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AnanTupoBaHHas mporpaMmma pa3paboTana Ha ocHOBe DeepabHOTO roCy1apCTBEHHOTO
00pa30BaTEeNLHOTO CTAHAAPTA MO CHENHATBHOCTH CPEIHEr0 MpoecCHOHATHLHOrO 00pa3oBaHus
38.02.01 DxoHomMuKa W OyXraaTepckuid yder (IO OTpacisiM), YTBEPKICHHOTO IPUKA30M
MunucrtepcTBa oopa3zoBanus U Hayku Poccutickoit @enepannu ot 05 depans 2018 . Ne 69 u
3aperucTpupoBaHHOr0 MUHUCTEPCTBOM toctulinu Poccuiickoit @eneparuu 26 despans 2018 r.
(Peructpaunonnsiii Ne 50137), Ilpukasa MunucrepcrBa npocseiienus Poccuiickoit @enepanuu
ot 17 nexabps 2020 roga Ne 747 «O BHeceHUH M3MEHEHUH B (peiepaibHbIC TOCYIapCTBEHHbBIC
oOpa3oBaTeNbHble CTaHAAPTBl CPETHEro MNPOPECCHOHATBHOIO 00pa3oBaHUs», MPUMEPHON
OCHOBHOH 00pa30BaTeNbHONW MPOTPaMMbl CpPEIHEro NpOoPEecCHOHATIHLHOIO O0O0pa30BaHUS I10
cnenuanbHocT 38.02.01 DxoHOMMKA U OyXTranTepcKuil ydeT (1o oTpacisiM) (JaTa perucTpauuu
B peectpe: 05/04/2019), MeTOOWYECKMX PEKOMEHJAIMK 110 pa3pabOoTKe | peanu3anuu
aJaNTUPOBAHHBIX 00pPa30BaTENbHBIX MPOTPaMM CPEAHET0 MPOPECCHOHATBHOIO 00pa3oBaHUS,
YTBEPXKACHHBIX MMCbMOM MuHucTepcTBa oopazoBanus 1 Hayku Poccuiickoit @enepaunu Ne 06-
443 ot 22.04.2015 rona.

AnanTtupoBaHHas mHporpamMma y4eOHON AMCHUIUIMHBI pa3paboTaHa B COOTBETCTBUU C
0CcOOBIMU  00pa30BaTENbHBIMH TMOTPEOHOCTAMU OOYYaIOLIErocsi, HMMEIOIIET0 COMAaTHYeCKOe
3a00JIeBaHHE C YI€TOM 0COOEHHOCTEH ero MCUX0()hU3MIECKOro Pa3BUTHS:

- (pu3myeckas W mcUXUUYECKasl acTeHUs, oOmas ciaboCTh, MOBHIIICHHAS YTOMIISIEMOCTbD,
OIIyIIIEHUE 00ECCUITNBAHUS,

- CHIKEHHE paboTOCTIOCOOHOCTH U KOHIIEHTPAIIMH BHUMAHUS, HEBHUMATEILHOCTh

-CHWKeHUEe oObeMa BHUMAHUS U NaMATH, NPOU3BOIBHOCTH BCEX ICUXUYECKUX

MIPOIIECCOB B 1I€JIOM) M MHAUBUAYaTbHBIX BO3MOKHOCTEHN
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1. OBIIIAA XAPAKTEPHCTHKA ATAIITHPOBAHHOH ITIPOTPAMMBI YYEFHOH
AUCHUIITHHBI « IOKYMEHTAITHOHHOE OBECIIEYEHHE YIIPABJIEHUA »

1.1. MecTO JTUCHUIJIMHBI B CTPYKTYPe a1anTHPOBAHHOI 00pa30BaTe/IbHOM NPOTrPaMMBbI:

AnantupoBaHHas mnporpamma ydeOHoW mucruruimHel  OIT.06  JlokyMeHTanmmoHHOE
o0ecrieyeHne YNPABICHHS SIBISETCS YacThiO OOHIENPO()ECCHOHAIBHOTO IMKJIA TPUMEPHOU
aJlanTUPOBaHHOW oOpa3oBaTenbHONW TmporpamMMmbl B cooTBerctBuM ¢ DPI'OC CIIO 1o
cnenuanbHocTh 38.02.01 DxOoHOMUKA M OyXTanTepCcKuid yueT (110 0Tpacisim).

Jlannasi mporpamma SIBISieTCSl aJalTUPOBAHHOM 00pa30BaTEIbHOM MNpOrpaMMou st
00ydJaroumxcsi C OrpaHUYCHHBIMA BO3MOXKHOCTSIMUA 3/I0POBbSI W HWHBAJIUIOB C HHBIMU
HapYILICHUSMH.

Vuebnas aucuumuumHa OIL06  JlokymMeHTalmoHHOE — OOecredYeHHe  yIpaBlICHHUS
obecrieunBaetr (hopmupoBaHue npodeccuoHanbHbIX M 00mmXx komrereHuuin PI'OC CIIO mo
cnenpanbHOCTH 38.02.01 DKoHOMUKA M Oyxranrepckuit yuer (mo orpacisim). Ocoboe 3HaAUYCHUE
TUCIUIIMHA uMeeT npu GopmupoBanuu u pazsutu OK 01, OK 02, OK 03, OK 04, OK 05, OK
09, OK 10, IIK 1.1.

1.2. He.]]b " IVIAHUPYEMbI€ pe3yJibTaTbl OCBOCHHUS TUCHUIIIMHDBI:

B pamkax mporpaMMbl y4eOHON AMCHMILIAHBI OOYYAIOIIMMHUCS OCBAWUBAIOTCS YMEHUS U

3HAHUS
Kon YMmenusa 3HaHUs

IIK, OK

I[IK 1.1 NPUHUMATh TPOM3BOJIbHBIE TEPBUYHBIE | O0IIMEe TpeOoBaHMUS K OyXraJiTepcKomy

Oyxraiarepckue
paccMaTpuBaeMble
JI0Ka3aTeJIbCTBO
XO03MCTBEHHOU
MOJTyuYeHue
IIPOBEICHHUE;
IPUHUMATh [EPBUYHbIE OyXrajlTepcKue
JIOKYMEHTbl Ha OyMa)XHOM HOCHTEJE U
(unu) B BUJE BJIEKTPOHHOTO JOKYMEHTA,
MOJANUCAHHOTO JIEKTPOHHON MOIHUCHIO;
IPOBEPATh HAIWYUE B IPOU3BOJBHBIX
HNEPBUYHBIX OyXTalTEepPCKUX IOKYMEHTax
00s3aTeNbHBIX PEKBU3UTOB;

OpOBOIUTH  (OPMAJBHYIO  MPOBEPKY
JIOKYMEHTOB, MPOBEPKY IO CYIIECTBY,
apu(METHUECKYIO ITPOBEPKY;

IPOBOANTH TPYNIUPOBKY TMEPBUYHBIX
OyXrajaTepckux JIOKYMEHTOB IO psIy
MPU3HAKOB;

IIPOBOANTH TAaKCUPOBKY U KOHTHPOBKY
MEPBUYHBIX OYXTaITepCKUX JOKYMEHTOB;
OpPraHU30BBIBATH IOKYyMEHTOOOOPOT;
pa30upaThcs B HOMEHKIIAType J1eT;
3aHOCUTH JaHHbIE [0 CTPYNIIHPOBAHHBIM
JIOKYMEHTaM B PETUCTPBI

