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1. EJIb OCBOEHMA JUCIIUITJIMHbI

JucuuiuimHa «KoMIutaeHC —JTOKyMEHTAalUMW» BXOAWT B Iporpammy OakajnaBpuaTa
«ITpoeKkTHBIN aHAIU3 U MOJEIUPOBAHUE B SKOHOMUKE» 10 HampasiaeHuto 38.03.01 «9xkoHoMHKa»
u u3yyaercs B 3 cemectpe 2 kypca. Jucnumnuny peanusyetr Kadenpa «OUHAHCHL, yYeT 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(PQPEKTHUBHYIO JIEATENBHOCTh IO CO3JAaHHI0 U
opranuzali paboTbl O(HUCOB Ha COBPEMEHHOM YpPOBHE, OOECIEUMBAIOIIEM JOCTHUKCHHE
YCIICUTHBIX PE3yNbTaTOB B U30paHHON cdepe OusHeca, OOBSICHUTH  OOIIME TPHUHIIUITBI
perynupoBaHusi OyXrajTepckoi MPakTUKH, ONPEICIIONINE CBA3H MEXY YUETOM U TPaKIaHCKUM

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 00yHarOWUXcs Npu 0C80eHUU
OUCYUNTUHDBL (Pe3YIbMaAmbl 0C80EHUS OUCYUNTUHDL)

HNHaukaTopbl A0CTHKEHHS] KOMIIeTeHIIHU
Hugp Komnerenuus A PRI N H
(B pamMKax JaHHOW JTHUCIUILIIHEI)
VYK-1.1 OcymecTBiseT NOUCK HHYOPMAIIH IS pEIICHUS
Crnoco0eH OCYIIECTBIATh TOKCK, |IIOCTABICHHOH 3aJauy MO Pa3INYHBIM THUIIAM 3alIPOCOB;
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
BO3MOYKHBIE NTOCIIEICTBUS MX MCIOJIH30BAHNUS;
CriocobeH: HCKaTh Hy KHBIE
HUCTOYHHUKH MH(POPMALMH 1
JTaHHbIE, BOCIIPUHUMATB,
aHAITM3UPOBATh, 3ATIOMUHATH U
nepenaBaTh HHPOPMAIIHIO C
e bopman VYK-12.1 OcymiecTBIATh MOMCK HY>KHBIX HCTOYHHKOB MH()OPMAITUH
HCIIONIb30BaHUEM LIU(PPOBBIX
W TaHHBIX, BOCTIPUHUMAET, aHAJIM3UPYET, 3aIOMUHACT U TIepPeaaeT
CPEZCTB, a TAK)Ke C TOMOIBIO
nH(pOpMAaLHUIO ¢ HCIIOIb30BaHNEM IIU(DPOBBIX CPEACTB, a TAKKE C
ITOPUTMOB IIpH paboTe ¢
MOMOIIBIO AJITOPUTMOB TIPH Pa0bOTE C MOTYYEHHBIMU U3 PA3IHMYHbBIX
TIOJYYEHHBIMHU U3 PA3THYHBIX
YK-12 HCTOYHHKOB TaHHBIMHU C IeIbI0 3(pPEeKTUBHOTO UCTIONB30BaAHU
MCTOYHHMKOB JJAHHBIMH C LEJIBIO o
MOY4YeHHOW MH(OPMALINH IS peLIeHHs 33134,
3¢ (HEKTHBHOTO MCITOIB30BAHUS
o YK-12.2 TIpoBoauT OLIEHKY HH(POPMAIIHH, €€ JOCTOBEPHOCTb,
MTOJTyYCHHOW MHPOPMALIUH JIIS
CTPOWT JIOTHYECKHE YMO3AKIIIOUCHNS Ha OCHOBAHUH TIOCTYHAIOIINX
pemeHns 3a1a4; TPOBOANUTE
MHGOPMALINHU U JaHHBIX;
OIICHKY WH(pOpMAaIInH, e
JOCTOBEPHOCTD, CTPOUTH
JIOTHYECKUE YMO3aKIIIOUEeHHUS Ha
OCHOBaHMHU MOCTYMAIOIIUX
nH(popManny U TaHHBIX
CnocobeH, ncroib3ys ITK-1.1 OcymecTBisieT MoucK MHGHOPMALMH TSI PEIICHHS,
OTEYECTBEHHBIE 1 3apyOeXHBIE |[IOCTAaBICHHOH 3aJa4y Npo(ecCHOHAILHOM NeITeIbHOCTH;
MCTOYHHMKU MH(POPMAIHH , I1K-1.2 AHanu3upyeT 1 KOHTEKCTHO 00pabaThiBaeT HHpOpMaNUIO
IK-1 cobuparh HEOOXOAMMBIE JITaHHBIE, |IUIsl PEIICHHUS IIOCTaBJICHHBIX MPOECCHOHAIBHBIX 33/1a4;
a”anu3upoBath UX U rotoBuTh  |I1K-1.3 O600maer, 060CHOBEIBAET U TOTOBUT HH(POPMAIMOHHbIE
nHPOPMAIMOHHBIE 0030pEI 1 |0030pBI M AHATUTUYECKHE OTUETHI TS pEIICHHS 3a1a4
AHAJTUTHYECKHE OTYETHI JIs podeCcCHOHATBHON NesITeIbHOCTH;




