OI1.06 JOKYMEHTAIMOHHOE OBECIIEYEHUME YIIPABJIEHUSA

1.1 MecTO IMCHUMILIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOM POrpaMMBbl:

YyeOHas AWCHUILTAHA «loxymenTanmonsoe obecrniedyeHue SIBJISICTCS

00s13aTEIbHOM 9acThI0 00MENPOEeCCHOHATBHOTO LUKIAa OCHOBHOW 00pa3oBaTEeIbHON MPOrpaMMbl B
cootrBeTcTBUU ¢ akrtyanuzupoBanHbiM PI'OC CIIO mo cnemmansHoctu 38.02.01 DkoHOMHKA U

YIIPaBIICHUSD)

OyXranTepckuil y4er (1o OTpacisim).

VYuebHnass aucuuiuinHa «JlOKyMEHTallMOHHOE OO0ECleYeHne YIpaBJICHUS» OO0eCIeYnBaeT
(dbopmupoBaHHe MPOPECCHOHATBHBIX U OOIIMX KOMITETEHINH 110 BceM BuaaMm jaestenpbHocTd PI'OC mo
cnenuanbHocT 38.02.01 DxoHOMMKA M OyXTraaTepCcKuil yueT (10 OTpaciisiM).

Oco0oe 3HayeHHe JUCUUIUIMHA HMeeT 0pu (QOPMHUPOBAHUM U DPA3ZBUTHM OOLUX H

npohecCHOHANTBHBIX KOMITETCHIIUN

OK 01 Br16upaths ciocoOb! perieHus 3aaad npopecCUOHANbHON AEITEIbHOCTH PUMEHUTEIBHO
K pa3JIM4HbIM KOHTEKCTaM

OK 02 OcymiecTBIATh TOUCK, aHAIW3 W HHTEPIPETAio WHGOpMAIMK, HEOOXOIUMOW s
BBITIOJIHEHUS 3aJ1a4 TPO(HEeCCUOHATILHOM NesITeIbHOCTH

OK 03 [InanupoBaTh M peanu30BBIBATH COOCTBEHHOE NPOGECCHOHAIBHOE M JMYHOCTHOE
pa3BHUTHE

OK 04 OcymecTBIATh YCTHYIO M MUCBMEHHYK) KOMMYHMKAIMIO Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanyii ¢ y4eToM OCOOEHHOCTEH COIMAIBHOTO U KYJIbTYPHOTO
KOHTEKCTa

OK 05 OcCymiecTBIISITh YCTHYIO M NHCBbMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJAapCTBEHHOM S3bIKE
Poccuiickoit ®enepanii ¢ y4eToM OCOOEHHOCTEH COIMAIBLHOTO | KYJIBTYPHOTO
KOHTEKCTa

OK 09 Hcnons3oBath HHGOPMAIIMOHHBIE TEXHOJIOTHH B TPOPECCHOHATBHON JEATETHHOCTH

OK 10 [Tons3oBathcsi  mpodeccHoHaTbHOM — TOKyMEHTAIlMed Ha  TOCYyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

‘ K 1.1 ‘ OO0pabaTeIBaTh MEPBUYHBIE OYXTaaTEPCKUE JOKYMEHTHI

1.2 Heap u muianupyemblie pe3yabTaThl 0CBOEHUS AMCUMIIIMHBI:
B pamkax nporpammbl yueOHON AMCHUILITUHBI 00YyYAIOUTUMUCS OCBAUBAIOTCS] YMEHHS M 3HAHUS

Kong YMmenusa 3HaHUSA
IIK,

OK

IIK 1.1 | npuHUMaTh  [POU3BOJILHBIE
Oyxranrepckue
paccMaTpuBaeMble

JA0Ka3aTCJIbCTBO

nepBUYHbIE | 00IIKe TpeOoBaHUs K OyXranTepCKOMY Y4eTy
JOKYMEHTBI, | B JacTu JOKYMEHTHUPOBaHUS BCEX
IMUCBMEHHOE | XO34MCTBEHHBIX AEHCTBUI U OIEPALIHL;
COBEPILIEHHUS | IIOHATHE IIEPBUYHOU OyXrantepckoi

