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1. OBIIAS XAPAKTEPUCTUKA TIPUMEPHOM PABOYEW ITPOI'PAMMBI
YYEBHOU JUCIATLIAHBI

1.1. MecTo AUCUMIJIMHBI B CTPYKTYpPE OCHOBHOIi 00pa3oBaTe/ibHON MPOrpaMMbl

VYuebHass mucnuIUiMHA «J{OKyMEHTallMOHHOE OOecreueHne YIpaBICHUS» SBISIETCS
00si3aTeNbHOM  4YacThi0  OOIMIENPO(ECCHOHATBHOTO  IUKJIA  NPUMEPHOH  OCHOBHOM
oOpaszoBatenbHOM mporpammbl B cooTBeTcTBUM ¢ @I'OC CIIO mo cnemuansaocTrn 38.02.01
DKOHOMHKA U OYXTanTepCKUU ydeT (110 OTpacisiM).

Vuyebnas gucummuimHa  OIL06  JlokymeHTanmoHHOe  oOecreueHue  YHpaBieHUs
obecrieunBaeT GopMHupoBaHUE MPO(ECCHOHATHHBIX U OOIIUX KOMIIETCHIIMA 1O BCEM BHUIaM
nestensHocTH PI'OC CIIO no cnenumanbHocTH 38.02.01. DKOHOMMKA M OyXTranTepCcKUil yder
(no orpaciam). Ocoboe 3HaYeHHe TUCHUILTMHA uMeeT npu popmupoBanuu U pazsutun OK 01,

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

1.2. llean u NJIaHUpPYeMble Pe3yJabTAaThl 0CBOEHHUS THCIMIIJIMHBI
B pamkax nmporpammbl yd4eOHON AUCHMILIMHBI 00YyYaIOIIMMUCSA OCBAaUBAIOTCS CIEIYIOIINE

YMCHUA U 3HAHUA

Kon YMmenusa 3Hanug
IIK, OK
OK 01 pacro3HaBaTh 3amauy W/WIN | aKTyaJIbHBINA npodeCCHOHATBHBIN u
npobieMy B NPO(EcCHOHAIBHOM | COLIMANBHBIM ~ KOHTEKCT, B  KOTOPOM
u/unm COLIMAJIbHOM KOHTEKCTE; | MIPUXOJUTCS padoTaTh U KUTh; OCHOBHBIC
aHAJIM3UPOBATH 3amaqy W/WIM | UCTOYHUKU HHQPOPMAIMM U PECcypchl s

npo6ﬂeMy U BBIICHATH €€ COCTaBHBIC
4acTu;, ONpCACIIATbL OTallbl PCIICHUA

3a/1a4d; BBIABIATE W A(H(PEKTUBHO

UcKaTh HH(}OpMALNIO, HEOOXOIUMYIO

JJIA PCUICHHUA 3aJa4u n/uau

poOIeMBI;
COCTaBUTb IUTaH NeUCTBUS;
OTIpENIeIUTh HEOOXOJMMBIE PECYpCHI;

BJIQJIETh

AKTYyaJIbHbBIMHU METOJaMU

paboTel B mpodeccHoOHAIBHOW U

pewieHuss  3ajad U Opobiem B
npo(eCCUOHATILHOM  W/WIIM  COLIMAJIbHOM
KOHTEKCTE;
QITOPUTMBI  BBINIOJHEHHsT ~ paboT B
po(eCCHOHATIBHON U CMEXHBIX 00J1acTsX;
METObl paboThl B MpOo(ecCHOHANbHOW U
CMEXHBIX c(epax; CTpPYKTypy IJIaHa ajs
pelieHns  3aj4ay;

opsAA0OK OIICHKHU

PE3YyJIIbTAaTOB peUICHUA 3aaa4

npodeccnoHaNbHOM e TENbHOCTH




CMEXHBIX  cdepax;  peann3oBaTh
COCTaBJICHHBIM  IIJIaH,  OIICHUBATh
pe3ylbTaT W TOCJIEIACTBUS  CBOMX

JNEUCTBUN  (CaMOCTOSITETbHO WM C

[IOMOIIBIO HACTABHUKA)

OK 02 OTpeneNiaTh 3aJadyd JUId  TOWCKAa | HOMEHKIIATypa UH(POPMALTMOHHBIX
nHpOpMaINH; OTIPEIENIATh | HCTOYHUKOB IPUMEHSIEMBIX B
HE0OX0IMMBbIE HCTOYHUKHU | IpodeccroHalIbHOMN NeSITENIbHOCTH;
nH(popMallMY; IUIAHUPOBAaTh MPOLECC | IPUEMbl CTPYKTYpPUPOBaHUS HH(pOpMaLnK;
IIONCKa; CTPYKTYpUpPOBaTh | popmaT opopMiIeHHs Pe3yabTaTOB MOUCKA
MOJIy4aeM IO nHpopManuio; | “HPopMaIuu
BBIJICNIATh HauboJiee 3HAYUMOE B
nepeyHe UMHGOpMALMK; OLEHUBATh
MPaKTHYECKYIO 3HAYUMOCTh
pe3ynbTaToB  MOWCKA;  O(QopMIIATH
pe3ynbTaThl MOUCKA

