AHHOTAIUA

pabo4eil nporpaMMbl Y4eOHOM TUCHMIIIIMHBI

«I[OKYMeHTaHI/IOHHOC odecreueHue YHpaBJCeHUSD»

PaGouas mporpamMma  y4yeOHOM  AWCHUIUIMHBI  SIBJIETCSI  YaCThIO
oOpa3oBaTenbHOI MIPOTPaMMBl, paspabaThiBacMoOit u YTBEPKIAEMOU
oOpa3zoBarenbHOM  opranmzanuedt B cootBerctBUM ¢ DPI'OC  cpemgnero

npodeccruonansHoro oOpa3zoBanus 1o crenuaabHOcTH 38.02.01 «DxoHOMEMKA U
OyXTranTepCKui y4eT (M0 OTpacisiMm)y.

YyeOHass AMCHMIUIMHA BXOAUT B O0OIIEIPOPECCHOHAIBHBIA LUK Kak

JUCITHITIIMHA

BapHaTHBHOﬁ qaCTu

)51

obOecrieunBaer  (QopMUpOBaHUE

poeCCUOHANIBHBIX U OOIIMX KOMIIETEHIIMI 10 BceM BuaaM aearesibHocT OI'OC
no crnenraibHocTH 38.02.01. DxoHOMMKA M OyXTanTepcKuil yueT (10 OTpaciisaMm).

esan yueOHOU AUCHUIUIUHBL: (HOPMUPOBAHKUE 3HAHUM O TOKYMEHTAIIMOHHOM

o0OecreyeHun yIpaBICHHUS,

aBTOMATU3UPOBAHHON 00PaOOTKH.

CUCTCMAX JOKYMCHTAIMM W TCXHOJIOTHAX HX

B pamkax mporpammbl y4eOHOU JUCIUTUIMHBI 00YYarOITUMUCS OCBAaUBAIOTCS
CIEAYIOIINE YMEHUS U 3HAHUS:

OyxranTepcKkue JTOKyMEHTHI Ha
OyMaXxHOM HoOcuTele U (WUiu) B

Kon YmMenus 3HaHus
I1K,
OK
IIK IIPUHUMATH POU3BOJIbHBIE | O0LINE TpeOOBaHUS K
1.1 IIEPBUYHBIC Oyxrajirepckue | OyXrajirepckoMy yudeTry B 4YacTH
JIOKYMEHTBI,  PacCMaTPUBAEMBIEC | IOKYMEHTHUPOBAHHUS BCEX
KaK MUCbMEHHOE J10Ka3aTeJIbCTBO | XO35IMCTBEHHBIX JNEUCTBUM 51
COBEPIIECHUS XO35IUCTBEHHOM | OTIEpaInii;
omnepanuu WIIA MOJIYYCHHE | TOHATHE TIEPBUYHON OyXTalTepCKO
pa3pelIeHns Ha €€ IPOBECHHUE; JOKYMEHTALIUY;
MPUHUMATh MIEPBUYHBIE | ONIPEACICHUE IIEPBUYHBIX

OyXrajaTepcKkux J0KyMEHTOB;
(GbOopMBI TIEPBUYHBIX OYXTAITEPCKUX

BUJIE DJIEKTPOHHOTO JOKYMEHTa, | JOKYMEHTOB, COJIEpIKaIIIX
HOJITMCAHHOTO DIIEKTPOHHOH | 00s13aTeIbHbBIC PEKBHU3UTHI
MIOJIITUCEKIO; MIEPBUYHOTO YYETHOTO JOKYMEHTA,;
IPOBEPSTH HaJI4YHe B | IOPSZOK  TIPOBEACHUS  MPOBEPKH
IPOM3BOJIBHBIX NEPBUYHBIX | IEPBUYHBIX OyXraiaTepcKkux
OyXraiaTepcKkux JOKYMEHTaX | JOKYMEHTOB, (hOpMabHOU IPOBEPKHU
00s13aTebHBIX PEKBU3UTOB, JOKYMEHTOB, MIPOBEPKHU o
IIPOBOJUTH (dopMabHYyIO | CYIIECTBY, apudmeTnyecKoit
IPOBEPKY JTOKYMEHTOB, MPOBEPKY | MPOBEPKU;




M0 CYIIECTBY, apu(PMETHUECKYIO

IPOBEPKY;

IIPOBOJUTH IpPyINIUPOBKY
NEPBUYHBIX OyXTanTepCKux
JOKYMEHTOB MO Py NPU3HAKOB;
IIPOBOJUTH TaKCHPOBKY U
KOHTHUPOBKY NEPBUYHBIX
OyXraiaTepcKux JJ0KyMEHTOB;
OpraHU30BbIBAThH
JOKYMEHTO000pOT;

pa3bupartbcs B HOMEHKJIAType
ACIT,

3aHOCUTH JaHHBIE 1o

CTPYHIIUPOBAHHBIM JOKYMEHTAM B
PEruCTpbl OyXTrajaTEPCKOTO yUyeTa;

nepenaBaTh NEPBUYHbBIE
OyXrajTepckue JIOKYMEHThl B
TEKYUIUH OyXTaJITepCKUN apXUB;
nepenaBaTh NEPBUYHbBIE
Oyxraiarepckue JOKyMEHTBHl B

