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1. OBIIIASI XAPAKTEPUCTHKA PABOYEM ITPOI'PAMMBI YUEBHOM
JUCHUTIJIMHBI

1.1. O6sn1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

PabGouass mporpamma yuebnou aucuuruimabl  OIL.13  «/lokymeHTanmoHHoe
oOecrieueHUEe YIMpaBIEHUSA» SBISETCS YacThbl0O OCHOBHOM 00pa3oBaTelIbHON
nporpamMmbl B cooTBerctBUM ¢ DenepanbHbIM  TOCYAapCTBEHHBIM
obOpazoBaTenbHbIM cTaHaapToM mo crnenuanbHoctu CIIO 38.02.07 bankoBckoe
JeNo0.

1.2. MecTto y4eOHO!l IMCUMIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTebHOM
nporpammbl: yueOHas guctumuHa OI1.13 «/lokymeHntannonHoe obecriedeHue
YIPABJICHH» OTHOCUTCSA K 0OmIenpodeccuoHaaIsHOMY ITUKITY 0053aTeThHON YacTH
OCHOBHOW oOpa3oBareiapbHOW Tmporpammbl 1o crnenuanbHocTd CITO  38.02.07
bankoBckoe aeno.

1.3. leau u 3aga4u y4eOHOH AUCHMILIMHBI — TPe0OBaHUSL K pe3yabTaTaM
OCBOCHMS YUeOHOI TUCHUIINHBI:

Heanb:

B pesynbTaTte ocBoeHUs yueOHON AUCIUIUIMHBI 00yJaronuecs J0KHbl YMeTh:

- OCYWIECTBIIAITH IOUCK, AaHaIU3 M HCIOJIb30BAHHE HOPMATUBHO-IIPABOBBIX
JOKYMEHTOB B TPUMEHEHHH K 3aaadam J[OVY;

- COCTaBIIATh H  O(GOPMIISITH  YNPaBIEHYECKYI0 U  MPOodeCcCHOHATHHYIO
JIOKYMEHTAIIUIO B COOTBETCTBUE C HOPMATUBHOM 0a30M;

- UCTI0JIb30BaTh YHUPUIIUPOBAHHBIC (DOPMBI JOKYMEHTOB;

- OCYUIECTBISITH JCJOBYH) MEPENUCKY U  MOJJIEPKUBATh  AJICKTPOHHBIE
KOMMYHUKAIINH;

- TMPUMEHSTH CpEeACTBa HHQPOPMAIIMOHHBIX TEXHOJOTUH JJIsl CO3JaHUsl U
oopMIICHUS JOKYMEHTOB;

- pa30upaThCs B CHCTEME BHYTPEHHETO JOKYMEHTO000POTa OpraHu3aIluig;

- OCYUIECTBIIATh XPAaHEHUE U TTOUCK JJOKYMEHTOB;

- UCIOJIb30BaTh COBPEMEHHOE MPOTPAMMHOE OOECHEUYeHHE B DIEKTPOHHOM
JIOKYMEHTO000pOTE;

- TIPOBEPSITh HAJTUYHE B MPOU3BOJIBHBIX MEPBUYHBIX OYXTAITEPCKUX TOKYMEHTaX
00s13aTEIHHBIX PEKBU3UTOB,

- pa3OupaThCsi B HOMEHKIIAType e,

- COCTaBJIATh aKThl U CIIPABKHU 10 Pe3yJIbTaTaM BHYTPEHHET0 KOHTPOJIS;

- opMHUPOBATH MPOEKTHI MPUKA30B IO MPOBEJACHUIO BHYTPEHHETO KOHTPOJIS.

- pacmno3HaBaTh 33/1auy U/Wid npoodsieMy B MpodheCCUOHATIBHOM U/UIIH COIIUATbHOM
KOHTEKCTE; aHaJIU3UPOBaTh 3aJa4y W/WiIM MpoOJieMy W BBIACIATH €€ COCTaBHbBIC
YacTH; OMNpEJessaTh dTambl PEIICHUs] 3a/laud; BBISBIATH U A(DPEKTUBHO HCKATh
nH(popMaInio, HEOOXOIUMYIO JJIsI PEIICHUS 3aJ1a4d U/ WA POOJIEMBI;

- COCTaBUTh IUJIaH JCHCTBUS, OINPEACIUTh HEOOXOIWMBIE PECYPCHI;, BIAACThH
aKTyaJIbHBIMH METOJaMu PaboThl B TPO(ECCHOHATBLHON M CMEXHBIX cdepax;
peanu3oBaTh COCTABJICHHBIN IUJIaH;, OIIEHUBATh PE3YyJbTAaT U IOCIEICTBHUS CBOMX
JeUCTBUH (CaMOCTOSITEIBLHO UM C IOMOIIbIO HACTABHUKA);

