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1. OBIIASA XAPAKTEPUCTHUKA PABOYEW ITPOIPAMMBI YYEBHOWM
JUCHUIIJIMHBI

1.1 Mecro OMCHMILIMHBI B CTPYKTYpe NPOrpamMMbl NOATOTOBKH CIHEIHAJMCTOB
Cpe/iHero 3BeHa:

VYyebnas mucumminaa OI1.06 JlokymeHTarmoHHOE 0O€CIieueHUe yIpaBJICHHS SIBISETCS
00s3aTeNbHOM YacTh0 00HIETIPOPECCHOHATBHOIO [IUKJIIA POTPaMMbl MTOATOTOBKH CIIELIUATINCTOB
cpenHero 3BeHa B cooTBeTcTBUU ¢ Tpedoanmsimu OI'OC CIIO mo cmenumansHOocTH 38.02.01
DKOHOMUKA M OyXTalITepPCKHUi yueT (110 OTpacism).

VYyebnas mucnumumnaa OIL06  JlokymMeHTannoHHOe oOecrieueHrue  yIpaBJICHHS
obOecnieunBaeT (hopMHupoBaHUE MPOPECCHOHANBHBIX M OOIIMX KOMIIETEHIIMH IO BCEM BUIAM
nestenpbHocTH PI'OC CIIO mo crenmansHocTH 38.02.01. DKOHOMUKA M OyXTalTEpCKUN yder

(o otpacisim). Ocoboe 3HaueHHe AMCHUIUIMHA UMeeT npu GopmupoBanuu u passutuu OK 01,

OK 02, OK 03, OK 04, OK 05, OK 09, OK10, IIK 1.1.

1.2 Heﬂb ! IVIAHUPYEMbI€ pe3yJbTaTbl OCBOCHHUS TUCIHHUIVIMHDBI

B pamkax nporpammsl yueOHON AMCLUMITIMHBI 00YUYAIOIMMUCS OCBAWBAIOTCS CIIEAYIOLINE

YMCHHA U 3HAHU .

HIICC,O?)K Ymenus 3HaHusn
OK 01 — pacmo3HaBaTh 3a7ady W/WIM TpoOIeMy B | — aKTyaJbHBIN
npoeCcCHOHATBHOM  W/MIM  COLMAIbHOM | MpOoeCcCHOHATbHBIN U
KOHTEKCTE; COLMANBHBIA  KOHTEKCT, B
— aHaJIM3MpOBATh 3a/la4y W/WIM MPoOIeMy U | KOTOPOM HPUXOAMTCSA paboTaTh
BBIJIETISITh €€ COCTaBHBIE YACTH; U JKUTh; OCHOBHBIC MCTOYHUKHU
— ONpeAeNsTh dTalbl pelIeHus 3a/1a4H; uHpOpMaLlUU U PECypchl s
— BBABIATH M 3(Q(EKTMBHO  HCKaTh | pelIeHHs 3aJady U mOpobiieM B
UHPOPMALIMIO, HEOOXOIUMYIO JUIs peleHHs | mpodecCuOHaIbHOM u/unu
3a/1a4¥ U/UIU IpoOJIEeMBL; COLIMAJIbHOM KOHTEKCTE;
— COCTaBUTh IUIaH JEWCTBUS; OINPENENINUTh | — aJITOPUTMBbI BBITOJIHEHUS
HE0OXOIUMBIE PECYPCHI; paboT B mpodeccuoHaNbHON U
— BIIQJIETh aKTyaJIbHBIMH METOJaMU pabOThI B | CMEXHBIX 00J1aCTAX;
npodeccuoHambHOM UM CMEXHBIX cdepax; | — METOMbI paboThI B
peaan30BaTh COCTABJICHHBIN IJIaH; OLIEHHWBATh | MPO(ECCHOHATBHOW U CMEXHBIX
pe3ynbTaT M IMOCIEACTBUS CBOUX JIeHCTBUH | cdepax;
(camocTOSITENHHO WIH c MIOMOILBIO | — CTPYKTYpy  IUIaHa  JJs
HACTaBHUKA). pelieHus 3a1ay;
— TOpsAJOK OLIEHKH
pe3ysbTaTOB pelleHus 3ajad
npodeccHoHaNBHOMI
JIeSITEJIbHOCTH.
OK 02 — ONpeAeTATH 3aJ1auu JUIst MOUCKa | — HOMEHKJIaTypa
UH(pOpMaLNH; MH(POPMALIMOHHBIX HCTOYHHUKOB
— ONpeAensATb  HEOOXOJUMblE  HMCTOYHHUKH | MPUMEHSEMBIX B
uH(pOopMaLuu; npodeccuoHaIbHOM




— IUIAaHUPOBATh MIPOLECC TOUCKA; JeSTEIbHOCTH;

— CTPYKTYpPHpPOBaTh MI0JIy4aeMyl0 | — IPUEMBl CTPYKTYPUpPOBaHUS
uHpopmaruio; nHpopMmanuu;

— BBLICATH HamOojee 3HauYMMoOe B IepeyHe | — ¢opmar odopmieHHs
uHpOpMaLnH; pe3yJIbTaToB IIOMCKA
— OIICHMBATh  TPAKTHUYECKYI0  3HAYUMOCTH | WH(OpPMAIIHH.

pe3yJIbTATOB MOKCKA,

— 0hOpMIISAT pe3yJIbTAThI IOMCKA.

OK 03 — OIpeleNATh aKTyaJbHOCTb HOPMATUBHO- | — COJEp)KaHUE  aKTyaJbHOM
IIPaBOBOM JOKYMEHTalUU B | HOPMaTUBHO-TIIPABOBOU
npodecCHOHATIBHOM 1A TeIbHOCTH; JIOKYMEHTalUH;

— TIpPUMEHATb  COBPEMEHHYK  HAy4yHYIO | — COBpEMEHHas HayyHas U

npo¢eCcCHOHATBHYIO TEPMUHOJIOTHUIO; npodeccuoHaIbHast

— OIpeAensaTh U BBICTPAUBATH TPACKTOPUM | TEPMHHOJIOTHS;

npogecCuoHaIbHOIO pa3BUTHS U | — BO3MOXHBIE  TPAaCKTOPHH

camMo00pa3oBaHMs. po(eCCHOHATIBHOTO  Pa3BUTUS
U caM000pa3oBaHMUs.

