AHHOTALIUA
K paboueii mporpaMmMe yu4eOHOM TUCIIUTUTMHBI
«JlokymeHTHpOBaHUE X03ACTBEHHOU eSITEJIbHOCTH)
JUTSL HanpaBJieHus nmoAroToBku (cneruansHoctr) 38.03.01 « DxkoHOMUKAY
npoduns (crnennanuzanus) « IKOHOMHUKA MPEIPUITUNA U OPTaHU3AIIHI

1. HamMeHoBaHuUe 00pa30BaTe/IbHOI MPOrpaMMbl, B pAMKaxX KOTOPO#
HU3y4YaeTcsl TUCHHUILINHA

Jannas pabodasi mporpamma yueOHOH JUCIUTIINHBI «/{oKyMeHTHpOBaHUE X035HCTBEHHOM
NEeATENbHOCTH» NpeJHa3HaueHa [Js CTYAEHTOB, oOywaromuxcs no HampasieHuto 38.03.01
«OKOHOMHUKa». Marepualibl U OTHAETbHBIE TEMbl Kypca 3HAKOMAT OyAyunmx OakajaBpoB C
LeISIMHU, 3aJa4aMH, METOAMKOW, TpeOOBaHUSMU W TPUHIUIIAMHU JEIOMPOU3BOJCTBA U
JIOKYMEHTAJIbHOTO 00ecredeH s eI TEIbHOCTU X03SICTBYIONUX CYOBEKTOB.

Pabouast mporpamma cocTaBieHa Ha OCHOBaHMU (PelepajbHOTO TOCYy-JapCTBEHHOTO
00pa3oBaTeIbHOTO CTaHJApTa BHICIIETO oOpa3zoBanus 1o HampabieHuo 38.03.01 «DxoHoMuKay
npopmib «IDKOHOMHKA TPEANPHUITHA W OpPraHM3aluil» U OTHOCHUTCS K BapHaTUBHOW YacTH
aucuuIuH 1o Beioopy b1.B.JIB.2.2 nyis HanpaBieHUs OATOTOBKU OaKajaaBpOB.

2. O0mas Tpy10éMKOCTD

JuctmunHa «/{okyMeHTHpOBaHHE XO3HCTBEHHOM EATSILHOCTH» H3ydaeTcs B 00beMe 2
3aueTHbIX enunuil (3ET) -72 vaca, kotopsie BKiIOUarT (04HO/3a0uHO) 18/4 u. nexuuii, 18/4 4.
MPaKTHYEeCKHX 3aHATHI U 36/60 4. caMOCTOATEIbHBIX 3aHITHH.

3. MecTo AUCHUILUINHBI B CTPYKTYpe 00pa3oBaTe/ibHON MPOrpaMMbl

Jucuurinuza b1.B.JIB.2.2 «J/loKkyMEHTHpPOBaHHE XO3WCTBEHHON JAEATEIBLHOCTU»
OTHOCHTCS K BApUAaTUBHOM YacCTH TUCLUIUIMH IO BHIOOPY.

IIpuy ee OCBOEGHHMM WCHONB3YIOTCS 3HAHUS, I[IOJYYEHHbIE IIPU M3YYEHUU TaKOU
JTUCIUIUIMHBL, KaK PYCCKUHM $3BIK M JelIoBO€ OOLIeHHe, CIOCOOCTBYIOIIEH TIpaMOTHOCTH
COCTaBJICHUSI TEKCTOBOW HWH(OPMALIMH, COKpALEHHUsS CJOB, O(GOpMIICHHS JAaT M 4YHCENl B
JIOKYMEHTaX, yNoTpeOJjeHHs] MPOMHUCHBIX U CTPOuHbIX OykB. Kpome Toro msydenue gaHHOU
JUCLUTUIMHBI TI03BOJIUT C(OPMHUPOBATH TPAMOTHBIN JEJIOBON CTHIIb B TEKCTOBBIX JJOKYMEHTAX, a
TaKXKe INpU NPOBEJCHUU COBEUIAaHMH M TenedoHHBIX mneperoBopax. Mcmosb3yroTcs Takxke
3HAHMS, [TOJyYEHHBIE ITPU U3YUEHUH TaKUX AUCLMILINH KakK JeJIoBasi 3THKa, IIPaBo.

