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PELHEH3UA
Ha pa6o4yio nporpaMmMy JTHCHUIIMHBI
«/lokyMeHTAalIMOHHOE 0O0eceYeHre YIPaABJICHUsD»

Jlannast paboyasi mporpaMma COOTBETCTBYET TPEOOBAHUSM rOCYAapCTBEHHOTO
00111e00pa30BaTENBLHOTO CTaHAPTa CpeIHEro NpodeccuoHaIbLHOr0 00pa30BaHus MO
cneruanbHoctr 38.02.01 DxoHOMMKA M OyXTanTEpCKHUil yUerT.

WN3yuyuB JpaHHyl0 JUCHUIUIMHY, oOydwaromuecs OyayT 3HaTh oOmue
MOJIOKEHUSI MO JOKYMEHTHPOBAHUIO YIPABICHUYECKOW JEATEIbHOCTH, MOHSTHS,
LEIM, 33Ja4d W TMPUHLHUIBI JIEJTONPOU3BOJICTBA, OCHOBHBIE MOHSTHS, CHCTEMBI
JOKYMEHTAIlMOHHOTO O0ECIeueHus yIpaBiIeHMs, OCHOBHBIE CBEICHUS U3 UCTOPUU
JIEJIONPOU3BOICTBA, OPraHMU3aLUI0 JTOKYMEHTOOOOpOTa B OpraHU3allUU: MPUEM,
00paboTKa, perucTpainus, KOHTPOJIb, XPAHEHHE JOKYMEHTOB, COBPEMEHHBIE
TEXHOJIOTUA JOKYMEHTAJIBHOTO OOECIEUYEeHHs YIpaBIEeHUs, MpaBuila XpaHEHUS,
Y4eT JOKYMEHTOB B AJIEKTPOHHOM JOKYMEHTOOOOpOTE.

Crpykrypa pabodeld mporpaMMbl MOJYMHEHA OCHOBHBIM (opMaM ydeOHOI
paboThI:  JIEKUUAM, CEMHHapaMm, [MPaKTUYECKUM 3aHATUSM, OpraHu3aluu
CaMOCTOSTENIbHOM paboThl. F3ydyeHne mNporpaMMHOrO MaTepuaia IMO3BOJUT
CTYJACHTaM IIOJyYE€HHBbIE TEOPETHUYECKUE 3HAHUS MPUMEHSITh B NPAKTUYECKOM
JESATEIIBHOCTH.

Pabota 1o Ttakoil mporpaMmmMe co3aeT MPOUYHYIO OCHOBY JJIsl TalIbHEUIIIETO

MPUMEHEHUS 3HAHUM B MPAKTUYECKOU padoTe.

Peniensent
IIpenonasarens | KK Binagumupckoro
Ounnana GuHyHUBEpCUTETA E.1O. barnacapsin



PELHEH3USA
Ha pa6o4yro nporpamMmy JMCHUIIIHHBI
«/lokyMeHTalITMOHHOE 0O0ecneYeHre YIPABJICHUsD)

JlanHas paboyasi mporpaMMa COOTBETCTBYET TPEOOBAHHUSAM TOCYAapCTBEHHOTO
00111e00pa30BaTENbHOTO CTaHIapTa CpeIHEr0 MPOo(ecCHOHaTFHOTO 00pa30BaHUs 1O
cnenuaibHocTH 38.02.01 DKOHOMUKA U OYXTAITEPCKUM YUeT.

[Iporpamma mpeagycMmaTpuBaeT LEIUW W 3ala4d JUCIUILUIMHBI, TPEOOBAHUS K
pe3yJbTataM OCBOCHHSI, HAJTMYUE TEMATUYECKOrO IJIaHa, IIE OTPaKEHbI BCE TEMBI
JTUCHUTUIUHBI «J[OKyMEHTAaIIMOHHOE 00ECIICUYEHUE YITPABIICHUS.

[TonpoOHO paccMOTpPEHO conepKaHUe AUCLUIUIMHBI U yKa3aHa JIMTepaTypa.
[Iporpamma npennonaraeT U3y4eHUE TEOPETUUECKUX OCHOB B JJOKYMEHTHPOBAHUH
YIPaBICHYECKOUN NESITEIHbHOCTH.

PaccMoTpeHbl OpraHn3allMOHHO-PACIIOPSAUTEIBHBIE TOKYMEHTHI, KaJpoBast
JIOKyMEHTAIUs, JICHEeKHbIEe U (PUHAHCOBO-pacyeTHbIC JOKYMEHTBI, a TaKxKe
JIOTOBOPHO-TIPAaBOBasi  JOKyMEHTalMs. PacKpbIThl  BOMPOCHI, CBSI3aHHBIE C
perucTpauueid JT0KyMEHTOB, WCIOJIHEHUS JOKYMEHTOB, KOHTPOJEM HCHOJHEHUS
OpraHu3alyeil OMEpPAaTUBHOIO XPAHEHWS, a TakKe MOATrOTOBKA JOKYMEHTOB K
apXUBHOMY XPaHEHHUIO.

PaGoTa mo Takoif mporpaMMme CO3/1aeT MPOYHYIO0 OCHOBY IS TajbHEHIIIEro
IPUMEHEHUS 3HAHUM B MPAKTUYECKOU padoTe.

[Iporpamma conepKuUT pa3zHoOOpa3Hbie (POPMBI U METOJbLI BEACHUS ypOKa.
[Ipu 00paboTKe HABBIKOB MPAKTUYECKOW PaOOTHI HMCMOIB3YETCS PErHOHATBHBIN
KOMIIOHEHT.

Peuenszent
Hupexrop OO0 «MactepCrpoit» Cuaopos M.IO.

Mac
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1. OBLIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI
YUYEBHOUJINCHUITJIMHBI
1.1. MecTO0 IMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbI

VYueOnast nucruruinHa «JlOKyMEHTAIlMOHHOE OOECIeUYeHUe YIPaBIICHUS
ABIIIETCSA O00S3aTENBHON YacThi0 OOHIEPOPECCHOHATBHOTO IHKJIA OCHOBHOM
npo¢eccuoHaIbHOW 00pa3oBaTeabHON mporpamMmmsl B cooTBeTcTBUM ¢ PI'OC 1o
cnenuaibHocTH 38.02.01 DxoHOMUKA U OyXranTepCKUil yyer.

VYyeOnass pucuMIUIMHA «J{OKYMEHTaMOHHOE OO0ECIEYeHHE YIpaBICHUS»
obecnieunBaeT GopMUpPOBaHUE MPO(PECCHOHATBHBIX U OOIIMX KOMIETEHIIMH 110 BCEM
pumamM  gegtrenbHoctd PI'OC cmemmanpHOCTH  38.02.01 DOKoHOMHMKA H
OyXTaJlTepCKUi y4er.

Ocoboe 3HaveHHWe AUCIHUIUIMHA UMEET Mpu (POPMUPOBAHUHU PA3BUTHS

npodeccruonanbHbix kKomneTeHui OK 01-05, OK 09-11, T1IK 1.1.

