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1. ObIIAA XAPAKTEPUCTHUKA MMPUMEPHOM PABOYEN ITPOTPAMMBI
YYEBHOU JUCIUIIJIMHbI «TJOKYMEHTAIMOHHOE OBECIIEYEHUE
YIIPABJIEHU S

1.1. MecTo IMCHMIIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOM POrPpaMMBbI:
VYyebnas nucuurimHa «JJokymMeHTalmoHHOEe oOecrieueHre yNpaBlIeHUs» SBISETCA

obmenpodeccuoHaTEHOTO OCHOBHOU

oOpazoBaTenbHOM mNporpammbl B cooTBeTcTBUU ¢ PI'OC mo cnenmanbHocTr 38.02.01

DKOHOMUKA U OyXTrajaTepCcKuil yyer.

00s13aTEeIbHOM  YacCTbIO HUKJIA [PUMEPHOM

YuebHas  aucuuriiHa — «JloKyMeHTalmoHHOE  OOecCIieueHUE  YIpPaBJICHUS»
obecrnieunBaeT (GopmHupoBaHuEe MPOGECCUOHAIBHBIX W OOIIMX KOMIIETCHIIMM IO BCEM
Bujaam jaesteabHoctd PI'OC nmo cnerumansHocTy 38.02.01. DKoHOMUKA M OyXTalITepCKUi
yYeT.

Oco0oe 3HaueHue NUCHUIUTMHA uMeeT npu dopmupoBanun U passutau OK 01-05,

09,10, IIK 1.1

1.2. He.ﬂb ! INIAHUPYEMbIC PE3YJIbTAaThI 0CBOCHUA NHCHUIIJIUHBI:
B PpaMKax IIporpaMMbI y‘-I€6HOﬁ JUCHHITIINHBI O6y‘-IaIOHlI/IMI/IC5I OCBAHUBAIOTCA YMCHH:A
W 3HAaHU:.

Kon Ymenus 3Hanusn

IIK,

OK

K IPUHUMATh TPOM3BOJIbHBIE MEPBUYHBIE | OOIIME TpeOOBaHUS K OYyXTajaTepCKOMYy YYeTy B

11 OyxranTepckue JIOKYMEHTBI, | YaCTH JOKYMEHTUPOBAHHUSA BCEX XO3AMCTBEHHBIX
paccMarpuBaeMble  KaK  IMCbMEHHOE | JEHCTBHU M ONEpaLuil;
JI0Ka3aTeNIbCTBO COBEPILECHHUS | ITOHATUE NIEPBUYHOU OyXranTepckoit
XO03AMCTBEHHOU onepanuu WU | JOKYMEHTALIUU;
MOJIyYEHHUE paspeuieHus Ha ee | onpeneneHue MIEPBUYHBIX OyXrajnTepcKux
IIPOBE/ICHUE; JIOKYMEHTOB;
NPUHUMATh MEepBUYHbIE Oyxranrepckue | popMbl MEPBUYHBIX OYXralTepCcKUX JIOKYMEHTOB,
JOKYMEHTbl Ha OyMa)KHOM HOCHTEJE U | COAEpKAIIUX o0si3aTenbHbIE PEKBU3HTHI
(unM) B BHUJE JIEKTPOHHOIO JIOKYMEHTA, | IEPBUYHOIO YYETHOTO JOKYMEHTA;
MOANMCAHHOIO 3JIEKTPOHHOM MOAIUCHIO; | OPSAJOK  IPOBEIEHUS  IPOBEPKU  MEPBUYHBIX
IPOBEPATh HAIWYUE B MPOU3BOJBHBIX | OyXTalTepCKUx JIOKyMEHTOB, dbopmanbHOI

HNEPBUYHBIX OyXTalTepPCKUX IOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;

OpOBOJIUTH  (OPMAJbHYIO  NPOBEPKY
JOKYMEHTOB, TPOBEPKY II0 CYIIECTBY,
apu(METHUECKYIO ITPOBEPKY;

NPOBOJIUTH TPYNIHPOBKY TEPBHYHBIX
OyXraaTepckux JIOKYMEHTOB IO pAIY
NIPU3HAKOB;

IPOBOJIUTH TAKCHUPOBKY U KOHTHPOBKY
NEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB;
OpPraHU30BBIBAThH IOKYMEHTOO0OPOT;

NIPOBEPKH JOKYMEHTOB, MPOBEPKH MO CYIIECTBY,
apudmeTrnyecKoil MpoBepKH;

NPUHIUIBI U TPU3HAKUA TPYIIUPOBKU MEPBUYHBIX
OyXranaTepcKux JIOKyMEHTOB;

MOPSIOK TIPOBEIECHUS! TAaKCUPOBKM U KOHTHPOBKH
MEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB;

MOPSIOK COCTABJICHUSI PETUCTPOB OyXIralTepCKOTro
yuerTa;

npaBujga M CPOKHM  XpaHEHHS
OyXranatepckoil TOKyMeHTaluu;

NIEPBUYHOU




pa3duparbcsi B HOMEHKIIATYpe Jed;
3aHOCUTH JaHHBIE 110 CIPYNIHPOBAHHBIM
JOKyMEHTaM B pEerucTpsl
OyXrajTepckoro y4era;

nepeaaBarb IMEpBUYHBbIE OyXraiaTepckue
JOKYMEHTBI B TEKYHIMH OyXTanaTepCcKHii
apxuB;

nepesaBaTh IEPBUYHbIE OyXTralTepcKue
JOKYMEHTbl B IIOCTOSHHBIA apXuB IIO

HNCTCUYCHNU YCTAaHOBJICHHOI'O CpoOKa
XPaHCHUA,
HCIIPABJIATH OIIMOKH B NEPBHUYHBIX

OyXrajaTepcKkux JOKyMEHTax;

