AHHOTAIUSA
Yueonoii oucyunaunvt OIIL] 06 /lokymenmauuonnoe ooecneuenue ynpasieHus
npozpammol NOOZOMOBKU CREYUATUCIOE CPEOHEZO 36EHA

YueOHasi AUCUUIINHA CHEHHATBHOCTH CpPeIHero NpogecCHOHAIBHOI0 00pa30BaHuUs
38.02.01 Dxonomuka U Oyxrajarepckuid yder (1o oTpacjasim)

ITporpamma yue6HOM mucumrmuimabl  OIILl 06 JlokymeHTannoHHOE oOecreyeHue
yIpaBiIeHUS SBISIETCS YacTbl0 OOpa30BaTENbHOM MPOrpaMMbl CPEAHEro MPO(EeCCHOHATHHOIO
obpaszoBanus B coorBercTBUH ¢ PI'OC CIIO cpennero mpogeccuoHaIbHOrO 00pa3oBaHMs IO
crenanbHOCTH 38.02.01 DKxOHOMEKA U OYXTaNTEPCKUM y4eT (110 OTpacisim).

Obmenpodeccuonanpuas aucnunauHa OIIL 06 JloxymeHTanimoHHOEe oOecreueHne
yOpaBJI€HUs]  OTHOCHUTCA K  00s3aTenpbHOM  4YacTh  o0Opa3oBaTelbHOM  MPOrpaMMbl
podecCHOHALHOTO Y4eOHOTO IUKIIA.

B pe3ynbrare 0cBOCHUS AUCHUIIIMHBI 00YyYaIONTUICS TOJKEH:

Kon VYmMmenus 3HaHus
IIK, OK
OK 01 pacmno3HaBaTh 3ajaqy W/WIN | aKTyaJbHBIN npo¢eCCUOHATBHBIN u

npobieMy B Mpo(ecCHOHATBHOM | COUMANbHBIA ~ KOHTEKCT, B  KOTOPOM
u/unm COLMAIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh, OCHOBHBIE
AHATU3UPOBATH 3aaqy W/WIM | ICTOYHUKU WH(OpPMAIMU M PECYpChl s
npo0iieMy W BBIIENATH €€ COCTaBHBIC | pelieHusl  3agad W mpobieM B
YacTH; OMNpPEAeNATh H3Talbl peleHus | IpohecCHOHATbHOM W/HMIW  COLIMATIBHOM
3aJaud; BBIABIATH U I(PQPEKTHBHO | KOHTEKCTE;

UCKaTh HMH(pOpPMAIMIO, HEOOXOAUMYIO | aJlTOPUTMBI  BBIMOJIHEHUS ~ paboT B
UL peIIeHUs]  3a7add u/unu | IpoeCCUOHATBPHOU M CMEXHBIX 00JIaCTSX;
poOJIeMBblI; MeTOAbl PaboThl B MpOodecCHOHATbHOU U
COCTaBHTb IUIaH NEUCTBUS; | CMEXHBIX cdepax; CTPYKTypy IUIaHa s
OTIpEeNIeIUTh HEOOXOIUMBIC PECYPChI; | pEIIeHUs]  3a/Jady;  TMOPSAJOK  OLCHKH
BJIQJICTh  AKTyaJbHBIMA  METOJAMH | pe3yJbTaTOB pereHus 3a1a4
pabotel B TpodecCHOHAIbHOW | | MPO(eCCHOHALHOMN ACATEIBHOCTH
CMEXHBIX  cdepax;  peaau3oBaTh
COCTaBIICHHBIA  IUIaH,  OIEHUBATh
pe3yabTaT W TOCHEACTBHS  CBOMX
JNEUCTBUM (CaMOCTOSITENIPHO WM €

MOMOIIIbIO HACTABHUKA)

OK 02 ONpelNensaTh 3aJadd Uil I[IOMCKa | HOMEHKJIATypa UH(POPMALIMOHHBIX
UHpOpMalLNH; OIpeNeNATh | HCTOYHUKOB IPUMEHSIEMbIX B
HE00X0uMbIe UCTOYHUKH | IPOPECCHOHATBHON NeSTENbHOCTH;

uHpOpMaLMK; TJIAHUPOBATH TPOLECC | IPHEMbI CTPYKTYPUPOBAHUS UH(OPMAIIHIH;




