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1 OBIIASI XAPAKTEPUCTHKA PABOUEHN IIPOI'PAMMOBI YUEGHOW JUCHHTUIHHDI
"TOKYMEHTALIMOHHOE OBECNEYEHHE ¥TIPABJIEHMH"

1.1 ObmacTe npumencnnsn pabocii nporpaMmul

Pabouad nporpaMma yuebDHOH JHCUHIIIIEL SBILETCH YACTHIO OCHOBHON NPOGECcCHOHA LIV
obpaszopaTentioll  nporpavmsl B cooTBereTBuu ¢ PIOC CIIO 38.02.01 "Jrkonovuka u
Oyxranrepckuii yuer (no otpacuas)”

1.2 MeeTo yuelHoil aUCUMILIHILI B CIPYKIYPC OCHOBHOI npodeccHolalbHoi
00pA3OBATENLHOII NPOrPAMMLIS
ITpodeccnonansipni uusor. OGmenpodeccHonaTBHLIE JHCIHITITHITBL

1.3 Hean 1 3apaun yuebnoil Jocunmiunsl — TpeboBanHs K PesyaLTaTaM OCBOEus
yHed o eIt

B pesynbTate ocroeHus y4eOHoH IHCIHILTHHE 00y Yaiouiics T0KReH YMeTh:

- OQOPMIATL U IPOBEPATEL NPABHILHOCTL OHOPMICHHS HOKVMEHTAIMN B COOTBETCIBUM ¢
YCTAHOBNEHHBIMH TPEOOBAHUAMM, B TOM HHLIE HCTIONB3YA HIL(POPMAINOHEBIE TEXHONOIII:

- OCYLICCTRIATE ARTOMATHIHPORAHHYIO 00paloTky JIOKYMCHTOR:

- OCYLICCTRIATE XPAHCIIHE H NOHCK JOKYMCHTOR,

- HCTIONL30BATE TCIEKOMMYHHKAUHOHHBIE TEXHOIOTHH B 2IEKTPOHHOM JOKYMEHTO0B0pOTE.

BB pesynbrare ocsochus yaeGHOH AHCHMIIHHET OBYIAIOIMIICH JOTACH 3HATD:

- OCHOBHRIC TIOHATHA, HelM, 3a0a4H W NPHHIMOBL JOKYMEHTALHOHIOTD o0ecicucHHs
YUPABACHNS;

= CHCTEMBI JIOKYMEHTAIHOHHOI'0 00CCIeHeH s YITPARICHNA, HX ARTOMATHIALNIO:

- KJIACCH(PHKALMIO TOKYMEHTOR;

- TPCDOBANNA K COCTARICHHUIO H O(OPMIEHHIO AOKYMEHTOR;

- OpraHHIalMi  IOKYMCHTOODOpOTA: TpueM. oGpaforky, perHcrpanuio. KOoWIpoilk,
XPAHEHHE JIOKYMEHTOR, HOMEHKNATYPY Ne.

[Ipoucee M3yvenus yuedHOH IHCLMINMHBL HAUPABICH HA (HOPMHPOBAHKC SICMCHTON
CACAYIOUHX 0DIINX KoMIeTenuuil B coorserersun ¢ GIOC CIIO:

OK 1. Tlonusmars ¢yHOCTE M COMMANLHYI) IHAYHMOCTL CBOCH ovavieil npodiecenn,
NPOSBIATE K Hel yeToiuuesii nutepec.

OK 2. OpraunioBuisate coBCIBEHHYVIO IEATCIBHOCTE, BBLIOHPATL THHOBBIE METOHLI U
CTIOCO0B! BHUIOIHCHAS IIPOHRCCHONATBHEIX 38144, OLEHHBATE HX (e KTHEHOCTE U KAUCCTRO,

OK 3. Ilpunnmars peiienns B CTALAAPTHRIN H HECTAIIAPTHLIN CHTYALMAN 1 HCCTH 3 HUX
OTBETCTBEHHOCTh.

