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1. OBIIAA XAPAKTEPUCTHUKA PA!);O‘IEI?'I IHPOI'PAMMBbI
OBHIEITPOPECCHUOHAJIBHOU JUCIUIT/INHBI
«1OKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. MecTo IMCHUIIMHBI B CTPYKTYpPe OCHOBHOI1 00pa3oBaTe/IbHOI MPOrpaMMbl

Huctumnaa OI1.05 «/lokymeHTanimoHHOE oOecriedeHue yIpaBICHUs» SBISETCA
4acThl0 OOLIENPO(PECCHOHATBFHOTO IHMKJIa OCHOBHOM 00pa3oBaTEIbHOM MPOTrpamMMbI
CpeaHero npogecCHOHANBHOTO 00pa30BaHMs — MPOrPaMMBbI MMOATOTOBKH CIICHIUATHCTOB
cpenHero 3BeHa W paszpaborana B coorBeTcTBUU ¢ OI'OC CIIO mo cmnernuanbHOCTH
38.02.01 DxoHOMUKa M OyXTanTepcKuil y 4eT (1Mo oTpaciisiM) U IpodhecCHOHATBEHBIMU
cragaapramu 08.002 «byxranrep», 08.006 «Crienuanuct o BHYTPEHHEMY KOHTPOIIIO»
u 08.023 «Ayautop».

Obwenpodeccuonanpuas aucuuiminHa — «/lokymeHTanmonHoe oOecredeHue
ynpasieHus» oOecrieunBaeT (HOPMUPOBAHUE U PA3BUTHE CIEAYIOIIUX KOMIIETEHIUH B
cootBeTcTBUM ¢ DI'OC CIIO no crnenuaibHOCTH U TPYAOBBIX (PYHKIIUN B COOTBETCTBUU
C Mpo(eCCUOHANTbHBIMU CTAHAPTAMHU:

1.1.1. [TepeueHp 0OITUX KOMITETCHITHI
Kon HaumenoBanue 001X KOMIIETEHIIMIA
1 2

OK O1. | BeiOupaTts cnocoObl pemieHust 3anad Mpo(ecCHOHATBHON AESTENbHOCTH
MIPUMEHUTENILHO K Pa3JIMYHBIM KOHTEKCTaM
OK 02. | OcymiecTBisiTh  MOWUCK, AaHAIM3 W  HMHTEPIpETalui0  HUHPOpMAIUH,
HE0OXOMMOM s BBITIOJTHEHUS 3aJ1a4 NpohecCUOHATBHOM EeITeTbHOCTH
OK 03. | [InanupoBaTh W pealn30BbIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE U
JMYHOCTHOE Pa3BUTHE
OK 04. | PaGoTaTh B KOJUJIEKTHBE M KoMmaHjae, 3(()EKTUBHO B3aMMOJECHCTBOBATH C
KOJUIETaMHU, PYKOBOJICTBOM, KJIMEHTAMU;
OK 05. | OcymiecTBisiTb  YyCTHYKO M NUCBMEHHYKD  KOMMYHHUKAlMIO  Ha
rocyJ1lapcTBeHHOM si3bike Poccuiickoit denepaiivu ¢ yueToM 0COOCHHOCTEM
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa
OK 09. | Ucnionbp3oBath WH(DOpPMAIMOHHBIE TEXHOJOTUM B MPOdecCHOHAIBHON
JIEATEIIbHOCTH;
OK 10. | [Tonp3oBaTbes mpodeccHoHanbHOM JOKyMEHTAIMEH Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX
OK 11. | Ucnionb3oBarh 3HaHWs 1O (DMHAHCOBOM TI'pPaMOTHOCTH, IUIAHMPOBATH
NPEANPUHUMATEIIBCKYIO JIEITEIbHOCTH B TPOeCCUOHAIBHON cepe

1.1.2. Ilepedens npodeccnoHaNbHBIX KOMIETEHIIUN
Koxa HaumeHoBaHue npogecCHOHAIBHBIX KOMIIETCHIUMI
1 2
I1IK 1.1. | OGpabatpiBaTh MepBUYHBIC OYXTaITEPCKUE TOKYMEHTHI




1.1.3. TlepeyeHb TpyJOBBIX (PYHKITHI
Kon HaumeHoBanue npoq)eccnona;ubnblx CTAHIAPTOB, Oﬁj)ﬁmeHHbIX
TPYAOBbIX GYHKUUI ¥ TPYAOBBIX QYHKIUMN
1 2
08.002 | ByxraJjarep
OT® 3.1. Begenne OyxranTepcKkoro yuera
Td |IlpunsAtHe K yYeTy TEPBHYHBIX YUYETHBIX JOKYMEHTOB O (akTax
3.1.1. | XO3HCTBEHHOM XM3HN YKOHOMUYECKOTO CyOBEKTa
Td | leHexxHOE H3MEpEHHE OOBEKTOB OyXrajaTepCcKOro ydeTa M TeKylas
3.1.2. | rpynnupoBKa (hakTOB X035HCTBEHHON KU3HU
T Htorooe o6061eHNE (HAKTOB XO3IMCTBEHHON KU3HU
3.1.3.
08.006 | CnenuajucT 1o BHYyTPEHHEMY KOHTPOJII0
OT® 3.1. BeimosiHEHWE 3aaHUN PYKOBOJUTENEH CHENUAIBHOTO MOJAPA3ACICHUS

