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1. EJIb OCBOEHMA JUCIIUITJIMHbI

JucuuiuimHa «KoMIutaeHC —JTOKyMEHTAalUMW» BXOAWT B Iporpammy OakajnaBpuaTa
«IKOHOMUKA MPEANPUATHS U TPEATPUHUMATEILCTBO» Mo HampasieHuto 38.03.01 «9xoHoMuKa»
1 u3ydaercs B 3 cemectpe 2 kypca. Jucnurummnay peanmmsyer Kadenpa Oyxraiarepckoro ydera,
ayauTa U CTaTUCTUKH. JIMCUMITTIMHA COCTOUT U3 7 pa3lieloB U 7 TeM U HampaBlieHa Ha U3y4eHUE
NpaBUI JOKYMEHTHPOBaHHUA (PAKTOB XO3SHCTBEHHOM JKM3HU NPEANPHUATHA W OpPraHU3aLUH
JOKYMEHTO00O0pOTa Ha MPEIIPUITHH.

[lenbto OCBOEHHUS IUCUMIUIMHBI SIBISETCS. NPUOOPETEHUE CTYAEHTAMHU TEOPETUYECKUX
3HAHUNA M TPAKTUYECKUX HABBIKOB B O0JIACTH YMpaBICHUS JAOKYMEHTOOOOPOTOM, KOTOpHIE B
JaTbHEHIIEM TMO3BOJSAT WM OCYIIECTBIATH AI(PQPEKTHUBHYIO JAEATEIBHOCTh IO CO3JaHHUI0 U
opranuzali paboTbl O(HUCOB Ha COBPEMEHHOM YpPOBHE, OOECIEUMBAIOIIEM JOCTHUKCHHE
YCIICUTHBIX PE3yNbTaTOB B U30paHHON cdepe OusHeca, OOBSICHUTH  OOIIME TPHUHIIUITBI
perynupoBaHusi OyXraiaTepckoi MPakTUKH, ONPEICIIIONINE CBA3H MEX/1y YUETOM U FPaXKTaHCKUM

IIPaBOM, 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)

Indp Kommerenmuust HNuauxaropsl AOCTIKEHHS! KOMIETEeHIHH
(B pamMKax JaHHOW JTHUCIUILIIHEI)
VYK-1.1 OcymecTBiseT NOUCK HHYOPMAIIH IS pEIICHUS
Crnoco0eH OCYIIECTBIATh TOKCK, |IIOCTABICHHOH 3aJauy MO Pa3INYHBIM THUIIAM 3alIPOCOB;
KpUTHYCeCKH aHamu3 1 cuATe3 | YK-1.2 AHanm3upyeT u KOHTEKCTHO 00padaTbiBaeT HH(POpPMAIIIO
VK-1 nH(pOpMaLUH, TPUMEHSIThH JUISL pETLICHNUS TTOCTAaBJICHHBIX 3a71a4 ¢ ()OPMHUPOBAHIEM
CHCTEMHBI MOJXO JUIS PEIICHNs |COOCTBEHHBIX MHEHUH U CY>KACHHIH;
IIOCTABJICHHBIX 3324 YK-1.3 [Ipenaraer BapHaHThI peICHNS 3a0a49H, aHATU3UPYET
BO3MOYKHBIE NTOCIIEICTBUS MX MCIOJIH30BAHNUS;
CriocobeH: HCKaTh Hy KHBIE
HUCTOYHHUKH MH(POPMALMH 1
JTaHHbIE, BOCIIPUHUMATB,
aHAITM3UPOBATh, 3ATIOMUHATH U
nepeaaBaTh HHOOPMAIIHIO C VYK-12.1 OcymiecTBIsATh MOMCK HY>KHBIX HCTOYHHKOB MH()OPMAITUH
UCIIONIb30BaHUEM IM(POBBIX  |M JaHHBIX, BOCIIPHHUMAET, aHAIN3UPYET, 3aIIOMHHAET U ITepeiaeT
CPEZCTB, a TAK)KE C IOMOIIBI0  |MH(OPMAIMIO C HCIIOJIB30BaHUEM IIM(PPOBBIX CPEJICTB, & TAKKE C
ITOPUTMOB IIpH paboTe ¢ MOMOIIBIO AJITOPUTMOB TIPH Pa0bOTE C MOTYYEHHBIMU U3 PA3IHMYHbBIX
VK-12 MIOJTYYEHHBIMHU U3 PA3IMYHBIX  |MCTOYHHMKOB JAHHBIMHU C LEJIBI0 3()()EKTHBHOTO HCIIOIB30BAHUS
MCTOYHHMKOB JAHHBIMHU C LIEJIBI0 | TOTy4CHHOW MH(OPMALINH ATl peLIeHHs 33134,
s dexruBHoro ucronb3oBanus | YK-12.2 [IpoBoauT oueHKy HH(MOPMAILNH, €€ TIOCTOBEPHOCTbD,
MOJTY4YEHHOW MHOOPMALIUH JJIsl | CTPOUT JIOTHUECKHE YMO3aKIIIOUSHNsI HA OCHOBAHUH MOCTYIAIOIINX
pelnieHus 3aja4; IPOBOAUTH nHGOPMALINHU U JaHHBIX;
OLIeHKY MH(pOpMaIHH, ee YK-12.3;
JOCTOBEPHOCTD, CTPOUTH
JIOTHYECKUE YMO3aKIIIOUEeHHUS Ha
OCHOBaHMHU MOCTYMAIOIIUX
nH(popManny U TaHHBIX
CnocobeH, ncroib3ys I1K-1.1 [oaroTaBnuBaeT UCXOIHBIE JaHHBIE I IPOBEACHUS
OTEYECTBEHHBIE 1 3apyOe)KHBIE |pPacyeTOB 3KOHOMHYECKUX M COIHATBHO-I)KOHOMHYECKHUX
MCTOYHHMKU MH(POPMAIHH , Hnokasaresel, XapakTepU3yIOIIUX JeSITeIbHOCTb X03HCTBYOLINX
TIK-1 coOupaTh HEOOXOUMBIC JaHHBIC, |CYOBEKTOB;
aHanu3upoBath ux U roroButs |I1K-1.2 [TpoBoauT pacyeTsl S5KOHOMHUUYECKUX M COLUAIBHO-
nHPOPMALMOHHBIE 0030PEI 1 [IKOHOMHMYECKHX IT0Ka3aTeNieil Ha OCHOBE THITOBBIX METOIHK C
AHAJIMTUYECKHUE OTYETHI JJIst Y9eTOM JEeHCTBYIONIEH HOPMAaTHBHO-TIPABOBOH 0a3kl,




