MunucrepcerBo odpasoBanust MockoBcKkoii 00,1acTH

T'ocynapcTBeHHOe GI0)KeTHOE NMpodeccHonaIbLHOE 00pa3oBaTe/IbHOE YUpPeKIeHHe
MockoBCcKoii 00,1acTH « ABHAHOHHBIA TexHHKYM nMenn B.A. Kazakosa»

YTBEPXJIAIO

_~3aMeCTUTeNb TUPEKTOPA
1o y4eOHO-MeTotuuecKoil pabore

, (<AB}4?HI¢I GHHBIN
ataean B A A azakosay

HMsanosa M.B.
2019rona

IMPOTPAMMA YYEBHOM JUCHUTIINHBI
OI1.06 «/lokyMeHTauMOHHOE 00ecTieYeHre YITPaBJICHH

KOO, Hazeanue OUCYUNTUHbL
OCHOBHOM 00pa30BaTeIbHON IPOrpaMMbl
cpeaHero npogeccuoHaTbHOr0 00pa3oBaHus

TI'ocyoapcmeennozo 6100x3cemnozo npogheccuonanbHo2o
obpazoeamenvHo20 yupescoenus Mockoeckoii odnacmu
«Asuayuonnvlit mexHukym umenu B.A. Kasaxosa»

I10 CIICIUAJIBHOCTHU CPEAHETO HpO(i)CCCI/IOHaJII:HOFO 06pa3013aH1/m

38.02.01 DxoHoMHKA H OyXrajTepckuil ydeT (110 0TPACIsAM)
K00 u Haumenosanue cneyuanivHocmu CIIO

XKyxosckuit, 2019ron



PaGouas nporpamma yueOHOH AMCLMIUIMHBI pa3paboTaHa B COOTBETCTBMM ¢ TpeGOBaHHUAMH
DeniepabHOrO  roCyJapCTBEHHOr0  00pa30OBATENBHOTO — CTAaHAApPTa  CPEAHEro  MpOdeCcCHOHATBLHOIrO
o6pasosanus no cnenuansHocTn  38.02.01 DxoHOMHKA B OyXrajaTepckuid yuet (1o oTpacism) ,

(Koo, HaumerosaHue cneyuansHocmu)
Ha ocHoBaHuu IlpumepHOH OCHOBHOW 00pa3oBaTeNbHOW MporpamMmbl  (IIPOTrPAMMEI

IIOATOTOBKM CIIELIUAJIMCTOB CpPEIHEro 3BeHa) mo crenuanbHoctd 38.02.01 DKoHOMHKA H
Oyxraarepckuii y4yer (1o oTpac/isim)

(Koo, naumernosanue cneyuansHocmu)

Agstop nporpammsl: banamosa H.C., npernomaBarens
D.1. 0., oonxcnocmo

IIporpamma paccmMoTpeHa u 000peHa Ha 3aceJaHiH [UKI0BOM KOMUCCHH

ITporoxomn 3acenanus Ne % oT <<<j/ y & ik 2019r.

[Ipencenarens MUKIOBOM W 0if) KOMUCCHH
JlaBpenkuna H.A. 2%

Damunus U.O., noonuce




Coaep:xanue

IHacnopT nporpaMmbl yue6HOI ¥ CIUITHHBI

1.1. O6macTh MpUMEHEHUS TPOTPAMMBI

1.2. Mecto nuctmmmab! B cTpyktype [ITICC3

1.3. llenu u muiaHupyeMble pe3yIbTaThl OCBOCHUS TUCIUILTHHBL:
CtpykTypa H cofep:kaHne y4eOHOM IHCIMILINHDI

2.1. O6bem yueOHOM NUCIUIUIMHBI U BUABI yUeOHOH paboThI
2.2. TemaTuyeckuit TUIaH U COCPKAHUE YICOHOW JUCIIUILINHBI
YeaoBus peaiu3anyu NporpaMMbl y4eOHO JHCHUIIMHBI
3.1. O6pa3zoBaTenbHbIC TEXHOJOTHI

3.2. TpeGoBaHus K MaTepUaTbHO-TEXHUIECKOMY 00ECTIE€YEHUIO

3.3. UndopmarnmonHoe obecrieueHne 00ydeHus

KoHTPOJIb 1 OlleHKA Pe3y/IbTATOB 0CBOEHUS Y4eOHOM qUCIUTLIHHBI



IIporpamma y4yeOHOW JUCLMIUIUHBI

1. IMACIIOPT ITPOI'PAMMBI YUEBHOM JTUCIHUILIHHEI

OIL.06 «{lokymMeHTAHHOHHOE o0ecneYeHHe YIpaBJIeHUus»

1.1. O6aacTh NIpUMeHeHHsI TPOrPAMMBI

SBJSIETCST YaCThIO OCHOBHOM 00pa3oBaTebHOMN

MIPOTPaMMBI,

nporpamMmbsl MNOArOTOBKM crienuanuctor cpeaHero 3BeHa ([IIICC3) I'BIIOY MO «ABHALMOHHBINA TEXHUKYM

umenu B.A. Kazakosay no cnermansHocty CITO 38.02.01 DxoHOMUEKA U OyXTanTepcKuid yUer.

