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1. OBIIASI XAPAKTEPUCTUKA PABOYEN IMPOI'PAMMBbI YYEBHOM JUCIHUILIVHBI
JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

1.1. MecTo AucuMIIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOI IIPOrpaMMBbl

VYyeOHass naucuuiuinHa J{OKyMEHTallMOHHOE OOEeCHeueHUEe YIPaBICHUS SIBISIETCA
00s3aTenbHOM  4YacThi0  00mIEeNpPO(ecCHOHANBFHOTO  IIMKJIa OCHOBHOWM  00pa3oBaTeinbHON
nporpammbl B cootBercTBUUM ¢ DPI'OC CIIO no cnemumansHoctn 38.02.01 DkxoHOMHKA H
OyXxranTepckuid yueT (1o oTpacisaMm).

Vuebnas mucuurmumnaa OIL11  JlokymMeHTanmmoHHOe  oOecreueHrne  yIpaBJICHHS
oOecrnieunBaeT (GpopMupoBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIMH MO BCEM BHJaM
nesrenabHocTy PI'OC CIIO no cnenuansHocTH 38.02.01. DxOHOMHKA M OyXTaJTEpCKUN ydeT
(mo otpacisam). Ocoboe 3HaUEHUE TUCHUIUIMHA UMeeT npu ¢popmupoBanuu u passutuu OK 01,

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

Kox OK DopMyTHPOBKA KOMIIETCHIIUH
OK 1 BriOupath crioco0bl pemenus 3a1a4 npodecCHoHaIbHON AeATEIbHOCTH TPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM
OK 2 Hcnonb30BaTh COBPEMEHHBIE CpPEACTBA IIOMCKA, aHalvd3a W HWHTEpIpeTauu

uHpopManuy, W UHPOPMAIMOHHbIE TEXHOJOTMM JUISI BBINOJHEHHS 33134
Ipo¢eCCUOHATILHOM 1€ TEIbHOCTH

OK 3 [TnaHnupoBaTh U peaar30BBIBATH COOCTBEHHOE NMPO(eCcCHOHATBHOE U IMYHOCTHOE Pa3BUTHE,
MPEITPUHUMATENLCKYIO JCSITEILHOCTh B MPO(eCCHOHANBHOHN cdepe, UCTIOIh30BaTh 3HAHHUS
I10 TIPaBOBOH M (PHHAHCOBOM IPAMOTHOCTH B Pa3INIHBIX JKH3HEHHBIX CUTYAIIHAX

OK 4 D@ deKkTHBHO B3aUMOIEHCTBOBATh U PA0OTATh B KOJJIEKTUBE M KOMAaH/IE

OK 5 OCylIEeCTBISITh YCTHYIO M IHMCbMEHHYIO KOMMYHHUKALMIO Ha IOCYAApCTBEHHOM
s3pike  Poccmiickoit ®enmeparuu ¢ ydeToM OCOOCHHOCTEH COIMAIBHOTO U
KyJIbTYPHOI'O KOHTEKCTA

OK 6 [IposiBAATE rpakIaHCKO-NATPUOTUUYECKY0 MO3UIMI0, JIEMOHCTPUPOBAaThH OCO3HAHHOE
MMOBCACHUC Ha OCHOBE TpaJUIIMOHHBLIX pOCCHﬁCKHX AYXOBHO-HPaBCTBCHHBIX HeHHOCTei/‘I, B
TOM YHUCJIE C YYETOM TapMOHU3ALKUHA MEKHAIIMOHAIBHBIX U MEXPEIUTHO3HBIX OTHOILIECHUH,
OPUMEHSTH CTAHAAPTHI AHTUKOPPYILIUMOHHOTO MOBEICHUS

OK 7 CopelicTBOBaTh  COXPAHEHUIO  OKpY’KaIOLEH  Ccpefbl, pecypcocOepexeHuro,
NPUMEHATh 3HaHMA 00 W3MEHEHMM KIuMara, NPUHIUIBI  OepexINBOro
MPOM3BOACTBA, 3 (HEKTUBHO ACHUCTBOBATH B UPE3BBIYANHBIX CUTYAIHIX

OKS8 Hcnonb3oBath cpeacTBa GU3NUECKOH KyJIbTYpPHI AJISl COXPaHEHUS M YKPETUICHHS 310POBbsI
B Tpolecce Npo(hecCHOHAIbHON AEATENFHOCTH M MOJACPKaHHS HEOOXOAWMOIO YPOBHS
(u3nuecKol TOATOTOBICHHOCTH

OK9 [Monw3oBaThCst MpodecCHOHANBEHON JIOKYMEHTAI[Ue Ha TOCYJApCTBEHHOM M WHOCTPAaHHOM
SI3BIKAX

1.2. Heap u niiaHupyeMblie pe3yJIbTaThbl 0CBOCHUSI A CUMIIIMHbBI




B pamkax nmporpaMmsbl yueOHOM JUCHUIUIMHBI 00YYalOMIMMUCS OCBAaUBAIOTCS CIEIYIOLIHE

YMCHUA U 3HAHUSA

Kon YMmenus 3HaHUs

[IK, OK

OK 01 pacrno3HaBaTh 3a/1a4y W/UiIu aKTyaJIbHBIN NpoQeccuOHANbHBIN U
podaeMy B IpodhecCHOHAIBHOM COLIMAJIbHBINA KOHTEKCT, B KOTOPOM
W/WIIN COLMAIbHOM KOHTEKCTE; HNPUXOAUTCS paboOTaTh U )KUTh; OCHOBHBIE
aHaAJIM3UPOBATh 3a/1a4y U/ WU UCTOYHUKU UH(POPMALIUU U PECYPCHI IS
npo0JeMy U BBIIEIATh €€ COCTaBHbIE | pellleHHs 3a/1a4 U MpolsieM B
YaCTH; ONPEJEIATh dTaMbl PEIIeHUs npo¢eCCHOHATBHOM H/MITH COIMAIbHOM
3aJ1auu; BBISBIATH U 2PPEKTUBHO KOHTEKCTE;

UCKaTh HH(OPMAIIHIO, HEOOXOIUMYIO | alNTOPUTMBI BHIITOTHEHHS PadoT B

JUTSL PEeUICHUS 3a7a9 W/ UITH poQeCCHOHATBFHON B CMEKHBIX 00JIaCTAX;
pOo0JIEMBI; MeTO]Ibl paboThI B MPO(HECCHOHATEHOM U
COCTaBUTH IUIaH JAEUCTBUS; CMEXHBIX cepax; CTpYKTypy IJIaHa s
OIpeNIeIUTh HEOOXOUMBIE PECYPChI; | peIlleHUs 3a/1a4; MOPAA0K OLIEHKH
BJIaJIETh aKTyaJIbHBIMU METOJIAMU pe3yJIbTAaTOB peIIeHUs 3a/1a4

paboThI B poheCCUOHATBHON U npodecCHOHATIBHOM 1 TeNbHOCTH
CMEXHBIX c(hepax; peann3oBaTh

