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Abstract. Ukraine today aims to enter European Union, that is why book-keep-
ing and audit, office work in book-keeping acquire those forms that exist in Eu-
ropean Union. Training of future specialists needs innovation approaches, that
would meet the modern requirements of enterprises, organizations, establishments.
Methods and forms of the course “Office Work in Book-Keeping» at Dniprodzer-
zhynsk State Technical University are considered in the article. In order to rise
the level of specialists-accountants development both the previous methods of
studies, and more new ones are used and also computer technologies, multimedia
facilities. In the process of studies different methodologies stimulate initiativeness
and work of students at practical classes, during independent and scientific work

[3].
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1. Introduction

In modern society office work as a process and phenomenon exists
in all spheres of national economy. Certain differences are known to
exist in paper work of one or other documents depending on industry
used, as there is an office work of courts, kindergartens, schools,
hospitals, public institutions, enterprises and others like that. To
some extent both forms and contents of documents differ according
to the line of activity. But there is one type of the office work in all
spheres of activity — book-keeping one, without which neither estab-
lishment, nor enterprise is able to work. The state needs the skilled
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specialists familiar with European and state Ukrainian standards.
Therefore, an important role is given to the system of subject innove-
tion teaching, that would give an opportunity to use theoretical
knowledge in practice.

It is well-known that nowadays Ukraine makes efforts to enter Eu-
ropean Union, fulfill all requirements, that is why record-keeping and
audit, office work in a book-keeping acquire those forms that exist in
European Union. Office work is the sphere of both theoretical and
practical activity, as, on the one hand, it is improving, on the other
hand - it provides the functioning of every public organ, the organ of
local self-government, enterprise, every establishment, organization,
regardless of the form of property, and also physical persons, as the
subjects of entrepreneurship by means of documents.

Office work in book-keeping is constantly improving and acquiring
new forms, that is why a great deal of economic scientists dedicate
their research exactly to this problem. Among the researchers and au-
thors of textbooks on book-keeping office work for economic faculties
we can name: M.Bornyk, N. Gaiphulina, I. Emetc, E. Davidov, O.
Karpenko, M. Kirsanov, K. Klauke, M. Matulina, L. Nikileva, M. Ro-
gozhin, A. Siniyvskaya and others [3].

Today there is a good deal of textbooks both on office work on the
whole, and office works in book-keeping. In this article we tried to
consider some features of teaching the course of office work in
book-keeping, as this subject is studied both by future accountants,
managers, and financiers. The task of our article is consideration of
teaching problems of the training course for accountants.

2. Methods

Office work is one of the base educational disciplines for higher
educational establishments of Ukraine, that train students as organiz-
ers of office work in the different spheres of professional-production
activity, and, first of all, in book-keeping.

It’s naturally that considering of all the aspects of the course in
one article is impossible, that is why we pay attention to some issues,
which students must clearly master at the time of subject studying.
There is a typical program which is adapted for speciality «Account-
ing and audit» of the Dniprodzerzhynsk State Technical University.

Students must understand that the quality of information is one of
the conditions of enterprise successful activity, that depends on the
level of information support of administration. An obligatory require-
ment to such information is realiability and possibility of control and
confirmation. Information can be unfixed or fixed on a corresponding
carrier (documentary). An accountant operates the only fixed informa-
tion, i. e. by documents. As is well- known, a document is a material
object that contains information data and has legal operation. Modern
standards of specialists training require knowledge of international
office work in book-keeping. [1]
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Thus, methods of book-keeping office work management can be
different. To organize book-keeping office work of enterprise, it is
necessary to choose decentralized, centralized or mixed (combined)
method.

In book-keeping information is generated transferred by means of
documents. Thus, in book-keeping a document is indisputable written
evidence of economic life fact, that took place. Therefore, it is the
properly made and completed business document that contains all sub-
stantial descriptions of economic life fact. So students must remember
that book-keeping office work requires knowledge, attentiveness, ex-
actness, discipline [4].

Moreover, office work must provide operational activity of book-keep-
ing service, control possibility of creation, implementation and storage
of every document. The set going office work provides the avoidance
of difficulties in the process of taking up-handing the businesses doc-
uments from accountant who is fired to the accountant who is accept-
ed for position [5].

