AHHOTANUA
padoueii mporpaMmbl
JlokyMeHTAIIMOHHOE 00ecrieYeHne ynpaBJjieHus

B pe3ynbTaTe 0CBOCHUS TUCHHUILITUHBI 00YUYaIOMUNACS 10JIKEH YMeTh:

- pacrio3HaBaTh 3aja4y W/WIM MpodiieMy B MpodeccHoHaILHOM H/WUIU
COLIMAJIbBHOM KOHTEKCTE;

- aHAIM3UPOBATh 3a7ady W/WIA TPOOJEMYy W BBIICIATH €€ COCTaBHBIC
4acTH;

— OTIPE/ICTISATH ATAIbI PEIICHUS 3a/1a4H;

- BBISBJIITE U A(OPEKTUBHO HCKATh HMH(OpMAIMIO, HEOOXOIUMYIO IS
pelIeHus 3a1a4u U/ Ui NpoOJIEMBL;

- COCTaBUTbH TUTAH JCHCTBHUSI; OMPENEINTh HEOOXOIUMBIE PECYPCHI;

- BJAJIeTh aKTyalbHBIMH METOJaMH paboThl B MpodeccHoHANbHON U
CMEXHBIX chepax;

- pean30BaTh COCTABICHHBIN IUIAH;

— OLICHHMBATh  pe3yJbTaT U  NOCIHEACTBHS  CBOUX  JCHCTBHIA
(caMOCTOATEIHHO MIJIM C TIOMOIIHIO HACTABHHKA)

- OTpEeAeNATh 3aJaud JUIsl TOWCKa WHGOpMAalWU;  OMpEAeNaTh
HEOOXOIMMbIE UCTOYHUKY MH(POPMAITNH; TNTAHUPOBATH MPOIIECC MTOUCKA;

— CTPYKTYpPUPOBATH MOTy4aeMyt0 HHPOPMAIHIO;

— BBIIETIATh HanOojiee 3HAUMMOE B IepeyHe HMH(OpMAalUU; OLICHUBATh
MPAKTHYECKYIO0 3HAYUMOCTD PEe3yJIbTaTOB IMOUCKA;

— 0(pOpMIISITH PE3YJIbTATHI TIOUCKA,

— OTIPE/ICIIATh AaKTyadbHOCTh HOPMATHBHO-TIPABOBOW JOKYMEHTAIIMH B
npohecCuOHANBHOM NesSTENbHOCTH;

— OPUMEHSATD COBPEMEHHYIO HAy4YHYIO npo(hecCHOHATIBHYIO
TEPMHHOJIOTHIO; OIpPENesTh H BBICTPAWBATh TPACKTOPUH MPOQPECCHOHATHHOTO
pPa3BUTHS U cCaMOOOpa30BaHUs;

— OpPTraHM30BBIBATH PA0OTY KOJIJIEKTUBA U KOMAHIbI;

— B3aMMOJICHCTBOBATh C KOJIJIETaMH, PYKOBOJCTBOM, KIMEHTaAMH B XOJI€
npo(hecCHOHANBHOM e TeIbHOCTH;

— rpaMOTHO M3JaraTb CBOM MbICIM M OGOPMISATH JOKYMEHTBI IO
npo(hecCHOHATFHOM TEMaTHKE Ha TOCYJapPCTBEHHOM SI3BIKE, IPOSBISATH TOJIEPAHTHOCTH
B pabo4yeM KOJIEKTHUBE;

— IPUMEHATH CpPEACTBAa WH(MOPMAIMOHHBIX TEXHOJIOTUW IJISl PEIIeHUs
npodeCCUOHANIBHBIX 33]1a4;

— UCIIOJIb30BaTh COBPEMEHHOE IPOrpaMMHOE 00€CIICUCHHE;

— HOHUMAaTh OOIMI CMBICI YETKO MPOM3HECEHHBIX BbICKA3bIBaHUI Ha
U3BECTHBIE TeMbI (MPOPECCUOHAIBbHBIE M OBITOBBIE), MOHUMATh TEKCThl Ha 0a30BbIE
npodecCuOHANIbHBIE TEMBI;

