AHHOTauMs K pado4eil mporpaMmme
pucunanibl OI1.04 «/lokymeHTALIMOHHOE O0ecnievyeHue yIpaBaeHus»
no cneurajbHocTH 38.02.01 «JKkoHOMUKA U OyXTaJTePCKUil ydet (1Mo
oTpacyasim)»

[Iporpamma y4eOHOM AMCIUILIMHBI pa3pabotana Ha ocHoBe PI'OC CIIO.
Bxrodaer B ce0si: macnopt paboueil mporpaMMbl (MECTO Y4EOHON TUCIUILIMHEI B
ctpykrype [IICC3, nenmn m 3amaum yuyeOHOW IUCUUIUIMHBI — TpeOOBaHMS K
pe3ynbTaTaM OCBOEHMS IUCLUIUIMHBI); CTPYKTYpY M HPUMEPHOE COAEpPKaHUE
yueOHOW AMCHUIIIMHBI (00beM y4eOHOM MUCIHUIUIMHBI U BBl yu4eOHOU paboThI,
TEMaTUYECKHUI TUIaH U COAEpKaHUE YUYEOHON NUCHUIUIMHBI); YCIOBUS peatn3aliu
JUCHUIUIMHBL  (TpeOOBaHHS K MHHUMAJIbHOMY MAaTepHUaIbHO-TEXHUYECKOMY
obOecrieueHnto,  WHGOpPMALMOHHOE  o0ecrieueHue  OOydyeHus,  IMepeueHb
pPEKOMEHIyeMbIX  Y4eOHbIX u3naHuii, VIHTepHET-pecypcoB, OCHOBHON W
JOTIOJIHUTENBHOW JINTEpATypbl); KOHTPOJIb M OLEHKY pe3yJIbTaTOB OCBOCHUSA
JVCLUIIIINHBL.

Hucuumuimaa BxoauT B obmenpodeccuonanbubii  muka  [IIICC3 1o
crienraibHOCTH 38.02.01 «DKOHOMHMKA U OyXTanTEPCKHUM yUueT (110 OTPaCIIsM)».

Ienu 1 3a7a4u JUCHUILUIMHBI — TPeOOBaHUSA K Pe3yJIbTATAM OCBOCHHS
AUCHHUILIMHBI:

O3HAaKOMJICHUE CTYJEHTOB C OCHOBHBIMU IOHSATHSMH J€JIONPOU3BOJICTBA,
IpaBUJIaMH CO3/IaHMS YIIPABIECHYECKUX TOKYMEHTOB;

O03HAKOMJIEHUE CTYJEHTOB C OCHOBHBIMH HOPMAaTHBHO-METOJAMYECKUMHU
MaTepualaMi IO JOKYMEHTHPOBAHHUIO, CYLIECTBYIOUIMMHU CTaHAAPTAMU IO
YIPaBIECHYECKON JOKYMEHTAIuu, XapaKTEepPUCTUKOU u COCTaBOM
YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIHH;

O3HAKOMJICHHE CTYACHTOB C MPHUHLMIIAMU pabOThl C YIPaBICHYECKOU
JIOKYMEHTAIUE;

O3HAKOMJIEHUE CTYJIEHTOB C pealu3aluell NPUHIUINOB YHU(UKALUU U
CTaHapTU3aLUH B TOKYMEHTALIHOHHOM 00€CIIEUeHUH YIPaBICHUS;

03HAaKOMJIEHUE CTYAECHTOB C MPUHIMIIAMHA OpraHU3alUi JOKYMEHTO000pOoTa
U OpraHu3aluy JEeJONPOU3BOJCTBEHHON CIYKObl MPENNpPUATUN, YUPEXKICHUN U
OpraHu3alui;

oOydyeHHE CTYyIEHTOB HAaBbIKAM COCTABJICHHUS M  PEJAKTUPOBAHUSA
YIPABJICHUYECKUX JOKYMEHTOB COOTBETCTBHH € HOBbIMU poccuiickumu ['OCTamu.

Bpesynbrate ocBoeHUs yueOHON AUCHUIIIMHBI O0yUYaIOLIUICS T0KEH

yMeTh:

oQOpMIIATh TOKYMEHTALUIO B COOTBETCTBUU C HOPMATHBHOM 0a30ii, B TOM
YHCJIe UCTIOB3YSI HH(POPMAIIMOHHBIE TEXHOJIOTUH;

OCBaMBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00paOOTKU JOKYMEHTAIINH;

UCIIOJIb30BaTh YHU(PULIMPOBAHHBIE (POPMBI JOKYMEHTOB;

OCYLIECTBIIATh XPAHEHHUE U ITOUCK JOKYMEHTOB;

UCIIOJIB30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJOTHH B  DJIEKTPOHHOM
JOKYMEHTO000pOTE;

3HAThb:

NIOHATHE, 1IN, 33/1a4U U IPUHLIMIIBI ACJIONIPOU3BOICTBA;



OCHOBHBIC TTOHATHUS JOKYMEHTAITMOHHOTO 00CCTICUCHHSI YITPABIICHUS;

CHUCTEMbI IOKYMEHTALIMOHHOTO 00eCIeYeHus yIpaBIICHHUS;

KJ1accu(UKAILUIO TOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB;

OpraHu3alMI0 JIOKYMEHTOOOOpOTa: mpueM, oO0paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypy Aell.

