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1 He.]'ll/l H 3a1a4Y4 OCBOCHHA TUCHUIIJIMHBI

Hess (1ean) 0OCBOCHHS TUCIUIIMHBI — IPHOOPECTH 3HAHUS O COBPEMEHHBIX TEXHOJIOTUSX pabOTHI C
JOKYMEHTaMH; OCBOUThH TEOPETUUYECKUE OCHOBHI JICTONPOU3BOACTBA KaK HAYKH C YYETOM BO3MOXKHOCTH WX
MIPAKTUIECKOTO MPUMEHEHHS TIPH pa3padOTKe pelieHrid B 00JacTH yIpaBieHUs (GUHAHCOBO-X035IICTBEHHON
JESATEITbHOCTH OPTraHU3AlMKA B YCIOBUSIX PHIHOYHON SKOHOMHUKH; TOJIYYHTh HABBIKH MPUHIIMIIOB 0000IIICHUS
nH(pOpMaIINH, €€ YIOPSAOYCHUS U aHAIN3a.

3agaun:

- I/I3y‘-II/ITB pOJH: I[GHOHpOPI?:BOI[CTB& B ITIOBBIIIICHHU U IIOCTOBepHOCTI/I I/IH(I)OpMaI_II/IOHHOFO
AKOHOMHUYECKOT'O IMPOCTPAHCTBA,

- copmupoBaTh CHUCTEMY 3HAHHUW O TPABOBOHM pErIAMEHTAIlMU JOKYMEHTAIBHOTO O0eCredeHUs
yopasieruss (J{OY), opranmzamuum paboOThl C JOKYMEHTAMH, 3aKpCMHTh TEOPETUYECKHUE 3HAHUSI U
proOpecTH HABBIKM MX MPUMEHEHUS Ha IPAKTUKE;

- BbIpabOTaTh HABBIKK OQGOPMIICHHS JOKYMEHTOB TIO JIMYHOMY COCTaBY, YIIPaBICHYECKHUX,
JCHEXKHBIX, (PUHAHCOBO-PACUYETHBIX U APYTHX JOKYMEHTOB.

2 MecTo JTUCUMILIIMHBI B CTPYKTYpPe 00pa30BaTe/ibHOM MPOrpaMMbl

JucuummHa siBiisieTcst pakyIbTaTHBHON(BIM)
[TpepexBU3UTBI AUCHUILIUHBL: Omcymcmeyom
[TocTpekBU3UTHI IUCHMILIUHBL: Omcymcemeyom

3 TpeGoBanus Kk pe3yjabTaTaMm 00yYeHUs MO TUCIUILINHE

Hpouecc HU3YyUYCHUS NUCHUIIJIMHBI HAITPABJICH HA (I)OpMI/IpOBaHI/IC CJICAYIOHIUX PE3YyJIbTATOB 06yquI/m

HJ'IaHI/IpyeMBIG PE3YyIbTaThl 06yquI/151 MO0 JUCHUIIIIMHEC, XapaKTCPHU3YIOIHEC

. dopMHpyEeMBbIE KOMIIETCHIIUU
sTarnbl HOPMUPOBAHHSI KOMIIETCHIUIHA

3HaTh: IT1K-8 cnoco0HOCTD

- COBpEMEHHbIE UH()OPMAIIMOHHBIE TEXHOJIOTHH (OPMUPOBAHUS, WCIIOJIB30BAaTh IS PEIICHUS
00pabOTKH M MPEACTaBICHUS TaHHBIX; AHAJIUTHYECKHUX U

- OCHOBHBIE TIPOTPAMMBI aBTOMATU3AIIMN OYXTAIITEPCKOTO yUeTa U HCCIICA0BATEILCKUX 3a1a4
OTYETHOCTH; COBPEMEHHBIE TEXHUYECKHE

- MpaBHJIa MOATOTOBKU U 0(OPMIICHUS TOKYMEHTOB; OpraHU3aIfIo U cpenctBa U HUHGOPMAIIMOHHBIE
TEXHOJIOTHIO Pa0OTHI C TOKYMEHTaMHU. TEXHOJIOTHH

