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Pabouas nporpamma y4ebHON AucuMnAMHBLI pa3paboTaHa Ha ocHoBe PeepanbHOro
rocyfapcTBeHHOro 06pas3oBaTeNbHOr0 cTaHgapTa CpefHero npogeccroHaslbHOro 06pa3oBaHus
(nanee — ®rocC Crno) no cneymansHocTn 38.02.06 PrHaHCHI.

HopMmaTunBHbI CpOK 06y4yeHNs - 2 roga 6 Mec. Ha 6ase cpegHero obLiero 06pasoBaHus.

Pa3paboTyuK:

Bonkosa I./.- npenogasatens M®K ®rHaHCOBOro yHMBepcuTeTa

PeLleH3eHT:

LWnwwuHa C.H. - HayanbHUK obuiero otgena OO0 KomnaHus dnainapc

Pabouyasi nmporpamma y4ebHOl AWCUMMNINHBI PAaCCMOTPEHa WM PeKOMEeHA0BaHa K

YTBEPXAEHNIO Ha 3acefaHny npeaMeTHol (UMKIOBOW) KOMUCCUM «ABTOMATU3aLUS
(hMHAHCOBbIX PacyeToB»

lMpoToKON OT « 1Y » 2019 7T1 Ne YO

Mpepfcepatens E.O.CaByLwKknHa



PeLeH3ns Ha paboyyto nporpamMmmy
ANCLUNNHBI «[JOKYMeHTaLuMoHHOe obecneyeHune ynpaBneHms»
no cneunanbHocTn 38.02.06 «PUHAHCHI»

Pabouas nporpamma ancumnnmiel Ol 04 «JJoKymeHTaUWOHHOe
obecneyeHne ynpasneHUa» COCTaBfieHa B COOTBETCTBUM C TpebOBaHUAMMU
(beflepanbHOro  rocyfapCTBeHHOro 06pa3oBaTeNlbHOro  CTaHAapTa CpefHero
npogeccuoHanbHoOro obpasoBaHuMsi no cneyuansHocTn 38.02.06 «PUHAHCLI» U
ABMIAETCA 4acTbi0 OCHOBHOW MpoeccMoHanbHOW 06pa3oBaTe/lbHOW MNpOrpammbl
CpefiHero npogeccnoHanbHOro obpasoBaHu.

MporpamMma y4yebHOM AUCUUNANHBLI «[JOKYMeHTauMoHHOe obecneyeHune
ynpaB/ieHUsA» HaleneHa Ha BbIpabOTKY Y CTYAEHTOB MPaKTUYECKUX YMEHUIn K
HaBblKOB MO MOArFOTOBKE M OWOPM/IEHUIO YNpaB/ieHYeCKOW U NnpogecCnoHanbHOM
AOKYMeHTauMn, MCnonb30BaHUIO KOMMbIOTEPHbLIX TEXHOMNOTMMA B MPUMEHEHUN K
3aflayam JOKYMeHTaUNnOHHOro obecneyeHns ynpaefeHns.

M3yyeHne Teopun Aenonpons3BoAcTBa NO3BOMUT CTYeHTaM 3HaTb OCHOBHbIE
MOHATMA  [LOKYMEHTauWOHHOro obecneyeHns ynpaeneHWUs, Knaccugukauunio
LOKYMEHTOB, TpebOBaHUA K COCTaBNEHUID W OMOPMNEHUK [OKYMEHTOB, B
cooTBetctBum ¢ NOCT P 7.0.97-2016, opraHu3aumio AOKYMeHTO060pOTa, COCTaB
AOKYMEHTOB CreunanbHblX CUCTEM AOKYMeHTauuu, B TOM 4YMCNEe 3aKyMO4YHOM
AOKYMeEHTaLUN.

MpoBegeHe MpPakTUYECKMX 3aHATUIA MO3BOMUT. OCBauMBaTb TEXHONOIMK
aBTOMaTM3MpPOBaHHOM 06paboTKu AOKYMeHTaLuu, NCMONb30BaTh
YHU(PUUMPOBAHHbIE  (DOPMbl  [AOKYMEHTOB, OCYLIECTBMATbL XPaHeHWe, MNOUCK
LOKYMEHTOB, MCMO/b30BaTb TE/IEKOMMYHUKALNOHHbIE TEXHOMOTNN B 3/1IEKTPOHHOM

[OKYMEHT0060pOTE.

