AHHOTAUMS K padoyell mporpamMmme
no pucuuniaude OI1.06 lokymeHTannoHHOE o0ecnieyeHre yIPpaBJIeHHUA

1.1. Mecto yuyeOHO! AMCHMINIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NPOrpaMMmblI

VYyeOHass aucHUIUIMHA «J{OKyMEHTAllMOHHOE OOECIEUEHUE YIPABICHUSI» SIBIISETCA
00s13aTeJIbHON YacThI0 00IENPOPECCHOHATBHOTO LKA IPUMEPHOI OCHOBHOI 00pa3oBaTeIbHON
nporpammbel B cootBerctBun ¢ PI'OC CIIO no cnenmansHoctu 38.02.01 DxoHOMMKA U
OyXTaJITEPCKHI yUeT (110 OTPACIIsM).

VYuebHas aucuuIuinHa «J{oKyMeHTalMOHHOE 0OecrieueHre yIpaBIeHUs» 00eCIIeYMBaeT
(dopmupoBaHrue NPO(PECCHOHANBHBIX U OOIIMX KOMIIETEHIMH MO BCEM BHJAM JEATEIbHOCTH
®I'OC no cnenmansHocTH 38.02.01. DKOHOMUKA U OYXTaNTEPCKUN yUeT (110 OTPaciisaM).

Oco6oe 3HaueHue yueOHas JUCIUIUIMHA UMeeT ITpU (OPMUPOBAHUU U PA3BUTUHU OOLIUX
U Ipo(heCcCHOHANTBHBIX KOMIETESHIUH.

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

OK 01 BeiOupars cioco0sl pemenus 3a1a4 npohecCHOHAIBHON JesITeIbHOCTH, TPUMEHHUTEIHHO
K Pa3JIMYHBIM KOHTEKCTaM.

OK 02 Hcmonp30BaTh COBpEeMEHHBIE CIIOCOOBI MIOMCKA, aHATH3a M MHTEPIPETAlly HHPOPMALIUU
U MH(OpPMAIIMOHHBIE TEXHOJIOTUH JJIs BBIIOJIHEHUS 33134 NPo(eCcCHOHAIIBHON JesITeIbHOCTH.
OK 03 IImanupoBaTh W peaqnu30BBIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE M JHYHOCTHOE
pasBUTHE, NPEANPUHUMATENIBCKYIO JEATEIbHOCTh B NPOGECCHOHATIBHON cdepe, HCIOoIb30BaTh
3HAHUS 110 (PUHAHCOBON I'PAMOTHOCTHU B PA3IIMYHBIX )KU3HEHHBIX CUTYAIHSIX.

OK 04 D¢ dexTuBHO B3auMOIEHCTBOBATh U pabOTaTh B KOJIJICKTUBE M KOMAH/IE.

OK 05 OcymiecTBisiTh YCTHYIO M NMHCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM S3BIKE
Poccuiickoii @enepaiiuy ¢ yueToM 0COOCHHOCTEH COLMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09 Ilonp3oBatbes MpodhecCHOHANBHOM TOKyMEHTAIMEH Ha TOCY1apCTBEHHOM M HHOCTPAaHHOM
A3bIKAX.

I1K 1.1. O6pabatbiBaTh NEpBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

1.2. Heab u miaHupyemble pe3yJbTaThl 0CBOCHHS YUeOHOH AMCIHUILIHHBI:

Ienpto  wu3ydyeHuss y4eOHOM  aUCHMIUIMHBI  JIOKyMEHTaluMoHHOEe oOecreueHue
ABIIIETCS TOJTYYEHHE TEOPETUUYECKUX 3HAaHUHN U MPAKTUYECKUX HABBIKOB B 00JIACTH OpraHu3aluu
JIEJIONPOU3BOJICTBA U JOKYMEHTOO0OPOTa B OpraHU3aLUsX.

