





IMOHATHC, LCJIN, 3a/1a91 U IIPUHIHIIBLI ACIIOIIPONU3BOJICTBA,

OCHOBHBIC ITOHATUA JOKYMCHTAIIMOHHOI'O obecneyeHus YHPABJICHUSA,
CUCTCMbI JIOKYMCHTAIMOHHOT'O oOecIieueHus YIPaBJICHUAA,
KJ'IaCCI/I(bI/IKaHI/II-O AOKYMCHTOB;,

TpC6OBaHI/I$I K COCTAaBJICHHUIO U 0(1)0pMJ'ICHI/IIO JOKYMCHTOB;,
OpraHu3alunro I[OKYMGHTOO60pOTa:

npuema, 00pabOTKy, perucTpaiuio, KOHTPOJb, XpaHEHHUE JOKYMEHTOB,

HOMEHKJIATypy JIedl.

B npornecce nzydenus mukia y crynenrta popmupytores cienyromne OK u [TK:

OK-1 [loHuMaTh CYHIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOEH Oymymiei
npodeccun, MposIBIATH K HE YCTOMYMBBINA HHTEPEC.

OK-2 OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOMpATh THUIIOBBIE
METO/Ibl U CIIOCOOBI BBITIOJIHEHUS TPO()ECCUOHATBHBIX 33]1a4, OIICHUBATh UX
3 PEeKTUBHOCTH U KA4E€CTBO.

OK-3 [IpyHrMaTe pemieHrns B CTAaHAAPTHBIX W HECTAHAAPTHBIX CHUTYAlUsAX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK-4 OcymiecTBISATh IMTOMCK U MCIIOIb30BaHNEe MH(DOPMAIIMK, HEOOXOMMOM st
3¢ (HEKTUBHOTO BBITIOJTHEHUS podecCuoHaTbHBIX 3ajaad,
1po(heCCUOHATIBHOTO U TMYHOCTHOTO Pa3BUTHSL.

OK-5 Bnanets uHGOpMAaLMOHHON KyJIbTYpPOW, aHaJIU3UpPOBaTh M OLICHUBATh
MH(OPMAIUIO C UCIOJIB30BAaHUEM HH(DOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.

OK-6 PaGoTtath B KoIeKTHBE U KOMaHe, 3H(PEKTUBHO OOIIATHCS ¢ KOJUIEraMH,
PYKOBOJCTBOM, OTPEOUTEISIMHU.

OK-7 bpate Ha ce0s OTBETCTBEHHOCTh 3a paboOTy UIEHOB KOMAaHJbI
(MOJYMHEHHBIX ), PE3yIbTAT BHIMOJHEHUS 3a/IaHUN.

OK-8 CaMoCTOSITENBHO ONPEALATh 3a/1a4u MPOGHEeCCUOHAIBHOTO U JINYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOOOpa30BaHHWEM, OCO3HAHHO IUIAHUPOBATH
MOBBINICHUE KBATHU(UKAIIIH.

OK-9 OpueHTUpOBaThCSI B YCJIOBUAX YacTOM CMEHBI TEXHOJOTHH B
npohecCuOHANBHOMN NesTENbHOCTH.

[IK 1.1. | OGpabartbiBaTh NepBUYHBIE OyXTaNTEPCKUE TOKYMEHTHI.

[1IK 1.2. |Pa3pabatbiBaTh U COIIACOBBIBATH C PYKOBOJICTBOM OpraHU3ALMK pabouuit
IUTaH CYETOB OYXTaJITepCKOro yyeTa OpraHu3aluu.

[IK 1.3. |[IpoBoauTh y4eT AEHEXKHBIX CPEIACTB, OPOPMIIATH JEHEKHBIE U KACCOBBIE




JAOKYMCHTGI.

IIK 1.4.

®opMupoBaTh OyXraaTepcKkue TMPOBOJKH MO y4eTy HUMYIIEeCTBa
OpraHu3allid Ha OCHOBE paboyero IjiaHa CYeTOB OyXralaTepCcKoro y4era.

[K 2.1.

®opmupoBaTh OyXraiarepckue TPOBOJKH IO Y4YETy HCTOYHUKOB
UMYIIECTBa OpraHM3allid HAa OCHOBE paboyero IjaHa CYETOB
OyXTaJnTEepCKOTo yJerTa.

IIK 2.2.

