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1. OBIIASI XAPAKTEPUCTHKA PABOYEM ITPOI'PAMMBI YUYEBHOM JUCIUILINHBI
«OI1.06 JOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. MecTo AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI1 00pa3oBaTe/ibHOM NPOrpaMMBbl:

VYyeOnass nucuuiuinHa J{OKyMEHTallMOHHOE OOecreueHUue YIpaBICHUS SIBIISAETCS
00s13aTeNbHOM  YacThi0  00MmIENPO(EeCCHOHANFHOTO  IMKJIA OCHOBHOW  00pa3oBaTEbHOMN
nporpammbl B cooTBeTcTBUM ¢ DPI'OC mno cnemuanbHoct  38.02.01 JxoHOMHKA H
Oyxrajarepckui y4uer (110 0TPac/isim).

VYyeOnast aucuuiuinHa «JlokyMeHTalMoHHOE oOecredyeHre ynpaBieHUsD» O0ecreurnBaeT
dbopmupoBanre MPo(HEecCHOHATBLHBIX W OOMIMX KOMIETCHIIMKA IO BCEM BHJaM JCSTEIbHOCTH
®OI'OC no cnemuansbHoctd 38.02.01. IkoHOMHMKA M OyXrajrepckuid y4yer (IO OTpacjsiM).
Ocoboe 3HaueHNe JUCIUIUTMHA UMeeT pHu GpopmupoBanuu u passutuu OK 01-05, 09,10.

1.2. He.]'lb U IINTIAHUPYEMBIC PE3YJbTATbI OCBOCHUSA TUCHHUIIJIMHBI:
B paMKax IIporpaMMbl y‘le6H0ﬁ AUCHUITIIMHBI 06y‘{aIOH_[I/IMI/IC${ OCBAaUBAKOTCId YMCHUSA U
3HaHUuA



Oo0uue u npodeccHoHATbHbIE KOMIIETEHIIHT

Kon
OK, IIK

YMmenuns

3Hanud

O01ue KOMIeTeHINHT

OK 01

YMeHusi: pacrio3HaBaTh 3ahady W/Wind npobiemy B NmpodecCHOHAIBHOM
W/WJIN COLMAIBHOM KOHTEKCTE; aHAJTM3UPOBaTh 3a/1a4y W/WIH MPOOJieMy U
BBIJICNIAT €€ COCTAaBHBIE YACTH; OMPEIENATh ITAlbl PELICHUS 3a/1auH;
BBISIBIIAT M A((PEKTUBHO HCKaTh HH(POpMAINUIO, HEOOXOAUMYIO IS
peLIeHH 3aJa4i 1/UITU IPOOJIEMBL;

COCTaBUTH IUIAH JACUCTBUS; ONPEICITUTh HEOOXOAMMBIEC PECYPCHI;

BJIAJETh AaKTyaJIbHBIMH METOJaMH paboThl B TNPO(ECCHOHANBHON U
CMEOXKHBIX cdepax; pealu30oBaTh COCTABJICHHBIM IUIaH, OICHUBAThH
pe3yabTaT M TIOCJEICTBHUS CBOUX JIEUCTBHHM (CaMOCTOATENBHO WM C
MIOMOIIIBI0 HACTABHUKA)

3HAHUSA: aKTyaJbHBIH MPOGECCHOHATBHBIA U COIMATBHBIN
KOHTEKCT, B KOTOPOM TMPUXOAUTCS paboTaTb U HKHTb;
OCHOBHBIE UICTOYHUKU HH(POPMALIUU U PECYPCHI IS pEIICHUS
3aja4 ¥ mpobsieM B MpodeccruoHalIbHOM W/WJIH COLIMATBbHOM
KOHTEKCTE;

QJIITOPUTMBI BBITIOJHEHHUS] paboT B MpodecCHOHANBHOU U
CMEXHBIX 00J1aCTsIX; METOBI Pa0OTHI B MPOodecCHOHATBLHOM
U CMEXHBIX cepax; CTpyKTypy IUIaHA AJIsl pelIeHUs 3a/a4;
MOPAJOK  OLEHKM  pPE3yJbTaTOB  pEIIeHus  3ajad
podecCHOHANLHOM e TEeNIbHOCTH

OK 02

YMeHusi: ompenenaTh 3aJayd I TOMCKa HMH(OpMaIuu; ONpeaessTh
HEOOXOAMMBIE MCTOYHUKH MH(OpMaNNy; IUIaHUPOBATh MPOLECC IOMCKA;
CTPYKTYpPHPOBATh IOJlydyaeMylo HH(GOpMAIMIO; BBIIEIATh Hamboiee
3HAYMMOE B IIEpeYHE MH(POPMAINH; OLIEHUBATh NPAKTHYECKYIO 3HAYUMOCTb
PE3yJIBTATOB MOUCKA; 0OPMIIATH PE3YJIbTAThI MOMCKA

3HaHUSA: HOMEHKIATypa HH()OPMAIMOHHBIX HCTOYHUKOB,
NPUMEHSEMBIX B  MPOQECCHOHAIBHONH  JEATEIbHOCTH;
OpUEeMBl  CTPYKTypUpoBaHus  uHpopmanmu;  (opmar
oopmiteHHs pe3ysbTaToOB MOUCKA HHPOPMAIHH

OK 03

YMenus: OTIPENIeNATh aKTyaJbHOCTb HOPMAaTHUBHO-TIPABOBOM
JOKYMEHTAIlMd B  MPOQPECCHOHAIBHOW  JEATEIBHOCTH; MPUMEHSThH
COBPEMEHHYO HAyYHYIO MPO(hEeCCHOHANTBHYIO TEPMUHOJIOTHIO; OTIPEACTISATh
U BBICTpaMBaTb TPACKTOPUU  TNPOPECCHOHAIBHOIO  pa3BUTHS U
camoo0pa3zoBaHus

3HaHUsI: COJIEp)KAHUE AKTyallbHOW HOPMATHBHO-TIPABOBOM
JOKYMCHTAllUU, COBpCMCHHaAs Hay4dHas u
npodeccuoHaIbHas TEPMHUHOJIOTHSI, BO3MOHBIE
TPaeKTOPUHU podeCCHOHATBHOTO pa3BUTHS "
camoo0pa3zoBaHus

OK 04

YMeHHMsl.  OpPraHu3OBbIBaTH  pabOTy  KOJUIEKTMBA M KOMAaH/BI,
B3aMMOJICIICTBOBATh C KOJUIETAMH, PYKOBOJCTBOM, KJIHEHTaMHU B XOJ€
poeCCHOHAIBHON e TEIHHOCTH

3Hanus. TICUXOJIOTUYCCKHE OCHOBBI JCATCIIbHOCTH
KOJIJICKTHUBA, IICHUXOJOTHYCCKUC 0COOEHHOCTHU JJUYHOCTH,
OCHOBBI HpOGKTHOfI JCATCIIBHOCTH

OK 05

YMeHusi: rpaMOTHO H3JIaraThb CBOM MBICIH U OQOPMIISATH JTOKYMEHTHI 110
npohecCHOHANBbHOM TeMaTUKE Ha TOCYJAapCTBEHHOM SI3bIKE, IMPOSIBISTH
TOJICPAHTHOCTh B pab0UYeM KOJJICKTUBE

3HaHUsAA: OCOOCHHOCTH COLMAJIBHOIO M  KYJbTYPHOTO
KOHTEKCTa; MpaBuia  OQOPMIIEHHS  JOKYMEHTOB H
MOCTPOCHHMSI YCTHBIX COOOIIEHUI.