OK 4. Ocyumecrsiars NOMCK M ucnonLzoRanne uHQOPMALMKH. HCOBXOMMMON 178
JPPCRTHBHOTO  BLUIOIHEHHA HpolecCHOBANLHBIX 32124, TIPOPCCCHOHANLHOIO W JINYHOCTHON
PAIBHTHSL

OK 5. Branets nudopyansonioit ky 6Ty poii, AHANHIHPOBATL W OIEHHBATE HHbOPMaLHIO ¢
HCIONB30BAHHEM HH(OPMALHOIIIO-KOMMYHH KA HOHHEIX TCXTIONOTHIT,

OK 6. Paborare B wonnektuBe © Komanze, MPPEKTHBHO OBLATHCH ¢  KOMICTAMU.
PYKOBOACTROM, OTpedHTENIMH.

OK 7. bparb na ceds OTBCICTHCHHOCTE 33 PaboTy WICHOB KOMAILILI (MOJIMHHEHHBIX ).
PE3VALTAT BLIIOAIIEHHA 30TaIHE,

Ll



O 8. CaMocTodTe/lbHO ONPEIensTh 34/1a9H NPodecCHORANLIOTO H THYIOCTHOIO Pa3BEH1HA,
JANMMATLES CaMO0GPAZ0BAIHEM, OCOZHAHHO 1L1AHUPOBATE NOBLILICHHE KB HKAIIHT,

OK 9. OpucHTHPOBATECA B VCIOBMAX UaCTOH CMEHEBI TCXHONOUHIT B NPOQICCCHONATLIION
dedTelibROCTH.

[Ipouiecc u3yuenus yucOHOH IUCUMNIHHBL HAMpaBlcH Ha (OPMHPOBAHHE MIEMEHTOR
CHCAYIONN Hpodecenonanbibix KoMnerenimil B cooteeteTenn ¢ ®I'OC CITO:

@ JlokyMeNTHPOBAHHE X034HCTBEHHBIX ollepaliit H BeJcHHe DYNTAITCPCKOro Yuera

HMYUICCTEA OPE'BH HEHIHH.
LK 1.1. ObpadarsBare nepBHYHEE OYXILITEPCKHE JOKYMEHTEL
[TK 1.2, PaspabaTriBaTh ¥ COTITACOBLIBATE ¢ PYKOROJACTROM OPTAHNRAIIHA padowiif mnan
CYETOB OYXIANTEPCKOro YHeTa OpraHH3alHi.
I 1.3, TIposoauTh yUCT ACHSKIEIX CPE/ICTE, OIOPMINTh JICHEHKHEIC H KACCOBhIC
JIOKYMEHTBL
MK 1.4. QopyupopaTh OyvXranTepckie IPOBOAKH N0 ¥4ETY HMYUIECTBA OPIraiu3aliim 1a
OCHOBE padoucro NIIala cHeTos DY XA TEPCKOrD yaeTa,

@ BeacHue OYXIanrepekors yueTa HETOUHHKOR (DOPMHPOBANNS HMYLLECTEA.
BRINIOJIHENHE PaboT MO HHBCHTAPHIALMH HMYIIECTBA ¥ (JHHAHCOBBIX
0DH34TETLCTE OPTalli3alHg.

HK 2.1, @opMupopats OyXrafaTepekie IPoBOAKH O YUETY HCTOWIHKOB HMYILECTR
OPraHuzaliuy Ha oCHOBEe paboucro NiaHa cyeTon OYXTAITCpPCKOTo YUCTa.

IIK 2.2, BouIoaHATE NopyyYCHUS PYKOBOJCTBA B COCTARC KOMHCCHH 10 HHEEH TAPHIAIHM
HMYLICCTRA B MECTAX €TI0 XPAllCHH.

HK 2.2, TIpoRoaHTE NOAIOTORKY K HHBCHTAPHUIALMH 1 NIPOBEPKY JEHCTBHTENLIOIT
COOTBETCTBHA (DAKTHILCKNX JIAHHBIX HHBEHTAPHIAIHH JAHHBIM YUuera.

[T 2.5, Orpamarh 8 OyXraITepekix NPOBOIKAX 3a4eT 0 CIHCAHNE Te0CTaAUH
HEHHOCTEH (PETYIMPOBATE HHBCHTAPH3AIHOHHBIE PATHHIIBI) 110 PEIVIILTATAM
HHRCHTAPHIAIHH.,

HK 2.4, TTporonnTs Nponeiypsl HHBCHTAPH3AIMY (PHHANCOBLIX O0A3ATENLCTR
OPLdHH3ALHH,

@ [Iposenchue pacueror ¢ GIOKETOM M BHESO/RETHLIMH (hoTaaMH.

