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1. XAPAKTEPUCTHUKA PABOYEN ITPOT' PAMMBI YYEBHOM JUCIHUTIIUHBI
OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUSA

1.1. MecTo AUCHHMILUINHBI B CTPYKTYP€E OCHOBHOI 00pa30BaTe/IbHOI MPOrpaMMBbI:

VYyeonas mucuumuinaa OI1.06 JlokymeHTaIrmoHHOE oOecrieueHre yrpaBlICHUS SBIISICTCS
00menpogeCCHOHAIBHOTO  ITUKJIA o0OpazoBarenbHON
nporpammbl B coorBeTcTBUU ¢ PI'OC CIIO 38.02.01 «OxoHOMUKA M OYXTalTepCKUi y4eT (1o

00s3aTeNbHOM  YaCThIO OCHOBHOM
OTpacJISIM)» 110 CHELHATbHOCTH OyXTranTep.

VYyebnas OI1.06  /IloxymeHTalMOHHOE
obecnieunBaeT (hopMHpoOBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIIMH TI0 BCEM BUIAM
nesrenbHocTH @I'OC CIIO no cnenmansHocTH 38.02.01. «OKOHOMUKA M OyXTanTepCcKuid yder

(o orpacisim)». Ocoboe 3HaUCHHE TUCHUIUIMHA UMeeT rpu GpopmupoBanuu u pazsutun OK 01;

JUCLMILIMHA obecriedeHrne  ympaBJICHUS

OK 02; OK 03; OK 04; OK 05; OK 09; IIK 1.1.

1.2. He.]]b " IVIAHUPYEMbI€ pe3yJibTAaThbl OCBOCHHUS TUCHMUIIIMHDBI:

B paMKax IIporpaMMbl yqe6H0171 JUCHUITIIMHBI 06y‘IaIOH_II/IMI/IC$I OCBanBAOTCA YMCHHUA U

3HAHUS
Koa IIK, OK YmMmenus 3Hanus

OK 01 pacro3HaBaTth 3a/1a4y U/WiH aKTyaJlbHBIN MpodeccruoHaIbHbIN

Br16upats criocoObt npobaemMy B Y COIIMAIbHBIA KOHTEKCT, B

peleHHs 3a1a4
npodeCcCHOHAIbHON
NeSITeIIbHOCTH,
MMPUMCHHUTCIILHO K
Pa3InYHBIM KOHTEKCTaM

poeCCHOHAITBHOM H/HITH
COLIMAIBHOM KOHTEKCTE;
aHAIM3UPOBATH 337a4y U/ UITU
po0JIeEMY U BBLAEIATH €€
COCTaBHBIE YaCTH;
OTIPENENSATh ATAIbI PEIICHHS
3a/a4H;

BBISABJIATH U 3()()EKTUBHO
UCKaTh HH(POPMAITHUIO,
HEOOXOUMYIO JIJIsl PEIICHUS
3aJ1a4M U/ WU TPOOIEMBL;
COCTaBJIATH IIAH JICHCTBUS,
OTpesieNATh He0OX0IUMbIe
pecypcsr;

BJIQ/IETh aKTyaJbHBIMH
MeTOJJaMH pabOThI B
npodeccuoHaNbHOM U
CMEXHBIX chepax;
pean30BhIBATh COCTABICHHBIN
TUTaH;

OIICHUBATh PE3YNbTAT U
MHOCJIEACTBUS CBOUX IEUCTBUU
(caMOCTOATENHHO WM C
MTOMOIIbIO HACTABHHKA)

KOTOPOM MPUXOIUTCS paboTaTh U
KUTh;

OCHOBHBIE HCTOUYHUKH
MH(OpPMaLIUU U PECYPCHI IS
pelieHus 3a1a4 U mpooyieM B
pohecCHOHATTEHOM H/HITH
COIL[MAJIbHOM KOHTEKCTE;
JITOPUTMBI BHITTOJIHEHHS padoT B
npoeCCHOHATIBHON U CMEKHBIX
001acTIX;

METOABI paboTHI B

PO eCCUOHAIIBHONU U CMEKHBIX
cdepax; CTpyKTypy IUTaHa IS
peleHHs 3a/1a4;

MOPSI0K OLIEHKU Pe3yJIbTaToOB
peleHus 3a1a49
npo¢ecCHOHATLHOMN 1eATEIbHOCTH.

OK 02
Hcnons3o0BaTth
COBPEMEHHBIE CPEJICTBA

ONpPEAEIATh 3aJa4n IS
novicka MH(GpopMaIuy;
OIpeNieNATh He0OX0IUMbIe

HOMEHKJIaTypa HH()OPMAITHOHHBIX
HCTOYHHUKOB, IPUMCHSCMBIX B
npodeccHoHaNbHOM




MIOWCKA, aHAJIN3a U
MHTEPIIpETanuu
uHpOpPMALIUHU U
UH(pOpPMaIMOHHBIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 33124

UCTOYHUKU WH(POPMALINY;
IUTAHUPOBATH MPOIIECC MTONCKA;
CTPYKTYPUPOBATh
HOJTy4aeMyro HH(POPMAIHIO;
BBIJIETATH HauOoJIee 3HaYMMOe
B epevyHe nHpopmanuy;

NeSATeIbHOCTH;
MIPUEMBI CTPYKTYPUPOBAHUS
uH(pOpMaINH;

dbopmat ohopmiIeHHUS PE3yIbTaTOB
MOoKCKa HHPOPMaLIUH,
COBPEMEHHBIC CPECTBA U

npodeccuoHaIbHON OLICHUBATH MTPAKTHYECKYIO yCTpOHCTBa HH(OPMATHU3ALINH;
JeSITebHOCTH 3HaYMMOCTb PE3YJIbTaTOB HOPSAA0K UX IPUMEHEHUS U
MIOUCKA; porpaMMHOe 0OecrieueHuE B
0(OPMIIATH pe3ynbTaThl Ipo¢eCCHOHATIBHOM 1A TEbHOCTH,
MOUCKA, MPUMEHATh CPEACTBAa | B TOM YHCJIE C HCIIOJIb30BaHUEM
MH(POPMAaLIMOHHBIX UG POBBIX CPENICTB
TEXHOJIOTUH JUTSl PeILICHHS
npodeCCUOHATIBHBIX 3a/1a4;
UCTIOJIb30BaTh COBPEMEHHOE
IporpaMMHO€E 00ecIieueHHE;
UCTIOJIB30BATh Pa3IMIHbIC
urdpoBbIe CpecTBA IS
peleHus npoheccCuOHAIbHBIX
3aga4
OK 03 OIpPEEIATh aKTyaJIbHOCTD coJiep’KaHue aKTyaJbHOU
[TnanupoBath u HOPMAaTHBHO-IIPaBOBOM HOPMAaTHBHO-IIPaBOBOM
peann30BBIBATH JOKYMEHTAIUH B JTOKYMEHTAIIH;
COOCTBEHHOE npodeccuoHaIbHON COBpEMEHHas Hay4yHas U
npodecCHOHATIBHOE U JeSITeTTbHOCTH; npodeccruoHaIbHas
JUYHOCTHOE Pa3BUTHE, IPUMEHSTh COBPEMEHHYIO TE€PMUHOJIOTHS;
NPEANPUHIMATENBCKYIO | HAYYHYIO MPO(ECCHOHANBHYIO | BO3MOYKHBIE TPACKTOPHUHU
NeSITeIbHOCTD B TE€PMUHOJIOTHIO; po¢eCCHOHATIBHOTIO PAa3BUTHUS U

npodeCcCHOHAILHON
cdepe, UCIIOIB30BATh
3HaHUS 110 PUHAHCOBOMN
IPaMOTHOCTH B
pa3IMYHBIX KU3HEHHBIX
CUTYyalHAX