OK 1. | pacnio3HaBath 3a1ady W/ Wi NpoOsieMy B | aKTyaJbHbIH NpPO(eCcCHOHANBHBIA M COLUAIbHBIN
npodeCCHOHATHPHOM H/WIH COLMAIBHOM | KOHTEKCT, B KOTOPOM MpPHUXOJUTCA paboTaTth U
KOHTEKCTE; aHAIM3UPOBATh 3a/1auy W/WIM | )KUThb, OCHOBHBIE HCTOYHUKHM HUHPOpMALUU U
npobieMy ¥ BBIICHATH €€ COCTAaBHBIC | peCypChl Ul pEUIeHHs 3aJad W [podiieM B
YacTH; ONpEeAENATh JTalbl peleHUs | MPo(hecCHOHATBHOM U/WIN COLMAIbHOM KOHTEKCTE;
3a[a4u; BBIABIATH U 39()()EKTUBHO UCKATH | aTOPUTMBI BBITIOJTHEHUS pabot B
UH(pOpMaLHIO, HEOOXOIUMYI0  JUIsl | IpO(ecCHOHATBbHOM M CMEXKHBIX 00JIACTSIX; METO/IbI
pelIeHus 3a1a41 U/Wii Ipo0IeMBl, paboThl B IpoeCcCHOHATBFHON U CMEXHBIX chepax;
COCTaBUTh IUIaH JEHCTBUA; ONPEACTUTH | CTPYKTYpY IJIaHa AJs pelleHHs 3ajad; MOpsAIoK
HEO0XOIMMBIE PECYPCHI; OLICHKHU pe3yIbTaToB pereHus 3amad
BJIAJICTh aKTyaJlbHbIMU METOoAaMH | IpoeCCUOHATIBHOMN 1A TETbHOCTH
paboTel B MPOPECCHOHATBHOH U
CMEKHBIX chepax; peaan30BaTh
COCTaBJICHHBIN MJ1aH; OILICHMBATH
pe3yiabTaT W MOCIEJICTBUS  CBOUX
neicTBUil  (CaMOCTOATENBHO WM €
MOMOIIBIO HACTAaBHUKA)

OK 2. | ompenensiTb ~ 3agaydl Uil TIOMCKAa | HOMEHKJIATYpa WH(GOPMAIMOHHBIX HCTOYHHUKOB,
UH(pOPMAaLINK; ONPENEeNsITh HEOOXOAUMBbIE | TPUMEHSEMBIX B npodeccuoHaIbHON
UCTOYHUKHA WH(POPMANWH; TUIAHUPOBAThH | NESTEIHHOCTH; IpUEMBI CTPYKTYPHPOBaHUS
mpolecc  MOMCKAa;  CTPYKTypupoBaTh | uHGopMauu; ¢opmar ohopMIIEHUs pe3yabTaToOB
MoJIyyaeMyto HH(OPMAaILNIO; BBIIEIATH | OMCKA MHPOPMAIUH
HauOojee  3HAUMMOE B  MEpevHe
WH(POPMAIINH; OLIEHUBATh MPAKTHYECKYIO
3HaYUMOCTh  pe3yJbTaTOB  IIOMCKa,
0hOpPMIIATH PE3yIIbTaThI MONUCKA

OK 3. | onpeniensiTh aKTyaJbHOCTh HOPMAaTHBHO- | COJIEP’KaHHE AaKTyaJlbHOW HOPMAaTHBHO-TIPABOBOM
IPaBOBOU TOKYMEHTAITUH B | JOKYMEHTAI[MM;  COBpPEMEHHas  Hay4dHas |
npodeccuoHaIbHON NesITeIbHOCTH; | Mpo(ecCHOHANbHAsT TEPMHUHOJIOTHS;, BO3MOXHBIE
NPUMEHSATh  COBPEMEHHYIO  HAy4YHYIO | TPACKTOpUU  MPO(PECCHOHATBFHOTO  pa3BUTHS U
npo¢eCCHOHATBHYIO TEPMUHOJIOTHIO; | CAMOOOPA30BaHUS
OTIPEeNeNATh W BHICTPAWBATH TPACKTOPHUH
npogeccuoHaIbHOTO pa3BUTHS u
caM000pa30BaHMs

OK 4. | oprann3oBbIBaTh pabOTy KOJUIEKTUBA M | IICUXOJIOTUYECKHE OCHOBBI JeSITeIbHOCTH
KOMAaH/IBI; B3aWMO/ICHCTBOBATH C | KOJUIEKTHBA,  TICHUXOJIOTUYECKHE  OCOOCHHOCTH

KOJIJIEraMH, PyKOBOJICTBOM, KJIMEHTaMU B
x0/1€ MpoheCCHOHATHHON JEATETLHOCTH

JIMYHOCTH,; OCHOBBI HpOCKTHOfI ACATCIIBHOCTHU




OK 5. | rpaMOTHO M3JaraTb CBOM MBICIM M | OCOOEHHOCTH  COLMAIbHOIO U KYJIBTYPHOIO
opopMIATH JOKYMEHTBI 10 | KOHTEKCTa; MpaBuia O(GOpMIIEHUS ITOKYMEHTOB M
npodeccuoHanbHOM TEeMaTHKe Ha | MOCTPOEHMSI YCTHBIX COOOIICHHIM
TrOCYJapCTBEHHOM  f3BIKE, IMPOSBISTH
TOJICPAHTHOCTH B paboyeM KOJIJICKTUBE

