AHHOTAUMS AUCHHUIINHBI
OI1.06 loxymMeHTALITHOHHOE O0ecIedeHUue YIpaBJIeHUs
38.02.01 DxoHoMHUKA 1 OyXTraJTEepCKHH y4eT (110 OTPACIsiM)

Kypc 2 cemectp 3

KonuuecTtBo

YacoB:

Bcero: 64 yacos

JICKIIMOHHBIC 3aHATHS: 32 YacoB,
MpaKTUYECKUE 3aHATuA: 24 Jaca,
KOHCyJbTauu: () 4acos,
caMOCTOsITeNIbHAs paboTa: 8 4acoB.

Heab TMCHMIIIMHBI:

[lens - w3ydeHwe BUIOB ODUIMAIBHBIX JOKYMEHTOB U TpeOOBaHUHA K HX
COCTaBJICHUIO U O()OPMIICHHIO.

3agaum AMCHMILIMHBI:

OCHOBHBIMM 3a7a4aMU JUCITUILIMHBI SIBJISIIOTCSL OCBOCHUE TPaBUJI OpraHU3aIluu

paboThI c JIOKYMEHTaMU; MopsiJiKa OpraHu3aluu pabot o
JIEJO0NPOU3BOJCTBEHHOMY 00CITy>)KMBaHUIO; MIPUEMOB COBPEMEHHOTO
JeJI0MPOU3BOCTBA.

Mecto nucuuminnbl B ctpykrype IHIICC3:

HNuctunmHa — «/lokymeHTalimoHHOoe 0OecTeueHne yIpaBiICHHUs» BXOAUT B
O6menpodeccuoHanbHBIN YUeOHBIN ITUKIT Y4eOHOTO TIaHa.

Huctunmaa OI1.06 JlokyMeHTanmoHHOe oOecrieueHre yIpaBieHs OMUpaeTcs Ha
MPEANIECTBYIONINE TUCHUIUTUHBL: « IKOHOMUKA» U (POPMUPYET KOMIETEHITUHU IS
OCBOEHHUS TOCHEAYIOIIMX AUCUHUILIMH: «AyauTt», «byxrantepckas TEXHOJIOTHUS
poBeieHus U 0(OPMIICHUS MHBEHTApU3AIUNY.

Pe3yabTaThl 00yueHusi (KOMNETEeHIIUN, 3SHAHUS, YMEHHS, TPAKTUYECKNH
ONBIT)

[Iporiecc u3yueHus TUCHUTIIMHBI HAIIpaBIeH Ha POPMUPOBAHUE CIICTYIOIITUX

KOMITCTCHIUI

Kon

komrieteH | CopeprkaHue KOMIIETEHIIMH (MU €€ YacTH)

U

OK 1 BriOupate cmocoObl  pemieHHs 3ama4  MpodeCcCHOHANBHOM — NIeATETbHOCTH
MPUMEHUTEIBHO K PA3JINYHBIM KOHTEKCTaM

OK 2 OcymiecTBISITh TTOUCK, aHAW3 M WHTEPHpPETAni0 WH(POpMAIuu HEOOXOIUMOI
JUTSI BBITIOJTHEHUS 3a/1a4 MPO(eCCHOHAIBHOMN NeATeNbHOCTH;

OK 3 [InanupoBaTh W peann30BaTh COOCTBEHHOE NPO(PECCHOHATLHOE U JIMYHOE
pa3BuTHE

OK 4 PaGotath B KkoymekTHBe W KoMaHae, 3G(EKTUBHO B3aUMOJCHCTBOBATH C
KOJJIEraMH, PyKOBOJICTBOM, KIIMEHTAMU;

OK 5 OcCylecTBISITh YCTHYIO U MUCbMEHHYI0O KOMMYHHUKAIIMIO HAa TOCYyAapCTBEHHOM
s3pike P®D ¢ yueToMm 0COOCHHOCTEN COIMATBHOTO KYJIbTYPHOTO KOHTEKCTA;

