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1 OBIIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI TUCHUITIJINHBI

JIoKyMeHTaIIHOHHOE 00ecreuyeHrue YipaBJeHus
(Hazeanue OuCyUNIUHbL)

1.1 MecTOo IMCHUILVIMHBI B CTPYKTYpPe OCHOBHOM NMpodecCuoHaIbLHOM
00pa3oBaTeJIbHOI MPOTrPAMMBI

HucruminHa «JoKyMeHTalmoHHOe 00ecieYeHHe YIIPaBICHUS» OTHOCUTCS K
oO1enpohecCHOHAIPHOMY UKy Y4eOHOTO TIJIaHa.

1.2 TpeﬁoBaHHH K pe3yjdabTaTaM 0CBOCHHUA TUCIHUIIJINHBI

B PE3YyJIbTATC OCBOCHUA TUCHUIIINHBI 06yqa}0m1/1171051 JOJIDKCH YMETb!:

- OdopMasATh MAOKYMEHTAIIMIO B COOTBETCTBHUM C HOPMATHBHOW 0a30, HCIOJIB3YS
uH(OPMAIIMOHHBIEC TEXHOJIOTUU U cpeAcTBa OprrexHuKH; (Y1)

- OpueHTHPOBATHCS B CUCTEME 3aKOHOAATEIIBHBIX U HOPMATHUBHO-IIPABOBHIX aKTOB P,
pernmamMeHTHpyImmx  chepy  OOIIECTBEHHOH, TPO(ECCUOHATBHOW  JEATEIBHOCTH U
NpeaIPUHUMATEIBCKON nesaTenbHOCTH;(Y2)

- Ocy1ecTBIATh XpaHEHHUE U TOUCK IOKyMEHTOB; (¥Y3)

-Hcnonp30BaTh cTaHIAPTHOE ITporpaMMHoOe obecrnieucHue;(Y4)

- CoznmaBath OaHKM XpaHeHHS U niepepadboTku uHpopmarmm; (Y5)

- Ocy1iecTBISATh aBTOMATU3AIUIO 00pabOTKH TOKYMEHTOB;(Y 6)

B pe3ynbTaTe 0CBOCHUS TUCHUILIMHBI 00YUYarOIIUNCS TOKEH 3HATh:

- OcHOBHbIE MOHATHS, LIEIH, 33Ja4d U NPUHLUIBl JOKYMEHTAIMOHHOIO OOecreueHus
ynpasnenus; (31)

- OCHOBHYIO 3aKOHOJIATEJNIbBHYI0O W HOpPMAaTHBHO-MpaBoBylo 06a3zy P® B obnactu
JIOKYMEHTaIlMOHHOTO o0ecrieueHus ynpasieHus; (32)

- OCHOBBI FOPUINYECKON TEPMUHOJIOTHH, IPUMEHAEMON B SKOHOMUKE; (33)

- CocraB u coJiepKaHUe pa3INnYHbIX BUJIOB JOKYMEHTOB; (34)

- O6mue npaBuiia OpraHu3aluy padoTel ¢ T0KyMeHTaMu; (35)

- Ilonxoael M crnocoObl OpraHM3alMi CUCTEM IOJIyUYEHHUs, XpaHEHUsS U IepepadoTKH
uHpopmanuu; (36)

- CoBpeMeHHbIe HH(POPMAIIMOHHbIE TEXHOJIOTUH CO3/JaHus JOKYMEHTOB U aBTOMATH3alMH
IoKyMeHToo0opoTa. (37)

B pesynbrate OCBOCHMS AMCHUIUIMHBI OOyYarOIIUNUCS JIOJDKEH HMETh

NPAKTHYECKHU ONBIT:

— B COCTaBJICHUU NMEPBUYHBIX YUETHBIX JOKYMeHTOB;(I11)

— B IPOBEpPKE MEPBUYHBIX YUYETHBIX TOKYMEHTOB B OTHOLICHHM (OPMBI, MOTHOTHI
odopmiienus, pekBu3zutos; (I12)

— B JIOKYMEHTHPOBAHUU XO35IIICTBEHHBIX ONepalnuii ¥ BEJCHUN OyXTaJlTepCKOro yuera
akTuBOB opranuzamnuw; (I13)

— NOJArOTOBKE IIEPBUYHBIX YUETHBIX TOKYMEHTOB I nepenadu B apxus. (I114)

— B JIOKYMEHTUPOBaHUU XO3UCTBEHHBIX ONEpalil U BeJleHUH OyXTrajJTepCKOro yuera
akThUBOB opranuzauuu; (I15)

— B MOJCYETE B perucrpax OyXrajaTrepckoro ydera UTOTOB M OCTATKOB IO cueTam
CHUHTETHYECKOTO U aHAJIMTHUYECKOIO YYeTa, 3aKpbhlTHE OOOpPOTOB MO cueTaM OyXrairepckoro
yuera; (I16)

— B MOJATOTOBKE MOSCHEHWH, moadope HeOOXOAMMBIX JTOKYMEHTOB JUIsl IIPOBEACHUS
BHYTPEHHEr0 KOHTPOJI, TOCYJapCTBEHHOIO (MyHUIMIAIBHOIO) (UHAHCOBOTO KOHTPOJI,
BHYTPEHHET0 ¥ BHEIIHETO ay/IuTa, pEBU3HUN, HAJIOTOBBIX U UHBIX NTpoBepok; (I17)



N3yueHne NUCHMIUIMHBI HAIMpaBiIE€HO Ha (POPMUPOBAHUE Yy OOYUYAIOUIUXCS
CIIEYIOIIUX OOIKX U MPOo(ecCHOHATbHBIX KOMIETSHIIHIA:

OO0umue KOMIeTeHIUM:
OK 10. ITonb3oBaThcsi NpoQecCHOHATBHON JOKYMEHTAllMe Ha TOCYAapCTBEHHOM H
MHOCTPAHHOM SI3BIKaX.