OK 03 OTIPENEIATh AKTYaJIbHOCTh | COJIEpKAHUE AaKTyaJlbHOM HOPMATHBHO-
HOPMATHBHO-TIPABOBOM MPAaBOBOM JIOKYMEHTAIlMHU; COBPEMEHHAs
JOKYMEHTAIlMl B TPOQECCHOHATLHON | HaydHAs " npodeccruoHanpHas
NesITeNIbHOCTH; IPUMEHATH | TEPMHUHOJIOTHS; BO3MOXKHBIE TPACKTOPHUH
COBPEMEHHYIO HAy4YHYIO | MPO(eCcCUOHAIBHOTO pa3BUTHUA u
podecCHOHAIbHYI0 TEPMHUHOJIOTHIO; | caM000Opa30BaHUs
OTIPEeIATh u BBICTPauBaTh
TPAeKTOPUU npodeccuoHaIbHOTO
Pa3BUTHS U CaMOOOPa30BaHUS

OK 04 OpPraHU30BBIBATH PA0OTY KOJUIEKTHBA | ICUXOJIOTMYECKHE OCHOBBI AESITEIHbHOCTU
U KOMaHJpl, B3aUMOJICHCTBOBATh C | KOJUJICKTHBA, MICUXOJIOTHYECKUE
KOJUIeTaMH, PYKOBOJCTBOM, | OCOOEHHOCTH JTUYHOCTH; OCHOBBI
KITUEHTaMH B XOJI€ | IPOEKTHOM NEATENBHOCTH
npoheccuoHaNbHON AEATEIbHOCTH

OK 05 IPaMOTHO H3JaraTb CBOM MBICIM U | OCOOEHHOCTH COLMAIBHOTO M KYJIBTYPHOTO

O(I)OpMJ'IHTL JOKYMCHTBI 1o

npodeccuoHAIbHON  TeMaTHKe  Ha

KOHTCKCTA, ImpaBujia 0 (I)OpMJ'IeHI/IH

JAOKYMCHTOB n MMOCTPOCHUA YCTHBIX




TOCYJapCTBCHHOM A3bIKC, IIPOABJIATH
TOJIEPAaHTHOCTb B pabouem

KOJIJICKTUBEC

COOOLLIEHUN

OK 09

MPUMEHSTD CpeacTBa
WH(POPMAIIMOHHBIX TEXHOJOTHH  JUIs
pemeHust Mpo¢eCCHOHATBHBIX 337ad;
HCIO0JIb30BATh COBPEMEHHOE

MIpOrpaMMHOE oOecreueHne

COBPEMEHHBIC CpEJCTBA W  YCTPOWCTBA
uH(pOPMATH3AIINH; MOPSIAOK X
IMPUMCHCHUA n IMporpaMMHOC
obecieuerne B mpodecCHOHATBHON

JACATCIIBHOCTH

OK 10

MOHUMATh OONMH  CMBICI  YETKO
MIPOU3HECCHHBIX BBICKA3bIBAHWN Ha
M3BECTHBIE TEMBI (MPOQecCHOHANbHbBIE
U OBITOBBIEC), TOHUMATh TEKCTHl Ha
0a30BbIe TIPOPECCHOHATBHBIE TEMBI;
y4acTBOBATh B JIMAJIOraX Ha 3HAKOMBIC
obmue u mpodeccCHoOHATbHBIE TEMBI;
CTPOUTH MPOCThIE BBICKA3bIBAHUS O
cebe W 0 cBoel TpodeccHoHATbHON
NesITeNIbHOCTH; KpaTKO 0OOCHOBBIBATh
U OOBSICHUTH  CBOM  JEHCTBHUS
(Texkylmue W IUIaHHPYEMbIC); THCaTh
MPOCThIE CBSI3HBIE COOOIIEHUS Ha

3HAaKOMBIC I HHTCPECYIOINE

HpO(beCCI/IOHaJ'IBHBIC TEMBbI

IIpaBUJIa MOCTPOEHUS IPOCTHIX U CIIOKHBIX
Ipe/UIoKeHu Ha  mpodeccHOoHaNIbHbIE
TEMbI; OCHOBHBIEC OOIIEYNOTPEOUTEIIbHBIC
rinaroyiel (ObITOBass M MpodeccroHanbHas
JIEKCUKA); JIEKCUYECKU I MUHUMYM,
OTHOCSIIMICS K ONHCAHUIO MPEIMETOB,
CPEICTB U MPOLECCOB MPoeCcCHOHATBLHON
JIeITEIIbHOCTH; 0COOEHHOCTH
NPOM3HOUICHHUS; MIPABUJIA YTEHUS TEKCTOB

npo(eCCHOHATFHON HAIIPAaBICHHOCTH

IIK 1.1

IIpUHHUMATb IIPOU3BOJILHBLIC

IICPBHUYHBIC 6YXFaJ'ITepCKI/IC
AOKYMCHTBI, pacCMaTpUBACMBbIC KakK
IIMCBMCHHOC J0Ka3aTCJIbCTBO
COBCPUICHHA XO3SMCTBEHHOH

omneparun W MOJTy4eHHE
pa3pelieHus Ha ee MPOBE/ICHHUE;

MPUHUMATD MEepPBUYHBIE
Oyxranrepckue JIOKYMEHTBI Ha

OymMa)KHOM HocuTene W (W) B BUAE

obumme TpeOoBaHUS K OyXraiarepcKkomy
y4eTy B YacCTH JOKYMEHTHUPOBAHMS BCEX
XO3SIICTBEHHBIX JICUCTBUMA U OTIEpALINIL;
MOHATHE  TEpPBUYHON  OyXranTepckoi
JTOKYMEHTAIUH;

OIpe/ielieHne TEePBUYHBIX OYyXTralTepCKUX
JIOKYMEHTOB;

bopmbl OyXrajaTepckux

JAOKYMCHTOB, COJACPIKAIINUX 00s13aTeIbHbIC

IMEPBUYHBIX

PCKBU3UTHI TIEPBUYHOTO Y4€THOTO




JJIEKTPOHHOTO JOKYMEHTA,
IO AU CAHHOT'O IEKTPOHHOU
IO U CBIO;

