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[Tporpammy coctaBmi(u):
IIpen., Kyzvmuna IO.K

PaGouast mporpaMma JUCHUTITUHBI
JIOKyMeHTaIlMOHHOE oDecrneueHne ypaBJieHus!

paspaboTaHa B cooTBeTCcTBUM ¢ TpeboBaHussMu GI'OC

e epalbHbIil roCy 1apCTBEHHBIN 00pa30BaTeIbHbII CTAHAAPT CPEIHETO MPO(ECCHOHAIBHOTO
obpazoBanus no cnernuansHoct 38.02.01 SKOHOMUKA U BYXT AJITEPCKUU YYUET (I1O
OTPACIJISIM) (Oyxranrep) (mpuka3z Munoopuayku Poccun ot 05.02.2018 1. Ne 69)

COCTABJICHA HA OCHOBAHNU Y4eOHOrO IUIaHa:
38.02.01 SKOHOMUMKA U BYXT'AJITEPCKNU YUET (ITO OTPACJIAIM) (Oyxrantep)
YTBEPKAECHHOIO YUEHBIM cOBETOM By3a oT 23.06.2022 npoTtokoia Ne 10.

PaGouast mporpamMmma ogo0peHa Ha 3aceJlaHun
arpokoJuIeaKa

ITporoxon Nel ot 31 aBrycra 2023 .
Cpoxk nerictBus nporpammel: 2023-2025 yu.r.
JlupexTop arpokoiuiemka . - inynuda Tatesna BoprcoBha

Pabouas nporpamma o00peHa U yTBepKIeHa METOTUIECKON
KOMHUCCHUEH ATpOKOJIIeIK
IIpotokon Nel ot 31 aBrycra 2023r.

IIpencenatens METOAUYECKON KOMHCCHHU * M uikas H.B




Busuposanue PII/ nist ucnosiHeHHs1 B 04epeAHOM Y4eOHOM IOy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucnonHeHus B 2023-2024 yuedbHom
rony
Ha 3aceJaHuU Kadeapbl arpOKOIIISIK

MOJNUCH  PaCIIU(ppPOBKA
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM IOy

Pabouas nporpamMmMa nepecMoTpeHa, 00cy>kaeHa 1 0100peHa s ucnonHeHus B 2024-2025 yuebHom
rony
Ha 3aceJaHuU Kadeaphl arpoOKOIIISIK

MOJNUCH  PaCIIU(POBKA
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM roxy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucnonHeHus B 2025-2026 yuebHom
rony
Ha 3aceJaHuU Kadeapbl arpOKOIIISIK

MOJNUCH  PacCIIU(pPOBKa
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM roxy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucrnonHeHus B 2026-2027 yuebHom
rony
Ha 3aceJaHuU Kadeaphl arpoOKOIIISIK

MOJNUCH  PacCIIU(pPOBKa



1. HEJIb U1 3AJAYHY OCBOEHUA JUCHUTIINHBI

ems:

PHOOPETEHUE CTYICHTAMH TEOPETHYCCKUX 3HAHMH B OOJIACTH JOKYMEHTAIIMOHHOTO O0CCIEUCHHs YIpaBICHUS, O3HAKOMIICHHE C
BUJIaMH JOKYMCHTOB, HCIOJb3YEMbIMA B JEITEIHOCTH OpPraHH3alMii, MOJy4YCHHE MPAKTUUYECKUX HABBIKOB MO CO3/AHHUIO U
00paboTKe 3TUX JTOKYMEHTOB.

3agauu:

- (opMHpOBaHHE UYETKOTO MPEJCTaBICHHS O HEOOXOANMOCTH M POIH JOKYMEHTHPOBAaHUS B JEATEIBHOCTH TPEANPHATHIA,
yupeKAeHull;

- O3HaAKOMJICHHUE C OCHOBaMH JCJIONTPOMU3BOACTBA U JIOKyMCHTOO60p0Ta B YUPCIKACHUAX 1 HCKOMMEPUYCCKNUX OpraHu3aluiIx;

- O3HAKOMJICHHE C OCOOCHHOCTSIMU 3allUThl CJ'Iy)Ke6HOfI u KOH(bI/IZ[QHI.II/I&J'H)HOfI I/IH(I)OpMaL[I/II/I, o0ecrcUeHHS OTKPBITOI'O AOCTYIIa
TpaxxaaH K I/IH(I)OpMaIII/II/I B COOTBETCTBUHU C IIOJOXCHHUAMHU 3aKOHOJATCIIBCTBA,

- (bOpMI/IpOBaHI/IG CIIOCOOHOCTH OpPHUCHTHUPOBATHCA B CUTyallUsIX, Tp€6yIOIIII/IX n3aHus COOTBECTCTBYIOIINX JOKYMCHTOB.