IIpogeccunonaIbHBIE KOMIIETCHIUH

IIK 1.1. O6pabateiBaTh NEPBUYHBIE OYXTANTEPCKHE JOKYMEHTHI,

IIK 1.2. Pa3pabatbiBaTh U COTJIACOBBIBATH C PYKOBOACTBOM OPraHMU3aIlMy pabounii TiaH
CYETOB OyXraJTepCKOIo yueTa OpraHu3aluu;

IIK 1.3. IIpoBoauTh y4YeT HEHEXKHBIX CPEACTB, OPOPMIATH ACHE)KHBIC M KaCCOBBIC
JIOKYMEHTHI;

IIK 1.4. ®opmupoBarh OyXraaTepckue MPOBOJIKH MO YYE€Ty aKTHBOB OpraHU3AIMH HA
OCHOBE paboyero miaHa cC4eToB OyXTalITepCcKOro y4era;

IIK 2.1. ®opmupoBarh OyXraiarepckue IMPOBOAKHA IO y4YeTy HCTOYHHUKOB aKTHBOB
OpraHM3ali Ha OCHOBE PabOyero IiaHa CYeTOB OYXTaaTepCKOro yueTa;

IIK 2.2. BpInonaHATh NOPYYEHHUs] PYKOBOJCTBA B COCTaBE KOMUCCUU 10 MHBEHTAPU3ALIUI
aKTHBOB B MECTAaX UX XPaHEHUS;

IIK 2.3. [IpoBoauTh NOATOTOBKY K HMHBEHTapU3alMd U IPOBEPKY AEHUCTBUTEIBHOTO
COOTBETCTBUS (PaKTHUECKUX JAHHBIX MHBEHTAPU3AIMH JAHHBIM yUeTa;

IIK 2.4. Otpaxatb B OyXTraaTepCcKHUX MPOBOJIKAX 3a4€T U CIIMCAHUE HEJOCTaYH LIEHHOCTEH
(perynupoBaTh MHBEHTAPU3AaLMOHHbBIE PA3HUIIBI) 110 pe3yJIbTaTaM MHBEHTapU3allH;

IIK 2.6. OcymectBiusate cO6op uMHGOpPMALUU O AEATEILHOCTH OOBEKTa BHYTPEHHETO
KOHTPOJISI TO BBINOJHEHUIO TpPeOOBaHMN MPAaBOBOM M HOPMATUBHOW 0a3bl M BHYTPEHHUX
pErjlaMeHTOB;

IIK 2.7. BbIogHATE KOHTPOJIbHBIE MPOLEAYPhl U UX TOKYMEHTHPOBAHHUE, TOTOBUTH U
0(OpPMIISTH 3aBEpIIAIOIINE MaTEPHUATIBI IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS;

IIK 3.1. ®opmupoBaTh OyXrajarepckue MNPOBOJKH I10 HAYUCIECHUIO U MEPEUHCICHUIO
HAJIOTOB U COOPOB B OOJKETHI PA3IUYHBIX YPOBHEI;

IIK 3.2. OpopmMisiTh MiaaTeXHble JOKYMEHTHI JJIs MEepedYHCIeHUs] HAJIOTOB U COOPOB B
Or0/1KeT, KOHTPOJIMPOBATH UX MPOXOXKIACHUE 110 PACUETHO-KACCOBBIM OAHKOBCKHUM OIEPALIUSM;

IIK 3.3. ®opmupoBaTh OyXxraarepckue MPOBOJKH 0 HAYUCICHHIO U MEPEUUCIECHUIO
CTPaxOBBIX B3HOCOB BO BHEOIO/KETHbIE (POH/IbI 1 HATIOTOBBIE OPTaHbl;

K 3.4. OpopmisaTe mIaTeKHbIE JOKYMEHTHI Ha MEPEYUCIICHUE CTPAXOBBIX B3HOCOB BO
BHEOO/KETHBIE (DOH/IBI M HAJIOTOBBIE OPTraHbl, KOHTPOJIUPOBATh X MPOXOXKJICHHUE M0 PACUETHO-
KaCCOBBIM OaHKOBCKUM OTI€pPaIUsM;

IIK 4.1. OrtpaxaTh HapacTalOUIMM HTOTOM Ha cyeTax OyXrajaTepckoro ydera
UMYIIECTBEHHOE U  (PMHAHCOBOE IIOJIOXKEHHE OpraHM3allM, ONPEAENsATh Pe3yIbTaThbl
XO3SIICTBEHHOM AESTEIbHOCTHU 32 OTUETHBIN NIEPUOL;

IIK 4.2. CoctaBnare popmbl Oyxrantepckoi ((prHaHCOBOW) OTYETHOCTH B YCTaHOBIJIEHHBIE
3aKOHOJATEIBLCTBOM CPOKH;

IIK. 4.3. CocraBnath (0TY€THl) M HAJOTOBBIE JEKJIapalluyd IO Hajoram M cbopam B
OrOKeT, YYUTHIBAass OTMEHEHHBIH eAuHbld conmanbHbii Hamor (ECH), oT4eTsl mo cTpaxoBbIM
B3HOCAM B TOCYJapCTBEHHbIE BHEOIO/DKETHbIE (OHIBI, a Takke (OPMbI CTATUCTHUYECKON
OTYETHOCTHU B YCTAHOBJIEHHBIE 3aKOHOJATEIBCTBOM CPOKH;

IIK 4.4. [IpoBoauTh KOHTPOJb U aHaIU3 HMH(OpManuu 00 aKkTUBaX U (HUHAHCOBOM
MOJIOKEHUN OpPTraHU3alMH1, €€ IIaTeKeCnoCOOHOCTH U TIOXOTHOCTH;

IIK 4.5. [Ipyaumath ydyacTue B COCTaBICHUH OM3HEC-TIJIaHa.

