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Ha BXOJUT B HpO(bCCCI/IOHaJIBHHﬁ OUKI KaK

IIrarmmo LCCTINITATITLITAG _TITACTIITATITITATIIAN
COCTYTUTIAITODTIIA7YX \pussssrpssenyen

Heau u 3agaum yyeOHOM JUCHHUIJIMHBI — TPeOOBAHNS K pe3yJibTaTaM

0CBOEHMSI YUeOHOI TN CIUIINHBI

B pezynomame oceoenust yuebHoll Oucyuniunbl 00y4ArOWUIICs 00JIICEH YMEemb.
- opopMIIATH JTOKYMEHTAallUI0 B COOTBETCTBMM C HOPMAaTUBHOW 0a3oh, ¢

HUCIIOJIb30BaHHUECM I/IHCI)OpMaI_[I/IOHHBIX TCXHOJIOT

Ui

- OCBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHON 00PaOOTKH TOKyMEHTAIINN;

- HCTIOJIh30BaTh YHU(MUIIUPOBAHHBIE (OP

MBI JOKYMCHTOB,

- OCYHICCTBJIIThL XPAaHCHUC, ITIOMCK TOKYMCHTOB;

- HUCIOJBh30BaTh  TEJICKOMMYHUKAIU
JOKYMEHTO000pOoTE.

OHHBIC TCXHOJIOTHH B SJICKTPOHHOM

B pe3ynvmame oceoenus yuebHot oucyuniunsl 00y4arOWULC 00JIHCeH 3HANMb:
- IOHATHUSA, LT, 3aJa491 U IPUHIUIIBI JIEJIOTPOU3BO/ICTBA;
- OCHOBHBIC MOHATUS TOKYMEHTAIIMOHHOTO 00ECTIeYeHUs YIIPaBICHNUS;

- KJIaCCI/I(l)I/IKaHI/IIO JOKYMCHTOB;,

- Tp€6OBaHI/I}I K COCTaBJICHUIO U O(I)OpMJIeHI/II-O JOKYMCHTOB;,

- OpraHM3aluio JIOKYMEHTOO0OpOTa: Mp
XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY Je.
Dopmupyemvle KOMREMEHUUU.

ueM, o0paboTKy, perucTpaiuio, KOHTPOJIb,

Obyuarowuticst donicen obradams O0OWUMU KOMHEMEHYUAMU, BKIIOUAIOWUMU 8

cebsi cnocoOHOCmb:

OK-1. Ilonumarh CyIIHOCTh W COLMAIBHYID 3HAYUMOCTh CBOEH Oymaymiei
npodeccuu, NposIBIATh K HEW YCTOMUMBBINA HHTEPEC.

OK-2. OpraHu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTb, BHIOMPATh TUIIOBBIE METOIbI
U CHOCOOBI BBHITIOJIHEHUS MPOQPECCHOHABHBIX 3a/ad, OLEHUBATh UX IPHEKTHBHOCTH U

Ka4yCCTBO.

OK-3. [IpyHuMaTh penieHus: B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYAIUsAX U HECTH

3a HUX OTBCTCTBCHHOCTD.

OK-4. OcymiecTBisaTh MOUCK M HUCIOIb30BaHUE WH(POPMAIUH, HEOOXOIUMOM IS
3¢ (PEeKTUBHOTO  BBIMOJHEHUS MNPO(EeCCUOHANBHBIX 3a7ad, MNpo(ecCUOHATBHOTO U

JIJMIYHOCTHOI'O Pa3BUTHA.

OK-5. Brnagerb HHPOPMALMOHHOM KyJIbTYpO#l, aHAIM3UPOBATh M OLEHUBATH
MH(}OpMAIHUIO C UCTIOIB30BAHUEM HH(DPOPMATMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH.
OK-6. PaboTaTh B KOJUIEKTUBE U B KOMaHAe, 3(HpPEKTUBHO 0OIATHCS C KOJJIEramH,

PYKOBOJICTBOM, TOTPEOUTEISIMHU.

OK-7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaH/IbI
(TMOJYMHEHHBIX), 32 PE3YJIbTAT BHIMOJIHEHUS 3a/1aHUH.
OK-8. CaMoCTOATENbHO ONPEACNTh 3aJaun MPO(PECCHOHATBEHOTO M JIMYHOCTHOTO

pa3BUTHS, 3aHUMAThCA CaMOOOpa3OBaHHEM,
KBTI (DUKAIIAH.

OCO3HAHHO INIaHHUPOBATH IIOBBIIICHHC

OK-9. OpuentupoBaTbCs B  YCJIOBUAX YaCTOMW CMEHbl TEXHOJOTHUHA B

PO eCCUOHATILHOM ESITEIIBHOCTH.



Obyuarowuiics 0ondxicen 001a0amv NPOHECCUOHANLHLIMU KOMNEMEHYUAMU, CO-
0MBemMcmeyIoOUUMU OCHOBHbIM 8UOAM NPOPECCUOHATILHOU OessMENbHOCIL:

[IK 1.1. OGpabaThiBaTh MepBUYHBIC OyXTraaTePCKUE JOKYMEHTHI.

