MUHHUCTEPCTBO CEJbCKOI'O XO3SIICTBA POCCUHCKOHN ®EJEPAIINUN

denepanbHOE TOCYIApPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEKIEHHE BBICIIIETO 00pa30BaHMUs
«Kysbacckas rocyjapcTBeHHas CENbCKOXO3SUCTBEHHAS aKaAeMUSD)
ATpOKoJIIe K

YTBEPXJIAK
JlupexTop arpoK
latiaymmed T
31.08.2022 §: <

pabouas mporpamMma JUCITUTUTHHBI (MOTYJIs)

OI1 06 JlokymMeHTAaLMOHHOE
odecneyeHue
yHpaBJIeHUA
Y4eOHbI T1aH 38.02.01-22-9-1CBb.plx
DKOHOMUKA M OyXTalITePCKH yueT (10 OTpacisim)
[Mpodpune momyuaemMoro mpodecCHOHATBLHOTO 00pa30BaHUS TpHU
peanu3alud  TPOrpaMMbl  CPEIHEro  OOmero  oO0pa3oBaHUS:
COIMAITbHO-I)KOHOMHYECKHH

Kpanmupukamus Byxraarep

dopma 00yueHus Ounas

OO0m1as TpyJI0eMKOCTh 03ET

YacoB 1o yueOGHOMY TIIaHy 72 Bunel koHTpOS B cemecTpax:

B TOM 4HCIJIC:

KOHTaKTHasd pa60Ta 64

CaMOCTOsATCIIbHAA pa60Ta 8

YacChbl HA KOHTPOJIb

PacnpesesieHre 4acoB JHCHUILIMHBI 10 CeMeCTPpaM
Cemectp
(<Kypc>.<Cemectp Ha 3@2.0)
Kypee>) Uroro
Henenp 16
Bun 3ansatuit vl | PO | VI PIl
Jlexun 32 (32 |32 |32
IIpakTuueckue 32 |32 |32 |32
Hroro ayx. 64 |64 |64 |64
KonrakrtHas pabora 64 (64 |64 |64
Cawm. pabora 8 |8 |8 |8
Hroro 72 172 |72 |72

Kemeposo 2022 r.



[Tporpammy coctaBmi(u):
Llpen.,

PaGouast mporpaMma JUCHUTITUHBI
JIOKyMeHTaIlMOHHOE oDecrneueHne ypaBJieHus!

paspaboTaHa B cooTBeTCcTBUM ¢ TpeboBaHussMu GI'OC

denepalibHBIN rocyAapCcTBEHHBIH 00pa30BaTENbHbIN CTaHAAPT CPEeIHETO MPOGECCHOHATBHOIO
obpazoBanus 1o crermanbHocTH 38.02.01 DKOHOMUKA M BYXTAJITEPCKUI VUET (11O
OTPACIJISIM) (b6yxrantep, CIENHAIUCT M0 HAIOT000I0XKeHu o) (TTpuka3 MunoOpHayku Poccun ot
05.02.2018 r. Ne 69)

COCTaBJICHA HA OCHOBAaHMUHW Y4eOHOTO TUIaHa!

DOKOHOMUKA U OyXTaJITepCKHil ydeT (110 OTpaciisim)

[Tpoduns nomydaemoro npodeccnoHaIBbHOTO0 00pa30BaHuUs MPU PeaTU3aIUN IPOTPAMMBI CPEIHETO
o0m1ero o0pa3oBaHus: COIMATEHO-YKOHOMHYUECKUN

YTBEPKACHHOTO YUEHBIM cOBETOM By3a oT 23.06.2022 npoTokoia Ne 10.

PaGouast mporpamMmma ogo0peHa Ha 3aceJaHun
ArpoxkoJuienka

ITporoxon Nel ot 28 aBrycra 2022 r.
Cpox neiicteus porpamMmbl: 2022-2025 yu.r.

E

Hupexrop arpokojulepka .~~~ 1ynuHa TatbsHa bopucosHa

s

Pabouas mporpamma oz[o6peHa 1 yTBEPKJIeHA METOIMYECKOM
KOMHCCHEN ATpOKOJUIe K
[Tpotokon Nel ot 31 aBrycra 2022 .