OK 09

YMeHus: TIPUMEHSTH CPEICTBa HMH()OPMAIMOHHBIX TEXHOJIOTHH IS
pemieHnss NPOQECCHOHAIBHBIX — 3a]a4; HCIIOJIb30BaTh COBPEMEHHOE
IporpaMMHoOe o0ecrieueHue

3HaHMA:  COBpPEMEHHBIE  CpEICTBA W YCTpOMCTBa
nH(pOpMAaTU3ALNY; TOPSA0K UX IPUMEHEHHSI U TPOTPaMMHOE
oOecrieyeHre B NpoecCuOHATBHOMN J1eTeIbHOCTH




OK 10

YMeHus: moHUMAaTh OOIIUKA CMBICT YETKO MPOU3HECCHHBIX BBICKAa3bIBAHUM
Ha U3BECTHBIE TEMbI (IPOPECCUOHATIBHBIE U OBITOBBIE), TIOHUMATh TEKCTHI
Ha 0a30Bble MpOo(decCHOHAIBHBIE TEMBbl; YY4acTBOBAaTh B JHAJIOTaXx Ha
3HAaKOMble OOHMe M NPOPEcCHOHANbHBIE TEMbI; CTPOUTH IPOCThIE
BBICKa3bIBaHUSI O cebe M O cBoel NpodeCCHOHATBHOU ACSITEIHLHOCTH;
KpaTko OOOCHOBBIBaTb M OOBSICHUTb CBOM JEHCTBHs (TEKyluue U
IUIAHUPYEMBIE); MMHCATh MIPOCTHIE CBSI3HBIE COOOIIEHUS HA 3HAKOMbIE WU
MHTEpECYIOIINEe NPOoPecCHOHATIbHbBIE TEMBI

3HaHMA: @paBWiIa IIOCTPOEHHUS IMPOCTBIX M  CIOXHBIX
OpeIoKEeHU Ha NPOoPEeCCHOHANBHBIE TEMbl; OCHOBHBIC
00IeyIOTpeOUTENLHBIC TJIarOJIbI (ObITOBas u
npodeccroHa bHas JICKCHKA); JICKCHUSCKHHA MHHUMYM,
OTHOCﬁHlHﬁCH K OIIKMCAaHHUIO npeamMEToB, CpCaACTB n
IPOIIECCOB npodeccroHaIbHOM JIeSATSIbHOCTH;
0COOCHHOCTH TPOU3HOIICHUS; TpaBUJIa YTEHHS TEKCTOB
npodecCHOHATIBHOM HANPABICHHOCTH

IIpodeccuoHabHbIE KOMIIETEHIIUU

K 1.1
IIK 2.7
IIK 4.1

YMeHusl: TpPUHMMATh IPOU3BOJIGHBIC IEPBUYHBIE  OyXTanTepcKue
JOKYMEHTBI, paccMaTpuBacMble KaK MNHUCHbMEHHOE JI0Ka3aTeIIbCTBO
COBEpIICHUS X035HCTBEHHOH ONEpaIiy WK OTyYeHHE pa3pelIeHus Ha ee
IPOBE/ICHUE;

NpUHUMATh TEPBUYHBIC OyXrajaTepckue JOKYMEHThl Ha OyMakKHOM
HOCHUTCIIC U (I/IJII/I) B BHUAC JJICKTPOHHOI'0O AJOKYMCHTA, MNOAINMMCAHHOI'O
JJIEKTPOHHOH TTOAIHUCHIO;

MNPpOBECPATL HAJIUYUC B IMPOU3BOJIBHBIX IICPBHUYHBIX 6YXFaJITepCKI/IX
JOKyMEHTax 00s13aTeNbHBIX PEKBU3UTOB;

POBOJUTH (POPMATIBHYIO TPOBEPKY JOKYMEHTOB, IPOBEPKY IO CYIIECTBY,
apu(METHUYECKYIO TPOBEPKY;

IIPOBOAMTH IPYIIIUPOBKY MEPBUYHBIX OYXTalNTEPCKUX JOKYMEHTOB IO PAILY
IPU3HAKOB;

IPOBOAMTH TAKCUPOBKY M KOHTHPOBKY TIE€PBUYHBIX OYyXTalTepCKHUX
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;

pa3buparbcsi B HOMEHKIIATYpe Jel;

3aHOCUTh JaHHBIE II0 CIPYNIHUPOBAHHBIM JTOKYMEHTaM B PETUCTPHI
OyXraJITepCKOro y4era;
nepenaBarb IIEPBUYHEIE
OyXraJiTepckuil apxus;
nepeaaBaTb NEPBUYHBLIC 6yxranTepCKHe JOKYMCHTEI B MOCTOSHHBIN apxuB
10 UCTEYEHUH YCTAaHOBJICHHOTO CPOKA XPAHEHUS;

HCIPABIIATH OIIMOKU B IEPBUYHBIX OyXTalTEPCKUX TOKYMEHTAX;

OyxrajaTtepckue JOKyMEHTbl B  TEKyLIHi

3HaHus: oOmye TpeboBaHUs K OyXTraaTepCKOMY YUYeTy
B YaCTH JOKYMEHTHPOBAHUS BCEX XO35UCTBEHHbBIX JEHCTBUI
Y OIepaluii;

MOHSTHE EPBUYHOM OyXraJTepcKo JOKYMEHTAIUY;
ompezeNieHne ePBUYHBIX OyXTralTepCKUX TIOKyMEHTOB;
GOpMBI  TEPBHYHBIX  OyXTaITEPCKUX  JIOKYMEHTOB,
collepKalIMX  00si3aTeNbHBIE  PEKBU3UTHI  MEPBUYHOTO
Y4ETHOT'O IOKYMEHTA;

MOPSAIOK TPOBEACHHUSI IPOBEPKU MEPBUUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB,  (OpMajbHOW  IPOBEPKU  JTOKYMEHTOB,
MIPOBEPKH IO CYLIECTBY, apU(PMETHUECKOI TPOBEPKHU;
NPUHIUIIBI W MPU3HAKU  TPYNIHUPOBKH  MEPBHYHBIX
OyXraiaTepcKux JTOKyMEHTOB;

