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1. OBIIASI XAPAKTEPUCTHUKA MPUMEPHON PABOYENH ITPOTPAMMBI
YYEBHOM JUCLUAILIUHBI

1.1. MecTO THCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpamMMbl

VYyeOnass aucruruinHa «JloKyMeHTallMOHHOE OOECTeueHue YIpPaBICHUS» SBISETCS
00s3aTeNIbHOM ~ 4YacTbio  OOIIEnpoecCHOHATBHOrO  IUKJIa  NPUMEPHOH  OCHOBHOM
obpasoBarenbHoi mporpammbl B cooTBercTBHM ¢ PI'OC CIIO no cneunansHoctu 38.02.01
DKOHOMHKA U OYXTaJITePCKUI y4eT (110 OTPacisim).

VYyebnas mucnumumnaa OIL06  JlokyMeHTanmMoOHHOE oOOecredeHue  yIpaBJICHHS
obecrieunBaeT (hopMHpOBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETCHIIMH TIO0 BCEM BHIAM
nestenibHocTH PI'OC CIIO no cnenumanbHocTH 38.02.01. DxoHOMMKA M OyXTalnTepCKUH yuyeT
(mo otpacnsam). Ocoboe 3HaUEHHE AUCLUUILIIMHA UMeeT npu ¢opmupoBanuu u pazputuun OK 01,

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

1.2. He.]'lb U ININTAHUPYEMBIC PE3YJbTATHI OCBOCHUS TUCHHUIIINHBI
B paMKax IporpamMmbl y‘le6H01>i JUCHUITIIMHBI O6y‘laIOIJ_[I/IMI/IC$I OCBAauWBANOTCA CICAYIOIIHNC

YMCHUA U 3HAHUSA

Kon Ymenus 3HaHusA
I1K, OK
OK 01 pacno3HaBaTh 3azauy W/WIN | aKTyaJbHBIN npogeccuOHATbHBIN 51
npobieMy B Npo(EeCCHOHATBLHOM | COIMATBHBI ~ KOHTEKCT, B  KOTOPOM
u/nnm COLIMAJIbHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KUTh; OCHOBHBIE
AHAJIN3UPOBATh 3ajaqy W/WIK | AICTOYHUKM MH(QOPMALMK U Pecypehbl s

npobjeMy M BbLIENATh €€ COCTaBHbIE
YacTH; OINpPEAENATh OTalbl PELICHUS
3aJauM; BBIABIATE U 3(PGHEKTUBHO
ucKaTh WH(GOPMAIUIO, HEOOXOIUMYIO
JUIs  pelleHus  3adayd  W/Wim
po0JIeMbl;
COCTaBUTh T1aH JICCTBUS,
OTIpeIeNIUTh HEOOXOUMbIE PECYPCHI;

BJIAJIETh

AKTYyaJIbHBIMU METOJaMU

paboTel B MpO(ecCHOHAIBHOW U

pemieHuss  3agad U OpobieM B
npoeCCHOHATBHOM H/MIM  COLMAIbHOM
KOHTEKCTE;
QITOPUTMBI  BBIMOJHEHUS  paboT B
poeCCHOHATILHON U CMEXHBIX 00J1acTsX;
MeTOAbl paboThl B MPO(ECCHOHATBHOU U
CMEXHBIX c(epax; CTPYKTypy IUIaHa s
pelieHus  3ajaad;

MOPSIIOK ~ OUEHKH

PE3yJIbTaTOB peUICHUA 3aaad

npoecCHOHANEHOM e TENbHOCTH




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

JNEUCTBUIM  (CaMOCTOSITEIBHO WJIM €

MOMOIIIbIO HACTABHUKA)

OK 02 ONpeAensaTh 3aJaud  JuIsl IIOMCKa | HOMEHKJIaTypa UH(POPMALIMOHHBIX
uHpOpMaLnu; OIIpeNeNIATh | HCTOYHUKOB IPUMEHSIEMBIX B
HE00X0IuMble UCTOYHUKHU | IPOPECCHOHATLHON NesITeNbHOCTH;
uHpOpPMaLlMK; TJIAHUPOBATH TPOLECC | MPHEMbI CTPYKTYPUPOBAHUS WH(POPMAIIHH;
IIOUCKA; CTPYKTYpUpOBaTh | popmar opopmiieHHs pe3yIbTaTOB IOUCKA
HOJIy4aeMyto uHpopMaluio; | uHhpopMauu
BBIICJIAT, Hauboyiee 3HAUYUMOE B
nepeyHe WHPOpPMANMK; OLECHUBATH
IPAKTUYECKYIO 3HAYUMOCTb
pe3ysibTaToOB  IOMCKa;  OQOPMIIATH
pe3ysbTaThl IOUCKA

