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OI1.06. lokymeHTallHOHHOE OOeceueHne ynpaBJaeHust

1.1. MecTo AMCHMILUINHBI B CTPYKTYpPe OCHOBHOI1 00pa30oBaTeIbHOI MPOrpaMMBbl:
Hucuummna OIL06  JlokymMeHTamoHHOE OOeCIeueHHe  yIpaBJICHUS  SIBISCTCS
00s13aTeTbHOM  YaCThIO o0menpopeCCHOHANBHOTO IMKJIa OCHOBHON 00pa3oBaTeilbHOU
nporpammbl B cootBerctBUM ¢ DPI'OC mno cnemumansHoctn 38.02.01 OkoHOMHKa U
OyXxranaTepckuii yueT (1o oTpaciisaMm).
Ocoboe 3HayeHne TUCHMITIMHA uMeeT npu GopmupoBanuu u passurun OK 01., OK 02.,

OK 03., OK 04., OK 05., OK 09.; JIP1-JIP15; TIK 1.1.

1.2. Ilesiu M MUIAHMPYEMBbIe Pe3yJIbTAThl 0CBOCHHS TUCHMIIUHBI:

Kog IIK, OK,

JIP

VYmMmenusa

3Hanug

IK 1.1.

OK 01., OK 02.,
OK 03., OK 04.,
OK 05., OK 09.,
JIP1-JIP15;

pacro3HaBaTh 3aauy u/unu
npobiiemy B TpodeCCHOHATBLHOM H/WIN
COIMAILHOM KOHTEKCTE; aHaJN3UPOBAThH
3ajauy W/WiM 1poOjeMy M BBIIENATH e
COCTaBHBIE YAaCTH, OIPEICNSATh ATAIlbI
pelieHus 3a/1a4u; BBISIBIISITh u
3¢ dexTuBHO  HWCKaTh  HMHQPOPMAIIHIO,
HEOOXOMUMYIO ISl peUIeHUs 3ajadu
W/AIM TTPOOJIEMBI,

COCTaBUTh TUTaH JICHCTBUS;
OIIPENIETUTh HEOOXOTUMBIE PECYPCHI,
BJIAJICTh aKTyaJbHBIMHU METOIaMHU
pabotel B mpodeccCHOHATBHOH |
CMEKHBIX chepax; peann3oBarh
COCTaBIICHHBIH TUIaH; OILICHUBATh
pe3ynbTaT M TOCHEACTBHS  CBOMX
NEUCTBUM  (CAaMOCTOSATETBRHO WU  C
MOMOIIIbIO HACTABHUKA)

OTIpeNeNaTh 3aJadd JJisl MOHMCKa
uHpOpMalLINY; ONPEACTATh HEOOXOMMBbIE
UCTOYHUKH WH(POpMAINU; TUIAHUPOBAThH
mporecc  IOWCKa;  CTPYKTYpUPOBATh
nojydyaeMyro MH(GOPMAINIO; BBIACISATH
HamOoJjee  3HAUMMOE B TEpeyHe
nH(POpPMAIINY; OIICHUBATh MPAKTHIECKYIO
3HAYUMOCTh  PE3YJIbTaTOB MTOWCKA,;
oopMIISITE pe3ybTaThl OUCKA

OTIpE/IeIIATh AKTyaJIbHOCTh
HOPMATHBHO-TIPABOBOM JOKYMEHTAIIUH B
npodeccroHanbHOM JeSITeNIbHOCTH,
NPUMEHSTh  COBPEMEHHYIO  HayYHYIO
npo¢eCCUOHATTEHYIO TEPMHUHOJIOTHIO;
OTIPENENIATh U BBICTPAWBATh TPACKTOPHUH
npodeccrnoHaIbHOTO pa3BUTHSA u
caMmo00pa3oBaHUs
OpPraHHU30BBIBATH PA0OTYy KOJIJICKTUBA U
KOMaH/IbI; B3aMMOJICHCTBOBATh c
KOJUIETaMH, PYKOBOJICTBOM, KITUEHTAMH B
X07ie TPO(eCCHOHATLHON JIeATEIIEHOCTH

