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1. MACIIOPT PABOYEHN MPOI'PAMMbBI YYEBHOM JUCIUILIUHBI

OI1.04 TlokyMeHTAaLMOHHOE O0ecneyeHHe YIpaBJIeHus

1.1. O61acTh NPUMEHEHUS TPOrPAMMBI

Pabouass  mporpamma  y4eOHOW  JAMCHMIUIMHBI  SIBJISIETCS  YacCThIO
obpazoBarenpbHOl TporpaMmbl B cooTBeTcTBUM ¢ PI'OC mo cnenmanbHoctn CIIO
38.02.04 Kommeprius (1o otpaciisaM), YKpyIlHeHHas rpyrmna cueruansaocteid 38.00.00
DKOHOMUKA U YIIpaBJICHUE.

1.2. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeIbHOM IPOrpaMMbl:

VYyeOHasi OUCHUIUIMHA BXOJUT B LHUKI 001ENpo(hecCHOHATBHBIX IUCIMILINH,
HalpaBJICHHBIX Ha (opmMupoBaHHe OOMMUX M MPOPECCHOHATBHBIX KOMIICTCHIIUMH,
BKJIIOUYAIOIIUX CITIOCOOHOCTB:

OK 1. IloHumaTe CyIIHOCTP W COIHMAJIBbHYIO 3HAUYUMOCTh CBOEH Oymyiien
npodeccuu, NposIBIATh K HEW yCTONYMBBIA UHTEPEC.

OK 2. OpranuzoBbiBaTb COOCTBEHHYIO [€STEIBHOCTb, BBIOUpATh THUIIOBBIC
METOJIbI U CHOCOOBI BBIMIOJIHEHUS TPOGECCHOHATIBHBIX 3a/ad, OICHUBATh HUX
3 PEKTUBHOCTh U Ka4E€CTBO.

OK 3. IlpuauMmarh penieHuss B CTAHIAPTHBIX W HECTAHJIAPTHBIX CHTYyalUHsIX U
HECTH 32 HIX OTBETCTBEHHOCTb.

OK 6. PabGorats B KoJJIeKTHBE U B KoMaHzae, 3(PQGEKTHBHO OOIIAThCA C
KOJUJIEraMH, PyKOBOACTBOM, IOTPEOUTEIISIMH.

OK 11. Ob6ecneunBaTh 0€30MACHOCTh KU3HEIEATEIHLHOCTH, MPEIOTBPAIIATH
TEXHOT€HHbIE KaTacTpo(pbl B MPO(EeCCHOHATBHON AEATeIbHOCTH, OPraHU30BBIBATH,
IPOBOAUTH M KOHTPOJIUPOBATh MEPONPUSITUS MO 3alIUTE paOOTAIOUIMX U HACEJICHUS
OT HETaTUBHBIX BO3ACHUCTBUN YPE3BbIUYAHBIX CUTYAIU.

[IK 2.2. OdopmisaTe, TpoBEpsATh MPAaBUWIBHOCTh COCTABJICHUS, 00ECIIEYMBATH
XpaHEHHE OPraHU3alMOHHO-PACIOPSIUTENbHBIX, TOBAPOCOIPOBOAUTENBHBIX U MUHBIX
HEO0OXOJAUMBIX JOKYMEHTOB C UCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

1.3. leau 1 3agaum JUCHUIIMHBI — TPE0OOBAHMS K Pe3yJbTaTaM O0CBOCHUA
AUCHHUILINHBI:
B pe3ynbTaTe 0CBOCHUS TUCHUIIIMHBI 00YUaIOIUNUCS 00I0/CeH yMemb.

- 0ohopMIATE U TPOBEPSATh MPABWIBHOCTH OQOPMIIEHHUS JOKYMEHTAIlMH B
COOTBETCTBUHM C YCTAHOBJICHHBIMH TpPEOOBAHHUAMH, B TOM YHCIE HCIOJIb3YS
MH(pOPMALIMOHHBIE TEXHOJIOTUH;

- TPOBOJUTH aBTOMATU3UPOBAHHYIO 00pAa0OTKY IOKYMEHTOB;

- OCYILIECTBJIATH XPAaHEHUE U MIOUCK JOKYMEHTOB;

- HCIOJIb30BaThb  TEJIEKOMMYHUKAIIMOHHBIE  TEXHOJOTMH B  3JIEKTPOHHOM
JOKyMEHTOOOOpOTE.

