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1. OBIIASA XAPAKTEPUCTHUKA PABOYEW IIPOTPAMMBI YUYEBHOWM
JUCIHUIIJIMHBI OI1.06 JOKYMEHTAIIMOHHJIOE OBECIIEYEHHUE
YIIPABJIEHUSA

1.1. MecTO TMCUHMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

VYuebnas npucnumianHa J{OKyMEHTaMOHHOE OO0€cledYeHUe YIpaBICHHUS — SBISETCS

00s3aTeNIbHOM ~ YacThl0  OOMIETTPO(ECCHOHATFHOTO  IIMKJIA OCHOBHOM  00pa3oBaTeIbHOM
nporpammbel B cooTBercTBUM ¢ DPI'OC CIIO mo cnenuaneHoctn 38.02.01 DxoHOMHKA U
OyXTaJITepCKHI y4eT (110 OTpacysiMm).

VYuebnas auctumuuHa OIL06  JlokymMeHTalmoHHOE — OOecleYeHUe  yIpaBlICHUS
obecrieunBaeT (hopMHpOBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETCHIIMH TI0 BCEM BHIAM
nesitenbHocTH PI'OC CIIO mo cnenumanbsHocT 38.02.01. DkoHOMMKA M OyXTanTepCKUil yueT
(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. Heﬂb 1 IVIAHUPYEMbI€ pe3yJbTaThbl OCBOCHHUS TUCIHHUIVIMHDBI
B paMKax IporpamMmbl y‘le6H0ﬁ JUCHHUITIINHBI 06y‘laIOIJ_[I/IMI/IC$I OCBAauWBANOTCA CICAYIOIIHNC

YMCHUA U 3HAHUA

Kon Ymenus 3HaHus
I1K, OK
OK 01 pacrno3HaBaTh 3aaqy W/WIH | aKTyaJIbHBIN npodeccuoHaNbHbIHN u
npobieMy B Npo(EeCCHOHATBLHOM | COIMATIBHBIA ~ KOHTEKCT, B  KOTOPOM
u/unn COLIMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHBIE
aHaJTM3UPOBATh 3ajauy W/WIK | AICTOYHUKY MH(QOPMALMK U Pecypehl s

npobjeMy M BbLIENATh €€ COCTaBHBIE
YacTH; ONPEACTATh JTalbl PEIICHUS
3aa4M; BBIABIATh U AI(PPEKTUBHO
UCKaTh HMH(pOpPMAIHIO, HEOOXOIUMYIO
JUIs  pelleHus  3adayd  W/Wim
poOIEMBI;
COCTaBUTh JaH JICHCTBHS,
OTIpENIeIUTh HEOOXOTUMBIE PECYPCHI;

BJIAJICTh

AKTyaJIbHBIMU METOJaMU

pelICHuAd 3aaaq )51 HpO6J’ICM B

MpOPECCHOHAIBHOM W/WJIM  COLIUATIEHOM
KOHTEKCTE;
TOPUTMBI  BBINIOJIHEHUsT  paboT B
poeCCHOHATLHON U CMEXHBIX 00J1acTsX;
MeTOoJIbl paboThl B MpodeccnoHalbHON U
CMEXHBIX c(epax; CTPYKTypy IUIaHa st
peleHust  3ajad;

MOpAA0K OLICHKHU

PE3YyJIbTAaTOB peHICHUA 3aaad




paboTel B Mpo(ecCHOHAIBHOW U

CMEXHBIX  cdepax;  peaau3oBaTh
COCTAaBJICHHBIA  IJIaH,  OILICHUBATh
pe3yiabTaT W TOCIEACTBHS CBOHX

JEUCTBUM  (CaMOCTOSITEIBHO WA €

MOMOIIIbIO HACTABHUKA)

po(hecCHOHATEHOM NI TEILHOCTH

OK 02 omnpenenaTh 3ajadyd Uil [IOMCKa | HOMEHKIIATypa MH(POPMALMOHHBIX
uHpOpMaLnH; OIpEeNeNIATh | HCTOYHUKOB IPUMEHSIEMBIX B
Heo0XO0UMbIE UCTOYHUKHU | TPOPECCUOHATLHON JIeATEeIbHOCTH;
uHpOpPMaLMK; TJIAHUPOBAThH IPOLECC | MPHEMbI CTPYKTYPUPOBAHUS HH(POPMAIINH;
IIOUCKA; CTPYKTYpUpoOBaTh | popmar ohopMiIeHUs pe3yabTaToOB IOMCKa
HOJIy4aeMyo uHpopManuio; | uHhpopMauu
BBIIEIATh Haumbojee 3HAYMMOE B
nepeyHe WHPOpPMALNU; OLECHUBATH
PaKTUYECKYIO 3HaYMMOCTb
pe3yibTaToOB  IOMCKA;  OQOPMIIATH
pe3yJIbTaThl IOMCKA

