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1.

OBIIASI XAPAKTEPHCTHKA TPUMEPHOM PABOYEI ITIPOT PAMMBI
YUEBHOI JTUCIUILTHHBI
«TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. MecTO AMCHUIJIMHBI B CTPYKTYpPe OCHOBHOMH 00pa30BaTe/IbHONH MPOrpaMMbI:

Vuebuas aucuumuiuHa OI1.06

«/lokyMeHTannoHHOE

o0ecrieueHne ympaBJICHUS)

SIBJISIETCSL 00sI3aTENIbHON YacThio 00menpodecCHOHABHOTO IIUKJIa OCHOBHOW 00Opa3oBaTeIbHON

IIPOrpaMMBl

OyxranTepckuil y4er (1o oTpaciism).

B coorBercTBUU ¢ PI'OC mno cronenmanbHoctTH 38.02.01

DKOHOMHUKA H

Ocoboe 3HaueHne OUCHMILIMHA UMeeT npu dopmupoBarny U pazsutun OK 02, OK 03,
OK 05, OK 09.

1.2. llenb 1 n1aHMpYyeMble Pe3yJdbTAThI OCBOCHHS JUCLUHMILIUHDI:
B pamkax mporpamMmbl y4eOHOW AMCHHUIUIAHBI OOYYArOIIUMICS OCBAWBAIOTCS YMEHUS U

3HAHUsA
Kon Y Menus 3HaHUs

IIK, OK,
JIP

IIK 1.1 NPUHUMATh TPOU3BOJIBHBIE TNEPBUUHBIC | o0mue TpedoBaHMA K OyXraaTepckomy

Oyxraiarepckue JOKYMEHTHI,
paccMaTpuBaeMble  Kak ~ IHCbMEHHOE
NOKA3aTeNIbCTBO COBEpLICHUS
XO3AHCTBEHHOU onepauuu 15R1051
MOJIyueHue paspelueHus Ha ee
MIPOBEACHHUE;

NPUHUMATh TEPBUYHBIE OyXranTepckue
IOKYMEHTbl Ha OyMaXHOM HOCHTEJIE H
(M) B BHAE JIEKTPOHHOIO JIOKYMEHTA,
MOJMICAHHOTO 3JIEKTPOHHOH MOAMHUCHIO;
NPOBEPATh HAJIMYHE B IPOH3BOJBHBIX
NEPBUYHBIX OYXTaiTEepCKUX JOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

NPOBOAUTH  (POPMAIBHYIO  MPOBEPKY
IOKYMEHTOB, TPOBEPKY IO CYLIECTBY,
apu(pMETHYECKYIO MTPOBEPKY;

NPOBOAUTH TPYMIUPOBKY TEPBUYHBIX
OyXranTepcKkux MAOKYMEHTOB TIO psay
NPU3HAKOB,

NPOBOJAUTH TAKCHPOBKY M KOHTHPOBKY
NEPBUYHBIX OYXTaNTEPCKUX JOKYMEHTOB,
OPTaHU30BBIBATH TOKYMEHTOOOOPOT;
pa3buparbecsi B HOMEHKJIATYPE AT,
3aHOCHTb JJaHHBIE TI0 CrPYIITHPOBAHHBIM
IOKyMEHTaM B PEerUuCTphI
OyXrajaTepckoro y4era;

nepenaBaTb MEPBUYHBIE OyXranTepckue
JOKYMEHTbl B TEKYUIMHA OyXrajTepcKHii

Y4€Ty B 4YaCTH JOKYMEHTHPOBAHUS BCEX
XO35IMCTBEHHBIX I€MCTBHUI U ONEpaLuii;
MOHSTHE  TMEPBUYHOM  OyXranTepckoi
JOKYMEHTALUU;

OTpeAeNieHne MEePBUYHBIX OyXTralTepCKUX
JOKyMEHTOB,

GbopMBI  TEPBUUYHBIX  OyXrajaTepcKux
IOKYMEHTOB, COAEpKaIux O0sA3aTeNbHble
PEKBU3UTHI NEPBUYHOTO yUETHOTO
TOKYMEHTa,

HOPSIZIOK MPOBENCHUS MIPOBEPKH
NEPBUYHBIX OYXTaJlTEPCKUX TOKYMEHTOB,
dbopManbHO  MPOBEPKH  JOKYMEHTOB,
NPOBEPKH IO CYLIECTBY, apUPMETHUIECKOMH
MIPOBEPKH;

OPUHLUIBl W TPU3HAKK  TPYIIHPOBKU

NEPBUYHBIX OYXTalTEPCKUX JOKYMEHTOB,;
MOPAAO0K MPOBCACHUA TAKCUPOBKHA u
KOHTUPOBKH TEPBHUYHBIX OyXTajTepCKux
IOKYMEHTOB;

