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1. HEJIM U 3ATAYHU OCBOEHMUSA JTUCHUIIJIMHBI

Leab ocBOeHUS AUCHUILIUHBI:

— JIaTh CTYJAEHTaM TEOPETUYECKUE 3HAHMS W NPAKTUYECKHUE HABBIKM YMEHHS B
00JacTH  JIOKYMEHTALIMOHHOTO  OOECleYeHUs  YIpaBICHYECKON  JESTENbHOCTH,
BO3MOXXHOCTH HX MPAKTUYECKOI0 MPUMEHEHHS JJIsi CAMOCTOSITENIbHOW pa3paboTKu U
IIPUHATHUS YIIPABICHYECKUX PEIIEHUN HA YPOBHE CPEIHETO 3BEHA.

OcHOBHBIE 321244 OCBOCHUS TUCIHUIINHBI:

— TMOHMMAHHUE CYIIHOCTU W 3HAYEHHUS JIEJONPOM3BOJICTBA MPU  aHAIM3E
YIPABJICHYECKOU NESATEIbHOCTH OPraHUu3alnu;

— OCBOCHHE OCHOBHBIX METOJIOB U CHENU(DPUIESCKUX MPUEMOB IOKYMEHTAIMOHHOTO
oOecriedeHus yrpaBlIeHUs U MPUMEHEHNE UX Ha MPAKTHKE.

PesynbraTom ocBoenust aucuuiuinabl «OI1.06 JlokymenTanmonHoe obecrieueHue
yIpaBJieHUus» oOydarommmucs 1o crnenuanpbHoct  38.02.01 OkoHOMHKa U
OyxraJiTepckuii yder (IO OTpacisiM) SBJISIETCS OBJIQJICHUE OCHOBHBIM BHUJOM
npodeccuoHanbHou nesareabHocT (BIIJl) 1 cOOTBETCTBYIOMMMU KOMIIETEHIIUSMHU.

2. MECTO JUCHUIIJIAHBI B CTPYKTYPE OEPA3OBATEJIBHOM
IHHPOI'PAMMUBI

HuctumuimHa «JlokyMeHTalMOHHOE OO0ECIICUCHHUE YIPABJICHUS» HAXOJIUTCS B
00s13aTeIbHOM YacTH IUKIa 001IenpoeCcCHOHATBHBIX AUCITUILINH Y4eOHOrO IJIaHa.

JucnunnmHa u3ydaercs Ha 3 Kypce B 6 cemectpe (ouHOoe oOydeHue), 3 Kypce
(3aouHOE OOyUeHue).



3. IIEPEYEHb IINTAHUPYEMBIX PE3YJIbTATOB OBYUEHMUSI 110
JUCHUIIVIMHE, COOTHECEHHBIX C IINTAHUPYEMbBIMHA
PE3YJBTATAMM OCBOEHHMSA OBPA3OBATEJBHOM ITPOI'PAMMBI

B peE3yIbTaTC OCBOCHHA IOUCHUIIJIMHBI 06yqa}oump”1c;[ JOJDKEH OBJIaACTH

YMCHUSAMHU U 3HAHUSMHU B LCIIAX HpI/IO6peTCHI/IH CIeaAyrommnx KOMHeTeHHHfIZ

Kon HaumeHoBaHue KOMIIETEHIIUH IInanupyemble pe3yabTaThbl 00yuYeHHUs M0
(mn1aHupyeMble pe3yabTaThl AUCHHUILINHE,
ocsoenus OII) XapaKkTepu3youue 3Tanbl
(popMHpOBaHMs KOMIIETECHIIUH
OO0umue KoMneTeHUUU
OKO01. Br16upath criocoObl perieHus 3a1aq B o0Js1acTH 3HaHUA U MOHMMaHuA (A)
poQecCUOHATbHOM esTeIbHOCTH 3HaTh:
IIPUMEHUTENBHO K Pa3INnYHbIM - TOHATHE, IeJlu, 3aJa4d M  IPUHLUIIEI
KOHTEKCTaM JIeJIONPOU3BOACTBA;
OK 02 Hcronb30BaTh COBPEMEHHBIE CPEICTBA | = OCHOBHBIE IIOHATHA  JOKYMEHTAllMOHHOIO
MIOKCKA, aHAJIM3a U UHTEPIIPETALUU obecriedeHus yrnpaBlieHHs;
uH(popMauu U HH(GOPMaLIHOHHbIE - CHUCTeMbl JOKYMEHTAllMOHHOIro olecreyeHus
TEXHOJIOTHH JJIs1 BBIIOJHEHUS 33134 yIpaBJICHHUS;
npodecCHOHAILHON AeITEIIbHOCTH - KJIacCU(UKALIUIO IOKYMEHTOB;
OK 03. [TnaHUpOBATh M PEATU30BBIBATH - TpebOBaHUs K COCTaBJIEHHUIO U O(POPMIIEHUIO
cobcTBEHHOE NpodecCHoHaIbHOE U HAOKYMCHTOB,
JUYHOCTHOE pa3BUTHE, - OpraHu3alUIo JIOKYMEHTO00OpOTa: MpHeMa,
IpEANPUHIMATENLCKYIO IEITENBHOCT, | 00pPabOTKy, PErMCTPAlMIO, KOHTPOJIb, XPAaHEHHE
B IIpodeccroHanbHOU chepe, JIOKYMEHTOB, HOMEHKJIATYpy A€l
UCIOJIb30BaTh 3HAHUS MO (PUHAHCOBOM
IPaMOTHOCTHU B Pa3IMUYHBIX
JKU3HEHHBIX CUTYyalUsIX
B o0s1acTH HHTe/UIEKTYaIbHBIX HABBIKOB (B)
YMmerTs:
- 0OpMIIITh JOKYMEHTAILUIO B COOTBETCTBUU C
HOpPMAaTUBHOU 0a30ii, B T.4. C UCIOJIb30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOTUH;
- OCBaMBaTh TEXHOJIOTMM AaBTOMAaTHU3UPOBAHHOM
00paboTKH TOKyMEHTALUU;
- HCHOJIb30BaTh yHU(PUUIHUPOBaHHBIE (HOPMBI
JIOKYMEHTOB;
- OCYLIECTBIATh  XpaHEHWE U  IOHUCK
JIOKyMEHTOB;
- HCIIONIb30BaTh  TEJIIEKOMMYHHKAIIHOHHbBIE
TEXHOJIOT' MU B AJIEKTPOHHOM
JIOKyMEHTOOOOpOTE.
ITpodeccnoHaibHbIe KOMIIETCHIIUNU
K 1.1 OO6pabatbiBaTh EPBUUHBIE
OyXraJTepckue JTOKyMEeHTbI
K 1.2 Pa3zpabaTbiBaTh M COTJIACOBBIBATH C
PYKOBOJACTBOM OpraHu3ainuu padounii
IUIaH CYETOB OyXrajaTepcKoro yuera
OpraHu3aluu




