AHHOTanus K pado4eil nporpaMMe 1o AMCUMIIMHE
OI1.06 JloxkymeHTallMOHHOE o0ecneYeHne YIPaBJIeHUs

1.1. MecTto y4eOHOH JUCUMILIMHBI B CTPYKTYpPe OCHOBHOW 00pa3oBare/ibHOI
NPOrpamMmbl
YueOHast jucuuiuiMHa — «JlOKyMeHTalMoHHOE oOecliedeHre yNpaBiICHUS»  SBISETCA

00s13aTeNbHOM YacThIO 00MIENPO(ECCHOHATBFHOTO IUKIA MPUMEPHON OCHOBHOM 00pa3oBaTelbHON
nporpammbl B cootBeTcTBUM ¢ DPI'OC CIIO mno cnemuansHoct 38.02.01 DxoHoMHMKa u
OyXTalTepCKuil y4eT (110 OTpacysim).

VYyebHast aucuuiuimHa «J{OKyMEHTAalMOHHOE OOECIeYeHrEe YIpPaBICHHUs» O0ecreynBaeT
dhopmupoBanre TPOPECCHOHATBHBIX M 00X KOMITETCHIIMKA 110 BceM BHuaaM jaesTenbHocT PI'OC o
cnenranbHocTH 38.02.01. DKOHOMHKA U OyXTaNTepCKHid yUeT (110 OTpaciisiM).

Oco0oe 3HayeHue y4yeOHasi AUCUUILIMHA UMEET pu (GOPMUPOBAHUU U PA3BUTHH OOUIMX U
npodecCHOHATEHBIX KOMIICTCHIIHUN.

OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, OK10, TIK 1.1.:

OK 01. Bribuparp crioco0bl pemieHust 3aad Npo(ecCHOHATBHON NeATeNbHOCTH MPUMEHUTEBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02. OcymecTBiiTh TOUCK, aHAIW3 M HWHTEPHpPETANni0 HWHPOpPMAIUN, HEOOXOIUMOU JUIs
BBITIOJTHEHUS 33/1a4 PO ECCHOHATBHON e TEIbHOCTH.

OK 03. IlmanupoBath U peaan30BbIBaTh COOCTBEHHOE NPOPECCHOHATBHOE U INYHOCTHOE Pa3BUTHE.
OK 04. Paborath B KOJUIGKTHBE MU KOMaHze, 3(P(EKTUBHO B3aMMOJICHCTBOBATh C KOJUICTAMH,
PYKOBOJICTBOM, KJIMEHTAMH.

OK 05. OcymecTBiusiTh YCTHYIO M TMHCbMEHHYIO KOMMYHHUKAIIMIO HAa TOCYIAapPCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ y4eToM 0COOCHHOCTEH COIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09. Hcnonbs3oBaTh HHPOPMAIIMOHHBIE TEXHOJIOTHH B MPOPECCHOHATBHON AEITETbHOCTH.

OK 10. ITomp3oBaTbcst MPO(PECCHOHATBHON JTOKyMEHTAIMEeH Ha TOCYIapCTBEHHOM M HHOCTPAaHHOM
S3BIKAX.

[1K 1.1. O6pabaTsiBaTh MEPBUYHBIE OYXTAITEPCKHUE JOKYMEHTHI.

1.2. Heab U miIaHupyeMble pe3yJbTaThl 0CBOEHHUS Y4eOHO# THCHUTIMHBI:

Llenpto u3ydeHus ydeOHOW JUCHMIUIMHBI JIOKyMEHTallMOHHOE oOOecreueHue sBIISeTCs
IMOJIY4YCHHUE TCOPECTHYCCKUX 3HAaHUH " IMPAKTUYCCKHUX HABLIKOB B o0JjacTu opraHnn3anvun
JIeTIOTIPOU3BOICTBA M IOKYMEHTOO0OPOTa B OpraHU3aIHsIX.

B pe3ynbrare ocBoeHUs y4eOHON AUCHUIIIMHBI 00y4YaIOUIUIICs T0JIKEH

HMeTh NPAKTHYECKHUI ONbIT:

- odopmieHusi, TPOBEPKU TMPABUIBLHOCTH COCTaBIICHUS, OOeCTeYeHUsI, XpaHEeHUs
OpPTraHU3aIIOHHO — pPacMOPSAIUTEIbHBIX M HMHBIX HEOOXOIUMBIX TOKYMEHTOB C HCIHOJIb30BaHUEM
ABTOMATU3HWPOBAHHBIX CUCTCM.