1.3 Kouau4ecTBO 4ac0B HA 0CBOEHME MPOrPAMMBbI M CUHUILIMHBI



MakcumainbHas yaeOHasi Harpy3Kka — 75 4acoB, B TOM 4YHCJIE:
00s3aTeNbHas 4acTh — 31 yacos,
BapUaTUBHAs 4acTh — 44 4Jaca.



2 CTPYKTYPA U COAEPKAHUE JUCHUIIVINHBI

2.1 OObeM IMCUMINVIMHBI M BUABI Y4eOHOIl padoThl

Bun yueO6Hoii padoThI

O0neM yacoB

O0beM padoThI 00y4aAIOIIUXCH B AKAJeMHYECKHX Yacax 75
(Bcero)
O0bem padoTbl  00y4arOIUXCST BO B3aHMOJACHCTBHU C 68
npenojaasaresgemM (Bcero)
B TOM YMCJIE:
JIEKIIUA 34
MIPAKTUYECKUE 3aHITHUS 34
CamocrositesibHasi  pabora oOyuamomerocsi (Bcero) ¢ 7
000CHOBaHHEM pacyeTa BpPeMEHH, 3aTPAYMBAEMOIr0 Ha ee
BbINIOJTHEHUE
B TOM YHCIJIC:
usyueHue yuebHo2o/meopemuuecko20 Mamepuaia (N0 KOHCheKmam J1eKyuti), 3
U3yyeHue OCHOBHOU U OONOJIHUMENbHOU TUMepamypbol
Nno020MoeKa K npakmu4ecKum u ﬂa60pam0prlM SAHAMUAM 3

6blNOJIHEeHUE MHOMGMOyaﬂbHOZO uiu epynnoeoco 3a0aHUA

HpOMe)KyTO‘lHaH arrecranusa B (])opMe

4cemMecTp - 3a4eT




2.2 Temaruyeckui IUVIAH U COAEPKAHUE AU CHUTLTHHBI

HaunMeHoBaHue pa3jeioB
M TEM

Copep:xaHue y4eOHOT0 MaTepHuaJia, IaGopaTopHbIe H NMPAKTHYECKUe 3aHATHUS,
caMocCTosITeJIbHAsl pafoTa 00y4yalomuxcsi, KypcoBasi padora (IpoeKT) (ecau

O0beM yacoB

®dopmupyeMblie 3HAHUS U
YMEHHS, IPAKTHYECKHU OMBIT,

npeodycmompennt) OK u IIK
1 3
Paszgen 1. CucrteMa JOKyMEHTaIMOHHOTO 00ECTICUCHHS YTIPABICHHS 6
Tema 1.1. CoaepkaHue JICKIUU 2
Cucrema 1 | JIOKyMEHTBI: HCTOPHS, TOHATHE, KIACCUDUKAIIHSI Vi, V2, V3, 31, 32,33
AOKYMEHTAIIUOHHOI'0O 2 | CpoiicTBa IOKYMEHTOB
oGecneyeHust 3 | OyHKIMH JOKYMEHTOB. [IOHSATHE CHCTEMBI TIOKYMEHTAIUN
yupasJjicHust 4 | PasButme menonpoun3BojicTBa B Poccun
IIpakTudeckue 3aHATUSL 4 31, 32, 33,0K10,1IK1.1,1IK1.2
AHalu3 ynpaBJIeHYECKUX JOKYMEHTOB I11,112,113,114,115,116,117
CamocrosrenbHas paboTa 00ydJaromuxcs 2 31, 32, 33
[1,112,113,114,115,116,117
Pasznen 2. OdopmiteHne yrpaBIeHIeCKON JOKYMEHTAIMN 12
Tema 2.1. Copepxanue JeKIUU 2 Vi, V2, V3,31,
IpaBuaa odopmiieHus 1 | OdopmieHre TOKYyMEHTOB 32,33,34,0K10,1IK1.3,IIK1.4
JAOKYMEHTOB 2 | PexBH3HUTHI JOKYMEHTOB 111,112, 115,116,117
IIpakTudeckue 3aHATUSL 2 31, 32,33,34,0K10 IIK1.1,IIK1.2
CriocoObI ¥ TpaBHJIA CO3/IaHUS U 0QPOPMIICHHUS JOKYMEHTOB 1IK1.3,1IK1.4
Tema 2.2. Copepxanue JEKUUU 2
baanku opranuzanuu u 1 | bnaHk JOKyMeHTa: IOHATHE, BUABI V1, V2, V3, 31, 32,33,34,0K10
06pasibl I0KYMEHTOB 2 | PexBU3UTHI pa3HBIX BUIIOB OJIAHKOB TIK1.1,IIK1.2
[IpakTuueckue 3aHATHS 2 31, 32,33,34,0K10 IIK1.1,IIK1.2
AHanu3 0J1aHKa JIOKYMEHTA
CamocrosrenbHas paboTa 00yJaromuxcs 4 31, 32,33,34,0K10 IIK1.1,IIK1.2
IIK1.3,1IK1.4
111,112,113,114,115,116,117
Pasnen 3. [TpuHIMIBI OpraHu3aIyK JOKYMEHTO000poTa 8
Tema 3.1. Conepxanue JeKIUU 2 Vi, V2, V3, 31, 32,33,34,0K10
JoxymenTtoodopor u ero | 1 | JIokyMeHTOOOOPOT: IOHSTHE U OCHOBHBIE XapaKTEPHCTHKU NIKI1.1,1IK1.2 [IK1.3,[IK1.4
COCTaBJISIOLIHE 2 | Buapl JOKYMEHTOIOTOKOB I11,112,113,114,115,116
[IpaxkTryeckue 3aHATHA 2 31, 32,33,34
[pumMeHeHne HHOOPMAITHOHHBIX TEXHOJOTHIA B JIOKYMEHTO000pOTE
Tema 3.2. Copepxanue JeKUUU 2 Vi1, V2 V3, V431,
Opranuzanus 32,33,34,35,0K10
JOKYMEHT0000poTa 1 | TlonsiTHe 1eI0BOM MPOIIEe Ty PhI IIK4.1,11K4.2,11K4.3,1IK4.4
2 | Tlponemypbl 00pabOTKH BXOASIIUX JTOKYMEHTOB
3 | [Ipoueaypsl 00pabOTKK UCXOISAIIHNX JOKYMEHTOB
4 | Co3maHue ¥ MapiipyT BHYTPEHHUX JIOKYMEHTOB
[IpakTryeckue 3aHATHA 2 31,32,33,34,35,0K10

