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1. OBHIAS XAPAKTEPUCTHUKA PABOYEH ITIPOITPAMMBI YUYEBHOU

JTUCHUIINHbBI

1.1. MecTO JTUCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTeIbHOI MPOrpamMMbl

VYyeOnass gucnumuinHa «JlOKyMEHTAIllMOHHOE OOECleueHUe YMpaBICHUS» SBISETCA
00s13aTeNbHOM  YacThi0  00mENnpPO(ecCHOHATBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTenbHON
nporpammbel B cootBerctBuH ¢ PI'OC CIIO no cnemumansHoctu 38.02.01 DOkoHOMMKA U
OyXTaJITepCKHil yueT (10 OTpaciIsiM).

VYyeOnas mucnumumaa OIL06  JlokyMeHTanmmoHHOe oOeclieueHrue  yrIpaBJICHHS
obecnieunBaeT (hopMupoBaHUE MPOPECCHOHATBHBIX M OOIIMX KOMIIETEHIIMH TIO0 BCEM BHIAM
nesitenibHocTH PI'OC CIIO no cnenumansHocTH 38.02.01. DOKOHOMMKA M OyXTranTepCKUM yder
(mo otpacnsam). Ocoboe 3HaUeHHE AUCHUILTMHA uMeeT npu dopmupoBanuu U pazsuruu OK 01,

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

1.2. He.]'lb U IINIAHUPYEMBIC PE3YJbTATbI OCBOCHUSA TUCHHUIIINHBI
B paMKax IporpamMmbl yqe6H0171 JUCHUITIIMHBI O6y‘IaIOH_II/IMI/IC$I OCBAauWBANOTCA CIICAYIOIINC

YMCHUA U 3HAHUA

Kon VYmenus 3HaHus
1K, OK
OKO01 pacro3HaBaTh 3amaqy W/WTH | aKTyalbHBIHI npodeccnoHaNbHBIHI u
npobieMy B TPO(ECCHOHATBLHOM | COIMATBHBI  KOHTEKCT, B  KOTOPOM
u/vunm COIMATTEHOM KOHTEKCTE; | IPUXOJUTCSA padOTaTh M JKUTh;, OCHOBHBIC
aHAIU3UPOBATH 3amauy W/WIM | ICTOYHUKU HWH(OpMaMU M pecypchl s

npobjeMy M BBLIEIATH €€ COCTaBHBIE
YacTH; OINpPEAENATh OTalbl PELICHUS
3a7a4M; BBIABIATh U AI(PPEKTUBHO

UCKaTh MH(pOpPMaLHI0, HEOOXOIUMYIO

pelICHUA 3aaaq )51 HpO6J’ICM B

npoecCHOHAFHOM W/WIIM  COLIMATbHOM
KOHTEKCTE;
ITOPUTMBI

BBITIOJIHEHUST ~ paboT B

JUIs  pelieHus  33Ja4d  W/HMIU | Tpo(ecCHOHANBHOM U CMEXHBIX 001aCTsX;
poOIeMbl; MeTOoAbl paboThl B NMPO(EeCCHOHAIBHOW U
COCTaBHTH TUTaH JICHCTBUS, | CMEXKHBIX cdepax; CTPYKTYpy IUIaHa s
OTIPEeNIeINTh HEOOXOUMBIE PECYPChI; | pEIIeHUs]  3a/Ja4;,  IMOPSAJOK  OICHKH
BIAJETh  aKTYaJIbHbBIMH  METOJAMHM | pe3yJbTaToOB peneHus 3a1a4
paboTel B mpodecCHOHATBHOW U | MPO(EeCCHOHANBHOM JNesITeTbHOCTH




CMEXHBIX  cdepax; peanu3oBaTh
COCTaBJICHHBIM  IIJIaH;  OIICHUBAaTh
pe3yJbTaT U  TOCJIEACTBUS  CBOMX

JNEHCTBUM  (CaMOCTOSITEIBHO WJIM €

MOMOIIIbIO0 HACTABHUKA)

OK 02 OIIpENENATh 3amadyd JUIL  IIOMCKa | HOMEHKIIATypa UH(POPMALIMOHHBIX
uHpOpMaLnu; OINIPEACIATh | HICTOYHUKOB IIPUMEHSAEMBIX B
HEo0X0IuMblIe UCTOYHUKHU | IPOPECCHOHATILHON NESTEIIHOCTY;
uHpOpPMaLMK; TJIAHUPOBAThH IPOLECC | MPHUEMbI CTPYKTYPHUPOBAaHUS UH(OPMAIIHH;
IIOMCKa; CTPYKTYpUpOBaTh | popmat 0hOpMIICHHUS PE3yIbTAaTOB IOKCKA
I10JIy4aeMyo uHpopManuio; | uHhpopMauu
BBIJICJIAT, Hauboyiee 3HAUYUMOE B
nepeyHe MHPOpPMALNHU; OLECHUBATH
IPAKTUYECKYIO 3HAUYUMOCTb
pe3yJabTaTOB  MOMCKa;  OpOPMIIATH
pe3yJIbTaThl IOMCKA

OK 03 OIIPEACIIATh aKTYyaJbHOCTh | COAECPKAHUE AKTyaJbHOM HOPMATHBHO-
HOPMaTUBHO-TIPAaBOBOM IIPaBOBOM JTOKYMEHTAllUH; COBPEMEHHas
JOKYMEHTallu B NpOQecCHOHANBbHON | Hay4Has u npodeccuoHaIbHas
JESATEIILHOCTH; IIPUMEHSTH | TEPMUHOJIOTUS; BO3MOXHBIE TPACKTOPUHU
COBPEMEHHYIO Hay4yHYI0 | Ipo(deccnoHalIbHOTO pa3BUTHSA u
MpOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CaMOOOpa30oBaHUs
OIIPEEIIATh u BBICTPauBaTh
TPACKTOPUH npo¢ecCuoHaIBLHOI0
Pa3BUTHS U caMO0Opa30BaHUs