B pamkax mnporpammbl y4yeOHOH AMCHUIUIMHBI OOYYarOIIMMUCS OCBAWBAIOTCS YMEHUS U

3HaHUS
Kon Ymenus 3HaHUS
1K, OK
OK 01 pacrio3HaBaTh 3ajady W/WIKM TpoOJieMy B | aKTyaJbHBIN npogeccuoOHaTbHBIN "
npoeCCHOHATPHOM ~ W/WIIM  COLUMAIBHOM | COIMANBHBI ~ KOHTEKCT, B  KOTOPOM

KOHTEKCTE; aHaJM3UpOBaTh 3ajauy W/WiIn
npoOJIeMy U BBIIETITh €€ COCTaBHBIC YacTH;
ONpeNeNaTh  dTanbl  pPEUICHUs  3aJlauu;
BBISIBIIATH " 3¢ deKTUBHO HCKaTh
UHPOPMaLINIO, HEOOXOUMYIO ISl PELIeHUs
3a/1auy U/WIU TIPOOIEMBL;
COCTaBUTh IUIAH JeHCTBUS;
HEOOXOIUMBIE PECYPCHI;
BJIAJIETh AKTyaJIbHBIMU METO/aMHU PabOThl B
npoecCHOHANBHOM M CMEXHBIX cdepax;

ONpeNETUTh

NPUXOJUTCSA paboTaTh M KHUTh, OCHOBHBIE
HMCTOYHUKUA HH(POpPMAIMK U PECypChl AJs
pemieHus  3agad U npobieM B
MPOPECCHOHATBHOM H/WJIM  COLIUATTEHOM
KOHTEKCTE;

QITOPUTMBI  BBIMOJHEHUS  paboT B
poeCCHOHATILHON U CMEXHBIX 00J1acTsX;
MeTOoJIbl paboThl B MpodeccnoHanbHON U
CMEXHBIX c(epax; CTPyKTypy IJIaHa ajs
pelieHus  3ajJay;  NOPAJOK  OLIEHKH




peanu3oBaTh COCTaBJICHHBIH MJ1aH;
OIICHUBATh PE3YJIbTAT U MOCIEACTBUS CBOUX
NeucTBUH (caMOCTOSITeTLHO UIN C
MTOMOIIIbI0 HACTABHUKA)

pe3ynabTaTOB perieHus
npodeccuoHaNbHOM e TeIbHOCTH

3aJga4d

OK 02

OIpEEIATh 3a/1a4u JUISL MOUCKA
uH(pOpMallMK; OINpEeAesATh HEoO0XOAUMbIE
UCTOYHUKMA HMHPOpPMAIUK; IUIAHUPOBATH
npolecc MTOUCKA; CTPYKTYpUPOBaTh
NoJy4aeMyr0  HMH(OpPMAIHIO;  BBIIEIATH
Haubosee 3HAYUMOE B repeyHe
uH(pOpMAIlUK; OILEHUBATh TMPAKTHUYECKYIO
3HAYUMOCTh pe3yabTaToOB MIOUCKA;
0pOpMIISITH pe3yIbTaThl MOUCKA

HOMEHKJIATypa UH(POPMAIIMOHHBIX
HUCTOYHHUKOB PUMEHSIEMbIX B
npodeccCHoHATBLHOM JeSTEIILHOCTH,
MPUEMBI CTPYKTYPUPOBaHKS UHPOPMAIINY;
dbopMmat ohopMIICHUS PE3yIbTATOB MOUCKA
uHpopmaruu

OK 03

ONpEACIATh aKTyaJIbHOCTb HOPMAaTHBHO-
IIPaBOBOM JOKYMEHTalUU B
npogeccuoHaIbHON JESATEIIBHOCTH;
IPUMEHSITh COBPEMEHHYIO Hay4HYI0
npo¢eCCHOHATILHYIO TEPMHUHOJIOTHIO;
ONpEAeNsiATh U BbICTPAUBaTh TPACKTOPUU
npogeccuoHaIbHOIo pa3BUTHUSA u
camMoo0pa3zoBaHus

