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OI1.06. lokyMeHTanIMOHHOE OOecreyeHne ynpaBjaeHusl

1.1. MecTo AMCHUTIJIMHBI B CTPYKTYP€e OCHOBHOIi 00pa30BaTeIbHOI MPOrPaMMbl:
Hucummmna OIL06  JlokymMeHTalMoHHOE  OOECIeYeHHe YIpPaBICHHUS — SIBISETCA
00s13aTeTbHON  YaCThIO o0mIenpopeCCHOHANBHOTO IMKJIa OCHOBHOH 00pa3oBaTelbHON
nporpaMMbl B cooTBeTcTBUM ¢ PI'OC mno cnenmanbHoct 38.02.01 DOxoHOMMKa U
OyXranTepckuil yder (1o OTpacisim).
Ocoboe 3HaueHNe TUCHMIUIMHA UMeeT npu ¢opmupoBanuu u pazsutau OK 01, OK 02,
OK 03, OK 04, OK 05, OK 09, OK 10; JIP1-JIP15; IIK 1.1.

1.2. I_Ie.]'ll/l U NJTAHUPYEMBIC PE3YJIbTATHI OCBOCHUS TUCHUIIJIMHBI?

Kox IIK, OK, | YmMmenwus 3HaHuA

JIP

K 1.1. pacno3HaBaTh 3a7a4y u/unu aAKTyaJIbHBII

OK 01, OK 02, | mpobnemy B mpodeccHoHanbHOM H/WiIH | TPOo(ecCHOHATBHBIHN "

OK 03, OK 04, | connanbHOM KOHTEKCTE;, aHAJIM3UPOBATh | COLMATbHBIN KOHTEKCT, B

OK 05, OK 09, | 3agauy w/unu npobiaemMy W BBIIENATH €€ | KOTOPOM MPUXOAUTCS paboTaTh U

OK 10, COCTABHBIE 4YACTH; OIPEHECISATh 3Talbl | )KUTh;

JIP1-JIP15; peueHus 3aJ1a4u; BBISIBIIATH 31 OCHOBHBIE HWCTOYHUKHU
s¢dekTuBHO  ucCKaTh  uHPOpMaIuIio, | HHQOPMALIUK U PECYpChl Ui

