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MACIIOPT PABOUYEM ITPOI'PAMMBI YUEEHOM JIUCIIUTLIINHBI
JOKYMEHTAIHMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

1.1. O6s1acTh npuMeHeHus1 padoveil MPOrpaMmbl

Pabouas mporpamma yaeOHOM aucuurinebl sBisiercs yactbio [IIICC3 B co-
orBercTBUU ¢ PI'OC msa crienmansHocTH 38.02.01 «OK0HOMUKA U OyXTanTepcKuit
yueT» (6a30Basi HOJArOTOBKA)

1.2. Mecro y4yeOHoM nucuuninubl B ctpykrype IIIICC3:

Jlannasi yueOHas TUCHUIUIMHA BXOJIUT B MPOQPECCUOHAIBHBIN ITUKI KaK 00-
nienpodeccuoHagbHas JuciuIuinia B cootBeTcTBUM ¢ I'OC no crnenuanbHOCTH
38.02.01 DxoHOMMKA U OyXTanTepcKuil yueT (110 OTpaciisaMm).

VYyeonas mpucuumimHa OI1.06 JlokymeHTanmoHHOE oOecreueHue yrpaniie-
HUs obecnieunBaeT (HopMupoBaHHE NPO(YECCHOHATBHBIX M OOUIMX KOMIETEHIUMN
o BceM BugaM nesreabHocTd PI'OC CIIO mo cnemuamsHOCTH 38.02.01 DKOHO-
MUKa 1 OyXraaTepcKuil yueT (Mo oTpacisim).

1.3. Hean u 3ag0a4yu y4eOHOM AMCUUILIMHBI — TPeOOBaHMSA K pe3yJibTa-
TaM OCBOCHUS AUCHUIIIUHbI:
B pamkax nporpammel y4eOHOW JUCIUIUIMHBI 00YYarOUIUMUCS OCBAaMBAIOTCS

CICAYIOHNC YMCHUA 1 3HAHU.

Kon
IIK, OK

YMmenus

3Hanug

OK 01

pacro3HaBaTh 3aady W/WIM MpoOiieMy B
MpOoPECCHOHAIBHOM W/WJIM  COLIUATIEHOM
KOHTEKCTE;

aHAJIM3UPOBATh 3aJa4y W/WUIHM IpodiemMy U
BBIJICJIAT €€ COCTAaBHBIE YaCTH;
ONpeAeNsiTh dSTalbl pEHICHUS
BBIABIAATE U 3P (PEKTUBHO
uHpopmaruio, HEO0OXOAUMYIO
pelLeHHs 3aJauu 1/UIU IPOOJIEMBI;
COCTaBUTh IUIAH JEHCTBUS; ONPEIECIUTH
HE00XO0/IUMBIE PECYPCHI;

BJIQ/IETh aKTyaJIbHBIMH METOJaMU paboThl
B IpO(eCCHOHATBHOMN U CMEXKHBIX chepax;
peanmn3oBaThb COCTaBJICHHBII TUJIAH;
OLIEHUBATh pPE3yJbTaT U MOCJEICTBUS
CBOMX JEUCTBUN (CaMOCTOSITENIBHO WJIH C
MOMOIIBIO HACTABHUKA)

3a/1a4u;
HCKaTh
JUISt

aKTyalbHBI  TPOPECCHOHATBHBIN H
COLIMAJIbHBIM KOHTEKCT, B KOTOPOM
HNPUXOANUTCS paboOTaTh U JKUTh;
OCHOBHbIE UICTOYHUKHU MH(POpMaLlUU U
pecypchl Ui pelIeHus 3a4ad U Ipo-
0sieM B TPOPECCHOHAIIBHOM W/UJTU CO-
IUAJIbHOM KOHTEKCTE;

QITOPUTMBl  BBINIOJIHEHUSI paboOT B
npogecCUOHaIbHON U CMEXHBIX 00-
JacTAX;

MeTOoAbl paboThl B MPOdecCHOHAb-
HOM U cMeXHBIX chepax;

CTPYKTYpy IUIaHa JJsi pEIIeHHs 3a-
nad;

MOPSAZIOK OLEHKH PE3YJIbTaTOB pellle-
HUS 3a7ad NpOPecCHOHANbHON Jes-
TENBHOCTH

OK 02

omnpeneniaTb  3adayd  JUId  TOMCKa
uHpOpMaInH;
OIIPEIETAT
uHpOpMaINH;
TUTAHUPOBATh
CTPYKTYPUPOBATh

uH(pOpMaIIo;

HEOOXOINMBIE HCTOYHUKU

mponecc TIIOHCKAa,

oJry4acmMyro

HOMEHKJIaTypa UH(OPMAIIMOHHBIX
HCTOYHHUKOB, MPUMEHSEMbIX B
npo¢eCcCHOHATBHON IEATETLHOCTH;
MIPUEMBI CTPYKTYpHUPOBAHUS
nHpopmanuu;

dopmatr odopMIeHHS pPe3yIbTaTOB
MOKMCKa HHPOPMAITHH.
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BBIJICTATH HanOoJee 3HaYMMOe B IEpedHe
uHpOpMaLNH;

OLICHMBATh TPAKTUYECKYI0 3HAYHMOCTh
PE3YJIbTaTOB ITOUCKA,;

0(hOpMIISITh PE3YNIBTATHI IOUCKA.

OK 03 | onpenensTh akTyaJbHOCTb HOPMAaTHUBHO- | COJIEPKAHUE aKTyaJIbHOM
IPaBOBOI JOKYMEHTalluu B | HOPMaTHUBHO-TIPABOBOM
npodecCuOHAIBHOMN e TeTbHOCTH; JIOKYMEHTAI1H;

NPUMEHITh  COBPEMEHHYIO  HAy4YHYIO | COBpEMEHHas Hay4yHas u
npo¢eCCHOHATBLHYIO TEPMHUHOJIOTHIO; | TpOo(hecCHOHANbHAsS ~ TEPMHHOJIOTHUS;
ONpeeNsATh U BBICTPAUBATh TPACKTOPUU | BOSMOXKHbBIE TPaeKTOPUU
npodecCuOHaIBHOTO pa3BUTHS U | IpOeCCHOHATBHOIO  PA3BUTUS |
camo00pa3zoBaHus camoo0pazoBaHus