MMPOBEPATH HAIMYUC B IPOU3BOJIBHBIX

IIEPBUYHBIX OyXranTepcKux
JOKYMEHTaX 00s3aTeNbHBIX
PEKBU3HUTOB;

MPOBOJUTH (OPMAIBbHYIO MPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYILECTBY,
apu(pMeTHYECKyI0 IPOBEPKY;
MPOBOJIUTHh TPYNIUPOBKY MEPBUUYHBIX
OyXraiaTepckux JOKYMEHTOB MO pAIY
MIPU3HAKOB;

MIPOBOJUTH TAKCUPOBKY U KOHTHPOBKY
TIePBUYHBIX OyXraiTepcKux
JOKYMEHTOB;

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT;
pa3buparbcs B HOMEHKIATYpE AeT;
3aHOCUTh JTaHHbIE 1o
CTPYNIIUPOBAaHHBIM  JOKYMEHTaM B
PErucTphl OYXraiaTepcKoro y4era;
nepenaBaTh MepBUYHbIE
Oyxranrepckue JIOKYMEHTBI B
TEKYIUH OyXTalTepCKUl apXuB;
nepenaBaTh MepPBUYHBIE
Oyxranrepckue JIOKYMEHTBI B
MOCTOSIHHBIM apXuB 1O HUCTCUCHUU
YCTaHOBJICHHOTO CPOKA XpaHEHUS;
WCIPABIATh OIIHUOKA B TEPBUYHBIX

6yxranTepc1<HX AOKYMCHTAX;

JIOKYMEHTA;

HOPSIOK IPOBEICHHS POBEPKH
NEPBUYHBIX OYXralNTepCKUX IOKYMEHTOB,
dopmanbHON ~ TPOBEPKH  JOKYMEHTOB,
IPOBEPKH IO CYIIECTBY, apUPMETHIECKOM
POBEPKH;
INPUHLUIBL WU IPU3HAKU TPYNIUPOBKU
NEPBUYHBIX OYXTalTepCKUX TIOKYMEHTOB;

MopAa0K IIPOBCACHUA TaKCHUPOBKHU u
KOHTUPOBKHM MEPBUYHBIX OyXTralTepCKUX
JOKYMEHTOB;
HOPSIZIOK COCTaBIICHUS PETUCTPOB
OyXrajaTepckoro y4era;

IpaBUja UM CPOKM XPaHEHUs IEPBUYHON

OyXTanTepCKOU TOKYMEHTAITUH;




2. CTPYKTYPA U COJAEPKAHUE YUYEFHON JUCITATLIAHBI

2.1. O6beM yueOHOii JMCUMNJIMHBI M BUALI Y4e0HOI padoThI

O0bem
. O6bem uacop | 1ACOB

Buja yueGHoi padoThI 2r 10 mecsimes | 17 10

Mecs1eB
o 32 32

O0bem o0pa3oBaTeIbHOI POrpaMMBbl

O0beM paboThl 00yYAIOIIMXCS BO B3aUMOJECTBUM C 10 10

npenoaaBarteieM

B TOM YHCJIE:

TEOpETUYECKOE 00ydeHne 4 4

MPAKTUIECKHUE 3aHATH (€CIIN TPETyCMOTPEHO) 6 6

CamocrostensHas paboTa 22 22
Huddepen

IIpoMe:kyTOUHAsI aTTeCTALMS Hnddepentmpo MPOBAHHBII

BAHHBIN 324YET

3a4CT




2.2. TeMaTH4eCKUii IUIAH U cojiep:KaHue Y4eOHO# TMCHUILUIMHBI «/l0KyMeHTanMoHHOe o0ecreyeHne ynpaBieHUus»

HaumenoBaHue Coaep:xkaHue yueOHOro MaTepuasia u opMbl OPraHU3aANMH JIeSITEILHOCTH 00yYaOIINXCSI Oobem | Koabl
pa3aesoB U TeM B KOMIIeTeHI Ui,
yacax | (popmupoBaHH
10 KOTOPBIX
crnocodcTByer
3JIeMEHT
NMPOrpaMMbIl
1 2 3
Tema 1. Conep:xaHue yueOHOro Marepuaja OK 01, OK 02,
BBenenne. OK 03, OK 09,
1.3nauenne u cojaep)KaHME AUCHUUIUIMHBI «J{OKyMEHTallMOHHOE OOecreueHue YIpaBICHU.
JdokymMeHT OK 10, I1IK 1.1
[ToHsiTHE TEPMUHOB «JIOKYMEHT», <«JIOKYMEHTHPOBAHHE», <«IOKYMEHTAllMOHHOE obecreyeHue | 2
b
cucrema
yIpaBieHUs». YHUPUKAIUSA U CTAHIapPTU3ALMU YIIPABICHUYECKUX IOKYMEHTOB.
AOKYMeHTAIUH
Tema 2. Coaep:kanue yueoHoro MmarepmuaJja CamocrosTensHas padora OK 01, OK 02,
p
1. OpranuzanvoHHBIE JOKYMEHTHI —  YyCTaB eIUTENbHbIE  JTOTOBO TMOJIO’KEHUE.
Opranu3anuoHHo- p 1 AOKYM Y > Yapel a p; OK 04, OK 05,
pACTIOpSLANTEIbHbIE PacniopsinuTenbHble TOKYMEHTBI — MpPUKa3, PaclopssKeHue, yKazaHUe, MOCTaHOBJICHUE, PEIlCHUE, OK 09 OK 10
H H
WHCT U, TPOTOKOJ.
AOKYMEHTBI PYKIUTA, TP 6 K 1.1
2. CrpaBo4HO-MH(QOPMAIIMOHHBIE  JOKYMEHTHI: CIy)kKeOHast —3amucka, OObSICHUTEIbHAs
2
3amMcKa, akT, ClpaBKa, CIyKEOHbIE MHChMa
B Tom unciae, CamocrosrensHas pabora 2




