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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOTPAMMBI YYEBHOM
JUCHUTIIAHBI

1.1. Mecro AUCHUIUIMHBI B CTPYKType MNPOrpaMMmbl MOATOTOBKH
CIEeNUAJMCTOB CPeHero 3BeHa

VYyebnass aucuurmHa «JlokyMeHTallMOHHOE OO0ecredYeHUue YIpaBiICHUS
SBJIIETCSI YACThIO O0OIIENPOPECCHOHAIBHOTO IMKJIA MPOrpaMMbl TMOATOTOBKU
crenuanuctoB cpeanero 3BeHa B cootBeTcTBUU ¢ GI'OC CIIO no cnernuaibHOCTH
38.02.01 DxoHOMHKA M OYXTaNTEPCKU yUdeT (TI0 OTPACIISAM).

VYuebnas  gucummuimHa — OIL06  JlokymMeHTallMOHHOE  oOecreyeHue
yrnpaBieHus obecreunBaeTr GopMHpOBaHHWE MPOGECCHOHATBHBIX W OOIMHMX
KoMmneTeHui nmo BceM BuaaMm JaesarenbHocTH OI'OC CIIO mo cnenuanbHOCTH
38.02.01. Dxonomuka u OyxranTepckuit y4det (mo otpacisiM). Ocoboe 3HaUeHUE
JUCHUIUIMHA  KUMeeT mnpu  (GOPMHPOBAHMM M PA3BUTHUM  OOIUX U
poecCUOHANBHBIX KOMITETCHIIHH

- 0011IEe KOMIIETEHIIUU

OK O01. Beibupare crnocobbl pemieHus 3agad  OpodecCuoHaTbLHOM
NESATETbHOCTH MPUMEHUTETHHO K PAa3IMYHBIM KOHTEKCTaM;

OK 02. OcyiecTBisATh MOUCK, aHAIW3 M HHTEPIIPETAIUI0O MHPOpPMAIIUU,
HE0OXOAMMOM TSI BBIMTOJTHEHUS 3a]1a4 Mpo(hecCUOHATBHOM EeATeTbHOCTH;

OK 03. IlnanupoBaTh U peain30BbIBaTh COOCTBEHHOE MPOPECCUOHAIBHOE U
JUYHOCTHOE PAa3BUTHUE;

OK 04. PabGoratb B KOJUIEKTUBE U  KOMaHae, d(PPeKTuBHO
B3aMMOJIEHCTBOBATh C KOJIJIETAMH, PyKOBOJICTBOM, KIINEHTAMH;

OK 05. OcCyumecTBISITh YCTHYHO W TIHCBMEHHYIO KOMMYHHUKALMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepauuu ¢ ydeToM 0COOEHHOCTEN
COIIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. Hcnonb3oBath uH(pOpMAIMOHHBIC TEXHOJIOTUU B
npoecCUOHaNBEHOM eI TeIbHOCTH;

OK 10. TIlonmb3oBaThcsi  mpodecCUOHATBHOM  JOKYMEHTAlMedl  Ha
roCyJapCTBEHHOM U MHOCTPAHHOM S3bIKAX;

- mpodeCCUOHANIbHBIE KOMITETEHIIUN

[IK 1.1. OGpabatbiBaTh nepBUYHbIE OyXTraaTepPCKUE JOKYMEHTHI.

1.2. Heqapb U JIaHUPYeMble Pe3yJIbTAThl 0CBOCHHUSA TUCHHUILIMHBI
B pamkax mporpaMmbl y4eOHOW AUCIUIIIMHBI OOYYaIOIIUMUCS OCBAUBAIOTCS
CJICAYIONINE YMEHUS U 3HAHUS

Kon Ymenus 3HaHus

I1K, OK

OK 01 pacrio3HaBath 3aJauy U/Win aKTyaJIbHbIM PO ecCHOHATBHBIN U
npobemMy B mpodecCHOHaTEHOM COITMATHHBIN KOHTEKCT, B KOTOPOM
U/WIIN COITMAIEHOM KOHTEKCTE; NPUXOJUTCS pabOTaTh U )KUTh; OCHOBHBIE
aHAJTM3UPOBATH 3a/1a9y W/HITH VCTOYHUKH WHPOPMAIIUN B PECYPCHI IS
npo0JeMy U BbIIENATh €€ COCTaBHBIE | pellIeHHs 3a/1a4 U MpolsieM B
YacTH; ONPEIEINISATh dTAIbl PEIICHUS poeCCHOHATFHOM H/HITH COIIMATLHOM
3aJ1a4M; BBISBIATH U 3P PEKTUBHO KOHTEKCTE;
UCKaTh UH(OPMAIINIO, HEOOXOIUMYIO | aJTOPUTMBI BHIITOJHEHHS PaboT B
JUTSL pEIICHUS 3a/1a4k U/ UITu npodeccHoHaNbHOM U CMEXHBIX 00J1aCTX;
poOIeMbl; METO/bI paboThl B IPo(hecCHOHAIBHOMN 1




