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1. OBIIASA XAPAKTEPUCTHKA PABOYE ITIPOT'PAMMBI YYEBHOM
TACIATLITAHBI
I[OKyMeHTaIII/IOHHOC oﬁecneqe}me YupaBJicHUSA

1.1. MecTo AucuMILINHBI B CTPYKTYpe 00pa3oBaTe/IbHOM POrpaMMbl

VY4yebHas  AUCHHUILUIMHA

Z[OKYMGHTaI_[I/IOHHOG

obOecrieyeHue YIIpaBJICHUA SABJIACTCA

0053aTEIbHOM  YacThl0  0OLIENPO(ECCHOHANBHOTO LUKIa 00pa30BaTENIbHOM NIpPOrpaMMbl B
cootBercTBUU ¢ ®I'OC mo crnenmanbHocTd 38.02.01 DkoHOMHUKA M OyXraiTepckuil yder (Imo

OTpacisiM).

VYyeOnast guciuiuinHa «J{okyMeHTallMOHHOE oOOecreueHue yrpaBiIeHUs» oOecreuynBaeT
¢dopmupoBaHue MpophecCHOHATBHBIX M 00X KOMIIETEHIIUH 10 BceM BHaaM aestenbHocTH OT'OC
no cneruanbHocTH 38.02.01. DxoHOMUKA U OyxTanTepckuii yueT (1mo otpacisiM). Ocoboe 3HaueHue
JUCLUIUTMHA UMeeT npH popmupoBanuu u pazsutuu OK 01-05, 09,10, TIK 1.1.

1.2. He.]'lb U IINIAHUPYEMBIC PE3YJbTAThI 0CBOCHUSA TUCHUIIINHBI
B paMKax IIpOorpamMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/IC$I OCBAanMBArOTCA YMCHUSA U

3HAHHUS:

YMenus 3HaHus
MPUHUMATh IIPOU3BOJIbHBIC MepBUYHbIE | O0mMe TpeOoBaHUS K OyXTraaTepCKOMY YYETy B
Oyxrajrepckue JIOKYMEHTBI, | 4aCTU JTIOKYMEHTHPOBAHHUS BCEX XO3AMCTBEHHBIX
paccMaTpuBaeMbIe KakK MMMCbMEHHOE | JICHCTBUH U OIEepaIlnii;

JI0KA3aTeJIbCTBO COBEPIICHUSI XO35SWCTBEHHOU
ONEpALMK WJIU TOJYyYEHUE PA3PEIICHUs] Ha €€

IIPOBE/ICHHUE;

OpUHUMATh  TepBUYHBIE  OyXrajaTepckue
JIOKYMEHTBI Ha OyMa)XHOM HOCHUTEJIE U (W) B
BUJIE 3JIEKTPOHHOTO JIOKYMEHTA,
MOJMUCAHHOTO 3JEKTPOHHON MOJITUCHIO;
IPOBEPATh  HAJIMYUE B MPOU3BOJIBHBIX
NEPBUYHBIX  OyXTralTepcKUX  JIOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

IPOBOAUTH (dopManbHYIO MIPOBEPKY
JOKYMEHTOB,  IIPOBEPKY IO  CYLIECTBY,
apu(pMETUUYECKYIO IPOBEPKY;

IIPOBOJUTH IPYNIUPOBKY MIEPBUYHBIX
OyXraJTepckux  JOKYMEHTOB MO  psAdy
MPU3HAKOB;

IIPOBOAWTH  TAaKCHUPOBKY U  KOHTHPOBKY

MEPBUYHBIX OYXTaJITepCKUX JOKYMEHTOB;
OpPraHU30BBIBAThH IOKYyMEHTOOOOPOT;
pa3duparbcsi B HOMEHKIIAType Jel;

3aHOCUTh JaHHBIE [0 CIPYNINHPOBAaHHBIM
JOKYMEHTaM B PErucTphl OyXrajaTepcKkoro
yuera;

nepegaBaTh  MEpBUYHBIE  OyXrajiTrepckue
JIOKYMEHTBI B TEKYIIHI OyXranTepcKuii apXus;
nepefaBaTh  MEpBUYHBIE  OyXrajlTepckue
JOKYMEHTBl B  TIOCTOSHHBI  apXuB IO

VCTEYEHUHN YCTAHOBIIEHHOI'O CPOKA XPaHEHHS;
UCIIPABIIATH OLIOKH B IIEPBUYHBIX
OyXraiaTepckux JOKyMEHTax;

MTOHATHE MEPBUYHOMN OyXxrajiTepcKkon
JIOKYMEHTAI1H;

oTpeiesieHue MEPBUYHBIX OyXTraJnTepCcKux
JIOKYMEHTOB;

(OpMBI MTEPBUYHBIX OYXTaJdTEPCKUX TOKYMEHTOB,
CoJIepaKALINX o0s13aTeNbHbIe PEKBU3UTHI

MIEPBUYHOTO YYETHOI'O JOKYMEHTAa;

HOPSIIOK  TPOBEJCHUS TPOBEPKU  MEPBUYHBIX
OyXraiTepckux  JIOKyMEHTOB,  (opMaibHON
IIPOBEPKU JOKYMEHTOB, IPOBEPKU IO CYIIECTBY,
apu(MeTHIecKoil MPOBEPKH;

HPUHIUIBI ¥ TPU3HAKU TPYIIHUPOBKH MEPBUYHBIX
OyXraiaTepckux J0KyMEHTOB;

