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10 yuebHoM pabore
A.A. Canamaros
2025 .

Pabouasi nporpaMmma y4e0HO# JUCHUATIHHBI

OI1.06 JIOKYMEHTAINOHHOE OBECIIEYEHUME YIIPABJIEHUA

CnennajbHOCTh

38.02.01 DxoHOMMKA U OyXTaITEPCKUN YUET (TI0 OTPaCIIsiM)

IIpucBanBaemasi KBaJaupurkanus

byxranrep

dopma o0yyeHus

Ounas (rox HaGopa 2024)

Yensounck, 2025
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MuHHCTEpPCTBO HAyKH U BEICIIETO 00pa3oBanus Poccmiickoit ®enepanmn
DenepanbHOE rocyapCTBEHHOE OI0DKETHOE

@’} 00pa3oBaTesbHOE YIpEeKICHHUE BBICIIEr0 00pa30BaHUs
«Hensbunckuit rocynpaperBeHnsiii yausepcure» (PI'BOY BO «Henl V)
Komnemx Yenl'Y

Pa6ouas nporpamma mucrmmuinael OIL06 «/lokyMeHTanmoHHOE 00ecIeYeHHE YIIPaBICHHSI»
Crnenmansaoct 38.02.01 — DxoHomuKa 1 OyXraaTepckuil ydeT (1o oTpacisiM)

Bepcus nokymenra - 1 crp. 2u3 17 Ilepsblii sKk3eMILIAp KOITNA Ne

Pabouyass mporpamma  AMCHMIUIMHBI ~ pPAacCMOTPEHa Ha  3acelaHHU
Ilegarornyeckoro cosera Komnemka ®I'BOY BO «Uenl'V» n pekomeHaoBaHa K

yTBepkaeHuto (mporokoin 3aceaanus Ne 05 ot 24 anpens 2025 rona).

IIpencenarens [lenaroruyeckoro cosera A //; /M.B. Haitn/

Pabouasi mporpaMMa y4e0HOIi AUCHMIUIMHBI COCTaBICHA B COOTBETCTBHU C
TpeOboBaHUAMHU (PeiepabHOTO TOCYAAPCTBEHHOTO 00pa30BaTEIbHOIO CTaHAapTa
cpemHero mpodecCHOHALHOTO 00Pa30BaHMs, YTBEPKICHHOIO MHHHCTEPCTBOM
oOpazoBanus u Hayku Poccuiickoit deneparumn «05» deppans 2018 1. Ne 69, mo

cneruanbHOCcTH 38.02.01 DxOHOMUKA U OyXTaNTEPCKU YUeT (110 OTPaCIIsiM).

© PIre0Y BO (Uenl'Y»




MuHHCTEpPCTBO HAyKH U BEICIIETO 00pa3oBanus Poccmiickoit ®enepanmn
DenepanbHOE rocyapCTBEHHOE OI0DKETHOE
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Bepcus nokymenra - 1 crp. 3u3 17 Ilepsblii sKk3eMILIAp

KOITNA Ne

Conep:xkanue

1. TTactopt paboueit mporpaMmbl y4eOHOUM AUCIUTIITAHBI
1.1. ObnacTe TpUMEHEHUS TPOrPAMMBbI
1.2. MecTo AUCIUIUIMHBI B CTPYKTYpEe  IMPOTPaMMBI
MOJrOTOBKH CHEIMATNCTOB CPETHETO 3BE€HA
1.3. llenn u 3amaun OCBOCHHS yueOHOW JUCIUTLIIAHBI
1.4. KomudecTBO  4YacoB Ha  OCBOGHHE  MPOTPaMMBI
JTUCITUTUTHHBI
2. CtpykTypa u colepkanue ydeOHON TUCIUILITIHBI
2.1. O6bem yueOHOM AUCIMIUIMHBI U BUbI yueOHOM paboThI
2.2. TemaTudeckuil TUIaH U copiepkaHue yaeOHOM
JTUCITUTUTHHBI
3. YenmoBus — peanuzanuu  pabodyed  mporpaMmbl  yueOHOMU
JTUCITUTUTHHBI
3.1. TpeboBaHusI K MUHUMAJIbHOMY MaTe€pUaIbHO-
TEXHUYECKOMY 00€CTIeUeHUIO
3.2. UudopmanmornHoe obecrieueHne o0yaeHus
3.3. YcnoBus peanuzaiuu padodeid mporpamMmmsl JJis
WHBAJIUIOB U JIUI] C OTPAHNYECHHBIMU BO3MOXXHOCTSIMU 3/I0POBbS
4. KoHTpOJIb U OIIEHKa PEe3yIbTaTOB OCBOSHHUSI YueOHOM
JTUCITUTUTHHBI
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MuHHCTEpPCTBO HAyKH U BEICIIETO 00pa3oBanus Poccmiickoit ®enepanmn

DU

DenepanbHOE TOCYIapCTBEHHOE OIOKETHOE
00pa3oBaTesbHOE YIpEeKICHHUE BBICIIEr0 00pa30BaHUs

«Hensbunckuit rocynpaperBeHnsiii yausepcure» (PI'BOY BO «Henl V)

Komnemx Yenl'Y

Pa6ouas nporpamma mucrmmuinael OIL06 «/lokyMeHTanmoHHOE 00ecIeYeHHE YIIPaBICHHSI»
Crnenmansaoct 38.02.01 — DxoHomuKa 1 OyXraaTepckuil ydeT (1o oTpacisiM)
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Ilepsblii sKk3eMILIAp

KOITNA Ne

obOecrieyeHue

1. TacmopT mporpaMMbl y4eOHOM TUCHMILIMHBI

1.1.

ObJs1acTh NPUMEHEHUs POTrPAMMBbI

Pabouas mporpamma yue6HOM quctumnabl OI1.06 «JlokymeHTallMOHHOE

YHOPABJICHUA»  ABJISICTCS

qaCTbIO

nporpaMmbel  IIOATOTOBKH

CHELMATIUCTOB CpenHero 3BeHa B coorBercTBUUM ¢ PI'OC mo cneunasbHOCTH
38.02.01 DxoHoMuKa U OyxranTepckuil yuet (1o oTpacisim).

1.2. MecTo0 AUCHMILIHHBI

CIENMAJINCTOB CPeHEro 3BeHa
Hucuunnuaa OIL06 «JlokyMeHTaMOHHOE OO0ECIeUeHUE YIpaBICHUS»
ABJIsIETCS 00513aTEIbHON YacThIO 001eNPO(EeCCHOHATBHOIO IUKJIA.

B CTPYKType HNpOrpaMmmbl

nmoAroTOBKHU

1.3. Heaum u 3aga4yM OCBOeHMS Y4eOHON AMCHMUILIHHBI

B paMKax IMporpaMmabl y‘IC6H0ﬁ JUCHUITIITMHBI O6y‘-IaIOI_HI/IMI/ICH
OCBAMWBAIOTCA CICAYIOINC YMCHUA U 3HAHUS.