COCTaBUTH IIJIaH ACHCTBUS;
OTIpeICTUTh HEOOXOAMMEBIE PECYPCHI;
BJIaJICTh AKTyaJIbHBIMU METO/IAMH
paboTsl B Ipo(heCcCUOHATBLHOM 1
CMEXHBIX c(epax; peain30BaTh
COCTaBJICHHBIN IIJ1aH; OLICHUBATh
pEe3yJbTAT U MOCJIEACTBUS CBOUX
JIEUCTBUH (CaMOCTOSTEIBHO W C
MTOMOIIIbI0 HACTABHUKA)

CMEXHBIX chepax; CTPYKTypy IUIaHa JJIst
pelIeHHs 3a]1a4; TTOPSI0K OLICHKU
PE3yJIbTATOB PELICHUS 3a1a4
po(ecCHOHATTLHOM NI TEIIbHOCTH

OK 02 OTIpeNIeNATh 3a7auMl JUIsl TOUCKA HOMEHKJIaTypa HH(POPMALIMOHHBIX
UH(pOPMAaLIUK; OLIPENEIATh HCTOYHUKOB IIPUMEHSIEMBIX B
HE00XOIMMBbIE UCTOYHUKU npoeCCHOHATBLHOM 1A TeNbHOCTH;
UH(pOpMaLNY; INIAHUPOBATh IPOLIECC | IPUEMBI CTPYKTYPHUPOBaHUS HHPOPMALINY;
IIOMCKA; CTPYKTYPUPOBATh dbopmar opopmieHHs pe3ynbTaTOB MOUCKA
HOJIy4aeMyro HH(OpMaIHio; uHpopManuu
BBIJICJIATH HanOoJiee 3HAYMMOE B
nepevyHe MHGpOpMaluy; OLIeHUBATh
IIPAKTUYECKYIO0 3HAYUMOCTh
pe3ysbTaToB MOKMCKa; 0GOPMIIATH
pe3yJIbTaThl IOMCKA

OK 03 OIpeNieNATh aKTyalbHOCTh coJiepKaHNe aKTyaJbHOM HOpMAaTUBHO-
HOPMaTUBHO-TIPaBOBOM [IPaBOBOM JOKYMEHTAIH; COBPEMEHHAS
JOKYMEHTAIUH B MPO(ECCUOHAIBHONW | Hay4Has U IpodeccuoHalIbHas
JeSITEIbHOCTH; IPUMEHSATh TEPMHUHOJIOTHS; BO3MOKHBIE TPAEKTOPUU
COBPEMEHHYIO HayYHYIO po¢eCCHOHATILHOIO Pa3BUTHUS U
PO ECCHOHAIBHYIO TEPMUHOJIOTHIO; | CaMO0Opa3oBaHUs
OIpesieNIATh U BBICTpAauBaTh
TPaeKTOpUH NMPOo(hecCHOHATEHOTO
Pa3sBUTHSI U CAaMOOOPa30BaHUs

OK 04 OpraHU30BBIBATH PA0OTY KOJIJIEKTUBA | TICUXOJIOTMYECKHUE OCHOBBI 1€ TEIbHOCTH
Y KOMaH/1bl; B3aUMOJICHCTBOBATE C KOJUJIEKTHBA, IICUXOJIOTMYECKNE
KOJJIEraMH, PYKOBOJICTBOM, 0COOEHHOCTH JINYHOCTHU; OCHOBBI
KJIMEHTaMH B XOJIe IIPOEKTHOM J1E€ATENBHOCTH
poeCCHOHAIBHON JESTEIHHOCTH

OK 05 IPaMOTHO U3JIaraTh CBOM MBICIH U 0COOEHHOCTH COLIMAIIBHOTO M KYJIBTYPHOT'O
0QOpPMIISITh TOKYMEHTHI 110 KOHTEKCTA; IpaBuiia ohopmiIeHUs
npodeccuoHaIbHON TeMaTHKe Ha JIOKYMEHTOB M ITOCTPOEHHS! YCTHBIX
roCy/1apCTBEHHOM $I3bIKE, IPOSABIATH | COOOIIEHUN
TOJIEPAaHTHOCTb B paboyem
KOJJIEKTHBE

OK 09 NPUMEHSTh CPEJCTBA COBPEMEHHBIE CPENICTBA U YCTPONCTBA
WH(POPMAIMOHHBIX TEXHOJIOTUHN /IS WHPOPMATH3ALNH; TIOPSIIOK UX
peleHus NpoeCCUOHANBHBIX 3a/1a4; | MPUMEHEHUs U IPOrpaMMHOE
HCIIOJIb30BaTh COBPEMEHHOE obecrneyeHue B mpodeccrnoHalbHOM
porpaMMHOe o0ecrieyeHue JIESITEIIBHOCTH

OK 10 MOHMMATh OOLIUI CMBICI YETKO [IpaBWJIA IIOCTPOEHUS IIPOCTBIX U CIOXKHBIX

IPOM3HECEHHBIX BHICKA3bIBAHUN Ha
U3BECTHBIE TeMbI (ITpodhecCuoHabHBIE
U OBITOBBIE), TOHUMATh TEKCTHI Ha
0a30BbIe TPO(hEeCCHOHATLHBIE TEMBI;
y4acTBOBAaTh B IMAJIOTaX Ha 3HAKOMBIE
obmure 1 mpodeCcCHOHAILHBIE TEMBI,
CTPOUTH MPOCTHIE BHICKA3BIBAHUS O
cebe 1 o cBoeil mpodeccruoHanbHON
JeSITeIbHOCTH; KPaTKO 00OCHOBBIBATh

