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1. EJIb OCBOEHMA JUCIIUITJIMHbI

JucuuiuimHa «KoMIutaeHC —JTOKyMEHTAalUMW» BXOAWT B Iporpammy OakajnaBpuaTa
«byxranrepckuid yuer U ayaut» 1no HampasieHuto 38.03.01 «OkoHomuka» M u3zy4aercs B 3
cemectpe 2 kypca. Jucnumumny peanusyer Kadenpa «DunaHchl, yder u aynuty». JucuuroinHa
COCTOMT M3 7 pa3fesioB U 7 TEM M HallpaBJeHA HA U3YYEHUE CTYIEHTAaMHU TEOPETHUECKUX 3HAHUN U
MOJTyYeHHUE TPAKTHUYECKUX HABBIKOB B OOJIACTH YIPaBIEHHUS IOKYMEHTOOOOPOTOM, KOTOpHIE B
JalbHEUIIeM TMO03BOJSAT KM OCYIIECTBIATH J(PQPEKTUBHYIO JAEATEIbHOCTh IO CO3JaHHUIO H
opranu3anu paboTel O(UCOB Ha COBPEMEHHOM YpPOBHE, 00€CIEUMBAIOUIEM JOCTH)KEHUE
YCHENIHBIX PE3YJIbTaTOB B M30paHHOH chepe Ou3Heca.

[lenbto OCBOEHHUS IUCUUIUIMHBI SIBISETCS NPUOOPETEHUE CTYAEHTAMHU TEOPETUYECKUX
3HAHUW M TPAKTUYECKUX HABBIKOB B O0JIACTH YNpaBICHHUS JAOKYMEHTOOOOPOTOM, KOTOpHIE B
JambHEUIIEM TMO3BOJSAT WM OCYIIECTBIATH J(PQPEKTHBHYIO JEATEIBHOCTh IO CO3JAHUI0 H
opranuzalu paboTbl O(HUCOB Ha COBPEMEHHOM YpPOBHE, OOECIEUMBAIOIIEM JOCTHUKCHHE
YCIICUTHBIX PE3yNIbTaTOB B U30paHHON cdepe OusHeca, OOBSICHUTH  OOIIME TPHHIIUIIBI
perynupoBaHusi OyXraiaTepcKo MPaKTUKH, ONPEICIISIONINE CBSI3U MEX]Yy YUETOM U TPaXTaHCKUM
[IpaBOM, I10Ka3aTh CXEMbl yueTa ()aKTOB XO3SNUCTBEHHOW JKU3HU IKOHOMHUYECKOro cyobekTa. Ha
KOHKPETHBIX MpHUMEpax paccMOTPeTh MpaBuUjia JOKYMEHTHPOBaHUS (PAKTOB XO3AHCTBEHHOM
KU3HU TPEINPUITANA U OPTaHU3aINA JOKYMEHTO000POTa Ha MPEATPHUSTHH.

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHMUSA JUCHUIIVIMHbI

OcBoenne mucnuIUIMHbBl «KOMIUTaeHC MOKYMEHTAllMW» HAIpaBlieHO Ha (OPMHpOBAHHE Yy
o0y4aroIuxcst CASAYIONNX KOMIETEHIIHH (YaCTH KOMIETSHIIUN):

Tabnuya 2.1. Ilepeuenv komnemenyuil, Gopmupyemvix y 00yHarOWUXcs npu 0C80eHUU
OUCYUNTUHDBL (Pe3YIbMaAmbl 0C80EHUS OUCYUNTUHDL)

HNHankaTopsl 10CTHKEHNS] KOMIETEHIINT

Hugp Komnerenuus o
(B pamMKax JaHHOW JTHUCIUILIIHEI)

VYK-1.1 OcymiecTBiseT NOUCK HHYOPMAIIH IS pEIICHUS
Crnoco0eH OCyYIIECTBIIATh TOKCK, |ITOCTaBICHHOH 3aJaul MO Pa3IMYHBIM THUIIAM 3aIIPOCOB;
KpUTHYCCKUA aHamu3 u cuHTe3 | YK-1.2 AHanm3upyer u KOHTEKCTHO 0OpabaThIiBacT HHPOPMAIIUIO

VK-1 nH(pOpMaLUH, TPUMEHSThH JUISL pETLICHNS! TTIOCTAaBJICHHBIX 3a71a4 ¢ (POPMHUPOBAHHEM
CHCTEMHBIH MTOJIXO0J1 ISl PEIICHNs] |COOCTBEHHBIX MHEHUH U CY>KACHHIH;
IIOCTABJICHHBIX 3a]a4 YK-1.3 [Ipeqyaraer BapHaHThI peICHUS 3a0a49H, aHATU3UPYET

