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Pabouast mporpamma y4eOHOW JUCHUIUIMHBI «J{OKyMEHTalMOHHOE OOecreueHne
yhnpasieHus»  pazpaboTaHa Ha  OCHOBe  (pe[epajbHOr0  rOCYAapCTBEHHOTO
o0pa30BaTeNbHOrO0  CTaHAApTa CpeAHero NpoecCHOHAIBbHOrO  00pa3oBaHUs IO
cnenuanbHocTd  38.02.010k0oHOMHKAa ©  Oyxraatepckudd yder (IO  OTpacism),
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN MPOT'PAMMBI YYEFHOU JJUCHUILIAHBI
OI1.06 JOKYMEHTAINMOHHOE OBECIIEYEHHUE YIIPABJIEHU S

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:

VYyeOHas

JUCUMIUIMHA  «/oKyMeHTaunOHHOE

obecrieucHue YIIPpaBJICHUAY ABJIACTCA

00s13aTeNIbHOW 4acThl0 O00LIENPO(ECCHOHANBHOTO LUKIA JUCLUIUIMH OCHOBHOM 00pa3oBaTelIbHON
nporpammsl B cootBeTcTBUU ¢ PI'OC CIIO no cnenmansHocT 38.02.01 DxoHOMMKA B OyXTanTepcKuit
y4eT (110 OTpacysiMm).

VYyeOHasgs AUCLUUILUIMHA

«JlokyMeHTalMoHHOe  o0ecreyeHue

yIpaBlieHUs» o0OecreynuBaeT

dhopmupoBanre NMPOPECCHOHATBHBIX M OOIMMX KOMIETEHIMH 1o BceM BuuaM AestenbHoctn PI'OC
CIIO mo cnenuanpHocTH 38.02.01 Dxonomuka u Oyxranrepckuit yder (mo otpacism). Ocoboe
3HaYCHHE TUCUUILTMHA uMeeT pu popmupoBanuu 1 pazsutuu OK 01-05, OK 09, T1K. 1.1

1.2. Heab 1 miiaHnpyemblie pe3yJbTaThl 0CBOECHH S JUCUUIIMHBI:
B pamkax nmporpamMmbl yueOHON AUCIUTLTMHBI 00yJaIONTUMUCS OCBAUBAIOTCS YMEHUS U 3HAHUS

Kon YmMmenus 3HaHus

I1K, OK

OK 01 -IPUHUMAaTh  IPOU3BOJbHBIE  IEPBUYHBIC | -00ILIME TPeOOBaHUS K OyXIaaTepcKoMy

OK 02 Oyxraiarepckue JOKYMEHTBI, | y4YeTy B 4acTU JOKYMEHTHPOBAHUS BCEX

OK 03 paccMaTpuBaeMble Kak MUCbMEHHOE | XO3AWCTBEHHBIX JCHCTBUM M OIEpalMii;

OK 04 JI0KA3aTeNIbCTBO COBEPUICHUS! XO34WCTBEHHOM | IMOHATHE NEPBUYHOM  OyXrajirepckoi

OK 05 olepalyy WM MOJTy4YeHUE pa3pelleHus Ha ee | JOKyMEHTaluH; - oIpeJiesieHue

OK 09 IIPOBE/ICHUE; IIPUHUMATh  IIEPBUYHBIE | IEPBUYHBIX OyXranatepckux

[IK.1.1 Oyxrajarepckue [OKYMEHTHl Ha OyMaXHOM | JOKYMEHTOB;  (OpMBI  MEpPBUYHBIX
Hocutene U (WiIM) B BUAE IIEKTPOHHOIO | OyXTanTepCKHUX JIOKYMEHTOB,
JIOKYMEHTa, IOJIMUCAHHOTO  BJIEKTPOHHOM | coJepKalux o0s3aTeNbHble PEKBU3UTHI
TIOJITIHCHIO; NPOBEPATh  HAJIMYME B | TMEPBHYHOTO  yYETHOTO  JOKYMEHTA;
IPOM3BOJIBHBIX MEPBUYHBIX OYXTaJITEPCKUX | MOPSAIAOK NPOBE/ICHUS MIPOBEPKH
JOKYMEHTaxX OO0S3aTeNbHBIX PEKBU3UTOB; - | TEPBHYHBIX OyXranTepcKux
IPOBOJIUTH ¢bopmanbHyIO MPOBEPKY | JOKYMEHTOB, (OpMaiIbHOH MPOBEPKH
JOKYMEHTOB, TPOBEPKY IO  CYIIECTBY, | JOKYMEHTOB, NPOBEPKH IO CYIIECTBY,
apu(METHUECKyI0  TPOBEpPKY;  HPOBOJIUTH | apuMeTHuecKoi HPOBEPKU; -
TPYNIAPOBKY TEPBUYHBIX OYXTalTEepPCKHUX | MPHHIWNB M TPU3HAKK TPYNIHAPOBKA
JIOKYMEHTOB T10 Py IPU3HAKOB; - IPOBOANUTE | TEPBHUUHBIX OyXranTepcKux
TaKCUPOBKY W  KOHTHUPOBKY TII€PBHYHBIX | JOKYMEHTOB; - TIOPSIOK IPOBEIACHUS
OyXraJnTepcKkux JIOKYMEHTOB; - Opr | TaKCUPOBKH M KOHTHPOBKH IE€PBHYHBIX
AQHM30BHIBATH JIOKYMEHTOO000POT; - | OyXranTepcKkux IOKYMEHTOB; IOPSIOK

p8.36I/IpaTLC${ B HOMCHKIJIATYpPC ACJ; 3aHOCUTH
JAaHHBIC 11O CIpyIIMUPOBAaHHBIM JOKYMCHTAaM B

perucTpsl  OyXTajTepcKoro  ydera; -
nepefaBaTh  MEpPBUYHBIE  OyXTajTepcKue
JOKYMEHTBl B  TEKyIMH OyXranTepckuit
apXuB; - nepeaaBaTh MEepBUYHbIE

6YXFaHTCpCKI/Ie JOKYMCHTHI B IMOCTOSTHHBIM
ApXUB MO UCTCUYCHUU YCTAHOBJICHHOI'O CpOKa

COCTaBJICHUS PErUCTpPOB
OyXTanTepCKOro yd4eTa; - MpaBWia H
CpPOKH XpaHeHust MIEPBUYHOM

OyXTalnTepCKON JOKYMEHTAIIHH;

XpaHEeHHUS; UCTPABIATh  OMIMOKKM B

NEPBUYHBIX OyXranTepcKux

JIOKYMEHTax; .