2. MECTO JUCIHHIIVIMHBI B CTPYKTYPE YYEBHOI'O IIJTAHA

Huxn (pazpem) OIL: |

2.1|BxoaHoii ypoBeHb 3HAHMIA:

2.1.1|BxomHoit ypoBeHb 3HAHUIA, YMEHHH, OMBITA JEATSIBHOCTH, TPEOYEMBIX ISl H3YUCSHUsI AUCIIUTUTHHBI (MOTYJIs),
omnpeaenseTcs GeaepanbHbIM rOCyIapCTBEHHBIM 00Pa30BaTEIbHBIM CTAHIAPTOM CPETHEr0 00IIero 00pa3oBaHus
(yTBepxkneH npukazom MunoOpaayku Poccuu ot 17.05.2012 Ne 413 (pen. ot 31.12.2015))

2.2| AucuuMIIMHbI U NPAKTHKH, U1 KOTOPBIX 0CBOGHHE IAHHOM THCHMILIHHBI (MOIYJIs1) HEO0X0AUMO KaK
npeuiecTByloLee:

2.2.1|IToaroToBKa BBIITyCKHOM KBanu(HKAMOHHONH pabOThI

2.2.2|TIpon3BoCTBEHHAS MPAKTHUKA (110 MPOGUITIO CIIEHUATIBHOCTH)

2.2.3|ITPOU3BOJCTBEHHA ITPAKTUKA (ITPEAJAMUITIIOMHA )

2.2.4|Texnonorus cocraBlieHUs OyXrajaTepCKONH OTYETHOCTH

2.2.5|29x3aMeH M0 MO0

3. KOMIIETEHI[IA OBYYAIOIIETOCsl, ©°OPMUPYEMBIE B PE3YJIbTATE OCBOEHHUS AN CLUILINHBI
(MOJYJIST)

OK 10.: ITosib30BaThCs MPO(eccHOHAIbHOM JOKYMEHTALMEH HAa rOCy/IapCTBEHHOM U HHOCTPAHHOM SI3BIKAX;

3HaTh:

VYposens 1

Yposens 2

Yposens 3

YMeTh:

Ypogens 1

Yposens 2

VYposens 3

Baapners:

Yposens |

YpoBeHsb 2

VYposens 3

OK 09.: Hcnob30BaTh HHGOPMALMOHHBIE TEXHOJIOTUHU B IPOdecCHOHAILHO /1eTeIbHOCTH;

3HaThb:

VYposens 1

Yposens 2

YposeHs 3

YMmers:

VYposens 1

YpoBeHsb 2

Yposens 3

Baanern:

Yposens 1

YpoBeHsb 2

VYposens 3




IIK 1.1.: O0padaTbIBaTh NEepBUYHbIE OyXrajaTepcKkue J0KyMeHTbhI;

3HaThb:

Yposens 1

YpoBeHsb 2

VYposens 3

YMmers:

Yposens 1

YpoBeHs 2

Yposens 3

Baanern:

Yposens 1

Yposens 2

Yposens 3

OK 05.: OcyuiecTBJISITh YCTHYI0 M MUCbMEHHYI0 KOMMYHHKAIUIO HA TOCyAapcTBeHHOM si3bike Poccuiickoii @exepanuu ¢

Y4eTOM 0CO0eHHOCTell COMATBLHOIO U KYJbTYPHOI'0 KOHTEKCTA;

3HaTh:

Yposens 1

YpoBeHs 2

Yposens 3

YMmerh:

Yposens 1

VYposens 2

Yposens 3

Baanern:

VYposens 1

VYposens 2

Yposens 3

OK 04.: Pa6o

TaTh B KOJJICKTHUBE U KOMaH/e, B(I)q)eKTHBHO B3aMMO/1€elCTBOBATH C KoJ/lJIeraMu, pyKoBOoACTBOM, KJIUCHTAMHU;

3HaTh:

Yposens 1

VYposeHs 2

VYposens 3

YMmeTh:

Yposens 1

VYposens 2

Yposens 3

Baaners:

Yposens 1

Yposens 2

Yposens 3

OK 03.: IlnannpoBaTh U peaIn30BbIBATH COOCTBEHHOE NMPOdecCHOHAIBLHOE I TUYHOCTHOE Pa3BUTHE;

3HaTh:

VYposens 1

YposeHs 2

Yposens 3

YMmers:

VYposens 1

VYposeHs 2

Yposens 3

Baanern:

Vposens 1

VYposens 2




Yposens 3

OK 02.: OcyuiecTBJSITh IOUCK, AHAJTU3 U HHTEPIPeTANMIO HHPOPMALMH, He00X0AMMOH IS BHINOJHEHHS 32124

npodeccnoHaILHOM 1eATeIHLHOCTH;

3HaTh:

Vposens 1

VYposeHs 2

Yposens 3

YMmeTh:

Vposens 1

VYpoBeHs 2

YposeHs 3

Baapners:

VYposens 1

Yposens 2

VYposens 3

OK 01.: Bbioupath crioco0bl pereHus 3aa4 npogeccuoHaJbHOM JeATeJbHOCTH NPUMEHUTENBHO K Pa3JIHYHbIM
KOHTEKCTaM;

3HaTh:

Vposens 1

VYpoBeHs 2

YposeHs 3

YMeTh:

VYposens 1

Yposens 2

VYposens 3

Baapers:

Yposens |

Yposens 2

VYposens 3

B pe3yabTaTe 0cBOGHMS AMCUHUIIJIMHBI 00YUYAIOLIUTCS 10/IZKEH

3.1|3naTn:
3.1.1|- monsiTHe, LenH, 3a7a4X ¥ IPUHIIMIIBI 1ETOMPON3BOICTBA;
3.1.2|- ocHOBHBIE TOHATHS JOKYMEHTALMOHHOTO 00ECTIeUeH s YIIPaBICHUS;
3.1.3|- cucremMbr JOKYMEHTAIIHOHHOTO 00ECTICUEeHNUS yIIPABICHNUS,
3.1.4]- xnaccuduKaIuo TOKyMEHTOB;
3.1.5]- TpeOOBaHNS K COCTABICHHIO H O(OPMIICHHIO JOKYMEHTOB;
3.1.6|- opranm3anuio T0KyMeHTO000pOTa: TIpreMa, 00padOTKY, PETHCTPALIUI0, KOHTPOJIb, XpaHEHHE TOKYMEHTOB, HOMEHKIIATYPY
Jelt.
3.2|Ymerth:
3.2.1|- noHsTHE, LIENH, 3a]1a41 U IPUHIIMITBI ACTOIPOU3BOICTBA;
3.2.2|- OCHOBHBIE TMOHSTHUS TOKYMEHTAIHOHHOTO 00CCTICUCHHUS YITPABIICHUS;
3.2.3]- cucTeMbl TOKYMEHTAIIMOHHOTO 00ECTIeUCHHUS YIPABIICHUS;
3.2.4|- xnaccuduKanuio JOKYMEHTOB;
3.2.5]- TpeOOBaHUs K COCTABJICHUIO 1 OPOPMIICHUIO IOKYMEHTOB;
3.2.6]- opranuzanuio J0KyMeHT0000poTa: mpuemMa, 00paboTKy, perucTpanuio, KOHTPOJb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY
JIelt.
3.3|Bnraners:
4. CTPYKTYPA U COAEP)KAHUE JUCLHHUIIJIMHBI (MOAY JIS)
Kon HaumenoBanue pa3nenoB u tem | Cemectp / Yacos Komneren- :111210]:-1;1;[ Al;c;.ﬂ Jlutepa- | Dopmsl
3aH. /Bupa 3aHATUSA/ Kypc 107071 KfM“. (l)ﬁ()pMLl Typa | KOHTpOJIsi
00yY-l.




Paspen 1.

1.1 |AOY: nousrue, 3anauu, Gpynxuuu /Jex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenor
09.0K 10. | 09 OK 10 J1.1J12.2 aHue
2.1
€)
1.2 |Knaccudukanms nokymeHToB /Jlek/ OK 02. OK | OK 02 OK JI1.2 | Cobecenor
09.0K 10. | 09 OK 10 J1.1J12.2 aHue
J12.1
€)!
1.3 |Knaccudukanus noxkymentos /TIp/ OK 02. OK | OK 02 OK J1.2 Tecr,
09.0K 10. | 09 OK 10 JI1.1J12.2 | TBOpUECKO
J2.1 € 3a/1aHne
€]
1.4 |PekBHU3HUTHI JOKYMEHTOB ¥ O0IIIHE OK 02. OK | OK 02 OK JI11.2 CobecenoB
npaBuiia ux opopmieHus /JIex/ 09.0K 10. | 090K 10 JI1.1J12.2 aHue
J12.1
31
1.5 |PeKBHU3UTHI JOKYMEHTOB H O0IIHE OK 02. OK | OK 02 OK JI1.2 Tecr,
npasuia ux opopmitenus /IIp/ 09.0K 10. | 09 OK 10 JI1.1J12.2 | TBOpUECKO
J2.1 € 3a7aHue
31
1.6 |OdopmiieHre HHPOPMAITOHHO- OK 02. OK | OK 02 OK JI1.2 | Cobecenor
CIPaBOYHBIX JIOKyMEHTOB /JIek/ 05.0K 09. | 050K 09 JI1.1J12.2 aHue
OK 10. OK 10 2.1
31
1.7 |Odopmienue nHbOpPMAIIMOHHO- OK 02. OK | OK 02 OK JI1.2 | TBopuecko
CNPaBOYHBIX JOKyMeHTOB /I1p/ 05. 0K 09. | 050K 09 JI1.1J12.2 | e 3anaHue
OK 10. OK 10 J2.1
31
1.8 |HdokymeHTHpOBaHHE OpraHU3AIMOHHO- OK 02. OK | OK 02 OK JI1.2 | CobGecenon
pacropsANTENbHBIX JOKyMEHTOB /JIek/ 05.0K 09. | 050K 09 JI1.1J12.2 aHue
OK 10. OK 10 2.1
€]