NOPSIOK COCTaBIICHHUSI
OyXTaJaTepcKoro y4era;
MpaBuUjla U CPOKH XPAHEHUs MEePBUYHOU
OyXranTepcKkol JOKyMEHTALIHH;

pPEerucTpoB




apXuB,
nepenaBaTb IMEPBUYHBIE OyXraiTepckue
JOKYMEHTBl B TIOCTOSIHHBIH apXxuB IO

UCTEUYEHUU  YCTAaHOBJICHHOIO  CPOKa
XpaHEeHUs,
UCTIPABJIATh OWHMOKH B  MEPBUYHBIX

OyXrajaTepcKux TOKyMEHTaX,

OK 1. pacrio3HaBaTh 337a4y W/MIH MPOOieMy B | aKTyaJIbHBIN npodeCCHOHATBHBIN u
npodeCCHOHATBPHOM W/WIH COLMAIILHOM | COLMAJBHBI ~ KOHTEKCT, B  KOTOPOM
KOHTEKCTe;, aHAJM3UPOBATh 3a/1a4y W/WJIHM | IPUXOIUTCST pabOTaTh U KUTh, OCHOBHbBIC
npobyieMy W BBIIEISITh €€ COCTaBHbIE | HCTOYHUKK MH(DOpPMAMKM U PECypChl st
YacTH, ONPEHENATh JTalbl pPEIIEHUs | pelieHus  3ama4 = W [npodieM B
3a/1a4u;, BBIIBIISATh U 3()()EKTUBHO UCKATh | MPOPECCHOHANBPHOM W/WIH  COLHAIBHOM
UH(POPMAITHIO, HEOOXOIUMYIO ISl | KOHTEKCTE;
pelneHus 3a0a94 U/ uid poOIeMBl, aNrOPUTMBbI  BBIMIOJIHEHHWsT  pabor B
COCTaBUTb IUIaH AEWUCTBUS, OMNPENEIUTb NPO(ECCHOHANLHON M CMEKHBIX 00JIACTSIX
HeoBXOJTHMBIE PECYPCHL; MeToabl paboTsl B MPOGECCHOHAIBHOW U
BJIaNIETh AKTyaJIbHBIMH MeTomamu | M OKHBIX cepax; CTPyKTYpy nnaHa Ami
pabotel B TpodecCHOHANBHOH | PCLICHIEL — 3a7iat,  TOPANOK  OlCHKHU
CMEKHBIX chepax; peann3oBaTh PE3yJIbTaTon _ perteni anad
COCTABIEHHDIH — J— poheCCHOHANTBHOM NesITeIbHOCTH
pe3yibTaT W TOCHEACTBHSI  CBOUX
OeUCTBUI  (CaMOCTOSITEIPHO  WJH  C
MTOMOIIIBIO HACTABHHKA)

OK 2. omnpeAenATb  3a4aud  AJd  [IOMCKa | HOMEHKJIaTypa UH(POPMALIMOHHBIX
UH(pOPMAIUH, ONPEAENATh HEOOXOMUMBbIE | HCTOYHUKOB MPUMEHSIEMbIX B
UCTOYHUKH WHEPOPMALMHY; IUIAHUPOBATH | MPOdeCCHOHATBHOMI IESITETbHOCTH;
MpoLecC  TMOWCKA,  CTPYKTYPHUPOBATH | MPHEMbI CTPYKTYPHUPOBAHUS HHPOpMAITHH;
NoJiy4aeMyr0 HMH(pOpPMaLuio; BbIIETATH | GopMaT OQOPMIIEHHS PE3YJIbTATOB MOMCKA
HanOosee  3HAUMMOE B  MepevyHe | HHPOPMALHH;

UH(pOPMAIH, OIICHUBATb MPAKTUYECKYIO | COBPEMEHHbIE CpPEICTBA M YCTPONCTBA
3HAYNMOCTh  PE3YJIbTATOB MOWCKA;, | WH(POPMATU3ALINY, MOPSIIOK ux
oopMITATh pe3yIbTaThl TOUCKA, MPUMEHEHHSI u MPOrPaMMHOE
NPUMEHSTh CpencTBa MH(POPMAIMOHHBIX | oOecrieueHne B MpogheCCHOHAIBHON
TEXHOJIOTUH TUTST pelleHus | IesATeIbHOCTH

poheCCUOHATTBHBIX 3amay,

HCTIOJIb30BATh COBPEMEHHOE

mporpaMMHoe odecreyeHme

OK 3. OTIPEAeNSATh AKTYaJbHOCTh HOPMATHBHO- | COJEPIKAHUE AaKTyaJlbHOWM HOpPMATHUBHO-
MPaBOBOI JOKYMEHTAI[UU B | MPABOBOW JTOKYMEHTALIMH, COBPEMEHHAsI
npodecCHOHATBHOMI OESITETbHOCTH, | Hay4Hast u npodeccuoHaIbHas
MPUMEHATh  COBPEMEHHYIO  HAYYHYIO | TEPMHHOJIOTHS, BO3MOJKHBIE TPAECKTOPHH
npodeCCHOHATBHYIO TEPMUHOJIOTHIO, | PO eCCHOHATBHOTO pa3BHTUS u
OTPEAENATh U BBICTPAUBATH TPACKTOPHUH | caMooOpa3oBaHUs
poeCCUOHATTLHOTO pa3BUTHS u
camoo0pa3zoBaHus