B 10 e Bpems 3HaHMs, MOJTYYCHHbBIE ITPU W3YYECHHUU TUCLUIUIMHBI «/JOKyMEHTHpOBaHHUE
XO3SIICTBEHHON JAESITEIbHOCTU» HCIIOJIB3YIOTCS B JAJbHEWIIEM INPU H3YYEHUHU CHEIHAJIbHBIX
JUCUMIUIMH ~ CBA3aHHBIX C aHalIM3oM U odopmieHHeM (PUHAHCOBO-KOHOMUYECKOH,
Oyxrantepckoil mHpopMmauuu, u3ydyeHHeM (OpM OCHOBHBIX OYXTralTepCcKUX U (PUHAHCOBBIX
OTYETHBIX JOKYMEHTOB. OJTO MEHE)KMEHT, JKOHOMHUKA Tpyla, OKOHOMHKA MPEANPUATHS
(opranuzanuu), GUHAHCOBBIN MEHE)KMECHT.

4. Lleapb u3y4yeHHs1 AUCUHUITUHBI

Heap wu3yyeHMsi [UCHMIUIMHBI 3aKJIIOYaeTCs B OBJAJEHUM OCHOBAaMH TI'PAMOTHOTO
oopMIICHHS TOKYMEHTOB M HaJIIeXkAIeld OpraHu3aIifeil JOKyMEHTO000pOTa X03SIICTBYIOIIETO
cyobekra coriacHo TpeboBaHusM ['OCTa pazauunbiMu crnocob0amu, (HOPMHUPOBAHHIO Y
o0yJaromuxcs HaBBIKOB MO padoTe ¢ JOKyMEHTauen (CocTaBieHH0, 00paboTKe, perucTpalmy,
pacnpeseseHuIo U 1p.);

3agayamMu AUCUMILIUHBI ABJISIIOTCS:

- U3YyYUTh OCHOBHBIE MOHATHS U TEPMHUHBI TUCLUIUINHBI;

- M3Y4YUTh UCTOPHIO PA3BUTHUS IEIONPOU3BOACTBA B Poccuu;

- U3YyYUTh HOPMATUBHO-TIPABOBYIO 0a3y J1EIONPOU3BO/ICTBA;



- O03HAKOMHUTH CTYIEHTOB C COBPEMEHHOW CHCTEMON JOKYMEHTHPOBAHUS
YIPaBICHICCKON JACSITSIILHOCTH MIPEANPHUITHS H JOKYMEHTOO00POTE TIPS IIPHSITHS,

- OCBOUTH TpaBWiIa U (OPMBI JIETIOBOTO OOIIEHUS, OOMICTIPUHATHIE B MHPE
Ou3Heca JIGKCUKY U CTHJIb JICJIOBOW JJOKYMEHTAIUH,

- 00y4UTh TPAMOTHOMY COCTABIICHUIO JIEIOBOM JOKYMEHTAIUH;

- YCBOWTH TIpaBWIIa U (DOPMEI JIETIOBOW TIEPEITUCKH, CTPYKTYPY U OCOOCHHOCTH
COCTAaBIICHUS JICTIOBBIX MHCEM.

- paccMOTpeTh OOIHMe TPHHIMIEI COBPEMEHHBIX METOJOB ITOHCKOBO-
CIIPABOYHON M aHATTUTHYECKON pabOThI, HEOOXOAUMEBIE YIPABICHYSCKOMY ITEPCOHATY IS
MIPAaBUIHLHON OPUEHTHPOBKH U ONIEPATUBHOTO HAXOXKICHHS CIIPAaBOYHON MHPOPMAIINH;

- U3YYUTh OpTaHH3AIUI0 JOKYMEHT0000pOTa, TEXHOJIOTHIO
JIEITOTIPOU3BOICTBA U TIOPSIOK XpaHEHHS JOKYMEHTOB.

