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1. HACHOPT PABOYEM NPOI'PAMMBbI YUEBHOM JUCIHUATLIUHBI
OI1.06 <k IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS »

1.100aacTh npuMeHeHHs Y4eOHOM M CUMILIHHBI.

PabGouas mnporpamMmma y4yeOHOM AMCIHMUIUIMHBI SIBISETCS YacThblO OCHOBHOM
npodeccuoHanbHO 00pa3oBaTeabHOM TporpamMbl B cootBeTcTBUM ¢ GI'OC CIIO mo
cnenuanbHocTu CIIO 38.02.01 «DxoHOMUKA M OyXranTepcKuil yueT (Mo OTpacisiM)».

PabGouas mnporpamma y4yeOHON JOHUCHMIUIMHBI MOXET OBbITh HCIOJNb30BaHA B
JOTIOTHUTENIBHOM — TIpo(ecCHOHaIbHOM  00pa3oBaHMM (B MOpOrpaMMax  MOBBIIICHUS
KBaIM(DUKALMK M TEPENOAroTOBKH) M MNpOo(ecCHOHAIbHOM MOATrOTOBKE PaOOTHUKOB B
00J1aCTH YKOHOMUKH M YIIPaBJICHUS.

1.2MecTo yueOHOI TUCHUNJINHBI B CTPYKTYPe 0CHOBHOI NMPo(eccuoHaANbHOI
o0pa3oBaTe/IbHOM MPOIPAMMBI:

VYuebnas guciumuinHa OIL06  JlokymMeHTanMOHHOE oOOecreueHue BXOAMT B
npo¢ecCHOHaIbHBIN LUK Kak oOlienpodeccuoHanbHas AUCUUIUIMHA U SIBISETCS OJHOU U3
KJIIOYEBBIX B IIpolLlecCe€ MOATOTOBKH CIELUAIMCTOB 1O Hpoduito «IKOHOMUKA U
Oyxranrepckuil yuet (1o otpacism)y». llepBuyHbIe yueTHbIE JOKYMEHTHI CIIyKaT CPEICTBOM
00OCHOBaHUS y4yeTHbIX 3amucel. OT IpaMOTHO OPraHHW30BaHHOTO JAOKYMEHTOO0OOpOTa
3aBHCUT CBOEBPEMEHHOCTb M JOCTOBEPHOCTb (opMUpyeMOH HHOpMALUKU CHCTEMOMN
Oyxranrepckoro ydera. B Xoae wu3yyeHUs [UCUUIUIMHBI CTYAEHTHl 3HAKOMATCA C
OCHOBHBIMHU MpaBWJIaMU O(QOPMIICHHS MEPBUYHBIX YUETHBIX JOKYMEHTOB, MOPSIKOM HX
0o0paOOTKM,  XpaHEHHWS W  YHUYTOXKEHHUS,  M3ydaloT  [paBWia  OpraHU3alUH
JTIOKyMEHTO000pOoTA.

OTH 3HAaHUS HEOOXOIMMBI JUIS OOCCIeYCHUs PYKOBOJCTBA HHGpOPMAIUEd o
COCTOSIHUU J€JI Ha NPEINPHUATUH Il TPUHIATHS 0OOCHOBAaHHBIX YIPABICHUYECKUX PEIICHHIM

M KOHTPOJIC X BBIIIOJIHCHHA.



1.3 Ieap u 3agayu y4eOHON AUCHUIUVIMHBI — TPeOOBaHMS K pe3yJbTaTam
OCBOCHMS IUCHUIINHBI:

Lenp y4eOHOM IUCUMILIMHBI — COJEUCTBOBATh OCBOEHUIO MPO(ECCHOHATIBHBIX H
oOmux xommereHuid nmo BceM Bujam nestenbHoctd OI'OC CIIO mo crnenuaibHOCTH
38.02.01 «DkoHOMUKA U OyXTalNTePCKUM yUeT (110 OTPaCIIsIM ).