OK 4. OpPTaHHM30BBIBATH PAOOTy KOJJIGKTUBA M | TICUXOJOTHYECKHE OCHOBBI JESITENIbHOCTH
KOMAaH/IbI, B3aMMOJIEICTBOBATD C | KoJTeKTHBA, NICUXOJIOTHYECKHE
KOJIJIEraMH, PYKOBOJICTBOM, KJIMEHTAMHU B | OCOOEHHOCTH JIMYHOCTH, OCHOBBI

x011e MPOhEeCCHOHATLHON NeSITEIbHOCTH

MPOEKTHOM AESITEIbHOCTH




OK 5. IPAMOTHO WU3JjlaraTb CBOHM MBICIH M | OCOOEHHOCTH COLIMAIBHOTO U KYJIBTYPHOTO
oopMIATH JOKYMEHTBI IO | KOHTEKCTA, MpaBuiia oopmnenus
npodeccrnonaabHON TeMaTHuKe Ha | JOKYMEHTOB U  TOCTPOCHUS]  YCTHBIX
TOCYAapCTBEHHOM  SI3BIKE, MPOSIBISITH | COOOIEHHI
TOJIEPAHTHOCTb B paboueM KOJIJIEKTHBE

OK 9. NOHMMATh  OOMMH  CMBICH  YETKO | MPaBHJIa MOCTPOCHHUS MPOCTBIX M CIOMKHBIX
NPOM3HECEHHBIX  BBICKA3bIBAHUI  HA | MPEeIJIOKEHUH Ha  npodeCcCHOHAIbHBIC

U3BECTHBIE TEMbI (ITPOPECCHOHANBHBIE U
OBITOBBIE), TOHMMATh TEKCTHI HA Oa30BBIC
npodecCHOHaIbHBIE TEMBbI, Y4aCTBOBATH
B OHMaJiorax Ha 3HAKOMble oOmue W
npoeCCUOHANIbHBIE  TE€MbI,  CTPOUTH
NpPOCTbIE BBICKA3bIBaHUS O cede u O
cBOEH npodeccHoHaIbHON
IESTEIbHOCTH, KPAaTKO OOOCHOBBIBATH H
OOBSICHUTh CBOW ACWUCTBUS (TEKyLIHE U

IUTAHUPYEMBIE), nucaThb IIPOCThBIE
CBSI3HBIE COOOINEHHUS Ha 3HAKOMBIE WU
HUHTEPECYIOIINE npodeccroHaIbHbIE
TEMBI

TEeMBbI, OCHOBHBIE OOIIEyNOTpeOUTETHHBIE
rnarosiel (ObITOBass U MpogecCHOHANbHAS
JIEKCHKA); JIEKCUYEeCKUH MHUHHMYM,
OTHOCSIIMICS K OMHCAHUIO TIPEIMETOB,
CPEACTB M TPOILECCOB NMPodecCHoHaTbHON
JESITENIbHOCTH, 0COOEHHOCTH
MPOU3HOIICHHUS, MPaBUJIa YTSHUS] TEKCTOB
npo¢eCCHOHATTBHON HAIPABICHHOCTH




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIUILTAHBI

2.1. O6bem yueOHOI JMCHUNJIMHBI H BUABI YU4e0HOIl padoThI

Bun yueOHoii padoTsl

O0beM yacoB

Oo0bem o0pa3oBaTebHOI NpPorpaMmmsbl y4eOHOMH JHCUHIJIMHBI 34

B TOM YHUCJIE!