COJICpKaHNUE aKTyaJlbHOW HOPMAaTHUBHO-
[IPaBOBOM JOKyMEHTAllUH; COBPEMEHHAs
Hay4Hast u npodeccruoHaIbHast
TCPMHHOJIOTUA; BO3MOKHBIC TpPACKTOPUU
npoeCCUOHATBHOTO pa3BUTHS u
caMmoo0pa3oBaHUs

OK 04

OpPraHW30BbIBaTh pPabOTy KOJUICKTHBA U
KOMAaH/BbI, B3aHMOIIefICTBOBaTI: C
KOJUIETaMH, PYKOBOJCTBOM, KIHCHTAMH B
x0J1e TPOo(heCCHOHATTLHON JCSITEIILHOCTH

MICUXOJIOTUYECKUE OCHOBBI JI€SATEIIBHOCTU
KOJUIEKTHBA, MICUXOJIOTHYECKUE
0COOCHHOCTH JINYHOCTH; OCHOBBI
MPOEKTHOM eI TEIbHOCTH

OK 05

rPaMOTHO  M3Jarartb CBOM  MBICIU U
0hopMIIATH JIOKYMEHTBI o
npodeccuoHanbHOM TEMaTHKe Ha
roCy/1apCTBEHHOM SI3bIKE, MIPOSIBIIATH
TOJICPAHTHOCTH B paboyeM KOJIJICKTUBE

0COOEHHOCTH COIUAIILHOTO U KYJIbTYPHOTO
KOHTEKCTA; MpaBUJIa oopMIICHHS
JOKYMEHTOB ¥  TIOCTPOCHHS  YCTHBIX
COOOIIECHUI

OK 09

MPUMEHATh  CpelICcTBa  HMHGOPMAITMOHHBIX
TEXHOJIOTHIA JUTSt pereHus
npoecCHOHANBHBIX 33/a4; MCIOJIb30BaTh
COBPEMEHHOE ITPOrpaMMHOE obecrieueHue

COBPEMEHHBIE CpPEJICTBA M yCTPOWCTBA
uHpOpMaTU3aluH; MIOPAIOK ux
IIPUMEHEHHUS U MIPOrpaMMHOE
obecrieueHue B IPOQecCHOHATBHOM
JIeSITEIIbHOCTH

OK 10

IIOHMMATh o0Immit CMBICT 4ETKO
IIPOU3HECEHHBIX BbICKa3bIBaHUI Ha
U3BECTHBIE TeMbl (MpoQecCHOHaNbHbIE U
OBITOBBIE), MOHMMATh TEKCTHl Ha 0a30BbIE
npodeccuOHaIbHBIE TEMBI; y4acTBOBaTh B
IUanorax  Ha  3HaKoMble — ol0mue U
npodeccuoHaIbHbIE TEMBI; CTPOUTh
IIPOCThIE BBICKA3bIBaHUS O ce0e U O CBOeH
npodeCCHOHATIBHON AEATENbHOCTH; KpPaTKO
000CHOBBIBaTh 1 OOBSICHUTH CBOM JEHCTBUS
(Tekymue M IUIAHUpyeMble);  IHUCaTh
IIPOCTHIE CBSI3HBIE COOOIIEHUS HA 3HAKOMBIE
WIM MHTEpecymolue MnpodeccuoHalbHbIe
TEMBI

IpaBUjIa MOCTPOEHUS MPOCTHIX U CIIOKHBIX
NpeyIoKeHN Ha  MpodeccHOoHANbHBIE
TEMBbI; OCHOBHBIE O0IEYNOTPeOUTENbHBIE
rinarojisl (ObITOBas W INpodeccruoHalbHas
JIEKCHKa); JEKCUYECKHH MHUHUMYM,
OTHOCSIIIMICS K ONHCAHUIO MPEIMETOB,
CPEICTB M IPOILECCOB MPOQecCHOHATbHOMN
JeSITENBLHOCTH; 0COOEHHOCTH
IPOU3HOLIEHUS; MPaBUIa YTEHUS TEKCTOB
po¢eCCHOHAIBHON HAIIPaBICHHOCTH

IIK 1.1

OPUHUMATh  MPOU3BOJIbHBIE
Oyxraiarepckue

paccMaTpuBaeMble MUCHbMEHHOE
JI0Ka3aTeIbCTBO COBEpILECHUS
XO3SIICTBEHHON ONepanuy WM TOJy4YeHHe