Oco0oe 3HaueHHe AMCIUIUIMHA UMEET NpU (POPMUPOBAHUM M PA3BUTHH OOLIUX H
npodeccuoHaIbHBIX KOMITETEHIIUNA:

OK 1 — BeiOupath cniocoObl pemieHus 3aaad NpodhecCUOHATbHONW AEsTeNbHOCTU
NPUMEHUTENBHO K Pa3IMYHbIM KOHTEKCTAM.

OK 2 — Hcnonb30BaTh COBPEMEHHBIE CPEJCTBA MIOUCKA, aHAJIM3Aa U UHTEPIpPETALUU
uHbpopMaii ¥ WMHOOPMAIIMOHHBIE  TEXHOJIOTMM I BBINOJHEHUS  3aj7ad
npodeccuoHaIbHON 1eITeNbHOCTH.

OK 3 — IInanupoBaTh M peaju30BbIBaTh COOCTBEHHOE NpOodeccHOHaIbHOE W
JUYHOCTHOE pa3BUTHE, NPEANPUHUMATEIBCKYIO JE€ATeIbHOCTh B MPO¢ecCHOHAIbHON
cdepe, UCMONIB30BaTh 3HAHUA MO (PUHAHCOBON T'PAMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX
CUTyalusX.

OK 4 — DddexTuBHO B3aUMOEHCTBOBATh U pabOTaTh B KOJUIEKTUBE U KOMaHJIE.

OK 5 — OcymectBisiTh YCTHYIO W NHCBMEHHYIO KOMMYHHUKAIIMIO Ha
TrOCYJapCTBEHHOM si3bike Poccuiickoit denepannu ¢ ydeToM 0COOEHHOCTEH COIUAIbHOTO
U KyJIbTYPHOIO KOHTEKCTA.

OK 9 — Ilonws3oBatbes mpoeccoHambHON TOKyMEHTAIMEH Ha TOCYIapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX.

[IK 1.1 — O6pabatbiBaTh IEPBUYHBIC OyXTaNTEPCKHUE TOKYMEHTHI,

[IK 2.6 — OcymecTBnsaTh cO0p HHGOPMAIHH O IEITETFHOCTH 00BEKTa BHYTPEHHETO
KOHTPOJISI TI0 BBITMIOTHEHUIO TPEOOBaHWI MPABOBON W HOPMATUBHOUW 0a3bl M BHYTPEHHHUX
PErJIaMEHTOB;

[IK 2.7 — DBBbINOMHATE KOHTPOJBHBIE MPOLEAYPbl M HX JOKYMEHTHPOBAHUE,
rOTOBUTh W OQOPMIISTH 3aBEpIIAIONIME MaTepHalibl MO pPe3ysbTaTaM BHYTPEHHETO

KOHTPOJIA.



B pesynbrare ocBoeHUs1 yueOHOM TUCIUIUIMHBI O0y4aroNUNCs H0JKEH YMETh:

—o(hopMJIATh JTOKYMEHTAallMI0O B COOTBETCTBUM C HOPMATHBHOM 0a30il, cC
HCI0JIb30BaHUEM UH(OPMAIIMOHHBIX TEXHOJIOTUH;

— OCBaMBAaTh TEXHOJIOI'MH aBTOMATU3UPOBAHHOM 00paOOTKU JOKYMEHTALINH;

— UCTI0JIb30BaTh YHU(PUIUPOBAHHBIE (POPMBI IOKYMEHTOB;

— OCYLIECTBIISATh XPAHEHHE, IIOUCK JOKYMEHTOB;

— MCIOJIb30BAaTh  TEJIEKOMMYHUKALMOHHBIE  TEXHOJOTHMH B JJIEKTPOHHOM

JIOKYMEHTOO00O0pOTE.

B pesynbrare ocBoeHUs1 yueOHON TUCHIUIUIMHBI CTYJCHT A0JKEeH 3HATD!

