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COJEP)KAHUE

OBIIASI XAPAKTEPUCTUKA IIPUMEPHOI1 PABOYEI TIPOIPAMMBbI
YYEBHOM JUCLUILIUHBI

CTPYKTYPA U COAEP)KAHUE YYEFHOM TUCIUATLINHBI
. YCJOBUSA PEAJIM3ALIMA YYEBHOM JUCHUILIUHBI

. KOHTPOJIb M OLIEHKA PE3YJbTATOB OCBOEHMSI YYEBHOIA
JUCHUTINHBI



1. OBIIASI XAPAKTEPUCTUKA MPUMEPHOHl PABOYEW ITPOrPAMMBI
YYEBHOM JUCLUAILIUHBI

1.1. MecTO TMCUMIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpamMMbl

VYyeOnass guciuruinHa «JloKyMeHTallMOHHOE OOeCreueHue YIpPaBICHUS» SBISIETCS
00s3aTeNIbHOM ~ 4YacTbi0  OOIIENnpoecCHOHATBHOrO  IUKIA  NPUMEPHOH  OCHOBHOM
obpasoBarenbHoi mporpammbl B cooTBercTBHM ¢ PI'OC CIIO no cneunansHoctu 38.02.01
DKOHOMHKA U OYXTaJITePCKUI y4eT (110 OTPacisam).

VYyebnas mucnumumnaa OIL06  JlokyMeHTanmMoOHHOE OOecredeHue  yIpaBIICHHS
obecrieunBaeT (hopMHpOBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETCHIIMH TI0 BCEM BHIAM
nestenbHocTH PI'OC CIIO no cnenumansHocTH 38.02.01. DxoHOMMKA U OyXTalnTepCKUH yuyeT
(mo otpacnsam). Ocoboe 3HaUeHHE AUCHUILTMHA UMeeT npu ¢opmupoBanuu U pazsutuu OK 01,

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

1.2. He.]'lb U IINIAHUPYEMBIC PE3YJbTATHI OCBOCHUSA JUCHHUIIINHBI
B paMKax IporpamMmbl y‘le6H0ﬁ JUCHUITIIMHBI 06y‘laIOIJ_[I/IMI/IC$I OCBAauWBANOTCA CICAYIOIINC

YMCHUA U 3HAHUA

Kon Ymenus 3HaHus
I1K, OK
OK 01 pacrno3HaBaTh 3a1aqy W/WIN | aKTyaJbHBIN npogeccuoHaTbHBIN "
npobieMy B Npo(EeCCHOHATBLHOM | COIMATBHBIA ~ KOHTEKCT, B  KOTOPOM
W/ COIMAILHOM  KOHTEKCTE; | IPUXOJUTCS padoTaTh M JKUTh, OCHOBHBIC
aHaJTM3UPOBATh 3ajauy W/WIK | AICTOYHUKM MH(QOPMALMK U Pecypehbl s

npo0jeMy M BbLIENATh €€ COCTaBHBIE
YacTH; OINPEAENATh OTalbl PELICHUS
3aJauM; BBIABIATE U 3(PGHEKTUBHO
ucKaTh WH(GOPMAIHIO, HEOOXOIUMYIO
JUIs  pelleHus  3adayd  W/Wim
po0IeMbl;
COCTaBUTh TJ1aH JICCTBUS,
OTpeeIuTh HEOOXOAUMBIE PECYPCHI;

BJIAJIETh

AKTyaJIbHBIMU METOJaMU

paboTel B  MpO(pecCHOHAIBHOW U

pemieHuss  3agad U OpobieM B
npoEeCCUOHATIBHOM H/MIM  COLMAJIbHOM
KOHTEKCTE;
QITOPUTMBI  BBIMOJHEHUS  paboT B
poeCCHOHATLHON U CMEXHBIX 00J1acTsX;
MeTOAbl paboThl B MPO(ECCHOHATBLHOW U
CMEXHBIX c(epax; CTPYKTypy IUIaHa IJis
pelieHus  3ajaad;

MOPSIIOK  OUEHKH

PE3yJIbTaTOB peHICHUA 3aaad

poecCHOHANEHOM IS TENIbHOCTH




CMEXKHBIX chepax; peanu3oBaTh
COCTaBJICHHBIM  IIJIaH;,  OIICHUBAaTh
pe3yJabTaT U  TOCJIEACTBUS  CBOUX

JNEHCTBUIA  (CaMOCTOSITEIBHO WJIM €

MOMOIIIbIO HACTABHUKA)

OK 02 OmpeneNaTh 3aJadd JUid  [IOWCKa | HOMEHKIIATypa UH(POPMALIMOHHBIX
uHpOpMaLnN; OIIpEeNeNIATh | ICTOYHUKOB IPUMEHSIEMBIX B
HEo0X0uMble UCTOYHUKHU | IPOPECCHOHATIBHON NESITeNbHOCTH;
uHpOpPMaLMK; TJIAHUPOBATH TPOLECC | MPHEMbI CTPYKTYPUPOBAHUS WH(POPMAIIHNH;
TIOWCKA; CTPYKTYpUpOBaTh | popmar ohopMIICHHUS pe3yabTaTOB IMOMCKA
HOJIy4aeMyto uHpopMaluio; | uHpopMaluu
BBIICJIATE Hauboyiee 3HAUYUMOE B
nepeyHe MHPOpPMALNHU; OLECHUBATH
PaKTUYECKYIO 3HAYMMOCTb
pe3yibTaToOB  IOMCKa;  OQOPMIIATH
pe3ysbTaThl IOUCKA

