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1. Ilesu ocBOeHUS IMCHUILIUHBI (MOAYJIA)

OCHOBHBIMU I1IEJIIMUA OCBOEHUS AUCLUILTUHBI (MOYJIs) SIBISIOTCS:
— 03HAKOMJICHHE O0YYaroIINXCsl ¢ OCHOBHBIMH TIOHSATHSIMU, ITPABUJIAMU U TPEOOBAHUSIMH
K JIOKyMEHTHUPOBAHUIO YIIPABICHUYECKOM AeaTesibHOCTH npeanpuartuii AITK;
— ¢dopMUpOBaHHE Y 00YUAIOIIMXCSl HABBIKOB TIOJITOTOBKH YIIPABICHYECKOHN TOKYMEHTAIIUN
JUTSL OLICHKU PUCKOB B 00JIaCTH IOKYMEHTUPOBAHUSI YIPABIECHUECKOM JESTEIBHOCTH PUCKOB;
—IprOOpeTeHNEe 00YJAIONIMMICS HABBIKOB 10 aHATU3Y Pa3IUYHBIX UCTOYHUKOB HH(OP-
MaIuu JUIsl IPUHATHS YIPaBICHUYECKUX PEUICHUI I10 BONpPOCcaM JOKYMEHTHUPOBAHUS YIIPaBIICH-
yeckol aestenbHocTH B ATIK..
[Ipn ocBoeHMM [aHHOW AMCUMILIUHBI (MOAYMS) YUMTHIBAIOTCS TPYAOBBIE (PYHKIIMH
CIIEIYIOIMUX MPOPECCUOHATBHBIX CTAHIAPTOB:
08.023 Aynurop (yTB. mpukazom Muntpyna Poccun ot 19.10.2015 Ne 728n
08.010 Buyrpennuit aynurop (yrB. npukazoM Muntpyna Poccuu ot 24.06.2015 Ne 398H)
08.002 byxrantep (yrB. npukazom Muntpyaa Poccun ot 21.02. 2019 Nel103#)

2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrPAMMBI:

JuctuiumHa «/{oKyMeHTHpOBaHUE YIPABICHYECKOW NEATEIILHOCTHY» OTHOCUTCS K OJIOKY
b1.B.18.

N3yuenune aucuuiuiuHbl (Moaynst) «/loOKyMEHTHpOBaHUE YIPABICHUYECKOW AEATENbHO-
CTH» OCHOBBIBAETCS] HA 3HAHUSAX, YMEHUSIX U HAaBbIKAX TAKUX JUCHUIUIMH (Moayieil) kak «Kymb-
Typa peuu H J1eJI0BO€e OOIIEHUE.

3HaHus, YMEHHUS U HaBBIKU, (POPMHUPYEMBIE B TIPOIIECCE OCBOCHUS JUCIUTUIMHBI (MOTYJIs)
«/lokyMEeHTHpOBaHME YNPABIECHYECKON IESITEIBHOCTH» B3aUMOACUCTBYIOT CO 3HAHMUSAMM, yMe-
HUSIMU U HaBbIKaMU, MOJIYYEHHBIMU B IIPOLIECCE U3YUEHUS TUCLUIUIMH (Moayiel): «MeHemxk-
MEHT», «AyauT», «byxranrepckuii (ynpaBiaeHUECKUil) ydeT».

B nanpHeliniem 3HaHUS, yMEHUS U HaBBIKM OOydaromuxcs, copMupoBaHHBIE B IIPOLIEC-
Ce W3YYeHHUS IUCHUIUIMHBI (MOIyJs) «/lOKyMEHTHpOBAaHUE YNpaBIEHUYECKOH AEATEIbHOCTUY,
WCIIOJIB3YIOTCSI IIPU IPOXOKJIECHUU ITPOU3BOJCTBEHHON NPAKTUKHM HAY4YHO-HCCIEAOBATENIbCKAs
paboTa, MPOU3BOICTBEHHON TEXHOJIIOTHYECKOH (IPOEKTHO-TEXHOJIOTUYECKOI) MPAaKTUKH, TPOU3-
BOJICTBEHHOM NMPEAUIUIOMHON MPAKTUKH, BBIMOJIHEHUU BBITYCKHOM KBalu(UKAIIMOHHONW pado-
THI.

3.0l1anupyemblie pe3yabTaThl 00y4eHHUs M0 AUCIHUIIMHE, COOTHECEHHbIEe

¢ INIAHMPYEMbIMH Pe3yJIbTATAMHU OCBOCHHUSA 00pa30BaTeIbHOM MPOrPAMMBbI

B pesynbraTte n3yueHust AMCUUIUIMHBI (MOLyJIs1) 00OyUYarOIIMNACS TOHKEH OCBOUTH TPYAO-

Bble (DYHKIIMHU:

CocraBinenue Oyxrantepckoii (punanconoit) otuerHocTH (08.002 Byxrantep TO B/01.6)

TpynoBsle neicTBUS:

ObecnieueHre O3HAKOMJIEHUS, COTJIACOBAHUS W TOJAINMUCAHUSA PYKOBOJAUTENIEM SKOHOMHYE-
CKOro cyObekTa Oyxranrepckoil ((MHAHCOBOM) OTYETHOCTH.

Opranuzanus nepenaun Oyxraiarepckoi (pUHaHCOBOI) OTYETHOCTH B apXHUB B YCTAHOBJICH-
HBIE CPOKH.

BHyTpeHHUII KOHTpOJIb BEAEHUS OYXTaJITEpCKOTO y4yeTa M COCTaBJICHHUS OyXrairepckoi
(¢punancosoit) otuetHoctu (08.002 Byxranrep Td B/02.6)

TpynoBbie necTBUS:

[ToarotroBka u mpeacTaBieHUE OTYETOB O COCTOSHUU BHYTPEHHETO KOHTPOJIS SKOHOMHUYeE-
CKOT0 CyOBEKTa, OpraHu3aIisl UX XpaHEHHs U Tiepelayl B apXUB B YCTAHOBJICHHBIE CPOKH.

BrinonHenue ayaAuTopckux npoueayp (IeicTBril)  oka3aHue COMYTCTBYIOUIUX ayIuTy U
IIPOYUX YCIYT, CBA3aHHBIX C ayAUTOPCKOM ACITEIBHOCTHIO (08.023 Ayautop T®
B/01.6)



TpynoBbie IeUCTBUS:
JIOKyMEHTUpOBaHUE B 4aCTH, OTHOCSILENCS K CBOEH paboTe.
[IpoBenenue BHyTpeHHEN ayauTopckoi nmposepku B coctase rpynmsl (08.010 BryrpenHwmii
aynutop T® A/01.6)
TpynoBbie IEUCTBUS:
JlokasbHbIE HOPMATHBHBIE AKThl U OPraHU3alMOHHO-PACIOPAIUTENBHBIE JOKYMEHTBI Opra-

HU3aIl1H.

OcBoeHnne JUCUUIUTMHBI HAPABJICHO HAa (JOPMHUPOBAHUE KOMITETCHIIUNA:

VYHuBepcaabHbIC KOMIICTCHIIUHN

YK-4 - Cnoco0GeH oCyIIecTBIATh ACIOBYI0O KOMMYHHKAIIMIO B YCTHOH M MHCHbMEHHOMN

dbopmax Ha rocyaapcTBeHHOM s3bike Poccuiickoit deneparny 1 ”HOCTpaHHOM(BIX) sI3bIKe(ax)
[podeccronanbHble KOMIIETCHIINU

I1K-1 - Cnocoben ¢popMHpOBaTh JOKYMEHTHPOBAHHYIO B3aMMOCBS3aHHYIO MH(OpMAIIIO

B CHCTEME OYyXrajJTepCKOIro y4yeTa ¢ NMPUMEHEHHEM KOMIIBIOTEPHBIX MPOrPaMM, OCYIIECTBISATH
BHYTPEHHUH KOHTPOJIb BEACHUS OyXTalTepCKOro yuyeTa U CocTaBleHus Oyxrantepckoil (punan-
COBOI1) OTYETHOCTH;
I1K-6 - Crioco6eH BBIMOJIHATh ayIUTOPCKHE NPOLETyphl B COCTaBE TPYIIIbI B COOTBET-

CTBHH C IIJJAHOM BHEUIHEN Y BHYTPEHHEH ayIUTOPCKON IPOBEPKHU

ITnanupyemsie Kputepuu orieHuBaHUs pe3yIbTaTOB 00YUCHHS
€3yJIbTaThl 00yye- .
pesy st ye Huskwuit (ono-
POTOBEIIT) KOMITETEH- [Toporoserit . IIponBuny-
(MHIUKATOPBI BazoBsrit .
nocTivkenus xomme- | W HE chopmupoBa- THIH
Ha
TEHIINN)
YK-4 - Crioco0GeH OCYyIIECTBIATh JCTOBYI0O KOMMYHUKAIIMIO B YCTHOW U MUCBMEHHOU (op-

Max Ha rocyJIapCTBEHHOM si3bike Poccuiickoii @enepanyivi 1 MHOCTPaHHOM(BIX) sI3bIKE(aX)

N-2yk.4 — CB0OGOIHO
BOCIIPHHUAMACT, aHa-
JU3UPYET U KPUTHYE-
CKH OIICHHUBACT YCT-
HYI0 ¥ THCbMEHHYIO
JIeoByt0  mH(OpMa-
U0 Ha PYCCKOM,
POTHOM W WHOCTpaH-
HOM(BIX) s3bIKe(axX), B
TOM YHUCIIE C TpHUMe-
HEHHEM
nHpopManoHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH

CB00OOIHO HE BOC-

MPUHUMAET, HE
aHAJIN3UPYET u
KPUTHUYECKH HE

OLIEHUBAET YCTHYIO
¥ TTUCHMEHHYIO Jie-
JOBYIO MH(OpMa-
IIUI0 Ha PYCCKOM,
pPOJHOM M  HHO-
CTpaHHOM(BIX)
sa3bIKe(ax), B TOM
qHcie ¢ MpUMEHe-
HUEM

MH(OpPMaLOHHO-

KOMMYHUKaIUOH-
HBIX TEXHOJIOTUH

Cso0OogHO, HO
MAaCCUBHO  BOC-
NPUHUMAET, YIIO-
BJICTBOPUTEIIEHO

aHATM3UPYEeT UB
CIUHUYHBIX ~ CITy-
qasgx KPUTHYECKH
OLIEHUBACT  YCT-
HYI0O M THUCHMEH-
HYIO JIETTOBYIO
uHpoOpMalMI0 Ha
PYCCKOM, POIHOM

u MHOCTpaH-
HOM(BIX) A3BI-
ke(ax), B TOM

qucjie C TpuMe-

CB000OIHO H
WHUIMATUBHO
BOCIIPHHHUMAET,
XOpOIIIO  aHAJIH-
3UpyeT | B
OONBIINHCTBE
CIlydaeB  KpUTH-

YEeCKU OLIEHUBAET
YCTHYIO W IIHCh-
MEHHYI0  JIeJ0-
Byl0  HH(poOpMa-
LU0 Ha PYCCKOM,
pPOJHOM M HHO-
CTpaHHOM(BIX )

sa3bIKe(ax), B TOM
YyHuCclle € MpHUMe-

CBoGomHO W
aKTUBHO BOC-
MPUHUMACT,

OTJIMYHO aHa-
TU3MpyeT U
BCEI/Ia KpPUTHU-
YeCKH OlLICHU-
BaeT yCTHYIO U
MUCEMEHHYIO
JICTIOBYIO  WH-
dbopmaruio Ha
PYCCKOM, poI-
HOM W WHO-
CTpaHHOM(bIX)
sa3bIKe(ax), B
TOM 4YHCIIE C

HEHUEM HEHUEM MPUMEHEHHEM
nH(OPMALIMOHHO- | HH()OPMALIMOHHO- | HH(pOpPMaLU-
KOMMYHHKAITUOH- | KOMMYHHKAIU- OHHO-
HBIX TEXHOJIOTHHA | OHHBIX TEXHOJIO- | KOMMYHHKA-
Ui [MOHHBIX TEX-
HOJIOTHIA
WA-3yka  —Bemer | He Bemer nemo-| YIOBIECTBOPH- Xopomo Beger | OTAMYHO Be-
JACTIOBYIO TICPEINCKY | pyio mepenucKy Ha | TEIBHO BEAET Je- | ACMOBYIO  Iepe- | IeT  JEIOBYIO

Ha TOCYAapCTBEHHOM
W HMHOCTPAHHOM(BIX)

rocy1apCTBEHHOM

JIOBYIO TIEPETIHCKY

IIMCKYy Ha TIoCy-

MIEPENNUCKY Ha

3




A3bIKaxX,  YYUTbHIBas
0COOCHHOCTH CTHIIH-
CTUKH O(UINATBHBIX
U HEo(HUIMAIHHBIX
IIHCEM,  COLHOKYJIb-
TYpHBIE pa3/M4yusi B
(hopmaTe KOppecmoH-
JICHIHN

u MHOCTPaHHOM
(BIX) fA3BIKAX C yYe-
TOM OCOOEHHOCTEMH
CTUJIUCTUKUA  O(Hu-
UUaIbHBIX U He-
OopUIMANTBHBIX ITH-
CeM,  COLHOKYJIb-
TYPHBIX pa3JIM4ui
B ¢opmare Koppe-
CTIIOHJICHITUHT

Ha TOCYIapCTBEH-
HOM U HWHOCTpaH-
HOM (BIX) SI3bIKaX,
YaCTUYHO YYHUTHI-
Basg OCOOEHHOCTHU
CTUJIUCTUKUA O(H-
[UAILHBIX H He-
oUIHATEHBIX
MTUCEM, COITHO-
KYJIbTYPHBIE pa3-
nuuus B (popmare
KOPPECIIOH/ICH-
12078