-pacrio3HaBaTh 3a7avyy W/WIW TpoOJieMy B | -aKTyalbHBIM MPO(ECCHOHATBHBIA |
npoeCCHOHATPHOM  W/WJIM  COLMAIBHOM | COLMANBHBIA KOHTEKCT, B KOTOPOM
KOHTEKCTEe; - aHaJIM3UpPOBATh 3aqady W/WIHM | NPUXOOUTCA  paboTath W JKUTH;
npobaeMy M BBLACTATh €€ COCTaBHBIC YAaCTH; | OCHOBHBIC MCTOYHHKH HH(MOpMAIMM U
ONpEeNeNaTh dTallbl PEmICHWS 3aJadd; - | PEeCypCHI IS PEHICHUs 3a7ad | MpodiieM
BBISIBJISITH u G PEeKTHBHO UCKaTh | B MNpOo(ecCHOHAIBHOM KOHTEKCTE; ---




UHPOPMALIMIO, HEOOXOIUMYIO JUISl PELICHHS
3a/lauyd W/ TPOOJIEMBI; COCTaBUThH . TUIaH
JICHCTBHS; OTIPECTTUTh HEOOXOUMBIC
PECYPCHI; - BIAACTh aKTyaJIbHBIMH METOJIaMH
paboTel B MPOPECCHOHATBHOH H CMEXKHBIX
chepax; - peann3oBaTh COCTABJICHHBIN IIaH; -
OIICHUBATh PE3yabTaT U TOCIEACTBHS CBOUX
JEHCTBHUI (CaMOCTOSATENILHO WJIM C TIOMOIIBIO
HaCTaBHUKA)

JITOPUTMBI ~ BBITIOJIHEHHS ~ paboT B
npo¢eCCHOHAIBHON u CMEXHBIX
o0nacTsx; MeToAbl  paboThl B
npoeCCHOHATBLHON u CMEKHBIX
chepax; - CIPyKTypy IUIaHa JUIs
pelieHusT 3a1av; - TOPSJIOK OICHKU
pe3yIbTaToB pereHus 3a1a4

npodecCuoHaNBHOM e TeIbHOCTH

- ompeneNnATh  3aJaud
UHPOpPMALIUK;  ONPENENsATh  HEOOXOIUMBbIe
UCTOYHMKH HHQPOpPMALMK; - IUIAHUPOBATh
nmporecc  HOWUCKa; -  CTPYKTYpUpPOBATh
noJxydaeMyro HMHGOPMALMIO; - BBIACIATH
HanOoJiee 3HaYMMOE B NiepedHe uHpopMaiumy;
- OIICHMBATh MPAKTUYECKYI0 3HAYUMOCTb
pe3y/nbTaToB  ITOMCKA; - obopmIATh
pEe3yJIbTaThl MOUCKA

JIA IIOHUCKa

HOMEHKJIaTypa WH(POPMAIIMOHHBIX
HUCTOYHUKOB MPUMEHSIEMBIX B
npoeCCUOHATBHON  JCSTEIbHOCTH, -
MIPUEMBI CTPYKTYPUPOBAHHUS
uHpopmanuu; - dopmar odopmiieHHS

pe3yJIbTaTOB MOKMCKa HHPOPMALIUU

- OIpeacidATb AaKTyaJIbHOCTb HOPMATUBHO-

COACPIKAHUC aKTyaHLHOﬁ

IIPaBOBOM JIOKYMEHTalUU B | HOPMaTUBHO|!IIPaBOBOI
npodeccuoHaIbHON JEATEIIBHOCTH; | NOKYMEHTAllUW; COBPEMEHHas Hay4Has
IPUMEHSITh COBPEMEHHYIO Hay4yHyl0 | U HpodeccuoHanbHasi TEPMHHOJIOIHS;
npo¢eCCHOHATILHYIO TEPMHUHOJIOTHUIO; | BO3MOKHBIE TPAEKTOPUH
ONpeAeNsiTh U BBICTpaUBaThb TPAEKTOPUU | MPO(ecCHOHATBHOTO pa3BuTHUA u
npogeccuoHaIbHOI0 pa3BUTHUSA U | camoo0Opa3oBaHUs
camMoo0pa3zoBaHus
- OpraHM30BBIBaTH pPabOTy KOJUIEKTHBA U | ICHUXOJIOTMYECKHE OCHOBBI
KOMaH/Ibl; - B3aMMOJEMCTBOBATh C KOJUIETAMH, | JESITEIbHOCTH KOJUIEKTHBA,
PYKOBOJACTBOM, KJINEHTaAMH B X0z€ | IICHXOJIOTHYECKHE 0COOEHHOCTH
npodeccuoHaIbHOMN e TeTbHOCTH JUYHOCTH; -  OCHOBBI  IIPOEKTHOH
JIEATEITbHOCTH
IPaMOTHO U3JIaraTh CBOM MBICIH M 0(OPMIIATh | OCOOEHHOCTH COLIMAJIBHOTO u
JIOKYMEHTHI 1O Mpo(ecCHoHaIbHON TeMaTUKe | KyJIbTYpHOIO KOHTEKCTa; - IpaBuia
Ha TOCYJapCTBEHHOM SI3bIKE, MPOSBIATH | OQOPMIICHHS JIOKyMEHTOB "

