AHHOTanus K padodeit mporpaMmMme Mo JUCIUIUTHHE
JlokyMeHTallMOHHOE o0ecnieyeHre yIpaBJIeHus
CneunajabHocThb 38.02.01 IxoHOMUKA U OyXTrajTepCcKuii y4€T (1o oTpacisim)

MecTo  y4yeOHOW  JAUCHMIUIMHBI B  CTPYKTYpe OCHOBHOl  mpodecCHOHAJbHOMI
o0pa3oBaTe/IbHOI  MporpaMMbl:  JUCHUIUIMHA  sIBIAETCS  oOmenpodeccuoHanbHOM
JUCIUIUIMHON U BXOJIUT B MPO(PECCUOHATBHBIN UK.
1. Ileam m 3apa4yu y4eOHOI JMCUMILIMHBI - TPeOOBaHUS K pe3yJIbTaTaM OCBOCHHs Y4eOHOi
AUCHUILIMHBI:
B pesynbrare 0CBOCHUS AUCHUILTUHBI O0YYAIONIUICS J0JIZKEH YMeTh:
-0OpMIIAIT JOKYMEHTAIIMI0 B COOTBETCTBHM C HOPMAaTHBHON 0a30ii, B TOM YuClle C
UCTIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
-0CBaMBaTh TEXHOJOTHH aBTOMAaTH3UPOBAaHHOH 00pabOTKM JOKYMEHTAINH;
-ACIIOJIb30BaTh YHU(UIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;
- OCYLIECTBJIATh XpaHEHUE U MTOUCK JOKYMEHTOB;
-HCII0JIb30BAaTh TEJIEKOMMYHUKALIMOHHbIE TEXHOJIOTHH B AJIEKTPOHHOM
JIOKYMEHTOO00O0pOTE.
B pe3ynbrare 0CBOCHUS AUCITUTUITMHBI 00YJArONTUICS H0JIKEeH 3HATh:
-TIOHSATHUE, LIE€JIH, 3a/1a4l U IPUHLIMIIBI AEJIONPOU3BOJICTBA;
-OCHOBHBbIE TIOHATHS JJOKYMEHTAIIMOHHOTO O0EeCIIeueHus yIIpaBIeHUS;
-CUCTEMBbI JOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBICHUS;
-KJacCU(UKAIUIO JOKYMEHTOB;
-TpeOOBaHMUS K COCTABICHUIO i O(OPMIICHHIO TOKYMEHTOB;
-OpraHu3alui0 T0KYMEHTO000poTa: npueM, o0paboTKy, perucTpaiuio, KOHTPOJIb,
XpaHEHUE JOKYMEHTOB, HOMEHKJIATYPY JIE.
W3yueHre JUCIUIUTMHBI HAPABJICHO HA (OPMHUPOBAHUE U PA3BUTHE CIICAYIOIINX
001LeKYIbTYPHBIX KOMIIETEHINIA:

OK 1. [loHuMaTh CyIIHOCTh U COLMAIBHYIO 3HAUUMOCTh CBOell Oynymieil mpodeccun,
IIPOSIBIIATH K HEW YCTOMYUBBINA UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€SATENBHOCTh, BBHIOMPATh TUIIOBBIE METO/ABI U
CHOCOOBI BBIMOJIHEHUS MTPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBAaTh UX 3((HEeKTUBHOCTh U KaYECTBO.

OK 3. IIpuHuMaTh peuieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIlUSIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBidarh MOUCK M HCHOJIb30BaHWE HHQOpPMAIMM, HEOOXOAUMOW s
3¢ (PEKTUBHOTO BBHIMOJHEHUSI MPOGECCHOHANBHBIX 3a/1ay, MTPO(PECCHOHATLHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Bnagerp wuHQOpPMALMOHHOM KyJIbTYpOW, aHaJIM3UpPOBATh M  OLIEHUBATh
MH(}OPMALIKIO C UCTIOIB30BaHNEM UH(YOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

OK 6. Paborath B KOJUIEKTHBE M KOMaHJe, 3((PEeKTUBHO OOIIAThCS C KOJUIEraMu,
PYKOBO/JICTBOM, ITOTPEOUTENISIMHU.