OK 03 OTIpeNeNsTh aKTyaJbHOCTD | COJIEP)KAaHHE AaKTYaJIbHOM HOPMAaTHUBHO-
HOPMAaTHBHO-TIPABOBOM NPaBOBOW JJOKYMEHTAI[MH; COBpPEMEHHas
JOKYMEHTAIluM B NpOQecCHOHANbHON | HayuHas U npodeccuoHaibHas
NesITeNbHOCTH; INPUMEHSTH | TEPMUHOJIOTHS; BO3MOXHBIE TPAeKTOPUU
COBPEMEHHYIO HAYYHYIO | TPO(ECCHOHATEHOTO pa3BUTHS "
MpOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CaMOOOpa3oBaHUs
OTpeNeNsTh u BBICTPANBATh
TPAEeKTOPUHU npodeccuoHaIbHOIO
pa3BUTHS U caMO0Opa30BaHUs

OK 04 OpPraHW30BBIBaTh PabOTy KOJJICKTHBA | IICHXOJOTMYECKHE OCHOBBI JESITEIHHOCTH
U KOMaHJbl; B3aUMOJICHCTBOBaTh C | KOJUIEKTHBA, MICUXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | 0COOEHHOCTH JIMYHOCTH; OCHOBBI
KIIMCHTaMHU B XOJIe | MPOEKTHOW AEATEINbHOCTH
poeCCHOHAIBHON e TENHHOCTH

OK 05 IPaMOTHO U3JaraTb CBOM MBICIM U | OCOOEHHOCTH COIMAIBHOTO U KYJIbTYPHOTO

O(I)OpMJ'IHTB AOKYMCHTEIL o

npoeCCHOHAIbHOW ~ TeMaTHKe Ha

KOHTCKCTA, IpaBHJia O(I)OpMJIeHI/IH

JOKYMCHTOB u IMOCTPOCHUMA YCTHBIX




TOCYHAapCTBCHHOM A3LIKC, IIPOABJIATH
TOJICPAaHTHOCTb B pabouem

KOJIJICKTHUBC

COOOILLIEHUI

OK 09

IIPUMEHSTD CpeacTBa
UH(POPMALIMOHHBIX TEXHOJOTHHA IS
peueHns NpoQecCHOHANBHBIX 3a/1aY;
HCII0JIb30BaTh COBPEMEHHOE

MMporpaMMHOC obecneyeHue

COBPEMCHHBIC CpEJICTBA W YCTPOWCTBA
nH(pOpMATU3AIINY; MOPSITOK 170'¢
IPUMCHCHUS u MPOrPaMMHOE
obecrieueHne B npo¢eCCuOHATBHON

JACATCIIBHOCTH

OK 10

IIOHUMAThb O6IJ.[PII>1 CMBICJI YETKO
IMPON3HCCCHHBIX BBICKa3bIBaHUM Ha
U3BECTHBIC TeMBbI (ITPOECCHOHATIBHBIC
U OBITOBbIC), TMOHHMMAaTh TEKCThI Ha
0a3oBble TIPO(HECCUOHATBLHBIC TEMBI,
Y4aCTBOBATh B JHAJIOTaX HA 3HAKOMBIC
obmue ¥ TpodeccHoHaNbHbIE TEMBI,
CTPOUTHh TMPOCTHIC BBICKA3BIBAHUSA O
cebe u 0 cBoed mNpodeccHoHaTbHOI
JESITEILHOCTH, KPAaTKO 00OCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHS
(Tekymue W TUIAHUPYEMBIE); MUCaTh
NPOCTBIC CBS3HBIE COOOIICHHS Ha

3HAKOMblE  WJIM  HHTEpECYIoIue

npoecCHOHANBLHBIE TEMBI

IpaBUjIa MOCTPOCHUS MPOCTHIX U CIIOKHBIX
NpeUIOKEHN Ha  mpodecCHOHATbHBIE
TEMbI; OCHOBHBIC OOIEYNOTPEOUTEIBLHBIC
riaroyibl (ObITOBass W MpodeccuoHaIbHas
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSIIMICS K ONHCAHUIO IPEIMETOB,
CPE/ICTB M TPOIIECCOB MPOPECCHOHATBHOM
JeSITeTIbHOCTH, 0COOEHHOCTH
MPOU3HOLICHUS; MPaBUJIa YTEHUSI TEKCTOB

MpoQeCCHOHAIBHON HAIIPaBICHHOCTH

IIK 1.1

MNPpUHHUMATDH ITPOU3BOJIBHBIC

MEPBUYHbBIC Oyxranrepckue
JIOKYMEHTBI, pPAacCMaTpUBAEMbIE€ Kak
MMHUCbMEHHOE JI0Ka3aTeIbCTBO
COBEPILIECHUSA XO03SIMCTBEHHOMN

orepanun 170171 MOJTy4eHHE
paspelieHus Ha ee IPOBEICHNUE;

NPUHUMATh TICPBUYHBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaxHOM HocuTene W (WIM) B BUIE

oOmue TpeOoBaHUS K OyXraiarepcKkomy
y4eTy B 4YacTU JIOKYMEHTHPOBAHMS BCEX
XO3SIUCTBEHHBIX JIEMCTBUI U OTIEpALN;
MOHATHE  TEPBUYHON  OyXranTepckoi
JIOKyMEHTalUH;

onpejieNieHue MEePBUYHBIX OyXralTepcKuX
JTOKYMEHTOB;

bopmbl OyXranTepcKux

JOKYMCHTOB, COACPIKAIIUX 00s13aTeNbHbIC

TICPBUYHBIX

PEKBU3UTHBI MEPBUYIHOTO YUYETHOT'O




JJIEKTPOHHOTO JIOKYMEHTA,
IIOAIIMCAHHOTO 3JIEKTPOHHOU
MOJIHUCBHIO;