OK 04 OpraHU30BBIBATH PA0OTY KOJUIEKTHBA | IICUXOJIOTMYECKUE OCHOBBI JEATEIbHOCTU
M KOMaHJbl; B3aUMOJIEHCTBOBATh C | KOJUIEKTHBA, IICUXOJIOTHYECKHE
KOJUJIETaMH, PYKOBOJICTBOM, | 0COOEHHOCTH JINYHOCTH; OCHOBBI
KIIMEHTaMH B XO0JI€ | MPOEKTHOM 1eATeTbHOCTH
poeCCHOHAIBHON e TENHHOCTH

OK 05 IPaMOTHO H3JlaraTb CBOM MBICIM U | OCOOEHHOCTH COIMAJIBHOTO M KYJIbTYPHOTO

O(I)OpMJ'IHTB AOKYMCHTEIL Io

npoeCCHOHAIbHOW ~ TeMaTHKe  Ha

KOHTCKCTA, IpaBUjia O(I)OpMJ'ICHI/ISI

JOKYMCHTOB n MMOCTPOCHUA YCTHBIX




TOCYHApCTBCHHOM A3bIKC, ITPOABJIATH
TOJICPAaHTHOCTb B pabouem

KOJIJICKTHUBC

COOOILLIEHUI

OK 09

IIPUMEHSTD cpeacTsa
UH(POPMALIMOHHBIX TEXHOJOTHHA IS
peueHns NpoQecCHOHANBHBIX 3a/1aY;
UCII0JIb30BaTh COBPEMEHHOE

MMporpaMMHOC obecneyeHue

COBPEMCHHBIC CpEJICTBA W YCTpOWCTBA
nH(pOpMATH3AIINY; MTOPSITTOK ux
IPUMECHCHUS u MPOrPaMMHOE
obecrieueHne B po¢eCCuOHATBHON

JACATCIIBHOCTH

OK 10

IIOHUMAThb O6IJ.IPIﬁ CMBICJI YETKO
IMPONU3HCCCHHBIX BBICKa3bIBAaHUM Ha
U3BECTHBIE TeMBI (TIPo(ecCuOHATbHBIC
U OBITOBBIC), MOHMMATh TEKCTHI Ha
0a3oBble TIPO(HECCUOHATBLHBIC TEMBI,
Y4aCTBOBATh B AHAJIOTraX HAa 3HAKOMBIC
obmme u MpodecCHOHATBHBIC TEMBI,
CTPOUTH TMPOCTHIC BBICKA3bIBAHUS O
cebe U 0 cBoel mpodecCHOHATBHOM
JCSITEIBHOCTH, KPAaTKO 00OCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHS
(Tekymue W IUIAHUPYEMBbIE); MUCaTh
coOOIIeHUs Ha

IMPOCThIC CBA3HBLIC

3HaKOMblE  WJIM  HMHTEPECYIOLIUe

npoecCuOHANBHBIE TEMBI

MpaBUJIa MOCTPOCHHSI TIPOCTHIX M CIIOKHBIX
NpeUIoKEHUH Ha  Mpo(ecCHOHATBHBIC
TEMbI; OCHOBHBIC OOIEYIOTPEOUTEIILHBIC
riaroyibl (ObITOBass W MpodeccuoHaIbHas
JICKCHKA); JICKCUICCKUI MUHUMYM,
OTHOCSIIIIMICST K OIKMCAHUIO IPEIMETOB,
CPEICTB M TPOIIECCOB MPOPECCHOHATBHOM
NeSITeITLHOCTH, 0COOEHHOCTH
MIPOM3HOIICHHUS;, MPABUIA YTCHHSI TEKCTOB

poeCCHOHAIBHON HAINIPaBICHHOCTH

IK 1.1

MNPpUHHUMATDH ITPOU3BOJIBHBIC

IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTBI, pacCMaTpUBacMbIe Kak
[IICBMEHHOE JI0Ka3aTeJIbCTBO
COBEPILIECHUSA XO03SIMCTBEHHOMN

oncpannuun 1501048 ITOJIYUCHHUEC
paspelieHus Ha ee IPOBEICHNUE;

NPUHUMATh TICPBUYHBIC
OyXxrajirepckue JIOKYMCHTBI Ha

OyMaxHOM HocuTene W (WIH) B BUIE

oOmue TpeOoBaHUS K OyXrajaTepcKoMy
yY4eTy B YacTH JOKYMEHTHPOBAHHS BCEX
XO3SIMCTBEHHBIX JIEVCTBUN U OTIEPALIHIL;
NOHATHE  NEPBUYHOM  Oyxranarepckoi
JIOKYMEHTaIUH;

OTIpeNieIeHne TIEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;

bopmbl OyXTraJlTepCKux

JOKYMCHTOB, COJCPpIKaAIINUX 00s13aTeNbHbIC

TICPBUYHBIX

PEKBU3UTHI MEPBUYHOTO YUETHOT'O




JJIEKTPOHHOTO JOKYMEHTA,
IIOAIIMCAHHOTO AJIIEKTPOHHOU
MOJIHUCBHIO;

MMPOBCPATH HAJIMYHUC B IIPOU3BOJIbHBIX

IIEPBUYHBIX OyXrajnTepcKux
JIOKyMEHTax 00s13aTEeNbHBIX
PEKBU3HUTOB;

