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1. EJIb OCBOEHMA JUCIIUITJIMHbI

JucuuiuimHa «KoMIutaeHC —JTOKyMEHTAalUMW» BXOAWT B Iporpammy OakajnaBpuaTa
«9KoHOMHUKa Topoaa» no HampasieHuto 38.03.01 «OxoHoMHKa» U u3y4aercsd B 3 cemecTpe 2
Kypca. Hucuumumny peanmusyer Kadenpa Oyxraiarepckoro ydera, ayauTa M CTaTUCTHKH.
JucuunnuHa COCTOMT W3 7 pa3fnenoB W 7 TEM W HAOpaBlIeHAa HA H3YyYEHUE IMPaBUI
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 AI(PQPEKTHUBHYIO JIEATENBHOCTh IO CO3AAHHIO U
opranuzali paboTbl O(HUCOB Ha COBPEMEHHOM YpPOBHE, OOECIEUMBAIOIIEM JOCTHUKCHHE
YCIICUTHBIX PE3yNbTaTOB B U30paHHON cdepe OusHeca, OOBSICHUTH  OOIIME TPHUHIIUITBI
perynupoBanusi OyXraiaTepckoi MpakTUKH, ONPEICIISIONINE CBI3U MEX]Yy YUETOM U I'Pa)IaHCKUM
MIPaBOM, MTOKa3aTh CXEMbI yueTa (pakToB X03HCTBEHHOM 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 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 peIIeHNUS 3aauH, aHAIN3UPYET

BO3MOXXHBIC ITOCIICACTBHUA UX UCIIOJIB30BAHUA,

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
MIOJTYYEHHBIMHU U3 PA3IMYHBIX  |MCTOYHHMKOB JAHHBIMHU C LEJIBI0 3()()EKTHBHOTO HCIIOIB30BAHUS

vK-12 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
peuieHus 3a71a4; MPOBOANTD nH(opMaLnK U TaHHBIX;
OLIeHKY MH(pOpMaIHH, ee YK-12.3;
JIOCTOBEPHOCTH, CTPOUTH
JIOTHYECKUE YMO3aKIIOUueHHs Ha
OCHOBaHMH ITOCTYTIAIONINX
nH(popManny U TaHHBIX
CnocobeH, ncroib3ys
oreuectBeHHbIe 1 3apyoexxHsie  |[1K-1.1 Ciocoben HaxoauTh 1 00pabaTeiBaTh HEOOXOAUMYIO
NCTOYHHMKH HH(POPMAIHH, CTaTHCTHYECKYIO HH(POPMAIIHIO TI0 MHBECTUIIMOHHBIM MPOEKTaM;
IK-1 cobupars HeoOxoaumble nannble, |[1K-1.2 CrocobeH paccuuThIBaTh CPOK OKYIIAEMOCTH M IIOKa3aTeln

aHAIU3UPOBATh UX U TOTOBUTh  |yCTOWYMBOCTH MHBECTUIMOHHBIX IPOEKTOB KaK MHAUKATOPOB
nHGOPMAIMOHHBIE 0030PEI M |OLIEHKH UX 3((EKTUBHOCTH;
AHAJTUTHYECKHE OTYETHI JIs




HIugp

Komnerennus

HNHanKaTopsl 10CTHKEHNS KOMIETEHIINT
(B paMKax JaHHOUW TUCUUTUIMHBI)

pelIeHus 3anad
po¢eCCHOHATBHO
JeSATEINbHOCTH

3. MECTO JUCIMIIJIMHBI B CTPYKTYPE OII BO

Hucrunnmna
y4aCTHUKaMU

«Komimtaenc
00pa3oBaTeIbHBIX

JTIOKYMEHTAIN»
OTHOIIIEHUN

OTHOCHUTCS
oimoka 1

00pa30BaTeNbHOM MPOrpaMMbI BBICIIETO 00Opa30BaHUS.