B pe3ynbpTaTe 0CBOCHUS TUCUHUIIIMHBI 00YUYaIOIIUICS 00I)CeH 3HAMD '

- OCHOBHBIC TIOHATHUS: 1EJH, 33JaY U TPUHIIUAIIBI TOKYyMEHTAIIMOHHOTO



o0ecrieueHns yrpaBlIeHUs;
- CHCTEMBbI JOKyMEHTAIIMOHHOTO 00eCIIeYeHUS YIPaBICHUS, IX aBTOMATHU3AIINIO;
- KJIaccu(UKAIMio TOKyMEHTOB;
- TpeOOBaHUA K COCTaBJICHUIO U OPOPMIICHHIO JJOKYMEHTOB;
- OpraHM3aluio JOKyMEHTOooOOpoTa: mpueM, o0paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHUE JJOKyMEHTOB, HOMEHKJIATYPY JEII.

1.4. KoJinuecTBO YaCOB HA OCBOEHHE MPOTrPaAaMMbl JMCHUIIUHBI:
MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromerocs 60 yacoB, B TOM 4HcIe:
00s13aTeIbHON ayTUTOPHON yueOHOM Harpy3ku obydatomierocst — 40 yacos,;
CaMOCTOSATENbHOM paboThl 0Oyuaromierocs — 20 4acos.

dopMa UTOTrOBOM aTTecTaAllUM: Oughhepenyuposanubvlil 3auem

[Ipu yrpo3e BO3HUKHOBEHHS M (WJIM) BO3HUKHOBEHHM  OTIEJIbHBIX
Ype3BbIYANHBIX CHUTyallUd, BBEICHUU PEXHMa MOBBILIEHHONM TOTOBHOCTU WM
Ype3BbIYAHON CUTyalluu Ha Bcer Tepputopun Poccuiickoit @enepanyu a1bo Ha ee
yacT peaquzanusi paboueld mOporpaMMbl  y4eOHOM  JTUCUUIUIMHBI  MOXET
OCYLIECTBIATHCA € NPUMEHEHUEM OHJIEKTPOHHOIO OOYyYEeHHs, JAMCTAHIIMOHHBIX
00pa30BaTeIbHBIX TEXHOJIOTHUH.



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

MaxkcumanbHas yueOHasi Harpy3Ka (Bcero)

60

Oo0s3aTenbHAs ayANTOPHAs yueGHast Harpy3Ka (Bcero)

40

B TOM 4YHUCJIC:

TCOPETUYCCKUEC 3aHATUA

16

7Ta0opaToOpHbIE 3aHATUS (He npedycmomperul)

MPAKTHUYCCKUC 3aHATUA

20

KOHTPOJIbHBIC pa60TI>I

KypcoBasi paboTa (IIpoeKT) (ke npedycmompeno)

CamocTosiTeibHAas padoTa o0yuarouierocsi (Bcero)

20

B TOM 4YHUCJIC:

caMoCTOSTeIbHAs paboTa Hal KypcoBOi paboToii (mpoekToM) (ne npedycmompero)

- N0020MOBKA YCMHBIX COOOUIeHUT
- cocmasaenue scce

- cocmagienue KOHCheKma

- H0020MOBKA NPe3eHMayuu

Umoeosas ammecmayus 6 ghopme ouppepenyuposannozo 3auema

NS B B

o 3a09HOM (hopme 0OydeHHs

Bun y4eoHoii paboThI

O0neM yacoB

MaxkcumanbHasi ydaeOHasi Harpy3Ka (Bcero) 60
O6si3aTesibHAsi ayIUTOPHAsE yueOHAasi HArpy3Ka (Bcero) 8
B TOM YHCJIE:
TEOPETUUCCKUE 3aHATH 2
nabopaTopHBIC 3aHATHUS (He npedycmMomperbl) -
MPAKTHUCCKUE 3aHATHS -
KOHTPOJIbHBIC PabOTHI (He npedycmompenst) 4
KypcoBasi paboTa (IpoeKT) (ke npedycmompero) -
CamocTosiTeibHasi padoTa o0yuarouierocsi (Bcero) 52
B TOM YHCIIE:
caMocCTosATeNbHas paboTa Hax KypCOBOM paboTo (ITPOSKTOM) (He npedycmompero)
Umoeosas ammecmayus 6 ghopme ouppepenyuposannozo 3auema 2