HGO6XOZ[I/IMYIO A1 pClICHUA  3aaa4u

pemieHus 3amad U npoOieM B

W/AI TTPOOJIEMBI, po¢eCCHOHATHPHOM W/unu
COCTaBHTH TUIaH JEUCTBUS; | COLMAIBHOM KOHTEKCTE;
OIIPEICIIUTh HEOOXOIUMBIE PECYPCHI, QITOPUTMBI  BBITTOJIHCHHUSI
BJIAJICTh aKTyaJbHBIMH MeToAaMu | paboT B TPOPECCHOHATHHONH U
pabotel B TPOPECCHOHAIBHOW U | CMEXKHBIX  O0JIACTAX;  METOJBI
CMEKHBIX cdepax; peanu3oBath | paboThl B MPO(ECCHOHAIBHOW M
COCTaBJICHHBIN IUIaH; OLIEHUBATh | CMEXHBIX cdepax;
pe3yapbTaT W TOCHEACTBUS  CBOMX CTPYKTYpy  TUIaHa  JJIs
JIeWcTBUH  (caMOCTOATENbHO  WJIM  C | pelleHUs 3aJad; MOpsI0K OLIEHKU
MTOMOIIIBIO0 HACTaBHUKA) pe3yJbTaTOB  pEImIeHHs  3amad
ONpeneNaTh 3ajjauyd Uil MOMCKa | MpodhecCHOHAIbHON
nHGOPMAIINY; OTIPEACTISATh HEOOXOIUMBIE | IS TETFHOCTH HOMEHKJIaTypa
UCTOYHUKHM HH(POpMAlMHK; IUIAHUPOBATh | MHPOPMAIMOHHBIX ~ MCTOYHHUKOB
mporecc  TOWCKAa;  CTPYKTYPHUPOBATh | IPUMEHSIEMBIX B
nojilyyaeMyro HMHGOpPMalNIO; BBIACIATH | MPO(ECcCHOHATBHOM
HauOoylee  3HAYMMOE B  TEPEYHE | IeATeNLHOCTH;
nH(pOpMalUY; OLIEHUBATh NMPAKTHUECKYIO pUEeMbI
3HaYMUMOCTh  PE3yJIbTaTOB TIOWCKA; | CTPYKTYPHUPOBaHUS HHPOPMAIIH;
o(opMIIATH pe3yIbTaThl OUCKA dopmar odopmienus
OTIpEeNIeNSITh aKTyaJIbHOCTH | pE3yJTBTATOB MONCKa
HOPMAaTHBHO-TIPABOBOM JIOKYMEHTAIlMu B | MH(opMaIuu cojiep>kaHue
npodeCCHOHATEHON NEeSITETTHHOCTH;, | aKTyaJIbHOU HOPMAaTHUBHO-
OPUMEHSATh  COBPEMEHHYIO  HAyyHYIO | IPaBOBOM JOKYMEHTAIUH;
poheCCHOHATTEHYIO TEPMUHOJIOTHIO; COBpEMEHHAasi Hay4Has |
OIpEeJIeNIATh U BBICTPAWBATh TPACKTOPHHU | MpOodecCHOHAbHAsS
poeCCHOHATHLHOTO pa3BUTHS U | TepPMUHOJIOTHS;
camMo00pazoBaHUs BO3MOXHBIE  TPAEKTOPUHU
OpPTraHU30BBIBaTh pabOTy KOJUIEKTHBA M | MPO(ECCHOHAIBLHOTO Pa3BUTHS U
KOMaH/Ibl; B3aMMO/IEHCTBOBATh ¢ | camo0OpazoBaHUs
KOJIJIETaMH, PyKOBOJICTBOM, KIIMEHTAMH B | TICHXOJIOTUYECKHE OCHOBBI
Xo7ie Mpo(heCCUOHATIBHOMN IEATENILHOCTU | IeSTeIbHOCTH KOJIJICKTHBA,




TPaMOTHO M3JIaraTh CBOM MBICIIU U
oopmiATH JOKYMEHTBI 10
npodeccnoHanbHOM TEMaTHUKe Ha
rOCyJapCTBEHHOM  SI3BIKE,  IIPOSBIIATH
TOJIEPAHTHOCTH B paboueM KOJIJICKTHUBE
MPUMEHATHh CPEACTBa MH()OPMAIIMOHHBIX

TEXHOJIOTUH TSt peieHHs
npodeccuoHaTbHBIX 3a/1ay;
UCIIOJIb30BATh COBPEMEHHOE

porpaMMHoOe oOecrieueHue

[OHUMAaTh OOLIMH CMBICT YETKO
MPOM3HECEHHBIX  BBICKAa3bIBAaHUN  Ha
U3BECTHBIE TeMbI (MPO(eCCHOHAIBHBIE U
OBITOBBIC), IOHUMATh TEKCTH Ha Oa30BbIC
npodeccHOHAIbHBIE TEMbI; y4acTBOBAaTb
B JMaJiorTax Ha 3HAKOMBIE OOIIHE U
npodeccuOHaNbHbIE  TEMBI,  CTPOUTb
IIPOCThIE BBICKA3bIBaHUS O cebe U O
cBOEH npodeCcCHOHAIbHON
JESITeTbHOCTH; KPaTKO OOOCHOBBIBATH M

OOBSICHUTh CBOU JAEUCTBHS (TEKylLIUe U
IUTAHUPYEMBIE); HICaTh POCTHIE
CBSI3HBIE COOOIIEHUS HA 3HAKOMbIE WM
MHTEPECYIOIINE npodeccuoHaIbHbIE
TeMbI
NPUHUMATh TPOU3BOJIBHBIC TIEPBUYHBIC
OyxranTepckue JIOKYMEHTHI,
paccMaTpuBaeMble  KaKk ~ IHCbMEHHOE
JI0Ka3aTeNbCTBO COBEPILICHUS
X035 CTBEHHOU onepanuu WU
MOJlydYeHWe  pas3pelleHuss  Ha  ee
MIPOBE/ICHUE;