- ONpeneNsiTh 3aJadu JUId TOWCKa WHGOPMAIMHU; ONPEAesaTh HEOOXOIUMBIC



UCTOYHUKM HH(POpPMAIMK; IUIAHUPOBATh MPOLECC IOUCKA; CTPYKTYPHUPOBAThH
oJyyaeMyro HMH(GOpMAlMIO; BBIIAENIATh Hambojee 3HAUMMOE B  IEpPEeUHe
uHpOpMallMK; OIEHUBATh IPAKTHUYECKYI0 3HAUYUMOCTb pE3yJbTaTOB IIOMCKA;
opopMIIATH pe3ybTaThl IOUCKA

- OpraHu30BBIBaTH PAOOTY KOJJIEKTUBA M KOMaH/bl; B3aMMOJEHCTBOBATH C
KOJUJIEraMH, PYKOBOJICTBOM, KIIMEHTaMH B XO/i€ MPO(PeCCHOHANBHOM 1€ATEIbHOCTH;
- IPUMEHATH CpeAcTBAa HMH(POPMAIMOHHBIX TEXHOJOTHMH Ui  pELICHUS
npo(ecCHOHANBHBIX  3a/a4,  HUCIOJB30BaTh  COBPEMEHHOE  MPOTrpamMMHOE
o0OecreyeHue;

- TOHUMAaTh OOLIMKA CMBICI YETKO MPOU3HECEHHBIX BBICKA3bIBAHUI HA M3BECTHBIE
TeMbl (TMpodeccHoHaNbHbIE W OBITOBBIE), MOHUMATh TEKCTHI Ha 0a30BBIC
npoecCUOHANIbHBIE TEMBbI, YYaCTBOBAaTh B JHAJIOrax Ha 3HAKOMbIE OOUIME U
po(eCCUOHANIBHBIE TEMBI; CTPOUTH MPOCTHIE BBICKA3BIBAHMS O ceOEe U O CBOEH
npo(heCcCUOHANIBHOM JEATENBHOCTH; KPAaTKO OOOCHOBBIBaTH U OOBSICHUTH CBOU
NeicTBUS (TEKyllMe W MJIaHUPYEMblE); MUCATh MPOCThIE CBA3HBIE COOOIEHUS Ha
3HAKOMbIE UJIM UHTEpECYIoLIne MpOo(dheCcCUOHATIBbHBIE TEMBIL;

- TPE3EHTOBaTh WJEU OTKPHITUS COOCTBEHHOTO Jeia B MpodeccrnoHaTbHOM
NEATEIbHOCTH.

3HaTh:

- COJIEP’KaHNE aKTyaJIbHON HOPMATUBHO-IIPABOBOM TOKYMEHTALNN;

- OCHOBHBI€ MMOHATHS TOKYMEHTAIMOHHOTO 00ECIICUeHUs! YIIPABICHUS;

- KJIACCU(PMKALIMIO YIIPABIEHYECKUX JOKYMEHTOB;

- MpaBWJIa COCTaBIEHUS U OQOPMIICHUS YIPABICHUYECKUX JTOKYMEHTOB U BEJICHUS
JEJIOBOM NIEPENUCKU;

- COCTaB JJOKyMEHTOB CIEIMAIbHBIX CUCTEM JIOKYMEHTALUU;

- MpaBUJIa OPraHU3alMK BCEX ATANOB paOOThI C JOKYMEHTAMU;

- HpwiokeHus mnporpaMMbel Windows, HcHonb3yeMble sl peald3alvu 3ajad
HOVY;

- coBpeMeHHbIe HHhOopMaIoHHbIe TexHooruu JJ10Y

- IPABUJIA ¥ CPOKH XPAHEHUS JJOKYMEHTOB;

- (hOpMBI MEPBUYHBIX OYXTAITEPCKUX TOKYMEHTOB, COJCPKAIIUX OO0s3aTeIbHbIC
PEKBU3UTHI IEPBUYHOIO YYETHOIO JOKYMEHTA,;

- mOpoueAypa COCTABJICHMS akTa IO pe3yJibTaTaM HWHBEHTapH3alWd, IPOEKTOB
MPUKA30B M0 MPOBEICHUIO KOHTPOIBHBIX TPOLIETYP.