IIpakTuyeckoe 3ansitue. CocraBienue u opopmieHne pacopPsHKEHUS

Tema 3. OK 02, OK 04,
Conepxxanue yueOHoro marepuaja CamocrostenbHas pabora
Kanposas 1.JlokyMeHTHpOBaHUE TpPYAOBbIX IpaBooTHOHIEHUH. CocTaB U OCOOEHHOCTH O(OPMIICHUS OK 05, OK 09,
AOKYMEHTaAllUA JOKYMEHTOB TIO INYHOMY COCTaBY. OK 10
2.KommnekroBanue Ju4yHOTO jAena. ABroomorpadus. Pestome. 3asBieHue o mpueme Ha padoTy.
[Tpukassl IO TMYHOMY COCTaBY.
B ToM unciie, NpaKTHYeCKUX 3aHATHII ¥ J1a00OPaTOPHBIX padoT
IpakTuueckoe 3ansitne. OhopmiIeHnE TPUKA3OB IO JIMIHOMY COCTAaBY.
I[IpakTnueckoe 3ansiTne.OdopMieHre CpaBoK, JOKJIATHON U CIIy>KEOHOW 3aliCKH, aKTa.
CamocrosiTensHas paboTta
OdopmieHnue TpyIZOBOTO JO0TOBOpa, MpHKaza O MpueMe Ha paboTy, odopmieHHe TpymoBOH
KHIKKH.
Tema 4. Conep:xaHue yueOHoro marepuaja CamocrosrenbHas pabora OK 01-05,
1.Ilonatus norosopa. Buael 10roBopos.
JoroBopHo- a p ARl A p OK 09, OK 10
npasoBas 2.IlpaBuna odopmiieHUs TPEeTEH3UOHHBIX MHuceM. DOpMyIsip UCKOBOTO 3asBJICHUS, TPEOOBAHUS K
ero o(hOpMIICHHIO
AOKYMeHTAIUsl
B ToMm uncae, CamocTostenbHas paboTta
CamocrosTenbpHas pa60Ta
Odopmienne 1oroBopa Kyriu-mpoaaku
Tema 5. Coaepixkanue yueOHOro marepuana CamocrosrenabHas pabora OK 01, OK 0.2,
MousiThe 1.CocTaB u y4yer oObeMa JOKYMEHTO000poTa mpeanpusaTuil. Opranuzanus padoTsl ¢ BXOJSIIEH, OK 04. OK 0.5
1 g




JAOKYMEHT0000poTa, | UCXOAAIICH U BHYTPEHHEH TOKYMEHTAIUeH 4 OK 09, OK 10,
perucrpauus 2. ba3pl nmaHHBIX JUIS XpaHEHUs JOKyMeHTOB. Pabora c 3ampocamu. PaGota c 31eKTpOHHBIMHU IIK 1.1
AOKYMEHTOB JOKYMEHTaMH.

Tema 6. Conepxanue yueOHoro marepuasna Camocrosirenbaas pabora( 24) OK 01-0.5,
Opranmsamun 1.Homenkunarypa aen. IHauBuyaabHble, CBOJIHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPbI ACII. OK 09, OK 10,
ONEPATHBHOI " 2.IloaroToBka M MOPSAOK MEpelauyd Jesl B apXuB. 3aKOHOJATENIbHbIE aKThl M HOPMATHBHO- A K 1.1
APXHBHOIO METOIUYECKUE TOKYMEHTHI 110 apXUBHOMY XPaHEHUIO JOKYMEHTOB.

XpaHeHust

AOKYMEHTOB

IIpomexyTounast arrecranus AuddepeHuMpoBaHHbIN 3a4eT 2

Bcero: 32
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3. YCJIOBUS PEAJIM3AIIAU ITPOTPAMMBI YYEFHOM TUCITATIIMHBI

3.1. lns peanu3anyy IporpaMMbl y4eOHOW JUCIMILIMHBI JODKHO OBITH MPEIyCMOTPEHO
CIeNyollee CIEelMalbHOE IOMEIleHHe. KaOuHeT «/loKyMeHTalMoHHOro oOecnedeHus
yIOpaBlIEHUS», OCHAIIEHHbII O00OpYyJOBaHHMEM: MOCAJAOYHbIE MeCTa IO  KOJIUYECTBY
oOydaromuxcsi, pabodyee MecTO IpenojaBarens, AOCKa, CTCHIbl, AWIAKTUYECKHH MaTepHal,
TEXHUYECKUMHU CpEICTBAaMH OOYYEeHHS: KOMIBIOTEPHI, MYJIbTHUMEINIHOE O00OpYyAOBaHUE,

IIPUHTED.

[lomemienus ans caMOCTOATENBHONW pabOThl 0OydaroluXcs AOHKHBI ObITh OCHAIEHBI
KOMIIBIOTEPHOW  TEXHUKOM C  BO3MOXHOCTBIO  TOJKIOYEHHS K  HMH(OPMAIMOHHO-
TeIeKOMMYHUKaIMoHHOW cetu "MuTepHer" u oOecredyeHueM JoCTynma B AJIEKTPOHHYIO

WH(POPMAITMOHHO-00Pa30BaTEILHYIO Cpely 00pa30BaTeIbHON OpraHu3auy (MMPU HATHYNH ).