MpeIoKeHUH Ha podeccnoHaNbHbIE
TEMBI; OCHOBHBIE O0IIIEYITOTPEOUTETbHBIE
rrnaroJjsl (ObIToBas U mpodeccuoHanbHas
JIEKCHKA); JICKCHIECKU MUHUMYM,
OTHOCSIIIIUICS K OMMCAHUIO MTPEAMETOB,
CPEJICTB | MPOIECCOB MPO(ecCHOHATBEHON
JESITEIbHOCTH; 0COOEHHOCTH
MIPOU3HOIICHHS; TIPABUIJIA YTEHUS TEKCTOB
npoecCHOHALHON HAMIPaBICHHOCTH




U O0BACHUTH CBOM J€HCTBUSA
(TeKylIMe U IIaHUPYEMBIE); TUCATh
IPOCTHIE CBSA3HBIE COOOLICHUS Ha
3HAKOMBbIE WJIM UHTEPECYIOIINE
1po¢ecCHOHATIbHBIE TEMBI

IK 1.1

MPUHUMATH ITPOU3BOJILHBIC
NepPBUYHBIE OyXTaaTepCKue
JOKYMEHTBI, pacCMaTpUBAEMbIE KaK
MUCHbMEHHOE JJ0Ka3aTeIbCTBO
COBEPLICHHUS XO35MCTBEHHOU
orepaluy Ui MoJyyeHue
paspelIeHus Ha ee IPOBEICHHE;
MPUHUMATD [IEPBUYHBIC
OyxraJiTepcKue JJOKYMEHTHI Ha
OyMa)XHOM HOCHUTEINE U (MJIU) B BUJC
3IIEKTPOHHOTO JIOKYMEHTAa,
MOJMUCAHHOTO JIEKTPOHHON
HOJIIHCHIO;

MPOBEPATH HATMYKE B IPOU3BOJIBHBIX
MIEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTaX 00s13aTeNbHbBIX
PEKBU3UTOB;

MPOBOAUTH (POPMATTEHYIO POBEPKY
JOKYMEHTOB, ITPOBEPKY IO CYIIECTBY,
apuQMEeTUUECKYIO POBEPKY;
MIPOBOJIMTH IPYIITHPOBKY MEPBUIHBIX
OyXraiaTepcKux JOKYMEHTOB IO PSAY
NPU3HAKOB;

MPOBOJAUTH TAKCUPOBKY U KOHTUPOBKY
MIEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3dupaThcs B HOMEHKIIAType J1eT;
3aHOCHTB JIaHHBIE TI0
CTpYNIHUPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaJlTepPCKOTO yueTa;
niepeaBaTh NepBUIHbIC
OyXxrajaTepckue J0KyMEHTHI B
TEKYIINH OyXTranTepCcKUil apXuB;
nepenaBaTh IEPBUYHBIC
OyXTaJITepCKHE IOKYMEHTHI B
MOCTOSTHHBIN apXUB MO UCTEYCHUU
YCTAHOBJIEHHOTO CPOKA XpaHECHHUS;
UCIIPABIISATH OIIMOKU B IEPBUYHBIX
OyXTaJITEPCKUX JOKYMEHTAaX;

oOmme TpeboBaHus K OyXTraaTepcKoMy
y4YeTy B YaCTH JIOKYMEHTHUPOBAHHS BCEX
XO3SIMICTBEHHBIX JICUCTBUN U ONIEPALIMIL;
MOHATHE IEPBUYHOM OyXTanTepCKOu
JIOKyMEHTAIUH;

ornpeziesieHue NePBUYHBIX OyXTalITepCKuX
JIOKYMEHTOB;

(hOpMBI TEPBUYHBIX OyXTAITEPCKHUX
JIOKYMEHTOB, COJIEpKaIIUX 00s3aTeIbHbIe
PEKBU3UTHI IEPBUYHOTO YUETHOTO
JIOKYMEHTA;

MOPSAIOK MPOBEACHUS TPOBEPKU
MEPBUYHBIX OYXTaITEPCKHUX JTOKYMEHTOB,
(dbopManbHON TPOBEPKHU JOKYMEHTOB,
MIPOBEPKH IO CYIIECTBY, apUPMETHICCKON
MIPOBEPKU;

MIPUHIIMAITEI ¥ IPU3HAKA TPYIIITHPOBKU
MEPBUYHBIX OyXTanTepCKUX JOKYMEHTOB;
MOPSIIOK TIPOBEACHUS TAKCHPOBKU U
KOHTHUPOBKH MIEPBUYHBIX OYXTaITePCKUX
JOKYMEHTOB,

MOPSAIOK COCTaBJICHUS PETUCTPOB
OyXrajaTepckoro y4era;

MpaBUJia U CPOKU XPaHEHHSI IEPBUYHON
OyXTanTepCcKON JOKYMEHTAIIHH;

1.3 PexomeHnayemMoe KOJIMYECTBO

AUCIHHUIIJINHBI

- IJIA 0YHO# (popMBbI 00yUeHUA:

YacoB HA OCBOEHHE MPOrpaMMbl

MaKCcHUMaJbHOU yueOHON Harpy3Kku oOyuatoierocs 32 Jaca,




B TOM 4HUCJIC:.

