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1. O61as xapakTepucTHKa paboyeil mporpaMmbl AUCHUIIIMHbI
1.1. MecTo nMCUMIUTMHBI B CTPYKTYpE OCHOBHOM 00pa30BaTEIbHOM MPOrpaMMBI
Hucuunnuna OIl. 12 JlokyMeHTalmoHHOE 00eCTieYeHHE YIIPaBICHUS SBISETCS
BapUaTUBHOMN YaCThIO o0menpogeccCHOHaTBHOTO LAKJIA OCHOBHOU
npodeccruonanbHO# 00pa3oBaTenbHOM Mporpammsel B cootBeTcTBUU ¢ PI'OC CIIO mo
cnenuanbHocTd 38.02.01 DxoHOMMKA M OyXTanTepCcKuil yueT (10 OTpacisiM).

1.2. Ienb 1 mIaHupyeMble pe3yJIbTaTbl OCBOCHHS Y4EOHOTO MpeaMeTa:
B pamkax nporpaMmsl yueOHOTO MpeaMeTa CTyJeHTaMU OCBAUBAIOTCS YMEHUS
Y 3HAHMUSI

Kox o0mux u VYMenus 3Hanusg
npodeccuoHaTbHBIX
KOMIIETEHIINH
OK 01 pacrio3HaBaTh 3afady W/WIM | aKTyaJbHBIA NPO()ECCHOHAIBHBIA U

npobaemMy B NMpo(ecCHOHAIBHOM | COLMAIbHBII KOHTEKCT, B KOTOPOM
W/WIN  COLMAIBHOM KOHTEKCTE; | IPUXOTUTCS  padoTaTh W JKUTH;
aHAJM3UpOBaTh 3a7ady W/MIM | OCHOBHBIE UCTOYHUKHM MH(pOpMALUU U
npobieMy U BbAEHATH €€ | pecypchl s pelleHus 3axad U
COCTaBHBIE YACTH; ONpPEAENATH | MPobsieM B MPO(EecCCHOHATLHOM H/UITU

ATaIbI pereHus 3a]auy; | COUATILHOM KOHTEKCTE;
BBISIBIIATh U 3()()EKTUBHO UCKATh | aJrOPUTMBI BBIMOJIHEHHUS pPaboOT B
uHpopmMaruio, HEO0OXOUMYIO | TPOECCHOHATBPHOW M CMEXKHBIX
JUIS  pEUICHHs 3aJauyd  W/WiM | 00JacTaX;  METOIbl  paboThl B
IpOOJIEMBI; npopecCHOHATBbHOH M CMEXHBIX
COCTaBUTh IUIaH  JIeHCTBUSA; | chepax; CIPYKTypy IUIaHa  JUIs
OTIPENIeNIUTh HEOOXOMMBIE | PEIICHUST 3a/a4; TOPSIIOK OICHKH
pecypcesl; pe3yIbTaToB peLeHus 3a1a4
BJIQJICTh aKTyaJbHBIMH | TPO(ECCHOHATLHON IeATEIbHOCTH
METOAAMU paboTHI B

MPOPECCHOHAIBHOW M CMEKHBIX

chepax; peanu3oBarthb

COCTaBJICHHBIM IIJIaH; OLICHUBATH
pe3yJIbTaT U IMOCIEICTBUS CBOMX
JIEUCTBUIM (CAaMOCTOATENHLHO UITH C
MTOMOIIbIO0 HACTABHUKA)

OK 02 OTIPENIeNIATh 3a/lau Ui ONCKA | HOMEHKIAaTypa  HH()OPMAIMOHHBIX
uHpOpMaINH; OIPENEIIATh | HCTOYHUKOB MIPUMEHSIEMbIX B
HEO0XOIMMbIe UCTOYHUKHU | TPOPECCUOHATBHON  JIESTEITHHOCTH;
uHpOpMaINu; IUTaHUPOBATh | IPUEMBI CTPYKTYPHUPOBAHUS
Iporiecc noucka; | uapopmanuu; ¢Gopmar ohOopMIICHHS
CTPYKTYPHUPOBATh  IOJIy4aeMyIO | pe3yJabTaToB MOMCKa HH(OPMAIH
UHPOPMAIIHIO; BBIJICNIATh
HauOosiee 3HAYMMOE B IEpEeYHe
uH(popMaLnu; OLICHUBATh
MPAaKTUYECKYIO 3HaYUMOCTb

