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1. O61mas xapakreprucTuka padodeil mporpaMmMbl IUCHUIIIMHBI
1.1. MecTo nMCUMIUTMHBI B CTPYKTYpE OCHOBHOM 00pa30BaTEIbHOM MPOrpaMMBI
Hucuunnuna OIl. 12 JlokyMeHTalmoHHOE 00eCTieYeHHE YIIPaBICHUS SBISETCS
BAPUATUBHOMN YacCThIO o0menpogeccCHOHaTBHOTO LAKJIA OCHOBHOM
npodeccruonanbHO# 00pa3oBaTenbHOM Mporpammsel B cootBeTcTBUU ¢ PI'OC CIIO mo

cnenuanbHocTh 38.02.01 DKOHOMUKA M OyXranTepcKuil y4yeT (110 OTpacisiMm).

1.2. HCHL U INTAHUPYCMBIC PC3YJIbTATbl OCBOCHHA JUCHUIIJINHBI!
B paMKax IIporpaMMbl JUCHUIIJIMHBI CTYACHTAMH OCBAHWBAIOTCA CJICAYIOIIHNC

MCHUA M 3HAHNA

Kox o0mux u VYmMmenus 3Hanusg
npodeccuoHaTbHBIX
KOMIIETEHIINH

OK 01 pacrio3HaBaTh  3adady ~ W/WIHM | aKTyaJbHBIA NMpodecCHOHAIbHBINA
npobiieMy B MPOPECCHOHATBHOM | U COLMAJIbHBIH  KOHTEKCT, B
W/WIM  COLUMAIILHOM  KOHTEKCTE; | KOTOPOM TPUXOAUTCS paboTath U
aHAIM3UPOBATh  3a/Jadyy  W/WIK | )KUTh;  OCHOBHBIE  HCTOYHUKHU
npoOJIeMy | BBIIEIATh €€ COCTaBHBbIC | MHPOPMAlUK H  PECypChl s
YacTH; OMPEAENATh JTallbl PEIICHUs | pellleHus 3afad | mnpodiieM B
3a7aud; BBIBIATH M A(PPEKTUBHO | MPOPECCHOHATEHOM u/nnm
UCKAaTh nH(pOpPMAaIIKIO, | COIIMATIEHOM KOHTEKCTE;
HEOOXOIUMYIO JUIsSl PELEHUs 3a7aud | aJrOPUTMBbI BBIIIOJHEHUS padoT B
W/ TTPOOJICMBI, poECCHOHAIBHOW ¥ CMEKHBIX
COCTaBHUTh IUIaH NEUCTBUS; | 00JIACTAX; METOAbl  paboThl B
OTIpeIeNIUTh HEOOXOAUMBIE PECYPCHI; | MPOPECCUOHANBHON U CMEXKHBIX
BIIQJIETh aKTyalbHBIMU MeTOJaMu | cepax; CTPYKTypy IUIaHa s
paboTbl B mpodeccHoHaNbHOM M | pelieHHs 3ajad; MOPSAOK OLIEHKU
CMEXHBIX cdepax; pealn30BaTh | pe3yJbTaTOB  pelIeHus  3ajad
COCTaBJIEHHBIH IJIaH; OLEHMBATh | MPO(HECCHOHATBHOMN 1EATEILHOCTH
pe3ynbTaT W IOCIEJACTBUS CBOHMX
JEUCTBUM (CAMOCTOSITEIBHO WIIH C
MTOMOIIIbI0 HACTABHUKA)

OK 02 OTNpeNieNIATh 3aJaydl JuId IIOWCKa | HOMEHKJarypa
uH(popMaLnu; onpeAesnsaTh | UHGOPMALIMOHHBIX HCTOYHHUKOB
HE00X0IMMbIe UCTOYHUKHU | IPUMEHSIEMBIX B
WH(pOpMaIUY; TUTAHUPOBATH Mpolece | MpodhecCuOHATBHON e TeIbHOCTH;
MIOMCKa; CTPYKTYpUPOBAaTh | IPUEMBbI CTPYKTYpUPOBAHHUS
MIOJIy4aeMyHo nH(popmalnio; | ”HGOpMaIuy; ¢dbopmar
BBIJICNIATE HambOoyee 3HAYMMOE B | OQOPMIICHHS pe3yJIbTaTOB IOUCKA
nepeyHe HMHGpOpPMAIMH; OLEHUBATh | HH(OpMaUU
MPAKTUIECKYIO 3HAYUMOCTh
pe3ynbTaTOB MOMUCKa; O(OpPMIIATH
pe3ysIbTaThl MOUCKA

OK 03 OTIpeNIeNATh aKTYaJIbHOCTh |  COJIEp)KaHHE aKTyaJbHON
HOPMAaTHBHO-TIPABOBOM HOPMAaTHUBHO-TIPABOBOM
JIOKyMEHTalluu B | IOKyMEHTallUU; COBpeMeHHast
npoeCCHOHATILHON JAEATENbHOCTH; | HAy4Hass UM MpodecCHOHAIbHAsA
MPUMEHSTh COBPEMEHHYIO HAayYHYIO | TEPMHHOJIOTHS; BO3MO>KHBIE
npo¢eCCUOHATILHYIO TPAaeKTOPUU  MPO(HECCHOHATBEHOTO
TEPMHUHOJIOTHIO;  ONpENeNsiTh M | pa3BUTHSI U caMo0Opa3oBaHus