OK 03 OIIPEEIATh aKTyaJIbHOCTb | COJEP)KAHUE aKTyaJlbHOW HOpPMAaTHUBHO-
HOPMaTUBHO-TIPAaBOBOM MIPaBOBOM JOKYMEHTAllUW; COBPEMEHHas
JOKYMEHTAIluM B NpOQecCHOHANBbHON | HayuHas U npodeccuoHaibHas
JESATEIILHOCTH; IIPUMEHSTH | TEPMUHOJIOTUS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4yHyI0 | IpodeccnoHalIbHOTO pa3BUTHA u
MPOPECCHOHAIBHYI0O TEPMHUHOJIOTHIO; | CaMOOOpa30BaHUs
OIpPEEIATh " BBICTPANBAaTh
TPacKTOpUU npogeccuoHaIbHOIO
pa3BUTHS U caMO0Opa30BaHUs

OK 04 OpPraHU30BBIBATh PA0OTY KOJJICKTHBA | IICHXOJOTHYECKHE OCHOBBI JCSATEIHHOCTH
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJUIEKTHBA, IICUXOJIOTHYECKHE
KOJUJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JINYHOCTH; OCHOBBI
KIIMEHTaMH B X0JIe | MPOEKTHOM 1eATeIbHOCTH
poeCCHOHAIBHON e TENHHOCTH

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

O(I)OpMJ'IHTB AOKYMCHTEIL Io

npoeCCHOHAIBHOW ~ TeMaTHKe  Ha

KOHTCKCTA, IpaBHJIa O(I)OpMJ'ICHI/IH

JOKYMCHTOB u IMOCTPOCHUMA YCTHBIX




TOCYHAapCTBCHHOM A3LIKC, IIPOABJIATH
TOJICPAaHTHOCTb B pabouem

KOJIJICKTHUBC

COOOILLIEHUI

OK 09

IIPUMEHSTD CpeacTBa
UH(POPMALMOHHBIX TEXHOJOTHHA IS
pemieHns NpoQecCHOHANBHBIX 3a/1aY;
HCII0JIb30BaTh COBPEMEHHOE

IMporpaMMHOC obecneyeHue

COBPEMCHHBIC CpEJICTBA W YCTPOWCTBA
nH(pOpMATU3AIINY; MOPSITTOK 170'¢
PUMCHCHHUS u MPOrpPaMMHOE
obecrieueHne B po¢eCCuOHATBHON

JACATCIIBHOCTH

OK 10

IIOHUMAThb O6IJ.[Hﬁ CMBICJI YETKO
IMPONU3HCCCHHBIX BBICKa3bIBAaHUM Ha
U3BECTHBIC TEMbI (ITPOPECCHOHATIBHBIC
U OBITOBbIC), TMOHMMATh TEKCThI Ha
0a3oBble TPO(HECCUOHATBLHBIC TEMBI,
Y4aCTBOBATh B JHAJIOTaX HA 3HAKOMBIC
obmue ¥ TpodecCHoHaNbHbIE TEMBI,
CTPOUTH TMPOCTHIC BBICKA3BIBAHUSA O
cebe M 0 cBoed mNpodeccCHOHATbHOI
JeSITEBHOCTH, KPAaTKO 00OCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHS
(Texkymue W TUIAHUPYEMBIE); MUCaTh
NPOCTBIC CBSI3HBIE COOOIIEHUS Ha

3HaKOMblE  WJIM  HHTEpECYIoILue

npohecCHOHANBEHBIE TEMBI

IpaBUjIa MOCTPOEHUS MPOCTHIX U CIIOKHBIX
NpeUIOKEHN  Ha  mpodecCHOHATIbHBIE
TEMbI; OCHOBHBIC OOIEYNOTPEOUTEILHBIC
riaroyibl (ObITOBass W TMpodeccuoHaNbHas
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSIIMICS K ONHCAHUIO IPEIMETOB,
CPEICTB M TPOIIECCOB NMPOPECCHOHATBHOM
NeSITeITbHOCTH, 0COOEHHOCTH
MPOU3HOLICHUS; MPaBUJIa YTEHUSI TEKCTOB

MpoeCCHOHAILHON HAITPaBICHHOCTH

IK 1.1

MNPpUHHUMATDH ITPOU3BOJIBHBIC

MEPBUYHbBIC OyxranTepckue
JIOKYMEHTBI, pacCMaTpUBaeMbI€ Kak
MMHUCbMEHHOE JI0KA3aTeIbCTBO
COBEPILIECHUSA XO3SIMCTBEHHOMN

orepanun 170171 MOJTy4CHHE
paspelieHus Ha ee IPOBEICHNUE;

NPUHUMATH TICPBUYHBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaxHOM HocuTene W (WIH) B BUIE

oOmue TpeOoBaHUS K OyXraiarepckomy
y4eTy B 4YacTU JIOKYMEHTHPOBAHMS BCEX
XO3SIUCTBEHHBIX JIECTBUI U ONIEpALN;
MOHATHE  TEPBUYHOM  OyXranTepckoi
JIOKyMEHTalUH;

onpezieNieHue MEepPBUYHBIX OyXralTepcKuX
JTOKYMEHTOB;

bopmbl OyXranTepcKux

JOKYMCHTOB, COACPIKAIIUX 00s13aTeNbHbIC

TIEPBUYHBIX

PEKBU3UTHI MEPBUYHOTO YUYETHOT'O




JJIEKTPOHHOTO JIOKYMEHTA,
IIOAIIMCAaHHOTO 3JIEKTPOHHOU
HOJIHUCHIO;