POBOAUTH (POPMAIBHYIO MPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYILIECTBY,
apru(METHUECKYIO TPOBEPKY;
MPOBOJIUTh TPYIIUPOBKY NEPBUUYHBIX
OyXrajaTepcKux IJOKYMEHTOB IO PSILy
MIPU3HAKOB;

IPOBOAMUTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB;

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT;
pa3zbuparbcs B HOMEHKIATYPE AE;
3aHOCHUTh JTaHHbIE 1o
CIpYNNHUPOBAaHHBIM  JOKYMEHTaM B
PErucTphl OyXraJlTepCKOro y4era;
nepenaBaTh MIEpBUYHbIE
Oyxrajirepckue JIOKYMEHTBI B
TEKyIUil OyXraaTepcKuil apxus;
nepesaBaTh IIEPBUYHBIE
Oyxrajirepckue JIOKYMEHTBI B
MOCTOSIHHBI apXUB IO HMCTEYEHUH
YCTaHOBJIEHHOT'O CPOKA XpPaHEHUS;
UCTIPABJIATh OHIMOKM B MEPBUYHBIX

OyXTaJITepCKUX JOKyMEHTaX;

JIOKYMEHTa;

HOPSAIOK IIPOBECHUS IIPOBEPKU
MEPBUYHBIX OYyXTranTepCKUX IOKYMEHTOB,
dbopManbHOW  MPOBEPKH  JOKYMEHTOB,
MPOBEPKH IO CYIIECTBY, apUPMETUIECKOM
IIPOBEPKU;
OPUHLMIIBI ¥ TPU3HAKU TPYHIHUPOBKU
MEPBUYHBIX OYXTaITepCKUX TOKYMEHTOB;

NOPSAJOK  IPOBEJIEHUS TAaKCUPOBKU W
KOHTUPOBKH TIEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;
MOPAIOK COCTaBIICHUS pErucTpoB
OyXraiaTepckoro y4era;

IIpaBWJla U CPOKU XpaHEHUS NEepBUYHOU

OyXraJTepCcKON JOKYMEHTAIINH;




2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O6beM yueOHOI TUCIUNTUHBI H BH/IBI Y4eOHOI padoThI

Bua yueOHoii padoThI O0bem yacon

O0Bem 00pa3oBaTe/IbHOM MPOrPaMMbl Y4eOHOM U CIUANINHbBI 56

B TOM YHCJIC:

TEOpeTUIeCcKoe 00ydeHne 23
MPaKTUYECKHUE 3aHATUS 21
CamocrosiTenpHas padoTta 10
Koncynpramnus 2

[Ipome:xyTouHAasi aTTECTALMSA DK3aMeH




2.2. TemaTH4ecKkuii JIaH U cofiep:kaHue y4eOHOI THCHMIIMHBI «/loKyMeHTalHOHHOe o0ecnieyeHHe YIPaBJIeHUsD)

HanmeHoBaHMe Coaep:xanue yueOHOro MaTtepuaia u GopMbl OPraHu3anNH AeATEILHOCTH 00yYaAKOIIUXCS O6bem | Koast
pa3iejioB H TeM B KOMIIeTeHIIHiA,
yacax | popmMuUpoBaHM
10 KOTOPBIX
crnocodcTByer
3JIeMeHT
NMpPorpamMmbl
1 2 3
Tema 1. Coaepixanue yueOHOro MaTepuasa OK 01, OK 02,
BBenenmue. 1.3nauenue u coaepKaHWE AUCHUIUIMHBI «JlOKyMEHTAIIMOHHOE OOEeCIeueHUuEe YIpPaBICHUS. OK 03, OK 09,
JlokymMeHT u | [IoHsTHE TEPMUHOB «JOKYMEHT», «IOKYMEHTHPOBAHUE», «IOKYMEHTAI[HIOHHOE olecredeHue 5 OK 10, IIK 1.1
cucTremMa yIpaBlIeHUs. Y HUDUKAINS U CTAaHIAPTH3AIUHN YIIPABICHYSCKUX JTOKYMEHTOB.
JOKYMEHTAIUH
Tema 2. Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
OpraHu3anuoHHO- 1. OpraHuM3auMoHHbIe OOKYMEHTbl — YCTaB, y4ypeauTenbHble A0roBOp, MOJIOXKEHMeE. OK 04, OK 05,
PacnmopsiIuTe/IbHBIC | PacnopaguTenbHble A4OKYMEHTbl — MPUKa3s, pacnopaXeHue, yKasaHue, NOCTaHOB/AEHME, peLleHune, OK 09, OK 10,
AOKYMEHTBI MHCTPYKUMA, NPOTOKON. 6 HK 1.1
2. CnpaBoOYHO-UHPOPMALMOHHbIE  AOKYMEHTbl: cnyebHaa 3anucKa, o06bACHUTENbHaA
3aMnuCKa, aKT, CNpaBKa, cy»KebHble NMcbma
B ToM 4nciie, npakTHYEeCKUX 3aHATHI U J1a00PaTOPHBIX padoT 2
IIpakTuyeckoe 3anaTue. CocraBiaeHue U 0PopMIICHUE PACTIOPSKEHUS 2




Tema 3. Conep:xaHue yueOHOro MaTepuaJia OK 02, OK 04,
Kanposas 1.JlokyMeHTHpOBaHUE TPYNOBBIX MpaBooTHOmEHUH. COCTaB M OCOOCHHOCTH OGOPMIICHUS OK 05, OK 09,
AOKYMEHTalUs JIOKYMEHTOB 10 JIMYHOMY COCTaBy. OK 10

2.KommiekroBanue Ju4HOro naena. Arooworpadus. Pestome. 3asBieHue o mpueme Ha padoTy.

