AHHOTALMS
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«JlokyMeHTaIMOHHOE 00ecTeueHue YIpaBJIeHU»

PabGouass mporpamma  y4eOHOW  AWCIUIUIMHBI  SIBJSETCS  YaCThIO
oOpa3oBaTenbHOI MIPOTPaMMBl, paspabaThiBacMoOit u yTBEPKIAEMOU
oOpa3zoBarenbHOM  opranmzanuedt B cootBerctBUM ¢ DPI'OC  cpemgnero
npodeccruonanbHOTo 00pazoBanms 1Mo crenuaibHocTH 38.02.06 OuHAHCHI.

YdeOHas AMCUUIUIMHA BXOAUT B 0OMENPO(ECCHOHATBHBIA UK Kak
JTUCITUTIINHA SIBIIACTCS O0O0S3aTEIBHONW YacThI0 OOIIENPOo(hEeCcCHOHATBLHOTO IHKIIA
OCHOBHOM 00pa3oBaTelbHOM MporpaMMbl M oOecreunBaer (QopMUpOBaHUE
po¢heCCUOHATIBHBIX U OOIIMX KOMIIETEHIUH 10 BceM Buaam AesitenbHoctu OI'OC
CIIO no cneunuansaoctu 38.02.06 OuHAHCHI.

u obecrieurBaeT (popMHUpOBaHHUE MPODHECCHOHATHHBIX M OOIINX KOMITCTCHITUI
o BceM Bugam neareabHoctd @I'OC CIIO no cnenuanpHocTH 38.02.06 OUHAHCHI.

Hean yueOHON NUCUUIUIMHBL: (OPMUPOBAHUE 3HAHUM O TOKYMEHTAllMOHHOM
o0eCrieYeHNn yMpaBICHHs, CHCTEMax JOKyMEHTAllMd W TEXHONOTHIX UX
aBTOMAaTU3UPOBAHHON 00PAOOTKH.

B pamkax nporpammbl y4eOHOU JUCIUIUIMHBI 00YYatOUIMMUCS OCBAaUBAIOTCS
CIEAYIOIIUE YMEHUS U 3HAHUSL:

Kon YMeHus 3HaHus
IIK,
OK
IK MPUHUMATh IPOU3BOJIbHBIE | 00IITHE TpeOOBaHMUSI K
1.1 IIEPBUYHBIC Oyxrajirepckue | OyXrairepckoMy yuyeTry B 4YacTH
JOKYMEHTBI,  pacCMaTPUBAEMbIC | JOKYMEHTHUPOBAHUS BCEX
KaK MHUCbMEHHOE J0Ka3aTEIbCTBO | XO3IMCTBEHHBIX nencTBUi U
COBEPLICHUS XO34MCTBEHHOM | OTIEpalnid;
orieparuu WJTH MOJTyYEHHUE | OHATUE TIEPBUYHON OyXTaJITepCKOM
pa3pelieHus Ha ee MPOBEICHNUE; JTIOKYMEHTAINH;
MIPUHUMATh MIEpBUYHBIC | ONIpEACICHUE MEPBUYHBIX

Oyxraiarepckue JOKYMEHThl Ha | OyXrajaTepcKux JOKyMEHTOB;
OymMaxHoM HocuTene W (uiau) B | GOPMBI TIEPBUYHBIX OYXTaITEPCKUX

BUJIE JJIEKTPOHHOTO JOKYMEHTA, | JOKYMEHTOB, coaepKalumx
MOJIKUCAHHOTO AJIEKTPOHHOM | 00s3aTEIbHBIC PEKBU3UTHI
MOJIHUCHIO; MIEPBUYHOTO YUYETHOTO JOKYMEHTA;

MIPOBEPSITH HaJIn4une B | HOPSIAOK  IPOBENECHUSA  IPOBEPKHU
MIPOM3BOJIBHBIX MEPBUYHBIX | IEPBUYHBIX OyXTrajaTepCcKux

JIOKYMEHTOB, (hOpMaJIbHOM TPOBEPKHU




OyXraiaTepCcKux JOKYMEHTax
00s13aTeTbHBIX PEKBU3UTOB,

MPOBOAUTH dbopMaTbHYIO
MPOBEPKY JTOKYMEHTOB, MPOBEPKY
M0 CYIIECTBY, apU(PMETHUYECKYIO

POBEPKY;
IPOBOJIUTH IPYIITUPOBKY
HNEPBUYHBIX OyXranTepckux
JOKYMEHTOB TI0 PsIy IPU3HAKOB;
IPOBOJIUTH TaKCHUPOBKY u
KOHTHPOBKY HNEPBUYHBIX
OyXraJnTepcKux JOKYMEHTOB;
OpPraHHU30BHIBATH
JTIOKyMEHTOO0OPOT;

pa3OupaTbCsi B HOMEHKJAType
e,

3aHOCUTh TaHHbBIE o

CTPYIIIUPOBAHHBIM JOKYMEHTAM B
PEruCTpbl OyXTaITEPCKOTO yUeTa;

repe1aBaTh IIEpBUYHBIC
OyXrajiTepcKkue JOKyMEHThl B
TEKYIUN OyXTalTepCKUN apXuB,
repe1aBaTh IIEpBUYHBIC
OyXranTepcKkue JOKyMEHThl B