00s13aTEIPHON ayIUTOPHOM YIeOHON HArpy3Ku o0ydaromnierocs: 32 4acos;



2 CTPYKTYPA Y COJEP)KAHUE YYEFHOM TUCIUITIINHBI

2.1 O0beM yueOHOM IUCHMILIMHBI M BHABI Y4e0OHO padoThI

Oovem uacos

Bup yueOHoi1 padoThI
atd P ounas gpopma

MaxkcumaabHasi yaeOHasi HATpy3Ka (Bcero) 32
O0si3aTe/IbHasI AyTUTOPHAsI y4eOHasi HArpy3Ka 32
(Bcero)
B TOM YHCJIE:

MPAKTHYECKUE 3aHATHUS 10

CamocTosiTesibHasi padoTa 00y4aierocs -

B TOM YHCIJIC:.

[IpopaboTka KOHCIIEKTOB 3aHATUNA, YU4EOHOU U *
CIIEHUAJIBHOU JINTEPATYPBHIL,

paboTa ¢ nHGOPMAIIMOHHBIMU MMOPTAJIaMHU,
BBITIOJTHEHHUE JOMAIITHUX 33JIaHUH 110 TeMe
(cocTaBieHuEe TOKYMEHTA)

Htorosas arrecranus B popme ougpepernyuposannozo 3auema




2.2. TemaTuyecKkMii IJIAH U COIEPKAHUE Y4eOHOI JUCHUIINHBI «JOKyMeHTAIMOHHOE o0ecleYeHue yIpaBJJaeHusD)
(ny1s1 ouHOI hopMBbI 00yUEeHMST)

HaumenoBanue Conep:xkanue yuye0HOro Mmarepuasa u GopMbl OPraHU3aAMUM AeATEJILHOCTH 00y4al0IIUXCH Oo0bem | Koabl
pa3/iesioB U TeM B KOMIIeTeH Ui,
yacax | (popMHpPOBaAHHU
10 KOTOPBIX
Crmocoo0cTByeT
3JIeMEeHT
NPOrpaMMblI
1 2 3
Tema 1. Coaep:xanue y4eOHOIro MaTepHuaJia 2 OK 01, OK 02,
Bgenennue. 1.3naveHue u coaepxKaHue AUCHUILIUHBI «J{OKyMEHTAalMOHHOE 00eCTIeYeHNe YIIPaBICHU. OK 03, OK 09,
JdoxkymeHT n [TonsiTHE TEPMUHOB «TOKYMEHT», «TOKYMEHTHPOBAHHUEY, «IOKYMEHTAIIMOHHOE 00ecIeueHne 5 OK 10, [IK 1.1
cucremMa yIpaBiieHUs». Y HU(UKALUSA U CTaHJapTU3aLUK YIIPABIEHYECKUX TOKYMEHTOB.
AOKYMEHTAINHU
Tema 2. Coaep:xanue y4eOHOIro MaTepHuaJia 6 OK 01, OK 02,
Opranu3zannoHHo- 1. OpranuzannoHHbIE JOKYMEHTBI — YCTaB, YUPEAUTEIbHBIE JOTOBOP, MOJI0KEHHE. OK 04, OK 05,
pacnopsiauTe/bHble | PacropsauTenbHble TOKYMEHTHI — IPHUKa3, paclopsHKEeHUE, YKa3aHue, TOCTaHOBIICHUE, PEIICHHE, OK 09, OK 10,
AOKYMEHTBI WHCTPYKLUSA, IPOTOKOJ. 4 K 1.1
2. CripaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTBI: CITy>KeOHas 3anucka, 00bsICHUTENbHAs
3aIlMCKa, aKT, CPaBKa, CIy)KeOHBIE MIChMa
B ToM ynciie, NPAKTHYECKUX 3aHATHI U JJa00PATOPHBIX padoT 2
IIpakTnueckoe 3ansaTue. CocraBiaeHne U 0POPMIICHUE PACTIOPSKEHUS 2
Tema 3. Coaepsxanue yueOHOro MaTepuaa 10 OK 02, OK 04,
Kaaposas 1.JlokyMeHTHpOBaHHE TPYIOBBIX MPaBoOTHOMIEHHH. CocTaB M1 0COOCHHOCTH 0(hOpMIICHHUS OK 05, OK 09,
AOKYMEHTAI sl JOKYMEHTOB I10 INYHOMY COCTaBY. 4 OK 10
2.KommiekroBanue TUYHOTO fiena. ABroouorpadus. Pesrome. 3asBieHue o mpueme Ha padoTy.
ITpukassl O IUYHOMY COCTABY.
B ToM 4nciie, NPAKTHYECKUX 3aHATHH M J1a00PATOPHBIX padoT 6
IIpakTnueckoe 3ansaTue. OpopmiieHrne NPUKA30B M0 JIUYHOMY COCTaBY. 2
IIpakTunyeckoe 3ausitne. OhopmiieHue CripaBoK, JOKIaJHON U CIyKeOHON 3aITUCKH, aKTa. 2
IIpakTnueckoe 3ansaTue. OpopmiieHne TPyI0BOrO 10rOBOPA, MprKa3a 0 IpueMe Ha padboTy, 2
oopmieHre TpyJOBOM KHIKKH.
Tema 4. Conep:xaHue yueOHOro MaTepuaJa 6 OK 01-05,