IIpukassl O INYHOMY COCTaBY.

B ToM yuciie, MpaKTHYEeCKHX 3aHATHII U J1a00paTOPHBIX padoT

IIpakTuyeckoe 3ansitue. OhopmiieHne NPUKA30B 110 TUIHOMY COCTABY.

IIpakTnyeckoe 3ansiTne.OdopmieHre crpaBoK, JOKIAJHON U CIIy>KeOHOM 3alnCKy, aKTa.

IIpakTnueckoe 3ansaTue. OdopmiieHHE TPYAOBOIO JOrOoBOpa, IpHUKa3za O MpHeMe Ha padoTy,

oopmieHne Tpy10BOH KHIKKH.
Tema 4. Conep:xanue yueOHOro MaTepuaJia OK 01-05,
JlorosopHo- 1.Ilonsarus norosopa. Bujs! 10roBopos. OK 09, OK 10
npaBoBasi 2.IlpaBuna opopmiieHUS] IPETEH3UOHHBIX NTHceM. DOpMyIIsip HCKOBOTO 3asiBIICHHs, TPEOOBaHUS K
AOKYMEHTAIUs ero o(popMIICHUIO

B ToM unciie, npakTHYECKUX 3aHATHI 1 JJAa00PaTOPHBIX padoT

IIpakTnueckoe 3ansaTue. OPopmiieHre JOroBOpa KyIIU-TIPOIAXKHI
Tema S. Coaep:xaHue yueOHOro MaTepuasa OK 01, OK 0.2,
ITonsTue 1.CoctaB u y4yer obbeMa JOKYMEHTOOOOpoTa mpeanpusTuil. Opranuszanus paboThl ¢ BXOJILIEH, OK 04, OK 0.5,
JAOKYMEHT0000p0Ta, | HCXOASAIICH U BHYTPEHHEW JTOKYMEHTAIHEH OK 09, OK 10,
perucrpauus 2. ba3pl maHHBIX UId XpaHEHUs NOKyMeHTOB. Paborta ¢ 3ampocamu. PaboTra ¢ 3eKTpOHHBIMU K 1.1
AOKYMEHTOB JTOKYMEHTaMH.
Tema 6. Conep:xanue yueOHOro MaTepuaJia OK 01-0.5,

10




Oprann3anus
ONepaTUBHOIO
apXMBHOI'0
XpaHeHust

AOKYMCHTOB

1.Homenknarypa aen. InauBuayaibHble, CBOAHbBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIIATYPHI €.
2.IlogroToBka M MOPSIOK INEpeNaud [l B apXWUB. 3aKOHOJATEJbHbIE aKThl M HOPMAaTUBHO-

MCTOANYCCKUEC TOKYMEHTEI I10 apXHBHOMY XPaHCHHIO JOKYMCHTOB.

OK 09, OK 10,
MK 1.1

Koncyabranus

Bcero:

56

11




3. YCJIOBUS PEAJIM3ALIMU TPOT'PAMMBI YYEBHOM JUCITATLIAHBI

3.1. Jlna peanu3zanuy nporpaMmbl yu4eOHON NUCIHUIUTMHBI JOJDKHO OBITH MPETYyCMOTPEHO
cliefiylollee  CIELUUallbHOE IOMeIlleHue: KaOuHeT  «JlOKyMEeHTalMOHHOro  obOecredeHus
yIpaBJIEHUs», OCHAIIEHHBI 000pyI0BaHUEM: [IOCAZ0YHbIE MECTA I10 KOJIMYECTBY O0yUaroIuxcs,
pabouee MecTo mpenojaBaTess, J0CKa, CTEH/bI, AWIAKTHYECKHH Marepuan, TeXHHYECKUMHU
CpeAcTBaMU O0YYEHHs: KOMITBIOTEPHI, MyJIbTUMEIUITHOE 000pyAOBaHHE, IPUHTED.

[ToMemmenuss i1 caMOCTOATENBHOM pabOThl O0YYarOIIMXCs JIOJKHBI ObITh OCHAILLEHbBI
KOMIIBIOTEPHOM ~ TEXHUKOM C  BO3MOXKHOCTBIO  IOJKJIIOYEHHS K  HMH(OPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOKH cetn "MHTepHer" wu obecriedeHHeM JOCTyma B DIEKTPOHHYIO
MH()OPMAIIMOHHO-00Pa30BaTENIFHYIO Cpely 00pa30BaTeIbHON OpraHnu3aiy (IIpH HAJIMYUH).

[lepeuenp oOOpynOBaHMS HE SBJISETCS OKOHYATENbHBIM M MOXKET HU3MEHATHCS B
COOTBETCTBUM C OCOOCHHOCTSMM OOpa3oBaTeNbHOW opranusauuud. Hampumep, BO3MOXKHO
JIOTIOJIHUTEIBHOE OCHALIIEHUE IPUHTEPOM UJIU UHBIM TEXHUYECKUM CPEACTBOM.