HIugp

Komnerennus

HNHanKaTopsl 10CTHKEHNS KOMIETEHIINT
(B paMKax JaHHOUW TUCUUTUIMHBI)

pelIeHus 3a1aq
po¢eCCHOHATBHO
JeSATEINbHOCTH

3. MECTO JUCIMIIJIMHBI B CTPYKTYPE OII BO

Hucrunnmna
y4aCTHUKaMU

«Komitaenc
00pa3oBaTeIbHBIX

JTIOKYMEHTAIH»
OTHOIIIEHUN

OTHOCHUTCS
omoka 1

00pa30BaTeNbHOM MPOrpaMMbI BBICIIETO 00Opa30BaHUS.

«JIMCUMIIIUHBI

dhopmupyemoit
(Momynm)»

YacTH,

B pamkax o0Opa3zoBaTesbHOM MporpamMmbl BBICIIETO O0pa30BaHUS OOy4YaOIIMECS TaKxKe

OCBaMBaIOT

npyrHe

IUCIUTIINHEI

W/WIN  TPaKTUKH,

CIOCOOCTBYIOIIKE

JOCTHXXCHHIO

3aIlJIaHUPOBAHHBIX PE3YJIbTATOB OCBOCHUA U CIIUIIIIMHBI «KommnaeHc JOKYMCHTAlUN).

Tabnuya 3.1. Ilepeuenv komnonenmos OII BO, cnocobcmeyrowux oOocmudiceHuro
3ANIAHUPOBARHbLX pe3)1bmamoe OC60E€HUA ()MCL;M}’lJlqul
IIpenmecrBylomue Hocaenyrommue
g Haumenosanne IIHCEHI:'[JIHHLI;,MOI)III JIK )II/ICIII/IHJ'II/IJ;:}]])I/;IHOI[ U
p KOMIIETEHIINH % i, * i,
NPAKTHKH NPaKTHKH
[udposas rpaMOTHOCTS;
Icuxonoeus auunocmu u
npogeccuonanvroe
camoonpedenenue**;
OcHo8bl MeAHCOYHAPOOHBIX
4%. | IIPOEKTHO-TEXHOJIOTHIECKas
cmanoapmos yyema u ayouma**,
w%. | TIPAKTHKa;
OcHosbl npednpunumamenscmea**;
IIpenaunioMHas NpakTHKa;
Tpenune: paboma c
e < sx. | Python u SQL B sxoHOMHKE 1
MeANCOYHAPOOHOU CIAMUCUKOU *™,
CriocobeH: UCKaTh HyKHBIE yIpaBJIeHUH;
Busnec-xnumam u pezynuposanue
HCTOYHHUKH MH(POPMAIMH 1 . Mero/1Kka HarmucaHust
UHOCTPAHHBIX UHBECMUYULL 8 4 DaGOThL:
JIaHHbIE, BOCOPUHAMATB, P KypCOBOM paboThl;
aHaJIU3UpPOBATh, 3aIIOMUHATH . e IIpuknanHOi UCKYCCTBEHHBIM
Cmpaxosoti busznec™*;
U nepeaBaTh HHPOPMALHIO g HHTEJUICKT B 9KOHOMHUKE;
OcHosbl mpetiounea Ha poHO08oM
C HCIOJIb30BaHHEM i Kopnopamugnoe
poinKe**;
IU(POBBIX CPENCTB, A TAKKE MOWEHHUYECMEO: KAK
Hasvixu u mexronocuu nybauurwix -
C MOMOIIIBIO AITOPHUTMOB < obezonacumy busHec**,
npezenmayuti **; . sk
npH padoTe ¢ NOITy4eHHBIMH Huzaiin-moiunenue **;
Beeoenue 6 yugposusayuro yuema
U3 Pa3IMYHBIX HCTOYHHUKOB s OcHo8bl cO30aHUs TUUHO20
ousnec-npoyeccos™*, s
YK-12 JTAHHBIMU C TIEIBIO bpenoa**,

3 PEeKTUBHOTO
HCIO0JIb30BaHUs [I0JIy4YE€HHOM
MHPOPMALIH JIJIST PEIISHUS
3a7a4; MPpOBOAUTH OLICHKY
nHpOpMaLNH, ee
JOCTOBEPHOCTb, CTPOUTH
JIOTHUYECKUE
YMO3aKJIIOUEHHs Ha
OCHOBaHMHU MOCTYNAIOIIUX
nH(popManny U TaHHBIX

Teopus u npakmuxa
MeNCOYHAPOOHO20 OusHeca*™,
Tatim-menedxncmenm™*>;
Mamemamuueckas no2uxa u
meopust aneopummos**;
Buszyanuzayus npocmpancmeentvix
OAHHBIX 8 IKOHOMUKE ¥
OcHO8bI MEXHOI02UU NPOOBUNCEHUS
6 IKOHOMUKE U YnpasieHuu**;
Texnonoeuueckuti cysepenumemn 6
MHO20NOAAPHOM Mupe*™;
Kpeamuenocms u unnosayuu 6
busnece*™*;