IIK'1.3

[IpoBOAUTE ydeT NEHEXKHBIX CPELCTB,
oopMIIATE JEHEXKHbIE U KAaCCOBBHIE
JIOKYMEHTBI

IIK 1.4

dopmupoBaTh Oyxrajrepckue
NPOBOJKKM MO  y4ery  aKTUBOB
OpraHu3allii Ha OCHOBE pabodero
TUIaHA CYETOB OYXTaJTepPCKOro yJyera

IIK 2.1

dopmupoBaTh Oyxranrepckue
MNPOBOAKK IO Y4YeTy HCTOYHUKOB
aKTUBOB OpraHM3alliM Ha OCHOBE
pabouero TJIaHa CUETOB
OyXraJITepcKoro yuera

IIK 2.2

BbINONHATE TOpY4EHHSI PYKOBOJCTBA B
cocTaBse KOMHCCHH o
WHBEHTApU3allM¥ aKTUBOB B MECTaX UX
XpaHEeHus

IIK 2.3

[TpoBoauTH MOJTOTOBKY K
WHBEHTapU3aluu u MIPOBEPKY
JNEHCTBUTENHHOTO COOTBETCTBHS
(hakTHYeCKIX TAHHBIX
WHBEHTAPU3AINH IAHHBIM y4eTa

IIK 2.4

Otpaxatb B OyXrajaTepckux
IpOBOJKaX  3a4eT W  CIHCaHUe
HEe/OCTaul LEHHOCTEH (peryaupoBaTh
MHBEHTAapU3aLMOHHBIE PAa3HMULBI) IO
pe3yJbTaTaM HHBEHTAPU3ALUU

K 3.1

®dopmupoBaTh Oyxranrepckue
OPOBOJKK MO  HAYUCICHHUIO |
MIEPEUHCIICHUIO HAJIOrOB U cOOpPOB B
OF0KETHI PA3IMYHBIX YPOBHEH

IIK 3.2

OdopmisaTh MIaTEKHBIE JTOKYMEHTHI
JUTsl TIEPEYUCIICHUSI HAJIOTOB U COOPOB
B OWJ/KET, KOHTPOJUPOBATH HX
MPOXOKJIEHUE IO PacCueTHO-KaCCOBBIM
OAHKOBCKHUM O epalrusm

IIK 3.3

®opmupoBaTh Oyxranrepckue
IPOBOAKM [0  HAYUCIEHUIO U
NIEPEYHCIIEHUIO CTPaXOBbIX B3HOCOB BO
BHEOIOKETHbIE (DOH/ABI U HAJIOIOBbIE
OpraHsl

I1K 3.4

OdopMIsTh MIATSKHBIC JOKYMEHTHI
Ha MEPEYUCICHUE CTPAaXOBBIX B3HOCOB
BO BHEOIOIKETHBIE (hOHTIBI u
HAJIOTOBBIC OPraHbl, KOHTPOJIHPOBATH
UX TPOXOXKJICHHWE IO  PaCYCTHO-
KacCOBBIM OaHKOBCKUM OITCPAIIHSIM

IIK 4.1

OtpaxaTh HapacTalOIMM HMTOTOM Ha
cuerax OyXrajaTepckoro yuera
UMYIIECTBEHHOE U ¢uHaHCOBOE
MIOJIOKEHUE OpraHU3aluy, ONpPENEIsaTh
pe3yNbTaThl XO3SMICTBEHH O
JESITEIbHOCTU 332 OTYETHBIN MEePUOJL

11K 4.2

CocraBnare (opMbel  OyXranTepckoi




(puHAHCOBOIA) OTYETHOCTH B
YCTAHOBJICHHBIC  3aKOHOJATEIbCTBOM
CpOKH

I1IK 4.3

CocraBisiTh (OTYETHI) W HAJOTOBbIE
JeKJapanuy Mo HajoraMm u cbopam B
OIO/KeT,  y4YuThbIBas  OTMEHEHHBIH
enuHblii conuaneHbiii Hamor (ECH),
OTYETHl MO CTPaxOBbIM B3HOCAM B
rocyJ1apCTBEHHbIE BHEOIO)KETHbIE
boHIbI, a TaKXKe bopmBI
CTaTUCTUYECKON OTYETHOCTH B
YCTaHOBJICHHBIE  3aKOHOJATEIbCTBOM
CPOKHU

[IK 4.4

[IpoBOAUTE  KOHTpPOJL W  aHAIMU3

uHpopmauu 00 aKTHBaX u
($uHaHCOBOM IIOJIOKEHUU
OpraHu3aIH, ee

IJIATEKECIIOCOOHOCTH U JO0XOOHOCTH

4. OBPBEM JJUCHUIIVIMHBI B 3AYETHbBIX EJUHUILAX C YKAZAHUEM
KOJIMYECTBA YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY

OBYYAIOIIUXCHA C ITPENIOJABATEJIEM (ITO BUJAM YYEBHbBIX

3AHSTHUN) U HA CAMOCTOSATEJIBHYIO PABOTY OBYYAIOIINXCHA

OO61mast TpyI0eMKOCTh JUCITUIIINHBI COCTaBJIsIeT 36 4acoB.

