazMenienus. O01ue TpedoBaHus

I'OCT P 50681-2010 Typuctckue ycayru. [IpoektupoBaHue TypUCTCKUX YCIYT

I'OCT P 50690-2017 Typuctckue ycayru. O0mue TpedoBaHus

I'OCT 30389-2013 VYcnyru obmectBeHHOro nutanus. llpeanpustus oOIIecTBEHHOTO
nutanus. Kiaccupukanus u obmue TpedboBanus

I'OCT P 50764-2009 Ycnyru obmectBenHoro nutanus. Oouiie TpedoBaHus

I'OCT P 32692-2014 Ycnyru obmectBenHoro nuranus. Oomuiie TpedoBaHUS K METO1aM
u hopMaM 0OCITy)KHBaHUS Ha MPEANPUATUSIX OOIIECTBEHHOTO MUTAHUS

I'OCT P 50763-2013 VYcayru oOuiectBeHHOro nuTanus. IIpomykius oOIIecTBEHHOTO
NUTaHus, peanuzyemas HaceneHuto. OOIue TeXHUYEeCKHe YCIOBUS

I'OCT P 50647-2013 Ycnyru oOuiecTBeHHOTO MUTaHUS. TepMHUHBI U OMpeIeICHUS

I'OCT P 30524-2013 Ycnyru obmecTBeHHOTo uTanus. TpeOoBaHHs K IEPCOHATY
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1. KOHTPOJIb
JUCHUIINHBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

PesyabTaThl 00yyeHHs

Kputepun onenkn

MeToabl OIEHKH

B pe3yJibTare
JVCLIATUTHHEI
JIOJKEH 3Hamb:
aKTyaJbHbIH MPO(ECCHOHATBHBIN 1
COLMAJIbHBIM KOHTEKCT, B KOTOPOM
OPUXOIUTCA PadOTaTh M KUTH;
OCHOBHbIE UCTOYHUKHU
uHpOpMALIUK M PECypCHl  JUIS
pewmieHus 3ajad U OpoOieM B
poeCCHOHATBHOM u/unm
COLIMAJIbHOM KOHTEKCTE;
QITOPUTMBI BBINIOJHEHUsT paboT B
npopeCcCHOHATIBHON M CMEXHBIX
oOnacTsix; Meroabl paboThl B
npoeCCHOHATIBHON M CMEXHBIX
chepax; CTpyKTypy TIUIaHa st
peleHus 3aay; MOPsIOK OLEHKH
pe3ysnbTaToB  pelieHus  3ajay
npodeccuoHaIbHOMN e TeIbHOCTH
HOMEHKJIaTypa WH(OPMAIIMOHHBIX

OCBOCHHUSI
o0 yJaronuiics

UCTOYHHUKOB  TNPUMEHSEMBIX B
PO ECCHOHAIBHON JCSTEIIbHOCTH;
IpUEMBI CTPYKTYPUPOBaHUS
uH(pOopMaLnu; ¢dbopmar

oopmieHHs pe3yibTaTOB IMOMCKA
uH(popManun
coJiepKaHue
HOPMAaTUBHO-IIPABOBOU
JIOKyMEHTAIUH; COBpEMEHHas
HayyHass M  IpodeccruoHalIbHas
TEPMHUHOJIOTHS; BO3MOJKHBIE
TPaeKTOPUH  MPO(HECCUOHATBLHOTO
Pa3BUTHS U CAMOOOPA30BaHUS

aKTyaJabHOMN

IICUXOJOTHYCCKHEC OCHOBBI
JEATENLHOCTH KOJIJIEKTHBA,
[ICUXOJIOTHYECKHE 0COOEHHOCTH
JMYHOCTH; OCHOBBI  TPOCKTHOMN
NEATEILHOCTH

OCOOEHHOCTH  COIMAJILHOIO |

KYyJIbTYPHOI'O KOHTEKCTa; IIpaBWiIa
opopMieHHS ~ JIOKyMEHTOB  H
MOCTPOEHUS YCTHBIX COOOIIECHUH.

