AHHOTALIUA
paboueit mporpamMmbl  AUCITUTUTHHBI
OI1.03 IOKYMEHTALHNOHHOE OBECIIEYEHUE
YIIPABJEHUA/AJAIITUBHOE JOKYMEHTALIMOHHOE
OBECIIEYEHME YIIPABJIEHUSA
POrpamMMbl MOATOTOBKH CIIEIIMAIMCTOB CPEIHETO 3BEHA IO CHEIUaTbHOCTH
38.02.01 DxoHOoMUKa M OyXTaITEpCKUi ydeT (110 OTpaciisim)

1.1. MecTO JTUCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

VYuebnas nucuumimHa «JloKyMeHTallMoHHOE obOecreueHue yrpaBiieHus/ AJanTUBHOE
JOKYMEHTAI[MOHHOE  OOeCreYeHne  YIpaBICHUS»  SBISETCS  00s3aTeNbHOM  YacThIO
o0menpogeCCHOHAIBHOTO ITUKJIa OCHOBHOM 00pa30BaTEeIbHOW MPOTPpaMMbl B COOTBETCTBHH C
®I'OC CIIO no cienmanbHOcTH 38.02.01 DKOHOMUKA M OyXTaNTEPCKUI yUueT (TI0 OTPaCIIsaM).

VYyebnas mucnumumaa OIL03  JlokyMeHTannoHHOe  oOecrieueHrue  yrIpaBIICHHS
obecnieunBaeT (hopmupoBaHUE MPOPECCHOHANHHBIX M OOIIUX KOMIIETCHIIMH IO BCEM BHJAM
nesrenbHocTH PI'OC CIIO no cnerumansHocTd 38.02.01. DKOHOMUKA M OyXTalTepCKHil yder
(mo otpacnsam). Ocoboe 3HaueHne AUCIUIUIMHA uMeeT npu GopmupoBanuu u pazsutuu OK 01,

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

1.2. Heap u niiaHupyemblie pe3yJibTaThl 0CBOCHHUS 1M CHMIIJIMHBI
B pamkax mporpamMmbl y4eOHON AUCHUIIIMHBI 00Y4YaIOUIUMUCS OCBAaWBAIOTCS CIEAYIOUINE

YMCHUA U 3HAHUA

Kon YMenus 3HaHus
I1K, OK
OK 01 pacro3HaBaTh 3a1a4y W/WIN | aKTyaJIbHBIN npogeccuOHATBHBIN 51
npobieMy B NPO(ECCHOHANBHOM | COLMAIBHBIA ~ KOHTEKCT, B  KOTOPOM
U/ COLIMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh, OCHOBHBIE
aHaAJM3UPOBATh 3aauy W/WIN | ICTOYHUKH HH(OPMALMK U pecypehl A

npoOiaeMy M BBIICIATH €€ COCTaBHbIC | pelieHHs  3agad M [pobieM B
YaCTH; ONPEACNTATh ATalbl PEHICHUs | MPOPEeCCHOHATFHOM W/WIN  COLUAIBHOM
3aJaud; BBIABIATH U AI(PQPEKTHBHO | KOHTEKCTE,;

ucKaTh MHGOPMAIMIO, HEOOXOJUMYIO | aITOPUTMBI  BBIMIOJHEHUsS  paboT B
JUIs  pelieHus — 33dayd  W/WiM | Ipo(ecCHOHANBHOM U CMEXHBIX 00JacTsX;

poOJIeMBbI; MEeTOABl PaboThl B MpodecCHOHATbHONU U
COCTaBUTH IJ1aH NeHCTBUS; | CMEXHBIX cepax; CTPYKTypy IUIaHa s
OTIPENIEIUTh HEOOXOIUMBIE PECYPChI; | pEIIeHUs]  3aJad;  MOPSAIOK  OICHKH
BJIaACTH AKTYaJIbHBIMU MCTOJaMU | pC3yJIbTATOB peUICHUA 3aa4
pabotel B TpodecCHOHAIbHOW | | TPO(eCcCHOHALHON ACATEIIBHOCTH
CMEXHBIX  cdepax;  peaau3oBaTh