O0beM yueOHOM IMCUMILIMHBI M BUABI Y4e0HO#l padoThI

Buj yueOHoi padoThl Oobem, 4.

MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 46

* O0si3aTe/IbHAS AYIUTOPHAs y4eOHAasi HATPY3Ka 32

B TOM 4mncJe:

NPaKTHYeCKHe 3aHITUs 10

* CamocTosiTe1bHAsA padoTa 00y4YaoLmerocs 14
Texkyluuii KOHTPOJIb TECThI, BHINOJHEHNE MPAKTHYECKUX PadoT
IIpome:kyTouyHas aTTecTanus B opMe OLEHKH

ConepskaHue TMCUUIIIIMHBI

Paznen 1. JJoxkymMeHTUpOBaHUE yIIPaBIEHYECKOU IEATEINBHOCTH

Tema 1.1 JlokymenTanus

Tema 1.2 Yuudukauus u ctannaptusaius 10KyMeHToB. OpraHn3ainuoHHO-
pacnopsauTeabHas JOKYMEHTALMS.

Pasnen 2. JlokyMeHTBI OyXraiTepckoro y4dera

Tema 2.1 JIOKyMEHTBI IO TUYHOMY COCTaBY

Tema 2.2 Byxranrepckue 10KyMEHThI

Pa3nen 3. Opranuszanus paboThl ¢ JOKYMEHTaMU

Tema 3.1 Opranuzanus JOKYMEHTOOOOpPOTa B OyXTaITEpCKOM yUETe

Komnerenuuu, gopMmupyemblie B pe3yJibTaTe 0CBOCHHUS Y4eOHOM
AUCIHUNJIMHBI:

OK 1. [lonuMath CynIHOCTh M COITMAIBHYIO 3HAYUMOCTH CBOEH Oymyrieit
npodeccuu, MPosIBIATh K HEW yCTONYMBBINA HHTEpEC.

OK 2. Opranu3oBbIBaTb COOCTBEHHYIO NESTEIBHOCTh, BHIOMPATH TUIIOBBIC
METO/IBl M CIOCOOBI BBITIOJHEHUS MNPO(PECCHOHATBHBIX 3a/1ad, OIECHHUBATh WX
3¢ (HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpyHuMaTh pelieHus B CTaHJapPTHBIX M HECTAHAAPTHBIX CUTYyalUsX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBaaTh TOUMCK U UCMOJIb30BaHUE WH(POpMAIINK, HEOOXOIUMON
JU1s1 3OPEKTUBHOTO BBIMOJHEHUS MTPOPECCUOHANIBHBIX 3aJ1a4, MPOPECCUOHAIBHOTO
Y JIMYHOCTHOTO Pa3BUTHUS.

OK 5. Bnaaets nH(pOpManmoHHOW KyJIbTYpOM, aHAIM3UPOBATh U OLIEHUBATh
uHQOpPMAIIMIO C  HUCIHOJIb30BAaHUEM  HMHPOPMALMOHHO-KOMMYHHUKAIMOHHBIX
TEXHOJIOTUH.



OK 6. Pabotath B KOJJIEKTHBE U KOMaHAe, 3(P(GEKTUBHO OOIIATHCSA C
KOJUIeTaMH,
PYKOBOJICTBOM, MTOTPEOUTEISIMHU.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4YJIEHOB KOMAaHJbl
(MOJYMHEHHBIX ), PE3YJIbTAT BHIMIOJHEHUS 3a1aHUM.

OK 8. CaMocrosiTebHO ONpeAeNaTh 3aJaud  MNPOo(PEeCcCHOHATBLHOTO U
JMYHOCTHOTO Pa3BUTHUSI, 3aHUMATHCA CaMOOOpa30BaHUEM, OCO3HAHHO TIAaHUPOBATH
MOBBIIICHHE KBAIU(DUKAITIH.

OK 9. OpueHTupoBaTbCsI B YCJIOBUSAX YAaCTOM CMEHBI TEXHOJOTUH B
poeCCHOHATLHON JAESITEIHHOCTH.

[1K 1.1. O6pabatbiBaTh epBUYHBIE OYXTadTEPCKUE JOKYMEHTHI.

[1IK 1.2. Pa3pabateiBaTh M COTJacOBBIBaTh C PYKOBOJCTBOM OpTaHU3ALNU
pabounii MiaH CYETOB OYXTaNTePCKOro yueTa OpraHu3aluu.

[IK 1.3. IlpoBoauTh y4yeT AEHEKHBIX CPEACTB, OQOPMIISTH JCHEXKHbBIE U
KaCcCOBbIE JJOKYMEHTHI.

