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COJEPXAHUE

OBIIASI XAPAKTEPUCTHKA PABOYENl HPOTPAMMBI YYEBHOI
TACIATLITAHBI

CTPYKTYPA 1 COAEP)KAHUE YYEBHOW JUCIATIIAHBI

YCJIOBUS PEAJIN3ALNA YYEBHOM JUCHMUIIIMHBI

KOHTPOJIb W OIEHKA PE3YJBTATOB OCBOEHMS YYEBHOIM
TACIATLTAHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOYEHN ITPOTPAMMBI YYEBHOM JTUCIATIINHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S »

1.1. MecTO JTUCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl:

VYuebnas npucnumianHa J{OKyMEHTaMOHHOE O0eCleueHUe YIpaBICHHUS — SBISETCS
00s3aTeNnbHOM  4YacThi0  001IEeNpPO(ecCHOHANBPHOrO  IMKJIa OCHOBHOW  00pazoBaTebHOMN
nporpammbl B cootBerctBUM ¢ PI'OC mno cnemumansHoctn 38.02.01 DJxoHomMuka wu
Oyxrajarepckuii yuer (1o oTpacjisim).

VYuebnas aucuuiuinHa «J{okyMeHTanmoHHoe oOecrieueHHne YIpaBlIeHHs» 00eCleunBaeT
dbopmupoBanue MpodecCHOHANBHBIX U OOMIMX KOMIETEHLUH IO BCEM BHJAaM JESTeNbHOCTH
®I'OC no cnenuanbHocTd 38.02.01. DKOHOMHKA M OyXrajTepcKHil y4yeT (IO OTPAC/IsM).
Oco6oe 3HaueHKE TUCIUILTMHA UMeeT TIpu hopmupoBanuu u pazputuu OK 01-05, 09,10.

1.2. Heab ¥ muiaHupyembie pe3yJbTAThl 0CBOEHHS JUCUMILIUHDI:
B pamkax mporpaMMmbl y4eOHON AMCHUILIMHBI OOYYAIOIIMMUCS OCBAMBAIOTCS YMCHHS H
3HAHUA



O61mme u npodeccuoHaIbHbIe KOMIIETEHIIUU

Koxa
OK, IIK

YMmenus

3Hanuga

O01mme KOMIETeH NI

OK 01

YMeHus: pacrio3HaBaTh 3ajadyy W/Wid mpoOieMy B NpodecCHOHATLHOM
U/WIIN COLIMAIBHOM KOHTEKCTE; aHATM3UPOBATh 3a/1a4y U/HIU MpodiemMy u
BBIICTISAITh €€ COCTaBHBbIE YaCTH; ONpPENENSATh ATalbl PEIICHUs 3ajauu;
BBISBIISITH M I(PQPEKTUBHO UCKaTh WHGOPMAIIHNIO, HEOOXOJUMYIO IS
PEIICHUS 3a/1a4i W/WUIH TIPOOJIEMBI;

COCTaBUThH TUJIAH JCHCTBUS; ONPEACTUTH HEOOXOIUMBIC PECYPCHI;

BJIQJIETh AKTYaJIbHBIMH METOJaMH paboThl B NpodecCHOHAIBLHOU U
CMEXHBIX cdepax; peaJm30BaTh COCTABICHHBIA IIJIaH; OIICHUBATH
pe3ynbTaT W TMOCIEICTBUS CBOUX JCHCTBHI (CaMOCTOATEIBHO WU C
MOMOIIIbIO0 HACTABHUKA)

3HaHUsA: aKTyaJbHBIH MPO(PECCHOHAIBHBIA U COIUATIBHBII
KOHTEKCT, B KOTOPOM MPHXOIUTCA paboTaTb U IKUTH;
OCHOBHbBIE UICTOYHUKHU HH(GOPMAIIUU U PECYPCHI IJIs PEIICHUS
3aja4 ¥ mpodsieM B MpodecCruoHaIbHOM W/WJH COIMATBbHOM
KOHTEKCTE;

JITOPUTMBI BBITIOJIHEHUST paboT B MpPOPECCHOHATBHON H
CMEXHBIX 00J1aCTsIX; METObI pabOTHI B MpodecCHnoHaNbHOM
U CMEXHBIX c(hepax; CTPyKTYpY IIaHa JUIsl PeLICHUS 3a/1a4;
MOPSAJOK  OLEHKM  pe3ylbTaTOB  pElIeHus  3ajad
po(ECCHOHAIIBHON e TEITHHOCTH

OK 02

YmMmenus: OIIPCACIIATL 3aJjauu I IIOHCKa I/IH(I)OpMaLII/II/I; OIIpEACIIATD
H€06XOI[I/IMI)I€ HCTOYHHUKH HHq)OpMaHI/II/I; IJIAaHUPOBAThb IMPOLECC ITOUCKA,
CTPYKTYpHUPOBATh IIOJTYHYaCMYIO I/IH(bOpMaI_[I/IIO; BBIACIIATH HauoOonee
3HAYMMOC B IICPCHHE I/IH(bOpMaIII/II/I; OLCHUBATH MPAKTHYCCKYIO 3BHAYUMOCTDb
PE3YJIbTATOB ITOHUCKA, O(i)OpMJ'IfITB PE3YJIbTAThI ITIONCKaA

3HaHMsA: HOMEHKJIaTypa HH(GOPMAIMOHHBIX HCTOYHHKOB,
NPUMEHSEMBIX B MPO(QECCHOHATBHONW  JIEeSTEIHHOCTH,
NpUEeMBbl  CTPYKTypupoBaHus  uHpopmanmu;  (hopmar
oopMIICHHS PE3yIbTATOB IMOUCKA UHPOPMAITUU

OK 03

Ymenus: OIIPEACIIATH aKTyaJIbHOCTh HOPMAaTUBHO-TIPABOBOU
JOKYMEHTallul B NMPO(ECCHOHAIBHOW  JEATENbHOCTH;  MPUMEHSAThH
COBPEMEHHYIO HayuHYI0 PO ECCHOHATbHYIO TEPMUHOJIOTHIO; OIIPEEIIATh
U BBICTpaMBaTh  TPACKTOPUHM  MPO(ECCHOHAIBHOTO  pPa3BUTUS U
caM000pa30BaHMs

3HaHMA: colep)KaHUE aKTyaJbHOH HOPMAaTHBHO-TIPABOBOM
JIOKyMEHTalUH; COBpEMEHHas Hay4yHas u
npodeccuoHanpHas TEPMHUHOJIOTHS; BO3MO>KHbIE
TPacKTOPUU npogeccuoHaIbHOro pa3BUTHUSA u
caM000pa3OBaHMs

OK 04

YMeHusl.  OpPraHu30BBIBaTH  pabOTy  KOJUIEKTUBA M KOMAaH/IBI,
B3aUMOJICCTBOBATh C KOJIJIETaMH, PYKOBOJCTBOM, KIMEHTAMH B XOJI€
po(hecCHOHANBEHOM e TeNbHOCTH

3Hanus. ICUXOJIOTHYCCKHUEC OCHOBBI JACATCIIbHOCTH
KOJIJICKTHBA, IICUXOJOTUYCCKUC 0COOCHHOCTU JIMYHOCTH,
OCHOBBEI HpOGKTHOfI ACATCIIBHOCTH

OK 05

YMeHHA: TPAaMOTHO U3JIaraTh CBOM MBICIH U OQOPMIIATH TOKYMEHTHI IO
npodecCHOHATBPHON TeMaTHKE Ha TOCYAapCTBEHHOM SI3bIKE, IMPOSBIATH
TOJIEPAHTHOCTH B paboyeM KOJIJIEKTHUBE

3HaHMA. OCOOEHHOCTH COLHMAIbHOIO M  KYJIbTYPHOIO
KOHTEKCTa; TMpaBwja  OQOpPMIEHHS  JOKYMEHTOB U
MTOCTPOEHUSI YCTHBIX COOOIIEHUH.

