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1. OBIIASI XAPAKTEPUCTUKA PABOUYEH ITPOI'PAMMbBI YUYEBHOU
JANCHUITVINHBI

1.1. MecT0 AMCHUILVIMHBI B
CIENMAJINCTOB CPeJIHEro 3BeHa

YuebHas aucnuiuinHa «JIOKyMEHTAIIMOHHOE OOCCIeueHrue YIpaBICHUS
SBIISIETCS YacThio OO0MENnpodeCCHOHAIBPHOTO ITUKIJIA IPOTPAMMBI  TOJATOTOBKH
CrenuanucToB cpeanero 38eHa B coorBeTcTBUU ¢ OI'OC CIIO no cnennanbHOCTH
38.02.01 DxoHOMHKA M OYXTaNTEPCKUN ydeT (10 OTPaCIIsiM).

VYuebnas  gucnmmmHa  OIL.06  JlokyMeHTanmnmoHHOE — OOECIeUYCHHE
yopaBieHus obecreunBaeT GOpMHpOBaHHE MPO(ECCHOHATBHBIX W OOIIUX
komneTeHouii 1mo BceM Buaam aesarenbHocTH PI'OC CIIO mo cnemmajibHOCTH
38.02.01. DxoHomuka u Oyxrainrepckuit yder (mo otpacisim). Ocoboe 3HaUeHUE

noaAroTOBKH

CTPYKType MPOrpaMMbl

IUCIAIUINHA

HMCCT IIpu

npoeccuoHaNbHBIX KOMITETCHIIHHI
- oomue komnerenmuu OK 01; OK 02; OK 03; OK 04; OK 05; OK 09;
- npodeccuoHanbHbie Komrnerenmuu 1K 1.1.

dbopMupoBaHUU |

Pa3BUTHHU O6IHI/IX u

1.2. Heab 1 ni1aHupyemMble pe3yabTAThbl 0CBOCHHUA IMCHMIINHBI
B pamkax mporpammbl yueOHON AMCHMILTAHBI 00YyYaIOMIMMUCS OCBAHBAIOTCS
CJIEYIOLIME YMEHUS U 3HAHHUSI

Kon YmMmenus 3HaHUA

1K, OK

OK 01 pacro3HaBaTh 3a/1a4y W/ UiIu aKTyaJIbHBIN NPOoQecCUOHANbHBIN U
npobiieMy B podecCHOHATBHOM COLIMATILHBIA KOHTEKCT, B KOTOPOM
W/WIIM COITMATEHOM KOHTEKCTE; NPUXOINUTCS pabOTaTh U )KUTh; OCHOBHBIC
aHAJIM3UPOBATH 3a7a4y U/ UIU UCTOYHUKU UH(GOPMAIIUU U PECYPCHI IS
npo0JeMy | BBIIEIATh €€ COCTaBHBIE | pEIIeHHs 3a/1a4 U po0IeM B
YacTH; ONPEENIATh STAlbl PEIICHUS npodhecCHOHATFHOM U/UITU COLUATBHOM
3aJ1a4u; BBIABIATH U dPPEKTHBHO KOHTEKCTE;

UCKaTh UHGOPMAIUIO, HEOOXOIUMYIO | allTOPUTMBI BBITIOJHEHHS paboT B

JUTSL PEUICHUS 33191 W/ W npo¢eCCHOHATLHON M CMEKHBIX 00JIaCTAX;
poOJIeMBbI; MeTOIbI PaboThI B IPO(EeCCHOHATILHON 1
COCTaBUTH IUIAH JICHCTBHS, CMEXHBIX chepax; CTpYKTypy IUIaHa IJis
OTIpeAeIUTh HEOOXOAUMBIE PECYpPChI; | pelIeHHs 3a7a4; TOPSAIOK OLEHKU
BJIAJICTh aKTyaJIbHBIMH METOJAMH pe3yabTaTOB pEIICHUs 3a/1a4

paboThl B poheccCHoHaNbHOM U npodecCHOHANBHON e TENbHOCTH
CMEXHBIX c(hepax; peasn3oBaTh

COCTaBJICHHBIN TUIaH; OI[CHUBATh

pe3yabTaT U MOCIEACTBUS CBOUX

JEeNCTBU (CaMOCTOSTENBHO WIIH C

MOMOIIIbI0 HACTABHUKA)

OK 02 OIpEAEIATh 3aJa41 JUIsl TIOMCKa HOMEHKJIaTypa HH(POPMAITMOHHBIX
UH(POPMALIUH; OTIPEIEIISATh HUCTOYHUKOB IIPUMCHSCMBIX B
HE00XO0JUMbIe UCTOUYHUKHU npodeccuoHaNBHOM e TENbHOCTH;
UH(OPMALINY; TUITAHUPOBATH MPOIIECC | MPUEMBI CTPYKTYPHPOBAHUS HHPOPMAIIUH;
MOKCKA; CTPYKTYPUPOBATH dopmat opopmiieHus: pe3yabTaTOB MOUCKA
NoJy4aeMyro HH(opMaIuio; uH(pOopMaIuu
BBIJIETISATH HanboJiee 3HaYuMOe B
nepevHe NHPOpPMaIuH; OIICHUBATh
MPAKTUYECKYIO0 3HAUUMOCTD
Pe3yIbTATOB MOUCKA; 0OPMIIATH




pe3yJIbTaThl MOWCKA

OK 03 OIpPEEIATh aKTyaJIbHOCTb coJIep’KaHue aKTyaJbHOW HOPMAaTHBHO-
HOPMAaTUBHO-TIPABOBOM MIPABOBOM JOKYMEHTAIIMH;, COBPEMEHHAS
JOKYMEHTAIUH B MPO(ECCHOHAILHON | HayyHas v podeccuoHaIbHAs
NESTEIIbHOCTH; IIPUMEHSITh TEPMHUHOJIOTHS; BO3MOYKHBIE TPACKTOPUH
COBPEMEHHYIO HAY4HYIO poeCCHOHATLHOTO PA3BUTHUS U
npodeccuoHaNbHYI0 TEPMUHOIIOTHIO; | CaMO0Opa3OBaHus , 3HAHHUS (PMHAHMOBOM
OIpEEIATh U BBICTpauBaTh IPaMOTHOCTH
TPAeKTOPUH MPOPECCHOHATHHOTO
pa3BUTHS U CaMOOOpPa30BaHUs,

