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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMbBI YYEBEHOM
JUCHUIIJINHBI
«OI1L1.06 TokyMeHTAITMOHHOE 00ECTICUCHHE YITPABICHUS )

1.1. MecTo IuCUMILIMHBI B CTPYKTYP€E OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMBbI:

Vuebnas aucnumummHa «OII.06 JlokyMeHTalMOHHOE OOECIICUeHUE YIPaBICHUS
SBIIIETCSL 00S3aTENLHON YacThi0 00mIenpodeccnoHAIEHOTO TUKIIA OCHOBHOW 00pa30BaTeIbHOM
nporpammbl B cooTBeTcTBUM ¢ PI'OC mno cnenumanbHocT 38.02.01 DxoHOMHMKAa ©
OyxraiaTepckuil yuer (110 oTpacism).

Ocoboe 3HaveHHe AUCHUIUIMHA UMeeT Tpu hopmupoBannu U pazsutun OK-01, OK-02,
OK-09, IIK 1.1, TIK 2.7.

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl 0CBOCHUA TUCHUIIIMHBI:

B pamkax mporpamMMbl y4eOHOW IHUCIUIUTHHBI 00YUYaIONUMUCS OCBAMBAIOTCS YMEHUS U
3HAHUS

Kon OK, YmMenus 3HaHus
I1K

OK-01 | pacmo3HaBaTh 3aaqy W/WIK IpodIeMy B pacro3HaBath 3a7aqy /WK MpodIieMy B
npo¢eCCHOHANTEHOM H/HITH COLMAIbHOM npo¢ecCHOHANTEHOM /TN COLMAIEHOM
KOHTEKCTE; aHATM3UPOBATh 3a/1a4y H/WITH KOHTEKCTE; aHAIM3UPOBATh 3a/1a4y H/MIH
npoOJIeMy U BBIIENATH €€ COCTaBHBIC YaCTH; | MPOOJIEMy M BBIIEIATH €€ COCTaBHBIC
OTIPEAEIATH ITAIBI PEIICHNUS 3a0a4H; YaCTH; OIIPE/ICNIATH ATAIBI PEIICHUS
BBISBIISITH U 3()()EKTUBHO HCKAThH 3aJ1auu; BBISIBISATH U 9QEKTUBHO UCKATh
WH(POPMAITHIO, HEOOXOTUMYIO IS PEeIIeHUs | MHPOPMAIHIO, HEOOXOAMMYTO /ISl PEIICHHS
3a/1a4¥ W/WIHN IPOOIIEME, 3aJla4M W/WIH TPOOIIEMBI;

OK-02 COCTaBUTH IJIaH JACHCTBHUS; ONPEEIUTh COCTaBUTh IJIaH ACHCTBUS; ONPENEIUTD
HEO0XOTUMBIE PECYPCHI; HEO0XOIUMEBIE PECYPCHI;

OK-09 BJIQ/IETh aKTyaJbHBIMH METOIaMHU PaOOTHI B BIIQ/IETh aKTyaJbHBIMH METOaMU PAOOTHI B
npohecCHOHANBHON B CMEXHBIX Chepax; npo(hecCHOHATBHON B CMEXHBIX Chepax;
peann30BaTh COCTABICHHBIN TUIaH; peann30BaTh COCTABICHHBIH TUIaH;

OILICHUBATH PE3YJILTAT U MOCICACTBHUA CBOUX OIICHUBATH PE3YJbTAT U MMOCICACTBUA
HeﬁCTBHﬁ (CaMOCTOSITCJ'IBHO WK C IIOMOIIBIO CBOHUX HeﬁCTBHﬁ (CaMOCTOfITeJ’IBHO niu C

HACTaBHHKA) MTOMOIIIbI0 HACTABHUKA)