IPaMOTHO H3JIaraTh CBOM MBICIU U
oopMIIATH JOKYMEHTBI o
npo(ecCHOHALHON TEeMaTUKe Ha

pacrio3HaBaHHe JITOPUTMOB
BBITIOJTHEHUS pabot B
npoeCCHOHAILHOH M CMEXKHBIX
o0acTsX; OIpeaesieHHe METO/0B
paboTel B TNPOPECCHOHAIBHOW |
CMEKHBIX chepax; BBIOOD
oTpeJiesieHUe ONTUMAITLHOU
CTPYKTYphl IUTAaHA JJIsl  PEIIeHUs
3aja4; MOHMMAaHUE TOPSIKA OICHKH
pe3yabTaToB pereHHs 3a1a4
npoeCCUOHATILHON  JICATEIbHOCTH;
BbIOOp  Hambosiee  ONTHUMAJIBHBIX
HCTOYHHKOB UHPOpPMALIUU u
pecypcoB UIsl pelieHus 3aaad |
po6JieM B MpohecCHOHATBEHOM H/WUITH

COLMATBHOM KOHTEKCTE;
OPUEHTUPOBAaHHE B  AKTyaJbHOU
HOPMAaTUBHO-IIPABOBOU

JOKYMEHTAI1H; COBPEMEHHOM
HAy4yHOH W  mpodeccHoHaIbHOM
TEPMUHOJIOTHH; MIOHUMAaHHe
TICUXOJIOTHIECKUX OCHOB
JeSITeNbHOCTH KOJIJIEKTHBA,
MICUXOJIOTMYECKUX 0COOEHHOCTEM
JUYHOCTH;  BIAJICHUE  3HAHUAMH
OCHOB pabOThl C JIOKYMEHTaMH,

MOATOTOBKH YCTHBIX M MHCHbMEHHBIX
COOOIIEHHI]; 3HaHHE OCHOB
KOMIIBIOTEPHON I'PaMOTHOCTH; 3HaHHE
MPaBUJI HAIMCAHUS W TPOU3HOIICHHS
CIIOB, B T.4. M MpoecCHOHATbHON
JIEKCUKH.

3HaHue bopm MEePBUYHBIX
OyXTalITepCKUX JIOKYMEHTOB,
COJIepKaHUsl TaKoW JOKYMEHTAllUH,
MOHUMaHue crneuudukn padoTsl ¢
MIePBUYHBIMU OyXraJTepCKUMHU
JIOKyMEHTaMU

OrneHka
pe3yabTaToOB
BBIIIOJTHEHUS
MPaKTUYECKUX
pador.

OrncHka
BBIIIOJTHEHUS
CaMOCTOSTEIIbHBIX
pabor.

Tecr.

YcTHBIH ompoc.
IInceMeHHBIH
ompoc.
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rOCYapCTBEHHOM SI3BIKE,
IMPOSABJIATH TOJICPAHTHOCTDH B
paboveM KOJUICKTHBE

COBPEMEHHBIC cpeacTBa u
yCTpoiicTBa uHpOpPMATH3AIIUH;
MOPAA0K ux IMPUMCHCHU )41
nporpaMMHOe  oOecrieueHue B
po(hecCHOHATTLHOM e TEIbHOCTH
npaBuiia MOCTPOCHUS TPOCTHIX M

CII0’KHBIX IIPEMIOKECHU N Ha
npodeccuoHanbHbIe TEMBI;
OCHOBHBIE OOMICYNIOTPEOUTEIbHbIE
TJ1aroJibl (6bprTOBAsS u
npodeccuoHaibHast JICKCUKA);
JICKCUYECKUI MUHUMYM,
OTHOCSILUNCS K OITMCAHHIO

NPEMETOB, CPEACTB M TPOIIECCOB
PO eCCUOHAIBHON JACSTEIIbHOCTH;

0COOEHHOCTHU IIPOU3HONICHHUS;
npaBuiIa YTEHHS TEKCTOB
npoQecCHOHAIBHON

HaIpaBJICHHOCTH o0rue

TpeOoBaHUS K OyXraiarepckomy
YY€TYy B YaCTH JOKYMEHTHUPOBAHUS
BCEX XO3SIMCTBEHHBIX JEUCTBUHN U

OIepaLNil;

MIOHATHE IIEPBUYHOMN
OyXraJnTepckoil TOKyMeHTalluu;
OmpeeIeHue MEePBUYHBIX
OyXTraJlTepCKUX JOKYMEHTOB;
dbopmbl MEPBUYHBIX
OyXraJnTepcKkux JIOKYMEHTOB,
COJIEpKAIINX 0o0s13aTebHBIE

PEKBU3UTHl MEPBUYHOIO YYETHOTO
JOKYMEHTA;

HOPSIOK  TPOBEJICHUST MTPOBEPKH
NEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, bopmanpHOU
NPOBEPKH JTOKYMEHTOB, MPOBEPKH
0 CYUIIECTBY, apu(MeTHIecKou
IPOBEPKH;

