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1. TACITIOPT PABOYEM ITPOT'PAMMBI JTUCIHUATIIMHBI
OIII.03 «lokyMeHTallMOHHOE 00ecnevyeHue YpaBaeHus»
1.1. O6saacTh NpUMeHeHNsI TPOTPAMMBI

Pabouass mporpaMma JAMCHMIUTUHBI SIBISICTCS YaCTHIO MPOTPaMMBbI TIOJTOTOBKU CIICLIUAIHCTOB
CpeIHEro 3BEHa B COOTBETCTBUU C (eaepaldbHBIM TIOCYAapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJapTOM CpEIHEro MpOoQecCHOHANBHOTO o0pa3oBanus 1o crenuanbHocTH  38.02.01
DKOHOMHKA U OYXTaJITEPCKUM y4eT (110 OTPaCsim).

1.2. MecTo y4eOHOH NMCHUIUVIMHBI B CTPYKTYpPe NMPOrpamMMbl MOATOTOBKH CIHENHAJIUCTOB
CpellHero 3BeHAa: JUCIUIUIMHA OTHOCUTCS K OOHIEmpOPECCHOHANBHBIM  TUCIUILIMHAM
npodeccuonanbroro mukia OITL.

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

B pe3ynbrare ocBOeHUS TUCIUTIIMHBI 00 yJAIOITUICS TOJDKEH:

A) obnagaTh 0OITMMH KOMITETCHIIMSAMH, BKIIFOYAFOIIMMH B C€0sI CIIOCOOHOCTD:

- OK O0lI. Boibupats cmnocoObl pemieHds 3agad  NpodecCHOHANBHON  1eATeNbHOCTH

IPUMEHHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM;
- OK 02. Hcnonp3oBaTh COBPEMEHHBIE CpPEJICTBAa IIOMCKA, aHalW3a M HMHTEpIpEeTaluu
uHpopMannu, ¥ UHPOPMALMOHHBIE TEXHOJIOTUHU JJISi BBIMOJIHEHUS 3a7ad MpodecCHOHATBHON
NeSITeIbHOCTH;

- OK 03. IlnanupoBaTh M peaIn30BBIBaTb COOCTBEHHOE MPO(ECCHOHAIBHOE M JIMYHOCTHOE
pa3BUTHE, MPEIIPUHIMATEIBCKYIO JEATEIbHOCTh B MPO(ECCHOHANBLHON cdepe, HCIOIb30BaTh
3HAHUS 110 PABOBOM M (PMHAHCOBOI I'PAaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsX;

- OK 04. DddexTnBHO B3aNMOICHCTBOBATH M pabOTaTh B KOJJICKTUBE M KOMAH/IE,

- OK 05. Ocy1miecTBisiTh YCTHYIO U TUCbMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYAApCTBEHHOM SI3bIKE
Poccuiickoit deaepanuu ¢ yueToM 0COOEHHOCTEN COLMATBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

- OK 09. TIlons3zoBatrbcsi mnpodecCHOHATBHOM JOKYMEHTAIMel Ha TOCYJapCTBEHHOM |
MHOCTPAaHHOM SI3bIKAX;

b) o6nanate npodeccuoHaTbHBIMU KOMIIETEHIUSIMU, BKIFOYAIOIIMMHU B c€0sI CIIOCOOHOCTD:
- IIK 2.2. BbIIOIHATH NOpYy4YEHUS PYKOBOACTBA B COCTaBE KOMMCCHH II0 MHBEHTapHU3alUH

aKTHBOB B MECTaxX UX XpPaHCHUS;
- TIK 2.3. IIpoBoauTh NOArOTOBKY K WHBEHTapHU3alMM M IPOBEPKY ACHCTBUTEILHOIO
COOTBETCTBUS (PAKTHMUYECKUX JAHHBIX MHBEHTAPU3AIMH JAaHHBIM yUeTa,
- [IK 2.6. OcymecTBisaTs cO0p HHPOPMALIUU O ACATEIBHOCTH O0BEKTa BHYTPEHHETO KOHTPOJIS
10 BBITOJIHEHUIO TpeOOBaHUH MPaBOBOM U HOPMATUBHOM 0a3bl U BHYTPEHHHMX PErIaMEeHTOB;

- TIK 2.7. BbINOJAHATH KOHTPOJIbHBIE MPOIEAYpPHI, U UX JTOKYMEHTUPOBAHHUE, TOTOBUTH U
0(QOpMIISITH 3aBEpIIAOIINE MaTEPHUAIIBI [TO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS.

