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1. EJIb OCBOEHUMA JTUCIIUITJIMHbI

JuctmiummHa «KoMImaeHC —JTOKYMEHTAalMW» BXOAWT B Iporpammy OakaiaBpuaTa
«Ymupasnenue Ouznecom» mo HampasieHuio 38.03.02 «MeHemKMEeHT» U u3ydaercs B 3 cemecTpe
2 kypca. JucnummHy peanmsyer Kadenpa Oyxraiarepckoro ydera, ayauTa W CTaTHCTHKH.
JlucuuiinmHa COCTOMT W3 7 pa3fgenoB W 7 TEM W HANpaBlIeHAa Ha M3YyYEHHE IIPaBHII
JOKYMEHTUPOBaHUS  (PAKTOB  XO3SWCTBCHHOW  IKM3HH  MPEINPUATHH WU OpraHU3aIUH
JOKYMEHTO000pOTa Ha MPEANPHUITHH.

Llenbt0 OCBOGHUS MUCHUILTUHBI SIBJISIETCS MPUOOPETEHUE CTYIEHTAMU TEOPETUYCCKHUX
3HaHUI M TPAKTHYECKUX HABBIKOB B 00JACTH YMpaBJIEHUS JOKYMEHTOOOOPOTOM, KOTOpHIE B
JabHEHUIIEM TMO3BOJIST WM OCYHICCTBISITH APQPEKTHBHYIO JEATEIHHOCTh 10 CO3JaHUI0 H
opraHm3ali paboThl O(HCOB Ha COBPEMEHHOM YpOBHE, OOCCIICUMBAIONIEM JOCTHKCHHE
YCIICIIHBIX PE3yJIbTaTOB B H30paHHOW cdepe OuzHeca, OOBIACHUTH  OOIIME MPUHIIMITHI
peryaupoBaHus OyXTralTepCcKOl MPAaKTUKHU, ONPEIEIISIONINE CBSI3H MEXKIY YIETOM M IPaKIaHCKUM

IIpaBOM, IIOKa3aTb CXCMbI y4CTa (baKTOB XO3SIMCTBEHHOM JKU3HU S3KOHOMHYECKOTO CY6’beKTa

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHMUS JUCHUITVIMHDI

OcBoenne nucuuIUIMHbl «KoMIUTaeHC TOKyMEHTallMW» HampaBlieHO Ha (OPMUPOBAHHE Y
00yJaromuxcst CASAYIONNX KOMIIETSHINHA (YaCTH KOMIICTCHITHN ):

Tabnuya 2.1. Ilepeuenv komnemenyuil, Gopmupyemvix y 00yuarowuxcs npu 0ce0eHuu
OUCYUNTIUHBL (Pe3VIbmambvl 0C80eHUS OUCYUNTIUHDL)

HNHauKaTopbl 10CTHKEHHS] KOMIIeTeHIMH
Iudp Komnerenuus A pEI A N I
(B paMKax JaHHOMW NHUCUUIUIMHBI)
YK-1.1 OcyrecTisieT MOUcK HHPOPMAIUHU JIJIS PELICHHS
CriocobeH oCyIecTBIATh MOUCK, |IIOCTABICHHOM 3a7jauyl 10 Pa3IMIHBIM THUIIAM 3aIlIPOCOB;
KpuTuueckuil ananu3 u cuate3 | YK-1.2 AHanuzupyer u KOHTEKCTHO 00pabarbsiBaeT HHOPMALIHIO
YK-1 nHPOPMALNH, TPUMEHSTH JUISl pELLICHNUs! TIOCTABJICHHBIX 33J1a4 ¢ (JOPMHUPOBAHHEM
CHCTEMHBIH MTOJIXO0J1 ISl PEIICHNs] |COOCTBEHHBIX MHEHUH U CY>KACHHIH;
MIOCTABJICHHBIX 3a]a4 VK-1.3 [Ipennaraer BapuaHThl pelIeHUs 3aJa4l, aHAIU3UPYET
BO3MOJKHBIE MTOCJICACTBHS MX MCHOJIB30BAHUS;
CnocobeH: HcKaTh Hy KHbIE
WCTOYHHUKH HH(POPMAIIH U
JIaHHBIC, BOCIPUHAMATB,
aHATM3UPOBATh, 3ATIOMUHATH U
nepeaaBaTs HHHOPMAITHIO ¢
pen (opar YK-12.1 OcyuiecTBisieT NOUCK HYKHBIX HCTOYHHUKOB HH(MOPMAIHN
UCIIOJIb30BaHHEM LIU(PPOBBIX
U TaHHBIX, BOCIIPUHUMAET, aHAIU3UPYET, 3a[IOMUHAET U IepelaeT
CpPEZCTB, a TAKXKE C MOMOLIBIO
nH(opMaLHIO ¢ KCIIOIb30BaHNEM IU(DPOBBIX CPEICTB, @ TAKKE C
ANTOPUTMOB IIpH paboTe C
MOMOIIBIO AITOPUTMOB IIPU PAOOTE € MOTYIEHHBIMHU U3 Pa3IMIHBIX
MTOJTyYeHHBIMH U3 Pa3IHYHBIX
YK-12 HCTOYHHKOB JTaHHBIMH C II€JbI0 3(pPEeKTHBHOTO UCTIONB30BaHU
MCTOYHHMKOB JJAHHBIMH C LEJIBIO o
MOJTy4eHHOW MH(OPMALINHK ISl pELIeHHs 33124,
3¢ (EKTUBHOTO HCIIOIB30BAHUS
o VK-12.2 TIpoBoauT o1ieHKy HH(pOpMaLnH, €€ J0CTOBEPHOCTb,
MOJTy4eHHOH MH(OPMALIIH IS
CTPOMT JIOTHYECKHE YMO3AK/IIOUEHHs] HA OCHOBAaHUHU TOCTYHAIOIIUX
peleHus 3ajay; NPOBOAUTh
nH(OpMaLUK 1 TaHHBIX;
OLICHKY MH(pOpMaIHH, ee
JOCTOBEPHOCTb, CTPOUTH
JIOTHYECKUE YMO3AKIIIOUEeHHUS Ha
OCHOBaHMH HOCTYMAIOIINX
nHGOPMAIIUHU M JAHHBIX
Crioco0eH, HCTIOIITB3Y S ITK-1.1 Crioco6en BecTn 6a3bl TaHHBIX O PA3ITHIHBIM
OTEUYECTBEHHBIH 1 3apyOeXHbIE |TI0Ka3aTeNsIM M OCYIIECTBIATE ACATEIFHOCTh B CHCTEME
HMCTOYHHKH MH(POPMAIUH, JIOKYMEHTOO00pOTa OpTaHN3aIluH C UCTIOIE30BAaHIEM
[K-1 coOupaTh HE0OXOANMBIE JaHHBIE, |COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH;
aHanu3upoBath UX U rotoButh |[1K-1.2 Bioaneer HaBbIKaMH JOKYMEHTAJILHOTO O(OPMIICHHS
nH(opMannoHHbIE 0030PBI U |pEIICHHH 110 BCEM BUIAM JIEATEIILHOCTH;
AHAJIUTUYECKHE OTYEThI JUIs I1K-1.3 Bnaneer 6a30BbIMU 3HaHUSIMH HOPMaTHBHO-NPABOBBIX




