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1. OBIIAS XAPAKTEPUCTHKA PABOYEN MPOIT'PAMMBI YUEBHOU JUCIUILTAHBI
«1OKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHU S

1.1. MecTo AMCUMIIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbl:

YuebHast aucuuruiiHa JIOKyMEHTaMOHHOE 00eCTieYeHre YIIPABICHHUS SIBJISIETCS 00s3aTeIbHON YacThIO
o01menpopecCHOHATPHOTO LUKJIa NMPUMEPHOH OCHOBHOH 0OOpa3oBaTeNbHONH NPOrpaMMbl B COOTBETCTBHHU C
@I'OC no cneunansHocTy 38.02.01 DKOHOMHKA M OyXranTepckuii yuer (TIo OTpacisim).

YuebHast nmucnuminHa «J{oKkyMeHTamoHHOe o0ecTiedeHne ypaBiIeHus» obecrneunsaeT GOpMUPOBAHHE
npodeCcCHOHANBHBIX W OOIMMX KOMIETEHIWH mo BceM BuaaM aesrenpHocTH PI'OC mo cnenmaibHOCTH
38.02.01. DxoHomuka u Oyxrantepckuii yuer (mo otrpacisiM). Ocoboe 3HaYeHHE MUCIUTUIMHA HUMEET MpH
¢dopmuposanuu u pazsutun OK 01-05, 09,10, ITIK 1.1

1.2. Heab 1 niaHupyeMble pe3yJbTAThbl 0CBOCHHS JUCLUHMIIMHDI:
B pamkax nporpammbl yueOHOM AUCIMIUTAHBI 00yUYAIOIUMUCS OCBAMBAIOTCS] YMEHUS U 3HAHUS

Kon
IIK,
OK

VYmenust

Suauus

IIK
1.1

- MPUHUMATD MIPOU3BOJIbHBIE NepBUYHbIE
OyxranTepcKkue MOKYMEHTBI, PaccMaTpUBaeMble Kak
MUCbMEHHOE JI0Ka3aTeNbCTBO COBEpLIEHUSI
XO3AMCTBEHHON onepauuu WIH [IOJIyYE€HUE
paspelueHus Ha ee IPOBEIEHUE,

- IPUHUMATh NIEPBUYHBIC OyXTaNTEPCKUE TOKYMEHTBI
Ha OyMaxkHoM Hocutene U (WIM) B  BUAE
3JIEKTPOHHOTO JOKYMEHTA, MOJMHUCAHHOTO
3JIEKTPOHHOW MOAIHUCHIO;

- MPOBEPATh HAJINWYUE B IMPOU3BOJBHBIX MEPBUUYHBIX
OyXranTepcKux JOKYMEHTax 00s13aTeTbHBIX
PEKBU3UTOB,;

- MpOBOIUTH (POPMANBHYIO NPOBEPKY TOKYMEHTOB,
MPOBEPKY IO CYIIECTBY, apUPMETUIECKYIO TIPOBEPKY;
- MIPOBOJIUTH IPYNIIUPOBKY MEePBUYHBIX
OyXranTepcKux JOKYMEHTOB I10 Py MPU3HAKOB,

- MPOBOAUTL TAKCUPOBKY U KOHTHPOBKY MEPBUYHBIX
OyXranTepcKux TOKYMEHTOB,;

- OpTaHU30BBIBATH TOKYMEHTOOOOPOT;

- pa3buparbcsl B HOMEHKIIATYPE e,

- 3aHOCUTb  JaHHblE 1O  CrPYIIHUPOBAHHBIM
JOKYMEHTaM B PETHCTPbI OyXTraiTepCKOro y4era,

- MepenaBaTh MePBUYHbIE OyXTranTepcKue TOKYMEHTBI
B TEKyIINH OyXTranTepCKuil apXus;

- MepenaBaTh MePBUYHbIE OyXTranTepcKue TOKYMEHTBI
B IIOCTOSIHHBIN apXUB MO UCTEUEHUHU YCTAaHOBJIEHHOTO
CpOKa XpaHEeHus,;

- UCTPABJIATh OMIMOKH B MEPBHUYHBIX OyXTaJTePCKUX
JOKYMEHTaXx;

- obmue TpeboBaHUs K OyXranarepckomy
y4eTy B 4YacTH JOKYMEHTHPOBAHHS BCEX
XO35ICTBEHHBIX IEMCTBUI U ONepaLuii;

- TOHSTHE TMEPBUYHON  OyxXranTepckoi
IOKYMEHTALUH;

- OmpeneNeHHe MEePBUYHBIX OYXTaNTepCKUX
JIOKYMEHTOB,
- (opmel
IOKYMEHTOB,
PEeKBH3HTHI
IOKYMEHTa,
- NOPSAOK  TPOBEACHUS  MPOBEPKH
NEePBUYHBIX OYXTaATepPCKUX JOKYMEHTOB,
dbopmanpHOH NIPOBEPKU TIOKYMEHTOB,
NPOBEPKH MO CYIIECTBY, apU(PMETHUECKOH
MPOBEPKH;

- MOPUHIUOB W TPU3HAKKA TPYIIHPOBKU
MEePBUYHBIX OYXTaJTePCKUX JOKYMEHTOB,

- TMOPSAOK TPOBEAEHUs] TAKCHPOBKU U
KOHTUPOBKH TEPBHYHBIX  OyXTaJTePCKHX
JIOKYMEHTOB,

- TOpPANOK  COCTaBJIECHUS
OyXTaJaTepcKoro y4era,

- TpaBWJa M CPOKU XPAHEHHUS MEPBUYHON
Oyxrantepckoi TOKyMeHTalNHY,

NEPBUYHBIX  OyXTaNTepCKUX
comepikamux o0si3aTebHbIE
NEPBUYIHOTO YUETHOTO

pPEerucTpoB

OK 1.

