AHHOTALIUSA
K padoyeii mporpaMMe JMCHMILITHHBI
OIIL.03 loxyMeHTAMOHHOE 00ecnedeHHe YIIPaBJIeHUsI

1.00masi xapakTepucTUKA.

Pabogast mporpaMma AUCITUIUTHHEI SBISIETCS YacTHIO IPOTPAMMBI TIOATOTOBKH CIIEIHAINCTOB CPEIHETO
3B€Ha B COOTBETCTBHHM C ()eAepalibHBIM TOCYJapCTBEHHBIM 00pa30BATENbHBIM CTAHAAPTOM  CPEIHETO
npodeccronansHOro 06pazoBanus 1o crenuaibHoct 38.02.01 DxoHOMEKA M OyXranTepckuid yder (10 oTpacisiMm)
(cpennee oOmiee oOpa3oBaHUE), YTBEP)KACHHBIM NpUKa3oM MuHHCTEpcTBa 00pa3oBaHusi W Hayku Poccuiickoit
®eneparun ot 05.02.2018 r. N 69.

2.TpeGoBaHus K pe3yJIbTATAM OCBOCHHS.

[Tnanupyemsblii mporecc oOydeHHs [0 JWCLHUIUIMHE, HalpaBiIeH Ha (OPMHUpPOBAaHHE CIEIYIOIIUX
KOMIIETEHIIUH:

O6mme kommneteHnun (OK):

- OK 01. BeibupaTh crmocoObl penieHns 3agad npohecCHOHATBLHOW JNeSTSIIbHOCTH TTPUMEHHTEIBHO K
Pa3IMIHBIM KOHTEKCTaM;

- OK 02. Mcnonp30BaTh COBpEMEHHBIE CPEJICTBA TOWCKA, aHATW3a W MHTEpPIpeTandd HHpopManuu u
MHPOPMAIMOHHBIE TEXHOJIOTHH JJIS BRITIOJTHEHHUS 3a/1a9 ITPO(eCCHOHATFHON IeATEIFHOCTH;

- OK 03. IInanupoBaTh M peajn30BBIBATH COOCTBEHHOE NMPO(ECcCHOHAIFHOE M JIMYHOCTHOE Pa3BUTHE,
NpEeANPUHUMATENBCKYIO JIESTENBHOCTh B TpodeccnoHanbHOi cdepe, HMCIOIb30BaTh 3HAHHMS [0 INPABOBOH M
(hMHAHCOBOM IPaMOTHOCTH B PA3IMYHBIX KM3HEHHBIX CUTYalUsIX

- OK 04. D¢ddexTrBHO B3aMMOAEHCTBOBATH U pabOTaTh B KOJUIEKTHBE M KOMaHJIE;

- OK 05. OcymiecTBisiTh YCTHYIO M ITHCBMEHHYIO KOMMYHHUKAIMIO Ha TOCYIApCTBEHHOM SI3BIKE
Poccuiickoii denepanun ¢ yueToM 0COOCHHOCTEH COLMAIBHOTO M KyJIbTYPHOTO KOHTEKCTa;

- OK 09. ITomp3oBatbesi MpodecCHOHATBHON JTOKYMEHTAIMEeH Ha TOoCYIapCTBEHHOM W HHOCTPaHHOM
S3BIKAX;

[IpodeccrnonansHbIe KOMIECTEHITHH:

[IK 2.2. BrINONHATE NOPYYCHUS PYKOBOJICTBA B COCTaBE KOMHCCHHU IO MHBEHTapU3aIlMH aKTHBOB B
MECTax WX XpaHCHHUS;

IIK 2.3. IIpoBoauTh MOATOTOBKY K HMHBEHTApHU3allUM U TPOBEPKY ACHCTBUTENBHOIO COOTBETCTBUS
(haKTHYECKUX JTaHHBIX HMHBEHTApU3alUH JaHHBIM YUeTa;

IIK 2.6. OcymectBisath cOOp HHGOPMAILMU O JESITEILHOCTH O0bEKTa BHYTPEHHETO KOHTPOJIS IO
BBITIOJTHEHHIO TPeOOBaHUH IPAaBOBOWH M HOPMATHBHOHN 0a3bl M BHYTPEHHUX PEIJIaMEHTOB;

I1IK 2.7. BbINONHATE KOHTPOJIBHBIE MPOLEAYPbl, H UX JOKYMEHTHPOBAaHHE, TOTOBUTh M O(OPMIIITH
3aBEpLIAIOIINE MAaTEPHAIIBI IO Pe3yIbTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 4.7. [IpoBOIUTh MOHUTOPHHT YCTPaHEHUSI MEHEPKMEHTOM BBISBIICHHBIX HAPYIICHUH, HE TOCTATKOB
Y PHUCKOB.

