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AHHOTAIUA
PABOYEMU ITPOI'PAMMBI TNCIUAIIIMHBI
«IOKYMEHTAIIMOHHOE OBECIIEYEHME JIEATEJIBHOCTHU OPT AHU3AIIUI»

CnemuansHocts  38.05.01 «DxoHOMHYecKass O€30IIaCHOCTE)
KOO HanpaeieHus (cneuuaﬂbnocmu), NOJIHOe HAUMEHOBAHUe

CHeHI/IaJ'II/ISaI_II/Iﬂ_«I[I/IaFHOCTI/IKa 1 o0ecreueHHEe SKOHOMMYECKOI 0€3011aCHOCTHY
NONHOe HAUMEHOBaHUe

1. lleain 1 32124 OCBOECHHUA TUCHHUILIHMHBI

Ienu ocBOeHMS AUCHUILIMHBI:
- 0OPMJIISTH TOKYMEHTALIUIO B COOTBETCTBUH C HOPMAaTUBHON 0a30H, HCHOIb3Ys
MH(POPMALMOHHBIE TEXHOJIOTHH U CPEJICTBA OPTTEXHUKH;

- UCII0JI30BaTh yHI/I(bI/IIII/IpOBaHHBIC CHUCTCMbI JOKYMCHTAIIUU,;
- OCYHICCTBJIATH XPAHCHUC, ITIOUCK TOKYMCHTOB;,
- UCII0JIb30BATh TCJICKOMMYHUKAITUOHHBIC TEXHOJIOTHU B 3JICKTPOHHOM I[OK}’MGHTOO60pOTC;

38}13‘11/1 OCBOCHUA NUCHUIIJIMHDBI:
- UI3YUUTh OCHOBHBIC ITOHATHA JOKYMCHTALIUOHHOI'O obecneyeHus YIIpaBJICHUA,

- PacCcMOTpPETh OCHOBHBIC 3aKOHOOATCIIbHBIC n HOPMAaTUBHBIC AKThI B obnactu
JOKYMCHTAITUOHHOT'O o0OecrieueHus JACATCIIBHOCTH OpFaHI/IBaHI/II\/'I;

- OCBOUTH IENIM, 3aJa4ud U TPUHIHUINBI JOKYMEHTAIIMOHHOTO OOECIeUYeHusl eATeTbHOCTH
OpraHu3alui;

- 03HAaKOMUTKCS C CUCTEMOM TOKYMEHTAIIMOHHOTO 00eCredeHHsI IS TENbHOCTH OpPTraHu3allnii;

- U3Y4YHUTh TPEOOBaHUS K COCTABIECHUIO U O(DOPMIIEHHUIO PA3IMYHBIX BUIOB JOKYMEHTOB;

- U3YYHThH O0IIIKE PaBHIIa OPTaHU3aNK PAabOTHI C TOKYMEHTAMU;

- OCBOUTh COBpPEMEHHbIE HMH(OPMAIIMOHHBIE TEXHOJIOTUM CO3JIaHUS JIOKYMEHTOB H
aBTOMATHU3AIMHU JJOKYMEHTO000POTa;

- OpraHu3aIuio paboThI C JIEKTPOHHBIMU JOKYMEHTAMH;

- paccMOTpPETh BHUIBI OPITEXHUKH M CIIOCOOBI €€ WCIOJIb30BaHUA B JIOKYMEHTAlIHOHHOM
obecrneyeHnu JesITeIbHOCTH OpraHu3aIui.