YMeTh:

- HCIIOJIb30BaTh COBPEMEHHbIE HHTEPHETTEXHOJIOTHH B MPOPECCUOHATBHON

NESITENLHOCTH;

- TPAKTOBATh MOJIOKEHHUSI HOPMATHUBHBIX JJOKYMEHTOB I10
JIEIOTIPOU3BOICTBY M aHAJIU3UPOBATH CIIOCOOBI €r0 BEJICHHUS;

- IPUMEHSTh COBPEMEHHbBIE TEXHOJIOTHUH U METOIUKHU ISl
COBEPIIIEHCTBOBAHUS PAOOTHI CITYKObI IOKYMEHTAIIHOHHOTO 00ECTICUCHHUS
(bMHAHCOBO-PKOHOMUYECKOU IEATEIBHOCTH MPEATPUSATHSI.

Baajgers:

- HaBBIKaMU PabOoThI ¢ HHPOPMAIIMOHHO-CIIPABOYHBIMUA CUCTEMAMHU
OyXTaJITePCKOTO U HAJIOTOBOTO y4eTa U OTYETHOCTH;

- HaBBIKaMU aHaJli3a OTYETOB, pa3paboTKU aHATUTUYECKUX BHIBOJIOB,
00001IeHNS, apTYMEHTAIINN 1 HHTEPIIPETAIIMN PE3yJIbTaTOB aHAIN3A.




4 CTpyKTYypa U coJepKaHue JUCUUIIIHHbI
4.1 CTpyKTypa IMCHUATINHBI

OO0m1as TpyA0EMKOCTh AUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX enuuull (108 akageMuyeckux 4acoB).

TpynoeMKoCTb,
Bun paboter aKaJIeMIYECKHX 9aCOB
7 cemecTp BCETO

OO0mas Tpy10éMKOCTh 108 108
KonrakTHasi pa6ora: 34,25 34,25
Jlexuum (JI) 18 18
[Tpaxtrueckue 3ansatus (I113) 16 16
[TpomexxyTounas arrectarus (3a4eT, SK3aMEH) 0,25 0,25
CamocrosiTesibHas padoTa: 73,75 73,75
- 8bINOJIHEHUE UHOUBUOYATILHO20 MBopUecKko2o 3a0arnus (UT3);

- camono02o0moeKa (npopabomxa u nogmopenue 1eKYUOHHO20 Mamepuad u
Mamepuana y4eO6HUK08 U y4eOHbIX NoCoOUll;

- N0020MO6KA K NPAKMUYECKUM 3AHAMUAM;

- 10020MOBKA K pYOEe’CHOMY KOHMPOJIIO U M.N.)
Bua uToroBoro KOHTpoJIA (3auer, Ik3aMeH, 1M depeHIUPOBAHHBIH 3ayer
3ayer)

Paznensl AUCHUIUINHBI, U3y4aCMBIC B 7 CEMCCTPC

KonmnuectBo yacos
Ne HaunmenoBanue pa3nenos ayautopHas BHEay/I.
pasnena BCETO pabora
T 113 | JIP pabota