JApCTBEHHOM |
WHOCTPAaHHOM
(BIX) SI3BIKAX, HE B

MOJHOMN Mepe
VUHTBIBas  OCO-
OCHHOCTU CTHIIHU-
CTUKU odunu-
aJbHBIX H  He-
ouIIHaTBEHBIX

MHCEM,  COI[HO-

KyJIbTYpHBIE Da3-
anuus B hopmate
KOPPECTIOH ICH-
1012031

rocy/1apCTBEH-
HOM W WHO-
CTpaHHOM (BIX)
SI3BIKAX, B
MOJHOM  Mepe
YVUUTHIBAS

0COOEHHOCTH
CTHIIUCTUKA

oduIHaATBHBIX
u  Heodunu-
QIbHBIX  IH-
ceM,  COIHO-
KYJIbTYPHBIE

pa3nuyaus B
dbopmare Kop-
PECTIOHICHITHH

[1K-1 - CnocoGeH ¢popMupoBaTh JOKYMEHTUPOBAHHYIO B3aUMOCBI3aHHYIO HH(POPMAIUIO B CH-
CTeMe OyXTalITepPCKOro y4eTa ¢ MPUMEHEHHUEM KOMITBIOTEPHBIX IIPOTPaMM, OCYIIECTBISATh BHYT-
PEHHHI KOHTPOJIb BEICHUS OYXTalTepCKOTo yyeTa U COCTaBlIeHUs! OyxraiaTepckoi (pruHaHCOBON)

OTYETHOCTH;

U141 — He opranuzoBbiBa- | Y 10BIETBOPH- Xoporio opranu- | OTauM4HO — Op-

OpranusoBEIBacT €T JIeJIONPOM3BO/I- | TEIBHO OPraHW30- | 30BBIBACT  JIEJIO- | TAHU30BBIBACT

ACJIONPOU3BOACTBO B

p y CTBO B OyXrajrep- | BBIBA€T JEJIONPO- | IPOM3BOJACTBO B | JACTOMPOU3-

YXTaJITepCKON s .

cnyxGe, ocymects- | CKOH CIyk0e, He | M3BOACTBO B Oyx- | OyXraarepckoi BOJICTBO B

nser mepenady Oyx- | OCYIIECTBISIET TIIe- | TaJTEPCKOM ciyxbe, ¢ He- | Oyxrairep-

ranrepckoil (puHaH- | pemady Oyxrajurep- | CIykOe, ¢ omuO- | OOJBIIUMH  HE- | CKOH  clyx0e,

COBOI) OTYETHOCTH B | ¢y ((pMHAHCO- | KAMH  OCYIIECTB- | TOYHOCTSIMH NPaBUIILHO

apXHuB B YCTAaHOBJICH- )

Hl;e CPOK};I BOI) OTYETHOCTH B | JIAET  Mepeiavy | OCYIIECTBISET OCYIIECTBIISCT
apXMB B YCTaHOB- | OyXTaiTepcKou nepenady  Oyx- | mepegauy Oyx-
JICHHBIE CPOKH (¢punancoBoIN) rantepckoi (¢u- | ranTepckon

OTYETHOCTH B ap- | HAHCOBOM)  OT- | (pUHAHCOBOW)

XUB B YCTaHOB-
JICHHBIC CPOKHA

YCTHOCTH B apXUB
B YCTaHOBJICHHBIC
CPOKH

OTYETHOCTH B
apxuB B YCTa-
HOBJICHHBIE
CPOKHU

[1K-6 - Criocoben

BBITIOJIHATH ayJIUTOPCKUE TPOLIEAYPHI B COC

HOM BHEIIHEH U BHYTPEHHEN ayJUTOPCKOU NPOBEPKHU

TAaBC I'PyIIbl B COOTBETCTBHU C I1JIa-

N -3nk-6-
JloKyMeHTHUpYET pe-
3yJIbTATHl  BBIMOJIHE-
HUS ayIUTOPCKHX
HpoLENYp M JENaeT
BBIBOJIBI 10 HAM

He noxymentupyer
pe3ysbTaTel  BBI-
MOJIHEHUSl  ayAu-
TOPCKUX MpOLERyp
U HE JIETIAaeT BBIBO-
Jbl IO HUM

VY nosnerBopu-
TEJIbHO JOKYMEH-
TUPYET pe3yibTa-
TBl  BBINOJHEHHS
ayJIUTOPCKUX
npoueayp W C
omuOKaMu JieyiaeT
BBIBOJIBI IT0 HUM

Xopomo  JIOKy-
MEHTUPYET  pe-
3YyJIbTaThI BbI-

MOJTHCHUST Ay~
TOPCKHX  TIPOIIe-
Iyp W C ompeje-
JIECHHBIMM HETOY-
HOCTSIMH JejacT
BBIBOJIBI [T0 HUM

OTianyHO  J1O-
KYMEHTUPYET
pe3yJabTaThI
BBITTOJTHEHUS
ayIUTOPCKUX
poLEIYp u
IIPaBUIBLHO
JIeJJaeT BBIBO-
ObI 110 HUM

B PE3YyIbTaTC OCBOCHUA AUCHHUIIMHBI O6y‘-IaIOH_[I/II‘/’IC$I JOJIKCH:

3HAmMbs.

- IOKYMEHTHPOBAHUE IIpoLiecca yIpaBIeHUs

MpoucCcCoB;

pHUCKaMHM B paMKaX OTJEJIbHBIX OHU3Hec-




- METOAWKY aHaJIh3a YIpaBIeHYECKOW HMHQOPMAIMH MPH PEIICHUU MPOU3BOJICTBEH-
HBIX 3a]1aY;
- TIOPSAZIOK JOKYMEHTAIBHOTO O(OpMIIEHUSI PEIICHH B YIPABJICHUU OINEPAIIMOHHON
(TPOM3BOACTBEHHOMN) IEATEITLHOCTH OpraHU3aIni;
— METOJIbI TIOMCKA, aHAIM3a W KUCIIOJIb30BAHUS HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB
B CBOEH MPOo(eCcCHOHANBHOM e TeTLHOCTH,
- TOPSIOK OOecIieueHus] 03HAKOMIICHHUS, COTIIACOBAHUS U MOANMUCAHUS PYKOBOAUTEIEM
SKOHOMHYECKOTO CYObEKTa OyXTranTepcKoi ((PMHAHCOBOI) OTYETHOCTH,
- OpraHu3zaldio mepenayn OyxranTepckod ((PUHAHCOBOI) OTYETHOCTH B apXWB B yCTa-
HOBJICHHBIE CPOKH.
- JIOKaJTbHbIC HOPMATHBHBIC aKThl U OPTaHU3AIMOHHO-PACTIOPSANTEIBHBIC TOKYMEHTHI Opra-
HU3AIHH.

ymemy:
- TOKYMEHTHPOBATh TPOIIECCHI YIPABICHUSI  PUCKAMHU B paMKaX OTJEIIbHBIX OWU3HEC-
MPOILIECCOB;
- TPOBOJWTH aHAIM3 YNPABIEHYECKON WH(POPMALMU MPH PEUICHUH MPOU3BOACTBEH-
HBIX 3a7a4;
- MPOBOJUTH IOWCK, aHAJM3 M UCIOJIH30BAHNE HOPMATUBHBIX M MTPABOBBIX JIOKYyMEHTOB
B CBOCH MpodeccuoHANbHOMN AESITeNbHOCTH;
- ofecrieynBaTh O3HAKOMJICHHE, COTJIACOBAHUE M TOJIHMCAHUE PYKOBOJUTEIIEM SKOHO-
MHYECKOT0 CYObEKTa OyXralTepckoi ((PMHAHCOBOKH) OTYETHOCTH;
- OPraHU30BBIBATh Nepeaady Oyxraiarepckor ((PMHAHCOBOI) OTYETHOCTH B apXHB B yCTa-
HOBJICHHBIE CPOKH.
- COCTaBIISITh JIOKAJIbHBIE HOPMATUBHBIC aKThl M OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIEC TOKY-
MEHTBI OpTaHU3aIIH.

61a0emn.
- HaBBIKaMH TIOWCKa, aHAJIN3a M MCIOJIb30BaHUSI HOPMATHBHBIX M MPABOBBIX JOKYMEH-
TOB B CBOEH MPOECCHOHATBLHOMN EATENbHOCTH;
- HaBbIKaMH OoOecrieueHMs] 03HAKOMJICHHSI, COTJIACOBAHUS M TMOJITUCAHUS PYKOBOJHUTE-
JIeM 5KOHOMHYECKOTo cyOBhekTa Oyxrantepckoil (pruHaHCOBOI) OTUETHOCTH;
- crioco0aMu OpraHM3aly nepefadn 0yxraarepckoi ((GuHAHCOBOM) OTYETHOCTH B apXUB
B YCTaHOBJICHHBIE CPOKH.
- COCTaBJICHHEM JIOKAIbHBIX HOPMATHUBHBIX aKTOB W OPTraHU3AIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB OpraHH3allHH.

3.1. MaTpuua cooTHeCeHHs TeM/pa3/ies10B Y4eOHOM TUCHUILTUHBI (MoayJisi) U (opmu-
pyeMbIX B HUX 0011enpo¢)eCCHOHAIBbHBIX U MPO(eCcCHOHATBLHBIX KOMIIETEHIH

Kommerenmun Ob6mree
Paznensl, TeMBI IUCIIUIIINHBI — — K6 KoaneCTBOU
KOMIICTCHIIH
1. Cuctema OpraHu3allMOHHO-PACIOPSAUTEIBHON
JIOKYMEHTalluu
Tema 1.1. CymHOCTh U OCHOBHBIE MOHATHUS CO-
BPEMEHHOT'0 JEJIONPON3BOACTBA. Y HUPUIIUPOBAH- X X X 3
Hasl CCTEMa OpraHU3allMOHHO-PACIOPAAUTEIBHON
JIOKYMEHTalluu
Tema 1.2. IIpaBuna opopmiieHHs] OCHOBHBIX BHJIOB X X X 3
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB
II. Oprann3annoOHHO-pACIOPAIUTENBHAS JOKY-
MEHTAaLMs




Tema 1.3. KanpoBoe 1e10npon3BOACTBO

Tema 1.4. OpranuzalnoHHas U paclopsiAUuTEIbHAas
JOKYMEHTAITHSI

Tema 1.5. CripaBouHO-HH(OPMAIIIOHHAS TOKY-
MeHTanus. JJokyMeHTHpOBaHHE e TEIbHOCTH
KOJUICTHAJIBHBIX OPraHOB.

ITI. Opranuzanus 1e10NpPOU3BOICTBA HA MPEITIPU-
ATHUH. APXMBHOE XpaHEHUE JJOKYMEHTOB

Tema 1.6. Opranuzanust JeJIONPOU3BOJCTBA Ha
HpEANPUSATHH.

Tema 1.7. Cnyx6a HOKyMEHTAIIMOHHOTO oOectie-
YEHUS YNPaBICHUS B CHCTEME YIpPaBJICHUS Ipe.-
HpUATUEM

4. CTpyKTYypa M coaepKaHue AMCUMILIMHBI (MOLYJIA)
OO6m1ast TpyA0€MKOCTh JTUCIMIUIMHBI COCTABIIAET 3 3aueTHble enuHuibl, 108 akagemuye-

CKHX 4YacoB.
4.1. O0bemM TUCUMILUIMHBI U BUAbI Y4e0HOI pa0doThI
KonunuectBo akaz. yacos
10 OYHOU 10 OYHO- 10 3209HOU (hopme
Bu sansuii dbopme 00y- 3204HOMU oOy4deHus
YEHUS ¢bopme 00y- (4 xypc)
(3 cemectp) YCHUS
(3 cemectp)

OO0miast TpyA0€MKOCTh TUCITUTLIUHBI 108 108 108

KonTakTHas pabota oOyyaromuxcs ¢ 32 48 12

npenojiaBaTesem, T.4.