OK 03 OIpEEIATh aKTyaJIbHOCTb | COJEp)KAHUE aKTyaJlbHOW HOPMAaTHUBHO-
HOPMAaTHBHO-TIPaBOBOM IIPABOBOM JOKYMEHTAllMW; COBPEMEHHAas
JOKYMEHTAlluM B NPOQecCHOHANbHON | HayuHas u npodeccuoHaibHas
JACATCIIBHOCTH, INPUMCHATL | TCPMUHOJIOTHA; BO3MOXHEBIC TPAaCKTOPHUU
COBPEMEHHYIO Hay4yHYI0 | Ipo(deccnoHalIbHOTO pa3BUTHSA u
npoeCCHOHATIBHYI0 TEPMHUHOJIOTHIO; | caMO0Opa30BaHus
OIIPEEIIATh u BBICTPANBATh
TPaeKTOPUH npodeccuoHaIbHOTO
pa3BUTHS U caMO0Opa30BaHUs

OK 04 OpPraHU30BBIBaTh pabOTy KOJIJIEKTHBA | ICUXOJOTMYECKHE OCHOBBI JESITEIbHOCTH
U KOMaHJbl; B3aUMOJICHCTBOBAaTh C | KOJUIEKTHBA, IICUXOJIOTMYECKHE
KOJIJIEraMH, PYKOBOJICTBOM, | OCOOEHHOCTH JUYHOCTH; OCHOBBI
KIIMEHTaMH B Xone HpOGKTHOfI ACATCIIbHOCTHU
npodeccuoHaIbHOM e TeTbHOCTH

OK 05 IPaMOTHO H3JlaraTb CBOM MBICIH U | OCOOEHHOCTH COIMAJIBHOTO U KYJIbTYPHOTO

0hOopMITATH JTOKYMEHTBI o

KOHTEKCTa; MpaBuIIa oopmIiIeHUs




npodecCHOHATBPHONM  TEMaTHKE Ha | JOKYyMEHTOB W IOCTPOEHHSI  YCTHBIX
rOCYJapCTBEHHOM SI3bIKE, TPOSIBIISATH | COOOIICHUH
TOJIEPAaHTHOCTb B pabouem
KOJIJIEKTHBE

OK 09 IPUMEHSITh CPEICTBA | COBPEMEHHBIE CpPEICTBA M yCTPOWCTBA
UH(POPMALIMOHHBIX TEXHOJOTHH Ui | MH(OpMaTH3aIHH; MIOPSAJIOK ux
peleHuss NpoQecCUOHAIbHBIX 33/ay; | IPUMEHEHUs u IIPOrpaMMHOE
UCIIO0JIb30BaTh COBpEMEHHOe | obecrieueHue B NpodhecCHOHAIBbHOM
IPOrpaMMHOE 0OecrieyeHNE JIeSITEIIbHOCTH

