AHHOTALUA
paboueit mporpamMmbl y4eOHON JUCITUTUTMHBI
OI1.06 lokyMeHTanIuOHHOE O0ecrieyeHne YpaBJleHusl

1. MecTo 1MCUMILIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTeIbHOM MPOrpaMMbl
VYyeOnass aucruruinHa «JloKyMeHTAllMOHHOE OOECIeueHUue YIpPaBICHUS» SBISIETCS
00s3aTeNbHOM  YacThi0  00IIENpo(eccCHOHAbHOTO IMKJIAa OCHOBHOM mpodeccHoHaIbHOU
oOpasoBarenbHONM mporpaMMmbl B cooTBercTBUM ¢ PI'OC no cnenualbHOCTH CpPETHEro

npodeccuonansHoro oopazoBanus 38.02.01 DxoHOMHKA B OyXTanTepCKuid yueT (10 OTpaciisaMm).

2. I_[e.m, U IVIAaHUPYEMBbI€ PE3yJbTaThbl OCBOCHUSA TUCHUIIJINHDI

B pamkax mporpaMMbl y4eOHOH JMCHHILIMHBI OOYYAIOIIMMUCS OCBAMBAIOTCS YMCHHS H

3HaHUS.
Kon VYMenus 3HaHug

OK, IIK

OK 01. | pacno3naBath 3a1aqy W/WIN | aKTyaJbHBIN npodeCCHOHATBHBIN u
npobieMmy B Npo(ecCHOHAIBHOM | COIMANbHBIA ~ KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHBIC
aHaJIM3UPOBATh 3aauy W/WIK | AICTOYHUKM MHQOPMALUMK U PEecypehl A
npoOiieMy UM BBIAENATH €€ COCTaBHbBIE | pellleHUsl  3aJady W 1pobieM B
4yacTH; OMNpPEAENATh 3Talbl pPEleHUs | Ipo(hecCHOHATbHOM W/MIU  COLMAIbHOM
3aJaud; BBIABIATH U D(PPEKTUBHO | KOHTEKCTE;
UCKaThb HMH(pOpPMAIMIO, HEOOXOAUMYIO | aJlTOPUTMBI  BBIMOJHEHUS  paboT B
JUIsL  pellleHus  3aJauyd  W/WiM | IpoecCHOHaTbHOM M CMEXHBIX 00J1acTsX;
pOo0JIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IU1aH JeMCTBUS; | CMEXHBIX cepax; CTPyKTypy IJIaHa ajs
OTIpeNIeIUTh HEOOXOIUMBIE PECYPChI; | pEIIeHUs]  3a/Ja4;  TMOPAJOK  OLICHKH
BJIQJIETh  aKTyaJbHBIMU  METOAAMH | Pe3yJIbTaTOB pelieHus 3a1a4y
paboTtel B mpodeccHoHaTbHONH U | MpodeCCUOHATBHON IeITeTbHOCTH
CMEeXHBIX  cdepax;  peaau3oBaTh
COCTaBJICHHBI  IJIaH;  OLIEHUBATh
pe3yabTaT U MOCHEACTBHUS  CBOUX
neicTBUIl  (CaMOCTOSITENIBHO WM C
MOMOIIBIO HACTAaBHUKA)

OK 02. |ompenmenars 3amaud Ui [IOMCKAa | HOMEHKIIATYpa UH(POPMALIMOHHBIX




Kon YmMmenus 3HaHus

OK, IIK
uHpopManuy; OIIPEIETATh | HCTOYHUKOB HPUMEHSAEMbIX B
HEOoOXOaMMBbIE UCTOYHHKH | IPO(ECCHOHATILHOM IEATeNbHOCTH;
uHpOpPMaLMK; TJIAHUPOBAThH IPOLECC | MPHUEMbI CTPYKTYPUPOBAHUS HUH(OPMAIIHNH;
IIOMCKa; CTPYKTYpUpoOBaTh | popmar ohopMIICHUs pe3yabTaTOB IMOMCKa
HOJTy4aeMyIo uHdopManuio; | nHGopManuu
BBIJICTATH Hawbojee 3HAauyMMoe B
nepeyHe WHGOpPMANNU; OLIEHUBATH
NPaKTUYIECKYIO 3HAYMMOCTb
pe3yJIbTaToOB  MOUCKA;  OQOPMIIATH
pE3yJIbTaThl IOUCKA

OK 03. | ompenensrtsb aKTyaJIbHOCTD | COJIEP)KAHHE AaKTYaJbHOM HOPMAaTHBHO-
HOPMAaTHBHO-TIPABOBOM NPaBOBOW JOKYMEHTAIlMH; COBpPEMEHHas
JOKYMEHTallMK B MPOQECCHOHATBHON | Hay4YHas u npodeccroHagbHas
JeATeNILHOCTH; NPUMEHATH | TCPMUHOJIOTHSI; BO3MOXKHBIE TpPACKTOPUHU
COBPEMEHHYIO HAYYHYIO | TPO(ECCHOHATEHOTO pa3BUTHS "
MpOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CaMOOOpa30oBaHUs
OTIpeNeNsTh u BBICTPaNBATh
TPaeKTOPUHU npo¢ecCuoHaIbLHOIO
pPa3BUTHS U caMO0Opa30BaHUs