MK 1.1 | obmue TpeGoBaHUs K OyXTaaTepCKOMY y4eTy | MPHHUMATh POU3BOJIbHBIC TIEPBHYHBIE
B YaCTH JOKYMEHTHPOBaHUS BCEX OyXranTepckue JOKyMEHTBHI,
XO3SHCTBEHHBIX IE€HCTBUI 1 ONepaLyii; paccMaTpuBaeMble KaKk TUCbMEHHOE
MOHATHE TIEPBUYHON OyXranTepckon JI0Ka3aTeJIbCTBO COBEPILIEHUS
JIOKYMEHTAIIHH; XO03SIICTBEHHOM OTepaIiiy UK MOJTy4eHHe
olpeJiesIeHNe NEPBUYHBIX OyXTaJlTepCKUX paspelIeHus Ha ee IPOBEICHHUE;
JIOKYMEHTOB; MPUHUMATH TIEPBUYHBIE OyXTAITEPCKUE
(OpMBI IEPBHYHBIX OYXTaITEPCKUX JIOKYMEHTBI Ha OyMa)KHOM HOCHUTENE U
JOKYMEHTOB, COAEPIKAIINX 0053aTeIIbHbIE (unK) B BUJE 3IEKTPOHHOTO JOKYMEHTA,
PEKBU3UTHI IEPBUYHOTO YUETHOTO MOJNUCAHHOTO 3JIEKTPOHHOM MOIIHCHIO;
JIOKYMEHTAa; MIPOBEPSITHh HAJTMYUE B MPOU3BOIBHBIX
MOPSIIOK TPOBEACHUS IPOBEPKU HEPBUUHBIX | MEPBUYHBIX OYXTaJTEPCKUX TOKYMEHTAX
OyXranTepcKux J0KYMEHTOB, (hOpMaIbHON 00s13aTeNIbHBIX PEKBU3HUTOB;

MIPOBEPKH TOKyMEHTOB, IIPOBEPKH TIO MPOBOJUTH (POPMATILHYIO POBEPKY
CYIIECTBY, apU(hMETHIECKOHN TPOBEPKH; JIOKyMEHTOB, ITPOBEPKY IO CYIIECTBY,
MPUHLMUIIBI U TIPU3HAKH TPYTIIHPOBKU apu(METHYECKYIO IPOBEPKY;
MIEPBUYHBIX OyXTalITEPCKHUX TOKYMEHTOB; MPOBOJUTH TPYIITUPOBKY EPBUIHBIX
MOPSAZIOK MPOBECHUS TAKCHPOBKH H OyXrantepcKkux JOKYMEHTOB IO PSILy
KOHTUPOBKH MEPBUYHBIX OYXTaITEPCKUX MIPU3HAKOB;

JIOKYMEHTOB; MIPOBO/INTH TAKCUPOBKY 1 KOHTUPOBKY
MOPSAZIOK COCTABIIEHUS PETHCTPOB MEPBUYHBIX OyXTalTepPCKHX JOKYMEHTOB;
OyXrajaTepcKoro y4era; OpraHU30BBIBAThH JJOKYMEHTOO0OPOT;
MIPaBUJIA U CPOKH XpaHEHUs EPBUYHOMN pa3duparhbCcsi B HOMEHKIIATYpE A€,
OyXxrajaTepckoi JOKyMEHTaluH; 3aHOCHUTH JaHHBIE 110 CTPYIIHPOBAHHBIM

JIOKyMEHTaM B PETHCTPHI OyXTaJlTepPCKOT0




y4era;

nepeaaBaTh MEPBUYHbIE OyXTaITepCKue
JOKYMEHTHI B TEKYIIUH OyXrantrepckuit
apXxWuB;

nepeaBaTh MEPBUIHbIE OyXTaITepCKue
JTOKYMEHTHI B TIOCTOSTHHBIN apXHB I10
HCTEUYEHUH YCTAaHOBJIEHHOIO CPOKa
XpaHeHus;

WCTIIPABIISITH OMIMOKH B TIEPBUYHBIX
OyXTranTepcKUX TOKYMEHTaX;

MK 2.7

COCTABIISITh aKT 1O pe3ybTaTam
MHBEHTAPU3AIHY;

COCTAaBJIATH CINYUTEIBHBIC BETOMOCTH 1
yCTaHABIMBATh COOTBETCTBHE AaHHBIX O
(haKTHUECKOM HAJTMYUH CPEACTB AaHHBIM
OyXTalTepCcKOro y4Jera;

BBITIOJIHATH KOHTPOJIbHBIE POLIEAYPHI U UX
JOKYMEHTUPOBAaHHUE, TOTOBUTH U 0OPMIISTH
3aBepIIaloIie MaTepHabl 10 pe3yIbTaTaM
BHYTPEHHETO KOHTPOJISL.

MOPSIOK COCTABJICHUS CIIMYUTEIBHBIX
BEJIOMOCTEH B OyXTalITepuu U
YCTaHOBJICHUE COOTBETCTBHS JaHHBIX O
(haKTHUECKOM HaTHYHH CPEICTB TaHHBIM
OyXTaJlTepCcKOro y4era;

HPOLIETyPY COCTABICHUS aKTa MO
pe3yibTaTaM HHBEHTapU3aIiH.