OK 09

YMeHMsI: TPUMEHATh CpeACTBA HHGOPMAIMOHHBIX TEXHOJOTHHM IS
pemieHuss MPOQPECCHOHANBHBIX ~ 3a7a4; HCIONb30BaTh COBPEMEHHOE
porpaMmMHOe o0ecriedeHne

3HaHUsA:  COBpPEMEHHBIE  CpEACTBA M  YCTPOWCTBA
uHpOpMAaTH3aLMH; TOPSI0K X IPUMEHEHUS U TPOrpaMMHOE
obecrieueHne B mpoheCCUOHATBHON NEeITeIbHOCTH




OK 10

YMeHusi: MOHUMATh OOIIMI CMBICT Y€TKO MPOU3HECEHHBIX BBICKA3bIBAHUI
Ha U3BECTHBIC TeMbI (TIPOdECCHOHATBHBIC W OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a3oBbIe TpO(ecCHOHANBHBIE TEMBI; y4aCTBOBaTh B JHAJIOTaX Ha
3HaKOMbBIE O00mue #u TPO(YEeCCHOHATBHBIE TEMBI, CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O ceOe W O CBOEH MPOQPECCHOHAIBHOU IEATEIHHOCTH,
KpaTko OOOCHOBBIBaTb M OOBSICHUTH CBOM JEHCTBHS (TEKyllue U
MJIaHUPYEMBIE); TTUCATh MPOCTHIC CBSA3HBIE COOOIICHUS HAa 3HAKOMBIE WIIH
WHTEPECYIOIIHE MPO(HEeCCHOHATLHBIC TEMBI

3HAHUS: TpaBWIA TOCTPOCHHSI TMPOCTBIX W  CIIOKHBIX
MpeJIOKEHUH Ha TPO(ECCHOHATbHBIE TEMbI; OCHOBHEIC
o01meynoTpeOuTeIbHbIC TJIaroJibl (6pITOBAsS "
npodeccuoHanbHasl JIGKCHKA); JICKCUYECKHH MUHUMYM,
OTHOCSIIIUICS K ONHCAHWUIO TPEIMETOB, CPEICTB H
MIPOIIECCOB npodeccuoHaTbHON JeSTeNLHOCTH,
0COOCHHOCTH TIPOM3HOIICHUS; TpABWJIa YTEHHUS TEKCTOB
po(hecCHOHATLHON HAIIPABICHHOCTH

IIpodeccnonanbHbIe KOMIIETEHIIUN

K 1.1.

YMeHus: TpUHUMATh TPOU3BOJIBHBIE TIEPBUYHBIC  OyXraiaTepckue
JOKYMEHTBI, paccMaTpuBaeMbleé KaK [HUCbMEHHOE JI0Ka3aTEeIbCTBO
COBEPILICHHUS XO35MCTBEHHOM ONEpPalMy WU TIOJIyYEHHUE PA3PEIICHUS Ha €€
MIPOBE/ICHUE;

NPUHUMATh TEPBUYHBIE OyXrairepckue JJOKYMEHThI Ha OyMa)KHOM
HOocuTeNe M (WiIM) B BUOE DJIGKTPOHHOTO JOKYMEHTA, MOJMHUCAHHOTO
ANEKTPOHHOM MOJIUCHIO;

OPOBEPATh HAIMYKWe B MPOU3BOJBHBIX TEPBUYHBIX OYyXTanTepCKHUX
JIOKYMEHTaX 00s13aTeJIbHbIX PEKBU3UTOB;

MPOBOAUTH (POPMANIBHYIO ITPOBEPKY JOKYMEHTOB, MMPOBEPKY MO CYIIECTBY,
apu(pMETUYECKYIO TIPOBEPKY;

IPOBOJIUTH IPYNIUPOBKY MEPBUYHBIX OYXTaATEPCKUX JTOKYMEHTOB IO PSAAY
IIPU3HAKOB;

IPOBOJIUTh TAKCHUPOBKY M KOHTHPOBKY IEPBUYHBIX OyXTalaTepCKHX
JIOKYMEHTOB;

OpPraHU30BBIBATh IOKYyMEHTOOOOPOT;

pa3z0buparbcs B HOMEHKIIAType Aell;

3aHOCUTHh JAHHBIE II0 CIPYIIUPOBAHHBIM JOKYMEHTaM B DPETUCTPHI
OyXrajaTepckoro y4era;
nepenaBaTb  IEPBUYHBIC
OyXxrajaTepckuii apxus;
nepeaaBaTh MEepPBUYHbIE OyXTraaTepcKue JOKYMEHTHI B IOCTOSIHHBIA apXUB
10 UICTE€YEHUH YCTAaHOBJIIEHHOTO CPOKA XPAHEHUS;

UCTIPABIIATH OLIMOKH B IEPBUYHBIX OYXTaJTepCKUX TOKYMEHTaX;

6yxranTepCKHe JOKYMCHTBI B TeKyunﬁi

3HaHus: obmrre TpeboBaHus K OyXTaJITepCKOMY Y4eTy
B YaCTH JIOKyMEHTHPOBAHHUS BCEX XO3AWCTBEHHBIX JEHCTBUI
U OIIEpALIN;

MOHATHUE NIEPBUYHON OyXTraNTepCKO JOKyMEHTaIUH;
OTIpeieNIeHNe TIEPBUYHBIX OyXTaITepCKUX JOKYMEHTOB;
dopMBl  NEpBUYHBIX  OYyXrajaTepckux  JOKYMEHTOB,
comepkammx  00s3aTeNbHbIE  PEKBU3UTHl  NEPBUYHOTO
YUETHOT'O JIOKyMEHTa,

MOPSIOK TIPOBEICHUS TIPOBEPKU MEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTOB,  (popManbHON  MPOBEPKH  JTOKYMEHTOB,
MIPOBEPKH IO CYIIECTBY, apH(PMETHIECKOH MPOBEPKH;
OPUHIUIBI W TPU3HAKK ~ TPYINIUPOBKU  NEPBUYHBIX
OyXranaTepcKux JI0OKyMEHTOB;

NOPSI0OK  TNPOBEJCHUS  TAaKCUPOBKU U
MEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB;
MOPSI0K COCTABJIEHUS] PETUCTPOB OyXTaITEPCKOTO yUeTa;
IpaBWjla U CPOKH XpPaHEHHUS NEPBUYHOM OyXrairepckoi
JIOKYMEHTaIUH;

KOHTHPOBKU




2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM TUCIATIIMHBI
2.1. O6beM yueOHO# TUCHMILUINHLI M BHABI YUeOHOH padoThI

Oo0bem B Oo0bem B
yacax yacax
Buj yueOHoi padoThI
O4YHOI0 3204HOT0
OTJeJICHHs] | OTAeJIeHusl

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM AU CHMIIIMHBI 42 42
O0bem padoThl 00y4arOIIUXCH BO B3AaUMO/AEHCTBIH C NpenogaBartesiemM 32 8
B TOM YHUCIIE:
TEOpeTUIeCcKoe o0ydeHne 12 4
MIPaKTUYECKHUE 3aHATHS 20 4
CamocTosTenbHas paboTta 10 34

IIpomeskyTouHasi arTecTanus B popme 1uddHepeHInpOBaHHOTO 3aUeTa




2.2. TeMaTHYeCKHi IJIAH U coacpKaHue y‘leﬁHOﬁ JUCHHUILIMHBI «/IOKVYMEHTAIIMOHHOE o0ecrneyeHre YIIPABJEHUA» 10 OYHOI (l)ODMe 00yueHus