AKTyaJIbHBIN
npodhecCuOHANBHBIA u
COLIMAIbHBIN KOHTEKCT, B
KOTOPOM MPHUXOAUTCS padoTaTh U
KUTh;

OCHOBHBIE UCTOYHUKH
uHpOpMallUd M PECypehl  JUIs
pemieHust 3amad U npobieMm B
podeCCHOHATIBHOM u/unm
COLIMATTbHOM KOHTEKCTE;

QITOPUTMBI  BBIMIOJIHEHUS
pabor B mpodeccuoHaNbHON U
CMEXHBIX  O0IacTAX; METOJIbI
paboTbl B npodeccHoHaNbHON U
CMEXHBIX cepax;

CTPYKTYpy  IUTaHa s
pelieHus 3a1a4; NopsSI0K OLEHKU
pe3yNbTaTOB  pelIeHHs  3aaad
npodecCHOHATbHON
JESITEIIbHOCTH HOMEHKJIaTypa
MH(OPMALIMOHHBIX ~ HCTOYHHUKOB
MPUMEHSIEMBIX B
npodecCHOHATBHON
JESITEIIbHOCTH;

MIPUEMBI
CTPYKTYypUpOBaHUs UH(POpMALINH;
dbopmar odopmIIeHUS
pe3yNbTaToB MOWCKa
uHpopmaruu coJiepKaHue
aKTyaJIbHOMN HOPMaTUBHO-
MPaBOBOM TOKYMEHTAIINH;

COBpEMEHHasi HayyHas U
npodeccuoHaIbHAs
TEPMHHOJIOTHS,

BO3MOXXHBIE  TPAEKTOPUU
npo(hecCHOHATLHOTO PAa3BUTHUSI U
caMmoo0pa3oBaHMs
MICUXOJIOTHYECKUE
JESITEIIbHOCTH

OCHOBBI
KOJUUICKTHUBA,




IpPaMOTHO W3JIaraTh CBOM MBICITH H
oopmIATh JIOKYMEHTBI o
npodecCuoOHATBHON TEMaTHKE Ha
rocyaapCTBCHHOM S3BIKC, IMPOSBJIATH
TOJIEPAaHTHOCTH B pab0oueM KOJUICKTUBE

NPUMEHATh CPEACTBa MH()OPMAIIMOHHBIX

TEXHOJIOTUH TSt penieHus
npodeCcCHOHATBHBIX 3az1ay;
UCTIOJIB30BATh COBpPEMEHHOE

porpaMMHoOe oOecrieueHue

MOHUMATh OOLIMIA CMBICT YETKO
MPOM3HECEHHBIX  BBICKA3bIBAaHWM  Ha
M3BECTHBIE TeMbl (MpodeccuoHaIbHbIC U
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BHIE
npoeCCHOHATILHBIE TEMBI; y4acTBOBATh
B JUajorax Ha 3HAKOMBIE OO0OIUE U
npodeCCHOHATBHBIE  TEMBI,  CTPOUTH
MPOCThIC BBICKA3bIBaHUSI O cebe u o
cBOCH npodeCCHOHATbHON
NEeSTeNIbHOCTH, KPaTKO OOOCHOBBIBATH U
OOBSCHUTh CBOM JCHCTBUA (TEKyIIHUE U
[UTAHUPYEMBIC); UCcaTh MIPOCTHIC
CBSI3HBIC COOOINEHUSI HA 3HAKOMBIE WIIH
MHTEpECYIOIINe npodeccuoHaNbHbIC
TEMBI
MPUHAMATh TIPOU3BOJIBHBIC TIEPBUYHBIC

Oyxranrepckue JOKYMEHTBHI,
paccMaTpuBaeMble  KaK ~ ITMCbMEHHOE
JI0Ka3aTeNIbCTBO COBEpIICHHUS
XO0351MCTBEHHOU omnepanuu U
MOJIyYeHUEe  pa3peleHus HA  ee
IIPOBEJICHUE;

MPUHUMATH MEePBUYHBIC
Oyxranrepckue JTIOKYMEHTBI Ha
OyMa)XHOM HocHTele W (Wiu) B BHJC
AJEKTPOHHOTO JIOKYMEHTA,