B pe3ynbrare ocBoeHUs yueOHON AUCHUILTMHBI 00Y4atOLUiics JOIKeH

HMeTh NPAKTHYEeCKUH ONbIT:

- odopMmIileHUs, TPOBEPKU MPABUIBHOCTU COCTAaBIIEHHs, OOECHEeUeHHs, XpaHEHMs
OpPraHU3alMIOHHO — PAaCHOPSAIUTENbHBIX U UHBIX HEOOXOAUMBIX JOKYMEHTOB C MCIOJb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

B pamkax nporpammbl y4eOHOM AUCHUIIIMHBI 00yUYaIOIUMUCS OCBAaUBAIOTCS YMEHUS U

3HaHUS
Kon YMeHus 3HaHuA
I1K, OK
OK 01 pacrio3HaBaTh 3aJauy U/Win npoOaeMy | akTyaJlbHbIN npodeccuoHaIbHBIN u
B poeCCHOHATEHOM W/WIA | COMAIBHBIA ~ KOHTEKCT, B  KOTOPOM
COLMAIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KUTh; OCHOBHBIE
aHATM3UPOBATH 3amaqy W/WIA | ICTOYHUKA WH(MOPMAIUK U PECYpPCHI IS

npobjeMy M BBIIETATH €€ COCTaBHbIEC | pelieHust  3agad M 1pobiem B
YacTH; OMNpEAeNsATh 3Talbl peleHus | Ipo(ecCUOHATPHOM W/WIM  COLUAIbHOM
3aJaud; BBIABIATH U D(PPEKTUBHO | KOHTEKCTE;

UCKaTh MH(pOpPMaLMIO, HEOOXOIUMYIO | ITOPUTMBI  BBIMOJIHEHUS  paboT B
JUIs  pelieHus  33Jadd  W/HiIM | TpoecCHOHAIBHON U CMEXHBIX 001aCTsX;
po0JIeMBI; MeTOJIbl paboThl B MpodeccHOHATbHON U




COCTaBUTh TUTaH NeHCTBUS;
OTpeIeIUTh HEOOXOAUMBIE PECYPCHI;
BIQJICTh  AKTyaJbHBIMH  METOJAMH
paboTel B mpodecCHOHAIBLHONH U
CMEXHBIX  cdepax;  peann3oBaTh
COCTaBJICHHBIA  IUIaH;  OLEHUBATh
pe3yinbTaT W TMOCIEACTBUS CBOMX
JNEHCTBUIM  (CaMOCTOSITEIBHO WJIM €
MOMOIIIbIO0 HACTABHUKA)

CMEXHBIX c(epax; CTPYKTypy IUTaHa IJis
pelieHus  3aJay;  MOPAJOK  OIICHKHU
pe3yJIbTaToB pelieHus 3aj1a4
pohecCUOHATLHON NesTeNbHOCTH

OK 02 omnpeneNnaTh 3ajadyd Uil [IOMCKa | HOMEHKJIATypa MH(GOPMaLMOHHBIX
uHpOpMaLnu; OIIpEAEIATh | UICTOYHUKOB IIPUMEHSIEMbIX B
HEo0X0uMble UCTOYHUKHU | IpOodecCHOHATbHON NesITeIbHOCTH;
uHpOpMaLMK; TJIAHUPOBATH IPOLECC | IPHUEMbI CTPYKTYPUPOBAHUS HH(OPMAIIIH;
HIOUCKA; CTPYKTYpUpPOBaTh | popMar ohOpMIIEHUS pe3yabTaTOB ITOKCKA
NoJy4aeMyro HH(OPMAIHIO; BELACTATH | HH(OpMAIHK
HauOojiee 3HAUUMOE B  IE€pEeyHe
uHpOpMAaLNH; OLICHUBATh
PaKTUYECKYIO 3HaYMMOCTb
pe3ysibTaToB  IOUCKA;  O(OpMIIATH
pe3yJbTaThl IOUCKA

OK 03 OIpeNeNATh aKTyaJIbHOCTb | COZEpKAHUE aKTyaJbHOM HOPMaTUBHO-
HOPMAaTHUBHO-IIPABOBOM IPaBOBOM JIOKYMEHTAIlMH; COBpPEMEHHas
JOKYMEHTAlluu B NPO(PECCUOHAIBHON | HayyHas u npodeccruoHaIbHas
NeSITeIbHOCTH; IPUMEHATH | TEPMUHOJIOTHUS; BO3MOXHBIE TPAeKTOPUU
COBPEMEHHYIO HAYYHYIO | TPO(ECCHOHATHLHOTO pa3BUTHUS u
npoeCCHOHATIBHYI0 TEPMHUHOJIOIHIO; | caMOOOpa30BaHuUs
OIpEEIATh u BBICTpauBaTh
TPaeKTOPUHU npo¢ecCuoHaIbHOI0
pa3BUTHS U CaMO00Opa30BaHUs

