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Pabouwas mporpamma gucuumuinHel  OIL. 06  «JlokyMeHTalMOHHOE
obecriedyeHUEe yOpaBJCHUS» COCTaBJIIEHA B COOTBETCTBUM C TPEOOBAHUSIMU
dbenepanbHOro rocyJapcTBEHHOTO 00pa30BaTEIBLHOTO CTaHIApTa CpEeIIHETro
npodeccuonanbaoro oopazopanus (PI'OC  CIIO) k MUHUMYMY
COZICp)KaHUS U YPOBHIO TOATOTOBKU JUILUIOMHUPOBAHHOTO CIIEIUATUCTA T10
CIIECIMATBHOCTH MO cnenuaJbHOCTH 38.02.01 «DKoHOMHKA U OyXrajarepcKuii
yuer (110 oTpacjasm).

Pabouast mporpamMmma npegHazHaueHa i 00y4YeHUs CTYIACHTOB (aKyiabTeTa
cpeaHero npodeccHoHAIbHOTO oOpa3zoBaHusi Poccuiickoi  MeXyHapOaHOU
aKaJieMUyd TypU3Ma, H3YYaOUIUX OpPraHu3alli0 TYPUCTCKOM HWHAYCTpUU B
KauecTBe 00s13aTeIbHON TMCUUITMHBI 001IenpodeCcCHOHATBLHOTO KA.

PabGouass mporpamma paccmMoTpeHa MU ofoOpeHa Ha 3aceaHhH COBETa

dakynbTeTa cpenHero npodeccuoHaIbHOTO 00pa30BaHMUS.

[Tporokoa Ne 4 oT 24 vioHa 2021r.
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1. TIACTIOPT PABOYEIl MTPOTPAMMBI YUEBHOI
T CHUTIIAHBI

1.1. O6n1acTh NPUMEHEHUS TPOTrPAMMBI

VYuebnas aucuumnuHa OI1.06 JlokymMeHTalMOHHOE oOecrieueHHe YIpaBieHHs SBISETCS

00s3aTeIbHOM  4YacThio  OOMIETPOECCHOHATBHOTO IMKJIA OCHOBHOH  00pa3oBaTeNbHOM
nporpamMmmbel B cootBercTBUM ¢ PI'OC CIIO mo cneumanbHocT 38.02.01 DOkoHOMHKA U
OyXTaJITePCKUM yUET (110 OTPaCIsiM).

VYuebnas aucuumiuuHa OIL06  JlokyMeHTallMOHHOEe  oOecledYeHne  yHpaBJiICHUs
obecrieunBaeT (OpMHpPOBaHHE MPOPECCHOHATBHBIX M OONMX KOMIIETEHIIMA MO BCEM BHJAM
nestensHocTd GPI'OC CIIO no cnenuansHocTH 38.02.01 DK0HOMUKA M OyXTranTepckuil yuer (1o
otpacisaM). Ocoboe 3HaYeHHe AUCHUIUIMHA UMeeT pu (OPMUPOBAHUH U PA3BUTUU CIIEAYIOLINX

xomnerennun OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, OK10, IIK 1.1.

1.2. lleab ¥ n1aHUpyeMble Pe3yJIbTATHI 0CBOCHHUS TUCHMIITIUHBI
B pamkax mporpammbl y4eOHOU JAUCHUILIMHBI 00YYaIOIMMHCS OCBAUBAIOTCS CIIEIYIOIINE

YMCHUA 1 3HAHUA.

npoOjeMy M BbLIENATh €€ COCTaBHBbIE
4yacTH; ONPEAENATh 3Talbl PELICHUS
3a/lauM; BBIABIATE U APPEKTUBHO

UCKaTh MH(POPMAIMIO, HEOOXOAUMYIO

Kon VYMenus 3HaHus
I1K, OK
OK 01 pacno3HaBaTh 3a1auy W/WIN | aKTyaJbHbIH npodeccuoHaIbHbBII u
npobiieMy B MpOo(EeCCHOHATBLHOM | COLMANBHBIA ~ KOHTEKCT, B  KOTOPOM
u/unu COLIMAJILHOM KOHTEKCTE; | IPUXOJIUTCS pabdoTaTh U KUTh; OCHOBHBIE
aHAJIM3UPOBATh 3ajauy W/WIN | UICTOYHUKU HH(OpMAIMM U pecypehl A

pelicHusA 3aJa4 u np06neM B

po(heCCHOHATLHOM W/MIU  COLUATHHOM
KOHTEKCTE;
AITOPUTMBI

BBIINNOJTHCHUA pa60T B

Ul pelleHus  3aJaud  W/WIM | Tpo(ecCHOHATIbHONW U CMEXHBIX 001aCTsIX;
npoOIIeMBbl; MeTOAbl paboThl B NMPO(EeCcCHOHATLHOU U
COCTaBHTH TUIaH JICHCTBUS; | CMEXKHBIX cdepax; CTPYKTypy IUIaHa s
OIIPENICNIUTh HEOOXOJUMBIE PECYPChI; | peIleHHMs]  3ajad;  [OpPSAAOK  OLIEHKHU
BIAJETh  aKTyaJIbHBIMH  METOJAMHM | pe3yJIbTaToB peleHus 3a1a4
paboTel B TpodecCHOHANBHONW U | MPo(ecCHOHANBLHOM NeSTEeIbHOCTH
CMEXHBIX  cdepax;  peanu3oBaThb

COCTaBJICHHBI  IJIaH;  OLIEHUBATh

pe3yabTaT UM TOCJIEACTBUS  CBOMX
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NEUCTBUM  (CaMOCTOSITENIBHO WIH  C

MOMOIIbIO HACTABHUKA)

OK 02 ONpeAessaTh 3aJauyd JJIg  T[OHCKa | HOMEHKIaTypa nH()OPMAITMOHHBIX
UH(pOpMaLUY; OIIPENIeNIATh | UCTOUHUKOB HNPUMEHSIEMBIX B
HEOOXOTUMbIE UCTOYHUKHU | POPECCUOHATILHON NESITEIbHOCTH;
UHPOPMALIMY; TJIAHUPOBAThH IPOLECC | MPHUEMBI CTPYKTYPHUPOBAHUS HH(OPMAIIHH;
TIOUCKa; CTPYKTYpUpOBaTh | popMaT 0hOpMIIEHHUS pe3yJIbTaTOB MOKCKA
HOJTy4aeMyto uHpopMauio; | nHbopMaUU
BBIJICNIAT HauOojiee 3HAYUMOE B
nepeyHe WHQPOPMALWHU; OLEHUBATH
HPaKTUYECKYIO 3HAYUMOCTh
pe3yJbTaTOB  IMOMCKA;  OPOPMIIATH
pe3yJIbTaThl IOUCKA