1.2. He.ﬂb H IINTAHUPYEMBIEC PE3yJbTaTbhbl 0OCBOCHUS NUCHUIIJIMHDBI

B  pamxkax

OCBAMWBAIOTCA YMCHUA U 3HAHUA!

mporpaMMbl  y9eOHOM  JHUCHUIUIMHBI  OOyYarOIIMMUCS

Kon
IIK, OK

YMmenust

3Hanusa

OK 01

pacro3HaBath 3a7a4dy u/
WM 11po0seMy B
npodeccCuoHaTFHOM H/IIN
COLIMAJIBHOM KOHTEKCTE;
aHATM3UPOBATH 3329y
u/unu npoOiaemMy u
BBIJICJIATh €€ COCTaBHbIC
YaCTH; OTIPEIENIATh STallbl
peIIeHHs 3a]1a9H;
BBISBJIATH U 3 (GEKTUBHO
UCKaTh HHPOPMAIIHIO,
HEO0XO0AUMYIO IS
peIIeHUs 3a/1a91 W/ WIH
pOoOJIEMBI;

COCTaBJIATH IJIaH
JIEMCTBHM; ONPEAEIIATh
HEO0OXOIMMBIE PECYPCHI;
BJIAJIETh aKTyaJIbHBIMHU
METOaMu paboTHI B
npodeccuoHaIbHON 1
CMEXHBIX cepax;
peanu3oBarb
COCTAaBIJICHHBIN IJIaH;
OLIEHUBATh PE3YJIbTaT U

aKTyaJbHBIA MPOQECCHOHATb-
HBIN U COIMAIbHBIA KOHTEKCT,
B KOTOPOM MPUXOIUTCS
paboTaTh U KUTh; OCHOBHBIC
HUCTOYHUKU WH(POPMALIUU U
pEeCyYpPCHI IS peIIeHUs 3a/1a4 U
npo6sieM B poheccuoHamb-
HOM H/WJIH COLIUATIEHOM
KOHTEKCTE;

QJITOPUTMBI BBIITOJTHCHHS
paboT B mpodeccHoHaTbHON U
CMEKHBIX 00JIaCTSIX; METOJIbI
paboThl B mpodeccoHanbHON
U CMEXHBIX cepax;
CTPYKTYpY IJIaHa TSI
peIICHUs 3a]1a9; TOPSIIOK
OLIEHKH Pe3yJIbTaTOB PEIICHUS
3a1a4 npodeccruoHambHOM
JesITeTbHOCTH




MOCJIEJICTBHSI CBOUX
NEUCTBUHI

(caMOCTOATENHHO UITU C
MOMOIIIbIO0 HACTABHUKA)

OK 02 OTIPEIETIATE 3a1a4H IS TTIOMCKa HOMEHKJIaTypa HHPOPMAITHOHHBIX
MHGOPMAITUH; ONIPEICIIATH HMCTOYHUKOB, TPUMEHSCMBIX B
HEO0XOIUMBIE HCTOYHUKHU npodecCHOHANBHON A TEILHOCTH;
WH(OpPMAITIH; TNTAHUPOBATH MIPUEMBI CTPYKTYPHUPOBaHUS
MpoIIecC MOMCKA; CTPYKTYPHPOBaTh | HH(OpMALUH;
MOJTy4aeMyto HHPOPMAIHIO; ¢dopmar opopmiIeHUs pe3yabTaTOB
BEIZICIIATH HAOO0JIee 3HAYNMOE B TTOMCKa HH(MDOPMAITIH
nepeyHe HHPOpPMAaINNH; OIIEHNBATh
MPaKTUYECKYI0 3HAYMMOCTh
pe3yIbTaTOB MOKUCKA; OOPMIIATH
pe3yIbTaThl IOMCKA

OK 03 OIPEAENATh AKTyaIbHOCTh coJiep KaHUE aKTyaJIbHOMN
HOPMaTUBHO-TIPABOBOU HOPMaTHUBHO-TIPABOBOU
TOKYMEHTAIIVH B JIOKYMCHTAITHH;
npodecCHOHANIBLHON ACATEILHOCTH, | COBpPEMEHHas HaydHas U
[MPUMEHSATH COBPEMEHHYIO npodeccuoHaNbHAs TEPMHUHOJIOTHS;
Hay4YHYIO MTPO(eCcCHOHATBHYIO BO3MOJKHBIE TPAEKTOPHUHU
TEPMHUHOJIOTHIO; OIIPEIENSATh U MpogecCHOHAITLHOTO PA3BUTHS U
BHICTpAUBATh TPACKTOPHH camMo00pa3oBaHUs
MpOo(heCCUOHATBHOTO Pa3BUTHS U
caMo00pa3oBaHUs

OK 04 OpraHu30BaTh Pa0OTY KOJJICKTHBA U | TICHXOJOTHYECKHE OCHOBBI
KOMaH/Ibl; B3aMO/ICHCTBOBATS C JIeSITeTTbHOCTH KOJUICKTHBA,
KOJUTEraMH, PYKOBOJICTBOM, TICUXOJIOTHYECKHE 0COOCHHOCTH
KITMEHTAMH B XO7Ie JTUYHOCTH;
MpohecCHOHATBHOM JAESITEILHOCTH OCHOBBI TPOEKTHOU JIEATETHHOCTH

OK 05 PaMOTHO M3JIaraTh CBOW MBICITH U 0COOEHHOCTH COITUATLHOTO 1
0(QOPMIISITH TOKYMEHTHI I10 KYJIbTYPHOTO KOHTEKCTa;
npodecCHOHANTLHON TEMAaTHKE Ha npaBuiIa 0pOpMIICHUS JOKYMEHTOB
TOCY/IapCTBEHHOM SI3BIKE; Y TIOCTPOCHUS YCTHBIX COOOIICHUH
MPOSIBIISITH TOJIEPAHTHOCTH B

a004YeM KOJUIEKTHBE

OK 09 MPUMEHSTH CPEJICTBA COBpEMEHHBIE CPE/ICTBA U
MHQOPMAIMOHHBIX TEXHOJIOTHUS JUISL | YCTpoicTBa MHQOpMaTH3AIIUH;
peteHns MPoPeCcCUOHATBHBIX 32/1a4; | MOPSIOK UX MPUMEHEHUS 1
HCIIOJIb30BaTh COBPEMEHHOE MporpaMMHOe 00ecTieueHue B
MporpaMMHOe o0ecTieyeHre podecCHOHANBEHON eI TeTbHOCTH