BHYTPCHHCTO KOHTPOJIA MJIM MHBIX CIICOWAJIMCTOB BHYTPCHHCTO KOHTPOJIA

Td | [IpeaBapurtenbHblii cOOp W aHAINW3 MH(DOPMALMU O IEATEIBHOCTH OOBEKTa
3.1.1 | BHyTpeHHEro KOHTPOJIs
08.023 | AyauTtop
OT® 3.1. OcymecTBiIeHHE BCIOMOTATENbHBIX (YHKIUNA TPU  BBIMOJHEHUU
ayJUTOPCKOTO 3aJlaHusl U OKa3aHUM MPOYMX YCIYT, CBA3AHHBIX C ayJUTOPCKOMN
JESITEIbHOCTHIO
T | BellloaHEHNE OTAENBHBIX MOPYYEHUHN Ul LENEN ayIUTOPCKOIO 3a/JaHUS U
3.1.1 | oxa3zaHus IPOYMX YCIYT, CBSI3AHHBIX C AYAUTOPCKON JESITEIbHOCTHIO
Td | BellmonHeHHWe ayJIUTOPCKUX Tporeayp (IeUCTBUii), OCYIIECTBIICHHUE
3.1.2 | oThenbHBIX Omepamuii Mpu OKa3aHWU COMYTCTBYIONIMX ayJIUTy U TPOUYUX
YCIIYT, CBSI3aHHBIX C ayJUTOPCKOM e TEIbHOCTHIO

1.1.4 Pasmenst u comepskanne WorldSkillsStandardsSpecifications mo xommneTeHmum
41 «byxranTepckuil yuer»

Pagea WSSS CrienuaJncT D0JKeH
3HATh U NOHUMATH Ymerb

1 2 3
R 41. WSSS 2. | 3ak0HOAATeIbCTBO Poccuiickoii | cocTaBisTh rpauk
Tekyiee @enepaun 0 OyXraiaTrepckoM ydere, | JOKyMEHT000OopoTa,
OTpakeHHe B | 00 apXUBHOM JIeTIE,; OpraHW30BBIBATH TOKYMEHTOOOOPOT.
OyXrajaTepckom MOPSIIOK XpaHeHus YUETHBIX
yuere ($akToOB | JOKYMEHTOB
XO3SIMCTBEHHOMN
KU3HU




1.2. Lleapb u nI1aHUpPyeMble Pe3yJbTAThl 0CBOCHHS Pe3yJbTAThI

B

pamKax MIPOrpamMMBbl

oO1enpodeccCuoHAIBHOM

TUCIUILINHBI

OOy4YarONIMMHUCSL OCBAaMBAIOTCS CIEAYIOIIME YMEHUS W 3HAHHS B COOTBETCTBUHU C
®I'OC CIIO no cnenuaibHOCTH U MPOPECCUOHAIBHBIMU CTaHAAPTAMMU:

1.2.1. O6uue u npodhecCHOHAIbHBIC KOMIIETCHIINH:

HII((,OF)K Ymenus 3Hanusn
1 2 3

OK 01. Pacnio3naBate 3amauy u/uiam mpoOnemy; | AKTyalbHBIH — TPO(ECCHOHANBHBIA U
aHAJIM3UPOBATh 33/a4y U/WIK NPOOJIEMY U | COLMATIBHBIN KOHTEKCT, OCHOBHbIE
BBIIENATh €€  COCTaBHbIE  YAacCTH; | ICTOYHUKH HH()OPMAIUM M PECypChl s
ONpeNeNIATh dTalbl pPEUIeHUs 3aJaud; | pelieHus  3aga4d = M npolieM B
BBUSIBISAITE U 3(dexkTuBHO  uCKaTh | NpodhecCHOHATEHOM U COLIMAJIbHOM
uHpOpMalHIo, HE00X0IUMYIO JUIsl | KOHTEKCTE.
pemieHust  3aJadd  W/WIH  [POOJIeMBI;

COCTaBIIATh IUTaH nelcTBUi U
peajin30BbIBaTh €ero; OIpeaeaTh
HE00XOAUMBIE PECYPCHI.

OK 02. Onpenensats  3agaun i noucka | Homenkiatypa MH(OPMaLMOHHBIX
uHbopMalUY; ONpeAesaTh HEOOXOAUMbIE | HCTOYHUKOB IIPUMEHSIEMbIX B
UCTOYHUKH WHQPOpPMANMY; TUIAHUPOBATH | MPO(HECCHOHAIBLHON NeSITENIbHOCTH;
Ipolecc  IOUCKA;  CTPYKTYpUpPOBATh | IPUEMbI CTPYKTYPHUPOBAHUS HHPOPMALIUY.
MoJy4aeMyro HH()pOPMaIUIO; BBIICISATh
HauOoyiee  3HaUYUMOE B [IEpeyHe
nH(POpPMAINY; OIIEHWBATh MPAKTHYECKYIO
3HaYMMOCTb pe3ybTaToB MIOUCKA;
0(OPMIISATH PE3YNIHTATHI MOUCKA.