Indp Kommerenmuust HuankaTtopsl AOCTHIKEHHS KOMIeTeHIHH
(B pamMKax JaHHOW JAUCIMILIHHEI)
pelIeHus 3a1ay JIOKYMEHTOB, U CIIOCOOCH MPUMEHSTh UX B CBOCH JIEATCIHLHOCTH;
poeCCHOHATBHOM
JICSATEIIBHOCTH

3. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OII BO

JucuuiuimHa «KoMIutaeHC — JOKyMEHTalluM» OTHOCUTCA K  4acTd, (opMupyemoit
yd4acTHMKaMH  oOpa3oBaTelbHBIX  OTHOmIeHWH  Onoka 1 «JlucoumiausHbl  (MOIYJIN)»
00pa3oBaTeNbHON POTrPaMMBI BBICIIIETO 00pa30BaHUS.

B pamkax o0pa3oBaTeNbHON MpPOTpamMMbl BBICIIETO OOpa30BaHUS OOYYAIOIIMECS TaKXKe
OCBaMBAIOT JApyrue JUCHUIUIMHBI W/WMIW  TPAKTHKH, CHOCOOCTBYIOUIME  JIOCTHKEHHUIO
3aIlIAaHUPOBAHHBIX PE3YJIbTATOB OCBOCHUS TUCUMIUIMHBI « KOMITIIa€HC TOKYMEHTALII.

Tabnuya 3.1. Ilepeuenv romnonenmos OI1 BO, cnocobcmeyrowux O00CMUIiCeHUIO
3aNJIAHUPOBAHHBIX PE3VIbMAMO8 0C80EHUS OUCYUNTUHBL

IIpeamecrByommue TMocaenyrommue
HaumenoBanue P y y
HIngp KOMIIeTeHIIH JUCHUILTMHBL/ MOLYJIH, JMCHUIITHHBI/ MOLYJIH,
NPaKTUKU* NpPaKTUKH*
IIpousBoacTBeHHO-
DKOHOMUKA MeHC20CYOapCMBEHHBIX
sk yIpaBleHYecKas IPaKTHKa;
meppumopuanbHblix cnopog*™, )
IIpennunioMHas NpakTUKa;
Kommynuxayuu 6 axonomuxe u . s
i usaun-moluenue **,
ynpaenieHuu **
Ananumuka 6 Exce,l i Busnec ¢ Hyumepuem ™,
Tpenune: paboma c , Hugpposott Ganscunz*,
N . Monenu ynpaBieHAs
MENHCOYHAPOOHOU CIAMUCmMuKon **; yrp .
Om3HECOM B ITU(PPOBOH
Muepayuonnvie pesxicumul u
9KOHOMFIKE;
CriocoOeH: HCKaTh HyKHEIC NacnopmHoO-8U308ds. C e
s FBrnoxueun™*;
HUCTOYHHUKH MHPOPMAIIUH U ounnomamus**;
Ynpaenenue enedpenuem
JTaHHEIE, BOCIIPHHUMATB, OcHo8bl MeAHCOYHAPOOHBIX