OK 04 — OpraHu30BbIBaTh palbOTy KOJUIEKTUBA M | — TICUXOJOTUYECKHE OCHOBBI
KOMaH/Ibl; JeSITEIbHOCTH KOJIJIEKTHBA,
— B3aMMOJEICTBOBATH C KOJJIETaMH, | NICUXOJIOTMYECKUE OCOOCHHOCTH
PYKOBOJICTBOM, KJIMEHTaMH B X0Z€ | JINYHOCTH;
po(hecCuOHANIBHON e TENbHOCTH. — OCHOBBI IIPOEKTHOMN

JeSITETIbHOCTH.

OK 05 — TIpaMOTHO M3JlaraTb CBOM MBICIM U | — OCOOEHHOCTH COLUAIBHOTO
0QOopMIISITD JIOKYMEHTBI 0 | U KyJIbTYPHOI'O KOHTEKCTA;
npodeccuoHaIbHOM TEMaTHKe Ha | — IpaBWiIa oopMIiIeHUS
rocyJJapCTBEHHOM A3BIKE, HOPOSIBJIATH | IOKYMEHTOB U IOCTPOEHUS
TOJIEPAHTHOCTh B paboyeM KOJUIEKTHBE. YCTHBIX COOOIICHUH.

OK 09 — TMPUMEHATb CpEeACTBA HH(OPMALMOHHBIX | — COBPEMEHHBIE CpEACTBA U
TEXHOJIOTUH JUIsl pelieHus Mpo(ecCHOHANBHBIX | YCTPOHCTBAa HH(OPMATH3ALINH;
3a/1ay; — TIOPSAOK MX NMPUMEHEHUS U
—  HCIIOJIb30BaTh COBPEMEHHOE ITPOrpaMMHOE | MPOrpaMMHOE OOecleyeHue B
obecrnieyeHue. npodeccuoHanbHOM

JESITEIIBHOCTH.

OK 10 — TIIOHHMMATh o0t CMBICIT YETKO | — IpaBuia IIOCTPOEHUS
IIPOU3HECEHHBIX BBICKa3bIBAaHUM Ha U3BECTHBIE | MPOCTHIX " CJIO’KHBIX
TeMbl (TMpodeccHuoHaNbHbBIE U OBITOBBIE), | MPEAJIOKEHUN Ha
IIOHMMATh TEKCThI Ha 6a30Bble | TPOQeCcCHOHATBHBIE TEMBI;
npodeccuoHanbHble TEMbl; Yy4YacTBOBaTb B | — OCHOBHBIE
Iyajorax ~— Ha ~ 3HaKOMble — oOme M | o0ueynorpeOUTenbHbIe
MpoeCCHOHANIBHBIE TEMBI; CTPOUTH MPOCTHIEC | TJIArOJIbI (6prTOBAsS u
BBICKAa3bIBaHUsI O cebe M O  cBoel | mpodeccunoHaabHas JEKCHKA);
npodeccuoHaNbHOM NesTeNbHOCTH; — JIGKCUYECKUH  MHUHUMYM,
—  KpaTKo 0OOCHOBBIBaTh U OOBSCHUTH CBOM | OTHOCSIIMHCS K  ONUCAHMIO
JeicTBUS (TEKyLINe U IUTAaHUPYEMBIE); MPEIMETOB, CpEICTB u
— IHcaTh NMPOCThIE CBSI3HBIE COOOIIEHMS Ha | MPOLECCOB NPOQecCHOoHaTbHOM
3HAKOMBbIE Wi HMHTEPECYIOUINE | NesSTENbHOCTH;
npodecCHOHATILHBIE TEMBI. —  0COOeHHOCTH

MIPOU3HOIICHHUS;

— TpaBUlia YTEHUS TEKCTOB
po¢eCCHOHAIBHON




HAIpPaBJIEHHOCTH.

K 1.1 — TMPUHUMATHh TPOM3BOJBHBIC TEPBUYHBIC | — oOIIHE TpeOOBaHMS K
OyxranTepckue JIOKYMEHTBI, | OyXrajaTepcKoMy y4eTy B 4acTH
paccMaTpuBaeMbie KaK MUCHbMEHHOE | JOKYMEHTHUPOBaHUS BCEX
JI0KA3aTEJIbCTBO COBEPIIEHUS XO3SMCTBEHHOM | XO3AMCTBEHHBIX JEUCTBUUA H
orepaly Wi MOJIy4eHHUE pa3pelieHUs] Ha €€ | Oomepaiuil;