HOPSIIOK MPOBEAECHUSI TAKCUPOBKH M KOHTHUPOBKHU
HNEePBUYHBIX OYXTaJlTEPCKUX JOKYMEHTOB,;

TOPSJIOK COCTaBJICHUS perucTpoB
OyXraJaTepckoro yuera,
MpaBWjla U  CPOKM XpaHEHHUs  IMEPBUYHOMN

OyXraiaTepckoil TOKyMEeHTallUH;




pacrio3HaBaTh 3agadyy W/WIM TpodiemMy B

npoecCHOHATLHOM ~ W/MIU  COIMAIBHOM

KOHTEKCTe; aHAJIM3UPOBaTh 3ajady W/Hiu
npoOjeMy U BBIICIATh €€ COCTaBHBIE YacCTH;
OTIpEeIeIATh

BBIABJIIATH n

dTambl  PEIICHHUS
3¢ (HEKTUBHO
UHPOpPMAIIHIO, HEOOXOAUMYIO [UIS PEUICHUs

3a/1auu U/WIU TIPOOIIEMBIL;

3aa4H;
HCKaTh

COCTaBUTh IJ1aH HGﬁCTBHH; OIIPCACIIUTD

HEO0OXOIUMBIE PECYPCHI;

BJIQZICTh aKTyaJIbHBIMH METO/JaMH DPabOTHI B
npodecCHOHATBHOH M CMEXHBIX cepax;
peann3oBaTh COCTABICHHBIN IUIaH; OLCHUBATH
pe3yJibTaT M MOCIEACTBUS CBOMX JICUCTBUI

aKTyaJbHbIH NMPO(EeCCHOHANBHBIA U COIHAbHBIN
KOHTEKCT, B KOTOPOM TMPHUXOIUTCS pPabOTaTh M
KHUTb, OCHOBHBIE HWCTOYHHKH HWH(POpMAIMH U

pecypchl i pemieHus 3ajad W IpoliieM B

npoeccCuoHaTbHOM u/unu COLIMAJIBHOM
KOHTEKCTE;

AJIITOPUTMBI BBITIOJTHEHUS pabot B
npoecCHOHATPHOM W CMEXKHBIX  O0JACTSX;
MeToABl  paboThl B NPOECCHOHATBHOH U
CMEXHBIX cdepax; CTpyKTypy IUlaHa s
pelleHns 3a1ad; IMOpPAJOK OLEHKHU pPE3yIbTaToB
peuieHus 3a1a4 npodeccuoHanbHOM
JESATENIbHOCTH

(caMOCTOSATEIBHO WA c TTOMOIIIBIO

HaCTaBHUKA)

OTIpeeNIATh 3a7aun AJisl MOMcKa HHPOpMAIK; | HOMEHKJIATypa HWH(GOPMALMOHHBIX HCTOYHUKOB
OTIPENIETIATh HEOO0XO0IMMBbIC WCTOYHUKHU | IPUMEHSIEMBIX B npodeccHoHATEHOM
uH(pOpMallMK; TUIAHUPOBATH MPOIIECC MOMCKA; | ACSITENbHOCTH;  MPHEMbl  CTPYKTYPHUPOBAHUS

CTPYKTYPUPOBATh IMOJIy4aeMyl0 HH(pOpMAIHIO;
BBIJICJIAT, HauOojiee 3HAYMMOE B IIepedHe
uH(poOpMallMy;  OLEHMBAThb  MPAKTUYECKYIO
3HAYMMOCTb PE3yJbTATOB MOUCKA; 0OPMIIAThH
pe3yJIbTaThl MOMCKA

uHpopmanuu; popmatr opOopMIICHHUS PE3yIbTaTOB
HIOMCKa HH(OpMAIHN

ONpEeNeNiaTh  aKTyaJlbHOCTh ~ HOPMATHUBHO- | COJICPXKAHHWE AKTYyaJIbHOW HOPMATHBHO-IIPABOBOM
HpaBOBOfI AOKYMCHTAllUN B | JOKYMCHTAlUH, COBpEMCHHAaA Hay4dHas n
npodeccuoHanbHOM JESTENbHOCTH; | Ipo(hecCHOHATbHAS TEPMUHOIIOTHS;, BO3MOXKHBIE
MIPUMEHSATH COBPEMEHHYIO HAy4YHYIO | TPAEKTOPUH NPOPECCHOHANBHOIO pa3BUTUSA U
npodeccuoHaIbHYIO TEPMHUHOJIOTHIO; | CaMOOOpa30BaHus

OIIpENENATs U  BBICTpAaWBaTh TPACKTOPUU

npodeccuoHaITbEHOTO pa3BUTHUA u

caM000pa30BaHMs

OpraHW30BBIBATH  PabOTy  KOJJIEKTHBA U | NICUXOJOTHYECKHE OCHOBBI NEeSTeNIbHOCTH
KOMaH/Ibl; B3aHMMOJICHCTBOBATh C KOJUIETaMH, | KOJUIEKTHBA, ICHXOJOTHYECKHE OCOOCHHOCTH
PYKOBOJCTBOM, KITMEHTaMH B X0JIe | JMYHOCTH; OCHOBBI IPOEKTHOM NEATEIBHOCTH

poeCCHOHAIBHON JESTEIHHOCTH

TPaMOTHO HM3J1araTh CBOM MBICITH U O(DOPMIIATH
JIOKYMEHTHI 1O MPOPECCHOHATHHOU TEMAaTHKE
Ha TOCYJAapCTBEHHOM  f3BbIKE, IPOSBIIATH
TOJIEPAHTHOCTH B pabOyeM KOJIJIEKTHUBE