OIIPEJICTISITh U BHICTPAauBaTh
TPaeKTOPUU
MPOECCUOHAIBHOTO Pa3BUTHS
U caM000Opa3oBaHus;
BBISIBJISITH JIOCTOMHCTBA U
HEJIOCTaTKH KOMMEPYECKOM
ujieu;

NPE3eHTOBATh HICH OTKPBITHS
COOCTBEHHOTIO Jiejla B
npoQeCCHOHAIBHON
JeITeNLHOCTH;

odopmIIATh OU3HEC-TIIAH;
pacCUYUTHIBATH Pa3MEphI
BBITUIAT IO MTPOICHTHBIM
CTaBKaM KpEJIUTOBAHUS;
OIPEICIISTh HHBECTHIIMOHHYIO
MPUBJICKATEILHOCTh
KOMMEpPYECKUX UeH B paMKax
npodeccuoHaNbHOMI
JIeSTEIbHOCTH;

MPE3eHTOBATh OM3HEC-UJIEIO;
OIPEJICISATh HCTOUHHKH

camMmo00pa3oBaHus;

OCHOBBI TIPEANTPUHIUMATEIBCKOM
TESTeTbHOCTH;

OCHOBBI (PMIHAHCOBOM
IPaMOTHOCTH;

npaBuia pa3paboTKu Ou3Hec-
IUIaHOB;

MOPSIIOK BBICTPAuBaHUS
IIpe3eHTaIHH;

KpeIuTHbIE 0AHKOBCKHE MPOLYKTHI




(buHaHCHPOBAHUS

OK 04

PabGoTath B KOJJICKTHBE
u Komanze, 3GPpeKTUBHO
B3aHUMOJCHCTBOBATh C
KOJUIETaMH,

OpraHU30BBIBAThH PabOTY
KOJIJICKTHBA U KOMaH/bI,
B3aMMO/ICHCTBOBATH C
KOJUJIETaMH, PYKOBOJICTBOM,
KIIMCHTaMH B XOJI¢

IICUXOJIOTHYECKHUEC OCHOBBI
ACATCIBHOCTU KOJIJICKTHUBA,
MICUXOJIOTHYECKHE OCOOEHHOCTH
JIMYHOCTH,; OCHOBBI HpOGKTHOfI
JCATCIIBHOCTH

PYKOBOJICTBOM, npodeccuOHATBLHON
KJIMCHTaMHU JeSITeIIbHOCTH
OK 05 rPaMOTHO U3JIaraThb CBOU 0COOCHHOCTH COITUATBHOTO H

OcCyHIecTBIATh YCTHYIO
U TUCHMECHHYIO
KOMMYHHUKAITUIO Ha
TOCY/IapCTBEHHOM SI3BIKE
poccuiickoi denepanuun
C Y4ETOM OCOOCHHOCTEH
COLIMAJILHOTO U
KYJIbTYPHOTO KOHTEKCTa

MBICITH U 0OPMIIATH
JAOKYMCHTEI 110
npoeCCHOHATLHON TEMaTHKE
Ha TOCYJapCTBEHHOM SI3BIKE,
HPOSIBJIATH TOJIEPAHTHOCTH B
paboueM KOJIEKTUBE

KyJbTYPHOT'O KOHTEKCTa; MpaBua
odopmIiieHUsT JOKYMEHTOB H
MOCTPOCHHSI YCTHBIX COOOIICHUI

OK 09

[Tonp30BaThCs
npodeccuoHanbHOM
JIOKYMEHTaluen Ha
roCyJapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX

IMOHUMATH OOIIUH CMBICT
YETKO MPOU3HECEHHBIX
BBICKA3bIBAaHHUI Ha H3BECTHBIE
TeMbl (podeccuoHaIbHbIE U
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BbIC

PO eCCHOHABHBIC TEMBI;
y4acTBOBATh B JIMAJIOTaX Ha
3HAaKOMBIE OOIIHE U
poeCCHOHAIIbHBIEC TEMBI;
CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O ce0e U O
cBoel npodeccuoHabHON
JIEATENILHOCTH;

KpaTKO 0OOCHOBBIBATH U
OOBSICHITH CBOU JICHCTBUS
(TekyIye U MIaHUPYEMBIE);
MTUCATh MPOCTHIE CBSA3HBIC
COOOIIEHHUS Ha 3HAKOMbBIE HIIH
WHTEPECYIOIIHE
podecCHOHANEHBIE TEMBI

MpaBUJjIa MOCTPOSHHUSI IPOCTHIX U
CJIOXKHBIX IPEUIOKEHUHN Ha
poeCCUOHATILHBIC TEMBIL;
OCHOBHBIE 001EYTIOTPEOUTENIbHbBIE
ry1aroJisl (ObITOBas M
npodeccroHabHAS JICKCUKA);
JICKCUYECKUIT MUHUMYM,
OTHOCSIIIMICS K ONTMCAHUIO
MPEIMETOB, CPEICTB U MPOIIECCOB
npodeccHoHATEHOM
JeSTEIbHOCTH;

0COOEHHOCTH MTPOU3HOIICHHUS;
MpaBUjIa YTCHUSI TEKCTOB
npodecCuOHATbEHON
HalpaBJIEHHOCTH

MK 1.1
OO6pabatbiBaTh
HIepBUYHBIC
Oyxrantepckue
JOKYMEHTBI

MPUHUMATH ITPOU3BOJILHBIC
MePBUYHBIE OyXTaNTepCKue
JIOKYMEHTHI,
paccMaTpuBaeMbIe Kak
MMCbMEHHOE JT0OKA3aTeIbCTBO
COBEPLIEHHUS XO3UCTBEHHOU
orepanuy Win NoJyyeHue
paspenieHus Ha ee
MIPOBEICHUE;

MPUHUMATH NTEPBUYHBIE
OyXxTanTepcKue JOKYMEHTHI Ha
OyMa)XHOM HocuTene U (Win) B

oOmue TpeboBaHus K
OyXranatepckomMy y4eTy B YacTH
JIOKYMEHTHUPOBAHUS BCEX
XO3SIMICTBEHHBIX JECUCTBUN U
ornepaunui;

MOHSTHE TIEPBUYHOMN
OyXTalnTepCKON JOKYMEHTAIIHH;
onpeereHue NEPBUYHBIX
OyXTalTepCKUX JOKYMEHTOB;
(bopMBI IEPBUYHBIX OYyXTaNTePCKUX
JOKYMEHTOB, COJIep KaIIuX
00s13aTeTbHBIE PEKBU3HUTHI




BUJIC JIEKTPOHHOTO
JIOKYMEHTA, MOAMNCAHHOTO
ANEKTPOHHOMU MOJIUCHIO;
MIPOBEPATH HAJIMYKE B
MIPOU3BOJIBHBIX TIEPBUYHBIX
OyXrantTepckux JTOKyMEHTax
00s3aTeNbHBIX PEKBU3UTOB;
MPOBOAUTH (POPMATIEHYIO
MPOBEPKY TOKYMEHTOB,
MIPOBEPKY I10 CYIIECTBY,
apu(METHUECKYIO ITPOBEPKY;
MPOBOAUTD FPYIIHUPOBKY
HNEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB T10 PsIy
MPU3HAKOB;