2.2. TemaTu4eckuii miiaH u cojaep:xkanue ydyeoHnoii mucuumianabl OI1.04 JlokyMeHTaMOHHOE 00ecieueHue YIpaBJIeHusl

HaumenoBaHue pa3jiesioB u Conep:xanue y4eOHOro MaTrepuasa, JJadopaTopHbie U Oo6bem Koabl komnereHumi,
TeM NpakTHYeCKHe PadoThl, CAMOCTOSITE/IbHAS padoTa 00y4aloIuxcs, | 4acoB ¢dopmupoBanmnio
KypcoBasi padoT (MpoeKT) (eciu npedycmompensvi) KOTOPBIX CIOCOOCTBYET
3JIEMEHT NPOrpaMMbl
1 2 3 4
Tema 1. Conepxanue y4eOHOro MaTepuaJia 8 OK1-3,0K6,0K11
BBenenue. lokymeHT n 1. | 3HayeHne ®  coAep)KaHWE  JTUCHUIUIMHBI  «JlOKyMEHTallMOHHOE 2
cHCTeMa J0KYMEHTAIUH. obecrieyeHUe  ympaBieHUs». [IOHATHE  TEPMHHOB  «JIOKYMEHT»,
OpraHu3anuoHHO «JIOKyMEHTHUPOBaHHE, «IOKYMEHTAIIHOHHOE o0ecrieueHue
pacnopsiIuTe bHbIE yIOpaBiIeHUs». YHUQUKAIUS W CTaHAAPTH3ALUH  YIPAaBICHYECKUX
JOKYMEHTBI JAOKYyMCHTOB.
2. | Opranu3anyoHHbIE JOKYMEHTBI — YCTaB, Y4YpEAMTEIbHBIC JOTOBOP, 2
nosiokeHue. PacropsimutensHble JOKYMEHTBI — PUKa3, PaclopsiKeHHE,
yKa3aHue, TIOCTaHOBJIICHNE, PEIICHNE, MHCTPYKIHS, TIPOTOKOIL.
CnpaBo4HO-MH(POPMAIIMOHHBIE  JIOKYMEHTBI:  CIy)KeOHasi — 3armcka,
00BsICHUTEIIbHAS 3aITMCKa, aKT, CIIPaBKa, CIy)KEOHBIC MUChMa.
JlaGopaTtopHsie paboTHI (He npedycmompensl) -
IIpakTHYecKkHe 3aHATHS 4
1. | Usyuenune 'OCT 37.0.8-2013 «CUBU/I. Jlea0mpon3BoACTBO U 2
apxuBHOe Jen0. TepMUHBI 1 OnpeieNeHUs.
2. | CocraBneHue U 0(pOpMIICHHE OPraHU3aINOHHO-PACTIOPSAUTEIBHBIX 1
nmokymMeHToB: B cootBercTBur ¢ 'OCT P 6.30-2003 YCJI OP/]
3. | KoHTpoJibHBIE PadOTHI 1
CamocTrosiTesibHasi padoTa 00yYal0IMXCcs 2
1. | CocraBnenne omopHOro KoHcHekra 1o Teme  «CrpaBouYHO- 2
MH()OPMALIMOHHBIE JOKYMEHTHI: CITy)KeOHasi 3amucKa, OOBSCHUTEIbHAS
3aIKCcKa, aKT, CIPaBKa, CIy)KEOHbIC MUChMa»
Tema 2. Coaep:xanue yueOHOro MaTepuaJia 8 OK1-3,0K6,0K11
KanpoBasi fokyMeHTanusi 1. | JlokyMeHTUpOBaHUE  TPYJOBBIX  mpaBooTHomieHWil. CocTaB 2 K 2.2
0CO0EHHOCTH O0(OPMIICHHS TOKYMEHTOB T10 IUYHOMY COCTaBYy.
KommnexToBanue auyHoro aena. Asroouorpadus. Pestome. 3asBnenune




| 0 mpueMe Ha paboTty. IIpruKassl 0 TMIHOMY COCTABY.

