AHHOTALUA
padoyell mporpaMMbl y4eOHOM JUCHHUILIHHBI
«JlokymeHTanIMOHHOE 00ecreyeHue YIpaBJdeHUs»

PaGouwass mporpamMma  yuyeOHOM  AWCHUIUIMHBI  SIBIIIETCSL  YaCThIO
oOpa3oBaTeIbHOM nporpaMmbl,  pas3pabaTbiBaeMoOl M YTBEp>KIAEMOil
oOpa3zoBaTenbHOM opranm3auueii B  coorBerctBUU ¢ @OI'OC  cpeanero
npodeccuoHanbHOro o0pazoBanus no crneuraibHocTH 38.02.06 OUHAHCHI.

Y4yeOHas AMCUMIUIMHA BXOAUT B 0OMIENpOodecCHOHATbHBIA UK Kak
JTUCIUIUTMHA SIBISIETCSl 00s3aTEeIbHOM YacThlO0 00IIEenpo(heCCHOHATBFHOTO IIHKIIA
OCHOBHOM 00pa3oBaTellbHOM MporpamMmbl M oOecrieyuBaer (popMUpOBaHUE
npo(heCCUOHATIBHBIX U OOLIMX KOMIIETEHIINH 1o BceM BujaM aestenbHoctd @PI'OC
CIIO no crnenuaiapHocTh 38.02.06 ®UHAHCHI.

1 oOecrieunBaeT (popMupoBaHUE MPOHECCHOHATHHBIX U OOIIMX KOMITCTCHITUN
o BceM BugaMm aesarenbHocTd @I'OC CIIO no cnermmanbHocTH 38.02.06 OUHAHCHI.

Hean yyeObHoM MUCIUIUIUHBL: (OPMHUPOBAHNE 3HAHUMA O IOKYMEHTAIMOHHOM
oOecrieyeHnn yIpaBJICHHUs, CUCTEMAax JOKYMEHTAMM U TEXHOJOTHAX HX
aBTOMAaTHU3UPOBAHHON 00pabOTKH.

B pamkax nporpammbl y4eOHOW JUCHUIUIMHBI 00YYaIOIMMHUCS OCBAUBAIOTCS
CJIEAYIOIIUE YMEHUS U 3HAHUSA:

Kon Ymenus 3HaHus
[1K,
OK
IK MPUHUMATh IPOU3BOJIbHBIE | O0IITHE TpeOOBaHMUS K
1.1 MIEPBUYHBIE Oyxrajitepckue | OyXraaTepckoMy y4YeTy B 4YacTu
JOKYMEHTBI,  paccMaTpUBaeMbl€ | TOKYMEHTUPOBAHUS BCEX
KaK MUCbMEHHOE J0KAa3aTeNIbCTBO | XO35IMCTBEHHBIX JNEUCTBUN 151
COBEPILICHUSA XO35IUCTBEHHOM | OIIEpaLUid;
oreparuu WiIn MOJIyYEHHUE | IOHATHE TIEPBUYHON OyXTaJlTepCKOM
pa3pellIeHUs Ha €€ TPOBEACHUE; TOKYMEHTAIUU;
IPUHUMATD NIEPBUYHBIE | ONIPEACIICHUE MEPBUYHBIX

Oyxraiarepckue JOKYMEHThI Ha | OyXTalTepCKUuX JTOKyMEHTOB;
OyMa)kHOM HocuTene U (uiu) B | GOPMBI TIEPBUYHBIX OYXTaITEPCKUX

BHUJIE€ DJIEKTPOHHOI'O JOKYMEHTA, | JOKYMEHTOB, COZIEepIKAILNX
IIOAIIMCAHHOTO AIIEKTPOHHOH | 00s3aTeIbHbIE PEKBU3UTHI
IIOAIHUCHIO; IIEPBUYHOIO YYETHOI'O TOKYMEHTA;

IIPOBEPSATH HaJIu4yue B | IOPSAOK  NIPOBEACHUS  IPOBEPKH
ITPOU3BOJIBHBIX NIEPBUYHBIX | IEPBUYHBIX OyXraJITepCKUX

JIOKYMEHTOB, (hopMaJibHOM IPOBEPKU




OyXraiaTepckux JOKyMEHTax
00s13aTeIbHBIX PEKBU3UTOB;

MPOBOJIUTH dbopmaIbHyIO
MPOBEPKY TOKYMEHTOB, MPOBEPKY
M0 CYIIECTBY, apu(METHUYECKYIO

IPOBEPKY;
POBOJIUTH IPYIITUPOBKY
NEPBUYHBIX OyXranTepckux
JOKYMEHTOB I10 psAly IPU3HAKOB;
IPOBOAMTH TaKCUPOBKY u
KOHTHUPOBKY MEPBUYHBIX
OyXTalNTEepPCKUX TOKYMEHTOB;
OpPTraHU30BHIBATh
JOKYMEHTOO0OpOT;

pazbuparbcsi B HOMEHKJIAType
Tied;