- y4acTBOBaTh B JUajorax Ha 3HaKOMble O0IIMe U MpodeccHOoHaTbHbIE
TEMBI,

- CTPOUTH MPOCTHIE BHICKA3bIBaHMsI O ceOe U 0 cBOEH MpohecCHOHATBHON
JESITEIbHOCTH; KpPaTKO OOOCHOBBIBaTh W OOBSICHUTH CBOM JACWUCTBUA (TEKyIIHE U
IUIaHUPYEMBIE);



- nucaTh NPOCTbIE  CBA3HBIE COOOIICHHS Ha  3HAKOMBIE WM
UHTEpecyolIne mpodeccnoHaNbHbIE TEMBI;

— MPUHUMATHh TPOU3BOJIBHBIC TMEPBUYHBIE OyXTralTEepPCKHE TOKYMEHTHI,
paccMaTpuBaeMble KaK MHCbMEHHOE J0Ka3aTelbCTBO COBEPIICHUS XO3SHCTBEHHOM
OIepalliy WK MOJTyuYeHHUEe pa3pellieHrs Ha ee IPOBeICHUE;

— NpUHUMATh TEPBUYHBIC OYyXraJaTepcKue TOKYMEHTHl Ha OyMa)KHOM
HocuTene M (WiIM) B BUZAE DJCKTPOHHOTO JTOKYMEHTA, IMOJIMUCAHHOTO 3JIEKTPOHHOM
MOJIITUCHIO;

— MPOBEPSATh HAJIWYME B MPOU3BOJIBHBIX TMEPBUYHBIX OyXTaJITEPCKUX
JIOKYMEHTaX 00s13aTENIbHBIX PEKBU3HUTOB;

— MpOBOAUTHh (OPMaIbHYIO TPOBEPKY JOKYMEHTOB, IIPOBEPKY IIO
CYLIECTBY, apu(PMETUUECKYIO IPOBEPKY;

— IPOBOJUTH TPYNIIUPOBKY MEPBUUYHBIX OyXraldTepCKUX JOKYMEHTOB IO
psily IPU3HAKOB,

- MPOBOANTh TAaKCHUPOBKY M KOHTHPOBKY TEPBUYHBIX OyXTalTEpPCKUX
JTIOKYMEHTOB;

- OpraHU30BbIBATh JOKYMEHTOOOOPOT;

— pa3bupaThcs B HOMEHKIIAType J€ed;

— 3aHOCUTh JaHHbIE MO CTPYIIHUPOBAHHBIM JOKYMEHTaM B PEruCTphl
OyXTaJITepCKOIO yueTa;

- nepenaBaTh TEPBUYHBIE OyXTanTepCKHe JOKYMEHTHI B TEKYIIHMA
OyXTanTepCKuil apXuB;

— nepenaBaTh IMEPBUYHbIE OyXraJITEpCKUE TOKYMEHTHI B IMOCTOSHHBIN
apXUB M0 UCTEYEHNUHU YCTAaHOBJIIEHHOTO CPOKA XPaHEHMUS;

— UCTIPABIISATH OLIUOKH B MEPBUYHBIX OyXTaITEPCKUX JOKYMEHTAX;

3HATh:

- aKTyaJlbHbIA TPO(ECCHOHATBHBIN U COLMAIbHBIN KOHTEKCT, B KOTOPOM
IPUXOJIUTCS pabOTATh U )KUTb;

- OCHOBHBIE HCTOYHUKU MH(GOPMALIMU U PECYpChl Ul PEIIeHUs 3aad U
npo0ieM B Ipo(hecCHOHAaTBbHOM U/WIIH COMATbHOM KOHTEKCTE;

- IrOPUTMBI BBIMIOJHEHUS PabOT B MNpOo(ecCHOHATBHOM MU CMEXHBIX

001aCcTsIX;

— METO/1bl padOTHI B MPOPECCUOHAIIBHON U CMEXHBIX chepax;

- CTPYKTYpY IJIaHa JJI PELICHUS 3a]a4;