OK 03. OmnpenensaTh akTyaJlbHOCTh HOpMaTUBHO- | Copep)kaHue aKTyalbHOH HOpPMaTHBHO-
MIPaBOBOM JOKYMEHTAIUU B | IPaBOBOW JIOKyMEHTAIIUW; COBPEMEHHAS
npodeccuoHaTbHON NesITeIbHOCTH; | Hay4yHas u npodeccuoHaIbHast
NPUMEHSTh  COBPEMEHHYI0O  HAyYHYIO | TEPMHHOJIOTHS; BO3MOXKHBIE TPAaEKTOPUHU
po¢eCCUOHATIBHYIO TEPMUHOJIOTHIO; | TPO(ECCHOHAIBHOTO pa3BUTHS U
ONpeAENsATh U BbICTpAaUBaTh TPAEKTOPUU | CAMOOOpa30OBaHUS.
po¢eCcCHOHATBLHOTO pa3BUTHS U
caMm000pa30BaHUsI.

OK 04. Opranu3oBbiBaTh paboTy KojuiekTHBa M | [Icuxomorndyeckue OCHOBBI JESTEIBHOCTH
KOMAaH/IbI; B3alMO/ICIICTBOBATH C | KOJJIEKTHBA, MICUXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJCTBOM, KJIMEHTaMH B | OCOOEHHOCTH JUYHOCTH; OCHOBBI
xoJie NpodecCHOHaTbHON AESITETbHOCTH MPOEKTHOM IS TEIIbHOCTH

OK 05. I'pamotHO wm3marath cBou MbIcIH U | OCOOEHHOCTH COIMAIBHOTO M KYJIbTYPHOTO
oopmIATH JTOKYMEHTBI M0 | KOHTEKCTa; npaBuia oopmienus
npodeccroHanbHOM TEMaTHKe Ha | IOKYMEHTOB W  TOCTPOSHHsSI  YCTHBIX
TOCYJapCTBEHHOM  f3bIKE,  IPOSBIATH | COOOILECHHM.

TOJIEPAHTHOCTh B paboyeM KOJIJIEKTHBE.

OK 09. [TpumensaTs cpeacrtBa uHpopMarmoHHbIX | COBpEMEHHBIE CpelCcTBA W YCTPOWCTBA
TEXHOJIOTUI TUTSt pemenust | ”HGOpMaTH3AIHH; TIOPSIJIOK 170
npoeCCHOHATIBHBIX 3a/1a4; MCIIOJIb30BaTh | IPUMEHEHUs U MPOrpaMMHOe obecreueHue
COBPEMEHHOE MPOTpaMMHOE oOecrieueHrne | B mpo(ecCHOHATILHON e TENhHOCTH

OK 10. [lonumatp  oOmui  cmbicn  4eTko | [IpaBuiia mocTpOeHHs MPOCTHIX U CIIOKHBIX
MPOM3HECCHHBIX  BBICKA3bIBAaHWUN  Ha | MPEIOKEHUH Ha  TpodecCHOHATHHBIE
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U3BECTHBIE TeMbl (IPOQecCHOHATBHBIE H
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BBIC
npodeccroHabHBIC TEMBI; Y4aCTBOBATh B
JMajorax Ha 3HAKOMble oO0mmMe W

npodeccuoHalbHBIE  TEMBI;  CTPOUTH
MPOCTBIC BBICKA3bIBAHUS O cebe U O CBOECH
npodeccnoHaTbHOMI NeSTeNIbHOCTH,

KpaTKo OOOCHOBBIBATH U OOBSICHUTH CBOM
JNeCcTBUS (TEKyllMe U IUIAHUPYEMBIE);
IUCaTh MPOCTbIE CBS3HBIE COOOLIEHUs Ha
3HAKOMBbIE WIH MHTEPECYIOLINE
1po¢eCCHOHAIIbHBIE TEMBI.

TEMBI, OCHOBHBIE OOIIEYNOTpPeOUTEIHHBIC
riiaroyibl (ObITOBass W TpodeccruoHambHas
JIEKCUKA); JEKCUYECKUI MUHUMYM,
OTHOCSIIUICS K OINUCAHHUIO TIPEJIMETOB,
CPEICTB M TPOLECCOB NMPO(eCcCHOHATBHOM
NeSITeTTbHOCTH, 0COOEHHOCTH
MPOU3HOLICHHUS; TPAaBWJIA YTCHHUS TEKCTOB
poeCCHOHATILHON HAIPaBICHHOCTH.

OK 11.

BreIsBaATE JOCTOMHCTBA MW HCAOCTAaTKU
KOMMEpPYECKOH HJIeH; NMPE3eHTOBATh HJICH
OTKpBITUS ~ COOCTBEHHOTO  Jela B
npodecCHOHATbHON AESTEIHLHOCTH.

OcHOBBl ~ (PMHAHCOBOM  T'PaMOTHOCTH;
MOPSANOK  BBICTPAaMBaHUA  IIPE3ECHTALIUH;
(UHAHCOBBIE MHCTPYMEHTBI, KpPEAUTHBIC
0aHKOBCKHUE MPOJYKTBHI.