AyZIUTOpHBIE 3aHATHS, B T.4. 32 48 12
JIEKITUHI 16 16 6
MIPAKTUYECKUE 3aHATHS 16 32 6

CamocrosiTenpHas pabora, B T.4. 76 60 92

mpopaboTKa yueOHOTO MaTepHalia 1o
IUCIUTUTAHE (KOHCTIEKTOB JISKITUH, 15 15 73
y4eOHUKOB, MaTEpUAJIOB CETEBBIX
pecypcoB)
MOJITOTOBKA K MPAKTUYECKUM 3aHS-
THSAM, KOJUTOKBUYMaM, 3a1uTe pede- 15 15 23
pata
BBITIOMHEHHE MHANBHYaNbHBIX 3a- 15 15 73
JaHWHA
MOJITOTOBKA K cjaue MOayJs (BbI- 31 15 73
TTOJTHEHNE TPEHHUPOBOYHBIX TECTOB)
KoHnTpounb - - 4
Bu ©TOroBOr0 KOHTPOIIS 3ayer 3a4er 3ayer




4.2. Jlekuun

Pazgen nucHuIuIMHbB], TEMBI JICKIIHH 1 UX O0BeM B akaj.gacax dopmupye-
coJiep)KaHue 110 OYHOM | IO OYHOM- | 1O 3a- | MBIE KOMIIE-
dhopme 3a04YHOM | OYHOM TEHIUU
oOydeHus dhopme dbopme
o0ydeHust | 00y-
YEHUS
[.Cucrema opranu3alioHHO-
pacnopsIUTeNbHON JOKYMEHTAIINI
1.1. CymHOCTh M1 OCHOBHBIE TIOHSATHUS CO-
BPEMEHHOT'0 JIeTIONPOU3BOICTBA. Y HU(H- 4 4 ) VK-1,IIK-
[IMPOBaHHAs CHCTEMa OpraHU3aIMOHHO- 1,ITIK-6
pacnopsIUTeIbHON JOKYMEHTAIINH.
1.2. ITIpaBuna odopMieHUs] OCHOBHBIX BU-
JI0B Opra”Hu3alioOHHO-PaCIOPAIUTEIILHBIX VK-1,IIK-
2 2 2
JIOKYMEHTOB 1,ITIK-6
II. Opranuzanus paboThl C TOKYMEHTaAMH
1.3. KagpoBoe /1e101pon3BOACTBO 2 2 2
1.4. OpranuzanuoHHasi ¥ pacropsAUTEb- ) ) i VK-1,I1K-
Has TOKYMEHTaIus 1,IIK-6
1.5. CrpaBovyHO-HH(OpMAIIOHHAS TOKY- VK-1IIK-
MeHTanus. JJokyMeHTHpOBaHUE AesITeNb- 2 2 2 1,Hf<— p
HOCTH KOJUIETHAILHBIX OPT'aHOB.
[II.Opranuzanust  1€JI0NPOU3BOJACTBA Ha
OpeAnpUsITHH. APXUBHOE XPaHEHHUE JOKY-
MEHTOB
1.6. Opranuzanus JeJI0NMPOU3BOJICTBA HA ) ) i VK-1,IIK-
MPEAIPUATHH. 1,ITIK-6
1.7. Cnyx0a JOKYMEHTAIlMOHHOTO o0ec- VK1 TTK-
IIEYEHUS YIPABJICHHS B CHUCTEME YIIpaBIIe- 2 2 - 1,Hf<-6
HUS OpraHu3aiuei.
UTOTO 16 16 6
4.3. IlpakTnyeckue 3aHATUSA
O06nbem B akajl. yacax dopmupy-
10 OYHOM | IO OYHO- | 1O 3a04- | €MBIE KOM-
Paznen aucuumimHbl, TEMbI MPAKTUYECKUX dhopme 3a09YHOU HOU NEeTEHIINN
3aHATHUH U UX coJiepKaHue o0yueHHs ¢bopme dopme
oOyuenus | oOyue-
HUS
[.Cucrema oprann3amoHHO-
pacnopsIUTENbHON JOKYMEHTAIIMT
1.1. CymHOCTh ¥ OCHOBHBIE MOHATHUS CO-
BPEMEHHOTI'O JeJIONPON3BOACTBA. Y HUDU- P P ) YK-1,IIK-
LMPOBaHHAsl CUCTEMA OPTraHU3alMOHHO- 1,ITIK-6
PacTopsSIIUTEITLHON TOKYMEHTAIIHH.
1.2. ITpaBuna odopMiIeHUS OCHOBHBIX BU- VK-1.IIK-
JIOB OPraHU3alMOHHO-PACTIOPSAUTEIBHBIX 2 2 - l,HI,<- 6
JIOKYMEHTOB
I1.Opraau3zanust paboThl C JOKYMEHTaAMH




1.3. KagpoBoe 1emonpon3BoACTBO ) 10 VYK-1,I1K-
1,ITK-6

1.4. Opranu3zanuoHHasi ¥ pacropsAUTENb- ) 4 VK-1,IIK-
Has JOKYMEHTaIUs 1,IIK-6
1.5. CrpaBo4yHO-HH(pOpMAITOHHAS TOKY-

YK-1,TIK-
MeHTanuA. JJoKkyMeHTUpOBaHUE I€SITENb- 4 10 LIIK-6
HOCTH KOJUIETHAIbHBIX OPTaHOB.
[II.Opranuzanust  1€JI0NPOU3BOACTBA Ha
OpeAnpUsITUH. APXUBHOE XPAHEHUE JIOKY-
MEHTOB
1.6. Opranuzanus JA€JI0NPOU3BOJACTBA HA 5 5 VK-1,IIK-
[IPEAIPUATUMN. 1,IIK-6
1.7. Cnyx0a JOKYMEHTAI[MOHHOTO oO0ec- VE-1TIK-
MIEYCHHS YIPaBJICHUS B CUCTEME yIpaBiie- 2 2 I,HI’<-6
HUS OpraHu3aiuei.
UTOTO 16 32

4.4. JlabopaTopHbIe padoThI He MPEXYyCMOTPEHBI

4.5. CamocrosiTe/ibHas padoTa 00y4aromuxcs

O0BeM ak.dacoB

10 OYHOH | 1O OYHO- | IO 3204-
Pa3nen nucuuminzel Bun camocrosTenbHOM paboTh dopme 320YHOM HOIL
oOyueHus dhopme dopme
oOydeHust | 00ydeHHS
ITpopaboTka yuebHOr0 MaTepuaa
10 AMCIUIUTUHE (KOHCIIEKTOB JICK- g
11, y4eOHUKOB, MaTepHaJIOB CeTe- > >
BBIX PECYPCOB)
1. Cucrtema opraHuzaim-
.| lloaroTroBKa K MpakTUYECKUM 3aHS-
OHHO-PACIIOPSAUTEIILHON
THSM, KOJJIOKBUYMaM, 3allUTe pe- 5 5 8
JOKYMEHTaIH
dbepara
BrimonHeHne nHANBUIYAIbHBIX 3a- 5 5 2
JTaHUH
[ToaroroBka k ciade MOIydst (BbI- 10 5 g
MOJTHEHNE TPEHUPOBOYHBIX TECTOB)
[TpopaboTka yueOHOro Matrepuana
10 AUCIUIITNHE (KOHCIEKTOB JIEK- 5 5 2
i, yaeOHUKOB, MaTEPHAJIOB CEeTe-
BBIX PECYPCOB)
2. Opranu3zanus padotsl ¢ | IlogroToBka kK NpakTHYECKUM 3aHs-
JOKYMEHTaMH TUSM, KOJUIOKBHYMaM, 3alllUTe pe- 5 5 8
dbepara
BoinonHeHne HHANBUIYaIbHBIX 3a- 5 5 g
JaHUN
[ToaroroBka k ciade MOIydIst (BbI- 10 5 g

IMMOJIHCHUC TPCHHUPOBOYHBIX TeCTOB)




[TpopaboTka yaeOHOTO MaTepuaa
10 AUCIUIUTUHE (KOHCIIEKTOB JIEK- 5 5 -
1, y4eOHUKOB, MaTEPHAJIOB CETE-
3. Opranusanus Jemno-
BBIX PECYPCOB)
MIPOM3BOJICTBA HA MPE/I-
[TonroroBka K MpakTHYECKUM 3aHs-
MIPUSATUH.
THSIM, KOJJIOKBUYMaM, 3aIlIATE pe- 5 5 7
ApxuBHOE XpaHEHHE JI0-
dbepara
KYMEHTOB
BrinonHeHne nHANBUIYaIbHBIX 3a- 5 5 -
JTaHUI
MOATOTOBKA K ¢cJlaue MOJTyJIs (BBI- 1 5 7
MOJTHEHNE TPEHUPOBOYHBIX TECTOB)
Kontpoib - -
Uroro 76 60 92

[lepeuenp yueOHO-METOIMYECKOTO OOECTICUEHUS AJIi CAMOCTOSITEIbHON pabOoThl MO TUCIHU-
IUIMHE:

1. [TonoBa, B.b. MeToanueckne peKOMEHJANHU IO BBIITOJHEHUIO CAMOCTOSATEIIFHON
paboTel oOyuaronmxcs (pedeparos, 3cce, JOKIAIOB U AP.) JJIs HANPABICHUN MOATOTOBKH HMH-
CTUTYTa SKOHOMHUKHU U YIIPABJICHUA. YTB. IPOTOKOJIOM Y4eOHO-METOJUYECKOTO COBETa YHHUBEP-
curera Nel0 ot 24 urons 2021 1.

4.6. BpinoJiIHeHUEe KOHTPOJILHOM PadoThI 00y4a0IMMHUCH

3204HOH (POPMBI 00yUeHUS
Kontponbhas padota mo nucuuiuinie «J{OKyMEHTUPOBAHHME YIIPABICHUYECKON JESATEIb-
HocTu» HampaBieHus 38.03.01 DxoHOMUKA 3aKIIOYaeTcsl B HAMCAHUH PabOTHI C IENbIO:

. 3aKpervieHus, yriryoIeHus: 1 0000IIeHHs 3HAHUN TIO JIEJIOTPOU3BO/JICTBY;

. 3aKperyieHUs] HaBBIKOB pabOThl C HAYYHOW JHUTEPaTypod M DIEKTPOHHBIMH HC-
TOYHUKAMH,

. JEMOHCTpPAIIMH HABBIKOB HCIIOJIb30BAHMSI COBPEMEHHBIX HH(POPMAIIMOHHBIX TEX-
HOJIOTHU B AEJIONPOU3BOCTBE;

. dbopMUpPOBaHUS HABBHIKOB BEACHHSI OPraHU3allMOHHO-PACTIOPSAUTEIHLHON JOKY-

MEHTAIIM1 B COBPEMEHHBIX YCIIOBUSIX.

KonTponbHast paboTa BBINOIHAETCS 00yHYarOIMMCSI CaMOCTOSITENIbHO, HOCUT TBOPYECKHM
XapakTep, JODKHA CoJepkKaTh aHATUTHUYECKUN 0030p HaydHOU JIMTepaTypbl, BKIOYas MyOiIuKa-
IIMU TEKYLIETo rojia, CTaTbH B XKypHAJIaX [0 YTBEPKIECHHOM TeMe UCCIIeJOBaHMUS.

Metoanueckue yka3aHHs 1O BBIIOJIHEHUIO KOHTPOJIBHOU paboThl 1o AuciuminHe «/loky-
MEHTHPOBAHUE YIPABIECHUYECKON EATEIbHOCTUY JUIsl 00ydaromuxcsi 3a04HONH (opMbl 00yUueHust
HanpasyieHus 38.03.02 MenemxkmenT coaepxar 30 BapuaHTOB IO 2 BONPOCA B KAXJIOM BapH-
aHre.

4.7. Conep:kanue pa3iejioB JUCHUILIMHBI (MOLYJIA)
Pa3nea I. Cucrema opraHn3anMoOHHO-PaCIOPSIANTEIbHON NOKYMEHTALMHT

Tema 1.1. CynrHocTh U OCHOBHBIC MTOHATHS COBPEMEHHOTO JETONPOU3BOICTBA. YHUDH-
[IMPOBaHHAs CHCTEMa OPTaHU3aI[MOHHO-PACTIOPAIUTEILHON TOKYMEHTAIUH

Jlenonmpon3BOACTBO Kak (DYHKIUS YIPaBJICHUSA. YHHU(PHUKAIUS U CTAaHAAPTH3AIUS JTOKY-
MeHToB. Knaccudukarnus nqokymeHToB. HOpMaTHBHO-METOAMYECKHE JOKYMEHTHI MO JIOKYMEH-
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TUPOBAHMIO YIPABICHUYECKON JESITEIBHOCTH U OpraHU3aluu paboThl ¢ AJOKyMeHTamu. VcTopu-
YECKHUE acTeKThl Pa3BUTHS JA€TIONpou3BoaAcTBa B Poccun.

CraHoBneHrne YHU(DHUIMPOBAHHOW CHCTEMBI OPTaHU3AIMOHHO-PACIIOPSAUTEIBHON J10-
kymeHTauuu B Poccun. Ilonarue pexBusuta gokymeHta. OpopmiieHne OTAeNbHbIX PEKBU3UTOB
nokymeHToB B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016 «Cuctema cranaapToB 1o uHpopmammu,
OMOIMOTEeYHOMY U U3/aTeIbCKOMY Jiedy. OpraHu3alioOHHO-PaCIOPSAUTENbHAS TOKYMEHTAIUS.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOB.

ObecrieyeHre 03HAKOMJICHHUS, COTJIACOBAHUS U MOJNHCAHHUS PYKOBOAUTEIEM SKOHOMHUYE-
CKOro cyOBekTa OyxranTepckoi (duHaHCOBOH) oTdeTHOCTH. OpraHm3anus nepegadyu Oyxrai-
Tepckoil (hMHAHCOBOM) OTYETHOCTH B apXWB B YCTAHOBJICHHBIE CPOKHU. J[OKyMEeHTHpOBaHHE B
YacTH, OTHOCSIICHCS K cBoed pabote. JIokanbHble HOPMATHBHBIE aKThl M OpPraHU3aLMOHHO-

pacnopAaUTCIbHBIC JOKYMCHTBI OpraHu3anuu.

Tema 1.2. IlpaBuna opopmiieHHsI OCHOBHBIX BUJIOB OpraHU3allMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB

OcHoBHble TpeOOBaHUS, MPEABABISEMbIE K COCTABICHUIO YIPABICHUECKON TOKYMEHTa-
. @opmatel nucra. Pasmepst momedi. Hymepauus crpanuu. brnankm opranuzamuu: OiaHK
nuchMa, OJIaHK BHUJA JOKYMEHTa, OJaHK JOJKHOCTHOTrO Jjuia. OCOOEHHOCTH COCTAaBIICHUS OT-
JIeNTBHBIX BHUJIOB IOKYMEHTOB. VICIIoNb30BaHME OTTUCKA MeYaTy Ipu 0(hOPMIICHUU JTOKYMEHTOB.
[Ipumenenre MHQPOPMAIMOHHBIX TEXHOJOTHI MPH MOATOTOBKE JOKYMEHTOB. TpeboBanus K
00€eCIIeueHUI0 COXpaHEHUSI KOMMEPYECKOM TailHBI.