3aHOCHTD TaHHbBIE 1o

CTPYIITUPOBAHHBIM IOKYyMEHTaM B
PETUCTPHI OYXTalITepCKOTO YUeTa,
nepe1aBaTh MIEPBUYHBIC
Oyxrajarepckue JIOKYMEHTHI B
TEKYIUH OyXTalITepCKUl apXHB,;

nepenaBaTh MIEPBUYHBIC
OyXranTepcKkue JOKyMEHTHI B
MOCTOSTHHBIA apXUB M0 HCTCYCHUH
YCTaHOBJICHHOT'O CPOKa XPaHCHHUS;

JOKYMEHTOB, IPOBEPKHU o
CYILECTBY, apudmeTuyecKoit
IPOBEPKHU;

HPUHIUITBI u pU3HAKU
TPyNIUPOBKH MIEPBUYHBIX

OyXTalTEPCKUX JIOKYMCHTOB;
MOPSZIOK TIPOBEACHHSI TAKCUPOBKH H
KOHTHPOBKHU MIEPBUYHBIX
OyXTaNnTepCKUX JTOKYMEHTOB;
MOPAJIOK  COCTaBJICHUSI PETHCTPOB
OyXTalNTEePCKOTO y4eTa;

opaBWia M CPOKM  XpaHEHUs
IIEPBUYHON OyXranrepckoin
JOKYyMEHTAIUH;

WCTIPABJIATH OImMOKHU B
MEPBUYHBIX OyXTralaTepCKUx
NOKYMEHTaX;
OK 1. |pacmo3naBaTh  3ajayy  W/WIH | aKTyallbHBI NPOGECCUOHAIBHBIA |

nmpobiieMy B Ipo¢eCCHOHATIBHOM
U/WIA  COLMAJbHOM KOHTEKCTE;
W/AIH

AHAJIM3UPOBATH  3aada4dy

npo0iaeMy W BBLACTATH €€
COCTaBHBIC YAaCTH, OIPEACISIThH
ATaNbl PEIICHUS 3a/1a4H; BBISBIISITH
u 3 PeKTHBHO HCKaTh
nHpopMaIuo, HeOOXOAUMYIO JIJIS
1/AIH

peHICHUA 3aJa4n

poOJIeMBI;

COLII/IEU'II)HHﬁ KOHTCKCT, B KOTOpOM

NpUXOJIUTCS paboTaTh M JKUTh;

OCHOBHBIC MCTOYHUKHA HH(POPMAIHH
U peCcypchl NI pelieHus 3amad U
npobieM B  npodeccuoHaIbHOM
W/WJTA COIIMAJIBHOM KOHTEKCTE;

AJITOPUTMBI BBINIOJIHECHUS paboOT B
npoeCCHOHATLBHOM W CMEXKHBIX
obnmactsx; MeToabl  paboOThl B
npoecCHOHaNbHON HM  CMEXKHBIX

chepax; CTpyKTypy IUIaHa s
pEIICHUsT 3aJlady;, TOPSJIOK OICHKH




COCTaBUTh  IUIAH  JICHCTBUS;
OTIPEICTTUTh HE00XO0TUMbIC
pecypchl;

BJIQJICTh AKTYaJIbHBIMH METOJIaMHU
paboTel B mpodeccuoHaabHON U
CMEXHBIX cdepax; peaau3oBaTh
COCTaBJICHHBIN IIJIaH; OLEHUBAaTh
pe3yAbTaT U MOCIEICTBHUS CBOMX
JEHCTBUHN (CAaMOCTOATENHEHO WIIH C
MTOMOIIbI0 HACTABHUKA)

pEe3yJIbTaTOB pelIeHus
npoeccHoHambHOM NeITeTbHOCTH

3agad

OK 2. |ompenensats 3afaud A MOMCKA | HOMEHKJIATypa  HMH(OPMAIMOHHBIX
uHbOopMaIuy; ONPENENATh | HICTOYHUKOB NPUMEHSEMBIX B
HE0OXOANMBbIE MCTOYHUKH | IPO(hECCUOHATBHON JI€STEIbHOCTH;
uH(popmanuu; IUTAHUPOBATH | IPUEMBI CTPYKTYPUPOBAHHUSI
IIPOIIECC noucka; | undopmanuu; dpopmar opopmIiIeHUs
CTPYKTYPUPOBAaTh  MOJYyYaeMYIO | pe3yJbTaTOB OMCKa HH(pOpMAIUU
uH(pOpMaIHIO; BBIJICIIATD
HamOoJjiee 3HAYUMOE B IEpEYHE
uHdopmanuu; OLICHUBATH
IIPaKTUYECKYIO 3HAYUMOCTh
pe3yJIbTaTOB MOHUCKA; OPOPMIIATH
pe3ybTaThl IOUCKA