OK 10 [MOHUMATh OOIIHIA CMBICIT YETKO MTOCTPOEHUS MTPOCTHIX U CIIOKHBIX

MPON3HECEHHBIX BHICKAa3bIBAHUS HA
N3BECTHBIC TEMBI
(mpodeccroHaTbHBIC U OBITOBBIE),
MOHMMATh TEKCTHI Ha 0a30BbIE
poheCcCHOHAIbHBIC TEMBI,
y4acTBOBATh B JHAJIOTaX HA
3HAKOMBIE 00IIne U
npodeccroHabHbIE TEMBbI; CTPOUTH
MPOCTHIE BHICKA3BIBAaHUS O cebe U o
cBoeli mpodeccroHanbHON

eI TeIbHOCTH; KPAaTKO
000CHOBBIBATh U OOBSICHSATH CBOH
nelicTBUs (TEKyIIUe U
[UIAHUPYEMbIE); IHCATh MPOCThIC
CBSI3HBIC COOOIICHUS Ha 3HAKOMBIE
WA HHTEPECYIOIINE

po(heCCHOHAIBHBIC TEMBI

NpEeAJIOKEHUN Ha
poecCuoHaIbHBIC TEMBI,
OCHOBHBIE 00LIEYIOTPEOUTENBHBIE
rJaroisl (ObITOBas U
npohecCuoHaIbHAS JICKCHKA);
JIEKCUYECKUI MUHUMYM,
OTHOCSIIIIUIACS K OTIUCAHUIO
MPEMETOB, CPEJICTB U MPOIIECCOB
mpo(heCCHOHAIBHOM AESITEIIbHOCTH;
0COOEHHOCTH MPOU3HOILICHHS;
MPaBUJIa YTCHHSI TEKCTOB
npodeccHoHaThHON
HANpPaBICHHOCTH




I1K 1.1.

[MPUHUMATH ITPOU3BOIHHBIC
MepBUYHBIC OyXranTepcKue
TTOKYMEHTBI, pacCMaTpUBaeMble KaK
MUCbMEHHOE JI0Ka3aTelbCTBO
COBEPILICHUS X03IUCTBEHHOMN
OTIepaIy WK TTOTyIeHNE
paspelieHus Ha ee MPOBEICHHE;
MMPHHAMATH TIEPBUIHBIE
OyxraiTepckue TOKyMEHTHI Ha
OyMa)KHOM HOCHTENIE /WU B BUZIE
HIIEKTPOHHOTO JJOKYMEHTA,
[OJITMCAHHOTO AJIEKTPOHHOMN
MOAMHUCHIO;

[TPOBEPSTHh HATUYHE B IPOU3BOIBHBIX
MEPBUYHBIX OyXTalTEPCKIX
TOKyMEHTaX 00s13aTeTTbHBIX
PEKBU3UTOB;

MPOBOAUTH (HOPMAaTHHYIO IPOBEPKY
TOKYMEHTOB, TIPOBEPKY IO
CYIIECTBY, apu(PMETUICCKYIO
[IPOBEPKY;

[TPOBOJIUTH TPYMITAPOBKY NIEPBUYHBIX]
OyXraJlTepCKUX IOKYMEHTOB 10 PSIITY
MIPU3HAKOB;

MMPOBOJIUTH TAKCHPOBKY U
KOHTHPOBKY ITEPBUYHBIX
OyXTaaTepCKUX TOKYMEHTOB;
OpraHn30BaTh JOKYMEHTOOOOPOT;
pa30upaThCs B HOMEHKIIATypE JelT;
3aHOCUTH JJAaHHBIE TIO
CrpyMIAPOBaHHBIM JJOKYMEHTaM B
PETHUCTPHI OyXTaNTEPCKOTO YUeTa;
repeiaBaThIIePBUYHBIC
OyXTajaTepcKue JTOKYMEHTHI B
TEeKYIIUN OyXTaaTepCKUi apXuB;
nepeaaBaTh ePBUYHbIC
OyxTanTepcKue JOKYMEHTHI B
[MOCTOSTHHBIN apXWB 110 HCTEYCHUN
YCTaHOBJICHHOTO CPOK XPaHEHHUST;
MCIIPABIISITh OITUOKH B TIEPBUYHBIX

OYXTaJITepCKUX JJOKYMEHTAaX;

o01ue TpedoBaHMs K
OyXranTepcKoMy Y4eTy B 4aCTH
JIOKyMEHTHUPOBAHUS BCEX
XO3SIMCTBEHHbBIX JICHCTBUM U
oneparuii;

MOHSITHUE ICPBUYHOMN
OyXrantepcKoi TOKyMEHTAIHH;
OmpeieTICHUE TTEPBUYHBIX
OyXrantepcKkux JOKYMEHTOB;
(hOpMBI TIEPBUIHBIX OyXTaNTEPCKAX
JIOKYMEHTOB, COCPKaITIX
00s3aTeTbHBIE PEKBU3UTHI
MEPBUYHOTO YIETHOTO JOKYMEHTA;
MOPSIIOK MPOBEACHUS IPOBEPKHU
MEPBUYHBIX OyXTalTEepPCKIX
JIOKYMEHTOB, ()OpPMaIbHOM
MIPOBEPKU JOKYMEHTOB, TPOBEPKHU
IO CYILECTBY, apuMeTHIeCKON
MIPOBEPKHU;

MIPUHIINTIBL U TIPU3HAKH
IPYIIMPOBKY MEPBUYHBIX
OyXranTepcKux TOKYMEHTOB;
MOPSZIOK TIPOBEICHUS TAKCUPOBKH U
KOHTHUPOBKU NEPBHYHBIX
OyXrajaTepcKux JOKyMEHTOB;
MpaBWIIA ¥ CPOKH XPaHEHUS
MEPBUYHON OyXTralTepCKon
JIOKyMEHTAITHH




2. CTPYKTYPA Y COJEP)KAHUE YYEFHOU JUCHUTLJINHBI

2.1. O0beM yueOHOI JMCIUNJIMHBI M BUAbI y4e0OHOH padoThl

Bun yueOHO# paboThI O6neMm B
qacax
O6BeM oOpazoBaTeILHON IPOrpaMMbl YUeOHON AUCIUTUTMHBI 42
O0BeM paboThI 00YUYAIOIIUXCS BO B3aUMOCHCTBUY C 32
TperoiaBaTesieM
B TOM YHCJIE:
TeopeTuueckoe oOydeHHe 12
NPaKTUYECKUE 3aHSITHS 18
caMoCTOsTelIbHAs paboTa 10
[IpomexxyTouHast aTTecTanus B 2
dbopme KOMIUIEKCHOTO Au(dhepeHIIUPOBAHHOTO 3aUeTa