MOCTOSIHHBIHN APXHUB 110 HCTCYCHUN
YCTAHOBJICHHOT'O CPOKa XpaHCHHA,

JOKYMEHTOB, MIPOBEPKHU o
CYILIECTBY, apu(MeTHIecKoit
IPOBEPKHU;

TPUHITUITBL u IpU3HAKU
IPYHIHPOBKU NEPBUYHBIX

OyXrajaTepCcKux JOKYMEHTOB;
NOPSIAOK MPOBEICHUSI TAKCUPOBKU U
KOHTHPOBKHU MIEPBUYHBIX
OyXTaJITepCKUX JTOKYMEHTOB;
NOPSIAOK  COCTaBIICHUSI PETUCTPOB
OyXTaJITEPCKOTO y4eTa;

OpaBWJa M CPOKHM  XpaHEHMs
NIEPBUYHOU OyXrajiTepckon
JOKyMEHTAIUU;

HCTIPABIISATH OIIMOKHU B
NEePBUYHBIX OyXTalnTepCKUX
JIOKyMEHTAaX;
OK 1. | pacno3HaBaTh  3ajayy  W/WIM | aKTYaJIbHbII MPOPECCUOHAIBHBIA U

npobiemMy B TpodeCcCHOHATBEHOM
W/WIN  COLUAIILHOM KOHTEKCTE;
/U

AHAJIM3HUPOBATH 3ajlavy

npobieMy W BBLACHATH €&
COCTaBHBIC YAaCTH; OIPECACIAThH
ATaNbl PEIICHUS 3a/1a9H; BBISBIISITH
" 3 pekTuBHO UCKaTh
uH(bOpMAITUIO, HEOOXOAUMYIO TSI
W/AIH

peuicHusA 3aJa4n

pOOJIEMBI;

COHHaHBHBIﬁ KOHTCKCT, B KOTOpOM

OpUXOAUTCS paboTaTb M KUTH;

OCHOBHBIC MCTOYHHUKH HH(OpPMAIIH
U peCcypchl i pelieHus 3amad u
npobjieM B  npodeccuoHaIbHOM
W/WJIA COLIMAJIBHOM KOHTEKCTE;

QJITOPUTMBI  BBIIIOJIHEHUS padOT B
npoeCCHOHAILBHOM W CMEXKHBIX
o0OnacTsix; MeTonasl  paboThl B
poeCCHOHAIBHOM W CMEXKHBIX
chepax; CTpyKTypy IUIaHa IS
pENICHUsT 3aJlady; TOPSJIOK OICHKH




COCTaBUTh  IUTAH  JICHCTBHS,
ONPENICIUTh HEOOXOMMBIC
pecypchl;

BJIAJICTh AKTYaJIbHBIMU METOJIaMU
paboTel B mpodeccHoHaIbHON H
CMEXHBIX cdepax; peaqn3oBaTh
COCTaBJICHHBIM IJIaH, OIICHHUBATH
pe3yabTaT U MOCJIEACTBUS CBOUX
JEeUCTBUH (CaMOCTOSATEIIBHO HIIH C
MTOMOII[LI0 HACTABHUKA)

pe3yIbTaToB pelIeHus
npoeccuoHanbHOM NeITeTbHOCTH

3aaad

OK 2. |ompenenars 3ajaud A TOWCKA | HOMEHKIATypa  HMH(DOPMAIMOHHBIX
uHbOpMaInu; OTPEACTATh | HICTOYHUKOB  TNPUMEHSEMBIX B
HE0OXOMMBbIE UCTOYHUKH | NPO(ECCUOHATBHON NI€SITEIbHOCTH;
uH(popManuu; MJIAHUPOBAThH | IPUEMBI CTPYKTYpUPOBaHUSA
IIPOIIECC noucka; | uupopmanuu; dpopmar ohopmICHHUS
CTPYKTYpUpPOBaTh  IOJIy4aeMYIO | pe3yJbTaTOB MMOMCKA HHPOPMAIUH
UH(pOpPMaLIHIO; BBIJIETISATh
HauOosiee 3HAYMMOE B IIEpEYHE
uHpopMaluy; OLIEHUBATH
IPAKTHYECKYIO 3HAYUMOCTh
PE3yNbTAaTOB MOUCKA; O0GOPMIIATH
pe3yJbTaThl IOUCKA