MCIIOJIb30BaTh 3HAHUA MO0 (PUHAHCOBOMA
IrPaMOTHOCTH

OK 04 OpPraHU30BBIBATh PA0OTY KOJJIEKTHBA | TICUXOJIOTMYECKUE OCHOBBI JESTEIILHOCTH
Y KOMaH/1bl; B3aUMO/IEWCTBOBATh C KOJUJIEKTHBA, IICUXOJIOTMYECKHE
KOJIJIEraMH, PYKOBOJICTBOM, 0COOCHHOCTH JIMYHOCTHU; OCHOBBI
KJIMEHTaMH B X0J1€ IIPOEKTHOM J1eATEIbHOCTH
npodecCHOHANBHON e TEIbHOCTH

OK 05 IPaMOTHO U3JIaraTh CBOM MBICIHU U 0COOCHHOCTH COIMAIIBHOTO U KYJIbTYPHOTO
0QOpPMIISITh TOKYMEHTHI 110 KOHTEKCTa; MpaBuia ohopMIeHUsS
npodecCHOHATBLHON TEMaTHKE Ha JOKYMEHTOB H ITOCTPOEHHSI YCTHBIX
rOCy/IapCTBEHHOM fI3bIKE, IPOSABIATH | COOOIIEHUN
TOJIEPAHTHOCTH B pabodyem
KOJUJICKTHBE

OK 09 [Tonb3oBatbest mpodeccuoHaIbHON [IpaBuna nosib30BaHusl JOKyMEHTaMEN Ha
JIOKyMEHTallMell Ha TOCYIapCTBEHHOM | TOCYIapCTBEHHOM U MHOCTPAHHOM SI3bIKE
U MTHOCTPAHHOM SI3bIKE

K 1.1 MIPUHUMATh [IPOU3BOJILHBIE obmrre TpeboBaHUs K OyXTaaTepCKOMy

NIEPBUYHBIC OyXTaJITePCKHUE
JOKYMEHTBHI, pacCMaTpUBaeMbIe KaK
MUCHMEHHOE JI0Ka3aTeIbCTBO
COBEPILICHHUS XO35UCTBEHHOU
OTepally WU MOTy4YeHHUE
pa3peuieHus Ha ee TPOBEICHHE;
NPUHUMATD IEPBUYHBIC
OyXraJITepCKHe IOKYMEHTHI Ha
OyMaXHOM HOCHUTENE U (W) B BUJIE
AIIEKTPOHHOTO JIOKyMEHTA,
HOJIITMUCAHHOTO YJICKTPOHHOMH
MIOJIHCHIO;

NPOBEPATH HAJTMYNE B IIPOU3BOJIBHBIX
MEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTaxX 00s13aTeIbHbBIX
PEKBU3HUTOB;

POBOUTH (DOPMAIBHYIO IIPOBEPKY
JOKYMEHTOB, IPOBEPKY IO CYIIECTBY,
apu(METHUYECKYIO ITPOBEPKY;
POBOIUTH IPYMIUPOBKY MEPBUUHBIX
OyXTraJITepCKUX TOKYMEHTOB TIO PSITY
NPU3HAKOB,;

IPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OYXTaJITEPCKUX
JIOKYMCHTOB;

OpPTraHU30BBIBATH IOKYyMEHTO00O0POT;
pa3duparbcsi B HOMEHKIIATYPE JIET;
3aHOCHTB JIaHHBIE TI0

y4eTy B YaCTH JIOKYMEHTHPOBAHUS BCEX
XO3SIICTBEHHBIX JIEUCTBUM U OTIEPALIUH;
MOHSTHE MEPBUYHOMN OyXTralTepcKoi
JIOKYMEHTAIUH;

orpezieNieHue MePBUYHBIX OYXTalITePCKUX
JIOKYMEHTOB;

(bOopMBI IEPBUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB, COJIEpPKAIIUX 00sI3aTeIbHbIC
PEKBU3UTHI IEPBUYHOTO YUETHOTO
JIOKYMEHTA;

MOPSIOK MPOBEICHUS TPOBEPKU
MEPBUYHBIX OYXTaITePCKHUX JTOKYMEHTOB,
(dbopManbHON IPOBEPKHU TOKYMEHTOB,
MIPOBEPKU 110 CYIIECTBY, apUPMETHICCKON
MPOBEPKU;

MPUHIIAITE] ¥ IPU3HAKH TPYTIITHPOBKH
MEPBUYHBIX OYXTaaTepCKUX JTOKYMEHTOB;
MOPSIIOK MPOBEJICHUSI TAKCUPOBKHU U
KOHTHPOBKH MEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

MOPSIOK COCTABJICHUS PETUCTPOB
OyXrajaTepcKoro yyera;

MpaBHJia U CPOKU XPaHEHHSI IEPBUYHON
OyXTaJITepCKON TOKYMEHTAIUH;