NpUHUMATh HepBUYHBIC
OyxrajnTepckue JIOKYMEHTBI Ha

OyMa)XHOM HocuTene W (WIM) B BHUIE
AJIEKTPOHHOTO JOKYMEHTA,
MOJIMMCAHHOTO JIEKTPOHHOMN MOATNHUCHIO;
MPOBEPATh HAIMYAE B MPOU3BOIBHBIX
MEPBUYHBIX OyXTalTePCKUX JOKYMEHTaX
00s13aTebHBIX PEKBU3UTOB;

IPOBOJIUTH dbopManbHYIO
MPOBEPKY JTOKYMEHTOB, TIPOBEPKY IIO
CYIIECTBY, apu(PMETHUECKYIO TPOBEPKY;

TIPOBOJTUTH TPYIITHPOBKY
MEPBUYHBIX OyXTalTepPCKUX JTOKYMEHTOB
0 PsITy TPU3HAKOB;

IPOBOJIUTh TaKCUPOBKY u
KOHTHUPOBKY TMEPBUYHBIX OYXTaldTepCKUX
JIOKYMEHTOB;

OpTraHHu30BbIBATH
JOKYMEHTO000POT;

pa3buparbcss B HOMEHKJAType

IICUXOJOTHYECKHE OCOOEHHOCTH
JIMYHOCTH,
OCHOBBI MIPOEKTHOMN
JIESITENLHOCTH 0COOEHHOCTH
COIMAJIBHOTO u
KYJIBTYPHOTO  KOHTEKCTa;
IpaBUIIa odopMIICHHUS

JOKYMCHTOB U IOCTPOCHUA

YCTHBIX COOOIIEHHH.

rpaMOTHO HU3JlaraTb CBOH
MBICITH B ODOPMIIATH TOKYMEHTBI
o Tpo(eCCUOHATLHOW TeMAaTHKE

Ha  TOCYIapCTBEHHOM  A3BIKE,
IPOSABIATH  TOJIEPAHTHOCTH B
paboueM KOJJIEKTUBE
COBPEMEHHBIE CpeacTBa U
ycTpoiicTBa  MH(pOpMaTHU3aLuY;
NOPAOK HUX MPUMEHEHHUSI W
nporpaMMHOe oOecliedeHue B
npoQeCcCHOHAILHON
JeSATEIIBHOCTH

paBuiia IIOCTPOEHUS
IIPOCTBIX u CJIOXKHBIX
IIPEMIOKEHU N Ha
npodeccuoHaIbHbIe TEMBI;
OCHOBHbIE

o0111eynoTpeOUTeNbHbIE TJIaroJibl
(ObiTOBass u mpodeccroHanbHas
JIEKCHKa); JIEKCUYECKU I
MUHUMYM,  OTHOCSIIMHCA K
ONMCAHUIO IIPEIMETOB, CPEICTB U
MPOIIECCOB  MPOQPECCHOHATBHON
JIESTEIIBHOCTH; 0COOEHHOCTH
MIPOM3HOIICHHUSI; MTpaBUJIa YTEHUS
TEKCTOB npodeccuoHaIbHON
HaIpPaBJIEHHOCTH o0miue
TpeOOBaHUS K OyXrajaTepcKoMmy
yuery B 4acTH
JIOKyMEHTUPOBAHHUS BCEX
XO3SIMCTBEHHBIX  JIEUCTBHH |
OIepaLuil;

TIOHATHE MEPBUYHOU
OyXranTepckoil TOKyMEHTaluy;

onpezesieHue TMEePBUYHBIX
OyXranTepcKux JOKYMEHTOB;

hopmbI MEPBUYHBIX
OyXranTepcKkux JIOKyMEHTOB,
COJIepIKAIITNX o0s3aTenbHbBIE
PEKBU3UTHI MIEPBUYHOTO
YYE€THOTO IOKYMEHTA;

MOPSAOK MIPOBEACHUS
MIPOBEPKHU TIEPBUYHBIX




e, OyXranTepcKux JIOKYMEHTOB,

3aHOCUTh TaHHBIC 1o | hopManbHOU MIPOBEPKH

CTPYNIIMPOBAHHBIM  JOKYMEHTaM B | TOKYMEHTOB,  IPOBEPKHU

PErucTpbl OYXTaJITEPCKOTO YUeTa; CYILIECTBY, apudmeTHuecKoin

nepe1aBaTh NIEPBUYHBIC | TIPOBEPKHU;