HavanbHuK obuero otae

OO0 KomnaHuga «®naina C.H. WwnwwnHa
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COJEPKAHUE

OBLIASL ~ XAPAKTEPUCTUKA PABOYEN [TPOI'PAMMBI
YYEBHOUN JUCHUIIJIMHBI

CTPYKTYPA U COJAEP)KAHUE YUYEBHOU JUCLIUTIJIMHBI
YCJIOBUS PEAJIM3ALIMM YUEBHOM JIMCLIUTIIIMHBI

KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSA VYUYEBHOU
JACHUITIIMHBI

11

14
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1. OBIIASI XAPAKTEPUCTUKA PABOUYEN IPOT'PAMMBI YYEBHOM
JUCIHUIIJINHBI
1.1. MecTO AUCHUNJIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMmbl

Vyebnas nucummuimHa OI1.04  «/lokyMeHTannoHHOE OOECIEYCHHE YIPABJICHUS»
SIBIISICTCS 00s13aTeTHLHOM JacThIO o0mIenpoQecCHOHATBHOTO IUKJIA OCHOBHO
npodeccHoHaNBLHOM 00pa3oBaTeNbHON MporpaMMbl B cooTBeTcTBUU ¢ PI'OC 1o crenuanbHOCTH
38.02.06 ®uHaHCHI.

VYueonas qucuumumaa OI1.04 «/lokymeHTanmoHHOE 00eCTICUeHUE YITPaBICHUS)
obecrnieunBaeT (hopMHUpOBaHUE MPOPECCHOHATBHBIX U OOIIMX KOMIIETEHIIHIA 110 BCEM BHJIaM
nearenbHocTH PI'OC crienuanbeaoctr 38.02.06 dunancel. Ocoboe 3HAUCHHUE AUCIUILINHA
uMeeT pu GOPMHUPOBAHUH U PA3BUTHH OOIIUX U MPOPECCUOHATBHBIX KOMITETECHIIUMN:

OK 02. Ocy1ecTBiATh MOUCK, aHATTU3 U UHTEPIIPETALNI0 HH(DOPMALIUY, HEOOXOTUMOMN JIs
BBITIOJTHEHUS 3a/1a4 MPOPECCHOHATBHON JeSITSIILHOCTH;

OK 09. Ucnonp3oBaTh HHPOPMAITMOHHBIE TEXHOJIOTHH B TIPOPECCHOHATBHON NeSTETLHOCTH;
OK 10. ITonp3oBathcs mpohecCHOHATBFHON JOKYMEHTAIMel Ha TOCY1apCTBEHHOM U
WHOCTPAHHOM SI3bIKaX;
1K 1.5. ObecneunBaTh PUHAHCOBO-3KOHOMUYECKOE COTIPOBOXKICHUE ESITEIHLHOCTH I10
OCYIIECTBIIEHUIO 3aKYIOK ISl TOCY/IapPCTBEHHBIX M MYHUIIUITAIbHBIX HYX]I;
1K 3.4. ObecneunBaTh OCYyIIECTBICHNUE (PMHAHCOBBIX B3aHMOOTHOIIIEHUH C OpraHU3alusiIMU,
OpraHaMy rocyJapCTBEHHOH BIaCTH U MECTHOTO CAMOYIIPABJICHHUS.

I1K 4.1. Pa3zpabatbiBaTh IJ1aH ¥ IPOTrpaMMy MPOBEACHUSI KOHTPOJIbHBIX MEPOTIPUSATHUH,
0hOpMIIATH Pe3yIbTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOIPHUATHH, BEIpaOaThIBaTh
PEKOMEHIaIlMHU TI0 YCTPAaHEHHUIO HEIOCTAaTKOB U PUCKOB, OIIEHUBATh () (PEeKTUBHOCTH
KOHTPOJIbHBIX MPOLEAYD;

I1K 4.3. YuacTBOBaTh B peBU3HH (PUHAHCOBO-XO3SHUCTBEHHON J€SATENIHOCTH 00BEKTa

(UHAHCOBOT'O KOHTPOJISL.
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1.2. Heap u mi1aHupyeMble pe3yJibTAThl 0CBOCHHUS THCIMIIHHBI