Kon

IIK, VYmenuns 3HaHHA

OK

OK 01 | Pacrio3naBath  3amauy w/wim  1poOnemy; | AKTyalbHBIM  NMPOGECCHOHANBHBIA U
aHAJIM3UPOBATh 3a/ady W/WiaUM MpoOJeMy U | COUMAIbHBIA  KOHTEKCT, OCHOBHbBIE
BBIJICNISATE €€ COCTaBHBbIE YAaCTH; OIPEAESATh | HCTOYHUKU MHGOPMALUU U PECYpPChl IS
JTambl ~ peUIeHWs  3a/Jayd;  BBIABIATH M | peUIeHUs  3amady ¥ OpodieM B
3¢ hexTHBHO HCKATh nHopmanumo, | npopeccHoHaTbHOM U COLUAIBHOM
HEOOXOMMYIO JUIsl pElIeHHs 3aJadd W/MIU | KOHTEKCTe; OCOOCHHOCTH  JICHEKHOTO
POOJIEMBI; oOparenus (hopMbl pacyeToB), MOHATHE
COCTaBHTb IJIaH JICHCTBUS U PEATU30BbIBATh €r0; | U CYIIHOCTh (PUHAHCOB, OCOOEHHOCTH
OTIpeJeIUTh HEOOXOAUMBIE PECYPCHI. B3aUMOJICHCTBUS U (DYHKIMOHUPOBAHUS

XO3SIUCTBYIOLTUX CyOBEKTOB,
(GbuHAHCOBBIE PECYPCHI XO3SHCTBYIOIIUX
CyOBEKTOB — CTPYKTYpa U COCTaB.

OK 02 | Onpenensats 3amgaun ais noucka uHpopmanuu; | Homenknarypa UH(POPMAIMOHHBIX
OTIPENEIIATh HE0OX0IUMbIe VCTOYHHUKHU | ICTOUHUKOB PUMEHSIEMbIX B
uHpOpMalMY; IUIAHUPOBAaTh MpOIECC IMOHUCKA; | MPOpecCHOHATbHOMN JESITENIBHOCTH;
CTPYKTYpUPOBaTh MOJIy4aeMyr HHGOPMAIHIO; | TPHEMbI CTPYKTYpUPOBaHUS
BBIICIATh Hamboyiee 3HAYMMOE B IepeuHe | MH(popMaruH.
uHpOpMalNH; OLIEHUBATh MPAKTUYECKYIO
3HaYMMOCTb Pe3yJbTaTOB MOUCKA; O0(GOPMIIATH
pe3yJIbTaThl IOUCKA.

OK 03 | Onpenenars aKTYyaJIbHOCTD HOopMaTuBHO- | CoJiepKaHuEe aKTyaJbHON HOpPMaTHUBHO-

MIPABOBOM JOKYMEHTALMU B MPOQecCHOHATHLHON
JESTEIBHOCTH;  NPUMEHATh  COBPEMEHHYIO

IIPAaBOBOM JOKYMEHTAIlMM; COBPEMEHHAas
Hay4Has U npogeccruoHaIbHas
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Ilepsblii sKk3eMILIAp

KOITNA Ne

HAyYHYIO MPO(ECCHOHATBHYIO TEPMHUHOJIOTHIO;
OIIpCACIIATD u BBICTpanBaThb TPACKTOPHU
podecCHOHATBHOTO pa3BUTHUSA u
camM000pa3oBaHMUSI.

TCPMHUHOJIOTUA; BO3MOXXHBIC TPAaCKTOPHUHN
npodeccnoHaTEHOTO pa3BUTHSA "
caMmo00pazoBaHusl.

OK 04

OpranuzoBbiBaTh  pabdOTy  KOJUIEKTHMBA U
KOMaH/Ibl; B3aUMOJICIICTBOBAaTh C KOJUJIETaMH,
PYKOBOJICTBOM, KIIMEHTaMH B xoJ1e
1pohecCHOHANTBHOU IEATETLHOCTH.

3HAYMMOCTh KOJIJIEKTUBHBIX PEIICHUH,
paboTtath B Tpymme Il PEIICHHs
CUTYallHOHHBIX 3aJaHUN.

OK 05

I'pamoTHO M3Narath CBOM MBICIU U O(QOPMIISATH
JOKYMEHTBI IO MPOo(eccHoHaNbHON TeMaTHKE Ha
roCyJapCTBEHHOM A3BIKE, MPOSIBIISATH
TOJIEPAHTHOCTh B pa00ueM KOJUICKTHUBE.

OcobeHHOCTH COIIMAILHOTO i
KYJIbTYPHOTO KOHTEKCTA, paBWIIa
0o(OpMIICHHSI JIOKYMEHTOB M TIOCTPOCHUS
YCTHBIX COOOIICHHH.

OK 09

[IpumenaTH cpeacTBa MH(OPMaLIMOHHBIX
TEXHOJIOTHI Uil pelieHus MpodecCHOHaIbHBIX
3aaq; WCTIOJB30BATh COBPEMEHHOE
porpaMMHOE o0OecTieueHue.

CoBpeMeHHBIE CpEICTBA M YCTpPOICTBA
nH(popMaTuzanmmy; MOPSIOK X
IMPUMCECHCHUA nu IporpaMMHOC
obecriedeHne B MpodecCHOHANbHON
JeATEILHOCTH.

OK 10

MOHUMATh OOIIUI CMBICT YETKO TIPOU3HECEHHBIX
BBICKa3bIBaHUI Ha W3BECTHBIC TEMBI
(mpodeccronabHble W OBITOBBIC), TOHUMATH
TEKCTHI Ha 0a3oBbIe MPO(ECCHOHATBHBIC TEMBI;
y4acTBOBaTh B JJMaJiOTax Ha 3HAKOMBIE OOIIHe U
npo(eCcCHOHANIBHBIE TEMBI, CTPOUTH MPOCTHIE
BBICKa3blBaHUSI O cebe ©W O  cBOeH
npo(eCCHOHAIBHOW  NESTEIbHOCTH;  KPaTKO
00OCHOBBIBaTh W OOBSCHUTH CBOU JICHCTBHS
(Tekymue W IUIaHHpPYEMbIE); IMHCaTh TPOCTHIC
CBSI3HBIC  COOOLICHHWS HA  3HAKOMBIC  HJIH
WHTEPECYIONIHE MPO(ECCHOHAIBHBIC TEMbI

npaBUja  TOCTPOCHUS  TPOCTHIX H
CJIO’KHBIX NPEITIOKCHU T Ha
npo()eCCHOHANIbHBIE TEMBI; OCHOBHBIC
001IeynoTpeOnTEbHBIC TJIaroJIbl
(6brTOBAsS " npodeccuoHanbHas
JICKCUKa);  JIEKCUYECKUH  MUHUMYM,
OTHOCSIIIUICS K OMHCAaHUIO IPEIMETOB,
Cpe/cTB u POIIECCOB
npoeCCHOHATEHOU JeSTEITbHOCTH,
0COOCHHOCTH TPOU3HOUICHHUS; TpPaBUIIA
YTEHUSI TEKCTOB  MPO(ECCHOHAIBHOM
HaIpaBJICHHOCTU

IIK 1.1

—pPUHUMATh  TPOM3BOJIBHBIC  TEPBUYHBIC
OyXrajTepcKue IOKyMEHTBI, pacCMaTpUBacMbIe
KakK MMChMEHHOE JI0OKA3aTeIbCTBO COBEPIICHUS
XO3SUCTBCHHOW OTICpallil WM  IOJyYCHUE
pas3pelicHus Ha ee TIPOBE/ICHNUE;