IIpencenarens METOAMYSCKOM KOMHCCHHU ° M durikast H.B




Busuposanue PII/ nist ucnosiHeHHs1 B 04epeAHOM Y4eOHOM IOy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucnonHeHus B 2022-2023 yuebHom
rony
Ha 3aceJaHuU Kadeapbl arpOKOIIISIK

MOJNUCH  PacIIu(pOBKa
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM IOy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucnonHerus B 2023-2024 yuebHom
rony
Ha 3aceJaHuU Kadeaphl arpoOKOIIISIK

MOJNUCH  PacIIu(pOBKa
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM roxy

Pabouast nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 0100peHa s ucnonHeHus B 2024-2025 yuebHom
rony
Ha 3aceJaHuU Kadeapbl arpOKOIIISIK

MOJNUCH  PacIIu(pOBKa
Busuposanue PII/ nis1 ucnosiHeHHs1 B 04epeAHOM Y4eOHOM roxy

Pabouas nporpamMmMa nepecMoTpeHa, o0cy>kaeHa 1 o100peHa s ucrnonHeHus B 2025-2026 yuebHom
rony
Ha 3aceJaHuU Kadeaphl arpoOKOIIISIK

MOJNUCH  PacIIU(pOBKa



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

Hwuxn (pazmer) 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|Bemonnenune pa6ot no npodeccun "Kaccup"

2.2.2|KBanudukaoHHblil 5K3aMeH

2.2.3|KBanmdukanoHHbIi SK3aMeH

2.2.4|Hanoru u HamorooGnoxenue

2.2.5|TIpakTHyecKre OCHOBBI OYXTaJITEPCKOTO yYeTa aKTHBOB OpraHNU3aI[iH

2.2.6|YueOHast mpakThKa

2.2.7|YueOHas npakTuKa

2.2.8| DuHaHCHI, AEHEXKHOE 00palleHUE U KPEIUT

3. KOMIIETEHIINH OBYYAIOIIEI'OCH, @OPMHUPYEMBIE B PE3YJIBTATE OCBOEHUA JUCHUAIIINHBI
MOAYJIs)

OK 01.: Boi0upaTh cnocodbl pemieHus 3aJa4 NpogeccHOHATbHOI 1esITeJIbHOCTH IPHUMEHHUTEIbHO K Pa3TuYHbIM
KOHTEKCTaM;

3HaTh:

VYposens 1

VYposens 2

VYposens 3

YMmeTh:

VYposens 1

Yposens 2

VYposens 3

Baaners:

Yposens 1

Yposens 2

VYposens 3

OK 02.: OcymecTBJSITh IIOMCK, AHAJIM3 U HHTEPNpeTALUI0 HHPOPMALUHU, HeO0XOAMMON /11 BBINOJIHEHM 3a1a4
npogdeccnoHaILHOM AeATETHLHOCTH;

3HaTh:

VYposens 1

Yposens 2

VYposens 3

YMeTh:

Yposens 1

Yposens 2




VYposens 3

Baapners:

Ypogens |

Yposens 2

VYposens 3

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

3HaTh:

VYposens 1

YposeHs 2

Yposens 3

YMerh:

VYposens 1

Yposens 2

Yposens 3

Baapners:

Yposens 1

Yposens 2

VYposens 3

OK 04.: PadoTaTh B KOJUIEKTHBE U KOMaH/ie, 3P (PeKTHBHO B3aMMO/IelicTBOBATD ¢ KOJL1eTraMH, PyKOBOJACTBOM, KJIHEHTAMM;

3HaTh:

VYposens 1

Yposens 2

VYposens 3

YMeTh:

Yposens 1

YposeHs 2

VYposens 3

Baaners:

Ypogens |

Yposens 2

Yposens 3

OK 05.: OcymecTBJIATH YCTHYIO M MUCbMEHHYI0 KOMMYHHKALMIO HA TOCYyAapcTBeHHOM si3bike Poccuiickoii dexepanuu ¢
Y4eToM 0cOo0eHHOCTel COIHATBHOTO0 U KYJbTYPHOI0 KOHTEKCTA;

3HaTh:

Yposens 1

YposeHs 2

VYposens 3

YMeTh:

Ypogens |

Yposens 2

Yposens 3

Baapners:

Yposens |

Yposens 2

Yposens 3

IIK 1.1.: O6pabaTbiBaTh NepBUYHBbIE OyXTaJITepcKue JOKYMEHThI;

3HaThb:

VYposens 1

Yposens 2

VYposens 3

YMmers:

Yposens 1




YpoBeHsb 2

Yposens 3

Baanern:

Yposens 1

YpoBeHsb 2

Yposens 3

OK 09.: Ucnoaib30BaTh NHGOPMALMOHHBIE TEXHOJIOTHU B MPO(ecCHOHATbHOI 1esITeIbHOCTH;

3HaTh:

VYposens 1

Yposens 2

VYposens 3

YMerh:

Yposens |

Yposens 2

VYposens 3

Baanernb:

Yposensb 1

YpoBeHsb 2

VYposens 3

OK 10.: ITosb30BaThest NpodeccHOHAIBHON JOKYMeHTanuel Ha rocy1apcTBeHHOM H MHOCTPAHHOM SfI3bIKAX;

3HaTb:

Vposens 1

YpoBeHsb 2

Yposens 3

YMmers:

VYposens 1

YpoBeHsb 2

VYposens 3

Baanern:

Yposens |

YposeHs 2

VYposens 3

B pe3yabTaTe 0CBOCHUA TUCHUIIIMHBI oﬁyqammnﬁm JOJIZKEH

3.1|3narn:

3.1.1)- TNOHATHE, LCJIHU, 3aJa4U U TIPUHIUIILI JCJIOIIPON3BOACTBA;

3.1.2|- ocHOBHBIE OHATHS AJOKYMEHTAILIOHHOTO 00OECIICUeHHUS! YIIPABIICHUS;

3.1.3|- cucTeMsl JOKyMEHTAI[IOHHOTO OOECIICUCHNUS YIIPABIICHUS;

3.1.4]- xnaccudukanuo 10KyMEHTOB,;

3.1.5]- TpeOOBaHuUs K COCTABJICHUIO  OPOPMIICHUIO JOKYMEHTOB,

3.1.6|- opraHu3anmio TOKyMeHTO000pOTa: IpHeMa, 00pabOTKy, PErUCTPALHIO, KOHTPOJIb, XpPaHEHNE JOKYMEHTOB, HOMEHKIIATYPY

ACIL.

3.2|Ymerh:

3.2.1|- noHsTHE, LN, 33]Ja41 U TPUHIIMIIBI ACTOIPOU3BOICTBA;

3.2.2|- OCHOBHBIC MOHATHS JAOKYMCEHTAIlMUOHHOT'O obOecreueHus YIIpaBJICHUS

3.2.3]- cucTeMbl JOKYMEHTAIIMOHHOTO 00ECTIeYCHUS YIIPaBIICHUS,

3.2.4|- xnaccu¢ukanuo JOKyMEHTOB;

3.2.5]- TpeOOBaHuUs K COCTABJICHHUIO i O(OPMIICHHUIO JOKYMEHTOB;

3.2.6|- opraHu3anmio TOKyMeHT0000pOTa: IpHeMa, 00paboTKy, PErUCTPALIHIO, KOHTPOJIb, XpaHEeHNE JOKYMEHTOB, HOMEHKIIATYPY

JCII.

3.3|Baaners:




4. CTPYKTYPA U COAEPKAHUE JUCHUILIJIMHBI (MOLY JIs)

YpoBensn AKT. u
Koa |HammenoBanme pasnesioB u Tem /Bug| Cemectp / Komneren- HHT. JIutepa- | ®opmbl
3aH. 3aHATHS/ Kype Hacon 197011 cpopm-TH dhopmbl Typa KOHTPOJIst
KOMII. OBy
Paznea 1.
1.1 | AOY: noustue, 3anaun, GyHKIMN 3 2 OK 02. OK | OK 02 OK 2 JI1.1 | CoGecenoB
/JTex/ 09.0K 10. [ 09 OK 10 J1.2712.1 aHue
J12.2
€)!
1.2 |Knaccudukanus nokymeHTos /JIex/ 3 2 OK 02. OK | OK 02 OK 2 JI1.1 CobecenoB
09.0K 10. [ 09 OK 10 J1.2712.1 aHue
2.2
€)
1.3 |Knaccudukanus nokymentos /I1p/ 3 2 OK 02. OK | OK 02 OK 2 J1.1 Tecr,
09.0K 10. [ 09 OK 10 JI1.2J12.1 | TBOpHYECKO
J12.2 € 3aJaHne
31
1.4 |PexkBU3UTHI JOKYMEHTOB U O0IIHE 3 4 OK 02.OK | OK 02 OK 4 JI1.1 CobecennoB
npasuia ux opopmieHus /Jlex/ 09.0K 10. [ 09 OK 10 J1.2J12.1 aHue
2.2
€)!
1.5 |PexkBH3UTHI JOKYMEHTOB U 00IIHE 3 4 OK 02. OK | OK 02 OK 4 JI1.1 Tecr,
npaBuia ux odpopmienus /TIp/ 09.0K 10. | 090K 10 JI1.2J12.1 | TBOpUecko
J12.2 € 3aJJaHne
31
1.6 [Odopmnenne naHOpMaHOHHO- 3 2 OK 02. OK | OK 02 OK 2 JI1.1 | Cobecenon
CNPAaBOYHBIX JOKYMEHTOB /JIek/ 05.0K 09. [ 050K 09 J1.2J12.1 aHue
OK 10. OK 10 2.2
31
1.7 |Odopmiienre nHGOPMAIHOHHO- 3 2 OK 02. OK | OK 02 OK 2 JI1.1 | TBopuecko
CIPaBOYHBIX JIOKyMeHTOB /I1p/ 05.0K09. | 050K 09 JI1.2J12.1| e 3amanue
OK 10. OK 10 2.2
31
1.8 |[doxyMeHTHpOBaHUE OPraHU3ALUOHHO- 3 2 OK 02. OK | OK 02 OK 2 JI1.1 | CobGecenos
pacropsauTENbHBIX JOKYMEHTOB /JIek/ 05.0K09. | 050K 09 JI1.2J12.1 aHue
OK 10. OK 10 2.2
31
1.9 |HdokyMeHTHpOBaHHE OpTraHU3AIIOHHO- 3 2 OK 02. OK | OK 02 OK 2 JI1.1 TBopuecko
pacropsauTeNbHBIX JoKyMeHTOB /T1p/ 05.0K09. | 050K 09 JI1.2J12.1| e 3amanue
OK 10. OK 10 2.2
€]
1.10 |/loxyMeHTUpOBaHUE OPraHU3ALHOHHO- 3 1 OK 02. OK | OK 02 OK JI1.1 | CobGecenos
pacnopsauTeNbHBIX JOKyMeHTOB /Cp/ 05.0K09. | 050K 09 JI1.2712.1 aHue
OK 10. OK 10 2.2
31
1.11 |Opraauzanus JOKyMeHT00O0poTa 3 2 OK 02. OK | OK 02 OK 2 JI1.1 CobecenoB
/JTex/ 05.0K 09. [ 050K 09 J1.2J12.1 aHne
OK 10. OK 10 2.2
€]
1.12 |Opranusanus jokymertoo6opora /IIp/ 3 2 OK 02. OK | OK 02 OK 2 J1.1 Tect
05.0K 09. [ 050K 09 J1.2J12.1
OK 10. OK 10 2.2
31
1.13  |Opranuszanus paboThl ¢ JOKyMEHTaMH, 3 2 OK01.0OK [ OK 01 OK 2 JI1.1 | CobGecenos
COJICpPKAIIMMHU KOH(PHICHIIUATBHYTO 05. OK 09. 05 OK 09 JI1.2J12.1 aHne
unpopmaruio /Jlex/ OK 10. OK 10 J12.2
€]
1.14 |Opranuzamus paboThl C TOKYMEHTaMH, 3 2 OK01.0K | OK01 OK 2 JI1.1 Tect
COJIepKAIIMMU KOHPHICHIINATBHYIO 05. OK 09. 05 OK 09 JI1.2J12.1
unpopmanuto /TIp/ OK 10. OK 10 .2

