AHHOTALUA
paboueit mporpamMmbl y4eOHON JUCITUTUTMHBI
OI1.06 lokyMeHTanIuOHHOE O0ecrieyeHne YpaBJleHusl

1. MecTO TMCHMIJIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbl
VYyeOnass aucruruinHa «JloKyMeHTAllMOHHOE OOECIeueHUue YIpPaBICHUS» SBISIETCS
00s3aTeNbHOM  YacThi0  00IIENpo(eccCHOHAbHOTO IMKJIAa OCHOBHOM mpodeccHoHaIbHOU
oOpasoBarenbHONM mporpaMMmbl B cooTBercTBUM ¢ PI'OC no cnenualbHOCTH CpPETHEro
npodeccuonansHoro oopazosanus 38.02.01 DkoHOMHKA B OyXTaNTEPCKUi ydeT (TI0 OTpaciisiM).
2. Heapb u niiaHupyemblie pe3yJibTAThl 0CBOEHUS! U CHUILIMHBI

B paMKax IIporpamMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/ICH OCBauWBarOTC YMCHUSA U

3HaHUS.
Kon Ymenus 3HaHus

OK, IIK

OKO01. | pacmno3HaBathb 3a1auy W/WJH | aKTyaJbHBIH po¢eCCHOHATbHBIN u
npobieMmy B mpo(ecCHOHAIBHOM | COIMAIbHBIA ~ KOHTEKCT, B  KOTOPOM
127070171 COLIMAJIbHOM KOHTEKCTE; | IPUXOAUTCSA paboTaTh U JKUTh; OCHOBHBIE
aHATU3UPOBATH 3agauy W/WIM | UCTOYHUKK HHQOPMAIMM U PECypChl AJis
npoOjeMy M BBIIEIATH €€ COCTaBHbIE | pelleHus  3agad M [OpobieM B
4yacTH; OMNpPEAENATh 3Talbl pPEleHUs | IPo(hecCHOHATBHOM W/MIU  COLMAIbHOM
3aa4; BBIABIATH U A(P(EKTUBHO | KOHTEKCTE;
UCKaThb HMH(pOpPMAIMIO, HEOOXOAUMYIO | aJlTOPUTMBI  BBIMOJHEHUS  paboT B
JUIs  pelleHus  33Jadd  W/WIM | Tpo(ecCHOHANBHOM U CMEXHBIX 00J1acTsX;
pOoOJIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IU1aH NEHCTBUS; | CMEXHBIX cdepax; CTPYKTypy IUIaHa s
OTIpeNIeIUTh HEOOXOIUMBIE PECYPChI; | pEIIeHUs]  3a/Jad;  MOPAJOK  OLICHKH
BIQJIETh  AKTyaJbHBIMA  METOAAMH | PE3yJbTaTOB pereHus 3a1a4y
pabotel B mpodeccHoHaTbHONH U | MpodeCCHOHATBHON IeITeTbHOCTH
CMEXHBIX  cepax;  pealn3oBaTh
COCTaBJICHHBI  IJIaH;  OLIEHUBATh
pe3yapTaT M IOCIHEACTBHS CBOMX
neicTBUIl  (CaMOCTOSITENIBHO WM C
MOMOIIIbI0 HACTABHUKA)

OK 02. | ompenmenars 3agadud JUis [IOMCKAa | HOMEHKIIATypa UH(HOPMaIIMOHHBIX
uHpOpMaLnH; OTIpeNIeNIATh | HCTOYHUKOB MPUMEHSEMBIX B




Kon YmMmenus 3HaHus

OK, IIK
HEo0X0uMble UCTOYHUKHU | IPOPECCHOHATLHON NesTeNbHOCTH;
uHpOpMaLlMK; IJAHUPOBATh IPOLECC | IPUEMbI CTPYKTYPUPOBAaHUS HH(POPMALIUH;
IIOMCKa; CTPYKTYpUpOBaTh | popmat ohopMIICHUs pe3yabTaToOB IMOMCKA
MOJIy4aeMyto uH(popManuio; | HHPOopMaITUU
BBIICJIATE Hauboyiee 3HAUUMOE B
nepeyHe UMHGOpMalUU; OLIEHUBATh
PaKTUYECKYIO 3HAYHUMOCTb
pe3yabTaTOB  IMOMCKA;  OPOPMIISATH
pe3ysbTaThl IOUCKA

OK 03. | ompenensrts aKTyalbHOCTb | COJIEpP’KaHUE AaKTyaJbHOM HOPMAaTHUBHO-
HOPMAaTHBHO-TIPABOBOM NPaBOBOW JOKYMEHTAIlMH; COBpPEMEHHas
JOKYMEHTAIluM B TPOQPECCHOHATBHON | HaydHas u npodeccuoHaIbHas
NeSITeIbHOCTH; IPUMEHSTH | TEPMUHOJIOTHS; BO3MOXHBIE TPAeKTOPUU
COBPEMEHHYIO Hay4YHYIO | IpO(EeCCHOHAIBHOIO pa3BUTHSA U
MpOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CAaMOOOpa30BaHUs
OTIpeNIeNsTh " BBICTPANBATh
TPaeKTOPUHU npo¢ecCuoHaIBLHOI0
pa3BUTHS U CAaMOOOPa30BaHUS