OK9 Hcnonp3oBath  MH(POpPMAIMOHHBIE  TEXHOJOTHMM B MpodecCHOHaTbHOM
NEeSITEIIbBHOCTH

OK 10 [Tomp3oBaThes MpodecCHOHATBHON JTOKYMEHTAIlMeW Ha TOCYJapCTBEHHOM |




Kon

xomrereHn | CoaeprkaHue KOMIIETEHIIMH (MU €€ YacTH)

U
WHOCTPAHHOM SI3bIKaX;

IK 1.1 OO06pabaTpIBaTh MEPBUYHBIC OYXTANTEPCKUE TOKYMEHTHI.

K 1.2 Pa3pabarbiBaTh U COTJIACOBBIBATH C PYKOBOJCTBOM OpPraHU3alMKM pabOunid IIaH
CYETOB OYXTaITePCKOTO Y4eTa OpraHu3aIluu

K 1.3 [IpoBOIUTh ydYeT JEHEXHBIX CPEACTB, OQOPMIIATH JCHEKHBIE M KacCOBBIE
JIOKYMEHTBI.

I[IK 1.4 dopMupoBaTh OyXraaTepckue MPOBOJIKH IO yYeTy aKTHBOB OpTaHM3aIlMu Ha
OCHOBE pabouero IjiaHa CYeTOB OyXTaJITEpPCKOTO y4yeTa

K 2.1 @®opmupoBaTh OyXraiarepckue TMPOBOAKH IO YYeTy HCTOYHMKOB AaKTHBOB
OpTraHU3aIi Ha OCHOBE pab0overo rmiaHa C4eTOB OyXTalTepCKOro y4dera.

[IK 2.2 BrInonHATE MOpy4YeHUs: PyKOBOJCTBA B COCTaBE KOMUCCUU 10 UHBEHTApU3ALUU
AKTHBOB B MECTaX €r0 XpaHCHUSI.

IIK 2.3 [IpoBOIUTH MOATOTOBKY K HMHBEHTAPHU3ALMM W MPOBEPKY JIEHUCTBUTEIHHOTO
COOTBETCTBUS (PAKTUUECCKUX JAHHBIX HHBEHTAPU3AINH JAHHBIM YUeTa.

3HATh - 00 OCHOBHBIX TIOJIO)KEHUAX IO JOKYMEHTHUPOBAHHUIO YIIpaBIEHYECKON
JESITEIIbHOCTH;
- TEPMUHOJIOTHIO B 00JIaCTH JOKYMEHTAIIMOHHOTO 00ecneYeH s yIpaBIeHUs
- 0 mpaBuiIaX 0OPMIICHHS TOKYMEHTOB;
- HOPMaTHUBHbBIE TOKYMEHTHI, pErilaMEHTHPYIOIINE COCTaBlieHuEe U 0opMIICHHE
OpTraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB
- 00 yHu(UKaLNUY U CTaHAAPTU3ALNN YIIPABICHYECKUX IOKYMEHTOB
- GOpMBI, METOJIBI U CHCTEMBI JOKYMEHTUPOBAHHS,
- TIOPSAAOK OpraHU3aluyu TOKYMEHTOB B KOMILIEKCHI;
- 3aKOHOJIATEJIbHBIC aKThl U HOPMATHUBHBIE JOKYMEHTHI [0 OpTraHU3alluu
paboTHI C TOKYMEHTAIIUEH;
- TpaBWIIa COCTABJICHUS U O(DOPMIICHUIO Pa3IMYHBIX BHIOB JTOKYMEHTOB;
- TpeOOBaHMS K TEKCTY CIY>KEOHBIX TOKYMEHTOB;
- oOmue mpaBuiIa OpraHu3au paboThl ¢ JOKyMEHTaMHU