B pamkax mporpammbl yueOHOW JUCHMILIUHBI 00YYaIOIIMMHCS OCBAaUBAIOTCA YMEHUS U

3HAHUSA:
Kop IIK, OK YmMmenus 3Hanusa
Hcnonbp3oBath mpohecCHOHATBHYIO CucreMbl JOKyMEHTAIIHOHHOTO
JOKYMEHTAIUIO B IPOLIECcCe o0ecrieyeHus yrpaBiieHusl.
XO03SUCTBEHHOMN AESITETbHOCTH. TpeGoBaHus K COCTAaBICHUIO U
OdopMIsTh yIIpaBICHYECKYIO 0 OPMIICHHIO TOKYMEHTOB.
JIOKYMEHTAIUIO B COOTBETCTBUU C OcoGenHoctu 0popMIICHUS U
HOPMAaTUBHOM 0a30ii. COCTaBJICHUS MPOPECCHOHATHHON
[TpoBepsaTh HEOOXOAUMYIO JIOKYMEHTAIlUU B PAa3INYHBIX
JIOKYMEHTALUIO IS 3aKIF0YCHUS cdepax X03sCTBEHHON
KOHTPAKTOB. JeSITeIbHOCTH.
K 1.5, [IpumensaTs nporpaMMHOE OCO6CHHOCVTI/I COCTaBJICHUS
K 3.4, obecrnevyeHre mpu OCYIIECTBICHUN 3aKyMOYHON TOKYMEHTAIINH.
K 4.1, (MHAHCOBOI'O KOHTPOJISL. I/IH(i)OpMaIII/IOHHI)Ie“TGXHOJIOFI/II/I B
K 4.3, OdopmIsaTs pe3ynabTaThl npodeccuoHaIbHOM
MPOBEICHHBIX KOHTPOJIBHBIX JeSITETbHOCTH.
MEPONPHUITHIA TyTeM COCTABIICHUS OcoOeHHOCTH OpraHuU3aIiK U
aKTOB U CIIPaBOK. IPOBEIECHUS KOHTPOJIBHBIX
Hcnons3oBath nHGOPMAIIMOHHBIE MEpPONPUSITHI OpraHaMH,
TEXHOJIOTHH. OCYIIECTBISIONIMMA (PUHAHCOBBIN
OdopmisaTh TUIaTeKHBIE JOKYMEHTBl | KOHTPOJIb.
Oco0eHHOCTH ITPOBEEHUS
3aKyIOK TOBAapoB, paboT, yCIyr
OTJENbHBIMU BUIaMHU
IOPUINYECKUX JIUIL.




6

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O6beM yueOHOI TUCIUITUHBI H BH/IBI Y4eOHOI padoThI

Bup yuedHoii padoTbl O0bem yacoB

O6beM 00pa3zoBaTENIbHOM MPOrpaMMbl YUeOHOU JUCIUILTNHBI 50
O0beM paboThl 00YUAIOIIUXCSI BO B3AaMMOJICHCTBHH C TIPETIOAaBATEIIEM 8

B TOM YHCIIE:

TEeopeTu4ecKoe o0ydyeHue 2
MPAKTUYECKHUE 3aHSITUS 5
nabopaTopHbIE pabOTHI -
KOHTpOJIbHAs paboTa -
caMOCTOsTeNIbHas paboTa 42
[TpomexyTounas atrectanus B popme nuddepeHImpoBaHHOrO 3aueTa 1




2.2. TemaTu4ecKHii IJIAH U coJiep:KaHHue Y4eOHOH JUCHMILIMHBI

HaumeHoBaHue pa3iesioB M TeM

Conep:kanue yuyeOHOro Marepuasa u GopmMbl OpraHu3amumn
AeATeJIbHOCTH 00y4aAI0IIHUXCS

O0BeM B yacax

Koanl KoMneTeHIIUH,
¢dopmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIEMEHT IPOTrPaMMbl