HIugp

Komnerennus

HNHanKaTopsl 10CTHKEHNS KOMIETEHIINT
(B paMKax JaHHOUW TUCUUTUIMHBI)

pelIeHus 3anad
po¢eCCHOHATBHO
JeSATEINbHOCTH

BEIOMCTB H T. [I.;

[TK-1.3 Pa3pabatbIiBaeT S5KOHOMHUYECKHE Pa3eiibl IIIaHOB
MPEANPUATHI Pa3uuHbIX GOPM COOCTBEHHOCTH, OpraHU3allni,

3. MECTO JUCIMIIJIMHBI B CTPYKTYPE OII BO

Hucrunnmna
y4aCTHUKaMU

«Komimtaenc
00pa3zoBaTeNbHBIX

JTIOKYMEHTAIN»
OTHOIIIEHUN

OTHOCHUTCS
omoka 1

00pa30BaTeNbHOM MPOrpaMMbI BBICIIETO 00Opa30BaHUS.

«JIucuMIIMHbBI

dhopmupyemoit
(Motynn)»

YacTH,

B pamkax o0Opa3zoBaTesbHOM MporpamMmbl BBICIIETO O0pa30BaHUS OOy4YaOIIMECS TaKxKe

OCBaMBaIOT

npyrHe

IUCIUTIINHEI

W/WIN  TPaKTUKH,

CIOCOOCTBYIOIIKE

JOCTHXXCHHIO

3aIlJIaHUPOBAHHBIX PE3YJIbTATOB OCBOCHUA U CIIUIIIIMHBI «KommnaeHc JOKYMCHTAlUN).