OK 04. | opranu3oBbiBaTh pabOTy KOJJICKTHBA | IICHXOJIOTMYECKHE OCHOBBI JESITEIHHOCTH
M KOMaHJbl; B3aWMOJICHCTBOBaTh C | KOJUIEKTHBA, TMICHXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JIMYHOCTH; OCHOBBI
KJIMEeHTaMHU B XOJIe | MPOEKTHOW AEATeNbHOCTU
poeCCHOHAIBHON e TEHHOCTH

OK 05. | rpamMOTHO wH31aratb CBOM MBICIIM ¥ | OCOOCHHOCTH COIMAIBHOTO U KYJIBTYPHOTO
oopMIIATH JTOKYMEHTBI 10 | KOHTEKCTA; npaBuiIa oopmienus
npodecCHOHATBLHOM  TeMaTHKE  Ha | IOKYMEHTOB W IOCTPOEHHsS  YCTHBIX
TOCYJapCTBEHHOM SI3BIKE, TPOSIBIISATH | COOOIICHUH
TOJIEPAaHTHOCTh B pabouem
KOJIJICKTHBE

OK 09. | npumeHSTH CpEICTBA | COBPEMEHHBIE CpEICTBA M yCTpPOWCTBa

MH(OPMALIMOHHBIX TEXHOJIOTUH ISt
peueHus NpoQecCHOHANbHBIX 3a/1ay;

HCIIOJIB30BAaTh COBPCMCHHOC

nH(pOpMaTU3ALINN; MOPSTIOK ux
IIPUMEHEHHUS U IIPOrpaMMHOE
obecrieueHne B npogeccuoHaTbHON




Kon
OK, IIK

VYMmenus

3Hauusg

MMporpaMMHOC obecneyeHue

JACATCIIBHOCTH

OK 10.

NOHUMAaTh  OOIIMH  CMBICI  YETKO
MPOU3HECEHHBIX BBICKA3bIBAaHUI Ha
W3BECTHBIE TeMBI (ITpodeccuoHaTbHBIE
U OBITOBBIC), TOHMMATh TEKCTHI Ha
0a3oBble MPOGECCHOHAIBLHBIC TEMBI,
y4acTBOBATh B TUANIOTaX HA 3HAKOMBIE
obme W MpoQeCcCHOHATBHBIE TEMBI,
CTPOUTH TMPOCTHIC BBICKA3bIBAHUS O
cebe u 0 cBoel mpodeccruoHaTbHON
JESTEIIBHOCTH; KPaTKo 0OOCHOBHIBATH
U OOBSCHUTH  CBOM  JCHCTBHS
(Tekymmue W TUIAHUPYEMBIE); MUCaTh
CBSI3HBIC

IIPOCTBIC COO6H.I€HI/I$I Ha

3HAKOMBIE W MHTEpECYIoIINe

poeCCHOHAIBHBIEC TEMBI

NpaBUiIa MOCTPOCHUS TMPOCTHIX U CIIOKHBIX
NpeUIOKEHUH Ha  Mpo(ecCHOHATBHBIC
TEMbI, OCHOBHBIE OOIICYIOTPEOUTEIbHBIE
riaroyibl (ObITOBass W TMpodeccuoHaIbHas
JICKCHKA); JICKCHUYECKHH MUHUMYM,
OTHOCSIIIIMICS K ONHCAHUIO TPEIMETOB,
CPEZICTB M IPOIECCOB MPOPEeCCHOHATHHOM
NeSITeITbHOCTH, 0COOCHHOCTH
MPOU3HOUICHHUS; NPaBUJIa YTEHUS TEKCTOB

poeCCHOHAIBHON HAIIPaBICHHOCTH

IK 1.1.

MNPpUHHUMATDH ITPOU3BOJIBHBIC

IIEpPBUYHbIC Oyxranrepckue
JIOKYMEHTBI, pPAacCMaTpUBAEMbIE€ Kak
MACbMEHHOE JI0Ka3aTesIbCTBO
COBEPILIECHUSA XO03SIMCTBEHHOMN

orepanuu 17001 MOJTyYCHHE
paspelleHus Ha ee MPOBEICHHE;

MMPpUHHUMATh INEPBUYHEBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaxHOM HocHTene W (WIH) B BUIE

3JIEKTPOHHOTO JIOKYMEHTa,
MOAITMCAaHHOTO AIEKTPOHHOU
MOJITHCEHIO;

[IPOBEPATh HAJIMYUE B IIPOU3BOJIBHBIX
MEPBUYHBIX OyXraiaTepckux
JIOKyMEHTaxX 00s13aTEeNbHBIX

