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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHN ITPOT'PAMMBI YYEBHOM JUCIHATLIMHBI
«TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1. MecTO JTUCUMIJIMHBI B CTPYKTYP€e OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

YyeOHas

JUCHUITIIINHA «I[OKYMCHTaHI/IOHHOC

oOecrieuenue

YIIpaBJICHUA ABIIACTCA

00s13aTeNbHON 4acThI0 00IENPO(EeCCHOHANBHOTO IIUKIIa 00pPa30BaTEIbHON IPOrpaMMbI B COOTBETCTBUU C

OI'OC CIIO no cneunansaoctu 38.02.01 DxoHOMMKA U OYXTITEPCKUM YUET (110 OTpacisiM).

VYuyeonas muctummHa OIL.06 JlokymeHTanmoHHOE oOecleueHue YIpaBieHUs O0ecreyruBacT

(dbopMupoBaHue MPOPECCHOHATBHBIX M OOIINX KOMIIETEHIUH 1o BceM Buaam aestensHoctu ®I'OC CIIO

no crneruanbHocTu 38.02.01. DxoHOMUKa M Oyxrantepckuil y4deT (mo otpacisiM). Ocoboe 3HaueHue

aucnuIuiiHa umeet npu popmupoBannu u passutun OK 01, OK 02, OK 03, OK 04, OK 05, OK 09,

OK10, IIK 1.1.

1.2. He.]'lb U ININIAHUPYEMBIC PE3YJbTATHI 0CBOCHUSA JUCHHUIIINHBI

B pamkxax mnporpaMMbl y4eOHOW AUCUMIUIMHBI OOYYaIOLUIMMUCS OCBAaMBAIOTCS CJEIYIOIINE

YMCHHSA U 3HAHUA.