Koabl
KOMIIETEeHI[U,
HaumenoBanne O0bem (bopmupoBanuio
pa3IeIoB 1 Tem Coaeprxanue yue0HOro MaTepuaa u (popMbl OPraHU3aIUM AeATEIbHOCTH 00yYaI0LIUXCH B gacax KOTOPbIX
CIoco0CTByeT
3JIEMEHT
MPOrpaMMbl
1 2 3 4
Paznexn 1. JOKYMEHTUPOBAHHWE YIIPABJIEHYECKOM JESATEJIbHOCTH 34
Tema 1.1. lokymeHT U Copep:xanue yueOHOro MaTepuaa 2
CHCTEMA TOKYMEHTAUMH | 3HayeHHe U COJIepiKaHne JUCIUIUIHNHBI «J|oKyMEeHTallMOHHOE 00ecieueHre YIPaBICHUS.
[loHsITHE TEPMUHOB «JTOKYMEHT», «10KYMEHTHUPOBAHUEY, «JOKYMEHTAIIMOHHOE OOecIieueHue
yIIpaBJICHUS».
Hcropuss pa3BUTHA HAYYHBIX NPEACTABICHUH O JOKYMEHTAIMOHHOM OOECIICYeHHUU
ynpasiyieHusi. COBpeMEHHOE COCTOSIHUE IOKYMEHTALMOHHOTO 00eCeueH sl yIpaBIeHusl. 5 OK 01, 02, 03,
HopmaruBHO — npaBoBasi 0a3a opraHu3aliy JOKYMEHTAIIMOHHOTO O0eCreueH s YIpaBICHUs 09, 10
KaK OCHOBA T€XHOJIOTUH IPOLIECCOB YIIPABIICHUSL. IK 1.1
CocraB ynpaBieHUYeCKHX TOKyMEHTOB. [loHsaTHE cucTeM nokymeHTanuu. OyHKIMOHAIbHBIE U
OTpacJIEBbIE CUCTEMBI IOKYMEHTALINH.
YHuukanys v cTanapTU3anus yupaBJIeHYeCKUX JOKYMEHTOB.
Tema 1.2. Copepxanue yueOHOIro MaTepuasa 18
OprannsannonHo— YHupuumupoBaHHas CUCTEMa OpraHU3allMOHHO-pacopaauTenbHoN nokymenTauuu (OP/T).
pacnopsiinTeIbHbIE ['OCTs1 Ha OP/I. TpeboBanus Kk 0pOpMIECHUIO JOKYMEHTOB.
noxymentst (OPJT) Knaccudukanus opraHu3aioHHO-PaciopsAUTENHON JOKYMEHTalUH:
OpranuzanoHHbIE AOKYMEHTBI — YCTaB, IITaTHOE pPACHUCAHHWE, WHCTPYKLUS, IOJOKEHUE,
pEerJIaMeHT. 14 OK 01, 02, 04,
PacniopsnuTtenbHble  TOKYMEHTBI — IpUKa3, pacHoOpsDKEHHME, YKa3aHHEe, IIOCTAHOBIICHHE, 05, 09, 10
pelieHne, MPOTOKOIM. IK 1.1

CripaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTBI: CIyXeOHas 3amMcka, OObsICHUTENbHAs 3alKcKa,
aKT, CpaBKa, CIyeOHbIE MHChbMa




B TOM YHMCJIC MPAKTUYICCKHUX 3aHSATHM:
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IIpakTnyeckoe 3anaTue 1. CocraBieHue u o(hOpMIICHHE OPraHU3ALMOHHBIX JOKYMEHTOB 10
(ImTaTHOE pacrCcaHue) OK 01-OK 11
IIpakTnyeckoe 3ansaTue 2. CocrapneHne U 0hOpMIIEHHE PACTIOPSIIUTEIBHBIX TOKYMEHTOB 1K 3.4,4.1,4.3
(mpukas)
IIpakTnyeckoe 3ansaTue 3. CocraBneHne U 0GOpPMIICHHE PACTIOPSIIUTEIBHBIX TOKYMEHTOB
(pacriopskeHuE)
IIpakTuuyeckoe 3ansaTue 4. CocraBieHue U oopmieHHE HHPOPMAIMOHHO-CIPABOUYHBIX
JIOKYMEHTOB (JIOKJIaJHAs U CITYKeOHas 3aIicKa)
IIpakTnyeckoe 3ansitue 5. CocraBieHue M odopmieHHE WHPOPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (ciyeOHble mrcbMa). OhopmileHre CIPaBoK, aKTOB
IIpakTuyeckoe 3ansaTue 6. Konrposnnas padora 2
CaMocTosiTeibHasi padoTa 00y4aIMXcs: NOArOTOBKA pedepaToB, COOOIEHHH, T0KIA0B.
[TpumepHas TeMaTHKa BHEAYIUTOPHON CAMOCTOSITEIILHON paOOTHI:
«OpraHu3aioHHbIe JJOKYMEHTBI - JIOTOBOP y4YpeIUTesIel, IpaBuia BHYTPEHHETO TPYIOBOTIO
pacropska;
«CripaBOYHO-MH(MOPMALIMOHHBIE JOKYMEHTbl — OOBSCHUTENIbHAS 3alKcKa, 3asBICHHE, 4
CIpaBKay;
«[TopsioK cocTaBIeHUs aKTOB CBEPKH PACUETOB MEXKAY 1€OMTOpaMU U KpeIUTOpaMm»;
«SI3BIK M CTHIIB 1€]I0BOM KOPPECTIOHICHIINNY;
«VlHUIMAaTHBHBIE U OTBETHBIE CITY)KEOHBIE TUCbMAY;
«BHYTpeHHHE 1 MEXTYHAPOTHBIE TEJIETPAMMBI, TEIEPOHOTPAMMBI U TeTIePaKCh.
Tema 1.3. Kanposas Conep:kaHne yueOHOro MaTepuaja 8
AOKYMEHTalMus! JlokyMeHTupOBaHUE TPYIOBBIX MpaBoOTHOIIEHUH. CocTaB U OCOOEHHOCTH O(OpMIIEHUS
JIOKYMEHTOB I10 INYHOMY COCTaBY. 4
KowmmektoBanue nmuyHoro nena. Aproouorpadus. Pestome. 3asBieHue o nmpueme Ha paboTy. OK 02. 04. 05
ITpukassel 110 TMYHOMY COCTaBY. 09 10 T
B TOM 4YHcJIe IPAKTHYECKUX 3aHATHIA: ’
IIpakTnyeckoe 3ansTHe 7. OhopMieHne NPUKa3oB Mo JUIHOMY cocTaBy. OdopmieHue
TPYJAOBON KHUKKU. 2




CamocrosiTe/ibHasi padoTa 00y4Yalwuuxcsi: MOAr0OTOBKa pedepaToB, COOOIICHUM, TOKIAI0B.
[TpumepHas TeMaTUKa BHEAYAUTOPHON CAaMOCTOSITEITLHOW PaOOTHI:

OdopmieHue nomonHEHUH U crielupUKaIi K KOHTPaKTaM.

«TpeboBanust MEXAYHAPOIHOTO apOUTpaka K COCTABICHUIO 1 0(OPMIICHHIO MPETEH3UOHHO -
MCKOBBIX JJOKYMEHTOB 10 BHEIIHEIKOHOMHUYECKOH 1eATEIHbHOCTI Y.

Tema 1.4. loroBop-HO—
npaBoBas
TOKyMEHTAHUA

Coaep:xanue yueOHOT0 MaTepHaJia

[TonsiTue noroBopa (KOHTPaKTA).

Tunosast popma 1oroBopa (KOHTPaAKTA).

OCHOBHBIE pa3Jieibl JOTOBOpa. BBl TOTOBOPOB: KYILIH-ITPOAAXKH, TOCTABKHA, KOMUCCHH U JIp.
Bunbr 1oroBOpoB B chepe 3aKyIoK.