OK 03 OIIpEAEIIATh aKTyaJIbHOCTh | COAEpKAHUE aKTyaJbHOM HOPMaTHBHO-
HOPMAaTHBHO-IIPABOBOM [IPaBOBOM JTOKyMEHTAllMW; COBPEMEHHAs
JOKYMEHTallui B MpodeccroHabHOM | HayuHas u npodeccuoHagbHas
NeSITeNbHOCTH; INPUMEHSATH | TEPMUHOJIOTHSI; BO3MOXKHBIE TPAeKTOPUHU
COBPEMEHHYIO HAY4HYIO | IPO(ECCHOHATIBHOTO pa3BUTHSA u
npodecCHOHATBHYI0 TEPMHUHOJIOTHIO; | CaMO0OOpa30BaHuUs
OTIpeeNsATh u BBICTpauBaTh
TPaeKTOPUHU npo¢eCcCHOHATBLHOTO
pa3BUTHA U CAMOOOPA30BaAHUS

OK 04 OpPraHU30BBIBATh PA0OTY KOJUIEKTHBA | IICUXOJIOTHUYECKUE OCHOBBI JICSITEIIBHOCTH
U KOMaHIbl; B3aUMOJICHICTBOBaTh C | KOJUICKTHUBA, NICUXOJIOTUYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JUYHOCTH; OCHOBBI
KJIMEHTaMU B XOJI€ | IPOEKTHON AESATENbHOCTH
po(heCCUOHATTLHON e TEIIbHOCTH

OK 05 IPaMOTHO U3JaraTb CBOM MBICINU M | OCOOEHHOCTH COLMAIBHOIO U KyJIbTYPHOI'O
oQopMIIATH JTIOKYMEHTBI 10 | KOHTEKCTA; npaBuiIa odopmiteHus
npoecCHOHaIbHOM  TeMaTHKE  Ha | JOKYMEHTOB U IOCTPOEHMsI  YCTHBIX
TOCYJJapCTBEHHOM SI3bIKE, MPOSIBIIATH | COOOIICHUI
TOJIEPAHTHOCTD B pabouem
KOJIJIEKTUBE

OK 09 IIPUMEHATD CpPEACTBa | COBPEMEHHBIE CpPEACTBA U  YCTpPOMCTBA
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WHPOPMAIMOHHBIX TEXHOJOTUH IS
perieHuss TPOo(eCcCHOHATBHBIX 3a/1a4;
UCIIOJIb30BaTh COBPEMEHHOE

IMporpaMMHOC obecreyeHne

UH(pOpPMAaTH3AIUH; HOPSIIOK ux
MMPUMCHCHU A n IMporpaMMHOC
oOecrieueHne B mpodecCHOHaIbHON

JACATCIIBHOCTH

OK 10

IIOHUMAaTh 06H_[I/Iﬁ CMBICJI YETKO
IMPOU3HECCHHBIX BBEICKa3bIBaHWU Ha
W3BECTHBIE TeMBI (TTpodeccoHabHbBIE
U OBITOBBIC), TIOHUMATh TEKCTHI Ha
6a3oBble MPO(ECCHOHATBLHBIE TEMBI;
Y4aCTBOBATh B AWAJIOrax HAa 3HAKOMBIC
obmue u npodecCHuOHATBHBIE TEMBI;
CTPOUTH TPOCTHIC BBICKA3BIBAHHS O
cebe U 0 cBoeil mpodeccHoHaNbHOM
JeSITeTbHOCTH; KPaTKO 0OOCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHSA
(Texylmue W TUIAHUPYEMbIC); IUCATh
IMPOCTBIC  CBA3HBLIC COO6H.I€HI/I$I Ha

3HAKOMBIE WIH  HUHTEpecyrolue

podeCCHOHATIbHBIE TEMBI

NpaBUiIa MOCTPOSHUS MPOCTHIX U CIIOKHBIX
OpeUIoKEeHUH Ha  1podecCuOHaIbHbIE
TEMBI; OCHOBHBIE OOIIEYNOTPEOUTEIbHBIC
riaronsl (ObITOBass U mpodeccruoHalbHas
JIEKCUKA); JIEKCUYECKUI MUHHUMYM,
OTHOCAUIMICA K ONHCAaHUIO IPEIMETOB,
CPEICTB M IPOILECCOB MPOPECCHOHATBHOMN
NesITeNbHOCTH; 0COOEHHOCTH
NPOM3HOIICHHUS; NPAaBUIa YTEHUS] TEKCTOB

npodeccHoHaIbHON HANPaBICHHOCTH

K 1.1

IMPpUHUMATDb IIPONU3BOJIBHBIC

NEPBUYHBIC Oyxranrepckue
JOKYMEHTBI, pPAacCMaTpUBacMbIe Kak
MMUCbMEHHOE J0Ka3aTeIbCTBO
COBEPIICHUS XO3SIICTBEHHOM

orepauu 17031 MOJTy4YeHue
paspelIeHus Ha ee POBECHUE;
MPUHUMATH NIEPBUYHBIC
OyXTaJITepCKHe JIOKYMEHTBI Ha
OyMaxHOM Hocutejde W (Win) B BUIEC
3JIEKTPOHHOTO JIOKYMEHTA,
MOAIIMCAHHOTO 3JIEKTPOHHOM
TIOJIIHCHIO;

MPOBEPATh HAJTUYKUE B MPOU3BOIBHBIX
MEPBUYHBIX OyXraiaTepcKux

JOKYMCHTAax 00s13aTeNIbHBIX

oOuie TpeboBaHMsSI K OyXraiarepckomy
y4eTy B 4YacTU JOKYMEHTHPOBAaHHUS BCEX
XO3SIMCTBEHHBIX JICUCTBUI U OIECPALINA;
MOHATHE  TEPBUYHOM  OyXTanTepckoit
JIOKyMEHTAITUH;

OTIpEJICTICHUE TEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

IIEPBUYHBIX OyXrajaTepcKkux

bopmbl
JIOKYMEHTOB, COJIEpXKAIIUX 00s3aTeIbHBIE
PEKBU3UTHI MIEPBUYHOTO YUETHOTO
JIOKYMEHTa;
HOPSIIOK IPOBEICHUS POBEPKU
MIEPBUYHBIX OYXTAITCPCKUX JOKYMEHTOB,
dbopmabHON

MPOBEPKU  JTOKYMEHTOB,

HPOBEPKU MO CYLIECTBY, apUPMETHUECKOI
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PEKBU3UTOB;
NPOBOJIUTH (DOPMANBHYIO TPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(pMEeTHYECKYIO ITPOBEPKY;
IPOBOANTH TI'PYNIHPOBKY MNEPBUYHBIX
OyXrajaTepcKkux IJOKYMEHTOB IO pAIy
MPU3HAKOB;