- pacro3HaBaTh 3amady W/wmiaum  npobieMy B
poeCCUOHATLHOM U/WJTH COIMATbHOM KOHTEKCTE;

- aHAJIM3MPOBATH 3a7a4y W/ U MPOOIEMy U BbIIEIATD
€€ COCTaBHbIE YaCTH, ONpPEICNsATh JTAlbl PELICHHUS
3a1a4i;

- BBIABIAITH M 3(PQPEKTUBHO HCKaTh HH(POPMALHIO,
HEOOXOAMMYIO Ui peLIeHWs]  3aJadd W/ Wiu
npoOJIeMBl,

- aKTyaJbHBIH  TPOPECCHOHATBHBIA |
COLIMANBHBIM ~ KOHTEKCT, B  KOTOpPOM
NPUXOANTCS pabOTaTh U JKUTH,

- OCHOBHBIE HCTOYHHKH HMH(OpPMALUH W
pecypcel Uil pelieHust 3a1ad | npodyieM B
npodeCCHOHAIBHOM ~ W/WJIM  COLIMAJIbHOM
KOHTEKCTE,

- QJITOPUTMBbI  BBINOJHEHUS padoOT B




- COCTaBUTh  TIJIaH  JICUCTBUS,
HEOOXOIUMBIE PECYPCHI,

- BJANeTh AKTYaJIbHBIMH MeETOJaMu pPalbOThl B
npodecCHOHAIBHON B CMEXKHBIX chepax;

- peasn30BaTh COCTABJEHHBIN IJIaH,

- OLCHUBATHL PE3YJIBTAT W TMNOCICACTBUA CBOUX

ONpEeNeInThb

poheCCHOHANTBHOM U CMEKHBIX 00JIACTSIX

- Meronbl paboThl B MpPOGEeCCHOHATBLHOU U
CMEXHBIX chepax;

- CTPYKTYpY IUIaHA AJIsl PELISHHUS 314,

- MOPSAOK OLEHKH pPe3yJIbTATOB PELICHHUS
3a1a4 npodheCCHOHATIBHON AeSITEIbHOCTH

OeUCTBUH  (CAMOCTOATENILHO WM C  MOMOIIBIO
HACTaBHHUKA)

OK 2. | - onpenensiTh 3a1a4u AJIsl TOMCKA HH(POPMALIHH; - HOMEHKJIaTypa UH(POPMALTMOHHBIX
- OTpenensiTh HEOOXOUMBIE HUCTOYHUKU | HCTOUYHUKOB MIPUMEHSEMBIX B
uHpOopMaLny, npodeCCHOHATBHOHN 1eATEbHOCTH,

- TUNITAHUPOBATH MPOLIECC [TOUCKA,; - IPUEMBI CTPYKTYPHUPOBAaHUS HHPOPMALINHY,
- CTPYKTYPHPOBATH NOJIyYaeMy0 HHYOPMALHIO, - (hopmat odopMIIEHUST PE3YIBTATOB MOHMCKA
- BbIENATH Hauboyee 3HaUYMMOE B TiepedHe | MHpopMauuu

uHpOopMaLny,

- OLIEHUBATh MPAKTHUYECKYIO 3HAUUMOCTb Pe3yJIbTaTOB

MIOUCKA,

- 0(OPMIJISITH PE3YJIBTATHI MOUCKA

OK 3. | - ompenensTb akTyaJlbHOCTb HOPMATHBHO-IIPABOBOH | - COep’KaHHE aKTyalbHOH HOPMAaTUBHO-
IOKYMEHTALMH B PO ECCHOHANBHON AEATENbHOCTH, | MPABOBOW JOKYMEHTALUH;

- MPUMEHSTD COBPEMEHHYIO Hay4HYIO | - COBpEMEHHas Hay4Has u

npodeCcCHOHATBHYIO TEPMHUHOJIOTHIO; npodeccCHOHaTbHAST TEPMUHOJIOTHS

- ompenensATb U BbICTpauBaTb  TPAEKTOpHH | - BO3MOJKHbIE TpaeKTOpuu

npodeCCHOHATBPHOIO PA3BUTHUS H CAMOOOPA30BaAHUS npodeCcCHOHATBHOTO pa3BUTHUSA u
camoobpa3oBaHus

OK 4. | - oprann3oBbIBaTh padOTy KOJUIEKTUBA U KOMAHIBL, - IICHUXOJIOTHYECKHE OCHOBBI AESITEIbHOCTU
- B3aUMOJIEHCTBOBAaTb C KOJIJIEraMH, PYKOBOJCTBOM, | KOJIJIEKTHBA, MICUXOJIOTHYECKHe
KJIMEHTaMH B XOZ€ MPOopeCCUOHATBHON 1eATENbHOCTH | OCOOEHHOCTH JIMYHOCTH,