IIPOBE/ICHHUE; — IIOHATHE HEPBUYHOU
— TMpUHUMATh MEpPBUYHbIE OyXrainTepckue | OyXrajaTepckoi JOKYMEHTAIUu;
JOKYMEHTBHI Ha OyMa)KHOM HOCHTEJE U (MJIM) B | — OIpENeJeHUEe  MEePBHYHBIX
BUJIE 3JIEKTPOHHOTO JOKYMEHTa, | OyXraJTepcKuX JOKYMEHTOB;
MOJINMCAHHOTO 3JIEKTPOHHON MOJIHUCHIO; —  (opmbl IIEPBUYHBIX
— TMpOBEpATh HAIWYME€ B MPOU3BOJBHBIX | OyXraJTepCKUX  JOKYMEHTOB,
NEPBUYHBIX  OyXTaJTepCKUX  JOKYMEHTaxX | COJEepKallux 00s3aTeNbHbIE
00s3aTeNbHBIX PEKBU3UTOB; PEKBU3UTHI MIEPBUYHOTO
— IpPOBOJUTH bopmanbHyIO IIPOBEPKY | YUYETHOI'O JOKYMEHTA;
JOKYMEHTOB,  MPOBEPKY IO  CYIIECTBY, | — MOPAIOK MIPOBECHUS
apupMETUUECKYIO IPOBEPKY; IIPOBEPKU MIEPBUYHBIX
— TMpPOBOAWTH  TPYNIUPOBKY  TMEPBUYHBIX | OyXraJlTepCKUX  JOKYMEHTOB,
OyXrajaTepckux  JOKYMEHTOB IO  pany | hopmanbpHOM IIPOBEPKHU
MPU3HAKOB; JOKYMEHTOB,  MPOBEPKU  TIO
— IpPOBOAUTH TAaKCUPOBKY M KOHTHPOBKY | CYIIECTBY, apudmeTnyeckoit
MEPBUYHBIX OYXTaNTePCKUX JOKYMEHTOB; MIPOBEPKU;

— OpraHu30BBIBATh JOKYMEHTOOOOPOT; — NOPUHLUIBI M IPU3HAKU
— pa30upaThCs B HOMEHKIIAType Jed; TPyHIHPOBKU MEePBUYHBIX
— 3aHOCUTh JIaHHBIE [0 CrPYIIIMPOBAHHBIM | OyXTraJTepCKUX JOKYMEHTOB;
JOKYMEHTaM B PETUCTPbl OyXrajaTepckoro | — MOPAIOK MIPOBECHUS
y4era; TaKCUPOBKM U KOHTHPOBKH
— T1epenaBaTh NEPBUYHbIE OyXrajlTepcKue | MEepPBHUHBIX OyXTraJlTepCKUX
JIOKYMEHTBI B TEKYLIUI OyXraaTepcKuil apXuB; | TOKyMEHTOB;

— T1epenaBaThb IEpBUYHbIE OyXrajaTepcKue | — TMOPsI0K COCTaBJICHUS
JOKYMEHTbI B  TIOCTOSIHHBIH  apXWB IO | pErHCTPOB OyXrajaTepckoro
VCTEUYEHUHN YCTAaHOBJICHHOTO CPOKA XpAaHEHUS; | y4eTa;

— UCHpaBIATH OWIMOKKM B  TEPBUYHBIX | — TMpaBWJIa U CPOKH XPAHEHUS
OyXraJTepCKUX TOKYMEHTaX. NIEPBUYHON OyXrajnTepckoit

JIOKYMEHTALIUH.
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2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUIUIMHBI U BUAbI Y4eOHOM padoThI

. Oo0beM B
Buj yueOHoit padoThI
yacax

O0Bem o0pa3zoBaTeIbHON TPOrpaMMBbl YICOHON JUCITATIIUHBI 42
O0BeM paboThI 00YUAIOIIUXCS BO B3aMMOJICUCTBUH C MPEIOaBaTeIeM 32

B TOM YHCIIE:

TEOPETHUUECKOE 00yUueHue 12
MIPaKTUYECKHE 3aHATHS 20
caMOCTOsTeNIbHas paboTa 10
[TpomexyTounas atrectanus B popme nuddepeHInpoBaHHOTO KOMITJIEKCHOTO 3aueTa

2.2. TemaTn4yecKuii IVIaH U CO/iePKaAHUe Y4eOHOM U CHUIITHHBI

HaumenoBanue Coaepxxanue yueOHoro marepuanau | O0bem Konmbt
pa3iesioB U TeM (opmbI OpraHu3anum JesATeJJbHOCTH | B Hacax KOMIIeTeHIHii,
o0yuaruuxcsi ¢popmupoBanuio
KOTOPBIX
crnocodcTByer
3JIeMEeHT
MPOrpaMMbl
1 2 3 4
Tema 1. Bpenenme. | Comepxkanue yueOHOro MmaTepuasia 4 OK 01, OK 02, OK
JlokymeHT 1 | 1. 3HaueHue u cojiepKaHue JUCHUIUIMHBI 03, OK 09, OK 10,
cucremMa «/loxymeHTalnoHHOE o0ecrnieueHue
JIOKYMEHTAILHH. ynpasineHusp».  IloHsTHe  TepMHHOB IK 1.1
«JIOKyMEHT, «JIOKyMEHTHPOBaHHEY, 5
«JIOKYMEHTallMOHHOE obecrieueHue
YIIPaBICHUS. YHudukanus u
CTaHJapTU3ALNH yIpaBIeHYECKUX
JTIOKYMEHTOB.
B ToM 4nciie NPAKTHYECKUX 3AHATHI U 5
J1adopaTopHBIX padoT
1. Ucropus pa3BUTHS HAYYHBIX
NpPEJCTaBICHUNH O JOKYMEHTAllMOHHOM 2
o0ecreueHNt yIpaBJIeHHsL.
CamocrosiTenbHAs padora
o0y4aromuxcs
IToaroroska npe3eHranui 2
1. KommnbroTepHas MAaIIWHOIINCE.
Odopminenne 0JI1aHKOB IOKYMEHTOB.
Tema 2. Conep:kanue y4eOHOro MaTepuaa 6 OK 01, OK 02, OK
Opranu3annoHHoO- 1. OpraHuzanvioHHBIE JOKYMEHTBI — 04, OK 05, OK 09,
pacnopsiiuTeJbHbIE | yCTaB, yUpeIuTebHbIC JIOTOBOP,
JAOKYMEHTBI. I0JIO’KEHHUE. PacnopsiiutenbHble 2




JOKYMEHTBl — TIpHKa3, pPacHoOpsHKeHHE,
yKa3aHUe, TIOCTaHOBJICHUE, pELICHHUE,
UHCTPYKIHSA, MPOTOKOI.

