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AHHOTALUA

pabouei mporpaMmbl y4eOHON AUCLMILIAHB
b1.B./1B.02.02 «/ieKTpOHHBII JOKYMEHTO000POT B YIIPaBJIeHYECKOM
AeSITeJIbHOCTI ISl MOATOTOBKK OakajiaBpoB 1o Hampasiiennto 38.03.01
DKOHOMHKA TI0 HampaBieHHOCTH «KoprnopaTUBHBIN y4eT U (PUHAHCOBBIT
MEHE/KMEHT B IIU(PPOBOIl SKOHOMHUKE

Heanb ocBoOeHUsI IMCHUILIMHBI: OCBOEHUE CTYJEHTAMU TEOPETUYECKUX OCHOB
MPaBOBBIX 3HAHWI 00 OpraHu3alMi B IKOHOMHYECKOM CYOBEKTE 3JIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa C UCIOIB30BAHUEM IIU(PPOBBIX THCTPYMEHTOB U TEXHOJIOTUHN TIPH
OCYIIECTBJICHUH YIIPABICHYECKON JCSATEIbHOCTH.

MecTo nMcUMIVIMHBI B Y4e0OHOM IIaHe: TMCUUIUIMHA BKJIIOYEHA B MEPEUYECHb
JUCLMIUIMH 0 BbIOOPY, (hopMHpyeMOl ydacTHUKaMH 0Opa30BaTEIbHBIX OTHOIICHUN
y4eOHOro 1iaHa o HampasiaeHuio noarotoBku 38.03.01 DxoHomuka.

TpedoBanuss K pe3yJbTaTaM OCBOEHHUSI IMCUMUILIMHBI: B pe3ylbTare
OCBOCHUSI JIUCIUIUIMHBI (HOPMUPYIOTCS CIICIYIONINE KOMIICTCHIMN (MHIUKATOPBI):
IMKoc-2 (ITKoc-2.1; IMKoc-2.2; ITKoc-2.3).

Kpartkoe conepxanue IMCUMIUIMHBI: JHCIUIUIMHA BKJIIOYaeT B ceOs JBa
paznena - «JloKkyMeHTOOOecneueHne YINpaBIEHYECKON NEATEIbHOCTH B YCIOBHUAX
U(GpPOBON HKOHOMUKH», «IJIEKTPOHHBIA JTIOKYMEHTOOOOPOT B YIpPaBlIE€HYECKOU
JESTEIIbBHOCTH B YCJIOBUAX LU(POBONH SKOHOMHKM». VIMEHHO B M3y4eHHUH 3TOM
JUCUUIUIMHBI CTYACHT 3HAaKOMUTBbCA C pOJbIO JOKYMEHTOB B YIPaBICHYECKOM
NESITETHHOCTH U B OyXTaJITEpPCKOM y4eTe, Clioco0aM X 00pabOTKH ¢ HCTOIb30BAHUEM
CKBO3HBIX HU(POBBIX TEXHOJOTMM I MOJy4deHHs HMH(DOpPMALMM O COCTOSHUU
UMYILECTBA OpraHu3allid, HCTOYHUKOB €ro (OpMHUPOBAaHUS M XO3SHCTBEHHBIX
oTepaluii, yUuTbCsl pacKpbIiBaTh 3Ty MH(OPMAIUIO, a TAKXKE MPaBUIIaM 3arOJHEHUS
pa3iMyYHBIX  BUJOB  JOKYMEHTOB W  OpTaHM3alluid WX  DJEKTPOHHOTO
JIOKyMEHTO000pOTa.

OO6mas TPy10éMKOCTh TMCHMILIMHBI: COCTABISICT 3 3a4€THBIE SIMHUIIBI WITH
108 gacos, B TOM umcie 4 yaca MPaKTUIECKON MOITOTOBKH.

IIpoMeKyTOYHBIN KOHTPOJIb: 3a4€T.

1. llean ocBOeHUS AUCHUTLINHBI

[lenpto OCBOEHHS JIUCHUIUIMHBI «OJEKTPOHHBIA JOKYMEHTOOOOPOT B
yIpPaBICHUYECKONH JEATENBHOCTHY SIBISIETCA  (OPMUpPOBaHUE y OOydYaroluXcs
KOMIETEeHIIMM, 00eCcneuYnBaroluX CIOCOOHOCTH OpPraHU30BaTh  AJIEKTPOHHBIN
JIOKYMEHTOOOOpPOT 3KOHOMHYECKOrOo CyOBEKTa ¢ HCHOJb30BaHWEM IU(POBBIX
WHCTPYMEHTOB U TEXHOJIOTHH.

B pesynpraTe W3y4yeHUs JUCUUIUIMHBI  CTYIAEHTBHl  JIOJDKHBI  3HAMDb
HOPMATUBHO-TIPABOBBIE aKThl, PETYJIUPYIOLIUE OTHOIIECHUS B chepe OyXraaTepcKoro
ydera, MpeaMeT, OOBEKThl, METOJ OyXrajaTepcKoro ydera M €ro 3JEMEHTHI,
TpeOoBaHMsI K OQOPMIICHHIO TMEPBUYHBIX YYETHBIX JOKYMEHTOB O (akrax
XO3SIMICTBEHHON JKW3HHU, IIJJaH CYETOB OyXraJTepcKOro ydera SKOHOMHYECKOIO
CyObEeKTa,  COBPEMEHHBIE  TEXHOJOTMM  aBTOMAaTU3UPOBAHHON  00pabOTKU



uHbOpMaIluK; ymMems TMPUMEHITh JEHE)KHOE U3MEPEHHE OOBEKTOB OYyXTaaTepCKOro
yueTa U OCYIIECTBISATh TEKYIIYIO TPYNIHPOBKY (DAKTOB XO3SMCTBEHHOM >KHU3HU C
UCIIONb30BaHUEM IU(PPOBBIX MHCTPYMEHTOB M TEXHOJIOTUW; 61ademb METOAaMHU
UTOTOBOTO 00001IeHUsT ()AaKTOB XO3SIIICTBEHHON >KM3HM Ha CUYETaxX OyXTajaTepCKOro
yueTa C MCTIOIb30BaHUEM HU(POBBIX MHCTPYMEHTOB M TEXHOJIOTHIA.

2. MecTo TMCUMILUIHHBI B Y4eOHOM TpoIiiecce

HuciuminHa 1o BbIOOpY — «DJEKTPOHHBIM  JOKYMEHTOOOOpPOT B
YIPABJICHUECKOW JEATEIBHOCTH» OTHOCHUTCS K 4acTH, (OPMUPYEMOH ydyaCTHHUKaMU
oOpa3oBarenbHbIX OTHOLIEHUN broka 1 «lucuunianael (MOoayan)» yueOHOTO TUIaHa.
JuctuninnHa «3JeKTPOHHBIA TOKYMEHTOOOOPOT B YIPaBICHUYECKOW ACATEIHHOCTH
peanusyetcsi B coorBeTcTBUU ¢ TpeboBanusimu ®I'OC BO, OIIOII BO u YueGuoro
riaHa 1o HamnpasiieHuto 38.03.01 «OkoHOMUKaY.

[IpenmecTByomuMU KypcaMy, Ha KOTOPBIX HEMOCPEICTBEHHO Oasupyercs
JUCHUIUIMHA «DJIEKTPOHHBIM JOKYMEHTOOOOPOT B YNPABICHYECKON AESTEIBHOCTH
SBJIFOTCS: «ArpoOHONIOTMYECKME  OCHOBBI  3emuedenus»,  «TexHonorus
IIPOU3BOJICTBA MPOIYKIUN YKUBOTHOBO/JICTBA, «MUKpPOIKOHOMHUKA,
«MakposkoHOMUKay, «MHPOpPMALIMOHHBIE TEXHOJOTMUM B MPOodecCHOHANTbHOU
nesATeIbHOCTH, « Teopust OyXranTepckoro yueray.

JucuuminHa «OJEKTPOHHBIM  JIOKYMEHTOOOOPOT B YIIPaBJICHYECKOMN
JESATEILHOCTH» MOXKET OBITh MCIIOJIb30BaHA IS M3YUYEHUs TAaKUX JUCIMIUIMH, Kak:
«byxrantepckuii (uHAHCOBBIN yueT», «byxranrepckuii yder H oOmepaluoHHas
TEXHUKa B KOMMeEpYeckux OaHkax», «YuerT 3aTpar, KaJlbKyJUpPOBaHUE W
oromkerupoBanue B orpacisix AlIIK», «byxrantepckas ¢uHaHCOBasS OTYETHOCTHY,
«DNEKTPOHHBI  MPAKTUKYyM TIO0 OyXTajJTepCKOMYy Y4Ye€Ty W  OTUYETHOCTHY,
«byxrantepckui ydyer B TOpromiie», «byxrairepckoe Aeno», «YIpaBleHYECKUU
yuer», «byxrantepckuil yuet BOJI», a Takke IUCHUIUINH, PACKPBIBAIOIIUX BOMPOCHI
HPKOHOMHYECKOTO aHalM3a, ayJuTa W MEXKIyHApOAHBIX CTaHAAPTOB (PHUHAHCOBOM
OTYETHOCTH.

B npouecce u3ydeHHs AUCHUIUIMHBL «DJIEKTPOHHBIA JOKYMEHTOOOOPOT B
YIPABJICHYECKOW JEATEIbHOCTHY HEOOXOANUMO PEIIUTH CIECTYIOIINE 3aJauHn:

- 03HAaKOMHTh CTYJECHTOB C TEXHOJIOTHSIMU TOHMCKA M aHajJu3a HOPMATHUBHO-
paBOBOM 0a3bl, PEryJUPYIOIINE OTHOLIEHUS B cpepe OyXraaTepCcKoro ydera npu
GbopMHUpPOBaHUN TIEPBUYHBIX TOKYMEHTOB, B TOM YHCIIE JJICKTPOHHBIX JTOKYMEHTOB
(Koncynsrantllmoc, I'apant, Kontyp);

- O03HAKOMHTHh CTYJCHTOB C TPEOOBaHUSAMU K OQPOPMIICHUIO TEPBUYHBIX
YYETHBIX JIOKYMEHTOB O (paKTax XO3SMCTBEHHOM >KM3HU, B TOM YUCIE DJICKTPOHHBIX
JIOKyMEHTOB, C IPUMEHEHHEM MPOrpaMMHBIX TpoaykToB Microsoft Office (Microsoft
Word, Microsoft Excel) u B 6yxranrepckoii mporpamme 1C [peanpustue 8.X,

- O3HAKOMUTH CTYyAEHTOB ¢ paznuuHbiMu Bugamu OLIT (TIDTI, HOILKDSII)
JUTSl IOJITMCAHUS 3JIEKTPOHHBIX TOKYMEHTOB;

- O3HAKOMUTH CTYJEHTOB C MPEIMETOM, OOBEKTAX, METOJIaX OyXrajaTepcKoro
ydyera M €ro DJJeMEHTaX B YCJIOBUSAX MU(PPOBOM HKOHOMHUKHU [l IIeJiel
GbopMHpPOBaHUS CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOpPOTa 3SKOHOMHUYECKOIO
CyOBeKTa;



- O3HAaKOMWThH CTYJIECHTA C CEpBUCAMH [0 aBTOMAaTHYECKOMY BBOJY
MEPBUYHBIX JOKYMEHTOB B Oyxrantepckoit mporpamme 1C [peanpustue 8.X (Jetlex,
Entera Pro, Efsol 3arpy3ka nokymentoB u Gendalf);

- 0Oy4YWTh CTYJCHTOB HaBBIKAM COCTABJICHUS TICPBUYHBIX YYCTHBIX
JOKYMEHTaM, B TOM 4YHUCJE€ OJJEKTPOHHBIM JOKYMEHTaM, C HPUMEHEHHEM
nporpaMMHBIX TTpoaykToB Microsoft Office (Microsoft Word, Microsoft Excel) u B
oyxrantepckoit mporpamme 1C Ipeanpusitue 8.X.

PabGouass mnporpamMma AMCHUIUIMHBI «JEKTPOHHBIA JTOKYMEHTOOOOPOT B
YIOPABJICHUYECKOW JEATEIbHOCTH» JUIsi HMHBAJIMIOB W JIMI[ C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMH ~ 37I0POBBSl  pa3palaThiBAaeTCs  MHAMBUAYAJIbHO C  Y4ETOM
0COOEHHOCTEM TCUXO(DU3NYECKOTO Pa3BUTHS, WHIUBUIYATbHBIX BO3MOXKHOCTEH U
COCTOSIHUS 3/I0POBBSI TAKUX O0YHarOITUXCS.

3. IlepeyeHs MIIAHUPYEMBbIX Pe3yJabTATOB 00y4eHHS 10 TUCHHUILIHHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMHU pe3yJIbTATaMH 0CBOEHHS 00pa30BaTeJIbHOM
NMPorpaMMslI

OOGpazoBaTenbHble PE3yJbTaThl OCBOEHHUSI JUCHUIUIMHBI O0ydaronuMmcs,
npejCcTaBieHbl B Ta0mue 1.



TPCGOBaHHH K pe3yJbTaTaM 0CBOCHHUSA y‘l€6HOﬁ ANCIHUITIIMHBI

Tabmuna 1

Ne NHunekc Copnepxanue WNHpukaTopsl B pe3ynbrarte u3ydeHus: yueOHON AMCUUIUIMHBI 00yYarOIIUEcs] TOIKHBI
/I | KOMIIETEHI] | KOMIETEHLUN KOMIIETEHIH 3HATh yYMETh BJIAJIETh
U
1. |IIKoc-2 Crniocoben [TIKoc-2.1 3HaeT | TEXHOJIOTUH MOKCKa U aHallu3a
BECTH HOPMATHUBHO- HOPMAaTHBHO-TIPABOBOM  0a3bl,
OyXraaTepckuil |IpaBOBbIE aKThl, | peryJIMPYIOLIME OTHOLIEHUS B
yuer peryiupymoiue cepe OyxraaTepckoro yuera
SKOHOMHYECKOT |OTHOLIEHUs B chepe |mpu (dbopmMHupoBaHUU
0 cyObekTa c|OyXraiarepckoro AIIEKTPOHHBIX JOKYMEHTOB
UCIOJIb30BAaHUE |yueTa, npeamer, | (Koncynsrantllntoc, I'apanr,
M ITUPPOBBIX | OOBEKTHI, meto | Kontyp)
UHCTPYMEHTOB | OyXrajiTepcKoro npeaMeT, OOBEKTBI, METO.
U TEXHOJIOTUH | ydeTa " €r0 | OyXTaiTepcKoro ydera M €ro
3JIEMEHTHI, DIIEMEHTHI B YCIIOBHSAX
TpeOoBaHus K| uu(ppoBOo SKOHOMHUKH  JUIS
oopmieHuro nenen ¢dbopmupoBaHus
MIEPBUYHBIX CHUCTEMBI AIIEKTPOHHOTO
YUYETHBIX JIOKYMEHTO0000poTa
JTOKYMEHTOB 0 [’KOHOMHYECKOTO CyOhEeKTa
(axrax TpeboBaHus K O(GOPMIIEHUIO
XO3AHCTBEHHOM ANIEKTPOHHBIX JOKYMEHTOB C
KU3HH, TUIAH CYCTOB |IPUMEHEHHEM TPOTPAMMHBIX
OyXraiaTepckoro npoaykros Microsoft Office
ydera (Microsoft Word, Microsoft
HKOHOMUYECKOTO Excel) m B Oyxraarepckoit
CYOBEKTa, nporpamme 1C Ilpeanpusitue
COBPEMECHHBIC 8.X, YCIIOBHS HCIIOJIb30BAaHUS
TEXHOJIOTUU Pa3IMYHbBIX BHUIIOB OUII
aBromMaTusupoBaHHoO ((IIDOI1, HOII, KD3II) nmus
i 00pabOTKH | moAmMcaHus JIEKTPOHHBIX
nHpopmarun JIOKYMEHTOB




IUTAaH CYETOB OyXTalTepCKOro

ydeTa HKOHOMHYECKOTO
cyOBeKTa TUIS enei
odopmIIeHUS

KOPPECTOHIUPYIOIINX CUETOB

B (¢opmMax  3JIEKTPOHHOH
IIEPBUYHOMN Y4ETHOU
JOKYMEHTaluu

CEPBUCHI 1I0 ABTOMATUYECKOMY
BBOAY IMEPBUYHBIX YYETHBIX
JIOKYMEHTOB B OyXTraJTepCKOU
nporpamme 1C Ilpennpusrue
8.X (Jetlex, Entera Pro, Efsol
3arpy3ka  JOKYMEHTOB  H
Gendalf)

[TKoc-2.2
MIPUMCHSIT
JIEHEKHOE
U3MepeHue
00BEKTOB
OyXraiarepckoro
ydera
OCYIIIECTBIISATH
TEKYILYIO
TPYIITHPOBKY
¢bakToB
XO3SMCTBCHHOMN
YKA3HU
HCIIOJIE30BAHUEM
1M (HPOBBIX
WHCTPYMEHTOB
TEXHOJIOTUH

YMeer

IPUMEHSTh JEHE)KHOE
U3MEpEHUE 00BEKTOB
OyXrajaTepckoro ydera npu
(dhopmMupoBaHUH
JIEKTPOHHBIX JIOKYMEHTOB,
C MNPUMCHCHUEM
IPOTPaMMHBIX  HPOJYKTOB
Microsoft Office (Microsoft
Word, Microsoft Excel) u B
OyXxraiarepckoi mnporpamme
1C Ilpennpusitue 8.X,

OCYIIECTBIISATH  TEKYIIYIO
IPYIIHPOBKY ¢dakToB
XO3AMCTBEHHOW XW3HM IpHU
(dbopmMupoBaHUU

JNEKTPOHHBIX  IEPBUYHBIX
YUETHBIX JIOKYMEHTOB, C
IIPUMEHEHUEM

IIPOTPAaMMHBIX  ITPOJYKTOB




Microsoft Office (Microsoft
Word, Microsoft Excel) u B
OyXrajaTepckoil mporpamme
1C Ilpennpusitue 8.X,

COCTaBJISITh rpauk
3JIEKTPOHHOTO
JTOKYMEHT0000poTa B

3KOHOMHNYCCKOM CY6’LGKTC

HCIIOJB30BaTh TCXHOJIOINHU

ABTOMAaTHU3UPOBAHHOTO
BBOJIa MEPBUYHBIX YUCTHBIX
JIOKYMEHTOB B
OyXrajiaTrepckyro nporpammy
1C, OCHOBaHHBIE Ha
HMCKYCCTBEHHOM

UHTEIJIEKTe, (CepBUCHI TIO
ABTOMATUYECKOMY  BBOJY
NEPBUYHBIX JOKYMEHTOB B
1C Jetlex, Entera Pro, Efsol
3arpy3ka JOKyMEHTOB U

Gendalf)

I[1IKoc-2.3 Bnaneer
METOaMU
HTOTOBOTO
0000meHns (paxToB
XO3SUCTBEHHOMN
J)KH3HM Ha CcYeTax
OyXraJlTepcKoro
ydera c
HCIOIb30BaHUEM
U poBBIX
WHCTPYMEHTOB i
TEXHOJIOTHI

HaBbIKAMU paboTsI c
IIPOTrpaMMHBIMHU  IIPOYKTaMU
Microsoft Office (Microsoft
Word, Microsoft Excel) mpu
COCTABJICHUH  JJIEKTPOHHBIX
YUYCTHBIX JOKYMCHTOB B
nporecce HUTOTOBOIO
00001eHus ¢dakToB
XO3SIMCTBEHHONW JKU3HM Ha
cdyeTax OyXTaJTepCcKOTo ydyeTa
C UCIOJIb30BAaHUEM

HaBBIKAMH paboThI c
OyXraJaTepckoil mporpammon




1C Ilpennpustue 8.X mnpu

COCTaBJICHUH MEPBUYHBIX
YUETHBIX JOKYyMEHTOB, B TOM
qrcie AIIEKTPOHHBIX
JOKYMEHTOB B  IIpoliecce
ATOrOBOI'O 000011EeHN
dakToB X03UCTBEHHOU
KU3HU Ha cuerax
OyXraiarepckoro ydera cC
UCIIOJIb30BaHUEM

HaBBIKAMH  (DOPMUPOBAHMS,
NOANMCAHUA W Iepenadu
JJIEKTPOHHBIX  JOKYMEHTOB
4yepe3 CUCTEMY JJIEKTPOHHOIO

JIOKYMEHTO00OopoTa
OpEANpUsTHs,  ONEepaToOpOB
JJIEKTPOHHOTO
JIOKYMEHTO00O0poTa u

WHTEPHET-0ECYPCHI.

HaBbIKaMHU HUCIIOJIB30BaHUA
CEpPBUCOB o
ABTOMATHYCCKOMY BBOY
NEPBUYHBIX JOKYMCHTOB B
OyXraJqTepcKylo IMporpammy
1C [Ipeanpustue 8.X,
OCHOBAHHBIX Ha
HNCKYCCTBCHHOM UHTCJIJICKTEC
(Jetlex, Entera Pro, Efsol

3arpy3ka  JOKYMEHTOB "
Gendalf)
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4. CTpyKTYypa ¥ coepkaHne TUCHUILTHHbI

4.1. Pacnpedenenue mpyooemKocmu OUCYUNIUHBL RO 8UOAM PADOM O

cemecmpam

OO6mass Tpy10EMKOCTh JUCHUIUIMHBI cocTaBisgeT 3 3ad.ed. (108 wacoB), ux
pacrpejielieHde 1Mo BUAaM paboT MO ceMecTpaMm MpeACTaBiIeHO B Tabiuie 2a ais
ouHOM (popMbI 00yueHUs 1 B Tabsmile 20 JUIsi OUHO-3a049HON (POpMBI 00yUeHUS.

