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1. MACIIOPT IMPOT'PAMMBI YUEBHOM JUCIHUILIVHBI
1OKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1 O6J1acTh IPUMEHEHHUSsI IPOTPaAMMbI
[Tporpamma y4eOHON IUCHMIUIMHBI «J{OKyMEHTAI[MOHHOE OOecreueHne YIpaBICHHS)
ABJISICTCS YacThI0O OCHOBHOH IpodecCHOoHaIbHON 00pa30BaTeIbHON POrpaMMbl B COOTBETCTBUU
¢ ®T'OC no cnennansHoctu CIIO 38.02.01 DxoHOMUKA U OyXTanTEPCKHUi yueT (110 OTPaCIIsIM).
[Tporpamma yueOHOM JUCIUIUITMHBI MOKET OBITH HCIIOJIb30BAHA:

- B JIONOJIHUTEIFHOM TPO(ECCHOHATBHOM 00pa3oBaHWH (B MpOrpaMMax IOBBIIICHUS
KBATH(UKAIIMK U TIEPETIOATOTOBKH )

1.2 MecTo AUCHMILUIMHBI B CTPYKTYpe NMPOrpaMMbl MOATOTOBKHM CIELHHAJHCTOB
Cpe/IHero 3BeHa:

JucuunnuHa «/lokyMeHTalmoHHoe o0ecreueHne ynpaBieHus» SBISIETCS AUCHUTITMHON
obmernpogeccuoHaIbHOTO LUKJIa npodeccCHoHATLHOM MOATOTOBKU OCHOBHOM
npodeccuoHansHOM 00pa3oBarenbHOUW MporpaMmbl B cooTBercTBUU ¢ OI'OC CIIO mno
cnernuanbHOCTH 38.02.01 DKOHOMUKA M OyXTaNTEePCKUi yUeT (TI0 OTPacisim).

1.3. Hemn um 3amaum y4eOHOM JMCHMILIMHBI - Tpe0OBaHMSA K pe3yJbTaTam
OCBOEHHS JHCHHUILIMHBI:

[lensiMu  OCBOEHMSI JUCUUIUIMHBI «JIOKyMEHTAallMOHHOE OOEeCIeYeHUue YIpaBICHUS»
SBIISTFOTCSL:

- TlomydeHnue CcUCTEeMaTH3UPOBAHHBIX 3HAHWHA 10 JOKYMEHTAIHOHHOMY OOECIICUCHHIO

yIpaBJIeHUS,

- 3nanue 3akoHojarenbcTBa Poccuiickort deneparuu, peryaupyromero AaHHYIO cdepy,

CYIIHOCTH U COAEP)KaHUS MOHATHH JOKYMEHTAI[HOHHOTO 00eCTIeYeHHs yIpaBIIeHUS,
3amaun OCBOCHUS yueOHOM NUCIUIUIUHBIL:

- YCBOGHHME OCHOBHBIX TOHATUH B O0JACTH JOKYMEHTAI[MOHHOTO oOOecledYeHus

yIpaBlIeHUEM;

- M3y4YeHHE BHUJOB OQUIMAIBHBIX JOKYMEHTOB M TpeOOBaHMH K HMX COCTaBJICHUIO U

0hOpMIICHHUIO;

- IPUMEHEeHHE PaBUJI OpraHu3aluu paboThl ¢ JOKyMeHTaMu ciaykO0bl IOV

- OCBOCHHE MOPsAJIKa OpraHu3aii padboT MO JAeONPON3BOACTBEHHOMY 00CTYKUBAHUIO;

- IPUMEHEHHE ITPUEMOB U CPEJCTB JI€JIONPOU3BOJICTBA, B TOM YHCIIE KOMIIBIOTEPHOTO.
VYyeOHas jucuuiuinHa «JloKyMEHTallMOHHOE OOecreueHue YIpaBJIEHUsS» OOeCHeurnBaeT
¢dopmupoBaHrue MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIMHA MO BCEM BHJAM JIESTENbHOCTH
®I'OC CIIO mo crenmansaocTy 38.02.01 DxOoHOMUKA M OyXTanTepCcKuil y4eT (10 OTpaciisam).
Ocoboe 3HaueHHe AUCHUILTUHA UMeeT npHu popmupoBanuu 1 passutuun OK 01; OK 02; OK 03;
OK 04; OK 05; OK 06; OK 9; TIK 1.1.

OK 01. BeiOupats cnocoObl pemeHus 3afad NpopecCHOHATBHON AEATeNbHOCTH
MPUMEHUTEIBHO K Pa3IMUHbIM KOHTEKCTaM;

OK 02. Hcrnonb30BaTb COBPEMEHHBIE CPEICTBAa IIOMCKA, aHAIW3a W HHTEPIpPETALUU
uH(popMaluu, 1 UHOOPMALIMOHHBIE TEXHOJIOTUU JUIsl BBINOJHEHMS 3ajad Npo¢ecCHOHaTbHON
JESATEIHOCTH;

OK 03. IlnanupoBath U peann30BbIBATH COOCTBEHHOE MPO(ECcCHOHAIBHOE U JTUYHOCTHOE
pasBUTHE, NPEANPUHUMATEILCKYIO JIEATENFHOCTh B MpoQeccuoHanbHON cdepe, UCIOonb30BaTh
3HaHUA 10 PUHAHCOBOM IPAMOTHOCTHU B PA3IMYHBIX )KU3HEHHBIX CUTYALIUSX;

OK 04. O¢ddexTrBHO B3aMOACHCTBOBATH 1 pabOTATh B KOJUIEKTHBE M KOMaH/IE;

OK 05. OcymiecTBisiTh YCTHYIO M MUCbMEHHYIO KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM
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s3pike  Poccmiickoit @expepanMu ¢ y4yeToM OCOOCHHOCTEH COIMANBHOTO M KYJIBTYPHOTO
KOHTEKCTa,;

OK 06. [IlposBIATh TIpaKAaHCKO-NIATPUOTUYECKYIO IO3MILHI0, JIEMOHCTPUPOBATH
OCO3HaHHOE MOBEICHNUE Ha OCHOBE TPAJULIMOHHBIX OOIIEUEIOBEUECKUX LIEHHOCTEH, B TOM YHCiie
C Y4eTOM TrapMOHHU3ALUM MEKHALUOHAJIBHBIX M MEXPEIUTMO3HbIX OTHOLIEHUM, MPUMEHSThH
CTaHJApThl aHTUKOPPYIIIMOHHOTO [TOBEICHMS;

OK 09. Ilonp3oBarbesi mpodecCHOHANBHOW JOKYMEHTAIlMeld Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.