IIPOBOANTH TAKCUPOBKY U KOHTHUPOBKY
NEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

OpPraHU30BbIBATH JOKYMEHTOOOOPOT;
pa3duparThCcsi B HOMEHKIIATYpe Jel;
3aHOCUTh JTaHHBIE 1o
CIPYNIHUPOBAHHBIM  JOKyYMEHTaM B
PEruCTphl OYXTaJITEPCKOTO YUETa;
nepenaBaTh IIEPBUYHBIE
Oyxrantepckue JIOKYMEHTBI B
TEKYIIUNA OyXTranTepCcKuil apXuB;
nepenaBaTh MepBUYHbIE
Oyxranrepckue JIOKYMEHTBI B
MIOCTOSIHHBI apXUB IO HMCTEUEHUH
YCTaHOBJIEHHOT'O CPOKA XpaHEHUS;
UCHPABIATh OIIMOKKM B TEPBUYHBIX

6YXl"aJ'ITepCKI/IX AOKYMCHTAX;

IIPOBEPKU;

OPUHLUIBI M TPU3HAKK TPYyHIHPOBKU
MEPBUYHBIX OYXTalITePCKUX IOKyMEHTOB;
NOPSAZIOK  IIPOBEJEHUS TAaKCHUPOBKH U
KOHTUPOBKM TEPBUYHBIX OYyXTalTepCKUX
JIOKyMEHTOB;
MOPSIJIOK COCTaBJICHUS PErucTpoB
OyXraJITepCKOro y4era;

IpaBWJIa U CPOKM XPAHEHMsI NEPBUYHON

OyXraJITepCKON JOKYMEHTAIINH;

1.3. PeKOMeHnyeMoe KOJUY€CTBO YaCOB HA OCBOCHHE IIPOrpaMMbl TUCHUIIJIMHBI:

Ounas ¢popma odyuenus, 1 rox 10 mecsinieB

CamocrosrenbHasi paboTa o0yJaromerocs - 8

O06Bem oOpa3oBaTeIbLHOM MporpaMMbl — 48 yaca, B TOM YHCIIC:

YueOHas Harpyska BO B3aUMOJCUCTBUHU C npenoaaBaTeyicM — 40 gaca

3aounas popma o0yuenus, 2 roga 10 mecsinen

8
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VYueOHas Harpyska BO B3aUMOICHUCTBUHU C npenoaaBaTeyicM — 6 JacoB.

CamocrosaTenbHOM paboThl oOy4atonierocs — 42 daca.

2. CTPYKTYPA U COJEP)KAHUE PABOYEN ITPOT'PAMMBI

2.1. O0beM yueOHOM IMCUMIIMHBI M BUbI y4e0HO# padoThI

Ounas popma o0yuenus, 1 roa 10 mecsinieB

Bup yueOHoI padoThI O0bem
4acoB
O0BbeM 00pa3oBaTeIbHON POrPAMMBI 48
Y4yeOHasi HATPY3KA BO B3AaMMOJACHCTBHM C NPENoAaBaTesieM: 40
B TOM YHCJIE:
JICKIIMH, YPOKH 24
IPaKTUYECKUE 3aHATHUS (€CiId IPEAYCMOTPEHO) 16
CamocrosiTesibHas padboTa o0yyariuerocs (Bcero) 8

[TpomesxkyTouHas aTTecTalys: KOHTpOJibHAs pabota — 1 cemecTp

3aounas popma o0yuenus, 2 roga 10 mecsinen

Bup yueOHoi padoThI O0bem
4acoB
O0bemM 00pa3oBaTeJbHON MPOrPaMMBbI 48
YyeOHast HArpy3Ka BO B3aMMO/IeHCTBUM € MPenoJaBaTesiem: 6
B TOM YHCJIE!
JIEKLIUH, YPOKHU 4
PaKTUYECKUE 3aHATHUS (€ciid IPEAYCMOTPEHO) 2
CamocrosiTesibHas paboTa o0yuawinerocs (Bcero) 42

[TpomesxyTouHas aTTecTalys: KOHTpOJIbHAs pabota — 1 cemectp




2.2. TemaTuveckuii miian u cogep:xanue ydeonoii mucuunanns OI1.06 lokymenTannoHHoe o0ecnieyeHne ynpasjaeHUs

Ounast popma odyuenus, 1 roa 10 mecsiuen

HaumenoBanue Coaep:xxanue yueOHOro MarepuaJia M (pOpMbl OPraHU3ALNMH AeATEJIbHOCTH 00YYAKIIHMXCH O0bem | YpoBenb
pa3/iesioB M TeM B 4acax | OCBOeHHs
1 2 3 4
Tema 1. Conep:xaHue yueOHOro MaTepuaJia 4 1
Beenenne. JlokymenT u | 1.3HaueHre W COJEpKAHWE TUCHUIUIMHBI «J[OKyMEHTAIlMOHHOE OOCCIICYCHUE YIIPABICHUSY.
cucremMa [ToHsiTHE TEPMHHOB <«JIOKYMEHT», «IOKYMEHTHPOBAaHUE», «IOKYMEHTAIIHOHHOE obOecreyeHue 4
AOKYMCHTAIMH yrOpaBiieHUs». YHUDUKALMS U CTAHIAPTU3AINH YIPABIECHYSCKUX JOKYMEHTOB.
Tema 2. Conep:kaHue y4e0HOIr0 MaTepuaJia 10 2
Oprann3zanmoHHo- 1. Opranu3anMoOHHbIE JOKYMEHTBI — YCTaB, VyYpEIUTENIbHBIE JOTOBOP, IOJOXKEHHE.
pacnopsiiuTe/bHbIe PacniopsimutensHbie TOKyMEHTHI — MPUKa3, pacropshKeHNe, YKa3aHHe, IOCTAaHOBIIEHHE, pElleHHe,
AOKYMEHTBI WHCTPYKIIUS, TIPOTOKOJI. 4
2. CnpaBo4HO-UH(OPMAIIMOHHBIE JOKYMEHTBI: CITy)KeOHasi 3amicKa, OObSICHUTENbHAS 3aIluCKa,
aKT, CIIPaBKa, CIIy)KeOHbBIE MHChMa
IIpakTH4eckoe 3ansaTHe 1 4
CocrasneHnue u opopmiieHHE PacOpSKEHHUS
CamocrosiTeibHasA padoTa 00y4aroImuXxcst
Cucrematnueckas mpopaboTKa KOHCIEKTOB 3aHATHH, Y4eOHON W CHelHUalbHOM JHUTepaTypshl. 5
[TonroroBka K MPakTHYECKHMM paboTaM C HCHOJIb30BAaHUEM METOJUYECKHX PEKOMEHIAIHA
npenoaBarens. [loaroToBka cooOneHN U JOKIJIAIOB.
Tema 3. Cojiep:kaHue yueOHOTo MaTepuaJia 12 2
Kanposas 1.JIoKyMEHTHPOBAaHUE TPYMOBBIX MpaBooTHOLIEHUH. CocTaB M 0cobeHHOCTH O(OpPMIEHHS
AOKyMEHTAIMS JIOKyMEHTOB TI0 INYHOMY COCTABY. 4
2.KomrmnekroBanue TUIHOTO nena. Aproomorpadus. Pesrome. 3asBienue o mpueme Ha padoTy.
[Tpuka3sbl MO JIUYHOMY COCTaBY.
IIpakTHyeckoe 3ansATHE 2
Odopmienne npukazoB Mo JUYHOMY COCTABY.
OdopmiieHne cripaBoK, TOKIAIHON U CITYKEOHOH 3alUCKH, aKTa. 6
Odopmienne TpyAOBOro 0roBopa, MpHKaza O MpuemMe Ha paboTy, odopmiieHHE TpPyAOBOMH
KHIDKKH.
CamocrosiTesibHasi padoTa o0y4aroumuxcst 2