BBICTPAUBATh TPaeKTOpUU
npoeCCHOHATIBHOTO  Pa3BUTHI |
camoo0pa3zoBaHus

OK 04 OpraHU30BBIBATH paboTy | TMCHUXOJIOTUYECKUE OCHOBBI
KOJJIEKTUBA U KOMAaH/bl; | JESTEIbHOCTH KOJJIEKTHBA,
B3aMMOJICIICTBOBATh C KOJUIETaMH, | ICUXOJOTHYECKHE  OCOOEHHOCTHU
PYKOBOJCTBOM, KJIMEHTAaMU B XOJ€ | IUYHOCTH; OCHOBBI  IPOEKTHOM
podecCHOHANBHOM NeSITEeIbHOCTH | JeSITEIbHOCTH

OK 05 IPaMOTHO M3J1araTh CBOU MBICIH U | OCOOCHHOCTH  COIMAIBHOTO U
0pOpMIISTH JTIOKYMEHTBI 1O | KyJbTypHOTO KOHTEKCTA; IpaBuUiia
npodeCCHOHATBPHON TeMaTHKe Ha | OpOpMIICHHS  JOKYMEHTOB U
rOCyJIapCTBEHHOM $I3bIKE, IIPOSIBIIATH | IOCTPOCHUSI YCTHBIX COOOIICHMIA
TOJICPAaHTHOCTb B pabouem
KOJJIEKTHBE

OK 09 MIPUMEHSITh CPEICTBA | COBPEMEHHBIE cpeacTBa U
MH(OPMALIMOHHBIX TEXHOJOTUH IJi | yCTpOiicTBa nH(popMaTHU3aINH;
pelieHus NpoecCUOHANbHBIX 3a/]ay; | MOPSIIOK  MX  NPUMEHEHUs U
UCIIOJIb30BaTh COBPEMEHHOE | MporpaMMHOe  OOeclieueHue B
IIpOrpaMMHO€E 0becrieyeHne npodecCHOHATBHOM eI TETbHOCTH

K 1.1 MPUHUMATh MPOM3BOJIbHBIC |  O0IIHE TpeOOBaHMS K
IIEPBUYHBIC Oyxrairepckue | OyXrajaTepckoMy Y4eTy B 4YacTu
JIOKYMEHTBI, paccMaTpUBaeMble KakK | TOKYMEHTUPOBAHHUS BCEX
[MUCbMEHHOE JI0KA3aTeJIbCTBO | XO35MCTBEHHBIX JIEUCTBUI 51
COBEpIICHHUS XO3SIICTBEHHOM | Omepaluii;
ornepanuu WIH [OJIy4YEHUE | MOHSITHE MEPBUYHOM
paspelieHus Ha ee IPOBEICHUE; OyXraiatepckoil TOKyMEeHTAalUH;

MIPUHUMATH NIEPBUYHBIE | OIpee/eHue MEPBUYHBIX
OyXranTepckue  JOKYMEHTBI  Ha | OyXrajaTepcKUX JOKYMEHTOB;
OyMa)XHOM HocuTene u (uin) B BUuae |  (HopMbl IIEPBUYHBIX
AIIEKTPOHHOIO JOKYMEHTa, | OyXrajaTepcKux JIOKYMEHTOB,
MOJNMCAHHOTO AIIEKTPOHHOM | COZIEpIKALIUX o0s3aTenbHbIe
MOJIHUCHIO; PEKBU3UTHI NEPBUYHOIO YYETHOTO

MIPOBEPSATh HaJIu4uue B | IOKyMEHTA;

IIPOU3BOJIBHBIX NIEPBUYHBIX | MOPSINOK IPOBEIEHUS IPOBEPKU
OyXranatepckux JIOKYMEHTaX | IepBUYHBIX OyXranatepckux
00s13aTeNIbHBIX PEKBU3UTOB; JIOKYMEHTOB, bopmanbHOU

MIPOBOJUTH (dbopManbHYIO | IPOBEPKU JTOKYMEHTOB, INPOBEPKU
IPOBEPKY JOKYMEHTOB, IPOBEPKY MO | IO  CYILIECTBY, apHU(PMETHYECKOMH
CYILECTBY, apu(pMETHUECKYIO | IPOBEPKH;

IIPOBEPKY; MIPUHIUTIBI u MpU3HAKU

MIPOBOJUTD IPYNIHUPOBKY | TPYIIHUPOBKU MIEPBUYHBIX
MIEPBUYHBIX OyXxranTepckux | OyXraiTepckux JOKYMEHTOB;
JIOKYMEHTOB TI0 Psily MPU3HAKOB; MOPSAIOK IMTPOBEIECHUS TAKCUPOBKHU

IIPOBOJUTH TaKCUPOBKY u|u KOHTUPOBKH MEPBUYHBIX
KOHTHPOBKY MEPBUYHBIX | OyXTaJlTepCKUX JOKYMEHTOB;
OyXrajnTepcKux JOKYMEHTOB; MOPSAJIOK COCTaBJIEHMSI PETMCTPOB

OpraHU30BBIBATH OyXrajiarepckoro y4era,
JIOKYMEHTOO000POT; IpaBWJla U CPOKHM XpaHEHUS

pazbupaThcs B HOMEHKJIATYpPE JIe; | TIEPBUYHON OyXxTanTepckoit
3aHOCUTh TaHHbBIE 0 | JOKYMEHTALNH.