0COOEHHOCTH  COLMAIBHOTO M  KYJBTYpPHOT'O
KOHTEKCTa; MpaBuiia opopmiIeHUsI TOKYMEHTOB U
MOCTPOEHHSI YCTHBIX COOOIEHHI

NPUMEHATh  CpeACTBAa  WH(MOPMAIMOHHBIX
TEXHOJIOTHI JUTSt perieHus
npodecCHoHaNbHBIX  3aJa4;  HCHOJIb30BaTh
COBPEMEHHOE MTPOrpaMMHOE obecrieueHune

COBPEMCHHBIE cpencTsa " yCTpOKCTBa
uHpOpMATHU3ALMHU; TOPSIIOK UX MPUMEHEHHS U
MporpaMMHOe oOecrieueHue B IpoeccuoHaIbHON
JeSITeIbHOCTH

MOHUMATh o0mHit CMBICTT YETKO
IIPOU3HECEHHBIX BBICKA3bIBAHUN Ha U3BECTHHIE
TeMbl  (mpodeccuoHanbHble U OBITOBBIE),
NIOHMMATh TEKCThI Ha 6a3oBbIe
npodeccuoHanbHble TEMbI; Y4acTBOBaTh B
quajorax ~— Ha  3HaKoMble ~ o0mme U
npoeCCHOHATIBHBIE TEMBbl; CTPOUTBH NPOCTHIE

nmpaBujia IIOCTPOCHHA TIPOCTBIX MW CIOXKHBIX
Hpe,Z[J'IO)KeHI/Iﬁ Ha HpO(I)eCCI/IOHaHBHLIe TCMBI,

OCHOBHBIE  OOIICYNOTPEOUTETbHBIE  TJIAroJbl
(ObiToBast W mpodeccuoHanbHas  JIEKCHUKA);
JEKCHYECKMM  MUHHMYM,  OTHOCSIIHHCS K

ONHCAaHUIO MPEIMETOB, CPEICTB MU IPOLECCOB
poeCCUOHATBHON JEATEITLHOCTH; 0COOCHHOCTH
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BBICKA3bIBaHUSI O cebe W O  CBOEH | IPOM3HOLIEHUs; IpaBWja 4YTEHUS  TEKCTOB
npoeCCUOHATBHON  IESATETBbHOCTH; KPaTKo | MpoeCCHOHAIBLHON HANPaBIECHHOCTH
00OCHOBBIBaTh M OOBSICHUTH CBOM JACHCTBUS
(Tekylye U MIaHUpPyeMbIE); MHCATH MPOCTHIE
CBSI3HBIE COOOIIEHUS Ha 3HAKOMbIE WU
MHTEpECYIOIre Npo(ecCuOHaTbHbBIE TEMBI

W3yuenne qUCUUIUIMHBI CIOCOOCTBYET (POPMHUPOBAHUIO CIEAYIOMINX KOMIETSHIIUI:

- OK 01. Bpibupars crnoco0Obl pemieHus 3a1ad MpodhecCHOHATBHOM JeATEIbHOCTH
MPUMEHUTEIHHO K Pa3IMUYHbIM KOHTEKCTaM;

— OK 02. OcymecTBiaTe TOWUCK, aHAIW3 W HWHTEPHpPETANHI0O HH(GOPMAIHH,
HEOOXOIUMO ISl BHIIOTHEHUS 331a4 NpodeCCHOHaIbHON ASITENbHOCTH;

— OK 03. IlmanupoBaTh ¥ peaJH30BBIBATH COOCTBEHHOE NPOPECCHOHATIBHOE U
JMYHOCTHOE PAa3BUTHE;

—  OK 04. PaGoraTh B KOJUIEKTHBE M KOMaHJIE, dPPEKTHBHO B3aUMOJCHCTBOBATH C
KOJUJIEraMU, PYKOBOJICTBOM, KIIMEHTaMU;

- OK 05. OcymecTBiaiTh YCTHYH0O M NHCBbMEHHYK) KOMMYHHMKAalUIO Ha
rocynapctBeHHOM si3bike Poccuiickoit denepamuu ¢ y4eToM OCOOCHHOCTEW COIMAIBHOTO W
KYJIbTYPHOT'O KOHTEKCTa,

- OK 09. HcnonwzoBaTh UHGOPMAIMOHHBIE TEXHOJIOTUH B MPOo(ecCHOHATBHOM
JeSITEIIbHOCTH;

— OK 10. ITonb3oBatbes mpodeccnoHanbHOM TOKyMEHTalueld Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM $SI3bIKaX;

- IIK 1.1. O6pabarbiBaTh MepBUYHBIE OYXTadTEPCKUE JOKYMEHTHI.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0béM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHOH padoThI

Buj yueOHoi1 padoThI

O0BEéM yacoB

(npakmuueckoe 3anamue)

O0bem 00pa3oBaTe/IbHON HATPY3KH 64
B TOM YHCJIE:

YyeOubie 3ansaTus (JlaboparopHO-3K3aMEHAITMOHHAS CECCHSI) 4
CamocrositenpHas padoTta 58
Ilpomesicymounas ammecmayus 6 popme ouggepenyuposannoco 3auema 2




