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PabGouass mporpamma JaUCHUILIMHBI pa3paboTaHa Ha ocHoBe DenepaabHOTO
rOCyJapCTBEHHOTO  00pa3oBaTENbHOTO  CTAaHAApPTa CpeaHero  MmpogeCCHOHAIBHOTO
obopaszoBanus (maee - PI'OC CIIO) mo cnemumanpHOcTH 38.02.01 DKOoHOMHKA U
OyxraJTepcKkuii y4eT (110 OTpacisim).
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(bammHs, M5, OTYECTBO, TOJDKHOCTD, KBATU(HKAIIMOHHAS KATCTOPHS)

Pabouas mnporpamMva JHCUMIUIHHBI pPacCMOTPeHa H pEKOMEHIOBAaHA K
YTBEPKICHHIO Ha  3aCeaHHM  MpeaAMeTHOH  (UMKIOBOH)  KOMMCCHH
obmenpodeccHOHANBHBIX IHCIHILTHH.
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[Ipencenarens npeaMeTHO#H (LHKIOBOH) 25
KOMHCCHH %" O.A. ITonragen

(noamics) (uEmnmany, damns)




1. O6mas xapakrtepucTika padodeil mporpaMmMbl AUCIUTLIMHbBI
1.1. MecTo AUCHUIUIMHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTEIbLHON MTPOrpaMMBbl

HucuumnuHa  «JlokyMeHTalMoOHHOEe  OOecrieyeHre  YIpaBJICHUS»  SBISETCS
00s13aTeTbHON YacThi0 00HIEeNPOdECCHOHATBHOTO IIMKIAa OCHOBHOM MpOQeCCHOHATBHON
oOpazoBaTenbHOM mporpamMmbl B cootBeTcTBUU ¢ PI'OC CIIO mo crnennalibHOCTH
38.02.01 DxoHOMUKaA U OyXTanTepcKuii yueT (Mo oTpaciisaM), KBaupuKaus «0yxraiarepy.

HuctumnuHa «JlokyMeHTallMOHHOE OOeCIedYeHrne YIpaBJICHUA» O00ecIeynBaeT
dbopmupoBaHue MNPOPECCHOHANIBHBIX M OOHMX KOMIETEHIMH 10 BCEM BHUIaM
nestenbHocTn GI'OC CIIO mo cnenuanbHocTr 38.02.01 DKOHOMMKA U OyXTalTepCKU
y4eT (10 0TpacisiM), KBaTUUKAIU «OyXraaTepy.

1.2. ]_IGJII) " INTaHUPYCMBIC PC3YJIbTATbl OCBOCHUA JUCHUIIIINHBIL:

B paMKax MmporpaMmmbl JUCHUIIIIMHBI CTYACHTAMH OCBAUBAIOTCA CIICAYIOINUC YMCHUA
W 3HAaHU

Kox o0mmx u VYMmenus 3Hanug
po¢eCCUOHATBHBIX

KOMIIETEHIIUHN

OK 01 pacro3HaBaTh 3amauy w/nunu
mpobiieMmy B TpoeCCHOHATHLHOM
A/ COLIMAIILHOM KOHTEKCTE;

aHAJIN3UPOBATh 3a1aqy u/nnm

aKTyallbHBI TpodecCHOHANBHBIN U
COUMAIIbHBI  KOHTEKCT, B KOTOPOM
OpUXOAUTCS  paboTaTh U JKUTH;
OCHOBHBIC HWCTOYHUKH HH(pOpMAIH U

mpo0sieMy U BBIIEIATH €€ COCTaBHBIC
YacTH; OMNPENEISITh 3Tallbl PEIICHHUS
3a/1aud; BBIABIATE M d(PPEKTHBHO
UCKaTh WH(OpPMAIHIO, HEOOXOIUMYIO
JUIS ~ pelieHus  33Jauyd  W/WiIH
POOJIEMBI;

COCTaBUTH T1aH NeCTBHS;
OTIPEICITUTH HEOOXOAMMBIE PECYPCHI;
BJIQJIETh AaKTyallbHBIMH METOJIaMU
paboTel B  MPOPECCHOHATBHOH W
CMEXHBIX  cdepax;  pearu3oBaTh
COCTaBJICHHBIM  IIIaH,  OIICHUBATH
pe3ynbTaT H  TOCIEACTBHS CBOUX
NEUCTBUNM (CaMOCTOSITETHHO WU C
MTOMOIIHI0 HACTABHHUKA)

pecypcehl JUTsl pEICHUs 33724 U PooieM
B po(eCCUuOHATHPHOM u/vim
COIMAILHOM KOHTEKCTE;
ITOPUTMBI  BBITTOJIHEHHSI
poQeCcCUOHATBHOM u CMEKHBIX
o0nacTsx; METO/IbI paboThI B
npogeccuoHaIbHON 1 CMEXHBIX cepax;
CTPYKTYpYy IUIaHa I peIIeHUs 3a/ad,
HOPSIOK OLEHKH PE3yJbTaTOB pEIICHUs
3a/1a4 TpoPEeCCHOHATILHON JESTEIHFHOCTH

pabor B

OK 02

OTIpECIATh 3aJa4dl I IOUCKa
nH(pOpMaLINK; OTIpEeIeIATh
HEO0O0XOINMEBIE HCTOYHUKHU
uH(pOpMaluY; TMIAHUPOBATh MPOIIECC
ITOMCKA; CTPYKTYypHUPOBAThH
MOJTy9aeMyto uH(pOpPMAIIUIO;
BBIICIATh Haubolee 3HAYMMOE B
nepeuyHe WH(OpMANKK;, OIIEHUBATH
MPAKTUIECKYIO 3HAYNMOCTD
pEe3yNbTaTOB  TOWCKA;  OPOPMIISTH
pE3YJIbTATHI TOMCKA