PEKBU3HUTOB;

oOmue TpeOoBaHUS K OyXrajarepckomy
y4eTy B 4YacTU JTOKYMEHTHPOBAHMS BCEX
XO3SIUCTBEHHBIX JIEVCTBUI U ONEpALU;
MOHSATHE  TIEPBUYHOM  OyXramTepckoit
JIOKyMEHTal1Y;

olpesielieHne TEePBUYHBIX OYXTaJlTepCKUX
JIOKYMEHTOB;

bopMbI OyXraiaTepcKkux

JOKYMCHTOB, COACPIKAIIUX 00s13aTeNbHbIC

NEPBHUYHBIX

PEKBU3UTHI [IEPBUYHOTO Y4ETHOTO
JIOKYMEHTA;
MTOPSIIOK IIPOBE/ICHUS MIPOBEPKHU

NEPBHUYHBIX 6YXFaJ'ITepCKI/IX JOKYMCHTOB,

dopmManbHOH  TPOBEPKH  JOKYMEHTOB,
IIPOBEPKHU IO CYILIECTBY, apu(pMeTHIECKON
IIPOBEPKU;

INPUHUUIIBI W IPU3HAKUA TPYNIHUPOBKU




Kon
OK, IIK

VYMmenus

3Hauusg

OPOBOIUTH (HOpPMaNbHYIO IPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(METHUECKYIO TPOBEPKY;
IPOBOAUTH TI'PYNIMPOBKY MEPBUUYHBIX
OyXraJTepCKUX JOKYMEHTOB IO sy
IIPU3HAKOB;

IIPOBOAMUTH TAKCUPOBKY U KOHTHUPOBKY
HEPBUYHBIX OyXraiaTepckux
JIOKYMEHTOB;

OpPraHU30BBIBATH IOKYMEHTOO0OPOT;
pa3z0buparbcs B HOMEHKJIAType Ael;
3aHOCUTh JTaHHbIE o
CIPYNIIUPOBAHHBIM  JOKYMEHTaM B
PErUCTpBl OYXTraJlTepCKOro yuerTa;
nepeaaBaTh [IEpBUYHbIE
Oyxrajrepckue JIOKYMEHTBI B
TEKYLUI OyXranTepcKuii apxus;
nepesaBaTh IIEPBUYHBIE
OyxrajTepckue JIOKYMEHTBI B
MOCTOSIHHBIA apXUB MO HMCTEUEHUH
YCTaHOBJIEHHOI'O CPOKA XPaHEHUS;
UCTIPABIATh OHIMOKH B MEPBUYHBIX

6yXl"aJ'ITepCKI/IX JOKYMCHTAXx;

MEPBUYHBIX OyXTaNTepCKUX JOKYMEHTOB;

NOPSAJOK  IPOBEIEHUS TAaKCUPOBKU H
KOHTUPOBKH TIEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;
HOPAIOK COCTaBJICHUS pErUCTpOB
OyXrajnTepcKoro yuera;

IIpaBUjla U CPOKM XPaHEHHUs IEPBUYHOMN

OyXTalnTepCKON JOKYMEHTAIINH;

3. O0beM y4eOHO# JMCIHUIIJIMHBI M BUABI Y4e0HOH padoThI

Bup yuye6Hoi padoTbl O0beMm B yacax
O6beM 00pa3oBaTeNbHOI MporpaMMbl y4eOHON AUCIUTIITMHBI 46
O6beM paboThl 00yUaIOIUXCS BO B3aUMOEHCTBUM € TIPETIOAaBaTeIeM: 36
B TOM YHUCIIE:
TEOpPETUIECKOEe O0yueHUE 12




Bun yueOHo# padoThI

O0BeM B yacax

MPAKTUYECKHUE 3aHATUS 24
nabopaTopHbIe PaOOTHI )
KOHTPOJIbHBIE paOOTHI )
KypcoBasi paboTa (IpOoeKT) )
caMoOCTOsATeNIbHAs padoTa 10

KOHCYJIbTallUKU

[IpomexyTouHas aTTectanus B opMe KOMILIEKCHOTO U pepeHIupoBaHHOrO 3a4eTa C

OI1.12 MenemxMeHT

4. TemaTH4ecKHUii MJIaH y4eOHOMH TUCHUTLINHBI
Tewma 1. Beengenue. JIokyMeHT 1 cucteMa JOKyMEHTalUU
Tema 2. Opranu3aiiioOHHO-PacCHOPSAUTEIbHBIE JOKYMEHTBI
Tema 3. KanpoBas nokymeHTanus
Tewma 4. JloroBopHO-TIpaBOBasi JOKyMEHTALUs
Tewma 5. [TonsiTue 1OKyMEeHTO000pOTA, PETUCTPALIMS TOKYMEHTOB

Tema 6. Opranusaiys onepaTuBHOIO U apXUBHOTO XPAHEHUs