Cucrtematuyeckasi mpopadOTKa KOHCIIEKTOB 3aHSATHH, y4eOHOW M CIEIHMaIbHON JIUTEpaTypHI.
[ToaroToBka K NPaKTHYECKUM paboTaM C HCHOJIb30BAHMEM METOJIMYECKUX PEKOMEHAMii
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npenonaBarens. [logroroBka cooOeHn U JOKJIAIOB.

Tema 4. Coaep:xxanue yueOHOro MaTepuaJia 12
JorosopHo-npasoBasi | 1.ITonsrus noroBopa. Bumbl 10roBOpoOB.
AOKYMEHTAMA 2.IlpaBuna opopmiieHUs TPETEH3UOHHBIX NuceM. POpMyIIsip HICKOBOTO 3asiBJICHUS, TPeOOBaHUS K 4
ero 0(hOpMIICHHUIO
IIpakTHyeckoe 3ansTHe 3
Odopmienue 1oropopa KyIid-npoaaxku 6
3anojHeHne UCKOBOTO 3asiBICHMUS
CamocrosiTesibHasi padoTa o0y4aroumuxcst
Cucrtematuueckasi mpopadOTKa KOHCIIEKTOB 3aHATHH, y4eOHOW M CIEIHaIbHON JIUTEpaTypHI. >
[TonroroBka K MpakTHYECKHMM paboTaM C HCIHOJIb30BaHUEM METOJUYECKHX PEKOMEHIAIHi
npenojasaress. [loaroToBka cooOmIEeHH U TOKJIAJI0B.
Tema S. Coaepxxanue yueOHOro MmarepuaJia 10
IonsTHe 1.CoctaB u yuer o6bemMa JOKyMEHT0000poTa npeanpusTuid. Opranuzanus padoThl C BXOJSIIEH,
JIOKyMEHT0000poTa, UCXOJIAIIEH U BHYTPEHHEH TOKYMEHTaIIUCH 4
perucrpanust 2. ba3pl maHHBIX JUIS XpaHeHHs JOKyMeHTOB. Paborta c¢ 3ampocamu. PaGota ¢ 31eKTpOHHBIMH
AOKYMCHTOB JIOKYMEHTaMH.
CamocrosiTeibHast padoTa 00y4yarommxcst
Cucrematnueckas mpopaOoTka KOHCIEKTOB 3aHATHH, Y4eOHON W CHEelHUalbHOM JHUTEepaTyphl. 5
[TonroroBka K MpakTHYECKMM padoOTaM C HCIOJb30BAaHUEM METOJUYECKHX PEKOMEHIAINM
npenogasarens. [loaroroska cooOueHui 1 TOKIa10B.
Tema 6. Coaep:xaHue y4eOHOro MaTepuaJia
Opranuzanus 1.Homenknarypa aen. UnauBuyanbHble, CBOHBIC, IPUMEPHbIE U TUIIOBbIE HOMEHKIATYPHI JCII.
ONepaTHBHOIO u | 2.IloaroToBka M MOPAJOK MEpenayd el B apXMB. 3aKOHOJATENIbHbIE aKThl M HOPMAaTHBHO- 4
ApXMBHOI'0 XPAHEHHS | METOAUYECKHE JJOKYMEHTHI [0 apXUBHOMY XPaHEHHIO TOKYMEHTOB.
JAOKYMEHTOB

HpOMe)KyTO"IHaﬂ aTTeCTalMsa: KOHTPOJIbHasd pa60Ta

Bcero:

48

JUi1st XapaKTepUCTHKN YPOBHS OCBOSHUS y4eOHOTO MaTepHaia HCIIOJIb3YIOTCS CIeAyIOIIe 0003HaYCHUS:

1 — 0O3HAaKOMHTENBHBIN (y3HABaHHE paHee N3YIEHHBIX 0OBEKTOB, CBOICTB);

2 — penpoyKTUBHBIN (BBIOIHEHUE JEATEILHOCTH 110 00pasIly, HHCTPYKIMU WM O/ PyKOBOJICTBOM);

3 — IPOXYKTHBHbIH (IUIAHUPOBAHKE U CAMOCTOSTEIILHOE BBIMOJIHEHUE ACATEIFHOCTH, PELICHHE MPOOJIEMHBIX 3a]1a4)
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TemaTn4yeckuii m1ad u cogepxxkanue ydeOHoi nucuunianabl OI1.06 lokymeHTanmoHHOe o0ecnieyeHne yIpaBJIeHHs