MH(}OPMaIIMOHHBIX
IIPUMEHSEMBIX B
JeSITEIIbHOCTH;

HOMEHKJIaTypa
VCTOYHUKOB,
npodecCuoHaANTbHON
pUEMbI CTPYKTYPHPOBAHUS
uHpopmanuu; dopmar  opopmieHUS
pe3yIbTaToOB MOMCKa UH(OPMAIHH

OK 03

OIIPEEIATh
HOPMaTHUBHO-TIPABOBOU

AKTYaJIbHOCTb

coZEepKaHUE AKTyaJIbHOM HOPMATHUBHO-
MPaBOBOM JOKYMEHTALIMH; COBPEMEHHAs




JOKYMEHTAIlu B TPO(HECCUOHATLHON | HAy4YHAS u npodeccuoHanpHas
NeSITeTbHOCTH; MPUMEHSTh | TEPMUHOJIOTHSI; BOBMOYKHBIE TPACKTOPUHU
COBPEMEHHYIO HAYYHYIO | IPO(ECCHOHATIBLHOTO pa3BUTHS u
npoECCHOHATTLHYI0 TEPMHUHOJIOTHIO; | caMO00Opa30BaHuUs
OTIpeNIeNATh U BBICTPaUBAaTh
TPaeKTOpUHU poheCCUOHATHLHOTO
Pa3BUTHL U cCaMOOOpa30BaHHMS

OK 04 OpraHu30BBIBAThH paboTy | TCHUXOJIOTUYECKHE OCHOBBI
KOJIJICKTHBA U KOMAaH/[IbI; | ACATEIbHOCTH KOJUICKTHBA,
B3aMMOJICHCTBOBaTh C  KOJUJICTAMH, | ICHXOJOTHYECKUE 0COOEHHOCTH
PYKOBOJICTBOM, KJIMEHTAMU B XOJE | JUYHOCTH; OCHOBBI IPOEKTHOM
poheCCHOHATILHOM JISATEIIbHOCTH JeSITeIIbHOCTH

OK 05 rPaMOTHO W3JaraTh CBOM MBICIM H | OCOOEHHOCTH COLIMAJIBHOTO u
oopmItsITh JTOKYMEHTBI 1O | KyJIBTYpHOTO ~ KOHTEKCTa;  IpaBHJIa
npopeCcCUOHATbHON  TeMaTuKe Ha | OpOPMIICHHUS TOKYMEHTOB U IMOCTPOCHUS
TOCYJJAPCTBEHHOM SI3BIKE, MPOSBISITH | YCTHBIX COOOIICHHMA
TOJIEPAHTHOCTh B pabouem
KOJJICKTHBE

OK 09 NOHMMAaTh OOIIMI CMBICT YETKO | TpaBWiIa IOCTPOCHUS MPOCTBIX H
MPOU3HECCHHBIX BBICKA3bIBAHUI HA | CIIOKHBIX NPE/IOKEHUH Ha
M3BECTHBIE TEMBI | TPOPECCHOHANBHBIE TEMbI, OCHOBHEBIC
(mpodeccronanbHble U OBITOBBIE), | OOLICYTIOTPEOUTENBHBIE TJIaroJibl
MOHMMATh TEKCThl Ha  0a3oBbIie | (OBITOBAs u npodeccuoHalIbHAast
npodeCCHOHATIbHBIE TEMBI; | JICKCUKA);  JICKCHUECKUH  MUHHMYM,
y4acTBOBaTh B JUajioraX  Ha | OTHOCSIIMICS K ONMUCAHUIO TPEJIMETOB,
3HAaKOMBbIC oOrue U | CpelCTB u IPOIIECCOB
npoeCCHOHATBHBIE TEMBI; CTPOHTH | IPOPECCHOHATHHON NeSITeIbHOCTH;
MPOCTHIC BBICKAa3bIBaHUSI O ce0C U O | OCOOCHHOCTH IPOU3HOILICHHUS; IpaBHIIa
CBOEH npoeCCHOHATIPHOM | UTEHUS  TEKCTOB  NMPO(eCcCHOHAIBHON
JeSITEeIbHOCTH; KPaTKO OOOCHOBBIBATH | HAIIPABJICHHOCTH
U OOBSACHUTH  CBOM  JIEHCTBHUSA
(Tekyle ¥ TUIAHUPYEMBIE); MUCATh
MPOCTHIE CBSI3HBIE COOOUICHHS Ha
3HaKOMbIE  WJIM  HHTEpecylolue
po¢heCCuOHAIBHBIE TEMBI

MK 1.1 MPUHUMATH POU3BOJIbHBIE |  00IIME TPeOOBaHUS K OyXrairepckomy
MIePBUYHBIE OyXrajnTepckue | ydeTy B YacTH JTOKyMEHTHPOBAHHUS BCEX
JOKYMEHTBI, paccMaTpuBaeMble KakK | XO3SHCTBEHHBIX JCUCTBUI U ONEpallnii;
MUCHMEHHOE JIOKa3aTebCTBO | TOHATHE TEPBUYHON OyXranTepckon
COBEpPLICHUS XO3SUCTBEHHOU | JOKYMEHTAIUH;
orepanuu 17001 MOJIyYeHHE | OIpeesieHue MIePBUYHBIX

pa3pelIcHuA Ha €€ IMPOBCACHUC,
MMPpUHHUMATDH NEPBUYHBIC

OyxranTepckue JIOKYMEHTBI Ha
OyMaXHOM HoOcuTese U (W) B BUJE
AJEKTPOHHOTO JOKYMEHTA,
MIOJIIMCAHHOTO 3JEKTPOHHOU
MIOJINIUCHIO;