JIOKYMEHTHI,
MTUCHbMEHHOE
COBEPILICHHS

orepanuu WIN
paspemieHuss ~ Ha e

KaK

Y4E€Ty B YacTH JOKYMEHTHUPOBAHHUS BCEX
XO3SIMCTBEHHBIX IEUCTBUN U OTIEPALIUI;
MOHSATHE  TEPBUYHOM  OyXTanTepckoi
JIOKYMEHTAIUU;

oTpeJIeJICHUE TEePBUYHBIX OYyXTaaTEePCKUX
JIOKYMEHTOB;

(hopMbI MIEPBUYHBIX OyXxraiaTepckux
JIOKYMEHTOB, COJEpKaILUX O00s3aTeNbHbIC
PEKBUBHUTHI MIEPBUYHOTO YYETHOTO
JIOKYMEHTA;

MOPSAI0K MPOBEICHUS MIPOBEPKHU
MEPBUYHBIX OYXTaldTepCKUX JOKYMEHTOB,
dbopMabHOM  TIPOBEPKU  JIOKYMEHTOB,
MIPOBEPKHU IO CYIIECTBY, apu(PMETHIECKOM
MIPOBEPKHU;

NPUHLHUIIBI W NPU3HAKU TPYHNIUPOBKU
TEPBUYHBIX OYXTANTEPCKUX TOKYMEHTOB;
MOPSIAOK ~ MPOBEAEHUSI TAaKCUPOBKU U
KOHTUPOBKH TIEPBUYHBIX OYyXTaITEPCKUX
JIOKYMEHTOB;

MOPSAIOK COCTaBJICHUS
OyXraJTepcKoro y4eTa,
MpaBWjia U CPOKH XPAHEHUS MEPBUYHOMN
OyXraiaTepckoil TOKyMEeHTallUu;

pEerucTpoB
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OyXTaJITEPCKOTO YUETa;

nepeaaBaTh MEPBUYHBIE OYXTalTEPCKUE
JOKYMEHTBI B TEKYIIHHA OYyXTalTepCKUM
apXMB;

nepegaBaTh IMEpPBUYHBIE OyXralTepcKue
JIOKYMEHTbl B TIOCTOSIHHBIA apXuB TIO

UCTEYCHUU  YCTAHOBJICHHOIO  CpOKa
XpaHEHU;
UCNPaBIATh OWIMOKM B  NEPBUYHBIX

OyXTraJITepCKUX JJOKYMEHTAaX;

OK 1. pacno3HaBaTh 3aja4y W/WIH MPOOJIEMY B | aKTyalIbHBIH npodeccuoHaNbHBIHI u
npoecCHOHATBHOM W/WJM COIL[MAIIBHOM | COLIMANIBHBIM ~ KOHTEKCT, B  KOTOPOM
KOHTEKCTE; aHAIM3UPOBATH 3a/1a4y W/WIH | IPUXOIUTCS pabOTaTh U JKUTh; OCHOBHBIC
npobieMy ¥ BBIACTATH €€ COCTaBHBIC | HCTOYHUKH WH(GOpPMAIMU U PECypChl IS
YacTH; ONpEIeNsATh JTambl peIIeHHs | pelieHus  3a7a4y = ¥ [npodiieM B
3aJauu; BBIBIATH U 3()(HEKTUBHO UCKATh | MPOPECCHOHATBHOM HW/WIH  COLMAIBHOM
uH(pOpMaIIHIO, HEOOXOAUMYIO  JUISl | KOHTEKCTE;
pelleHus 3aa4u U/ Ui mpoOIeMbl; QITOPUTMBI  BBINIONHEHHUS  paboT B
COCTaBUTh IUIAH JEUCTBUA;, ONPEACIUTH NpO(pECCUOHATBLHOM U CMEKHBIX 00/IACTAX;
HEOBXOHMBIE PECYPCHE; MeToAbl paboThl B MPO(ECCHOHAIBLHOW M
R ATy RIIBHEIMG MeTonamy | CMEKHBIX chepax; CTpyKTypy IUIaHa st
pabotel B mpodecCHOHANBHOH U DCILICHIA — 3a/lad,  HOPANIOK  OUCHKH
CMEKHBIX chepax; peann30BaTh PE3YILTATOB _ perier afat
COCTaBJICHHBIN TUIaH; OILICHUBATh MPO(ECCHOHANLHOM ACATENLHOCTH
pe3yiabTaT W MOCHEJICTBUS  CBOUX
JnefcTBUil  (CaMOCTOATENBbHO WM €
MOMOIIBIO HACTAaBHUKA)

OK 2. omnpeAensaTh  3aJaud  JUId  [IOMCKa | HOMEHKJIaTypa MH(OPMaLIMOHHBIX
UHpOpMaLINK; ONPENEsITh HEOOXOUMbIE | HCTOUHUKOB MIPUMEHSIEMBIX B
UCTOYHUKHA WH(POpPMAINK; TUTAHUPOBATH | MPOdecCHOHANTBHOMI NeSITeTbHOCTH;
npolecc  MOMCKAa;  CTPYKTYpHpPOBATh | MPUEMbI CTPYKTYPUPOBAaHUS HH(OPMAIIUH;
noJiyyaeMyro HMH(OpMalNio; BbIIEIATH | GopMaT ohopMIIEHUS pe3ylIbTaTOB MOUCKA
HauOonee  3HAUMMoOe B IepeyHe | MHopMauu
WH(POPMAIINH; OLIEHUBATH MPAKTHYECKYIO
3HAYUMOCTb pe3yIbTaToB MIOUCKA;
0hOpPMIIATH Pe3yJIbTaThl OKUCKA

OK 3. OTIpeNieNIATh AKTYaJlbHOCTh HOPMAaTHBHO- | COJIEp’KaHHE AaKTyalbHOM HOPMAaTHBHO-
IPaBOBOU TOKYMEHTAITUH B | IPaBOBOM JTOKYMEHTAIUW; COBpPEMEHHAs
npodeccuoHaIbHON NesITeIbHOCTH; | HayuHast u npodeccuoHanpHas
NPUMEHSATh  COBPEMEHHYI0  HAy4YHYIO | TEPMUHOJIOTHS; BO3MOXHBIE TPACKTOPHU
po¢eCCHOHATBHYIO TEPMUHOJIOTHIO; | TPO(PECCHOHATBHOTO pa3BUTHS u
OTIpeNeNIATh W BHICTPAWBaTh TPACKTOPHH | cCaMOOOpa30BaHUs
npodeccuoHaIbHOTO pa3BUTHUA u
caM000pa30BaHMs

OK 4. OpPraHU30BBIBaTh pabOTy KOJUIEKTUBA M | IICUXOJIOTUYECKHE OCHOBBI JEATEIbHOCTU
KOMAaH/IBI; B3aUMO/ICHCTBOBATH C | KOJUIEKTHBA, TICHXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, KJIIMEHTAMHU B | OCOOCHHOCTH JUYHOCTH; OCHOBBI
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x0J1€ MpoheCCHOHATHHON JEATETLHOCTH