JoroBopHo- 1.ITonsiTus noroBopa. Buabl 10roBopos. OK 09, OK 10
npasoBast 2.IIpaBuna odopmiieHHUs IPETEH3UOHHBIX THceM. DOopMyJIsip UICKOBOTO 3asBJICHUS, TPEOOBaHUS K 4
AOKYMEHTAaIUsl ero oopmIIEHUIO

B ToM yunc/ie, NIpaKTHYEeCKUX 3aHATHII U JJa00PATOPHBIX padoT 2

IIpakTnueckoe 3ansaTue. OpopmiieHne 10ropopa Kyrin-npoJaxu 2
Tema 5. Coaeprxanue yueOHOIro MaTepuaJa 4 OK 01, 0K 0.2,
IHonsiTue 1.CocraB u y4yeT o6beMa JOKyMEeHT00OO0poTa npeanpustuii. Opranu3zaius paboThl ¢ BXOASIIEH, OK 04, OK 0.5,
AOKYMEHT0000pOTa, | HCXOMAIICH U BHYTPEHHEH JOKYMEHTAIHCH 4 OK 09, OK 10,
perucrpaunus 2. ba3pl qaHHBIX U1 XpaHeHUs1 JoKyMeHTOB. PaboTta ¢ 3ampocamu. PaboTa ¢ 351eKTpOHHBIMU [K 1.1
AOKYMEHTOB JOKYMEHTaMH.
Tema 6. Coaep:xanue y4eOHOIro MaTepHuaJia 4 OK 01-0.5,
Opranuzanus 1. Homenknarypa aen. aauBuayanbHble, CBOAHbBIE, IPUMEPHBIE U TUTIOBbIE HOMEHKIIATYPHI JEI. OK 09, OK 10,
OIEPATHBHOIO U 2.IloaroToBka u MOPSIIOK NEpeSauy Jeil B apXuB. 3aKOHOAATEIbHbIE aKThl U HOPMaTUBHO- K 1.1
apXHUBHOI'0 METOJIMYECKUE IOKYMEHTHI TI0 apPXUBHOMY XPaHEHUIO JOKYMEHTOB. 4
XpaHeHust
AOKYMEHTOB
Bceero: 32




3. YCJIOBUS PEAJTU3ALIMU TPOTPAMMBI YUEBHOM
JUCHUILIAHBI

JUist  peanuzanuu  MporpaMMbl  Y4eOHOW JMCHMIUIMHBI TMPEAYCMOTPEHO
CHeluaibHOEe  IMOMEUIeHUEe: KaOWHET  JIOKYMEHTAallMOHHOTO  oOecredyeHus
yIpaBJICHHS, OCHAIEHHBI 000pyJAOBaHUEM: MOCAJAOYHBIE MECTA MO KOJUYECTBY
oOy4aronuxcs, pabouee MeCTO IpernojaBarens, J0CKa, CTCH/bI, AUIaKTHYECKUN

Marepual.

[Tomemienust 111 CaMOCTOSITENBHON pabOThl OOYYAIOUIUXCS OCHAIICHBI
KOMIBIOTEPHONH TEXHHKOM C BO3MOXXHOCTBIO MOAKIIOUEHUS K HH(OPMAIIMOHHO-

TEJICKOMMYHUKAIIMOHHOU
AIEKTPOHHYIO
OpraHU3aIUH.

ceTH
uH(}OPMALMOHHO-00Pa30BaTEIbHYIO

"NuTepHet"
cpeny

U o0OecrieyeHHEeM JOoCTyna B
oOpa3oBaTenbHOI

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHMSI YUYEBHOU

JACHUTLIAHBI

Pe3yabTaTsl 00yueHus

Kpurepun oueHku

MeToabl OIEHKH

B pe3ynbrare ocBoeHUs
JUCIATUTMHBI 00 yYarOIIUNACS
JIOJKEH 3HAMb '

aKTyaJbHBII MPO(eCcCHOHAIBHBIN U
COIMATILHBIA KOHTEKCT, B KOTOPOM
NPUXOJUTCS padOTaTh U JKUTh;
OCHOBHBIC HCTOYHUKH
uH(GOPMAIIUU U PECyPCHI JUIS
pelieHus 3a1a4 U mpoosieM B
npodeccHoHaTbHOM H/UITU
COLIMAIBHOM KOHTEKCTE;
AITOPUTMBI BBITIOTHEHUS pa0boT B
PO ECCUOHATBHON U CMEKHBIX
00JacTsx; MeTo Ikl paboThI B

PO ECCUOHATBHON U CMEKHBIX
cdepax; CTpYKTypy IJIaHa JIs
peleHus 3a/1a4; MOPSA0K OILIEHKU
pe3yNbTaTOB PEIICHUS 3a/1a4
MpoeCCHOHAIBHON e TEHHOCTH
HOMEHKJIaTypa HH(GOPMAIIMOHHBIX
HUCTOYHUKOB MIPUMEHSEMBIX B
npodecCHOHATBHOMN 1eITeTbHOCTH;
MIPHEMBI CTPYKTYPHUPOBAHUS
uHpopmanuu; popmar
oopMIIeHHS PEe3yITbTaTOB ITOMCKA
uHpopMaun