TOJIEPAHTHOCTH B pabOyYeM KOJIJIEKTUBE

MMOCTPOEHHUS YCTHBIX COOOIIEHUN

OPUMEHATh  CpelcTBAa  MH(OPMAIMOHHBIX | COBPEMEHHBbIE CpPEJCTBA M YCTpPOWCTBA
TEXHOJIOTHIl JUISt peuieHus | MHGOPMATU3ALINN; HOpSAZIOK  MX
npoeCCHOHATBHBIX ~ 3ajlay;  MCIIOJIb30BaTh | MPUMEHEHHS U IpOrpaMMHOE
COBPEMEHHOE MPOTPaMMHOE 00ECTICUCHHE obecrieueHne B MpodhecCHOHATHHOM
JIESITEIIbHOCTH
MOHUMATh oOmmit CMBICTT YEeTKO | MpaBWia IOCTPOCHHUS MPOCTHIX H
IIPON3HECEHHBIX BbICKa3bIBAaHUI KA U3BECTHBIE | CIIOXKHBIX IpeIIOKEHUH Ha
TeMbl (mMpodeccruoHalbHBIE U  OBITOBBIE), | NMPOQPECCHOHANBHBIE TEMBI, OCHOBHBIE
NIOHMMATh TEKCThI Ha 6a3oBble | 0O0IIEYNIOTPEOUTENbHbIE IJ1arojsl
npodeccuoHanbHbIE TEMbI; - y4acTBOBaTh B | (ObITOBast 51 npodeccuoHanpHas
JaUajorax — Ha  3HaKOMble  oOmMe ¥ | JIeKCHKA); - JIEKCHYECKUH MHHHUMYM,
npodeccuoHanbHble  TEMbI; -  CTPOMUTH | OTHOCSLIUIICS K ONHCAHUIO MPEIMETOB,

MPOCThIC BBICKA3bIBaHUS O cebe M O cBoeH
po(heCCHOHATTLHOW JISATEIIbHOCTH,; - KPaTKO
00OCHOBBIBATE U OOBSCHUTL CBOU JIEHCTBHUS
(Tekymme W IUIaHUpyeMble); - TIHCaTh
MPOCTHIC CBSI3HBIE COOOIICHWS HAa 3HAKOMBIC
WIM  HMHTEpecyromue  npodeccHnoHabHbIC
TEMBI

CpeZCTB u MIPOIIECCOB
MpoPECCHOHAIBHON  JICSITEIbHOCTH; -
OCOOCHHOCTH TPOM3HOIICHUS; IMpaBHIIa
YTEHUS TEKCTOB MPOdECCHOHATHHON
HaIpaBJICHHOCTHU




2. CTPYKTYPA ¥ COJAEPKAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHHMIIJIMHBI M BUABI Y4e0HO# padoThI

Bua yueOHoii padboThl

O0BbeM yacoB

O0bem 00pa3zoBaTeIbHOM NMPOrpaMMbl y4eOHOM TUCIUTIIIHHBI 32
B TOM YHCIIE:

TEOPETUIECKOe O0yUeHUE 20
MIPaKTUYECKHUE 3aHATHUS 12
caMmocTosiTeNbHas paboTa -
KOHCYJIbTAIHH -
IIpomexkyTOUHASI ATTECTAUSA 3auer




2.2. TeMmaTu4yeCKMii IJIAH U COJePKAHME YUeOHOM JUCHMIIIIMHBI

HaumeHnoBanue Copaepxxanue yueOHOro Mmareprasia u GopMbl OPraHU3aNMH 1eITEIbHOCTH 00y4A0LINXCH Oo0bem | Koabl
pa3iesioB U TeM B KOMIIeTeHIHI
yacax |,
¢dopmupoBan
HI0 KOTOPBIX
Crmocoo0cTByeT
3JIeMEeHT
NPOrpaMMblI
1 2 3 4
Tema 1 BBenenne. Coaep:xanue yue0HOro MaTepHaJia 2 OK 01-05,09
JloKyMeHT n 3HaYeHHUE U COJep)KaHUe IUCLUILIMHBI «/loKyMeHTaluoHHoe obecrieueHue ympasiaeHus». Ilonsatue IIK1.1
cucremMa TEPMUHOB («JIOKYMEHT», «IOKYMEHTHUPOBAHHUE», <«JOKYMEHTALMOHHOE OOECleYeHHEe YIPABICHUS. 2
AOKyMEHTALMH VYHu¢ukauus u cTan1apTU3aly YIPaBIeHYECKUX JOKYMEHTOB
Tema 2 Conep:xaHue yuedOHOro MaTepuaa 2 OK 01-05,09
OpraHu3aumoHHo — | 1. OpraHu3aluoOHHbIE JOKYMEHTBI - YCTaB, YUPEAUTENbHBIE J0r0BOP, MOI0KEHHE. PacnopsauTebHbie IIK 1.1
pacnopsaauTeJIbHbI JOKYMCHTHI - IIpHUKa3, pacHopsHKEHUE, YKa3aHue, IOCTaHOBICHUE, pelleHHe, HHCTPYKLUS, IIPOTOKOI.
€ TOKYMEHTbI 2. CnpaBouHO-MH(OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3alncka, OOBbsICHUTENbHAsl 3alUCKa, aKT, 2
CIpaBKa, CIIy>KeOHble MHUCbMa
B ToM 4unciie, npakTHYECKUX 3aHATHI 4
IIpakTnueckoe 3ansaTue Ne 1. CoctaBieHue U oQOpMIICHHE PACIOPSDKEHUs, yCTaBa (TIOJIOKEHUS), 4
HITATHOTO paCIUCAHUs
Tema 3 KaapoBas Conep:xaHue yueOHOr0o MaTepUaja 8 OK 01-05,09
AOKYMEHTalus 1 . JlokyMeHTHpOBaHUE TpPYAOBbIX MpaBooTHoUIeHHH. CocTaB U 0COOEHHOCTH O(OpPMIICHUS IIK 1.1
JIOKYMEHTOB IO JIMYHOMY cocTaBy. 2.KommnekroBanue nuyHoro aena. ABroOuorpadus. Pesrome. 4
3asiBeHue o mpueme Ha padoty. [Ipukassl Mo TMYHOMY COCTaBY
B Tom unciie, IPaKTHYECKUX 3AHATHHI
IIpakTuyeckoe 3ansaTue Ne 2. OpopmieHre NpUKa3oB MO JUYHOMY COCTaBY.
IIpakTnyeckoe 3ansaTue Ne 3. OdopmiieHHe CIIPABOK, TOKJIATHON U CITy)KEOHOH 3alMCKH, aKTa. 4
IIpakTuyeckoe 3ansitue Ne 4. OdopmiieHue TpyAOBOro J0roBOpa, MpUKaza o mpueMme Ha padoTy,
odopmiieHre TPYTOBON KHUKKH.
Tema 4 JloroBopHo — | Conep:xkanue yueOHOro matepuasa 4 OK 01-05,09
npaBoBas IIK 1.1