3.2. AudopmanuoHHOe 0becnieyeHHe peain3aluu MpPorpaMmbl

Jis peannzanuu nporpammbl  OmOauoTedHbIM (OHJ 00pa3oBaTEIbHON OpraHU3aLUu
JIOJKEH MMETh TeYaTHbIe /WM 3JIEKTPOHHbIE 00pa3oBaTeibHble U HH(POPMALMOHHBIE PECYPCHI,

PEKOMCHAYCMBIX IJI UCIIOJIB30BAHUSA B 06p330BaT€JII)HOM nmpomnecce

3.2.1. OcHoBHasi IUTEpPayTPa

1.MHpopMallMOHHbIE TEXHOJOTMH B JOKYMEHTAI[MOHHOM OOECHeueHHM YIPABICHHUS U
apxuBHOM jene : yueOHuk ais By30B / T. B. Kongpamosa, H. H. Kynses, E. B. TepenTsena,
A. T'. ®abpuunos ; mox penakiueit H. H. KynseB. — Mocksa : Jloroc, 2016. — 408 ¢. —
ISBN 978-5-98704-786-6. — Tekct : anexrponHsiii // [ludpoBoii 00pa3oBaTeIbHEIN pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/70714.htm.

2.MengeneBa, O. B. OcHOBBI TOKYMEHTAlIMOHHOTO OOecledeHUsl yIpaBjieHus : pabodas

TeTpaab A 0Oy4YarOUIMXCsl IO HANpPaBJIEHHIO MOJArOTOBKM OakanaBpuaTta «MeHeIKMEHT» /

O. B. MenBeneBa. — 3-e¢ uzn. — KpacHomap, CapatoB : KOXHBII HHCTUTYT MEHEIKMEHTA,
At IIu Op Menua, 2018. — 94 ¢. — Texkcr : anexTpoHHbIi // LudpoBoit 06pazoBaTenbHbIM
pecypce IPR.

3.2.2.J]lonoJHUTEIbHAS JINTEPATYPA

1. bapuxun, A. b. Kamposoe nenomnpousBonctBo. Ilpaktuueckoe mocodue / A.b.
bapuxuH. - M.: Kunxnsiii mup, 2017.

2. bacakos, M.U. JlokymeHTannonHoe obecnieuenue ynpasienus / M.W.bacakos. - M.:

KuoPyc menuna, 2017.
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3. Kupcanosa, M.B., AkcenoB, I0.M. Kypc nemnompousBoxactBa. — M.: UHOPA-M;
Hoocubupck: Cubupckoe cornamenue, 2014.

4. HKysHeyos, U.H. [lokymeHTaLMOHHOEe obecrneyeHne ynpasneHua. JoKymeHToobopoT
M 4enonpounsBoacTeo: YYebHUK n npaktnkym / N.H. KysHeuos. - /llobepupbl: HOpaiit, 2016.

5. [Ilanacenko, I0.A. Jlenmonpou3BOACTBO: JOKYMEHTAITMOHHOE  OOCCIICUCHHE
ynpasienus: Yueobnoe nocodue / FO.A. [Tanacenko. - M.: U1 PUOP, HULl UHD®PA-M, 2013.

6. Pymemmnaa, JILA. JlokymeHTanmoHHoe oOecriedeHue ympasienus. — M., OUIL]

«Axanemus», 2014.

3.2.2. DiIeKTpOHHbIE U31aHus (JIEKTPOHHbIE pecypchl)

1. Kynéra, E.}O. JlokymeHTanmonHoe oOecrieueHue yrpasieHus. — M., Axkagemusi —
Menna, 2014.

2. Ilmenko, A.B., loponuna JI.A. u np. JlokymeHTannonHoe obecreyeHrne ynpaBieHusl.
— M., Axagemus —-Menaua, 2015.

3. CnpaBounas npaBoBas cucrema «Koncynbrant mwoc»:http:// www.consultant.ru

4. CnpaBounas cucreMa «I"apant». http://www.aero.garant.ru

3.2.3. lonoJIHUTEIbHbIE HCTOYHUKH
1. Kypnan «/lenonpon3BoacTBO.
2. XKypnan «Cekperapckoe Jemo».

3. Kypnan «YnpasieHue NepCOHATOM.

3.2.4. HopmaTuBHbIE JOKYMEHTbI

1. depepanbHbI 3aKoH "06 anekTpoHHoM noanucu” ot 06.04.2011 N 63-P3.

2. ®epepanbHbiii 3akoH "06 MHPopmaymn, NHOOPMALMOHHbBIX TEXHONOMMAX U O 3almTe
nudpopmaumn" ot 27.07.2006 N 149-93

3. TOCT P 7.0.8-2013. HaumoHanbHbili cTaHgapT Poccuinckon Pepepaumnn. Cucrtema
CTaHAapToB No MHbopmauuu, 6MbAMOTEeYHOMY U M3aaTenbCcKkomy aeny. [JenonpousBoacTBO U
apxmBHoe aeno. TepmuHbl n onpeaenexHuns (yre. Mpukasom PocctaHaapTa oT 17.10.2013 N 1185-
cT)

4. TOCT P 6.30-2003. YHudmnumpoBaHHas cuctema AoKyMeHTaumMn. YHUPUUMpPoOBaHHaA
cMcTeMa OpraHW3auMOHHO-pacnopAAUTENIbHOM AOKYMeHTauuu. TpeboBaHue K 0popMAEHUIo
AOKYMEHTOB. YTBepXaeH noctaHoBneHnem FocctaHgapta PP ot 03.03.2003 Ne65-ct. — M.: U3a-

BO cTaHAapTos., 2003.
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4. KOHTPOJIb M OHIEHKA PE3VJbLTATOB OCBOEHUS YYEBHOM

JUCUMUIIINHBI

Pe3yabTarsl 00y4yeHus

Kpurepun oueHku

MeTtoabl OLIEeHKH

B pe3yibTare OCBOECHUS
JUCIUILTAHBI oOyuarouics
JIOJKEH 3HAMD .