TeopeTu4eckoe oOydeHue 14

MPAKTUYECKUE 3aHATHSA 14

camMocCTosITeNbHas padoTa 2

KOHCYJIbTalluu 4

MpomesxkyTouHas aTTecTaums iii)f)epeHquOBaHHHﬁ




2.2. TemaTnueckHii NJIaH U coAep:KkaHue Y4eOHOH JHCHUIIUHBI

HaumeHoBaHue Coaep:kaHue yue0HOro MaTepuasia v (pOpMbI OPraHU3ALMHU AeSITEJILHOCTH 00y4A0 IHXCHA O6bem Konwi
pas3aesioB U TeM B KOMIeTeHIUi,
1acax | ¢popmMHpOBaAHHIO
KOTOPbIX
crnoco0cTByeT
3JIeMeHT
NPOrpamMmsl
1 2 3
Tema 1. BBenenue. | Cogep:xanue yueOHOro Marepuasia OK 01,02, 03,09,
JOKYMEHT u 1.3HaueHne u conepkaHue TUCHUILINHBI «/[oOKyMeHTannoHHOe obecnieueHne yrpaBIeHUs. IIK 1.1
cucTremMa [ToHsiTHE TEPMUHOB «IOKYMEHT», «JOKYMEHTHPOBAHUEY, «TOKYMEHTAILHOHHOE 00ecreueHne 2
AOKYMEHTALlUH yrIpaBieHus. Y Hu(pUKAIKA U CTAaHAAPTU3ALNHN YIIPABIEHUECKUX JOKYMEHTOB.
Tema 2. Coaep:kaHue yueOHOro MarepuaJa OK 01,02,04,
OpranuszauuoHHo- 1. OpraHusaluoOHHbIE TOKYMEHTBI — YCTaB, yUpPEAUTEIbHbIE JOIOBOP, MOJNIOKEHUE. 05,09
pacnopsiaiuTe1bHbI PacnopsiauTenpHble TOKYMEHTHI — IPUKA3, PACHIOPSIKEHUE, YKa3aHHE, TIOCTAaHOBJICHUE, IIK 1.1
€ T0KYMEHTbI peleHre, UHCTPYKLMSL, MPOTOKOJI. 4
2. CnpaBouHO-UH(POPMALMOHHBIE JOKYMEHTBI: CITy KeOHast 3a1nucka, OObICHUTEIbHAS 3aITUCKA,
aKT, CIIPaBKa, CiIy>KeOHbIE MUChMa
B Tom yncJie, NPAKTHYECKHUX 3aHITHH U 1a00pPATOPHBIX padoT 6
IpakTnuyeckoe 3ansiTue Ne 1. CocraBnenne U opopMIIEHHE PaCTIOPSKEHUS 2
IpakTunueckoe 3ansaTue Ne 2, CocrapyieHue u opOpMIICHHE MPOTOKOJIA 2
IpakTnyeckoe 3ansiTue Ne3. CocraBneHne u opopMiIeHNE OObICHUTENbHON 3aMICKH U 5
CITyKeOHBIX MUCEM
Tema 3. Kaaposasn OK 02, 04, 05,09
Coaep:kaHue yueOHOro MarepuaJa
AOKYMEHTALUsI =
1.JIokyMeHTHpOBaHHE TPYIOBBIX MPaBOOTHOIEHHH. CocTaB M 0COOEHHOCTH O OPMIICHHUS
4

JOKYMEHTOB IO JINYHOMY COCTaBY.

2 KommniekroBanue TUYHOTO Aenia. Aproduorpadus. Pesrome. 3asBineHue o npueMe Ha padboTy.




IIpukasel MO TUYHOMY COCTaBY.

B ToM uncsie, NPAKTHYECKHUX 3AHATHH H JIA00PATOPHBIX padoT S

IpakTnueckoe 3anaTne Ne 4. Cocrasnenune u opopmiieHre aBToOMOrpaduu, pe3roMe U 3asBIEHUN | »

IpakTnyeckoe 3ansitue Ne 5. OdopmiieHne NPUKA30B 110 INYHOMY COCTABY. 2

IpakTnyeckoe 3ansitue Ne 6. OdopmiieHne CrIpaBoOK, TOKJIATHON U CIyKeOHOM 3aMUCKH, aKTa. 5

OdopmieHne TpyIOBOrO JOTOBOPA, MPUKa3a O mpueMe Ha paboTy, opopMiIeHHE TPYAOBOH KHUKKH.
Tema 4. Coaep:kaHue yueOHOro MarepuaJa OK 0.1-05, 09
A orosopHo- 1.IlonsaTus gorosopa. Bunel 1oroBopos.
NMpaBoBas 2 Ilpasuna opopMIIeHHs IPETEH3NOHHBIX NHceM. PopMyJIsip HCKOBOTO 3asBJICHUs, TPEOOBAHUS K 4
AOKYMEHTAILUsI ero o(pOopMIIEHHIO

B ToM uncisie, NPAKTHYECKHUX 3AHATHH H JIA00PATOPHBIX padoT 2

MpakTuueckoe 3anaTue Ne 8. OpopmieHne 1OroBopa KyIrH-IPOIAKU 2
Tema S. Coaep:kaHue yueOHOro MarepuaJa OK 01, 02,
Honsitue CamocrosiTeibHast pa6ora 04, 05, 09
AOKYyMeHT0000poTa, | 1.Cocras u yuer o0beMa [OKyMeHTO00O0poTa npennpusituii. Opranusaiust padboThl ¢ BXOISIIEH, MK 1.1
perucTpanmsi HCXOASLIEN U BHYTPEHHEN JOKYMEHTALMEH 2
AOKYMEHTOB 2. ba3bl maHHBIX U1 XPaHEHUs1 TOKyMeHTOB. Pabdota ¢ 3anpocamu. PaboTa ¢ 351eKTpOHHBIMU

