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1-O6macTs npuvenenus-padoyeil mporpaMmmbl
Pabouast mporpamma yuebnor mucuumuinabl OI1.04 «IIpaBoBoe ¥ JOKyMEHTAIMOHHOE
obecrieueHrne yIpaBlICHUs» SBISETCS 9acThIO 00pa30BaTeIbHON MIPOrpaMMbl B COOTBETCTBUU C

®I'OC CIIO no cnienranibHocTy 38.02.01 DKkOHOMUKA M OyXTaNTepCKUil yueT (TI0 OTPaCIIsaM).

2. MecTo y4e0HOI JTUCUMIIIMHBI B CTPYKTYpPe 00pa30BaTe/IbHON POrPAMMBI:

VYuebnas guctmmanaa OI1.04  «IIpaBoBoe © TOKyMEHTAllMOHHOE OOecredyeHue
yIOpaBiICHUS» BXOAUT B OOMIENPOPECCHOHANBHBIN MK JUCHMILUIUH 00pa3oBaTeIbHOU
HpOrpaMMBEI.

3. Heau u 3agaun y4eOHO#l AMCUHUIUIMHBI — TPeGOBAHMA K pe3y/JbTaTaM OCBOEHUS

Y4eOHOH TUCUUIJIMHBI:

B pesynbrare ocBoeHUs YIeOHON NUCIUTUTHHBI O0YYaIOIIHIACS TOJKEH YMETh:

V.1 - opopmMIIATh JOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B TOM YHUCIIE C
UCTIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

V.2 - ocBauBaTh TEXHOJIOTHH aBTOMATHU3UPOBAHHON 00pabOTKH TOKYMEHTAIUH;

V.3 - ucnonp3oBath yHU(PUIHMPOBAHHBIE (HOPMBI JOKYMEHTOB;

V.4 - ocylecTBIATh XpaHEHHE U IOUCK JIOKYMEHTOB;

V.5-  HCcnoib30BaTh  TEIEKOMMYHUKAUMOHHBIE  TEXHOJOTMM B BJIEKTPOHHOM
JIOKyMEHTO000pOTE;

V.6 - ucnonb30BaTh HEOOXOAUMbIE HOPMATUBHbBIE TOKYMEHTHI;

V.7 - 3amumiaTh CBOM TMpaBa B COOTBETCTBHU C TPaXJIaHCKUM, TpPaxkJIaHCKO-
MPOIIECCYaTIbHBIM M TPYIOBBIM 3aKOHOJIATEILCTBOM;

V.8 - aHanmu3upoBaTh U OICHHBATh pPE3yJAbTaTbl U TOCIEACTBUA JIE€ATEIbHOCTH

(Oe3meiicTBuS) C MPABOBOM TOYKU 3PEHUS.

B pesynbrare ocBoeHUS yueOHOM AUCIMIUIMHBI O0YJAIOIIUICS JOJIKEH 3HATh:

3.1 - moHsATHE, 1IeNH, 3aJa4d ¥ IPUHLUIIBI AETIONPOU3BO/ICTBA;

3.2 - OCHOBHbIE MOHATHUS TOKYMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPaBIICHUS;

3.3 - cucTeMbl TIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHHUS;

3.4 - kiaccupUKaLNIO TOKYMEHTOB;

3.5 - TpeboBaHMs K COCTABJICHUIO U O()OPMIICHHUIO IOKYMEHTOB;

3.6 - opraHu3auio JIOKYMEHTOOOOpOTa: mpuemM, 00padOTKy, pEerucTpaiuio, KOHTPOJb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY Ael;

3.7 - ocHoBHbIe nonoxenus: Koncrurynuuu Poccuiickoit denepanuu;

3.8 - mpaBa 1 cBOOO/IbI YENIOBEKA U TPAXKIAHNHA, MEXAHU3MbI UX peaTu3alii;

3.9 - OCHOBBI TIPABOBOIO pPETYIMPOBAHHUS KOMMEPUECKHX OTHOIIEHMH B cdepe
npodecCHOHAIbHOMN J1eTeTbHOCTH;

3.10 - 3akoHOJAaTeNnbHBIE aKThl W JIPyrMe HOPMATUBHBIE IOKYMEHTBI, PEryIHpYIOIIHNe
IPaBOOTHOLIEHUS B Tpoliecce Npo(hecCHOHAIbHON AEATENbHOCTH;

3.11 - opranu3anOHHO-TIPaBoBbIE (OPMBI FOPUIUUECKHX JIMIL;

3.12 - mpaBoBO€ MOJOXKEHUE CYObEKTOB MPEAPUHUMATEIBCKON IesITeIbHOCTH;

3.13 - npaBa u 00s3aHHOCTH PaOOTHUKOB B cdepe MpodeccnoHalIbHOM e TeNbHOCTH;

3.14 - nopsA0K 3aKII04YEHNs TPYAOBOIO JOIOBOPA U OCHOBAHUS I €r0 IPEKpalCHMS;

3.15 - mpaBuiia onIaThl TPYIA;

3.16 - posb rocyJapCTBEHHOTO PEryJIMPOBaHUs B 00€CIICUeHUH 3aHATOCTH HACEICHUS;

3.17 - mpaBo cOMAILHON 3aIIUTHI TPAXKIaH;

3.18 - moHATHE TUCHMITIIMHAPHON U MaTepHaIbHON OTBETCTBEHHOCTH pabOTHHKA;
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3.19 - Bugnl
OTBETCTBEHHOCTH;

aIMUHUCTPATUBHBIX  IIPAaBOHApPYLICHUH U  aJAMUHUCTPATUBHOU

3.20 - HOpMBI 3aLUTHI HAPYIIEHHBIX [IPaB U CYACOHBIN MOPSIIOK Pa3pELICHHs] CIIOPOB.