[IK 1.4. ®opmupoBath OyXrajaTepcKue MPOBOAKUA MO Y4YETy HMYIIECTBA
OpraHu3alMKi Ha OCHOBE pab0yYero riaHa cyeToB OYXTaJTEpPCKOTo yuera.

[IK 2.1. ®opmupoBarh OyXxraaTepckue MPOBOJKH MO YYETy HCTOYHHKOB
UMYIIIECTBA OpPraHU3allMM Ha OCHOBE pabOdYero IjiaHa CYETOB OYXTalITepCKOro
yuera.

[IK 2.2. BbINOJHATH MOPYYEHUS PYKOBOJACTBA B COCTABE KOMMCCHM I10
WHBEHTAPU3ALMY UMYLIECTBA B MECTAX €r0 XPaHEHHUS.

[IK 2.3. OtpaxaTs B OyXTraaTepCKHX TMPOBOJKAX 3a4e€T M CHUCAHHE
HEJOCTAaYM LEHHOCTEN (peryJMpoBaTb WHBEHTAPU3ALUMOHHBIE pAa3HULBI) IO
pe3ysibTaTaM MHBEHTapU3aLUH.

I[IK 2.4. IlpoBoguth mpoueAypbl HHBEHTapu3aluuu  (UHAHCOBBIX
00s13aTeIbCTB OpraHU3aIIH.

[IK 3.1. ®dopmupoBarh OyXraarepckue MPOBOJKU [0 HAYUCIECHUIO U
NIEPEUHCIICHUIO HAJIOTOB U COOPOB B OIOKETHI Pa3IMUYHbIX YPOBHEH.

[1IK 3.2. OdopmisaTh mIaTeXHbIe JOKYMEHTBI JJIsI IEPEUNCIICHHUs] HAJIOTOB U
cOOpOB B OIOJKET, KOHTPOJIMPOBATH UX MPOXOKACHUE MO PACUETHO-KACCOBBIM
OAHKOBCKHM OIEpaIUsM.

[IK 3.3. ®opmupoBarh OyXraiarepckue MPOBOJAKH [0 HAYUCICHUIO U
NEPEYUCIICHUIO CTPAXOBBIX B3HOCOB BO BHEOIOIKETHBIE (DOHIBI.

[1K 3.4. OdopMasTh miaTeKHbIE JOKYMEHTHI HA TEPEUNCICHUE CTPAaXOBbBIX
B3HOCOB BO BHEOIO/KETHBbIE (DOHABI, KOHTPOJUPOBATH HX MPOXOXKIECHUE TIO
pacueTHO-KacCOBbIM 0AHKOBCKHM OTEpaLlUsiM

[1K 4.1. OTpaxath HapaCTAOIINM UTOTOM Ha CUETax OyXTaJTePCKOTrO ydeTa
UMYIIECTBEHHOE M  (UHAHCOBOE TIOJOKEHHUE OpraHU3allid, OMNPEIENATh
pe3ynbTaThl X03UCTBEHHOU JEATEIHHOCTU 32 OTYETHBIN MEPUO/I.

[IK 4.2. CoctaBnsate (OpMbI OYXTalTepCKON OTUETHOCTH B YCTAHOBJICHHBIC
3aKOHO/IaTE€ILCTBOM CPOKH.

[IK 4.3. CocTraBiiTh HaJOrOBbIE JAEKJIapaldd IO HajoraM u cOopaMm B
Oro/pkeT, Hanorosble Aekiapauuu no EguHomy coumansHomy Hanory (ECH) u
(GbopMBl CTAaTUCTUYECKONM OTUETHOCTM B YCTAHOBJICHHBIE 3aKOHOJATEIHCTBOM



CPOKH.

[IK 4.4. ITpoBOaUTh KOHTPOJb W aHanu3 UHGOpMAIMU 00 MMYIIECTBE U
(MHAaHCOBOM MOJIOKEHUH OPTaHU3AIMH, €€ MIATEKECITOCOOHOCTH U JIOXOJHOCTH.

[TIK 5.1. Opranu30BbIBaTh HAJIOTOBBIN YYET.

[1IK 5.2. Pa3pabaThiBaTh M 3aMOJHATH MEPBUYHBIE YUYETHBIE JOKYMEHTHI U
PETUCTPBI HAJIOTOBOTO yUYETA.

[1K 5.3. [IpoBoauTh onpeneneHrue HaJIOroBoil 0asbl AJig pacyeTa HaJoroB U
cOOpOB, 00S3aTEIBHBIX JIJIS YTIATHI.

[IK 5.4. IlpuMeHATh HAJIOrOBbIE JIIOTBI B MCIOJB3YEMOW CHUCTEME
HAJIOTOO00I0KEHUS TIPY MCYUCIICHUH BEJIMYUHBI HAJIOTOB U COOPOB, 0053aTEIBHBIX
JUISl YTUIATHI.

[1IK 5.5. [IpoBOAMTH HAJIOTOBOE IUIAHUPOBAHUE AEATEIBHOCTH OPraHU3aL1u.



