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1. OBIIAS XAPAKTEPHCTUKA PABOYEH MPOrPAMMBI YYEBHOII

AUCHUIITTUHBI

1.1. MecTo IHCHMILIHHBI B CTPYKTYPE OCHOBHOI 00pa3oBaTe/IbHOM POrPaMMBI

YuyebHas aucuMiuinHa «JOKYMEHTALMOHHOE OfecIedeHue YIIPaBJICHUA» ABISETCH
00s3aTeNbHOM  YacThi0  06IIENpPOdhECCHOHATBHOrO IOHKIa OCHOBHOH 00pa3oBaTelbHOM
iporpaMmer B cOOTBETCTBHH ¢ PI'OC CIIO mno cnenuansHoctr 38.02.01 DKOHOMHKA M
Oyxranrepckuit yuer (1o otpacism).

YuebHas gucummimnaa  OIL06  JlOKYyMEHTAMOHHOE oOfecredeHue YIPaBIICHHS
obecrieunBaer HopMUPOBAHHE NPO(YECCHOHATBHBIX H OOIIMX KOMITETEHIIMH 110 BCEM BHJaM
nearensHoctd GI'OC CITO mo cneumansrocTy 38.02.01. DKOHOMHKA M OyxranTepckuii yuer
(o otpacmam). Ocoboe 3HaYEHHE AUCLUIUINHA UMEET npu GopmupoBanuu u passutuu OK 01,
OK 02, OK 03, OK 04, OK 05, OK 09, OK10, [IK 11.

IIporpamma npennonaraer oGy4enne uHBaMHIOB 1 Uy ¢ OB3: st v © HapyIIEHUSIMH
SPCHILT; UL JIMI ¢ HApYIIEHWSMH ONOPHO-JBHTAaTEeNbHOTO almapara; /s JMI[ C HEpPBHO-
MCUXHYECKUMH HaPYIIEHUAMH.

1.2. lleab M NUIaHAPYeMbIe Pe3y IbTaThl 0CBOCHHS JMHCHHILIHHBI
B pamkax nporpamMmel y4eGHON AMCUMIITMHBI 06YHAIOMMMUCS OCBAHBAIOTCS ClIeIyromue

YMCHHA H 3HAHHA

Kon YmeHus 3HaHHA
I1K, OK
OK 01 pacro3HaBaTh 3ajagy W/MIIK | aKTyaJTbHBIH npodecCHOHAIBHBIN U
npobiremy B npodecCHOHATLHOM | COLMAILHBII KOHTEKCT, B  KOTOPOM
W/HITH COLMATIBHOM KOHTEKCTE; | MPUXOAUTCS paboTaTh U KUTh, OCHOBHEBIE
aHaJIM3HUPOBATh 3agauy W/WIM | ICTOYHHKH WH(OPMALMH M pecypes! i

npobiieMy M BBIAENATH €€ COCTaBHbIE
YaCTH; OIpPEENATh STalbl pPEelIeHUs
3a7la4M; BBIABIATE U 3(hPEKTHBHO
HCKaTh MH(OpPMAIHIO, HEOOXOIMMYIO
H/MI

3agavun

JUIA peLICHHUA

po0JIEMBI;
COCTaBHUTh MJ1aH JEHUCTBUSA,
OIIpEIeTUTh HEOOXOAUMBIE PECYDCHI;

METOIaMH

BJ1agCTh AKTYaJIbHBIMHA

pemeHus  3ama4y W mpobieM B

NpO(ECCHOHATEHOM HW/MIIH  COLMABHOM
KOHTEKCTE;
AITOPUTMBI  BBINIOTHEHHss  paboT B
IPOGECCHOHATBHON U CMEKHBIX 00/T1aCTsIX:
MeTO/Isl paboThl B MPODECCHOHANBHOW H
CMEXKHBIX C(epax; CTPYKTYpy IUIaHA IS
pelieHusT  3aja4;

NOPANAOK  OLEHKH

PE3YIBTATOB PELHICHHA 3ama4d




paboTel B 1POQECCHOHAIBHOH U
CMEXHBIX  cdepax;  peamu3oBaTh
COCTABJICHHBIH  IUIaH;  OLEHHBATh

pe3ynpTaT W IOCHEJCTBHS  CBOUX
fedcTBHi  (CaMOCTOATEIBHO MIIH €

MIOMOIIBI0 HACTABHUKA)