JIOKyMEHTBI, 0hOPMIISIFOIIINE TTOPSIOK PACCMOTPEHHSI CIOPOB MEXKTY FOPHIUICCKUMHU
munamu. [IpaBuna opopmiieHHs MPETCH3NOHHBIX TTUceM. OCOOCHHOCTH MPOBEICHUS 3aKYIIOK
TOBApOB.

B TOM YHUCJIC NPAKTHYCCKHUX 3aHSTHI:

IIpakTuyeckoe 3ansaTue 8. OdopmieHue JOropopa Kymiu-npoaaxu

CamocTrosiTeJIbHAs PadoTa 00y4alOMIMXCS: IOATOTOBKA pedepaToB, COOOIICHUH, TOKIAI0B.
Hcnonb3ys MHPOPMALIMOHHO MPABOBYIO cucTeMy U IHTepHET pecypchbl COCTaBUTH 0030p
CYILIECTBYIOIIUX I11a0JIOHOB IOKYMEHTOB JJIsl JOKYMEHTHUPOBAHUS yIIPaBIEHUECKOMN
JESATEIIBHOCTH.

[TpumepHas TeMaTrKa BHEAYAUTOPHON CaMOCTOSITEIbHON paboThI:

«[IpumepHas popma 10roBopa MoCTaBKU»;

«IIpumepnas popma 1oroopa 06 HHAUBHUIYAJTIbHON MaTepHalbHON OTBETCTBEHHOCTHY;
«OdopMmiieHre NpuIoKeHUH K IOrOBOpaM»;

«OdopmileHre akTOB MO IPUEMKE NMPOTYKIIUH (TOBAPOB) MO KOJIUYECTBY U KaYECTBY.
OO0pa31bl aKTOBY;

OK 01-05, 09,10
OK 01-OK 11

Pa3nea 2. OPTAHM3AIUA PABOTBI C JOKYMEHTAMU

10

Tema 2.1. [lonsiTHe
JOKYMEHT0000poTA,
perucrpamnus
JTOKYMEHTOB.

Coaep:xanue yueOHOTo MaTepHaJia

CocrtaB u yueT o0bemMa T0KyMeHToo00poTa npeanpustuil. Opranuzanus paboTsl ¢ BXOIAIIEH,
WCXOSIEN U BHYTPEHHEN TOKYMEHTAIUEH.

ba3el maHHBIX AN XpaHeHUs: JOKyMeHTOB. Pabora c 3ampocamu. PaboTta ¢ 31meKTpOHHBIMHU
JIOKYMEHTaMH.

OK 01, 02, 04,
05, 09,10
IIK 1.1
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Tema 2.2. Oprannzanus
OIepaTUBHOIO U
ApPXHMBHOI'0 XpaHEHMS

Conep:kanue y4eOHOT0 MaTepHuaJia

Cucremaru3zanus TOKyMEHTOB U UX xpaHeHne. OpopmiieHrne HOMEHKIATyphl Aei. TpedoBaHus
K opopMIIeHHIO Jiesl. XpaHEeHUe JOKYMEHTOB B CTPYKTYPHBIX Nojpa3aeneHusax. Homenkinatypa

OK 01-05, 09,10

JIOKYMEHTOB nen. naMBuyanbHble, CBOAHBIE, IIPUMEPHBIE U THIIOBBIE HOMEHKIIATYPHI JE. 6 IK 1.1
[ToaroToBka M TOPSIIOK Tepefavyd JIed B apXWB. 3aKOHOJATEIbHBIE aKThl M HOPMATHUBHO-
METOIMYECKUE JOKYMEHTHI [0 ApXUBHOMY XPAHEHHUIO JIOKYMEHTOB.
B TOM YHCJIe MPAKTHYECKUX 3aHSATHIA: 4
IIpakTuyeckoe 3ansaTue 9. CocraBieHuss HOMEHKIIATYPHI eIl 2
IIpakTnyeckoe 3ausitue 10. [Ipome:kyrounas arrecranus 2

Bcero 42
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2.2. TeMaTH4eCKUIi IUIAH U COJEPKaAHUE YUeOHOMH TN CUUIIMHBI «/IOKYMEHTAIIMOHHOE 00ecTieueHHe YIIPABJIEHUSD 110 32049HOIi (hopMe 00yueHUs

Koabl
KOMIIeTEeHIIHIA,
HaumenoBanne O0bem (bopmuposanio
Copaepxxanne yue0HOro MaTepuaJa i (popMbl OPraHU3ALUM AeATEIbHOCTH 00y4aI0IIUXCA KOTOPBIX
pa3aeoB H TeM BUACAX | o cobeTByeT
3JEMEHT
NPOrpamMMBbl
1 2 3 4
Pasznea 1. JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOMW JEATEJIbHOCTH 34
Tema 1.1. lokymMeHT 1 Coaep:xxanue yue0HOro MaTepHuaJia 2
CHCTEMA TOKYMEHTAUMHU | 3HayeHHE U COACPKaHUE TUCIUTUIUHBI «J[OKyMEHTAIlMOHHOE 00ECTICUeHHUE YIIPABICHUS».
[ToHATHE TEPMUHOB «JIOKYMEHT», «10KYMEHTUPOBAHHUEY, «JOKYMEHTALMOHHOE 00ecreueHue
yIIPaBJICHUS.
Hcropus pa3BUTHUS HAy4HbIX HPEACTAaBICHUH O JOKYMEHTAllMOHHOM OOeCleyeHun
ynpasieHusi. COBpeMEHHOE COCTOSIHUE JOKYMEHTAILIMIOHHOTO 00eCTIeYeHUs YIIPABIICHUS. 9 OK 01, 02, 03,
HopmaTtuBHO — mpaBoBasi 0aza opraHu3aluu JOKYMEHTAIIMOHHOTO O0eCTeueHHs YIpaBiICHUS 09, 10
KaK OCHOBA TEXHOJIOTHH MPOLIECCOB YIIPABIICHUA. IK 1.1
CocraB ynpaBieHYecKHX JOKyMeHTOB. [lonsaTHe cucreM nokymeHTanuu. OyHKIHOHATIbHBIE U
OTpacieBble CUCTEMBI JIOKYMEHTAIIHH.
YHuduKanys u cranaapTU3alys yrnpaBJleHYeCKUX JOKYMEHTOB.
Tema 1.2. Copepxanue yueOHOIro MaTepuasa 18
OprannsannonHo— YHupuuupoBaHHas CUCTEMa OpraHU3allMOHHO-pacopaauTenbHoN nokymenTauuu (OP/T).
pacHopsiinTeILHbIE ['OCTws1 Ha OP/]. TpeboBanus Kk 0pOpMIEHUIO JOKYMEHTOB.
noxymentst (OPJT) Knaccudukanus opraHu3aioHHO-PacopsAUTENHON JOKyMEHTalUH:
OpraHu3alnvoOHHbIE JOKYMEHThl — YCTaB, LITaTHOE pPACIUCAHHWE, MHCTPYKLMS, MOJOKEHHE,
perJiaMeHT. 2 OK 01, 02, 04,
PacnopsiquTenbHble  TOKYMEHTBI — IIpUKa3, pacHopsDKEHHME, YyKa3aHHe, IIOCTaHOBJICHHE, 05, 09, 10
pelIeHne, MPOTOKOJL. IK 1.1
CripaBo4HO-MH(OPMAIIMOHHBIE JTOKYMEHTBI: CIyXeOHas 3amMcka, OObsICHUTENbHAs 3alKcKa,
aKT, CITPaBKa, CIIy’)KeOHBIE MMHChMa
IIpakTHYecKHX 3aHATHS 2
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IIpakTuyeckoe 3ausitue 1. CocraBnenve U oopMiIeHHUE OPraHU3alMOHHBIX JOKYMEHTOB
(mTaTHOE pacmnrcaHue)

IIpakTuyeckoe 3ansaTue 2. CocrapineHue u ohopMmieHUE PACHOPSIUTEIbHBIX JOKYMEHTOB
(mpukas)