2.2. TeMaT4yecKMil IJIAH U COJAepPKaAHME YUeOHON TUCUMIIJIMHBI

HaumeHoBaHue Copep:xanue yueOHOro MaTepuasa u popMbl OPraHU3alMH e TeJLHOCTH 00yYaommXcst Koawbl
pa3esioB U TeM KOMIIEeTEeHIIHIA,
O0bem | popmupoBanun
B 10 KOTOPBIX
yacax | cmoco0cTByer
3J1eMeHT
NPOrpaMmbl
1 2 3 4
Tema 1.Benenue. | Conep:kanue yueOHOro MmaTepuajia OK
JdoxkymeHT U | 1.3HayeHre W cojaepKaHME AUCHUIUIMHBI «J[OKyMeHTallMOHHOEe OOecCredYeHrue YIpaBICHUS. 10 01,02,03,,09,
cucremMa [loHATHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHUE», «IOKyMEHTAIIMOHHOE OOecIeyeHne 10
JOKYMEHTAIlUH ylpaBiIeHUs Y. YHUPHUKAIUS U CTAHJAPTU3AIMH YIPABICHUYECKUX JOKYMEHTOB. MK 1.1
Tema 2. Coaep:xaHue yueOHOro MaTepuaJia OK
Opranm3anmonHo- | 1. OpraHu3anMoHHBIE JIOKYMEHTBI —  YCTaB, YYPEAWTEIbHBIC JOTOBOP,  IOJIOKCHHE. 01,02,04,05,09,
pacnopsiiuTeJbHbl | PacriopsauTenbHble JOKYMEHThl — MpPHUKa3, paclopsbkeHHe, yKa3zaHHe, [MOCTAaHOBJICHHE, PELeHHE, 10 10
€ JOKYMEHTbI MHCTPYKLUSA, IPOTOKOJ. K 1.1
2. CripaBo4HO-MH(OPMAIIMOHHBIE TOKYMEHTHI: CIIy)KeOHast 3amucKka, o0ObsICHUTENIbHAS 3alncKa,
aKT, CIIpaBKa, CIy>KeOHbIe MHChMa
B ToM 4mciie, MPaKTHYECKUX 3aHATHH 2
IIpakTnueckoe 3ansitue Ne 1.CoctasiieHre u 0opMIIeHHE paCIOPSKEHHS 2
Tema 3.Kaaposasi | Conep:kanue yueOHOro Mmartepuajia OK 02, 04,
AOKYMEHTAIUsA 1.JlokyMeHTUpOBaHHE TPYIOBBIX MpaBooTHOUmEHUH. CocTaB U  OCOOCHHOCTH O(QOPMIICHHS 05,09,10
JIOKYMEHTOB I10 JIMYHOMY COCTaBY. 16
2.KommuiekroBanue nu4Horo jaena. ABroouorpadus. Pestome. 3asBineHue o mnpueme Ha padoTy.
[Tpukaspl MO TMYHOMY COCTaBY.
B ToM 4nciie, NPAKTHYECKUX 3aHATHH 6
IIpakTnyeckoe 3ansitue Ne 2. OdopmiieHHE TPUKA30B M0 JTUYHOMY COCTABY.
IIpakTnueckoe 3ansaTue Ne 3.0dbopmieHue cripaBok, TOKIaHON U CIyKeOHOMN 3alIUCKH, aKTa.
IIpakTnuyeckoe 3ansatue Ne 4.0¢opmieHnue TpyA0BOro JI0roBopa, rMpukasa o npueme Ha padory,
odopMmIIeHHE TPYIOBOI KHUKKH.
Tema 4. | Conep:xxanne y4e0HOro MaTepuaJja 12 OK 0.1-05,




JdorosopHo- 1.ITonsiTus noroBopa. Buabl 10roBopos. 09,10
npasoBast 2.IlpaBuna odopmieHHsT MPETEH3UOHHBIX nuceM. DopMyIsip MCKOBOTO 3asBICHUS, TPEOOBAHUS K
AOKYMEHTAaIUsl ero oopmIIEHUIO
B ToM yunciie, IpaAaKTHYECKUX 3aHATHI 2
IIpakTuyeckoe 3ansaTue Ne 5. OpopmieHne 10ropopa KyrIu-IpoIaxu 2
Tema 5. Coaeprxanue yueOHOIro MaTepuaJa 0K 0.1, 0.2,
IHonsiTue 1.CoctaB 1 yder obbeMa JOKyMeHTOOOOpoTa mnpeanpusatuil. Opranuzanus paboThl ¢ BXOAAIIEH, 0.4,0.5, 009,10
AOKYMEHT0000pOoTa | CXOJAIICH U BHYTPEHHEH JOKYMEHTAIHeH 8 K 1.1
, perucrpanus | 2. ba3pl naHHbIX I XpaHeHUs JOoKyMeHToB. Pabora c¢ 3ampocamu. PaGoTa ¢ 31eKTpOHHBIMU
JOKYMEHTOB JIOKYMEHTaMH.
Tema 6. Conep:xanue y4eOHOro MaTrepuaa OK 0.1-0.5,
Opranuzanus 1.Homenknarypa aen. MuauBuayanbHble, CBOAHbBIC, IPUMEPHBIE H TUIIOBbIE HOMEHKIIATYPHI JIEI. 09,10
oneparuBHoro W | 2.IloaroroBka M MNOPAJOK Iepeiayd el B apXuB. 3aKOHOJATENbHbIE aKThl U HOPMaTHBHO- 6 K 1.1
apXUBHOI'O METOJIMYECKUE IOKYMEHTHI 10 apPXUBHOMY XPaHEHHUIO JOKYMEHTOB.
XpaHeHust
AOKYMEHTOB
IIpomexyTOUHAsI ATTECTALMSA 2
Bcero: 64
B Tom unciie camocrosiTesibHAs padoTa 58