mpodecCHOHATBHON NeATeIbHOCTH

OK 02 OmpeeNATh 3a7ayd Juld  [IOMCKa | HOMEHKJIATYypa UH(GOPMALHOHHBIX
UH(pOpPMALUH; ONpeneNATh | HCTOUHUKOB IPUMEHSIEMBIX B
HeoOXoIuMBIE UCTOYHHKH | MPpOodeCCHOHATBHON JEeATEIBHOCTH,
MH(OPMAIMH; TLTAHUPOBATH IIPOLECC | IIPHEMBI CTPYKTYPUPOBAHHs HHOPMAIIHH;
TIOUCKA, CTPYKTYpHpOBaTh | hopMaT 0QOPMIIEHHS pEe3yIbTaTOB IOUCKA
NOTy4aeMyro uH(pOopMaLuIO; | HHHOPMALUH
BBIAECJIATE Hambojee 3HAUMMOE B
nepeyHe WHGOpPMAIMHK; OLIEHUBAThH
NIPaKTUYECKYIO 3HAYUMOCTh
pe3y/lbTaTOB  IOMCKA;  O(GOpMIIATH
pe3yabTaThl MOMCKA

OK 03 OnpeneaTh aKTyaJIbHOCTB | COIEp)KAaHUE aKTyaJbHOH HOPMAaTHBHO-
HOPMaTHBHO-IIPaBOBOM NpaBOBOH JOKYMEHTAIlMH; COBPEMEHHAsA
JOKYMEHTAllWH B NPO(ECCHOHATBHON | Hay4yHas %} npodeccuoHaIbHas
JeATEIbHOCTH; IIPUMEHSATH | TEPMHHOJIOTHS; BO3MOXHBIC TPACKTOPHH
COBPEMEHHYIO HAY4YHYIO | PO eCcCHOHATBHOIO pa3BUTHA H
npo)eCCHOHANIBHYI0 TEPMHHOJIOTHIO; | aMO00pa3oBaHUs
onpeneiTh H BBICTpaUBaTh
TPaeKTOPUH npoheCCHOHAIBHOTO
Pa3BUTHA U CaMOOOPa30BaHUA

OK 04 OpraHM30BbIBaTh PabOTy KOJUIEKTHBA | ICHXOJOTHYECKHE OCHOBBI JCATEIBHOCTH
M KOMaHIBI; B3aUMOJECHCTBOBATH C | KOJUIEKTHBA, IICHXOJIOTHYECKHUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JIMYHOCTH; OCHOBBI
KJIMEHTaMH B X0JI€ | MPOEKTHOU JEATEIbHOCTH
npodeCCHOHAIbHON AEATEIbHOCTH

OK 05 rpaMOTHO H3JIaraTb CBOM MBICJIH M | OCOOCHHOCTH COLMAIBHOIO U KYJIbTYPHOIO

ohopMIIATE JIOKYMEHTBI o

npoecCHOHATBHON ~ TEMaTHKe  Ha

KOHTEKCTa; npaBHJIa odopmieHus

JOKYMEHTOB H TIOCTPOCHHA YCTHBIX




rOCyapCTBEHHOM S3bIKE, MPOSBIIATH
TOJICPAaHTHOCTh B paboueM

KOJUJICKTHBE

CcOOOIIEHUH j

OK 09

NIPUMEHATh cpexacTra
uH(GOPMALMOHHBEIX  TEXHOJIOTHH I
pemenns MPo(GeCCHOHANBHBIX 3a/1a4;
UCIIOIB30BATh COBPEMEHHOE

NporpamMMHOe 00ecTieyeHUe

COBpEMEHHbIE CPEICTBA M YCTPOHCTBA
WHGOPMATH3ALMH; MOPAIOK HX
NpUMEHEHHUS " IIPOrpaMMHOE
obecrieueHne B NpodeccHoHaNbHOH

JIeSTEIbHOCTH

OK 10

NOHMMAaTh OOIMH CMBICT  YCTKO
MPOH3HECEHHBIX BBICKa3bIBaHMH Ha
u3BecTHBIE TeMBI (podeccHOHATbHbIE
U ObITOBBIE), NMOHMMATh TEKCTHI Ha
GazoBele TpodecCHOHANBbHBIE TEMBL,
y4acTBOBATh B UANOraxX Ha 3HAKOMBIC
obmme ¥ NpodecCHOHATIBHBIE TEMBI;
CTPOMTL TMPOCThIE BBICKA3BIBAHUS O
cebe u 0 cBoelt mpodecCHOHAILHON
JeSTEIBHOCTH; KPaTKO OOOCHOBBIBATH
U OOBICHHUTH  CBOM  JIEHCTBHSA
(TexylMe M IUIAHUpYEMBIE); IHCATh
coobuieHus Ha