1 2 3 4
PA3EJ 1. IOKYMEHTUPOBAHHUE YIIPABJEHYECKOM AEATEJBHOCTH 30
Copep:kaHue y4eOHOIro MaTepuasa
CamocrosiTesibHAs paboTa 00y4arOmMXCs 6
1. 3naueHnwe ® coaep)KaHUE IUCUUIUIMHBI «JlOKyMEeHTalMOHHOE
obecriedeHrue ymnpaBieHUsA». [lOHATHE TEPMHUHOB «IOKYMEHT»,
«IOKYMEHTHPOBaHUE, «IOKYMEHTAIMOHHOE oOecnieueHue
Tema 1.1. yIIpaBIICHUS».
Baenenue. JOKyMeHTHPOBaHME 2.Mctopus pa3BUTHSA HAYYHBIX IPECTABICHUN O JOKYMEHTAIMOHHOM OK 02., OK 10.
yIpaBJieHYeCKOii IeTeIbHOCTH obecrieueHuH yIpaBIeHUs.
3.HopmatuBHO-TIpaBoBasi 0a3za OpraHM3alud JOKYMEHTAIHOHHOTO
o0ecriedeHns YNpaBIeHHMs KaK OCHOBA TEXHOJOIMH IPOLIECCOB
yIpaBiIeHUS.
4.CoctaB  ympaBileHYeCKMX  JoKyMmeHToB. IloHsatme  cucrem
JNOKyMEHTaIMi. YHH(UKAUS W CTaHAAPTH3AIMS YIPABICHUECKUX
JOKYMEHTOB.
Coaep:xanue yueOHOro MaTepuasa 3
1.VHudunupoBanHas cucreMa OpraHHU3allMOHHO-PACIOPAIUTEIbHON
nokymentaiuu  (OP/[). T'OCTer wa OPJl. TpeGoBanus K 1
Tema 1.2. 0(OPMIIEHHIO TOKYMEHTOB, TPEOOBaHMSI K OJIAaHKaM.
CHeTeMa OpraHu3alAOHHO- B ToM 4unciIe MPAKTHYECKHUX 3aHATHH M 1a00paTOpHBIX padoT 2 OK 02., OK 09., OK 10.;
. 1. IIpaxtudeckoe samstie | IIK 3.4, 11K 4.1., TIK
pacnopsianuTebHOI 1p €CKOe 3 el. 43
JOKYMEHTALMU CocraBnenne u 0GOPMIICHHE PACTIOPSIUTENBHBIX M CIPABOYHO- 2 o
MH(POPMAIIMOHHBIX JOKYMEHTOB C HCIOJb30BAHUEM MPOTPAMMBI
Microsoft Word..
CamocrosiTesibHas padoTa o0yuyaroumuxcst 11
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1. Knaccuduxarus OpraHU3aluOHHO-PACIIOPSANTETBHOM
AOKYMCHTAIMU: OPraHU3alUMOHHBIC, PACTIOPAANUTCIBHBIC, CIIPABOYHO-
UH(OpPMAIIOHHBIE.

2.0praHu3anuoHHbIe JOKYMEHTHI: YCTaB, MOJI0KEHHUE.
PacniopsiurenbHple  JIOKYMEHTBL:  HPUKasbl,  PACIOPSDKEHUS,
IIOCTAaHOBJICHU .

3.CripaBoYHO-UH(OPMALIOHHBIC JTOKYMEHTBI: JOKJIAJHAs 3aIlkcKa,
0OBbsICHUTENBbHAS 3aITICKa, aKT, CIIPABKa, CIY)KEOHbIC THChMa.

4. JIOKyMEHTUPOBaHUE TPYIOBBIX MpaBooTHOImeHud. CocTtaB u
0c00eHHOCTH 0(OPMIICHHS TOKYMEHTOB T10 JINYHOMY COCTAaBY.
5.CocraBneHue mepeuHs M ykazaHHE (DYHKIMU PacHOPSIUTEIbHOM,
CIPaBOYHO-MH(GOPMAITMOHHOHN, OPraHU3aMOHHON JTOKYMEHTAIIHH.
6.CocraBnerne u  odopwiieHHME  TPUKa30B 1O  OCHOBHOM
JESTSIILHOCTH, JICJIOBBIX IMHUCEM MO 33/IaHHIO.

Tema 1.3.
JleHexHbie U (PMHAHCOBO-
pacyeTHbIE JOKYMEHTBI

Coaep:xanue yueOHOro MaTepuaJia

CamocrosiTesibHasA padoTa 00yyaromuxcst

1.0cobennoctu  coctaBieHuss U O(QOpMIEHUS  JCHEXKHBIX U
(MHAHCOBO-PACUYETHBIX IOKYMEHTOB.

2.Hcnonw3ys uHGOpMAlMOHHO-TIPAaBOBYIO cucTeMy U VHTepHert-
pecypchl cocTaBiIeHUE 0030pa JIOKYMEHTOB OYXraJTepCKOro yyeTa.