JOKYMEHTaMHU.
KOHCYJIbTALMA 4
Bcero: 34




3. YCJIOBUS PEAJTU3AIIMU TPOT'PAMMBI YUEBHOUM JUCHUILTAHBI

3.1, Jna peanu3anue TOpoOrpaMMbl  Y4eOHOH — OUCITUTLIMHBI NOJUKHBI  OBITH
MPEeIyCMOTPEHBI CIEAYIOLUE ClIelIMabHble TOMELEHUS:

Kabuner  «JloOKyMEHTAlMOHHOrO  OOECNEYeHHs  YIIPABICHHSD, OCHAILCHHBIN
o0opynoBaHUEM: TIOCAAOYHbIE MeCTa IO KOJUYECTBY OOydYaroImmxcs, pabodee MecTo
npenojaBaress, IO0CKa, CTEHAbI, AMJAKTHYECKHUH Marephas, TEXHHYECKUMH CpPEICTBAMU
00y4YeHHs: KOMIIBIOTEPHI, MyJIbTUMEIUITHOE 000PYIOBaHHE, TIPUHTEP.

3.2. HupopmanoHHoe obecnedeHHe peau3aliy NPorpaMmsl

Jns peanuzanmu nporpaMMbl  OuOIHOTeYHBIH (GOHI 00pa3oBaTENbHON OpraHU3alHud
JOJDKEH UMETh MeYaTHBIE U/UJIH 3JIEKTPOHHBIE 00pa3oBaTeNibHbIE M HHPOPMAIIMOHHBIE PECYPCHI
1T KICTIOJTb30BaHus B 0Opa3oBarenbHOM mpornecce. [Ipu hopmupoBanuu 6ubnnoredHoro Gonaa
00pa3oBaTeNbHON OpraHu3allieil BHIOMPAeTCss HE MEHee OMHOrO M3AHHUsS U3 MEePEYHCIEHHBIX
HIKE TEYaTHBIX M3MaHUK M (WJIM) SJEKTPOHHBIX W3JaHWN B KauyeCTBe OCHOBHOIO, MPU 3TOM
CIIHCOK MOYKET OBbITh JOTOJHEH HOBBIMH M3IaHHUSIMH.

3.2.1. OcHoBHbBIC IEYATHBIE H3AAHHSA

1.  KysHeuos, HUH JlokyMeHTaluOHHOE obecrniedeHue VIIPABJICHHUS.
JIokyMeHTOOOOPOT H  AENONPOU3BOACTBO: VUEOHHMK M TNPAKTUKYM JJIsl  CPEIHEro
npodeccuonanpaoro obpasosanusi / M. H. KysHeuoB. — 5-¢ u3n. mepepab. u mom. - Mocksa,
Wsparenscrso FOpaiit, 2022. - 462 c.

2. lysanosa, H. H. JlokyMeHTanMOHHOE OOeCle4YeHNne YIpaBlIeHHUs . YYEOHHK H
npaktukym 1t CI1O / H. H. lllysanosa. — M. : U3natensctBo FOpaiit, 2022 — 221 c.

3.2.2. OcHoBHBIE 3JIEKTPOHHbIE H3IAHUSA

1. Kopuees, U. K. JlokymeHTallMOHHOE OOecleYeHHe yIpaBIeHUs @ y4eOHUK U
NPaKTUKYM I cpenHero npodeccroHanpHoro odpazosanusi / M. K. Koprees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3z., nepepad. u gon. — Mocksa : M3narensctso FOpaiit, 2022, — 384 c.
— (Ilpodeccuonanproe obpasosanue). —ISBN 978-5-534-05022-6. — Tekct : DnekTpoHHas

oubmoreunas cucrema «FOpaiiT» - [caiit]. — URL: https://urait.ru/492541.

2. Illysamoa, H.H. JlokymeHTanmoHHOe obOecrieueHne yhpaBieHUs: Y4eOHUK U
NPaKTUKYM JJIsi cpenHero nmpodeccuonampHoro obpasosanus / H. H. Illysanosa. — 4-e¢ u3n. -
Mocksa, U3narensctBo FOpaiit, 2022. - 265 c¢. (Ilpodeccuonanbuoe obpasoanue). - TekcT :
HenocpencTBeHHbIil. ISBN 978-5-534-00088-7. - URL : https://urait.ru/511963