- OCHOBBI TPOEKTHOH J1eATeJIbHOCTH

OK 5. | - rpaMOTHO wu3JaraTb CBOM MBICIH H O(GOPMISTH | - OCOOEHHOCTH COLIMAIBHOTO U KYJIBTYPHOTO
IOKYMEHThl MO TNPO(PecCHOHATHHONH TEeMaTHKe Ha | KOHTEKCTa,

TOCYAapCTBEHHOM SI3bIKE, MPOSBIISATH TOJEPAHTHOCTDb | - MpaBwia O(OPMIIEHHUS JOKYMEHTOB W
B pabo4eM KOJUICKTHBE MOCTPOSHHS YCTHBIX COOOIEHHH

OKO9. |- [IPUMEHSTD cpencraa UHPOPMALIMOHHBIX | - COBPEMEHHBbIE CpPEACTBA U YCTPOMHCTBA
TEXHOJIOTUH [T peleHnst MPpOopEeCCHOHANBHBIX 3a7a4; | MH(OPMaTH3AINY;

- HCNOJNb30BaTb  COBPEMEHHOE  IPOrpPaMMHOE | - MOPSAAOK HUX MPUMEHEHUs U MPOrpaMMHOE

obecrieueHne obecrieueHne B npodeccHoHaIbHON
JesITENbHOCTH

OK - MOHMMAaTh OOLIMI CMBICI YETKO NPOWU3HECEHHBIX | - MPaBUJIA MOCTPOSHHS MPOCTHIX U CIOXKHBIX

10. BBICKa3bIBAHUI Ha U3BECTHBIE TEMBI | IPEIIOKEHUH Ha IPO(eCCHOHANBHBIE TEMBI,

(mpodeccroHanbHbIe W OBITOBBIC), TOHUMATH TEKCTHI
Ha 6a30BbIe MPOECCHOHANBHBIC TEMBI,

- Y4acTBOBATh B AMAJIOrax Ha 3HAKOMble OOIINe U
poeCCHOHAITBHBIC TEMBI,

- CTPOUTH MPOCThIC BBICKA3bIBAHUS O cebe M O CBOEH
poeCCUOHATTLHON AeSITeIbHOCTH,

- KpaTko 0OOCHOBBIBATb U OOBSICHUTH CBOU JCHCTBHS
(TexkyIue u IIaHupyeMbIE);

- MTUCATh MPOCTBIE CBSA3HBIE COOOILICHNsT HA 3HAKOMBIE
WA UHTEPECYoIre NpodeCCHOHAIbHBIE TEMBI

- OCHOBHBIE o0mmeynorpeduTenpHbIe
rmaronbl  (ObITOBass U MpodecCHOHATbHAS
JIEKCHKA);

- JIEKCUYECKUH MHHUMYM, OTHOCSLIHUICS K
OMHCAHUIO MPEAMETOB, CPEACTB H MPOIIECCOB
poheCCHOHANTBHOM AeSITETbHOCTH,

- 0COOEHHOCTH TIPOU3HOIIEHUS,

- npaBuIa YTCHHUS TEKCTOB
npodeCCHOHANTBHON HAMIPABICHHOCTH




2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCOUILINHBI
2.1. O6bem yueOHOI JMCHHUNJIMHBI H BUABI YU4eOHOIl padoThI

Buj yueOHoii padoThl Oo0bem yacoB
O0bem o0pa3oBaTeIbHOI NpPOrpaMmbl yueOHOMN JHCHHIJIMHBI 32

B TOM YHCIIE:

TEOPETUIECKOe OOYUEeHUE 20
NPAKTHICCKHUE 3aHATUS 12
IIpomexxyTounas arrecTanus 3auer