1 Jlenonpon3BOACTBO U TOKYMEHTAIIMOHHOE 00eCIIeYeHHe 10 5 8
VIpaBJICHUS: OCHOBHBIC MMOHATHS M OTaIlbl CTAHOBIICHUS

2 JIOKyMEHTUPOBAHKNE OPTAaHU3ALNOHHO-PACIIOPSAUTEIBHON 12 2 2 8
JeSITeIbHOCTH

3 JlokyMeHTUpOBaHWE HHPOPMAITHOHHO-CIIPABOYHBIX 12 5 5 8
MaTepuasoB
OdopmiieHre T0KYMEHTOB T0 JINTYHOMY COCTaBY 12 2 2 8

5 JIOKyMEHTUpPOBaHUE IEATEIbHOCTH KOJIJIETHATbHBIX 12 5 5 8
OpraHoB

6 JIOKyMEHTUpPOBaHHUE JICHSKHBIX ¥ (PHHAHCOBO-PACUETHBIX 12 5 5 8
JTIOKYMEHTOB

7 Opranu3zanus paboTsl C TOKYMEHTaMU 12 2 2 8

8 JlenmoBasi KOpPECTIOHICHITHS 12 2 2 8

9 CoBpeMeHHOe 1eTT0BOE TUCHMO 14 2 2 10
Uroro: 108 | 18 | 16 74

4.2 Conep:xaHue pa3ieioB TUCHUTLIAHBI

Pa3znes Ne 1. /les1onpou3BOACTBO H JOKYMEHTAIlMOHHOE o0ecredeHHe YNPaBJIeHUsI: OCHOBHbIE
NOHATUS M J3Tanbl craHoBjJeHusA. [loHarue nenompousBozctBa. IIpomecc cozmanuss U opopmieHUS
nokyMeHTOB. (CrocoObl JOoKyMeHTHpoBaHHs. OpraHuzanus paboThl C JOKyMEHTamH. JIBrokeHHe
nokyMmeHnToB. Cranuu oOpaiieHusi JOKyMEHTOB. TpeOoBaHMs, MpenbsBIsSeMble K YIpaBIeHYECKOU
uHpopManuu. 3aKOHOAATENILHOE  PEryJIHpOBaHHME JAEJIONpOU3BOJACTBA. HopmaTuBHO-MeTOAHMYECKOE
peryaupoBaHue aenonpousBojactBa. Ilonarme pokymeHnta. CoOCTaBISIOLIME DIIEMEHTHl JOKYMEHTA.
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PexBusuthl nokymenta. Buasl nokymeHToB. Cucrema JOKyMeHTanuu. VcTopusi CTaHOBIICHMS
nenonpou3BojicTBa B Poccun.

Pazgea Ne 2. /lTokyMeHTHPOBaHHEe OPraHU3AIMOHHO-PACTIOPSAUTEIbHOM AesiTeqbHOCTH. CoCcTaB
yIpaBIeHYECKUX JOKYMEHTOB. [IpaBuna u TpeOOBaHUS JOKYMEHTHPOBAHUS. BHIBI OpraHH3allMOHHO-
pacniopsaauTelbHbIX J10KyMmMeHTOB. Pemenue. IlocranoBnenue. Pacnopsbkenuwe. Ilpukas. VYkazanue.
[Topyuyenue. UucTpykuusi. YHU(UKAUS ¥ CTaHAApPTU3ALMUS YIPaBICHUYECKUX AOKyMeHTOB. Odopmienue
PEKBU3HUTOB JOKYMEHTOB.

Pazgen Ne 3. JlokymMeHTMpOBaHHe WH(OPMANMUOHHO-CIPABOYHBLIX MAaTepuajaoB. Buuasl
MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKyMeHTOB. CrpaBka. [loknmaaHas u OOBSICHUTENbHAS 3alMCKU. AKTHI.
Tenerpammel. TpeboBanust u npaBuia opopmieHuss HHHOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. Pe3tome.
[TpaBuna u popmsl ohopmiteHus.

Paznen Ne 4. OdopmiieHue TOKYMEHTOB MO JUYHOMY €OCTaBY. JIOKyMEHTHI, cOo3aBaeMble MpuU
odopmIIeHHNU TpreMa, YBOJIBHEHUS U MEPEMEIEHUs COTPYIHUKOB, MPEAOCTABICHUN OTITYCKA, MOOLIPEHUH.
3HaueHue KaJpOBBIX JOKYMEHTOB. TpynoBas KHIDKKA: mpaBuia ee odopmieHus. TpyaoBod J1OTOBOp:
OCHOBHBIE 0JIOKeHUs. [IprKa3bl Mo TMYHOMY COCTaBY.