OK 10 NOHMMAaTh OOIIMH  CMBICI  YETKO | MpaBHJIa HOCTPOCHUS MPOCTHIX M CIOXKHBIX
IPOM3HECEHHBIX BBICKA3bIBAHUN Ha | MpeIIOXKEeHUH Ha  NpodeccuoHaNbHbIE
U3BECTHBIE TeMbI (Ipo(ecCHOHANbHbBIE | TEMBI; OCHOBHBIE OOIIEYNOTPEOUTENIbHbIE
U OBITOBBIC), TMOHMMATh TEKCTHl Ha | r1arojbl (ObITOBas M TIpodeccuoHaIbHAS
0a3oBble TMPOGECCHOHATBHBIE TEMBI; | JICKCUKA), JIEKCUYECKUI MUHUMYM,
y4acTBOBaTh B JMAJOraxX Ha 3HAKOMbIE | OTHOCAIIMNCA K OINUCAHUIO HPEIMETOB,
o0mue U npodeccuoHaNbHbIE TEMBI; | CPEICTB U MPOLECCOB NMPOo(hecCHOHAIbHOM
CTPOUTH IMPOCThIE BBICKA3bIBaHUS O | AEATEIbHOCTH; 0COOEHHOCTH
cebe W 0 cBoell Mpo(ecCHOHANBHON | MPOU3HOIIEHUS; MMPaBHIa YTCHUS TEKCTOB
NeSITebHOCTH; KPaTKO OOOCHOBBIBATH | MPO(ecCHOHANBbHOM HApaBIEHHOCTH
U OOBSICHUTH  CBOM  JIEHCTBHSA
(Tekylye W IUTaHUpYEMbIe); MHCATh
IPOCThIE CBSI3HBIE COOOIIEHMS] Ha
3HAKOMBIE  WJIM  HMHTEPECYIOLINE
npodecCuOHATbHBIE TEMBI

K 1.1 MIPUHUMATh MPOU3BOJILHBIE | O0IME TpeOoBaHUA K OyXTaaTepcKoOMy
NEpPBUYHBIE Oyxrajtrepckue | yuery B 4HacTU JIOKYMEHTHPOBAHMS BCEX
JOKYMEHTBI, PAcCMAaTPUBAEMbIE KaK | XO3SIMICTBEHHBIX JEHCTBHUI U ONEpaLui;
IIMCbMEHHOE JIOKa3aTeNbCTBO | MOHATHE  MEPBUYHOW  OyXraiarepckoi
COBEpPILIEHUS XO3MCTBEHHOM | JOKYMEHTAIINH;
orepanuu WIH MOJIy4€HHUE | OIPEEeICHUE TMEePBUUYHBIX OYyXTalITepCKUX

pa3pCuiCHud Ha €€ NIPOBCACHUC,
MMPpUHHUMATDH TNCPBUYIHBIC

OyxrajiTepckue JIOKYMEHTBI Ha

JIOKYMEHTOB;
bopmbl OyXranTepcKux

JIOKYMEHTOB, COJIepKallluX 00s3aTeNbHbIE

TICPBUYHBIX




OyMaxHOM HocHTene W (WIH) B BUIE

9JICKTPOHHOI'O JOKYMCHTA,
HOAIMMCaHHOTI'O 3J'ICKTpOHHOI71
IHOAHUCHIO,

MMPOBCPATH HAJIMYUC B IMPOU3BOJIbHBIX

IIEPBUYHBIX OyXranTepcKux
JIOKyMEHTax 00s13aTeNbHBIX
PEKBU3HUTOB;

OPOBOIUTH (DOPMANBHYIO TIPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(MEeTHUECKYIO IPOBEPKY;
HIPOBOJUTH TPYINIIUPOBKY MEPBUYHBIX
OyXraJTepcKux JOKYMEHTOB IO sy
IIPU3HAKOB;

IPOBOAMUTH TAKCUPOBKY U KOHTUPOBKY
HEPBUYHBIX OyXrainTepcKux
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa30buparbcs B HOMEHKIAType Aell;
3aHOCUTh JlaHHBIE 1o
CTPYNIHUPOBAHHBIM  JOKYMEHTaM B
perucTpsl OyXrajaTepckoro y4era,
nepeaaBaTh MEpBUYHbIE
Oyxranrtepckue JIOKYMEHTBI B
TEKYLUI OyXranTepcKuii apxus;
nepeaaBaTh MIEpBUYHbIE
OyxrajTepckue JIOKYMEHTBI B
MIOCTOSIHHBI apXUB 10 MCTEUEHUH
YCTaHOBJIEHHOTI'O CPOKA XpaHEHUS;
UCIPABIATh OIIMOKM B TEPBUYHBIX

OyXTaJITePCKUX JOKYMEHTAaX;