- aKTyaJlbHbId NpOo(EecCHUOHATBHBI M COLUAIbHBIA KOHTEKCT, B KOTOPOM
MPUXOAUTCS padOTaTh U KUTh; OCHOBHbBIE HICTOYHUKHN UH(POPMALIMK U PECYPCHI IS
peuieHus 3a1a4 v npodsieM B MpoPECCHOHATIBHOM U/UJTU COLIMATILHOM KOHTEKCTE;

- QJITOPUTMbI BBIMOJHEHUSI padOT B MpPOodeCcCHOHANBHOW M CMEXKHBIX 00JacTsX;
METOJIbI paboThl B MPO(ECCHOHATBHON U CMEXKHBIX cepax; CTPYKTypy IUIaHa JJis
pelmieHuss  3aJa4y;  NOpAJOK  OLUEHKM  pe3yjbTaTOB  pEIICHHd  3a4ad
npodhecCuOHATBHOM e TENbHOCTH;

- METOJIOJIOTMYECKHE OCHOBBI OpPraHU3allid M BEIEHUS OyXrajaTepcKoro ydera B
KPEOUTHBIX OpraHu3alusax; KpaTKas XapaKTEPUCTHUKAa OCHOBHBIX 3JEMEHTOB
YYETHOM NOJINTUKN KPEIUTHOW OPraHU3ALNH.



- HOMEHKJIaTtypa  WH(QOPMAIIMOHHBIX  WCTOYHMKOB  TNPUMEHSEMBIX B
npoecCUOHaNBbHON JEeATEIbHOCTH;, MPHEMbl CTPYKTYpUpPOBaHUA HHGOpMAIINH;
dbopmar odopmileHHs PE3YNIbTATOB MOMCKA MH(OpPMAIUK; 3a]1a4l U TPeOOBaHUS K
BEJICHUIO OyXTaJdTepCKOro y4eTa B KPEAUTHBIX OPraHU3aIUsX.

- TICUXOJOTUYECKHUE OCHOBBI JCSATEIBbHOCTU KOJUIEKTHBA, IICHUXOJIOTHYECKUE
OCOOCHHOCTH  JIMYHOCTH; OCHOBBI  IPOEKTHOM  JeATEIbHOCTH;  (DYHKIHMH
no/ipa3/ieIeHui OyXTranTepcKoil CiIy>kKObl B KPEUTHBIX OpraHU3alHsIX.

- COBpEMEHHBIE CpeACTBAa U YCTpoicTBa HMHGPOpPMATH3ALUHU; TMOPIAIOK HUX
NPUMEHEHHUS U IPOrpaMMHOE oOecriedeHre B MpodeccuoHaIbHOM 1eATeIbHOCTH

- IpaBWIA  IIOCTPOEHUS  NPOCTBIX W CJIHOXKHBIX  NPEMIOKEHUNA  Ha
npodeccCuoHaNbHBIE TEMBI, OCHOBHBIE OOIIEYOTPEOUTENbHBIE TJIaroibl (ObITOBas
U 1podeccuoHaNbHAs JIEKCHKA); JIEKCUYECKUA MHUHHMYM, OTHOCSIIMWACS K
OMMCAHMIO MPEAMETOB, CPEJICTB M MPOLECCOB NMPOPECCUOHAIBHON NIEATEIBbHOCTH;
OCOOCHHOCTH TMPOU3HOIICHUSI;, TpPaBUJIa YTCHHUS TEKCTOB MpodeccuoHaTIbHOM
HaIPaBJICHHOCTH

- OCHOBBI (PMHAHCOBOM IPAMOTHOCTH; TIOPSAIOK BHICTPAUBAHUS MTPE3CHTAIIUH.

B pesynbrare ocBoeHHS Y4YeOHOW AUCIUIUIMHBI OOYYaroIIMECs OCBAMBAIOT
DIIEMEHTBI 00U{UX KOMNEMEeHYUIL:

OK 09. [Tonb3oBaTbes MpoPecCHOHATBHON JOKYMEHTAIMEH Ha ToCcyJapCTBEHHOM
Y NUHOCTPAHHOM S3bIKaX.

B pesynbrare oOCBOEHMS Y4YEOHOW AUCIHUIUIMHBI OOYYAarOIIMECS OCBAMBAIOT
DIIEMEHTHI HPOPecCUOHATIbHBIX KOMNEM EeHUWIL:

[1K 2.2. OcymiecTBasTh 1 0POPMIISTH BblIaYy KPEIUTOB.