MOPSIZIOK ~ TPOBEJCHUST  TAaKCUPOBKH |
MEPBUYHBIX OYXTaITePCKUX TOKYMEHTOB;
MOPSAZIOK COCTaBJICHUSI PETUCTPOB OYXTalTEPCKOIo yueTa;
MpaBWJia U CPOKH XpaHEHHs MEePBUYHOM OyXrairepckoit
JIOKYMEHTAINH;

KOHTHUPOBKU




2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCIUILIMHBI
2.1. O6bem y4eOHON AMCIUILTHHBI U BUABI Y41eOHOH padoThl

Oo0bem B Oo0bem B
yacax yacax
Buj yueOHoi1 padoThl
O4YHOI0 3204HOT0
OTJeJICHUsI | OTAeJIeHusl

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM AU CHMIIIMHBI 42 42
O0bem padoTbl 00y4aOIIUXCSH BO B3AUMO/EHCTBHH C NpenogaBartesiemM 32 8
B TOM YHUCIIE:
TEOPETUUECKOe 00yUueHue 12 4
MIPaKTUYECKHUE 3aHATHUS 20 4
CamocTosTenbHas paboTta 10 34

IIpomeskyTouHasi arTecTanus B popme 1udhHepeHIInpOBaHHOTO 3aUeTa




2.2. TemaTHYeCKHUii JIAH U coJlep:KaHNe YUeOHOH AuCcINIINHBI «/[OKYMEHTallMOHHOE o0ecnieueHNe YIIPaABJIeHUs

Koanl
KOMIIeTEeHIIHIA,
HaumenoBanne O0bem (bopmupoBanuio
Coaepxxanue yueOHOro MaTepuaJa M (pOpMbI OPraHU3ALUH AeATEIbHOCTH 00y9al0 X CS KOTOPBIX
pa3aesioB H TeM B yacax criocoBeTByeT
3JEMEHT
NPOrpamMMBbl
1 2 3 4
Pazzexn 1. JOKYMEHTUPOBAHUE YIIPABJIEHYECKOM JAESATEJIbHOCTH 34
Tema 1.1. lokymenT u Conep:xanue yue0HOro MarepuaJia 2
CHCTEMA TOKYMEHTAIMU | 3HayeHue U CoJIepiKaHue JUCHUIIINHBI «/[oKyMeHTalnoHHOe 00ecrieueHre yIpaBICHH.
[loHsITHE TEPMHUHOB «JIOKYMEHT», «IOKYMEHTHPOBAaHUEY, «JOKYMEHTAIlMOHHOE O0ecreueHne
YIPaBICHUN.
Hcropuss pa3BUTHS HAyYHBIX TNPEACTABICHUH O JOKYMEHTAI[HOHHOM OO0ecre4eHun
ynpasieHusi. COBpeMEHHOE COCTOSIHUE IOKYMEHTAIlMOHHOTO 00eceueHus yIIpaBICHHUS. 2 OK 01, OK 02,
HopmaruBHO — mpaBoBasi 0a3za opraHU3aIlK JOKYMEHTAIMOHHOTO 00eCreueHMs YIpaBICHUs OK 03, OK 09,
KaK OCHOBA TEXHOJIOTUH MPOLIECCOB YIPABICHUS. OK 10
CocraB ynpapineH4ecKUX TOKyMeHTOB. [loHsTHe cucteM nokymeHTauuu. OyHKIMOHAIBHBIE U
OTpacJIEBbIE CUCTEMBI IOKYMEHTALIHH.
YHudukauys v cTanapTH3aLMs YIIPaBISHYECKUX JOKYMEHTOB.
Tema 1.2. Conep:xaHue yuedOHOIro MaTepuaJa 18
Opranusannonno— YHuHUuMpoBaHHas cUCTEMa OpraHU3alMOHHO-pacnopsaAuTeNnbHOM qokymeHnTaruu (OP/T).
pacnopsiiuTeIbLHbIE ['OCTs1 Ha OP/I. TpeboBanus kK 0POPMIICHHIO JOKYMEHTOB.
AoxymenTeI (OPJL) Knaccugukaius opraHu3aliMOHHO-PaCOPSIIUTEIbHON JOKYMEHTALMN:
OpranuzanvoHHble JOKYMEHThl — YCTaB, IITaTHOE pacHUCaHHe, WHCTPYKIHS, MOJIOKEHUE,
pErjlaMeHT. 14 OK 01, OK 02,
PacniopsiutenbHble  TOKyMEHTBI — TpUKa3, pacHopshKeHHE, YyKa3aHue, IOCTaHOBJICHHUE, OK 03, OK 04,
pelieHue, MpoTOKOIL. OK 05, OK 09,
CnpaBouHo-HHGOPMAIIMOHHBIE JOKYMEHTHI: CIy>KeOHas 3amucka, OObSICHUTEIbHAS 3aIHCKa, OK 10, TIK 2.7
aKT, CIIPaBKa, CIy>KeOHbIE MHChMa
B TOM YHCJIe MPAKTHYECKUX 3aHATHIA: 12




IIpakTuyeckoe 3ansatue 1. CocraBineHne U oQopMIIEHUE OPraHU3AIMOHHBIX JOKYMEHTOB
(ImTaTHOE pacrcaHue)

IIpakTuyeckoe 3ansaTue 2. CocrapneHue u ohopMIeHUE PACTOPSIUTEIBHBIX JOKYMEHTOB
(mpukas)

IIpakTuyeckoe 3ansaTue 3. CocraBneHue u ohopMIeHUE PACTOPSIUTEIBHBIX JOKYMEHTOB
(pacriopskeHuE)

IpakTnyeckoe 3ansatue 4. CocraBieHue u odopmicHHE HHPOPMAITMOHHO-CIPABOYHBIX
JIOKYMEHTOB (JIOKJIaiHas U CITy)KeOHas 3aIucKa)

IIpakTuyeckoe 3ansaTue 5. CocraBneHue u odopMicHHE HHDOPMAIHMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (CITy>keOHbIe THChMa). OdopMIileHHe CIPaBOK, aKTOB
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IIpakTuyeckoe 3ansiTue 6. Konrposbnas padora 2
CaMocTosiTesqibHasi pa6oTa 00y4alOIMXCsl: OArOTOBKA pedepaToB, COOOIEHHH, T0KIaI0B.
[TpumepHas TeMaTHKa BHEAY IMTOPHON CAMOCTOSITETILHON pabOTHI:
«OpraHu3aioHHbIe JJOKYMEHTHI - JIOTOBOP YUpeAMuTeNel, IpaBuia BHYTPEHHETO TPYJIOBOIO
pacropsakay;
«CrpaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTbI — OOBSCHUTENIbHAS 3alKcKa, 3asBICHHE, 4
CIIpaBKay,
«ITopsI0K coCTaBIEHUS aKTOB CBEPKH PACUETOB MEXAY 1€OMTOpAMH U KPeTUTOPAMU»;
«SI3BIK ¥ CTWJIB 1€JI0BOM KOPPECTIOHICHIINY;
«MHUIMAaTHBHBIE U OTBETHBIE CITy)KEOHBIE MUChMaY;
«BHyTpeHHHE U MEeXTYHAPOTHBIE TEJIETPAMMBI, TelIe()OHOTPAMMEI U Tele(haKChD».
Tema 1.3. Kanposas Cojaep:kanne yueGHOr0 MaTepuaia 8
AOKYMEHTAIMS JIoKyMeHTHUpOBaHUE TPYAOBbIX MpaBooTHOIIEHUH. CocTaB U OCOOEHHOCTH OGhOpMIIEHUS
JIOKYMEHTOB I10 JINUHOMY COCTaBY. 4
KommnekroBanue nuyHoro nena. Aproouorpadus. Pestome. 3asBieHue o nmprueme Ha padboTy. OK 01, OK 02,
[Tpuka3sbl O JINYHOMY COCTaBY. OK 03, OK 04,
B TOM YHCJIe MPAKTHYECKUX 3aHATHIA: OK 05, OK 09,
IIpakTnyeckoe 3ansaTHe 7. OhopmiieHne NPUKa30B M0 JUIHOMY cocTaBy. OdopmieHne OK 10
TPYJAOBOW KHUKKH. 2