MPOEKTHOM AESATEIbHOCTH

OK'5. rPaMOTHO HW3JIaraTh CBOM MBICIM U | OCOOEHHOCTH COIHAIBLHOTO M KYJIbTYPHOTO
0pOpMIISTD JTIOKYMEHTBI M0 | KOHTEKCTa; npaBuiia odopmieHus
npodeccuoHaIBLHON TEMaTHKe Ha | IOKYMEHTOB W  TIOCTPOEHUSI  YCTHBIX
rOCyIapCTBEHHOM  $I3bIKE, MPOSBIATH | COOOIICHMIA
TOJICPAHTHOCTH B pab0OUYeM KOJIJICKTUBE

OK 9. NPUMEHSTh CPEICTBAa MH(OPMALIMOHHBIX | COBPEMEHHBIE CpPEICTBA M yCTPOWCTBa
TEXHOJIOTHI JUTSt penieHus | HHGOpMaTH3AIUY; MOPSIIOK ux
npodeccuoHaNbHbBIX 3aja4; | IpUMEHEHUs u porpaMMHOE
UCII0JIb30BaTh COBpeMEHHOe | obecnieueHre B MPO(ecCHOHATBHON
porpaMMHoe obecrieyeHne JIESITENIbHOCTH

OK 10. MOHUMATh  OOMIMM  CMBICK  YETKO | IIpaBWJIa MOCTPOEHUS MPOCTHIX U CIOKHBIX
MPOM3HECEHHBIX  BBICKA3bIBAHWMA  HA | IPEIJIOKEHUH Ha  mpodeccHoHabHBIC

U3BECTHBIE TeMbl (IpodecCHOHaIbHbIE U
OBITOBBIE), IOHUMATh TEKCThI Ha 0a30BbIE
po(hecCHOHANIbHBIE TEMbI; Yy4acTBOBATb
B JMaJorax Ha 3HaKOMble oOlIMe u
NpoQEeCCHOHANIBHBIE  TEMbI,  CTPOUTH
IpOCThIe BBICKa3bIBaHUS O cebe U O
cBOEH poheccuoHaIbHOM
JESTENIbHOCTH; KPaTKO OOOCHOBBIBATH U
OOBSICHUTH CBOM JCHCTBUA (TEKyIIUE U

HJ'IaHI/IpyeMBIC); n1caTb IIPOCTBIC
CBS3HBIC COO6IIICHI/I$I Ha 3HAKOMBLIC HJIN
HHTCPCCYOIINC HpO(beCCI/IOHaJ'IBHBIe
TEMBI

TEMbl; OCHOBHBIE OOLICYNOTPEOUTEIbHBIE
rinarosbl (ObITOBass M MpodeccHOHAIbHAS
JIEKCHKa); JIEKCUYECKU I MUHUMYM,
OTHOCALIMICA K ONHMCAaHUIO IPEIMETOB,
CPEICTB M HPOLECCOB MPOQecCHOHATBHOM
NeSITeNbHOCTH; 0COOEHHOCTH
IPOU3HOIICHHUS; MPaBUIa YTEHUS] TEKCTOB
npogeccuoHaIbHOM HallPaBIeHHOCTH
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2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM TV CHUILIMHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

Buj yueOHoi1 padoThl O0bem yacoB

O0bem 00pa3oBaTeIbHOI POrPpaMMBbl 32

B TOM YHCJIC:

TEOpETHYECKOe 00yUueHue 22

nabopaTopHbIe pabOTHI -

IPAKTUYECKHUE 3aHSTUS 10

1
CamocrosiTenpHas padora -

IIpome:xxyTounasi arrecranus - 1u¢depeHIUPOBAHHBIN 3a4eT

! CamocrosrenbHas paGota B paMKax 0Gpa3oBaTelIbHON IPOrpaMMBI ITAHAPYETCs 06pa3oBaTeILHON OpraHu3aIueil
¢ coorBercTBHH ¢ TpeboBanussmu ®I'OC CIIO B mpenenax o0bemMa ydeOHOW NUCIUIUIMHBI B KOJMYECTBE YaCOB,
HEOOXOJMMOM JJisl BBIIOJIHEHMS 3aJaHUii  CaMOCTOSITENBbHONH pPaboThl OOYYalOIUXCS, MPEAyCMOTPEHHBIX
TEMAaTHYECKHUM IIJIAHOM M COZIePKaHUEeM y4eOHOM MUCIUIUINHBIL.

7
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2.2. TemaTnyeckuii NJIaH U coJep:KaHue y4eOHOI AMCHUTIIMHBI «{0KyMeHTAIlHOHHOE o0ecTieyeHne yIpaBaeHus»

HaumenoBaHue Conep:xkanue y4deOHOro marepuaja u ¢GopMbl opraHuzauum JestedbHocTd | O0bem | Kogpl  kommeTeHIwuid,
pa3aesioB U TeM o0yJaromuxcs B 4acax | ()opMHPOBAHUIO
KOTOPBIX CIOCOOCTBYeET
3JIeMEHT NMPOrpPaMMbl

Tema 1. Conep:xkanue y4eOHOIro MaTepuaa OK 01,02,03,09,10
Beenenne. JlokymeHTt u | 1.3HaueHne W CcOAep)KaHUE JUCHUIUIMHBI  «J[OKyMEHTalMOHHOE  OOecredYcHHe IIK 1.1
CHCTEeMA JOKYMEHTAIUM | YIIPaBICHUS. [TonsTHe TEPMHHOB «JTIOKYMEHT», «IOKYMEHTHPOBAHHEY, )

«JIOKyMCHTAllMOHHOE OOeCrevYeHne yrpaBlieHUus». YHUDHUKANWMS ¥ CTaHIApTH3AINH

YIPaBICHUYECKUX TOKYMEHTOB.
Tema 2. Coaep:xanue yueOHOro MaTepuaJia 0K 01,02,04,05,09,
Oprasu3zanmuoHHo- 1. OpranuzanvoHHBIE JOKYMEHTHl — YCTaB, YYPEIUTENbHbIE IOTOBOP, IOJOKECHHE. 10
pacnopsiiuTe/bHbIe PacniopsimuTenbHble TOKYMEHTHI — MpUKa3, pacHopsiKeHHe, yKa3zaHUe, MMOCTaHOBJIICHHE, K 1.1
JAOKYMEHTbI pelIeHrne, HHCTPYKITUS, MPOTOKOIL. 6

2. CripaBo4HO-HH(DOPMAITHOHHBIE JIOKYMEHTBI: ciyxeOHas 3anucka,

00BSCHUTEINIbHAS 3aITUCKa, aKT, CTIPABKa, CIIyKEOHbIE THCbMa

B ToM yucsie, MpaKTHYECKUX 3aHATHII U J1a00PATOPHBIX padoT 2

IIpakTnuyeckoe 3ansTue Ne 1.CocraBieHwe u odopMIeHHE MpUKa3a MO OCHOBHOM 5

JeSITeNIbHOCTH
Tema 3. OK 02, 04, 05,09,10

Conep:xanue yueOHOro MaTepuaJa
Kanposas =

1./lokyMeHTHpOBaHUE TPYIAOBBIX MpaBOOTHOIIEHHH. COocTaB U 0COOEHHOCTH O(OPMIICHHUS
JOKYMEHTAIUsA

JIOKYMEHTOB TI0 INYHOMY COCTaBY. 8

2.KommektoBanue nu4yHOro jaena. ABroouorpadus. Pestome. 3asBiieHne o npuemMe Ha

pabory. [Ipukassl o TUYHOMY COCTaBY.