Kak

XO3SIICTBEHHOW OTepaluu WIN TOJIydeHUe
paspelleHus Ha ee IPOBEICHUE;

MPUHUMATh  TEPBUYHBIE  OyXranTepcKue
JOKYMEHTBI Ha OyMa)>KHOM HOcHUTeNe U (WIIN)
B BHJIE  DIEKTPOHHOTO  JIOKYMEHTA,
MOAMMCAHHOTO YJIEKTPOHHOU MOAMUCHIO;
MPOBEPATh HANUYME B  MPOU3BOJIBHBIX
MEPBUYHBIX  OYXTalTepCKUX JTOKYMEHTax

JOKYMEHTAIUH;
oIpezeNneHne
JOKYMEHTOB;
bopmbl
JOKYMEHTOB,
PEKBH3HTHI
JOKYMEHTA;
TOPSIIOK TIPOBEICHUS] POBEPKH TEPBHYHBIX

NEPBUYHBIX  OyXTraaTepcKuX
HEePBUYHBIX OyXraaTepcKux
cojiepKalux —o0s3aTeNbHbIe
MIEPBUYHOTO Y4ETHOTO
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00s13aTENIbHBIX PEKBU3UTOB;

IIPOBOJIUTH bopmanbHyIO IIPOBEPKY
JOKYMEHTOB, IpPOBEPKY IO  CYIIECTBY,
apu(METHUECKYIO TPOBEPKY;

NPOBOJUTH  TPYINIUPOBKY  HEPBUYHBIX
OyXranTepcKux JOKYMEHTOB TIO0  pAIY
MIPU3HAKOB;

MPOBOJIUTH TAaKCUPOBKY M  KOHTHUPOBKY

MEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTOB;
OpraHU30BBIBATH JOKYMEHTOOOOPOT;
pa30OupaTbcs B HOMEHKIIATYpE A€,

3aHOCUTh JIaHHBIE IO CIPYNIHPOBAHHBIM
JOKYMEHTaM B PETrUCTPbl OyXrajiaTepcKkoro
yuera;

neperaBaTh  IMEPBUYHbIE  OyXraiaTepckue
JOKYMEHTbl B TEKyIIUH OyXrajrepckuit
apxuB;

nepenaBaTh  IMEPBUYHbIE  OyXrajarepckue
JOKYMEHTbl B TIOCTOSIHHBIA apXWB IO
UCTEUYEHUN YCTaHOBJIEHHOTO cpoka
XpaHEHUS;

UCOPaBJIATh  OWMOKK B  MEPBUYHBIX

OyXTalnTepCKUX JOKyMEHTAaX;

OyXranTepcKux JTOKyMEHTOB, (OpMaiIbHOM
IPOBEPKH  JOKYMEHTOB, IPOBEPKH IO
CYIIECTBY, apu(PMETHUECKON MPOBEPKHU;
OPUHLUIBI W IPU3HAKK  IPYHIUPOBKU
NEPBUYHBIX OYXTaNTepCKUX TOKYMEHTOB;

NOPSAOK  TPOBEIEHUS  TAKCUPOBKH U
KOHTHPOBKH  TEPBUYHBIX  OYXTaJTepPCKUX
JIOKYMEHTOB;

HOPSA0K COCTABJICHUS pPErucTpoB

OyXTaJITepCKOTrO y4eTa;
IpaBUja M CPOKM XpaHEHUs IEPBUYHOU
OyXTanTepCKON TOKYMEHTAITUH;