ObecrieyeHre 03HAKOMJICHHUS, COTJIACOBAHMS W TMOAMHCAHUS PYKOBOJIUTEIEM IKOHOMHUYE-
CKOoro cyOmekra OyxranTepckoi (duHaHCOBOH) ordeTHOCTH. OpraHm3anus nepegaqyn Oyxra-
Tepckoil (hMHAHCOBOM) OTYETHOCTH B apXHMB B YCTAHOBJICHHBIE CPOKHU. J[OKyMEHTHpOBaHHE B
4yacTu, OTHOCsIIEHcs K cBoei pabote. JlokaibHble HOPMAaTUBHBIE aKThl M OpPraHU3allMOHHO-
pacnopsIUTENbHbIE JOKYMEHTBI OpraHu3aliu.

Paznes I1. Opranusanus padoTsl ¢ JOKyMeHTAMH

Tema 1.3. KagpoBoe nenonpons3BoacTBo

CocrtaB u Buapl JTOKyMeHTOB. [lopsanok opopmiieHrs 1 HOpMaTUBHbBIE TpeOOBaHUS K KaJpo-
BOHM NOoKyMeHTauuu. [Ipunanue qoKyMeHTaM FOpUINYECKON CHIIbl. J[OKyMEHTHpOBaHHUE NpolLie-
Zyphl IIpHeMa, epeBo/ia, yBOJIbHEHUS paOOTHUKOB. ABTOOHOrpadus. Xapaktepuctuka. JINuHbIi
JUCTOK I10 y4eTy KaapoB. Pe3tome. JInunoe neno. TpynoBast KHMKKA.

JIOKyMEHTUpOBaHUE NPEIOCTABIECHUSI OTIYCKOB, HAalpaBJICHUs] paOOTHHUKA B KOMaHU-
POBKY, oopMIIeHHE MTOOIIPEHHH U B3bIcKaHuH. [IpuMeHeHre nHpOpMalMOHHBIX TEXHOJIOTHH.

JIOKyMEHTAIMOHHBIN aHaau3 (PUHAHCOBO-XO35UCTBEHHON ACSATEIHHOCTU U YIIpaBJICHUE
pHCKaMU B COOTBETCTBUU C HOPMAaMHU KOPIOPATUBHOW KYyJbTYpPbl. AHAJIM3UPOBATH U Kiaccuu-
UpoBaTh OoNbLION 00beM nHpopMmanuu. TpeGoBaHus K 00eCIIEUCHUIO COXPAHEHHUSI KOMMepye-
CKOU TalHBI.

ObecnieueHre O3HAKOMJIEHUS, COTJIACOBAHUS W TOJAINMUCAHUSA PYKOBOAMTEIEM SKOHOMUYE-
CKoro cyOwekra Oyxrantepckoi (¢uHaHCOBOM) oTdeTHOCTH. OpraHuszanus nepegauu Oyxrai-
TepcKoil ((hPMHAHCOBOW) OTUETHOCTH B apXHMB B YCTaHOBJICHHBIE CPOKHU. /lOKyMEeHTHpOBaHHUE B
4yacTH, OTHOCSIIEHcs K cBoeil pabore. JlokanbHble HOpMAaTHBHBIE aKThl U OPraHU3AIIMOHHO-
pacnopsiAUTENbHbIE JOKYMEHTBI OpraHU3aliy.

Tema 1.4. OpranuzannoHHas U pacropsiAUTENbHAS JOKyMEHTALUs
Opranu3zalioHHbIE TOKYMEHTHI (YCTaB, YUPEIUTENbHbIN TOrOBOp, MOJIOKEHUE O Mpe.-
MPUATUH, TIOJIOKEHUE O CTPYKTYPHOM IOJpa3IEIeHUN, NOJDKHOCTHAS MHCTPYKIUSA, PETIIAMEHT,
IITaTHOE paclucaHue U 1p.). PacnopsaurenbHble JOKYMEHTHI (IIPUKa3, paclopsyKeHHe, yKasa-
HHUe, pellieHHe, yKa3, MOCTaHoBieHue). Mcnonab3oBaHue WH(GOPMALMOHHBIX TEXHOJIOTHH MpH
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pa3paboTKe U MPOSKTUPOBAHUYU OPTAaHU3AMMOHHBIX M PACTIOPSAUTEIBHBIX TOKYMEHTOB.

AHanu3 ympaBlIeHYeCKOM MH(OpMaluK MpH MOATOTOBKE U YTBEP:KIECHUU OpraHHU3allu-
OHHOW W PacHOPSAUTEIHLHOM JOKYMEHTAIlMU. AHATU3UPOBATh U KIacCH(DHUIIMPOBATH OOJBIION
o0bvem uHpopmaiun. TpeGoBaHus K 00ECIICUEHUIO0 COXPAaHEHHSI KOMMEPYECKON TaitHbI.

OOecnieueHre O3HAKOMJICHUS, COTJIACOBAHUS W TOANHUCAHHS PYKOBOAMTEIEM SKOHOMHYE-
CKOro cyObekTa OyxraiaTepckoil (dhuHaHCOBOM) oTueTHOCTH. OpraHu3aius nepeaavyn Oyxrai-
TepcKoil ((hPMHAHCOBOM) OTYETHOCTH B apXWB B YCTAHOBJICHHBIE CPOKHU. J[OKyMEHTHpOBaHHE B
YyacTu, OTHOCsIIENcs K cBoei pabote. JlokaibHble HOPMATUBHBIE aKThl W OpPraHU3AIIMOHHO-
pacnopsIUTENbHbIE JOKYMEHTBI OpraHu3aIiu.

Tema 1.5. CnpaBouno-uH(popmanmonHas JokymeHTanus. Jlenosoe muceMo. JlIokyMeHTH-

pOBaHME JESATENbHOCTH KOJUIETHAIbHBIX OPraHOB

HlenoBoe mucbMo. PexBu3uThl nenmoBoro nuchMa. Kiaccugukamust —JIeMOBBIX IMHCEM:
POCKOBI, FapaHTUHHBIE, COMPOBOAUTENbHBIC, UHOPMAIIMOHHbIE, ITUPKYIISIPHbIC, HATTOMUHAHUS,
MOJTBEPKICHUS, TPUTTIAICHHS, 3apOChl U OTBETHl. Kiraccupukamuss KOMMEpPUECKUX THCEM:
3arpoc U OTBET, odepTa U OTBET, pekiamanus (mpereH3us) u oTeeT. [IpaBuna odpopmiuenus ne-
noBoro nuceMa. CTpykTypa, CTaHgapTHbIe (pas3sl U BeIpakeHus. Kiuiie B 1e7I0BO# nepentcke.
TpeGoBaHus K A3BIKY U CTUJIIO U3NIOKEHUs. BesieHne nepenucku BHyTPH OpraHu3aliu: CIpaBKHy,
JIOKJIA/THBIE ¥ OOBSCHUTEIIBHBIC 3aMTHCKH, aKThI, IPOTOKOJIBL. DTUKET JIETIOBOTO IIMChMA.

Hcnons3zoBanne nHPOPMAIIMOHHBIX TEXHOJIOTHIA TIPU COCTABIICHUH, PETUCTPALIUH U OTIPABKE
JIETIOBBIX ITHUCEM.

[ToaroroBuTenbHast paboTa K MPOBEACHUIO COOpaHHl M APYrUX MPOTOKOJIBHBIX MEPO-
NPUATHI B OPraHU3AIMU: COCTABICHUE SBOYHOTO JIUCTA, BEIPAOOTKA MMOBECTKH JTHS, COCTABJICHUE
nporpaMMbl IpeObIBaHUS JeNeranuii, IIIaHUPOBAHUE U KYJIbTYPHBIX MEPOIPHUSATHH, IOJAPKU.
CocraBnenue nporokoia. Beimucka u3 npotokona. [IpuMenenne MHPOPMAITMOHHBIX TEXHOJIO-
TU.

AnHanmu3 ynpaBieHYecKold HMH(GOpMAIMH TPH TOATOTOBKE W YTBEPKIECHUH CIIPABOYHO-
WH(OPMALIMOHHON JOKYMEHTAIMH. AHATU3UPOBATh U KJIACCU(DUIIMPOBATH OOJBIION 00BEM HH-
dopmarnu. TpeboBaHus K 0OECTICUCHUIO COXPAHEHUS KOMMEPUECKOM TalHBI.

OOecnieueHre O3HAKOMJIEHUS, COTJIACOBAHUS W IOJAIMMUCAHUSA PYKOBOJAUTENIEM SKOHOMHYE-
cKoro cyOwekra Oyxrantepckoi (¢puHaHCOBOM) oTdeTHOCTH. OpraHusanus nepegauu Oyxrai-
TepcKoil ((hMHAHCOBON) OTUETHOCTH B apXHMB B YCTaHOBJICHHBIE CPOKHU. /IOKyMEHTHpOBaHUE B
YacTH, OTHOCSINEHCS K cBoel pabote. JlokaiabHbIE HOPMATHBHBIE aKThl W OpraHU3AIlMOHHO-

pacnopsAauTCIbHBIC JOKYMCHTBI OpraHrU3alluu.

Paspeu II1. Opranusanus 1eJI0NPOU3BOACTBA HA MPEANPUATHH.
ApXHMBHOE XpaHEeHHEe JOKYMEHTOB

Tema 1.6. Opranu3zanus AeI0NpOU3BOACTBA HA IPEAIPUATHN

[Ipuem u nepBuuHas 06paboOTKa BXOASIINX JTOKYMEHTOB. Perucrpauus nokymeHToB. Peru-
CTpaloHHbIe (GOopMBI U UX 3anonHeHne. O6paboTka UCXOAIUX TOKyMEHTOB. CpoKd MCHOJ-
HeHUs 10KyMeHTOB. KynbTypa paboThl ¢ TOKyMEHTaMH Ha pabOyuX MecTax.

ITonatue noxymeHToo0opota. OCHOBHBIE 3Talbl JOKyMEeHTooOOpoTa. [IpueM u nepBud-

Hast 00paboTKa BXOJAIINX JOKYMEHTOB. Peructpanus nokymeHToB. Perucrpannonssie GopMbl 1
ux 3anonHeHue. OOpaboTKa UCXOIAMIUX TOKYMEHTOB. CpOKHU MCIIOTHEHUS JOKYMEHTOB.

OcHOBHBIE TPeOOBaHUS K CPEJICTBAM M CHUCTEMAM 3JIEKTPOHHOTO JOKYyMEHTO000poTa. 3aKo-
HOJZIaTENIbHOE U HOPMATUBHO-METOAMYECKOE PETYIMPOBAHUE UCIOIb30BAHUS AJIEKTPOHHBIX J0-
KYMEHTOB U 3J1eKTpOHHO-LIM(poBoi nmoanucu. OcoOEHHOCTH COCTABIEHUS 3JEKTPOHHBIX JIOKY-
MEHTOB. ABTOMAaTu3alMsg KOHTPOJIS HAJ XOJOM HCIOJHEHMs AOKYMEHTOB. lMcmonb3oBaHue u
npuMeHeHue MHTepHeT-pecypcos.

CoBpeMeHHbIE CHCTEMbl aBTOMATU3aLUHU JEIONPOU3BOACTBA U JOKyMeHTooOopora: EB-
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OPAT-/lokymentoobopor. MupopmanmonHo-cpaBounsie cuctembl: KoHcynbrant, [apanT.
Kputepuu Bb100pa aBTOMaTU3UPOBAHHBIX CHCTEM.

HopMaTuBHO-MeTOAMYECKAS TOKYMEHTAIUS IO apXUBHOMY Jieny. 3akoH «O0 apXUBHOM
nene B Poccuiickoit @enepanumny. Homenkiatypa nen u mopsiok padotsl ¢ Hell. @opMupoBaHue
nen. Xpanenue nen. I[Ipumenenue nHOOPMAIIMOHHBIX TEXHOJIOTHIA.

AHaM3 ynpaBiIeHYECKON TOKYMEHTAlUM BXOJAIIEH U UCXOMSIIEH TOKyMEHTAIMU. AHa-
JTU3UPOBATh U KJIACCU(UIIMPOBATH OOIBIION 00beM HHpOpMaIuu. TpeOoBaHus K 00ECIICYCHUIO
COXpPaHEHUs KOMMEPUYECKOW TalHBI.

ObecrieyeHre 03HAKOMJICHHUS, COTJIACOBAHWS W TOAMUCAHHS PYKOBOJMUTEIEM JKOHOMHYE-
CKOro cyOmekTa OyxranTepckoil (dhumHaHCOBOM) oTueTHOCTH. OpraHu3aius nepeaavyn Oyxrai-
TepcKoil ((hPMHAHCOBOM) OTYETHOCTH B apXWB B YCTAHOBJICHHBIE CPOKHU. J[OKyMEHTHpOBaHHE B
YyacTu, OTHOCsIIENcs K cBoeil pabote. JlokaibHble HOPMATUBHBIE aKThl U OPraHU3AIIMOHHO-
pacnopsIUTENbHbIE JOKYMEHTBI OpraHu3aIiu.

Tema 1.7. Cxyx0a TOKyMEHTAIIHOHHOTO 00ECIIEYCHHUS YIIPABICHHUS B CUCTEME YIIPaBJICHHUS
MpeanpusITHEM
Pons u Mecto cimyXObl JTOKYMEHTAIIMOHHOTO OOECIIEUEHHUs YIPABICHUS B CUCTEME
yhpaBieHus: opraHuzanueil. BzaumoseiicTBue ciay Obl J1€JI0MPOU3BOJICTBA C JIPYTHMH CTPYK-
TYPHBIMH TIOJIpa3/ICIICHUsT OpraHu3anui. JJOJDKHOCTHON cTaTyc U (YHKIIMH CHEIUAIACTA CITY K-
OBl JOKYMEHTAIIMOHHOTO 00eCHEUYeHHs YIIPABICHYECKOU NIEATEIbHOCTH B CTPYKTYype OpraHu3a-
uuu. Opranusanus pabo4yero Mecra.