pe3yabTaTOB MOKMCKA; 0POPMIIAThH
pe3yJIbTaThl MOMCKA

OK 03 OTIpeNIeNATh aKTyaJIbHOCTh | COJIEp)KAHHE aKTyaTbHON
HOPMaTHBHO-TIPABOBOM HOPMAaTHBHO-TIPABOBOIA
JOKYMCHTAIIN B | JOKYMCHTAalIMH; COBPCMCHHAA HaydHasA




podecCHOHABLHOM

u npodeccuoHagbHas TEPMUHOJIOTHS;

JeSITEIIbHOCTH; MPUMEHSATH | BO3MOXHbBIE TPaeKTOPUU
COBPEMEHHYIO HAYYHYIO | IPO(ECCHOHATIBHOTO  pPa3BUTUS |
npodeccuoHalbHYIO camoo0pazoBaHus
TEPMHUHOJIOTHIO; OIpPEAEATh H
BBICTpauBaTh TPaeKTOpUU
po(heCcCHOHATLHOTO PA3BUTUS U
camoo0pa3zoBaHus

OK 04 OpraHU30BbIBATH paboTy | TICHXOJIOTUYECKUE OCHOBBI
KOJJIEKTUBA u KOMaH/Ibl; | JeSITeIbHOCTH KOJIJIEKTHBA,
B3alMO/IEIICTBOBATH C | IICUXOJIOTMYECKHE 0COOEHHOCTHU
KOJUJIEraMH, PYKOBOJCTBOM, | TUYHOCTH; OCHOBBI MPOEKTHOM
KIIMEHTaMU B X0JI€ | AESTEIbHOCTU
npodeccuoHanbHOM
JIeSITEJIbBHOCTH

OK 05 IPaMOTHO M3JIaraTh CBOU MBICIIK |  OCOOEHHOCTHU COLIMATIBHOTO u
U OoQOpMIISITH JTOKYMEHTHI IO | KYJIbTYPHOI'O  KOHTEKCTa; IpaBuiIa
npodeccnoHanbHOM TeMaTuke Ha | 0OpMIICHUS JIOKYMEHTOB u
rocy/1apCTBEHHOM S3BIKE, | TIOCTPOCHUS YCTHBIX COOOICHHIA
MPOSBIATH  TOJEPAHTHOCTH B
paboueM KOJICKTUBE

OK 09 MIPUMEHSATH CPEICTBA | COBPEMEHHBIE CpeacTBa u
MH(POPMAIIMOHHBIX  TEXHOJOTUH | YCTPOHCTBA nHpOpMAaTH3aLINY;
TUIS pElICHUs | MOPSIIOK  UX MIPUMEHEHUS u
npodeccuoHaIbHbIX 3a/1a4; | IporpaMMHOE o0ecrnieueHue B
UCIIOJIb30BaTh COBpeMeHHOE | MpodecCHOHANBHOM 1eATeIbHOCTH
porpaMMHOe 00ecreyeHue

IK 1.1 IIPUHUMATh IPOM3BOJIbHBIE |  O0IIME TpeOoBaHUs K
IIEPBUYHBIE Oyxraiarepckue | OyXraaTepckoMy ydeTry B 4YacTH
JIOKYMEHTBI, pacCMaTpUBAaEeMbI€ | JOKYMEHTHUPOBAHUS BCEX
KakK MHCbMEHHOE JI0KA3aTeJIbCTBO | XO35UCTBEHHBIX JNENCTBUI 31
COBEPLIECHUA XO3SIMCTBEHHOM | Ollepaluii;
omnepaluyd WO  TOJIyY€HHE | TIOHATHE NMEPBUYHON OyXrajaTepcKoi
paspelleHus Ha €€ IPOBEJICHUE; | TOKYMEHTalUu;

MIPUHUMATH MEPBUYHBIC | OMpeeICHUE TIePBUYHBIX

OyXxranTepckue JOKYMEHTBl Ha
OyMa)XHOM Hocutene U (W) B
BUJIE 3JIEKTPOHHOTO JOKYMEHTa,

HOAITMCAaHHOT'O 3JIEKTPOHHOU
MOAIHCEIO;