OK 04. | opranu3oBbiBaTh pabOTy KOJJICKTHBA | IICHXOJIOTMYECKHE OCHOBBI JESITEIHHOCTH
U KOMaHJbl; B3aUMOJIEHICTBOBaTh C | KOJUIEKTHUBA, MICUXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JIMYHOCTH; OCHOBBI
KIIMCHTaMHU B XOJIe | MPOEKTHOW AEATEIbHOCTH
poeCCHOHATBHON e TENHHOCTH

OK 05. | rpamMOTHO wH31araTb CBOM MBICIH M | OCOOEHHOCTH COLMAIBHOTO U KYJIBTYPHOTO
oopMIIATH JTOKYMEHTBI 10 | KOHTEKCTA; npaBuiIa oopmienus
npopeCcCHOHATBPHON  TEMaTHKE Ha | TOKyMEHTOB W  TOCTPOSHHSI  YCTHBIX
TOCYJapCTBEHHOM SI3BIKE, TPOSIBIISATH | COOOIICHUH
TOJICPAaHTHOCTb B pabouem
KOJIJICKTHBE

OK 09. | npumeHSTH CPEICTBA | COBPEMEHHBIE CpPEICTBA M YyCTpPOWCTBa

WH(OPMALIMOHHBIX TEXHOJIOTUN ISt

peueHus NpoQecCHOHANBHBIX 3a/1ay;

uHpOpMaTU3aIUH; MIOPSIA0K ux

MPUMCHCHUA n nporpaMmMHOC




Kon
OK, IIK

VYMmenus

3Hauusg

HCIIOJIB30BAaTh COBPEMCHHOC

MMporpaMMHOC obecneyeHue

obecrieueHne B npo¢eCCuOHAITBHON

JACATCIIBHOCTH

OK 10.

IIOHUMaThb  OOIIMH  CMBICA  YETKO
MPOM3HECEHHBIX BBICKA3bIBAaHUI Ha
M3BECTHBIC TeMbI (ITPodecCHOHATbHBIE
U OBITOBBIC), TOHMMATh TEKCTHI Ha
0a3oBbie TPO(HECCHOHANBLHBIC TEMBI,
y4acTBOBATh B TUAIOTaX HA 3HAKOMBIE
o0me U MnpoecCHOHANBHBIC TEMBI,
CTPOUTH IMPOCThIC BBICKA3bIBAHUSA O
cebe m 0 cBoeil mpodeccrnoHAIBHON
JESTSIIbHOCTH; KPaTKO 0OOCHOBHIBATH
U OOBSCHHTHL  CBOM  JEHCTBUSA
(Tekymmue W TUIAHUPYEMBIE); IMUCaTh
COOOIIEHUsT Ha

IMPOCTBIC  CBA3HBLIC

3HAKOMblE  WJIM  HMHTEpECYIolue

npoecCHOHANBEHBIE TEMBI

IpaBUjIa MOCTPOCHUS MPOCTHIX U CIIOKHBIX
NpeUIOKEHN  Ha  mpodecCHOHATIbHBIE
TEMBbI; OCHOBHBIC OOIIEYNOTPEOUTEILHBIC
riaroyibl (ObITOBass W TMpodeccHoHaIbHas
JIEKCUKA); JIEKCUYECKUI MUHUMYM,
OTHOCSIIMICS K ONHCAHUIO IPEIMETOB,
CPEICTB M TPOIIECCOB MPOPECCHOHATBHOM
JeSITeITbHOCTH, 0COOCHHOCTH
MPOU3HOUICHHUS; NPAaBUIa YTEHUS TEKCTOB

po(eCCHOHAIBHON HAIIPaBICHHOCTH

IIK 1.1.

MNPpUHHUMATDH ITPOU3BOJIBHBIC

MEPBUYHbBIC Oyxranrepckue
JIOKYMEHTBI, pPAacCMaTpUBAEMbIE€ KakK
MMUCbMEHHOE JI0Ka3aTeIbCTBO
COBEPILIECHUSA XO03SIMCTBEHHOMN

orepanuu 170171 MOJTy4eHHE
paspelicHus Ha ee IPOBE/ICHHUE;

NPUHUMATh TICPBUYHBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaxHOM HocuTene W (WIM) B BUIE

3JIEKTPOHHOTO JIOKYMEHTA,
MOAITMCAHHOTO AIEKTPOHHOU
MOIITNCEIO;