IIPOCTHIC CBA3HBIC

3HAKOMBLIE HIH HHTEPECYIOUIHE

npoheccHOHaTbHBIE TEMBI

TIpaBwJIa OCTPOEHHS MPOCTBIX U CIOKHBIX
NpEeIOKEHHH Ha  MPO(ECCHOHATBHBIC
TeMbl; OCHOBHBEIE OOLIEYHOTPEOHTENbHBIE
rinaronsl (6eITOBas M IpodecCHOHAIbHAS
JIEKCUKA); JIEKCHYECKUH MHUHUMYM,
OTHOCSIIMICA K ONMHUCAaHHI0 TNPEIMETOB,
CPEJCTB H IPOLECCOB npohecCHOHATBHON
IEeATEIbHOCTH,; 0CcODEHHOCTH
IPOM3HOILCHHUS; NPaBUIa YTCHUS TCKCTOB

npodecCHOHANIBHOM HAPABICHHOCTH

MK 1.1

NIPUHHMATh IPOU3BOJIBHEIC

NepBUYHBIE OyxrajTepckue
JNOKYMEHTBI, PaCcCMaTpHBaeMbIe Kak
MUCHbMEHHOE JI0Ka3aTeIbCTBO
COBEpILIECHHUS X03HCTBEHHOMK

onepauuu WIH MOJIy4YEeHHE
pa3pelleHns Ha €€ IIPOBE/ICHUE;

IPUHUAMATh TMepPBUHBIE
OyxrajaTepcKue JIOKYMEHTEI Ha
GyMaXHOM HOCHTENEe M (W) B BHJC

3JIEKTPOHHOT'O JOKYMEHTA,

obmpe TpeOoBaHHS K OyXraiarepcKoMmy
yueTy B YacTH IOKYMEHTHPOBaHHs BCEX
XO3SHCTBEHHBIX JIEHCTBUM U ONEPaLHi;
[IOHSTHE  IEpBHYHOM  OyXranTepckoi
JIOKYMEHTAIlUH,

ompe/ieieHHE TEPBHYHBIX OyXranTepeKux
JOKYMEHTOB;

bopMBI OyXTaJITEPCKUX

JOKYMEHTOB, cojepxalmx obg3aTeNbHbIE

MepBUYHBIX

PEKBU3HTHI Y4YETHOTO

|

NEPBHIHOTO

JIOKyMEHTA;




MOJITMCAHHOTO 3JIEKTPOHHOM
MOIIHCHIO;

IIPOBEPATh HANTMYUE B TPOM3BOIBHBIX

NEepBUYHBIX OyxrantepcKkux
JIOKyMEHTax 00s13aTENIBHBIX
PEKBU3HMTOB;

npoBOAUTh (HOPMAIBHYIO IPOBEPKY

JOKYMEHTOB, TIPOBEPKY MO CYIIECTBY,
apu(pMETHYECKYIO IPOBEPKY;
MPOBOUTH TPYNIHMPOBKY MEPBHYHBIX
OyXTaITepCKUX JOKYMEHTOB IO psly
[PU3HAKOB;

MPOBOJIUTH TAKCHPOBKY U KOHTHPOBKY
NEepBUYHBIX OyXranTepcKkux
JIOKYMEHTOB;

OpraHM30BbIBATH JIOKYMEHTO00OPOT;
pa3buparbcs B HOMEHKIIATYPE JIElT;
3aHOCHUTh JTAHHBIE no
CIpYNIHAPOBAHHBIM  JIOKYMEHTaM B
PErucTphl OYXTralNTepeKoro y4era;
riepeiaBaTh [IEPBUYHBIE
Oyxranrepckue JIOKYMEHTBI B
TeKyL|i OyXTaJTepCKUi apXuB;
riepe1aBaTh [IepBUYHBIE
OyxranTepckue JIOKYMEHTBI B
MOCTOSSHHBIA apXHB [0 HCTCUYCHHH
YCTAHOBJIEHHOTO CPOKA XPAaHEHHS;
HCIIPABJIATh OIMOKH B TNEPBAYHBIX

OyXralITepCKuX JOKYMEHTaX;

TIOPSLIOK IIPOBEICHUS MPOBEPKH
IEpPBUYHBIX OyXraaTepCcKuX JIOKYMEHTOB,
dopManpHON  MPOBEPKH  JIOKYMCHTOB,
IPOBEPKH IO CYILECTBY, apu(METHIECKON
POBEPKH;
NPUHIMIEL M [PU3HAKH TPYNIUPOBKH
NEPBUYHBIX OyXrajTepcKuX JOKyMEHTOB;

MOpS/IOK  NPOBENEHHUA TAKCHPOBKH M
KOHTHPOBKH IEPBUYHBIX OyXralTepCKux
JOKYMEHTOB;
HOPAZIOK COCTaBJICHUS PETHUCTPOB
OyXraJaTepcKoro y4era;

NpaBWJia U CPOKHA XpaHEHHSA NepBHYHOM

OyXraaTepcKOH JOKYMEHTALHH;