BO3MOXXHBIC ITOCIICACTBHA UX WCIIOJIB30BAHUA,

CriocobeH: HCcKaTh HyKHbIE
HUCTOYHHUKH MH(POPMAIUH 1
JaHHbIC, BOCTIDUHUMATD,
aHaJIM3MPOBATh, 3a[IOMUHATH U
nepeaaBath HHGOpMAaLHIO ¢
UCIIONTB30BAaHUEM LIU(PPOBBIX
CPEZCTB, a TAKXKE C TOMOIIBIO
ITOPUTMOB IIpH paboTe ¢
TIOJTYYEHHBIMHU U3 Pa3IHYHBIX

YK-12.1 OcymiecTBIATh MOMCK HY>KHBIX HCTOYHHKOB MH()OPMAITUH
U IJaHHBIX, BOCIIPUHUMAET, aHATU3UPYET, 3aIOMUHAET U TIepeacT
nH(OpMAaLHIO ¢ KCIIOIb30BaHNEM IIU(DPOBBIX CPEICTB, a TAKKE C
MOMOIIBIO AJITOPUTMOB TIPH PadOTE C MOTYYEHHBIMU U3 PA3IMYHbBIX

YK-12 MCTOYHHMKOB JTAHHBIMHU C [eJIBI0 3()(hEKTHBHOTO HCIIOIB30BAHUS
MCTOYHHMKOB JJAHHBIMH C LEJIBIO o
MOJTyYCHHOW HHPOPMAIINH [T PELICHNS 33134,
3(hHeKTHBHOTO NCTIOIB30BAHUS
o YK-12.2 TIpoBoAMT OIIEHKY HHPOPMAIIHH, €€ TOCTOBEPHOCTD,
MTOJTyYCHHOW MHPOPMALIUH JIIS
CTPOWT JIOTHYECKHE YMO3AKIIIOUCHNS Ha OCHOBAHUH TIOCTYHAIOIINX
pemeHns 3a1a4; TPOBOANUTE
uH(OpMaLIK U TaHHBIX;
OIICHKY WH(pOpMaIInH, ee
JOCTOBEPHOCTD, CTPOUTH
JIOTHYECKUE YMO3AKIIIOUEeHHUS Ha
OCHOBaHMHU MOCTYMAIOIIUX
nH(popManny U TaHHBIX
MK-1 CnocobeH, ncroib3ys ITK-1.1 OcymecTBisieT MoUcK MHHOPMALIMH TSI PEIICHHS,

OTCYCCTBCHHBIC U 3apy6€)KHLI€ IIOCTaBJICHHON 3aJauun HpO(i)eCCI/IOHaJ'ILHOI\;I JACATCIBbHOCTH,




I/IH}II/IKaTOPLI JOCTHIKCHHUSI KOMIIETCHIINHN

u o
bp (B paMKax JaHHOUW TUCUUTUIMHBI)

Komnerennus

HUCTOYHHUKU HH(POPMALIHH,
coOupaTh HE0OXOIUMBIC TaHHBIE,
AHAIM3UPOBATh UX U TOTOBUTH
WHPOPMALNOHHBIE 0030PHI U
AHAIUTHYECKUE OTUETHI JIJIS

I1K-1.2 AHanmu3upyeT 1 KOHTEKCTHO 00pabaThIBaeT HHPOPMAIIHIO
JUTSL PEIICHHUS TOCTABICHHBIX MPO(eCCHOHANBHBIX 3a/1a4;

ITK-1.3 O606m1aeT, 000CHOBBIBAET ¥ TOTOBUT HH()OPMAITOHHEIE
0030pbI M AaHATUTHIECKUE OTYETHI JUTS PELICHHS 3a/1a4
npodecCHOHANBLHOM eI TeIbHOCTH;

penreHus 3a1aq
poheCCHOHATBHOM
JESATEILHOCTH

3. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIl BO

JAucuunnmna
YYaCTHUKAMHU

«Komruiaenc
00pasoBaTeIbHbIX

JIOKYMEHTAIUN
OTHOLIECHUH

OTHOCUTCH
oimoka 1

00pa30BaTeNLHON MPOTrPAMMEBI BBICIIIETO 0OPa30BaHHUS.

«JIMCLIUILINHBI

qacTH, (HopMHUpPyEeMOid

(Momymm)»

B pamkax o0pa3zoBaTesibHOM NpoOrpamMmbl BBICIIETO O0pa30BaHUS OOYYAIOIIMECS TaKXKe

OCBauBaArOT

npyrue

JUCIUILINHBI

W/WTW  TIPAKTHKH,

CHOCO6CTBYIOH_[I/IG

JOCTUXKCHHUIO

3aIlJTaHUPOBAHHBIX PE3YJIbTATOB OCBOCHUA JUCHUITIIMHBI «Komrmnaenc JOKYMCHTAHUN).