— MOHSITHS, 1IEJTU, 33]1a4d U PUHIIUIIBI JEJIOPOU3BOJICTBA;

— OCHOBHBIC MTOHATHS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHUS;

— KJaccuuKanuio JOKyMEHTOB;

— TpeOOBaHMSI K COCTABJICHUIO U OPOPMIICHUIO JOKYMEHTOB;

— OpraHu3aIyio JT0KyMEHTO000poTa: mpueM, o0paboTKy, perucTpalno, KOHTPOIIb,

XpaHCHHUC JOKYMCHTOB, HOMCHKJIATYPY ACII.

14 KoauyecTBO 4YacoB Ha ocBoeHHe padoueili nporpamMmbl y4deOHOI

AUCHHUIIIIMHBI

MaKCUMaJIbHON ydeOHOM Harpy3kH cTyjaeHTa- 48 yac, B TOM 4HCIIe:
00s13aTeNbHON ayIUTOPHON YUeOHOM HArpy3KHu cTyJeHTa- 46 Jaca;

CaMOCTOSATEILHOM paboTHI CTy/IeHTa - 2 Yaca.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JUCHUIIMHBI M BUBI Y4e0HOH padoThl

Bup yyeOHol padoThI KoanuectBo
4acoB
MaxkcumanbHas y4eOHasi HArpy3Ka 48
Oobs13aTesibHAs ayIMTOPHAs y4eOHAsi HAarpy3Ka (Bcero) 46
B TOM YHCJIE:
NpaKTUYECKUE padOThI 20
CamocTosrenbHas pabota o0yuarorierocs (BCero) 2

Hrorosas arrectanus B popme aAnddepeHINPOBAHHOIO 3a4eTa




2.2. TeMaTH4eCKHil IUIAaH U cojiep:kaHue y4eOHO# THCHUIUIMHBI «/loKyMeHTalHOHHOe 00ecnieyeHHe YIIPaBJIeHU D)

HaumenoBanue pasnesioB | Conep:xkanue y4eOHOro marepuana, JadoparopHble padorbl M npakrudyeckue | O0bem yacos YpoBenb
U TeM 3aHAITHS, CAMOCTOSITEJILHAS PadoTa 00y4arommXxcst OCBOECHHS
Pa3nena 1. JlokyMeHTHpPOBAHKE YIIPABICHUYCCKON ACITEILHOCTH. 38
Tema 1.1 Coaep:kanue yueOHOro MaTepuajia
Beenenne.  Jlokyment w71 [MoHsATHE, LIENH, 3aJa4d ¥ [PUHIHUIIBI IEIONPOU3BOACTBA. OCHOBHBIE MOHATHS 2
CHCTEMA JOKYMCHTATIIH. JOKYMEHTAIlMOHHOTO obecriedeHust ynpasieHuss. Hocutenu wuHdopmanuu.
OyHKIMU JOKYMEHTOB. Knaccuduxanms JIOKYMEHTOB. Cucremsl
JOKYMEHTAllMOHHOTO oOecnedeHus ympasieHus. llonatue yHubukauuu u
CTaHIapTU3AIUH.
Tema 1.2 Conepxanue yueOHOro Marepuasa
I1pasnna odopMIeHHs |1 T X apaxrepuctika M coxepianne TOCT 6.30 — 2003 TpeboBanus K 2 2
FIOKYMEHTOB. COCTaBJCHUIO W  OGOPMIICHHUIO nokymeHToB.  OOsi3aTenbHbIC u
JOTIOTHUTEJIbHBIE PEKBU3UTHI. BapuaHThI pacmoiokeHust peKBU3UTOB.
[Tonatue «OnmaHk MOoKyMeHTa». Bumbl OmaHKOB: 0oOmuid, OJaHK MHUCHhMa, OJIAHK
KOHKPETHOIO BUJa IokyMeHTa. [IpaBuia opopmiieHus: 61aHKOB OpraHU3aIliH.
2. IIpakTuyeckasi padora 1 OdopmieHne OJaHKOB OpraHU3AIMH C YTIOBBIM 2
WIM TPOAOJbHBIM BapUaHTaMH PACIOJIOKEHUSI PEKBU3UTOB Ha Gopmate A4.
Tema 1.3 Conep:xanue y4yeOHOro MmaTepuasa 8
OpranusaoHHbIC 1. XapakTepuCTUKa M COCTAaB OPraHU3alMOHHBIX JOKYMEHTOB: YYpPEIUTEIIbHBIN 2 2
AOKYMCHTBI JIOTOBOP, YCTaB, MojoxeHus. TpeboBaHUs K UX 0(OPMIICHUIO.
2. | XapakTepucTdka ¥ COCTaB OpraHM3AallMOHHBIX JOKYMEHTOB: IITaTHAas 2 2
YHCIIEHHOCTb, IITATHOE paclucaHue, JOHKHOCTHAS UHCTPYKIHs. TpeOoBaHus K
uX 0(pOPMIICHHIO.
3. | IpakTnyeckas padora 2 O3HaKOMJICHHE C OPTaHU3aIMOHHBIMHI TOKYMEHTaMH, 2