«JIMCHMIIITMHBI

yactd, (GopMuUpyeMoii

(Mozynm)»

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
IpenmecrByromue Ilocaenyromue
g Hauvenosanne IIHCEHI:'[JIHHLI;,MOI)III JIH nncunnnnﬁl{);l/;auoz[ JIH
p KOMIIETEHIINH % i, * i,
MPAKTHKH MPAKTHKH
IIpenaunioMHas npakTHKa;
Bseoenue 6 yughposusayuio yuema
s [IpousBoacTBEHHO-
busnec-npoyeccog**,
. e TEXHOJIOTHYECKas IPaKTHKA;
Cmpaxosotii 6usnec**;
HudpopmManoHHbIE CHCTEMBI B
HNudopmarnka;
. e SKOHOMFIKC;
Tatim-menedrcmenm™**; . sk
wx. | IIpoexmmublii ananuz**;
OcHogbl npeonpunumamenscmea**,
T'"C B ynpaBnenuu
OKoHoMuUKa MedHc20cyOapcmeeHHbIX o .
o TOPOJICKOH 3KOHOMHUKOIA;
meppumopuaiIbHblix cnopog*™,
Pezuonanvnuvie
CriocoOeH: HCKaTh HYKHBIC Muzpayuonnusie pesxcumsl u
UHBECTUYUOHHbIE
UCTOYHUKY UH(POPMAIIUH U NnacnopmHo-8u308ds oKLl
JIaHHBIE, BOCTIPUHUMATb, ouniomamusn **, P '
. | Kounvromepuvie
AHAJTU3UPOBATh, 3aTIOMUHATE | Mcmopus (puHAHCOBbIX NOMPsCeHUU
N ke uHcmpymenmol OusHec-
U TIiepenaBaTh HHPOPMAIIUIO 6 MUpPOBOIL IKOHOMUKe ™, sese-
ananumuku**;
C UCIIONTb30BaHUEM THcuxonoeus nuunocmu u
OKkoHomuueckas
TUQPPOBBIX CPEICTB, a TAKKE npogeccuonarbHoe soen
e cmamucmura**;
C TIOMOIIIBIO aJITOPUTMOB camoonpedenenue™™;
Yuem na npeonpuamusx
pH paboTe ¢ TOITYICHHBIMHU Kommynurkayuu 6 sxonomuxe u o
U3 Pa3TUYHBIX HCTOYHHKOB npagieHuu **, Man020 Gusneca™;
p »rp ’ wx. | 1 C:IIpeonpusimue™*,
YK-12 JTAHHBIMU C 1IEJIbIO Qunancosas anarumuka 8 Excel*™,
C . | Medicoynapoouvie
3¢ GEeKTHBHOTO OcHoBbl HaAYUHBIX UCCIe008AHUL ™,
. 9KOHOMUYECKUe
HCTIOJIb30BAHUS MTOJTyYCHHOM Kpeamusnocms u unnosayuu 6 s
- opeanusayuu™*;
HH(POPMALIUY [T PELICHUS busnece*™, s
. [esenonmenm™*;
3a/1a4; MPOBOJIUTH OLIEHKY OcHosbl mpetiounea Ha GoHO06oOM
nHpOpMaInu, ee biHKe **; IKonopura
p > P ! Hneosudcumocmu **;

JOCTOBEPHOCTD, CTPOUTH
JIOTHYECKHUE
YMO3aKIIOYCHUS Ha
OCHOBAaHUHU MOCTYHAIOIINX
WHPOPMAIIUU ¥ JAHHBIX

Cmopumennune 0anubix**;
Hagvixku u mexnonoeuu nyoauyHbix
npezeHmayuti **;
Tpenune: paboma c
MEIHCOYHAPOOHOU CIAMUCTIUKOU ¥,
OcHo8bl MeNCOYHAPOOHBIX
cmandapmog ywema u ayouma**;
Busnec-kaumam u pe2yiuposanue
UHOCMPAHHBIX UHBECMUYULL 8
PO**:
Texnonoeuueckue pegomoyuu u
9KOHOMUYecKull pocm**;

TexHOIOTHH U TPaKTHUKA
MPOrPaMMHPOBAHUS HA SI3BIKE
Python mnst rymanuTapHBIX
CHEIHAITEHOCTEH;
OKOHOMETpUKA;

Oxonomura yu@dposvix
PuIHK08*™,

Lugposoii banxune™*,
busnec 6 Humepnuem**,
Juzavin-moluinenue >,
Buympennuti KoHmpoie
dupmor ¥*,