1.9 |[okyMeHTUpOBaHHE OPraHU3aLUOHHO- OK 02.OK | OK 02 OK JI1.2 | TBopuecko

pacropsauTeNbHBIX ToKyMeHToB /TIp/ 05.0K 09. | 050K 09 JI1.1J12.2 | e 3amanue
OK 10. OK 10 J12.1
31
1.10 |doxymeHTHpOBaHHE OpraHU3AIMOHHO- OK 02. OK | OK 02 OK JI1.2 | Cobecenon
pacropsAuTeNbHBIX JOKyMeHTOB /Cp/ 05.0K 09. | 050K 09 JI1.1J12.2 aHue
OK 10. OK 10 J2.1
€]
1.11 |Opranusanus gokymeHToobopora /JIex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenon
05.0K 09. | 050K 09 J1.1J12.2 aHne
OK 10. OK 10 JI12.1
31
1.12  |Oprarmsanus nqoxymeHtoobopota /Ip/ OK 02. OK | OK 02 OK J1.2 Tecr
05.0K 09. | 050K 09 J1.1J12.2
OK 10. OK 10 J2.1
€]

1.13  |Opranusanus paboThl ¢ JOKyMEHTaMHU, OK 01.0OK | OK 01 OK JI1.2 | Cobecenon
COJICPIKAIIMMHU KOH(GHUICHIIHATBHYIO 05.0K 09. | 050K 09 JI1.1J12.2 anue
uHdopmaruo /JIex/ OK 10. OK 10 J12.1

€]

1.14 |Opranusanus paboThl ¢ JOKyMEHTaMU, OK 01.0K | OK 01 OK J1.2 Tecr
COJICPIKAIIMMHU KOH(BHUICHIIHATBHY O 05.0K 09. | 050K 09 JI.1J12.2
unpopmaruio /IIp/ OK 10. OK 10 J12.1

€]

1.15 |OdopmieHne TOKyMEHTOB IO JIHUHOMY OK 02. OK | OK 02 OK JI1.2 | Cobecenon

cocraBy /Jlex/ 05.0K 09. | 050K 09 J1.1J12.2 aHne
OK 10. OK 10 J12.1
€]

1.16 |Odopmnenne TOKyMEHTOB 110 THYHOMY OK 02. OK | OK 02 OK .2 Tect

cocray /IIp/ 05.0K 09. | 050K 09 JI1.1J12.2
OK 10. OK 10 JI12.1

€]




1.17 |Cocrasnenue pestome /JIex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenon
05.0K 09. | 050K 09 J1.1J12.2 aHne
2.1
€]
1.18 |Cocrasnenue pestome /I1p/ OK 02. OK | OK 02 OK JI1.2 | TBopuecko
05.0K 09. | 050K 09 JI1.1J12.2 | e 3amanue
J2.1
31
1.19 |Cocraenenue pestome /Cp/ OK 02. OK | OK 02 OK JI1.2 | Cobecenon
05.0K 09. | 050K 09 J1.1J12.2 aHne
J2.1
€]

1.20 |Odopmienye U NOPSIOK 3aKITIOUECHUS OK 02. OK | OK 02 OK JI1.2 | Cobecenon

TpyAoBOro aorosopa /Jlex/ 05.0K 09. | 05 OK 09 JI1.1J12.2 aHue
JI12.1
31

1.21 |OdopmieHye 1 NOPSAIOK 3aKITIOYECHUS OK 02. OK | OK 02 OK JI1.2 | TBopuecko

TpyaoBoro gorosopa /I1p/ 05. 0K 09. | 050K 09 JI1.1JI2.2 | e 3amanme
J2.1
€]

1.22  |Odopmienye U NOPSIOK 3aKITIOYECHUS OK 02. OK | OK 02 OK JI1.2 | Cobecenon

TpyaoBoro gorosopa /Cp/ 05.0K 09. | 05 OK 09 JI1.1J12.2 aHue
J2.1
€]

1.23 | lokyMEeHTHPOBaHUE NIEPEBOAA OK 01.OK | OK 01 OK JI1.2 | Cobecenos
paboTHUKA Ha APYTYIO paboTy U 02.0K 04. | 02 OK 04 JI1.1J12.2 aHue
yBOJIHEHHS paboTHUKa /JIex/ OK 05. OK | OK 05 OK J12.1

09.0K 10. | 09 OK 10 €]

1.24 |doxymeHTHpOBaHHE IIEpEBOIA OK 01. OK | OK 01 OK JJ1.2 Tecr,
paboTHUKA HA APYTYIO paboTy | 02.0K04. | 02 OK 04 JI1.1J12.2 | TBOpUECKO
yBoOJIbHEHUs pabotHuka /I1p/ OK 05. OK | OK 05 OK J2.1 € 3aJlaHne

09.0K 10. | 09 OK 10 €]