MMPOBCPATH HAJIMYHUC B IIPOU3BOJIbHBIX

IIEPBUYHBIX OyXranTepcKux
JIOKYMEHTax 00s13aTeIbHBIX
PEKBU3HUTOB;

OPOBOIUTH (HOpPMaNbHYIO IPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(pMETUUYECKYIO IPOBEPKY;
IIPOBOAWTH TI'PYNIMPOBKY INEPBUYHBIX
OyXraJTepcKkux JAOKYMEHTOB IO sy
IIPU3HAKOB;

IPOBOAMTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB;

OpraHU30BBIBAThH IOKYMEHTOOOOPOT;
pa3z0uparbcs B HOMEHKIIAType Aell;
3aHOCUTh JTaHHbIE 1o
CTPYNIUPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaJITepPCKOTO yueTa;
nepeaaBaTh MEpBUYHbIE
OyxrajTepckue JIOKYMEHTBI B
TEKYLUI OyXranTepcKuii apxus;
nepenaBaTh IIEPBUYHBIE
OyxrajiTepckue JTIOKYMEHTBI B
MOCTOSIHHBIA apXUB MO HCTEUYEHUU
YCTaHOBJIEHHOTI'O CPOKA XPaHEHUS;
UCTIPABIATh OHIMOKA B TEPBHUYHBIX

OyXTaJITePCKUX JOKYMEHTAaX;

JIOKYMEHTA;

HOPSAIOK IIPOBECHUS IIPOBEPKU
MEPBUYHBIX OYyXTanTepCKUX JIOKYMEHTOB,
dbopManbHOW  MPOBEPKH  JOKYMEHTOB,
MPOBEPKH IO CYILIECTBY, apUPMETUIECKOI
IIPOBEPKU;
OPUHLMIIBI ¥ TPU3HAKU TPYNIHPOBKU
MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB;

NOPSAJOK  IPOBEJIEHUS TAaKCUPOBKU U
KOHTHUPOBKHM IEPBUYHBIX OyXrajJTepcKuX
JIOKYMEHTOB;
MOPAIOK COCTaBJICHUS pPErucTpoB
OyXranaTepckoro y4era;

IIpaBWjla U CPOKU XpaHEHUs IEepBUYHOU

OyXTalnTepCKON JOKYMEHTAIINH;




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILIMHBI

2.1. O6beM yueOHOI TMCUUTIIMHBI M BUIBI YUeOHOH padoThl

Bupa yueOHoii padoThl

O0BeM yacoB

O0Bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM U CIATIIIUHbI 48

B TOM YHCJIE:

IIPAaKTUYECKUE 3aHATUS 10
JuddepeHmpoBanHbIN

HpOMe)KyTO‘lHaﬂ aTrecranus

3a4€CT




2.2. TemaTn4yeckuii IVIaH U cOAepKaHue y4eOHOH TUCHHUILNINHBI «/[0OKyMeHTauMOHHOe o0ecnedeHue yIpaBJIeHU s

HaumenoBanue Conep:xanue yuedOHOro MaTepuasia u popMbl OPraHU3alMH eI TeJbHOCTH 00yYalommXxcst O0bem Koapbl
pa3/iesioB M TeM B yacax KOMIIeTeH U,
¢dopmupoBanunio
KOTOPBIX
crnocodcTByer
3J1eMEeHT
NpOrpaMmbl
1 2 3
Tema 1. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
BBenenue. OK 03, OK 09,
1.3HaueHne W coaepKaHWe IUCHUIUIMHBI «J{OKyMEHTalMOHHOE OO0ECIeYeHUE YIPABICHH.
JoxyMeHT 1 OK 10, IIK 1.1
[loHATHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHE», «IOKYMEHTAI[HIOHHOE oOecredyeHue 4
cucrema
yIpaBiIeHUs Y. Y HUPUKAIUS U CTAaHJAPTU3AINH YIIPABICHUYECKUX JOKYMEHTOB.
AOKYMEHTAIUH
Tema 2. Coaep:xanue yueOHOro MaTepuasa OK 01, OK 02,
Opranu3anuoHHo- OK 04, OK 05,
1. OpraHu3allMOHHbIE JIOKYyMEHTBl — YCTaB, Yy4YpeIuTelIbHbIE JOrOBOp, MOJOXKEHHE.
pacnopsiiuTelbHbIE OK 09, OK 10,
PacniopsinuTensHple  JOKYMEHTBI — TIpUKa3, pPacHoOpsDKEHHE, YKa3aHWe, ITOCTaHOBIICHHE,
AOKYMEHTBI 12 IIK 1.1
peleHue, MHCTPYKIUS, MPOTOKOJL.
2. CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTHI: CITy)KeOHasi 3alicKa, OOBSICHUTEIbHAS