JlabopaTopHsie paboTHI (re npedycmompenoi)

IIpakTHYecKue 3aHATHS 6
1. | CocraBnenue u oopmiIeHHE TOKYMEHTOB IO JIUYHOMY COCTaBY C 2
WCTIOJIb30BaHUEM  YHUQDHUIMPOBAHHBIX (GopMm  (TpUKa3bl 0
JIMYHOMY COCTaBY M OCHOBAHHS K HHM)
2. | CocraBnenue u opopMICHHE JOKYMEHTOB: 0()OpMIICHHE CIIPABOK, 2
JIOKJIATHOU M CITY>KeOHOM 3aIUCKH, aKTa.
3. | CoctaBnenne W  oQopMIIeHHE JOKYMEHTOB: 0GOpMIICHUE 2
TPYAOBOTO JIOTOBOPA, MPUKa3a 0 MpHeMe Ha padoTy, opopmieHue
TPYJOBON KHUKKH.
KouTposibHbIe paboThI (e npedycmompensi) -
CamocTosiTeIbHAas padoTa 00y4aloImuXcs 4
1. | IToaroTOBKA YCTHBIX COOOITICHUI 10 pacCMaTPpUBAEMOM TeMe 2
2. | CocTaBnieHHE OMTOPHOTO KOHCIEKTA 110 TeMe «KOMIUIEKTOBaHUE THNYHOTO 2
Jenay.
Tema 3. Coaep:xanue yueOHOro MaTepuaJia 6 OK1-3,0K6,0K11
JloroBopHo-nipaBoBasi 1 | INousaTus moroBopa. Buisl J0roBOPOB. 2 K 2.2
JOKyMEHTaIMs [MpaBuna odopmieHHs MPETEH3HMOHHBIX MUceM. DOpMyJsIp HUCKOBOTO
3asiBJICHUs], TpeOOBaHMsI K €10 0()OPMIICHUIO.
JlaboparopHsie paboTHI (e npedycmompetivi) -
I[IpakTHyeckue 3aHATHSA 4
1 | CocraBneHue u o0(OPMJICHHE IOTOBOPHO-TIPABOBOM JOKYMEHTAIHH 4
(ITOTOBOP KYIUTU-TIPOJIAKH)
KonTposbHbIe paboThl (He npedycmompetvt) -
CamocTosiTeJIbHAas padoTa 00y4alouuxcst 6
1. | [ToaroToBKAa YCTHBIX COOOIEHUH IO paccCMaTPUBACMON TEME 2
2. | [lonroToBka nMpe3eHTAIMK IO PACCMAaTPUBAEMOI TeMe 2
3. | Cocrarnenue acce o Teme «IIpaBuiia ohopMIICHHS TPETEH3UNOHHBIX 2
HceM»
Tema 4. IlonsTue Conep:xaHue yueOHOT0 MaTepHaJa 6 OK1-3,0K6,0K11
JOKYMEHT0000pOTa, 1. | CocraB u yueT o6beMa JOKyMEHTO00OpOTa MpeAnpusITuil. Opranuzanus 2 IIK 2.2

perucrpanusi 10KyMEHTOB

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




2. | Pabora ¢ 3anpocamu. PaboTa ¢ 2JIeKTPOHHBIMH JOKYMEHTaMH 2
JlaGopaTopHbie pabOTHI (He npedycmompensvl) -
IIpakTHYecKue 3aHATHS 2
1. | Perucrpanus Bxoasmei, ucxoasieil 1 BHyTpeHHEH JOKYMEHTALUH. 2
3aromHeHNe PErUCTPAIMOHHBIX (GOpM (KYPHAIBI, PETHCTPAIIIOHHO-
KOHTPOJIbHBIE KAPTOUKH)
KonTtposbHbIe paboThl (e npedycmomperul) -
CamocTrosiTesqibHasi padoTa 00y4al0IIMXCS 4
1. | [loaroToBKa YCTHBIX COOOIIEHHI IO pACCMaTPHUBAEMO TeMe 2
2. | [ToaroroBka npe3eHTAIMK 110 PaCCMaTPUBAaEMOM TeMe 2
Tema 5. Opranusanust Coaep:kaHue y4eOHOr0 MaTepuaJa 10 OK1-3,0K6,0K11
OIIEPATHBHOIO U 1. | Homenknarypa nen. UnanBuayansHble, CBOJHBIE, IPUMEPHBIE H 2 K 2.2
APXMBHOT0 XpaHEHUs TUIIOBbIE HOMEHKJIATYPBI Jell.
JNOKYMEHTOB 2. | TTonroToBKa M MOPSIOK TEpeIauu JIeN B apXHUB. 3aKOHOIATEIILHBIC aKThI 2
¥ HOPMATHBHO METOAMYECKUE IOKYMEHTHI [0 apXUBHOMY XPaHEHHIO
JOKYMEHTOB
JlabopaTopHble paboTHI (HE IPETyCMOTPEHBI) -
IIpakTHYecKue 3aHATHSA 6
1. | CocraBnenue u opopMIIeHHE HOMEHKIIATYPHI 1T (CBOTHAS 2
HOMEHKJIATypa JeJl PeInpUsITHS)
2. | Pemenune cuTyanoHHbBIX IpodeccHOHaTBHBIX 33134 2
3. | KonTposbHbie paboThI 1
CamocTosiTeIbHAs padoTa 00y4Yal0IUXCA 4
1. | IToaroTOBKA YCTHBIX COOOITICHHI 0 pacCMaTPpUBAEMOM TeMe 2
2. | CocraBnenue 3cce 1o Teme «[1oAroToBKa U MOPSAOK Mepeadu el B 2
apXUB»
JIM®PEPEHIIMPOBAHHBIN 3AYET 2
BCEI'O 60