2. MecTo mucuuimiaibl B cTpykrype OITOII

Jucnumnmza «JlokyMeHTalmoHHOe o0ecrieueHre AesITeIbHOCTH OpraHu3aluii» BXOIUT B
b1.0.43 «O6s3aTenbHas yacTby y4eOHOrO IUIaHa.
Ounas ¢popma

HucuunnuHa sBIsSeTCs MPEAIIeCTBYIOMIEH JIIs:
Opranm3anus OyXrajaTepcKoro y4eTa B TOCY/IapCTBEHHBIX YUPEKICHUSIX
Opranu3anus y4eTHO-aHaJTUTHYECKOH 1esITEeIbHOCTH
Kanposast 6e30macHOCTh
VYipasieHue nepcoHaIoM

IIpenumioMHas pakTUKa

3aiuTa BBITYCKHOM KBAMU(PUKAIIMOHHOM pabOThI, BKIItOYasi OJATOTOBKY K MPOIENype 3alIUThl U
MPOLIEYPY 3aALIUTHI
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Hucuunnmna
MPAKTHK:
Kanpoast 6e3onacHocTh
YnpaBieHue nepcoHanom

3aounas popma

ABIIACTCA Hpe;[mecnsy}omeﬁ AJig - CJICAYmrUX OUCHUIUIMH U

Opranuzanus OyXrajaTepcKoro yueTa B roCyJapCTBEHHBIX YUPEKACHUSIX

Opranuzanus y4eTHO-aHATUTHYECKOM eI TeIbHOCTH

HpC,I[I[I/IHJ'IOMHaH IMpaKTHUKa

3amuTa BeITYCKHOM KBATM(PUKAIMOHHON pabOThl, BKJIIOYask HOJTOTOBKY K
IpOLEeIype 3aLUThl U IPOLEAYPY 3aALIUThI

3. [lepeyeHb MIAHUPYEMBIX Pe3YJbTATOB OCBOEHHS TN CHUILTHHBI

IIporecc
KOMIIETECHIINH:

HU3YyUCHUS  JUCHUIIINHBI

HampaBlieH Ha (OpPMHUpPOBAHUE CIETYIOIIUX

Kox v nanmenoBanue
peasiu3yeMoii KOoMIeTeHIMH

IlepeyeHb MIIAHUPYEMBIX Pe3YJbTATOB 00yUeHHS 110
AUCHUILINHE (MOAYJII0), COOTHECEHHBIX C HHANKATOPaAMH
JOCTHKEHUS KOMIIETeHITU I

OIIK-7 3HATh TOHATHSA, LEIH, 3aJa4d ¥ TPUHIMIIBI JEITOTPON3BOJICTRA,;
CriocoOeH  NMOHMMAaTh  MPUHIMUILL | OCHOBHBIE TTOHSATHS JIOKYMEHTAI[HIOHHOTO obecrnieyeHuUs
paboTHI COBPEMEHHBIX | YIIPABIICHHS; CUCTEMBI JJOKYMEHTAIIHOHHOTO OOecIieueHHs
I/IH(I)OpMaHI/IOHHI)IX TEXHOJIOTUH U | YIIPaBJICHUS; KJIaCCI/IQ)I/IKaHI/IIO JOKYMCHTOB; Tpe60BaHI/I${ K
WCIIONIB30BaTh WX JJI  PEIIeHHs | COCTABICHUI0O U O(QOPMIICHHIO JIOKYMEHTOB, OpPTaHHM3allHIo
3a7a4 po(eCCUOHATBHOM | JOKYMEHTOO0O0POTa: pHeEM, 00pabOTKy, PETMCTPALMIO, KOHTPOJIb,
JIeSITeJIBHOCTH. XpaHEHHUE JJOKyMEHTOB.
Ymerhr  0hOpMIISITH  JIOKYMEHTAI[MIO B COOTBETCTBUH  C
HOpMAaTUBHOHN 0a30ii, B T.4. C HCIIOJIb30BaHUEM WHPOPMAIIHOHHBIX
TEXHOJIOTHIA; HCIIOJIb30BaTh YHUPUIMPOBAHHEIE (hopMeI
JIOKYMEHTOB; HCIIO0JIb30BaTh TEJICKOMMYHHUKAIIHOHHBIC
TEXHOJIOTHH B AJIEKTPOHHOM JIOKYMEHTOOOOPOTE; OCYIIECTBISATH
OpTraHM3aIHI0 XPaHESHUH.
Baagern HaBbIKAMH odopmIteHHUs OpraHU3alMOHHBIX,
PacHoOpSAUTENbHBIX,  CIPABOYHO-MH()DOPMALIMOHHBIX W Jp.
JIOKYMEHTOB.
IIK-5 3HaTh TEOPETUYECKHUE OCHOBBI JEIOMPOU3BOJICTBA, HOPMATHBHO-
CriocoOeH COBEPLIEHCTBOBATh | METOIMYECKYIO 0asy JIEJONPOM3BOJACTBA W TpeOOBaHMA K
GopMBI  OpraHmsanuM  TpyAa W | COCTaBIEHHIO OCHOBHBIX JOKYMEHTOB.
yIpaBlIeHUs, a TaKKe IJIaHOBOH M | YMeTh NPHMMEHATh OCHOBBI IIPABOBBIX 3HAHMH B PasIMYHBIX
Y4ETHOU JIOKyMeHTauu | chepax qesTeNbHOCTH.
OpraHu3alyu Bnagerp TONYy4YEHHBIMH TEOPETUYSCKUMH  3HAHHUSMH  IIPU