2. CripaBo4HO-HH(OPMAIIIOHHBIE
JOKYMEHTBHI: ciryeOHast 3aIHCKa,
OOBSICHUTENbHAS 3aIMCKa, aKT, CIIPaBKa,
ciry)KeOHbIE TUChMa

B Tom unciie npaKTHYECKUX 3aHATHI U
J1a00paTOPHBIX padoT

1. CocraBnenue u odopmiieHne
pacropsaUTEIbHBIX JOKYMEHTOB

2. CocraBieHue u odopmiieHne
CIPaBOYHO-UH(POPMALIMOHHBIX
JIOKYMEHTOB

CamocrosiTe/ibHas padora
00y4yarIuXcs

W3ydenne oQUIMANIBHBIX MAaTEPUAIOB C
opULMATBEHBIX ~ CAaWTOB  OCOOCHHOCTH
odopmieHus CIIPaBOYHO-
MH()OPMAIIMOHHON TOKYMEHTALIUH

OK 10, IIK 1.1

Tema 3. Kaaposasn
AOKYyMeHTaIus

Coaep:xaHue y4eOHOro MaTepuaJia

1. JlokyMeHTHpOBaHUE TPYIOBBIX
MPaBOOTHOLIECHH. CocraB u
ocoOeHHOCTH O(OpMIICHUS JOKYMEHTOB
0 JINYHOMY COCTaBy.

2. KoMmmiekToBaHue TUYHOTO ACa.
ABrobuorpacdus. Pestome. 3asBnenne o
npueme Ha paboty. [Ipukassl o
JUYHOMY COCTaBY.

B ToM 4nciie NPAKTHYECKUX 3AHATHI U
J1aDOpaToOpHBIX padboT

1.0dopmnenre npukazoB MO JUYHOMY
COCTaBy.

2.0dopmienue crpaBoK, JOKIAAHON U
CITY>ke€0HOM 3aMUCKH, aKTOB.

3. OdopmiieHre TpPyJIOBOrO JOTOBODA,
npukaza o IpueMe Ha  pabory,
oopmIIeHHE TPY10BOH KHUKKH.

CamocrosTeIbHasA pabora
00y4arIMXCs
1.CocraBneHue pe3roMe.

OK 02, OK 04, OK
05, OK 09, OK 10

Tema 4. JloroBopHo-
npaBoBast
AOKYMCECHTAaI .

Conep:xxanue yueOHOIro MaTepuasa

1. ITonsitust norosopa. Bujibr JOroBopoB.
2.IlpaBuna oopmieHus NpeTeH3MOHHBIX
nmuceM. DopMyIsip UCKOBOTO 3asiBIICHUS,
TpeOOBaHUs K €ro 0(pOpMIICHUIO

B ToM 4nciIe NPAKTHYECKUX 3AHATHI U
J1a00paToOpPHBIX padoT

1. Odopmienne joroBopa  KyIUIH-
POJIAXKH.

OK 01-05,
OK 09, OK 10




CamocrosiTesibHasA
00y4arIuXxcs
Hcnonb3ys MHPOPMAIMOHHO MPABOBYIO
cuctemy u IHTepHET pecypchl COCTaBUTh
0030p CYIIECTBYIOIIHNX mabJI0HOB
JOKYMEHTOB I  JOKYMEHTHUPOBaHUS
YIPaBJICHYECKOHN IS TEILHOCTH.

padora

Tema 5. IlonsaTue
JAOKYMEHT0000poTa,
perucrpanus
JOKYMEHTOB

Conep:xanue y4eOHOIro MaTepuaJia

y4er o0beMa
IPEANPUATHIN.
BXOAIICH,
BHYTpPEHHEN

1. Cocrasn u
JIOKyMEHTO000pOTa
Opraamzanust paboOTBHl ¢
UCXOJIAIICH u
JIOKYMEHTaluen

2. ba3pl JaHHBIX A XpaHEHUs
JokymeHToB. PabGora ¢  3ampocamm.
PaboTa ¢ 37eKTpOHHBIMH IOKYMEHTAMH.

B ToM 4Hc/Ie IPAKTHYECKUX 3aHATHH H
J1aDopaTopHBIX padboT

1. IIposepka IIPaBUIILHOCTH

COCTaBJICHUS HOMEHKJIATypPbl nen

OpraHu3ainuu.

OK 01, OK 0.2,
OK 04, OK 0.5, OK
09, OK 10, IIK 1.1

Tema 6.
Opranuszanus

OINepaTUBHOIO "
apXMBHOI'O
XpaHeHust
AOKYMEHTOB

Coaep:xxanue yueOHOIro MaTepuaJia

1.Homenknarypa nen. UHauBuayanbHble,
CBOJHBbIE, TNPUMEPHbBIE U  THUIIOBBIC
HOMEHKJIATyphbl JIE.

2.IloarotoBka M MOPSAOK NEpeaadu Jen
B apXMB. 3aKOHOJATelbHbIE aKThl U
HOPMAaTHUBHO-METOIUUYECKNE JTOKYMEHTBI
110 apXUBHOMY XPAaHEHHUIO IOKYMEHTOB.

B ToM 4nciie NPAKTHYECKUX 3AHATHI U
J1aDOpaToOpHBIX padboT

1. CocraBieHue akTOB mepedaud 1en B
apXxuB

CamocrosiTeibHAsA
00y4arIMXCs

Hcnonp3ys MHPOPMAIMOHHO MPABOBYIO
cucreMy U MIHTepHET pecypchl COCTaBUTh
0030p MpOrpaMMHBIX pEHIeHHH s
BEJICHUS JIOKYMEHT0000pOTa C MepeyHeM
byHKIUH, KOTOpBIE porpamma
peanu3yer. CocrtaBuTh TaOIUILY
CPaBHUTEIFHOTO aHAJIN3a MPOTPaMM

pabora

OK 01-0.5,
OK 09, OK 10, TIIK
11

IIpome:xyTouHast

arrecTauus B popme

AuppepeHuPOBAHHOI0 KOMIIEKCHOI'0 3a4eTa

Bcero:

42
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3.YCJOBUS PEAJIN3AIIMU ITPOT'PAMMbBI YYEBHOM JUCIUILIUHBI

3.1. MaTepuaibHO-TeXHUYECKOE o0ecneyeHue:

Jis  peanu3anii  porpamMMbl - Y4eOHOH AWCHUIUIMHBI MPEAYCMOTPEHBI: KaOWHET
JOKYMCHTAlIlUOHHOT'O 06GCH6‘-IGHI/ISI YHOPpaBJICHUA U MAaCTCPCKad IO OpraHru3ali OICPAaTUBHOI'O U
apXUBHOI'0 XPAaHEHUS JOKYMEHTOB.