MIPOBEPSATH HaJIn4yue B
IIPOU3BOJIBHBIX MIEPBUYHBIX
OyXrajaTepckux JIOKYMEHTax

00s13aTeNbHBIX PCKBU3UTOB,

OyXraJTepCKUX JOKYMEHTOB;

(GOopMBbI TEPBUYHBIX OYXTalaTepCKUX
JIOKYMEHTOB, coJIeprKalInX
00s13aTeNbHBIE PEKBU3UTHI EPBUYHOTO
YYETHOT'O IOKyMEHTA;

MOPSAIOK  TPOBENEHUS  IPOBEPKHU
MIEPBUYHBIX OyXranTepcKux
JOKYMEHTOB, (opmasibHOIl  MpOBEepKU
JOKYMEHTOB, IPOBEPKH IO CYIIECTBY,
apu(MeTHyecKoil MpoBEPKH;

IPUHLMIBI U NPU3HAKU TPYNIIHPOBKU




IPOBOJIUTH (POPMATIBLHYIO MPOBEPKY
JNOKYMEHTOB, IIPOBEPKY IO CYILECTBY,
apu(METHYECKYIO ITPOBEPKY;

HPOBOIUTh IPYIIITHPOBKY
MEPBUYHBIX OyXranrepckux
JIOKYMEHTOB I10 PSIIy IPU3HAKOB;

HPOBO/IUTh TaKCHPOBKY "
KOHTHPOBKY HePBUYHBIX
OyXTalTepCKUX JTIOKYMEHTOB;

OpraHU30BbIBAThH
JOKYMEHTOO000POT;

pa3duparbcsi B HOMEHKIIATYpe Jell;
3aHOCUTh JTaHHbIE 1o
CTPYNIIMPOBAHHBIM  JOKYMEHTaM B
pPErUCTpBl OYXraiaTepcKOro yueTa,
nepesaBaTh IIEPBUYHBIC
OyxrajaTepckue JIOKYMEHTBI B
TEKyLIHI OyXraJTepcKuil apXuB;
nepesaBaTh IIEPBUYHBIC
OyXxrajaTepckue JIOKYMEHTBI B
IIOCTOSIHHBIM apXWB II0 HCTEYCHUH
YCTaHOBJIEHHOT'O CPOKA XpaHEHUS;
UCTIPABIIATh OUIMOKHM B IEPBUYHBIX
OyXraJITepCKUX JOKYMEHTaX.

IIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;
MOPSIIOK IIPOBEICHUS TaKCUPOBKH U

KOHTHPOBKH MEPBUYHBIX OYXTaaTepCKUX

JIOKYMEHTOB;
MOPSIZIOK  COCTAaBJIGHUSI  PETHCTPOB
OyXTaJaTepCKOro yueTa;

npaBuia UM CPOKHM  XpaHEHHS
IIEpBUYHON Oyxraiarepckoit
JOKYMEHTAIUH.




2. CTpyKTypa 1 cofep>KaHue JUCIUTUTHHBI

2.1. OOBbeM IUCIUIUIUHBI U BUJIBI Y4€OHOM paboThI

Bun yuebHoli paboTbl

O0beM B yacax

O06BemM 00pa3oBaTeILHON TPOrPAMMBI TUCITUTIIUHBI 64
O0BeM paboThI CTYJICHTOB BO B3aMMOJICHCTBHH C TIPEIOIaBaTEIeM 8
B TOM YHCIIE!

TEOPETHYECKOE 00yUeHUE 2
MPAKTUYECKHUE 3aHSATHSI 6
nabopaTOpHbIC 3aHATHUS —
KOHTPOJIbHBIE pabOTHI —
caMoCTosITeNIbHAsl padoTa 42
[TpomexxyTouHas arrectaius B Gopme IK3aMeHa 14