IK 1.1.

OOme TpeboBaHUS K OyXraJlTepCKOMY
y4eTy B YaCTH JOKYMEHTHPOBaHHUS BCEX
XO3SIICTBEHHBIX JICUCTBUIA U OTNIEPALIHiA;
NpaBUja W CPOKH XPAaHEHUS TEPBUYHOM
OyXrajTepcKoil TOKyMEHTAIUN

[Ipunumarhs mnepBUYHBIE OyXrajlTepcKue
JOKYMEHTbl Ha OyMa)XHOM HOCUTENE H
(uu) B BHJE DJIEKTPOHHOI'O JOKYMEHTAa,
MOANUCAHHOTO JIEKTPOHHON MOJIUCHIO;
[IPOBEPATh HAIWYUE B  IPOU3BOJIBHBIX
HNEPBUYHBIX OyXTraNTepCcKuX JAOKYMEHTax
00s3aTeNbHBIX PEKBU3UTOB,;
OpraHU30BBIBATH IOKYMEHTOO00POT
pa3duparbcs B HOMEHKIIATYpe Jell;
nepeaaBaTh IEpBUYHbIE OyXrajirepckue
JOKYMEHTBl B TEKYIIHMH OyXTaaTepCcKHii
apXxus,;

nepefaBaTh IEpBUYHBIE OyXrajiTepckue
JOKyMEHTbl B IIOCTOSIHHBIA apXxuB IO

UCTEUYEHUNU YCTaHOBJIEHHOT'O Cpoka
XpaHEeHUs!
1.2.2. TpynoBsie pyHKINH:
Kon IIC n
Ymenus 3HaHusn

T®

1 2 3
I1C 08.002 | coctaBnaTh (0GOpMIATH) TEPBUUHBIE | OCHOBBI 3aKOHOJATENbCTBA Poccuiickoit
Td 3.1.1. | yueTHble JOKYMEHTH, B TOM uucie | Degepamnuu o OyXraaTepckom ydere (B TOM

AJIEKTPOHHBIE TOKYMEHTHI,
o0ecrieunBaTh COXPAaHHOCTh MEPBUYHBIX
YUETHBIX IOKYMEHTOB JI0 IIEPENAYN UX B
apxuB

quciae HOPMATHBHBIE IPABOBBIE AaKTHI O
JIOKYMEHTaX H JOKYMEHTOO00OpoTe), 00
apXHUBHOM nerne, o01epoccuiickuit
KJ1acCupUKaTOp yIIpaBJIeHUYECKON
JOKYMEHTaluu (B 4acTH, Kacaroueics
BBITIOJTHEHUS TPYOBBIX JIEUCTBUI);

BHYTpEHHUE OpraHu3aIIOHHO-
pacrnopsAauTCIbHBIC JAOKYMCHTBIL
HKOHOMUYECKOTO cyObeKTa,
periaMeEHTUPYIOLIHE MOPAZI0K

COCTaBJICHHA, XpaHCHUA W ICpcaadyy B
APpXUB NCPBUYHBIX YUYCTHBIX TOKYMCHTOB




I1C 08.002 | BHyTpeHHUE OpTraHU3aIMOHHO-

Td 3.1.2. | pacnopsiauTenbHbIC JIOKYMEHTBI
HKOHOMHYECKOTO cyObeKTa,
perjJaMeHTUpyIoIre npaBuIIa
CTOMMOCTHOTO  M3MEpEHUs1 OOBEKTOB
OyXrajarepckoro ydera, a Takxke IO
BOIIPOCAM OILIATHI TPyia

I1C 08.002 | roToBHUTH pa3auyHbIC CIIPABKU, TOTOBUTH | BHYTPEHHUE OpraHU3aIMOHHO-

Td 3.1.3. | oTrBeTbl Ha 3ampochl, COAEpXKallUe | pacHOPsAUTEIbHBIE JIOKYMEHTBI
uH(pOopMaIIHIO, dbopMupyemyro B | 9KOHOMHUYECKOIO cyOBeKTa,
cucTteMe OyXrajaTepcKoro y4yerTa; periIaMeHTHPYIOLIHE 0COOEHHOCTH
o0ecrieunBaTh COXPAHHOCTh PETUCTPOB | TPYIITUPOBKU uH(popMaIuuy,
OyXraJTepcKoro ydera JI0 epeJjauu ux B | coAepiKamieiics B MNEPBUYHBIX YUYETHBIX
apxuB JIOKYMEHTaX, MpaBuiia XpaHeHUs

JOKYMEHTOB W 3aIlUThl HHPOpPMAIUH B
HKOHOMHYECKOM CYOBEKTE
I1C 08.006 cojiepxanue rpaduka JOKyMeHTO000pOTa,
Td 3.1.1. OCHOBBI ~ JICJIOBOM  JIOKyMEHTALlMM U
JIENIOTIPOU3BOJICTBA B SKOHOMHYECKOM
CyOBeKTe

I1C 08.023 | moaroraBnuBaTh u 0hOpMIIATH | OCHOBBI JEJIONIPOU3BOJICTBA,;