CIpYNIHUPOBAHHBIM JOKYMEHTaM B
perucTpsl OyXrajaTepcKoro yuera;
nepeaBaTh IEPBUYHBIC
OyXraJITepCKHE TIOKYMEHTHI B
TEKYIIHi OyXTanTepCKuil apXuB;
nepeaBaTh NEPBUYHBIE
OyXraJiTepckue J0KyMEHTHI B
IOCTOSIHHBIN apXUB 10 HCTEUEHUU
YCTaHOBJICHHOT'O CPOKA XPAHEHUS;
UCIIPABJIATH OLIMOKU B IEPBUYHBIX
OyXraJITEepCKUX JOKYMEHTAX;

1.3 PexomeHayemMoe KOJMYECTBO YacOB Ha OCBOCHHE INPOrpaMMbl

JTUCIHUIINHBI:

- IS 04HOM (popMBbI 00yUeHUA:
MaKCHUMaJIbHOU yueOHON Harpy3ku oOyuatoiierocs 32 yJaca,
B TOM YHUCJIE:

00s13aTeNbHOM ayTUTOPHOM y4eOHOM Harpy3ku oOyuaromierocs 32 4acos;

- 11 3204HO GopMBbI 00yUeHMS:

MaKCHUMaJIbHOW y4eOHOI Harpy3ku o0yvaromierocst 32 4acos,

B TOM YHCJIE:

00s13aTeNbHON ayTUTOPHOM yueOHOM Harpy3ku oOyyatomierocs 12 yacos;

CaMOCTOSITENbHOM paboThl 0Oyuaromerocs 20 4acos.



2 CTPYKTYPA U COJAEP)KAHUE YYEFHOU JUCIUILINHBI

2.1 O0beM yueOHOM NMCIUILUIMHBI U BUAbI Y4eOHOH padoThI

Bup yueOHoi1 padoThI

Oovem uacos

ouHasn 3a0unan
dopma dopma

MakcumaJibHasi ydyeOHasi Harpy3ka (Bcero) 32 32
Oo0s13aTesibHAs Ay IMTOPHAS yueOHAasi HATPY3Ka 32 12
(Bcero)
B TOM YHUCJIE:

IIPAKTUYECKUE 3aHITUS 10 4
CamocrosiTesibHasi padoTa 00y4aroierocs - 20
B TOM YHUCJIE:
[IpopaboTKa KOHCTIEKTOB 3aHATHH, Y4eOHOU 1 * 20

CIIEIMAJIBHOW JINTEPATYPBHI,

pabota ¢ H)OPMAIIMOHHBIMU TTOPTATAMH,
BBIIIOJTHEHME JJOMAIIHUX 3aIaHUH 110 TEME
(cocTaBiieHUE JOKYMEHTA)

Hroroas arrectarus B popme ougpepenyuposantozo 3auema




2.2. TeMaTH4YeCKHUIl IVIAH U COJePKAHNE YUeOHOI TUCHUILINHBI «/{0OKyMeHTallMOHHOe o0ecriedeHre YIIPABJICHUS»
(na1st ouHOI popMBbI O0OYUEHUA)

HanmenoBanue Conep:xanue yueOHOro MaTepuaa u (OpMbl OPraHU3ALMHU AeATEIbHOCTH 00YYAIOIIHXCS Oo6bem | Koabl
pa3aesioB U TeM B KOMIIeTEeH I Ui,
yacax | popmMupoBaHHU
10 KOTOPBIX
crocoocTByeT
3JIeMeHT
NMPOrpamMmbl
1 2 3
Tema 1. Coaeprxanue yueOHOIro MmaTepuaJia 2 OK 01, OK 02,
BBenenue. 1.3HaueHue U cogepxKaHue TUCIUIUIMHBI «J[OKyMEHTaIlMOHHOE 0OecTieueHIE YIIPABICHUS. OK 03, OK 09,
JdoxkymeHT u [ToHsITHE TEPMHHOB «JIOKYMEHT», «TJOKYMEHTUPOBAHHUEY, «TIOKYMEHTAITMOHHOE 00CCIICUeHUE ) K 1.1
cHCcTeMAa yrpaBieHus». Y HUGUKALNA U CTaHIaPTU3AIUH YIIPABIEHYECKUX TOKYMEHTOB.
JOKYMEHTAluU
Tema 2. Coaep:xanue yueOHOIro MaTepuaJia 6 OK 01, OK 02,
Opranu3zanmuoHHo- 1. OpranuzaimoHHbIC JOKYMEHTHI — YCTaB, YUPEIUTEIbHBIE T0TOBOP, TOJIOKECHHE. OK 04, OK 05,
pacnopsiiuTeabHbIe | PacnopsauTenbHble TOKYMEHTHI — [IPUKA3, paclopsKeHUE, yKa3aHHue, IOCTAaHOBJICHHUE, PEIICHHE, OK 09,IIK 1.1
JOKYMEHTBI HWHCTPYKIIUSA, TPOTOKOI. 4
2. CrnpaBouHO-UH(DOPMALIMOHHBIE JOKYMEHTHI: CIyKEOHasl 3aIiCKa, 00bSICHUTEIbHAs
3aIMCKa, aKT, CIpaBKa, CIYKEOHbBIE TUChMa
B Tom unciie, IpaKTHYECKUX 3aHATHIA M J1a00PATOPHBIX padoT 2
IIpakTHyeckoe 3ausaTue. CoctaBiacHUEe U 0HOPMIICHUE PACTIOPSHKCHUS 2
Tema 3. Coaep:xaHue yueOHOIro MaTepuaJia 10 OK 02, OK 04,
Kanposasi 1.JlokyMeHTHpOBaHUE TPYAOBLIX MpaBooTHoIIeHUH. CocTaB 1 0cOOEHHOCTH O0(OPMIICHHUS OK 05, OK 09
JAOKYMEHTAIUsl JIOKYMEHTOB TI0 INYHOMY COCTaBYy. 4
2.KommnekroBanue Tu4HOro aena. Aproouorpadus. Pestome. 3asBienue o npueme Ha paboTy.
[Tpukassbl 0 JMYHOMY COCTaBY.
B ToM umciie, NpaKTHYECKUX 3aHATHI U J1a00PaTOPHBIX PaboT 6
IIpakTuyeckoe 3ausaTue. OhopmiieHre MPUKA30B 110 JIMYHOMY COCTABY. 2
IIpakTHyeckoe 3auaTne. OhopmiIeHHE CIIPABOK, JOKIAJTHON U CITY)KEOHOM 3aIIMCKH, aKTa. 2
IIpakTuyeckoe 3ansaTue. OpopmiieHne TpyI0BOro 10roBOpa, MprKaza o0 mpueMe Ha paboTy, )
o opMIIEHHE TPYAOBOM KHUKKH.
Tema 4. Coaep:xanue yueOHOIro MaTepuaJia 6 OK 01-05,




