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AHHOTANUA

paboueii mporpaMmbl y4eOHOH TUCIIMIUTAHBI
b1.B.J1B.02.02 «2JeKTpOHHBbIII JOKYMEHT0000POT B YIIPABJIEeHYECKOI
AeSITeJIbHOCTI JJIsl OJITOTOBKK OakajiaBpoB 1o Hampasiiennto 38.03.01
DKOHOMHKA M0 HaIllpaBJIE€HHOCTH «PUHAHCOBBII U YIIPABICHUYECKUI YUET U ayIUT B
(G pPOBOI IKOHOMHUKEY

Heanb ocBoOeHUsI IMCHUILIMHBI: OCBOEHUE CTYJEHTAMU TEOPETUYECKUX OCHOB
MPaBOBBIX 3HAHUI 00 OpraHU3alMi B IKOHOMHYECKOM CYOBEKTE 3JIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa C UCIOIB30BAHUEM HIU(PPOBBIX HTHCTPYMEHTOB U TEXHOJIOTUH TIPH
OCYIIECTBJICHUU YIPABIECHYECKOMN JACSATEIbHOCTH.

MecTo IMCHMIIMHBI B Y4eOHOM IJIaHe: JIUCIMIUIMHA BKIIOUYEHA B MEpEeUeHb
JUCLMIUIMH 0 BbIOOPY, (hopMHpyeMOl ydacTHUKaMH 0Opa30BaTEIbHBIX OTHOIICHUN
y4eOHOro 1iaHa o HampasieHuio noarotoBku 38.03.01 DxoHomuka.

TpeGoBanuss K pe3yjJbTaTaM OCBOCHUSI JAUCHUILUIMHBI: B pe3ylbTaTe
OCBOCHUSI JIUCIUIUIMHBI (HOPMUPYIOTCS CIICIYIONINE KOMIICTCHIMH (MHIUKATOPBI):
IMKoc-2 (ITKoc-2.1; IMKoc-2.2; ITKoc-2.3).

Kpartkoe conepxanue IMCUMIUIMHBI: JHCIUIUIMHA BKJIIOYaeT B ceOs JBa
paznena - «JloKkyMeHTOOOecneueHne YINpPaBIEHYECKON NEATEIbHOCTH B YCIOBHUAX
U(GpPOBON HKOHOMUKH», «IJIEKTPOHHBIA JIOKYMEHTOOOOPOT B YIpPaBIE€HYECKOU
JESTEIIBHOCTH B YCJIOBUAX LU(POBONH SKOHOMHKM». VIMEHHO B HM3y4eHUH 3TOM
JUCLMIUIMHBL CTYJEHT 3HAaKOMHUTBCA C PpOJIBIO JIOKYMEHTOB B YIIPABICHYECKON
JESITEIbHOCTH U B OyXTaJITEpCKOM yueTe, criocobam ux 00pabOTKH C UCIOIb30BaHUEM
CKBO3HBIX HU(POBBIX TEXHOJOTMH ISl TOJMy4eHHMs] HH(OpPMALMU O COCTOSHUHU
UMYILECTBA OpraHu3allid, HCTOYHUKOB €ro (OpMHUPOBAaHUS M XO3SHCTBEHHBIX
oIepaluii, yuuTbCs pacKkpblBaTh 3Ty MH(OpPMALINIO, a TaK)Ke MPaBUIIaM 3arOJHEHUS
pa3NUYHBIX ~ BHUJOB  JOKYMEHTOB W OpraHu3allMl  MX  DJEKTPOHHOTO
JIOKyMEHTO000pOTa.

OO6mas TPy10€MKOCTh TMCHHMILUIMHBI: COCTABISICT 3 3a4ETHBIE SIMHUIIBI WITH
108 gacos, B TOM umcie 4 gyaca MPaKTUIECKON MOATOTOBKH.

IIpoMeKyTOYHBIN KOHTPOJIb: 3a4€T.

1. Ileau ocBOeHUS AUCHUILINHDBI

[lenpto OCBOEHHS JIUCHUIUIMHBI «OJEKTPOHHBIM JOKYMEHTOOOOpPOT B
yIpPaBICHUYECKONH JEATENBHOCTHY SIBISETCA (OPMUPOBAHUE y OOydYarolUXCs
KOMIETEHIIMM, 00eCrneuYnBaroUX CIIOCOOHOCTH  OpPraHU30BaTh  3JIEKTPOHHBIN
JIOKYMEHTOOOOpPOT SKOHOMHYECKOrO0 CyOBEKTa C HCHOJb30BaHWEM IU(POBBIX
WHCTPYMEHTOB U TEXHOJIOTHUH.