B pesynbrare 0CBOEHUS JUCHUILUIMHBI JOCTUTAIOTCS JIUYHOCHIHbIE PE3YIbMambl:

JIP 2 IlposBistomnid aKTUBHYIO T'PaXAAHCKYIO IO3ULHUIO, JEMOHCTPUPYIOIINN
MIPUBEPKEHHOCTh ~ MPUHUIUANAM  YECTHOCTH, TMOPSAJOYHOCTH,  OTKPBITOCTH,
SKOHOMMYECKU AKTUBHBIA M YYaCTBYIOUIUN B CTYAEHYECKOM U TEPPUTOPUATILHOM
CaMOYITIPaBJICHUU, B TOM YHUCJIE Ha YCIOBUSX JTOOPOBOJIBUECTBA, MPOAYKTHBHO
B3aMMOJICHCTBYIOIIIUH W YYaCTBYIOIIMM B  JEATCIBHOCTH  OOIIECTBEHHBIX
OpTraHU3AIUN.

JIP 3 Cobunromaroniuii HOpMbI IPABOMOPSIKA, CIASAYIONMINN HjieaaaM TPaskJaHCKOTO
oOmiecTBa, oOecreueHus O€30MAaCHOCTH, NpaB W CBOOOJ TpaxknaaH Poccum.
JlosanpHBI K YCTAaHOBKAM U TMPOSBICHUSM TPEACTaBUTENEH CYOKyIbTYp,
OTJIMYAIOIIMK MX OT TPYyNIl C JECTPYKTUBHBIM U JEBHAHTHBIM TMOBEICHUEM.
JIeMOHCTpUPYIOIMI HENMPUATHE U NPEAYNPEKAAOINAN CONUAIBHO OIACHOE
MTOBEJICHUE OKPYKAIOIIUX.

JIP13. CobGmiopatommii B cBoel TMpodeCCUOHAIIBHOW JEATeIbHOCTH JTHUYECKHE
OPUHIUIBI: YECTHOCTH, HE3aBUCUMOCTH, NPO(PECCHOHATBLHOTO CKENTUILIU3MA,
MPOTUBOACHUCTBUSL KOPPYIIMU U OKCTPEMHU3MY, OOJIaIalOIIUi  CHUCTEMHBIM
MBIIUICHUEM © YMEHMEM [MPUHUMATh PEIIEHWE B YCIOBUSIX pHUCKA H
HEOIIPEACIEHHOCTH

JIP 14. TOTOBBII COOTBETCTBOBATH OXHUAAHUSAM paboTomaTeneii: MPOEKTHO-
MBICISINN, 3(PGEKTUBHO B3aUMOJCHCTBYIONIUN C YJI€HAMU KOMAaHABl U
COTPYIHUYAKOIIMKA C  JAPYTMMHM  JIFOAbMH, OCO3HAHHO  BBINOJHSIOUIUN



npodeccuoHaIbHbIE TpeOOoBaHMsI, OTBETCTBCHHBIH, MyHKTYaJIbHBIH,
JTVCHUIUIMHUPOBAHHBIN, TPYIOIIOOUBBIM, KPUTHUECKH MBICIISIINMN, HalleJeHHbBIN
Ha JIOCTHKEHHUE TOCTABJICHHBIX IIEJICH; JEMOHCTPUPYIONUN MPOodheCCHOHATBHYIO
’KM3HECTOMKOCTb.

2. CTPYKTYPA U COAEP KAHHUE YUEBHOU JUCIHHAITJINHBI
2.1 O0bem y4yeOHOM TMCHMILUIMHBI M BUABLI Y4eOHOH padoThI

Bup yueOHoI padoThI O0beMm B yacax
O0bem 00pa3oBaTe/ibHOI NPOrpaMMbl Y4eOHOM 40
AUCHMILTHHBI

B TOM YHCJIE

TEOPETHUYECKOE 00yUCHHE 22
PAKTUYECKUE 3aHITHUS 18
camocmosamenvHas paboma -
IIpome:xyTouHas arrecrauus — A depeHuMpoBaHHbIH 5