2.2. TemaTnuyeckuii NJIaH U coAeprKaHue Y4eOHOH AUCHHIIINHbBI

HaumeHoBaHue Coaep:kaHue yue0HOro MaTepuasia u (pOpMbI OPraHU3ALMHU AeSITEJILHOCTH 00y4A0 IHXCH O6bem Konni
pa3fesioB U TeM B 4acax | KOMIeTeHLHH,
(¢popmuposanu
10 KOTOPbIX
crnocodcTByer
3JIeMeHT
NPOrpamMMmsbl
1 2 3 4
Tema 1. Benenue. | Cogepxxanue yueOHOro Mmarepuasa OK 01,02,03,09,
JlokymeHT 4 | 1.3HaueHne U conmep’kaHue MUCLMIUIMHBI «J{OKyMEeHTalMoOHHOe obecrieueHne yrnpasieHusy. [lorsaTue 10
cucrema TEPMHHOB <«JOKYMEHT», «IOKYMEHTHPOBAHHEY», «IOKYMEHTALHOHHOE OOECIeYeHNE YIPaBICHUS. 2 K 1.1
AOKYMEHTALHNH YHudukanms u CraHIapTH3alUN YIIPABICHYECKUX JOKYMEHTOB.
Tema 2. Coaep:kaHue yueOHOro MarepuaJa OK
Opranmszannondo- | 1. OpraHu3alOHHBIE  JOKYMEHTBl —  YCTaB,  VYpPEOUTENbHBIE  JIOTOBOP,  IOJIOXKEHHE. 01,02,04,05,09,
pacnopsiauTesbHbIe | PacniopsiiuTenbHble JOKYMEHTbl — IPUKa3, pacHopsbkeHHe, yKa3aHue, IIOCTaHOBJIEHHE, peLlIeHMUE, 10
AOKYMEHTBI UHCTPYKLUSA, MPOTOKOI. 6 IIK 1.1
2. CripaBo4HO-UH(OPMAIIIOHHBIE JTOKYMEHTBI. CIy)KeOHasi 3amucka, OOBSCHUTENbHAs 3alHCKa,
aKT, CIIPaBKa, Cy>KeOHbIE MUIChMA
B ToM 4ncjie, NPAKTHYECKHX 3AHATHH 4
IpakTnueckoe 3ansitue Ne 1. CocrasieHue m odpOpMIICHHE PACIOPSDKEHUs], yCTaBa (TIOJIOXKEHUS), 4
LITATHOI'O pacluCcaHusi
Tema 3. Kaaposas | Coaepxkanne yueOHOro MaTepuasa OK 02, 04,
AOKYMEHTALHS 1.JIokyMeHTHpOBaHHE TPYAOBBIX MpaBooTHOLEHUH. CocTaB 1 0COOEHHOCTH OPOPMIIEHHSI TOKYMEHTOB 05,09,10
O JIMYHOMY COCTaBY. 3
2 KommniekroBanue nuyHOro nejia. Aprobuworpadus. Pesrome. 3asBreHue o mpueme Ha paboTy.
IIpukasel MO TUYHOMY COCTaBY.
B ToM 4ncsie, MPAKTHYECKHX 3aHATHH 6
IlpakTnueckoe 3ansitue Ne 2. OdopmiieHHe NPUKA30B 110 JINYHOMY COCTABY. 2
IpakTnueckoe 3anaTue Ne 3.0dopmieHne CripaBoK, TOKJIATHON U CIykeOHOW 3aITUCKH, aKTa. 2
IIpakTnueckoe 3ansitue Ne 4. OdopmiieHne TPyAOBOTrO JOTrOBOpA, MpPHKa3a O NMpueMe Ha padoTy, 5
oopmieHne TpyaoBOH KHIKKH.
Tema 4, | Cogep:kanue yueO0HOro MaTepuaJa OK 0.1-05,
JorosopHo- 1.Ilonsatus gorosopa. Buniel 1oroBopos. 6 09,10
npasBoBasi 2 Ilpasuna odopMIICHHST MPETEH3UOHHBIX muceM. PopMyJIsip HCKOBOTO 3asIBJICHUs, TPpeOOBAHMS K €ro




AOKYMEHTAIUS oopmeHuro

B ToM 4ncjie, NPAKTHYECKHX 3aHSTHH 2

IpakTnueckoe 3ansitue Ne 5. OdopmieHne 1Oropopa KyIiu-IpoJaku 2
Tema S. Coaep:kaHue yueOHOro Mmarepuaa OK 0.1,0.2,
IlonsiTue 1.CoctaB u yuer oOpema nokymeHTooOOpoTa mpenmpustuii. Opranmzauus padoTel ¢ BXOIAIIECH, 0.4,05,0.9,10
AOKYMEHT0000poTa, | UCXOMALICH U BHYTPEHHEH JOKYMEHTALUEH 4 IIK 1.1
perucrpauus 2. ba3el nmaHHBIX AN XpaHeHHWs NOKyMeHTOB. Pabora ¢ 3ampocamu. Pabora ¢ 3J€KTPOHHBIMU
AOKYMEHTOB JIOKYMEHTaMH.
Tema 6. Coaep:kaHue yueOHOro MarepuaJa OK 0.1-0.5,
Opranuzanus 1.Homenknarypa nen. MHauBunyanbHele, CBOAHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKJIATYPBI €. 09,10
OIePATHBHOIO u | 2.IlogroroBka u MOpSAOK TMepenadd Jedl B apXWUB. 3aKOHOAATeNbHble aKTbl M HOPMAaTHUBHO- 4 IIK 1.1
APXHBHOIO METOINYECKHE NTOKYMEHTHI [0 APXUBHOMY XPAHEHUIO TOKYMEHTOB.
XpaHeHHUs
AOKYMEHTOB
IIpomekyTOoUuHAsI aTTECTALMS 2
Bcero: 32




3. YCJIOBUS PEAJTU3AIIMU TPOTPAMMBI YUEBHOM U CHUILINHBI

3.1, na peanu3anuud nporpaMmbl  YIeOHOH  IUCIUTUIMHBI npenycmotpen KaOuner
«JlokyMeHTalMOHHOTO 00eCIIeYeH sl YIIPABJICHUS», OCHAIIEHHbBIN 000PYI0BAHUEM

- MMOCAIOYHBIE MECTA MO KOJUYECTBY O0YUArOLITIXCS,

- pabodee MeCTO MPenoaBaTes;

- IOCKa,

- CTCH[IBI,

- IMIAKTUYECKUN MaTepua,

- TEeXHUYECKUMH CpencTBaMH OOYYEHHs!. KOMITBIOTEPBI, MYJbTUMEIUHHOE OOOpyIOBaHUE,
MIPUHTED.