OK 9. | mpuMeHATh cpeacTBa MH()OPMAIIMOHHBIX | COBPEMEHHBIE cpencrsa u YCTpOMCTBA
TEXHOJIOTH JUTSE peuieHus | uHGoOpMaTU3alMK;, TMOPSAOK HMX MPUMEHEHUS U
npodeCCHOHATBHBIX 3aja4; | IporpaMMHOE obOecrieyeHrne B MpodecCHoHAIbHOM
UCIIOJIb30BaTh COBPEMEHHOE | JIeATEIbHOCTH
IPOrpaMMHO€E 00ecrieyeHNe

OK NOHMMATh  OOWIMHA  CMBICI  YETKO | IpaBWJIa TMOCTPOCHUSI TPOCTBIX U CIOXKHBIX

10. NPOM3HECEHHBIX  BBICKA3bIBAaHUHM  Ha | MPEUIOKEHUH HAa  NPOPECCHOHATBHBIE  TEMBI;
U3BECTHbIE TeMbl (IpodecCHOHaIbHbIE U | OCHOBHBIC o01IeynoTpeOuTeNbHbIC TJ1aroJisl
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe | (ObITOBass W mpodeccuoHalbHAs  JIGKCHKA);
npodeccuoHaNbHbIE TEMbI; Y4acTBOBAaTh | JIEKCMYECKHMM  MUHUMYM,  OTHOCAILIUMCS K

B JMAJOrax Ha 3HAKOMbBIE oOOmme u
npodeccCuoHaNbHbIE  TEMbI;  CTPOUTH
IIPOCThIE BBICKAa3bIBaHUS O cede U O
CBOEH npodecCHOHAIbHON
JIEATETLHOCTH; KPaTKO OOOCHOBBIBATH U
OOBSCHUTH CBOM JIEHCTBUS (TEKyLIUE H

IUTAHUPYEMBIE); IIACATh IIPOCTHIE
CBSI3HBIE COOOIIECHUS HA 3HAKOMbIE WM
MHTEPECYIOIINE npodeccuoHaIbHbIE
TEMBI

ONMCAHUIO IIPEIMETOB, CPEICTB M IPOLIECCOB
npoecCHOHANBHON  JEesTeNbHOCTH; OCOOCHHOCTH
MPOU3HONICHUS;  MpaBWIa  YTEHUS  TEKCTOB
npodeccuoHaNbHOM HAIIPaBIEHHOCTH




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLIAHBI

2.1. O0bem y4eOHOM TUCHMIIMHBI U BUbI Y4e0HO# padoThl

Bux yuyeOHoit padoThl

Oo0BeM 4acoB

Oo6bem o0pa3oBaTe/bHOMI NPOrpaMMsl yueOHoi 38
AUCHUILINHBI

B TOM YHCJIE:

TEOPETUYECKOE 00yUCHHE 14
IPaKTUYECKUE 3aHATHUS 18
caMocTosTeNbHas paboTa 00yuaronierocs (BCero) 6
IIpomexyTouyHas aTTeCTALMA Hudbdep C;LLIITT)OBaHHHﬁ




2.2. TemaTU4YeCKUM IVIAH U COAepKAHNE YU4eOHOM IUCHUIIINHBI

HaumeHoBanue Conep:xkanue yuyeOHOro Mmarepuasa u GopMbl OPraHu3anuM AeATeJILHOCTH 00y4al0IHUXCH Oo0bem | Koabl
pa3iesioB U TeM B Yacax | KOMIeTeHUHH,
¢popmuposanu
10 KOTOPBIX
crocoo0cTByeT
3JIeMEeHT
NPOrpamMMmsl
1 2 3
Tema 1. BBenenmne. | Cogep:kanue yueOHOro Mmarepuasia OK 01,02,
JlokymeHT u | 1.3na4yenne U ColepKaHue NUCHUILIMHEL «J[0OKyMEHTaIMOHHOE 0OeCIeYeHne yrpaBieHusy. IlonsaTue 03,009,
cucremMa TEPMHUHOB «IOKYMEHT», «IOKYMEHTHPOBAaHUEY», <«IOKYMEHTAllMOHHOE OOECIeUCHUE YIPABICHUS. 2 10
AOKYMCHTAUMH YHu¢ukauys u cTan1apTU3aliy yIpaBJIeHYECKUX JOKYMEHTOB. HK 1.1
CamocrosiTesibHas padora odyuarwmmxcsa: Coobmenue Ha TeMy «VcTopusi BOSHUKHOBEHHUS U 3TaIlbl 9
pa3BuUTHA Jes0npou3BojcTBa B Poccum»
Tema 2. Coaep:xaHue yueOHOro MaTepuaJa OK
Oprann3zannoHHo- 1.Opranu3anyioHHble JOKYMEHTBI — yCTaB, YUPEAUTEIBHbBIE JOTOBOP, MOJI0KEeHUE. PacriopsanTenbHbie 01,02,04,05,009,
pacnopsauTebHbIe | TOKYMEHTHI — IPUKA3, PACIOpsKEHUE, YKa3aHHUe, TOCTAaHOBJICHHE, PELIEHUE, MHCTPYKLUS, IPOTOKOJ. 4 10
AOKYMEHTbI 2.CripaBOYHO-MH(DOPMAILIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3anucka, OObSICHUTENbHas 3alMcKa, akT, K 1.1
CIpaBKa, CIy>KeOHbIC MIChMa
B ToM 4unciie, NPaKTHYECKUX 3aHATHI H JIa00PATOPHBIX padoT 6
IIpakTnueckoe 3ansitue Ne 1. OdopmiieHHEe OCHOBHBIX PEKBHU3UTOB  OpPraHU3al[MOHHO- 5
pacmopsANTENHLHOTO TIOKyMeHTa Ha opmate A4.
IIpakTuyeckoe 3anaTue Ne2. Cocrapierne u 0HopMICHHE PACTIOPSHKEHUS 2
IIpakTunueckoe 3ausaTue Ne3. CocraBieHnue u opopmieHue mprkKasa. 2
CamocrosiTesibHass padora odyuyawimuxcsi. [logroroButsk pedepar Ha Temy: «JlenmoBoe MHUCHEMOY, 9
«OTHKET B JIEJIOBOM MEPEITUCKEN.
Tema 3. Kagposas OK 02, 04,
OKYMeHTAIHSI Coaep:xxaHue yueOHOro MaTepuaJia 05,09,10
1.JlokymMmeHTHpOBaHUE TPYIOBBIX MPAaBOOTHOIIEHHUI. COCcTaB 1 0COOEHHOCTH O(POPMIIEHHUS TOKYMEHTOB )