Kon Ymenust 3Hanus
MK, OK
OK 01 pacrio3HaBaTh 3ajadyy W/WiIM  OpoOJeMy B aKTyaJIbHBIN TPO(ECCHOHATBHBIN
npodecCHOHATHEHOM u/unm COLIMATEHOM M COLMANBHBIA KOHTEKCT, B
KOHTEKCTe;  aHAJIM3UPOBaTh  3a7ayy  W/WIH KOTOPOM MPUXOAUTCS paboTaTh U
npoOJIeMy | BBIIEIATH €€ COCTaBHBIC YaCTH; KHUTh, OCHOBHBIC HCTOYHUKH
OTIPEICTISATh ATAIbI PEIICHUs 3a/1a4H; uHpOpMALlUU M PECYpChl UL
BBISBJIATh M d(PPEKTUBHO HCKATh HHQPOPMAIIHIO, pemieHus 3agad M NpoOIeM B
HGO6XOI[I/IMyIO JUIA  pelieHusd 3aJladyu /U HPO(I)CCCI/IOHaHBHOM U/1im
poOIeMBI; COLIMATBHOM KOHTEKCTE;
COCTaBUTb IUIaH JEHCTBUS; aJITOPUTMBI BBIIIOJIHEHHUS paldoT B
OTIpeNIeIUTh HEOOXOIUMBIE PECYPCHI; MPO(ECCHOHANBHON M CMEXKHBIX
BJIQJICTh aKTYaJlbHBIMH METOAaMH pabOThl B obnactsx;
MpoeCCHOHAIBHOM HW  CMEXHBIX  cdepax; METOABL pabotsl B
peanu30BaTh COCTABJICHHBIN IIJIaH; NpOo(eCcCHOHAIBHON U CMEXKHBIX
OLIEHMBATh pE3YJIbTAT W IOCIEACTBHS CBOMX chepax; CTPyKTYpy IUIaHa JUIA
JCUCTBUN (CaMOCTOSITEIBHO WJIM C TOMOIIBIO PCHICHHS 3a/1a, MOPIOK ONCHKH
HACTABHHKA) pe3yabTaTOB  pEIICHHWs  3ajad
npodeccHoHaNBHOMI
JIeSITETTHHOCTH
OK 02 OTIpeAeNATh 3a7aud IS TMOMCKa HH(OpMAINH; HOMEHKJIaTypa
OTpeNeNsTh HE00XO0/IUMBbIE UCTOYHUKHU WH(OPMAIIMOHHBIX MCTOYHUKOB
uH(pOpPMAIINH; MIPUMEHSIEMBIX B
IUTAHUPOBATh MPOIECC TIOUCKA,; npodeccuoHaTbLHON
CTPYKTYPUPOBATh MOJIy4aeMyt0 HH(POPMAIINIO; ACATCIIBHOCTH;
BBIZICNIATh HamOoJiee 3HAYMMOE B TEpEYHE [IPUEMBI CTPYKTYypUPOBAHUSA
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nHpopmanuu; OIICHUBATh MPaKTUYECKYIO nHpopMmanuu;
3HaYMMOCTb PE3YyJIbTAaTOB IIOMCKA; dopmar oopmieHUs
0(OpMIIATH pe3ysIbTaThl HOUCKA pE3yJIbTaTOB IIOMCKA
nHpopmaruu
OK 03 OINpEEIATh aKTyaJIbHOCTb HOpPMaTUBHO- coJiepyKaHue aKTyaJIbHOM
NPaBOBOW JTOKYMEHTALMU B MPO(ECcCHOHATBHOM HOPMAaTUBHO-IIPABOBOU
JeSITEIbHOCTH; IIPUMEHSTh COBPEMEHHYIO JIOKYMEHTalUH;
HAYYHYIO TPO(eCCHOHANBHYIO TEPMUHOJIOTHIO; COBpPEMEHHAs Hay4Has u
ONpeAeNsiTh W BBICTpAauBaTh  TPACKTOPHH npodeccuoHaIbHas
npogecCuOHaIbHOIO pa3BUTHS u TE€PMUHOJIOTHS;
camMo00pa3oBaHUs BO3MO>KHBIE TPAeKTOPUU
po(heCcCHOHATILHOTO PAa3BUTHUS H
camo00pa30BaHus
OK 04 OpraHu30BbIBaTh ~ pabOTy  KOJUIEKTMBA U IICUXOJIOTUYECKUE OCHOBBI
KOMaH/Ibl; JeSITeIbHOCTH KOJIJIEKTHBA,
B3aMMOJIEIICTBOBATH C KOJJIETraMH, MICHXOJIOTUYECKHE O0COOEHHOCTH
PYKOBOJICTBOM, KJIMEHTaMU B xoJe JUYHOCTH,
npodeccuoHaIbHOMN e TeIbHOCTH OCHOBBI IPOEKTHOMN
JIeSITEIIbBHOCTH
OK 05 IPaMOTHO H3JaraTb CBOM MBICIH M OQOPMIIATH 0COOEHHOCTH  COLMAIIBHOIO |
JOKYMEHTBHI 110 NMpo(hecCHOHAIBbHON TeMaTuKe Ha KYJIBTYPHOI'O KOHTEKCTa;
roCy/1apCTBEHHOM SI3BIKE, TIPOSIBIISITH npaBuiIa ohopmIteHHS
TOJIEPAaHTHOCTb B pabOUYEeM KOJJICKTUBE JOKYMEHTOB M TIOCTPOCHUS
YCTHBIX COOOIIEHUHN
OK 09 IPUMEHSTh cpeacTBa MH(POPMAaIMOHHBIX COBPEMEHHBIE CpeacTBa u
TEXHOJIOTUH Ui perieHus: NpodecCHOHaIbHBIX yCTpOHCTBa  MH(pOpPMaTHU3ALUY;
3a/1ay; NOPSIOK WX TPUMEHEHUS |
UCIIOJB30BaTh  COBPEMEHHOE  IIPOIPaMMHOE IpPOrpaMMHOE  O0€ECIIeUeHUEe B
o0ecrieueHue npodeccuoHanbHOM
JIESITEIIBHOCTH
OK 10 MOHMMATh OOIIMN CMBICT YETKO MPOU3HECEHHBIX [IpaBUJia MMOCTPOECHUSI MPOCTHIX U
BbICKa3bIBaHUI Ha W3BECTHBIE TEMBI CIOXHBIX  TNPEIJIOKEHUH  Ha
(mpodeccroHanbHble M OBITOBBIE), MOHUMATh npodecCuOHAIbHBIC TEMBI;
TEKCTHI Ha 0a30BbIe MPO(ECCHOHATEHBIE TEMBI; OCHOBHBIE
y4acTBOBaTh B JMAaJOrax Ha 3HAKOMbIE OOIIUE U 00LIeYTOTPEOUTENbHBIE TJ1aroJIbl
npohecCHOHANBHBIE TEMBI; (ObiTOBass U mpodeccruoHaNbHAS
CTPOUTH MPOCTHIE BBICKA3bIBaHUS O cebe U O JIEKCHKA);
CBOEM NnpodeccuoHaNbHON 1eATEeIbHOCTH; JIEKCUYECKHI MUHUMYM,
KpaTKO OOOCHOBBIBaTh U OOBSCHUTH CBOH OTHOCSILHNCS K OIIMCaHMIO
neicTBUs (TeKyIue U IUTaHUPYEeMBbIE); IIPEIMETOB, CpeZCTB "
MUcaTh TMPOCTBHIE CBS3HBIE COOOIICHHWS Ha IPOLECCOB  TMPOHECCHOHATBHOM
3HaKOMBbIC 1202071 HHTEPECYIOILINEe ACATCIILHOCTH,
npoeccuoHaNbHBIE TEMBI 0COOEHHOCTH NMPOU3HOILICHHUS;
npaBuia YTEHUS TEKCTOB
po¢eCCHOHAIBHON
HarpaBJIeHHOCTH
K 1.1 MPUHUMATh IIPOU3BOJIbHBIE IIEpBUYHBIE oOune TpeOoBaHUs K
Oyxrajarepckue TOKYMEHTBI, paccMaTpuBaeMble OyXrajarepckomMy y4deTy B 4YacTu
KaK IHCBbMEHHOE J10Ka3aTeJIbCTBO COBEPIICHHUS JIOKyMEHTHUPOBAHHUS BCEX

XO3SIICTBEHHOM ~ omepanuyd WA  MOJy4eHUe
pa3penieHus Ha ee MPOBEJICHHUE;

XO3IHCTBEHHBIX  JCUCTBUN U
OIepalHii;




NPUHUMATH TIEPBUYHBIE Oyxranrepckue
JIOKYMEHThI Ha OyMa)KHOM HocHuTene u (Wiv) B
BUJIE DJIEKTPOHHOTO JOKYMEHTA, MOAMUCAHHOTO
AJIEKTPOHHOU TIOAIHCHIO;
IPOBEPSITH HAJTMYUe B
MIEPBUYHBIX OyXraiaTepcKux
00513aTEIIbHBIX PEKBU3HUTOB;
MPOBOANTH (hOPMATHHYIO IPOBEPKY JOKYMEHTOB,

MIPOU3BOJIBHBIX
JOKYMEHTaxX

NOPOBEPKY IO CYIIECTBY, apU(PMETUYECKYIO
IIPOBEPKY;
IIPOBOAUTH IPYNIHMPOBKY NIEPBUYHBIX

OyXrajaTepcKux JOKYMEHTOB 110 psAy IPU3HAKOB;
IIPOBOAMTH  TAaKCHUPOBKY M KOHTHPOBKY
HNEPBUYHBIX OYXTaJITEPCKUX IOKYMEHTOB;
OpPraHU30BBIBATH IOKYyMEHTOO0OPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;