UHPOPMAYUOHHBIX CUCTEM 8
aHAIM3UPOBATh, 3aTIOMUHATE | CMAHOapmos ywema u ayouma™*; popmay

opeanuzayuu**;
U TiepenaBaTh HHGOPMAIIUIO Busnec-xnumam u pezynuposanue .
o Mynvmumeouiinvie
C UCIIOJIb30BAHUEM UHOCMPAHHBIX UHBECMUYUTL 8
s uHcmpymenmol u 3 hexmot
IU(POBBIX CPEACTB, a TAKKE PO**, Goocoenus 6 Gusnec
C TIOMOII[bIO AJITOPUTMOB Hcemopusi hunancosvix nompsicenuii Y X
. ke npocmpancmee**;
npu paboTe ¢ MOTyYeHHBIMU 6 MUPOBOT IKOHOMUKE ¥,
DroHomuxa yupposvix
U3 pa3InuHbIX UCTOYHUKOB Texnonozuueckue pesomoyuu u i
3 i ;
VK-12 JTAHHBIMU C IETBIO 9KOHOMUYecKuti pocm**, p
Mooenu uckyccmsernnozo
3¢ PEKTHBHOTO HNudopmarnka;
. UHmMeNIeKma 6 apceHane
HCIIOJIb30BaHUS TIOJyUYeHHOU | Beéedenue ¢ yugposuszayuio yuema .
s MeHedxcepa **,
uH(GOpMAaLUK JJISI peLICHUsI busnec-npoyeccog**, .
Phygital-mexnonozuu ¢
3aj]1a4; IPOBOINTE OLCHKY Hasvixu u mexnonoeuu nyoauyHbix k
i C e IKOHOMUKE ™™,
uHpOpMAaLUH, e npesenmayuii **;
sk Meosicoynapoonvie
JIOCTOBEPHOCTD, CTPOUTH Cmopumennune 0annwix **;
N 9KOHOMUYECKUE
JIOTUYECKUE OcHosbl mpetiounea Ha oHo08oM sk
e opaanuzayuu**;
YMO3aKIIIOYCHHUS Ha pbiHKe*; Cmpamezus yugposoii
OCHOBAaHHU MOCTYMAIOIINX Cmpaxosoii busnec**; P Hupp e
mpancgopmayuu busneca ™™,
WHPOPMALIUU U JAHHBIX Kpeamusnocms u unnosayuu 8
Gustece ™ TexXHOJIOTHH U MPAaKTHKA
;

nporpaMMHpOBaHuAd Ha A3BIKE

OCHO8bl HAYYHBIX UCCIEO08AHUU*™;
Python ams rymanuTapHbIX

Ilcuxonoeus nuunocmu u

npogeccuonarbHoe CTICLMATILHOCTEH,
s Buympennuii konmponw
camoonpedenenue**; e
N sk Qupmor **;
Tavum-menedxncmeHm*>, 1. T GpeHOuHS "
OcHogbl npeonpunumamenbcmea *>; CPCOTLANBHbIN DPEHOUHE ™,
I'eoungopmayuonnvie