—OpUHMMAaTh  TEpPBUYHBIE  OyXrairepckue
JOKYMEHTBI Ha OyMa)XKHOM HOcHTene U (WIn) B
BHJIE JIEKTPOHHOTO JOKYMEHTA, MOJAMUCAHHOTO
ANEKTPOHHOM MOMKCHIO;

—TMpOBEepATh  HaJIM4YHEe B  IPOU3BOJBHBIX
NEPBUYHBIX  OyXraJTepCKUX  JOKyMEHTax
00s13aTeNbHBIX PEKBU3UTOB,;

—IIPOBOJIUTH bopMabHYIO IIPOBEPKY
JOKYMEHTOB,  IIPOBEPKY IO  CYLIECTBY,

apu(METHYECKYIO TPOBEPKY;

—o0mue TpeboBaHMUs K OyXTranTepcKoMy
y4eTy B 4aCTH JOKYMEHTHPOBAHHS BCEX
XO3SIICTBEHHBIX JEWCTBHH M OTIEPALINii;
—TMOHATHE TEPBUYHON OyXranarepckoi
JOKyMEHTAIHIH;

— OIpezieNieHne
OyXranaTepcKuX JOKyMEHTOB;
—GopMBl  TIEPBUYHBIX OyXTaJTepCKUX
JOKYMEHTOB, COZIEPIKaIINX
o0s3aTeNbHbIE PEKBU3UTHI MEPBUYHOIO
YUYETHOTO JIOKYMEHTA;

INEPBHUYHBIX

—IOPAJOK  TPOBEIEHUS  INPOBEPKU
HNEePBUYHBIX OyXraiaTepcKux
JOKYMEHTOB, (hopMaibHONH HPOBEPKU

JOKYMCHTOB, IIPOBCPKHU II0 CYHICCTBY,

© PIre0Y BO (Uenl'Y»
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— IIPOBOJUTH TPYIIIUPOBKY HEPBUYHBLIX | APU(PMETHYECKON IPOBEPKH;
OyXraJITepCKUX  JIOKyMEHTOB 1o pAny | —HNPUHIUIBI U IPU3HAKU TPYIIIUPOBKU
IIPU3HAKOB; [IEPBUYHBIX OyXrajaTepcKux
—IPOBOAUTHL  TAaKCUPOBKY U  KOHTUPOBKY | JAOKYMEHTOB;
MEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTOB; —IOPSAIOK IPOBEAEHUS TAKCUPOBKU U
— OPraHU30BBIBATH IOKYyMEHTOOOOPOT; KOHTHPOBKH MEPBUYHBIX OyXraaTepCKux
—pa30uparbCcsi B HOMEHKJIAType JIe; MOKYMCHTOB;
—3aHOCHUTH JAaHHBIE II0 CrPYINUPOBAHHBIM | —IOPANOK  COCTABICHHUA  PETUCTPOB
JOKyMEHTaM B PETHCTPhl  OyXranTepckoro | OYXTaiTepckoro ydera;
y4era; —IpaBuia 51 CPOKH XpaHEHHUS
—TmepenaBaTh  MepBMYHBIE  OyXxrantepckue | HEPBHYHOM Oyxranrepckoit
JOKYMEHTBI B TEKYILIUN OyXrajJTepCcKHUil apXuB; MOKYMCHTAIH.
—nepefaBaTh  MEpBUYHBIE  OyXrajiaTepckue
JOKYMEHTBl B  MOCTOSIHHBIA ~ apXWB IO

HUCTCUCHUHN YCTAHOBJICHHOI'O CPOKa XpaHCHU A,

— UCTIPABIISATH OLIMOKHU B MEPBUYHBIX
OyXTaJaTepCKUX JTOKYMEHTAX;

—TNOHMMAaTh M aHaJIM3UPOBaTh IIJIaH CYETOB
OyXraJaTepcKoro ydera (hrHAHCOBO-
XO3SIMCTBEHHOM JIEATEIIbHOCTH OpraHu3aIni.

© PIre0Y BO (Uenl'Y»
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‘ KOIIUS Ne

1.4. Kontu4yecTBO 4aCOB HA OCBOEHHE MPOTrPAMMbI THCHUNIHHBI:
MaxkcumanbHas yueOHasi Harpy3ka oOydarorierocst — 50 4acoB, B TOM YuCIIe:
oOs13aTenbHas aymuTopHas yueOHasi Harpy3ka oOydaromerocsi — 48 4acos;
camMocCTosITeNbHasl paboTa 00yJaroerocs — He MpeayCMOTpeHa

2. CTpPyKTYpa u cofep:kaHue y4eOHO! JUCHUNIHMHBI

2.1. O0beM y4eOHO# TUCHMIIIMHBI U BU/IbI Y4eOHO# padoThl

Bup yyeOHol padoThI

O0BbeM yacoB

MaxkcumasbHas yueOHasi Harpy3ka (Bcero) 50
Oobs13aTeibHasi ayniuTOpHAsi Yy4eOHasi Harpy3ka 48
(Bcero)

B TOM YHCJIE:

TeopeTnueckue 3aHITHS 24
[IpakTuueckue 3aHATUS 24

CamocTosiTesibHasi padoTa o0yuyaronierocsi (Bcero)

IIpoMe:kyTOuHAS aTTeCTANMA
Ha 6a3e OOO - 6 cemecTp
Ha 6a3e COO — 3 cemecTp

JAuddepeHunpoBaHHbIi
3auet (6 cemecTp)

2.2. TemaTtuvyeckuii IJIAH M COePKaHUe Y4eOHOH TUCIHMIIJIMHBI

HaumeHoBaHue pa3/ieioB Conep:xanue y4yeOHOT 0 Oo0BeM Koapl
H TeM MaTepuaJa JacoB | KOMIIETEeHIIHIi,
¢popmupoBanmnio
KOTOPBIX
crocoo0cTByer
3JIEMEHT
NMPOrpamMMbl
Tema 1. 3HaucHHne u COZIEpKaHNE OK 01, OK 02,
BBenenue. lokymeHnT u JUCLHUILINHBI OK 03, OK 09,
CUCTeMAa JOKYMEHTAL UM «/lokymMeHTallMOHHOE OK 10,IIK 1.1
obecrieueHue YIPABICHUS».
[ToHsiTHE TEPMHUHOB «IOKYMEHT, 5
«TOKyMEHTUPOBAHUE,
«TOKyMEHTAIMOHHOE 0OecreueHne
yhopaBieHus». YHUGUKAUS U
CTaHJapPTU3AIUN YIIPABICHUECKIX
JIOKYMEHTOB
Tema 2. 1. Opranu3zaloHHbIE 4 OK 01, OK 02,
Oprann3anmuoHHoO- JOKYMEHTBI - yCTas, OK 04, OK 05,

© PIre0Y BO (Uenl'Y»
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pacnopsiiuTe/lbHbIE yUpEeAUTEIIbHbIC JIOTOBOP, OK 09, OK 10,
AOKYMEHTBI nosioxkeHue.  PacnopsaurenbHble IK 1.1

JIOKYMEHTBI — MpHKa3s,

pacropsiKeHue, yKa3aHue,

MOCTAHOBJICHUE, pernieHue,

WHCTPYKIIHUS, TTPOTOKOJ.

