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1. EJIb OCBOEHMA JUCIIUITJIMHbI

JucuuiuimHa «KoMIutaeHC —JTOKyMEHTAalUMW» BXOAWT B Iporpammy OakajnaBpuaTa
«YnpaBieHUE 4YEIOBEUECKMMH pecypcamu» mo HamnpasieHutro 38.03.02 «MeHemKMEHT» U
usyuaercsa B 3 cemectpe 2 kypca. Jucuurmmny peanusyer Kadenpa «DuHAHCH, YyU4eT U ayIuT».
JlucuMmiuHa COCTOMT M3 7 pa3feloB W 7 TEM U HalpaBleHa HAa H3y4Ye€HUE MPaBUI
JOKYMEHTUPOBAaHHUS  (PAKTOB  XO3AHCTBEHHOM  KU3HM  MPENNPUATHH U OpraHU3alUH
JOKYMEHTO00O0pOTa Ha MPEIIPUITHH.

[lenbto OCBOEHHUS IUCUMIUIMHBI SIBISETCS. NPUOOPETEHUE CTYAEHTAMHU TEOPETUYECKUX
3HAHUNA M TPAKTUYECKUX HABBIKOB B O0JIACTH YMpaBICHUS JAOKYMEHTOOOOPOTOM, KOTOpHIE B
JaTbHEHIIEM TMO3BOJSAT WM OCYIIECTBIATH JI(PPEKTHUBHYIO JEATENBHOCTh IO CO3AAHHIO U
opranuzali paboTbl O(HUCOB Ha COBPEMEHHOM YpPOBHE, OOECIEUMBAIOIIEM JOCTHUKCHHE
YCIICUTHBIX PE3yNbTaTOB B U30paHHON cdepe OusHeca, OOBSICHUTH  OOIIME TPHUHIIUITBI
perynupoBanusi OyXraiaTepcKo MPaKTUKH, ONPEICIISIONINE CBSI3U MEXYy YUETOM U TPa)KIaHCKUM
MIPaBOM, MTOKa3aTh CXEMbI yueTa (pakToB XO3HCTBEHHOM KU3HH SKOHOMUYECKOTO CyOBeKTa

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHMUSA JUCHUIIVIMHbI

OcBoenne mucnuIUIMHbBl «KOMIUTaeHC MOKYMEHTAllMW» HANpaBlieHO Ha (OPMHUPOBAHHE Y
o0yJaroIuxcst CAeAYONNX KOMIETEHIHNH (YaCTH KOMIIETSHIIUN):

Tabnuya 2.1. Ilepeuenv komnemenyuil, Gopmupyemvlx y 00yHarOWUXCL NPU OCE0EHUU
OUCYUNTUHDBL (Pe3YIbMaAmbl 0C80EHUS OUCYUNTUHDL)

HNHankaTopsl J0CTHKEHHS] KOMIETEHIIMT

Hugp Komnerenuus o
(B pamMKax JaHHOW JTHCIUILIIHEI)

VYK-1.1 OcymiectBiseT HOUCK MHYOPMAIIH IS pEIICHUS
Crnoco0eH OCyYIIECTBIIATh TOKCK, |IIOCTaBICHHOH 3aJauyl MO Pa3IMYHBIM THUIIAM 3aIIPOCOB;
KpUTHYCCKHA aHamu3 u cuHTe3 | YK-1.2 AHanm3upyer u KOHTEKCTHO 00padaTbiBaeT HH(POpPMAITHIO

VK-1 nH(pOpMaLUH, TPUMEHSTh JUISL pETLICHNUS! TTIOCTaBJICHHBIX 3a71a4 ¢ (POPMHUPOBAHHEM
CHCTEMHBIH MTOJIXOJ1 ISl PEIICHNsI |COOCTBEHHBIX MHEHUH U CY>KACHHIH;
IIOCTABJICHHBIX 3324 YK-1.3 [Ipenaraer BapHaHTHI peIIeHNUS 3aauH, aHAIN3UPYET

BO3MOXXHBIC ITOCIICACTBHUA UX UCIIOJIB30BAHUA,

CriocobeH: HCKaTh Hy KHBIE
HUCTOYHHUKH MH(POPMALMH 1
JaHHbIC, BOCTIDUHUMATD,
aHaJIM3MPOBATh, 3a[IOMUHATH U
nepeaaBath HHGOpMAaLHIO ¢
UCIIONTB30BAaHHUEM LIU(PPOBBIX
CPEJICTB, a TAKXXE C MOMOIIBIO
ITOPUTMOB IIpH paboTe ¢
TIOJTYYEHHBIMHU U3 Pa3THYHBIX

VYK-12.1 OcymiecTBiseT MOUCK HY>KHBIX HCTOYHUKOB HH(pOpMAIIH
W TaHHBIX, BOCTIPUHUMAET, aHAJIM3UPYET, 3aIOMUHACT U TIepPeaaeT
nH(OpMaLHIO ¢ HCIIOIb30BaHNEM IIU(DPOBBIX CPEICTB, a TAKKE C
MOMOIIBIO AJITOPUTMOB TIPH PadOTE C MOTYYEHHBIMU U3 PA3IMYHbBIX