5. TpeGoBaHus K pe3yJibTATaAM OCBOCHHUS M CHUIINHBI:

[Iponiecc u3ydyeHUss NUCUMUILIMHBL «J[OKYMEHTHpOBAaHUE XO3SMCTBEHHON AEATEIBHOCTH»
HarpasJieH Ha GOPMHUPOBAHUE CIETYIOINX KOMITETEHIINH:

- CHOCOOHOCTh K KOMMYHHKAIIUM B YCTHOW M MHCbMEHHOH (hopMax Ha pycCKOM U
WHOCTPAHHOM  fA3BIKaxX JUIsl peHIeHHs 3aJad  MEXKIUYHOCTHOTO U MEXKYJIbTYpHOTO
B3aumoeiictpus (OK-4);

- CIIOCOOHOCTh HMCIOJIB30BAaTh OCHOBBI MPABOBBIX 3HAHWM B pPa3nUuYHBIX cdepax
nesitensHOCTH (OK-6);

- CIIOCOOHOCTH pellaTh CTaHAApTHBIE 33/1a4d MPO(ecCHOHATBFHOM e TEIbHOCTH Ha
OCHOBE MH()OPMAITMOHHON U OHOIHOTpadrUECKOi KYIbTYphI ¢ IPUMEHEHHEM MH()OPMAIMOHHO-
KOMMYHHKAIIIOHHBIX TEXHOJOTHMM M C YY4eTOM OCHOBHBIX TpeOOoBaHUU WH(GOPMALMOHHON
oe3onacHoctu (OITK-1);

- CIOCOOHOCTH OCYIIECTBIISATH COOp, aHANHM3 U 00pabOTKY JaHHBIX, HEOOXOAUMBIX
st perieHus mpodeccronanbubix 3aaa4 (OI1K-2);

- CIIOCOOHOCTh cOOpaTh W MPOAHATU3UPOBATH HCXOJHBIE aHHBIE, HEOOXOIUMBIC
JUIL pacyeTa SKOHOMHYECKHUX M COIMaJIbHO-YKOHOMHUYECKHUX TOKa3aTelel, XapaKTepU3yIOIINX
JeSITEIbHOCTh X03sHCTBYOMMX cyobekToB (TTK-1);

- CHOCOOHOCTh  WCIIOJIB30BaTh  JUIA  PEUICHWS  KOMMYHHKATHBHBIX  3a/1a4
COBpEMEHHbIC TEXHUYECKUE cpeacTBa u nHpopMmarmonusie Texuonorun (ITK-10).

B pe3ynbraTe n3yd4eHus: IUCIUILTUHBI CTYACHT TOJKCH:

3uamop:

- OCHOBHBIC ITOHSTHS U TEPMHUHBI JUCIUTUIAHBL;

- UCTOPHIO Pa3BUTHSA JeN0ONpon3BocTBa B Poccuu;

- HOPMaTHBHO-TIPABOBYIO 0a3y JEIOTPON3BO/ICTBA;

- COBPEMEHHYIO CHCTEMY IOKYMEHTHPOBAHUS YIPABICHUECKOM NEATENIBHOCTH U
JIOKYMEHTO000pOTa MPEeANPHUATHS;

- KJIacCU(UKALIUIO 1€JOBBIX IOKyMEHTOB, UX BHUJIbI;

- TpeOOBaHUS K COCTABIICHUIO PA3IMYHBIX BHIOB JICIIOBOM JOKyMEHTAINH, POPMBI
JIOKYMEHTOB;

- oOLIenprHATHIE B MUpe OM3HECa JIEKCUKY U CTHIIb AeJIOBOM JOKYMEHTAIUY;

- OCHOBHBIE ITpaBmiIa U (YOPMBI JETOBOIO OOILIECHHUS.