3. YCJIOBUS PEAJIMBAIIMU TPOTPAMMBI YYEFHOM JUCIATLIAHBI

3.1. TpeOoBanusi K MHHMMAJBLHOMY MATEPHAILHO-TEXHUYECKOMY
o0ecrne4eHn 10

Jlns peanuzanuu MporpaMMbl Y4€OHOM JUCHUMIUIMHBI — JOJDKHBI OBITH
IPELYCMOTPEHBI CIEAYIOLIUE CIIEHUATbHbIE TOMEIEHUS:

Kabuner «/lokyMeHTallMOHHOTO 0OeCTIeYeHHs! YIIPaBICHHS», OCHAIIICHHBIH
0o0OpyZ0BaHUEM: MOCAJOYHbIE MecCTa MO KOJWYECTBY OOydarommxcs, padoyee
MECTO MPENoAaBaTes, JOCKA, CTEHbI, TUJAKTUYECKUN MaTepUal, TEXHUYECKUMHU
CpellCTBaMH O0yUYEHHUS: KOMIIBIOTEPHI, MyJIbTUMEANITHOE 000pYy10BaHKE, IPUHTEP.

3.2. UupopMmanuoHHOEe oOecnieyeHHe peau3alu NPporpamMmMbl

3.2.1. OCHOBHOW UCTOYHUK:

Kopnees, U. K. JlokyMeHTalMOHHOE 00€CIIE€YEHUE YIIPABICHUS : YUEOHUK U
NPaKTUKyM Uil cpeaHero mnpodeccuonanbHoro obpazosanusi/ . K. Kophees,
A. B. [Tmenko, B. A. Mamypues. — 2-e wu3zg., nepepad. u jgomn. — Mocksa :
NznarensctBO FOpaiit, 2021. — 384 c. — (IIpodeccuonanbroe oOpazoBanue). —
ISBN 978-5-534-05022-6. — Texkct : snektponnblii // OBC OpaiiT [caiiT]. —
URL: https://urait.ru/bcode/472550

3.2.2. JlonoaHUTEIbHBIE HCTOYHHUKU:

beikoBa, T. A. JlokyMeHTauMOHHOE€ OO€CleYEeHUEe  YIPABICHHUS
(menompoun3BoicTBO) : yueOHoe mocodue / T.A. beikoBa, T.B. Ky3uenona, JI.B.

Cankuna ; mox o6mi. pen. T.B. Ky3nenoBoi. — 2-¢ uza., nepepad. u aom. —
Mocksa : UTHOPA-M, 2021. — 304 c. + Jlon. Mmatepuaisl [ aeKTpOHHBIN pecypc].
— (Cpennee mpodeccuonanbHoe obpaszoBanme). - ISBN 978-5-16-013913-5. -
Tekct : snektponssiif. - URL: https://znanium.com/catalog/product/1141796 —
Pexxum noctymna: mo noAmnucke.
Jloponuna, JI. A. JlokymMeHTallMOHHOE OOECreYeHUE YIPaBIEHUs | YUEOHUK

U NPAKTUKYM JJIs1 CpeiHero npodeccuonanbHoro odpazosanus / JI. A. JlopoHuHa,
B. C. UputukoBa. — MockBa : HWznarensctBo [Opaiit, 2021.— 233 c.—
(ITpodeccuonanvuoe obpazoanue). — ISBN 978-5-534-05783-6. — Texkcr
anextponnsbiit // OBC KOpaiit [caitT]. — URL: https://urait.ru/bcode/473802

HNuTepHeT-pecypcesl:

1. CnpaBouHo-nipaBoBas cuctema «Koncynbrantlntocy.

2. CnpaBouHo-1mipaBoBas cucrema «l'apanT.

3. http:// www.gravmma.ru — KynbTypa nMCbMEHHOI peyn.
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4. KOHTPOJIb 1 OIIEHKA PE3YJbLTATOB OCBOEHHS YYEFHOI

TACIATITAHBI

PesyabTaTsl 00yyeHus

Kpurepun onenkn

MeToanl
OLICHKH

B pesynbTaTe OCBOGHUS IUCIUIUIMHBI OOYYarOIIUKCS
JOJIKEH 3HAMb:
aKTyaJbHBI  TPO(PECCHOHANIBHBIK U COLMAJIbHBIN

KOHTEKCT, B KOTOPOM MPHUXOIJUTCS paboTaTb M IKHTB;
OCHOBHBIC HWCTOYHUKA HWHGOPMAIMM € PECYpChl s
pemieHus 3a1a4 U mpodsieM B IMpodecCHOHATIBHOM W/HIN
COIIMATTbHOM KOHTEKCTE;