B ToMm 4nciie, NpaKTHYECKUX 3aHATHII U J1a00PAaTOPHBIX padoT 6

IIpakTuueckoe 3ansaTue Ne 2. OpopmieHre TpUKa3oB MO JUYHOMY COCTaBY. 2

IIpakTuueckoe 3ansaTue Ne 3.0dopMieHue 3asBICHH 0 IpueMe Ha paboTy, pe3roMe. 2

IIpakTuyeckoe 3ansitue Ne 4.0dbopmiieHHe TPYIOBOTO J0TOBOpa, OQopMIIEHHE 2




TPYJOBOU KHHIKKH.

Tema 4. [oroBopHo- | Coaep:kaHue yueOHOI0o MaTepHuaJia OK 0.1-05, 09,10
npaBoBas 1.ITonsiTust noroBopa. Buabl 10roBopoB.
AOKYMEHTAI U 2.IlpaBuna odopmieHHs TNPETEH3HOHHBIX muceM. DopMynsip HCKOBOTO 3asBICHHS, 6

TpeOOBaHUS K €ero 0(POPMIICHHIO

B ToM unciie, IPaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT 2

IIpakTuyeckoe 3ansaTue Ne 5. OdopmieHue 10roBopa KyIrIu-TIpoIaxu 2
Tema 5. Conep:kanue y4eOHOTro MaTepuaa 0K 0.1, 0.2,
IlousiTHe 1.CocraB u yder obbema JOKyMEHTOOOOpoTa mpeanpustuii. Opranusanus paboThl C 0.4,05,0.910
JOKYMEHT0000poTA, BXOJSAIIEH, UCXOASIIEH U BHYTPEHHEN JOKYMEHTAIUEH 4 IIK 1.1
perucrpanus 2. ba3pl maHHBIX WA XpaHCHHUsA JOKYMCHTOB. Pabora ¢ 3aIlpocaMHu. Pabora ¢
JOKYMEHTOB ANEKTPOHHBIMU JOKYMEHTAMH.
Tema 6. Coaep:xanue yueOHOro MaTepuaJia OK 0.1-0.5, 09,10
Opranusanus 1. Homenknarypa pen. UHnuBuayanbHble, CBOJHBIE, IPUMEpPHbIE M  TUIIOBBIE K 1.1
OIepaTHBHOIO U | HOMCHKJIATYpPHI JIeJ1. 4
apXMBHOI'O xpaHenus | 2.IloaroroBka u NopsaOK Mepeaayu A€l B apXuB. 3aKOHOAATEIbHbIE aKThl © HOPMATHBHO-
JOKYMEHTOB METOANYECKUE JOKYMEHTHI [0 apXMBHOMY XPAaHEHHUIO TOKYMEHTOB.
IIpome:xkyTouHas arrecrauus — 1M depeHIUPOBAHHBIH 3a4eT 2

Bcero:

32
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3. VCJIOBMS PEAJIM3AIIAM AJTAIITHPOBAHHOW ITPOTPAMMBI YYEBHOM
TACIHATITAHBI

Jiis  KadecTBEHHOM oOpraHu3alud  o0pa3oBaTeNbHOrO Ipolecca I JUI  C
COMAaTHYECKUMHU 3200JI€BaHMSIMA HEOOXOAMMO peIaTh CIEAYIOUINe 3aJauu:

- pa3paboTKa TEXHOJIOIMH 00yUeHHs CTYJJEHTOB C COMaTHUYECKUMU 3a00JIeBaHUAMY;

- UCTIOJIb30BAHNE TEXHUYECKHUX CPEICTB O0YUCHHUSI B COOTBETCTBHH C HO30JIOTHEH;

— CO3aHME  CHUCTeMBbl ~ MH(POPMAIIMOHHOTO  OOecreueHUs  KOMIUIEKCHOM
npoeCCHOHATBHOM, COIUATbHOW W  ICUXOJOTHYECKOM amanTanuu  oOydaromerocss ¢
COMATUYCCKUMU 3a00JICBaHHUIMHY;

- MOBBIIICHUE KBATU(HUKAIMK TEarornYecKuX KaJapoB B BONPOCAX, KACAIOIIUXCS
MHKJTIO3UBHOT'O 00Pa30BaHMsI JIMII C COMAaTHYECKIUMHU 3a00JICBaHUSMHU.

3.1. O6pa3oBaTe/ibHbIE TEXHOJIOTUHN

B y4ue6HOM mporiecce, MOMUMO JICKITUH, KOTOPBIE COCTaBISAIOT Oojee 50% ayauTOpHBIX
3aHATUM, IIMPOKO HUCIOJIB3YIOTCS aKTHBHbIE M WHTEPAKTUBHBbIE ()OPMBI IPOBEIEHUS 3aHATHH,
4TO CIOCOOCTBYET (POPMUPOBAHMIO U PA3BUTHUIO OOLIMX M NMPO(EeCCHOHAIBHBIX KOMIETEHLUH
oOyJaromuxcs.

B cootBerctBun ¢ TpedoBanusiMu @I'OC CIIO nmo peanuzanuu KOMIIETEHTHOCTHOTO
MOJX0/a MpeIyCMaTpUBAETCd  HCIIOJNB30BAaHME B  Y4eOHOM Ipolecce aKTUBHBIX U
MHTEPAKTHBHBIX (POPM MPOBENEHUS 3aHATHI: MCIOIH30BAHUE AJIEKTPOHHBIX 00Pa30BaTEIBHBIX
PECYPCOB, TPYIIOBBIX JUCKYCCHH, NENOBBIX W POJIEBBIX WIp, aHAIM3a IMPOU3BOJCTBEHHBIX
CUTYaIMi C IeTbI0 (OPMUPOBAHUS U PA3BUTHS TPEOYEMBIX KOMIETCHIUH 00yJatONIIXCsl.

IIpu oOyyenun u mnocnenyromeil NpodecCHOHATBHOW JESITEeNbHOCTH CTYIEHTBl C
COMAaTHUYECKUMH HApYLIEHUSMH HE HYXJAIOTCS B CIEHUAIBHBIX TEXHHUUYECKUX CpPEJCTBAX
peadmIuTalMd M SPrOHOMUYECKON aJanTHpPOBAaHHOW cpene. Y JaHHOM TpYyNIbl CTYJEHTOB
CYIIECTBYET PsIJl ICUXOJOTHYECKUX U (PU3NOJOTHUECKUX OCOOEHHOCTEH, KOTOpbIE HEOOXOIUMO
YUYECTh MPHU OpPTaHU3AIMH UX 00y4deHus. J{s HIUX BaXXKHO JO3WPOBAaHUE HATPY3KU MPHU OOyUEHHH,
paBHOMEpPHOE pacrpe/iesieHHe ee B TeUeHHne Bcero cemectpa. LlerecooOpa3eH KOHTPOIbh 3HAHHUHA
B TEUYEHHUE CEMECTpa, YTOOBI K HaYally 3a4€THO-IK3aMEHAIMOHHBIX MEPOIPHUITHN CTYACHTHI HE
NeperpyKajluch 3aydyMBaHMEeM OonpmMX o0O0BeMOB Marepuasa. OOydeHHE CTYIEHTOB C
COMaTHUYECKUMH 3a0ojieBaHUsIMU TpeOyeT oco0oro BHUMaHHMS M TOHUCKAa MOJIXOA0B B
npodecCHOHATIBHBIX 00pa30BaTeIbHBIX OpraHU3alMAX, YCHWIMH MpernojaBaTeneil, U3MEeHEHUs
OpraHu3aly yueOHOro mpolecca.