YK-12 MCTOYHHMKOB JTAHHBIMHU C [eJIBI0 3()()EKTHBHOTO HCIIOIB30BAHUS
MCTOYHHMKOB JJAHHBIMH C LEJIBIO o
MOJTy4eHHOW MH(OPMALINH ISl peLIeHHs 3a1a4;
3(hHeKTHBHOTO NCTIOIB30BAHUS
o YK-12.2 TIpoBoAMT OIIEHKY HHPOPMAIIHH, €€ TOCTOBEPHOCTD,
MTOJTyYCHHOW MHPOPMALIUH JIIS
CTPOWT JIOTHYECKHE YMO3AKIIIOUCHNS Ha OCHOBAHUH TIOCTYHAIOIINX
pemeHns 3a1a4; TPOBOANUTE
uH(OpMaLINK U TaHHBIX;
OIICHKY WH(pOpMAaIInH, e
JOCTOBEPHOCTD, CTPOUTH
JIOTHYECKUE YMO3aKIIIOUEeHHUS Ha
OCHOBaHMH ITOCTYTIAIONINX
nH(popManny U TaHHBIX
CnocobeH, ncrouIb3yst ITK-1.1 CriocoGen BecTH 0a3bl JaHHBIX MO PA3IUIHBIM
OTEUECTBEHHBIH 1 3apyOe)KHBIE |TTOKAa3aTeJIsIM U OCYIIECTBIISITh JIESITEIbHOCTD B CHCTEME
NCTOYHHMKH HH(POPMAIHH, JIOKyMEHTO0000pOTa OpraHU3aliy C HCIOJIb30BaHUEM
IK-1 cobuparh HEOOXOIMMBIE JITaHHBIC, |COBPEMEHHBIX HH(POPMAIIIOHHBIX TEXHOJIOTHIA;

aHanu3upoBath UX U rotoButh |[1K-1.2 Bnageer HaBbIKaMu JOKYMEHTAJILHOTO O(OPMIICHHS
nH(pOopMannOHHBIE 0030PBI U | PEIIEHM 110 BCEM BUAM JEATEIBHOCTH;
AQHAJIMTUYECKHUE OTUETHI JJIsI ITK-1.3 Brnageer 6a30BbIMU 3HAHUSIMH HOPMATHBHO-TTPABOBBIX




Indp Kommerenmuust HuankaTopsl JOCTIKEHHS! KOMIIeTeHIHH
(B paMKax JaHHOUW TUCUUTUIMHBI)
peteHust 3a1a4 JIOKYMEHTOB, U CIIOCOOCH MPUMEHSTh HX B CBOCH JEATSIBHOCTH;
po¢eCCHOHATBHO
JIeATeIIbHOCTH

3. MECTO JUCIMIIJIMHBI B CTPYKTYPE OII BO

Hucuumnuna «KoMmIutaeHC —JIOKyMEHTAallMM» OTHOCHTCA K  4acTdh, (opMUPYyeMOi
y4acTHUKaMU  0Opa3oBaTeNbHBIX  OTHOmIEHWH  Omoka 1 «JlucuumiuHbel  (MOMYIH)»
00pa30BaTeNbHOM MPOrpaMMbI BBICIIETO 00Opa30BaHUS.

B pamkax o0Opa3zoBaTesbHOM MporpamMmbl BBICIIETO O0pa30BaHUS OOy4YaOIIMECS TaKxKe
OCBaWBAIOT JApPyrue JUCHHUIUIMHBI W/HWIW  TPAKTHKH, CIOCOOCTBYIOIIME  JIOCTHIKEHHUIO
3aIIaHUPOBAHHBIX PE3YIHTATOB OCBOCHUS AUCUUILINHBI «KOMILTaeHC TOKYMEHTALIUN.

Tabnuya 3.1. Ilepeuenv komnonenmos OII BO, cnocobcmeyrowux oOocmudiceHuro
3aNIAHUPOBAHHBIX PE3YIbMAaAmo8 0C80EeHUS OUCYUNTIUHB]