2.2. TemaTu4eckuii IJIaH U cojiepKaHue Y4eOHOM TUCIUTTHHBI

Koppl
KOMITETEHIIHH,
HauMeHOBAHME Pa3IeioB Copepxanue yueOHOro MaTepuana u GopMbl OpraHU3aUH IEATEIHHOCTH 00YyJaOLXCs Obwem | dopmupoBa-
B HUIO KOTOPBIX
U TEM 4acax | CIocoOCTBYeT
AIIEMEHT
IPOTPaMMEBI
1 2 3 4
PA3JIEJI 1. JOKYMEHTHPOBAHME YIIPABJIEHUECKOM JESITEJIBHOCTU
Conepxanre yueOHOr0o MaTepuaa 2
OK 01, OK 02,
3HaueHue U cofiepKaHue JUCIUILTUHBI «/{oKyMeHTalnoOHHOE 00ecTieueHIE YIpaBIeHUS» U OK 03’ OK 09
Tema 1.1. Bresene. CBSI3b €€ C IPYTUMH JUCHUIUIMHAME 0011e00pa30BaTEbHOTO U CIIEIUAIBHOTO IUKJIIOB. OK 1 0: K 1. ]’_
TokymerT i [ToHsTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTUPOBAHUEY, «TOKYMEHTAIIMOHHOE 00ecrieueHre
OKYMEHTHPOBAHHC. yrpasienus». HopmatusHo-ipaBoBasi 0a3a opraHu3aiiy JOKYMEHTAIMOHHOTO 00eCTIeYeHHS
yIIpaBJIEHUs KaKk OCHOBA TEXHOJIOTUH MPOLIECCOB yIpapieHus. Mecto ciyx06s1 JIOY B cucreme
YIPaBJIEHUS] OpraHU3aleH.
CamocrosiTenbHas paboTa 00ydaroumxcs
CucremaTtnueckast popaOOTKa KOHCIIEKTOB 3aHATHH, yUeOHOM U CIeLMabHOM JIUTEPaTyphl.
HO,I[FOTOBKa K IPaKTUYCCKUM pa60TaM C UCITIOJIB30BaHUEM MCTOJUYCCKUX pCKOMeHI[aHI/Iﬁ 2
perogaBaTelid.
Conepxanre yaeOHOT0 MaTepralia 8 OK 01, OK 02,
OK 04, OK 05,
[TonsaTne cucrem noxkymeHTarwu. OyHKIIMOHAEHBIE H OTPACIIEBBIE CUCTEMBI TOKYMEHTAIINH. OK 09. OK 10
YHubukanusa 1 cTaHAapTHU3aIUS YIPABICHYSCKUX JOKYMEHTOB. Y HUDUIIMPOBAHHAS CHCTEMA MK 1 i ’
opranmu3anroHHo-pacnopsauTensHoi qokymentauu (OPJ]). TOCT na OP/I. TpeboBanus k o
odopmiieHnI0 TOKyMeHTOB. Kitaccudukarys opranu3ainoHHO-pacopsiIUTETbHON
Tema 1.2. CrcTema J0KYMEHTAIIHH: OPTaHN3ALNOHHbIE, PACTIOPANHTENbHBIE, CTIPaBOYHO-UH(POPMALIMOHHEIE.
R — Opranu3zalioHHbIE JOKYMEHTHI: Y CTaB, YUpeauTeNbHbIN 1oroBop, [lomnoxeHue.
e — PacnopsinnTensHbIe TOKYMEHTHI: TTPHKa3, PaclopsHKeHNE, yKa3aHHe, IIOCTaHOBJICHHE,
OKYMeHTAITHH pemenne. CripaBOYHO-UH(POPMALMOHHBIE IOKYMEHTHI: TOKJIaAHas (CIy)keOHas) 3ammcKa,
0O0BSICHUTEIIbHAS 3aIlMCKa, aKT, CTIPaBKa, CIy)KeOHbIe MUChMa.
B Tom dncne mpakTHYECKUX 3aHITHI U Ja00OpaTOPHBIX padoT: 6
[IpakTuueckoe 3austue. Cocrapienue u opopmiienue npoekra [lonoxeHus o 2




CTPYKTYPHOM NOAPA3ACIICHUH .

I[TpakTnueckoe 3anarue. CocraBienue 1 0hopMIICHUE IPOSKTA IPHUKA3a 10 OCHOBHON
JESATEIbHOCTH

[IpakTuueckoe 3ausitue. CocraBienue u ohopmieHIE CIPaBOUYHO-UH(DOPMAITIOHHBIX
JIOKYMEHTOB.

CamocrosTenbHas paboTa 00y4Jaronxcst
Cucremarnueckasi mpopaboTKa KOHCIIEKTOB 3aHATHIH, y4eOHOH U CIIeINaIbHON JINTepaTyphl.
[MoaroToBka K MpakTUYECKUM padOTaM C UCTIONIL30BAHUEM METOAMICCKUX PEKOMEH AN
MpEroiaBaTes.

Tema 1.3. Kagposas
JTOKYMEHTAITUS

Copepxanue yueOHOro MaTepuaa

JIOKyMEHTHUpOBaHUE TPYIOBBIX MpaBOOTHOIIEHHH. COCTaB M OCOOEHHOCTHU
odopMIIeHHs TOKYMEHTOB TI0 JUYHOMY cocTaBy. KoMIiekToBaHuE JIMYHOTO Jena.
ABrobuorpadus. Pestome. 3asBienne o mnpueme Ha padory. Ilpukasel mo
JTUYHOMY COCTaBY.

B ToM yncne npakTuuecKkux 3aHATHI U 1a00paTOPHBIX PaboT:

ITpaktuyeckoe 3anarue. OopMieHUe NpUKa3a o IMYHOMY COCTABY.

[IpakTuueckoe 3anstue. OhopmiieHue cripaBKy, Cly>KeOHON 3aMUCKH, aKTa

[Tpaktuueckoe 3anstue. OpopmMieHue TpyA0BOro I0TOBOPA, 3aNIOJTHEHUE TPYTOBON KHUKKU

CamocTosTenbHas paboTa 00yJaronuxcs
CucremaTnueckas NpopabOTKa KOHCIIEKTOB 3aHATHH, yUeOHOW U CTIeIUaIbHOM JIUTEPaTypPEhI.
[MoaroTroBka K MpakTUYECKUM padOTaM C UCTIOJIL30BAHUEM METOANYECKUX PEKOMEHIANH
HPETIoIaBaTesl.

N N N N O

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

Tema 1.5. JloroBopHo-
ImpaBoOBasaA JOKYMCHTAl WA

Coneprkanue yaeOHOT0 MaTepuasa

[Tonste u Bunmbl noroBopa. [IpaBuna odopmiieHHs MpeTeH3MOHHBIX muceM. dopmyrsip
HCKOBOTO 3asBJICHUS, TPEOOBAHUS K €r0 0(OPMIICHHIO.

B Tom uncne mpakTHYeCKUX 3aHITHI U TJa00OPaTOPHBIX padoT:

HpaKTI/I‘-ICCKOG 3aHATHUC. O(I)OpMJ'IeHI/Ie A0Tr0BOpPa KYIUIN-TIPOAAXKH.

OK 01-05, OK
09, OK 10

CamocrositenbHast padora. Mcnonb3ys MHPOPMAIMOHHO MpaBOBYIO cuctemy u MHTepHer-
pecypchl COCTaBUTh 0030p CYIIECTBYIOLIUX I1a0JIOHOB TOKYMEHTOB JUISl JOKYMEHTHUPOBAHHUS
YIpaBIE€HYECKON eI TEIbHOCTH.