Paznen Ne 5. JlokyMeHTHpOBaHUeE JAeSITeILHOCTH KOJLUIETHAJIBHBIX OPpranoB. OpraHu3aiioHHO-
TEXHUYECKHE MEPOTIPUATHS 110 MOJATOTOBKE U MPOBEICHHIO COBEINAHM, KoHpepeHuii. CTpyKTypa J0KJaa,
orueta. IlpaBuia HanwcaHus MOKIaga. YepHOBUKH M pabora Haj HUMH. TpeOOBaHHS K COCTABICHHUIO U
0(OpMIICHHUIO TPOTOKOJIOB.

Paznen Ne 6. JlokyMeHTHpOBaHHe [€HE:KHbIX U (PMHAHCOBO-pacyeTHBIX JOKYMEHTOB. Buibl
JICHEeXKHbIX U (PMHAHCOBO-PACUETHBIX JOKYMEHTOB: IpaBuia U TpeOoBaHUs uUX odopmieHus. OpraHuzanus
OyxranTepckoro yuera. byxrantepckas OT4€THOCTb.

Paznen Ne 7. Opranusaumss padoTbl ¢ JOKyMeHTaMHu. J[BuKeHHE IOKYMEHTOB. Bxonsmas,
UCXOJIIasi U BHYTpeHHss JokyMeHTanus. OOpabGoTka Bxopmsmiei nokymeHTtanuu. [lopsgok obpaboTku
OTIIPABJIACMBIX JOKYMCHTOB. Hepenaqa JOKYMCHTOB BHYTPHU OpraHu3alu. VYyer xoamdecTBa JOKYMCHTOB.
NudopmannonHo-onckoBasi cucrema naias  paboTel c AokymMeHTamu. llpaBunma peructpauuu u
HHACKCUPOBAHUA OJOKYMCHTOB. KOHTpOJ’IB 3a HUCIOJHCHHUEM JOKYMCHTOB. XpaHeHI/Ie JOKYMCHTOB.
Homenknarypa nen. Buasl HOMEHKIATyphl €.

Paznen Ne 8. JlesoBas koppecnoHaeHums. IIpaBo rpaxiaH Ha JIMYHBIE W KOJUIEKTUBHBIC
oOpallleHus! B TOCYIapCTBEHHbIE OPTaHbl. Y CTHBIE 0OpalieHus rpaxaad. [luceMeHHble oOpalieHus rpax/iaH.
[Tpennoxkenue. 3asBnenue. XKanoba. Peructpanus oOpamenuit rpakaad. OTBeThl Ha 0OpallieHus IpakaH.
XpaHeHue MpeIoKEeHU N, 3asiBIeHUH, Kalo0.

Paznen Ne 9. CoBpemeHHoe esioBoe mucbmo. [lonsiTue nemoBoro muckMa. /leqoBoe mMUCHMO B
ycnoBusx yHudukanuu. [Ipasuna odpopmienus aenaoBoro nucbMa. CTUIIM AeI0BOT0 nuckMa. bianku nucem.
OO6s13aTenbHbIE PEKBU3UTHI J1e70BOro nucbma. Buasl nucem. ITucema-npocsOsl. [luceMa-oTBeTHl (0TKA3HbI).
ConpoBoaurenbHble TUCbMa. MeXIyHapOAHbIE MMCbMA. PEKBU3NTEI MEX1yHApPOAHOTIO TUChMA.

4.3 IIpakTuyeckue 3aHATHS (CEMUHAPBI)

Ne Ne Kon-Bo
Tema
3aHATHUS | pazjena 4acoB
1 2 OcHoBHbIE TpeOOBaHMS K O(OPMIICHHIO YIIPABICHYECKUX JTOKYMEHTOB 2
2 3 [IpaBuia u popmel oopMieHHs] HTHPOPMALIMOHHO-CITPABOYHBIX JI0KY- 2
MEHTOB
3 4 JIOKyMEHTHUPOBaHUE TPYAOBBIX IPABOOTHOLIEHUN 2
4 5 CocraBieHue 1 opopMIIeHHE JJOKIIAJI0B, OTYETOB, IPOTOKOJIOB 2
5 6 JlokyMeHTUpoBaHHe (PMHAHCOBOU JEATEIbHOCTH TPEATIPUATUS 2