K00 u HaumeHosanue cneyuanvrnocmu CI10

1.2. Mecto agucmumiamasl B crpykrype IIIICC3: VueGHast  IUCUMIUIMHA  BXOAWT B
o01wenpodeccuoHaIbHbIN LUK

1.3. Ile1n 1 uIaHUpPYeMBbIe Pe3yJIbTAThI 0CBOCHHUS TMCIUIIMHBI:

Kon Ymenus 3HaHuA

1K, OK

OK 01 pacmo3HaBaTh 3amady W/WiM  mpoOieMy B | aKTyaJIbHBINA npodeccroHanbHbIN U
npoeccHoHaTBHOM wunm COLIMATBHOM | COLIMAJTbHBIH KOHTEKCT, B KOTOPOM
KOHTEKCTe;  aHaJM3MpOBaTh  3ajJayy  W/WIM | IPUXOAUTCS paboTaTh U JKUTh; OCHOBHBIE
npobyieMy ¥ BBIIENATh €€ COCTaBHBIE YACTH; | HICTOYHHKM HWH(OpMALMM M pecypchl s
OIPEeAENIATh STalbl PElleHUs 3aa4ul; BBIABIATE U | pPEIICHUS 3a1a4 " npo6Jiem B
s dexTurHO HCKaTh UHpOpMALMIO, | MPO(PECCHOHATPHOM ~ W/WIM  COLHMAIbHOM
HEOOXOIUMYIO I pelIeHHs 3aJadd W/WIM | KOHTeKCTe;
poOIeMBl; AJITOPUTMBL BBITOJIHEHHS pabot B
COCTaBUTh  IUIAH  JCHCTBUs;  ONPECTHTH | MPO(ECCHOHAIBHOM M CMEXHBIX O00IacTiX;
HE00XOIMMBIE PeCypChl; MeToAbl paboThl B TNPO(EecCHOHANIBHONH U
BJIQIETh AaKTYaJIbHBIMM METOJAaMH paboThl B | CMEXKHBIX cdepax; CTPyKTypy IUIaHa Ajis
npodecCUOHAIBHO UM CMEXHBIX  cdepax; | peleHus 3a/1ay4; NOPSIJOK OLEHKH Pe3yJbTaTOB
pean3oBaTh COCTaBJICHHBIH TIUIaH; OLIEHHBATh | PEILCHUS 3a71a4 npodecCHOHAIBHOM
pe3yiabTaT W TIOCIEACTBUS CBOMX JEHCTBUH | JesATeIbHOCTU
(caMOCTOSITeJIFHO WJIM C IOMOLIBIO HACTAaBHUKA)

OK 02 OMpeneNaTh 3aJaud Ui TOMCKa HMH(OpMAaluM; | HOMEHKIaTypa UH(OPMALIIOHHBIX
OTpeaesiTh HE0OXOTUMBbIe WUCTOYHUKH | HICTOYHHKOB NPHUMEHSIEMBIX B
uH(pOpMaLMK; TUTAHUPOBATh MPOLIECC TOUCKA; | MPOGECCHOHATIBHON eATeIbHOCTH; TPHEMBI
CTPYKTYpHUpPOBaTh MOJyYaeMyr HH(OpPMALHUIO; | CTPYKTypHpOBaHHus HHpopmanuu;, dopmaT
BBIACIATE Haubosiee 3HaYMMOe B IepedHe | ohopMiIeHHs pe3yabTaToB MIOUCKa
HHGbOpPMAaLIUH; OIICHHUBATh MPaKTHYECKYIO | HHGbOpMAIUH
3HAQUUMOCTh Pe3yJIbTaTOB MOUCKA; OGOPMIIATH
pe3yJIbTaThl MOKMCKA

OK 03 OIpeAesiaTh aKTyaJIbHOCTh HOPMAaTHUBHO- | CO€p)KaHUE  aKTyaJlbHOW  HOPMATMBHO-
NPaBOBOM JOKYMEHTAllUM B TPO(ecCUOHANbHOHM | MPaBOBOM  JAOKYMEHTALMK;  COBPEMEHHas
JeATeIbHOCTH; NPUMEHSTh COBpEMEHHYIO | Hay4yHas U MpodecCUOHaIbHAs TEPMUHOJIOTHS;
Hay4yHYI0 TNpO(eCCHOHATBHYIO TEPMUHOJIOTHIO; | BO3MOXKHBIE TPAaGKTOPUH NMPO(PECCHOHAILHOIO
ompenensTb M BBICTpaMBaTh  TPACKTOPUH | Pa3BUTHUs U caMOOOpa30OBaHUS
npodecCHOHANBHOTO Pa3BUTHA u
camoo0pa3oBaHus

OK 04 OpraHU30BbIBaTh PabOTy KOJUIEKTHBA U KOMAH/BL; | ICUXOJIOTMYECKME  OCHOBBI  JE€ATELHOCTH
B3aMMOJICHCTBOBATH C KOJIJIETaMHU, PYKOBOJICTBOM, | KOJUIGKTHBA, INCHXOJOTHYECKHE OCOOEHHOCTH
KIMEeHTaMM B XOoA€  NpOoQeCcCHOHAIBHOM | JTMYHOCTH; OCHOBBI IIPOEKTHOH AEATENbHOCTH
JeSTeIbHOCTH

OK 05 IPaMOTHO H3JlaraTh CBOM MBICIH U OQOPMIISTH | OCOOGHHOCTH COLMAIBHOIO U KYyJBTYPHOIO

JOKYMEHTBI 110 NMpodeccHOHaNbHOM TeMaTHUKe Ha
rocy1apcTBEHHOM A3BIKE, HPOSIBIIATD
TOJIGPAHTHOCTH B paboveM KOJUICKTHBE

KOHTEKCTa; NpaBuiia 0pOpMIIEHHS JOKYMEHTOB
U MOCTPOSHHS YCTHBIX COOOLIEHUH




OK 09 MIPUMEHSATh cpeacTsa MH(GOPMAIIMOHHBIX | COBPEMEHHBIE  CpeAcTBA W YCTPOMCTBa
TEXHOJIOTHI Ui pelieHHs Mpo¢ecCHOHATBHBIX | HHYOPMAaTH3aLUH; TOPAAOK UX NMPUMEHEHHS U
3a/1a4; MCIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE | MIPOrpaMMHOE obecrieueHue B
obecrieueHue npo(ecCUOHAIbHOM AESTEIbHOCTH