3aHOCUTb  JAHHBIE 110  CIPYNIMPOBAaHHBIM
JIOKYMEHTaM B PETUCTPbl OyXTaJTepCKOro y4era;
nepeaaBaTh HEPBUYHbIE Oyxranrepckue
JIOKYMEHTBI B TEKYIIMH OyXTraaTepCcKuil apXus;
nepesaBaTh IIEPBUYHBIE OyxranTepckue
JIOKYMEHTBI B TIOCTOSIHHBIN apXHB 110 UCTCUYECHUU
YCTaHOBJIEHHOI'O CPOKA XpPaHEHUS;
WCIIPABIIATH OLIMOKH B
OyXraJTepCKUX JOKYMEHTaX.

IICPBUYHBIX

TIOHATHE MEPBUYHOI
OyXranatepckoil JOKyMEeHTAalluH;
orpeneneHne MIePBUYHBIX
OyXranTepcKuX JOKYMEHTOB;
dbopMbI HEPBUYHBIX
OyXrantepckux JIOKYMEHTOB,
coJIepKaIInX 00s13aTeIbHbIC
PEKBU3UTHI MEPBUYHOTO

YYETHOTO IOKYMEHTA;
MOPSAIOK TMPOBENIEHUSI MPOBEPKH

HEepPBUYHBIX OyXranTepcKkux
JIOKYMEHTOB, ¢bopmanpHOU
HPOBEPKH JTOKyMEHTOB,
MIPOBEPKH o CYILECTBY,
apupMeTHUECKOI TPOBEPKHY;
TPUHIIMITBI u MIPU3HAKH
TPYIITUPOBKA NEPBUYHBIX
OyXTanTepcKuX JOKyMEHTOB;
MOPSIIOK NPOBEICHUS
TaKCUPOBKM U KOHTHUPOBKH
MEPBUYHBIX OyXTranTepcKux
JIOKYMEHTOB;

MOPSAJIOK COCTABJIEHUSI PETUCTPOB
OyXTalTEepCKOro y4era;

IpaBWJla M CPOKH XPAaHEHHUs
MIEPBUYHOMN OyXrajaTepckoit
JIOKyMEHTalUH.




2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIHUILIMHBI

2.1. O6beM yueOHOI TUCIUNITUHBI H BH/IBI Y4eOHOI padoThI

Bup yueOHoii padoTbl O0bem yacoB
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 32
B TOM YHUCIJIE:
TeopeTuieckoe o0ydeHue 6
NPaKTUYECKUE 3aHATHS 6
CamocTosTenpHas padoTta 20
IIpome:kyTouHas arrecranus 3auér




2.2. TemaTuyeckuii NJIaH M coJep:KaHue YueOHOH TUMCUMILUIHHBI «/[0KyMeHTallHOHHOe o0ecnieyeHne ynpaBJeHUsD)

Koaw!
KOMIIeTeHIIHIA,
(popmupoBanu
HaumenoBanue Oo0bem 0 KOTOPBIX
Coaeprxanue yueOHOro Mmareprasia 1 GopMbl OPraHU3aNMH /1eSITeIbHOCTH 00y4a0IINXCS
pa3/iesioB U TeM B 4acax | cmocodcTByer
3J1eMeHT
NPOrpaMMmbl
1 2 3 4
Tema 1. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
Beenennue. 1. 3HaveHue U CojEePKAHHUE NUCIUILIUHBI «JIOKYMEHTAMOHHOE 0OECTIEYEHHE YIIPABIICHHS. OK 03, OK 09,
JokymeHT u cucremMa | 2. [loHATHE TEPMHHOB <«IOKYMEHT», «IOKyMCHTHPOBAHUEY», «IOKYMEHTAIIMOHHOE ObecrieyeHme 1 OK 10, IIK 1.1
AOKYMCHTAIIMHU yrpasieHus». Y HU(QUKAUs ¥ CTAaHIAPTU3AIUHN YIPABICHYECKUX JTOKYMEHTOB.
Tema 2. Coaep:xxanue yueOHOro MaTepuaJia 2 OK 01, OK 02,
OpranusanuoHso- 1. Opranu3zanvoHHBIE  JOKYMEHTBl —  yCTaB,  Yy4YpEIUTENbHbIE  JIOTOBOp,  IIOJOXKECHHE. OK 04, OK 05,
pacnopsiiuTe/ibHbI€ PacnopsiiutenbHble TOKYMEHTBl — IIPUKa3, PacopshKEHUe, yKa3zaHue, IOCTaHOBJICHUE, pelleHHe, OK 09, OK 10,
AOKYMEHTBI UHCTPYKLUS, TPOTOKOJI. 2 HK 1.1
2. CnpaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTHI: CIy’KeOHas 3amMucKa, OObsICHUTENIbHAS 3allliCKa, aKT,
CIIpaBKa, CIyKeOHbIE MUChMa
B Tom unciie, NpaKTHYECKUX 3aHATHHI
IIpakTnyeckoe 3ansiTue. CocrapieHne U 0opMIIEHUE PacTIOPsSKEHUS 1
CamocrosiTeibHas paGora
1. M3yuyeHue KOHCIIEKTA JIEKLUH. 5
2. CoctaBuTh ¥ 0OPMHUTH PUKA3, CIYKEOHYIO 3aITUCKY, OOBSICHUTEIILHYIO 3aITUCKY
Tema 3. Copepxanue yueOHOIro MaTepuasa 5
Kanposasn 1. JlokyMeHTuUpOBaHUE TpPYIOBBIX MpaBooTHomeHUuH. CoctaB U 0COOEHHOCTH O(OpPMIIEHUS OK 02, OK 04,
AOKYMEHTAaIUs JIOKYMEHTOB 110 JINYHOMY COCTaBY. 5 OK 05, OK 09,
2. KowmmiexroBanue nwuHoro jaena. ABroowmorpadwus. Pesrome. 3asBicHHEe 0 mpueMe Ha padoTy. OK 10
ITpuka3sbl MO JIMYHOMY COCTaBY.
B Tom unciie, NPaKTHYECKUX 3aHATHHI 4
IIpakTHyeckoe 3anssTue. OdopmiieHHE MPUKA30B M0 JTUYHOMY COCTABY. 1
IIpakTnyeckoe 3ansiTue. OdopmiieHue CIIPaBoK, JOKIATHON U CIyKeOHON 3aITMCKH, aKTa. 1