OK 04 | opranu3oBbiBaTh pabOTy KOJUIEKTHBA M | IICUXOJOTMYECKHE OCHOBBI
KOMaH/Ibl; JeSITeNIbHOCTH KOJIJIEKTHBA,
B3alMO/ICIICTBOBATH c KOJUIEraMH, | IICUXOJIOTHYECKUE 0COOEHHOCTHU
PYKOBOACTBOM,  KJIHEHTaMH B  XOJE | JINYHOCTH;
po(heCCHOHATIBHOM e TEIbHOCTH OCHOBBI IPOEKTHOMU AESITEIbHOCTH

OK 05 | rpaMOTHO HM3JaraTb CBOM MBICIH M | OCOOCHHOCTH COLIMAJILHOTO u
0QopMIISITD JIOKYMEHTBI 0 | KyJIbTYpPHOTO KOHTEKCTA,
npodeccuoHanbHOM TEeMaTHKe Ha | mpaBuiia OPOPMIICHHUS JTOKYMEHTOB M
TrOCYyJapCTBEHHOM  SI3bIKE,  MPOSBIIATH | TOCTPOCHHS YCTHBIX COOOIIECHUI
TOJICPAHTHOCTH B paboyeM KOJIJICKTHUBE

OK 09 | npumeHATH cpeacTBa HH(DOPMAIMOHHBIX | COBPEMEHHBIE CPEICTBA U YCTPOMCTBA
TEXHOJIOTH IE peuieHus | uHGOpMaTHU3ALINH;
po(hecCUOHANIBHBIX 3aj1ay; HOpSAJOK  UX  INPUMEHEHMS U
UCIIOJIb30BaTh COBPEMEHHOE MPOTPaMMHOE | MPOTPAMMHOE obecrnieueHue B
o0ecrnieueHue po¢eCCHOHATBHOMN e TETLHOCTH

OK 10 | noHumarp o0 CMBICII YeTKO | MpaBUjia TMOCTPOEHUS TPOCTBIX H
IIPOU3HECEHHBIX BbICKa3bIBaHUI Ha | CJIOXKHBIX MpeI0KEHU I Ha
U3BECTHBIE TeMbl (TMpodeccHoHalbHbIe U | MPO(EeCcCHOHATbHbIE TEMBI;
OBITOBBIE), IOHUMATh TEKCThI Ha 0a30BBIC | OCHOBHBIE  OOIIEYMOTPEOUTETHHBIC
npoecCHOHANBHBIE TEMBI; TJ1aroJibl (ObITOBaK u
y4acTBOBaTh B JMajorax Ha 3HAKOMbIE | IPpO(ecCHOHATIbHAS JIEKCHUKA),
oOmue 1 npohecCHoHaIbHbIE TEMBI, JEKCUYECKUI MUHUMYM,
CTPOMUTH IPOCTHIE BHICKA3bIBAHUS O C€0€ U | OTHOCSIIUNCS K OIHCaHUIO
0 CBOEH npodeCCHOHATBLHON | IPEAMETOB, CPEICTB M  IMPOLIECCOB
JeSITEIIbHOCTH; npoeccrnoHalIbHOM 1eATENbHOCTH;
KpaTko OOOCHOBBIBaTb U OOBSICHUTh CBOM | OCOOCHHOCTH IMPOM3HOIICHUS;
JeicTBUS (TEKYIIHME U IUTAaHUPYEMBIE); npaBuIIa YTEHUSI TEKCTOB
[UcaTh MPOCThIE CBSA3HBIE COOOIIEHUS Ha | MpoQecCHOHANbHOM HAalPaBIeHHOCTH
3HAKOMBbIE WIH HMHTEpECYIOIINE
npodecCHOHATIbHbIE TEMBI

IIK 1.1 | npuHMMaTh TEpBUYHBIE OyXxraiarepckue | obmue TpeOoBaHUs K OyXralaTepcKoMy

JIOKYMEHTbl Ha OYMa)XHOM HOCHUTENIE U
(unmu) B BHJIE DJIEKTPOHHOTO JIOKYMEHTa,
MOJANUCAHHOTO 3JEKTPOHHON MOAIHUCHIO;
POBOANUTH (HOPMaJIbHYIO MPOBEPKY JIOKY-
MEHTOB, IIPOBEPKY IO CYIIECTBY, apupme-
TUYECKYIO IPOBEPKY;

OpPraHU30BBIBATH IOKYyMEHTOOOOPOT;
pa3dupaTbcsi B HOMEHKIJIATYpe Ael;

y4eTy B YaCTH JIOKYMEHTHPOBAHUS
BCEX XO3AWCTBEHHBIX JCUCTBUU U
OIIEpPALINIA;

olpeziefieHUue MEePBUYHBIX OyXxranrep-
CKHX JIOKYMEHTOB;

(opMbl TEPBUYHBIX OyXTalTepCKUX
JOKYMEHTOB,  COJAep)KalMx 00s13a-
TEIbHBIE  PEKBU3UTHl  MEPBHUYHOTO
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nepeaaBarb IEpBUYHBIE OyXTralaTepCKue | y4ETHOIO JOKYMEHTa;

JOKYMEHTBl B TEKYIIUH OyXraJTepCKuil | IPUHIHUIBI U MPU3HAKU TPYNIHUPOBKH
apxuB; HNEPBUYHBIX OyXTalTepPCKUX OKYMEH-
nepeaaBarh IMEpPBUYHBIE OyXTaJdTEpCKUE | TOB;

JOKYMEHTBI B IIOCTOSIHHBIA apXWB II0 UC- | IpaBHJla WU CPOKM  XPAaHEHHUs
TEYCHUU YCTAHOBIICHHOI'O CpPOKa XpaHe- | IEPBUYHOU OyXranTepcKoit
HUS; JOKYMEHTalUH.

UCTIPABJIATh OIIMOKM B TMEPBHYHBIX OyX-
TaJITEPCKUX JOKYMEHTaX.