PA3IEJI 2.0PTAHU3ALIVA PABOTBI C JOKYMEHTAMU

Tema 2.1. Opranuzamus

Copneprxanue yueOHOTO MaTepHania

OK 01, OK 02,




JIOKYyMEHTOO000pOTA. CocraB u y4er o0bemMa ToKyMeHToo00opoTa. Opranu3anus padoThl ¢ BXOISIICH, UCXOISIIEH 1 OK 04, OK; 05,
[Topsimok nBUXKEHUS BHYTpEHHEH JOKyMeHTamueW. baspl naHHBIX [UId  XpaHeHHs JOKyMeHTOB. Pabora ¢ OK 09, OK 10,
BXOOAMIUX, HCXOIALINX U 3arpocamMu. Pabora c OJICKTPOHHBIMH JOKYMCHTAaMMU. TK 1.1.
BHYTpeHHMX J0KyMeHTOB | CamocrosarenbHas pabora. Mcnonb3ys MHGOpPMAlMOHHO MpaBOBYyIO cucreMy U MHTepHer- 2

pecypchl COCTaBUTh 0030p CYIIECTBYIOLIUX MIA0JIOHOB JOKYMEHTOB ISl IOKYMEHTUPOBAHHUS

YIIpaBIEHYECKON AEATEIbHOCTH

Tema 2.3. Opranuzanus Coneprkanre yaueOHOT0 MaTepuasa 6 OK 01-05, OK
ONEPaTUBHOIO U - 09, OK 10, IIK
ApXMBHOTO XpaHEHH Homenknarypa aen: Bujsl, mpaBuia ohopmieHus. TpeboBaHus K 0hOpMIICHHUIO JETT. 11.
OKYMEHTOB XpaHeHHE JOKYMEHTOB B TEKYIIIEM JIeJIONpon3BoAcTBe. [10roTOBKA JIe K Iepeiaye Ha

XpaHEHHUE B apXUB OPraHU3aINH

B Tom uncne mpakTHYeCKuX 3aHITHI U Ja00paTOPHBIX padoT: 4

[TpakTuueckoe 3austue. [Touck cpokoB xpaneHus 1ei 1o [IepedHio THITOBBIX

VIPaBIEHYECKUX JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHCHHUS

[IpakTuueckoe 3austue. OpopmiieHne 00I0KKHU A 2
[TpomexyTouHas aTTectanus B (hopme 3a4yera 2
Bcero: 42




3. YCJIOBUA PEAJIM3ALINA ITPOT'PAMMBI
YYEBHOU JUCHHUIIJIMHbI

3.1. MaTepuajibHO-TEXHHUYECKOE ODecrieyeHne

JIiist peanu3anuu OporpaMmbl y4eOHOW TUCHUIUIMHBI TPEAYCMOTPEH KaOUHET
«/lokyMeHTallMOHHOTO OOeCIeYeHus! yNpaBIICHUs», OCHAIIEHHBIH 000pYyI0BaHUEM:
MOCAJOYHBIMH MECTaMH TI0 KOJMYECTBY OOydYaromuxcs; paboyuM MECTOM
MIPENoAaBaTENs; TIOCKOW; KOMILIEKTOM y4eOHO-HaTJIS THBIX nocoowuit
«/lokymeHTanimoHHOEe OOecreYeHnue YyMIpaBICHUS», TEXHUYECKUMU CpPEJICTBAMHU
OOy4YeHUsl: KOMIIBIOTEPhl C JIMIICH3UOHHBIM MPOTPAaMMHBIM  OOECIEUYECHUEM,

MYJIbTUMEIUIHOE 00ecTieueHue.

3.2. UudopmanuonHoe odecriedeHne peau3anum NporpaMmmal

Jns  peanuzanuu  nporpamMMmbel  OuOnMoTeuHbld  (GoHA ~00pazoBaTENbHOU
OpraHu3allud HMMEEeT TeYaTHbIe W/WIM DJJICKTPOHHBIE OOpa3oBaTelbHBIE U
UH(OPMAITMOHHBIE  PECYpPChl,  PEKOMEHIYEMBIX  JUIsi ~ HMCIOJIb30BaHUS B
0o0pa30BaTeIbHOM MPOILIECCE.

3.2.1. IleyaTHbIe U3TAHNUA:

HopmaTuBHO-1IpaBOBbBIE TOKYMEHTHI:

1. ®enepanbubiii 3ak0H «O06 snexTporHoN noanucu» ot 06.04.2011 Ne 63-D3.

2. ®enepanbHbiil 3akoH «O0 nHpOpMaIuu, HHHOPMAIIMOHHBIX TEXHOJOTUSX U O
3amute uHpopmanum» ot 27.07.2006 No 148-D3.

3. TOCTP 7.0.8-2013. HamumonaneHblli ctanmapT Poccuiickoir denmeparuu.
Cucrema craHmapToB 1o HHPOpMANMH, OUOIMOTEYHOMY U H3AATEIBCKOMY JEiy.
Jlenonpou3BOACTBO W apXUBHOE Jei0. TepMHHBI W ompenaeiacHus (yTB. MPUKA30M
Poccrannmapra ot 17.10.2013 Ne 1185-cT).

4. TOCT 7.0.97-2016. Cucrema ctanaapToB 1o UHPpopMaIuu, OUOINOTCYHOMY U
u3aTeNbckoMy  geny.  OpraHu3alMOHHO-pacTOpSAWTENbHAs  JOKYMEHTAIIHs.
TpeboBanuss k odopmieHnio Jg0KyMeHTOB (yTB. mpukazoM Poccranmapra oOT
25.05.2017 Ne 435-cr).

5. TOCTPUCO 15489-1-2007. «Mudopmanuss U JAOKYMEHTalus. YTpaBlIeHUE

nokyMmeHntamu. OOme TpeboBaHus» (B AEHCTBYIOLIEH peIaKInum).



6. [Ipuka3z denepanbHoro apxuBHoro areHrctsa ot 20.12.2019 Ne 236 «O06
yTBepkIeHun IlepedHss THUMOBBIX  YNPABIEHYECKUX APXUBHBIX JIOKYMEHTOB,
00pa3yIomnXCcsi B TMpolecce IeATEIbHOCTH TOCYJAapCTBEHHBIX OPraHoB, OPTaHOB
MECTHOTO CaMOYTpPAaBIICHUS M OpraHU3alliid, ¢ YKa3aHHEM CpPOKOB UX XpaHeHus" (B
JEUCTBYIOIIEH peaaKIIiM).

7. I'ocynapctBenHas Cuctema JlokymeHTanoHHOro O0ecreuenus YpaBiaeHusl.
OcHoBHBIE — monokeHHs.  OOmme  TpeOoBaHHMA K  JIOKYMEHTaMU  CIIyk0am
JIOKyMEHTAIlMOHHOTO oOecneueHusi (omobpena kosuteruet ['maBapxuBa CCCP
27.04.1988, npuxa3 ['maBapxuBa CCCP ot 25.05.1988 Ne 33) (B nmelicTByromieit
PEeIaKIINH).

OcHoOBHas JMTeparypa:

1. ApacnanoBa B.A. [lokyMeHTalluoHHOE OOECIeUeHUE yMHpaBieHUs: y4eOHO-
MpakTUYECKOoe Mmocodue B cxeMax, Tadnuiax, oopasmax / Apacnanosa B.A. — Cypryr:
CypryTckuii rocy1apCTBEHHBIN niegarorundeckuii yausepcurer, 2019. —240 c.