I1K 1.1. O6pabaTpiBaTh NEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

B pe3ynbrate ocBoeHus yueOHON AUCHUILINHBI 00Y4aIOLUICs JOKEH YMETh:
- pacmo3HaBaTh 3aJa4y H/WIM IpodsieMy B MPOGECCHOHATHHOM W/UJIM COIUAIBHOM KOHTEKCTE,
aHAJM3UPOBaTh 33/a4yy W/WIKM NMPOOJIeMy U BBIIEIATh €€ COCTAaBHbIC YAaCTH; ONPENENIATh dTallbl
pelIeHns 3a7a4uu; BBIBIATE U 2PPEKTUBHO UCKATh WH(POPMAILINIO, HEOOXOIMMYIO Ul PEHICHUS
3aJ]aud U/UIH NIPO0OJIEMbl; COCTABUTD IUIAH ACUCTBHS; ONPEACIUTh HEOOXO0AUMBIE PECYPCHI;
- BJAJETh aKTyaJbHBIMH METOJaMH pPAa0OThI B TPO(PECCHOHATBHON W CMEXHBIX cdepax;
peanan30BaTh COCTABJICHHBIM IUIaH; OLIEHWBATh pE3yJbTaT W IOCIEACTBUA CBOMX JeHCTBUH
(caMOCTOATEIBHO MM C TOMOUIbIO HACTABHUKA);
- OompeAenATh 3aJaud Ul IMOMCcKa HMH(OpManuM; ONpeNensiTh HEOOXOJUMbIE HCTOUYHUKU
uHPOpPMAaLIKK; TJIAHUPOBATh MMPOIECC TMOUCKA; CTPYKTYPHPOBATH IOJIydaeMylo HH(OpMaIuio;
BBIJICJIATh HanboJiee 3HaUUMOE B IepeuHe MHPOPMALIMH; OLIEHUBATh PAKTHUECKYI0 3HAUUMOCTh
Pe3yJIbTaToOB MOUCKA; 0QOPMIISTH PE3YNbTAThI IOUCKA;
- OIpeNeNiTh AaKTyalbHOCTb HOPMAaTHBHO-NPaBOBOM JOKyMEHTalUH B HpodecCHOHATbHON
JESTEIbHOCTH; IPUMEHATh COBPEMEHHYI0 HAyuHYI MpO(ECCHOHAIBHYI0 TEPMHUHOJIOIHIO;
OIpeNeNATh U BBICTPAUBAaTh TPAEKTOPUH NMPO(ECCHOHAIBHOTO Pa3BUTHUS U CaMOOOpa30BaHNUS;
- OpraHu30BbIBaTh pabOTy KOJUIEKTMBA M KOMAaH/bl; B3aUMOJAEHCTBOBAaTH C KOJUIEraMy,
PYKOBOJICTBOM, KJIINEHTAMHU B X0/1€ IPOPECCHOHATBHOMN NesTETbHOCTH;
- TPAaMOTHO H3JIaraTb CBOM MBICIH M OQOPMIISTH JOKYMEHTBI IO MPOPECCHOHAIBHON TEMAaTHKe
Ha rocyJ1IapCTBEHHOM S3bIKE, POSBIIATH TOJEPAHTHOCTh B pa0OYEeM KOJIJICKTHBE;
- TPUMEHATh CpEACTBa MH(MOPMAIMOHHBIX TEXHOJOTHM i pelleHus MNpoQecCHOHATbHbBIX
3a]1a4; UCMOJIb30BAaTh COBPEMEHHOE MPOrpaMMHOE 00ECTIEYEHHE;
- TMOHUMAaTh OOIIMHA CMBICT YETKO IPOU3HECEHHBIX BBICKA3bIBAHUNW HA W3BECTHBIE TEMBI
(mpoceccroHalibHBIE U OBITOBBIE), MOHUMATh TEKCTHI Ha 0a30Bble MPOQECCHOHATIBHBIE TEMBI;
y4acTBOBAaTh B JIMAJIOrax Ha 3HaKOMbIE OOIIMe M MPo(ecCHOHAIbHbIE TEMBI, CTPOUTH MPOCTHIE
BBICKa3bIBaHUS O cebe M O CBOEH Mpo(hecCHOHAIBHOM NeATeNbHOCTH; KPaTKo 000CHOBBIBATh U
OOBSCHUTH CBOM AECUCTBUS (TEKYLIUE U IUIAHUPYEMbIE); UCATh IMPOCTHIE CBSI3HBIE COOOLICHUS
Ha 3HAaKOMBbIE WJIM MHTEPECYIOIUe NMPo(ecCHOHANbHbIE TEMBI;
- IPUHUMATh MPOU3BOJIbHBIE MEPBUYHBbIE OyXTrajlTepCKHEe IOKYMEHTBI, pacCMaTpUBaeMble Kak
IIMCbMEHHOE [JIOKA3aTEIbCTBO COBEPUICHUS XO34MCTBEHHON oOlepalMd WM  IOJIy4E€HHE
pas3peleHus Ha ee IPOBEJICHUE;
- IPUHUMATh TEPBUYHbIE OyXrajTepckhe JTOKYMEHTHl Ha OyMa)XHOM HOCUTelle U (M) B BHJIE
AIIEKTPOHHOI'O JOKYMEHTa, IMOJANMCAHHOTO 3JEKTPOHHOM MOANUCHIO; NMPOBEPATh HAIUYUE B
IPOM3BOJILHBIX MEPBUUHBIX OYXTadTePCKUX JOKYMEHTaX 00s13aTeIbHBIX PEKBU3UTOB; POBOJUTH
dbopManbHYI0 IPOBEPKY TOKYMEHTOB, MPOBEPKY MO CYLIECTBY, apU(PMETHUECKYIO MPOBEPKY;
IOPOBOJUTH TPYNIUPOBKY NEPBUYHBIX OyXralTepCKUX JOKYMEHTOB IO pALy HPU3HAKOB;
NPOBOIUTh  TAaKCUPOBKY W  KOHTHPOBKY TEPBHYHBIX  OYXTalTEPCKUX  JOKYMEHTOB;
OpPraHU30BBIBATh JOKYMEHTOOOOPOT; pa3dbupaTbcs B HOMEHKJIAType JeNl; 3aHOCUTh JaHHBIE 110
CIpYNIHUPOBAHHBIM JOKYMEHTaM B PETUCTPbl OYXTalNTEpCKOro ydera; MepenaBaTh MEepBUYHbIE
OyxrajnTepckue JJOKYMEHThl B TEKYUIMH OyXraiarepckuil apxuB; IepelaBaTh IEpBUYHBIC
OyXrajaTepckue TOKYMEHThl B IIOCTOSIHHBIM apXWB IO MCTEYEHUH YCTAHOBJIEHHOI'O CpOKa
XpaHEHUST; UCTIPABIIATH OMIMOKH B IEPBUYHBIX OYXTalTePCKUX JOKYMEHTAX;

