AHHOTAIIUSA PABOYEHN MPOT'PAMMBI YYEFHOU JUCHUILIAHBI
OI1.04 IIpaBoBoe H NTOKYMEHTAllMOHHOE o0ecnieyeHne YIpaBJIeHus!

1. Ob61acTh npuMeHeHust padoyeil MPOrpaMmMbl

Pabouast mporpamma yuebnor mucuumuinabl OI1.04 «IIpaBoBoe ¥ JOKyMEHTAIMOHHOE
o0ecrieyeHne yIpaBICHUs» SIBISETCS 4acThl0 00pa30BaTENbHOM MPOTrPaMMBbl B COOTBETCTBHH 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. lean u 3a1a4u y4eOHOH TUCHUIIMHBI — TPeOOBAHUA K pe3yabTaTaM OCBOEHUsI

Y4eOHOM IMCUMILINHBI:

B pesynbrare ocBoeHUs YIeOHOH NUCIUTUTHHBI O0YYaIOIIHIACS TOJKEH YMETh:

Y.1 - opopmIATh JOKYMEHTAIIMIO B COOTBETCTBHHM C HOPMAaTUBHOI 0a30i, B TOM YHCIE C
UCTIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

V.2 - ocBauBaTh TEXHOJIOTMH aBTOMATH3UPOBAHHOM 00pabOTKU JOKYMEHTAINH,

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

V.4 - oCyILIECTBIATh XpaHEHUE U MIOUCK JOKYMEHTOB;

V.5-  HCcnoib30BaTh  TEIEKOMMYHUKAUMOHHBIE  TEXHOJOTMM B BJIEKTPOHHOM
JIOKyMEHTO000pOTE;

V.6 - ucnonb30BaTh HEOOXOAUMbIE HOPMATUBHbBIE TOKYMEHTHI;

Y.7 - 3ammmarb CBOM IIpaBa B COOTBETCTBHH C TPAKIAHCKHM, T'PaKIaHCKO-
MPOIIECCYaTIbHBIM M TPYIOBBIM 3aKOHOJIATEILCTBOM;

V.8 - a”anmu3upoBaTh U OLICHUBATh pPE3yJAbTAaTbl U TOCIEICTBUS JEATEIBHOCTH

(6e3meicTBUs) C MPABOBOM TOYKU 3PEHUS.

B pesynbrare ocBoeHUS yueOHOM UCIMIUIMHBI O0YYAIOIIUICS JOJKEH 3HATh:

3.1 - monsTHE, ENH, 3aJa4X U IPUHLIUIIBI JEIOIPON3BO/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,
XpaHEHUE TOKYMEHTOB, HOMEHKIIATypy J€;

3.7 - ocHoBHbIe nonoxenus: Koncruryuuu Poccuiickoit deneparuu;

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

3.9 - OCHOBBI MPABOBOTO PETYIHPOBAHMS KOMMEpPUYECKHX OTHOIIEHUHW B cdepe
npodecCHOHATBHOMN 1S TeTbHOCTH;

3.10 - 3akoHOJATEIbHBIE AKTBI M JPYrH€ HOPMATHBHBIE INOKYMEHTBI, PETYIHMPYIOIIUE
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€CIIeUeHUH 3aHATOCTH HACEICHUS;

3.17 - mpaBo cOMAILHON 3aIIUTHI TPAXKIaH;

3.18 - moHATHE TUCHMITIIMHAPHON U MaTepHaIbHON OTBETCTBEHHOCTH pabOTHHKA;
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3.19 - Bugpl aJAMMHHUCTPAaTHBHBIX  IIPABOHApPYUIEHMM W aJMUHUCTPAaTUBHOU
OTBETCTBEHHOCTH;
3.20 - HOpMBI 3aIIUTHI HAPYIIEHHBIX MIPAB U CYACOHBINA MOPSIOK pa3pereHHs CIIOPOB.

4. Komnerennun q)opanyeMLIe B pe3yJbTaTe 0CBOCHUSA NUCHUIIJIMHBI:

Oo0mmue Iloxa3aTenu oeHKH pe3yJbTaTa
KOMIIEeTEeHIIUH
OK 01 BeiOupare  cmocoObl  pemieHuss  3amad  MpoQecCHOHANTBHOM
JEATeIbHOCTH IPUMEHHUTENBHO K PAa3IMYHBIM KOHTEKCTaM
OK 02 Hcnonb30BaTh COBpEMEHHBIE CpPEICTBA IIOMCKA, aHalu3a U

uHTeprpeTanuu uHboOpMaud U HHMOPMAIMOHHBIE TEXHOJOTUU
JUTSL BRITIOJTHEHUS 33724 TPO(eCCUOHATLHON e TeIbHOCTH