OK 02., OK 09., OK 10.;
TK 3.4., TTIK 4.1., TIK
4.3,

Tema 1.4.
JdorosopHo-npasoBas
AOKyMeHTalus

Coaep:xxanue yueOHOro MaTepuaJia

1.ITonsstue noroBopa (koHTpakTa). (OcoOEHHOCTH MPOBEACHUS
3aKyIIOK TOBAapOB.

B ToM unciie npakTHYECKUX 3AHATHI U JJa00pPaTOPHBIX padoT
1.ITpakTrueckoe 3aHaTre 2. OcOOEHHOCTH COCTABIIEHUS 3aKYMOYHOMN
JIOKYMEHTAITUH.

CamocrosiTesibHas padoTa o0yuyarouuxcest

1. TunoBas dopma goroBopa. OCHOBHBIE pa3jeiibl TOTOBOpa. Buibl
TOTOBOPOB B cepe 3akynok. [Ipasuna odhopmieHus MPeTeH3NOHHBIX
MIMCEM. TOBApOB.

2.Wcnonb3ys uH(OpPMAIIMOHHO- TMPaBOBYIO cucteMy U HWHTepHeT-
pecypcbl  cocTaBiieHHe  0030pa  CYIIECTBYIOIIMX  I1a0JOHOB
JTIOKYMEHTOB, COTIPOBOKIAFOIINX XO035IICTBEHHO-I0TOBOPHYIO
JeSITeIbHOCTh OpraHu3aluil.

OK 02., OK 09., OK 10.;
IIK 3.4., TIK 4.1.




PA3JIEJI 2. OPTAHU3AIIUA PABOTBI C JOKYMEHTAMU

19

Tema 2.1.

IlonsiTe TOKYyMeHTO0OOpOTA,
perucrpauusi 10KyMeHTOB,
HCIOJIHEHHE JOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJja

1.CocraB u yuer o6beMa JOKYMEHTOO0O0POTa OPTaHU3aIIHIA.
2.0pranm3anus paboOTBl € JIOKYMEHTAIMEH, IOCTyMammeid B
OpraHu3allfio: TPUEM  BXOJAIIMX JIOKyMEHTOB, 00paboTKa,
npeBapUTEIILHOEC PACCMOTPEHHE M PacIpe/esieHHe, PEerucTpaus,
paccMOTpEeHHE JOKYMEHTOB PYKOBOJICTBOM, HCIIOJIHCHHE.
3.Perucrpanusi JOKyMEHTOB.

CamocrosiTesibHasA padoTa 00yYarOIIUXCS

1.Ilepenaya TOKyMEHTOB BHYTPU OpPraHU3AIIHH.

2. KoHTposb uCHomHEHUS MTOKYMEHTOB. Opranm3anusi ¥ TEXHHKa
KOHTPOJIA MCHOJIHEHUs. THUNOBbIE W WHJAWBHUAYaJIbHBIE CPOKH
WCTIOJTHEHUS JIOKYMEHTOB, cucreMa ACKU/
(aBTOMaTU3UPOBAHHBIN KOHTPOIb UCTIOTHEHHSI IOKYMEHTOB).

OK 02., OK 09.

Tema 2.2.
NupopmManMOHHBIE TEXHOJIOTHH
B /1€/10IIPOU3BO/ACTBE

Coaep:xanue yueOHOro MaTepuaJia

1.Wcnonp30BaHne MPOrpaMMHOrO oOOECHeueHUs JUIsl pELIeHUs
npo¢ecCHOHATIBHBIX 33/au.

B ToM 4unciIe NPAKTHYECKUX 3aHATHH M 1a00paTOpHBIX pador
1.ITpakTaeckoe 3aHsTHe 3.0TeUecTBEHHBIC Pa3pabOTKU MPOTpamMm
apromatuzanuu JIOY u apxuBHOTO Aena

CamocrosiTesibHas padoTa 00yYaloUIUXCs:

Vcnonp3oBaHue WHTETPUPOBAHHBIX CHUCTEM JIEIONPOM3BOJCTBA U
yhOpaBieHUs Ui aBTOMaru3aluu pabodero mecta. Paborta B cpene
Internet ¥ monb30BaHUE BIEKTPOHHON MOYTHI. DJIEKTPOHHAs MOYTA:
MOHATHE, HA3HAYCHHE, CO3/IaHUE U OTIPaBKa COOOIICHUH, TOTyuYeHHe
MOYTBHI.