3. YCJIOBMA PEAJIM3AIIUUA ITPOI'PAMMBI TUCHUITVINHBI

3.1. TpeOboBaHusi K MUHUMAJbHOMY MATEPHAJIbHO-TEXHUYECKOMY 00eCIeYeHUI0
YueOHbIl KaOMHET JOKYMEHTAIIMOHHOTO 00ECTICUCHUS yIIPaBJICHU.

O6opynoBanue yueOHOTO KaOUHETA:
KOMITJIEKTHI CIICITUATM3UPOBAHHOM MEOCTTH YUaIuXcs
2. pabouee MecTO mperoaaBarels - 11T,
TexHuueckue cpeacTBa 00yUYeHHUS:
KomneroTepsl C  YCTAQHOBJICHHBIM  JIMUIEH3MOHHBIM  MPOrPaMMHBIM
o0ecrneyeHrueM:
1. OC Windows, MS Office, 7-Zip, Adobe Acrobat Reader, Comodo Internet
Security, Koncynprant mmaoc, 1C: Ilpeampusitie, ¢ BBIXOJOM B CETh
«HTEpHET» M JOCTYNOM B 3IEKTPOHHYIO MH(POPMALIMOHHO-00pa30BaTEIbHYIO
cpeny.
MPOEKTOP;
3. 9KpaH.

=

N

3.2. UudopmanmonHoe odecnevyenue o0yueHust
Ilepedyensb yueOHbIX u3ganuii, UHTEpHET-pecypcoB,
JAOTMOJIHUTEIbHO JIUTEPATYPHI

OCHOBHBIE HICTOYHUKH:

1. BonkoB A. M. [IpaBoBoe ob6ecrnieuenue mpodecCHOHATbHON eI TEIbHOCTH:
y4eOHUK Il cpeAaHero mnpodeccuoHanbHOoro ooOpaszoBanus/ A. M. Bonkos,
E. A. Jlrorsruna; mox obmieit pemakiueir A. M. Bonkoga. - 3-¢ u3z., mepepad. u Jom. -
MockBa:  UszmarenpctBo  FOpaiit, 2021.- 279c.-  (IIpodeccuonanpHOe
oOpasoBanue). - ISBN 978-5-534-15088-9. - URL.: https://urait.ru/bcode/487196

2. Kopuees U. K. JlokyMeHTaIlmoHHOE 00ECIIEYeHNUE YIPABICHUS: YICOHUK U
NpakTHKYyM Mg cpenHero mnpodeccuoHanpHoro obpaszoBanus/ U. K. Kophees,
A. B. ITmenko, B. A. Mamypues. - 2-¢ wu3g., nepepadb. u Jom. - Mocksa:
M3narensctBo  Opaiit, 2021.- 384 c.- (IIpodeccuonanpHoe o0Opa3zoBaHue). -
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: MsmatenbctBo FOpaiit, 2021.- 265c.- (IIpodeccuonansuoe
obpasoBanue). - ISBN 978-5-534-00088-7. - URL.: https://urait.ru/bcode/469832
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JlOTIOJTHUTEThHBIE HCTOYHUKH