OK 10 NOHUMAaTh OOLIUH CMBIC]I YETKO MPOU3ZHECEHHBIX | MPaBWJIa IOCTPOEHUS MPOCTBHIX M CIIOMKHBIX
BBICKa3bIBaHUH Ha U3BECTHBIE TeMbI | MPEUIOKEHUI Ha MNpodecCHOHATIbHBIE TEMBI;
(mpodeccroHanbHBIe W OBITOBBIE), IOHHUMATh | OCHOBHBIE OOIIEyNOTpeOUTEIbHbIE TJIAroJbl
TeKCThl Ha 0a3oBble NpodeccHoHa bHbIe TeMbl; | (ObITOBas W MpodeccHoHabHas JIEKCHKA);
y4acTBOBaTh B JMAJOraxX Ha 3HAKOMbIe OOIIME W | JICKCMYECKUH MHHHUMYM, OTHOCAILIMHCA K
npodeccHoHaNIbHbIE TEMbl; CTPOWTH MPOCTHIE | ONMCAHUIO TPEIMETOB, CPEICTB U IMPOLIECCOB
BbICKa3blBaHUA O cebe M O  CcBOeH | mpodeccHOHaTbHOM JeSTeJIbHOCTH;
npo(heCCHOHAIBHOM  JESTeNBHOCTH;  KPAaTKO | OCOO@HHOCTH  IPOU3HOIIEHHS; npaBmiIa
00OCHOBBIBaTb M OOBACHUTH CBOM JAEHCTBHA | YTEHHS TEKCTOB npodeccHOHaIBHOM
(Texymue W IUTAaHUpYeMble); MHCaTh MPOCThIE | HANPABJIECHHOCTH
CBS3HBIE  COOOIIEHMS HAa  3HAKOMBIE WM
UHTepecyolre NpodhecCuOHaIbHbIE TEMBI

K 1.1 [IPUHUMATh NIPOU3BOJIbHBIE nepBUYHbIE | 00mIMe TpeOOBaHUS K OyXraaTepcKoMy y4eTy B

OyXrajnTepckue IOKYMEHTBI, paccMaTpUBacMble
KaK IMCbMEHHOE J0Ka3aTeJbCTBO COBEPILIEHUSA

XO3SIICTREHHOM  omnepauuM Wiad  IOJy4YeHue
pas3peleHus Ha ee IPOBEICHUE;
NIPUHHUMATh NIEPBUYHBIC OyxranTtepckue

JOKYMEHTbI Ha OyMaKHOM HocuTesle U (WIH) B
BUJI€ DJICKTPOHHOTO AOKYMEHTa, MOJIHUCAHHOIO
9JIEKTPOHHOM MOATHUCHIO;

NPOBEPATh HAJMYHE B MPOU3BOJIbHBIX MEPBUYHBIX

OyXrajTepckux  JOKYMEHTax  00s3aTesbHbIX
PEKBU3UTOB,;
NPOBOJIUTE (HOPMAJIbHYIO MPOBEPKY AOKYMEHTOB,
NpOBEpPKY IO  CYIIECTBY, apU(METHUECKYIO
MPOBEPKY;
MPOBOJUTH IPYNIHUPOBKY MIePBUYHBIX

OyXrajTepckux JOKYMEHTOB IO Py MPU3HAKOB;
MPOBOJUTH  TaKCUPOBKY M KOHTHPOBKY
MEePBUYHBIX OYXraJTepCKUX JOKYMEHTOB;
OpraHHU30BbIBAaTh JOKYMEHTOOOO0POT;

pazbuparbcsi B HOMEHKJIAType Jel;

3aHOCUTh  JaHHBle 10  CTPYNIIMPOBAHHBIM
JOKYMEHTaM B PErUCTpbl OyXIraJTepcKoro yuera;
nepeaBaTh NepBUYHBIE Oyxranrepckue
JIOKYMEHTBI B TEKYLIHi OyXranTepckuil apxuB,
nepeaaBaTh NepBUYHBIE Oyxranrepckue
JOKYMEHTBI B TMOCTOSIHHBII apXUB IO HUCTEUCHUH
YCTaHOBJIEHHOT'O CPOKa XpaHEHHS;
UCTIPaBJISATh OLIMOKH B
OyXrajTepcKux JOKyMEHTax;

INEPBUYHBIX

4acTH JIOKYMEHTHUPOBaHHUS BCEX
XO3HCTBEHHBIX J€HCTBUH U OlIEpaLuii;
IIOHSTHE MIEPBUUHOM Oyxranrepckoin
JIOKYMEHTaLIH;

OmpeJieNieHHe  MEepPBUYHBIX  OyXrajaTepcKux
JIOKYMEHTOB;

bopmbI NEepPBUYHBIX OyXranrepckux
NOKYMEHTOB,  COAEpXalluX  00s3aTebHbIe

PEKBH3UTHI IEPBUYHOTO YYETHOI'O JOKYMEHTA,;
MOPAZIOK TPOBEICHUS TPOBEPKH IMEPBUYHBIX
OyXrajJTepCKuX JIOKYMEHTOB, (OpMaibHON
MPOBEPKH  JIOKYMEHTOB,  TPOBEPKH IO
CYIIECTBY, apU(pMeTUIeCKOH NPOBEPKHU;

NPUHLMIBI W TPU3HAKU  TPYNIHPOBKU
MEPBUYHBIX OYXTalTepCKUX JOKYMEHTOB;

NOpPSANOK  MpPOBEACHUS  TAKCUPOBKU U
KOHTHPOBKH  TEPBUYHBIX  OyXrajarepcKux
JIOKYMEHTOB;

NOPSIIOK COCTaBJICHHS PErucTpoB
OyXrajTepcKoro y4era;

nmpaBWiIa W CPOKM XpaHEHHUs IEepPBUYHON

OyXrantepckoi TOKyMEHTALHH;




2. CTPYKTYPA M COJAEP)KAHUE YYEBHOM TUCIUATIIMHBI

2.1. O0beM yueOHOM TMCHUTVIMHBI U BUABI y4eOHOi padoThI

Bupa yueGHoii padoThl

O0nem yacoB

O0bem o6pa3oBaTeIbHOH HArpy3KH (Bcero) 54
CamocTosiTe1bHasi paboTa o0yuyaroumerocs

Harpy3ka Bo B3auMoAeliCTBHH ¢ NIPENoJaBaTe/IeM, 54
B TOM YHCIIE:

TEOPETHYECKOE 00YUEHHE 20
NpaKkTUYEeCKUe 1 1abOpaTOPHBIE 3aHATHA 34

KOHCYJIbTalluH

Ipomesicymounas ammecmayus no OucyunIune 8 popme oug.3avema




2.2. TemaTH4yeckmii JIaH U coJiep:KaHNe Y4eOHOH TUCIMIINHEBI « [JlokyMeHTanoHHOE o0ecneenne yIpaBIeHus

HaumenoBanue Conep:xaHnue y4e0HOro MaTepuajia u (popMbl OPraHu3anuH AesiTeTbHOCTH 00y4aruXcs O6bem | Kogbr
pa3/ienoB U TeM B yacax | KoMHeTeHNHi,
¢popmupoBanuio
KOTOPBIX
cnocodcTBYeT
3J1eMEeHT
IporpaMMbl
1 2 3
Tema 1. Coaep:xanue y4eOHOro MaTepuaja OK 01, OK 02,
Beenenne. JIOKYMEHT | | 3pauenne M copepikaHHe IUCLMIUIMHBI «JlOKyMEHTalMOHHOe obecrieueHue ynpabieHusy. [loHsTue OK 03, OK 09,
H CHCTEMA | TepMUHOB «IOKyMEHT», «JIOKyMEHTUPOBAHUEY», «IOKYMEHTALMOHHOEe OOecreueHue YrpaBieHus». | 2 OK 10, ITIK 1.1
AOKYMCHTAIHH YHudukays v cTaHJapTU3alluy YIIPaBIeHUYECKUX JOKYMEHTOB.
Tema 2. Conep:xanue yueOHOro MmaTtepuaja OK 01, OK 02,
Opraau3zannoHHO- 1.OpraHu3anMoHHble JOKYMEHTHI — yCTaB, yUpeauTelbHble JOroBop, MoyoxkeHHe. PacropsguTesbHble OK 04, OK 05,
pacnopsiauTe/ibHbIe JIOKYMEHTHI — TIPUKa3, paclopskeHre, yKazaHHue, TOCTaHOBJICHHE, pellIeHHe, HHCTPYKLHA, MPOTOKOJ. 14 OK 09, OK 10,
JOKYMEHTBI 2. CripaBo4HO-HH(DOPMALIMOHHBIC TOKYMEHTHI: CIIy>keOHas 3amucka, OObsCHUTENbHAs 3allUCKa, akKT, MK 1.1
CIpaBKa, cily>keOHble TMChMa
B ToM umciie, IPAKTHYECKHX 3AHATHH 10
IIpakTuyeckoe 3ausaTHe. CocrapiieHue H 0popMIIeHHE IOKYMEHTOB 10
Tema 3. Coaep:xanue y4eOHOro MaTepuaJa OK 02, OK 04,
Kapposas 1.JIokyMeHTHpOBaHKE TPYIOBBIX MpaBooTHOIIeHUI. CocTaB U 0COOEHHOCTH OQOPMIIEHHS TOKYMEHTOB I10 OK 05, OK 09,
JAOKYMEHTAUMS JINYHOMY COCTaBY. 16 OK 10
2.KomriiekroBanue JinuHOro aeiia. Asrobuorpadus. Pestome. 3aspinenue o npreme Ha paboty. IIpukasbl
110 JIMYHOMY COCTaBY.
B ToM uHcyIe, TPAKTHYECKUX 3aHATHH 10
IpakTHyeckoe 3ansaTue. OdopmieHHe NPUKA30B M0 JIUYHOMY COCTaBY. 4
Hpakrrueckoe 3ausTue.OdopmiieHre CipaBoK, JOKIATHOM U CITyKeOHOH 3aIIMCKH, aKTa. 2
Ipakruyeckoe 3austue. OhopmiieHre TPyIOBOrO OrOBOpa, IPUKa3a o pueMe Ha padoty, ohopmiIeHHE 4
TPYAOBOM KHHMXKKH.
Tema 4. Conep:xaHue yueOHOro MaTepuaJia OK 01-05,
Jorosopuo-npasoBasi | 1.Ilonstus norosopa. Buasl 1oroBopos. OK 09, OK 10
JOKYMEHTAaIUsA 2 IlpaBwia odopMiieHHs] MPETEH3HOHHBIX mUceM. POpMyJp MCKOBOTrO 3asBieHMsA, TpeOoBaHHA K ero | 6

0ohOpMIICHHIO




B ToM uncie, NpaKTHYECKHX 3aHATHH U Ja00pPaTOPHBIX padoT 2

IIpakTnyeckoe 3ansitne. OhopmiieHHe TOroBopa KyIuTu-IpoIasKd 2
Tema 5. Coaepixxanne yueGHOro MaTepuaa OK 01, OK 0.2,
HonsTre 1. Cocrae u yduer oObema JOKyMEHTOOOOpOTa TMpeanpuaTHii. OpraHusanus paboTBl ¢ BXOZSLIEH, OK 04, OK 0.5,
AoKymenTooGopora, MCXOJIAIEH U BHYTPEHHEH JIOKyMeHTalieH 12 OK 09, OK 10,
perpeIpannd 2. Ba3bl JaHHBIX Ul XpaHeHWs JOKyMeHTOB. PaGora c¢ 3ampocamu. Pabora ¢ 27meKTPOHHBIMH K 1.1
L JIOKYMEHTaMH.

B TOM YHC/Ie, NPAKTHYECKHX 3aHATHH 10

IIpakTHyeckoe 3ansiTHe PaboTa ¢ 271eKTPOHHBIMU JOKYMEHTAMH. 10
Tema 6. Conep:xanne yueOHOro MaTepuaJa OK 01-0.5,
Opranuzanus 1.Homenknarypa nen. MHnuBuayasbHele, CBOHbIC, IPUMEPHBIC U THITOBbIE HOMEHKIIATYPBI JIeJl. OK 09, OK 10,
OIIEPATHBHOIO u | 2.Iloaroroepka v MopsaoOK nepenayvy aei B apXuB. 3aKOHOJATEIbHBIC aKThl i HOPMATHBHO-METOUUYECKHUE 6 IIK 1.1
ApPXMBHOI0 XpaHEHHsl | TOKYMEHTHI 110 apXUBHOMY XPaHEHHIO JOKYMEHTOB.
AOKYMEHTOB =

B Tom 4nciie, npakTHYECKHX 3aHSTHIA 4

IIpakTHyeckoe 3ansiTie PopMUPOBaHHE HOMEHKIIATYPBI JIE 2

IIpakTuuyeckoe 3anaTue [lepenaua nen B apxus 5
IIpomeskyTounast arrectanusi: JluddepeHunpoBaHHbIii 3a4eT 2

Bcero:




3. YCJIOBUSA PEAJIN3AIIMA ITIPOT'PAMMBI YYEBHOW JUCITATIJINHBI

3.1. O6pa3oBaTe/ibHBbIE TEXHOJOTHI

B yuebHOM mpomecce, IMOMHMO TEOPETHYECKOr0 OOyUeHHs, KOTOpOoe cocTaBiseT 38 %
ayUTOPHBIX 3aHATHH, IMAPOKO HCIOJIB3YIOTCS aKTUBHBIC U MHTEPAKTHBHBIC HOPMBI 00yUCHHS,
KOTOpBIE CIOCOOCTBYET (HOPMHPOBAHHIO U PA3BUTHIO OOMUX U TMPODHECCHOHATBHBIX
KOMIIETEHIINM 00yJarommxcs.