MIPOBEPSITh HAIMYKE B MPOU3BOIBHBIX
MEPBUYHBIX OyXranatTepckux

AOKYMCHTax 00s13aTEIbHBIX

o0mue TpeOoBaHUS K OyXrajarepckomy
y4eTy B 4YacTH JIOKYMEHTHPOBAHMS BCEX
XO3SIUCTBEHHBIX JIEVCTBUI U ONEpALU;
MOHATHE  TEPBUYHOM  OyXranTepckoi
JIOKyMEHTal1Y;

Onpe/ieNieHue MEePBUYHBIX OyXrajlTepcKuX
JTOKYMEHTOB;

bopmbl OyXranTepcKux

JOKYMCHTOB, COACPIKAIIUX 00s13aTeNbHbIC

TICPBUYHBIX

PEKBU3UTHI NEPBUYHOTO Y4ETHOTO
JIOKYMEHTA;
MOPSAIOK IIPOBEACHUS IIPOBEPKU

NEPBHUYHBIX 6YXFaJ'ITepCKI/IX JOKYMCHTOB,

dbopManbHOW  TMPOBEPKH  JOKYMEHTOB,
MIPOBEPKHU MO CYILIECTBY, apu(pMeTHUECKON

IIPOBEPKU;




Kon YmMmenus 3HaHus
OK, IIK
PEKBU3UTOB; OPUHLUIBI M NPU3HAKU TPYHNIUPOBKU
IPOBOJIUTH (OpPMabHYI0 TNPOBEPKY | MEPBUUHBIX OyXIaITEPCKUX JOKYMEHTOB;
JOKYMEHTOB, TIPOBEPKY IO CYIIECTBY, | MOPSIOK MPOBEIEHUS TAKCUPOBKH H
apu(METHUECKYIO TPOBEPKY; KOHTUPOBKH TIEPBUYHBIX OYXTaJITEPCKUX
IPOBOJUTH T'PYIIIUPOBKY MEPBUYHBIX | JJOKYMEHTOB;
OyXraJTepCcKux JOKYMEHTOB IO sy | MOPAIOK COCTaBJICHUS PErucTpoB
MPU3HAKOB; OyXrajTepcKoro y4era;
IPOBOJIUTH TAKCHPOBKY M KOHTUPOBKY | MPaBWJIa M CPOKHM XPAHEHUS TEPBUYHOU
HEPBUYHBIX OyXxranTepckux | OyxXraiarepckoi JOKyMEHTaluH;
JIOKYMEHTOB;
OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3bupaTbcs B HOMEHKIIATYpe JIENT;
3aHOCUTh JTaHHbIE o
CTPYNIIMPOBAHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO YUETa;
nepe1aBaTh NIEPBUYHBIE
Oyxranrepckue JOKYMEHTBI B
TEKYLUI OyXTranTepcKuii apXus;
nepe1aBaTh NIEPBUYHBIE
OyxrajTepckue JTIOKYMEHTBI B
NOCTOSIHHBIA apXHWB 1O HCTEUEHHUH
YCTAHOBJIEHHOT'O CPOKa XpaHEHMS;
UCTIPABIATh OHIMOKH B MEPBUYHBIX
OyXTaJITePCKUX JOKYMEHTAX;
3. O0bem y4yeOHOM JUCHUILIMHBI U BUbI y4eOHOH padoThl
Bua yueoHoii padoThl O0bem B yacax
O6beM 00pa3oBaTeNbHOI MporpaMMbl y4eOHON AUCIUTIITMHBI 46
O06beM paboThl 00YUAIOIUXCSI BO B3aMMOJCHCTBUH C TIPETIOAaBaTEIEM: 36

B TOM YHCIJIC:




Bun yueOHo# padoThI O0bem B yacax

TEOpPETHYECKOE 00yUeHre 12

MPAKTUYECKUAE 3aHATUS 24

nabopaTtopHbIe padOThI

KOHTPOJIbHBIE paOOTHI

KypcoBas paboTa (IpoeKT)

caMoOCTOsATeNIbHAs padoTa 10

KOHCYJIbTallun -

[IpomexxyTounas arrectanus B popMe KOMIUIEKCHOTO U PEPEHIIMPOBAHHOTO 3a4eTa C
OI1.12 MeHnemxMeHT

4. TemaTu4ecKHUii MJIAH y4eOHOMH TUCHUTLINHBI
Tema 1. Beenenue. JIOKyMeHT U cucTeMa JIOKyMEHTAIUH
Tema 2. Opranu3aliiOHHO-PacCHOPSAUTEIbHBIE JJOKYMEHTBI
Tewma 3. KagpoBas nokymenTanus
Tema 4. JloroBopHO-1IpaBOBasi JOKyMEHTALHSI
Tema 5. [lonsiTHE TOKYMEHTOOO0OpPOTA, PETUCTPALIMS TOKYMEHTOB

Tema 6. Opranusaius onepaTuBHOIO U apXUBHOTO XPAHEHUs