3.2.3. lonoHUTeIbHbIE HCTOYHUKH
1. Koncrurynusa Poccuiickon @enepauuu ¢ U3MEHEHUSIMU.
2. I'paxxnanckuii konekc Poccuiickoit @enepannu (4acThb nepsasi) ¢ U3MEHEHUSMU.
3. Tpynosoii kogekc Poccuiickoit @enepanuu ¢ U3SMEHEHUSIMU
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pelIeHus 3a7ad4; MOPSIIOK OLIEHKH
pe3ysNbTaToOB  peIleHus  3anad
poheCCUOHATTLHON AeSITEIbHOCTH
HOMEHKJIaTypa WHGOPMAITHOHHBIX
HUCTOYHUKOB  MPHUMEHSEMBIX B
poeCCUOHATTLHON ESITeTbHOCTH,
IPUEMbI CTPYKTYPHUPOBAHUS
uH}popManuy, ¢dopmar
oopmiieHUsT pe3yJbTaTOB IMOUCKA
uHpOpMaLuu
cofepkaHue
HOPMAaTHBHO-NIPABOBOM
JIOKYMEHTAL1H; COBPEMEHHasl
Hay4yHass © npodeccuoHanbHas
TEPMHHOJIOTHSI; BO3MOKHbBIE
TPAGKTOpUU  NPOPECcCHOHATHBHOTO
Pa3BUTHS U CaMOOOPa30BAHUS
MICUXOJIOTHYECKHE OCHOBBI
IeSTeIbHOCTH KOJUIEKTHUBA,
NICUXOJIOTHUECKHE  OCOOEHHOCTH
JUYHOCTH, OCHOBBI  MPOEKTHOMN
IeSATeIbHOCTH

OCOOEHHOCTH  COLMAJBHOTO |
KYJbTYPHOTO KOHTEKCTa, MpaBHJa
opopmiieHUsT ~ TOKYMEHTOB U
MOCTPOEHHUS YCTHBIX COOOIIEHU.
IPaMOTHO M3JIaraTh CBOU MBICIH H
ohopMIIATH TOKYMEHTBI o
npoeCCUOHANIbHOW TEeMaTUKe Ha
roCy1apCTBEHHOM SI3BIKE,
NpPOSIBJSIT ~ TOJEPAHTHOCTh B
pabodeM KOJUIEKTUBE
COBPEMEHHbIE cpencTaa u
yCTpoiicTBa UH(pOpPMAaTHU3aLINY,
MOPSIIOK  MX ~ MPUMEHEHHUs |
nporpaMMHOe  obecrieueHue B
poheCCUOHATTLHON AeSITEIbHOCTH
npaBujia MOCTPOSHUSI MPOCTHIX U

AKTYaJIbHOI

CJIO’KHBIX NPEATIOKEHUH Ha
npoeCCUOHATbHBIC TEMBI,
OCHOBHBIE O0IIEYNIOTPEOUTEIbHBIE
IJIaroJbl (6pITOBas u
npodeccuoHaIbHas JEKCHKA);
JIEKCUYECKHUN MHHUMYM,
OTHOCALIUNCSA K OIMCAHUIO

NPEMETOB, CPEICTB M MPOLIECCOB
poheCCUOHATIBHON ESITeIbHOCTH,

0COOEHHOCTH MPON3HOLICHNUS,
npasujia YTCHUA TEKCTOB
npoheCCUOHATTbHON

HAIPaBJICHHOCTH oOmme

TpeOoBaHUsl K OyXrajlTepcKOMy

HOPMAaTUBHO-TIPaBOBOU

AOKYMEHTAIlUH, COBpeMeHHOfI
HAy4YHOH ®  mpodeCCHOHAIBHON
TCPMHUHOJIOTHH, IIOHUMAHUEC
TICUXOJOTUYCCKUX OCHOB
ACATCIBHOCTU KOJIJICKTHBA,
MICUXOJIOrMYE€CKHX 0coOeHHOCTEM
JIMYHOCTH, BJIAJCHIUC 3HAHUAMHAU

OCHOB paboOTBl € JIOKYMEHTaMH,
MOATOTOBKH YCTHBIX M MHUChbMEHHBIX
COOOIIIEHUI; 3HAHHE OCHOB
KOMITBIOTEPHOH I'PAMOTHOCTH, 3HAHHE
NpaBUJI HATMIMCAHMS U MPOM3HOIICHHS
CJIOB, B T.4. U MpodeCcCHOHATBbHON
JIEKCHKH.

3HaHUe bopm MEePBUYHBIX
OyXTranTepcKux TOKYMEHTOB,
conepKaHusl TAaKOM MOKYMEHTAaLMH,
NoHMMaHue crenuduk paboTel ¢
NepPBUYHBIMH OyXrajarepCKUMH
IOKYMEHTaMHU
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VYETy B YaCTH JOKYMEHTHUPOBAHMUS
BCEX XO3SMCTBEHHBIX HEHUCTBUI U

onepauui;

TIOHATUE NEePBUYHON
OyXTajaTepcKol NOKyMEHTAIIHH;
ornpezeeHue MEPBUYHBIX
OyXranTepcKux TOKYMEHTOB,;
(bopMbI MEePBUYHBIX
OyXranaTepcKkux JOKYMEHTOB,
COJZIEPIKAIITIX oOsi3aTeNbHbIE