OK 09, OK 10, IIK 4.1,
[IK 4.3.

Tema 2.3.
Opranusanus onepaTuBHOrO 1
apannoro xpanemm ZIOKyMeHTOB

Conep:kaHue y4eOHOTr0o MaTepuaJa

CamocrosiTesibHas padoTa 00y4alOLINXCH

1.CucremaTtu3zanysi JOKYMEHTOB M UX XpaHEHHE.

2. Homenknarypa aen. IlpumepHble U THIIOBbIE HOMEHKJIATYPHI JIEI.
OdopmiieHre HOMEHKIATYPHI 1€

3. TpeboBanus K 0OPMIICHHIO JIEI.

OK 02., OK 09.
[IK 3.4.

JAundpepeHunpoBaHHblii 3a4eT (32 c4eT BPEMEHH, OTBEJCHHOI0 HA MPAKTHYECKUE 3aHATHS)

Bcero

50
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3. YCJOBUS PEAJIM3AIIAU ITIPOTPAMMBI YYEBHOM JIUCHUILJINHBI

3.1. MaTepHaJbHO - TEXHUYECKOE oDecrieyeHne

Jns peanuzauuyd TOporpamMmbl  y4eOHOW AMCHUMIUIMHBL JIOJDKHBI  OBITH  IPETyCMOTPEHBI
cienyroiue crenrainbubie nomemnienus (B coorBerctBun ¢ ®I'OC u [TOOII):

naboparopuss MHbOpMAIMOHHBIE TEXHOJIOTHMH W  JOKYMEHTAl[MOHHOE O0O0ECIeYCHHE
npodeccuoHanbHOM e TeNbHOCTH,

OCHAIIleHHas: 00OpYyJIOBaHHEM: IOCAJ0YHbIE MECTa MO KOJIMYECTBY OOydaroImuxcsi, pabodee
MECTO TIpernoaBaTesis, HHPOPMAIMOHHBIE CTCH/IBI,

TEXHHYECKUMU CpPEACTBAMH OOYUYEHUS: TIEePCOHAIbHBIC KOMITBIOTEPHI C JIMIICH3HOHHBIM
MPOrpaMMHBIM OOE€CIieYeHHeM C BBIXOJOM B JIOKalbHYH0O ceTb U B VIHTepHeT, MapkepHas
(MHTEepaKTUBHAs) JOCKA, MYJIbTHUMEIUA MPOEKTOp, MPUHTEP, CKaHEp, MPOrpaMMHOE oObOecreyeHue:

ornepaionHas cucrema cemerictea Windows, maker Microsoft Office.
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3.2. UudopmanuonHoe odecrieueHne peaju3alui NPporpaMmbi:
Jns peanuzanuu nporpamMMmbl OuOIHOTeUHBIH (QOHA 00pa30BaTENbHONW OpraHU3alMU JIOJKEH
UMETh T[€YaTHblE W/WJIM DSJCKTPOHHBIE oOpa3oBarelbHble M HMH()OPMAIMOHHBIE PECYPCHI,

PCKOMCHAYCMBIC IJId UCITOJIb30BAHUA B OGpﬁSOB&TGHBHOM Imponecce.

3.2.1 IleyaTtHnle U3MAHUA
HopmatuBHO-TIpaBOBbIE JOKYMEHTHI:

1. Koncrurymus Poccutickoit @enepanuu ot 12.12.1993 roga (¢ yueToM ¢ M3MEHEHUN U JTOTIOJTHEHUN).

2. I'paxxnanckuit kogexe Poccuiickoit @enepanuu (dacts nepsast) ot 30.11.1994 r. Ne 51-®3 (¢ yuetom
W3MCHEHUH U IOTOJTHEHHUH ).

3. I'paxxnanckuii kogeke Poccuiickoit denepannu (dacts Bropas) ot 26.01.1996 1. Ne 14-03 (c yuerom
W3MEHEHUH U JOTOTHEHUI).

4. Hanorossiii konekc Poccuiickoit denepanuu (yacth nepsast) ot 31 wurona 1998 r.Ne 146-D3 (c
y4ETOM U3MEHEHH U JOMOTHEHUIN).

5. Hanoroseiit konekc Poccuiickoit denepanuu (yacts Bropas) or 5 aBrycra 2000 r.Ne 117-®3 (c
Y4€TOM U3MEHEHHUH U JIOTIOJIHEHU).