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOY U CHUILIAHBI

2.1. O6bem yueOGHOl TMCHHIIHHBL H BH/IbI y4eOHoi padoThI

Buji yueGHoi padboThi

Q0BeM 4acos

O61bem 06pa30BATENILHOM IPOrPAMMBI YIeOHOH THCIHINIHHBI 64

B TOM HHUCIIE:

TeopeTHYecKoe 00y4eHne 44

PaKTHYECKHE 3aHATHA 20
JuddepeHnpOBaHHBIH

IpomexyTo4Hasi aTTeCTANHSA

3a4eT
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3. YCJIOBUSA PEAJTM3ALIIUU MPOI'PAMMBbI VYEBHOM JUCHUILIAHBI

3.1. Jlns peanusaluy MpOrpaMMbl y4eOHON TMCLUTUIMHBL JOTIKHO OBITH TPEyCMOTPEHO
clejyioniee  CHELMATbHOE  TIOMCIICHHC: kabuper «JlOKyMEHTAIIHOHHOIO oGecrieueHus
yIIPaBJIEHUAY, OCHAIICHHBIH  00OpylOBaHMEM: — TOCAIOHBIC MecTa 10  KOJHYECTBY
obywaromuxcs, —padodee  MeCTO npermonasarens,  A0CKa,  CTCHIBL IUIAKTHYECKUiA
MaTepHal, TEXHUIECKUMH  CPEICTBaMH oOyueHus:  KOMIIBIOTEPHI, MYJIbTUMEIUAHOE

obopynoBaHue, IPUHTEP.

[MoMeleHUs I CAMOCTOSTEIBHOH paboThl O0Y4YarOIMMXCs HO/IKHBI OBITH OCHAUICHBI
KOMIIBIOTEPHOM ~ TEXHUKOH  C BO3MOKHOCTBIO  TOIKIIOYECHHMA K uH(OPMAIIMOHHO-
TeNeKOMMYHHKAIIHOHHON CETH "UnrepHer" ¥ obecredeHHEM JOCTYIa B OJIEKTPOHHYIO

uH(GOPMALIHOHHO-00pa30BaTEIBHYIO cpeny o6pa3oBaTenbHON OpraHu3aliu (py HATAYKHA).

[lepeueHs OOOpYHOBaHMS HE HABJIACTCA OKOHYATEIBHBIM M MOXET H3MEHATBCA B
COOTBETCTBHH C OCOOEHHOCTAMH 06pa30BaTeIbHOM OpraHU3aliH. Hanpumep, BO3MOKHO

JIOTIOJHHTENEHOE OCHAIEHHE TIPHHTEPOM HIIH HMHBIM TEXHHYECKHUM CPEICTBOM.
3.2. UndopmanuonHoe obecneuenune pean3allMi NporpamMmsl

Jins peanu3alyd MPOTrpaMMBl GuGmMoTeuHbIl (GOHI 00pa3oBATENbHOH OpraHM3aliH
JIOJKEH UMETh [eYaTHBIC W/WIM 37IeKTPOHHBIE 00pa30BaTE/IbHbIC H HHGOPMAIMOHHBIE PECYPCEL,

PEeKOMEH/yeMBIX JUIs HCTIOIB30BAHMS B 06pa30BaTeIbHOM IpOIEcCe

3.2.1. [leyaTHbIe H31AHHS

1. bapuxud, A. b. Kamposoe nenonpou3BoacTBo. [IpakTHIecKoe nmocobue / A.b.
Bapuxus. - M.: KnikHbIi MAP, 2017.

2. Bacakos, M.!. JIoKkyMeHTAllHOHHOE obecneuenue ynpasienns / M.M.bacakos. - M.:
KuoPyc menua, 2017.

3. Kwupcanosa, M.B., AxcenoB, I0.M. Kypc nenonpou3sBoACTEa. — M.: UHOPA-M;
Hosocubupck: CHOMpCKOE COrallICHHE, 2014.

4. Kyzueuos, M.H. JIoOKyMECHTallHOHHOE obecriedyeHue yIpaBICHH. JIoKyMeHT0060pOT
¥ JIeIONPOM3BOCTBO: YUCOHHK H IPAKTHKYM / N.H. Ky3uenos. - JIroGepist: FOpaiit, 2016.

5. TIlamacenko, IO.A. Jlenonpou3BOICTBO: JIOKYMEHTAI[HOHHOE obecrieueHHUE
yIIpaBJIEHHUA: Vue6uoe nocodue / F0.A. ITanaceHKo. - M.: U1l PUOP, HUAL] UH®DOPA-M, 2013.