Td 3.1.1. | ornenbHbIE BUABI pabOYUX JTOKYMEHTOB | BHYTPEHHUE OpraHU3aIMOHHO-
no o0paslly WIM CaMOCTOATENBHO (B | paCHOPSAUTEIbHBIC JIOKYMEHTBI
3aBHCHUMOCTH OT CTETIEHU CJIIOKHOCTH) ayJIUTOPCKOM OpraHu3aIluH,

periIaMeHTHPYIOLIHE ayJAUTOPCKYIO
JIESITEIBHOCTh B OpraHu3aliuu

I1C 08.023 | moaroraBnuBaTh U OQOpMIIATH padoune

Td 3.1.2. | TOKyMEHTHI

1.3. Ucnoan3oBanue yacoB BapuatuBHoii yactu I[ITICC3

[Iporpamma ob6menpodeccuonansHoit gucturuinabl OIl 05 «JlokymeHTanmoHHoe
oOecrieueHune yrnpaBleHUs» peansyercs 3a cuet oos3arensHoi yactu [ITCC3.




2. CTPYKTYPA U COJAEPXKAHUE OBIIEITPO®ECCHUOHAJIBHOM

JUCHUILIAHBI

2.1. O0beM JUCUUILJIMHBI U BUJbI Y4e0HO# padoThl

Bun yuyeO6Hoii padoThl Obnem
4acoB
O0bem 00pa3oBaTe/ibHOI NPOrPaMMBbI 10 IMCHMILINHE 32
PaGoTa o0yuaronuxcsi BO B3aUMO/IeiiCTBHH ¢ MPenojgaBaTeieM 32
B TOM YHCIIC:
TEOPETUYECKHE 3aHSATUS 14
MPAKTUYECKHE 3aHATHUS 16
71a00paTOPHBIE 3aHITHUS -
KypcoBasi paboTa (IPOEKT) -
CamocrosiTesibHAs pad0Ta 00y4a0Ierocs -
ITpoMexxyTouHasi aTTecTalus — oughgpepenuuposannvlii 3auem 2




2.2. TemaTu4ecKHuii IJIaH U cojiep:kanue odmenpodeccuonaabuoi qucuuminnabl OII 05 «lokymMeHTauMOHHOE 00ecnieyeHHe

YIIpaBJICHUS
Koabl komnereHuuii u
Conep:xxanue y4ye0HOro MaTepuaJa, Oo0bem ! .
KoJu-Bo TPYAOBBIX (PDYHKIMH,
No J1abopaTopHbIe M NPaKTHYeCKHe PadoThl, 4YacoB Ha
HaumenoBanue 4acoB 3aganue Ha ¢popMupoBaHuUIO
He- caMoCTosiTeJIbHAsI padoTa 00y4arImXxcs, U3yyeHue
pa3aesioB U TeM HA A0M KOTOPBIX
aeau (opMBbI OPraHu3aluM AeATeTbHOCTH pa3neia,
YPOK crnocodcTByer
00yJammxcs TeMbI
3J1eMEeHT NMPOrpaMMbl
1 2 3 4 5 6 l
Paspnen 1. Opranu3anus J0KyMeHT0000pPOTAa HA NPeANPUATHH 8
Tema 1.1. loxyment | Coaep:xanue yueGHOro MaTepuaJia OK 01, OK 02, OK 03,
A CUCTEMA JloKkymenm u cucmema 0OKymMeHmayuu. OK 04, OK 05, OK 09,
JIOKyMEHTaluu 3HaueHue u COJIepKaHue NUCHUIIIMHBI OK 10,0K 11
«JlokyMeHTallMOHHOE O0ECIeUeHNE YIPaBICHUSNY.
[Tonstue TEPMHHOB «JTIOKYMEHTY,
«IOKYMEHTHPOBaHUE, «IOKYMEHTAI[MOHHOE
o0OecrieueHrne  yOpaBleHUA». YHUPUKALUA U
1 CTaH/apTU3allMU  YIPABICHYECKUX JIOKYMEHTOB. 2 2/2 [cTp. 6 — 23]
OcHOBHBIE MOHATHUS JIeNIOTIPOU3BO/ICTBA.
Knaccudukanus JIOKYMEHTOB OpraHu3aIHH.
OyHKIUN  JTOKYMEHTOB. [lonatne u cocraB
PEKBU3UTOB JOKyMeHTa. (CXeMbl pacHoJOKEeHUs
pexBusuToB.  [loHATHe W  BuAbl  OJAHKOB
nokyMeHToB. HopmatuBHO-TIpaBoBoe obecrieueHue
JIEJIONPOU3BOCTBA.
Tema 1.2. Coaepixanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Opranuzanus Opzanusayusn 00Kymenmoooopoma Ha OK 04, OK 05, OK 09,
JOKYMEHTO000pOTa | npednpuamuu. OK 10, OK 11, TIC
Ha NPeIIpUITAN IlonsTue u IIPUHIINATIBI OpraHu3aluu 08.006 Td 3.1.1., TIC
2 nokymenrtooobopora. CocrtaB u  yuer oObema 6 214 [ctp. 79-84] | 08.023 Td  3.1.2,,
JOKYMEHTOo00OpoTa mpeanpustuii. OpraHuzanus WSSS 2.

paboThl ¢ BXOASIIEH, HCXOASIIEH M BHYTpEHHEH
JOKyMEHTaUEN. KoHnTpoas UCIIOJIHEHUSA
JOKYMEHTOB. Pa6ora Cc BHYTPEHHUMU
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nokymentamu. Pabora c 3ampocamu. PaGora ¢
JIEKTPOHHBIMHU IOKYMEHTAMHU.