cucmemsl. 6U3yaiu3ayus




HanveHoBanme IpenmecTByromue ocaenyromue
HIngp KOMITETEHIIH JHCHUITHHBI/MOYJIH, JUCHUNITHHBI/MOLYJIH,
NMPaKTHKUH* NMPaKTHKUH*
npoCmpancmeeHHbIX
OanHbIx **,
IIpousBoaCTBEHHO-
0 ] yIpaBJIeHYCCKas PAKTHUKA,;
SHAKOMUMENbHAS] NPAKMUKA, I )
Beed penauIIoMHasl MPAKTHKA;
sedeHue 6 yugpposusayuro yuema
6 s Konuenuuu coBpeMeHHOT0
usHec-npoyeccos™™; )
Tatim-menedscmenm**; CCTECTBOIHAHIA,
’
MupoBasi 5KOHOMHKa;
Hasviku u mexnonozuu nyonuyHwix C P ) ’
npeseHmayuii*; TATHCTUKA;
C 0 sk Matematuka (Yacts 2);
mopumennune OaHHblx **; Tusaiin-veuunene™:
OcHosbl npeonpunumamenscmea™*™; Teoungpopma uOHHble,
OcHogbl mpetiounea Ha PoHO08OM paay
sk cucmembl. 8U3YaANUZAYUS
poiHKe*™;
npoOCMpancmeeHHbIX
Kommynurxayuu 6 sxonomuxe u pocmp .
s OaHHbIX **;
ynpagneHuu**;
Anomumura 6 Excel ™ Mertoap! uccnenoBaHus
) ’ PBIHKA;
Tpenune: paboma c VIIDaBICHHE
MeAHCOYHAPOOHOU CIAMUCMUKOU*™*; P
M TOCyIapCTBCHHBIMH U
USPAYUOHHBIE PeAHCUMBL U U —
NacnopmHoO-8U308ds. Y ]
P ——— OpTaHU3AIMSIMU;
OcHoswl MeJiC()yHap0,0Hblx Vnpaenenue paspatomot
CriocobeH oCyIecTBIATh w%. | MOB020 npooykma
. cmanoapmos yyema u ayouma**; -
MOUCK, KPUTHYCCKUHN aHAIH3 KomMnanuu**,
Dkonomuueckas eeoepagus;
VK-1 U CUHTE3 HH(DOpMAIIHH, Mamenamuxa (Qacmp 1); Opeanusayus u naanuposanue
MPUMEHSTH CHCTEMHBIH MuKkposKOHOMUKA: ’ npousgoocmea™*,
MOJIXOJ1 JJISl PEIICHUS P ’ Ynpaenenue
Maxposkonomuxa; sk
MTOCTaBJICHHBIX 33724 . npousz800cmgom™*;
Memoouka Hanucanus Kypcosoti
aGombL: Llepuneogvle mooenu
9 P () Kaoposoeo obecneyerus
KOHOMUKA MeNC20CYOapPCMEEHHbIX .
ok buszneca™*;
MeppumopuanbHbix cnopos™*;
Cmpaxosoi Gusiec ™ Mooenu uckyccmsennozo
K P ’ UHmMeLIeKma 8 apceHae
[peamusHocms U UHHOBAYUU 8 sk
Gustece™: MeHeddcepa®*;
; .
. Buympennuii koumpons
OCHO6bL HAYYHBIX UCCICO08AHUL*™; d)uy MIZ o P
Busnec-xknumam u pezynuposanue P oL s
o Ilepconanvuviii Openoune**;
UHOCMPAHHBIX UHBECUYULL 8 sk
P busnec 6 Unmepnuem**;
’ Phygital-mexnonozuu ¢
Texnonoeuueckue pesonroyuu u 91(0yH90MuKe e
SKOHOMUYECKUT pOCm *™; Ludposoii PP
Hcmopus ¢unancosvix nompsicenuil Me 9{5 OVHADOOHbLE ’
6 MUpPOBOU IKOHOMUKe ™, KOO /5 uqf xue
THcuxonoeus nuunocmu u JN—
npogeccuonarbHoe 9p % ’
5 s KOHOMUKA YUDPOBbIX
camoonpeoenerue*™; s
PBIHKOG ¥,
MapkeTuHr;
Crioco6eH, UCTIOJITh3Y ST Bseoenue 6 yugposuzayuio yuema | Medxcoynapoonvie
OTEUECTBEHHBINA U ousnec-npoyeccog**, 9KOHOMUYECKUE
3apyOeKHbIC UCTOUYHUKU Tatim-menedscmenm™*; opeanuzayuu**;
uHpOpMAaIUH, COOUpPaTh Hasviku u mexnonozcuu nyonuynvix | SKOHOMUKA Yu@dpOGbIX
&
HEOOXOIUMBIC TAHHEIC npesenmayuii ¥, bIHKOG**;
2
TIK-1 aHAIM3UPOBATh UX U Cmopumennune 0anuvix **; Bnokueun™*;

TOTOBHUTH HH(QOPMAITHOHHEIC
0030pbI U aHATTUTUICCKUE
OTYETHI JUIA PEUICHUS 33124
npodeccruoHaTbLHOM
JICATSIIbHOCTH

OcHogvl npednpunumamenscmea™*;
DKOHOMUKA MedHC20CYOaPCMBEHHBIX
MeppuUmopuUanbHbix cnopos™*™;
OcHosbl mpetiounea Ha oHO08oOM
puirke ™,

Ynpaenenue enedpenuem
UHPOPMAYUOHHBIX CUCTEM 8
opeanuzayuu**;
Mynvmumeoutinvie
uHcmpymenmol u 3¢ppexmot




IpenmecTByromue ocaenyromue
HIngp Hanvenosanue )Jncﬁnl:mnﬂblyMolllllme lIl/ICIII/lIlJll/Iil-I)l:I/;IOLIyJII/I
9 9
Kommerentum NMPaKTHKUH* NMPaKTHKUH*
Muepayuonnvie pesicumvl u ybescoenust 6 buznec-
NACnOPMHO-6U308045 npocmpancmee**,
ounnomamus**; Opeanusayuonnas
Hcmopus unancosvix nompsicenutl | kynomypa**;

8 MUpPOBOIL IKOHOMUKe ™,
Icuxonozus nuunocmu u
npogheccuonanbroe
camoonpeoenerue*™;
Kpeamusnocms u unnosayuu 8
busnece**;
Kommynurkayuu 6 sxonomuxe u
ynpagneHuu**;
Ananumuka ¢ Excel**,
OCHOBbl HAYYHBIX UCCIEO08AHUL*™;
Tpenune: paboma c
MENCOYHAPOOHOU CIAMUcmuKkou **;
OcHo8b1 MeAHCOYHAPOOHBIX
cmanoapmos yyema u ayouma**;
bBusnec-knumam u pezyiupoganue
UHOCMPAHHBIX UHBECMUYULL 8
PO**,
Texnonocuueckue pesonoyuu u
9KOHOMUYECKUll pocm*™*;
Cmpaxosoti 6usnec™*,
Dkonomuueckas eeoepagusi;
IIpasosedenue;

VYipasieHue onepanysimy;
Ynpaenenue xomnanueii 6
wepuHe0801l IKOHOMuKe **,
Cmpamezus yugposoii
mpancgopmayuu buzneca™*™,
OKOHOMHUKO-MaTeMaTHIECKOe
MO/ICITUPOBAHHUC;
Buympennuii xonmponw
Qupmor**;
Juzatin-monunenue >,
Iepconanvuwiii 6penoune**,
Busnec 6 Hnmepnem**,
Phygital-mexnonozuu ¢
IKOHOMUKE ™™,
Teounghopmayuonnvie
cucmembl. 8U3YaATUZAYUS
NpOCMPAHCMEEHHBIX
OaHHbIX **;