IIpakTuyeckoe 3ansaTue 3. CocrapneHue u ohopMieHHE PACHOPSIUTEIBHBIX JOKYMEHTOB
(pacniopsixeHue)

IIpakTnueckoe 3ansitue 4. CocraBieHue U odopmieHHEe HHPOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB (JJOKJIa/IHasl ¥ CTy)KeOHast 3a11cKa)

IIpakTuyeckoe 3ansaTue 5. CocraBieHue u odopmieHHEe HHOOPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (CcyKeOHbIe michMa). OhopMileHHe CIPABOK, aKTOB

IIpakTnyeckoe 3ansitue 6. Konrpoabnasi paéora

CaMmocTosiTeibHasi padoTa 00y4aIIMXCs: OArOTOBKA pedepaToB, COOOIIECHHH, TOKIAI0B.
[TpumepHas TeMaTHKa BHEAYIUTOPHON CAMOCTOSITEIbHON pabOThI:

«Opraiu3alMOHHbIE JOKYMEHTHI - JIOTOBOP Y4peIuTelsieH, IIpaBujla BHYTPEHHETO TPYIOBOTO
pacropsiika;

«CripaBOYHO-MH(POPMALIMOHHBIE JOKYMEHTHI — OOBSICHUTENbHAS 3alicKa, 3asBICHHE,
CIIPAaBKay;

«Ilopsinok cocTaBiieHUs! aKTOB CBEPKH PacueTOB MEXIY JEOUTOpPaMU U KPEIUTOPAMU»;

<«SI3BIK ¥ CTUIIB 1€TI0BOM KOPPECIIOHICHIIUNY;

«/lHUIMaTHBHBIEC U OTBETHBIE CITY)KEOHBIE ITMCHMAY;

«BHyTpeHHHE U MeX1lyHapOJHbIE TEJIErpaMMbl, TEICPOHOTPAMMBI U TeJIePaKCh».

14

OK 01-OK 11
IIK 3.4,4.1,4.3

Tema 1.3. Kagposasi
AOKyYMeHTAMA

Conep:xanue yueOHOTro MaTepuaJia

JlokyMeHTHUpOBaHUE TPYIOBBIX MpaBooTHOIIeHHH. CocTaB U OCOOEHHOCTH O(hOpMIICHUS
JIOKYMEHTOB IO JIMYHOMY COCTAaBY.

KommiekToBanue nuyHoro aena. Aproouorpadus. Pesrome. 3asBneHue o npueme Ha paboTy.
ITprkassbl 0 TMYHOMY COCTABY.

IIpakTH4eckHne 3aHATHA

IIpakTuyeckoe 3ansaTue 7. OhopmieHne npukaszos 1o JMIHOMY cocTaBy. OdopmiieHne
TPYJAOBON KHUKKHU.

OK 02, 04, 05,
09,10
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CamocrosiTe/ibHasi padoTa 00y4Yalwuuxcsi: MOAr0OTOBKa pedepaToB, COOOIICHUM, TOKIAI0B.
[TpumepHas TeMaTUKa BHEAYAUTOPHON CAaMOCTOSITEITLHOW PaOOTHI:

OdopmieHue nomonHEHUH U crielupUKaIi K KOHTPaKTaM.

«TpeboBanust MEXAYHAPOIHOTO apOUTpaka K COCTABICHUIO 1 0(OPMIICHHIO NTPETEH3UOHHO -
MCKOBBIX JJOKYMEHTOB 10 BHEIIHEIKOHOMHUYECKOH 1eATEIHbHOCTI Y.

Tema 1.4. loroBop-HO—
npaBoBas
TOKyMEHTAHUA

Coaep:xanue yueOHOT0 MaTepHaJia

[TonsiTue noroBopa (KOHTPaKTA).

Tunosast popma 1oroBopa (KOHTPaAKTA).

OCHOBHBIE pa3Jieibl JOTOBOpa. BBl TOTOBOPOB: KYILIH-ITPOAAXKH, TOCTABKHA, KOMUCCHH U JIp.
Bunbr 1oroBOpoB B chepe 3aKyIoK.

JIOKyMEHTBI, 0hOPMIISIFOIIINE TTOPSIOK PACCMOTPEHHSI CIOPOB MEXKTY FOPHIUICCKUMHU
munamu. [IpaBuna opopmiieHHs MPETCH3NOHHBIX TTUceM. OCOOCHHOCTH MPOBEICHUS 3aKYIIOK
TOBApOB.

HpaKaneCRue 3aHATUA

IIpakTuyeckoe 3ansaTue 8. OdopmieHue JOropopa Kymiu-npoaaxu

CamocTrosiTeJIbHAs PadoTa 00y4alOMIMXCS: IOATOTOBKA pedepaToB, COOOIICHUH, TOKIAI0B.
Hcnonb3ys MHPOPMALIMOHHO MPABOBYIO cucTeMy U IHTepHET pecypchbl COCTaBUTH 0030p
CYILIECTBYIOIIUX I11a0JIOHOB IOKYMEHTOB JJIsl JOKYMEHTHUPOBAHUS yIIPaBIEHUECKOMN
JESATEIIBHOCTH.

[TpumepHas TeMaTrKa BHEAYAUTOPHON CaMOCTOSITEIbHON paboThI:

«[IpumepHas popma 10roBopa MoCTaBKU»;

«IIpumepnas popma 1oroopa 06 HHAUBHUIYAJTIbHON MaTepHalbHON OTBETCTBEHHOCTHY;
«OdopMmiieHre NpuIoKeHUH K IOrOBOpaM»;

«OdopmileHre akTOB MO IPUEMKE NMPOTYKIIUH (TOBAPOB) MO KOJIUYECTBY U KaYECTBY.
OO0pa31bl aKTOBY;

OK 01-05, 09,10
OK 01-OK 11

Pa3nea 2. OPTAHM3AIUA PABOTBI C JOKYMEHTAMU

10

Tema 2.1. [lonsiTHe
JOKYMEHT0000poTA,
perucrpamnus
JTOKYMEHTOB.

Coaep:xanue yueOHOTo MaTepHaJia

CocrtaB u yueT o0bemMa T0KyMeHToo00poTa npeanpustuil. Opranuzanus paboTsl ¢ BXOIAIIEH,
WCXOSIEN U BHYTPEHHEN TOKYMEHTAIUEH.

ba3el maHHBIX AN XpaHeHUs: JOKyMeHTOB. Pabora c 3ampocamu. PaboTta ¢ 31meKTpOHHBIMHU
JTIOKYMEHTaMH.

OK 01, 02, 04,
05, 09,10
IIK 1.1
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CaMocTosiTe1bHAsi paboTa 00y4arOUIMXCsl: MOJrOTOBKA pedepaToB, COOOIIEHUH, TOKIAT0B
0 TEME: Bxoaawme, ncxogawme, BHyTpeHHUE OKYMEHTONOTOKMU

Tema 2.2. Opranusaunus
ONEePATUBHOTO U
APXHBHOTO XpaHEeHUsI
JTOKYMEHTOB

Coaep:xanue yueOHOT0 MaTepHaJia

CucremaTtu3zanus J0KYMEHTOB U ux xpanenue. OgopmiieHne HOMEHKIIaTyphl fen. TpeboBanus
K 0OpMIICHHIO JIe1. XpaHCHHE JOKYMEHTOB B CTPYKTYPHBIX MmojApasnencHusx. Homenkiarypa
nen. ManuBuayanbHble, CBOJHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKIIATYPHI AEII.

[loaroToBka M MOPSIOK Mepefadyu [l B apXuB. 3aKOHOJATEIbHBIE aKThl U HOPMATHUBHO-
METOJMYECKUE JOKYMEHTBI 10 ApXMBHOMY XPAHEHUIO IOKYMEHTOB.

