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OBECIIEUEHUE VIIPABJIEHUS» pa3pabotana Ha OCHOBE TpeOOBaHMIA
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METOJIMYECKOTO  OOBEAMHEHHMs] B  CHCTEME CpeAHero  MNpodecCHOHATBLHOTO
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1. OBIIAS XAPAKTEPUCTUKA PABOYEW NPOIPAMMBI YUEBHOU
JAUCHUIIJIMHBI

1.1. O6n1acTb npuMeHeHns padoyei MporpaMmbl

PaGouass nporpamma  yuyebHo¥  gucuumiaubael  OIL13  JlokymMeHTanmoHHOE
o0OecrieyeHue  yOpaBICHHUsS  SBISETCS  4YacTbl0 OCHOBHOW  0Opa3oBaTENbHOM
MPOrpaMMbl B COOTBETCTBUM ¢ DefepalibHbIM roCyJapCTBEHHBIM 00pa30BaTEIbHBIM
ctagaaprom 1o crneuranbHoctd CIIO 38.02.01 DxoHOMUKA U OyXraaTepckuid ydyer
(mo otpacisim).

1.2. MecTo y4eOHOH IMCHUILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/bHOI
nporpammbl:  yueOHas auciuuimHa OIL13  JlokymMeHTalMoOHHOE oOecneyeHue
YIPaBIE€HUS OTHOCUTCA K 0O0IIenpodecCHOHAIbHOMY LHUKIY 005S3aTebHON YacTu
OCHOBHOW oOpazoBaTenbHOM mporpammbl mno crnenuanbHoctd  CIIO  38.02.01
DKOHOMUKA U OyXraiTepCcKUil y4yeT (1o oTpacisim).

1.3. Heau um 3agaum y4yeOHOH AMCHMIUVIMHBI — TpeOOBaHUSI K pe3yJabTaTam
OCBOCHMSA y4eOHOM IMCHUIINHBI:

Hean:

B pe3ynbrate ocBOeHUS yueOHOU AUCITUIUIMHBI 00y4arOIINecs 10KHBI yMeTh:

- OCYILIECTBJIATH [MOUCK, AHAIN3 U UCIIOJIb30BAHUE HOPMATUBHO-TIPABOBBIX TOKYMEHTOB
B MpUMEHEHUH K 3a1adam JIOY;

- COCTaBJIATh U OPOPMIISThH YNPABIECHYECKYIO U MPOPECCUOHATBHYIO JOKYMEHTAIIUIO B
COOTBETCTBHE C HOPMATUBHOM 0a30M;

- ICIOJIb30BaTh YHU(PUIIMPOBAHHBIE (POPMBI JOKYMEHTOB;

- OCYILECTBIIATH JEJIOBYIO IEPENMUCKY U NOAEPKUBATH 3JIEKTPOHHBIE KOMMYHHUKALUY;
- IIPUMEHSTH CPeICTBAa MH(POPMALIMOHHBIX TEXHOJIOTHH ISl CO3aHUs U 0()OPMIICHUS
JOKYMEHTOB;

- pa301paThCs B CUCTEME BHYTPEHHETO IOKYMEHTOO00pOTa OpraHU3allny;

- OCYIIECTBIIATh XPAaHEHUE U TIOUCK IOKYMEHTOB;

- HCIIONIb30BaTh COBPEMEHHOE TMPOrpaMMHOE O0O0eCreuyeHHE B  AIIEKTPOHHOM
JIOKyMEHTOO0OPOTE;

- IpOBEPATh HAJIWYME B IPOU3BOJIBHBIX MEPBUYHBIX OYXTaJTEpPCKUX JTOKYMEHTaX
00s13aTebHBIX PEKBU3UTOB;

- pa3bupaThCsl B HOMEHKIATYpE A€,

- COCTaBJISITh AKTHI U CIIPABKHU IO PE3YJIbTATAM BHYTPEHHETO KOHTPOJIS;

- (hopMHUPOBATH MPOEKTHI IPUKA3OB 10 MPOBEICHUIO BHYTPEHHETO KOHTPOJISL.