®opmupyemMble KOMIIETEHIIUN:

Kon HaumeHoBaHue pe3yjibTaTa 00y4yeHUust
OK 01 | BeiGupats crmocoObl pemieHus 3anad mpodhecCHOHATBHOW JeATEIbHOCTH MPUMEHH-
TEJIBHO K Pa3IMYHBIM KOHTEKCTaM
OK 02 | OcymiecTBasTh MOUCK, aHATU3 M UHTEPIpETANi0 UHPOpMAIMKU, HEOOXOAUMOMN NI
BBINIOJIHEHUS 33124 IPOo(ECCUOHATIBbHON NESTEIbHOCTH
OK 03 | [InanupoBaTh U peaqn30BBIBATH COOCTBEHHOE MNPOGECCHOHATBHOE M JMYHOCTHOE
pa3BuUTHE
OK 04 | PabGotarh B KOJUIEKTHBE U KOMaHAe, 3(G(HEKTUBHO B3aUMOACHCTBOBATh C KOJUIETaMH,
PYKOBOJCTBOM, KJIIMEHTaMH
OK 05 | OcymiecTBasTh YCTHYIO U TUCBbMEHHYIO KOMMYHUKAIIMIO HA TOCY/1apCTBEHHOM SI3bIKE
Poccuiickoit @enepanyu ¢ yueToM 0COOEHHOCTEH COIMANBHOTO U KYJIbTYPHOTO KOH-
TEKCTa
OK 09 | Ucnonb3oBath nH()OpPMALIMOHHBIE TEXHOJIOTHH B TPO(EeCcCHOHATBLHOM e TENIbHOCTH.
OK 10 | ITomb3oBaThesi mpodecCHOHaTbHON AOKYMEHTAIMe Ha TOCyNapCTBEHHOM W HHO-
CTPaHHOM SI3bIKaX
IIK 1.1 | O6pabaThiBaTh NEPBUYHbIE OYXTAITEPCKUE TOKYMEHTHI
JIP 3 CoO:romaronyii HOpMbI MPABONIOPS/IKA, CIECTYIOIUI HaeanaM rpa)xJIaHCKOro oore-
CTBa, oOecmeueHnsi Oe30MacHOCTH, TpaB W cBoOOa rpaxaaH Poccuu. JIOAmbHBIN K
YCTQaHOBKAM U TPOSIBICHHUSAM IpEJCTaBUTENEH CYOKYIbTYyp, OTJIMYAIOMUN HX OT
Ipynin ¢ AECTPYKTUBHBIM U JIEBUAHTHBIM MOBEACHUEM. J[eMOHCTPUPYIOLINI HENpus-
THE U NPEAYNPEKIAIONINN COMAIBHO ONTACHOE MOBEICHNUE OKPYKAIOIIHX.
JIP 4 [TposBistOmINI ¥ IEMOHCTPUPYIOIINI YBAKEHUE K JIFOISIM TPyAa, OCO3HAOIIUN 1IEH-
HOCTh coOcTBeHHOro Tpyaa. Ctpemsiuiics K popMUPOBaHUIO B CETEBOH cpeje Jaud-
HOCTHO M NPO(ECCHOHAIBHOI0 KOHCTPYKTHUBHOTO «IIU(POBOTO CIEA.
JIP 15 | OTKpBITHIN K TEKYIIUM U NEPCHEKTUBHBIM H3MEHEHUSIM B MUpPE Tpy/ia U npodeccuii
2. CTPYKTYPA U COJAEP KAHUE YYEBHOM JIUCITUTIJIMHBI
2.1. O6beM yueOHOI TUCIUNIUHBI U BH/IBI Y4eOHOI padoThl
Buj yueOHoit padoThl Konuuecmeo ua-
cog
MakcumajibHasi yyeOHasi HArpy3Ka (Bcero) 56
Oobs3aTesbHAsE AyAUTOPHAA y4eOHasi HAarpy3ka (Bcero) 34
B TOM YHUCIJIE:
JIEKIIUHA 16
MIPAKTUYECKHE 3aHSITHS 16
CamocrosiTesibHas padoTra o0y4yarouierocs (Bcero) 10
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B TOM YHCIJIC:

BHEAYJAUTOPHON CAaMOCTOSTEIILHOM PabOThI 10
KoncyabTanuu 2
IIpoMe:kyTOUHasI aTTeCTALUS 12

Hmozoean ammecmayusn 6 ghopme

IK3amena




2.2. TemaTH4ecKHii IJIAH U cofiep:kaHue y4eOHOI TuCIMIIMHBI «/loKyMeHTallHOHHOe o0ecnieyeHHe YIPaBJIeHHU D)

Konanl
KOMIIETEHIH i,
¢dopmupoBanu
HaumeHoBaHue pa3ieioB Conep:kanue y4yeOHOro MaTepuasa, JadopaTopHbie padoThl M MPAKTHYECKHE Oo0bem
U TeM 3aHSAITHS, CAMOCTOSITEIbHAS PadoTa 00yYalomuxcs B Yyacax 10 KOTOPBIX
crocoo0cTByeT
3JIeMEHT
NPOrpamMMmbl
Tema 1. Coaeprxanue yueOHOIro MaTepuaJa 5 OK 01, OK 02,
Benenue. Jlokyment u cu- | 1. [Tonstue noxkymenTa. Kinaccudukamus J10KyMEHTOB 2 OK 03, OK 09,
creMa 2. CpoiicTBa M PYHKIIMH JOKYMEHTA OK 10, IIK 1.1,
AOKYMCHTaINH. 3. HopMmaTtuBHo-nipaBoBasi 6a3a OpraHu3aluy JOKYMEHTAIMOHHOTO O0ecredyeHus JIP 3, JIP 15
yIpaBJIEHUS.
IIpaKkTHYECKOE 3aHsATHE: 2
YcTHbIi onpoc
1..Knaccudukanus JOKyMEHTOB, aHAJIN3 HOPMATUBHBIX JJOKYMEHTOB.
2..0dopmiieHHE OCHOBHBIX PEKBU3UTOB JIOKYMEHTA.
3..Pelienne TecTOBBIX 3a/1aHHI 11O TEME.
4.Pa3HOYpOBHEBBIC 3aa4H.
CamocrosiTe1bHAst padoTa 00y4YalomMXcs: 1
[TpopaboTka ITEeKIIMOHHOTO MaTepuaia U MOAroToBKa K TecTupoBaHuto. [logroroBka pe-
depaToB.
Tema 2. Coaepxanue y4eOHOro MaTepuaa 6 OK 01, OK 02,
Opranu3aluoHHO- 1. OpraHu3alioOHHbIE TOKYMEHTHI OK 04, OK 05,
pacnopsIuTeIbHbIE 2. PacniopsqutenbHble TOKYMEHTBI 2 OK 09, OK 10,
JAOKYMEHTBI. 3. CripaBo4HO-HH()OPMAIIMOHHBIE TOKYMEHTBI MK 1.1
IpakTHyecKoe 3aHsATHE: 2 JIP 3
YcrHblii onpoc
1.CocraBneHue OpraHU3aIl[MOHHO - PACTIOPSAUTEIBHBIX TOKYMEHTOB U MH(POPMAIIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB.
2.Pemienue TeCTOBBIX 3aJJaHHI MO TEME.
3.Pa3HOYypOBHEBBIE 3a]1a4U
CamocrosiTesibHasi padora oOydarommxcsi: [IpopaboTka JTEKIIMOHHOTO MaTepHaia U 2