4.1. O0beM JUCHUILIMHBI U BUABI y4eOHOU padoThI:

4.1.1. Ounas ¢opma odyuenusi: Cemectp — 6, BUJ] OTIETHOCTH — KOHTPOJIbHAsS paboTa
(3a4er 1o pe3yJbTaTaM KOHTPOJIbHON paboThl).

Bup yueOHoii paGoThl

O0BeEM YacoB

O0BeM yacoB

BCETO 6 cemectp
OO0mas Tpy10eMKOCTH THCIIUTLTHHBI 36 36
Oo6s3arenbHas yueOHasi Harpy3Ka (Bcero) 36 36
B TOM 4YHCJIE:
Jlexuuu (JI) 18 18
Cemunapckue 3ausatus (C3) 18 18

JlabopaTopusbie pabotsi (JIP)

Koncyabranuu

CamocTosiTeqibHas padora:

Kypcosoii npoekr (KII)

KypcoBas pa6ota (KP)

Pacuerno-rpaduueckas padora (PI'P)

Pedepar (P)

Occe (D)

KonTtponbshas pabora

CaMocCTOSTEIIbHOE HU3Y4YCHUC PA3JCIIOB




CamomnoaroroBka (mpopadboTka ¥ MOBTOPEHUE JEKIIUOHHOT O
MaTepuaia u MaTepuasa yueOHUKOB U Y4eOHBIX TOCOOUIA,
MOJITOTOBKA K JJA0OPATOPHBIM U MPAKTHYCCKUM 3aHSATHSIM,

KOJIJIOKBUYMaM, pPyOE€KHOMY KOHTPOJIIO U T.J1.)

IToaroroBka u caada 3K3aMeHa

IloaroroBska u ciada 3adyera

4.1.2. 3aounas popma odyuenusi: Kypc— 3, BUJ OTUETHOCTH — KOHTPOJIbHAs paboTa
(3a4eT mo pe3yspTaTaM KOHTPOJILHOM paboThI).

Buj yueOHoii padoThl

O0BEM YacoB

O0BEM YacoB

O0BEM YacoB

BCET0 2 Kypc 3 Kypc

OO0mast Tpy10€eMKOCTb M CUMIIHHBI 36 - 36
Oosi3aTesibHas ydyeOHasi HATPY3Ka (BCero) 16 - 16
B TOM YHCIIE:

Jlexmuu (JI) 6 - 6
Cemunapckue 3austus (C3) 10 - 10
JlabopaTtopHbie padoTsl (JIP) - - -
CamocTosiTesibHasi pagoTa: 20 - 20
Kypcosoii npoext (KIT) - - -
Kypcosas pa6ota (KP) - - -
PacuerHo-rpaduueckas padota (PI'P) - - -
Pedepart (P) - - -
Occe (D) - - -

KonTtponbshas pabora

CaMOCTOSTEIIbHOS HU3Yy4YCHUC PA3ACIO0B

CamonoaroroBka (mpopaboTKa 1 MOBTOPEHHE
JIEKIIMOHHOT 0 MaTepuaa U Marepuaia yaeOHUKOB U
y4eOHBIX TOCOOMI1, MOATrOTOBKA K JIAOOPATOPHBIM U
NPAaKTHYECKUM 3aHATUSIM, KOJUIOKBUYMaM,
pyOEKHOMY KOHTPOJIIO H T.1.)