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI YU4eOHOIl padoThI

Bupn yueoHoil1 paGoThI

O0BeM B yacax

O01bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI THCIUTLINHBI 60
B T.4. B JOPME MPAKTUICCKOH MOATOTOBKU

BT. 4..

TeopeTnieckoe o0ydeHne 24
MPAaKTUYECKUE 3aHATUA 24
KypcoBasi pabora (IpoeKT) —
Camocmosamenvras paboma 12

IIpome:kyTouHas arrectauusi — 1M depeHuMpPOBAHHBIH 3a4eT




2.2. TemaTu4ecKuii IVIaH U COJlep:KaHue YUeOHOU AU CHMIIIMHBI

Kon
KOMIIETCHIUH U
JIMYHOCTHBIX
O0bem pe3yJbTATOB,
HauMenoBaHHe pasieon 1 Tem Copep:xanue yueGHOro MaTepuaia v OpMbl OPraHU3ALUHU eI TeJbHOCTH 5 (bopMHpOBaHHIO
odyuyarouuxcs
yacax KOTOPbIX
crnoco0cTByeT
3J1eMeHT
NPOrpaMMbl
1 2 3 4
PA3JIEJI 1. IOKYMEHTHPOBAHUE YIIPABJIEHUYECKOMN JESTEJIBHOCTH
Tema 1.1. Conep:xanue yueOHOro MaTrepuaJia
Beenenue. JlokymMeHTHpOBaHHE 1. 3HaveHue U coiepKaHue AUCIUIUIHHBI «/lOKyMEHTAIlMOHHOE 00ECTICYCHUE YIIPABIICHHS
ynpaBJieHY€eCKOii 1esiTeJIbHOCTH U CBSI3b €€ C APYIMMHU AUCLMIUITMHAME 00111€00pa30BaTeIbHOTO U CIIEHUAIbHOTO IUKJIIOB.
[ToHsTHE TEPMUHOB «IOKYMEHTY, «JOKYMEHTHPOBAHHUEY, «TOKYMEHTAIMOHHOE OOecieueHIe
ynpasneHus». VicTopust pa3BUTHsI HAYYHBIX MPEACTABICHUN O JOKYMEHTAlMOHHOM 2
oOecnieyenun ynpasieHus. HopmatuBHo-1ipaBoBast 6a3a opraHu3aluy JOKYMEHTalHOHHOTO
o0ecrieyeHus yIpaBiIeHuUs] KaK OCHOBA TEXHOJIOI'MH IpoLeccoB ynpasieHus. CocTas
yIpaBlieHYECKUX JOKyMeHTOB. [loHsaTue cucreM nokymeHrtanun. OyHKIIMOHATIBHBIE U
OTpacyeBble CUCTEMBI IOKyMEHTAUH. Y HU(DUKALMS U CTaHIAPTU3ALMS YIIPABICHUSCKUX
JOKYMEHTOB.
Tema 1.2. Conep:xanue yueOHOro MaTrepuaJa OK 01 — OK 02
CuctemMa OpraHu3anMoOHHO- 1.VaudunupoBaHHasi cucTeMa OpraHU3allMOHHO-pacropsanTensHol gokymeHTaiuu (OPJT). OK 09. TIK 1 1’
pacnopsiAuTeIbLHOI I'OCTet na OPJl. TpeboBanuss Kk odopmienuto gokymeHnToB. Kitaccudukarms HI’C 27 o
JOKYMEHTALUH OpraHU3alMOHHO-PACTIOPSANTEILHON JOKYMEHTAlHU: OpTraHU3allOHHEIE,
pacropsiuTeNnbHbIe, CpaBoYHO-UHPOpManoHHble. OpraHu3anuoHHbBIE JOKYMEHTHI: YCTaB, 6
noJjioxkeHue. PacnopsiiuTenbHbIe  JOKYMEHTBI: TPUKasbl, pACHOpsDKEHHs, yKa3aHus,
nocta"oByieHUs. ClipaBoUHO-MH()OPMAIIMOHHBIE  JTOKYMEHTBL:  JIOKJIanHas  (CiyxeOHas)
3amicKa, OObSICHUTENIbHAS 3aMKCKa, aKT, CIIPaBKa, CIy)XeOHble MUChMa. JJOKyMEeHTUpOBaHHE
TPYAOBBIX MPaBoOTHOIIEHUH. COCTaB U 0OCOOCHHOCTH 0(OPMIICHHS JJOKYMEHTOB 110 JTHYHOMY
COCTaBYy.
IIpakTHYecKue 3aHATHSA 8

[Ipaktndeckoe 3ansaruel.OdopmiieHue JOKYMEHTOB € TIOMOIIbIO Tporpammbel Microsoft
Word. Co3nanune mabioHa JOKyMEHTOB.