MPOBOAUTH TAKCUPOBKY U
KOHTHPOBKY IIEPBUYHBIX
OyXTanTepCKUX JOKYMEHTOB;
OpraHU30BBIBATH
JIOKyMEHTO000pOT;
pa3bupaThcs B HOMEHKIIAType
ACT;

3aHOCHUTb JIaHHBIE T10
CTPYIIIUPOBAHHBIM
JIOKYMEHTaM B PETUCTPbI
OyXrajaTepckoro y4era;
nepenaBaTh NEPBUYHBIC
OyXxTanTepcKkue JOKYMEHTHI B
TEKYIIN OyXTranTepcKuii
apXUB;

nepenaBaTh IEPBUUHBIC
OyXxTanTepcKue TOKYMEHTHI B
MOCTOSTHHBIN apXUB IO
WCTEYCHUN YCTAaHOBJICHHOTO
CpOKa XpaHEHHUS;
WCIIPABJISTh OMUOKH B
MEPBUYHBIX OYXTaITePCKUX
JIOKYMEHTax

MEPBUYHOIO YYETHOTO JOKYMEHTA;
HOPSIIOK MTPOBEICHUS TIPOBEPKU
NEPBUYHBIX OYXTIalTePCKUX
JTOKYMEHTOB, (hOPMATIbHOM
MPOBEPKH JJOKYMEHTOB, ITPOBEPKU
IO CYILIECTBY, apU(PMETHIECKON
NPOBEPKHU;

NPUHINIB 1 TPU3HAKH
IPYNITHPOBKU TIEPBHYHBIX
OyXTanTepcKkux JOKyMEHTOB;
HOPSIIOK MTPOBEJICHUS TAKCUPOBKH
Y KOHTUPOBKH TTEPBUYHBIX
OyXralTepCcKuX JTOKYMEHTOB;
HOPSIIOK COCTABIICHUSI PETUCTPOB
OyXralnTepcKoro yuera;

NpaBWJIAa U CPOKH XPAHEHHS
MEPBUYHON OyXrajirepckoi
JTOKYyMEHTAIHH;

HepequL JIMYHOCTHBIX PE3YJIbTATOB pCain3aliuu IMporpaMmMbl BOCIIMTaHHUA:

Kon HaumeHoBaHHe JIMYHOCTHBIX Pe3yJbTATOB

JIP 1 Oco3Haroumii ceds rpak JaHMHOM U 3aIIUTHUKOM BEJIMKON CTpaHbI

JIP 4 IIposBasromuil 1 JEMOHCTPUPYIOIINHN YBAXKEHUE K JIFOASAM TPYZa, OCO3HAIOIINI
[IEHHOCTh COOCTBEHHOTO Tpyaa. CTpeMsimuiicst K GOPMUPOBAHHIO B CETEBOM Cpejie
JMYHOCTHO M MPO(heCCHOHAILHOTO KOHCTPYKTUBHOTO «1IM(POBOTO ClIeaa

JIP 13 | CoOGmronarommuii B CBOeH mpohecCHOHATBHON IeITeTbHOCTH dTHUYCCKUE TIPUHITUIIBI:
YEeCTHOCTH, HE3aBUCUMOCTH, IPOPECCUOHATBHOTO CKENITUIM3MA, TPOTUBOACHCTBUS
KOPPYIILHU U IKCTPEMU3MY, 00JIaJalONTNI CHCTEMHBIM MBIIIJIEHUEM U YMEHUEM
IPUHUMATD PELICHUE B YCIOBUSIX PUCKA U HEONPEACIEHHOCTH

JIP 14 | T'oTOBBII COOTBETCTBOBAThH OKUIAAHUSIM pabOTOIaTENEH: MPOESKTHO-MBICIISIIINM,




3P PEKTUBHO B3aUMOJCHCTBYIOIUH C WiCHAMHU KOMaH/bl U COTPYIHUYAIOLIHIA C
JPYTUMH JIFOAbMH, OCO3HAHHO BBIMOIHSIONIUI TpodeccuoHalbHbIE TPEOOBaHMUS,
OTBETCTBEHHBIH, TYHKTYaJIbHBIH, JUCIUITIMHUPOBAHHBIN, TPY10JII00OUBbIH,
KPUTHYECKH MBICIIALINHI, HAlleJICHHBIN HAa JJOCTUKEHHUE ITOCTABJICHHBIX LEJIEH;
JIEMOHCTPHUPYIOMIHIA MTPo(eCcCHOHATBHYIO )KHU3HECTOWKOCTh

JIP 15

OTKPBITHIH K TEKYIIUM U NEPCHEKTUBHBIM U3MEHEHUSIM B MUPE TPYyJa U npodeccuii




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JAUCIUILIMHBI OI1.06
JOKYMEHTAIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOil padoThl

Ounas gopma o0yueHus

Buj yueOHoit padoThl

O0BbeM yacoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 46
B TOM YHCIIE:

Yuebuvie 3anamus 46
- TEOPETHUYECKOE 00yUCHHE 30
- IPaKTUYECKUE 3aHATHUS 16

- KypcoBas paboTa (IIpOoeKT)

Camocmosmenvhas paboma

IIpomexyTounas arrectauus B ¢popme 3auera

3aouHas popma o0yueHnust

Bua y4yeOHoii padoThI

O0BbeM yacoB

O0bem o0pa3oBaTebHOI MPOrpaMMbl Y4eOHOM JMCIUIITHHBI 46
B TOM YHCJIE:

Yuebnvie zansamus 10
- TeopeTHYecKoe 00yueHne 6

- IPAKTUYECCKHUE 3aHSATUS 4

- KypcoBas pabota (ITpoeKT) -

Camocmosmenvras paboma 30
Kouncynomayust 6

I[IpomexyTounas arrectauus B popme 3auera




2.2. TemaTnuyeckuii mJiaH u coaepxanue yueoOHoi qucuunannabl OI1.06 JlokymMeHTalIHOHHOE 00ecniedeHue yIpaBIeHUus

HaumenoBaHue Coaep:xkaHue y4eOHOT0o MaTepuaia, NPaKTHYeCKUue padoThl, CaMOCTOsAITe/IbHAs padoTa | O0bEM B yacax | YpoBeHb
pa3/1esioB U TeM o0yJawmmxcs OYHAs/3a04YHAsT | OCBOEHHsI
1 2 3 4
Pa3nen 1. OcHOBBI JOKYMEHTHPOBAHHS YIIPABJIEHYECKOI 1eATeJIbHOCTH 18/13
Tema 1.1. Coaep:xkaHue y4eOHOT0 MaTepHuaJia 2/0,5 1
HopmaTuBHo-npaBoBasi | |.HopmaTtuBHO-npaBoBasi 6a3a opraHu3aluy JOKyMEHTAIIMOHHOTO 00ecreueHus 2/0,5
0a3a opranu3zaumuu yIIpaBJICHUS] KAK OCHOBA TEXHOJIOTHH MTPOIECCOB YIPaBICHUs. XapaKTePUCTHKA
TOKYMEHTAIHOHHOT0 COBPEMEHHOW HOPMATHBHO-METOANYECKast 0a3bl OpraHu3anuu paboTsl C

o0ecreyeHus ynpaBJeHHs | TOKyMEeHTaMu B yrpaBieHuu. CoBpeMeHHbIe TpeboBaHus K GopMysipy
nokymenToB (I'OCT OPJ] 2003 r.) ['ocynapcTBeHHast cucteMa JOKyMEHTAIlMOHHOTO
obecnieuenus ynpasieHus (I'CAOY). Ucnons3oBaHue 311EKTPOHHBIX 0a3 JaHHBIX
Mesx1yHapOIHbIE CTAaHIAPTHI B 00JIACTH YIIPABJICHHUS JOKYMEHTAIHEH