HOI[I‘OTOBKa " cJayda 3K3aMCHa

IloaroroBska u ciaya 3adyera




5. COIEPXXAHME YUYEBHOU JJUCLIUTIJIMHBI

5.1. Conepxanue ITMCUMILIMHBL, CTPYKTYPHPOBAHHOE 110 TEMAaM C YKa3aHUEM
OTBEACHHOI'0 HA HUX KOJIHUYIECTBA 4aCOB
1 BUI0B YYEOHBIX 3aHATHIM:
5.1.1 Ounas ¢popma o0yueHust
HaunmenoBanue Coaep:kanue yueOHOT0o MaTepuasia, 1ad0opaTopHbie padoThl U 1017}
pa3aesioB U TeM NPaKTHYeCKUEe 3aHATHS, CAMOCTOsITeJIbHAA padoTa eM
o0yuaroumxcsi, KypcoBasi padora (mpoekr) (eciu yaco
IPEIYCMOTPEHBI) B
1 2 3
Paznean 1. [lonsitus
Y TIPUHITUIIBI
JIOKYMEHTAIL[MOHHOT
o obecrnieueHus
yIPaBJICHHUS
Tema 1.1. Ilonsitue, | Comep:kaHue y4eOHOTO MaTepHuaJia
e, 3a1a49u 1 1 | Ucropuss pasButus pgenonpousBoacrsa B Poccuu. [lonstue 2
TIPUHIIHIIBI «ITOKYMEHT, «JIOKYMEHTOBEJCHUEY, «TOKYMEHTallHOHHOE
JIETOTPOM3BO/ICTBA obecrnieuenue ynpasieHus». Llean nenonpousBoacTBa. 3a1auu u
NPUHLHUIIB AeNonpon3BoacTBa. HopmatuBHO-MeToandeckas 6a3a
JIeJI0N POU3BOICTBA.
Tema 1.2. Conep:xanue yueOHOro Marepuajia
yHH(bHKaLIHH Hu VHI/I(I)I/IKauH;I M CTaHJAapTHU3alHus JOKYMCHTOB.
CTaHAapTU3ALUSL 1 Obmepoccuiickue Kiaaccu(GuKaTopbl TEXHUKO-IKOHOMUYECKOU U 2
JIOKYMEHTOB. COLIMAJIbHOM MH(opMaIuu.
IIpakTnyeckue 3aHATHSA:
1 | OcHOBBI JOKYMEHTHUPOBAHUS 2
Tema 1.3. Coaepxanue yueOHOro MaTepuajia
Knaccupuranus 1 | Buas! u knaccudukanus J0KyMeHToB. biaHk JokyMeHTa. 2
JOKYMEHTOB U CoctaB  pekBU3UTOB JokyMeHTa. IlpaBuna odopmueHus
TpeOoBaHUS K PCKBHA3UTOB.
COCTABJICHHIO U I[IpakTu4yeckne 3aHATHUS:
odopMIeHIIO 1. Ilpornecc oopmieHns pEKBU3UTOB JOKYMEHTOB 2
JIOKYMEHTOB.
Paznea 2.
CocraBnenue u
oopmieHue
OCHOBHBIX BUJIOB
YIPAaBJIEHY €CKUX
JIOKYMEHTOB
Tema 2.1. Cucrema Conep:xanue yueOHOro Mmarepuaja
OpraHu3auuOHHO- 1 | Ha3snauenue " COCTaB OpraHu3aIMOHHO-TIPABOBOI 2
IIPaBOBOM JIOKYMEHTAIUU B YIIPABJIECHYECKON AEATEIbHOCTH MPEATI PUITHS.
JIOKYMEHTAITHH. OCHOBHBIE BHJIBI  OPraHU3ALMOHHO-TIPABOBBIX JIOKYMEHTOB:
yCTaB, y4penuTebHbII OrOBOp, MOJOXKEHHE 00 YUpexKJIEeHUH,
JIOJDKHOCTHAS! MHCTPYKIIMS, INTATHOE PAaClMCAHUE, HHCTPYKLHSL. 2




Tema 2.2. Cucrema | Conepikanue y4eGHOr0 MaTepuasia ‘

pacmopsiaurenbHod U | 1 | HasHaueHne W COCTaB  PaCOPSAMTENBHOM
CIIPaBOYHO- JOKyMeHTaluu. PacnopsauTensHble JOKYMEHTBI:
MH(POPMAITHOHHO IIPUKa3bl HA OCHOBE €IMHOHAYaIus (10 OCHOBHOM 2
JIOKYMEHTALH. JESITEIbHOCTU u JUYHOMY COCTaBy).
Pacniopsbxkenusi,  ykazaHwsl. [TocranoBneHus,
pelieHus, MIPOTOKOJIBI Ha OCHOBE
2 | KOIIerHaIbHOCTH.

Ha3nauenue U cocTaB CIIPaBOYHO- 2
UHPOpPMAIIMOHHONH JoKyMeHTauuu. CrpaBodHO-
UH(POPMAIIMOHHBIE JOKYMEHTBI: aKT, OKJIAIHAs
3 | (cimyxebHast) 3anucka; crpaBka. 2
Ocobennocty 0OpMIIEHUS AKTOB PEBU3HH KACCHI.
[Topsimok cocTaBiieHHs] aKTOB CBEPKH pPacyeToB
MeXay neouropamu U kpeautopamu. CirykeOHbIe
IUCHhMA.

IIpakTu4eckoe 3aHATHE

OO0uMe NoHATHS U TPeOOBAHUS K COCTABJICHUIO JOKYMEHTOB
«CocraBnenne u  odopmiuenue OPJ[ u  copaBouHO-
UH(GOPMAIIMOHHOM TOKYMEHTALUN»

Tema 2.3.. Conep:xkanue y4eOHOTro MaTepuasia

Opranusanust 1 | CocraB u y4eT o6beMa JOKYMEHTO000pOTa IPEAIPUITUN U
paboTHI C opranuzanuii. [lepenaya TOKyMeHTOB BHYTPH OpraHU3aIINN.
JIOKyMEHTAMH. VY4yeT konmyecTBa TOKYMEHTOB.

Opranu3zanus paboTsl ¢ JOKYMEHTAaIlM e, mocTynaromuei B
YUPEKIEHUS, TPEATIPUATHS, OpraHU3alUN: IPHEM BXOIAIINX
JIOKYMEHTOB, 00paboTKa, IpeaBapUTEIbHOE PACCMOTPEHUE U
pacrpesneneHle, perucTpalus, pacCMOTPEHNE TOKYMEHTOB
PYKOBOACTBOM, HcnoHeHUEe. OTnpaBKa UCXOIALIIMX
JTOKYMEHTOB.

HpaKanecKne 3aHATHUSHA

«Opranun3anust padoThl ¢ JOKYMEHTAMH 110 JINYHOMY COCTaBY

OCHOBBI 1T0KyMEHTO00OpOTa

CamocrosiTesbHas padoTa

N3yuenne 'OCToB 1o 1e10NpOU3BOACTBY
Hanwucanue pedepaToB, 1OKJIAA0B, 10 HHIUBUAYAIbHBIM 3aIaHUSM MIPEIOIaBaTEIIS.
OdopmiteHne 61aHKa JOKYMEHTA M PEKBU3HTOB.

AnHanu3 cocTtaBieHHS U OQPOPMIICHHUS PEKBU3UTOB JOKYMEHTOB MO WHIWBHIYalbHBIM
3aJlaHUSM.