0 TUYHOMY COCTaBY.
2.KommiekroBaHnue JWYHOTO jema. ABtoOuorpadus. Pestome. 3asBieHne o mpueMme Ha padoTy.

8




[Ipukasbl O TMYHOMY COCTaBY.

B ToM ymHciie, TPAKTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT 8

IIpakTnueckoe 3ansitue Ne 4. OopmiieHue NpUKa30B MO JUYHOMY COCTaBY (TpHKaza o mpuéme Ha 9

pabory).

IpakTuyeckoe 3ansaTue Ne 5.0dopmiieHre CripaBokK, JOKJIAJTHON U CITYKE€OHOM 3aIIMCKH, aKTa. 2

IIpakTuyeckas padora Ne 6. OhopmiieHue pesrome. 2

IpakTuyeckoe 3ansaTue Ne 7.0dopmiieHre TPyJI0BOTO JOTOBOPA. 2
Tema 4. | Conep:xaHue y4eOHOIro MaTepuaJia OK 0.1-05,
JloroBopHo- 1.ITonsitust JoroBopa. Buasr J0roBOpoB. 09,10
npaBoBasi 2.IIpaBuna odopmiieHUS] TPETEH3UOHHBIX THceM. DOpMyIIIp UCKOBOTO 3asBICHUS, TPEOOBAHUS K €T0 2
AOKYMEHTAIUs oopmennro

B ToM unciie, NpaKTHYeCKUX 3aHATHI M JJA00PaTOPHBIX padoT 2

IIpakTnueckoe 3anaTue Ne 8. OpopmieHue 1oropopa Kymniu-npoaaxu 2
Tema 5. Coaep:xanue yueOHOro MaTepuasia 0K 0.1, 0.2,
Honsitue 1.CoctaB m yuer oObema HOKyMeHTOOOOpoTa mpennpustuii. Opranm3zanust paboTBl ¢ BXOJSIICH, 0.4,0.5,0.9,10
JIOKYMEHTO0000pOTa, | ycxonsmeii u BHYTpPEHHEH JTOKyMEHTaluen 2 HK 1.1
perucrpanus 2. ba3bl JaHHBIX JUIs XpaHeHus JOoKyMmMeHToB. PabGorta ¢ 3ampocamu. Paborta ¢ 351€KTpOHHBIMU
MOKYMEHTOB JIOKYMEHTaMH.

ITpakTryeckas padora Ne9. OcHoBHBIE (hopMBbl opranuzaiuu ciayxos JI0Y. 2
Tema 6. Conep:xaHue yueOHOro MaTepuaJa OK 0.1-0.5,
Opranusanus 1.Homenknarypa nen. MuanBuyanbHele, CBOAHbBIE, IPUMEPHbIE U TUIIOBbIE HOMEHKIIATYPHI €. 09,10
ONEePATHBHOIO u | 2.JlogroToBka M MOpSIOK TMeperadd Jel B apXMB. 3aKOHOJATENbHbIE aKTbl M HOPMAaTHUBHO- 2 K 1.1
apXUBHOI0 METOAMYECKHE JOKYMEHTHI 110 apXUBHOMY XPaHEHHIO JOKYMEHTOB.
XpaHeHHs
JAOKYMEHTOB

CamocrositesibHass padora o0y4yawmuxcsi. KOHCIEKT: OTMETUTh CPOKHM XPAaHEHHWsS JIOKYMEHTOB, 9

kacaemo crnennanbHocTd 38.02.01 «DKoOHOMUKA U OyXTalNTepCKHM yueT».

Bceero: 38




3. YCJIOBUSA PEAJIN3AIIAU ITIPOTPAMMBI YUEBHOM
JANCHUITJINHBI

3.1. Jlnsg peaau3anuu NPOrpaMMbl Y4eOHOW JUCUMILUIMHBI JOJKHBI OBITh
NpeycCMOTPEHbI CJeyIolHe CllelnalbHbIe MOMelleHUs:

Kabuner «JlokyMeHTallMOHHOTO OOECHEYEHUs]  yIpaBJICHUS», OCHAIEHHbBIN
o0Opy/OBaHMEM: TOCAJOYHBIE MECTa MO KOJMYECTBY OOydarommxcs, paboyee MecTo
npenojaBaresis, J0CKa, CTeHbl, JUAAKTUUYECKUNA MaTepHhasl, TEXHUUYECKUMH CPEICTBaMU
00yYeHUsI: KOMITBIOTEPHI, MyJIbTUMEAUNHOE 000pyIOBaHUE, TPUHTED.