OK 7. bpatp Ha cebsi OTBETCTBEHHOCTh 32 PabOTy YJIEHOB KOMAaHJbI (ITOJYHHEHHBIX),
pe3ysbTaT BHITOTHEHUS 3aJaHUH.

OK 8. CamocrosTenbHO ONpeAesaTh 3a7auyd MpOo(EecCHOHATBHOTO M JIMYHOCTHOTO
pasBUTHs, 3aHUMATbcd  CcaMOOOpa3oBaHMEM, OCO3HAHHO  IUIAHUPOBATh  IOBBIIICHUE
KBaJIM(DUKALIH.

OK 9. OpueHTHpOBATHCSA B YCIOBUSX YaCTOW CMEHBI TEXHOJIOTHH B MPOoheCcCHOHATHHOM
JESITeNIbHOCTH.
W3ydyeHrne IUCHUIUIMHBI HAaNpaBieHO Ha (OPMUPOBAHME CIEAYIOHMIMX NpodecCHOHATbHBIX
KOMIIeTEHIIUIi:

[1K 1.1. O6pabatbpiBaTh NepBUYHBIE OYXTaNTePCKUE JOKYMEHTHI.

[1K 1.2. Pa3pabareiBaTh M COIJIACOBBIBATh C PYKOBOJCTBOM OpTaHU3AIMHM PAaOOYMi IUIaH



CYETOB OYXTaJTepCKOro y4eTa OpraHu3aliH.

IIK 1.3. IlpoBoauTh y4YeT IEHEXKHBIX CPEACTB, O(GOPMIATH JICHEKHBIE W KAaCCOBBIC
JIOKYMEHTHI.

[1IK 1.4. ®opmupoBarh OyXraiarepckue MPOBOJKH MO YYETy MMYIIECTBA OpraHM3alUMU Ha
OCHOBE pabouyero mjiaHa cC4eToB OyXTalaTepcKoro y4era.

[IK 2.1. ®opmupoBaTh OyXraaTepcKue MPOBOAKH IO YYeTy HCTOYHHUKOB HMYIIECTBA
OpraHu3allii Ha OCHOBE PabOYero MIaHa CYeTOB OYXTaJITEPCKOTO y4eTa.

I1IK 2.2. BbInosHATH NOPYYEHHUS] PYKOBOJCTBA B COCTaBE KOMUCCUM 10 MHBEHTapU3aLUU
MMYILECTBA B MECTAX €r0 XPaHEHHUS.

I[IK 2.2. TlpoBoauTh MNOATrOTOBKY K HWHBEHTApU3allMd W IPOBEPKY JIEUCTBUTEIBHOTO
COOTBETCTBUS (PAKTUUECKUX AAHHBIX MHBEHTApU3alMK JaHHBIM y4eTa.

IIK 2.3. OtpaxaTh B OyXTaJTEpCKUX MPOBOJKAX 3a4eT M CIIMUCAHHWE HEOCTa4d 1EHHOCTEH
(perynupoBaTh HHBEHTAPU3ALMOHHbBIC PA3HULIBI) [10 PE3yIbTaTaM MHBEHTapU3aLUH.

I[IK 2.4. IlpoBoauTh mpolEAypbl HWHBEHTApU3alMK (DUHAHCOBBIX  00s3aTEILCTB
OpraHM3alyHy.

IIK 3.1. ®opmupoBarh OyXraaTepckue MNPOBOJKHM [0 HAUYUCICHUI0 U IEPEUUCIICHUIO
HAJIOTOB U COOPOB B OFOKETHI PA3TUYHBIX YPOBHEH.