MOJIMTMCAHHOTO AJIEKTPOHHON TOAIHCHIO;
MNpOBCPATH HAJIUYKUC B HNPOU3BOJIBHBIX
MEPBUYHBIX OyXTaITEPCKUX TOKYMEHTaX
06;13aTeanbe PCKBU3UTOB;,

MIPOBOJIUTH dbopManbHYyIO
MPOBEPKY JTOKYMEHTOB, IPOBEPKY IO
CYIIECTBY, apu(PMETHUECKYIO TPOBEPKY;

IIPOBOAUTH CPYIIIUPOBKY
MEPBUYHBIX OyXTaITEPCKUX JTOKYMEHTOB
0 Sy IPU3HAKOB;

IPOBOJTUTH TaKCUPOBKY "
KOHTHPOBKY IEPBUYHBIX OyXTralTepCKUX
JTOKYMEHTOB;

OpTraHHU30BbIBATH
JIOKYMEHTOO0O0POT;

pa3bupaTbcsi B HOMEHKJIAType

TMICHXOJIOTHYECKHE O0COOEHHOCTH
JIMYHOCTH,
OCHOBBI MPOEKTHOM
JESITEIIbHOCTH OCOOCHHOCTH
COLIMAIBHOTO u
KYJIBTYPHOTO  KOHTEKCTa;
npaBuia odopmIIeHUS

JIOKYMCHTOB U TIOCTPOCHUS
YCTHBIX COOOIIEHUH.
rPaMOTHO H3JlaraTh CBOU

MBICITH U O)OPMIIATH TOKYMEHTBI

o Npo(eCCUOHATBFHON TeMAaTHKe

Ha TOCYJIapCTBEHHOM  f3BIKE,
NOPOSIBIISATE  TOJICPAHTHOCTH B
paboueM KOJIIICKTHBE
COBpPEMEHHBIE CpencTBa u
ycTpoiicTBa  MH(GOpPMaTH3AIINH,
MOPSOK WX TMPUMEHEHHUS W
mporpaMmMHOe  o0ecredeHue B
npodecCuoHATBLHOM
NEeSITEIIbHOCTH

npaBuIia MTOCTPOCHHUS
IIPOCTBIX u CIIOKHBIX
IIPEIIOKECHUN Ha
npodeCCHOHAIbHBIC TEMBI;
OCHOBHBIE

001IeyOTPEOUTENHHBIC TJIar0JIbl
(ObiToBast M TmpodeccuoHaIbHAs
JIEKCHKA); JIEKCUYCCKUI
MUHHUMYM,  OTHOCSAIUMMCI K
OIMKMCAHUIO MIPEIMETOB, CPEJICTB U
MPOIECCOB  MPO(hecCHOHATBLHOM
EeITENBLHOCTH, 0COOEHHOCTH
MIPOU3HOIICHHUSI;, TTPaBUIa YTCHHUS
TEKCTOB npodeCCHOHATbHON
HaNpaBJIEHHOCTH o0rue
TpeOOBaHUS K OyXrajaTepcKomMy
yuery B 4acTH
JIOKYMEHTHUPOBAHUS BCEX
XO3SIMCTBEHHBIX  JEHUCTBUM U
oneparnuii;

IOHATHE MIEPBUYHOU
OyXTaJITepCKON JTOKYMEHTAITUH;

OTpe/eNieHue TMEePBUYHBIX
OyXTaJITePCKUX JOKYMEHTOB;

bopmbl NEPBUYHBIX
OyXTaJITePCKUX JIOKyMEHTOB,
CoJIepKaIINX o0si3aTenbHBIC
PEKBU3UTHI MIEPBUYHOTO
YYETHOTO IOKYMEHTA,

MOPSIIOK MIPOBE/ICHUS
IPOBEPKH MIEPBUYHBIX




e, OyXTraJlTepCcKux JIOKYMEHTOB,

3aHOCUTh JTaHHBIC o | ¢popmabHOI MIPOBEPKH

CTPYNIIMPOBAHHBIM  JTIOKyMEHTaM B | TOKYMEHTOB,  IPOBEPKHU

PETUCTPBI OYXTaNTEPCKOTO yUETa, CYILIECTBY, apudmeTHuecKoi

nepeaBaTh MEPBUYHBIC | IIPOBEPKHU;