6 7 Opranuzanus 1okymeHToodopora. Homenknatypa aen 2
7 8 Jlenonpon3BOACTBO MO MMCBMEHHBIM U YCTHBIM 0OpaIlleHUsIM IpaxiaH 2
8 9 OdopMreHne neI0BbIX TUCEM 2

Uroro: 16

5 YyeOHO-MeTOAMYECKOE 00ecTIeYeHHne TUCIUILINHBI
5.1 OcHoBHasi JIuTEpaTypa

- Kynses, H.H. JlokymeHnToBenenue: yueOHuk [Daexkrponnsiii pecypc] / H.H. Kynses, JI.H. Ypaios,
A.I'. ®abpuunoB. — Mocksa : Jloroc, 2011. — 178 c. — ISBN 978-5-98704-329-8. — Pexum pocrymna:
http://biblioclub.ru/index.php?page=book&id=84996
- Couory0, O.I1. [1enonpou3BOJCTBO: COCTaBJICHHE, PEIAKTHPOBAaHHUE M 00pabOTKa JOKYMEHTOB
[DnexrponHnbIit pecypc] / O.I1.Couory0. — Owmera-JI, 2010- Pexum JIOCTyTA:
http://biblioclub.ru/index.php?page=book&id=253657

5.2 JlonosiHuTEIbHAS JINTEPATYpa

- I'punbepr, A.C. JlokyMeHTallMOHHOE OOeCleYeHHe YIpaBlICHUs: YUEOHHUK [DIEKTPOHHBINA pe-

cypc] / A.C.I'punbepr, H.H.I'opbaues, O.A.Myxamermmnaa. — FOuutu-Jlana, 2015. — 391 c. - ISBN 978-5-
238-01770-9.- Pexxum nocryna: http://biblioclub.ru/index.php?page=book&id=115031

- Jemun, FKO.M. [enonpou3BoactBo. JIOKyMEHTAIIMOHHBIH MEHEIDKMEHT : Yy4eOHOoe mocooue
[Dnextponnslii pecypc] / KO.M. lemun. — Mocksa : bepnun : lupext-Menua, 2014. - 205 c. - ISBN 978-5-
4475-1572-0. — Pesxum nocryma: http://biblioclub.ru/index.php?page=book&id=253657

- ®abpuunoB, A.I'. KoHbuaeHuuambHOE EIOMPOU3BOJICTBO M 3alIUIIEHHBIH 3IEKTPOHHBIH
JOKyMeHT00OopoT [DnekrponHbiii pecype]| : yuebnuk / H.H. Kynses, A.C. Iémymkun, A.I'. ®abpudaaoB
T.B. Konnpamosa. Kynses H.H. — Mockaa : Jloroc, 2011. - 452 c. - (HoBas yHuBepcuterckas OubGnuoreka).
- ISBN 978-5-98704-541-1. - Pesxxum noctyna: http://biblioclub.ru/index.php?page=book&id=84996

- SlukoBuy, III.A. Jlenonpon3BoACTBO B KaJipoBOH cityx0e : yueOHuK [ DnekTpoHHbIH pecype] / LHILA.
SAnkoBuu. — MockBa : lOnwurtu-Jlana, 2015. - 161 c. - ISBN 5-238-01076-1. - Pexum nocryna:
http://biblioclub.ru/index.php?page=book&id=119021

5.3 llepuoauyeckue U3IaHUA

- bByxranrepckuii yuert: )xypHain. — Mocksa: OOO Penaxuus xypHana byxranrepckuii yuer, 2020
- ®uHaHchl: KypHaI. — MockBa: OO0 Kunxnas penakuus @unancsl, 2020
- DKOHOMHUCT: KypHai. — Mocksa: M3naTenscTtBo OkoHoMuct, 2020

5.4 UnTepHeT-pecypcsbl

- http://lwww.minfin.ru/ - Odunuanereiii cait Munucrepcrsa @unancos PO

- http://lecsocman.hse.ru/ - Dxonomuka. Cormonorus. MenemkMeHnT —  DenepanbHbIi
o0Opa3oBaTeIbHBIN MOpTal