3aIllMCKa, aKT, CIIpaBKa, CJ'Iy'}KC6HLIC nucbMa




B ToMm 4nciie, NpakKTHYEeCKUX 3aHATHII U J1a00PAaTOPHBIX padoT

[Ipaktuyeckoe 3anstue. CocraBieHue u OQOpPMIICHHE PA3IMYHBIX BUAOB OPTaHU3AIMOHHO-

pacropsauTeIbHBIX U HH()OPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB. :
Tema 3. Coaeprxanue yueOHOro MaTepuasa OK 02, OK 04,
Kanposas OK 05, OK 09,
1.JIokyMEHTUpPOBAaHUE TPYIOBBIX MpaBOOTHOMEHUH. CocTaB M OCOOCHHOCTH OQGOPMIICHHUS
AOKYMEHTalus OK 10
JOKYMEHTOB I10 JINYHOMY COCTaBY. 12
2.KommuiekroBanue auuHoro jena. Aproouorpagus. Pestome. 3asBieHue o nprueme Ha padoTy.
[Ipukaspl MO0 TMYHOMY COCTaBY.
B ToM yunciie, npakTHYeCKUX 3aHATHII U J1a00PATOPHBIX padoT 6
IIpakTnueckoe 3ansarue. Mzyuenue cr. 140 YK PO, npenycmaTpuBaroilyto Mepbl yroJ0BHOM )
OTBETCTBEHHOCTH 3a HApYyIIEHUE MpaBa HAaceJIEHUs] Ha NHPOPMALIHUIO.
IIpakTnyeckoe 3anmsitme. CocTaBlIEHHME PEKBU3UTOB Ha JIOKYMEHTAx: aBTOp, aJpecar; )
3aroJIOBOK K TEKCTY U TEKCT IOKYMEHTa; MMOANNCH, YTBEP)K/IEHNE U COTTIACOBaHUE JOKYMEHTOB.
IIpakTnuyeckoe 3ansitne. KoHcTpynpoBaHue 0J1aHKOB OpraHu3alMid U yUpexKIeHHUH. 2
Tema 4. Coaepsxanue yueOHOro MaTepuasa OK 01-05,
JorosopHo- 1.ITonsiTus noroBopa. Buel 10roBopos. OK 09, OK 10
npasoBasi 2.IlpaBuna odopmiieHUs MPETEH3NOHHBIX HceM. DopMyIsip HCKOBOIO 3asBJIEHUs, TPEOOBAHUS 8
AOKYMEHTAIUA K €ro 0(opMIICHHIO
B ToM 4nciie, NpaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 2

10




IpakTHyeckoe 3aHATHE. «COCTABICHHUE JIOJBKHOCTHBIX HHCTPYKIIUN.

Tema 5. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 0.2,
ITonsTue OK 04, OK 0.5,
1.CocTtaB u yuet o0bema JoKyMeHTooOopoTa npeanpustuidi. Opranu3zaiys paboThl ¢ BXOIAIIEH,
JOKYMEHT0000poTa, OK 09, OK 10,
HCXOJSIIEH U BHYTPEHHEN TOKYMEHTALUEH 6
perucrpanus K 1.1
2. ba3bl IaHHBIX U1 XpaHeHus TOKyMeHTOB. Paborta c 3ampocamu. PaGoTa ¢ 31neKTpoHHBIMU
AOKYMEHTOB
JOKYMEHTaMHU.
Tema 6. Conep:xanue yueOHOro MaTepuaJia OK 01-0.5,
Opranuzanus OK 09, OK 10,
1.Homenkmarypa gen. MHIuBHIyadbHBIC, CBOJIHBIC, MPUMEPHBIC M THUIIOBBIE HOMEHKIIATYPHI
ONEepaTUBHOIO U 6 K 1.1
Jell.
apXHBHOTI'O
2.IloaroToBka W MOPSAAOK Mepenadyu el B apXHB. 3aKOHOAATEIbHBIE aKThl U HOPMATHUBHO-
XpaHeHust
METOJIMYECKUE IOKYMEHTHI TI0 apPXUBHOMY XPaHEHUIO JOKYMEHTOB.
AOKYMEHTOB
Bcero: 48
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3. YCJOBUS PEAJIU3AIIMU ITIPOTPAMMBI YYEBHOM U CIHUILIAHBI

3.1. lna peanuzanuu nporpamMmbl Y4eOHOUN TUCIUIUIMHBI JOJKHO OBITh MPEAYCMOTPEHO
CeyIollee CHelUallbHOe TMOoMenieHne: KabuHeT «JlOKyMEHTAIlMOHHOTO oOecrnedeHus
YVOpaBJICHUS», OCHAIICHHBIM  O0OOpyJOBaHMEM: IMOCAJOYHbIE MeCTa IO  KOJUYECTBY
oOydaromuxcsi, padouee MeCTO MpenojaBaTens, J10CKa, CTEHJbI, IUAAKTHUYECKUNA MaTepuall,
TEXHUYECKUMHU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPbI, MYJIbTUMEAMMHOE 00O0pYIOBaHUE,

IIPUHTED.