1. ITonsitus norosopa. Buasl norosopos. 2.11paBuna opopmiaeHuss mpeTeH3nOHHBIX TuceM. DopMyJsip

AOKyMeHTalusl 4
MCKOBOTO 3asiBJICHHUS, TPEOOBAHUS K €r0 0(hopMIICHUIO
B Tom unciie, NpakTHYeCKUX 3aHATHI
IpakTuyeckoe 3ansaTue Ne 5. OpopmiieHre JOroBopa KyIIH-IPOIaXKU
Tema S Iousitue Coaep:xaHue yueOHOTro MaTepHaJia: 4 OK 01-05,09
nokymMeHToobopora, | 1.CoctaB m yuer oObema JOKYMEHTOOOOpoTa mpexnpusituii. OpraHuzanusi pabOThl C BXOISIICH, IIK 1.1
perucrpanus HCXOJSINEH W BHYTpEHHEW NOKyMeHTamued 2. baspl JaHHBIX IJIs XpaHeHHUs JOoKymMeHToB. Pabota ¢ | 4
JIOKYMEHTOB 3anpocamu. PaboTa ¢ 3J1eKTPOHHBIMH JOKYMEHTaMHU
TeMma 6 Coaep:xxanue yueOHOro MaTepHaJia 8 OK 01-05,09
Opranusanus 1 .Homenknatypa nen. MHauBuayanbHble, CBOJHBIE, IPUMEPHBIC U TUIIOBbIE HOMEHKJIATYpPHI JEIL. IIK 1.1
OnepaTHBHOIO H 2.llonroroBka M MOPSIOK IEepeAadd Jesl B apXuB. 3aKOHOJATENbHbIE aKThl M HOPMAaTHBHO-
apxXuBHOIO METOANYECKUE JOKYMEHTHI 110 apXUBHOMY XPaHEHHUIO JIOKYMEHTOB 2
XpaHeHus
JOKYMEHTOB
IIpoMe:xxyTOYHAas aTTecTanus (3a4er) 2
Bcero: 48




3. YCJIOBUSI PEAJIN3AIIMA ITPOT'PAMMBI YYEBHOM TUCIUTIJIAHBI
3.1. Insa peanu3auuu NporpaMMmbl y4eOHOH JMCHUIUIMHBI MPEeIyCMOTPEHbI Cieaylolmue
crenuaJbHble MOMEIleHNsI:

Jia  peanuzauuy  OporpamMmbl  yuyeOHOM — AMCUMIUIMHBI — mpenycMoTpen — KaGuner
«Jl0KyMEHTaIMOHHOTO 00ECTIEYeHHUSI YIIPABICHU», OCHAIICHHBIN 000py10BaHHEM:
- IOCA/I0YHBIE MECTa MO0 KOJUYECTBY 00YyUaIOIINXCS;
- pabouee MeCTO IpernoaBaTers;
- IOCKa;
- CTCHJIBI,
- TUAAKTUYECKHUI MaTepua;
- TEXHUYECKUMU CPEICTBAaMH 00Yy4EHUS: KOMITBIOTEPHI, MyJIbTHMEIHIHOE 000pyI0BaHNE, IPHHTEP

3.2 UudopmannoHHoe odecrnedeHne peajsn3anu NporpaMmmbl
3.2.1 [leyaTrubie U3TaAHUA

1. Meronnyeckne peKOMEHIAINH 110 MpakTudeckuM 3ansatusm - C.B. Jlarepesa, 2023.

2. Metoauueckre peKOMEHJAIMHU [0 CaMOCTOsATeNbHON pabore cryneHtoB - C.B. Jlarepesa,
2023.

3.2.2. DieKTpOHHBbIe U31aHUs (3JIeKTPOHHbIE Pecypchl)

1. I'pozoBa O.C. MenompousBoactBo. YdeOnoe mnocobue s CIIO. M.: HOpaiit, 2023 -
https://www.biblio-online.ru/inform.

2. Kysnenos W.H. JlokymeHTannoHHOe o0ecrneueHue ympaBieHus. J(oKymMeHTO000poT u
JEeNONpPON3BOACTBO.  YueOHuk wu  mpaktukym s CIIO. M.:  IOpair, 2022 -
https://www.biblio online.ru/inform.