CTpYHIIUPOBAHHBIM JOKYMCHTaM B
PErucCTphbl 6YXFaHTCpCKOFO yaceTa;
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nepeaaBaTh NEepBUYHBIC
OyxranTepckue  JOKYMEHTbl B
TEKYIIMH OyXTranTepCcKUil apXuB;

nepeaaBaTh HEpBUYHBIE
OyxranTepckue  JOKYMEHThl B
IIOCTOSIHHBIA apXWB IO HCTEYEHUU
YCTAHOBJICHHOT'O CPOKA XPaHEHHUS;

UCIPABJIATH OIINOKU B IEPBUYHBIX
OyXraJTepCKUX JIOKYMEHTax.




2. CtpyKTypa U coJiepKaHue AUCUUIUINHBI
2.1. O0ObeM IUCHUIUIMHBI M BHJIbI Y4€OHOM paboThI

Bun yuebHo# paboThl O0beM B yacax
O06BemM 00pa3oBaTeILHON TPOrPAMMBI TUCITUTIIUHBI 62
O06BeM paboThl 00YUAIONMIUXCS BO B3aMMOJICUCTBHH C MPEIOAaBaTEIeM 46
B TOM YHUCJIE:
TEOPETHYECKOE 00yUeHUE 24
MPAKTUYECKUE 3aHITUS 22

n1abopaTopHbIE 3aHATHS -

KOHTPOJIbHBIE pabOTHI -

camocCTosITelIbHasE paboTa 14

[TpomexxyTounas arrectarus B popme auddepeHIIMpoBaHHOTO 3a4eTa 2




2.2. TemaTU4eCKUM MJIaH U COJIEPKAHUE TUCIUTUIUHBI

Konrr
KOMIIETCHITUH,
HaumenoBanue Copnepxanue yueOHOro Marepuaiia u GopMsl Ob6beMm (opmupoBaiio
pa3aesoB U TeM OpraHM3alH IeATEIbHOCTH CTYIEHTOB B Hacax KOTOPBIX
CIOCOOCTBYET
AJIEMEHT
POrpaMMBbI
1 2 3 4
Tema 1. «BBenenue.| Conepxanue yueOHOro MaTepraia OK 01, OK
JIOKyMEHT H 1. 3nayeHre W  coAepXKaHWUE  JIUCIUIUIMHBI 4 02,
cucremMa «JlokyMEeHTallMOHHOE 00ECIeYCHHE YIPABIICHUS. OK 03, OK
JTIOKYMEHTAIUH Tloustue TEPMHUHOB «TOKYMEHTY, 09,IIK 1.1
«IOKYMEHTHPOBaHUEY, «JTOKYMEHTallMOHHOE
o0ecrieueHre yrpaBICHU.
2. Yuudukamus U CTaHapTU3aLUH
yIpaBICHUYECKUX JOKYMEHTOB.
Tema 2. Coneprxanue yueOHOTO MaTepraa 4 OK 01, OK
«Odopmiienue 1. ®opmymssp — obpasenr OpraHu3alMOHHO- 02,
PEKBU3UTOB pacnopsAMTEIbHBIX JOKYMEHTOB. Buibl 1 Ha3HauUeHUE OK 03, OK
JOKYMEHTa» OJIAHKOB. 09,
2. TpeboBanus Kk 0POPMIICHHIO TOKYMEHTOB. K 1.1
3. IlpaBuia peKBU3UTOB JOKYMEHTOB.
B ToM 4uncIie IpakTHYECKUX 3aHATUI
1. ITpakTrueckoe 3ansTue «OpopMieHrE PEKBU3UTOB 4
JIOKYMEHTay.
Tema 3. Copneprxanue yueOHOro MaTepuaa OK 01, OK
«Opranmzanuonno- | 1. OpraHu3alMOHHbIE  JOKYMEHTBI —  ycTaB,| 4 02,
pacmopsAMTENbHBIE [yUpeAUTEIbHBINA JOTOBOP, MOJI0KEHHUE. OK 04, OK
JOKYMEHTBD) 2. PaciopsiautenbHble  JAOKYMEHTBI —  TpHUKa3, 05,
pactopspKeHHe, yKa3zaHue, MMOCTAHOBJIEHUE, PEIICHHE, OK 09,
MHCTPYKLMSA, IPOTOKOIL. K 1.1
3. CipaBo4yHO-UH(OPMAITMOHHBIE JIOKYMEHTBI:
ciy)keOHas 3amMcka, OOBSICHUTENbHAs 3aIlluCKa, aKT,
cripaBKa, CIy:KeOHbIE MTUChMa
B Tom uucne mpakTH4YeCKUX 3aHIATUN
1. [IpakTryeckoe 3aHATHE «Odopmnenune| 4
OpPraHMU3aIMOHHBIX JOKYMEHTOBY.
2. Ilpaxktnueckoe 3anstue «CocTaBieHHE U
o opMIIEHHE PACTIOPSIUTENbHBIX TOKYMEHTOBY
3. Ipaktuueckoe 3anarue «CocTaBleHHEe U
o opMIIEHHE CIIPABOK, 3aIHCOKY,
4 Ilpaktnueckoe  3ansthe  «CocraBieHue U
oopMIIeHHE aKTOB, TTHCEM).
CamocrosTenbHas paboTa CTyIeHTOB 4
CocraBiieHHE ITPOEKTa aKTa
Tema 4. «Pabora ¢ | Coaepkanue ydeOHOT0 MaTepuasa 4 OK 02, OK 04,
oOparteHusIMu Bunnl oOparteHuit rpaXkJIaH. Perucrpanus OK 05,
rpaXxaan» oOpamenuii. KoHTpoJib McOHEeHHsI 0OpallieHui OK 09