LK 3.1, Dopmuposars GyXrantepekue NPOBOAKH 10 HAUMCICHHIO H NEPe HCICHHID
HANOTOB 1 COOPOR B DIOIMETH! PAXTHUHLIN YPOBIEii.

K 3.2, OdopMasts niarekibe I0KYMERTbI /I8 MEPLUHCICHUS HAIOTOB 1 ¢GOpOR B
OIOJUKET, KOHTPOIMPOBATE HX MPOXOKIEHHE (10 PACUETHO-KACCOBEIM DAITKORCKHM
ONepartaM.

IK 3.3. ®opmuporaTh HyXranTepekue 11pOBOAKH 110 HAYHCAEHNID 1 TICPCUHCACHMIO
CTPAXOBLIX BIHOCOR BO BHCOIOLMKCTHRE IOHILL

HK 3.4, OdopymusaTs nnaTesiibe 10Ky MEHTR 118 ICPCYHCIEIHE CTPAXOBBIX B3HOCOB B0
BHEOIOLKETILIE (JOHIIBL, KOHTPOIUPOBATE HX TPOXOMUCIEHHE 10 PACUCTHO-KACCOBLIM
(Al KOBCKHM ONEPALIHAM.

@ COCTABICHNAC H NCNOML30BANKE BYXTanTepeKoi 0TUeTHOCTH.

MK 4.1. Orpaxars HapacTaoI|mM HTOIOM Ha cueTax ByXranTepekoro vyera
HMYIHECTBEHHOE M (PHHANCOBOC 10IOIKEHHE OPTAHNZAIIHH, ONIPCACHATE PE3YILTATH
XO3THCTECHHOMN ACATENBIIOCTH 38 OTHCTHBIA NEPHOL.

[IK 4.2, Cocrannats Gopmsl OYXranTeperoil OT4eTHOCTH B YCTAHORICHHBIE
JAKOHOTATE ILCTROM CPOKH.



11K 4.3. CocTaBnaTh HAIOTOBEIE NEKNApaLi 110 HIoram H cdopamM B DI0LKeT.
HAOTORBIC JICKIapannn 1o EanHomy connaneromy natory (nanee - LCI) i dopmet
CTATHCTHYECKOH OTYETHOCTH B YCTAHORIICHHbIE 3AK0MOIATCIECTROM CPOKH,

I T T G AL N i

NONOMCHHH OPraHi3alun, e NIATEKECTIOCODHOCTH H JIOXGNHOCTH.

1.4 PexoMenjiyesoe K01M9€CTBO HACOR HA OCBOCHHC padoteil nporpamaibl yuedHoii
AHCHHILIIHEBL BO B3IANMO/ICHCTRHN ¢ LIPENO/IAsaTe/IeM:
40 uacos



2 CTPYKTYPA H COJIEPKAHHE YUEBHOM JIMCLUHATLIHIILI

2.1 Obney yuedioil AueuHnInabl 1 BIL1 yacduoil padoTbl

=

| o Bujt yuebioii padors  Obnes yacon
YiuehHag narpyska i 40
B rom uncne: . '
| lIpaKTHueckHe 2anaTHs ] 14

KouTponshpie paboTsl -
Hroronas arrecrauus v dopme andipepenmuposannoro saucta
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3 YCJIOBHSA PEAJNM3ALIMMA YYEBHOHW JHCITHILIHHbI

11 T]]Eﬁ[lﬂﬂ“ﬂﬂ K MOOHMATLHOMY MATEPRANLIO-TEXIIHYLCKROMY EG{EEHE‘IE][III{]

Peamuzauus yucOnol aucigmnuuae tpebyer nanuune yuebroro kabunera.
Obopyiosanue vueduoro kabuaera:

« HOCALOUHBIC MCCTA N0 KOTHUCCTBY 0DYUamimxes;

- pADOYUEe MECTO NIPEIOIABATCIA;

~ KOMIUIEKT YUehH0-HarIfHBIX Tocobui;

= KOMIUISKT YUCOHO-METOAHUICCKON JOKYMEHTALMM.