1.25 |Ponb Oyxrantepuu B pelIeHHU OK 01.OK | OK 01 OK JI1.2 | Cobecenon
(MHAHCOBBIX CTPaTETUYECKUX 3a/1a4 02. OK 05. | 02 OK 04 J1.1J12.2 aHue
npeanpustus. CnocoObl UCTIPaBICHUS OK 09. OK | OK 05 OK J12.1
omnboK B GUHAHCOBO-pacyETHOM 10.TIK 1.1. ] 09 OK 10 €|
nokyMmeHTarmu /Jlex/ MK 1.1

1.26 |Ponb Oyxrantepuu B pelieHUU OK 01. 0K | OK 01 OK JI1.2 | TBopuecko
(DMHAHCOBBIX CTPATErHYECKUX 33724 02. OK 05. | 02 OK 04 JI1.1JI2.2 | e 3amanme
npeanpusitusi. CriocoObl HCIPaBICHUS OK 09. OK | OK 05 OK J12.1
omHO0K B GUHAHCOBO-paCcUETHOM 10.TIK 1.1. | 09 OK 10 91
nokymenTanuu /I1p/ MK 1.1

1.27 |Ponb Gyxranrepuu B pelieHUH OK 01. 0K | OK 01 OK JI1.2 | Cobecenon
(DMHAHCOBBIX CTPATErHYECKUX 33724 02. OK 05. | 02 OK 04 JI1.1J12.2 aHue
npeanpustus. CoocoObl UCIIPaBICHUS OK 09. OK | OK 05 OK J2.1
omu60K B (GUHAHCOBO-PACUETHOM 10.IIK 1.1. | 09 OK 10 €]
nokymenraimu /Cp/ K 1.1

1.28 |OcHOBHBIE BUIIBI JOKYMEHTOB 110 OK 01.0OK | OK 01 OK J1.2 | Cobecenos
(MHAHCOBO-PACUETHBIM OTIEPALHSM. 02. OK 05. | 02 OK 05 JI1.1J12.2 aHue
JIOKYMEHTBI 110 CHAOXKEHUIO U COBITY OK 09. OK | OK 09 OK J2.1
/JTex/ 10.TIK 1.1. | 10TIK 1.1 31

1.29 |OcHoBHBIE BU/IBI JOKYMEHTOB I10 OK 01. OK | OK 01 OK JI1.2 | TBopuecko
(hMHAHCOBO-PACUYETHBIM OTICPALIHSIM. 02. OK 05. | 020K 05 JI1.1JI2.2 | e 3amanme
JIOKYMEHTBI 110 CHAOKEHUIO U COBITY OK 09. OK | OK 09 OK J2.1
/Mp/ 10.TIK 1.1. | 10TIK 1.1 €)!

1.30 |OcHoBHBIE BUJIBI JOKYMEHTOB 110 OK 01.OK | OK 01 OK JI1.2 | Cobecenon
(bMHAHCOBO-PACYETHBIM OTICPAIHSM. 02. OK 05. | 020K 05 JI1.1J12.2 aHue
JIOKYMEHTBI 110 CHAOXKEHUIO U COBITY OK 09. OK | OK 09 OK J12.1
/Cp/ 10.TIK 1.1. | 10TIK 1.1 31

1.31 |OkcnepTusa LEHHOCTH JTOKYMEHTOB OK 02. OK | OK 02 OK JI1.2 | Cobecenon
/JTex/ 05.0K 09. | 050K 09 J1.1J12.2 aHne

OK 10. OK 10 J2.1

€]




1.32  |Dkcneptu3sa neHHOCTH JoKyMeHToB /TIp/ 1 2 OK 02. OK | OK 02 OK 2 JI1.2 Tect
05. 0K 09. | 05OK 09 J1.1J12.2
OK 10. OK 10 2.1
Ol
1.33  |DOxcnepTu3a LIEHHOCTH JOKYMEHTOB /Cp/ 1 1 OK 02. OK | OK 02 OK JI1.2 | Cobecenos
05. 0K 09. | 05 OK 09 J1.1J12.2 aHue
OK 10. OK 10 J12.1
€|
1.34 |OnepaTuBHOE XpaHEHHE JOKYMEHTOB U 1 2 OK 01.OK | OK01 OK 2 JI1.2 CobecenoB
TIOATOTOBKA JeT K JITUTEITEHOMY 02. OK 05. | 02 OK 05 JI1.1J12.2 aHue
xpaHenuto /Jlex/ OK 09. OK | OK 09 OK J12.1
10. 10 €|
1.35 |OnepaTuBHOE XpaHEHUE JOKYMEHTOB U 1 1 OK 01.OK | OK01 OK 2 JI1.2 | TBopuecko
TIOATOTOBKA JEJ K JITUTEIEHOMY 02. OK 05. | 02 OK 05 JI1.1JI12.2 | e 3amanme
xpanenuto /TIp/ OK 09. OK | OK 09 OK JI12.1
10. 10 21
1.36 |OnepaTuBHOE XpaHEHHE JOKYMEHTOB U 1 1 OK 01.OK | OK 01 OK J1.2
TIOATOTOBKA JET K JITUTEIIEHOMY 02. OK 05. | 02 OK 05 JI1.1J12.2
xpanenuto /Cp/ OK 09. OK | OK 09 OK J12.1
10. 10 €|
1.37 |O6ecrnedeHne COXpaHHOCTH IOKYMEHTOB 1 2 OK 01.OK | OK01 OK 4 1.2
/JTex/ 02. 0K 04. | 02 OK 04 J1.1J12.2
OK 05. OK | OK 05 OK J12.1
09. 0K 10. | 09 OK 10 21
1.38 |O6ecrneueHne COXpaHHOCTH TOKYMEHTOB 1 4 OK 01.OK | OK 01 OK 4 JI1.2 | TBopuecko
/Mp/ 02.0K04. | 020K 04 JI1.1J12.2 | e 3amanue
OK 05. OK | OK 05 OK J12.1
09. 0K 10. | 09 OK 10 €|
1.39 |O6ecrnieueHre COXpaHHOCTH TIOKYMEHTOB 1 1 OK 01.OK | OK01 OK JI1.2 | Cobecenor
/Cp/ 02. 0K 04. | 02 OK 04 J1.1J12.2 aHne
OK 05. OK | OK 05 OK J12.1
09. 0K 10. | 09 OK 10 €|
1.40 |/3auérCOu/ 1 0 OK 01.OK | OK 01 OK JI1.2 | Bompocsl k
02. OK 03. |02 ok 03 OK J1.1J12.2| 3auéry
OK04.0K | 040K O05 J12.1
05. OK 09. | OK 09 OK
OK 10.1IK | 10TIK 1.1
1.1.