IIpakTnyeckoe 3ansitue. OdopmieHHe TPYIOBOTO JOTOBOpa, IMpHKa3za O IMpHeMe Ha padory,

o(opMIIeHHE TPYAOBON KHUKKH. 2

CamocrosiTesibHas padora

1. H3ydeHne KOHCTIEKTA JCKIIUMH.

2. CocraButh U OGOPMUTH TIPUKA3BI, KACAIOIIUECS TPYAOBBIX OTHOIICHUH (MpuemM Ha padorty, 5

YBOJIbHEHUE pa0OTHHUKA, IPEOCTABICHUE OTITyCKa U T.11.)

3. CocTaBuTh 1 0QOPMHUTH CIPABKY C MECTa pabOThI, TOKJIAJHYIO U CIY)KEOHYIO 3aITUCKY
Tema 4. Coaep:xkaHue yueOHOTro MaTepHaJia 2 OK 01-05,
JloroBopHo- 1. TlonsTus moroBopa. Buasl JOroBOpoB. OK 09, OK 10
npaBoBasi 2. IlpaBuna odopmiieHHsS NPETEH3UOHHBIX NuceM. PopMyIsip UCKOBOTO 3asBJiCHUsS, TpeOOBaHUS K 2
AOKyMeHTalusi ero opopmIIeHUIO

B ToM Yuciie, NpakTHYeCKUX 3aHATHI

IIpakTuyeckoe 3ansaTue. OhopmieHue 10ropopa Kymim-mpoaaxu 1

CamocrosiTeibHast padoTa.

1. Usyyenwue u nmpopaboTKa KOHCIEKTA JIEKIIUH. 5

2. OdopmiieHue UCXOISIUX MHUCEM (TapaHTHHHBIX, PEATIOKESHUN U T.11.).

3. OdopMuTh K AOTOBOPY KYIITU-TIPOAAKU IPOTOKOJ pa3HOTIACUI
Tema 5. Coaep:xanue yueOHOTro MaTepuaJia 1 OK 01, OK 0.2,
IonsTne 1. CocraB u y4er o0beMa JOKYMEHTOOOOpOTa mpeanpusaThii. Opranusanus paboThl ¢ BXOISIICH, OK 04, OK 0.5,
JIOKYMEHT0000poTa, UCXOJAIIEH U BHYTPEHHEH TOKyMEHTalueu 1 OK 09, OK 10,
perucrpanust 2. ba3pl maHHBIX a1 XpaHeHHWsl JOKyMeHToB. Paborta ¢ 3ampocamu. PaboTa ¢ 37eKTpOHHBIMH [K 1.1
AOKYMCHTOB JIOKYMEHTaMHU.
Tema 6. Conep:xxanue yueOHOT0 MaTepHaJia 1 OK 01-0.5,
Opranmnsanus 1. Howmenknarypa nen. UHnuBuayansHble, CBOAHbBIE, IPUMEPHbIE U TUIIOBbIE HOMEHKJIATYPBI /€. OK 09, OK 10,
ONEPATHBHOIO U 2. TlomroroBka ¥ TOPSIOK Tepefadd el B apXWB. 3aKOHOAATENBbHBIE aKThl M HOPMAaTHUBHO- 1 K 1.1
apXMBHOI'0 XpaHeHUs! METOJUYECKHE TOKYMEHTHI 10 aDXUBHOMY XPaHEHHUIO JOKYMEHTOB.
AOKYMEHTOB CamocrosiTesibHas padoTa.

1. U3yyeHue KOHCIEKTOB JIEKIIHIl.

2. CocraBnenne HoMeHKIaTyphI 6N Ha TpUMepe MpUMEpHBIX U TuoBbix HI. 5)

3. OdopmieHne TUTYIBHOTO JIUCTA JeNla, corinacHo HoMeHKIaTyphl Jie.

4. TloaroroBka u nepeaada JIJI B apxuB, mprkasza no KOMaHJAUPOBKaAM H JIp. JeJL.
IIpome:xxyTouyHas aTTecTanus 3auér
Bcero: 32




3. YCJOBUS PEAJIU3AIIMU ITIPOT'PAMMBI YYEBHOM U CIHUILIAHBI

3.1. Jlna peanm3anuMd NPOrpaMMbl Y4YeOHOH JAUCHHUIUIMHBI IPeIyCMOTPEHO
cleayioliee crnenuajgbHoe TMoOMelleHHe: KaOMHET «JlOKyMEHTAllMOHHOTO OOeCIeYeHus
yIOpaBlICHUS», OCHAIIEHHBI  00OpyHOBaHWMEM: TIOCAJ0YHBIE MeCTa IO  KOJUYECTBY
oOydaromuxcsi, pabouee MeCTo IpernoAaBarens, J0cka, TEXHUYECKUMHU CPEACTBAMU OOyUYEHUS:
KOMITBIOTEPHI, MyJIbTUMEInIHOE 000pynoBanue, npuntep (M®PYVY), skpaH.

