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1. MACIIOPT PABOYEM MPOI'PAMMbBI YYEBHOM JUCIUILIUHBI

OI1.04 ToxyMeHTallHOHHOE O0ecrieYeHne YIpaBJIeHus!

1.1. O61acTh NPUMEHEHUA TPOrPAMMBI

Pabouass  mporpamma  y4eOHOW  JAMCHMIUIMHBI  SIBJISIETCS  YacCThIO
obpazoBarenpbHOl TporpaMmbl B cooTBeTcTBUM ¢ PI'OC mo cnenmanbHoctn CIIO
38.02.04 Kommepius (1o oTpaciisaM), YKpyIHeHHas rpyina cueruansaoctei 38.00.00
DKOHOMUKA U YIIpaBJICHUE.

1.2. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeIbHOM IPOrpaMMbl:

VYyeOHasi OUCHUIUIMHA BXOJIUT B LHKJI 00IIENpodeccHOHANbHBIX TUCIUILINH,
HalpaBJICHHBIX Ha (opmMupoBaHHe OOMMUX M MPOPECCHOHATBHBIX KOMIICTCHIIUMH,
BKJIIOUYAIOIIUX CITIOCOOHOCTB:

OK 01. BeiOupatb crioco0sl pemeHus 3aaad npodecCuoHaIbHON IeITeIbHOCTH
MPUMEHHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpPEACTBA IIOMCKA, aHalu3a |
UHTEpIpeTanuu UHPOpMaAIMK, U WHPOPMAIIMOHHBIE TEXHOJOTHUHU JIJIS BBITTOJHEHUS
3aa4 MpodecCuOHANBHON 1eATeIbHOCTH;

OK 03. [lnanupoBaThb M peann30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBLHOE U
JUYHOCTHOE Pa3BHUTHE, MPEANPUHUMATEIBCKYIO EATEIHHOCTh B TPO(HECCHOHATHLHON
chepe, UCHONB30BAaTh 3HAHUSA 1O (PUHAHCOBOM TIPAMOTHOCTH B Pa3IUYHBIX
KU3HCHHBIX CUTYaIIUSX;

OK 04. DddhexTrBHO B3aMMOICHCTBOBATh M pab0OTaTh B KOJUICKTHBE M KOMaH/IE;

OK  09. [Ilons3oBatbest  mpodeCcCHOHANBHOW  JOKyMEHTaluend  Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX.

I[IK 2.2. Odopmisath, MpOBEPSITh MPABWIBHOCTH COCTaBIICHUS, 00ECIIEUMBATH
XpaHEHUE OPTraHU3alMOHHO-PACTIOPSIUTENBHBIX, TOBAPOCOMPOBOAUTEIBHBIX M HWHBIX
HEOOXOUMBIX TOKYMEHTOB C UCHIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

1.3. Heau 1 3agaum JUCHUIIMHBI — TPE0OBAHMS K Pe3yJibTaTaM 0CBOCHUA
AUCHHUIIMHBI:
B pesynbTare 0cBOCHUS AUCHUILUINHBI 00YUaIOIIUNCS 00IHCeH yMemb:

- odopmiATe W TPOBEPATH MPABUIBHOCTH OGOPMIICHUS JTOKYMEHTAllUHd B
COOTBETCTBUHM C YCTAHOBJICHHBIMH TpPEOOBAHMSIMHM, B TOM YHUCII€ HCIIOJIb3YS
MH(POPMAILIMOHHBIE TEXHOJIOTUH;

- NPOBOJAUTH aBTOMATU3HPOBAHHYIO 00pabOTKY JOKYMEHTOB;

- OCYILECTBISTh XPAaHEHHUE U IOUCK IOKyMEHTOB;

- HCNOJb30BaTh  TEJIEKOMMYHHMKAIIMOHHBIE  TEXHOJOTMM B  3JEKTPOHHOM
JOKYMEHTO000pOTE.

B pesynbrare 0cBOESHUS TUCHUIIIMHBI O0YUYaIOIUICS 001/CeH 3HAMb:

- OCHOBHBIE IOHATHUSA: LUEIH, 331491 U IPUHIUIBI JOKYMEHTAMOHHOTO

oOecrieueHus ynpaBieHUS;



- CHCTEMBI IOKyMEHTAIIMOHHOTO 00€CTIeYeHH I YIIPABJICHHUS, UX aBTOMATH3AIIHIO;

- KJaccu(HKAIIIO JOKYMEHTOB;

- TpebOBaHUS K COCTaBICHUIO U 0(OPMIICHUIO IOKYMEHTOB;

- OpraHM3alMio JOKYMEHTOO0OOpoTa: TmpueM, oOpaboTKy, perucTpaluio,
KOHTPOJIb, XpaHCHHUE JJOKYMEHTOB, HOMCHKIJIATYPY €.

1.4. KosinuecTBO 4aCOB HA OCBOEHHE MPOTrPAMMbI JMCHUIIUHBI:
MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromerocs 60 4acoB, B TOM YHCIIE:
00s13aTeIbHON ayTUTOPHOM yueOHOM Harpy3ku oOyyatomierocst — 40 4acos;
CaMOCTOSITENIbHOM paboThl 0Oyyaromerocs — 20 4yacos.