aKTyaJbHBINH POPECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MPUXOAUTCS PabOTaTh W  IKHTH;
OCHOBHBIE HCTOYHUKH WH(OpMALIUN
U pecypchl A peUieHHs 3aaad u
npobiieM B Tpo(heCCHOHATHEHOM
W/WIM COLMAIBHOM KOHTEKCTE;
QITOPUTMBI BBITIONHEHUS padoT B
npodeccnoHaIbHOM ¥ CMEXKHBIX
obmacTsix; Meroabl paboThl B
MpopECCHOHAIBHOW M CMEXKHBIX
chepax; CTPYKTypy IJiaHa M
pelieHus 3ajad; TMOPSAOK OIIEHKH
pe3yiabTaTOB  pEemIeHUs  3aaa4
npo¢eCCuOHATBHON IEATETLHOCTH
HOMEHKJIAaTypa HWHGOPMAIMOHHBIX

HCTOYHHUKOB MMPUMCHSIEMBIX B

po¢eCCUOHANBHON ACSATEIHHOCTH;
MIPUEMBI CTPYKTYPHUPOBaHUS
uH(pOpMaINH; ¢dopmar
oopmieHus pe3ynbTaTOB MOUCKA
nHpopManuu

cozepKaHue aKTyaJbHON

HOPMaTUBHO-IIPaBOBOM
JOKYMEHTAIUH; COBpEMEHHAs
HayyHas M TNpodeccuoHaNbHas

TEPMHUHOJIOTUA; BO3MOXKHBIC

pacrio3HaBaHHe QITOPUTMOB
BBITTOJTHEHUS pabor B
npoeCCHOHAILHOH M CMEXKHBIX
o0yacTsiX;  OmpenelieHHe  METOJIOB
pabotel B mpoecCHOHATBHOH H
CMEKHBIX chepax; BBIOOD
OIpeJieIICHUE ONTUMAIILHOU
CTPYKTYpBl IUIaHAa Ui  PELICHUS
3aa4; NOHMMaHHE TOPsIKA OLEHKU
pe3yIbTaToB permeHus 3agad
npoeCCUOHATILHON  JCATEIBHOCTH;
BEIOOp  Haumboyee  ONTUMANbHBIX
MCTOYHHUKOB MH(OPMAIIH B PECYPCOB
JUIs pellleHus 3agad U 1podiieM B
npodeccrnoHanTbHOM u/vim
COLMAJIBHOM KOHTEKCTE;
OPHEHTHUPOBAaHHE B  aKTyaJbHOU
HOPMaTHUBHO-TIPABOBOU

JOKyMEHTaI1H; COBPEMEHHOI

HAay4yHOU U npodeccuoHaIbHON

TCPMUHOJIOTUH, IIOHMMaHHEC
TICUXOJIOTUYCCKUX OCHOB
JACATCIIBHOCTHU KOJIJICKTHBA,
TICUXOJIOTUYCCKUX 0oco0eHHOCTEH

JINYHOCTH; BJIAJICHUE 3HAHUSIMU OCHOB
paboThl C JOKYMEHTaMH, TOJTOTOBKH
YCTHBIX M THCHMEHHBIX COOOIICHUN;
3HaHUE OCHOB KOMIBIOTEPHOMN
rPaMOTHOCTH; 3HAHUE MpaBUII

HanmMCaHug U IMPOU3HOMICHUSA CJIOB, B

OrncHka
pe3yJIbTaToOB
BBIITOJIHCHUS
MPAKTUYECKUX
pabor.

OrnecHka
BBIITOJIHCHUS
CaMOCTOSITEILHBIX
pabor.

Tecr.

YcTHBIN ompoc.
ITuceMeHHBIN

Orpoc.
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TPAaeKTOPUU  MPO(ECCHOHATBHOTO
Pa3BUTHS U CAMOOOPa30BaAHHS

[ICUXOJIOTHYECKUE OCHOBBI
NEeATENLHOCTH KOJUIEKTHBA,
IICUXOJOTMYECKHE 0COOEHHOCTHU

JJMYHOCTH, OCHOBBI HpOCKTHOﬁ
JEATeILHOCTH
OCOOCHHOCTH  COIMAJBHOTO |
KyJIbTYpPHOIO KOHTEKCTa; IpaBUja
odopmiteHUS JIOKYMEHTOB u
MOCTPOCHUS YCTHBIX COOOIIECHHI.

IPaMOTHO HW3J1araTh CBOM MBICIH U
oopMIIATh JIOKYMEHTBI no
npodeccnoHaIbHON TeMaTUKe Ha
rOCyIapCTBEHHOM SI3BIKE,
OpOSIBIIATH ~ TOJNIEPAHTHOCTh B

pabodeM KOJUICKTHBE

COBpPEMEHHBIC CpencTBa "
yCTpoiicTBa uH(pOpMaTU3ALINY;
MOPANOK WX  TNPUMEHEHHUS U
nporpaMMHOE  OOeCriedeHHe B

po¢eCCUOHATBHON IEATETLHOCTH
MpaBWJia TOCTPOCHHUS MPOCTHIX H
CIIOKHBIX

MIPEIOKEHU I Ha

npodecCuoHaIbHBIC TEMBI;

OCHOBHBIE 00IIeyNOTpeOUTEIHHBIE

TJIaroJibl (ObITOBas u
npodeccroHanpHas JIEKCUKA);
JIEKCUYECKUI MHHUMYM,
OTHOCSIIIUKACS K OITMCAHHIO

MPEeIMETOB, CPEACTB M IPOIECCOB
npodeccoHaNbHON JesSTeNbHOCTH;
0COOEHHOCTH MIPOU3HOIICHHUS;