3.2 CnenmnajabHble YCI0BHS

B o0ydenunm nui ¢ XpOHHYECKHMMH 3a00JI€BaHMSAMU HCHOJB3YIOTCS CIEIHAIbHBIE
oOpa3oBaTeNibHbIE YCIOBHS, MPHU3BAaHHbIE OOJETYUTh YCBOCHHE HH(POpMAIMU U 00ECHeduTh
NPOQIIAKTUKY aCTEHUYECKHUX COCTOSHUH W MCHXO3MOIIMOHAIBFHOTO HANPSDKEHHS, TTOBBIIICHNE
¢bu3nyecKoil 1 yMCTBEHHON pabOTOCIIOCOOHOCTH:

o MCIOJIb30BAHUE JIOTIOJIHUTENbHBIX HHANBUYATbHBIX U MOATPYIIOBBIX 3aHATHH;

o peryaupoBaHue TPYJHOCTH W CIOXKHOCTH 33aJaHMA  TakK, dYTOObl OHHU
COOTBETCTBOBAJIM BO3MOKHOCTSIM 00YyJaroIUXcs ¢ 001MM 3a00JI€BaHUEM;

. BapbUPOBAaHNE UCTOYHUKOB CAMOCTOSATEIBHOIO U3Y4YEHHs MaTepHUaa;
o BapbUPOBAHUE CII0)KHOCTH KOHTPOJIBHBIX BOIIPOCOB;
. npuMeHeHne U QEepeHIIMPOBAHHOTO  MHCTPYKTaka  IPU  BBIIOJHEHUH

MPaKTUYECKHUX PaboT;
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. JUIS JTyYIIET0 YCBOGHMsSI 00YYaroIIMMHCS HUCIIOJIb3yEMbIX TEPMUHOB O(QOpMIICHHE
JOTIOTHUTEIHHBIX 3aIUCEH Ha JOCKE, Pa3IaTOYHOTO MaTepralia B TUCbMEHHOU (hopMme;

. MpeAbSIBICHUE M3y4aeMOro Marepuana C ONOpOM Ha pa3juyHble aHAIU3aTOPbI
(cmyx, 3peHue, oca3aTeNbHbIe aHAIU3aTOPbI);

. YeTKOE COOJIIOJICHUE alrOpUTMa 3aHATUS (Ha3BaHUE TEMbl, IIOCTAHOBKA LENH,
COO0O0IlIeHNE U 3aIIUCh I1JIaHa, BbICIICHUE OCHOBHBIX MOHATUN U METO/IOB UX U3YUYCHHUS);

. OoJiee YacThIi OT/ABIX, CMEHA BHJIOB JICITEILHOCTH, TTAY3bI 110 X0y 3aHATHIA;

J MaKCUMaJbHO paclIMpeHue o0pa3oBaTEeNbHOIO  IPOCTPAHCTBA 32  CYET

COLIMAJIbHBIX KOHTAKTOB C IIMPOKUM COLIUYMOM;

J aKTUBU3ALMsI BCEX KOMIIOHEHTOB Y4eOHON AEATeIbHOCTH.

IIpy Hanuuumu 3anpocoB OOYYAIOIIMXCS C COMATUYECKUMHU HAPYLIECHUSIMU WU 110
pPEeKOMEHJALMK Telarora-lcuxojiora s MpeACTaBleHUs Y4eOHOro Marepualia CO3/at0Tcs
KOHTEKCTHbIE UHAUBHU1YaJIbHO OPUEHTUPOBAHHbBIE MYJIbTUMEINNHBIE TPE3ECHTALIUH.

OOyuarommMesl MPeIoCTaBISAIOTCS YCIAYrM ThIOTOpPA Ha NPOTSHKEHHMM BCEro Iepuoja
o0OyueHusl.

3.3. TpeOGoBaHNsI K MUHUMAJBHOMY MATEPHAJBHO-TEXHHYECKOMY 00ecre4eHHI0

Peanu3anus QUCHMIUIMHBL TpeOyeT HaJW4Ms CIEUUAIbHO OOOpYAOBaHHOW YyueOHOM
ayIUTOPUU C Y4YETOM MOTPEOHOCTEH JHUI] C COMAaTHYECKMMH 3a0ojieBaHUsAMU. Peanusanus
y4eOHOM AUCIUILTMHBI TpeOyeT HaM4us yaeOHOro KabuHeTa ¢ JocTynoM B MHTepHeT. B nemsx
KOM(OPTHOTO JIOCTYIa 00YYArOIIErocsi C COMaTHYeCKUMHU HapyIICHUSIMUA K 00Pa30BaHUIO MOXKET
UCTIOJIB30BaThCSl TIEPCOHANBHBIM HOYTOYK JUIs TpuUeMa-Tepenadd ydeOHOH HWHQpOpManuu B
JIocTynHbIX (opmax. B memsx peanuzauuu aganTHpOBAHHOW 00pa30BaTeNbHOW MPOTrpamMMbl
CIIO mnpenycMOoTpeHa BO3MOXHOCTh OOydY€HHMs C MCIOJIb30BaHMEM MHCTPYMEHTapus,
NPECTaBICHHOr0 B Ie4aTHO! (opMme, B (hopMe IEKTPOHHOTO JJOKYMEHTA.

IIpy Hamuuuum 3ampocoB OOYyYArOIIMXCS C COMATHYECKUMH HapyIIEHUSAMHM WU 10
pPEKOMEH/IAlMU [eAarora-rcuxoyiora Juis IMpeACTaBIeHUS Y4eOHOro MaTepuaya CO34aroTcs
KOHTEKCTHbIE UHANBUAYAIIbHO OPUEHTUPOBAHHBIE MYJIbTUMEANNHBIE PE3EHTALUH.

JUia peanu3anuu MporpaMMbl y4eOHOW AMCLUMILIIMHBI JIOJDKHO OBITH IPETyCMOTPEHO
cleayiollee CHelUalbHOe T[OMelleHne: KaOuHeT «JloKyMeHTallMOHHOro obOecreyeHus
yIOpaBiICHUS», OCHAIEHHBI  O0OpylOBaHMEM: IOCAJOYHbIE MecCTa IO  KOJUYECTBY
oOyuyaromuxcs, pabodyee MECTO IpenojaaBaTelis, JOCKa, CTeHJbl, TUAAKTUYECKUH MaTrepua,
TEXHUYECKHUMHU CpEJICTBAMHU OOYYEHHs: KOMIIBIOTEPbI, MYJIbTUMEAUNHHOE O000pyAOBaHUE,
IIPUHTEP.

[TomerieHust i caMOCTOSITENbHOW paboThl 00yYarOMIMXCsl JAOJKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHOH  TEXHHUKOM C  BO3MOXXHOCTBIO  TOJKIIOYEHHS K  HMH(OpMAalMoOHHO-
TeJIeKOMMYHUKAaIIMOHHOW ceTn "HMHTepHer" u oOecnedeHHWeM JOCTyna B DIIEKTPOHHYIO
nH(pOpPMaIMOHHO-00Pa30BaTENBHYIO Cpely 00pa30oBaTeIbHON opraHu3anuu (Ipu HATUYWHN).

[lepeuenr oOOpynOBaHUS HE SBISETCS OKOHYATEIbHBIM M MOXKET HU3MEHATbCA B
COOTBETCTBUM C OCOOEHHOCTAMH 00pa3oBaTeibHON opraHuzauuu. Hampumep, BO3MOXHO
JIOTIOTHUTEIBHOE OCHALIEHUE IPUHTEPOM UJIU MHBIM TEXHUYECKUM CPEACTBOM.