[Ipaktnueckoe 3anarue2. CoctaBieHue U OpOpMIIEHHE PACHOPSIIUTEIbHBIX U CIIPaBOYHO-
MH(QOPMALIMOHHBIX JOKYMEHTOB.

IMpakTrueckoe 3anstue3.llpoBepka NpaBWILHOCTH  OGOPMJICHHUS  OPraHU3alMOHHBIX




JOKYMCHTOB.

IIpaktrueckoe 3ansTre4.KagpoBoe AeI0IPON3BOICTBO.

Tema 1.3. Conep:xanue yueOHOT0 MaTepHaJa
JleHe:kHbIE U (PUHAHCOBO- 1.0cobeHHOCTH cOCTaBICHUS W O(GOPMIICHHS JCHEXKHBIX ¥ (DUHAHCOBO-PACUCTHBIX | 6
pacyeTHBIE TOKYMEHTHI JokyMeHToB. OhopMIIeHHE TOBEPEHHOCTEH OQUIIMATBHON ¥ IUYHOM.
IlpakTH4yecKue 3aHATHS 4
IIpakTudeckoe 3ansaTre 5.0hopMieHne IIATeXHBIX JOKYMEHTOB.
Tema 1.4. Conep:xaHue yueOHOT0 MaTepHaJa
JloroBopHO-IpaBOBasi 1.IlonsaTne moroBopa (KOHTpakTa), COTJalleHus, MpoTokoia. TumoBas (opma morosopa.
JOKyMeHTanus OCHOBHBIE Pa3/ieNibl JOTOBOPA. BUABI TOTOBOPOB: KYILIM-TPOJAXKH, MOCTABKH, KOMUCCHH U | 2
np. JokyMeHThI, 0hOPMIISIOIINE TOPSIIOK PACCMOTPEHHUS CIIOPOB MEXIY OPHIUISCKHMU
nnamiu. [IpaBuna odopmiteHHs TPETEH3HOHHBIX TTHCEM.
IIpakTHYecKue 3aHATHSA 4
[Mpaktudeckoe 3ausTHe 6. OCOOEHHOCTH COCTABJICHUS JOTOBOpA MOCTABKY, ITPaBUIIa
o opMIIEHHUS TPETEH3NOHHOTO MHACHMa.
CamocrosiTeibHast paboTa
Hcnionb3ys mHPOPMAIIOHHO NPaBOBYIO CHUCTeMy W MHTepHET pecypchl COCTaBUTH 0030p 6
CYIIECTBYIONMX IMAOIOHOB JOKYMEHTOB [UIS JTOKyMEHTHPOBAaHHUS  YIIPaBICHYECKON
JIeSITEIEHOCTH.
PA3JIEJI 2. OPTAHU3AIIMS PABOTHI C IOKYMEHTAMHAX
Tema 2.1. ITousitue Conep:xanue yueOHOro MarepuaJia
JOKyMeHTo00opoTa, peructpanusi | 1.CocraB u yder oObemMa JOKyMeHTOOOOpoTa opranm3anuid. OpraHuzanus padoThI ¢
JOKYMEHTOB, HCTIOJTHEHHE JIOKYMEHTAIMEH, MOCTYMAIOIIeH B OPraHU3altIo: IPUEeM BXOSIIUX JOKYMEHTOB, 00paboTKa,
JOKYMEHTORB OpeBApUTEIbHOE  PACCMOTPEHHE H  PACIPEICIICHHE, PErucTpailus, paccMOTpeHHe | 2
JOKYMCHTOB PYKOBOACTBOM, MCIIOJIHCHHC. Hepe;[aqa JOKYMCHTOB BHYTPU OpraHu3alviu.
KonTpone wucromneHus mokymMeHTOB. OpraHuzanyisi ¥ TeXHUKa KOHTPOJIS HCIIOJHEHUS.
TunoBble 1 MHANBHUYaTbHBIE CPOKHU MCIIONIHEHUS IOKYMEHTOB.
Tema 2.2. Conep:xanue yueOHOro MaTrepuaJa
HNudopmannonnsie TexHoaorun B | Mcnons3oBanue nporpaMMHOT0 o0ecTiedeHust ISl pelieHus mpodeCCHOHANBHBIX 3a/1a. 2
JeJIONPOU3BOICTBE IpakTnyeckne 3aHATHS 4