- [IK 4.7. TIpoBOoANT, MOHUTOPUHI YCTPAHEHHSI MEHEI)KMEHTOM BBISBICHHBIX HapyIICHUH,
HEJIOCTATKOB U PUCKOB.

B PE3YIbTATC OCBOCHUA TUCHUIIJIMHBL 06yanMHﬁCﬂ JOJI’KCH 3HATh:

- o0mue TpebOBaHHUA K JOKYMEHTOOOOpPOTY, HOPMATHUBHbIE IPABOBBIE aKTHI,

pEryIHpyoIue JIeTONPOU3BOICTBO Ui PELIeHHs 3agad NpodecCHOHATBHON AEATeNbHOCTH,
crocoObl oKcKa, aHanu3a u uatepnpetanuu nadopmanuu (OK 01, OK 02);

- BUJIbl KOMMYHUKAIIUH, IpaBUia MOJIb30BaHUs Mpo(decCHOHAIbHOM TOKyMEeHTaluel Ha
rOCyJapCTBEHHOM M HWHOCTPAHHOM $3bIKaX, TPeOOBaHUS K paboTe B KOJUIEKTUBE M KOMaHJE,
3¢ (PEeKTUBHOMY B3aMMOJIEHCTBHIO C KOJJIETAMH, PYKOBOJCTBOM, KIHMEHTAMH, OCHOBBI
(MHAHCOBON TI'PaMOTHOCTH, CIOCOOBI KiacCHU(PMKAllMM, TOUCK, aHAIW3a W HHTEpIpeTaruu



UH(OPMAaLIMU, OCHOBHBIE MPOLEAYPHI O OPOPMIICHHIO XO3SHCTBEHHBIX OIepanuii, TpeOOBaHH
K JESTeIbHOCTH KOMMCCHU IO MHBEHTapU3allMd aKTHBOB B MECTaX WX XPaHEHHS, OCHOBBI
WHBEHTAPHU3AIUU U CIIOCOOBI MPOBEPKHU JCHCTBUTEIBHOTO COOTBETCTBHS (DAKTUYECKHUX JaHHBIX
MHBEHTapH3aluu, crocodbl cOopa uHPOpMAUU O JAEATEIbHOCTH OO0BEKTa BHYTPEHHETrO
koutpons (OK 01, OK 02, OK 03, OK 4, OK 5, OK 9, IIK 2.2, TIK 2.3, TIK 2.6);

- nH(OpPMAIMOHHBIE TEXHOJIOTUH B rpodeccruoHansHoi aesrensuoctd, [OCT
P.6.302003, coneprkaHrue peKBU3UTOB, TIPABUILHOCTDh UX OOPMIICHHUS, TTPaBUJIa OPraHU3AINH
JOKYMEHTO000pOTa, CIOCOOBI YCTPaHEHUS! MEHEIPKMEHTOM BBISIBJICHHBIX HAPYIICHUH,
HEJOCTAaTKOB M PUCKOB, MOPSI0K COCTABIICHUSI HOMEHKJIATYphl, IPaBHiia pabOTHI C
JOKyMEHTalMeH, Iepeiayy ee B apXuB, KOHTPOJIbHBIE ITPOLIETYPHI, U UX JOKYMEHTUPOBAHUE
(OK 09, TIK 2.7 IIK 4.7)

B pe3ynbraTe 0cBOCHUS AUCHUIUIMHBI O0yYaIOIIHICS TOMKEH YMETh:

- OPUEHTUPOBATHCS B JECHCTBYIONIEM 3aKOHOIaTeNbeTBe Poccuiickoit denepannu aiist
pelieHus 3a1a4 npodecCuoHAIBHOM IeATEeTbHOCTH, OCYIIECTBIIATH MMOUCK M aHATN3
undopmaruu (OK 01, OK 02);

- OCYIIECTBIIATH YCTHYIO U TUCbMEHHYI0O KOMMYHHKAIUIO, TOUCK, aHAIIU3 U
WHTEPIIPETANNIO HHPOpMAHK, HEOOXO MO IS BBITIOJTHEHHS MPO(ECCHOHAIBHBIX 3a/1a4,
MOJIb30BaThCS MPO(HECCHOHATFHOM TOKYMEHTAIME Ha rOCY1apCTBEHHOM U HMHOCTPAaHHOM
SI3BIKAX, OCYIIECTBIIATH COOp MH(OPMALIUU O JEATSILHOCTH 00bEKTa, IPOBOJAUTH MOJTOTOBKY K
WHBEHTApU3aIluH, IPUMEHATh 3HaHUS 110 (PMHAHCOBOW I'PAaMOTHOCTH, TUIAHUPOBATH
peIIpuHIMATEILCKYIO aesTensHocTh (OK 01, OK 02, OK 03, OK 09, I1K 2.2, TIK 2.3, TIK
2.6);