2. CnpaBoyHo-

uH(pOpMAITMOHHBIE  JTOKYMEHTHI:

ciyxeOHas 3aImcKa,

OOBLSICHUTENLHAST  3alMCcKa, aKT,

CIIpaBKa, CIy)KEOHBIC MHChMa

IIpakTnyeckoe 3aHATHE.

CocraBnenne u  odopmieHue

pacropsiKeHus
Tema 3. JlokymeHTHpOBaHUE TPYIOBBIX OK 02, OK 04,
KaapoBasi fokyMeHTauMs | IPaBOOTHOIIECHUM. Cocrasn Hu OK 05, OK 09,

0COOEHHOCTH ohopMIIeHUS OK 10

JOKYMEHTOB T10 JINYHOMY COCTAaBY.

2.KoMmmiexToBanue JIUYHOrO HAeja.

ABToOHOTrpadusi. Pestome.

3asBieHUE O TpuUeMe Ha padoTy.

[Tpukasel 0 JIMYHOMY COCTAaBY.

IIpakTnyeckoe 3aHATHE.

Odopminenue MIPUKA30B 1o

JUYHOMY COCTaBY.

IIpakTnyeckoe 3aHsTHE.

Odopmienue cripaBok, TOKIaTHOM

U CIIy>KeOHOM 3alMCcKH, aKTa.

IIpakTn4yeckoe 3aHATHE.

Odopmnenue TPYAOBOTO

JOTOBOpa, TMpHKa3a O MpHeMe Ha

paboty, odopmMmieHue TpPyIOBOI

KHIKKU.
Tema 4. 1.I1ousTus JIOTOBOpA. Bunasr OK 01-05,
JorosopHo-npaBoBas JIOTOBOPOB. OK 09, OK 10
AOKYMeHTAIUsl 2.IlpaBuna odopmieHus

MPETEH3UOHHBIX MHCEM.

@opMyssip UCKOBOTO 3asIBJICHUS,

TpeOOBaHHUs K €r0 0(POPMIICHUIO

IIpakTH4eckoe 3aHATHE.

Odopmnenne aoroBopa KyIUTH-

MPOAAKHU
Tema 5. 1.CoctraB u  yuer  oObema OK 01, OK 0.2,
IMonsiTHeE JOKYMEHTO000pOTa MPEANPUSTHI. OK 04, OK 0.5,
AOKYMEHT0000poTA, Opranuzanus paboTel ¢ BXOJSIICH, OK 09, OK 10,
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JIOKYMEHTAaIen
2. ba3pl gaHHBIX A9 XpaHEHUS
TOKyMeHTOB. PaboTa ¢ 3ampocamu.
Pa6ora c 3NIEKTPOHHBIMU
JIOKYMEHTaMHU.
Tema 6. 1.Homenknarypa hi(Sh) 4 OK 01-0.5,
Opranun3anus NunuBunyanbpHbIE, CBOJIHEIE, OK 09, OK 10,
ONEePaTHBHOIO U [IPUMEPHBIE U TUIIOBBIE IIK 1.1
ApXUBHOI0 XpaHEHU S HOMEHKJIATyphbI JIE]T.
JOKYMEHTOB 2.IlogroroBka " MOPSJIOK
nepenadu Jen B apXUB.
3akoHonaTebHLIE aKTEI u
HOPMAaTHUBHO-METOINYECKUE
JIOKYMEHTBI o apXUBHOMY
XPaHEHUIO JOKYMEHTOB.
IIpoMe:xxyTOouHAas1 aTTeCTAMS — 2

au(ppepeHIIUPOBAHHDbIN 324€T
Ha 6aze OOO - 3 cemecTp
Ha 6aze COO — 1 cemecTp

Bcero: 32

Jist  XapakTepUCTHUKMA  YPOBHS ~ OCBOGHHUA  Y4eOHOro  marepuania
UCTIONB3YIOTCA CIEAYIONNE 0003HAYCHUS !

1 — o3HaKOMUTEIBHBIN (Y3HABaHHE paHEEe N3YICHHBIX OOBEKTOB, CBOHCTB);

2 — peTIPOAYKTUBHBIN  (BBINIOJHEHUWE  JICSITENIBHOCTH MO  00pasity,
WHCTPYKIIMH WU TI0J] PYKOBOZCTBOM);

3 — IPOAYKTUBHBIN (TUTAHUPOBAHWE ¥ CaMOCTOSTEIHHOE BBITIOJIHCHHE
JeSITEHbHOCTH, PEIlIeHNEe TPOOIEMHBIX 3a/1a4).

3. YciioBus peanu3anuu paéodeid nporpaMmbl JUCHUILTHHBI

3.1. TpeOoBanuss K MHHHUMAJBHOMY MAaTepPUAJIbHO-TEXHUYECKOMY
o0ecreYyeHuIo

Jlns  peanusanuu  MPOTpaMMbl  YICOHOW  AUCHUILIMHBI  MPETyCMOTPEHO
CIICIMAJIBHOE  TIOMEIICHUEe:  KaOuHeT  «J/[OKyMEeHTallMOHHOTO  OOeCIeUCHHS
yIpaBJICHUS», OCHAIIEHHBI 000pyT0BaHUEM

- MOCAJI0YHBIC MECTA 110 KOJIMUECTBY 00YUaFOIIMXCS,

- pabouee MecTo MpernoaaBaTes,

- IOCKa,

- CTCH/IHI,

- TUJIAKTUYECKUI MaTepHa,
© ®I'BOY BO «Uenl'Y»
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TEXHUYECKUMU CPEIICTBAMH OOYUCHHUS:
- KOMIIBIOTEPHI,

- MYJIBTUMEINITHOE 000PY/I0BaHMUE,

- IPUHTED.

ITomenienust naas  CaMOCTOSITENBHOM pabOThl  OOy4aIOLIUXCS OCHAILEHBI
KOMITBIOTEPHON TEXHMKOM C BO3MOXHOCTBIO TMOJAKIIOUEHUS K HHPOPMALMOHHO-
TEJIeKOMMYHUKaMOHHOM cetn "WuTepHer" wu oOecrneyeHueM JOCTyna B
ANIEKTPOHHYK  HMH(OPMAlMOHHO-00PA30BaTENbHYI0  cpeny  00pa3oBaTeabHOU
opraHuzauuu (Ipy HAJIUYUK).

3.2. HudopmanuonHoe odecnevyeHne 00yueHuUs

[lepeueHb peKOMEHAYEeMBIX YYCOHBIX W3AaHWK, VHTEpHET-pecypcoB,
JIOTIOTHUTEIILHOM JINTEPATyPhI:

3.2.1 OcHoBHas nuTeparypa:

1. Kopuee, MW. K. JlokymeHTallmoHHOE  OOECIIEUeHHUE  YIPABJICHUS :
y4eOHUK M MPAKTUKYM [UIS CpPEIHEro MNpoQecCHOHATBHOTO o0Opa3oBaHus /
N. K. Kopnees, A. B. Ilmenko, B. A. Mamypnes. — 3-¢ wu3m., nepepad. u
JIOIL. — MockBa : U3narenscTBO FOpaiir, 2025. — 438 c. —
(ITpodeccuonanvuoe obpaszoanue). — ISBN 978-5-534-16002-4. — Texkcr
anekTpoHHbI  //  OOpazoBarenbHass minatdopma  FOpaiit  [caiit]. —
URL.: https://urait.ru/bcode/563193