OK 03 [InanupoBaTh U pealM30BBIBaTH COOCTBEHHOE MPO(EeCCHOHATBLHOE 1
JUYHOCTHOE pa3BUTHE, MNPEINPUHUMATEIBCKYIO JI€ATEIbHOCTh B
npodeccuoHanbHOM cdepe, UCIONb30BaTh 3HAHUS MO (UHAHCOBOM
IPAMOTHOCTH B Pa3IUYHBIX )KU3HEHHBIX CUTYAIUIX

OK 04 O¢ddexTuBHO B3aUMOJACHCTBOBATH U pabOTaTh B KOJUIEKTHBE U
KOMaH/Ie
OK 05 OcCylecTBIATh yCTHYHO M IHCBMEHHYIO KOMMYHHUKAalLlMIO Ha

roCy/1IapCTBEHHOM $I3bIKE C Y4ETOM OCOOEHHOCTEW COLMAIBHOIO U
KYJIBTYPHOI'O KOHTEKCTa

OK 06 [IposiBnsaTh I'PaKIaHCKO-TTATPUOTUYECKYIO ITO3HILIMIO,
J€MOHCTPHPOBATh ~ OCO3HAHHOE  IOBEJCHME  HAa  OCHOBE
TPAJIULIUOHHBIX OOIIEYEOBEUECKUX IIEHHOCTEH, B TOM 4YHUCIE C
Y4ETOM TapMOHHU3ALUU MEXHAIMOHAIBHBIX U MEXPEIUTHO3HBIX
OTHOLICHUH, MPUMEHATb  CTAHAAPTHl  AHTUKOPPYHLIMOHHOTO
MIOBEJICHUS

OK 09 ITonb3oBatbcs npodeccuoHaIbHON JOKyMEHTaluen Ha
rOCy/IapCTBEHHOM U MHOCTPAHHOM SI3bIKaX

IIpodeccnonaibubie Ioka3aTe/u OLEHKH pe3yJibTaTa
KOMIIEeTEeHIIUH

IIK 1.1 O6pabaThIBaTh EPBUUHBIE OYXTAITEPCKUE TOKYMEHTHI.

IIK 1.2 PazpabaThiBaTh M COIJIACOBBIBATH C PYKOBOJICTBOM OpraHU3aluU
pabounii 1aH cYETOB OYXTaNTEPCKOro yueTa OpraHu3alyy.

IIK 1.3 [TpoBOIUTH yYeT MAEHEXKHBIX CPEACTB, OPOPMIATH JEHEXHBIE U
KAcCOBBbIE TOKYMEHTHI.

I1IK 1.4 DopMmupoBaTh OyXrajaTepckue TMPOBOAKH IO YYeTy aKTHUBOB
OpraHu3ali Ha OCHOBE padouero IlaHa CYETOB OyXTraJlTepCKOro
y4era.

IK 2.1 DopmupoBaTh OyXrajJTepckue MPOBOJAKHA IO YYETy MCTOYHHUKOB

AKTMBOB OpraHM3allMd Ha OCHOBe palbouero IUlaHa CYETOB
OyXrajaTepckoro yuera

[1IK 2.2 BbINOMHATE NOpPYYEHUS PYKOBOJACTBA B COCTAaBE KOMMCCHUH IIO
MHBEHTapHpalui UMYIIECTBA B MECTaX €ro XpaHEeH!

I1IK 2.3 [IpoBOaUTH NOArOTOBKY K  HHBEHTApU3allMd U  IIPOBEPKY)
NEeNCTBUTENLHOTO COOTBETCTBHS (bakTHYeCKUX JTAaHHBIX

MHBEHTapHU3alMH JTAHHBIM y4eTa.
OTpaxkaTh B OyXTralTepCKUX MPOBOJKAX 3a4eT U CIHCAHUE HEA0CTaul
I1IK 2.4 LIEHHOCTEH (peryJupoBaTh WHBEHTAPU3ALMOHHBIE pA3HUIIBI) 11O
pe3yiabTaTaM UHBEHTapU3alliu.




IIK 2.5

[TpoBoaUTH MpoOIEAYpbl HHBEHTapHU3alKi (UHAHCOBBIX 0053aTEIbCTB
OpraHu3alyu.

IIK 2.6

OcymecTBiarh cObop uHpOpManuu O JAEATEIBHOCTH OOBEKTa
BHYTPEHHETO KOHTPOJIS IO BBINOJIHEHUIO TpeOOBaHUN TNPaBOBO U
HOpMaTUBHOI 0a3bl 1 BHYTPEHHUX PETJIaMEHTOB.