B pesynbpTare ocBoeHHS y4eOHOW MUCIUIUIMHBI O0YyJarOIIHICS TOKEH 3HATD:
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- aKTyaJbHbII MPO(EeCCHOHATBHBIA U COLUAIBHBIA KOHTEKCT, B KOTOPOM MPHUXOAUTCS paboTaTh
U KHUTh, OCHOBHbIE MCTOUYHUKU HMH(OpMAIMM M PECypChl Ul peIIeHus 3a1ad M npodieM B
podeCCHOHATLHOM H/MIIH COIIMATIbHOM KOHTEKCTE;

- QJITOPUTMBI BBIIIOJHEHUS pabOT B MPO(ECCHOHANBHON U CMEXHBIX 00J1aCTAX; METObl pabOThI
B NMPO(EeCCHOHAILHOW U CMEXHBIX cepax; CTPYKTYpy IUIaHa JUis peIleHHs 3afad; MOpsIoK
OLIEHKHU PE3yJIbTAaTOB PELIeHUs 3a1a4 Npo(hecCHOHAIBHON AesITeNbHOCTH;

- HOMEHKJaTypa HWH(POPMALMOHHBIX MCTOYHHKOB IPUMEHSIEMbIX B NpOoQecCHOHATHHON
NEeSITeIbHOCTH; MPHEMbI CTPYKTYpHUpOBaHUsA HMH(popMauuu; GopMaT opOopMIIEHUS PE3yJIbTATOB
NoUCKa UHPOPMALIUY;

- COJEpXaHHUE aKTYaJbHOM HOPMAaTHBHO-NPAaBOBOM JOKYMEHTAllMU; COBPEMEHHAs HaydHas U
npodeccuoHagbHass TEPMHUHOJIOTHS; BO3MOXKHBIE TPACKTOPUU NMPO(HECCHOHATBFHOTO PAa3BUTHS U
camMo00pa30BaHus;

- TICHXOJIOTHYECKHE OCHOBBI JCATEIbHOCTH KOJUIEKTHBA, IICHXOJOTHYECKHE OCOOEHHOCTH
JMYHOCTH; OCHOBBI IPOEKTHOM 1EATEIbHOCTH;

- 0COOCHHOCTH COLIMAIBHOTO M KYJIBTYPHOTO KOHTEKCTA; MpaBmiia 0POPMIICHHUS TOKYMEHTOB U
HOCTPOCHMSI YCTHBIX COOOILEHMUIA;

- COBpPEMEHHBIE CpPEJCTBA W YCTpOWCTBa HMH(POPMATHU3AIMUH, MOPAIOK HX MPUMEHEHHS |
nporpaMMHoe o0ecrieyeHue B MpopheCcCHOHATILHOMN 1eATEIbHOCTH;

- TpaBWJIa TOCTPOCHHS TPOCTHIX M CIOXKHBIX TNPEIIOKEHUH Ha NPOPecCHOHATBHBIE TEMBI;
OCHOBHBIE 00mIeynoTpebuTenpHpie riaroiibl  (ObiToBas u  mpodeccHOHalIbHas JIEKCHKA);
JCKCHYECKUH MHHHMYM, OTHOCSIIMKCS K OIMCAHHUIO TIPEJAMETOB, CPEACTB M IIPOILECCOB
npoeCcCHOHATIBHON JeSITeIbHOCTH; OCOOCHHOCTH IMPOU3HOIIEHUS; NpPaBUIa YTEHHUsSI TEKCTOB
poQeCCHOHAIbHON HAIIPaBICHHOCTH;

- obmue TpeOoBaHMA K OyXrajaTepcKoMy y4yeTy B 4YacTH JIOKyMEHTHPOBAHHS BCEX
XO3SIMCTBEHHBIX JICHCTBUN M OIEpanuii; MOHSATHE MEPBUYHON OyXralTepCcKOd JTOKYMEHTAIIHH;
OlpesieIeHue MEePBUYHBIX OyXTalTepCKUX JAOKYMEHTOB; (OPMBI NMEPBUUHBIX OYyXTaJTEepPCKUX
JOKYMEHTOB, COJEpXKaluX O00s3aTeIbHbIE PEKBU3UTHI TMEPBUYHOTO YUYETHOTO JOKYMEHTa;
HOPSIOK  TPOBEJCHUS TPOBEPKU MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB, (QOopMalbHON
NPOBEPKH JOKYMEHTOB, MPOBEPKH IO CYIIECTBY, apH(PMETHUYECKOH NMPOBEPKH; MPUHIUIBI U
NOpPU3HAKU TPYNIUPOBKA MEPBUYHBIX OYXTaJTEpCKUX JIOKYMEHTOB; MOPSAOK MPOBEAECHUS
TAKCUPOBKA M KOHTHPOBKH TIEPBHUYHBIX OYXTaJITEPCKUX IOKYMEHTOB; IMOPSIOK COCTaBJICHUS
PETUCTPOB OYyXTalTEpPCKOr0 yuyeTa; MpaBWJia U CPOKM XPAaHEHUS MEPBUUHOM OyXxranarepckoi
JOKYMEHTAIUH.