[lepeuenr oOOpynOBaHUS HE SBISETCS OKOHYATEIbHBIM M MOXET HU3MEHAThCA B
COOTBETCTBUM C OCOOEHHOCTSAMHM 00pa3oBaTeNnbHOM opraHm3anuu. Hampumep, BO3MOXHO

JAOIMOJTHUTECIBbHOC OCHAIICHUEC ITPUHTCPOM UM UHBIM TEXHUYCCKUM CPCICTBOM.
3.2. UudopmannoHHoe odecriedeHne peajau3alui NporpaMmmbl

Jlnst peanuzanuu mporpamMMbl  OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aIuu
JIOJDKEH UMETh TeYaTHbIC H/HITH 3JICKTPOHHbBIE 00pa3oBaTelbHbIE M HHPOPMAIMOHHBIC PECYPCHI,

PCKOMCHAYCMBIX IS UCITOJIb30BAHUA B O6pa3OBaTCJ'IBHOM mpouecce

3.2.1. IleyaTHble U3TaHUSA PeKOMEHyeMble

1. Bapuxun, A. b. Kampomoe nemompousBoactBo. I[Ipaktudeckoe mocodue / A.b.
bapuxun. - M.: Knwxusiit mup, 2022.

2. bacaxos, M.U. JlokymenTanmonnoe odecneuenue ynpasienus / M.M.bacakos. - M.:
KunoPyc menua, 2022.

3. Kupcanosa, M.B., Akcenos, I0O.M. Kypc nenonpoussoactBa. — M.: UTH®PA-M;
HoBocubupck: Cubupckoe cornamenue, 2021.

4. Kysnenos, U.H. /lokymeHTanonHoe obecrieueHue yrnpasieHus. JJokyMeHTO000pOT
U J1e70NPON3BOICTBO: YueOHuk u npaktukyM / M.H. Ky3nenos. - JIrobepust: FOpaiit, 2022.

5. [Ilanacenko, FO.A. [lenonmpou3BOACTBO:  JOKYMEHTAllMOHHOE  obecreueHue
yrnpasiieHus: YueOHoe nocodue / FO.A. ITanacenko. - M.: U1 PUOP, HUL] UH®PA-M, 2022.

6. Pymbmuna, JLA. JlokymeHTannoHHOe obecneueHue ympasieHus. — M., OUL]

«Axkagemusa», 2022.
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3.2.2. DneKTpOHHBbIE U31aHUA (3J1eKTPOHHbIE pecypchl) peKOMeH/1yeMble

1. Kynéra, E.}O. JlokymeHTaImoHHOE obecriedeHne ympaBieHus. — M., Akagemus —
Mepua, 2021.

2. TIlmenko, A.B., J[loponmmna JLLA. wu gp. JlOKyMEHTallMOHHOE OOCCIICUCHHE
ynpasieHus. — M., Akanemust —Menua, 2021.

3. CnpaBounas npaBoBas cucrema «KoncynpranT mirocy: http:// www.consultant.ru

4. CunpaBounas cuctema «["apant». http://www.aero.garant.ru

3.2.3. lonoJiHUTeIbHbIE HCTOYHMKH PeKOMeHyeMble
1. XKypnan «Jlemonpou3BoacTBOY.
2. Kypuan «Cekperapckoe JIeio».

3. XKypuan «YnpasieHne IepCcOHAIOM.

3.2.4. HopmaTuBHbBIE JOKYMEHTHI peKOMEHIyeMble

1. ®enepanpusiii 3akoH "O0 anexTporHOU moamucu" ot 06.04.2011 N 63-D3.

2. @epepanpubiii 3akoH "OO0 wHGOpManuKM, WHPOPMAIMOHHBIX TEXHOJOTHUSIX H O
3amute nHpopmanuu" ot 27.07.2006 N 149-03

3. TOCT P 7.0.8-2013. HanmonanwHsiii crangapt Poccuiickoii deaepanun. Crucrema
CTaHIapTOB Mo HH(pOpMauH, OMOIMOTEYHOMY U H3JIATENIbCKOMY Jieny. JlenonpousBoacTBO U
apxuBHOe 1neno. Tepmunbl u omnpeneneHus (yrB. Ilpukaszom Poccrammapra ot 17.10.2013 N
1185-cT)

4, TOCT P 6.30-2003. YHudunupoBaHHas cucreMa JIOKYMEHTAIH.
YHubunupoBaHHas cUCTeMa OpraHU3allMOHHO-PaCIOPSAAUTENbHON JoKyMeHTauuu. TpeboBaHue
K 0(OopMIICHUIO JOKYMEHTOB. YTBepkleH mocraHoBieHueM ['occranmapra PO ot 03.03.2003

No65-ct. — M.: U3a-Bo crangaptos, 2003.