Ymemon:

- UCIOJIb30BATh OCHOBBI IIPABOBBIX 3HAHUN B PA3JIMYHBIX cpepax AeITeIbHOCTH;

- pemarh CTaHAapTHbIE 3a7adyd NpOo(ecCHOHAIbHOW MAESTeIbHOCTH Ha OCHOBE
uHGOpPMAIMOHHON M OuOIHorpaduyecKkoil KylbTypbl € MPUMEHEHHEM HH(POPMALMOHHO-
KOMMYHHKAIIIOHHBIX TEXHOJOTMM M C Y4e€TOM OCHOBHBIX TpeOOBaHUN WH(GOPMALMOHHON
0e30MMacHOCTH;

- OCYIIECTBIISATh COOp, aHAU3 B 00pPabOTKY JMaHHBIX, HECOOXOAUMBIX JIJIS PEUICHUS
npodeccruoHaNbHBIX 33]1a4;



- coOupaTh M aHAJM3UPOBATh HCXOJAHbIC JaHHBIE, HEOOXOIMMBbIE IS pacuera
HYKOHOMHYECKUX W COIMAThHO-YKOHOMHUYECKHX TOKa3aTelel, XapaKTepu3yIOIIUX JeITeIbHOCTD
XO3SHMCTBYIOIINX CYOBEKTOB;

- UCIONB30BaTh  JUISl  pELIEHUS KOMMYHUKATUBHBIX  3aJjad  COBpPEMEHHbIE
TEXHUYECKHE CPEACTBA U MH()OPMAITMOHHBIE TEXHOJIOTUH;

- TpaMOTHO OQOPMIISITH JIEIOBYIO TOKYMEHTAIIHIO;

- aHaTU3UPOBaTh, 00padaTHIBATh U PErHCTPUPOBATH IBM)KEHUE IOKYMEHTOB BHYTPH
MPEIIPHUSTHS,

- IPaMOTHO OCYIIECTBIISATH KOHTPOJIb 32 UCTIOJIHEHUEM JOKYMEHTOB;

- IPaMOTHO OCYILIECTBIAThH IOKYMEHTOOOOPOT Ha MPEANPUATUY;

- KJIaccU(UIUPOBAaTh JOKYMEHTHl 10 BUAAM JJIsl OpPraHM3allid CHCTEMBl HX
XpaHEHUS.

Bnaoemy:

- CIOCOOHOCTHIO K KOMMYHHUKAIIMK B YCTHOM U MUCBMEHHOU (popMax Ha pycCKOM U
WHOCTPAaHHOM  SI3bIKaxX JJIS  peIHIeHUs 3a/Jad  MEXIUYHOCTHOTO U MEXKYJIbTYPHOTO
B3anmoseiicteus (OK-4);

- CHOCOOHOCTBIO MCTIOJIB30BAaTh OCHOBHI NMPABOBBIX 3HAHMHM B Pa3iMYHBIX chepax
nesitensHOCTH (OK-6);

- CHOCOOHOCTBIO pelaTh CTaHIAPTHBIE 337auu MPO(ECCHOHAIBHONW eATeIbHOCTH
Ha OcHOBe HH(OpPMAIMOHHOW u  OubiMorpadguyeckoil KyabTyphl C IPUMEHEHHEM
MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH H C YYeTOM OCHOBHBIX TpeOOBaHMIA
uHpopmanronHoi 6ezomacuoctu (OIMK-1);

- CHOCOOHOCTBIO OCYIIECTBIATH cOOp, aHaIM3 1 00pabOTKy JaHHBIX, HEOOXOUMBIX
JUTS pemeHus npodeccrnonanbHbix 3aaau (OITK-2);

- CIIOCOOHOCTBIO COOpaTh M MPOAHAIM3UPOBATh HCXOJHBIC JaHHBIC, HEOOXOMMBIS
JUISL pacyeTa SKOHOMHYECKHX W COIMAbHO-d)KOHOMUYECKUX TOKa3aTeNel, XapaKTepU3YIOIINX
JeSITebHOCTD X03sicTBYONHMX cyobekToB ([TK-1);

- CIIOCOOHOCTBIO  HCIONB30BaTh JJIsI  PEHICHHS KOMMYHUKATHUBHBIX — 3aJad
COBpEMEHHBIC TEXHUYECKUE cpeacTBa u nHdopmanmonnsie Texnonoruu (I1K-10);