4. Komnerennun OPMHUPYEMBIC B PE3YJIbTATEC OCBOCHUSA NUCHUIIJIMHBI

Oo0mue IToxa3aTenun oneHKH pe3yJjbTara
KOMIIETCHIIUH

OK 01 BeiOupare  cmocoObl  pemieHuss  3amad  npodeccHoHANbHOM
JESITEIIBHOCTH IPUMEHUTEIBHO K Pa3JIUYHbIM KOHTEKCTaM

OK 02 OcymiecTBiIATh TOUCK, aHAIW3 M WHTEPHpEeTanuio MHPOpMaLuu,
HEOOXOAMMOW  JUIsi  BBINOJIHEHHWs 3a7ad  NpodecCHOHAIbHOU
JESITEIIbBHOCTH

OK 03 [TnanupoBaTh U peain30BBIBATH COOCTBEHHOE MPOGECCHOHATBHOE
JMYHOCTHOE Pa3BUTHE

OK 04 PabotaTh B KOJUICKTHBE u KOMaH/Ie, 3 dexTuBHO
B3aMMOJIEHCTBOBATH C KOJIJIETAMU, PYKOBOJICTBOM, KIIMEHTaMU

OK 05 OcCylecTBIATh YCTHY0O M IHCBMEHHYK0 KOMMYHHUKAaLMIO Ha
rOCyJJapCTBEHHOM SI3bIKE€ C YUYE€TOM OCOOEHHOCTEH COLMAIbHOIO U
KYJIbTYPHOIO KOHTEKCTa

OK 09 Hcnonb3oBath UH(POPMALIMOHHBIE TEXHOJIOTUH B
npodecCHOHATIbHOMN 1S TEIbHOCTH

OK 10 [MTonw30BaThCH npodeccuoHaTbHON JOKyMEHTauuen Ha
roCyJIapCTBEHHOM U MHOCTPAHHOM SI3bIKaX

OK 11 Hcnonb3oBath 3HaHMS 110 (PMHAHCOBOM T'PaMOTHOCTH, TIJIAHUPOBATH
PEINPUHIMATENBCKYIO IEATENILHOCTh B MPO(eCcCHOHANBHOM chepe

IIpodeccrnonanbubie IHoka3aresu OLeHKH pe3yJbTara
KOMIIETEHIIUH

IIK 1.1 O6pabaTbIBaTh NEPBUYHBIE OYXTaITEPCKUE JOKYMEHTHI.

IIK 1.2 Pa3zpabaThiBaTh M COIJIACOBBIBATH C PYKOBOACTBOM OpraHHU3aluy
[paboumii naaH cyeToB OyXraJITEpCKOro y4era OpraHu3alii.

IIK 1.3 [IpoBOIUTH y4YeT JEHEXHBIX CPeICTB, O(GOPMIATH JIEHEKHBIE W
KACCOBBIE TOKYMEHTHI.

I1IK 1.4 @dopmupoBaTh OyXrajaTepckue MpOBOJKM [0 y4YeTy aKTHUBOB
OpraHM3ali Ha OCHOBE paboyero IjaHa CYETOB OyXrajlTepcKoro
ydera.

IK 2.1 dopmupoBaTh OyXraiarepckue HpPOBOAKM IO Y4Y€Ty MCTOUYHUKOB
AKTMBOB OpraHM3allud Ha OCHOBE pabodero IUIaHa CYETOB
OyXrajaTepckoro yuera

IIK 2.2 BBINONMHATE MOpPYYEHHs pPYKOBOJACTBA B COCTAaBE KOMHUCCUHU IIO
MHBEHTapHpalui UMYIIECTBA B MECTaX €0 XpaHEH!U

I1K 2.3 [IpoBoINTH  MOArOTOBKY K  MHBEHTAapU3allUM W IPOBEPKY)
NEHCTBUTENLHOTO COOTBETCTBHS bakTHYeCKuX JTAaHHBIX
MHBEHTapHU3alMK JaHHBIM y4eTa.

OTpaxxkaTh B OyXTalTepCKUX MPOBOJKAX 3a4eT U CIIMCaHHEe HEeAOCTauH|

I[IK 2.4 LIeHHOCTEeH (peryiupoBaTh HMHBEHTAPU3ALMOHHBIE PA3HHUIBI) II0

€3yJIbTaTaM MHBEHTAPU3ALINH.

IIK 2.5 [IpoBoaNTH MpoleTyphl HHBEHTAPU3AUN (PUHAHCOBBIX 00SI3aTENIbCTH
OpraHH3alHH.