3HaTh:

- COJIEp)KAHUE aKTYaJIbHOM HOPMATUBHO-TIPABOBOM JJOKYMEHTALINY;

- OCHOBHBIE IOHATHUS IOKYMEHTAIMOHHOTO 00€CIIeYeHNs yIIPaBICHNUS;

- KJITAaCCU(UKAIUIO YIIPABIEHYECKUX TOKYMEHTOB;

- TMpaBWJIa COCTaBICHHUS U OGOPMIICHHS YHPaBICHUYECKHX TOKYMEHTOB M BEICHHUS
JEJIOBOM MEPETUCKHU;

- COCTaB JJOKYMEHTOB CIIELIMATIBHBIX CUCTEM JOKYMEHTALUH;

- IpaBUJIa OPraHU3alMu BCEX ITANIOB padOTHI C IOKYMEHTAMH;

- mpuitokeHus nporpammsl Windows, ucmonb3yemsie tst peanu3anmn 3a1ad JJOY;

- COBpeMeHHbIe HHPpOopMaImoHHble TexHonoruu JJOY



- IPAaBUJIA U CPOKH XPAHEHUS IOKYMEHTOB;
- (GOopMBI TEPBUYHBIX OyXrajaTepCKUX JOKYMEHTOB, COJEpKAIUX 00s3aTeIbHbIC
PEKBU3HUTHI IEPBUYHOTO YUETHOTO IOKYMEHTA;

- IPOLIeAYpa COCTABJIEHHUS aKTa MO Pe3yJIbTaTaM MHBEHTAPU3ALIUH, IPOCKTOB MPHUKA30B
T10 MTPOBEICHUIO KOHTPOJIBHBIX MPOLETYD.

B pesyapraTe OCBOEHUS ~ JIUCHUIUIMHBI  (POPMUPYIOTCS  DJIEMEHTHI  00uguUx
KomMnemeHuuil:

OK 09. Ilonp3zoBatbes MpoPecCUOHATBHON JOKYMEHTALUEW Ha rOCyJapCTBEHHOM H
WHOCTPAHHOM S3bIKaX.

B pesynbrare 0cBOCHUS TUCHUILIUHBI (QOPMUPYIOTCS DJIIEMEHTHI HPOPecCcUuoOHanbHbIX

KomMnemeHuui:

[1K 2.3. OuenuBaTh JOCTOBEPHOCTH (hopMupoBanus Oyxrantepckoil (pruHaHCOBON) U

HaJIOTOBOM OTYETHOCTH.

B pesynbTaTe 0CBOCHUS JUCLHUIUINHBI JOCTUTAIOTCS JIUUHOCHHbBIE PE3Y/IbIMAmblL:

JIP 2 IIposiBAAIOIMN AKTUBHYIO TPAXKIAHCKYH IO3UIIMI0O HA OCHOBE YBAXKEHUSA
3aKOHA W MPaBOMOPSIAKA, MPaB U CBOOO COTpaK/iaH, YBOKCHUSI K UCTOPUYECKOMY U
KyJbTypHOMY Hacieauto Poccuu. OCO3HaHHO U JEATENBHO BBIPAKAIOIINI HENPUSTUE
JTUCKpUMHUHAIIMA B OOIIECTBE MO COIMAJIbHBIM, HAI[MOHAJIBHBIM, PEIUTHO3HBIM
NpU3HaKaM; DJKCTPEMHU3Ma, TEppoOpU3Ma, KOPPYMHIUMU, AaHTUTOCYAAPCTBEHHOMU
nestenbHOCTH.  OO0nafaromuii  OMBITOM — TPaXJAAHCKOW  COIMAIbHO  3HAYMMOU
NESATEIbHOCTH (B CTYJACHYECKOM CaMOYIIpaBJICHUH, JI0OPOBOJIHLYECTBE,

HKOJIOTHYECKHUX, IPUPOTOOXPAHHBIX, BOCHHO-TTATPUOTUYECKUX U ApP. 00bEIUHEHUSX,

akuuax, nporpammax). [IpuHuMarommii  ponb  u30upaTens W y4yacTHHUKA
OOIIIECTBEHHBIX OTHOIICHHWM, CBA3aHHBIX C B3aUMOJIEUCTBHEM C HAPOJAHBIMU
n30paHHUKaMHU.

JIP 13 CoOmtomaronuii B cBoe MpodheCCHOHANBHOM NESITEIBHOCTH JTHUYECKUE

NPUHIIMIIBI: YECTHOCTH, HE3aBUCHMOCTH, NPO(ECCHOHATIBHOTO CKENTHUIM3MA,

NPOTUBOACHCTBUS  KOPPYIIIMM UM OKCTPEMHU3MY, O0OJIaJaloluii  CUCTEMHBIM
MBIIUICHUEM M yYMEHHEM [PUHHUMATh pEIICHHE B YCIOBUSX pUCKAa W
HEONPEIETICHHOCTH.