5. ®OHJ OHEHOYHBIX CPEJACTB

Bomnpocs k 3a4ery 1o qucuuminee «JJoKkyMeHTalnoHHOE 00ecieueHIe yIPaBIeHUsD)

1. JlaiiTe ompeneneHue JOKyMEHTa.

2. HazoBuTe BUABI TOKYMEHTOB.

3. KakoBbI OCHOBHBIE TPEOOBAHUS K U3JI0KEHHIO TEKCTA JTOKYMEHTa?

4. OxapakTepusyiTe JOKyMEHTHI, TIOJUIMHHBIE TI0 FOPUAMIECKOM crIIe.

5. OxapakTepu3ytTe MOHITHE «YTIPABICHYECKUI TOKyMEHT.

6. Uro Takoe BXOJAIIUMA JOKYMEHT?

7. Yto Takoe UCXOMAIINI TOKYMEHT?

8. Knaccudukanus nokymeHToB (pU3HAKH KilacCU(UKALMN).

9. Yto TaKoe NeNonpoU3BOJICTBO?

10. Yto Takoe pekBU3UT?

11. CKOJBKO PEKBU3UTOB CYIIECTBYET?

12. Kakue cocTaBHbIe YacTh (peKBU3UTHI) BbI 3HaeTE?

13. PacnionoxeHrne OCHOBHBIX PEKBH3UTOB B JJOKYMEHTAX.

14. HazoBuTE pEeKBU3UTHI, HE 00A3aTeNbHBIE U OPUIIHATIBHOTO MUChMA.

15. BOTBPIIMHCTBO JOKYMEHTOB HMEIOT OTHH U T€ YK€ PEKBU3HUTHI, HO KOXKABIHA B TOKyMeHTa — CBOH (opmyisip. OTaero 3to
3aBHCHUT?

16. Yto Takoe dopmyiisp noKyMeHTa?

17. Yro BkItOUaET B ceOsl OHATHE KYyTBEPXkKACHHE TOKyMeHTa»? Kakue pekBU3UTHI BXOAAT B cocTaB rpuda yreepxkacHus? [ ne onn
pacronaratorcs?

18. Ha3zoBuTe peKBU3UT, KOTOPBIHA 0YOPMIISETCS ITPU PETUCTPAIMH JOKYMEHTOB.

19. O0ObscHUTE HAa3HAUEHHE PEKBH3NUTA «IIOAMHUCHY», KAKHE 3JIEMEHTHI BXOAAT B 3TOT PEKBH3HT?

20. B xakux ciydasx o0s3aTebHO HAJ0 3aI0JIHATh PEKBU3UT «CChIJIKA HAa MHJEKC U IaTy BXOJSAIIETO JTOKYMEHTa»?
21. Kakuie peKBU3UTHI TIPOCTABJIAIOTCS B IPABOM BEpXHEM yriy OjiaHka?

22. Kakoii peKBU3UT OINpeneseT MOIMHHOCTh JOKyMEHTa?




23. OObsCHHUTE HAa3HAUECHHE PEKBH3UTA «PE30ITIOIIUS.

24. Yto Takoe «BU3a» HA JOKyMEHTe?

25. OObacHUTE Ha3HAUEHHE PEKBU3UTA «COITIACOBAHHE IOKyMEHTay. 113 KaKUX 3JIEMEHTOB COCTOMT I'pud corjiacoBaHuUs?

26. Kak opmupyercst 3arojloBoK K TeKCTy? B Kakux JOKyMEHTaX 3aroJIoBOK COTJIACyeTCsl ¢ HANMEHOBAaHUEM BHA JOKYMEHTa B
nagexe?

