MMUHUCTEPCTBO HAYKHU U BBICHIEI'O OBPA30BAHMS POCCUMCKOM ®EJAEPAIIAN
®EJEPAJIBHOE T'OCYJIAPCTBEHHOE BIOJ’KETHOE OBPA30BATEJIbHOE YUYPEXIEHWE
BBICIIIEI'O OBPA30BAHHSA
«CAHKT-IIETEPBYPI'CKHI I'OCYJIAPCTBEHHBIM S)KOHOMUYECKW YHUBEPCUTET»
KOJLIEJK BU3HECA ¥ TEXHOJIOI' A

P

COTJIACOBAHO 5T VIBEPKIAIO

Hupexrop,Konnemka 6u3Heca u hass 8 Ipor Ig',l}op no obpaszoBaTeIbHON
Te W Ln, o megtemuiber /

(H 4/ |JLO.Ilenepuna R d 4 YLV / B.I'. llly6aeBa
« 2F »/ o2 202> S « Vi » (/C‘L 202r.

PABOYASI IPOT'PAMMA YYEBHOM JUCHUTIJINHBI

OI1.06 JokymMeHTAlIHOHHOE 00ecneyeHue YyipaBJdeHus

Cnenuansaocts 38.02.01 DxoHOMHEKA B OyXraiTepcKuii yueT (110 0TpacisM)

®opma o0ydeHus — 3a049Hast

VposeHs 006pa3oBaHus: cpeJHee MpodeccHoHaIbHOE 00pa3oBaHue
(na Gaze cpemHero obmero o6pa3oBaHus)

Bug moaroroBku: 0a30BEIH

[on HaGopa: 2023

Cankr-IlerepOypr



[Iporpamma  yueOHOM  aucuMIUIMHBL padpaboTaHa Ha OCHOBe (eaepanbHOro
rocyIapcTBEHHOro oOpa3oBaTeabHOro cranaapra (aanee — ®I'OC) no crnenuatbHOCTH CPEIHErO
npodeccnonansHoro obpasopanus (nanee - CI10) 38.02.01 Dxonomuka u Gyxraarepckuit yuer
(o otpacism).

Opranmsauus-pazpabotunk: OI'BOY BO  «Cankr-IleTtepOyprekuii  rocyaapCTBEHHBIH
9KOHOMHUYECKUN YHUBEPCUTET)

Paspaboruuk (u):

Axymuuesa O.1O., nmpenonasarens
Konnemxka 6uzHeca ¥ TeXHOIOTHIHA
®OI'BOY BO «CIIoI' DY »

noznmcs{

Penen3enr:

Tynunnesa JI.H., npenoaasarens
Konnemxka 6u3Heca ¥ TEXHOJIOTHIA
OI'BOY BO «CIIoI' DV »

TOAIUCH

PaccMOTpeHO M 006peHO Ha 3acelaHuM IMKIOBOM KOMHCCHH 00IieoOpa3soBaTelbHBIX
JUCIHTIITHH. v
Ilpotokon Ne € o1 ©2 ©2. 2024,

[Tpencenarens LK ﬁ}?/’) / M.IO. Tynkyesa




COJEPKAHUE

. MACIIOPT PABOYEN IIPOI'PAMMBI YUYEBHOM
JTUCHOUIIJINHBI

. CTPYKTYPA U COJIEP)KAHUE YYEFHOM JUCIHUILIUHBI

. YCJOBMUS PEAJIM3AIIMA YYEBHOMN JUCIUILINHBI

. KOHTPOJIb H OHLEHKA PE3YJBTATOB OCBOEHUSI
YYEBHOU JUCIIUITJIMHBI

. OCOBEHHOCTH OCBOEHUsAA JUMCHUIIVIMHBI  JJIA
HNHBAJIN10OB n JIMIL C OI'PAHUYEHHBIMH
BO3MOKXHOCTAMMU 310POBbA



1. MACIHHOPT PABOYEM TIPOTPAMMBI YUEBHOM JTACIHUIIJINHBI
OI1.06 JokyMeHTAIIMOHHOE O0ecTIeYeHre YIIPABJICHUS

1.1. O0Js1acTh IPpUMEHEHUs IPOrPaMMbI

[Iporpamma y4eOHOW JUCUUIUIMHBI SIBJIIETCA YacThlO 00pa30BaTEIbHON
pOrpamMMbl TOATOTOBKU CHEIUAIMCTOB CPEIHETO 3Be€Ha B cOOTBETCTBUU ¢ PI'OC
no cnenuanbHoctn CIIO 38.02.01 OxoHomuka u OyxranTepckuid yder (1o
oTpacisiM), YykpynHEHHas Trpynna crnenuaibHocteir 38.00.00 DxoHomuKa
yIpaBJCHUE.