JIP 14 ToTOBBIf COOTBETCTBOBATh OXUJAHUSIM paboTojmaresieli: IPOEKTHO-
MBICITAIIUH, 3(G(PEKTUBHO B3aWMMOJCUCTBYIOIIMA ¢ YICHAMH KOMAaHIbl M
COTPYOHUYAIOIIMK €  JPYTUMH  JIFOAbMHU, OCO3HAHHO  BBIMOJIHSIOIIHMA
npodeccruoHabHbIE TpeOoBaHMS, OTBETCTBEHHBIH, MyHKTyaJIbHBIMH,

TUCIUTUTMHUPOBAHHBIN, TPYIOMIOOUBBINA, KPUTUUECKH MBICISAIINN, HAllEJICHHBIN Ha
JOCTIKEHUE TIOCTABJICHHBIX II€JIei; JAEMOHCTPUPYIOMHKA MPOodheCcCHOHATBHYIO
KU3HECTOUKOCTb.



2. CTPYKTYPA U COJIEPKAHUE YYEBHOM JUCIHUIJIAHBI
2.1 O0beM y4eOHOI TMCUMILVIMHBI M BUAbI Y4eOHOH padoThl

Bup yyeOHo# padoThl Oo0bem
4acoB

O0beM yueOHOM TUCUMIITIMHBI 40

B TOM YHCJIE:

TEOPETHYECKOE O0yUCHHE 22

caMocCTosITeIbHas paboTa -

MIPAKTUYECKUE 3aHITHU 18

B TOM YHUCJIE:

IIpomexyTounasi arrecrauus (anddepeHIUPOBaHHBII 3a4eT) 2




2.2. TemaTnueckui m1aH u cogep:kanue y4eoHoil nucuuniannbl OI1.06 «lokymMmeHTAIMOHHOE 00ecTiedeHne YIIPaBJIeHUD)

Haumenoeanue

Cooeporcanue yuedoHo2o mamepuana u hopmvl Opeanu3ayuu 0esameabHOCmu

Oovem uacos, 6

Koovt komnemenuuii

pazoenoe u mem obyuarouwuxca mom uucne U IUYHOCMHBIX
6 popme pe3yiomamos,
nPAKmMu4ecKou dopmuposanuro
n0020Mo6KuU KOmopuix
cnocoocmeyem
InemMeHm npozpammol
1 2 3
PA3JIEJI 1. JOKYMEHTHPOBAHUE YIIPABJEHUYECKOM JEATEJBHOCTH 26/12
Tema 1.1 Conepxanue yueOHOro MmarepuaJia OK 09, JIP 3, JIP 14
BBenenue. 1. 3navenwne u conepikaHue TUCIUTITNHBI «J[0KyMEHTaIIMOHHOE 00ecTiedeHre
JIOKyMeHT H yrpaiieHus». [[0HATHE TEPMHUHOB: «TIOKYMEHT», «TOKyMEHTHPOBAHHEY,
cucrema «JTIOKyMEHTAIIMOHHOE 00CeCIICUCHUE YIIPABIICHUS. 4
AOKYMEHTAI[UH 2.TToHsATHE CUCTEM NOKYMEHTAIMK. Y HUPUKAIIUS U CTAHIaPTH3AIHIS
YIIPaBIIEHYECKUX TOKYMEHTOB.
3. HopmaruBHO-TIpaBoBas 6a3a opraHu3aiui J0KyMEHTAIIMOHHOTO 00SCTICUCHMS
yIPaBIICHUS
Tema 1.2. Coaep:xkanue y4eOHOT0 MaTepuaJa 14/8 OK 09, TIK 2.3.
Cucrema 1. TOCTsr Ha OP/l. TpeboBanus k 0oQOpMIICHUIO AOKYMEHTOB, TpeOOBaHUS K JIP 2, JIP 3,
OpPraHu3aIuoOHHO- OJIaHKaM. JIP 14
pacnopsauTebHoil | 2.  OpraHu3alliOHHbIC  JIOKYMEHTBL:  YCTaB,  JIOJDKHOCTHas  WHCTPYKIIHSL.
AOKYMEHTAIlUH PacniopsiiutenbHbIe JOKYMEHTBI: TPHUKA3bl, PACTIOPSKCHHUS. 6
3. CnpaBo4HO-UH(MOPMAIIMOHHBIE TOKYMEHTBI: TOKJIAIHAS 3aIIMCKa,
0OBSICHUTEIbHAS 3aIUCKa, aKT, CIIPaBKa, CIy:keOHoe nmuchMo. CocTaB u
0Cc00eHHOCTH 0(OPMIICHUS IOKYMEHTOB TI0 JINYHOMY COCTaBY
B ToM umHcJ/ie TPAKTHYECKUX 3aHATHI 8
1. OdopmiieHne JOKyMEHTOB ¢ oMoIiibio porpammel Microsoft Word. Co3nanue 5
mabJoHa JOKyMEHTa.
2. CoctaBnenue 1 0(opMIIEHHE OTICTbHBIX BHIOB PACTIOPATUTENLHBIX U 9
CIPaBOYHO-WH(OPMAIMOHHBIX JOKYMEHTOB.
3. CoctaBnenue 1 0(opMIICHUE OTIEITbHBIX BUIOB OPraHU3alIMOHHBIX TOKYMEHTOB 2
4. IoKkyMEeHTHUPOBaHUE TPYAOBBIX MPABOOTHOIICHHUHA. 2
Tema 1.3. Conepxanue yueOHOro marepuaJia 4/2 OK 09, TIK 2.3.