2. Adynamze, JI.T. JlokyMeHTanmoHHOEe oOecriedeHUEe  yIpaBJIeHUS
NEPCOHAJIOM : YYEeOHUK M TPAKTUKYM A CpelHero mnpodecCHOHATBHOTO
obpazoBanus / JI. I'. AGynanze, U. b. Bempsokkuna, B. M. Macnosa. — 3-e usn.,
nepepad. u gon. — Mocksa : M3gatensctBo IOpaiit, 2025. — 374 c. —
(ITpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-16657-6. — Tekcr
aNMeKTpoHHBI  //  OOpazoBarenbHass minatdopma  FOpaiit  [caiit]. —
URL: https://urait.ru/bcode/562146

3. Hoponuna, JI. A. JlokymeHTarmoHHOE OOECIICEUYECHUE YIPABJICHHUS :
YU4EeOHWK ¥ TPAKTUKYM JJIsi CpPEJHEro MpodecCHOHAIBHOTO o0pa3oBaHus /
JI. A. loponuna, B. C. UputukoBa. — 2-e¢ u3xd., nmepepad. u gom. — MockBsa :

NznaTenbcTBO FOpaiir, 2025. — 270 c. — (ITpodeccuonanpHoe
obOpazoBanue). — ISBN 978-5-534-16017-8. — Tekct : dSneKTpOHHBIA //
O6pa3zoBarenbHas miatgopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/563264

3.2.2 TlevarHble yuyeOHbIC U3aHUS TOMIOTHUTEIBHOMN JIUTEPATYPHI:

1. A6ymamze J. TI. JlokyMeHTallmoHHOEe OOecCleueHrue YIpaBICHUS
nepconan : yueOHuk u npaktukym st CI1IO — M.: FOpaiit, 2025 — 299 c.
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2. lokyMeHTOOOOpOoT B OyxrantepckoM u HamoroBom yuere / I'. IO.
KacesaoBa — M.: ABAK, 2016 — 832 c.

3. bacako M. U. Jlemonpous3BoacTBo [JlokymeHTallmoHHOE O0ecreueHue
ynpasnenus]: yueonuk — PocroB H/[l: ®denuxc, 2024 — 367 c. — (Cpenuee
npodeccroHaabHOe 00pa30BaHUE)

4. Kopnees U. K. OcHOBEHI f1e710NPOU3BOACTBA: YICOHUK — M.

5. byxrantepckas ¢uHaHcoBast 0T4eTHOCTH / 1iof pea. A. U. Heuuraiino u
JI. ®. ®omunoit — PoctoB H//]: denuke, 2024 — 654, [1] c.

6. lemOunkas E.B. JlokymeHTarimoHHOE OOECIEUCHHE YMPaBICHUS.
Metoaudeckue yKa3aHusl K BBITTOJTHEHUIO MPAKTHYECKUX 3aHSATUM I CTY/ICHTOB
ouHoi  QGopmbl  0OyueHHs  00pa30BaTEIBHBIX  YUPEKACHUH  CpETHEro
npodeccronaapHoro obpaszoBanus crenuanbHocTH 38.02.01 DkoHOMHKA W
Oyxrantepckuit yuet (o orpacisam) - HmwkneBaprosck: HHT (dbunuan) ®I'bOY
BO «tOI'Y», 2019

7. Ilepuognueckoe uznanue: XKypHan «byxraaTepckuil y4eT U HaJIOTH»

8. [lepuonnueckoe wuzmanue: KypHanm s OyXrajaTepoB OIOKETHBIX,
Ka3eHHBIX, aBTOHOMHBIX YUPEKICHUHN «YUueT B 00pa3oBaHU

9. Ilepuoamyeckoe uzmanue: TeopeTHUYECKUH M HAYYHO-METOIMYCCKUM
xypHan «Cpennee nmpodeccruonansHoe oopazoBanue» + [punoxenue

3.2.3 DnexTpoHHBbIC y4YEeOHBIC H3MAHHUS JIOMOJHUTECIBHON JUTEpaTypHI,
MUMEIOIIUECS B AJIEKTPOHHOM KaTalloTe JIEKTPOHHO-OMOINOTEYHON CUCTEMBI:

1.JlenkeBuu JI. A. Jlenonpou3BOJCTBO: YUEOHUK JUIS CTYA. YUPEKIACHUN
cpen. npod. obOpazoBanus - M.: Akamemus, 2019 — 256 c. [DnexTpoHHBIN
pecypc; Pexxum nocryna http://www.academia-moscow.ru]

2. IysanoBa, H. H. [lokymeHTanmuoHHOE oOOecieYeHne YIPaBICHHUS :
y4eOHMK 111 cpeaHero nmpodeccuonanpHoro obpasoanus / H. H. IllyBanoBa. —
3-e u3n., nepepad. u qon. — Mocksa : M3matensctBo HOpaiit, 2025. — 234 c. —
(ITpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-20349-3. — Texkcr
anekTpoHHbI  //  OOpasoBarenpHass miatdpopma  FOpaiit  [caiit]. —
URL: https://urait.ru/bcode/561049

3. Ky3nenos, MW. H. JlokymeHTanmOHHOE OOECICUYCHUE YIIPABICHHMS.
JIOKyMEeHTOOOOPOT U JIETOMPOU3BOACTBO : YUCOHUK W MPAKTUKYM IS CPETHETO
npodeccuonansHoro obpaszosanus / U. H. Ky3nenos. — 5-¢ u3a., mepepad. u
IOM. — Mockaa : U3narenscTBO FOpaiir, 2025. — 425 c. —
(ITpodeccuonanpHoe obOpazoBanme). — ISBN 978-5-534-20025-6. — Teker
anekTpoHHbI  //  OOpasoBarenbHass miargpopma  IOpaitit  [cailT]. —
URL: https://urait.ru/bcode/581141

© PIre0Y BO (Uenl'Y»



https://urait.ru/bcode/561049
https://urait.ru/bcode/581141

MuHHCTEpPCTBO HAyKH U BEICIIETO 00pa3oBanus Poccmiickoit ®enepanmn
DenepanbHOE rocyapCTBEHHOE OI0DKETHOE

@’} 00pa3oBaTesbHOE YIpEeKICHHUE BBICIIEr0 00pa30BaHUs
«Hensbunckuit rocynpaperBeHnsiii yausepcure» (PI'BOY BO «Henl V)
Komnemx Yenl'Y

Pa6ouas nporpamma mucrmmuinael OIL06 «/lokyMeHTanmoHHOE 00ecIeYeHHE YIIPaBICHHSI»
Crnenmansaoct 38.02.01 — DxoHomuKa 1 OyXraaTepckuil ydeT (1o oTpacisiM)

Bepcus nokymenra - 1 ‘ crp. 12 u3 17 | Ilepsblii sKk3eMILIAp KOITNA Ne

3.3. YciaoBus peajqu3anum padouyeid nporpaMMsbl JJ1si HHBAJIHUI0B U
JIMI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH 310POBbSI

OOyueHne WHBAIWAOB W JIMI] C OrPAaHUYEHHBIMU BO3MOXKHOCTSIMU
3J10POBbSI OPTaHU30BAHO COBMECTHO C APYTMMH O0YUYaIOIIUMHUCS.