3a4yer




2.2. TemaTuyeckuii miaH u cogaepxanue yueonoi mucuumiannbl OI1.13 «/lokymeHTaniMmOHHOE 00ecniedeHUe YIpaBJdeHUsI»

Haumenoeanue Cooepotcanue yueonozo mamepuana u opmot opzanuzayuu 0esameabHOCmuU Oovem Koovt komnemenyuii u
paszoenos u mem odyuaruwuxcs Yacoe | NUYHOCHMHBIX PE3YNbMamog,
dopmuposanuio komopuvix
cnocoocmeyem 3emenm
npozpammol
1 2 3 4
PA3JIEJI 1. IOKYMEHTUPOBAHUWUE YIIPABJEHYECKOM JESATEJbHOCTH 26/12
Tema 1.1 Coaeprxanue yueOHOIro MaTepuaJa OK 09,1IK 2.2
BBenenmue. 1. 3Hayenwue U conepkaHrue AUCHUILIIHUHBI «J|oKyMeHTalMOHHOE 00ecTieueHne JIP 2,3,13,14
JlokyMeHT " yrpapieHus». [IOHSITHE TEPMUHOB: «TOKYMEHTY, «ITOKYMEHTHPOBAHUEY,
cucremMa «IOKyMEHTallMOHHOE 00eCrieYeHre yIPaBICHUS. 4
JOKYMEHTAIUH 2.ITonsTHE cHcTeM JTOKYMEHTAIMK. Y HUDUKALNS U CTaHIaPTH3AIIHS
yIPaBICHUYECKUX JOKYMEHTOB.
3. HopmaTuBHo-1paBoBas 6a3a opraHu3anuy JOKYMEHTAIIMOHHOTO 00eCIICUYeHUS
yIpaBICHUS
Tema 1.2. Coaep:xaHue yueOHOro MaTepuaJia 14/8 | OK 09, IIK 2.2
Cucrema 1. TOCTsr wa OPJI. TpeGoBanusi Kk O(QOPMIIEHHIO TOKYMEHTOB, TPEOOBAaHUS K JIP 2,3,13,14
OpPraHM3alOHHO- OJIaHKaM.
pacnopsaauTeabHoi | 2. OpraHu3allMOHHBIE  JOKYMEHTBI:  yCTaB, JOJDKHOCTHAas ~ MHCTPYKIIMSL.
JAOKYMEHTAIUH PacriopsimuTebHBIE TOKYMEHTHI: TIPUKA3bI, PACTIOPSIKECHUS. 6
3. CripaBouHO-UH(POPMAIIMOHHBIE JOKYMEHTHI: TOKJIaIHas 3aliCKa, O0BICHUTENbHAS
3ammcKa, akT, CripaBka, ciyke0Hoe mucbMo. CocTaB U 0COOEHHOCTH OPOPMIICHUS
JJOKYMEHTOB 10 JINYHOMY COCTaBY
B ToM yHcJ/Ie MPaKTHYECKHX 8
1. O¢opmienne 10KyMEHTOB ¢ ToMolbI0 porpaMmsl Microsoft Word. Coznanue 5
mabJioHa JOKYMEHTA.
2. CocraBieHre 1 0pOpMIICHHE OTJCITBHBIX BHJIOB PACTIOPSAIUTEIBLHBIX U CIIPABOYHO- 9
MH(OPMAIIMOHHBIX TOKYMEHTOB.
3. CocTaBneHue u opopmiieHHE OTAENIbHBIX BUJJOB OPraHU3allMOHHBIX IOKYMEHTOB 2
4. IokyMEHTUPOBaHUE TPYAOBBIX TPABOOTHOIICHHIA. 2
Tema 1.3. Conep:xaHue yueOHOro MaTepuaJa 412 OK 09, TIK 2.2
JleHexxkHbIE M 1.0cobenHoctu coctaBiieHUs U OGOPMIICHHS JCHEXKHBIX U (DUHAHCOBO-PACUETHBIX 2 JIP 2,3,13,14

¢punancoso-

JIOKYMEHTOB.




pacueTHbIe B TOM umHciIe IPAKTHYECKHUX 2
AOKYMEHTBI 1. OdopmiieHHe IATEKHBIX JOKYMEHTOB 2
Tema 1.4. Coaep:xkaHue yueOHOro MaTepuaJa 4/2 OK09,IIK 2.2
JorosopHo- 1.Ilonsitne moroBopa (koHTpakta). TumoBas ¢popma goroBopa. OCHOBHBIE pa3zeibl 5 JIP 2,3,13,14
npaBoBasi noroopa. [IpaBuia oopmiIeHUs IPETEH3UOHHBIX ITHCEM.
AOKYMCHTallUsA B ToM yunciie MPaKTHYeCKUX U JJA00PATOPHBIX 3aHATHIA 2