COCTaBJICHHBIN IIJIaH; OLICHUBATh

pe3yJIbTaT U MOCJIEICTBUS CBOUX

JIEACTBHI (CaMOCTOSITEIHHO UJTH C

MTOMOIIIbIO HACTABHUKA)

OK 02 OTpeNieNATh 3a7auu JUIsl TIOUCKA HOMEHKJIaTypa MH(MOPMALIMOHHBIX
UH(POPMAaLINK; ONIPEIEIIATh UCTOYHUKOB NPUMEHSEMBIX B
HE00XO0/IMMbIE HICTOUHUKHU npodecCHOHATIBLHOMN J1eTeNbHOCTH;
MH(OPMAaLINK; TNIAHKPOBATh NPOLIECC | MPUEMBI CTPYKTYpPUPOBaHUS HHPOPMALINH;
MIOWCKA; CTPYKTYPHUPOBATh dopmar opopmieHHs pe3yIbTaTOB MOUCKA
MOJTy9aeMyto HH(POPMAITHIO; uHpOpMAITUU
BBIJIETISATH HanoJiee 3HaYMMOe B
nepevyHe HHPpOpMaluK; OLEHUBATh
HPaKTUYECKYI0 3HAUUMOCTh
pe3yJIbTaTOB MOKMCKA; 0POPMIIATH
pe3yJbTaThl OUCKA

OK 03 OIpEEIATh aKTyaJIbHOCTb coJiep’KaHue aKTyaJlbHOM HOPMAaTHBHO-

HOPMAaTUBHO-IIPaBOBOU
JIOKYMEHTalMU B PO eCCUOHATbHON
JeSITEIbBHOCTH; IPUMEHSITh
COBPEMEHHYI0 HAyYHYIO
npodeCCHOHATIBHYI0 TEPMHUHOJIOTHIO;
OIPEJEIIATh U BBICTpauBaTh
TPaeKTOPUH NMPO(PEeCCHOHATBHOTO

NPaBOBOW JOKYMEHTAIMH; COBPEMEHHAs
HayyHasi ¥ poQeccuoHaIbHas
TEPMUHOJIOTHSI; BO3MOKHBIC TPACKTOPHH
poeCCHOHAIBHOTO Pa3BUTHUS U
camo0o0pa3zoBaHus




pa3BUTHA U CAMOOOPa30BaHHS

OK 04 OpPraHu30BBIBATH PA0OTY KOJUIEKTHBA | IICUXOJIOTUYECKHE OCHOBBI JICATEIIEHOCTH
Y KOMaH/1bl; B3aMO/IEWCTBOBATH C KOJUIEKTHBA, ICUXOJIOTMYECKHE
KOJIJIEraMH, PYKOBOJCTBOM, 0COOEHHOCTH JINYHOCTHU; OCHOBBI
KIIMEHTaMH B X0JIe MIPOEKTHOM J1eATeIbHOCTH
npodecCuoHaNbHON e TENbHOCTH

OK 05 IPaMOTHO M3J1araTb CBOM MBICIIU U 0COOEHHOCTH COLIMATIBHOTO U KYJIBTYPHOTO
0(pOPMIIATH TOKYMEHTHI I10 KOHTEKCTa; IpaBuiia opopmieHus
npodeccuoHaIbHON TeMaTHKe Ha JIOKYMEHTOB U IIOCTPOEHUS YCTHBIX
roCy/1apCTBEHHOM SI3bIKE, IPOSBIATh | COOOILIEHUI
TOJIEPAaHTHOCTH B paboyemM
KOJJIEKTHBE

OK 06 MIPOSABIIATH TPAKIAHCKO- CYIIHOCTb I'PaKJaHCKO-ITATPUOTUYECKOU
NaTPUOTHYECKYIO MTO3ULMIO, NO3ULUH, TPAJAULMOHHBIX
JIEMOHCTPUPOBATh OCO3HAHHOE 00111€4eIOBEYECKUX [IEHHOCTEH, B TOM
IIOBE/ICHNE Ha OCHOBE TPAJAMLIMOHHBIX | YHUCJIE C YUETOM rapMOHU3ALIUN
POCCHUHCKHX TyXOBHO-HPABCTBEHHBIX | MEXHAIIMOHAIBHBIX U MEXPEIUTHO3HBIX
LIEHHOCTEH, B TOM YHUCJIE C YYETOM OTHOILLIEHHUH. CTAaHJAPTHI
rapMOHHU3alMU MEKHALMOHAJIBHBIX U | aHTUKOPPYNIIMOHHOTO MTOBEACHUS U
MEXPETUTMO3HBIX OTHOIIIECHUH, MOCIIEACTBHSI €T0 HAPYIICHHUS.
MPUMEHSATH CTaHOJAPTHI
AHTUKOPPYNLIHOHHOTO MTOBEACHHUS

OK 07 COOJII0/IaTh HOPMBI HKOJIOTHYECKOM [IpaBuna skonornyeckoit 6e30macHoCTH,
0€301acHOCTH, OPraHU30BHIBATh OCHOBHBIE pecy3pchl, 3a/1eiCTBOBAaHHbBIE B
po(heCCHOHATBHYIO IEATEIBHOCTh C | TPOGECCUOHATBHON ACSITEILHOCTH,
cOOJII0ICHHEM MTPUHIIUIIOB MPUHLIUIIBI OEPEKIMBOTO MPOU3BOJICTBA,
OepeKIJIMBOTO MPOU3BOICTBA, IIpaBuJia IOBE/ICHUS B UPE3BhIYAITHBIX
3¢ peKTUBHO AEHCTBOBATH B CUTyaIUsX.

Ype3BbIYAITHBIX CUTYAIHSIX.