JeHexubie u 1.0cobenHocTr cocTtaBineHUs U O0(QOPMIICHHS TEHEKHBIX M (PHHAHCOBO-PACUETHBIX 2 JIP 2, JIP 3,
(duHAHCOBO- JIOKYMEHTOB. JIP 14
pacyeTHble B ToM uHc/Ie IPaKTHYECKUX 2
AOKYMEHTbI 1. OdopmieHne mIaTeKHBIX JOKYMEHTOB 2
Tema 1.4. Conepxxanue yueOHOro MmarepuaJia 412 OK 09, TIK 2.3.
JorosopHo- 1.ITonsitue noroBopa (koHTpakTa). Tunosas Gopma goroBopa. OCHOBHBIE pa3Aeibl 5 JIP 2, JIP 3,
npaBoBast norosopa. [IpaBuira opopMIICHNS TPETCH3UOHHBIX ITHCEM. JIP 14
AOKYMEHTAIUsl B ToM yuc/ie TPAKTHYECKHUX U J1a00PATOPHBIX 3aHATHIA 2

1 .CocraBnenue u opopmiieHHE NPETEH3NOHHBIX MTUCEM. 2
PA3JEJ 2 OPIAHU3ALIMSA PABOTHI C JIOKYMEHTAMU 14/6
Tema 2.1 Conep:xxanue yueOHOro MaTepuasia 4 OK 09, TIK 2.3.
Opranusanus 1. CoctaB u yuer oObema T0KyMeHTO000poTa opranuzauuid. Opranuzanus padoThbl JIP 2, JIP 3,
AOKYMEHT0000pOTa, | C JOKYMEHTAllUeH, MoCcTynarome B oprauuzamnuio. [lepenaya JokyMeHTOB BHYTpU JIP 14
perucrpanus OpraHu3anuu 4
JAOKYMEHTOB, 2.Perucrpanust qokymMeHTOB. KOHTpOIIH HCTIOMTHEHHUS JOKYMEHTOB. OpraHu3aiius u
HCIIOJIHeHne TEXHUKA KOHTPOJISI UCTIOJTHEHUs. THUTIOBBIE W WHAWBUIYAIbHBIE CPOKU MCTIOTHEHUS
AOKYMEHTOB JIOKYMEHTOB.
Tema 2.2. Coaep:xkanue y4eOHOT0 MaTepuaJa 6/4 OK 09, TIK 2.3.
Nudopmammonnsie | 1.Vcrnonas3oBaHue nmporpaMMHOTO oOecrieueHus il penieHus nmpodeccuoHaIbHbBIX 5 JIP 2, JIP 3,
TeXHOJIOTHH B 3a1a4 JIP 14
aenonpousBoacTBe | B ToM umciie npakTHYeCKUX 4

1. OdopmiieHre JOKYMEHTOB ¢ momoIipio mporpammsl Microsoft Word. Pa6ora ¢ 5

ANIEKTPOHHBIMU JIOKyMeHTaMu. PaboTa ¢ 3ampocamu.