N3yuenne TpeOOBaHUl K COCTABICHUIO CIIPAaBOYHO-NH()OPMAIIMOHHBIX TOKYMEHTOB
PaccMoTpeTh aHanm3 JOKYMEHTAIlMOHHOTO OOecredeHus! YyIpaBiIeHNUs MPUMEHUTEIbHO K
KOHKpPETHOM (opMaM HpeanpHUsITHHA

O3HakoMuUTCSl ¢ (GYHKIIMOHUPOBAHMEM CHCTEMBbl JOKYMEHTAalMOHHOIo oOecredeHus
yTpaBJIeHUs B 3apyOeKHBIX CTpaHax.




KonTpoabHas paGoTa (3a4eT 1o pe3yjJbTaTaM KOHTPOJIbHOH padoThl)

Koncyabranumn
Bceero: 36
5.1.23a0unas popma o0yyenust
HaumeHnoBanue Conep:kanue yueOHOTro MaTepuasia, 1ad0opaTopHbie padoThl U Oo0bem
pa3/iesioB U TeM NpaKTH4YeCKue 3aHATHS, CAMOCTOsITeIbHasi padoTa 4yacoB
o0yyarmuxcs, KypcoBasi padora (Impoekr) (eciu
PEAYCMOTPEHBI)
1 2 3
Paznea 1.
[Tonsarus n
TIPUHITAIIBI
JOKYMEHTAal[MOHH

0oro ooecreueHus

yIpaBICHUS
Tema 1.1. CamocTosiTesibHOE M3YyUeHHE Y4eOHOT0 MaTepuaa
[MousTue, uenw, 1 | Uctopusa pasButust paenonpousBojactsa B Poccuu. Ilonsitue 2
3a7a4d u «JOKYMEHT»,  «JIOKYMEHTOBEIEHUE», « OKYMEHTAl[MMOHHOE
TPUHIMTIBI obecrieueHune ynpasieHus». Llenn nenonpousBoacTBa. 3agauu u
JeNONPOU3BOACTBA IPUHLIMIBL  Jenonpou3BoacTBa. HopmaTtuBHO-MeTonuyeckas
0a3a J1emonpon3BOICTBA.
Tema 1.2. Copaepxanue y4e0HOIro Mmarepuajia
Yuudukanus u
CTaHapTH3ALMS % YHaudukanus u craHAapTU3auUsI JOKYMEHTOB. 2
JIOKYMEHTOB. Oobmepoccuiickie KIacCHPUKATOPhl TEXHUKO-YKOHOMUYECKON H
colMaIbHON HH(pOpPMAILIUH.

IIpakTHyeckue 3aHATUA:

1 | OcHOBBI JOKYMEHTHPOBAHUS 2
Tema 1.3. Coaeprxanue y4eOHOIro MaTepuajia
Knaccuduxarms
JOKYMEHTOB U 1 | Bunsl u knaccudukanus 10KyMeHTOB. biaHk JokyMeHTa. 2
Tpe6GoBaHus K o | Cocra  pexkBu3uTOB  JOKYMeHTta. IlpaBuma  odopmienus | 2
COCTaBJICHUIO U PCKBU3HUTOB.
o opMICHHIO IIpakTH4yeckue 3aHATHS:
JOKYMEHTOB. 1. IIpouecc oopmiieHHsI pEKBU3UTOB JOKYMEHTOB 2
Paznea 2.
CocraBnenue u
oopmieHue
OCHOBHBIX BH/IOB
yIpaBIeHY €CKUX
JIOKYMEHTOB
Tema 2.1. CaMocTosiTe/IbHOE H3yYeHHe Yy4eOHOro MaTepuaia
Cucrema 1 | Ha3znauenue u COCTaB OpPraHU3allMOHHO-TIPABOBOU | 2




OpraHn3aliluOHHO-

JOKYMCHTAallUU B praBHeHHGCKOﬁ ACATCIIbHOCTU MTPEAIIPUATUA.

MPaBOBOM

JIOKYMEHTAITHH. OcCHOBHbIE BHUIbl OpPraHU3aLMOHHO-IIPABOBBIX JOKYMEHTOB:
YCTaB, YYPEIUTEIbHBIA JOTOBOP, MOJOXKEHHE 00 YUYPEKICHUH,
JOJDKHOCTHASI HHCTPYKLMS, IITATHOE PACHUCAHUE, UHCTPYKIHUS.

Tema 2.2. CamocTosiTe/ibHOE U3yYeHne Y4eOHOro MaTepuajia

Cucrema 1 | HaznaueHne u COCTaB pacHOPSAUTENbHOW JOKYMEHTAIUH.

pacmopsiAUTENHHO PacniopsinutenbHbie  JHOKYMEHTHI:  TNpUKa3bl Ha  OCHOBE

it u cipaBouHO- enuHOHavyamusi (10 OCHOBHOM JICATENBHOCTH W JIMYHOMY

HMH(POPMAITMOHHOM
JOKYMEHTAIIUH.

coctaBy). Pacnopsixenus, ykazanus. [loctanoBieHus, peuieHus,
MPOTOKOJIBl HA OCHOBE KOJUIETHAIbHOCTH.

Haznauenue 51 COCTaB CIpaBOYHO-UH(POPMAIIIOHHON
nokyMmeHTaruu. CripaBouHO-HH(GOPMAITMOHHBIC TOKYMEHTHI: aKT,
JOKJaaHas (CiryeOHas ) 3aIUCKa; CIIpaBKa.

Ocobennocti 0¢opMIIeHHUS aKTOB peBU3MM Kacchl. [lopsmok
COCTaBJICHHUSI AaKTOB CBEPKU pPACUETOB MEXIy IeOMTOpamMH U
kpeautopamu. Ciry:keOHbIE THUChMA.