[Tomenienust uisi caMOCTOATENBbHON PabOThl OOYUYaIOIIUXCS OCHAIIEHBI KOMIIBIOTEPHOM

TEXHUKOU U IIOJAKJIFOYCHEBI K I/IH(bOpMaI_[I/IOHHO-TCHCKOMMYHHK&HHOHHOﬁ CETH ((I/IHTCpHeT».

3.2. UudopmannoHHoe odecriedeHue peasu3anun NporpaMmbl
JUis  peanmuzanuyd  TporpaMMbl  OMOMMOTEYHBIM (OHA WMEeT TICYaTHbIC W/WIH

3JIEKTPOHHBIE 00pa3oBaTeNbHbIe U HH(POPMAIMOHHBIE PECYPCHI.

3.2.1. IleyaTHble U3XAHUA

1. KazakeBuu T.A. JlokyMEeHTAIIMOHHOE OOECIICUCHHE YIPABICHUS: YUEOHUK U MPAKTUKYM IS

CIIO / T.A. KazakeBuu, A.W. Tkanuu. — 2-e u3x., ucnp. u gomn. — M.: FOpaiit, 2017. — 274 c.

JlomoJiHUTeIbHA JINTEepaTypa

1. ITmenko A.B. JlokymentanuonHnoe obecrieuenue ymnpasienus (10-e usa., crep.) ydeOHHUK. —
M.: Akagemus, 2011. - 176 c.

2. PympinuHa JI.A. JlokyMeHTalMoHHOE obecrieueHue ynpasieHus (9-e usf., crep.) yueOHHUK. —
M.: Akagemus, 2011. - 224 c.

3. Camnkor B.B. MHpopMaImoHHbIE TEXHOJIOTHA ¥ KOMIBIOTEPHU3AIS JEIONPOU3BOICTBA (6-¢
u31., cTep.) yueOHuk. — M.: Axkagemus, 2011.

4. bapnaeB D.A. JlokymenroBenenue. — M.: Akanemusi, 2008.

3.2.2. DneKTpoOHHBbIE H31aHU (JIEKTPOHHbIE Pecypchl)

1. «KoncynwranT I[lmoc» - 3akoHomarenscTBo PD: KomeKCHI, 3aKOHBI, YKa3bl, TOCTAHOBJICHUSI
[TpaButensctBa Poccuiickoii ®enepanuiy, HOPMATHUBHBIE JIOKYMEHTHI [DJIEKTPOHHBIN
pecypc] /Pexxum noctyna: http://www.consultant.ru

2. Tapant — 3aKoHOJATENbCTBO (KOJEKCHI, 3aKOHBI, YKa3bl, MOCTaHOBIeHUs1) PD, aHanuTHKa,
KOMMEHTapUH, MTpaKkTUKa [ DNeKTpOoHHBIN pecypc] / Pexxum moctyma: http://www.garant.ru

3. Henompou3BoacTBO + [DnekTpoHHBIN pecypc] / Pexxum nocryna http://www.delpro.narod.ru
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JIoKyMeHTOOOOPOT M JECTONPOU3BOICTBO: KHUTH, YICOHHKH U CAaMOYUYUTENhb [ DICKTPOHHBIN
pecypc] / Pexxum nocryna: http://www.workpaper.ru

CaiitT 1o KaJapoBOMY JEIIONPOU3BOACTBY [DnekTpoHHBI pecypc] / Pexum pocryma
http://www.kadrovik-praktik.ru

JlokyMeHTOOOOpOT H Aenonpou3BoACTBO. CHUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa

[DnexTponHbIit pecypc] / Pesxxum poctyma http://www.doc-online.ru

3.2.3. JlonoJIHUTEIbHbIE HCTOYHUKH
Kypnuan «Jlenonpous3BoacTBo».
Kypnan «Cekperapckoe Aeom».

Kypnan «YnpasineHue nepcoHagoM».

3.2.4. HopMaTHBHBIE T0KYMEHTbI
®enepanbHblil 3akoH «O0 3nekrponHoit noanucn» ot 06.04.2011 N 63-03.
Qenepanbublii 3akoH «O0 uHMOpMaMK, WHPOPMAIMOHHBIX TEXHOJOTHUSAX W O 3aIIUTe
uHpopmarum» ot 27.07.2006 N 149-D3.
I'oCT P 7.0.8-2013. HauumonansHbiii crtangapt Poccuiickoit ®enepamuu. Cucrema
CTaHJApTOB MO WHQOpPMAIIUU, OMOIMOTEYHOMY U M3JATENILCKOMY Ney. Jlemonpon3BoicTBO
u apxuBHOe jaeno. Tepmunsl u onpeaenenus (yrB. [Ipukazom Poccrangapra ot 17.10.2013
Ne 1185-cr1).
I'OCT P 7.0.97-2016. Cucrema ctanmaproB 1o HHpopmMauu, 6MOIMOTEYHOMY U
u3zaTesNbeckoMy Aeny. OpraHu3aliOHHO-PACIOPAIUTENbHAA JOKYMEHTAlMs. TpeOOBaHUs K

odopmiieHnto 10kyMeHTOB (B peaakiiuu [Ipukaza Poccrangapra ot 14.05.2018 Ne 244-cT).
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http://www.doc-online.ru/

4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUSA YYEBHOM JUCHUILIMHBI

Pe3yabTarsl 00yyeHus

Kpurepum ouenkn

MeToabI OLIEeHKH

B pe3yibTare OCBOECHUS

JUCIUTLIAHBI oOyuaromuiics

JIOJIKEH 3HAMb !