Tema 5. «Kagpoas | ConepxaHue yueOHOro MaTepuaa 4 OK 02, OK 04,
JIOKYMEHTALUS) 1.JIOKyMEHTUPOBAHUE TPYAOBBIX NPABOOTHOLIEHHIA. OK 05,
CoctaB 1 0c06eHHOCTH O(POPMIIEHUS JOKYMEHTOB 110 OK 09
JMYHOMY COCTaBY.
2.KommiekToBaHue JMYHOTO fenna. ABroouorpadus.
3. Pestome. 3asBienue o mpueme Ha paboTy. 4
[Ipukasbl O JMYHOMY COCTABY
B TOM 4ncIie IpakTUYEeCKUX 3aHATUN
1. IIpakTuyeckoe 3aHSTHE «Odopmiienue
JIOKYMEHTOB I10 JIMYHOMY COCTaBY»
CamocrosTenbpHas paboTa CTyIEeHTOB
CocraBiieHue aBToonorpadun, pe3rome
Tema 6. Cogneprkanue ydeOHOro MaTepuasa OK 01-05, OK
«/lorosopHo- 1.Tlonsitust norosopa. Bunbel morosopos. IlpaBunal 2 09
MpaBoBas oopmieHHs TPETEH3UOHHBIX mHceM. DopmyIsip
JOKYMEHTAIHSI» HCKOBOTO 3asiBJICHHS], TpeOOBaHUS K ero 0(hOpMIICHUIO
B ToM 4ncIie IpakTHYECKUX 3aHATUN
1. TIpaktuyeckoe 3anstue «OdopmieHue norosopa, 4
KYIUTH-TTPOJAKH).
CamocrosiTenpHas paboTa CTyIE€HTOB
CocraBieHue NpoeKTa J0ropopa
Tema 7. «llonsitue | Conepkanue yueOHOTro Matepuana OK 01, OK
nokymentoobopora,l 1.CoctaB u yueT o0beMa JTOKYMEHTOOOOpOTa 4 0.2,
perucTpanus npennpusaThil. Opranuszanusi padoThl C BXOJSIIEH, OK 04, OK
JIOKYMEHTOBY UCXOJAIICH U BHYTPEHHEH TOKyMEHTALIUEH. 05,
2.ba3bl JaHHBIX U1 XpaHeHHUs TOKyMEHTOB. PaboTal OK 09,
¢ 3anpocamu. PaboTa ¢ 371€KTpOHHBIMU IOKYMEHTAMH. IK 1.1
B ToM 4ncIie npakTHYeCKuX 3aHATUI 4
1. IIpaktuyeckoe 3anstue «Padbota ¢ 3JEeKTPOHHBIMU
JOKYMEHTaMH».
CamocrosTenbHas paboTa CTyIEeHTOB
CocraBnenne  TaOiaumbl  OOpabOTKM  IMOTOKOB
JIOKYMEHTOB
Tewma 8. Coneprkanue yaeOHOT0o MaTepuana OK 01-05,
«Opranuzanus 1. Homenknarypa aen. UuauBuyanbHble, CBOJIHbBIC, 2 OK 09, TIK
OIEpaTHUBHOTO U IpUMEpPHbIE U  THUIOBbIE HOMEHKJIATYphl  Jed. 11
apXMBHOTO [lonroroBka W TOPSANOK Mepenayd Jeidl B apXUB.
XpaHCHHS 3akoHOJaTeIbHbIE aKThl U HOPMAaTHUBHO-
JOKYMEHTOB) METOJINYECKUE JOKYMEHTHI [0 apXMBHOMY XPaHEHHIO
JIOKYMEHTOB.
B ToM 4nciie npakTHYeCKuX 3aHATUI 2
1. TIpakTudeckoe 3anstue «[IpoBepka mpaBUIBLHOCTH
COCTaBJICHHUS] HOMEHKJIATYPBbI JIeI»
2.3auer 4
CamocrosiTenpHas paboTa CTy/IEHTOB 4
CocraBnenue KOHCIIEKTa «TpeboBanus K
0(hOPMIICHHUIO JIeT»
[TpomexyTouHas aTTectanus B popme nuddepeHnpoBaHHOro 3a4era 2
Bceero 62




3. YcnoBus peanMzanuu IporpaMmbl JUCHUTUTMHBI

3.1. MarepuanbHO-TEXHUYECKOE 00eCIeueHne

Jlns peanuzanuu OporpaMMbl  JTUCHUIUIMHBL TPEAYCMOTPEHBI CJIEAYIOIINE
crienaiabHbple  momereHus (B cootBectBUM ¢ DPI'OC CIIO u  oCHOBHOH
oOpa3zoBarensHOM mporpammoii CI1O):

VYueOHas ayqutopust Jyisl IPOBEJACHUS 3aHATHI BCEX BUIOB, TPEAYCMOTPEHHBIX
oOpa3oBaTeIbHON MPOrpaMMON, B TOM WYHCIIC TPYIIOBBIX W WHIWBHIYATbHBIX
KOHCYJIbTAIIMH, TEKYIIEr0 KOHTPOJIA U MTPOMEXKYTOUHON aTTeCTaIluu

Kabunert «JloKyMEHTaIIMOHHOTO 00€CTICUEeHUS YITPABICHUS»

Me0enb:

— TOCaJ0YHbIE MECTA MO KOJIWYECTBY 00yUdaromuxcs (CTOJbI, CTYIbs);

— pabodee MecTO TpernoaaBaTes (CTOM, CTYJ/KPECo);

— mKkadbl 1715 XpaHEeHUs Y4€OHbIX MTOCOOU U TUIAKTUYECKUX MaTEPHAIIOB.