Tabnuya 3.1. Ilepeuenv komnonenmos OI1 BO, cnocobcmeyrowux O00CmuiceHuo
3anjIAHUPOBAHRHbBIX pe3)lbmamoe OC60EHUA auCl/ﬂ/ﬂ’lﬂqul
HanMenopanme HpeamecrByomue Hocaenyrwomue
HIngp KOMIIeTeHIH JUCHUILTHHBL/ MOLYJIH, JUCHUIITHHBI/ MOLYJIH,
NPaKTHKH* NPaKTHKH*
Hcmopus ¢unancosvix nompscenuil
8 MUPOBOIL IKOHOMUKe ¥ ;
Icuxonoeus nuunocmu u
npogheccuonanvroe
camoonpedenenue ™™, Buympennue np *Of, epruu
OcHo8b1 MeNCOYHAPOOHBIX gacczzedoeanuﬂ ’
Crnoco0eH: UCKaTh HyKHbIE cmandapmog ywema u ayouma**; KomoMurd 1 Punancel soxen
UCTOYHUKY UHpOopMaIuu u | OcHosbl npeonpunumamenscmea ™™, )Sflcmouqueozo PASGUIMUA =,
JTaHHEIE, BOCIIPHHUMATB, Tpenune: paboma c P aeﬂeg ue n(zﬁr.nd)eﬂem
AHATU3UPOBATH, 3ATIOMUHATE | MENCOVHAPOOHOU CIAMUCmMuKon **; Iu{eHHblx yaz=,
U mepenaBaTh nHGOpMAUIO | BusHec-kaumam u pe2yruposanue opnopamusioe
o MOWEHHUYECBO: KAK
C UCIIONTb30BaHHEM UHOCMPAHHBIX UHBECMUYULL 8 obesonacume Gusiec ™
IUQPPOBBIX CPEJICTB, a TAKIKE PO**, . e
C TIOMOIIBIO AITOPUTMOB Cmpaxosoii 6usnec™*; gZZZL;Z;A;ZZgZEZZZu;HOZO
npu paboTe ¢ mony4eHHbIMU |  OcHOGbL mpetiouHea Ha POHO0BOM Genoa™™:
U3 PA3IMYHBIX HCTOYHUKOB poinke™™; 51174 shec 6 ,HHme P
YK-12 JTAHHBIMU C 1IEJIbIO Beeoenue 6 yupposusayuio yuvema P '

3¢ PEeKTUBHOTO
HCIO0JIb30BaHUs [I0JIy4YE€HHOM
nH(pOpMaLUK A1 peLIeHUs
3aj1a4; MPOBOANTH OLICHKY
nHpopmanuy, ee

busnec-npoyeccog**;
Teopust u npakmuxa
MeAHCOYHAPOOHO20 busHeca*™,
Tatim-menedncmenm*>;
Mamemamuueckas no2uxa u

Phygital-mexnonozuu ¢
IKOHOMUKE ™,
Hesenonmenm: 2opodckue u
PEUOHATbHBLE
UHEECMUYUOHHbLE

e npoexmul **;
JIOCTOBEPHOCTH, CTPOUTH meopus aneopummos™*, . e
Lughposoui bankune**;
JIOTHYECKHue Busyanusayus npocmpancmeennvix
- Mesicoynapoonvle
YMO3aKJIIOUeHHs Ha OQHHBIX 8 IKOHOMUKE**,
IKOHOMUYECKUE
OCHOBAaHHH NOCTYMAIOMMX | OCHO8bI MEXHOI02UU NPOOSUHCEHUSL s
opeanuzayuu**>;

nHGOPMALNU U JaHHBIX

6 IKOHOMUKE U YNpasieHuu *™;
Texnonozuyeckuii cysepenumem 8
MHOOROAAPHOM Mupe*™,
Kpeamuenocmo u unnogayuu 6
busHnece™™*;

OcHOBbL 5KOHOMUYECKOU
b6ezonacnocmu **;

Python 1 SQL B s3xoHOMEKE H
yIpaBIICHNUH;