OK 09 IIPUMEHSATD CPEACTBA COBPEMEHHBIE CPEICTBA U yCTPOUCTBA
MH(POPMALIMOHHBIX TEXHOJIOTUN IS UH(POPMATU3ALUY; TIOPAOK UX
pemeHust MpoeCCHOHANBHBIX 3a/a4; | MPUMEHEHUS U IPOTPaMMHOE
HCIIOJIb30BaTh COBPEMEHHOE oOecrnieyeHue B podeccrnoHalIbHON
IIPOrpaMMHOE 0OecTieyeHe JeSITEIbHOCTH

OK 10 MMOHUMATh OOIIUN CMBICIT YETKO MpaBWJIa MOCTPOCHHUS TPOCTHIX U CI0KHBIX

NPOM3HECCHHBIX BHICKA3bIBAHUN HA
M3BECTHBIE TeMblI (TTpodeccroHanbHbIe
1 OBITOBBIE), MOHUMATh TEKCTHI HA
0a30BbIe POGECCUOHATLHBIC TEMBL;
Y4aCcTBOBAThH B AXAJIOrax Ha 3HAKOMBIC
ob1re 1 mpodecCHOHAIbHBIE TEMBI,
CTPOUTH IMPOCTHIC BBICKA3BIBAHUSA O
cebe 1 0 cBoelt mpodecCuoHaTbHON
NEeSITeTLHOCTH;, KPAaTKO 000CHOBBIBATh
U OOBSCHUTH CBOM JICHCTBUS

MpeIOKEHUH Ha MpodecCHOHATbHBIC
TEMBbI; OCHOBHBIE O0IICYyNOTPEOUTEIHHBIC
ryarosibl (ObITOBast M MpohecCHoHaIbHAs
JIEKCHKA); JICKCUYECKU MUHUMYM,
OTHOCSIIIIUIACS K ONTUCAHHIO TIPEMETOB,
CPEJICTB M MPOIECCOB MPO(PEeCCHOHATTEHOMN
JeATEeIIbHOCTH; 0COOEHHOCTH
MIPOU3HOIIICHHUSI; TIPABHJIA YTEHUS TEKCTOB
podeCCHOHAIBHON HAITPaBJICHHOCTH




(TexylMe U MIaHupyeMble); MUCaTh
IIPOCTBIE CBA3HBIE COOOILIEHNUS Ha
3HAaKOMbIE UJIM UHTEPECYIOIINE
poQeCCUOHATBHBIC TEMBI

K 1.1

[IPUHUMATD [TPOU3BOJIbLHBIC
NEepPBUYHBIE OyXTalTepCcKue
JIOKYMEHTBI, pacCMaTpUBAEMBbIE KaK
MUCHhMEHHOE JI0KAa3aTeIbCTBO
COBEPILIECHHS XO35lCTBEHHOU
orepanuy Win NoJy4yeHue
pa3pelleHus Ha ee IPOBEICHUE;
MIPUHUMATH TIEPBUYHBIC
Oyxraiarepckue JOKyMEHTHI Ha
OyMa)KHOM HOCHTeJIe U (W) B BUJIE
AIIEKTPOHHOTO JOKYMEHTA,
MOJAMMCAHHOTO AIEKTPOHHOU
MOJIHCHIO;

MIPOBEPSITH HATMYKE B MPOU3BOJIBHBIX
MIEPBUYHBIX OYXTaITCPCKUX
JIOKyMEHTaX 00s3aTeIIbHBIX
PEKBU3HUTOB;

MPOBOAUTH (POPMATIEHYIO MPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(METHUECKYIO TPOBEPKY;
MPOBOANTH IPYNIUPOBKY EPBUYHBIX
OyXraJaTepCKux JTOKyMEHTOB IO PSIY
MIPU3HAKOB;

MIPOBOJIMTH TAKCHPOBKY M KOHTUPOBKY
MEPBUYHBIX OYXTaITepCKUX
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3bupaThCcs B HOMEHKIJIATYpe AT
3aHOCHUTbH JIAHHBIC TIO
CTPYNIHPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTalITEPCKOTo YUETa;
nepe1aBaTh EPBUYHBIC
OyXTaJITepCKHE TOKYMEHTHI B
TEKYIIUN OyXTaJITePCKHUI apXUB;
nepeaBaTh NEPBUYHBIC
Oyxraiatrepckue JOKYMEHTHI B
MOCTOSTHHBIN apXUB M0 UCTEYCHUH
YCTaHOBJICHHOT'O CPOKA XPaHEHUS;
UCTIPABIISATH OIMIMOKH B TICPBHYHBIX
OyXTaJTepCKUX JTOKyMEHTAX;

obmre TpeOoBaHM K OYyXTaJITEPCKOMY
Y4eTy B YAaCTH JOKYMEHTHUPOBAHMS BCEX
XO3SIMCTBEHHBIX IEUCTBUN U OIIEPALIUI;
MOHSATHE MEPBUYHON OyXTranTepcKoi
JIOKYMEHTAlUH;

oIpezie/ieHUe EPBUYHBIX OyXTaJITepCKUX
JIOKYMEHTOB;

(bOopMBbI IEPBUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB, COZIepKaIlluX 00s3aTeNbHbIE
PEKBU3UTHI IEPBUYHOTO YYETHOTO
JIOKYMEHTa;

NOPSIOK MPOBENECHUS IPOBEPKU
NEPBUYHBIX OYXTaJIITEPCKUX TOKYMEHTOB,
(dopmanbHON POBEPKU TOKYMEHTOB,
MPOBEPKH IO CYIIECTBY, apH(PMETHICCKOI
MIPOBEPKU;

MIPUHUUIIBI U IPU3HAKHA TPYIITAPOBKH
MEPBUYHBIX OYXTaNTepCKUX JOKYMEHTOB;
MOPSIIOK MPOBEJAEHUSI TAKCUPOBKHU U
KOHTHPOBKH MEPBUYHBIX OYXTaNTEPCKUX
JIOKYMEHTOB;

IIOPSIIOK COCTaBIICHUSI PETUCTPOB
OyXTraJTepCKOro y4era;

[IpaBUJIa U CPOKU XPaHEHUsI IEPBUUHOMN
OyXxrajaTepckoi JOKyMEHTAlUH;




K 1.5

TFOTOBUTH CIIPpAaBKH, OTBCTHI HA
3aIpockl, cojiepKaiiie HHPOPMAIHIo,
bopMHUpYyEMYIO B CUCTEME
OyXrajiarepckoro y4yera
obecreunBaTh COXPaHHOCTD
PErUCTpPOB OYXTanTEepCKOro yuera a0
nepenayn ux B apXuB

UCTIPABIIATH OLIMOKHU, TOMyIICHHBIE
IpY BEICHUU OyXTaJITepCKOro y4eTa,
B COOTBCTCTBHHU C YCTAHOBJICHHBIMU
[paBUIaMu

3aKOHOJATeNLCTBO Poccuiickoit
Deneparii 0 OyXraiaTepcKkoM ydere,
HaJorax u cOopax, apXuBHOM JICIIe,
COIMAIEHOM M MEIUIIMHCKOM
CTpaxOBaHHH, TICHCHOHHOM 00€CIICUCHUH,
XpPaHEHUH U U3BSATUN PETUCTPOB
OyXraiaTepcKoro yuera, rpaKaHCcKoe,
TPYIOBOE, TAMOKEHHOE 3aKOHO/IaTEIHCTBO
Poccuiickoit ®enepanuu, BHyTPEHHUE
OpTraHU3aIMOHHO-PACTIOPSIUTEILHBIC
JIOKYMEHTBI SKOHOMHYECKOTO CYOhCKTa,
periiaMeHTHPYIOIIHEe 0COOCHHOCTH
TPYIIUPOBKHU HHPOPMAIIHH,
COJIEpIKAITCICs B IEPBUYHBIX YUCTHBIX
JIOKYMEHTaX, XpaHEHHUsI JOKYMEHTOB U
3amUThl MHHOPMALIUK B YKOHOMUYECKOM
cyOBekre.




