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AITMOHHOE OBECIIEYEHMUE YIIPABJIEHUSA

Ype OCHOBHOI 00pa30BaTe/ILHO MPOrpaMMbl:

Yaebras—ancrmmnaa <« JlOKyMEeHTallMoHHOe ~ OOecrieueHne  YHpaBJICHUSA»  SBISIETCS
00s13aTeNbHON YacThio 00IIenpodeccnoHaTbHOTO 1IMKJIa OCHOBHOM 00pa3oBaTebHON MpOrpaMMbl B
coorBeTcTBUU ¢ akryanusupoBaHHbiIM PI'OC CIIO no cnenuanbHoctr 38.02.01 DxoHOMHMKA U
OyXTalTepCKHuil y4eT (110 OTpacisim).

YueOHas aucuuiimHa «JlOKyMEHTallMOHHOE oOOecrieueHue YIpaBieHUus» o0OecrneunBaet
dhopmupoBanre TPO(YECCHOHATBHBIX U 00IIUX KOMITETCHIIMKA 110 BceM BuaaMm jaestenbHocT @I'OC no
cnerranbHoCcTH 38.02.01 DKOHOMUKA M OyXTaNTEPCKUi y4eT (TI0 OTPaCIIsiM).

Ocoboe 3HaueHWE JUCHHUIUIMHA HMEeT TMpH (POPMUPOBAHUM M PA3BUTHM OOIUX U

poecCHOHATBHBIX KOMIICTCHITHIA:

OK 01 Bei0upate ciocoOsl perieHus 3aaay npodecCHOHaIbHOW AEATeNbHOCTH IPUMEHUTEIBHO
K Pa3JINYHbIM KOHTEKCTaM

OK 02 OcymecTBIATh MOUCK, aHAIM3 W HWHTEpIpeTanuio uHbopManuu, HEOOXOAUMOW Ui
BBITNIOJTHEHUS 331a4 IPO(ECCUOHATbHON NEATEIbHOCTH

OK 03 [ImanupoBaTh W peEaIM30BHIBATH COOCTBEHHOE MNPO(ECCHOHAIBHOE | JIMYHOCTHOE
pa3BuTHE

OK 04 OcCyIIeCTBIIATh YCTHYIO M NUCBMEHHYIO KOMMYHHUKALMIO Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢ yd4eroM OCOOEHHOCTEH COLMAIBHOIO U  KYJIBTYpHOTO
KOHTEKCTa

OK 05 OcCymecTBIATh YCTHYIO U NHUCBMEHHYI0 KOMMYHHUKALMIO HAa TOCYJapCTBEHHOM S3bIKE
Poccuiickoit ®enepanyin ¢ y4eToM OCOOEHHOCTEH COIMAIBHOTO U KYJIbTYpPHOTO
KOHTEKCTa

OK 09 Hcnonb30BaTe MHPOPMALIMOHHBIE TEXHOJIOTHH B IPO(PECCHOHATBHON e TeTbHOCTH

OK 10 ITonp30oBaTbecss  Mpo(eCCHOHAIBHOM — JTOKyMEHTalMed Ha  TOCYAapCTBEHHOM U
MHOCTPAHHOM SI3BIKAX

K 1.1 OO6pabaTbIBaTh IEPBUYHBIE OYXTAITEPCKUE JOKYMEHTBI

1.2 I_[e.m) H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUSA TUCHUIIIMHBI:
B paMKax mporpaMmbl y‘-IC6H0ﬁ JUCIHUITIINHBI 06y‘-IaIOH_II/IMI/ICSI OCBAaMBArOTCAd YMCHUSA U 3HAHUA

