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1. TACITIOPT PABOYEM ITPOT'PAMMBI JTUCIHUATIIMHBI
OIl.11 «/lokyMeHTallHOHHOE o0ecriedeHne yIpaBJeHUs
1.1. O6saacTh NpUMeHeHNsI TPOTPAMMBI

Pabouass mporpamMma JAMCHMIUTUHBI SIBISICTCS YaCTHIO MPOTPaMMBbI TIOJTOTOBKU CIICIIUATHCTOB
CpeIHEro 3BeHa B COOTBETCTBUM C (enepanbHbIM TOCYAapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJApTOM CpEIHEro MpoQecCHOHANBHOTO o0pa3oBanus 1o crenuanbHocTH  38.02.01
DKOHOMHKA U OYXTaJITEPCKUMA y4eT (110 OTPacsim).

1.2. MecTo y4eOHOH NMCHUIUVIMHBI B CTPYKTYpPe NMPOrpaMMbl NMOATOTOBKH CHEIHMAJIUCTOB
CpelHero 3BeHa: JUCIMIUIMHA OTHOCHTCA K 0O0menpo(ecCHOHANBHBIM  JUCIHUITIHHAM
npodeccuonanbroro mukia OITL.

1.3. Hean u 3anaum y4yeO0HOIi JUCHUIJIMHBI — TPe0OBaHHMSA K pe3yJibTAaTaM OCBOEHHS
Y4eOHOH TUCUUIJIMHBI:

B pesynbrare 0CBOCHUS IUCHUILTUHBI 00YJaIOLIHIACS JOIDKEH:

A) obnagaTh 0OITUMH KOMITETCHIIMSAMH, BKIIFOYAFOIIMMH B CE0sl CIIOCOOHOCTD:

- OK 02. Hcnomp3oBaTh COBpPEMEHHBIE CpEICTBAa IIOMCKA, aHalW3a W HHTEPIpETaIiu
uHpopMalu ¥ UH(DOPMALMOHHBIE TEXHOJIOTUU MAJIS BBIMOJIHEHHs 3a/1ad MpogecCHOHATbHON
NeSITeIbHOCTH;

- OK 03. IlnanupoBaTh M peaqn30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE M JIMYHOCTHOE
pa3BUTHE, MPEIIPUHIMATENBCKYIO JEATEIBHOCTh B MPO(ECCHOHANBHON cdepe, HCIOIb30BaTh
3HAHMS I10 MPABOBOM U (PMHAHCOBOW T'PAMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYAIUsX;

- OK 09. Ilonp3oBarbcsi mnpoecCHOHAIBHONW TOKyMEHTAalMel Ha TOCYHapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX;

b) o6nanate npodeccuoHaIbHBIMU KOMIIETEHIUSIMU, BKIFOYAIOIIMMU B C€0sI CIIOCOOHOCTD:

- TIK 1.1. CocraBmsith u o0O0pabaThiBaTh MEpPBUYHBIC YYETHbIE JOKYMEHTHl O (akTax

XO31CTBEHHOM JeSITEeIbHOCTH SKOHOMHUYECKOIO Cy6’beKTa.

B pe3ynbrare ocBOCHUS AUCITUTUTMHBI 00YJArONTUIACS JTOJKEH 3HATh:
- o0mue TpeOOBaHUA K JIOKYMEHTOOOOpPOTY, HOPMATHBHBIE TIPABOBHIE AaKTHI,

peryaupyromue AeI0npOU3BOACTBO Ul pElIeHHs 3a1ad Mpo(eCcCHOHAIBHOW JESTEeNbHOCTH,
crocoObl MOKCKa, aHanM3a U uHTepnperaunu nadopmarmu (OK 02, OK 03, OK 9, [IK 1.1)

- BUJbl KOMMYHHKAIMH, TpaBuiia MOJIb30BaHUs NPOPECcCCHOHANBHON TOKyMEHTaluell Ha
TOCYyJapCTBEHHOM M WHOCTPAHHOM SI3bIKaxX, TPeOOBaHUS K paboOTe B KOJUIEKTUBE M KOMAaHJE,
3QPEKTUBHOMY B3aUMOJICWUCTBUIO C KOJUIETaMH, pPYKOBOJCTBOM, KJIMEHTaMH, OCHOBBI
(MHAHCOBOW T'PaMOTHOCTH, CIOCOOBI KJIaCCH(PHMKAIWW, TOWCK, aHAIM3a W HHTEPIPETaIIH
UH(OPMaLMU, OCHOBHBIE NMPOLEAYPHI O 0POPMIICHHUIO XO3HCTBEHHBIX OIepanuii, TpeOoBaHMs
K JEATENBHOCTH KOMHCCHHU I0 WHBEHTAPU3AIlMH AaKTHBOB B MECTaX WX XPaHEHHs, OCHOBBI
WHBEHTApHU3allUU U CIIOCOOBI MPOBEPKHU JAECHCTBUTEIBHOIO COOTBETCTBHS (DAKTUYECKHUX JaHHBIX
MHBEHTapH3alul, crocodbl cOopa HHPOpMAUU O JAEATEIbHOCTH OOBEKTa BHYTPEHHETrO
koHTpoas (OK 02, OK 03, OK 9, TIK 1.1);