12



4. KOHTPOJIb
JUCHUIINHDBI

MU OIEHKA

PE3YJIbTATOB

OCBOEHMSI YUYEBHOM

PesyabTaTsl 00yyeHus

Kpurepnu onenku

MeToabl OLIEHKH

B pe3yabTare OCBOCHHMS

JUCLMIIAHBI oOyyaromuics
JOJDKCH 3HAMDb .

aKTyaJIbHBIM TIpo(ecCHOHAIbHBIN U
COLIMAJIBHBIA KOHTEKCT, B KOTOPOM
MPUXOAUTCS paboTaTh U  KUTH;
OCHOBHBIE UCTOYHUKHU

uHpopMallUl U  pPecypchl  yId
pemeHuss 3amad U mpoOJIeM B
pohecCuOHATHPHOM W/unmm
COIMAJTLHOM KOHTEKCTE;

QITOPUTMBI BBINIOJIHEHUS paboOT B
npoheCCHOHATBPHOM M CMEKHBIX
00JacTax;

METOJbl  paboThl B

npoheCCHOHATBPHOM M CMEKHBIX
chepax;

peliCHrA 3aJad; IMOPAJOK OLCHKH

CTPYKTYpy IUIaHa s

pe3ylbTaToOB  pemeHHs  3a1ad
npodecCHOHATILHOM NeATeIbHOCTH
HOMEHKJIaTypa HWH(OPMAIMOHHBIX
UCTOYHHKOB  TNPUMCHSEMBIX B
npoQecCHOHATBHOM AeATebHOCTH;
IPUEMBI CTPYKTYPUPOBAHHS
uH(pOpMaINH; ¢dopmar
oopMIIeHHs PE3YyNIbTAaTOB IOMCKA
uHpopMaIuu
coaepiKaHue aKTyaJIbHOU
HOPMaTUBHO-TIPABOBOM

AOKYMCHTAIUH; COBpCMCHHAaA

pacrio3HaBaHUuC AJITOPUTMOB

BBITIOJIHCHUS pabot B

npodeccCHOHATBHOM W CMEKHBIX

005acTsAX; OMpeNeIeHUe METOJ0B

pabotsl B mpodecCHOHATBHOU U

CMEXHBIX BBIOOD

chepax;

OIIPENICIICHUE ONTUMAJIBHO U

I1aHa Ay

CTPYKTYPBI

3a1a4; IMOHUMAHHEC IOpAJKa OLUCHKHU

peleHus

pe3yNbTaToB pelieHus 3a/1a4

npoheCcCHOHANBHON  JIeATEIBHOCTH;

BBIOOp  Hambojee  ONTUMAIBLHBIX

UCTOYHUKOB uHpopManuu u
pecypcoB s pellieHus 3ajad U

npo6ieM B mpohecCHOHATHHOM H/WITH

COLIMAIIEHOM KOHTEKCTE;
OpPUEHTHUPOBAaHHWE B  aKTyaJIbHOU
HOPMAaTUBHO-TIPABOBOM

JOKYMEHTAI1H; COBPEMEHHOM
HAy4yHOM W mpodecCHOHaTbHOU
TEPMHUHOJIOTHH; MMOHUMAaHHE
MICUXOJIOTHUECKUX OCHOB
JEeSITeIbHOCTH KOJUJIEKTUBA,
MICUXOJIOTHYECKUX ocoOeHHoCTel
JUYHOCTH;,  BIAJCHHE  3HAHUSIMH
OCHOB pabOThl C JIOKYMEHTaMHU,

MMOATOTOBKHU YCTHBIX W IMHUCBMCHHBIX

COOOIIEHHI; 3HAaHHE OCHOB

KOMHBIOTCpHOﬁ I'paMOTHOCTH,; 3HAHUC

OreHka
pe3ynbTaToOB
BBITOJIHEHHS
MIPAKTHICCKUX
pabor.

OreHka
BBITIOJIHEHHS
CaMOCTOSTEIBHBIX
pabor.

Tecr.

YcrHbIi onpoc.
[TnceMeHHBIN

oTpoc.
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Hay4yHas ®  1OpodeccruoHaTbHas

TEPMHUHOJIOTHS; BO3MOKHbIE
TPAaeKTOpUU  TPOPECCHOHATHHOTO

pa3BUTHS U CaMOOOpa30BaHUs

IICUXOJIOTHUYCCKHUEC OCHOBBI
OCATCIIbHOCTHU KOJIJICKTHUBA,
IICUXOJIOTHYECKHE  OCOOEHHOCTH
JIMYHOCTH, OCHOBBEI HpOGKTHOﬁ
IEITENLHOCTH

0COOEHHOCTH  COIMAJILHOTO |

KYJIbTYPHOTO KOHTEKCTa; IpaBHIIa
obopMmIIeHUsT ~ JIOKYMEHTOB "
MTOCTPOCHHUSI YCTHBIX COOOIIEHUH.

IrpaMOTHO H3JjlaraTb CBOU MBICIIU U
0hOpMIIATH JIOKYMEHTBHI o
npodeCCHOHAIPHOW TeMaTHKe Ha
roCyJapCTBEHHOM SI3BIKE,
NPOSIBISITE  TOJEPAHTHOCTH B

paboueM KOJIJICKTUBE

COBPEMEHHBIE CpeacTBa u
yCTpOiicTBa nHbOopMaTU3alnY;
MOPSIIOK  UX  NPUMEHEHUS U
mporpaMMHoe  oOecrieyeHue B

npodeccuoHalbHOM 1A TEIbHOCTH
MpaBWiia TMOCTPOCHUS MPOCTHIX H
CIIOHBIX

MPEeI0KEHUI Ha

HpO(bGCCI/IOHaJ'IbeIC TCMBI,

OCHOBHBIC O6H_ICYHOTpe6I/ITeJIBHBIC

TJIaroJIbl (ObITOBas u
npodeccruoHaNbHas JIEKCUKA);
JEKCUYECKHUI MUHUMYM,
OTHOCSIIHIACS K OTIHCAHUIO