3.4. UudopmaninoHHoe obecniedeHHe peain3aluu MPorpamMMbl

Jns peanu3anuu mporpammbl OMOIMOTEYHBIH (QOHA 00pa3oBaTeNbHON OpraHU3alUU
JIOJDKEH MMETD IeYaTHbIe W/ 3JICKTPOHHbBIE 00pa3oBaTeIbHbIe M HHPOPMAIIMOHHBIE PECYPCHI,
PEKOMEHYEeMBIX ISl UCIIOJIb30BaHUS B 00pa30BaTEIbHOM IIpoLEcce
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3.4.1. IleuaTHbie H3):[aHI/IH2

1. bapuxun, A. b. Kanposoe aenompousBojactBo. IIpaktuueckoe mocodue / A.b.
bapuxun. - M.:  Kawnxubiid mup, 2017.

2. bacakoB, M.U. JlokymenTannonHoe obecriedenne ymnpapinenus / M.M.bacakos. -
M.: KnoPyc menua, 2017.

3. Ky3Henos, N.H. JlokyMeHTauMoHHOE obecrnieueHue yIIpaBJICHHUS.

JlokyMeHTOOOOPOT U AeNOoNpou3BoACTBO: YueOHuK u npaktukym / U.H. Ky3nenos. - JIroGepiisr:
FOpaiir, 2016.

3.4.2. D1eKTpOHHBbIE U31aHMA (31eKTPOHHBbIE PecypcChl)

1. Kynésa, E.1O. JlokyMeHTanIMOHHOE OOecTieueHre yrpasieHus. — M., AkageMus —
Menua, 2014.

2. [Tmenko, A.B., Hoponuna JLLA. u np. JloxymeHTanmoHHoe oOecredyeHue
yrnpaieHus. — M., Akanemust —-Memua, 2015.

3. CnpaBounas npaBoBasi cuctema «KoucynpranT mroc»:http:// www.consultant.ru

4. CrnpaBounas cucrema «I apanty. http://www.aero.garant.ru

3.4.3. lonoJIHUTEIbHbIE HCTOYHHKH

1. Kypnan «/lernonponszBoacTBoO».
2. Kypnan «Cekperapckoe J1esom.
3. Kypnan «YnpasieHue nepcoHaIoM».

HopMaTHBHBIE 10KYMEHTBI:

1. @enepanbhblii 3akoH "OO anexkrpoHHod mnogmucu" ot 06.04.2011 N 63-03.
@enepanbHblii 3akoH "OO6 wuH(opManuy, HWHGOPMALMOHHBIX TEXHOJOTMSIX M O 3alluTe
uHpopmanuun" ot 27.07.2006 N 149-®3

2. I'OCT P 7.0.8-2013. HanuonaneHelii cra"mapt Poccuiickoit ®Penepanumu.
Cucrema craHaapToB 1o HHPOpManMM, OUOIMOTEYHOMY U  M3AATEIbCKOMY  JEIy.
Jlenonpou3BoAcTBO U apxuBHOE jei0. Tepmunsl u onpenenenus (yrB. Ilpukasom Poccranmapra
ot 17.10.2013 N 1185-cT)

3. I'OCT P 6.30-2003. VYHudumupoBaHHas  CUCTeMa  JOKyMEHTAllUH.
YHuuuupoBaHHas cUCTEMa OpraHU3allMOHHO-PAcOPSAUTENbHON JoKyMeHTauuu. TpeboBaHue
K 0hOpMJICHHIO JOKYMEHTOB. YTBEpKIeH mocTaHoBleHueMm [occranmapra PO ot 03.03.2003
No65-ct. — M.: U3n-Bo crangaptos, 2003.

? O6pa3oBaTenbHAs OPraHM3AIMs [PH Pa3paboTKe OCHOBHOM OGPAa30OBATENBHON MPOrpaMMBI, BIPABE yTOUHHTH
CIHMCOK M3JJaHUi, JONOJIHUB €r0 HOBBIMHU M3JIaHUSMH H/WIIM BBIOPAaB B KAYECTBE OCHOBHOT'O OJIHO U3 Mpe/iaraeMbIX
B 0a3e NaHHBIX y4yeOHBIX M3AaHUH U DJICKTPOHHBIX PecypcoB, npeataraembix ®YMO, u3 pacuera oHO U3aHHUE MO
npodeccHoHAILHOMY MOJTYJIIO W/WITH IIPAKTHKAaM M MEXKANCIUIUIMHAPHBIM KypcaMm.



13

4. KOHTPO.JIb H OILIEHKA PE3Y/IbTATOB OCBOEHHUA AJAIITHPOBAHHOH
IIPOTPAMMBI YYEFHOH JTHCIHHIL/IHHbI

KOHTpOJ'IB n OLICHKa

pe3yIbTaTOB

OCBOCHUA

JUCLUITINHEL

OCYHIECTBIIACTCA

nmpenoaaBaTrcJicM B IPOLCCCE MPOBCACHUA INPAKTHYCCKUX 3aHATHH U TECTUPOBAaHUA, a4 TAKXKC

BBIINTIOJIHCHU A O6y‘-IaIOIJ_[I/IMI/IC$I HHJIUBUIYAJIbHBIX SaﬂaHHﬁ, IIPOCKTOB, HCCHCHOB&HHﬁ.

HpI/I HCO6XOI[I/IMOCTI/I O6y‘IaIOH_[I/IMCSI OpCaAOCTaBIIACTCA AOIMOJIHUTCIIBHOC BpEMs JIA

MMOATOTOBKH OTBCTA IIPU IMTPOXOKACHUN HpOMeXCYTOqHOﬁ aTTcCTaluu.

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToabl OIEHKH

OCBOCHHUSI
oOyJaronuiics

B pe3yibTare
JUCIUATITUHBI
JIOJIKEH 3HAMb.
aKTyaJIbHBIN PO(heCcCHOHATBHBINA U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MPUXOIUTCS paboTaTh U IKUTh;
OCHOBHBIE HMCTOYHHUKHU
pecypesl I
pelieHus 3agad U mOpobsieM B

uHpopMaluu U

po¢eCCHOHATBHOM W/

COLIHMaJIbHOM KOHTCKCTC,

AJITOPUTMBI BBITTOJIHCHHA pa60T B
npoecCHOHATBHON M CMEXHBIX
oOnacTsx; Meroabl paboThl B
npopeCcCHOHATBHON M CMEXHBIX
chepax; CTpyKTypy TIUIaHa st
peleHus 3ajaad; MOPsIOK OLEHKH
pe3yabTaTOB  pemIeHUs  3aaady
npodeccuoHaIbHOMN e TeTbHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX

UCTOYHHUKOB  TNPUMEHSEMBIX B
PO ECCHOHAIBHON JCSTEIIbHOCTH;
IpUEMBI CTPYKTYPUPOBaHUS
uH(popMaLuu; dbopmar

oopmieHus pe3ysibTaTOB IMOHMCKA
uH(popMalun
coJepaKaHue
HOPMAaTHUBHO-IIPABOBOU
JIOKyMEHTaI1H; COBpEMEHHas
HayyHas M  TpodeccHOoHaNbHas
TEPMHHOJIOTHS; BO3MO>KHBIE
TPaeKTOpUU MpPo(dhecCHOHATbHOTO
Pa3BUTHS U CAMOOOPA30BaHUS

aKTyalbHOMN

TIICUXOJIOTHUYCCKHEC OCHOBBI
JEATENLHOCTH KOJIJIEKTHUBA,
IICUXOJIOTHYECKHE 0COOEHHOCTH
JIMYHOCTH, OCHOBBI HpOCKTHOfI
JIEATENILHOCTH