6. ®@enepanbublii 3akoH oT 18.07. 2011 Ne223-®3 «O 3akynkax TOBapoB, pabOT, CAYr OTAEIbHBIMH
BUJIAMU IOPUINYECKUX JIUID (B IEHCTBYIOIICH PEIaKIIIH).

7. ®enepanbubiii 3akoH 0T 05.04.2013 No 44-03 «O KOHTpaKTHOU cUCTeME B chepe 3aKyloK TOBApOB,
pabot, yciyr s oOecrieueHHs] TOCyJapCTBEHHBIX W MYHHUIMIIAJIBHBIX HYXI» (B JIeHCTBYIOIICH
pEeAaKITNm).

8. ®enepanbublii 3akoH oT 02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «OO6 wuHpopmarumy,
WHGOPMATH3ALNH H 3aIIUTEe UHPOPMALTUNY.

9. TOCT P 7.0.97-2016 "Cuctema ctaHaapToB 1Mo WHPOPMAIUU, OMOIMOTCYHOMY M H3ATEIHLCKOMY
neny. OPJI. TpeOoBanus Kk 0pOPMIICHHIO TOKYMEHTOB'".

10. I'OCT 51141-98. Jlenonpon3BoACTBO U apXUBHOE J1€710. TepMUHBI U ONIpEeAEICHUS;

11. I'OCT 6.10.5-87. YuudunupoBaHHbIE CHUCTEMBI TOKyMEHTAlluu. TpeOoBaHUS K TIOCTPOCHHIO
hopmymnsipa-obpasiia.

12.  TlpumepHas UWHCTPYKIHMS TIO JEJIONPOU3BOACTBY B TOCYJAapCTBEHHBIX OpTaHH3AIUSIX

(yrBepxneHa npuka3zom Pocapxusa ot 11.04.2018 Ned4).

OcHoBHas JuTeparypa:
1. Kopuees UK. JlokymeHTanIoHHOE 0O€CIIedeHHEe yIpaBleHus: yueOHHUK U npaktukym aist CI10/
N K. Kopuees, A.B. ITmenko, B.A. Mamypues. — Mocksa: FOpaiit, 2019 — 385 c.-

[TpodeccuonanpHOE 00pa3oBaHUE.
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3.2.2 JIOTOJTHUTENbHBIC UCTOYHUKH:

http://www.consultant.ru - CnpaBouno-npaBoBasi cuctema «Koncynbrant [Timrocy

http://www.garant.ru - CrpaBouHo-mipaBoBasi cuctema «I apanrT»

http://www.minfin.ru — Odunnaneuelii caiit MunrcrepcTBa GpunancoB Poccuiickoit denepanuu

http://document-ved.ru-DiekTponnbli yueOHbIH Kype JJOY

http://delo-ved.ru- Jleio-Ben (DIEKTPOHHBIN pecypc): BCE O IEIOMPOU3BOJICTBE

Kopunee WM.K., ITlmenko A.B., MamypueB B.A. VYuebuuxk wu mnpaktukym s CIIO
«/loxymenTanmonnoe obOecrnieueHune ympapieHus + Tecthl B ObBCy». MockBa: M3matenbcTBO
Opaiit, 2017- 384c.

Kysnenos 1.H. JlokymeHTanmoHHoOe oOecrieueHre ynpaBlieHus: IEPCOHAIOM. YIEOHUK U
npaxktukym uist CI1O. Mocksa: U3narensctBo FOpaiit, 2017.- 246 c.

CasymikunHa E.O. CenuBanoBa O.A. COOpHUK TPAKTUYECKUX 3aJlaHui 110 aucuuruimmae «J0Y» -
M 2019.