Tabauya 3.1. Ilepeuenv xomnonenmos QOII BO, cnocobcmsyrouux 00CMUNICEHUIO
3ANIAHUPOBARHbLX pe3)1bmamoe OC60E€HUA ()MCL;M}’lJlqul
IIpenmecrBylomue Ilocaenyromue
g Haumenosanne IIHCEHI:'[JIHHLI;,MOI)III JIU nncunnnnﬁl{);l/;auoz[ JIU
p KOMIIETEHIINH % i, * i,
MPAKTHKH MPAKTHKH
Wudopmaruka;
Beeoenue 6 yugposusayuro yuema
busnec-npoyeccog**,
Tatim-menedxncmenm™*>;
Hasviku u mexnonozuu nyonuuneix | IIpon3BoacTBeHHO-
npeseHmayuti **; TEXHOJIOTHYECKas IPaKTHKA;
Cmopumennune 0anubix**; [IpenoumuioMHas MpaKTHUKa;
CrniocobeH: HCKaTh HyKHbIE soen . e
Ocnosvl npeonpunumamenscmea™™; | [Husaiin-woiwinenue™™;
UCTOYHUKH UHPOPMAIIUH U o
Dkonomura mesiczocyoapcmeennvix | busnec ¢ Humepnuem™*,
JTaHHBIC, BOCIIPUHUMATb, o
meppumopuanIbHblix cnopog*™, DKOHOMETPHKA;
aHAJTU3UPOBATh, 3aTIOMUHATH N .
Ocnogvl mpetiounea na onoogom | Buympennuti KOHmMpoib
U repeaBaTbh HHHOPMALIUIO e s
polnKe**; dupmor ¥*;
C UCIIOJIb30BAHUEM . s
Busnec-xknumam u pezynuposanue | Ilepconanvubiti 6penounz™*™>,
TUQPPOBBIX CPEJICTB, a TAKKE < .
¢ HOMOILIBIO ATFOPUTMOB UHOCMPAHHBIX UHBECMUYULL 8 Phygital-mexunonocuu ¢
P PO**: IKOHOMUKE ™™
pH paboTe ¢ TOITYICHHBIMU .
Hcmopus unancosvix nompsicenuti | I'eoungpopmayuonnvie
U3 Pa3TUYHBIX HCTOYHUKOB N -
8 MUpOBOIL IKOHOMUKe ™, cucmemsl: U3YaAIU3AYUS
VK-12 JTAHHBIMU C IETBIO
Texnonoeuueckue pesonroyuu u NPOCMPAHCINEEHHBIX
3¢ PEeKTHBHOTO 3 sk s
HCHOE3OBAHNS HOMVICHHOR IKOHOMUYECKULl pocm**; OanHbIx **,
i Cmpaxosoii 6uznec™*; Lugpposoii bankune**,
HHPOPMALIUY [T PELICHUS
Kpeamuenocmov u unnosayuu 6 Meorcoynapoonvie
3aj1a4; POBOMTH OICHKY s
busnece**, IKOHOMUUECKUE
nHpOpMaLNH, ee sk
Kommynuxayuu 6 sxonomuxe u opeanusayuu™*;
JIOCTOBEPHOCTD, CTPOUTH o
ynpaeneHuu**, Dkonomuxa yupposwvix
JIOTHYCCKUE e e
Ananumuxa 6 Excel**; DUIHKOB ™™,
YMO3aKIIOYCHUS Ha o
OcHosbl HayyHblx ucciedoganui**; | TexHONIOTHN U paKTHKa
OCHOBaHHH TIOCTYMAIOIINX
Tpenune: paboma c MIPOTPaMMHPOBAHUS Ha SI3BIKE
WHPOPMALIUU ¥ JAHHBIX N —
MedncOyHapoonol cmamucmukon**; | Python s rymaHuTapHbIX
Muzpayuonnule pesxcumol u CIeLUaIbHOCTEN;
NacnopmHo-8U306ds.
ouniomamus’*>;
OcHo8bl MeNCOYHAPOOHBIX
cmandapmog ywema u ayouma**;
Crioco0eH oCyIIecTBIsATh DKOHOMUYECKas reorpadus; MupoBasi 5KOHOMHKA,
VK-1 MIOMCK, KPUTUYECKUI aHaIu3 Marematuka (Yacts 1); CraTucruka;
U cuHTe3 HH(pOpMAIHH, Makpo3KOHOMHUKA; Marematuka (Yacts 2);
MPUMEHSTH CUCTEMHBII Bsedenue 6 yugposusayuro yvema | VIHcTUTynIMOHAIBHAS