[Iporpamma y4dyeOHOW JUCHUIUIMHBI MOXET OBITh HCIOJIb30BaHA B
JOTIOJIHUTEIPHOM ~ MPO(GEeCCHOHAIBHOM  00pa30BaHUM  JUIS  TOBBIIICHUS
KBaTU(UKAIIUM M TIEPENOJTrOTOBKY PAaOOTHUKOB Mo crenuanbHocTH 38.02.01
DKOHOMHKA B OyXTaJITEPCKUI y4eT (110 OTpacism).

1.2. MecTo y4eOHOH AMCUMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOIrPaMMbI:
JUCUUIUIMHA BXOJUT B 001IENTPOPECCHOHATIBHBIN IIUKJL.

1.3. leau u 3aga4u y4eOHOH AMCHMILIMHBI — TPe0OBaHUSL K pe3yabTaTaM
O0CBOCHHS YUeOHOI TUCIUILINHBI:

[lens: ycBOGHHE TEOPETMUECKUX 3HAHUM B 00JIACTM HOPMATUBHO IMPABOBOM
0a3bl JOKYMEHTAlMOHHOIO OOECIEeYeHUs YNPAaBICHUS; OpPraHu3aluu padoT Mo
JEJIONPOU3BOACTBY, OBJAJCHUE MPUEMaMU COBPEMEHHOIO JEIONPOU3BOJACTBA, a
Takke (OpMUPOBAHNE HEOOXOAUMBIX CIIELUATUCTY KOMIIETEHLUH.

B pesynpraTe OCBOCHHMS Yy4YeOHOM MMCITUILIMHBI OOYYaOIIUIHCA JODKCH
YMeETh:

OCYILIECTBJISITh TOWUCK, AHalM3 W HCMOJb30BAHUE HOPMATHUBHO-IIPABOBBIX
JIOKYMEHTOB B TPUMEHEHHHU K 3aaadam JJOVY;

COCTAaBJISAITH M O(QOPMIATH  YNPABICHYECKYI0 H  MPOdecCHOHATBHYIO
JIOKYMEHTAITUIO B COOTBETCTBUE C HOPMATUBHOM 0a30i;

UCIIOJIB30BaTh YHU(MUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB,;

OCYIIECTBJISITh  JIEJIOBYIO TIEPENUCKY U  TMOJJEPKUBATH DJICKTPOHHBIC
KOMMYHUKAIINH;

MPUMEHSTh CpelCTBa HWH(OPMAIIMOHHBIX TEXHOJOTUNA JIS CO3JaHUs U
oopMIICHUS JOKYMEHTOB;

pa30upaThCsl B CUCTEME BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3aIliig;

OCYILIECTBJISITh XPAHEHUE U TTOUCK JIOKYMEHTOB;

UCIIOJIb30BaTh COBPEMEHHOE MPOTPAMMHOE OO0EeCredeHHe B DJICKTPOHHOM
JIOKyMEHTOO0O0POTE;

MPOBEPATh HAIWYME B TMPOU3BOJBHBIX MEPBUYHBIX  OYXTaJITEPCKUX
JIOKyMEHTaX 00513aTeTbHBIX PEKBU3UTOB,;

pa3oupaThCsi B HOMEHKJIATYpE JIET;

COCTaBJISATh AKTHI M CIIPABKH MO pe3yJibTaTaM BHYTPEHHETO KOHTPOJIS;



(opMHUPOBATH IPOEKTHI PUKA30B 110 MPOBEJAECHUIO BHYTPEHHETO KOHTPOJIS

B pesynbraTte OocBOeHHsI y4yeOHOW JUCHHIUIMHBI OOYyYarolIMiCS TOJIKEH
3HATH:

COJIEp’KaHME AKTyaJIbHOM HOPMAaTUBHO-IIPABOBOW TOKYMEHTALWU;

OCHOBHBIE MTOHITHS JOKYMEHTAIIMOHHOTO O0ECTICUEHHs yIIPABICHHUS;

KJIacCU(UKaLUs yIPaBICHUECKUX TOKYMEHTOB;

IpaBUJia COCTaBiICHUS U OQGOPMIICHHS YNPABICHUYECKHX JIOKYMEHTOB H
BEJICHUS JIEII0BOM NIEPENUCKY;

COCTaB JIOKYMEHTOB CIIELIUAJIbHBIX CUCTEM JOKYMEHTAIINY;

IIpaBUJIa OPraHU3alMK BCEX 3TAIOB padOThI C JOKYMEHTaMU;

npusiokeHus: nporpammbel Windows, Hcriosb3yeMble JUIsl peanu3aluu 3aaad
HOVY;

coBpeMeHHbIe HH(OopMalMoHHbIE TexHOoJoruu J[0OY

IIPAaBWJIa U CPOKH XPAHEHHUsI TOKYMEHTOB;

GopMBl  MEPBUYHBIX  OYXTaJITepCKUX  JOKYMEHTOB,  COJEpKaIUX
00s13aTeNbHbIE PEKBU3UTHI IEPBUYHOTO YYETHOTO JOKYMEHTA;