27. OdopmuTE HECKOIBKO 3ar0JI0BKOB K TEKCTaM: IMChMa, aKTa, IPOTOKOJIA, JOKIAJHON 3aIIUCKH

28. YUro takoe OPJ] (opraHu3aliiOHHO-pACOPSIUTEIbHAS JOKyMEHTAIHS )?

29. O0BAcHUTE Ha3HAUEHHE PACTIOPSIUTENBHBIX JOKYMEHTOB.

30. [IpuBenuTe NPUMEpPHI PACTIOPSTUTENHHBIX TOKYMEHTOB.

31. OxapakTepu3yiiTe Ha3HaYCHHE OPTaHU3AIMOHHBIX IOKyMEHTOB.

32. IlpuBeaure NpUMepbl OPraHU3alUOHHBIX JOKYMEHTOB.

33. O0bscHHUTE Ha3HAYEHHE HH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

34. IlpuBenure npuMepbl HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

35. OObaAcHUTE Ha3HAUEHHE JIOKyMEHTA «I0KIaHas 3anuckay. Kakue peKBU3UTHI UCIIOIb3YIOTCS IPU COCTABICHUU JOKIAIHON
3arucKu?

36. Uto Takoe 00bICHUTENIbHAS 3aMHCKa?

37. K xakomy Bugy OPJ] otHOCHTCs ipoTokon? Kakne peKBU3UTHI MCTIOIB3YIOTCS TIPU COCTaBICHUH MpoTokona? M3 kakux yacrei
COCTOUT TEKCT MPOTOKOIa?

38. K xakomy Buny OPJ] otHocuTcs akT? Kakue peKBU3UTHI HCHIONbB3YIOTCS IPU cocTaBlaeHUM akTa? Kakue BUIbI aKTOB HOAJIEKAT
YTBEPKICHUIO?

39. Yto Takoe JOIKHOCTHASL MHCTPYKIMSA?

40. CocraBbTe JOKIAAHYIO 3aIIUCKY O IPUYUHAX HECBOEBPEMEHHOI'O MIPEACTABICHH HH(GOPMAIIMU O BHINOIHEHUU IIPUKa3a
JIPEKTOpa.

41. CocraBbTe JOKIAAHYIO 3aMCKY HaYaIbHHUKA MJIaHOBO-(HMHAHCOBOTO OT/EJa PYKOBOIUTEIIIO IPEANPUATHS 00 obecriedeHnn
OTJeNa YeTHIPbMS KOMITEIOTEPaMH.