COCTaBJICHHBIA  IITaH;  OIICHUBATh
pe3yapTaT U  TOCIEJICTBUS  CBOUX
JNEHCTBUM  (CaMOCTOSITEIHHO WM €
MOMOIIIbI0 HACTABHUKA)

OK 02 ompeAeNaTh 3adadyd IS [OKMCKA | HOMEHKJIaTypa nH(pOpPMaAITMOHHBIX
uHpOpMaLnu; OIIPENEIIATE | HCTOYHUKOB HNpUMEHSIEMBIX B
HE0OXO0UMBIE HCTOYHUKHU | podeccruoHaIbHON NesITeNIbHOCTH;

uHOpMallMU; TJIAHUPOBATH TPOLECC | MPHEMbI CTPYKTYPHUPOBaHUS HH(OpMAIIHH;




MIOUCKA; CTPYKTYpUpOBaTh | popmar ohopMIICHUS pE3yIbTaTOB MOUCKA
MOJTy4aeMyIo nHpopmanuto; | nHGopmaIuu
BBIJICNIATE Hauboyiee 3HAYMMOE B
nepeyHe UWHGOpMAaLUU; OLEHUBATh
MPAKTUIECKYIO 3HAYUMOCTb
pe3ynbTaToB  TOMCKa;  O(popMIIATH
pe3yabTaThl MOUCKA

OK 03 OnpeAesaTh AKTyaJIbHOCTh | COJIEpKAHUE AaKTyaJlbHOM HOPMAaTHUBHO-
HOPMAaTUBHO-IIPaBOBOU [IPaBOBOM JOKyMEHTAllH; COBPEMEHHAs
JIOKYMEHTAIlMA B TPOGECCHOHAIBHON | HaydHas u npodeccuoHaIbHAs
NesITeIbHOCTH; NPUMEHSTH | TEPMUHOJIOTHS; BO3MOXHBIE TPACKTOPUU
COBPEMEHHYIO Hay4HYI0 | Ipo(hecCHOHATbHOTO pa3BUTHA u
npo(ecCHOHATLHYIO TEPMHUHOJIOTHIO; | CaMOOOpa30BaHUs
OTIpEeIeINATh u BBICTpauBaTh
TPaeKTOPUHU po¢eCcCHOHATBLHOTO
pa3BUTHS U caMOOOpa30BaHMs

OK 04 OpPraHU30BBIBaTh pabOTy KOJJICKTHBA | ICUXOJOTMYECKHE OCHOBBI JESTEIHHOCTH
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJJIEKTHBA, MICUXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | 0COOEHHOCTH JMYHOCTH; OCHOBBI
KIIMEHTaMH B X0JIe | MPOEKTHOM 1eATeNbHOCTH
po(eCcCHOHALHON NIESATEIILHOCTH

OK 05 rPAaMOTHO H3JIaraTh CBOM MBICIIM U | OCOOCHHOCTH COIIMAILHOTO U KYJbTYPHOTO
opopMIIATH JIOKYMEHTBI 10 | KOHTEKCTa, IIpaBuJIa oopmienus
npodeccuoHaNbHOM  TeMaTWKe  Ha | JOKYMEHTOB M  IOCTPOEHMSI  YCTHBIX
rOCYJapCTBEHHOM SI3bIKE, TMPOSBIATH | COOOIICHUH
TOJICPAHTHOCTh B pabouem
KOJIJICKTHBE