IPOILIEAYpa COCTABJIICHUS aKTa II0 PE3yJbTaTaM WHBEHTAPHU3ALNUH, IPOEKTOB
IIPUKA30B I10 ITPOBEAECHUIO KOHTPOJIBHBIX ITPOLEAYP

Bbyxranrep nomkeH o01agaTh OOIMMH KOMITETCHITUSMU:

OK O01. BsiOupate cmocoObl pemieHus 3aaad  MpoQecCHOHATBHON
JEATEIIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02. Hcnonb3oBaThb COBPEMEHHBIE CpEICTBA TIOMCKA, AaHalu3a W
UHTEpHpeTanuu HHPopMaluu, 1 HHHOPMAIIMOHHBIE TEXHOJIOTUHU JIJISl BHITTOJTHEHHUS
3a/1a4 mpodhecCuoHaIbHOU IeITeTLHOCTH.

OK 03. [InanupoBath U peayiM30BBIBaTH COOCTBEHHOE TpodeccruoHaIbHOe U
JUYHOCTHOE pas3BuUTHE, peANPUHUMATEIIBCKYIO NEATEeIIbHOCTD B
npodeccuoHalIbHON cdepe, UCTI0JIb30BaTh 3HAHUS M0 (PMHAHCOBOW IPaMOTHOCTH B
Pa3JIMYHBIX )KU3HEHHBIX CUTYyaIUsX.

OK 04. DddexTtuBHO B3auMoOjeHCTBOBaTL M PabOTaTh B KOJIJICKTHBE H
KOMaH/I€e.

OK 05. OcymecTBiATh YCTHYKO W IIMCBMEHHYIO KOMMYHHUKALMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanum ¢ yd4eToM OCOOEHHOCTEN
COIIMATILHOTO U KYJbTYPHOTO KOHTEKCTA.

OK 06. IIposBnsATH IPa)XJaHCKO-ITaTPUOTUYECKYIO MTO3ULHIO,
JEMOHCTPUPOBATh  OCO3HAHHOE TMOBEACHUE Ha OCHOBE  TPAJAUIIMOHHBIX
OOIIEYeIOBEYECKUX IIEHHOCTE, B TOM YHCIE C Y4E€TOM TapMOHHU3AINH
MEKHAIIMOHANBHBIX M MEXKPEIUTHO3HBIX OTHOIICHUM, MPUMEHSTh CTaHAapThI
AHTUKOPPYHIIMOHHOTO MTOBEICHHUSI.

OK 09. [TIlons3oBaThcs  npodeCcCHOHANBHOM  JOKyMEHTalHuew  Ha
roCyJJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

po(ecCUOHATbHBIMU KOMITETEHIIUSIMM:
[1K 1.1. OGpabartbiBaTh nepBUYHbIE OYXTaITEPCKUE JOKYMEHTHI



1.4. PexomeHnayeMoe KOJMYECTBO YACOB HA OCBOEHHME NMPOrpaMMbl y4eOHOI
AUCHMIIMHBI:
MaKCHMaJbHOU yueOHOU Harpy3ku oOydaromierocs 84 yaca, B TOM YHCIIE:
00s13aTebHON ayTMTOPHON yueOHOM Harpy3ku 00ydaromerocst 6 4acos;
CaMOCTOSITENbHOM paboThl oOyyatromierocs 72 vaca.

2. CTPYKTYPA U COAEP KAHUE YUYEBHOM JUCHUITJIMHBI
2.1. O0bem y4yeOHOM TMCHMILIMHBI M BHAbI Y4e0OHOH padoThI

Buj yueOHoi1 padoThI O0bem yacoB
MakcumanbHas yyeOHass Harpys3ka (Bcero) 84
Oo0s3aTesbHAsI AYIUTOPHAA y4eOHAasi HATPY3Ka (Bcero) 6

B TOM YMCJIC:

J1a00paTOpHBIC PAOOTHI

MNPAKTUYICCKUEC 3aHATHA 4

KOHTPOJIbHBIE pa0OThI

KypcoBas pabota (npoekr) (eciu npedycmomperno)

CamocrosiTejibHas paboTa o0yuyaruierocs (Bcero) 72

B TOM YHCJIC:

camocTosTeNnbHas paboTa HaJl KypcoBoi paboToil (IIpoeKToM) (eciu

npeodycMOmpeHo)
[TpomexxyTouHas aTTecTanus 6

1 xypc 3uMHsA ceccust
Hmozcosas ammecmayus 6 popme (vkazamo) P K3AMELL




2.2. TemaTu4eckuii IJ1aH U cogepxanne yueOHoi qucuuminabl OI1.06 lokyMeHTaNMOHHOE 00ecnieueHne YIpaBJIeHUs

HaumeHnoBanue Copaepxxanue yueOHOro MaTepuasa, JaboparopHblie padoThl M NPAKTHYECKHE 3aHATHSA, O0bem yacoB YpoBenn
pa3aesioB U TeM CcaMoCTOsITe/IbHAsI padoTa o0yualoumxcs, KypcoBasi padora (MpoeKT) (eciu 0CBOEHMS
npeoycmMompeHvl)
1 2 3 4
Pa3nes 1. JlokyMeHTHPOBaHHE YIIPABJIECHYECKOM e TeJIbHOCTH
Tema 1.1. Bseaenue. | Conep:kanue y4eOHOTr0o MaTepuaa
Joxkyment u cucrema | CamocTosiTesibHasi padoTa o0y4yalomuxcs
AOKYMCHTAIMH 3HayeHWe M COAEp)KaHWE ITUCHUIUIMHBI «JlOKyMEHTAI[MOHHOE O0ecreueHUe YIPaBICHUS. 4 1
[loHATHE TEPMHHOB: «IOKYMEHT», «IOKYMEHTHUPOBAHHUE», «TOKyMEHTAllMOHHOE oOecrieyeHue
yrnpaBineHusi». lloHsATHE CHCTeM JOKyMEHTanWd. YHUPUKAOUS W CTaHAapTH3ALuUs
yIpaBJIeHYE€CKUX JOKyMeHTOB. HopMaTuBHO-paBoBas 0a3za opraHu3aluy J0KyMEHTallMOHHOTO
o0ecrieyeHns yrpaBJIeHUs]
Tema 1.2. Cucrema | Cogep:kanue yue0HOro MaTepHaJia
OpPraHu3anuoOHHO- IIpakTnyeckue 3aHATHSA
pacnopsiiuTeTbHOM OdopmiieHre TOKyMEHTOB ¢ momoulbio mporpammbl Microsoft Word. Coznanue maGnona 4 3
AOKYMEHTaIluH JIOKYMEHTA.
CamocrosiTesibHas padoTa 00y4alOIIMXCs
I'OCTet nHa OPJ. TpeboBaHus K O(OPMIIEHHIO JOKYMEHTOB, TpeOOBaHHA K OJJaHKaM. 28 1
OpranuzallioOHHBIE JOKYMEHTBI: yCTaB, JOJDKHOCTHas MHCTPYKIMs. PacnopsaurenbHble
JOKYMEHTBI: MPHUKa3bl, pacnopspkeHus. CripaBouHO-UH(YOPMAIIMOHHBIE JOKYMEHTBI: JOKJIaIHAast
3aIucKa, OOBSICHUTENbHAS 3allCKa, aKT, CIIpaBKa, ciyxkeOHoe mucbMo. CocTaB M 0COOEHHOCTH
oopmIIeHHsI JIOKYMEHTOB IO JIMYHOMY cocTaBy. CocTtaBieHue U O(OpMIIEHHE OTIEIbHBIX
BUJIOB PACHOPSIUTENBHBIX U CIPABOYHO-UH(OPMAIMOHHBIX JOKyMeHTOB. CocTaBlieHHE U
oopmileHHE OTIENbHBIX BHJIOB OPraHM3AI[MOHHBIX JOKYMEHTOB. JlokyMeHTHpoBaHUE
TPYIOBBIX TpaBoOoTHOIeHUH. OdopmieHne ciay)XeOHBIX JOKYMEHTOB B COOTBETCTBUU C
tpeboBanusiMu ['OCTa na OPJI.
Tema 1.3. /lene:xxnbie n | Conep:kanue yueOHOro MaTepuajia
(unancoso-pacuernbie | OcoOEHHOCTH cOCTaBJICHHS U O(OPMIICHUS ICHEKHBIX M (PMHAHCOBO-PACUYETHBIX JIOKYMEHTOB. 2 1
AOKYMEHTBI CamocrositesibHasi padoTa o0yuyauuxcs
OdopmiieHne miaaTexHbIX JOKYMEHTOB. (CoCTaBiIeHHE MPOTOKOJIOB, COBEILAHHM, 3aceiaHuil, 6 2

KOoH(pepeH1Mit, coOpaHuii U T.II.