®opma UTOrOBOI aTTeCTalMuU: Ouphepenyuposannwvlii 3auem

[Ipu yrpo3e BO3HUKHOBEHMS M (WJIM) BO3HUKHOBEHUM  OTIEIbHBIX
Ype3BbIYANHBIX CHUTyallUld, BBEICHUU PEXKHMa MOBBIIIEHHONM TOTOBHOCTU WM
Ype3BbIYAHON CUTyalluu Ha Bcer Tepputopun Poccuiickoit @enepanyu a1bo Ha ee
yacTH peaquzanusi paboueld mOporpaMMbl  y4eOHOM  JIMCUMILIUHBI ~ MOXKET
OCYLIECTBISITECA € NPUMEHEHUEM HJIEKTPOHHOIO OOYyYEeHHs, JAMCTAHIIMOHHBIX
00pa3oBaTEIbHbBIX TEXHOJIOTUM.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM y4eOHOM TMCUMIIMHBI U BUABI Y4e0OHO#l padoThI

1o o4HOU (hopme oOydeHus

Bun y4edHoii paboThI

O0neM yacoB

MaxkcumanbHasi ydaeOHasi Harpy3Ka (Bcero) 60
Oo6s13aTesbHAsI ayIUTOPHAS yUeOHAas HArpy3ka (Bcero) 40
B TOM YHCJIE:

TEOPETHUCCKUEC 3aHATHUS 16

nabopaTopHBIC 3aHATUS (He npedycMomperbl) -

MPAKTHYECKUE 3aHATHS 20

KOHTPOJIbHBIE PaOOTHI 2

KypcoBasi paboTa (IpoeKT) (ke npedycmompeno) -
CamocTosiTeibHAas padoTa o0yuarouierocsi (Bcero) 20
B TOM YHCJIE:

caMocCTosATeNbHas paboTa Hal KYpCOBOM paboToi (ITPOCKTOM) (He npedycmompero) -
- HOO020MOBKA YCMHBIX COOOUeHULL 8
- cocmagneHue scce 4
- cocmagneHue KOHCheKma 4
- H0020MOBKA npe3eHmayuul 4
Umoeosas ammecmayus 6 ghopme ouppepenyuposannozo 3auema 2

o 3a09HOM (hopme 0OydeHHs

Bun y4eoHoii paboThI

O0neM yacoB

MaxkcumanbHasi ydaeOHasi Harpy3Ka (Bcero) 60
Oo6s13aTesbHAsI ayIUTOPHAS yueOHAas HArpy3ka (Bcero) 8
B TOM YHCJIE:
TEOPETHUCCKUEC 3aHATHUS 2
nabopaTopHBIC 3aHATHUS (He npedycmMomperbl) -
MPAKTHYECKUE 3aHATHS -
KOHTPOJIbHBIC PabOTHI (He npedycmompenst) 4
KypcoBasi paboTa (IpoeKT) (ke npedycmompero) -
CamocTosiTeibHasi padoTa o0yuarouierocsi (Bcero) 52
B TOM YHCJIE:
caMocCTosATeNbHas paboTa Hax KypCOBOM paboTo (ITPOSKTOM) (He npedycmompero)
Umoeosas ammecmayus 6 ghopme ouppepenyuposannozo 3auema 2




2.2. TemaTu4yeckuii IJIaH U coaep:xkanue yueOHoi gucuumianabl OI1.04 JlokymMeHTAIMOHHOE 0O0ecnievyeHre YnpaBJaeHUusl

HaunmenoBanue pa3aeoB u Coaeprxanue yueOHOro MaTepuasa, 1a00paTopHblie U Oo0bem Koabl komnerenuuii,
TeM NpakTHYeCKHe PadoThl, CAMOCTOSITE/IbHAS padoTa 00y4aloIuxcs, | 4acoB ¢dopmupoBanmnio
KypcoBasi padoT (MpoeKT) (eciu npedycmompensvi) KOTOPBIX CIOCOOCTBYET
3J1eMEHT MPOrpaMMbl
1 2 3 4
Tema 1. Coaepxkanue yueOHOro MaTepuaa 8 OK1-4,0K9
BBenenue. lokymeHT n 1. | 3HaueHne W  coaepKaHWE JWCIHWIUIMHEI  «JloKyMeHTaIrmoHHOE 2
cucTeMa JOKyMeHTAIHM. obOecriedueHue  ynpaBieHUs». [lOHATHE  TEPMUHOB  «JIOKYMEHTY,
Opranu3anuoHHO «IOKYMEHTUPOBAHUEY, «IOKYMEHTAIUOHHOE obecreucHue
pacnopsiauTeabHbIe yIpaBiIcHUS». YHUPUKANMS W CTaHAAPTHU3ANWHA  YIPABICHYECKUX
AOKYMEHTBI JTOKYMCHTOB.
2. OpFaHI/I3aLII/IOHHBIe AOKYMCHTBI — YCTaB, YUYPCAUTCIIBHBIC OOTOBOD, 2