CaMocTosiTesibHasi padoTa 00y4alOIMXCs: TOATOTOBKA pedepaToB, COOOIIEHUH, TOKIAI0B.
[TpumepHas TeMaTHKa BHEAy IUTOPHON CAMOCTOSITEIbHON pabOThI:

Odopmitenne TOMONTHEHHH U CTICHU(BUKAINA K KOHTPAKTaM.

«TpebGoBaHus MEKAYHAPOAHOIO apOUTpaxa K COCTABJIEHUIO U 0(OPMIICHHIO IPETEH3UOHHO -
MCKOBBIX JJOKYMEHTOB I10 BHEIIHEIKOHOMHUYECKOM IESTEIbHOCTHY.

Tema 1.4. loroBopHo—
npaBoBas
TOKyMEHTAHUA

Conep:kaHue y4eOHOI0 MaTepuaa

[Tonsitue noroBopa (KOHTpPaAKTa).

Tunosas opma goropopa (KOHTPAKTA).

OcHoBHBIE pa3ziesbl JOroBopa. BUIbI TOTOBOPOB: KYIUIH-TIPOJAKU, TOCTABKH, KOMUCCUH H JIP.
Bupl 10roBOpOB B cdepe 3aKyIoK.

JIOKYMEHTBI, 0 OPMIISIFOIIIHE TTOPSIOK PACCMOTPEHUS CIIOPOB MEXKTY FOPHINICCKUMU
munamu. [IpaBuna opopmiieHus npeTeH3noHHbIX TuceM. OcoO0eHHOCTH MPOBEICHUS 3aKyIOK
TOBapOB.

B TOM YUCJIC NPAKTHYCCKHUX 3aHATHI:

IIpakTuyeckoe 3ansaTue 8. OpopmieHune noropopa KyrIu-mpoaaxu

CaMmocrosiTesqibHasi padoTa 00y4aloIMXcs: MOAr0TOBKa peepaToB, COOOLICHUH, T0KIa/I0B.
Hcnonb3ys nHGOPMALMOHHO MPABOBYIO cUCTeMy B IHTEpHET pecypchl COCTaBUTH 0030D
CYLIECTBYIOIIUX Ia0JI0OHOB JOKYMEHTOB /ISl JOKYMEHTUPOBAHUS YIIPABICHUECKON
JESITEIbHOCTH.

[TpumepHas TeMaTHKa BHEAY IUTOPHON CAMOCTOSITEILHON pabOTHI:

«IIpumepnas popma 10roBopa MOCTaBKI»;

«IIpumepHas popma roroBopa 00 UHAWBUIYATbHOM MaTepUabHOW OTBETCTBEHHOCTIY;
«OdopmieHne NpuiIoKeHUHN K JOroBopam»;

«O¢dopmienre akToB O IpUEMKe MPOIYKIMU (TOBAPOB) MO KOJIUYECTBY U KAYECTBY.
OO0pa3sIibl aKTOBY;

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 09,
OK 10

Paznea 2. OPTAHUM3AIIUA PABOTHBI C JOKYMEHTAMUA
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Tema 2.1. [lonsiTHe
JOKYMEHT0000poTA,
perucrpamnus
JTOKYMEHTOB.

Coaep:xanue yue0HOro MaTepHaJia

CocraB u yueT 00beMa TOKYMEHTO000poTa npeanpustuii. Opranu3anys padoThl ¢ BXOJISIIEH,
UCXOJAIIEH U BHYTPEHHEN JOKYMEHTALMEH.

ba3bl maHHBIX 175 XpaHeHUs AOKyMeHToB. PaGota ¢ 3ampocamu. PaGoTa ¢ 31eKTpOHHBIMU
JIOKYMEHTaMH.

OK 01, OK 02,
OK 03, OK 09,
OK 10,
IIK 1.1

10




Tema 2.2. Opranmsauusi | Coaep:kaHue y4eOHOr0 MaTepuaia 6

OnepaTUBHOIO U CuctemaTu3anus TOKyMEHTOB U UX xpaHeHue. OdopmiieHrne HOMEHKIIATyphl Aell. TpeboBaHus

ApXHBHOTO XpaHEHW K ohopmiieHHIO ei. XpaHEeHHe JOKYMEHTOB B CTPYKTYPHBIX mojipasieneHusx. Homenknarypa OK 01, OK 02,

AIOKYMEHTOB nen. UanuBuayanbHble, CBOAHBIE, MPUMEPHBIE U TUIIOBbIE HOMEHKJIATYPHI JIE]I. 6 OK 03, OK 04,
[ToaroroBka W TMOPSAOK MEpenadyd 1l B apXUB. 3aKOHOJAATEIbHBIE aKThl U HOPMATHBHO- OK 05, OK 09,
METOJIMYECKUE TOKYMEHTBI 10 ApXUBHOMY XPaHEHHIO JOKYMEHTOB. OK 10, TIK 1.1,
B TOM YHCJe NPAKTHYECKUX 3aHATHI: 4 1K 4.1
IpakTnyeckoe 3ansiTue 9. CoctaBieHus HOMEHKJIATypbl Je. 2
IIpakTuueckoe 3ausitue 10. IlpomeskyTounas arrecranus 2

Bcero 42

11




3. YCJOBUS PEAJIN3AIIMU ITPOTPAMMBI YYEBHOM JTACIHUILIAHBI
3.1. Ans peanu3anuu mporpaMMmbl y4eOHOU JUCHUIUIMHBI JOJDKHBI OBITh MPEyCMOTPEHBI

CIICAyromue CriCuuajJibHbIC TIOMCIICHUA:

KabuHeT moKyMEeHTallMOHHOTO 00eCTICUeHUS YIIPABIICHHU S, OCHAIIICHHBIN 000PYyI0BaHHEM:

MmocaJ04HbIC MECTAa IO KOJHUYCCTBY 06yqa}0mnxc;1, pa60qee MCCTO NpCroJAaBaTciid, AOCKa,

CTEHJbI, IUIAKTUYECKHH Marepuall, TEeXHUYECKUMHU CpPEICTBAMU OOYUYEHHUS: KOMIIBIOTEPHI,
MYJIbTUMEANIHOE 000pyI0BaHUE, IPUHTED.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl
Jns peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa3oBaTENbHON OpraHU3aALUU

JOJIDKCH UMCTh II€YaTHBIC H/uau OJICKTPOHHBIC O6p&30BaT€J'II)HBIe u I/IH(l)OpMaI_II/IOHHBIe PECYPCHI,
PCKOMCHAYCMBIX IJIA UCIIOJIb30BAHUA B O6pa30BaTeHBHOM mponecce

3.2.1. IleyaTHble U3AaHUSA
OcHoBHasi iuTeparypa

1. brikoBa, T. A. JlokyMeHTalMOHHOE OOECIeYeHUE YMpaBiICHUS (IEIOMPOU3BOJCTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna ; nox o6m. pen. T.B.
Ky3nenoBoii. — 2-e u3z., nepepad. u gom. — Mocksa : UHOPA-M, 2021. — 304 c. — (Cpennee
npodeccuonaibHoe oOpazoBanue). — ISBN 978-5-16-013913-5. — Tekcr : 37e€KTpOHHBIN. —
URL.: https://znanium.com/catalog/product/1141796

2. Kysnuenos, U. H. JlokymeHTanmonHoe obecriedueHue yrpasieHus. JJokyMeHTOO00pOT U
JIeJTOTIPOU3BOICTBO : YUYEOHUK M MIPAKTUKYM JUIS CPEAHET0 MPo(ecCHOHANTBHOT0 00pa3oBaHus
/ Y. H. Ky3nenoB. — 3-¢ m3x., nepepadb. u gom. — Mocksa : IOpaiit, 2020. — 462 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT : 37€KTPOHHBINA. —
URL.: https://urait.ru/bcode/451242

JlonoIHUTeIbHAS JTUTEpaTypa

3. Aoynamze, JI. I'. JlokyMeHTalmoOHHOE oOecreyeHne yrnpaBiIeHUs] NEPCOHAIOM | YUeOHHUK
U MPaKTUKyM I cpeaHero mpodeccuonanbHoro obpaszosanust / JI. I'. AOymanze, U. b.
Bempsiokkuna, B. M. Macnosa. — Mocksa : FOpaiit, 2020. — 299 c. — (IlpodeccuonanbHoe
obopazoBanme). — ISBN 978-5-534-01543-0. — Tekcr : omekrponnbii. — URL:
https://urait.ru/bcode/452443

4. BemkypoBa, A.b. OCHOBBI JeNONPOM3BOACTBA: yueOHOE TMOcoOME MJis CTYJIEHTOB
cpennero mpodeccuoHanbHoro obpaszopanus : / A.b. BemkypoBa. — MockBa ; bepnuH :
Hupexr-Meaua, 2020. — 245 c. : un., tabn. — Pexum noctyma: mo moammcke. — URL:
https://biblioclub.ru/index.php?page=book&id=576203

5. I'pozoBa, O. C. JenonpousBoacTBo : ydeOHoe mocoOue Ui  CperHero
npodeccuonanbHoro obpasosanus / O. C. I'pozoBa. — Mocksa : FOpaiir, 2020. — 126 c. —
(ITpodheccronansuoe obpazoBanue). — ISBN 978-5-534-08211-1. — TekcT : 27€KTPOHHBINA. —
URL.: https://urait.ru/bcode/453970

6. Jloponuna, JI. A. JlokyMeHTaIIMOHHOE 0OECIIeUeHUE yIIPABICHUS | YYEOHUK U TIPAKTHKYM
JUIsl cpenHero npogeccuonansHoro obpaszosanus / JI. A. Jloponuna, B. C. Upurukosa. —
Mockaa : KOpaiit, 2020. — 233 c. — (Ilpodeccuonanpaoe odopazosanue). — ISBN 978-5-534-
05783-6. — Tekcr : anexrponnsiid. — URL: https://urait.ru/bcode/453767

7. Kopmnees, U. K. JlokyMeHTallmoHHOE 0OecriedeHne yrpaBieHus : yueOHUK U MPAKTUKYM
Ui cpeaHero npodeccuonansHoro oopasosanust / M. K. Kopuees, A. B. Ilmenko, B. A.
MamypueB. — 2-e usn., mepepad. m mon. — MockBa : IOpaiit, 2020. — 384 c. —
(ITpodeccuonansuoe oopazoanue). — ISBN 978-5-534-05022-6. — TekcT : 2neKTpOHHBINA. —
URL.: https://urait.ru/bcode/453688



https://urait.ru/bcode/453767

3.2.2. DJIeKTPOHHbIE U31aHUA (3JIEKTPOHHbIE PeCypPChl)

1. Kynésa, E.IO. JlokymenTrannonHoe obecrieueHue ympasieHus. — M., Akanemus — Menua,
2014.

2. ITmenko, A.B., loporunna JI.A. u ap. JJokyMeHTallMOHHOE OOeCTieueHre yrpaBieHus. — M.,

Axanemus —Meana, 2015.

CnpaBounas nipaBoBas cuctema «Koncysbrant mitocy:http:// www.consultant.ru

CnpaBounas cucreMa «I apanT». http://www.aero.garant.ru

3.2.3. JlonoJTHUTEIbHbIe HCTOYHUKHU

How

=

Kypnan «lesonpous3BoacTBo».
2. Kypnan «Cekperapckoe aemo».
3. KypHan «YpaBiieHue IepCOHATIOMY.

HopmaTuBHbIE JOKYMEHTBI:
1. ®epepanpubiii  3akoH  "OO snekTponHo moamucu" ot 06.04.2011 N 63-@3.
Oenepanbubiii 3akoH  "OO0 uHbopmanuu, WHOOPMAIMOHHBIX TEXHOJOTUSAX M O 3alluTe
uHpopmanuun" ot 27.07.2006 N 149-®3
2. 'OCT P 7.0.8-2013. HanmonaneHnbiii crannapT Poccutickoii @eneparnuu. Cucrtema cTaHIapTOB
1o MHGOPMaLUH, OUOINOTEYHOMY U U3ATEIILCKOMY Jemy. Jenonpon3BoACTBO U apXUBHOE JIEIIO.
Tepmunsl u onpenenenus (yrB. [lpukazom Poccranmapra ot 17.10.2013 N 1185-c1)
3. TOCT P 6.30-2003. YauuuupoBaHHas cucTeMa TOKyMEHTaluu. Y HU(pUIIUpOBaHHAS CHCTEMA
OpraHU3aI[MOHHO-PACTIOPSAUTENBHOM ToKyMeHTauu. TpeboBaHre Kk 0pOPMIICHHUIO IOKYMEHTOB.
YTBepxkaeH nocraHoBieHueM I'occranmapra P® or 03.03.2003 Ne65-ct. — M.: Uszn-Bo
craniaprtos, 2003.
4. TOCT P 7.0.97-2016. YaudunmpoBaHHas CUCTEeMa JIOKYMEHTAIMH. YHUPHUIMPOBAHHASL
CHUCTEMa OpraHU3alMOHHO-PACTIOPSIAUTEIBHON JOKyMeHTanuu. TpeboBaHue K OG(OPMICHUIO
JIOKYMEHTOB.