- uH(pOpManMOHHBIE TEXHOJOTMH B mpodeccuonanbHoil nestensHOocTH, ['OCT
P.6.302003, conepkaHue peKBU3UTOB, MPABUIBHOCTh MX O(OpMIIEHUS, MpaBUiIa OpraHU3aINH
JOKYMEHTOO00pOTa, CIOCOObI  YCTPAHEHHMS MEHEKMEHTOM BBISBICHHBIX HapylIeHUH,
HE/IOCTaTKOB M PHCKOB, TMOPSIOK COCTaBJICHWS HOMEHKJIATYpBI, TIpaBWia pabOThl C
JIOKYMEHTAIlUeH, nepeaayy ee B apXHB, KOHTPOJbHBIE MPOLEAYpHl, U UX JOKYMEHTHPOBAHUE
(OK 02, 0K 03, OK 9, TIK 1.1)

B pe3ynbpTaTe ocCBOCHHS NUCIUIUITMHBI 00YYArOITHICS JOJIKEH YMETh:



- OPUEHTHPOBATHCA B JACUCTBYIOIIEM 3aKOoHOAATENbCTBE Poccuiickoit denepauuu s
pemieHus 3aAady  NpodeccHOHANbHON  JEesTeNbHOCTH, OCYLIECTBIATh TIOUCK U aHaJIW3
undopmaruu (OK 02, OK 03);

- OCYILECTBIIATh YCTHYI0 M TMHCHbMEHHYIO KOMMYHHUKAIIMIO,  IIOUCK, aHaIU3 |
UHTEpIIpeTalui0 HWH(OpMallMi, HEOOXOIMMOM MJid BBINOJHEHUS NpodecCHOHATbHBIX 3ajad,
MOJIb30BaThCs MPO(ECCHOHATLHOW JTOKyMEHTAllMeld Ha TOCYJapCTBEHHOM M WHOCTPAaHHOM
A3BIKaX, OCYLIECTBIATh COOp HH(pOpPMALUU O ACSITETLHOCTU 00BEKTA, IPOBOAUTH MOATOTOBKY K
WHBCHTApHU3allMKM, TPUMEHATh 3HAaHUA 1O (UHAHCOBOW TI'PaMOTHOCTH, IUIAHHPOBATH
npeanpuHuMartesbekyro aestenbHocth (OK 02, OK 03, OK 9, I1K 1.1);

- IPOBEPATH HAJTMYKE B JOKYMEHTaX 0053aTeIbHBIX PEKBU3UTOB; pabOTaTh B KOJIEKTHUBE
U KOMAaHJE, OCYIIECTBISATh YCTHYIO U MHUCBMEHHYID KOMMYHHUKAIIMIO, HCIOJIb30BaTh
MH(OPMALIMOHHBIE TEXHOJIOTUH, TMPOBOJUTH MOHUTOPUHI YCTPAHEHHUS MEHEKMEHTOM
BBISIBJICHHBIX HapYIICHUW MPOBOJIUTH (DOPMATBHYIO MPOBEPKY TOKYMEHTOB, OPTraHU30BLIBATH
JIOKYMEHTO000pOT, pa3dupaThCcsi B HOMEHKJIATYpe JeN, MepeiaBaTh JOKYMEHThl B TEKYIIUN U
MOCTOSIHHBIA ~ apXUB 10 HCTEYEHUU YCTAHOBJICHHOTO CpPOKa XPaHEHHUS, KOHTPOJIbHBIC
IpoUEeAyphl, U UX JTOKYMEHTHPOBaHHE, TOTOBUTh M O(GOPMIISITH 3aBEPIIAIOIINE MAaTepPHAIIbI IO
pe3yabpTataM BHyTpeHHero kontpois ((OK 02, OK 03, OK 9, IIK 1.1).

2. CTPYKTYPA U COAEP)KAHUE JUCIIUITJIMHBbI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOIl padoThl

06 beM 4acoB

Buj ydye6HOM pa6boThI O4yHas ¢opma
o0y4yeHUs
2025r.H.