NPEJMETOB, CPEACTB U TPOLIECCOB

IMpaBuJI HAIlMCAHUA U IMPOU3HOMICHUA

CIIOB, B T.4. U Mpo(dhecCHOHAIbHOM

JIEKCHKH.
3HaHue bopm HEPBUYHBIX
OyXTalTepCKuX JIOKYMEHTOB,

COAEpXKaHNs TAKOM JOKYMEHTAallUH,
NOHUMaHHE CIeHUPUKH paboOThl ¢
MEPBUYHBIMU OyXraJTepcCKuMu

JIOKYMEHTaMHU
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podecCHOHAIBHON NI TEIBHOCTH,

0COOEHHOCTH MIPOU3HOLICHUS;
IpaBujia YTCHUA TCKCTOB
npodeccnoHaIbHO N

HaIPaBJIEHHOCTH oOiue

TpeOOBaHHA K OyXraiaTepcKkomy
y4eTy B 4YacTHU JOKYMEHTUPOBAHUS
BCEX XO3SMCTBEHHBIX IESHCTBUM H
OTIeparLHnii;

IIOHATHE IIEPBUYHOU
OyXranTepcKkoi TOKyMEHTAIUH;
OmpeeseHue MIePBUYHBIX

OyXraiaTepckux JJOKyMEHTOB;

hopmbl MEPBUYHBIX
OyXraJTepCKux JIOKyMEHTOB,
COJIepKaIINX o0s13arepHBIE

PEKBU3UTHI MEPBUYHOTO YUETHOTO
JIOKYMEHTA,

MOPSIIOK  TIPOBEICHHSI MPOBEPKU
MEePBUYHBIX OyXrajaTepcKux
JOKYMEHTOB, dbopmanbHOI
MIPOBEPKU JIOKYMEHTOB, MPOBEPKH

[0 CYIIECTBY, apudMeTuyecKkoi

MIPOBEPKH;
TIPUHIIUIIBI u MPU3HAKU
TPYIIUPOBKU MEePBUYHBIX

OyXrajTepCKUX JOKYMEHTOB,;
MOPSIIOK MPOBEICHHUS TaKCUPOBKH
u KOHTHPOBKH HIEPBUYHBIX
OyXrajnTepCKuX JOKYMEHTOB;
MOPSZIOK COCTABJICHUSI PETUCTPOB
OyXTalTepcKOro y4yeTa;

IpaBHJia n CpOKH XpaHCHUA
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MIEPBUYHOMN OyXranaTepckoit

JOKYMEHTalu1

B pe3yJbrare OCBOCHUS | BIQJICHUE aKTyallbHbIMU MeTojamu | OreHka
JUCLMILIAHBI oOyyaromuiicst | paboTel B  MPO(ECCHOHAIFHOW U | Pe3YNIbTaTOB
JOJIKEH yMemb: CMEXHBIX  cepax; 3hGPEeKTUBHOE | BBHITIOTHEHUS
pacro3HaBaTh  3ajady ~ W/WIM | BBISIBICHHE M TOWCK HMH(OpMAIMH, | IPAKTUIECKUX
npobseMy B TPOQPECCHOHATHHOM | COCTaBIIEHHME ONTUMAIBHOTO IUIaHa | paboT.
A/WIM  COILMAJILHOM  KOHTEKCTE; | HeHCTBUM, aHaIu3 HeoOXoauMbIX mist | OueHka
aHAJIM3UPOBATh  3a/Jady  W/WIK | BHIIOJIHEHUS  3a/laHusl, PECYPCOB; | BBIIOJIHEHUS
npoOineMy M BBIIEHATH €€ | OCYIIECTBICHHE HCCIEI0BATENIbCKON | CAMOCTOATEIbHBIX
COCTAaBHbIE YaCTH; ONPENEINAThH | eATEIbHOCTH, MIPUBOIAIIEH K | pabor.
ATaIbl PEHICHUS 33J]a4M; BBISBISATH | ONTUMAIEHOMY pe3ynbrary; | Tect.

u 3¢ deKTUBHO HCKaTh
nHpOpMaIn, HEOOXOAUMYIO ISt

peIeHus 3a1a4u W/UIu pOOJIeMBbI;

COCTaBUTh [UIaH JICHCTBUA,
OTIPENICITUTh HEOOXOINMBIE
pecypcehr;

BIIQJICTh AKTYaJIbHBIMH METOJIAaMH
paboTel B MpodeCCHOHATBHOW |
CMEXHBIX cdepax;

COCTaBJICHHBIN IJI1aH,

peanu3oBaTh

OIICHUBATh
pe3yabTaT MU TMOCIEICTBUSA CBOUX
NEHCTBUM (CaMOCTOSTEIBHO HIIH C
MTOMOIIIbIO HACTABHHKA)

OIIPCACIIATL 3ada4yu OJI1 IMOHCKa

uHpOpMaLnu; OTnpeeNsTh
HE00XOAUMBIE HCTOYHUKHU
uH(pOpMaINH; IUTAHUPOBATh

IIPOLIECC MTOUCKA; CTPYKTYpUPOBATh
MIOJIy4aEM YO uH(pOpMaIHIo;
BBIIEIATh Haubojee 3HAuuMoOe B

MEpCUYHC I/IH(l)OpMaLII/II/I; OLICHUBATh

JEMOHCTpAIUsl THOKOCTH B OOIICHUH

c KOJUIeraMH, PYKOBOJICTBOM,
MOAYMHEHHBIMU U  3aKa3uHMKaMH;
IPUMEHEHHE CpeiAcTB

WH()OPMAITMOHHBIX TEXHOJIOTHHA IS

pemeHus: TpopecCHOHATBHBIX 3a/1aY;

s dexTuBHOE HCIIOJIb30BaHUE
COBPEMEHHOTO MIPOTPAMMHOTO
oOecrieyeHHs; Kparko M YETKO
bopmyIMpoBaTh CBOU MBICITH,
u3jgaraTh ~ UX  JIOCTYIIHBIM  JUIs