Tema 1.4. JloroBopHo-
npasBoBasi

Conep:xxaHue yueOHOro MaTepuaJia

CamocTosiTesibHasi padoTa 00yYarommMXxcst




AOKYMEHTaIusl [Tonsatue noroopa (kouTtpakrta). Tumosas ¢gopma moroBopa. OCHOBHBIE pa3ieibl JOrOBOPA. 8
[IpaBuna odopmieHus mpeTeH3uoHHbIX nuceM. CocTtaBieHue U opopmIileHUE MPETEH3UOHHBIX
IIHCEM.
Paszgea 2. Opranu3anus padboThbl ¢ JOKYMEHTAMH
Tema 2.1. | CoaepxaHue y4ueOHOI0 MaTepuaJia
Opranusanus CamocTosiTesibHasi padoTa 00yYarommXxcst
JIOKYyMEHT0000pOoTa, CocraB m ywer oObemMa JOKyMeHTOOOOpoTa opraHuzammid. OpraHuzanus padoThl C 6
perucrpanus JOKyMEHTalMeH, NoCTynarlel B opranuzanuto. [lepegaya 1oKkyMeHTOB BHYTPHU OpraHU3aluu
AOKYMCHTOB, Peructpanus noxkymenTtoB. KoHTponb wucnonHeHuss AOKyMeHTOB. OpraHu3anus U TEXHUKA
HCIOJIHEHHE KOHTPOJISI HUCIOJIHEHHs. TUINOBbIE W MHAMBUAYAJIbHbIE CPOKM MCIOJHEHUS JOKYMEHTOB.
AOKYMCHTOB CocraBieHrEe THUITOBBIX TapaHTUIHBIX MMCHM OT OpPTaHU3aAIMi (rapaHTOB) OaHKaM O MOTAIICHUH
Kpeauta. TunoBoe conpoBOJUTEIBLHOE NUCHMO K JOTOBOPY.
Tema 2.2. | Conep:kanue y4eOHOr0 MaTepuajia
Nudopmaumnonnbie CamocTosiTesibHasi padoTa 00y4arommXxcst
TeXHOJIO0TUH B | Mcnonp30BaHue NpOrpaMMHOrO oOecrmeueHusi Mg pelieHus MpodeccHoHalbHbIX 3ajad. 10
AeJIONPOU3BOACTBE OdopmieHre JOKYMEHTOB ¢ MOMOIIBI0 TTporpammbl Microsoft Word. PaGoTa ¢ 31eKTpoHHBIME
nokymentamu. Pabora ¢ 3ampocamu. OTedecTBEeHHBIE pa3paOOTKH MPOTrpaMM aBTOMATHU3AINH
JOVY u apxusHoro nena. CocTaBieHHe ONMucei, peecTpoB pacchliku. [IpoBepka mpaBUIBLHOCTH
oopmieHus, HATMYUs NPUIIOKEHUH, aapecara.
Tema 2.3. | Conep:kanue y4ueOHOr0 MaTepuajia
Opranuszanus CamocrosiTesibHas padoTa 00y4alOIIMXCs
0NepaTHUBHOIO U | Cucremaru3anusi TOKyMEHTOB U uX xpaHeHue. Homenknatypa aen. IlpumepHble U THUIOBBIE 10
apXMBHOT0 XPaHEeHHWs | HOMEHKIATYyphl Jen. TpeboBanus k opopmiieHuto aein. Iloaroroska u nmopsAaoK mneperadu Jaei B
AOKYMEHTOB apxuB. CocrapiieHue 1 0hopMiIeHINE HOMEHKIIATYPbI €]
IIpomeKyTOYHASI ATTECTALMSA 6
Bcero 84

Jiis XapakTepUCTUKU YPOBHS OCBOCHMS yUeOHOT0 MaTepualia UCIOJIb3YIOTCS CelyIoue 0003HaueHus:
1. — 03HaKOMUTENbHBIN (y3HABaHUE paHee N3YUYEHHBIX 00BEKTOB, CBOMCTB);
2. — penpoAYKTUBHBIN (BBIOJIHEHUE IEATEIILHOCTH 110 00pa3ily, HHCTPYKLIUHU WITH 1101 PYKOBOZJCTBOM)
3. — MpOAYKTUBHBIN (TJIAaHUPOBAHKE U CAMOCTOSTEIHHOE BBIMOJIHEHHE JeSTEIbHOCTH, pellieHue MPoOIeMHBIX 3a/1a4)




3. YCJI0OBUA PEAJIMBAIIUUA ITPOI'PAMMBI JTUCHUITJINHBI

3.1. TpeGoBanussi K MHHUMAJIBHOMY  MATEPHAJbHO-TEXHUYECKOMY
o0ecrne4eHn 10

Aya. 1304 KaOuHeT JOKYMEHTALMOHHOIO 00€CTIeYeHNs YIIPaBICHUS

Yyebnass meb6ens Ha 30 MOCaTOYHBIX MECT, pabodee MECTO IMPeroaBaTens,
nocka wmenoBasi-1 mT., mkapbl KHWKHBIE 5 mT. KommbioTep mpemopaBaTens
Pentium E5300. ITpoextop NEC ¢ npoeKoHHBIM SKpaHoM Star

1224 TlomerieHue 1151 CaMOCTOSITEIbHON paboThl 00yUYarOIIMXCS

Kommbrotepabie cToiibl -15 mt. CTod [Uisi COBEIaHui ¢ KOMIUIEKTOM CTYJIbEB
Ha 26 yenosek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mt. M®VY Laser Jet
1132MFP- 2 mr. [Ipoexrop SANYO c sxpanom Media.