MIPOBEPSITH HaJIM4ue B
MPOU3BOIBHBIX MEePBUYHBIX
OyXTanTepCKUx JIOKyMEHTaX

00s13aTeNIbHBIX PEKBU3UTOB;
MIPOBOJIUTH bopManbHyIO

IIPOBEPKY JOKYMEHTOB, IPOBEPKY

M0 CYIIECTBY, apU(PMETHIECKYIO

IIPOBEPKY;
MIPOBOJIUTH IPYNIUPOBKY
MIEPBUYHBIX OyXranTepcKkux

JTOKYMEHTOB 110 psI/ly IPU3HAKOB;

OyXraaTepcKux JOKYMEHTOB;

(GbopMbI MEPBUYHBIX OyXraJlTEepCKUX
JIOKYMEHTOB, CoJIeprKalInX
00s13aTeNbHbIE PEKBU3UTHI IEPBUUHOTO
YUETHOTO TOKYMEHTA;

MOPSAIOK  TPOBEICHHUS  MPOBEPKHU
MIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, (OpMajbHOW MPOBEPKHU
JIOKYMEHTOB, TIPOBEPKU IO CYILECTBY,
apu(MeTHUYecKoil MpOBEPKH;

MPUHIUITBL u IIPU3HAKU
TPYIIUPOBKU MEPBUYHBIX
OyXrajaTepcKux JOKYMEHTOB;

MOPSAZIOK MPOBEIEHUS TAKCUPOBKHU U
KOHTUPOBKH HNEPBUYHBIX
OyXrajTepcKux JJOKYMEHTOB;




NPOBOJUTH  TAaKCUPOBKY U

KOHTHUPOBKY HEePBUYHBIX

OyXraiaTepcKux J10KyMEHTOB;
OpraHU30BBIBAThH

JIOKYMEHTOO000POT;

pa3buparbcs B HOMEHKIATYpe
ACT;

3aHOCUTh JTaHHbIE o
CTPYIIIUPOBAaHHBIM JJOKYMEHTaM
B PErUCTpPhl  OyXTajaTepcKoro
yuera;

nepenaBaTh MIEPBUYHbIE
OyXxranTepcKkue JTOKYMEHThl B
TEeKYIIUH OyXTaITEPCKUI apXUB;

nepeaaBaTh NIEpBUYHBIC
OyXrajnTepcKkue JOKYMEHTHI B
ITOCTOSIHHBIN apxuB o
UCTCYCHUU YCTaHOBJICHHOTO
CpOKa XpaHEHUS;

WCIIPaBIISTh OITMOKHU B
NEPBUYHBIX OyXraJTepCKuX
JIOKYMEHTaX.

MOPSIZIOK  COCTaBIICHUSI PETUCTPOB
OyXrajiaTrepckoro y4era,

mpaBujia W CPOKHM  XPaHEHHS
MEPBUYHOU OyXTanTepcKoin
JIOKYMEHTAIUH.




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

Bun yuebHo# paboThl O0beM B yacax
O06BemM 00pa3oBaTeILHON TPOrPAMMBI TUCITUTIIUHBI 50
O06BeM paboThl 00YUAIONMIUXCS BO B3aMMOJICUCTBHH C MPEIOAaBaTEIeM 6
B TOM YHUCJIE:
TEOPETHYECKOE 00yUeHUE 2
MIPAKTUYECKUE 3aHATUSA 4

