AHHOTanus padoyeil MPOrpaMMbl JUCHUIJIMHBI
OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA
no cnenuagabHocT 38.02.01 DxoHOMHUKA M OyXraJTepcKHil y4er (110 0TPacsiM)
YPOBEHb MOJATOTOBKHU — 0a30Bast

Pabouass mporpamma ydeOHOU nucrurummabl OI1.06 JlokyMeHTalMOHHOE OOECTICUeHUE YIPaBICHHS
SIBJISIETCS] YaCThO IIPOrPaMMBbl MOATOTOBKH CHELUAINCTOB cpeaHero 3BeHa B coorBercTBuu ¢ ®I'OC CIIO nmo
cnerranbHoCcTH 38.02.01 DxOHOMEKA B OyXTaNTEPCKUi y4eT (TI0 OTPaCIIsiM).

[IporpamMma BkirodaeT B ceOsi: macmopT paboueld mporpamMmbl yueOHOW IUCHUIUIMHBL, CTPYKTypa U
cofiepkaHue y4eOHOW TUCHMIUIMHBI, O0Opa3oBaTelIbHBIE TEXHOJOTMU; YCIOBHS pealu3alil MPOrpaMMbl
JUCLUIUIMHBL, TepEeYeHb OCHOBHOM M JOMOJHUTENbHON y4eOHOI JuTeparypbl, HEOOXOAUMOMN IJii OCBOCHHUS
JMCLUUIUIMHBL, METOJANYECKHE YKa3aHUs ISl 00Y4arOIMXCsl IO OCBOCHHUIO JAMCLUUIUIMHBL, OLIEHOYHBIE CPEICTBA
JUIS KOHTPOJISl YCIIEBAEMOCTH; JOTIOJIHUTEIbHOE O0eCIeUeHUE TUCHUTIIHHBI.

1.1 Ob6nacTy npuMeHeHHUs IPOrPaMMbl

PabGouast mporpamma yueOHoi nucturmiuabl OI1.06 JlokymeHTanimoHHOE oOecreueHrue YrpaBiIeHUs
SBJIETCS YaCThIO IIPOTrPAMMBbI MOATOTOBKHM CIELMATUCTOB cpeaHero 38eHa B coorBerctBuu ¢ ®I'OC CIIO no
cnenuanbHocTu 38.02.01 DxoHOMUKA M OyXTanTepcKuil y4eT (110 OTpaciisim).

1.2 MecTo yuyeOHON IMCHUILIMHE B CTPYKType NPOrpaMMbl NMOATOTOBKH CIEIHATHCTOB CPeJIHero
3BeHa

JlucumMmiuHa OTHOCUTCS K Ipo(ecCHOHATIbHOM MOJArOTOBKE M BXOAUT B COCTaB JIMCLUIUIMH
o0menpodecCHOHAIBHOTO IUKIIA.

1.3 Lesnun u 3aga4u IMCUMIJIMHBI — TPeOOBaHNS K pe3y/JbTaTaM OCBOCHUS AU CUMIIIMHBI

B pe3ynbrate u3yueHus o0s3aTeIbHON YacT y4eOHOr0 UKIIA 00yYarOIIHICs TOKEH:

yMeThb:

— HCIIOJIb30BaTh MCTOPUYECKUN OMBIT OpPraHU3allMU JEIONPOU3BOJCTBA AJIS PEIICHUS MPAKTUYECKUX
3azady;

—  COCTaBJIATbH IIPOEKTHI OPTaHU3ALMOHHO-PACTIOPSIAUTEIbHBIX IOKYMEHTOB;

— HCIIOJIb30BAaTh COBPEMEHHbIE KOMITbIOTEPHBIE TEXHOJIOTMH B OpraHU3alluy J1€JI0NPOU3BO/ICTBA;

— TOpPUMEHSTh MPUOOpPETEHHBbIE 3HAHMS B JOKYMEHTOBEIEHUM U JOKYMEHTAIlMOHHOM O0ecredeHuu
yIpaBICHUS.