Ochosbl S3KOHOMUYUECKOU
bezonacuocmu **,
bezonacnocms 6 yugposoi
cpeoe ™™,

Hcmopus unancosvix nompsicenuil
6 MUpOBOIL IKOHOMUKe ™|

Busnec 6 Hnmepnem**,
Phygital-mexnonozuu ¢
IKOHOMUKE ™,
Jesenonmenm: 2opoockue u
pezuonanvhvie
UHBECMUYUOHHDbLE
npoexmul **;

Lughposoui bankune**;
Mesicoynapoonvle
9KOHOMUUECKUE
opeanuzayuu**,
Oxonomuka u punancoi
YCMOoUuU6020 pazgumus**,




IIpenmecrByromue Hocaenywomue
HaumenoBaHue P ¥ Y
HIudgp JUCIUTITHHBI/ MOTYJIH, JUCIUTITHHBI/MOTYJIH,
KOMIETeHI[UU % %
NPaKTHKH NPAKTUKH
O3HakOMHTENbHAS TIPAKTHKA,;
Hagvixku u mexnonoeuu nyoauyHbix
npezeHmayui **;
Beeoenue 6 yupposusayuro yuema
busnec-npoyeccog**,
Teopus u npaxmuxa MupoBast 5JKOHOMUKa;
MeAHCOYHAPOOHO20 OusHeca*™, DKOHOMHUYECKasi CTATUCTHKA;
Tavim-menedarcmenm™**; Maremaruka (Yacts 2);
Mamemamuueckas no2uxa u MapxkeTuHr;
meopus aneopummos™*; Mertonnka HanucaHus
Busyanusayus npocmpancmeennvix | KypcoBoi paboThI;
OaHHBIX 8 IKOHOMUKE™ ™, Kopnopamusnoe
OcHO8bL MeXHON02UU NPOOGUIICEHUST | MOULEHHUYECMBO: KAK
6 IKOHOMUKE U YNpasieHuu**; obeszonacums OusHec™*,
Texnonocuueckuii cysepenumem ¢ | Jusatin-moiuiienue*™;
MHO20NOAAPHOM Mupe*™; OcHobl co30anus IUUHO20
Kpeamuenocmov u unnosayuu 6 openoa™*,
ousnece™>; Busnec 6 Unmepnem**,
OCHOBbL IKOHOMUYECKOTL Phygital-mexnonozuu ¢
CrniocoOeH OCyYIIECTBIISITh e -
. bezonachocmu **, 9KOHOMUKE**,
MOUCK, KPUTHYECKUI aHATIH3 .
Besonacnocmo 6 yugposoti Hesenonmenm: 2opoockue u
U cuHTe3 HHPOPMAILHH, e
YK-1 o cpede™*; pecuoHanbHbie
MPUMEHSTH CUCTEMHBII .
Hcemopusi punancosvix nompsicenuii | uHgeCmMuyuoHHble
MOAXOJ JJIsl PEIICHUS N e sesen
6 MUPOBOTL IKOHOMUKE *¥, npoexmol **;
MOCTABJICHHBIX 3a/1a4 N i
Icuxonozus nuunocmu u Lugposoui bankune**,
npogheccuonanvroe Meswcoynapoonvie
camoonpedenenue**, IKOHOMUYECKUE
OcHO8bL MENCOYHAPOOHBIX opeanusayuu**;
cmanoapmos yuema u ayouma**; | VHCTUTYyIIMOHATbHAS
OcHogbl npeonpunumamenbcmea**; | JKOHOMUKA,
Tpenune: paboma c MesK1yHapOoTHbIE
MEIHCOYHAPOOHOU CIAMUCMUKON**; | SKOHOMIYECKUE OTHOIICHIS,
Busnec-knumam u pezynupoganue | DKOHOMUKA U PUHAHCHL
UHOCMPAHHBIX UHBECMUYULL 6 YCMouuue020 pazeumus **;
PO**: [IpoekTHO-TeXHONIOTHIECKAS
Cmpaxosoii 6usnec**; MIPaKTHKA;
Ocnosbl mpetiounea na ornooéom | TIpeauruioMHas MPaKTHKa,
puinke**;
DkoHOMHUYECKas reorpadus;
Marematuka (Yacts 1);
MUuKpOIKOHOMUKA;
MakpO3KOHOMHUKA;
Mamemamuuyeckas no2uxa u Kopnopamusnoe
meopust aneopummos™*; MOULEHHUYECBO.. KAK
CnocobeH, ncroib3ys Busyanusayus npocmpancmeennvix | obesonacums ousmec**,
OTE€YECTBEHHEIE K OaHHbBIX 8 IKOHOMUKE ¥, Jluzatin-monunenue**,
3apyOeIKHBIC HCTOYHHKH Ocnogbl mexnono2uu npoogudicenusi | OCHOBbI CO30AHUSL TUYHO20
nHdopmannu , cobuparsb 6 DKOHOMUKE U ynpasienuu*>, bpenoa**,
HeoOX0UMBbIC TaHHEIE, Texnonozuueckuii cysepenumem 8 | busnec 6 Unmepnem**;
IK-1 AHAJIM3UPOBATh MX U MHO2ORONAPHOM MuUpe**, Phygital-mexnonozuu ¢