OK 1. | pacno3HaBaTh 3ajadyy W/WIM TpoOJieMy B | aKTyalbHBIN po¢eCCUOHATbHBIN u
npodeccuoHaIbHOM — W/WIM  COLMAJIbHOM | COIMANIBbHBII KOHTEKCT, B KOTOPOM
KOHTEKCTE; aHAJM3UpOBaTh 3a7ady W/WUIU | IPUXOAUTCA paboTaThb M JKUTh, OCHOBHBIE
poOeMy U BBIIENATh €€ COCTaBHbIE YaCTH; | HICTOUHUKA HWHMOpPMALMU U Pecypchl Uis
OTPENeNATh  OJTallbl  pElIeHUs  3a/JayM; | pelIeHus 3a1au u npo0ieM B
BBISIBIISITH u 3¢ deKTUBHO UCKaTh | MIpOo(ecCHOHAIbHOM  W/WJIM  COLMAJIbHOM
nH(popMalNi0, HEOOXOIUMYIO JJISl PELIECHUs! | KOHTEKCTE;
3a/1a4uM U/ Uiu mpoOJIeMBbl; AITOPUTMBI BBITOJTHEHUS paboT B
COCTaBUTh IUIaH JICUCTBUS; ONPEACIIUTH NPO(EeCCHOHATIBHON U CMEXKHBIX 00MIacTsIX;
HEOOXOTIMBIE PECYPCHL; METOJbl paboThl B MpodeccCHoHANbHOU U
BIIJIETh aKTYaJIbHBIMU METOJaMHu paboOThl B CMCXKHBIX - CEpax; CTPYKTYPY IUIaHa Julk
npodeccHoOHAIbHOM U CMEXHBIX cdepax; DCILICHIA anat; TOpAZIOK OUCHKH
peann3oBath COCTaBJICHHBIN IUIaH, PE3YTILTATOB _ berien afat
OIICHUBATh PE3yJIbTAT U MOCIEICTBUS CBOUX POGECCHOHANLROR AEATENLHOCTR
NeUCTBUM  (CaMOCTOSITENILHO — WM C
MTOMOIIBI0 HACTABHUKA)

OK 2. | ompenenstsb 3a1auu TUIs MOKCKa | HOMEHKJIaTypa UH(GOPMALIMOHHBIX
nH(MOpMALUK; OMPENeNiaTh HEOoOXOIUMbIEe | HICTOYHHUKOB, MPUMEHSAEMBIX B
WUCTOYHUKA WHGOpMAIMK; TUIAHUPOBATH | MPOQPECCUOHANBHON eATEeIbHOCTH; MPUEMBI
MpoI1iecc MOUCKA; CTPYKTYpUPOBATh | CTPYKTYpUpoBaHusi uH(popManuu; ¢dopmar
noiydyaemMyro  MHGOpPMAIMIO;  BBIACIATH | 0(OpMICHUS pE3yJIbTATOB MOMCKa
Haubomee 3HAYUMOE B nepeyHe | nHGoOpMaIuu
uH(MOpMallUK; OILIEHUBATh MPAKTHUYECKYIO
3HAYUMOCTb pe3yNbTaTOB MOUCKA;
0hOPMIISITH PE3yABTATHI MOVCKA

OK 3. | ompenensaTh akTyaJlbHOCTb HOPMATUBHO- | COAEP’KaHME  aKTyallbHOM  HOPMAaTUBHO-
MPaBOBOM JOKYMEHTAaILlUU B | IpaBOBOM  JOKYMEHTALIMM; COBPEMEHHAas
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npodeccrnoHaIbHO M JeSITENILHOCTH;
MIPUMCHSTh COBPEMEHHYO HAY4HYIO
npodeccuoOHATBHYIO TEPMHUHOJIOTHIO;
ONpCAC/IAAIT MW BbICTpAUBATL TPACKTOPUU
podecCuoHAIBHOTO pa3BUTHUSA u
caMo00pa3oBaHUs

Hay4yHas U npodeccruoHanbHas
TEPMHHOJIOTHSI;  BO3MOXKHBIC  TPACKTOPUH
npodeccnoHaIEHOTO pa3BUTHUS u
camo00pa3oBaHUs

OK 4.