MOHUMaHHUS CrocoOoMm; 3P peKkTuBHAS
pabota c NIEPBUYHBIMH

6yxraHTepCKHMI/I AOKYMCHTaMH

YcrHbIi onpoc.
[IuceMeHHbI

oTIpocC.
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MPAKTUYECKYIO 3HaYHMOCTb
pe3yiabTaTOB TOUCKA; O(OPMIIATH
pe3ybTaThl MOUCKA

OTIpENIeNIATh aKTyaJIbHOCTh
HOPMaTUBHO-IIPABOBOU
JTOKYMEHTAIIH B
podecCHOHAIBHON NI TEIIBHOCTH,
MIPUMCHSITh COBpPEMEHHYIO
Hay4HYIO npo¢eCCUOHATBHYIO
TEPMUHOJIOTHIO;  OTPEACTSATh U
BBICTPAMBAaTh TPaeKTOPUN

poheCCHOHANTBHOTO Pa3BUTUS U

caMm000pazoBaHUs
OpraHU30BbIBATH paboty
KOJUICKTHBA " KOMaH/IbI;

B3aMMO/ICHCTBOBATh C KOJIJIEraMH,
PYKOBOJICTBOM, KJIMEHTaMU B XOJI€
npodeccuoHabHOM e TEIbHOCTH
IPaMOTHO H3JIaraThb CBOM MBICIH U
0pOpMIIATH JOKYMEHTBI o
npodeccuoHallbHON TeMaTuke Ha
rocy/1lapcTBEHHOM A3bIKE,
MpOSIBIIATH  TOJEPAHTHOCTh B
paboyeM KOJUIEKTHBE

MPUMEHSITh CpeacTBa
UH(OPMALMOHHBIX TEXHOJIOT Ui
Ui pelieHus MpoecCHOHATbHBIX
3a/la4; UCIOJIb30BaTh COBPEMEHHOE
IIporpaMMHOE obecrieueHue
MOHUMATh OOILIUN CMBICH YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHUU Ha
W3BECTHBIE TEMBI

(mpoeccronanbHple U OBITOBBIE),
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MIOHMMATh TEKCTHI Ha 0a30BbIE
npodeccuoHalbHbIC TEMBI;
y4acTBOBaTh B  JMajorax Ha
3HAKOMBIC oo1Ime i
npodeccnoHabHBIC TEMBI;
CTPOUTH MPOCTHIC BHICKA3BIBAHUS O
cebe u 0 cBoel mpoeCCHOHATBEHON
JIEATEIILHOCTH; KpaTKo
000CHOBBLIBATh M OOBICHHUTL CBOH
JNEeNCTBUSA (Texymue "
IUIAHUPYEMBIE); TIHCATh IPOCTHIC
CBSI3HBIE COOOIIEHNSI HA 3HAKOMBIE
AR 01 WHTEPECYIOIIHE

npodecCHoHaNbHBIC TEMbI

MIPUHUMATH MIPOU3BOJIHLHBIC
MepBUYHbIE Oyxrajirepckue
JOKYMEHTHI, paccMaTpuBaeMbie

KaK IMHUCHhMEHHOE J[0Ka3aTeIbCTBO
COBEpIICHUS XO03SMCTBEHHOM
oreparun WITN MOJTy9YCHUE
pas3pelicHus Ha ee TIPOBEICHHE;

NPUHUMATD NIEPBUYHBIC
OyXranTepckue JIOKyMEHTHl  Ha
OyMa)XHOM HocuTele W (WIh) B

BHUIC DJICKTPOHHOTO JOKYMCHTA,

IIOAIIMCAHHOI'O 3JICKTpOHHOI71
IO AIIMCBIO,

IIPOBEPATH HaIn4ue B
IMPOU3BOJIBHBIX NEPBUYHBIX
6YXFaJITepCKI/IX JAOKYMCHTaAxX

00s13aTeNIbHBIX PEKBU3HUTOB;
MPOBOJIUTH (POPMAJIBHYIO IPOBEPKY

JOKYMEHTOB, IIPOBEPKY 1o
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CYILECTBY, apu(pMeTHIecKyro

IIPOBEPKY;
IIPOBOJIUTH IPYIIIUPOBKY
IIEPBUYHBIX OyXTanTepcKux

JOKYMEHTOB TI0 pSiAY IPU3HAKOB;
MIPOBOJTUTH TaKCUPOBKY "
KOHTHPOBKY MEPBUYHBIX
OyXranTepCcKuUx JOKYMEHTOB;
OpraHu30BBIBATH
JOKYMEHTO000pOT;

pa3duparbesi B HOMEHKIIATYpE Jel;
3aHOCHTh TTaHHBIC 1o
CTPYNIIMPOBAHHBIM JIOKYMEHTaM B
PErucTphl OYXraiTepcKoro y4era;
nepeaaBaTh MIEpPBUYHBIE
Oyxrantepckue  JOKYMEHThl B
TEeKYIIUH OyXTaJITEPCKUI apXUB;
nepenaBaTh MEepBUYHbIE
Oyxrantepckue  JOKYMEHThl B
MIOCTOSIHHBIM apXuB MO0 HCTEYCHUH
YCTaHOBJIEHHOTO CPOKA XpaHEHUS;
UCIPABJIATH OMIUOKU B MEPBUYHBIX

OyXraiTepcKux TOKyMEHTaXx;
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