QITOPUTMBI BBIMOJIHEHUsSI paboT B MpodecCHOHATBLHOU U
CMEKHBIX 00J1acTsX; METO/IbI paboThl B
npoecCHOHANBHOM M CMEXHBIX cdepax; CTPYKTypy
TJIaHa JaJisl PelieHusl 3a/1a4; MOPSII0K OLEHKH pe3yIbTaTOB
pelieHus 3aaa4 npodeccuoHalIbHON 1eATeIbHOCTH
HOMEHKJIaTypa UH(POPMAITMOHHBIX HMCTOYHUKOB
NPUMEHSeMbIX B  MNPOGECCHOHAIBHOU EATEIbHOCTH;
NPUEMBl  CTPYKTYpUpOBaHUS wWHpOpMaruu, Qopmar
o(opmIIeHUS PE3yabTAaTOB MOUCKA HHPOPMAITUU
coaepKaHue aKTyaJbHON HOPMAaTUBHO-IIPABOBOU
JIOKYMEHTaIUU; COBpEMEHHas Hay4Hast u
npodeccuoHalibHAast TEPMUHOJIOTHUS; BO3MO>KHBIE
TPaCKTOPUH npodeccnoHanIbHOTO pa3BUTHS u
camMoo0pa3zoBaHus

MICUXOJIOTHYECKUE OCHOBBI JIESTENIBHOCTH  KOJUIEKTHBA,
MICUXOJIOTHYECKUE  OCOOCHHOCTH  JIMYHOCTH; OCHOBBI
MPOEKTHOM J1€ATENbHOCTH

OCOOEHHOCTH COLMAIBHOTO M KYJbTYPHOTO KOHTEKCTAa;
npaBuiia 0QOpMIIEHUSI TOKYMEHTOB U TIOCTPOEHUST YCTHBIX
COOOIIIEHUH.

TPaMOTHO W3JIaraTb CBOM MBICIH U O(OPMIISTH JOKYMEHTHI
no mpoecCHOHAbHON TeMaTUKE Ha TOCYAapCTBEHHOM
A3BIKE, IPOSBIISATH TOJEPAHTHOCTH B paboueM KOJJIEKTHBE
COBpPEMEHHBIE CpPEJICTBA U YCTPONCTBAa MH(OpMaATHU3AIINY;
MOPSAIOK MX MPUMEHEHHUs U MPOrpaMMHOE oOecrieueHue B
poeCCHOHAIBHON e TENHHOCTH

MpaBujIa NOCTPOEHUS MPOCTBIX U CIOXKHBIX MPEATIOKEHUI
Ha npoQeCCHOHAIIbHBIE TEMBI; OCHOBHBIC
o01IeyOTpeOUTENbHBIC rJ1aroJbl (6bITOBas u
npodeCCHOHANIbHAST JIEKCHKA); JIGKCUYECKUH MHUHUMYM,
OTHOCSIIIUMCS K ONUCAaHUIO MPEIMETOB, CPEACTB U
MIPOIIECCOB npo¢ecCuoOHATBHOM NEeSATEeTLHOCTH;
OCOOCHHOCTH TPOU3HOIICHHSI; MpaBHJIa UYTEHUS TEKCTOB
Mpo)eCCHOHAIBHON HAIPaBICHHOCTH OOIIHE TpeOOBaHUS
K OyXraJrepckoMy ydeTy B 4YacTH JOKYMEHTHPOBAHUS
BCEX XO35MCTBEHHBIX JICUCTBUI U ONEPALNI;

MOHSITHE TIEPBUYHOMN OyXTralTepcKO TOKyMEHTAIUH;
ompeieNIeHue IEPBUIHBIX OYXTaITEPCKUX JOKYMEHTOB;
GbopMBbI  TEPBUYHBIX  OYyXTalnTepCKUX  JOKYMEHTOB,

pacrno3HaBaHHe
aJITOPUTMOB
BBITIOJIHEHHUST paboT B
npodeccuoHanbHOM U
CMEXHBIX 001acTIX;
onpefiefieHue METOJI0B
paboThI B
npodeccuoHanpHOM U
CMEXKHBIX chepax;
BBHIOOp  ompeneseHue
ONTUMAIIBHOMN
CTPYKTYpHI IUIaHa JJIs
pelieHus 3a/1ay;
MOHHUMaHUE  TOPAIKA
OIICHKH  PE3yJIbTaTOB
peleHus 3a1au
npoQeCcCHOHAIBHON
NESTEIIbHOCTH;  BBIOOD
HauboJee
ONTUMATBHBIX
HMCTOYHUKOB
uHpopmauu u
pPECYPCOB /ISl pelIeHUs
3aJa4y W MmpolieM B
PO eCCHOHATIBHOM
u/unm COLIMATTEHOM
KOHTEKCTE;
OpUEHTUPOBaHUE B
aKTyaJIbHOU
HOPMAaTUBHO-TIPABOBOM
JIOKYMEHTAIUH;
COBPEMEHHOM Hay4YHOH
u  npodeccuoHaIbHON

TEPMHUHOJIOTHH;
MMOHUMAaHUE
IICUXOJIOTMYECKUX
OCHOB  JI€ITEIILHOCTH
KOJIIEKTHBA,
MICUXOJIOTMYECKUX
ocoOeHHOCTEH
JUYHOCTH,  BIIAJICHHE
3HAHUSAMU OCHOB
paboThI c
JIOKYMECHTaMH,
MOJITOTOBKH YCTHBIX H
[TACEMEHHBIX
COOOIIIEHUI; 3HAHHE