3.2. UndopmaunoHHoe obecneyeHHe peaju3alud NporpaMmbl

3.2.1. IleyaTHbIE H3AAHUA
1. MeTtoauyeckue peKkoMeH1alluy No npaktuieckum 3ansatusm - C.B. Jlarepesa, 2019.
2. Meronuyeckre peKOMEHIALUH 110 CaMOCTOsATENbHOH padore crynentos - C.B. Jlarepesa, 2019.

3.2.2. DneKkTpoHHbIe U3AaHNS (3JIeKTPOHHBIE pecypchl)

1. Tpozosa O.C. HdenmomnpousBoactso. YuebHoe mocobuwe mist CIIO. M.:. KOpaiit, 2017 —
https://www biblio-online.ru/inform.

2. Kyszuwenos MH. JlokymeHTanmoHHoe oOecrneueHne ympasieHus. JlokymeHToobopoTr W
nenonpou3BoAcTBo. YueOHuk u mnpaktukym s CIIO. M.: KOpaiit, 2017 —  https://www.biblio-
online.ru/inform.

3. CnpaBounas npasosas cucrema «KoHcynbTaHT mmrocy: http:// www.consultant.ru

4. CupaBouHnas cuctema «I apant». http://www.aero.garant.ru

5. Kypnan «/lenonpousBoaCTBOY.

6. Kypnan «Cekperapckoe aemo».

7. XKypnan «YnpasneHue nepcoHaIoMy.

HopmaTtuBHbBIe NOKYMEHTBI:

1. QDenepanbabiii  3ak0H  «O0  spexTpoHHOM moamucuy or  06.04.2011 N 63-D3.
Denepanbublii 3ak0H «O0 nHpOpManK, HHOOPMALTMOHHBIX TEXHOJOTHAX U O 3alIUTe HHOOPMALI» OT
27.07.2006 N 149-®3

2. I'oCT P 7.0.8-2013. HanuonaneHelii cranaapT Poccuiickoit ®enepanun. Cucrema
CTaHIApPTOB MO MHpOpManny, ONOIMOTEUHOMY M U3JATEIbCKOMY Aeny. JleIonpon3BOACTBO U apXUBHOE
neno. Tepmuns! u onpenenenus (yrB. Ilpukasom Poccrarmapra ot 17.10.2013 N 1185-cT)

3. I'OCT P 6.30-2003. YHuduumpoBaHHasi CHUCTeMa IOKYMEHTAlHMH. YHU(PUIHPOBAHHASL
CHUCTeMa  OpPraHM3aLMOHHO-PACTIOPSIIUTENIbHOW  JOKyMeHTauuu. TpeOoBaHne K  OGOPMIICHHUIO
JOKYMEHTOB. YTBepxkAeH noctaHoByieHHWeM l'occranmapra P® ot 03.03.2003 Ne65-ct. — M.: Usn-Bo
craHaapTtos, 2003.



4. KOHTPO.JIb Y OIIEHKA PE3YJIbTATOB OCBOEHWA YYEFHOMN JUCIATIINHBI

PesyabTaThl 00yyeHHs

Kputepuu onenkn

MeToab! OLIEHKH

B  pesynprare  OCBOEGHHS — IHMCLUIUIMHBI
00y4arOIUHCS TOJKEH 3HAMD:

- aKTyaJbHBIH  TNPOPECCHOHANBHBIA |
COLIMANIbHBIN KOHTEKCT, B KOTOPOM
npuxoautcst paboTaTh U JKUTH;,

- OCHOBHBIE HCTOYHHUKH HHGPOPMALH M|
pecypcel ISl pelIeHus 3amad M mpolneM B
npoeCCHOHATLHOM ~ W/WJIKM  COLMAJIbHOM
KOHTEKCTE;

- QJIrOPUTMbI  BBIMOJIHEHUs  paboT B
npodeCcCHOHATBHON 1 CMEXKHBIX O0JACTSIX;

- Merombl paboThl B MPO(eCCHOHANBbHOW H
CMEKHBIX cepax;

- CTPYKTYPY IUIaHA JUTS PELIeHHs 3a1ad,;

- TOPSIIOK OLIGHKH Pe3yJIbTATOB PEIISHHS
3ama4 mpoheCCHOHATBHON 1eATENbHOCTHY,

- HOMEHKJIaTypa UH(POPMALTMOHHBIX
HCTOYHUKOB IPUMEHSIEMbIX B
poheCCHOHANIBHOM AeSITEIbHOCTH,

- IPUEMBI CTPYKTYPHPOBaHUs HH(POpMaLUHY,

- ¢dopmar odopmIIeHHS] PE3yJIbTATOB MOUCKA
uHpOpMaLuy;

