AHHOTAUMSA
paboueii mporpaMmbl y9eOHOHN TUCIIUTUIAHBI
OI1.06 /lokyMeHTALMOHHOE 00ecneyeHne ynpaBJieHust

1. MecTo 1MCUMILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/JIbHOM MPOrpaMMbl
VYyeOnass gucnumuinHa «JlOKyMEHTAllMOHHOE OOeCleueHUe YIpaBICHUs» SBISIETCA
00s3aTeNbHOM  YacThi0  00IIEeNpPO(ecCHOHANBHOTO IUMKJIAa OCHOBHOM mpodeccHoHaIbHOU
oOpasoBarenbHON mporpaMmbl B cooTBercTBUM ¢ PI'OC no cnenualbHOCTH CpPETHEro

npodeccuonansHoro oopazosanus 38.02.01 DxoHOMHKa B OyXTaNTEPCKUH y4eT (TI0 OTPaCIIsiM).

2. Heab u niiaHupyemblie pe3yJIbTaThl 0CBOEHUS! AU CUUILIMHBI

B pamkax mporpammbl yueOHOW AMCIUIUIMHBI OOYYAIOIIMMUCS OCBAaMBAIOTCS YMEHUS U

3HaHUS.
Kon YMeHus 3HaHUsA

OK, IIK

OK 01. | pacno3naBathb 3a1aqy W/WIN | aKTyaJbHBIN npodecCHOHATBHBIN u

npodiieMy B Mpo(ecCHOHATBLHOM | CONMATbHBIA ~ KOHTEKCT, B  KOTOPOM
u/unm COLIMAJIBHOM KOHTEKCTE; | IPUXOAUTCSA paboTaTh U KUTh; OCHOBHBIC
aHaJIM3UpPOBAThH 3amauy W/WIHM | ICTOYHUKN HMH(OPMALUKU U PECYpChl s
npoOJeMy W BBIIENATH €€ COCTaBHBIC | peHICHUsT  3adad U 1pobiem B
YaCTH; OMNPENCNSITh OSTalbl penieHus: | mpoecCUOHATBFHOM HW/WUJIN  COIMAIIBHOM
3a/1a4d; BBIABIATh U A(P(HEKTUBHO | KOHTEKCTE;

UCKaTh WH(GOpPMAIMI0, HEOOXOJUMYIO | AITOPUTMBI  BBIMOJIHEHHUS  paboT B

JUIsL  pelleHus  33Jadyd  W/WIM | IpodecCHOHATbHOM U CMEKHBIX 00J1aCTsIX;

pOoOJIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IUIaH NeUCTBUS; | CMEXHBIX cdepax; CTPYKTypy IUiaHa st
OTIpeNIeIUTh HEOOXOUMBIE PECYPChI; | pEIIeHUs]  3a/Ja4;  MOPAJOK  OLICHKH
BJIAQJIETh  aKTYaJbHBIMU  METOJAaMH | pe3yJbTaTOB pelieHus 3a1a4

paboTtel B mpodeccHoHaTbHONH U | MpodeCCUOHATBHON IeITeTbHOCTH
CMEeXHBIX  cdepax;  peaqu3oBaTh
COCTaBJIGHHBIH  IJIaH;  OLIEHUBATh
pe3ynbTaT U MOCHEACTBHS CBOMX
neicTBUIl  (CaMOCTOSITENIBHO WM C

IIOMOIIBIO HaCTaBHI/IKa)

OK02. |ompenmenars 3amaud Juid [OMCKa | HOMEHKIIATypa UH(POPMALIMOHHBIX




Kon YmMmenus 3HaHus

OK, IIK
uHpOpMaLnN; OIIpeNeNIATh | HCTOYHUKOB IPUMEHSIEMBIX B
HEo0X0IMMblIe UCTOYHUKHU | IPOPECCHOHATBHON NesTeNbHOCTH;
uHpOpPMaLMY; TJIAHUPOBATH IPOLECC | IPUEMbI CTPYKTYPHPOBAaHUS UH(OPMAIIIH;
MIOUCKA; CTPYKTYpUpOBaTh | popmar 0hOpMIICHHUS pE3yIbTAaTOB IOMCKA
HOJIy4aeMyto uHpopManuo; | nHhpopManuu
BBIICJIATE Hauboyiee 3HAUYUMOE B
nepeyHe MHGPOpPMALKU; OLIEHUBATH
NPAaKTUYECKYIO 3HAYHUMOCTb
pe3yabTaTOB  MOMCKa;  OpOPMIIATH
pe3yJbTaThl IOUCKA