TOTOBHUTH HH()OPMAITOHHEIE
0030pBI 1 aHATTUTHYECKHE
OTYCTHI IJIsA PEHICHUA 3a1a4
poheCCHOHATBHOM
JIeSITeIbHOCTH

Kpeamuenocmo u unnogayuu 6
busnece*™*;

OcHOBbl HIKOHOMUYECKOU
bezonacuocmu **;
besonacnocms 6 yugposoi
cpede™*;

Hcmopus unancosvix nompsicenuil

IKOHOMUKE ™™
Hesenonmenm: zopodckue u
PpecuoHaIbHbIe
UHBECMUYUOHHBLE

npoexmul **;

Lughposoui bankune**;
Mesicoynapoonvle




IIpenmecrByromue Hocaenywomue
HaunmenoBanue pea YOI AYTom
HIudgp JUCIUTITHHBI/ MOTYJIH, JUCIUTITHHBI/MOTYJIH,
KOMIIeTeHI[UH « «
MPaKTHKH NPaKTUKHU
8 MUpPOBOIL IKOHOMUKe ™ ; 9KOHOMUYECKUe
Tcuxonoeus nuunocmu u opeanusayuu**;
npogeccuonanibHoe Tocyoapcmeennoe
camoonpedenenue™™; pezynuposarue u puHarcoso-

OcHo8b1 MeAHCOYHAPOOHBIX
cmanoapmos yuema u ayouma**,
OcHogbl npednpunumamenscmea **,
Tpenune: paboma c
MEHCOYHAPOOHOU CIMAMUCTIUKOU ¥,
busnec-knumam u peeynuposanue
UHOCMPAHHBIX UHBECMUYULL 6
PD**;

Cmpaxosotii 6usnec**;
Beeoenue 6 yugpposusayuro yuema
busnec-npoyeccog**,
OcHosbl mpetiounea Ha (poHO08oM
poinke**;
OKxoHOMHUYECKas reorpadus;
Hagviku u mexnonoeuu nybauynwix
npesenmayui **,

Teopus u npaxmuxa
MeNCOYHAPOOHO20 Ou3sHeca*™,
Tanm-menedrncmenm*>;

Kpeoumuoe obecneyerue
npeonpUHUMAMeNbCKoll
desmenbHoCmu **,
OkoHomuxra u Qunancyl
YCmouuue020 pazeumus**;
IIpuknanHON UCKYCCTBEHHBIH
HHTEIJIEKT B 9KOHOMUKE;
Python 1 SQL B sx0oHOMUKE H
YIIPaBIICHUH;
IIpoexTHO-TEXHOIOrHYECKAS
TIPaKTHKa;

[IpexaumomMHas MpakTHKa;

* - 3aMONHSACTCS B COOTBETCTBUH ¢ MaTpuiei kommnerenuii u CYII OI1 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 00pA308aMmMenbHOU NPOSPAMMbL 8blcuie20 00pA308aHUs 01 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. 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 JTUCIUIIJIMHbI

