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MHOACHUTEJBbHASA 3AITNCKA

Metonuyeckie YyKa3aHUS K BBINIOJHEHUIO CaMOCTOSTENBHONM paboThl oOydaronmXxcs IO
mucuumumae OIT 06. JlokymMeHTanmoHHOE oOecreYeHne yINpaBJICHUs MNpeAHa3HAueHbl IS CTYACHTOB
crennanbHOCTH 38.02.01 DKOHOMUKA U OyXranTepcKuii y4€T (10 OTpacisim).

Lenp MeTomMyeckux yKa3aHWN: OKa3aHHE TOMONM OOYyJalOUMMCsS B BBITNOJIHEHUU
camocTosTeNbHON padoTsl o aucuurumae OI1.06 JlokymMeHTalnoHHOE o0ecTIeYeHHE YIpaBICHHSI.

Hacrosume Mertonuueckue ykazaHusl coaepkKaT paboTbl, KOTOpbIE MO3BOJAT 00y4arolmMCs
OBJIQJICTh 3HAHHWSMH, YMECHUSIMU M HaBblKamH 1Mo ydeOHOW mucrmmimHe OI1.06 [oxymeHTarimoHHOE

obecrieueHune YIpaBJICHU S U HAIIPABJICHBI HA (I)OpMI/IpOBaHI/IC CJICOYHOIIN X KOMITETCHIIM IA:

Kox IIK, OK YV menus SHaHus
OK1 pacrmo3HaBath 331a4y W/WIU npoliemy B AKTy aJIbHBIA TP O(eCCHOHATBHBIA M COIMAIbHBII
Bribupats criocoObl | mpodeccHoHanbHOM U/WIN COLMAIIBHOM KO HTEKCTE; KOHTEKCT, B KOTOP OM IIPUXO IUTCS paboTaTh U JKUTh;
peleHns 3a1aq aHAJIM3 MPOBATh 3aady W/WIIU IPOOJIeMy U BBIACIATH €€ | OCHOBHBIE HCTOYHHKH MH(OP MAIMHU M PECyp ChI IS
npodecCHOHABHOM | COCTaBHBIE YacTH; OMPENENIATh JTAIbl PEIICHUS 3a1a4l; | pemeHus 3agad u mpoodieM B Ip 0hecCHOHATbHOM H/HITH
JEATENbHOCTH, BBIABIATD U 3Q(EKTHBHO UCKaTh HH(OPMALHIO, COIAIbBHOM KOHTEKCTE;
HNPHUMEHUTEIBHO K HEe0O X0IMMY 10 JUISl P SILCHHS 3a/1a4¥ U/WIH IIPOOIeMsl; QJITOPUTMBI BBITTOJIHEHUS P 00T B P 0(eCCHOHANBHOMN 1
P a3IHIHBIM COCTaBHTh IUIAH A EHCTBHS; ONp eNEUTh HEOOXOAUMEIe CME’KHBIX 00JIaCTI X; METObI pabOTHI B
KOHTEKCTaM pecypcsl; podhecCHOHATBHOH ¥ CMEXKHBIX Chepax; CTpYKTypy
BJIaJIeTh aKTyaJbHBIMI METOIaMH PaboThl B IUTaHa JUTS P eIICHHUS 33124 HOPSIJ0K OLCHKH
npodecCHOHATBEHOH ¥ CMEXXHBIX cepax; pearn3oBaTh pe3yIbTaToB P eIEeHNUs 3a1a4 1P 0(heCCHOHATBHOH
COCTaBJIC HHBI i IUIaH; OIIGHUBATh P Ee3yIbTaT U JeATEeNbHOCTH
MOCJICACTBHS CBOM X ICHCTBU I (CAMOCTOSTEIILHO WIH C
MOMOIIBIO HACTABHHKA)
OK2 OIIpEEIIATh 3a1a4K ISl TOUCKa MH(Op Maruwy; HOMEHKJIaTypa MH(OP MAIMOHHEIX HCTOYHHUKOB
Ocy mecTBISTh OIIPEENATh HeOOXOAUMbIEe HCTOUYHHUKY HH(Op MaImu; TIPUMEHSIE MBIX B IIp 0(peCCHOHAIBHON JIeSITebHOCTH;
TIOHCK, aHATH3 U TUIaHUP OBATh MPOIlecC MOKCKa; CTPY KTypHp OBaTh HPHUEMbI CTPY KTYp Hp OBaHus MH(popMarmy; Gopmar
MHTEp [P ETALHIO HOJTy YaeMy 10 HH(POP MAIMIO; BBIJ €JITh Hanboee oop MIIeHHSI p €3y JIbTATOB MOUCKA MH(Op MaIK
HuHPOp MaIyy, 3HAUMMOE B TIep €4HE MH(POP MALNH; OLCHUBATH
HEe00 XOANMOH 11t TIPAKTHYECKY 10 3HAYMMO CTh P €3y JIbTaTOB ITOUCKA,
BBITIOJIHEHHUS 33/1a4 | 0(hOP MIISTh P €3y IbTaThl TIOMCKA
npoheCcCHOHATTLHO i
JeATEeNbHOCTH
OK3 ONpeNesITh aKTyaJlbHOCTh HOP MATUBHO-ITPABOBOU COJIeprKaHUE aKTy aJIbHOM HOPMAaTUBHO-IIPaBOBOM
[Tnanup oBats u JIOKY MEHTAI|H B TIP 0heCCHOHATbHO JACATEIBHOCTH; JIOKY MEHTAIlUH, COBP EMEHHAs Hay YHas U
peaTM30BHIBaTh HNPHUMEHATh COBp EMEHHY 0 Hay YHY IO npogecCHoHaIbHAask TeP MHHOJIOTHSI; BO3MO KHBIE
COOCTBEHHOE IpOo¢eCCHOHATIBHY 10 Tep MUHOJIOT HIO; OTIPEENSATh U TPaEKTOp MU NP O(HECCHOHATBHOTO Pa3BUTHI U
npodeccHoHaIbHOE | BBICTPAMBATH TP ACKTOP UM TP O(ECCHOHATEHOTO caMo00p a30BaHMI
Y JIMYHOCTHOE pa3BUTHA U caMOOOp a30BaHUA
pa3BUTHe.
OK 4 OpTaHU30BEIBATh PA0OTy KOJUICKTHBA M KOMAHJIHI; TICHXOJIOT H9ECKHE OCHOBBI IITETHHOCTH KOJUICKTHBA,
Paborars B B3aNMOJICHICTBOBATH C KOJUIETAMHU, PYKOBOJACTBOM, TICHXOJIOT H9€CKHE OCOOEHHOCTH JINYHO CTH; OCHOBBI
KOJUIEKTUBE 1 KJIMEHTaMH B X0J1€ 1P 0()eCCHOHATEHOU JIeSITebHOCTH HPOEKTHOM JesITEeIbHOCTH
KOMaHfie,
3¢hPEeKTHBHO
B3aMMO/ICHICTBOBATh
C KOJLIeramH,
PYKOBOJZICTBOM,
KITMEHTaMH.
OKS TP aMOTHO U3J1araTh CBOU MBICIH M 0Op MIIATh 0COOEHHOCTH COLTUATLHOTO U Ky IbTYPHOTI'O KOHTEKCTa;
Ocy IecTBISI Th JIOKY MEHTHI 10 TIPO(heCCHOHAIBHO 1 TeMaTHKe Ha npasuiia 0pop MIICHHUSI JOKY MEHTOB U TIO CTpP OCHUSI
YCTHYIO U TOCY Jap CTBEHHOM SI3bIKE, IIPOSIBIHTH TOJIEP aHTHOCTH B Y CTHBIX COOOLIIeHHIT
MHICHEM EHHY 10 paboueM KOIIeKTHBE
KOMMY HUKAIHIO Ha
TOCy Jap CTBEHHOM
S3BIKE C yIeTOM
ocobeHHOCT e
COIMAIIBHOTO U
Ky JIbTypHOTO
KOHTEKCTA.
OK9 MPHUMEHATH CPeICTBA HH(POP MALOHHBI X T € XHOIOTUI COBpEMEHHBIE Cp €JICTBA H Y CTp OHCTBa
Hcnonb3oBats JUISL p elieHnst TP Oo(heCCHOHANBHBIX 3a/1a4; UCIOJIB30BATh | MH(POpP MAaTU3ALMH; ITOPSAOK X IPUMEHEHHUS U
HHPOpMAIMIOHHBIE | COBPEMEHHOE IIPOrp aMMHOE 00 ecriedeHne IIpoIpamMMHOe obecTied eHre B 1p oheccnoHaIbHON
TEXHOJIOTHH B JEeATEeNbHOCTH
p 0(heCCHOHATIBHO I
JeSTeNbHOCTH