Tema 1.2. Coaep:xanue yue0HOro MaTepHaJia 8/15 1
JIOKyMeHT u ero 1.ITonsaTne «nadopmarus». CnocoOsl 1 cpepcTBa nepeaayn nHpopmanmu. CBoiicTBa 2
CBOIICTBA uHpopmanuu. KauectBeHHbIe XapakTepuCTUKH HH(popMaluu. [ToHATHE «TOKYMEHT».
CaolicTBa U QYHKIMH TOKYMEHTA. JJOKYMEHT Kak CpeJICTBO U CIIOCO0 peann3aiuu /0,5
ynpaBieH4eckux QyHkuui. [lonsrue, nenu, 3aa4u U IPUHIMIIBI JEIONPOU3BO/ICTBA.
2.IlpusHaku kiaccupukaluy J0KyMeHTOB. [IoHsATHE «3/eKTpOHHBIN ToKyMeHT». O01iue 2

IPUHIUIBI IOCTPOECHUS U CTPYKTYpPa CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa.
YHudukanys v cTangapTU3anus yupaBJlIeHYeCKUX JOKYMEHTOB.

B TOM 4ncJIe IPAaKTHYECKUX 3aHATHI 4/1 2
1 .ITpakTryeckoe 3aHsTHE 2/05
Nudopmarus u JOKyMEHT: OHATHS, CBOMCTBA, CTPYKTYpa U (PYHKIIHH.

2. IlpakTryeckoe 3aHsITHE 2/05

HpOBC,Z[CHI/IC TCCTUPOBAHUA U OGCY)KJIGHI/IC CTO PC3YJILTATOB.

Tema 1.3. ConeprxaHue y4eOHOro Mmarepuasa 8/15 1




Cnoco6n1
NpaBUJIa CO3AHUSA U
opopmIIeHUs
AOKYMEHTOB

1.Crioco6b!I TOKyMEHTHPOBAHUS M HOCUTENN HH(popMariu. Busl 1OKyMEeHTHPOBaHHUS.
DopMysp JOKYMEHTa U €ro peKBU3UThI. [[0CTOSITHHBIE U TEpEMEHHBIE PEKBU3HUTHI
JOKyMeHTa. biiank noxkymenra. fOpunnueckuii cratyc JOKyMeHTa.

2.PexBU3UTHI 3JIEKTPOHHOTO TOKyMeHTa. [IpobieMbl mpuMeHeHHsI 3JIeKTPOHHOM
nokymeHTanuu. CBOMCTBa 1€TI0BOTO CTHIISL IOKyMeHTa. DOpMEI 1eJI0BOM peyHu.
OcoOenHocty 0popMIICHHS TEKCTA B 3aBUCUMOCTH OT Ha3HAUYEHHUS JOKYMEHTA.
OdopmiieHre JOKYMEHTOB C TOMOIIBI0 KOMITBIOTEPHBIX TPOTPAMM.

/0,5

B ToM unciie npakTHYeCKUX 3aHATHI

4/1

1.IlpakTrdeckoe 3aHsATHE

Odopmnenus 1okyMmeHTOB B cooTBeTcTBUU ¢ TpeboBanusm ['OCT P 6.30-2003.
2.IlpakTudeckoe 3aHATHE

BrisiBieHNe U ucnpaBiieHUE OUTMOOK B COCTABICHHBIX YIIPABICHYECKUX JIOKYMEHTaX.

2/05

2/05

CamocrosiTesibHast padoTa 00y4YaloUIUXCs:

[TpumepHas TemMaTUKa CaMOCTOSATENbHON yu4eOHOM paboThI MpU U3yueHuu pasaena 1
Hcnonp30BaHue 3JIEKTPOHHBIX 0a3 JaHHBIX MeXlyHapoIHbIE CTaHAApThl B 00J1aCTH
yIpaBiIeHUS TOKYMEHTAIIUEH.

JIOKYMEHT Kak Cpe/iCTBO M CIIOcO0 peaan3aluy yIpaBlIeHYeCKUX QYHKIIMM.
KOpuandeckuii cTatyc T0KyMeHTa.

OcoberHocTr 0HOPMIICHHS TEKCTA B 3aBUCHMOCTH OT Ha3HAYCHHS JIOKYMEHTA.

0/10

Pa3nes 2. Opranu3anusi CHCTEMbI IOKYMEHTALMOHHOI0 00ecneyeHust

16/14

Tema 2.1.
Opranu3anmoHHoO-
pacnopsiiuTe1bHas U
CIIPABOYHO-
HHpopMannoOHHasA
AOKyMEHTalusl

Coaep:xanue yueOHOT0 MaTepHaJia

8/2

1.Knaccugukanus opraHM3alluOHHO-PACIOPAIUTENBHON TOKYMEHTALlUN:
OpraHU3alMOHHBIE IOKYMEHTBI, paclopsIuTeIbHbIE, CIPAaBOYHO-UH(OPMAIIIOHHBIE,
CJ'IY)KG6HI>IG InucbpMa. OpFaHI/IBaHI/IOHHBIG JAOKYMCHTHI — YCTaB, MMOJIOKCHHUE, TOT'OBOP
yupeauTeneil, mpaBuia BHYTPEHHET 0 TPYI0BOT0O pacnopsika. PacniopsaurenbHbie
JIOKYMEHTBI: IIPUKa3bl HA OCHOBE €IMHOHAYAIHS (110 OCHOBHOM JI€ATENBHOCTH U IO
JTUYHOMY cocTaBy). Pacriopsikenusi, ykazanus. [locTraHOBIEHNS, PEIICHHs], TPOTOKOJIBI HA
OCHOBE KOJIerHanbHOCTU. VHCTpyKIHU.

2.CnpaBoyHO-MH(GOPMAIIMOHHBIE IOKYMEHTBI: aKT; T0KJIaaAHas (ciy>ke0Has) 3amucKa,
crnpaBka. JlenoBas nepenucka, BHIIOIHSIOMAs (YHKINIO CBA3U MEXKIAY OpraHU3aIMsIMU.
MHuoroo6pa3ue B110B IEpEeNUCKU U criocoObl e€ nepenaun. CucreMa J0roBOPHO-IIPaBOBOM
JOKYMEHTAIIMH: Ha3HaYeHUe, COCTaB, COCTAaBICHHE U O(hopMIICHHE.

2/0,5

2/0,5

B ToM unciie NPAKTHYECKHUX 3aHATHH

4/1




1.IlpakTrueckoe 3aHsTHE

Odopmienne opraHu3aliOHHO-PACTIOPSIAUTEIHHON JOKYMEHTAIIUH.
2.IlpakTudeckoe 3aHATHE

Odopmienne cipaBouHO-UHPOPMAIIMOHHONM JOKYMEHTAIUH.

2/0,5

2/05

Tema 2.2.
JdorosopHo-npaBoBasi
AOKYMEHTAI U

Coaep:xanue yueOHOro MaTepHaJia

8/2

1.ITonsiTie noroBopa (KOHTpaKTa), corjalieHue, NpoTokoia. Tunosas popmMa KOHTpaKTa.