IIpenmecrByromue Hocaenywomue
Mudp Haumenosanue HHCﬁHI:IHHHLl?,MOI;[IyJIH, nncunnﬂnl}llil/;auoz[yﬂn,
KOMIIETeHIIU U % s
NPaKTHUKH NPAKTUKH
TIOJIXOJT JJISI peIICHUS busnec-npoyeccog**, JKOHOMHKA;
IIOCTaBJICHHBIX 3a0a4 Tatim-menedrncmenm*>; MexayHapoaHbIC
Hagviku u mexnonoeuu nyoauynplx | SKOHOMHUYECKHE OTHOIICHUS;
npeseHmayuii **; MapkeTuHr;
Cmopumennune 0anubix **, Konmemnmuin coBpeMeHHOTO
OcHogbl npeonpunumamenscmea**; | ecTeCTBO3HAHMS,
DKOHOMUKA MedHc20CYOapCmBeHHbIX | BHympennuii Konmpoaib
MeppuUmopUaIbHbIX CNOPo8*>, dupmor ¥*,
OcHosbl mpetiounea va ornooeom | [luzaun-moiunenue*™,
poiHKe**; Ilepconanvuviii 6penoune **,
Kpeamusnocms u unnosayuu 6 busnec ¢ Unmepnem**,
busnece**, Phygital-mexnonozuu ¢
Kommynurkayuu 6 skonomuke u 9KOHOMUKE**,
ynpagneHuu**, Teounghopmayuonnvie
Ananumura 6 Excel**; cucmemsl: U3YAIUAYUS
OcHo8bl HaYYHBIX UCCAe008AHULY™, | NPOCMPAHCMBEHHbIX
Tpenune: paboma c OanHbIX **,
MedHcOyHapoonou cmamucmurxon**; | Lugposoii 6ankune™*;
Muezpayuonnvie pesicumvl u Medwcoynapoonvie
NACnOPMHO-6U30805 IKOHOMUYECKUE
ounaomamus**; opeanusayuu**;
OcHO8bL MENCOYHAPOOHBIX DKoHOMUKA YUDPosbLX
cmanoapmos yyema u ayouma™**; | peikog**,
busnec-knumam u pezynupoganue | TIpoU3BOACTBEHHO-
UHOCMPAHHBIX UHBECMUYULL 8 TEXHOJIOTHUYECKas IPAKTHKA,;
PO**; [IpenoumioMHast MpaKTHKa;
Hcmopus ¢unancosvix nompscenuil
8 MUpPOBOIL IKOHOMUKe ¥}
Texnonocuueckue pesonoyuu u
9KOHOMUYeCKUll pocm**;
Cmpaxoeoii 6usnec™*;
MUuKpOIKOHOMHUKA;
Meroauka HanucaHus KypCcOBOU
paboTsr;
O3HakoOMHTENbHAS TIPAKTHKA,;
DKxoHOMHUYECKaAsE reorpadus; DKOHOMHUKO-MAaTEMaTHUECKOE
[TpaBoBeneHue; MO/ICITUPOBAHHE;
Beeoenue 6 yugposusayuio yuema | IKOHOMUYECKAS OLIEHKA
busnec-npoyeccog**, MHBECTHIUI;
Tatim-meneoxncmenm*>; HarnonanbHast 5KOHOMUKA;
Hagviku u mexnonoeuu nyoauunevix | ColmanbHO-35KOHOMHYECKOE
Criocoben, Hemonbsys npesenmayui **; " MPOTHO3UPOBAHHUE;
OTCUCCTREHHbIC I Cmopumennune 0anuvix **; DuHAHCH NPEINPUATHS;
Ocnogbl npeonpunumamenscmaa**; | YupasiaeHue 3aTpaTaMu U
3apy0OeKHbIe UCTOUYHUKU
DKonomuka mesnceocyoapcmeennvix | IeHOOOpa3oBaHue;
nHpopmanuu , coouparsb sk N
HEOGXOIMBIE JAHHELE, MEPPUMOPUATLHBIX CHOPOG ™™, BHympeHH.uu KOHMPOIb
OcHogbl mpetioutea Ha poroogom | upmul**;
[K-1 AHAIM3UPOBATh UX U

TFOTOBUTH HH(OPMAI[HOHHBIE
0030pbI U aHATTUTUICCKUE
OTYETHI JUIA PEUICHUS 33134
npodeccruoHaTbLHOM
JCSITEIBHOCTH

poinKe**;
Muepayuonnvie pesicumvl u
NACNOPMHO-6U30845
ouniomamus’**;
Hcmopus ¢hunancosvix nompscenuii
8 MUPOBOL IKOHOMUKE ™,
Kpeamuenocms u unnosayuu 6
busnece*™*;
KommyHuxayuu 6 3KoHOMUKe U
ynpasneHuu**;
Ananumuxa 6 Excel**;
OCHO8bI HAYYHBIX UCCAE008AHUL ¥,

Jluzatin-monunenue ™,
Ilepconanvhviii 6penoune**,
busnec ¢ Unmepuem**;
Phygital-mexnonozuu ¢
IKOHOMUKE ™™
T'eounghopmayuonnvie
cucmembl: GU3YAIUIAYUS
NPOCMPAHCNEEHHBIX
OaHHBIX **;

Lugposoii banxune™*,
Mesicoynapoonvle
9KOHOMUUECKUE




IpenmecTByrommue Hocnexyromue
Mndp Haumenosanue HHCEHI:'IHHHLI7MOI;[IyHH, le/lcul/lﬂﬂnl}ll)l:l/;IOHyﬂﬂ,
KOMIIeTeHIIH % s
NPaKTHKH NPaKTHKH

Tpenune: paboma c opeanusayuu**;

MeAHCOYHAPOOHOU cmamucmukot**; | SxoHomuka yugdposwvix

OcHo8bl MeAHCOYHAPOOHBIX PbIHKO8**,
cmanoapmos yyema u ayouma**; | IIpon3BoacTBEHHO-