6. Pymbinnza, JLA. JIOKyMEHTalHOHHOC oGecrieuenne ympasieHus. — M., (0) 4111

«Axamemus», 2014.
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3.2.2. DeKTPOHHBIE H3TaHus (JIEKTPOHHDBIE pecypchbl)

1. Kynésa, E.JO. JIoKyMEHTAllMOHHOC obecrieuenue ympasieHus. — M., AxaneMusa —
Menua, 2014.

2 IImenxo, A.B., [lopoHuHa JLA. u gp. JOKyMCHTaUHOHHOEC obecriedueHue
yrpasienns. — M., AKazneMus ~Menwua, 2015.

3. CnpaBouHas MpaBoBas CHCTEMA «KOHCYIBTaHT ooy http:// www.consultant.ru

4. CnpaBo4Has CHCTEMA «["apaHT». http://www.aero.garant.ru

3.2.3. JlonoJiHATEIbHbIE HCTOYHHKH
1. Xypnan «/lenonpou3BoACTBOY.
2. Kypnan «Cekperapckoe A0

3. Kypuan «YnpaBieHHE MEPCOHATIOM.

3.2.4. HopmaTHBHbI€ JOKYMEHTBI

1. ®enepanbHbiii 3akoH "00 3JIEKTPOHHOM MOAMUCH" OT 06.04.2011 N 63-®3.

2. @esepajbHBIA 3aKOH "06 wuHbOpMALMH, HHYOPMALMOHHBIX TEXHOJIOTHAX H O
samuTe HGOpMALHK" OT 27.07.2006 N 149-®3

3. TOCT P 7.0.8-2013. HanuoHanpHBIH CTaHAAPT Poccuitckoit ®enepanuu. Cucrema
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4. KOHTPOJb
JUACHUILIMHBI

N OIEHKA

PE3VJIbTATOB

OCBOEHMSI VYYEBHOM

Pe3yabTaThl 00y4eHHst

KpuTepuu OleHKH

MeToabl OLIEeHKH

B pe3yibTaTe OCBOEHHS

JACLUTIIAHEI 00 yJaronHica
JIOJKEH 3HAMDb:

aKTyalbHBIH MPOGheCCHOHATBHBIA H
COIIMAIIBHBIA KOHTEKCT, B KOTOPOM
NpUXOmUTCs paborarth M KUTH;
OCHOBHBIE HUCTOYHUKH
uHbOpMAaLMM M PECypChl  JUIs
pemeHus 3ajad M npobieM B
mpoheccHoOHaIbHOM W/WIIN
COLIMAJIEHOM KOHTEKCTE,
AITOPUTMBI BBIIOMHEHUs paboT B
npodeCcCHOHATBHOM M CMEXKHBIX
obnacTax; MeToabl paboTel B
npodeCCHOHATBHOM W CMEKHBIX
chepax;

pemeHusa 3a1a4; nopAI0K OLEHKH

CTPYKTYpy IUIaHa Ui

pe3y/bTaTOB  pELIeHMs  3a/1ad4
npoheCCHOHATBHOM eSTEIbHOCTH

HOMEHKJIaTypa HWHQOpPMaIlHOHHBIX

MCTOYHHKOB  TIPUMEHAEMBIX B
npodeCcCUOHATIBHON IeATEIbHOCTH,
MIPHEMBI CTPYKTYPHUPOBaHHS
HHGOPMALIUH; dbopmar
ohOpMIICHHS PE3YJILTATOB IIOMCKA
uHOpMaLIUH

coepKaHue aKTyallbHOH

HOPMATHUBHO-TIPABOBOM
JOKYMEHTAIHH; COBpEMEHHAs

HayyHas M  IpopeCcCHOHAIbHAs

pacro3sHaBaHHC aJITOPHTMOB

BBITIOJTHEHUS pabot B

npodeCCHOHAIBHOM W CMEXHBIX

00macTax; ONnpeaeineHue METOMIOB

paboTel B IPO(ECCHOHANBHOW H

CMEXKHBIX BEIOOD

coepax;
ornpeneneHne ONTHMAJILHOH
CTPYKTYphl  IUIaHA

3aj1a4y; [OHUMaHHE TOpsAAKa OLEHKH

UL pelIeHHS

pE3yJbTaTOB peLICHHAA 3aga4

npodeCCHOHAIBHON ~ IEATEIPHOCTH;