3. CrpaBouHas npaBoBas cucteMa «KoHcynbpTanT imrocy:http:// www.consultant.ru

4. Cnpazounas cucrema «["apanT», http://www.aero.garant.ru

5. Kypnan «/lenonpou3BoacTBO».

6. Xypnan «Cekperapckoe Aeno».

7. KypHan «Y1paBiieHHUE IEPCOHATIOM.

HopMaTuBHBIE TOKYMEHTHI;

1. ®enepanbHblif 3akoH «O0 anekTponHoi noanucu» ot 06.04.2011 N 63-D3. OenepanbHbIil 3aKOH
«O06 undpopmannu, HHPOPMAIIMOHHBIX TEXHOJOTHA?: U 0 3amuTe uHopmaruu» ot 27.07.2006 N
149-®3

2. T'OCT P 7.0.8-2013. Hauunonanensii ctangapt Poccuiickont @enepannn. CucreMa CTaHIapTOB
no uHpopmalmy, OUOINOTEYHOMY U M3AaTeNbCKOMY Jely. JleTonponu3BoACTBO U apXUBHOE JIENO.
Tepmunsl u onpenenenus (yrB. [Ipukasom ['occtanmapra ot 17.10.2013 N 1185-c1)

3. TOCT P 6.30-2003. YuuduuupoBaHHas cucTeMa JOKYMEHTAlUHU. YHU(UIIMPOBAHHAs CUCTEMA
OpTaHU3aIMOHHO-PACTIOPSIIUTEIHOW JTOKyMEHTanu. TpeboBaHue K O(OPMIICHHIO JOKYMEHTOB.
VYreepxaen nocranonienreMm ['occrannapra PO ot 03.03.2003 Ne65-ct. - M.: U31-30 cTannapTos,
2003


https://www.biblio-oniine.ru/inform
http://www.consultant.ru/
http://www.aero.garant.ru/

4. KOHTPOJIL H OIIEHKA PE3YJ/IbTATOB OCBOEHHA YYEBHOH THCHHILTHHLI

Peavasrare obvaenna

KpHTepHH oleHKH

Meroge ouenkn

B pelyneTaTe  OCBOEHHA  [HCIOHILIHHBI
o y4arcmHHca JOKeH THAME:

= ARTVANBHBIE  "pofeCcCHOHANBHBIE = ®
CONMAMEHEN — KOHTEKCT, B KOTOPOM
NPHXOOHTCA paloTaTh H #HTD;

- OCHOBHEIE MCTOYHHKH HHpOpManmm ®
pecYpchl ANA PeLICHAS 33734 H OpodneM B
npodiecCHOHATEHOM — W/HIH  COLHATBHOM
KOHTEKCTE;

- QMrOPHTMEl  BLITOTHEHHA  paboT B
npodeccHOHATEHON B CMeRHBIX 00NacTax;

- MeToOe paboTel B OpofeccHOHANLHOR M
CMEWHEIX Cihepax;

- CTPYKTYPY NMAHA [718 PeleHHS 3a71a4;

- MOPANOK OLEAKH pPelynbTaToBR  pPelleHHs
3aja4 npodeccHONATEHOH NeaTenFHOCTH;

- HOMEHKIATY P HEDOPMATHOHHEIX
HCTOHHUEKOR I'II:I'I-'I'P«IIEI'-I!:l!h.'l.f:n.l'.‘-’ilI B
npodeccHoHATEHOR TeATelEHOCTH;,

- IPHEME! CTPYKTYPHPORAHHA HH(OPMANHH,

- dopMat odOpMISHHS PEIYILTATOR MOHCKA |

HH{OPMATTHE

- COIEpEAHHE AETYANEHOH
npapoBol T0KYMEHTATHE;

- COBpeMERHAR HAYYHAS H NpodeccHoHATEHAS
TEPMAHONOTHA,

HOPMATHBHO-

- BOAMOETHEE TPAEKTOPHEH
npopeccHOHATEHOTD PAIBHTHA H
CaMo0DPaIOBAHAT,

- [CHXONOrHYECKHE OCHOBL  ERTEILHOCTH

KOLIEKTHRE, NCHXOIOTHYECKHE OCO0EHHOCTH
NHYHOCTH,

- DCHOBEL MPOSKTHOH TesTeNbHOCTH;

= 0CoDEHHOCTH CONHANEHOID H EVAETYPHOMD
KOHTEKCTA;

- [pasHna OHOPMNEHHA OOKYMENTOR H
NOCTPOEHHS YCTHEIX coobmenii;

= IpaMOTHO  HINAraTe CBOH 2 MEICIH @H

OPOPMIRTE NOKYMEHTE o
npodeccHOHANBHOH TEMATHEE Ha
rocyIapcTBEHHOM HILIKE, NPOABIATE

TONEPANTHOCTE B pafodeM KOLTEKTHBE;

- COBPEMEHHLIZ CPEOCTBA H  YCTpoACTEA
HHOPMATHIALIHH,

- NOPAAOK HX NpPHMEHEHHS H MpOrpamMMioe
obecnedenne B npodeccRoHATEHOR
JeATENbHOCTH;

- MPABHNA MOCTPOEHHA MPOCTEIN H CAMKHEIX
npennoKenHi Ha TpodeccHOHATLHEE TeMEL

- OCHOBHEIE 0OmeynoTpedHTeNbHEE TIar0aLl
{BrIToRad ¥ OpodecCHOHATEHAR TEKCHKA),

- PECTIOSHABEHHE ANTOPHTMOR
BRTOTHEHHA padoT B
NpoeCCcHOHATEHOH o CMEHHRIN
OOMACTAX;

- ONpPSIeNcHHE MCTOM0BR padorsl

B npodeccHoHATEHOH H
CMERHBY cepax;
- BRIDOP onpenenene |

ONTHMANEHOH CTPYKTYPE IUTAHE
IUNA perieHHS 3anay;

- NOHAMAHAE NOPAEIKA OUESHKH
PEIVNLTATOR,

- POIIEHMS
npodeccHORATLHOR
MEATENRHOCTH;

- BHIOOP HAHOONSE OONTHMANEHEIX
HCTOMHHEOR  WHpOpMAlH - H
pECYPCOB [UTH PElIEHHS 3a1ad M
npofneM B OpodieccHOHAIBHOM
W/HITH CONMATEHOM KOHTEKCTC;

- OpPHEHTHPOBAHHE B AKTYATEHOMH

aqnay

HOPMATHRHO-MPABOROTH
JOKYMEHTALHHK:
- COBpeMeHHOH HIyIHOH H

npofecCHOHATLHOMN
TEPMHHOIOHH;