- NOPSAJIOK OLEHKH pe3yJbTaTOB peIIeHUs 3afad NpodecCUuOHAIbHOU
NeATEITbHOCTH

— HOMCHKJIaTypa HWH()OPMAIMOHHBIX HCTOYHHUKOB TPHUMEHSICMBIX B
npoecCHOHaNBHOM NS TETbHOCTH;

— npueMbl CTPYKTypupoBanus uHpopmainuu; ¢opmatr odopmieHus
PE3yNIbTATOB MOMCKA HH(POPMAITHH

— CoJIep’KaHue aKTyaJTbHOW HOPMAaTHBHO-TIPABOBOM TOKYMEHTAIIUH;

— COBpeMeHHas Hay4dHasl 1 podeccrnoHalbHas TEPMUHOJIOT U,

— BO3MOXHBIE  TPAGKTOPUU  NPO(DECCHOHATHLHOTO  PAa3BUTHUS |
caM0o00pa3oBaHUs



- MICUXOJIOTUYECKHE OCHOBBI NEeSTENbHOCTU KOJUIEKTHBA,
TICUXOJIOTHYECKHE OCOOCHHOCTH JINYHOCTHU; OCHOBBI MPOCKTHOM E€ATEIbHOCTH

- 0COOEHHOCTH COLMAJIBbHOIO U KYJIbTYPHOTO KOHTEKCTA;

- npaBuia 0QOPMIICHHS IOKYMEHTOB U TOCTPOCHUS YCTHBIX COOOIIEHUH.

- IPaMOTHO M3JaraTb CBOM MBICIHM M O(OPMIISTH JOKYMEHTHI IO
npohecCHOHANBFHON TEMATHKE Ha TOCYJapPCTBEHHOM SI3bIKE, MIPOSBISATH TOJIEPAHTHOCTH
B pabo4eM KOJJIEKTHUBE;

- COBpPEMEHHBIE CPEJICTBA U YCTPOHCTBA HHPOPMATH3AINH;

- MOPAMOK WX TMPUMEHEHUS] U TOporpaMMHOe oOecrieueHue B
npodecCUOHANbHOM eI TEIbHOCTH;

- npaBujia TOCTPOCHMSI MPOCTBIX M CIOXKHBIX TNPEIJIOKEHUA Ha
po¢eCCUOHATIbHBIC TEMBI;

— OCHOBHBIE 0011IeyIOTPEOUTENBHBIC [J1aroJibl (ObITOBAS 151
npodecCuOHANIbHAS JICKCUKA);

- JEKCUYECKHU MHUHUMYM, OTHOCSILIMHCA K ONHCAHUIO MPEAMETOB,
CPEICTB U MPOLIECCOB NPOPECCUOHATBHON AESITENbHOCTH;

- 0COOEHHOCTH IIPON3HOLLIEHUS; IpaBuia  YTEHUS TEKCTOB
po(eCCUOHANIEHON HAIPaBIEHHOCTH OOLIME TPEOOBAaHMS K OyXrajaTepcKOMY Y4eTy B
4acTU JOKYMEHTUPOBAHUS BCEX XO3AMCTBEHHBIX AEHCTBUN U ONIEpaIUid;

- MOHATUE IEPBUYHON OYXTaJITEpPCKOM JOKYMEHTALINH;

- oIpe/iesIeHUE MEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTOB;

- (GopMbl TEPBUYHBIX OyXTaJITEPCKUX JIOKYMEHTOB, COJEpKalliX
00s13aTeNbHbIE PEKBU3UTHI IEPBUYHOTO YYETHOTO JOKYMEHTA;

— NOpAIOK  TPOBEIEHUS  TMPOBEPKH  NEPBUYHBIX  OyXTralTepcKHX
JOKYMEHTOB, (OpMaibHOM TMPOBEPKU JOKYMEHTOB, MPOBEPKHM IO CYIIECTBY,
apu(pMeTUYECKON IPOBEPKH;

— OPUHLKIBI W TPU3HAKK TPYNIUPOBKH TEPBUYHBIX OyXTralTepCKHX
JOKYMEHTOB;