3HATh:

— TEOpEeTHYECKHE OCHOBBI TEXHOJOIMH OpPraHM3aLUHU CIYKObl MH(OPMAIMOHHO-AOKYMEHTAIIHOHHOTIO
obecrieyeHus yIpaBIeHUs;

— COBPEMEHHYIO OpraHM3allUIo JAeJIoNpou3BoicTBa B Poccun, TpeboBaHMs MEXTyHAPOIHOTO CTaHIapTa;
cHenu(puKy OpraHu3alyu AeJONPOU3BOICTBA B FOCYIapCTBEHHBIX U HETOCY1apCTBEHHBIX OaHKAX;

— TPUHIUIBI OPraHU3alMY U 33J]a41 CIIYKO JOKYMEHTAallMOHHOTO o0ecrieueHus: OaHka;

— HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI, periamentupyomue [0V,

— palMOHAJIbHYIO TEXHOJOTHIO MpHUEMa, MPOXOXKIEHHUS, MOATOTOBKM U OTIPABKU JOKYMEHTOB B
TPaaUIIMOHHBIX U aBTOMAaTU3UPOBaHHBIX cuctemax J10Y.

dopmMupyemMble KOMIETEHIIUM:

OOyuaromnmiics 10JKeH 001a1aTh OOIIMMH KOMIIETEHIMSIMH, BKIFOYAIOUIMMHU B ce0s1 CIIOCOOHOCTH:

OK 11. Hcnonp3oBaTh 3HaHUS MO (PUHAHCOBOM TPaMOTHOCTH, IUIAHUPOBATH MPEANPUHUMATEIHCKYIO
JesTeIbHOCTh B PO ECCUOHATIBHOM cepe.

OOyuaromuiicsi JTOJDKEH 00s1aiaTh MPOQPECCHOHATBHBIMA KOMIIETCHITUSIMHU, BKIIIOYAIOIIMMU B CeOs
CIIOCOOHOCTH:

I1K 1.1. O6pabatbiBaTh NepBUYHBIE OYXTalTepCKHUE JOKYMEHTHI;

I1K 2.6. OcymiectBasTh cO0p HHPOPMALUU O JEATEIBHOCTH OOBEKTa BHYTPEHHETO KOHTPOJIS II0
BBITIOJTHEHUIO TPeOOBAHUN TPABOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHHUX PETJIAMEHTOB;

I1K 2.7. BBINMONHATE KOHTPOJIbHBIE MPOLEAYPhl M HMX JOKYMEHTHPOBAHUE, TOTOBUTH U O(POPMIIATH
3aBepuIalolIie MaTepUasbl MO pe3yibTaTaM BHYTPEHHET0 KOHTPOJIS;

[IK 4.2. CoctaBnsate  Qopmbl  Oyxranrepckoid  ((pMHAHCOBOW) OTYETHOCTH B  YCTaHOBIJICHHBIC
3aKOHOJATEIHCTBOM CPOKH.

1.4 PexomeHnayemoe KOJIN4Y€CTBO YaCOB HA OCBOCHHE MPOIrPaMMbl y4eOHOH AU CHMIIIMHBI

MakcumanbHasi yueOHast Harpy3ka oOydJarorierocs 48 4acoB, B TOM YHCIIE:

— o0s3arenbHas ayAuTOpHas yueOHas Harpyska oOyuatomierocs 48 yacos.

1.5 TemaTuyecknii nJjiaH y4eOHOH TUCHHUILINHBI

OcBoeHMEe OUCHUIUIMHBI ITPEINoIaraeT u3y4eHue Clae1yIouX pa3aesioB U TEM:



KoanuectBo ayniuTopHbIix 4acoB | CamocTosITe/IbHAA
Haumeropanue pasieion Bcero | Teoperuueckoe |[IpakTHyeckue padota
U TeM o0yuarwuerocs
o0yueHue 3aHATHUSA
(4ac)
Tema 1. BBenenue. JJokyMeHT u cuctema 8 4 4 i
JIOKYMEHTAIUU
Tema 2. OpranuzanoHHO- 8 4 4 i
pacnopsiIUTENbHbBIE TOKYMEHTHI
Tewma 3. KagpoBas moxkymeHTanus 8 4 4 -
Tewma 4. JloroBopHO-TIpaBOBasi JOKyMEHTAIUS 8 4 4 -
Tewma 5. [lonsiTHE TOKYyMEHTOOOOPOTA, 8 4 4
perucTpanus T0KyMEeHTOB
Tema 6. Opranuzanus ornepaTuBHOTO U 8 4 4 i
apXHUBHOTO XpaHEHUs JOKYMEHTOB
Bcero mo qucuuninHe 48 24 24 -

1.6 Bua npomeskyTO4HOM aTTeCTALNH

5 cemecTp — mudpepeHITPOBAHHBIN 3a4eT.
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