Conep:xanue yueOHOro MarepuaJa.

Opzanuzayusn paoomowt no XpaHnenuro

0OKYMEeHmo08.

ba3bl  fmaHHBIX AN XpaHEHUs  JOKYMEHTOB. [c1p. 85]

3akoHOgATEIbLHBIE aKTEI u HOPMAaTHBHO- 2/6 npng)a; 60TI,(a

METOAMYECKHE  JOKYMEHTbl 10  apXUBHOMY

XpaHeHHI0  JOKyMeHTOB. llopsimox — xpaHeHHs KoHcriexTa

JOKyMeHTOB B  apxuBe. Cpoku  XpaHEHHs

JOKYMEHTOB B apxuBe. llopsmok cocTaBieHHS

HOMEHKJIATYpbl JOKYMEHTOB.

[Ipaktuueckass  pabora Ne 1.  Hzyuenue 2/8 odopmiieHHe

HOpPMaTUBHOM AoKkyMeHTauuu no J10VY. oT4yeTa
Pa3nes 2. Buabl 10KyMeHTOB M MOPSIA0K PadoThbl ¢ HUMH )
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
Opraau3annoHHO- Opzanuzayuonnuvle u pacnopsaoumenvHule OK 04, OK 05, OK 09,
pacropsauTeNbHbIE | OOKYMEHMbL. OK 10, OK 11, IIC
JIOKYMEHTBI Opranu3zanuoHHbIE JIOKYMEHTBI — yCTaB, 2110 [cTp. 28 — 34, | 08.002 T® 3.1.1., TD

yUpENNUTEIbHBIE JIOTOBOP, II0JIO’KECHHUE. 75-77] 3.12, T® 3.1.3, IIC

PacnopsimutenbHple  TOKYMEHTBHI  —  IpHKas, 08.023 T® 3.1.2.

pacropsiKeHue, yKa3aHue, MIOCTaHOBJICHUE,

pelnieHne, MHCTPYKIHS, MPOTOKOI.

IIpaxTrueckas pva60Ta Ne 2. Wsyuenue dopm 10 ofoperne

OpraHM3alMoOHHON JokymeHTanuu. OdopmieHue 2/12 .

JOJPKHOCTHOW MHCTPYKLIUH.

[Ipaktnueckass pabora Ne 3. CocraBieHue u 2114 odopmieHne

oopmieHHEe pacOPsIIMTENBHBIX JOKYMEHTOB. oTyera

Conep:xanue yueOHOro MaTepuaJa

Cnpasouno-ungopmayuonnvie OOKyMeHnbi.

CripaBo4HO-HH(OPMAIIIOHHBIE JIOKYMEHTBI: 2/16 [cTp. 58 — 73]

cimyxeOHas 3anucKa, OOBSICHUTEIbHAS 3aITUCKa, aKT,

CITpaBKa, CJ'Iy)KC6HLIC nucCbMa
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[Ipaktuyeckas pabora Ne 4. CocraBneHue #u

O(bOpMJ'IeHI/Ie JCJIOBBIX ITHMCEM

2/18

odopmiieHHE
oryera

10

11

12

Tema 2.2. Kanposas
JIOKyMEHTaIus

Coaepixanue yueOHOro MaTepuaJa.

Kaoposasa ookymenmayus.

JIOKyMEHTUPOBAHUE TPYIOBBIX IPABOOTHOLICHUM.
CoctaB u 0coOeHHOCTH O(QOPMIICHUS JOKYMEHTOB
0 JU4YHOMY cocTaBy. KommiekroBaHHE JHMYHOTO
nemna. Asrooumorpadus. Pesrome. 3asBiaeHue o
npueme Ha padoty. [Ipukassl Mo TUYHOMY COCTaBY.
[ItaTHOE pacnucaHue.

[Ipaktnueckass pabora Ne 5. Odopmienue
TPYIOBOTO JIOTOBOpa, MPHUKa3a o MpueMe Ha padoTy,
oopmieHre TPYJOBOM KHIKKH.

[IpakTuueckas padora Ne 6. OhopmieHue nprukazon
10 INYHOMY COCTABY.

2/20

[cTp. 34 —56]

2/22

odopmiieHHe
oTyera

2/24

odopmiieHHe
oTyeTa

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 09,
OK 10, OK 11, IIC
08.002 Td 3.1.1., IIC
08.023 T® 3.1.2.

13

14

15

Tewma 2.3.
byxranrepckas
JOKyMEHTalus

Conep:xanue yueOHOro MarepuaJa.
byxzanmepckasa 0okymenmavus.