3.2. UudopmannonHoe odecnevyeHne peaasn3anuu NporpamMmmbl

Jlist peanuzaiuy IporpaMmbl OMOIMOTEUHBIN QOH]T 00pa3oBaTeIbHON OpraHU3aIiH
JOJKEH MMETh TEeYaTHbIE W/WIM 3JEKTPOHHBbIE 00pa3oBaTelibHbIE W HWH()OpPMAIMOHHBIC
pPECYpChI, pEKOMEHTyEMBIX ISl HCTIOIh30BaHUS B 00Pa30BaTEIHLHOM IPOIIECCEe

OcHoBHas JMTEpaTypa:

1. Ky3nenoBa, . B. [lokymMeHTanmoHHOE OOECICUCHUE YIPABICHUSA: Y4EOHOE
nocooue it CIIO/U. B. Kysnemosa, I''A. Xauwarpsn. — 2-e¢ us3n. — Capartos:
[TpodhobpazoBanue, At [Iu Ip Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-
5-4488-0216-4. — TekcT: DJIEKTPOHHBIN/DNeKTpoHHO-OMbMoTeyHass cucrema [PR
BOOKS: [caiiT]. — URL.: http://www.iprbookshop.ru/80326.html

2. AnekceeBa, T. B. JlokyMeHTanmmoHHOe o0OecrieueHre ynpapieHus: yaeOnuk/T. B.
AnexkceeBa, O. A. CtpaxoB. — MockBa: Yuuepcurer «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — TekcT: 2JIeKTpOHHBIN//DIeKTPOHHO-O0N0IMOTeYHasT CUCTeMa
IPR BOOKS: [caiit]. — URL.: https://www.iprbookshop.ru/101344.html

3. I'amueBa, H. B. JlokymeHTanmonHoe oOecrieueHue ynpasicHus: yueOnuk/H.B.
I'amuena, XX K. I'anueB. — Mocksa: M3garenbckuii Jlom MUCuC, 2021. — 188 ¢c. —
ISBN 978-5-907227-50-7. — TekcT: 3eKTpOHHBII//DIeKTpOHHO-ONOIMOTEeYHasl CHCTeMa
IPR BOOKS: [caiiT]. — URL.: https://www.iprbookshop.ru/116986.html

JlonoJiHMTe IbHAA JTUTEpPaTypa:

1. Ky3nenoBa, 1. B. Beaenue kKoHpUIEHIIUATIBHOTO ACIONPOU3BOACTBA: YUCOHUK
s CITO/A. B. Kysnenona, I'. A. Xauatpsin. — Capatos: [Ipodo6pazoBanue, 2020. —
145 c¢. — ISBN 978-5-4488-0837-1. — Tekcr: 3ACKTPOHHBIN//DIESKTPOHHO-
OoubmuoTeuHas cucrema IPR BOOKS: [caiT]. — URL:
http://www.iprbookshop.ru/97082.html

2. ApacnanoBa, B. A. JlokymeHTalimoHHOE OOECIICUYCHHE YIpaBJiICHUS: y4eOHO-
MpakTUYeCKoe mocodue B cxemax, Tabnuiax, oopasuax/B. A. ApacinanoBa. — 3-e uzg. —
Cypryt: CypryTckuii TOCyJapCcTBEHHBIN nenarornueckuit yausepcutet, 2019. — 240 c.
— ISBN 978-5-93190-385-9. — TekcT: »JeKTpOHHBIN//DIEKTPOHHO-OMOIMOTEUHAS
cucrema IPR BOOKS: [caiit]. — URL.: http://www.iprbookshop.ru/94291.htmi
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3. bammaxogra, E.1 JlokymeHTanmonnoe obecrnieuenne ynpapieHus. CocTaBieHHe
U opopMIIeHHE JENOBBIX JOKYMEHTOB: yueOHoe mocobue mnsi CIIO/coctaBurenu E. U.
bammakosa. — Caparo, Mocksa: [IpodobpazoBanue, At [Tu Ap Meaua, 2021. — 144 c.
— ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT: 2eKTpOHHBIN//DNEKTPOHHO-
OoubmmoTeuHas cucTema IPR BOOKS: [caliT]. — URL:
https://www.iprbookshop.ru/103343.html

HopmaTuBHbIE JOKYMEHTHI:

1. ®enepanpubiii 3akoH  "OO nanektpoHHod mnoamucu" ot 06.04.2011 N 63-®3.
®enepanbHblil 3ak0oH "OO0 uHbOpMaMK, UHOOPMAIMOHHBIX TEXHOJOTHSX U O 3allUTe
unpopmaruu" ot 27.07.2006 N 149-03
2. TOCT P 7.0.8-2013. HamumonanwHubii ctanmapT Poccuiickoit ®denepanuu. Cucrema
CTaHAapToB 1o  uH(popmanuu, OUOIMOTEYHOMY W M3JATEIbCKOMY  JEIy.
Jlenmonpon3BOACTBO M apXWBHOE Jejo0. TepmuHbl W ompeneneHus (yTB. [Ipukazom
Poccrangapra ot 17.10.2013 N 1185-cT)
3. TOCT P 7.0.97-2016 Hammonamnpnbiii cTanaapt Poccuiickoit deneparuu. Cuctema
CTaHAapTOB 10 MHpOpMaIU, OUOIUOTEUHOMY U U3JIaTeIbCKOMY Jeny. OpraHu3aiuoHHO-
pacnopsuTenabHas JokyMeHTamus. TpeboBaHust K 0hOPMIICHUIO TOKYMEHTOB.
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUSI YUEEHOU