- IPOBEPATH HAIMYHUE B IOKYMEHTAX 00s3aTeIbHBIX PEKBU3UTOB; pabOTaTh B KOJIJICKTUBE
¥ KOMaHJIe, OCYIIECTBIIATh YCTHYIO U MMCbMEHHYI0 KOMMYHHUKAITUIO, UCTIOJb30BATh
uH(}OPMaILIMOHHBIE TEXHOJIOTUH, IIPOBOIUTH MOHUTOPUHT YCTPAHEHUSI MEHEHKMEHTOM
BBISIBJICHHBIX HAPYIICHUH MPOBOIUTH (POPMATBHYIO IPOBEPKY TOKYMEHTOB, OPTaHH30BBIBATH
JIOKYMEHTO000pOT, pa3dupaThCsi B HOMEHKIIATYpE /1€, IepeiaBaTh JOKYMEHTHI B TEKYIIHMA U
MOCTOSTHHBINA apXUB 10 HCTEYCHUH YCTAHOBJICHHOTO CPOKA XpaHEHUs, KOHTPOJIbHBIC
MPOLEAYPHI, U UX JOKYMEHTHPOBaHHUE, TOTOBUTH U 0OPMIISTH 3aBEPIIAIOIINE MaTEPHAIIBI 10
pesyabpTatam BHyTpeHHero kontpoisis (OK 04; OK 05; OK 09, I1IK 2.7, TIK 4.7)

2. CTPYKTYPA U COAEPKAHUE JUCHUIITIMHBI
2.1. O6beM yueOHOM JMCUMILIMHBI M BBl YU4eOHOH padoThl

06BbeM 4acoB

Buj y4e6HOM paGoThI Ounas popma

oGydyeHus 2024r.
MakcumasibHas yye6GHas Harpyska (Bcero) 72
06s3aTesibHaA AyAMTOPHAs yyeOHasA HarpyskKa (Bcero) 54
B TOM YMCJIe:
JIEKIIUM 18
NnpaKTU4YeCKHe 3aHATUS 36