2. CTPYKTYPA U COJAEPXKAHUE YYEBHOM JUCIUILIMHBI

2.1. TpynoeMKOCTb OCBOEHMSI TUCUUIIMHBI

HanMeHoBaHUe COCTABHBIX YacTell O0bem B yacax B 1.4. B popme nmpakT.
AUCUUILVIMHBI NOAr0TOBKH
Y4eOHble 3aHATHS 34 20

CamocrosiTenbHas padora - -

HpOMe)K}ITO‘IHaH aTTeCTalmAa - -

Bcero 34 20
Bup yueOHoii paGoThbI O0bem yacoB
O01beM 00pa3oBaTeIbHON MPOrPaMMBbl YUeOHOH JUCHUTITHHBI 44

B TOM YHUCIJIC:

- TeOpeTHUeCcKoe 00yUeHIHE 14
- IPaKTUYECKUE 3aHATUA 20
MPOMEKYTOUHAsl aTTECTAIIUS JuddepeHupoBaHHbIi 3a4eT
caMocCTosATeIbHas paboTa 10




2.2. TemaTn4eckuii IJIAaH U co/lep:KaHNe y4eOHOM AUCHMILVINHBI JloKyMeHTalHOHHOe o0ecneyeHue yIpaBJIeHHUs

HanmeHoBaHue Coaepxxanue yueOHOro MaTepuaga v (P OPMbI OPraHU3ALNHU AeATeTbHOCTH 00y4aOIIUXCS O0Bem Koab!l kommeTeHnuii,
pa3/1esioB U TeM B (opmMupoBaHNI0 KOTOPBHIX
yacax CIoCcoOCTBYET 3JIEMEHT
NMPOrpaMMmbl
1 2 3

Tema 1. Conep:xanue y4yeOHOro MaTepuajia

BBenenue. OK 01, OK 02, OK 03, OK 06,

TloKyMeHT H 1.3HaueHne u coaepxaHne AUCIUTUIHHEI «J{oKyMeHTalmoHHOe obecniedeHue ynpapieHus». [lonsTie OK 09, OK 10
TEPMUHOB <«JOKYMEHT», «JOKYMEHTHPOBAaHUE», «JIOKYMEHTAIHOHHOE OOECHeUCHHE YIPaBICHUSY. 2

cucrema VYHaudukanus v cTaHAapTU3AINN YIIPABICHYECKUX JOKYMEHTOB.

AOKYMEHTAUMH

Tema 2. Conep:xanue y4ueOHOro MaTepuajia 4

Oprann3zanuoHHO-

pACTIOPSANTENbHbIE 1.Opraam3aniioHHbIe JOKYMEHTHI — YCTaB, yUpeauTelbHbIe JOTOBOP, IMOJNIOKEeHNE. PaciopsaauTenbpHbIe
JOKYMEHTBI — IIPHUKa3, pacrlopspkeHUe, yKa3aHue, TOCTAaHOBIICHUE, PEIIeHNe, WHCTPYKIHS, TMPOTOKOI.

AOKYMEHTRI 2.CripaBo4HO-UHPOPMAIIIOHHBIE JOKYMEHTHI: CIIy)KeOHas 3amucka, OOBSICHUTENbHAs 3alMCKa, akT,
CHpaBKa, CIIy)KeOHbIE IHChMa OK 01, OK 02, OK 04, OK 05,
IpakTuyeckoe 3ausTue 1. CocraBneHwe W oQopMIICHHE paCIOPSDKEHUS, OOBICHUTENFHOW U 2 OK 09, OK 10, ITIK 1.1
JOKJIQZHOM 3aIICKH.
IIpakTnyeckoe 3anaTue 2. CocraBieHue U opOpMIICHUE CIYy>KEOHOH 3alHMCKH, OOBSICHUTENBFHON U 2
JOKJIQIHOM 3aIHCKH, CITyKEOHBIX TTHCEM.
CamocrosiTeabHasi padora. Mcnons3yst HHOPMAaLMOHHO-TIPABOBYIO cucTeMy H VHTEpHET pecypchbl
COCTaBUTH 0030p CYIIECTBYIOIIUX IIa0JIOHOB IOKYMEHTOB JJISi JOKYMEHTHPOBAHUS YIPaBICHUECKON 4
JEeSITETbHOCTH.