12

3aounas opma o0yuenus, 2 roga 10 mecsinieB

HanmenoBanue Coaepxxanue yueOHOro Mmarepuasia u GopmMbl OPraHU3aIMM JAeSITeTbHOCTH 00y4AI0INXCS O0bem | Yposenb
pa3aeiioB U TeM B yacax | OCBOCHHUSA
1 2 3 4
Pazpeua 1. Coaepxxanue yueOHOro MaTepuaJia 23 2
Beenenue. I[OKyMeHT M | 1.3HaueHne u coAcpKaHUE JUCUUILINHBI «ILOKyMeHTauI/IOHHoe oOecrieuenne YIIPaBJICHUS.
cucreMa [loHsiTHE TEPMUHOB <JIOKYMEHT», «JIOKYMEHTHPOBAHHUE», «JIOKYMEHTAIIMOHHOE OOecreyeHue
AOKYMCHTAIIUM. yOpaBieHus». Y HUPUKALUS U CTAaHJAPTU3AIMN YIPABIEHYECKUX JOKYMEHTOB.
Opranu3anmoHHO- 2.0praHu3alioOHHbIE  JOKYMEHThl — yCTaB, YUYPEAWUTEIbHbIE JOTOBOp,  IOJIOKEHUE.
pacnopsiaurTe/ibHbIe PacniopsinurenbHbie TOKYMEHTBI — PUKA3, PACIIOPSIKEHNUE, YKA3aHUE, IOCTAaHOBIICHUE, PEILICHHUE,
JAOKYMEHTBI WHCTPYKIIMSA, TPOTOKOJ. D)
Kanposas 3.CnpaBouHO-UH()OPMAIIOHHBIE JOKYMEHTHI: CIy>KeOHasi 3amucka, OObSICHUTENbHAs 3aluckKa,
JOKYMEHTaUUsA aKT, CIIpaBKa, CITy>keOHbIE TUChMa
4. JlokyMeHTHpOBaHHE TPYAOBBIX MpaBooTHoIIeHWH. CoctaB U 0coOeHHOCTH O(OPMIICHUS
JIOKYMEHTOB 10 JUYHOMY COCTaBY.
5.KommekroBanue nuuHoro aena. ABroouorpadus. Pestome. 3asBineHue o npueme Ha padoTy.
[TprKka3sbl 0 TMYHOMY COCTABY.
IIpakTnyeckoe 3aHsTHE
Cocraiienne u ohopmIIEHUE PACTIOPSIKCHHSL.
Odopminenne npuka3oB Mo TUYHOMY COCTABY. 1
OdopmiieHne CrIpaBoOK, TOKIAIHON U CITYKEOHOH 3aITUCKH, aKTa.
Odopmnenne TpyAOBOrO 0TOBOpa, MpHKaza O MpuemMe Ha paboTy, odopmieHHEe TpyHAOBOMH
KHHXKKHU.
CamocrosiTeibHasA padoTa 00y4ar0IuXxcst
CucremaTtndeckasi mpopabOTKa KOHCIEKTOB 3aHATHN, YYEOHOW M CHEIUAIBHOW JIMTEpPATYypHI. 20
[TonroroBka K MpakTHYECKHMM paboTaM C HCHOJIb30BaHUEM METOJUYECKHX PEKOMEHIAIHiA
npenonaBarens. [logroroBka cooOeHU U JOKIJIAIOB.
Pazpean 2. Coaep:xanue yueOHOro MaTepuaJia 25 2
Jorosopno-npasoBasi | 1.ITonsrus noroBopa. Bumbl 10roBOpoB. 2
JOKYMEHTANUA. 2.ITpaBuna odopmieHHs] TPETEH3UOHHBIX IHceM. DOopMYyJIsSip UCKOBOTO 3asiBICHIsI, TPEOOBaHUS K
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[HonsiTue
AOKYMEHT0000pOTA,
perucrpamnus
AOKYMEHTOB.
Opranuszauus
ONepaTHBHOIO U
apXMBHOI0 XpaHEHHUS
AOKYMEHTOB.

ero o(hOpMIICHHIO.

3.CoctaB u yueT o0bemMa JOKyMEHT0000poTa npeanpusTuidl. Opranuszanus padoThl ¢ BXOJAILEH,
HCXOJAIIEH U BHYTPEHHEN TOKYMEHTaluen

4. ba3bl AaHHBIX A1 XpaHeHHs JOKyMeHTOB. Pabota ¢ 3ampocamu. PaboTa ¢ 351eKTpOHHBIMHU
JIOKyMEHTaMHU.

5.Homenknarypa nen. UaauBunyaibHble, CBOAHBIE, IPUMEPHBIE M TUIIOBBIE HOMEHKJIATYPBI €.
6.IloaroroBka M MOPSAOK MepeAayd Jell B apXuB. 3aKOHOJAATEIbHBbIE aKThl U HOPMATHUBHO-
METOIMYECKHUE IOKYMEHTHI 10 aDXUBHOMY XPaHEHHUIO JOKYMEHTOB.

IIpakTH4eckoe 3aHsATHE
Odopmitenne 10roBopa KyIiIu-mpoaaku
3a1noJHEHUE UCKOBOT'O 3asIBJICHUS

CamocTtosiTeibHasA padoTa 00y4aroImmuXxcst

CucremaTtndeckasi mpopabOTKa KOHCIEKTOB 3aHATHN, YYEOHOW M CHEIUATbHOW JIMTEpPATypHI.
[TonroroBka K MpPakTHYECKHMM paboTaM C HCIOJIb30BAHUEM METOJUYECKHX PEKOMEHIAIIHA
npenonasarens. [loaroroBka cooOneHn U JOKIJIAIOB.

22

HpOMe)KyTO‘lHaﬂ aTTeCTalus: KOHTPOJIbHAaA pa60Ta

Bcero:

48

JAnst XapaKTEepUCTUKN YPOBHS OCBOSHHS Y4€OHOT0 MaTepHaia UCTIOIb3YIOTCS ClIeTyonie 0003HAYCHUS:

| — 03HaKOMUTENIBHBIH (y3HABaHNE paHEe N3yUCHHBIX 00BEKTOB, CBOMCTB);

2 — penpoXyKTUBHBIH (BBINOIHEHUE JEATEILHOCTH 110 00pasiy, MHCTPYKIMU WM IO/ PyKOBOJICTBOM);