OK 10
[Tonb30Batbet
npoheCcCHOHATTBHO I
JIOKY MEHTaI[ el Ha
TOCYyap CTBEHHOM U
HMHOCTP aHHBIX

TIOHMMATh OOIIMIT CMBICI YETKO P OM3HECEHHBIX
BBICKA3bIBAHMI Ha U3BECTHBIC TEMbI
(npogeccnonanbHbIe U OBITOBBIE), IOHUMATh TEKCTHI HA
6a3oBble PO ecCHOHATBHBIE TEMBI; yIacTBOBATh B
JIaorax Ha 3HaKOMBbIE 001IMe U 1p 0(heCCHOHATbHBIE
TEMBbI; CTPOUTbH NIPOCThIE BBICKA3bIBAHUS O cebe U 0

MpaBHJIa [IOCTP OCHHSI TIPOCTHIX U CIIOKHBIX
HpeUIOKEHHI i Ha 1P 0peCcCHOHATb HbIE TEMbI; OCHOBHbIE
o011Iey Mo Tp eOUTENb HBIE T1aroiisl (ObITOBAS U
po¢heCcCHOHATIbH AT JICKCUKA) ; JIEKCHY €CKH i MUHUMY M,
OTHOCSIIIIMICA K OMUCAHHIO TP ZIMCTOB, CPEJICTB U
HPOLECCOB NP OPECCHOHATLHOM J1eSITeIbHOCT I,

SI3BIKAX. CBOCH PO eCcCHOHATLHOM JESTENbHOCTH; KP aTKO 0COOEHHOCT Y TP OU3HOIICHUS; TP aBHJIA YT CHHSI TEKCTOB
060CHOBBIBATh M OOBSICHUTH CBOW JECHUCTBHS (TEKYIIHE U | MPOQECCHOHATLHOW HATIP ABIICHHOCTH
IUTaHUPY €MBIE); IUCATh MPOCTHIE CBA3HBIE COOOIIEH NS
Ha 3HAKOMBIE WITH HHTEP €Cy FOIIHUE NP 0HeCCHOHATILHBIC
TEMBI
nK.1.1 MPUHAMATH TP OM3BOJIb HBIE [Iep BUYHBIC Oy XraaTepCKue o6mrre TpeboBaHMs K Oy XranTep CKOMY yUeTy B 4acCTH
O06p abarbIBaTh JOKY MEHTBI, pacCMaTpHUBaeMbl € KaK M CbMEHHOE JIOKY MEHTHP OBaHUS BCEX X035 MCTBEHHBIX ICHCTBH I U
Tep BUYHbIE JIOKa3aTeIbCTBO COBEPIICHUS X03s1HCTBEHHOW OTlepalMy | oriepaimii;
Oy xranrep ckue WJIH TIOJTY YCHH € Pa3p CLICHIS Ha €€ P OBE/ICHUE; TIOHSATHE TIep BUYHOW Oy XTaJITep CKOW JOKY MCHT alll U;
JIOKY MEHTBI MPUHAMATH TIep BUYIHBIC OyXraiaTep CKue JOKY MEHThI Ha OIpe/IeNiCHN e TIep BAYHBIX Oy XTaTep CKUX J0OKY MCHTOB;

Oy Ma)KHOM HOCHUTeNIEe U (WIK) B BUJE JIEKTP OHHOTO
JIOKY MEHTA, TIOIIIM CAHHOTO JJIEKTP OHHO i IO IHCHIO;
TIPOBEP SITh HATHYNE B IIPOU3BOJIbHBIX IT€p BHIHBIX

Oy XranTep CKHX JOKY MEHTax 0 0s3aTeIIbHBIX

P EKBU3HTOB,

HPOBOAUTE (hOP MANBHY IO TIP OBEPKY JIOKY MEHTOB,
TIPOBEPKy IO CyLIECTBY , ap HHMETHIECKY IO IPOBEPKY ;
MPOBOAUTH IPY IUPOBKY TP BUIHBIX Oy XranTep CKUX
JIOKY MEHTOB 10 PsIy IPU3HAKOB;

TIPOBOJNTH TAKCHPOBKY U KOHTHP OBKY HEPBHYHBIX
Oy XrajiTep CKUX JOKY MEHTOB;