1.4. PexoMeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHHE MPOrpaMMbl Y4eOHO# THCINTIIMHBI:
MaKCHUMaJIbHON yueOHOI Harpy3ku oOyyaromerocst 48 yaca, B TOM 4ucle:
00s13aTeNbHON ayUTOPHON y4eOHOM Harpy3Ku oOydaronierocs 6 4acos;
CaMOCTOSITENIbHON paboThl o0yyaromerocs 42 yaca.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1.00beM yueOHOM AMCUMIIMHBI U BUABI Y4eOHOI padoThl

Bup yueOHoit padoTbl Oobvem uacos
MakcumanbHas yyeOHass Harpys3ka (Bcero) 48
O6s13aTesibHAsE ayAUTOPHAs ydeOHAasi HATPY3Ka (Bcero) 6
B TOM YHCIIE:
JeK1uu (Ypokn) 4
nabopaTopHbIE PaOOTHI




MPAKTUYECKHE 3aHATUS 2
KOHTPOJIbHBIE pabOTHI

KypcoBas pabota (npoekr) (ecau npedycmompero)

CamocrosiTesibHas paboTa o0yuyawuierocs (Bcero) 42

Hmozosan ammecmayusn ¢ hopme oughghepenyuposannozo 3auema - 1 cem




2.2. TemaTn4yecKkMil IJIAH U coJepkaHMe YUeOHOW TUCUMIIMHBI «/loKyMeHTallmOHHOoe o0ecnieyeHne YIPaBJIeHUs»

HaumenoBanue Coaeprxanue yueOHOro Mmarepuasia u GopMbl OPraHM3aNMH 1eSITeIbHOCTH 00y4A0IINXCS O0vem | YpoBeHb
pa3/iesioB M TeM B OCBOCHMA
yacax
1 2 3 4
Tema 1. Conep:kanue y4yeOHOro MaTepuaa 1
Beenenue. 1.3HaueHue M COMAEP)KAHWE AUCHUIUIMHBI «J[OKyMEHTAIIMOHHOE OOECIeUeHUE YIPaBICHUNY. | 2
HokymeHT U | [IoHATHE TEPMUHOB «JIOKYMEHT», «JIOKYMEHTHPOBAaHHE», «IOKYMEHTAI[MOHHOE OOecreuyeHne
cucrema yIpaBiieHUs». YHU(UKALUSA U CTaHJapPTU3aLIH YIPABICHYECKUX JIOKYMEHTOB.
AOKYMEHTALMHU CamocrosiTenbHast paboTa 00yJaronuxcst 8
Tema 2. Coaep:xaHue y4eOHOIro MaTepHuaJia 1,2
Opranu3zannoHHo- 1. OpranHuzauvoHHBIE JOKYMEHTBI — yCTaB, y4YpeIWUTEIbHBbIE JIOTOBOp, IIOJOKEHHE. | -
pacnopsiauTe/bHble | PacropsauTenbHble JOKYMEHTBI — MPHUKA3, PACIOpsHKEHUE, yKa3aHUe, MOCTAaHOBJICHUE, PEIleHuE,
AOKYMEHTbI UHCTPYKLUS, MPOTOKOI.
2. CripaBo4HO-MH(OPMAIIMOHHBIE  JOKYMEHTBI:  CiIy)KeOHas  3amucka, OObSACHUTEIbHAs
3alMcKa, akT, COpaBKa, CIyKeOHbIE MHCbMa
CamocrosTenbHas pabota o0ydyaroumxcs 8
Tema 3. 1,2
Kaapopast Coaepixanue yueOHOro MaTepuaJa
OKYMeHTAIHS 1.JlokyMeHTUpOBaHHE TPYIOBBIX MpaBoOTHOUIeHWH. CocTaB M 0COOEHHOCTH OGOpMIICHUS | 2
JIOKYMEHTOB I10 JIMYHOMY COCTaBY.
2.KommuiekroBaHue Ju4HOro nena. ABroouorpadus. Pestome. 3asBieHue o mpueme Ha padoTy.
[Tpukaspl 1O TMYHOMY COCTaBY.
B ToM ynciie, MPAKTHYECKUX 3aHATHI U JJa00PATOPHBIX padoT
IIpakTnueckas padora Ne 1. OpopmiieHne JOKYMEHTOB 110 JINYHOMY COCTaBY.
2
CamocrosTenbHas paboTa 00yJaronuxcs 6




Tema 4. Conep:xaHue yueOHOro MaTepuaJa 1,2
JdorosopHo- 1.Ilonsitust moroBopa. Buibl 10roBopoB. )
npaBoBast 2.IIpaBuna oopmiieHHST TPETCH3UOHHBIX MUceM. DOPMYJIsip UCKOBOTO 3asBICHUS, TPEOOBAHUS K
JOKYyMEHTAIUSs ero ohopmIIeHUIO

CamocrosTenbHas paboTa 00yJaronxcs 8
Tema 5. Coaep:xaHue yueOHOro MaTepuaJia 1,2
HonsTne 1.CocraB u yueT oObeMa TOKYMEHTOOOOpOTa mpeanpustuil. Opranusamnus padoThl ¢ BXOSIIEH,
JIOKYMEHT0000pOTA, UCXOJAIICH U BHYTPEHHEH TOKyMEHTaluen -
perucrpanus 2. ba3pl maHHBIX Jid XpaHEHUs NOKyMEHTOB. Paborta ¢ 3ampocamu. PaGoTa ¢ 31neKTpOHHBIMHU
AAOKYMEHTOB JOKyMEHTaMH.