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

Bun
Homep HaumenoBanmue pazaesna .
HaunmeHnoBanue TeMbl Copep:xaHue TeMbl yueOHoit
pasiena AUCHHUTLIUHBI %
padoThI
JlOKyMEHTUPOBaHUS yIPaBIEHUYECKON
JesTenbHOCTH. DyHKIMS JOKyMEHTa.
3HaueHHe U3yueHHs (PYHKIMU TOKYMEHTA.
WudopmanmonHas GpyHKIMS TOKYMEHTa KaK
CPEICTBO 3areyaTiieHus U COXpaHEeHUs .
JloxyMeHTHpOBaHUs yIpaBICHUYECKOH AesITeNbHOCTH. DyHKINS
nnpopmanun. CounanpHas QyHKIUSL
JOKyMEHTa. 3HaUeHHEe U3y4YeHUs QYHKIMH JOKYMEHTA.
nokyMmeHTa. KynbTypHast QyHKIUS JOKyMEHTA.
WuadopmannonHas GyHKIHS JOKYMEHTa KaK CPEJICTBO
KoMmMyHUKaTHBHAS QYHKIHUA KaK CPEICTBO
3arnevatieHust U coxpaneHus naopmanuu. ConnanbHas QyHKINA
nepenady nHGopManuu. YpaBiIeHIeCKast
nokymenTa. KynbTypHas ¢yHKIms fokymenTa. KoMMyHUKaTHBHAS
(hyHKIINS U ee 3HaYEeHHE B OpTaHU3alnu
(GYHKIHA KaK CPeCTBO Mepenadyn HHPOpMaIUU. Y IpaBiIeHIECKas
[onsTus «uHGOpMAUSI» U ynpasnenus. [IpaBoBas Qpyakuus. OyHKInsg
(GYHKIMA U ee 3Ha4YeHHE B OpraHu3anuy ynpasieHus. [IpaBoBas
«IoKyMeHT». OyHKINU yuera. QyHKIHS JOKYMEHTa KaK
¢ynknua. Oyskius yuera. OyHKINSA TOKYMEHTa Kak
Paznen 1 | noxymenToB. HopmaTusHO- 11 HCTOpUYECKOro uctounuka. Oynkuuu N JIK, C3
o HNCTOPUYECKOI'0 UCTOYHUKA. q)yHKHI/II/I TMOCTOAHHO ACUCTBYIOLINE U
npaBoBas 6a3a 1o MOCTOSIHHO JCUCTBYIONTNE U QYHKIINU N
N ¢byHKIMK onepatuBHble. BimsiHne QyHKuuMit JoKkyMeHTa Ha ero
YIPaBIEHUIO JOKYMEHTAMH ornepaTHBHbIE. BinsHue GyHKIMN TOKyMEeHTa
CTPYKTYpy. [lomndyHKIIMOHANBHOCTS JOKyMEHTA.
Ha ero CTPYKTypy. [TomupyHKIIMOHATEHOCTD
l'ocynapcTBeHHbBIE CTaHAAPTHI M YHU(DUIIUPOBAHHBIE CHCTEMBI
JIOKyMeHTa. ['ocyapcTBEHHbIE CTaHIAPTHI U
JOKYMCHTal M. FOCy,E[apCTBeHHaﬂ CUCTEMA TOKYMECHTAIUOHHOTO
YHU(PUIIIPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.
obecrnieuenns ynpasieHus. [Topsiiok cornacoBanust 1 IMOIHCAHNS
I'ocynapcTBeHHas cucteMa
JOKyMeHTOB. YHu(uKamust n CraHaapTH3anus ynpaBiIeHIeCKuX
JIOKyMEHTaI[IOHHOTO 00eceYeHns
JIOKyMEHTOB; MOPSIIOK 3aII0JIHEHUS TUTIOBBIX (hOpPM
ynpasinenus. [lopsaok cornacoBaHus 1
MOATMCAHUS JOKYMEHTOB. Y HUPUKAIUS U
CrangapTuzaiys yrnpaBIeHIeCKIX
JIOKyMEHTOB; MOPSIJIOK 3aII0JIHCHUS TUIIOBBIX
hopm
Byxranrepckas nokyMmeHTanus. [lepsuunsie Byxranrepckas nokymenraunus. IlepBuunble JOKYMEHTBI
JIOKYMEHTBI IPEANPUATHUS. PEKBU3UTHI npeanpusaThs. PEKBU3UTHI IEpBUYHBIX JOKYMEHTOB. [IpaBo
Opranusaius TNECPBUYHBIX TOKYMCHTOB. HpaBo IIOAITUCH OANHNCHU IEPBUYHBIX YIYC€THBIX TOKYMECHTOB. Brecenne
p 1 TNECPBUYHBIX YUETHBIX TOKYMCHTOB. Bruecenne I/ICHpaBHeHI/Iﬁ B IICPBUYHBIC YYCTHBIC TOKYMCHThI. Boccranosnenue
Paznen 2 | nokymeHTooOOpOTa Ha 21 ’, JIK, C3
N —— HCIPABJIEHUH B IIEPBUYHBIE YUETHEIE JOoKyMeHTOB. OpraHu3anus JOKyMeHT0000poTa 1 MpaBuiIa

JIOKYMEHTHIL. BoccTaHOBIEHNE TOKYMEHTOB.
Opranuzanus JOKyMEeHTo000poTa U IpaBuiIa
XpaHeHHs JoKyMeHTOB. ['paduk

XpaHeHHs JOKyMeHTOB. [ paguk nokymeHnToobopora. JJoKyMeHTHI,
cozieprKale Kommepueckue cpefeHus. Cpoku XpaHeHus
JOKYMEHTOB