1 .CocraBienue u 0opMICHHE TPETEH3UOHHBIX MHUCEM. 2
PA3JEJI 2 OPI'AHMU3AIIUA PABOTHI C JOKYMEHTAMU 14/6
Tema 2.1 Coaeprxanue yueOHOro MaTepuaJia 4 OK 09,1IK 2.2
Opranusanus 1. CocraB u y4et oObeMa JOKYMEHTO000poTa opranu3anuii. Opranu3anus padboThl ¢ JIP 2,3,13,14
AOKYMEHT0000poTa, | JOKYMEHTAIMEH, ITOCTyNaroIel B opranu3anuio. [lepenaya JOKyMeHTOB BHYTPH
perucTpanus OpraHu3aluu 4
AOKYMEHTOB, 2.Perucrpanus nokymeHTOB. KOHTpOIb MCTIOMHEHUS TOKyMeHTOB. Opranuzanus u
HCIIOJIHEHHE TEXHUKA KOHTPOJISl UCHIOJHEHUs. TUIIOBbIE ¥ UHIMBUAYaAJIbHBIE CPOKU MCIIOJHEHUS
JOKYMEHTOB JTOKYMEHTOB.
Tema 2.2. Coaep:xanue y4eOHOIro MaTepuaJia 8/4 OK 09, IIK 2.2
HNudopmanuonnsie | 1.Mcrnonp30Banue mporpaMMHOrO oOecreueHus sl pelIeHus: MpodecCHOHATBHBIX 2 JIP 2,3,13,14
TeXHOJIOTHH B 3ajga4
AeJIONPOU3BOACTBe | B ToM yKc/ie MPAKTHYECKHUX 4

1. Odopmienue n0KymMeHTOB ¢ nomolulsio nporpamMmmel Microsoft Word. Pa6ora ¢ 5

3JIEKTPOHHBIMH JIOKyMeHTaMu. PaboTa ¢ 3anpocamu.

2. OteyecTBeHHBIE pa3pabOTKH nporpamm apromarusanuu JI0Y u apxuBHOTO nena. 2
Tema 2.3 Coaepxanue y4eOHOro MaTepuaia 2 OK 09,1IK 2.2
Opranusanus 1. CucremaTu3zanusi TOKYMEHTOB U UX XpaHEHUE. JIP 2,3,13,14
OIEePATHBHOIO U 2.Homenknarypa nen. [IpuMepHble u TUIIOBbIE HOMEHKIIATYpPHI A€.
apXMBHOIO 3.Tpeboranus xk opopmitenuto nei. [ToaroroBka u MOPSAAOK IMEepeIadu e B apXUB. 2
XpaHeHus
AOKYMEHTOB
IIpome:kyTouHas arrecranus — 1M depeHIUPOBAHHBIH 3a4eT 2

Bcero:

40




3. YCJII0OBUA PEAJIM3ALINN PABOYEHN MMPOT'PAMMBbI
AN CIUIIJINHBI

3.1 O0pa3oBaTe/ibHbIE TEXHOJIOTHHU

Jns  peanuzanuu  pabouedd mporpamMmbl  yueOHoM — nucuumiuHel - OI1.13
«/lokymeHTallmoHHOE OOEeCleYeHUEe YIPABICHUS» MPUMEHSIOTCA CIEIYIOUUe
oOpa3oBaTeIbHbIE TEXHOJIOTHH:

- mpo0OIeMHOe 00yUYeHHUE;

- IPOEKTHBIE METOJIbI O0yUYEHHUS;

- HCCJIeI0BATEIbCKIE METOIbI O0yUEHUS;

- 00y4eHue B COTpyIHUYECTBE (KOMaHAHasl, TpynnoBas padboTa);

- UH(OPMALIMOHHO-KOMMYHHKAITUOHHBIE TEXHOJOTHH.

3.2. TpeOoBanussi K MHHUMAJIBHOMY  MATEPHAIbHO-TEXHUYECKOMY
o0ecne4yeHn 1o

Peanuzanus y4eOHOM JUCHUIUIMHBI TpeOyeT Hanmuuug y4eOHOro KkaOuHeTra
HKOHOMUKO-(HUHAHCOBBIX JUCIUIUIMH M OyXTaldTepCKOro y4eTa.

O6opynoBanue yueOHOro kaOuHeTa:

- I0CAJJOYHBIE MECTA M0 KOJIUYECTBY CTYACHTOB;

- pabouee MecTO MpenoaBaTelis;

- [IK, MypTUMEIMiITHAsI YCTAaHOBKA, YKpaH

- KoMmrmekT npe3eHTanuii.

3.3. UudopmaunonHoe odecnevyeHne o0yueHust

OCHOBHBIE HCTOYHUKH:

1. Kopnees, . K. JlokymeHTallMOHHOE OO€cleueHre YNpaBICHUS: YYEOHUK WU
NPaKTUKYM Ui cpeaHero npodeccuonanbHoro oopazosanus / M. K. Kopnees, A.
B. ITmenxo, B. A. Mamypues. — 2-¢ usn., mepepad. m mon. — Mockaa:
N3narensctBo Opaitt, 2022. — 384 c.

JonoJHUTENbHBIE U3AHNUS

1. Konctutynus Poccuiickoii denepaunn ¢ U3BMEHEHUSIMH.

2. I'paxxnanckuii konekc Poccuiickoit deneparuu (4acThb rnepBas) ¢ U3BMEHEHHUSIMHU.
3. TpynoBoii kogekc Poccuiickoit deepanniv ¢ U3MEHEHUSIMU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-d3 (pen. ot 23.04.2018) «O6
uHdopmaruu, HGOPMATU3AIUHU U 3aIUTE THHOPMAITII).