[Tomemienust it caMOCTOSITENFHONW paboThl 00YYaArOMIMXCSl JAOJDKHBI OBITH OCHAIICHBI
KOMITBIOTEPHOH  TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHHS K  HHPOPMALMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTH "HHTepHer" u o0ecrnedeHuneM J0OCTyHna B 3JIEKTPOHHYIO

nH(}OPMaLMOHHO-00pa30BaTENbHYIO Cpeay 00pa30oBaTeNbHOM Opranu3anuu (Mpy HATUYUH).

HepequL 060py,I[OBaHI/I$I HC ABJIICTCA OKOHYATCIIBHBIM M MOXCT H3MCHATHCA B
COOTBETCTBUM € OCOOEHHOCTSIMU 06p330BaTeJ'IBHOI71 OpraHu3aluu. HaHpHMep, BO3MOXXHO

JOIMMOJIHUTCIIbHOC OCHAIICHUEC ITPUHTCPOM HMJIM MHBIM TCXHUYCCKUM CPCICTBOM.
3.2. UndopMmanmnoHHoe obecniedeHHe peajn3alui NPorpaMMbl

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

PEKOMCHAYCMBIX AJId UCITOJIB30BAHUS B 06p330BaT€J'IBHOM mponecce

3.2.1. lleuaTHble M3AHUSA
OcHoBHas1 IUTepaTypa
1. JlokyMeHTalMOHHOE oOecreuyeHue YIpaBieHUs : Y4YeOHMK Ui CTYJAEHTOB BY30B,
00yJaromuxcsi 0 HAINpaBIeHUSIM «JKOHOMHUKa» U «MEHEIKMEHTY», CHEeIHaTbHOCTIM
«Uupopmaruka»,  «JlokymMeHTOBeneHHE ¥  JOKYMEHTAIlMOHHOE  oOecreyeHune
ynpaBieHus», «ABToMaruzanus u ympasienue» / A. C. I'punbepr, H. H. T'op6aués, H.
H. T'op6aués, O. A. Myxamermmaa. — M. : KOHUTU-IIAHA, 2017. — 391 c. — ISBN

978-5-238-01770-9. — TekcT : 3MEeKTPOHHBINA // DIEKTpOHHO-OMONIMOTEUHAs CHUCTEMa
IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/71213.html
2. ApacmanoBa, B. A. JlokymMeHTanmoHHOE oOOecleyeHne YIpaBieHUus : y4deOHo-

pakTU4YecKkoe rmocodue B cxemax, Tabiunax, oopasuax / B. A. ApacnanoBa. — 2-e u3fl.
— Cypryr : CypryTckuii rocyaapCTBEHHBIN Negarorndyeckuii yausepceuret, 2017. — 225
c. — ISBN 978-5-93190-354-5. — TeKcT : 3JIeKTPOHHBIH // DAEKTPOHHO-O0MOIMOTEYHAs
cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/87009.html
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3. CumonsH, P. f. JlokymeHTanmoHHOEe oOecrieueHre CUCTEMBbl YIPaBICHUs OpraHu3alen
: yae6Hoe mocobue / P. SI. CumonsiH. — Caparos : A [Tu Op Menua, 2018. — 180 ¢c. —
ISBN 978-5-4486-0167-5. — Tekct : 35eKTpOHHBIH // DIeKTpOHHO-OMOIHMOTEYHAS
cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/72458.html

JlonoIHUTeIbHAS JTUTEepaTypa
1. Ky3nenosa, U. B. JlokymeHTalImOHHOE 00ECIICYeHIE YIIPABICHHUS MIEPCOHAIOM : yueOHOe

nocobue nns OakamaBpoB / U. B. Ky3nemnosa, I'. A. Xawarpsn. — 2-¢ uzg. — M. :
HamxoB u K, Aii [Tu Op Menua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcTt
: OJICKTPOHHBIN // DnekTpoHHO-OnbMorednast cucrema IPR BOOKS : [caiit]. — URL:

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

2. Kyzuenopa, M. B. JlokyMeHTHpOBaHHWE YIPABICHUYECCKOW MEATEILHOCTH : Y4eOHOE

nocobue ansa OakanmaBpoB / U. B. Kysnenona, I'. A. Xauarpsn. — MockBa, CapaTos :
HamkoB u K, Ait [Iu Op Meaua, 2017. — 240 c. — ISBN 978-5-394-02780-2. — Texkct
: OJICKTPOHHBIN // DnekTpoHHO-OnbOMMoTednast cucrema IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru

Hopmamuenaa 0okymenmayun
['paxnanckuit konekc PO

I'OCT 32611-2014 Typucrckue ycnyru. TpeGoBaHust mo obecneueHHro 0€30MacHOCTH
TYpUCTOB

I'OCT P 51185-2014 Typucrtckue ycnyru. Cpencrsa pazmenienus. OOmme TpedoBaHUs

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

I'OCT P 50690-2017 Typuctckue ycayru. O6mue TpedoBaHus

I'OCT 30389-2013 VYcnyru oOmectBeHHoro nurtanus. llpennpustus oOecTBEHHOTO
nutanus. Kiaccudukanus u obuue TpeboBaHus