MakcuMaJsibHasi yyeOHasi Harpy3ka (Bcero) 72

O6s3aTesibHasA ayAUTOPHAs ydyeOHasA Harpy3ka (Bcero) 60

B TOM 4YHCJIe:

JIeKIIUH 20

NpaKTU4YeCKHe 3aHATUA 40

JIabopaTopHbIE 3aHATHUSA
KYpCOBBbI€e pa60Thl/ NPOEKTHI
CamocTosiTe/IbHAsA pa6boTa CTyAeHTa (Bcero) 12
B TOM YHCJIE
WH/VBHU/Ya/JTbHbIA NPOEKT
KoHcysbTanyuu/KoHTpoJib
IIpoMexyTO4YHasA aTTecTranusa B popme 3aveTt




2.2. TemaTuyeckuu mJaH u cogepxkanue aucuunanHbl OIIL 11 «/lokyMeHTanroHHOe 00ecIIeueHNe YIIPABICHHMS

HaumeHnoBanue Conepsxanne yueOHOro MaTepuaJia, 1a00paTopHble padoThl U NPAKTHYECKHE 3aHATHS, CAMOCTOSITe/IbHAS paboTa O0bem ya- Yposenb
pa3ieioB U TeM o0yyarommxcsi, KypcoBasi padora (IIpoeKT) (eciu npedycmompenst) cOB 0CBOCHUS
Ounas popma
o0yJeHus
2025.
1 2 3 4

Pa3pnen 1. OcHoBHBIE BU/IBI IOKYMEHTOB

Conep:xanue yueOHOro MaTepuana

[NonsiTHe TOKYMEHTOOOOPOTa W JAENONPOU3BOACTBA. VICTOPHS pa3BUTHS AEIONPOU3BOJCTBA. Y IPABICHYECKAs IS TEIILBHOCTD U
1 ee OCHOBHBIE XapaKTepuCTHKU. OCHOBHBIE TEPMHUHBI JOKYMEHTAIIMOHHOTO 00ECTICUeHHUs YIIPABICHIECKON JeATeIbHOCTH 1
TpeboBaHuUs K cOCTaBICHHIO U 0(OPMIICHUIO TOKYMEHTOB. TpeboBaHus K 0hOpMIICHHIO JOKYMEHTOB. COCTaB M pacroiioKeHNE

2. pexBusuToB. FOpuandeckas cuna J0KyMeHTa 3 1
Tema 1.1. OCHOBHBIE TOKYMEHTEHI B JieJI0npon3BoAcTBe. [IprKa3bl mo ocHOBHOIM fesTensHOCTH. Pacnopsbkenns. Pemenus. [Ipotokossl.
Conep:kanne 3 Axrthl. CiryxeOHble, Toknannble 3anmucki. Korrpaktel. CrpaBku. OOBsICHUTETBHBIE 3aITHCKA 1
JAUCHMILTHHBI.
OCHOBHBIE BHJIBI
JIOKYMEHTOB A JlokyMeHTHI 110 IMYHOMY cocTaBy. Pestome. TpynoBoit norosop. [Ipukasbl no 1u4HOMY cocTaBy. TpynoBble KHUKKH. JIMuHbIE 1

| KapToYKH

JlaGoparopHbie paboOThI _

[pakTHyueckne 3aHATHS 14

KonTponbHbie paboTe -

CamocrosiTensHas pabora obydaronmxcs: [IpopaboTka nexnuii. [TonroroBka Kk mpakTHIECKnM 3aHATHSIM. [loMalHee 3aqaHue. —

Knaccudukanust 10KyMeHTOB
Pazpnen 2. Oprannsanus padoTsl ¢ JOKyMEHTaMH.

ConeprkaHue yaeOHOTO MaTepHaia
Tema 2.1. 1. O0paboTka MocTynaroumx 10KyMeHToB. [lopsaok paboThl ¢ OTHPaBIsIEMbIMU U BHYTPEHHHUMH JJOKYMEHTaMH. Perucrparus u
IousTre u cxema KOHTPOJIb UCIIOJTHEHUSA TOKYMEHTOB. 6 1
OpraHu3anum padoTsl ¢
JOKYMEHTAMH. 2. | Cucremarn3anus JoKyMeHTOB. COCTaBIICHHE HOMEHKIIATYPHI JETl. 1
OpraHusauus Xpaesus |3 dopmuposanue u ohopmirenne nen. Opranu3anust apXUBHOTO XPaHEHHs JOKYMEHTOB 1

JIOKYMEHTOB.