2.2. TeMaTH4ECKUM IJIaH U COJIEPKAHUE TUCIUTUIUHBI

Haumenosanue Conepxanue yueOHOTO MaTepraia u Gopmbl opranuzauu | Oobem Konst
pas3znesoB U TeM JESITENbHOCTH CTYICHTOB B Yacax | KOMIICTECHIHH,
(hopMHPOBaHHIO
KOTOPBIX
CIOCOOCTBYET
JJIeMEHT
IIPOTrpaMMBl
1 2 3 4
Tema 1. «Beenenne. | Conepxanre yaeOHOTO MarepHuaia OK 01, OK 02,
JIoKkyMeHT u cucTeMa 1.3HaueHne u cojepkaHue TUCIHUILIAHBI 2 OK 03, OK 09,
JOKYMEHTAIIHN «lokymeHnTanmonnoe obecrieueHue ympasieHus». [lonsatue K 1.1
TEPMUHOB «IIOKYMEHTY, «IOKYMEHTHUPOBAHHUE,
«JIOKYMEHTAI[IOHHOE 00ECIIeYeHNE YIPABICHUS.
2.YHuUKauus W CTAaHIAPTH3ALMU  YIPaBICHYECKUX
JIOKYMEHTOB.
Tema 2. Copeprxanne yueOHOTO MaTeprala - OK 01, OK 02,
«OdopmiteHne 1. Dopmysap - obpasen OpraHU3aHOHHO- OK 03, OK 09,
PEKBU3UTOB paclopsIUTENbHBIX JOKYMEHTOB. Buasl M Ha3HayeHUE K 1.1
JIOKYMEHTa» 0JIaHKOB.
2. TpeboBanus kK 0OPMIICHUIO JOKYMEHTOB.
3.IIpaBuiia peKBU3UTOB IOKYMEHTOB.
B TOM 4ucIle MpaKTUYECKUX 3aHATUI 2
1. TIpakrtudeckoe 3anstue «OdopmieHHe pEKBU3UTOB| 2
JOKYMEHTa.
CamocrositenbHass ~ pabora  crymeHtoB.  Copmepxanme, 4
y4eGHOro MaTepuana
1. Dopmysip - oOpazenn OpTaHU3aIIMOHHO-
pacropsaMTENbHBIX JAOKYMEHTOB. Buapl u Ha3HaueHue
OJIaHKOB.
2. TpeGoBanus K 0OPMIICHHIO JOKYMEHTOB.
3. [IpaBuiia peKBU3UTOB JOKYMEHTOB.
Tema 3. Conepxanue yueOHOTO MaTepraia OK 01, OK 02,
«OpraHu3aloHHO- 1. OpraHuzanuoHHbIE JOKYMEHTBI - yCTaB, B OK 04, OK 05,
PactopsiIUTEIbHBIC  |yypeIUTEIbHBIN JOrOBOP, IIOJIOKEHUE. OK 09,
AOKYMCHTBD) 2. PacniopsiiuTenbHble JOKYMEHTBI - IIpHKa3, K 1.1
pacropsbkeHue,  yKa3aHue, IIOCTaHOBJICHHE, pELICHHE,
WHCTPYKLUS, TPOTOKOJI.
3. CiipaBo4yHO-MH(DOPMAIIMOHHBIE JIOKYMEHTBI: CIIy)KeOHas
3aucKa, OOBSICHUTENbHAS 3allUCKa, aKT, CIIPaBKa, CIIy>KEOHBIE
UCbMa
B TOM 4ucIle MpaKkTUYECKUX 3aHATUI 4
1. [Ipaktryeckoe 3anarue «OpopmieHrEe OPraHU3alUOHHBIX| 2
JIOKYMEHTOBY.
asatue «CocTtaBneHne W O(QOPMIICHHE PacIOPSAUTEIBHBIX
JOKYMEHTOBY»
3. Ipakrtuueckoe 3ansartue «CocraBieHue u odpopmiecHue 2
CIPaBOK, 3aITUCOKY,
Itue «CocTaBienre 1 0popMiIeHHE aKTOB, TTHCEMY.
CamocrosiTensHast padoTa CTyJCHTOB 14
CocTaBiieHue MPoeKTa aKkTa
Tema 4. «Pabora ¢ CamocrosTenpHas paboTa CTyICHTOB 2 OK 02, OK 04,

7




oOpaleHusIMHI
rpaKaaH»

Conepxanue yueOHOTO MaTepuana
Bunpl obpamennii TpaxkmaH. Perumcrparus oOpaieHHUi.
KonTposs ucnonHenus oOpaiieHuit

OK 05,
OK 09

Tema 5. «Kampoas
JIOKYMEHTAITHS)

Conepxanue yueOHOTO MaTepraia

1.JlokyMeHTHpOBaHHE  TPYAOBBIX  MPABOOTHOLICHUH.
CoctaB u 0COOCHHOCTH O(OPMIIEHHS JTOKYMEHTOB IIO
JUYHOMY COCTaBY.

2.KommjiekToBaHue JUYHOTO Jiena.  ABToOmorpadwus.
Pestome. 3asBrnenwe o mpueme Ha paboTy. I[Ipmkassl 1o
JUYHOMY COCTaBY

B TOM unclie npakTHYECKUX 3aHATUN

1. [Ipaktuaeckoe 3ansatue «OdopMieHHE TOKYMEHTOB IIO
JIUYHOMY COCTaBY»

CamocTrosiTenpHast paboTa CTyJCHTOB
CocraBnenue aprodnorpadun, pe3roMe

OK 02, OK 04,
OK 05,
OK 09

Tema 6. «JloroBopHO-
MpaBoBas
JOKYMCHTAaIUI»

Copeprxkanre yueOHOTO MaTepuaia

1.Ilowatus nmoroBopa. Buasr morosopos. IlpaBuia
oQopMIIeHUS] MPETEH3UOHHBIX THceM. DOpMYIIsip HCKOBOTO
3asiBJICHUS], TPeOOBaHMsI K ero 0(hOpMIICHHIO

B ToM uncnie mpakTUYeCKUX 3aHATUI

1. [Ipaktudaeckoe 3ausaTue «OdopMieHwe TOTOBOPa KYTLTH-
TPOJAKI.

CamocTrosiTenbHast paboTa CTyJCHTOB
CocraBiieHHe IPOEKTa OroBOpa

OK 01-05, OK
09

Tema 7. «Ilonstue
JIOKYMEHTO000pOTAa,
perucrpanus
JIOKYMEHTOB)

Copneprxkanre yueOHOTO MaTepHaia
1.CoctaB wm ydyer oObeMa  JOKYMEHTOOOOPOTA
npeanpustuii.  OpraHuzanus  pabOTBl € BXOJSIIEH,
HUCXOASIIEN U BHYTPEHHENW TOKYMEHTAIUEH.
2.ba3pl maHHBIX IS XpaHEHHS JTOKYMEHTOB. Pabora ¢
3anpocaMu. PaboTa ¢ 3JeKTpOHHBIMH JOKYMECHTaMH.