MMOATOTOBKA K TCCTUPOBAHUIO. IloaroroBka pe(pepaTOB.
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Tema 3. Coaeprxanue yueOHOIro MaTepuaJa 6 OK 02, OK 04,
KaapoBas nokyMeHTanus. 1. [TonsTre, 3HaYeHNE U KIIaCCU(PUKAINS KaIPOBOW JTOKYMEHTAIIMH 2 OK 05, OK 09,
2. [Topsnox mOArOTOBKU U OPOPMIICHUS JOKYMEHTOB, COMPOBOXKAAIOIIUX TPYIOBBIE OK 10,
OTHOIIEHUS K 1.1.
3. KOMIUIEKTOBaHKE JIMYHOTO €A JIP 3
IIpakTHyeckoe 3aHATHE: 2
YcTHBbIH onpoc
1.CocraBnenue u 0opMIIEHUE TOKYMEHTALUH 110 TPYJOBBIM OTHOIICHUSIM.
2.Cocrapnenue u oopmieHUE 3asBICHUS O MpUeMe Ha paboTy, aBrobuorpaduu, pe3ro-
Mme. 3.Mcnonp3oBanue madaoHa pe3roMe.
4. Penrenne TeCTOBBIX 3aJaHUH 10 TEME 3.
5. AenoBas urpa «OdopMiieHHE KaJPOBBIX TOKYMEHTOB)
6. PazHOypoBHEBBIE 3a/1a4H
CamocrosiTeibHas padora obOyuaromuxcsi: [IpopaboTka JEKIIMOHHOTO Marepuaia | 2
MOJIFOTOBKA K TECTUPOBAHUIO. Penienne pa3sHOypOBHEBBIX 33724
Tema 4. Conep:xanue yueOHOro MaTepuaJia 5 OK 01, OK 02,
Jenexupie ¥ QuHaHCOBO- Bujibl [eHEKHBIX U (PMHAHCOBO-PACUCTHBIX JIOKYMEHTOB. 2 OK 03, OK 04
pacyeTHble JOKYMEHTHI. OK 05, OK 09,
OcobeHHOCTH cocTaBlIeHUsI U O0(OPMIIEHHS JACHEXHBIX U (PUHAHCOBO-PACUETHBIX OK 10
JIOKYMEHTOB. K 1.1’ ,
IIpakTH4eckoe 3aHsATHE: 2 JIP 4
YcTHbI onipoc
1. CocraBnenne u  odopmieHHe  Oyxraatepckoi M (UHAHCOBO-PACUETHOM
JOKYMEHTAIUH.
2. Odopmiienue opuIMAIBLHON U TMYHON T0BEPEHHOCTEM.
3. Peurenne tecToBBIX 3a4aHU IO TEME 4.
CamocrosiTeibHasi padora oOyuaromuxcsi: [IpopaboTka JeKIMOHHOTO MaTepuana U 1
MOJTOTOBKA K TecTupoBanuio. [lonaroroBka pedeparos.
Tema S. Coaeprxanue yueOHOIro MaTepuaJa 5 OK 01, OK 02,
HoroBopHo-nipaBoBasi  110- | 1. JloroBop: nmoHsiTue, BUJIbI, TUIIOBAsk CTPYKTYypA. 2 OK 04, OK 05,
KyMEHTaIusl 2. JIOKyMeHTBI, O(GOPMIISIOIIHE MOPSIOK PACCMOTPEHHUS CIIOPOB MEXKIY FOPHIAYIE- OK 09, OK 10,
CKHMH JIMIIAMH. K 1.1, JIP 3




3. HckoBoe 3asBnenue: TpeboBaHus K 0(hOPMIICHHIO 1 OCOOCHHOCTH OT3hIBA.

IIpakTnyeckne 3aHATHSA:

YcrHblii onpoc

1.CocraBienue u opopMIIEHHE JOTOBOPOB, IPETEH3MOHHO-UCKOBOH TOKYMEHTALIUU.
2.Penienuie TeCTOBBIX 3aJJaHUM IO TEME 5.

3. Pa3HOYypOBHEBBIC 3a/1a4H.

CamocrosiTeibHas padora odyuyarommxcsi: [IpopaboTka JIGKIIMOHHOTO MaTepuaia |
MOJIFOTOBKA K TECTUPOBAHUIO.

Tema 6.

[Tonatue  OKyMeHTOO0O-
porta, perucrpauus J0Ky-
MEHTOB.

HcnosnHenue TOKYMEHTOB.
KonTponb UCIIOJTHEHUSI.
Opranuzanus ornepaTuBHO-
r'O XpaHEHUs JOKyMEHTA.

Conep:xaHue yueOHOro MaTepuaJia

(62}

1. [IpuHIMIBI OpraHu3aly JOKYMEHTO000poTa.

2. TexHonorus pa6OTBI C JOKYMCHTaMHU

3. @dopMUpOBaHUE U XPAHEHUE JEJ1 B ICJIONPOU3BOJCTBE

IIpakTH4yeckue 3aHATHS:

YcrHblii onpoc

1.CocraBneHnre HOMEHKIATYpPhbI J€.

2.3arnoHeHue )XypHAJIOB PETUCTPALIMK BXOISIICH U UCXOASIICH TOKYMEHTAIIUH.
3.0cyuiecTBiI€HUE KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB.

4.Pemienne TECTOBBIX 3aJaHui Mo Teme 2.1.