OK 03. | ompenensrtsb aKTyaJbHOCTH | COJIEP)KAHHE AaKTyaJIbHOWM HOPMAaTHBHO-
HOPMAaTHBHO-TIPABOBOM NPaBOBOW JOKYMEHTAllMH; COBpPEMEHHas
JOKYMEHTallul B NPOQecCHOHANbHON | Hay4Has U npodeccuoHaIbHas
NeSITebHOCTH; IIPUMEHSATH | TEPMUHOJIOTHS; BO3MOXHBIE TPAeKTOPUU
COBPEMEHHYIO HAY4YHYIO | TPO(ECCHOHATLHOTO pa3BUTHS "
MpOPECCHOHAIBHYIO TEPMHUHOJIOTHIO; | CAaMOOOpa30BaHUs
OIpeNeNsTh u BBICTPANBAaTh
TPaeKTOPUHU npo¢ecCHOHATBLHOTO
pPa3BUTHS U caMO0Opa30BaHUs

OK 04. | opranu3oBbiBaTh pabOTy KOJUJIEKTHBA | IICHXOJIOTMYECKHE OCHOBBI JESITEIHHOCTH
U KOMaHJbl; B3aUMOJIEHICTBOBaTh C | KOJUIEKTHUBA, MICUXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JIMYHOCTH; OCHOBBI
KIIMCHTaMHU B XOZIe | MPOEKTHOW AEATEIbHOCTH
poeCCHOHAIBHON e TETHHOCTH

OK 05. | rpamMOoTHO wu31araTb CBOM MBICIH M | OCOOEHHOCTH COLIUAIBHOTO U KYJIbTYPHOTO
opopMIIATH JTOKYMEHTBI 10 | KOHTEKCTa; npaBuiIa oopmienus
npodeCCHOHATBPHON  TeMaTHKE Ha | IOKYMEHTOB W  IOCTPOSHHS  YCTHBIX
TOCYJTApCTBEHHOM SI3BIKE, TIPOSIBIISATH | COOOIICHUH
TOJICPAaHTHOCTb B pabouem
KOJIJICKTHBE

OK 09. | npumeHSTH CPEICTBa | COBPEMEHHBIE CpEJCTBA U YCTpPOWCTBa

I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTHI  JJIsI

peiCHUA HpO(I)CCCI/IOHaJIBHBIX 3aaa4,

uHpOpMaTU3aIUH; MOPSI/I0K ux

MMPUMCHCHUA )51 MporpaMmMHOC




Kon YmMmenus 3HaHus

OK, IIK
UCIOJIb30BATh COBpEMEHHOE | oOecrieueHue B npodeccroHanbHON
porpaMMHoOe obecriedeHue JeSITEIIbHOCTH

OK 10. | noHumaTrp OOIIMH CMBICH YETKO | MPaBHJIA HOCTPOCHUS MPOCTHIX M CIOKHBIX
NPOM3HECEHHBIX BBICKA3bIBAHUK Ha | MPEAJIOKEHUH Ha  NpodeccHoHaNbHbIE
U3BECTHBIE TeMbI (ITpo(heccroHallbHBIE | TEMbl; OCHOBHBIE OOIIEYNOTpeOUTETHHBIC
U OBITOBBIC), TOHMMaTh TEKCTHI Ha | raroibl (ObITOBas W mpodeccruoHaIbHas
0a3oBble MPO(GECCHOHANBHBIE TEMBI; | IEKCUKA), JIEKCUYECKUI MUHUMYM,
y4acTBOBATh B IMAJIOraxX Ha 3HAKOMbIE | OTHOCSALIMICS K ONMCAHUIO IIPEIMETOB,
oluie U npodeccHoHANbHBIE TEMBI;, | CPEACTB U MPOIECCOB MPOECCHOHATHHON
CTPOUTH TMPOCThIE BBHICKA3bIBAaHUS O | ACATEIHHOCTH; 0COOCHHOCTH
cebe W o cBoell MPOo(ecCHOHANTBHON | MPOU3HOIICHUS; MPABUJIa YTCHHSI TEKCTOB
JeSTEIbBHOCTH; KPaTKO OOOCHOBBIBATH | Mpo(heccnoHalbHOM HAalIpaBIEHHOCTH
U OOBACHUTP  CBOM  JCHCTBHS
(Tekyuie W IUTAaHUPYEMBIE); MHCATh
IPOCThIE CBSI3HBIE COOOLIEHMS] Ha
3HAKOMBbIE WIH MHTEPECYIOIINE
npoeccCuoHaNbHBIE TEMBI

[IK 1.1. | npuHUMAaThH IpOM3BOJIbHBIE | O0IIKMEe TpeOoBaHUS K OyXraiaTepckoMy
NEpPBUYHBIE OyXrajTrepckue | yuery B 4YacTU JIOKyYMEHTHPOBAHHS BCEX
JIOKYMEHTBI, pPAacCMaTpUBAEMBbIE KaK | XO3SMCTBEHHBIX IEUCTBUN U ONEPALIHIL;
IIMCBbMEHHOE JIOKa3aTeNbCTBO | MOHATHE  MEPBUYHOW  OyXrainTepckoi
COBEpULICHHUS XO35IICTBEHHON | JOKYMEHTAlUH;
orepanuu WIH MIOJIy4E€HUE | OIPEJEICHUE TEPBUUYHBIX OYyXTalaTepCKUX

paspelleHus Ha ee MPOBEICHHE;
NPUHUMATh NICPBUYHBIC
OyXxrajirepckue JIOKYMCHTBI Ha