. AHanmu3 ynpaBlIEHYECKOW MOKYMEHTAIMM BXOZSIICH M HCXOASAIIEH JOKYMEHTAIUU.
AHanmu3upoBath U KiaccupuimpoBarh 00JbII0M 00beM nHpopManuu. TpebGoaHust k obdecre-
YEHHUIO COXPAaHEHUSI KOMMEPYECKOW TalHBI.

OOecnieueHre O3HAKOMJICHUS, COTJIACOBAHUS W TOAINMCAHUSA PYKOBOJAUTEIIEM SKOHOMHYE-
CKOro cyObekTa Oyxrantepckoil (dhuHaHCOBOH) oTdeTHOCTH. OpraHuzanus nepegauu Oyxrai-
TepcKoi ((hMHAHCOBOI) OTYETHOCTH B apXWB B YCTAHOBJICHHBIC CPOKH. J[OKyMEHTHpOBaHHE B
YyacTu, OTHOCsIIEWcs K cBoeil pabote. JlokalbHble HOPMATHBHBIE aKThl W OPraHU3AIIMOHHO-
pacropsIuTeIbHbIC JOKYMEHTBI OpraHU3aIiH.

5. O0pa3oBare/ibHbIE TEXHOJIOTHHU
[Ipn uzyueHnn nucuuIuivHbl (Moayins) «/lokyMeHTHpOBaHHE yNpaBICHUYECKON AESTENb-
HOCTH» HCHOJb3yeTCs] MHHOBAIIMOHHAs 0Opa3oBaTesIbHAsi TEXHOJOTHS Ha OCHOBE HWHTErpalu
KOMIIETEHTHOCTHOT'O Y JITYHOCTHO-OPHEHTUPOBAHHOTO MOIXO/IOB C AEMEHTaMU TPaJAULIMOHHOTO JIEK-
IIIOHHO- CEMHHAPCKOT0 M KBa3UIPO(ECCHOHANBHOIO OOYy4eHUsl C HCIIOIb30BAHUEM HHTEpaK-
TUBHBIX ()OPM IIPOBEACHUS 3aHITUHN, UCCIIEAOBATENbCKON IPOEKTHOM AEATENBHOCTH U MYJIbTHU-
MEIMHHBIX YUeOHBIX MaTepHAIIOB.

Buj yueOHbIX 3aHATHI dopMa IpoBEIECHUS

Jlexum WHTEpAaKTHBHAs ¢opMa -TIPE3CHTAIMd C WC-
MOJIb30BAHUEM MYJIBTUMEIUIHBIX CPENICTB C
MOCTEIYIOMUM  O0CY)KICHHEM MaTepHalloB
(JIeK1Mst —BU3yanH3aIus)

[IpakTudeckue 3aHATHS WHTEpaKTUBHas (popma— peleHne KOHKpeT-
HBIX 3a/ay -CUTyallul (pelieHue KeHcoB) IO
YCIOBHBIM U ()aKTUYECKUM JaHHBIM, UMUTHU-
PYOLIMX TPOPECCHOHATBHYIO ACATEIbHOCTD U
HaIpaBJICHHBIX Ha BBIPAOOTKY, OILIEHKY U BbI-
60p rpynmnoil oOydaroUIMXcs aJroOpUTMOB 10
MPOOJIEMHBIM ~ CUTYallUsIM  XO3SHCTBYIOIIUX
CyOBEKTOB Ha MHKPO-, ME30- U MAKpPOYPOBHE
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CamocrosiTenpHas paboTa 00yJaronuxcs COUYeTaHWE TPAJAMIIMOHHOW (Gopmbl (paboTa ¢
y4eOHOI U CrpaBOYHON JTUTEpaTypoil, uzyue-
HUE MaTepHaloB HMHTEPHET-PECYpPCOB, MOATO-
TOBKa K MPAKTUYCCKUM 3aHSATHUSIM M TECTUPO-
BaHHUIO) M MHTEPAKTUBHON (DOpPMBI (BBITIOJIHE-
HUE WHAUBUAYAIbHBIX U TPYIIOBBIX HCCIEI0-
BaTEJIbCKUX MTPOEKTOB)

6. OueHo4YHbIe CpeCTBA AMCHUIINHBI (MOTYJIs1)

OCHOBHBIMU BUJAM{ JTUCHMIUTMHAPHBIX OICHOYHBIX CPEACTB MPH (PYHKINOHUPOBAHUH
MOJTyJIbHO-PEHTHHIOBOM CUCTEMbI OOYYEHUS SIBIISIOTCS: HA CTaJluU PyOSIKHOTO peuTuHra, dop-
MUPYEMOIO 10 pe3yJbTaTaM MOAYJIBHOIO KOMIIBIOTEPHOI'O TECTUPOBAHUS — TECTOBBIC 3aaHUs;
Ha CTa/IMU TIOOIIPUTEIBHOTO PEUTHHTA, (OPMHUPYEMOTO TI0 PE3yJIbTaTaM HAIMCAHUS M 3alUThI
pedeparoB 10 aKTyadbHOH MpoOIEeMaTHKE, OLIGHKH OTBETOB O0YYAIOIIErocsl Ha KOJJIOKBUYMaXx,
pelieHHs 3a/1a4 MOBBIIICHHOW CIOXHOCTH — pedeparhl, KOJJIOKBUYM M 3aa4l IOBBIIICHHOM
CIIOKHOCTH; Ha CTAJMU MPOMEKYTOYHOTO PEHTHHIA, OIPEACIIEMOro Mo pe3yibTaTaM CAa4yu 3a-
4yeTa — TEOPETUYECKHE BOMPOCHI, KOHTPOJIUPYIOLINE TEOPETUIECKOE COACpIKaHUue ydeOHOro Ma-
TCpHaAJIa, U NPAKTUKO - OPUCHTUPOBAHHBIC 3adaHUA, KOHTPOJIIMPYIOIINEC IMPAKTUYCCKUEC HABBIKU
U3 Pa3IMYHBIX BHUJOB MpOQecCHOHaIbHOM nestensHocTH oOydaromierocss mo OIIOIl mannoro
HarpaBieHus, JOpMHUpPYEMbIe TIPU U3YUYECHUH TUCHHUIUIMHBI «JlOKYMEHTHPOBAaHHE yIpaBIeHYE-
CKOM JICSITeITbHOCTHY.

6.1. IlacniopT oHAa OLIEHOYHBIX CPEACTB MO UCHMUILINHE
«JlokyMeHTHpOBaHNE YIIPABJIEHYECKOI TeATeIbHOCTH»

O11IeHOYHOE CPEACTBO
No Kon koH-
n KonTponupyembie TeMbl TPOIHpYe- KOl
JUCHUTUIUHBI MOU KOMIIEe- HaMMEHOBaHUE 5o
TEHIIUU

CyliHoCTh 1 OCHOBHBIE MOHSI- TecToBble 3anaHus 20

THSI COBPEMEHHOTO JEJIONPO- Tewmsbl pedepaToB 7

1 W3BOJICTBA. Y HU(DUIIUPOBAHHAS VK-1,IIK- | Bopocs! s 3auera 3

CHCTEMA OpraHu3allMOHHO- LIIK-6
pacIopsAIUTENIbHON JOKYMEH-
Taluu

[IpaBuna opopmiaeHuss OCHOB- TecroBble 3a0aHUs 25

2 HBIX BHJIOB OpTraHU3alluOHHO- YK-1,I1K- Tewmsbr pedepaToB 4
pacCIOpsAIUTEIIBHBIX JOKYMEH- 1,ITK-6 Bormpocs! i 3auera 3

TOB

TecToBBIC 3aMaHNS 10

3 KanpoBoe nenonpon3BoacTBo VFI_}I,(Hg Tembi pedepaton 3
S Bomnpocsr st 3aduet 3

4 OpraHu3alMOHHas 1 PACIOPA- | yic_| [1K- TecroBbie 3aanus 10
JIATENIbHAs JOKYMEHTAIUs 1 Hf<-6 Temnl pedeparos 4

’ Bomnpocsl 11 3auera 4

5 CnpaBoyHO-UH(POPMAITMOHHAS VK- TIK- TecroBble 3agaHust 15
JNOKymeHTanus. JlesoBoe nuch- ) Hf(- 6 Tems! pedepaToB 6

MO. JIoKkyMeHTUpOBaHUE Jiesl- ’ Bonpocs! 11 3auera 4
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TEJIbHOCTHU KOJIJIETHAJIBHBIX Op-

raHoB

0 TecroBble 3a7aHUs 10

6 prafu3aiis 1CIONpOr3BO/I- VK-1,ITK- Temsbl pepeparon 5

¢Tha Ha HpCANpUATHH 1,ITK-6 Bonpocs! s 3auera 4

Cnyx0a TOKyMEHTaIlMOHHOTO TecToBbie 3agaHus 10

7 oOecrnieueHus yrnpaBjIeHUs B VK-1.TTK- Tembl pedepaton 6

CHUCTEME YIPABIICHUS OpraHu- 1 Hf<-6 Bormpocs! st 3auet 3
3auuen

2. [lepevyeHn BOMPOCOB /IJIf 3a4eTa

1. Tlonstue nenonpoussonctsa. (YK-4,I1K-1,ITK-6)
2. Poub 1OKyMEHTa B pa3IMUYHBIX 00JIACTSX JESITEIbHOCTU 001IecTBa (IPUBECTH MPUMeE-
ps1) (YK-4,I1K-1,ITK-6)
3. HUcropus paszputus aenonpousBoacTtsa B Poccun. (YK-4,I1K-1,ITK-6)
4. CymHocTh yHH(pUKALUU U cTaHgapTuzauuu 1okyMeHToB. (YK-4,11K-1,ITK-6)
5. Ompenenenue rocyJjapcTBEHHOH cHCTEMBbl JOKYMEHTALIMOHHOTO 00eCIIeYeHus yrpas-
nenus. (YK-4,I1K-1,11K-6)
6. Oyukuuu gokymentos. (YK-4,I1K-1,ITK-6)
7. 3nadenue kinaccuduranuu ynpasiendeckon gokymenrtanun. (YK-4,I1K-1,I1K-6)
8. HopmaTuBHO-IpaBOBBIE  JOKYMEHTBI, PpEriJaMEeHTUPYIOIIME JAEJIONpPOU3BOACTBO
(YK-4,I1K-1,I1K-6)
9. TpeboBanus k GnankaMm ¢ nzobpaxenuem ['ocynapctBennoro repoa P®. (YK-4,I1K-
1,IIK-6)
10. Cucrema 1OKyMeHTOB 110 TuuHOMY coctaBy.  (YK-4,I1K-1,ITK-6)
11. ®yHKIUYU ¥ BUIBI OPraHU3aLMOHHBIX U PACTIOPSIAUTENbHBIX TOKyMEeHTOB.  (YK-
4,11IK-1,I1K-6)
12. Bunpl cipaBouHO-uHpOpManoHHoi nokymenTanuu. (YK-4,I1K-1,I1K-6)
13. MeponpusTus 1o NOArOTOBKE K COOpaHUIO, COBEIIaHUE U JOKYMEHTHUPOBAHHE Jies-
TETBLHOCTH KoJuTernanbHbIX opraHoB. (YK-4,ITK-1,I1K-6)
14. Jloxnagusle (cayxeOHble) 3anucku. CocTaB peKBU3UTOB, OCOOEHHOCTH COCTABJICHUS.
(YK-4,I1K-1,I1K-6)
15. Ycra, Ilonoxxenue o0 opranuszanmu, [lonoxkeHre o CTpYKTYpHOM MOApa3/ieeHHH.
(YK-4,I1K-1,I1K-6)
16. HoxymenToo60poT. dddexruBubiii nokymentoodopot.(YK-4,I1K-1,I1K-6)
17. 3agaun u PyHKITUU CITY>KOBI TOKYMEHTAIIMOHHOTO O0ECTIeYeHUsI B OpraHu3aIliy.
(YK-4,I1K-1,I1K-6)
18. Opranuzanus pabodero Mecra CelHaInucTa ciay>K0bl JOKYMEHTAIIMOHHOTO oOecrie-
yenus ynpasneaus  (YK-4,I1K-1,IT1K-6)
19. ®yuknuu apxuBHOro xpaneHus 1okymeHToB. (YK-4,IIK-1,ITK-6)
20. TpeboBaHus K 00ECHEUEHHIO COXpPAHEHHs KOMMEPYECKOH TalHBI MpH YHNpPaBICHUU
kanpamu. (YK-4,ITK-1,ITK-6)
21. TpeboBaHus K 00ECIIEUEHUIO COXPAHEHUSI KOMMEPUECKOW TailHbl pu 0POpMIICHUN
cipaBoyHO-uHpopManmonHoi nokymenrauuu. (YK-4,ITK-1,ITK-6)
22. AHanu3 opraHu3alMOHHO-PACHIOPAIUTEILHON BXOJAIIEH U UCXOMSIIEH JOKYMEHTa-
mun. (YK-4,I1K-1,ITK-6)
23.  JIoKyMEHTHpOBaHUE IIpoLiecca yIpaBICHUs PUCKaMU [IPU OpraHU3allu AeI0Npo-
n3BojcTBa Ha npeanpustuu. (YK-4,I1TK-1,ITK-6)
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24. JIoKkyMEHTUPOBaHHUE MIpoLIecca YIPABICHHs B YPE3BbIYAHBIX U KPU3UCHBIX CUTYallU-
SIX KaK JacThb nporiecca ynpasieHus puckamu. (YK-4,ITK-1,ITK-6)
25. JloxymentupoBaHue npouecca ynpasieHus puckamu. (YK-4,I11K-1,I11K-6)

6.3. IlIkajia OLEeHOYHBIX CPEACTB

[Ipu pyHKIIMOHUPOBAHUN MOIYIHHO-PEHTHHIOBOM CHCTEMBl OOYyYCHHS 3HAHUS, YMEHHS
U HaBBIKU, MpUOOpeTaeMble 00yJarOIIMMHUCS B IMPOIECCe U3YUCHUS AUCHUILINHBI, OLEHUBAIOTCS
B PEHTHHIOBBIX Oajutax. YueOHas AMCUUIUIMHA UMEET UTOroBbIi pedtuHr — 100 GaioB, KoTo-
pBIi cKiTanpiBaeTcs U3 pyoexkHoro (40 Gamrtos), mpoMexyrouHoro — (50 0amioB) W MOOMIPH-
tenpHOrO peiitunra (10 6amioB). Mtoroas olleHKa 3HAHWN OOYYAIOMIUXCS IO JUCHUTUIMHE
OTIpe/ieNIIeTCsl Ha OCHOBAHHUH TEPEBOa UTOIOBOTO PEUTHHTrA B 5-TH OAJTBHYIO HIKAITY C YYETOM
COOTBETCTBYIOILIUX KPUTEPUEB OLICHUBaHUS. Bce KOMIUIEKThI OLIEHOYHBIX CPEACTB (KOHTPOJIbHO-
M3MEPUTENIbHBIX MaTepUANIOB), HEOOXOAUMBIX Ui OLEHKH 3HAHUM, YMEHUN, HaBBIKOB U (MJIN)
OTBITA JIESATENILHOCTH, XapaKTepH3YIOUIHe 3Tanbl (POPMUPOBAHUS KOMIIETEHIMA B Mpolecce
OCBOGHUS AUCHMILTUHBI (MOIYJsl) MOAPOOHO MpeICTaBiIeHbl B JHOKyMeHTe «DOH] OLEHOYHBIX

CPECTB IUCHMILIUHBI (MOIYIIS)».