4. KOHTPOJIb M OILEHKA PE3VJBTATOB OCBOEHHUS YYEBHOM

JTUCHUIINHBI

Pesynomamut 06yuenus

I(pumepuu OUECHKU

Memoowl ouenku

YcBoeHHbIE 3HAHUSL:

aKTyaJbHbII MPO(peCCHOHATBHBIN U
COITMANIbHBINA KOHTEKCT, B KOTOPOM
MPUXOJUTCS PabOTATh U KUTh;

OCHOBHBIC HCTOYHHKH UH(POPMAIIUU U
pecypcehl Uil pelIeHus 3a1a4 v mpooJieM B
poheCCHOHATLHOM H/HJIH COIIMATbHOM
KOHTEKCTE;

QJITOPUTMBI BHITIOJIHEHUS padoT B
podecCHOHATEHON U CMEKHBIX 00JIACTSIX;
METO/IbI paboThI B MPO(HECCHOHAILHOW 1

CMEXHBIX chepax;

CTPYKTYPY IUIaHa JUIs PEUICHUS 3a/ay;
HOPSI/IOK OLIEHKH Pe3yJIbTATOB PEIICHUS
3a7a4 MPOoQEeCcCUOHATBHOMN e TEIbHOCTH
HOMEHKJIaTypa WH()OPMAIIMOHHBIX
WCTOYHUKOB, IPUMCHSECMBIX B
npodeccnoHATEHOM IeATEIIBHOCTH;
MIPUEMBI CTPYKTYPHPOBaHUS HH(POpMAInH;
dbopMmat opopmiteHHUsT Pe3yTBTATOB MTOKCKA
nHpopmauu

coJlepKaHUe aKTyallbHOM HOPMaTUBHO-
MIPAaBOBOM JOKYMCHTAIIUH,

COBpEMEHHAasi HayJHas U
npodeccuoHaIbHast TEPMUHOJIOTHSI,
BO3MOJKHBIE TPACKTOPHH
po¢eCCHOHATLHOTO PAa3BUTHUS U
caMm000pa3oBaHuUs

MICUXOJIOTHYECKHE OCHOBBI I€ATEIbHOCTH
KOJIJICKTHBA, TICHXOJIOTHYECKHE
0COOEHHOCTH JTUYHOCTH;

OCHOBBI TIPOEKTHOM JIeSITETbHOCTH;
0COOEHHOCTH COLIMATIBHOIO U KYJIbTYPHOTO
KOHTEKCTa;

npaBuiIa OPOPMIICHHS TOKYMEHTOB U
MOCTPOEHHSI YCTHBIX COOOIICHUH;
IPaMOTHO U3JIaraTh CBOM MBICIIH U
o(opMIISITE TOKYMEHTHI 10
npodeccnoHanbHOM TeMaTHKe Ha
TOCYJJAPCTBEHHOM SI3BIKE, TIPOSIBIISATH
TOJICPAHTHOCTh B pabOUYeM KOJICKTHUBE;
COBpPEMEHHBIE CPE/ICTBA M YCTPOWCTBA
nHbOpPMATU3AIINY;

MOPSAIOK UX IPUMEHEHHUS U MPOTPAMMHOE
obecrieyeHre B MpoecCuoHaNbHOM
NesITeTbHOCTH;

MIPaBUJIA MOCTPOCHUS MIPOCTHIX U CIIOKHBIX
MIPEUIOKEHU I Ha IPOQeCcCUOHATBHBIC
TEMBI;

pacro3HaBaHHe
JITOPUTMOB
BBINTOJIHEHUSI paboT B
npodeccHoHaANBLHON U
CMEKHBIX 00JIaCTAX;
OTIpeIeIeHuE METO/I0B
paboThI B
npodeccCHoHALHON U
CMEXHBIX chepax;
BBIOOp OmpeneneHne
ONTUMAaIbHOU
CTPYKTYPHI TUIaHA JIIst
pelIeHHS 3a/1a4;
MMOHMMAaHHE TTOPSIIKA
OLICHKH PE3yJIbTAaTOB
pelieHus 3a1a4
poQeCcCHOHAIBHON
JeSITeITbHOCTH,

BbIOOD Hanbomee
ONTUMAITbHBIX
HMCTOYHUKOB
uHpopManuu u
PECYpCOB TSI pEeTLICHHSI
3aja4 U mpoosieM B
poeCCHOHATIBHOM
W/WJH COIUAIBHOM
KOHTEKCTE;
OpUEHTUPOBaHUE B
aKTyaJIbHOMN
HOPMAaTUBHO-TIPABOBOM
JIOKYMEHTAITNH;
COBPEMEHHOM HAYy4YHOMI
1 TpoeCCHOHATTEHOM
TEPMHUHOJIOTUH;
MTOHMMAaHHE
TICUXOJOTHYECKHUX
OCHOB JIeSITEITEHOCTH
KOJIJIEKTHBA,
TICUXOJIOTHYICCKHX
ocobeHHOCTeH
JUYHOCTH,

BJIa/ICHUE 3HAHUSIMHU
OCHOB pa0OTHI €
JIOKyMEHTaMHU,
MOJITOTOBKH YCTHBIX U
MUCHEMEHHBIX
COOOIICHHH;

OrneHka
pe3yabTaToOB
BBITTOJTHECHHUS
MPAKTHYECKHUX
pabor.

OrneHka
BBIIIOJIHEHUSA
CaMOCTOSITENBHBIX
pabor.

Tecr.

YcTHbIM onpoc.

ITuceMeHHbIH
ompoc.