2. OtedecTBeHHBIE pa3pabOTKu nmporpamm apromaruszanuu JJOY u apxuBHoOTO /ena. 2
Tema 2.3 ConeprkaHue y4eOHOro MaTepuaJsia 2/0 OK 09, TIK 2.3.
Opranmn3anus 1. CucremaTu3anus TOKyMEHTOB U X XpaHEHHE. JIP 2, JIP 3,
ONepaTHUBHOIO U 2.Homenknarypa aen. [IpumepHbie ¥ TUIIOBbIE HOMEHKIATYPBI Ae. JIP 14
apXUBHOIO 3. TpeboBanus k opopmiienuto aein. [loarotoBka u mopsiok nepeaadu el B apXUB. 2
XpaHeHust
JAOKYMEHTOB
IIpome:xxyTouyHas arrecranus B popme auddepeHIupOBAHHOIO 324€eTa 2

Bcero:

40




3. YCJI0BUsA PEAJIN3AIIUN PABOYEM MHPOI'PAMMBI
AU CHOUIIINHbI

3.1 O6pa3oBaTeibHbIE TEXHOJIOTHH

Jlna  peanuzanuu  paboyeil  mporpammbl  yueOHOM  aucturmmHel - OI1.12
«/lokyMeHTallMOHHOE OOeCreYeHUEe YHOPABICHUS» MPUMEHSIIOTCS —CJICAYIOIINE
o0pa3zoBaTeIbHbIC TEXHOJIOTHU:

- mpo0JeMHOe 00yUYEeHHE;

- i pepeHnpoBaHHOE O0YUEHUE;

- POEKTHBIE METOJIbI OOYUCHUSI;

- HCCIIEA0BATENbCKUE METOIbI O0YUCHMS;

- 00y4yeHue B COTpYJHUYECTBE (KOMaHIHAsL, IpynnoBas padoTa);

- UH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

- 3J10pOBbecOeperarone TEXHOJIOTUH.

3.2. TpeGoBaHussi K MHUHUMAJIBHOMY  MATEPHUAIBLHO-TEXHUYECKOMY
oldecrneyeHUI0

Peamuzanusi y4eOHOM JUCHUIUIMHBI TpeOyeT Hanmuuusi ydyeOHOro kaOuHeTa
«loxymeHTanmoHHoe obecrneyeHne yrnpaBieHUs».

O6opynoBaHue yuyeOHOTO KaOWHETa:

- OCaJI0YHBIC MECTA MO KOJUYECTBY CTY/ICHTOB;

- pabouee MeCTO MpenoaBaTes;

- [IK, MynpTHMEIHiiHAs YCTaHOBKA, SKPaH

- KoMILIEeKT nipe3eHTanuil.

3.3. UndopmannonHoe odecriedyeHue 00yueHUs

OCHOBHBIE UCTOYHHKHU:

1. KopueeB, 1. K. [lokyMeHTallMOHHOE OOECIEUCHHE YIIPABICHHS: YYCOHUK H
NPaKTUKYM Ui cpeaHero npodeccuonansHoro oopazosanusi / M. K. Kopuees, A.
B. ITmenko, B. A. MamypueB. — 2-¢ u3a., nepepab. m gon. — Mocksa:
MznatenbctBO FOpaiit, 2022. — 384 c.

JLONOJIHUTENbHbBIE U3/IaHMS]

1. Koncturyuus Poccuiickoit deaepaniuu ¢ U3MEHEHUSIMH.

2. I'paxxnanckuii kogekc Poccutickoii @enepariuu (4acTh nepBasi) ¢ U3BMEHEHUSAMMU.
3. TpynoBoii kogekc Poccuiickoit denepanun ¢ N3MEHEHUSIMU

4. ®enepanpubiii 3akoH ot 02.07.2006 Ne 149-®3 (pexn. ot 23.04.2018) «O6
uHdopmaIi, HHPOPMaTU3AINH U 3AITUTE HHPOPMAITAN.

5. @®enepanpnbiii 3akoH ot 06.12.2011 N 402-®3 (pen. ot 26.07.2019) «O
OyXTanTepCKOM yUYeTe)

6. TOCT P 7.0.97-2016 «Cucrema cTanAapToB 10 HHPOPMAIIUU, OUOIHMOTEHHOMY
u m3narenbpckomy aeny. OPJl. TpeboBanus Kk 0OpMIICHHIO JOKYMEHTOBY.