ImpaBujia YTCHUA TEKCTOB

T.4. ¥ MPOECCUOHATHHOMN JICKCHUKH.

dopm

OyXTaJITEPCKHUX

3HaHue IIEPBUYHBIX
JIOKyMEHTOB,
COlep)KaHMs TaKOW JOKYMEHTAIlWH,
noHMMaHue cnenuduku paboThl ¢
NEPBUYHBIMH OyXraJTepCKUMHU

JOKYMCHTaMU
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npodeccnoHabHOMI
HaNpaBICHHOCTH o0mue
TpeOOBaHUSI K OyXTrajJTepcKOMY
yYeTy B YacTH JOKYMEHTHPOBaHUS
BCEX XO3SMCTBEHHBIX JEUCTBUU M
onepauuii;

MOHSATHE NEPBUYHOMN
OyXTraJITepCKOil TOKYMEHTAIINH;
oTpeJiesieHue MEPBUYHBIX
OyXraJlTepCKuX JOKYMEHTOB;
(GOpMBI TIEPBUYHBIX OyXTaITEPCKHX
JTOKYMEHTOB, COJIepIKALITIX
00s13aTeNbHBIC PEKBU3UTHI
MEPBUYHOTO YYETHOTO JOKYMEHTA;
MOPSZIOK  TIPOBENICHUSI  MTPOBEPKH
MEPBUYHBIX OyXraJTepCKuX
JIOKYMEHTOB, bopmanpHOU
MPOBEPKH JIOKYMEHTOB, MPOBEPKH

[0 CYLIECTBY, apudMeTHuecKon

IIPOBEPKHU;
TIPUHIIMIIBI u MIPU3HAKU
IpyIIUPOBKU MIEPBUYHBIX

OyXraJlTepCKuX JOKYMEHTOB;
MOPAJIOK TIPOBEICHUSI TAKCHUPOBKH
u KOHTHPOBKHU MEPBUYHBIX
OyXrajaTepcKux JTI0KyMEHTOB;
MOPSAJIOK COCTaBJIEHMSI PETUCTPOB
OyXraJTepcKoro yJera,

IpaBujla M  CPOKM  XpaHEHUsd

MIEPBUYHOMN OyXxranrepckoit

JOKYMEHTaIu!

B pe3yJibraTe OCBOEHUS | BIQJICHUE aKTyaJbHbIMM MeToAaMHu | OueHka

TV CLUTIINHBI oOydaromuiicst | paboTel B Mpo(decCHOHANBHOM U | pe3yJIbTaToOB
JOJKEH yMemb: CMEXHBIX  cdepax; 3(P(eKTUBHOE | BHITOTHEHUS
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pacrno3HaBaTrh 3ajauy u/unu
npobiiemy B Tpo(heCCHOHATHEHOM
u/unm

COoMaJIbHOM KOHTCKCTC,

AHAJIM3UPOBATDH 3ajlavy /U

npobieMy M BBLACHATH €€

COCTaBHBIC  YaCTH; OMPEACIAThH
ATalbl PEIICHHS 3a]aud; BBISBISTH
u 3¢ dexTUBHO HCKATh
nH(pOpMAIIHI0, HEOOXOIUMYIO IS
pEIICHUS 3a/Ia4H U/UITH POOIIEMBIL;
COCTaBHTh

IJIaH JICHUCTBUS;

OIIpCACIINTD H606XO,Z[I/IMLIC

pecypcesr;
BIIQJICTh AKTYaJbHBIMA METOJaMU
paboTel B MpodheCCHOHATBHON |
CMEXHBIX  chepax;

COCTaBJIICHHBIA ILJIaH;

peanu3oBath

OLICHUBATh
pe3yJibTaT W TMOCJEICTBUS CBOMX
JIEUCTBUI (CaMOCTOSITENIHO WITH C
MOMOIIIbIO HACTABHUKA)

OMpeaAcCIATL 3aaa4yu OJid IMOMCKa

nH(popMaLnu; ONpPENEATh
HE00XO0/IUMBbIE VCTOYHUKHU
uH(pOpMaINH; IUIAaHUPOBATH

MpoLecc MOKCKa; CTPYKTYpUPOBAThH
MOJIy4aeMyto uH(bOpMaIIHIO;
BBIIENIATh Hauboyiee 3HAYMMOE B
nepeyHe MHGOpPMallUU; OLEHUBATh
MPaKTUYECKYIO 3HaYUMOCTh
pE3yJbTaTOB TOUCKA; OQOPMIATH
pe3yNIbTaThl MOKCKA
OIIpEACIIATh aKTyaJIbHOCTb
HOPMAaTHBHO-TIPABOBOM

AOKYMCHTAlIUU B

BBISIBJIGHHE W TIOMCK HH(OpMaIum,
COCTaBJICHME ONTUMAJIBHOIO IUIAHA

JIEUCTBUH, aHaIU3 HEOOXOMUMBIX IS

BBIITOJIHCHU A 3aJJaHusd, PECYPCOB;
OCYHICCTBJICHHUC HCCIIeJ0BATEIbCKOM
ACATCIIBHOCTH, HpHBOI[SIH.[Cﬁ K
OIITUMAJIBHOMY pE3yabTaTy,

JEMOHCTpAIHs THOKOCTH B OOIIICHUH C

KOJUIETaMH, PYKOBOJCTBOM,
NIOAYMHEHHBIMM M 3aKa3YUKAMU;
IIPUMEHEHHE CPEICTB

I/IH(l)OpMaI_[I/IOHHBIX TEXHOJIOTUM  JIJIsI

pemeHust TpoQecCHOHANBHBIX 3a/1aY;

s dexkTruBHOE HCII0JIb30BaHNE
COBPEMEHHOTO POrPaMMHOTO
obecricueHHs; Kparko M YETKO
(dbopMyHpOBaTh CBOH MBICITH,
u3naraTh ~ MX  JOCTYIHBIM  JUIS

MOHUMaHMs crocoOoM; >PQeKTHBHAs
pabota c NEPBUYHBIMU

OyXTaJITEPCKUMH IOKYMEHTaMU

MPaKTUYECKUX
pabor.