PEKBHU3UTHI NEPBUYHOTO Y4E€THOTO
JIOKYMEHTA;
MOPAIOK MIPOBECHUS MIPOBEPKU

MEPBUYHBIX OYXTaJdTepCKUX JOKYMEHTOB,

dopmanbHOH  TPOBEPKH  JOKYMEHTOB,
MPOBEPKH IO CYLIECTBY, apUPMETUIECKOM
IPOBEPKH;
OPUHONOB M MPU3HAKK  TPYNITUPOBKH
IIEPBUYHBIX OYXTaNTEPCKUX JOKYMEHTOB;
NOPSIOK  MPOBEACHUS TaKCHPOBKH U
KOHTUPOBKH TIEPBUYHBIX OYXTalTepCKUX
JIOKYMEHTOB;
HOPSIIOK COCTaBJICHUS pETHCTPOB
OyXrajaTepckoro y4era;

IIpaBUja U CPOKM XPAaHEHHUs IEPBUYHOMN

OyXrantepckoil JOKyMEeHTAalUH;




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O6beM yueOHOH TUCHMILIMHBI M BUAbI Y4e0HOIi padoThI

Bua yueOHoii padoThl O0bem yacon

O0Bem 00pa3oBaTeJIbHOM MPOrpaMMbI Y4eOHOM TUCIATIIIUHbI 56

B TOM YHUCJIC:

TEOpeTUIeCKoe o0ydeHne 46

IPAKTUYECKHUE 3aHSITUS 10

HpOMe)KyTO‘lHaﬂ aTrecranmus 9K3aMCH




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

HaumenoBaHue Coaep:xaHue yueOHOro Matepuaia u GopMbl OPraHU3aANNH IeSITeILHOCTH 00yYAOIIUXCS Oobem | Koabl
pa3/iesioB M TeM B KOMIeTEeHIHIA,
yacax | (ppopmMupoBaHu
10 KOTOPBIX
crnocod0cTByer
3J1eMeHT
NMPOrpamMmblI
1 2 3
Tema 1. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
BBenenmue. OK 03, OK 09,
1.3HaueHne W coaepKaHWE IUCHUIUIMHBI «J{OKyMEHTalMOHHOE OOECIICYeHHE YIPABICHUS.
JokymeHT u OK 10, [IK 1.1
[ToHsiTHE TEPMUHOB «IOKYMEHT», <«IOKYMEHTHPOBAHHE», «IOKYMEHTAIIMOHHOE obecreueHue | 2
cucrema
yIpaBiIeHUs Y. Y HUPUKAIUS U CTAaHJAPTU3AINH YIIPABICHUYECKUX JOKYMEHTOB.
AOKYMEHTAIUU
Tema 2. Coaep:xanue yueOHOro MaTepuasa OK 01, OK 02,
Oprasu3anmoHHo- OK 04, OK 05,
1. OpranuzanvoHHBIE JOKYMEHTBI — yCTaB, y4YpeIUTENbHBIE JIOTOBOp, TOJOXKEHHE.
pacnopsiiuTeIbHbIE OK 09, OK 10,
PacniopsinuTensHble JOKYMEHTHI — MPHUKa3, PaclopsHiKeHUe, yKa3aHue, OCTAaHOBJICHUE, pEeIIeHuE,
JOKYMEHTbI 6 K 1.1

MHCTPYKLUSA, IPOTOKOJ.