Bpibop ~ Hambomee  ONTHMAJBHBIX

MCTOYHHKOB uHbOpMaLUH 17
pecypcoB Ul pEIICHHs 3alad |

npo6iieM B POHECCHOHATBHOM H/HIIH

COLIMAJIbHOM KOHTEKCTE;
OpPHEHTHpOBaHWE B  AKTYaIbHOH
HOPMATHUBHO-TIPaBOBOH

JIOKYMEHTAlUH; COBPEMEHHOM
HAy9HOH M TPO(ECCHOHAIBHON
TEPMUHOJIOTHH, MMOHHMaHHE
MICUXOJOTHYECKHUX OCHOB
JIeSTEITbHOCTH KOJIJICKTUBA,
IICUXOJIOTHYECKUX oco0eHHOCTEH
JAUYHOCTH;  BJIajJeHHE  3HAHUAMH
OCHOB paboTel C JIOKyMEHTAMH,

TOJArOTOBKH YCTHBIX H MUCbMEHHBIX

COOOILICHHN; 3HaHHE OCHOB
KOMITBFOTEPHOM IPaMOTHOCTH; 3HAHHE

MpaBuJl HANTMCAHUA H IIPOU3HOIIEHHA

Ornenka
pe3y/IbTaToB
BBIIOJTHEHHSA
NPaKTUYECKHX
pabor.

Orenka
BBITOJIHEHHUSA
CaMOCTOSATEIbHBIX
pabor.

Tecr.

YCTHBIN OIpoC.
[T1uceMEHHBIH

ompoc.
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TEPMHHOJIOTHS, BO3MOKHBIE
TPAaeKTOPUH MPO(ECCHOHATHEHOTO
pasBUTHA ¥ CaMOOOpa3oBaHHUA
[ICHXOJIOTAYECKUE OCHOBBI
JIEATETbHOCTH KOJIJICKTHBA,
[ICHXOJIOTHYECKHE  OCOOEHHOCTH
JMYHOCTH, OCHOBBI  IPOEKTHOH
JESTeTbHOCTH

0COOEHHOCTH  COLHAIBHOTO M
KYJIBTYPHOTO KOHTEKCTa; IpaBHJIA
obopmieHHs ~ JOKYMEHTOB  H
IOCTPOEHHS YCTHBIX COOOIICHHH.
rPaMOTHO H3J1araTh CBOM MBICIIH U
odopmIIsATh JIOKyMEHTBI o
npodecCHOHATBHOH TEMaTHKE Ha
rocy1apCTBEHHOM SI3BIKE,
NpOSBISTh  TOJEPAHTHOCTE B
paboueM KOJIJIEKTHBE
COBPEMEHHEIE cpeacTBa H
yCTpOMCTBA UH(pOpMATU3ALINH;
MopsAOK WX  IPUMEHEHHS H
nporpaMmHoe  obecriedeHHe B
npodeCCHOHAIBHOM JeATEIbHOCTH
MpaBUiia MOCTPOEHHs MPOCTBIX H
CJIOKHBIX NPeIIoKEHHI Ha
npodeccuoHaIbHBIE TEMBI;

OCHOBHBIE OOIIEYIIOTPEOUTETBHBIE

I'J1arosbl (6prroBas U
npodeccnonanbHas JIEKCUKA);
JIEKCHYECKHH MHHUMYM,
OTHOCSIUHCS K OITHCAHHIO

NPEIMETOB, CPEJICTB U TPOLECCOB
npodeCCHOHAIBHON AESTEIBHOCTH;

0COOEHHOCTH IIPOU3HOILICHHA,;

CIIOB, B T.4. M Mpo(decCHOHAIBHOH

JIEKCHKH.
3HaHue dbopm NePBHYHEIX
OyXranTepckux JIOKYMEHTOB,

COIIEpPXKaHUSI TAaKOM JTOKYMEHTALHUH,
MOHMMaHHe crenudukn paboTel C
MepPBUYHBIMH OyXraJTepCKUMHU

JIOKyMEHTaMHU
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npaBuiIa YTEHUS TEKCTOB
npobeccCHoHATbHOH
HAIPaBJIEHHOCTH obmue
TpeGoBaHUA K OyXrajaTepCKoMmy
y4eTy B YaCTH JOKYMEHTHPOBAHHS
BCEX XO3SHCTBEHHBIX NEHCTBUH H
orepaluu;

MOHATHE NepBUYHOM
OyXranTepcKOn JOKYMEHTALMH,
oIpeieIeHue MepBUYHBIX

GyXralITepcKuX JIOKyMEHTOB;

b opMel MepPBUYHBIX
OyXraiaTepCKHuX JIOKYMEHTOB,
coZiepKaIMX o0s3aTeapHbIC

PEKBH3HUTHl NEPBMYHOrO Y4YETHOIO
JIOKYMEHT4;