1. OdopmieHre MOKYMEHTOB ¢ mnomompto mporpammbel  Microsoft Word. Pabora c
JNIEKTPOHHBIMH JIOKyMeHTamH. Co3llaHhe CepHiHBIX NHCeM. Pacchlika T'OTOBBIX IMHCEM.
IpuknagHas cpema - cucTeMa ympasieHus 60azamu ganubix Microsoft Access. basbr maHHBIX
Ul XpaHeHUs: WHPOpPMalu — KOHCTPYHpOBaTh 0a3ly AaHHBIX; BBOIWTb, PEIAKTHPOBATD,
KOTNMPOBaTh M YAANsATh 3amucu. Pabora c 3ampocamu. dopmmupoBaHue oTueToB. [lomck
JIOKYMEHTOB. XpaHeHue 1 00paboTKa 00JIbIINX 00hEMOB JaHHBIX.

2. Hcnonb3oBaHHWE WHTETPUPOBAHHBIX CHCTEM JENONPOM3BOACTBA M YIPABICHUS AJIs
aBTOMaTH3auuu pabouero mecra. PabGota B cpeme Internet m mosp3oBaHME 3JEKTPOHHON
MOYTOW. ODIJIEKTPOHHAs II0YTa: TMOHITHE, Ha3HA4YeHHWEe, CO3JaHWe M OTIpaBKa CBOMX




CO00IIeHuH, mony4eHne mouThl. O3HAKOMUTHCS ¢ TPOPECCHOHATLHO OpUeHTHpOBaHHBIM [10
B obmactu JIOVY. Ilomck HeoOxommmon wH(pOpManuu B 00JIaCTH JOKYMEHTHPOBAHUS.
OredecTBEHHBIC pa3pabOTKH mporpamMM aBroMatuianyu JJOY u apxuBHOTO nena. OCHOBHBIC
yrpo3sl podeccnoHaIbHON 6€30IaCHOCTH.

CamocTrosiTenbHasi padoTa
Hcnonp3ys MHGOPMALMOHHO IIPAaBOBYIO CHUCTEMY M VHTEpHET pecypchl COCTaBUTH 0030p

NPOrpaMMHBIX pEIIeHHUH Ui BEJeHUs JOKYMEHT000OpoTa ¢ mepeyHeM (yHKIHUH, KOTOpbIe 6
nporpamMma peanusyeT. CocTaBuTh TaONHIly CPaBHUTEIBHOTO aHAJIN3a IPOTPaMM.
Tema 2.3. Cojaepsxanue yueOHOr0 MaTepuaJia
Opranuzanusi onepaTUBHOIO U 1.Cucrematuzanusi JOKyMEHTOB W uX XpaHeHue. Homenxmarypa pen. llpumepHsie u
apXMBHOI0 XpaHEeHHUsI TUIOBbIE HOMEHKHarypel jen. Odopmiuenne HoMeHkIatypsl gen. TpeOoBanus K | 2
JOKYMEHTOB odopmiIeHHIO ei. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX NojpasnencHusx. [loaroroska
JIeJ K c1aye B BEJOMCTBEHHBIN apXHB.
IlpakTHyecKue 3aHATHS 4
IIpaxkTrueckoe 3anstue 7. CocTaBieHre HOMEHKIIATYPHI 1e]1 OpraHu3alyi.
ITpomeskyTouHas arTecTauus — AMpdepeHuMpoOBaHHbIH 3a4eT 2
Bcero: 60




3. YCJIOBUS PEAJIM3ALIAU ITIPOTPAMMBI YUEBHOM JUCIHUATIJIAHBI
3.1. lnsg peanuzamnuu mporpaMmbl Y4eOHOU TUCIUIUTMHBI JOJDKHBI OBITh MPEyCMOTPEHBI

CJIEIyIOIINE CIIEIUAIbHbIC TOMEIICHHUS:

Kabuner JIOKYMEHTAIlMOHHOTO obecrieueHus yIpaBJIeHHUS, OCHAIICHHBIN
000pyI0BaHUEM:

54 yueOHbIX MecTa, pabouee MECTO MPEenojaBareisi, MYJIbTUMEIUNHHBIA IPOEKTOD,
HOYTOYK, MHTEpAKTUBHAs JOCKa, y4deOHas JOCKa, JKpaH, HarjsaHble ydeOHBbIe MOCOOHUS IO
JTUCITUTIINHE, TUIAKAThI, TUIAKTHYECKUE CPEICTBA O0yUCHUS;

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel,
MS Power Point, MS Access), ocnoBanre AKT ripegoctasienus npaB Ne Tr035773 ot 22 urons
2016 roga, AO «CodtJlaita Tpeiiay;

[Iporpamma KOMIIbIOTEpHOrO TeCTUpOBaHUs 3HaHU MyTestXPro — akt npegocraBieHus
npaB Ne IT168538 or 01.10.2013;

Google Chrome — HUurepuer-opay3sep. CBodoanoe I10 // 6eccpouHo;

Opera — UnTepuer-6pay3ep. Croboauoe I10 // 6eccpouno;

AdobeAcrobatReader DC — IIporpamma npocmortpa (daiiios B popmare PDF CBoboHoe
10O // 6eccpouno;

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouHo.