JANCHUITJINHBI

Pe3ysabTarnl 00yyeHus

Kpurepum ouenku

MeToabI OLIEeHKH

B pesynbTaTe OCBOCHHS TUCIUILIAHBI
00yYaroIIUICS TOJKCH 3HAMb.
aKTyaJbHbIH TPOGECCHOHATBHBIN U
COIMANILHBIA KOHTEKCT, B KOTOPOM
NPUXOAUTCS  paboTaTh W KHTH;
OCHOBHBIC MCTOYHUKU WHPOPMALUU U
pecypcel s peuieHus 3ajad |
npobiieM B mpodecCHOHATBLHOM W/WITH
COLIMATIbHOM KOHTEKCTE;

QITOPUTMBI ~ BBITIOJIHEHUSI PaboOT B
npoecCHOHATLHOM W CMEXKHBIX
obnactax;  Meroabl  pabOTBl B
npoecCHOHATLHOM W CMEXKHBIX
chepax; CTIPyKTypy IUIaHA  JUIs
pelieHus 3aJadv;, TMOpPSIOK OIICHKH

pEe3yJIbTaToB perieHus 3aj1a4
podecCHOHATEHOM NI TEIIbHOCTH

HOMEHKJIaTypa UH()OPMAIIMOHHBIX
HCTOYHHKOB, IMPUMCHACMBIX B
npodeCCHOHATIBHOW  JeATEIbHOCTH;
IIPUEMBI CTPYKTYpPUPOBaHUSA

uHpopmanuu; ¢opMar odopmMICHHUS
PE3yNbTaTOB MOMCKA WH(OPMALIUU
cozepKaHue aKTyaJIbHOMN
HOPMAaTUBHO-TIPABOBOM
JOKYMEHTAIIH;, COBPEMEHHAS HAayJIHAsI
U npodeccuoHaNbHas TEPMUHOJIOTHS;

BO3MOXKHBIE TpacKTOpUU
npoecCHOHAFHOTO ~ Pa3BUTUS U
camo00pa3oBaHus

MICUXOJIOTHYECKHE OCHOBBI
ACATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJIOTHYECKHE 0COOCHHOCTH
JIMYHOCTH, OCHOBBI HpOGKTHOI\/JI
JesITeNbHOCTH

0COOEHHOCTH COITHATBHOTO "
KYIbTYPHOTO  KOHTEKCTa; TMpaBuia
oopMIIeHUS JIOKYMEHTOB u

MIOCTPOCHHUSI YCTHBIX COOOIICHHIA.

rpaMOTHO H3JjaraTb CBOM MBICIIM H
oopmIATh JIOKYMEHTBI o
npoeCCHOHAIBHOW ~ TEMaTWKE  Ha
rOCy/IapCTBEHHOM SI3bIKE, TPOSBIISTH

TOJIEPAHTHOCTh B pabouem
KOJIJICKTHBE

COBPEMEHHBIE CPEJICTBA M yCTPOICTBA
uHpOopMaTH3aLuY; HNOPSIIOK  UX

pacro3HaBaHHE AITOPUTMOB BBITIOJTHEHHUS
paboT B mpodeccuoHaIbHON U CMEXHBIX
o0acTsax; onpeaeneHrne METoJ0B paboThI
B NpodecCHOHAIbHOW M  CMEXKHBIX
chepax; BBIOOp orpeJiesieHue
ONTUMAJILHOW CTPYKTYphl IUIaHA JJIs
pelieHns 3a/1a4; IMOHMMAaHUE TOpsIKa
OLICHKH pEe3yJbTaTOB peHIeHUs 3a]ad
podecCHOHATBLHOM JIESITEIIBHOCTH;
BBIOOD HauboJee ONTUMAJIbHBIX
HUCTOYHUKOB HMH(OPMALMM H PECYpCOB
JUIsL  pellleHuss 3agad U mnpobiemM B
po(heCCHOHATTLHOM H/WJIM  COIIMATEHOM
KOHTEKCTE; OpUEHTUPOBAaHUE B
aKTyaJbHOMN HOPMAaTUBHO-TIPABOBOU
JIOKYMEHTAI[MU; COBPEMEHHON HAyYHOU U
poQeCCHOHAIBHON TEPMHUHOJIOTUH;
MOHMMAHHUE T[ICUXOJOTHYECKHX OCHOB
JeSITeIbHOCTH KOJIJICKTHBA,
MICUXOJIOTHUECKUX 0COOCHHOCTEH
JUYHOCTH; BIIAJICHHE 3HAHUSIMH OCHOB
paboThl C JOKYMEHTaMH, IOATOTOBKH
YCTHBIX M NHCbMEHHBIX COOOIICHMI;
3HAHUE OCHOB KOMITBIOTEPHOU
IPaMOTHOCTH; 3HaHHE MPABUJI HATHCAHUS
U TPOW3HONICHWS CIIOB, B T.4. |
npo¢eCCHOHATBLHOMN JIEKCUKH.

3HaHue bopm MEePBUYHBIX
OyXranTepcKux JIOKYMEHTOB,
COEepXKaHUs  TAKOM  JOKyMEHTAlluW,
MOHMMaHUe CHeHUPUKH  paboThl ¢
MIEPBUYIHBIMHU OyXrajnTepCcKuMu
JIOKYMEHTaMH1

OrncHka
pe3yIbTaToOB
BBITTOJTHECHHUS
MIPAKTUYECKHUX
pabor.

OrneHka
BBITTOJTHCHHUS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

YcTHbI onpoc.
IInceMeHHBIN
ompoc.