Macrepckasg MO OpraHu3aluy OMNEPATUBHOIO M AapPXMBHOIO XpaHEHUs JOKYMEHTOB
OCHAIIICHA:

—KOMITBIOTEpaMHU TI0 KOJIMYECTBY OOydarommxcsi W | KOMITBIOTEp IMperoaaBaTels,
OCHallICHHBIMH O6OPYI[OBaHI/I€M JUIA BBIXOJ4 B I/IH(I)OpMaI_II/IOHHO-TCHGKOMMyHI/IKaLII/IOHHYIO CCTh
WHuTepHer;

—IporpaMMHBIM OOecriedeHreM: onepannoHHon cuctemoir Windows;

—paboyuMu MECTaMHU IO KOJUYECTBY O0yUaIOIIUXCS;

—pabo4rM MEeCTOM IPETIoIaBaTells, OCHAIIEHHBIM MYJIbTUMEIUHHBIM 000PYI0BaHUEM;

—TOCKOI1;

—MHOTO(YHKIIMOHATILHBIM YCTPOWCTBOM;

—KOMIUIEKTOM  y4e0HO-METOJUYECKON  JOKyMEHTAIlMH, BKJIIOYAIOIIUM  Y4eOHO-
METOJUYECKHE YKa3aHWs ISl CTYJACHTOB MO MPOBEACHHUIO MPAKTUYECKUX U J1a00paTOPHBIX
pabor.

Kabuner moxymMeHTaIlMOHHOTO OOECTICUEHMs YIPaBJICHHUS OCHAIIEH: JOCKOW y4eOHOMH,
pabo4YrM MECTOM MPEINoiaBaTesl, CTOJIaMH, CTYJIbsIMU (110 YHCITy 00yJaromuxcs), mkadamu 1is
XpaHEHUs JEMOHCTPAllMOHHOIO, Ppa3JaTOYHOIO JUJAKTUYECKOrOo MaTepuasa U JAp.;

TCXHUYICCKUMHU CPEACTBAMU (KOMHBIOTepOM, My.]'[I:TPIMeI[HﬁHBIM HpOCKTOpOM).

3.2. UndopMmannoHHoe obecrniedeHHe peajn3alui NPorpaMmMbl

Jlns peanu3any MporpaMMbl OMOIMOTEeUYHbIN (OHJ UMeeT nevyaTHble pecypcbl. meercs
JIOCTYIl K 00pa3oBaTelbHOMY HHTEpHET-opTaly peno3utopuil @unyHuBepcurera. CTyIEHTHI
UMEIOT BO3MOXKHOCTh pabOThI C yAaJECHHBIMU PECypcaMiu 3JIEKTPOHHO-OMOIMOTEUHBIX CHCTEM

(ObC) ®unyHuBepcuTeTa U3 JHOO0ON TOUKH, TOJKIIOUYEHHON K ceTH Internet, B T.4. U U3 JoMa:

Znanium http://library.fa.ru/resource.asp?id=498;

FOPAMT http://library.fa.ru/resource.asp?id=645;

VYuuBepcuterckas oubnmoreka onnaita http://library.fa.ru/resource.asp?id=544;

BOOK.ru http://library.fa.ru/resource.asp?id=535;
— Jlans http://library.fa.ru/resource.asp?id=574.


http://library.fa.ru/resource.asp?id=498
http://library.fa.ru/resource.asp?id=645
http://library.fa.ru/resource.asp?id=544
http://library.fa.ru/resource.asp?id=535
http://library.fa.ru/resource.asp?id=574
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3.2.1. HopMaTHBHO-paBOBblIe HOKYMEHTHI

1. ®enepanbhbiil 3akoH «O0 3mekTpoHHON moamucku» ot 06.04.2011 N 63-D3.

2. @enepanbHblii 3akoH «O0 wuHbopManuu, HHOOPMAIMOHHBIX TEXHOJOTHSIX U O
3amute nHGopmarmm» ot 27.07.2006 N 149-03.

3. T'OCT P 7.0.8-2013. HanuonanwHusiii crangapt Poccutickoii ®denepanun. Cucrema
CTaHJapTOB MO MH(OpMALNK, OMOTUOTEYHOMY M H3JaTelIbCKOMY Aelny. Jlemonpou3BOACTBO U
apxuBHoe neno. Tepmunbl u omnpenenenus (yrs. llpukazom Poccranpapra or 17.10.2013 N
1185-cT).

4, TOCT P 6.30-2003. YHuduimpoBaHHasi cuctremMa JOKyMEHTAIUU. Y HU(PUITMPOBaHHAS
CUCTeMa OpPraHU3alMOHHO-PACTIOPSIUTENbHON JOKyMeHTanuu. TpeboBaHue K OGOPMICHUIO
JIOKYMEHTOB. YTBepxkAeH mnocraHoBieHueM ['occrannapra PO ot 03.03.2003 Ne65-ct. — M.:
W3n-Bo crangapros, 2003.