MMPOBCPATH HAJIMYHUC B IIPOU3BOJIbHBIX

IIEPBUYHBIX OyXranTepcKux
JIOKyMEHTax 00s13aTeNbHBIX
PEKBU3HUTOB;

OPOBOIUTH (HOpPMaNbHYIO TMPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(pMETUUYECKYIO IPOBEPKY;
IIPOBOAWTH TI'PYNIMPOBKY IMEPBUYHBIX
OyXraJTepcKkux JOKYMEHTOB IO sy
IIPU3HAKOB;

IPOBOAMUTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB;

OpPraHU30BBIBATH IOKYMEHTOO0OPOT;
pa3z0buparbcs B HOMEHKIAType Ael;
3aHOCUTh JTaHHbIE 1o
CTPYNIHUPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTalTepPCKOTO yueTa;
nepeaaBaTh MEpBUYHbIE
OyxrajTepckue JIOKYMEHTBI B
TEKYLUI OyXranTepcKuii apxus;
nepesaBaTh IIEPBUYHBIE
OyxrayiTepckue JIOKYMEHTBI B
MOCTOSIHHBI apXUB 1O HCTEUYEHUU
YCTaHOBJIEHHOTI'O CPOKA XPaHEHUS;
UCTIPABIATh OHIMOKM B MEPBUYHBIX

OyXTaJITePCKUX JOKYMEHTAaX;

JIOKYMEHTA;

HOPSAIOK IIPOBECHUS IIPOBEPKU
MEPBUYHBIX OYyXTaaTepCKUX IOKYMEHTOB,
dbopManbHOW  MPOBEPKH  JOKYMEHTOB,
MPOBEPKH IO CYLIECTBY, apUPMETUIECKOI
IIPOBEPKU;
OPUHLMIIBI ¥ TPU3HAKU TPYNIHPOBKU
MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB;

NOPSAJOK  IPOBEJIEHUS TAaKCUPOBKU H
KOHTHUPOBKM IEPBUYHBIX OyXrajlTepcKuX
JIOKYMEHTOB;
MOPAIOK COCTaBJICHUS pErucTpoB
OyXraiaTepckoro y4era;

IpaBWjla U CPOKU XpaHEHUs NEPBUYHOU

OyXTalnTepCKON JOKYMEHTAIIHH;




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O6beM yueOHOH TUCHMILIMHBI M BUAbI Y4e0HOIi padoThI

Bua yueOHoii padoThl

O0BeM yacoB

O0Bem 00pa3oBaTeJIbHOM MPOrpaMMbI Y4eOHOM TUCIATIIIUHbI 48

B TOM YHCJIE:

IPAKTUYECKHUE 3aHSITUS 10
JuddepeHumpoBaHHbIN

HpOMe)KyTO‘lHaﬂ aTrecranmus

3a4€CT




2.2. TemaTH4ecKHii IJIAH U cofiep:kaHue y4eOHOI TuCIMIIMHBI «/loKyMeHTallHOHHOe o0ecnieyeHHe YIPaBJIeHHU D)

HaumenoBanue Coaep:xaHue yueOHOro Matepuaia u GopMbl OPraHU3aANNH IeSITeILHOCTH 00yYAOIIUXCS O0bem Koapbl
pa3/ieJioB M TeM B Yacax KOMIEeTeHI[HIA,
¢dopmupoBanuio
KOTOPBIX
crnocodcTByer
3J1eMEeHT
NMpOrpamMMblI
1 2 3
Tema 1. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
BBenenue. OK 03, OK 09,
1.3navueHne W copep)KaHue AUCHUILUIUHBI «/lOKyMeHTarmoHHOE obOecredeHne YIpPaBICHUSY.
JoxyMeHT 1 OK 10, IIK 1.1
[ToHsTHE TEPMHHOB «TOKYMEHT», «IOKYMEHTHPOBAHHE», «IOKYMEHTAI[MOHHOE OOecreueHue 4
cucrema
yIpaBiIeHUs Y. Y HUPUKAIUS U CTAaHJAPTU3AINH YIIPABICHUYECKUX JOKYMEHTOB.
AOKYMEHTAIUH
Tema 2. Coaep:xanue yueOHOro MaTepuasa OK 01, OK 02,
Opranu3anmoHHoO- OK 04, OK 05,
1. OpranuzanuoHHBIE JOKYMEHTHl — YCTaB, YYpEAUTENbHBIE JOTOBOpP, TOJOKEHUE.
pacnopsiiuTelbHbIE OK 09, OK 10,
PacniopsinuTensHple  JOKYMEHTBI — TIpUKa3, pPacHoOpsDKEHHE, YKazaHWe, ITOCTaHOBIICHHE,
AOKYMEHTBI 12 K 1.1
peleHue, MHCTPYKIUS, MPOTOKOJL.
2. CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTHI: CITy)KeOHasi 3alicKa, OOBSICHUTEIbHAS