HpaKaneCKoe 3aHATHE

OO61ue moHATHS U TpeOOBAaHUS K COCTABICHHUIO IOKYMEHTOB
«CocraBnenue u opopmienue OP/] u cnpaBouHO-MHPOPMAITUOHHOM
JIOKYMEHTAIN

Tema 2.3..
Opranuzanus
paboTsl ¢
JOKYMEHTAMH.

CamocTosiTe/IbHOE H3yYeHHe Y4eOHOr0 MaTepuajia

1

CocraB u yueT o0beMa JOKyMEHTO000POTa MPEANPUATHHA U
opranuzanuii. [lepenadya JOKyMEHTOB BHYTPHU OpraHu3allii.
VYder Konu4yecTBa JOKYMEHTOB.

Opranuzaius paboThl ¢ JOKyMEHTAIMEH, MOCTyaoIIeH B
YUpEXKACHUS, IPEIMPUSATHS, OPTraHU3AINHU: TIPUEM BXOISIIIX
JIOKYMEHTOB, 00pa0oTKa, MpeIBapuTEILHOE PACCMOTPEHHUE
pacrnpeneneHue, perucrpaius, pacCMOTpEHUE TOKYMEHTOB
PYKOBOJICTBOM, UcroHeHHEe. OTIpaBKa UCXOIAIINX
JTOKYMEHTOB.

IIpakTHyeckue 3aHATHS

«Opranunzanus paboTsl ¢ JOKYMEHTaMHU 110 JINYHOMY COCTABY

OCHOBBI TOKyMEHTOO00pOTa

KonTpoJabHas paGoTa (3a4eT 1o pe3yjJbTaTaM KOHTPOJIbHOH padoThl)

Bcero:

36

6. YHEBHO-METOIUYECKOE OBECIHIEYEHHUE JUCIHUIIJIMHbI

6.1.

Ilepeyenn

OCHOBHOW M [IONOJHHUTEJbHON Y4eOHOH

He00X0IMM O 1JI OCBOCHHUS AUCIUILJINHBI:

6.1.1. OcHoBHas JuTEpaTypa:

1. ApacnanoBa, B. A. JlokyMeHTallMOHHOE O0ECTIEYeHUE yIpaBIeHUs : yueOHOe

JIUTEPaTyphl,

nocobue / B. A. ApacnanoBa. — 3-¢ u3j., aoi. u nepepad. — Cypryr :Cypl'TIY,



2019. — 239 ¢. — ISBN 978-5-93190-385-9. — TekcT : anexkTpoHHbI# // JIaHb :
AJIEKTPOHHO-OMOmMoTeunas cucrema. — URL: https://e.lanbook.com/book/151937

6.1.2. /lonosiHuTEIBHAS JINTEPATYpA:

1. bopucoB, Eprenmii ®rmmnmoBud. DkoHoOMuYeckas Teopus : yued. / E. @.
bopucos. - 2-e¢ u3a., nepepabd. u gom. - M. : IIpocnekr, 2021. - 535 c.

2. Kysuenos, U. H. [lenonpou3BoacTBo :yueOHO- crpaBodHoe mocodue / M. H.
Ky3nernoB. — 6-e¢ m31. — Mocksa : [lamkoB u K, 2017. — 460 c. — ISBN 978-5-
394-01981-4. — Tekct : anekTpoHHbIM // Jlanb : BIEKTPOHHO-OMOIMOTEYHAs
cuctema. — URL.: https://e.lanbook.com/book/105543

3. OpraHm3anys W TEXHOJIOTUS JIOKYMEHTAIIMOHHOTO OOCCIICUCHUS YIPABICHHS :
yuebHoe nocoodue / cocrasutens C. E. Mumennn. — Kemepoo :KemI'VY, 2021. —
478 c. — ISBN 978-5-8353-2149-0. — TekcT : 31eKTpoHHbIH // JIaHb : 37E€KTPOHHO-
oubaroreunas cuctema. — URL: https://e.lanbook.com/book/103098

6.2. Ilepeuenb pecypcoB HHGOPMALMOHHO-TEJEKOMMYHUKAIMOHHON CeTH
NuTepHeT, HEOOXOMUMBIX /IJI51 OCBOCHUS TUCIUNIMHBI:

WWW.economy.gov.ru (MUHUCTEPCTBO 3KOHOMHUYECKOTO Pa3BUTHUS U TOPTOBIIN)
wWww.expert.ru (kypHai «KCIepT»)

www.fas.ru (denepanbHas AHTUMOHOMONBHAS CITYXK0a)

www.minfin.ru (MunuctepcTBo huHaHCcOB Poccum)

www.nalog.ru (MUHKCTEPCTBO IO HAJIOraM M cOopam)

www.rbk.ru (MagdopmarrionHoe areatctBo PBK)

www.fcsm.ru(denepanbras ciayx0a 1Mo GUHAHCOBBIM PHIHKAM )

www.edu.ru (PeaepanbHbiii mopran "Poccuiickoe obpazoBanue”)
www.auditorium.ru (sJeKTpoHHas HaydHas U yueOHas OMOIrnoTeKa)
www.rsl.ru (Poccuiickasi rocyapcTBeHHAs OMOIHOTEKA)

6.3. IlepeueHb y4eOHO-MeTOAUYECKOr0 ofecreyeHUsl A CaAMOCTOSTEIbHOI
padoThI 00YyYAIIMXCSH M0 JUCHUILTHHE:

1. KabanoB A.E. COOpHHK  TECTOBBIX  3aJaHUd MO  AUCIUIUIMHE
«JlokyMEHTalIlMOHHOE ~ OOeclieyeHUe  yINpaBlIEHUS»  JUIsI  CTYIEHTOB,
OOy4arommxcss MO0 HKOHOMUYECKUM  CIEHUANBHOCTSIM / MOOIeKHBIMU:
M3narensctBo Upkyrckuit 'AY, 2018. —23 c.