B TOM 4uncIle MpaKkTUYECKUX 3aHATUI

1. [IpakTuueckoe «Pabora c SIEKTPOHHBIMY

JIOKYMEHTaMM».

3aHsATHEC

CamocrosiTensHast padoTa CTyJCHTOB
Cocrasnenue Tabauibl 00padOTKH MOTOKOB JOKYMEHTOB

OK 01, 0K 0.2,
OK 04, OK 05,
OK 09
K 1.1

Tema 8.
«Opranuzauus
OTIEpaTHBHOTO U
ApXUBHOTO XPAHCHUS
JTOKYMEHTOBY

Conepsxanue yaeOHOTO MaTepuana

1. Homenkmarypa nen. MaauBuayandbHbBIe, CBOIHBIC,
MPUMEPHBIE U TUIOBBIE HOMEHKJIATYphl Aei. [loaroroBka u
MOPSIIOK Mepefavu A€l B apXUB. 3aKOHOJATEIbHbIE aKThl U
HOPMATUBHO-METOJMYECKHE JOKYMEHTHI [0 apXUBHOMY
XPaHEHHUIO JJOKYMEHTOB.

B ToM uncie MPAKTUYICCKUX 3aHATHHA

1. Ilpaktuueckoe 3ansatue «lIpoBepka NpaBUILHOCTH

COCTAaBJICHUSA HOMCHKJIATYPBI ACD»

CamocrosTenbHas paboTa CTyJCHTOB
CocraBnenue koHcnekTa « TpeOoBanus K 0OPMICHHIO AET»

OK 01-05, OK
09,1IK 1.1

Kouncynpranus

DK3aMeH

12

Bcero

64




3. YcaoBus peanusaiyy nporpaMmbl JUCIUTLIMHbBI
3.1. MarepuansHO-TEXHUYECKOE 00ecIIeueHNE

Jlnsg peanu3alii MPOrpaMMbl JUCIHMILIMHBI JOJDKHO OBITH IPEIYCMOTPEHO
cnenyromiee crnenuanbHoe momenierne (B coorseTctBuu ¢ ®I'OC u ITOOII): kabuHeT
JIOKyMEHTAIMOHHOTO 00CCIIeYCHHsT YITPABICHHMS, OCHAIIECHHBIA 000pyI0BaHHEM: IIKad
I y4eOHO-METOJUUECKOT0 MaTepraa, IoCaJ04YHbIe MECTa M0 KOJHYECTBY CTYICHTOB,
pabouee MeCTO IMpenojaBaTels, J0CKa, MUAAKTHUCCKUN MarepHal, TeXHHUYESCKUMHU
cpeAcTBaMu 00ydYEHHMS: IEPCOHATBHBIE KOMIIBIOTEPHI [0 KOJIMYECTBY PAOOUYMX MECT IS
CTYJIEHTOB M MpPENOAaBaTeis C JIUIEH3MOHHBIM IIPOTPAMMHBIM OO€CICUEHUEM |
BBIXOJOM B JIOKAIIbHYIO C€Th W B HH()OPMAIMOHHO-TEIEKOMMYHHUKAIIHOHHYIO CETh
HuTepHeT, MyIbTHMEINIHOE 000pyIOBaHKE, CKAHED, CETEBOM MIPHUHTED.

Jlunien3snonHoe mnporpammuoe obecneuenue: Microsoft Windows, Microsoft

Office, antuBupycuas 3ammra, CIIC «KoncynpranT [lmocy.

3.2. UndopmairionHoe oOecrieyeHre pearn3aiii mporpaMmMbl

Jns  peanuzanuu  OporpaMmbl  OuOIMOTEUHBbI  QoHI  0Opa3zoBaTEILHOM
OpraHW3allMi JOJDKEH WMMETh II€YaTHBIE W/WIIM DJICKTPOHHBIC OOpa30BaTCIbHBIC H
nH()OPMAITMOHHBIC PECYPChI, PEKOMEHTYEMBIX JIJISI HCTIOIL30BaHMs B 00pa30BaTEILHOM
npoiiecce

OCHOBHBIC ITEUATHBIC U YJICKTPOHHBIC U3TAHUS:

1. I'paxpanckuii kogekc Poccuiickoit deneparuu (dacthb neppas) ot 30.11.1994
Ne 51-®3 (c u3m. u gor.).

2. TD'paxpanckuii konekc Poccuiickoit @enepanuu (4acth Bropasi) oT 26.01.1996
Neo 14-®3 (c usm. u jom.).

3. ®enepanpubiii 3aKk0H 0T 06.04.2011 Ne 63-D3 «O06 3IEKTPOHHOM TOAIHCH).
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4, KOHTpOJII) M OLICHKA PE3YJIbTAaTOB OCBOCHHA AUCIUIIIINHBI

KoHTposib M oOlLlECHKa pe3yibTaTOB OCBOCHUS JHCUUILUIMHBI OCYLIECTBISETCS
MPENOIABATEIIEM B IMPOLECCE NPOBEACHUS MNPAKTUYECKUX 3aHATUH, YCTHBIX U
MHUCbMEHHBIX  OIMPOCOB, TECTUPOBAHWS, a TAKXKE BBINOJHEHUS  CTYJICHTAMH

BHEAYIUTOPHOMN CaMOCTOSATEIHLHON paOOTHI.