5. ®enepanbubiii 3akoH oT 06.12.2011 N 402-®3 (pen. ot 26.07.2019) «O
OyXTaJNTEPCKOM yUyeTe»

6. 'OCT P 7.0.97-2016 «Cuctema cranaapToB 1no uHbopmaiuu, 6uOIMOTEHHOMY
u uznareiabckomy neny. OPJl. TpeboBanust kK 0POPMIIEHUIO JOKYMEHTOBY.

7. TOCT P.7.08-2013 «CUBU/. denonpon3BOACTBO U apXMUBHOE J€70. TepMHUHBI
U OTIPEICITICHUS.

8. IlpumepHas HHCTpYKUMS MO JEJONPOU3BOACTBY B TOCYIapCTBEHHBIX
opranuzanusx (yreepxaeHa npukazoM Pocapxusa ot 11.04.2018 No44).
OCHOBHBIE 2JIEKTPOHHbBIC U3/IaHHUS:

1. CopaBouno-npaBoBasi cucrema «KoncynbTanT [lmrocy [DnekTpoHHBIN pecypc].
URL.: http://www.consultant.ru

2. CmpaBouHo-mipaBoBasi cucreMa «['apant» [Dnextponnsiii pecypc]. URL:




http://www.garant.ru

3. Heno-Ben: Bce o aenornpou3BoicTBe [AnekTponnbiit pecypc]. URL: http://delo-
ved.ru

4. Ilysanoa H.H. JlokyMeHTanmoHHOE OOECIEUCHHUE YIPABJICHUS: YYCOHUK WU
npaktukyM / lllyBanoBa H.H. - M.: U3natensctBo FOpaiit, 2019 [DnexkTpoHHBIN
pecype;

5. Kysuenosa, 1. B. JlokymeHTanmonHoe oOecrieueHue yIpaBjieHUs : ydyeOHoe
noco6ue ansa CIIO / U. B. Kysnernona, I'. A. Xauarpsia. — 2-e u3a. — Capartos :
[TpodobpazoBanue, Aii [Iu Op Menua, 2019. — 166 c.

4. KOHTPOJIb U OILIEHKA PE3YJIbTATOB OCBOEHHSI YUEBHOM
JANCIUIIJIMHBI

KoHTponp M OLEHKa pEe3yJabTaTOB OCBOCHHUS JUCHHIUIMHBI OCYIIECTBISAETCS B
IIPOLIECCE IIPOBEACHUSA YCTHOIO OIIpOCa, TECTUPOBAHUSA, BBIIIOJIHEHUs 3aJaHUN
CaMOCTOSITENIbHOM pabOThl, MPAKTUUECKUX 3aHATHM.

Pe3ysibTaThl 00y4eHus Kpurepnu ouenku MeTo/1b1 OLICHKH
3HaTh: - I'PaMOTHO Texkymuii KOHTPOJIb
- coJiepKaHKe aKTyalbHON HOPMaTHBHO- BBICTYIIAET C IPU IPOBEICHUHU:
[IpaBOBOM JOKYMEHTALIHH; COOOILEHUSIMHU. -IACEMEHHOT0/yCTHOTO
- OCHOBHbIE MOHATHS - BIIajIeeT orpoca;
JOKYMEHTAI[MOHHOT 0 00ecrieuyeHus MOHATUSIMH YU4E€OHOH | -TEeCTUPOBAHMS,
yIIpaBJICHUS; JTUCLUIUIMHBI U OLIEHKAa Pe3yJIbTaTOB
- KJ1accu(UKALMIO YIIPABIEHYECKUX MIPUMEHSIET UX BBITTOJTHEHHSI
JOKYMEHTOB; aJIeKBaTHO -OLIEHKH PE3YyJIbTaTOB
- IpaBUJIa COCTaBIIEHUS U OhopMIIEHUS CUTYalluH; BBITIOJTHEHUS 33/1aHUN Ha
YIIPaBIEHYECKUX JOKYMEHTOB U BEJCHUS - 3Haer MPAaKTUYECKHUX 3aHATHSAX,
JIEJIOBOM MEePENICKH; HOpPMAaTUBHbIE pelieHue
- COCTaB JIOKYMEHTOB CIIELUAJIbHBIX IIPABOBBIE AKTHI, HKOHOMHMYECKUX 3ajay
CUCTEM JOKYMEHTallUu; MPUMEHSIET 3HAHUS - OLICHKA BBIMOJIHEHUS
- IpaBUJIa OpPraHU3alllu BCEX 3TAIOB IIpU OTBETAX Ha CaMOCTOSITENIBHOM
paboTHI ¢ JOKYMEHTaMH; TEOPETHUYECKUE paboTh! (MOArOTOBKA
- puJIokeHust mporpammbsl Windows, BOIPOCHI, cooOu1eHni, pedepaTon)
HCIIOJIb3YEMBIE JUIS peain3aliuy 3a1a4 BBIITOJIHEHU U JuddepenurpoBaHHbIN
JOY; MIPAaKTUYECKUX 3a4er
- COBpEMEHHbIE HHPOPMAIIMOHHBIE 3aJlaHui