AKTHBHBIC U HHTEPAKTUBHBIC 00pa30BaTEIbHBIC TEXHOIOTHH,
MCTIOJIb3YEMBIE B Ay JUTOPHBIX 3aHATHSIX

Hcnone3yemble akTUBHBIE M HHTEPAKTUBHEIE 00pa30BaTeIbHbIC

Cemectp Bup 3ansatus™
TEXHOJIOTUH
TO ITpoGsieMHOE 00yUeHHE, CHCTEMHO-AEATEIHBIH MOIX0]T
Ip [IpoexTHOE 00yuUeHUE, HHPOPMANMOHHO-KOMMYHHUKAIIOHHBIE

TEXHOJIOTHH, Pa3HOYPOBHEBBIN IOIXO/

3.2. Tpe6oBaHuA K MATEPHAJbHO-TEXHUYECKOMY 00€eCIedeHHIO:

KaOWHeT, OCHAIlEeHHbIH 00opyHoBaHMEM: pabodyee MECTO CTyJIeHTa IO HOPMaTHBHOMY
yrcIy o0ydaromuxcs; paboyee MeCTO IIpernoiaBaTess; CleluaIn3upOBaHHas MeOelb; KOMIUIEKT
y4eOHO-METOAUYECKUX MaTepHaloB, KOMIUIEKTH HArLSTHO-pa3aTOYHBIX  MAaTepHalIOB,
KOMILIEKTBI IPAKTUYECKUX 3a1aHUM U COOpHUKH 3a]1a4, KOMIUIEKTHI TECTOBBIX 3aJaHUM.

TexHuyeckue cpencTBa 00ydeHUs: KOMIIBIOTEP € BBIXOJOM B MIHTEpHET, MHTEpAaKTUBHAS
JIOCKa; TEXHHYECKUE YCTPOMCTBA ISl 2y JTHOBU3YaIBHOTO 0TOOpaskeHHs HH(POPMAIIIH.

3.3. UadopmanmoHHoe obecnedeHne 00yIeHnst

Jns peamuzanuu mporpaMMbl OMOIHOTEYHBIH (OHA 00pa30BaTENbHOM OpraHuW3alyy
JIOJDKEH UMETh TIeUaTHBIC W/WIIH AIIEKTPOHHBIE 00pa3oBaTeIbHbIe U HHPOPMAIIMOHHBIE PECYPCHI,
peKOMEH TyeMble ISl UCIIOJIb30BaHMS B 00pa3oBaTeIbHOM IIPOIecce

3.3.1. [leuaTHble H3AAHUSA

1. bapuxun, A. B. Kaaposoe menompoussonctBo. [Ipaktmueckoe mocobue / A.B.
bapuxus. - M.: Kamwxusiit mup, 2017.

2. bacakoB, M.H. JlokymenTammonsoe odecredenue ympasienus / M.JM.bacaxos. - M.:
KuoPyc menua, 2017.

3. Kupcanoa, M.B., Akceno, I0.M. Kypc nenompousBoncrea. — M.: UHOPA-M;
Hosocubupck: Cubupckoe cornamenue, 2014.

4. Kyzuenos, N.H. JlokyMeHTalMOHHOE 00eCII€YeHHE yIIpaBieHus. JJOKyMeHTO000pOT
U JIeNonpon3BoACcTBO: YueOHuk u npaktukyM / M.H. Ky3nenos. - JIro6epust: FOpaiit, 2016.

5. TIlamacenxo, HO.A. Jlenonmpou3BOACTBO: JOKYMEHTAIlUOHHOE  OOecliedeHHe
yrpapiieHus: Y4ueonoe mocobue / F0.A. ITanacenko. - M.: U1 PUOP, HUIT UHOPA-M, 2013.

6. Pywmpmmnaa, JLA. JlokymeHTanuoHHOe oOecrneueHue ympasieHus. — M., OHII
«Axanemugy, 2014.

3.2.2. DiekTpoHHBIE U3AAHHS (3J1€KTPOHHbIE PeCypPChI)

1. Kynésa, E.JO. JlokymeHTalMOHHOE OOecrieueHne ynpasieHus. — M., Axagemus —
Menua, 2014.

2. IImenko, A.B., Jopommna JLLA. u gap. JIoKyMeHTallMOHHOE OOecCIeYEHHE
yopasienus. — M., Akanemus —Menmua, 2015.

3. CmpaBouHas mpaBoBas cucteMa «KoHCymbTaHT TR0 »:http:// www.consultant.ru

4. Cunpasounas cuctema «["apant». http://www.aero.garant.ru

3.2.3. JIonoTHUTEIbHbIE HCTOYHUKH
1. XKypnan «Jlenonpou3BoacTBO».



2. XKypnan «Cexpetapckoe JemIo».
3. Kypnai «YnpaBicHHE IEPCOHATIOM ».

3.2.4. HopmaTuBHBIE JOKYMEHThI

1. ®enepanpusiii 3akoH "OO0 anexTporHo# moamucu” ot 06.04.2011 N 63-03.