Ilepconanvhviii bpenoune**,




HanveHoBanme IIpeamecrByonue Mocaenyromue
Mudp JAUCHUTIIHHBI/MOIYJIH, JAUCHUTIIHHBI/MOIYJIH,
KOMIIETeHIIU U % s
NPaKTHUKH NPAKTUKH
Phygital-mexnonozuu ¢
IKOHOMUKE ™™
Teoungopmayuonnvie
cucmembl: GU3YANUIAYUS
NPOCMPAHCIBEHHBIX
OaHHBIX **,
Phygital-mexnonocuu ¢
9KOHOMUKE*™,
Teoungopmayuonnvie
cucmembl: GU3YANUIAYUS
Mamemamuxa (acmo 1); NnpOCMpPanHCmMEEeHHbIX
Muxkposkonomuxa; OaHHBIX **;
Maxkposkonomuxa; Lugposoii bankunz**,
Dxonomuueckasn eeozpagpus; Mesicoynapoonvle
Texnonozuueckue pesonoyuu u IKOHOMUYECKUE
9KOHOMUYecKUuti pocm™*™*; opeanusayuu**;
Hcemopusi hunancosvix nompsicenuii | IKOHOMUKA Yuppogwix
6 MUpOBOU IKOHOMUKE ™, PBIHKOG ¥,
Busnec-knumam u pezynuposanue | Russia and its Regions:
UHOCMPAHHBIX UHBECMUYULL 6 Geography, Economy and
PO**; Geopolitics**;
Kpeamusnocmo u unnosayuu 6 Memoodwl uccredosanusi
busznece™**; 20podcKoll cpedvl **,
Dronomura mediceocydapcmeennvlx | MUpOBas SKOHOMHUKA,;
MEPPUMOPUATILHBIX CNOPOS™*™; Crarucruka,
OcHosbl HayuHbIX uccredoganuu™*; | Matemaruka (Yacts 2);
Memooduka nanucanus Kypcogoi WHcTuTynnoHansHas
pabompl, 9KOHOMHUKA;
CHOCOBEH OCyIECTRAATH Bseoenue 6 uuqbpoeuwwiff'yuema MexnyHapoIHbIe .
HOHCK, KpHTHIeCKHi AHATHS 61{3Hec-npoueccoe 3 YKOHOMU'IECKHE OTHOLICHHS;
Tatim-meneoncmenm™*, IIpeonpunumamenvcruii
VK-1 1 CuHTes HH(bOpMaHHHj Hasviku u mexnonoeuu nybauunvix | kaumam 2opooog PO**;
MPUMEHSITh CHCTEMHBIN C oo -
MOAXO JUISl pEIIEHUS c NpesEnmanut =, s P ’,
HOCTABJICHHEIX 32121 mopumennune 0anHwix **, FOCy}:[apCTBeuHHI)II/I
OcHogbl npednpunumamenscmea™*; | KaaacTpOBBIN yUeT U OIICHKA
OcHogbl mpetioutea Ha poHO060M | OOBEKTOB HEIBIDKUMOCTH,
poinke ™, DkoHomuueckas
Muepayuonnvie pesicumvl u cmamucmuka **;
nACnoOpmMHO-8U306as Komnvromepnule
oungomamus**; uHCmMpymeHnmuvl OusHec-
Icuxonocus nuunocmu u aHanumuxu **,
npogeccuonarvHoe Ipoexmnuiii ananuz™™;
camoonpeoenenue**; Oxonomuka u opeanuzayus
Kommynuxayuu 6 sxonomuxe u BHEUHEIKOHOMUYECKOTL
ynpaenieHuu **; oesmenvHocmu **;
Qunancosas ananumuka ¢ Excel**; | MapkeTusr;
Tpenune: paboma c KoHIenmuu cOBpeMeHHOTO
MeAHCOYHAPOOHOU cmamucmukou **; | ecTeCTBO3HAHUS,
OcHo8bL MeNHCOYHAPOOHBIX Buympennuii konmponw
cmanoapmos yyema u ayouma**; | gupmor**;
Cmpaxoseoti 6usnec**, Jluzatin-monunenue**,
O3naxomumenvHas nPakmuxa, Ilepconanvuwiti Openoune**;
busnec 6 Humepnem**,
IIpousBoxacTBeHHO-
TEXHOJIOTHYECKas MPAKTHKA,;
[penauiuioMHast MPaKTHUKa;
MK-1 Crioco6eH, UCTOJIB3YS IIpasoseoenue; Oxonomuko-
OTEUYCCTBEHHBIC H Oxonomuueckas eeoepagus, MAMEMAMuyecKoe