PEKBU3UTBI MEPBUYHOTO YUYETHOTO
IOKYMEHTA,

MOPSIIOK  TIPOBEIEHHSI  MTPOBEPKH
NEPBUYHBIX OyXranTepcKux
JOKYMEHTOB, b opmanbHOH
NPOBEPKH OKYMEHTOB, IMPOBEPKH
MO CyILIECTBY, apuMeTHUECKOM

MIPOBEPKHY,
MIPUHLIUIIBI 51 MIPU3HAKU
rpyNIUPOBKU MEePBUYHBIX

OyXranTepcKux TOKYMEHTOB,;
NMopAAOK NPOBCACHUSA TaKCUPOBKHU
nu KOHTHUPOBKHU NEPBUYHBIX
OyXranTepcKux TOKYMEHTOB,;
MOPSIIOK COCTABJICHUS] PETHCTPOB
OyXTaiaTepcKOro y4era;

npaBWJIa W CPOKM  XPAHEHUs

MEePBUYHOM Oyxranrepckoi

JOKYMEHTALIH

B pe3yJbTare OCBOEHMSI | BIQJICHUE aKTyaJbHbIMH Meromamu | OueHka

JUCLIUTUTNHBI oOyuaromuiicst | paboTel B MpOECCHOHANBHONW U | pe3yJIbTaToB

TOJKEH yMemb: CMEeXHBIX  cdepax, 3P(PEeKTUBHOE | BBITOIHEHUS

pacriosHaBaTh  3ajady ~ W/MJM | BBIIBJICHWE W TOUCK HWH(POPMALUH, | MPAKTHUECKUX

Hp06_]-[eMy B HpO(l)eCCI/IOHaJ'IbHOM COCTABJICHUEC ONTHMAJIBHOI'O ILJIaHa pa60T.

WM CONMATHHOM  KOHTEKCTE: NelCcTBHM, aHamu3 HeoOxomumbIx s | OueHka

HATHAMDOBATH  SaZAMy  W/MH BBIOJNHEHUS  33/IaHUA,  PECYPCOB; | BLINOIHEHHA
. | ocymecTBnerne wCCIENOBATENBCKON | CAMOCTOSITEIBHBIX

mpoGmemy  H BRITENATH €& AESITeTbHOCTH, NPUBOSLIECH K | pador.

COCTaBHBIC — HaCTH,  ONPEACTATD | orrrmMa bHOMY pesynbtaty; | Tecr.

STambl PELICHUs 3aJja4uy; BBIABIATE | neMOHCTpALUs THOKOCTH B OOILIEHHMH | Y CTHBIN OMpoC.

U s dexTuBHO HCKATB | C KOJUIETaMU, pykoBoacTBoM, | [InceMeHHBI

uHbOpMaLKIO, HEOOXOMMMYH0 s | HOAYMHEHHBIMI M 3aKa34MKaMi; | OIpoc.

NpUMEHEHNE CpencTB

peLeHns 3a0a9u |/ HITH TPOOIIEMBT,

COCTaBUTh TLIaH JIENCTBUS,
ONPEIETUTh HEOOXOIUMbIe
pecypcer,

BJIAACTh AKTyaJIbHbIMU METOOdAMU
paboTel B TpPOGECCHOHATBHOU W
CMEKHBIX cepax;, peanrn3oBaThb
COCTaBJICHHBIN TJIaH, OIICHUBATH
pe3yJabTaT W MOCIENCTBHS CBOUX

UH(POPMALIMOHHBIX TEXHOJOTHHA IS
pewmeHust TpoQecCHOHATBHBIX 3a1aY;

s dexTuBHOE HCIIOJIb30BAHUE
COBPEMEHHOTr0 POrPaMMHOTO
o0ecrieueHHst; KpPaTko H  YETKO
bopMyTHpPOBATH CBOHM MBICITH,

u3jgaraTb ~ MX  JOCTYHHBIM  JUIs
NOHUMAaHus criocoboMm; 3¢ dexTrBHas
padora c NIEPBUYHBIMH
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NEUCTBUI (CaMOCTOSITENIBHO WJIH C
MOMOIIIBIO HACTABHHKA)
ONpeAesaTh 3aJaudl IJid MOHUCKA

uH}popMaLuy, OTpeaensaTh
HEOOX OZIUMbIE HUCTOYHUKHU
uHpOpMaIny, MUTAHUPOBATh
NPOIIECC MOKUCKA, CTPYKTYPHPOBATH
MOJTy4aeMYIO UHPOPMAILIHIO;

BBIIENATh HauOojee 3HAYNMOE B
nepeyHe MHPOpPMaLUN;, OLICHUBATH
HpaKTI/ILIeCKy}O 3HAYUMOCTHb
pe3yJbTaTOB MOUCKA, O(GOpMIIITH
pe3yJIbTaThl TOWCKA