MoJIOKeHUe. PacmopsauTenbHble JOKYMEHTHI — MPHUKa3, PaclopshKeHHE,
yKa3aHue, TIOCTaHOBIICHHE, PEIICHNE, MHCTPYKIIUS, TPOTOKOI.
CripaBoYHO-MH(OPMAIIMOHHBIE ~ JIOKYMEHTHI:  CIyXKeOHas  3amucka,
00BsICHUTEIbHASI 3aITMCKA, aKT, CIIPaBKa, CITY)KEOHbIC MMChMa.
JlaGopaTtopHsie paboTHI (He npedycmompensl) -

IIpakTHyecKue 3aHATHS 4
1. | U3yuenne ['OCT 37.0.8-2013 «CUBU/I. [lenomnpon3BoICTBO U 2
apxuBHOE JIen0. TepMUHBI U ONIPEICIICHUSD).
2. | CocraBienue U 0(hOpMIICHUE OPTaHU3ANMOHHO-PACTIOPSIUTETBHBIX 1
nmokymMeHToB: B cootBercTBur ¢ 'OCT P 6.30-2003 YCJI OP/]
3. | KoHTpoJibHBbIE Pa0OThI 1
CamocTrosiTesibHasi padoTa 00yYal0IMXCcs 2
1. | CocraBineHne OMOpHOTO  KOHCHekTa 1o Teme  «CrpaBodHO- 2
UHQOPMAITMOHHBIE JIOKYMEHTBI: CITy)KeOHas 3amucKa, OOBSICHUTEIbHAS
3aMmcKa, akT, CIPaBKa, CIyKSOHBIC MICHMaY)
Tema 2. Coaep:xanue yueOHOro MaTepuaJia 8 OK1-4,0K9
Kaaposasi nfokyMeHTALMS 1. | JokyMeHTUpOBaHHE  TPYAOBBIX  mpaBooTHouieHuil. CocTaB U 2 K 2.2

0CO0EHHOCTH O0(OPMIICHHS TOKYMEHTOB T10 IUYHOMY COCTaBYy.
KommnexToBanue auyHoro aena. Asroouorpadus. Pestome. 3asBnenune




| 0 mpuemMe Ha paboTty. IIpruKassl IO TMIHOMY COCTABY.

JlaGopaTopHbIe paboTHI (He npedycmompennvi)

IIpakTHYecKue 3aHATHS 6
1. | CocraBnenue u opopmiIeHHE JOKYMEHTOB 110 JUYHOMY COCTaBY C 2
WCTIOJIb30BaHUEM  YHUQDHUIMPOBAHHBIX (GopMm  (TpUKa3bl 0
JIUYHOMY COCTaBY M OCHOBAHU K HAM)
2. | CocraBnenue u ohopMIIeHHE TOKYMEHTOB: 0(pOpMIIEHHE CIPABOK, 2
JIOKJIATHOU M CITY>KeOHOM 3aIUCKH, aKTa.
3. | CoctaBnenne W  OQopMIIEHHE JOKYMEHTOB:  0GOpMIICHUE 2
TPYJIOBOTO IOTOBOpa, MpHKa3a O MpreMe Ha padoTy, odopMIeHHE
TPYAOBOW KHIKKH.
KonTposibHbIe paboThI (e npedycmompensi) -
CamocTosiTeIbHAas padoTa 00y4aloImuXcs 4
1. | IloaroroBka YCTHBIX COOOIICHHH IT0 pACCMAaTPUBAEMOM TeMe 2
CocTtaBneHue onopHOro KOHCIEKTa Mo TeMe « KoMmIuiekToBaHue TUIHOTO 2
Jenay.
Tema 3. Coaep:xanue yueOHOro MaTepuaJia 6 OK1-4,0K9
JorosopHo-npasosast 1 | Ilonarus moroBopa. Bumbl 1oroBopoB. 2 K 2.2
JOKYMEHTALHSA [MpaBuna odopmieHHs MPETEH3HMOHHBIX MUceM. DOpMyJsIp HUCKOBOTO
3asiBJICHUs], TpeOOBaHMsI K €10 0()OPMIICHUIO.
JlaboparopHsie paboTHI (e npedycmompetivi) -
IIpakTHyecKue 3aHATHS 4
1 | CocraBienrie W oQopMIIeHHE OTOBOPHO-TIPABOBOW JOKYMEHTAIMU 4
(1OTOBOP KYIIIM-NIPOJIAXKH)
KonTposbHbIe paboThl (He npedycmompetvt) -
CamocTosiTeJIbHAas padoTa 00y4alouuxcst 6
1. | IloaroTroBKa YCTHBIX COOOIICHHH 10 pacCMAaTPUBAEMOM TeMe 2
2. | IloarotoBka mpe3eHTalUy 110 pacCMaTPUBAEMON TEME 2
3. | CocraBnenue acce no teme «lIpaBuna opopmieHNs TPETEH3NOHHBIX 2
THUCEM»
Tema 4. IlonsaTue Conep:xaHue yueOHOT0 MaTepHaJa 6 OK1-4,0K9
JOKYMEHT0000pOTa, 1. | CocraB u yueT 00beMa TOKyMEHTOO00POTa peAnpuaATHil. OpraHnu3anus 2 K 2.2

perucrpanusi 10KyMEHTOB

paboThl ¢ BXoasIIeH, NCXOAsIIel 1 BHyTPEHHEH JoKkyMeHTauuei. bazer
JAHHBIX JUI XpaHEHHUsI JOKYMEHTOB.