OOuue TpeOoBaHUS K OyXraJTepckoMy yuyeTy B
4acTU JIOKYMEHTHPOBAHMSI BCEX XO3SHCTBEHHBIX
JencTBUl U onepanuil. [IpaBuia U Cpoku XpaHeHUs
IIEPBUYHOMN OyXxrantepckoi JOKYMEHTAIUH.
Homenknarypa ~ Oyxraiarepckux  JOKYMEHTOB.
Conepsxanne rpaduka 10KkymeHT0000poTa. OCHOBBI
JIEJIOBOM JTOKYMEHTAllUH U JEJIONPOM3BOACTBA B
SKOHOMHYECKOM CYOBEKTE.

[Ipaktnyeckas pabora Ne 7. CocraBieHue
HOMEHKJIATYpPhI OyXranTepcKux JIOKYMEHTOB.
CocraBieHue rpaduka JOKyMEHTO000poTa.

[Ipaktnueckass pabora Ne 8. CocraBineHue
NEPBUYHBIX OYXTaJITEPCKUX IOKYMEHTOB.

2/26

npopaboTKa
KOHCIIEKTa

2/28

odopmieHue
oTyera

2/30

odopmiieHne
oTyeTa

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 09,
OK 10,0K 11, IIK 1.1,
I1C 08.002 T® 3.1.1.,
TO 3.1.2, T® 3.1.3,
I1C 08.006 T® 3.1.1.
I1C 08.023 Td 3.1.1.,
Td 3.1.2. WSSS 2.
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2/32

Bcero:

32

32
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3. YCJIOBUS PEAJIM3AIIUA PABQ‘IEfI INPOI'PAMMUBI
OBHIEITPOPECCHUOHAJIBHOU JUCIUIT/INHBI

3.1. MunnMa/jibHOE MATePHAJIbHO-TEXHHYECKOe o0ecrievyeHne

O6menpodeccnoHaabHas JTUCIUILIHHA OII.05 «JlokyMeHTaIIMOHHOE

o0ecrieueHre yMpaBiCHHs» pealu3yeTcss B KaOuHeTe «JJOKyMEHTaIllMOHHOTO
o0ecrieyeHns yrpaBieHHUsD, OCHAILIEHHBIA 000pyJ0BaHUEM:
— pabourie MecTa 10 KOJIMYECTBY 00y4aroIuXcsl (CTOJI, CTYNbs Ay AUTOPHBIE);

000pynoBaHHOE pabouee MECTO MpernojaBaress (CTo, Kpecao, MepCoOHaTbHbIN
KOMITBIOTED, JIOKAJIbHAs CETh C BBIXOA0M B Internet);

J0CKa MeJIoBasi;

mKaQbpI-CTEUIAKA I pa3MENIeHus Y4eOHO-HArSAHBIX MOCOOMd U
JIOKyMEHTAINU;

IUTaKaThl — 5 IIT.;

TCXHUYCCKUMU CpEACTBAMUA O6y‘-I€HI/I$I .

3.2.1

MyabpTuMeauitHoe obopynoBanue (ITK (cucremusrit 610k — mpormeccop Intel R
Core TM, i13-8100 CPU @ 3.60 GHz, O3Y 8 I'0);

HHTEPAKTUBHAS JJOCKa,

HakeThl TUIEH3HOHHBIX Iporpamm: MS Office,

KOMILIEKT Y4eOHO-METOJHUECKOM JOKYMCHTAIUH.

H(pOpMaLMOHHOE O0ecleYeHne peain3alu MPorpaMmmMbl

Hepequb PEKOMECHAYEMBIX IMEYATHBIX U/ NI AJICKTPOHHBIX oﬁpasoBaTe.anmx )4 |
UH(POPMALMOHHBIX PeCypcoB

HOpMaTHBHO-HpaBOBLIe AKThbI:

1.

2.

I'paxnanckuii konekc Poccuiickoir @enepannu B 4 4yacTax (JIeMcTByroIas

pelaKius).

Tpynosoii koxekc Poccmiickonn ®epepanuu ot 30.12.2001 N 197-03
(me¥cTByrOIIAS pEIAKITS).

.I'OCT P 7.0.8-2013. Hamumonanensiii ctanmapt Pocculickonn ®eneparumu.
CucreMa crtaHgapToB 1mo uH(OpManuu, OUOIMOTEUHOMY U H3JATEIBCKOMY
neny. Jlenonpou3BoJCTBO U apXuBHOE Jiefio. Tepmunbl u onpeaencHus" (yTB.
ITpukazom Poccranmapra ot 17.10.2013 N 1185-cT)

.I'OCT P 7.0.97-2016. Haumonanensiii ctanmapt Poccuiickoit ®enepamumu.