2. CnpaBouHO-UHQOPMAIIMOHHBIE  JOKYMEHTBI:  CiIy)XeOHas 3amucka, OOBsSCHUTENbHas

3aIllMCKa, aKT, CIIpaBKa, CJIY)KC6HLIC nucCbMa




B ToM 4nciie, NpaKTHYeCKUX 3aHATHII U JJa00PAaTOPHBIX padoT

IIpakTuyeckoe 3ansitue. CoctaBineHue U 0HOPMIICHUE PACTIOPIKEHHS

Tema 3. Coaeprxanue yueOHOro MaTepuasa OK 02, OK 04,
Kanposas OK 05, OK 09,
1.JlokyMeHTUpOBaHHE TPYIOBBIX NpaBooTHOmEHUH. CocTaB M OCOOCHHOCTH O(GOPMIICHUS
AOKYMEHTAIUA OK 10
JIOKYMEHTOB I10 JINYHOMY COCTaBY.
2.KommiekroBanue gu4HOro naena. ABrooworpadus. Pestome. 3asBieHue o mpueme Ha padoTy.
IIpukassl O IMYHOMY COCTaBY.
B Tom yunciie, npakTHYeCKNX 3aHATHII U J1a00PAaTOPHBIX padoT
IIpakTnueckoe 3ansaTue. OpopmiieHHE IPUKA30B 110 JIUYHOMY COCTaBY.
IIpakTnyeckoe 3ansiTue.OdopmieHne cipaBoK, JOKJIAIHOW U CITyKeOHOW 3aITMCKH, aKTa.
IIpakTnueckoe 3ansaTue. OpopmiieHHE TPYAOBOTO J0roBOpa, IMpHUKa3za O MpHEMe Ha padory,
odopmIIeHHE TPYIOBOI KHUKKH.
Tema 4. Coaep:xanue y4eOHOro MaTepuasa OK 01-05,
HorosopHo- 1.Ilonsitust moroBopa. Busl 10roBopoB. OK 09, OK 10
npaBoBas 2.IlpaBuna odopmieHUs IPETEH3UOHHBIX nHceM. PopMyIIsip UCKOBOTO 3asiBICHUS, TPeOOBaHUS K
AOKYMEHTAIUSs ero o(popMIICHUIO

B ToMm 4nciie, NpaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT

IIpakTnyeckoe 3ansiTue. OpopmieHUe T0roBOpa KyIIH-TIPOJaKu

10




Tema 5. Coaeprxanue yueOHOro MaTepuaa OK 01, OK 0.2,

IMoustue OK 04, OK 0.5,
1.CocraB u yueT oObeMa JOKYMEHTOOOOpOoTa mpeAanpustuil. Opranusamnus paboThl C BXOJSIIEH,

JOKYMEHTO0000poTA, . . . OK 09, OK 10,
UCXOJSIICH U BHYTPECHHEH TOKyMEHTaIUEH 4

perucrpanus [K 1.1
2. ba3pl maHHBIX UIg XpaHEHUs NOKyMEeHTOB. Paborta ¢ 3ampocamu. Pabora ¢ 3nekTpoHHBIMU

JOKYMEHTOB
JOKYMEHTaMHU.

Tema 6. Coaeprxanue yueOHOro MaTepuasa OK 01-0.5,

Opranusanusi OK 09, OK 10,
1.Homenkmarypa aen. MHAUBHIyalTbHBIC, CBOIHBIC, IPUMEPHBIC W TUIIOBBIC HOMEHKIIATYPHI JEIT.

ONepPaTHBHOIO " 4 K 1.1
2.IloaroToBKa M TOPSAOK Tepenavyd Jell B apXuB. 3aKOHOAATENbHBIE aKThl W HOPMAaTHUBHO-

apXHBHOTI'0
METOJIMYECKUE IOKYMEHTBI TI0 apPXUBHOMY XPaHEHUIO JOKYMEHTOB.

XpaHeHust

JOKYMEHTOB

[Ipome:xxyTOoUHASI ATTEeCTALUSA 2

Bcero: 56
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3. YCJOBUS PEAJIU3AIIMHU ITPOTPAMMBI YYEBHOM AU CIHUILIAHBI

3.1. JIns peanuzanuu nporpaMMbl y4eOHON AMCHUIUIMHBI MPETYCMOTPEHO CleNyollee
CHelMaibHOE TMOMEUIeHHEe: KaOuHeT «J/{OKyMEeHTalMOHHOTO O00ecreueHusl YIpaBICHUSY,
OCHAIIIEHHBIH 000pYJOBaHUEM: MOCAJOYHBIE MECTa MO KOJUYeCTBY oOyuarommxcs, pabdouee
MECTO IpenoJiaBaTes, 10CKa, CTEHAbI, AUJIaKTUUYECKUN MaTepHall, TEXHUYECKUMHU CPEeICTBaMU

00y4YeHHs: KOMITBIOTEPHL, MYJIbTUMEIUHHOE 000PYI0BaHHE, TPUHTED.

[Tomemienust s caMOCTOATENbHON pabOThl 00y4YarOIUXCsl AOHKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHOH  TEXHUKOH C  BO3MOXXHOCTBIO  TOJKIIOYCHHS K  HWH(OPMAIMOHHO-
TEeJIEKOMMYHUKAIIMOHHOW ceTu "MHTepHer" u oOecreyeHueM J0CTyna B 3JIEKTPOHHYIO

nH(}OPMaILMOHHO-00pa30BaTENbHYIO Cpeay 00pa30oBaTeNbHOM OpraHnu3aiuuu (Mpy HATUYUH).