12




MIPUMEHEHUS u MIPOrpaMMHOE
obecnieueHre B TPOodeCCHOHATHLHOM
NesITeNIbHOCTH

MpaBWia TMOCTPOCHHSI TPOCTBIX H
CJIO’KHBIX PEJIOKECHHH Ha
npodeccHoHAbHBIE TEMBI, OCHOBHBIC
001IeynoTpeOnTEIIbHBIC TJIaroJibl
(OpiToBast  w  mpodeccuoHanbHas
JIEKCUKA); JIEKCUYECKHH MHHHUMYM,
OTHOCSILIUKACS K OITMCAHUIO
MPEeIMETOB, CPEICTB M MPOLECCOB
npoecCHOHATLHOW ~ JeSTENbHOCTH;
0COOEHHOCTH MPOU3HOIICHUS;
paBuIia YTCHUS TEKCTOB
npodeccuoHanbHON HANPaBICHHOCTH
obmmue TpeOoBaHMs K OyXraJlTepCKoOMy
y4yeTy B YacTH JOKYMEHTHPOBAHHUSA
BCEX XO3AMCTBEHHBIX JICUCTBUI U

onepauuii;

MOHATHE TIEPBUYHON OyXralTepckoit
AOKYMCHTAIUH,

onpeerIeHue NEePBUYHBIX

OyXraJTepCcKuX JTIOKYMECHTOB;

¢opMBl NEPBUYHBIX OyXTalaTEpPCKUX
JIOKYMEHTOB, coJieprKaInx
o0s13aTeNbHbIe PEKBU3UTHI
MIEPBUYHOI0 YYETHOI'O JOKYMEHTA;

MOPAJOK  IPOBEIEHUS  IMPOBEPKU
MEPBUYHBIX OyXranatTepckux

JOKYMEHTOB, (hOpMaJIbHOM MPOBEPKH
JIOKYMEHTOB, IIPOBEPKHU IO CYIIECTBY,
apu(pMeTHYECKON POBEPKH;
MPUHLMIIBI U MPU3HAKU TPYHIUPOBKU
IIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

MOPAJOK IPOBENEHUS TAKCUPOBKH MU
KOHTHUPOBKH HEPBUYHBIX
OyXrajaTepcKuX JOKYMEHTOB;

MOPSAJIOK  COCTABJIEHUSI  PErMCTPOB
OyXrajaTepcKoro yuera;

npaBWJla M CPOKHM  XpaHEHHUS

[IEPBUYHOMN OyXranTepcKoi

JIOKYMEHTalluu

B pesynpTaTe OCBOCHMSI TUCLUIUIMHBI | BIaJ€HUE  akTyadbHbIMH  MeTonaMu | OueHka
O0OYJarOIUICS JOJIKEH YMeNnb: paboTel B TPO(PECCHOHAIBHOW U | pe3yJbTaTOB
pacro3HaBaTh 3a/1a4y H/UIU MpoOJIeMy | CMEXHBIX chepax; 3¢ dEKTUBHOE | BBIITOJTHEHHS

B npodeccuoHaITbHOM W/WIM | BBIABIIEHHE M TOMCK HH(OpMALUH, | MPAKTHYECKUX
COLIMAJIBHOM KOHTEKCTE; | COCTaBJIEHHE  ONTUMAJbHOIO  IJIaHa | padorT.
AHAIN3UPOBATH 3a71a9y W/WIW | JeWCTBUM, aHamu3 HeoOXxoguMbIX g | OneHka
npobjeMy U BBIJENATh €€ COCTABHBIC | BHIMOJIHEHUS 3aJ1aHus, pPECYpCOB; | BBIIIOJIHEHUS
4acTH; OMPEIENATh JTalbl PEHIeHHs | OCYILECTBICHHE HCCIIEIOBATENbCKON | CAMOCTOSITENBbHBIX
3aJjaud; BBIABIATH M 3((EKTUBHO | NESTEIHLHOCTH, IPUBOALIEH K | pabor.
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HcKaTh HMH(pOpMaIU0, HEOOXOAUMYIO
JUIS ~ pelieHus  3a]adu u/unm
poOJIEMBI;

COCTaBHUTh IJ1aH JIeNCTBUS,
OTpeAeTUTh HEOOXOAUMBIE PECYPCHI;
BIIQJICTh  AKTYQJIbHBIMH  METOJAMH
paboTel B  MpOPECCHOHATBHOU U
CMEXHBIX  cepax;  peasn3oBaTh
COCTaBJICHHBIA  IJIaH;  OILICHUBATH
pe3yiabTaT M TOCJIEICTBHS  CBOMX
NEUCTBUM  (CaMOCTOSITEIbHO WM C
TTOMOIITBI0 HACTABHUKA)

ONpEeAesTh 3aJaudl Uil ITIOHMCKa
uHpOpMaINH; OIIpEeAEIATh
HEOOXO0JUMBbIe VCTOYHHKH
uHbOpMaNNKY; TUIAHUPOBATH MPOIECC
TIOUCKa; CTPYKTYPHUPOBATh
MOJIy4aeMyI0 UH(POPMAIIHIO; BBIJEIATh
HanOollee 3HAYMMOE B  MEPEYHE
uH(pOpMaIny; OLICHUBATh
MIPAKTUYECKYIO 3HaYMMOCTb
pe3yNbTaToOB  IMOMCKa;  O(OPMIIATH
pe3yIbTaThl MOUCKA