OIpeessiTh aKTyaJIbHOCTb
HOPMAaTHBHO-TIPABOBOM
IOKYMEHTaLH B
npoheCCHOHATILHON TESITeIbHOCTH,
PUMEHSTh COBPEMEHHYIO
HAY4HYIO npodeCCHOHATBEHY IO
TEPMHHOJIOTHIO; ~ ONPENAENATh U
BBICTPANBATh TPaeKTOPUH
npoeCCUOHATILBHOTO Pa3BUTUSA U
camoo0pa3zoBaHUs
OpPTaHU30BBIBATH padory
KOJUIEKTHBA u KOMaH/IbI;

B3aUMOJICIICTBOBATh C KOJUIETAMH,
PYKOBOJCTBOM, KJIHEHTAMH B XOI€
poheCCUOHATTBHON AeSITEIbHOCTH
IPaAMOTHO M3JIaraTh CBOU MBICITH U
oopMIISITH TOKYMEHTBI o
npoeCCUOHANILHONW TEeMaTUKe Ha
roCy1apCTBEHHOM SI3BIKE,
NPOSIBJIATE  TOJIEPAHTHOCTH B
pabodeM KOJUIeKTHUBE

PUMEHSITh cpencTaa
UHPOPMAIIMOHHBIX ~ TEXHOJIOTHIA
I perneHusi mpodheCcCHOHANbHBIX
3a/1a4; MUCIOJb30BaTh COBPEMEHHOE
nporpaMMHoOe odecrieyeHue
MOHUMATh OOIMMHA CMBICT YETKO
MPOH3HECEHHBIX BBHICKA3bIBAHUN Ha
WU3BECTHbBIE TEMbI
(mpodeccroHanbHbIE U OBITOBBIE),
MOHNMATh TEKCThI Ha 0Oa30BbIC

npoeCCUOHATbHBIC TEMBI,
Y4acCTBOBAaTh B Aauajaorax Ha
3HAKOMBIE oOrrue "
npoeCCHOHATbHBIC TEMBI,

CTPOUTH MPOCTHIC BbICKA3BIBAHUA O
cebe 1 0 cBoel podeCcCHOHATTBHON
JACATCIIbBHOCTH, KpaTkKo
O6OCHOBbIBaTb u O6’b$ICHI/ITb CBOU

OyXraaTepCKUMH JOKYMEHTaMHU
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nercTBus (Texkymue u
IJIAHUPYEMbIE), THUCATh TPOCTHIC
CBSI3HBLIE COOOIIEHUs] HA 3HAKOMBIE

17017} UHTEPECYOIIHe
poheCCHOHATIbHBIC TEMBI
NMPpUHUMATb MMPOU3BOJIBHBIC
NEePBUYHBIE Oyxrantepckue
AOKYMECHTHI, pacCMaTpUBaACMBIC
KaK THCbMEHHOE JOKa3aTeJbCTBO
COBEPIICHUSA XO35IHCTBEHHOMN
onepanun 50)041 MOJIYUYCHUEC
pa3perLIeHus Ha ee MPOBEACHHE;
NMPpUHUMATb NEPBUYHBIC

Oyxraiarepckue JOKYMEHTbI Ha
Oyma)kHOM HocuTene W (WiM) B
BUJE OJISKTPOHHOTO JIOKYMEHTa,

MIOAIUCAHHOTO 3JIEKTPOHHOU
MOJIHUCHIO;

IIPOBEPSITh HajIu4yue B
MIPOU3BOJIbHBIX MEePBUUYHBIX
OyXTanaTepcKux JOKYMEHTaxX

00s13aTENIbHBIX PEKBU3UTOB;
MPOBOAUTH (POPMAIIBHYIO MPOBEPKY

IOKYMEHTOB, MIPOBEPKY o
CYLIECTBY, apupMETHIECKYIO
POBEPKY;

MIPOBOAUTH IPYIIUPOBKY
MEPBUYHBIX OyxranTepcKux
JOKYMEHTOB 10 Psily IPU3HAKOB,
NpOBOAUTDH TAKCUPOBKY u
KOHTHUPOBKY NEPBHUYHBIX
OyXranTepcKux TOKYMEHTOB,;
OpPTaHHU30BbLIBATH
IOKYMEHTO0OOPOT;

paszbupaThbcsl B HOMEHKIIATYPE JeT;
3dHOCUTD JaHHBIC I10

CTPYMMUPOBAHHBIM JOKYMEHTaM B
perucTpel OyXralTepcKoro yuera,
nepenaBaTh NepBUYHbIE
Oyxrajarepckue  JOKYMEHThI B
TEKyIUI OyXTaJaTepCKuil apxuB,;
nepenaBaTh NepBUYHbIE
Oyxrajarepckue  JOKYMEHThI B
MOCTOSIHHBIN apXUB MO HUCTEYEHUH
YCTAHOBJIEHHOTO CPOKA XPAaHEHHS,
UCTIPABJISITh OLIMOKH B MEPBUYHBIX
OyXranTepcKux JOKYMEHTaX,
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