Bun

Homep HaumenoBanmue pasgeia .
HaumeHoBaHue TeMBbI Copep:xaHue TeMbl y4eOHo
pas3nesa JAUCHHILTAHBI .
padoThI
JIOKyMeHTO0000poTa. JIOKyMEHTHI,
coJieprkaniie KoMMepueckue cBeaeHus. Cpoku
XpaHEHHsI JOKYMEHTOB
Co3aHre KOMHCCHH TI0 OCYIIECTBICHHUIO
orepanuil ¢ OCHOBHBIMH CPEJICTBAMHU.
IocTynnenne oCHOBHBIX cpencTB. MoHTax .
Co3aHne KOMUCCHHY IO OCYIIECTBICHHIO ONEPALUi ¢ OCHOBHBIMH
obopynoBanust. Hanmdaue n ucnonb3oBanue
. cpeacteamu. [locTyninenrne OCHOBHBIX cpecTB. MoHTax
OCHOBHBIX CPE/ICTB (MHBEHTapHBII HOMEp,
JlokymMeHTanbHOe obopynoBanus. Hamuuue u ncnonb30BaHUE OCHOBHBIX CPEJICTB
. MHBEHTapHas KapTOuKa M HHBEHTapHas KHUTA, .
oopMIIeHHE onepanuii (MHBEHTapHBII HOMEp, UHBEHTapHast KapTOUKa U MHBEHTapHas
amMopTH3anus). PEMOHT peKOHCTPYKIMS U
OCHOBHBIMH CPEJCTBAMU KHUTa, aMOpTHU3aIyi). PEMOHT peKOHCTPYKILIUSA U MOJICPHU3AIHS
Paznen 3 3.1  |MoaepHHM3alMs OCHOBHBIX CPEICTB. JIK, C3
JlokymMeHTanpHOe OCHOBHBIX CpeACcTB. [IepeMerienne 0oCHOBHBIX cpencTB. Komuccus
N Ilepemermenne ocHOBHBIX cpeacTB. Komuccus N
oopMIIeHHE onepanuii . 0 IIPOBEJICHHIO ONepaluii C HeMaTepHaIbHBIMU aKTHBAMH.
0 MIPOBEICHUIO OMepalIuii ¢
HeMaTepHaNbHBIMU aKTUBAMU [Toctynnenue HeMaTepHaIbHBIX akTUBOB. Hanmnuune u
HEMaTepHaNbHbIMH aKTHBaMH. [locTynneHue
HCIONb30BaHUE HEMATEepHaIbHBIX aKTHBOB Ilepemelenue
HEMaTepHanbHbIX aKTUBOB. Hannuue u
HeMaTepHaIbHBIX aKTHBOB BHYTPH OpPraHU3alNH
UCTIONB30BaHUE HEMATEPHATIBHBIX AKTHBOB
[lepemenienne HeMaTepHanbHBIX aKTHBOB
BHYTPH OpraHU3alUHI
[ocrynnenue maTepuanos. OTnyck
JlokymMeHTanbHOe MaTepHaoB Ha MPOU3BOACTBO U Apyrue uemu. |Iloctynnenue Matepuanos. OTHyCK MaTepHaaoB Ha IPOU3BOICTBO
oopmiieHne oneparuii KoHTpob 3a UCMOIb30BAaHUEM MAaTEPUAIIOB. u pyrue nenn. KoHTpouk 3a HCIIOIB30BaHUEM MaTEPHUANIOB.
Paznen 4 |marepuanbHo- 41 BryTpeHHUE nepeMenieHsl MaTepUalloB. BryTpeHHue nepeMeleHus MaTepualloB. Marepuaisl Ha CKIIaze. JIK, C3
IIPOU3BOJCTBEHHBIMU Marepuans! Ha cknaje. Tapa. Marepuanbsuble | Tapa. MarepuanbHble IEHHOCTH, IPUHATBIE HA OTBETCTBEHHOE
3armacamu LIEHHOCTH, IPUHSTHIE HAa OTBETCTBEHHOE XpaHEeHHe
XpaHeHHe
IToctynnenue neHer B kaccy. Beinaua ngeser u3
N IToctynnenue neHer B kaccy. Brigaua nener u3 xaccel. Craga
JoxyMeHTanbHOE kaccel. Crava eHe)KHON HATMYHOCTH B OaHK. o
JICHS)KHOH HAUIMYHOCTH B OaHK. PacyeTs! IIaTe)XHBIMH
Paznen 5 |odopmIieHne KacCoBBIX U 51 Pacyets! mnaTe:xHBIMU IOPYYEHUSIMHU. N JIK, C3
o . nopyuyeHussMu. JlenexHslil yek. MHBeHTapu3anus Kacchl.
0GaHKOBCKHUX Ollepanuit JenexHslil uek. MHBeHTapu3anus Kacchl.
VHBeHTapu3anus CpeAcTB HA cyeTax B OaHKe
MuBeHTapH3aIusi CpeICTB Ha cueTax B OaHKe
HopmaTuBHBIE aKThI, peryJIMpyoNye Bopockl | HopMaTHBHBIE aKkThl, peryaupyIOIIne BOIPOCH! KaJpOBOH CIIyKObI
JTOKyMEHTAIHOHHOE KaJpOBOH CITy>KOBI Ha TIPEIPHATHH. Ha NpeanpusaTud. BHyTpeHHue nokanbHble IpaBUia, B TOM YHUCIE
BryTpeHHuMe 0KaNbHBIE IPAaBUIIA, B TOM YHCJIE | BHYTPEHHETO TPYJAOBOr0 pacropsaka; KOJIEKTUBHBII JOroOBOP.
Paznen 6 |obecrneueHue yrpaBieHuUs 6.1 y1p p ’ TP PYA P DK, A p JIK, C3

HEPCOHAIOM

BHYTPEHHETO TPYAOBOT'O PacHOpsIIKa;
KOJIJIEKTUBHBIHA J0roBop. O3HAaKOMIICHHE
PabOTHHKOB C JIOKATbHBIMA HOPMATUBHBIMHU

O3zHakoMJIeHHE PAaOOTHUKOB C JIOKAIBHBIMU HOPMATHBHBIMHU
aktamu. [TOHSATHE ePCOHANBHBIX TaHHBIX PAOOTHHKOB, UX
00paboTka. JIOKyMeHTHI, HOATBEPKIAIOIINE TPYIOBYIO