Cucrema craHaapToB mo MHpoOpManuu, OMOIMOTEYHOMY U H3ATEIbCKOMY

neny. OpraHu3alOHHO-PACTIOPSAAUTENbHAS JTOKyMEHTanusa. 1peboBaHus K

opopmnenuto nokymeHtoB (yTB. Ilpukazom Poccrammapra ot 08.12.2016 N

2004-ct) (pen. ot 14.05.2018)
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OCHOBHBIC HCTOYHUKH:

1. I'po3oBa, O.C. Jlenonpou3BOACTBO : y4eOHOE TIOCOOME ISl CPEITHETO

PO eCCUOHATBHOTO oOpazoBaHus / O. C. I'po3oBa. — Mockaa :
N3narenscTBO FOpaiir, 2022. — 126 c.—  (IlpodeccuonanpHoe
obpazoBanne). — ISBN 978-5-534-08211-1. — Tekct : >neKTpOHHBIA //
OO0pazoBaTenpHas matdopma FOpaiit [caiiT]. —

URL.: https://urait.ru/bcode/492787 (nata obpamienus: 04.08.2022)

I[OHOJIHI’ITQJILHLIC HCTOYHUKMH:

1. KopneeB, U. K. JlokyMeHTaIlmoHHOE OOECIICUCHHE YIMPABICHUS : yYUYCOHHK WU
NPaKTUKYM U cpenHero npodeccuonansHoro obpasosanus / U. K. Kopaees,
A. B. ITmenko, B. A. Mamypues. — 2-¢ u3fa., nepepad. u jgon. — Mockaa :
N3narenscTBO FOpaiir, 2022. — 384 c.— (ITpodeccuonanpHOE
obOpazoBanne). — ISBN 978-5-534-05022-6. — TekcT : 3IeKTpOHHBIN //
O6pazoBartenbHas maTdopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/492541 (nata ooparenus: 04.08.2022).

2. Ky3Henos, N. H. JloxymMeHTalmoHHOE oOecrieueHue yIPaBJICHHUS.
JIoKyMEeHTOOOOPOT U JEIOMPOU3BOACTBO : YUEOHUK U MPAKTUKYM JJIS CPETHETO
npodeccuonansuoro oopazosanusi / U. H. Ky3nenos. — 3-e uzn., nepepad. u
JIOI. — Mocksa : U3 partenncTBO FOpaiir, 2022. — 462 c. —
(ITpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-04604-5. — Tekcr
anekTpoHHbI // OOpa3zoBarenbHas 1nat@opma FOpaitt  [caliT]. —
URL.: https://urait.ru/bcode/490168 (nata oopamenus: 04.08.2022).

HNuTepHeT-pecypcenl:
1. UudopmanmonHo npaBoBoit noptan http://konsultant.ru/
2. udpopmanimoHHO MpaBoBoi moptai http://www.garant.ru/
3. EnnHoe okHO ocTyna k o0pa3oBaresbHbIM pecypcaM http://window.edu.ru/
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https://urait.ru/bcode/492787
https://urait.ru/bcode/492541
https://urait.ru/bcode/490168

4. KOHTPO.Ib 1 OHEHKA PE3YJIbTATOB OCBOEHUSI
OBHIEITPOPECCHUOHAJIBHOU JUCIUIT/INHBI

KoHTposib M omeHka pe3yabTaTOB OCBOEHHS OOIIENpOodecCHOHANIBHON
JUCHUILINHBI OII1.05 «/lokyMeHTallmOHHOE oOecrieueHue yIpaBICHUS»
OCYILECTBIISIETCSl IpernojaBaTelieM B IIPOLECCE H3YYEHMs] MaTepuansa B paMKax
TEKyIIEro KOHTPOJs B QopMe OauIbHO-PEUTUHIOBON CHCTEMBI, PEQPIIEKCUBHON
KOHTPOJIbHO-OLICHOYHOW ~ JESATENbHOCTH, a TakK K€ B paMKax MpPOBEACHUS
IPOMEXKYTOUHOM arTecTanuu B ¢opMe aud@epeHnpoBaHHOrO 3a4era Mo paszziesam
JUCUUTUINHBI.

B mensix KOHTpOJS U OLIGHKH Pe3yJbTaTOB OCBOCHUS OOIIENpodeccrnoHanbHOM
JVICLUATUIHBI OI1.05 «/lokyMeHTalmOHHOE oOecrieueHue YIPaBJICHUS
MPENOIaBATENEM UCIIOJIb3YIOTCS PA3JIMYHbBIE METOIBI:

— DJKCIEpPTHasl OLEHKa JAESITENbHOCTH OOY4YaloIMXCsl NpU BBHINOJIHEHUU U

3alUTE PE3YJIBTATOB MPAKTHYECKUX 3AHATHH;

— omnpoc (YCTHBIN U MTUCEMEHHBIN);

— TECTHPOBAHUE;

— MPOBEPOYHbIE PaOOTHI;

— KOHTpOJIbHBIE PAOOTHI.

OcCHOBHBIE TOKa3aTeId U KPUTEPUU OLICHUBAHMS 3HAHWM, YMEHMI, HAaBBIKOB U
C()OPMUPOBAHHOCTH  KOMIETEHLIUH, IEpeYeHb  KOHTPOJIbHBIX  MAaTepHalIoB,
NPUMEHSEMbIX Ui TEKylled  OLIGHKM  YCIEBAEMOCTH M 3aJaHus K
1 pepeHIMpOBAaHHOMY 3aueTy OTpaXkeHbl B (OHJAX OLEHOYHBIX CPEICTB IO
obmenpodeccuonanbHot auciummHe OIL.0S «JlokymeHTanmoHHoe obOecnedueHue
YIPABICHUS.
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