O6opynoBaHNe U TEXHUYECKUE CPEJICTBA:

— JIoOCKa  MeJsoBas/mMapkepHas — (PEKOMEHAyeTCsi JOoCKa C  MAarHUTHOM
MMOBEPXHOCTHIO WJIM UHTEPAKTUBHAS JOCKA);

— JEMOHCTpPAllMOHHBIN 3KpaH;

— MYJIbTUMEIUNHBIN IIPOEKTOP;

— KOMIIBIOTEp TIpernojiaBarelisi ¢ mnepudepueit/HoyToyk (C JTUIEH3HMOHHBIM
IPOrpaMMHBIM OOecrieueHreM, 00pa30BaTeIbHBIM KOHTEHTOM U CUCTEMOM 3alUThI OT
BPEJOHOCHOM HH(POPMAIINH );

— CeTeBOM PUIIbTP.

3.2. MadpopmManiioHHOE 00eCreYeHNE pean3aiy MporpaMMbl

Jlns  peanuzanuu  OporpaMMbl  OUOIMOTEYHBIM (OoHI oOpazoBaTEILHOM
OpraHu3allMyd JI0JHDKEH HMMETh TeYaTHbIE W/WUIM DJIEKTPOHHBIE 00pa30BaTElIbHbIC U
UHOOPMAITMOHHBIE  PECypChl,  PEKOMEHAYEeMbIX  JJIS  HCIOJb30BaHUS B
o0pa3oBaTeIbHOM Ipoliecce

OcCHOBHBIE MEYATHBIE U DJIEKTPOHHBIC U3TAHUS:

1. TI'paxnmanckuii kojaekc Poccuiickoit ®Deneparuu (yacTh mnepBas) OT
30.11.1994 Ne 51-®3 (¢ u3M. U A01.).

2. I'paxnmanckuii komekc Poccuiickoit ®enepanmm (9acTb BTOpas) OT
26.01.1996 Ne 14-®3 (¢ u3Mm. u A0IL.).

3. @epepanbubiii 3akoH oT 02.07.2006 Nel49-®3 «OO6 wuHpopmanuwy,
UHPOPMATU3ALNY | 3alTUTEe UHPOPMALIUNY. (C U3M. U JIOIL.).

4. ®enepanbubiii 3ak0H OT 06.04.2011 Ne 63-D3 «O0 351€KTPOHHOMN MOATTUCH.
(c u3M. u o).

5. TOCT P 7.0.8-2025 «HanuoHanbhbiii cTangapt Poccuiickoit denepanuu.
Cucrema craHmapToB no HHGPOpMALMK, OUOIMOTEYHOMY U M3AATEIILCKOMY JEmy.
Jlenonpou3BOACTBO U apXWMBHOE JIeNI0. TepMuHbl U omnpeaeneaus» (yTB. [Ipukazom
denepaabHOTO areHTCTBA MO TEXHUYECKOMY DPETYJIMPOBAHWIO M METPOJIOTHH OT
25.01.2025 Ne 30-cT).

6. TOCT P 7.097-2025 «Cucrema crangaptoB 1o uHbOpMaIuu,



OuOMMOTEUHOMY M U3JaTenbCcKoMy feny. OpraHu3alnuoHHO-pACIOpsSAUTENbHAs
nokymeHTarus. TpeboBanus K 0hOPMIICHHIO TOKYMEHTOBY.

7. Jloponmna JI.A. JlokymentoBenenue: yueOHuUK u npaktukym st CITO /
JLLA. Jloponuna [u ap.]: mox pex. JI.A. [loporuHoit. — M.: 4-¢ u3 ., nepepad. u qom. —
MockBa : WMsmarensctBo  FOpaiit, 2024.— 336c.— (IIpodeccronanshoe
obpazoBanue). — 309 c.

8. Kysmemon, W.H. JlokymeHTannoHHoe  obOecreyeHHe  YIpaBJICHUS.
JIOKyMEHTOOOOPOT ¥ JIEJIOMPOM3BOJICTBO : YYCOHUK W TIPAKTUKYM JUIS BY30B /
N. H. Ky3nenoB. — 4-e uzn., nepepad. u gon. — Mocksa : U3narensctBo FOpaiirt,
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4. KOHTpPOJb U OLIEHKA Pe3yIbTaTOB OCBOCHHUS JUCLMILIUHBI
KoHTpone m oueHka pe3ynbTaTOB OCBOCHMS IAWCLHUILUIMHBI OCYLIECTBIIETCS
IIPENOAABATENIEM B IIPOLIECCE NPOBEACHUSA IPAKTUYECKUX 3aHITHH, YCTHBIX H

IMNCbMCHHBIX  OITPOCOB,

TCCTUPOBAHUA, a

TAaKXKC

BHEAYJIUTOPHON CaMOCTOSITENIbHON PaOOTHI.