TIOPA/IOK NPOBEJIEHHs MPOBEPKH
MEePBUYHBIX OyXranaTepcKux
JOKYMEHTOB, (hopMaTbHOM
MPOBEPKU TOKYMEHTOB, MPOBEPKH

[0 CYIIECTBY, apH(METHYECKOH

[IPOBEPKH;
TPUHLIMIIBI 17 NPU3HAKH
IPYIIUAPOBKH HEPBUYHBIX

OyXranTepcKuX JOKYMEHTOB;
TMOpPAIOK IPOBEJIEHUS TaKCHPOBKH
U KOHTHPOBKH HePBUYHBIX
OyXraJTepcKuX JOKYMEHTOB,
TOPSA/IOK COCTABJIEHHsSI PErucTpoB
GyXranTepcKoro yd4era;

npaBWia U CPOKM  XpaHEHHA
HepBUYHOM OyXranTepcKon

JTOKYMEHTaIUH
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rB pe3ynbTaTe OCBOEHHUSA
JIACLATITHHEI 00yJaromMUHCs
JIOJDKEH yMeHntb:

pacro3HaBaTh 3aj1a4y u/nnn
npobieMy B TPO(ECCHOHATBHOM
W/WIA  COLMAIBHOM  KOHTEKCTE,
AHATM3UPOBATH  3ajady  W/WIH
npobieMy W BBIICIATH eé
cOCTaBHBIE YacTH; ONpPENeiTh
STanbl pelieHHs 3aJa4yu; BBIABIATH
%} 3G HeKTUBHO HCKaTh
MHGMOPMALHIO, HEOOXOMUMYIO LA

pelleHus 3a1a41 U/HITH po0IeMBI,

COCTaBUTh TUIaH JIEUCTBHSA;
ONpEeICIIUTh HeoOXoIMMbIe
pecypcehl;

BIAZeTh AKTyaJbHBIMM METONaMH
paGoTel B IPOGECCHOHATBHOH H
CMeXHBIX cdepax; peann3oBaTh
COCTaBJICHHBIM ILIaH; OLCHHBATh
pesyabTaT M TOCHEACTBUS CBOMX
neicTBUi (CaMOCTOATENBHO WM C
[IOMOILBIO HACTABHUKA)

OIPEIENATD 3ajJauyd [JId  IIOHCKa

HHGOpPMAILIUH, onpeAenaTh
HeoOXO0MMBIE HUCTOYHHMKH
uHpOpMALIHH, IJIAHUPOBATh

MpolLEeCC TIOUCKA; CTPYKTYpHpOBaTh
MOJIy4aeMyto UH(OPMALIUIO;
BBIIENATh Haubosee 3Ha4YUMOE B
nepeyHe MHOOPMALNH; OLEHHBATH
IPaKTHYECKYTO 3HAYMMOCTh

pe3y/IbTATOB IOMCKA; O(QOPMIIATE

pe3yIbTaThl TTOHUCKa

BIIAJICHHE AKTYalbHBIMH METOIaMH
paboThl B NpoeCCHOHATBHON U
cmexubix  cdepax;  dddexTHBHOE
BRISBJIEHME M IIOMCK HH(OpMalHH,
COCTABJIEHME ONTHMAJIBHOTO IIIaHA
JeicTBUH, aHATH3 HEOOXOAUMBIX VI
BHITOJIHEHUS ~ 3aJaHMsA, PECYpCOB;
OCYIIIECTBIEHHE HCCIIEI0BATEIbCKOH
JeATEIIbHOCTH, IPUBOAALIEN K
ONTHMAIIEHOMY pe3yibTaTy;
JIEMOHCTpAllAs THOKOCTH B OOIICHHH
C KOJUIETaMH, PYKOBOJICTBOM,
NOMYAHEHHBIMH W 3aKa34MKaMH;
IpHMEHEHHE CpeAcCTB
HH(GOPMALMOHHBIX TEXHOJIOTHH JULA
pemenus mpodeCCHOHANBHBIX 3a1a;
3 heKTHBHOE UCIIOIb30BaHUE
COBPEMEHHOI0 IpOrpaMMHOTO
obecrieueHus; KpaTko M HETKO
dopmyIupoBaTh CBOH MBICIIH,
W3jaraTb ~ MX  JOCTYINHBIM U
noHuMaHus crnocobom; dddexTHBHAS
pabora c MepBUYHBIMH

OyXrajTepCKUMH JIOKYMEHTaMH

O1eHka
pe3y/IbTaToB
BBINOJIHEHHSA

IPaKTHYECKHX

pabor.

OueHka
BBITIOJTHEHHS
CaMOCTOSITEIbHBIX
pabor.

TecT.