OcHoBHBIE pa3jienbl KOHTpakTa. [IpuMepHbIi 1oroBop Kyrmu-npoaaxu. [lpumepnas ¢popma

JoroBopa noctaBku. @opmyssip JoroBopa Ha Bo3Me3aHOe okazanue yciyr. OdopmieHue
JIOTOBOPOB 00 OKa3aHUHM MAapKETUHTOBBIX YCIIYT, CTPaXOBBIX YCIyr. TpaHCIOPTHEIE
noroBopsl. OdopMieHHe JOroBopa TPAHCIOPTHOU dKcneauiuu. GopMynsip 10roBopa
ctpaxoBanus. [IpumepHbie (OpMBI JOTOBOpA MOPYUYEHHSI U TOTOBOPA KOMUCCHH.
ATEeHTCKOE CorjlalieHue.

2.TumnoBas ¢popma KpenuTHOTO 1oroBopa. [Ipumepras popma 1oroBopa mOpyIUTEIILCTBA.

YuuduuuposanHas Gopma KkpeauTHoi 3asBku. [IpumepHas ¢popma 3a10roBoro
o0si3arenbeTBa. Tunosas popma 6aHKOBCKOM rapanTun. Turmosast popma norosopa
6ankoBckoro cuéra. [IpumepHas popma norosopa 6aHkoBcKoro Bkjiana. O6pasibl
JIOTOBOPOB O JIETIO3UTHOM BKJIaJie. TUIIOBOM TOrOBOp Ha OCYILECTBIEHUE KPEAUTHO-
pacuérHoro obciyxuanusa. OpopmiieHre NpUIoKeHu K gJoroopam. IIpoTokossl
pasHoriiacuit k foropopam. @opMbl MPOTOKOIOB Pa3HOTIACUI.

3.VauduuupoanHas popma coriameHust 00 U3BMEHEHUU U JOTIOJIHEHUH K 0T OBOPY.
VYHuudunuposanHas GopmMa coriameHus o 3aMeHe Joropopa (HoBarus).
YuuduurposanHas Gopma o pactopkeHuu joropopa. Kommepueckue aktel. braanku
KOMMep4ecKkux akToB. OdopmiieHre aKTOB MO MPUEMKE IPOIYKIIUHU (TOBApOB) IO
KOJINYECTBY U KauecTBY. OdopmileHHE aKTOB 110 OKa3aHUIO BO3ME3IHBIX yciyr. O0pa3ibl
akToB. JIoBEpeHHOCTH: pa3oBble, CIeIHalIbHbIE, FeHepaibHble. OOpa31ibl TOBEPEHHOCTEH.

2/0,5

2/05

2/0,5

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

2/0,5

1.ITpakTrueckoe 3aHsTHE
OdopmieHne T0roBOPHO-MPABOBOM JOKYMEHTAIIMU HA KOHKPETHBIX MpUMepax.

2/05

CamocTtosiTeibHAs padoTa 00y4yalomMXcs:

[TpumepHas TeMaTHKa CaMOCTOSITEIbHON YueOHOM paboThI PU U3YyUEHUH pazjerna 2
Odopmnenne 10roBopoB 00 OKazaHUM MAPKETUHTOBBIX YCIYT, CTPAXOBbIX YCIIYT.
Odopmitenne J0roBopa TPaHCIIOPTHON AKCIETULIHH.

DopmyIIsip 10rOBOpa CTPAaXOBaHHUSI.

0/10




[Tpumepnbie popMbl JTOroBOpa NOPYUEHHUS U IOTOBOPA KOMHCCHUH.
ATEHTCKOE coIJIalleHue.
IIpoToKOIBI pa3HorIacuii K JoropopaM. @opMsl IPOTOKOJIOB Pa3HOIIACHI.

Pa3nen 3. CucremaTu3anusi M XpaHeHHe TOKYMEHTOB. 12/125
Tema 3.1. Copnepxxanue yuyeOHOro MaTepuasa 8/15
Hopsinok 1.Opranuzanus 10KyMEHTO000poTa: MpuemM, 00paboTKa, perucTpaiuio, KOHTPOJIb, 2
cUCTeMATH3ALUHN U XpaHEHUE T0KYMEHTOB.
XpaHeHHs JOKYMEHTOB 2.Ilopsinok BeeHUsI HOMEHKIIATYpPhI Jell. 3HaUeHHE U BUJbl HOMEHKJIATYPHI JIe. /0,5
TpeboBanus K HOMEHKIIAType Aea. POopMHpPOBAaHUE JIENT U TOPSIIOK O0bEIMHEHUS
JIOKYMEHTOB B jiefia. XpaHeHue nen. [lopsanok Bel1auu U U3bATUS JOKYMEHTOB U JIeJT B 2
cirydae HeoOxoaumocTh. Kpurepun ornpeneneHus: 3 HaYuuMOCTH TJOKYMEHTOB.
3.Xpanenue JOKyMeHTOB H Jien. Opranuzanus apxuBa. ObecriedeHre COXpaHHOCTH
JIOKYMEHTOB, I1€pEIaHHbIX B apXuB. [1ops10K BeAeHUS 311EKTPOHHOTO apXKBa AIEKTPOHHBIX 2/0,5
JIOKYMEHTOB.
B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2/05
1.IlpakTraeckue 3aHATHS 2/05
®opmMupoBaHruEe HOMEHKJIATYPHI €1, ONpeieJIeHNe 3HAUUMOCTH IOKYMEHTOB, O(hopMIIeHUE
3aMmpocoB IS BBIIAYU JTOKYMEHTOB U Aen. OpraHu3aius apxusa.
Tema 3.2. Copepxanue yueOHOIro MaTepuasa 4/1
Padora ¢ 1.XapakTepructuka KoHpuaeHIIMaTbHON nHpopmanuu. CrucrteMa 1 TEXHOJIOTUS 3aIUThI 2/0,5
KOH (U IeHIHATbHOI JIOKYMEHTHUPOBAHHOHN KOH(PHICHIINATHHON HHPOPMAIIIH: 3aIIUIIEHHBIN
AOKYMEHTHPOBAHHOM JIOKYMEHTO000pOT; 00pab0oTKa MOCTYNUBIINX U OTIPABISIEMbIX JOKYMEHTOB; YUET
uHpopmanmei KOH(UICHIIMATBHBIX JOKYMEHTOB U ()OPMUPOBAHKE CIIPABOYHO- HHPOPMAITMOHHOTO
0aHKa TaHHBIX IO JOKYMEHTaM; OPSAJ0K paboThI epcoHaia ¢ KOH(QUICHIMATbHBIMU
JTOKyMEHTaMU. YU€T U XpaHeHue JIeT ¢ KOH(PUIEHITUAIBHBIMH IOKYMEHTaMHU.
2.HopmaTuBHO-IpaBOBBIE aKThl, perilaMEeHTHPYIOIINE paboTy ¢ JOKYMEHTUPOBAHHOM 2/0,5
KOH(UICHIIMATBLHOM nH(OpMaIIHeH.
CamocrosiTe/ibHasi padoTa 00y4YaloUIUXCsl: 10

[TpumepHas TeMaTHKa CaMOCTOSITEIbHON YueOHOM paboThI IPU U3yYEHUH pazjerna 3
®opmupoBaHue e U MOops 10K 00beAUHEHNS JOKYMEHTOB B J€Ja.

Kpurepun onpenenenus 3Ha4MMOCTH IOKYMEHTOB.

V4ér u XxpaneHue e ¢ KOH(QUIEHIIMAIBHBIMH IOKYMEHTaMHU.