€]




1.15 |OdopmieHne TOKYMEHTOB IO THYHOMY OK 02. OK | OK 02 OK JIL.1 Cobecenos

coctaBy /JIex/ 05.0K 09. | 050K 09 J1.2J12.1 aHne
OK 10. OK 10 2.2
€]
1.16 |OdopmieHne TOKYMEHTOB IO TUYHOMY OK 02. OK | OK 02 OK J1.1 Tect
coctaBy /I1p/ 05.0K 09. | 050K 09 J1.2J12.1
OK 10. OK 10 J2.2
31
1.17 |CocraBnenue pestome /Jlex/ OK 02. OK | OK 02 OK J1.1 Cobecenon
05.0K 09. | 050K 09 J1.2J12.1 aHne
J12.2
€]
1.18 |CocraBnenue pestome /I1p/ OK 02. OK | OK 02 OK J1.1 TBopuecko
05.0K 09. | 050K 09 JI1.2J12.1| e 3aganue
J12.2
31
1.19 |Cocrasnenne pestome /Cp/ OK 02. OK | OK 02 OK J1.1 | CobecenoB
05.0K 09. | 050K 09 J1.2J12.1 aHne
J12.2
€]

1.20 |Odopmienye U NOPSIOK 3aKITIOYECHUS OK 02. OK | OK 02 OK JI1.1 | Cobecenos

TpyAoBoro aorosopa /Jlex/ 05.0K 09. | 05 OK 09 JI1.2J12.1 aHue
J12.2
€]

1.21 |OdopmieHye U NOPSIOK 3aKITIOUECHUS OK 02. OK | OK 02 OK J1.1 TBopuecko

TpynoBoro gorosopa /TIp/ 05.0K 09. | 05 OK 09 JI1.2J12.1| e 3ananue
J2.2
€]

1.22  |Odopmnenye 1 NOpsSIOK 3aKITIOYECHUS OK 02. OK | OK 02 OK JI1.1 | Cobecenon

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

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

09.0K 10. | 09OK 10 31

1.24 |HdoxymeHTHpOBaHHUE TIEpEBOIA OK 01.OK | OK 01 OK JI1.1 Tecr,
paboTHHKA Ha IPyTyi0 paboTy u 02.0K04. | 02 OK 04 JI1.2J12.1 | TBOpUECKO
yBoJIbHEHUs pabotHuka /T1p/ OK 05. OK | OK 05 OK 2.2 ¢ 3aJlaHne

09.0K 10. | 09 OK 10 €)!