OIPEACTSTh aKTyaJIbHOCTb

HOPMAaTUBHO-TIPABOBOU
JOKYMEHTallM B INpodhecCHOHAIbHON

JACATCIIbHOCTH, MNPUMCHATH
COBPEMEHHYIO Hay4YHYIO
npodecCHOHATIBHYI0O TEPMHHOJIOTHIO;
OIpeeNATh U BBICTPAaNBATh
TpaeKTOpUU po(hecCuOHATBLHOTO

pa3BUTHUS U CaMOOOpa30BaHUs
OpPraHMU30BbIBaTh PA0OTYy KOJIJIEKTHBA
U KOMaHJIbl, B3aMMOJECHCTBOBATH C
KOJIJIETaMH, PYKOBOJICTBOM,
KITMEHTaMH B xoze
po¢eCCUOHATBHON EATETLHOCTH
IPaMOTHO U3JIaraTb CBOM MBICIH H

opopMIISATH JIOKYMEHTBI o
npodeccHoHabHOM  TeMaTHKE  Ha
TrOCYJAapCTBEHHOM SI3bIKE, TPOSIBIISATH
TOJIEPAHTHOCTh B pabouem
KOJIJIEKTHBE

MPUMEHSATD cpelcTBa

WHPOPMAIIMOHHBIX TEXHOJOTHH  JUIS
pemieHust Mpo(hecCHOHANBHBIX 3aj1ad;
UCTIONIb30BATh COBPEMEHHOE
porpaMMHoOe oOecrieueHue

MOHUMaTh  OOMIMHA  CMBICT  YETKO
MIPOM3HECEHHBIX BBICKAa3bIBAaHUM Ha
U3BECTHbIE TeMbI (ITpodeccuoHanbHbIe
U OBbITOBBIE), MOHMMATh TEKCThl Ha

ONTUMAITEHOMY pe3yabTary;
JEMOHCTpanusi THOKOCTH B OOIICHHH C
KOJIJICTaMH, PYKOBOJICTBOM,
MO TYMHCHHBIMU u 3aKa34YMKaMu;

NPUMEHEHHE CPEACTB WH(POPMAIIMOHHBIX
TEXHOJIOTHI TUTSE pelieHus
po¢eCCHOHANIBHBIX 3aJ1a4; 3P (HEKTUBHOE
UCTIOJIb30BaHUE COBPEMEHHOT'0
POTPAMMHOTO OOECIICYCHHS, KPAaTKO W
4eTKOo (OpMYJIUPOBATh CBOU  MBICIIH,
u3JaraTh UX JOCTYITHBIM JJIsi TIOHUMAaHUS

cocoboM; addektuBHas pabota ¢
HePBUYHBIMH OyXTanTepCKUuMH
JOKYMEHTaMH

Tecr.

YcTHBIM onpoc.
[TnceMeHHbBIH
ompoc.
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0a30Bble TIPOPECCUOHAIBHBIC TEMBI,
y4acTBOBATh B AMANIOTaX Ha 3HAKOMBIE
obmue u mpodeccHoHAIbHBIE TEMBI,
CTPOUTH TMPOCTHIC BBICKA3BIBAHUS O
cebe M 0 cBoeil mpodeccHoHaATBHOM
NEeSATEIbHOCTH, KPaTKO OOOCHOBBIBATH
1 OOBSICHUTH CBOM JCHCTBUSA (TEKYIIHE
U TUIAHUPYEMBIE); IHCATh MPOCTHIC
CBSI3HBIC COOOIICHHS Ha 3HAKOMbBIC

WU HMHTEPECYIOIINE
npodeccuoHanbHbIE TEMBI

MIPUHUMATH IIPOU3BOJIbHBIC
IepBUYHBIE Oyxrairepckue
JOKYMEHTBI, PpacCMaTpUBAacMble Kak
MMHUCbMEHHOE JI0KA3aTeJIbCTBO
COBEPIIEHUS XO3SIICTBEHHOMN
onepanuu W MOJy4eHUE
pa3penieHus Ha ee IIPOBEJICHHUE;
MIPUHUMATH [IEpBUYHbIE
Oyxranrepckue JIOKYMEHTBI Ha
OyMa)XHOM HOCHTENe W (WIH) B BHJC
3JIEKTPOHHOIO JIOKYMEHTA,
MIOAIIMCAHHOT O AIEKTPOHHOU
MOAMNKCHIO;

IIPOBEPSTh HAIMYHUE B IPOU3BOJIBHBIX
MEPBUYHBIX OyXrantTepckux
JOKyMEHTaxX 00s13aTeNbHbIX
PEKBU3HUTOB;

MPOBOAUTH (OPMaIbHYIO MPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYILECTBY,
apu(pMeTHYECKyIO MPOBEPKY;

IIPOBOAUTH T'PYNIUPOBKY NEPBUYHBIX
OyXraiaTepckux TOKYMEHTOB IO PSAY

IIPU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
IIEPBUYHBIX OyXranTepcKux
JOKYMEHTOB;

OpPraHU30BBIBATh IOKYyMEHTOO0OPOT;
pa3duparbcs B HOMEHKIIAType Jell;
3aHOCUTh JTaHHbIE 1o
CTPYINIIMPOBAHHBIM  JOKYMEHTaM B
PEerucTphl OYXraJlTepCKOro y4era;

nepenaBaTh MEepBUYHBIE
OyxranTepckue JIOKYMEHTBI B
TEKYIINI OyXranTepcKuil apXuBs;

nepeaBaTh IIEPBUYHBIE
OyxTanTepckue JTIOKYMEHTBI B

MIOCTOSIHHBIM ~ apXUB 10 HCTEYCHHUH
YCTaHOBJIEHHOTO CPOKa XpaHEHHST,
UCHPABJIATh OIIMOKM B MEPBUYHBIX
OyXrajaTepckux JOKyMEHTax
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