3 — IPOYKTHBHBIN (IUIAHUPOBAHNE U CAMOCTOSITEIBHOE BBHITIOIHEHNE JIEITEILHOCTH, PELIeHHE IPOOJIEMHBIX 3a71a4)
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3. YCJIOBUSA PEAJIM3ALIMU TPOT'PAMMBI IMCHUTIJIMHBI
OI1.06 loxkyMeHTALMOHHOE O0ecneyeHHe YIpaBJIeHUs
3.1. TpeboBaHMs1 K MUMHUMAJILHOMY MaTepHAJbLHO-TEXHHYECKOMY O0ecrneyeHHnIo
Peanuzarus nporpaMmbl JUCHMITITUHBI TPEOYET HATHUUS:
- KaOWHeT JOKYMEHTAI[HOHHOTO 00eCTIeYeHHUs YyIIPaBICHHS.
- TMOMEIUICHHUS Il CAMOCTOSITETIHHON pabOTHI.
OcHaleHHOCTh Ka0MHeTa JOKYMEHTALIMOHHOI0 o0ecriedeHHus1 YPaBJIeHUs:
O6opynoBaHue: MOCAJOYHbIE MecTa IO KOJMYEeCTBY oOydaromuxcs; padoyee MeCTO MperojiaBares;
cTe/lax, ceild, yueOHas HOCKa, CTEHNbI, MOJUTHYECKas KapTa, MHOrO(YHKIIMOHAJIBHOE YCTPOHCTBO
(mpuHTEp-CKaHET-KOMHUp), TeNe(HOHBI.
Texunueckue cpeacta o0yuyenus: [1K.
OcHaleHHOCTh MOMENIeHUs ISl CAMOCTOSITeIbHOM PadoThI:
OO6opynoBaHue: MOCAJAOYHBIE MECTa IO KOJIMYECTBY OOydYaromuxcs; pabodee MeCTO MpenojaBarels,
y4eOHas JI0CKa, CTeIUTaXKH.
TexHnueckue cpencTra 00yIeHHUs: TIEPCOHABHBIC KOMITBIOTEPHI C BEIXOJIOM B ceTh MHTEepHeT - 13 miT.
3.2. UnpopmannonHoe odecnevyenne 00y4eHus
OcHoBHas JinTEpaTypa:
1.Opranm3anys ¥ TEXHOJIOTUSI JOKYMEHTAIIMOHHOTO OOECIIeYEeHHUs YIpaBIICHHS: JJIEKTPOHHOE y4deOHOe
noco6ue / coct. C.E. Mumenusn; 2018. URL: http://biblioclub.ru/index.php?page=book&id=481592
2. PribakoB A. E. OcHOBBI nenmonpoun3BoicTBa: yueOHUK. - M3natensctBo: PUITO, 2018.
URL:https://biblioclub.ru/index.php?page=book red&id=463666&sr=1
JlonoJiHUTeIbHAS JIUTepaTypa:
1.IIpoxopoB, A.H. Pabora B coBpemennom oduce / A.H. [Ipoxopos. - 2-e uzn., ucmnpas. - Mocksa:
Harmmonansupiii OtkpeiThiil YHHBepcuteT «MHTYUT», 2016.  URL: http://biblioclub.ru/index.php?
page=book&id=428816
2. buctoko, B.M. 3amuTa 1 00paboTka KOH(MUICHIMATHHBIX TOKYMEHTOB : ydeOHoe mocobue / B.M.
bucrokos. - CraBpomnosib : CKOY, 2016. URL: http://biblioclub.ru/index.php?page=book&id=458917
3. 3amuTa U 00paboTKa KOH(PHUIEHIIUANBHBIX TOKYMEHTOB: MPAKTHKYM / aBT.-cocT. B.M. buciokos. -
CraBpormons : CKOVY, 2016. URL:http://biblioclub.ru/index.php?page=book&id=459333
JIMieH3M0HHOE MpOrpaMMHoe o0ecnieyeHue:
1. OBC «YHuBepcurerckas Oubnuorexa OHIaliH;
2. Microsoft Windows ;
3. Microsoft Office (Word, Excel, Access, PowerPoint) ;
4. Kaspersky Endpoint Security.
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4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM JUCIHUILIUHBI

Pe3yabraTrhl 00y4yeHus

Kputepun onenkn

MeToabl OIEHKH

B pesynbrare 0CBOCHUS TUCLUIIIUHBI
00YYarOIINIACS TOJKEH 3HAMb:

aKTyaJIbHbIM TNpPOQEeCcCCUOHAIbHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
NPUXOJUTCA  paboTaTb U JKUTh;
OCHOBHBIE HCTOYHHKH MH()OPMAINH U
pecypcesl 3a1a4 "

npobieM B

JUTsL  peuieHust
npoeccuoHaIbHOM
W/WIH COIMAIbHOM KOHTEKCTE;

QITOPUTMBI  BBITIONHEHUS PAadOT B

NpOoPECCHOHATBHOW W CMEXKHBIX

obnacTsax;  MeToAsl  paboThl B
npoecCHOHaNBPHOM M CMEXHBIX
chepax; CTIPYKTypy IUIaHa  JUIs

peuiCHusd 3aaa4d; IMOpAAOK OLCHKHU

PE3YIBTATOB pemicHuA 3aJa4

npoecCHOHANBHOM IeATEIbHOCTH

HOMEHKJIaTypa  HH(OpPMAIMOHHBIX
HUCTOYHUKOB MIPUMEHSEMBbIX B
po(eCCUOHATIBHON 1€ TENIbHOCTH;
IIPUEMBI CTPYKTYpPHUPOBAHMUS

uHpopmanuu; ¢dopmar OopOpMICHHS

pe3yJIbTaTOB MOUCKa HH(OpMALIUU

pacrno3HaBaHHE QJIITOPUTMOB
BBITIOJIHCHUSI pabor B
po¢eCCUOHAIBHON u CMEXHBIX
o0nacTsx; OTIPENICJICHUE  METOJIOB

paboTbl B mpodeccHOHANbHOM U
CMEXHBIX c(hepax; BHIOOp oIpeneneHue
ONTUMANIBHOW CTPYKTYpHl IUIaHA ISt
peuieHusl 3ajgad; MOHMMAaHUE IMOopsIKa
OLIGHKM PpEe3yJIbTaTOB pELICHUs 3a7a4
npodeccHoHaBHOMI NEeSTeNLHOCTY;

BBIOOD Haubosee ONTHUMAJIbHBIX
HMCTOYHUKOB HH(POpPMAIUM U PECYPCOB
JUI  pelleHus 3ajady U npolieM B
po(ecCHOHATLHOM H/HITU COLUATBHOM
KOHTEKCTE; OPUCHTHUPOBAaHHE B
aKTyaJIbHOU HOPMAaTHUBHO-TIPAaBOBOM
JOKYMEHTAI[MH1; COBPEMEHHOM Hay4HOH
U 1podecCHOHAILHOW TEPMHUHOJIOTUY;
MOHUMaHHUE TICUXOJOTHYECKUX OCHOB
JeSITeNbHOCTU KOJUJICKTHBA,
MICUXOJIOTHYECKUX ocobeHHocTe
JUYHOCTH; BIIAJICHUE 3HAHUSIMH OCHOB

paboThl ¢ JIOKYMEHTaMH, TOJATOTOBKH

cozepkaHue aKTyaJIbHOHM | YCTHBIX M IHCBMEHHBIX COOOIICHHH;
HOPMAaTHBHO-IIPABOBOM 3HaHHE OCHOB KOMITBIOTEPHOI
JOKyMEHTAIUH; COBpPEMEHHAas | TPAMOTHOCTH; 3HaHUE IpaBUII
Hay4yHas ®  [podeCCHOHATbHAS | HAMMCAHUS W TPOU3HOUICHUS CJIOB, B
TEPMHHOJIOTHS; BO3MOJXKHBIC | T.4. M IPO(ECCHOHATBHON JIEKCUKH.