CoAEep)KaHUE aKTyaJIbHOMN
HOPMAaTUBHO-TIPABOBOM
JOKYMEHTAITUH; COBPEMEHHAs
Hay4yHas ¥ npodeccuoHanbHasI

pacrto3HaBaHKE aJITOPUTMOB
BBINOJIHEHUS padoT B
podecCHOHATEHON U CMEKHBIX
00JIacTSIX; ONpE/IeIICHUE METO/I0B
paboThl B TPOPECCUOHAIBHON U
CMEXHBIX chepax; BEIOOP
ONpEAEIICHUE ONTUMAIBHOMN
CTPYKTYpHI IIJIaHa JIsl pEIICHUS
3aJ1a4; IOHUMaHUE MOPSIIKa OIEHKA
PE3yNbTATOB PEIICHUS 3a/1a4
npo¢eCcCuOHANTBHON IEATETbHOCTH;
BBIOODP HanboJee ONTUMAIBHBIX
HMCTOYHUKOB MH(POPMAITUH H
PECYPCOB TSl pEIeHUs 3a/1a4 U
npo0sieM B MPOoPECCHOHAIIBHOM W/UITH
COLIMATIbHOM KOHTEKCTE;
OpPUEHTUPOBAHUE B aKTyaJIbHOU
HOPMAaTUBHO-TIPABOBOM
JIOKYMEHTAI[UHU; COBPEMEHHOM
Hay4YHOH U Mpo¢eccCHOHATbHON
TEPMHHOJIOTHH; IOHUMaHHE
TICUXOJOTHYECKUX OCHOB
NESATEIbHOCTH KOJUICKTHBA,
TICUXOJIOTHYECKIX OCOOCHHOCTEM
JUIHOCTH; BIIaJICHUE 3HAHUSIMHU
OCHOB Pa0OTHI C TOKYMEHTAMH,
MTOJITOTOBKH YCTHBIX M MTUCHMEHHBIX
COOOIIIEHHI; 3HAHHE OCHOB
KOMITBFOTEPHOU TPaMOTHOCTH; 3HAHUE
MIPaBWJI HATUCAHWSI ¥ TPOU3HOIICHUS

Onenka
pe3yabTaToOB
BBIIIOJTHCHUS
MPaAKTUYECKUX
pabor.

Orenka
BBIIIOJTHCHUS
CaMOCTOSITEIbHBIX
pabor.

Tecr.

VY cTHBIN omnpoc.
ITuceMeHHBIN
OTpoc.




TEPMHHOJIOTHS; BO3MOKHBIE
TPACKTOPUU MPOPECCHOHATBHOTO
pa3BUTHUA U caMO00pa30BaHUs
MICUXOJIOTHYECKHE OCHOBBI
JESITEIbHOCTH KOJUIEKTUBA,
NICHXOJIOTHYECKUE OCOOCHHOCTH
JIMYHOCTH; OCHOBBI IPOEKTHOM
JESTEIIbHOCTH

0COOCHHOCTH COLUATBHOTO U
KYJIbTYPHOTO KOHTEKCTA; MpaBuia
o(opMIICHUS TOKYMEHTOB U
MOCTPOCHHUS YCTHBIX COOOIICHUN.
rPaMOTHO U3JIaraTh CBOM MBICIIU U
0pOPMIISITh TOKYMEHTHI 110
npodeccuoHanbHOM TeMaTHKE Ha
rOCY/IapCTBEHHOM SI3BIKE,
MPOSIBIISATH TOJEPAHTHOCTD B
paboueM KOJIJICKTHBE
COBpPEMEHHBIE CPEACTBA U
ycTpoiicTBa HH(OPMATU3ALINH;
MOPSIIOK X IPUMCHCHUS U
porpaMMHoOe oOecriedeHue B
poeCCHOHAIBHON e TEIHHOCTH
MpaBHJia HOCTPOCHUS MIPOCTHIX U
CJIOKHBIX MPEUI0KEHNN Ha
npodecCuOHANbHBIE TEMBI;
OCHOBHBIE 00IIEYyIOTPEOUTENHLHBIC
riarosbl (ObITOBAs U
npodecCuoHalIbHAS JIEKCHKA);
JIEKCUYECKUI MUHUMYM,
OTHOCSIIITUHCS K OIMMCAaHUTO
MIPEIMETOB, CPEJICTB U MPOIIECCOB
MpoeCCHOHAIBHON JEATEIHHOCTH;
0COOCHHOCTH MPOU3HOIICHHUS;
MIPaBHJIA YTCHUS TEKCTOB
npodeccuoHanbHOM
HAIpPaBJIEHHOCTH 001I1e
TpeOOBaHUs K OyXTraaTepcKoMy
YUeTy B YaCTH JIOKYMCHTHPOBAHUS
BCEX XO3IMCTBEHHBIX AeHUCTBUU U
onepanuii;

MOHSITHE TIEPBUYHON
OyXTalTepCKON JOKYMEHTAIIUH;
ompefeNieHrue ePBUYHBIX
OyXTalTepCKUX JOKYMEHTOB;
(GhOpMBI TIEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTOB,
CoJIepIKaIInX 00s3aTeNbHbIC
PEKBH3UTHI TIGPBUYHOTO YUETHOTO
JIOKYMEHTA;

MOPSITOK TIPOBEICHHUS TTPOBEPKU
MEPBUYHBIX OYXTaITePCKUX

CJIOB, B T.4. ¥ MPO(eCCHOHATHHOM
JIEKCHUKH.