IIOMCKa; CTPYKTYpUpPOBaTh | popMar ohopMIIEHUS pE3yIbTATOB MOUCKA
M0JIy4aeM Y0 uHpopManuio; | nHpopMauu
BBIJICJIATE Hauboyiee 3HAYMMOE B
nepeyHe UMHQPOpPMAlUU; OLIEHUBATh
IPAKTUYECKYIO 3HAYUMOCTb
pe3yabTaToB  IMOHMCKa;  OpOPMIISATH
pe3yabTaThl MOMCKA

OK 03 ONpeaesaTh AKTyaJIbHOCTh | COJIEpKAHUE AaKTyaJlbHOM HOPMaTHUBHO-
HOPMAaTUBHO-IIPABOBOU [IPaBOBOM JOKyMEHTAllH; COBPEMEHHAas
JOKYMEHTAIlUl B NPO(ECCHOHATBHOMN | HaydHast U npodeccuoHaIbHas
NeSITeIbHOCTH; IPUMEHSATh | TEPMUHOJIOTHS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4YHYIO | IPO(ECCHOHAIBHOIO pa3BUTHSA u
npo(ecCHOHATFHYIO TEPMHUHOJIOTHIO; | CaMO0Opa30BaHUs
OIIPEEIATh u BBICTPANBATh
TPaeKTOPUHU po¢eCCHOHATIBHOTO
pPa3BUTHA U caMOOOpa30BaHUs

OK 04 OpPTaHM30BBIBATh PA0OTYy KOJUICKTHBA | TICHXOJIOTMYECKHE OCHOBBHI JESATEIHbHOCTU
M KOMaHJbl; B3aUMOJIEHCTBOBATh C | KOJUIEKTUBA, IICUXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JIMYHOCTH; OCHOBBI
KJIMEHTaMU B X0JI€ | MPOEKTHON AEATENbHOCTU
po(hecCHOHATLHOM JIEATEIILHOCTH

OK 05 IPaMOTHO U3JaraTb CBOM MBICIH U | OCOOCHHOCTH COIIMAJIBHOTO U KYJIbTYPHOTO
oopMIIATH JOKYMEHTBI 0 | KOHTEKCTA; paBuiIa oopmienus
npoQeCCHOHATBPHOM ~ TEMaTHKE Ha | JOKYMEHTOB U IOCTPOEHMsI  YCTHBIX
rOCYJapCTBEHHOM SI3bIKE, TPOSIBIATH | COOOIIEHUH
TOJICPAaHTHOCTb B pabouem
KOJIJIEKTHBE

OK 09 MPUMEHSTh CpPEACTBA | COBPEMEHHBIE CpEACTBA M YCTpPOMCTBa
UH(POPMALIMOHHBIX TEXHOJOTHH I | MH(OpMaTH3aIHH; MIOPAJIOK 1754
pemieHust MpoeCCHOHATBHBIX 3afay; | IPUMEHEHUs U IIPOrpaMMHOE
UCIIOJIb30BaTh COBpEMEHHOE | o0ecrieueHMe B HpO(eCcCHOHATBHOU
IporpaMMHOe o0ecrieueHue JeSITEbHOCTH

OK 10 NOHUMAaTh OOIIMH  CMBICI  YETKO | MpaBHJIa HOCTPOCHUS MPOCTHIX M CIOKHBIX

IMPONU3HECCHHBIX BBICKA3bIBaHUN Ha

W3BECTHBIE TeMBI (TTpodecCuoHAIbHBIC

npeyiokKeHnii Ha  mpodeccuoHalbHbIE

TEMBI; OCHOBHBIC OOIIEYIOTPEOUTETHHBIC




U OBITOBBIC), MOHUMATh TEKCTHl Ha
0a30BbIe MPOPECCUOHAIBHBIE TEMBI,
y4acTBOBAaTh B JMAJIOTaX Ha 3HAKOMBIE
obmue u mpodecCHuOHATbHBIE TEMBI;
CTPOUTL MPOCTHIC BBICKA3bIBAHUA O
cebe W 0 cBoell mpodeccuoHaNbHOM
NeSITeTbHOCTH, KPAaTKO 00OCHOBBIBATH
U OOBSICHUTH  CBOM  JICHCTBHS
(Texkymue ¥ IUIAHUpPYEMbIE); MHUCATh
cooOmieHuss Ha