n1abopaTopHbIE 3aHATHS -

KOHTPOJIbHBIE pabOTHI -

camocCTosITelIbHasE paboTa 42

[TpomexxyTounas arrectarus B popme auddepeHIIMpoBaHHOTO 3a4eTa 2




2.2. TemaTU4eCKUM MJIaH U COJIEPKAHUE TUCIUTUIUHBI

Konrr
KOMIIETCHITUH,
HaumenoBanue Copepxanne yueOHOro marepuana u gopmsel | O6bem (opmupoBaiio
pa3aesioB U TeM OpraHu3aluy JeSITEIBHOCTH CTYJCHTOB B Yacax KOTOPBIX
CIOCOOCTBYET
AJIEMEHT
POrpaMMBbI
1 2 3 4
Pa3nen 1 «/lokyMeHTHpOBaHUE YIIPABICHUYECKON AESITEIbHOCTU
Tema 1.1 Coneprkanue y4eOHOT0 MaTepurasia OK 01, OK
«BBenenue. 3HaueHHWEe U COJACp)KAHUE  JIUCLMIUIAHBI 2 02,
JIoKyMeHT 1 «JloKyMeHTallMOHHOE obecrieueHne OK 03, OK
cucTema yIpaBICHUS». [Tonstue TEPMHHOB 09,
JOKYMEHTAII «TOKYMEHTY, «TOKyMEHTHPOBAHHE, K 1.1
«IOKyMEHTallMOHHOE o0ecrnieueHue
yhpaBieHUs . YHUDUKALNA U CTAaHAAPTU3ALUU
YIIPaBJICHYECKUX IOKYMEHTOB.
CamocrosTenpHas paboTa 00yJaronuxcs 4
N3ydyeHue TeopeTHuecKoro MaTepuaia
Tema 1.2 Copepxanue yueOHOTo MaTepuana OK 01, OK
«Oprann3anvoHHo- | OpraHM3alldOHHBIE  JTOKYMEHTBl —  YCTaB, 4 02,
PACIOPATUTENBHBIC | yupeauTeabHBIN JOTOBOP, MOJIO0KEHHUE. OK 04, OK
HOKYMCHTBID» PacnopaﬂHTeanme JOKYMEHTBI — IIpHKas3s, 05,
pacropsbKeHue,  yKa3aHHWe, [OCTaHOBJICHHUE, OK 09,
pElIeHre, MHCTPYKIKS, IPOTOKOJL. IK 1.1
CrpaBo4HO-UH(OPMAIIIOHHBIE  JIOKYMEHTBI:
cirye0Hasi 3armrcKa, 00bSICHUTENIbHAS 3aIMHCKa,
akKT, CIIPaBKa, CIy>KeOHbIE MHChMa
B TOM 4ncie npakTH4ecKuX 3aHATHN 4
1.Ilpaktuueckoe  3ansatue  «OdopmieHue
OpPraHU3aLMOHHBIX JOKYMEHTOBY.
Tema 1.3 «Kanposas| Conepxkanue yueOHOro MaTepuaia 10 OK 02, OK 04,
JOKYMEHTALHSI» JIOKyMEeHTUpOBaHHE TPYAOBBIX OK 05,
npaBooTHomeHUl. CoctaB M 0COOEHHOCTH OK 09
oopmieHHuss  JOKYMEHTOB IO  JIMYHOMY
COCTaBy.
KommiekroBanue JUYHOTO Jena.
ABtoOuorpadus.
B ToM uncie mpakTHYeCKNX 3aHATUN 4
[IpakTryeckoe 3aHsATHE «Cocrapnenue
3asiBIeHUN. 3arojHeHWe YHUQPUIIMPOBAHHBIX
bopm».
CamocTosTenbHas pabota o0yJyaroumxcs 4
CoctaBieHue IPOEKTOB IOKYMEHTOB
Tema 1.4 Coneprxanue yueOHOro MaTepuasa 0 OK 01-05, OK
«JleHeKHBIE T OcoOeHHOCTH CcOCTaBICHHS W O(OpPMIICHHE 09,
¢uHaHCOBBIE JICHEXKHBIX U (UHAHCOBO-PACUYETHBIX IK 1.1

nokyMmeHToB. OdopmiieHre JOBEpEHHOCTEN.




pacyeTHble CamocTosiTenpHas paboTa 00yJaronuxcs
JOKYMEHTBI» N3zyuenue TEOPETUYECKOTO MmarepHaia.

CocraBiieHHE IPOEKTOB IOKYMEHTOB.
Tema 1.5 Coneprkanue y4eOHOT0 MaTepuasa OK 01-05, OK
«JloroBopHo- [TonsTus noroBopa. Buasl norosopos. [IpaBuna 09
IIpaBoOBast oopmienus IIPETEH3UOHHBIX IHCEM.
JOKYMEHTAIHSI» @opmMyIIsip HCKOBOTO 3asiBICHUS, TPEOOBaHUS K

ero 0OpMIICHUIO

CamocrosrenbHas paboTa 00yJaromuxcs

M3yueHne TeopeTuyecKoro Marepuaa

Paznen 2. «Opranuzanust paboThl C TOKYMEHTAMID)