- COOEp)KaHUE AaKTyaJbHOH
MIPaBOBOM TOKYMEHTALNY,

- COBpEMEHHasl Hay4yHast U MpogeCcCHOHAIbHAS

HOPMATHUBHO-

TCPMUHOJIOT U,

- BO3MOXKHBIE TPaeKTOpUU
poheCCHOHATBHOTO pa3BUTHS u
camMoo0pa3oBaHUs;

- TCHXOJIOTHYECKHE OCHOBBI IESITETbHOCTH

KOJUIEKTHBA, MCHXOJOTHYECKHe OCOOEHHOCTH
JUYHOCTH,;

- OCHOBBI ITPOEKTHOM AEATEIbHOCTH;

- 0COOEHHOCTH COLMAJBHOTO M KYJbTYPHOIO
KOHTEKCTa,

- nmnpaBwia O(OpMIIEHHs] JOKYMEHTOB U
MOCTPOEHHSI YCTHBIX COOOIIEHHI;

- TPaMOTHO WU3Jaratb CBOM MBICIH U
ohopMIIATH JOKYMEHTBI o
npoeCCUOHATTLHOM TeMaTHKe Ha
roCy1apCTBEHHOM SI3BIKE, NPOSIBJISITh
TOJIEPAHTHOCTH B pabO4eM KOJUICKTHBE;

- COBpEMEHHbIE CpencTBa M YCTpOICTBa
UH(pOpPMaTH3ALNY,

- MOPSAOK WX MPUMEHEHHUs M MPOrpaMMHOE
obecrieueHne B npodecCHOHATBHON
IeSTeIbHOCTH,

- TIpaBHJA MOCTPOSHUS MPOCTBIX U CJIOKHBIX
NpeIoKEeHUI Ha MPOQeCcCHOHATbHbIE TEMBI,

- OCHOBHbIE OOIIEYNMOTPEeOUTENbHBIE TJIArOJIbl
(6pITOBaAs M MpodeccHoHaIbHAS JIEKCHKA),

- pacmo3HaBaHHUE AJITOPUTMOB
BBITIOJIHCHHUSI pabor B
po)eCCHOHAIBHON U CMEKHBIX
00NacTsx;

- OmpeneseHne METOIOB PabOThI

B npodeccHoHaIbHON u
CMEXHBIX chepax;
- BBIOOD orpeneneHue

ONTUMAJIbHOW CTPYKTYPBI TUIaHA
TS PETieHHs 3a71ad,

- TMOHUMAaHWE TOPSIIKa OIEHKH
Pe3yJIbTaTOB;

- perieHust
npodheCCUOHANTbHOM
NeSITeTbHOCTH;

- BbIOOp HanboJjee ONTUMATBHBIX
UCTOYHUKOB  HMHPOpMAIUH U
pecypcoB Uil pelieHus 3aaad u
npobiieM B TPOQECCHOHATHEHOM
W/WJIH COLIMAIbHOM KOHTEKCTE;

- OpPUEHTHPOBAHHE B aKTyaJIbHOM
HOPMAaTUBHO-TIPaBOBOU

3aaad

AOKYMECHTAIlUH,

- COBPEMEHHOH HAay4HOU WU
podheCCHOHANTbHOM
TCPMUHOJIOTHH,

- INOHUMAaHHUE IICUXOJOTHYCCKHX
OCHOB ACATCIIBHOCTH
KOJUIEKTUBA, TCUXOJOTHYECKUX

OCOOEHHOCTE JIMYHOCTH;

- BJIQJEHHE 3HAHHUSAMH OCHOB
padoThI c TOKYMEHTaMH,
MOJITOTOBKH YCTHBIX u
MHUCbMEHHBIX COOOIIEHHIA,

- 3HaHHE OCHOB KOMIIBIOTEPHOU
PaMOTHOCTH;

- 3HAHWE TPaBUJI HAMUCAHUS U
NPOU3HOIIEHUsT CJIOB, B T.4. H
poheCCUOHANTBHOM JIEKCUKH,

- HaHue (OpM  TEPBUYHBIX
OyXranTepcKux TOKYMEHTOB,
COLep KaHUsA TaKoOH
TOKYMEHTALUH, NIOHUMAaHHE
cnennuKu padoThI c
NEPBUYHBIMH  OyXTaJITEPCKUMHU
JTOKYMEHTaMHU

Onenka
pe3yJIbTaTOB
BBITTOJTHEHHS

MPAKTUIECKIX
pabor.

Onenka
BBITTOJTHEHHS

CaMOCTOSITEJIbHBIX
pabor.
Tecr.
Y cTHBI onpoc.
IInceMeHHbIH
OTIpoC.
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- JIGKCUYECKUH MHHUMYM, OTHOCSIIMICA K
OMHCAHUIO TIPEIMETOB, CPENCTB M MPOIECCOB
poheCCHOHATBHOM AeSITEIbHOCTH,

- 0COOEHHOCTH TIPOM3HOIICHUS,

- IPaBHJIA YTE€HUS TEKCTOB MPodheCcCHOHAIBHON

HampaBJeHHOCTH, oO0mue TpeboBaHus K
Oyxranarepckomy yaery B 4acTH
NOKYMEHTHUPOBAHMSI  BCEX  XO3SHCTBEHHBIX
NEWCTBUI U Onepanui;