Lectures have a great importance in the studying of the subject
“Office work in book-keeping». Presentations are quite often used by
the lectures of Account and Audit Department at Dniprodzerzhynsk
State Technical University. They allow the students to learn theoretical
material well. Besides, dispute method is also used at the lectures and
it allows to activate the analytical thinking and creative makings of
future specialists. Sometimes a lecture is delivered by way of ‘ques-
tion-answer’.

Theoretical material is carefully studied at practical lessons as
well as the accuracy of filling in documents, their route and storage.
Documentation is a collection of account documents used for prepar-
ing business transactions which are the results of accounting super-
vision for business transaction and compulsory condition for their
representation in business accounting. Documents are of great im-
portance in expediency control of business transactions. Well-timed
and correct documenting of business transactions provides control
after personal property. Sometimes lecturers conduct business games
at practical classes, when one of the students is appointed a director
of an enterprise, the other — a chief accountant, another — an archi-
vist and so on. « Enterprise team» is given situational tasks and
every participant must make innovation a decision according to their
powers.

The study of computer technology gives an opportunity to the stu-
dents to learn not only to create electronic documents but also study
to archive and store them properly. Especially it concerns the forms
— printed electronic form of document with essential elements that
contain permanent information. The emblem of enterprise, trademark,
etc. can be placed in the form. First of all, future specialists are
learned to make the most widespread forms of acts, certificates, mem-
os, contracts, agreements and the number of primary documents. Fi-
nancial, tax and statistical statements are reported on the model and
special-purpose forms approved by ministries and departments of
Ukraine [6].

IIpo6GreMu iHHOBaIifiHO-iHBecTUIifiHOIO PO3BUTKY. — 2018. — Ne 15




2018. — Ne 15

HIHO-IHBECTUIiTHOTO PO3BUTKY. —

IIpo6aemu imHOBAaILL

104 Lidia Nikileva

3. Results

Such type of studies as independent work is provided in syllabus.
The students are offered to study the part of theoretical material on
their own, after that they make reports and discuss them with their
group-mates. It allows the students to show their knowledge, acquired
practical skills, demonstrate creative approach.

During practical training students must learn, that incorrect docu-
ments execution (particularly when they are absent) is one of the prin-
cipal reasons of conflict outbreak with tax organs, partners, workers.
Because of the absence of properly completed document, an enterprise
is faced with the necessity of proving the fact of business transactions
performing by means of other present documents that quite often ap-
pear to be a difficult task. It can lead to legal responsibility of persons
who showed indifference in documents control. Unclear organization
of work with documents can result in the loss of quality of their exe-
cution, slow working terms of information data, delay of documents
circulation and their implementation, absence of performance control,
excess of documents circulation. All of this reduces the intensity of
enterprise activity, quality of customer service and the ability of en-
terprise to support external contacts, results in the actual uncontrol-
lability of enterprise.

Long ago the joint research work of lecturers and students became
traditional — it’s, first of all, writing theses and giving the reports at
scientific student conferences, it is articles, published in scientific
journal “Slavuta”, the printing organ of Dniprovskiy State Technical
University, and in other editions, it is contests and participating in
scientific groups. Those our graduates, who took part in research work,
hold leading positions at the enterprises of city, region, Ukraine, a
great deal of graduates work in the countries of Europe.

Another type of lecturers and students collaboration is consultations
conducted in extracurricular time. The student can find out, specify
incomprehensible moments not only at the lecture, but also during the
personal consultations of lecturers.

4. Conclusion

As can be seen, teaching the course “Office Work in Book-Keeping”
for accountants at Dniprovskiy State Technical University relates to
the European requirements. The educational process, on the one hand,
keeps some methods (lectures, practical classes, consultations, research,
independent work and so on) which are time-proved ones, and on the
other hand, the innovative methods, related to computer technologies,
multimedia facilities appear. It should be mentioned, that educational
process is a mutual process between lecturers and students, it is joint
painstaking job that gives positive results. Students understand that
their level of knowledge, their theoretical and practical education must
meet the European standards. Naturally, it is a long way that we must
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overcome. The most important result of educational search is ability
of students, and then — young specialists to work independently, be
able to find and use innovative technologies, lighten the painstaking
job of accountants.
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Kypc «odimiiina pobdora y 6yxraarepii»: iHHOBamiiiHi migxomu
0 opraHizaiii HaBYaHHSIA

