1. MACIIOPT IPOI'PAMMBI YUEBHOM JUCHUTLJIAHBI
JlOKyMeHTAllMOHHOEe 00ecnieyeHHe YIIpPaBJaeHUs

1.1. O6sn1acTh NpUMeHEHUs] IPOTrPaAMMbI

[IporpamMma y4eOHOW JAWCHUIUIMHBI  SIBJSIETCS  YacThi0  MPOTPaAMMBI
MOJATOTOBKM CHEIHUAINCTOB cpeaHero 3BeHa B coorBerctBUU ¢ DI'OC mo
cnermanbHocTu CITIO 38.02.01 DxoHOMMKA U OyXTanTepcKui yueT (110 OTpaciisam)

1.2. MecTo AUCHUIIMHBI B CTPYKTYpe NPOrpaMMbl MOJATOTOBKHU CHENUATUCTOB
Cpe/JHero 3BeHa
Hucrumuinaa  BxoauT B IIpodeccuoHanbHbli UK B pasjaen
Oo61menpodeccruoHanbHbIEC JUCIUTIIUHBI.
1.3. leam u 3aJa4M ATUCHUIJIMHBI — TPeOOBAHUSI K Pe3yJbTATAM OCBOEHUS
TUCHMILTAHBI:
B pe3ynbraTte 0CBOCHUS TUCHMUILUIMHBI 00yUarOITUNCS TOKEH
ymembp:
- 0pOpMIISITh TOKYMEHTALUIO B COOTBETCTBUM C HOPMATHUBHOU 0a30M, B T.U.
C UCIOJIb30BaHUEM UH(POPMAITMOHHBIX
—  TEXHOJOTHUH;
—  OCBaMBaTh TEXHOJOTMU aBTOMATU3UPOBAHHON 00pabOTKH JIOKYMEHTAIUH;
—  HCTOJb30BaTh YHUDUIIUPOBAHHBIE (POPMBI IOKYMEHTOB;
—  OCYILECTBJIATh XPAaHEHUE U MOUCK IOKYMEHTOB;
—  HCIOJIb30BaTh TEJICKOMMYHHKAIIMOHHBIE TEXHOJOTHUM B 3JIECKTPOHHOM
JTIOKYMEHTO000pOTe.
3Hamb:
— TMOHATHE, LIEJH, 3aa4H1 ¥ IPUHIUIIBI IEJIONPOU3BO/ICTBA;
— OCHOBHBIEC MTOHATHS JOKYMEHTAIIMOHHOTO 00ECIIeUeHUS YIIPABICHUS;
- CUCTEMBbI JJOKYMEHTALIMOHHOTO 00€CTIeueHUs yIIpaBiICHHUS;
— KJacCU(PUKALHUIO TOKYMEHTOB;
— TpeOOBaHUS K COCTABICHUIO 1 O(DOPMIICHHUIO TOKYMEHTOB;
— OpraHu3alMio JOKYMEHTOOOOpOTa: TpHeM, O00padOTKy, pPErucTpalIuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypy JAell.
B pe3ynbTaTe 0CBOCHUS JUCHUIUIMHBI JOJKHBI ObITh C(HOPMHUPOBAHBI
o0uwue Komnemenyuu
— OK 1. TloHumarp CyIIHOCTh M COLMAIBHYI) 3HAYMMOCTh CBOEW Oymyiiein
npodeccun, MposIBIATH K HEW YCTOMYMBBINA HHTEPEC.
— OK 2. Opranu3oBbiBaTh COOCTBEHHYIO NEATEIBLHOCTh, OMPEACISATh METOMbI U
criocoObl  BBITIOJHEHUsSI  OpodecCHoHaNbHBIX  3a7ay, OIEHUBATh  MX
3 PEeKTUBHOCTH U KAYE€CTRO.
— OK 3. Pemarb mnpoOsembl, OLIEHMBaTh PUCKH W TMPUHUMATH PEIICHUS B
HECTAH/IAPTHBIX CUTYyaIUsIX.
— OK 4. OcymiecTBnsTh MOUCK, aHATU3 U OIEHKY HWH(POPMAITUN, HEOOXO MO
JUTSl TIOCTAHOBKHU W PelieHus] MpoheCCUOHANBHBIX 3a/1ad, TpodecCHoHaTLHOTO
Y JTUYHOCTHOT'O Pa3BUTHSL.



OK 5. Ucnonb3oBath HHOOPMALMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTUH JJIs
COBEPILIEHCTBOBAHUS MPOHECCUOHATBHON NeATETbHOCTH.

OK 6. Paborarh B KOJUIEKTMBE M KOMaHJE, OOECreyrBaTh €€ CIUIOYECHUE,
3¢ (dEeKTUBHO 00IIATHCA € KOJUIEraMU, PYKOBOJICTBOM, MTOTPEOUTEISIMHU.

OK 7. CraBuTh U€nM, MOTHBUPOBATH JAESATEIBHOCTh IOAYMHEHHBIX,
OpPraHM30BBIBATh U KOHTPOJUPOBATH HUX pabOTy ¢ MpUHATHEM Ha ceds
OTBETCTBEHHOCTH 32 PE3YJIbTAT BBINOJHECHHUS 3aIaHUM.