JIa6opaToOpHbIE 3aHATHS

KypcOBble pa60Thl/ NPOEKThI

CamocTosTe/IbHasA padboTa cTyaeHTa (Bcero) 18

B TOM 4YHuCJI€e

UHAUBUYAJIbHbIA NPOEKT

KoHcyabTanyu/KoHTpoJib

[IpomeXyTo4YHasi aTTecTanus B popme 3ayeT




2.2. TemaTuyeckuu maH u cogepxkanue aucuunanHbl OIIL] 0.3 «/lokyMeHTannoHHOEe 00eCIeYeHNe YITPABICHUSI

HaunmenoBanue pasaenos | Coaep:xanue yueOHOro MaTepuaja, 1adopaTopHbie padoThl H NPAKTHYECKHe 3aHATHS, CAMOCTOATeIbHas padoTa O0bem ya- YpoBeHb ocBOeHHs
U TeM o0yvaruuxcs, Kypcopasi padoTa (Ip0eKT) (eciu npedycmompenst) COB
OuHas
¢dopma
o0y4eHus
2024r
1 2 4
Pazpen 1. OcHOBHbIE BUABI TOKYMEHTOB
Copeprkanue yueOHOTO MaTepuana
[NonsiTue noKymMeHTO000pOTa U AENONPOU3BOJCTBA. MICTOPHS pa3BUTHS AEIOIPOU3BOACTBA. Y IpaBIeHUECKas
1 N TeTBHOCT U €€ OCHOBHBIC XapaKTepUCTHKH. OCHOBHBIE TEPMHHBI JOKYMEHTAMOHHOT'O 00eCTICUeHUS 1
YIPaBIEHYECKON ESITETbHOCTH
TpebGoBaHus K COCTaBICHUIO U 0OPMIICHUIO TOKyMeHTOB. TpedoBaHMs K opopmieHH0 JoKyMeHToB. CocTaB 1
2. pacnonoxeHue pekBu3uToB. IOpuandeckas cuia JOKyMeHTa 1
6
OCHOBHBIE JOKYMEHTHI B AETONPOU3BOACTBE. [IpuKas3sl Mo 0CHOBHOM AearensHOCTH. Pacnopsokenus. Pemenus.
Tema 1.1. 3 [IpoTokomnsl. AkThl. CrykeOHbIe, ToKIaaHbIe 3amucku. Kontpaktel. CripaBku. OOBsICHUTEIBHBIC 3aITUCKU 1
Coaepxanue
AUCHUILIHHBL. OCHOBHBIE
BH/IbI 10KYMEHTOB A JloKyMeHTHI 1o TMYHOMY cocTaBy. Pestome. TpynoBoit norosop. [Iprkassl o auaHOMY coctaBy. TpynoBble KHHUKKH. L
: JInuHbIe KapTOUKU
JlaboparopHbie paboTHI
[MpakTrdeckne 3aHATHSL 16
KoHTposbHbIE paboThI
CamocrosiTenbHas padoTa o0ydatomuxcsi: [IpopadoTka nexkuuii. [ToaroroBka k mpakTHYECKUM 3aHATHAM. JloMaliHee 3a1aHue.
— Knaccuguxanus 1okyMeHToB
Pazpnen 2. Opranunsanus padoTsl ¢ JOKYMEHTaAMH.
Tema 2.1. Coneprkanue yaeOHOTO MaTepHaia
IousiTue u cxema 1. O06paboTka MoCTyNaromux J0KyMeHTOB. [Topsmok paboTsI ¢ OTIPABIIEMBIMI U BHYTPEHHIMH JOKYMEHTAMH.
OpraHH3aIMy padoThI ¢ Peructpaliyiss 1 KOHTPOJIb HCIIOJHEHHS TIOKyMEHTOB. 1
JOKYMEHTAMH. 3 6 1
Opranmsamus xpaneHus . CucremaTnzanus 10KkyMeHTOB. CocTaBiIeHHe HOMEHKIIATYPHI JIeI.
JOKYMEHTOB. 3. dopmuposanue u odpopmirenne aen. Opranu3anust apXUBHOTO XpPaHEHHS JOKYMEHTOB 1




JlaGopaTopHbie paGoTHI

IIpakTuueckue 3aHATUSL 10
KonTponbHble paboTh!
CamocrosTensHas padota odyqatomuxcs [Ipopadorka nexuuii. [TonroroBka k mpakTHueckuM 3aHATUAM. JlomalHee 3agaHne
— HOMEHKJIaTypa Jel
Tema 2.2. Coneprkanue yaeOHOTO MaTepHaia
Kommepueckas 1. Pabora ¢ nokymMeHTaMHu, collep KaMi KOHQUICHIIHAIBHbIEe cBefeHHs. [loHsTHe KoMMepUecKoi TaiHbl. CBeqeHus,
nepenucka OTHOCSIINECS K KOMMEpUeCKOoH TaifHe. 3aluTa JOKyMEHTOB, COAEPKAIUX KOMMEpUECcKyo TaiHy. Opranuzamus
paboTHI ¢ JOKYMEHTAMH, COJIepPKaIMMI KOH(QHICHIIAIBHBIE CBEACHHS
2. JlenoBble 1 KoMMepUecKkue nucbMa. [loHsTHe, Kiaccuukanys u cTpykrypa nuceM. CtaHaapTHEIE Gpasbl 1
BbIpaxkeHus. [IpaBuia u GOopMbI KOMMEPUECKO NEPENUCKH ¢ 3apyOeXHbIMU MapTHepamu. KoppecrnoHaeHuus, 6
CBsI3aHHAsI C TIPOBEJICHUEM ITEPHOANIECKAX MEPOIIPUATHI, IpOYasi KOPPECTIOHICHIIUS
3. CoBpeMeHHbIE CITOCcO0bI CO3aHus, 00paOOTKH U Mepeadn JOKYMEHTOB B IeJIONPon3BoAcTBe. Vcronb3oBanue
MEPCOHATFHOTO KOMITBIOTEPA B JeTonpon3BoacTBe. PakcumuibHbIe coobmeHnss. CooOImeHns AIeKTPOHHOHN MOYTHI (e-
mail). DnekTpoHHas 1H(POBas MOIKCH.
JlaGoparopHblie pabOTHI
IIpakTryeckue 3aHATHSL 10
KonTtpossHsie paboTst
CamocTosTenbHas padota ooydaromuxcs. [IpopadoTka nekiuii. [IoAroTOBKa K MPAKTUIECKUM 3aHATHIM — EJIOBOM 18
JOKYMEHTAI[MOHHBIIl 3THKET
IIpumepHast TeMaTHKa KypCOBOH pabOTHI (IPOEKTA) (ec/iu npedycmompeHsl) -
IToAroToBKa K MPOMEXYTOYHON aTTECTAINI -
Bcero: 72

Dnemenmvl npakmuueckou nOO20MOBKU Mo2ym Oblmb GKIIOYEHbl 8 3aHAMUA JNeKYUOHHO20 Muna, npeoycmampusaiowjue nepeoaiy yueOHOU

uHhopmayuu 015 noCcieoyoueo blNOIHEHU pabOm, C8A3AHHBIX ¢ OYOyWel NPophecCUoOHaNIbHOU 0esIMelbHOCbIO.