2. @enepanpHblii 3akoH "OO6 uHpOpManuu, WHPOPMANMOHHBIX TEXHOJOTHAX H O
3amute uHGopmanuu" ot 27.07.2006 N 149-03

3. T'OCT P 7.0.8-2013. Hanuonanbueli cranaapt Poccuiickoit @eneparnuu. Cucrema
CTaHJapTOB N0 MH(popManuu, OUOIMOTEYHOMY U H3JATeIbCKOMY JAely. J(eIompou3BOACTBO U
apxuBHoe 1eno. Tepmunbl u ompeaenenust (yrB. [Ipmkazom Poccrammapra ot 17.10.2013 N
1185-cT)

4, TOCT I 6.30-2003. VHndunuposansas cUcTeMa  JOKYMEHTaIuH.
VHupunupoBaHHas CUCTEMa OPraHU3aAMOHHO-PACTIOPSIUTEILHON TOKYMEeHTaluu. TpeboBanue
K 0pOpMIICHHIO IOKYMEHTOB. YTBEpKAeH moctaHoBiieHueM ['occranmapra P® ot 03.03.2003
Ne65-ct. — M.: U3n-Bo crangapros, 2003.

4. KOHTPOJIb U OLIEHKA PE3YJBbTATOB OCBOEHUS JUCITAIIJINHbI
KoHTpoJb ¥ OlleHKa pe3ybTaTOB OCBOEHUS JUCIMIUIAHBI OCYIIECTBISIETCS IIPETIOIaBaTeIeM
B TpOIlECCe MPOBEACHUS TMPAKTHYSCKUX 3aHATHHA, TECTUPOBAHUS, a TAKXKE BBIIOJIHEHHS
00y4JaromuMuCs UHIABUTyaTbHBIX 3aJaHUH.

Pe3yabTaTnl 00yueHust Kputepun onenku MeToabl OLEHKH

Onenka
pe3yIbTaToB
BBIIIOJTHEHHS
PaKTUYECKUX
paboT.

Onenka
BBIITOJIHCHUS
CaMOCTOSATEIHHBIX
pabor.

OCBOCHUSA
oOyJaromuics

B pe3yJibTare
JACITUTLIAHBI
JIOJDKEH 3HAMb:
aKTYaJIbHBINA MTPO(ecCHOHATBHBIN 1
COLMAIBbHBIA KOHTEKCT, B KOTOPOM
IpUXOAUTCS paboTaTb M JKUTH;
OCHOBHBIE VCTOYHUKHA
uHQOpMAIlUd ¥ PECypChl  JUIA

paciio3HaBaHuC
BEBIIIOJIHCHU A

ITOPUTMOB
pabot B
npodecCHOHaTBHOR UM CMEXHBIX
o0nacTsX; OIpenesieHue METOA0B
paboTel B MPO(ECcCHOHAIBHOH H
CMEXHBIX chepax; BBIOOD
OIpesieIeHue ONITUMAIHHOM
CTPYKTYpbl IITaHa JUII pELICHUs

pemieHus 3ama4 W mpoOieM B
npodeccuoHaIbHOM U/unu
COIIMATTBHOM KOHTEKCTE;

QITOPUTMBI BBITIOJIHEHHS PaboOT B
npodeCCHOHATBHOM H  CMEXHBIX
o0nacTax; MeTombl paboThl B
npoeCCHOHATBHOW W CMEXHBIX
chepax; CTIpyKTypy IUIaHA IS
pelIeHus 3anad; MOPSIOK OIEHKH
pe3yNbTaTOB  pEIICHUS  3agad
podecCHOHATBHOM AeATeTHHOCTH
HOMEHKJIaTypa HWH(OPMAIIHOHHBIX

HICTOYHUKOB  IPUMCHSEMBIX B
poGecCHOHANBHOH JeATeIbHOCTH;
IIPUEMBI CTPYKTYpPHPOBAHHUS
uH(pOpMaIuy; dopmar

oopMIIEHUS PE3YIHTATOB IOHCKA
uHpOpMaITUH
coJiepxKaHue
HOPMAaTUBHO-IIPABOBOU
JIOKYMEHTAINH; COBpEMEHHas

aKTyaJIbHOMI

3a7a4y; TOHUMaHHE MOpsAKa OLEHKU
pe3yIbTaToB peLICHHS 3a1a4
IPO(QECCHOHAIBHON  JEATEIBHOCTH;
BEIOOp  Hamboyiee  ONMTUMAIbHBIX
HUCTOYHHUKOB uHpOpMaAUU u
pEeCypcoB Ul peIICHHsS 3agad |
1po6JeM B IpoeCCHOHATHFHOM H/WITH

COIIMAJIBHOM KOHTEKCTE;
OpPUEHTHPOBAaHHE B  AKTyaJIbHOHU
HOPMAaTUBHO-IIPABOBOM

JIOKyMEHTAIUH; COBPEMEHHOH
HAy4yHOH ©  mIpodeccuoHaIbHOU
TE€PMUHOJIOTHH; [IOHVMAaHHe
IICUXOJIOTUYECKUX OCHOB
JESTETbHOCTH KOJUIEKTHBA,
TICUXOJIOTUYECKHUX 0coOeHHOCTEH
JUYHOCTH;  BJIAJEHUE  3HAHUSIMH
OCHOB palOTBl € JIOKYMEHTaMH,

MOJITOTOBKM YCTHBIX M ITHUCHMEHHBIX
COOOIIIEHHIT; 3HAHHE OCHOB
KOMIIBIOTEPHOHN T'PaMOTHOCTH; 3HAHHE

Tecr.

VeTHBIM ompoc.
[TaceMeHHBIN
ompoc.