JlaGoparopHble pabOTHI




IIpaxkTuueckue 3aHATUSA 14

KonTponbHble paboTEI _

CamocTtosTenbHas padota odydatomuxcs [IpopaboTtka nexuuii. [ToaroroBka k mpakTHYeckuM 3aHATUAM. JloMaliHee 3aJaHue —
HOMEHKJIaTypa el

Tema 2.2. ConeprkaHue yaeOHOTO MaTepHaia

Kommepueckas 1. PaGota ¢ mokymMeHTaMu, cofep KaliuMi KOH(PHICHIIAIbHbIC CBeIcHUs. [loHATHEe KOMMepUYeCcKOoil TaifHbl. CBEICHHUS,
nepenucKa OTHOCAIIUECS K KOMMEpYecKoi TaliHe. 3amuTa JOKyMEHTOB, COJCpIKaIINX KOMMEpUYecKyto TaiiHy. Opranusanus paboTsl ¢
JIOKYMEHTaMH, COJICPKAIIMMI KOH(PHICHIIUATBHEBIC CBEICHHS 1

2. JlenoBbie 1 koMMepueckue mucbMa. [lorsaTue, knaccudukarys u cTpykrypa nuceM. CTaHIapTHBIE (pa3bl U BRIPAXKESHUS.
TIpaBuia u GopMBI KOMMEPUECKOH NEPEHCKH ¢ 3apyOe)KHBIMU MTapTHepamMu. KoppecnoHIeHIHs, CBsI3aHHAs C IPOBEICHUEM 1
HEePHOIMIECKIX MEPOIPUITHUI, IpoUast KOPPECIOHICHITHS

3. | CoBpemeHHBIE CIIOCOOBI CO3AaHMs, 0OPAbOTKH U Mepeadn JOKyMEHTOB B AEIONPOU3BOACTBE. VCHonp30BaHne ePCOHATBHOTO
KOMITBIOTEpa B Aeonpon3BoicTBe. DakcuMuibHbIe cooOmmeHus. COOOIIECHHS AICKTPOHHON MOUTHI (e-mail). DiekTpoHHast 3
UQPOBast TIOAIUCH.

JlaGoparopHblie pabOTHI -

[IpakTHueckue 3aHsaTUA 12

KoHTponbHbIE paboThI _

CamoctosTenbHas padota ooydaromuxcs. [Ipopadotka nekiuii. [IoAroTOBKa K MPAKTUIECKUM 3aHATHIM — JETTOBOH
JOKyMEHTALMOHHBIH ITHKET 14

[MpumepHas TeMaTHKa KypcoBOM paboThI (IPOEKTA) (eciu npedycmompernl) -

[ToaroroBka Kk MPOMEKYTOUHOM aTTeCTallu! -

Bcero: 72

Dnemenmsl NPAKMUYECKOU NOO2OMOBKU MO2YM OblMb GKIIOYEHbl 8 3AHAMUS JNeKYUOHHO20 Mund, npeoycmampusarouue nepeoawy yueOHOU
unghopmayuu 05 nociedyroue2o blNOIHeHUsE pabom, C83aHHbIX ¢ OyOyujell NPopheccUOHANbHOU 0esmelbHOCMbIO.

Dnemenmsl NPAKMuUYecKol N0020MOBKU MO2ym OblMb 6KIIOUEHbL 8 NPAKMUYECKUe 3aHAMuUs, 1a00pamopHsie U uHble AHaI0cUiHble UObL YUeOHOU
dessmenvbHOCmU, npedycmampusauue yuacmue 00y4aruuxcs 8 6bIN0JHeHUU OMOEIbHbIX 8UO08 paOOm, C8A3AHHBIX ¢ OYOyuell npogeccuoOHAIbHOU
0esmenbHOCMbIO.

*JJIeMEHTBI TIPAKTUYECKOM IMOJATOTOBKU MOTYT OBITh pealln30BaHbl B MPo(UIIbHBIX opranusaiusax B ToMm uucie B YHITK Yuxo3s Jlonckoe.

JInst XapaKTepUCTHKH YPOBHS OCBOCHHS y4eOHOTO MaTepHasia UCTIOIb3YIOTCS CIACAYIOIINE 0003HAYCHHUS:

1.— o3HaKOMUTENBHBIN (y3HABaHUE paHEe U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — peTPOAYKTUBHBIN (BBITTOTHEHHUE ICSITSIIBHOCTH IO 00pa3ily, MHCTPYKIIUH WU TIOJT PYKOBOJICTBOM);

3. — IPOAYKTUBHBIH (IUTAHUPOBAHUE U CAMOCTOSITEIILHOE BBIIOJHCHHE JCATEIIbHOCTH, PEIICHUE TPOOJICMHBIX 3a71a4).