Hepequb O6OPYHOB3HHﬂ HE ABJIACTCA OKOHYATCIIBHBIM MW MOXET HW3MCHATHCA B
COOTBETCTBUH € OCOOEHHOCTSIMU O6p8.30B3TCJ'IBHOI>i OpraHu3aiuu. HaanMep, BO3MOXXHO

JIOTIOJTHUTEIbHOE OCHAIIICHHE IPUHTEPOM WIIA MHBIM TEXHHUYECKHM CPEJICTBOM.
3.2. AudopmanmonHoe odecrevyeHHe peajsnu3aiui MporpaMmbl

s peanuzanuu MporpaMMbl OUOIHOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JOJIKEH UMETh TIeYaTHbIC U/WIK 3JIEKTPOHHBIE 00pa3oBaTelbHble U HH(POPMALIMOHHBIE PECYPCHI,

PEKOMCHAYCMBIX AJId UCITOJIB30BAHUS B 06p330BaTCJ'IBHOM mponecce

3.2.1. IleyaTuble U3TAHUA

1. bapuxun, A. b. Kanposoe nenonpousBoactso. IIpaktuueckoe mocobue / A.b.
bapuxuH. - M.: Kanxnsiit mup, 2017.

2. Bacakxos, M.I. [lokymeHTanmonHoe obdecreuenne ynpasienus / M.U.bacakos. - M.:
KunoPyc menua, 2017.

3. Kupcanoa, M.B., Akcenos, FO.M. Kypc nenonpoussoacrsa. — M.: UHOPA-M;
Hoocubupck: Cubupckoe cornamenue, 2014.

4. Kyznenos, U.H. JlokymeHTanmonHoe obecrieueHue ynpasieHus. JJoOKyMeHTO000pOT
U JeIOoNpon3BOACTBO: YueOHuK u npakTukym / M.H. Ky3nenos. - JIro6epust: FOpaiit, 2016.

5. [Ilanacenko, FJ.A. [lenonpous3BOACTBO:  JOKYMEHTAllMOHHOE  oOecredeHue
ynpasieHus: Yuebnoe nocodue / F0.A. ITanacenxo. - M.: U1 PUOP, HUL] UH®PA-M, 2013.

6. Pympmmnaa, JI.A. JlokyMeHTanoHHOE oOecriedeHue ympasieHus. — M., OUI]

«Axagemus», 2014,
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3.2.2. DeKTpOHHbIe U31aHUA (JIEKTPOHHbIE pecypchbl)

1. Kynéra, E.}O. JlokyMeHTanmoHnHoe oOecrneueHue ympasieHus. — M., Axagemus —
Memua, 2014.

2. [Ilmenko, A.B., J[oponumna JLA. wu np. JlokyMeHTanmMOHHOE OOECIeUYCHHE
ynpasienus. — M., Akanemus —Menua, 2015.

3. CnpaBounas npaBoBas cucrema «KoncynpranT miroc»:http:// www.consultant.ru

4. CnpaBouHnas cuctema «l apanty. http://www.aero.garant.ru

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH
1. Kypnan «/lenonpon3BoacTBO».
2. Kypnan «Cekperapckoe Jeno».

3. XKypnan «YmpaBieHrue NepcoHaIOM.

3.2.4. HopMaTuBHbBIE 10KYMEHTbI

1. ®enepanbubiii 3akoH "O0 snexkrponHOM moanucu" ot 06.04.2011 N 63-D3.

2. ®enepanbublii 3akoH "OO0 wuHpOpMayK, WHOOPMAIUOHHBIX TEXHOJOTHSIX H O
samute uHGopmarmu” ot 27.07.2006 N 149-03

3. TOCT P 7.0.8-2013. HammonanpHbIi cTangapt Poccuiickoit @eneparnuu. Cucrema
CTaHJApTOB MO WMH(poOpMalnuu, OMOIMOTEUHOMY M M3JAaTEIbCKOMY feily. JleIornponu3BOACTBO U
apxuBHoe neno. Tepmunsl u omnpenenenust (yrB. Ilpuxaszom Poccrangapra ot 17.10.2013 N
1185-cT)