I1K 2.6 OcymecTBidaTh cbop uHGOpPMaMU O JEATENIbHOCTH OOBEKTa|




BHYTPEHHEr0 KOHTPOJISI 1O BBIMOJIHEHUIO TPeOOBaHUN NPaBOBOH M
HOPMAaTHUBHOM 0a3bl ¥ BHYTPEHHHUX PETJIAMEHTOB.

IIK 2.7 BBINOJHATE KOHTPOJIbHBIE MPOUEAYPhl M HUX JOKYMEHTHUPOBAHUE,
TOTOBUTH M O(QOPMIISATH 3aBEpIIAIONINE MaTepUalbl IO pPe3ylbTaTam
BHYTPEHHETr0 KOHTPOJISL.

IIK 3.1 @dopmupoBaTh  OyXrajaTepcKMe MPOBOAKM [0 HAYMCIEHUIO W
NepEeYHCICHUIO HAJIOTOB U COOPOB B OIOJKETHI PA3JIMYHBIX YPOBHEH.
IIK 3.2 OdopMIIATh TUIATEKHBIE TOKYMEHTHI JJISl NEPEUMCICHUs HAJIOTOB U

C60pOB B 6IO,I[}K€T, KOHTPOJIMPOBATh UX IMPOXOKACHUC 10 PACUCTHO
KaCcCOBBIM 0aHKOBCKUM OIrcpanuriaM.

IIK 3.3 DopMupoBaTh OYXTaJTEPCKUE TMPOBOJKH [0 HAYHMCICHUIO W
MEePEUNCIICHUIO CTPAXOBBIX B3HOCOB BO BHEOIOKETHBIE (OHIBI U
HAJIOrOBbIC OPTaHbI.

IIK 3.4 OdopMisaTh TIATEKHBIC JTOKYMEHTHI Ha TEPEYUCIICHHE CTPAaXOBBIX
B3HOCOB BO BHEOIO/DKETHbIE (DOHIBI W HAJOTOBBIE OpTaHbI,
KOHTPOJIMPOBaTh WX  MIPOXOXKACHHE IO  PacUYeTHO-KACCOBBIM
0OAHKOBCKHUM OIlEpalMsIM.

[1IK 4.1 OTpakaTh HApacTAIOIIMM HUTOTOM Ha CYETax OyXralaTepcKoro ydera
MMYIIECTBEHHOE i (PUHAHCOBOE MOJIOKEHUE OpTraHU3aIluH, OTIPEICIISATH)
€3yJIbTAThl XO3SUCTBEHHOU JESTENLHOCTH 32 OTUETHBIN MEPHO]]

[IK 4.2 CoctaBnarh ¢GopMbel Oyxraiarepckoil ((hUHAHCOBOH) OTYETHOCTH B
[YCTaHOBJICHHBIE 3aKOHO/IATEIILCTBOM CPOKH.

I1K 4.3 CocTaBisTh OTYETHI U HAJIOTOBBIE JIEKJIapaliiy [0 HajoraMm u cOopam B
OIO/KET, yUYUThIBAasi OTMEHEHHBIN enuHbli counanbHblii Hajor (ECH),
OTYETHI 110 CTPAXOBBIM B3HOCAM B IOCyJapCTBEHHbIE BHEOIOPKETHBIE
doHaB, a TakkKe (OPMBI  CTATHCTUYECKOH  OTYETHOCTH B
yCTaHOBJIEHHBIE 3aKOHO/IaTEJIbCTBOM CPOKH.

[1K 4.4 [IpoBomuTh KOHTPOJIH M aHanu3 wuHPOpManmuu 00 aKTHBaxX W
(bMHAHCOBOM IIOJIO)KEHUM OpraHU3allli, €€ IUIaTeKeCHOCOOHOCTH U
JTOXOJHOCTH.

I1K 4.5 [IpuHUMaTh yyacTHe B COCTaBJICHUH OM3HEC-TUIaHA.

I1IK 4.6 AHanu3upoBaTh (MHAHCOBO-X035HCTBEHHYIO JeATEIbHOCTb,

OCYIIECTBIISATh aHATIU3 UHPOPMAIIUH, TTOJTYIEHHON B XOJI€ TPOBEICHHUS]]
KOHTPOJIBHBIX POLEYP, BbISIBJICHUE U OLICHKY PUCKOB.

I1K 4.7 [IpoBOANTH MOHUTOPHHI YCTPAHEHHsS MEHEI)KMEHTOM BbISBICHHBIX|
HapyIIeHUH, HEIOCTATKOB U PUCKOB.

5. PexomMeHnayeMoe KOJIMYeCTBO YacOB Ha OCBOeHHe padouell mporpaMMbl yueOHOI
AUCUMILIUHBI:

Bceero — 88 wacos, B ToM unce:
MaKCUMaJIbHON y4eOHOU Harpy3ku oOyuyarorerocsi 88 yacos, B TOM YHUCIIE:
00s13aTeIbHON ayTUTOPHON yueOHOM Harpy3ku oOyuatomierocs: 88 4acos