Texuuveckne cpenctra obyuenms:

HK ¢ Brixonos & uurepHer;

¥

MV IBTHMEANTTIOE 0DopyIoBaHTE
- JMICHIHOHHOE HPOrpaMMHoe 0DecTeyeIe.

3.2 Undopmannonuoe odecneucnne oGyuerns

[lepeuens peromenyeMsIX yuefHbIX W3AaHHIT, TOMOINATCALIION IHTEPATY P, HIITCPIC!-
Peeypeon

OCHOBHBIC HECTOMHHKHN:

P26 nndopmanns,  undopManuonneX  Texnonornax Mo o anpire  Midopmanii.
Deaepaibhpil sakon PD or 27.07.2006 Ne 149-B3.

2200 sexTpoiitoi nudposoil noanxeny, ®aaepansubii sakon or 10.01.2002 Ne21-d3,

ITOCT P5 1141-98. Henonpou3soactsa B apxueroe geno. TepMunn u onpeaenets. —,;
Hsi-po cramiapros. 1998,

4TOCT P 6.30-2003. Yunhuwnposannan cucteMa goxysentanns. TpeGosanms K ohopMACHHID
JAVKVMCHTOBR. Y TBEPu/IeH MoCTaHOBICHHEM Poceravnapra PO or 03.03.2003 Ne265-CT, —M:. Ms-no
crapaapron, 2003,

2. Tunoras HOCTPYKUMS [0 JIETONPOUIBO;CTEY B (CIePAIBHEIX  OPIaUAN  HCIOAHHTEIRION
BAACTH. YIBepiientad npikasoM Oejiepaibiol apXueHOR corvikdnl Pocenn ot 27.11.2001 NeQ68. —
M:.2001.

0. Audpecsa BH. Jlenonponssoacreo: [Tpaktuueckoe nmocodue: — M.: 3A0 “Buincc-1koi
“iheren-Crrres” cosvectno ¢ Q00 “ypuan “Vnpasienne nepeonanom™, 2016,

T hacakos M., 3ampikosa O.H. Henonporsnoerro: - Pocros -na- Jony: a®enmres 2007,

8. 3amsnixosa O.H. Jenronponsgogerso: - Pocron-na-/lony: ey, 2016,

9. Kysnenoea T.B.. Canxnna JI.B., Beikosa T.A. u ap.; Jle1ompoussocTso (Oprammsama o
TEXHONOIHH JIOKYMEHTAIMONHOro obcciicuenns ynpasienus): . — M. IOHMTH-JIAHA. 2015,

10. B.B. Tanaxor, M.K. Kopuees u ap.; Ilox Per MK, Kopreepa. Cekperapekoe nemio
(Opazinl AOKYMEHIOL, OPUaHn3anms ¥ TCXHONOr M padoter)— M.: TK Beadst, M3m-no [pocner.
2014

HonoummmTensusie neToumHKH:

1. Baconckas E.H., Buikosa T.A., Banoea 1M, n ap. Jlesonpouzeosicrse: — M.: Tlpod Odp
Hisiar, 2016,

2. Kysmicuora T.B. Cexperapckoe aeno.- M. 3A0  “Busicc-mxo:a “Huren-Cuirres™,
CHEUAQ LRI BRiyek sypHana “Cexpertapekoe neio™, 2014,

-









IMupcanosa  MB.,  drcenor  10OM. Kype senonpomssojctia. JIoKyMeHTalHonnoe
obecneuenne yipawicHus. YueGnoe noobue: - M. « AHOPA My, losocudupex: HTADUY, 2017,
380c.

4. Paxmanun JLB. CTummeruka neioBoil pedn ¥ peLakTHPOBAHHE CIHVKEOHBIX JIOKVMCHTOR:-
M.: Buewr. Hikomna, 2014,

S.Porosarn M. 10, Oprannsauus aenonpoussojiersa npepupusus: - Mo Maarennerio PJUL
2015,

Cuenualiv3npoBaHHOC IPOrPaMMHOE 0DECTIC CHHE:

W rainman. Kiev.ua— nporpaMsbl AeI0NpoOM3BOACTEL

hitp:fie-trainings.ru — obwwit cafit M0 NP INPHITHMATEILCTRY H OHIHCCY ODPAIOBATCILIIOND
xapakrepa «lenonpoussoiacrson