Busnec-knumam u pecynuposanue
UHOCMPAHHBIX UHBECMUYULL 8
PD**
Texnonozuueckue pegooyuu u
9KOHOMUYecKull pocm**;
Cmpaxosoii 6usnec**;

TEXHOJIOTHYECKAsA IMPAKTUKA,
HpeﬂHI/IHHOMHaH IMpaKTHUKa,

* - 3aMoJIHAETCS B COOTBETCTBUM ¢ MaTpHueii komnereniuid u CYII OI1 BO

** - 3NIeKTUBHBIC TUCIUIUIMHEI /TIPAKTHKH




4. OFbEM JUCHUILIVMHBI U BUJIbI YYEBHOM PABOTHI

OOm1ast TPyA0EMKOCTh JUCIHUILTUHBI «KOMIUTaeHC JOKYMEHTAIIUI COCTABIISET «3%» 3aUCTHBIC CIHHUIIBI.
Tabnuya 4.1. Buowl yuebHOU pabomvl no nepuooam 0C80eHusi 00paA308amenbHOl NPOSPAMMbL BblCUe20 00pa308anus O0isl 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. 56 56
Koumponw (ax3amen/3auem c oyenkoil), ax.u. 18 18
OO01asi TPYI0E€MKOCTh THCHHILTHHBI aK.4. 108 108
3a4.e/1. 3 3

OO61as TpyA0eMKOCTh NUCHUIUTHHBI «KOMIUTaeHC JOKYMEHTAIIUUY) COCTABIISET «3) 3a4eTHbIC €AMHUIIBI.
Tabnuya 4.2. Budwvl yuebnoti pabomul no nepuoodam 0c8oeHUst 00paA308aMeNbHOL NPOSPAMMDBL 8bICULE20 00PA308AHUSL OJisl OYHO-3A0HHOU GopMbl
00yuenus.

Bupg yueoHoii padoThI BCETO, ak.u. CeMeCST p(er)
Koumakmmnas paboma, ax.u. 34 34
Jlexun (JIK) 17 17
Jlabopartopusie pabotsi (JIP) 0 0
IMpaktuyeckue/cemunapckue 3anstus (C3) 17 17
Camocmosmenvras paboma 00y4arOwuxcs, ax.u. 65 65
Koumponw (ax3amen/3auem c oyenkoil), ax.u. 9 9
OO0mas TPYI0eMKOCTh THCIHHILTAHBI aK.4. 108 108
3a4.e/l. 3 3




5. COAEPKAHUE JUCIUITVINHBI

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

Homep
pa3nena

HaumenoBanue pazaesa
AUCHUILTAHBI

Conep:xanue pasaesia (TeMbl)

Bun
y4eOHoi
padoThr*

Paznen

MonsiTust «uHbOPMALIS» U
«HoKyMeHT». OyHKINH
JnokymeHnToB. HopmaTueHO-
npaBoBas 6aza 1o
YIPABICHUIO JOKYMEHTAMH

11

JIOKyMEHTUPOBaHUS yIIPaBICHYECKON
JearenbHOCTH. DYyHKIMS TOKYMEHTa. 3HaYeHUE
n3y4eHus: QyHKIMHN JOKYMEHTA.
WudopmannonHas GyHKIHS JOKYMEHTa Kak
CPEJICTBO 3areyaTiIeHNs] U COXPaHSHHUs
nHpopManuu. CorpanbHast QYHKIUA JOKYMEHTA.
KynbrypHas GyHKIHMS JOKyMEHTA.
KomMyHuKaTHBHAsA GYHKIMA KaK CPEICTBO
nepenadu HHGOPMaIKU. YTIpaBIeHIECKas!
(GYHKIWA U ee 3HaYeHNE B OPTaHU3aALUH
ynpasienus. [IpaBoBas pyHknus. OyHKIus
yuera. OYHKIHS TOKYMEHTa KaKk HCTOPUIECKOTO
nuctouyHuka. OyHKIMK OCTOSIHHO JIeHCTBYIONINE
u QpyHKUNY onepaTHBHbIC. BiusHue GpyHKmii
JIOKyMEHTA Ha €r0 CTPYKTYpY.
[Monn¢pyHKIMOHATBHOCTH JOKYMEHTA.
I'ocynapcTBeHHBIE CTaHAAPTHI U
YHA(HUIHPOBAHHBIC CUCTEMBI IOKYMEHTAIIH.
l'ocynapcTBeHHas cucTeMa JOKYMEHTAI[HOHHOTO
obecnieuenns ynpasnenus. [lopsaok
COTJIACOBAHUS U MOIHUCAHUS JOKYMEHTOB.
Yanduxanus n CraHgapTH3anns
YIPaBJIEHYECKUX JOKYMEHTOB; MOPSIOK
3aI0JIHEHHs] TUIIOBBIX (hOpM