OueHouHbIE Cpeji-
YpoBHU OCBOEHUS KOM-
I Kputepuu onienuBanus CTBa
(K01-BO OaIIIOB)
[TponBuHyTHIi — MOJHOE 3HaHWe y4yeOHOro marepuala TECTOBBIE 3a/1a-
(75 -100 6amnsoB) W3 pa3HbIX TEM IUCHUIUIUHBI (MOIYIs) C HUSA
«3a4TEHOY PacKpbITHEM CYIIHOCTH U 00JIaCTU MpUMe- (30-40 6annos);
HEHUs JTIOKyMEHTHUPOBAHUS YIIpaBlIeHYE- pedepar (xoi-
CKOM JIeTeNbHOCTH; JIOKBUYM)
—yYMEHHE SICHO, JIOTUYHO U TPaMOTHO HU3- (7-10 6annoB);
Jarath W3YYEHHBI MaTepuall, TPOU3BO- | BOMPOCHI K 3aUeTy
JTUTh COOCTBEHHBIE Pa3MBIIIICHUS], 1€TaTh (38-50 6ammoB)
YMO3aKJIIOUEeHHUsI U BBIBOJBI C M00aBICHU-
€M KOMMEHTapHeB, MOsSICHEHUH, 000CHOBa-
HUW, KPUTHUYECKH OIICHMBATh Mpejarae-
MbIC BapHAHTBl PEHMICHUH TPH JOKYMEH-
TUPOBAHUU YIPABIECHUYECKOU JESTEIBHO-
CTH;
—TpamMOTHOE O(GOpMIIEHHE JOKYMEHTH-
pPOBaHUSI YIPABICHYECKOW AEATEIbHOCTH
MpU YOPaBICHUH pPUCKAMHU B TIPOU3BO/I-
CTBCHHOHW JESTETHLHOCTH, BJIAJIEHHE CO-
BPEMEHHBIMU TEXHHYECKUMH CPEACTBAMHU
1 WHPOPMAITMOHHBIMU TEXHOJIOTUSIMHU TIPH
MOJITOTOBKE JJOKYMEHTOB. .
ba3zoBbiii —3HAHWE OCHOBHBIX TEOPETHYECKUX U TECTOBBIE 3a/1a-
(50 -74 6amna) — METOJIMYECKUX MOJOKEHUN 10 M3YYEHHO- HUS
«3a4TEHO» My MaTepHuay, THIOBBIX METOAUK O0JIb- (20-29 6annoB);
IIMHCTBA BOMPOCOB, XapaKTEPU3YIOLTUX pedepar (kosto-
JOKYMEHTUPOBAHHE YIPABICHUECKOW JIes- KBUYM)
TEHHOCTH; (5-6 6amnoB);
—yMEHHE CcOOHpaTh, CHUCTEMATH3UPO- | BOMPOCHI K 3aUETy
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BaTh, aHATM3UPOBATH U UHTEPIPETUPOBATH
MH()OPMALIMOHHBIA MaTepHuall U3 pas3yind-
HBIX UCTOYHHMKOB ISl IOKYMEHTHPOBAHUS
YIPABJICHUYECKOU JEATEIbHOCTH IPU PUC-
Kax MpeanpHUsITHS;

—BJIaJICHUE MpHUEeMaMH JIOKYMEHTHUPOBa-
HUS YIPaBICHYECKON ACATEIBHOCTH ISt
YOPABJICHUS] PUCKAMU B IPOU3BOJICTBEH-
Hot mestensHOCTH ATIK;

(25-37 6amnnoB)

[Toporossiii
(35 - 49 6amnoB) —
«3a4TEHO»

—I[IOBEPXHOCTHOE 3HAHHUE CYLIHOCTU [I0-
KYMEHTHUPOBaHUSl yIpaBIECHYECKONH Jes-
TEJIbHOCTH, JOKYMEHTHPOBAHUS YIIpaBIie-
Hus puckamu B AIIK;

—yMEHHE OCYIIECTBIATH MOUCK HH)OP-
Maly 10 NMOJYyYEeHHOMY 33JaHHI0, COOp U
YaCTUYHBIA aHAIN3 JAHHBIX MPU JOKYMEH-
TUPOBAHUU KOHKPETHBIX CHUTYallMOHHBIX
3azay;

—4aCTUYHOE BIAJICHUE MPHUEMaMH JIOKY-
MEHTUPOBAHUS YIPABICHYECKON NESITEIb-
HOCTH.

TECTOBBIC 33/1a-
HUS
(14-19 Gammnon);
pedepat (kouto-
KBUYM)
(3-4 6amna);
BOIIPOCHI K 3a4eTy
(18-24 6ammoB)

Huskuit (nonoporosbiit)
(kommieTeHus He cop-
MHUPOBaHa)
(menee 35 6amioB) —
«HE 3a4TECHO»

—HE3HaHWE TEePMHUHOJOTHH JUCIIUILIN-
Hbl (Moayns); TpUOIU3UTENBHOE TMpe-
CTaBIICHHE O MpEeIMEeTe W METOJaX IMCIIH-
IUTMHBI (MOAYJS); OTPBIBOYHOE, 0€3 JIOoru-
YEeCKOM TI0CIIEeIOBATEIILHOCTH HW3JIOKCHHE
nH(popMaIuY, KOCBEHHBIM 00pa3oM 3arpa-
THBAIONIEH HEKOTOphIE aCMEKTHl  IPO-
IrPaMMHOTO MaTepHaa;

— HEyMEHHEe coOupaTh, CHCTEeMaTH3H-
poBaTh, aHAJTU3UPOBATh U HHTEPIPETUPO-
BaTh MPAKTHYECKUH MaTepHal U3 pa3iind-
HBIX UCTOYHMKOB MH(MOpMAILIUU TS UILTIO-
CTpaIlM TEOPETUYECKHUX TTOJIOKEHUI; pa3-
pabaTeIBaTh MPEIIOKEHUS U MEPOTIPUSATHS
M0 peaju3aly pa3padOTaHHBIX MPOEKTOB
U TIpOrpaMM;

—HE BIIQJICHHE MPHEMaMH JOKYMEHTH-
pOBaHMsI YIpPaBIECHUYECKON JEITETbHOCTH B
ATIK;.

Ha »tomM ypoBHe oOyuaromuiics He
CITOCOOCH CaMOCTOSITEJIbHO, 0€3 TTOMOIIHN
W3BHE, BOCIIPOM3BOAUTH U MPUMEHSTH I10-
Jy4YEeHHYI0 HH(OpMaIHIo.

TECTOBBIC 33/1a-
HUS
(0-13 6ammoB);
pedepar (kouto-
KBUYM)
(0-2 6anna);
BOIIPOCHI K 3a4eTy
(0-17 6annoB)
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7. YueOHO-MeTOAM4YECKOE U HH(POPMAITMOHHOE O0ecredyeHue TUCINILIH-
HbI (MOYJIA)

7.1 YuyeOHasi JquTeparypa

1. IoKyMEHTUPOBAaHKE YIPABJICHUECCKOW JEATEIBLHOCTH: ydeOHOoe mocooue/A.A. Pazno-
poxHbIid. — MockBa 6 THOPA-M, 2021. — 304 c. — (Beicmiee o6pa3oBanue: bakanaBpuar).
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Mocksa : UznarensctBo FOpaiit, 2024. — 438 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-16001-7. — Tekct : anexTponHsIi / O6pa3oBarensHas wiardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393
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OpakTUKyM  Juis  cpenHero  mpodeccuonanmbHoro — obpaszoBanusi/  T. A. KazakeBuu,
A. U. Tkanuu. — 2-e usa., uctp. u gon. — Mocksa : M3narensctBo IOpaiit, 2024. — 177 ¢. —
(ITpodeccuonanbuoe obpazobanue). — ISBN 978-5-534-06291-5. — TekcT : 31eKTpOHHBIN //
O6pazoBarenbHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538470

5. Ilysanosa, H. H. Opranuzanys u TEXHOJOTHS JOKYMEHTAIIHOHHOTO OOECTICUCHUS
ynpaBiieHus : yuyeOHUK M npaktukym ans By3oB/ H. H. lllysanoBa. — 3-e uzn., mepepad. u
mor. — Mocksa : UMsmarensctBo IOpaiit, 2024. — 247 ¢.— (Bricmee o0pa3oBanue). —
ISBN 978-5-534-16537-1. — Texkcr : snextponHslii // ObpazoBarenbHas miuatdopma HOpait
[caiiT]. — URL: https://urait.ru/bcode/536968

6.'OCT P 7.0.97-2016 «Cuctema cranaapToB no nHpopmanuu, 6MOIMOTEYHOMY U U3/1a-
TesbckoMy Jienty. OpraHn3almoHHO-pacopsAAUTeNbHAs TOKyMeHTauusa. TpeboBaHus kK odopM-
JICHUIO TOKYMEHTOB)

7.I'OCT P 50922-2006. 3amura napopmarui. OCHOBHbIE TEPMUHBI U ONPEAEICHUS

8.I'OCT 6.10.4-84. YHuduuupoBaHHble cUcTeMbl JokyMeHTanuu. [Ipunanue ropuauue-

CKOM CWJIBI JOKYMEHTaM Ha MAIlMHHOM HOCUTEJE M MAallMHOTPaMME, CO3/1aBacMbIM

CpEICTBAaMH BBIYUCIUTEIBHONU TEXHUKH. OCHOBHBIE TOJIOKEHUS

9.I'OCT 6.10.5-87. YHupUUUPOBaHHBIE CUCTEMbI JIOKyMEHTauuu. TpeGoBaHUSA K TO-
cTpoeHuro hopmysipa-oopasia

10.OCT 17914-72. OGn0XKH JeN JUIMTEIbHBIX CPOKOB XpaHEHUs. THIbI, pa3Mepsl U
TEXHUYECKHUE TpeOOBaHUS

11.TTOCT P 34.10-2001. Undopmanmonnas texHonorus. Kpunrorpaduueckas 3ammura
uHpopmanuu. IIponeccs hopMUpoBaHUs U MPOBEPKU 3IEKTPOHHON LKppoBON moanucu (Ipu-
MeHeHue npekpaieHo ¢ 01 suBaps 2013 r., B3amen BBeneH ['OCT P 34.10-2012)

7.2 Pecypcbl HHPOPMAIHOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu « UHTEepHET»
1. Nadopmarmonnas npaoas cucreMa «Koncynbrant [Tnrocy.

Nudopmannonnas Cucrema «lapant».

AJIMUHUCTPATUBHO-YIIPABIEHYECKUI MTOPTA — «aup.ru.

NuTepuer-nopran «KoprnopaTuBHbII MEHEKMEHT» — «cfin.ruy.

[Topran ®unancoBoro MmeHemkepa — «FinancialManager.ruy.

Pexum noctyna: http://www.rbc.ru/ — PocbuznecKoncantunr.

Pexxum noctyna: http://www.devbusiness.ru/development/staff.htm.

Pexxum moctyma: http://www. personnels.chat.ru (caiit «OTaen kaapoBy.