OrncHka
pe3yibTa
TOB
BBIIOJIHE
HUSA
MpaKkTHY
CCKHUX
pador.
OrncHka
BBIIOJIHE
HUSA
CaMOCTO
SITEJbHBI
X paboT.
Tecr.
YcTHbIN
orpoc.
ITuceme
HHBIN
orpoc.
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collepKalIuX 00si3aTeNIbHble  PEKBU3UTHI  MEPBHUYHOTO
YYETHOTO IOKYMEHTA;
MOPSAIOK IPOBEJCHUS MIPOBEPKHU MEPBUYHBIX

OyXraJTepCcKux JOKYMEHTOB, (OpManbHOH NPOBEPKH
JIOKYMEHTOB, MPOBEPKU MO CYLIECTBY, apU(pMETHUECKON
IIPOBEPKU;

OPUHIUIBI W TPHU3HAKH TPYNIUPOBKA  TIEPBUYHBIX
OyXTaJITepCKUX JTOKYMEHTOB;
HOPSIZIOK  TIPOBENICHHSI TAaKCUPOBKM W KOHTUPOBKH

NEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB;

HOPSI0K COCTABIICHUS PETUCTPOB OYXTalTepPCKOro y4erTa;
npaBUjia U CPOKH XpaHEHHMS NEPBUYHON OyXrainTepckon
JOKyMEHTaluu

OCHOB KOMITbIOTEPHOMU
IPAaMOTHOCTH;,  3HaHHE
OpaBWJl HANHMCAaHHUA W
NIPOU3HOLICHUS CIIOB, B
T.4. "
npodeccCHoHATBLHOM
JICKCHKH.
3HaHue
HEepPBUYHBIX
OyXranTepcKux
JOKYMEHTOB,
COJIepKAHUSA
JOKYMEHTAIUH,
NOHMMaHHEe creunuuKu
paboThl ¢ NEPBUYHBIMH

dopm

TaKou

OyXranatepckuMu

JIOKYMEHTaMH
B pesynpTaTe OCBOEHUS JIUCUUIUIMHBI OOy4arolIUMCs | BIaJCHUE Onenka
JIOJDKEH ymMemp: aKTyaJbHbBIMU pe3yibTa
pacrio3HaBaThb 3aauy u/unm npoOiemy B | MeTogamMu pabOTHl B | TOB
NpoECCHOHAIBHOM ~ W/MJIM  COIIMAIBHOM  KOHTEKCTE; Npo(eCcCHOHANIBHON ¥ | BBINOJIHE
aHAIU3MPOBATh 3a1ady W/WiM HpobieMy M BbaensaTh ef | CMEKHBIX chepax; | Hua
COCTaBHbIE YACTH; ONPEAENATh JTalbl pPEIICHUs 3a/auH; dhpexTuBHOC TpaKTHa

BBISIBIICHHE W  TIOMCK | €CKUX
BBEIBISITH W A((EKTHBHO  HWCKaTh  WHGOPMAIHUIO, HH(OPMAILIHH, paGor.
HEOOXOIUMYIO ISl PEHICHHUs 3aa9il H/UIH TPOOIIEMBI; COCTARIICHHE OneHka
COCTAaBUTH IIJIaH I[GIZCTBPIH; OHpCIIGJII/ITI) HeO6XOI[I/IMI)Ie OIITUMAJILHOI'O IIJIaHA | BBIIIOJIHE
pecypcsl; JICUCTBUH, aHanu3 | HUS
BIIAJIETh aKTyaJIbHBIMHU METOAAMU paboThI B | HEOOXOIMMBIX A | CaMOCTO
npodecCHOHATBHOM M CMEXHBIX cdepax; peanu3oBarp | BBIIOJIHCHUA  3alaHWA, | ATCILHBI
COCTaBJICHHBIH  IJIaH;  OLIEHWBAaTh  pe3yiapraT U | PECYPCOB, X paboT.
MOCNEACTBHSI CBOUX JIEHCTBUHM (CaMOCTOSATENbHO wiu ¢ | OCYHICCTBICHUC Tecr.
TTIOMOIIBIO HACTABHHKA) HCCIIEN0BATEIbCKON YcrHbII
OTIpeNeNATh 3aJjauu sl MoMcka UHpopMaIy; onpenensry | ACATCIbHOCTH, ompoc.
HEOOXOMMMbIE MCTOYHHKM MH()OPMAIHUK; IUIAHHPOBATh | MPHBOAAIICH K | ITnceme
mpolecc  TOHWCKAa;  CTPYKTYpUpOBaTh  Tojiydaemyro | ONTHMAIbHOMY HHBIH
uH(pOpMaIIKIO; BBIACIATh, Hanbosee 3HaYUMOe B mepeuHe | PE3YIBTATy, onpoc.
uH(pOpMallMK; OLEHUBATh MPAKTUYECKYI0 3HAYMMOCTh | ACMOHCTPAIIHA