CamocTtosTenbHas paboTa 00yJaronuxcs 6
Tema 6. Coaep:xaHue yueOHOro MaTepuaJia 1,2
Oprann3anus 1. Homenknarypa aen. HauBuayanbHble, CBOAHbBIE, IPUMEPHBIE U TUTIOBBIE HOMEHKIIATYPHI JEII.
ONepaTHBHOIO u | 2.IlogroToBka W TOPSAOK Iepeladdl el B apXWB. 3aKOHOJATEIBHBIE aKThl W HOPMATHBHO-
apXHBHOTO METOJIMYECKUE IOKYMEHTHI TI0 apXUBHOMY XPaHEHHUIO JOKYMEHTOB. )
XpaHeHus!
JOKYMEHTOB

CamocTosTenpHas paboTa o0ydaronmxcs

6

IIpomexyTOUYHASI ATTECTAMA
Bcero: 48




3. YCJIOBUSA PEAJIM3AIIMA YYEFHOU JUCITATLIAHBI
3.1. TpeGoBaHusl K MUHUMAJIbHOMY MAaTePHAJbHO-TeXHHYECKOMY 00ecledyeHH 0.

Ayn. Ne 33 yueOHas aynuTOpHs JTOKYMEHTALMOHHOTO OOECIeUeHUs yNpaBieHHUs (IJis
IPOBEIECHUS 3aHATUH JIEKIHMOHHOI'O THUIIA M 3aHATHM CEMMHApCKOro THIIA, KypCOBOI'O
NPOCKTHPOBAHUS  (BBIMOJIHEHUS  KYPCOBBIX ~ PabOT) TPYIIOBBIX M WHAWBHUIYAIbHBIX
KOHCYJIbTAllMi, TEKyLUIero KOHTPOJIA W HPOMEXKYTOUHOW arrecranuu) oOOpyJoBaHa
MYJIbTUMEIUHHBIM KOMIUIEKCOM.

CrnenuanusupoBaHHas MeOenb: YueOHas MeOenb Ha 24 MOCAaJOYHBIX MecT (CTOJIOB
12mT., cTynbeB 24mr.), paboyee mecto mpemnopasarens ( croia 1 mT., cryn 1 mrT.), mocka
menoBass lmr. Kommberotep Intel 15 4460/1T6/81'6/MonuTtop  Samsung 23" - 1 T
Mynsrumenuitasiii npoektop Tun 1 Optoma x 400 - 1 .

HaGopbl  1eMOHCTpaliMOHHOrO  00OpYyIOBaHMA U y4eOHO-HAIVIAAHBIX  [TOCOOMI:
MYJIbTUMEIAUMHBIE TPWIOKEHHUS K JIGKIMOHHBIM KypcaM M NPAaKTUYECKUM 3aHSATHSM,
UHTEPaKTUBHbIC YUeOHO-HATJIAIHbIE TIOCOOUS.

3.2.MudopMannoHHoe odecniedyeHne 00yUeHust
IlepeyeHb pekOMeHIyeMbIX YUeOHBIX H31aHuil, NHTepHeT-pecypcoB, 10MOJIHUTEIbHOM
JIUTEPATYPBbI

OcCHOBHBIE HCTOYHUKHU:

1. banar B. C. JlokymeHTannoHHOE oOecrieueHue ympaieHus. FOpuanueckas TeXHHKA:
yaeOHoe mocobue i cpeaHero npodeccuonansHoro obpasosanus / B. C. bsuit. — 2-¢ u3g,,
ucnp. u gon. — Mocksa: HznatensctBo HOpaiit, 2020. — 103 c. DnekTpoHHBIH pecypc
https://urait.ru/bcode/455172.

2. TI'mapmii E. B. JlokymeHTanmoHHOe obecrieueHue yrpaBieHus: ydebHoe nmocooue / E.B.
I'maguit. — Mocka: PUOP: HMH®PA-M, 2020. — 249 c. DuekTpoHHBI pecypc
https://new.znaniu m.com/catalog/product/1065817.

3. beikoBa T. A. JlokyMEHTalMOHHOE OOCCIICUYCHUE YIPABICHHS (JIEIOMPOU3BOJICTBO):
yuebHOoe mocobue / T.A. breikoBa, T.B. Kyszuemnona, JI.B. Cankuna; moxg o6m. pen. T.B.
KysnenoBoit. — 2-e¢ m3na., mepepab. m mom. —Mocka : UH®PA-M, 2020. — 304 c.
OnekTpoHHBIN pecype https://new.znanium.com/catalog/product/1070624.

JlonoHUTE/IbHbIE HCTOYHUKH:

1. 3epesa B. II. Opranuzaums u TeXHONOTHUs pabOTl C KOH(PHUIAECHIHAIbHBIMU
nokymeHntamu: ydebnoe mocooue /B.I1. 3BepeBa, A.B. HazapoB. — Mocksa: KYPC: UH®PA-
M, 2020. - 320 c. DnexTpoHHBIN pecypc https://new.znanium.com/catalog/product/1078083.

2. MapbeBa M. B. Pycckuii s3bIk B J1e10BOI noKymMeHTanuu: yueOHuk/ M.B. MapbseBa. —
Mockaa: NH®PA-M, 2019. — 323 C. DIIEKTPOHHBII pecypc
https://new.znanium.com/catalog/product/1002749.

3. I'pozoBa O. C. [lenonmpou3BojAcTBO:  ydyeOHOe  mocobue Ui CpeIHero
npodeccuonansHoro oopazosanus / O. C. I'pozoBa. — Mocksa: UznarensctBo FOpaiit, 2020.
— 126 c. DnexTpoHHBIH pecypc https://urait.ru/bcode/453970.