JorosopHo- 1.ITonsiTus norosopa. Buasl 10roBopos. OK 09
npaBoBasi 2.IIpaBuina oopMIICHUS MPETSH3NOHHBIX MceM. DopMyIIsip HCKOBOTO 3asBICHUS, TPEOOBAHUS K 4
JAOKYMEHTAIUsl ero 0OpMIICHHUIO

B ToM unciie, MpaKTHYECKUX 3aHATHIA ¥ JJA00PATOPHBIX PadoT 2

IIpakTuyeckoe 3ansaTue. OhopmiieHHE T0roBOpa KYIUTH-TTPOIAKH 2
Tema S. Coaep:xanue yueOHOIro MaTepuaJia 4 OK 01, OK 0.2,
IlonsiTHe 1.CocraB u yueT o0beMa JOKyMEeHT000opoTa peanpusitaii. Opranu3sanus padboThl ¢ BXOISIIECH, OK 04, OK 0.5,
JAOKYMEHT0000pO0Ta, | UCXOSINEH U BHYTPEHHEH TOKyMEHTAIUEH 4 OK 09IIK 1.1
perucrpanus 2. ba3pl JaHHBIX 715 XpaHEeHUs JOKyMeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 371eKTpOHHBIMU
JOKYMEHTOB JTOKYMEHTaMH.
Tema 6. Coaeprxkanue yueOHOro MaTepuaJia 4 OK 01-0.5,
Opranu3anus 1.Homenknarypa aen. UHauBuyalibHbIE, CBOAHBIC, IPUMEPHBIEC U TUIIOBbIE HOMEHKJIATYPHI JIE. OKO091IIK 1.1
ONepaTUBHOIO U 2.IToaroToBKa ¥ MOPSIOK TIepeauu el B apXUB. 3aKOHOIATEIHHBIC aKThl 1 HOPMATUBHO-
apXMBHOTO METOJIMYECKHUE IOKYMEHTHI 10 apXUBHOMY XPaHEHUIO JOKYMEHTOB. 4
XpaHeHusl
JTOKYMEHTOB
Bcero: 32




2.3. TemaTnueckuii IJIAaH U COJEPKAHUE Y4eOHOUM NUCHHUIUIMHBI «/{OKyMeHTallMOHHOe o0ecneyeHHe yNpPaBJIeHUsD» (IJs
3a04HOH (P OpMBI 00yUeHMs)

HaumenoBanue Copep:xanue yuedOHOro MaTepuasa u (popMbl OpraHU3aANMH JeATeJIHLHOCTH 00yYaI0OIMXCS Oobem | Koasbl
pa3aesioB U TeM B KOMIIeTEeH I Ui,
yacax | popmMupoBaHHU
10 KOTOPBIX
crocoocTByeT
3J1eMEeHT
NPOrpamMMmbl
1 2 3
Tema 1. Coaeprxkanue yueOHOro MaTepuaJia 3 OK 01, OK 02,
BBenenue. [ToHsITHE TEPMUHOB «JTOKYMEHT», «IJOKYMEHTUPOBAHUEY, «IOKYMEHTAIMOHHOE 00ecTeueHIuE ] OK 03, OK 09,
JoxyMeHT 1 yrnpasieHus». CTpyKTypa U peKBU3HUTHI TOKYMEHTA K 1.1
cucremMa CamocTtosiTe1bHAsA padoTa 00y4YalOIMXC:
AOKYMEHTAalluUHu 3Hauenue u CoZICp KaHUE JUCHUIIINHBI «I[OKyMeHTauHOHﬂoe olecrieuenue YIIPaBJICHU. 2
YHubukanus u CTaHIapTU3aIUK YIPABIEHYECKHUX JOKYMEHTOB. PEKBU3HUTHI IOKYMEHTA.
Tema 2. Coaep:xanue yueOHOIro MaTepuaJia 4 OK 01, OK 02,
Opranu3anuoHHO- Opranu3aiioOHHbIE IOKYMEHTHI — YCTaB, MOJIOKEHUE. OK 04, OK 05,
pacnopsauTeabHble | PacriopsiinTenbHble TOKYMEHTHI — IPUKA3, PACIOPsyKEHUE, YKa3aHUE, TOCTaHOBJICHHUE. 2 OK 09, TIK 1.1
JAOKYMEHTbI CrpaBouHo-UH(OpPMALIMOHHBIEC JOKYMEHTBI: CIyKeOHas 3amucKa, CIy)eOHble MIchMa
B ToM umciie, NpaKTHYECKUX 3aHATHI U J1a00PaTOPHBIX PaboT 2
IIpakTuyeckoe 3ansaTue. CocraBicHre U 0POPMIICHHUE PACTIOPSHKEHUS 1
CamocrositeibHas padoTa 00y4arOIMXCs:
OpraHu3annoHHbBIE JOKYMEHTHI — yU4pEeIUTEeIbHBIE TIOTOBODP. 6
PacniopsiutenbHble TOKYMEHTHI — PelIeHUE, UHCTPYKLIUS, TPOTOKOJ.
CrpaBouHO-HH(MOPMAMOHHBIE JOKYMEHTHI: 00bCHUTEIbHAS 3aIIMCKA, aKT, CIIPaBKa
Tema 3. Coaep:xaHue yueOHOIro MaTepuaJia 10 OK 02, OK 04,
Kanposasi 1.JlokyMeHTHpOBaHKE TPYAOBBIX TPABOOTHOLICHUIA. ) OK 05, OK 09
JAOKYMEHTAIUsl 2.KommiekToBaHue JUYHOTO gena. ABToOuorpadusi.
B ToM umciie, NpaKTHYECKUX 3aHSATHI U J1a00PaTOPHBIX PadoT 2
IIpakTnyeckoe 3ansaTue. OhopmiieHHE IPUKA30B MO JUYHOMY COCTABY. 2
CamocrosiTeibHas padoTa 00y4alOIMXCH: 4