Pesynbrarel 00yueHus

Kpurepuu ouenku

MeTo 1Bl OlLIEHKH

[lepeuenr 3HaHUM, OCBaMBAEMBIX B paMKax
TUCTIATLTHBL

aKTyallbHBIA TPOPECCHOHAFHBIA M COIMATBHBII
KOHTEKCT, B KOTOPOM NPUXOJUTCS paboTaTth U

JKUTh, OCHOBHBIC WCTOYHUKH WH(pOpMAIMH U
pecypcel Uil pemieHHs 3amad M mpobieM B
npodeccCuoHaTbHOM n/unm COIMAIBHOM
KOHTEKCTE;

ANTOPUTMBI BBITIOJTHEHUS pabot B

po(hecCHOHATBHON H CMEXHBIX 00JaCTAX; METOBI
paboThI B PO ECCHOHAIILHOM M CMEXKHBIX chepax;
CTPYKTYpy IJIaHa AJISl PELICHUs 3a/1ad; IMOPSA0K
OLICHKU pe3yJIbTaToB penIeHust 3amaq
po(ecCUOHATIBHOMN NEATENbHOCTH;

HOMEHKJIaTypa WH(QOPMAIMOHHBIX HCTOYHHKOB
TMPUMEHSIEMBIX B npodeccnoHambHON
JeATeITLHOCTH; PUEMBI CTPYKTYPUPOBAHUS
uHpopmanun; dopmar odopmieHUS pe3yTbTATOB
rmoricka nH(OpMaIuy,

COZICpKAHUE aKTyaJlbHOM HOPMAaTHUBHO-IPAaBOBOU
JNOKYMCHTAIlUK;  COBPEMEHHas  Hay4yHas H
npodeccuoHanbHas TEPMHUHOJIOTHS; BO3MOXKHBIE
TPAaeKTOpUH TPOPECCHOHATBHOTO  Pa3BUTHA U

camMo00pa3oBaHus;
TIICUXOJIOTHUYCCKHUEC OCHOBBI JCATCIIBHOCTHU
KOJUIEKTUBA,  IICUXOJIOTMYECKHE  OCOOEHHOCTH

JIMYHOCTH; OCHOBBI IPOEKTHOM IESITEIbHOCTH,

0COOCHHOCTH  COIMABbHOTO ©  KyJBTYPHOTO
KOHTEKCTa; IpaBuia OQOPMIICHHUS JOKYMEHTOB U
MOCTPOEHHUS YCTHBIX COOOILECHH;

COBpPEMEHHBIE CpeacTBa u yCTpoiicTBa
WHPOpPMATHU3AIMY; TOPSJIOK WX TNPUMEHEHHS W
nporpaMMHoe obecrieueHre B MpoeccrOHaIbHON
NeSITeNTbHOCTH,

MpaBWjia TOCTPOSHHS TPOCTHIX U  CIOXKHBIX

NpeVIOKEHUH Ha NpOo(ecCHOHAJIbHBIE TEMBI;
OCHOBHBIE 00IIeyOTpeOUTEIbHbIE  TJ1arojbl
(ObbiToBast  u  mpodeccHoHaNbHAS ~ JIEKCHKA);
JIEKCUYECKUM  MHUHUMYM, OTHOCAIIMIUCA K

ONMCAHMIO TPEJMETOB, CPEICTB M MPOIECCOB
mpo(heCCHOHATIBHON JEATEILHOCTH; OCOOSHHOCTH
MPOM3HONICHUS;  TMpaBHJa  YTEHUS  TEKCTOB
npodeccuoHaNbHON HANIPaBIEHHOCTH,

o0mue TpeboBaHHA K OyXrajaTepckoMy ydeTy B
YacTH JIOKYMEHTHPOBAaHUS BCEX XO3SHCTBEHHBIX
JEHCTBUH U oNepanui;
TIOHSITHE HePBUYHOI
JIOKYMCHTAIINH;

Oyxrantepckoi

pacro3HaBaHue ITOPUTMOB
BBITIOJTHCHUS pabot B
npopeCCHOHANEHOW H  CMEXHBIX
o0macTsix; ompenesieHHe METOOB
paboTel B TPOGECCHOHANBHON H
CMEKHBIX cthepax; BEIOOP
OIpelielIeHue ONTUMAJIBHOU
CTPYKTYpbl IUIaHA ISl PEHICHUS
3a1a4; NMOHUMaHUE  TIOpSIKa
OIICHKH  PE3yJbTaTOB  PCHICHHUS
3aga4y npodeccHoHaANBHON
JICATEIILHOCTH; BBIOOpP HamOoJee
ONTUMAITEHBIX HCTOYHUKOB
WHPOpPMALUK H  PECYypCOB IS
pemieHuss 3agad U mpobiieM B

npohecCuOHaTHPHOM W/
COLIMAJIBHOM KOHTEKCTE;
OPUEHTUPOBAHUE B aAKTyaJbHOMN
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTALNH; COBPEMEHHOI
Hay4yHOH U mpodecCHOoHATbHON
TEPMUHOJIOTUH; NOHUMAaHUe
MICUXOJIOTMYECKHX OCHOB
JeSITEIBHOCTH KOJIJICKTHBA,
MICUXOJIOTHYECKUX  0COOEHHOCTE!
JUYHOCTH; BIIQJICHUE 3HAHUSIMH
OCHOB pPabOTBl C JOKYMEHTaMH,
MOJITOTOBKH YCTHBIX u
MUCbMEHHBIX COOOIICHUI; 3HaHHE
OCHOB KOMITBIOTEPHOM
TPaMOTHOCTH;  3HaHHE  TPaBUII
HaNHUCaHWA U MTPOU3HOIICHHS CJIOB,
B T4. M HOpodeccHoHAIbHON
JIEKCHKH.