BBIITOJIHCHU A

CTyAEHTaMU

PesynbraTel 00y4yeHus

Kpurepuu onenku

MeTtonnl oieHKH

Ilepedens 3HaHUI, OCBaMBAaEMBIX B PaMKax
JUCLIUILINHBL:

aKTyaJbHBbIN npodeCcCuOHATBHBIN u
COLMAJbHBIA  KOHTEKCT, B  KOTOPOM
NPUXOJUTCA PabOTaTh W YKUTh; OCHOBHBIC
UCTOYHUKH HH(YOPMALUU U PECypchl Uis

pemieHust  3amady M mpoOieM B
npo()eCCHOHATIBHOM — H/UIM  COL[HATBHOM
KOHTEKCTE;

QTOPUTMBI  BBIMOJNHEHUsT  pabOT B

npoeCCUOHATILHON M CMEKHBIX 00J1acTsX;
METOABl PaboOThl B TPOPECCHOHATHHON H
CMEXHBIX cepax; CTPYKTypy IUlaHa IJist
pemieHust  3amad;  MOPSAAOK  OLEHKH
pe3yIbTaToB pereHus 3a1a4
npodeccnoHATEHOM IeATEIIBHOCTH;

HOMEHKJIaTypa UH(POPMAIIMOHHBIX
HUCTOYHHUKOB PUMEHSEMBIX B
poheCCUOHATILHOM JIEATSIILHOCTH; IIPHUEMBI
CTPYKTypupoBaHus WHpopManuu; ¢Gopmar
oopmienus pe3yiIbTaToB MIOUCKa
nH(popMaLnu;

CoJiepKaHHWe aKTyaJbHOW HOPMAaTUBHO-
MPaBOBOW JIOKyMEHTAIIMW; COBpPEMEHHas
Hay4yHas u npodeccuoHaibHas
TEPMUHOJIOTHS; BO3MOYKHBIE TPACKTOPUHU
npo¢ecCOHAIBLHOTO pa3BUTHSA u
caMmo00pa3oBaHus,

MICUXOJIOTHYECKUE OCHOBBI JIEATEIILHOCTH
KOJIJICKTHBA, TICXOJIOTUYECKHE
0COOEHHOCTH JINYHOCTH; OCHOBBI POEKTHOM
NeSITeTbHOCTH;

0COOEHHOCTH COLIMAIBHOTO U KYJIBTYPHOTO

KOHTEKCTA; paBwIIa o opMITCHHUS
JOKYMEHTOB M  TOCTPOEHHUS  YCTHBIX
COOOIIIEHHNI];

COBPEMEHHBIE CpEICTBA U YCTPOMCTBA
nH(pOpMaTHU3ALNN; TOPSAAOK UX TPUMEHEHUs
u POrpaMMHOE o0ecrieueHue B
po¢eCCUOHATBHON JIEATETFHOCTH;

MIpaBHJIa TOCTPOCHUS IPOCTHIX U CIOKHBIX
MPeVIOKEHUH  Ha  TpodeCCHOHATbHBIC
TEMBbI;, OCHOBHBIE OONICYNOTPEOUTETHHBIC

pacrio3HaBaHHe
aJITOPUTMOB BBITTOJTHEHHSI
paboT B mpodeccCHOHATBHON U
CMEKHBIX 00JIacTsIX;
orpeneneHue METO/I0B
paboThl B mpoeccuoHaIbHON
U CMEXHBIX cdepax; BbIOOp
OIpENEICHUE  ONTHUMAaIbHON
CTPYKTYPBI TUIaHa JUIs
peleHus 3a1a4; NOHUMaHHE
MOpsiJIKa OLIEHKU Pe3yIbTaToOB

perieHus 3a1a4
podecCHoHAIbHOM

JeSTENBLHOCTH; BEIOOD
Hanboee ONTHMAJIBHBIX

HUCTOYHUKOB WH(MOpMAUU U
PECYPCOB JJIsl pelIeHUs 3a]a4
u pooem B
MpoPECCHOHAIBHOM  W/WJIH
COLIMATILHOM KOHTEKCTE;
OpPUEHTHPOBaHUE B
aKTyaJIbHOU HOPMAaTHUBHO-
IIPaBOBOM JOKYMEHTAIINH;
COBPEMEHHOM HAay4HOH U
npodeccuoHaNbHOM
TEPMUHOJIOTHH;, TIOHUMaHHE
MICUXOJIOTHYECKUX OCHOB
JIESITEIbHOCTH  KOJUIEKTHBA,
MICUXOJIOTHYECKUX
0COOCHHOCTEM JINYHOCTH;
BIIQJICHHE 3HAHUSAMHU OCHOB
paboTel €  JIOKyMEHTamH,
MOJIrOTOBKH YCTHBIX u
IMMCHhMEHHBIX COOOIIEHMI;
3HaHUE OCHOB KOMITbIOTEPHOMI
IPaMOTHOCTH; 3HaHHE MPaBUII
HAMUCAHWS U TIPOU3HOIICHUS
CJIOB, B T.4. u
po¢eCCUOHATLHOMN JIEKCUKH.
3Hanue (HopM MEPBUYHBIX
OyXranTepcKkux JOKYMEHTOB,
COJIEpKAHUS TakoHu
JIOKYMEHTAI[MU, TOHUMAaHHE

OrncHka
pe3yJIbTaTOB
BBITIIOJTHCHUS
MPAKTUYECKUX
pabor.

OrneHka
BBIIIOJIHCHUS
CaMOCTOSITEILHBIX
pabor.

Tecr.