OK 09 MIPUMEHSTh CpPEACTBA | COBPEMEHHBIE CpEACTBAa U YCTpPOMCTBa
UH(POPMALIMOHHBIX TEXHOJOTHH I | MH(OpMaTH3aIHH; MOPSI0K ux
pemieHus npodecCHoHANbHBIX 3afay; | IPUMEHEHUS u MPOrpaMMHOE
UCIIOJIb30BaTh COBpeMEHHOe | obecrieueHre B IpoecCHOHATBLHON
IporpaMMHOe obecrieyeHre JESITEIIbHOCTH

OK 10 NOHMMAaTh OOIIMH  CMBICH  YETKO | MpaBHJIA HOCTPOCHUS MPOCTHIX M CIOKHBIX
IIPOM3HECEHHBIX BBICKA3bIBAHUN Ha | MpeUIOKEHU Ha  TpodeccHoHaIbHbIe
U3BECTHBIE TEeMBI (TIPO(ECCHOHATBHBIC | TEMBI; OCHOBHBIE OOIICYNOTPEOUTENbHbIC
U OBITOBBIC), TIOHMMaTh TEKCTHl Ha | rmaronbl (ObITOBas W TpodeccruoHaIbHas
0a3oBble TpoecCUOHANBHBIE TEMBI; | IECKCHKA); JEKCHYECKHI MUHUMYM,
y4acTBOBATh B JIMAJIOrax Ha 3HAKOMbIE | OTHOCSIIMICS K OMNMCAHUIO MPEIMETOB,
obmue U npodeccHOHANbHBIE TEMBI, | CPEICTB U MPOLECCOB NMPOodhecCHOHANIBHOM
CTPOUTH TMPOCThIE BBHICKA3bIBaHUS O | AEATEIHHOCTH; 0COOEHHOCTH
cebe W 0 cBoell MpPo(ecCHOHANBHOH | MPOU3HOILIEHHS; MPaBHa YTCHUS TEKCTOB
JEeSATENIbHOCTH; KPaTKO OOOCHOBBIBAThH | MPO(eCCHOHATBLHOM HAIPAaBIEHHOCTH
U OOBSICHUTH  CBOM  JICHCTBHSA
(Tekymue W IJIaHUPyEeMbIe); IMHCaTh
IpOCTbIe CBA3HBIE COOOIIEHUS Ha
3HAKOMBIE WIH MHTEPECYIONINe
po(heCCHOHATBLHBIC TEMBI

IK 1.1 MPUHUMATh MIPOU3BOJIBHBIC | OOIIME TpeOOBaHUS K OyXraaTepcKomy
NepBUYHbIC OyXrajaTepckue | ydeTy B YacTH JIOKYMEHTHPOBAHUS BCEX
JIOKYMEHTBI, pPAacCMaTpUBAEMbI€ KaK | XO3SIMICTBEHHBIX IEUCTBUNA U ONEPALIMIL;
MIUCbMEHHOE JIOKa3aTeNbCTBO | MOHATHE  TNEPBUYHOW  OyXrajaTepckoi
COBEPIICHUS XO3SIMCTBEHHOM | IOKYMEHTAIIUH;
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orepanuu WIH NOJIyuYeHUE
pa3peleHus Ha ee IPOBEICHHUE;
MPUHUMATh NIEPBUYHBIE
OyxraiaTepckue JOKYMEHTBI Ha
OyMaXxHOM HoOcHTeNe W (W) B BUIE
3JIEKTPOHHOTO JOKYMEHTA,
IIOAIMCAHHOIO JJIEKTPOHHOU
MOAMKCHIO;

IPOBEPATh HAJIMYKME B IPOU3BOJIBHBIX
MEPBUYHBIX OyXraiarepckux
JIOKYMEHTax 00s13aTEeNBHBIX
PEKBU3HTOB;

OpOBOIUTH (hOpMaNbHYIO TPOBEPKY
JIOKYMEHTOB, TPOBEPKY IO CYIIECTBY,
apu(METHUECKYIO ITPOBEPKY;