5. PazHOypOBHEBBIE 3a/1a4N.

CamocrosiTenbHass padora oOyuarommxesi: [IpopaboTka JNEKIMOHHOrO Marepuaia U
HOJrOTOBKA K TecTupoBaHuio. [loaroroska pedepatos. Perienne cutyanoHHOM 3aauu

OK 01, OK 02,
OK 03, OK 04
OK 05,

OK 09, OK 10,
IIK 1.1,

JIP 4

Tema 7.
HOJIFOTOBK& )IOKYMGHTOB K
apXUBHOMY XPaHEHHIO.

Conep:xaHue yueOHOro MaTepuaJia

(6]

1. DKcnepTh3a MEHHOCTH JIOKYMEHTOB

2. [ToaroroBka e K caadye B BEIOMCTBEHHBIA ApPXUB

IIpakTHyeckne 3aHATHA:

YcrHblii onpoc

1.IloaroroBka fen k ciadye B BEAOMCTBEHHBIN apXUB.
2. Pemenne TecTOBBIX 3aJaHUHN 110 TeMme 2.2.

3. Pa3HOypOBHEBBIE 33/1a4H.

CamocrosiTesibHasi padora oOyuarommxcs: [IpopaboTka JTEKIIMOHHOTO MaTepHaia U
MOJITOTOBKA K TECTUPOBAHUIO.

OK 01, OK 02,
OK 03, OK 04,
IIK 1.1, JIP 15

Tema 8
HUcnonp3zoBanue I[IOBM B

Conep:xaHue y4eGHOro MaTepuaJjia

1. KOMHLIOTepI/BaI_II/IH JACJIONIPOU3BOJACTBA HA NPCAIIPUATUN

10

OK 01, OK 02,
OK 03, OK 04




JIETTONTPOU3BOJICTRBE. OK 05, OK 09,
[K 1., JIP 15
2. TpeboBanue k 0POPMIICHUIO TOKYMEHTOB. PEKBU3UTHI TOKYMEHTOB. 2
IIpakTHyecKkue 3aHATHS: 2
YcTHbIM onpoc
1.Pabora ¢ madnonamu Microsoft Office.
2.Peniedne TeCTOBBIX 3aJaHU 10 TeMeE 2.3
3. PaznoypoBHeBbI€ 3a1aU1
CamocrosiTejibHasi padora obOyuarommxcs: [IpopaboTka JEKIMOHHOTO MaTepHayia U 1
MOJIFOTOBKA K TeCTUpoBaHuio. [logroroska pedeparos.
Koncyabranumn 2
IIpomexyTouHas 12
arrecranus
Bcero 56
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3. YCJOBUSA PEAJIM3AIIMY YYEFHOM JUCIUIIJINHBI
3.1. TpeboBaHusi K MATEPUAJILHO-TEXHUYECKOMY 00eCIedeHUI0

Peanuzamus y4eOHO# nquciuruinHbl TpeOyeT Hanuuus yueoHoro Kabuner mno-
KYMEHTAIlMOHHOTO oOecreueHust yrpapienust Ne 317.

O6opynoBaHue KaOuHeTA:

Crenmanu3upoBaHHass MeOenb, JTOCKa HAacTeHHas, TpuOyHa, pabodyee MecTo
IPENoaaBaTEIIs.

Mynerumenuitnoe obopynoBanue: mnpoektop EPSON ¢ moTonouHbIM KpoH-
mreiHoM, koyioHku Microlab 2 mit., skpan ScreenMedia Bbie3xaronuii, HOyTOyK
PackardBell, koMmiekT mpoBOIOB J1JIs MOIKIIOUYCHUS.

Harnsigueie crennpl: « ICTOUHUKY MPUBJICUYECHUS MTEPCOHANa», «HUCIEHHOCTh U
CTPYKTypa InepcoHasia», «JIBumxkenue nepconana», «IIpodeccuorpammar, «llonstue
U BUIBI JEJIOBOM Kapbepb», «IIEMEHThl UEJIOBEUECKOTO Kamutanay, «CTpaTerus
yIpaBlieHUs nepcoHaioMm», «lIpUHIMNBI W 3aga4yul  YIpaBICHUS TMEPCOHAIOMY,
«lTonsiTue KagpoBOM MOJUTHKKY», «DakKTOphl, BAUAIOMIME Ha (HOPMUpPOBAHHE
KaJpOBOU MOJUTHUKN.

[Tomemienre 1ysi caMOCTOSATEIBHON padbOThl (YMTaNbHBIE 3aJIbl OUOIHOTEKH C
BBIXOJIOM B ceTb HTEepHET).

OOopynoBaHue: cHequaiu3upoBaHHash MeOenb; KOMIUIEKT KOMIBIOTEPHOMR
TeXHHMKH B cOope (cucremubii Onok: Asus P4BGL-MX\Intel Celeron, 1715
MHz\256 M6 PC2700 DDR SDRAM\ST320014A (20 I'6, 5400 RPM, Ultra-
ATA/100)\ NEC CD-ROM CD-3002A\Intel(R) 82845G/GL/GE/PE/GV Graphics
Controller, monutop: Proview 777(N) / 786(N) [17" CRT], knaBuarypa, MblIllib.);
Foxconn G31MVP/G31MXP\DualCore Intel Pentium E2200\1 I'b DDR2-800 DDR2
SDRAM\MAXTOR STM3160215A (160 I'b, 7200 RPM, Ultra-ATA/100)\Optiarc
DVD RW AD-7243S\Intel GMA 3100 monutop: acervi93w [19"], knaBuarypa,
MBIIIb.) C BO3MOXKHOCTBIO MOJKIIOUEHUS K ceTH MHTEepHET u obecnieueHus q0CcTyna
B DJICKTPOHHYIO HMH(POPMAIMOHHO-00pa3oBaTenbHyl0 cpeay benropoackoro I'AY;
HacTeHHbIN 1azMeHHbld TeneBuzop SAMSUNG PS50C450B1 Black HD (amaro-
Haib 127 cMm); aynuo-Buneo kabenr HDMI

3.2. J/InueH3MOHHOEe MPOrPaMMHOe o0ecnevyeHue

B kaudectBe mporpaMMHOTO 0OeCredeHus! UCTIOIB3YIOTCS TPOTrpaMMbl 0(hUCHO-
ro makera Windows 7, Microsoft office 2010 standard, AuntuBupyc Kaspersky
Endpoint security cranmaptasiii, CIIC Koncynbrant ITmroc: Bepcus IIpod. Kon-
cynpranT ®unancuct. Koncynsrant [lmoc: Koncynbranuu mis OFOIKETHBIX Opra-
HU3aui, THGOPMAIIMOHHO TpaBoBoe obecreuenue "['apant" (ms yaeOHOro mpo-
1ecca).