Anoranis. YKpainma HUHI mparde yBifiTu mo €BpomeichbKOro comw3y, TOMYy OyX-
rajrepcbKuii o0JiK i ayauT, AiJIOBOACTBO y BeAeHHI OyxXrajaTepcbKoro o0JiKy Ha-
OyBaioTh TUX (GopM, AKi Ai0oTH y €BpomeilichKOMY coi03i. ¥ ImiAroTOBIi MaiOyTHiX
daxiBuiB HeoOximui iHmHoOBamiliHi migxomm, AKi BigmoBigasau 6 cydYacHMM BHMOTaM
OigIpUeMCTB, opraHisamiii, ycraHoB. ¥ cTaTTi pos3rasagamlThCcA MeTOonu i opMu BuU-
KJaZaHHA Kypcy «IlisoBoACTBO B OyxrajaTepchbKoMy 00JiKy» B JlHimIpOBChKOMY nep-
JKaBHOMY TexHiuHOMY yHiBepcurtetTi. s Toro, mob migHATHUCSA HA piBeHb PO3BUTKY
(daxiBuiB-6yxrasTepis, BApTO BUKOPUCTOBYBATHU K aIpOOyBaHi MeTOAV BUKJIAJaHHAI,
TakK i 6iJbII HOBi. BUKOPUCTOBYIOTHCS TAKOXK KOMII'IOTEPHI TeXHOJIOTiI, MyJabTHMe-
nitiHi 3acobu. ¥ mpoleci HaBYaHHA BUKOPUCTOBYIOTHCS Pi3HI MEeTOAUM CTUMYJIIOBAHHS
iHimiaTUBHOCTI CTYAEHTIB Ha MPAKTUYHUX 3aHATTAX, IIiJ] YaC CAMOCTiHHOI Ta HAYKO-
BOi poboTu.

Knwouosi cnoea: dinoeodcmeo 6 O6yxzaamepii, 600CKOHALEHHA, iHHOBAYIL, HO6I
MOHCAUBOCTML HABUAHHA.
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Kypc «opunmuaabHaa padéora B OyXrajarepuu»: WHHOBAIIMOHHBIE
MOAXOAbl K OPraHU3AIUU O0yYeHUSd

AxHoTanmua. YKpanHa HBIHUE CTPeMHUTCS BoiiTu B EBpomeiicKuii cOi03, MO3TOMY
OyXraJTepCKuil y4eT M ayAWUT, AEJOIPOU3BOJCTBO B BeJeHUU OyXTaJITePCKOTO yueTa
npuobperaioT Tex (popMm, KoTophie cymecTByioT B EBpomeiickom coose. B moaroroske
OyOYIUX CIEIUAJNCTOB HEOOXOAWMBI MHHOBAIMOHHBIE IIOJXOABI, KOTOPHIE COOTBET-
CTBOBAJIX ObI COBPEMEHHBIM TPEOOBAHUAM IPEAIPUATHI, OPTaHUBAINN, YIPEIKICHUH.
B craTpe paccmaTpuBaioTca MeTonbl M (OPMBI IIpenofaBaHusa Kypca «llesonpoussBof-
CTBO B OyXTaJITePCKOM yueTe» B [[HEIPOBCKOM TOCYJapCTBEHHOM TEXHUUECKOM YHU-
Bepcurere. [nsa TOro, 4To0bpl MOTHATHCA HA YPOBEHb DA3BUTHUA CIEIHUAJNCTOB-OyX-
rajTepoB, HEOGXOJMMO KCIIOJH30BATH KaK anpoOMpOBaHHBIE METOAbI IIPeNoJaBaHUd,
Tak u 0ojsee HOBBHIe. VICHOJB3YIOTCSA TaK)Ke KOMIIBIOTEDHBIE TEXHOJOTHUU, MYJIbTH-
MeIuiHBIE cpeAcTBa. B mpollecce o0ydyeHUsS HCIOJB3YIOTCSA Pa3JUUYHBbIE METOAbI CTHU-
MYyJIUPOBaHUA MHUIIUATUBHOCTH CTYJEHTOB Ha IIPaKTUYECKUX BaHATUAX, BO BpeMsd
CaMOCTOATEJbHOM ¥ HAYYHOH PabOTHI.

Knwuesvie cnoea: Odenonpou3sodcmeo 6 Oyxzaimepuu, cO8epULEHCME08AHUE,
UHHOBAUUU, HOBbLE B03MONHOCTU O0YUEHUA.

Cmammas 0o pedaruii wypHraay rHadittwna: 14.05.2018 p.