1.25 |Ponb Oyxrantepuu B pelIeHHH OK 01.0OK | OK 01 OK JI1.1 | Cobecenon
(UHAHCOBBIX CTPaTETHUECKUX 3a/1a4 02. OK 05. | 02 OK 04 J1.2J12.1 aHue
npeanpusitusi. CriocoObl HCIPaBICHHUS OK 09. OK | OK 05 OK J12.2
omnboK B GUHAHCOBO-pacUETHOM 10.TIK 1.1. | 09 OK 10 €|
nokyMeHTarmu /Jlex/ MK 1.1

1.26 |Ponb Oyxrantepuu B pelicHUU OK 01. 0K | OK 01 OK JI1.1 TBopuecko
(DMHAHCOBBIX CTPATErHYECKUX 3a7a4 02. OK 05. | 02 OK 04 JI1.2J12.1| e 3amanme
npeanpusitusi. CriocoObl HCIPABICHUS OK 09. OK | OK 05 OK J12.2
omK60K B (PUHAHCOBO-paCcUETHOM 10.IIK 1.1. ] 09 OK 10 €]
nokymenTanuu /I1p/ MK 1.1

1.27 |Ponb OyXrantepuu B pelICHUU OK 01.0OK | OK 01 OK J1.1 | Cobecenos
(DMHAHCOBBIX CTPATErHYECKUX 33724 02. OK 05. | 02 OK 04 JI1.2J12.1 aHue
npeanpustus. CoocoObl UCIIPaBICHUS OK 09. OK | OK 05 OK J12.2
omub0K B GUHAHCOBO-pacUETHOM 10.IIK 1.1. | 09 OK 10 €]
nokymenraimu /Cp/ MK 1.1

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

1.29 |OcHoBHbIE BUBI TOKYMEHTOB I10 OK 01.OK | OK 01 OK JI1.1 TBopuecko
(hUHAHCOBO-PACYETHBIM OTICPAIIHSIM. 02. OK 05. | 020K 05 JI1.2J12.1| e 3amanme
JIOKYMEHTBI 110 CHAOKEHUIO U COBITY OK 09. OK | OK 09 OK J12.2
/Mp/ 10.TIK 1.1. | 10TIK 1.1 €]




1.30 |[OcHOBHBIE BU/IBI JOKYMEHTOB I10 3 1 OK 01.0OK | OK 01 OK JI1.1 CobecenoB
(MHAHCOBO-PACUETHBIM OTIEPALHSIM. 02. 0K 05. | 02 OK 05 JI1.2J12.1 aHue
JIOKyMEHTBI 0 CHAOKEHHIO U COBITY OK 09. OK | OK 09 OK 22
/Cp/ 10.TIK 1.1. | 10TIK 1.1 31

1.31 |Dxcneprusa LEHHOCTH JOKYMEHTOB 3 2 OK 02. OK | OK 02 OK JI1.1 | Cobecenon
/JTex/ 05.0K 09. | 050K 09 J1.2J12.1 aHue

OK 10. OK 10 2.2
31
1.32 |Dkcneptu3sa neHHOCTH JOKyMeHTOB /I1p/ 3 2 OK 02. OK | OK 02 OK J1.1 Tect
05.0K 09. | 050K 09 J1.2J12.1
OK 10. OK 10 22
o1
1.33 |Dxcneprusa LeHHOCTH AOKYMEHTOB /Cp/ 3 1 OK 02. OK | OK 02 OK JI1.1 | Cobecenos
05.0K 09. | 050K 09 J1.2J12.1 aHne
OK 10. OK 10 2.2
31

1.34 |OnepatuBHOE XpaHEHHE JOKYMEHTOB U 3 2 OK 01.0OK | OK 01 OK J1.1 | Cobecenon
TTOATOTOBKA A€ K JITUTSITEHOMY 02. 0K 05. ] 020KO05 JI1.2J12.1 aHue
xpaHeHuto /Jlex/ OK 09. OK | OK 09 OK .2

10. 10 o1

1.35 |OmneparuBHOoe XpaHEeHHE JOKYMEHTOB U 3 1 OK 01. 0K | OK 01 OK J1.1 TBopuecko
MTOATOTOBKA AET K JITUTEITEHOMY 02. 0K 05. ] 020KO05 JI1.2J12.1| e 3amanue
xpanenuto /IIp/ OK 09. OK | OK 09 OK J12.2

10. 10 91

1.36 |OneparuBHOE XpaHEHHE TOKYMEHTOB U 3 1 OK 01.0OK | OK 01 OK J1.1
MOATOTOBKA AEI K AIUTEIEHOMY 02. OK 05. | 02 OK 05 JI1.2J12.1
xpanenuto /Cp/ OK 09. OK | OK 09 OK J2.2