3.2.2. OcHOBHBbIE HCTOYHHMKH:

1. bacakoB, M.U. JlokymeHTanmoHHOEe oOOecredeHne yhpaBiIeHUs (C OCHOBaMHU
apxuBoBezienus)/ M.M.bacakos. [Dnexrponnsiii pecype] - M.: Kaopyc, 2018. — 216 c.

2. Kysuenos, U.H. [lokymeHTanInOHHOE 0OeciedeHrne ynpapieHus. JJokyMeHTo000poT 1
Jeonpon3BoAcTBO: YueOHuk u mpaktukym / WM.H. Kysnenos. [Dnextponnsiii pecypc]- M.:
IOpaiit, 2019. — 461 c.

3.2.3. DJIeKTPOHHBbIE pecypchl

1. CnpaBounas npaBoBas cuctema «KoncynbTanT mirocy»:http:// www.consultant.ru.

2. CnpaBoynas cucteMma «['apant». http://www.aero.garant.ru.

3.2.4. lonoaHuTEIbHbIE HCTOYHUKHU

1. Kypnan «/lenonpousBoacTBo».

2. XKypnan «CekpeTapckoe Aeo».

3. Xypnan «YnpapieHHe IEpCOHATIOM.
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4KOHTPOJIb MW OIEHKA PE3YJbTATOB OCBOEHHSI YYEBHOM

JUCHUIIJIIUHBI

Pe3yabTarsl 00yyeHus Kpurepum ouenkn MeTtoabi
OLIEHKH

B pesymbrare OCBOCHMS JUCHUILIMHBI | PACHO3HABAHUE anroput™MoB | OueHka

00y4aroluics J0IKEH 3HaAmb . BBITIOJTHEHUS pabor B | pe3yJIbTaToOB

aKTyaJIbHBIN npodeccruoHaNbHBIN U | Tpo(eCCHOHABHON M CMEXKHBIX | BBITOJIHCHHUS

COI[MAJIbHBI ~ KOHTEKCT, B  KOTOPOM | OOJIACTSIX; ONPECIICHHE METOJIOB | IPAKTHYSCKUX

NpUXOIUTCS PaboTaTh M KHUTh, OCHOBHBIC | PA0OTHI B NMPOGECCHOHAIBHON H | PadoT.

UCTOYHUKA HMH(POPMALUU MU PECypChl Ui | CMEXKHBIX  cdepax; BeIOOp | Ompoc.

pemieHuss  3agad W npoOieM B | ompeneneHue OINITUMAJIbHOU

npodecCHOHAIBPHOM W/WJIM  COLMAJIbHOM | CTPYKTYPBI IUIAHA JUIS PELICHHS

KOHTEKCTE; 3a7a4; I[OHMMAaHUE  IOps/Ka

QITOPUTMBI  BBIIOJHEHUST ~ pabOT B | OLIGHKU pE3YyJIbTATOB pEIICHHS

npodecCHOHAIBHOW M CMEXHBIX 00JacTsaX; | 3a1ad npodeccHoHaIbHOM

METOABI paboThl B MPO(GECCHOHATBFHOU U
CMEXHBIX cepax; CTPYKTypy IUIaHa IS
pelieHus  3aja4;  MOPSAOK  OLEHKHU
pe3yNbTaToB pelieHus 3a1a4y
PO EeCCHOHAIBHON JEATEIHHOCTH
HOMEHKJIATypa UH(GOPMaIIMOHHBIX
HMCTOYHHKOB MIPUMEHSEMBIX B
po(hecCHOHANLHOM IeATEIbHOCTH; PUEMBI
CTpyKTypupoBanusi uHpopmanuu; (opmar
odopmIIeHUS pE3yJIbTaTOB MOMCKa
uH(popMauu

collep’)kaHUWE  aKTyaJlbHOM  HOpPMAaTHUBHO-
IIPaBOBOM  JIOKYMEHTAllMM; COBPEMEHHas
Hay4yHas u npodeccuoHambHas
TEPMUHOJIOTHUSI; BO3MOXKHBIE TPACKTOPHUH
npogeccuoHaIbHOTO pa3BUTHUSA u
caMmoo0pa3oBaHUs

MICUXOJIOTUYECKUE OCHOBBI JI€ATEIIbHOCTU
KOJUJIEKTHBA, MICUXOJIOTHYECKHE
0COOEHHOCTH JMYHOCTH; OCHOBBI
MIPOEKTHOM IEeSATEIbHOCTH

OCOOCHHOCTH COIMAIBHOTO M KYJIBTYpPHOTO

KOHTEKCTA; IpaBwIIa odopmITeHHS
JOKYMEHTOB ¥  TIOCTPOCHUS  YCTHBIX
COOOIIECHUIA.

rPaMOTHO UW3JlaraTb CBOM  MBICIH H
0hOopMITATH JIOKYMEHTBI o
npodheccCHoHaNBHOM TEMATHKE Ha
FOCY}IapCTBeHHOM SI3BIKE, HpOfIBJ’IHTB

TOJIEPAaHTHOCTH B pab0UYeM KOJJICKTUBE
COBpEMEHHBIE CpeAcTBa M  YyCTpOWCTBa
UHpOpPMaTU3aIUH; MOPSAIOK ux
IIPUMEHEHUs U MporpaMMHOe oOecrieueHne
B IPO)eCCHOHATBHOM 1A TEIbHOCTH
[paBUJia MOCTPOEHUS MPOCTHIX U CIIOKHBIX
Ope/UIOKeHU  Ha  mpodeccroHalbHbIe

JESITEIIBHOCTH; BBIOOp HamOolee
ONTUMATBHBIX HUCTOYHUKOB
uHpoOpMaUd W PECypcoB A
pemieHus 3amad v npobiemM B
poQeCCUuOHATHPHOM u/vm
COLIMATILHOM KOHTEKCTE;
OpUEHTUPOBAaHUE B aKTyaJIbHON
HOPMAaTUBHO-TIPAaBOBOM