OnextpoHHas nHpopmaimoHHo-oOpa3oBaTenbHas cpena GI'BOY BO benro-
POJACKHN rOCYyIapCTBEHHBIN arpapHblii yHuBepcuteT uMeHn B.A. T'opuna. Cucrema
AIIEKTPOHHOM MOIEPIKKU YUeOHBIX KYPCOB.

3.3.AndopmanuonHoe odecrneyeHue 00ydeHust
OcHoBHas JuTEpaTypa



1. KazakeBuuy, T. A. JlokymeHTallMOHHOE OOECTIEYeHUE YIPABICHUS: YUEOHUK
u npaktukym st CITO / T. A. KazakeBuu, A. W. Tkanuu. - 2-e u3a., UCIp. U JOM. -
M.: KOpaiit, 2017. - 161 c. - (IlpodeccnonanprHOe 00pa3oBaHmeE).

NHTepHET-UCTOUYHUKH
1. http://www.consultant.ru
2. http://www.garant.ru
JlonoJTHUTe IbHbIE HCTOYHUKH
Kypnan «/lenonpousBoICTBO.
Kypnan «CekpeTtapckoe Aeno».
HopmaTuBHbIE JOKYMEHTBI

1. ®denepanbublii 3ak0oH "OO6 snekTpoHHOM noanucu" ot 06.04.2011 N 63-D3.

2. @enepanbHblii 3akoH "O06 mHbOpManUK, HHOOPMAIIMOHHBIX TEXHOIOTHIX
u o 3ammre uaHpopmaruu" ot 27.07.2006 N 149-D3

3. TOCT P 7.0.8-2013. HammonaneHbrii cranmapt Poccuiickoit deneparun.
Cucrema crtanmapToB no uHGoOpMauv, OUOIMOTEUHOMY M H3JATEIbCKOMY JIENy.
Jlenonpons3BoACTBO M apxuBHOE aeno. Tepmunsl u onpeneneHus (yrB. [Ipukazom
Poccranmapra ot 17.10.2013 N 1185-cT)

4. TOCT P 7.0.97-2016 «Cuctema cranaaptoB o uHdopmamuu, 6u0ImoTey-
HOMY U U3JIaTeNIbCKOMY Jeny. OpraHu3allMOHHO-pacOpSAUTENbHAS JOKYMEHTAIHS.
TpeboBanust kK 0HOPMIIEHUIO TOKYMEHTOBY.

4. KOHTPOJIb ! OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM JUCIUILIAHBI

PesyabTaThl 00yueHus

Kpurepun onenkn

MeTtoanl
OLICHKH

B pe3ynbpTaTe 0CBOCHMS NUCIIUTUIMHBI
00y4aronuiics T0KEH 3HAMmb .
aKTYaJIbHBIM TPOPECCHOHAIBHBIA M COIUATBHBIN
KOHTEKCT, B KOTOPOM MPHUXOAUTCA paboTaTh H
KUTh, OCHOBHBIE WCTOYHHKHA WHOOpMAIUU U
pecypcel i pelieHus 3anad u mnpoljeM B
po¢eCCHOHAIIBHOM u/unu COIMAIBHOM

KOHTEKCTE;

QITOPUTMBI BBITIOJTHEHUST PabOT B Mpodeccuo-
HaJIbHOW U CMEXHBIX 00JIACTSIX; METOIBI PaOOTHI B
Mpo¢eCCHOHAIBHOW M CMEXHBIX cdepax; CTPyK-
Typy IJIaHa JUIsl pElIeHUs 3a7a4; NOPAIOK OLIEHKH
pe3yJIbTaTOB pelIeHUs 3ajad MpodeccnoHanIbHOM
NEeSATEIbHOCTH

HOMEHKJIaTypa HWH()OPMAIMOHHBIX HCTOYHHKOB
MPUMEHSIEMBIX B MPO(GECCHOHATBHONU JesTeNbHO-
CTH; TIPUEMBI CTPYKTYPHUPOBaHUs HH(POpPMAIINU;
dbopMat oQopmIIeHHUS PE3YIbTaTOB TOHUCKA WH-
dbopmarun

coJiepKaHUE€ aKTyaJlbHOM HOPMATHUBHO-TIPaBOBOM
JOKYMEHTAIlM{; COBpEMEHHAsl Hay4yHasi U npodec-
CHUOHAJIbHAasi TEPMUHOJOTHUS; BO3MOXKHBIE TpaEK-
TOpUH MPO(ECCHOHATILHOTO Pa3BUTHSI U €CaM000-

OueHka «OTJIMYHO» BBI-
CTaBlsieTcsl  0Oydaroemy-
csi, €caM OH TINIyOOKO U
NPOYHO YCBOMJ HPOTPaMM-
HBI Marepual Kypca, HC-
YyeprblBaloIle, Mocie10Ba-
TEJNBHO, YETKO W JIOTHYECKH
CTPOMHO €ro m3jaraer, yme-
€T TECHO YBS3BIBATh TEOPHUIO
C TpPaKTUKOH, CBOOOJHO
CHpaBisieTcsl C 3aJa4aMH |
BOIIPOCAaMH, HE 3aTPYAHSCT-
Csl C OTBETaMU TIPU BUJIOM3-
MEHEHHH 33JlaHuWi, TIpa-
BHJIBHO 00OCHOBBIBAET
NPUHSTHIC PELICHUs, BIaje-
er Pa3sHOCTOPOHHUMHU
HaBBIKAMH M TIPUEMaMU BbI-
NOJHEHHUS ~ MPAKTUYECKUX
3ajad;