10. 10 21

1.37 |ObGecneueHne COXpaHHOCTH 3 2 OK 01. 0K | OK 01 OK J1.1

JTOKyMeHTOB /JIex/ 02. 0K 04. | 02 OK 04 JI1.2J12.1
OK 05.OK | OK 05 OK J12.2
09.0K 10. [ 09 OK 10 31

1.38 |Obecneuenne coxpaHHOCTH 3 4 OK 01. 0K | OK 01 OK J1.1 TBopuecko

noxymenToB /TIp/ 02. OK 04. | 02 OK 04 JI1.2J12.1| e 3amanme
OK 05. OK | OK 05 OK 2.2
09.0K 10. | 09OK 10 €]
1.39 |ObGecneueHne cCoXpaHHOCTH 3 1 OK 01. 0K | OK 01 OK J.1 Cobecenos
nokymenTtos /Cp/ 02. 0K 04. | 02 OK 04 JI1.2J12.1 aHue
OK 05.OK | OK 05 OK J12.2
09.0K 10. | 09 OK 10 o1
1.40 |/3auérCOW/ 3 0 OK 01.0OK | OK 01 OK JI1.1 | Bompocsl k
02. OK 03. |02 ox 03 OK J1.2J12.1| 3auéry
OK 04.0K | 04 OK 05 J12.2
05. 0K 09. | OK 09 OK
OK 10.1IK | 10TIK 1.1
1.1.

5. ®OH/I OHEHOYHBIX CPEJCTB

Bomnpocs! k 3aueTy 1o AucuUIINHE «J[0OKyMeHTaIMOHHOEe 00eCIICUeHNE YIIPABICHH)

1. JlaiiTe ompeneneHue JOKyMEHTa.

2. HazoBuTe BHABI TIOKYMEHTOB.

3. KakoBBI OCHOBHBIE TPEeOOBAHUS K U3JI0KEHHUIO TEKCTA JOKYMEHTa?
4. OxapaxrepusyiTe JOKyMEHTHI, IO/UIMHHbIE 110 IOPUIMYECKOMN CHIIe.
5. OxapakTepu3yiTe MOHSITHE «YTIPABICHYECKUI TOKyMEHT.

6. Uro Takoe BXOJSIIUMA JOKYMEHT?

7. Uto Takoe UCXOMISAIINI TOKYMEHT?

8. Knaccudukanus 1okyMmeHToB (IpU3HAKH KiIacCU(UKALMN).

9. YTo TaKoe AeNonpOU3BOJICTBO?

10. Yro Takoe pexkBU3nUT?

11. CkonbKO PEeKBU3UTOB CYIIECTBYET?

12. Kakune cocraBHbIe YacTu (pekBu3UTH) Bl 3HaeTe?

13. PacnionoxeHne OCHOBHBIX PEKBH3UTOB B JJOKYMEHTAX.

14. HazoBuTe pEeKBU3UTHI, HE 00A3aTeNbHBIE U OPUIHAIBLHOTO MUChMA.

15. BoapImMHCTBO JOKYMEHTOB UMCIOT OJJTHU U T€ )X€ PEKBU3UTHI, HO KaX b1 BUJ JOKYMCHTA — CBOM (I)OpMyJ'ISIp. Ortyero 5To

3aBUCUT?




16. Yro Takoe GpopmyJisip JOKyMeHTa?

17. Yro BkItOUAET B ceOs TIOHITHE KyTBEPKACHHE TOKyMeHTa»? Kakune pekBU3HUTHI BXOAAT B cocTaB rpuda yreepxacHus? ['ne onu
pacnonararorcs?

18. HazoBHTE PEKBU3UT, KOTOPBIH OPOPMIIETCS IIPU PETHCTPALUH JOKYMEHTOB.

19. O0bsicHUTE HA3HAYCHUE PEKBU3HUTA KIIOJIHCHY, KAKUE SIIEMEHTHI BXOAAT B 3TOT PEKBU3UT?

20. B xakux city4asx 00s13aTeJIbHO HaJI0 3aIlOJIHITh PEKBU3UT «CCBUIKA HA MHAEKC U 1Ty BXOMSIET0 JOKYMEHTa»?

21. Kakuie peKBU3UTHI TIPOCTABIISIOTCS B IPABOM BEPXHEM yrily OjlaHka?

22. Kakoit peKBU3UT onpenenseT NOIMHHOCTb JOKyMEHTa?

23. OObsCHHUTE HAa3HAUECHHE PEKBH3UTA «PE30ITIOIIUS.

24. Yto Takoe «BU3a» HA JOKyMEHTe?

25. O0ObacHUTE Ha3HAUEHHE PEKBU3UTA «COITIACOBAHHE IOKyMEHTa». 113 KaKUX 3JIEMEHTOB COCTOMT I'pud corjiacoBaHus?

26. Kak opmupyeTcst 3arojiloBoK K TeKCTy? B Kakux JOKyMEHTaX 3aroJIOBOK COTJIACyeTCsl ¢ HANMEHOBAaHUEM BHA JOKYMEHTa B
nagexe?