CoctaB 1 0cOOEHHOCTH 0POPMIICHHUS JOKYMEHTOB T10 JINYHOMY COCTaBY.




Pestome. 3asBienne o mpueme Ha padboTy. [Ipuka3bl Mo JIMYHOMY COCTaBY.

CocraBienue nokymMeHToB: OopMiIeHHE CIIPaBOK, JOKIATHON U CIyKeOHOW 3aITMCKH, aKTa.
Odopmienue Tpya0BOro JOroBOpa, MpUKasa o npuemMe Ha paboTy, opopmileHHEe TPYA0BOI
KHHNXKXKH.

Tema 4. Coaep:xanue yueOHOIro MaTepuaJia 7 OK 01-05,
JdoroBopHo- [TousiTust noroBopa. Bujsl 10roBOpoB. 2 OK 09
npaBoBasi B ToM unciie, MpaKTHUYECKUX 3aHATHII ¥ JJA00PATOPHBIX PadoT 1
AOKYMCHTalUs IIpakTuyeckoe 3ansaTue. OpopmiieHne 10roBopa KyIIH-MPOJAXKH 1

CamocrosiTesibHast padoTa 00yUalOUIUXC:

Buner norosopos. [IpaBuna odopmieHus nmpeTeH3NOHHBIX uceM. DopmyIisip HCKOBOTO 4

3asiBJICHUS, TPEOOBAHHUSI K €10 0(hOPMIICHHIO
Tema S. Coaep:xanue yueOHOIro MaTepuaJia 3 OK 01, OK 0.2,
IlonsiTue 1CocraB 1 y4eT o0beMa JOKyMEHTO000poTa peAnpusaTHi. Opranu3amnus padboThl ¢ BXOISIICH, 1 OK 04, OK 0.5,
JAOKYMEHT0000pO0Ta, | MCXOIIEH U BHYTPCHHEH IOKyMEHTAIIUEH OK 09, IIK 1.1
perucrpauus CamocrosiTeibHas padoTa 00y4arOIMXCH:
AOKYMCHTOB ba3p1 naHHBIX U1 XpaHeHus 1oKyMeHToB. PaboTa ¢ 3anpocamu. Paborta ¢ 31eKTpoHHBIMU 2

JOKYMEHTaMH.
Tema 6. CoaeprxaHue yueOHOro MmaTepuaJia 4 OK 01-0.5,
Opranusanus CamocrosiTesibHast padoTa 00y4arOIIUXC: OK 09, IIK 1.1
ONEepPaTUBHOIO H Homenknarypa nen. MaauBuyansHbIe, CBOAHBIC, IPUMEPHBIC H TUITOBBIC HOMEHKJIATYPHI JIEI.
apXHBHOI'O [ToaroroBka v MOPSAIOK Mepeaayu e B apXUB. 3aKOHOIATEIbHbBIE aKThl U HOPMATHUBHO- 2
XpaHeHus! METOJIMICCKUE IOKYMEHTHI 10 apXUBHOMY XPaHEHUIO JOKYMEHTOB.
JOKYMEHTOB
Bcero: 32




3. YCJIOBUSI PEAJTU3AIIAN ITIPOTPAMMBI YUYEBHOI
TV CHUILIAHBI

Jist  peanuzanuu  MporpaMMbl  YYEOHOW AUCIUIUIMHBI MPETyCMOTPEHO
CrienuagbHOEe  TMOMEIIEHHWEe: KaOMHEeT  JIOKYMEHTallMOHHOTO  oOecreyeHus
YIPABJICHUs], OCHAIIEHHBIN 00OpYJIOBaHUEM: MOCAJ0YHBIE MECTA MO KOJUYECTBY
oOyyaroruxcsi, pabouee MeCTO MpernojiaBaress, J0CKa, CTEHAbI, JUAAKTUYECKUN

MaTepHal.

[Tomemenust 111 CaMOCTOSATENBHONM pabOThl OOYUYAIOIIUXCS OCHAIIEHBI
KOMITBIOTEPHON TEXHUKOW C BO3MOYKHOCTBHIO MOJKIIOUEHHS K HMH(OPMAIMOHHO-

TEJIEKOMMYHUKAIIMOHHONH  CETH
MH(}OPMaIMOHHO-00pa30BaATEIbHYIO

3IEKTPOHHYIO
OpraHU3aIHH.