@opMOii TPOMEKYTOUHOTO KOHTPOJISI 3HAHWM CTYJIECHTOB M0 JUCUWILIMHE

ABIACTCA 3Q4€T.

Tabnuma 2a

Pacnpeneﬂenne prI[OéMKOCTI/I AUCIHHUIIJIMHBI 110 BUAAM paﬁoT mo ceMecTpam

JJIA OYHOM (popMBI 00yUEeHUA

TpynoémkocTb
Buj yue6Hoii paGoThI yac., B TA.
Beero/* 1o ceMecTpam
Ne §
OO01mas Tpy10éMKOCTb TUCHUIUIMHBI 10 Y4eOHOMY IIJIaHy 108/4 108/4
1. KonTtakTHasi padora: 32,25/4 32,25/4
AyauTopHas padora 32,25/4 32,25/4
8 MOM yucie:
nexyuu (J1) 16 16
npakmuyeckue sausimus (113) 16/4 16/4
KOHMAKmHuas paboma Ha npomexcymounom konmpone (KPA) 0,25 0,25
2. CamocrosiTeasHasi padora (CPC) 75,75 75,75
CAMOCMOSIMENbHOE U3VHEHUE PA30eN08, CAMONO020MOBKA 66,75 66,75
(npopabomka u noemopeHue 1eKYUOHH020 MAmepuald u
Mamepuana yueOHUK08 U y4eOHvix nocoouii, L0020mosKa K
NPAKMUYECKUM 3AHAMUIM)
Iloozomoska k 3auemy (KOHMpoO.v) 9 9
Bu mpoMeKyTOYHOTO KOHTPOJIS: 3auer
* B TOM YHCJE IIpaKTU4YCCKas MoJAroToBkKa
Ta6nuna 26

PacnpenesieHue Tpy10éMKOCTH JUCUMILIMHBI 110 BUAAM PadoT MO ceMecTpam
JJIS1 OYHO-3204HOM GopMBbI 00yUeHHS

TpyaoémkocTn
Buj yue6Hoit padoTnl gac., B 1A
Beero/* 1o ceMecTpam
Ne §
O01ast Tpy10€MKOCTb TUCIUILIUHBI 10 Y4eOHOMY IUIaHY 108/4 108/4
1. KonrakTHas pa6ora: 24,25/4 24 25/4
AynuTopHasi pa6oTa 24,25/4 24,25/4
8 MOM yuce:
aexyuu (J1) 12 12
npaxmuyeckue 3auamus (113) 12/4 12/4
KOHMAaxKkmuas paboma Ha npomexicymounom konmpoine (KPA) 0,25 0,25
2. CamocrosiTeansnasi padora (CPC) 83,75 83,75
CAMOCMOsIMeNbHOE U3VHEeHUe PA30eN08, CAMON0020MOBKa 74,75 74,75

(npopabomka u nosmopeHue J1eKYUOHHO20 Mamepuala u
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Bup yueOHoii padoTbl

T

YA0EMKOCTh

qgac.,

B T.4.
10 ceMecTpaM

BCero/*

Ne §

Mamepuana y4eOHUKo8 U y4yeOHvlXx Nocooull, n0020MosKa K

npakmu4ecKum 3aH}ZmuﬂM)

Iloocomoska k 3auemy (KoHmpo.v)

Bua npoMexyTo4HOro KOHTPOJIA:

3auer

* B TOM YHCIIC TIIPAKTUYICCKas IMOATrOTOBKa

4.2 Cooepitcanue oucyuniunl

Tabnuma 3a

TemaTnueckui NJIaH y4eOHOM IMCUMILIMHBI JAJIs1 04HOI (popMBbI 00yUeHUSsI

HaumeHnoBaHue pa3/iesioB U TEM
JTUCIUIIINH

Bcero

AynutopHasi pabora

BueayauropHas
pabora CP

J

113 IIKP
BCero/*

Pa3nen 1 «JlokymeHTOOOECTIEUEeHHE
yIpaBJIeHYEeCKOii 1esITeIbHOCTH B
YCJIOBUSX HU(PPOBOIi IKOHOMUKH»

48

8

8

32

Tema 1. «CymHOCTb U 3HAYCHHE
3JIEKTPOHHOTO JOKYMEHTA B YCIIOBHSX
U(PPOBON IKOHOMHUKH. YHHUPHUKAINS U
CTaHJAPTHU3ALMSI JOKYMEHTOBY

20

12

Tema 2. «IIpaBuiia cocTaBICHUS U
00pabOTKH AJIEKTPOHHOMN TOKYMEHTALIUH C
npUMeHEeHHEM U (POBBIX TEXHOJIOTHIA U
nporpaMMHBbIX poykToB Microsoft Office.
[TprmeHeHue IeKTPOHHON ITUPPOBOI
HOJIHCH»

14

10

Tema 3. «Opranuzanus 31eKTPOHHOTO
JIOKYMEHTO000pOTa U XpaHEeHHE
AJIEKTPOHHBIX IOKYMEHTOB)

14

10

Pa3nes 2. «1eKTPOHHBIN
JAOKYMEHTO0000pOT B yIpaBJIeHYeCKOi
AeATEJBLHOCTH 0 Y4eTy Pa3JIMYHbIX
00bEeKTOB OYXIaJTepcKoro y4yera B
YCJI0BUAX HU(POBOI IKOHOMUKH

50,75

8/4

32,75

Tema 4. «®opmupoBaHue
OpraHU3alMOHHO-PACIOPAIUTENBHON U
OpraHU3aIMOHHO-TIPABOBOM TOKYMEHTAllUU
C MCIOJIb30BAaHUEM NPOTrPAMMHBIX
npoaykToB Microsoft Office u B
Oyxranrtepckoil nporpamme 1C
[Tpennpustue 8.X»

13

2/1

Tema 5. «®opmupoBanue
WH(POPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB
U JICJIOBBIX IHCEM C UCIIOIb30BaHUEM
nporpaMMHBIX ipoaykToB Microsoft Office
u B Oyxranrepckoit mporpamme 1C
IIpennpusitue 8.X»

13

2/1

Tema 6. «@opMupoBaHUE TOKYMEHTALUU

12

2/1
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HaumeHoBaHue pa3jieioB U TeM
JTUCHHUILINH

Bcero

AyautopHasi padora

BueayauropHas
padora CP

J

113
BCero/*

IHKP

110 TPYAOBBIM OTHOILEHUSIM C
UCIOJIb30BaHUEM IPOTPAMMHBIX POAYKTOB
Microsoft Office u B 6yxrairepckoit
nporpamme 1C Ipennpusitue 8.X»

Tema 7. «®opmMupoBaHue T0KyMEHTALUH
110 CHAa0XEHHUIO U COBITY € UCIIOJIb30BaHUEM
nporpaMMHBIX ipoaykToB Microsoft Office
U B Oyxranrepckoi mporpamme 1C
[Tpennpusitue 8.X»

12

2/1

Tema 8. «ABTOMaTU3MPOBAHHBIN BBO/I
MEPBUYHBIX YUETHBIX JIOKYMEHTOB B
Oyxranrepckyto mporpamMmmy 1C
[Ipeanpustae 8.X ¢ UCHOJIIb30BAaHUEM
TEXHOJIOTHI HCKYCCTBEHHOTO MHTEJJIEKTa
(cepBHCHI TTO ABTOMAaTHYECKOMY BBOIY
nepBuuHbIX JokymMeHTOB B 1C Jetlex, Entera
Pro, Efsol 3arpy3ka 1oKkyMeHTOB 1
Gendalf)»

12,75

8,75

KoHTakTHas paboTa Ha IPOMEKYTOUYHOM
kouTpose (KPA)

0,25

0,25

HOI[FOTOBKa K 3a4CTy

9

9

Bcero

108

16

16/4

0,25

75,75

* B TOM 4HCJE IMpaKTU4YECKas MmoJAroToBKa

TaoOmura 30

TemaTuyeckuil IJIaH y4eOHOM IUCHUIIMHBI VISl 0YHO-32049HOI (popMbI

00y4YeHust

HaumeHoBaHue pa3ieioB U TeM
AU CHUILINH

Bcero

AynuTopHasi padora

Bueayauropnas
padora CP

JI

113
BCero/*

ITKP

Pa3nen 1 «JlokymeHTOOOECTIEUEeHHE
YIPaBJIeHYECKOH AesITeIbHOCTH B
YCJIOBUSIX HU(PPOBOIi IKOHOMUKH»

36

4

4

28

Tema 1. «CymHOCTb U 3HaUEHUE
ANIEKTPOHHOIO JOKYMEHTA B YCIOBUAX
U(POBON IKOHOMUKH. YHUPUKALNSA U
CTaHJAPTHU3aLHUs JOKYMEHTOBY

14

10

Tema 2. «IIpaBuna cocraBiaeHus U
00pabOTKH AJIEKTPOHHON JOKYMEHTAIINH C
npUMEHEeHHEM U (PPOBBIX TEXHOJIOTHHA U
nporpaMMHbIX poaykToB Microsoft Office.
[TpumMeHeHue >MeKTPOHHOM LU POBOIA
MOATIICHU

12

10

Tema 3. «Opranuzanus 31eKTPOHHOTO
JIOKyMEHTO000pOTa U XpaHEHHE
JIEKTPOHHBIX TOKYMEHTOBY

10

Pasznea 2. «jeKTpOHHBII
AOKYMEHTO00OPOT B YNIPABJIECHYECKOMH

62,75

8/4

46,75
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HaumeHoBaHue pa3iesioB U TeM
JTUCHHUILINH

Bcero

AynutopHasi padora

BueayauropHas

padora CP

J

113
BCero/*

IHKP

AeSITeJIbHOCTH 10 YYeTy Pa3IuYHbIX
00BbEeKTOB 0YXIraJTepcKoro yuera B
YCJIOBUSX HU(PPOBOIi IKOHOMUKH»

Tema 4. «®opmupoBanue
OpraHU3alMOHHO-PACIOPSAIUTEIBHON U
OpraHU3aIMOHHO-TIPABOBOM JOKYMEHTAIlUU
C MCIIOJIb30BAaHUEM IPOTrPaAMMHBIX
npoaykToB Microsoft Office u B
Oyxranrepckoi nporpamme 1C
IIpennpusitue 8.X»

14

2/1

10

Tema 5. «®opmupoBanue
MH(OPMAaLIMOHHO-CIIPABOYHBIX JOKYMEHTOB
¥ JICJTIOBBIX IHCEM C UCTIOIb30BaHUEM
nporpaMMHBIX ipoaykToB Microsoft Office
u B Oyxranrepckoit mporpamme 1C
[Ipennpusitue 8.X»

12

2/1

Tema 6. «®opmMupoBaHUe TOKYMEHTALUU
10 TPYZOBBIM OTHOILIECHHUSM C
MCII0JIb30BaHUEM IPOIPAMMHBIX IPOAYKTOB
Microsoft Office u B Gyxrantepckoit
nporpamme 1C Ilpeanpusrtue 8.X»

14

2/1

10

Tema 7. «®opMupoBaHue TOKYMEHTAIUU
M0 CHA0>XKEHHUIO U COBITY C UCTIOJIb30BaHUEM
nporpaMmHbIX mpoayktoB Microsoft Office
u B Oyxranrepckoii nporpamme 1C
[Tpenmpusitue 8.X»

12

1/1

10

Tema 8. «ABTOMaTU3UPOBAHHBIN BBOJ
MEPBUYHBIX YUETHBIX JIOKYMEHTOB B
Oyxranrtepckyto nporpamMmmy 1C
[Ipeanpustre 8.X ¢ UCNOIb30BaHUEM
TEXHOJIOTMI HICKYCCTBEHHOT'O MHTEJUIEKTA
(cepBHCHI TTO ABTOMATHYECKOMY BBOIY
nepBuuHbIX JokymMeHTOB B 1C Jetlex, Entera

Pro, Efsol 3arpy3ka 10kyMeHTOB 1
Gendalf)»

10,75

8,75

KonrtaktHas paboTa Ha MPOMEKYTOUHOM
koHTpoJe (KPA)

0,25

0,25

ITonroToBka K 3a4eTy

Bcero

108

16

16/4

0,25

75,75

* B TOM YHCIIE MpaKTU4EeCKas rnmoJAroToBka
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Pasnen 1. «JlokymeHnTOOOCCTIEYUeHNE YIIPABJIEHYECKO 1eATEJIbHOCTH B YCJIOBHAX
MG poBOH IKOHOMHUKH

Tema 1. «CyniHOCTb U 3HAYeHHE YJIEKTPOHHOIO IOKYMEHTA B YCJIOBUSIX
MG poBOH IKOHOMHUKHN»

[loHaTHE »HIEKTPOHHOTO JIOKYMEHTa H €ro MECTO B YIPaBJICHUYECKOM
JEATEIIBHOCTH B YCIIOBHUAX MUGPOBON YKOHOMHUKH.

Knaccudukaiyss TepBUYHBIX JOKYMEHTOB: [0 HA3HAYCHHUIO, TOPSJIKY
COCTaBJICHUSI, COJICP)KaHHIO XO3SMCTBEHHBIX OIEepaluii, Crnocody OTpa)keHus
orieparuii, MECTy COCTaBJICHUS M TMOPSAJAKY 3aroJIHCHHUS. YHUDUIIMPOBAHHBIE H
CaMOCTOSITEJIbHO pa3paboTaHHbIe (OPMBI TEPBUYHBIX YYETHBIX JOKYMEHTOB.
TpeboBanus k hopMme MEpBUIHOTO TOKyMeHTa. BegomcTBeHHBIE (hOpMBI. PEKBU3UTHI
MIEPBUYHBIX JOKYMEHTOB: oOs3aTelbHble U jgomnonaHuTenabHeie. OCBY 27/2021
«/IoKyMEeHTBI 1 TOKYMEHTOOOOPOT B OYXTaJTEPCKOM YUETE

Tema 2. «IIpaBuiia cocraBjieHUus: 1 00pPadOTKH JICEKTPOHHOM JOKYMEHTALMH C
NpUMEHEeHUEeM HU(POBBIX TEXHOJIOTHIA M IPOrpaMMHbIX POAYKTOB Microsoft
Office. IIpumeHeHune 3JIeKTPOHHOH HM(PPOBOH MOAMUCH

OcHOBHbIE TpeOOBaHUS NPH 3ANOJHEHUH JOKYMEHTOB B 3JIEKTPOHHOM BHJIE.
[TpoBepka u 00paboTKa JNOKYMEHTOB B OyXrajTepuu: MO CYIIECTBY, (popmanbHasi,
IpyNNHUpOBKa, apudmeTnyeckas IPOBEpPKA, TAKCUPOBKA, KOTUpOBKa. BHeceHue
VCIIPABJICHUM B JICKTPOHHBIE JOKYMEHTHI. [IepeBo JOKyMEHTOB Ha PYCCKUM S3bIK.

OenepanpHbiii 3ak0H 0T 06.04.11 Ne 63-®3 «O06 >1EKTPOHHON TOAITUCK.
[IpaBuna mnOANUCH DIIEKTPOHHBIX IEPBUYHBIX YUYETHBIX JOKYMEHTOB. Bumsl
JJIEKTPOHHOM  MOANMCH:  TPOCTAast  JIEKTPOHHAs  MOMAINMKCH,  YCUJICHHAd
HEKBAJM(UIMPOBAHHAS JJIEKTPOHHASI TOANMKCH, YCWIEHHAas KBaJu(UUMpPOBAHHAsS
ANEKTPOHHAsd mnoAnuch. OO0NacTH NPUMEHEHHUS Pa3IUYHbIX BHJIOB 3JIEKTPOHHBIX
noanuceil. OO0A3aTeNbHOCT, NPUMEHEHHS KBaTU(UUHUPOBAHHON  3JIEKTPOHHOU
noanucu. [IpaBo moanucy NEpBUYHBIX YUETHBIX JOKYMEHTOB.

Tema 3. «Opranusanus 3JIEKTPOHHOI'0 JOKYMEHT0000POTAa M XPaHEHHUE
3JIEKTPOHHBIX JOKYMEHTOB)»
[Topssmok © CpOKM XpaHEHHUs DJEKTPOHHBIX MEPBUYHBIX JIOKYMEHTOB.
DNEKTPOHHBIA JOKYMEHTOO0O0pOT. CXeMbl 3JEKTPOHHOTO JOKYMEHTO0OOpOTa MHpHU
paznuuHbix (popmax Oyxrantepckoro ydera. CocrtaBieHue rpaduka >JIeKTPOHHOTO

JIOKyMEHTO000pOTA.
Hcnonp3oBanne MUQPPOBBIX TEXHOJOTHH IMpU (OPMUPOBAHWHM W TIEpeIadH
DJICKTPOHHOK  JIOKyMEHTamuu  opraHu3amuii.  OmepaTopsl  3JIEKTPOHHOTO

JOKYMEHTOoOOOpoTa. Peectpe TOBEpEeHHBIX ONEPATOPOB HOPUIUUYECKH 3HAYUMOTO
AJIEKTPOHHOTO JOKYMeHTooOOpoTa [lopsiiok U3BATHS SJIEKTPOHHBIX JTOKYMEHTOB.
BoccranoBinenue u 100QOpMIIEHHE AJIEKTPOHHBIX JOKYMEHTOB. CpOKM XpaHEHHS
DIEKTPOHHBIX JOKYMEHTOB. OTBETCTBEHHOCTh 33 HApYIIEHUWE CPOKOB XPaHECHHS
MIEPBUYHBIX JOKYMEHTOB.
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Pa3nen 2. «9J1eKTPOHHBI TOKYMEHTO000POT B YIIPABJIEHYECKOMH 1eATeJIbHOCTH
0 y4eTy Pa3/IMYHbIX 00bEKTOB OYXTraJTepCKOro yuera B yCJI0BUSX LM (ppoBoii

IKOHOMUKW»»

Tema 4. «@opMupoOBaHNe OPTAHU3ALMOHHO-PACTIOPSANTEILHON H
OPraHM3aIMOHHO-NPABOBOM JOKYMEHTAMH € HCI0Jb30BAHMEM NTPOrPAMMHBIX
npoaykroB Microsoft Office u B Oyxraarepckoii nporpamme 1C Ilpexnpusitue

8.X»

Buael opraHu3aiMOHHO-PACHOPAIUTENFHON JOKyMEHTanuu. TpeOoBaHUS K
OpraHM3alMOHHO-PACTIOPSIUTEIBHON JOKyMEHTAaUU!. 110psaoK 1 3Tansl HOATOTOBKH
pacmiopsiAUTEIbHBIX JTOKyMEHTOB. [lopsamox 3amonHeHusi (GopM OpraHU3alMOHHO-
pPaCIOPSAAUTEIPHON JTOKYMEHTAUM C HMCIOJIB30BAHUEM IPOTPAMMHBIX INPOLYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel) u B Oyxrairepckoii mporpamMmme
1C IIpenmpusitue 8.X.

Bunel  opraHuM3allMOHHO-TIPABOBOM  JIOKyMEHTauuu.  TpeOoBaHus K
OpraHU3allMOHHO-TIPAaBOBOM  JOKyMeHTaluu. llopsnoxk W 3Tamsl  MMOATOTOBKHU
OpPraHU3alMOHHO-IIPABOBBIX JTOKYMEHTOB. IIOpsAA0K 3amojiHEeHHs OpraHU3alMOHHO-
IPAaBOBOI JTIOKYMEHTAIIMU C KCIIOJIB30BAHUEM IPOTPAMMHBIX MPOayKToB Microsoft
Office (Microsoft Word, Microsoft Excel) u B Oyxranrepckoit mporpamme 1C
[Ipenmpusrue 8.X.

Tema S. «@opmupoBanue HHPOPMALMOHHO-CIIPABOYHBIX J0KYMEHTOB H
JEJIOBBIX MHCEM C UCIOJIb30BaHMEM NPOrpaMMHbIX nNpoaykroB Microsoft Office
u B Oyxraarepckoii nporpamme 1C Ilpexnpusitue 8.X»

Bunel  mHGOpMALMOHHO-COPABOYHOM  JOKyMeHTauud. TpeOoBaHud K
UH(POPMAIIMOHHO-CIIPAaBOYHON JoKyMeHTauuu. [lopsmok M 3Tambl MOATOTOBKU
UH(POPMAIMOHHO-CIIPABOYHbIX  JOKyMeHTOB. [lopsnok  3amonnenus  ¢dopm
MH(POPMAILMOHHO-CIIPABOYHON JOKYMEHTAIlMM C HCIIOJIb30BAHUEM IPOTPAMMHBIX
npoayktoB Microsoft Office (Microsoft Word, Microsoft Excel) u B Oyxraiarepckoit
nporpamme 1C I[pennpusitue 8.X.

Bunapl nenoBeix mucem. TpeOGoBaHus K ACNOBBIM NuchbMaM. [Topsmok W ATambl
MOATOTOBKM  JENOBBIX MHceM. [lopsgok 3amoyiHEHMS  JEJIOBBIX IHCEM €
UCTIOJIB30BaHUEM TporpaMMHBIX mpoaykroB Microsoft Office (Microsoft Word,
Microsoft Excel) u B Oyxrantepckoii nporpamme 1C [Ipennpusrue 8.X.