B TOM YHUCJIC IPAKTHYCCKUX 3aHSITHI:

HpaKTI/I'—IECKOG 3angaTue 9. CocraBneHus HOMCHKIJIATYPbI OCJI.

HpaKaneCRoe 3ansaTue 10. HpOMe)KyTO'lHaﬂ aTrrecranmmus

OK 01-05, 09,10
IK 1.1

CamocrosiTeibHAas padoTa 00y4alOUIMXCH: TIOrOTOBKA pedepaToB, COOOMICHUIA, JOKIAIO0B
o TeMe: CUcTemaTnsauma JOKYMEHTOB M UX XpaHeHne. HomeHKnaTypa aen

Bcero

42
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3. YCJIOBUSI PEAJIM3ALIMU TPOTPAMMBI YYEBHOM JUCITATLTAHBI

3.1. Ans peanus3anuu mporpaMMmbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH MPEAYCMOTPEHBI
CJIEYIOLINE CIIEHIUAIIBHBIE TIOMEILCHHUS:

Kabuner 10KyMeHTallMOHHOTO 00eCTIeYeHHs YITPaBICHHsI, OCHAIIEHHBIN 000py/10BaHHEM:
MOCAJI0YHbIE MECTa MO KOJUYECTBY OOydaromuxcs, paboyee MeCTO MpernojaBaress, T0CKa,
CTEHJbI, IUIAKTUYECKHH Marepuasl, TEeXHUYECKUMHU CpPEICTBAMU OOYUYEHHUS: KOMIIBIOTEPHI,
MyJIBTUMEANIHOE 000pYyI0BaHHE, IPUHTED.

3.2. UnpopManmoHHoOe odecrniedeHne peajn3anuu NporpaMmbl
Jis peanu3anuu nporpammbl OMONIMOTEUHBIH (QOHA 00pa30BaTENbHOM OpraHU3aLUU
JIOJKEH MMETh TeYaTHbIC W/UIIH 3JICKTPOHHbBIE 00pa30oBaTeIbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
PEKOMEH1yeMbIX Il UCII0JIb30BaHUs B 00pa30BaTEIbHOM IIpoLecce
3.2.1. IleyaTHble N31aAHUA
1. bapuxwun, A. b. KaapoBoe nenonpon3sBoactso. [Ipaktuueckoe mocodue / A.b. bapuxun. - M.:
Kumxnsiii mup, 2017.
2. bacakos, M.U. JlokymeHntannonnoe obecneuenue ynpasienus / M.U.bacakos. - M.: KnoPyc
menua, 2017.
3. beikora, T.A. Jlenonpou3BoactBo: YueOuuk / T.A. beikoBa, JI.B. Cankuna, JI.M. Bsoga. -
M.: Undpa-M, 2018.
4. KupcanoBa, M.B., AkcenoB, FO.M. Kypc nenompousBoactea. — M.: HMH®DPA-M;
HoBocubupck: Cubupckoe cornamenwue, 2014.
5. Ky3neunoB, M.H. JlokymeHTannoHHoe oOecrnedeHue ynpasieHus. JlOKyMEHTOOOOpOT u
JIeNonpou3BoACcTBO: YueOHuK u npaktukyM / M.H. Ky3nenos. - Jlro6epist: FOpaiit, 2016.
6. Kysuenos, M.H. [lenonpousBoacto: YuebHno-cnpaBounoe nocoodue / M.H. Ky3unenos. - M.:
Hamxkos u K, 2016.
7. Kyrymea, T.B. [lenonpousBonactBo: yuedbnoe nocobue / T.B. Kyrymesa. - Pu//l: ®enuke,
2018.
[Tanacenko, FO.A. [/lenonpou3BoAcTBO: JTOKYMEHTALMOHHOE O0ecIIeyeHne yIpaBieHus: YyeOHoe
noco6wue / FO.A. [Tanacenxko. - M.: U1l PUOP, HUL] UH®PA-M, 2013.
8. PymbinuHa, JILA. JlokymeHTanmonHoe obecneuenue ynpasienus. — M., OUL| «Akanemusy,
2014.
3.2.2. DeKTpPOHHBbIE N31aHUS (31eKTPOHHbIE Pecypchl)
1. Kynéga, E.lIO. JlokymeHTanioHHOe oOecriedeHue ympasieHus. — M., Akagemus — Menaua,
2014.
2. ITwenxo, A.B., loponuna JI.A. u np. JlokyMeHTallMOHHOE obecrieueHue ynpasieHus. — M.,
Axkanemust —Menana, 2015.
CnpaBouHas nipaBoBasi cuctema «KoHcynpTanT mutroc»: http:// www.consultant.ru
CnpaBounas cucrema «l apanT». http://www.aero.garant.ru
3.2.3. lonoTHUTEIbHbI€ HCTOYHHKHU
1. XKypnan «/lenonpousBoacTBO».
2. Kypnan «Cexperapckoe J1enom.
3. XKypHan «YmnpaBieHue nepcoHarIoMm.
HopmaTuBHbIEe JOKYMEHTBI:
1. ®enepanpubiit  3akoH  "OO snekTpoHHoM moamucu" ot 06.04.2011 N 63-@3.
O®enepanbhbiii 3akoH "OO0 uHopmanuu, HWHOOPMALMOHHBIX TEXHOJOTUSAX M O 3alluTe
uHpopmanun" ot 27.07.2006 N 149-D3
2. TOCT P 7.0.8-2013. HatmonayeHeI# cTanmapt Poccuiickoit @eneparuu. Cuctema CTaHIapTOB
1o uHQpopMau, OUOINOTEYHOMY U U3aTeIbCKOMY Aemy. [lenonpons3BoCcTBO U apXUBHOE JETIO.
Tepmunsbl u onpenenenus (yrB. Ilpukazom Poccranmapra ot 17.10.2013 N 1185-c1)
3. TOCT P 6.30-2003. YauduuupoBaHHas cucTemMa JOKyMeHTaluu. Y HU(PUIIUPOBaHHAs CUCTEMa
OpraHU3alMOHHO-PACTIOPAAUTENBbHON ToKkyMeHTaluu. TpedoBanre kK 0hOpMIECHHUIO TOKYMEHTOB.
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YTBepxkaeH mnocraHoBieHueM I'occranmapra P® or 03.03.2003 Ne65-ct. — M.: Uszn-Bo
cranaaptos, 2003.
4. TOCT P 7.0.97-2016. YaudunupoBaHHass CUCTeMa MAOKYMEHTAIMH. YHHUPHUIHMPOBAHHASL
cUCcTeMa OpraHU3allMOHHO-PACTIOPSIIUTENILHOW JOKYMEHTalMu. TpeboBaHue K O(OPMIICHUIO
JIOKYMEHTOB.

4. KOHTPOJIb ¥ OIEHKA PE3YJbTATOB OCBOEHUSI YYEBHOH

TACIHATITAHBI

Pesynomamut 06yuenus

I(pumepuu OUEHKU

Memoowt oyenku

CTPYKTYpPY IUIaHa AJId pCHICHUA 3a1a4;
MOPAAOK OLUCHKHU PE3YJIbTATOB PCIICHUA
3aJa4 HpO(beCCI/IOHaHBHOﬁ ACATCIIBHOCTH

coJiepKaHUE aKTyaJlbHOM HOPMaTUBHO-
[IPaBOBOM JOKYMEHTALINH;
COBpEMEHHAs Hay4YHas U