- TMOHATHE  TMepPBUYHOH  Oyxranrepckoi
IOKYMEHTALU Y,

- OmnpeAeNieHHE TEePBUYHBIX OyXTraJTepCKUX
TIOKYMEHTOB,

- (GopMbl  TEPBHYHBIX  OYXTranTepCKUX
IOKYMEHTOB,  COAEpIKaIquX  Oo0si3aTeNbHbIE
PEKBU3UTBHI IEPBUYHOTO YUETHOTO IOKYMEHTA,
- TIOPSIIOK MPOBEICHUSI MPOBEPKU MEPBUYHBIX
OyXranTepckux JOKYMEHTOB, (HOpMasbHOM
NPOBEPKH  JOKYMEHTOB,  IPOBEPKH IO
CYIIECTBY, apu(hMETHUECKON MPOBEPKH,

- TMPUHUUNBI W TNPU3HAKK TPYHITHPOBKHU
NEPBUYHBIX OYXTaJITEPCKUX JOKYMEHTOB,;

- TOpsAAOK MPOBENCHUS TAKCUPOBKH H
KOHTUPOBKH  TEPBUYHBIX  OyXTraJTepCKuX
NOKYMEHTOB,

- NOPSATIOK COCTaBJICHUS PErucTpoB

OyXTaJaTepcKOro y4era;
- NpaBWJIa U CPOKHM XPaHEHUs NEPBUYHOU
OyXrajaTepckoi TOKyMEHTaINH

B  pesynbrare  OCBOEHHs
00y4arOIUICs TOJKEH yMemb:
- pacmo3HaBaTh 3amady W/Win mpobiemy B
npoeCCHOHATLHOM ~ W/WJIKM  COLMAJIbHOM
KOHTEKCTE;

- aHAJIM3WPOBATH 3a7aduy W/WIHM TMpodieMy H
BBIZIEJSITh €€ COCTABHbIE YACTH,;

- OMPEIeNATh ATAIBI PEIICHHS 3a1a4H;

-  BeBIATH U 3(PPEKTHBHO  HCKATh
uHpopMaLHio, HEOOXOOUMYIO MAJsl PELICHHUs
3a/1a4¥ W/ WM TIPOOJIEMBI,

- COCTaBUTH TIJIaH ICHCTBUS,

- OTIPEAETUTh HEOOXOIUMBIE PECYPCHI,

- BJAJETh aKTyaJbHbIMU MeTOAaMH padoThl B
npodecCHoHaIbHON B CMEXKHBIX cepax;

- peasn30BaTh COCTABJEHHbIN I1aH,

- OLICHUBAThb PE3yJbTaT U MOCJIEACTBHS CBOHX
NeHCTBUI (CAMOCTOSITENTBHO WJIM C TTOMOIIBIO

JUCHUITIINHBI

HACTABHUKA),
- ompenmenATe  3amadd IS [IOHUCKA
uHpopMauuy,
- ompenensATb HEOOXOIHUMBIE  HCTOYHHKH
UH(pOpPMaLINY, TUIAHUPOBATH MPOLIECC MTOUCKA,
- CTPYKTYypHUPOBATh MOJTy4aeMyI0
uH(pOpMaLHI;

- BIQJICHUE  AKTyaJbHBIMH
MeTOoJaMu padoThI B
po)eCCHOHAIBHON U CMEKHBIX

chepax;

- 3(dexTUBHOE BBISBJICHHUE WU
MOUCK uHpopmanum,
COCTaBJICHUE ONTHMAJIbHOTO
ILUIaHa IefCTBUH, aHaJIN3

HEOOXOMUMBIX [IJisl BBIMOJHEHHUSI
3a/IaHUS, PECYPCOB,;

- OCYIIECTBIICHUE
HCCIIEIOBATENIbCKON
NESITeTbHOCTH, TNPUBOMASIIEH K
ONTUMAJILHOMY PE3YJIbTATY;

- JeMOHCTpamusi TUOKOCTH B
o0IeHUH C KOJIIEraMH,
PYKOBOICTBOM, MMOTYMHEHHBIMU
U 3aKa3YHKaAMH;

- npUMEHEHHE CpencTB
UHQOPMALIMOHHBIX  TEXHOJIOTHIA
IUist petieHus
npod)eCCHOHANTbHBIX 3a7a4,

- 3(pexTUBHOE WCMONTB30BAHUE
COBPEMEHHOTO  MPOrPAaMMHOTO
obecrieueHusI,

Onenka
pe3yJIbTaTOB
BBITTOJTHEHHS

MPAKTUIECKIX
pabor.