3.2. UudopmanuonHoe odecnevyenne o0yueHust
Ilepeyens pexoMeHayeMbIX Y4eOHbIX wu3aaHuii, WHTepHeT-pecypcos,
JAOIOJHHUTEJIbHOM JIUTEPATYPbI

KHuroo0ecneueHHOCTD

Bubauorpaguyeckoe onucanue u3IaHus OcHoBHasi/ Kot-5o
(aBTOp, 3ar71aBHE, BU/I, MECTO U 'O/l U31aHUS, | TOTMOJHUTEIbHAS K3, B B én JJIEKTPOHHDI
KOJI. CTP. JMTEepaTypa ’ ‘| e pecypcenl
P.) paryp CIGry | € PecYP
OCH ObC HOpaiit

KazakeBuu T. A.
JIOKyMEHTaIMOHHOE 00eCTIeYeHIE YIPaBICHUS
: Yueonuk u npaktukyM s CITO / KazakeBud
T. A., Tkanua A. 1. — 2-e uzn., ucnp. u aon
.— DnexTpoH. naH. — Mockga : M3natenbcTBo
IOpaiit, 2021-177¢

[[IyBamosa H.H. OCH OBC IOpaiit
JloKyMeHTallMOHHOE 00ecreYeHrne YIpaBIeHUs
YueOnuk u npaxtukyM s CIIO / ysanosa H.
H. — DnekrpoH. nan. — Mocksa : M3narenscTBo
FOpaiit, 2021 .— 265¢ .— (IIpodeccuonanpHoe
o00pa3oBaHue)

bsnt B.C. mon OBC Opaiit
JloKyMeHTallMOHHOE 00eCIedeHne YIpaBIeHHUS.
FOpuanueckas TexHuka : YuyeOHoe nocodue Jlis
CIIO / bsint B. C. — 2-e u3na., ucnp. u aom .—
Mockaa : FOpaiit, 2021 .— 103c.

['po3osa O. C. o1 DBbC 0paiit
JlenompousBoACTBO : YueOHoe mocodue /
['po3zoBa O. C. — DnekTpoH. 1aH. — Mocksa :
N3narenscTBo FOpaiit, 2021-126¢ .

Jloponuna JI. A. 1011
JloxymeHTOBeIeH e | YUEOHUK U TTpakTuKym Jliis ObC FOpaiit
CIIO / mon pen. Joponunoit JILA. — 2-e u3n.,
mep. ¥ o0 .— DIeKTPoH. AaH. — Mockaa :
N3narensctBo FOpaiit, 2021 .— 309c.
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%A8%D1%83%D0%B2%D0%B0%D0%BB%D0%BE%D0%B2%D0%B0,%20%D0%9D%D0%B0%D1%82%D0%B0%D0%BB%D0%B8%D1%8F%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%BD%D0%B0[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/469832
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%91%D1%8F%D0%BB%D1%82,%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%B8%D1%87[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/474092
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/472842
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%94%D0%BE%D1%80%D0%BE%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D0%B0%D1%80%D0%B8%D1%81%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/469701

Aoymanze [I. T

J/lokyMeHTalMoHHOE o0ecrieueHue yIpaBieHus

nepcoHanoM : YueOHuk u npakrukym s CI1O
Aobynanze Jl. I'., Bempsoxkuna U. b., Macnosa

B. M. — DnektpoH. nan. — Mocksa :

N3narenbcTBo FOpaiit, 2021 .— 370¢c .—

(ITpoeccuonanpaoe 0OpazoBaHue) .

imon DOBbC O0paift

Ky3snenos M. H.

JlokymMeHTaIMoHHOE 00ecrieueHre YIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O /
Ky3nenoB 1. H. — DnekrpoH. gaH. — Mockaa :
3narensctBo FOpait, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa30BaHME).

imon OBbC Opaiit

I[OHOJIHI/ITCJILHBIG HCTOYHHUKH

1. Konctutynus Poccuiickoit denepaunn ¢ U3MEHEHUSIMH.

2. TDpaxnanckuit kojexc Poccuiickoit ®eneparnuu (4acth mepBasi) C

U3MECHEHUSIMU.

3. TpynoBoii koaekc Poccuiickoit @enepanii ¢ U3BMEHECHUSIMHU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-D3 (pen. ot 23.04.2018) «O6
uHdopmaiuu, HGOPMATU3AIUHU U 3aIUTE UHHOPMALIII).

5. ®enepanbhbiit 3ak0H oT 06.12.2011 N 402-®D3 (pen. ot 26.07.2019) «O
OyXTaJITEepPCKOM yUETe»

6. TOCT P 7.097-2016 "Cucrema craHmapToB 10 HHPOpPMaLIUH,
oubnuoreuHoMy u usaarenbckomy neny. OPJl. TpebGoBanuss kK o¢popMIIEHUIO
JIOKYMEHTOB'".

7. TOCT P.7.08-2013 «CHUBHM/I. [lenonpou3BOACTBO M APXUBHOE HEIIO.
TepMUHBI U OIIPEACIICHUSY.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
TV CTUTIIAHBI

KoHutpoib M oOmeHKa pe3ylbTaToOB OCBOEHUS  Y4€OHOW  JAUCIUIUIMHBI
OCYILIECTBISIETCS MIPENoAaBaTeeM B IIPOLECCE NPOBEACHUS IPAKTUYECKUX
3aHSTUNA, TECTUPOBAHMUS, & TAKXKE BBHIMOJHEHUS 00YUYarOIIUMHUCS WHIUBUIYATbHBIX
3aJaHUIl.