Dnemenmvl npakmu4ecKol n0020mMosKU Mo2ym OblMb GKII0OUEHbL 8 NPAKMUYEcKUe 3auAmus, 1a00pamopHsie U uHble aHaiocuitblie ULl yueOHOU
desimenbHOCMU, npedycmMampusaruue yuacmue 00y4arouuxcs 6 8bINOJHeHUU OMOEIbHbIX 8UO08 pabom, C8A3AHHBIX ¢ DYOVWell NPopeccuoHarbHoU

0esamenbHOCMbIO.

*DneMeHThl IPaKTHYECKON MOJArOTOBKU MOTYT OBITh peain30BaHbl B MpouiIbHbIX opranu3anuax B ToM uncie B YHIIK Yuxo3 Jlonckoe.

I[J'I}I XapPaAKTCPUCTHKU YPOBHA OCBOCHHA yqeGHoro MaTcpHraia UCIIOJIb3YIOTCA CICAYHOIINEC 0003HaYCHHS:




1.— o3HaKOMUTENBHBIN (y3HaBaHUE PaHEE NU3YUYEHHBIX 00BEKTOB, CBOMCTB);
2. — penpOAYKTUBHBIHN (BBIIOIHEHUE IEATEIBHOCTH 110 00pa31y, MHCTPYKLUHU UJIH 110l PyKOBOACTBOM);
3. — IPOJYKTHBHBIH (IIJITAHUPOBAHUE U CAMOCTOSTCIILHOE BHIITOJHEHUE JICITEIbHOCTH, PEIICHUE TPOOJIEMHBIX 33/1a4).



3. YCJIOBUA PEAJIM3ALIMUA AU CLLUIIJIMHBI
3.1. Tpe6oBaHUsA K MUHUMAJTbHOMY MaTepUaIbHO-TEXHUYECKOMY 06ecredYeHHI0

KabuHer J0KyMEHTAIIMOHHOTO 00eCIIeYeHUsI yIIpaBiieHus; yueOHast ayautopus Ne 51 st
NPOBEICHUST YYEOHBIX 3aHSATHI, BBIMOJHEHHUS KypCOBOTO MpoeKTa (paboThl), B TOM 4YHUCIE
TPYNIIOBBIX ¥ WHIWBUAYAIHBIX KOHCYJbTAIMHA, TEKYIIET0 KOHTPOJSI M MPOMEKYTOYHOH aTTe-
CTalliu, OCHAILEHHAs CIIEHUAIM3UPOBAaHHON Mebenbio (pabodee MECTO IpenojaBaTessi, CTOJBI,
CTYJIbsI, TPUOYHA, JOCKa MapKepHas).

TexHuueckue cpeacTBa oOydeHUs: HAOOP JIEMOHCTPAIMOHHOTO OOOPYAOBAaHUS - HOYTOYK
(mepeHocHo#), MpoeKTop (MEePEeHOCHOH), MPOEKIMOHHBIN JKpaH (NMEPEeHOCHOMN); y4eOHO-
HarJsiIHBIe  TOocOoOuWs, OOecrevynBaroNne TEeMaTHYECKHe WIUIIOCTPALUH, COOTBETCTBYIOIINE
pabouuM y4eOHBIM MPOrpaMMaM — CTEH/IBI.
Windows 10 Home Get Genuine Jlumensus Ne 66241787 ot 28.12.2015 OPEN
9624812277E1712 or Microsoft Volume Licensing Service Center; OpenOffice CBo6oaHo
pacnpoctpansiemoe [10, munensust Apache License 2.0, LGPL; Adobe acrobat reader CBo6o1HO
pacrpocTpaHsieMoe MpOINpHETapHOe MporpamMmHoe obecrieuenue; Zoom Tapud ba3oserii
CBoOomHo pacmpocrpansemoe I10, ZoomVideoCommunications, Inc.; Skype CobGomHO
pacnpocTpaHsieMoe IpornpHeTapHoe mporpammuoe obecreuenue; Yandex; 7-zip CBoGoaHo
pacnpoctpansiemoe [10, GNU Lesser General Public License