3aIllMCKa, aKT, CIIpaBKa, CJIY)KC6HLIC nucCbMa




B ToM 4nciie, NpaKTHYeCKUX 3aHATHII U JJa00PAaTOPHBIX padoT

[Ipaktuyeckoe 3anstue. CocraBieHne u OQOpPMIICHHE Pa3IUYHBIX BHUJOB OPraHU3ALMOHHO-

pacropsaUTeIbHBIX U HH()OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. :
Tema 3. Coaeprxanue yueOHOro MaTepuasa OK 02, OK 04,
Kanposas OK 05, OK 09,
1.JlokyMeHTUpOBaHHE TPYJIOBBIX MpaBoOTHOIIEHUIH. CocTaB W OCOOCHHOCTH O(GOPMIICHUS
AOKYMEHTalus OK 10
JOKYMEHTOB I10 JINYHOMY COCTaBY. 12
2.KommuiekroBanue auuHoro jena. Aproouorpagus. Pesrome. 3asBieHue o nprueme Ha padoTy.
[Ipukaspl O TMYHOMY COCTaBY.
B Tom yunciie, NnpakTHYeCKUX 3aHATHII U J1a00PAaTOPHBIX padoT 6
IIpakTnueckoe 3anarue. Mzyuenue cr. 140 YK PO, npenycmaTpuBaroiyto Mepbl yroJ0BHOM 2
OTBETCTBEHHOCTH 32 HApYyIIEHUE IpaBa HAaceJIeHUs] Ha NHPOPMALIHUIO.
IIpakTnyeckoe 3ansitme. CoCTaBlIEHHE PEKBU3UTOB Ha JIOKYMEHTAx: aBTOp, aJpecar; 2
3aroJIOBOK K TEKCTY U TEKCT IOKYMEHTa; MMOANNCH, YTBEPHKJIEHUE U COTTIACOBaHUE TOKYMEHTOB.
IIpakTnueckoe 3ansitne. KoHcTpynpoBaHue 0J1aHKOB OpraHu3alMid U yUpexKIeHHUH. 2
Tema 4. Coaepixanue y4eOHOro MaTepuasa OK 01-05,
JdorosopHo- 1.ITonsiTus noroBopa. Buabel 10roBopos. OK 09, OK 10
npasoBasi 2.IlpaBuna odopmiieHUs: MPEeTEH3NOHHBIX THceM. DopMyIsip HCKOBOTO 3asBlIEHUs, TPEOOBAHUS 8
AOKYMEHTAIUA K ero 0popMIIEHHIO
B ToMm 4nciie, NpaKTHYECKUX 3aHATHI U J1a00PAaTOPHBIX padoT 2

10




IpakTHyeckoe 3aHATHE. «COCTABICHHUE JIOJKHOCTHBIX HHCTPYKIIUW.

Tema 5. Conep:xanue yueOHOro MaTepuaJa OK 01, OK 0.2,
ITonsTue OK 04, OK 0.5,
1.CocTtaB u yuer o6bema JoKyMeHTooOopoTa npeanpustuid. Opranu3zaiys paboThl ¢ BXOISIIEH,
JOKYMEHT0000poTa, OK 09, OK 10,
HCXOJSIIEH U BHYTPEHHEN TOKYMEHTALUEH 6
perucrpanus K 1.1
2. ba3bl NaHHBIX U1 XpaHeHus: TOKyMeHTOB. Paborta c 3ampocamu. PaGoTa ¢ 31eKTpOHHBIMU
AOKYMEHTOB
JOKYMEHTaMHU.
Tema 6. Conep:xanue yueOHOro MaTepuaJia OK 01-0.5,
Opranuzanus OK 09, OK 10,
1.Homenkmarypa aen. MHIuBHIyadbHBIC, CBOJIHBIC, MPUMEPHBIC M TUIIOBBIE HOMEHKIIATYPHI
ONepaTUBHOIO U 6 K 1.1
Jell.
apXHBHOTI'O
2.IlogroToBka W MOPSAOK Mepenadyu el B apXHB. 3aKOHOAATEIbHBIE aKThl U HOPMATHUBHO-
XpaHeHus!
METOJIMYECKUE IOKYMEHTHI TI0 apPXUBHOMY XPaHEHUIO JOKYMEHTOB.
AOKYMEHTOB
Bcero: 48
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3. YCJOBUS PEAJIU3AIIMHU ITPOTPAMMBI YYEBHOM AU CIHUILIAHBI

3.1. na peanu3anuu nporpaMmbl Y4eOHON TUCIUIUIMHBI JOJHKHO OBITH MPEAYCMOTPEHO
Clefylollee CIeUUalbHOE TOMelIeHne. KaOuHeT «JlOKyMeHTalMoHHOro —oOecTedYeHus
yIOpaBICHUS», OCHAIIEHHBII 00OpyHOBaHMEM: IIOCAJ0YHBIE MeECTa IO  KOJHUYECTBY
oOydaromuxcsi, padouee MeCTO MpenojaBaTels, J10CKa, CTEHJAbI, JUAAKTHUYECKUNA MaTepuall,
TEXHUYECKUMU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPbI, MYJIbTUMEAMIHOE O00O0pYIOBaHHE,

IIPUHTED.

[Tomemienust iss caMOCTOSITENILHOW paboOThl 00yYArOMIMXCsl JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHOH ~ TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHHS K  HHPOPMALMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTn "MHTepHer" u obecredeHneM J0CTyHna B 3JIEKTPOHHYIO

nH(}OPMaILMOHHO-00pa30BaTENbHYIO Cpeay 00pa30oBaTebHOM Opranu3aiuuu (Mpy HATUYUH).