PGFI/ICTpaHI/Iﬂ BXOJAIIMX U UCXOOAMIUX JOKYMCHTOB

111,112,113,114,115,116, 117




Pasnen 4. TexHomnorus paboThI C IOKYMEHTAMU 12
Tema 4.1 ConeprkaHue JICKITUU 2 VI, V2, V3, V4, 31, 32,33,34,35
Ipoueaypa npuema u 1 | TexHomorus paboThl ¢ JOKYMEHTaMU 111,112,113,114,115,116,117
perucTpanuu 2 | Ilpuem u nepBuuHas 06pabOTKaA JOKYMEHTOB 31,32,33,34,35,0K10
AOKYMEHTOB 3 Perp[c"[paup];[ JOKYMEHTOB HK41,HK42,HK43,HK44
4 | ®opMbl perucTpaluu
[IpakTryeckue 3aHATHA 2 31,32,33,34,35,0K10
Perucrpaimonsbie GopMbl (KYpHAIBI, PETHCTPAIIMOHHO-KOHTPOJIbHBIC KAPTOYKH) 1IK4.1,11K4.2,11K4.3,11K4.4
Tema 4.2 CopneprkaHue JeKIUU 2 ¥2,¥4,32,33,0K10
Hcnoanenne u KOHTPOIb | 1 [ Tlporesypa MCHOJHEHUS TOKYMEHTOB
32 UCIIOJIHEHHEM 2 | Bugsl u mpolieypa KOHTPOJIS 32 HCIIOJTHEHHEM TOKYMECHTOB
MIOKYMEHTOB [IpakTudeckue 3aHATH 2 32,33,0K10 IIK3.1,
[Ipomenypa UCTIOTHEHHS JOKYMEHTOB [IK3.2,11K3.3,11K3.4
Tema 4.3 ConeprxaHue JSKIUN 2 V3, V4V5, 31,34,35,36,0K10
@dopMUpOBaHUE U 1 HomeHknaTypa Aei: MOHATHE W BHUJIBI IIK4.1,11K4.2,11K4.3,[1K4.4
XpaHeHue e B 2 | ®opMmupoBaHHe Jel
1eJJONMPOU3BOJACTBE 3 XpaHeHer nen
[IpakTuueckue 3aHATHS 2 31,34,35,36
OpraHu3zaiys onepaTuBHOrO XpaHCHHUS JIOKYMEHTOB 1IK4.1,11K4.2,11K4.3,1IK4.4
Pasznen 5. CucTema 3JIEKTPOHHOT'O JOKYMEHT0000poTa 17
Tema 5.1 Copepxanue JEKUUU 4 V4 V5,36, 0K10IIK2.1,1IK2.2,
®opMUpOBAHHE CHCTEMBI | | CTpyKTypHpOBaHHUE IOKYMEHTAIMOHHOTO o0ecnieueHHs (IIPOIECCHBIN TOIX0) TIK2.3,1IK2.4,1IK2.6,IIK2.71IK3.1,
3JIEKTPOHHOT'0 2 OdepeTHOCTh BHEAPEHHS CUCTEMBI AJIEKTPOHHOTO TOKYMEHTO000pOTa (IOBEICHUE 1IK3.2,1IK3.3,ITK3 4
JIOKYMEHT0060pOoTa CHCTEMBI JI0 PATOBBIX HCIIOJIHHUTENIEH)
3 | Oxsar kpyra 3aJau JOKYMEHTalHOHHOIO 00eCIedeH s U OpraHu3aliu
XpaHEeHHUs JOKYMEHTOB (KOMIUIEKCHAsl aBTOMATH3a1Hs)
[IpaxkTryeckue 3aHATHA 4 36,0K10 31,32,33,34,35,0K10
OpraHu3anuy 3JeKTPOHHOTO JIOKYMEHTO000poTa TIK4.1,11K4.2 1IK4.3,1IK4.4
Tema 5.2 ConeprkaHue JICKIUU 2 V4,36,0K10 OKI0IIK2.1,1IK2.2,
Bbi0op cucTeMbl 1 | BeIGop cucTeMBbl DIIEKTPOHHOIO JIOKYMEHT0000pOTa 1IK2.3,1IK2.4,
3JIEKTPOHHOI' 0O 2 busHectpeboBaHus
JIOKYMEHT00GopoTA 3 | TpeboBaHus K pecypcaM CUCTEMBI
4 | CTOMMOCTb MPOJIYKTa ¥ €0 BHSIPCHHUS
[IpaxkTryeckue 3aHATHA 2 361IK3.1, V1, ¥2, V3, V4,
CuctemMa 3MeKTPOHHOTO JOKyMeHTooOopoTtaDocumentum I11,112,113,114,115,116,117
IIK3.2,11K3.3,11K3.4
Tema 5.3 Copepxanue KU 2 Y4,¥6,36,37,0K10
OTanbl pa3BUTHS U 1 Dranbl aBTOMATU3AIUHU IOKyMEHTO000poTa
KJIACChI CHCTEM 2 | Kareropuu u KJacchl CHCTEM YIIPABICHUS JOKYMEHTO000POTOM
2IEKTPOHHOTO TIpaKTHUECKHE 3aHATHS 2 36,37,0K10 OK10IIK2.1,TIK2.2,
A0KyMeHTo0GopoTa Poccuiickie cHCTEMBI 3JIEKTPOHHOTO JIOKYMEHT0060pOTa [1K2.3,11K2.4,
CamocrosrenbHas paboTa 00yJarommXCs 1 36,37 31,32,33,34,35,0K10
I11,112,113,114,115,116,117
ITK4.1,11K4.2,11K4.3,11K4.4
Paznex 6. ABTOMaTH3aIMs JOKYMEHTO0060pOTa 18