Jlns ocBOoeHUs IUCHUIUIMHBI B (oHIe OUOIUOTEKHM U DJIEKTPOHHO-
OMOJIMOTEUHBIX CHCTEMax HWMEETCS OCHOBHAas U JIOMOJHUTEIbHAs YyueOHas
JUTEepaTypa B BUJIE DJIEKTPOHHBIX JOKYMEHTOB.

B nexuuoHHBIX ayguTopusix O0OOpYyIOBaHBI CIEHUAIBHBIE MeECTa ¢
BO3MOYKHOCTBIO Pa3MEIICHUSI CTYJICHTOB Ha KPECIE-KOISCKE U MOAKIIOYEHHUS K
AIEKTPUUYECKON CETH TEXHUYECKUX CPEACTB OOyUCHHS.

[Ipu mnpoBeaeHuM TpOIEAYPHl OIICHUBAHHS PE3yJbTaTOB OOy4YCHUS
WHBAJIUJIOB W  JIMI] C  OTPAHUYCHHBIMH  BO3MOXKHOCTSAMH  3JIOPOBBS
peayCMaTPUBAETCS UCTIONBb30BAHUE TEXHUUECKUX CPEJICTB, HEOOXOAMMBIX UM B
CBSI3M C UX WUHIWMBHUIYATbHBIMU OCOOCHHOCTSIMU. [[aHHBIE TEXHHUYECKHE CPEICTBA
MOTYT OBITh TMpeACTaBiIeHbl PernoHanbHBIM  y4eOHO-HAYYHBIM IIEHTPOM
WHKIIFO3UBHOTO 00pa3oBanus Yenl'V.

3.4. B cnyyae peanuzanuu JUCHUIUIMHBI C UCTIOIB30BAHUEM SJIEKTPOHHOTO
oOydeHMs,  JUCTAHIIMOHHBIX  00pa30BaTENbHBIX  TEXHOJOTMH  OOIIeHHE
oOydJarommxcs | TMpenojaBaTeNis OCYIIECTBIACTCS B PEXKUME peaJbHOTro
BpEMEHU OHJIAWH-JIEKIIMU  (BEOMHApbI), YaThl, BUACOKOH(PEPEHIIUU WIU
otnoxkeHHoro BpemeHu (Moodle, dbopymbl, 2JIEKTpOHHAS IOYTa, COIMATLHBIC
CETU, MECCEHJIKEPHI).

Bonpimyto dacte BpeMeHH 0OydYarolmuecss CaMOCTOSATENIBHO paboTaloT C
yaeOHO-MeToauYeckuMu ~ MatepuanaMu. CTyIeHTbI HMEIT BO3MOXKHOCTH
KOHCYJIbTUPOBAThCSA C TPENoAaBaTeIeM IO BCEM BOMPOCaM, BO3ZHUKAIOIIMM B
XOJIE CaMOCTOSTENbHOU paboThl mocpenctBoM Moodle, popymoB, 3eKTpoOHHOM
MOYTHI, COITUATBHBIX CETEH, MECCEHIKEPOB.

Hoctyn oOydarommxcst K y4eOHBIM pecypcaM B PEXHUME OTI0KEHHOTO
BPEMEHHU, CAMOCTOSITEIbHOW PAaOOThI OCYIIECTBISICTCS 4Yepe3 CETh MHTEPHET B
yIOOHOM JIJIsl HETO MECTe, BpEMEHHU U TeMIIE.

l'ocymapcTBeHHass UTOroBasi aTTECTAIUsl MPOBOIUTCA B (HOpME 3alIuThI
BBITTYCKHOM KBATH(UKAIMOHHON pabOThI (IUIIIIOMHON paOOThl HIIH JUTUIOMHOTO
MIPOEKTA).

I[To ycmoTpenuto o0pa3oBaTENbHOM OpraHU3allUM JEMOHCTPAITMOHHBIN
DK3aMEH BKJIIOYAETCS B BBIMYCKHYIO KBAIH(DHUKAMOHHYIO pabOThl WU
MIPOBOJIUTCS B BHUJIC TOCYAAPCTBEHHOT'O SK3aMEHa.

4, KOHTpOJIb 1 OLICHKA pe3yJabTaTOB OCBOCHUA JTHCIHHUIIIMHBI
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KonTponb u olleHKa pe3yabTaTOB OCBOCHUS Y4Ye€OHOW IUCIUIUIMHBI
OCYUIECTBJISIETCS TpEIoiaBareIeM B MPOLEcCe MPOBEAEHUS MPAKTUYECKUX
3aHATHH, MU PEepeHInPOBAHHOTO 3a4€Ta, a TAKKE BBIMOJHEHUS 00y4arolIMMUCs

WHIAUBUAYAJIbHBIX

3aJIaHuH,

ITPOCKTOB,

HUCCJIEIOBAHUM.

Pe3yabTaTnl 00y4yeHus

Kpurtepnu onenku

MeToabl OLIEHKH

B pe3ynbraTte 0OCBOCHHS TUCIUTUINHBI
00yJaroIuiCs TOJKESH 3HAMb.
aKTyalbHBIM mpodeccnoHalbHBI U
COIMAJILHBIA KOHTEKCT, B KOTOPOM
MPUXOJUTCA  paboTaTh W IKHTH;
OCHOBHBIC UCTOYHUKH MH(POPMAITUH U
pecypchl  JUISL  pemIeHus 3ajad |
mpo6sieM B MpoheCCHOHATBHOM H/HITH
COILIMAJILHOM KOHTEKCTE;

QITOPUTMBI  BBIMOJIHEHUS pPadOT B
npodeCCHOHAIBHOM W CMEKHBIX
obmacTsax;  MeTombl  paboOTBI B
npodeCCHOHATBHOM W CMEKHBIX
chepax; CTpYKTypy IUIaHa  JUIS
pelieHus 3aJay; TOPSAIOK OLIEHKH
pe3yNnbTaToOB pelieHus 3a1a4u
npodeccuoHaIbHON 1eATEIbHOCTH
HOMEHKJIaTypa MH(OPMAIIMOHHBIX
HMCTOYHUKOB MPUMEHSIEMbIX B
npodeccuoHaIbHON  AESTEeITbHOCTH;
MIPUEMBI CTPYKTYPHPOBaHUS
nHpopmaruu; ¢opmMar odopMIICHUS
pe3yNnbTaToB MOUCKa UH(popMauu

COJICpKaHKe aKTyaJbHOM
HOpPMaTHBHO-IIPABOBOI
JOKYMEHTAIUH; COBpEMCHHAs
Hay4Hast u npodeccuoHaIbHas
TEPMUHOJIOTHS; BO3MOYKHEIE
TPaeKTOPUHU npoeCcCHOHATLHOTO
pa3BUTHS U CaMOOOPa30BaHHUsI
IICUXOJOTHYECKHE OCHOBBI
NEATELHOCTH KOJIJIEKTHBA,
IICUXOJOIHYECKHE 0COOEHHOCTH
JINYHOCTH; OCHOBBI MPOCKTHOMN
NEATEILHOCTH