4, TOCT P 6.30-2003. YuudumnupoBanHas cucremMa JIOKYMEHTaIIUH.
YHUGHUUIMpPOBaHHAs CUCTEMA OPraHU3allMOHHO-PACTIOPIIUTENbHON TOKyMeHTauuu. TpeboBaHue
K 0OpMJICHHIO JOKYMEHTOB. YTBEpKIeH moctaHoBleHueM ['occranmapra P® ot 03.03.2003

No65-ct. — M.: U3n-Bo crangaptos, 2003.
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4. KOHTPO.Ib
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/
COIIMATILHOM KOHTEKCTE;

QITOPUTMBI BBIIIOJIHCHUS PabOT B
npopECCUOHATIPHON M CMEXHBIX
001acTIX;

MCTOABI pa6OTBI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOpPAOOK OILICHKU

CTPYKTYpy IUIaHa IS

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

JOKYMCHTAIUU, COBpCMCHHAA

paciio3HaBaHUEC AJIrOpuTMOB

BBITIOJTHEHUS pabot B

npoeccCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIpeCaACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIIBHOMN

IJtaHa  OJIA

CTPYKTYPBI

3a/la4; IMOHHMAaHUC IIOpAAKa OLCHKH

PCUICHUA

PE3YyJIbTAaTOB PCUICHUA 3aJa4

npoecCHOHAIEHON ~ JEeSITENbHOCTH;

BbIOOp  Hambosiee  ONTHUMAJIBHBIX

HMCTOYHHKOB I/IH(I)OpMaI_[I/II/I u
pecypcoB il peIICHHUA 3a4ad H

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 paboOTBl C JIOKYMEHTaMH,

IMOATOTOBKN YCTHBIX W IHMCBMCHHBIX

COOOIIIEHHNI]; 3HaHWUE OCHOB

KOMHLIOTCpHOfI rpaMOTHOCTH, 3HAHUC

OrneHka
pe3yabTaToOB
BBIIIOJTHCHUS
MIPaKTUYECKHUX
pador.

OrnecHka
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHbIi onpoc.
IInceMeHHBIN

orpoc.
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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  COIMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; IMpaBHJIa
odopmIIeHUS JIOKYMEHTOB u
MOCTPOCHUS YCTHBIX COOOIICHUH.

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

paboueM KOJIIIEKTHBE

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

pohecCHOHANBEHOM NesTENbHOCTH
MpaBUJia MOCTPOCHUSI MPOCTHIX H
CJIOKHBIX

NPEeJI0KEHU N Ha

npoQeCCHOHAIIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTpEOUTEIbHbIE

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

NPEJIMETOB, CPEICTB M IPOLIECCOB

IpaBHUJI HATMCAHUA U MPOHU3HOIICHHUA

CIOB, B T.4. M TNpo(ecCHOHANbHOU

JICKCHKH.
3HaHUe bopm MEPBUYHBIX
OyXraiaTepcKux JIOKYMEHTOB,

colepkKaHus TaKOW JIOKYMEHTAallWH,
MMOHUMaHUE crHenuduKu 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;

MOHSTHE MIEPBUYHOMN
OyXxraiatepckoi T0KyMEHTAlUH;
omnpeaeieHue MIEPBUYHBIX

6yXl"aJ'ITCpCKI/IX JOKYMCHTOB,

dbopmbl MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
CoJIeprKaIInX o0s3aTenbHbIC

PEKBHU3UTHI NIEPBUYHOIO YYETHOIO
JIOKYMEHTA;

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

0 CYIIECTBY, apu(pMeTH4ecKon

IIPOBEPKHU;
IIPUHIIMIIBI U IpU3HAKU
rPYHIIUPOBKU MEPBUYHBIX

OyXTaJITEPCKUX JTOKYMEHTOB,;
MOPSIOK TPOBEJACHUS TaKCHPOBKH
u KOHTHPOBKH MEPBUYHBIX
OyXTaJITEePCKUX JTOKYMEHTOB,;
MOPSIZIOK COCTABJICHHUST PETHCTPOB
OyXTaJTepcKoro y4era,

ImpaBujia n CpoKH XpaHCHUA
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NEPBUYHOMN OyXranTepckoit

JOKYMEHTALlUU

B pe3yabrare OCBOEHUS | BIQJICHUE aKTyaJlbHbIMM MeToaaMu | OueHka
JUCHUTITUHBI oOyuaronuiics | paboTel B  MPOPECCHOHATBHONW U | Pe3yJbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BHIITOIHEHHUS
pacrio3HaBaTh  3a7ady  W/WIM | BBIABICHME W IIOUCK WHGOpMAlMH, | IPAKTUUYECKUX
npobiemy B Npo(decCHOHAIBHOM | COCTABJICHHWE ONTHUMAJIBHOTO TIUIaHa | pador.