AHAJIN3 CTPYKTYPBI TCKCTA, IPABUIILHOCTU O(i)OpMJ'ICHI/IH ITAaTHOTO pacClurcCaHus,
JOJDKHOCTHOM HHCTPYKIUU.




IpakTuyeckas padora 3 CocrasiieHre u 0(hopMIICHUE TTOJIOKEHUS O
CTPYKTYPHOM MOJPa3/IeICHUH, IPABUJI BHYTPEHHETO TPYJOBOIO pacOpsIKa.

Tema 1.4 Coaep:kanue yueOHOro MaTepuajia
Pacniopsytesbuble 1. | XapakTepucTHKa M COCTaB PacCOPSAUTEIBHBIX JOKYMEHTOB: PaCIOPSHKEHHUS,
AOKYMCHTBI. npuKa3a, pelicHus, yka3aHus. TpeOoBaHHS K UX OQOPMIICHUIO, OCHOBHBIC
PEKBU3HTHIL
2. | lpaktnuyeckass padora 4 CocraBieHne u oGhopMIIEHHE TPHKA30B,
pacnopsiKEeHUM, yKa3oB.
Tema 1.5 Coaep:kanue yueOHOro MaTepuajia
NndopmanuonHo- 1. XapakTepucTuka U cOCTaB MH(GOPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB:
CIIpPaBOYHBIC JOKYMCHTBI. MIPOTOKOJIOB, aKTOB, JOKJIAJHBIX 3allMCOK, CIYKEOHBIX 3amucoK. TpeOoBaHUS K
0(hOPMIICHHUIO, OCHOBHBIE PEKBU3HUTHI.
2. | XapakTepucTHKa H COCTaB HWH(POPMAIHUOHHO-CIIPABOYHBIX JIOKyMEHTOB!
O0OBSICHUTENIBHBIX 3aMMKMCOK, MPEIOKECHHUM, TIPEICTABICHUM, CIIPABOK, MTEPEYHEH.
TpeboBanus K 0(hOPMIICHHIO, OCHOBHBIE PEKBU3HTHI.
3. IIpakTuyeckass  padora 5  OdopmieHue  CHpaBOK,  JIOKJIAQJHBIX,

0OBSICHUTENIBHBIX 3aIMCOK, aKTOB, MPOTOKOJIOB, 3aKJIFOUCHUMN.