Bun
Homep HaumenoBanmue pasgeia .
HanmenoBanue TeMbl ConeprxaHue TeMbl y4eOHo
pas3nesa AUCHUTLTUHBI .
padoThI
akTamu. [ToHsTHE IEPCOHATBHBIX JAHHBIX JeATeNIbHOCTh paboTHHKOB. TpynoBoii norosop. Buasl, ¢popma,
paboTHHKOB, X 00padoTKa. JJOKyMeHTHI, conepxanue. TpymoBast KHIKKa
MOATBEPXKIAIOIIE TPYIOBYIO AEATEIBHOCTD
pabotHuKOB. TpynoBoit norosop. Bumsl,
¢opma, conepkanue. TpynoBast KHHKKA
Opranuzanus xpadeHus: 10kyMeHToB B [1K,
obecneunBaromas OBICTPHII MTOMCK
Opranuzanus xpaneHus fokyMmenToB B [1K, obecnieunBaromas
HE0OX0MMOro MaTepraa 6e3 MpUMEeHEHHS .
OBICTpBIN TOMCK HEOOXOIUMOTO MaTepualia 6e3 MpUMEeHEHHS
CHeLUAIbHBIX IPOrPaMM aBTOMATH3aLUH
CpencTBa aBTOMaTH3AIIH CIELMAIBHBIX IPOrpPaMM aBTOMATH3AIMH JEJIONPOU3BOICTRA.
Pazpnen 7 7.1 Jienonpou3BoacTBa. opMupoBaHue JIK, C3
JICJIOTIPOU3BOACTBA dopmupoBaHue KilacCU(PUKATOPOB I OPraHU3ALMU XPAHCHUS
Kiacc(UKATOPOB ISl OpraHU3alnuy XpaHEeHHs .
IHceM TpakaaH. ba3bl JaHHBIX BHIIECTOSIIMX OpraHu3anuil. bass
MIceM rpakaaH. basbl JaHHBIX BBILIECTOSIINX o
. . JAHHBIX OpraHu3aluii MapTHEPOB
opranu3aiii. basel JaHHBIX OpraHu3anuit
TApTHEPOB

* - 3anonasieTcs Toabko mo OUHOW dopme odyuenus: JIK — nexyuu; JIP — nabopamopusie pabomul; C3 — npakmuyeckue/ceMuHapcKue 3aHamusl.




6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JJUCHUIIJINHBI

Tabnuya 6.1. MamepuaneHo-mexnuueckoe obecneuerue OUCYUNIUHbL

Tun aynuropun

OcHaleHue ayauTopun

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

Aynutopus s IPOBEICHUS 3aHATHI
JIEKIIMOHHOT'O THIIa, OCHAIIICHHAS

Ayn. 103. Mono610k
Lenovo AIO-510-22ISH
Intel 15 2200 MHz/8
GB/1000 GB/DVD/audio,
Monurtop 21"
MynbTUMEIMA TIPOSKTOP

JlexroHHast KOMILICKTOM CHeLIMATH3NPOBAHHOM Mmebenw; Casio XJ-S400UN Dxpan
JOCKO# (9KpaHOM) M TEXHUYECKHUMU oo s
CpeACTBaMU MYJIbTUMEINA MPE3EeHTANI MOTOPH3OBAHHEIH Digls
' Electra MW DSEM — 1105
MS Windows 10 64bit
Microsoft Office 2021
LTSC
Ayn. 103. Mono6ok
Lenovo AIO-510-22ISH
AymuTopus Ui IpOBEICHUS 3aHATUI Intel 15 2200 MHz/8
CEMHUHAPCKOro TUIIA, TPYIIOBBIX U GB/1000 GB/DVD/audio,
MHJUBUAYAJIbHBIX KOHCYJbTAlUH, TeKyIlero | MoHurop 21"
KOHTPOJISl U TPOMEKYTOUHOM aTTecTaluH, MynbTHMeANa TPOEKTOP
Cemmnapcias OCHAIIIEHHAs] KOMIUJICKTOM Casio XJ-S400UN Dkpan
CreLUaIU3UpPOBaHHON Mebenu 1 MOTOpHU30BaHHbIN Digis
TEXHUYECKUMHU CPEJICTBAMU MYJIbTUMEINA Electra MW DSEM — 1105
MIPE3CHTAIHH. MS Windows 10 64bit
Microsoft Office 2021
LTSC
Ayn. 432. CuctemHbIi
6mox Intel i3 3400 MHz/8
GB/500 GB/DVD/audio,
Mownutop Philips 234E5Q),
MynbsTrMeaa TpOEKTOP
. Casio XJ-V100W, Dkpan
AyIuTOpHs U CAMOCTOSTEIbHOW PabOThI .
oOy4Jaroruxcs (MOXKET UCTIOJIB30BATHCS IS MOTOPH30BAHHAIN Targa
st . 220*220, MS Windows 10
CAMOCTOATENBHO | P Ob oA CHHA COMITHAPCKIX SAHATHH 1 64bit, Microsoft Office
paboTe! KOHCYJIbTAIIHi ), OCHAIIIEHHAS KOMIUIEKTOM 2016, 1C Tpeanpustie 8.3,

CreMaNIN3UPOBaHHON MeOenu 1
KoMIbroTepami ¢ goctynom B JUOC.