Lugposoii bankune**,
IIpennunioMHas NpakTUKa;
IIpousBoacTBeHHO-
yIpaBJICHYECKas MPAKTHKA,

* - 3aM0NIHACTCS B COOTBETCTBUH ¢ MaTpuuei kommnereHnuii u CYII OIT BO

** - 3NIeKTUBHBIC TUCIUIUINHBI /TIPAKTHKH




4. OFBEM JJVCHUILJIMHBI U BUbI YYEBHOH PABOTHI

OO01mmas TpyA0eMKOCTh TUCIUTUTHHBI « KOMITIIaeHC TOKYMEHTAIIUNY COCTABIISCT «3% 3a4eTHBIC SAMHUIIBL.
Tabauya 4.1. Buowvl yuebHoli pabomvl no nepuooam 0C80eHUs 00pA308aAMENbHOU NPOSPAMMbL BbICULIE20 00PA308AHU Ol OYHOU Dopmbl
00yuenus.

Buja yue6Hoii padoThI BCEI'O, ak.u. CEMech pCeD)
Konumaxmmnas paboma, ax.u. 34 34
Jlexuuu (JIK) 17 17
JlaGopartopusie pabotsl (JIP) 0 0
IMpaktuueckue/cemunapckue 3austust (C3) 17 17
Camocmosmenvras paboma 0by4arowuxcs, ax.u. 56 56
Koumponw (sx3amen/3auem c oyenkou), ax.u. 18 18
OO01Iasi TPYT0EMKOCTh THCIHILTAHBI aK.v. 108 108
3a4.el. 3 3

OOmIast TPyA0EMKOCTh TUCIHUILTUHBI « KOMIUTaeHC JOKYMEHTAINI COCTABISIET «3%» 3aUeTHBIC €MHUIIBI.
Tabnuya 4.2. Budwvl yuebHoti pabomul no nepuoodam 0c8oeHUs 06pa308amenbHOL NPOSPAMMbL 8bICULE20 00PA308aHUSL O/ OYHO-3A0UHOU OopMbl
00yueHusl.

Bupa yue6Hoii padoThI BCEIO, ak.u. CeMec3T PCED
Konmaxmmnas paboma, ax.u. 34 34
Jlexkuuu (JIK) 17 17
JlaGoparopusie pabotsl (JIP) 0 0
IMpaktuueckue/cemunapckue 3austust (C3) 17 17
Camocmosmenvhas paboma 0by4arowuxcs, ax.u. 65 65
Koumponw (sx3amen/3auem ¢ oyenkoul), ax.u. 9 9
OO01asi TPYA0EMKOCTh THCIHILTAHBI aK.v. 108 108
3a4.el. 3 3




5. COAEPKAHUE JUCIUIIJINHBI

Tabauya 5.1. Codeporcanue oucyuniunsl (Mo0yis) no euoam y4ebHou pabomuol

Homep
pa3iena

HaumenoBanue pazaesa
AUCHHUILTUHBI

Coaep:xanue pa3saesia (TeMbl)

Bun
yueOHoit
padoThI*

Paznen

[onsarus «uHPOPMAINI) U
«ITOKyMeHT». OyHKINN
IokyMeHTOB. HopmaTtuBHO-
mpaBoBas 0a3a 1mo
YOpaBICHUIO TOKYMEHTAMHU

11

JlOKyMEeHTHUPOBaHHUS yIPaBICHUYECKON
JearenbHoCTH. DyHKINS TOKyMEHTA. 3HaUCHHUE
n3ydeHus: QyHKIUN JOKyMEHTA.
HNudpopmanronHas GyHKINS TOKyMEHTa Kak
CPEJICTBO 3areyaTyIeHNs] U COXPaHSHUs
nHpopmannu. CouunanbHas GyHKINS TOKYMEHTA.
KynbrypHast GyHKIHS JOKYMEHTA.
KomMyHuKaTHBHas GYHKIHS KaK CPECTBO
nepenadn MHGOpMaIKu. YpaBieHIecKas
(YHKIMS ¥ ee 3HaYeHHE B OpraHU3aluH
ynpasinenus. [IpaBoBast ¢pyHkmus. OyHKIuSL
yudeta. OyHKIHS TOKYMEHTa KaK HCTOPHIECKOTO
nctouHnka. OyHKINK TOCTOSIHHO EHCTBYIOINE
1 QyHKINH onepaTHBHbIE. Biusaue QyHKIMA
JOKyMEHTA Ha €T0 CTPYKTYDY.
[MonupyHKIMOHATBHOCTH TOKYMEHTA.
T'ocynapcTBeHHbIE CTaHAAPTHI U
YHU(HUIUPOBAHHBIE CHCTEMBI JJOKYMEHTAIUH.
I'ocynapcTBeHHas cucTeMa JOKyMEHTAIlHOHHOTO
obecnieuenust ynpasinenus. [lopsok
corjlacoBaHus U MMOANHNCaHNUA TOKYMCHTOB.
Yanduxauus u CtaHgapTH3anus
YTIPaBIEHYECKUX TOKYMEHTOB; MTOPSIIOK
3aI0JTHCHHS THIOBBIX (hOpM