Ilepeuenb coBpemeHHbIX npodeccuoHanbHbIX 0a3 nanubIxX (CIIBJI)

Ne Haunmenosanue CIIB/]
1 [Dnextponnas 6ubnmoreka Grebennikon.ru - www.grebennikon.ru
2 [Hayunas snextponHas oubnanorexa eLIBRARRY - www.elibrary.ru
3 [Hayunas snextpoHHas oubianotexa KubepJlenunka - www.cyberleninka.ru
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[Tepeuens nHGOpManmoHHbIX cripaBo4yHbIX cucteM (MCC)

Ne Haumenosanune UCC

1 |CopaBounas nmpaBoBas cucrema Koncyasrantllmroc wWww.consultant.ru

DnexTponnas 6ubnmoreunas cucrema BOOK .ru - www.book.ru

ru

2
3 |DnekrponHas oubauoreunas cucrema DbC FOPAUT - www.urait.
4 |DnextponHo-Oubnuoreynas cucrema SHAHUYM (ZNANIUM) -

WWW.znanium.com

5 |Dnektponnas 6ubiaunoreka CII6I' DY - opac.unecon.ru

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA JUCIUIIJIMHBI

KOHTPOJIL H OHEHKa pe3yJIbTaTOB OCBOCHHA JUCHUIUVIMHBI  OCYHICCTBIIACTCA
npenoaaBaTrcjicM B IIPOLECCE IMPOBCACHUA IMPAKTUYCCKHUX SaHHTHﬁ, TECTUPOBAHUA, a TaAKKC
BBITIOJTHCHU A O6y‘~IaIOIIII/IMI/IC$I HHAWBHUYaJIbHBIX 3aIlaHHfI, IIPOCKTOB, PICCJIGI[OBElHI/Iﬁ.

Pe3y.]'leaTI)I Oﬁy'leHI/Iﬂ (OCBOCHHbIe YMEHHSI, YCBOCHHBIE 3HaHHﬂ)

DopMbI U METO/IbI
KOHTPOJISI U OLEHKHU
pe3yJabTaTOB 00y4eHu s

YMCHMUSA:

pacrio3HaBaTh 3a7ady W/HMIM TpodieMy B Mpo(ecCHOHATBHOM W/WIIN
COLIMAJIbHOM KOHTEKCTE; aHaJU3UpOBaTh 3a/Jayy W/ WU TpodiieMy H
BBIJICIIATh €€ COCTaBHBIC YAaCTH; ONPEACIATHh ATAIlbl PEUICHUS 33/1a4H;
BBISIBJISITH M d(PPEKTUBHO HCKaTh HHPOPMAINIO, HEOOXOAUMYIO JUIS
peIIeHMs 3a1a41 U/WIK TPOOIIeMBI,

COCTaBUTH IUIaH ACHCTBUS; ONPEIETUTh HEOOXOAUMBIE PECYPCHI;
BJIAJIETh aKTyaJbHBIMH METOJIaMH PaOOTHI B MTPO(ECCHOHATEHON U
CMEXHBIX c(hepax; pearn3oBaTh COCTABICHHBIN UIaH; OIICHUBATh
[pe3yabTaT U TOCIECTBUS CBOUX JEHCTBUN (CAMOCTOATENIBHO UM C
MOMOII[bIO0 HACTABHHKA)

CobecenoBanue, aHAIIN3 U
OIICHKA TIPAKTUYCCKUX
pabot Ne 1

OTIpeNeNATh 3ajauu JUIsl MorcKa HHGOpMAaIUU; ONIPEIeIIATh
HE00X0IUMble UCTOYHUKN MH(OPMAIUH; TUIAHUPOBATH MPOLIECC
MONCKA; CTPYKTYPHUPOBATh MOJIy4aeMyI0 HHPOPMALIHIO; BBIIEIITh
HanOoJIee 3HAaUMMOE B IepeuHe NHPOpMaIK; OLIEHUBATh
MPaKTUYECKYI0 3HAaUUMOCTh PE3yJIbTaTOB MOUCKA; OOPMIIATH
[pe3yJIbTaThl MOMCKA

CoOecenoBaHue

OTPENeNATh aKTyalbHOCTh HOPMATUBHO-TIPABOBOM JOKYMECHTAIUH B
npodeCCHOHATBHOMN IEATETbHOCTH; IPUMEHSATH COBPEMEHHYIO
HAYYHYIO MPO(ECCHOHATBHYIO TEPMUHOJIOTHIO; ONIPEICIIATh 1
BBICTpAaUBaTh TPAEKTOPUU MTPO(ECCHOHATIEHOTO PAa3BUTHS U
camMo00pazoBaHus

CobecenoBanne, aHajan3 U
OIICHKA HpaKTquCKHX
pabot Ne 1

OpTraHHU30BbLIBATH pa60Ty KOJIUJICKTHBA 1 KOMaH/bI, BSaHMOﬂeﬁCTBOBaTB
C KOJUICTaMHU, PYKOBOJACTBOM, KIIMCHTAMH B XOIC HpO(I)CCCHOHaHBHOﬁ
JACATCIIBHOCTH

CobecenoBanune
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FPaMOTHO M3JIaraTh CBOM MBICIH U OPOPMIIATH JOKYMEHTHI 110
npodeCCHOHATBLHON TeMaTHKE Ha TOCYIaPCTBEHHOM SI3bIKE, MPOSBISATH
TOJIEPAHTHOCTH B paboyeM KOJIJICKTUBE

Co0OecenoBanue, aHaINu3 U
OIICHKA NIPAKTUICCKUX
pabot Ne 1

NPUMEHSTH CPEACTBA MH(POPMALIMOHHBIX TEXHOJIOTUN JJISI pEIICHUS
po(heCCHOHANIBHBIX 3a]1a4; UCII0Jb30BaTh COBPEMEHHOE IMPOrPaMMHOE
oOecreuenue

CobecenoBanue, aHAIHU3 U
OIICHKA IPAKTUICCKHUX
padot Ne 1

MOHUMATh OOLINI CMBICI YETKO IMPOU3HECEHHBIX BbICKA3bIBAaHUI HA
M3BECTHBIC TeMHI (ITpo(decCHOHAbHBIC U OBITOBBIC), IOHUMATh TEKCTHI
Ha 0a30BbIe MPOQEeCCHOHANTbHBIC TEMbI; yYaCTBOBATh B IMajorax Ha
3HAKOMBIE O0IIHE U TPOPECCHOHATBHBIC TEMBI; CTPOUTH MPOCTHIE
BBICKA3bIBAaHUS O ceOe U 0 cBOeH MpodecCHOHATBHON eI TeNbHOCTH;
KpaTKO OOOCHOBBIBATh U OOBSCHUTH CBOU JCHCTBUS (TEKYIIIHE U
[IAHUPYEMBIE); MUCATh MPOCTHIE CBS3HBIE COOOIICHHS Ha 3HAKOMBIE
WIH WHTEPECYIONIHe MPo(ecCHOHAIBHBIC TEMBI