COCTaBJICHUM OCHOBHBIX CHCTEM JOKYMCHTAIIUN M HOMCHKJIATYPHhI
JCII.

4. O0uas Tpy10eMKOCTb JUCITUIIIUHBI
OO6m1ast Tpy1I0€MKOCTh TUCIUIUIMHBI COCTaBIsIET 3 3aueTHbIX enuuuil (108 gaca).

5. O0pa3oBarejibHbIE TEXHOJIOTUH
B XO04€ HU3YYCHHUSA OUCHUIINIMHBI MCIIOJIB3YIOTCA KaK TPaJUuIIMOHHBIE MCTOABI U (1)0pr1
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o0y4yeHHs (JCKIMH, MPAKTHUECKUE 3aHATHS, CaMOCTOSTENbHAs paboTa), TaK U MHTEPAKTUBHBIC
(bopMbI IpOBEICHNUS 3aHATHI (Keiic-3a1aHus).

IIpy  opraHM3anMM  CaMOCTOATEIBHOW  pabOThl  MCHOJB3YIOTCS  CIEAYIOIINE
oOpa3oBaTelbHbIE TEXHOJIOTUU: CAaMOCTOATEIbHas padoTa, CONpsDKEHHAs C OCHOBHBIMU
ayJUTOPHBIMU 3aHATHsIMHU (IpopaboTka y4eOHOro Marepuana C HCIOJIb30BAaHHEM PECypCoB
y4eOHO-METOJMYECKOr0 M HH(POPMAIIMOHHOTO O0ECHeUeHUsT AUCIMIUIMHBI); TOATOTOBKA K
TECTUPOBAHUIO; CAMOCTOATENbHAsE padoTa MoJ KOHTPOJIEM IpernoaBaTeis B (opMe MIaHOBBIX
KOHCYJIbTAIlMi; BHEAyAUTOpPHas CaMOCTOsITENbHAass paboTa TMpPU BBIIOJHEHUU CTYACHTOM
JIOMAILIHUX 3a/laHuM, OJrOTOBKY J10KJIa/10B.

6. KonTpoJs ycneBaemMocTu
[IporpaMMoil JUCHMIUIMHBI IPETYCMOTPEHBI BUJIbI TEKYILET0 KOHTPOJIS: coOecel0BaHueE,
34CJIyIINBAHUC JOKJIaa0B, IIPOBCPKa  PCIICHUA IMPAaKTHYCCKUX 3aj1a4, KeﬁC'SaHaHHﬁ
(cUTyallMOHHOTO MPAKTUKYyMa), IPOBEPKA TECTOBBIX 3aaHUM.
HpOMe)KYTO‘IHaH aTTeCTaluAa IIPpOBOAUTCA B q)opMe: 3a4cTa.
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