HPUHIUITBL u MPU3HAKH
TPYIITAPOBKH MIEPBUYHBIX
OyXraJaTepcKux JOKYMEHTOB;
MOPSZIOK TIPOBE/ICHUSI TaKCHPOBKH
U KOHTHPOBKH NEPBUYHBIX
OyXraiaTepckux JOKyMEHTOB;
HOPSIOK  COCTABIICHUSI PETUCTPOB
OyXTaJITEPCKOTO Y4eTa,

OpaBUiIa M CPOKM  XpaHEHHS
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MIePBUYHOM OyXxTanTepckon

JOKYMEHTALlUU

B pe3yibTare OCBOCHHMS | BIIJICHUE aKTyaJdbHbIMH MeTogamu | OueHka
JUCHUTITUHBI oOyuaronuiics | paboTel B  MPOPECCHOHATBHONW U | Pe3yJbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BBITOIHEHUS
pacrio3HaBaTh  33Jady ~ W/MIM | BBISIBJICHHE W TIOMCK WH(OpPMALNH, | IPAKTHUYECKUX
npobiaeMy B Npo(ecCHOHAIBHOM | COCTABICHHE ONTHUMAJIbHOIO IUIaHa | palorT.

W/WIM  COLMAIBHOM  KOHTEKCTE; | NEHCTBUM, aHAIN3 HEoOXoauMbIX Uit | OueHka
aHaM3UpOBaTh  33Jady  W/WIM | BBIIOJHEHUS  3aJlaHUs, PECYpPCOB; | BBIIOJIHEHUS
npobieMy M BBIIENATH €€ | OCYIIECTBICHUE HCCIIEAOBATENILCKOM | CAMOCTOATEIBHBIX
COCTaBHbIE  YAaCTH;  ONPEAENATH | JESATEIbHOCTH, IpUBOALICH K | pa0or.

ATaIbl PEIIeHUs 337a4H; BBISBISTH | ONTHMAIBHOMY pesynbTary; | Tect.

u 3¢ deKTUBHO UCKaTh | IEMOHCTpAIUsl THOKOCTH B OOIIEHUM | YCTHBIN OIpoc.
uH(pOopMaLK0, HEOOXOIUMYIO A | C KOJUIEraMH, pykoBoacTBOM, | [IncbMeHHBIM
pelLIeHMs 3aJa4d /UM IPO0JIeMBbl; | MOAYMHEHHBIMH M 3aKa3uyuKaMH; | OIpoc.
COCTaBHTH TUIaH JeUCTBUS; | IPUMEHEHNE CpeAcTB

OIIpeIeNIUTh HE0OXO0UMbIe | MHPOPMALIMOHHBIX TEXHOJOTUN IS

pecypcesr; pemeHust TpoQecCHOHANBHBIX 3a1aY;

BJIAJIETh AaKTyaJIbHBIMH MeToJaMHu | 3¢ (eKTuBHOE UCIOJIb30BaHUE

paboTel B MpodecCHOHANBHON U | COBPEMEHHOTO MIPOrPaMMHOTO

CMEXHBIX cdepax; pealn3oBaTh | 00eCleUeHUsl; KpaTKO U YETKO

COCTaBJICHHBI IIJIaH;, OLIEHUBATH | GOPMYIUPOBATH CBOHU MBICIIH,

pe3yiabTaT W MOCHEACTBUS CBOMX | M3/araTb  MX  JOCTYNHBIM  JJIs

NeiCcTBUI (CaMOCTOSATENBHO WJIM C | IOHUMaHus crocoOoM; 3ddexTuBHas

MOMOIIBIO HACTAaBHUKA) pabota c NEPBUYHBIMU

OonpeaAcIsATb 3aJavyu AJid IOHCKa

uH(pOpMaIInK; OTIpEeETSATh
HEOOXOINMBIE HCTOYHHUKHU
uH(pOpMaIInK; TUTAHUPOBATH
MPOIIECC TTONCKA; CTPYKTYPHUPOBATH
MOJTy4aeMyIo nH(pOpMAaIIHIO;

BBIAEIATL HanOoiee 3HAYNMOE B
nepeyHe MHGOpPMAIUH; OLIEHUBAThH
[IPAKTAYECKYIO 3HAYUMOCTh
pe3yNbTaTOB TMOUCKA; OPOPMIISTH
pe3ynbTaThI MOMUCKA

ONPENEIATh aKTyaJIbHOCTb
HOPMaTUBHO-IIPaBOBOM

JIOKYMEHTaIu! B
npodecCHOHATILHON IesATeIbHOCTH;
MPUMEHSITh COBPEMEHHYIO
Hay4YHYIO npo¢eCcCHOHATIBHYIO
TEPMHHOJIOTHIO;  ONpPEAEIATh U
BBICTPAauBaTh TPacKTOPUU