Tema 6. «@opMupoBaHHe NOKYMEHTAUHMH IO TPYAOBHIM OTHOLICHHUSM C
HCIOJb30BAHMEM MNPOrpaMMHbIX mnpoaAykToB  Microsoft Office u B
oyxraarepckoi nporpamme 1C Ipeanpusatue 8.X»

Bunbr kagpoBbIX JOKYMEHTOB. Y HUPHUITUPOBAHHBIE (DOPMBI IEPBUYHON YIETHOM
JOKYMEHTAIMU II0 Y4YeTy TpyJda M ero omaarbl. PopMuUpOBaHUE JIMYHOIO JEj1a I10
paboTHuKY. [Tops10K 1 3Tarbl MOATOTOBKHM MPUKA30B 110 JIMYHOMY cocTaBy. [lopsaok
3alI0JIHEHUS JTOKYMEHTAllMd 110 TPYAOBBIM OTHOUIEHUSM C MCIIOJIb30BAHUEM
nporpamMHubIX npoayktoB Microsoft Office (Microsoft Word, Microsoft Excel) u B
oyxrantepckoil nporpamme 1C Ilpennpusitue 8.X.
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Tema 7. «@opMupoBaHHMe JOKYMEHTAIIMM 10 CHA0KEHMIO M COBITY C
HCIOJIb30BAHMEM NPOrpaMMHbIX mpoaykroB  Microsoft Office u B
oyxraarepckoii nporpamme 1C Ilpeanpusitue 8.X»

JIoroBOpHI ¢ KOHTpareHTaMu. Y HU(pUIMpoBaHHbIE (POPMBI IEPBUYHON YUETHOMN
JOKYMEHTallMd 10 YYeTy peaju3aldd CEJIbCKOXO3AWCTBEHHOW MPOAYKLHH H
NPUOOPETEHUIO MAaTEPUATBHO-ITPOU3BOACTBEHHBIX 3aI1aCOB.

[Topsanox 3anonHeHUs (OpM MEPBUYHOM YUETHOM IOKYMEHTAlMM IO YYETy
CEJIbCKOXO3SIMCTBEHHON IPOAYKLIIMM M CBHIPbSl C MCIOJB30BAaHUEM IPOTPAMMHBIX
npoaykroB Microsoft Office (Microsoft Word, Microsoft Excel) u B Oyxranrepckoi
nporpamme 1C I[pennpusitue 8.X.

IIppuMeHeHrne NEpBUYHONM YYETHOM JOKYMEHTAllMM IO YYeTy JKUBOTHBIX.
[Topsinok 3amonHeHuss (opM MEpPBUYHON YYETHOM JOKYMEHTallUd MO YYeTy
KMBOTHBIX C HCIOJB30BaHHEM MporpaMMHBIX mpoaykroB Microsoft Office
(Microsoft Word, Microsoft Excel) u B Oyxranrepckoii nmporpamme 1C IIpeanpustue
8.X.

Tema 8. «KABTOMaTH3MPOBAHHBIH BBOJ NEPBUYHBIX YYETHBIX JOKYMEHTOB B
oyxraarepckyrw mnporpammy 1C Ilpeanpusitue 8.X ¢ HCHOJIb30BAHUEM
TEXHOJOTMHA HMCKYCCTBEHHOI0 HHTE/JIEKTAa (CepBHCHI MO0 ABTOMATHYECKOMY
BBOAY mnepBU4YHbIX N0KyMeHTOB B 1C Jetlex, Entera Pro, Efsol 3arpy3ska
nokymeHToB u Gendalf)»

TexHOJIOrMM MCKYCCTBEHHOI'O HHTEJUIEKTAa, KaK CIOcOo0 aBTOMAaTH3allMd BBOJ
MEPBUYHBIX YYETHBIX JOKYMEHTOB B Oyxrantepckyro nporpammy 1C Ilpennpusrue
8.X. Pacno3naBanue nokymeHnta. Tunbsl u (popmaTel 00padaThIBa€MbIX TOKYMEHTOB.
Cpasuenue Jetlex, Entera pro, Efsol 3arpy3ka nokymentoB u Gendalf: nocrouncTBa u
HEJJOCTATKHU.

4.3 Jlekyuu/npaxmuyueckue 3aHamus
Tabnuua 4
Conep:kanue JeKUMH /MPAKTHYECKUX 3AHATHHA M KOHTPOJIbHbIEC MEPONIPUATHS
JJIA OYHOM (popMBI 00yUECHUA

Dopmvupye
Mble
Ne /i Ne pazien Ne u HazBanme nemmﬁf KxommeteHn | Bun xontposibHoro | Kos-Bo
NMPAKTHYECKHX 3aHITHIA 117 MepOIPHSTHS Yacos/*
(MHIMKATOP
bl)

1 Paznen 1 «/lokymeHTOOOECTIEUEHHE YITPABICHYECKOM IeSITeILHOCTH B YCTIOBHSIX I (POBOI IKOHOMUKI
Tema 1. «Cymmocts 11 | Tema 1. «CyIHOCTB 1 3HaYUCHIE IMKoc-2.1 2
3HAYCHHE EKTPOHHOTO JIOKYMEHTA B
IEKTPOHHOTO YCIIOBUSIX ITM(POBOH SKOHOMHKH.

JIOKYMEHTa B YCJIOBUSIX | YHU(DHKALIS M CTAHIAPTH3ALIMST

1A(POBOH IKOHOMHKH. | IOKYMEHTOBY

Yaudukaims u Tema 1. «CymHoCTb 1 3HauCHHE [MKoc-2.2 Jenosast nrpa: 2

CTaHJapTU3aLMs 3JIEKTPOHHOTO IOKyMEHTA B BBITIOJIHEHHE 33/IAHUH C

JIOKYMEHTOB) YCTIOBHISIX I()POBOI SKOHOMHKH. HPUMEHEHHUEM
YHu(pUKaIms v CraHIapTH3aIys TIPOTPaMMHBIX
JIOKYMEHTOB) npoxnykroB Microsoft
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®opmupye

Mble
Ne /it Ne paszena Ne u nazBanue .]'IeKIlPlﬁ{ KomiiereHl] | Buia konTposibHoro | Kosi-Bo
NPAKTHYECKUX 3aHIATHIA 117 MepONPHSITHSI Yacos/*
(MHIUKATOP
bl)
Office. Ompoc ¢
NpPUMEHEHHEM
TIPOTrpaMMBbI
Mentimeter
2 Tema 2. [ IpaBuna Jlexupms Ne 2. «[ Ipasiia [TKoc-2.1 2
COCTaBJICHUS 1 COCTaBIICHUSI K 00PabOTKH
00paboTKH AMEKTPOHHOM TOKYMEHTAITHH C
AMEKTPOHHOM TPUMEHEHHEM TM(POBBIX
JIOKYMEHTALIIH C TEXHOJIOTHI M IIPOTPAMMHBIX
TpPHMEHEHHEM npozykroB Microsoft Office.
1(POBBIX TexHOOrHH | [ [privMereHre A1eKTPOHHOM
U IIPOr PaMMHBIX LQPOBOH MOTHCH
npoxykroB Microsoft | IpakTiyeckoe 3anstrie Ne 2. [MKoc-2.3 Jenosast urpa: 2
Office. Ilpumenenre | «[IpaBua cocTaBieHus 1 BBITIOJIHEHNE 3a1JAHAN C
AMEKTPOHHON 00pabOTKH 3MeKTPOHHON NpUMEHEHHEM
1M(POBOI MOAINCK» | IOKYMEHTALIMH C IPUMEHEHHEM TPOrPaMMHBIX
1(POBBIX TEXHOJOTHIA 1 npozykroB Microsoft
MPOrPaMMHBIX TPOyKTOB Microsoft Office . Ompoc ¢
Office. [TprmeHeHue 3K TPOHHON MPUMEHEHUEM
1hPOBOI TIOIITHICIDY TIPOTPaMMBI
Mentimeter
3 Tema 3. «Opranmsaryst | Jlexumst Ne 3. «Opranvsaryst [MKoc-2.2 2
IEKTPOHHOTO AJIEKTPOHHOTO JIOKYMEHTO000pOTa 1
JIOKyMEHTOO0OpOTa Ml | XpAaHEHHE AJIEKTPOHHBIX
XpaHeHHe JIOKYMEHTOB)
AMEKTPOHHBIX Ipakrnyeckoe 3ansitue Ne 3. [MKoc-2.3 | Onpoc ¢ npuMeHeHneM 2
JIOKYMCHTOB) «Oprauzaiys AMeKTPOHHOTO TPOTPaMMBI
JIOKyMEHTO000POTA U XPaHEHHE Mentimeter,
ATEKTPOHHBIX JIOKYMEHTOBY TECTUPOBAHHE C
UCTIONE30BAHIEM
cepauca Online Test
Pad
) Paznen 2. «eKTPOHHBII JOKYMEHTO000POT B YIPABJICHYECKO¥ JeATe/IbHOCTH M0 Y4eTy PaIMIHbIX
00BbeKTOB OYXTAITEPCKOI0 Y4eTa B YCJIOBUSIX LM(POBOIi 3KOHOMMKID)
Tema 4. Jlexumst Ne 4 «DopMupoBaHye [TKoc-2.1 2
«@DopmupoBaHye OpraHHU3alMOHHO- [1Koc-2.2
OpTraHM3aIMOHHO- paCTIOPSTUTENTHEHON 1 [MKoc-2.3
PaCTIOPSIUTENLHOM M | OpraHM3alMOHHO-TIPABOBOI
OpraHM3alMOHHO- JIOKYMEHTALIMH C MCTIONB30BaHHEM
TIPaBOBOI TPOrpaMMHBIX TpoIyKToB Microsoft
JIOKYMEHTAITHH C Office u B Oyxranrepckoii
HCIIOJIB30BAHUAEM nporpamme 1C Tpempusttue 8.X»
TIPOTrPaMMHBIX [pakTiyeckoe 3ansTHe Ne 4. [TKoc-2.3 [Henosast urpa: 21
npoxyktoB Microsoft | «DopmupoBaHe opraHu3aIoHHO- BBITIOJTHEHVIE 33/IAHUH C
Officen s pacropsIUTeILHON U HPHMEHEHUEM
OyxranmepcKoi OpPraHM3aLMOHHO-TIPABOBOM HPOrPaMMHBIX
nporpamme 1C JIOKYMEHTALIVH C MCTIONTE30BaHHEM npomykroB Microsoft
Tpemmpustie 8.5 MPOrpaMMHbIX o tykToB Microsoft Officeus
Office u B Oyxranrepckoii OyxranmepcKon
niporpamme 1C Tpempustue 8.X» niporpamme 1C
[pemprsTie 8.X, B
T.4. Yepe3
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®opmupye

Mble
Ne /it Ne paszena Ne u nazBanue ﬂemmﬁ(' KomiiereHl] | Buia konTposibHoro | Kosi-Bo
NPAKTHYECKUX 3aHIATHIA 117 MepONPHSITHSI Yacos/*
(MHIUKATOP
bl)
koH(epeHIo Z00m
6 Tema 5. Jleximst Ne 5. «Dopmupoanue [MKoc-2.1 2
«DopmupoBanye HMHPOPMAIMOHHO-CIIPABOYHBIX ITKoc-2.2
HH(POPMALOHHO- JIOKYMCHTOB H JICJIOBBIX ITHCEM C IMKoc-2.3
CIIPaBOYHBIX HCIIONB30BaHHEM MPOTPaMMHBIX
JIOKYMEHTOB 1 JIeN0BbIX | poaykToB Microsoft Office B
TIFICEM C Oyxrarepckoi porpamme 1C
HCIIOJIB30BAHUAEM [pemnpusue 8.X»
TPOrPaMMHBIX IpakTuyeckoe 3ansaTie Ne S, [MKoc-2.3 Jlenopast urpa: 211
npozyktoB Microsoft | «DopmupoBanye HHGOPMAIHOHHO- BBITIOJIHEHKE 3a1JAHAN C
Officen B CIPABOYHBIX OKyMEHTOB H UCTIONB30BaHUAEM
OyXramepcKoi JIETIOBBIX THMCEM C HCTIONB30BaHAEM MPOTPaMMHBIX
nporpamme 1C MPOrpaMMHBIX TpoykToB Microsoft npozykros Microsoft
[pemmpusitue 8.X» Office u B Gyxrairepckoii Officens
nporpamme 1C Ipenmpusitre 8.0 OyxrairepcKon
niporpamme 1C
[pennpusitie 8.X, B
T.4. yepe3
koH(bepeHIo Z00m
Tema 6. Jlexmms Ne 6. «DopmupoBaHwe [TKoc-2.1
«DopmupoBaHTe JIOKyMEHTAIHH TIO TPYIOBBIM [TKoc-2.2
JIOKYMEHTALIIH TIO OTHOIIICHVSIM C HCTIONB30BAHIEM IMKoc-2.3
TPYIOBBIM TPOrpaMMHBIX TPoIyKToB Microsoft
OTHOIIICHHSIM C Office u B Gyxranrepckoii
WICTIONB30BAHUEM niporpamme 1C Tpempusttue 8.X»
MPOrPaMMHBIX IpakTyeckoe 3ansTre Ne 7 IMKoc-2.3 Jlenopast urpa:
npozyktoB Microsoft | «DopmupoBanyie T0KyMEHTALIH 110 BBITIOJTHEHHE 3a/IaHMH C
Officen TPY/IOBBIM OTHOILICHUSIM C PUMEHEHUEM
OyxrairepcKon HCIIOJNIB30BAHKEM TIPOrPAMMHBIX IPOTrPaMMHBIX
nporpamme 1C npomykroB Microsoft Office n B npomykroB Microsoft
[pemmpusitie 8.X» Oyxranrepckoit nporpamme 1C Officens
[penmpusttue 8.X>» OyXraiTepcKon
niporpamme 1C
[penmpusitie 8.X, B
T.4. yepe3
koHDepeHIo Z00m
7 Tema 7. Jlexmms Ne 7. «DopMUpoBaHre IMKoc-2.1 2
«@DopmupoBaHye JIOKYMEHTALIMH [0 CHAOKEHHIO 1 [IKoc-2.2
JIOKYMEHTALIIH TI0 COBITY C UCTIONTH30BaHIEM [MKoc-2.3
CHA0YKEHHIO M COBITY C | MPOrPaMMHBIX MpoaykToB Microsoft
UCTIONB30BAHUEM Office u B Oyxrarmepckoit
IPOTPaAMMHBIX nporpamme 1C Tlpempusttue 8.X»
npozykToB Microsoft | IpakTiyeckoe 3ansirie Ne 7. IMKoc-2.3 Jlenopast urpa: 211
Officeus «DOpMHUPOBAHUE JJOKYMEHTALMH 110 BBITIOJIHEHHE 3a]IaHUH C
OyxranmepcKoit CHaO>KEHHIO 1 COBITY C MPUMEHEHNEM
niporpamme 1C HCTIONIB30BAHKEM IPOrPaMMHBIX MPOrPaMMHBIX
Tpemmpustie 8.5 nponykroB Microsoft Office n B npozykroB Microsoft
Oyxrasrrepckoii porpamme 1C Officen s
[penmpusttue 8.X>» OyXraiTepcKon
niporpamme 1C
[pemprsTie 8.X, B
T.4. Yepe3
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@opmupye
Mble
Ne /it 1T Ne u nazBanue nexunii{ KomiiereHl] | Buia konTposibHoro | Kosi-Bo
NPAKTHYECKUX 3aHIATHIA 117 MepONPHSITHSI Yacos/*
(MHIMKATOP
bl)
koH(epeHIo Z00m
8 Tema 8. Jlexums Ne 8. [MKoc-2.1 2

«ABTOMATH3UPOBAHHBI | «ABTOMATH3UPOBAHHBI BBOI [MKoc-2.3
11 BBOJI IEPBIYHBIX TIEPBUYHBIX YYETHBIX JIOKyMEHTOB B
YUETHBIX IOKYMEHTOB B | cicTeMy 1C ¢ HCTIONB30BaHUEM
OyXTaITepCKyIo TEXHOJIOTUI HCKYCCTBEHHOTO
nporpammy 1C HHTEIUIEKTA (CEPBHCHI TT0
Ipenmpustie 8.X ¢ ABTOMAaTU4ECKOMY BBOILY
HCIIOJIB30BAHUAEM TIEPBUYHBIX TIOKyMEHTOB B 1C
TEXHOJOTHI Jetlex, Entera Pro, Efsol zarpyska
WCKYCCTBEHHOTO JokymenToB u Gendalf)»
uHTeuieKTa (cepBrchl | IpakTuueckoe 3aHsitue Ne 8. [MKoc-2.1 Jenosast urpa: 21
TI0 aBTOMATHYECKOMY | «ABTOMATH3UPOBAHHBII BBOA [1Koc-2.3 | BBINOIHEHHE 3a1aHUI €
BBOJTY IIEPBHYHBIX TMEPBUYHBIX YUETHBIX IOKYMEHTOB B TIPUMEHEHHEM
JIOKyMeHTOB B 1C crcteMy 1C ¢ ucrons30BaHUEM MPOrPaMMHBIX
Jetlex, Entera Pro, Efsol | rexronoruii nckyccrsersoro npozykros Microsoft
3arpysKa JIOKyMEHTOB U | HHTCJUIEKTA (CEPBHCHI T10 Officens
Gendalf)» ABTOMATUYECKOMY BBOALY OyxranmepcKon

TIEPBUYHBIX IOKyMEHTOB B 1C niporpamme 1C

Jetlex, Entera Pro, Efsol zarpyska [pemmpustie 8.X, B

nokymenToB 1 Gendalf)» T.4. 4epe3

koH(pepeHIo Z00m
* B TOM YHCJE IpaKTU4YCCKas MoJAroToBka
Ta6auma 4

Conep:kanue JeKUUH /MTPAKTHYECKHUX 3AHATHIA M KOHTPOJIbHbIE MEPONIPUATUHSA
JJIs1 OYHO-3204HOM GopMbI 00YUCHHS

®opMmupye
Mble
Ne 1 Ha3BaHMe JIeKIuii/ KommeTeH | Bua KOHTPOILHOTO e
Ne i/ Ne paznena . Yacos/
NMPAKTHYECKHX 3aHATHI un MepOoNnpUsTHs -
(MHIUKATO
pbI)
1 Paznen 1 «/lokymeHTOOO€ECTIEUEHHE YIIPABIEHYECKOI AeSITeJIbHOCTH B YCJIOBUSIX IIM(PPOBOii
IKOHOMMKID)
Tema 1. «Cymrocts | Tema 1. «CymrocTts 1 3Hauenne | [TKoc-2.1 2
¥ 3HAYCHHE 9JIEKTPOHHOT'O JIOKYMEHTA B
AIIEKTPOHHOTO YCIOBUSIX ITU(POBOI
JIOKYMEHTA B SKOHOMMKH. Y HU(DHKAIWS 1
YCIIOBHSIX IM(POBOY | CTAHIAPTH3AIIHS IOKYMEHTOB)
SKOHOMUKH. Tema 1. «Cymmocts 1 3Hauenue | [1Koc-2.2 JenoBast nrpa: 2
Yaugukarpst u SNEKTPOHHOTO JIOKYMEHTA B BBITIOJTHEHNE
CTaHIAPTHU3ALMS YCIIOBHSIX 1M(pOBOI 3aJIaHHH ¢
JIOKyMEHTOB) SKOHOMHFKH. Y HU(DHKAIWS 1 NpUMEHEHUEM
CTaHAAPTU3ALMS JJOKYMEHTOB) MPOrPaMMHBIX
npoayktoB Microsoft
Office. Ompoc ¢
HPUMEHEHHUEM
TIPOrPaMMBI
Mentimeter
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®opmupye
Mble

Ne u HazBaHMe JieKIMii/ KoMmIieTeH | Bua KOHTPO/ILHOIO e
Ne /i Ne paznena . Yacos/
MPAKTUYECKHX 3aHATHI i11)) MepONpUsATHS -
(MHIUKATO
pbY)
2 Tema 2. (IpaBuna | Jlexums Ne 2. «[IpaBuna [TKoc-2.1 1
COCTaBIICHUS 1 COCTaBJICHHSI K 0OPabOTKH
00paboTKN ANIEKTPOHHOM JIOKYMEHTAITHH C
ANEKTPOHHOM TIPUMEHEHHEM II(POBBIX
JIOKyMEHTALWH C TEXHOJIOTWH U IIPOTPaMMHBIX
MPUMEHEHHEM nipoaykToB Microsoft Office.
1(POBBIX [IprMeHeHue eKTPOHHOM
TEXHOJIOTWH U 1(pPOBOH OIITHCHY
TIPOTPAMMHBIX IpaxkTuyeckoe 3ansitue Ne2. | [TKoc-2.3 JlenoBast urpa: 1
npoykroB Microsoft | «lIpaBuiia cocraBieHus 1 BBITIOJTHCHHE
Office. IIpumeHeHne | 00pabOTKH AIEKTPOHHOM 3aJ1aHui ¢
ANEKTPOHHOM JIOKYMEHTAIMH C TIPUMECHEHHEM NPUMEHEHUEM
1(POBOM NOIHUCKD | I(POBBIX TEXHOIOTHI U IIPOrPAMMHBIX
MPOrPAMMHBIX IPOTYKTOB npoaykroB Microsoft
Microsoft Office. [TpumeHenne Office . Ompoc ¢
AIIEKTPOHHOM IU(PPOBOMA MIPUMEHEHUEM
TIOIITHCID TIPOTPAMMBI
Mentimeter
3 Tema 3. Jlexrmst Ne 3. «Opraau3aryst [TKoc-2.2 1
«Opranvzanys AJIEKTPOHHOTO
AJIEKTPOHHOTO JIOKyMEHTOO0OpOTA M XpaHEHHE
JIOKyMEHTO00O0pOTA 1 | NIEKTPOHHBIX JOKYMEHTOB)
XpaHeHHe IpaxkTuyeckoe 3ansitue Ne 3. | [TKoc-2.3 Ormpoc ¢ 1
AJIEKTPOHHBIX «Opranuzaryst AEeKTPOHHOTO HpUMEHEHUEM
JIOKyMEHTOB) JIOKyMEHTOO0OpOTA M XpaHEHHE TIPOrPaMMBI
AMEKTPOHHBIX JIOKYMEHTOB) Mentimeter,
TECTUPOBAHHE C
UCTIONIE30BaHUEM
cepsuca Online Test
Pad
5 Paznen 2. «9/1eKTpOHHBII JOKYMEHTO000POT B YIIPABJIEHYECKOH IeATEILHOCTH T10 Y4eTy

