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AHHOTAUMA POrPaAMMBI

JlononHuTenbHAs TpodecCuoHaIbHas MPOrpaMMa MOBBIIIIEHHS KBaTU(DUKALIUN

«OdopmiieHre y4eTHO-OTYETHOU IOKYMEHTAITUN JIOTUCTHIECKUX TPOIECCOBY
ABTODBI:

OcunoBa IOmusa AnexkcanapoBHa, 3aBenyromuii ortaenenuem 3I10u/(I10
I'BIIOY HoBoky3HeuKuii TOPHOTPAHCIIOPTHBIN KOJUIETK.

[IpaBooOnagaTesb MpoOrpaMMel:

['ocymapcTBeHHOE OrOIKETHOE MPOPECCHOHAIBHOE 00Pa30BATEIHHOE YUPEIKICHHUE
HoBOKy3HEUKH  TOPHOTPAHCHOPTHBIM  KOJUIEIXK, TI. HOBOKy3HEUK, Vi
3bIpsiHOBCKas, 11.99, Ten. 8(3843) 31-28-42.

HopmaTuBHBIN cpok ocBoeHHs mporpamMMbl 40 4acoB NpH OYHO-3a0YHOM
dbopMe TOATOTOBKM C MCIOJIb30BAaHUE JUCTAHIMOHHBIX 00pa3oBaTEIbHBIX
TEXHOJIOTUH.

JIunam, npoieammM o0ydyeHrue o JaHHOM mporpamme npodeccuoHaIbHOM
MOJATOTOBKM B IMOJHOM OOBEME M UTOTOBYIO aTTECTAlIMIO, KOJJICAKEM BBIJIAETCA

CBUJICTEIILCTBO O MOBBINICHUH KBaTU(UKAIIMN YCTAHOBIEHHOTO 00pas3Iia.
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1 OBILIMUE ITOJIOKEHUA

HopmaTuBHyl0  mpaBOBYIO  OCHOBY  pa3pabOTKH  JIONOJIHUTEIHHOM
poeCCHOHATFHON MPOTPaMMBbI TIOBBIIIEHHSI KBaTU(PHUKAIMH (J1aee — mporpaMmma)

COCTaBJIAIOT.

— denepanpHblii 3ak0H 0T 29.12.2012 1. Ne 273-03 «O06 06pazoBaHUNY;

— [Ipuka3z Munobpuayku Poccuu ot 18.04.2013 Ne 292 «OO6 yTBepx)aecHUN
ITopsinka opraHu3anMu M OCYHIECTBJIEHHS OOpa30BaTENbHOM JESATENBHOCTH IO
OCHOBHBIM MPOTrpaMMaM MpodecCuOHATBHOTO 00yUEHUS»;

— [Ipuka3z MunucrepcTBa oOpazoBanusi U Hayku Poccuiickoit @enepanuu oT
01.07.2013 r. Ne 499 «O06 yTBepkACHUH MOPSIIKA OPTAHU3AIUN U OCYIICCTBICHUS
o0pa3oBaTeNbHON JAEATETbHOCTH IO JIOMOJHUTENBbHBIM MpOo¢ecCHOHATBHBIM
nporpammam» (C U3MEHEHUSIMU U JOTIOTHEHUSIMU );

— [Ipuka3z MunucrepcTBa oOpazoBanusi U Hayku Poccuiickoit @enepanuu oT
29 oxtsa0pss 2013 1. Ne 1199 «OO6 yTBepkneHuu TmepedHe mnpodeccuii u
CHEIHMAIbHOCTEN CpeHero mpodeccnoHaabHOro 00pa3oBaHus» (3apEeruCTPUPOBAH
Muntoctom Poccum 26 nekabpss 2013 r., peructpauuonubii N 30861) ¢
U3MEHEHUSIMU, BHECEHHBIMU MpHKa3oM MuHHCTEpCTBA OOpa30BaHMsI U HAYKU
Poccuiickoit ®@enepanuu ot 14 mas 2014 r. N 518 (3apeructpupoBan MuHocToM
Poccum 28 mast 2014 r., peructparmonssiii N 32461);

— ®I'OC cpegnero mpodeccroHaIbHOrO O0pa3oBaHUs MO CHEIUATBLHOCTH

38.02.03 «OmneparoHHast 1€SITSILHOCTb B IOTHCTHKE.