- MOHHMAHAE MCHXOMOFHUECKEN
OCHOE JesTeILH0CTH
KOMNeKTHRED, ICHXOIOTHUYeCKHN
ocobeHHOCTER NHYHOCTH;

- BIAJEHHEe IHAHHAMH OCHOE
padoThL c JOEYMeHTAMH,
Moo TORKH VCTHERLY H
MHCEMEHHER COODIIIEHHIT;

- HAHHE OCHOE KOMIEOTEpHOH
TpaMoTHOCTH,

- 3HAHHE NPaBHN HANMHCAHHA H
NpOHIHOWEHHS CH0B, B T.0. H
npodeccHOHATEHON NEKCHEH;

- HaHHe oOpM  MEPBHYHEIX
GyXTATTepCKHX IOKYMEHTOR,
COMEPKAIHL TAKDH
OOKYMEHTALHH, NOHHMAHHAE
cneuHdHER paboTsl c
NEPEHYHEME  G¥XTATTEPCKHMH
AOKYMEHTAMH

Orenxa
PeIYALTATOR
BRIIOMTHEHHA

MpaKTHYECKHX
paboT,

Ouenka
BRAMOTHEH R

CAMOCTONTE/IRHEIX
paboT.
Teet.
Yerandi onpoc,
[IncEMeHHB
ampoc.,




- JMeKCHYECKHE MHHAMYM, OTHOCAIIHECH K
OMHCAHHIO NPEIMETOR, CPEICTE H HPOLECCOR
npodecCHOHLUTERON ISATENRHOCTH;

- GCODSHHOCTH MPHSHOCHIH;

- OpaBRNA YTEHHR TEKCTOR NPopeceHOHANBHOH
HANPARNEHHOCTH, OoDmme  TpeboBaHMA K
DyxranTeperoMy YUETY B WACTH
IDOKYMEHTHPOBAHHA — BCEX  X03AHCThEeHHBIX
MCHCTEHH M OMepaiHii;

=  NOHATHE  NEPBHYHOH
JIOKYMEHTAIHN;

- ONPeISNeHHE MePBHYHER  GYXTANTEpCHHX
JIOKYMEHTOR;

= hopMBl  NEpEMYMHBIX  GYXTATTEPCHHX
IOKYMEHTOR, COOCPEAMAY  ODAIATeNLHER
PCKBHIHTHL EPEHYHOTD YY9ETHOTO TOKYMENTA;
- MOPAOOK MPOBEIEHHA NPOBEPKH MepRHIABE
OYXTANTEPCKEX  JOKYMEHTOR,  (OpPMATbHOH
OPOBEPEH  JOKYMEHTOB,  MPOHSDEH 10
CYIMECTEY, apHGMETHYECKOR NPOREPEH;

- NPHAOHOEL H  OPHIHAKH  TPYNIHPOBKH
NepERYHEY GVNTATTEPCKHX JOKYMEHTOR,

Gyxrammeporoi

- NOPEAOK NpoBEdEHHs TAKCHPOBKA M
KOHTHPOBKH — DEPBHYUHEDN  OyXTanTepekHx
JNOKYMEHTOE;

-  NOpANOK  COCTARNEHHA  PEFHCTPOR
OYXTANTepCKOrD YHETa;

- NMpaRHNA H CPOKH XpaneHHd MepBHuHOH
OyxranTepckoil JoKYMeHTAIHHA

B pewynerate  OCROCHHA
OV URIOIIAHCH O Vst
- PacmOdHARATE 3ajady Wi npobiemy s
opodleCCHONANEHOM — W/ENH  CONHATRHOM
KOHTEKCTE,

- AHATHIHPOBATE 3afaqy WHIH npobiemy W
BEUIENATR €8 COCTABHbIE HACTH;

- DIIPEIEIATE FTANK PCITCHH 3ATATH;

= BRUIBATE M 3ddeKTHBHO — HCKATE
HHpOPMALEE, HeOOXOIMMYE) N8 pellcHHE
a4 WL npofnemMer;

- COCTEARMTE MITAH NEHCTRHA;

- OHPENEHTE HEOOXOIHMEE PECYPObL;

- RIEAETH AKTVATHHBEIMH MCTONAMH paboTe B
npodeccHOHANBHOR B CMEERRK cepax:

- PCATHAOBATE COCTABICHHEIR MUTaH;

- OUCHUBATH PEIVALTAT H MOCIEACTEHA CROHX
OCHCTRHI (CAMOCTOSTENRHD HIH ¢ NOMOLIERD
HACTABHHER);

= OHPEOeNATh
HHPOPMALHE,

-  OOPCACHATE  HeoDNOMMMEIE — HCTOUHHKH
HHOOPMALMH, NAZHHPOBATE MPOICCE TTOHCKA;
- CTPYETYPHPOBATE OOy UHEMYED
HHDOPMALTHEY;

AHCIHITIHMHEBI

SAIAYH ana MTOHCKA

-  BIAICHHE  AKTYANLHBIMH
METOIAMHE patoTe B
npofeccHOHAIBHOR H CMEHRHBIX

clhepax;

- afupeKTHEROS  BRMABIACHHE H
MOHCE WHPOPMAITHH,
COCTABICHHE ONTHEMANEHOTO
IUTAHA neicTrul, Alanms

HeODXOMHMEIX I8 BEITONHEHEA
TANAHHA, PECYPCOR;
- OCYIIECTRIEIHE
HCCASTORATENRCKON
NeaTensHOCTH, NOpHBOIAIEHR K
ONTHMATEHOMY PEYIRTATY,

- NeMOHCTpalUHs THOKOCTH B
oOMIEHHA a KOLIETaMHE,
PYEOROOCTROM, NOJIHHEHBEME
H TAKATIH A,

= MpHMEHEHHE CPEOCTE
HHPOPMATHONHEY  TEXHOTOTHE
s [peTIEHEL
npodeccHOHANTEHED TAIAT;

- bEKTHBHOE HCOOMBI0EAHHE

COBPEMEHHOID  NpOTPAMMHOTO
obecreueHn; B

Ouerxa
Pe3YALTATOR
BEIIOJIHEHHI

MPAKTHYSCKHY
patoT.