7. TOCT P.7.08-2013 «CUBW/. Jenonpou3BOACTBO U apXUBHOE Je70. TepMUHbI
U OIIPEICICHUS».

8. [Ilpumepnas WHCTPYKIMS TIO JIEIONPOU3BOJCTBY B TOCYAapCTBEHHBIX
opranuzanusax (yreepxkaeHa npukazom Pocapxusa ot 11.04.2018 Ne44).
HHTepHEeT-pecypChl:

1. CnpaBouno-npaBoBas cucrtema «KoncynbranT Ilatoc» [DneKTpoHHBIN pecypc].




URL.: http://www.consultant.ru

2. CnopaBouHo-npaBoBasi cucrema «l'apant» [Onektponnbsiii pecypc]. URL:
http://www.garant.ru

3. lemo-Ben: Bce o aenmomnpou3BojacTBe [InektponHbid pecype]. URL: http://delo-
ved.ru

4. MlysanoBa H.H. [{oxyMeHTannoHHOE OOecleueHHE YIpaBJICHUS: YYeOHHK U
npaktukyM / lllyeanosa H.H. - M.: U3gatensctBo FOpaiit, 2019 [DnexkTpoHHbIN
pecypc.

5. Kysnenona, 1. B. JlokyMeHTalluoHHOE OOECIEUCHUE YMpPaBJICHUS : yuyeOHOeE
nocobue mns CIIO / U. B. Ky3nenosa, I'. A. Xauatpsin. — 2-¢ u3na. — Capatos :
[Ipodobpazosanue, At [Tu Op Meaua, 2019. — 166 c.

4. KOHTPOJIb U OIIEHKA PE3YJBTATOB OCBOEHHUS YYEBHOU
JAUCHUTITINHBI

KoHTpons ¥ oOlleHKa pe3yJabTaTOB OCBOCHHS JUCIMIUIMHBI OCYIIECTBISETCS B
mpoliecce MPOBEJAEHUsI YCTHOTO OIpoca, TECTUPOBAHMS, BBHITIOTHEHUE 3aJJaHU Ha
MPAKTUYECKUX 3aHATHSIX.

Pe3yabTaTnl 00yueHus Kpurtepun ounenku MeToabl OLICHKH
3HaTh: - I'PaMOTHO Tekymmii KOHTPOJIb
- co/iep>KaHN€e aKTyaJIbHON HOpMaTHBHO- BBICTYIAET C IIPU [IPOBEJICHUU:
MIPaBOBOM JTOKYMEHTAIIHH; COOOIIEHUSIMH. -IIUCbMEHHOT0/yCTHOTO
- OCHOBHBIE MTOHATHS - BIajeer orpoca;
JOKYMEHTAI[HOHHOTO 00ecIeYeHust HNOHATUSIMU YU€OHOH | -TECTUPOBAHMUS;
yIIpaBJICHUS; JTUCLUIUTUHBL U OIICHKA pe3yJbTaTOB
- KJ1acCU(UKALUIO YIPaBICHUECKUX MPUMEHSIET UX BBITIOJTHEHUS
JIOKYMEHTOB; a/IeKBaTHO -OLIEHKU PE3YJIbTaTOB
- IpaBUJIa COCTABIIEHUS U 0(hOpMIICHUS CUTYaIlNH; BBITIOJTHEHUS 3a/1aHUi Ha
yIPaBJICHUYECKUX IOKYMEHTOB U BE/ICHUS - 3HaeT MPAKTUYECKUX 3aHITUSX,
JIeJI0BOI1 MEPETUCKHY; HOpPMATHBHBIE peleHue
- COCTaB JIOKyMEHTOB CHELHAIbHBIX IIPABOBBIC AKTHI, HSKOHOMMYECKUX 3a7a4
CUCTEM JOKYMEHTAIUH; MPUMEHSIET 3HAHUS - OLICHKA BBIMOJIHEHUS
- IpaBUJIa OPraHU3alK BCEX 3TAIOB pHU OTBETaX Ha CaMOCTOSTEIbHOM
paboThI ¢ JOKYMEHTAMU; TEOPETUUYECKHE paboThl (MOAroTOBKA
- mpuIoKeHus mporpamMmbl Windows, BOITPOCHI, cooOmeHui, pedeparon)
UCIOJIb3YeMble AJIsl pean3aluu 3a/1a4 BBITIOJTHEHU T IIpomexyTounas
H0Y; MPAKTUYECKUX arrecranus
- COBpeMEHHbIE MH(DOpMAITMOHHBIE 3a/1aHui JuddepeHmpoBaHHbIi
texHozioruu JJOY 3a4er
- IpaBUJIa U CPOKU XPaHEHUs
JIOKYMEHTOB;
- (hopMBI IEPBUYHBIX OYXIaITEPCKUX
JOKYMEHTOB, COJIepKallluX 00s3aTeIbHbIe
PEKBU3UTHI IEPBUYHOTO YYETHOTO
JOKYMEHTA;
- IpoLIelypa COCTaBJICHMSI aKTa 0
pe3yibTaTaM HHBEHTapU3alMH, IPOEKTOB
IIPUKA30B 110 IPOBEJECHUIO KOHTPOJIBHBIX
HIPOLIEAYP.