Tema 6.1
ABTOMaTH3alUA
cO3JaHUs T0KYMEHTOB

Copepxanue JEKIUH

1

@opMmEbl 1 abJIOHB JOKYMEHTOB

2

Br10op 1 coznanue madIoHOB

Y4,¥6,36,37,0K10

[pakTuyeckue 3aHATHS 2 36,37 [1K4.1,11K4.2,11K4.3,1[IK4.4
ABTOMAaTH3a1Ms CO3/IaHHs IOKYMEHTOB
Tema 6.2 COIICp)KaHI/IC JIEKLIUHA 4 V4,¥6,36,37 [IK3.1,
Cucrembl . | 1 | O630p cucrem aBroMarH3anuu ohHCHOH JeATENEHOCTH TIK3.2,1IK3.3,1IK3.4
ABTOMATH3ALHH OPUCHOI 2 | XapakTepuCTHKa BO3MOXHOCTEH 1 KOMIOHEHTHI CHCTEMBI
IeATeTbHOCTH
«EB®PAT-/1okyMeHT0000pOT»
3 | ®yHKIMOHATIbHBIE 00S3aHHOCTH MTOJIb30BaTEICH
[IpakTudeckue 3aHATH 4 36,37,0K10
Cucrema aBTOMATH3aIUH JCTOIPOU3BOJICTBA U JIEKTPOHHOTO JTOKYMeHTO0O0poTa «EBdpar i ’HZJB’H%%Y 5yg 6,117 V1, V2,
Tema 6.3 CoﬂepmaHHe JIEKLIUA 4 V4, V6,36,37
Crpykrypa MIOKYMEHTOB | | | DynknuoHadbHbIE 0053aHHOCTU HOJIb30BATeNEH
B ABTOMATHINPOBANKOM 75 1" Oy oja 00paboTKU IOKYMEHTOB
cucreme
3 | McnonHeHHe M KOHTPOJIb TOKYMEHTOB
4 | IlpaBa mocTyma noib30BaTenen
IIpaKTHYeCcKUe 3aHATUS 2 36,37,0K10
OdopmIieHIe COOTBETCTBYIOLIMME TOKYMEHTAMHU CUCTEMbI ABTOMATH3ALIUH [IEJIOPOU3BO/ICTBA TIK4.1,11K4.2,11K4.3,I1K4.4
U 3JIEKTPOHHOIO IOKyMeHTo0O0opoTa «EBdpary Vi, V2, V3, V4,
Bcero: 73




3 YCJIOBUSA PEAINBALINU JUCHUITJINHBI
3.1 TpeOGoBaHusi K MAaTEePHAJIBHO-TEXHHYECKOMY 00eCIIe4eHHI0
Peanuzanust nucuuiuiiHel TpeOyeT Haluuusi yuyeOHoro kabunera: KaOuner

MEHEDKMEHTA U JOKYMEHTAI[MOHHOTO oOecriedeHus: ympasienus/ KaOuner
YIPaBJICHUS KAYECTBOM

VYyeOnast aynuropust Ui TPOBEICHUSA 3aHATUNA JIEKIIMOHHOTO THIIA,
MPAKTUYECKOTO THUIMA, TPYIIOBBIX U MHAUBUAYAJIbHBIX KOHCYJIbTALUNA, TEKYIIETO
KOHTPOJISI U TPOMEXKYTOUHOM aTTecTaluu

[TomereHust AT CaMOCTOSITEIBHONW PaOOThI OOYYaIONMIUXCs, OCHAIICHHBIC
KOMITBIOTEPHOM TEXHUKOW C BO3MOKHOCTBHIO TOJKIIOYEHHS K HWH(OpPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHON CceTH U 00ecleueHueM JOCTyla B JIIEKTPOHHYIO
nH(popMaImoHHO-00pazoBarenbHyto cpeny BITY.

Kowmrekt yueOHoM mebenu:
- pabouee MecTo npenoaaBaTens (CToJ, CTy);
- pabounie MecTa 00y4aroImMXcst (CTOJbI, CTYJIIbS)

- okpaH  HacteHHbli  Procolor  Diffusion-Screen D1 Cinema (86”))
(9MeKT.1a3ep.Tup);
- npoektop Optoma W316 ST (Fuli 3D).DLP.WXGA (1280*8) (asekT.;1a3ep.THp)

[lepenocHoe TeXHUYECKOE 0OOPYAOBaHUE: HOYTOYK

OC Windows 7 Pro;
MS Oftice 2007;
Google Chrome;
Acrobat Reader DC;
LibreOffice 6.4.0.3

3.2 IlepeyeHb HOPMATHBHBIX MPABOBLIX JOKYMEHTOB, OCHOBHOI 1
JAOIMOJIHUTEJIbHON Yy4eOHOH JiMTepaTrypbl, He00X0AUMO /J1 OCBOCHUA
TUCITUTITTHHBI

a)HOPMATHBHbBIE MPABOBbIE JOKYMEHTHI:

®enepanbubiii 3akoH oT 06.12.2011 N402-®3 (pen.0128.11.2018) «O
oyxranrepckom yuere» URL:Consultant.ruydocument/cons doc LAW_ 71763/

0) ocHOBHAsl y4eOHasl JUTEpaTypa:

Hoponuna, Jlapuca AnekceeBHa. JloKyMeHTallMOHHOE oOOecCTIeYeHHE
ynpasienus : YueOHuk u npaktukyM s CIIO / loponuna JI. A., Uputukosa B.
C. - Mockaa : IOpaiit, 2020. - 233 c. - (Ilpodeccuonansnoe obpazoanue). - ISBN
978-5-534-05783-6 : 619.00. URL: https://urait.ru/bcode/453767

KysnenoB, Wrops HuxomaeBuu. JlokymeHTaumoHHOEe oOecneyeHue


http://www.consultant.ru/document/cons_doc_LAW_71763/
https://urait.ru/bcode/453767

ynpasienus. JJokyMeHTO000pOT 1 IETONPOU3BOICTBO : YUEOHUK U MPAKTUKYM J[J1st
CIIO / Ky3nenoB U. H. - 3-e u3a. ; mep. u gom. - Mocksa : FOpaiit, 2020. - 462 c. -
(ITpodeccuonansuoe oOpazoBanue). - ISBN 978-5-534-04604-5 : 1119.00.
URL: https://urait.ru/bcode/451242

AOymamze, Jlapemkanu ['uBueBHa. JlokymMeHTarmoHHOE oOOECTICYCHHE
yIpaBiieHus nepcoHasioM : YueOHuk u npaktukyM Jns CIIO / Adynamze /. T,
Bempsokkuaa M. b., MacnoBa B. M. - Mocksa : FOpaiir, 2020. - 299 c. -
(ITpodeccuonansuoe obpazoBanue). - ISBN 978-5-534-01543-0 : 769.00.
URL: https://urait.ru/bcode/452443

I'pozoBa, Onbra CepreeBHa. [lenonpou3BoAcTBO : YueOHoe mocodue s
CIIO / I'pozoBa O. C. - Mockpa : UzmarensctBo IOpaiir, 2019. - 126. -
(ITpodeccuonanpuoe oOpazoBanue). - ISBN 978-5-534-08211-1 : 249.00.
URL: https://www.biblio-online.ru/bcode/438791

I'opnenko, Oner AnlekcaHIpoBUY. YTIpaBlieHHE IEPCOHANIOM : Y4yeOHuK J{is
CIIO / T'opaenko O. A., Epoxun /I. B., Moxaesa T. II. - 2-e u3n. ; ucnp. u gom. -
Mockga : U3gatensctBo FOpaiit, 2019. - 249. - (IlpodeccronanbHOoe 00pa3oBaHue).
- ISBN 978-5-9916-9457-5 : 499.00.
URL.: https://www.biblio-online.ru/bcode/437732

JlokyMeHnToBeneHue : YueOHuk u mnpaktukym Jms CIIO / mox pen.
Hoponunoii JI.A. - 2-e u3a. ; nep. u poi. - Mocksa : M3garensctBo FOpaiit, 2019. -
309. - (Ilpodeccuonanpuoe obpazoBanue). - ISBN 978-5-534-04330-3 : 749.00.
URL.: https://www.biblio-online.ru/bcode/433551

B) /IONOJIHUTEJIbHAS JTUTEpATypa:

Cemko, . A. OcHOBHI J1eTTOTPOU3BOICTBA [ DJIEKTPOHHBIN pecypc] : YueOHoe
nocobue / U. A. Cemxko, JI. A. AntyxoBa. - CtaBpomno:ns : CekBoits, 2018. - 119 c. -
ISBN 2227-8397. URL: http://www.iprbookshop.ru/92992 html

KopneeB, Hropp KoncrantrHOBHY. JloKyMEHTaMOHHOE oOOecreueHue
ynpasienus + tectel B ObC : Yuebnuk u npaktukym g CIIO / Kopuees U. K.,
[Tmenko A. B., Mamypues B. A. - 2-e u3n. ; nep. u gon. - Mocksa : I3aaTenbCcTBoO
FOpaiit, 2019. - 384. - (IlpodeccuonanbHoe oOpazoBanue). - ISBN 978-5-534-
05022-6 : 899.00. URL: https://www.biblio-online.ru/bcode/438491

KazakeBuu, Tatwsina AuiekcanipoBHa. JlOKyMeHTallMOHHOE oOOecreueHue
ynpasienus : YueOnuk u npaktukym J{ns CITIO / Kazakesuu T. A., Tkanuu A. U. -
2-e u3d. ; uchnp. U gomn. - MockBa : UsmarensctBo FOpaiit, 2019. - 177. -
(ITpodeccuonanvuoe obOpazoBanue). - ISBN 978-5-534-06291-5 : 379.00.
URL: https://www.biblio-online.ru/bcode/437587

3.3 IlepeyeHb NMPOrpPaMMHOIO obOecnedeHUsi, NMPodeccuoHAJIbLHbIX 0a3
TAHHBIX, HHPOPMAIHOHHBIX CIIPABOYHBIX CHCTEM pecypcoB HHGOPMAIIMOHHO-
TeJIEKOMMYHUKAIIMOHHOH ceTn «MHTepHeT», HEOOXOAMMBIX Jisi OCBOEHHS
TUCHHUILTHHBI
OC Windows 7 Pro;

MS Oftice 2007;
Google Chrome;


https://urait.ru/bcode/451242
https://urait.ru/bcode/452443
https://www.biblio-online.ru/bcode/438791
https://www.biblio-online.ru/bcode/437732
https://www.biblio-online.ru/bcode/433551
http://www.iprbookshop.ru/92992.html
https://www.biblio-online.ru/bcode/438491
https://www.biblio-online.ru/bcode/437587