penmecTByommue Mocnenywomue
g Hauvenosanne HHCEH]‘[J‘II/IHLI;,MOJI JIH )IHCIIP[HHHH}I/;I/MOZ[ JIH
P KOMITeTeHI[AH % M * M
MPAKTHKH MPAKTHKH
$
Bseoenue 6 yugpposusayuio yuema | IlpenaumioMHas NpaKkTHKA;
busnec-npoyeccog**, Kopnopamusnoe
Tanm-menedrncmenm*>; MOUICHHUYECIEO.. KAK
Hasviku u mexnonozuu nyonuuneix | obesonacums busHec**,
npeseHmayuti **; Jluzatin-morunenue **;
OcHosbl npeonpunumamenscmea™**; | Ilepconanvrviii 6penOunz™>;
OcHosbl mpetiounea na pornoosom | busnec 6 Unmeprnem**,
PpbiHKe*™; Phygital-mexnonocuu ¢
Kpeamusnocmo u unnosayuu 6 9KOHOMUKE**,
Cnoco0eH: nCKaTh HYKHbIE e g s
busnece™>; Lugposoii bankune**,
HUCTOYHUKH UH(POPMAIIUH U
Kommynuxayuu 6 sxonomuxe u Meowcoynapoonvie
JTaHHbIC, BOCIIPUHUMATb, o
ynpaenieHuu**, IKOHOMUYECKUE
aHaJIM3UPOBATh, 3a[IOMHHATD o soen
OcHo8bl HayyHbIX UCCIe008aHUU ™™, | opeanuzayuu**,
U TIiepenaBaTh HHPOPMAIIUIO
Tpenune: paboma c DOKOHOMUKA H OpTaHU3AIIHS
C UCIIONTb30BaHUEM - .
MeIHCOYHAPOOHOU cmamucmukon**; | Tpyna;
TUQPPOBBIX CPEICTB, a TAKKE N
Teopus u npaxmuxa bBrokuetin**;
C TIOMOIIIBIO aJITOPUTMOB s
MeAHCOYHAPOOHO20 bu3sHeca*™, Hnmepaxmuesnvie memoouvl
pH paboTe ¢ TOITYICHHBIMHU
OcHo8bl MeAHCOYHAPOOHBIX npeocmagneHus
U3 Pa3TUYHBIX HCTOYHHKOB s s
cmandapmos yuema u ayouma™®*;, | ungopmayuu**;
YK-12 JTAHHBIMU C TIEIBIO
>bEXTHBHOTO Busnec-knumam u pecynuposanue | Python u SQL B 3koHOMHUKE U
. UHOCMPAHHBIX UHBECHUYULL 8 yIPaBJICHUH;
HCIIOJIb30BAHUS TIOTyYEHHON s .
PO*; HcKycCTBEHHBINM UHTEIJIEKT B
uH(OpMaLUK A1l peLIeHUsI . i o
Cmpaxosoti busnec**; OpTraHu3aIy MPOESKTHON
3aj1a4; NPOBOUTH OLIEHKY
Icuxonoeus iuunocmu u JIeATEeNIbHOCTH;
nHpOpMaLNH, ee
npogeccuonarbHoe Wndopmannonusle
JIOCTOBEPHOCTH, CTPOUTH e
camoonpedenenue™™; TEXHOJIOTHH B YIIPABICHUH;
JIOTHYECKHue
[{udposas rpaMOTHOCTS; Hesenonmenm: copoockue u
YMO3aKJIFOUCHUS Ha
Buszyanuzayus npocmpancmeennvix | pecuonanvHole
OCHOBaHMH ITOCTYTIAFOIINX -
OaHHBIX 8 IKOHOMUKe ¥, UHBECTUYUOHHbLE
WHPOPMAIIUU ¥ JAHHBIX . e
Hcmopus ¢unancosvix nompsicenuii | npoexmol **;
8 MUPOBOL IKOHOMUKE ™, Oxonomuka u punancoi
bezonacnocms 6 yugposoii YCmouyueo2o pazeumus**;
cpeoe ™™, Meroanka HanucaHus
Texnonoeuyeckuil cysepenumem ¢ | KypcoBoi paboThI;
MHO2ONOAAPHOM Mupe ™™, KangpoBoe nenonpomn3BoaCTBO;
Mamemamuueckas no2uka u Kaoposas 6e3onacnocms **,
meopus aneopummos™*; Ynpaenenue
KOHKYPEHMOCNOCOOHOCMbIO