TPaeKTOPUH poeCCUOHATIBHOTO | 3HaHUE bopm MEPBUYHBIX
Pa3BUTHA U CAaMOOOPa30BaAHHS OyXrajnTepcKux JIOKYMEHTOB,
MICUXOJIOTUYECKHUE OCHOBBHI | COAICp)KaHUSI ~ TaKOH  JTIOKYMEHTAaIlWH,
JeATeIIbHOCTH KOJUIGKTHBA, | HIOHUMaHHE CHeUUHUKH  pabdOThl  C

Onenka
BBITIOJTHEHUS
CaMOCTOSITEITLHBIX
pabor,
JIOKJIAJIbI,
pedepatsl
COOOIICHHS,
TECTUPOBAHUE
pelieHue
MIPAKTHIECKHUX
3azad.
KonTponbhas

pabota
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MICUXOJIOTHYECKUE 0COOEHHOCTHU
JUYHOCTH;  OCHOBBI  MPOCKTHOH
JeSITebHOCTH

0COOEHHOCTH COLIMAIIHOTO u
KyJIBTYpHOTO KOHTEKCTa; IpaBHJIa
oopmneHus JIOKYMEHTOB "
MOCTPOCHMSI YCTHBIX COOOIIECHU.
IpaMOTHO U3JaraTb CBOM MBICIH H
oopmIsITH JTOKYMEHTBI o
npoeCCHOHATBPHON  TEMaTHKEe Ha
TOCYJapCTBEHHOM SI3bIKE, MPOSBIATH
TOJICPAHTHOCTb B pabouem
KOJIJICKTHBE

COBpPEMEHHBIC CPEJICTBA U YCTPOICTBA
uHpOpMATHU3aLMKU;  THOPSAOK  HX
MIPUMEHEHUS u MIPOTpaMMHOE
oOecrieueHre B MNpodhecCHOHATBLHOM
JeSITeIbHOCTH

IpaBUja MOCTPOCHHUS MPOCTBIX U
CIIOKHBIX IIPEIIOKEHUN Ha
poeCCHOHATILHBIE TEMBI; OCHOBHEIC
001IeynoTpeOnTEIIbHBIC TJIaroJibl
(ObiToBast u  mpodeccuoHanbHas
JIEKCUKA); JIEKCMYECKMH MHHHUMYM,
OTHOCSIIIUNCS K OIIMCaHUIO
MPEMETOB, CPEICTB W TPOIIECCOB
npoeCCUOHATILHON  J1eATENIbHOCTH;
0COOEHHOCTH POU3HOIICHUS;
MpaBuiIa YTECHUS TEKCTOB
poheCCHOHATILHON HAINpaBJICHHOCTH
oOrmrue TpeOoBaHUS K
OyXrajaTepckoMy y4YeTy B 4YacTH
JTOKYMEHTUPOBAHHS BCEX

XO03SIMCTBEHHBIX NEUCTBUN u

NCPBUYHBIMHA

JOKYMEHTaMHU

OyXrajaTepcKkuMu

16
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onepaunui;
MOHATHE TICPBUYHON OyXTanTepCcKOi
JIOKYMEHTAIUY;
oTpeJiesieHe MEPBUYHBIX
OyXTaJTepCKUX JIOKyMCHTOB;

(dhopMBI TIEPBUYHBIX OyXTaaTePCKUX
JIOKYMEHTOB, COJIEprKaIINX
o0s3aTeNbHBIE PEKBU3UTHI
MIEPBUYHOTO YYETHOTO JOKYMECHTA;
MOPSAIOK

MPOBEJCHUS  MIPOBEPKHU

MIEPBUYHBIX OyXraJTepCcKux
JOKYMEHTOB, (hOpManbHOM MPOBEPKH
JIOKYMEHTOB, IIPOBEPKH IO CYIIECTBY,
apu(pMeTHIECKON POBEPKH;
MPUHLIMIBI U IPU3HAKU TPYIIIUPOBKU
IIEPBUYHBIX OyXrajaTepcKkux
JIOKYMEHTOB;

HOPSAJOK NPOBEACHUS TaKCUPOBKU H
KOHTHUPOBKH NIEPBUYHBIX

OyXTaJTepCKUX JTIOKyMEHTOB;

MOPSIZIOK  COCTaBJICHUSI ~ PETUCTPOB
OyXrajaTepckoro yyera,

mpaBWJIa W CPOKM  XpaHCHHS

IIEPBUYHOMU OyxraiaTepckoin

JOKYMEHTAIH

B pesynbrate OCBOCHHUS TUCHMIUIMHEL | BIAQJACHHE  aKTyalbHBIMH  MeTojgamu | OueHka
00yJaroNTUiCs TOKEH yMemb: pabotel B MpodeCCHOHANBHOW W | BBIMOJHEHUS
pacrno3HaBaTh 3amauy W/WIH | CMEKHBIX chepax; 3¢ (eKTUBHOE | CAMOCTOSTENbHBIX
npobieMy B Npo(ecCHOHAIBHOM | BBISIBICHHE U TMOUCK HH(opmaiuu, | padort,

W/WIM  COIMAJbHOM  KOHTEKCTE; | COCTaBJICHHE  ONTHMAJIbHOTO  IUIaHA | JOKJIAJIbI,
aHAIM3UPOBATh 3aaqy W/WNU | NEWCTBUM, aHAW3 HEOOXOAMMBIX IS | pedepaTsl
mpo0yieMy U BBIAETATH €€ COCTABHBIEC | BHIMOJTHEHUS 3aJaHus, pPECYpCoB; | cCOOOIIeHMS,
YacTH; ONPEAENATh 3Talbl PEIICHHs | OCYLIECTBICHUE UCCIIEIOBATEIbCKON | TECTUPOBAHHE
3a1aud; BBIABIATE W 3()(EKTUBHO | NEATETHHOCTH, NPUBOISIICH K | pemenne

UCKaTh MH(OpMaIHIO, HEOOXOANUMYIO | ONTUMAIBHOMY pe3yNbTaty; | IPaKTHYECKUX

17




18

JUIS  peUmIeHWs  3aJa4dl  W/WIH
poOJIEMBI;
COCTaBUTh 1aH NeCTBHUS,

OTIPEJICNINTh HEOOXOMMBIE PECYPCHI;

BJIaJCTh AKTyaJIbHBIMU  METOJaMH

pabotel B TpodecCHOHATBLHON U
CMEXHBIX  cepax;

COCTaBJIEHHBIN

peann3oBath
IUIaH, OLIEHHUBAaTh
pe3yapTaT W TOCIEACTBUS  CBOMX
NEUCTBUN (CaMOCTOSITEIBHO WU C

IIOMOIIIBIO HaCTaBHI/IKa)