Chicrxa
BEITONIHEHHS

CAMOCTONTETEHED
patoT.
Tect.
Yerum#l ompoc.
[MEcLMemTEIT
OTpoe.




[" EBUICIATE HAaubONoe IHEMHMOC B nepedHe | = KRITRD H HETKD

HHPOPMALHH, (OpPMYNTHPOBATE CBOH  MBICIH,
- ONCHWBATE TNPAKTHYECKYH) 3IHATHMOCTE | HMTEraTh HX  JOCTYNHBM A
PeayNETaTOR MOHCKA, NOHHMANHA CO0C000M;

- 0hOPMIATE PETVALTATE IOHCKA, - oibdextenan  pabora ¢
- ONPEIEnATh AKTYANBHOCTE HOPMATHEHO- | NEPBHMHBIMH  OYXTRITEPCKHMH
MpABOBOH JOE¥MEHTALHH B | JOKYMCHTAMH

npodeccHoHATBHCH JeATENBHOCTH,

- DNPHMEHATH  COBPEMEHHYHD  HAYMHYIO
npodecCHOHATERYIC TePMEHOTOTHIO;

- OMpEAensaTs H BLCTPEHBATE TPEEKTOPHH

npodeccHoHATEROTD PaIBHTHA "
CaMoobpazOBRAHNE;

- OpraHH30BEIBATE paboTy KONIEKTHBE H
KOMAH]IB

- BIAMMONEHCTROBATE ¢ KOJUIETaMH,
PYKOBOACTBOM,  KIHEHTAMH B XOJ€

npodeccHOHANLRON TeATCNEHOCTH;
- TpaMOTHO H3IM4raTh CBOH MBICAH H

DPOpMIATE JIOKYMEHTEL 1no
npofieccHOHATRHORN TeMaTHES Ha
rOCY IAPCTREHHOM HABINE, MPOABARTE

TONEPEHTHOCTE B paboyes KOnmeKTHRS;

- NPHMEHATE CPCACTRA  HHPOPMANHOHHBX
TEXHONOUHA 1A peieHMA npodectHOHATEH R
3A0aH;

- HEMONLROBATRE COBRPCMEHHOE [IPOTPAMMHOES
ofecneseHme;

= MOHAMATE  ODOHA ~ CMEICT 9&THO
[POHIHECEHHBIN BRICKAIBIBAHNA HA MIRECTHRIE
TeMEbl (IpopeccHOHATRHEE W GhITORRIE);

- MOHAMETH TEKCTEL HA Gaz0BRIC
OpefeccHOHANBHEIS TEMEL

- YYACTEBORATR B [JHATOTEX HA IHAKOMBIE
ofimHe 1 NpOQEcCHOHATRHEE TEMEL;

- CTPORTE NPOCTRE BRICKAIREARNA 0 cebDe | O
cRoeH MpodecCHOHATEHOR NerTalkHOCTH,

- EpaTkO ODOCHOBHEBATE H ODBACHHTE CROH
AeHCTEHA (TEKVIIHE H [IaHHpYEMELE);

- OHCATE TPOCTRIE CRAIHEE coOfMIEHHA HA

WHAKOMELE HITH HHTEPECYIONTHE
npodeccHoHATEHRE TEMEL

- TIPHHHMATE —[POMIBOIEHBIE  [EPEAYHBLS
GVxranmmepokmne Y MEHTEI,
PRACCMATPHBASMEE KaK MHCEMEHHOE

JOEAETENRCTED COBSDINGHHE XO3RRCTREHHOH
OMEPAHE KK TomyHeHie PRIpeileHis Ha oo
MpOBEIEHIE,

- MPHHEMATE  HEPEMYHBE  DyXTanTeporHe
MOEVMEHTH HE OyMa#HOM HOCHTEIE B (MIH) B
BHIE AMEETPOHHOTO MOKYMEHTA,
NOATHCEHHOTT ATEKTPOHHON NoIHCER);

- MpOBEPRTE  HANMYHME B NPOHIBOIBHBIX |
MEPBHHHEN  OYNIAITEPCKHX  JOKYMEHTAX |




O0AZATENRHEN PEKBHIATOR,

- NpoBOXHTE  (OPMATBHYID — MPOBEPKY
OOKVMERTOR, TPOBEPEY M0 CYMIECTRY,
aprpMETHUECKYED NPOBEPKY;

= NpoRONHTE  [PYNIHPOBEY — MEpRHYHEN
OyxranTepckHX  JOKYMEHNTOR 10 pany
OHIHAKOH,

= NPOBOOHTE TAKCHPOBEY M KOHTHPOBKY
NepBHYHRIX SYyXTaTTepeKHK I0KYMEHTOR,

- OPTAHH3OBLIBATE JOKYMEHTO000poT,
-pa3fHpaTECA B HOMEHEIATYPE Je0;

- HRHOCHTE JaHHBIC TIO  CTPYIIHPOBLHHBIM
OOKVMEHTAM B PETHCTPRL  OyATANTSpCKOTO
YUCTR,

- M[epelaBaTh NEPEHYHBE OyXranTepckHe
AOKYMEHTE! B TeKYIHH Gyxranrepckui apxun;
- TMepelaraTe MepBHYHEE  OyXralTepoKHe
JOKVMEHTEL B NOCTOMHHEIA — ApXHR 10
HCTEMEHHH ¥OCTAHOBICHHOID CPOKA XPaHcHHHA,
- HCNpaBiaTh  OWAOKE B NEPBHYHRIX

OYXranrmepekix JOKYMeHTaY




PEHEH3USA

Ha paldouyr mOporpaMmy ydeOHOM JUCUMIUIUHBI «JlOKyMEHTalMOHHOE
obecrieyeHue ynpaBileHuss» s crnepuansHoctd  38.02.01D0x0oHOMHKA 1
Oyxranrepckuit yuer (110 oTpacisim).