JIK, C3

Pazgen

Opranuzanus
JIOKyMEHTO000pOTa Ha
MpeaAnpUATUA

2.1

Byxranrepckas qokymenramys. [lepsnansie
JOKYMEHTHI IpepusATHs. PEKBU3UTHI
MIepBUYHBIX JOKYMEHTOB. [IpaBo moamucu
TIEpBUYHBIX YUETHBIX TOKYMEHTOB. BHeceHme
I/ICHpaBHeHI/Iﬁ B MICPBUYHBIC YYETHBIC TOKYMCHThI.
Boccranosnenne 1oKkyMeHTOB. OpraHu3aris
JIOKyMEHTO000pOTa U MpaBUiIa XpaHEHUsI
JOKyMeHTOB. [ 'paduk 10kyMeHTOOO0poOTA.
JloKyMeHTBI, coliepiKaline KOMMepUYeCKue
cBeieHus. CpOKH XpaHEHHUs TOKYMEHTOB

JIK, C3

Paznen

JlokyMeHTanbHOe
odopmIICHHE OTIepaIuii ¢
OCHOBHBIMH
cpeactBamuy/lokymMeHnTansHoe
odopMIICHHE OTIepaIii ¢
HEMaTCpUAJIbHBIMHU
axTuBaMuy

3.1

Co31aHnEe KOMUCCHH IO OCYIECTBICHHIO
oIepanuil ¢ OCHOBHBIMH CPEJCTBAMHU.
INoctynnenne oCHOBHBIX cpencTB. MoHTax
obopynoBanus. Hamuuue u ncrnoss3oBaHme
OCHOBHBIX CpEJICTB (MHBEHTapHBII HOMEp,
MHBEHTapHas KapTOYKa U HHBEHTApHAsI KHUTA,
amopTH3aIus). PEMOHT peKOHCTPYKIHSA U
MOJEpHU3aLUs OCHOBHBIX CPEJICTB.
IIepemerenue ocHOBHBIX cpeacTB. Komuccus no
NIPOBEJICHUIO Ollepaluil ¢ HeMaTepUaIbHbIMU
aktuBaMu. IlocTymiieHne HemaTepualbHbIX
akTuBOB. Hanuuue u ucnosnb3zoBaHue
HeMaTepHasbHbIX akTUBOB Ilepemenenue
HEMaTepHUaJIbHbIX AKTUBOB BHYTPHU OpraHU3aluu

JK, C3

Paznen

JlokymeHTansHOe
odopmIIcCHHE OTIepaIuii ¢
MarepuaibHO-
MPOU3BOJICTBEHHBIMU
3amacamu

4.1

HOCTyHJ’IeHI/Ie MaTepuaioB. OTHYCK MaTepuaioB
Ha MPOU3BOACTBO U APYrue Hejau. KOHTpOJ’IL 3a
HCIOJIb30BaAHUECM MATEPHUAJIOB. BHyTpCHHI/Ie
nepeMenicHrs MaTepruaioB. MaTCpI/IaHBI Ha
CKJ1azae. Tapa. MaTepI/IaJ'ILHLIC IICHHOCTH,
IIPUHATBIC HA OTBETCTBCHHOC XPAaHCHHUE

JK, C3

Pazgen

JloxymeHTanbHOe
o opMIICHHE KACCOBBIX U
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IocTymienue aeHer B Kaccy. Beigaya nexer u3
kaccel. Chaua IeHe)XHOH HATHYHOCTH B OaHK.

JK, C3




Homep
pasaeiia

HaunmenoBanue pasaesna
AUCHUTLIUHBI

Conep:xanue pa3aesa (TeMbl)

Bun
y4eOHo
padoThr*

0GaHKOBCKHUX omepaunuit

Pacuetsl nnaTe:xHbIMH TOPYUYEHUSMM.
JleHnexHp1il uek. MIHBeHTapu3anus Kacceol.
MuBeHTapu3aiys CpecTB HA CYCTaX B OaHKE

Paznen

JloxymMeHTalmoHHOE
obecrieueHne yIIpaBICHUS
MIEPCOHATIOM

6.1

HopMmaTuBHBIE aKTHI, peryIUpyIOIINE BOIPOCHI
KaJpOBOH CIIy>KObI Ha IIPEATIPHUATUH.
BHyTpeHHHE TOKallbHBIE TPAaBUIIA, B TOM YHCIIE
BHYTPEHHETO TPYJOBOT'O paclopsiKa;
KOJUIEKTUBHBINA 10roBOp. O3HAKOMIICHHE
PabOTHUKOB C JIOKAIBHBIMH HOPMAaTHBHBIMH
akTaMH. [IoHATHE NEpCOHANBHBIX TaHHBIX
paboTHHKOB, X 00padoTKa. JJOKyMEeHTHI,
MOJITBEPKAIOIINE TPYIOBYIO AEATEILHOCTD
paboraukoB. Tpynosoii norosop. Bunel, Gpopma,
conepxanue. TpynoBasi KHHXKKa

JK, C3

Paznen
7

Cpe,Z[CTBa aBTOMaTHU3allli1
ACJIOIIPOU3BOACTBA

7.1

Opranu3anus xpaneHust [okyMeHToB B [1K,
obecrieunBaromiast ObICTPBIN MOUCK
HE00X0IMMOTo MaTepuaiia 6e3 MpUMEHEHHs
CHCTIHANBHBIX IPOTPaMM aBTOMATH3AIIH
Jenornpon3BoacTea. @opmupoBaHne
KJIacCHU()UKATOPOB TSI OPTaHU3AIMN XPAHCHUS
MHCEeM TpakJaH. baszbl MTaHHBIX BBIIECTOSIITIX
opranuszanuii. bassl JaHHBIX opraHu3anuil
MapTHEPOB

JIK, C3

npaxmuuecxue/cemwtapcxue S3AHAMUAL.