3. YCJIOBUA PEAJIM3ALIMUA AU CLLUIIJIMHBI
3.1. Tpe60oBaHUSA K MUHUMAJIbHOMY MaTepPHUaJIbHO-TEXHUYECKOMY 06ecreYeHH 0

KabuHer JOKyMEHTAIIMOHHOTO 00eCIIeYeHUs yIIpaBiieHus; yaeOHast ayauropus Ne 51 s
MPOBEJCHUS YYeOHBIX 3aHATHUN, BBIMOJTHEHHUS KYypCOBOTO TMpOeKkTa (paboThl), B TOM YHCIE
TPYNIIOBBIX M WHIWBUAYAILHBIX KOHCYJBTAIMNA, TEKYIIET0 KOHTPOJSI M MPOMEXYTOYHOH aTTe-
CTalliu, OCHAILEHHAs CIIEIUAIM3UPOBAaHHON Mebenbio (pabodee MECTO IpenojaBaTess, CTOJBI,
CTYJIbsI, TPUOYHA, JOCKa MapKepHas).

TexHuueckue cpeacTBa oOydeHUs: HAOOP JIEMOHCTPAIIMOHHOTO OOOPYAOBAaHUS - HOYTOYK
(mepeHocHo#), mpoeKkTop (MEePEeHOCHOH), MPOSKIMOHHBIA »JKpaH (NMEPEeHOCHOMN); Yy4eOHO-
HarJsiIHBIe  TOocoOuWs, OO0ecrevynBaroNe TEeMaTHYECKHEe WIUIIOCTPALUH, COOTBETCTBYIOIINE
pabouuM y4eOHBIM MPOrpaMMaM — CTEH/IBI.

Windows 10 Home Get Genuine Jlumensus Ne 66241787 ot 28.12.2015 OPEN
9624812277E1712 ot Microsoft Volume Licensing Ser-vice Center; OpenOffice CBo6oanHO
pacnpoctpansiemoe T10, munensust Apache License 2.0, LGPL; Adobe acrobat reader CBo601HO
pac-npocTpaHseMoe IPOINpPHETApHOE TporpaMMHoe obecneuenue, Zoom Tapud bazossrii
CBobomHo pacnpoctpansemoe I10, ZoomVideoCom-munications, Inc.; Skype CobomHO
pacrpocTpaHsieMoe NpONpUETapHOE HporpaMMHoOe obecrieuenue; Yandex; 7-zip CBoOomHO
pacnpo-ctpansiemoe 10, GNU Lesser General Public License

[Tomenienne s  XpaHEHUS W HPOPHIAKTHUECKOTO  OOCITYKHMBaHUS  y4eOHOTO

obopymoBanus aynutopus Ne 57; oCHaIIEHHOE CIICIHA-TU3UPOBAHHON MeOCIbIO I XpaHCHUs
obopymoBanus (CToibl, mKadwl); TeXHUUECKHE CPEICTBA O0yUEHUS: HAOOP IEMOHCTPAIIHOHHOTO
o0opynoBanuss HOyTOykH (TiepeHocHble) (2), MPOEKIMOHHBIE SKpaHbl (TepeHocHbie) (3),
IIPOEKTOPHI (TepeHocHBIE) (3).
MS Windows 7 OEM SNGL OLP NL Legalization GetGenuine wCOA Cuer Nel834 or
16.03.2010 OOO «tOxnas CodtBepHas kommna-uus». Adobe acrobat reader CoOomHo
pacmpocTpaHseMoe MporpueTapHoe mnporpammuoe obecrieuenue; Google Chrome CBoGomHO
pac-ipoctpansemoe [10, imunensus freeware; Unreal Commander CBOOOIHO pacipocTpaHsIeMoe
1O, nunensus freeware; Zoom Tapud bazo-Beiit CBoGomHOo pacnpoctpansemoe I[10,
ZoomVideoCommunications, Inc; Skype CBo6GoaHO pacmpocTpaHseMoe MPONpHETapHOE IMPO-
rpammHoe oOecnieuenue; Dr.Web Jlorosop Ne PI'A01140022 ot «16» SAuBaps 2025 r. mexay
OI'bOY BO «llouckoit 'AYV» u OO0 «KOM-TTAHUA T'DOHAAJIb®y; 7-zip CBobomgHO
pactipoctpansiemoe [10, GNU Lesser General Public License; Yandex Browser CBo6oaHO pac-
npoctpansgemoe I10; Jlaboparopuss MMUC «IInanen» dorosop Ne 2789-24 ot 16 mas 2024 r. 1.
mexny @I'bOY BO «/lonckoit TAY» u OOO «Jlabopatopus MMUC»