3Hanue (popM NepBUYHBIX
OyXralaTepCKUX JOKYMEHTOB,
COJICpKaHUs TAKOW JOKYMEHTAIIHH,
MOHUMaHKe cruenu(ukn padoThl ¢
MEPBUYHBIMH OyXTaITEPCKHUMHU
JOKYMEHTaMHU




JIOKYMEHTOB, (hOpMaJIbLHON
IPOBEPKU JOKYMEHTOB, TPOBEPKH
IO CYILIECTBY, apupMeTHIECKON
POBEPKH;

MPUHLIMIIBI ¥ IPU3HAKU
IPYNIHAPOBKH NEPBUYHBIX
OyXrajaTepcKux JOKYMEHTOB;
HOPSI0K TPOBEICHHS TAKCUPOBKU
U KOHTHUPOBKHU MEPBUYHBIX
OyXTaJITEpCKUX TOKYMEHTOB;
MOPSAIOK COCTaBJICHUS PETUCTPOB
OyXrajTepckoro y4era;

MpaBUJIa U CPOKU XPaHEHUS
NIEPBUYHOMN OyXrajlTepcKoi
JIOKYMEHTaIluu

B pe3ynbrare ocBoeHUS
JTUCIUILIMHBI 00yYaroImuncs
JIOJDKEH yMemsb:

pacro3HaBaTth 3a/1a4y U/UiH
po0sieMy B MPodeCcCHOHATBHOM
W/WJIH COIIMAIbHOM KOHTEKCTE;
aHAJTM3UPOBATH 3a/1a9y W/HITH
npo0sieMy U BBIACTATH €€
COCTaBHBIE YaCTH; OTIPENIENIATh
STanbl PelIeHUs 3a7a4u; BbISBISTh
1 3(ppexTUBHO HCKATh
uH(pOpMaILIKI0, HEOOXOTUMYIO IS
pENICHUS 3a/1a49¥ U/HITU TIPOOIIEMBIL;
COCTaBUTb IJIaH JEHCTBUS;
OTIpEIETUTh HEOOXOAUMBIC
pecypcsl;

BJIQJICTh aKTyaJIbHBIMH METO/IaMHU
paboThl B poheCCHOHATLHON U
CMEXHBIX c(hepax; pean3oBaTh
COCTaBIICHHBIN TUTaH; OI[CHUBATh
pe3yNbTaT U MOCIEICTBUS CBOUX
JIEHCTBUM (CaMOCTOSITEIHHO UITH C
MOMOII[bIO0 HACTABHHKA)
OTIpEeNIeNATh 3a7auM JUIsl TOUCKA
uH(pOpMaIUU; OTIPEACIATh
HE0OXOAMMBIE UCTOYHUKHU
uH(pOpMaIlnK; TUIAHUPOBATh
IpoIiecc TIOUCKA; CTPYKTYPUPOBATh
MOJTy4aeMyr0 HHPOPMAITHIO;
BBLIEJIATH HanOoJIee 3HAYNMOE B
nepeyHe HHPOopMaIiH; OIEeHUBATh
MPAKTHIECKYIO 3HAYUMOCTD
pe3yNbTaTOB MOUCKA; OPOPMIISATH
pe3yJbTaThl TOUCKA

OTIPEeIISATh aKTyaTbHOCTh
HOPMAaTHUBHO-IIPABOBOU
JIOKYMEHTAIU! B

BJIaJICHUE aKTyaJIbHBIMH METOaMH
paboThl B PO ECCHOHATBHON U
cMeXHBIX chepax; adpdexruBHOE
BBISIBJICHHE U TIOUCK MH(pOpMaLUH,
COCTaBJIEHHE ONTUMAJIBHOTO IJIaHA
NecTBUM, aHAJIN3 HEOOXOAUMBIX IS
BBITIOJIHEHUS 3a/1aHUS, PECYPCOB;
OCYILECTBIICHHE UCCIIE0BATENBCKOM
NeSITeIbHOCTH, IPUBOIAIICH K
ONTUMAJILHOMY PE3YJbTary;
JeMOHCTpanus THOKOCTH B OOIIEHUH
C KOJUJIEraMH, pyKOBOJICTBOM,
MOTYMHEHHBIMU U 3aKa3YNKaMHU;
IIPUMEHEHHE CPECTB
MHGOPMAIIMOHHBIX TEXHOJIOTHHA JJIs
perieHust mpohecCHOHAIBHBIX 3a/1a4;
3¢ PeKTUBHOE HUCIOIH30BAHUE
COBPEMEHHOT'0 MTPOrPaMMHOI0
oOecrnieueHuns; KpaTKo 1 YETKO
(opMyIMpPOBATH CBOU MBICIIH,
u3JaraTh UX JOCTYIHBIM JJIs
MMOHUMaHHUs crtocoooM; 3 deKTuBHas
paboTa ¢ mepBUYHBIMU
OyXraiaTepckuMu JOKYMEHTaMHu

OrncHka
pe3yabTaTOB
BBIIIOJTHCHUS
MPAKTUYECKUX
pabor.