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

28. Uro takoe OPJ] (opraHu3alimOHHO-pACOPSIIUTEIbHAS JOKYMEHTAIS )?

29. O0BACHUTE Ha3HAUEHHE PACTIOPAIUTEIBHBIX JOKYMEHTOB.

30. [IpuBeauTe NPUMEpPHI PACTIOPSTUTENBHBIX TOKYMEHTOB.

31. OxapaxTepu3yiiTe Ha3HaYCHHE OPTaHU3AIMOHHBIX TOKyMEHTOB.

32. IlpuBeaure NpUMepbl OPraHU3alUOHHbBIX JOKYMEHTOB.

33. O0bscCHHUTE Ha3HAYEHHE HH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

34. IlpuBenure npuMepbl HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

35. OObAcHUTE Ha3HAUEHHE JIOKyMEHTA «I0KJIaHas 3anuckay. Kakue peKBU3UTHI UCIIOIb3YIOTCS IPU COCTABICHUU JOKIAIHON
3aIUCKu?

36. Uto Takoe 00bICHUTEIbHAS 3aMHCKa?

37. K xakomy Bugy OPJ] otHOCHTCs poTokon? Kakne peKBU3UTHI MCTIOIB3YIOTCS TIPH COCTaBICHUH MpoTokona? M3 kakux yacrei
COCTOUT TEKCT IPOTOKOIa?

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

39. Yto Takoe JOIKHOCTHASL MHCTPYKIMSA?

40. CocraBbTe JOKIAAHYIO 3alIUCKY O IPUYMHAX HECBOEBPEMEHHOI'O MIPEACTABICHH HH(GOPMAILIMU O BHINOIHEHUU IIPUKa3a
JMPEKTOpa.

41. CocraBbTe JOKIAAHYIO 3aUCKYy HaYaJIbHHUKA MJIaHOBO-(HMHAHCOBOTO OT/EJa PYKOBOIUTEIIIO PEANPUATHS 00 obecriedeHnn
OTJeNa YeTHIPbMSI KOMITEIOTEPaMH.