OCOOEHHOCTH  COLHAJILHOIO |

pacrio3HaBaHHe QITOPUTMOB
BBITIOJTHEHUS pabort B
npoeCCHOHAILHOW ¥ CMEXHBIX
o0acTsX; OIpenesieHHe METOI0B
paboTel B NPOPECCHOHAIBHOW U
CMEKHBIX chepax; BBIOOD
OIpeJIeIICHUE ONTUMAIILHOU
CTPYKTYpbl TUIaHa JUISL  PEIICHUsS
3aja4; MOHMMAaHUE TOPSJIKA OICHKH
pe3yabTaToB pereHus 3a1a4
npoeCCHOHATILHON  JICATEIbHOCTH;
BEIOOp  Hamboiee  ONTHMAJIBHBIX
HUCTOYHHKOB UHpOpMAIIUU u
pecypcoB ULl pelieHus 3aaad |
mpo6sieM B mpodeccuoHaTbHOM U/UIH

COLIMAJIbHOM KOHTEKCTE;
OPUEHTUPOBAaHHE B  AKTyaJbHOU
HOPMaTUBHO-TIPABOBOU

JOKYMEHTAIIH; COBPEMEHHOMU
HayyHOM ¥ mpodeccuOoHaIbHOU
TEPMUHOJIOTHH; MIOHUMAaHHe
MICUXOJIOTMYECKUX OCHOB
JEATEIBHOCTH KOJIJIEKTHBA,
MICUXOJOTHYECKHUX 0COOEHHOCTEM
JUYHOCTH;  BIQJICHUE  3HAHUSAMHU
OCHOB paboOThl C JIOKYMEHTaMH,

MOJrOTOBKM YCTHBIX M NHUChMEHHBIX
COOOIIIEHHNI]; 3HaHWUE OCHOB
KOMIIBIOTEPHON I'PaMOTHOCTH; 3HAHHE
MPaBHUJI HAIMCAHUS W MPOU3HOIICHHS
CIIOB, B T.4. M MpodhecCHOHATbHON
JIEKCUKH.

3HaHue bopm MEePBUYHBIX
OyXTalITepCKUX JIOKYMEHTOB,
COJIepKaHUsl TakoW JOKyMEHTAIlHH,
MOHUMaHue crneuuukd padoTsl ¢
MIePBUYHBIMU OyXraJTepCKUMHU
JOKyMEHTaMu

OrneHka
pe3yIbTaTOB
BBIITOJIHEHUS
MPaKTUYECKUX
pabor.

Ornenka
BBIITOJIHEHUS
CaMOCTOSATEIbHBIX
pador.

Tecr.

YcTHBIH ompoc.
[TucbmeHHbIM
orpoc.
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KYJbTYPHOTO KOHTEKCTa; IpaBUjIa
opopmiieHHsT ~ JOKYMEHTOB U
MIOCTPOCHHMSI YCTHBIX COOOIICHUIA.
PaMOTHO H3JlaraTh CBOM MBICIIU U
0pOpMITSTH JIOKYMEHTBI 1o
npodeccCHoHaIbHOW TeMaTHKE Ha
rOCY/IapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJICPAHTHOCTH B
paboveM KOJICKTHBE
COBPEMEHHBIC cpezicTBa u
yCTpOiicTBa UHPOpMATH3AIINH;
HOPSIZIOK  MX  MPUMEHEHHS |
nporpaMMHOe  oOecrieueHue B
PO ECCHOHATBHON IEATETbHOCTH
npaBuiia MOCTPOCHUS TPOCTHIX H

CIIOXKHBIX MIPEITIOKEHU I Ha
npodeccuoHanbHbIe TEMBI;
OCHOBHBIE OOLIEYIIOTPEOUTENbHBIE
TJ1aroJibl (6p1TOBAsS u
npodeccuoHaIbHAast JICKCUKA);
JICKCUYECKUI MUHUMYM,
OTHOCSILUNCS K OITMCAHHIO

NPEMETOB, CPEACTB M TPOIIECCOB
poPECCUOHAIBHON ACSTEIIbHOCTH;

0COOCHHOCTH POHU3HOIICHUS;
ImpaBujia YTCHUA TEKCTOB
npodeccuoHanbHOM

HaIpaBJIEHHOCTH oOmiue

TpeOOBaHUS K OyXrajaTepcKkomy
y4eTy B YacTH JOKYMEHTHPOBAHUS
BCEX XO3AMCTBEHHBIX ICHCTBUU U

onepanuii;

MOHATHE NEPBUYHOMN
OyXTaJITepCKON JTOKYMEHTAIUH;
orpeieneHne HNEePBUYHBIX
OyXxraiaTepckux JOKYMEHTOB;
bopmbI MEePBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
coJiepKaIIiX o0s3aTeNbHbIE
PEKBU3UTHl TIEPBUYHOTO YYETHOTO
JIOKYMEHTa;

MOPSIZIOK  TIPOBENICHHSI  TTPOBEPKH
HNEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, dbopmanbHOi

IIPOBEPKU JTOKYMEHTOB, IMPOBEPKU
0 CYyIIECTBY, apupMeTHYecKon

IIPOBEPKHU;
MIPUHIIMIIBI u MIPU3HAKU
IPYIIUPOBKU NEPBUYHBIX

OyXrajaTepckux JOKyMEHTOB;
MOPSIIOK TIPOBEJICHUSI TaAKCUPOBKHU
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u KOHTHUPOBKHU MEPBUYHBIX
OyXraiaTepckux JOKYMEHTOB;
MOPSIIOK  COCTaBIICHUSI PETHCTPOB
OyXrajaTepcKoro y4era;

mpaBujia M CPOKM  XpaHEHHUSA
MEPBUYHOU OyXxTanTepcKoi
JIOKyMEHTAIUU

B pesyJibTare
JUCLIUTUIAHEI
JOJDKCH yMentb:
pacrno3HaBarThb

OCBOEHUSA
oOy4Jaronuics

3ajaqy  W/Wim
npodiieMy B TpOdECCHOHATHEHOM
W/An

conraJlIbHOM  KOHTCKCTC,

aHAM3UPOBATh  33hady  W/WIH
BBIZIEJIATH eé

OIIPCACIIATh

npobieMy |
COCTaBHBIC  YaCTH;
STaIlbl PEUICHUs 3a/1a4H; BBISBIATH
u 3 dexTuBHO HCKATh
uHPOpMALHIO, HEOOXOAUMYIO JUIS

pelIeHus 3a1a41 /Wi Ipo0IeMBl,

COCTaBUTh I1aH JICHCTBHS,
ONpEACIUTh HEO0OXONMBIE
pecypcsl;

BJIAACTh AKTyaJIbHBIMHU METOJaMU

paboThl B MpoQeccCHoHaTbHOH U
CMEXHBIX cdepax; pearn3oBaTh
COCTaBJICHHBI IUIaH; OLIEHUBATH
pe3ysibTaT U TOCHENCTBUS CBOUX
JIEeNCTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIbIO HACTABHHKA)