Pabouass mporpamma ydeOHOW IUCIMIUIMHBI pa3padoTaHa Ha OCHOBE
denepanbHOro . roCyIapCTBEHHOro 0O0pa30BaTelbHOTO CTaHIapTa CpeaHero
npodeccuoHanbHOro obpasosanus JuiscnenuranbHocTH  38.02.010koHOMuKa W
Oyxrantepckuii yuet (110 OTpacisim).

Copnepxxanue  mporpaMmbl  ofeclieduBaeT  peaji3allii0  OCHOBHBIX
TpedoBaHMi (eepalbHOTO TOCyAapCTBEHHOTo 00pa30BaTENBHOTO CTaHAapra K
YPOBHIO TOJATNOTOBKH CIEIHAIUCTa II0 JAaHHOH CIEeNUATIbHOCTH Yy4eOHOH
JACIUTUIMHBEI «J[oOKyMeHTallMoHHOe O0ecTieyeHHe yIIPaBIeHU».

B pabGoueit mnporpaMme dYETKO OYEPYCHO COJEp)KaHUE W3JIaraeMoro
MaTepuasia, HEOOXOAUMOTrO JUIsl OBJAJEHUS KOHKPETHbIMHU 3HAHUSAMH, IS
MPUMEHEHHUS ero B TMPAKTUYECKON MESITeIbHOCTH U H3YYEHHUs CIelHalbHbIX
y4eOHBIX JUCLIUIIINH.

B pabouyeii mporpaMme HeTKO M BEpPHO MCIIOIB3YeTCsl SKOHOMHYECKas
TepMUHOJIOrUsl. Marepuai mporpaMMbl paliiOHAIbHO CTPYKTYPHUPOBAH, JIOTHIECKH
cBsizaH. B mporpamme omnpeneneHo, 4YTO CTYACHT [OJDKEH 3HAaTh W YMETh
BBITIOJIHSITH B pe3yjIbTaTe OCBOCHUS YUeOHON MUCIUILINHBI.

[IlporpamMmma  BKJIIOYaeT  PEKOMEHIATEIBHBIM  CIHUCOK  MEYaTHBIX,
ANEKTPOHHBIX, a TAKXKE JOTOJHUTEIbHBIX UCTOYHUKOB.

PabGouwass mnporpamMma y4yeOHONW  AMCHMIUIMHB  «JIOKYMEHTaHOHHOE
obecriedyenre  ympaBJeHHs» COOTBETCTByeT TpebGoBaHMsM  ¢elepajbHOro
roCyIapCTBEHHOTO 00pa3oBaTEIBHOTO CTAaHAapTa CPEAHEro MpodeCcCHOHANBHOIG

obpazoBanus no crnenranbHOCTH 38.02.01 DxoHOMUKA U OyXrajaTepcKuii yder (1o

PEITEH3EHT: - JlarepeBa C.B., npenonasatens TTXT — ¢ummana
PT'VIIC

OTpacJsim).



PEIIEH3UA

Ha pabodyro mporpamMMmy ydeOHOW JUCHMIUIMHBI «J/lOKyMeHTalMOHHOE
obecrieueHre ympapieHds» s cnenpanbHoctd  38.02.01  Dxonomuka u
OyxranTepckuit yuer (1o oTpacisim).

Pabouass mnporpamma yudeOHOM [IUCHMUIUIMHBI pa3padoTaHa Ha OCHOBE
deneparbHOro TroCyJapCTBEHHOTO 00pa3oBaTelbHOIO CTaHAapTa CpeaHero
npodeccronansHOro 06pazoBanus mis crenuanbHocTd 38.02.01 DkoHOMEKA U
OyxranTepckuil yder (110 oTpacisiM).

Crpyktypa pabodeil mporpammbl JaeT 4YeTKOE IPEJCTABICHUE O POJIU U
MecTe WU3y4yeHUs Yy4deOHOM JUCUMIUIMHBL «J{OKyMEHTallMOHHOe ofecreyeHne
yIpaBJIEHUs» IPH MOATOTOBKe OyyIIero CrelualnucTa.

B paGoueil nporpamMme pallMOHAIBHO paclpejielleH0 BpeMsi Ha H3y4deHUe
IPOrpaMMHOTO MaTepHaa.

TeMarvka  NpPakTHUYECKUX  3aHATUH  CHOCOOCTBYET — 3aKpeIlIeHMIO
TEOPETHUUECKUX HABBIKOB. BU/IbI caMOCTOSITEIbHOM pabOThl CTYIEHTOB, YKa3aHHBIE
B pabodell "mporpaMMe COOTBETCTBYIOT TEHACHIMW PAa3BUTUS TBOPUYECKOM
MHULIMATUBBl oOyuaromuxcs. B mporpamme ompezeiieHo, 4TO CTyACHT AOJKEH
3HaTh ¥ YMETh BBIIIOJHATH B Pe3yJIbTaTe€ OCBOCHUS YUeOHOU NUCIIUILIAHEIL.

Paboyasi mnporpamma ydeOHOW  JUCHHIUTMHBI  «JlOKyMeHTallHOHHOE
ofecrieueHre  YIPaBICHUS» COOTBETCTBYeT TpeOoBaHMsSIM  (enepasbHOro
roCyapCTBEHHOI0 00pa30BaTeILHOr0 CTaHapTa CpemaHero MpoecCHOHaIBLHOIC
obpazoBanus no cnenuanbHocTH 38.02.01 DxoHOMUKA ¥ OyXrajaTepckui ydet (1o
oTpacisiM) M MOXeT ObITb WCHONb30BaHA [UIsi MOJTOTOBKH CIEIMAIHCTOB

kBanuukanuu «byxranrepy.

~ Konreixopa Haranes HukonaesHa - HadaibHUK
OTtaena rocyqapCTBEHHON CTaTUCTUKXA B rOpPOJIe
HUXOoperKe

HpacHomapeKyM KpaH,
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v Kanunuua, 4.22, 35212
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