Onenka
BBITTOJTHEHHS

CaMOCTOSITEJIbHBIX
pabor.
Tecr.
Y cTHBI onpoc.
IInceMeHHbIH
OTIpoC.
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- BBIAEISITH Haubojiee 3HAYUMOE B MEPEYHE
uHpopMauuy,

- OLIEHWBAaTh TMPAKTHYECKYH 3HAYHMOCTH
pe3yJIbTaTOB MOUCKA,

- opOpMITATE pe3ybTaThl MOKCKA,

- OmpenessaTh AKTYaJlbHOCTh HOPMATHBHO-
NPaBOBOI TNOKYMEHTAIIUH B
poheCCUOHATTBHOM AeSITEIbHOCTH,

-  MPUMEHSATb  COBPEMEHHYIO  HAy4YHYIO
npodecCHOHAIBHYIO TEPMHHOJIOTHIO;

- ONpefensiTh W BHICTPAMBATbH TPAEKTOPHHU
poheCCHOHATBLHOTO pa3BHTUS u
camMoo0pa3oBaHus;

- OpraHu3OBbIBATH pPabOTy KOJUIGKTHBA U
KOMaH/Ibl,

- B3aUMOJEHCTBOBaTb  C  KOJUIEramu,
PYKOBOJICTBOM, KJTHEHTaMHU B X01e
poeCCUOHATTBHOM NesITEIbHOCTH,

- TPaMOTHO WU3Jaratb CBOM MBICIH U

oopmItATh IIOKYMEHTBI o
npoeCCUOHATTLHOM TeMaTHKe Ha
rocyiapCTBEHHOM SA3BIKEC, MPOABJIATH

TOJIEPAHTHOCTD B paboueM KOJUIEKTUBE;

- TPUMEHSTb CPEACTBa HH(POPMALMOHHBIX
TEXHOJIOTUH IS perieHust NpodecCHoHaIbHbBIX
3amad;

- HCIIOJIb30BaTh COBPEMEHHOE MpPOrPaMMHOE
obecrieueHue;

- TOHMMaTh  OOMMUH  CMBICT  YETKO
MPOM3HECEHHBIX BBICKA3bIBAHUI HAa W3BECTHBIE
TeMbI (TpodecCHOHANbHBIE U OBITOBBIE),

- MOHUMATh TEKCTBI Ha 6azoBbIe
poheCCHOHAITBHBIE TEMBI,

- y4acTBOBATb B J[HAJOrax Ha 3HAKOMBIE
obmrue u mpodecCHOHATBHBIE TEMBI,

- CTPOUTBH MPOCTHIE BBICKA3BIBAHMS O cede U O
cBOei nmpodeccroHaNbHON NeATeIbHOCTH,

- KpaTko OOOCHOBBIBATb U OOBSICHUTH CBOH
neicTBus (TeKyIne U IUIAHUPYEMBIE);

- THCaTh TPOCTHIC CBS3HBIE COOOIIEHUsS Ha
3HaKOMbIE 12001 UHTEpECyoIIne
poheCCHOHATTbHBIE TEMBI,

- TpPUHUMATH [POHM3BOJIbHBIE MEPBUYHBIC
Oyxranrepckue TOKYMEHTBI,
paccMaTpuBaeMble KaK MHCbMEHHO®
JIOKA3aTeJIbCTBO COBEPIICHUS XO3SIMCTBEHHOMN
Olepalyy WM MOJYYEeHUE pa3pelIeHHs] Ha ee
NPOBENEHHE;

- TMpUHUMAThb TEPBUYHbIE Oyxrajarepckue
JIOKYMEHTBI Ha OyMa’kHOM HOCHUTENE U (MJIH) B
BUJIC 3JIEKTPOHHOTO IOKYMEHTa,
MOJNICAHHOTO 3JIEKTPOHHON MOAHCHIO;

- TpPOBEpsSITb HaJU4YHMe B IMPOH3BOJBHBIX
NEePBUYHBIX ~ OYXTaATepCKUX  JOKYMEHTax

- KpaTKo u 4EeTKO
(bopMyHpPOBaTH CBOW  MBICIIH,
u3jgaraTb WX JAOCTYIHBIM TSI
MOHUMAaHHs CIIOCOOOM;

- osddextuBHas pabora ¢
NEPBUYHBIMU  OyXTaJTePCKUMHU
JTOKYMEHTAMHU
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00s13aTeNbHBIX PEKBU3HTOB,

- mpoBomuTh  (OpMaNBHYIO  NPOBEPKY
IOKYMEHTOB, TPOBEPKY IO  CYIIECTBY,
apu(pMETHUECKYIO TPOBEPKY;

- TNPOBOAWUTH TPYNIHPOBKY  IEPBUYHBIX
OyxXranTepckux  JOKYMEHTOB IO sy
NPU3HAKOB,

- TPOBOAUTH TAKCHPOBKY M KOHTHPOBKY
NEPBUYHBIX OYXTaJITEPCKUX JOKYMEHTOB,;

- OpPTaHM30BbIBATH JOKYMEHTOOOOPOT;
-pa3dupaTeCsi B HOMEHKJIATYpe e,

- 3aHOCUTb MJAHHBIE IO CrPYNIUPOBAHHBIM
IOKYMEHTaM B PETUCTPbl OyXralTepcKoro
yuerTa,

- mepemaBaTh MEPBUYHBIE OyXTrajJTepcKue
TOKYMEHTBI B TEKYLIHH OyXraJlTepCKHil apXxuB,
- TmepenaBaTb MEPBHYHBIE OyXTajTepCcKHue
IOKYMEHTbl B  TOCTOSHHBI  apXWB IO
UCTEYCHUU YCTAHOBJIEHHOTO CPOKA X PAHEHUS,

-  UWCHpPaBIsATh OWMOKKM B  NEPBUYHBIX
OyXranTepckux TOKYMEHTax
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