HayyHas ¥ TpodecCHOHATbHAS
TEPMHUHOJIOTHS; BO3MO>KHBIE
TPaeKTOPUU  NPO(ECCHOHATBFHOTO
Pa3BUTHS U CaMOOOPa30BaHUS
TICUXOJIOTUYECKHE OCHOBBI
JIeATETLHOCTH KOJUIEKTHBA,
IICUXOJIOTUYECKHE  OCOOCHHOCTH
JUYHOCTH; OCHOBBI  IPOEKTHOM
JEATEeTbHOCTH

OCOOCHHOCTH  COLMAIBHOIO U
KyJBTYPHOTO KOHTEKCTa; IpaBHJia
opopmiieHHsT ~ JOKYMEHTOB U
TIOCTPOCHHUSI YCTHBIX COOOIICHHI.
IPaMOTHO M3J1araTh CBOM MBICIH H
ohopMIIATE TOKYMEHTHI 1o
mpoeCCHOHAIBHONW TeMaTHKE Ha
roCyIapCTBEHHOM SI3BIKE,
OpPOSIBISITE  TOJEPAHTHOCTh B
pabouyeM KOJIJIEKTUBE
COBpEMEHHBIE cpencTaa u
yCTpoiicTBa nH(}OpMaTH3AINH;
HOPSIOK  MX  NPUMCHEHHS H|
nporpaMMHOe — oOecreueHue B
PO ECCHOHATBHOMN eI TeTHHOCTH
IpaBWjia IMOCTPOCHUS IPOCTBHIX |

CJIOXKHBIX IIpEeUIOKEHU N Ha
npodeccuoHaIbHbIE TEMBI;
OCHOBHBIE OO0IICYIIOTPEOUTETHHBIE
J1aroJIsl (6wITOBaAs 151
npodeccuoHanbHas JIEKCUKA);
JIEKCUYECKUU MUHHMYM,
OTHOCSIUUCS K OITMCAHMIO

MIPEeIMETOB, CPEJACTB M IIPOLECCOB
1poeCCHOHATTEHOM JNeATeIEHOCTH;

0COOCHHOCTH IIPOU3HOIICHHUS;
IpaBHIIa YTCHUS TEKCTOB
npodeccHoHaTbHOM

HaIpaBJICHHOCTH oOmrue

TpeboBaHMS K OyXraiaTepckoMy
y4eTy B YacCTHU JIOKYMEHTHPOBAHMS
BCEX XO3SMCTBEHHBIX JAEUCTBUI U

onepanui;

IIOHATHE IIEPBUYHOU
OyXraitepckoil JOKyMeHTAallHH;
oTpe/ieTICHHe MIEPBUYHBIX
OyXralnTepcKux JOKYMEHTOB;
(dopMBI MIEPBUYHBIX
OyXranTepcKux JIOKYMEHTOB,
COJZIepIKaIINX 00s3aTeNIbHbBIE
PEKBU3UTHI MEPBUYHOTO YYETHOI'O
JOKYMEHTAa,;

IOPAMOK ITPOBEIACHHUS ITPOBEPKHU

IIPaBUJI HANKCAHWS ¥ IPOU3HOLICHHUS
CIOB, B T.4. U INpo¢ecCHOHAIBHON
JIEKCUKH.

3HaHUE bopm MIEPBUYHBIX
OyXraiarepcKkux JIOKYMEHTOB,
COZIep)KaHUS TaKOHW JOKYMEHTAIlWH,
MMOHUMaHue crenuGukun padoThl ¢
HEePBUYHBIMU OyXraaTepcKuMu
JOKyMEHTaMH




IEPBUYHBIX OyXTraJITepCKUX
JIOKYMEHTOB, (bopmaibHOM
IIPOBEPKH JTOKYMEHTOB, IIPOBEPKU
[0 CYIIECTBY, apu(pmMeTuyecKoi
IIPOBEPKH;

IPUHITAITEL u IpPU3HAKH
IPYIIIHPOBKU HNEPBUYHBIX

OyXTranTepcKuX TOKYMEHTOB;
HOPSIOK TPOBEIECHUSI TAKCHPOBKH
U KOHTHPOBKH HNEPBUYHBIX
OyXraiaTepcKux JOKYMEHTOB;
HOPSIIOK  COCTABJICHUSI PETUCTPOB
OyXrajJTepckoro y4era;

OpaBUIa ©  CPOKM  XpaHEHU
MIEPBUYHOU OyXxrajrepckoi
JIOKYMEHTAIHI

B pe3yJbraTe
JACTIUTLIIAHBI
JIOJKECH yMentb:
pacrio3HaBaTh  3ajady  HW/WIA
npobiaeMy B mpodeccuoHaIbHOM
H/WTA  COIHAJIBHOM  KOHTEKCTE;
AaHAIM3UPOBATh  3aJady  W/HIH
npobjaeMy ®W  BBIIEATH €€
COCTaBHBIE YACTH;  OIPEAETATH
STabl PENICHUS 3a/1a4YM; BBIIBISThH
%4 s dexTuBHO HCKaTh
uHopMaIuo, HEOOXOAUMYIO IS
peIeHus 3aau |/WITU IPOOIIEMBI;
COCTaBHUTH IIJIaH JICHCTBUS,
OIIPEJICIIUTh HE00X0TUMbIE
pecypchl;

BJIQJIETh AKTYaJIbHBIMH METOJdaMHU
paboThl B TpOodecCHOHATHHOH U
CMEXKHBIX cdepax; peasrn3oBaTh
COCTABIICHHBIN IIJIaH, OILIEHUBAThH
pe3yibTaT M TOCJIEICTBUS CBOUX
JIEUCTBUN (CaMOCTOSTEIBHO WM C
MTOMOIIIbIO HACTABHUKA)
ONPENENATh 3aJa4yd JJIs IOMCKa

OCBOCHHS
oOyuaromuics

uHpopmanuy; OIIpENEISATh
HE0OX0TUMBbIE HUCTOYHUKHA
uH(pOpMaIuu; IJITAHUPOBATh
IpoIlecC MOUCKA; CTPYKTYPUPOBATh
[OJTy4aeMyo UH(POPMAIIHIO;

BBIICIATh HauOoJiee 3HAYMMOE B
nepeyHe WHQOPMAINK; OLIEHUBAThH
IIPAKTHYECKYIO 3HA4YUMOCTh
PE3YyIbTAaTOB IIOMCKA, 0(1)0pMJI$ITB
pe3yJIbTaThl IOMCKa