OyXranTepckue TOKYMEHTHI B TEKYIIMA NPUHIUNBL U IPU3HAKU

OyXTraJTepCKUil apXHB; IPYIITUPOBKA MEPBUYHBIX

repeaaBarb NEPBUYHBIE | OyXTaaTepCKUX JOKYMEHTOB;

OyxranTepckue JOKYMEHTBI B TIOPSIJIOK MIPOBEICHUS

MHOCTOSIHHBIN apxuB 10 HCTCUYCHUHN | TAKCHUPOBKU n KOHTHPOBKHU

YCTaHOBJICHHOTO CPOKa XpaHEHMSI, MEPBUYHBIX OyXralTepcKux

HCIIPABJIATH OH_II/I6KI/I B | JOKYMCHTOB;

MEPBUYHBIX OYXTaJITEPCKUX TIOKYMEHTAX; TIOPSIJIOK COCTaBJICHUS
PErucTpoB OyXraJTepCcKoro
yueTa,

IpaBuIa U
XpaHCHUS NEPBUYHOMN
OyXTanTepcKON JOKYMEHTAIIMHI

4. Oowas Tpynoemkocts aucuummmabl OI1.06. JlokymenTannonHoe
o0ecrieyeHue ynpaBJieHUs!

Bun yuebHoit paboTbl Ounas popma nosnydeHus 3aouHas popma MoTyYSHHS
o0pa3oBaHus 00pa3oBaHus

MaxkcumanbHas yaeOHas 50 gac. 50 gac.

Harpyska

OO6s3aTenbHas ayIuTopHas 50 yac. 18 yac.

yueOHas Harpys3ka

CamocrosiTenpHas paboTa - 32 gac.

®Popma arrecranuu JuddepeHurpoBaHHblii 3a4eT

5. TemaTn4yecKHil IJIAH JUCHUILINHEI

Benenne

Paznen 1. JlokymMeHTHpOBaHUE yIPaBIEHYECKON AESITEIbHOCTH

Tema 1.1 JloxymeHT, ero onpenencHue, BUbl JOKYMEHTA

Paznen 2. Cucrema opranu3aliMOHHO-PACIIOPSIUTENEHON TOKyMEHTAIUH
Tema 2.1 OcHOBHBIE PEKBU3HUTHI JOKYMEHTOB, (hOPMYIISp TOKyMEHTA

Tema 2.2 JlenoBast KOPpECIIOHIECHITUS

Tema 2.3 CoctaB u npaBuiia 0hOpMIIEHUS PACHIOPSIUTENbHBIX JOKYMEHTOB
Tema 2.4 CoctaB u npaBuiia 0pOpMIIEHHSI CITPaBOYHO-UH(POPMAILIMOHHON TOKYMEHTAIUN
Tema 2.5 JlokyMeHTHpOBaHHE PabOThI C IEPCOHAIOM.

Paznen 3. JloroBopHO-ipaBoBasi JOKYMEHTAIUS

Tema 3.1 JlokyMeHTalus O AEHEKHBIM M (PMHAHCOBBIM OIIEPALIUSM.
Pasznen 4. [IpeTeH3MOHHO-NCKOBAs TOKYMEHTALIHS

Tema 4.1 IlpereH3nOHHO-UCKOBasA JOKYMEHTALIHS.

Paznen 5. TexHonoruu aenonpou3BoOACTBa

Tema 5.1 Opranuzanus 10KyMEeHTOOOOpOTa. XpaHEHUE JOKYMEHTOB

Tema 5.2 Opranuzaius paboThI ¢ KOH(UIEHITHATHHBIMHA TOKYMEHTaMH.
Paznen 6. Texuuueckue cpencTBa OUCHOM AeSTEIBHOCTH

Tema 6.1 TexHuueckue cpencTBa, UCIONIb3YEMBIE B I€JOIPOU3BO/ICTBE.