OCHOBHBIE 001IIEYIOTPEOUTENBHBIE TIaroJIbl

(6p1TOBast M IpopecCHOHANIbHASI JIGKCHKA);
JIEKCUYECKUH MUHUMYM, OTHOCSILIMKACS K
OIMCAHUIO MIPEIMETOB, CPEICTB U
MIPOIIECCOB MPOPECCHOHATBHON
NeSITeNIbHOCTH;

0COOEHHOCTH MPOU3HOLLIECHMUS;

MIpaBUJIa YTEHUS TEKCTOB
npodeccCHoHATLHOM HAIIPABICHHOCTH
oOmre TpeOboBaHMS K OyXTaJITePCKOMY
y4eTy B YaCTH IOKyMEHTHPOBAHHSI BCEX
XO3SIICTBEHHBIX JICUCTBUN U OTIEPALIMIL;
MOHATHE MEPBUYHON OyXTalTepCcKOi
JOKYMEHTAIUH;

oTpeieNicHUE MIEPBUIHBIX OyXTalITePCKUX
JIOKYMEHTOB;

(OpPMBI IEPBUIHBIX OyXTaITEPCKUX
JIOKYMEHTOB, COJICpPIKAIINX 00sS3aTeITbHBIE
PEKBHU3UTHI IEPBUYHOTO YYETHOTO
JIOKYMEHTA;

IOPAAOK IMPOBCACHUS ITPOBCPKU IICPBUYHBIX

OyXraJTepCKUX TOKYMEHTOB, (pOpMaIbHOM
MPOBEPKH JOKYMEHTOB, IIPOBEPKH I10
CYIIECTBY, apu(hMETHIECKON MPOBEPKH;
NPUHIMIB ¥ TPU3HAKHU TPYIIITHPOBKH
MEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB;
MOPSA0K MPOBEIEHUS TAKCUPOBKU U
KOHTHPOBKH MEPBUYHBIX OYXTaITEPCKUX
JOKYMEHTOB;

TIOPSIZIOK COCTABIICHUS] PETUCTPOB
OyXraJTepcKoro yJera,

MIpaBUJIA U CPOKHU XPAHEHUSI TEPBUYHON
OyXraJITepcKOil TOKYMEHTALlUH.

3HaHUE OCHOB
KOMIIBIOTEPHOM
IpPaMOTHOCTH;

3HAaHUE TIPABUII
HaIMCaHUs U
MIPOM3HOIICHHUS CJIOB, B
T.4. 1
npo¢eCCHOHAIBHON
JICKCHKH.

3Hanue hopm
MEPBUYHBIX
OyXTaJITepCKUX
JIOKYMEHTOB,
COJIepKaHus TaKO
JOKYMEHTaIUH,
MOHUMaHUEe CreuPUKU
paboThI C IEPBUYHBIMU
OyXraiarepckuMu
JIOKYMEHTaMHU.

OcBocHHBIC YMCHHA!

pacro3HaBaTh 3a/1a4y W/Win npodsiemMy B
podeccCHOHaTbHOM H/HUIN COLIUAIEHOM
KOHTEKCTE; aHAJIM3UPOBATh 3aJauy W/WIn
npoOsieMy U BBIIETATH €€ COCTaBHBIC YacTH;
OTIPEACIISTh TAIbI PEIICHHS 33/1a9H;
BBISIBIIAATH U 9PEKTHUBHO UCKATh
nH(popMannio, HEOOXOAUMYIO JITSI PELICHUS
3a7a4u W/ UK IPOoOIIeMBbl;

COCTaBUTH IUIaH ACHCTBUS; OTPENICITUTh
HEOOXOUMBIE PECYPCHI;

BJIAJIETh aKTyaJbHBIMU METOIAMH PAabOTHI B
npodeccroHanbHON U CMEXHBIX chepax;
peanan30BaTh COCTABICHHBIN TIaH;
OLICHUBATh PE3yJbTAT U MOCIEICTBUS CBOMX
AEeUCTBUH (CaMOCTOATENIHHO WIIN C IOMOIIIBIO
HaCTaBHHKA)

OTIPEIeNIATH 3a/1a41 JJIs TIOMCKa UH(POpMAINH;

OIPEAEISTh HEOOXOIMMbIE ICTOYHUKU
nHbOpMaINH;

BJIQJICHUE aKTyaJIbHBIMHU
METOJIaMU pabOTHI B
poQeCCHOHAILHON U
CMEXHBIX chepax;

s dekTuBHOE
BBISBIICHUEC U TIOMCK
uH(popMaluuy,
COCTaBJICHHUE
ONTUMAJIFHOTO IJIaHa
JeHCTBUH, aHAIIN3
HEOOXOIUMBIX IS
BBIIIOJTHESHUS 3aJaHHS,
pecypcoB;
OCYILIECTBIICHUE
HCCIIEN0BATENbCKOMN
JIeSITCIIbHOCTH,
MPUBOJISIIECH K
ONTUMATBHOMY
pe3yJibTary;

OneHka
pe3yIbTaToB
BBIITOJTHCHUSL
MPAKTHYECKHUX
pabor.

Onenka
BBIMTOJTHEHUS
CaMOCTOSTENBHBIX
pabor.

Tecrt.

YcTHBIM onpoc.

[IncbMeHHbBIN
ompoc.




TUTAHUPOBATH MPOIIECC TTOUCKA;
CTPYKTYPUPOBATh MOTyYaCMYIO
nH(pOPMALHIO;

BBIICTISITH HAOOJIee 3HAUUMOE B TIEpEUHE
nHpopMauy;

OLICHUBAThH MPAKTUYECKYIO 3HAYMMOCTb
pe3yIbTaTOB MTOMUCKA;

o(opMIIATH pe3ynbTaThl MOUCKA

OIIPENEIIATh AKTYaIbHOCTh HOPMAaTHBHO-
MIPaBOBOM JIOKYMEHTAIIUH B

PO eCCUOHAILHOH JESITEIIbHOCTH;
MIPUMEHSTHh COBPEMECHHYIO HAYYHYIO
npogecCHOHAIbHY0 TEPMUHOJIOTHIO;
OIPEIEIISATh U BHICTPAUBATh TPACKTOPUH
po(hecCHOHATBLHOTO Pa3BUTHS U
camMo00pa3oBaHHus;

OpTaHU30BHIBaTh Pa0OTy KOJIJICKTHBA U
KOMaH/Ibl; B3aUMO/JICHCTBOBATH C KOJIETaMH,
PYKOBOJICTBOM, KIINEHTaMH B XOJI€
npodecCUOHATBHON JesITeNbHOCTH,
IPaMOTHO M3J1araTh CBOU MBICIH U OPOPMIIATH
JIOKYMEHTHI 110 MPO(PeCCHOHATTBHOM TEMATHKE
Ha TOCYJapCTBEHHOM S3BIKE, TIPOSBISATH
TOJIEPAHTHOCTh B pPab04YeM KOJIIEKTUBE,;
MPUMEHSTH CPeICTBa HHPOPMAITHOHHBIX
TEXHOJIOTHH JJIsl peIIeHUs
npodeccHOHaNbHBIX 3a/1a4;

MCTIOJIb30BaTh COBPEMEHHOE ITPOrPaMMHOE
obecrieyeHne

MOHUMATh OOIIUN CMBICIT YETKO
MIPOM3HECEHHBIX BBICKAa3bIBAHHIA HA
M3BECTHBIE TeMBI (PO ecCHOHaIbHbIE U
OBITOBBIE), MOHUMATH TEKCTHI HA 0A30BbIE
npodeccCHoHabHBIC TEMBI;

y4acTBOBAaTh B IMAJIOrax Ha 3HAKOMbIE O0IIHe
1 po(hecCuOHAIbHBIE TEMBI;