OK 3. | onpenensate AKTYaJIbHOCTb | COJEPKAHUE aKTyaJIbHOU
HOPMAaTUBHO-TIPABOBOM HOPMaTUBHO-IIPABOBOU
JOKyMEHTAIUU B | JOKyMEHTAIUU; COBpEMEHHast
npodeccuoHaNTbHON HaydyHas MW 1OpodeccroHanbHas
NesATEIbHOCTH; OPUMEHSThH | TEPMUHOJIOTHS; BO3MOYKHbIE
COBPEMEHHYO HAy4yHYIO | TPA€KTOpUU  MPOPECCHOHATBHOIO
po¢eCCHOHATILHYIO Pa3BUTHS U caM000pa3OBaHUs
TEPMUHOJIOTHIO; ONPENENATh U
BBICTpanBaTh TpPaeKTOPUU
poeCCUOHAIBHOTO Pa3BUTHUS U
caM000pa3oBaHUs

OK 4. | opranu3zoBbIBaTh paboTy | MCUXOJOTHYECKUE OCHOBBI
KOJUIEKTUBA u KOMaH/Ibl; | I€SITEIbBHOCTH KOJUIEKTHUBA,
B3aMMOJIEWCTBOBATH C KOJUJIETaMHU, | [ICUXOJIOTHYECKUE 0COOEHHOCTH
PYKOBOJICTBOM, KJIMEHTAMU B XOJI€ | JMYHOCTH;  OCHOBBI  IPOEKTHOMU
npodecCuoHabHON NEeATEeIbHOCTU
JeSATEIbHOCTH

OK 5. | rpaMOTHO U31araTh CBOU MBICIU U | OCOOEHHOCTHU COLIMAJIBHOTO 17§
opopMIIATh ~ JOKYMEHTHl MO | KyJIbTYPHOTO KOHTEKCTa; TIpaBuia
npodeccuoHanbHOi TeMaTuke Ha | opopMIICHHS JIOKYMEHTOB u

roCyapCTBEHHOM A3BIKE,

IIOCTPOCHMS YCTHBIX COOOIICHUI




IPOSIBJISITH ~ TOJIEPAHTHOCTH B
paboyeM KOJJICKTUBE

OK 9.

MPUMEHSTh cpencTBa
WHOOPMAITMOHHBIX ~ TEXHOJIOTHI
JUTSI pereHus mpodeCcCHOHATBHBIX
3azad; UCTIONb30BaTh
COBpEMEHHOE IPOrpaMMHOE
obOecrieueHne

COBPEMEHHbIE
YCTPOWCTBA

cpeacTa u
uHbOpMaTU3alNY;
HOPSAZAOK WX  NPUMEHEHUS |
nporpaMMHOe  obOeclieueHue B
npodecCUOHATBLHON 1eATEIbHOCTH

OK
10.

MOHMUMAaTh OOIIUH CMBICI YETKO
MIPOU3HECCHHBIX  BBICKA3bIBAHHM
Ha U3BECTHHIC TEMBI
(mpodeccroHanbHBIC U OBITOBEIE),
MIOHMMaTh TEKCThl Ha 0a30BbIC
npodecCUOHANIbHbBIC TEMBI;
y4acTBOBaTh B JHAJIOTax Ha
3HAKOMBIE ob1me u
npodecCUOHANIbHbBIC TEMBI;
CTPOHUTH IPOCTHIC BBICKA3BIBAHUS
0 cebe U 0 cBOCH
npodeccuoHaIbHON
NeSATEeIIbHOCTH; KpaTKO
000CHOBBIBaTh U OOBSICHUTH CBOU
JEHCTBHS (Tekyime u
IUTAHUPYEMBIC); TIHCATh TPOCTHIC
CBSI3HBIE COOOITICHUS Ha 3HAKOMBIC
WIIH WHTEPECYIOIIHE
po¢heCCUOHAIIbHBIEC TEMBbI

npaBuia TOCTPOEHUS TMPOCTBHIX U
CJIOKHBIX peITI0KEeHUN Ha
npodeccruoHanbHbIC TEMBI;
OCHOBHBIE  OOIIEYNOTPEOUTENbHBIC
TJ1aroJibl (ObbITOBasS 151
npodeccruoHabHAas JIEKCHUKA);
JEKCUYECKUAN MHHUMYM,
OTHOCAIINICA K OIIMCAHUIO
IPEIMETOB, CPEJICTB M MPOIECCOB
npo(heCCUOHATIBHON 1 TEIbHOCTH;
0COOEHHOCTH MPOU3HOIIICHNUS;
nmpaBuia YTEHUS TEKCTOB
npodeccuoHaIbHON
HaIPaBJICHHOCTU

Y4eOHOM JUCUUIJINHBI:

PexomMeHayemMoe KOJIUYECTBO YaCOB HA OCBOeHHE padoueii MporpaMMbl

o0beM oOpa3oBareiabHOM Harpy3ku — 40 yacoB, B TOM 4YHCIE: BO

B3aMMOJICUCTBHHM C TIpeTiofaBaresieM - 32 yaca, caMoCTOsTeIbHas paboTa — 8 4acos.

komiuiekcHblil (I3K).

dopMa MNPOMEXKYTOUHOW arrecranuu — AU(PepeHUUPOBAHHbIN 3a4eT