OIpEeNeNATh 3aJaud U1 IOHUCKa
uH(popMaLuy; OIPEEATh
HE00X0UMbIe UCTOYHUKHU

nHpOpMAalLIMK; TUIAHUPOBATh IMPOLECC

IIOMCKa; CTPYKTYpUpPOBAaTh
M0JIy4aeMyo nH(pOpMaILINIO;
BBIJICJIAT, HauOojiee 3HAUYUMOE B
nepeyHe MH(pOpMaIUK; OLIEHUBAThH
IIPAKTUYECKYIO 3HaYUMOCTh
pe3ysbTaTOB  IMOMCKA;  O(OPMIISATH
pe3yJIbTaThl IOUCKA

OIIpEAEIIATh aKTyaJbHOCTb

HOPMAaTUBHO-IIPaBOBOU
JOKYMEHTAIlMH B TPO(eCcCHOHATBHOM
NEeSITeITbHOCTH; PUMEHSITh
COBPEMEHHYIO Hay4HYIO
pohecCHOHANEHYI0 TEPMUHOJIOTHIO;
OTIPEIENIATH " BBICTPANBATh
TPaeKTOPUH npoQeCcCHOHATBHOTO
pa3BUTHA U CaMOOOPa30BaHUS
OpPTraHU30BBIBAaTh PAa0OTYy KOJIJIEKTHBA
U KOMaHJbl; B3aWMOJICHCTBOBATh C
KOJIJICTaMH, PYKOBOJICTBOM,

KIIMCHTaMH B X0[4€

JEMOHCTpaLusi THOKOCTH B OOIEHUU C
KOJIJIEraMH, PYKOBOJICTBOM,
MOAYUHEHHBIMU u 3aKa3uuKaMu;

MIPUMEHEHHE CPEACTB MHPOPMALMOHHBIX

TEXHOJIOTHIA TUIst pereHust
poeCCHOHATBHBIX 3ajay;
s¢dhekTuBHOE HCII0JIb30BaHUE
COBPEMEHHOTO IPOTPaMMHOTO
o0ecrieyeHus;  KpaTko U YETKO

(GbopMyIIMpOBaTh CBOM MBICIIH, W3JIararh

UX  JIOCTYNHBIM  JUIi  [OHHMaHUS
cnocobom; dddexTuBHaT pabota ¢
IIEPBUYHBIMHU OyXraiaTepcKuMu
JOKyMEHTaMH

3ajad.
KonTponbhas

pabora.
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PO eCCUOHAIBHON JEATETbHOCTH

IpaMOTHO W3JaraTh CBOW MBICIH H
oopmIsITh JOKYMCHTBI o
npoecCHOHANBPHOW — TEeMaTHKE Ha

TOCYJapCTBEHHOM S3BIKE, ITPOABJIATH

TOJIEPAHTHOCTD B pabouem
KOJUIEKTUBE
MIPUMCHSITh CpeacTBa

HHGOPMAIIMOHHBIX TEXHOJIOTUH ISt
peteHust MpodecCHOHABHBIX 3aj1aY;
UCIIOJIb30BaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue

MMOHUMATh OOIMMA CMBICT  YETKO
MIPOU3HECCHHBIX BBICKa3bIBaHUI Ha
W3BECTHBIC TEMBbI
(mpoeccuonanbupie U OBITOBBIE),
MOHUMATh TEKCTHl Ha  0a30BbIE
npodeccHOHabHbIE TEMBI;
y4acTBOBaTh B JHMajorax  Ha
3HAKOMBIE o0rmrue u
Mpo(eCCUOHANIBHBIE TEMBI; CTPOHUTH
MPOCTHIC BBICKA3bIBaHUS O ceOe U O
cBoei npodeccuoHaIbHOU
NEeSTeILHOCTH; KPATKO 0OOCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHSA
(Texymme W IJIaHUPYEMBbIS); IMHCATh
MPOCThIE CBSI3HBIE COOOLICHHS] Ha
3HaKOMbIE  WJIM  HMHTEPECYIOIIHe
po¢eCCUOHATBHBIC TEMBI

NPUHUMATH MIPOU3BOJILHBIC
MIEPBUYHBIC Oyxrajitepckue

AOKYMCHTBI, PACCMATPUBACMBIC KaK

MMHCbMEHHOE JI0Ka3aTeJIbCTBO
COBEPILICHUS XO3SIICTBEHHOM
onepanuu WJIn MOJIyYeHUE

19
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paspelleHus Ha ee POBEICHNUE;
PUHUMATH NIEPBUYHBIC
OyXraJiTepckue  JOKYMEHThI  Ha

OyMaxHOM HocuTelie U (W) B BUJIE

3JICKTPOHHOTO JIOKyMEHTA,
MOAIHCAaHHOIO AIIEKTPOHHOMU
MOAINCEIO;

MMPOBEPATH HAJIMYKEC B IMMPOU3BOJIbHBIX

IIEPBUYHBIX OyXranTepcKux
JOKyMEHTaxX 00s13aTeNbHBIX
PEKBU3HTOB;

MPOBOJUTH (OPMATIBHYIO TPOBEPKY
JIOKYMEHTOB, TIPOBEPKY MO CYILECTBY,
apu(pMeTHUYECKYIO ITPOBEPKY;

IIPOBOAUTH TPYNIIUPOBKY MEPBUYHBIX

OyXraJlTepCKUX JOKYMEHTOB IO DALY

MIPU3HAKOB;
IIPOBOJIUTH TaKCUPOBKY u
KOHTHPOBKY MEPBUYHBIX

OyXTraJTepCKUX JOKYMEHTOB;
OpPraHMU30BbIBATH JOKYMEHTOOOOPOT;
pa3OupaTbcsi B HOMEHKIIATYpE e,
3aHOCUTh JTaHHbIE o
CTPYIIIMPOBAHHBIM JOKYMEHTaM B
PErucTpbl OYXTalITePCKOTO y4eTa;
nepenaBaThb HEepBUYHbIC
Oyxrantepckue JOKYMEHTBI B
TEKYIHI OyXTanTepCKHii apXuB;
nepeaaBaTh NIEPBUYHBIC
Oyxrairepckue JOKYMEHTBI B
MIOCTOSIHHBIM apXMB IO HCTEUEHHUH
YCTAHOBJICHHOTO CPOKa XPaHECHHUS;
WCTIPABJISITh OMMOKA B TEPBHYHBIX

OyXrajTepcKux JOKyMEHTaX;
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Jluct perucTtpanuii USMEHEHU, BHOCUMBIX B MPOTPaMMy JUCIUTLIMHBI

Ne
U3MEHEHUH

JaTta

CTpaHI/II_[BI C UBMCHCHUSAMU

[lepeuensb u conepxkanue
OTKOPPEKTUPOBAHHBIX Pa3JIEIOB
IPOrpaMMbI
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