2. Mexyesa T.H. CnpaBounuk mo jnenonpou3BoacTBy: 2-¢ uza. / T.H. Mexyesa.
— M.: POCBYX, U] «I'poccMenunay», 2023. - 264 c.

IToMuMO pPEKOMEHJOBAHHOM OCHOBHOW W JOMOJHUTEIBHOW JIUTEPATyphl, a
Takke pecypcoB MHTEpHET, B Mpoiiecce caMOCTOSITENbHOU PaboOThl CTYAEHTHI MOTYT
MOJIb30BATHCS PA3IMYHBIMU METOJUYECKUMHU MAaTEpUAIaMU.


https://e.lanbook.com/book/151937
https://e.lanbook.com/book/105543
http://www.economy.gov.ru/
http://www.expert.ru/
http://www.fas.ru/
http://www.minfin.ru/
http://www.nalog.ru/
http://www.rbk.ru/
http://www.fcsm.ru/
http://www.edu.ru/
http://www.auditorium.ru/
http://www.rsl.ru/

6.4. IlepeyeHp uHPOPMALNUOHHBIX TEXHOJIOTHIA,

UCNOJIb3YeMbIX TPH

OCYmI€CTBJICHUHN OﬁpaBOBaTeJILHOFO nmpomecca 1mo JIMCuMILINMHE:

Horosop Ne, nara,

Ne n/nt HaumeHnoBanue nporpaMMHOro obecredeHus
opra’Husauus
JInneH3noHHOE MPOrpaMMHoOe obecrevyenmne
1 |MicrosoftWindows 7
i _ AKT Ha nepenauy npas H-
2 |Microsoft Office 2010 _ - 0005792 ot 08.06.2011 rona
3 |Kaspersky Business Space Security Russian Edition

CB0001HO pacipocTpaHsieMoe NPOrPpaMMHOe

o0ecrneueHue

mocka 3-X DJIEMEHTHAas MeJoBas
1., y4eOHO-HaT IS HbIC
mocoous.

Croucox IIO Ha koMmmblOTEpE:
Microsoft Windows 7, Microsoft
Office 2010, Kaspersky Business
Space Security Russian Edition,
LibreOffice 6.3.3, Adobe Acro-
bat Reader, Mozilla Firefox 83.x,

1 |LibreOffice 6.3.3
2 |AdobeAcrobatReader
3 |MozillaFirefox 83.x
4 |Opera 72.x
5 |GoogleChrome 86.x.
7. OINCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bI,
HEOBXOJUMOMH JJI51 OCYIECTBJIEHUS OGPA3SOBATEJIBHOI'O
INPOLHECCA 11O AMCHUIIVIMHE
Ne HaunmenoBanue OcHoBHOE 000py/10BaHNE dopMa UCIOIb30BaAHUS
/o 000pyZIOBaHHBIX
yueOHBIX
KaOMHETOB,
nabopaTopuii u Ap.
00BEKTOB JJIst
IPOBEACHUS
yueOHBIX 3aHATUI
1. Aynutopus 227 |Cnenuanu3upoBaHHass — MeOenb: YdyeOHas ayIuToOpus A
KOMIUIEKT Y4eOHOM MeOenu AJiapoBeneHUs 3aHATHU
IperojaBarTeds, KOMIUIEKTJIEKLIHNOHHOI'O THI1a,CEMUHAPCKOro
yaeOHoM mebenu JUISTUIIA, KYPCOBOI'O IIPOCKTUPOBAHMS
oOydarommxcs Ha 64 MecTa,(BBIIOJHEHUS KYpCOBBIX padoT),
TpuOyHa 1 mrT. IPYIIIOBBIX KOHCYJIbTallUH,
Texuuueckue CPEACTBATEKYIIEro KOHTPOJIS "
00y4eHus: MYJIbTUMEIUAIPOMEKYTOUHONH  aTTeCTaluuu /|
npoexktop Optoma X302 - 1 wmr.,Kabuner anamu3a (UHAHCOBO-

XO3AMCTBEHHOU aedTeIbHOCTH No

227.

Opera 72.x, Google Chrome




86.X.

2. Aynurtopus 318 | CnenuanusupoBaHHas  Mebenb: | YueOHas ayauTOpUs  JJIA
KOMILJIEKT y4eOHOW MeOenu JJIs | POBEACHMS 3aHATUNA
IperojiaBaTers, KOMILJICKT | JICKITAOHHOT'O THIIA
yueOHoU Mmebenu IS

oOyuarommmxcst Ha 80 wmecr,
TpuOyHa 1 mrT.

TexHudeckue cpeacTna
oOyueHms:2 JOCKH  3-X
JJIEMEHTHSIX MEJIOBBIX, Yy4eOHO-
HarJIsgHbIe TTOCOOHS.