HepequL 060py,HOBaHI/I$I HC ABJIICTCA OKOHYATCIIBHBIM M MOXCT H3MCHATHCA B
COOTBETCTBUH € OCOOEHHOCTSIMU O6paSOBaTeJ'IBHOI71 OpraHu3aluu. HaHpHMep, BO3MOXXHO

JIOTIOJTHUTEIbHOE OCHALIEHUE IPUHTEPOM UJIU UHBIM TEXHUYECKUM CPEACTBOM.
3.2. AudopmannoHHOe obecnieyeHHe pean3aluu MporpaMmmMbl

Jnis peanu3anuu mporpamMmbl OMOIMOTEYHBIH (QOHA 00pa3oBaTENbHOM OpraHU3aLUU
JIOJIKEH UMETh IIeYaTHbIE W/WIK 3JIeKTPOHHBIE 00pa3oBaTelbHble U UH(POPMALIMOHHBIE PECYPCHI,

PEKOMCHAYCMBIX AJId UCITOJIB30BAHUS B 06p330BaTCJ'IBHOM mponecce

3.2.1. IleyaTuble U3TAHUA
OcHoBHas1 IUTepaTypa
1. JloxymeHTanMoHHOE oOOecreueHue YHpaBiIeHHUs : YUeOHHMK s CTYIACHTOB BY30B,
00yJaromuxcsi 0 HAIMpaBICHUSIM «JKOHOMHUKa» U «MEHEIKMEHTY», CHEeIHaIbHOCTIM
«Uupopmaruka»,  «JlokymMeHTOBeneHHE ¥  JOKYMEHTAIlMOHHOE  oOecreyeHue
ynpaBieHus», «ABToMaruzauus u ynpasienue» / A. C. I'punbepr, H. H. T'op6aués, H.
H. T'op6aués, O. A. Myxamermmaa. — M. : KOHUTU-TAHA, 2017. — 391 ¢c. — ISBN

978-5-238-01770-9. — TekcT : 3MEeKTPOHHBINA // DIEKTpOHHO-OMOIMOTEUHAs CHUCTEMa
IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/71213.html

2. ApacmanoBa, B. A. JlokyMeHTalmoHHOEe oOOecleYeHue YMIpaBjieHUs : y4eOHO-
IpakTU4Yeckoe mocodue B cxemax, Tabiunax, oopasuax / B. A. ApacnanoBa. — 2-e u3fl.

— Cypryt : CypryTckuii TOCyIapCcTBEeHHBIN TIeTaroruaeckuii yausepcurert, 2017, — 225
c. — ISBN 978-5-93190-354-5. — TeKcT : 2IeKTpOHHBIN // DNEKTPOHHO-OHOIHOTEYHAS
cucrema IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/87009.html
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3. CumonsH, P. 5. JlokymMeHTaImoHHOE 00eCIIeYeHNne CUCTEMBI YITPABICHHS OpraHu3aluei
: yae6Hoe mocodue / P. SI. CumonsiH. — Caparos : At [Tu Op Menua, 2018. — 180 ¢. —
ISBN 978-5-4486-0167-5. — Tekct : 3IeKTPOHHBIA // DIEKTPOHHO-OMOIMOTEUHAs!
cucrema IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/72458.html

JlonoJIHUTe/IbHASA JIUTEpPaTypa
1. Kyzsnenosa, 1. B. JlokymeHTaninoHHOE 00eCreYeHrne yIpaBIeHUS TIEPCOHATIOM : y4eOHOe

nocobue nns OakamaBpoB / U. B. Kysnemnosa, I'. A. Xawarpsn. — 2-¢ uzg. — M. :
HamkoB u K, At [Tu Op Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — Texkcr
: OJICKTPOHHBIN // DnekTpoHHO-OnbIoreynast cucrema [IPR BOOKS : [caiit]. — URL:

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

2. KyznenoBa, M. B. JlokyMeHTHpOBaHWE YNPABJICHUYECKOW MEATEILHOCTH : Y4eOHOE

nocobue ansa OakanaBpoB / . B. Kysnenosa, I'. A. Xavarpssu. — MockBa, Capartos :
HamxkoB u K, Aii [Tu Op Menua, 2017. — 240 c. — ISBN 978-5-394-02780-2. — Tekct
: OJICKTPOHHBIN // DnekTpoHHO-OnbOMMorednast cucrema IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru

Hopmamuenasa 0okymenmavusn
I'paxmanckuit konekc PO

I'OCT 32611-2014 Typucrckue ycinyru. TpeGoBanus no obecneueHHro 0€30MacHOCTH
TYpUCTOB

I'OCT P 51185-2014 Typucrtckue ycnyru. Cpencrsa pazmenienus. OOume TpeboBaHus

I'OCT P 50681-2010 Typuctckue yciyru. [IpoekTupoBaHue TypUCTCKUX YCIYT

I'OCT P 50690-2017 Typuctckue ycayru. O6mme TpedoBaHus

I'OCT 30389-2013 VYcnyru obmiectBeHHoro nurtanus. llpennpustus oOIecTBEHHOrO
nutanus. Kiaccudukanus u obuume TpeboBaHus

I'OCT P 50764-2009 Ycnyru obmectBeHHOro nutanus. Ooue TpedboBaHus

I'OCT P 32692-2014 Ycnyru obmiectBeHHoro nutanusa. OOmme TpeboBaHus K METOAaM
U popmaM 0OCITy>)KUBAHHS HA TPEANPUATHUAX 0OLIECTBEHHOT'O TUTAHUS