IIpenmecrByromue Hocnexyromue
HaumenoBaHue P ¥ Y
HIudgp KOMIIeTeHIH JUCIUTITHHBI/ MOTYJIH, JUCIUTITHHBI/MOTYJIH,
NPaKTHKH* NPaKTUKH*
opeanusayuu**;
O3HakomumenvHas NPaKmuxa,
Opeanusayus pabomaol
Oxonomuueckasn eeozpagus; 5 N P
Mamemamuxa (acms 1); Kacposou Cryicost ™=,
Mukposkonomuxa; [IpenmumuioMHast MpaKkTHKa;
Max oakonomuka" IIpoexTHO-TEXHOIOTNYECKAS
Beed P ’ MIPaKTHUKA;
sedenue 6 yugpposusayuio yuema M .
Gusnec-npoyeccos™: MpOBasi 5KOHOMHKA;
; :
Tatin-venedoemenm™: MatemaTtuka (Hacts 2);
MapxkeTuHr;
Hasviku u mexnonozuu nyoauunsix K
npesenmayuii*™; opnopamusHoe
’ sk | MOUEHHUYECTEO. KAK
Ocnosbl npeonpunumamenscmea™*™; s
2 obeszonacums busnec**;
OcHosbl mpetiounea Ha (poHO08oM . e
- Jluzaiin-moiuinenue*™,
P ’ Ilepconanvhviii bpenounz**,
Kpeamusnocmo u unnosayuu 6 o
Gusnece ™ busnec ¢ Unmeprnem**;
’ Phygital-mexunonozuu ¢
Kommynukayuu 6 sxonomuxe u vg e
S —— 9KOHOMUKE*™,
0 Yrp ’ <. | Lugposoii bankunz**,
CHOBbL HAYUHBIX UCCTIE008aANULL ™™,
Mesicoynapoonule
Cnoco0eH ocyIlecTBIsTh Tpenune: paboma c
. N . x. | OKOHOMUHECKUE
TIOUCK, KPUTHYECKUI aHATIN3 | MeNCOVHAPOOHOU CIMamucmurkou**; )
opeanusayuu**;
U cuHTe3 HHPOPMALIH, Teopus u npaxmuxa
VK-1 o 9 ) G sk MeTo bl uccae10BaHus
MIPUMEHSTH CHCTEMHBIH MeAHCOYHAPOOHO20 busHeca ™™ _—
TIOJIXOJT JJISl peIICHUS OcHo8b1 MeAHCOYHAPOOHBIX %m ar;weuqecme paeneHe
MTOCTaBJICHHBIX 33724 cmanoapmos yyema u ayouma**; P Yrp -
yeoseyecKumu pecypcamu**,
busnec-xnumam u peeyruposarue
o Hnmepaxmusnvie memoouvl
UHOCMPAHHBIX UHBECMUYULL 8
P npeocmagneHus
’ skke
. ungopmayuu
Cmpaxoeoti 6usnec™*; opmay ' )
o — DKOHOMHYECKAs CTATUCTHKA,;
npocpeccuonansioe Jlesenonmenm: copoockue u
camoonpeoenenue**; pecuonaibibie
bl
UHBECUYUOHHbBIE
Mamemamuueckas n1o2uxa u I —
MeopuUs An2OpUmMOE™; QI;(OHOMMKLZ ,u @unancol
Buszyanuzayus npocmpancmeentvix . soen
DALY € SKOHOMUKEe ™" YCmOoUuyue020 pa3eumus™*;
;
. | Merouka HaITUCaHUS
Hcmopus ¢unancosvix nompscenuil . .
N - KypCOBOH paboTEHI;
6 MUpPOBOU IKOHOMUKe ™, 5
besonacnocms 6 yugpposoi KOH(?MHKa H Oprafu3ati
cpede™™; TpyAa;
N AHalu3 ¥ IpOrHO3UPOBaHHE
Texnonozuyeckuil cygepeHumemn 8 BIHKA TDYIA:
MHO2ONONAPHOM Mupe **; p pyaa;
Oxonomuueckas eeozpagpus; Kopnopamusnoe
Bsedenue 6 yugposuzayuro yuema | MOWEHHUYECMBO. KAK
C 6 ousnec-npoyeccog**, obesonacums busnec**;
TTOCOBCH, ACTIOIESYA Taiim-menedocmenm**; Jluzatin-monunenue **;
. ; ;
OTEYECTBEHHBIH U N sk
Hasviku u mexnonoeuu nyonuynvix | Ilepconanvhulii Openoune**,
3apyOeKHbIE HCTOUHUKH C o k-
npezenmayui **; bBusnec 6 Unmepnem™**;
uHpOpMaIuH, COOUpaTh s -
Ocnosvl npeonpunumamenvcmea™*; | Phygital-mexunonocuu ¢
HEeoOX0MMEbIE JaHHbIE, z e
OcHogvl mpetiounea na onoogom | skonomuke**;
IK-1 aHaIM3UPOBATh UX U sk N sk
poiHKe*™; Lughposou bankune™*;
TFOTOBUTH MH(GOPMAI[HOHHBIE
Kpeamusnocms u unnosayuu 6 Meosicoynapoonvie
0030pbI U aHAJIMTHYECKUE s
ousnece™*™; 9KOHOMUYECKUe
OTYETHI JUIs PEIIeHHs 3a/1a4 soen
N Kommynuxayuu 6 sxonomuxe u opeanusayuu™*,
npoQecCUOHANBHOM oo A,
ynpagneHuu**; Bnokuerin**;
JeSITeTbHOCTH o
OcHogbl HayyHbIX uccredoganu™*; | [lesenonmenm: copoockue u
Tpenune: paboma c pecuoHabHble

MENCOYHAPOOHOU CIAMUCMUKOU *™;,

UHeeCmuyuoHHbvle




IIpenmecrByromue Hocaenywomue
HaunmenoBanue pen yrom Ayiont
HIudgp JUCIUTITHHBI/ MOTYJIH, JUCIUTITHHBI/MOTYJIH,
KOMIIeTeHI[UH * «
MPaKTHKH NPaKTUKHU
Teopus u npakmuxa npoexmul **;

MeAHCOYHAPOOHO20 busHeca ™™
OcHo8bl MeAHCOYHAPOOHBIX
cmanoapmos yyema u ayouma**;
busnec-xnumam u pecynupoganue
UHOCMPAHHBIX UHBECHULYULL 6
PD**:

Cmpaxosoti 6usnec™*;
Icuxonoeus nuunocmu u
npogeccuonanvroe
camoonpeoenenue**;
Busyanusayus npocmpancmeennvix
OAHHBIX 8 IKOHOMUKE*™
Hcmopus ¢unancosvix nompscenuil
8 MUpPOBOLL IKOHOMUKe ™,
besonacnocms 6 yugpposoii
cpede™*,
Texnonocuueckuii cyeepenumen
MHO20NONAPHOM Mupe™™;
Mamemamuueckas nocuxa u
meopus aneopummos**;

DKoHOMUKA U uHaHCH
YCmouyue8020 pa3eumus ™™,
Ynpaenenue
KOHKYPEHMOCNOCOOHOCHbIO
opeanuzayuu**;
HnmepaxmueHnuvie memoowvl
npeocmaegieHus
uHgopmayuu **;
Ilpeoounnomunas npakmuka,

* - 3aMONHACTCS B COOTBETCTBUM ¢ MaTpuuei komnereniuii u CYII OII BO

** - 3NIeKTUBHBIC TUCIUIUIMHEI /TIPAKTHKH




4. OFbEM JUCHUILIVNHBI U BUJIbI YYEBHOM PABOTHI

OOm1ast TPYA0EMKOCTh JUCIHUILTUHBI «KOMIUTaeHC JOKYMEHTAIIUI COCTABIISET «2)» 3aUeTHBIC CIHHIIBI.
Tabnuya 4.1. Buowl yuebHOU pabomvl no nepuooam 0C80eHUsi 00pA308amMenbHOU NPOSPAMMbL 8bICUIC20 00pA308aHUL Ol OYHOU (HOPMbL
0OyueHusl.