KOHTEKCTE; aHaJU3UpOBaTh 3ajauy W/WiIn
poOJIeMy U BBLICISTH €€ COCTaBHBIC YaCTH;
ONpeNeNIATh  JTalbl  pEHIeHUs  3aJauu;
BBISIBIIAATD u 3¢ deKkTUBHO WCKATh
nHpOpMaINIo, HEOOXOIUMYIO Ul PELICHUS
3a/1a4d /WU TTPOOIIEMBI;
COCTaBUTb IUIAH JCHCTBUS;
HEOOXOIMMBIE PECYPCHI;

ONPEACIIUTD

Kon YMeHus 3HaHMA
OK,
IIK
OK'1 pacmo3HaBaTh 3aqady W/WIM TpoOleMy B | aKTyalbHBIN npodeccnoHaNbHBIHI H
MpoeCCHOHAIBHOM ~ W/WJIM  COIMAJILHOM | COITUATBHBIN KOHTEKCT, B KOTOPOM

NPUXOIUTCA pPaboTaTh M KUTh, OCHOBHBIE
HUCTOYHUKA HUHGOPMallMu M PEecypchl JUis

pelieHus 3a/1a4y u npooieM B
npopeCcCHOHATPHOM  W/WJIM  COIMATILHOM
KOHTEKCTE;

AJITOPUTMBI BBITTOJTHEHHSI pabot B

podeCCUOHAIBHOW W CMEXKHBIX 00JIacTsX;




BJIAZACTh AKTyaJIbHBIMU MCTOAAMU paGOTBI B
npoeCCUOHATPHON W CMEXHBIX cdepax;

METOABl pPaboOThl B MpPO(ECCHOHATBHOW U
CMEXHBIX cepax; CTPyKTypy IUlaHa JUIs

pean3oBarhb COCTaBJICHHBIN IUIaH; | pelleHus 3a/1ay; HOPSAI0K OLIEHKH
OLICHMBATbh PE3YyJbTAT U MOCIEICTBUS CBOUX | PE3YJIbTaTOB pelieHus 3aj1a4
JOeWcTBUH  (CaMOCTOSITEIBHO WM C | MIPO(EeCCHOHAIBHON AEATeNbHOCTH

MIOMOILbIO HACTAaBHUKA)

OK 2 OIpeseNATh 3aJjauu Ui IIOKCKa | HOMEHKJIaTypa MH(POPMALMOHHBIX
uHpOpMALUY; ONpPENeNsiTh HEOOXOAMMBIE | HICTOYHHKOB PUMEHIEMbIX B
UCTOYHUKH HMH(DOpPMAIMK;, IUIAHUPOBATH | MPO(ECCHOHATBHONW JAEATENbHOCTH; TPUEMBI
rporecc IIOMCKa; CTPYKTYPUPOBATh | CTPYKTypupOoBaHus wuH(popMaiuu; Gopmat
noigyyaemyro — MH(OpMAIMio;  BBLACTATH | 0(OPMIICHUS pE3yJIbTaTOB IIOMCKa
Haubosee 3HAYUMOE B nepevHe | uHpopMaLuu
uHpOpMallUY; OLEHUBATh IPAKTUYECKYIO
3HaYMMOCTb pe3ysIbTaToB MIOUCKA;
0o(opMIIATH pe3ynbTaThl IOUCKA

OK3 ONpEAEATh aKTyaJIbHOCTb HOPMAaTHBHO- | COJIEP)KaHUE  aKTyaJlbHOM  HOPMAaTHUBHO-
IIpaBOBOM JOKYMEHTaluu B | IPaBOBOM  JJOKYMEHTAllUd;  COBpPEMEHHas
npodeccCHOHATBLHON JIeSITEJIbHOCTH; | Hay4dHasl u npodeccuoHaIbHas
IIPUMEHSITh COBPEMEHHYIO Hay4YHYIO | TEPMUHOJIOTHS;  BO3MOYXKHBIE  TPAEKTOPHHU
po¢eCcCHOHATIBHYIO TEPMHUHOJIOTHIO; | MPO(ECCHOHATBHOTO pa3BUTHS u
ONpeNeNIATh U BBICTpAUBaTh TPACKTOPHUU | caMOOOpa30BaHUs
po¢eCcCHOHATBLHOIO pa3BUTHS u
camoo0pazoBaHus