IMPOCTBIC  CBA3HBIC

3HAaKOMBIC NI HHTCPCCYHOUINEC

po¢eCCHOHAIBHBIC TEMBI

rinaronbl (ObITOBasg M mpodeccuoHanbHas

JIEKCUKA); JIEKCUYECKUI MUHHUMYM,
OTHOCAIIMICA K ONHMCAHUIO IPEIMETOB,
CPEACTB M IPOLECCOB NMPOPECCHOHATBHOMN
ESITEIILHOCTH; 0COOEHHOCTH
NPOM3HOLICHUS; MPaBUJIa YTEHUSI TEKCTOB

npo¢eCCHOHATHLHON HATPABICHHOCTH

K 1.1

NPUHUMATH MIPOU3BOJILHBIC
NEepBUYHBIC Oyxranarepckue
JNOKYMEHTBI, paccMaTpUBacMble Kak
MUCHbMEHHOE JI0Ka3aTeIbCTBO
COBEPIIEHUSA XO035IMCTBEHHOM
orepanuu WA MOJTy4YeHUE

paspelieHus Ha ee TPOBEICHHE;,

PUHUMATD NICPBUYHBIC

OyXTrajaTepPCKUe JIOKYMEHTBI Ha
Yy

OyMaXxHOM HoOcHTeNe W (W) B BUIE

3JIEKTPOHHOTO JIOKYMEHTA,
MOIIUCAHHOTO 3JIEKTPOHHOM
MOAIHNCKIO;

MMPOBCPATHL HAJIMYUC B MPOU3BOJIbHBIX

IIEPBUYHBIX OyXranTepcKkux
JOKYMEHTax 00s13aTeNbHBIX
PEKBU3UTOB;

IPOBOIUTH (OpPMaNbHYIO TPOBEPKY
JIOKYMEHTOB, TIPOBEPKY IO CYIIECTBY,
apuMETHUYECKYIO IPOBEPKY;

NIPOBOJUTH TPYIITUPOBKY MEPBUYHBIX
OyXrajaTepCcKux JOKYMEHTOB IO PsILy

NPU3HAKOB;

obmue TpeboBaHUS K OyXrajaTepcKkomy
y4ery B YacTH JOKYMEHTHPOBAaHHUSA BCEX
XO3SIICTBEHHBIX JIEUCTBUN U OTIEPALIHIL;
MOHSATHE  TIEPBUYHOM  OyXTanmTepckoit
JOKYMCHTAIUU,

OTIpe/ieIeHue TIEPBUYHBIX OYXTalTepCKUX
JIOKYMEHTOB;

dbopmbl OyXTalTepCKUX

JIOKYMEHTOB, COJEpIKAIIUX 00s3aTeIbHBIE

IEPBHUYHBIX

PEKBHU3UTHI NEPBUYHOTO Y4ETHOTO
JTIOKYMEHTA;
MOPSAIOK POBECHUS MIPOBEPKHU

MEPBUYHBIX OYyXTaaTepCKUX JOKYMEHTOB,

dopmManbHOH  TPOBEPKH  JOKYMEHTOB,
IPOBEPKHU IO CYLIECTBY, apU(PMETUUECKOM
MPOBEPKU;
OPUHLMIBI W TOPU3HAKU TPYHNIUPOBKU
NEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB;
NOPSIOK  IIPOBEJEHUS TAaKCUPOBKU H
KOHTHUPOBKHM TEPBUYHBIX OyXTralTepcKuX
JIOKYMEHTOB;
HOPSAJI0K

COCTaBJICHUS pETrUCTpOB

OyXTaJTepCKOro y4era;




IPOBOJIUTH TAKCUPOBKY M KOHTUPOBKY | MpaBMJIa M CPOKHM XPAHEHUS MEPBUYHOM
NEPBUYHBIX OyXxranTepckux | OyxXraiaTepckoi JOKyMEHTAIUH;
JIOKYMEHTOB;