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

I'OCT P 32692-2014 Ycnyru obmiectBeHHoro nutanusa. OOmme TpeboBaHus K METOAaM
U GpopmaM oOCITy>)KUBAHHS HA PEATIPUATHUAX OOIIECTBEHHOT'O TUTAHUS

I'OCT P 50763-2013 Vcayru oOuiectBeHHOro nutanus. Ilpoaykius oOIiecTBEHHOTO
MUTaHus, pean3yemas HacesneHnto. O0IMe TEXHUYECKUE YCIOBHS

I'OCT P 50647-2013 Ycnyru oOuiecTBEHHOTO MUTaHUs. TepMUHBI U ONpeIeIeHUS

I'OCT P 30524-2013 Ycnyru oOuiecTBeHHOTo nuTaHus. TpeOoBaHuUs K IEpCoOHAITY
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1. KOHTPOJIb
JUCHUIINHbBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

Pe3yabTarnl 00yyeHus

Kpurepun oueHku

MeToabI OLIeHKH

B pe3yJibTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb:

aKTyaJIbHBIH TPO(ECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
IpPUXOAUTCA paboTaTb M KUTb;
OCHOBHBIE UCTOYHUKHU

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

QITOPUTMBI BBIITOJIHCHUS PabOT B
npoecCHOHANBHOM M CMEKHBIX
o0J1acTsX;

MCTOABI pa6OTLI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOPAAOK OLICHKU

CTPYKTYpy IUIaHa IS

pe3yJabTaTOB  pELIEHUS  3ajad
PO EeCCHOHAIBHON e TEHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  TIPUMEHSEMBIX B
npodecCHOHATBLHON IesATEIbHOCTH;
IpUEMBbI CTPYKTYpPUPOBAHUS
uH(pOopMaLnu; dbopmar
oopmieHus pe3yibTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue AKTyaJIbHOM
HOPMAaTHUBHO-IIPABOBOU

JOKYMCHTAIUU, COBpCMCHHAsd

paciio3HaBaHUEC AJIrOpuTMOB

BBITIOJTHEHUS pabot B

npoecCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIpeCaACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXKHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIBHOMN

IJtaHa  OJIA

CTPYKTYPBI

3a/la4; IMOHHMAaHUC IIOpsAAKa OLCHKH

PCUICHUA

PE3YyJIbTAaTOB PCUICHUA 3aJa4

npoecCHOHAIBHON ~ JEeSITENbHOCTH;

BbIOOp  Hambosiee  ONTHUMAJIBHBIX

HWCTOYHUKOB uHbopMaIuu u
pecypcoB s peuieHus 3agad U

npo6sieM B npodecCHOHATBEHOM H/WUITH

COIUATIEHOM KOHTEKCTE;
OpHUEHTHUPOBAHHUE B  aKTyalbHOU
HOPMAaTHUBHO-TIPABOBOM

I[OKYMCHTaIII/II/I; COBp M eHHOﬁ
HayyHOM ¥ mpodeccHOoHaIbHOU
TEPMHUHOJIOTHH; IMOHMMAaHUe
MICUXOJOTMYECKHUX OCHOB
ACATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJIOTHYECKUX 0COOEHHOCTEH
JUYHOCTH,  BIAJCHHE  3HAHUIMU
OCHOB paboOTBl C JIOKYMEHTaMHU,

IMOATOTOBKM YCTHBIX W IHMCBbMECHHBIX

COOOIIIEHHNI]; 3HaHWUE OCHOB

KOMIIBIOTEPHON IPAMOTHOCTH; 3HAHUE

OrneHka
pe3yabTaToOB
BBITIOJTHCHUS
MPaKTUYECKHUX
pabor.

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

Tecr.

VYcTHBIi ompoc.
IInceMeHHBIN

OIpoc.
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Hay4yHas M mpodeccruoHambHas

TEPMUHOJIOTUS; BO3MOYHBIE
TPaeKTOPUH  MPO(HEeCCUOHATHLHOTO

Pa3BUTHA U CaMOO6p330BaHI/IH

IICUXOJIOTHUYCCKHEC OCHOBBI
NCATCIIBHOCTHU KOJIJICKTHBA,
[ICUXOJOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  IIPOCKTHOM
IESITEILHOCTH

0COOEHHOCTH  COLMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; IpaBHIIa
odopmiIeHUS JTIOKYMEHTOB u
MOCTPOCHHUS YCTHBIX COOOIICHUH.

rPaMOTHO M3J1araTb CBOM MBICIH U
0hopMIIATH JIOKYMEHTBI mno
npodecCHOHAaNbHOM TEeMaTUKe Ha
roCyJapCTBEHHOM A3BIKE,
MPOSIBIATH  TOJIEPAHTHOCTH B

paboueM KOJIIIEKTHBE

COBpPEMEHHBIE CpencTBa u
yCcTpoiicTBa uH(pOpMaTH3AIINH;
MOPAA0K nux MMPUMCHCHU A u
nporpaMmMHOe  OOeclieueHue B

poecCHOHANBEHOM NesTENbHOCTH
npaBuja MOCTPOEHUS MPOCTHIX HU
CIIOKHBIX

MpeJI0KEHU N Ha

poQeCCHOHAIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTPEOUTENbHbIE

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

IPEJIMETOB, CPEICTB M IPOLIECCOB

IpaBHUJI HATMCAaHUA U MPOHU3HOIICHHUA

CIOB, B T.4. M TNpodeccHoHanbHON

JICKCHKH.
3HaHUe bopm MEPBUYHBIX
OyXraiaTepcKux JIOKYMEHTOB,

colepkKaHusl TaKOW JIOKYMEHTAallWH,
MMOHUMaHHuEe crHenuduKa padoThl ¢
MEPBUYHBIMH OyXraJITepCKUMHU