HanveHoBanme IIpeamecrByonue Mocaenyromue
Mudp JUCHMITHHBI/MOYJIH, JUCHMIIHHBI/MOAYJIH,
KOMIIeTeHI[UH « «
MPaKTHKH NPaKTUKHU
besonacnocms 6 yugpposoii
cpede™*;
Hudposas rpaMOTHOCTS;
Hasviku u mexnonocuu nybauyHvix
npeseHmayuii **;
Ilpeoounnomunas npakmuxa,
Ilpoexmmuo-mexnonocuvecxas
NpaKmuKa,
O3naxomMumenvbHas NPAKMUKA, Statistical Tools Scientific
Ocnosvl npeonpunumamenscmea™*; | Research**;
Tpenune: paboma c Cmamucmuueckue
MENHCOYHAPOOHOU CIAMUCMUKOU ™™, | uHCmpyMeHmol HAY4YHO20
busnec-xnumam u pecyruposanue | uccie0o8anus**,
UHOCMPAHHBIX UHBECMUYULL 8 Muposas skoHomuxa,
PO**; Dxonomuueckas
Cmpaxoeoti 6usnec**, Cmamucmuxa,
OcHosbl mpetiourea na oroogsom | Mamemamuxa (dacms 2);
poinke**; Mapremune;
Dkonomuueckas eeoepagus; Memooduka nanucanus
Mamemamuxa (Yacmo 1); Kypcosotl pabombi;
Muxkposkonomura; Kopnopamuenoe
Maxkposxonomura; MOULEHHUYECMBO. KAK
Hasviku u mexnonocuu nyonuyneix | obesonacums busnec**;
npeseHmayuii **; Jluzaiin-moiuunenue **;
Beeoenue 6 yugpposusayuro yuema | OcHobl cO30aHUA TUUHO2O
busnec-npoyeccog**; bpenoa™**;
Teopus u npaxmuxa busnec ¢ Unmepnem**;
Crioco0OeH oCymIecTBIATh N 5 p s Phvaital-
MOUCK, KPUTHYCCKUH aHAIH3 MedCCyHapoonozo u3He*c*a' ’ vg miﬁmﬂozuu ¢
1 CHHTE3 HH(OpMALH Taiim-meneddcmenm™**; 9KOHOMUKe ¥,
VK-1 o Mamemamuueckas nocuxka u Jlegenonmenm. copoockue u
MPUMEHSITh CHCTEMHBIN e
HOJIXOJ1 JUTS pelHieHs! meopus aneopummog ™™, pezuoHanvHbie
OCTABIEHHBIX 31a4 Busyanusayus npocmpancmeennvlx | ungecmuyuoHHble
OAHHBIX 8 IKOHOMUKE ™, npoexmul **;
Ocnosbl mexnonozuu npoosudicenust | Llugpposoti 6ankune**;
6 DKOHOMUKe U ynpasienuu™*, Mesicoynapoonvle
Texnonoeuueckuti cysepeHumem 6 | SKOHOMUYECKUe
MHO20NO0NAPHOM Mupe ™™, opeanusayuu**;
Kpeamusnocmo u unnosayuu 6 Hnemumyyuonanvras
busznece™**; IKOHOMUKA,
OcHoBbl HIKOHOMUYECKOU Meowcoynapoonvie
b6e3onacnocmu™*, 9KOHOMUYECKUE OMHOUEHUSL,
bezonacnocmo 6 yugposoii Oxonomuka
cpede**; npupooonoIb308aHus**;
Hcemopusi punancosvix nompsicenuii | Pecuonanvhas skonomura**;
8 MUPOBOLL IKOHOMUKe* ™ Brympennue nposepxu u
Tcuxonozus nuunocmu u pacciedoganus**,
npogeccuonarbHoe Mesicoynapoonvle
camoonpeoenerue**; cmanoapmol PUHAHCOBOU
OcHo8bl MeANCOYHAPOOHBIX OMmuemHOCmu;
cmanoapmos yuema u ayouma**; | Dxonomura u punancol
YCMOUuYU8020 pazeumus ™,
Ynpasnenue nopmeenem
yeHnvix Oymaz**;
Crioco0eH, UCTOJIB3YS Hasvixu u mexnonocuu nyoauunvix | Python u SQL 6 sxonomuxe u
OTE4eCTBEHHbIC U npesenmayuil ¥~ ynpaenieHuu;
IK-1 3apyOeKHbIC UCTOUYHUKU Bseoenue 6 yugposuzayuio yuema | Kopnopamusnoe

nHpOpMaLNH, COOUPATh
HEeoOX0IMMBbIE TaHHbIE,

ousnec-npoyeccog**,
Teopus u npaxmuxa

MOULCHHUYECTNEO. KAK
obeszonacums buznec**;




IIpenmecrByromue Hocaenywomue
HaunmenoBanue pea YOI AyTom
HIudgp JUCIUTITHHBI/ MOTYJIH, JUCIUTITHHBI/MOTYJIH,
KoMuereniim NMpPAKTHKH* NpPaKTHKH*

AQHAIM3UPOBATh UX U
TOTOBHUTH HH(OPMALMOHHBIC
0030pbI 1 aHATTUTHIECKHE
OTYETHI JUIS pelIeHHs 3a1a9
po¢eCCHOHATBHO
JEATETLHOCTH