2.| Pabota c 3anpocamu. PaboTa ¢ 2JIeKTpOHHBIMH IOKYMEHTaMHU 2
JlaGopaTopHbie pabOTHI (He npedycmompensvl) -
IIpakTHYecKue 3aHATHS 2
1. | Peructpamus Bxonduiei, ICXOAAIIEH U BHYyTPpEHHEH JOKYMEHTALHN. 2
3arorHeHNe PETUCTPAIIMOHHBIX GopM (KYpHANBI, PErHCTPAIIOHHO-
KOHTPOJIbHBIE KAPTOUKH)
KonTponbHbIe paboThl (He npedycmompetvt) -
CamocTrosiTesqibHasi padoTa 00y4al0IIMXCS 4
1. | IlogrotoBka yCTHBIX COOOLICHUH MO paccMaTpUBAEMON TeMe 2
. | IlogroroBka mpe3eHTaIuu Mo paccMaTpuBaeMon Teme 2
Tema 5. Opranusanust Coaep:kaHue y4eOHOr0 MaTepuaJa 10 OK1-4,0K9
OIIEPATHBHOIO U 1. | Homenknarypa nen. UnauBuayansHble, CBOJHBIE, IPUMEPHBIE U 2 K 2.2
ApPXHBHOTO XpaHEHUsI TUIIOBbIE HOMEHKJIATYPBI Jell.
MOKYMEHTOB 2. | [loaroroBka 1 MOPAIOK IEpenayn e B apXUB. 3aKOHOAATEIHHBIE aKThI 2
¥ HOPMATHBHO METOAMYECKUE IOKYMEHTHI [0 apXUBHOMY XPaHEHHIO
JOKYMEHTOB
JlaGoparopHsie paboThI (HE IPEAYyCMOTPEHBI) -
IlpakTHYecKue 3aHATHSA 6
1. | CocTaBnenne u opopMIICHHE HOMEHKJIATYPHI eI (CBOIHAS 2
HOMEHKJIATypa JIeJ MPEANPHSITHS)
2. | Pemenne cuTyamoHHBIX MPOQecCHOHANBHBIX 3aa4 2
3. | KoarponbHbIe paboThI 1
CamocTosiTeIbHAs padoTa 00y4Yal0IUXCA 4
1. | IloaroroBka YCTHBIX COOOIICHHH 1T0 paCCMAaTPUBAEMOM TeMe 2
CocraBnenue scce 1o TeMe «IloaroroBka n MOPAIOK Nepeaadn Ae B 2
apXUBY
JIM®PEPEHIIMPOBAHHBIN 3AYET 2

BCEI'O




3. YCJIOBMA PEAJIM3AIIUUA ITPOI'PAMMBI TUCHUITVINHBI

3.1. TpeOboBaHusi K MUHUMAJbHOMY MATEPHAJIbHO-TEXHUYECKOMY 00eCIeYeHUI0
YueOHbIl KaOMHET TOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABJICHUS.

O6opynoBanue yueOHOTO KaOUHETA:
. KOMIUIEKTHI CIICINaIN3UPOBAHHON MO yIan X cst
. pabodee MecTo mpenoaBaresns - 11T;
Texuudeckue cpeacTsa 00yUeHHS:
KoMmmproTeppl € YCTAQHOBJIGHHBIM  JIMIICH3WOHHBIM  TIPOTPaAMMHBIM
o0ecrneyeHrueM:

1. OC Windows, MS Office, 7-Zip, Adobe Acrobat Reader, Comodo Internet
Security, Koncynerant mmoc, 1C: Ilpenmpusitue, c BBIXOJOM B CETh
«/HTEpHET» W AOCTYNOM B AJIEKTPOHHYIO MH(POPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny.

2. TIPOEKTOp;

. 9KpaH.

N —

(98}

3.2. UudopmanmonHoe odecnevyenne o0yueHust
Ilepedyensb yueOHbIX u3nanuii, UHTEpHET-peCypcoB,
AOTMOJIHUTEIbHOM JINTEPATYyPhI

OCHOBHBIE HICTOYHUKH:

1. Bonkor A. M. [IpaBoBoe obecrnieueHue mpodecCHOHAILHON JeSITEIbHOCTH:
y4eOHUK Il cpeAaHero mnpodeccuoHanbHOoro obOpaszoBanusi/ A. M. Bonkos,
E. A. Jlrotaruna; noa oOuieit penakiueit A. M. Bosnkosa. - 3-e u3j., nepepad. u Jo. -
MockBa:  UzpmarensctBo  FOpaiitr, 2021.- 279c.-  (IIpodeccuonanbHoe
obpazoBanue). - [SBN 978-5-534-15088-9. - URL: https://urait.ru/bcode/487196