JOKyMEHTaMU
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npoecCHOHATTLHON e TeNbHOCTH;

0COOEHHOCTH IIPOU3HOLICHHUS;
npaBuiIa YTEHUS TEKCTOB
npodeccruoHaIbHON

HaNpaBICHHOCTH o0mue

TpeOoBaHUsI K OyXraiaTepcKkomy
Y4eTy B YaCTH JOKYMEHTHUPOBAHUS
BCEX XO3SMCTBEHHBIX JEUCTBUN U
Onepanuii;

MOHSITHE MEPBUYHOMN
OyXxraiatepckoi TOKyMEHTAalUH;
omnpeaeieHue MEPBUYHBIX

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

dbopmbl MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
CoJIeprKaIInX o0s3aTeNnbHbIC

PEKBHU3UTHI NIEPBUYHOIO YUYETHOTO
JOKYMEHTa;

NOPSAJOK TPOBEACHUS IPOBEPKU
NIEPBUYHBIX OyXrajnTepcKux
JIOKYMEHTOB, dbopmanbHOU
IIPOBEPKU JIOKYMEHTOB, IMPOBEPKU

[0 CYyIIECTBY, apupMeTuyecKou

IIPOBEPKHU;
IIPUHIINIIBI U IpU3HAKU
TPYIIUPOBKH MEPBUYHBIX

OyXTaJITEPCKUX TOKYMEHTOB,;
MOPSIOK TIPOBEJACHUS TaKCHPOBKH
u KOHTHPOBKH MIEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTOB,;
MOPSZIOK COCTABJICHHUST PETHUCTPOB
OyXTaJTepCcKoro y4era,

ImpaBujia n CpoKH XpaHCHUA
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NEPBUYHOMN OyXranTepcKoi

JOKYMEHTALlUU

B pe3ynbTare OCBOEHUS | BIQJICHUE aKTyaJlbHbIMM MeToaaMu | OueHka
JUCHUTITUHBI oOyuaronuiicss | paboTel B  MPOPECCHOHATBHOW U | Pe3yJbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BHIIOJIHEHUS
pacrio3HaBaTh  33Jady ~ W/MIM | BBIABJICHHE M IIOUCK WHGOpMALMH, | IPAKTHYECKUX
npobiemy B NpodecCHOHAIBHOM | COCTABJICHHWE ONTHMAJIBHOTO TIUIaHa | pador.

W/WIM  COLMAIBHOM KOHTEKCTE; | NEHCTBUH, aHAIN3 HEeoOXoauMbIX it | OueHka
aHaJM3UpOBaTh  3a7ady  W/WIM | BHIIOJIHEHUS  3aJjaHUs, PECYpPCOB; | BBHIIOJIHEHUS
npobieMy M BBIIENATH €€ | OCYIIECTBIEHUE HCCIIEA0BATENBLCKOM | CaMOCTOATENbHBIX
COCTaBHBIE  YACTH; ONPEACIATH | NeSTEIBHOCTH, MPUBOIAIICH K | pa0or.
ATaIbl PEIIeHUs 337a4H; BBISBISATH | ONTHMAIBHOMY pesynbTary; | Tect.

u a3 dexTuBHO HCKATh
uH(pOpMaIno, HEOOXOIUMYIO s

pelieHus 3a1auu /Ui IpoOJIeMBbl;

COCTaBUTh JiaH JICHCTBHS,
ONIPENEITUTD HEOOXO0IMMbIC
pecypcsl;

BJIAACTb AKTYaJIbHBIMHU METOJaMU

paboTel B TPOQPECCHOHAIBHOU |
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peanu3oBarhb

OLICHUBATh
pe3ynbTaT MW TOCIEIACTBUS CBOUX
JIeNCcTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIBIO HACTABHUKA)

OonpeaciiATb 3aJadyv JId TOUCKa

uH(pOpMaIInK; OTIpEETISATh
HE0OXOaINMBIE WCTOYHUKHU
uH(pOpPMAIINH; TJIAHUPOBATh

IIPOLIECC NTOUCKA; CTPYKTYpUPOBATh

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

C KOJIJICraMHu, PYKOBOACTBOM,
IIOJYNHCHHBIMHU u 3aKa3yuKaMH,
IIPUMCHCHUC CpCaACTB

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

peuicHuAd HpO(l)CCCI/IOHaJ'H)HBIX 3ajJa4d,

s dexTuBHOE HCIMOJIb30BAHUE
COBPEMEHHOT0 MIPOTrPaMMHOTO
o0OecrieyeHus; KpaTko U YETKO
(dhopMynupoBaTh CBOU MBICJIH,
nuajarartb nux JOCTYITHBIM JJISL