OyXTaJlITepCKUMH IOKYMEHTaMU
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MpOoECCHOHAIBHOTO Pa3BUTUS U

camoo0pa3zoBaHus
OpraHU30BbIBAThH paborty
KOJIJICKTHUBA u KOMaH/BbI,

B3aMMOJICHICTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KJIIMEHTAMHU B XOJE
npoeCCUOHATIBHOMN I TETLHOCTH
rPaMOTHO H3JIaraTh CBOW MBICIH U
oopMIIATH JOKYMEHTBI o
npo(ecCHOHATLHOW TEeMaTUKe Ha
rOCyJIapCTBEHHOM SI3BIKE,
NPOSIBIISATE  TOJEPAHTHOCTH B
paboueM KOJICKTUBE

MPUMCHSITh cpeacTBa
UH(POPMAIIMOHHBIX TEXHOJIOTHIA
JUTSL perieHuss MpodeCCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHO€E 0OecrieyeHNe
MOHUMATh OOIIMI CMBICI YETKO
NPOM3HECCHHBIX BBICKA3bIBAHUN HA
W3BECTHBIC TEMBI
(nmpodeccroHanbHbIC M OBITOBBIC),
MOHUMATh TEKCThl Ha 0a30BbIC

npoeCCUOHATIbHBIC TEMBI;
Y4aCTBOBAThb B Auajiorax Ha
3HAKOMBIE o0rue U
npoQeCCHOHAIIbHBIC TEMBI;

CTPOUTH MPOCTHIE BHICKA3BIBAHUS O
cebe 1 0 cBoel mpoheccCuoHaIbHOM

JESTEIILHOCTH; KpaTko
000CHOBBIBaTh M OOBACHUTH CBOU
JNEeNCTBUA (Texymue u

IUTAaHUPYEMBbIE); THCaTh MPOCThIE
CBSI3HBIE COOOILIEHHS Ha 3HAKOMBIE

1507051 HHTEPECYIOIHE
npohecCHOHANBHBIE TEMBI
MMPpUHHUMATH IMPOU3BOJIBHBIC
IEPBUYHbBIC OyxraiaTepckue
JOKYMCHTEI, paccMaTpuBacMbIC
Kak MUCBbMEHHOE JO0Ka3aTeIbCTBO
COBEPIICHUS XO3SIICTBEHHOM
onepauuu WIN MOJIy4YECHUE
pa3penieHus Ha ee IPOBE/ICHHUE;
IIPUHUMATh MEpBUYHBIE

OyxraJiTepckue  JOKYMEHTHl  Ha
OyMaxHOM HocHTene W (WiIH) B
BHUJIC DJICKTPOHHOTO JOKYMEHTA,

MO CAHHOT O AJIEKTPOHHOU
MOJITHCEHIO;
MIPOBEPSATH HaJIm4yue B

15




HPOU3BOJIEHBIX MePBUYHBIX
OyXTaJITepCKUX JIOKyMEHTaxX
00s13aTeIbHBIX PEKBU3HUTOB;

IPOBOJIUTH (DOPMAIBHYIO IPOBEPKY

JIOKYMEHTOB, IPOBEPKY o
CYILIECTBY, apu(pMeTUYECKYIO
IPOBEPKY;

[IPOBOJUTH CPYIIIUPOBKY
NEPBUYHBIX OyXTanTepcKux
JOKYMEHTOB I10 psAy IPU3HAKOB;
IPOBOJTUTH TaKCUPOBKY u
KOHTUPOBKY IIEPBUYHBIX
OyXTaJITepCKUX IOKYMEHTOB;
OpTraHHU30BbLIBATH
JIOKYMEHTOO0OPOT;

pa3bupaTbcs B HOMEHKIIAType JIET;
3aHOCUTh JTAaHHBIC o

CrpyNIHUPOBAHHBIM JIOKYMEHTAM B
PETUCTPBI OYXTaNTEPCKOTO YUETa;
nepesaBaTh IIEPBUYHBIE
OyxraJiTepckue  JIOKYMEHTHI B
TEKYIIN OyXTranTepCcKuii apXuB;
nepeaaBaTh IIEpPBUYHbIE
Oyxrajitepckue  JIOKyMEHTbl B
MOCTOSIHHBIA apXUB IO UCTEYEHUU
YCTaHOBJIEHHOT'O CPOKA XpPaHEHUS;
UCIPABIIATH OMINOKN B MEPBUYHBIX
OyXTraJTepCKUX TOKYMEHTaX;
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