B pesynpraTe H3y4eHUs TUCIUITINHEI Y CTYICHTOB JTOJKHEI OBITH COOPMHPOBAHBI:

3nanusn: obuime TpeOoBaHWS K JOKYMEHTOOOOPOTY, HOPMATHBHBIE MPABOBBIE AaKTHI, PETYIUPYIOUIHE
JIEIIOTIPOM3BOACTBO ISl peIleHHs 3a7ad Mpo¢eCCHOHANBHON HEATeNbHOCTH, CHOCOOBI TIOMCKA, aHajam3a |
MHTEPIPETanny HH(YOPMAINH; BB KOMMYHHKAIIWHA, TPaBUIa OJIH30BaHUS MPOPECCHOHANEHON TOKYMEHTAIIUEH
Ha TOCYIapCTBEHHOM M MHOCTPAHHOM s3bIKaX, TpeOOBaHUS K paboTe B KOJUIEKTHBE M KoMaHue, (dexkTuBHOMY
B3aUMOJICHCTBUIO C KOJUUIETaMH, PYKOBOJACTBOM, KIMEHTaMH, OCHOBBI (DMHAHCOBOIl TI'PaMOTHOCTH, CIIOCOOBI
KiaccuuKanuy, IOWCK, aHaIM3a W HMHTEpIpeTanud WHQOpMaunuy, OCHOBHBIC NPOLENYpbl 1O O(OPMIICHHUIO
XO3SHCTBEHHBIX OINEpaliid, TpeOOBaHMSI K JEATEIbHOCTH KOMHCCHM IO MHBEHTapU3allMd aKTUBOB B MECTaxX HMX
XpaHeHHs, OCHOBBI MHBEHTapU3alud U CIOCOOBI MMPOBEPKU JEHCTBUTEILHOTO COOTBETCTBUS (PaKTHYECKUX JAHHBIX
WMHBEHTApHU3allMKM, CHOCOObl cOopa wWHpOpPMamMu O JAEATEIBHOCTH OOBEKTa BHYTPEHHETO  KOHTPOJIS;
MHPOPMAIMOHHBIE TEXHOJIOTUHU B TIpodeccrnoHanbHoM nestenprocTd, [[OCT P.6.30-2003, comepkaHue peKBU3HUTOB,
MPaBUIBHOCTH MX O(OPMIICHHSI, TIPaBMJIa OPTaHU3aUH JOKYMEHTO000POTa, CIIOCOOB! YCTPaHEHUS! MEHEKMEHTOM
BBISIBIICHHBIX HApYIICHWH, HEIOCTATKOB M PHCKOB, HMOPSIOK COCTABICHHS HOMEHKJIATYPHI, MpaBuia paboTHI C
JIOKyMEHTAIHCH, TIepeiady €€ B apXHB, KOHTPOJIBHBIE MPOIEIyPHl, K UX JOKYMEHTHPOBAHHE.

Ymenus: opuentupoBaTbcs B IEUCTBYIOIIEM 3akoHozaTesbcTBe Poccuiickoit ®denepanuu as peuieHus
3a7a4 NMpoQecCHOHAIBHON JESTEIbHOCTH, OCYIIECTBIATh OMCK U aHaJIM3 MH(GOPMAIMK; OCYIIECTBISATh YCTHYIO U
MHCBMEHHYI0 KOMMYHHKAIMIO, TIOMCK, aHAJIU3 W MHTEPIpPETalrio MHPOPMAIMU, HEOOXOANMOM Ul BBIOJHEHUS
npodeccHoHANBHBIX  33/1a4, TI10JIb30BaThCs NPO(ECCHOHANBHON JOKyMEHTalueld Ha TroCyJapCTBEHHOM U
MHOCTPAHHOM $3bIKaX, OCYIIECTBIATH cOOp MH(OPMALUHM O JAESATEIBHOCTH OOBEKTa, NMPOBOJMTH IMOIATOTOBKY K
WMHBEHTAPHU3AlMM, IPUMEHSATh 3HaHWA 10 (PUHAHCOBOW T'PAaMOTHOCTH, IUIAHHPOBATh IPEANPHHUMATEIbCKYIO
JIeATEeIIbHOCTD; IIPOBEPSTH HAIMYNE B JOKyMEHTaX 00s3aTEeNIbHBIX PEKBU3UTOB; PabOTAaTh B KOJUIEKTHBE M KOMaHJE,
OCYILECTBIIAITh YCTHYIO M MICHMEHHYI0 KOMMYHHUKAIHIIO, HCIIOJIH30BAaTh HHPOPMAIMOHHBIE TEXHOJIOTHH, TPOBOIUTH
MOHUTOPHHT YCTPAaHCHHWS MEHCKMEHTOM BBISBICHHBIX HApYIICHWH NPOBOAWTH (DOPMANBHYIO IIPOBEPKY
JOKYMEHTOB, OPTaHH30BBIBAaTh TOKYMEHTOOOOPOT, pa3dHMpaTbcs B HOMEHKIATYpE A€, MepeaaBaTh JOKYMEHTH B
TEKYIIUI W TOCTOSHHBIN apXWB 10 MCTEYCHNH YCTAHOBICHHOTO CPOKA XPaHEHHs, KOHTPOJIFHBIE MPOLEAYPhI, U HX
JOKYMEHTHPOBaHHE, TOTOBUTH U O()OPMIIATH 3aBEPIIAIONINE MAaTEePHAIIBI TIO PE3yIbTaTaM BHYTPEHHETO KOHTPOJIS.



3. Coaep:xanue NporpaMMmbl TUCHUILUINHBI: Pasznen 1. OcHoBHBIE BUABI JOKYMeHTOB. Pa3men 2.
Opranuzanus paboTsl ¢ JOKYMEHTaMH.
4.®opMa NPOMEKYTOYHOI aTTeCTAIMM: 3aYCT.