Tema 2.1 Coneprxanue yueOHOro MaTepuasa OK 01-05,
«loxymenroobopor,| [lonsarue pokymentoobopota. OpraHuzaius OK 09
perucTpanus u paboThl ¢ JOKyMEHTAIMel, MOCTyHaromeid B
UCIIOJIHEHUE YUPEXKAEHUS, NPEANPUSATHS, OpraHU3aluu:
JTOKYMEHTOB) npuém BXOJISIIIINX JIOKYMEHTOB,

JKCHEeIMIMOHHAas 00paboTKa, IpeABapUTEIbHOE

paccMOTpEHME U pacIpesie]ICHUE, PETUCTPaLus,

paccMOTpEHHE JIOKYMEHTOB PYKOBOJCTBOM,

HCIIOJTHEHHE. OtnpaBka UCXOAIINX

nokymMeHToB. [lepenadya JOKYMEHTOB BHYTPHU

OpraHu3aLuu. Kontpouib UCIIOJIHEHUS

JIOKYMEHTOB.

CamocTositenbHas pabota o0ydyaroumxcs

Nzyuenue TEOPETUYECKOIO Mmarepuara.

CocraBiienne TabauI] 0OpPaOOTKH ITOTOKOB

JIOKYMEHTOB.
Tema 2.2 Copepxanue yueOHOro MaTepuana OK 01-05, OK
«XpaHeHue Cucrtemartu3zaius JTOKyMEHTOB U MX XpaHEHUE. 09,
JIOKYMEHTOB» Howmenxknarypa Jieqt. TpeboBanus K K 2.2

oopmrnenuto nen. IlogroroBka aen x caaye B

apXx¥B. 3aKOHO/IATENIbHBIC aKTHl 1 HOPMaTHBHO-

METOAMYECKUE JOKYMEHThl 10 apXHWBHOMY

XPaHEHHIO JJOKYMEHTOB.

CamocTosTenbHas pabota o0ydaroumxcs

N3yueHne TeopeTnyeckoro Marepuaia.

CocTraBieHre IPOEKTOB JOKYMEHTOB
Tema 2.3 Copepxanue yueOHOro MaTepuana OK 01-05,
«Mupopmanmonusie | Mcrions3oBaHle MPOrpaMMHOT0 0OeCTIeueHHs OK 09, IIK
TEXHOJIOTUH B JUISL pelieHns mpodeccunoHalbHbIX 3a1a4 11
JIeTIOTIPOU3BOICTBE)

B tom uncne MPAKTUYCCKUX 3aHATHH

CocraBnenue u  0QOpMIICHHE  IMPOCKTOB
JIOKYMEHTOB. 3a4€eT

CamocrosrenbHas paboTa 00y4arommxcs

Ucnone3ys MH(OPMALIMOHHO-TIPABOBYIO
cucteMy u MHTepHeT-pecypchl COCTaBHUTH
0030p IpPOrpaMMHBIX pEIIEHUN Ui BEACHUS
JOKYMEHTO000pOoTa ¢ TMepeyHeM (YHKIIMIA,




KOTOpble mporpamma peanusyeT. CocTaBUTh
TaOJIMIly CPAaBHUTEIILHOTO aHAIu3a IPOrpaMMm

[TpomexyrouHas arrecrauus B popme quddhepeHIUPOBAHHOTO 3a4€Ta

Bcero

50




3. YcnoBus peanuzanuu IporpamMmbl JUCHUTITMHBI

3.1. MarepuanbHO-TEXHUYECKOE 00ecIieueHue

JUis peanu3aiui porpamMmbl  AMCHUIUIMHBI MPEAYCMOTPEHBI  CIIETYIOIINE
crenaiabHpie  momerneHus (B cootBectBUM ¢ DPI'OC CIIO U  oCHOBHOM
oOpa3zoBarensHOM mporpammoii CI1O):

VYyeOHast ayauTopust 111 IPOBENCHHS 3aHATUIA BCEX BUJIOB, TPELYCMOTPEHHBIX
o0pa3oBaTeIbHON MPOrpaMMON, B TOM WYHCIIC TPYIIOBBIX W WHIWBHIYATbHBIX
KOHCYJIBTALIMH, TEKYIEr0 KOHTPOJIA U MTPOMEKYTOUYHOM aTTECTallu!