MOCTOSIHHBIHN APXUB 110 HCTCYCHUN
YCTAHOBJICHHOI'O CPOKAa XPaHCHHA,

PUHIAITBL u pU3HAKU
TPYIIUPOBKU MEPBUYHBIX
OyXTaJITEpCKUX JOKYMEHTOB;
HOPSAZOK MPOBEACHUS TAKCUPOBKH H
KOHTHPOBKHU NEPBUYHBIX
OyXTaJITEpCKUX JOKYMEHTOB;
HOPSIIOK  COCTAaBJICHUSI  PETHCTPOB
OyXTraJITepCKOTo y4era;

npaBWjla MW  CPOKM  XPaHCHHS
MEPBAYHOMN OyxranaTepckoi
JOKYMEHTAIINH;

UCITPaBJIATh OLLIMOKHU B
NEPBUYHBIX OyXraiaTepckux
JNOKYMEHTAX;
OK 1. | pacno3HaBaTh  3ajayy  W/WIM | aKTyaJbHbI NPOPECCUOHAIBHBIA H

npobsieMmy B TpodecCUOHATEHOM
W/WIU  COIMAIbHOM KOHTEKCTE,
U/Anu

aHAIM3UPOBATh  3a/7a4y

npo0ieMy W BBACHATH €&
COCTaBHbIE YAaCTH; OIPEHACIATh

9TaIlbl PCHICHUA 3a/la4U; BLIABJIATD

" 3 pekTuBHO UCKaTh
uH(pOpMaIUIO, HEOOXOAUMYIO IS
pelieHus 3a7a4u u/unu
pOOJIEMBI;

COCTaBUTh  IUIAH  JICHCTBUS,
OINPEIENHTD HEOOXOUMbIE
pecypchl;

BJIQJIETh aKTyaJbHBIMU METOJaMU
paboTel B mpodeccHoHaIbHON U
CMEXHBIX cdepax; pealn30BaTh

COHH&HBHBIfI KOHTCKCT, B KOTOpOM

OpUXOAUTCS paboTaTb M KUTh;

OCHOBHBIC UCTOYHHKH HUH(OpMaIu
U PECYpPChl IS pelIeHUs 3aad u

npobiieM B  npodeccHoHaTLHOM

1/WITA COIIMAJIBHOM KOHTEKCTE;

aNTOPUTMBI BBIMOJHCHUSI PpadoOT B
npoeCCUOHAILBHOW U CMEXKHBIX
oOnacTsix; MeTroiasl  paboOThl B
npoeCCUOHAIBHOW U CMEXKHBIX
chepax; CTpyKTypy IulaHa JjIst
perieHust 3ajay; MOPSIOK OIEHKH
pEe3ynbTaTOB pereHus 3ama4y
po¢eCCHOHAIILHON JIeATCIIbBHOCTH




COCTaBJICHHBIM MJIaH, OLICHHMBATh
pe3yJIbTaT U MOCIEACTBHUS CBOUX
JIEUCTBHM (CaMOCTOSITEIILHO WU C
MOMOII[HI0 HACTABHUKA)

OK 2. |ompenenare 3ajaud A TOWCKA | HOMEHKJIATypa  HMH()OPMAIMOHHBIX
uHpopMaluy; OIIPEAEIATh | ICTOYHUKOB OPUMEHSEMBIX B
HEOOXOMMBbIE UCTOYHUKH | NPOPECCUOHATIBHON JESITENbHOCTH;
uHpopMaluy; IUTAHUPOBATh | IPUEMBI CTPYKTYpPUPOBAHUS
IIPOLECC noucka; | uHpopmauuy; popmar oGopmiIeHUS
CTPYKTYpUpPOBaTh  IOJIy4aeMYIO | pe3yJIbTaTOB ITOMCKA HHPOpMALUH
UH(pOpPMaLIHIO; BBIJIETISIT
Hauboyiee 3HAYMMOE B TIEpPEUHE
uH(popManuu; OLICHUBATh
MPaKTUYECKYIO 3HAYUMOCTh
pe3ynbTaTOB MOUCKA; OPOPMIISATH
pE3yNbTaThl TOUCKA