[1IK 3.2. OpopmisaTh IUIATEKHBIE JOKYMEHTHI JJISl MEPEYUCICHHUs HAJIOTOB W COOpPOB B
O10KET, KOHTPOJIMPOBATH UX MPOXO0KIECHHUE 110 PACYETHO-KACCOBBIM OAHKOBCKUM OIEpaLIHSIM.

IIK 3.3. ®opmupoBarh OyXraaTepcKkue MPOBOJKM [0 HAUYUCICHUIO U IEPEYUCIICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIOPKETHBIE (DOHIBI.

I1IK 3.4. OopmisATh IIaTeXHbIE TOKYMEHTHI Ha MEPEYHCIEHHE CTPAaXOBbIX B3HOCOB BO
BHEOIO/KETHbIE (DOHJIbI, KOHTPOJIUPOBATh UX MPOXOXKAECHUE 110 PACUETHO-KACCOBBIM OaHKOBCKUM
olrepanusm.

[IK 4.1. OtpaxaThb HapacTalIIMM HMTOIOM Ha cYeTax OyXTaJTepCcKoro ydera
UMYIIECTBEHHOE U  ()MHAHCOBOE IIOJIOKEHHE  OpraHu3ally, ONpeleNiTh  pe3ysbTaThl
XO35MCTBEHHOM ACSATEIbHOCTU 32 OTYETHBIA IEPUOJ,.

I[IK 4.2. CocraBiasath (GOpMbl OyXralaTepckoil OTYETHOCTH B  YCTaHOBJICHHbBIE
3aKOHOJIATEILCTBOM CPOKH.

[1K 4.3. CocTaBisiTh HAJOTOBBIE JACKIAPAIMH IO HAJIOTaM U cOopam B OIOKET, HAJIOTOBBIE
neknapanuu no Enunomy coumansHomy Hasory (ECH) u ¢opMbl cTtaTrcTHYECKOM OTYETHOCTH B
YCTaHOBJIEHHbIE 3aKOHO/IaTEILCTBOM CPOKH.

I1K 4.4. IlpoBoauTh KOHTPOJIb M aHanu3 HMHpoOpManuu o0 HMMYyIIeCTBE U (PMHAHCOBOM
MOJIOKEHUN OPTaHU3aIMH, €€ MIaTeKeCOCOOHOCTH U IOXOTHOCTH.

2. KosmyecTBO 4acoB Ha ocBOeHHe padoueil MporpaMmbl y4eOHOIH AUCHHMILUIMHBI U (opma
OTYETHOCTH:
o0s3aTenbHas ayAUTOpHast yueOHas Harpy3ka oOyuarorierocst 57 4acos;
caMmocTosTeNbHas paboTa oOyuatomierocs 24 yaca.
®dopma OTYETHOCTH MO AUCHUIUIUHE: U PepeHIMPOBaHHbIN 3a4eT B 4 ceMecTpe.
3. TemaTuyeckuii nJiaH y4eOHO# THCHUTLIMHBI

Paszgea 1. [lokymeHTHpPOBaHME YIIPABJICHYECKOM 1eATEIbHOCTH

Tema 1.1. [TonsiTus, nenu, 3aj1a4y ¥ NPUHIMIBI I€TOMPOU3BOACTBA

Tewma 1.2. CucteMbl JOKYMEHTAITMOHHOTO O0ECTICYCHUS yIIPABICHUS

Tewma 1.3. Knaccuduxkanus nokymenTtanuu. TpeOGoBaHUS K COCTaBICHUIO U O()OPMIICHHUIO
JIOKYMEHTOB

Tema 1.4. KagpoBast qokymeHTanus

Tema 1.5. JlenexxHble U (GUHAHCOBO-PACUETHBIE TOKYMEHTHI

Tema 1.6. Opranuzanus J0KyMEHT0000poTa: MpUéM, 00paboTKa, perucTpaiysi, KOHTPOJb,
XpaHEHUE TOKYMEHTOB, HOMEHKJIaTypa A€l
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