—  aKTyaJbHbIU
pohecCHOHATBHBIA u
COLIMATIbHBIA ~ KOHTEKCT, B

KOTOPOM TPUXOJIUTCS paboTaTh
U JKUTh;, OCHOBHBIC UCTOYHUKHU
uHpOpPMALIUU U PECypChl IS
pelieHus 3a1a4 W mpodsieM B
poeCCHOHATBHOM u/vunm
COLIMAILHOM KOHTEKCTE;

— ITOPUTMBI BBIIOJHEHUS PabOT
B npodeccHOHaTBLHON u
CMEKHBIX O0JIACTSX; METOJIbI
paboTel B MpOdeCCHOHATHHON
U CMEKHBIX cepax; CTPYKTYpY
IUIaHa JUISL  PEIIeHHs 3ajad;
HOPSZIOK OLIGHKU PEe3yJIbTaTOB

pelieHus 3a1a4y
npodeccuoHaIbHON
JeSITEIbBHOCTH

— HOMEHKJIaTypa
UH(POPMALIMOHHBIX HCTOYHUKOB
PUMEHSIEMBIX B
npodeccuoHaNbHOM
JeSITEIIbHOCTH; pUEMBI
CTPYKTYPHUPOBAHUS
uH(pOopMaLnu; ¢dopmar
oopmienus pe3yinbTaToB
novcka MH(popMaluu

— coJepKaHue aKTyaJbHON
HOPMAaTHBHO-TIPABOBOM
JTOKYMEHTAllUU; COBpPEMEHHas
Hay4yHas U NpodeccHoHanbHas
TEPMHHOJIOTHS;  BO3MOXHbBIE
TPaeKTOPUHU

MpOECCHOHAIBHOTO Pa3BUTHUSA
U caM000Opa3oBaHus

— TICUXOJIOTHUYCCKUEC OCHOBBI
OCATCIIBHOCTHU KOJIJICKTHUBA,
[ICUXOJIOTHYECKHE
0COOCHHOCTH JTUYHOCTH;
OCHOBBI MPOCKTHOM
JIEATENLHOCTH

— OCOOGHHOCTH COIIMAJIBLHOIO U
KYJBTYPHOTO KOHTEKCTA;

pacrio3HaBaHHe JIITOPUTMOB
BBITTOJTHEHUS pabor B
npoecCHOHATLHON M CMEXKHBIX
00JacTsIX; OompeaesieHHe METOJIOB
paboTel B TpO(heCcCHOHATBLHOW U
CMEXHBIX chepax; BBIOOD
OIIpeIeIICHNE ONTUMAJIBHOMN
CTPYKTYpBI IUIaHA JJISl PEIICHHS
3ajau;

MOHUMAHUE  MOPSIKA  OICHKU
pe3yJIbTAaTOB  PEUICHUs  3a/1ad
npodeccrnoHaTBEHOM
JeSATEIbHOCTH;

BBIOOp HauOoJiee ONTUMAIBHBIX
WCTOYHUKOB  WHPOpMAIUU U
pECYpCOB JUIsl pelieHHs 3a1ad U
mpobiieMm B mpodeccnoHATEHOM
W/WJIH COIMAIBHOM KOHTEKCTE;
OPHEHTUPOBAaHHE B aKTyaJIbHOMH
HOPMaTUBHO-TIIPABOBOU

JOKYMEHTAI1H; COBpEMEHHOMU
HaydHOH u mpodhecCHuOHATHHOM
TEPMUHOJIOTUH;

IIOHUMAaHHUC TIICUXOJIOTUYECCKUX
OCHOB ACATCIIbHOCTH
KOJUIEKTHUBA,  ICUXOJOTMYECKUX
0COOCHHOCTEH JINYHOCTH;
BJIAJICHUE  3HAHUSIMHU  OCHOB
paboThI c JIOKYMEHTaMHU,
IIOATOTOBKHN YCTHBIX u
MMCEMEHHBIX COOOIIEHUI; 3HAHHE
OCHOB KOMITBIOTEPHOU
TPAMOTHOCTH; 3

HaHHUEC ImpaBUJI HaITMCaHUuA )51

MPOW3HONIICHUSI CJIOB, B T. 4. M
npodeccnoHaTbHOM TEKCUKH.

3HaHUe bopm IIEPBUYHBIX
OyXraaTepcKux JIOKYMEHTOB,
COJIEpKAHUSA Takou
JOKYMEHTAIUH, NOHUMaHHe
cneunpuku paboThI c
MEPBUYHBIMH  OYXTaJITEpCKUMHU
JOKYMEHTaMHU

OrnecHka
pe3yIbTaTOB
BBITTOJTHEHHUS
MIPAKTUYECKHUX
pabor.

OrneHka
BBITTOJTHECHHUS
CaMOCTOSITENIbHBIX
pabor.

Tecr.

YcTHbI onpoc.
IInceMeHHBIN
ompoc.
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npaBuia odopmIIeHUS
JOKYMEHTOB M  TIOCTPOCHUS
YCTHBIX COOOIICHUIA.

rpaMOTHO  H3JIaraTb  CBOH
MBICIIU u oopmMIIATH
JOKYMEHTBI o
npo(eCcCHOHANTLHOM ~ TEeMAaTHKE
Ha TOCYJapCTBEHHOM  SI3BIKE,
MPOSIBIISATE  TOJICPAHTHOCTH B
paboueM KOJICKTUBE
COBPEMEHHBIE  CpelIcTBAa U
yCTpoicTBa HMH(OpMaTH3AINH;
NOPSIOK WX TMPUMEHEHUS U
mporpaMmMHOe OOecCIieYyeHue B
npoeCCUOHATBLHON
JeSITeTbHOCTH

npaBuiia MOCTPOCHUSI MPOCTHIX
U CJIOXHBIX TNPEIJIOKCHUN Ha
npoQeCcCuOHAIIbHBIC TEMBI;
OCHOBHBIC
00IIeyoTpEeOUTEHLHBIC
TJ1aroJibl (ObITOBAs u
npodeCCHOHANIbHAS  JICKCUKA);
JICKCHUYECKHI MUHHMYM,
OTHOCSIIUICS K  ONUCAHHIO
IPEMETOB, CpeICTB U
Mpo1eccoB NMpodecCHOHATHHOM
NeSITeIbHOCTH;  OCOOEHHOCTH