Tema 1.7 llenoBas

Conep:xanue y4yeOHOro MmaTepuaja

HCPEITACKA. 1. | OcHoBHBIE MMPaBHUIIa COCTABIICHHS ACIOBBIX UceM. CTPYKTypa TEKCTa JIEI0BOIO
nrcbMa. SI3bIK M CTHIIb JICJIOBOTO MUCHMA.
2. | Bugsl genoBbix nrcem. Tenerpammebl, hakcorpamma, TeneoHOrpaMMa - UxX
3HAYCHHE, KATETOPUH U BH/IbI, COCTAB PEKBU3UTOB, TPEOOBAHUS K OPOPMIICHHIO.
3. IIpakTnuyeckas padora 6 Cocrapienue u 0(GOpMIICHHE JIEIOBBIX TUCEM.
Tema 1.8 Copepxanue yueOHOro Marepuasa
JIOKyMEHTHPOBaHHE 1. | OcobeHHOCTH COCTaBiCHUS M O(GOPMIICHHS MPUKA30B MO JIMYHOMY COCTaBY.
TPYIOBBIX Vcnionb3oBanne YHUGHUIIMPOBAHHBIX (HOPM TOKYMEHTOB.
MPaBOOTHOIIICHUH. 2. | TpymoBas KHWKKa, MPABOBOEC 3HAYECHHUE 3alKMCEdl W TMOPSAIOK MX OPOPMIICHHUS,
XpaHEeHHs], BbIJauH. YdeT OJaHKOB TPYIOBBIX KHIIKEK.
3. | IlpakTnueckasi padora 7 CocraBiieHHE 3asBIICHHUM, 3aM0JHEHNS TpaapeTHbIX

OJIaHKOB O Ha3HAYCHUU Ha JAOJIKHOCTD, NOOIIPECHUH, IMTPEAOCTABICHUU OTITYCKOB,
OCBO60)KZ[CHI/II/I OT 3aHHMaeMOMN JOJKHOCTH.




4.

IpakTuyeckas padora 8 OdopmieHue TpyaOBBIX JOTOBOPOB, 3alUcell B
TPYJOBOM KHMKKE.

Pasnen 2. Texnonorust 1e0npou3BOACTBA. 8
Tema 2.1 Conep:kanue y4e0HOro MaTepuaJia 4
Opranusanus 1. Opranusanus  JAOKYMEHTOOOOpOTa:  mpueMm, 0o0paboTka  JIOKyMEHTOB. 2
JIOKyMEHTO000pOTa. Perucrpanus. @opMsl perucTpauuu JOKyMEHTOB.
2. IIpakTnueckas padora 9 3anonHeHHe XKYPHAJIOB PETUCTPALUU BXOIAMIMNA U 2
VCXOJIAIIAHA TOKYMEHTAINH.
Tema 2.3 Copepixanue yue0HOro MaTepHaJia 4
XpaHeHHe TOKyMEHTOB. 1. XpaHeHue nokymeHTOoB. Homenknatypa pen. TumoBele M NIpHUMEpHBIE 2
HOMEHKIaTypbl Aen. OdopmiieHue TOKYMEHTOB M €7 K YHHUUTOXXEHHMIO M Ha
JUINTEIbHOE XpaHEHHE.
2. | lpakruyeckas paGora 10 OdopmiieHre HOMEHKIATYPHI €T OPraHU3aIiH. 2
HTtoro 46
CamocTrosiTesibHasi padoTa 00yYarOIIMXCS.
[TogroroBka pedepata Ha TeMy «KOHTpONb HCMOTHEHUS TOKYMEHTOB, II€Ib KOHTPOJS, €r0 BHUIBI. OTaIlbl 2

KOHTPOJIA. Cusarue JOKYMCHTOB C KOHTPOJIA»

Jli1st XapaKTepUCTHUKU YPOBHSI OCBOCHHSI y4eOHOTO MaTepralia UCIIOJIb3YIOTCS CIIEAYIONIHe 0003HAUYCHUS:
1. O3HakOMUTEIBHBIN (y3HaBaHUE paHEE U3yUYECHHBIX 00BEKTOB, CBOHCTB);

2. PennpotykTUBHBIN (BBIMOTHEHUE ACSITEILHOCTH MO 00pa3ily, MHCTPYKIIUU WIH MO PYKOBOACTBOM)

3. HpO,Z[YKTI/IBHHﬁ (HJ'IaHI/IpOBaHI/Ie H CaMOCTOATCIIbHOC BBIIIOJIHCHUC ACATCIIbBHOCTHU, PCHICHUC HpO6J’I€MHLIX Sanaq).
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3. YCJIOBUS PEAJIM3AIIMU YYEBHON JUCIHUILINHBI
3.1 TpeGoBaHusI K MUHMMAJIBHOMY MAaTePHAJIBbHO-TEXHUYECKOMY 00ecneYyeHUIo