ONpeAeNATh 3ajadyd A IIOHUCKa

uH(pOopMaLuu; ONpPENEATh
HE00XO0IuMblIe VCTOYHUKU
uH(pOopMaLnu; IUTAHUPOBATh
IIPOLIECC TTOUCKA; CTPYKTYpUPOBATH
MOJIy4aeMYIO nH(pOpMaLnIO;

BBIJICNIATh HanOojee 3HAYUMOE B
nepeyHe MHGOpPMAIUH; OLIEHHWBATH
MPaKTUYECKYIO 3HAYUMOCTb
pe3yJIbTaTOB IOUCKA; OPOPMIIATH
pe3yJIbTaThl TOMCKA

OTIpEeIeNATh aKTyaJIbHOCTb
HOPMAaTUBHO-TIPaBOBOM
JIOKYMEHTaIuu B
npodeCCHOHATLHON IeSTeIbHOCTH;
MIPUMEHSATH COBPEMEHHYIO

Hay4YHYIO po¢eCCHOHATEHYIO
TEpPMHHOJIOTHIO;  ONPENENATh |

BJIAJICHUE aKTyaJIbHBIMH METOJaMHU
paboTel B TNPOPECCHOHAIBHOW |
CMEeXHBIX  cdepax; 3dpdexkTuBHOE
BBISIBJICHHE M IOWCK HH(pOpMaIum,
COCTaBJICHHE ONTHMAJIBHOTO IIJIaHA
JICUCTBUH, aHaIU3 HEOOXOIUMBIX JUIs
BBIMIOJIHEHUST  33JaHUs, PECypPCOB;
OCYIIECTBIICHHE HCCIICIOBATEIbCKON
NeSITeTbHOCTH, MPUBOISIICH K
ONTUMAIILHOMY pe3ysbTary;
JIeMOHCTpanus THOKOCTH B OOIIECHUH
c KOJIJICTaMH, PYKOBOJICTBOM,
MOJYMHEHHBIMH W 3aKa34MKaMH;
MIPUMCHCHHE Cpe/CTB
WH(POPMAIIMOHHBIX TEXHOJOTHHA IS
peteHusi TpoPecCHOHANBHBIX 3aJlay;

s dexTuBHOE KCIMOJIb30BAHUE
COBPEMEHHOI0 POTPaMMHOTO
o0ecrieyeHus; Kparko U YETKO
¢dopmynaHMpoBaTh CBOHU MBICIIH,
nsjarartb nux JOCTYITHBIM JJIsA

MOHUMaHMs crocoOoM; P peKTUBHAS
paborta c NEePBUYHBIMU
OyXraJTepCKUMH IOKYMEHTaMH

OrncHka
pe3yJIbTaToOB
BBITIIOJIHCHUS
MPAKTUYECKUX
pabor.

Orenka
BBIIIOJTHCHUS
CaMOCTOSITEILHBIX
pabor.

Tecr.

VYcTHbIi ompoc.
ITuceMeHHBIN
Orpoc.
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BBICTPAUBATh TPaeKTOPUHU
npo(eCcCHOHAIBHOTO Pa3BUTH U
camMoo0Opa3zoBaHus

OpraHU30BbIBAThH paborty
KOJIJICKTHUBA u KOMaH/BI,

B3aMMO/JICHICTBOBATh C KOJUIETaMH,
PYKOBOJCTBOM, KIIMEHTAMHU B XOJE
po(hecCHOHATLHOM JIEATEIIEHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIU U
0pOpMITSTH JTIOKYMEHTBI 1o
npoeCCHOHATBPHON TEMaTHKE Ha
roCy/IapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJIGPAHTHOCTH B
paboueM KOJIIICKTHBE

PUMEHSTh cpencTBa
UH(OPMAITMOHHBIX TEXHOJIOTHIA
JUIS pelieHus: npodecCHoHAIBHBIX
3aJ1a4; MCIIOJIb30BaTh COBPEMEHHOE
pOTrpaMMHOE 00eCTICUeHHE
MOHUMATh OOIIMI CMBICI YETKO
MPOM3HECCHHBIX BBICKA3bIBAHUN Ha
W3BECTHBIC TEMBI
(mpodeccroHambHbIC M OBITOBBIC),
MOHUMATh TEKCThl Ha 0a30BbIC

npodeCCHOHATILHBIC TEMBI;
Y4aCTBOBATb B AJuajiorax Ha
3HAKOMBIE o0rrue "
npoQeCCHOHAIIbHBIC TEMBI;

CTPOUTH MPOCTHIE BBICKA3BIBAHUS O
cebe 1 0 cBoel mpoheccCuoHaIbHOM

JESTEIIBHOCTH; KpaTko
000CHOBBIBaTh M OOBACHUTH CBOU
JNEeNCTBUS (Texymue u

IUTAaHUPYEMBbIE); THCaTh MPOCThIE
CBSI3HBIE COOOILEHUS] Ha 3HAKOMBbIE

1507051 HHTEPECYIOIHE
npohecCuOHANBLHBIE TEMBI
MNPpUHHUMATh ITPON3BOJIBHBIC
MEPBUYHbBIC OyxraiaTepckue
JOKYMCHTEI, paccMaTpuBacMbIC
Kak MUCBbMEHHOE J0Ka3aTeJIbCTBO
COBEPIICHUS XO3SIICTBEHHOM
onepauuu WIN MOJIy4YECHUE
pa3penieHus Ha ee POBEJICHHUE;
IIPUHUMATh MEpBUYHBIE

OyxraJiTepckue  JOKYMEHTBHl  Ha
OyMaxHOM HocHTene U (WUJH) B
BUJE DJEKTPOHHOTO JOKYMEHTa,
MOAIIMCAHHOTO 3JIEKTPOHHOU
MOJIHUCHIO;

IPOBEPSITh HAJTHYUe B
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IMPOHU3BOJIBHBIX MECPBUYIHBIX
OyXranrepckux JOKyMEHTax
00s13aTeNbHBIX PEKBU3UTOB;

POBOAUTH (HOPMATILHYIO TPOBEPKY

JIOKYMEHTOB, IIPOBEPKY o
CYILIECTBY, apumeTnyecKkymo
IIPOBEPKY;

IIPOBOAUTH IPYHNIHMPOBKY
MIEPBUYHBIX OyXraiatepcKkux
JIOKYMEHTOB I10 Psily IPU3HAKOB;
IIPOBOJIUTH TaKCUPOBKY u
KOHTHPOBKY MEPBUYHBIX
OyXraiaTepckux JOKyMEHTOB;
OpraHU30BbIBATH
JIOKyMEHTO000pOT;

pa3zbuparbcs B HOMEHKJIAType Ael;
3aHOCUTH JIaHHBIE o

CrpYNIHUPOBAHHBIM JIOKYMEHTaM B
PErUCTPhI OYXTaNTepPCKOTO yUeTa;
nepeaaBaTh IIEpBUYHbIE
Oyxraiarepckue  JOKYMEHThl B
TEKYIIUH OyXTranTepCcKUil apXuB;
nepenaBaTh MepPBUYHBIE
OyxraJiTepcKue  JIOKYMEHTHI B
MOCTOSIHHBIA apXWB MO UCTEYCHUU
YCTaHOBJIEHHOT'O CPOKA XPaHEHUS;
UCTIPABJIATh OLIMOKHM B MEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTAaX;