MIPOU3HOIICHHS; npaBuia
YTEHUS TEKCTOB
npodecCuoHATIbHON
HaIpaBJIE€HHOCTH oOrrme
TpeOoBaHUS K OyXrajaTepcKkoMmy
y4ery B 4acTH
JIOKYMEHTUPOBAHUS BCEX
XO3SIMCTBEHHBIX JCHUCTBUM U
onepanuii;

MOHSITUE NEePBUYHOU
OyXraiaTepckoi TOKyMEHTAIUH;
ompeneneHue TIePBUYHBIX
OyXTaJITEPCKUX TOKYMEHTOB;
dbopMBI MEePBUYHBIX

OyXrajaTepCcKux  JIOKyMEHTOB,
COJIEpKAIIIX 0o0s13aTebHBIE

PEKBU3UTHI HEPBUYHOTO
YYETHOTO JIOKyMEHTA,

HOPSIIOK MIPOBE/ICHUS
MPOBEPKH MEPBUYHBIX
OyXTaJITePCKUX  JOKYMEHTOB,
dopmanbHOU IIPOBEPKU

JOKYMEHTOB, TPOBEPKU IO
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CyIIecTBY, apupMeTUUECKOU
MIPOBEPKU;

—  TIPUHIIUIIBI u MIpU3HAKU
TPYIIUPOBKH HNEPBUYHBIX
OyXTaJITEpCKUX JTOKYMEHTOB;

— TOpSAA0K MIPOBEJICHUS
TaKCUPOBKM U  KOHTHPOBKHU
MIEPBUYHBIX OyXraiaTepcKux
JIOKYMEHTOB;

—  MOPSAOK COCTAaBJICHUS
pPETUCTpOB OyXTraJnTepCcKOro
yuera;

— TpaBWIa U CPOKH XpaHCHHS
IIEPBUYHOU Oyxraiarepckoit
JIOKYMEHTAIUH.

B pe3ynbrare OCBOCHUS BJIaJICHUC akTyanbupivMu | OLeHka

JUCITUTLIAHBI oOyuaromuiics METOJIaMHU paboTEI B | pE3yJIbTaTOB

JOJDKCH yMentb: npo(eCCHOHATTBHON M CMEKHBIX | BBIITOJHCHHS

— pacro3HaBaTh 3ajady W/WUIH chepax; s dexkTuBHOE | MTPAKTUICCKUX
npooiieMy B BEISIBJICHHC u nouck | pador.
po¢eCCHOHATBHOM W/ W nHpopManuu, cocrasyienue | OueHka
COLIMaJIbHOM KOHTEKCTE; ONTHMAIBHOIO MJaHa JEUCTBUI, | BHIIIOJIHCHUS

— aHAJIM3UPOBATh 3aJady W/UIU aHaJIN3 HE0OXOTUMBIX JUISL | CAMOCTOSITENIbHBIX
npobiieMy U BBIACNATH €€ BBITIOJIHEHUS 3a]IaHusl, pECYpCoB; | PadoT.
COCTaBHBIE YaCTH; OCYIIECTBIICHUE Tecr.

— OMNpeAensiTh JTambl pPeUIeHUs HCCIIEA0BATENbCKOM VYcTHBIM onpoc.
3ajJiavu, BBISIBIISITH u JOEATECIBHOCTH, anBonﬂmeﬁ k | Ilncemennsiin
b PexTUBHO HCKaTh ONTUMAJIBHOMY pe3yJIbTaTy; o1poc.
uH(pOpMaIIMI0, HEOOXOIUMYIO JEMOHCTPALIHS TMOKOCTH B
JUTSL  peUIeHUS 334y W/ oO1eHnn c KOJUIETaMHU,

POOIIeMBI; PYKOBOJCTBOM, MOJAYUHEHHBIMU U

— COCTaBUTh IUIAH JICHCTBHS, 3aKa34uuKaMu; MIPUMEHCHUE
OTIPEICTUTh HEOO0XOIMMBIC CPEICTB MH(OPMAIIMOHHBIX
pecypcsl; TEXHOJIOTHI JUTS peuieHus

— BIJIAQJETh aKTyaJIbHBIMU HpO(l)eCCI/IOHaJ'IBHBIX 3aJa4,

METOJIaMH paboTsl B s dexTuBHOE HCIIOJIb30BaHHE
npodeccuoHaNBHOM u COBPEMEHHOT0 MIPOrPaMMHOTO
CMEXHBIX cpepax; peaan3oBaTh obecrnieueHus;

COCTaBJICHHBIN IIJ1aH,

— OILICHUBATh pe3yabTat 4
MOCJIENCTBUS CBOUX IEUCTBUU
(caMOCTOSATEIBHO U C

MOMOIIbI0 HACTABHHKA)
— OINpEeAeNATh 3aJ1a4M /I IOUCKa

uH(pOpMaIInK; OTIpEeTISATh
HEO0OXOIUMBIE WCTOYHUKHU
uHpOpMaInH;