Pexxum noctyna: http://www. businesstest.ru (caiiT «/{enoBbie TeCcThI»).

e I Al
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https://urait.ru/bcode/536393
https://urait.ru/bcode/538470
https://urait.ru/bcode/536968
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://www.edou.ru/enc/docs/detail.php?ID=2495
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2496
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2497
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2498
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499
http://www.edou.ru/enc/docs/detail.php?ID=2499

10. Pexxum nocryma: www.delpro.narod.ru - Jlenonmpon3BoacTBo+.

11. Pexxum noctyna:www.termika.ru — DHIHMKIIONEINS IETOMPOU3BOICTBA.

12. Pexxum noctyna:www.directum.ru - D1eKTPOHHOE JETONPOU3BOACTBO U KaHIEIIAPHS
13. Pexxum nocryna: http://archives.ru/methodics/instr-office-work.shtml -Pocapxus

7.3. MeToanueckue yKa3aHus 0 OCBOEHHMIO TUCHHUILINHBI (MO1YJIs1)

1. 3anenuna I'.H. Y4yeOHO-MeTOAMYECKUT KOMIUICKC AMCIUIUIMHBI «JlOKyMEHTHPOBAaHHE
YIPaBICHYECKON JAESITeNbHOCTH» Uil oOydarommxcs HamnpasiaeHus 38.02.01 DxoHomuka
(yTBEepXkaeH y4eOHO-METOIUIECKUM COBETOM YHUBEPCHUTETA, MPOTOKOJ OT 24.06.2021 Ne 10);

7.4. UupopMmanuoHHblie U HU(PPOBbIE TEXHOJIOTHH
(mporpamMMHoe oGecrieyeHHe, COBpeMeHHbIe podeccunoHaNbHbIE 0a3bl JAHHBIX
U MHpOpPMaAIIMOHHBbIE CTIPABOYHbIE CUCTEMbI)

VY4yeOHast nucnuIuinHa (MOIYJIh) MPEIyCMAaTPUBAET OCBOCHHE MH(POPMAIMOHHBIX U ITH(]-
POBBIX TeXHOJIOTHNA. Peanuzanus mu@poBeIX TEXHOJIOTHI B 00pa30BaTeIbHOM MPOCTPAHCTBE SIB-
JSieTCsl OAHOM M3 BaKHEWIIUX Lened oOpa3oBaHMs, JArOLIE BO3MOXKHOCTh pa3BUBaTh KOHKY-
PEHTOCIOCOOHBIE KauecTBa 00yUYaOIUXCsl KaK OyAyIIUX BBICOKOKBATU(UIIMPOBAHHBIX CIIeLHa-
JIUCTOB.

[{udpoBble TEXHOIOTUU MPETyCMAaTPUBAIOT Pa3BUTHE HABBHIKOB 3(P(HEKTUBHOTO PEHICHUS
3a7a4 MPo(eCcCHOHATBHOT0, COIUAIBHOTO, TIMYHOCTHOTO XapaKTepa ¢ MCIOIb30BAHNEM Pa3iny-
HBIX BUJ/IOB KOMMYHHMKAIlMOHHBIX TeXHOJIOTUH. OcBoeHHe LU(POBBIX TEXHOJOTUI B paMKax
JAHHOW NUCUUIUIMHBI (MOAYJsl) OPUEHTHPOBAHO HA CIIOCOOHOCTH O€30MacCHO M HajJIeXkallluM
0o0pa3oM noiy4yaTh JOCTYI, YIPABISTh, HHTETPUPOBATh, 0OMEHHBATHCS, OLIEHUBATh U CO3/IaBaTh
MH(POPMALIHIO C TTIOMOIIBIO IU(PPOBBIX YCTPOUCTB U CETEBBIX TeXHONOTUH. DopMupoBanue mud-
pPOBOM KOMIIETEHTHOCTH IMpeAroyiaraetT padoTy ¢ JaHHBIMHU, BIAJCHHE HWHCTPYMEHTaMH MIJisi
KOMMYHHKAIIH.

7.4.1. DJ1eKTPOHHO-0MOIHOTEYHAS] CUCTEMBbI U 0a3bl JAHHBIX

1. OO0 «3BbC JIAHb» (https://e.lanbook.ru/) (roroBop Ha okazanue yciuyr ot 03.04.2024
No 6/1 (CeteBas snexkTpoHHast OMOIMOTEKA)

2. baza fgaHHBIX 3JeKTpOHHBIX MHPOpManmoHHbIX pecypcoB ®I'BHY [THCXbB (norosop
10 00eCreYeHHI0 J0CTyIa K AMEeKTpoHHBIM HHpopManmoHHbM pecypcaM @T'BHY [THCXb ue-
pe3 Tepmunan yaanenHoro goctyna (TY ] ®I'BHY ITHCXB) ot 09.04.2024 Ne 05-YT/2024)

3. DnexTpoHHas OubimoreuHas cucreMa «HanumonaneHbl 1M poBoit pecypc «PykoHT»:
Komnexkuun «bazoBrrit maccus» u «Komoc-c. Cenbckoe xo3siictBo» (https://rucont.ru/) (moroBop
Ha OKa3aHHWe YCIyT MO0 MpeaocTaBieHuto qoctymna ot 26.04.2024 No 1901/bI122)

4. 000 «AnektporHOe M3aTenbcTBo FOPAUTY (https://urait.ru/) (loroBop Ha okazaHHe
YCIIYT TIO TIPEIOCTaBJICHUIO IOCTYMa K oOpazoBatenbHOM margopme OO0 «DyeKTpOoHHOE H3/1a-
tensctBo FOPAWT» ot 07.05.2024 Ne 6555)

5. DnexTpoHHO-O0nbOMMoTeuHast cuctema «Bepuaackuit» (https://vernadsky-lib.ru) (moro-
BOp Ha 0e3BO3ME3/IHOE UCIIOIb30BaHue pousBeneHuii ot 26.03.2020 Ne 14/20/25)

6. baza mamapix HOb «HanwmonansHas anextpoHHas OuGmmorekay (https://rusneb.ru/)
(morosop o nmoakmoueHnu k HOb u npenocraBinenun nocryna k oosextam HOb ot 01.08.2018
Ne 101/HDOB/4712)

7. CornaimieHue o COTpyIHHYECTBE MO OKa3aHUIO0 OMOIMOTEUHO-UH(OPMAIIMOHHBIX U CO-
IIUOKYJIBTYPHBIX YCIYT MOJIb30BATEISIM YHHUBEPCHTETA U3 YHCIIa WHBAIUIOB 110 3PEHUIO, C1abo-
BUJSIIIUX, UHBAIMJOB APYIHMX KAaTETOPHHM C OTpaHWYEHHBIM JOCTYIIOM K WH(pOpMalWH, JHII,
UMEIOUINX TPYAHOCTU ¢ uTeHueM IuiockonedatHoro tekcta TOI'BYK «TamOoBckas obmactHas
yHUBepcaibHas HayuHas Oubmmnoreka uMm. A.C. Ilymxuna» (https://www.tambovlib.ru) (corua-
meHue o cotpyaaudectse ot 16.09.2021 Ne 6/H)
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Hus - https://elibrary.ru/

7.4.2. Un¢dopManiuOHHBIE CIIPABOYHBIE CUCTEMbI

1. CnpaBounas npaBoBas cucteMa Koncynerantllimtoc (10roBop 1noctaBku, aganTainuu u
conpoBoXAcHUS dK3eMIULIpoB cucteM KorcynprantlImoc ot 11.03.2024 Ne 11921 /13900/2C)

2. DnekTpoHHbIN nepuoanueckuit cnpaBouHuk «Cucrema TAPAHT» (moroBop Ha yciy-
Ty 110 corpoBoxaeHnt0 oT 15.01.2024 Ne 194-01/2024)

7.4.3. CoBpemeHHbIe IPo¢ecCHOHATbHBIE 0a3bl JTaHHBIX
1. baza nmaHHBIX HOPMATHUBHO-IIPABOBBIX AKTOB MH(OPMALIMOHHO-00pa30BaTeNbHOM Mpo-
rpamMMebl «Pocmetony (moroBop ot 15.08.2023 Ne 542/2023)
2. baza nannpix Hayunoit anexrponnoi 6ubaunoreku eLIBRARY.RU — poccutickuii nn-
(dhopMaIMOHHO-aHAIMTUIECKHIA MOPTal B 00JIACTH HAYKU, TEXHOJIOTHH, MEIUIIMHBI U 00pa3oBa-

3. [Topran oTKpHITHIX JaHHBIX Poccuiickoii Deneparuu - https://data.gov.ru/

4. OrtkpoiTeie naHHble DenepalbHON  CITYXKObI

https://rosstat.gov.ru/opendata
5. ba3za manubIX «byXraatepckuil ydyeT m OoT4eTHOCTH» MuHHcTepcTBa prHancoB Poc-
cutickoii @enepanuu. https://www.minfin.ru/ru/perfomance/accounting/
6. baza nanHbIX «byXrajTepckuil y4eT U OTYETHOCTh CyOBEKTOB Majoro mpearnpuHuMa-
https://www.minfin.ru/ru/perfomance/accounting/buh-

TCJIBCTBa»

otch_mp/law/
7. baza nannbix Munucrepcta ¢punancoB PO «Aynurtopckas aestenbHOcTb. CTaTUCTH-
ka» https:// www.minfin.ru/ru/perfomance/audit/
8. ba3a manHbIX «HCTUTYT mpodeccuoHanbHbIX OyxraiarepoB U ayauTopoB Poccum».
http://www.ipbr.org/
9. baza mporpaMMHBIX CpeJICTB HAJIOrOBOro yueTa - https://www.nalog.ru/rm39/program/

MuHnduna

Poccin —

FOCY,Z[B.pCTBCHHOfI CTaTUCTHUKHU -

7.4.4. JInueH3HOHHOE ¥ CBOOOTHO PaCIpoOCTPaHsieMoe IPOrpaMMHoOe
o0ecrieyeHue, B TOM YHCJIe 0Te4eCTBEHHOI0 IPOM3BOACTBA

Haumenoa- | Pazpabotumk Hocryr- Ccpuika Ha PexBuU3UTEI
HUE I10 (mpaBo- HOCTb (JIH- Enuneii peectp ITOATBEPKIAL0-
n/n oOnajgarenb) | LEH3MOHHOE, | POCCUHMCKHX MPO- | IIEro JOKyMEHTa
cBO0OO/IHO rpamMm g OBM (npu HAJIMYMH)
pacnipoctpa- | u B/l (mpu Hanu-
HSIEMOE) YHH)
MicrosoftWin | MicrosoftCor JInnensu- - JInnensus
dows, poration OHHOE ot 04.06.2015 Ne
OfficeProfessi 65291651 cpoxk
onal NecTBUS:
6eccpoyHo
AntuBupyc- | AO «Jlabo- JInnensu- https://reestr.d CybnuueH3u-
HO€ nporpaMMmHoe | paropus Kac- OHHOE igital.gov.ru/reestr | OHHBIN JOTOBOP C
obecrieueHune TIEPCKOT0» /366574/?sphrase | OO0 «Codrekcy
KasperskyEndpoi (Poccus) _1d=415165 ot 06.07.2022 Ne
ntSecurity ams 0/H, CpOK Jei-
OusHeca CTBHUS: C
22.11.2022 no
22.11.2023
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MoiiOduc- 000 «Ho- JInnensu- https://reestr.d KoHTpakT ¢
CraHmapTHBIi - BbI€ 00J1a4- OHHOE igital.gov.ru/reestr [ OOO «PyOuxon»
OducHblil | HbIE TEXHOIIO- /301631/?sphrase ot 24.04.2019
naket s pabotel | ram» (Poc- ~1d=2698444 No
C IOKyMEHTaMH cusi) 03641000008190
U ITOYTON 00012
(myoffice.ru) CpPOK JICHCTBHS:
OeCcCpovYHO
[Tporpammuas |  AO «Am- JIvuen3u- https://reestr.d Jlnuen3uon-
cUcCTeMa JJIsg 00- | THUIUIaruar» OHHOE igital.gov.ru/reestr | HBIN JOTOBOD C
HaPYKCHHSI TEK- (Poccus) /303350/?sphrase | AO «AHTHILIATH-
CTOBBIX 3aMM- ~1d=2698186 a™ ot 23.05.2024
CTBOBaHMI B No 8151, cpok
y4eOHBIX ¥ HAy4Y- JICHCTBUS: C
HBIX paboTax 23.05.2024 no
«AHTHILIarUaT 22.05.2025
BY3»
(https://docs.antip
lagiaus.ru)
AcrobatReade | AdobeSystem Cso0on- - -
r S HO pacIpo-
- IPOCMOTP CTpaHsieMoe
nokymeHToB PDF,
DjVU
FoxitReader | FoxitCorporat Cobo- - -
- IPOCMOTP ion HO pacnpo-
JIokymeHToB PDF, CTpaHsAeMoe
DjvVU

NV AEBD =

7.4.5. Pecypcbl HH(POPMALIMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « UHTEepHET)
1. CDTOwiki: 6a3a 3Hanuit no uudposoii Tpanchopmanuu https://cdto.wiki/

7.4.6. LInpposbie HHCTPYMEHTHI, IPUMEHsIeMbIe B 00pa30BaTeJIbHOM IpoLecce
LMS-ninardopma Moodle
Buptyansnas nocka Mupo: miro.com
BuptyansHas nocka SBoardhttps://sboard.online
Ob6naunsle cepBucsl: SAnaexc./uck, O6mako Mail.ru
Cepsucsl onpocoB: Auaexc @opmel, MyQuiz
Cepsucel BusieocBs3u: SHaekc renemoct, Webinar.ru

Cepsuc

COBMECTHOI  paboThI

http://www.trello.com
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https://ru.wikipedia.org/wiki/Adobe_Systems
https://ru.wikipedia.org/wiki/Adobe_Systems
https://ru.wikipedia.org/w/index.php?title=Foxit_Corporation&action=edit&redlink=1
https://ru.wikipedia.org/w/index.php?title=Foxit_Corporation&action=edit&redlink=1
https://cdto.wiki/

7.4.7. Iln¢ppoBbie TEXHOJIOTHH, IPUMEHsieMble IPH H3YYeHHH JMCIUILIHHBI (MOLYJ151)

Ne [udpossie Buzpsl yaeOHON paOOTHI, BBIITOIHAEMbIE dopmupyemble
n/m TEXHOJIOTUHU C MpUMEHEHUEM LUPPOBOM TEXHOJIOTUI KOMIIETEHIINHU
1 | O0Omaynsie TexHonorun | Jlexknuu VK-4, IIK-1
[IpakTrueckue 3aHATUS

2 | bonpmne na"Huwie Jlexknuu VK-4, I1K-1
[IpakTrueckue 3aHATUS

3 | TexHomoruu oecnpo- | Jlekiuu VK-4, I1K-1
BOJIHOM CBSI3U [IpakTryeckue 3aHATHUs