Pa3IM4YHBIX 00bEKTOB OyXTAJITEPCKOIr0 y4eTa B YCJIOBHAX HU(POBOii IKOHOMHUKID

Tema 4.
«PopmupoBaHue
OpraHU3aLOHHO-
PacIOpsAIUTENBHON U
OpraHU3aLOHHO-
IIPaBOBOM
JIOKYMEHTALH C
UCTIOJIb30BaHUEM
IPOTPAMMHBIX
npoykroB Microsoft
Officen s
OyxranrepcKon
niporpamme 1C
Ipennpusitrie 8.X»

Jlexuus Ne 4 «D@opmupoBanye
OpraHM3aLIOHHO-
pacnopsiIMTENTHHON U
OpraHM3aLMOHHO-TIPABOBON
JIOKYMEHTALMH C
HCIIOJIb30BaHHEM IIPOTPAMMHBIX
npoykroB Microsoft Office u B

Oyxrarrepckoit mporpamme 1C
[Tpempusitue 8.X»

[TKoc-2.1
[TKoc-2.2
[TKoc-2.3

2

IIpaxkTyeckoe 3ansiTue Ne 4.
«DPOpMHUpPOBAHUE
OpraHU3alIOHHO-
pactopsiIMTENIHHON U
OpraHN3aLMOHHO-TIPABOBON
JIOKYMEHTALHH C

I1Koc-2.3

[enosas urpa:
BBITIOJTHEHNE

3a7[aHUI C
[IPUMEHEHUEM
[IPOrPAMMHBIX

npoykroB Microsoft

2/1
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®opmupye

Mble
Ne u Ha3BaHMe JeKmil/ KoMmIieTeH | Buj KoHTpo/ILHOTO Koa-so
Ne /i Ne paznena . Yacos/
MPAKTUYECKHX 3aHATHI i11)) MepONpUsATHS -
(MHIUKATO
pbY)
HICTIONTE30BAaHUEM ITPOTPAMMHBIX Officen B
npoaykroB Microsoft Office u B OyXraimepcKoi
Oyxranrepckoii iporpamme 1C nporpamme 1C
[Ipemmpusitue 8.X» [pemmpusituie 8.X, B
T.4. 4epe3
KoH(epeH o Z00m
6 Tema 5. Jlexuus Ne 5. «@opmupoanue | [1Koc-2.1 2
«DopmupoBaHHe nHpopmarmonHo-cripaBounbix | [1Koc-2.2
MH(POPMAIMOHHO- | JOKyMEHTOB | Je7IoBbIX TmceM ¢ | [1Koc-2.3
CIIPaBOYHBIX UCIIOJTE30BAHUEM POTPAMMHBIX
JIOKyMEHTOB H npoyktoB Microsoft Office u B
JICTIOBBIX ITUCEM C Oyxranrepckoii porpamme 1C
HCIIOJIb30BaHUEM [peanpusitue 8.X»
MPOrPaMMHBIX Ipaxruyeckoe 3ansitne Ne S. | [TKoc-2.3 [enogas urpa: 2/1
npozykroB Microsoft | «®Popmuposanue BBITIOJTHCHHE
Officeu s HH(OPMAIMOHHO-CITPABOYHBIX 3a/IaHuIH C
OyXrairTepcKoi JIOKyMEHTOB M JIEJIOBBIX ITUCEM C HCIIOIB30BAHUEM
nporpamme 1C MCTIOJTBE30BAHUEM IPOTPAMMHBIX HPOrPaMMHBIX
Ipemnpusamue 8. X» | mpomykroB Microsoft Office u B npoykroB Microsoft
Oyxranrepckoii mporpamme 1C Officens
[penpusitue 8.X» OyXrairepckoin
niporpamme 1C
[pemmpustue 8.X, B
T.4. 4epe3
KoH(epeHIo Z00m
Tema 6. Jlexumst Ne 6. «Dopmupoanue | [1Koc-2.1
«DopmHpoBaHye JIOKyMEHTALUH 110 TPYIOBBIM [MKoc-2.2
JOKYMEHTAI[MM 10 | OTHOIIICHHSIM ¢ ucrionb3oBanueM | [TKoc-2.3
TPYJOBBIM MPOrPaMMHBIX TPOJTYKTOB
OTHOILICHHSIM C Microsoft Office u B
HCTIOJTE30BaHUEM Oyxrarrepckoii mporpamme 1C
MPOrPaMMHBIX [peanpusitue 8.X»
npoykro Microsoft | [Ipakruueckoe 3ansirme Ne 7 | TTKoc-2.3 JlenoBast urpa:
Officens «®DopmupoBaHUE TOKyMEHTALH BBINOJTHEHHE
OyXrajrepcKoi IO TPY/IOBBIM OTHOILIEHUSIM C 3aJIaHUl C
nporpamme 1C HCTIOJNIb30BaHUEM ITPOI PAMMHBIX NPUMEHEHNEM
[Mpemmpusitiie 8.X» | mpomykros Microsoft Office u B MPOrPAMMHBIX
Oyxranrepckoii iporpamme 1C npoykroB Microsoft
[pemmpusitie 8.X>» Officen s
OyxrairepcKon
niporpamme 1C
[peanpustue 8.X, B
T.4. Yepe3
koH(peperipro Z00m
7 Tema 7. Jlexumst Ne 7. [TKoc-2.1 1
«DopMHpoBaHHE «dopmupoBaHue [TKoc-2.2
JIOKYMEHTAIMM TI0 | AOKyMeHTaImH 1o cHaOxkerunro 1| 11Koc-2.3
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®opmupye

Mble
Ne u Ha3BaHMe JeKmil/ KoMmIieTeH | Buj KoHTpo/ILHOTO Koa-so
Ne i/ Ne paznena . Yacos/
MPAKTUYECKHX 3aHATHI i11)) MepONpUsATHS -
(uHIUKaTO
pb1)
CHA0YKESHUIO ¥ COBITY | COBITY C HCIIOJIb30BaHHEM
C MCTIOJIE30BAaHHEM | IPOTPAMMHBIX IPOJTYKTOB
TIPOTPAMMHBIX Microsoft Office u B
npoaykToB Microsoft | Oyxranrepckoii mporpamme 1C
Officen B [pemmpusitie 8.X»
OyXTaITepCcKOM IIpaxTuyeckoe 3ausiTue Ne 7. | [1Koc-2.3 Jenoas urpa: 71
nporpamme 1C «DopMHUpOBaHUE TOKYMEHTALIIN BBITIOJIHEHNE
[Tpennpustiie 8.X» 110 CHAOKEHHIO U COBITY C 3a/1aHuM C
WCTIOJB30BAHUEM IIPOTPAMMHBIX NpUMEHEHUEM
nporyktoB Microsoft Office u B MPOrPAMMHBIX
Oyxranrepckoi nporpamme 1C npoykroB Microsoft
Ipemmpustie 8.0 Officens
OyXranTepcKon
nporpamme 1C
[pemmpusitie 8.X, B
T.4. Yepe3
koH(peperImro Z00m
8 Tema 8. Jlekmms Ne 8. [IKoc-2.1 1
«ABTOMaTH3UPOBAHH | «ABTOMAaTU3MPOBAHHBIIN BBOJL [TKoc-2.3
BIil BBOJ] IIEPBHYHBIX | IEPBUYHBIX YUETHBIX
YYETHBIX JIOKyMeHTOB B crcteMy 1C ¢
JIOKyMEHTOB B UCTIONB30BAHUEM TEXHOIOTHI
OyXTaITepCKyIo MCKYCCTBEHHOTO HHTEJUIEKTa
nporpammy 1C (cepBHUCHI 110 aBTOMATHUYECKOMY
[pemnpusitiie 8.X ¢ | BBOLY EPBUYHBIX JJOKYMEHTOB
HCMOJIL30BaHUEM B 1C Jetlex, Entera Pro, Efsol
TEXHOJIOTUI 3arpy3Ka JOKyMEHTOB U
WICKYCCTBEHHOIO Gendalf)»
MHTEJUIEKTa IpakTuyeckoe 3ansiTue Ne 8. | [1Koc-2.1 JlenoBast urpa: 11
(cepBHCHI TTO «ABTOMaTH3MPOBAaHHBII BBOJ [TKoc-2.3 BBITIOJIHEHUE
ABTOMATUYECKOMY | TIEPBUYHBIX YUETHBIX 3aJIaHUl C
BBOJLy IEPBUYHBIX | JOKyMEHTOB B crctemy 1C ¢ MPUMEHEHUEM
JIOKyMeHTOB B 1C WCTIONIb30BaHUEM TEXHOJIOTUIA MPOrPaAMMHBIX
Jetlex, Entera Pro, MCKYCCTBEHHOIO MHTEIUIEKTa npoaykroB Microsoft
Efsol 3arpyzka (CepBHCHI TTO aBTOMATHIECKOMY Officeu B
JIOKyMEHTOB 1 BBO/Ty [IEPBUYHBIX JJOKYMEHTOB OyxrairepcKon
Gendalf)» B 1C Jetlex, Entera Pro, Efsol nporpamme 1C
3arpyska JOKyMEHTOB 1 [peanpustue 8.X, B
Gendalf)» T.4. 4epe3
koH(pepeHipro Z00m

* B TOM YHCIIE MpaKTU4EeCKas rnoJAroToBka
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Tabmuma 5

HepequL BOIIPOCOB JJIsl CAMOCTOATC/IBHOI'0 N3YYCHUA TUCHUIIIIHHBI

Ne Ilepeyenn paccmaTpuBaeMbIX BOIIPOCOB LI
Ne paznena u Trembl

n/n CaMOCTOSITEIbHOI0 H3Y4YeHUsI

Paznen 1 «J/lokymeHToo0ecniedyeHre YIpPaB/IeHYeCKOH JeATEILHOCTH B YCJIOBHSIX 1M(POBOit

KOHOMMKID)

1. |Tema 1. «CymHuocts u | OOmue TpedOBaHUs K OyXTalTEPCKUM IOKYMEHTAM.
3Ha4YeHHe 9JIEKTPOHHOIO | 3Ha4eHus OyXraaTepckux JokyMeHToB. Kiaccudukanms
JOKYMEHTA B YCIOBHAX | OyXTaiaTepcKux JOKYMEHTOB. BeqoMcTBeHHbIE (hOPMBI
U poBoit 9KOHOMMKH. | AIEKTPOHHBIX IOKYMEHTOB. [lepeBoj nepBHUUHBIX
Yuauduxanus U | ToKyMeHTOB Ha pycckuii s3bIK. [IKoc-2.1 ITKoc-2.3
CTaHJAPTH3ALMsI JOKYMEHTOBY

2. | Tema 2. «IIpaBuiia | IIpaBo MoOANKMCH NEPBUYHBIX YYETHBIX JOKYMEHTOB.
coctaBieHuss U 00paboTku | O6sacTH NPUMEHEHMSI Pa3JInYHbIX BUAOB 3JIEKTPOHHBIX
ANEKTPOHHON AOKyMeHTauuu ¢ | noanuceid. CriocoObl JoKa3bIBaHUsl (paKTa COBEPILIECHUS
IIPUMEHEHUEM IUQPOBBIX | XO35MCTBEHHOMN OIEpaluy IPH OTCYTCTBUHU HAJUIEKAIUM
TEXHOJIOTUH ¥ TPOTPaMMHBIX | 00pa3oM 0(OPMIICHHBIX TEPBUYHBIX YUETHBIX
npoayktoB  Microsoft Office. | mokymentos. [1Koc-2.1 [1Koc-2.3
IIpumeHeHue 3JIEKTPOHHOU
1M (POBOM NOITHCHY»

3 Tema 3. «Opranuzanus | OnepaTopsl 3JEKTPOHHOI0 JOKyMeHTooOopoTa. [Topsaok
AJEKTPOHHOTO U3BATHUSA IEKTPOHHBIX TOKYMEHTOB. OTBETCTBEHHOCTD 32
JOKYMEHTOO00pOTa M XpaHEHHUE | HapyIIEHUE CPOKOB XPaHEHUs IIEPBUYHBIX JTOKYMEHTOB.
AJEKTPOHHBIX JIOKYMEHTOB)» Cocranenue rpaduka 3IEKTPOHHOTO JOKYMEHTO000pOTa

1o o0bekTaM yueta. BoccranoBineHue u 1oohpopmiieHue
AJIEKTPOHHBIX JOKYMEHTOB. CpPOKH XpaHEHHUs
1eKTpoHHBIX TOKyMeHTOB [1Koc-2.1, [TKoc-2.2, ITKoc-2.3

Paznent 2. «1eKTPOHHBII JOKYMEHT0000POT B YIIPABJIEHYECKOH IeATEIHHOCTH M0 YYeTy PajIn4HbIX
00BbEKTOB OyXTaJITePCKOr0 y4era B YCJI0BUHSAX IIM(POBOil IKOHOMHKI

Tema 4. «dopmupoBanue
OpraHU3aIMOHHO-
pacnopsIuTeIbHON 1
OpraHU3alMOHHO-TIPaBOBOM
JTOKYMEHTAIHH C
UCMOJIb30BaHUEM
MPOTPaMMHBIX TIPOTYKTOB
Microsoft Office u B
Oyxranrepckoit nporpamme 1C
[Ipenmpusitue 8.X»

3anojHeHue ¢ NPUMEHEHHEM IPOTrPAMMHBIX IPOIYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel) u B
Oyxrantepckoil mporpamme 1C IIpenmpusitue 8.X
OpraHU3alMOHHO-PACIOPSAAUTEIBHON U OpraHUu3alMOHHO-
npaBoBoii jokymenTarmn [1Koc-2.1, [TKoc-2.3

5 Tema 5. «®opmupoBanue 3arnoJIHEHHEe ¢ NPUMEHEHUWEM IPOTrpaMMHBIX MPOIYKTOB
nHpopmarmonHo-cnpaBouneix | Microsoft Office (Microsoft Word, Microsoft Excel) u B
JIOKYMEHTOB U JINIOBbIX IuceM | Oyxrantepckoit mnporpamme 1C  Ilpeanpusitue  8.X
C MCIIOJIb30BaHUEM MH(POPMALIMOHHO-CIIPaBOYHBIX  JIokyMeHTOB. [1Koc-2.1,
MIPOrPaMMHBIX MPOJIYKTOB [TKoc-2.3
Microsoft Office u B
oyxranrepckoii nporpamme 1C
[Ipenmpusitue 8.X»

6 Tema 6. «®opmupoBanue 3arnoJIHEeHHE ¢ IPUMEHEHNEM ITPOTPAMMHBIX IPOAYKTOB

JOKYMEHTAIUH TI0 TPYAOBBIM
OTHOIICHUSIM C
HCIIO0Ib30BaHUEM
MIPOrPaMMHBIX TPOJIYKTOB

Microsoft Office (Microsoft Word, Microsoft Excel) u B
oyxrantepckoi mporpamme 1C Ipennpusarue 8.X
MNEPBUYHBIX YUYCTHBIX JOKYMCHTOB: COCTABJICHUC LITATHOT'O
pacniucanus; opopmiIeHUs TpriemMa Ha padoTy 1
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Ne paznena u Tembl

Ilepeuens paccMaTpuBaeMbIX BOIPOCOB JIJIsI

n/n CAMOCTOSITEJILHOT0 M3YUeHHs
Microsoft Office u B YBOJIbHEHUS paOOTHHKA; 0(OPMIICHHE JHIIEBBIX CUCTOB
oyxranrepckoii nporpamme 1C | paboTHUKOB; 0hOpMIIEHHE OTIYCKOB, HAUUCICHUH U
[Ipennpusitue 8.X» Boimat pabornukam. [1Koc-2.1, ITKoc-2.3
7 Tema 7. «®opmupoBanue 3anonHeHue ¢ NMPUMEHEHHEM IPOTrPAMMHBIX MPOIYKTOB
nokyMeHTaiuu 1o cuadkenuto | Microsoft Office (Microsoft Word, Microsoft Excel) u B
1 COBITY C HCTIOJIb30BaHUEM oyxrantepckor mporpamme 1C  IIpeanpustue 8.X
MIPOrPaMMHBIX TTPOIYKTOB MEPBUYHBIX YUYETHBIX JOKYMEHTOB: IO YYETy JICHEKHBIX
Microsoft Office u B CPEJCTB Ha PACYETHBIX CYETax, IO YYETy MPOAYKIHH
Oyxranrepckoit mporpamme 1C | pacTeHHEBOICTBA M KUBOTHOBOJCTBA; yUETy PE3yIbTaTOB
[Ipennpusitue 8.X» WHBEHTApU3AllUU  CEJIbCKOXO3IMCTBEHHOM  MPOAYKIIUH;
YUYETYy peanu3aly CENbCKOXO3SMCTBEHHON MPOAYKLNH;
JIBUKEHUIO JKUBOTHBIX Ha BBIPAlIMBAaHUM U OTKOpME.
ITKoc-2.1, [TKoc-2.3
8 Tema 8. 3arpy3ka B 1C Pacno3HaBaHue JOKYMEHTOB U BHEAPEHUE

«ABTOMaTU3UPOBAHHBIN BBOJ
MEPBUYHBIX YUYETHBIX
JIOKYMEHTOB B OyXTaJlTepCKyro
nporpammy 1C Ilpennpusrue
8.X ¢ ucronb30BaHUEM
TEXHOJIOTHI UICKYCCTBEHHOT'O
WHTEJUICKTa (CEPBUCHI 110
aBTOMAaTUYECKOMY BBOIY
MIEPBUYHBIX JOKYMEHTOB B 1C
Jetlex, Entera Pro, Efsol
3arpyska JJOKyMEHTOB U
Gendalf)»

WX B DJJICKTPOHHBIA JOKYMEHTOOOOPOT OpraHU3aIliu.
3arpy3ka pacro3HaHHBIX JOKYMEHTOB B OyXraiaTepckoit
nporpamme 1C Ilpeanpustue 8.X ¢ HUCHONIB30BAHUEM
MPOYMX CEPBUCOB MO aBTOMAaTUYECKOMY BBOAY MEPBUYHBIX
nokymeHToB B 1C. [TKoc-2.1, TTKoc-2.3

5. O0pa3oBaTte/ibHbIE€ TEXHOJIOTUHU

Tabmauia 6

IIpyMeHeHHe AKTHUBHBIX U HHTEPAKTHBHbBIX 00pPa30BaTe/IbHbIX TEXHOJIOT MM

HaumenoBanmne HCIMOJb3YyEMBIX

Jr:;_)n Tema u dpopma 3anaTHSA AKTHBHBIX H HHTEPAKTUBHBIX

o0pa3oBaTe/IbHbIX TEXHOJIOTHil

1. Pa3nen 1. Tema 3. «Opraam3anus snexkrponnoro | JI | [IpoGiemHas nexiust
JIOKYMEHTO000pOTa U XpaHEHHE 3JIEKTPOHHBIX
JIOKYMEHTOB

2. Tema 4. «®opMHupoBaHUE OpraHU3alMOHHO- I13 | PaboTa B ManbIxX Tpymnmnax yepes
pPacnopsAIUTENBHON U OPraHU3allMOHHO-TIPABOBOU KoH(pepeHuuo Zoom
JOKYMEHTAIIUH C UCTIOIb30BAHUEM MTPOTPAMMHBIX
npoaykroB Microsoft Office u B Gyxrantepckoit
nporpamme 1C Ilpeanpustue 8.X»

3. Tema 5. «®opmupoBanue HHPOPMAIMOHHO- [13 | PaGoTa B MamnbIxX rpyImimax uepes
CIPAaBOYHBIX JOKYMEHTOB U JIEJIOBBIX ITHUCEM C KoH(pepeHIHo Z00m
HCIIOJIb30BaHUEM IPOrPAMMHBIX IPOAYKTOB
Microsoft Office u B Gyxrantepckoii mporpamme
1C Ilpennpusrue 8.X»

4. Tema 6. «®opMupoBaHUE TOKYMEHTALIUH 110 I13 | PaboTa B ManbIxX Tpymnmnax yepes
TPYAOBBIM OTHOLIEHUSM C UCIIOJIb30BaHUEM KOH(pepeH1Ho Z00m
nporpaMMHBIX poaykToB Microsoft Office u B
oyxranrepckoi mporpamme 1C Ipeanpusitae 8.X»
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6. Texkymuii KOHTPOJIb YCIIEBAEMOCTH U MPOMEKYTOYHAS ATTECTALMS 10
UTOraM OCBOCHUS TMCHUIIMHBI

6.1. Tunoevie KOHmMpPOIbHBLE 3A0AHUA UTU UHBIE MAMEPUATIbl, HE0DX00UMDbLE 01
OUEeHKU 3HAHUIL, YMEHUIl U HABLIKOG U (U1U) Onblma 0esameabHoCmu

1) TecThl 1Sl TEKYIIET0 M MPOMEKYTOYHOT0 KOHTPOJISI 3HAHMI 00yYaI0 X CS

TectupoBanue opranusyercs ¢ npumeHeHrneM cepsuca Online Test Pad.
[Togcuer UTOTOBBIX PE3YNIHTATOB MPOU3BOUTHCS ABTOMATU3UPOBAHHBIM CITIOCOOOM.