OpTraHU30BBIBATH JIOKYyMEHTOO0OPOT;
pa3bupaTbcs B HOMEHKJIAType JIelT;
3aHOCHUTH TaHHBIE o
CTPYNIIUPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO yUeTa;
nepenaBaTh NIEepPBUYHBIE
OyxrajaTepckue JTIOKYMEHTBI B
TEKYIIUH OyXTaITEPCKHUI apXUB;
nepe1aBaTh TIEpPBUYHbBIE
Oyxranrepckue JOKYMEHTBI B
NOCTOSIHHBIA apXWB TI0 HCTCUCHHUH
YCTAHOBJICHHOT'O CPOKa XPaHEHHUS,
UCTIPABJIATh ONIMOKA B TEPBHYHBIX

OyXraiaTepckux JOKyMEHTaXx;

O0mast Tpy10eMKOCTh Y4eOHOM IUCHMIIJIMHBI (PH 0YHOH (popMe 00yUeHMs1)
MaKCHMaJbHOU yuyeOHON Harpys3ku oOydaromierocs — 68 yaca, B TOM 4UCII€:
00s13aTeNIbHON ayTUTOPHON y4eOHOM HArpy3Kku oOydaromierocs — 62 Jaca,
KOHCYJIbTAIMH 2 yaca,

JK3aMeH 4

OcHoBHBIE pa3iesbl U TeMbl y4e0HOH JUCHUIJIMHBI:

Tema 1 Beenenue. JIOkyMEHT U cUCTEMA IOKYMEHTALIMHU

Tema 2 Opranu3aliuOHHO-PaCIOPSAAUTENbHbBIE JOKYMEHTHI

Tema 3 KagpoBast tokyMeHTalus

Tema 4 JloroBopHO-IIpaBoBasi JOKYMEHTALU

Tema 5 TloHsTHE TOKYMEHTOOOOPOTA, PETUCTPAIIUS TOKYMEHTOB

Tema 6 Opranu3zaius ornepaTUBHOIO U apXUBHOTO XPAaHEHHUSI IOKYMEHTOB

B xone wu3yyeHHMs OUCHUIUIMHBI CTYAEHT JOJDKEH OCBOUTH CIEAYIOLIUE o0lue U
npodeccuoHaNbHBIE KOMITETEHITUH

OK 01. Beibupate cmocoObl pemieHus 3amad MNpodhecCHOHATBLHON eATeIbHOCTH
MPUMEHUTEIBHO K Pa3JIMUYHBIM KOHTEKCTaM;

OK 02. OcymiecTBIATh MOUCK, aHAIN3 W UHTEPIpPETANI0 MHPOPMAIH, HEOOXO0IUMOM
JUTSI BBITIOJTHEHUS 337129 TPO(EeCCHOHAILHON JIeATEIIbHOCTH;

OK 03. IImanupoBaTh 1 peaii30BBIBATH COOCTBEHHOE MPOPECCHOHATHHOE W JTMYHOCTHOE
pa3BuUTHE;



OK 04. Pabortarp B KOJUIEKTUBE M KOMaHJE, A(P(PEKTUBHO B3aUMOJCHCTBOBATH C
KOJUJIEraMU, PYKOBOJICTBOM, KIIMEHTAMU;

OK 05. OcymecTBiasATh YCTHYIO M NHCbMEHHYI0 KOMMYHHUKALIMIO HAa TOCYJapCTBEHHOM
s3pike  Poccuiickoir ®enepanmii ¢ y4e€TOM OCOOEHHOCTEH CONMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTA;

OK 09. MW cnons3oBaTh HH(POPMAIMOHHBIE TEXHOJOTMH B MpOodhecCHOHATBHOMN
NESTEIIbHOCTH;

OK 10. Tloms3zoBarbcsi mpodecCHOHATBLHON MTOKYMEHTAllUe Ha TOCYIapCTBEHHOM M
WHOCTPAHHOM SI3bIKaX;

IIK 1.1. O6pabaTbiBaTh MEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

Bua nmpomekyTouHOM aTrrecTanMu NpH O4HO ¢opme o0yuyeHuss 3k3amMeH B 3
cemecTpe