I1IK 2.7

BbINOMHATE KOHTPOJBHBIE MPOLEAYPbl M HX JOKYMEHTHUPOBAHUE,
FOTOBUTh U O(OPMIISITH 3aBEpLIAIOLINE MATepHalbl MO pe3yabTaTaM
BHYTPEHHEI0 KOHTPOJISL.

IIK 3.1

@dopmupoBaTh OyXraaTepckue IPOBOJKM [0 HAYUCICHUIO W
MEepEeYHCICHNIO0 HAJIOTOB U COOPOB B OIOKETHI PA3JIMYHBIX YPOBHEH.

I1IK 3.2

OdopMIATh TUIaTEXKHBIE JOKYMEHTBI Ui MEPEUMCIICHHs] HAJOTOB U
cOOpOB B OIOJIKET, KOHTPOIHPOBATH MX MPOXOKIACHHUE MO PACUYCTHO-
KacCOBBIM 0AHKOBCKHM ONEPAIIUSIM.

I1K 3.3

DopmMupoBaTh OyXrajaTepcKue IPOBOJKHM [0 HAUUCICHUIO W
MEpEeYMCICHNUI0 CTPAXOBBIX B3HOCOB BO BHEOHOKETHbIE (OHIBI U
HAaJIOTOBBIE OPTaHBI.

I1K 3.4

OdopMIIATh MIaTEeXKHbIE JOKYMEHTbI Ha IEPEYUCICHHE CTPaXOBBIX|
B3HOCOB BO BHEOIO/DKETHBIE (OHIBI W HAJIOTOBBIE OPTaHBI,
KOHTPOJIUPOBATh ~ UX  IPOXOXKICHUE TI0  PAaCYETHO-KACCOBBIM
0AaHKOBCKUM OIlEpalMsiM.

IIK 4.1

OTpakaTh HapacTallIUM MTOIOM Ha cueTax OyXTaJdTepCKOro ydera
MMYIIECTBEHHOe W  (MHAHCOBOE  TOJIOKEHHWE  OpraHU3alluy,
OTIpEACTSATh PE3YyIbTAThl XO3IUCTBEHHOM NESTEIBHOCTH 32 OTUYETHBIH
Mepuos

[1K 4.2

CoctaBisate (opmbel Oyxrantepckoil ((pUHAHCOBOI) OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHO/IATE€IbCTBOM CPOKH.

I1K 4.3

CocTaBisATh OTYETHI U HAJIOTOBBIE JCKIIapaliy 10 HajoraM u coopam
B OIO/KET, YUUTHIBasE OTMEHEHHBIH €IUHBIA COIUANBHBINA HAJOT
(ECH), oTdersl 1O CTpaxoOBBIM B3HOCAM B TOCYIapCTBEHHbBIC
BHEOIO/UKeTHBIE  (OHABI, a Takke (OPMBI  CTATHCTUYECKOU
OTUYETHOCTH B YCTAHOBJICHHBIC 3aKOHOIATEITLCTBOM CPOKH.

I1K 4.4

[MpoBoANTh KOHTpONb M aHanu3 uHpoOpManuu 00 aKTHBaxX W
(bMHAHCOBOM IMOJIO)KEHWU OpTraHM3alllM, €€ IIaTeKeCHOCOOHOCTH U
TOXOJIHOCTH.

I1K 4.5

[IpyHMMaTh ydyacTue B COCTaBICHUM OM3HEC-TUIaHA.

I1IK 4.6

AHAJIM3UPOBATH (hMHAHCOBO-XO35HICTBEHHYIO JIESITENTIBHOCTD,
OCYIIECTBIISATh  aHANIW3 HMHPOpPMAIMH, TMOJYYeHHOH B  Xofe
[MPOBEICHUSI KOHTPOJBHBIX MPOLIEAYP, BBISIBICHUE U OLIEHKY PUCKOB.

I1K 4.7

HpOBOI[I/ITB MOHHUTOPHHI YCTPAHCHUSA MCHCIKMCHTOM BBISABJIICHHBIX

HapymeHHﬁ, HCOOCTATKOB U PUCKOB.

5. PexomMenayeMoe KOJIMYECTBO YaCOB Ha OCBOCHHE padouell mMporpamMmsbl y4eOHOM

AUCHUIIJIMHBI:

MaxkcuManbHON yueOHOU Harpy3Ku oOyuatroierocs 88 4acoB, B TOM YHCIIE:
00s13aTeIFHON ayTUTOPHON yueOHOM Harpy3ku o0ydaromerocs - 88 4acos.