texdonorun JJOY

- IpaBWJIa U CPOKU XpaHEHUs
JIOKYMEHTOB;

- (hopMBI IEPBUUHBIX OYXTaNTEPCKUX
JIOKYMEHTOB, COJIepXKallluX 00s3aTelbHbIe
PEKBU3UTHI IEPBUYHOTO YUETHOTO
JIOKYMEHTA;

- IpolLIeTypa COCTaBJICHHS aKTa 1o
pe3yabTaTaM MHBEHTapU3alluH, IPOEKTOB
MIPUKA30B IO MTPOBEIECHUIO0 KOHTPOJIbHBIX

poIeNyp.

YmMeHus: -ymeeT 000011aTh, Tekymuii KOHTPOJIb
- OCYHICCTBJIATH NIONCK, aHAJIN3 U AHAJIM3UPOBATD, IpU MPOBCACHUMU:




WCTIOJIh30BaHNE HOPMATHBHO-TIPABOBBIX
JOKYMEHTOB B IPUMCHEHHH K 3a/1a4aM
HOVY;

- COCTaBJIATh U 0QOPMIIATH
YIIPaBJICHYECKYIO U MPO(eCCHOHATBHYIO
JOKYMEHTAIMIO B COOTBETCTBHUE C
HOpPMaTUBHOM 0a30ii;

- UCIIOJIb30BaTh YHH(DUIIMPOBAHHBIC
(bOpMBI JIOKYyMEHTOB;

- OCYILIECTBIIATH JICJIOBYIO MEPETHUCKY U
MOJIICPYKUBATH SJICKTPOHHBIC
KOMMYHUKAIHH;

- IPUMEHSTH CPEJICTBA HH(DOPMAITMOHHBIX
TEXHOJIOTUH JUIsl CO37[aHus U 0HOPMIICHHUS
JOKYMCHTOB;

- pa3duparbcsi B CHCTEME BHYTPEHHETO
JOKYMEHTO000pOTa OpraHHU3allny;

- OCYIIECTBIIATh XPAHCHUE U TIOUCK
JOKYMEHTOB,

- HCTIOJIH30BaTh COBPEMEHHOE
MPOrpaMMHOE 0OeCIIeYeHUE B
AJIEKTPOHHOM JIOKyMEHTO000pOTE;

- IPOBEPSITh HAJIMYUE B TIPOU3BOJILHBIX
MEPBUYHBIX OYXTaJITEPCKUX JTOKYMEHTaX
00513aTeNbHBIX PEKBU3UTOB;

- pa3OupaTbcsi B HOMEHKIIATYpE JIeIT;

- COCTaBJISITh aKThI M CIIPABKH 10
pe3ynbTaTaM BHYTPEHHETO KOHTPOJIS;

- (hopMHPOBATH MPOCKTHI IPHUKA30B IO
MPOBEICHNUIO BHYTPEHHETO KOHTPOJISL.

MPUHUMATh PEUICHUS
B KOJIJICKTUBHOM
dbopme opraHu3anuu
yueOHOro Ipolecca.

- CAaMOCTOSITENLHO U
TBOPYECKUU MOJXOIUT
K

BBIIIOJTHEHUIO
CaMOCTOSATEILHOM
paboTHI.

-IIUCbMEHHOT0/YCTHOTO
orpoca;

-TeCTHPOBAHUS;

OLIEHKA PE3yJIbTaTOB
BBITTOJTHEHHUSI

-OIICHKH Pe3yJIbTaTOB
BBITTOJIHEHUS 32/IaHUH Ha
MPAKTUYECKHUX 3aHSATHUSAX,
pelieHue
HKOHOMHYECKHUX 3aj1a4

- OIICHKA BBITOJIHEHUS
CaMOCTOSITEIIBHOU
paboTHI (MMOATOTOBKA
coob1eHu, pedeparon)
nuddepeHITMpOBaHHBIN
3a4yer