10









4 KOHTPOJIb H OEHKA PE3YJIBTATOB OCBOEHHS YUYERHOUW JTHCIHHIIIHHEI

KOITPOL 1t OLEHKA PE3YILTATOB OCBOCHYA YHEOHOI TCIHITHE! OCYLIECTRASEICH

NPENONABATEIEM B NnpoLecce HPGBE,E,EHHH MPAKTHYECKHX f_’raH}F!"TI-Iﬁ1 TﬂCTHpDHﬂHHH, d TAR®RE
HEIIONHENIS 0Dy TAIOTHMHCS MHAIBHIVILHEIX 3a0aHHH, [IPOSKTOB, HCCIE0BaHILIL.

Pesynbrars: odyuens

CopsBL I MeTOABI

Poprmupyemsie
(OcBOCHHLIE YMCHIIS, YCBOCHHLIC Bl s KOHTPOIS H OLCHKN
i 3ANHs) ] PC3YIBTATOL 0OYUCHHS
1 2 3 '

¥uenusm: -
Terymui Kourpoin —
IKCMEPIHOe HABINOLCHHE Ha
NPAKTHUCCKHY 3aHATHAX,
DKCHCPTHAS OLUCHKA
PCERYIILTATOR JICHTCNRHOCTH

- CTY/ICHTOB TIPH BRINQINTEITHN
— O(OPMIATL U IPOBEPATE BHCAY U TOPHOT
HPABHILNOCTE ofopMIIeHHS CAMOCTOSTCIBHOI paGOTL
AOKYMEHTAIHH B COOTBETCTBHH ¢
l. 3 = OPH TECTHPOBAHHH U P,
YCTAHOBICIHEIMH TPeDOBAHHAMH, B TOM 0K 1-9 BHBX TEKYILETO KOITpO
HHCIIE HCHOIB3YS HHpOPMAIHOHHBIE MK 1.1~ 1.4 3Hanin‘i
TCXHOIOTHMY, e i

iy 2.1-23, HroroBstit Kolrpo:ins —

— OCYLWECTBIATE aBTOMATHIUPOBAHHYIO 31-35 b depeimposanbi
- AT i *

0DpadOTKY NOKYMELTOB; sateT

= HCIOJIL3OBATE ' ..

' ’ - YCTHBHI oupoc o teMe |
TCNEKOMMYHHKALHOIHBIC TEXHOIOTHH B -
HIEKTPOHITOM JIOKYMCHTO0G0pOTE; Tecmplmauuc P

= OlEHKa NPAKTHYCCKOrD
IAOaHNA,
- olelKa
- BHEQY N TOPHOIH
| ) CAMOCTOA TRIBLHOH PAdOTHI
Suans; |
— OCHOBHDIC OHATHA, IIETH , 3a0ati | Texyumii konTpon:
L g s -
IO AN ROLO 'nﬁ:]E:CDTHOC HabMIG/EeHHE 1
NPABICHHA; : :
4 IE NPAKTHUCCKIX SaHATHIN
— CHeTeMbI IOKYMCHTALHOHHOTO
et ARy G DKCICPTHAY OLCHER
DSFECTIERICHIA Y DABHEHH, T PE3YABTATOR JCATCILHOCTH
ARTOMATHIAIMID, y
: T OK1-9 | CTYJIEHTOR [P BLILOIHCHHH
— KAACCHPUKALMIO JOKYMEHTOR; MK 1.1-1.4 | nieay;ropHoit
i~ e 5 LIS | X4
g L PEORRAHIEL K COCTARICHIIO U A1 e i B CAMOCTOATENELNOMH PaloTEL
O(OPMICHHIO IOKYMCHTOB; 3.1-3.5 IPH TCCTHPOBAHKH M I,

— OPTraHH3alMK J0KYMeHTooDopoTa:
npHen, o0padoTKY. pericTparium.
ROUTPOMb, XPAHECHHE JIOKYMCHTOR,
HOMEHKIIATYPY JCI.

BHIAX TCKYUIEND KOWTPOas
SHAHHIH

Hroroewtii kouTpois —
JudepennuposaHHLL
3aucT
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