AHHOTaNUA y4eOHOH JUCHHUIIJIMHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

ObaacTh npuMeHeHus: padoyeil MporpaMmabl

Pabouas mporpamMma y4ueOHOH AMCHUIUIMHBI «JlOKyMEHTAIlMOHHOE oOecredyeHue YIpaBICHHS
pa3paboTaHa Ha OCHOBE ITPOTPaMMBI MTOJITOTOBKH CIIEIIMAIMCTOB CPEIHETO 3BeHA B COOTBETCTBHH C
@I'OC mno cnenumansHoctd CIIO 38.02.01 Dxonomuka u OyxranaTrepckuil ydeT (IO OTpaciisim)
(6230BOMIIOATOTOBKH).

Mecto aucunminnsl B ctpykrype IHIICC

JUCIUIUIMHA BXOJAUT B Mpo(eccHoHaNbHbIN LIUKII U HampapieHa Ha popMUpoBaHUE OOIIUX U
po¢eCCHOHANBHBIX KOMITETEHIINH:

OK 1. IlonuMatp CyIIHOCTh U COIMAIBHYIO 3HAYMMOCTh CBOEH Oy/yIiei nmpodeccun, mposBISITHK
HEW YCTOWYMBBINA UHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JIEATEIILHOCTD, BEIOMPATH TUITOBBIE METOJIBI M CTIOCOOBI
BBITOJIHEHUSI TPO()ECCHOHANBHBIX 33/1a4, OIIEHUBATh UX 3()(HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpyHMMaTh pelieHus B CTAaHJAPTHBIX U HECTAHIAPTHBIX CUTYAIMsX U HECTH 3 HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOUCK M UCHOIb30BaHNE HHPOPMALIHU, HEOOX0AUMOM 1151 3P PEKTUBHOTO
BBITIOJTHEHUSI PO ECCHOHATBHBIX 3a/1a4, MPOPECCHOHATBHOTO U JINYHOCTHOTO Pa3BUTHSL.

OK 5. Bnanetp nHGpOpMAIIMOHHOHN KYJIBTYPOM, aHAJTU3UPOBAThH U OIEHUBATh HHPOPMAITHIO C
HCIOJIb30BaHNEM HH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

OK 6. PaGoTath B KOJUIEKTHBE U KOMaH 1€, 3 (HEKTUBHO 00IIATHCA C KOJIJIETaMU, PyKOBOJICTBOM,
MOTPEOUTEISIMHU.

OK 7. bpaTb Ha ce0st OTBETCTBEHHOCTh 32 pabOTy UJI€HOB KOMaH/Ibl (IOAYNHEHHBIX ), PE3yJbTaT
BBITIOJIHEHHS 3a1aHUM.

OK 8. CamMOCTOSITeNTLHO ONPEEIITh 3a/1a4d MPO(ECCHOHATBHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHMMATHCA CaMOOOpPa30BaHKUEM, OCO3HAHHO TUIAHUPOBAThH MOBBIILIECHUE KBATH(PUKAILIUH.

OK 9. OpreHTupOBaThCS B YCIOBHUSIX YaCTOW CMEHBI TEXHOJIOTHH B TpoecCnoHaIbHOM
NEeATEIbHOCTH.

I1IK 1.1. O6pabaTbIBaTh NEPBUYHbBIE OYXTaNTEPCKUE JOKYMEHTHI.

I1K 1.2. Pa3zpabaTbIBaTh U COTJIACOBBIBATH C PYKOBOJICTBOM OpraHU3aIMK pabO4Hii TUIaH CUETOB
OyXTraJITepCKOTO y4yeTa OpraHU3alHH.

[1K 1.3. [IpoBoauTh y4eT AEHEKHBIX CPEICTB, OQOPMIISATh IEHEKHBIE U KACCOBBIE TOKYMEHTHI.

[IK 1.4. ®opmupoBaTh OyXraiarepckue IpoBOJIKH 110 YYETY UMYLIECTBA OPraHU3alud HA OCHOBE
pabouero riaHa c4eToB OyXIrajaTepcKOro y4yeTa.

[1K 2.1. ®opmMupoBaTh OyXrantepcKue MpOBOJIKH 0 YI€Ty HCTOYHHKOB HMYIIECTBA OpraHU3allMiHA
OCHOBE pabouero 1miaHa c4eToB OyXrajaTepcKoro y4era.

[IK 2.2. BpInOaHATE NOPYYEHUSI PYKOBOJCTBA B COCTABE KOMUCCHH IT0 MHBEHTAPU3aLUH UMYILIECTBAB
MeCTax €ro XpaHeHusl.

I1K 2.3. [IpoBOIUTH TOATOTOBKY K HHBEHTAPU3AIMH U ITPOBEPKY JACHCTBUTEIHLHOTO COOTBETCTBHS
(aKkTHUECKUX JaHHBIX MHBEHTApU3allUH JaHHBIM yUyeTa.