IEpPBUYHBIE
JIOKYMEHTHI,
KaK

oOmue TpeOoBaHUS K OyXrajarepcKkomy
y4eTy B 4YacTU JIOKYMEHTHPOBAHMS BCEX
XO3SIMICTBEHHBIX JCUCTBUN U OIIEPALIUI;
MOHSATHE  TIEPBUYHOM  OyXTamTepckoit
JIOKYMEHTAIUU;




pa3peleHus Ha €€ IPOBEJICHUE;

NpPUHUMATh TEpBUYHBIE  OyXralTepcKue
JIOKYMEHTBI Ha OyMa)XHOM HOCHTENE U (WIIH)
B BUJE  DJEKTPOHHOTO  JIOKYMEHTa,

IIOANMCAHHOTO 3JIEKTPOHHOM MOJIUCHIO;
[POBEPATh  HAJIMYUE B  IPOU3BOJIBHBIX
NEPBUYHBIX OyXTalNTepCKUX JIOKYMEHTax
00s13aTeJIbHBIX PEKBU3UTOB;

IIPOBOAUTH bopmanbHyIO IIPOBEPKY
JOKYMEHTOB, HPOBEPKY IO CYIIECTBY,
apru(METHUECKYIO ITPOBEPKY;

HOPOBOANUTH  TPYNIIUPOBKY  IMEPBUYHBIX
OyXraiaTepckux JOKYMEHTOB IO  psay
IPU3HAKOB;

OPOBOJIUTh TAaKCUPOBKY M  KOHTHPOBKY

HEePBUYHBIX OYXTaITePCKUX JOKYMEHTOB;
OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3OupaTbcss B HOMEHKIIATYpE JIeIT;
3aHOCUTh JAHHBIE II0 CrPYHIIHPOBAHHBIM
JOKYMEHTaM B PETHCTPBI OyXraaTepcKoro

y4era;

nepeAaBaTb  IEpBUYHbIE  OyXxraiarepckue
JOKYMEHTBI B TEKYIIUH OyXTaJaTepCcKHid
apxuB;

nepeJaBaTh  NEpPBUYHbIE  OyXrajirepckue
JOKYMEHTBl B IIOCTOSIHHBIM apXxuB IO
UCTEUYECHUN YCTaHOBJICHHOT'O CpoKa
XpaHEHUs;

UCNPaBIATh  OMMOKM B IEPBUYHBIX

OyXTaJITEPCKUX JOKYMEHTAaX;

OTIpe/ieIeHne TEePBUYHBIX OYyXTalTepCKHX
JIOKYMEHTOB;

bopMBI  TEPBUYHBIX  OYXTaJTEpCKUX
JOKYMEHTOB, COZEPKAIlUX 00s3aTeNbHbIC
PEKBU3UTHI NEPBUYHOTO YYETHOTO
JOKYMEHTA;

HOPSIIOK IIPOBEICHUS MIPOBEPKH
NEPBUYHBIX OYXTaITepPCKUX TOKYMEHTOB,
dopmanbHOH  TPOBEPKH  JOKYMEHTOB,
IPOBEPKH IO CYMIECTBY, apr(pMeTHIeCKOi
MIPOBEPKH;

OPUHIONOBL M MPU3HAKK  TPYNITUPOBKH

IIEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTOB;
NOPSAJOK  IPOBEIEHUS TAaKCUPOBKU H
KOHTUPOBKH TIEPBUYHBIX OYXTaJITEpPCKUX
JIOKYMEHTOB;

MIOPSIIOK COCTaBJICHUSA
OyXrajnTepcKoro yuera;
IIpaBUjla U CPOKM XPAHEHHUs IEPBUYHOU
OyXrajnTepckoil JOKyMEeHTaluy;

pEerucTpoB

1.3. Kosim4ecTBO 4acoB HA 0OCBOeHHMe padoyeii mporpaMMbl y4eOHOI IMCIMIIIMHBI:

O6beM o0pa3oBaTenbHOM Harpy3ku o0ydvarorierocs - 42 yaca, B TOM 4YHCIIe:
- 00s13aTenbHast KOHTAKTHAs (ayJUTOpHAs) yueOHast Harpy3ka — 8 Jacos,
- TeopeThueckoe oOyueHue — 2 yaca;
- TpaKTUYECKHe 3aHATHs — 6 9acos;
- caMmocTosTenpHas padoTa — 34 yaca.

1.4. ®opma koHTpoOJIs: U DepeHIUPOBAHHbIHN 3a4eT.