OyMaxHOM HocuTene W (WIH) B BUIE

3JIEKTPOHHOTO JIOKYMEHTA,
MOAITMCAHHOTO AIEKTPOHHOU
MOIITNCEIO;

MIPOBEPSTh HAIWYME B ITPOU3BOJIBHBIX
MEPBUYHBIX OyXraiaTepckux

JAOKYMCHTax 00s13aTeNbHBIX

JIOKYMEHTOB;
bopmbl OyXraJlTepCKux

JOKYMCHTOB, COJCPpIKaAIINUX 00s13aTeNbHbIC

NEPBHUYHBIX

PEKBU3UTHI NEPBUYHOTO Y4ETHOTO
JIOKYMEHTa;
MOPSAIOK IIPOBEACHUS IIPOBEPKU

MEPBHUYHBIX 6yxraﬂTCpCKI/IX JOKYMCHTOB,

dbopManbHOW  MPOBEPKH  JOKYMEHTOB,
MIPOBEPKHU IO CYLIECTBY, apu(MeTHUECKOM

IIPOBEPKU;




Kon
OK, IIK

VYMmenus

3Hauug

PEKBU3UTOB;

IPOBOJIUTH (POpMabHYI0 MPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO CYILIECTBY,
apu(METHUECKYIO TPOBEPKY;
IIPOBOAMTH TI'PYIIMPOBKY NEPBUYHBIX
OyXraJITepCKUX JOKYMEHTOB IO Psiy
IIPU3HAKOB;

IPOBOAMTH TAKCUPOBKY U KOHTUPOBKY
NIEPBUYHBIX OyXraJlTepcKux
JIOKYMEHTOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3zbuparbcs B HOMEHKIATYPE AET;
3aHOCUTh JlaHHbBIE 10
CIPYyNIMPOBAaHHBIM  JOKYMEHTaM B
PETUCTPBI OYXTaNTEPCKOTO yUeTa;
nepeaaBaTh [IEpBUYHbIE
Oyxrajirepckue JIOKYMEHTBI B
TEKyIUi OyXraaTepcKuil apxus;
nepeaaBaTh MIEpBUYHbIE
Oyxrajirepckue JIOKYMEHTBI B
MOCTOSIHHBIM apXUB IO MCTEUYEHUH
YCTaHOBJIEHHOI'O CPOKA XpaHEHUS;
UCTIPABIATh OHIMOKH B MEPBUYHBIX

OyXTaJITepCKUX JOKyMEHTAaX;

OPUHIUIBI ¥ TPU3HAKK  TPYIITUPOBKU
NEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB;
MOPSAOK  TPOBEICHUS TaKCHUPOBKU H
KOHTUPOBKH TIEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB;
MOPSIJIOK COCTaBIICHHSI pPETUCTpOB
OyXrajaTepcKoro y4era,

IIpaBUjla U CPOKM XPaHEHHUs IIEPBUYHOMN

OyXraiatepckoil TOKyMeHTalluu;

3. O0beM y4eOHO# JMCIHUIIJIMHBI M BUABI Y4e0HOH padoThl

Bup y4yeoHoii padoThl

O0beM B yacax

O6beM 00pa3oBaTeNbHOMN MporpaMMbl y4eOHON AUCIUITITMHBI 46

O06beM paboThl 00YUAIOIIUXCSI BO B3AUMOACHCTBUH C TIPETIOAaBATEIEM: 36

B TOM YHCIJIC:




Bun yueOHo# padoThI O0bem B yacax

TEOpPETHYECKOE 00yUeHre 12

MPAKTUYECKUAE 3aHATUS 24

nabopaTtopHbIe padOThI

KOHTPOJIbHBIE paOOTHI

KypcoBasi paboTa (IpOoeKT)

caMoOCTOsATeNIbHAs padoTa 10

KOHCYJIbTallun -

[TpomexxyTouHas arrectanus B popMe KOMIUIEKCHOTO U PEPEHIIMPOBAHHOTO 3a4eTa C
OI1.12 MenemxMeHT

4. TemaTH4eCKHUil NJIaH y4eOHOH TUCHUILINHBI
Tema 1. Benenue. JIOKyMeHT U cucTeMa TIOKyMEHTAIUH
Tema 2. Opranu3aniioOHHO-PacCHOPSAUTEIbHBIE JOKYMEHTBI
Tema 3. KagpoBas nokymeHnTanus
Tema 4. JloroBopHO-1IpaBOBasi JOKyMEHTALHSI
Tema 5. [lonsiTuEe 10KyMEHTOOOOPOTA, pETUCTPALIMsl JOKYMEHTOB

Tema 6. Opranusaius onepaTuBHOIO U apXUBHOTO XpaHEHUs




