AHHOTAILIMS PABOYEN ITPOT'PAMMBI YUEBHOU JUCIIUTTJIMHBI
OI1.05 JOKYMEHTAIIMOHHOE OBECIIEYHEHME YIIPABJIEHUA

O0saacTh NpUMEHEHHUs POrPaMMBbI:

Pabouas mporpamMma yueOHOW NHUCUMIUIMHBI SIBJISETCS YaCThIO MPOrPaMMBI
noarotoBku cnenuanuctoB cpeanero 3seHa (IIIICC3) B coorBercTBrun ¢ ®I'OC no
crneuunanbHocT CITO 38.02.01 DxoHOMMKA U OyXranTepckuil yuer (1o OTpaciisam).

MecTo TMCHMIUIMHBI B CTPYKTYpe NMPOrpaMMbl MOJATOTOBKH CHEIHAJINCTOB
CpeJHero 3BeHa: BXOAWT B obmienpodeccuoHanbHblid nuki aucuurind OI1.05.

Henn u 3a7a4u AUCHUILUIMHBI — TPeOOBaHUS K pe3yJbTaTaM OCBOCHUS yueOHOMU
JUCLUILIIUHBIL:
B pe3ynbTaTe 0CBOCHUSA JUCUUIUIMHBI 00yUYaIOIUNACS JOJIKEH YMeTh:

. 0o(hOpMIISITh JOKYMEHTAIMIO B COOTBETCTBHU C HOPMAaTUBHOW 0a30if, B
TOM YHCIIE C UCTIONIb30BaHNEM HH(DOPMAIIMOHHBIX TEXHOJIOTHH;

. OCBaMBaTh TEXHOJOTUN aBTOMATU3UPOBAHHON 00pabOTKHU
JTOKYMEHTAIIWH,

. UCMOJIb30BaTh YHU(ULIUPOBAHHBIE (POPMBI JOKYMEHTOB;

. OCYIIECTBISTh XpPaHCHHUE U TIOUCK TOKYMEHTOB;

. UCTIOIBH30BaTh TEIEKOMMYHHKAIIMOHHBIE TEXHOJIOTUU B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE

B pe3ynbpTaTe OCBOCHUS TUCIUTUIMHEBI 00yJarOMIMIACS TOMKEH 3HATh:

. HOHATHUE, 11eJU, 33Ja4d U PUHIUIBI AETONPOU3BOICTBA;

. OCHOBHBIE TTOHSITHS TOKyMEHTAIMOHHOT'O0 00eCIIeYeHHs YIIPaBICHUS;

. CUCTEMBI TOKYMEHTAIIMOHHOTO 00eCTIeYeHHs! YIIPABIICHNUS;

. KJ1acCU(UKAIUIO TOKYMEHTOB;

. TpeOOBaHMS K COCTABICHUIO i O(OPMIICHHUIO TIOKYMEHTOB;

. OpTaHM3AIHIO JOKYMEHTO000pOTa: MprueMa, 00padoTKy, pETUCTPAIIHIO,

KOHTPOJIb, XPAHEHUE IOKYMEHTOB, HOMEHKJIATYPY JieJl

B dwactu ocBoeHUs IUCHUIUIMHBI OOyYaroIMCS IOJDKEH o0jajaTh OOIMMMHU U
npodecCHOHaTLHBIMU KOMIIETECHIIUSIMU

OK 1. BpiOupatre cmocoObl pemieHuss 3aaad  npodecCHoHaTbHON
NESTENHHOCTU MMPUMEHUTENBHO K Pa3JIMYHBIM KOHTEKCTaM.

OK 2. OcyuiecTBisiTh MOMCK, aHAJIW3 W HUHTEPIPETAlUI0 HHPOpMalUH,
HEO0OXOIMMOM TSI BBITIOJTHEHUS 3a/1a4 MPOo(eCCHOHATBHOM eI TeIbHOCTH.

OK 3. IlnanupoBaTh U peanu30BbIBATh COOCTBEHHOE MPO(EeCcCHOHATBbHOE U
JUYHOCTHOE Pa3BUTHE.

OK 4. PabGoTtarh B KOJIJIEKTUBE U KOMaHE, d3PPEKTUBHO B3aUMO/ICHCTBOBATh
C KOJUIETaMH, PyKOBOJICTBOM, KJTUEHTAMH.