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI

* - sanonmsercs Tonbko 1o QUHOM dopme obyuenus: JIK — nexyuu; JIP — nabopamopuvie pabomul; C3 —

Tabnuya 6.1. Mamepuanvho-mexnuueckoe obecneuenue OUCYUNIUHBL

Tun aynuropuu

OcHamenue ayiuropuu

Crnenunanu3upoBaHHoOe
yueOHOe/1adopaTopHoe
odopynoBanue, [10 u
MaTepHaIbl 1J151 0CBOEHHSA
AUCIHUTLTAHBI
(mpu He0OXOAMMOCTH)

Aynutopus JUis IPOBEICHUS 3aHATUH
JIEKIIMOHHOTO THUIIA, OCHAII[CHHAS

HoyTtOyk Asus F6A,
MynbpTHMeEaMa TPOEKTOP
Casio XJ-S400UN, Dkpan
MOTOpHU30BaHHbIN Digis
Electra MW DSEM — 1105,

JlexnonHuas KOMILUIEKTOM crenuain3upoBannoi medenn; | MS Windows 10 64bit,
JOCKOU (3KPaHOM) M TEXHHYECKUMHU Microsoft Office 2016, 7-
CpelCcTBaMU MYJIbTUMEINA MPE3CHTALIHI. Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack
Aynuropus 1uisl IPOBEIEHUS 3aHATUN HoytOykx Asus F6A,
CEMHHAPCKOTO THITA, TPYIIIOBBIX U MynbTHMEIHA TPOSKTOP
WHIUBUY ATBHBIX KOHCYIbTanuii, Tekymero | Casio XJ-S400UN, Dkpan
Cemunapckas KOHTPOJISI ¥ POMEXKYTOYHON aTTECTallNH, MOTOpHU30BaHHbBIN Digis

OCHAII[EHHAasA KOMILIEKTOM
CHeIMaTU3UPOBAHHON MeOeH 1
TCXHNUUYCCKUMU CpeI[CTBaMI/I MyJIBTI/IMeI[I/Ia

Electra MW DSEM — 1105,
MS Windows 10 64bit,
Microsoft Office 2016, 7-




Crnennanu3npoBaHHoOe
yueOHoe/1adopaTopHoe
obopynoBanme, I1O u

Tun aynuropun OcHameHue ayauTopun MATEPHAIbI IS 0CBOSHHS
AMCUMILTUHBI
(Ipu HEOOXOTUMOCTH)
MIPE3CHTAIHI. Zip, FastStone Image

Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack

Cuctemnsrii 6mox Intel 13
3400 MHz/8 GB/500
GB/DVD/audio, MonuTop
Philips 234E5Q,
MynbsTrMeEara IpoeKTop
Casio XJ-V100W, Dkpan
MOTOpHU30BaHHbIA Targa

Ay,Z[I/ITOpI/IH JJIs1 CaMOCTOATCIIBHOMU pa6OTBI 220*220’ MS Windows 10

o0yJaronuxcsi (MOXET UCIIOIb30BaAThCS IS

Ja MIPOBEJICHUS] CEMHUHAPCKUX 3aHATHI U 64bit, Microsoft Office
CaMOCTOATEIIbHON KEHC JII[I)Ta wif) OCHE CHHAS. KOMILICKTOM 2016, 1C Ilpennpusitue 8.3,
paboThI Y LHH), o Eviews7, Cucrema BOCT-

CHGHH&HHSHpOB&HHOﬁ MeOenu u

KoMmmbioTepamu ¢ goctynom B JUOC. OPUC , Expert Systems,

7-Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack, Kopnoparus
I'anakTnka

* - ayIUTOPHS JJIsL CAMOCTOSTENbHOM paboThl o0yuaromuxcs ykaspiaercs OBA3ATEJIBHO!

7. YAEBHO-METOJUYECKOE 1 UH®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIJINHBI

OcnosHas tumepamypa:

1.1. Ky3zuenos, 1. H. [JokymeHTarimoHHOe 0OeCTICUeHHE YIIPABICHUSI.
JIoKyMeHTOOOO0POT M JIeNIONPOU3BOACTBO | YUeOHUK U MpakTUKyM it By3oB / U. H. Ky3neros.
— 4-e u3n., nepepabd. u non. — Mocksa : U3gatensctBo IO0paiit, 2023. — 545 c. — (Briciee
obpaszoBanue). — ISBN 978-5-534-16003-1. — TexkcT : anexkrpoHHslii // OOpa3oBaTenbHas
miatdopma IOpaiit [caiit]. — URL:https://urait.ru/bcode/523612