Tele/IHbI, OonpeacjJcHust H HCIMOJIB3YEMbBIC COKPAILICHUA

B nporpamMe UCnons3yroTCs CIEAYIOMINE TEPMUHBI U UX OTIPEACIICHUS:
KomnereHnusi — criocOOHOCTh NMPUMEHSATH 3HAHUS, YMEHUS, JIMYHOCTHBIC
KayeCTBA M MPAKTUYECKUW OIBIT JJISl YCIEIIHOW JICSATEIBHOCTH B OINPEACITCHHON

o0JtacTu.



OcHoBHbI€e BUAbI IPO¢ecCHOHAILHOM 1eATeIbHOCTH — PO ECCUOHATIEHBIE
GYHKIMU, KaXaas W3 KOTOPHIX OO0JaJaeT OTHOCHTEIHHOM aBTOHOMHOCTBIO U
omnpeeneHa paboToaTesieM Kak HeOOXOAUMbIA KOMIIOHEHT COJIEP>KaHUsl OCHOBHOM
npodeccuoHaIbHONW 00pa30BaTEIbHOM TPOTPaMMBbI.

Pe3ysibTaThbl NOATOTOBKHM — OCBOCHHBIE KOMIIETEHIIMM U YMEHUSI, YCBOCHHBIE
3HaHUA, OOECHEYMBAIOIINE COOTBETCTBYIOIIYIO KBAJM(UKAIIMIO U  YpPOBEHb
oOpa3oBaHHUs.

Y4yeOHblii (mpodeccMoHAIBbHBIN) LMK — COBOKYIHOCTh JUCHHUIUIAH
(Momyneit), oOecreunBarOUX YCBOCHUE 3HAHWW, yMEHMA © (OPMHUPOBAHUE
KOMIIETEHIMI B COOTBETCTBYIOIIEH cepe MpodeccnoHaIbHOM e TeIbHOCTH.

JOT — auctaHMOHHBIE 00pa30BaTENIbHBIC TEXHOJIOTHH.



2 IIOSICHUTEJIBHAA 3AITMCKA

JlonoyiHUTENBHAS npodeccuoHanpHas IporpaMma ITOBBILIECHUS
kBanupukannu «OpopMIeHHE YYETHO-OTYETHON JOKYMEHTAIMH JIOTUCTUYECKUX
npouecco» (manmee — Ilporpamma) mnpenHasHaueHa JUisl  YAOBIETBOPEHUS
noTpeOHOCTEN PaOOTHUKOB U CHEIMAIMCTOB B COBEPUICHCTBOBAHUU U MOJYYCHUU

HOBBIX 3HAHUM B 00JACTH JIOTHCTHKH.
Kareropus ciymarenei:

- JuIa, WMEIoIIMe cpeAHee MnpodeccHoHanbHOe W (WJIM) BBICIIEE

00pa3oBaHue;

- JuIa, MoJydallue cpeaHee mnpodeccnoHanibHoe U (WIIM) BBICIIEE

obpasoBaHue.

[Tporpamma paccuntana Ha 40 4acoB, B TOM YHCIIE TEOPETUUECKOE 00yICHHE
- 18 wacoB, mpakTudeckoe o0ydeHue — 16 4acoB, KOHCYIbTAIIUU — 2 Yaca, UTOTOBas
atrecranus — 4 Jaca.

dopma o0ydeHUs:

~ OYHO-3a0YHas C TPUMEHEHHUEM JHCTAHIIMOHHBIX 00pa30BaTEIbHBIX

texHonorui (nanee -J10T).

[ens peammu3aruu [IporpaMMel: pa3BuTHE y ciymiatesneil mpodecCuoOHaATbHBIX

KOMITETCHIIUM, TPETyCMOTPEHHBIX COBPEMEHHBIMH TpPEOOBAHUSIMH K KaueCTBY
MOJITOTOBKA ¥ YPOBHIO KBaJU(pUKAIMK, HEOOXOIUMBIX [JIsI OCYIICCTBIICHUS
npoeCcCHOHATLHON ~ ACSATENBPHOCTH B COOTBETCTBHM C  TpeOOBaHUSIMU
o0pa3oBaTeNbHbIX, TPO(ECCHOHATBFHBIX U MEXTYHAPOIHBIX CTAHAAPTOB B 00JaCTH
JIOTUCTHUKH.
[Tnanupyembie pe3yabTaThl O0yUYeHHs:B PE3yJIbTaTe OCBOCHUS JOTIOTHUTEIBHON
po(hecCHOHATFHOM MPOTPaMMBI TIOBBIIICHUS KBATA(DUKAIMH CIyIIaTeNlb JOHKESH
HMeTh MPAKTHYECKUH OTbBIT:

— cocTaByieHus (HOpPM MEPBUYHBIX JOKYMEHTOB, PUMEHSIEMBIX

U1t 0OPMIICHHSI XO3STHCTBEHHBIX OTIEpalliii, COCTaBICHUS

THUITIOBBIX JTOT'OBOPOB HpI/IéMKI/I, nepcaadu ToBapHO-



MaTCpUAJIbHbIX HeHHOCTeﬁ;

yMeThb:

— COCTaBJIATH (I)OpMBI NEPBUYHBIX JOKYMCHTOB, IPUMCHACMBIX IJIA

oopMIIeHHUs XO35IIICTBEHHBIX OMEepallnid, 0 KOTOPHIM HE

Pe1yCMOTPEHbI TUIIOBBIE 00pa3Ilbl, a TaKKe POPM JOKYMEHTOB JIJIs

BHYTPEHHEHN OTYETHOCTH;

— KOHTPOJIUPOBATH MPABUIBLHOCTh COCTABIICHUS IOKYMEHTOB;
3HATh:
— OCHOBBI JICTIOTIPOU3BOJICTBA MPOPECCUOHATILHOM NEITEIHOCTH;

0COOCHHOCTH O(OPMIICHHS PA3IUYHbIX JOTMCTUYECKUX OMepalui, MopsIoK

UX JIOKYMEHTalMOHHOTO O(QOPMIICHUS U KOHTPOJIS.



3 YUEBHBIN ILUIAH

HaunmenoBanue pa3ienos, yueOHbIX
MPEeIMETOB/ TUCHUTUINH, MOYJICH U TeM

OO01ee
KOJI-BO
4acoB

B ToMm uucie

Teoperuu. [TpakTuy.
3aHATUA 3aHATUA

IIpodeccnoHanbHBIN MOTYJIb

1.1

[IM.01 TexHOMOTHS BEIOTHEHHS padoT

111

3Ha4yeHue JOKyMEHT0000poTa B IIpoliecce
oOecrieueHns JTOTUCTUYECKUX (DYHKITHH.
[IepeueHb JOKYMEHTOB 3aBEPSIEMBIX
MeYaThIo.

1.1.2

JlokyMeHThI 1 uX 3HaueHne. DyHKIUN
JIOKYMEHTOB.
Knaccudukanus 1oKkyMeHTOB

HCIOJIb3YCMBIX B JIOTUCTUYICCKHUX CUCTCMAX.

1.13

[Tporpamma opranuzauu paboTHI ¢
nokymMeHTamu. O01Iue HOPMBI U TIpaBUIIa
o(opMIIEHUS CITY’)KEOHBIX JOKYMEHTOB.

1.14

Opranuzanus J0KyMEHTaIlHOHHOTO
oopMIIEHHUS B POIECCE
npuéMku/xpanenus/oTrpy3ku TML
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1.15

ComnpoBoauTenbHast JOKYMEHTAIHS.
[Topsimox opopmieHust, yuéra u
perucTpaiyu ToBapHoO-
TPAHCMOPTHBIX HAKJIATHBIX, CIETOB-
(baxkTyp 4 T.IL

Koncyabranumu

KBanudukannoHHbIi 3K3aMeH

HToro

40

18

16




4 KAJJEHJIAPHBIN YUEBHBIN TPA®UK

Teopetnueckoe oOyueHrne HayYMHAETCS MO MEpPE KOMIUJICKTOBAHMS y4eOHOM

rpy1ibl (He MeHee 12 JenoBek) u aiauTcs 34 yaca, KOHCYJIbTAaIluu — 2 4aca, 9K3aMeH

KBaNM(pUKAMOHHBIN — 4 daca. Beero: 40 gacos.

odopmIieHus B TIpoliecce
npuémku/xpaneHus/otrpy3ku TMLI.