- NOPAJIOK  MPOBEACHUS TAaKCUPOBKM W KOHTHPOBKHM II€PBUYHBIX
OyXTaJTepCKUX JOKYMEHTOB;

— NOPAJIOK COCTaBJIEHUS PETUCTPOB OyXralaTepCKOro y4era;

- paBUJia U CPOKU XPaHEHUSI IEPBUYHOMN OyXranaTepcKoi T0KyMEeHTaluu

B pesynbrare u3ydeHus y4yeOHOM  JUCHMIUIMHBL  «/[oKyMeHTalmoHHOE
oOecrieueHre  yIpaBieHUs»  OOyYAIOIIMICS JOHKeH  o0jazaTh  OOMMMH U
npodecCHOHaNbHBIMU KOMIIETEHIIUSMHU:

OK 01. BoiOuparb cnocoObl pemieHus 3afad npodecCHOHANbHOW JeITeNbHOCTU
MPUMEHUTENBHO K PA3IMYHBIM KOHTEKCTaM;

OK 02. OcyuiecTBasiTh MOUCK, aHATIU3 U MHTEPIPETALNIO UHPOPMALIUU, HEOOXOIUMOM
JUTSL BBITIOJTHEHUS 33]1a4 Mpo(deCCUOHATBHON IeATeTbHOCTH;

OK 03. IlmanupoBaTh ¥ peadu30BbIBaTh COOCTBEHHOE MPO(ECCUOHANBHOE U
JUYHOCTHOE Pa3BUTHE;

OK 04. PaboraTh B KOJJIEKTUBE U KOMaH1e, 3(P(PEKTUBHO B3aWMOJEHUCTBOBATH C
KOJUIEraMH, PYKOBOJCTBOM, KJIMEHTAMU;

OK 05. Ocy1iecTBIATh YCTHYH0 M MUCBbMEHHYI0 KOMMYHUKALIMIO Ha TOCYJapCTBEHHOM
s3bike Poccuiickoit @eneparyiv ¢ y4eTOM OCOOCHHOCTEH COIMATBHOTO U KYJIBTYPHOTO
KOHTEKCTA,



OK 09. MHcnonb3oBarh HWH(MOOPMAIIMOHHBIE TEXHOJOTUM B MPOheCCHOHAIBHOU
NESTEIIbHOCTH;
OK 10. INonb3oBatbes mpoeCCHOHATBHONW JOKyMEHTAMEe Ha TOCYyJapCTBEHHOM H
WHOCTPAaHHOM $I3bIKAX;
[1K 1.1. O6pabatpiBaTh MepBUYHBIE OYXTadTEPCKUE JOKYMEHTHI.

OaHuMH M3 paccMAaTPUBAaEeMBbIX TeM JUCHUILIMHBI ABJAOTCA: [Ipenmer, uenu
U 337aud y4yeOHOW AUCUUIUIMHBL. JIOKyMEHTBI M CHOCOOBI JAOKYMEHTHPOBAHUSI.
YHaudukanus u cTanaapTu3aus J0KyMeHToB. CHUCTeMbl TOKyMEHTaluu. PEeKBU3UTHI U

OmaHku  AgokymeHToB.  OpranusanuoHHo! | PacnopsinutensHas — JTOKyMEHTalUS.
byxrantepckas u (brHaHCOBO-pacueTHas JIOKyMEHTAIHSI. Opranuzanus
JIOKyMEHTO000pOTa. Komnbrotepusanus JOKYMEHTAI[MOHHOT'O oOecrieueHus
yIpaBJICHHUS.

Mecro mucummiuael B ctpykrype [IIICC3: yueOHas  aucuuIuiMHa
«IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS» SIBIISIETCSI
JUCHUIUIMHON 0011enpodeccuoHaabHbIN UK IPOrpaMMbl OJATOTOBKH CIIEIIUATINCTOB
cpenHero 3BeHa npu ocBoeHun crnennanbHoctn CIIO 38.02.01 DxoHomuka u
OyXxrajnTepckuid ydet (110 OTpacisim).