MeAHCOYHAPOOHO20 busHeca ™™
Taiim-menedrncmenm™>*;
Mamemamuueckas no2uxa u
meopus aneopummog**;
Busyanusayus npocmpancmeenvix
OaHHBIX 8 IKOHOMUKE ™
OcHogbl mexnono2uu npoOGUdICeHUs
6 9KOHOMUKe U YnpasieHuu™*;
Texnonocuueckuii cysepenumemn 8
MHO2ONONAPHOM Mupe ™,
Kpeamusnocms u unnosayuu 6
busnece**;

OCHOBbL IKOHOMUYECKOUL
besonacnocmu **;
besonacnocms 6 yugpposoii
cpede™*,

Hcmopus ¢unancosvix nompscenuil
6 MUpOBOU IKOHOMUKE ™,
Icuxonoeus nuunocmu u
npogheccuonanvroe
camoonpeoenenue**;
OcHO8bL MENCOYHAPOOHBIX
cmanoapmos yyema u ayouma**;
Ocnosbl npeonpurnumamenscmea™*™;
Tpenune: paboma c
MEAHCOYHAPOOHOU CIAMUCMUKon **;
Busnec-knumam u pezyiupoganue
UHOCMPAHHBIX UHBECMUYULL 8
PO**;

Cmpaxosoti 6usnec™*;
OcHosbl mpetiounea Ha GoHO06oM
poiHKe**;
Dkonomuueckas eeoepagusi;

Jluzaiin-motiunenue **;
OcHo6bl cO30aHUs TUYHO20
bpenoa™**;
busnec 6 Unmepnem**;
Phygital-mexnonozuu ¢
SKOHOMUKE **,
Jlesenonmenm: copoockue u
pecuoHanbhbie
UHBECMUYUOHHbLE
npoexmul **;
Lugposoii bankune**;
Mesicoynapoonvle
IKOHOMUYECKUE
opeanusayuu**,
Brympennue nposepru u
pacciedoganus™*,
DKOHOMUKA U PUHAHCHL
YCMOUYUE8020 pa3eumus™*;
Ynpaesnenue nopmeenem
yenuvlx bymaz**;

* - 3aMONHACTCS B COOTBETCTBUH ¢ MaTpuueil komnereniuii u CYII OIl BO

** - 3NIeKTUBHBIC TUCIUIUIMHEI /TIPAKTHKH




4. OFbEM JUCHUILIVNHBI U BUJIbI YYEBHOM PABOTHI

OOm1ast TPYA0EMKOCTh AUCHUILTUHBI «KOMILTaeHC JOKYMEHTAIUI COCTABISIET «2)» 3a4eTHBIC CTUHUIIBI.
Tabnuya 4.1. Buowl yuebHOU pabomuvl no nepuooam 0cC80eHUsi 0OpA308amMenbHOlU NPOSPAMMbL BblCUEe20 00paA308aHUst Olsl OYHOU (HOopMbl
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. 20 20
Koumponw (ax3amen/3auem c oyenkoil), ax.u. 18 18
OO01asi TPYI0E€MKOCTh THCHHILTHHBI aK.4. 72 72