I'OCT P 50763-2013 VYcuyru obmectBeHHOro muTaHUs. [IpomyKiusi oOIIECTBEHHOTO
MUTaHUA, peann3yemas HacesreHnto. O0IMe TEXHUYECKUE YCIOBHS

I'OCT P 50647-2013 Yciryru o0mecTBeHHOTO MUTaHus. TePMHHBI U OTIPEIeICHUS

I'OCT P 30524-2013 Yciyru obmecTBeHHOTo uTaHus. TpeOoBaHHS K IEPCOHATY
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1. KOHTPOJIb
JUCHUIINHBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeToabI OLIEeHKH

B pe3ynbTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb !

aKTyaJIbHBIN TPO(PECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
IpUXOAUTCS paboTaTb M KUTb;
OCHOBHBIE UCTOYHUKHU

UHPOpPMALIUK H  PECypChl  JUIS
pemieHus 3aaad M 1poOieM B
po¢eCCHOHATBHOM W/
COIIMAJIbHOM KOHTEKCTE;

QITOPUTMBI BBIIIOJIHCHUS PabOT B
npoecCHOHANBHOM M CMEKHBIX
00J1acTsX;

MCTOABI pa6OTBI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOpPAOOK OILICHKU

CTPYKTYpy IUIaHa IS

pe3yslbTaTOB  pELIEHUs  3ajad
poeCCHOHAIBHON e TENHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  IIPUMEHSEMBIX B
npodeCcCHOHATIBHON IesTeIbHOCTH;
IpUEMBbI CTPYKTYpPUPOBAHUS
uH(pOopMaLnu; dbopmar
oopmieHus pe3ysibTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue aAKTyaJIbHOM
HOPMAaTHUBHO-IIPABOBOU

JOKYMCHTAIUU, COBpCMCHHAsA

paciio3HaBaHUEC AJIrOpuTMOB

BBITIOJTHEHUS pabot B

npoeccCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIpeCaACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIBHOMN

IUIaHa JJi1  pCHICHUA

CTPYKTYPBI

3a/la4; IMOHHMAaHHUC IIOpAAKa OLCHKH

PE3YyJIbTAaTOB PCUICHUA 3aJa4

npoecCHOHAIEHON ~ JEeSITENbHOCTH;

BbIOOp  Hambosiee  ONTHUMAJIBHBIX

HMCTOYHUKOB uHbOopMaIuu u
pecypcoB sl peuieHus 3agad  u

rpo6ieM B npodecCHOHATBEHOM H/UITH

COITMAJTbHOM KOHTEKCTE;
OpHUEHTHUPOBAHHUE B  aKTyalbHOU
HOPMAaTHUBHO-TIPABOBOM

JOKYMEHTAITNH; COBPEMEHHOM
HayyHOM ¥ mpodeccHoHaIbHOU
TEPMHUHOJIOTHH; MMOHUMAaHHE
TICUXOJIOTHYECKUX OCHOB
JEATEIbHOCTH KOJIJICKTHBA,
TICHXOJIOTHIECKHIX 0CcOOeHHOCTEHM
JUYHOCTH,  BJQJCHHEC  3HAHUSIMH
OCHOB pabOTBl C JIOKYMEHTaMHU,

IMOATOTOBKN YCTHBIX W IHMCBMCHHBIX

COOOIIIEHHNI]; 3HaHWUE OCHOB

KOMIIBIOTEPHON IPAMOTHOCTH; 3HAHUE

OrneHka
pe3yabTaToOB
BBIIIOJTHCHUS
MIPaKTUYECKHUX
pador.

OrnecHka
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHbIi onpoc.
IInceMeHHBIN

ompoc.
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Hay4yHas M mpodeccruoHambHas

TEPMUHOJIOTHUS; BO3MOYHBIE
TPAeKTOPUH  MPO(HEeCCHOHATHLHOTO

Pa3BUTHA U CaMOO6p330BaHI/IH

IICUXOJIOTHUYCCKHEC OCHOBBI
NCATCIIBHOCTHU KOJJICKTHBA,
[ICUXOJOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  ITPOCKTHOM
IEeSITEIbHOCTH

0COOEHHOCTH  COLMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; IMpaBHJIa
odopmIIeHUS JIOKYMEHTOB u
MOCTPOCHUS YCTHBIX COOOIICHUH.

rPaMOTHO M3J1araTb CBOM MBICIH U
0hopMIIATH JIOKYMEHTBI mno
npodecCHOHANBHOM TEeMaTUKe Ha
roCyJapCTBEHHOM A3bIKE,
MPOSIBISATH  TOJICPAHTHOCTH B

paboueM KOJIIIEKTHBE

COBpPEMEHHBIE CpencTBa u
yCcTpoiicTBa uH(pOpMaTH3AIINH;
MMOPAA0K nux MMPUMCHCHU A u
nporpaMmMHOe  OO€clieueHue B

pohecCHOHANBEHOM NesTENbHOCTH
MpaBUJia MOCTPOCHUSI MPOCTHIX H
CJIOKHBIX

MPEeJI0KEHU N Ha

npoQeCCHOHAIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTpEOUTEIbHbIE

J1aroJisl (OpITOBas U
npodeccuoHaIbHAs JIEKCHKA);
JIEKCUYECKUI MHHUMYM,
OTHOCSIINNCA K OIHMCaHUIO