YcTHBIN ompoc.
IInceMeHHBIN
ompoc.
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rinarosiel  (ObITOBas M mpodeccruoHaIbHas
JIEKCUKA); JICKCUYECKU I MUHUMYM,
OTHOCALIMICA K OMNHCAaHUIO NPEIMETOB,
CPEICTB M MPOLECCOB MPOQPEeCcCCUOHAITBHON
JIESITENILHOCTH; 0COOEHHOCTH
MIPOM3HOIICHUSI;, MpaBHJIa YTEHHUS TEKCTOB
npodeccnoHaLHOM HAIIPABJICHHOCTH;

obmue TpeOoBaHUS K OyXTaJITepCKOMY
y4eTy B YacTU JOKYMEHTHPOBAHUS BCEX
XO3SIICTBEHHBIX JICUCTBUN U OTIEPALIMIL;

MOHSATUE  TEPBUYHOM  OyXTanTepcKoi
JOKYMEHTAINH;

OTIpe/ieIeHue TePBUYHBIX OYyXTalTEepCKUX
JTIOKYMEHTOB;

(GopMbl  MEPBUYHBIX  OYXTalNTEPCKHUX
JOKYMEHTOB, COJEpXalux o0s3aTeNbHbIe
PEKBH3UTHI MIEPBUYHOTO YYETHOTO
JTOKYMEHTA;

MOPSAIOK IPOBEJICHUS MIPOBEPKHU
MEPBUYHBIX OYXTaJITEPCKUX JTOKYMEHTOB,
dbopManbHO  TPOBEPKU  JIOKYMEHTOB,
MPOBEPKH TI0 CYIIECTBY, apU(PMeTHUECKOM
MIPOBEPKH;

NPUHIAIIEI W TIPU3HAKH TPYIITHPOBKH
MEPBUYHBIX OyXTaaTepCKUX JOKYMEHTOB;

MOPSIOK  TPOBEACHUS TAKCUPOBKU M
KOHTHUPOBKH TEPBUYHBIX OyXTalTEpCKHUX
JTIOKYMEHTOB;

MOPSIOK COCTaBIICHUS
OyXrajaTepckoro y4era;

MpaBUJia U CPOKU XPAHEHUS TEPBUYHOM
OyXTaJITepCKON JOKYMEHTAITUH.

pPErucTpoB

cnenuduku paboThI c
HNEePBUYHBIMH
OyXranTepcKuMu

JOKYMCHTaMU

[lepeuenr yMmMeHMiA, OCBaMBaeMbIX B
paMKax AUCHUIUIUHBIL:

pacrio3HaBaTh 3a/1ady H/WId npodieMy B
MpopEeCCUOHATBHOM  W/WJIM  COLUAIBLHOM
KOHTEKCTE; aHAJIM3UPOBaTh 3ajauy MW/WUIH
poOJIeMy 1 BBIACTSATH €€ COCTaBHBIE YaCTH;
ONpeNeNIATh  JTalbl  pEIHICHUs  3a/a4H;
BBISIBIIAATD " a¢dexTuBHO WCKATh
uHpopMaInio, HeOOXOAUMYIO JJIST PELICHHS
3aJla4M U/ U poOIIeMBbL;

COCTaBUTh IUIaH JEHCTBUSA; OIPENEIUTh
HEOOXOUMBIE PECYPCHI;

BJIAJICTh aKTYaJIbHBIMU METOJaMU paboThI
B Npo(eCCHOHATIBLHON M CMEXHBIX cdepax;

BIIQJICHUC AKTyaJIbHBIMH
MeTOJIaMHU paboThI B
npodeccnoHaNbHOMI u
CMEXHBIX chepax;
s (deKkTUBHOE BBISBICHHE U
ITOUCK nH(popMaluu,
COCTaBIIEHHE ONTUMAIBHOTO
IaHa  JEeWCTBUH, aHaIu3
HEOOXOIMMBIX TUTS
BBITIOJTHCHHSI 3aJlaHus,
PECYPCOB;  OCYILIECTBJICHHE
HCCIIEN0BATENbCKOMN

JESTEILHOCTH, IPUBOISAIICH K
ONTHMAJILHOMY  PE3yJIbTaTy;

pCaIn30BaTh COCTaBJICHHBIN IJ1aH; | ACMOHCTpallusd T HOKOCTH B

OIICHUBATH PE3YJbTAT U MOCICACTBUA CBOUX O6H_[eHI/II/I C KOJIIeraMu,

JeficTBUI (C&MOCTOHTCJ’IBHO niIn C | PYKOBOACTBOM,

IIOMOIIBIO HaCTaBHI/IKa); INOJYNMHCHHBIMHU u
ONpCACIIATH 3agaqdu JJIS ITOMCKaA | 3aKa3YHKaMU, IMPUMCHCHHUC

OrneHka
pEe3ynbTaToOB
BBLIIIOJTHEHUS
MTPAKTUIECKIX
pa0or.

OrneHka
BBLIIIOJTHEHUS
CaMOCTOSTEIbHBIX
pa0or.

Tecr.

