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Pabouas mporpamMma paccMoTpeHa u 0100peHa Pabouas mporpamma pazpaboTaHa Ha OCHOBE
MIpeAMETHON (ITMKIIOBOI) KOMUCCHEH TI0 quciuIuIinHaM  DeneparbHOTO roCyIapCTBEHHOTO
po¢eCCHOHANBEHOTO Y4eOHOTO IIUKJIIA TPYIIIEL 00pa30BaTeNbHOrO CTaHAAPTa IO CHECIHATHHOCTH
cnermanbHOcTel 38.00.00 «OKOHOMHUKA W yTIpaBiIeHHe» cpeaHero  npodeccnoHampHOrO  00pa3oBaHHA

38.02.01 «OxoHOMUKa H OyxTaiTepckuii y4et (1o

[Iporokon Ne 2 ot 05 utonst 2018 r. OTPaCIISIM)» (6azoBas MOATOTOBKA),
YTBEPKAEHHOTO MIPUKA30M MunucrepcTBa
oOpa3oBanus 1 Hayku Poccuiickoit Deneparyu ot
5 denpansg 2018 roma Ne69.

YTBEP/KJIEHA pelieHueM nexarora4eckoro
coseta AHO CIIO Ypanbckuii 3KOHOMHISCKHIA
KOJUIEIDK

IIporoxon Ne 3 ot «21» utons 2018r.

[Ipeacenarens mpeaMeTHOH (IIUKIOBOI) KOMUCCHH 3aMecTuTelb AUPEKTOPA 1O YIeOHO-
OpTraHU3alMOHHON paboTe
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HACIOPT PABOYEH MPOT'PAMMBI YYEEHOU JUCIATLIAHBI

OI1.06 «/lokymMeHTallHOHHOE O0ecnieyeHHue YIPaBJIeHHsD)

1. ObsacTh npuMeHeHUs1 padovyel MPOrpaMMbl

Pabouass mporpamMmma yueOHOW IUCIHHMIUIMHBI «J[OKyMEHTAIIMOHHOE OOCCIICUCHHUE YIIPABIICHUS
SBJIIETCS 4aCThIO IPOrPaMMBbI IOJTOTOBKH CIELMATIUCTOB cpeHero 38eHa B coorsercteuu ¢ @I'OC CIIO
mo crnenuasibHOocTH 38.02.01 «IkoHOMHKA W Oyxrajrepckuil yuyer (mo orpacisim)» (0a3zoBas
MOJITOTOBKA), YTBEPKAEHHOTO MprKkazoM MuHucrtepcTBa oOpa3zoBanus u Hayku Poccuiickoii denepannu
oT 5 ¢eBpanst 2018 roga Ne69.
2. Mecto y4eOHOH AMCUMIUIMHBI B CTPYKTYpe OCHOBHON Npo(deccHoHa/JILHOH 00pa3oBaTe/bHOH
NporpamMmsbI:

VYuebHasg aucuuiuiiHa «JlOKyMEHTAllMOHHOE o0eclieyeHue YIpaBiIeHUsS» BXOIUT B COCTaB
o0nIenmpopeCCHOHANBHBIX TUCITUIUIAH TPO(HECCHOHATFHOTO YIeOHOTO IIHKIIA.
3. lean u 3agaum y4eOHOH IMCHUILIMHBI — TpPe0OBaHUS K pe3yJbTaTaM OCBOCHHMS Yy4eOHOM
AUCHMILIMHBI:

B pesynbrare ocBoeHUs yueOHOU AUCHUIUIMHBI «J{OKyMEHTallMOHHOE O0eCcTieueHUE YIPaBICHUS
00yJaromuics T0JDKeH
yMeThb:

- 0(hOpMIIATh TOKYMEHTALIUIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B TOM YHUCIIE C

HUCIIOJIBb30BaHUECM I/IH(i)OpMaLII/IOHHBIX TCXHOHOFHﬁ;

UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00pabOTKH TIOKYMEHTALUN;
— OCYIIECTBJISITh XPAaHEHHUE U ITOUCK JOKYMEHTOB;
— HCMOJIb30BaTh TEJIEKOMMYHUKALMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE;

3HATb:

MOHATHEC, UCIIN, 3aJa41 1 NPUHIOUIIBI JCJTOIIPOU3BOJACTBA,
— OCHOBHBIC IMOHATHUA JOKYMCHTALITMUOHHOTI'O oOecrieueHus YIIPABJICHUA

— CHCTCMBI JOKYMCHTAIITUOHHOT'O obecnieueHUs YIIPpAaBJICHUA

KHaCCH(bHKaHHIO JAOKYMCHTOB,

TpeOOBaHUS K COCTABICHHUIO U 0O)OPMIIEHUIO JOKYMEHTOB;