"Untepuer”
cpeny

u olecreyeHHeM JOCTyla B
o0OpazoBaTeIbLHOM

4. KOHTPOJIb U OILIEHKA PE3YJbTATOB OCBOEHUSI YUYEBHOU

TV CHMUILIAHBI

Pe3yabTaThl 00yyeHus

Kpurtepun onenkn

MeToabl OEHKH

B pesynbrare ocBoeHuUs
JUCIUATUTMHBI 00y4YaroNIHics
JIOJKEH 3HAMb:

aKTyaJbHBII MPO(HEeCCHOHAIBHBIA U
COIMATILHBIA KOHTEKCT, B KOTOPOM
NPUXOAUTCS pabOTaTh U JKUTh;,
OCHOBHBIC HCTOYHUKH
UHPOPMALIUU U PECYPCHI JJIs
pelieHus 3a1a4 U npodsieM B
podeCCHOHAIBHOM W/HJTH
COIIMAJTIbHOM KOHTEKCTE;
QJITOPUTMBI BBITIOJIHEHUS padoT B
po(heCCUOHATTLHOM U CMEIKHBIX
o0JacTsx; METo bl paboThI B
po(heCCUOHATTLHOM U CMEIKHBIX
cdepax; CTpyKTYypy IUIaHa JUIst
pENICHUS 3a]1a9; MOPSI0K OIICHKU
pEe3y/IbTAaTOB PEIICHHUS 3314
po(heCcCHOHATILHOM I TEIIBHOCTH
HOMEHKJIaTypa HH(POPMAITUOHHBIX
HUCTOYHUKOB MIPUMCHSCMBIX B
poeCCUOHATILHOM NI TEILHOCTH,
MIPUEMBI CTPYKTYPUPOBAHUS
uHdopmaruu; hopmar
oopmIeHHs Pe3yIbTaTOB MTOUCKA
uHbopMauu

COJIepKaHUE aKTyaJlbHOMN
HOPMAaTHUBHO-IIPaBOBOM
JIOKYMEHTAI[MH1; COBpEMEHHAs
Hay4Has ¥ npodeccroHaIbHAs

pacro3HaBaHKEe AITOPUTMOB
BBIITOJIHEHUS padoT B
podecCHOHATLHOM U CMEKHBIX
00JIaCTSIX; OIpEICIICHUEe METO/I0B
paboTeI B TpoecCHOHATILHOM 1
CMEXHBIX chepax; BHIOOD
ONpeAeICHUE ONTUMAIBHOMN
CTPYKTYPHI IIJIaHA JIJISl PEIICHUS
3aJ1a4; IOHUMaHUE IMOPSIIKA OICHKU
pe3yJIbTaTOB PEIICHUS 3a/1a4
npodeccCHOHATBHOM IeATEIFHOCTH;
BBIOOp HanOoJIee ONTUMATBHBIX
HUCTOYHHUKOB HH(DOPMAIUH U
pPEeCypCOB JUTsl pEIICHHs 3a]1a9 U
po06ieM B podecCHOHATEHOM H/HITH
COI[MAJILHOM KOHTEKCTE;
OpPUEHTHPOBAHUE B aKTYaITbHON
HOPMAaTHUBHO-ITPABOBOM
JOKYMEHTAMU; COBPEMEHHOMN
HAYYHOU 1 PO eCCHOHATLHON
TEPMHUHOJIOTUH; IOHUMaHUE
MICUXOJIOTUIECKUX OCHOB
JESTEIILHOCTH KOJUICKTHBA,
TICUXOJIOTUYECKUX OCOOCHHOCTEH
JUYHOCTH; BJIAJICHUC 3HAHUSIMHU
OCHOB pa0OTHI C JOKYMEHTaMH,
MOJITOTOBKH YCTHBIX M MTUCHMEHHBIX
COOOIICHUI; 3HAHHE OCHOB
KOMITBIOTEPHOU TPAMOTHOCTH; 3HAHHE
MIPAaBUJI HATUCAHUS ¥ IPOU3HOIICHHS

Onenka
pe3yabTaToB
BBITTOJTHEHHS
MPaKTUYECKUX
pabor.

Onenka
BBITTOJTHEHHS
CaMOCTOSATENbHBIX
pabor.

Tecr.

YcrHbI onpoc.
ITnceMeHHBIH
ompoc.




TEPMUHOJIOTHSI; BO3MOKHBIC
TPaeKTOPUH NMPO(HECCHOHAIEHOTO
pa3BUTHUA U cCaMO0Opa30BaHUs
MICHXOJIOTHYECKUE OCHOBBI
JEeSTENIbHOCTH KOJUICKTHBA,
IICUXOJIOTMYECKHE OCOOEHHOCTH
JUYHOCTH; OCHOBBI IPOEKTHOM
JeSITeTbHOCTH

0COOCHHOCTH COIUAIBHOTO U
KyJIBTYPHOTO KOHTEKCTA; IPaBmiia
oopMIIeHUS JOKYMEHTOB U
MOCTPOCHHS YCTHBIX COOOIIEHUH.
rPaMOTHO U3JIaraTh CBOM MBICIIU U
0(pOpPMIIATH JOKYMEHTHI 10
npodeccuoHaNbHON TeMaTHKE Ha
TOCYJJApPCTBEHHOM SI3BIKE,
MPOSIBIISATH TOJEPAHTHOCTD B
paboueM KOJIJICKTHUBE
COBpPEMEHHBIE CPE/ICTBA U
yCTpOKCTBa HH(OPMATH3ALINY;
MOPSOK UX TPUMEHEHUS U
nporpaMmmMHoe o0ecriedeHue B
npodeccCuoHaNBbHON NesTEIbHOCTH
IpaBUiIa MOCTPOSHHS MPOCTHIX U
CJIOKHBIX MPEATIOKEHUN Ha
po(heCcCUOHATTLHBIC TEMBL;
OCHOBHBIE 0011IeyTTIOTPEOUTENbHbBIE
ryarossl (ObITOBAs U
npodecCuoHaAIbHAS JICKCUKA);
JIEKCUYECKUI MUHUMYM,
OTHOCSIIIMICSA K OTUCAHUIO
IPEIMETOB, CPEJCTB U IPOIIECCOB
npodeccuoHaNBHOM NesTeNbHOCTH;
0COOEHHOCTH MPOU3HOLLIECHUS;
MpaBHJIa YTEHUS TEKCTOB
po(hecCHOHATLHOM
HAIpPaBIEHHOCTH O0IIHe
TpeOOBaHUS K OyXraiaTepcKomy
yU4eTy B YaCTH IOKyMEHTHPOBAHUS
BCEX XO3SIMCTBEHHBIX JIEUCTBUN U
onepanuii;