Pe3ynvmamut 00yuenus
(oceoenHble yMeHUA, YCE0CHHbIE 3HAHUA)

@DopMbI U METObI KOHTPOJISI M OLIEHKU
pe3yJabTaToB 00y4eHHs

YMmerh:

OCYIIECTBIATh IIOUCK, AHAJIU3 U HCIIOJIb30BAHUE
HOPMAaTHBHO-TIPABOBBIX JIOKYMEHTOB B
IpUMEHEHUN K 3agadam IOV

OreHKa pe3ynbTaTOB BHIMOJIHEHUS
MPAKTUYECKON pabOThI
DkcriepTHOEe  HAONIOACHHE 32

BBITIOJIHEHUSI PAKTHUECKOW PabOTHI

XO0M

COCTaBISATh M OQOPMIIATH YIPABICHUYECKYIO U

O1nieHKa pe3yJbTaTOB BBITTOJTHEHHUS

npo¢eCCHOHATBLHYIO JIOKYMEHTaLUIO0 B MPAaKTUYECKON pabOThI
COOTBETCTBUE C HOPMATUBHOM 0a3oi
UCIIOJIb30BATh YHU(UIIUPOBAHHbIE bopmbl Onenka pe3ybTaToOB BBIIOJHEHMS
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%90%D0%B1%D1%83%D0%BB%D0%B0%D0%B4%D0%B7%D0%B5,%20%D0%94%D0%B0%D1%80%D0%B5%D0%B4%D0%B6%D0%B0%D0%BD%D0%B8%20%D0%93%D0%B8%D0%B2%D0%B8%D0%B5%D0%B2%D0%BD%D0%B0[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/487121
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87[1,1004,4,101]&LANG=rus
https://urait.ru/bcode/470020

JIOKYMEHTOB

MPAaKTUYECKON pabOThI

OCYILECTBIIAITh JEIIOBYIO MIEPENHCKY u
HOJIEP>KUBATh 3JIEKTPOHHBIE KOMMYHHUKAIIMH

OreHka pe3yabTaTOB BBITTOJIHEHUS
MPaKTUYECKON pabOThI

MIPUMEHSATH CpelcTBa UH(GOPMaIIMOHHBIX OueHka pe3yapTaToOB BbIIIOJHEHUS
TEXHOJIOTUH Jns  co3naHust W OpOpMIICHHSA MPAaKTUYECKON pabOThI
JJOKYMEHTOB

pa3duparscs B cUCTEME BHYTPEHHEro | DKCIEPTHOE HAOJIOJEHUE 3a XOAOM

JIOKYMEHT0000pOTa OpraHu3aluu

BBITIOJIHCHHUS TIP AKTHYCCKOMU pa6OTI)I

OCYHICCTBJIATH XPAHCHUC U ITIOUCK JOKYMCHTOB

OrieHka pe3yabTaTOB BBITTOJIHEHUS
MPaKTUYECKON pabOThI

UCTIOJIb30BATh COBPEMEHHOE IPOTrpaMMHOE
obecreyeHne B JICKTPOHHOM JIOKYMEHTO000poTe

DKCnepTHOE  HaONIOZICHHE  3a
BBITIOJTHEHUS PAKTHYECKON pabOThI

XOJIOM

MMPOBEPATHL HAJIMYUC B IMPOU3BOJIBHBIX HCPBUYHBIX
6YXI‘aJ'ITepCKI/IX AOKYMCHTax 00s13aTeNIbHBIX
PCKBHU3UTOB

OreHka pe3yabTaTOB BBITTOJIHEHUS
MPAaKTUYECKON pabOThI

p8.36I/IpaTbC5I B HOMCHKJIATYpPEC ICJI

OkcrepTHOe  HaONIOJEHHE 32
BBIINOJIHEHMSI IPAKTUYECKON paboThl

XOJIOM

COCTABJIATh aKTbl M CIPaBKU [0 pE3yJbTaTaM
BHYTPEHHETO KOHTPOJIA

OreHka pe3y/nbTaToB BHIMOIHEHUS
MPaKTUYECKON pabOThI

(bopMUpPOBATH NMPOEKTHI MIPUKA30B 110 IPOBEIACHUIO
BHYTPEHHETO KOHTPOJIA

OrieHka pe3yabTaTOB BBITIOJIHEHUS
MPAaKTUYECKON pabOThI

3HaTh:

COAEp)KAHUE aAKTyaJIbHOM HOPMaTUBHO-IIPABOBOM TectupoBanue.
JIOKYMEHTaIUU

OCHOBHBIC MOHSTHUSI JTOKYMEHTAIMOHHOT O YcTHbIM onpoc.

o0ecrieyeHus yrpaBJIeHUs]

I(J'IaCCI/I(l)I/IKaI_II/IH YIIPaBJIICHYCCKUX JOKYMCHTOB

YcTHBIN ompoc.