Acrobat Reader DC;
LibreOffice 6.4.0.3
NHdopmaLMOHHbIe CpaBoYHble CUCTEMDI

1. http://window.edu.ru

2. https://wiki.cchgeu.ru/

CoBpeMeHnHbIe podeccnoHaIbHbIE 0a3bI JAHHBIX

1. ®depepanbHas ciayx0a rocyAapCTBEHHON CTaTUCTUKH
Anpec pecypca: http://www.gks.ru/

2. llentpansHbiii 6ank Poccuiickoit deneparuu

Anpec pecypca: http://www.cbr.ru/

3. Pecypcol uznarensctea WorldBank

Anpec pecypca: https://www.worldbank.org/

4. PocbuznecKoncantunr — uHGOpMaIIMOHHOE aHATUTHYECKOE ar€HTCTBO
Anpec pecypca: https://www.rbc.ru/

5. Poccus m BcemupHast TOprosasi OpraHu3arus

Anpec pecypca: https://wto.ru/

6. byxranTepckuii yueT U HaJIOTH

Anpec pecypca: http://businessuchet.ru/

7. AK&M — skoHoMuYeckoe HHHOPMAITMOHHOE ar€HTCTBO
Anpec pecypca: http://www.akm.ru/

8. Bloomberg -MubopManinoHHO-aHATTUTUYECKOE ar€HTCTBO
Anpec pecypca: https://www.bloomberg.com/europe

9. CATBACK.RU — CnpaBoYHUK [J11 5SKOHOMHCTOB
Anpec pecypca: http://www.catback.ru/

10. bubnmnoreka konrpecca CIIA

Anpec pecypca: https://www.loc.gov/

11. Enunelii moptan OromkeTHOM cucteMbl Poccuiickoit Deneparuu
Anpec pecypca: http://budget.gov.ru/

12. He3aBucuMbIil (pMHAHCOBBIN MOpTaI

Anpec pecypca: https:// www.finweb.com/

3.4 Oco0eHHOCTH peaqM3allui JMCHUIVIMHBL JJIs1 O0yYAKOINMXCH M3
YMCJI1a UHBAJIUI0B M JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMH 310POBbSI

[Ipu o0OyueHun JUIl C OTPaHUYCHHBIMU BO3MOXXHOCTSMH 3/I0POBbBSI,
peayCcMaTpuBaeTCA MHIUBU Ty TbHBIN Tpaduk 00ydeHUsI.

NHBayapl ©W W@ ¢ OTPaHUYCHHBIMH  BO3MOXKHOCTSIMH — 37TOPOBBS
oOecrieueHbl TEYaTHBIMH W DJIEKTPOHHBIMH O0pa30BaTEIbHBIMUA pPECypcamMu B
dbopmax, afanTHPOBAHHBIX K OTPAHHUYCHHSIM MX 3I0POBbSI.

JIis  oCymIecTBICHHUST TPOIEAYP TEKYIIEro KOHTPOJS YCIIEBAEMOCTH U
MPOMEKYTOUHON aTTECTAllMM OO0YydYaroUIuXcs, co37aroTcs (OHABI OIEHOYHBIX
CPEICTB, aIalTHPOBAHHBIC IS WHBAJIMAOB MW JIMI C OTPAaHUYCHHBIMH
BO3MOYKHOCTSIMH  37IOPOBbSI M TIO3BOJISIOIIME OICHUTH JOCTIKCHHE HWMH
3alJIaHUPOBAHHBIX B OCHOBHOM 00pa30BaTeNbHOW MpOrpaMMe pPe3yJIbTaTOB


https://wiki.cchgeu.ru/
http://www.gks.ru/
http://www.cbr.ru/
https://www.worldbank.org/
https://www.rbc.ru/
https://wto.ru/
http://businessuchet.ru/
http://www.akm.ru/
https://www.bloomberg.com/europe
http://www.catback.ru/
https://www.loc.gov/
http://budget.gov.ru/
https://www.finweb.com/

Oo0y4eHHs M ypOBEHb C(POPMHPOBAHHOCTH BCEX KOMIETCHIMH, 3asBICHHBIX B
00pa30BaTeNbHON MPOrpaMMe.



4 KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
T CTUTIIAHBI

KoHTponb 1 OlleHKa Pe3yJIbTaTOB OCBOSHUS UCIUILINHBI OCYIIECTBIISETCS
MpernojiaBaTesieM B TMPOIECCE MPOBEACHUS TPAKTUYCCKUX 3aHATHNA W/WIU
71a00paTOPHBIX 3aHATHH, a TAK)KE BHITIOJHEHUS O0yJaIOIIMMHUCS CaMOCTOSITEIIBHON
padoTHI.

OneHka KayecTBa OCBOEHUS MPOTPAMMBbl JUCIUIUIMHBI BKIIOYAET TEKYLIUH
KOHTPOJIb YCIIEBAEMOCTH, TPOMEKYTOUHYIO aTTECTAITUIO 110 Pe3yIhbTaTaM OCBOCHUS
JTUCTIATUTAHBIL.