1. Aoynanze [I. I'. JlokymMmeHTanIMOHHOE OOECTICUEHUE YIPABIICHHUS TEPCOHATIOM:
y4eOHUK U TPaKTUKyM [JI1  CpeIHero mnpodecCHOHAIBHOTO  00pa3oBaHus/
. T. A6ynanze, U. b. Bempsokkuna B. M. Macnosa. - 2-e u3a., nepepab. u IO -
MockBa:  UznmarensctBo  FOpaiit, 2021.- 370c.-  (IIpodeccuonannpHoe
obpasoanue). - ISBN 978-5-534-15076-6. - URL.: https://urait.ru/bcode/487121

2. bopmesckuit I'. A. 'ocymapcTBEHHO-UaCTHOE MApPTHEPCTBO: YYEOHUK H
NPaKTUKYyM JUIsl cpenHero mpodeccuoHansHoro oodpaszoBanus/ I'. A. BoprieBckuii. -
MockBa:  UszmatensctBo  FOpaiit, 2021.- 282c.- (IIpodeccuonanpHoe
obpasoBanue). - ISBN 978-5-534-08174-9. - URL.: https://urait.ru/bcode/474173

3. bsuir B. C. lokymenTtanimonHoe obecrnedenune ymnpasienus. HOpunmueckas
TeXHUKA: ydeOHOe mocoOue Il CpeaHero MpoQecCHOHATLHOTO 00pa3oBaHUs/
B. C. bsuir. - 2-e u3a., uchp. u jgoi. - Mocksa: U3narensctBo Opaiit, 2021. - 103 ¢. -
(ITpodeccuonansHoe  ob6pazoBanme). -  ISBN 978-5-534-08233-3. -  URL:
https://urait.ru/bcode/474092

4. Jloponuna JI. A. JlokymeHTanimoHHOE OOECIeYeHHE YIpaBIICHUS: YIeOHUK U
NPaKTHKYM [UIs CpeaHero TmpodeccuonambHoro obOpaszoBanus/ JI. A. JlopoHuHa,

B. C. Uputukona - Mockaa: N3natenscTBO IOpaiir, 2021. - 233 c. -
(ITpodeccuonansuoe  oOpazomanme). -  ISBN 978-5-534-05783-6. -  URL:
https://urait.ru/bcode/473802

5. Ky3snenos N. H. JlokyMeHTanOHHOE o0ecrnieueHue yIpaBJICHUS.

JIOKyMEHTOOOOPOT W JCIIONPOM3BOACTBO: YYCOHHK W MPAKTUKYM JUISI CPEIHETO
npodeccuonanbuoro obpazosanus/ WM. H. Ky3nenos. - 3-e usn., nepepab. u oM. -
MockBa:  UszmatensctBo  FOpaiit, 2021.- 462c.-  (IIpodeccuonanpHoe
obpasoanue). - ISBN 978-5-534-04604-5. - URL.: https://urait.ru/bcode/470020

6. IIpaBoBoe oOecrieueHre MPoHECCUOHANBHON JESITEIBHOCTU: YYEOHHK U
MPaKTUKYM JIJIsi cpeliHero npodeccruoHaibHOro oopazoBanus/ A. I1. Anb6oB [u ap.];
nmoa o6miedt penakiueir A. I1. Ans6oBa, C. B. Hukomokuna. - 2-¢ usn. - Mocksa:
M3natensctBo FOpaiit, 2021.- 458 c.- (IlpodeccuonanbHoe 00pa3oBaHUE). -
ISBN 978-5-534-13592-3. - URL.: https://urait.ru/bcode/470051

7. IlyBamoBa H. H. OcHOBBI IeNONpPOM3BOACTBA: YYCOHUK M TMPAKTUKYM IS
cpennero npodeccuoHanpHoro oopazosanus/ H. H. IllyBamosa, A. FO. iBanoBa; moj
oomei penmakmmert H. H. lllyBamoBoii. - 2-¢ wm3za., mepepad. m jom. - Mocksa:
N3narensctBo  Opaiit, 2021.- 428c.- (IIpodeccuonanpHoe oOpa3oBaHue). -
ISBN 978-5-534-11014-2. - URL: https://urait.ru/bcode/469548

NuTtepHeT-pecypcsl:
1. MudopmarmonHo mpaBoBoii moptan- URL: http://www.consultant.ru
2. Opunpanbuplii  cait MunuctepctBa  ®unancoB Poccuiickoi
deneparun- URL: https://www.minfin.ru/
3. lokymenTarmonnoe ynpasienue URL: http://www.sekretariat.ru
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA JUCIHUIIJIMHBI