Tema 3. Copaep:xanne yueOHOro MaTepuasia

Kanposas —

NoKRyMeHTAIHS 1.JlokyMeHTHpOBaHHE TPYIOBBIX TpaBooTHomeHWH. CoctaB ©  OCOOEHHOCTH  O(opMIICHUS )
JOKYMEHTOB TI0 JJHYHOMY COCTaBY.
2.KomruiekToBanue Ju4HOTO Jnena. ABTtoOuorpadus. Pestome. 3asBiieHue o mpueme Ha padoTy. OK 02, OK 04, OK 05, OK 09,
[TprKaspl 110 ITMYHOMY COCTaBY. OK 10
IMpaxkTuyeckoe 3ansaTue 3. OpopmiIeHHE TPHUKA30B I10 JIHIHOMY COCTABY. 2
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IpakTnyeckoe 3ansitue 4. OpopmieHne CrIpaBoK, JOKIATHON U CITy>)KeOHOM 3alTUCKH, aKTa. 2
[pakTnyeckoe 3ansaTue 5. OdopmiieHHe TPYAOBOrO IOroBopa, MpHKa3a O NpuUeMe Ha padoTy, 2
odopmIleHHE TPYJOBON KHIKKH.
Tema 4. Coaep:kanue y4eOHOT0 MaTepHuaja
JlorosopHo- 1.ITonsitusa norosopa. Buibl 10roBopos. 2
npasoBast 2.IlpaBuna odopmileHHs IPETEH3UOHHBIX MTUceM. DOPMYIISIp UCKOBOTO 3asiBJICHUS, TPEOOBAHUS K €ro 0105
JOKYMEHTAIHUS oopmrnennto 0 R
IpakTuyeckoe 3ausaTue 6. OGopmieHHe JOroBoOpa KyILTH-TIPOIAKH 2 OK 09, 0K 10
MpakTnyeckoe 3ansitue 7. OGopMIICHUS IPETEH3NOHHBIX TUCEM, MCKOBBIX 3asBJICHHM. 2
Tema S. Copaep:xanne yueOHOro MaTepuasia 2
Housitue OK 01, OK 02, OK 04, OK
1.C 78 i
OKYMEHT00GOpOT, OCTaB M y4eT 061>eMva I[OKyMeHTOO6£)pOTa npeanpuatuid. OpraHu3aius padoThl ¢ BXOISIICH, 05,0K 07, OK 09, OK 10, TIK
WCXOASIIEH U BHyTpEeHHEeW TOKyMeHTauuen 1.1
peracTpanus 2. ba3pl pmaHHBIX AN XpaHeHHs OOKyMeHToB. Pabora ¢ 3ampocamu. PaboTta ¢ 3neKTpOoHHBIMH
AOKYMCHTOB JIOKYMEHTaMU.
IIpakTuyeckoe 3ausTHe 8. PaboTa ¢ 3JeKTPOHHBIMU JTIOKYMEHTAMHU. 2
CamocrosiTtesibHasi padora. Vcrnons3yst HHGOPMAITMOHHO MPaBOBYIO cucTeMy U MHTEpHET pecypchl OK 01, OK 02, OK 04, OK
COCTaBUTH 0030p MPOrpaMMHBIX PELICHUH IJIs1 BEACHHS HOKYMEHTOOOOpOTa C MepevyHeM (pyHKIMH, 4 05, OK 09, OK 10, TIK 1.1
KOTOpBIE IporpamMma peanuzyer. CocTaBUTh TabJIHIy CPaBHUTEIFHOTO aHAIHM3a TPOTPaMM.
Tema 6. Conep:xanue y4eOHOro MaTepuajia
Opranuzanus OK 01-05,
omepaTHBHOTO 1 1.Homenknatypa nen. MaauBHyansHbIe, CBOJAHBIE, TPUMEPHBIC M TUITOBBIE HOMEHKJIATYPHI JIEI. > OK 09, OK 10,
2.1loarotoBka W TOPSAOK TepeAayd Jel B apXuB. 3aKOHOAATENbHBIE aKThl W HOPMATHBHO- IIK 1.1, TIK 1.5
ApXHBHOTO METOJUYECKHE JOKYMEHTHI 110 apXUBHOMY XPaHEHHIO IOKYMEHTOB.
XpAHCHNS MpakTnyeckoe 3ansiTue 9. CocraBneHue u 0popMICHHE HOMEHKIIATYPHI A€
JIOKYMEHTOB P ) p yp : ) OK 01-05,
OK 09, OK 10, IIK 1.1
[pakTuueckoe 3ausaTue 10. (uddepenimporannslii 3aueT B popMe KOHTPOIBHOHN paboThI 5 OK 01-05,
OK 09, OK 10, IIK 1.1
CamocTosiTeJibHas padoTa. Mcmons3yss nHOOPMAIIMOHHO MPaBOBYIO cHCTeMy M MHTEpHET pecypchl OK 01-05,
p Yy P P y y PHCT peCyp
COCTaBUTh 0030p THUMOBBIX HOMEHKJIATyp Jein. CocTaBUTh TaOJMIly CPaBHHUTEIBHOTO aHAIHM3a 5 OK 09, OK 10,
HOMEHKJIATyp Jiedl. K 1.1
Bcero: 44
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3. YCJIOBUS PEAJIM3AIIAU ITIPOTPAMMBI YYEFHOU JJUCHUTLJIAHBI

3.1. lns peanuzanuyl nporpaMmbl y4eOHOW AUCIUTUIMHBI IPEAyCMOTpPEHA!

VYyeOHass ayauTopust [Uisi TPOBENCHHUS 3aHATHH BCeX BHUIOB, MPEILyCMOTPEHHBIX
0o0pa30BaTeNbHON MMPOrpaMMOii, B TOM YHCJIE TPYIIIOBBIX U MHAMBUAYAIbHBIX KOHCYJIbTAIUM, a
TaKKe JJI MPOBEJCHHS TEKYLIETO KOHTPOJIS, MPOMEXYTOUYHOM U TOCYIapCTBEHHOW HUTOTOBOM
aTTEeCTallUN.

Jlaboparopus NH(popMallnOHHBIX TEXHOJIOTHH B MPOPECCHOHATBHON ASSITETFHOCTH

Crenuann3upoBaHHas MeOelb

OcHoBHOE 000pyIOBaHUE

CTon KOMIBIOTEPHBIN Ha 2 pabodnx MecTa - 8 IIT.

CT0J1 KOMIIBIOTEPHBIN YTI0BOM - 1 IIT.

Cryn yuennveckuid — 32 mir.

Croun mpenogaBaTens ¢ SIIUKaMH ISl XpaHeHus — 1 1mT.

Cryn npenogaBatens — 1 mir.

[Mxad mist xpaHeHUs1 yaeOHBIX MOCOOMA U MaTepraIoB — 2 IIT.

Jlocka MarHUTHO-MapKepHas, MeyoBas — 1 wrT.

Texnuyeckue cpenacTra 00yueHHs

Kommnerotep (B cbope) (1o konudyecTBy pabounx Mect) - 16 mirT.

MynbTUMeAMHHBIN TPOEKTOP — 1 IT.

MOV — 1 mwir.

[Tomemienue assi caMOCTOSITENEHOM PabOThI

bubnuoreka, ynTanbHbIN 321 C BBIXOJOM B HHTEPHET

Crenyanu3upoBaHHas MeOeb:

Cton nUChbMEHHBIH - 6 1IT.

CtoJ1 yriI0BOM KOMITBIOTEPHBIH - 1 IIT.

Cryn yuyeHU4ecKui - 3 mrT.

Kpecno komnbroTepHoe - 3 1iT.

Texnuueckue cpencTBa 00y4eHuUs:

Kommbrorep (B cOope)- 3 mT.

MOV — 1 mwir.

3.2. UnpopmannonHoe odecrieyeHne peaau3amum NporpamMmbl

Jns peanuzanuu MporpaMMmbl OHOIMOTEUHBIH (OHI 00pa30BaTENBHON OpraHU3aINH
UMEeT B HAJIUYHMM [ICYATHBIC W/HMJIU JJICKTPOHHBIE 00pa3oBaTeNbHbIE W WH()OPMAINMOHHBIC
pecypchl, PEKOMEH IyeMBbIX JIJIsl HCIIOJIb30BaHHS B 00pa30BaTEIbHOM MPOIIECCE .

3.2.1. IleuaTHBIe U3AaHUS

1. Kopuees U.K.. JlokyMeHTaIMOHHOE 00O€ecIieueHNE YIPABJICHH: YUSOHUK U TPAKTUKYM
s cpenHero npodeccuonansHoro obpazoBanusi/ULK. Kopuees, A.B. Ilmenko, B.A.
Marrypres.- 2-e u3j., nepepad.u nom. — Mocksa: Uznatenscro FOpaiit, 2020. — 384 c.