Kabunet «JloKyMEHTaIIMIOHHOTO 00€CTICUeHUsI YITPaBICHUS»

Meb6ens:

— TMOCaJI0YHbIE MECTA MO KOJUYECTBY 00YUAIOIIUXCS (CTOJBI, CTYJIbA);

— pabouee MecTo nipenogaBatesis (CToMd, CTYJ/KPEciio);

— mKadbl 1715 XpaHEeHUs y4eOHbIX MOCOOMI U TUAAKTUYECKUX MAaTEPUAIIOB.

O0opynoBaHHE U TEXHUYECKUE CPEJICTBA:

— JIoOCKa  MesoBas/MapkepHas — (PeKOMEHAyeTcss JOoCKa ¢  MAarHUTHOMN
MMOBEPXHOCTHIO WJIM UHTEPAKTUBHAS JOCKA);

— JEMOHCTpPAlMOHHBIN 3KpaH;

— MYJIbTUMEIUWHBINA POEKTOP;

— KOMIIBIOTEp MpernojaBarens c nepudpepueii/Hoyroyk (¢ JIMLEH3MOHHBIM
pOrpaMMHBIM OOecrieueHreM, 00pa3oBaTeIbHBIM KOHTEHTOM M CUCTEMOM 3aIlUThI OT
BPEJOHOCHOM HH(POPMAIINH);

— CeTeBOU PUIIbTp.

3.2. MadpopmanioHHOE 00ecrieyeHUe pean3aiy MporpaMMbl

Jlns  peanuzanuu  OporpaMMbl  OUOIMOTEYHBIM (QoHI oOpazoBaTEILHOM
OpraHu3alliyd JOJKEH HWMETh IeYaTHbIE W/WIM DJIEKTPOHHBIE 00pa3oBaTelbHbIE U
WHOOPMAITMOHHBIC  PECypChl,  PEKOMEHAYEMBIX  JUIS  KCIOJB30BaHHWS B
o0pa3oBaTeIbHOM Ipoliecce

OcCHOBHBIE MEYaTHBIE U DJIEKTPOHHBIC U3TAHMUS:

I'paxxnanckuii konexc Poccuiickoit @enepanuu (yacth neprasi) ot 30.11.1994
No 51-®3 (c uzm. u gom.).

I'paxxnanckuii koaexe Poccuiickoit denepanun (dactp Bropas) ot 26.01.1996
Neo 14-®@3 (c u3m. u gom.).

Oenepanpubiii 3akoH  or  02.07.2006 Nel49-®d3 «O6 wunbopmaruwy,
nH(popMaTH3alMK U 3a1UTe UHPOpMAITUNY. (C U3M. U JIOTL.).

®denepanbHbiil 3aK0H 0T 06.04.2011 No 63-D3 «O06 351eKTpOHHOM TOATHUCHY. (C
W3M. U JIOIL.).

I'OCT P 7.0.8-2025 «HammonansHbiii cranmapt Poccuiickorn ®Denepanumu.
Cucrema craHmapToB no HHGPOpMALMK, OUOIMOTEYHOMY U M3AATEILCKOMY JEiy.
Jlenonpou3BOACTBO U apXMBHOE jesio. TepmuHbl U onpenenenus» (yrB. IIpukazom

denepanabHOr0 areHTCTBa IO TEXHUYECKOMY PETYJIMPOBAHUIO M METPOJIOTHU OT
25.01.2025 Ne 30-cT).
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I'OCT P 7.0.97-2025 «CuctemMa cTaHIapTOB 110 HHPOpMaIu, OMOINOTEYHOMY
U wu3garenbckomy Aeny. OpraHu3allMOHHO-PACHOpSAUTEIbHAS JOKYMEHTAIIMS.
TpeboBanust K 0POPMICHUIO JOKYMEHTOB.

Hoponuna JI.LA. JlokymeHToBeneHHe: yueOHUK u mpakTukym mis CIIO /
JLLA. Jloponuna [u ap.]: mox pex. JI.A. [loporuHoii. — M.: 4-¢ u3 ., nepepad. u qom. —

MockBa : WMsmarensctBo  FOpaiit, 2024. — 336c.— (IIpodeccronansroe
obpazoBanue). — 309 c.