— IUTAaHUPOBATH TPOIIECC ITONCKA,
— CTPYKTYpHpPOBaTh TMOJIYYaeMYIO
uH(pOpPMAIIHIO; BBIICIATD
HanOoJiee 3HAYMMOE B TIEPEUHE

KpaTKO M 4eTKo (hOpMyIHpOBAaTh

CBOM  MBICIIH, WU3Jlarath WX
JOCTYMMHBIM N1 TIOHUMAaHUS
CII0CO00M;

s dexTuBHAS pabota c
MEPBUYHBIMH  OyXTalTEPCKUMHU
JIOKyMEHTaMH.
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nHpopmanuu; OLICHUBATh

NPaKTUYECKYIO 3HAYUMOCTb
pE3yJIbTaToB TIOUCKa,
opopMIATH pe3yabTATHI
HIOMCKa

OTIpeNeNATh aKTyaJIbHOCTb
HOPMAaTHBHO-IIPABOBOU
JOKYMEHTAIUH B
npohecCHOHATLHOM
JeATEIHOCTH; HIPUMEHSTH
COBPEMEHHYIO Hay4YHYIO
npodeccHoHaTbHYIO
TEPMUHOJIOTHIO; ONPEACISTh H
BBICTPANBAaTh TPaeKTOPUU

MPOECCHOHAIBHOTO PAa3BUTHUSA
U caM000Opa3oBaHuUs

OpraHU30BbIBATH paboty
KOJJICKTHBA WU KOMAaHJBI;
B3aUMO/ICHCTBOBATh C
KOJIJIETaMH, PYKOBOJICTBOM,
KJIMEHTaMHU B xoze
npodeCcCHOHAILHON
JeATEIILHOCTH

rpaMOTHO  H3JIaraTb  CBOH
MBICITU u oopMIATH
JIOKYMEHTBI o

MpoPECCHOHAIBHON ~ TeMaTHKE
Ha TOCYIapCTBEHHOM S3bIKE,
MMPOsABJIATE TOJCPAHTHOCTL B
paboueM KOJIIeKTHBE

MMPUMCHATH cpeacrsa
WH()OPMAIIMOHHBIX TEXHOJIOTHIA
TUIS pelieHus
PO eCCHOHATBHBIX 3a/1ay;

UCMOJIBb30BaTh  COBPEMEHHOE
IporpaMMHO€E oOecrieueHne
MOHUMAThH OOIIUN CMBICT YETKO
PON3HECEHHBIX
BBICKA3bIBAaHUN HAa W3BECTHBIC
TeMbl (TMpodeccHOHANbHBIE U
OBITOBBIE), MOHUMAaTh TEKCThI
Ha 0a3oBbIC
poeCCHOHATBHBIC TEMBI;
y4acTBOBaTh B JHANOrax Ha
3HAKOMBIE o0rmue u
poeCCHOHAIBHBIC TEMBI;
CTPOUTH NPOCThIE
BBICKa3bIBaHUSI O cede U O
cBOEH npodecCHOHATbHON
JESITEIIbHOCTH; KpaTKO
000CHOBBIBaTh U OOBSICHUTH
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CBOM JIeHCTBHs (TeKyliue u
IUIAHUPYEMBIE);

nucath  MPOCTblE  CBSI3HBIE
COOOLIEHNs HAa 3HAKOMbIE WIN
UHTEPECYIOIINE
po¢eCCHOHATIbHBIE TEMBI
NPUHUMATH MIPOU3BOJILHBIC
IIEPBUYHBIE Oyxrantepckue
JIOKYMEHTBI, pacCMaTpUBaeMble
KaK UCbMEHHOE
JI0Ka3aTeIbCTBO  COBEPLICHMS
XO3AMCTBEHHOW OIEpALUA WU
HOJy4eHUE pa3pelIeHus] Ha ee
IIPOBE/ICHHUE;

IpUHUMATh HepBUYHBIE
OyXxrajiTepckue JTOKyMEHThbl Ha
OyMa)xHOM HocuTese U (Win) B
BUJIE 3JIEKTPOHHOIO
JIOKYMEHTA, HOJIKCAHHOTO
3JIEKTPOHHON MOATHUCHIO;
IPOBEPATH HaJIN4He B
IIPOU3BOJIBHBIX MEPBUYHBIX
OyXrajaTepckux  JOKyMEHTax
00s13aTeNbHBIX PEKBU3UTOB;
POBOJIUTH (dbopmanbHyIO
IIPOBEPKY JIOKYMEHTOB,
IPOBEPKY IO CYLIECTBY,
apu(MEeTHUECKYIO TPOBEPKY;

MIPOBOJUTH IPYHIIIUPOBKY
IIEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB o pany
NPU3HAKOB;

OPOBOJIUTH  TaKCUPOBKY U
KOHTHPOBKY MNEPBHUYHBIX
OyXraJaTepcKux JOKYMEHTOB;
OpTraHHU30BbLIBATH
JIOKYMEHTO000pOT;

pa3doupatbCs B HOMEHKIIAType
AL,

3aHOCHUTH JaAHHBIC 110
CrPYNIIUPOBAHHBIM
JOKyMEHTaM B PETHUCTPHI
OyXTaJITEPCKOTO Y4ETa,;

nepesaBaTh MIEPBUYHbIE
OyXxrajnTepckue JOKYMEHTHI B
TEeKYIIUN Oyxrantepckuit
apxuB;

nepenaBaTh MepBUYHbIE
OyxraaTepckue JOKYMEHTHI B
ITOCTOSIHHBIN apxuB 1o

HCTCUCHUU YCTaHOBJICHHOI'O
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CpOKa XpaHEHHUS;

UCIIPaBIIATh OIINOKH B
MIEPBUYHBIX OyXraiaTepcKux
JIOKYMEHTaX.
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