0COOEHHOCTHU COLIMAILHOTO 51
KyJbTYPHOTO KOHTEKCTa;, IpaBuia

pacro3HaBaHue QITOPUTMOB
BBITIOJTHCHUS pabot B
po(heCcCHOHATBPHON U CMEKHBIX
00J1acTAX; ONpeieNIeHne METOIOB
paboTsl B MPOGECCHOHATBHOU |
CMEXHBIX chepax; BBIOOD
OTIPENICIICHUE ONTHUMAaNIbHOHI
CTPYKTYpBI TUTAaHA JUTSl PEIICHUS
3aJa4; [OHUMaHWe  MOopsAJKa
OIICHKM pe3yJbTaTOB pelIeHUs
3aa4y npodeCCuOHATBHOU
NeSITeTLHOCTH; BBIOOP Hamboiee
OTNTUMAJIbHBIX HMCTOYHUKOB
uHpopMaluu W PEeCcypcoB s
peumieHus 3agad U mpoOiieM B
poeCCHOHAITBHOM u/vnm
COLIMAIILHOM KOHTEKCTE;
OpUEHTUPOBAaHUE B aKTyaJlbHOU
HOPMAaTUBHO-TIPABOBOM

JOKYMEHTAIlluu;  COBPEMEHHOM
HAy4yHOU U TpodeCcCHOHATBHON
TEPMHUHOJIOTHH; MOHUMAaHHe
MICUXOJIOTHUECKUX OCHOB
JEeSITeIbHOCTH KOJIJIEKTHBA,
MICUXOJIOTHYECKUX 0COOEHHOCTEH
JUYHOCTH; BJaJICHUE 3HAHHUIMHU
OCHOB paboOThl C JOKYMEHTaMHU,
MOJATOTOBKH YCTHBIX u
MUCHMEHHBIX COOOIIIEeHUI;
3HAaHHE€ OCHOB KOMIIBIOTEPHOM

IPaMOTHOCTH; 3HAHHE MPaBUI
HalMCaHUs W TNPOU3HOLICHUS
CJIOB, B T.4. U
npoecCHOHATBLHOMN JIEKCUKH.

3Hanue  ¢GopM  MEPBUYHBIX
OyXranTepcKux JOKYMEHTOB,
COJIEpPYKAHHUS TaKou

OrneHka
pe3ynbTaToOB
BBITIOJTHEHHS
MPAKTHICCKHX
pabor.

Omenka
BBITIOJTHEHHS
CaMOCTOSITEILHBIX
pabor.

Tecr.

VYcTHbli onpoc.
[TnceMeHHBIN
ormpoc.
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odopmieHHS JIOKyMEHTOB U | TOKyMEHTAIIUH, MOHUMAaHHE
MIOCTPOEHHUSI YCTHBIX COOOIIEHUH. cnenuuku paboThI c
IPaMOTHO H3JIaraTb CBOM MBICIH W | IEPBUYHBIMH  OyXTalTepCKHUMHU
opopMIIATH JOKYMEHTbI 10 | JOKYMEHTaMHu
npodecCHOHANBHOM  TEeMaThKe Ha
rOCy/lapCTBEHHOM SI3bIKE, MPOSIBIISTH
TOJIEPAaHTHOCTh B pabouem
KOJUIEKTHBE

COBPEMEHHBIE CPEJICTBA U YCTPONCTBA
nHbOpMATH3aWK;  TOPSIOK  HX
MIPUMCHCHHS " IPOrpaMMHOE
obecnieueHre B MpodecCHOHATBHON
NesITeNIbHOCTH

MpaBWJIa TOCTPOEHUSI TMPOCTHIX H
CIIOKHBIX MIpeI0KEHU N Ha
npodeccruoHalIbHbIE TEMbI; OCHOBHBIE
001IeymoTpeOnTEIbHBIC TJ1aroJibl
(6prToBast  w  mpodeccruoHambHAs
JIEKCUKA); JIEKCHUYECKUH MUHUMYM,
OTHOCSIIIUICS K OTIMCAHUIO
MPEeIMETOB, CPEACTB U TMPOIECCOB
npodeccHoOHAIbHON  AESTEeIbHOCTH;
0COOEHHOCTHU MIPOU3HOIICHUS;
IpaBuIIa YTEHUS TEKCTOB
npodeccuoHaIbHON HAaINpPaBICHHOCTH
obmue TpeOOBaHUS K
OyxraiarepckoMy ydery B 4acTH
JOKYMEHTUPOBaHUS BCEX
X03IMCTBEHHBIX JNENCTBUN "
orepalui;

MOHATHE TEePBUYHOU OyXTranTepckoin
JOKYMEHTAIINH;

onpeseNneHue MEePBUYHBIX
OyXranTepcKux JOKyMEHTOB;

(GopMBI TIEPBUYHBIX OyXralTepcKux
JOKYMEHTOB, COJIepKaLINX
o0s3aTeNbHbIE PEKBU3UTHI
MIEPBUYHOT0 YYETHOIO JOKYMEHTA,
NOPSAZOK  MPOBEACHUS  IPOBEPKU
MEePBUYHBIX OyXrajaTepcKux
JOKYMEHTOB, (hopManbHOW MpPOBEpKU
JOKYMEHTOB, ITPOBEPKU IO CYLIECTBY,
apu(pMETHYECKON MTPOBEPKH;
MPUHIIUIBI U PU3HAKU TPYIIHPOBKU
MIePBUYHBIX OyXrajnTepcKux
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JIOKYMEHTOB;
MOPSIIOK TPOBEJICHUSI TAKCHPOBKU H
KOHTHPOBKH MIEPBUYHBIX
OyXTraJTepCKUX TIOKYMECHTOB;
MOPSIZIOK  COCTaBJICHUSI  PETUCTPOB
OyXrajTepckoro y4era;
MpaBWJIa W CPOKH  XpaHEHUs
IIEpBUYHOMN OyXxrajirepckoit
JOKYMEHTAITU!
B pesynpTaTe 0CBOEHUS TUCHUIUIMHBI | BIAJICHUE akTyanpHbIMH | OIIeHKa
00YJarOIIUICS TOJDKEH yMenb: MEeTOIaMu paboThl B | pe3yJabTaTOB
pacro3HaBaTh 3amaqy u/vmd | Tpo(eCCHOHATBPHOW M CMEXHBIX | BBITIOJTHCHHS
npobseMy B mpodeccuoHaIbHOM | cdepax; 3 PEeKTUBHOE | MPAKTUIECKUX
W/ COIMATIBHOM KOHTEKCTE; | BBISBICHUC u TOUCK | paboT.
aHAITM3UPOBATH 3amaqy u/unu | “tHPOpPMaIuH, cocraBienue | OneHka
po0JieMy W BBIICIATH €€ COCTAaBHBIC | ONTUMAIBHOTO IIaHA JICHCTBUM, | BHITIOJTHCHHS
YacTH; OMNpENeNsTh JTallbl PEIICHUS | aHaJUu3  HEOOXOJUMBIX  JJISl | CAMOCTOSITENIbHBIX
3a/1auu; BBIABIATH W 3(PQPEKTUBHO | BHITIOJHEHUS 3a7aHUs, PECYPCOB; | padoT.
HCKaTh MH(POPMAINIO, HEOOXOIUMYIO | OCYIIECTBICHUE Tecr.
TUIA peleHus 3a1a4n A/WIIH | NCCIIENOBATEILCKOM YcrHblii onpoc.
pOOJIEMBI; NeATEeNIbHOCTH, mnpuBoAsauied K | [TucbmeHHbIN
COCTaBUTH I1aH NEUCTBUS; | ONTUMAJILHOMY pe3ynbTary; | onpoc.
OTpeeNIUTh HEOOXOAUMBIE PECYpPChl; | IEMOHCTpalusi  THOKOCTH B
BIIAJIETh  AKTyaJlbHBIMH  METOAAaMH | OOIIEHUU c KOJUIETaMH,
paboTel B MpodeCCHOHATBHOW U | pyKOBOJCTBOM, MOJYMHEHHBIMU
CMEXHBIX  cepax;  peanu3oBaTh | U 3aKa3uMKaMH;  [PUMEHEHHE
COCTaBJICHHBIA  IJIaH;  OLIGHUBATH | CPENICTB UH(GOPMaIIMOHHBIX
pe3ynbTaT M IMOCIEACTBUS CBOUX | TEXHOJOTMH s  pelieHus
JNeUCTBUM (CaMOCTOSITENNFHO WIIKM € | MPOECCHOHANBHBIX 3azauy;
MOMOIIBI0 HACTABHUKA) 3¢ (deKTUBHOE  HCIOJb30BAHHE
OTpeNeNnsaTh 3aJayd JUis [OUCKA | COBPEMEHHOTO  IPOTPaMMHOIO
uHpopmanuu; OTPENENATh | 0OecTeyeHus; KpPaTko M YETKO
HE0OXO0TUMBIE UCTOYHUKHU | GOpMYIUpOBaTH CBOU MBICIH,
uH(popMallUY; TJIAHUPOBATh MPOIECC | U3MaraTh HMX JAOCTYIMHBIM IS
TIOUCKA; CTPYKTYpUPOBAThH | IOHUMAaHUS croco6oMm;
MIOJIy4aEM YO uHpopmalmio; | 3 peKTUBHASL pabota c
BBIZICNISATh Haubosee 3HAUYUMOE B | MEPBUYHBIMU  OyXTanTEPCKUMHU
nepeyHe MHQOpMAIKMK;, OIIEHUBATH | JOKYyMEHTaMU
MPAKTHYECKYIO 3HAYUMOCTh
pe3ynbTaTOB  TMOWCKA;  OQOPMIISTH
pe3yNnbTaThl MOUCKA
OTIPEIeINATh aKTyaJbHOCTh