1. JokymeHTaIus — 3To0...
a) TIEPBUYHAS PETHCTpAIUs OIEpalrii B MECTax HUX CBEPIICHUS OTBETCTBEHHBIM

JIALIOM;

0) TepBUYHAS PETUCTpalUs XO3IMCTBEHHBIX OINEpallii ¢ MOMOIILI0 JOKYMEHTOB B
MECTaX UX CBEPIICHUS OTBETCTBEHHBIM JIMIIOM;

B) NepeuuHAas pecucmpayus  XO03AUCMEEHHBIX ONepaAuuil ¢  HOMOULbIO
OOKYMEHM OB U 6 MECMAX UX C6EPUICHUAL.

2. JIOKyMEHTUPOBAHUE — ATO
a) CIUIONIHOE OTpa)K€HHE perucTpanuu GakToB X031UCTBEHHON KU3HH,

0) CnOCoO CNIOWIHO20 U HENPEPBIGHOZ0 OMPAXHCEHUSA X03AUCH6CHHBIX ONePayuUil
C Ueblo NOJIYYEeHUA HEODXOOUMBIX CECOCHUIL 0 COBEPULAIOULUXCA XO3AUCH 86CHHBIX
ABNCHUSAX.

B) CHOCOO CIUIOIIHOM W HENPEpbhIBHOM perucrpauvdu (PakToB XO03sSHCTBEHHOU
JKU3HU JIJIS IOJTYYE€HUSI CBEJICHUN O COBEPIIAOIIMXCSA XO3IMCTBEHHBIX ONIEpaInil.

3. OcHOBOI OYXTaNTEPCKOTO yueTa SBISIOTCS:
a) OTpakKeHHE JIAHHBIX O XO3SMCTBEHHBIX OIMEPAIUAX B PETUCTPHI OYXTaITEPCKOTO

y4eTa Ha OCHOBE MHBEHTapHU3aLINH;
0) ompadxienue OAHHBIX O XO03AUCHMBEEHHBIX ONEPAUUAX 6 NEPEUUHDBIX
00KYyMEHmax cnocooom 00KyMeHmupo8anus,

B) y4eTHas MOJUTHKA OpraHU3aI1u.

4.O1eKTPOHHBIN JOKYMEHT — 3TO:
a) JOKYMEHTHpOBaHHas MH(OpMALUA, IPEICTaBICHHAS B JIEKTPOHHOUN Qopme st

nepeaadr mno HHPOPMaIMOHHO-TEJICKOMMYHUKAITMOHHBIM CETSIM;

0) mOKyMeHTHpOBaHHas MHGOPMAIIHs, TPEACTABICHHAS B DJIEKTPOHHON (opMme, TO
€CTh B BHJIC, MPUTOJHOM [IJIi BOCHPUITHS YEJIOBEKOM C HCIOJb30BAHUEM
AJICKTPOHHBIX BBIYUCIUTEIIBHBIX MaIlIHH;

8) OOKYMeHmupoeannas uHpopmayus, nPeoOCmMasieHHas 6 3I1eKMPOHHOU
dopme, mo ecmv 6 e6ude, NPuUOOHOM 014 GOCHPUAMUA UEI06EKOM C
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UCNONb306AHUEM IIEKMPOHHBIX GLIYUCIUMETbHBIX MAWUH, 4 mMaKxyce O
nepedayu  no - UHPOPMAUUOHHO-MENEKOMMYHUKAUUOHHbBIM — cemamM Uil
00padomKu 6 UHPOPMAYUOHHBIX CUCHIEMAX .

5. I'me mepedrciieHbl OCHOBHBIE TPEOOBaHUS K YUETHBIM IOKYMEHTAM:
a) Deodepanvusiti 3akon om 06.12.2011 2. Ne 402-D3 «O byxeanmepckom yuemey,

0) IlonmoxkeHue 1Mo BeJEHUIO OYXTalaTepCKOro ydeTa U OyXraiaTepcKol OTYETHOCTHU

B P® o1 29.07.98 Ne 34H.
B) ['paxmanckom konaekce Poccuiickoit @enepanuu.

6. I'1e nepeuriciieHbl OCHOBHBIE TPEOOBaHUS K 3JIEKTPOHHBIM JOKYMEHTAM:
a) ®enepanbublii 3aK0H 0T 06.12.2011 1. Ne 402-D3 «O OyXraatepckom y4eTe»;

0) Dedepanvuviti 3axon om 27.07.2006 N 149-@3 «06 ungopmayuu,
UHGDOPMAYUOHHBIX MEXHONO2UAX U O 3aujume UHDOPpMayuuy;
B) ['paxmanckom koxekce Poccuiickoit @enepanuu.

r) @enepanbHbiii 3akoH oT 6 ampens 2011 roma N 63-03 «O06 31eKTpOHHOM
MOATIUCH.

7. MoTyT 11 UCITOJIB30BATHCSA COKPAIICHUS TPH 3alOJHEHUN TMEPBUYHBIX YUETHBIX
JIOKyMEHTOB:

a) MOIYT;

0) He MOryT;

8) COKpauwieHus 0014 CHbL ObIMb 0OUWENPUHAMBIMU,

I') COKpAIICHHS JOJKHBI OBITh YTBEPIKICHBI B YICTHOM MOJUTUKE OPTraHU3aIIUH.

8. IlokazaTenu MOKyMeHTa, MOATBEPKIAOIIKME (PAKT COBEPIICHUS XO3WCTBEHHOU
OIepalny, XapaKTEPU3YIOLIHUE COACPKAHUE U MTPUIAIOIINE IOPUINYECKYIO CUITY dTOU
OTEpALMU HA3bIBAIOTCS:

a) peKeuzumol,

0) ompaBaaTeny;
B)  CBHUJCTEIHN

9. OTcyTCTBHE OJTHOTO M3 0053aTEIBHBIX PEKBU3UTOB SIBIIICTCS HAPYIICHUEM:
a) HET, €CIU €CTh ONpaBJaTelbHbIA JOKYMEHT;

0) na, sSBJISETCS, HO 32 9TO HUYETO HE OY/IeT;
B) 04, AGNAECHCA U MOMCEN CIANb NPUYUHOU WMPAQHBIX CAHKYUL.

a) He meHee 5 1em
06) wue Menee 10 ner;
B) He MeHee 3 JierT.

11. Byxrantepckas (puHaHCOBas1) OTYETHOCTh XPAHUTCS:
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a) HeE MeHee 5 JIeT
0) He menee 10 ner;
6) NOCMOAHHO.

2) Bonpochl 17151 MOATOTOBKHM K KOHTPOJBLHBIM MEPONIPUATHIIM

Bonpocsl k onpocy no teme 1. «CymHoCTh 4 3HaAYEHHE JJIEKTPOHHOTO
AOKYMEHTA B YCJIOBHAX HM(PPOBOH IKOHOMUKHU. YHUPUKALMSA U
CTAHAAPTU3ALUA JOKYMEHTOB)»
1./laiiTe onpeaeneHue JOKYMEHTAUM KaK 3JIEMEHTAa METOJla OyXTaJITepCKOTO ydeTa.
3 Jlaiite onpeneneHue JOKyMEHTaM KaK MaTe€pUalbHbIM HOCUTEISAM OyXralaTepcKou

uHbOpMaIUu.

2. JlaiTe ornpeiesIeHUe 3JEKTPOHHOTO JIOKYMEHTA.

3. HazoButre OCHOBHbIE TpeOOBaHMS, NPEABIBISIEMbIE K OyXrajaTepcKuM
JOKyMEHTaM.

4. PaccMoTpeTh CTpoeHHE OyXTraaTepCKUX AOKYMEHTOB M IPHUBEAUTE OCHOBHBIC
PEKBU3HTEI.

5. ByunTh KjIacCU(pUKALUIO U MPUBECTU MPUMEPHI JOKYMEHTOB, OTHOCSAILIUXCS K
Pa3HbIM KJ1acCU(UKALIMOHHBIM IPyIIIaMm.

6. HazoBute opmbl opranuzan padoThl ¢ JOKYMEHTaMH.

7. Kak gomxHa ObITh OpraHn3oBaHa paboTa ¢ KOH(UIEHIUATbHBIMU IOKYMEHTAMHU.

8. 3aueM HeoOXoAMMa CTaHAAPTU3ALMS U YHU(PUKAIUA TOKYMEHTOB

9. I[lpuHUMIIBI CTAHIAPTU3ALNUN U YHU(PUKALMH TOKYMEHTOB.

10. ®CBY 27/2021 «JIoKyMEeHTHI 1 TOKYMEHTOOOOPOT B OYXTJITEPCKOM yUETE».

Bonpocsl k onpocy no teme 2. ««IIpaBuiia cocraBjieHusi 1 00padOTKH
3JICKTPOHHOH JOKYMEHTALMM € IPUMEHEeHHEeM UM (POBBIX TEXHOJIOTHHA U
nporpaMMHbIX npoaykToB Microsoft Office. [IpumeHenne 3J1eKTPOHHOI

uu@poBOM NOAMUCH

1. Kakue 3akoHOAaTeIbHBbIE AKThl PEryJMpYyeT IpaBWiia COCTABIECHUS U MOIIHUCH
AJIEKTPOHHBIX IEPBUYHBIX YUETHBIX JTOKYMEHTOB?

2. HazoBuTe BUIBI 3JIEKTPOHHOM NOJANKCH U YEM OHU OTIMYAIOTCS?

3. HazoBuTte 06nacTv NpMMEHEHHUsI Pa3IMYHBIX BUJOB JIEKTPOHHBIX MOAMHUCE.

4. B xakoMm ciydae 00s3aTeIbHO MPUMEHSITh KBATM(PUIIUPOBAHHYIO DJIEKTPOHHYIO
MOJIHNCH?

5. Kro Moxer o06nanatb npaBoM NOANHMCH TEPBUYHBIX YYETHBIX JIOKYMEHTOB
opra"nuzanuu’?

6. Kakue ocCHOBHbIE TpeOOBAaHMSI TPEIBABIAIOTCS MPU 3aMOJIHEHUU MEPBUYHBIX
JIOKYMEHTOB B OYMa)KHOM U 3JIEKTPOHHOM BUE?

7. IIpoBepka u 06paboOTKa JOKYMEHTOB B OyXrajaTepuH: MO CYIIECTBY, (popMalibHas,
rpynmnupoBKa, apudmMerndeckas NpoBepKa, TAKCUPOBKA, KOTUPOBKA.

8. Kakue Tunuunbpie ommOK, BOSHUKAIOT B IEPBUYHOM y4deTe?

9. Kak BHOCATCS MCHpaBICHUS B 3JCKTPOHHBIE U OyMa)kKHbIE MEPBUYHBIC YUETHBIC
JIOKYMEHTBHI.

10. Kak ocymiecTBisieTcsi HepeBOI NEPBUYHBIX TOKYMEHTOB HA PYCCKHIl SI3bIK?
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3) [IpuMepsbI 3aJaHUI K MPAKTHYECKUM 3aHATHAM

AEJIOBASI UT'PA
«CO31AHU NPEJANPUATUE»

Baxneiimeli cOCTaBHONW 4YacThIO TPAKTHYECKOW ESITEIBHOCTH Oyxranrepa
SBJISIETCSI TOKYMEHTHPOBAHUE COOBITHIA U (DaKTOB XO3SMCTBEHHOM JEATEIHLHOCTH, TO
€CTh TOJATOTOBKa M O(OpPMIIEHHE COOTBETCTBYIONIMX JIOKYMEHTOB. B peanbHbIX
YCIOBUSIX  JEUCTBYIOUIETO  MPEANPUATHS  JOKYMEHTHl  BBINOJHAKT  CaMble
pa3HooOpa3Hble (PYHKIMU, B TOM YHUCJE: YUYETHO-OTYETHBIE, KOHTPOJIbHBIE,
IIPABOBbIE, MCTOPUYECKOTO CBHUJAETENBCTBA W T.A., CIYKAT LEHHBIM HCTOYHHUKOM
HOBOM mHpopmanuu. [enoBas urpa «Co3nail mpeanpusTue» CIy>KUT OCHOBOW MJis
YCBOCHHSI CTyJEHTAaMU Ha TMPAKTUKE TMpaBUJ TOATOTOBKM JOKYMEHTOB U
pruoOpeTEeHNE HABBIKOB PA0OOTHI C HUMHU.

esn 1 3axa4u ges10BOM Urpbl «Co3nai npeAnpUATHE)

Heap gen0BOli MIPBI - OCBOCHUE CTYAEHTAMHM NPAKTHYECKUX HABBIKOB
co3maHusi u O(OpMIIEHUS BaXKHEUIIUX JIOKYMEHTOB B TIpoOIleCCe H3YUYEHUS
TEOPETHUYECKOTO Kypca «JlokyMeHTanpHOE obecrieueHue MPEIMETHON
JEATEIIbHOCTI.

CyThb 1€J10BOM MIPBI - YUPEKJIEHUE TPyNNoi (0T 3 10 5 4enoBeK) CTYJECHTOB
YCJIOBHOTO MPEANPUATHS, JOKYMEHTHPOBAHUE ero perucrpanuu u
IIPOU3BOACTBEHHO-X035IMCTBEHHON JAEATENIBHOCTU. [l 3TOro moa pykoBOACTBOM
nmpernojiaBatesis M3 COCTaBa ydamuxcsi (OPMHUPYIOTCS YCIOBHBIE KOJUICKTHBBI
yupenurenei. [lapainenbHo ¢ W3ydYEHHEM TEOPETUYECKHX OCHOB OpraHU3aluu U
BEJICHUS JOKYMEHTAJILHOTO OOECleueHUus B WUrpe OTpadaThIBAIOTCS TEXHUYECKUE
MPOIEAYPHI TPOXOKACHUS IOKYMEHTA Ha PAa3HBIX MHCTAHLMIX: C MOMEHTA MPUHSTHUS
pelieHrs O MOATrOTOBKE /10 MOoANKcaHus (YTBEPKICHUS), PETUCTpAllMd U OTIPABKU
anpecary. Kpome Toro, urpa 1aeT BO3MOXHOCTh YYaCTHHUKaM IPOYYBCTBOBATH U
OCO3HAaTh OCTPOTY M BaXHOCTh MPOOJIEMbl B3aUMOJICUCTBUS HUCIIOJTHUTEICH W
COMCIIOJTHUTENEH JOKYMEHTOB, a TakKK€ pAa3JIMYHbIX CIYyKO M CTPYKTYpPHBIX
MOJpa3Ae€HU, BOSHUKAIOIINX B UTPE.

3amaueit (pe3yJbTaTOM) JEIOBOM WIPHI SABISETCS pa3padoTKa KOMIUICKTa
OTPEJAKTUPOBAHHBIX M CHAOKEHHBIX HEOOXOJMMBIMH PEKBU3UTAMHU JOKYMEHTOB,
HaleyaTaHHBIX Ha CTAHJIAPTHBIX JIMUCTax OymMard ¥ CPOPMUPOBAHHBIX B TAMKY C
Ha3BaHUEM «/Jlemoy.

I[Ipy »>TOM cCTyneHTaM pEKOMEHAYETCs Il  3aKpPEIUICHHUS HaBBIKOB
MOJIb30BaHUSI TEKCTOBBIMH PEIaKTOpaMH W THUIOBBIMH mporpammamu (MSWord,
MSOffice), ucmonb30BaTh MePCOHAIBHBIN KOMITBIOTE.

HUcxoanas ungopmanus o 1es10B0i urpe
Ucxognoit wunbopmanueit s genoBort wurpel «Co3gail  mpeanpusiTUe»
SIBJISIIOTCS: JICKITUU MPeTojaBaTesisi Mo JUCHUIUIUHE «J{oKyMeHTanbHOe obecrieueHne
npeaMeTHon aesitenbHOCTHY», crangapt ['OCT P 7.0.97-2016. HaunuoHanbHBII
craugapt Poccuiickoit ®enepanuu. CucremMa CTaHIApTOB MO HWH(pOpPMAaIUU,
OMOMMOTEUHOMY M H3AaTelbcKoMy Aeiny. OpraHu3allOHHO-paclopsauTeNbHas

29



nokyMmeHtanusi. TpeboBanus k odopmieHuto aokymeHtoB" (yTB. I[Ipuxazom
Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018) u napyrue
PEKOMEH TyeMble MPEIoiaBaTeIeM HOPMATUBHBIE TOKYMEHTBHI.

[IpenmMer wWrpbl - COCTaBICHHE TEKCTOB, O3CKH3HOE TMPOCKTUPOBAHUE HX
oopmiieHus1 B BUJIE IEKTPOHHOTO TOKyMEHTa, HAOOp, CUMTKA, PEIaKTUPOBAHUE U
nevyaTaHue OCHOBHBIX BHJIOB JOKYMEHTOB Ha KOMIIBIOTEpE C HCIOIB30BAHUEM
nporpaMMHbIX poaykToB Microsoft Office u B Oyxramrepckoii mporpamme 1C Ipemnpusitie
8.X, popMupoBaHue U3 HUX MANKU ¢ Ha3BaHUEM «/Jleno».

OcHOBHBIE TApaAMeETPbI UTPbI:

Jleynnanosocms uzpul:

| man- ucnoNHEeHUe yCIIOBHBIX POJICH U pa3paboTKa YCIOBHBIX JOKYMEHTOB/

I IJIaH - BBIPA0OTKA PEATbHBIX MPAKTUYECKUX HABBIKOB MO TOJTOTOBKE
KOHKPETHBIX TOKyMEHTOB B cooTBeTcTBUM TpeboBanusimu ['OCT P 7.0.97-2016

Imanvl u nPOOOAIHCUMETBHOCHLD USPDL:

Henosas urpa «Cosznail npeanpusTie» paccuuTaHa Ha | y4yeOHBIA cemecTp —
16 4acoB MpaKTUYECKUX 3aHSATHI.

Urpa BemeTcsi B HECKOJIBKO ITAaloB, YepeayeMbIX pabOTOW B ayJUTOPUU Ha
MPAKTUYCCKUX 3aHIATHIX U JIOMA, TTIaBHBIE U3 KOTOPBIX:

1. dopMupoBaHUE TPYII y4peAuTeNed npeanpusatui (rpymnma ot 3 1o 5
CTYJICHTOB), BBISBIICHHE WX TMPEANPHHUMATECIBCKUX HWHTEPECOB M IKEIATCIIBHBIX
HaIpaBICHUH JAEATETFHOCTH OYIYIIETO MPEANPHUITHS, BIOOP THIIA COOCTBEHHOCTH U
Ha3BaHUs Oyaymien Gupmel.

2. Opranuzarusi coOpaHusl ydpeauTesie u  ydpexiaeHue (B Xxoje
3acelaHvs) TpeAnpusTHs BbIOPAHHOTO THUIA, YTBEPXKIEHHWE €ero YcCTaBa,
pacmpezieieHue poJied HMIrpoKOB W BBIOOPHI PYKOBOJUTENS C O(OpMIICHHEM
[IpoTokomna coOpanus yupenurenei.

3. Pa3paboTka 1OKyMEHTOB B TMOPSIKE MPUOPUTETHOCTH W OYEPETHOCTH
YCTAaHOBJICHHSI KOHTAaKTOB C OpraHaMd pErUCTpallMk W ydeTa MpearpusiThu,
Ha3Ha4YeHWs pPaOOTHUKOB Ha JIOJDKHOCTH, OpraHU3allid MPOU3BOJACTBEHHO-
XO03SUCTBEHHON NEATECILHOCTH TPEATNPUATHS, a TaKKe HAaKWBAHHWS KOHTAKTOB C
KJIIMCHTaMH W TTapTHEPAMH TI0 HAMpaBIECHUSM NEATCIbHOCTH. Kaxaplli CO3MaHHBIN
JIOKYMEHT PETUCTPUPYETCS B COOTBETCTBHUH C TPeOOBaHUSIMHU JIEIOMPOU3BOJICTBA,
YCTaHOBJICHHON HOMEHKJIATYPBI JIEI.

4, @opMUpPOBAHUE TOTOBBIX  JJICKTPOHHBIX JOKYMEHTOB B  BHUJIE
aneTpoHHo manku [eiao Ne 1 cooTBETCTBYIOMIETO MPEATPUSATHS.
S, [IpenpsaBnenue manku «Jlemao» mpenogaBaTesll0 Ha KOHTPOJb W IPO-

BEJCHUE CEMHMHApa yUpeauTeNeH MPEANPHITHS MO pe3yjabTaTaM OICHKH KauecTBa
JOKYMEHTOB.