[Tomenienne jIst  XpaHeHUS] ©  OPOQPUIAKTHYECKOTO  OOCIYXHBaHHS  y4eOHOTrO

obopynoBanus aynuropus Ne 57; ocHaIIEHHOE CIICIUATN3UPOBAHHON MEOCIBIO JUISI XPAaHCHHUS
obopynoBanusi  (cronbl, Imkadsl); TexHuueckwe  cpeacTBa  oOydeHHs::  HaOOp
JEMOHCTPALIMOHHOTO 000pYyJI0BaHMsI HOYTOYKH (TepeHOCHbIE) (2), MPOEKIMOHHBIE SKpaHbl
(nepenocnsie) (3), mpoekTopsl (nepeHocHsie) (3), [Ipunrep Pantum P2207(A4 1200*1200dpi
20 ppm 64Mb 600 MHZ USB 2/0)

MS Windows 7 OEM SNGL OLP NL Legalization GetGenuine wCOA Cuer Nel834 or
16.03.2010 OOO «tOxnas CodrBepHas kommanus». Adobe acrobat reader CroGomHO
pacmpocTpaHsieMoe MpornpueTapHoe mnporpammaoe obecnedenue; Google Chrome CBoGomHO
pactipoctpansiemoe 10, muuensus freeware; Unreal Commander CBo60oHO pacmpocTpaHsiemMoe
[10, nuuensus freeware; Zoom Tapud bazosslit CBo60aHO pacnpocTtpansemoe [10, MTC Jlunk
tapudp Free CBoOomno pacmpoctpansemoe I1O, Sugexc Tenemoct  CBoGogHO
pactipoctpansemoe I1O ; Yandex Browser CBoGomno pacmpoctpansemoe [1O, Inc; Skype
CB00OOHO pacrmpocTpaHseMoe IMpompueTapHoe mporpaMmHoe obecrneuenue; Dr.Web Jloroop
Ne PI’A02040026 ot «05» ®eBpans 2026 r. . mexay PI'BOY BO «/lonckont 'AY» u OO0
«KOMITAHUA TOHAAJIbDy; 7-zip CBoboaHo pactpoctpansemoe 110, GNU Lesser General
Public License; Yandex Browser Ceoboagno pacmnpoctpansemoe I10; Jlaboparopus MMUC
«IInmane» loroBop Ne3830-254 ot 14 anpens 2025 r. r. mexny @PI'bOY BO «Jlonckoi 'AY» n
000 «JIaboparopuss MMUC»

3.2. UndopmanuonHoe odecrneyenne o0ydeHust

Ne KonngecTBo 3K3eMILIAPOB B Hcnons3yercs npu
OcHOBHbIE HCTOYHHKH
o\ oubsmoreke / cepuika Ha OBC U3Y4YECHHUH Pa3feiioB
1 | Osogosa, H. 1I. https://e.lanbook.com/book/12 1-2
JIOKyMEHTUPOBaHHE 6618

XO3SIMCTBEHHBIX OIEpalvii U
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Ilepeyenb HH(POPMALMOHHBIX CIPABOYHBIX CHCTEM

HaumenoBaHue pecypca

Pesxxum 1ocryna

1. YuuBepcuTeTcKas OMOIMOTEKa OHIAWH. DIICKTPOHHO-OHOIHOTEYHAs CHCTEMa http://www.biblioclub.ru/

2. N3narensctBo JlaHb. DIIeKTPOHHO-OMOIHOTEYHAS CHCTEMA

https//e.lanbook.com/

3. Hayunas >nextpornas 6nbmmoreka eLIBRARY.RU

http://elibrary.ru

KoMmniekT JTUIEH3HOHHOT0 U CBOOOHO PACIIPOCTPAHSIEMOI0 IPOrPAMMHOI0 o0ecreyeHust

Hepeqenb JIMHICH3UOHHOI'0 MPOIrpaMMHOro o0ecneyeHus

- «1C: byxranrepus 8.2» na 20 pab. mecT;
- «1C: Yupasnenue toprosieit 8.2» Ha 20 pald. mMecT;

- «KoncynwrantlImoc» Bepcus IIpod. Ha 50 pab. mecr.;