http://www.consultant.ru/
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YMeHus:

- OCYILIECTBIISATH TIOUCK, AaHAJIN3 U
UCIOJIb30BaHNE HOPMATHBHO-TIPABOBBIX
JOKYMEHTOB B IPUMEHEHHUH K 3a7[a4aM
A0V,

- COCTaBJIATH U 0(OPMIISITH
YIIPaBIIEHYECKYIO U TPO(PECCHOHATBHYIO
JOKYMEHTAIHIO B COOTBETCTBHUE C
HOPMaTUBHOM 0a30ii;

- HCTOJIB30BATh YHU(PHUIIMPOBAHHBIE
(hOpMEBI IOKyMEHTOB;

- OCYILECTBIISITH JICTIOBYIO MEPEIUCKY U
MOIIEP>)KUBATH DJICKTPOHHBIE
KOMMYHUKAITUH;

- MPUMEHSATH CPEICTBA HHPOPMAIIMOHHBIX
TEXHOJIOTUH JUIsl CO3/IaHMs U OOPMITCHHS
JOKYMEHTOB;

- pa3duparbcsl B CHCTEME BHYTPEHHETO
JOKYMEHTOO000POTa OpPraHU3allNu;

- OCYIIECTBIISITH XPAaHEHUE U TIOMCK
JOKYMEHTOB;

- HCTIOJIH30BaTh COBPEMEHHOE
porpaMMHOE o0OecrieueHre B
AIIEKTPOHHOM JOKYMEHTO000pOTE;

- IPOBEPSITh HATMYHE B IPOU3BOJIHHBIX
MEPBUYHBIX OYXTaJITEPCKUX JOKYMEHTaX
00s13aTEIbHBIX PEKBU3UTOB;

- pa3duparbcsi B HOMEHKIIATYpE JICIT;

- COCTaBJISITh aKTHI ¥ CITPABKH T10
pe3yibTaTaM BHYTPEHHETO KOHTPOJIS;

- (hopMUpOBATh MPOEKTHI MPUKA3OB T10
MIPOBEICHUIO BHYTPEHHETO KOHTPOJIS.

-yMeeT 0000111aTh,
AHATM3UPOBATH,
NPUHUMATh PELICHUS
B KOJJICKTMBHOM
dbopMe opraHuzauu
y4eOHOTro Ipolecca.
- CAaMOCTOSITEIILHO U
TBOPYECKUH MOAXOIUT
K

BBITIOJIHCHUIO
CaMOCTOSITEILHOM
paboTHI.

Texkymmii KOHTPOJIb
IIPU [IPOBEJICHUU:
-IIUCEMEHHOT0/yCTHOTO
0IIpocCa;

-TECTUPOBAHUS;

OIICHKA pe3yJbTaTOB
BBITIOJIHEHUS

-OLIEHKH PE3YJIbTaTOB
BBIIIOJIHEHUS 3a/1aHUi Ha
MPAKTUYECKUX 3aHITUSX,
peleHue
HPKOHOMMYECKUX 3a7a4

- OLICHKA BBITIOJIHEHUSI
CaMOCTOATENBHON
paboTh! (TOAroTOBKA
cooO1eHuit, pedeparon)
IIpomeskyrounas
arrecTauus
JuddepenumpoBaHHbIi
3ayer