8. MaTepua/ibHO-TEXHHYECKO€E o0ecnevyeHne QU CIUIINHBI (MOIYJIsl)

Y4eOHbIe 3aHATHS ¢ 00YYAIONUMUCS MMPOBOJISATCS B 3aKPEIUIEHHBIX 32 YIPABICHUS U JIC-
JIOBOT'O a/IMUHUCTPUPOBAHUS AYAUTOPUIX

Hanmenona-
HHE CIIeIAaIb-
HBIX* moMelie-
HUH U IOMeIe-
HUM JJIS caMo-

CTOATENBHOU pa-

OcHalleHHOCTh
CIIEHAIBHBIX ITOMEIIEHHUH U ITOMe-
ICHUH
JUISL CAMOCTOSITEIILHOM pabOThI

[IepeyeHb JIMIIEH3MOHHOTO
IPOrpPaMMHOT0 OOecTeueHusl.
PexBU3HUTHI MOATBEPKIAFOLIETO
JOKyMEHTA

OOTBI
VYuebHas 1.HoyTOyx Asus KS50AF 1. Jluuensusor 31.12.2013
aymutopuss  aisa | M600/3G500/Gb (uuB. Ne 2101045176) | Ne 49413124: Microsoft Win-

IIPOBEACHUA  3a-
HATUN JIEKIMOH-
HOTO TUIA
(r.  MuuypuHck
yi1. MHTepHanuo-
HanbHast 1.101 -
1/303)

2. [IpoexTop Acer X113PH
SVG/DLP/3D/3000

Lm/1300:1/HDMI/10000 Hrs2.5kg (uHB.
Ne 21013400768)

3. DOxkpan HacteHHblii DigisOptimal-C
¢dopmar 1:1 (200*200) MW DSOS-1103.
(unB. Ne 21013400766)

4.  Halopsl JeMOHCTPALIMOHHOTO
000py0BaHUS M Yy4eOHO-HAIJISIHBIX T10-
coomii

KommnbroTepHas TeXHUKa MOJAKIIIOYE-
Ha K cetn «MHTEpHET» M obecneueHa /10-
ctynom k OMOC yHuBepcurera.

dows XP, 7, Microsoft Office
2003, 2010
2. Cailt Accounanusi MEHeIxKe-
poB Pexnm JocTyna
WWW.amr.ru

3. Calit ArponpoMbIIUIEHHBIH
coro3 Poccun Pexxum pocryna
WWW.apsr.ru

VYyeOHnas
ayIuTOpus AJs
MIPOBEACHUS 3a-
HATUNA CEMHUHApP-

CKOI'O THIIA,
IPYIIOBBIX U
WHAUBUYallb-

HBIX KOHCYJIbTa-
LM, TEKYIIETO
KOHTPOJISI U ITPO-
MEXYTOYHOM at-
TecTauuu (KOM-
MIbIOTEPHBIN

1. Komnerorep Celeron E3500
(uHB. Ne 2101045286, 2101045288,
2101045289, 2101045291, 2101045292,
2101045293, 2101045295, 2101045296,
2101045297, 2101045299, 2101045300,
2101045302, 2101045303)
2. Hocka menoBast Magnetoplan SP
1500*%1200 mwm, 3eneH, MarH. IOBEP-Th
(mHB. Ne 41013602238, 41013602237)
KommnbroTepHas TeXHUKa IMOJAKIIIOYE-
Ha K cetn «MHTEpHET» M obecneueHa J10-
crynom B DMOC yHuBepcurera.
3. Habopb1 neMoHCTpanimoHHOTO

1. 1.JInnen3usor
31.12.2013 Ne 49413124: Mi-
crosoft Windows XP, 7, Mi-
crosoft Office 2003, 2010

2. DIEeKTPOHHBIN EepUOaU-
4yecKkuil cpaBoyHUK «CrcreMa
I'APAHT» (morosop ot
27.12.2016 Ne 154-01/17, goro-
BOp Ha yCJIYTH TI0 COMPOBOXK/IC-
auio Ne 194 — 01/2018CJ] ot
09.01.2018, norosop compo-
poxxaeHus oT 02.07.2018 Ne
194-02/2018C)
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KJ1ace)

(r. MuuypuHCck
yi. MaTepHanmo-
HaiapHasg 4.101 -
1/312)

00opyoBaHUs U y9€OHO-HATJISAIHBIX 110~
cobuit"

3. [TporpammHuoe obecrie-
yeHue «AHturuiaruatr. BY3»
JIMLEH3UOHHBIN JToroBop Nel193
ot 21.03.2018 r.

4. bankoBckoe npaso -
http://www karta-smi.ru/5602
5. Caiit I'ocynapcTBEHHOTO
Hay4YHO-UCCIIEA0BATEIIbCKOTO
UHCTUTYT UH(QOPMAIIMOHHBIX
TEXHOJIOTHI U TeIEKOMMYHUKA-
uui. - Pexxum gocryna:
http://www.informika.ru

6. Caitt MuHuctepcTBa
¢unancoB P®. - Pexxum gocty-
na: www.minfin.ru

7. Caiit ®enepanbHO
CI1y>k0bI TOCYapCTBEHHOM cTa-
TUCTUKH P®. - Pexxum nocryna:
www.gks.ru

8. Caiir LlentpansHoro
6anka P®. - Pexxum gocryna:
www.cdr.ru

9. Horosop ot 17.07.2018
Ne 2135 Ha noakiroueHue UH-
(hopMarmoHHo-
00pa3oBaTenbHOM MPOrpaMMbl
Pocmeron"

ITomemenune
JUIsL CaMOCTOSI-
TeIbHOU paboThI
(r. MuuypuHck
yi. MaTepHanmo-
HaiabHasg 4.101 -
1/210)

l.llIxka¢ xannenspckuii (MHB. Ne
2101062853, 2101062852)

2. XononunbHuK CtuHON (MHB. Ne
2101040880)

3. Ilpuntep HP-1100 (unB. Ne
2101041634)

4. Ilpuntep HP LaserJet 1200 (uHB.
Nel101047381)

5. Ilpunrep Canon
2101045032)

6. M®VYCanoni-SensysMF 4410
(uaB. Ne 41013400760)

7.  Cucrtemusbliikomiiekt: Ilpouec-
copIntelOriginalLGA 1155 CeleronG
1610 OEM (2.6/2 Mb), monutop 20
AsusAsMS202D , marepuHckasmiaTaA-
sus, BEHTUJISATOpP, NaMATh, KECTKUNIUCK,
KOpIyC, KJaBUaTypa, MbIlb (UHB. No
21013400429)

8. HoyroykHewlett Packard Pavilion
15-e006sr (D9X28EA) (uHB.
Ne21013400617)

9. HockaknaccHasi+mapkep (MHB. No
1101063872)

10.Komnsrorep

(uHB.  Ne

(uHB.

1. Jlunensusor 31.12.2013
Ne 49413124: Microsoft Win-
dows XP, 7, Microsoft Office
2003, 2010;
2. Cucrema KoncynbranT Iliroc
(moroBop ot 10.03.2017 Ne
7844/13900/9C, nmoroBop mo-
CTaBKU M COMPOBOXKIEHUS OK-
3emiuisipoB Ne 9012 /13900/2C
oT 20.02.2018);
3. DJNeKTpOHHBIA THEepuoanYe-
CkMil crpaBo4yHMK «Cucrema
I'APAHT» (moroBop oT
27.12.2016 Ne 154-01/17, noro-
BOp Ha YCIYTH 1O COMPOBOXK/Ie-
Huto Ne 194 — 01/2018CH ot
09.01.2018)
4. TIO0 «Antunnaruat.BY3»
(torosop Nel193 oT
21.03.2018r.)
5. AO «AHTtumIaruat» (J10roBop
Nel193-1 oT 10.05.2018r.)
6.  IlpodeccuonanpHas 06aza
nansabix: Cait HBCJ pexum
JOoCTyma
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Ne41013401070) http://www.gks.ru/dbscripts/cbs
11. Kommsrorep (umB. | d/
Ne41013401082)
12. Kommsiotep Celeron E 3300
(uHB. Ne 2101045217, 1101047398)
13. Kommbsiotep DualCore (uuB. No

2101045268)
14. Komnbetorep OLDI 310 K/ (unB. Ne
2101045044)

15. KonuposanpHbiil amnmapar
KyoceraMitaTASKalfa 180 (unB. Ne
21013400369)

KomnbroTepHas TeXHUKa MOAKIIIOYE-
Ha B cetu «MHTepHET» M obecneueHa a0-
ctynom k OMOC ynusepcurera."

PabGouast mporpaMma AMCHUILIMHBI (MOAYJISl) COCTaBJIE€HA B COOTBETCTBUH C TPEOOBAHUSIMU
®I'OC BO — 6akanaBpuat 1o HanpasieHuio noarotoBku 38.03.01 DxoHomuKa, yTBEPKIEHHOTIO

nprka3oM MUHHCTEPCTBA HAYKH M BhICIIEro oOpa3oBanus Poccuiickoit @enepanuu ot 12 aBry-
cta 2020 r. Ne954.

ABTOD: OLIEHT  Kadeapsl

YIpaBJIEHUS U ACJIOBOTO aIMUHUCTPUPOBAHUS M.A. Conomaxux
Penienzent: noreHT kKadenapsl SKOHOMUKH KOMMEPITUH, K.3.H. 2.A. Kiiumentoa
[Iporpamma paccMmoTpeHa Ha 3acelaHud Kadeapsl YIOpaBICHHUS U JIEJIOBOTO

aAMUHHMCTpUpOBaHUs IpoTokod Ne 9 ot «19» anpenst 2021 r.
[Iporpamma paccMOTpeHa Ha 3acellaHMM Yy4eOHO-METOAUYEeCKOW KOMHCCHHM WHCTUTYTA
HKOHOMMKHU U yrpaBiaeHus: npotokon Ne 8 ot «20» anpens 2021 r.
[Tporpamma yTBepkaeHa PemennemM YueOHO- METOAMYECKOTO COBETa YHUBEPCUTETA
rpotokoit Ne 8 ot «22» anpens 2021 .

ITporpamma nepepaboTaHa u 10MONHEHA B cOOTBeTCcTBUU ¢ TpeboBanusimu ®I'OC BO.

[IporpamMma paccMoTpeHa Ha 3acelaHuu Kadeapsl YIpaBiIeHUs U JEJI0BOT0 aIMUHUCTPUPO-
BaHus npotokos Ne 11 ot «21» urons 2021 r.

[IporpamMmMa paccMOoTpeHa Ha 3aceJaHuH y4eOHO-METOAMYECKON KOMHCCHM MHCTUTYTAa KO-
HOMMKH U ynpasieHus: Muuypunckoro I'AY nmporokos NelO ot «22» utons 2021 r.

[Iporpamma yrBepkaeHa Pemennem YueOHO-METOIMUECKOTO COBETA YHUBEPCUTETA

nporokoii NelO ot 24 urons 2021 r.

IIporpamma nepepaboTaHa 1 J0NONIHEHA B cooTBeTcTBUU ¢ TpeboBanusimu @I'OC BO.

[IporpaMma paccMoTpeHa Ha 3acelaHuu Kadeapsl YIpaBieHUs U JEJI0BOT0 aIMUHUCTPUPO-
BaHus npotokon Ne 10 ot «14» anpens 2022 r.

[IporpamMmMa paccMoTpeHa Ha 3aceJaHuM y4eOHO-METOAMYECKON KOMHCCHM MHCTUTYTa KO-
HOMMKH U ynpasieHuss Muuaypunckoro I'AY nporokon Ne§ ot «19» anpenst 2022 r.

[Iporpamma yrBepkaeHa Pemenuem Y4ueOHO-METOIMYECKOTO COBETa YHUBEPCUTETA

npotokos Ne§ ot 21lanpens 2022 .
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[Iporpamma nepepaboTaHa U JIOMIOTHEHA B COOTBETCTBHH ¢ TpeboBaHusiMu OI'OC BO.

[TporpammMa paccMOTpeHa Ha 3acelaHuH Kadeapsl yIpaBieHHs U JEJIOBOTO aIMHHUCTPHU-
poBanus ipoTokosn NelO ot «09» urons 2023 .

[TporpaMma paccMOTpeHa Ha 3acelaHuu y4eOHO-METOJUYECKONH KOMUCCUM MHCTUTYTA KO-
HOMHUKH U ynpasiienuss Muuypunckoro I'AY npotokon NelO ot «20» urons 2023 r.

[Tporpamma yrBepxneHa Pemennem Y4eOHO-METOAMYECKOTO COBETa YHHUBEPCHTETA IPOTO-
ko NelO ot «22» utons 2023 r.

[Iporpamma nepepaboTana u JA0MOIHEHa B cOOTBeTcTBUM ¢ TpeboBanusimu GI'OC BO.

[IporpamMma paccMoTpeHa Ha 3acelaHud Kadeapbl YHpaBiIeHUS U JEIOBOTO aJMUHU-
crpupoBanus npoTtokon Nel2 ot «14» mas 2024 r.

[IporpamMma paccMoTpeHa Ha 3aceaHUU Y4eOHO-METOAMYECKOW KOMHCCUUM HHCTUTYTA
HSKOHOMUKH U yrnpasieHuss Muuypunckoro I'AY npotokon Ne9 ot «21» mas 2024 r.

[Iporpamma yTBepskaeHa PemenneM Y4eOHO-METOIMYECKOTO COBETa YHUBEPCUTETA MPO-
ToKOJI Ne9 ot «23» mast 2024 r.

OpurnHan JOKyMeHTa XpaHHuTCs Ha Kadeape GUHAHCOB U OYXTalaTepCKOro ydyeTa.
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