2. Kopuees U. K. JlokyMeHTalIMOHHOE OOECIIEUeHHE YMNPABICHUS: YUEOHUK U
OpakTUKyM il cpeaHero mnpodeccuonansHoro obpazoBanus/ U. K. Kophees,
A. B. ITmenko, B. A. Mamypues. - 2-¢ wu3g., nepepad. u jom. - Mocksa:
M3marensctBo  FOpaiit, 2021.- 384 c.- (IIpodeccuonanpHoe oOpa3oBaHue). -
ISBN 978-5-534-05022-6. - URL: https://urait.ru/bcode/472550

3. Hlysanosa H. H. JlokymeHTanimonHoe oOecrieueHne yrpaBlieHUs: Y4EOHUK
U MIPAKTUKYM JJIs cpeniHero npodeccuonanbuoro oopaszosanus/ H. H. lllysanosa. - 2-
e m3a.- MockBa: MsmarensctBo FOpaiit, 2021.- 265 c.- (IIpodeccuonanbuoe
obpazoBanue). - ISBN 978-5-534-00088-7. - URL: https://urait.ru/bcode/469832
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JlOTIOJTHUTEThHBIE HCTOYHUKH

1. Ao6ynamze /. I'. lokymeHTaniioHHOEe 0oOecreYeHrne YIpaBiIeHHUs NEpPCOHAIOM:
y4eOHUK U TPaKTUKyM [JI1  CpeIHero mnpodecCHOHAIBHOTO  00pa3oBaHus/
. T. A6ynanze, U. b. Bempsokkuna B. M. Macnosa. - 2-e u3a., nepepab. u JIOII. -
MockBa:  UznmarensctBo  FOpaiit, 2021.- 370c.-  (IIpodeccuonannpHoe
obpazoBanue). - ISBN 978-5-534-15076-6. - URL: https://urait.ru/bcode/487121

2. bopmesckuii . A. ['ocynapcTBeHHO-4acTHOE TAPTHEPCTBO: YYEOHUK U
NPaKTUKYyM JUIsl cpenHero mpodeccuoHansHoro oodpaszoBanus/ I'. A. BoprieBckuit. -
MockBa:  UszmatensctBo  FOpaiit, 2021.- 282c.-  (IIpodeccuonanpHoe
obpazoBanue). - ISBN 978-5-534-08174-9. - URL: https://urait.ru/bcode/474173

3. banr B. C. lokymenTtanmonHoe obecrneuenue ynpasiaeHus. IOpumnueckas
TeXHUKA: ydeOHOe mocoOue Il CpeaHero MpoQecCHOHATLHOTO 00pa3oBaHUs/
B. C. banr. - 2-e uzn., ucnp. u jgoi. - Mocka: M3narensctBo FOpaiit, 2021. - 103 c. -
(ITpodeccuonansHoe  o6pazoBanme). -  ISBN 978-5-534-08233-3. -  URL:
https://urait.ru/bcode/474092

4. Joponuna JI. A. JlokymeHTanimoOHHOE OOECIIeYCHHE YIpPaBICHUS: YIeOHUK U
NPaKTHKYM [UIs CpeaHero TmpodeccuonambHoro obOpaszoBanus/ JI. A. JlopoHuHa,

B. C. Uputukosa - Mockaa: N3naTenscTBO Opaiir, 2021. - 233 c. -
(ITpodpeccuonanbHoe  oOpaszoBanue). -  ISBN 978-5-534-05783-6. -  URL:
https://urait.ru/bcode/473802

5. KysHenos N. H. lokyMeHTalMoHHOE o0ecrnieueHue YIIPABJICHHUS.

JIOKyMEHTOOOOpOT W JENOMPOM3BOJCTBO: YUYEOHUK W TPAKTHUKYM JJIsi CPEIHEro
npodeccuonanbuoro obpaszopanus/ WM. H. Ky3uenos. - 3-e uzn., mepepab. u 1o1l. -
MockBa:  UszmatensctBo  FOpaiit, 2021.- 462c.-  (IIpodeccuonanpHoe
obpazoBannue). - ISBN 978-5-534-04604-5. - URL: https://urait.ru/bcode/470020

6. IlpaBoBoe obOecreueHne mPOGHECCHOHATBLHOW AESITENPHOCTUA: YYEOHHK |
MPaKTUKYM JiJIsi cpeliHero npodeccruoHaibHOro oopazoBanus/ A. I1. Anb6oB [u ap.];
nmoa o6mielt penakiuei A. I1. Ans6oBa, C. B. Hukomokuna. - 2-e u3n. - Mocksa:
M3patensctBo  Opaiit, 2021.- 458 c.- (IIpodeccuonanbHoe oOpa3oBaHue). -
ISBN 978-5-534-13592-3. - URL: https://urait.ru/bcode/470051

7. IllysanoBa H. H. OcHOBBI Jen0NMPOM3BOACTBA: YUCOHUK U MPAKTHUKYM ISt
cpennero npodeccuoHanpHoro oopazosanus/ H. H. IllyBamosa, A. FO. iBanoBa; mox
oome# penmakmumert H. H. [llyBamoBoii. - 2-e¢ wm3a., mepepad. m jom. - Mockaa:
M3marensctBo  Opaiit, 2021.- 428 c.- (IIpodeccuonanpHoe oOpa3oBaHue). -
ISBN 978-5-534-11014-2. - URL: https://urait.ru/bcode/469548