3.2. UnopmannonHoe odecnevyenne peaju3anum NporpaMmbl

Jlnga peanuzanuu MporpaMMbl OUONMHOTEUHBIH (GOHI 00pa3oBaTENbHON OpraHu3alud
UMeeT TIeYaTHbIE W/WIM DJIEKTPOHHBIE OOpa3oBaTelbHbIE W WH(POPMALMOHHBIE PECYPCHI,
pexomennoBanHele  ®YMO, nns ucnonb3oBaHMs B oOpas3oBarenbHOM mporecce. [lpu
dbopMupoBaHUU OHOIMOTEYHOTO POHIA 00pa30BATEIBHON OpraHu3anuell BRIOMPASTCs HE MEHEe
OIHOTO M3JaHus U3 MECPCUUCIICHHBIX HUXKC IICYATHBIX I/ISZIaHI/Iﬁ u (I/IJII/I) OJICKTPOHHBIX I/IBI[aHI/H\/JI B
KayeCTBE OCHOBHOTO, TP STOM CITMCOK, MOXET OBITh JJOTIOJIHEH HOBBIMU U3JIaHUSIMHU.

3.2.1. OcHoBHasi IUTEpPaTYypa
1. Bapmynga, B. B., JlokymeHTanmonHoe obecrnieueHue ymnpasieHus : yueOHuk / B. B.

Bapmyan. — Mocksa : KOctunms, 2024, — 271 c¢. — ISBN 978-5-406-12551-9. — URL:
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4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM

TACIATITAHBI

Pesynomamul 00yuenus

Kpumepuu OUECHKU

Memoowl ouenku

Y CBOEHHBIE 3HAHUS:

pacro3HaBath 3a7ady W/WiH MpodiieMy
B ipoecCHOHATEHOM H/WIH
COLIMAILHOM KOHTEKCTE;
AQHAJM3UPOBATH 33144y U/WIH
npobJeMy 1 BBIACTATH €€ COCTaBHBIE
YaCTH; ONPENENSATh STalbl PEIICHUS
3a/1a9M; BBISBIIATE U 3P (HEKTHBHO
MCKaTh MHPOPMAIIHIO, HEOOXOAUMYTO
JUTSL PELIeHUs 3a]1a9d 1/ UiH
npo0JIeMBI;

COCTaBHTh IIaH JEHCTBUS;
OTIpeIeNIUTh HE0OXOIUMBIE PECYPCHI;
BJIAACTh aKTyaJIbHBIMU METOAaMU
paboTsI B ipodecCHOHATEHON U
CMEXHBIX cepax; peann3oBaTb
COCTaBJICHHBIH IIJIaH; OIICHUBATH
Pe3ynbTaT U HOCIEACTBUS CBOMX
JeHCTBUH (CaMOCTOSATEIHHO HIIH C
MTOMOIIBI0 HACTABHUKA)

IIPUHUMATH IPOU3BOJILHBIC
NepBUYHBIEC OyXTrajaTepcKue
JIOKYMEHTBI, paCCMaTpUBacMbIe KaK
MUCBMEHHOE JI0Ka3aTelbCTBO
COBEPILEHHUS XO35UCTBEHHON
olepaLuy WiH NOJTy4YeHHUE
paspelieHus Ha ee IPOBEICHNUE;
NPUHUMATh IEPBUYHbIE
OyxrainTepckue JOKYMEHTHI Ha
OyMaxHOM HOcuTesne U (WIK) B BUIE
AJIEKTPOHHOTO JJOKYMEHTA,
NOJIMUCAHHOTO 3IEKTPOHHOI
MOJIKCHIO;

IIPOBEPATH HAJINMYUC B IIPONU3BOJIbHBIX
NEPBUYHBIX OyXTalTePCKUX
JOKyMEHTaX 00s13aTeIbHbIX
PEKBU3UTOB;

MPOBOJUTH (HOPMANTBHYIO TIPOBEPKY
JOKYMEHTOB, IPOBEPKY IO CYIIECTBY,
apu(MEeTHYECKYIO TIPOBEPKY;
[IPOBOAUTH I'PYIIIUPOBKY IIEPBUYHBIX
OyXraaTepcKux JOKYMEHTOB IO psiLy
NPU3HAKOB,