OneHka
BBITIOJTHEHUS
CaMOCTOSATEIIbHBIX
pabor.

Tecr.

YcrHblit onpoc.
[TucbmMeHHbBIM

orpoc.
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npodeccHoHABHON JesSTeNbHOCTH;
MIPUMEHSTh COBPEMEHHYIO
HAYYHYIO podeCcCHOHATIBHY O
TEPMHHOJIOTHIO;  ONpEACNIATh U
BBICTPAaUBaTh TPaeKTOpPUU

npoecCHOHATLHOTO  Pa3BUTHS H

camo00pazoBaHus
OpraHU30BBIBATH paboty
KOJUIEKTHBA u KOMaH/Ibl;

B3aMMOJICHCTBOBATh C KOJIJIETAMH,
PYKOBOZCTBOM, KJIIMEHTAaMH B XOJI€
npodecCHOHATBHOM AEATELHOCTH
rpaMOTHO M3J1araTb CBOW MBICIU H
oopmisTH JIOKYMEHTBI o
npodecCHOHaIbHON TEeMaTHKEe Ha
rOCyapCTBEHHOM SI3BIKE,
NOPOSIBJISITH ~ TOJIEPAHTHOCTH B
paboueM KOJUICKTHBE

NPUMEHSATh cpeAcTBa
MH()OPMAIIMOHHBIX TEXHOJIOTHIA IS
peteHwst npoeCCHOHATTEHBIX
3ajJa4; HMCIOJIb30BaTh COBPEMEHHOE
IIporpaMMHOe oOecrieueHue
MOHUMATh OOIIMH CMBICI YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHUN Ha
W3BECTHBIE TEMBI
(mpoeccroHabHble M OBITOBBIE),
NMOHUMATh TEKCTHI Ha 0a30BBIE
npodecCuoHaTbHBIC TEMBI;
y4acTBOBaTh B  JAHMajorax Ha
3HAKOMEIE obOmue n
npodeccuOHaIbHBIE TEMBI; CTPOUTD
MIPOCTHIE BBICKAa3bIBaHUS O cebe U 0

cBOEM npodeccroHanbHON
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JIEATEIIbHOCTH; KpaTKO
00OCHOBBIBATH U OOBICHUTH CBOU
JIEVICTBUS (Texymme u
IUIAHUPYEMBIC); IHCAaTh IPOCTHIC
CBSI3HBIE COOOIICHUS HAa 3HAKOMBIC
WJIN UHTEPECYIOIIHE
podecCHOHATbHBIC TEMBI

MPUHUMATh IIPOU3BOJILHBIC
IIEPBUYHBIE Oyxraitepckue

AOKYMCHTBI, paCCMAaTpUBACMBIC KaK

IIMCBMCHHOC J0Ka3aTCJIbCTBO
COBCPUICHUA XO03SMCTBEHHOM
ornecpanrun HUIn IMOJIyUCHHUEC

pa3pelieHns Ha ee IIPOBEICHNE;
NPUHAMATh HEePBUYHBIC
OyxranTepckue  JTOKyMEHTbI — Ha
OyMa)xHOM HocuTene u (WiM) B

BUJAC DJJICKTPOHHOTO JOKYMCHTA,

MOAITMCAHHOT'O 3JEKTPOHHOU
MOAITHUCEIO;

MIPOBEPSITH HaIU4ne B
MIPOU3BOJILHBIX MIePBUYHBIX
OyXrajaTepcKux JIOKYMEHTax

00s13aTeNbHBIX PCKBU3UTOB;

MPOBOANUTH (POPMANIbHYIO TIPOBEPKY

JOKYMEHTOB, IIPOBEPKY o
CYLIECTBY, apu(pMETHUECKYIO
IIPOBEPKY;

IIPOBOJIUTH TPYHIIUPOBKY
IIEPBUYHBIX OyXraiatepckux

JIOKYMEHTOB IO psIly PU3HAKOB;
IIPOBOJUTH TaKCUPOBKY u
KOHTUPOBKY MIEPBUYHBIX

OyXTaJITEPCKUX JOKYMEHTOB;
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OpPTraHU30BBIBATH
JOKYMEHTO000pOT;

pa3buparbcs B HOMEHKIIAType Jell;
3aHOCUTh JTaHHbIE 1o
CTPYNIIMPOBAHHBIM JOKyMEHTaM B
pPErUcTpbl OYXrajaTepcKoOro y4era,
nepeaaBaThb NepPBUYHbIE
OyXxrajitepckue  JOKYMEHTHl B
TEKYIIUNA OyXTraaTepCKUil apXuB;
nepeaBaTh NIEPBUYHBIE
OyXxrajiTepckue  JOKYMEHTHl B
MIOCTOSIHHBIM apXMB IO HUCTEUEHHH
YCTaHOBJIEHHOT'O CPOKA XpaHEHUS;
WCTIPABJISITh OMIMOKKA B MEPBUYHBIX

6YXF AITCPCKUX JOKYMCHTAX;
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