IpenmecTByrommue Hocnexyromue
Mndp Haumenosanue HHCﬁHI:IHHHLl?,MOI;[IyJIH, nncunnﬂnl}llil/;auoz[yﬂn,
KOMIIeTeHIIH % s
NPaKTHKH NPaKTHKH
3apyOeKHBIE ICTOUHUKH Bseoenue 6 yugpposusayuro yuema | mooeruposarue;
nHpOpMaInH, COOUpPATh ousnec-npoyeccog**; Brympennuii koumpons
HEOOXOAUMBIE TaHHBIE, Kpeamusnocme u unnosayuu 6 dupmor **;

AHAN3UPOBATH UX U
TOTOBHUTH HHPOPMAITHOHHBIC
0030pbI U aHATTUTUYCCKUC
OTYETHI JUIS PEIICHUS 3a/1a4
po¢heCCHOHATBHOM
JeSTETLHOCTH

busnece**;
Kommynukayuu 6 skonomuxe u
ynpagieHuu **;
Qunancosas ananumuka 6 Excel**;
OCHO68blL HAYYHBIX UCCIEO08AHUL*™;
Tpenune: paboma c
MEANCOYHAPOOHOU CIAMUcmukou **;
OcHO8bL MEANCOYHAPOOHBIX
cmanoapmos yyema u ayouma**;
busnec-knumam u pezynupoganue
UHOCMPAHHBIX UHBECMUYULL 8
PD**;
Texnonozuueckue pesonoyuu u
9KOHOMUYecKUuti pocm™*™*;
Cmpaxosoti 6usnec™*,

Jluzaiin-motiunenue **;
Ilepconanvhviii bpenounz**;
busnec ¢ Hnmepnem**;
Phygital-mexnonocuu ¢
SKOHOMUKE **,
Teounghopmayuonnvie
cucmemsl: U3YAIU3AYUS
nPOCMPAHCIMEEHHBIX
OaHHbIX ¥,

Lugposoii bankune**;
Mesicoynapoonvle
IKOHOMUYECKUE
opeanusayuu™*,
Dxonomura yupposvix
PBIHKO8 ™™
Oxonomuueckas
cmamucmuxa**;
Komnviomepnvie
uHCcmpymeHnmol OusHec-
AHanumuKu **;
Ipoexmmuviii ananuz™*,
1C:IIpeonpuamue™*;
Yuem na npeonpusimusix
Manoz2o ousueca**;
Russia and its Regions:
Geography, Economy and
Geopolitics**;

Memoost uccneoosanus
20pOOCKol cpedvl**;
Pezuonanvuvie
UHBECMUYUOHHbLE
npoexmul **;
Jlesenonmenm**;
Oxonomuka
Heosudcumocmu **;
Ilpouseodcmeento-
MEeXHONI02UYEeCKask NPAKMUKA,
IIpeoounnomnasn npaxmuxa;

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

** - 3JIeKTUBHbIC AUCIMIUINHBI /TIPAKTUKH




4. OFbEM JUCHUILIVMHBI U BUJIbI YYEBHOM PABOTHI

OOm1ast TPyA0EMKOCTh JUCIHUILTUHBI «KOMIUTaeHC JOKYMEHTAIIUI COCTABIISET «3%» 3aUCTHBIC CIHHUIIBI.
Tabnuya 4.1. Buowl yuebHOU pabomvl no nepuooam 0cC80eHusi 00pa308amenbHOl NPOSPAMMbL 8blCUIC20 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. 56 56
Koumponw (ax3amen/3auem c oyenkoil), ax.u. 18 18
OO01asi TPYI0E€MKOCTh THCHHILTHHBI aK.4. 108 108
3a4.e/1. 3 3




5. COAEPKAHUE JUCIUITVINHBI

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

Homep
pa3nena

HaumenoBanmue pazaesa
AUCHUILTHHBI

Conep:xanue pasaesia (TeMbl)

Bun
y4eOHoI
pabdoThr*

Paznen

MonsiTust «uHbOPMALKS» U
«HOKyMeHT». OyHKINH
JokymenToB. HopmaTueHO-
npaBoBas 6a3a 1o
YIPABICHUIO JOKYMEHTAMH