YMETh - MOJIH30BATHCS U3YUCHHBIMU CTAaHIAPTU3HPOBAHHBIMU TEPMUHAMU;

- IPUMEHATh Ha NPAKTUKE TOCYJAapPCTBEHHBIE CTaHAAPTHI, IPYTrue HOPMATHBHBIE
51 METOANYECKUE JOKYMEHTHI, perilaMeHTUpyIoIue OpraHU3aLuIo
JOKYMEHTALMOHHOT0 00eCTIeYeHNs yIpaBICHUS;

- COCTaBIIATh U MPABUIIBHO (B COOTBETCTBHM C ACHCTBYIOIIMMHU HOPMAaTHUBHBIMU
JIOKYMEHTaMH ) oopMIsATH OCHOBHBIE BH/IBI OpraHU3alMOHHO-
PacIoOpsIAUTENBHBIX JOKYMEHTOB;

- BBIOJIHATH ONpEACICHHbIE BUABI padOT IO OpraHu3anuu pador ¢
JOKYMEHTaMU B YUPEKICHUSAX;

- 0pOopMIIATh HOMEHKJIATypy Jel M (OpMHPOBATH JielNa B COOTBETCTBUU C
HOMEHKJIATypOH JelI;

- OCYUIECTBJIATH JOKYMEHTUPOBAHHE U OpPraHU3alUI0 PadOThI C JOKYMEHTAMU;

- II0JIb30BaTbC OCHOBHBIMM HOPMATHBHO-IIPABOBBIMU JIOKYMEHTAMH B
0011aCTH TOKYMEHTHPOBAHUS

- COCTaBJIATH U O()OPMIIATH PA3IUYHbIE BUABI JOKYMEHTOB.




CoaeprxkaHue U CTPYKTYpa JIMCHUIIIHHBI

Konn4yecTBo ayAuTOPHBIX 4aCOB CamocrosiTesibHA
HanmeHoBaHMe pa3iesioB Teoperuye | IIpakTHYeckue U s1 paboTa
U TeM Bcero CKoe J1a0opaTopHbIE o0yyaromierocs
o0yueHue 3aHATHUSA (4ac)
Paznen 1. BBenenue B
AOKYMEHTHPOBAHHE 32 16 12 4
YIPaBJIEHYECKON
ACATCIIbHOCTH
Pazgen 2.
Opranuzainus paboTsI ¢ 28 16 12 4
JOKyMEHTaMHU
Bcero nmo qucuuninze 56 32 24 8

KypcoBbie npoekThI (pad0ThI): HE IPETYCMOTPEHBI

I/IHTepaKTl/IBHbIe Oﬁpa30BaTeJIbeIe TEXHOJOIHH, HUCIIOJIb3YCMbIC HA 3aHATHUAX:
TCXHOJOTHUA AaKTHBHOI'O O6y‘I€HI/IH, JJMYHOCTHO-OPHUCHTUPOBAHHAs TCXHOJIOI'HA

00yUeHHUsI, TEXHOJIOTUSI MPOOIEMHOT0 00yUCHHS
Bua aTrrecTanuu no JMCIHUIIMHE: U depeHIMPOBAHHBIN 3a4eT

OcHoBHas iUTEpPaTYypa

1. Ky3nenog, 1. H. JlokymeHTanimoHHoe obecriedeHue ynpaBaeHus.
JIoKyMEeHTOOOOPOT U JIETONPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JIJIsI CPEJTHETO
npodeccuonanbHoro oopazopanus / M. H. Ky3nenoB. — 3-e u3g., nepepad. u gomn. —
Mockga : U3gatennsctBo FOpaiit, 2022. — 462 c. — (IIpodeccuonanbHoe
oOpa3zoBanue). — ISBN 978-5-534-04604-5. — Tekcr : anekrponnsiii // OOpa3oBaTenbHas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/490168

AsTtop: KonsiioBa Enena [laBnoBHa
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