OIIPENIEATE aKTyaJIbHOCTh
HOPMAaTUBHO-IIPABOBOU

BJIQJICHAC AaKTyaIbHBIMA METOJlaMU
paboTel B MPO(QECCHOHAIPHOH H
CMEeXHBIX  cdepax; >PdexkTHBHOE
BBIABICHHE U IIOMCK WH(OPMAIUH,
COCTaBIICHHE ONTHMAIBPHOTO ILIaHA
NeHCTBUM, aHATN3 HEOOXOAUMBIX I
BBIIIOJTHEHUSI  3aJlaHUsl, PECypCOB;
OCYILIECTBJICHHE HCCIIEJOBATEIbCKON
NeATEeTbHOCTH,  IpUBOAAINEH K
ONTUMATEHOMY pe3ynbTary;
JIEMOHCTpaNUs I'MOKOCTH B OOLICHUH
c KOJUIEraMH, PYKOBOZICTBOM,
NOMYAHCHHBIMA W 3aKa34UKaMH;
IpUMeHEeHHe CpeJICTB
UH()OPMAIIMOHHBIX TEXHOJIOTHH JUIA
pemeHust MpogecCHOHANBHBIX 3a/1a4;

s dexTrBHOE HCIIOJIb30BaHUE
COBPEMEHHOI0 HIPOrPaMMHOTO
obecreueHns; KpaTKO M YETKO
bopMynupoBaTh  CBOH MBICTIH,
u3jaratb ~ MX  JOCTYIHBIM  JUIA
MOHUMaHus criocodbom; 3¢ dexkTuBHasA
pabota ¢ NIEPBUYHBIMU

OyXTralTepCKUMH JOKYMEHTaMH

OreHka
pE3yJIbTAaTOB
BBIIIOJTHCHUS
MPaKTUYECKUX
paboT.

Onenka
BBIIOJTHEHHS
CaMOCTOSTEIHLHBIX
pabor.

Tecr.

VYcTHBIM ompoc.
ITuceMeHHBIN
OTIpOC.




JIOKYMEHTaITU! B
npodeCCUOHATTFHON JIEATEFHOCTH;

IPUMEHSATh COBPEMEHHYIO
Hay4HYIO podheCCHOHATBHYIO
TEPMHUHOJIOTHIO;  ONPEACIATh U
BLICTPAUBATH TPaeKTOPUHU
npo()eCCHOHATBHOTO Pa3BUTHS U
camo00pa3oBaHUs

OpraHu30BBIBATH paboty
KOJUTEKTHBA U KOMAH/IbI;

B3aUMO/ICHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMH B XOJI€
PO eCCUOHATBHOMN JESTEIEHOCTH
IPaMOTHO H3JIaraTh CBOW MBICITH U
ohopMIIATH JIOKYMEHTBI o
npodecCHOHATBHOW TeMaTHKe Ha
roCyapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJIEPAHTHOCTH B
padoyeM KOJIJICKTHUBE

MIPUMEHSI T cpencTBa
UH(GOPMAIIMOHHBIX ~ TEXHOJOTUH
JUISL pelreHus: npodeccuoHaTbHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
porpaMmMHoe obecreueHue
MOHUMATh OOMIMHA CMBICI YETKO
MIPOM3HECEHHBIX BBICKA3bIBAaHHUM Ha
U3BECTHBIE TEMBI
(mpodeccroHanbHBIE U OBITOBBIE),
MIOHUMATh TEKCThl Ha 0a30BbIe

npoeCCHOHATBHBIC TEMBI,
y4acTBOBaTh B  JaMajorax Ha
3HAKOMBIE o0Gmmue u
npodecCuoHaTbHBIE TEMBI;

CTPOHUTH MPOCTHIC BHICKA3BIBAHUS O
cebe 1 0 cBoei mpodeccHoHaNbHOM

JICATEILHOCTH, KpaTko
000CHOBBIBaTh U OOBSICHUTH CBOH
JIeHCTBHUSA (Texymrue u

IUTAHUPYEMBIE); THUCaTh MPOCThHIE
CBSI3HBIE COOOIIEHHS Ha 3HAKOMBIE

WA HUHTEpECYIOIIUe
podecCHOHATIBHBIE TEMBI
IIPUHUMATH IIPOU3BOJILHBIE
IIEpBUYHBIE Oyxranrepckue
JIOKYMEHTBI, paccMaTpuBaeMble
KaK IMCBMEHHOE J0Ka3aTelIbCTBO
COBEPILEHUS XO35IICTBEHHOMN
onepainuu 1581071 [IOJIy4YeHHE
paspelieHus Ha €€ IIPOBE/ICHHUE;
IIPUHAMATH IIEpBUYHBIE

6yxraJITepc1<He JOKYMCHTBI Ha
OymMa)XHOM HOcUTENe W (WIH) B




BUAC OJCKTPOHHOTO JOKYMCHTA,

MIOANMCAHHOTO 3JIEKTPOHHOU
MIOAMNCEIO;

IIPOBEPSITH HaJu4ue B
MIPOU3BOJIBHBIX HEPBUYHBIX
OyXTaITEPCKUX JIOKYMEHTaxX

00sI3aTeNbHBIX PEKBU3UTOB;
IPOBOUTH (HOPMATBHYIO IIPOBEPKY

JIOKYMEHTOB, POBEPKY o
CYIIIECTBY, apu(HPMETHIECKYTO
IPOBEPKY;

MIPOBOTUTH TPYIIIHPOBKY
TIEPBUYHBIX OyXraJITepCKUX
JOKYMEHTOB IO PSITy IPU3HAKOB;
TIPOBOTUTH TaKCHPOBKY u
KOHTHUPOBKY TMEPBUYHBIX
OyXTalITepCKUX JJOKYMEHTOB;
OpraHu30BBIBATH
JIOKYMEHTO000POT;

pa3OmpaTbcss B HOMEHKIIATYpe e,
3aHOCHUTh JTAaHHBIE o

CTPYIIMPOBAHHEIM JOKyMEHTaM B
pPETUCTpPBI OyXTaITEPCKOTo yUeTa;
nepeaBaTh TIEpBUYHBIE
Oyxraiarepckue  JOKYMEHThI B
TeKYIMH OyXranTepckuil apxus;
nepenaBaTh TICpPBUYHEIC
OyXraJTepcKue€  JOKYMEHTHl B
MIOCTOSIHHBIA apXWB 110 MCTEUYCHUH
YCTaHOBJICHHOTO CPOKa XpaHEHUS;
UCTIPABJIATh OMMOKHU B MEPBUYHBIX
OyXranTepCKuX JOKYMEHTax