— Opra"u3aluio JOKYMEHTOOOOpOTa: mpueM, o00pabOTKy, pPEruCTpaivio, KOHTPOJb, XpaHCHHE
JTOKYMEHTOB, HOMEHKJIATypy JIeJ;

B pesynbrate ocBoeHHs yuyeOHOM AMCHUIUIMHBI «JlOKYyMEHTAI[MOHHOE OOecleueHUe YIpaBJICHUS

o6y11a}01111/1e051 JOJIXKHBI OBJIaACTh KOMIICTCHI MMM, BKIIOYAaOIIMHU B ce0sI CITOCOOHOCTb:



OK 1. BwiOupats crioco6sl perieHus 3aaa4 npohecCuoOHaATbHON ASITEIHPHOCTH MPUMEHHUTEIIBHO K
Pa3IMYHBIM KOHTEKCTaM.
OK 2. OcyuiecTBisATh IMOMCK, aHAIU3 M HHTEpHpETanuio WH(POpMaMU, HEOOXOIUMON I
BBINOJIHEHUS 3a/1a4 IPO(HECCHOHATIBHOMN 1EATEIbHOCTH.
OK 3. [lnaHupoBaTh M PpEaNU30BbIBATH COOCTBEHHOE NPOPECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE.
OK 4. Paboratp B KOJUIEKTHBE M KOMaHIe, A(PQPEKTUBHO B3aUMOJICHCTBOBATH C KOJUIETAMH,
PYKOBOJICTBOM, KJIMCHTAMH.
OK 5. OcyniecTBiATb yCTHYH0 M IUCBMEHHYIO KOMMYHMKAIUI0 Ha TIOCYJAapCTBEHHOM S3BIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.
OK 6. IlposBisTh TIpakJIaHCKO-NATPUOTUYECKYIO TO3MIMIO, JIEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHHE HAa OCHOBE TPAIULIMOHHBIX O0IEUEI0BEYECKUX LIEHHOCTEH.
OK 7. CopelicTBOBaTh COXPaHEHMIO OKpY)KaIOLIeH cpelibl, pecypcocOepexeHuto, 3pQPeKTUBHO
JIECTBOBATh B UPE3BBIYaHBIX CUTYyALUAX.
OK 8. Hcnonp3oBath cpenctBa GU3NIECKON KyAbTYPHI U1 COXPAHEHUS U YKPEIUICHUS 3/I0POBbS
B Ipolecce NpodecCHOHANBHON IESATENbHOCTH U IOAJCpXKaHUA HEOOXOIUMOIO YpPOBHS (U3NYECKOil
MIOATOTOBJICHHOCTH.
OK 9. Hcnonp3oBarh HHPOPMALMOHHBIE TEXHOJIOTHH B IPOPECCHOHATBHOMN IESTETHHOCTH.
[IK 1.1. OGpabarbiBaTh NEPBUYHBIE OyXTATTEPCKHE JOKYMEHTHI.
I1K 1.2. Pa3pabaTbiBaTh M COIVIACOBBIBaTb C PYKOBOJCTBOM OpraHM3allMM pabouuil Ij1aH
CUETOB OYXTaJITEPCKOI0 yuyeTa OpraHu3altH.
I1K 1.3. TIpoBOAWTH yYET AEHEXKHBIX CPEACTB, OHOPMIIATH AEHEKHbIE U KACCOBBIE JTOKYMEHTHI.
I1IK 1.4. ®opmupoBarh OyxraaTepckue MHpPOBOJKH MO YYeTy HMMYIIeCTBa OpraHM3alMd Ha
OCHOBE paboyero IiaHa C4eToB OYXTralaTepcKoro yJera.
[1IK 2.1. ®dopmupoBarh Oyxraiarepckue NpoBOJKH MO yUeTy UCTOYHUKOB aKTUBOB OpraHU3aluu
Ha OCHOBE paboyvero IiaHa CYeTOB OyXTraJTepCKOro ydera.
[1K 2.2. BbInonHAT, MOpPYYEHHs] PYKOBOJACTBA B COCTaBE KOMHCCUHU 110 WHBEHTapHU3aLUU
aKTUBOB B MECTAX €r0 XpaHEHHUS.
I1IK 2.3. IIpoBOoguTh MNOATOTOBKY K HHBEHTApU3alUMd M MPOBEPKY JCHCTBUTEIBLHOTO
COOTBETCTBUS (PAKTUYECKHX JaHHBIX HHBEHTAPU3ALMU JAHHBIM y4eTa.
[1K 2.4. OtpaxkaTb B OyXrajaTepCcKux NpOBOJKAaX 3ayeT M CIHMCAHUE HEIOCTayd IIEHHOCTEH
(perynupoBaTh HHBEHTApU3aLMOHHbBIE PA3HUIIBI) 110 pe3yJIbTaTaM HHBEHTapU3alUHU.
[1K 2.5. TIpoBoauTh MpoLeaypbl HHBEHTapU3alluu (PMHAHCOBBIX 0053aTENILCTB OpraHU3alHu.
[1K 2.6. OcymectBasaTh cOop HHGOPMAIMM O JESITEIbHOCTH 0OBEKTa BHYTPEHHEr0 KOHTPOJIS

IO BBIMIOJIHEHUIO TpeOOBaHUI MPaBOBOW M HOPMATUBHOW 0a3bl U BHYTPEHHUX PETJIaMEHTOB.