Jnst peanuzauuu pabodeil mporpaMMbl B TEXHUKyME €CTh Y4YEOHbIH KaOWHET,
ynosueTBopsitomnii TpeboBanusiM CaunlluH, oGopynoBanHbili yueOHON MebOenbio U
cpelcTBaMM OOy4YeHHUs, JOCTATOYHBIMU [JIsl BBINOJHEHUS TpeOOBAaHUWA K YPOBHIO
MOJIFOTOBKHU O0YYarOIIMUXCsl, 3 UMEHHO:

- pabouee MecTo npenojaanatens (CToJ, CTyJ OUCHBIN);

- NEPCOHAJBHBIM KOMIBbIOTEP (CUCTEMHBIM OJIOK, MOHHUTOp, KJIABHATYpA,
MBIIIKA) UMEIOIIHH BbIX0]1 B IHTEpHET;

- PUHTEP;

- MYJIbTUMEIUHHOE 000py0BaHNe (MHTEPAKTUBHAS J10CKA, MPOEKTOP);

— nporpamMmMmHoe obecnieuenue: Microsoft Windows; Microsoft Office;
Google Chrome; Acrobat Reader;

- J0CKa MarHUTHO-MEJIOBas;

- yueOHast MeOesb (CTOMBI 711 TPOBEICHUS TPYTIIOBBIX 3aHITHI U CTYJIbS IO

KOJIMYECTBY 00YUaIOMIUXCS).

3.2. HudopmannonHoe odecnevyeHne 00yueHust
Ilepeuenb pekoMeHayeMbIX YUeOHBIX U31aHuil, UHTEepHET-pecypcoB,

JAOMOJIHUTEIbHOM JIUTEPATYPHI

1. Koncturymus Poccutickoit denepanun ot 12.12.1993 r. (B melicTByrommei
PCIAKIIVH).
2. I'paxnanckuii kojmekc Poccuiickoit @enepanuu (4acTh mepBas) OT

30.11.1994 r. Ne 51-@3 (B nelCTBYIOIICH PEIAKIIHH).

3. Hanoroseiii konexc Poccuiickoit @eneparuu (4acts nepsasi) oT 31 urons
1998 1. Ne 146-®3 (B neiicTBYIOIICH PEIAKIIHH).

4, TpynoBo#t konexc Poccuiickoit @eneparuu ot 30.12.2001 Ne 19703 (B

NEUCTBYIOINIEH pelakiui).
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S. ®enepanbblii 3aKk0H 0T 05.04.2013 Ne 44-D3 «O KOHTPAKTHOM CUCTEME B
chepe 3aKkymok TOBapoB, pabOT, yCAyr [Jsi OOecCleueHUsl TOCYAapCTBEHHBIX U
MYHULUMAIBHBIX HYX1» (B IEUCTBYIOLIEH pEIaKIin).

6. O®enepanbublii 3akoH oT 02.07.2006 Ne 149-03 «OO6 wunbpopmarmu,
nHpopMaTU3auu U 3amure nHPopMarum» (B JeHCTBYIOIICH peIaKIIun).

1. ®denepanbhbiii 3akoH 0T 06.12.2011 Ne 402-D3 «O OyXrajTepckoMm ydeTe»
(B AEUCTBYIOIICH peaKInu).

8. I'oCT P 7.097-2016 «Cucrema craHgapToB 1o UHGOPMALINH,
oubnuoreunomy wuznarensckomy geny. OPJl. TpeGoBanuss k  0popMIIEHHUIO
JOKYMEHTOB.

Q. I'oCT P.7.08-2013 «CHUBU/I. Jlenonpou3BOJCTBO W apXUBHOE JIEJIO.
TepMuHbI 1 onpeIeIeHUS .

10. TOCT 6.10.5-87. VYHudumupoBaHHBIE CHCTEMBl  JOKYMEHTAIIHUH.
TpebGoBanus k mocTpoeHuo Ghopmysapa-oopasiia.

11. TIlpumepHass MHCTPYKUMS TIO JEJIOMPOU3BOJICTBY B TOCYIapCTBEHHBIX
opranuzanusax (yTBepkaeHa npuka3zom Pocapxusa ot 11.04.2018 Ne44).