JIK, C3

Pazgen
2

Opranuzanus
JIOKyMEHTO0000pOTa Ha
HpEeANPUITHA

2.1

Byxranrepckas noxkymeHranus. Ileppuynsie
JIOKYMEHTBI IIpeANpUATHS. PEeKBU3UTEI
NIEPBUYHBIX JOKYMEHTOB. I[IpaBo noanucu
NIEPBUYHBIX YYETHBIX JOKYMEHTOB. BHeceHue
HCIIPABJICHUN B IIEPBUYHBIC YUYETHBIE JOKYMEHTHL.
Boccranosnenue nokymeHToB. Opranusanus
JOKyMEHTO000pOTa U MpaBHIIa XPaHEHUS
JOKyMEHTOB. I 'padik JOKyMeHTOOOO0pOTA.
JIOKyMEHTBI, CoeprKaIie KOMMEpPUECKUe
cBeieHus. CpoKH XpaHEHHUs! JOKYMEHTOB

JIK, C3

Pazgen

JloxyMeHTanbHOe
odopMIIeHHE OTIepaIii ¢
OCHOBHBIMH
cpeactBamuy/lokymeHTansHoe
odopmIICHHE OTIepaIuii ¢
HeMaTepHaIbHBIMH
akTUBaMuYy|

3.1

Co3tanne KOMHCCHH TI0 OCYILECTBICHHIO
onepanuil ¢ OCHOBHBIMU CPEACTBAMH.
ITocTynenne OCHOBHBIX cpeicTB. MOHTax
obopynosanusa. Hamuuue u ncrnosip3oBaHue
OCHOBHBIX CPEICTB (MHBEHTAPHBII HOMED,
HWHBCHTAapHas KapTOUYKa U UHBCHTapHAas KHUTIa,
amopTH3aIus). PEMOHT peKOHCTPYKIHS U
MO/JIEpHH3ALMS OCHOBHBIX CPEJICTB.
[epemerienne ocHOBHBIX cpencTB. Komuccns 1o
TIPOBEJICHUIO OTIEPaINii C HEeMaTepHaIbHBIMH
akTHBaMH. [locTyruieHne HemaTepuanbHbIX
aktuBoB. Hanuuue u ucnonp3zoBaHue
HeMaTepHasbHbIX akTUBOB Ilepemenienue
HEMATCPUAJIbHBIX AKTHUBOB BHYTPHU OpTraHU3alluNn

JIK, C3

Paznen

JloxymeHTanbHOe
odopMIICHHE OTIepaIii ¢
MarepualibHO-
IMPON3BOJACTBEHHBIMU
3arnacamu

4.1

[octynnenne marepuanoB. OTIIyCK MaTepHAaOB
Ha TPOM3BOJICTBO U Apyrue nenu. Kontpons 3a
HCIONIb30BaHUEM MaTepuanoB. BHyTpeHHue
TepeMeIeHus] MaTepuanoB. MaTepuaibsl Ha
cknajne. Tapa. MarepuasbHble IIEGHHOCTH,
TIPUHATHIC HA OTBETCTBCHHOC XPAHCHHUEC

JK, C3

Pazgen

JloxymeHTanbHOe
odopmiIeHHE KACCOBBIX U
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IToctymienune neHer B kKaccy. Brimaua nenHer u3
kaccel. Crauva IeHeXHOHW HAJIMYHOCTHU B OaHK.

JIK, C3




Homep
pa3nena

HaunmenoBanue pasaesna
AUCHMITHHBI

Conep:xanue pasaesa (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. [1oHsITHE EPCOHATIBHBIX JJAHHBIX
paboTHHKOB, UX 00paboTKa. JJOKyMEHTHI,
TIOJTBEPIKNAIOIUE TPYJOBYIO AEATEIBHOCTh
pabotaukoB. TpymoBoit goroBop. Bumsl, popma,
cozmepkanue. TpynoBast KHIKKa

JIK, C3

Paznen

Cpe,I[CTBa aBTOMaTHU3alllu1
JACJIOITPOU3BOACTBA

7.1

Opraanzanus xpaneHus JokyMeHToB B [1K,
obecrieunBaromasi OBICTPHINA MTOUCK
HEoOX0ANMOro MaTeprana 0e3 MpUMEHEHHS
CIELHANBHBIX IPOrPaMM aBTOMATU3aL1H
Jenonpou3BoacTBa. PopMHUpoBaHUE
KJIaccU(pUKATOPOB ISl OpraHU3alUuK XpaHEHHs
MUCEM I'paKaaH. baznl JAaHHBIX BBIIICCTOAIINUX
opranusanuil. bassl JaHHBIX OpraHu3aluil
MIapTHEPOB