[ysanoBa H.H. JlokymeHTannoHHOE oOOecrieyeHHe YNpaBieHUsA: Y4eOHUK M TMPAKTUKYM /
[lysamoBa H.H. - M.: U3znatensctBO FOpaiit, 2019 [Onexrponnsiii pecypc; Pexxum gocryna
https://biblio-online.ru/bcode/433679] .



http://www.consultant.ru/
http://www.garant.ru/
http://www.minfin.ru/
http://document-ved.ru-электронный/
http://delo-ved.ru-/
https://biblio-online.ru/bcode/413825
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4. KOHTPOJIb ! OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM JUCIHUILIAHBI

Pe3ysabTarnl 00yyeHust

Kpurepum oueHku

MeTtoabl OLIEHKH

IlepeueHpb 3HaHMI, OCBaAUBAEMBIX B
paMKax JUCHUIIIHHBL:

OcHOBHBIE HCTOUHUKHU HH(OpMAIK U
pecypchl [UIsl pelieHus 3a/1a4.
CopepxaHue akTyaJlbHOH HOPMaTUBHO-
IPaBOBOM JOKYMEHTAIIH

CoBpeMeHHbIE CPECTBA U IPOTPAMMHOE
obecrieueHre B MpoeCcCHOHATBHON
JeSATeIbHOCTH

[TpaBuna opopmireHUs] JOKYMEHTOB
[TpaBuna opopmieHHS 3aKyIOYHON
JTOKyMEHTAIHH

Wudopmannonnsie Texnonoruu JOY
Oco0OeHHOCTH OpraHu3aly 1
MIPOBE/ICHUS] KOHTPOJIBHBIX MEPOIIPUATHI
OpraHamMy, OCYIECTBIISIOLIMMU
(UHAHCOBBIN KOHTPOJIb

CootsetcTBHEe 0hOpMIICHUS
JIOKyMEHTAIUH,
MPUMEHSEMON B
npodeccrnoHabHOM
JeSITeIbHOCTH, TPEOOBaHUSIM
HOPMATHUBHBIX JJOKYMEHTOB
CooTBeTcTBHE BBIOOpA
TEXHOJIOTHH O(POPMIICHHS
JTOKYMEHTOB COBPEMEHHBIM
TpeOOBaHUSM
JOKYMEHTO000pOTA.

YerHbIE  (MMCHMEHHBIHN )
orpoc

TectupoBanue

[IpoBepka mMpakTUYECKUX
pabor

Onenka pe3yJIbTaToOB

CaMOCTOSTEIILHOM PabOTHI
3auér

[IepeyeHp yMeHMI, OCBAMBAEMBIX B
paMKax JUCUUILINHBI:

CTpyKTypHUpOBaTh MOIY4aEMYIO
uHpopMaLrio, 0POPMIISITH PE3yabTaTh
MOKUCKA.

Onpenenars aKTyallbHOCTh HOPMAaTHUBHO-
MPaBOBOM JOKYMEHTAIINH.
B3anmoneincTsoBare ¢ KoJieramu,
PYKOBOJICTBOM, KJINEHTaMH.
Hcnons3oBarh yHU(PUIIUPOBAHHBIE
(hOopMBI TOKYMEHTOB

Hcnonb3oBars

cpencTBa UHPOPMAIIMOHHBIX TEXHOJIOTHI
JUIS pelieHus: mpohecCUOHATBHBIX 3aau.
OdopMItITh TUIATEKHBIE TOKYMEHTHI.
[TpoBepsTH HEOOXOIUMYIO
JOKYMEHTAIMIO JJISI 3aKITF0UYEHUS
KOHTPAKTOB.

OdopMsITh pe3yabTaThl MPOBEICHHBIX
KOHTPOJIBHBIX MEPONPUSATUN TyTEM
COCTABJICHHS aKTOB M CITPaBOK.

Bnanenue npaBuiamu
cocTaBIeHUS U 0(hOPMIICHUS
JTIOKYMEHTAIUHU B
COOTBETCTBUH C
HOPMaTUBHBIMU
JOKYMEHTaMU

OdopmiieHus pe3yabTaToB
MoMCKa UHPOpMaAIUN
HaBbiku ocymecTBineHus
MIPOBEPKH HEOOXOAMMOM
JOKYMEHTAIUu JJIs
3aKJIFOUYEHUS] KOHTPAKTOB.
JleMoHCTpanus aHainsa
COJIepKaHus
YIPaBIE€HYECKUX
JIOKYMEHTOB.

HaBbiku B ucnonap30BaHuu
IPOrpaMMHOTr0 obecrieueHune
B opranuzanuu JJOVY.

DKcTepTHOE HAOJIIOICHUE
¥ OIICHKA Ha
NPaKTUYECKUX 3aHATUAX
IIPY BBITTOJIHEHUH PAOOTHI
Onenka pereHui
CUTYallMOHHBIX 33Ja4
OreHka pe3yabTaToB
BBITTOJTHEHUS
MPaKTUYECKON pabOThI
3auér