42. CocraBbTe CIPaBKy O 3apIlaTe BAIero COTPYAHHUKA IS MPEIOCTaBICHHS 0 MECTy TpeOOBaHMSI.

43. W3 xaKkux 4acTell COCTOUT TEKCT IpuKasza?

44. Kak pOpMHpPYIOTCS ITyHKTHI PaciOPSAUTENHLHON YacTH IpruKasza?

45. OdopmiieHue MPUKA30B 110 JTUYHOMY COCTaBY.

46. Yto Takoe «ayOnuKaT» TpyJOBON KHIKKU?

47. CocTaBbTe pe3loMe.

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

49. Hanmmre 3asBieHue o npuemMe Bac Ha paboTy 9KOHOMHCTOM B TOCYAapCTBEHHOE MPEATIPUSITHE.

50. Hanuimre 3asiBieHHE O TPEAOCTaBICHUN BaM aIMUHUCTPATHBHOTO OTITYyCKa TI0 CEMEHHBIM 00CTOSATEIHCTBAM.

51. CocraBbTe NpHKa3 O IEPEBOJE Ha PabOTy BHYTPH OpraHU3alUu.

52. Kakue cpoku UCIIOTHEHUs TOKYMEHTOB Brl 3HaeTe?

53. Kakoe JOoJKHOCTHOE JIMIIO CHUMAET JOKYMEHT C KOHTPOJIA?

54. Yro sBisieTcs: 00BbEKTOM KOHTPOJIS UCIIOMHEHUS JOKYMEHTOB?

55. VI3 xakux 3J€MEHTOB COCTOUT PETHUCTPAIIMOHHBIA HHAEKC JOKyMeHTa?

56. B yem 3akmmrouaercs 1ei1b JOKyMeHTooOopoTa?

57. Uro Takoe JOKyMeHTO000pOT?

58. Uto Takoe perucTparus J0KyMeHTOB?

59. YkaxuTe OCHOBHbIE CTaIUM AEIONPOU3BOACTBA.

60. HazoBwute 3Tansl paboTHI ¢ TOKyMEHTaMH, XapaKTepHBIE TSl JOKyMEHT0000poTa.

61. K10 ocymiecTBiIsieT IpegBapUTeIbHOE PACCMOTPEHNE JOKYMEHTOB?

62. Ilo kakoMy IPUHLUILY IPOUCXOJUT OTOOP JOKYMEHTOB HA XpaHEHHE UM YHUUTOXEHUE?

63. JlaiiTe ompeenenne 3KCIepTU3bl IEHHOCTH TOKYMEHTOB.

64. B yeM 3akirouaroTcs 3aJauy S9KCIEPTU3bI JOKYMEHTOB?

65. Ha xaxue Tpymirsl MOKHO pa3OUTh CPOKH XpaHEHHS TOKYMEHTOB, YCTaHABIHBAEMbIE TIEpEHIMU?

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

CDOHZ[ OLCHOYHBIX CPCACTB IPEACTABJIICH B IPUJIOKECHUHU K pa6oqeﬁ nporpamMmme

6. IEPEUEHb HHO®OPMAIIMOHHBIX TEXHOJIOT U

6.1 Ilepeyens MporpaMMHOIo o0ecmeYeHunst

Cupasouno-nipaBoBas cuctema "Koncynprant [Lroc"
Apache OpenOffice 4.1.1.




Odoucusrii naker LibreOffice
L LV 8 allo Divnf

6.2 IlepeuyeHs MH(POPMALIMOHHBIX CIPABOYHBIX CHCTEM

OBC "3emus 3HaHUR"

OKoHOMHYECKast SKCIEPTHAs TPyIIa

®denepanbHas ciayx0a rocy1apCTBEHHOM CTATUCTUKU
"KoncynbranT [Intoc" - 3akoHOaTenscTBO PO
[TopTan buznec-naBuratopa

CnpaBouHo-npaBoBas cucteMa "Koncynsrant Ilmoc"

7. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIIMHBI (MOJY JIS)

Homep ayn. |Ha3nauenue Oo6opynoBanue u I1O |Bn11 3aHATHSA

2202 VYueOnast ayAuTopust 1ist CTOJIBI yU€HUYECKHe — 32 MmIT., CTOJ mpenojasarens — 1 mrT.,
MIPOBEICHUS 3aHATUN JIEKIIMOHHOTO |CTyNbs — 37 1T,
THIIA, 3aHSATUI CEMUHAPCKOTO TUTA, |cucTeMHbIi Onok Kraftway — 18 mr., monuTop Acer 19" — 18

KypPCOBOTO TIPOSKTHPOBAHHS miT., mpoekTop Acer — 1 mr., skpan 200¥200 cm — 1 wmT., 10cKa
(BBIOJIHEHHS KYyPCOBBIX paboT), MenoBasi — | IT., KONOHKU — 1 WT., y4eOHO-HATIIAHbIE
IPYNIOBBIX U UHIUBUAYATIbHBIX nocoous.

KOHCYJIbTalluH, TEKYLIEr0 KOHTPOJIS
U NIPOMEKYTOUHON aTTECTAlH

8. YYHEBHO-METOJMYECKOE U TH®OPMAIIMOHHOE OBECHHEYEHUE JUCHUIIJIMHBI (MOY JIsT)

8.1. PexomeHnayeMmasi quTepaTypa

8.1.1. OcHoBHas JUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue H3parenbcTBO, IO
J1.1 |T'namuii, E. B. JlokyMeHTallMOHHOE 00ecTedeHNe yIpaBiIeHus : yueOHoe , 2020
rocobue
JI1.2 |beixoBa, T. A JlokyMeHTalnmoHHOE 00ecIieueHIe yIpaBIeHUs , 2022

(menonpon3BoacTBO) : yuebHoe nocodue / T.A. brikosa, T.B.
Kysnenoga, JI.B. Cankuna ; mox obmr. pen. T.B. Ky3nerosoi.

8.1.2. JlonoJHUTeIbHAS JIUTEPaTypa

ABTOPBI, COCTABUTEIH 3arnaBue W3naTenscTBO, TOA
JI2.1 |ITanacenko FO.A. Jlenonpoun3BOACTBO: TOKYMEHTAIIMOHHOE 00ecriedeHne M.:PUOP, MH®PA-M, 2016
ynpaBieHus: Y4yebHoe nocodue
JI2.2 |beixoBa T.A JlokyMeHTanoHHOE o0ecIieueHIe yIpaBIeHUs ,2021
(menmorpon3BoOACTBO) :

8.2. Pecypchl HH(pOPpMAUMHHO-TeIeKOMMYHUKAUMOHHOI ceTn "MHTepHeT"

21 |9BC "Znanium"

9. METOAUYECKHUE YKA3AHMUA 1JIAA OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHHUIIVIMHBI (MO JIS)

Mertoaudeckue YKazaHus 10 U3YYCHUIO JUCHUIIINHBI U BBITIOJIHEHHUIO CaMOCTOSITEIIbHON paGOTLI




JIMCT BHECEHUS U3MEHEHUI

Hdara
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M3MEeHEeHUs