JOKYMEHTAIlUH;  COBPEMCHHOMN
HAy4yHOU U mpodeccnoHaNbHOMI
TEPMHUHOJIOTUH; MMOHUMAaHUE
MICUXOJIOTHYECKHUX OCHOB
JIESITEIIBHOCTH KOJUICKTHBA,
MICUXOJOTHYECKUX OCOOCHHOCTEMN
JUYHOCTH, BJIAJICHUEC 3HAHUSIMHU
OCHOB PabOTBl C JOKyMEHTamH,
MOJITOTOBKH YCTHBIX "
MUCHEMEHHBIX COOOIIIEeHU;
3HAHME OCHOB KOMIIBIOTEPHOU

rpaMOTHOCTH; 3HaHUE MPABUI
HaNMCaHUS ¥  TPOHM3HOIICHUS
CJIOB, B T.4. "
poeCCUOHAIBHON JIEKCUKH.
3HaHue  GopM  TMEPBUYHBIX
OyXranTepcKux JIOKYMEHTOB,
coJiepKaHus TaKou
JOKYMEHTaINH, IOHUMaHHe
cneuuduku paboTbI c
NEPBUYHBIMH  OyXTaJITepCKUMHU
JIOKYMEHTaMHU
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TEMBI; OCHOBHBIC OOIICYOTPEOUTEIHHBIC
rinarosbl  (ObITOBass M mpodeccHoHaIbHAs
JICKCUKA); JICKCUYECKU I MUHUMYM,
OTHOCSIIIMICS K OMHCAHHWIO TPEIMETOB,
CPEICTB U IMpPOLEeCCOB MPOohecCHOHATHLHOM
JIESITENLHOCTH, 0COOEHHOCTH
IIPOM3HOIICHUS; MpaBWJIa UYTEHUS TEKCTOB
npohecCHOHATBLHOM HaIPaBJICHHOCTH
obmue TpeboBaHUS K OyXraaTepcKomy
y4eTy B 4YacTH JOKYMCHTHPOBAHHUS BCEX
XO3SIMCTBEHHBIX JICCTBUM U ONIEpaIUii;

MIOHATHE MEPBUYHOMN OyxrajiTepckoun
JIOKYMEHTalUH;

OTIpeNIeICHUE TEPBUYHBIX OYyXTaJlITePCKUX
JIOKYMEHTOB;

(bopMbl IIEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB, COJAEp)KallMX 00s3aTe/IbHbIe
PEKBU3UTHI MIEPBUYHOTO Y4ETHOTO
JIOKYMEHTA;

MOPSIIOK MPOBEICHUS MPOBEPKHU MEPBUYHBIX
OyXranTepcKux TOKYMEHTOB, (hopmanbHOM

IIPOBEPKU  JIOKYMEHTOB, IIPOBEPKH IO
CYLIECTBY, apu(hMETHUECKOI TPOBEPKH;
OPUHLMIIBI M TNPU3HAKU  TPYHNIUPOBKU

NEPBUYHBIX OYXTAITEPCKUX IOKYMEHTOB;
MOPSIOK  TIPOBEICHHUS  TAKCUPOBKH |
KOHTUPOBKH TEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;

HOPSIIOK COCTaBJICHUS
OyXTaJITepCKOro y4eTa;
MpaBWJia U CPOKH XpaHEHHsS TEePBUYHOM
OyXTaJITepCKON TOKYMEHTAIIUU

pPErucTpoB

B pesynprare OCBOEHMS  AMCIUIUIMHBI
oOy4aromuics 10KEH yMemp:
pacmo3HaBaTh 3aJady W/HUIU TpodieMy B
MpOPECCHOHAIBHOM ~ W/WJU  COLIMAIbHOM
KOHTEKCTE; aHaJM3UpOBaTh 3aJauy W/WIH
npo0sieMy U BBIJIENSTH €€ COCTaBHbBIE YACTH;
OTpEAeNATh JTambl pELICHUS  3aJauu;
BBISIBIIATH u 3¢ (HeKTUBHO UCKATh
uH(pOpMaIIHI0, HEOOXOAUMYIO ISl PeIICHHUS
3a/1auy U/WIU TIPOOIIEMBIL;
COCTaBUTh TIJIaH JICUCTBUS;
HEO0OXOAMMBIEC PECYPCHI;
BJIQJIETh aKTyaJlbHBIMH METOJIaMU pabOTHI B
npoecCHOHANBHOM U CMEXHBIX cdepax;
peann3oBarhb COCTaBIICHHBIN IJ1aH,
OILICHUBATh PE3YJbTAT U MOCIEICTBUS CBOUX
IeucTBUH (caMoCTOSATEITLHO UIN c
MOMOIIbI0 HACTABHHKA)
ONPEAEIATh 3a/1a4u

ONpEeNIETUTh

JIA IIOMCKa

BIIaICHUE aKTyaJIbHBIMU
METOAaMH paboThI B
npoecCHOHABHON U CMEXHBIX
cdepax; s dexkTuBHOE
BBISIBIICHHUC u IIOKCK
uH(popMaluuy, COCTAaBJICHHE
ONTUMAJBHOIO IIJIaHA JEHCTBUM,
aHaan3 HEOOXOIUMBIX hilag: |
BBITIOJIHEHUS 3a1aHUs], PECYPCOB;
OCYIIIECTBIICHUE
HCCIIeI0BaTEIbCKOM
JIeATeTLHOCTH, TPHUBOMAIICH K
ONTUMAIBHOMY pe3yibTarty;
JIEMOHCTpALUS THOKOCTH B
001IeHU N c KOJIJICTaMHU,
PYKOBOJCTBOM, TTOTYMHEHHBIMHU
U 3aKa3uMKaMu; T[PUMEHEHHE
CpENCTB MH(OPMALIMOHHBIX
TEXHOJIOTHI JUIST penieHus
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nHpopMaIuy; ONpeAeniaTh HeoOXOauMbIe