OK 3. | onpenensate AKTYyaJIbHOCTD | COJIEPKAHUE aKTyaJbHOU
HOPMaTUBHO-TIPaBOBOM HOPMATHBHO-IIPAaBOBOI
JOKYMEHTalluu B | JOKyMEHTALUY; COBpPEMEHHAs
npo¢ecCuoHaIbHON HayyHas M  HOpodeccruoHaIbHas
NEATEIbHOCTH; IPUMEHSATD | TEPMUHOJIOTHSI; BO3MOYKHBIE
COBPEMEHHYIO Hay4yHYIO | TPA€KTOpUU  MPOPECCHOHATBHOTO
po(hecCHOHATIBHYIO pa3BUTHUS U cCaMO0Opa30BaHUs
TEPMUHOJIOTHIO; ONPENENsITh |
BBICTPAUBATh TPaEKTOPHUH
npoeCCUOHAIBHOTO Pa3BUTHUS U
caM000pa3oBaHUs

OK 4. | opranu3zoBbIBaTh paboTy | MCUXOJOTHYECKUE OCHOBBI
KOJJIEKTHBA U KOMaH/Ibl; | 1€ITEIbHOCTH KOJUJIEKTHBA,
B3aMMOJIEHCTBOBATH C KOJUIEraMH, | [ICUXOJIOTHYECKUE 0COOEHHOCTH
PYKOBOJICTBOM, KJIMEHTAMU B XOJI€ | IMYHOCTH;  OCHOBBI  IPOEKTHOU
npoeccuoHaIbHON NEeATEIbHOCTH
JEeSATEIbHOCTH

OK 5. | rpaMOTHO U3jaraTh CBOU MBICIIU U | OCOOEHHOCTH COLIMAJIBHOTO "
oQOopMJISITh  JTIOKYMEHThl ~ TIO | KyJbTYPHOIO KOHTEKCTa; IpaBuja
npodeccuoHanbHON TeMaTuKe Ha | opopMIIeHUS JOKYMEHTOB U
rocyapCTBEHHOM A3BIKE, | IOCTPOCHUS YCTHBIX COOOIIEHUI
OPOSIBJISITH ~ TOJIEPAHTHOCTH B
paboyeM KOJUICKTUBE

OK 9. | npumeHsTh CpEICTBA | COBPEMEHHBIE CpeacTna 151
UH(POPMAIIMOHHBIX ~ TEXHOJIOTUH | yCTPOWCTBA uHpOopMaTU3aLUY;
JUISL pellieHUs] MPO(PECCUOHANBHBIX | MOPAJOK WX  NPUMEHEHHs U
3ajay; HCIIONIb30BAaTh | MPOTpaMMHOE  OoOecrieuyeHue B
COBPEMEHHOE nporpaMMHoOE | Tpo(hecCHOHATBHOM NeSTENbHOCTH

oOecrieueHue




OK
10.

[IOHMMAaTh OOIIMMI CMBICI YETKO
IIPON3HECEHHBIX  BBICKA3bIBAHHNA
Ha MU3BECTHBIE TEMBI
(mpodeccroHanbHbIE U OBITOBEIE),
IIOHUMATh TEKCTHl Ha 0a30BBIC

npodeccuoHaIbHbIE TEMBI;
y4acTBOBaTh B JUajorax Ha
3HAKOMBIE ob1ue u
npodeccuoHaIbHbBIC TEMBI;
CTPOUTH TPOCThIC BHICKA3bIBAHMS
0 cebe U 0 CBOCH
npodeccuoHabHON

JIESITENIbHOCTH; KpaTKO
000CHOBBIBATH U OOBSICHUTHL CBOH
EUCTBUS (Texymue n

IJIAHUPYEMBIC); THCATh TPOCTHIC
CBSI3HBIC COOOIIEHNS HA 3HAKOMBIC
58105 WHTEPECYIOIINE
po¢heCCUOHAJIBHBIE TEMBI

ImpaBujia TIIOCTPOCHUS TIIPOCTBIX U

CIIO’KHBIX NPE/UTOKEHUI Ha
npodeccruoHanbHbIC TEMBI;
OCHOBHBIE  OOILIEYNOTPEOUTENbHBIE
[J1aroJibl (ObrTOBAsS u
npodeccruonanpHas JICKCHKA);
JCKCUICCKUH MUHUMYM,
OTHOCSIIIUNACS K OTIHCaHUIO

npeamMeToB, CpCACTB M IIPOLCCCOB
HpO(I)GCCI/IOHaJIBHOI?I ACATCIBHOCTH,

0COOCHHOCTH MIPOW3HOIICHHUS,
paBuIia YTCHUS TEKCTOB
npodeccuoHaIbHON
HaIPaBJICHHOCTH

Y4eOHOM JUCHMIIUHBI:

PexomeHayemMoe KOJINYECTBO YaCOB HA OCBOeHHE padoueii MporpaMMbl

o0beM oOpa3oBareiabHOM Harpy3ku — 50 yacoB, B TOM 4YHCIE: BO

B3aMMOJICHCTBHH C MPEToIaBaTesieM - 8 4acoB, caMoCTosTeIbHas padoTta — 42 vaca.

komiuiekcHblil ([3K).

dopma NPOMEKYTOUHOW arrectaiuu — AU(PepeHuMPOBAHHBIN 3a4eT