OpraHru30BbLIBATH pa60Ty KOJIJICKTUBA H
KOMaH/bI; B3aHMOIIeﬁCTBOBaTb C
KOJUIETaMH, PYKOBOJCTBOM, KIHCHTAMHU B
X0J1e MPO(ECCHOHATBHON AEITETbHOCTH

IICUXOJIOTNYCCKHUEC OCHOBBEI JACATCIBHOCTHU
KOJIJICKTHUBA, IICUXOJIOTHMYCCKUC 0COOCHHOCTHU
JIMYHOCTH, OCHOBBI HpOGKTHOfI JACATCIIBHOCTH

OKSS.

I'paMOTHO najiaraTtb CBOU MBICJIN n
0hOpMIIATH JIOKYMEHTBI o
npoecCuoHAIbHON TeMaTHKe Ha
TOCyAapCTBECHHOM SI3BIKEC, IMPOABIIATH
TOJIEPAHTHOCTH B Pa00OUYEM KOJIICKTHBE

OCOOEHHOCTH COLIMAJIBHOTO U KYJIBTYPHOIO
KOHTEKCTa; npaBuia odopmieHus
JOKYMCHTOB nu MMOCTPOCHUMA YCTHBIX
coo01ieHui

OK 9.

MPUMEHSTh CpPeICTBAa HH(POPMAITUOHHBIX
TEXHOJIOT Uit VTS pelIeHus
npoecCHOHANBHBIX 3aJ[ad; HCIIOJIb30BaATh
COBPEMEHHOE MTPOTPaMMHOE 00eCTICUeHHE

COBPEMEHHBIC  CpEICTBA M YCTPOMCTBA
I/IH(i)OpMaTI/ISaIII/II/I; MOPAIOK HMX MPUMCECHCHUA
" MPOTpaMMHOE obecrieueHne B
poeCCUOHATBHOU JIEATETLHOCTH

OK 10.

MTOHUMATh o0t CMBICT YETKO
MIPOU3HECEHHBIX BBICKA3bIBaHUI Ha
U3BECTHbIE TeMbl (IpodecCHOHATbHBIE U
ObITOBBIE), MOHUMATh TEKCThl Ha 0a30BbIE
npodeccuoHallbHbIe TEMBbI; Y4acTBOBaTh B
Iyanorax — Ha  3HaKOMble — o0mue U
npodeccuoHalbHbIE TEMBI; CTPOUTh
MPOCThIE BBICKA3bIBaHUA O cebe U O cBOeH
podeccuoHaIbHON JesITeIbHOCTH; KpPaTKO
000CHOBBIBATh U OOBSICHUTH CBOU NEUCTBUSI
(Tekymue W IUIAaHUPYEMBIE);  ITUCaTh
MIPOCTHIE CBSA3HBIE COOOIICHHS HAa 3HAKOMbIE
WIM HHTEpecyroue mnpodeccuoHaIbHbIe
TEMBI

MpaBujia TIOCTPOCHHS TPOCTBHIX U CIOMKHBIX
MpeIOKEHUN Ha TIPO(ecCHOHATBHBIE TEMBI,
OCHOBHBIE OONICYNOTPEOUTEIBHBIE TJIaroJbl
(ObiTOBass W mnpodeccuoHaIbHAs JIEKCHKA);
JEKCUYECKMM MHUHUMYM, OTHOCAIIMHCA K
OTIMCAHUIO MPEAMETOB, CPEJICTB U MPOLECCOB

npodeccroHanbHOM NeSITeNIbHOCTH;
OCOOCHHOCTM  NIPOM3HOIICHHUS;  IpaBuiIa
YTEHUS TEKCTOB npodeccuoHanbHOM
HAIpPaBJIEHHOCTH