UCTOYHUKA HMH(POpPMALUHU; IJIAHUPOBATH
mpouecc IIOMCKa; CTPYKTYypUPOBAaTh
NoJy4yaeMyro  HMH(OpMaIUio;  BBIACIATH
HauOoiee 3HAYUMOE B IepeuHe
UHPOpPMALIMK; OLEHUBATh MPAKTUYECKYIO
3HAYUMOCTh pe3yJIbTaTOB IIOMCKa;

0(pOpMIIATH pe3yIbTaThl OUCKA
ONpeeNiATh AaKTyaJbHOCTh HOPMATHUBHO-
IIPaBOBOM JOKyMEHTaluu B
npodeccuoHanbHOM NeSITeNIbHOCTH;
OPUMEHSTh COBPEMEHHYIO Hay4HYIO
npohecCuoHaIbHYI0 TEPMHHOJIOTHIO;
OTpeNeNiaTh W BBICTPAUBATh TPACKTOPUHU
npodeccuoHaIbHOTO pa3BUTHUA u
camMoo0pa3zoBaHus

OpraHH30BBIBATH PA0OTYy KOJUIEKTUBA H
KOMAaH/IbI; B3aMMOJICICTBOBATh c
KOJJIETaMH, PYKOBOJCTBOM, KJIHEHTaMU B
x0/1€ TPOeCCUOHATBHON IeATETbHOCTH
rPaMOTHO U3JlaraTb CBOM  MBICIH U
0QopMIISITD JOKYMEHTBI 1o
npodeccuoHanbHOM TEeMaTHKe Ha
TOCYJapCTBEHHOM  SI3BIKE,  HPOSBIATH
TOJIEPAHTHOCTH B paboyeM KOJIJICKTUBE
OPUMEHATh CpencTBa HMH(POPMAITMOHHBIX
TEXHOJIOT Uil L peleHus
npo(ecCHOHANBHBIX 3aJay; HCIOJIb30BaTh
COBPEMEHHOE MTPOrpaMMHOE obecrieueHue
MOHUMATh o0t CMBICT YETKO
POM3HECEHHBIX BBICKa3bIBAaHU I Ha
U3BECTHbIE TeMBbl (MpoQeccCHOHaNbHbIE H
OBITOBBIC), TIOHUMATh TEKCThl Ha 0a30BBIC
npodecCHOHATIbHBIE TEMBI; y4acTBOBaTh B
Jyagorax ~Ha  3HaKoMble — oOmme U
npoQeCCHOHAIIbHBIC TEMBI; CTPOUTH
IPOCThIe BBICKAa3bIBaHUS O cebe U O CBOEH
npo(hecCHOHANBHON AESITEeNbHOCTH; KPAaTKO
000CHOBBIBaTh U OOBSICHUTH CBOM JACHCTBUS
(Tekyumie W IUIAaHUPyEMbIE);  MHCaATh
IPOCThIE CBSI3HBIE COOOIIEHUS HAa 3HAKOMbIE
WIM HHTEpecyrolue npodeccuoHaabHbIe
TEMBI

MPUHUMATh  TIPOU3BOJIbHBIE  TIEPBUYHBIC
OyxranTepckue JIOKYMEHTHI,
paccMaTpuBaeMble KaK MMUCHbMEHHOE
JTI0Ka3aTelIbCTBO COBEPILIECHUS

XO3MCTBEHHOW ONEPALMM WJIM TMOJyYECHHE
paspelieHus Ha ee IIPOBEICHHUE;

NPUHUMATh TEPBUYHbIE OyXrajaTepcKue
JIOKYMEHTbl Ha OyMa)KHOM HOCHTENIe U

po¢eCCHOHATBHBIX 3a/1a4;
sh(deKkTHBHOE  HCMOJIH30BAHUE
COBPEMEHHOTO  MPOrPAaMMHOTO

obecrieueHus; KpaTKO M YETKO
dbopMyIMpoBaTh CBOM MBICIH,
u3jiaraTb MX JOCTYIIHBIM IS

MOHUMAaHHSI CIIoco0oM;
s dekTuBHAS pabora C
NEPBUYHBIMH  OyXTaITEPCKUMHU
JIOKyMEHTaMH
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() B BHUAE SJEKTPOHHOTO JIOKYMEHTA,
MOJIMCAHHOTO AJIEKTPOHHOH MOAIHUCHIO;
IPOBEPATh HAJIMYUE B  IPOU3BOJIBHBIX
NEPBUYHBIX OYXTaJITEPCKUX JTOKYMEHTax
00s13aTeJIbHBIX PEKBU3UTOB;

IPOBOJIUTH (hopmanbHyIO MIPOBEPKY
JIOKYMEHTOB, IIPOBEpKYy II0  CYILECTBY,
apu(METHUECKYIO TPOBEPKY;

IPOBOJIUTh  IPYNIUPOBKY  NEPBUYHBIX
OyXraJITepCKUX JOKYMEHTOB IO  psay
IPU3HAKOB;

IPOBOJIUTh TAKCHPOBKY M KOHTHUPOBKY
HNEPBUYHBIX OYXTaJITEPCKUX IOKYMEHTOB;
OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIAType Jell;
3aHOCHTH JaHHBIE M0 CrPYNIHUPOBAHHBIM
JOKYMEHTaM B PEruCTpbl OyXraarepcKoro
yuera;

nepeAaBaTh NEpBUYHbIE  OyXrajaTepckue
JOKYMEHTbl B TEKyIIUHA OyXrajaTepcKuii
apXuB;

nepeaaBaTh NEpBUYHBIE  OyXTajaTepcKue
JOKYMEHTbl B TIOCTOSHHBIH apxuB IO
UCTCYCHUU YCTaHOBJICHHOTO CpoKa
XpaHEeHHUS;

UCTIPABJIATh  OMMOKA B  TEPBHYHBIX
OyXraJITepCKUX JIOKYMEHTaX;