Eviews7, Cucrema BOCT-
ODUC , Expert Systems ,
7-Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite
Codec Pack, Kopnopanus
I'anaktnka

* - ayIUTOPHS AJIsL CAMOCTOSATENbHOM paboThl oOyuaromuxcs ykassiaercs OBA3ATEJIbHO!
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7. YYEBHO-METOJUYECKOE W HHO®OPMAIMUMOHHOE OBECIIEYEHHUE
JUCHUITIJIMHBI

Ocnoenas numepamypa:

1. KazakeBuu, T. A. JlokyMeHTOBeneHHE. [JOKyMEHTAIIMOHHBIA CEPBUC | YICOHUK U
npakTukyMm Juis By3oB / T. A. Kazakesuu, A. . Tkanuu. — 2-e u3n., ucnp. u gon. — Mocksa :
MznarensctBo KOpaiit, 2026. — 167 ¢. — (Briciiee o6pa3oBanue). — ISBN 978-5-534-06273-
1. — Texcrt : anexTpoHHbIH / O6pazoBaTensHast mwiardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/584928

2. Ky3uenos, 1. H. JlokymeHTanimonHoe obecrieueHue yrnpasieHus. [JokyMeHTo000poT
U JIETIOTIPOU3BOJICTBO : YUeOHUK U mpakTUKyM Juist By30B / M. H. Ky3nenoB. — 5-e u3f.,
nepepad. u gon. — Mocksa : U3natenscrso FOpaiit, 2025. — 545 ¢. — (Boiciiee
obpazoBanue). — ISBN 978-5-534-20027-0. — Tekct : anmekTpoHHbIi // OOpa3oBaTenbHas
iatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/581143

3. JlokyMeHTOBeIeH!e : Y4eOHUK U MPAKTUKYM JJIs BY30B / oA penakuueit JI. A.
Joponunoit. — 4-¢ u3 ., mepepad. u qom. — Mocksa : M3garensctBo FOpaiit, 2026. — 336 c.
— (Bsicmiee obpazoBanue). — ISBN 978-5-534-19110-3. — TekcT : 2JIeKTPOHHBIH //
Oo6pasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/583331
Hononnumenvnasn numepamypa:

1. KornduaeHmuanbHoe 1EI0MPOU3BOICTBO U 3AITUIIICHHBIN 3JIEKTPOHHBIN
nokymMeHToobopot : yueonuk / H. H. Kynses, A. C. Iémymxkun, T. B. Konngpamosa, A. T
®abpuunoB ; mox obmr. pex. H. H. Kynsesa. - 2-e uzn., mepepab. u gorr. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcutetckas 6ubnunoreka). - ISBN 978-5-98704-711-8. - Tekcr :
anexktpoHHbId. - URL: https://znanium.com/catalog/product/1212394

2. OCHOBBI J€IONPOU3BOCTBA. SI3BIK CITY:KEOHOTO IOKYMEHTA : yYeOHHUK U MPAKTUKYM
s By3oB / H. H. Illysanosa, A. FO. BanoBa ; o obmieit penakuueit H. H. lllyBanoBoii. — 2-
e u31., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 428 ¢. — (Briciiee
obpazoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anekrponnsiit // ObC FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/468912
Pecypcuvl ungpopmayuonno-menekommynuxkayuonnou cemu « dnmeprnemy:

1. ObC PY1H u ctoponnne ObC, Kk KOTOPBIM CTy€HThl YHUBEPCUTETA UMEIOT JOCTYII
Ha OCHOBAHMH 3aKJIFOYSHHBIX JIOTOBOPOB

- DnexkTpoHHO-6ubmoTeunas cuctema PY/IH — 9bC PYIH
https://mega.rudn.ru/MegaPro/Web

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

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

- OBC «KoHcynbTaHT cTyfeHTa» www.studentlibrary.ru

- OBbC «3nannym» https://znanium.ru/

2. ba3bl TaHHBIX U TTOUCKOBBIE CUCTEMBbI

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

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

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

- Haykometpuueckas 6aza nanubix Lens.org https://www.lens.org
Yuebno-memoouueckue mamepuanvt 0 camocmosamenbHou pabomol 0OYUaAOWUXCS NPU
0CB80EHUU OUCYUNTUHBL/MOOYIA*:

1. Kypc nekuumii no nuciumninne «KomriaeHe JOKyMEHTaun.

* - Bce y4eOHO-METOIMYECKHE MATePUAIIbl I CAMOCTOSITEILHON PabOThl 00yUYaIOIINUXCS
pa3MeIIarTcs B COOTBETCTBUHU C ACHCTBYIONINM MOpsiAKoM Ha cTpanuile aucuuruinael B TYUC!

11



PABPABOTYMUK:

MapteiHoBHY CBeTinaHa

CTapLIMi MPENoJaBaTellb HuxonaeBna
Jonocnocms, BYIT Tloonuce Damunus 1. 0.
PYKOBOJ/JUTEJIb BYII:
Huuen J{apbs
AnekcannposHa [b|]
3aBenyromuit kadeapoit 3aBeAyIOIMA Kadeapoit
Jonoscnocms BYIT Tloonuce Damunus U.0.
PYKOBOJUTEJIb OII BO:
Bbanamosa CBetnana
3aBenyromnuii kageapoit AJnekceeBHa
Honxcnocmo, BYTT Ioonuce Damunus U.0.
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