PesyabTaTnl 00y4yeHus

. DopMbI KOHTPOJIA Pe3yJbTATOB 00y4eHUS
(yMeHuUs1, 3HAHWS, TPAKTHYECKH I ONbIT)

B pesysbrare 0OCBOCHUS NUCIHUIIIMHBI 00YYAIOLIHICS A0JIKEeH YMeTh:

OdopMIIATh TOKYMEHTALMIO B COOTBETCTBUHM € | TeKymuii KOHTPOJb B (hopme:
HOPMATHBHOM 6asoi, MCHIONB3Y4 | - yCTHOTO M (MJIM) MMCBMEHHOTO OIPOCa;
WHPOPMALIMOHHBIE TEXHOJOTHMH M CpEICTBa - TECTHPOBAHUS;

oprrexHuky; (Y1)

OpueHTHpOBaTHC B cucreme
3aKOHOJATENBHBIX W HOPMAaTHBHO-IIPABOBBIX
aktoB P®, permamentupytommx chepy
00IIIeCTBEHHOH, npoeccnoHaIbHON
NESTeNbHOCTH U TPEeNNpUHUMATEILCKOH
nesrensHoCcTH;(Y?2)

Ocy1mecTBasATh XpaHeHHue u MIOUCK
noKyMeHTOB; (Y3)

Hcnonp3oBaTh cTaHAApTHOE MPOrPAMMHOE
obecrieuenue;(Y4)

Co3pmaBath OaHKM XpaHEHUS M TepepadOTKH
nHpopmanuy; (¥Y5)

OcymiecTBiIATh aBTOMAaTH3aLUIO 00pabOTKU
JT0KyMeHTOB;(Y 6)

- OIICHKHU PE3YyJIbTATOB MPAKTUYCCKUX 3aHATHH U
CaMOCTOATCIIbHBIX pa60T.

[TpomesxyTouHas aTTeCTanus:
- B (hopme 3auera.

B pe3ynbprare 0CBOCHHS IUCIUILUIMHBI O0YYAIOITHICS J0JI2KEH 3HATh:

OcHOBHBIE  NOHATHA, uenW, 3amadd U | Tekymui KOHTPOIb B (hopMme:

TPHHITAITB! IOKYMEHTAIHOHHOT0 0GECTICUCHNST | - yCTHOTO | (HIIN) IMCHMEHHOTO OIPOCa;
ynpasienus; (31) - TECTHPOBAHWSI;

OCHOBHYIO 3aKOHOJATEINLHYIO M HOPMATUBHO- | _ 1oy pesy/bTATOB PAKTHYECKHX 3aHSTHIA 1

IIPaBOBYIO 0as PO B oOiactu
p Y Yy CaMOCTOSITENIbHBIX PadoT.
JOKYMEHTAIIHOHHOTO obecnieyeHus

ynpasnenus; (32)

OCHOBBI  FOPUIUYECKOH  TEPMHUHOJIOTHH,
pUMEHsIEMOH B 3KOHOMUKE; (33)

CoctaB M conepkaHHE pa3JIUYHBIX BHUIOB
TOKyMeHTOB; (34)

OOmue mpaBwia OpraHW3alnuu  pabdoOTHl ¢
nokymeHTamu; (35)

IMogxonel W crocoObl OpraHU3alUd CHUCTEM
MOJTy4eHUsl, XpaHEeHUs U  TepepadOTKu
uHpopmanuy; (36)

CoBpeMeHHbIE HHPOPMAIOHHBIC TEXHOJIOTHN
CO3/IaHUsl JIOKyMEHTOB U aBTOMAaTHU3aIlUU
JIOKyMeHTo000poTa. (37)

[IpomexxyTounas arrectamusi:
- B popme 3auera.

B pesynbrare ocCBOCHMS TUCIUIUIMHBI 00YYAIONTUICS H0J1KeH HMETh NPAKTHYECKUI ONbIT:




B COCTaBJI€HHMM NEPBUYHBIX YUETHBIX
nokymenTos;(I11)

B IIpOBEpKE  TEPBUYHBIX  YUETHBIX
JNOKYMEHTOB B  OTHOIIEHHH  (POPMBHI,
NoJHOTHI ohopmiteHusi, pekBu3uTos; (I12)
B JOKYMEHTUPOBAHUHM XO3SHCTBEHHBIX
omepauuii U BEIEHUU OyXrajTepcKoro
ydeta akTuBOB opranusauuy; (I13)
MOATOTOBKE MEPBUYHBIX YUETHBIX
IOKYMEHTOB 1151 mepenauu B apxus. (I14)
B JOKYMEHTHPOBAHUHM XO3SHCTBEHHBIX
ormepauuii U BEIEHUH OyXrajTrepcKoro
ydeta akTuBOB opranusauuy; (IIS)

B TIOZICYETE B PErUCTpax OyXraiarepcKkoro
ydeTa WTOTOB U OCTAaTKOB IO CUETaM
CHHTETHYECKOT0 U aHAJINTHYECKOTO YUeTa,
3aKppiTHE  O0OpPOTOB IO cueTam
oyxranrepckoro yuerta; (I16)

B TOATOTOBKE TOsICHEHUH, moxdope
HE0OXOIUMBIX JOKYMEHTOB st
NPOBENEHUs]  BHYTPEHHEr0  KOHTPOJIS,
roCyZIapCTBEHHOTO (MyHUILMIIATBHOTO)
(PMHAHCOBOTO KOHTPOJIS, BHYTPEHHETO U
BHEIIHETO ayJuTa, PEBU3UI, HAJOTOBBIX U
uHbIX npoBepok; (I17)

Texyiwuii KOHTPOJB B hopMe:

- YCTHOTO U (MJIM) MICbMEHHOTO OIPOCa;

- TECTUPOBAHNS,

- OLIEHKM Pe3yJIbTaTOB MPAKTUYECKUX 3aHATHUI U
CaMOCTOSITENIbHBIX PadoT.

IIpomexyTouHas aTrecTanus:
- B popme 3auera.




Paspa6orunku:
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(noémél;,' unuuu’wsz, Gamunus)

(mecmo pabomer) (3aHumaemas OONHCHOCb)

(noonuce, unuyuansl, ghamunus)

(mecmo pabomet) (3aHumaemas OONHCHOCMB)

(noonuce, unuyuanel, hamunus)
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