IPOBOANTH TPYNIHPOBKY MEPBUYHBIX
OyXranTepcKux JOKYMEHTOB IO PsILy

IPU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
MEePBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

OpPTraHU30BBIBATH IOKYyMEHTOO0O0POT;
pa30uparbCsi B HOMEHKIIAType JIelT;
3aHOCUTH JaHHBIC 1o
CTPYIIHPOBAHHBIM  JIOKYMEHTaM B
pETUCTPBI OYXTaJITepCKOTrO Y4eTa;

nepe1aBaTh TIEpPBUYHbBIE
OyxranaTepckue JIOKYMEHTBI B
TEeKYIIUH OyXTaIITEPCKHUI apXUB;

nepenaBaTh MIePBUYHBIE
Oyxrantepckue JOKYMEHTBI B

MOCTOSIHHBIN apxXuB 10 HUCTCUYCHHUU
YCTaHOBIICHHOTO CPOKa XpaHCHHS,
HCIIPABJIATH OH_II/I6KI/I B TMCPBUYHBIX
OyXTaJITEPCKUX IOKYMEHTAX;

OTIpe/ieIeHue TIEPBUYHBIX OYXTalTepCKUX
JIOKYMEHTOB;

GopMBI  TMEPBUYHBIX  OYXTaJITEpPCKUX
JOKYMEHTOB, COZEPKaIlUX 00s3aTeNbHbIC
PEKBU3UTHI NEPBUYHOTO YYETHOTO
JOKYMEHTA;

HOPSIIOK IPOBEICHUS MIPOBEPKH
HEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB,
dopmManbHO  TPOBEPKH  JOKYMEHTOB,
IPOBEPKH IO CYIIECTBY, apu(PMETHIECKOM
POBEPKH;

OPUHONAOB W TPU3HAKH TPYNIUPOBKH

HEPBUYHBIX OYXT'aJTepPCKUX JOKYMEHTOB;
HOPSIOK  MPOBEICHHUS TAKCUPOBKU M
KOHTUPOBKH TIEPBUYHBIX OYXTaJITepPCKUX
JTOKYMEHTOB;

HOPSAIOK COCTaBJICHUSI
OyXraJTepCcKOro y4era;
IpaBWiIa M CPOKH XPAaHCHUS MEPBHYHON
OyXrajnTepckoil TOKyMeHTaluy;

pErucTpOB

JInyHOCTHBIE PE3YNIBTATHI PEAIU3ALUN IIPOTPAMMBI BOCIIUTAHUS

JIP 13 MoOTHUBUPOBAaHHBIN K KAUECTBEHHOMY TPYAY

JIP 14 YMeEmuil peaJin30BaTh JIMJAECPCKUE KAYECTBA HA TPOU3BOJICTBE

JIP 15 OTKpBITHINA K TEKYIIUM W IEPCIIEKTUBHBIM U3MEHEHUSIM B MUPE TpyAa U
npodeccuil.

JIP 16 I'oToBBII K TpoheccuoHaNbHONW KOHKYPEHIIMU U KOHCTPYKTUBHOM peakluy Ha
KPUTHKY

JP 17 I'uGko pearupyromuii Ha MOSIBIIEHUE HOBBIX (DOPM TPYIOBOM EATEIBHOCTH,

TOTOBBIN K X OCBOCHHUIO.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOH JMCHHUIIJIMHBI M BUABI Y4e0HOH padoThI

Buj yueOHoi1 padoThI O0bem yacoB

O0bem o0pa3oBaTeIbHOM NPOrpaMMbl y4eOHOM AU CHHMIIIMHBI 50

B TOM YHCJIC:

TEOPETHUECKOE 00yUeHne 20

MIPAKTUYECKUE 3AHATHUS, 8 M. 4. NPAKMUYECKAA NOO20MOBKA 30 (30)

[Ipome:xyTouHAsI aTTEeCTALMA 3auyeT