OcHoBHas nHUTEpaTypa:

1. Kopueer N.K. JlokymeHTaIimoHHOE OOecrieueHre yrpaBieHus: YIeOHUK U
npaktukym st CIIO/ UK. Kopuees, A.B. Ilmenko, B.A. Mamypues. - Mocksa:
FOpaiit, 2019 — 385 c.- [IpodeccronanpsHoe 0Opa3zoBaHuE.

2. [yBanoa H.H. JlokyMeHTanimoHHOE OOecrieueHne yIpaBJICHUs: yUeOHUK
u npaktukym / IlllyBamoBa H.H. - M.: M3natensctBo FOpaiit, 2019 [DnexTpoHHbIN
pecypce; Pexxum gocryma https://biblio-online.ru/bcode/433679]

JIonOJMHUTENbHBIE UCTOYHUKMU:

1. Kopuees UK., ITmienko A.B., Mamypues B.A. YueOHUKHA TPaKTUKYM ISt
CIIO «/lokymeHnTaiimoHHoe oOecredenue ympasieHuss + Tectel B ObBC». Mocksa:
N3narensctBo FOpaiit, 2017 - 384c.

2. Ky3nenos  M.H. JlokyMeHTanmoHHOE  oOOecneyeHue  yHpaBJCHUs

nepcoHanoMm.— yueOHuk u npaktukyM st CIIO. MockBa: UznarensctBo IOpaiiT,

2017.- 246 c.
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3. Casymikuna E.O. CenuBanoBa O.A. COOpHUK MPaKTUYECKUX 3aJaHUUN IO
nuciummmae «JI0VY», 2019.- 125 c.

HNHuTepHeT-pecypehl

1. http://www.consultant.ru - CnpaBouHo-tipaBoBas cucremMa «KoHCyabTaHT
ITaroc»

2. http://www.garant.ru - CipaBouno-npaBoBasi cuctema «["apanT»

3. http://www.minfin.ru — Od¢unuaneHeiii caiit MuHHCTEpCTBA (QUHAHCOB

Poccuiickon ®Penepanuun
4. http://document-ved.ru-DnextponHsiit yueOHsbIit kype JJOY
5. http://delo-ved.ru-  Jlemo-Ben  (DneKTpoHHBIH  pecypc): Bce O

ACITOIIPONU3BOACTBC
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4. KOHTPO.JIb M OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JTUCHUATNIUHBI

Kontpons wu ouenka

pE3yJbTaTOB

OCBOCHHUSI  y4yeOHOW  JTUCHMIUIMHBI

OCYHICCTBIIAACTCA IMPEIIOAABATCIIEM B IIPOLECCC NPOBCACHUSA IMPAKTHYCCKHX SaHHTHﬁ,

TECTUPOBAHUS,

MPOEKTOB, UCCIIEJOBAHUN.

a TaKKC BBIIIOJIHCHUA CTYACHTAMHW HWHIAWBUAYAJIbHBIX 3aI[aHPII>'I,

PesyabTaTsl 00yyeHus
(ocBOeHHBIEC yMeHHs, YCBOCHHbIE 3HAHMA)

(I)OpMI)I H METOJAbI KOHTPOJISA U O€HKU PE3YyJbTaTOB

YMmenus:

0hOpMIIATH JOKYMEHTAIINIO B COOTBETCTBUH
C HOPMAaTUBHOU 0a30il, C HCIOJIH30BAHHEM
MH(OPMALMOHHBIX TEXHOJIOT UM

00yueHus
VYCTHBII M NMCBMEHHBIM OIPOC, CaMOCTOSTEIbHAs
paborTa, TECTUPOBAHUE, BHEAYUTOPHAs

camocTosiTeNnbHas paboTa, MpakTHueckas padbora

WCIO0JIb30BaTh YHH(PHUIIMPOBAHHBIC (DOpPMBI | YCTHBIM ¥ THCBMEHHBIH OINPOC, CaMOCTOSATEIbHAS
JTIOKYMEHTOB pabora, TECTUPOBAHHUE, BHEAYIUTOpHAS
camocTosiTeNnbHas paboTa, MpakTHueckas padbora
OCYIIECTBIIATH XpaHEHHE 51 MOUCK | YCTHBII M MNHCbMEHHBIM OIPOC, CaMOCTOSATEIbHAs
JOKYMEHTOB pabora, TECTHUpPOBaHUE, BHEAyIUTOPHAS
caMocCTosITeNIbHAs paboTa, MpakTH4ecKas padbora
OCBauBaTh TEXHOJIOTHM | YCTHBII M TNHCBbMEHHBIM OIPOC, CaMOCTOATENIbHAs
ABTOMAaTHU3UPOBAHHON 00paboTku | paboTa, TECTUPOBAHUE, BHEAYJUTOPHAS
JTIOKYMEHTOB caMocCTosITeNIbHas paboTa, MpakTH4ecKas padbora
UCII0JIb30BATh TEJICeKOMMYHHUKAIIUOHHBIC | YCTHBIH M MHCbMEHHBIN ONPOC, CaMOCTOSATENIbHAS
TEXHOJIOTUU B AJIEKTPOHHOM | paboTa, TECTHUpPOBAHUE, BHEayIUTOpHAs
JTOKyMEHTOO0opoTe camocTosiTeNbHas paboTa, MpakTHUeckas padbora
3nanus:
MOHATHE, LMW, 3aJa4yd ¢ T[PUHIUNBI | YCTHBIH M TNHCbMEHHBIH ONPOC, CaMOCTOATENbHAsS
JIeIONIPOU3BOCTBA paborTa, TECTHUpPOBaHUE, BHEayIUTOpHAs

CaMOCTOATCIIbHAaA pa60Ta, IMpaKTU4ICCKasa pa60Ta

OCHOBHBIC IIOHATUA AJOKYMCHTAIWOHHOI'O
obecneyeHus YIIpaBJICHUA

VYCTHBIM M NHCBMEHHBIM OIPOC,
pabora,

CaMOCTOATCIIbHAsA
TCCTHPOBAHUC, BHCAYAUTOpPHAA

CaMOCTOATCIIbHAaA pa60Ta, IMpaKTU4ICCKasa pa60Ta

CHCTEMbI JOKYMEHTAIIMOHHOTO 00ecredeHus
yIIpaBJICHUS

VYCTHBIM M NHCBbMEHHBIA OIPOC,
paborTa, BHEAYIUTOPHAS
camocTosiTeNbHas paboTa, MpakTHUeckas paboTa

CaMOCTOATCIIbHAsA
TCCTUPOBAHMUC,

KJ'IaCCI/I(l)I/IKaI_[I/IIO JOKYMCHTOB

YCTHBII M TNHCBMEHHBIM OIIPOC, CaMOCTOATENbHAs
paborTa, BHEAYIUTOPHAS
camocTosiTeNnbHas paboTa, MpakTHUeckas pabora

TCCTUPOBAHMUC,

TpC6OBaHI/I${ K COCTAaBJICHUIO U O(i)OpMJ'IeHI/IIO
JAOKYMCHTOB

YCTHBII M NHCBMEHHBIA OIIPOC, CaMOCTOATENIbHAs
paborTa, BHEAyIUTOpPHAs
camocTosiITeNbHas paboTa, MpakTHIeckas paboTa

TCCTUPOBAHMUC,
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OpraHM3aIuio JOKYMEHTOOOOpOTa: TpueM, | YCTHBIH M TMHChMEHHBIM OIPOC, CaMOCTOSITENbHAS
o0OpaboTka, perucrpanus, KOHTpOJIb, | paboTa, TECTUPOBAHUE, BHEAyJAUTOpPHAs

XpaHEeHUE TOKYMEHTOB, HOMEHKJIATYPHI 7T | caMOCTOsITeNIbHast padoTa, mpakTHuecKkas paboTa
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