-http://www.edu.ru - Poccuiickoe oOpa3oBanue — DexnepanbHbli 00pa3oBaTEIbHBIA HOpTAT -
http://www.economicus.ru/ - Economicus.ru

- http://www.aup.ru/library/ - AUP.RU — DnektpoHHass OHONIMOTEKa SKOHOMHYECKOW U JIEJIOBOM
JUTEPATYPHI

- http://www.infoliolib.info/ - INFOLIO — YHuBepcurerckas 31eKTpoHHass ONOIMOTEKa

5.5 IIporpammHoe obecmedyeHue, NMpogecCHOHAIbHBbIC 0a3bl JAHHBIX W HMHG(pOPMAIMOHHBIE
ClIpaBOYHbLIC CHCTEMbBI COBPEMEHHBIX I/IH(l)OpMaIII/IOHHLIX TEeXHOJIOT Uil

- Microsoft Office;
- Slnnexc Opaysep;
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- https://www.scopus.com/ - PedepatuBHast 6a3a nanubix / kommanus Elsevier SCOPUS;
- https://www.elibrary.ru - Hayunas snekTponHas Ou0iInoreka;

- http://www.cbr.ru/ - Odunmansusiii caiit Llenrpansaoro 6anka Poccuu;

- http://www.gks.ru - Odunuanshsrii caiit Poccrara;

- http://www.consultant.ru - CnipaBouno-npaBoBast cucrema KoncynbranT [lintoc;

- http://www.kodeks.ru - MadopmarionHo-ipaBoBbie cucTeMbl Koekc.

6 MaTepnaﬂbno-TexnnquRoe obecrneyeHue AUCHHUIIIMHBI

VYueOHbIC ayqUTOPUM U1l MPOBEICHHS 3aHATHH JIGKIMOHHOTO THIA, CEMHHAPCKOTO THIMA, IS
MPOBE/ICHUSI TPYIIOBBIX M HMHIUBHIYaJIbHBIX KOHCYJIBTAIMH, TEKYIIET0 KOHTPOJS M IMPOMEXKYTOUHOM
aTTeCTaINH.

AymuTopun Ui TPOBEACHHS 3aHATUN JIEKIMOHHOTO THIIA, CEMHHAPCKOTO THUIMA OCHAIICHBI
CTaI[IOHAPHBIM HJIM TEPEHOCHBIM MYJIBTUMEIHA-IPOSKTOPOM U MPOCKIMOHHBIM 3KPAaHOM, TEPCOHATBHBIM
HOYTOyKOM, Kadenpoi, MOcaJiouHbIMA MECTaMHu sl O0y4aromuxcs, padOYuM MECTOM IpenojaBaTes,
y4eOHON JJOCKOA.

AyIuTOpuH JUTS IPOBEACHUS TPYIIIOBBIX U MHAWBUAYAIBHBIX KOHCYJIBTAIMHA, TEKYIIETO KOHTPOIS U
POMEXKYTOUHOH aTTECTAllMH, IOMEIICHHE [UIi CaMOCTOSTENbHOW paOOThl OCHAIEHBI KOMIUIEKTaMU
YUEHHYECKOW MeOenu, KOMIIBIOTEpaMH C TOJKIIOUeHHEM K ceTH «VHTepHeT» U oOecredeHneM J0CTyna B
3JIEKTPOHHYIO HH(POPMALMOHHO-00pa3oBartenbHyto cpety OI'Y, 31eKTpOHHBIM OHMOIMOTEYHBIM CUCTEMAM.

K paboueii npocpamme npunazaromcsn:

e @DOHI OIEHOYHBIX CPEACTB IS MPOBEACHUS MPOMEKYTOUYHOM aTTECTallMd OOYYalOlIUXCS IO
JTUCIUTUTNHE;

e Meroanueckue ykazaHus AJisl 00y4arolUXcs 10 OCBOSHHUIO AUCIIUILIINHBIL.