HNuTepuer-pecypcesr:
1. Uudopmannonno npasooit noptan- URL: http://www.consultant.ru
2. OdbunmanpHeiii  calT MunucrepctBa  ®unaHcoB Poccuiickoit
®deneparnuu- URL: https:/www.minfin.ru/
3. HoxkymenTanmonnoe ynpasienue URL: http://www.sekretariat.ru
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbBTATOB OCBOEHUA JUCIHUIIJIMHBI

KOHTpOJIB N OICHKAa PpC3YyJIbTATOB OCBOCHHA IUCHUILIIMHBI OCYHICCTBIIACTCSA
MMpernoaAaBaTcICM B IPOHCCCC IMPOBCACHUS IMPAKTHICCKHUX BaHSITI/Iﬁ, TCCTUPOBAHUS, a

TaK)X€  BBIIOJHEHUS
HUCCIIEeI0OBAHMIA.

o0yJaronumMucs

WHIUBUYaJIbHBIX

3aJaHui,

PesynbTaThl 00y4yeHus
(ocBOEHHBbIE YMeHM S,
YCBOCHHbIE 3HAHUS)

Koas! popmupyemsbix
npodeccHOHAIBLHBIX U
00IMX KOMIeTeHIIUii

®opMbI 4 METOABI KOHTPOJISI H
OLIEHKH Pe3yJIbTATOB 00y4YeHUsI

Ocsoennvle ymenusi:
- pacro3HaBaTh 3aJady W/WIU mpodiIeMy
B npodeccnoHATLHOM n/vunu

COLMAIbHOM KOHTEKCTE, aHAIM3HPOBATH
3amaqy W/WiHM npoOjeMy W BBIICIATH e
COCTAaBHBIC YACTH;, ONPENCISTh ITAIbI

pelIeHus  3ajaui; BBIBIATE U
3¢ peKTBHO  HUCKaTh  HMH(OPMALHUIO,
HEOOXOAUMYIO Ul pEUIeHUs 3a/1adu
w/unu  mpoOnemMbl;  COCTaBUTh  ILIaH
JICUCTBHS; OIPEAEIUTh HEO0OXOIUMBIE
pecypesl;

- BIQJETh AaKTyaJbHBIMH  METOJaMHU
pabotel B mpodeccHOHANFHOW U
CMEXKHBIX chepax; peann30BaTh

COCTaBJICHHBIN IJIaH;
- OIICHMBAThb pPCE3yJIbTaT W IMOCICACTBUAL
CBOHX I[el\/’ICTBI/II\/‘I (CaMOCTOHTCJ’IBHO nuim C

MOMOIIBI0  HACTaBHUKA)  OINPEAEIATh
3aJayu Uil MoMcka  MH(OpMalH;
OIpe/IeIATh HEOOXOANMbIE HWCTOYHUKH
uHpOpMaLNY;

-IJIAaHUPOBATh nporecc THIOHCKa,;
CTPYKTYPHPOBATh HOJIy4aeMyto
UHPOPMALIHIO;

-BBLICNIATH ~ Haubojee  3HayMMoOe B
nepeyHe  uH(OpManMyM;  OLEHUBATH

NPAKTHYECKYI0 3HAYMMOCTh PE3yJIbTaTOB
MOUCKA;
- odopMIATH  Pe3yNbTAaThl  MOWCKA
OTIPEe/IeIIATh aKTYallbHOCTh HOPMATHBHO-
MpaBOBOU JIOKYMEHTALUH B
npodeccroHabHOM NesTeNbHOCTH;
- T[PUMEHSATh COBPEMEHHYIO HAay4HYIO
npodeccroHabHY IO TEPMHHOJIOTHIO;
OIPE/IeTIATh M BBICTPAUBATH TPACKTOPHU
npodeccHoHaNnbLHOro pa3BUTHS u
camMo00pa3oBaHus OpraHU30BHIBATH
paboTy  KOJUIEKTHBA W KOMaHIBI;
B3aUMOJIEHCTBOBATh  C  KOJUICTAMH,
PYKOBOJICTBOM, KIHEHTaMH B  XOJ€
npogeCCUOHATBHOM JIESATSIBHOCTH
T'paMOTHO H3JlaraTb CBOU MBICIIM U
0popMIIATH JIOKYMEHTBI 110
npodeCCUOHATBHOM TEMaTHKE Ha
TOCYJIAPCTBEHHOM  SI3bIKE,  IPOSIBISTH
TOJIEPAHTHOCTH B pab04eM KOJIJICKTUBE;
cpencTaa
TEXHOJOTMH IS

- IPUMEHATH
MH(OpMaLMOHHBIX

OK1-4,0K9
MK 2.2

- DJKCIEPTHOE HAOIIIOJCHHE U OLICHKA
paboThI BO BpeMsl YCTHBIX OIPOCOB;

- DJKCHepTHOe HalOJoeHue 3a paboTo
BO BpeMsi MPAKTUYECKHUX 3aHITHH;

- OIeHKa BBITIOJIHCHHS
CaMOCTOSITEITbHON BHEAyJUTOPHOI
paboThl;

- OLICHKA pe3ylbTATOB  TEKyIleH u

HpOMe)KyTO‘-IHOﬁ aTTCCTalluu.