3.2. UndopmanuonHoe odecrneyenne o0yueHust

Ne KonnyecTBo 3K3eMIIsIpOB B Hcnons3yercs npu
OcCHOBHBIE HCTOYHUKH
m\n oubnmoteke / ccpuika Ha OBC M3y4YEHUH Pa3JIesioB
1 | OBomosa, H. /1. https://e.lanbook.com/book/12 1-2
JIoKkyMEHTHpOBaHUE 6618

XO3SIICTBEHHBIX OIMEpanuii u
BeJIeHUE OyXTalTEepPCKOro y4era
: yaeOHOe TTocoOue : B 2 4acTAX
/ H. J1. OBogoBa. — OMCK :
Owmckuii 'AY, [6. 1.]. — Yacts
2—2019. — 134 ¢. — ISBN
978-5-89764-816-0. — Tekcr :
3JIEKTPOHHBIH // JIaHb :



https://e.lanbook.com/book/126618
https://e.lanbook.com/book/126618

ANEKTPOHHO-ONOIMOTEUHAS
cuctema. — URL:
https://e.lanbook.com/book/126
618 — Pexxum moctyna: 1uis
aBTOpU3. NOJIb30BATENIECH

OcHoOBBI aHaNM3a
OyXrajnTepcKoil OTYETHOCTH :
yueOHOoe TocoOue / COCTaBUTEIb
E. B. KoponéBa. — moc.
KapasaeBo : KI'CXA, 2019. —
136 c. — Tekcr :

AJIEKTPOHHBIHN // JIaHb :
AJIEKTPOHHO-OMOIMOTEYHAS
cucrema. — URL:
https://e.lanbook.com/book/133
619 — Pexwum nocryna: ans
aBTOpU3. MOJIb30BaTENCH

https://e.lanbook.com/book/13
3619

1-2

HOHOJ’IHI/ITGHBHHC HCTOYHHUKHU

KonnyecTBo 3K3eMILIAPOB B
ounbauoreke / ccoeuika Ha DBC

Hcnons3yercs npu
U3YyYEHHUH pa3/ieioB

JloxymenTupoBanue
XO3SIICTBEHHBIX OINEpalnii U
BEJICHUE OyXTalITepCKOro y4yera
aKTUBOB OpPraHU3ALMH :
COOPHWUK 3aJaHMH JTsI
MPAKTUYECKHUX 3aHATHI /
Hounckoit 'AY; coct. M.A.
Ky6apsp, A.W. Ocunosa. -
[TepcuanoBckuit : JJoHCKOM
I'AY, 2022. - 45 c. - URL:
http://biblio.dongau.ru/MegaPro
/UserEntry?Action=Link_Find
Doc&id=35610&idb=3. - 15-
00. - TekcT : 27€KTPOHHBIH.

http://biblio.dongau.ru/MegaPr
o/UserEntry?Action=Link_Fin
dDoc&id=35610&idb=3

1-2

ITaBnosa, P. C.
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MUCHbMECHHBIM U YCTHBIM
oOpareHusM TpaxkiaH :
yuebnoe nocodue ans CIIO / P.
C. IlaBnoBa. — 2-e u3m., cTep.
— Cankr-IlerepOypr : Jlans,
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ITepeyenb HHPOPMAHOHHBIX CIIPABOYHBIX CHCTEM

HaumeHoBaHue pecypca Pexxum gocryma
1. YauBepcuTeTCcKas OMOIMOTeKa OHIAWH. DIICKTPOHHO-OHOIHOTEYHAs CHCTEMa http://www.biblioclub.ru/
2. UznarenbctBo JlaHb. DNIEKTPOHHO-OMOIHOTEUHAS CHCTEMA https//e.lanbook.com/
3. Hayunas snextponnas oubnmorexka eLIBRARY.RU http://elibrary.ru

KoMmniekT JTUIEH3HOHHOTO U CBOOOHO PACIIPOCTPAHSIEMOI0 MPOrPAMMHOI0 o0ecreyeHust

IlepeyeHb JHIIEH3HOHHOTO MPOTPAMMHOI0 o0ecneyeHu st

- «1C: byxranrepus 8.2» Ha 20 pab. mecT;

- «1C: Yupasnenue toprosieit 8.2» Ha 20 pabd. mMecT;