11

JloKkyMeHTHUpOBaHUs yIIPaBICHYECKON
JestenbHoCTH. DYHKIMS TOKYMEHTa. 3HaYeHue
n3y4eHus QyHKIUH JOKYMEHTA.
WudopmanmonHas GpyHKIHS TOKYMEHTa KaK
CPE/CTBO 3arey4aTICHNs] U COXPaHEHHs
nHpopmannu. CormanbHas QyHKIHS JOKYMEHTA.
KynbprypHas GhyHKIMS ZOKYMEHTA.
KoMmMyHuKaTHBHAS QYHKIUA KaK CPEICTBO
nepenady nHGopManuu. YpaBIeHIECKast
(yHKINA U ee 3HaYE€HHE B OpTaHU3aluu
ynpasieHus. [IpaBoBas Qyukimsa. OyHKIUA
yuera. OyHKIMS JOKYMEHTa KaK HCTOPHYECKOTO
ncroyHuka. OyHKIMY TOCTOSTHHO JIeHCTBYIOIINE
u pyHKUMY onepaTuBHBIE. BiusHue GpyHKIui
JIOKyMEHTa Ha €r0 CTPYKTYDpY.
[MonnpyHKIMOHAIBHOCTD JOKYMEHTA.
I'ocynapcTBeHHBIE CTaHAAPTHI U
YHAGHUIHAPOBAHHBIE CUCTEMbI JOKYMEHTAIHH.
I'ocynapcTBeHHas cucTeMa JOKyMEHTAIIHOHHOTO
obecrieuenns ynpasnenus. [Topsmox
COTJIACOBAHUS U MOJIHMCaHNS TOKYMEHTOB.
Yaundukamus u CTaHgapTH3AIHAS
YIIPaBJICHYECKUX IOKYMEHTOB; ITOPSI0K
3aI10JHEHHS] THIIOBBIX (hopM

JIK, C3

Pazgen
2

Opranuzanus
JIOKyMEHTO000pOTa Ha
HpEeANPUITHA

2.1

Byxranrepckas nqokymeHranus. Ilepsudnsie
JIOKYMEHTBI IpeANnpusaTusi. PekBU3UTHI
HEPBUYHBIX JOKYMEHTOB. [IpaBo noanucu
NIEPBUYHBIX YYETHBIX JOKYMEHTOB. BHeceHue
HCIPABJICHUN B IIEPBUYHBIC YUYETHBIC JOKYMEHTBI.
Boccranosnenne nokymeHnToB. Opranu3anus
JIOKyMEHTO000pOTa U MPaBHiIa XPaHSHHUS
JOKyMeHTOB. I'pauk 1okymMeHTO000pOTA.
JIOKyMEHTBL, cofepKaliie KOMMEPUECKUE
cBeieHus. CpOKH XpaHEHHs JOKYMEHTOB

JIK, C3

Pazgen

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

3.1

Co31aHre KOMHCCHH TI0 OCYIIIECTBIECHHUIO
oIepauuil ¢ OCHOBHBIMU CPEJCTBAMM.
ITocTynieHne OCHOBHBIX cpelcTB. MOHTax
obopynosanus. Hanuuue u ucronb3oBaHue
OCHOBHBIX CPEZICTB (MHBEHTApHBII HOMeED,
HWHBCHTApHad KapTOYKa U UHBCHTApHAas KHUTIa,
amopTH3anus). PEMOHT peKOHCTPYKIHS U
MOJICPHU3AIHSI OCHOBHBIX CPEJICTB.
ITepemereHne OCHOBHBIX cpencTB. Komuccns mo
MPOBEICHUIO OTIEpaINii ¢ HeMaTepHAIbHBIMH
akTuBamH. [locTyrieHre HeMaTepHalbHBIX
akTuBOB. Hamumuue u ucnons3oBaHue
HeMaTepHalbHbIX akTUBOB llepemenienue
HEMATCPUAJIbHBIX aKTUBOB BHYTPHU OpTaHU3allun

JIK, C3

Paznen

JloxymeHTanbHOe
odopMIICHHE OTIepaIii ¢
MarepualibHO-
IMPON3BOJACTBEHHBIMU
3amnacamu
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[Mocrynnenne marepranoB. OTIYCK MaTepHajIoB
Ha TIPOM3BOJICTBO U Ipyrue nenu. KoHtpons 3a
WCIOJIb30BaHNEM MaTepuanoB. BHyTpeHHue
repeMelieHus MaTepuaioB. MaTtepuaibl Ha
ckiane. Tapa. MarepuanbHble IEHHOCTH,
IPUHATHIC HA OTBETCTBCHHOC XPAHCHUEC

JIK, C3

Pazgen

JloxymeHTanbHOe
odopmIIeHHE KACCOBBIX U

5.1

[Toctymienue faexHer B kaccy. Boigaua gener u3
kaccel. Crava IeHe)XHOM HAJIMYHOCTH B OaHK.