Urpa 3anumaet 16 ayTUTOPHBIX YaCOB Ha CO3[aHKE 3CKH30B JOKYMEHTOB IO/
HaOJII0ICHUEM TIpEroaBaTelis ¥ MPUMEPHO TAKOE e BpEMs BHEAYAUTOPHOM PabOTHI
110 0(hOPMIICHHIO Ha KOMIIBIOTEPE C MCTIOIH30BAHHEM MPOrPAMMHBIX TIpoaykToB Microsoft
Office u B Oyxranrepckoii iporpamme 1C Tlpemnpustue 8.X v hopMHUpOBaHUIO Jeia IS
IPEABABICHUS UX MPENOIaBaTEINIO.

IMopsaaok opraHu3anum Urpbl, KOHTPOJIb €€ X012 U Pe3yJIbTATOB
30



Ilepen HayanoM UIpbl MPENOAABATENb MPEAJIAraeT yUYalluMCs pa3IeauThcs Ha
rpynmbsl 0o 3-5 4YenoBek (MO MHTEpecaMm, MECTOIOJOKEHUIO B ayJUTOPUH WJIIU
JIpyroMy TPUHLHUITY), OOBSICHSET IeId U 3aJaud WUIPbl, OMPEIENIeT OYepeTHOCTh
NEUCTBUN, KOMMEHTHPYET II€pEYEeHb JOKYMEHTOB, KOTOpbIE HEOOXOIUMO
MOJITOTOBUTH U 0OPMUTH B Mporiecce Urpbl. OdepeHOCTh pa3paboTKU TOKyMEHTOB
onpeesieHa ux nopsakoBsiMu Homepamu (IIpunoxenue 1).

Hauyunaercs urpa c pa3paOOTKU OCHOBHBIX YYPEIUTEIbHBIX JOKYMEHTOB:
[Iporokon Ne 1 coOpanusi yupeauteneit, YcraBa u 3asiBIIeHUE B PETUCTPAIIMOHHYIO
najaty. 3aTeM pa3palaThIBAlOTCS HOMEHKJIATypa JIeJd U JTOKYMEHTbI, HEOOXOAUMbIE
JUISl OpTaHM3alMU TIPOU3BOJICTBEHHO-XO3IUCTBEHHON JEATEIBHOCTH MPEANPUSITHIA:
odopmIIsieTcs eyaTh, OJaHKU, pEKJIaMHbIE MHUChbMa, I0roBopa 0POPMIIEHUS CACIIOK U
T.. UTOOBI OpraHu3oBaTh JIE€JIOBbIE€ KOHTAKThl MEXIY CO3JaHHBIMU B ayJIUTOPHUH
IPEANPUATHAMU NPENOAABATENb JTOBOAUT IO CBEACHHUS BCEX YYAaCTHUKOB JIE€JIOBOU
UTPbl HA3BaHUS YUPEKACHHBIX UMU QPUPM, UX MPOPUIb AESITEIbHOCTH, (PaMUIIUU U
JOJKHOCTH PYKOBOJUTENEH; pa3bsCHIET, KAK OPraHU30BaTh peKjIaMy MPOAYKIUU U
yCIIyT NPEANpPUITHI, KAKOTO poja JOJIKHA OBITh J1eJI0Bask MEPENHUcKa U Kakoro poaa
JIOTOBOPHBIE OTHOLIEHUSI HEOOXO0IUMO O(POPMUTb.

B nporecce urpsl, npenogaBareib KOMMEHTUPYET OCOOEHHOCTH O(OpMIIEHUS
TE€X WU HMHBIX JIOKYMEHTOB, MPEJCTaBisisi B BUIE SJIEKTPOHHOM BHJI€ OOpa3lbl
JOKYMEHTOB, MPOCMATPUBAET 3CKU3bI JOKYMEHTOB, BBIIIOJIHEHHBIE CTYACHTAMM,
KOPPEKTHUPYET BMECTE C HMCIIOJHUTEIEM OIIMOKUA M HepalMOHAIbHbIE Tpauueckue
peuieHusl.

I[lo Mepe KOMIIEKTOBAaHMS JIOKYMEHTOB B DJJIEKTPOHHYIO B HANKy
IpernoAaBaTesb CIeIUT 3a T€M, YTOObl BCE PEKBU3UTHI, B TOM 4YMCJIE U Ha Mamke
«/lenoy», ObLIM paccTaBi€Hbl Ha COOTBETCTBYIOUIMX MECTaX, a JOKYMEHThI ObLIU
0053aTE€IbHO 3aBU3UPOBAHBl HCHOJHUTENSIMU W HMEJIM D3JIEKTPOHHYIO MOJIHUCH
«PYKOBOAMTEISD» NMPpeAnpusITHs. B ciyyae HeyAOBIETBOPUTEIBHON OLIEHKU TOTO WIIN
WHOTO JOKYMEHTa IMpenojaBaTesb JaeT TpyHIe COBETbl W PEKOMEHAAIMU O
HEO0OXOAMMBIX UCIIPABJICHUIX UJTU TIEpEreyaTKe.

3ader pe3yNbTaToOB JIEJIOBOM MIPhl MPOBOJUTCA HA MOCIEAHEM MPAKTUUYECKOM
3aHSATHM B BUJIE TIOJITOTOBIIEHHON Npe3eHTanuu. [IpenogaBaTesns TpUHUMAET TOIBKO
MOJIHOCTBIO 3aKOHYEHHYIO paboTy M 1O pe3yJbTaTaM €€ OILIEHKU JIOMYyCKaeT
COOTBETCTBYIOILYIO IPYIITY YYalluXcs K 3a4ETYy.

Crucok JOKyMEHTOB ISl pa3paboTKu:

1. [TpoTtokon Ne 1 coOpanus yupeaurenei

2. YcraB opra"usaliyu.

3. 3asBiIE€HUE B PETUCTPALMOHHYIO AJIATY.

4. llltaTHOE pacnucaHue.

5. TpynoBbie JOTOBOPHI, 3asBJIECHUS O pHUeMe Ha paboTy, IPHUKa3bl O MpUeMe
Ha paboTy, Tabenu yuyera pabo4yero BpeMeHH, pacueTHO-TJIATeKHBIC TOKYMEHTHI.

6. JInuHbIEe KAPTOUKH PAOOTHHUKOB.

7. Jluunble gena paOOTHUKOB.

8. YdeTHas MOJUTUKA OpTraHU3al|K 7S LeJied OyXraaTepcKoro yJera.

9. 1oroBop ¢ MOCTABIIMKOM.

10. JIoroBop ¢ mokymnaTeaeM.

11. ITuceMo-tipock0a.
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12. ITuceMO-0TBET.

13. IIuceMo-nipUriamneHue.

14. PexnaMHOE TUCHMO.

15. Cuer, cuer-(paktypa, miaTeXKHbIe NOPYUCHUS
16. AKT BBITTOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).
17. ToBapHas HaKJIagHAas.

4)[1epeveHb BONPOCOB, BLIHOCHMBIX HA MPOMEKYTOUHYIO ATTECTAIUIO (324€T)

CylmHOCTb U 3HaY€HUE MTEPBUYHOTO yUeTa.

DNeKTPOHHBIE JOKYMEHTHI.

Knaccudukanus 6yxranrepckux JOKyMEHTOB.

OO61mue rmpaBuiia MO0 COCTABICHUIO MEPBUYHON YUETHOU JOKYMEHTAIUH.
DnexTpoHHas MUQPPOBask MOIMUCE: OTIPEACTICHUE, BU/IBI U HA3HAYCHHE.
3aKOHOAATENHHOE PETYINPOBAHNE AIEKTPOHHOTO JOKYMEHTO000POTA.
Opranu3aius 3JIeKTPOHHOTO JOKYMEHTO000pOTa.

XpaHeHne IEKTPOHHBIX MEPBUYHBIX YUCTHBIX TOKYMEHTOB.

OCBY 27/2021 "IoKyMeHTBI U AJOKYMEHTOOOOPOT B OyXrajaTepckoMm yyere'.

10 3amonHeHWE MEPBUYHON YUETHOW JOKYMEHTAIMH C PUMEHEHUEM TPOTPAMMHBIX
npoaykToB Microsoft Office

11 ®dopmbl opranuzanuu padoThl ¢ JOKYMEHTAMH.

12 Tabens hopM TOKYMEHTOB.

13 Pabora ¢ koH(UIEHIIUATEHBIMU JOKYMEHTAMH.

14 PabGora ¢ mucbkMaMu U OOpaICHUSIMU TPAXKIaH.

15 TpeGoBaHus K perucTpanuu JOKyMEHTOB.

16 KoHTpoib UCTIONHEHUS TOKYMEHTOB.

17 HomeHknaTypa JieJ opraHu3alyu.

18 PerucTpanus u cucteMaTu3aius J0KyMEHTOB.

19 KoHTposb UCTIOJHEHUS TOKYMEHTORB.

20 dopmupoBaHue ned.

21 TloaroToBKa AMEKTPOHHBIX TOKYMEHTOB K apXHUBHOMY XPAHCHHIO.

22 XpaHeHue >JIEeKTPOHHBIX JOKYMEHTOB.

23 VYuudunmrpoBaHHas CUCTEMa JOKYMEHTAIUH.

24 O6mepoccuiicKuii KI1acCU(PUKATOP YIPaBICHYECKON TOKYMEHTAIIUH.

25 CoctaB u oQopMIeHHE PEKBU3UTOB OPraHU3AIMOHHO-PACTIOPIUTEIHLHON
JIOKyMEHTAITUH.

26 Buabpl opraHM3aluOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

27 CoctaB u oQopMIeHHE PEKBU3UTOB OPraHU3AI[MOHHO-PACTIOPSIUTEIHLHON
JIOKyMEHTAITUH.

28 bnaHku 3JI€KTPOHHBIX JOKYMEHTOB.

29 TloaroroBka mpoeKkTa JOKyMEHTa, COTJIaCOBaHUE JOKYMEHTA, MOAMMICAHNE.

30 Koncratupyromias u pacropsauTelIbHas YaCTH PACTIOPSIUTENHHOTO JOKYMEHTA.
31 OpraHu3aimOHHO-TIPABOBHIC JOKYMEHTHI OpraHU3aIlHH.

32 HudopmalimoHHO-CIIPAaBOYHBIC TOKYMEHTHI

O©Ooo~~NOoO O~ WwN -
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33 Ilucema, TpeOyrolue MUChMA-OTBETA: MHUCHMA-POCHOBI, MUChMa-OOpaIICHHUS,
NUChbMa-TIPEJIOKEHUs  (MUChMA-TIPEACTABICHUSA), MHCbMa-3alpoChl,  MUChMa-
TpeOOBaHUS.

34 Tlucema, He TpeOyrolue OTBETa: MUChMa-HATIOMUHAHUS, TUChMAa-TIPUTIIAIICHHUS,
NUChMA-TIOATBEPKACHUSI, MHCbMa-OTKa3bl, COMPOBOJUTENbHbIE MHChbMa, MHChMa-
U3BEILEHUS, TapaHTUHHBIE MMChMa, HH(POPMAIIMOHHBIE MHCHMA.

35 JIoKyMEHTHI 10 TUYHOMY COCTaBY

36 JluuHoe Aeno U TpyaoBasi KHI)KKA paOOTHHUKA.

37 JoxymeHTanpHOe odopmieHrne mpueMa (yBOJBbHEHHUs, NEepeBoja) pabOTHUKA B
OpTaHU3aIHH.

38 Knaccudukamumss ydeTHBIX JOKYMEHTOB 10 HA3HAYCHHIO, COJCPKAHUIO
XO3SIMCTBEHHBIX ~ OmNepanuid, O00BEMYy  OTPaXCHHBIX  OMNEpaluid, CIOCOoO0y
UCIIOJIb30BaHUs, UNCITY YUYUTHIBAEMbIX MTO3ULIUH, MECTY COCTABJICHHUS.

39 CmocoOpbI coCTaBIEHUS M UCTIPABICHUS OMHUOOK B JIEKTPOHHBIX JOKYMEHTAX.

40 OcHoBHBIE BUIBI JOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM OTIEPAITHSIM.

41 OO6mue TpeOoBaHUS K TOTOBOPY.

42 TIpoToxomsl pazHoriacuii Kk qoroBopam. [IpeTeH3un, HCKOBBIE 3asBICHHUS.

43 JloBepeHHOCTh, HaKIaHas, Hapsa. KoMMepueckue akThl.

44 TexHOIOTUM HCKYCCTBEHHOTO HMHTEIUIEKTa, KaK CIIOCO0 aBTOMAaTH3allid BBOJA
MEPBUYHBIX YUYETHBIX JIOKYMEHTOB B Oyxranrepckyto nporpammy 1C Ilpeanpusrtue
8.X.

45 Tunel u popMaTel 00pabaThIBAEMBIX JOKYMEHTOB B CEpBHCAaX MO aBTOMAaTU3allUU
BBOJIa TIEPBUYHBIX YYETHBIX JIOKYMEHTOB B Oyxrairepckyio mporpammy 1C
[Ipennpustue 8.X.

46 Ilopsmok opraHu3aliMy XpaHEHUs dJIEKTPOHHBIA JOKYMEHTOB. CpOKM XpaHEHUs
JIOKYMEHTOB.

47 Tlopsimok W3BATHS OYMaXHBIX W DJIGKTPOHHBIX TEPBUYHBIX  yUYETHBIX
JTIOKYMEHTOB.

6.2. Onucanue nokazamenei u Kpumepuee KonmpoJia ycneseaemocmu, onucanue
WKaji ouenuesanun

JUIsi OLIEHKW 3HAaHWW, YMEHUM, HAaBBIKOB U (DOPMUPOBAHHE KOMIETEHUUH MO
JUCLHUIUIMHE TPUMEHSETCAd TpaAULMOHHAs CUCTEMa KOHTPOJS M OLEHKH
ycneBaemocTu. Ha «3auder» olleHMBaeTcsi OTBET, €ClIM O0ydYaromuiics cBoOOIHO, ¢
r1yOOKMM 3HAaHHWEM MaTepuasa, MPaBWIbHO, MOCJIEIOBATENIbHO M IOJHO BBIOEpET
TaKTHKY JIEHCTBHI, U OTBETUT Ha JIOMOJHUTEILHBIC BOMPOCHI; €CIU O0yUYaIOIIUNCS
JIOCTaTOYHO YyOETUTENbHO, C HECYIIECTBEHHBIMH OIIMOKaMU B TEOPETUUYECKOU
IIOATOTOBKE M JOCTAaTOYHO OCBOEHHBIMH YMEHUSAMHM [0 CYIIECTBY IPAaBUIILHO
OTBETUJI Ha BOIIPOC WM JAOMYCTUI HEOOJIBIINE MTOIPEIIHOCTH B OTBETE.

«He3auer» BbICTaBISETCS, €CAM OOYYarOIIMIICS TOJBKO MMEET OYeHb claboe
MPEICTABICHUE O MPEIMETEe W HEJOCTATOYHO, MM BOOOIIE HE OCBOMJI YMEHHUS IO
pa3pelIeHuI0 POU3BOACTBEHHOW cUTyaluu. JlomycTun cyliecTBEHHbIE OIIMOKU B
OTBETe Ha OOJBIIMHCTBO BONPOCOB CUTYAI[MOHHOW 3aJaud, HEBEPHO OTBEYAJl Ha
JIOTIOJIHUTENIBHO 33JJaHHbIE €MY BOIIPOCHI, HE MOKET CIIPABUTHCS C PELICHUEM 3a7a4H
Ha MPaKTHKE.
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OreHka «3a4T€HO» MOMKET BBICTABIATHCA 10 PE3YJIbTaTaM TEKYIIETO
KOHTPOJISI, OCYIIECTBISIEMOTO B XOJ€ MPAKTUYECKUX 3aHATUNA HAa OCHOBE OICHKU
aKTHBHOCTH PAOOTHl CTYJCHTOB, MX Yy4YacTHsS B H3JI0KCHHH MaTepHuajna (oImpoc),
OIICHKW TI0 MTOTaM TECTHPOBAaHUS C HCTOJb30BaHWeM cepBuca Online Test Pad, a
TaK)Ke MO pe3yibTaTaM OICHKHU MOCEMIAeMOCTH CTYJACHTAMH JICKIIMA W TIPAKTHIECKUX
3aHSITUU.

Tabmuma 8

Ornenka Kputepuu onenuBanust

OIICHKY «3a4TEHO)» 3aCIyKUBAET CTYJCHT:

- OCBOMBILIUI 3HAHUSA, YMEHHUS, KOMIETCHIIMU U TEOPETUUECKUN
Marepuai 0e3 npooesioB, MPaKTUYECKH MOTHOCThIO WM C YACTUYHBIMU
npoOenamus;

- BBITIOJTHUBIINH BCE/ MPAKTUYESCKU BCE 3a/IaHUS, TIPEIyCMOTPECHHBIE
yueOHBIM IJIAHOM Ha JIOCTATOYHO Ka4YeCTBEHHOM YPOBHE;

- IPaKTUICCKUE HABBIKH MTPO(HECCHOHATLHOTO MPUMEHEHHSI OCBOCHHBIX
3HaHUU B OCHOBHOM C()OPMHUPOBAHBI HA YPOBHE BHICOKUI/ XOPOIIHIA/
JIOCTaTOYHBIN

OIICHKY «HE 3a4T€HO» 3aCIIY)KHBAeT CTYACHT, HE OCBOUBIIWN 3HAHUA,
YMEHHUsI, KOMIIETEHLIUH U TEOPETUYECKUN MaTepuas, ydyeOHbIe 3aJaHus
HE BBIMOJIHUI, IPAKTUYECKUE HABBIKU HE CHOPMUPOBAHBI.
KomnereHnnu, 3aKperiéHHbIe 3a TUCIUILUINHON, He ¢(hOPMUPOBAHEI.

3auTeHo

He 3autreno

7. YueOHO-MeTOAMYECKOEe U MH(OPMAIIHOHHOE 00ecnedeHue JUCIMILTUHbI

7.1. Ocnoenasn numepamypa

1. IlepBuuHas yuyeTHas AoKyMeHTauus: yuyeOHoe nmocobue / A. C. Axaea, T. H.
[[InnoBa; Poccuiickuii rocynapcTBEHHBIN arpapHbiid yHuBepcuteT - MCXA umenn K.
A. Tumupszea (MockBa). — Mocksa: Peapt, 2017 — 122 c.

2. Tloctauxoga, JI.B. byxranrepckuit ¢uHaHcoOBbIN yueT: yueOHoe mocodue / JI. B.
[ToctaukoBa, T. H. Cnenuesa, /. 1. IloctHukoBa; Poccuiickuii rocy1apCTBEHHBIM
arpapubiii yausepcuteT - MCXA umenu K. A. TumupsizeBa (MockBa). — DIEKTpPOH.
TekcToBbie JaH. — MockBa: PITAY-MCXA um. K. A. Tumupszena, 2018 — 138 ¢c. —
Komnekmus: YueOHas m ydyeOHO-MeToauyeckas juTepaTypa. — Pexxum moctyma :
http://elib.timacad.ru/dl/local/umo132.pdf. - 3arn. ¢ TUTynr.  dKkpaHa. -
https://doi.org/10.34677/2018.132. —
<URL:http://elib.timacad.ru/dl/local/lumo132.pdf>.-
<URL:https://doi.org/10.34677/2018.132>.

3. Ilamenxo, T.B. Byxranrepckuii (¢UHAHCOBBII y4ye€T U  OTYETHOCTH:
npaktudeckoe mnocooue s By3oB/ T.B. Ilamenko. — MockBa: N3paTenscTBO
FOpaiit, 2022. — 179 c. — (Briciiee o6pazoBanue). — ISBN 978-5-534-14201-3. —
URL.: https://urait.ru/bcode/496760

7.2. /lononnumenvnan aumepamypa

1. byxranrepckuit yuer: npaktukym / T. H. Illunosa, A. C. AkaeBa; Poccuiickuii
rocynapctBeHHbIil arpapHbiii yHuBepcutrer - MCXA umenu K. A. Tumupsizera
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(Mocksa), ®akynbTeT 3KOHOMHUKU U ¢uHaHCcOB, Kadenpa Oyxrairepckoro ydera u
aynuta. - Mocksa: Pocundopmarporex, 2017. - 102 c.

2. HVHBeHTapu3zamus u oleHka umyiiecTB: YuebHoe mocobue/ JI.B. TloctHHKOBA,
O.B. boiiko M.: U3n-Bo PI'AY - MCXA, 2016. 86 c.

3. bByxrantepckmii ¢uHaHcoBblii y4eT (ByxranTepckuili y4eT akTHBOB, 3aTpar,
KanuTana U (PMHAHCOBBIX pe3ynbTaToB): yuebHoe nocodue / JI. A. Epumosa, A. M.
KameneBa; Poccuiickuii rocy1apcTBEHHBIN arpapHbiii yHuBepcuteT - MCXA nmeHu
K. A. TumupsizeBa (MockBa). - MockBa : PTAY-MCXA um. K. A. Tumupssesa,
2016. - 108 c.

4, byxrantepckuil puHaHcOBBIN yueT (byxranrepckuii y4eT IeHEKHBIX CPEACTB U
pacueroB): ydyebHoe mocobue/ JI. A. Edumora, A. M. KameneBa; Poccuiickuii

rocyJapcTBeHHbI arpapHbiii yHuBepcuteT - MCXA wumenun K. A. Tumwupszesa
(Mockga). - Mocksa : PTAY-MCXA um. K. A. Tumupsizena, 2016. - 140 c.