3a4.e/1. 2 2




5. COAEPKAHUE JTUCIUIIJIMHbI

Tabauya 5.1. Codepoicanue oucyuniunvl (MoOYas) no 8U0am y4eonol pabomoi

Bun
Homep HaumenoBanmue pazaesna .
pasiena O — HaunmeHnoBanue TeMbl Copep:xaHue TeMbl yueOHoit
padoThI*
@OyHKIUS JOKyMEHTa. 3Ha4eHUE U3YIeHUsI QYHKINH JOKYMEHTA.
WudopmannonHas GyHKIHS JOKYMEHTa KaK CPEJICTBO
3arnevarseHus U coxpaHeHus nHpopmanuu. CounanbHas QyHKIMs
nokymenra. KynbTypHas ¢pyHkius fokymenta. KoMMyHUKaTHBHAs
(GYyHKIMA KaK CPeCTBO Nepenadyn HHpopMaIuu. Y npaBiieHuecKas
[Monstus «uHbpOpMALHI» U (GYHKIMA ¥ ee 3HaUeHHe B OpraHu3anuy yrnpasienus. [IpaBoBas
«IoKyMeHT». DyHKINU . ¢ynkua. Oysakius yuera. OyHKINSA TOKYMEHTa Kak
JloKyMeHTHPOBaHUs yIIPABICHIESCKON .
Paspen 1 | noxymenros. HopmaTusHo- 1.1 HCTOPUYECKOTO UCTOUYHUKA. DYHKINH OCTOSIHHO JEHCTBYIOIINE U JIK, C3
npaBoBas 6asa mo ACATCIROCTH. ¢$yHKIMM onepaTuBHbIe. Bimstane GyHKIumit 1oKymMeHTa Ha ero
YNIPaBICHUIO JOKYMEHTAMH CTpyKTYpy. [lomndyHKIIMOHANBHOCT JOKYMEHTA.
locynapcTBeHHBIE CTaHAAPTH M YHU(PHUIUPOBAHHBIE CHCTEMBI
JokyMeHTanuu. ['ocynapcTBeHHast cCHCTEMa IOKYMEHTallHOHHOTO
obecrnieuenus ynpasiieHus. [Iopsiok cornacoBaHust U MOIIHCAHUS
JIOKyMeHTOB. YHH(puKanus n CTaHAapTH3aLUs YIIPaBICHYECKUX
JIOKYMEHTOB; NOPSJOK 3aMI0JTHEHUS THIIOBBIX (hOpM.
[epBuuHBIE NOKYMEHTHI NPEANPUATHS. PEKBU3UTHI IEPBHYHBIX
JIOoKyMeHTOB. [IpaBo moAnucH MepBUYHBIX YYETHBIX JOKYMEHTOB.
Opraauzanus Brecenue ucnpaBiieHH B IEpBUYHBIE yYETHBIE JOKYMEHTHI.
Paznen 2 | nokymeHTOOOOpOTA Ha 2.1  |byxrainTtepckas JOKyMEHTALUSI. Boccranosnenne nokymeHnToB. Opranuzamus fokymernroobopora n | JIK, C3
MPeANPUSTHN MIpaBUJIa XpaHEeHHUs JOKYMEHTOB. [ padyk JoKyMeHTOOOO0pOTA.
JlokyMeHTHI, cosiepkalnne KomMmepueckne ceieHus. Cpokn
XpaHeHHs JOKYMEHTOB.
Co3ranre KOMHUCCHH TI0 OCYIIECTBICHHUIO ONEpaIiii ¢ OCHOBHBIMH
cpeactBamu. MoHTaxx 06opynoBanus. IlocTymnieHne OCHOBHBIX
JlokymMeHTanbHOe cpencts. Hannuue u uconb30BaHNE OCHOBHBIX CPEJCTB
odopmIIeHHE OTIeparii ¢ (MHBEHTAapHBIN HOMEP, MHBEHTapHAast KAPTOYKA U MHBEHTapHas
Pasgen 3 |CCHOBHBIMH CPEICTBAMH. 31 IMopsmok ohopMiteHuUs yaeTa OCHOBHBIX KHHTA, aMOPTU3aIus). PEMOHT peKOHCTPYKIMS ¥ MOJAEPHHU3ALIUS K. C3
JlokymeHTanbpHOE CPEICTB M HEMaTepHAIbHBIX aKTHBOB. OCHOBHBIX CpeAcTB. [Iepemerienrne 0OCHOBHBIX cpencTB. Kommecus ’
odopmIIeHHE OTIeparii ¢ I10 TIPOBEICHUIO ONepaIii C HeMaTepHATbHBIMI aKTHBAMH.
HeMaTepHaTbHBIMA aKTHBAMHU [octynnenne HeMaTepHaIbHBIX aKTHBOB. Hanmmdne
HCTIOJIb30BaHNE HEMaTepHaIbHBIX aKTHBOB Ilepemernienne
HeMaTepHaJIbHBIX AKTHBOB BHYTPH OpraHU3allUH.
Paznen 4 | JlokymMeHTanbHOE 4.1 [Topsinok oopmileHHs! yueTa MaTepHasoB. IToctynnenue marepuanos. Otnyck matepuanoB Ha npousBoactso | JIK, C3