2. I'punbepr A.C. JlokymeHTallMOHHOE 0OecTicUeHUE YIPaBICHUS: YICOHUK IS
CTYJICHTOB BY30B, OOYYaIOLIUXCS MO HAMPABJICHUSIM «DKOHOMHUKA» U «MEHEIKMEHTY,
cnenuanbHocTIM  «MHpopmatuka», «JlokymMeHTOBeIeHHE U JOKYMEHTAIIMOHHOE
obOecrieueHue ynpaBieHUs», « ABTomaTuzaius u ynpasieHue» /A.C.I'punbepr [u np.].
M.: KOHUTU-JAHA, 2020. -391 c.

3. 'magmit E.B. JlokyMeHTalIMOHHOE OOECIIeUeHHE YIpaBIeHUs: yqeb. mocoo. —
M.:PUOP: UH®PA-M, 2020. —249 c.

4. KyzuenoB W.H. JlokymMeHTalnlMoHHOEe  oOecredeHue  yIpaBJICHHUS.
JIOKyMEHTOOOOpOT U JACJIONPOU3BOJICTBO: YUYEOHHMK M TPAKTUKYM [IJIi CPEIHETro
npodeccuoHabHOTO 00pa3oBanus. — 4-¢ u3i., nepepad. u gon. — M.: U3aatenscTBO

FOpaiit, 2023. — 545 c.



3.2.2. DneKTpOoHHbIE U3aHNsl (3JIEKTPOHHbIE PecypChl)

1. CnpaBouHno-npaBoBas cucrema «KoncynpranTllmoc». — Pexum pocryna:
http:/www.consultant.ru

2. CnpaBouno-mpaBoBasi cucreMa «['APAHT». — Pexum pocryna:
http:/www.aero.garant.ru

3. OnektpoHHas Oubnmoreka usmarenbcTBa «lOpaiiTy. — Pexum poctyna:
http:/www.biblio-online.ru

4. Kypunan «Menemxkment B Poccum u 3a pybexxkom». — Pexkxum nmoctyna:
http:/www.mevriz.ru

3.2.3. lonoJTHATEIbHbI€ HCTOYHHKH:

1. BemkypoBa, A.b. JlokymeHTanmonHoe oOecrieueHre ymIpaBjieHUs: yueo.
1oco0. NI CTYJEHTOB CpeHEero mpodeccuoHanbHoro oopazopanusi. — M.; bepnuH:
HMupexr-Menuna, 2020. — 170 c.

2. JImutpumeBa JIL.U. JlokyMeHTallmoHHOE OOECTEUECHUE YIIPABICHUYECKOM
nesiteapHOCTH: yueOHoe mocooue / Imutpuena JI.U., Py3aeBa 1.B. HoBocubupck:
HoBocubupckuii rocy1apcTBeHHbIN TeXHUYeckuil yuusepcuret, 2019. —100c.

3. KysnemoBa W.B. JlokyMeHTanmoHHOE OO€CIEUCHHE  YMpaBICHHUS
nepcoHnanom: YdyebHoe nocobue nis 6axanaBpoB / Kysuernosa U.B., Xauarpsn I'.A. —
M.: lamkoBuK, Aiillu DpMenua, 2019. —220 c.

4. Ky3neuosa M.B. JlokymeHTaumoHHOE OOecredeHue ymnpaBieHUs: ydeOHOe
nocobue s CIIO / Kysuernoa W.B., Xauatpsa ['.A. — Caparos: [IpodobpazoBanue,
AulluDpMenna, 2019. — 166 C.

5. MeaseneBa O.B. OCHOBBI JTOKYMEHTAIIMOHHOTO OOECMEUYEHUs YIIPaBICHUS:
paboyast TeTpanb 11 00yJarOIUXCs TI0 HapaBIESHUIO TIOJTOTOBKY OaKaiaBpuaTa

«Menemxmenty/ Mensenea O.B. — Kpacuomap, CapatoB: HOXHBIM WHCTUTYT

MeHekMeHTa, AillludpMenua, 2020. — 94 C.


http://www.consultant.ru/
http://www.aero.garant.ru/
http://www.biblio-online.ru/
http://www.mevriz.ru/

4. KOHTPO.J/Ib 1 OHEHKA PE3YJ/IbTATOB
OCBOEHMHA YYEBHOU JUCIIUIIJIMHbI

KOHTpOJ'H) N OLCHKAa PE3yJIbTATOB OCBOCHHUSA IUCHUILIMHBI OCYHICCTBJIACT

IMpCriogaBaTciicM B Imponecce ITPOBCACHUA IMPAKTUICCKUX 3aHATUM 141

nabopaTOpHBIX PabOT, TECTUPOBAHMS, A TAKXKE BBIOJTHCHHS WHIWBHIYATBHBIX

3a/IaHUi, TPOEKTOB, UCCIEIOBAHUM.

Pe3ynpTaThel 00yueHHs

Kpurepun onieHkn

MeToabp! OIIEHKHA

dopmar odopmiteHHsT pe3yIbTATOB MOKCKA
uHpopmanum;

0COOEHHOCTH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

npaswiia 0pOPMIIEHHUS JOKYMEHTOB U
MOCTPOCHUS YCTHBIX COOOIICHHUH;

MOpAAOK UX MPUMCHCHUA U TPOTPAMMHOC

COZIepKaHUE aKTyaJIbHOM HOPMAaTUBHO-IIPaBOBOM

OpPUEHTUPOBAHUE B
AKTyaJIbHOU HOPMATUBHO-

JIOKYMCHTAIIUH; PaBOBOI

COBpeMEeHHasl HayyHasi ¥ TpoeCCHOHANbHAS AOKYMEHTAIH, }

TepPMHHOJIOTHS; COBPEMEHHOTi HayHHO¥

BO3MOJKHBIE TpacKTOpHH npodeccionabioro  [1POPeCCHOHAMLHOI

pa3BUTHUS ¥ CaMOOOPa30BaHUS; TCPMUHOJIOTUH;