OCHOBBI HpOGKTHOI\/’I JCSTCIBbHOCTH,
0COOEHHOCTH COINUAJIBHOTO U KYJIbTYPHOT'O

COBpPEMEHHBIE CPEJICTBA U YCTPOHCTBA
nH(pOpMaTH3aLNY;

pelleHus 3a1ay;
MOHUMAaHUE MOPsIKa
OLICHKH PE€3yJIbTaTOB

uHpOpMaLUU U
PECYPCOB JUIS PEIICHUS
3aj71a4 ¥ npooJieM B

npodeccruoHanbHas TEPMUHOIOTUS; Ipo¢eCCHOHATBHOM
BO3MOJKHBIE TPACKTOPHH U/UIH COLUAIIBHOM
npo(ecCUOHATBHOIO Pa3BUTHS U KOHTEKCTE;
caM000pa30BaHUs OpPHEHTHPOBAHHE B
NICUXOJIOTUYECKHE OCHOBBI JIEATEILHOCTH aKTyaJIbHOM
KOJIJIEKTHBA, ICUXOJIOTHYECKHE HOPMaTHBHO-IIPaBOBOM
0COOEHHOCTH JTUYHOCTH; JOKYMEHTAINH;

COBPEMEHHOHN Hay4YHOUI
1 TpoeCCHOHATTEHON

KOHTEKCTa; TEPMUHOJIOTUY;
npaBuia OPOpPMIICHHS JOKYMEHTOB U ITIOHUMaHUe
MTOCTPOEHHUSI YCTHBIX COOOIIECHU; MICUXOJIOTMYECKUX
IPaMOTHO U3JIaraTb CBOM MBICIH U OCHOB JIEATEIILHOCTH
0QOpMIIATH TOKYMEHTHI 110 KOJUICKTHBA,
npodeccCHOHATBLHON TeMaTHKE Ha MICUXOJIOTHYECKUX
rOCYZAapCTBEHHOM SI3bIKE, ITPOSIBIIATH ocobeHHoCTEN
TOJIEPAHTHOCTH B pabOYeM KOJIJICKTHUBE, JUYHOCTH;

BJIa/ICHUE 3HAHUSIMU
OCHOB pa0OTHI €
JIOKYMEHTaMH,

YcBOeHHBIE 3HAHUS pacro3HaBaHue Onenka
aKTyaJbHbIA MPO(eCCHOHATBHBIN 1 aJITOPUTMOB pe3yabTaToOB
COLIMANIbHBII KOHTEKCT, B KOTOPOM BBINOJIHEHUS padoT B BBIITOJIHEHUS
MPUXOJUTCS PabOTATh U KUTH; npodeCcCHOHATBLHON 1 IPAKTUYECKUX
OCHOBHBIE HCTOYHHUKH HH(POPMALUU U CMEKHBIX 00JI1aCTSX; pabor.
PECYPChI I pCIICHUA 3a1a4 U HpOGHeM B OIIPEICIICHUEC METOJI0B
po¢eCCHOHATIBHOM H/UJIH COLIMATbHOM paboThI B Orenka
KOHTEKCTE; npodeCCHOHATBLHON BBIIIOJIHEHHUS
aNrOpUTMBI BEIIIOJIHEHHS paboT B CMEXHBIX chepax; CaMOCTOSITENIbHBIX
po(ecCHOHATEHON M CMEKHBIX 00J1ACTAX; | BBIOOD OIpEIeICHHE pabor.
MeTo/1bl paboThI B IPO(HEeCCHOHAIBHON 1 ONTUMAJIHON

CMEXKHBIX chepax; CTPYKTYpHI IJIaHa [ Tecr.

YcTHbIM onpoc.

HOMEHKJIaTypa HHPOPMAIIMOHHBIX pelenus 3a1a4 ITrcsMeHHBIIH
UCTOYHUKOB, IPUMEHACMBIX B npodecCHOHaTBHON ompoc.
poeCCHOHATTLHOMN IeATELHOCTH; JESITEIbHOCTH,

NPUEMBI CTPYKTYPHPOBaHKS HHPOPMALUK; | BEIGOp HaubosIee

dbopmaT opopMIIEHHUS PE3YIbTATOB TOUCKA | ONTUMAJIBHBIX

uHbOpMaLN HCTOYHUKOB




HOPSAAOK UX IPUMEHEHHUS U IPOrpaMMHOE
obecrieyeHre B MpohecCuoHaNbHOM
NesITeIbHOCTH;

IpaBUJIa MOCTPOSHHSI MIPOCTHIX U CIIOKHBIX
IIPEUI0KEHUH Ha Tpo(ecCuOHaNbHbIE
TEMBI;

OCHOBHBIE 00LIEYIOTPEOUTENbHBIE II1arobl
(ObrTOBast ¥ podeccroHaIbHAs JEKCHKA);
JIEKCUYECKUI MUHUMYM, OTHOCSIIUNCS K
OIHMCAHUIO IIPEIMETOB, CPEACTB U
IIPOLIECCOB NMPO(EeCcCHOHAIBHOM
NesTeIbHOCTH;

0COOEHHOCTH MPOU3HOILEHMS;

MIpaBUJIa YTEHUS TEKCTOB
1po¢eCCHOHATILHON HANIPABIEHHOCTH
o01mue TpeboBaHMs K OyXTanTepcKoMy
y4YeTy B YaCTH JJOKYMEHTHPOBAHUS BCEX
XO3SIICTBEHHBIX JICUCTBUI U ONIEPALIHIL;
MOHSATHE TIEPBUYHON OyXranTepcKo
JOKYMEHTAI1H;

OTIpeJIeJICHUE TTEPBUYHBIX OyXTaITePCKUX
JOKYMEHTOB;

(OpMBI IEPBUYHBIX OYXTalTePCKUX
JIOKYMEHTOB, COJIepKallluX 00s3aTelbHble
PEKBU3UTHI IEPBUYHOTO YUETHOTO
JOKYMEHTa;

MOPSIOK IPOBEICHUS MPOBEPKH TTEPBUUHBIX
OyXraJaTepcKux JTOKYMEHTOB, (OpMaIbHOM
MIPOBEPKH JJOKYMEHTOB, ITPOBEPKH I10
CYIIECTBY, apu(hMETHUECKOM TPOBEPKH;
MIPUHIUIIBI ¥ TPU3HAKH TPYTITAPOBKA
MEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB;
MOPSIIOK TTPOBEICHUS TAKCUPOBKH U
KOHTHPOBKH MEPBUYHBIX OYXTaJITEPCKUX
JTOKYMEHTOB;

MOPSI0K COCTaBJIEHUS PETUCTPOB
OyXrajaTepckoro y4era;

IIpaBUJIa U CPOKHU XPAHEHHs TEPBUYHON
OyXTalTepCKON JOKYMEHTAIUH.

MOJATOTOBKU YCTHBIX U
MUCHhMEHHBIX
COOOIIEHHH;

3HaHUE OCHOB
KOMIIBIOTEPHOI
IpPaMOTHOCTH;

3HAaHKE TIPABUII
HAITUCAHUS U
MIPOU3HOIICHHUS CJIOB, B
T.4. 1
npodeccuoHanbHOM
JICKCHKH.

3Hanue hopm
MEPBUYHBIX
OyXTalTepCKUX
JIOKYMEHTOB,
COJIepKaHUs TaKOH
JOKYMEHTAIIH,
MOHUMaHue crenuduku
paboThI ¢ IEPBUYHBIMU
OyXranatepckuMu
JIOKyMEHTaMHU.

OcBoeHHBIC YMEHHA !

pacro3HaBaTh 3a/1a4y W/WiIH npodiemy B
podeccHOHaNbHOM H/UIN COLIUAIIEHOM
KOHTEKCTE; aHAJIM3UPOBATh 3a7ady W/WIN
npo0JieMy U BBIAETATH €€ COCTaBHbIC YacTH;
OIPEAETIATH STAlbl PEIICHHS 33/1a4H;
BBISIBIIAATH M 9 PEKTHUBHO UCKATh
MHPOPMALINIO, HEOOXOAUMYIO ISl PEIICHUS
3a7a4u W/ UK IPOoOIeMBbl;

COCTaBUTH IUIaH ACHCTBUS; OTPENICITUTh
HE00XO0IMMBIE PECYPCHI;

BJIaJICHHE aKTyalbHBIMU
MeTOJIaMH pabOThI B
npodeccuoHaNbHON 1
CMEXHBIX chepax;

s pexTHBHOE
BBISIBIICHHE U TIOUCK
uHpopManu,
COCTaBJICHHE
ONTUMAJILHOTO TUIaHa
JIEeUCTBUH, aHAIIN3
HEOOXOIUMBIX JUISI
BBITTOJTHEHUS 3a/IaHUS,

pecypcos;

OneHka
pe3yIIbTaTOB
BEITIOJTHEHHS
HpaKTI/I‘IeCKI/IX
pabor.