- «Koncynwsrantllmtoc» Bepcus [Ipod. Ha 50 pab. mecr.;
- TTC «Koncynprantllntocy - cereas;

- TTC «Kacca» - cereBas «Koncynprantllmoc»

Ilepeyenb npodeccHOHANBHBIX 023 JAHHBIX

1. YuuBepcuTeTcKas 6ubnmoreka ornaita — wWww.biblioclub.ru

2. denepanbHOE Ka3HaUEHCTBO - WWW.roskazna.ru

3. Mundun Poccun - www.minfin.ru

4. Odunmanshsrii caiit CIIC «KoHcynbTaHT-TUTIOC) - WWW.consultant.ru

4. KOHTPOJIb 1 OUEHKA PE3YJ/IbTATOB OCBOEHHAI
YYEBHOU AUCLHUITJIMHBI

KoHTponb u ouleHka pe3yabTaTOB OCBOEHUS y4EOHOW IUCIMIUIMHBI OCYLIECTBIISETCS
IpernoJiaBaTesieM B IMPOLECCEe MPOBEACHUS MPAKTUYECKUX 3aHATHHA W J1abOpaTOpHBIX paboT, a
TaK)K€ BBIMOJTHEHUS 00Y4arOIUMHUCSA UHAUBUAYAIbHBIX IIPOEKTOB.

Pe3yabTaThl 00yuyeHus1 (0CBOCHHBbIE YMEHHs, YCBOCHHbIE @DopMbI U METOAbI KOHTPOJISI U
3HAHMA) OLICHKH Pe3yJIbTAaTOB 00y4eHH s

B PE3YIbTATC U3YUCHUS JUCIUIIIINHBI 06yqa}om1/117105{ HOJDKEH YMETDb:
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- OPUEHTUPOBATHCS B JCHCTBYIOLIEM 3aKOHOATEILCTBE
Poccutickoit denepanuu At pemieHus 3a1a4y
poeCCUOHATLHOM 1eATEbHOCTH, OCYILIECTBIISATh TIOUCK U
aHaIu3 MHPOPMaIUH ;

MEePUOIUYECKU I
BBIOOPOYHBIN YCTHBIH OMPOC;
HaOJr0/IeHUE U OLIEHKA
KayecTBa pabOT HAa MPAKTUIECKUX
3aHATHUSX; - aHAJIU3 PE3yJIbTaTOB
TECTUPOBAHUS

- OCYILECTBJIATh YCTHYIO U MHCbMEHHYIO KOMMYHHKALIHIO,
MIOKCK, aHAJIU3 U UHTEpIpeTanuio nHhopMaiuu,
HE0OXO0IUMOM ISl BHITTOHEHUS PO ECCHOHATBHBIX
3aJ1a4, MOJIb30BaThes MPodecCnoHAIbHON TOKyMEHTAIUEH
Ha roCyaapCTBCHHOM U MHOCTPAHHOM S3bIKaXx,
OCYIIECTBIATH COOp MH(MOPMALIUU O IEATEIHHOCTH
OGLGKT&, IMPOBOAWUTL MOATOTOBKY K MHBCHTApHU3allNH,
MPUMEHSTH 3HaHUS 0 (HUHAHCOBOM IPAMOTHOCTH,
IUIAaHUPOBATh NPCANPUHUMATCIILCKYIO ACATCIbHOCTD

MEPUOJNYECKU I
BBIOOPOYHBIN YCTHBIA OTIPOC;
HaOJI0/IEHUE U OIICHKA

KayecTBa pabOT HAa MPAKTUIECKUX
3aHATHUSAX;
- QaHAJIU3 PE3YJIbTATOB TECTUPOBAHUS

- IPOBEPATH HAIUYHUE B IOKYMEHTaX 0053aTeIbHBIX
PEKBHU3UTOB; pabOTaTh B KOJUIEKTHBE M KOMaHJIE,
OCYIIECTBIATh YCTHYIO M MUCbMEHHYI0 KOMMYHUKAIIUIO,
UCIOJIb30BaTh NH(GOPMAIIMOHHBIE TEXHOJIOTUH, IPOBOIUTH
MOHHUTOPHHT YCTPAHEHHSI MEHEPKMEHTOM BBISBIIEHHBIX
HapyIICHU TPOBOIUTH (POPMAIIbHYIO IIPOBEPKY
JIOKYMEHTOB, OPTaHU30BbIBaTh IOKYMEHTOOOOPOT,
pa3buparbcs B HOMEHKIIATYpE A€, epeaaBaTh JTOKYMEHTHI
B TEKYIIUN U IOCTOSTHHBIN apXUB MO UCTECYCHUU
YCTaHOBJIEHHOT'O CPOKA XpaHEHUs, KOHTPOJIbHbIE
MPOLEAYPHI, U UX JOKYMEHTHPOBAHUE, TOTOBUTH U
oopMIIATH 3aBepIIAIOIIIE MAaTEPHAIIBI IO PE3yJIbTaTaM
BHYTPEHHET0 KOHTPOJIS