Oyxraiatepckue JOKYMEHTHI B TEKYIIUi NOPUHIUIBI W [PU3HAKH

OyXralTepCKuil apXuB, TPYIITAPOBKH MIEPBUYHBIX

nepeaaBaTh MIEPBUYHBIC | OyXTAITEPCKUX TOKYMEHTOB;

OyxranTepckue JOKYMEHTBI B MOPSIIOK MIPOBE/ICHUS

MOCTOSIHHBIM ~ apXWB 1O HWCTEYCHUU | TAKCUPOBKM M KOHTHUPOBKH

YCTaHOBJICHHOTO CPOKa XpaHEHWSI, NEPBUYHBIX OyXrajnTepcKux

UCIIPABIIATH OIIMOKHU B | IOKyMEHTOB;

MIEPBUYHBIX OYXTaNTEPCKUX JTOKYMEHTAX; TOPSIIOK COCTaBIICHHSI
pErucTpoB OyXraJiTepcKoro
yueTa,

npaBuia
XpaHEHHUs MEPBUYHOMN
OyXraiaTepcKoi JOKyMEHTAINH

4. Oomas Tpynoemkocthb Aucuuminnbl OI1.06. JlokymeHTaMOHHOE
o0ecrneyeHue yrnpaBJieHUs1

Bun yueGHOM paboThI Ounas ¢popma nosyyeHus 3aouHas popma NoJydeHHS
00pa3oBaHuUs 00pa3oBaHuUs

MaxkcumanpHas yaeOHas 50 yac. 50 yac.

Harpyska

OO0s3aTenbHas ayIuTOpHAS 50 ygac. 18 gac.

ydeOHasi Harpy3ka

CamocrosTenbHas paboTa - 32 yac.

®dopma arrecranuu JuddepennmpoBannpiii 3aueT

5. TeMaTH4YeCKUH MJIAH TUCHUILIMHBI

Benenue

Pasznen 1. JlokyMeHTHpOBaHUE yIPaBIEHYECKON AEATEIbHOCTH

Tema 1.1 JlokymeHT, ero onpeaeneHue, BUabl JOKyMEHTa

Pazgen 2. Cucrema oprann3aiiuOHHO-paclopsAUTEIbHON JOKYMEHTALUN
Tema 2.1 OcHOBHBIE pEKBU3HUTHI JOKYMEHTOB, (DOPMYIISIp TOKYMEHTA

Tema 2.2 JlenoBas KOppeCIOHACHLINS

Tema 2.3 CoctaB u mpaBuiia opopMIICHUS PaCTIOPSIUTEIBHBIX TOKYMEHTOB
Tema 2.4 CocraB u npaBmiia ohOpMICHHUs CIIPAaBOYHO-UH()OPMAIIMOHHON JOKYMEHTAIUN
Tewma 2.5 JlIokyMeHTHpOBaHHE PAOOTHI C IEPCOHATIOM.

Pasnen 3. JloroBopHO-TIpaBOBasi AOKYMEHTALUS

Tema 3.1 JlokymeHTAIUs 1O ICHEKHBIM B (PUHAHCOBBIM OTIEPAITHSIM.
Pazpnen 4. IlpeTeH3MOHHO-UCKOBAst JOKYMEHTALIHS

Tema 4.1 IIpeTeH3MOHHO-UCKOBAsI JOKYMEHTAIIHUA.

Pazgen 5. Texnosnoruu nenonpou3BoACTBa

Tema 5.1 Opranuzanus 10KyMeHTO000poTa. XpaHEHHE TOKYMEHTOB

Tema 5.2 Opranusaius paboThl ¢ KOHQUACHIIUATHHBIMU TOKYMEHTAMHU.
Paznen 6. Texaudeckue cpeacTa opUCHON NeITETbHOCTH

Tema 6.1 Texnuyeckue cpencTBa, UCIOIb3yEMbIE B 1€TONTPOU3BOJICTBE.