IIPOEKTOB,
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pemieHust Npo(ecCHOHANBHBIX — 3a/ad;
UCIIONIBb30BaTh COBPEMEHHOE
HNporpaMMHOE oOOecredyeHre IOHUMAaTh
OOIIMI CMBICI YETKO HPOU3HECEHHBIX
BBICKA3bIBAHUH Ha M3BECTHBIE TEMBI
(mpodeccuoHanbHple M OBITOBBIE),
NOHUMAaTh  TEKCTHI Ha  Oa3oBbIe
MpoQeCcCHOHANBHBIE TEMBI; YIacTBOBAaTh
B JMaJOTax Ha 3HAKOMBIC O0OmMe W
npodeccHOHANBHBIE  TEMBI;  CTPOHTH
IpOCTHIE BBICKAa3bIBaHMA O cede u O
cBoei po¢eCCHOHATBHOM
JeITeIIbHOCTH; KPaTKO OOOCHOBBIBATH H
OOBSICHUTh CBOM JEHCTBHS (TeKylIue U
IUTAaHUPYEMBIE); UcaTh IIPOCTHIE
CBSI3HBIC COOOILICHMSI HAa 3HAKOMBIE WIIU
HHTEpecyIoIIne npodeccroHabHbBIE
TEMBI NIPUHUMATh MIPOU3BOJIEHBIE
NEepBUYHbBIE OyXTralTepCKUe IOKYMEHTHI,
paccMaTpuBaeMble  Kak  ITHCbMEHHOE
JIOKa3aTeIbCTBO COBEpIICHUS
XO035UCTBEHHON onepauuu W
MOJTyYeHHE paspemieHuss Ha e
NpOBEJICHHUE; IPUHAMATh NIepBUYHbIE
OyxranTepckue JIOKyMEHTBI Ha
OyMa)xHOM HOCHTENEe W (WIM) B BHIE
3JIEKTPOHHOTO JIOKYMEHTA,
MOJIICAHHOTO 3JICKTPOHHOM ITOJIHUCHIO;
NPOBEPATh HAJIWYHE B MPOU3BOJBHBIX
HEPBUYHBIX OyXTaNTepCKUX JOKYMEHTax
00s13aTeNbHBIX PEKBU3UTOB; IPOBOJHUTH
(opManbHYl0 TIPOBEPKY JIOKYMEHTOB,

TIPOBEPKY o CYIIECTBY,
apu(METHYECKYIO MPOBEPKY; MPOBOJIUTH
TPYNIHPOBKY HEepBUYHBIX

OyXraJTrepckux JOKyMEHTOB IO DSy
MIPU3HAKOB; TPOBOIWTH TAKCUPOBKY H
KOHTHUPOBKY HEPBHYHBIX OyXIalITepCKUX
JOKyMEHTOB;

- OpraHu30BBIBAaTH JOKYMEHTOOOODOT;
pa3dupaTbcss B HOMEHKJIAType el
3aHOCHUTh JAHHBIE 10 CTPYNIHPOBAHHBIM

JOKYMEHTaM B PETHCTPEI
OyXTranTepcKoro y4era,

- TepenaBarth HEepPBUYHbIE
OyXranTepcKue ITOKYMEHTHI B TEKYIIUH
OyXranTepcKUd  apXWB;  IlepenaBaTh
NIepBUYHBIE OyXTaJITEpCKHE JOKYMEHTHI B
MOCTOSTHHBI ~ apXUB 10  UCTEYEHHUH
YCTAQHOBJICHHOTO  CpOKa  XpaHEHHS;

HCHIPABJIATH OIIMOKH B NEPBUIHBIX
6yXFaﬂTepCKI/IX JAOKYMCHTax.

Yceoennvie snanus:
- aKTyaJbHbII

npopeCCHOHANBHBIT W COLUANBHBIN
KOHTEKCT, B KOTOPOM  IPUXOJUTCS
paboTaTth U KUTB;

- OCHOBHBIE HUCTOYHUKH

UHPOPMALIMU U PECYPCHl IS pPEIICHUS
3a7a4 ¥ mpobiaeM B MpOoPeCCHOHATBHOM
u/uim COLIMAJIbHOM KOHTEKCTE;

OK1-4,0K9
MK 2.2

- OSKCIepTHOEe HaOJIIOJCHHE M OLECHKA
paboThI BO BpeMs YCTHBIX OMPOCOB;

- 9KCIEepTHOE HabIIofeHue 3a paboToi
BO BpeMsi IPAKTHICCKHUX 3aHSATHH;

- OLECHKa BBIMIOJTHEHHSI
CaMOCTOSITEITbHON BHEayIUTOPHOI
paboThl;