Cucrema U TEXHOJIOTHS 3aIIUTHI JOKYMEHTUPOBAHHON KOH(UACHIMAILHOW HHPOPMALIUH.




Kouncyastanus -16
IIpome:kyTouHas arrectauusi B popme 3a4yera -/ -
Bcero: 46 / 46




3. YCJIOBHUA PEAJIN3AIIMA TPOT' PAMMBI YYEBHOM JUCHUIIINHBI

3.1. Jlna peanu3anuu OporpamMmbl  y4eOHOM — JUCLMILIMHBI JIOJDKHBI ~ OBITh
IPEIYCMOTPEHBI CIIEAYIONINE CIICIHATbHBIC TTOMEICHHS:

Kabuner  «JloKyMEHTallMOHHOTO oOecriedeHHus  YIpPaBICHUY, OCHAILICHHBIN
000opyI0OBaHUEM:

- IOCaA04YHBIC MECTA 110 KOJIMYECTBY 06yqa}0umxc;1,
- pa60qee MECTO IIPEIogaBaTciii,

- JIOCKa,
- CTCH/BI,
- IUJIAKTUYECKUNA MaTepual,
- TEXHUYECKUMH  CpEACTBAMH  OOYy4YEHUS:  KOMIIBIOTEpPBI,  MYJIbTUMEIUIHOE
o0opyI0BaHueE.

Hepequb 060py,I[OBaHI/I$I HE ABJIACTCA OKOHYATCIIBHBIM MW MOXET HU3MCHATHCA B
COOTBETCTBUH C OCOOEHHOCTSIMH y‘I66HOI‘O 3aBCACHU. HaanMep, BO3MOXXHO AOIIOJITHUTCIBHOC
OCHAIICHUEC ITPUHTCPOM HJIN UHBIM TCXHHUYCCKUM CPCIACTBOM.

3.2. UnpopmannoHHoe obecniedeHHe peajn3alui NPorpaMmMbl
Jist peanu3anuu mporpaMMmbl  OMOIHMOTEYHBIH (OHA 00pa30BaTENBHON OpraHU3aALUU
JIOJDKEH MMETh TeYaTHbIC W/WJIH 3JICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
PEKOMEHAYEMBIX JJIsl UCII0JIb30BaHUs B 00pa30BaTeIbHOM IIPOLIECCE
3.2.1. OcHOBHbIE HCTOYHUKHU
1. BemkypoBa, A. b. JlokymMeHTallMOHHOE OOECIeUYeHrEe YIPaBICHUs : yueOHOE MOcoOHe s
CTYJIEHTOB CpeaHero mnpodeccuoHanbHoro obpasosanus : [12+] / A. b. BemkypoBa. —
MockBa ; bepmun : JQupexr-Menua, 2020. — 170 c. : wi., Tabn. — Pexxum nmocryma: mo
noxamucke. — URL: https://biblioclub.ru/index.php?page=book&id=570999
2. ApacnanoBa, B. A. JlokyMeHTallmoOHHOE oOecleueHne yMnpaBieHHs : Y4eOHO-TIPaKTHUECKOe
nocobue B cxemax, Tabnuuax, oopasmax : [12+] / B. A. ApacnanoBa. — 2-e u3f., JAON. U
nepepad. — Mocksa ; bepnun : lupexr-Meaua, 2020. — 266 c. : mi., Tadn. — Pexxum nocrymna:
o noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394
3. lllyBanosa, H.B. JlokymeHnTamnmonnoe obecreyeHrue yrnpaBieHUs: yYeOHUK U TPAKTHUKYM JJIst
CIIO/ H.B. lllyBanosa. — M.: FOpaiit, 2017. —221c.

3.2.2. DeKTPOHHBbIE H31aHUHA (JTEKTPOHHbIE PECYPChI)

1. Kynéra, E.}O. JlokymeHTanimoHHoe oOecrnieueHue yrpasieHus. — M., Akanemus — Menua,
2014.

2. ITmenko, A.B., Joponunna JI.A. u np. JJokyMeHTaIlMOHHOE OOecIieueHre yrpaBieHus. — M.,
Axanemus —Menua, 2015.

3. CnpaBouHnas npaBoBas cucrema «KoncynpranT mirocy»:http:// www.consultant.ru

4. CrnpaBouHnas cucrema «l apant». http://www.aero.garant.ru

3.2.3. lonoJTHUTeIbHbIe HCTOYHUKHU
1. Kypnan «/lenonpouszBoacTBo».
2. Kypnan «Cexperapckoe J1enom.


https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=578394

. KypHan «YnpaBieHue nepcoHaIom.

HopmaTuBHBIE JOKYMEHTBI:

. ®enepanpupiii  3akoH  "OO6  osnektponHod moamucn" ot 06.04.2011 N 63-03.
Qenepanbublii 3akoH "O0 wHPOpManuu, MHPOPMAIMOHHBIX TEXHOJOTHSIX WU O 3alIUTe
uHpopmanuu" ot 27.07.2006 N 149-03

. 'OCT P 7.0.8-2013. Hauuonanbbii cranmapt Poccuiickoii Pepepanuu. Cucrema
CTaHAapTOB 1O WH(opManuu, OMOINOTEYHOMY U U3/IaTENbCKOMY Aelny. Jlenonpous3BoacTBo u
apxuBHOe jaeno. Tepmunsl u onpenenenus (yrB. IIpukaszom Poccranmapra ot 17.10.2013 N
1185-cT)

. TOCT P 6.30-2003. VYuudunupoBaHHas CcUCTEeMa JOKYMEHTAllUU. YHHUPUIHMPOBAHHAS
cHCTEeMa OpPraHU3alMOHHO-PACIIOPSAANTENBHON JOKyMeHTanuu. TpeboBanue Kk o(opMieHuIo
JIOKYMEHTOB. YTBep:KJieH nocraHoBiieHueM ['occrangapra PO ot 03.03.2003 Ne65-ct. — M.:
N3n-Bo crangaptos, 2003.



4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM

T CIHATITAHBI

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeTtoanbl OLIEHKH

B pe3ynbraTe 0OCBOCHUS TUCHUILIMHBI
00y4arouuics 10JKEH 3HaAmb '
aKTyaJIbHBIN MPO(dhecCHOHAIBHBINA U
COLMAJIbHBINA KOHTEKCT, B KOTOPOM
NPUXOIUTCS pabOTaTh U JKUTh;
OCHOBHBIC HCTOYHHKH UH(OPMAIMU U
pecypcehl AJisl pelIeHus 3a/1a4 U
po0JieM B TpoeCCHOHAIIBHOM W/HITH
COLIMAJIbHOM KOHTEKCTE;

AITOPUTMBI BBITIOTHEHUS paboT B
po(hecCHOHATBEHOM U CMEXKHBIX
001acTsIX;

MeToABbI paboTHI B MPo(hecCHOHANBHOM
U CMEXHBIX cepax;

CTPYKTYpY ILIaHA ISl peUICHHUS 3a7ad;