pe3yNbTaTOB MOUCKA; OPOPMIIATH PE3yIbTaThl TOUCKA
OMpeaciIATh AKTYaJIbHOCTb HOpMaTHBHO-HpaBOBOﬁ
JOKYMEHTAlluu B TMPOPECCHOHATBHONW AESITETbHOCTH;
MPUMEHSTh COBPEMEHHYIO HAy4yHYIO MpodeccrnoHalbHYIO
TEPMHHOJIOTHIO; OMPEACIATh U BHICTPAUBATh TPACKTOPUU
MPOoECCHOHAIIBHOTO PA3BUTHS U CAaMOOOPa30BaHUS
OpraHW30BBIBaTH  pabOTy KOJUIGKTMBA U  KOMAaHJbI;
B3aWMOJICHICTBOBAaTh ~C  KOJUIETAMH,  PYKOBOJCTBOM,
KITMEHTaMH B X0]1e TPO(eCCHOHATHHON ASITENEHOCTH
TpaMOTHO U3JiaraTb CBOW MBICJIN U Oq)OpMJ'ISITI) JOKYMEHTBI
Mo MpoecCHOHANBHON TEMAaTHKE Ha TOCYJapCTBEHHOM
SI3BIKE, TIPOSIBIIATH TOJCPAHTHOCTH B pab0vYeM KOJUICKTHBE
MPUMEHSTh CPeJCTBa MH(POPMAIMOHHBIX TEXHOJOTUN IS
pemieHuss TPO(ECCHOHANBHBIX  3a/1a4;  HCIOJIb30BaTh

THOKOCTH B OOIICHUU C
KOJIJIEraMH,
PYKOBOJICTBOM,
MOTYMHEHHBIMU u
3aKa3uuKaMu;
MPUMEHEHUE  CPEJCTB
MH(OPMaLMOHHBIX
TEXHOJIOTUI
perieHus
npodeccnoHaNbHBIX
3amad;  dddexTuBHOE
UCIIOJIb30BaHUE
COBPEMEHHOTO
MIPOTrpaMMHOTI0

TUTSL
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COBPEMEHHOE MPOrpaMMHOE O0ecreueHue

NOHMMAaTh  OOIIMH  CMBICI  YETKO IPOU3HECEHHBIX
BBICKA3bIBAaHUI Ha M3BECTHBIE TeMbI (MPodeccruoHaNbHbIE
U ObITOBBIE), TOHMMAaTh TEKCTBI Ha  0a30BbIC
npodeccuoHanbHbIe TEMbI; y4acTBOBAaTh B JHAlOrax Ha
3HaKOMBbIE 00IIMe ¥ MPOPECCUOHATBHBIE TEMBI; CTPOUTH
IpOoCThle  BbICKa3plBaHUsI O cebe U O  cBoeil
npodeCCHOHATBHON IesTeIbHOCTH; KPATKO 0OOCHOBBIBATH
U OOBSICHUTH CBOU JICUCTBHS (TEKYIIHE W IUIAHUPYEMBIE);
nUCcaTh MPOCTHIE CBSI3HBIE COOOIICHHS Ha 3HAKOMBIC HIIU
MHTEpecyoIne nmpodeccrnoHalbHbIe TEMBI

NPUHUMATh TPOU3BOJIBHBIE NEPBUYHBIE OyXralTepcKue
JOKYMEHTBI,  paccMaTpuBaeMble  KaKk  IHUCbMEHHOE
JI0OKa3aTeJIbCTBO COBEPLICHUS XO3AMCTBEHHOM oOllepanuu
WM TIOJIyYEHHUE pa3pelleHus Ha ee TPOBECHHE;
NPUHUMATh TIEPBUYHBIC OyXTalTepPCKHE JOKYMEHTHI Ha
OyMaxHOM HocuTesne ¥ (WIM) B BHUAE DIEKTPOHHOTO
JOKYMEHTA, TIOANMCAHHOTO 3JICKTPOHHOH MOAMUCHIO;
OpOBEPATh HAMYME B  TPOU3BOJBHBIX  IEPBUYHBIX
OyXraiaTepcKux JOKYMEHTax 00s3aTeIbHbIX PEKBU3UTOB;
OpoOBOIUTH  (pOpManbHYI0  TPOBEPKY  JIOKYMEHTOB,
MIPOBEPKY IO CYHIECTBY, apU(PMETUUECKYIO POBEPKY;
NPOBOJIUTH TPYNIIUPOBKY TEPBHYHBIX OyXTadTepPCKUX
JIOKYMEHTOB TI0 PsI1y IPU3HAKOB;

NPOBOJIUTh TAaKCUPOBKY H KOHTHPOBKY TEPBUYHBIX
OyXraiaTepcKux JOKYMEHTOB;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT;

pa3buparbcsi B HOMEHKIIATYpe Jed;

3aHOCHTBH JIaHHBIE IO CTPYNIHPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaJTepPCKOTO yueTa,

nepeaaBarh IEpPBUYHBIE OyXTajdTepcKhe IOKYMEHTHI B
TEKYLUI OyXranTepcKuii apxus;

nepeaaBaTh IEpPBUYHBIC OyXTajdTepcKhe IOKYMEHTHI B
MOCTOSIHHBIA apXMB MO MCTEUYEHUH YCTAHOBJIECHHOTO CPOKa
XpaHEeHHUS;

UCTIPABIATh OWIMOKM B TEPBUYHBIX OyXIraJaTepcKuX
JIOKYMEHTax

obecrieueHus; KpaTko 1
4eTKO (OpMYIHPOBATH
CBOM MBICIIH, H3JIarath
UX JOCTYNHBIM IS
MOHUMAaHHSI CIIOCOOOM;
s dekTuBHas padora c
NEPBUYHBIMH
OyXranTepcKuMu
JIOKYMEHTaMHU
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