Bun
Homep HaumenoBanmue pasgeia .
HaumeHoBaHue TeMBbI Copep:xaHue TeMbl y4eOHo
pas3nesa JHCHUTTHHBI .
padoThI
odopmiieHne onepanuii u apyrue nenu. KoHTposb 3a HCIONB30BaHUEM MaTEpPHAJIOB.
MaTepHaIbHO- BHyTpeHHHE nepeMeneHus MaTepuaioB. Marepualibl Ha CKIaje.
IIPOU3BOJCTBEHHBIMU Tapa. MatepuanbHble IEHHOCTH, IPUHATHIE HA OTBETCTBEHHOE
3anacamu XpaHEHHUE.
TlokyMeHTabHOE [octynnenne nexer B kaccy. Brigaua nener u3 kaccel. Craga
M [Mopsimok ohopMIIEHNS KACCOBBIX U JICHE)KHOH HATMIHOCTH B OaHK. PacueTsl miaTeXHbIMH
Pazmen 5 | odopmiteHne KaccoBBIX U 51 N JIK, C3
N 0aHKOBCKHUX OTIepani nopy4eHusAMH. JleHexxHbll yeK. IHBeHTapu3aLus Kacchl.
0aHKOBCKHUX OTIepanuii
VHBeHTapH3anys CpeACTB Ha cyeTax B OaHKeE.
HopMaTuBHBIE aKTHI, peryJIUpYIOIIKE BOIIPOCH KaJAPOBOH CITyKObI
Ha NMpeanpusTHH. BHyTpeHHHUE JIOKaJIbHbIE TPaBUiIa, B TOM YUCIIE
BHYTPEHHETO TPYAOBOTO PaclopsaKa; KOIJIEKTUBHBIH JOrOBOP.
JIoKyMeHTaIlMOHHOE yIp pYy. P P ’ P
JlokymeHTanbsHOe oopmiicHre obecrieueHne | O3HAKOMIICHHE paOOTHHUKOB C JIOKAJIbHBIMH HOPMATHBHBIMHU
Pa3nen 6 |obGecrieueHue ynpaBieHUs 6.1 JIK, C3
HePCOHATOM yIpaBIEHUS IEPCOHATIOM akTamu. [ToHsTHE EPCOHANBHBIX JJAHHBIX PAOOTHUKOB, HX
p 00paboTka. JIoKyMeHTBI, TOATBEPIKAAIOIINE TPYIOBYIO
JesITeTbHOCTD PaOOTHUKOB. TpymoBoit moroBop. Bunsl, hopma,
cozepkanue. TpynoBasi KHUXKKa.
Opraam3anus xpaneHus qokyMeHToB B [1K, oGecrieunBaromas
OBICTPBII TOMCK HEOOXOAMMOTO MaTepHrana 0e3 IpUMEHEHHUS
CpeactBa aBToMaTU3aLUU CHEeUaJIbHBIX IPOrpaMM aBTOMATHU3ALMU JEIONPOU3BOICTBA.
Pasnen 7 pel 1 7.1 ABTOMaTH3aLMs ACTONPOU3BOACTBA 1 porp I L P A JIK, C3
JIeII0NPOU3BOJICTBA dopmupoBaHue Kiaccu(PUKATOPOB ISl OPraHU3aAINN XPAHESHUS
MMCEeM TpaxkJiaH. ba3bl TaHHBIX BRILIECTOALIMX OpraHu3auuid. bazbl
JTAHHBIX OpraHu3alyii MapTHEPOB.

* - 3anonuseTcs Toiabko mo OUHOW dopme odyuenus: JIK — nexyuu, JIP — nabopamopusie pabomul; C3 — npakmuueckue/cCeMunapcKue 3aHsamusl.




6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JJUCHUIIJINHBI

Tabnuya 6.1. MamepuaneHo-mexnuueckoe obecneuerue OUCYUNIUHbL

Cneuuajau3upoBaHHoOe
yueOHoe/1a00paTopHoe
obopynoBanme, I1O u
MaTepuabl 1J1s1 0CBOCHHSA
AUCHUTLTAHBI
(mpu HEOOXOTUMOCTH)

Tun aynuropun OcHaleHue ayauTopun

Aynutopus s IPOBEICHUS 3aHATHI
JIEKIIMOHHOI'O TUIIA, OCHAILIEHHAS
JlexuroHHas KOMILUIEKTOM CHelMaIn3upoBanHoi Mmedenn; | [IpoexTop u HOyTOYyK
JIOCKOH (9KpaHOM) U TEXHHYECKUMU
CpEICTBAaMH MYJIbTHMEIMA IPE3CHTALUM.

KOMHLIOTepHBIﬁ KJIacC JIs IPOBCACHUA
321H$[TPII>1, TPYIIIOBBIX U MHAWBHUAYAJIbHBIX
KOHCYHBT&HHﬁ, TCKYHICTI0O KOHTPOJIA U

. . [TpoexTop 1 HOYTOYK,
KoMIbroTepHBIN | MPOMEKYTOYHON aTTECTALUN, OCHAILICHHAS
MarHUTHO-MapKepHas
KJ1acc NEePCOHAIBHBIMU KOMIIbIOTEpAMH (B 0cKa

koinuecTBe 20 1IT.), TOCKOW (3KpaHOM) U
TEXHUYECKMMHU CPEACTBaMHU MYJIbTUMEINA
IIPE3CHTALMM.

Aynuropus Ui CaMOCTOSITEIbHON pabOThI
oOydaromuxcst (MOKET UCTIOIB30BAThCS IS

TSt .
A . | MpOBEIEHUSI CEMHMHAPCKUX 3aHATHI U
CaMOCTOSITEIILHOM 9
KOHCYJIbTAIINi ), OCHAIIIEHHAS KOMILICKTOM
paboTsl

CreLMaIU3UpOBaHHON Mebenu 1
KoMibroTepami ¢ goctynoM B JUOC.