Ky3Henos, N. H. JlokymMeHTalmoOHHOE oOecrieycHue yIIpaBJICHUS.
JIOKyMEHTOOOOpOT H JCIONPOM3BOACTBO : YUYCOHHK W IPAKTHKYM IS BY30B /
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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 PadOTHI.

BBIITOJIHCHU A

CTyJCHTaMU

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 mpodecCHOHATBHON 1
CMEKHBIX 00JIacTsIX;
orpeneneHue METO/I0B
paboThl B mpoeccuoHaIbHON
U CMEXHBIX cdepax; BbIOOp
OIpENEICHUE  ONTHUMAaIbHON
CTPYKTYPBI TUIaHa JUIs
peleHus 3a1a4; NOHUMaHHE
MOpsiJIKa OLIEHKU Pe3yIbTaToOB

perieHus 3a7a4
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
IrPaMOTHOCTH; 3HAHHUE MPaBUII
HAMUCAHWS U TIPOU3HOIICHUS
CJIOB, B T.4. u
po¢eCCHOHATLHOMN 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; aHAIM3UPOBaTh 3ajaudy H/WIu
poOJIeMy 1 BBIACTSATH €€ COCTaBHBIE YaCTH;
ONpeNeNIATh  JTalbl  pEIIeHUs  3a/lauy;
BBISIBIIAATD " a¢dexTuBHO WCKATh
uHpopMaInio, HeOOXOAUMYIO JJIST PELICHHS
3aJla4M U/ U poOIIeMBbL;

COCTaBUTh IUIaH JEHCTBUSA; OIPENEIUTh
HEOOXOUMBIE PECYPCHI;

BJIAJICTh aKTYaJIbHBIMU METOJaMH 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 IUI1aH; | ACMOHCTpalud 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
noirydaemMyro  MHGOpPMAIHIO;  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 HAy4YHYIO
npodeccrnoHaIbHYIO TEPMHHOJIOTHIO;
ONpeAENsATh M BBICTPAUBATh TPACKTOPUU
npodeccrnoHaIEHOTO pa3BUTHUS u
camMo00pazoBaHus;

OpPraHW30BBIBATh Pa0OTy KOJUICKTHBA |
KOMAaH/Ibl; B3aMIMOJICHICTBOBATH
KOJUJIETaMH, PYKOBOJCTBOM, KIIMEHTaMU
X0]1€ TPOPECCUOHAIBHOMN JCSATEIHHOCTH,

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

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), MMOHUMATh TEKCTHl Ha 0a30BbIE
npodeccCHOHATbHBIC TEMBI; y4acTBOBATh B
Uanorax — Ha  3HaKoOMble  o0mme U
npodecCuoHaIbHBIC TEMBI; CTPOUTH
MPOCThIE BBICKA3bIBAaHUS O cebe M O cBoei
poeCCHOHATIBHON JESITENbHOCTH; KPATKO
00OCHOBBIBaTh U OOBSCHUTH CBOU JEHCTBUS
(Tekyuie W IJIAHUpPYeMble);  MHCaATh
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 IIPOBEICHHUE;

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

CpeACTB  MH(POPMALMOHHBIX
TEXHOJIOTUI JIJIsl  pelleHUs
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
JIOKyMEHTaMHU.
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B BHMJAE  JJIEKTPOHHOIO  JIOKYMEHTa,
MIOANACAHHOTO JIEKTPOHHON MOAIHUCHIO;
IPOBEPATh HAIUYME B IPOU3BOJIBHBIX
NEPBUYHBIX OYXraJTepCKUX JOKyMEHTax
00513aTEeNIbHBIX PEKBU3UTOB;

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

IPOBOAMTH  TPYNIHUPOBKY  MEPBUYHBIX
OyXrajaTepcKux JIOKyMEHTOB 10  pAny
IIPU3HAKOB;

IIPOBOJAMTH TAKCUPOBKY U KOHTHUPOBKY
MEPBUYHBIX OYXTalTEePCKUX TOKYMEHTOB;
OpPraHU30BBIBAThH IOKYMEHTOO0OPOT;
pa3bupaTbCs B HOMEHKJIATYpE JIel;
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
UCTEUYEHUU YCTaHOBJICHHOT'O CpoOKa
XpaHEHUs;

UCOPABIATh OWIMOKM B  INEPBUYHBIX
OyXraJTepCKUuX JOKYMEHTaX.
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