BreinoaHaTe ImopyducHusas pyKoBOACTBA B COCTAaBC KOMHCCHH IIO
HHBCHTApHU3allUK HMYIICCTBA B MCECTax C€ro0 XpaHCHUII. HpOBOI[I/ITB
IMOATOTOBKY K HWHBCHTAPpHU3allU u IIPOBCPKY I[CﬁCTBPITGJH)HOFO
COOTBCTCTBUA (I)aKTI/I‘-IeCKI/IX AaHHBIX MHBCHTAPU3aAllUU JJaHHbBIM Y4CTa.

[IK 2.3.

OtpaxkaTb B OyXTraJTepCKHX MPOBOJAKAX 3a4eT W CIHCAHME HENOCTayu
LHEHHOCTE  (peryaupoBaTh  MHBEHTApPU3aLMOHHBIE  pa3HUIIBI) IO
pe3yJibTaTaM UHBEHTapU3aLUH.

IIK 2.4.

HpOBOIII/ITB mpoucaypbel HWHBCHTApHU3allKU (1)I/IHaHCOBI>IX 00513aTeNLCTB
opraHmu3alnuu.

[IK 3.1.

®opMmupoBaTh  OyXraiaTepckue MNPOBOAKM 1O  HAYUCICHHIO H
NIEPEUYNCIICHUIO HAJIOTOB U COOPOB B OI0OKETHI Pa3IMUYHbIX YPOBHEM.

IIK 3.2.

OdopmiaTh MIaTeKHbIE JOKYMEHTBI /ISl IEPEYUCIICHHS HAJIOTOB U COOPOB
B OIOJIKET, KOHTPOJUPOBATh UX MPOXOXKICHUE IO PACUETHO-KACCOBBIM
OAHKOBCKHM OTEpaIUsiM.

[IK 3.3.

dopmupoBaTh ~ OyXTajaTepCKUE€  MPOBOJAKM MO  HAYUCICHUID U
MEPEUYUCIICHUIO CTPAXOBBIX B3HOCOB BO BHEOKOXKETHBIE (DOH/IBI.

[IK 3.4.

OdopMIsaTh IaTEKHBIE JOKYMEHTHI Ha IEPEYUCIICHUE CTPAXOBBIX B3HOCOB
BO BHEOMOKETHbIE (OHIIBI, KOHTPOJUPOBATh HUX MPOXOXKIACHHE TIO
pPacYeTHO-KaCCOBBIM OAaHKOBCKUM OTI€PAIIHSIM.

[IK 4.1.

OTpaxaTh HapacTalOUIMM HUTOIOM Ha cyeTax OyXrajJTepCcKoro ydera
UMYILIECTBEHHOE M (DMHAHCOBOE IMOJIOKEHUE OpPraHU3allH, ONPEHENSTh
pe3yJIbTaThl XO35IMCTBEHHOU EATEIBHOCTH 32 OTUYETHBIN IIEPUO.

[IK 4.2.

CocrtaBnate (QopMbl OyXraaTepcKol OTUETHOCTU B YCTaHOBJICHHBIC
3aKOHOJIATEIBCTBOM CPOKH.

[1IK 4.3.

CocTaBnsiTh HAJIOTOBBIE JEKJIapalliy IO HajoraM W cOopaM B OIOJKET,
HaJIOTOBbIE JIeKiapanuu o Enunomy connansHomy Hasory (nanee - ECH)
U (QopMBI  CTAaTUCTMYECKOM  OTYETHOCTH B  YCTAHOBJICHHBIC
3aKOHOJATEIHCTBOM CPOKH.

[IK 4.4.

[IpoBOUTE KOHTPOJAL M aHanu3 wuHboOpMalMu 00 HMYIIECTBE H
(UHAHCOBOM TMOJIOXKEHMHM OpTraHU3allid, €€ IUIaTeKeCIOCOOHOCTH U
JOXOJTHOCTH.




1.4. Koiu4ecTBO 4YacoB HA OCBOEHHE MPOTrPaMMbl JMCHUIIHHBI:
MaxkcumanbHOe KOTu4ecTBO 4yacoB 60, B TOM 4ucIe:
— o0s13aTenbHON ayIuTopHOM Harpy3ku 40 4acos;

— CaMOCTOSITeNIbHON paboThl oOyuatomerocst 20 4acos.