CTPOUTH MPOCTHIE BHICKA3BIBAHUS O ceOe 1 0
cBoeH npodeccHoHaTbHON e TeIbHOCTH;
KpaTKO 0OOCHOBBIBATh U OOBSCHUTH CBOU
JeicTBUs (TEKYIIUE U TUIAaHUPYEMBbIE),
MUCaTh MPOCTHIE CBSI3HBIC COOOIIEHNS Ha
3HAKOMBIE MJTU HHTEPECYIONTHIE
npodeccroHambHbIC TEMBI,

MPUHUMATH TIPOU3BOJIbHBIC IEPBUYHBIC
OyXranaTepckue TOKyMEHTHI,
paccMaTpuBaeMble KaK MMCbMEHHOE
JI0Ka3aTeJIbCTBO COBEPILEHUS X03IHCTBEHHON
OTIepalluy WIH NOJTYYCHUE pa3pelicHus Ha ee
MIPOBEJICHHUE;

NPUHUMATH TIEPBUYHBIC OyXTalTePCKUE
JIOKYMEHTHI Ha OyMa)>KHOM HOCHUTEIE U (WJIH) B
BUJIE JIEKTPOHHOTO JIOKYMEHTA,
MOJIMCAHHOTO 3JIEKTPOHHON HNOIHCHIO;

JIEMOHCTpAIIHSI
THOKOCTH B OOIIIEHUU C
KOJUIETaMH,
PYKOBOJICTBOM,
MOTYNHEHHBIMU 1
3aKa3unKaMH;
MIPUMEHEHUE CPEICTB
WH(POPMAIMOHHBIX
TEXHOJIOTUHN JIst
peleHHs
po(hecCHOHATBEHBIX
3ajay;

s pexTHBHOE
UCTIOJIb30BaHUE
COBPEMEHHOTO
IPOTPaAaMMHOTO
o0ecIreyYeHHS;

KpPaTKO M YETKO
(bopMyIHpOBaTh CBOU
MBICITH, H3JIaraTh HX
JOCTYTTHBIM JIJIs1
IMOHMMAaHUS CII0OCO00M;
s dexTruBHAs paboTa ¢
MIEPBUYHBIMHU
OyXraiatepckuMu
JIOKyMEHTaMU




MIPOBEPSATH HAJTMYUE B IPOU3BOIBHBIX
MIEPBUYHBIX OyXTalTePCKUX JOKYMEHTaX
00s13aTeIbHBIX PEKBU3UTOB;

MIPOBOJIUTH (DOPMATBHYIO MPOBEPKY
JOKYMEHTOB, IPOBEPKY I10 CYIIECTBY,
apu(PMETHIECKYIO TIPOBEPKY;

MPOBOJIUTH TPYIITHPOBKY MEPBUYHBIX
OyXTajTepCKuX JOKYMEHTOB I10 PSIILy
MPU3HAKOB;

MPOBOJIUTH TAKCHPOBKY ¥ KOHTUPOBKY
MEPBUYHBIX OYXTalTePCKUX TOKYMEHTOB;
OpraHMU30BbIBATh TIOKYyMEHTOOOOPOT;
pa30bupaTbCcsi B HOMEHKIIAType Jel;
3aHOCUTDH JAaHHBIC 11O CTPYHIIMPOBAHHBIM
JIOKYMEHTaM B PETUCTPBI OyXIaJITepcKOro
yueTa;

nepeiaBaTh MePBUYHbIC OyXTalITePCKHe
JTOKYMEHTBI B TEKYIIHA OyXTalTepCKHii
apXuB;

nepeiaBaTh MePBUYHbIC OyXTaITePCKHe
JAOKYMCHTEHI B MOCTOSHHBIN ApXUB I10
HUCTCUCHNHU YCTAHOBJICHHOI'O CPOKAa XPAHCHMS
HCIIPABJIATH OIINOKH B MEPBUYHBIX
OyXraJITepCKUX JOKYMEHTAX;

5. JUCT UBSMEHEHMI, BHECEHHBIX B PABOYYIO ITIPOTPAMMY
yueOnoit nucuunauabl OI1.06 lokymeHTanimOHHOE 00ecnieYeHne YyIpaBJIeHUs!

N3menenne Ne 1 ot 28.09.2022 r. c1p. 4-6, 9-11

BbIJIO

OK 02. OcyuiecTBiasiTh MOUCK, aHAIU3 H
MHTEpIpeTauio HHPOpMAIK, HEOOX0AUMOM
JUIs BBIIOJHEHMS 3a7ay NMpodecCHOHAIbHON
NeSITEIbHOCTH.

OK 03. IInanupoBaTb M peaJn30BHIBATH
coOCTBEHHOE npodecCHOoHAIbEHOE u
JMYHOCTHOE Pa3BUTHE.

OK 04. PaboraTh B KOJJICKTUBE U KOMAaHJE,
3¢ HeKTHBHO B3aUMO/IECTBOBATh c
KOJUIETaMH, PYKOBOJICTBOM, KJIMEHTAMH.

OK 09. Hcnonb3oBaTh HH(POPMALIMOHHBIE
TEXHOJIOTUU B npodeccuoHanbHOM
JesITeTbHOCTH.

OK 10. Ilonb3oBarbest mpodeccrnoHalbHON
JOKyMEHTaIllue Ha TOCYJapCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX.

CTAJIO

OK 02. Mcnonb30BaTh COBpEMEHHBIE CPENICTBA
MOKMCKa,  aHalu3a W HHTEpIpeTauu
uHpopManuu U MH(pOPMaLMOHHbIE
TEXHOJOTHUU  JUIsl  BBIOJHEHUS  3adad

npo¢eCcCHOHATLHOMN 1eATEIHOCTH.

OK 03. IlnanupoBaTb M peaqn30BBIBATH
COOCTBEHHOE npodeccuoHaIbHOe u
JMYHOCTHOE pa3BUTHS,
NPEANPUHUMATENbCKYI0  JEeSITeIbHOCTh B
NpeIIPUHIMATENBCKON cepe, UCTIONb30BaTh
3HaHUS TO (UHAHCOBOW TIPAaMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX CUTYaIUsX.

OK 04. DddexTnBHO B3aMMOICHCTBOBATH H
paboTaTh B KOJJIEKTHBE U KOMAHJIE.

OK 09. TIlonp3oBarbesi MpodeccuoHaTbHOM
JNOKYMEHTalMeil Ha TOCYHapCTBEHHOM U
MHOCTPAaHHOM SI3bIKaX.

OcHoBanue: n. 63 Ilpukaza Munnpocsemenuss Ne 796 ot 01.09.2022 r. "O BHeceHHH
W3MEHEHUH B (QenepalbHble TOCYAapCTBEHHBbIE OOpa30BaTENbHBIE CTAHAAPTHI CPEIHETO

npodecCuoHAIBHOTO 00pa3oBaHus"