CobOecenoBanue, aHaIu3 U
OIICHKA NIPAKTUICCKUX
pabot Ne 1

NPUHUMATh TPOU3BOJIEHBIE MEPBUYHBIC OYXTaqTepCKHE JIOKYMEHTHI,
PaCCMATpUBACMBIC KaK IHWCbBMCHHOC JOKa3aTCJIbCTBO COBCPUICHUA
XO3AHCTBEHHOH OmNepanuy WIM T[OJy4YeHHE paspelleHHs Ha ee
IPOBE/ICHUE;

NPUHUMATh TEPBUYHBIC OyXrajaTepckue JOKYMEHTHI Ha OyMa)KHOM
HOCHUTCIIC U (I/IJII/I) B BHUAC JJICKTPOHHOI'O AJOKYMCHTA, IMOAINNCAHHOI'O
HIIEKTPOHHOU TTOAIHUCHIO;

[MPOBECPATL HAJIWYUC B IIPOU3BOJIBHBIX TICPBUYHBIX 6YXFEU'IT€pCKI/IX
TOKYMEHTaxX 00s3aTelbHbIX PEKBU3UTOB;

pPOBOAUTH (OPMAJBHYIO TMPOBEPKY JIOKYMEHTOB, IIPOBEPKY IIO
CYIIECTBY, apu(h)METHUECKYIO TPOBEPKY;

[IPOBOAMTH T'PYNIHUPOBKY MNEPBUUHBIX OYyXraJITepCKUX AOKYMEHTOB IO
psily IPU3HAKOB;

[IPOBOAMTHh TAKCUPOBKY M KOHTHPOBKY MEPBHUYHBIX OyXrajlTepCKUX
TTOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;

pa3duparbcsi B HOMEHKIIATYype Jed;

3aHOCUTh JAaHHBIE II0 CIPYHIIMPOBAHHBIM [JOKYMEHTaM B PErUCTPHI
OyXTraJTepCKOro y4era;

nepefaBaTh MEpPBUYHbIE OyXTraJTepcKue JOKYMEHTbl B TEKYIIMH
OyXranTepcKkuil apXus;

MepeaaBatb IICPBUYHBIC 6YXFaJ'ITepCKI/Ie JOKYMCHTEI B MOCTOSTHHBIH
APXUB 110 UCTEYEHUH YCTaHOBIIEHHOT'O CPOKa XpaHEHMUS;

VCIIPABIISATH OIIMOKHU B IEPBUYHBIX OYXTalTePCKUX TOKYMEHTaX;

CoOecenoBanue

3HAHUA:

12




AKTYyaJIbHBIN MPOPECCUOHANTBHBIA U COUATLHBIN KOHTEKCT, B KOTOPOM
NPUXOIUTCS paboTaTh U KHUTh, OCHOBHBIE MCTOYHHKH HMH()OPMALUU U
pecypcehbl A pelieHus 3afad u npodiemM B npodecCHOHaIbHOM W/WIIH
COLIMAJIbHOM KOHTEKCTE;

QITOPUTMBI BHITIOJTHEHUS paboOT B MPO(HEeCCHOHATBHOM U CMEXKHBIX
001aCTSAX; METOBI pabOTHI B MPO(ECCHOHATBHOM U CMEKHBIX chepax;
CTPYKTYpY ILJIaHa JIJIsl peUIeHUs 3a/1a4; OPSAI0K OLEHKU Pe3yIbTaToB
peleHns 3a1a4 NpoQecCHOHaIbHOMN e TeNbHOCTH

Co0OecenoBanue, aHaINu3 U
OIICHKA NIPAKTUICCKUX
pabot Ne 1

HOMEHKJIaTypa HH()POPMAITMOHHBIX HCTOYHUKOB MTPUMEHSIEMBIX B
npodeccHOHAIBHON AEATEILHOCTH; IPHEMBI CTPYKTYPUPOBAHHUS
uHpopManuu; popmar opopmIIeHHS PE3yIbTATOB MTOUCKA HHPOPMALIUN

CobecenoBanue, aHAIHU3 U
OIICHKA IPAKTUICCKHUX
padot Ne 1

COJIEpKaHUE aKTyaJIbHOM HOPMaTUBHO-IIPAaBOBOM JTOKYMEHTAIINH;
COBpEMEHHas Hay4Hasi ¥ MpodeccuoHalIbHas TEPMUHOJIOTHUS;

ColecenoBaHue, aHAIN3 U
OIICHKA MPAKTHYECKUX

BO3MOYKHBIE TPACKTOPUHU MPOPECCHOHATBHOTO PAa3BUTHS U ha60T No 1
[ICUXOJIOTUYECKUE OCHOBBI NEeATEIbHOCTH KOJIIIEKTHBA,[CobeceoBaHMe
[ICUXOJIOTUYECKUE OCOOCHHOCTH JIMYHOCTH; OCHOBBI IPOEKTHOMN

IEeATEIIbHOCTH

OCOOCHHOCTH COIMAIBHOTO M KYJIBTYPHOTO KOHTEKCTa;
odopMIIEHUS TOKYMEHTOB U TIOCTPOEHUSI YCTHBIX COOOIICHUI

IIpaBUJIq

CobeceoBanue, aHAIIA3 U
OIICHKA MPAKTUICCKUX
nabot No 1.