OllEHKA «XOpOII0»  BHI-
cTaBisieTcss  oOydaronemy-
Csl, €CTM OH TBEPJO 3HAeT

Onenka pe3yib-
TaTOB BBIIIOJIHC-
HUSL  T[IpaKTHYe-
CKOM paboThI

Ouenka pe3yib-
TaTOB IPOMEKY-
TOYHOW aTTecTa-
UH

Onenka pe3yib-
TaTOB YCTHOT'O U
MUCbMEHHOTO
orpoca

OneHka pe3ysb-
TaTOB  PELICHUS
CUTYalMOHHBIX
3a1a4y
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pa3oBaHUs
MICUXOJIOTHYECKHE OCHOBBI JIEATENHHOCTH  KOJ-
JICKTHBA, TICUXO0JIOIMYECKHe OCOOEHHOCTH JINYHO-
CTH; OCHOBBI IPOEKTHOI1 J1eATEIbHOCTH
0COOEHHOCTH COLMAIBHOTO M KYJIBTYPHOTO KOH-
TeKcTa; npaBuia ohOpMIICHHS JOKYMEHTOB U IO-
CTPOEHMSI YCTHBIX COOOLIECHUIA.
IrPaMOTHO H3JaraTh CBOM MBICIH U OQOPMISTH
JOKYMEHTHI 10 MPO(ECCHOHAILHOW TeMaTUKe Ha
rOCy/IapCTBEHHOM SI3bIKE, MPOSBIATH TOJEPAHT-
HOCTh B pabo4yeM KOJIEKTUBE
COBpEMEHHBIE CPEJCTBA M YCTpoiicTBa HH(pOpMa-
TU3ALMY; TOPSI0K MX MPUMEHEHUS U Mporpamm-
Hoe oOecrieueHue B MpodeccuoHalbHON JeqaTenb-
HOCTH
MIpaBWJIa MMOCTPOCHUSI MPOCTHIX U CIOXKHBIX Mpe.-
JIO)KEHUN Ha MpoQecCHOHAIbHbIE TEMbI; OCHOB-
HbIe 00IIEYNOTPEOUTENBHBIE TTAroibl (OBITOBAS U
npodeccuoHanbHas JIEKCHKA); JIEKCHYECKUH MU-
HUMYM, OTHOCSAIIUICS K OMUCAHUIO MPEIMETOB,
CPeACTB M MPOIECCOB MPO(PECCHOHATBHON Jesi-
TEJIBHOCTU; OCOOCHHOCTH MPOU3HOIICHUS; MTPaBU-
Jla YTeHMsI TEKCTOB IMpPO(ecCHOHAIbHON Hallpas-
JIEHHOCTU 0011ue TpeOoBaHUs K OyXrajaTepckoMy
y4eTy B YacTU JOKYMEHTHUPOBAHHS BCEX XO3sH-
CTBEHHBIX JICCTBUI U OINEPALIHil;
MOHATHE TEPBUYHON OyXTanTepCcKod AOKyMEHTa-
1y,
oTpesieNiecHue TMEePBUYHBIX OYXTalTepPCKUX JOKY-
MEHTOB;
(GopMBI MEPBUYHBIX OyXTalTEpPCKUX JTOKYMEHTOB,
coJiepKalluX 00s3aTeNbHbIE PEKBU3UTHI MEPBUY-
HOT'O YYETHOT'O JOKYMEHTAa;
MOPSAJIOK IIPOBEJCHUS MPOBEPKU NEPBUUHBIX OyX-
TaJITePCKUX JTIOKYMEHTOB, (hOpManbHOM MpOBEpKU
JIOKYMEHTOB, IIPOBEPKHU IO CYILECTBY, apupMeETH-
YECKOM IIPOBEPKU;
MPUHIUIB U TIPU3HAKW TPYIITHPOBKH MEPBHYHBIX
OyXrajaTepcKux JOKYMEHTOB;
MOPSAJIOK MPOBEJIEHUSI TAKCUPOBKU M KOHTHUPOBKH
NEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTOB;
MOPSAZIOK COCTABIIEHUS! PETUCTPOB OyXTalTEPCKOTO
yueTa;
MpaBWJIa U CPOKH XpaHEHHUs MEPBUYHON Oyxrai-
TEPCKON JOKYMEHTALIVH.

B pe3ynbpraTe 0OCBOSHMS TUCIUILUIMHBI 00yYaro-

LIUKACS TOJDKEH yMemb:

pacrmo3HaBaTh 3aJadyy W/MIuM  TpodiemMy B
npo¢eccHOHaTLHOM u/unu COLIMAJILHOM
KOHTEKCTe;  aHaJM3UpoBaTh  3ajady  W/WiIH

HpO6HCMy N BBIACIIATH e€ CcOoCTaBHBIE qacCTu,
OMPCACIIATL OTaIllbl PCIICHUA 3ala4M; BBIABJIATH U

MaTepual Kypca, rpaMOTHO
U 1O CYIIECTBY H3JIaraeT
€ro, He JOIycKas Ccylle-
CTBEHHBIX HETOYHOCTEH B
OTBETE Ha BOINpPOC, Ipa-
BUJILHO TIPUMEHSIET Teope-
TUYECKUE TIOJIOKEHUS TIPH
pelieHun MIPAKTUYECKUX
BOIIPOCOB U 3ajiay, BJIAJEET
HEOOXOJIMMBIMH HaBbIKAMU
U TpUEeMaMH HX BBINOJIHE-
HUS;

OLICHKA «yJOBJIETBOPUTEIb-
HO» BBICTaBIIsSIETCA O00yuya-
IOLEMYCS, €CIIH OH HMEET
3HAHUSA TOJBKO OCHOBHOTO
MaTepuaiga, HO HE YCBOWI
ero JeTayiei, OMycKaeT He-
TOYHOCTH,  HEIOCTATOYHO
MpaBWIbHBIE  (POPMYITHPOB-
KM, HapyIIEHUs JOTUYECKON
MOCIE0BATEILHOCTH B M3-
JOXEHUH  TPOTPaAMMHOTO
MaTrepuaia,  HCIBITHIBACT
3aTpyJHEHUS] TPU BBIMOJI-
HEHUM TIPAKTHYECKUX 3a-
nau;

OlleHKAa «HeY/10BJIeTBOPH-
TeJIbHO» BBICTABIIACTCS
oOyyaromeMycsi, KOTOPBIN
HE 3HAeT 3HAYUTENIbHOW Ya-
CTH TIPOTPAMMHOTO MaTepH-
ana, JIOIyCKaeT CyILEeCTBEeH-
HbIE OIMMOKH, HEYBEPEHHO,
¢ 0OJBIIMMH 3aTPyAHEHUS-
MH peliaeT MpaKTHYECKUE
3aJ]auu UM HE CIIpaBIsieTcs
C HUIMH CaMOCTOSITENIbHO.
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3¢pPEeKTUBHO HCKATh UH(OpMALHIO,
HEOOXOMUMYIO JIJIsi PEIICHHs] 3aJadd  W/Wiu
poOIEMBI;