ITIK 1.2. Pa3zpabarbiBaTh U COIJIACOBBIBATH C PYKOBOACTBOM OpPraHM3alMM padOUMii
IUIaH CYETOB OYXTalTepCKOIo yUeTa OpraHu3aluu.

I1K 1.3. [IpoBOauTh y4YeT AEHEKHBIX CPEICTB, OPOPMIISITH I€HEKHBIE U KaCCOBBIE
JOKYMEHTBI.

I[IK 1.4. ®opmupoBarh OyXrajaTrepckue MPOBOJKM IO Yy4YeTy MMYIIEeCTBa
OpraHM3ali Ha OCHOBE PabOYero IIaHa CYETOB OYXTaJITepCKOro yyera.

[1IK 2.1. ®opmupoBaTh OyXraarepckue NpOBOAKHU M0 YUETY HUCTOUHHKOB UMYILIECTBA
OpraHM3alii Ha OCHOBE PabOUero IiaHa CYeTOB OyXrajaTepcKoro y4eTa.

[IK 2.2. BpINOMHAT NOPYYEHHs PYKOBOJACTBA B COCTaBE KOMMCCUU IO
MHBEHTapU3alluy UMYIIECTBA B MECTAX €r0 XpaHEHUs.

[IK 2.2. TIpoBOaNTH MOATOTOBKY K MHBEHTAPU3ALNUH U IIPOBEPKY JEUCTBUTEIIBHOTO
COOTBETCTBUS (PaKTUUECKUX JAHHBIX MHBEHTAPU3AIlUH TaHHBIM yUeTa.

IIK 2.3. Otpaxarh B OyXrajarepcKux IMPOBOJKAX 3a4eT W CHUCAHME HEJOCTauM
LEHHOCTEeH  (peryaupoBaTh  WHBEHTApPU3aLMOHHBIE  pa3HUIBI) IO  pe3yJibTaTaM

WHBEHTAPHU3AIIHH.
[IK 2.4. IlpoBoauTh mpoueAyphl HWHBEHTApU3aMK (PUHAHCOBBIX O005S3aTENILCTB
OpraHH3alUH.

1K 3.1. ®opmupoBaTh OyxraiaTepckue MpoBOAKU MO0 HAYUCIICHUIO U MEPEUNCIICHUIO
HaJIOTOB U COOPOB B OFOXKETHI PA3IMYHBIX YPOBHEM.

[1K 3.2. OpopmMasTh maaTeXHble JOKYMEHTHI JJI EPEYUCICHUs] HaJoroB U cOOPOB
B OIO/KET, KOHTPOJHMPOBATH HMX MPOXOXKIEHUE IO PACUETHO-KACCOBBIM OAHKOBCKHM
OnepalusM.

[1K 3.3. ®opmupoBarh OyxraaTepckue IPOBOJKH MO HAYUCICHUIO U MEPEUHCICHUIO
CTPAaXOBBIX B3HOCOB BO BHEOIOIXKETHBIE (DOHBI.

[1K 3.4. OdopMIIATh MIaTEXKHBIE TOKYMEHThI Ha MIEPEUNCICHUE CTPAXOBBIX B3HOCOB
BO BHEOMOKETHBIE (POHIBI, KOHTPOJIUPOBATH UX MPOXOXKJIECHUE MO PACUETHO-KACCOBBIM
OaHKOBCKHM OIICPAITHSIM.

[IK 4.1. OtpaxaTh HapacTalIIMM HTOTOM Ha CYeTax OyXTaJTepcKOro yuera
UMYILECTBEHHOE U (DUHAHCOBOE IMOJIOKEHUE OpraHU3alud, ONPEIEISITh pPEe3yJbTaThl
XO35IUCTBEHHOW JEATEIILHOCTH 33 OTUYETHBIN MEPUOI.

[IK 4.2. CocraBnsate ¢GopMbl OyXTraaTepcKOMl OTYETHOCTH B YCTAHOBJICHHBIC
3aKOHOJIaTEIBCTBOM CPOKH.

[IK 4.3. CocrtaBisaTh HAJIOTOBBIE JEKJIApallMM MO HajoraM M cOopam B OIOJKET,
HaJIOroBbIe Jekjapanuu no EnuHomy commanbHoMy Hanory (naiee - ECH) u dopmer
CTATUCTUYECKON OTYETHOCTU B YCTAHOBJIEHHBIE 3aKOHOIATEIBCTBOM CPOKH.

[IK 4.4. IIpoBoauTh KOHTPOJIb W aHadu3 HHPOpMaMU 00 HMYIIECTBE U
(bMHAHCOBOM TOJIOKEHUH OpPraHU3alllu, €€ TUIATeKECIIOCOOHOCTH U IOXOJHOCTH.

3. KoJun4yecTBo 4acoB Ha 0CBOEHHE IPOrPAMMBbI Y4eOHOH JUCHTUIITIMHBI

MaKCHUMaJbHOU yueOHON Harpy3Kku oOyuaromerocs - 72 yaca, B TOM UHCJIE:
ayIMuTOpHas ydeOHas Harpy3ka oOydyaroierocsi - 12 4acos:

B T.d. JICKIIUH — 2 Jaca;

npakTudeckue 3aHatusi — 10 4acos;

caMocTosiTeNbHast paboTa odyuatorierocs - 60 yacos.