- OLCHKA pE3yJbTaToOB  TEKyLIeH H

MIPOMEKYTOUHON aTTECTALINH.
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QITOPUTMBI  BBIMIOJIHEHUS  paboT B
npogeCCUOHATBHOM u CMEKHBIX
o0JacTax; METOIBI paboTsI B
npoQeCCUOHANBHON U CMEKHBIX chepax;
CTPYKTYpY IUIaHA I peIIcHHs 3a]1ad;
MOPSIOK OICHKHM PE3YJIbTAaTOB PEIICHUS
3ama4 npo(heCCHOHATBHON AEATEIHHOCTH

HOMEHKJIaTypa MH()OPMAIIMOHHBIX
HCTOYHHUKOB MIPUMEHAEMBIX B
npodeccrnoHanbHON JEeATEIILHOCTH;
HPUEMEI CTPYKTYpPHPOBAHHS

uHpopmanmy;  Qopmar  odhopMIIEHUS
pe3ynbTaToB  IOHMCKa  MH(OpPMAIUH
COJZIEp>KaHUE aKTyaJIbHOI

- HOPMaTHBHO-IIPaBOBOH
JOKyMEHTaI[H; COBPEMEHHAasI Hay4YHasi U

npodeccHoHaNbHast TEPMHHOJIOT U,
BO3MO>KHEIE TPAEKTOPUHU
MpodeCCHOHATBEHOTO pa3BHUTHUS u
caMo00pa3oBaHusl [ICUXOJIOTHYECKHE
OCHOBBI  JEATEIBHOCTH  KOJIJIEKTHBA,
IICUXOJIOTHYECKUE 0COOEHHOCTH
JIMYHOCTH, OCHOBBI MIPOEKTHOH
JIEATENBHOCTH

- 0COOEHHOCTH COLMAIBLHOIO U
KyJIBTYPHOTO KOHTEKCTA,; npaBuiIa

odopmileHHsT TOKYMEHTOB U TIOCTPOCHUS
YCTHBIX COOOIIEHUH. TPaMOTHO H3JIaraTh
CBOM MBICIH U O(GOPMIIATH JOKYMEHTHI
no mnpodeccHoHaIbHOW TeMaTHKe Ha
TOCYapCTBEHHOM  SI3BIKE,  IPOSIBIIATH
TOJICPAHTHOCTH B pabo4eM KOJUICKTHBE

- COBPEMEHHBIE  CpEACTBa  H
ycTpoiicTBa MH(GOPMATU3ALUH; HOPSIOK
WX TOPUMEHEHHS H  [POrpaMMHOE
obecrieueHre B MPOQECCHOHATBHOMN
JeITeIbHOCTH ~ TIpaBWja  MOCTPOCHHS
MPOCTBHIX U CJOXHBIX TPEIUIOKEHUH Ha
npodeccnoHabHBIE TEMBI, OCHOBHBIE

001IeyoTpeOUTENHHBIC TJIaroJIbl
(6BITOBAN u npodeccroHanbHas
JIeKCHKa);

- JIEKCUYECKUH MHUHHUMYM,
OTHOCSIIIMICS K OIHCAaHHUIO IIPEIMETOB,
CpeACTB u TIPOLIECCOB
npodecCHoHaNbHON JeATeIILHOCTH;

0COOCHHOCTH NPOM3HOLICHUS; IpaBUIIa
YTEHHS TEKCTOB MPO(ECCHOHATBHON

- HaIpaBJICHHOCTH o0mume
TpeOOBaHUSI K OyXraJTepCKOMY y4eTy B
4acTH JOKyMEHTHPOBAaHUS BCEX
XO35UCTBEHHBIX IEUCTBUHN U ONIEPALIU;

- MIOHSTHE TIEPBUYHON
Oyxrairepckon JIOKYMEHTALIUH;
oIpe/ieJIeHUe MEPBUYHBIX OyXTalTepCKUX
JIOKyMEHTOB;

- (opMEI HNEePBUYHBIX
OyxranTepcKkux JIOKYMEHTOB,
coJiepXkKalX 00s3aTeIbHbIE PEKBU3UTHI
MIEPBUYHOTO YYETHOTO JIOKYMEHTA;

- HOPSIIOK IPOBEACHHS IPOBEPKU
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MIEPBUYHBIX OyXTaJTEPCKUX TOKYMEHTOB,
(opManbHOH NPOBEPKH  JIOKYMEHTOB,

TIPOBEPKHU o CYLIECTBY,
apu(pMeTHYECKO POBEPKH;

- TPUHLIAIIBL u MIPU3HAKH
TpYNIHPOBKU HEepBUYHBIX

OyXraJTepcKkux JIOKYMEHTOB; TIOPSI0K
MPOBEACHUSI TAKCUPOBKHA M KOHTHUPOBKH
MIEPBUYHBIX OyXrantepckux
JOKYMEHTOB, TOPS/IOK  COCTaBJICHUS
PETUCTPOB OYXTaNTEPCKOTO yIeTa;
-IIpaBWJIa U CPOKH XPAHCHUS MEPBHUIHON
OyXranTepckoi JOKYMEHTAIIHH.
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