Buja yueOHoii padoThl BCETIO, ak.u. CeMecBT pCED)

Koumaxmmnas paboma, ax.u. 34 34
Jlexrun (JIK) 17 17
Jlabopartopusie pabotsl (JIP) 0 0
IMpaktryeckue/cemunapckue 3ansatus (C3) 17 17
Camocmosmenvras paboma 00y4arOWuxcs, ax.u. 29 29
Koumponw (ax3amen/3auem c oyenkoil), ax.u. 9 9
OO01asi TPYI0E€MKOCTh THCHHILTHHBI aK.4. 72 72

3a4.e/1. 2 2




5. COAEPKAHUE JUCIUITVINHBI

Tabauya 5. 1. Cooepoicanue oucyuniunsvt (MOOYis) no 8udam y4ebHou pabomol

Homep
pa3nena

HaumenoBanue pazaesa
AUCHUILTAHBI

Conep:xanue pasaesa (TeMbl)

Bun
y4eOHoi
padoThr*

Pazgen

[onsTus «uHGOpMAUI» U
«IOKyMeHT». OyHKINU
JnokyMeHToB. HopmaTtusHO-
npaBoBas 6aza 1o
YIPAaBJIEHUIO JOKYMEHTaMHU

11

JIOKyMEHTUPOBaHUS yIIPaBICHYECKON
JearenbHOCTH. DYyHKIMS TOKYMEHTa. 3HaYeHUE
n3y4eHus: QyHKIMHN JOKYMEHTA.
WndopmannonHas GyHKIMS JOKYMEHTa KakK
CPEJICTBO 3areyaTiIeHNs] U COXPaHSHHUs
nHpopManuu. CorpanbHast QYHKIUA JOKYMEHTA.
KynbrypHas GyHKIHMS JOKyMEHTA.
KomMyHuKaTHBHAsA GYHKIHS KaK CPEICTBO
nepenadu HHGOPMaIKU. YTIpaBIeHIECKas!
(GYHKIWSA ¥ ee 3HaUeHNUE B OPraHU3aLUH
ynpasnenus. [IpaBoBas GpyHknmsa. OyHKIuA
yuera. OYHKIHS TOKYMEHTa KaK HCTOPUYECKOTO
UCTOYHUKA. DYHKIMU [TOCTOSHHO JEHCTBYIOIINE
u QpyHKUUY onepaTHBHbIC. BiusHue pyHkuuii
JIOKyMEHTA Ha €r0 CTPYKTYpY.
[Monn¢pyHKIMOHATBHOCTH JOKYMEHTA.
I'ocynapcTBeHHBIE CTaHAAPTHI U
YHA(HUIHPOBAHHBIC CUCTEMBI IOKYMEHTAIIH.
l'ocynapcTBeHHas cucTeMa JOKYMEHTAI[IOHHOTO
obecnieuenns ynpasnenus. [lopsaok
COTJIACOBAHUS U MOIHUCAHUS JOKYMEHTOB.
Yanduxanus u CtaHgapTH3aIHASL
YIPaBJIEHYECKUX JOKYMEHTOB; MOPSIOK
3aI0JIHEHHs] TUIIOBBIX (hOpM

JIK, C3

Pazgen
2

Opranuzanus
JIOKyMEHTO0000pOTa Ha
HpEeANPUITHA

2.1

Byxranrepckasa noxkymenranus. Ileppuunsie
JIOKYMEHTBI IIpeANpUATHS. PEKBU3UTEI
NEPBUYHBIX AO0KyMeHTOB. IIpaBo noanucu
NIEPBUYHBIX YUETHBIX JIOKYMEHTOB. BHEceHue
UCIPABJICHU! B [IEPBUYHBIC YUETHBIE JOKYMEHTBI.
BoccranoBnenue nokymeHToB. Opranusanus
JOKyMEHTO0000pOTa U MpaBMIIa XPAHEHUS
JOKyMEHTOB. I 'padik JOKyMeHTOOOO0pOTA.
JIOKyMEHTBI, CoeprKaIie KOMMEpPUECKUe
cBeieHus. CpoKH XpaHEHHUs! JOKYMEHTOB

JIK, C3

Paznen

JloxyMmeHTanbHOe
odopMIICHHE OTIepaIHii ¢
OCHOBHBIMH
cpeactBamuy/lokymeHnTansHoe
odopmIIcCHHE OTIepaIuii ¢
HeMaTepHaIbHBIMH
akTuBaMuy|