OK 04 OpraHU30BbIBAaTh PA0OTY KOJIJIEKTHBA M | ICUXOJIOTHYECKUE OCHOBBI JEATEIbHOCTU
KOMaHJbl;  B3aUMOJEWCTBOBAaTH  C | KOJJICKTUBA, MICUXOJIOTHYECKHE
KOJUIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JIMYHOCTH; OCHOBBI
KJIMEHTaMHU B X0J1€ TPO(PecCHOHAIBHOM | MPOEKTHOM NeSATENIbHOCTH
JESTEIIBHOCTH

OK 05 rPaMOTHO H3JIaraTb CBOM MBICIH U | OCOOEHHOCTH COLIMAIBHOIO U KYJIbTYPHOI'O
oopMIATH JIOKYMEHTBI 10 | KOHTEKCTA; IIpaBuIIa oopmienus
npodeccuoHaNbHOM  TeMaTWKEe  Ha | JOKYMEHTOB M  IOCTPOEHMSI  YCTHBIX
rOCyJapCTBEHHOM SI3bIKE, TMPOSIBIIATH | COOOIIEHUM
TOJIPAHTHOCTH B paboueM KOJJICKTHBE

OK 09 IIPUMEHSITD CPEICTBA | COBPEMEHHBIE CpPEACTBA M YCTPOWCTBa
MH(OPMALIMOHHBIX TEXHOJOTUN Uil | HHpOpMaTH3aLUY; HOPSIOK ux
peuieHns NpoQecCHOHAIbHBIX 33/a4; | IPUMEHEHUS U IPOrpaMMHOe oOecrieueHue
HCIIOJIb30BaTh COBPEMEHHOE | B MPO(PECCHOHAIBHOM 1EATENbHOCTH
IporpaMMHOe o0ecrieyeHue

OK 10 MOHMMATh OOMIMM  CMBICT  YETKO | IMpaBUJIa MOCTPOEHHUS MPOCTHIX U CIOKHBIX

NPOM3HECEHHBIX BBICKA3bIBAHUN Ha
U3BECTHBIE TEMBI (MTpodeccuoHaNbHbIE
U OBITOBbIE), MOHMMATh TEKCTHl Ha
0a3oBbie TIPO(EeCCHOHATBHBIE TEMBI;
y4acTBOBAaTh B JMAJIOrax Ha 3HAKOMbIE
obmue u mpodeccCHuoHATbHBIE TEMBI;
CTPOUTH TPOCTHIE BBICKA3bIBAHUS O

NpeUIoKeHUl Ha  mpodeccuoHaIbHbIE
TEMBI; OCHOBHBIE OOIIEYIOTPEONUTENHHBIC
rinarosiel (ObITOBasgs M MpodeccHOHaIbHAsS
JIEKCUKA); JIEKCUYECKHUI MUHUMYM,
OTHOCSIIIMMCS K ONHCAaHUIO IIPEIMETOB,
CPEICTB U MPOIECCOB MpodecCHOHATBHON
JIESITENIBHOCTH, 0COOEHHOCTH




cebe W 0 cBoell mpodeccHoHANbHOM
NEeSTEIbBHOCTH; KPaTKo 00OCHOBBIBATh
1 OOBSCHUTH CBOU JEHCTBUS (TEKYIIUE
U IUIaHUpYEMBIE); MNHUCaThb MPOCTHIE
CBSI3HBIE COOOIIECHUS HAa 3HAKOMBIE UJTH

NPOU3HOUICHUS; IMpaBUjia YTCHHUA TCKCTOB
npoeCCHOHATTLHON HANPaBIECHHOCTH

NPOBOIUTH (DOPMANBHYIO TIPOBEPKY
JIOKYMEHTOB, IPOBEPKY IO CYLIECTBY,
apu(pMETUUYECKYIO TIPOBEPKY;

HIPOBOJUTH TPYIIIUPOBKY MEPBUYHBIX
OyXraiaTepckux JOKYMEHTOB IO Py

IIPU3HAKOB;

IIPOBOJIUTH TAKCHUPOBKY U KOHTUPOBKY
MEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