COCTaBUTh IJ1aH JIEHCTBHA, OTIPEIICTUTh
HEOOXOJIMMBIE PECYPCHI; BIAJETh AKTYyaJbHBIMH
MeTogaMu paboThl B NPO(PECCHOHAIBHOW |
CMEXHBIX c(epax; pealn30BaTh COCTABICHHBIN
IIJIaH; OIEHUBATh PE3yJIbTAT U MOCIICACTBHUS CBOUX
JNEUCTBUM (CaMOCTOSITEIbHO WJIM C TOMOIIBIO
HaCTaBHHMKA) ONpPENesATh 3a7add s IOHCKa

uH(pOpMAIIHH; OIpeEIATh HE00XOAUMBIE
MCTOYHHMKH HH(OPMAINH; IIaHUPOBATH IPOLECC
MIOUCKA; CTPYKTYpUPOBAaTh HOJTy4aeMyo

nHGOpMaLMIO; BBIIEIATh Haubosiee 3HAYMMOE B
nepevyHe uHGOpMaINK; OLICHUBATH MPAKTUYECKYIO
3HaYMMOCTh PpE3yJbTaTOB IIOMCKa; O(OPMIIATH
pe3yJIbTaThl IOKCKA

OIpeNIeNIATh AKTYyaJIbHOCTh HOPMATUBHO-IIPABOBOM
JOKYMEHTAIlMH B PO(PECCUOHATBHOMN JeATEIbHO-
CTH; IPUMEHSTh COBPEMEHHYIO HayuHYI0 Ipodec-
CHOHAJIbHYIO TEPMHUHOJIOTHUIO; OIPENEATh U BbI-
CTpauBaTh TPAaeKTOPUU MPO(ECCHOHAIBHOIO Pa3-
BUTHUS U caM000pa30oBaHUs

OpPraHHU30BBIBATH PAOOTY KOJUIEKTUBA U KOMAaH/[bL;
B3aMMO/ICHICTBOBATh C KOJIJIETaMH, PyKOBOJICTBOM,
KIIMEHTaMH B X0JI¢ NMPO(ECCHOHAIBHOU JesATEIb-
HOCTH

TPaMOTHO H3JIaraTh CBOM MBICIH W O(OPMIISTH
JOKYMEHTHI 10 MpO(eCcCHOHAILHOW TeMaTUKe Ha
rOCy/IapCTBEHHOM S3bIKE, MPOSBIATH TOJEPAHT-
HOCTB B pabo4eM KOJUUIEKTHBE

MPUMEHSTh CPEJCTBa MH(POPMAIMOHHBIX TEXHO-
JOTHM A7 peleHuss NpoQecCHOHaNbHbBIX 3a/1ay;
HCIOJIb30BaTh COBPEMEHHOE MpPOrpaMMHOE oOec-
IIEYCHHE

MMOHUMAaTh OOIIMN CMBICT YETKO MPOU3HECEHHBIX
BbICKa3bIBaHUI Ha M3BECTHBIE TeMbl (Ipodeccuo-
HaJbHBIE U OBITOBBIE), IOHUMATh TEKCTHI Ha 0a3o0-
Bble MNpO(ecCHOHAIbHBIE TEMbl; Yy4acTBOBAaTh B
uajorax Ha 3HaKoOMble 00mmMe u mnpodeccruo-
HaJIbHBIE TEMBI; CTPOUTH MPOCTbIE BBICKA3bIBAHUS
0 cebe u 0 cBoel npodecCuoHATBHON JIeATeTbHO-
CTH; KpaTKo OOOCHOBBIBaTb U OOBSCHUTH CBOU
necTBUs (TEKyIIMEe U IUIaHUpPYEMBbIE); IHCaTh
MIPOCTHIE CBSA3HBIE COOOIICHUS Ha 3HAKOMBIE WU
MHTEpEeCyIoIIMe MpodeccroHalbHbIe TEMbI
NPUHUMATh TPOU3BOJIbHBIE TEPBUYHbIE Oyxrai-
TEPCKUE JIOKYMEHTBI, paccMaTpUBaeMble Kak
MIMCBMEHHOE JJ0Ka3aTeJIbCTBO COBEPIICHUS XO35H-
CTBEHHOW ONepaly WK MOJyYeHUE pa3perieHus
Ha €€ NIPOBE/ICHUE;

MPUHUMATPH TIEPBUYHBIE OyXTAITEPCKHE JOKYMEH-
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Thl Ha OyMa)XKHOM HOcHUTeNe U (WIM) B BHJIE DJICK-
TPOHHOTO JOKYMEHTA, MOJIMHCAHHOTO AJIEKTPOH-
HOM IOJIIIUCHIO;

MPOBEPATH HAJMYUE B MPOU3BOJILHBIX MEPBHYHBIX
OyXraJTepcKux TOKYMEHTax o00s3aTelbHbIX DPEK-
BU3HTOB;

IPOBOJIUTH (DOPMANIbHYIO MPOBEPKY JOKYMEHTOB,
MPOBEPKY IO CYIIECTBY, apu(PMETHUYECKYIO TPO-
BEPKY;

MPOBOJIUTH TPYNIIHPOBKY MEPBUYHBIX OyXranrep-
CKUX JJOKYMEHTOB I10 psily IPU3HAKOB;
OpPTaHU30BBIBATH IOKYMEHTOOOOPOT;

pa3buparbcs B HOMEHKIIAType Jell;

3aHOCHUTH JIaHHBIE MO CTPYNIHPOBAHHBIM JOKY-
MEHTaM B PErHCTpPbI OyXIaJITEepCKOro y4yeTa;
nepeaBaTh MEePBUYHBIC OYXTaITePCKUE JOKYMEH-
ThI B TEKYLIHH OyXTraJTepCKUi apXUB;
MIOCTOSTHHBIM apXWB MO0 UCTEYEHUH YCTAHOBJICHHO-
IO CpOKa XpaHEeHHUs..

UCHpPABJIATh OMMOKM B TEPBUYHBIX OyXrairep-
CKUX JJOKYMEHTax
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