2. Ky3neno, W.H. JlokymeHTanmoHHoe oOecriedeHUEe YMPaBICHUS TEPCOHATIOM :
y4eOHHMK ¥ TIPAKTUKYM JJIs cpenHero npodeccuonaibHoro odpaszosanus / M. H. Ky3unernos. — 3-
e wu3n., mnepepadb. u gom. — MockBa: HMspmarensctBo FOpaiit, 2025.— 397 c¢c.—
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-09155-7. — TekcT : 3M€KTPOHHBIH //

O6pazoBarenbHas mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/
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3. bacakoB, M. U., JlokymeHTanMOHHOEe oOecreueHne YyrpaBieHUs (C OCHOBaMHU
apxuBOBeZIeHUs) : yaeOHoe nocobue / M. . bacakoB. — Mocksa : KuoPyc, 2021. — 216 ¢. —

ISBN 978-5-406-08564-6. — URL.: https://book.ru/book/940170 — TekcT : 31eKTpOHHBIM.

3.2.2. DieKTpoHHbIe U31aHusl (3J1eKTPOHHbIE Pecypchl)
1. http://znanium.com — DIEKTPOHHO-OMOIMOTEYHAS CHCTEMa Znanium.com
2. http://www.urait.ru— s1ekTpoHHas 6ubanoTeKa u3garensctea FOPAUT
3. http://www.consultant.ru. - CnpaBouHo-npaBoBas cuctema «KoncynabrantlLittoc»
3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH
1. Kypnan «/lenonpousBoacTsoy.
2. Joponmna, JI. A. JloKyMeHTallMOHHOE OOECIICUCHHE YIIPABICHUS : YYCOHUK H
IPaKTUKYM Ui CpeiHero npogeccuoHalbHOro obpazoBaHus — MockBa : M3garenscTBo
IOpaiit, 2019. — 233 c.
3. UlysanoBa, H. H. JloxymeHTalnnoHHOE oOOecreueHue YyNpaBlIeHUs : Y4EOHUK U
MIPaKTUKYM JJIs cpeaHero npodeccruonaibHoro oopasosanus / H. H. llyBanoBa. — 2-e us.
— Mockaa : U3natensctBo FOpaiit, 2019. — 265 c.
3.2.4. HopmaTuBHBIE JIOKYMEHTbI
1.  ®enepanbublii 3ak0H "O6 3nexTpoHHOM noanucu" ot 06.04.2011 N 63-D3.
2.  ®epepanbHblii 3akoH "OO0 wuHoOpManuu, HUHPOPMAIMOHHBIX TEXHOJOTHUAX H O
3ammre nHpopManuu" ot 27.07.2006 N 149-03

3. TOCT P 7.0.8-2013. HanmonaneHelii crannapt Poccuiickoii ®enepaunn. Cuctema
CTaHJApTOB MO WH(poOpManuU, OMOTMOTEYHOMY M M3JATEIBCKOMY Jeiy. JleIonponu3BOACTBO U
apxuBHOe feno. Tepmunbl u omnpenenenust (yrB. Ilpukazom Poccranpmapra ot 17.10.2013 N

1185-cT)
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4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCHUILIAHBI

PesyiabTaTnl 00y4yeHus

Kputepun onenkn

MeToabl OIEHKH

B pe3ynbTare ocBoeHUS
JUCITUTUTAHBI 00y JIarOIIHACS
JIOJOKEH 3HAMb:

aKTyaJbHBIN MPOheCCHOHATBHBIA U
COLIMAJIbHBINA KOHTEKCT, B KOTOPOM
MPUXOJIUTCS pabOTaTh U JKUTH;
OCHOBHBIE HCTOYHUKH
UH(POPMALIUU B PECYPCHI IS
pelieHus 3a1a4 1 npodsieM B
npo¢eCCHOHAITBPHOM U/HITH
COLIMAIbHOM KOHTEKCTE;
QJITOPUTMBI BHITIOJIHEHUSI padoT B
poeCCUOHATIBHON U CMEKHBIX
o0JacTsx; METo bl paboTHI B
npodeccuoHATBHON U CMEXKHBIX
cdepax; CTpyKTypy IUIaHa JIs
pENICHUS 3a]1a4; MOPSIIOK OIICHKU
Pe3yIbTaTOB PEIICHUS 3a/1a4
npodecCHOHAIBHON JeSTETFHOCTH
HOMEHKJIaTypa HH(POPMAaITMOHHBIX
UCTOYHUKOB MPUMCHSEMBIX B
npohecCHOHANBFHOM NesTENbHOCTH;
PUEMBI CTPYKTYPUPOBAHUS
uHpopmanuu; Gopmar
oopmieHHs pe3yIbTaTOB MTOUCKA
UHPOpPMALIUU

CoAepKaHUE aKTyaJIbHOMN
HOPMaTHUBHO-IIPABOBOM
JOKYMEHTAIUH; COBPEMEHHAS
Hay4Has ¥ nMpodeccuoHaIbHas
TEPMHHOJIOTHS; BO3SMOXKHBIE
TPACKTOPHUH MPOPECCHOHATBHOTO
Pa3BHUTHS U CAMOOOPA30BaHUS
TICUXOJIOTHYECKHUE OCHOBBI
JESATCIIbHOCTH KOJUICKTHBA,
TICHXOJIOTHYECKUE OCOOCHHOCTH
JMYHOCTH; OCHOBBI ITPOSKTHOMN
JeSITeIIbHOCTH

0COOEHHOCTH COLMATIBHOTO U
KyJbTYPHOT'O KOHTEKCTA; TIPaBHIIa
o opMIICHUS JOKYMEHTOB H
MOCTPOEHUS YCTHBIX COOOIICHUH.
IPaMOTHO U3JIaraTh CBOM MBICIIH U

pacro3HaBaHHe AITOPHUTMOB
BBITIOJTHEHHS padOT B
poeCCUOHATTBHON B CMEXKHBIX
00JIaCTSIX; OTNpEeIeIICHUEe METO/IOB
paboThl B pohecCHOHANBHOM U
CMEXHBIX chepax; BIOOD
ONpeACIICHUE ONTUMAIBHOMN
CTPYKTYPBI IJIaHA JJIS1 PEIICHUS
3a71a4; TOHUMaHKE TIOPSIIKA OLIEHKU
pe3yIbTaTOB PEIICHUS 3a/1a4
poeCCHOHATBLHOMN IeATELHOCTH;
BBIOOP HanboJee ONTUMANbHBIX
HCTOYHUKOB HH(OpMAIUK U
pecypcoB JUIsl peleHHs 3a1a4 U
npo6iieM B pohecCHOHATLHOM H/HITU
COILIMAJIbHOM KOHTEKCTE;
OPHEHTUPOBAHKE B aKTyaJIbHON
HOPMAaTUBHO-IIPaBOBOU
JIOKYMEHTAIINU; COBPEMEHHON
Hay4YHOU U TpoecCHOHATbHON
TEPMHUHOJIOTHH; TOHUMaHHE
MICUXOJIOTHYECKUX OCHOB
NeSITEIbHOCTH KOJIJIEKTHBA,
TICUXOJIOTHYECKUX 0COOCHHOCTEH
JMYHOCTH; BIIQJICHNE 3HAHUSAMU
OCHOB pa0OTHI ¢ JOKYMEHTaMH,
MOJITOTOBKH YCTHBIX M MTUCHMEHHBIX
COOOIIEeHMIT; 3HaH1E OCHOB
KOMITBIOTEPHOH IPaMOTHOCTH; 3HAHUE
NPaBUJI HAITUCAHUS M TPOU3HONICHHS
CJIOB, B T.4. U IPO(PECCUOHATILHON
JICKCHKH.