OrneHka
BBIITOJTHCHU ST
CaMOCTOSTEIIbHBIX
pabor.

Tecr.




BJIAJIETh aKTyaJlbHBIMH METOIaMHU pabOTHI B
npodeCCUOHATBHOM U CMEXHBIX cepax;
peanu30BaTh COCTABIICHHBIN TUIAH;
OLIGHUBATh PE3YyJbTAT U MOCIEICTBUS CBOUX
JIeHCTBHH (CaMOCTOSTENILHO HIIA C TIOMOIIBIO
HaCTaBHHKA)

OTIPENIeINIATH 3a/1a41 AJIS TIOMCKa HH(POpMAIINH;
OTIpeeNIATh HeOOXOAMMbIE UCTOUHUKHU
nHpOpMaInH;

IUTAHUPOBAThH MPOIIECC TTOMCKA;
CTPYKTYpUPOBATh MOTYYAEMYIO
nH(pOPMALHIO;

BBIICTISITH HaOOJIee 3HAUUMOE B IIEpEUHE
nHpopMaIuy;

OLICHMBATh NPAKTUYECKYIO 3HAYUMOCTb
pe3yIbTaTOB MOUCKA;

o(opMIIATH pe3ynbTaThl MOUCKA

OIIPENEINIATh AKTYaJIbHOCTh HOPMATHBHO-
NPaBOBOM JIOKYMEHTAIIUH B
npodecCUOHATIBHON NesITeTbHOCTH;
MPUMEHSITH COBPEMEHHYIO HAYYHYIO
po(hecCHOHATBHYIO TEPMHHOJIOTHIO;
OIIPEICIISATh U BHICTPAUBATh TPACKTOPUH
po(hecCHOHATBLHOTO Pa3BUTHS U
camoo0pa3zoBaHus;

OpTaHU30BHIBaTh Pa0OTYy KOJIJICKTHBA U
KOMaH/Ibl; B3aUMO/ICHCTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KIINEHTAMH B XOJIE
npogecCHOHATBHOM JesITeNbHOCTH,
IpaMOTHO M3J1araTth CBOU MBICIH U 0(pOpMIISTH
JIOKYMEHTHI 110 TTPO(heCCHOHATBHOM TEMATHKE
Ha FOCYJIapCTBEHHOM SI3bIKE, MPOSIBIISTH
TOJIEPAHTHOCTH B pabodeM KOJIJICKTUBE,
MPUMEHSTH CPEJCTBa HHPOPMAITHOHHBIX
TEXHOJIOTHIA JJIsl PEIICHUS
npodeccHOHaNIbHBIX 3a/1a4;

UCTIOJIB30BaTh COBPEMEHHOE ITPOrPaMMHOE
obecrieueHne

MOHUMATh OOIIUN CMBICIT YETKO
MIPOM3HECEHHBIX BBICKAa3bIBAaHHIA HA
M3BECTHBIE TeMBI (PO ecCHOHAIbHbIE U
OBITOBBIE), MOHUMATH TEKCTHI HA 0A30BbIC
npoeccHoHaIbHBIC TEMBI;

y4acTBOBAaTh B IMajorax Ha 3HAaKOMbIE O0IIHe
U Ipo(hecCHOHAIbHBIE TEMBI;

CTPOUTH MPOCTHIE BHICKA3BIBAHUS O ce0e U O
cBOei mpodeccnoHanbHON AESITENbHOCTH;
KpaTKO 00OOCHOBBIBATh U OOBSCHUTH CBOU
JecTBUS (TEKYLIHE U IIAHUPYEMBIE);
MUCATh MPOCTHIC CBSI3HBIE COOOIICHUS Ha
3HAKOMBIE MJTU HHTEPECYIONTHIE
npodeccroHambHbIC TEMBI,

MIPUHUMATH TIPOU3BOJIHHBIC IEPBUYHBIC
OyXrajaTepckue TOKYMEHTHI,

OCYIIIECTBIICHUE
HCCIIeI0BATEIbCKOM
JIeSITCIIbHOCTH,
MPUBOJISIIIEN K
ONTUMATBHOMY
pe3ynbTaTy;
JIEMOHCTpALHS
THOKOCTH B OOILIEHHH C
KOJIJIETaMHU,
PYKOBOJICTBOM,

MO TYMHCHHBIMH 1
3aKa3uuKaMu;
MIPUMEHEHUE CPEACTB
UH(POPMAIIMOHHBIX
TEXHOJIOTUHN IS
pelieHus

PO eCCHOHATBHBIX
3a/1ad4;

s dexTHBHOE
HCIIOJIb30BAHUEC
COBPEMEHHOTO
IPOrpaMMHOTO
o0ecIeUYCHHS;

KpaTKO U YETKO
(bopMyIupOBaTh CBOU
MBICJIU, U3JIaraTh UX
JIOCTYITHBIM JIJIsI
MMOHMMAaHUS CII0CO00M;
sa¢dekruBHas padboTa ¢
MIePBUYHBIMHU
OyXxranatepckuMu
JIOKyMEHTaMHU

YcrTHbIi onpoc.

ITuceMeHHEbIN
omnpoc.




paccmaTpuBaeMble KaK MUCbMEHHOE
JI0Ka3aTeJIbCTBO COBEPILCHUS X03HCTBEHHON
orepaly WiK MOJIy4eHUe pa3pelieHns Ha ee
IIPOBEICHUE;

MIPUHUMATh IEPBUYHBIE OyXraiaTepcKue
JIOKYMEHTBI Ha OyMa)KHOM HOCHUTEIIE U (WIH) B
BUJIE JIEKTPOHHOTO JIOKYMEHTA,
MOJIMMCAHHOTO 3JIEKTPOHHOW MOIHCHIO;
MIPOBEPATH HAJIMUUE B IPOU3BOIBHBIX
MEPBUYHBIX OYXTaJITEPCKUX JTOKYMEHTAX
00s13aTeIbHBIX PEKBU3UTOB;

MIPOBOJIUTH (DOPMATBHYIO POBEPKY
JOKYMEHTOB, IPOBEPKY I10 CYILIECTBY,
apu(METUYECKYIO IPOBEPKY;

IIPOBOJAUTH IPYIIIUPOBKY IEPBUYHBIX
OyXranTepcKux JOKyMEHTOB MO PALY
MIPU3HAKOB,;

MIPOBOJIUTH TAKCHPOBKY M KOHTHPOBKY
MEPBUYHBIX OYXTaJITePCKUX JTOKYMEHTOB;
OpTraHU30BBIBATh JJOKYMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIAType A€,

3aHOCUTDH JAaHHBIC IO CIPYHIIMPOBAHHBIM
JIOKYMEHTaM B PETUCTPBI OyXIrajaTepcKoro
yueTa;

nepeaaBaTh NepBUUHbIE OyXTaJaTepcKue
JOKYMEHTBI B TEKYIIUH OyXTraaTepCcKuii
apXWB;

nepeaaBaTh MepBUUHBIC OyXTaaTepCKue
JOKYMEHTBI B TIOCTOSTHHBII apXUB 110
HCTEYCHUU YCTAaHOBIIEHHOTO CPOKA XPaHEHUS;
HCIIPABJIATH OIINOKH B MEPBUYHBIX
OyXraJTepcKuX TOKYMEHTax;