7.3. Hopmamuenuwie npagoevie akmuol

1. TlonoxeHue Mo BEAECHUIO OYXTaJITEPCKOIO ydyeTa U OyXraaTepCKOH OTYETHOCTH
B Poccuiickoit @enepaunu ot 29 urons 1998 r. Ne34n

2. TlocranoBnenue I'ockomcrata P® ot 18 aBrycra 1998 1. Ne 88  «OO6
YTBEPXKACHUM YHU(DULUUPOBAHHBIX (OPM MEPBUYHOM YUETHOM JOKYMEHTAlMH IO
y4eTy KacCOBBIX OIlepaluid, MO YYeTy pe3yJbTaTOB WHBEHTapu3alum» (C
u3MeHeHusiMu oT 27 mapta, 3 mas 2000 r.)

3. Tocranosnenue ['ockomctara PO ot 5 suBaps 2004 1. Ne 1 «O06 yTBepkaeHUU
YHU(GULIHUPOBAHHBIX (DOPM NEPBUYHON YUETHOU JOKYMEHTALMU MO YUYETY TPYJla U €ro
OILJIAThI»

4. TlocranoBnenue I'ockomcrata P® ot 1 asrycra 2001 r. Ne 55 «O6
YTBEPKICHUH YHU(PUUUPOBAHHOU (HOpPMBI MEPBUYHON YUYETHOM HOKymeHTanuu No
AO-1 «ABaHCOBBII OTUET»

5. TlocranoBnenue I'ockomcrara P® ot 21 suBaps 2003 r. Ne 7 «O06
YTBEPXKACHUM YHU(DULIMPOBAHHBIX (OPM MEPBUUYHOM YUETHOM JOKyMEHTAIMH IO
Y4€TY OCHOBHBIX CPEJCTB»

6. IlocranoBnenme I'ockomcrara P® ot 29 centsadps 1997 r. Ne 68 «O06
YTBEPXKACHUM YHU(DULUHUPOBAHHBIX (OPM MEPBUUYHOM YUETHOM JOKyMEHTAIMH IO
YYETY CEJIBbCKOXO03SIMCTBEHHON NPOAYKIUU U CBIPHSI»

7. IlocranoBnenne I'ockomcrara P® ot 25 nmexabps 1998 r. Ne 132 «O6
YTBEPKJICHUH YHU(PUIUPOBAHHBIX (POPM MEPBUYHOM YYETHOM AOKYMEHTALMH IIO
Y4ETY TOPTOBBIX OIlepaLUi)

8. IlocranoBnenne PoccuiickOro cTaTUCTUYECKOTO areHTCTBa oT 9 aBrycra 1999 r.
Ne 66  «OO6 yTBepkAeHUM YHUDUIUPOBAHHBIX (OPM TEPBUYHON YUYETHOU
JOKYMEHTAIMU 10 YYeTy MPOAYKIHH, TOBAPHO-MATEPUATIBLHBIX LIEHHOCTEN B MecTax
XpaHEHUsD

9. [Ilpukaz Munduna PD ot 29 nexadps 2000 r. Ne 124n «OO0 yTBepKaeHUU
OJJaHKOB CTPOTOIl OTYETHOCTI

10. Ilnan cueToB OyXrajaTepckoro yyera (PMHAHCOBO-XO3SHCTBEHHON NE€ATEIBHOCTH
OPEANPUATAA M HHCTPYKUUS MO €ro MNPUMEHEHHIO. YTBEpPXKACHbl MPHUKA30M
MunncrepctBa punancos PO ot 31.10.2000 r. Ne 94H.
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11. TIloctanoBnenue Poccuiickoro craructuueckoro areHrctsa ot 11 Hosops 1999
r. No 100 «O06 yTBepxIeHUH YHUDUUUPOBAHHBIX (OPM MEPBUYHOW YUETHOM
JOKYMEHTAIlMU 1O YYeTy paboT B KalWTaIbHOM CTPOUTEIHCTBE M PEMOHTHO-
CTPOUTENBHBIX pabOT»

12. Tlocranomienme I'ockomcrara P® ot 28 wHosOps 1997 1. Ne 78 «O6
YTBEPKICHUM YHU(PHUITUPOBAHHBIX (OPM TMEPBUYHON YYETHOW JOKYMEHTAIMH IIO
y4eTy paloThl CTPOUTEIBHBIX MAIIMH U MEXaHU3MOB, PabOT B aBTOMOOMIHLHOM
TpaHCIIOPTE»

13. IMucemo T'ockomcrata P® ot 10 ampens 2003 r. Ne KJI-01-21/1381 «O
corjacoBaHuM (GOpM MEPBUYHON YUETHOU JOKYMEHTAIUNY

14. Ilpukaz Muncensxo3a P® ot 16 mas 2003 r. No 750 «OO0 yTBepx’aecHUU
CHEIUaTN3UPOBAaHHBIX (POPM MEPBUYHON YUETHOUN IOKYMEHTAIIUN

15. Ilocranominenue I'ocynapctBennoro Komurera PO no cratuctuku No20 ot 24
Mapta 1999 r. «O0 yTBepKaeHUU MOpsAKa NPUMEHEHHS YHU(PUUIHUPOBAHHBIX (opM
IIEPBUYHON YYETHOU TOKYMEHTALIAM))

16. ®enepanbubiii 3akoH oT 27 wmroms 2006 r. N 149-03 «O6 wunbopmanuwy,
MH()OPMAITMOHHBIX TEXHOJIOTUAX U O 3alIUTe UHPOpMAITUN»;

17. ®enepanbhblii 3akoH «O Oyxranrepckom ydete» ot 06.12.2011 N 402-D3

18. ®enepanbhpiii 3akoH «OO0 OCHOBaX TOCYJapCTBEHHOTO pPETYJIHPOBAHUS
TOPTroBOM JedaresibHOCTH B Poccuiickoit @eneparum» ot 28.12.2009 N 381-D3;

19. ®enepanbhbiii 3akoH «O MPUMEHEHUH KOHTPOJIHHO-KACCOBOM TEXHUKH MPHU
ocyliiecTBiIeHUU pacueToB B Poccuiickoit @enepanun» ot 22.05.2003 N 54-D3;

20. ®denepanbHbiii 3ak0H «OO0 apxuBHOM Jene B Poccuiickoit denepamum» oT
22.10.2004 N 125-®3;

21. ®enepanbHblii 3aKk0H «O KOHTPAKTHOM cCHCTeMe B cdepe 3aKylmoK TOBapOB,
pabot, ycnyr st o0ecredeHus TOCYJAapCTBEHHBIX M MYHUIUIMAIBHBIX HYXID» OT
05.04.2013 N 44-®3;

22. ®epepanbHbIi 3aK0H «O 3aKynKax TOBApOB, pabOT, YCIYT OT/EIbHBIMU BUAMU
ropuandeckux Juiy ot 18.07.2011 N 223-P3;

23. ®enepanpHbiii 3akoH oT 6 ampens 2011 rogma N 63-@3 «OO6 >AEKTpOHHOU
TOATHCH.

24. Vxa3z Ilpesunenta Poccuiickoir ®enmeparmu ot 09.05.2017 Ne 203 «O
Crparerun pa3Butus uHpoOpMamoHHOTO obOmecTBa B Poccuiickoit denepanuu Ha
2017 - 2030 roas»;

25. Tlepeuenp mopyuenuid mo peanmmzanuu [locmanms Ilpesunmenta Poccuiickoit
Oenepannu Deaepansaomy Cobpanuto Poccuiickoit ®@enepammu ot 20.02.2019,
yrBepxknennbiit [Ipesunentom Poccuiickoit deneparum 27.02.2019 Ne [1p-294;

26. OcHoBHBIC  HampaBiieHus JjearenbHOCTH  [IpaBuTensctBa  Poccuiickoii
®enepanuu Ha niepuop 10 2024 rona, yreepxkaeHuble [IpaBurensctBom Poccuiickoii
®epnepanuu 29.09.2018;

27. Ilacnopt HanumoHanbHOro mnpoekra «Hamumonanbnas nporpamma «l{udpoBas
skOHOMHKaA Poccuiickoit ®@enepaunn», yTBEpKIACHHBIM npe3uaunymoMm CoBeTa mnpu
IIpesunenre Poccuiickonn @Denepanu MO  CTPATETMYECKOMY  Pa3BUTHUIO U
HaIIMOHAJIBHBIM MpoekTaM (IpoTokod oT 04.06.2019 Ne7)

28. TOCT P 7.0.97-2016. HanuonaneHbiii ctaHmapT Poccuiickoit ®deneparuu.
Cucrema ctaHmapTtoB mo HH(OpMAIMH, OUOIMOTEUHOMY M HM3IATEIBLCKOMY JETy.
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OpraHu3amoHHO-pacIoOpAIUTENbHAS TOKyMeHTalus. TpeboBanus K OQpOpMIIEHUIO
nokyMeHtoB" (ytB. IIpukazom Poccranmapta ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018)

8. [lepeyeHb pecypcoB HH()OPMALMOHHO-TEJIEKOMMYHHKANIMOHHOM ceTH
«/HTepHeT», HeOOXOAUMBIX VISl 0CBOCHH S JUCIHUILIUHBI

1. MunuctepcTBo puHaHCOB PD: odurnaibHbIA CalT [ DIEKTPOHHBINA pecypc] —
URL: http://www.minfin.ru (OTKpBITBII TOCTYII)

1. ®enepanbHas HajuoroBas Ciyx0a: opUIMATIBHBIN callT [DIEKTPOHHBIN pecypc|
— URL: https://www.nalog.ru (OTKpBITBII JOCTYII)

2. ®enepanbHas ciyx0a TroCcyJapCTBEHHOM CTATUCTUKH CaWT [DJIEKTPOHHBIN
pecypc] — URL: http://www.gks.ru (OTKpBITBIH TOCTYII)

3. KowmmnblorepHas crpaBouHo-mipaBoBasi cucteMa «Koncynprantllmoc» -
[DnexTponnsIit pecype] — URL: http://www.consultant.ru

4. KowmmnbroTepHasi crnpaBouHO-TipaBoBasi cucrema «Kogekcy - [DaeKTpoHHBIN
pecypc] — URL: http://www.kodeks.ru

5. KowmmnblotepHas cnpaBouHo-TipaBoBasi cucteMa «lapant» - [DIEKTPOHHBIN
pecypc] — URL.: http://www.garant.ru

6. HWudopmammonnoe arenrctBo Kiepk.Py - https://www.klerk.ru/

7. Cair xypHana «['maBOyx» - https://www.glavbukh.ru/

8. Caiit )xypHasa komnanus «Aktuon-MIIDIPy» http://www.action-mcfr.ru/

9. Bapmnamosa /I.B., Anekceesa JI.JI. Bonpocsl BHeApeHus TUGPOBBIX TEXHOJIOTUN
B CHCTeMy OyxrajaTepckoro ydera // BecTHUK ANTalicKON akaJleMHH 3KOHOMHUKH H
npaBa. — 2020. — Ne 5 (wacte 2) — C. 248-254 [DOnexTpoHHBIN pecypc]. — Pexum
nocrtyma: https://www.vaael.ru/article/view?id=1136

10. Konmenmwusi pa3BUTHS DJIEKTPOHHOTO JOKYMEHTOOOOpPOTa B XO3SHCTBEHHOM
nesTeabHOCTH (YTB. pernieHueM mpesuauyma [IpaBUTEILCTBEHHONW KOMHMCCHH TIO
M(QPOBOMY PA3BUTHIO, HWCIIOJIL30BAHUIO HWH(POPMAIMOHHBIX TEXHOJOTUH IS
VIYYIICHWS KayecTBAa JKW3HM W YCJIOBUH BEICHUSA MpEANpUHUMATEIHCKON
nesTeabHOCTH, NpoTokosl oT 25.12.2020 N 34) / [DnextpoHHblil pecypc]. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW 372761/

9. IlepeyeHb MPOrpaMMHOI0 odecreYeHUus: U HHPOPMALMOHHBIX CIIPABOYHbBIX

CHUCTEM
Tab6auna 9
Ilepeyenb nporpaMMHOro odecrnedyeHust
Haunmenos
HaumeHoBaHue pa3jaesa
Ne N aHue Tun I'on
y4eOHOH JMCHUILIMHBI ABTOp
n/n NnporpamMm NPOrpamMmbl pa3padoTku
(MoayJis) o
Pasnea 1. lokymeHnToo0ecnieyeHne ynpasJieHYeCKOM AeATeJbHOCTH B YCJI0BUAX HU(POBOi
IKOHOMMKH
Tema 1. «CymHocTs 1
3HAYEHUE IEKTPOHHOTO . i
p Microsoft OducHoe nporpammuoe | Microsoft
1 |nmoxymeHTa B yCIOBHSAX . . 2016
Office obecrieucHme Corporation

u(poBOi YKOHOMHUKH.
Yuudbukanus u
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CTaHAApTU3ausg JOKYMCHTOB»

Tema 2. «IIpaBuna
COCTaBIJICHUS U 00pPaOOTKU
AIIEKTPOHHOW JTOKYMEHTAIIUH C

PUMEHEHHEM HU(POBBIX Microsoft OducHoe nporpammuoe | Microsoft 2016

TexHosoruii u nporpammubix | Office obecrieucHue Corporation

npoxaykToB Microsoft Office.

[IpumeneHue >J1eKTPOHHOMN

1M (HPOBOY TIOIITUCHY

Tema 3. «Opranuzanus

JICKTPOHHOTO Microsoft Oducuoe nporpammuoe | Microsoft

JIOKYMEHTOO000pOTa 1 . . 2016
Office obecrieueHme Corporation

XPAaHCHUC 3JICKTPOHHBIX
JOKYMCHTOB»

Pazneu 2. «21eKTPOHHBIN 10KYMEHTO000POT B YIIPABJIEHYECKOIl 1esiITeIbHOCTH 0 YYeTy

Pa3JIM4YHbIX 00bEKTOB OYXTaJITEPCKOr0 y4eTa B YCJ0BUAX HU(PPOBOH IKOHOMHKH)

Tema 4. «®opmupoBanue
OpraHHu3aIOHHO-
pacrnopsIuTeIbHON 1
OpraHU3aIIOHHO-TIPABOBOM
JOKYMEHTAIUH C
HCIOJIb30BaHUEM
MPOTPaMMHBIX TIPOJTYKTOB
Microsoft Office u B
OyxranTtepckoii mporpamme 1C
[Ipennpusitue 8.X»

Microsoft
Office

OducHoe nmporpaMmMHOE
obecreueHue

Microsoft
Corporation

2016

Tema 5. «®opmupoBanue
HMH(POPMAaIMOHHO-CITPABOYHBIX
JTOKYMEHTOB M JCTIOBBIX THCEM
C UCIIOJIb30BaHUEM
MPOTPaMMHBIX TIPOITYKTOB
Microsoft Office u B
Oyxranrepckoii nporpamme 1C
[Ipenmpustue 8.X»

Microsoft
Office

OducHoe nporpaMmHOe
obecrnieueHue

Microsoft
Corporation

2016

Tema 6. «®opmupoBanue
JOKYMEHTAIMH 10 TPYAO0BBIM
OTHOIIECHHSIM C
UCTOJIb30BaHUEM
MPOTPaMMHBIX TIPOTYKTOB
Microsoft Office u B
Oyxranrepckoii nmporpamme 1C
[Ipenmpustue 8.X»

Microsoft
Office

OducHoe nporpaMmHOe
obecrnieueHue

Microsoft
Corporation

2016

Tema 7. «®opmupoBanue
JOKYMEHTAIMH 110 CHAOKEHUIO
1 COBITY C HCIIOIb30BAaHUEM
IIPOrpaMMHBIX ITPOJYKTOB
Microsoft Office n B
Oyxrantepckoii mporpamme 1C
[Ipeanpustue 8.X»
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10. Onucanue MaTepuaJIbLHO-TEXHUYECKO 0a3bl, HEOOXOAMMOI JIA
OCYIIIeCTBJIEHUS 00Pa30BATEIbHOI0 MPOLECCA MO AUCIHUIJINHE

[Ipn w3ydeHWHM IUCHUIIMHBI HCIOJIL3YIOTCS ayAUTOPUH, OOOpYIOBaHHBIC
MYJIbTUMETHHHBIMA CpeACcTBaMu 00yueHHUs: MIPOEKTOPOM, HOYTOYKOM.
CamocrosiTenpHas paboTa MpeaoiaraeT MOArOTOBKY B OMOMHOTEKE, B YMTAITHBHOM
3ajie OMOIMOTEKH, MCMOJIb30BAHUE MHTEPHET-PECYpPCOB € BbIXoAoM B UMHTepHet. B
OMOJIMOTEeKE CTYIEHTBHI MMEIOT JOCTYNl K HWH(OpPMAIMOHHBIM pecypcam, K 0ase
TAHHBIX OMOJINOTEKH.

Tabmuma 9
Cgenennsi 00 00ecne4eHHOCTH CIIENNATN3UPOBAHHBIMHU AYAUTOPHUSAMH,
Ka0MHeTamu, JJabopaTopusiMmm

HanmeHoBaHMe cienmUAIbHBIX OMeEIEHUI

M IIOMEIeHHH JJI1 CAMOCTOATEILHOM OCHAIIEHHOCTH CNEeNNAJLHBIX IOMEINEeHNI |
padotsl (Ne yueOHOr0 KOopmyca, Ne NMOMeIIeHUH V15l CAMOCTOATEIbHOI PadoThI
ayAMTOPHUHM)
2
VYyeOunast aynutopust s npoBeaeHus 3aatuil | 1. MnrtepaktuBHas TpubyHa Anbgabder uns. Ne
JEKIIMOHHOTO THIIA, TPYIIIOBBIX H 210126000000023
WHIUBUIyaJIbHBIX KOHCYJIBTALMM, TEKyIero | 2. OkpaH
KOHTPOJISI U IPOMEXYTOUYHOM aTTecTaluu 3. Ctynbs-42
(YueOHbIii kopryc 2, ayautopust 101) 4. Croipi-42
VYyeOHast ayauTopus A OIpoBeAeHus 3aHsaThil | 1. MynbTuMenuiinas yctaHoBKa (3KpaH
JIEKIIMOHHOT'O TUIIA, TPYMIIOBBIX U HACTEHHBIN C 3JIEKTPONPUBOAOM UHB.NO
UHIUBHIYATbHBIX KOHCYJIbTAIUM, TeKymero | 558761/2, kommptorep Pentium IV uns.Ne
KOHTPOJIA U IPOMEXKYTOUHON aTTECTalluU 557899, Buneomnpoekrop unB.Ne 558760/2
(Yuebubiit kopriyc 2, ayautopus 204) 2. locka MapKepHast
3. JIaBkwu - 20
4. Cronsl- 20
VYyeOHas aynutopus s npoBefeHus 3ausatuil | 1. Jlocka menoBas
CEMUHAPCKOI0 THIIA, TPYIIIOBBIX U 2. Crynbs- 44

WHMBUIYAIbHBIX KOHCYJIbTAIUH, Tekymero | 3. CToms-22
KOHTPOJIA U TPOMEXKYTOUHON aTTECTalluU
YuebOnslii kopryc 2, ayautopus 103

VYuebnas aynuropus aiis mpoeaeHus 3ansatuii | 1. Jlocka menoBas
CEMHUHApPCKOI0 TUIA, FPYIIOBBIX U 2. Crynbs-38
WHAUBUAYAIbHBIX KOHCYNIbTaui, Tekymero | 3. Ctomnsi-19
KOHTPOJISI U TPOMEXYTOYHOH aTTecTaluu
(YaeOnsrit kopryc 2, ayautopust 105)

VYuebnas aynuropus s ipoBeaeHus 3anatuii | DnextponHas nocka TRACE BOARD (MHs.
CEMHHApPCKOI0 TUIA, FPYIIIOBBIX U Homep 210138000003285)
WH/IMBUYaJIbHBIX KOHCYIbTalMH, Tekymero | 2. [Ipoextop Panasonic (MHB. HOMep
KOHTPOJISI ¥ IPOMEKYTOUHOW aTTeCTAIlHN 210138000003286)

(Yuebusrii kopryc 2, ayauropust 107) 3. Croner 12
4. Ctynbsa 24
VYuebHas ayauTopus i nposeneHus 3aHatuil | 1.MHTepakTuBHas nocka — «iW board interactive
JIEKIIMOHHOT'O TUIA, TPYNIOBbIX U whiteboard»
MHAUBUAYAJIbHBIX KOHCYJIbTAlUH, TeKymero | 2. MynbTuMeauiiHas ycTaHOBKa (9KpaH
KOHTPOJIA U TPOMEXKYTOYHON aTTECTAUU HACTEHHBIH C 3JIEKTponpuBoaAoM, KoMmbroTep
(YueOnslit kopryc 2, ayauropus 108) Pentium IV, Bugeonpoektop)
3. Crynbs — 27
4. Cromsr — 13
IHHBb nmenu H.M. Keneznosa YUuranbHbIl 321
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11. MeToanueckne PEeKOMEeHIANINNA CTYJICHTAM 110 OCBOCHHUIO JTHCHUILJIMHDBI

Tekymas camocrosiTenpHass paboTa MO AUCHUIUIMHE  «DJIEKTPOHHBIN
JIOKYMEHTOOOOpPOT B  YIPaBJICHUYECKON  JAEATETbHOCTW», HamnpaBleHHas Ha
yriayOJieHHe W 3aKpeIuieHne 3HaHUU CTYJeHTa, Ha Pa3BUTHE MPAKTUYECKUX YMEHHIH,
BKJIIOUYAET B c€0sl CJIEIYIONINE BUIbI pa0bOT:

- paboTa C JIEKIIMOHHBIM MaTE€pUaIOM;

- U3YyYECHHUE TeM, BBIHECEHHBIX Ha CAMOCTOSATEIbHYIO IPOPAOOTKY;

- TOATOTOBKA K MPAKTUYECKHUM 3aHSATHUSM;

- BBINIOJIHEHUE JOMAIIHUX WHIMBUYaJbHbBIX 3a1aHH;

- TOATOTOBKA K 3a4YeTy.