B pesynpraTe W3y4yeHUs JHUCLUUIUIMHBI  CTYJAEHTBHl JIOJDKHBI  3HAMDb
HOPMATUBHO-TIPABOBBIE aKThl, PETYJIUPYIOLIUE OTHOIIECHUS B chepe OyXraaTepcKoro
ydera, MpeaMeT, OOBEKThl, METOJl OyXrajaTepCKOro ydera M €ro 3JIEMEHTHI,
TpeOoBaHMsI K OQOPMIICHHIO MEPBUYHBIX YYETHBIX JOKYMEHTOB O (akTax
XO3IMCTBEHHOW KHW3HHU, IUIAH CUYETOB OYyXTraJTEepPCKOro y4eTa 3KOHOMHUYECKOTO
CyOBeKTa,  COBpPEMEHHBbIE  TEXHOJOTMHM  aBTOMATU3UPOBAHHON  00pabOTKHU



uHbOpMaIluK; ymMems TMPUMEHITh JEHE)KHOE U3MEPEHHE OOBEKTOB OYyXTaaTepCKOro
ydeTa U OCYIIECTBISATh TEKYIIYIO TPYNIHPOBKY (DAKTOB XO3SMCTBEHHOM >XHU3HH 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 TMCUMILIMHBI B YUeOHOM Ipolecce

HuciuminHa 1o BbIOOpY — «DNEKTPOHHBIM  JOKYMEHTOOOOpPOT B
YOPABJICHUECKOW JEATEIBHOCTH» OTHOCHUTCS K 4acTH, (OPMUPYEMOH ydyaCTHHUKaAMHU
oOpa3oBarenbHbIX OTHOLIEHUN broka 1 «lucuunianael (MOayan)» yueOHOTO TUIaHa.
JuctuninnHa «3JeKTPOHHBIA TOKYMEHTOOOOPOT B YIPAaBICHUYECKOU NESITEIIbHOCTH
peanusyetcsi B coorBeTcTBUU ¢ TpeboBanusimu ®I'OC BO, OIIOII BO u YueGuoro
riaHa 1o HanpasiieHuto 38.03.01 «OkoHOMUKaY.

[IpenmecTByomuMU KypcaMy, Ha KOTOPBIX HEMOCPEICTBEHHO Oasupyercs
JTUCHUIUIMHA «DJIEKTPOHHBIA JOKYMEHTOOOOPOT B YNPABIEHYECKON NEATEIBHOCTH
SBJISIFOTCSL: «ArpoOHOJIOTHYECKME  OCHOBBI  3eMJIEACIIUY, «Texnonorus
IIPOU3BOJICTBA MPOYKLIUH KUBOTHOBOJICTBAY, «MUKpPOIKOHOMHUKAY,
«MakposkoHOMuKay, «MHPOpPMALIMOHHBIE TEXHOJOTMHM B MPOodecCHOHANTbHOU
NesATeIbHOCTH, « Teopust OyXranTepcKkoro yueray.

HuciuminHa —«OIEKTPOHHBIA  JOKYMEHTOOOOpPOT B YIIPaBIEHYECKON
JESATEILHOCTH» MOXKET OBITh MCIIOJIb30BaHA JJIS M3YUYEHHUS TAaKUX JUCIMIUIMH, Kak:
«byxrantepckuii (uUHAHCOBBIN yueT», «byxranrepckuii ydeT H oOmepaluoHHas
TEXHUKa B KOMMeEpUeckux OaHkax», «YuerT 3aTpar, KaJbKyJUpPOBaHUE W
oromkerupoBanue B orpacisix AIIK», «byxrantepckas ¢uHaHCOBas OTYETHOCTHY,
«DNEKTPOHHBI  MPAKTUKYM TIO0 OyXrajaTepcKoMy y4eTy U  OTYETHOCTHY,
«byxrantepckui ydyer B TOpromiie», «byxrairepckoe Aeno», «YIpaBlIeHUYECKUU
yuet», «byxrantepckuii yuer BOJI», a Takxke NUCIUIUINH, paCKPBIBAIOIINX BOIPOCHI
PKOHOMHYECKOTO aHalM3a, ayJuTa W MEXKIYHApOAHBIX CTaHAAPTOB (PHUHAHCOBOM
OTYETHOCTH.