IIPOBOJUTE TAKCUPOBKY U KOHTHUPOBKY
NEPBUYHBIX OyXTalNTepCKUX
JOKYMEHTOB;

OpPTraHU30BHIBATH JOKYMEHTOO0O0POT;
pa3duparthCs B HOMEHKIIATYpE JIeT,
3aHOCUTH JJaHHBIE IO
CTpYNIIMPOBAHHBIM JOKYMCHTAM B
PETUCTPBI OyXTANTEPCKOTO YUETa;
nepeaaBaTh EPBUYHbIC
OyxrajaTepcKue JOKYMEHTHI B

OTnn4HO:

— JTaHbI HCYEPITBIBAIOIINE
000CHOBaHHBIC OTBETHI HA BCE
MTOCTABJICHHBIE BOIIPOCHI,
MIPaBUILHO M PAITHOHAIBHO (C
HCIOJIb30BaHUEM
PaIMOHATBHBIX METOJIHK)
PEIIeHBI COOTBETCTBYIOIIHE
3a/1a4w;

— B OTBETaX BBIICISIIOCH
[JIABHOE, BCE TCOPETUYCCKUC
TOJIOXKEHHUS yMEJIO
YBSI3BIBAIACH C TPEOOBAHUSIMHU
PYKOBOIAIINX JOKYMEHTOB;

— OTBETHI OBUTH YETKUMH U
KpaTKAMH, a MBICTTH
M3JIaraJIuCh B JIOTHYCCKOH
[TOCIIEI0BATENNEHOCTH;

— TIOKa3aHO yMEHHUE
CaMOCTOSITETTLHO
aHaM3UPOBATh (PAKTHL,
COOBITHSA, SIBICHUS, TIPOIIECCHI B
HUX B3aNMMOCBA3U U
JTMAJIEKTUYECKOM Pa3BUTHHU.
Xopouio:

— JIaHHbI MOJTHEIE, JOCTATOYHO
000CHOBaHHBIC OTBETHI Ha
MTOCTaBIICHHBIE BOIIPOCHI,
MIPaBUIIEHO PEIIEHBI
MIPaKTHUYECKUE 3aaHHS;

— B OTBETaX He BCerjaa
BBLJIETISUIOCH TJIaBHOE,
OT/IENBbHBIE TTOJIOKEHUS
HEAOCTATOYHO YBA3BIBAJIUCH C
TpeOOBaHHUSIMH PYKOBOISTIIX
JIOKYMEHTOB, TIPH PEIICHUH
MPaKTUYECKUX 3a/1a4 He BCera
HCTOJIB30BAINCH
paIoHaIbHBIE METOIUKH
pacuéTos;

— OTBEThI B OCHOBHOM GLIJ'H/I
KpaTKMMHU, HO HE BCer/ia
YETKUMH.

Y 10BJIETBOPUTEIBHO:

— JIaHbI B OCHOBHOM
MIPaBUIILHBIC OTBETHI HA BCE
ITOCTaBJICHHBIC BOIIPOCHI, HO
0e3 ToKHOW TITyOHHBI 1
000CHOBaHUSI, PU PEIICHUU
NMPAKTUYCCKUX 3aaa4 CTYJACHT
HCIIONb30BaJ NPEXKHUHI OIBIT U
HE TIPUMEHSUT HOBBIE METOINKHI
BBITIOJTHEHHS PACYETOB, OJTHAKO

YcrHbIi ompoc,
TECTHPOBAHHE.




TEKYINH OyXTaaTepCKUi apXuB;
nepeaaBaTh I€PBUYHbIC
OyxranTepcKue JOKyMEHTHI B
MIOCTOSTHHBIN apXHB 110 UCTEYEHUN
YCTAHOBJICHHOTO CPOKa XpaHEHUS;
UCTIPABJIATH OIINOKY B IEPBUYHBIX
OyXraaTepcKuX JOKyMEHTaX;
MOPSAZI0OK COCTABIICHUS CAMUUTENBHBIX
BEJIOMOCTEH B OyXTalNTepuu U
YCTaHOBJIEHHE COOTBETCTBHS JAaHHBIX
0 (haKTHUECKOM HaJIMYUH CPEACTB
JaHHBIM OyXTaJITepPCKOIo y4eTa;
HpPOLESYPY COCTAaBJICHUS aKTa 0
pe3yJpTaTaM HHBEHTapU3aLUK. .