2.2. Kysnenos, 1. H. JlokymMeHTalimoHHOE 00ecriedeHne yIpaBaeH!us NEPCOHAIOM :
y4eOHUK U MPAaKTUKYM Ui pukiagHoro Oakanaspuara / M. H. Ky3nenoB. — Mocksa :
NznarensctBo FOpaiit, 2019. — 520 ¢. — (bakanasp. [Ipuxiagnoit kypc). — ISBN 978-5-9916-
4000-8. — Tekcr : anextponusiii / DBC FOpaiit [caitr]. — URL.: https://urait.ru/bcode/426321
Hononnumenvras aumepamypa:

1. 3. KoHdumeHHaIbHOE JIETOMPOU3BOICTBO M 3AIIUIICHHBIN 3JIEKTPOHHBIH
nokymeHtooboport : yueonuk / H. H. Kynses, A. C. Iémymkun, T. B. Konnpamosa, A. T
®abpuunoB ; oy obmi. pex. H. H. Kynsiesa. - 2-e uzj., mepepad. u jgorr. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcuteTckas oubnmoreka). - ISBN 978-5-98704-711-8. - Tekcr :
sanextpouHbii. - URL: https://znanium.com/catalog/product/1212394

2.4. OcHOBBI JeNONPOU3BOJICTBA. SI3bIK CITY>KEOHOTO JOKYMEHTA : YUeOHUK U
npakTukyMm Juis By3os / H. H. IllyBanosa, A. }O. ViBaHosa ; nmox oOuieit pegaxueit H. H.
lyBanoBoii. — 2-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 428 c.




— (Bricmiee obpazoBanue). — ISBN 978-5-534-10848-4. — Tekcrt : anekTponHusiit // ObC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/468912
Pecypcuvl ungpopmayuonno-menekommynuxkayuonrot cemu « nmepremy:
1. ObC PYIH u croponnue DbC, Kk KOTOPBIM CTYI€HThl YHUBEPCUTETA UMEIOT TOCTYII
HAa OCHOBaHHUH 3aKJIIOYEHHBIX JOTOBOPOB
- DnekTponHo-6ubmmoreunas cucrtema PY/IH — ObC PYIH
http://lib.rudn.ru/MegaPro/Web
- OBC «YHuBepcurerckas Oubnuorexa onnan» http://www.biblioclub.ru
- OBC IOpaiit http://www.biblio-online.ru
- OBC «KoncynbranT cryaenra» www.studentlibrary.ru
- OBC «Tpounkuit MOCT»
2. ba3bl JaHHBIX U TOMCKOBBIE CHCTEMBI
- DIIEKTPOHHBIN (POH/I TPABOBOM U HOPMATUBHO-TEXHUYECKOW JJOKYMEHTAIIUU
http://docs.cntd.ru/
- morckoBas cuctema Sunekc https://www.yandex.ru/
- mouckoBas cucreMa Google https://www.google.ru/
- pedeparuBHas 6a3a nanubix SCOPUS
http://www.elsevierscience.ru/products/scopus/
Yuebno-memoouueckue mamepuanvt 0isi CAMOCMOAMENbHOU pabomuvl 0OYUAOWUXCSL NPU
0CB8OEHUU OUCYUNTUHBL/MOOYIS*:
1. Kypc nekuuii mo nucuumuinie « KommiaeHe JOKyMEHTAIUN .

* - Bce yueOHO-METOANYECKHE MaTepHallbl Ul CaMOCTOATENbHOM paboThl 00ydaromuxcs
pa3MenarTcs B COOTBETCTBHUHU € JEMCTBYIOIUM NOPsAKOM Ha cTpaHule aucuuiuinasl B TYHUC!

8. OLIEHOYHBIE MATEPHUAJIBI N BAJLUIBHO-PEUTUHTOBASI CHUCTEMA
OLIEHUBAHMSI YPOBHSI C®OPMHUPOBAHHOCTM KOMIETEHLUI TIO
JTUCHUIIJIMHE

OneHouHble MaTepuaybl U OaUIbHO-PEUTHMHIOBas cHCTeMa™ OIEHUBAHUS YpPOBHS
c(OPMHPOBAHHOCTU KOMIETEHIMH (YacTH KOMIETEHIM) M0 MTOraM OCBOCHMS UCIMILIIMHBI
«KommnnaeHc nokymeHTauumn» npeacrasiensl B [Ipunokennu k Hacrosiel Paboueit mporpamme
JUCLUTUINHBI.

* - OM u BPC ¢opmupyroTcst Ha OCHOBaHUHU TPeOOBAHUM COOTBETCTBYIOIIETO
JIOKaJIbHOTO HOpMaTuBHOroO akta PY J1H.
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PA3BPABOTYMUK:

Crapuuii mpenojiaBaresnb
Kadeapoii Oyxranrepckoro yJera,

MaptbeiHoBHY CBeTinaHa

ayJuTa U CTaTUCTUKU Hukomaesna
Jonoxcnocmo, BYIT Tloonuce Damunus U. 0.
PYKOBOJUTEJIb BYII:
3aB. kaenpoit OyXxraaTepckoro Copoxkuna Jlapuca
yuc€Ta, ayJAuTa U CTaTUCTUKHU Huxonaesna
Jonoscnocmo BYIT Tloonuce Damunus U.0.
PYKOBOIMUTEJIb OII BO:
3aBenyromuii kageapoit Edpemor Bukrop
MCHCIKMCHTA CremaHoBu4
Honxcnocmo, BYTT Ioonuce Damunus U.0.
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