MICUXOJIOTHYECKHE OCHOBBI J€SITETHHOCTH TIOHUMaHHE

KOIIEKTHBA, [ICHXONIOTUYecKHe ocobeHHocT | CHXOJIOTHHCCKUX OCHOB

JIMYHOCTH; TIeATETBHOCTH

OCHOBBI TIPOEKTHOH NIEATEIIEHOCTH; KOJUICKTHBA,
MICUXOJIOTHYECKHX

0COOEHHOCTEH TUYHOCTH;
BIIAJICHUE 3HAHUSAMMU
OCHOB pabOTEHI C

COBpPEMEHHBIE CPEJICTBA U yCTPONCTBA AOKYMCHTAMH,
MH(OPMATH3AIIHIL MOJTOTOBKH YCTHBIX U
[IMCbMEHHbIX

COOOILIEHHI; 3HAHNE

B PE3yJIbTaTeC OCBOCHU PacniosnaBanue Y CTHBIN
o QITOPUTMOB BBITIOJHCHHS  |(TTHCHMEHHBIN
JUCHUITIIMHBI 06y‘laIOHII/II/IC5I P ( )
. paboT B or1poc.
JAOJDKCH 3HATD. po(heCCHOHATIBHOMN U TectupoBanue.
CMEKHBIX 00JIACTSIX; [IpoBepka
aKTyaJIbHBII PO ECCHOHATIBHBIN U OIPENEICHUE METOIOB [PAKTHIECKUX
COLMAJIBHBIN KOHTEKCT, B KOTOPOM paboTsI B paboT 1 OLEHKa
HPUXOIUTCS pabOTaTh ¥ KUTh; OCHOBHBIE npodecCHOHATBHON 1 ge3ym’TaT°B'
MCTOYHHMKM MH(OPMALMU U PECYPCHI 11 CMEXHEIX C(pepax; BHOOp | IKCTICPTHOE
ONTUMAJIBHOM CTPYKTYphl  |[HAaOJIIOJCHHE 1
pelieHus 3a1a4 U mpoosieM B
IUTaHa JUTS PEIIeHHs OLICHKA Ha
npodecCHOHATEHOM W/WIIH COLUAITBHOM )
3a1a9; MOHUMaHUe PAKTUICCKUX
KOHTCKCTC, HOPSI/IKA OLICHKU BQHATHSIX TIPH
allfOPUTMBI BBILIOIHEHUS PA0OT B PE3yNbTATOB PELICHUS BBIIIOJIHEHUN
Hpoq)eCCHOHaJIBHOH 1 CMCXKHBIX 06HaCT§IX; 3a1a4 pa6OTI>I.
MeTO/IbI pabOTHI B TPO(hEeCCHOHANBEHON U pOQeCCHOHATBHOM OreHKa perieHunit
CMEXHBIX chepax; CTpYKTypy IU1aHa AJs NIeATEeIbHOCTH; BBIOOD CHUTYaI[MOHHBIX 3a/1a4.
peIeHus 3a/1a9; TTOPSATO0K OLEHKH HanOoJiee onTuMainbHbix  |Onenka
pE3yABTATOB pELICHU 3a1a4 HCTOTHHUKOB PE3yJIbTATOB
poheCCHOHATBLHOMN S TEIbHOCTH HHGbOPMAIIMH 1 PECYPCOB | BBITOTHEHHS .
HOMEHKJIaTypa HH(MOPMAIMOHHBIX HCTOYHUKOB, [/ PCHICHIA 3a/1a4 1 TPaKTHICCKon
IPUMEHSEMBIX B IPO(ECCHOHATBHOM npodsieM B pa6f_m’1'
JESTETBHOCTIL, podheCCUOHATIBHOM 3auér.
IMPUEMBbI CTPYKTYPHUPOBAHUA I/IH(bOpMaHI/II/I; u/um connaibHOM
KOHTEKCTE;




obecrieyeHne B MPOQeCcCHOHANBHOI
JeATENbHOCTH;

NpaBuiia TOCTPOSHUSI MIPOCTHIX U CIOKHBIX
IpeUTOKeHNH Ha TpodeccnoHaIbHbIE TEMBI;
OCHOBHbIE 00I11€yNIOTPEONTEIbHBIE ITIAr0JIbI
(6prTOBast M MpoheccHOHAIbHAS JIEKCHKA);
JIEKCUYECKHH MUHUMYM, OTHOCSIILIUICS K
OITMCAHHIO TIPEMETOB, CPEJICTB U MPOLIECCOB
npodecCHOHAIBHON e TeNbHOCTH;
0COOCHHOCTH TTPONU3HOIICHUS;

HpaBHJIa YTEHHUS TEKCTOB PO ECCHOHATBEHON
HAaIpaBICHHOCTH;

o0miye TpeOoBaHus K OyXTraiTepCcKOMY YUeTy B
YaCTH JOKYMEHTHUPOBAHHS BCEX X035 CTBEHHBIX
JICVICTBUI U OIEpaLlii;

MIOHSITHE IEPBUYHOM OyXTanTepCKOH
JIOKYMEHTAIINH;

OIpeieIeHIe NEPBIUYHBIX OyXTanTepCKuX
JIOKYMEHTOB;

(OpMBI IEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB,
cozeprKanux 00s3aTebHbIE PEKBU3UTEI
HEPBUYHOTO YIETHOTO IOKYMEHTA,;

HOPSIOK TPOBEICHNUS TPOBEPKH NEPBHYHBIX
OyXTalTepCKUX JOKYMEHTOB, ()OpMaNBHOI
MPOBEPKHU JOKYMEHTOB, TPOBEPKH IO CYIIECTBY,
apuMeTHYECKOH MPOBEPKHU;

NPUHLUIEL U TPU3HAKH TPYIIIUPOBKH
MEPBUYHBIX OyXTaJITePCKUX TOKYMEHTOB;
MOPSIOK MPOBEICHHS TAKCUPOBKU U KOHTUPOBKH
HEPBUYHBIX OYXTaJTePCKUX IOKYMEHTOB,
MpaBUJIa U CPOKU XPAHEHUS IEPBUIHOM
OyXTalTepCKON TOKyMEHTAIU

OCHOB KOMIIBIOTEPHOU
IpPaMOTHOCTH; 3HAHHE
MPaBWJI HATMUCAHUS U
MPOU3HOIICHUS CIIOB, B
T.9. U
Mpo¢heCCUOHATBHOM
JICKCHKH.

3Hanue (OpPM IEPBHIHBIX
OyXranTepcKux
TOKyMEHTOB,

coJiep KaHus TaKOH
TTOKyMEHTAIINH,
MOHUMaHUE CeIH(pUKH
paboTHl ¢ TIEPBUYHBIMU
OyXranTepCKUMU
TOKyMEHTaMH

B pe3ysnbraTte 0CBOCHUS JUCIMILTAHBI
OOYYarOIINIICS TOTKEH YMeTh:

WM 1Ipo0JeMy B mpodecCroHaTFHOM
U/WIIN COLTMAIbHOM KOHTEKCTE;
aHaAJTM3UPOBATh 3a]1a4y /WU

npoOJIeMy U BBIJIENATH €€ COCTaBHBIC

YacTH; ONPEIEINIATh dTAIbl PEIICHUS

3a/1a4M; BBIABIATH U 3PHEKTUBHO

UCKaTh MH(OpMAIIIO, HEOOXOTUMYIO

JUIS peLIeHUs 3a7aui U/ Uin

npoOJIeMBl;

COCTaBJIATH IUIAH JICHCTBUIA,

OTpeNieNATh HE0OXOJUMBIE PECYPCHI;
BJIAJICTh aKTyaJIbHBIMU METOJIaMH PaOOTHI B
npodeccuoHaNbHOM U CMEXHBIX cepax;
pea30BaTh COCTABJICHHBIN IJIaH; OLIEHUBATh
pE3yJbTAT U MOCJIEACTBUS CBOMX JCHUCTBHI
(caMOCTOSITENBHO WIIH C IOMOIIIBIO
HACTaBHHUKA);