CamocrosiTenbHasi O3HABATENbHAS JIEATEILHOCTh CTYJIEHTOB HaIlpaBjieHa Ha
3aKperieHne MPONUJIEHHOTO Matepuaia, Ha MpUoOpEeTEHNUE HABBIKOB MPAKTHUYECKOTO
NPUMEHEHUS IOJTyYEHHBIX 3HAHUI.

OueHka pe3ylbTaTOB CaMOCTOATENBbHONM paboThl oOpranusyercs B (Gopme
CaMOKOHTPOJISI U KOHTPOJISI CO CTOPOHBI MPETIOaBATENS.

CaMOKOHTpPOJIb ~ 3aBHCHT  OT  OMNPEACIEHHBIX  KA4eCTB  JIMYHOCTH,
OTBETCTBEHHOCTH 3a pEe3yJlbTaThl CBOEro OOy4YeHUS, 3aMHTEPECOBAHHOCTH B
MOJIOKUTETHHONM OIIEHKE CBOETO TpyJda, OT TOrO0 HACKOJIBKO OO0ydaembIi
MOTHBHPOBAaH B JOCTI)KCHWH HAaWIy4IIMX pE3yJNbTaToOB. 3ajaya MperojaBaTelis
COCTOUT B TOM, UTOOBI CO3/1aTh YCJIOBHSI JJIsl BHIIIOJIHEHUS] CAMOCTOSITENbHON pabOThI
(yueOHO-MeTOAMYECKOE OOECeueHue), MPaBUIbHO HCIOJIB30BaTh PA3IUYHbIE
CTUMYJbl JUISl pealn3allud 3TOM paboThl (pEeHTHMHIOBas CHCTEMA), MOBBIIATH €€
3HaYUMOCTb, U TPAMOTHO OCYUIECTBIIATh KOHTPOJb CAMOCTOATEIBHON JESTEIbHOCTH
ctynenTa (hoHI OIEHOYHBIX CPEJICTB).

Buabl u popmbl 0TPAOGOTKH NPONYIIEHHBIX 3aHATHH
CryneHT, mNOpONYCTUBIIMK 3aHATUS O0053aH TMOATOTOBUTH  JOKJAJ IO
MPOMYIIIEHHOW TeME U BBITIOJIHUThH MPAKTUUECKYIO PadoTy.

12. MeToanyeckue peKoMeHIAIUH MPENoIaBaTe/siM 0 OPraHu3anuu 00yueHust
10 JUCHMILIUHE

JucuuminHa ~— «DJNEKTPOHHBIM  TOKYMEHTOOOOPOT B YIPaBJICHUECKOH
JNCATCIIBHOCTH»  SIBJISICTCS  TUCHUIUIMHOM IO  BBIOOPY JuIs  OakajaaBpoOB  IIO
HarpasiaeHuto moarotoBku 38.03.01 DxoHomMuka ouHOM (HOpMBI O0yUEHHUSI, TOITOMY
JUTSL YCTICIITHOTO €€ YCBOCHUS W JTAJbHEHIIEro UCIOJIb30BAHUS TTOJyUYSHHBIX 3HAHUMH,
HABBIKOB M Pa3BUTHUIO CIIOCOOHOCTEH K MaJbHEHUIIEMY CaMOOOYUYCHHUIO OT CTYJCHTOB
TpeOyeTrcs cHucTeMaTudeckas paboTa HaJ TEOPETHYSCKUM U TPAKTHYSCKUM
MaTepUajoM, MPOSIBICHUE COOCTBCHHONW WHHUIIMATUBBI 110 KOHCYJIBTHPOBAHHUIO C
nperoaaBaTesieM, BEJACHHIO HAYYHBIX W HAyYHO-NPAKTUYCCKUX WCCICAOBAHUN B
u3ydaemMoi o0acT 3HaHUH.

B mporiecce o0yueHUs MO AUCHUTUIMHE «DJIEKTPOHHBIA JOKYMEHTOOOOPOT B
yIPaBICHYECKONW JESATEIbHOCTH» HCIONB3YIOTCS JICKIIMOHHBIE M IMPAKTHYCCKHUE
3aHATHS C MPUMEHEHHEeM mporpammubix mnpoaykroB Microsoft Office (Microsoft
Word, Microsoft Excel) u Oyxrantepckoii mporpammel 1C Ilpemnpustue 8.X,
OpraHu3yeTcsi padoTa ¢ METOIUYECKIMH U CITPABOYHBIMU MaTepraIaMH.
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OcBoeHre yd4eOHOHM IUCLUILIHHBI MPEAIoNaracT OCMEBICIIEHHEe €€ paslesioB U
TeM Ha MPAKTHYIECKUX 3aHATHAX, B MPOLECCe KOTOPBIX CTY[IEHT JOIDKEH 3aKpEeNUTh 1
yIIyOuTh TEOPETUYESCKUE 3HAHMS.

JpcurmiuHa  «ONEKTPOHHBIH JIOKyMEHTOOOOpOT B yIpaBIeHIeCKON
JesATEeNbHOCTI» WMMeeT IIPHKIAJHOH XapakTep, eé TeopeTHYecKHe IOJOXEHUI U
IIpaKTHIECKUe HAaBBIKM MOTYT GLITH WCIONB30BAHBl B OyHyIeW IPaKTHYeCKOH
JeSTeIbHOCTH.

B mporecce U3y4eHHs: JAHHOTO Kypca CTyIEeHTEL IOJDKHBI YCBOUTH KOMILIEKC
3HAHMH TI0 TEOPETUYIECKMM OCHOBaM W MPAKTHHEECKAM npreMaM IIpeJIMeTHOH
JeSTEeNbHOCTH. BHHMMaHue IpPHU 3TOM AODKHO 6BITH yIETIEeHO HNPHOOPETEHHIO
CTyIeHTaMH HeOOXOMMMBIX 3HAHHMH U MPaKTHIeCKUX HABBIKOB 10 paboTe ¢ Hay4HOH,
HOPMATHBHOM, CIIPABOYHOM NUTepaTypOH, HaBBIKaM¥ O0OOIICHNS U HCIIOTIH30BAHMA
TIOJyYEeHHOTO OIBITA, HAaBBIKAMM HCIIOIB30BAHIA IIPOrpaMMHBEIX ~ [IPOTYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel), HaBbIKAMU HCIIOIB30BAHUA
OyXranTepCcKol IporpaMMBl 1C penmpustue 8.X

B mpomecce H3ydeHHS MUCLUIIIMHBL TIpeyCMOTPEHbl HECKOIBKO bopM
KOHTPOJIS: TEKYLIUH U IPOMEKYTOYHBIH.

Tekylmii KOHTPONb MpeJHA3HAYEH Ui OMNpPe/CIICHIA KauecTBa YCBOEHUS
JeKIMoHHOro MaTepuaina. OH MOXeT OBITh OpratHiu30BaH IyTeM omnpoca 00y4aeMBIX C
NpUMeHEeHHUEeM IIPOrPaMMBI Mentimeter B Tedenue yge6Horo cemectpa. Kpome Toro,
pEeKOMeH/TyeTCsl Ha3HayaTh KOHTPOJIBHBIC TOIKH ATA IIPOBEPKU KavecTBa yCBOCHUS
M3y9aeMOro MaTepHaia IyTeM TeCTHPOBAHMA MEPEN KOHTPOJIBHOH Hezienell 1 NMepen
3a9eTOM ¢ HCTIoNb30BaHueM cepsuca Online Test Pad

ITpoMeXyTOYHBIN KOHTPOIb — 3a9eT.

BEINONHEHHe MPaKTHYeCKMX 3afaHuil C MPHMCHEHHEM IIPOTrPaMMHBIX
npoxykros Microsoft Office (Microsoft Word, Microsoft Excel) u GyXraaTepcKou
nporpammsl 1C Tpexmpustue 8.X ABIACTCA 006s3aTebHBIM ISt BCEX 00yJaroImXCs.
CTyleHThl, He BBINOIHUBIINE B IOIHOM o6peMe paboThl, IPEeXyCMOTPEHHBIC
yaeOGHBIM IUTAaHOM, He IOIYCKAroTCS K clade 3a9eTa.

CamocTosiTeNbHAss pabora CTYJEHTOB IO KypCy MHOJDKHA 00s3aTeIbHO
COIPOBOXATECS IIPOPAGOTKOM KOHCIIEKTa, BBIIOIHEHICM TIPaKTHYIECKUX 3a[aHuH C
IpUMEHEHHEeM IIPOrPaMMHBIX TIPOAYKTOB Microsoft Office (Microsoft Word,
Microsoft Excel) u Gyxrantepckod mporpaMmbl 1C TIpennpusaTue 8.X, HaNHACAHAEM
pedeparoB Mo BHIOPaHHOH TEME.

IIporpammy paspa0oTajmu:

:ﬁ) 2
Moctaukosa JI.B., 1OLEHT, K.3.H. s
(1o 1«16%
Boiiko O.B., cT. mpemnogaBaTeib ;1} 7

(onm¥ics)
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PELIEH3USI
Ha padouyo nporpammy aucuuminHabl b1.B.J1B.02.02 «2aeKTpoHHBI J10KYMEHT0000pOT B
ynpasJjieHueckoii aesteabHocTH» OIIOII BO no nanpasiennio 38.03.01 «Ixkonomukay,
HanpasJeHHOCTh « KoprnopaTuBHbIil y4eT 1 (pHAHCOBBII MEHEAKMEHT B LM (PpoBoit
IKOHOMHUKeE» (KBAJTU(PUKANMS BLINYCKHUKA — 0aKaJIaBp)

XapuToHoBoii AHHOW EBreHbeBHOM, TOIIEHTOM Kadeaphl CTATUCTUKU U KUOESPHETHKH, K.3.H.
(manee MO TEKCTy PEIEH3EHT), MPOBEACHO pelEH3UpPOBaHWE pabodell MporpamMMbl JUCIUTLIAHBI
«DJIeKTPOHHBIH JOKYMEHTO000pPOT B YymnpaBJieHYeckoil nesteabHocTH» OIIOII BO no
HanpasieHuto  38.03.01 «JxoHommka», HamnpabieHHOCThL «KoprnopaTtuBHbBI yueT H
(puHaHCOBBIII MeHEI:KMEHT B HU(PPOBOIl IKOHOMHMKE» (KBaJIM(PUKAUMSA BBIMYCKHUKA —
O0axanaBp) paspabotannoii B @I'BOY BO «Poccuiickuii rocynapCTBEHHBIH —arpapHbIi
yauBepcuteT — MCXA wumenu K.A. TumupszeBa», Ha kadeape OyXraJTepCcKoro ydera M
Hasoroobnoxxenust (paspadorunkn — I[loctHukoBa Jlo6oBp BanepbeBHa, u.0. 3aB. Kadeapoi
OyXrajarepckoro ydera, (UHAHCOB M HAJOTOOOJOXKEHHs, AOIEHT, K.3.H., — boiiko Okxcana
BnagumupoBHa, CT. mpenonaBatenb Kadenpsl OyxXraaTepckoro  y4dera, (UHAHCOB H
HAJIOTOO0JIOKCHHUS).

PaccmoTpeB mpencTaBieHHbIE Ha pELEH3UPOBAHME MaTepuaibl, PELEH3EHT IMpHILET K
CJIETYIOIIKUM BBIBOJIAM:

1. IlpenpsaBienHas paboyasi nporpamMma JAUCHUILINHBI «JJIEKTPOHHBIH JOKYMEHT0000pOT
B YIpaBJIeHYeCKOil JesATeJbHOCTH» (najmee 1o TekcTy Ilporpamma) coomsemcmeyem
tpeboBanusM ®I'OC BO no nanpasnenuro 38.03.01 «Ixkonomukax». [Iporpamma codeporcum Bce
OCHOBHBIE pa3/Ielibl, coomeenmcmayem TpeOOBAHUSIM K HOPMATUBHO-METOJUYECKIM JIOKYMEHTaM.

2. llpeacraBnennas B llporpamme akmyansHocms yd9eOHON NUCHUIUIMHBL B PaMKax
peanuzauuu OIIOII BO ne nodnexxcum comuenuro — AUCUMILTAHA IO BEIOOPY OTHOCHUTCS K YacTH,
dbopmupyeMoil yuacTHUKaMH 00pa30BaTeIbHbIX OTHOIIECHM yuyeObHoro nukia — b1.B./IB.

3. IlpeacraBnennsle B [Iporpamme yenu AMCUUIUIMHBL coomeemcmeyiom TPeOOBaHUSIM
®I'OC BO nanpasnenns 38.03.01 «KIkoHOMUKAY.

4. B cootBetcTBUU ¢ [IporpaMmoii 3a TUCHUIUIMHON «DJIEKTPOHHBII 10KYMEHT0000pOT B
YIPaBJeHYEeCKOil AesiTeJIbHOCTH» 3aKperuieHo 3 HHauKaropa | komnemenyuu. JlyucuuninHa
«JJICKTPOHHBIN JTOKYMEHTO000POT B YNPABJCHYECKOH AEATEJBbHOCTH» U IPEICTaBJICHHAs
[Iporpamma cnocobna peanuzoeamev X B OOBSBICHHBIX TpeOoBaHusX. Pe3ynbTaTsl oOydeHus,
npejcTaBieHHble B [Iporpamme B KaTeropusix 3HaTh, YMETb, BIaJIeTh coomeemcmayiom crennpuke
U CONEPKAHUIO JMCHUUIUIMHBI U OeMOHCHPUPYIOM BO3MOMCHOCHb TIONYUEHUS 3asiBICHHBIX
pE3yJIBTaTOB.

5. O6mas  Tpyno€MKOCTh  JUCHUIUIMHBI  «JJIeKTPOHHBIH  JOKYMEHT0000pOoT B
yIpPaBJIeHYECKOI J1esiTeIbHOCTHY» cocTaBisgeT 3 3a4€THbIX enuHuNbl (108 waco/m3 Hux
NpaKTHYeCKask OATOTOBKA 4).

6. Mudopmamuss o B3aMMOCBS3M H3YYaeMbIX AMCLUUIUIMH M BOINPOCAaM HCKIIOYEHUS
nyOnupoBaHUS B COJEp’KaHUU AUCHUIUIUH coomeemcmeyem NEUCTBUTEIbHOCTU. JlUcHUIUIMHA
«JJIGKTPOHHBII /1OKYMEHTO000OPOT B YNPAaBJICHYECKOH [esiTeIbHOCTH» B3aUMOCBSI3aHA C
npyrumu quctumuinaamu OITOIT BO u Yue6noro minana no HanpasieHuio 38.03.01 «xoHoMuka»
¥ BO3MOXKHOCTb JYOJIMPOBaHUS B COJEPKAHUU OTCYTCTBYET.

7. lIlpencraBinennas  IIporpamMma  mpeamonaraer  HCHOJb30BaHHME  COBPEMEHHBIX
00pa30BaTEeNbHBIX TEXHOJOTHH, HCHOJb3yeMble MPH peaTu3alyd Pa3InYHbIX BHJOB Y4eOHOMU
paboTsl. @opmbl 00pa30BaTENbHBIX TEXHOIOTHI_coomeemcmayom crieuu(puke TuCUUTIIHHBL.

8. IlporpamMma IUCHMIIMHBI «JJEKTPOHHBI AOKYMEHTO000POT B YNPaBJIeHYECKOI
AesTeJILHOCTHY TIpeIosaraeT 4 3aHaTHs B UHTEPAKTUBHOU (hopme.

9. Buapl, coaepkaHue U TPYHAOEMKOCTb CaMOCTOSATENBHOM paboOTHl  CTYIECHTOB,
npencrasieHHble B [Iporpamme, coomeemcmeyiom TpeOOBaHUSAM K TMOATOTOBKE BBIMTYCKHHUKOB,
conepxaumest Bo @I'OC BO nanpasnenus 38.03.01 «IxkoHoMuKa».

10. [IpencraBneHusie u onucanubie B [IporpamMmme GpopMbl mekyuyeti ONIEHKH 3HaHUMA (OTIPOC,
B (¢opme O0OCYXIECHHS OTIENbHBIX BONPOCOB, Y4acTHE B OHJIAHH-TECTHMpPOBAaHWH, paboTa Hax
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JIOMAIIHUM 3aJaHHEeM C MCIIOJIB30BAaHUEM IPOTrPaMMHBIX nponykroB Microsoft Office (Microsoft
Word, Microsoft Excel) u ayIUTOPHBIX 33[@HHAX - € HCIIONB30BAHUEM TIPOrPaMMHBIX IPOXYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel)), coomseemcmeyrom cnenuduKe TUCIUIITHHBL
1 TpeGOBaHMUAM K BBITYCKHHAKAM.

11. ®opma IPOMEXYTOYHOTO KOHTPOJA 3gaHWH CTYOEHTOB, IPENyCMOTPEHHAS
I[TporpaMMoH, OCYIIECTBIAETCS B dopme 3adera, UTO coomeemcmeyen CTATyCy IUCIUIUIAHEL, KaK
JUCIMIUTMEEL II0 BBIOOPY OTHOCHTCHA K HacCTH, dopMupyeMo# y4aCTHHKaMH 06pa3oBaTebHBIX
oTHOmeru# yae6Horo nukia — 51.B.JIB ®I'OC BO nanpasienus 38.03.01 «IKOHOMAKA.

12. ®opMbl OLICHKH 3HAHUH, IPEACTABICHHbIC B [IporpamMme, coomeemcmeyrom crieruuxe
JIACIATUTHHE] ¥ TPeOOBAHUAM K BBITYCKHUKAM.

13. Vue6HO-MeTOMYeCKoe  oOecreyeHne — JUCLUTIAHEL Ipe/CTABNEHO:  OCHOBHOH
NTUTEpaTypoil — 2 HCTOYHHKA (6az0BbIll  yueOHHK), JIOTIOJIHUTENEHON JIMTEpaTypoi — 6
HAUMEHOBaHMH, MEPUOIUYECKAMU H3IAHUIMU — 3 HCTOYHMKA CO CCBUIKOM Ha JJIEKTPOHHBIC
pecypehl, VIHTEepHET-pecypCsl — 6 HCTOYHMKOB ¥ coomeemcmgyem TpeOOBaHUAM ®roc BO
panpasnenus 38.03.01 «IKOHOMHUKAY.

14. MarepHanbHO-TEXHIYECKOe O0ecredeHue JHUCIHILTHHDL COOTBETCTBYET crenubuke
JUCIAIUTHEEL  «DJIEKTPOHHBIH JAOKYMEHT0000poT B yIpaBJieHYecKOH esTeJbHOCTH) U
oBecedrBAeT HMCIONb30BaHNe COBPEMEHHBIX 00pa3sOBaTeNBHBIX, B TOM yrcie WHTEPaKTHBHBIX
METOHOB 00YJIEHHS.

15. MeTonpueckue pEKOMEHJALMHM ~ CTYICHTaM H  METOIMIECKHC pEKOMEH IAlii
TIpenoaBaTeM 10 OpraHu3aluy 06ydJeHus 10 JUCLMIUIAHE Jal0T MPEICTaBICHHE O cnenuuke
obyyeHHs IO AUCIMIUIAHE «DIEeKTPOHHBI JOKyMeHT0000poT B ynpaBJieH9ecKoit
HeATeIbHOCTHY.

OBIIHME BbBIBO/IbI

Ha 0CHOBAHHY IPOBEIEHHOTO PENEH3UPOBAHK MOXKHO CAENATD 3aKIIOYEHHE, 9TO XapaKTep,
CTPYKTypa U Colepkanue paboyell mporpaMMbl JECIHIUTAHEL «DJIeKTPOHHBIH JAOKYMEHT0000pOT
B YNPABJEHYECKOH IeATEJLHOCTH) OIIOII BO mo Hampapnenuio 38.03.01 «IKOHOMHKAY,
HANPaBJIEHHOCTH «KoprnopaTHBHbIH Y4eT H ¢uHAHCOBBIH MEHEIKMEHT B nudpoBoi
KOHOMHKe» (KBaauduKanus BBITYCKHHKA — GakanaBp) pa3paboTaHHOH [MoctrukoBoi JL.B.,
§.0. 3aB. Kapenpolt OyXraiTepckoro ydera, hUHAHCOB W HAJOTOOOIOKEHHMS, AOLEHT, K.9.H., =
Boiixo O.B., cT. mpenonasateneM Kadeapsl OyXranTepekoro y4era, (HHAHCOB U HAJIOTOOOIOXKEHUA
cootsercrByet TpeGoBanmam ®I'OC BO, coBpeMeHHBIM TpeGOBAaHHAM SKOHOMHKH, PBIHKA TpyZa ¥
[I03BOJIMT IIpU €€ peau3aliy yCIEIIHO obecreunth HOpPMUPOBAHIE 3aiBICHHBIX KOMIIETCHLIUH.

PernenzenT: XapuroHoBa A.E., IOUEHT Kxa(eIpe! CTATUCTHKY ¥ KHOSPHETHKH
®BOY BO «PoccHifcKuil roCcyIapCTBEAHBIA arpapHbIil yHUBEPCUTET — MCXA
umenu K.A. Tumups3eBa, K.3.H. «13» mrons 2023 1.

(MOAMKCH)
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