MOPAAOK OLCHKHU PE3YJIbTATOB PCIICHUA

3aja4 rnpodeccruoHalIbHON
JEeSTEIIbHOCTH

HOMEHKJIaTypa HHGOPMAIIMOHHBIX
HUCTOYHUKOB MIPUMEHSEMBIX B
npoeCCHOHAIBHON JESATEIHHOCTH;
MPUEMBI CTPYKTYPHUPOBAHUS
uH(pOopMaLnu;

dbopmat opopmiieHus: pe3yabTaTOB
noricka MHQpopMaIuu

coJlep’KaHue aKTyallbHOW HOPMAaTHBHO-
MPaBOBOM JOKYMEHTAIIHH;
COBpEMEHHasi Hay4yHas U
npodeccuoHaIbHasi TEPMUHOJIOTHUS;
BO3MOJKHBIE TPACKTOPUHU
MPOQECCHOHAIBHOTO PAa3BUTHS U
caMmo00pa30BaHUs
MICUXOJIOTHYECKHE OCHOBBI
JESTEIbHOCTH KOJUIEKTHBA,
MICUXOJIOTHYECKHE OCOOCHHOCTH
JUYHOCTH;

OCHOBBI IIPOCKTHOMU JCSITSITLHOCTH
0COOEHHOCTH COIMAJIFHOIO U
KYJIBTYPHOTO KOHTEKCTA,;

pacino3HaBaHUEC aJITOPUTMOB
BBITIOJIHEHU pa60T B

001acTsX; onpeeneHne
METO/0B pabOTHI B

cdepax; BEIOOP onpe/ieieHrne

MOPSI/IKA OIICHKH PE3YJIbTaTOB
pelieHus 3a1a4
npoQeCCHOHAIBHON

ONTUMAJIbHBIX UICTOYHHUKOB
nH(pOpMaLIUU U PECYpPCOB IS
peleHus 3a1a4 u mpooyeM B
PO eCCHOHATBPHOM H/HITH
COLIMAJILHOM KOHTEKCTE;
OpUEHTUPOBAHUE B aKTyalbHOU
HOPMAaTUBHO-TIPABOBOU
JIOKYMEHTAllN; COBPEMEHHON
Hay4YHOU U TPo(eCcCHOHATTbHON
TEPMHUHOJIOTUH; TOHUMaHUE
IICUXOJIOTMYECKUX OCHOB
JIESITEIBHOCTH KOJUIEKTHBA,
IICUXOJIOTMYECKHUX
0COOEHHOCTEH JTUYHOCTH,
BJIa/ICHNUE 3HAHUSMHU OCHOB
paboThI C TOKYMEHTaMH,
MOJTOTOBKU YCTHBIX U
MMUCHbMEHHBIX COOOIEHHH;
3HaHHE OCHOB KOMITBIOTEPHOU
I'PaMOTHOCTH; 3HAHUE TPABUI
HaIMCaHWs U TPOU3HOIIECHHUS
CJIOB, B T.U. U
po¢eCCHOHATLHOMN JIEKCUKH.
3Hanue GopM MepBUUHBIX
OyXTalnTepCKUX JOKYMEHTOB,
coaep>KaHus TaKOH

po(heCcCHOHATTLHOM U CMEKHBIX

po(heCcCHOHATTLHOM U CMEKHBIX

ONTUMAJILHOM CTPYKTYpHI IJIaHA
JUTSL pEIICHUs 3a/1a4; TOHUMaHKe

JIeSITCIIBHOCTH; BRIOOp Hambouee

OrneHka
pe3yIbTaTOB
BBIIOJTHCHHS
MPaKTUYECKUX
pabor.

OrncHka
BBIIOJTHCHHS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

YcTHbIM onpoc.
IInceMeHHBIN
ompoc.




npaBuiia 0POPMIICHUS TOKYMEHTOB H
MIOCTPOCHUS YCTHBIX COOOIICHUI;
IrPaMOTHO U3JIaraTh CBOM MBICIIH U
0pOPMIISITh TOKYMEHTHI 110
npodeccuoHanbHOM TeMaTHKE Ha
rOCy/IapCTBEHHOM $SI3bIKE, ITPOSBIISATH
TOJIEPAHTHOCTH B paboyeM KOJIJICKTUBE
COBpPEMEHHBIE CPE/ICTBA U yCTPONCTBA
uHpOpMAaTU3aIUH;

MOPSIOK MX IPUMEHCHUS U
porpaMmmMHoOe o0ecreyeHue B
po(ecCHOHATTLHOM e TEIEHOCTH
IpaBHJia HOCTPOCHUS MIPOCTHIX U
CJIOKHBIX MPEIOKEHUN Ha
npodeccCuoHaNbHBIE TEMBI;

OCHOBHBIE 001IEeyTTOTPEOUTENbHbBIE
rinarosbl (ObITOBAs U
npodeccuoHaIbHAs JIEKCHKA);
JIEKCUYECKUN MUHUMYM, OTHOCSIIUKACS
K OITMCAHHIO TMPEAMETOB, CPEICTB H
IIPOIIECCOB MPO(eCcCHOHATBHON
JEeSITEIbHOCTH; 0COOEHHOCTH
MIPOU3HOIICHHUST; IPaBUIa YTCHHUS
TEKCTOB MPodheCcCHOHATHLHON
HAIpPaBIEHHOCTHU 001e TpeOOBaHUS K
OyXxrajaTepckoMy y4eTy B 4acTH
JIOKYMEHTHUPOBAHHUS BCEX
XO3SIICTBEHHBIX JIEVCTBUM U OTIEPALNI;
MOHSITUE IEPBUYHOM OyXTalnTepCKOM
JIOKYMEHTAIUH;

ompezeNieHne MePBUYHBIX
OyXrajaTepcKux JOKYMEHTOB;

(bopMBI IEPBUYHBIX OYXTIaNTepCKUX
JIOKYMEHTOB, COJIEPIKAIINX
00s13aTeNbHBIC PEKBU3UTHI TIGPBHYHOTO
YYETHOTO JIOKYMEHTA,

MOPSIIOK TIPOBEICHUS TTPOBEPKU
MEPBUYHBIX OYXTalTePCKUX
JIOKYMEHTOB, ()OpMaIIbHOM MPOBEPKHU
JIOKYMEHTOB, MIPOBEPKH T10 CYIIECTBY,
apuQMeTHIECKON MPOBEPKHU;
MPUHIIUIIBI ¥ IPU3HAKU TPYTIUPOBKU
MEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

JOKYMEHTAIUH, TOHUMaHHUe
cneuuuku paboThI ¢
NEPBUYHBIMH OyXTaJITEPCKUMU
JOKYMEHTaMHU




MOPSIOK TPOBEACHUS TAKCUPOBKU U
KOHTHUPOBKH MTEPBUYHBIX
OyXTaJITepCKUX JJOKYMEHTOB;

MOPSITOK COCTABJICHUS PETUCTPOB
OyXraJITepCKOTO y4erTa,;

NpaBUjIa U CPOKHU XPaHEHHSI TEPBHYHON
OyXraJuTepcKoil TOKyMEHTaIu!