OpTaHU30BbIBaTh JOKYy MEHTOOOOPOT;

pa3bupartbCs B HOMEHKIIATYp e e,

3aHOCHTH JaHHBIE 10 CTPY IIHPOBAHHBIM JOKY MCHTaM B
PETHCTP BI Oy XraJITep CKOTO yUeTa;

Tep eaBaTh MEPBUYHBIC Oy XTanTep CKUE TOKY MECHTHI B
TeKy Iy Oy Xranrtep CKHii apXuB,;

TIep e1aBaTh MePBUIHbIEC OyXranTep CKHUe JOKY MEHTHI B
TIOCTOSIHHBI /f ap XMB 110 UCTEYEHUH Y CTAHOBJIEHHOT'O
CpOKa Xp aHCHUS;

HCIPABISITH OMIHMOKH B IIEPBHYHBIX Oy XranTep CKUX
JIOKY MEHTaX;

(op MBI I1ep BUUHBIX Oy XraJITep CKHUX JJOKY MEHTOB,
COJiepKaIMX 00s13aTeNbHbIE pEKBU3HUTHI IIep BUYHOTO
YYETHOTO JIOKY MCHTa;

MIOPSIIOK TP OBECHHS ITPOBEPKHU [P BUYHBIX

Oy XraJiTep CKux JOKY MEHTOB, (hop MaJIbHOM ITPOBEP KK
JIOKY MEHTOB, IIPOBEPKH I10 CyIIECTBY , ap UPMETHUECKO i
MIPOBEPKH;

HPUHLHIIBI U IPU3HAKHU IPY MIUPOBKH NP BUYHBIX

Oy XraJTep CKux JOKY MEHTOB;

TOPSIIOK TP OBE/ICHHS] TAKCUP OBKY U KOHTHPOBKH

TIep BUYHBIX Oy XTI aJITep CKUX JIOKY MCHTOB;

HOPS0K COCTABJICHUS P ETUCTP OB Oy XrajuTep CKOro
ydera;

NpaBHJIa ¥ CPOKH XpaHEHHs TIEPBUYHOM Oy XrayTep CKoi
JIOKY MCHTALl 1,

B pesynprare OocBOeHHS IUCIUILUIMHBI B COOTBETCTBUU ¢ [IpodeccHOHaNbHBIM CTaHIAPTOM
Bbyxrantep oOydaronmiics JOJKEH BBITIOIHSITH TPYAOBYIO (DYHKIIHIO, JEHCTBUS:

TpynoBas ¢yHKIHA

3.1.1:

IKOHOMHUYEC CKOI0 Cyﬁ'lx CKTa

IlpuHsiTHEe K Yy4YeTy NEPBHYHBIX YYETHBIX HAOKYMEHTOB O (aKTax Xo3sliiCTBEHHON IKM3HHU

TpynoBsle nelicTBus

HOZ[FOTOBK& TMEPBUYHBIX YUCTHBIX JOKY MEHTOB JUISI II€P €Aa4U B apXUB

HeobOxonumeie 3HAHMS

YUYECTHBIX IOKY MCHTOB

BryTpennre opraHH3aIMOHHO-PACIOPSAUTENbHBIE JOKYMEHTHI 3KOHOMHUYECKOTO CyOBEKTa,
perIaMeHTUPYIOIIUE TOPSAOK COCTAaBICHUSA, XpaHEHWI M Iepefady B apXuB MepBHUYHBIX

HepequL CaMOCTOATCIIBHBIX pa60T

No N KonnuectBo
HanmenoBaHue u HoOMep MPaKTUUECKO paObOTHI
/11 4acoB
1 | CamocrositensHas pabota «PaboTa ¢ HOPMATUBHBIMU JOKYMEHTAMM ) 4
Hroro: 4




CAMOCTOATEJIBHASA PABOTA «PABOTA C HOPMATHUBHBIMU JOKYMEHTAMMW»

Tema 2.1. TpeGoBaHus K cOCTaBJIe HUIO U 0()OPMJIEe HHIO 1OKYMEHTOB

Wzyunts pedoBanus [OCT P 7.0.97-2016 «Harmona ieHbIi cTan nqapT Poccuiickoit ®enepammu. CuctemMa cTaHmap ToB 1O
HHpOpMauH, OHOITHOTEIHOMY M U3IATEJILCKOMY JieTy. OpraHnu3aiio HHO-pacnopsIM Te IbHAst IOKyM eHTanus. TpeboBaHus K
0(OPMIICHHIO JOKYM €HTOBY»