YcTHBIN ompoc.
ITnceMeHHEBIN
orpoc.
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uHpOpMAILIUY; OIpPEeNiATh HEOOXOIUMbIe

UCTOYHUKH HMH(POpPMALUK; IUIAHUPOBATH
nporece TIOHCKa,; CTPYKTYPHPOBATh
noirydaemyro — MH(OpMAanuio;  BBIICIATH
Haubosee 3HAYNMOE B nepevHe
uH(OpMAaIMY; OLCHUBATh HPAKTUYECKYIO
3HAYUMOCTh pe3yJbTaToOB IIOUCKA;

oQOpMIIATH pe3yabTaThl TOUCKA;

OTIPECIIATh AKTyallbHOCTh HOPMATHBHO-
MIPaBOBOM JOKYMEHTaluu B
npodeccnoHaTbEHOMI NeSTEIILHOCTH,
MIPUMEHSITh COBPEMEHHYIO Hay4HYIO
npodeccrnoHaIbHYIO TEPMHHOJIOTHIO;
ONpeAENsATh M BBICTPAUBATh TPACKTOPUU
npodeccrnoHaIEHOTO pa3BUTHUS u
camMo00pazoBaHus;

OpPTaHW30BBIBATh Pa0OTy KOJJICKTUBA H
KOMAaH/Ibl; B3aMIMOJICHICTBOBATH
KOJUJIETaMH, PYKOBOJCTBOM, KIIMEHTaMU
x0J1€ TPOoeCCUOHAIBHON NEATEIHLHOCTH,

rPaMOTHO H3J1araTh CBOM MBICIH U
oopMIIATh JIOKYMEHTBI 1o
npodeccnoHanbHOM TEeMaTHKe Ha
rOCYy/IapCTBEHHOM  SI3bIKE,  IPOSIBJIATH
TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE;

MPUMEHSTh CpelcTBa WH(GOPMAIMOHHBIX
TEXHOJIOTUI IS peleHus
npoeCCHOHATIBHBIX 3ajad; WCIIOJIE30BaTh
COBPEMEHHOE POrpaMMHOE 00eCTIeueHHE;

MOHWMATh  OOMMA  CMBICT  YETKO
MIPOU3HECEHHBIX BBICKa3bIBAaHU I Ha
U3BECTHBIE TeMBbl (MpoQeccUOHANbHbIE U
OBITOBBIC), MOHUMATh TEKCTHl Ha 0a30BbIE
npodeccCHOHATbHBIC TEMBI; y4acTBOBATh B
Uanorax — Ha  3HaKoOMble  o0mme U
npodecCuoHaIbHBIC TEMBI; CTPOUTH
MPOCThIE BBICKA3bIBAaHUS O cebe U O cBoei
poeCCHOHATIBHON JESITENbHOCTH; KPATKO
00OCHOBBIBaTh U OOBSCHUTH CBOU JEHCTBUS
(Tekyuie W IJIAHUpPYeMble);  MHUCaTh
MIPOCTHIE CBSI3HBIE COOOIICHHS Ha 3HAKOMBIE
WIH WHTEpecymolre MpodecCHoHaTbHbIC
TEMBI,

MPUHUMATh TIPOU3BOJBHBIC TIEPBHYHBIC

w O

6YXFaJITCpCKI/Ie JAOKYMCHTHI,
paccMaTpruBacMbIC Kak IIMCBMCHHOC
JA0Ka3aTCJIbCTBO COBCPIHICHUSA

XO3MCTBEHHONW OINEpald WIN IOJIYyYEHUE
paspelieHus Ha ee IIPOBEJICHHUE;

IPUHUMATh TEPBUYHBIE OyXTaJaTepcKue
JOKYMEHTHI Ha OyMa)KHOM HOCHUTEJIe U (WJIN)

CpeACTB  MH(POPMALMOHHBIX
TEXHOJIOTUI Il pelIeHUs
npodecCHOHANBHBIX  3a7ad;
s dexTuBHOE
UCTIOJIb30BaHUE
COBPEMEHHOTO
MIPOrpaMMHOTO 00ECTICUCHHS;
KpaTKo u YEeTKO

(GbopMyIMpOBaTh CBOW MBICIIH,
u3jaraTh WX JOCTYIHBIM JIJIS
IMOHUMAaHUS crocobom;
a¢pdexTuBHasT ~ pabota ¢
NEPBUYHBIMH
OyXTalnTepCKUMH
JIOKyMEHTaMH.
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B BHMJAE  JJIEKTPOHHOIO  JIOKYMEHTa,
MIOANHACAHHOTO JIEKTPOHHON MOAIHUCHIO;
IPOBEPATh HAIUYME B IPOU3BOJIBHBIX
NEPBUYHBIX OYXraJTepCKUX JOKyMEHTax
00513aTEeNIbHBIX PEKBU3UTOB;

OpOBOIUTh  (OPMAIBHYIO  IPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYULIECTBY,
apu(pMEeTHYECKYIO IPOBEPKY;

IPOBOAMTH  TPYNIHUPOBKY  MEPBUYHBIX
OyXrajqTepCcKUX JOKYMEHTOB IO DSy
IIPU3HAKOB;

IIPOBOJAMTH TAKCUPOBKY U KOHTHUPOBKY
MEPBUYHBIX OYXTalTEePCKUX TOKYMEHTOB;
OpPraHU30BBIBAThH IOKYMEHTOO0OPOT;
pa3dupaTbcs B HOMEHKJIAType Jell;
3aHOCUTh JIaHHBIE IO CIPYNIIMPOBAHHBIM
JIOKYMEHTaM B PErUCTpPbl OYyXrajaTepcKoro
y4era;

nepeaaBaTh IEpPBUYHBIE OyXrajaTepcKue
JOKYMEHThl B TEKYyLIUMH OyXxraiarepckui
apXxuB;

nepeJaBaTh IEPBUYHBIE OyXTajnTepcKue
JOKYMEHTbl B IIOCTOSIHHBIM apXWB IIO
UCTEYEHUHU YCTaHOBJICHHOT'O CpOKa
XpaHEHUs;

UCOPABIATh OWIMOKM B  INEPBUYHBIX
OyXraJTepCKUuX JOKYMEHTaX.
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