AHHOTAIIUSA TPOTPAMMBI YYEBHOM JUCIIUILIVHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIHHEYEHUWE YITPBJIEHUA

1.1 O6aacTh NpUMeHEeHHsI POrPaMMbI

[IporpamMma y4eOHOW IUCHUIUIMHBI SIBISETCS YAacCThIO IMPOTPAMMBI  TOJITOTOBKU
crienuaaucToB cpeaHero 3BeHa B cooTBercTBHM ¢ PI'OC mo crenmansHoct CIIO 38.02.01
DOKOHOMHUKAa M OyXranTepckuil ydeT (IO OTpacisiM) B YacTH OCBOEHHS OCHOBHOI'O BHJA
npodeccuonanbHo AestenbHoCcTH (BITJ]) 1 COOTBETCTBYIOIIMX KOMIIETCHITHI:

IIpodeccnonanbubix komnerenumii (I1K):

IIK 1.1. O6pabaTbiBaTh NIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI.

O6mmx komnerenuuii (OK):

OK 01. [TonuMatp CyImIHOCTh M COLMAIBHYIO 3HAUYMMOCTh CBOEH Oymymed mpodeccun,
IIPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 02. Opranu3oBbiBaTh COOCTBEHHYIO JIESTEIBHOCTb, BBHIOMPATHh THUIIOBBIE METOJBI H
CII0COOBI BBITTOTHEHUS MTPO(EeCCHOHANBHBIX 33]1a4, OIICHUBATh WX (P PEKTUBHOCTH U KaUECTBO.

OK 03. IIpuHuMaTh pelieHusl B CTaHJAPTHBIX U HECTaHJAAPTHBIX CUTYyallMsX W HECTHU 3a
HUX OTBETCTBEHHOCTb.

OK 04. OcymiecTBnsTh MOUCK M HCIOJb30BaHHE HH(POpPMAINK, HEOOXOAUMON s
3¢ (HEKTHBHOTO BEHITIOTHEHHS MPOPECCHOHATBHBIX 3a/1a4, MPOPECCHOHATBPHOTO W JTUYHOCTHOTO
pa3BUTHSL.

OK 05. Biranetp  mH(pOpMAIIMOHHOW  KYJIBTYpOH, aHaIM3UpPOBaTh U  OICHUBATH
uH(GOPMAIIKIO C UCTIOIB30BaHUEM UH(POPMAIIHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOIOTHA.

OK 09. OpueHTHpOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJOTHIA B MPO(ECCHOHATBHOM
JESITEIbHOCTH.

OK 10. TTonb3oBaTbcst mpo¢ecCHOHAIbHON JOKYMEHTAluMell Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

VYpoBeHb 00pa3oBaHus: OCHOBHOE o0liee, cpeaHee oolee.
OmnbIT paboThl HE TpeOyeTCs

1.2 Mecro Yy4yeOHOH MUCHUIUIMHBI B CTPYKType TMPOrpaMMmbl NOATOTOBKH
CIEeNMATUCTOB CPeAHEro 3BeHa: JUCIUIIIMHA BXOAUT B MPOQPECCUOHANBHBIHN IIUKI U OTHOCUTCS
K 0a30BBIM 00111eTIPOdEeCCHOHATBHBIM TUCIUTLTHHAM.

1.3 Heaun u 3axaum yuyeOHO#H JMCHUNIMHBI — TPeOOBAHHUA K pe3yJIbTaTaM OCBOCHMA
Y4eOHOM IMCUMILINHBI:

B pesynbpTare ocBoeHHS y4eOHOM MUCIUILIMHBI O0yUarOIIHICS JOJIKEH:

yMeThb:

- 0QOpMIISITh JOKYMEHTAIMIO B COOTBETCTBUU C HOPMaTUBHOM 0a30ii, B TOM 4ucie
C UCMOJIb30BaHUEM UH(POPMAIIMOHHBIX TEXHOJIOTU;

- OCBanBaTh TEXHOJIOTUU aBTOMAaTU3UPOBAHHONW 00pabOTKM JOKYMEHTAIINH;

- UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

- OCYIIECTBIISITh XPAaHEHUE U MTOUCK IOKYMEHTOB;

- UCIIONIb30BAaTh  TEJIEKOMMYHUKALMOHHBIE  TEXHOJOTMM B 3JIEKTPOHHOM
JIOKYMEHTOO00POTE;

3HATh:

- MOHSTHE, EJIU, 33]]a41 U IPUHLUIIBI JEI0NPOU3BOCTBA;

- OCHOBHBI€ MTOHATHUS TOKYMEHTAIIMOHHOTO 00eCTIeYeH I YIIPaBICHUS;

- CUCTEMBI IOKYMEHTAIIMOHHOTO 00ecTeueHus YIpaBIeHHUS;

- KJIaCCU(UKALIHIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOB;

- OpraHu3aIuIo TOKyMEHTO00O0poTA:!



- npuema, o00pabOTKy, pErucTpauuio, KOHTPOJb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATypy Aedl.

1.4 Kosim4ecTBO 4aCOB HA OCBOEHHE MPOrpaMMbl Y4eOHO JUCUMIIJIMHbI:

MaKCUMaJIbHOU y4eOHOU Harpy3ku oOydaromierocs 58 yacoB, B TOM YHCIIE:
00s13aTeIbHON ayIUTOPHOHN yueOHOM Harpy3ku oOydaromerocs 54 Jaca;
CaMOCTOSITENILHOM paboThI 00yJaromierocs 4 Jaca.
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