OK 5. OcymecTBisTh YCTHYIO U MHUCbMEHHYIO KOMMYHUKAIMIO Ha
rocyJapcTBEHHOM si3blke Poccuiickoit dexeparuu ¢ ydeToM OCOOEHHOCTEH
COIIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.



OK 6. [TposBrsThH IPaKIaHCKO-TATPUOTUYECKYIO MO3ULIHIO,
JEMOHCTPUPOBaTh  OCO3HAHHOE  IIOBEICHHME HAa OCHOBE  TPaJULMOHHBIX
00IIEeYeTIOBEYECKUX IIEHHOCTEH.

OK 7. ConericTBoBaTh COXPaHEHUIO OKpY’Karonien Cpensl,
pecypcocOepexennro, 3p(PEKTUBHO TEHCTBOBATh B YPE3BBIYANHBIX CUTYAIHIX.

OK 8. Hcnonb3oBaTh cpeactBa (HpU3MUECKOW KyIbTYPhl JUIsl COXpAHEHUS U
YKpEIJIEHUs] 3JI0pOBbS B Tporecce NpodecCHOHATBHON JAEATEIbHOCTH U
NOJIIEPKaHKsI HEOOXOJJUMOT0 YPOBHS (PU3NYECKOM TOITOTOBIEHHOCTH.

OK 9. Ucnonb3oBaTh MHGOPMALIMOHHBIE TEXHOJIOTHH B MPO(PECCUOHATIBHON
NESATENbHOCTH.

OK 10. TIlonp3oBaTthcsi  mpodecCHOHATBLHOM  JOKyMEHTalHMel  Ha
rOCY/IapCTBEHHOM U MHOCTPAHHBIX SI3bIKAX.

OK 11. Ucnonb3oBaTh 3HaHUS 10 (PMHAHCOBOM IPaMOTHOCTH, TUIAHUPOBATh
npeANpPUHUMATENBCKYIO JeATebHOCTh B IpodeccuoHaIbHou cdepe.

[IK 1.1. OGpabatbiBaTh MepBUYHBIC OYXTAITEPCKUE TOKYMEHTHI.

[IK 1.2. Pa3pabarbiBaTh M COIJIACOBBIBATH C PYKOBOJCTBOM OpTraHHU3aLUU
pabounii IIaH CYETOB OYXTaNTepCKOro yuera OpraHu3aluu.

[IK 1.3. TIpoBoaUTh YYeT NEHEXKHBIX CPEACTB, OPOPMIATH IACHEXKHbBIC U
KaCCOBBIE IOKYMEHTHI.

[IK 1.4. ®opmupoBarh OyXrajJTepcKue MPOBOJKH IO YYETy aKTHBOB
OpraHu3allii Ha OCHOBE paboyero MjiaHa CYeToB OyXrajiTepcKoro yyera.

[IK 2.1. ®opmupoBath OyXTrajJTepCKHE MPOBOAKK MO YYETy HCTOYHHKOB
aKTUBOB OpPraHU3aIlMU Ha OCHOBE pab0OYero raHa cueToB OyXTalTepCKOTo y4yeTa.

[IK 2.2. BpIIOJHATH NOPYYEHUS PYKOBOACTBA B COCTABE KOMHMCCHUH IO
VMHBEHTApU3aLMH AKTUBOB B MECTaX €r0 XpaHEHUSI.

[IK 2.3. IIpoBoauTh NOATOTOBKY K WHBEHTApU3allMM U IPOBEPKY
JEUCTBUTEIHLHOTO COOTBETCTBHS (PAKTUUECKUX JAHHBIX MHBEHTAPU3ALMNU JAHHBIM
ydera.

[1K 2.4. OTpaxxatb B OyXraJTepCKHUX MPOBOJIKaX 3a4YET U CIIMCAHUE HEJOCTAUH
LEHHOCTEN (peryaupoBaTh HMHBEHTAPU3ALMOHHBIE pPa3HUIBI) [0 pe3yJbTaTaM
WHBEHTAPU3ALIUH.

[IK 2.5. TIlpoBoguTh mpoleAypbl WHBEHTapuU3aluu  (UHAHCOBBIX
0053aTeNIbCTB OPraHU3ALINH.