3.1

Co3tanne KOMHCCHH TI0 OCYILECTBICHHIO
onepanuil ¢ OCHOBHBIMU CPEACTBAMH.
ITocTynenne OCHOBHBIX cpeicTB. MOHTax
obopynosanusa. Hamuuue u ncrnosip3oBaHue
OCHOBHBIX CPE/ICTB (MHBEHTAPHBII HOMED,
WHBCHTApHas KapTO4YKa U HHBCHTAPHAA KHUTA,
amopTH3aIus). PEMOHT peKOHCTPYKIHS U
MOJIEpPHU3ALUS] OCHOBHBIX CPEJICTB.
Ilepemermenne ocHOBHBIX cpeacTs. Komuccus no
IIPOBEACHUIO ONEpalHil ¢ HeMaTepualbHbIMU
akTuBaMH. [TocTymieHre HeMaTepUanbHbIX
aktuBoB. Hanuuue u ucnonp3zoBaHue
HeMaTepHasbHbIX akTUBOB Ilepemenenue
HEMATCPUAJIbHBIX AKTHUBOB BHYTPHU OpTraHU3allnn

JK, C3

Paznen

JloxymeHTanbHOe
odopMIICHHE OTIepaIii ¢
MarepualibHO-
MIPOM3BOJICTBEHHBIMHA
3armacamu

4.1

[octynnenne marepuanoB. OTIIyCK MaTepHAaOB
Ha TPOM3BOJICTBO U Apyrue nenu. Kontpons 3a
HCIONIb30BaHUEM MaTepuanoB. BHyTpeHHue
TepeMelneHust MaTepuanoB. MaTepuanbsl Ha
cknane. Tapa. MarepuasbHble IICHHOCTH,
MIPUHATHIC HA OTBETCTBEHHOE XPAaHEHUE

JK, C3

Paznen

JoxymeHTansHOE
0 OpMIICHHE KACCOBBIX U
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Ilocrynnenue nener B kaccy. Brinaua geHer u3
kaccel. Crava IeHeXHOW HAJIMYHOCTHU B OaHK.

JIK, C3




Homep
pa3nena

HaunmenoBanue pasaesna
AUCUMIITHHBI

Conep:xanue pa3aesa (TeMbl)

Bun
yueOHoI
padoThI*

0aHKOBCKHUX OTIepamnuii

PacueTs! IaTe:KHBIMU TTOP YUY EHISIMH.
JenexHslil uek. IHBeHTapu3anus Kaccol.
VuBeHTapu3anys CpefcTB Ha cyeTax B OaHKe

Paznen
6

JlokyMeHTanroHHOE
obecrieueHre ynpasieHus
MepCOHAIIOM

6.1

HopMmatuBHBIE aKThI, pETYIUPYIOIIIE BOIPOCHI
KaJIpOBOH CITy>KOBI Ha TIPEAIIPUSITHH.
BHyTpeHHHe JT0KaJIbHBIe IpaBUila, B TOM YHCIIE
BHYTPEHHET'0 TPYJIOBOT'O PaCIIOpsIKa;
KOJUIEKTHBHBIN 10r0BOp. O3HaKOMIICHHE
pabOTHHKOB C JIOKaJIbHBIMH HOPMAaTHBHBIMHU
akTamu. [1oHsTHE EPCOHATIBHBIX JaHHBIX
paboTHHKOB, UX 00paboTKa. JJOKyMEHTHI,
TIOJTBEPIKNAIOIUE TPYJOBYIO AEATEIBHOCTh
pabotaukoB. TpymoBoit goroBop. Bumsl, popma,
cozxepkanue. TpynoBasi KHIKKa

JIK, C3

Paznen

Cpe,I[CTBa aBTOMaTHU3alllu1
JACJIOITPOU3BOACTBA

7.1

Opranuzanus xpaseHus: 1okyMeHToB B [1K,
obecrieunBaromas OBICTPEIA TOUCK
HEoOX0ANMOro MaTeprana 0e3 MpUMEHEHHS
CIIEIHATBHBIX IPOTPAaMM aBTOMATH3ALUH
Jenonpou3BoacTBa. PopMHUpoBaHUE
KJIaccU(pUKATOPOB ISl OpraHU3alUuK XpaHEHHs
MUCEM TpakJaH. ba3bl JTaHHBIX BBIIECTOAIINX
opranusaunuii. bassl JaHHBIX OpraHu3anui
MIapTHEPOB

JIK, C3

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI

Tabnuya 6.1. Mamepuanvho-mexnuueckoe obecneuenue OUCYUNIUHBL

* - 3anonasercs Toiapko o OUHOM dhopme odyuenust: JIK — aexyuu, JIP — nabopamopnsie pabomoi; C3 —
npaKmuiecKue/CeMunapcrue 3aHamusl.

Tun aynuropuu

OcHalenue ayIMTOpUU

AUCHHUIIJIMHBI

CrnenuaJn3upoBaHHOe
yueOHOe/1a0opaTopHOe
obopynosanmue, I1O n
MAaTepHaIbl 1JIsl 0CBOECHHUS

(mpu HeOOXOAUMOCTH)

JlexumnonHas

AynuTtopust U IPOBEICHUS 3aHATUI
JIEKIMOHHOTO TUIa, OCHAILIEHHAs JKpaH
KOMIUIEKTOM CHEIMaIU3UPOBAHHOM 9
MeOenu; T0CKOH (IKpaHOM) U
TEXHUYECKHMHU CPEICTBAMU
MyJIbTUMEANA MPE3EHTALUN.