Ornenka
BBIIIOJTHCHUS
CaMOCTOSITEILHBIX
pabor.

Tecr.

VYcTHbIi onpoc.
ITuceMeHHBIN
OrpocC.




poeCCHOHATILHOH I TETLHOCTH,
MPUMEHSTh COBPEMEHHYIO
HAYYHYIO PO ecCHOHATBHYIO
TEPMHUHOJIOTHIO; OTPEACIISATh U
BBICTPANBAaTh TPACKTOPHH
po(hecCHOHATLHOTO Pa3BUTHS U
camMoo0pa3oBaHUs
OpPraHU30BBIBATH PabOTY
KOJIJICKTHBA U KOMaH/Ibl;
B3aMMO/ICHICTBOBATH C KOJIJIETAMH,
PYKOBOJICTBOM, KIINEHTAMH B XOJI€
po(hecCHOHATTLHOM e TEIbHOCTH
IpaMOTHO W3JIaraTh CBOM MBICIH U
0pOPMIISITh TOKYMEHTHI 110
npoeCCHOHATIBPHON TeMaTHKE Ha
rOCYJapCTBEHHOM SI3BIKE,
NPOSIBJIATH TOJIEPAHTHOCTH B
paboueM KOJIJICKTHBE

MPUMEHSTH CPEJICTBA
UH(POPMAIIMOHHBIX TEXHOJIOTUN
JUTSI pEIeHUs TPOo(ecCHOHATBHBIX
3aj1a4; MCI0JIb30BaTh COBPEMEHHOE
IpOrpaMMHO€E 0OecrieyeHre
MIOHUMATh OOIIHI CMBICI YETKO
MIPOM3HECEHHBIX BhICKA3bIBAaHUI HA
U3BECTHBIC TEMbI
(mpodeccroHabHBIEC U OBITOBBIE),
MOHUMATh TEKCTHI Ha Oa30BbIC
poeCCHOHAIBHBIC TEMBI;
y4acTBOBAaTh B IMAJIOTAX Ha
3HAKOMBIE O0IIHE U
npodecCuOHANBHBIE TEMBI;
CTPOUTH MPOCTHIC BHICKA3BIBAHHSI O
ce0e 1 0 cBoeil npodeccuoHaNbHOM
JESITEIIBHOCTH; KPaTKO
000CHOBBIBaTh U OOBSICHUTH CBOU
JercTBUS (TeKyIIne 1
TUTAHUPYEMBIE); TUCATh MPOCTHIE
CBSI3HBIE COOOIIIEHHS HAa 3HAKOMBIE
WJIN UHTEpeCyoIlne
poeCCHOHAIBHBIEC TEMBI
NPUHUMATD TTPOU3BOJILHBIE
NEPBUYHBIE OyXTaNTepCKue
JIOKYMEHTBI, pacCMaTpUBaEMbIe
KaK MMMChbMEHHOE J0Ka3aTeIIbCTBO
COBEPLIEHHUS XO3MCTBEHHOU
OTIepaIvy WU TTOTyIeHUE
paspelIeHus Ha ee IPOBEICHHE;
NPUHUAMATD [TEPBUYHBIC
OyxraiaTtepckue JOKYMEHTHI Ha
OyMa)XxHOM HOCHTENE U (WIH) B
BHUJIE DJIEKTPOHHOTO JIOKYMEHTA,




MOJITMCAHHOTO AJIEKTPOHHON
HOJIHCHIO;

MIPOBEPATH HAJINYKE B
IPOM3BOJILHBIX MTEPBUYHBIX
OyXxrajaTepckux AOKyMEeHTax
00s3aTeNbHBIX PEKBU3UTOB;
MPOBOAUTH (POPMATIBHYIO IPOBEPKY
JIOKYMEHTOB, ITPOBEPKY IO
CYILIECTBY, apU(PMETHUUECKYIO
IPOBEPKY;

MPOBOAUTH IPYIIUPOBKY
NEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB T10 Psi1y PU3HAKOB;
IPOBOJUTH TAKCUPOBKY U
KOHTHPOBKY MEPBUYHBIX
OyXTaJITepCKUX JTOKYMEHTOB;
OpraHU30BBIBATH
JIOKyMEHTO000pOT;

pa3bupaTbcs B HOMEHKIIAType JENT;
3aHOCHUTb JIaHHBIE T10
CTPYNIIHPOBAHHBIM JJOKYMEHTaM B
PErUCTpBI OYXTanTepCKOTo y4eTa,
nepeaaBaTh NePBUYHbIC
Oyxraiatepckue JOKYMEHTHI B
TEKYIIMH OyXTanTepCcKuil apXus;
nepeaaBaTh NEPBUYHBIC
OyXraJITepCKHe IOKYMEHTHI B
MOCTOSTHHBIN apXUB MO UCTEYCHUU
YCTAHOBJICHHOTO CPOKA XPaHCHHS,
WCIIPABIISATH OIIMOKU B IEPBUYHBIX
OyXTaJITEPCKUX JOKYMEHTAaX;