OK 3. | onpenensate aKTyaJIbHOCTD | COJEpKaHUE aKTyaJIbHOU
HOPMaTUBHO-TIPABOBOU HOPMaTUBHO-TIPABOBOM
JOKYyMEHTAIUU B | JOKyMEHTAII1H; COBpEMEHHast
npodeccuoHanbHON HaydyHas MW 1npodeccroHanbHas
NEATEIbHOCTH; MIPUMEHSTh | TEPMUHOJOT U, BO3MOJKHBIE
COBPEMEHHYIO HAyYHYIO | TPAEKTOpUH  NMPOdeCcCHOHATBHOTO
npodeccuoHaIbHYI0 Pa3BUTHS U caMO00Opa30BaHuUs
TEPMUHOJIOTHIO; ONPEIEHATh U
BBICTPANBATh TPaeKTOPHUH
poeCCHOHAIBHOTO Pa3BUTHUSA H
caM000pa30BaHUs

OK 4. | opranu3oBbIBaTh paboTy | MCUXOJOTHUYECKUE OCHOBBI
KOJUIEKTUBA U KOMAaH/Ibl; | 1€ATEIbHOCTH KOJUIEKTHUBA,
B3aMMOJIECTBOBATH C KOJJIEraMH, | ICUXOJIOTHYECKUE 0COOEHHOCTH
PYKOBOJCTBOM, KJIINEHTAMU B XOJI€ | INYHOCTH;  OCHOBBI  IPOEKTHOMU
npodeccruoHaIbHOM NEeATEIbHOCTU
JESATEIbHOCTH

OK 5. | rpaMOTHO u31araTh CBOU MBICIIU U | OCOOEHHOCTH COLIMAJIBHOTO "
opopMIIATh ~ JOKYMEHTHl  TIO | KyJIbTYPHOTO KOHTEKCTa; IpaBuia
npo(hecCHOHANBFHOM TeMaTUKe Ha | O(OPMIICHHUS JOKYMEHTOB "

roCyJapCTBEHHOM SI3BIKE,

IIOCTPOCHMS YCTHBIX COOOIICHUI




IPOSIBJIAITH  TOJCPAHTHOCTH B
pabodeM KOJJICKTHBE

OK 9. | npumeHars cpencTBa
MH(QOPMAITMOHHBIX ~ TEXHOJIOTUM
JUTS petieHust mpodeccuoHambHbIX

COBPEMEHHBIE CpelcTBa U
yCTpOWCTBA uH(popMaTH3aLNH;
NOpAJIOK ~ UX  TNPUMEHEHHUS U

IJIAaHUPYEMBIE); THUCATh MPOCTHIC
CBSI3HBIE COOOIIEHHUS Ha 3HAKOMBIE
WIN UHTEPECYIOIINE
poheCCUOHAJIEHBIC TEMBI

3azay; UCIIOJIb30BaTh | MpOrpaMMHOe  o0ecrieyeHue B
COBPEMEHHOE IpOrpaMMHOE | MPOGECCUOHATBHON JEATENHHOCTH
oOecrieueHue

OK MOHUMATh OOIIUH CMBICI YETKO | MPaBWJia TIOCTPOCHHS TMPOCTHIX U

10. MPOU3HECEHHBIX  BBICKA3BIBAHUH | CIIOKHBIX MIPEITOKCHHM Ha
Ha M3BECTHBIE TEeMHI | MpoheCCUOHATHHBIC TEMBI;
(mpodeccruoHanbHbIE U OBITOBBIE), | OCHOBHBIE  OOIIEYNOTPEOUTENbHbBIC
MOHMMATh TEKCThl Ha 0a30BbIC | [J1ArOJIb (ObITOBaAs u
npodecCuOHANIbHbBIC TeMbl; | MpodeccuoHaNbHas JIEKCUKA);
y4acTBOBaTh B JMAJOTaX Ha | JIGKCUYECKUI MUHHUMYM,
3HAKOMBbIE oO1ue U | OTHOCSIIUICS K OTTMCAHWIO
npodeccuoHanbHbIE TEMBbI; | IPEIMETOB, CPEICTB U MPOIECCOB
CTPOUTH TMPOCTHIE BBICKA3bIBAHUS | MPOGECCUOHAIBHON JIEATEIbHOCTH;
0 cebe u 0 CBOEH | 0COOEHHOCTH IPOU3HOIICHUS;
npodeccuoHaTbHON npaBuia YTCHUS TEKCTOB
TeSITENbHOCTH; KpaTko | mpodeccruonanbHOM
00OCHOBBIBaTh M OOBSICHUTH CBOW | HATIPABIICHHOCTH
IIENCTBUA (Texyuue u

PexoMeHayemoe KOJIMYECTBO YaCOB
Y4eOHO# JUCHMIIUHBI:

o0beM 00pa3oBaTeNbHON Harpys3Ku

Ha OCBOeHHe padoyeii mMporpaMmbl

— 50 wyacoB, B TOM 4YHCIE. BO

B3aMMOJICHCTBUM C TperojaaBareneM - 36 4acoB, camocTosiTenbHas pabora — 14

qacCoB.

dopMa TPOMEKYTOUYHOU arrectanuv — AU(PepeHUMPOBAHHBIN 3a4eT

koMmIuiekcHbIH (JI3K).