3nanue  GopM  TEPBUYHBIX
OyXxranTepcKux JOKYMEHTOB,
coJepKaHus TaKOH
JIOKYMEHTAIHH, MOHUMAaHUe
crierupuKu paboThl c
NEPBUYHBIMU OyXraJlTepCcKuMH
JIOKYMEHTaMH

OrneHka
PE3yIIbTaTOB
BBIIIOJTHEHHMS
MPaKTUYECKUX
paboT.

Or1eHKa
BBITTOJIHEHHS
CaMOCTOSITENBHBIX
pabor.

Tecr.

YcrHblii onpoc.
ITnceMeHHBIN
ompoc.
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oInpezeNeHNe MIEPBUYHBIX OyXranTepcKux
JOKYMEHTOB;

(OpMBI IEPBUYHBIX OyXTalnTepCKUX JOKYMEHTOB,
CoJeprKaIluX 00s13aTeNbHBIC PEKBU3UTHI

MEPBUYHOTO YUYETHOTO JOKYMCHTA,

MOPSIIOK  TIPOBEJICHUST TIPOBEPKU  TEPBHYHBIX
OyXranTepcKux JIOKYMEHTOB, (dhopManbHOI
MPOBEPKU JTOKYMEHTOB, IMPOBEPKU IO CYIICCTBY,
apupMETHICCKON MPOBEPKH;

MIPUHIIUIIBI ¥ IPU3HAKH TPYIITHUPOBKU IEPBUYHBIX
OyXrajaTepcKux JOKYMEHTOB;

MOPSIIOK TPOBEICHUSI TAKCHPOBKH U KOHTHPOBKH
MEPBUYHBIX OyXTaITepCKHX JOKYMEHTOB;

MOPSIIOK COCTaBIICHUS pETUCTPOB
OyXTanTepcKoro ydera;
OpaBWjia W CPOKM  XpaHEHHS  IIEPBUYHON

OyXraJTepcKoi JOKYMEHTAIIUH.

[lepeueHb yMeHHUN, OCBaMBAEMBIX B paMKax

THCIUTUTAHBL:
pacmo3HaBaTh 3ajady W/WIA TpoOieMy B
npodeccuoHaIbHOM W/Wim COLMAIbHOM
KOHTEKCTe;  aHAIM3UPOBaTh  3amady  W/WIN

npobieMy U BBIOCHATH €€ COCTaBHBIC YacTH;
OTIPENIENISATh JTaNbl PEIIeHUs 3a/Ja4H; BBISIBISATH U
3G PEKTHBHO HCKaTh MHPOPMALIUIO, HEOOXOIUMYIO
JUTSL PEeTeHUs 3a/1a4H W/ MTPOOIIEMBL,
COCTaBUTh IJ1aH JICUCTBUS;
HEOOXOTUMEIE PECYPCHI;
BIaJCTh AaKTYaJIbHBIMH MeETOAaMu palboTel B

ONPEAEIIUTD

mpo(ecCHOHANBPHOH W CMEXHBIX  cdepax;
pcaIn30BaTh COCTaBJICHHBIN IJIaH, OICHHBATH
pe3yapTaT M MOCIEACTBUS CBOMX JACHCTBHUI

(camMOCTOATEIHHO HIH C IIOMOIIBIO HACTABHUKA);
ONpeCATh 3aJa4ydl JUisi MOWCKa HHGOpPMAIUH;

OTPECIIATh HEOOXOUMBIE HCTOYHHKH
WHPOPMAIIMK, TUIAHUPOBATh MPOIECC TMOMCKA;
CTPYKTYpUPOBaTh  MOJyYaeMylo  HH(GOPMALHIO;
BBUICIISITH  Hawbojiee  3HAYMMOE B  IEPEUHE
HHpOPMAITUH; OIIEHUBATh MPAKTUYECKYFO
3HAYMMOCTh PE3yJbTATOB TIOUCKA; OQOPMIISTH
PE3yJIbTAThI TIOUCKA;

OTIPECIIATh aKTyaJIbHOCTh HOPMaTUBHO-
MPaBOBOM JIOKYMEHTAIUH B MPOGECCHOHATBHOM
JCATCIIBHOCTH, HpI/IMeHSITB COBpeMeHHYIO
HAay4yHYI HpPOPECCHOHAIBHYI TEPMHUHOJIOTHIO;
OTIPEIEIIATh 5 BBICTPanBaTh TPaeKTOPUH
Mpo¢eCCHOHATBEHOTO pasBuTHS 5
caMmo00pa3oBaHus;

OpPraHU30BBIBATH PA0OTY KOJUIEKTHBA M KOMaHIbI;
B3aMMOJICHCTBOBATh C KOJUIETAMH, PYKOBOJCTBOM,
KIIMEHTaMH B xoze npoeccroHaIbHON
NesSITEIbHOCTH,

TPaMOTHO H3Jaratb CBOM MBICIH W OQOPMISTH
JOKYMEHTBI TI0 TMpPO(eCCHOHANBHON TeMaTHKE Ha
roCcy1apCTBEHHOM SI3BIKE, IIPOABJIATH
TOJIEPAHTHOCTh B paboueM KOJIJICKTHBE,