IIOHATHE NIEPBUYHOU
OyXrajaTepckoi TOKyMEHTAIIHH;
OTpeieIeHNe TIEPBUYHBIX
OyXrajaTepcKux JT0KyMEHTOB;

(b opMBI TEPBUYHBIX
OyXrajaTepcKux JJIOKyMEHTOB,
coJiepXkKalux 00s13aTebHbIE
PEKBU3HUTHI IEPBUYHOTO YUETHOTO
JOKYMEHTA;

MOPSIOK MPOBEICHUS TPOBEPKU
NEPBUYHBIX OYXTAITEPCKUX

CIIOB, B T.4. U IPOECCUOHATILHON
JICKCUKH.

3HaHue GOpPM NEPBUYHBIX
OyXraJTepCKux TOKyMEHTOB,
CoJIepIKaHMs TAKOW TIOKyMEHTAIINH,
MOHUMAaHUE CIIEUUPUKH PadOTHI C
HEePBUYHBIMU OYyXTalITEePCKUMH
JTOKyMEHTaMH




JIOKYMEHTOB, (popManbHOI
POBEPKH JOKYMEHTOB, TPOBEPKH
IO CYIIECTBY, apU(PMETHIECKON
IPOBEPKH;

NPUHIUIBI U TPU3HAKH
IPYNIHAPOBKH MEPBUYHBIX
OyXrajaTepcKkux JOKyMEHTOB;
HOPS/IOK TIPOBECHHS TAKCUPOBKU
Y KOHTUPOBKH MEPBUYHBIX
OyXTaJITepPCKUX JOKYMEHTOB;
HOPSIIOK COCTABJICHUS PETUCTPOB
OyXrajaTepckoro yyera;

npaBUJia U CPOKU XPAHEHHS
NEPBUYHON OyXTanTepcKon
JOKYMEHTALUH

B pe3ynbTare ocBoeHUS
JTUCIUILIMHBI 00y4aromuiics
JIOJDKEH yMembp:

pacro3HaBaTth 3a/1a4y W/Uiu
po0iieMy B Mpo¢eCCHOHATHEHOM
U/WJIHA COIIMAIbHOM KOHTEKCTE;
aHATM3UPOBATh 3a]a9y W/WIH
npo0sieMy U BBIACITATH €€
COCTaBHBIC YACTH; ONPEICTIATh
STarnbl PeUICHUS 3a7a4u; BbISBISTh
1 3P PEKTUBHO HCKATH
uHpOpMaINIO, HEOOXOAUMYIO IS
pENICHUS 3a]Ia49H U/HITU POOIIEMBIL;
COCTaBUTbH IUIAH JCHCTBUS;
OTIPEACIUTh HEOOXOANMBIE
pecypchl;

BJIQJICTh aKTyaJIbHBIMH METOaMH
paboThI B IpoeCCHOHAIBHON 1
CMEXHBIX c(hepax; peain30BaTh
COCTaBJICHHBIN TUIaH; OI[CHUBATh
PE3YJIBTAT U TMOCIEICTBUS CBOUX
JEHCTBUM (CaMOCTOSITEIIBHO WJIH C
MOMOIIIbIO HACTABHUKA)
OTIpEeIATh 3aJ]a4u I MOUCKA
UHPOPMALIUH; ONPEACTIATH
HE0O0XO0IUMbIE UCTOUYHUKHU
uHpOpMAITNH; TUIAHUPOBATh
MPOLIECC MOUCKA; CTPYKTYPUPOBATH
MOJTy4aeMyr0 HHPOPMAIIHIO;
BBIIETIATH HanOoJiee 3HaYMMOe B
nepeyHe HHPOpPMaIIiK; OICHUBATH
MPAKTHYECKYIO0 3HAYUMOCTD
PE3YJIBTATOB TIOUCKA; OQOPMIISATH
pe3yNnbTaThl MOMCKA

OTIPEICIIATh aKTyaJIbHOCTh
HOPMAaTUBHO-IIPaBOBOM
JIOKYMEHTAIUHU B

BJIQJICHUC aKTyaJIbHBIMH METOIaMU
paboThl B PO ECCHOHAIBHON 1
CMEXHBIX chepax; apdexruBHOE
BBISIBJICHHE U TIOUCK UH(POPMALIHH,
COCTaBIJIEHUE ONTUMAIBHOTO IJIaHa
JIEVCTBHUH, aHAIN3 HEOOXOUMBIX IS
BBITIOJIHEHUS 3a]IaHHsI, PECYPCOB;
OCYIIIECTBIEHUE HCCIIEI0BATEIbCKOM
JEeSTEILHOCTH, TPUBOISAICH K
ONTUMaJIbHOMY PE3YJIbTaTY;
JEMOHCTpaIMs TMHOKOCTH B OOIIEHUM
C KOJIJIETaMU, PyKOBOJICTBOM,
MTOTYMHCHHBIMU U 3aKa3UNKAMH;
MIPUMEHEHUE CPEJICTB
WH(OPMAIMOHHBIX TEXHOJIOTHH JIJIs
penieHus npohecCuoHaNbHBIX 3aa4;
3¢ (HEeKTHBHOE HCIIOH30BAHKE
COBPEMEHHOT0 MPOTrPAMMHOTO
o0ecrieYeHus; KpaTKo M YeTKO
(bopMyIHUpOBaTh CBOU MBICIIH,
W3JIaraTh UX JOCTYITHBIM JJIs
MOHUMaHUs crocodoM; d3hpexTrBHAS
paboTa ¢ mepBUYHBIMU
OyXraiaTepcKuMu JOKYMEHTaMHU

OrneHka
pe3yabTaToB
BBIIIOJTHCHUS
MPaKTUYECKUX
pabor.