- HABBIKAMHU HCTOJIb30BAaHUS COBPEMEHHBIX METOJOB IOMCKOBO-CIIPABOYHON H
aAHATUTHYECKOW paboThl, HEOOXOMUMBIMHU YIIPABICHYECKOMY IEpcoHay s 3(PQPEKTHBHOTO
OpPUEHTHPOBAHUS U ONEPATUBHOTO HAXOXKIEHHUS CITPAaBOYHON MH(POPMAIUY;

- HaBBIKAMHA  KOMITBIOTEPHOH  IMOATOTOBKM JTOKYMEHTOB ¥  HCIOJB30BAHMUS
TEXHUYECKUX CPE/ICTB O(PUCHOM 1A TEIIbHOCTH;

- HaBBIKAMU PAOOTHI C OCHOBHBIMH TEKCTOBBIMH PEIAaKTOPaMHU M DJIEKTPOHHBIMH
TabmuuaMu JUis (GOPMHUPOBAHUS U OOpabOOTKM TEKCTOBOM JOKYMEHTAllUM M HMHOHN Jel0oBOM
nH(pOpPMAaLINH.

6. Conepxxanue Q¥ CHUNITHHBI
B ocHOBe TUCHUIIIMHBI JI€KaT 5 OCHOBOIOJIATAIONINX Pa3/AeIIOB:
1. Opraau3zanus 1eJ0MpOU3BOJICTBA U JOKYMEHTHPOBAHHSI.
2 TpeboBanus K 0(hOPMIICHUIO TOKYMEHTALIUH.
3. JlenoBasi KOpPECIIOHEHITHA.
4. CokpaillieHue CoB.
5 CoBemanus u Tene(OHHBIE TIEPETOBOPHI.

7. ®opMBbI OPraHu3an UM Y4e0HOro npouecca mno AMCHHILINHE

N3yuenne qucuuninuael «lOKyMEHTUPOBAHUE XO3SMCTBEHHOMN NEATEIBHOCTU
CKJIaJIBIBAETCS U3 CIEIYIOIUX YIEMEHTOB:

- JIEKIIMM 110 AMCLUIUIMHE B COOTBETCTBUU C paboueii mporpaMMoi U KaJleHIapHbIM
IJIAHOM;

- IPAKTUYECKUE 3aHIATHS;



- CaMOCTOATENbHOE U3yUeHHUE TMPOOIeM, BRBIHECEHHBIX Ha JIEKIIMOHHBIX U
MPAKTUYECKUX 3aHATHAX;

- CaMOCTOATEIbHOE U3YUEHUE OTIEIIbHBIX BOIIPOCOB, HE BKJIIOYEHHBIX B COACPKAHUE
JEKIMOHHBIX U MPAKTUYECKUX 3aHATUH;

- MOJrOTOBKA K TEKYILEMY U IPOMEKYTOUHOMY KOHTPOJIIO 3HAHUIA,

- TECTUPOBAHUE 3HAHUI CTY/IEHTOB;

- KOHCYJIbTallMU MIperno/iaBaTeliei;

- BBITTOJTHEHUE KOHTPOJIBHOUW pabOoTHI (/1711 320YHUKOB);

- IOATOTOBKA K UTOTOBOMY 3a4ETYy.

IToAroToBKa K MPakKTUYECKUM 3aHIATHSAM U CAMOCTOSITEIBHOE U3YUEHUE OTIAEIbHBIX
PEKOMEHAYEMBIX K U3YUEHHUIO BOIIPOCOB OCYILECTBIISETCS C UCIIOJIb30BAHUEM:

- JIEKIIMOHHBIX MaTEPHAJIOB;

- PEKOMEH1YEMOM JINTEpaTypHI;

- IEPUOINYECKHUX U3JaHUN;

- cetu «HTEpHETY.

8. Buabl KOHTPOJIA
3auer - 1/1 cemectp
CocraBuTenb
Uyrynos A.B., k.3.H., JOIIEHT