[IK 2.6. OcymecTtBisate cO0p HHPOPMALUH O JEATEIBHOCTH OOBEKTa
BHYTPEHHETO KOHTPOJISI 1O BBHIMOJIHEHUIO TPEOOBaHUI MPaBOBON W HOPMATHUBHOMN
0a3bl 1 BHYTPEHHUX PErIaMEHTOB.

[1IK 2.7. BBINOJHATH KOHTPOJBHBIE MPOLIEAYPHl U UX JIOKYMEHTHUPOBAHUE,
TOTOBUTH U OQOPMIISITH 3aBEPILIAIOIINE MAaTepUaibl MO pe3yJbTaTaM BHYTPEHHETO
KOHTPOJIS.

[IK 3.1. dopmupoBarh OyxraaTepcKue NPOBOJAKA IO HAYKHCICHUIO U
NIEPEUMCIICHUIO HAJIOTOB U COOPOB B OIOKETHI Pa3IMYHBIX YPOBHEH.

[1K 3.2. OdopMsTh TUIATEKHBIE JOKYMEHTHI JJIS TIEPEUNCIICHUSI HAIOTOB U
cOOpOB B OIOJKET, KOHTPOJIUPOBATh MX MPOXOXKICHHE IO PACUYETHO-KACCOBBIM
OaHKOBCKHM OIEpaLUsIM.



I[IK 3.3. ®opmupoBaTh OyXTrajaTepCKUe IMPOBOAKUA IO HAYUCICHUIO U
NEPEUYNCICHUIO CTPAaXxOBBIX B3HOCOB BO BHEOIO/KETHbIE (DOHABI M HAJIOrOBHIE
OpraHbl.

[IK 3.4. OpopMisTh MIaTeKHbIE JOKYMEHTBl HA MEPEUNCICHUE CTPAXOBBIX
B3HOCOB BO BHEOIO/DKETHBIC (POHIBI M HAJIOTOBBIE OpPraHbl, KOHTPOJIHPOBATH HX
IPOXOKJEHUE IO PACYETHO-KACCOBBIM OAHKOBCKUM OTIEPALIHSIM.

[1IK 4.1. OTpaxkaTh HapacTarOUIUM UTOTOM Ha cUeTaxX OyXTaJITepCKOro yyera
UMYIIIECTBEHHOE ¥ (PMHAHCOBOE MOJI0KEHNUE OPraHU3aLMHU, ONIPEACIISATh PE3YIbTAThI
XO3SMCTBEHHOM JIESITEIbHOCTH 32 OTUYETHBIN IEPUO/.

[IK 4.2. CocraBnarbs Gopmbl Oyxrantepckod ((pUHAHCOBOI) OTYETHOCTH B
YCTaHOBJICHHBIE 3AKOHOATEIBCTBOM CPOKH.

IIK 4.3. CocraBnsath (OTU€THI) M HAJOrOBBIE JAEKIApalyyd IO HaJIoram Hu
coopam B OIO/DKET, yUUTHIBAsE OTMEHEHHBIM equHbIN coruanbHbiii Hajor (ECH),
OTYETHl MO CTPAXOBBIM B3HOCAM B TOCYIAapCTBEHHbIE (POHIBI, a TaKXe (POpMBI
CTaTUCTUYECKOM OTYETHOCTH B YCTAHOBJICHHBIE 3aKOHOIATEIBCTBOM CPOKH.

[IK 4.4. [lpoBoauTh KOHTPOJb W aHaNW3 HUHGpOpMaMU 00 akKTUBAX H
(MHAHCOBOM MOJOXKEHUH OpTraHU3alNH, €€ IIaTeKECIOCOOHOCTH U TOXOTHOCTH.
ITIK 4.5. [IpyuHuMaTh ydyacThe B COCTaBJICHUM OU3HEC-TIJIaHa.

I[IK 4.6. Ananu3upoBaTh (HUHAHCOBO-XO3SUCTBEHHYIO JESATENbHOCTD,
OCYIIECTBJIATh aHANW3 HWHOOpPMAIMK, TMOJYYEHHOM B XOAE MPOBEIACHHUS
KOHTPOJIBHBIX MPOLEAYP, BBISBICHUE U OLIEHKY PUCKOB.

[1IK 4.7. ITpoBOIUTH MOHUTOPHUHT YCTPAHEHUSI MEHEI>KMEHTOM BBISIBIICHHBIX
HapYILIECHHI, HETOCTATKOB U PUCKOB.