OK 4 OpraHM30BBIBaTH pabOTy KOJUIEKTHBA U | ICUXOJOTMYECKHE OCHOBBI  JE€STEIIbHOCTH
KOMaH/Ibl; B3aMMO/ICHCTBOBATh C | KOJUJIEKTHUBA, NICUXOJIOTMYECKHUE O0COOEHHOCTH
KOJUIETaMH, PYKOBOJCTBOM, KJIMEHTaMU B | JMYHOCTH; OCHOBBI IIPOEKTHOM IEATEIbHOCTH
X0J1€ TPOPECCUOHAITBHON JEATEITHHOCTH

OK 5 IrPaMOTHO  H3JlaraTh CBOM  MBICAM M | OCOOCHHOCTH COLMAJIBHOTO U KYJIBTYpPHOTO
oopmIIATH JIOKYMEHTBI M0 | KOHTEKCTA; npaBuia oopmienus
npodeccuoHaTbHON TEMaTHKE Ha | JIOKYMEHTOB M IIOCTPOEHHMS]  YCTHBIX
rOCylapCTBEHHOM  SI3BIKE, MPOSIBISATH | COOOLICHUH.

TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE

OK 9 NPUMEHITh CpeACTBa HMH(POPMAIIMOHHBIX | COBPEMEHHBIE  CpeACTBa U YCTpOiicTBa
TEXHOJIOTUI IS pelieHus | M”HQOpMaTH3aIMK; MOPAJOK UX MPHUMEHEHUs
npoeCCHOHATBHBIX 33jay; HCIOJIb30BaTh | U IIPOrpaMMHOE o0ecrieyeHue B
COBpPEMEHHOE IIPOrpaMMHOe obecrieueHne. | MpohecCUOHATBLHON JAeATEIbHOCTH.

OK 10 | monumath o0muit CMBICTT YeTKO | IpaBWjIa TOCTPOEHUSI IMPOCTBIX M CIIOKHBIX
MIPOU3HECEHHBIX BBICKa3bIBaHU I Ha | IpeIIoKeHU Ha mpodeccuoHalbHbIE TEMBI,

U3BECTHBIE TeMbl (MpodeccHOHANbHbIE U
ObITOBBIE), TOHMMATh TEKCThl Ha 0a30BbIE
npodeccuoHanbHble TEMBI; y4acTBOBaTh B
obume u

Juajaorax Ha 3HAKOMBIC

npodeccuoHaIbHbIE TEMBI; CTPOUTH
MPOCTHIE BBICKA3bIBaHUS O cebe U O CBoei

npoecCHOHATLHON JEATeTbHOCTH; KPaTKO

OCHOBHBIC 00IIEYNOTPEOUTEIBHBIC TJIaroJbl
(ObrToBass W mpodeccuoHaTIbHAs JIEKCHKA);
JEKCUYECKU MHHUMYM, OTHOCSAIIUMCST K

OIMMCAHUIO MPECAMETOB, CPCACTB U IMPOLECCCOB

npodeccroHabHOM JESITENbHOCTH;
O0COOCHHOCTH  TPOW3HOIICHHS,  IpaBHJIa
YTCHUS TEKCTOB npodeCCHOHATBLHON

4




00OCHOBBIBAThL U OOBICHUTHL CBOU JEHCTBHUS
(Texymue u MHUCaTh

IMPOCTBIC CBA3HLIC COO6IJ.[€HI/I$I Ha 3HAKOMBIC

IUTAHUPYEMBIE);