OK 8. CamocToATenbHO OINpeAeNarTh 3aJadyd Npo(ecCHOHATBLHOTO |
JUYHOCTHOTO  pa3BUTHUS, 3aHUMAThCA CamMoOOpa3oBaHUEM, OCO3HAHHO
IJIAaHUPOBATH MOBBIIICHUE KBATU(UKAIUY.

OK 9. bBpITb TOTOBEIM K CMEHE TEXHOJOTUH B TPodecCHOHATHLHOM
NEeATEIbHOCTH.

npod)eccuouaﬂbubte Komnemenuuu

[IK 1.1. OOpabarbiBaTh EpBUYHBIE OYXTraaTEPCKUE JOKYMEHTBHI.

[IK 1.2. Pa3pabarbiBaTh U COTJIACOBBIBaTh C PYKOBOJCTBOM OpraHU3aLlUU
paboumii 1IaH cYETOB OYXTaNTEPCKOro yueTa OpraHu3aluu.

[IK 1.3. IIpoBOAHMTH y4Ye€T [EHEKHBIX CPEICTB, O(DOPMIATH IEHEKHBIE M
KACCOBBIE TOKYMEHTHI.

[IK 1.4. ®opmupoBarb OyxraaTepckue NPOBOJKH [0 Yy4YETy HUMYIIECTBA
OpraHM3ally Ha OCHOBE paboyero IiaHa CueToB OyXralaTepcKoro y4era.

[IK 2.1. ®opmupoBaTh OyXrajaTepckue HIPOBOAKU IO YYETy HCTOYHUKOB
MMYILIECTBA OPTaHU3alMM HA OCHOBE pab0OYero IiaHa CYeToB OyXTalTepCKOro
ydera.

[IK 2.2. BpINONHAT TOPYYEHHS] PYKOBOACTBA B COCTaBE KOMHCCHHM IIO
WHBEHTAPU3ALIMU UMYIIIECTBA B MECTAX €r0 XPaHEHUS.

[IK 2.2. TIlpoBoauTh TMOATOTOBKY K WHBEHTApU3aLUMA U  TNPOBEPKY
JEHCTBUTENILHOTO COOTBETCTBUSl (PAKTUUYECKUX JAHHBIX HWHBEHTapU3aluu
JTAHHBIM yYeTa.

[1K 2.3. OtpaxaTh B OyXTaJITEpCKUX MPOBOJAKAX 3a4€T M CIUCAHUE HEIOCTAUH
LEHHOCTE (peryaupoBaTh MWHBEHTAPU3ALMOHHBIE PA3HULBI) MO PE3YJIbTaTaM
WHBEHTApPU3ALUH.

[1IK 2.4. [IpoBoauTh nporeaypbl MHBEHTApU3ALMK (PUHAHCOBBIX 00S3aTENIbCTB
OpraHU3alu.

[IK 3.1. dopmupoBaTh OyXraiTepcKue TMPOBOJAKKA IO HAYHCICHUIO U
NEPEYUCIICHUIO HAJIOTOB U COOPOB B OIO/KETHI Pa3IMYHBIX YPOBHEH.

[IK 3.2. OdopMisaTh miaaTeXHbIe JOKYMEHTBI JUIsl MEPEYUCICHUS] HAJIOrOB U
cOOpOB B OIOKET, KOHTPOJIUPOBATH UX MPOXOKIECHUE MO PaCYETHO-KACCOBBIM
OAHKOBCKHM OIEpaIisiM.

[IK 3.3. ®dopmupoBarh OyXrajaTepcKue€ MPOBOJKH [0 HAYHUCICHUIO W
NEPEYUCIICHNIO CTPAXOBBIX B3HOCOB BO BHEOIOIKETHBIE (DOHIBI.

[IK 3.4. OdopmiaTh TIaTeKHBIE JTOKYMEHTHI Ha TIEPEUUCICHUE CTPAXOBBIX
B3HOCOB BO BHEOIO/KETHBIE (DOHIBI, KOHTPOIUPOBATH MX IMPOXOXKIACHHUE IO
pPacyeTHO-KaCCOBBIM OAaHKOBCKUM OIEpPALIUSIM.

[IK 4.1. OTtpaxxkaTh HapacTalOlUM UTOTOM Ha CUeTax OYXTaJITepCKOro ydera
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UMYIIECTBEHHOE U ()MHAHCOBOE IIOJIOKEHUE OpPraHU3aIfH, OIMPEICIITh
pe3yJbTaThl XO3AMCTBEHHOU JEATEIBHOCTH 3a OTYETHBIN ITEPUOL.

[IK 4.2. CocraBniath (HhopmMbl OyXTaqTEpPCKON OTYETHOCTH B YCTAaHOBJICHHbBIC
3aKOHOJATEIBCTBOM CPOKH.

[1K 4.3. CocTaBisTh HAJIOTOBBIC JACKJIapalliy MO HaJIoraM U cOopaM B OIOJDKET,
Hanorosble feknapauud o ECH u Qopmbl cTatncTHyeckoil OTUYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOJATEIBCTBOM CPOKHU.