HOpMaTHBHO-HpaBOBOﬁ
JAOKYMCHTAIlUN B HpO(I)CCCHOHaHBHOﬁ
ACATCIBHOCTH, IIPUMCHATH
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COBPEMEHHYIO HAYYHYIO
PO eCCHOHANEHYIO TEPMHUHOJIOTHIO;
OIIpCACIIATD u BBICTpanBaTh
TpaeKTOpUu podheccuoHaIbHOTO
pa3BUTHS U caMOOOpa30BaHUs
OpraHM30BbIBATH PadOTy KOJIJIEKTHUBA
U KOMAaH/IbI, BSaI/IMOI[GfICTBOBaTI) C
KOJIJIETaMH, PYKOBOJICTBOM,
KIINCHTaMHU B Xoe
poheCcCHOHATBHOM IeATeTLHOCTH
rpaMOTHO wHU3JIaraTb CBOM MBICIIM H
0hOopMIIATH JTOKYMEHTBI o
npodeCcCHOHANBPHOM  TEMaTWKe Ha
roCyaapCTBEHHOM A3BIKE, ITPOSABJIATH

TOJIEPAaHTHOCTh B pabouem
KOJIJIGKTUBE
PUMEHATH cpencraa

WHGOPMAIIMOHHBIX TEXHOJIOTUH  UIs
pemeHusi Mpo(heCCHOHAIBHBIX 3a/1aY;
UCTIOJh30BAaTh COBpPEMEHHOE
porpaMMHO€e oOecrieueHue

MOHUMAaTh OOMIMI CMBICT  YETKO
MPOU3HECCHHBIX BBICKAa3bIBAHUI Ha
W3BECTHBIC TEMBI
(mpodeccuoHanbHble W OBITOBBIC),
MOHAMaTh TEKCTBI Ha  0a30BbIC

HpO(beCCI/IOHaJ'II)HI)IC TEMBI,
Y4aCTBOBATH B Juajaorax Ha
3HAaKOMBIC O6I_I_II/IC u

npodeccuoHallbHbIE TEMBbI; CTPOHTH
MPOCThIE BBICKA3bIBaHUS O cebe U O
CBOEH npodecCHOHAIBHON
NesITeNbHOCTH; KPaTKO 0OOCHOBBIBATH
U OOBSACHUTH  CBOU  JACUCTBUS
(Texyiue ¥ TJIaHUpPYEeMBbIE); MUCATh
MPOCThIE CBSA3HBIE COOOIIEHHUS Ha
3HAaKOMbBIE  WJIH UHTEPECYIOIINE
npodeccruoHabHBIE TEMBI

IIPUHUMATh IIPOU3BOJILHBIE
IEpBUYHBIE Oyxranrepckue
JIOKYMEHTBI, PacCMaTpUBaeMble Kak
MMHUCbMEHHOE JI0KA3aTeIbCTBO
COBEPIIEHUS XO3MCTBEHHOU
onepauuu 1581051 MOJIyYEHHE

Pa3spCIICHUA Ha €€ ITPOBCACHUC,
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MIPUHUMATH MIEPBUYHBIC
Oyxrajrepckue JIOKYMEHTBI Ha
OyMa)kHOM HOcuTelne U (W) B BHIE

JJIEKTPOHHOTO JOKYMEHTA,
IO AMTUCAHHOTO AJIEKTPOHHOMU
IO U CHIO;

MIPOBEPATh HAJMYKE B MPOU3BOJIbHBIX
MEPBUYHBIX OyXrajTepckux
JIOKYMEHTaX 00s13aTeTbHBIX
PEKBHU3UTOB;

MPOBOAUTH (OPMAIbHYIO TPOBEPKY
JOKYMEHTOB, MPOBEPKY IO CYIIECTBY,
apu(pMeTHYECKyI0 POBEPKY;

MIPOBOJUTH TPYHNIUPOBKY NEPBUYHBIX
OyXrajaTepckux OKYMEHTOB IO PSIY

MIPU3HAKOB;

MIPOBOJUTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OyXraiTepcKux
JOKYMEHTOB;

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT;
pa3buparhcs B HOMEHKIATYpE AET;
3aHOCUTh TaHHbIE 1o
CTPYIIIUPOBAaHHBIM  JOKYMEHTaM B
PErucTphl OYXraiTepcKoro yuera;

nepenaBaTh MepBUYHbIE
Oyxranrepckue JIOKYMEHTBI B
TEKYIIUH OyXTalITePCKUN apXUB;

nepenaBaTh MepBUYHbIE
Oyxranrepckue JIOKYMEHTBI B

MOCTOSTHHBIN ApXUuB 110 HCTCUYCHUU
YCTAHOBJICHHOI'O CPOKa XPpaHCHU
HCIIPABJIATH OIINOKKA B INCPBUYHBIX
6YXFaJITepCKI/IX JAOKYMCHTAX,

I[Ipy HeoOXOAMMOCTH WHBAIWJIAM M JHUIAM C OrpaHUYCHHBIMU
BO3MOXKHOCTSIMH  3JJ0POBbSI MPEAOCTABISACTCA JOIMOJHUTEIBHOE BpEMS IS
IMIOATOTOBKM OTBETA HA DK3aMEHE/3aUeTe.
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