IpaBuia COCTaBJICHUSA u odopmieHus TectupoBanue.
YIIPABJICHUYECKUX JOKYMEHTOB U BEACHUS JIE€JIOBOU

NEPEIUCKU

COCTaB  JOKYMEHTOB  CHEUUAJIbHBIX  CHCTEM TectupoBanue.
JOKYMEHTAIUU

IpaBWjia OpraHM3allMd BCEX JTamnoB paldoOThl ¢
JOKYMEHTaMU

[TnceMeHHBIH Oompoc.

MIPUIIOKEHUS IIPOrpamMMBl Windows, VYcTHBI onpoc.
UCIOJIb3YEMBIE I peanu3auuu 3a1ad JI0Y

COBpEMEHHbIE  MH(QOPMAIIOHHBIE  TEXHOJIOTUU TectupoBanue.
J0Y

ImpaBujia U CPOKH XpaHCHUA JOKYMCHTOB

YcTHBIM onpoc.

(dopMBl NIEPBUYHBIX OyXTaNTEepCKUX JTOKYMEHTOB,
coJiepKaIIIX o0s3aTenbHbIE PEKBU3UTHI
NIEPBUYHOI0 YYETHOIO JOKYMEHTA

YcTHBIM onpoc.

npoancaypa COCTAaBJIICHHA aKTa II0 PpeE3yibTaTaM
HWHBCHTAPU3AIIHH, IMPOCKTOB IIPUKA30B 110

TectupoBanue.
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‘ IIPOBEACHUIO KOHTPOJIBHBIX IPOLEAYP ‘

5. OCOBEHHOCTH OCBOEHUSI U CIIUTLIAHBI JJISI
WHBAJIUIOB U JIMI[ C OTPAHUYEHHBIMH BO3MOKHOCTSIMU
310POBbSI

OOyueHue JHI] C OrPAHWYCHHBIMH BO3MOXXHOCTSIMHU 3JI0pPOBbSI TpHU
HEOOXOJMMOCTH  OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHON  paboueit
OporpaMMbl  C  HCIOJB30BAaHUEM  CHEIHANBHBIX  METONOB  OOydYeHus U
TUIAKTHUYECKUX  MaTepUaloB, COCTaBJICHHBIX C  y4eTOM  OCOOEHHOCTEH
NCUXO(U3UUECKOTO PA3BUTHS, WHIAMBUAYAIBHBIX BO3MOXKHOCTEH W COCTOSHUS
3JI0POBBS TAKKUX OOydaromuxcs (00ydJaromierocs).

B mensx ocBoeHuss ydeOHOW TpoTrpamMMbl TUCIUIUIMHBI WHBAIUIaMUA H
JMIIAMH C OTPaHMYEHHBIMUA BO3MOXKHOCTSIMH 370pOBbsi KoJutemk obecreunBaet:

JUIS UHBAJIUJIOB M JIMI[ C OTPAHUYEHHBIMU BO3MOKHOCTSMH 3J0POBBSI IO
3pEHHUIO: pa3MENICHUE B JOCTYMHBIX JJIs 00Yy4aroUuXcsl, SBISIFOIIUXCS CIICTIBIMU
Wi cnaboBUASAIIMMU, MECTaX W B QJaNTHPOBAHHON (GopMe CHpaBOYHOU
uHQOpPMAIIMU O pACTHCAHWM YYEOHBIX 3aHATHUH; TPHUCYTCTBUE ACCHUCTEHTA,
OKa3bIBAIOIIETO oOyJaromemMycs HEOOXOTUMYIO MTOMOIIIb; BBITTYCK
ATBTEPHATUBHBIX (POPMATOB METOAUYECCKUX MAaTEepUAlIOB (KPYMHBIA MPUDT WIH
aynogansl);

JUTS WHBJIMJIOB M JIMI[ C OTPAaHWYCHHBIMH BO3MOXHOCTSIMHU 370POBBS IO
CITyXy: HaAJISKAITUMHU 3BYKOBBIMH CpPEJICTBAMU BOCIPOM3BECHIE HH(pOpMaInu;

JUIST UHBJIMJIOB W JIMIl C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMHU 370POBBS,
UMEIOIUX  HapyIIEHUsS  OIMOPHO-JBUTATEIILHOIO  ammapara:  BO3MOXKHOCTh
OecnpensaTCTBEHHOTO JTOCTYIa 00yJarouuxcsi B ydeOHbIe TOMEIICHUS, TyaJIeTHbIE
KOMHATHI U JIpyTHe TTOMEIICHHS, a TAK)Ke MPeObIBaHNE B YKa3aHHBIX TIOMEIIEHUSX.
OO6pazoBaHue 00yJaOMIMXCA C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbS MOKET
OBITh OPraHW30BaHO KaK COBMECTHO C JIPYTMMH OOYyYaloIUMHCS, TaK U B
OTJICTBHBIX TPYMIaX WX B OTACIBHBIX OpPTaHU3aIUsIX.
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