* - ayIUTOpHS JJIsL CAMOCTOSTENbHOM paboThl obyuaromuxcs ykassiaercs OBA3ATEJIBHO!

7.  YYEBHO-METOJAMYECKOE W HWH®OPMAIIMOHHOE OBECNEYEHME
JTACHMIUINHBI

OcnosHas numepamypa:

1. Ky3nenos, 1. H. [JoxymeHTanimonHoe obecnieueHue yrnpasieHus. JJokyMeHTO000pOT
U JIeTIONPOU3BOJICTBO : YUeOHHUK M pakTukyM Juis By3oB / . H. Ky3uenoB. — 4-e u3f.,
nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2023. — 545 ¢. — (Boiciiee
obpaszoBanue). — ISBN 978-5-534-16003-1. — TexkcT : anekrpoHHslii // OOpa3oBaTenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/523612

2. KonduneHnuaabHOe J1IOMPOU3BOJICTBO M 3aLUIIEHHBIN 37€KTPOHHBIN
nokymeHnToobopor : yueoHuk / H. H. Kynses, A. C. Iémymikun, T. B. Konnpamosa, A. I'.
®abpuynoB ; nox obur. pea. H. H. Kynsesa. - 2-e uzn., nepepab. u nom. - Mockaa : Jloroc, 2020.
- 500 c. - (HoBas yauBepcuteTckas oubiamoreka). - ISBN 978-5-98704-711-8. - Tekcer :
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1212394
Hononnumenvuasn rumepamypa:

1. Kopnees 1. K. [lenonpoussoactso. O6pasiibl, JOKyMeHThl. Opranuzanus u
TexHojorus padotel. M.: IIpocnexT, 2021. 480 c.

2. OCHOBBI JIENONIPOU3BOACTBA. SI3bIK CIYKeOHOTO JOKYMEHTA : Y4eOHHUK U MPAKTUKYM
st By3oB / H. H. [llyBanosa, A. 1O. MBanoBa ; mox obmiei pemxakmueit H. H. IllyBanoBoit. — 2-
e u31., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 428 ¢. — (Briciiee
obpaszoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anekrponnsiit // ObC FOpaiit [cait]. —
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URL: https://urait.ru/bcode/468912
Pecypcwi ungopmayuonno-menexomMmyHuKayuoHHou cemu « Mnmepnemy»:

1. O9bC PYIH u ctopornue ObC, Kk KOTOPBIM CTYJE€HTHl YHUBEPCUTETA UMEIOT JJOCTYII
Ha OCHOBaHWH 3aKJIFOYCHHBIX JIOTOBOPOB

- DnekTpoHHO-O6ubMoTeunas cuctema PY/IH — ObC PYIH
https://mega.rudn.ru/MegaPro/Web

- OBC «YHuBepcurerckas Oubauorexa onnan» http://www.biblioclub.ru

- OBC «Opaiit» http://www.biblio-online.ru

- OBC «KoncynbraHT cryfenta» www.studentlibrary.ru

- OBbC «3nannym» https://znanium.ru/

2. ba3bl TaHHBIX U TIOUCKOBBIE CUCTEMBI

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

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

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

- Haykomerpudeckas 6a3a nanubix Lens.org https://www.lens.org
Yyebno-memoouueckue mamepuansvl 0151 camocmosmenbHol pabomol 00y4aArOWUXC NPU
0CB80EHUU OUCYUNTUHBL/MOOYIS*:

1. Kypc neknuii mo qucuurummbe «KomiuiaeHe JOKYMEHTAIHH.

* - Bce yueOHO-METOANYECKHE MaTepuallbl Uil CaMOCTOATENbHOM paboThl 00yJaromuxcs
pa3MenatTcs B COOTBETCTBUHU € JEMCTBYIOUM NOPsAKOM Ha cTpanule aucuuiuinisl B TYHUC!
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PABPABOTYMUK:

HaBbiioBa Ennzasera

PomanoBHa
Jonocnocms, BYIT Tloonuce Damunus 1. 0.
PYKOBOJIUTEJIb BYII:
Huuen J{apbs
AnekcannpoBHa [b|]
3aBenyromuit kadeapoit 3aBeAyIOIMA Kadeapoit
Jonoscnocms BYIT Tloonuce Damunus U.0.

PYKOBOJIUTEJIb OII BO:

AbGyeBa Munana Maromen-
JlomeHT CanueBHa

Honxcnocmo, BYTT Ioonuce Damunus U.0.
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