Onenka
BBIIIOJTHEHUS
CaMOCTOSTENbHBIX
pabor.

Tecr.

YcrHbIi onpoc.
IInceMeHHEBIN
ompoc.




po(hecCHOHATTLHOM e TEIIbHOCTH,
MPUMEHSTH COBPEMEHHYIO
HAYYHYIO PO(EeCCHOHATBHYIO
TEPMHHOJIOTHIO; OTIPEACIISATH U
BBICTPANUBATh TPACKTOPHH
po(heCcCHOHAILHOTO Pa3BUTHS U
camMoo0pa3oBaHus
OpraHU30BbIBATH PabOTY
KOJIJICKTHBA U KOMaH]Ibl;
B3aMMOJICHCTBOBATH C KOJIJICTaMU,
PYKOBOJICTBOM, KJINEHTAMH B XOJI€
po(heCcCHOHATILHOM e TEIIBHOCTH
IPaMOTHO U3JIaraTh CBOM MBICIU H
0QOPMIISITh TOKYMEHTHI 110
poeCCUOHATILHON TEeMaTHKE Ha
rOCyIapCTBEHHOM SI3BIKE,
HPOSIBJISATH TOJICPAHTHOCTD B
paboueM KOJIJICKTHUBE

NPUMEHSITh CPECTBA
UH(POPMAITMOHHBIX TEXHOJIOTUI
JUTSL PEIICHUsT PO ECCUOHATBHBIX
3aJ1a4; UCTIOJIH30BaTh COBPEMEHHOE
pOTrpaMMHOE 00eCTICUCHHE
MOHUMATh OOIIHI CMBICIT YETKO
NPOM3HECEHHBIX BHICKA3bIBAHUN HA
U3BECTHBIC TEMBI
(mpodeccroHanbHbBIE ¥ OBITOBBIC),
MMOHUMATh TEKCTHI Ha 0a30BBIC
poeCCUOHATILHBIE TEMBI;
y4acTBOBATh B JIMAJIOTaX Ha
3HAKOMBbIE O0IIUE U
po(heCCUOHATTLHBIC TEMBI;
CTPOUTH MPOCTHIC BBICKA3bIBAHUS O
ce0e u 0 cBoeil mpohecCHOHATEHON
NeSITeIIbHOCTH; KPaTKO
000CHOBBIBATh ¥ OOBSICHUTH CBOH
NEHCTBUS (TEKYIIUE U
TUTAHUPYEMEIE ); TUCATh TIPOCTHIC
CBSI3HBIC COOOIICHHUS HA 3HAKOMbBIC
WJIH UHTEPECYIOIIHE
poeCCUOHATILHBIE TEMBI
MPUHUMATH TTPOU3BOJILHBIC
NIEPBUYHBIC OyXTalITePCKHE
JIOKYMEHTBI, pacCMaTpHUBacMbIe
KaK MUChbMEHHOE JI0Ka3aTeIbCTBO
COBEPILICHHUS XO3UCTBEHHOU
OTIepally HITH MOJTyYeHHE
paspelieHus Ha €€ MPOBEICHUE;
NPUHUMATH ICPBUYHBIC
OyXraJITepCKHE IOKYMEHTHI Ha
OyMaXHOM HOCHTENE U (WJIH) B
BHUJIC DJICKTPOHHOTO JIOKYMEHTA,




IIOANMCAHHOTO 3JIEKTPOHHOMN
HOJIITUCBHIO;

IPOBEPATH HATTMYHUE B
IIPOM3BOJILHBIX IEPBUYHBIX
OyXraJTepCKUX JOKYMEHTax
00s3aTeNbHBIX PEKBU3UTOB;
IPOBOJIUTH (HOPMAIIBHYIO IPOBEPKY
JIOKYMEHTOB, ITPOBEPKY 110
CYLIECTBY, apu(hMETHUECKYIO
POBEPKY;

HPOBOJUTH I'PYIIIUPOBKY
NEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB 110 psZly IPU3HAKOB,;
IIPOBOJUTH TAKCUPOBKY U
KOHTHPOBKY MEPBUYHBIX
OyXTaJITepPCKUX JOKYMEHTOB;
OpraHU30BBIBAThH
JIOKYMEHTO000pOT;

pa3buparbcsi B HOMEHKIIATYpe Jel;
3aHOCUTb JIaHHBIE 110
CTPYIIIUPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaNTEePCKOTO YUeTa;
nepeaaBaTh epBUYHbIC
OyXTaJITepCKHE IOKYMEHTHI B
TEKYIIH OyXTranTepCKHil apXuB;
nepeaBaTh NepBUYHbIC
OyXraJTepckue J0KyMEHThI B
MOCTOSTHHBIN apX¥B 110 UCTCUCHUH
YCTAHOBJICHHOT'O CPOKA XpaHEHHUS;
UCTIPABJIATH OIIMOKH B TIGPBUYHBIX
OyXraJITepCKUX TOKYMEHTaX;
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