JIK, C3




Homep
pa3nena

HaunmenoBanmue pasaesna
AUCUMITHHBI

Conep:xanue pasaesa (TeMbl)

Bun
y4yeOHoii
padoThI*

0aHKOBCKHUX OTIepamuit

PacueTsl mIaTeXHbIMHU TOPYIECHHSIMU.
JenexHblil uek. THBeHTapu3amnus Kacceol.
MuBeHTapH3aIisl CPEACTB Ha cUeTax B OaHKe

Paznen
6

JlokyMeHTanroHHOE
obecrieueHre ynpasieHus
MepCOHAIIOM

6.1

HopmaTtuBHBIE aKTHI, pETyIHUPYIOIIE BOIPOCH
KaJIpOBOM CITy>KOBI Ha IIPEINPUSITHH.
BHyTpeHHue oKanbHbIe IPaBUiia, B TOM YHCIIE
BHYTPEHHETO TPYJIOBOT'O PACIIOPSAKA;
KOJUICKTHBHBIN 1oroBop. O3HAKOMIICHUE
PabOTHHKOB C JIOKaJIbHBIMH HOPMaTHBHBIMH
akTamu. [ToHsTHE TEPCOHATBHBIX TAaHHBIX
pabOTHHKOB, MX 00paboTKa. JJOKyMeHTHI,
MOATBEPKIAIOIIIE TPYAOBYIO AESTEIBHOCTD
pabotHHKOB. TpynoBoii morosop. Bumsl, popma,
coxepxkanne. TpynoBas KHIKKA

JIK, C3

Paznen

Cpe,I[CTBa aBTOMaTHU3alllu1
JACJIOIMPOU3BOACTBA

7.1

Opraamzanus XxpaHeHus 1okyMeHToB B [1K,
obecmneunBaromas OBICTPHII TOMCK
HEOOXOIMMOT0 MaTepraia 0e3 MPUMEHEHHS
CIEUAJIbHBIX IPOrPaMM aBTOMaTH3aLUH
Jienonpou3BoacTBa. @opMupoBaHue
Ki1accu(UKaTOPOB ISl OpraHU3alny XpaHEeHHs
IIMCEM rpancz(aﬁ. BaSbI JAHHBIX BBIIICCTOALIUX
opranuszanuil. ba3el JaHHBIX OpraHU3aLUN
MapTHEPOB

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)

JlexumonHas

Codec Pack

Hoytoyk Asus F6A,
MynbTHMeE A IPOEKTOP
Casio XJ-S400UN, Dkpan
MOTOpHU30BaHHbIN Digis
Electra MW DSEM — 1105,
MS Windows 10 64bit,
Microsoft Office 2016, 7-
Zip, FastStone Image
Viewer, FreeCommander,
Adobe Reader, K-Lite

CemuHapckas

Hoytoyk Asus F6A,
MynbTHMeANa TPOEKTOP
Casio XJ-S400UN, Dkpan
MOTOpHU30BaHHbIN Digis
Electra MW DSEM — 1105,
MS Windows 10 64bit,
Microsoft Office 2016, 7-




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

Cucremuslii 6510k Intel 13
3400 MHz/8 GB/500
GB/DVD/audio, MouuTop
Philips 234E5Q,
MynpTUMEAHA TPOEKTOP
Casio XJ-V100W, Dkpan
MOTOpHU30BaHHbIN Targa

st 220*220, MS Windows 10
CAMOCTOSATENBLHOU 64bit, Microsoft Office
paboThI 2016, 1C Ilpennpusitue 8.3,

Eviews7, Cucrema BOCT-
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:
XonuHa Beponuka
3aBenytomnuii kageapoit Hukomnaesua
Honxcnocmo, BYITT Ioonuce Damunus U.0.
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