WIN MHTEpecyolye NpodeccuoHaNnbHbIe

HaIpaBJICHHOCTU

TEMBI
I[IK 1.1 | npuHMMaTe  NOPOU3BOJbHBIE  IE€PBUYHBIE | OOIIME TPeOOBaHUS K OyXTaJTepCKOMY Y4ETy
OyxranTepckue JIOKYMEHTHI, | B qacTu JIOKYMEHTHPOBAHHUS BCEX
paccMaTpuBaeMble KaK IIMCBMEHHOE | XO3AMCTBEHHBIX JICHCTBUI U OIIEpaLMii;
JI0Ka3aTeIbCTBO COBEpLICHHUS | IIOHATUE IIEPBUYHON OyXranTepcKoit
XO3SIICTBEHHOM OIlepaluuy WJIN IOJy4eHUE | JOKYMEHTaluH;
paspelIeHus Ha ee IPOBEJCHHUE; OTIpeNIeICHUEe  TMEPBUYHBIX  OYyXTaJlTepCKUX
IPUHUMATh  IEpBUYHBIE  OyXrajarepckue | JOKYMEHTOB;
JOKYMEHTHI Ha OyMa)XHOM HocuTene U (1iu) | GopMel IIEPBUYHBIX OyXxrajaTepckux
B BHJAE  OJIGKTPOHHOIO  JIOKYMEHTa, | JOKYMEHTOB, COJAEp)KalUX 00s3aTelIbHbIE
MOJANKMCAHHOTO 3JIEKTPOHHON MOAIHUCHIO; PEKBU3UTHI [IEPBUYHOTO YUETHOTO
IIPOBEPATh  HAJIMYHME B  IPOU3BOJIBHBIX | JOKYMEHTA;

MEPBUYHBIX OYXTaldTepCKUX JIOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;

MIPOBOJTUTH (bopmanbHyIO MIPOBEPKY
JIOKYMEHTOB, TIPOBEPKY IO  CYIIECTBY,
apu(METHYECKYIO TPOBEPKY;

NOPOBOAWUTH  TPYNIHPOBKY  NEPBUYHBIX
OyXrajnTepcKuX JOKYMEHTOB 10  PAIY
NPU3HAKOB;

MPOBOJIUTh TAaKCUPOBKY H  KOHTHPOBKY

NEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB;
OpPraHM30BBIBATH JOKYMEHTOOOOPOT;
pa3buparbcs B HOMEHKIIAType Jel;

3aHOCUTh JaHHBIE [0 CIPYNIIUPOBAHHBIM
JOKYMEHTaM B PErucTpbl OyXraiaTepckoro

yuera;

nepeaaBaTh  IMEpBUYHbIE  OyXrajrepckue
JOKYMEHTbl B TEKylIUH OyXrajirepckuit
apXxuB;

neperaBaTh  NEpPBUYHbIE  OyXraJTepckue
JOKYMEHTbl B IIOCTOSIHHBI apXuB IO
HCTEYEHUU YCTaHOBJICHHOTO CpoOKa
XPaHCHUS;

UCOpPABIATh  OWMOKM B  TEPBUYHBIX

OyXTaJITepCKUX JOKyMEHTaxX

HOPSZIOK TNPOBENEHUSI MPOBEPKU IMEPBUUHBIX
OyXraiaTepckux JTOKYMEHTOB, (HOpMaIbHOI
OPOBEPKU  JOKYMEHTOB, IPOBEPKU 11O
CYILIECTBY, apu(PMETHUECKON MPOBEPKHU;
OPUHIUIOBI U TPU3HAKK  TPYHIUPOBKHU
HNEPBUYUHBIX OYXTaITEPCKUX TIOKYMEHTOB;

MOPSIIOK ~ TPOBEJECHUS  TAKCUPOBKU U
KOHTHUPOBKHM  TEPBUYHBIX  OyXTraJlTepCcKuX
JIOKYMEHTOB;

HOPSIIOK COCTaBJICHUS pPErucTpoOB

OyXTaJITEePCKOTO Y4eTa,
npaBuja W CpPOKM XpaHEHUs NEPBUYHOU

OyXraiatepckoil TOKyMeHTalluu