ONpeAeIATh 33]a4H JIsl IOMCKa HH()OPMAILIUK;
OIMPECACIIATH HCO6XO,I[I/IMBIC HCTOYHUKHN
nHGOPMAIUH; IJIAHUPOBATh MTPOIIECC MMOUCKA,;
CTPYKTYpHUPOBATh MOTy4aeMyI0 HHPOPMALIHUIO;

Bnanenue
AKTyaTbHBIMU
METO/IaMU paOOTHI B
mpohecCuoHaIbHON U
CMEXHBIX cepax;
bdekTuBHOE
BBISIBJIEHUE U ITIOMCK
nH(popManum,
COCTaBJIEHHE
ONTHUMAJILHOIO IIJIaHa
JIeNCTBUM, aHATN3
HEOOXOIMMBIX IS
BBITTOJIHEHMS 33 TaHUS
PECYPCOB;
OCYIIICCTBIICHHE
HCCIICIOBATEIIBCKOM
IeSITCIIbHOCTH,
[PUBOJIAILIEH K
ONTUMAaTFHOMY
pe3yIbTaTy;
TIEMOHCTpAITHS
rMOKOCTH B OOIIICHUHU
C KOJUICTaMHU,
PYKOBOZCTBOM,
[MOJUYMHEHHBIMH U
3aKa3uMKaMu;




BBIJICJIATH HAKOOJIee 3HAYMMOE B IIEPEUHE
WHQOPMAITU;, OIICHUBATH IPAKTHYECKYIO
3HAYMMOCTh PE3YJILTATOB OUCKA; 0HOPMIIATH
pe3yIbTaTh MOMCKA;

OTIPEIENIAThH AKTYATLHOCTh HOPMATHBHO-TIPABOBO
TOKYMEHTAIUX B MPO(heCcCHOHATBHOM
esITeIbHOCTH; IPUMEHSITH COBPEMEHHYIO
HaYYHYO PO} eCcCHOHATHLHYIO TEPMHHOIIOTHIO;
OTIPEICNIATh U BBICTPAUBATh TPACKTOPUHU
MpogecCHOHAIFHOTO PAa3BUTHS U
caM000pa3zoBaHWS;

OpraHu30BaTh pabOTy KOJICKTHBA U KOMaHIbL;
B3aUMO/ICHCTBOBATH C KOJUIETaMH, PyKOBOJICTBOM,
KIICHTaMH B X0Ji¢ MPOo(heCCHOHATBHOM
eaTeNTbHOCTH;

rpPaMOTHO M3JIaraTh CBOHM MBICITH U 0OPMIIATH
TOKYMEHTBI 10 IPO(eCCHOHATEHON TeMaTHKE Ha
FOCYJAPCTBCHHOM SI3bIKE; TIPOSIBIISATH
TOJIEPAHTHOCTH B paboueM KOJIJICKTHBE;
MPUMEHSTH CPEICTBA NH(POPMALMOHHBIX
TEXHOJIOTHS ITIsl PELICHUS TPOECCHOHANBHBIX
3aj1a4; UCTIONF30BaTh COBPEMEHHOE ITPOrPaMMHOE
o0ecIIeueHHE;

MOHUMATh OO CMBICI YETKO MPOU3HECEHHBIX
BBICKA3bIBaHHS Ha W3BECTHBIC TEMBI
(mpodeccruoHaNBHBIE ¥ OBITOBEIE ), TOHUMATh
TEKCTHI Ha 6a30BbIe MPO(hecCHOHATHHBIE TEMBI;
Y4acTBOBATh B MAJIOTax HA 3HAKOMEIE O0IIUE U
NpoQeCCUOHATBHBIC TEMBI; CTPOUTH MPOCTHIC
BBICKa3bIBaHHS O ceOe U 0 CBOeH
npogecCHOHAILHON IEATENLHOCTH; KPATKO
00OCHOBBIBATh M OOBSICHATH CBOM JICHCTBUS
(TeKyIUe U TUIAHUPYEMBIE ); TTHCATh MPOCTHIE
CBSI3HBIC COOOIIIEHHSI HA 3HAKOMBIE HITH
MHTEpeCyoIre MPopecCHOHATLHBIC TEMBL;
MPUHUMATE POU3BOJILHBIE TIEPBUYHBIC
OyXralnTepcKue TOKYMEHTBI, pPACCMaTPUBacMbIe
KaK MICbMEHHOE JIOKAa3aTebCTBO COBEPIICHHUS
XO3SIHCTBECHHOW OTIEPAIlUY WK TTOJTyUSHHE
paspelieHus Ha ee POBE/ICHNUE;

[PUHUMATH IEPBUYHBIC OyXTalITEpPCKUE
TOKYMEHTBI Ha OYMa)KHOM HOCUTEJIC U/UIIM B BUJIC
DIIEKTPOHHOTO JIOKYMEHTA, TIOJIIIUCAaHHOTO
HIIEKTPOHHOM MOAIKCHIO;

MPOBEPSTH HAJTMYUE B IPOU3BOIBHBIX EPBUYHBIX
OyXraaTepcKuX JOKyMEHTax 00s3aTeNIbHBIX
PEKBH3UTOB;

MPOBOJUTH (POPMAITEHYIO ITPOBEPKY JIOKYMEHTOB,
[POBEPKY IO CYIIECTBY, apUPMETHICCKYFO
POBEPKY;

[IPOBOJUTH IPYNITUPOBKY ITEPBUYHBIX
OyXraJaTepcKuX JOKYMEHTOB I10 sy IPU3HAKOB;
POBOJMUTH TAKCUPOBKY U KOHTHPOBKY MEPBUYHBIX
OyXTaJITePCKUX JTOKYMEHTOB;

OpraHu30BaTh JIOKYMEHTOO00POT;

pa3duparhbCcsi B HOMEHKIIATYPE A€,

3aHOCHUTH AaHHBIE IO CTPYIITUPOBAHHBIM
TOKYMEHTaM B PETUCTPBI OyXTalTepCKOTo y4eTa,

[MPUMEHEHUE CPECTB
MH(OPMAITHOHHBIX
TEXHOJIOTHH JIJIs
peTeHust
poecCHOHATBHBIX
3anay; 3pdexruBHOC
HCTIOJIb30BaHUE
COBPEMEHHOTO
[TPOTPAaMMHOTO
00€eCIICUeHNS,
KpaTKOe U YeTKOe
(hopmynrpoBaHme
CBOUX MEICIICH,
M3TI0’KEHUE UX
TOCTYITHBIM JJI5T
[MOHUMAaHUS
CII0CO00M;
bddexTrBHas paboTa
C TIEpBUYHBIMHU
OyXranTepCKUMu
TOKYMEHTaMH.




MepeaaBaThIIePBUYHBIE OyXTalTePCKUE
TOKYMEHTBI B TEKYILIUI OyXTaaTepCKUid apXuB;
repeaaBaTh NEPBUYHbBIE OyXTalTepCKUe
TOKYMEHTBI B IOCTOSTHHBIN apXUB 110 HCTEYCHUN
YCTaHOBJIEHHOTO CPOK XPaHEHHUS;

WCTIPABIISTh OITNOKH B TIEPBUYHBIX OyXTalTEPCKIX
TOKYMEHTaXx;