42. CocraBbTe CIPaBKy O 3apIlaTe BaIlero COTPYAHHUKA IS MPEIOCTaBICHHS IO MECTy TpeOOBaHMSI.

43. W3 xaKkux 4acTell COCTOUT TEKCT IpuKasza?

44. Kak pOopMHpPYIOTCS ITyHKTHI PaciOPSAUTELHON YacTH IpruKasza?

45. OdopmiieHue MPUKA30B 110 JTUYHOMY COCTaBY.

46. Yto Takoe «ayOnuKaT» TpyJOBON KHIKKU?

47. CocTaBbTe pe3ioMe.

48. CocraBbTe npuKa3 o npueme Ha pabory Gyxranrepom MBAHOBOM WL.IT.;

49. Hanmmire 3asBiieHue o npuemMe Bac Ha paboTy 9KOHOMHCTOM B TOCYAapCTBEHHOE MPEATIPUSITHE.

50. Hanuimre 3asiBlieHHE O TPEAOCTABICHUN BaM aIMUHUCTPATHBHOTO OTITYyCKa TI0 CEMEHHBIM 00CTOSATEILCTBAM.

51. CocraBbTe NpHKa3 O IEPEBOJIE Ha PaObOTy BHYTPH OpraHU3alUu.

52. Kakue cpoku UCTIOTHEHUs TOKYMEHTOB Bbl 3HaeTe?

53. Kakoe JOoJKHOCTHOE JIMIIO CHUMAET JOKYMEHT C KOHTPOJIA?

54. Yro sBnsieTcss 00BbEKTOM KOHTPOJIS UCTIOMHEHUS JOKYMEHTOB?

55. VI3 xakuX 3J€MEHTOB COCTOUT PErUCTPAIIMOHHBIA HHAEKC JOKyMeHTa?

56. B yem 3akmmrouaercs 1ej1b JOKyMeHTooOopoTa?

57. Uro Takoe JOKyMeHTO000pOT?

58. Uto Takoe perucTparus J0KyMeHTOB?

59. YkaxuTe OCHOBHbIE CTaIUM AEIONPOU3BOACTBA.

60. Ha3oBwuTe sTams! paboTsI ¢ JOKYMEHTAMH, XapaKTepHbIE I TOKYMEHT0000pOTa.

61. K10 ocymiecTBiIseT IpeJBapuTeIbHOE PACCMOTPEHNE JOKYMEHTOB?

62. Ilo kakoMy IIPUHLUILY IIPOUCXOJUT OTOOP JOKYMEHTOB HA XpaHEHHE UM YHUUTOXEHUE?

63. JlaiiTe ompeenenne 3KCIepTU3bl IEHHOCTH TOKYMEHTOB.

64. B yeM 3akirouaroTcs 3aJauy 9KCIEPTU3bI JOKYMEHTOB?

65. Ha xaxue Tpymiisl MOKHO pa3OUTh CPOKH XpaHEHHS TOKYMEHTOB, YCTaHABIHBAEMbIE TIEPEUHIMU?

66. Kakue TpeOoBaHus HEOOXOAUMO COOJIOAATH TIPH MEPETUICTE WK TOAINBKE JIE] TTOCTOSHHOTO, BpeMeHHOoro (cBbiiie 10 ser)
XpaHeHHs U [0 JIMYHOMY COCTaBy?

CDOHZ[ OLCHOYHBIX CPCACTB IPEACTABJIICH B IPUJIOKECHUHU K pa6oqeﬁ nporpamMmme

6. IEPEUEHb UH®OPMAIIMOHHBIX TEXHOJIOT I

6.1 Ilepeyens MporpaMMHOro odecneyeHust

CnpaBouno-nipaBoBas cuctema "Koncynsrant [Lmoc"
Apache OpenOffice 4.1.1.

Odoucnsrii naker LibreOffice

Bpayzep Mozilla Firefox

6.2 IlepeyeHb HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

CnpaBouHo-nipaBoBas cucteMa "Koncynprant Ilmoc"
[Mopran busnec-naBuraropa

"Koncynprant Ilmtoc" - 3akoHogaTenscTBOo PO
DenepanbHas ciryx0a rocy1apCTBEHHOW CTATHCTUKA
DKOHOMHYECKAsl SKCIePTHAsI TPy
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7. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIINHBI (MOJY JISA)

Homep ayn.

Ha3znauenue

Oo6opynosanue u 110

|Bn)1 3aHSATHS

JACATCIbHOCTH

Ka6uner nH(pOpMAIIMOHHBIX
TEXHOJIOTHI B TIPO(eCcCHOHATILHO

MenoBas 1 IT., KOJOHKH - 1 IIT.

CTOJIBI yUYeHN4eckne — 32 MIT., CTOJ MpernoAasarens — | mr.,
crynbs — 37 wr., CuctemHsidi 610K — 18 mT., MoHHTOp — 18
mt., npoextop 1 mr., sxpan 200*200 cm, 1 mr., focka

8. YYEBHO-METOAUWYECKOE 1 HTHOOPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOY JIST)

8.1. Pexomennyemas aureparypa

8.1.1. OcHoBHas JauTepaTypa

ABTODBI, COCTaBHTEIH

3ariaBue

W3narenscTBO, TOI

yrpaBiieHus: YaeOHoe nocobue

JI1.1 |beixoBa T.A JlokyMeHTaunoHHOE 00ecieueHIEe YIpaBIeHUs ,2021
(menonpoun3BoICTBO) :
J1.2 |mamwmit, E. B. JlokyMeHTalnOHHOE 00eCTICUeHUE YIIPABICHHUS : Y4eOHOe ,2020
nocobue
8.1.2. lonostHUTeIbHAS IUTEPATYPA
ABTOpBI, COCTaBUTEIN 3armnaBue W3parenscTBO, rox
JI2.1 |bekoBa, T. A JlokyMeHTalnOHHOE 00eCIICUeHHE YIIPABICHHUS ,2022
(menonpon3BoaCcTBO) : yuebHoe nocodue / T.A. brikosa, T.B.
Kysnenona, JI.B. Cankuna ; nox obmr. pen. T.B. Ky3nerosoi.
JI2.2  |ITanacenko O.A. Jlenornpoun3BoACTBO: TOKYMEHTAIIMOHHOE 00ecrieueHne M.:PUOP, UIHOPA-M, 2016

8.2. Pecypcshl uH(pOpMAIMHHO-TeIeKOMMYHUKAUMOHHOI ceTn ""MHTepHeT"

9BC "Znanium"

9. METOAUYECKHE YKA3AHMUSA JJISA OBYYAIOIIIUXCA 110 OCBOEHUIO JUCHUTIJIMHBI (MOY JIS)

MGTO}II/ILICCKI/IC YKazaHus 1O U3YYCHHUIO JUCHUIIIMHBI U BBITIOJIHEHHUIO CaMOCTOSITEIIbHON pa6OTLI




JIMCT BHECEHUS U3MEHEHUI

Hdara
BHECEHHS
M3MeHeHH

Ne mpoTtoxoaa
3aceJaHus
Kadeapsl

ConepsxaHue u3MeHeHUIt

IMoanuce
npenogaBaTeJis,
BHOCSIIIETO
M3MEeHEeHUs