W/WIM  COLMAIBHOM  KOHTEKCTE; | NEHCTBUM, aHAIN3 HEoOXoauMbIX Uit | OueHka
aHaM3UpOBaTh  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(pOpMaIKI0, 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
pe3yapTaT M IOCIEICTBUS CBOUX
JeicTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIBIO0 HACTAaBHUKA)

OonpeaAciiATb 3aJavyu JId TOUCKa

uH(pOpMaIINK; OTIpEeETSATh
HE00XOaIUMBIE HCTOYHUKHU
nH(pOpPMAIINH; TJIAHHPOBATh

IIPOLIECC TTOUCKA; CTPYKTYpUPOBATh

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

C KOJlJI€raMuy, PYKOBOACTBOM,
IIOJYNHCHHBIMHU u 3aKa34ynuKaMH,
IIPUMCHCHUC CpCaAcCTB

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

peuicHuAd HpO(i)CCCI/IOHaJ'IBHBIX 3aJa4,

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

MMOHUMaHUs crocoboM; 3P deKTrBHAs
pabora c NEPBUYHBIMHU

6yxraJITCpCKI/IMI/I JAOKYMCHTaMU

YcTHBIN ompoc.
[TucemeHHbIM

OTIpoc.
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M0JIy4aeM Y0 uH(pOpMaIHNIO;
BBIICTIATh HauOoliee 3HAYUMOE B
nepevyHe WHQPOpPMaIUU; OLICHUBATh
NPaKTUIECKYIO 3HAYHUMOCTb
pe3yJbTaTOB TMOUCKA;, OGOPMIIATH
pe3yJIbTaThl TOUCKA

OTpeNneNsTh aKTyaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JOKYMCHTAIIUU B
npoecCHOHATTLHON JeSTeNLHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO PO eCCHOHATLHYIO
TEPMUHOJIOTHIO;  ONPEACISITh U
BBICTPAUBATh TPaeKTOPUHU

MPOPECCHOHAIBHOTO Pa3BUTUS U

CaMOO6pa3OBaHI/I$I
OpPraHru30BbLIBATH pa60Ty
KOJIZICKTHUBa u KOMaH/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,
OPOSIBIATE  TOJIEPAHTHOCTH B
paboueM KOJIIIEKTHBE

MPUMEHSITh cpeacTBa
UH(POPMALIMOHHBIX TEXHOJIOTH
JUISL petieHuss mpoQeCcCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
nporpaMMHoOe oOecrieueHue

IIOHUMAaThb 06]].[1/1171 CMBICJI YCTKO
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MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
H3BECTHBIE TEMBI
(mpodeccuoHambHbIe 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 mpodhecCuoHaATLHOM
JIEATENBHOCTH; KpaTKO
00OCHOBBLIBATh U OOBICHHUTH CBOM
JIEUCTBUS (Tekymue u
IUTAHUPYEMBIC); IHCaTh MPOCTHIC
CBSI3HBIC COOOIICHMS HA 3HAKOMBIC
WA UHTEPECYIOIINe

HpO(i)CCCI/IOHaJ'IbeIe TCMBI

IMPpUHHUMATDH IIPOU3BOJIBHBIC
IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTHI, paccMaTpuBaeMble

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

MPUHUMATH MEepPBUYHBIE
OyxraJITepCcKhe  JOKYMEHTBHl  Ha
OyMaxxHOM HocuTene W (WiM) 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, apudmeTnyecKkymo
IIPOBEPKY;

MIPOBOJIUTH TPYIIIUPOBKY
MEPBUYHBIX OyXraiatepckux

JIOKYMEHTOB I10 PsIly IPU3HAKOB;
IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY IIEPBUYHBIX
OyXraJTepCKUX JOKYMEHTOB;
OpraHU30BbIBATH
JIOKYMEHTOO000POT;

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

OyXTaJITEPCKUX JOKYMEHTAaX;
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