NPEJIMETOB, CPEICTB M IPOLIECCOB

IpaBHUJI HATMCAHUA U MPOHU3HOIICHHUA

CIOB, B T.4. M TNpo(ecCHOHANbHOU

JICKCHKH.
3HaHUe bopm MEPBUYHBIX
OyXraiaTepcKux JIOKYMEHTOB,

colepkKaHus TaKOW JIOKYMEHTAallWH,
MMOHUMaHHuE CcHenuduKa padoThl ¢
MEPBUYHBIMH OyXraJITepCKUMHU

JNOKyMEHTaMU
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npohecCHOHATLHON e TeNbHOCTH;

0COOEHHOCTH IIPOU3HOLICHHUS;
npaBuiIa YTEHHS TEKCTOB
npodeccruoHanbHON

HaNpaBICHHOCTH o0mue

TpeOoBaHUSI K OyXraiaTepcKkomy
Y4ETy B YaCTH JOKYMEHTHUPOBAHUS
BCEX XO3SMCTBEHHEBIX JEUCTBUN U
Onepauuii;

MIOHSITHE MEPBUYHOMN
OyXxraiatepckoi T0KyMEHTAlUH;
omnpeaeieHue MIEPBUYHBIX

6}/Xl"a.]'ITepCKI/IX JAOKYMCHTOB,;

dbopmbl MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
CoJIeprKaIInX o0s3aTenbHbIC

PEKBHU3UTHI NIEPBUYHOIO YYETHOIO
JOKYMEHTa;

NOPSAJOK TPOBEACHUS IPOBEPKU
NIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, bopmanbHOU
IIPOBEPKU JTIOKYMEHTOB, IMPOBEPKU

[0 CYIIECTBY, apupMeTHyecKou

IIPOBEPKHU;
IIPUHIIMIIBI U IpU3HAKU
TPYIIUPOBKH MEPBUYHBIX

OyXTaJITEePCKUX JTOKYMEHTOB,;
MOPSIOK TPOBEJACHUS TaKCHPOBKH
u KOHTHPOBKH MEPBUYHBIX
OyXTaJITEePCKUX JTOKYMEHTOB,;
MOPSIIOK COCTAaBJICHHUST PETHUCTPOB
OyXTaJTepcKoro y4era,

ImpaBujia n CpoKH XpaHCHUA
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NEPBUYHOMN OyXranTepcKoi

JOKYMEHTALlUU

B pe3yabrare OCBOEHUS | BIQJICHUE aKTyaJlbHbIMM MeToaaMu | OueHka
JUCHUTITUHBI oOyuaronuiics | paboTel B  MPOPECCHOHATBHONW U | Pe3yJbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BHIITOIHEHHUS
pacrio3HaBaTh  337ady ~ W/MIM | BBIABICHHE M TOUCK WHGOpMAlMH, | IPAKTUYECKUX
npobiemy B Npo(ecCHOHAIBHOM | COCTABJICHHWE ONTHMAJIBHOTO TIUIaHa | pador.

W/WIM  COLMAIBHOM  KOHTEKCTE; | NEHCTBUM, aHAIN3 HeoOXoauMbIX Uit | OueHka
aHaM3UpoOBaTh  3aJady  W/WIM | BBIIOJHEHUS  3aJjaHUs, PECypPCOB; | BBIIOJIHEHUS
npobieMy M BBIIENATH €€ | OCYIIECTBIEHUE HCCIIEA0BATENBCKOM | CaMOCTOATENbHBIX
COCTaBHBIE  YACTH; ONPEACIATH | JeSTEIHHOCTH, MPUBOISIICH K | pa0or.
ATaIbl PEIIeHUs 337a4H; BBISBISTH | ONTHMAIBHOMY pesynbTary; | Tect.

u 3 exTuBHO HCKATh
uH(pOpMaIn0, HEOOXOIUMYIO s

pelieHus 3a1auu /Ui IpoOJIeMBbl;

COCTaBUTh JaH JICHCTBHS,
ONIPENEITUTD HEOOXO0IMMbIC
pecypcsl;

BJIAACTb AKTyaJIbHBIMHU METOJaMU

paboTel B TPOQPECCHOHAIBHOU U
CMEXHBIX cdepax;

COCTaBJICHHBIN IJ1aH,

peanu3oBarhb

OLICHUBATh
pe3ynbTaT MW TOCIEIACTBUS CBOUX
JeicTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIBIO HACTAaBHUKA)

OonpeaAciiATb 3aJavyu JId TOUCKa

uH(pOpMaIINK; OTIpEeETSATh
HEO0OXOaUMBIE WCTOYHUKHU
nH(pOpPMAIINH; TJIAHHPOBATh

IIPOLIECC NTOUCKA; CTPYKTYpUPOBATh

ACMOHCTpaluAa ruOKOCTH B 06H_[6HI/II/I

C KOJIJICraMu, PYKOBOACTBOM,
IIOJYNHCHHBIMHU u 3aKa3ynuKaMHu,
IIPUMCHCHUC CpCaAcCTB

I/IH(I)OpMaI_[I/IOHHBIX TEXHOJIOTUM IJIs

peuicHuAd HpO(i)CCCI/IOHaJ'IBHBIX 3ajJa4,

s dexTuBHOE KCTOJIb30BAHUE
COBPEMEHHOT0 MIPOTrPaMMHOTO
o0OecrieyeHus; KpaTko U 4YeTKO
(dhopMynupoBaTh CBOU MBICJIH,
nuajararb nux JOCTYITHBIM JJISL