MMOHUMaHUsI crocoboM; 3P deKTuBHAs
pabota C NEPBUYHBIMU

6yxraJITCpCKI/IMI/I JAOKYMCHTaMU

YcTHBIN Oompoc.
[InceMenHbI

OTpoc.
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M0JIy4aeMYIo nH(pOpMaIHNIO;
BBIJICTIITH HauOoliee 3HAYUMOE B
nepevyHe WHQPOpPMaIUU; OLICHUBATH
NPaKTUICCKYIO 3HAYHUMOCTb
pe3yJIbTATOB IMOUCKA; OPOPMIISTH
pe3yJIbTaThI MOUCKA

OTIpEeNeNsTh aKTyaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JIOKyMEHTAIU! B
poeCCHOHAIBHON JACSTEIIbHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO poeCCHOHATLHYIO
TEPMUHOJIOTHIO;  OTPEACISITh U
BBICTPauBaTh TPACKTOPUH

MpOPECCUOHAIBHOTO Pa3BUTUS U

CaMOO6pa3OBaHI/I$I
OpPraHru30BbLIBATH pa60Ty
KOJIJICKTUBaA n KOMAaH/bI;

B3aWMO/ICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJi€
npodeccuoHaIbHOMN e TeTbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIH U
oopMIATH JOKYMEHTBI o
npodecCHOHATBLHON TEeMaTHKe Ha
roCyJIapCTBEHHOM A3BIKE,
NPOSIBIATE  TOJIGPAHTHOCTH B
paboueM KOJUICKTHUBE

MPUMEHSITh cpeacTBa
UH(POPMAIIMOHHBIX TEXHOJIOTH
JUISL petieHuss MpoQeCCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue

IIOHUMATb 06]].[1/1171 CMBICJI YCTKO
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MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
H3BECTHBIE TEMBI
(mpodeccroHanbHbIe 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 pohecCHOHATTLHOM
JIEATEIbHOCTH; KpaTKO
00OCHOBBLIBAThL U OOBICHHUTH CBOM
JIEHCTBUS (Tekymue u
IUTAHUPYEMBIC); IHCaTh MPOCTHIC
CBSI3HEBIC COOOICHMS Ha 3HAKOMBIC
WA UHTEPECYIOIINe

HpO(l)CCCI/IOHaJ'IbeIe TCMBI

MNPpUHHUMATDH IMPON3BOJIBHBIC
IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTHI, paccMaTpuBaeMble

KaKk MUCbMEHHOE J0Ka3aTelbCTBO
COBEPUIECHUS XO3SIICTBEHHOM
orepanuu WA MOJTyYeHHE
paspelIeHus Ha ee IPOBEICHHE;

MPUHUMATH MepPBUYHBIE
OyxraJiTepcKue  JOKYMEHTBI  Ha
OyMaxxHOM HocuTene Hu (WiIH) B

BUAC DOJICKTPOHHOI'O JOKYMCHTA,

MO CAHHOTO AJIEKTPOHHOU
MOJITHCEIO;

MPOBEPATH HaJIm4ne B
MIPOU3BOJIbHBIX MEPBUYHBIX
OyXrajaTepcKux JIOKYMEHTaX
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00s13aTEeNbHBIX PCKBU3UTOB;

IPOBOJUTH (DOPMABHYIO IPOBEPKY

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

MIPOBOJIUTH TPYIIIUPOBKY
MEPBUYHBIX OyXraiatepckux

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

pa3z0buparbcs B HOMEHKIIAType Ael;
3aHOCUTh JTaHHbIE 1o
CIpYNIHMPOBAHHBIM JIOKYMEHTAM B
PErucTphl OyXrajJTepcKOro yuera;
nepenaBaTh MepBUYHbIE
OyxraJiTepcKue  JIOKYMEHTHI B
TEKYLUI OyXranTepcKuii apxus;
nepesaBaTh IIEPBUYHBIE
OyxraJTepcKue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB MO HUCTEYEHUU
YCTaHOBJIEHHOTI'O CPOKA XPaHEHUS;
UCTIPABJIATh OLIMOKHM B MEPBUYHBIX

OyXTaJITePCKUX JOKYMEHTAaX;
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JIMcT perucTpauuu u3MeHeHui

PexBu3uTHI
Jara
Ne JIOKYMEHTa
Coneprkanue U3MEHEHUs BBEJICHUS
n/n 00 yTBEpXK/ICHUHU
W3MEHEHUS
M3MEHECHUS
1. AktyanusupoBaHa pabodas
IporpaMma B CBSI3U C IIporokon 3acenanus LK
TepeyTBEPIKICHHEM yUeOHOTO V4era SKOHOMHKH U
29.08.2021 r.

Ij1a”Ha.

TOCTUHHMYHOTO Jiela,
Ne 1 or 31 .08 2021 roga
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