- TTC «Kouncynprantllntocy - cereas;
- TTC «Kaccay - cereBas «Koncynprantlnrocy

Ilepeuennb npodeccuoHATBHBIX 023 JAHHBIX

1. YuuBepcuterckas oubnmoreka onnaitn — Www.biblioclub.ru

2 denepanbHOE Ka3HAYEHCTBO - WWW.roskazna.ru

3. Mundun Poccun - www.minfin.ru

4 Odunmanehsiii caiit CIIC «KoHcynbTaHT-TUIIOC) - WWW.Consultant.ru

4. KOHTPOJIb M OUEHKA PE3YJ/IbTATOB OCBOEHH
YYEBHOU AUCLUIIJIMHBI

KoHTponb u OIleHKa pe3yiabTaTOB OCBOCHHUS y4eOHOW TUCHMIUIMHBI OCYIIECTBIISIETCS
IpernojiaBaTesieM B IMPOLEcCe MPOBEACHUS MPAKTUYECKUX 3aHATHHA W J1abOpaTOpHBIX padoT, a
TaK)K€ BBIMOJIHEHUS 00Y4arOIIUMUCS HHANBUAYAIBHBIX IPOEKTOB.

Pe3yabTaThl 00yueHus (0OCBOEHHbIE YMEHHs, YCBOCHHbIE
3HAHMA)

@opMbI U METOAbI KOHTPOJISI U
OLICHKH Pe3yJIbTATOB 00y4eHH sl

B PE3YIbTATC U3YUCHUS JUCHUIIIINHBI 06yqa}0m1/11710>1 JOJDKEH YMETD:

- OPUEHTUPOBATHCS B JACHCTBYIOIIEM 3aKOHOIATEIHCTBE
Poccuiickoit ®eneparuu 1u1s pemieHus 3aaad
po¢eCCUOHANBHON NeATETHFHOCTH, OCYIIECTBISATH MOUCK U
ananu3 uadopmanuu (OK 01, OK 02);

- NIEPUOIUYECKUI
BbIOOPOYHBIN YCTHBIN OIPOC;

— HaOJIIOZICHNE U OLICHKA
KayecTBa padOT Ha MPAKTUYECKUX
3aHATUAX; - AHAJIU3 PE3yJIbTaTOB
TECTUPOBAHUS

- OCYUIIECTBIIATh YCTHYIO U MTUCHbMEHHYIO KOMMYHHKAIIHIO,
MOKCK, aHATIN3 U HHTEPIpETAIUI0 HHPOpMAIIUH,
HE0OXOIUMOM TSI BHITTOTTHEHUS TPOGECCHOHATBHBIX
3ajJ1a4, MOJIb30BaThes MpodeccnoHalbHON TOKyMEeHTaluen
Ha roCyiapCTBCHHOM U MHOCTPAHHOM S3bIKaXx,
OCYIIECTBIIATH COOp MH(MOPMAITUH O IEATETLHOCTH
O6’I)€KT3, MPOBOAWTE MOATOTOBKY K MHBCHTApHU3alllH,
MIPUMEHSTh 3HaHUS 110 PUHAHCOBOM IrPaMOTHOCTH,
IUTAaHUPOBATh NMPEANPUHUMATENBCKYIO AesTenbHoCcTh (OK

- MePUOINYECKUI
BBIOOPOYHBIN YCTHBIH OMpoC;

- HaOJI0ICHNE U OLICHKA
KayecTBa padoOT Ha MPAKTUYECKUX
3aHATHUSAX;

- AaHAJIN3 Pe3yJbTaTOB TECTUPOBAHUS
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01, OK 02, OK 03, OK 9, TIK 2.2, TIK 2.3, 1K 2.6);

- MPOBEPSATH HAJTUYKE B IOKYMEHTaxX 00s3aTEIbHBIX
PEKBHU3UTOB; pabOTaTh B KOJUICKTHBE M KOMaHJIC,
OCYUIECTBJISITh YCTHYIO M MUCbMEHHYI0 KOMMYHUKAIIHIO,
MCIOJIb30BaTh UH(GOPMAIIMOHHBIE TEXHOJIOTHH, IIPOBOUTH
MOHUTOPHUHT YCTPAHEHUSI MEHEI)KMEHTOM BBISIBIICHHBIX
HapYIICHU TPOBOIUTH (POPMAIIBHYIO TIPOBEPKY
JIOKYMEHTOB, OPTaHU30BbIBATh JOKYMEHTOOOOPOT,
pa3buparbcs B HOMEHKIIATYpE e, epeaaBaTh JOKYMEHTHI
B TEKYLIUI U MOCTOSHHBIN ApXUB MO UCTEYEHUHN
YCTAaHOBJICHHOT'O CPOKA XPaHEHHUsI, KOHTPOJIbHBIE
MPOLIEAYPHI, U UX IOKYMEHTUPOBAHUE, TOTOBUTH U
0(OpMIIATH 3aBEPIIAIOIINE MATEPUAIIBI TT0 PE3YJIbTaTaM
BHyTpenHero koHTpous (OK 04; OK 05; OK 09, [1IK 2.7,
I1K 4.7)