[IK 2.4. OtpaxkaTh B OyXraJTepCcKuX MPOBOJAKAX 3a4eT U CIIMCAHUE HEIOCTAaYH [ICHHOCTEH
(perynupoBaTh HHBEHTAPU3AILMOHHbBIC PA3HUIIBI) [10 pe3yabTaTaM HHBEHTapU3ALINH.

1K 3.1. ®opMupoBaTh OyXTraaTepCKHe MPOBOIKU 110 HAYHCICHUIO U ITEPSUYHCICHUIO HAJIOTOB 1
cOOpOB B OI0/KETHI PA3IMYHBIX YPOBHEH.

[IK 3.2. OpopMIsATh MIaTEKHBIC JOKYMEHTHI JJIs1 IEPSUUCIICHUS HAJIOTOB U COOPOB B OIOIKET,
KOHTPOJIMPOBATH UX MPOXOXKACHUE 110 PACUETHO-KACCOBBIM OAHKOBCKUM OTIEPAIIHSIM.

1K 3.3. ®opMupoBaTh OyxranTepckue MPOBOAKU MO HAYUCICHUIO U IEPEUNCIICHUIO CTPAXOBBIXB3HOCOB
BO BHEOIO/DKETHBIE (POH/IBI.

I[IK 3.4. OdopmisaTh MIaTeXHble JJAOKYMEHTHl Ha TIEpEUYHMCIIEHHE CTPaxOBBIX B3HOCOB BO
BHEOIO/KETHBIE (DOHMBI, KOHTPOJIMPOBATH MX MPOXOXKICHHE IO PACUYETHO-KACCOBBIM OAHKOBCKHUM
onepanusm.



I1IK 4.1. OTtpaxath HapacTalOUIMM UTOTOM Ha cueTax OyXrajlaTepcKoro yuyera UMYIIECTBEHHOE
u (uHAHCOBOE TIONIOKEHWE OPTraHW3alMd, ONPEACNATh pPE3yJIbTaThl XO3SHCTBEHHOU
JeSITETbHOCTH 32 OTYETHBIM epUo/I.

[NIK  4.2. CocraBnitb QopMbl  OyXraJTepckol  OTYETHOCTM B  YCTAHOBJICHHbBIE
3aKOHOJIaTEJIbCTBOM CPOKH.

IIK 4.3. CocTaBisTh HAJIOTOBBIC JCKJIApaIldi IO Hajgoram U cOopaM B OIOIKET, HAJIOTOBHIC
nexnapanuu no EnuHomy conmansHoMy Hajory (nanee - ECH) u gopmbl cratuctuyeckoin
OTYETHOCTH BYCTaHOBJICHHBIE 3aKOHOJATEIILCTBOM CPOKH.

I[IK 4.4. TIpoBoauTh KOHTPOJIb W aHaIU3 HHPOpPMaLUU 00 HMMyIIeCTBE U (UHAHCOBOM
I0JIO)KEHUN OpTaHU3aL1H, €€ TUIATeXECTIOCOOHOCTH U JJOXOIHOCTH.

HCJII/I H 3aJa91 UM CHMIIJINHBbI — TpCﬁOBaHHﬂ K pe3yJdabTarTaM 0CBOCHUA JUCHUIIMHBI:

B pesynbpTaTe 0cBOCHMS TUCIUTIIIMHBI 00 yYAIOIIUNACS T0JI2KEH YMeTh:
oOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBHH C HOPMATHBHOW 023014, B TOM YHUCIIE C
HCIOJIb30BaHUEMHH(DOPMAIIMOHHBIX TEXHOJIOTHIA;

OCBaMBaTh TEXHOJIOTHH aBTOMATH3UPOBAHHOW 00pa0OTKH TOKYMEHTAIIUH;
WCIIOh30BaTh YHU(PUIIUPOBAHHBIE (POPMBI JOKYMEHTOB;

OCYIIECTBIISATh XPAaHCHHUE U TTOMCK IOKYMEHTOB;

HCIIOB30BaTh TEIEKOMMYHUKAIIMOHHBIC TEXHOJIOTHHU B DJICKTPOHHOM
JTOKyMEHT0000poTe; B pe3ynbprare 0CBOCHUS AUCIHUILTUHBI 00 yJaroIIHiACs
JOJI3KEH 3HATh:

MOHSTHE, 1IeJIU, 33/1a41 U MPUHLHUIIBI AeJIONPOU3BOCTBA;

OCHOBHBIC TIOHTHS JIOKYMEHTAIIMOHHOTO 00ECTICUeHHUs YIIPABJICHHUS;
CUCTEMBI JIOKYMEHTAIIMOHHOT'O 00eCIIeYeHUS YIIPABICHUS;
KJIaCCHU(UKAINIO JOKYMEHTOB;

TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHHIO JOKYMEHTOB;

OpraHU3aIUIo0 JOKYMEHTO000poTa:

npuema, o00paboTKy, perucTpaiuio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATYpY JEJI;