JIK, C3

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI

Tabnuya 6.1. Mamepuanvho-mexnuueckoe obecneyeHue OUCYUNIUHbL

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

Tun aynuropuu

OcHaleHue ayIuToOpuu

Cneuunajau3upoBaHHoOe
yueOHOe/1abopaTopHoOe
odopynoBanme, I1O u
MaTepuaJIbl 1JI1 0CBOEHUS
AMCUMILTNHBI
(mpu HeOOXOAUMOCTH)

Aynutopus sl IPOBEICHUS 3aHATHI
JIEKIMOHHOT'O TUIIA, OCHALIEHHAS

HoytOyk Asus FOA,
MynbsTrMeaa TpoeKTOp
Casio XJ-S400UN, Dkpan
MOTOpHU30BaHHbIN Digis

Electra MW DSEM - 1105,

JleknmonHas KOMILUIEKTOM crenuain3upoBantoi medenn; | MS Windows 10 64bit,
JOCKO# (9KpaHOM) M TEXHUYECKUMU Microsoft Office 2016, 7-
CpelICTBaMH MYJbTUMEINA TPE3CHTAIINM. Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack
AyauTopus JUisl IPOBEICHUS 3aHATUN Hoytoyk Asus F6A,
CEMHUHAPCKOTO THIIA, TPYIIIOBBIX MynbTUMEIMA TIPOSKTOP
WHIUBUIyTbHBIX KOHCYIbTanui, Tekymero | Casio XJ-S400UN, Dkpan
CeMuHapckasi | KOHTPOJIS U IPOMEKYTOUHOM aTTEeCTAIIHH, MOTOpHU30BaHHbIH Digis

OCHallI€HHAas KOMIIJICKTOM
CHCL[I/IaJ'II/I3I/IpOBaHHOI7I MeOenu u
TEXHUYCCKUMU CPEACTBAMU MYJIIbTUMENNA

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




MIPE3EeHTAIHH. Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack

Cucrtemusbiii 0s10k Intel i3
3400 MHz/8 GB/500
GB/DVD/audio, MouuTop
Philips 234E5Q,
MynasTUMEIHA TPOSKTOP
Casio XJ-V100W, Dkpan

Aynuropus Ui CaMOCTOSITEIbHON pabOThI .
MoTOpHu30BaHHbIN Targa

o0yyaromuxcs (MOXKeT UCTIONb30BATHCS IS

Az OPOBEICHUS CEMUHAPCKUX 3aHATUN U 220™220, MS Windows 10
CAMOCTOSATENBLHOU KEHC JII[BTa i) OCHE CHHAS KOMILICKTOM 64bit, Microsoft Office
paboThI Y LM, o 2016, 1C Ilpennpusitue 8.3,

CHGL[I/IaJII/I?»I/IpOBaHHOﬁ Me0enu u

KoMmIibtoTepamu ¢ goctynom B JUOC. Eviews7, Cucrema 5ICT-

ODUC , Expert Systems ,
7-Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack, Kopnoparus
I'anakTuka

* - ayauTOpHs I CaMOCTOATENFHON paboThl oO0yvatontixcs ykaszpiBaercss OBA3ATEJIBHO!

7. YAEBHO-METOJUYECKOE 1 UTH®OPMAIIMOHHOE OBECIIEYEHHUE JTUCHHUIIJIMHbBI

OcnosHas numepamypa:

1.1. Ky3neuos, U. H. JlokymMeHTannoHHOE oOecrieueHue yrpaBieHusl.
JIOKyMeHTOOOOPOT U ACTOMPOU3BOACTBO : YICOHUK U MPakTUKyM Jutst By30B / . H. Ky3nenos.
— 4-e u3n., nepepad. u non. — MockBsa : M3natensctBo FOpaiit, 2023. — 545 ¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-16003-1. — Texkcr : anekrponnsii // O6pa3oBaTenbHas
margopma FOpaiir [caiit]. — URL:https://urait.ru/bcode/523612

2.2. Ky3nernos, U. H. JlokyMeHTaIIMOHHOE 00ECIICYCHHE YIIPABICHUS TICPCOHAIIOM :
y4eOHUK U IPAaKTUKYM i npukiaaHoro 6akanaspuara / U. H. Ky3nerioB. — Mockaa :
NznatenberBo FOpaiit, 2019. — 520 ¢. — (bakamasp. [Ipuknagaoit kype). — ISBN 978-5-9916-
4000-8. — Texkcr : anextponnsii / DBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/426321
Hononnumenvnas aumepamypa:

1. 3. KoHpuneHmambHOE ITOMPOU3BOICTBO U 3AIMUIICHHBIN 3JIEKTPOHHBIH
nokymMeHToobopot : yueonuk / H. H. Kynses, A. C. Iémymxkun, T. B. Konnpamosa, A. T
®abpuunoB ; o obmi. pex. H. H. Kynsesa. - 2-e uzn., mepepab. u morr. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-711-8. - Tekcer :
sanexktpoHHbIi. - URL: https://znanium.com/catalog/product/1212394

2.4. OcHOBBI JeNONPOU3BOJICTBA. SI3bIK CITYyKEOHOTO JOKYMEHTA : YUeOHUK U
npakTukyMm Juist By3oB / H. H. lllyBanosa, A. 1O. lBanosa ; nox oOuieit penaxiueit H. H.
lyBanoBoit. — 2-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 428 c.
— (Bwicmiee obpazoBanue). — ISBN 978-5-534-10848-4. — Texkcr : anekrponHsIii // ObC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/468912
Pecypcuvl ungpopmayuonno-menekommynuxkayuonrou cemu « dnmepnemy»:

1. ObC PY1H u croponnne ObC, Kk KOTOPBIM CTYI€HThl YHUBEPCUTETA UMEIOT JOCTYII
Ha OCHOBaHMH 3aKJIFOYCHHBIX JIOTOBOPOB

- DnekTpoHHo-6ubmoteunas cuctema PY/IH — 9bC PYIH
http://lib.rudn.ru/MegaPro/Web
- OBC «YHuBepcuterckas Oubdianoreka onnaita» http://www.biblioclub.ru




- OBC IOpaiit http://www.biblio-online.ru
- ObC «KoHcynbpTaHT cTyneHTay www.studentlibrary.ru
- OBC «Tpounkuii mocT»
2. ba3bl JaHHBIX U TTOMCKOBBIE CUCTEMBbI
- DIIEKTPOHHBIN (HOHJT TPABOBON ¥ HOPMATUBHO-TEXHUICCKOM JJOKYMEHTAITUU
http://docs.cntd.ru/
- mouckoBas cucreMa SHaekc https://www.yandex.ru/
- mouckoBas cuctema Google https://www.google.ru/
- pedeparuBHas 6a3a ganubeix SCOPUS
http://www.elsevierscience.ru/products/scopus/
Yuebno-memoouueckue mamepuansi 015 camocmoamenbHol pabomusl 00Y4arOWUXcs npu
0CBOCHUU OUCYUNTUHBL/MOOYAS ™!
1. Kypc nexuuit no qucuumiause «KomiuiaeHe JOKyMEHTaum.

* - Bce y4eOHO-METOIUYECKUE MATePUANIBI JJII CAMOCTOSATEIBHONW PaboThl 00ydatOmuXCst
pa3MeIiarTcs B COOTBETCTBUHU C ACHCTBYIOUINM MOpsiAkoM Ha cTpanulle aucuuruinasl B TYUC!

8. OIEHOYHBIE MATEPHAJIbI U BAJLJIbHO-PEUTUHI OBASI CUCTEMA
OINEHUBAHUSA YPOBHA C®OPMUPOBAHHOCTH KOMIIETEHIIUMU 11O
JUCIHUIIVIMHE

OneHouHble MaTepuanbl U OaUIbHO-pEHTHHIOBas cUcCTeMa® OLEHUBAHUSA YPOBHS
c(OpMUPOBAHHOCTH KOMIETEHUMN (YaCTH KOMIIETEHLIMH) IO UTOraM OCBOEHUS JIUCLUILUIMHBI
«KommutaeHe tokyMeHTanumn» npejacrasieHs! B [Ipunoxkenun k Hactosueid Paboueii mporpamme
JUCLIUATIIIVHBI.

* - OM u BPC ¢popmupyrorcs Ha OCHOBaHHM TPeOOBaHUI COOTBETCTBYIOIIETO
JIOKaJIbHOTO HOpMaTuBHOro akra PY J1H.
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PABPABOTYMUK:

MapteiHoBHY CBeTinaHa

Crapuuii npenojaBaTeib Huxomaesna
Jonoxcnocms, BYIT Tloonuce Damunus 1. 0.
PYKOBOJ/JUTEJIb BYII:

Copokuna Jlapuca

3aBenyromuii kadeapoit Huxkonaesna
Jonoscnocms BYIT Tloonuce Damunus U.0.
PYKOBOJUTEJIb OII BO:
JlomeHT ITanees Jlenuc JleonngoBud
Jonoxcnocms, BYIT Tloonuce Damunus 1. 0.
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