B pesynbrare 0cCBOCHUS IUCIUILITUHBI
00yYaromUNCs TOJKEH yMenb:
pacrio3HaBath 3aJauy u/uim npodiaemy
B IPO()eCCHOHATBHOM H/WIIH
COLIMAIBHOM KOHTEKCTE;
aHAJIM3UPOBATH 33a4y U/UITU
po0JieMy U BBIETSTH €€ COCTaBHbIE
YacTH; OMPEENIATh dTaMbl PEUICHUS
3aJ1auu; BBISBIATH U 3PPEKTUBHO
UCKaTh WH(POPMAIIHIO, HEOOXOTUMYIO
JUTSL PEUICHUs 3aa9¥ W/ WA TPOOIEMBI;
COCTaBUTH IUIaH ACUCTBUS; ONPEICITUTD
HEO0OXOIMMBIE PECYPCHI;

BJIQ/IETh aKTyaJIbHBIMH METO/IaMU
paboThI B IpoeCCHOHAIBHON 1
CMEXHBIX chepax;

peann30BaTh COCTABICHHBIN IUIAH;
OLICHUBATH PE3YJIbTAT U MOCIEICTBUS
CBOMX JICUCTBUH (CAaMOCTOSATEIHHO WIIH
C TIOMOIIbIO HACTABHUKA)

OTIpEeNeNATh 3a7a4uM JUIsl TOUCKA
uHpOpMaInH;

OTpesieNATh He00X0IMMbIE HCTOUHUKHU
uHpOpMaInu;

IUTAHUPOBATh MPOIIECC TTOUCKA,;
CTPYKTYPUPOBATh MOJIy4aeMyIO
uH(pOpMaLINIO;

BBIAEIATh HanOOIee 3HAUYNMOE B
nepeyHe HHGpopmaluy;

OILIEHUBATh MPAKTHYECKYIO 3HAYUMOCTh
pe3yJbTaTOB MOKCKa;

0(pOpMIIATH pe3ynbTaThl MOUCKA
OTIpeNieNATh aKTyalbHOCTb
HOPMAaTHBHO-TIPABOBOM JJOKYMEHTAIH
B IIpo(heCcCHOHANIBHOM e TENbHOCTH;
NPUMEHSTh COBPEMEHHYIO HAYUHYIO
npodeccuoHaNbHYI0 TEPMUHOJIOTHIO;

BJIQJICHUE aKTyaJlbHBIMH
METOJIaMH padOThI B
po(heCcCHOHATTLHON U CMEKHBIX
chepax; apdhexkTuBHOE
BBISIBJICHHE U TIOUCK
nH(pOpMaliU, COCTaBICHHE
ONTHUMAJILHOTO TIJIaHA JICHCTBUH,
aHaJIn3 HEOOXOIUMBIX JIs
BBITIOJTHEHU S 3a/1aHUS,
PECYPCOB; OCYIIECTBICHHE
HCCIIEIOBATEIIbCKOM
JIESITEIIbHOCTH, TIPUBOISAIICH K
ONTHMAJILHOMY Pe3yiIbTary;
JIEMOHCTpAIHs THOKOCTH B
OOIIEHUH C KOJUIETaMH,
PYKOBOJICTBOM, IO TYHHEHHBIMU
U 3aKa34MKaMH; MPUMEHEHHE
cpeacTB HHPOPMAIIMOHHBIX
TEXHOJIOTHH JIJISl peIICHHUS
MpoQ)eCCHOHANIBHBIX 337124,

3¢ (PeKTUBHOE HUCIOJIB30BAHUE
COBPEMEHHOT0 MPOTPaMMHOTO
obecrevyeHns; KpaTko U 4eTKO
(dbopMynupoBaTh CBOU MBICIIH,
U3Narath UX JOCTYITHBIM JJIs
MMOHUMAaHUS CII0CO00M;

s dexTruBHas paboTta ¢
MIEPBUYHBIMH OyXTaITEPCKUMHU
JIOKyMEHTaMHU

OrnecHka
pe3yabTaToOB
BBITTOJTHECHHUS
MPAKTUIECKHIX
pabor.

OrneHka
BBIIOJTHEHHS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

YcTHbIM onpoc.
IInceMeHHBIN
ompoc.




OTIpeNeNATh U BHICTPAUBATh
TPaeKTOPUH NMPO(eCcCHOHATBHOTO
Pa3BUTHS U CAMOOOPA30BaHUS
OpPraHu30BBIBATH PAOOTY KOJUIEKTHBA U
KOMaH/Ibl;

B3aMMOJICICTBOBATH C KOJIJIETaMH,
PYKOBOJICTBOM, KJIMEHTAMH B XOJI€
npodecCuoHaNBHOM e TeIbHOCTH
IPaMOTHO W3JIaraTh CBOM MBICIH U
0pOPMIISITh TOKYMEHTHI 110
npodecCHOHALHON TeMaTUKE Ha
rOCyJapCTBEHHOM SI3BIKE, IPOSIBIATH
TOJIEPAHTHOCTH B paboyeM KOJIJICKTUBE
MPUMEHSITh CPE/ICTBA
MH(OPMALIMOHHBIX TEXHOJIOTHH IS
pemieHus mpohecCUOHaTbHBIX 3a7a4;
HCIIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHO€E 0OecrieyeHre

MOHUMATh OO CMBICI YETKO
IIPOM3HECEHHBIX BHICKA3bIBAHUN HA
M3BECTHBIE TeMBI (TIpodecCHoHaNbHbIE
U OBITOBBIE), TOHUMATh TEKCThI HA
0a3oBbIe TPO(HECCUOHATLHBIE TEMBI;
y4acTBOBATh B AMAJIOTaX HA 3HAKOMBIE
oOurye u npodeccruoHalbHbIE TEMBI,
CTPOUTH MPOCTHIE BHICKA3bIBAHUS O
cebe u o cBoell mpodeccuoHaIbHON
NesITeTTbHOCTH;

KpaTKo 00OCHOBBIBATh U OOBSICHUTH
CBOMU JACUCTBUS (TEKYyILIUE U
IUTaHUPYEMBIE);

NHUCaTh IPOCTBIE CBA3HBIE COOOLICHUS
Ha 3HAKOMbIE WJIM MHTEPECYIOINe
poeCCHOHAIBHBIEC TEMBI

PUHUMATD TTPOU3BOJILHBIC TIEPBUYHBIC
OyXTaJITepCKHUE TIOKYMEHTHI,
paccMaTprBaeMble KaKk TUCHbMEHHOE
JI0Ka3aTeIbCTBO COBEPIICHUS
XO3SIMCTBEHHOM ONEpaIuy WU
NOJIydeHUE pa3pellieH sl Ha ee
POBE/ICHUE;

NPUHUMATD NIEPBUYHBIE OyXTanTepcKue
JOKYMEHTHI Ha OyMa)KHOM HOCHUTEIIE H
(unu) B BUJIE DJIEKTPOHHOTO




JIOKYMEHTA, MOANNCAHHOTO
AJIEKTPOHHOM MOAIKCBIO;

IIPOBEPATH HAIMYKE B IIPOU3BOJIBHBIX
NEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTax 00s3aTelbHbIX
PEKBU3UTOB;

IPOBOJIUTH (DOPMANIbHYIO IPOBEPKY
JIOKYMEHTOB, ITPOBEPKY IO CYLIECTBY,
apru(METHUECKYIO ITPOBEPKY;
IPOBOJUTH IPYNIIUPOBKY MEPBUUHBIX
OyXrajaTepckux JOKYMEHTOB IO pSAAY
IIPU3HAKOB;

IPOBOJUTH TAKCUPOBKY U KOHTUPOBKY
HNEPBUYHBIX OYXTaJITepPCKUX
JIOKYMEHTOB;

OpPraHU30BBIBATH IOKYMEHTOO0OPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;
3aHOCUTb JIAHHBIE 110
CrpyNIHUPOBAaHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO YUeTa;
nepeaBaTh EPBUYHBIE OyXTanTepcKue
JIOKYMEHTBI B TEKYLLUI OyXranTepcKuii
apXuB;

nepeaaBaTh NepBUYHbIE OyXraJlTepcKue
JIOKYMEHTBI B [IOCTOSIHHBIM apXUB 110
MCTEUYEHUHU YCTAaHOBJIEHHOT'O CPOKa
XpaHEHUs;

UCIPABIIATH OLIMOKU B IEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTaX
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