3nanue GpopM NepBUYHBIX
OyXTaJTepCKUX TOKYMEHTOB,
CoJlepKaHUs TaKOW JOKYMEHTALUH,
MOHUMaHUe crienuPuKu padoTHI C
NEPBUYHBIMH OYXTaITEPCKHUMU
JIOKYMEHTaMHU

Ornenka
pe3yIbTATOB
BBIIIOJTHEHUS
MPaKTUYECKHUX
pabor.

OnecHka
BBITTOJTHCHHS
CaMOCTOSTENbHBIX
pabor.

Tecr.

YcTHBIN onpoc.
[InceMeHHBIH
ompoc.
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0(pOpMIIATH TOKYMEHTHI I10
npo(hecCHOHATLHOW TeMaTHUKE Ha
rOCy/1apCTBEHHOM SI3bIKE,
MPOSIBJISITH TOJICPAHTHOCTD B
paboueM KOJIJICKTHUBE
COBpPEMEHHBIE CPE/ICTBA U
yCTpoiicTBa HH(OPMATHU3AIINH;
MOPSAIOK UX TPUMEHEHUS U
porpaMMHoOe obecrieueHue B
npodeccuoHABHON IeATeThHOCTH
NpaBUiIa MOCTPOCHHS MPOCTHIX U
CJIOKHBIX IPEUIOKEHUN Ha
npo¢eCcCHOHANTBHBIC TEMBI;
OCHOBHBIE 00IIIEYTOTPEOUTETLHBIE
riarosibl (ObITOBAs U
npogeccuoHaabHask JEKCHKA);
JIEKCUYECKUI MUHUMYM,
OTHOCSILIUKCS K ONACAHUIO
IIPEIMETOB, CPEJICTB U MPOILIECCOB
po¢eCcCUOHANTBHON EATeTFHOCTH;
0COOEHHOCTH MPOU3HOILIEHHUS;
MpaBUJIa YTEHUS TEKCTOB
npodeccuoHanbHOM
HaIpaBIEHHOCTH OO0IIIHe
TpeOOoBaHUs K OyXraJTepcKOMY
yUYeTy B YaCTH JOKYMEHTUPOBAHUS
BCEX XO3SIMCTBEHHBIX JICUCTBUN U
onepanuii;

MOHSATHE NTEPBUYHOMN
OyXxrajaTepckoi T0KyMEHTAllUH;
orpezeNieHUue MePBUYHBIX
OyXrajaTepcKux JOKyMEHTOB;
(hopMBI TIEPBUYHBIX
OyXraJTepCKUX JOKYMEHTOB,
cojiepkalnux 00s13aTenbHbIe
PEKBU3UTHI IEPBUYHOTO YIETHOTO
JOKYMEHTA;

MOPSAJIOK MPOBEACHUSI IPOBEPKU
HNEPBUYHBIX OYXTaaTepCKUX
JIOKYMEHTOB, (pOpMasbHOMN
HPOBEPKU JOKYMEHTOB, IPOBEPKH
0 CYIIECTBY, apU(PMETHIECKOI
MIPOBEPKH;

TIPHUHIIATIBI U TIPU3HAKA
TPYNIUPOBKH MTEPBUIHBIX
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OyXraJITepCKUX TOKYMEHTOB;
HOPSZIOK MPOBEIECHUS TAKCHPOBKHU
1 KOHTUPOBKH MEPBUYHBIX
OyXTaJITEPCKHUX JOKYMEHTOB;
MOPAIOK COCTaBJICHHS PETHCTPOB
OyXraJITepCKOro y4era;

IIPABUJIA U CPOKU XPaHEHUS
NEePBUYHOMN OyXTranTepcKoi
JOKYMEHTalu1

B pe3ynbrare ocBoeHUS
JUCITUTUTAHBI 00y JarOIIHIACS
TOJKEH yMembp:

pacro3HaBaTh 3a7a4y W/ WiIn
npo0semMy B mpodhecCHOHaTLHOM
U/WJIH COIIMATbHOM KOHTEKCTE;
aQHAIM3UPOBATH 3a/1a4y U/UITU
po0JIeMy ¥ BBIICIATH €€
COCTaBHBIC YACTH; ONPEICTIATh
ATanbl PEIICHUS 3a7a9H1; BEISBIISTH
1 3 (PEKTUBHO UCKATH
nH(popMaIno, HEOOXOTUMYIO JTS
pelIeHus 3a1a4y U/ Uil MpoOJIeMBbl;
COCTaBUTbH TUIAH JCHCTBUS;
OTpeACTUTh HEOOXOANMbIE
pecypcsl;

BJIQJICTh AKTyaJIbHBIMU METOaMH
paboThl B TpOoEeCCHOHAIBHON U
CMEXHBIX c(hepax; pearn3oBaTh
COCTaBJICHHBIN IUIaH; OIICHUBATD
pe3yNbTaT U MOCIEICTBUS CBOUX
JEHCTBHI (CaMOCTOSITEIIBHO HJTU C
MOMOIIbIO HACTABHHKA)
OTIpEACTIATh 3a]]a41 IS TONCKA
nHpOpMAIINH; ONIPEEIIATH
HEO0OXOAMMbI€ UCTOUHUKHU
nH(OpMANNY; TUTAHUPOBATH
MPOIIECC TIONCKA; CTPYKTYPHPOBATH
rory4aemMyto nHpopmaruio;
BBIIETISITH HanboJiee 3HaYMMoe B
nepeyHe HHPOpMaIliH; OIEHUBATh
MIPAKTUYECKYIO 3HAUUMOCTh
PE3YNIBTAaTOB MOUCKA; 0QOPMIISAThH
pE3yNIbTATHI MOUCKA