MEPUOJUYECKU I
BBIOOPOYHBIN YCTHBIN OIPOC;
HaOJIFOEHUE U OLICHKA

KayecTBa padOT Ha MPAKTUYECKUX
3AHATHUAX;
- aHaJIU3 Pe3yJIbTaTOB TECTUPOBAHUS

B pe3ynbrare u3ydeHus AUCHUILUIMHBI 00yJaroIUiCs 10JDKe

H 3HATb:

- o0mue TpeboBaHMs K JOKYMEHTOOOOPOTY, HOPMATUBHBIE
IIPaBOBBIE AKTBI, PETYJIUPYIOLIUE NEIONPOU3BOICTBO IS
pereHus 3a/1a4 IpopecCHOHATBLHOM 1A TEIbHOCTH,
CocoObl IOUCKA, aHAIK3a U UHTEpIIpeTalui HHpopMaluu

— MEePUONUYECKUI BHIOOPOUHBIN
YCTHBIN Onpoc; — HaOJIroieHUe U
OLIEHKa KadecTBa padoT Ha
MIPAKTUYECKUX 3aHATUAX; - AHAIIU3
pEe3yIbTaTOB TECTUPOBAHHUS

- BUJIbl KOMMYHHUKaIUH, paBuja MoIb30BaHUs
npodeccnoHanbHON TOKyMEHTaluel Ha rocy1apCTBEHHOM
Y UHOCTPAHHOM $I3bIKax, TpeOOBaHuUs K padoTe B
KOJIJIEKTHBE U KOMaH/e, 3PPEeKTUBHOMY B3aUMOJEHCTBHIO
C KOJIUIETaMH, pyKOBOJCTBOM, KJIINEHTaMH, OCHOBbI
(uHAHCOBOW I'PaMOTHOCTH, CIIOCOOBI KIaccu(uKaIum,
MIOUCK, aHaJIN3a U MHTEepINpeTaluu HHpopMaru,
OCHOBHBIE ITPOLEAYPHI IO OPOPMIICHHUIO X035 CTBEHHBIX
orepauui, TpeOOBaHUS K JEATEIbHOCTH KOMUCCHU IO
VMHBEHTapH3allMi aKTUBOB B MECTaX UX XPaHEHHUS, OCHOBBI
WHBEHTAPHU3AIUU U CIIOCOOBI TPOBEPKH JICHCTBUTEIBHOTO
COOTBETCTBUS (PAKTHMUYECKUX JAHHBIX HHBEHTApU3AIIH,

MIEPUOIUYECKUI
BBIOOPOYHBIN YCTHBIN OIIPOC;
HaOJII0/IeHUE U OLIEHKa
KauyecTBa padoOT Ha MPAKTUYECKUX
3aHATUSX; - AHAJIU3 PE3yNbTaTOB
TECTUPOBAHUS

crocoObI cOopa nH(pOpMAIIUU O AEATEIBHOCTH 00BEKTa




BHYTPEHHETO KOHTPOJIA

- "H(GOPMAIIMOHHBIE TEXHOJIOTUH B MPO(HECCHOHATLHON
nesitenbHocT, 'OCT P.6.30-2003, conepxxanue
PEKBU3UTOB, IPABUIBHOCTD UX OPOPMIICHHS, IPAaBUIIA
OpraHu3alH JOKYMEHTO000POTa, CIIOCOOBI yCTPaHEHUS
MCHEIKMCHTOM BBISIBJICHHBIX HapyHleHHﬁ, HEAOCTAaTKOB U
PHUCKOB, MOPSIIOK COCTABIICHUSI HOMEHKIIATYPBI, TIPaBHIIa
paboTHI C TOKYMEHTAIIMEH, TIepelady €€ B apXUB,
KOHTPOJIBHBIC IPOUECAYPHI, U UX NOKYMCHTUPOBAHUC

- MEPUOJUYECKU I
BBIOOPOYHBIN YCTHBIA OTIPOC;

- HaOJI0/IEHUE U OIICHKA
KayecTBa paboOT HAa MPAKTUIECKUX
3aHATHUSAX;

- aHAJIU3 PE3y/IbTATOB TECTUPOBAHUS

HNToroBblii KOHTPOJIb

3avuerT
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