COBpPEMEHHBIE CPEACTBA M YCTPOMCTBAa MH(POPMATH3ALUH; MOPSIOK UX
NpUMEHEHHS W MpOrpaMMHOE obecredueHrue B TMPO(EecCHOHATBHOM
NesITeIbHOCTH

CobeceroBanue, aHAIIA3 U
OIICHKA MPAKTUICCKUX
padoT

NpaBUia MOCTPOCHHUS MPOCTBIX M CIOXKHBIX NPEIJIOKEHUH Ha)
npodeccuoHanbHbIe TEMbI; OCHOBHBIE OOLIEYITOTPEOUTENbHBIE II1aroJIbl
(OpiToBast M mpodeccHOHaIbHAS JIEKCHKA); JEKCHUYECKHMH MUHHMYM,
OTHOCSIIMICS K ONHCAaHHWIO TIPEJAMETOB, CPEICTB M TPOIIECCOB
NpopeCCHOHATBHON  JIeTETbHOCTH; OCOOEHHOCTH IMPOU3HOIIECHUS;
MpaBUjIa YTEHUS] TEKCTOB NMPO(eCcCHOHATBHON HATIPAaBICHHOCTH

CobeceroBanue, aHAIIA3 U
OIICHKA MPAKTUYECKUX
pabot Ne 1

oOue  TpeboBaHMsI K OyXrajJTepcKoMy  ydeTry B
TIOKYMEHTUPOBAHUS BCEX XO35MCTBEHHBIX IEUCTBUI U OllEpaluil;
MOHSTHE IEPBUYHOM OyXraiTepckoil TOKyMEeHTalluu;
oIpeieieHne EPBUYHBIX OyXTaITepCKUX JOKYMEHTOB;

GopMBbI TIEPBUYHBIX OYXTaNTepCKUX JIOKYMEHTOB, COJIEpKalIuX
00s13aTeNIbHBIE PEKBU3UTHI IEPBUYHOTO YYETHOTO JIOKYMEHTA;

qacTHu

CobecenoBanue

MOPSIZIOK  MPOBEACHUS  MPOBEPKH  MEPBUYHBIX  OyXraJTepcKux
TOKYMEHTOB, (OpMajbHOW TMPOBEPKH JIOKYMEHTOB, IPOBEPKU IO
CYIIECTBY, apu(pMEeTHUECKOI TPOBEPKHU;

MPUHLMIIBI W TPU3HAKU TPYNIUPOBKH TEPBUYHBIX OyXraJTepcKux
TOKYMEHTOB;

MOpPSAOK TPOBEACHHUS] TAaKCHUPOBKU U
OyXTraJTepCKUX IOKyMEHTOB;

MOPSIOK COCTaBJICHUS PETUCTPOB OYXTaNTePCKOro yuerTa;

[paBUjIa U CPOKHU XpaHEHHs IEPBUYHON OyXTralNTepCKO JOKYMEHTau!

KOHTHUPOBKHW TCPBUYHBIX|

CoOecenoBanue
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5. OCOBEHHOCTH OCBOEHMUSA JUCHUIIJIMHBI 1J151 THBAJIUJIOB U JINIL C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMHU 310POBbSA

OOyuenne o0OydJalOUIMXCS C OrPAaHMYCHHBIMH BO3MOXKHOCTSIMH  370POBbSl  IIPH
HEOOXOIMMOCTH OCYIICCTBISICTCS Ha OCHOBE aJalTHPOBAHHON paboyell mnporpaMmbl C
UCIIOJIb30BAHUEM  CHCHUAIBHBIX ~METOJOB OOy4eHHS W  JIMJAKTUYECKUX MaTepHajoB,
COCTaBJICHHBIX C YYETOM OCOOCHHOCTEH ICHXO(U3UUECKOr0 pPa3BUTHS, WHIUBHIYaJIbHBIX
BO3MOXXHOCTEH M COCTOSIHUSI 37I0POBbsl TAKMX 00ydaromuxcs (00yJaromerocs).

B memsix ocBoeHHs y4eOHOW NpOrpaMMbl IUCHUIUIMHBI HHBAIUIAMU M JIMLIAMU C
OrpaHMYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSI Y HUBEPCUTET 00CCIICUNBACT:

— JUIS VMHBAJIWIOB W JIUI] C OTPAHWUYCHHBIMH BO3MOXKHOCTSIMU 3J0POBBSI 10 3PCHHIO:
pa3MelIeHne B JOCTYIHBIX Il 00yYaroIIuXCs, SBJSIOIMIUXCS CICTBIMUA WM CIa00BHIISIIMMHY,
MeCTaX M B aJanTHPOBAaHHOW QopMe CHpaBOYHONW HH(POpPMAIMH O PACHTUCAHWH Y4YEOHBIX
3aHSATHI;, TPUCYTCTBHE ACCHCTEHTA, OKA3bIBAIOIIErO O0OydYaromeMycs HEOOXOJUMYIO MOMOIIb;
BBIMTYCK QJIBTCPHATHBHBIX (OPMATOB METOAMYECKHX MATCPUAIOB (KPYIHBIA MMIPUPT WIH
aynuodaiiner);

— Il WHBAJTUAOB W JIMIl C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU 3JI0POBbSI TIO CITYXY:
HaJIJICKAIIMMU 3BYKOBBIMH CPEJICTBAMU BOCIIPOU3BEICHHE HH(POPMALINY;

— Il WHBATWJIOB M JIMI C OTPAaHUYCHHBIMH BO3MOXHOCTSMHU 3I0POBbBS, MMECIOIIUX
HApYIICHUS OTIOPHO-IBUTATEIBHOTO arapara: BO3MOXXHOCTh OECIPEISITCTBEHHOTO JIOCTYIIa
o0yJaromuxcsi B ydeOHbIC MOMEIIEHHSI, TyaJIeTHbIE KOMHATBHI M JPYrHUe MOMEIICHUsS, a TaKKe
npeObIBAaHKE B YKA3aHHBIX MTOMCIICHUSX.

OO0pa3zoBanue 00y4arOIIUXCS C OTPAHUYECHHBIMU BO3MOXKHOCTSIMU 3/I0POBBSI MOXET OBITh
OpPraHW30BaHO KaK COBMECTHO C JPYTUMHU OOYyYarONIUMHKCS, TaK U B OTICIBHBIX TPYIIIaxX WIA B
OTJICTbHBIX OpPTraHU3aIUsX.
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