Pa3IMYHBIX JIOTHCTUYCCKUX OIEpaIuii,
NOPSZIOK WX JOKYMEHTAI[HOHHOTO
odopmiieHus u KOHTPOJIS;
HOpPMAaTHBHBIC JOKYMEHTBI npu
pa3MelICHNH Ha XpaHEHUE M OTITYCK
NPOAYKIIMM Ha CKIIAJax; OpraHH3aIlus]
JOKYMEHTAI[MOHHOTO O(OpMIICHUS B
mporiecce  TNPUEMKH, XpaHEHHUS U
OTTPY3KH TOBApHO- MAaTCpPUAIIbHBIX|
[IEHHOCTEH; yHH(HUITUPOBAHHBIE (POPMB]]
MEPBUYHBIX JOKYMEHTOB TIO YyYETy
MPOAYKITUY; JOKYMEHTBI TS
odopMIIeHUS OTITYCKa

MNPOAYKIIMK CO CKJajia; OTYETHBIC
JOKYMEHTBI O COCTOSIHUU TIPOIXYKIIHH,

XPAHLIECHCs Ha CKIAaJE.

HaumMenoBanwue pa3aenoB, y4eOHbBIX Copep:xanue yueOHOro MaTepuana O6Bem
PEIMETOB/ NUCIUTUIAH, MOTyJICH U TeM 4acoB
3HaueHue TOKyMEeHTO000pOTa B Imporiecce JlokyMeHTUpOBaHNE; HOPMATHBHbBIC U 6
oOecrieueHuns JOTUCTUYECKUX (DYHKITHH. MPaBOBbIE aKThI B chepe
Hepequb AOKYMCHTOB 3aBCPSACMBIX ACIOIIPOU3BOACTBA, BHCIIHHUC
MeYaThlo. JTIOKYMEHTBI npu OpraHu3aluu
JIeIIOTIPON3BOICTBA Ha CKJIaJIE;
BHYTPEHHUE  JIOKYMEHTBl  CKJIaJa;
PEKBU3UTHI TOKYMEHTOB, TpeOOBaHUs
K HUX O(OpMIIEHUIO; perucTpauus u
KOHTPOJIb UCITOJTHCHU S TOKYMCHTOB.
JlokyMeHTBhI uXx 3HaueHue. OyHKIuu Knaccudukanus JIOKYMEHTOB, 6
nokymenToB Kiaccuduxamms UCIOJIb3YEMBIX B JIOTHCTHYECKHUX
JOKYMEHTOB, UCIIOJIb3yEMBIX B CUCTEeMaX; JIOKYMEHTBI, UX 3HAUCHUE U
JIOTUCTUUECKOH CUCTEME. GyHKLIUH.
Cxema opranuzaiuu paboThI ¢ KonTpons MPaBHJILHOCTH 6
AOKYMCHTAMH. O6H_II/I€ HOPMEI U ITpaBUJIa COCTaBJICHHUA OOKYMCHTOB;, CXEMa
oopMIIEHHUS CITY>KEOHBIX OpraHu3aIu paboTsl c
AOKYMCHTOB. AOKYMCHTAaMMU, O6H_II/I€ HOPMbBI H
npaBuiia 0OPMIICHHUSI CITY>KEOHBIX
JIOKYMEHTOB.
Opranu3zanys J0KyMEHTAIlHOHHOTO OcobeHHoCTH odopmIIeHHS 10




HaumenoBanwue pa3aenoB, y4eOHbBIX
MPEAMETOB/ TUCIUIUIMH, MOTYJICH U TEM

Coneprxanne y4eOHOT0 MaTeprana

0O0BeM
4acoB

CormpoBoauTenbHast JOKyMEHTAITHSL.
[Topsmox opopmieHus, yuéra u
pETHCTPAIH JOKYMEHTOB.

TpaHcnOpTHBIE TOKYMEHTHI,
MIPUMEHSIEMbIE TIPU aBTOMOOMIBHBIX
IIepEBO3Kax; COMPOBOJAUTEIbHAS
JTOKYMEHTAIUSL; TOPSI0K
odopmiieHus, y4€Ta U perucTpaluu
TOBApPHO-TPAHCIIOPTHBIX HAKJIAJAHBIX,
CueTOB-(QaKTyp U T.II; pETUCTpaLUs U
KOHTPOJIb UCTIOJTHEHUSI JOKYMEHTOB.
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