IPUMEHSATH cpeacTBa MH(QOPMALIMOHHBIX

BJIaJICHHE aKTyaJbHBIMH
MeTOoJIaMH paboTsI B
npodeccHOHAIBHOM H  CMEKHBIX
cepax; 3¢(heKTUBHOE BBISIBICHUE
" TTOHCK nH(pOpMAIHH,
COCTaBJICHHE ONTUMAJIBHOTO TUIAHA
MEWCTBUM, aHalIN3 HEOOXOIUMBIX

JUTsL BBITIOJTHEHUS 3aJaHusl,
pecypcos; OCYIIECTBJICHHE
HCCIIEA0BATEIBCKON
JEeSITeIbHOCTH, TPHUBOAALICH K
OINITHMAIILHOMY pe3yJsbTary;
JIEMOHCTpaNus THOKOCTH B
00IIeHnH c KOJUIETaMHU,
PYKOBOJICTBOM, TIOJXYWHEHHBIMH H
3aKa34HKaMH; NpUMEHEHHUE
CpeJCTB WH(POPMAIOHHBIX
TEXHOJIOTHIA ULt peleHus
npodeccnoHaIbHBIX 3ajay;
a¢dhexTuBHOE UCTIOJIh30BAHNE
COBPEMEHHOTO MPOTPaMMHOTO
obecrieyeHus; KpaTKO W YETKO
(GopMynHpoBaTh  CBOM  MBICIIH,
u3naratb WX JIOCTYNHBIM  JJIst
MTOHUMAaHUS CIIocoooMm;
s¢dhexTuBHAS pabora c
HEePBUYHBIMU OyXrajTepCKUMHU
JIOKYMEHTaMH.

OrneHka
PE3yIIBbTaTOB
BBIIIOJITHEHHMS
MPAKTUUECKUX
pabor.

Orenka
BBITTOJTHEHHS
CaMOCTOSTEIbHBIX
pabor.

Tecr.

YcrHblii onpoc.
IIceMeHHBIH
ompoc.
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TEXHOJOTHHA JJs pemeHuss NpoheCCHOHATBHBIX
3aj]]a4; WCIOJIb30BaTh COBPEMEHHOE MPOTPAMMHOE
obecnieueHue;

MMOHUMATh OOIIUI CMBICT YE€TKO MPOU3HECEHHBIX
BBICKa3bIBAaHUH Ha W3BECTHEIC TEMBI
(mpodeccronanpHple W OBITOBBIC), TIOHUMATH
TEKCTBI Ha 0a30BbIe MNPOQPECCUOHAIBLHBIC TEMBI;
y4acTBOBAaTh B JIUAIIOTaXx Ha 3HAKOMBIC OOIIHE M
MpOopEeCCHOHANBHBIE TEMbI, CTPOUTh MPOCTHIC
BBICKa3bIBAaHUS O cebe u 0 CBOCH
npodeccCuoHaIbHON JIESTSIILHOCTH; KpaTKO
000CHOBBIBATh M OOBSCHHUTH CBOM JCHCTBUS
(Texym@e W IUTAHUPYEMBIE); THCAaTh MPOCTHIE
CBSA3HBIC  COOOINEGHUS HA  3HAKOMBIC WM
WHTEpeCYIoIUe MPOoPhecCHOHANTBEHBIC TEMBI;

IIPUHUMATh IIPOU3BOJIBHBIC IIEPBUYHBIC
6yXl" AITCPCKUC NOKYMCHTEI, paCCMATPHUBACMBIC KaK
IIMUCBMCHHOC J0Ka3aTciIbCTBO COBCPIICHHUA

XO3SMCTBEHHOM  ONEepalMy  WIH  IHOJy4YCHHE
paspelIeHus Ha ee IIPOBEICHHE;

IIPUHUMATh IIEpBUYHBIC OyXxranTepckue
JTOKYMEHTHl Ha OyMaXHOM HocHTele W (W) B
BUZE D3JIEKTPOHHOTO JOKYMEHTa, IOANUCAHHOTO
3JIEKTPOHHOM IOIUCHIO;

MPOBEPSATH HATUYHNE B IPOU3BOJIBHBIX MIEPBUYHBIX
OyXranTepcKux JIOKYMEHTax 00s13aTeIhHBIX
PEKBU3UTOB;

MPOBOANTH (POPMATBHYIO MPOBEPKY JTOKYMEHTOB,
NPOBEPKY MO  CYLIECTBY,  apU(PMETHUECKYIO
MPOBEPKY;

IIPOBOJUTH TPYHIIUPOBKY MIEPBUYHBIX
OyXraaTepCcKUX JOKYMEHTOB I10 Psiy IPU3HAKOB,;

OPOBOJAWTHE  TAaKCUPOBKY M KOHTHUPOBKY
MEPBUYHBIX OyXTaITepCKUX JOKYMEHTOB;

OpraHU30BbIBAThH IOKYMEHTOOOOPOT;

pa3dupatrhCsi B HOMEHKIIATYPE A€,

3aHOCHUTDH JaHHBbIC 10 CIpyHImMpOBaHHBIM
JIOKYMEHTaM B PETHCTPhI OyXTalTepCKOr0 yUeTa;

nepeaaBaTh NEPBUYHbIC OyxranTepckue
JOKYMEHTBI B TEKYILIUI OyXraqTepcKUil apXuBs;
nepeaaBaTh MEpPBUYHBIE Oyxranrepckue

JOKYMEHTBl B TIOCTOSIHHBIH apXvB MO HCTEYECHHH
YCTaHOBJICHHOT'O CPOKa XPaHEHHS;

UCTIPaBJISATh OIMOKH B HEPBUYHBIX
OyXranTepcKHX JIOKYMEHTaX.
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