GB/1000 GB/DVD/audio,

* - ayauTOpUs TS
CaMOCTOSITENTLHON pabOTHI

OBA3ATEJIBHO!

OBECIIEYEHUE
JUCHUTTJIMHBI
OcHOBHas JuTEparypa:

ayn. 101, Mono6nox Lenovo AIO-
510-221SH Intel 15 2200 MHz/8

MoHuTOop 21", MyneTumenna
npoekTop Casio XJ-S400UN,
Mynetumenna npoektop Casio
XJ-V100W, ITpoekunoHHbBIH

oOyJaronuxcs yKa3bIBaeTcs

7. YHEBHO-METO/UYECKOE
N NTHOOPMAILIMOHHOE




1. CaBuna, H. B. OcHOBBI TaiiM-
MEHEKMEHTA : Y4eOHUK ISt
By30B / H. B. CaBuna. — Mockaa :
WzparensctBo KOpaiit, 2025. —
101 c. — (Bsicmiee obpazoBanue).
— ISBN 978-5-534-19580-4. —
TekcT : AeKTpOHHBIH //
Ob6pazoBarenbHas IaThopma
IOpaiir [caiit]. — URL:
https://urait.ru/bcode/569182

2. Caunkosa, O. K.
[TepcoHaIbHBIN MEHEKMEHT :
yaeOnuk aiis By3oB / O. K.
CaunKOBa. — 2-€ u3., mepepad. u
non. — MockBa : M3naTenscTBo
IOpaiir, 2025. — 116 c. —
(Bricmiee oopazoBanue). — ISBN
978-5-534-16189-2. — TekcrT :
aneKTpoHHBIHN // OOpa3oBaTenbHas
mwiatdopma FOpaiir [calT]. —
URL.: https://urait.ru/bcode/567231
JlononHuTenbHAs TUTEpATypa:

1. Caunkosa, O. K.
CaMOMEHEIKMEHT : Y4eOHUK IS
CpeaHero npogeccnoHaIbLHOTO
obpazoBanus / O. K. CnunkoBa. —
2-e n31. — Mocksa :
W3narenscrBo FOpaiT, 2025. —
116 c. — (IlpodeccronanbHoe
obpaszoBanue). — ISBN 978-5-
534-16476-3. — TekcrT :
J1eKTpoHHBIHN // OGpa3oBaTenbHast
miardopma FOpaiit [caift]. —
URL.: https://urait.ru/bcode/568519
2. llcuxonorus Tpyna : yueOHUK U
NPaKTUKYM JUI BY30B / O] 001Ieit
penakuueit C. FO. ManyxuHon. —
Mocksa : U3narensctBo IOpaiir,
2025. — 461 c. — (Bricuiee
obpaszoBanue). — ISBN 978-5-
534-16505-0. — Tekcr :
a51eKTpoHHBIHN // OGpa3oBaTenbHas
mwiardopma FOpaiit [caift]. —
URL.: https://urait.ru/bcode/580255
Pecypcol nuadopmanrionso-
TEJIEKOMMYHHKAIIMOHHOMN CeTH
«HTEepHET!

1. 9bC PYJIH u ctoponnue 3bC,
K KOTOPBIM CTYIIEHTHI
YHHUBEPCUTETAa UMEIOT TOCTYII Ha
OCHOBaHUU 3aKIIOYCHHBIX
JIOTOBOPOB




- DIEKTPOHHO-OMOIMOTEIHAS
cucrtema PY/IH — ObC PY/IH
https://mega.rudn.ru/MegaPro/Web
- OBbC «YHuBepcuTeTcKas
OuOIMOTEeKa OHIIANH
http://www.biblioclub.ru

- OBC «tOpaiit»
http://www.biblio-online.ru
GEHA 244%*244, Dkpan ¢
anekTponpoBoaoM Draper 203*1,
Axyctrueckas cuctema Defender
Mercury 35 Mkll

AyauTopus sl IPOBEICHUS 3aHATUI

CEMHHAPCKOI'0 TUIIA, TPYIIIOBBIX U aya. 27, Mono6:ok Digma Pro
WHIUBUIYATbHBIX KOHCYJIbTAIIUH, Unity i7 1255U MHz/16 GB/512
TEKYIIET0 KOHTPOJIS U GB/DVD/audio, monutop 27",
CeMuHapckasi | IPOMEKYTOUHOW aTTECTAIIHH, Mynbtumeauna npoektop Cactus
OCHAIIEHHAsI KOMILJIEKTOM CSC4.SG , Okpan
CHeIUaTU3UPOBAHHON MeOCIH U mortopuzoBaHHbIi Digis Electra
TEXHUYECKHMHU CPEACTBAMHU 200*150 Dsem-430

MYJIbTHUMCINA HpGSGHTaHHﬁ.

Aynutopus Ui CaMOCTOSATEIbHON
paboThl 00y4daromUXCs (MOXKET
MCIIOJIb30BATHCS IS TPOBEICHUS

ayn. 27, Mono6nok Digma Pro
Unity i7 1255U MHz/16 GB/512

Hns . GB/DVD/audio, monuTop 27",
. | CeMHUHAPCKUX 3aHITHH U
CaMOCTOSITENLHOM |~ SbTa), OCHAMIEHHAS Mynbstumeaua npoektop Cactus
paGOTEI Y ’ CSC4.SG , Dxpan

KOMIUIEKTOM CICIIHATH3UPOBAHHOM
MeOer U KOMITBIOTEPAMH C JOCTYIIOM
B OHOC.