OCBOEHHbIE YMEHHUS:

pacro3HaBath 3a7ady W/WiH MpodieMy
B ipoecCHOHATEHOM H/WIH
COLIMAIEHOM KOHTEKCTE;
aHAJTM3UPOBATH 3a/1a4y U/WIN
npoOjeMy U BBIIACTATH €€ COCTaBHbIE
YaCTH; OTNPENENISATh STAlbl PEIICHHUS
3a/1a4¥; BBISBIATH U 3P(HEKTUBHO
MCKaTh MHPOPMAIIHIO, HEOOXOAUMYTO
JUTSI pEIICHUS 3a7aud 1/ Win
npo0JIeMBI;

COCTaBHTh IJIaH JCHCTBUS;
OTIpEICNIUTh HE0OXOIUMBIE PECYPCHI;
BJIaJICTh aKTyaIbHBIMH METOJJAMH
paboThI B ipodecCHOHATEHON U
CMEXHBIX cepax; peann3oBaTb
COCTaBJICHHBIN IIJIaH; OIICHUBATH
Pe3ynbTaT U HOCIEACTBUS CBOMX
JIEHCTBHH (CaMOCTOSATEIBHO HIIH C
MTOMOIIHI0 HACTABHUKA)

o0rire TpeOoBaHus K OyXralTepcKOMY
YUYETY B YaCTH JOKYMEHTUPOBAHHUS
BCEX XO3IMCTBEHHBIX JIEUCTBUU U
oneparuii;

MOHATHE TIEPBUYHON OyXTranTepcKon
JOKYMEHTALIH;

orpeJiesieHIe IEPBUYHBIX
OyXTaJITepCKUX TOKYMEHTOB;

(hOpMBI IEPBUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB, COZIepIKaIInX
o0s3aTenbHbIE PEKBU3UTHI
NEPBUYHOrO YYETHOrO JJOKyMEHTA;
MOPSIIOK TIPOBEACHUS! IPOBEPKU
MIEPBUYHBIX OyXTanTepCKUX
JOKYMEHTOB, (hOpMaJIbHOM POBEPKU
JOKYMEHTOB, TIPOBEPKH T10 CYLIECTBY,
apu(MeTHIECKON MPOBEPKHU;
NPUHIMITEL U IPU3HAKHA TPYITITHPOBKH
NEPBUYHBIX OyXTalnTepCKUX
JIOKYMEHTOB;

TIOPSIJIOK TPOBEICHUS TAKCUPOBKH U
KOHTHUPOBKH MEPBUYHBIX
OyXraJTepcKuX JOKYMEHTOB;

Ha YTOYHSIOIIUE BOMPOCHI
JIaHbI B TICJIOM TIPaBHIILHBIC
OTBETHI;

— TIIpY OTBETaX HE BBIICISIIOCH
IJ1aBHOE;

— OTBETHI OBUTH
MHOTOCJIOBHEIMHU, HEYECTKUMU U
0e3 TOKHOM JIOrHYeCKOM
M0CJIEN0BATEIHLHOCTH;

— Ha OTAC/IbHBIC
JIOTIOJTHUTENIBHBIC BOIIPOCHI HE
JIaHbI IOJIOKUTEIbLHBIE OTBETHI.
HeynoBaeTBOpUTEIBHO:
BricraBnsercs
oOyJaromemMycs, eciii He
BBITIOJTHEHBI TPEOOBAHUS,
COOTBETCTBYIOIIIHE OIICHKE
«YIOBJICTBOPUTEIHHOY.

BrinosHeHME TPaKTHYECKUX
pabor.




MOPSAZIOK COCTABIIEHUS PETHCTPOB
OyXTaJITEePCKOTO yUeTa;

MIpaBUJIa U CPOKU XPaHEHUS
MEPBUYHON OyXTanTepcKon
JIOKYMEHTAITHH;

COCTaBIISITh aKT IO pe3yJibTaTam
WHBEHTapU3alluy;

COCTaBJIATh CIMYUTENBHBIE BEJOMOCTH
Y YCTaHaBIIMBAaTh COOTBETCTBHE
JaHHBIX 0 PaKTUIECKOM HAINYUN
CPEICTB AaHHBIM OYXTaJITEPCKOTO
ydera;

BBITIOTHSTH KOHTPOJIbHBIE MTPOIIEAYPHI
U UX JOKYMEHTHPOBAaHHE, TOTOBUTH U
0hOpMITATH 3aBEPIIAIOIINE
MaTepHUabl 110 pe3yIbTaTaM
BHYTPEHHETO KOHTPOJIS