KOHTpOJIB N OICHKAa PpC3YyJIbTATOB OCBOCHHA IUCHUILIIIMHBI OCYHICCTBIIACTCSA
MpernoaaBaTcICM B IPOHCCCC IMPOBCACHUS IMPAKTHIYCCKHUX BaHHTHﬁ, TCCTUPOBAHUS, a

TaK)X€  BBINOJHEHUS
HUCCIIEeIOBAHMIA.

o0yJaronmmMucs

HMHIWBUYaJIbHBIX

3aJIaHUH,

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

Koas! popmupyemsbix
npodeccHOHAIBLHBIX U
00IMX KOMIeTeHIIUii

®opMbI 4 METOABI KOHTPOJISI H
OLIEHKH Pe3yJIbTATOB 00y4YeHUsI

Ocsoennvle ymenusi:
- pacro3HaBaTh 33aJady W/WIU mpodiIeMy
B npodeccnoHATLHOM n/unu

COLMAIbHOM KOHTEKCTE, aHAIM3HPOBATH
3amaqy W/WiHM npoOjeMy W BBIICIATH e
COCTAaBHBIC YACTH; OINPECNSATh ATAIbl

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

- BIQJETh AaKTyaJbHbIMH METOJAMHU
pabotel B mpodeccHOHANEHOW U
CMEXKHBIX chepax; pea30BaTh

COCTaBJICHHBIA IJIaH;
- OLCHHMBAThb pPE3yJIbTaT W IMOCICACTBUA
CBOHX I[el\/’ICTBI/II\/‘I (CaMOCTOHTCJ’IBHO nujm C

MOMOIIBI0  HACTABHUKA)  OINPEAEIATh
3aJayd Uil MOoMcKa  MH(OpMaLuH;
OIIpe/IeIATh HEOOXOANMbIE HWCTOYHUKH
uHpOpMaLNY;

-IJIAaHUPOBATh nporecc THIOHCKa;
CTPYKTYPHPOBATh HOJTy4aeMyto
UHPOPMALIHIO;

-BBLICNIATH ~ Haubojee  3HayMMoOe B
nepeuyHe  uH(pOpManMM;  OLEHUBATH

NPAKTHYECKYI0 3HAYMMOCTh PE3yJIbTaTOB
MOUCKA;
- odopMIATH  Pe3yNbTAThl  MOWCKA
OTIPEe/IeTIATh aKTYallbHOCTh HOPMATHBHO-
MpaBOBOU JIOKyMEHTALUH B
npodeccroHabHOMN NesTeNbHOCTH;
- T[PUMEHSATh COBPEMEHHYIO HAay4HYIO
npodeccroHabHY IO TEPMHHOJIOTHIO;
OIPE/IeTIATh M BBICTPAUBATH TPACKTOPHU
npodeccHoHaNnbLHOro pa3BUTHS u
camMo00pa3oBaHus OpraHU30BHIBATH
paboTy  KOJUIEKTMBA W KOMaHIBI;
B3aUMOJIEHCTBOBATh  C  KOJUICTAMH,
PYKOBOJICTBOM, KIHEHTaMH B  XOJ€
npogeCCUOHATBHOM JIEATSIBHOCTH
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

OK1-3,0K6,0K11
IK 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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pemeHus  MPOGECCHOHANBHBIX — 3a1ad;
WCIOJIb30BaTh COBPEMEHHOE
OporpaMMHOE  OOECIICYCHHUE IMOHHMATh
OO CMBICT YETKO MPOU3HECCHHBIX

BBICKA3bIBAHUH Ha M3BECTHBIE TEMBI
(mpodeccuoHanbHple M OBITOBBIE),
NOHMMaTh  TEKCTbl ~ Ha  0a30BbIE