3. Aynurtopus 123 | CnenumanusupoBaHHasi MeOenb: AyAuTOpust ISl MPOBEACHUS
Cron - 11 wr.; Cryn - 11 mrT. KOHCYJIbTallHOHHBIX u
Texuuueckue CpPECTBA |CAMOCTOSITEIbHBIX 3aHATHH;

oO0yuenus: 11 mnepcOHANBHBIX [3aHATHUM  CEMMHAPCKOrO  THIIA,
KOMIIBIOTEPOB MOJKIIIOYEHHBIX K [MHAMBUIYAJIBHBIX KOHCYJIBTALINIA,

ceru "MHTepHET" M JOCTYNOM B KypCOBOI'O IPOCKTUPOBAHUS
3JIEKTPOHHYI0 HH(GOPMAIMOHHO- (BBIIIOJIHEHUS KypCOBBIX PaboT)
00pa3oBaTeIbHYIO cpeny

OI'bOY BO Upkyrtckoro 'AY u
AJIEKTPOHHO-OMOIMOTEYH Y10
CUCTEMY (2MeKTPOHH O
6ubmuorexn); ckanep CanoScan
LIDE 110 - 2 mr.; [Ipuntep HP
Lazer Jet P 2055 - 1 mr;
[Ipuntep HP Lazer Jet M 1132
MFP - 1 IIIT.
Cmucok 110 Ha KoMmbrOTEpE:!
Microsoft Windows 7, Microsoft
Office 2010, Kaspersky Business
Space Security Russian Edition,
LibreOffice 6.3.3, Adobe Acro-
bat Reader, Mozilla Firefox 83.x,
Opera 72.x, Google Chrome
86.X.

8. KOHTPOJIb M OLIEHKA PE3VJILTATOB OCBOEHMS YUEBHOI
JTUCLMILTUHBI

KOHTpOJ'H) N OHCHKa pPE3yJIbTAaTOB OCBOCHHA IUCHUIINIMHBI OCYHICCTBJIIACTCA
npernojJaBarcjicM B IMPOHCCCC ITPOBCACHUS IMPAKTHYCCKHUX SaHSITI/Iﬁ, BBIITOJIHCHU L
06yT-IaI-OIHI/IMI/ICSI HHAWBUIYaJIbHBIX SaIIaHI/Iﬁ U TCCTUPOBAHUAI.

Pesyabrarsl 00yueHust ®opMBbI 1 METObI KOHTPOJIA U
(ocBOCHHBIC YMECHHUS U 3HAHUS) OLICHKH Pe3y/1bTATOB 00y4eHust
Ymems: BrlInmonHeHNE U O1l€HKA pe3yJIbTaTOB

- 0GOopMIATH JOKYMEHTAlMI0 B COOTBETCTBHMU C | MPAKTHUYECKUX 3aHATUH. 3amuTa
HOPMaTUBHOW 0a30if, B T.4. C HCIOJB30BAHHEM | OTUYETOB IO MPAKTUYECKUM paboTaMm.
WH(OPMAITMOHHBIX TEXHOJIOTHIA, Pemienne BapuaTuBHBIX 33714 U




- OoCBaMBaTh  TEXHOJIOTMM  aBTOMAaTU3UPOBAHHOW | YIPaKHCHHIA.
00pabOoTKH TOKYMEHTAIIUH,

- HCII0JIb30BATh YHU(PUIMPOBaHHbIE bopmbl
JOKYMEHTOB;

- OCYIIECTBJIATh XpaHEHUE U MOWCK JOKYMEHTOB;

- MCIOJIb30BaTh TEJICKOMMYHUKAIMOHHBIC TEXHOJOTHUHU
B DJIGKTPOHHOM JIOKYMEHTO000pOTE.

3namy:

- TOHATHE,  Ledd, 3agauyd M npuHounsl | IIpoBepka m onenka
JIeTIONPOU3BOJICTBA; CaMOCTOSITEITLHBIX PalboT U

- OCHOBHBIC TOHSATHS JOKYMEHTALMOHHOrO | KOHCIIEKTOB IO TEMaM.
obecrieueHus yrnpaBJeHHUs; Onenka paboThl ¢ TPOrpaMMHBIMU
- CHCTeMBI  JIOKYMEHTallUOHHOI'O  OOECHEYCeHHUs | NPOJYKTaMH.

YIIPaBIICHHUS; OreHka pe3yIbTaTOB TECTHPOBAHMSL.
- KJIaCCU()UKAITUIO IOKYMEHTOB; O1eHKa yCTHBIX U MTMCbMEHHBIX

- TpeOOBaHMS K COCTaBJICHUI0O U O(OPMIICHUIO | MHIUMBUAYAJIbHBIX OTBETOB
JIOKYMEHTOB; 00y4aeMbIX.

- OpraHu3aldi0  JIOKyMEHTOOOOpOTa:  IpHeMa,

00paboTKy, perucrpanuio, KOHTPOJb, XpaHEHUe
JIOKYMEHTOB, HOMEHKJIATypy J€JL.

@®opMbl, METOABI KOHTPOJS M OLIEHKH pPE3yJbTaTOB OOYYEHHMs JOJDKHBI
MO3BOJISITH IIPOBEPATH Y OOyYArOIIMXCSI CPOPMHUPOBAHHOCTh MPO(ECCHOHANBHBIX U
OOIIMX KOMIETEHLNH, 00ECIIeUNBAIOIINX UX YMEHUSI.

PaGouas mporpamma cocraBiieHa B cOOTBeTcTBUM ¢  DemepanrbHBIM
rOCYIapCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM CPEIHEr0 MPOQPECCHOHAITBHOTO
oopazoBanuss (PI'OC CIIO) no cnemmamsHocTH 38.02.01 OkoHOMHUKA W
OyXraJITepCKuil y4eT (Mo OTpacisim).

IIporpammy cocraBui: H.C.ITpuxoapKo, NpenoaaBaresib NEPBOM

(ToxmHch) (momxuOCTH, 11.0. Dammis)

KBaHHd)HKaHHOHHOﬁ KaTeropmuu

[Tporpamma o00peHa Ha 3aceaHMM MPEAMETHO-ITUKIOBOH KOMHUCCHH COITHAILHO-
HYKOHOMUYECKUX U €CTCCTBEHHOHAYYHBIX JTUCITUTLIAH

npotokos Ne 8 ot «11» mapra 2024 r.

Ipencenatens K~ #/. % T.C.Bupiokosa

4
! (noonucw)
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