OTIPEIEIATh aKTYaIbHOCTh
HOPMaTUBHO-IIPABOBOU

BJIaJICHUE aKTyaJIbHBIMU METOIaMH
paboTHI B TPOPECCUOHAITBHON U
CMEXHBIX chepax; a3 dexTuBHOE
BBISIBJICHHE U TOUCK MH(OpMAIIHH,
COCTaBJICHHE ONTHUMAJILHOTO IJIaHa
JeNCTBUI, aHaTN3 HEOOXOAUMBIX IS
BBITIOJIHEHUS 3aJIaHHsI, PECYPCOB;
OCYILIECTBIICHHE UCCIIE0BATEILCKOM
JEeSITeTILHOCTH, IPUBOISAIICH K
ONITUMAIILHOMY PE3yJIbTary;
JIEMOHCTpAIHS THOKOCTH B OOIICHUH
C KOJUIETaMU, pyKOBOJICTBOM,
MOTYMHEHHBIMU U 3aKa3UNKaAMU;
MPUMEHEHUE CPECTB
WH(GOPMALIMOHHBIX TEXHOJIOTHH IS
peteHus MpoeCCHOHANBHBIX 3aa4;
3¢ (eKTHBHOE HCIIOIH30BAHKE
COBPEMEHHOTO MTPOTPAaMMHOTO
o0ecrnedeHuns; KpaTKoO U YETKO
(bopMyIIHpPOBaTh CBOU MBICIIH,
U3JIarath UX JOCTYIHBIM JJIs
MOHUMaHUs crocodoM; A pexTuBHAS
paboTa ¢ mepBUYHBIMU
OyXraiaTepcKuMu JOKYMEHTaMHu

OreHka
Pe3yJIbTaTOB
BBITTOJTHEHHS
MPaKTUYECKHUX
pador.

Onenka
BBITIOJTHEHHS
CaMOCTOSTENbHBIX
pabor.

Tecr.

YcTHbI onpoc.
IInceMeHHbBIH
ompoc.
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JOKYMEHTAIIH B
po(heCcCHOHATLHOM e TEIIbHOCTH,
MPUMEHSTH COBPEMEHHYIO
Hay4HYI0 Npo¢deCcCHOHATbHYIO
TEPMUHOJIOTHIO; OTIPEACTIATh U
BBICTPANBATh TPACKTOPHHU

PO ECCUOHATLHOTO PAa3BUTHUS U
camo00pazoBaHus
OpPraHu30BBIBATH pabOTY
KOJIJICKTHBA U KOMaH/IbI;
B3aMMO/ICHICTBOBATH C KOJUJIETAMH,
PYKOBOJICTBOM, KIIHEHTaMH B X0/I€
poheCCHOHATLHON IEATEIIbHOCTH
IpaMOTHO U3J1araTh CBOM MBICIH U
0(opMIISATH JOKYMEHTHI 1O
npodeccnoHaIbHON TeMaTHKe Ha
TOCYJJTapCTBEHHOM SI3BIKE,
MPOSIBJISITH TOJICPAHTHOCTD B
paboueM KOJIJIEKTHUBE

MPUMEHSTH CPENICTBA
UH(POPMAIIMOHHBIX TEXHOJIOTUI
JUTSL pelIeHUsT PO eCCUOHATBHBIX
3aJ1a4; UCTOJIb30BaTh COBPEMEHHOE
porpaMMHOe 00ecCTIeUeHHE
MOHUMATh OOLIHI CMBICIT YETKO
MPOM3HECCHHBIX BBICKAa3bIBAaHUHN Ha
U3BECTHBIC TEMBI
(mpodeccuonanbHbIE U OBITOBBIE),
IMOHUMATh TEKCTHI Ha OA30BbIE
npodecCHOHANTBHBIC TEMBI;
y4acTBOBAaTh B IMAJIOTAX Ha
3HAaKOMBbIE O0IIUE U
npogeccuOHaIbHbIE TEMBI;
CTPOUTH MPOCTHIC BHICKA3BIBAHUS O
cebe 1 0 cBoel mpodeccuoHaTbLHOU
NeSITeTbHOCTH; KPaTKO
00OCHOBBIBATh H OOBSICHUTH CBOU
JnercTBUs (TeKyIIue 1
TUTAHUPYEMBIE); TUCATh TIPOCTHIC
CBSI3HBIC COOOIICHUS HA 3HAKOMBIC
WIN UHTEPECYIOIne
npogeccuoHaIbHbIE TEMBI
MPUHUMATh TPOU3BOJILHBIC
HEPBUYHBIE OyXTaNTepCKUe
JIOKYMEHTBHI, pacCMaTpUBaeMble
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KaK IMMCbMEHHOE JJ0Ka3aTeIbCTBO
COBEPLICHHUS XO35MCTBEHHON
OTIepALINH I TTOJTyYeHHE
pa3peuieHns Ha ee TIPOBEICHHE;
MPUHUMATh IEPBUYHBIE
OyxrajiTepckue J0KyMEHThI Ha
OyMaXKHOM HOCHTENE U (WJIH) B
BUJIE AJIEKTPOHHOI'O JIOKYMEHTAa,
MIOATMCAHHOTIO 3JIEKTPOHHOMN
MOJIHCHIO;

IPOBEPATH HAJTMYHUE B
MIPOU3BOJILHBIX TIEPBHYHBIX
OyXraJITepCKHUX TOKYMEHTaxX
00s13aTeNIbHBIX PEKBU3UTOB;
HIPOBOJUTH (HOPMANIbHYIO IPOBEPKY
JIOKYMEHTOB, IIPOBEPKY MO
CYUIECTBY, apU()METHUECKYIO
MIPOBEPKY;

POBOJUTH TPYNITUPOBKY
MEPBUYHBIX OYXTaITEPCKUX
JOKYMEHTOB TI0 PSIAY TPU3HAKOB,;
MIPOBOJIUTH TAKCUPOBKY U
KOHTHPOBKY MEPBUYHBIX
OyXraJITepCKUX TOKYMEHTOB;
OpPraHU30BBIBATH
JIOKYMEHTOOOO0POT;

pa3buparbcs B HOMEHKIIAType JIe;
3aHOCHTH JIaHHBIE 110
CTPYIIITUPOBAHHBIM JJOKYMEHTaM B
PErucTphl OyXraiaTepcKoro y4era;
nepeaaBaTh EpBUYHBIC
OyXxraJiTepckue J10KyMEHThI B
TEKYIUI OyXTranTepCcKuii apXuB;
nepeaBaTh NEpBUYHbIC
OyXxrajaTepckue JOKYMEHTHI B
NOCTOSIHHBIN apXHB 110 UCTCUCHUH
YCTaHOBJICHHOTO CPOKA XPaHCHHUS;
UCIPABJISTH OIUMOKH B IEPBUYHBIX
OyXraJITepCKUX JOKYMEHTaX.
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