IIK 2.7. BbINOAHATH KOHTPOJIBHBIE NPOLEAYPHl M HX JIOKYMEHTHpPOBAHUE, TOTOBUTH U
o(opMIIATH 3aBepILAIOIINE MAaTEPHAJIBI IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJISL.

[1IK 3.1. ®opmupoBarh Oyxraiarepckue MpoOBOJIKH MO HAYMUCICHUIO U MIEPEUUCIICHUIO HAJIOTOB U
cOOpOB B OIO/KETHI PA3TUYHBIX YPOBHEH.

I1K 3.2. OdopmisaTh maaTeXHbIC JOKYMEHTHI IJIs IEPEYUCIICHHS HAJIOTOB U COOPOB B OIO/IKET,
KOHTPOJIMPOBATh UX MPOXO0KIEHUE 10 PACUETHO-KACCOBBIM OAaHKOBCKUM OIEpALUSIM.

[1K 3.3. ®opmupoBarh OyXraiarepckue MPOBOJKH M0 HAYHUCICHUIO U TEPEUUCIICHUIO
CTPaxoOBbIX B3HOCOB BO BHEOIOXKETHBIE ()OH]IbI HAJIOTOBBIE OPTaHBI.

IIK 3.4. OdopmisaTe mIaTeXHbIC ITOKYMEHTHI Ha IIEPEYMCICHHE CTPAaXxOBBIX B3HOCOB BO
BHEOIOJKETHbIE (DOHIBI M HAJOTOBBIE OPraHbl, KOHTPOJIMPOBATH WX MPOXOXKICHHE IO PaCUETHO-
KaCCOBBIM 0QaHKOBCKHM OTIEPAIIHSIM.

[IK 4.1. OtpaxxkaTh HapacTAOIIMM UTOTOM Ha CYETaX OyXTaJTepCKOro ydeTa MMYIIECTBEHHOE
1 (UHAHCOBOE MOJIOKEHUE OPraHM3AIMH, OMPEICNATh PEe3yabTaThl XO3SIMICTBEHHON AESITEIbHOCTH 32
OTYETHBIN MEPUOI.

[IK 4.2. CocraBisate (opMbl Oyxrantepckoid (()MHAHCOBOW) OTYETHOCTH B YCTAHOBIICHHBIE
3aKOHO/IaTE€ILCTBOM CPOKH.

[1K 4.3. CocraBisaTh (OTUETHI) M HAJIOTOBBIE JEKIapalliy MO HajoraM u cOopaM B OHOIKET,
YUUTBHIBas OTMEHEHHBIH enuHblii couuanbHbli Hasor (ECH), oTuersl mo cTpaxoBbIM B3HOCaM B
rOCyJapCTBeHHbIE BHEOIO/KETHBIE (OHABI, a Takke (QOPMBI CTATUCTUYECKOH OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHO/1aTEILCTBOM CPOKH.

[1K 4.4. IIpoBoauTH KOHTPOJIb M aHAINU3 WH(GOpPMALIUK 00 aKTUBaxX U (PUHAHCOBOM MOJIOKEHUU
OpraHu3aI|H, €€ MIaTeKEeCIOCOOHOCTH U IOXOJHOCTH.

I1K 4.5. [lpuHuMarh yyacTue B COCTaBICHUH OM3HEC-TUIaHA.

[1K 4.6. Ananu3upoBaTh (UHAHCOBO-XO3SMCTBEHHYIO N€ATEIbHOCTh, OCYLIECTBIISITh aHAINU3
uH(OpMalnH, MOJIy4eHHOH B X0/1€ MPOBEICHUSI KOHTPOJIBHBIX MPOLEYP, BBISIBICHUE U OLIEHKY PUCKOB.

IIK 4.7. IIpoBOOUTH MOHUTOPUHI YCTPAHEHHUS MEHEIKMEHTOM BBISBICHHBIX HApYILICHUH,

HEAOCTAaTKOB U PUCKOB.

4. Kontu4ecTBo 4acoB Ha 0CBOeCHHME pado4eil MporpaMMbl y4eOHOM JMCIHIIIMHbI:
MaKCUMaJIbHON y4eOHON Harpy3ku oOydaromuxcs - 32 yaca, B TOM YHUCIIE:
00s13aTebHON ayJUTOPHOM yueOHOM HAarpy3KH oOydatomierocs - 32 yaca,

CaMOCTOSITeITLHOUM paboThl 0Oy4aromerocs — 0 gacos.