VeTHBIH 01poc.
[TucEMEHHBIN

OIIpoc.
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| onpenensTh aKTyanbHOCTb
HOPMATHBHO-NIPaBOBOH

JOKyMEHTAln! B
npoheCCHOHATLHOH JIEATENIbHOCTH;
MPUMEHATH COBPEMEHHYIO
Hay4HYIO npodeccHOHATBHYIO
TEPMUHOJIOTHIO; ~ ONMpENeATh H
BBICTpanBaTh TPAacKTOPHH

MPO(hEeCCHOHANBHOTO  Pa3BUTHA U

camo00pa3zoBaHus
OpraHu30BbIBATH paboty
KOJUIEKTHBA % KOMAaH/IbI,

B3aMMOJICICTBOBATE C KOJUIETaMH,
PYKOBOJCTBOM, KJIHEHTaMH B XOJI€
npo¢ecCHOHABHOM ACATENIBHOCTH
rpPaMOTHO HM3/1arath CBOM MBICIH H
o opMIIATE JIOKYMEHTBI o
npod)ecCHOHATBLHON TEMaTHKe Ha
rocyaapCTBEHHOM S3BIKE,
MpOSIBISATE  TOJNEPAHTHOCTH B
paboueM KOJIEKTUBE

IPUMEHSATh cpencTaa
UH(DOPMAIMOHHBIX ~ TEXHOJOTHH
I peleHus MpoQecCHOHANbHBIX
3aJ1a4; UCIIOJIB30BATh COBPEMEHHOE
IporpamMMHOE 00ecTieqeHne
MOHUMAaTh OOIIMHA CMBICIT HYETKO
TIPOMU3HECEHHBIX BBICKA3bIBaHHH HA
H3BECTHBIE TEMBI
(mpodeccHOHANBHEIE H OBITOBBIE),
MOHMMATh TEKCTBl Ha 0a3oBbIE
npodeccHoHaIbHbIE TEMBI;
yyacTBOBaTh B  JHajorax Ha

3HAKOMBIE obime U
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| mpodeccnonanbHbIe TEMBI;
CTPOHTB MPOCThIC BHICKA3BIBAHUA O
cebe 1 0 cBoeit TpodecCHOHATIBHON
NEATENBHOCTH, KpaTKo
060CHOBEIBaTh U OOBACHAUTH CBOM
NeWCTBUSA (Texymme "
[UTAHUpYEMBIE); MHCATh MPOCTHIC
CBSI3HBIE COOOIIEHUS HA 3HAKOMbIC
17811 UHTEpeCYyHoIIne

npoh)ecCHOHAIBHBIE TEMBI

NPUHUMATh [IPOU3BOJIbHBIE
NEepBUYHBIE OyXranTepckue
JIOKYMEHTBI, paccMaTpHBAEeMBbIC

KaKk TMHACHMEHHOE [10Ka3aTelIbCTBO
COBEPLUECHHA X035MCTBEHHOM
ornepauuu WIH [OJIy4EHHE
paspeleHHs Ha ee MPOBEICHHS;

PUHUMATD TIEpBUYHBIE
GyxrajiTepckue — IOKYMEHTBl ~ Ha
GyMaXHOM HOCUTENIE H (unu) B

BHIE DJJIEKTPOHHOTO JOKYMEHTa,

MOAIMMCAHHOTO 3JIEKTPOHHOH
TIOITHUCHIO;

MPOBEPATH HaIu4yue B
NPON3BOJIBHBIX MEPBUYHBIX
OyXrajTepCcKux JOKYMEHTax

00s13aTENbHBIX PEKBH3UTOB;

IPOBOAKTE (HOPMAIBHYIO IPOBEPKY

JIOKYMEHTOB, IPOBEPKY no
CYILIECTBY, apu(hMETHUECKYIO
MpOBEPKY,

[IPOBOJAMUTH rPYIITUPOBKY
NepBUYHAIX OyXranTepcKux

JIOKYMEHTOB T10 psi/ly TIPU3HAKOB;
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‘T})OBOIIHTB TAKCUPOBKY "
KOHTHPOBKY TIEpBUYHBIX
GyXranTepcKux JAOKyMCHTOB,
OpraHU30BbLIBATH
JIOKyMEHT0000pOT;

pa36upaThcs B HOMEHKIATYPE A€,
3aHOCHUTh JIAHHBIE no
CrpYNIHUPOBAHHBIM JOKYMEHTaM B
perucTphl OyXrajaTepcKoro yaera,
nepenaBaTh nepBUYHBIE
OyxranTepckue — JOKYMEHTBI B
TeKyIImii GyXraaTepCKuH apXuB;
nepenaBaTh NepBUYHBIE
OyxranTepckue — JAOKYMEHTBl B
MOCTOSHHBINA apXuB M0 MCTEUYCHUH
YCTaHOBIIEHHOTO CPOKA XPAaHCHH;
UCTIPaB/IATh OMHKOKH B MEPBHYHAIX

GYXTaJTepCKuX JOKYMEHTaX.
I —— -
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