[IK 4.4. IIpoBomuTh KOHTPOJb W aHamW3 HHPOpManuu 00 HUMYIIECTBE U
(UHAHCOBOM  TOJIOKEHHWU OpraHu3allid, €€ IUIaTeKEeCIOCOOHOCTU H
JOXOJTHOCTH.

[IK 5.1. Opranu3oBbIBaTh HaJOTOBBIA YYET.

[IK 5.2. Pa3pabarbiBaTh W 3alOJIHATH NEPBUYHBIE YYETHBIE JOKYMEHTHI H
PErUCTpPhl HAJIOTOBOTO YYETa.

[IK 5.3. IIpoBoauTh omnpeneneHrue HaJoroBOM 0asbl IJisi pacueTa HaJIOTOB U
cOOpOB, 00S3aTENBHBIX JJIS YIIJIATHI.

[IK 5.4. IlpuMeHSATh HAJOrOBBIE JIBITOTBI B UCIHOJIb3YEMOW CHCTEME
HAJOTOOOJIOKEHUSI TIPU  HMCUMCICHUM BEJIMYMHBI HAJIOTOB UM COOpOB,
00s13aTeNbHBIX JJIS YILJIATHI.

[IK 5.5. ITpoBOAUTH HAIOTOBOE MIIAHUPOBAHUE JEATEILHOCTH OPTraHU3AIUY.

HI/ICI_[HHJII/IHa yrny6nﬂeT " paCclIupACT IMOJYYCHHBIC CTYACHTAMHA 3HAHUA U

YMCHHUA IIPpU OCBOCHHHM OUCHUILINH 061H606pa30BaTeJIBHOFO OuKiIa, 3a CYCT
OTPAKCHHUA

BJIAJCHUS YMEHHEM aHAJU3MpPOBATh TEKCT C TOYKU 3PEHHUS HAMYUSA B HEM
SIBHOM M CKPBITOM, OCHOBHOM M BTOpOCTENEHHON nHpopMauuu (Pycckuil si3pik
U JIUTEepaTypa)

c(OpPMHPOBAHHOCTH YMEHHS MCIOJIb30BaTh MHOCTPAHHBIN SI3bIK KaK CPEJCTBO
Ui TOJy4YyeHus  WHGOpMAlMM M3  HMHOSI3BIYHBIX ~ HMCTOYHMKOB B
o0pa3oBaTeNbHBIX U caM0o0Opa3oBaTeNbHbIX 1eNix (MHOCTpaHHBIN A3bIK)
BJIAJICHUS] YMEHUSMU ITPUMEHSATD MTOJIyY€HHbIE 3HAHUS B TIOBCEHEBHOM KU3HU,
MPOTHO3UPOBATH MOCIEACTBHUS TPUHUMAEMBbIX perieHuit (OOIecTBO3ZHAHNE)
BJIa/ICHUSI OCHOBHBIMH CBEACHMUSIMU O 0a3ax JaHHBIX, UX CTPYKTYpE, CPEACTBAX
co3ganus ¥ padoTsl ¢ HUMU (MHpopmaTnka)

BJIAJCHUS TOHSATUHUHBIM allapaToM €CTECTBEHHbIX HAayK, MO3BOJISIIOLIUM
NO3HAaBaThb MHp, Y4YaCTBOBaTh B JUCKYCCUSIX II0 €CTECTBEHHOHAYYHBIM
BOMNpOCaM, HCIOJb30BaTh  pa3jMyHble HUCTOYHUKK HHOpManuu  ajs
MOJTOTOBKM COOCTBEHHBIX pPa0OT, KPUTUUYECKA OTHOCUTHCA K COOOIICHUSM
CMMU, conepxamum Hayunyto uHpopmarmio (EctecTBozHanue)

BJAQJICHHUS  OCHOBHBIMH  CIOCOOAMHM  CaMOKOHTPOJS — MHAMBHIYaJIbHBIX
noKasareyied 3J0pOBbSl, YMCTBEHHON M (U3MUECKON paboTOCIOCOOHOCTH,
busnyeckoro pa3BuTus u pusnueckux kauects (Pusnyeckas KyabTypa)
YMEHUN TPUMEHATh IMOJy4YeHHbIE 3HAHUS B o00ysacThd OE€30MacHOCTH Ha
IOPAaKTHKE, MPOEKTUPOBATH MOJIEIM JUYHOTO O€30MacHOTO TMOBEACHUS B
NOBCEHEBHOMN XU3HU U B Pa3IUYHBIX OMACHBIX M YPE3BBIYANHBIX CUTYyaIUsAX
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(OBX)

1.4. Koin4ecTBO YacOB HA OCBOEHHE MPOTrPaMMBbI THCIHIJIHHBI:

MaKCHMAaJIbHOM y4eOHOM Harpy3ku oOydarorierocst 51 gac, B ToM 4ucCIIe:
00s13aTeNIbHON ayIUTOPHOM yueOHOM Harpy3Kku oOydaromierocs 34 yaca;
CaMOCTOSITeIbHOM paboThl oOyuatormierocs 17 4acos.