MEPUOINYECKUI
BBIOOPOYHBIN YCTHBIA OTIPOC;
- HAOJI0/ICHUE U OIICHKA
KauecTBa padoOT Ha MPAKTUYECKUX
3aHATUSAX;

- aHaJlu3 PE3yJIbTaTOB TCCTUPOBAHUA

B pe3ynbrarte u3yueHus: AUCUUTIINHBI 00 yJaIOUTHIICs T0JIKe

H 3HAThb:

- o0mme TpeboBaHMs K IOKYMEHTOOOOPOTY, HOPMATHBHBIE
IIPaBOBbIE aKThl, PETYIUPYIOLIUE IEIONPOU3BOICTBO IS
pereHust 3a/1a4 TpopeCCUOHATBLHOMN 1A TEIILHOCTH,
CTIOCOOBI IOMCKA, aHAIM3a U HHTEPIIPETAUN HHPOPMAIIUN
(OK 01, OK 02);

— IepUOANYECKUN BEIOOPOUHBII
YCTHBIN OIPOC; — HAOIIOJCHUE U
OIIEHKa KayecTBa paboT Ha
NPAKTUYECKHUX 3aHITUAX; - AaHAJIN3
pe3yIbTaTOB TECTHPOBAHUS

- BUJIbl KOMMYHMKALIUH{, IpaBuiIa MOJIb30BaHUS
po¢ecCUOHATILHOMN TOKyMEHTaluel Ha TOCyapCTBEHHOM
Y MIHOCTPAHHOM SI3bIKax, TpeOOBaHUs K paboTe B
KOJIJIEKTHBE U KOMaH/e, 3PPEeKTUBHOMY B3aUMOJCHCTBUIO
C KOJIJIEraMu, pyKOBOJCTBOM, KIINEHTaMH, OCHOBbI
(rHaHCOBOM I'PaMOTHOCTH, CITIOCOOBI KJIacCCU(UKAIUH,
MOWCK, aHaJIN3a ¥ MHTEPIpeTanuy HHpopMaIum,
OCHOBHBIE ITPOIEAYPHI TT0 OPOPMIICHHIO X035IHCTBEHHBIX
orepanui, TpeOOBaHUS K JIEATETHHOCTH KOMUCCHHU TIO
WHBEHTAPH3AIMN aKTHBOB B MECTaX UX XPaHEHHSI, OCHOBBI
WHBEHTAPHU3AINN U CTIOCOOBI MPOBEPKH JIEHCTBUTEIBHOTO
COOTBETCTBUS (PAKTHUYECKHX JTaHHBIX HMHBEHTAPU3AIHH,
croco0bI cOopa HHPOPMALINH O ACATEIHHOCTH 00BEKTA
BHyTpeHHero koHTpous (OK 01, OK 02, OK 03, OK 4, OK
5, 0K 09, TIK 2.2, TIK 2.3, TIK 2.6);

MEPUOJUYECKUI
BBIOOPOYHBIN YCTHBIN OIPOC;
HaAOIO/ICHUE U OIICHKA
KauecTBa padoOT Ha MPAKTUYECKUX
3aHATHAX; - AHAJIU3 PE3YyJIbTATOB
TECTUPOBAHUS

- nH(OpMaLIMOHHBIE TEXHOJIOTHH B MpodeccrnoHalbHON
nestenbHocTH, ['OCT P.6.30-2003, conepxxanue
PEKBHU3UTOB, PABUILHOCTH UX O(hopMIIeHUSs, TpaBuiIa
OpraHM3aIfy JOKyMEHTO000pOTa, CIOCOOBI YCTPaHEeHUS
MEHEKMEHTOM BBISIBIEHHBIX HAPYIIICHHUH, HEIOCTATKOB 1
PHCKOB, MOPSIOK COCTABJICHUS] HOMEHKJIATYPHI, TTpaBuja
paboTHI C TOKYMEHTAIIMEH, TIepeavy €€ B apXHuB,
KOHTPOJIbHBIE TIPOLIETYPHI, 1 X JoKymMeHTupoBaHue (OK
09, IIK 2.7 TIK 4.7)

MePUOINYECKUI
BbIOOPOYHBIN YCTHBIHN OMpoc;
— HaOJI0ZICHNE U OIICHKA
KayecTBa padoOT Ha MPAKTUYECKUX
3aHATHUSAX;

- aHaJIu3 PE3yJIbTaTOB TCCTUPOBAHUA

HToroBbiii KOHTPOJIb
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