OpraHU30BBIBATh IOKYyMEHTOOOOPOT;
pa3buparbcsi B HOMEHKIIATYpe Jed;
3aHOCHUTH JaHHBbIC 110
CTPYNIHUPOBAHHBIM  JOKYMEHTaM B
perucTpsl OyXrajaTepcKkoro y4yera;
nepesaBaTh IIEPBUYHBIE
OyxrajaTepckue T0KyMEHTHI B TEKYLIUI
OyXranTepckuil apxus;

nepeaaBaTb IECPBHUYHBIC
Oyxranrepckue JIOKYMEHTBI B
MMOCTOSTHHBIH apxXuB TII0 HCTCUYCHHU
YCTaHOBJIEHHOTI'O CPOKA XpaHEHUS;
HCITPABJIATH OIIINOKU B MEPBHUYHBIX
OyXraJTepCKUX TJOKYMEHTaX;

UHTEpECyIolne MpodeccuoHaNbHbIE
TEMBI

IK 1.1 MIPUHUMATh MIPOU3BOJIBHBIC | OOIIME TpeOOBaHUS K OyXrajaTepcKkomy
HIEPBUYHBIE OyXranTepcKue | y4eTy B 4acTh JTOKYMEHTHPOBAHHUS BCEX
JOKYMEHTBI, paccMaTpUBaeMble KakK | XO3sIMICTBEHHBIX JCHCTBHI U Omepanuii;
IIMCBbMEHHOE JI0KA3aTeNIbCTBO | MOHATHE  TMEPBUYHONW  OyXraiaTepckoi
COBEpIICHHUS XO3SUCTBEHHON | JOKYMEHTAIUH;
orepanuu WIH MOJTyYCHHE | OTIPE/IeICHNEe TEePBUYHBIX OYyXTalTepCKUX
pas3pelleHus Ha ee MPOBEICHUE; JIOKYMEHTOB;
IPUHUMATh nepBUYHbIe | OPMBI  TEPBUYHBIX  OyXTraaTepCKUX
OyxrajaTrepckue JIOKYMEHTBI Ha | JOKYMEHTOB, COJEpKalluX 00s3aTeNbHbIC
OyMa)xxHOM Hocutene U (WIH) B BUJE | PEKBU3UTHI IIEPBUYHOTO Y4ETHOIO
3IEKTPOHHOTO JIOKYMEHTA, | TOKYMEHTA;
HOJNUCAHHOTO AJIEKTPOHHOM | MOPSAI0K [IPOBEICHUS IIPOBEPKU
MOJIMUCKIO; HNEPBUYHBIX OYXTaldTepCKUX JOKYMEHTOB,
NPOBEPATh HAJTMYUE B MPOHM3BOIBHBIX | (OpPMaNbHON  NMPOBEPKH  JIOKYMEHTOB,
MEPBUYHBIX OyXraiaTepcKux | IPOBEPKHU IO CYIIECTBY, apupMETHIECKON
JIOKYMEHTax 00s13aTENbHBIX | IPOBEPKU;
PEKBU3HUTOB; OPUHLUINBL ¥ TPU3HAKH TPYIIHPOBKU

NEPBUYHBIX OYXTaJITEPCKUX IOKYMEHTOB;
NOpSAJOK  IIPOBEJNEHUS TAaKCUPOBKU U
KOHTHUPOBKHM TIEPBUYHBIX OyXTalTepCKUX
JIOKYMEHTOB;

HOPSIOK COCTaBJICHUSA
OyXraJTepcKoro yuera,
IpaBUJIa U CPOKH XPAHEHHs INEPBUYHOU
OyXrajaTepckoil TOKyMeHTalluu;

perucTpos

1.3. KotnuecTBO 4acoB Ha ocBOeHHe padoyeil NporpaMMbl AUCHHUIINHBI:

MakcumanbHas Harpy3ka odydaromerocs -42 yaca, B TOM 4HCIIeE:

- TeopeTHyYecKoe 00y4deHne — 2 Jaca,
- IpaKTUIeckoe oOyueHue — 6 Jacos;




- camocTosTenpHas pabora — 34 Jaca.

1.4. ®opma kouTposi: nuddepeHIIUPOBAHHBIN 3a4eT.