MpoQeCcCHOHANBHBIE TEMBI; YIacTBOBAaTh
B JMaJOTax Ha 3HAKOMBIC O0OmMe W
npodeccHOHANBHBIE  TEMBI;  CTPOHTH
IpOCTHIE BBICKAa3bIBAaHHSA O cede H O
cBoei po¢eCCHOHATBHOM
JeATeIIbHOCTH; KPaTKO OOOCHOBBIBATH H
OOBSICHUTh CBOM JEHCTBHS (TeKylIue MU
IUTAaHUPYEMBIE); MUcaTh IIPOCTHIE
CBSI3HBIC COOOILICHUSI HAa 3HAKOMBIE WIIU
HHTEpecyIoIIne npodeccroHabHbBIE
TEMBI MIPUHUMATD MIPOU3BOJIEHBIE
MepBUYHbIE OyXranrepckue JTOKYMEHTHI,
paccMarpuBaeMble  Kak  IHCBMEHHOE
JI0Ka3aTeIbCTBO COBEpIICHUS
XO035UCTBEHHON onepauuu W
MOy 4eHHE paspemieHuss Ha e
NpOBeIeHHUE; IPUHAMATh TIepBUYHbIE
OyxranTepckue JIOKyMEHTBI Ha
OyMa)xHOM HOCHTeNEe W (WIM) B BHIE
3JIEKTPOHHOTO JIOKYMEHTA,
MOJIICAHHOTO 3JIEKTPOHHOM ITOIMHUCHIO;
NPOBEPATh HAJIMYHUE B TPOU3BOIIBHBIX
HNEPBUYHBIX OyXTaNTepCKUX MOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB; IPOBOJHUTH
(opManbHYI0 TPOBEPKY JIOKYMEHTOB,

TIPOBEPKY o CYIIECTBY,
apu(pMETHYECKYIO NPOBEPKY; MPOBOJUTH
TPYNIHPOBKY HEepBUYHBIX

OyXraJTepcKux JOKyMEHTOB IO DSy
MIPU3HAKOB; IPOBOAWTH TAKCUPOBKY H
KOHTHUPOBKY HEPBHYHBIX OyXTralaTepCKUX
JOKyMEHTOB;

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

JOKYMEHTaM B PETHCTPEI

OyXraiTepcKoro y4era,

- TepenaBarth HEepPBUYHbIE

OyXranTepcKue ITOKYMEHTHI B TEKYIIUH

OyXranTepcKUd  apXWB;  IlepenaBaTh

NIepBUYHBIE OyXTaJITEpCKHE JOKYMEHTHI B

MOCTOSTHHBI ~ apXUB 10  UCTEYEHHUH

YCTAQHOBJICHHOTO  CpOKa  XpaHEHHS;

UCIIPABIATh OIIMOKM B  IEPBHYHBIX

OyXTraJTepCKUX JIOKYMEHTAX.

Yeeoennvie snanus: OK1-3,0K6,0K11 |- okcneprHoe HabIIONeHHE M OLEHKA
- aKTyaJbHbII K 2.2 paboThI BO BpeMsl yCTHBIX OIIPOCOB;
npodeccHoHaNBHBIE M COLMAIbHBIN - JKCIepTHOe HalJIIoieHue 3a paboToi
KOHTEKCT, B KOTOPOM  IPUXOJIUTCS BO BpeMsl IPAKTUUECKHUX 3aHATHH;
paboTaThb M KHTh; - OlleHKa BBITIOJTHEHHS
- OCHOBHBIE HCTOYHHUKH CaMOCTOSTENILHOM BHEayAUTOPHOU
uHOpMaLMK M PECypchl Uil pelleHus paboThl;

3ama4 ¥ npodieM B NpodeccHoHaIbHOM - OLEHKa pe3yJbTaTOB  TEKyIleH Hu

W/AIn COIMAJIBHOM KOHTCKCTC,

MIPOMEKYTOUHON aTTECTALINH.

13



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-TIPaBOBOH
JOKyMEHTaI[H; COBPEMEHHAasI Hay4YHasi U

npodeccHoHaNbHast TEPMHHOJIOT U,
BO3MO>KHEIE TPAaeKTOPUHU
MpodeCCHOHATEHOTO pa3BHUTHUS u
caMo00pa3oBaHusI [ICUXOJIOTHYECKHE
OCHOBBI  JEATEIBHOCTH  KOJIJIEKTHBA,
IICUXOJIOTHYECKUE 0COOEHHOCTH
JIMYHOCTH, OCHOBBI MIPOEKTHOH
JIEATENBHOCTH

- 0COOEHHOCTH COLMAIBLHOIO U
KyJIBTYPHOTO KOHTEKCTA,; npaBuiIa

oopmileHHsT 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 yUeTa;
-IIpaBWJIa U CPOKH XPAHCHUS MEPBHUIHON
OyXranTepckoi JOKYMEHTAIIHH.
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