MMOHUMaHUs crocoboM; 3P deKTrBHAs
pabora C NEPBUYHBIMU

6yxraJITCpCKI/IMI/I JAOKYMCHTaMU

YcTHBIN ompoc.
[InceMenHbIn

OTIpoc.
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M0JIy4aeM Y0 uH(pOpMaIHNIO;
BBIICTIATh HauOoliee 3HAYUMOE B
nepevyHe WHQPOpPMaIUU; OLICHUBATh
NPaKTUIECKYIO 3HAYHUMOCTb
pe3yJIbTAaTOB TMOUCKA; OPOPMIISTH
pe3yJIbTaThl MOMCKA

OTpeNneNsTh aKTyaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JIOKYMEHTAIU! B
PO EeCCHOHAIBHON JACSTEIIbHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO PO eCCHOHATLHYIO
TEPMUHOJIOTHIO;  ONPEACISITh U
BBICTPaUBaTh TPaCKTOPUU

MPOPECCHOHAIBHOTO Pa3BUTUS U

CaMOO6pa3OBaHI/I$I
OpPraHru30BbLIBATH pa60Ty
KOJIJICKTUBA n KOMAaH/bI,

B3aWMO/JICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJi€
npodeccuoHaIbHOMN e TeTbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICITH U
oopMIATH JOKYMEHTBI o
npodecCHOHATBLHON TEeMaTHKe Ha
roCyJ1apCTBEHHOM A3BIKE,
NPOSIBIATE  TOJIGPAHTHOCTH B
paboueM KOJUIEKTHBE

MPUMEHSITh cpeacTBa
UH(POPMAIIMOHHBIX TEXHOJIOTHA
JUISL petieHuss mpoQeCcCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
nporpaMMHoOe oOecrieueHue

IIOHUMAaThb 06]].[1/1171 CMBICJI YCTKO
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MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
H3BECTHBIE TEMBI
(mpodeccuoHanbHble M OBITOBBIC),
[IOHMMaTh TEKCTHI Ha 0a30BbIE
npodeccuoHabHBIC TEMBI;
y4acTBOBaTh B  JMAJOrax Ha
3HAKOMBIE oo1me u
npodeccuoHaIbHBIC TEMBI;
CTPOUTH MPOCTHIC BBHICKA3BIBAHUS O
cebe 1 0 cBoel mpohecCHOHATTLHOM
JIEATENBHOCTH; KpaTKO
00OCHOBBLIBATh U OOBICHHUTH CBOM
JIEUCTBUS (Tekymue u
IUTAHUPYEMBIC); IHCaTh MPOCTHIC
CBSI3HBIC COOOIICHMS Ha 3HAKOMBIC
WA UHTEPECYIOIINe

HpO(i)CCCI/IOHaJ'IbeIe TCMBI

MMPpUHHUMATDH IMPOU3BOJIBHBIC
IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTHI, paccMaTpuBaeMble

KaKk MUCbMEHHOE J0Ka3aTebCTBO
COBEPUIECHUS XO3SIICTBEHHOM
orepanuu WA MOJTyYeHHE
paspelIeHus Ha ee IPOBEICHHE;

MPUHUMATH MEepPBUYHBIE
OyxraJiTepckue  JOKYMEHTHl  Ha
OyMaxxHOM HocuTene Hu (WiH) B

BUAC DOJICKTPOHHOI'O JOKYMCHTA,

MO CAHHOT O AJIEKTPOHHOU
MOJITHCEHIO;

MPOBEPATH HaJIm4une B
MIPOU3BOJIbHBIX IIEPBUYHBIX
OyXrajaTepcKux JIOKYMEHTaX
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00s13aTENbHBIX PCKBU3UTOB;

IPOBOJUTH (DOPMABHYIO IPOBEPKY

JIOKYMEHTOB, IPOBEPKY 1o
CYIIECTBY, apu(MeTHyecKyro
IIPOBEPKY;

MIPOBOJIUTH TPYIIIUPOBKY
MEPBUYHBIX OyXraiatepckux

JIOKYMEHTOB I10 PsIly IPU3HAKOB;
IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY HEPBUYHBIX
OyXraJaTepcKux JOKyMEHTOB;
OpraHU30BbIBATH
JIOKYMEHTOO000POT;

pa3z0uparbcs B HOMEHKJIAType Ael;
3aHOCUTh JTaHHbIE 1o
CIpyNIHUPOBAHHBIM JIOKYMEHTAM B
PErUCTphl OYXTraJTepCKOro yuera,
nepeaaBaTh MEepBUYHbIE
OyxraJiTepcKue  JIOKYMEHTHI B
TEKYLUI OyXranTepcKuii apxus;
nepenaBaTh IIEPBUYHBIE
OyxraJiTepcKue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB MO HUCTEYEHUHU
YCTaHOBJIEHHOT'O CPOKA XPaHEHUS;
UCTIPABJIATh OLIMOKHM B MEPBUYHBIX

OyXTaJITePCKUX JOKYMEHTAaX;
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JIMcT perucTpauuu u3MeHeHui

PexBuzutsl
Jara
Ne JIOKYMEHTa
Copeprkanue U3MEHEHUs BBEJICHUS
/o 00 yTBEpX/ICHUU
W3MEHEHUS
M3MEHCHUS
1. AktyanmusupoBaHa pabodas
IporpaMma B CBSI3U C IIpotokon 3acenanus LK
TepeyTBEPIKICHHEM yUeOHOTO Vdera 5KOHOMHKH 1
1. TOCTHHUYHOTO JIea, 29.08.2021 r.

Ij1a”Ha.

Ne 1 or 31 .08 2021 roga
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