MoTopu3oBaHHbIi Digis Electra
200*150 Dsem-4303

* - ayAuTOpUS U CAaMOCTOSATENFHON paboThl oO0yvatrontuxcs ykaspiBaercss OBA3ATEJIBHO!

7. YAEBHO-METOJUYECKOE 1 UHO®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIJINHBI

Ocnoenas numepamypa:

1.1. Ky3neuos, U. H. JlokymMeHTanmoHHOE obecrieueHne yrpaBieHusl.
JloKyMeHTOOOOPOT U IETONPOU3BOICTBO : YIeOHUK U MpakTUKyM 11 By30B / M. H. Ky3neros.
— 4-e u3n., nepepad. u non. — MockBa : M3natensctBo FOpaiit, 2023. — 545 ¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-16003-1. — Texkcr : anekrponHsIii // OOpa3oBaTenbHas
iatdopma Opaiit [caiit]. — URL:https://urait.ru/bcode/523612

2.2. Ky3nernos, U. H. JlokyMeHTaIlMOHHOE 00ECIICYCHHE YIIPABICHUS TICPCOHAIIOM :
yueOHUK U MPaKTUKYM JJis ipukiaaHoro 6akanaspuara / M. H. Ky3nenoB. — Mocksa :
WznatenberBo FOpaiit, 2019. — 520 ¢. — (bakamasp. [Ipuknagaoii kype). — ISBN 978-5-9916-
4000-8. — Tekcr : anextponHsiii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/426321
Jononnumenvnas numepamypa:

1.3. KonduaeHuuanbHoe AeIONPOU3BOACTBO U 3ALIUIICHHBIN IEKTPOHHBIN
nokymeHnToobopor : yueoHuk / H. H. Kynses, A. C. Iémymikun, T. B. Konnpamosa, A. I'.
®abpuynoB ; nox obur. pea. H. H. Kynsesa. - 2-e uzz., nepepab. u nom. - Mockaa : Jloroc, 2020.
- 500 c. - (HoBas yauBepcuteTckas oubimoreka). - ISBN 978-5-98704-711-8. - Tekcer :
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1212394

2.4. OCHOBBI ACIONPOU3BOJCTBA. SI3BIK CITYKEOHOTO TOKYMEHTA ;| YI€OHUK U
npaktukyMm uig By3os / H. H. Illysanosa, A. FO. MBanoga ; nmox obmieit penakuueit H. H.
[llyBanmoBoit. — 2-e u3n., nmepepad. u non. — Mocksa : U3gatensctBo Opaiit, 2021. — 428 c.
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— (Bricmiee o6pazoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anekrponHslit // 96C
FOpaiir [caiit]. — URL: https://urait.ru/bcode/468912
Pecypcwr ungopmayuonno-menexomMmyHuKayuoHHou cemu « Mnmepunemy»:

1. ObC PYIH u croponnue 9bC, Kk KOTOPBIM CTYA€HTHI YHUBEPCUTETA UMEIOT JOCTYII
Ha OCHOBAaHMUH 3aKJIFOYCHHBIX JIOTOBOPOB

- DnekTpoHHo-0mommuoTeunas cucrema PYJIH — ObC PY JIH
https://mega.rudn.ru/MegaPro/Web

- ObC «YHuBepcurerckas 6ubimoreka onnaita» http:// www.biblioclub.ru

- OBC IOpaiit http://www.biblio-online.ru

- ObC «KoHcynapTaHT cTyeHTay www.studentlibrary.ru

- OBC «3nanuym» https://znanium.ru/

2. ba3bl JaHHBIX U TOMCKOBBIE CHCTEMBbI

- Sage https://journals.sagepub.com/

- Springer Nature Link https://link.springer.com/

- Wiley Journal Database https://onlinelibrary.wiley.com/

- Haykometpuueckas 6aza nanusix Lens.org https://www.lens.org
Yuebno-memoouueckue mamepuansi 0151 CAMOCMOAMENbHOU paboOmul 00Y4AOWUXCA NPU
0CB80EHUU OUCYUNTUHBL/MOOYIA*:

1. Kypc nexuuit no qucuuminuse «KomiuiaeHe JOKyMEHTaIuN.

* - Bce y4eOHO-METOIUYCCKUE MATePUANTBI JJII CAMOCTOSITEIIBHONH PabOThl 00yUJarOmUXCsI
pa3MeIIalTcs B COOTBETCTBUHU C ACHCTBYIOUINM MOpsiAKoM Ha cTpanulle aucuuruinasl B TYUC!
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PABPABOTYMUK:

MapteiHoBHY CBeTinaHa

CTapLIMi MPENoJaBaTellb Hukomaesna
Jonoxcnocms, BYIT Tloonuce Damunus 1. 0.
PYKOBOJ/JUTEJIb BYII:
Basunnna Ama
3aBeAyIOIMUA Kadeapon BrnagumupoBHa
Jonoscnocms BYIT Tloonuce Damunus U.0.
PYKOBOJUTEJIb OII BO:
Basunnna Anna
3aBeNlyroIuii kadenpoi BnagumuposHa
Honxcnocmo, BYITT Ioonuce Damunus U.0.
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