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

- 03HAaKOMHTh CTYJEHTOB C TEXHOJIOTMSIMU TMOMCKA U aHaIM3a HOPMATUBHO-
paBOBOM 0a3bl, PEryJUPYIOIIME OTHOUIEHUS B cdepe OyXraaTepcKoro ydera Mpu
GbopMHUpPOBaHUU TIEPBUYHBIX TOKYMEHTOB, B TOM YHCJIE 3JICKTPOHHBIX JTOKYMEHTOB
(KoncynwranTtllntoc, 'apant, Kontyp);

- O3HaKOMHTb CTYJEHTOB C TpeOOBaHUSAMU K OGOPMIICHHIO IEPBUYHBIX
YUETHBIX JOKYMEHTOB O (haKkTax XO3SHUCTBEHHOW >KM3HU, B TOM YHCIIE AJIEKTPOHHBIX
JIOKyMEHTOB, C PUMEHEHHEM MPOrpaMMHBIX TpoaykToB Microsoft Office (Microsoft
Word, Microsoft Excel) u B 6yxranrepckoii mporpamme 1C [peanpustue 8.X,

- O3HAKOMUTH CTyAEHTOB ¢ paznuuHbiMd Bugamu OLIT (TIDII, HOILKDSII)
JUTSl IOJITMCAHUS 3JIEKTPOHHBIX TOKYMEHTOB;

- 03HAKOMUTH CTYJEHTOB C MPEIMETOM, OOBEKTAaX, METOJIaX OyXrajaTepCcKoro
ydyera M €ro DJJeMEHTaX B YCJIOBUSAX MU(PPOBOM HKOHOMHUKHU [l IIeJiel
(GbOopMHpPOBaHUS CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa 3SKOHOMHUYECKOIO
CyOBeKTa;



- O3HAaKOMHTh CTYJIEHTA C CEpBUCAMH [0 aBTOMAaTHYECKOMY BBOJY
MEePBUYHBIX JOKYMEHTOB B Oyxrantepckoit mporpamme 1C [peanpustue 8.X (Jetlex,
Entera Pro, Efsol 3arpy3ka nokymentoB u Gendalf);

- 0Oy4YuTh CTYACHTOB HaBBIKAM COCTABJICHHUS TICPBUYHBIX YYCTHBIX
JOKYMEHTaM, B TOM 4YHUCJIE€ 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
YIOPABJICHUECKOW JEATEIbHOCTH» JUIsl HMHBAJIMIOB W JIMI[ C OTPAaHUYEHHBIMU
BO3MOXKHOCTSIMH ~ 37I0POBBSl  pa3palaThIBAaeTCs  HMHAUBUAYAIbHO C  YYETOM
0COOEHHOCTEM TCUXO(DU3NYECKOTO Pa3BUTHS, WHIUBUIYAIbHBIX BO3MOXKHOCTEH U
COCTOSIHUS 3/I0POBBSI TAKUX O0YHarOITUXCS.

3. [lepeyeHb MIAHUPYEMbIX Pe3yJIbTATOB 00y4eHHs MO JMCUMUILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMHU pe3yJIbTATaMH 0CBOEHHs 00pa30BaTeIbHOM
NMPOrpaMMblI

OOGpazoBaTenbHble PeE3yJbTaTbl OCBOEHHUSI JUCIHUIUIMHBI O0ydaronmuMmcs,
npejcTaBieHbl B Ta0muIe 1.



TpeﬁoBaHnﬂ K pe3yJibTaTaM 0CBOCHHUSA y‘lEﬁHOﬁ ANCIHUIIJINHBI

Tabmuna 1

Ne NHunekc Copnepxanue WNHpukaTopsl B pe3ynbrare n3ydeHus: yaeOHOM AUCUUIUIMHBI 00yYarOIIUecs] TOIKHBI
/I | KOMIIETEHI] | KOMIETEHLUU KOMIIETEHI 3HATh YMETb BJIAJIETh
U
1. |IIKoc-2 Cnocoben [1IKoc-2.1 3HaeT | TEXHOJIOTMH TOMCKA U aHallu3a
BECTH HOPMAaTHUBHO- HOPMAaTHUBHO-TIPAaBOBOM  0a3bl,
OyXrajaTepckuil |IpaBOBbIE aKThl, | peryJIMPYIOLIME OTHOUIEHUS B
yuer peryiupymoiue cepe OyxraaTepckoro yuera
SKOHOMHYECKOT |OTHOLIEHUs B chepe |mpu (dbopmMHupoBaHUU
0 cyObekTa c|OyXraiarepckoro AIIEKTPOHHBIX JOKYMEHTOB
UCIOJIb30BAaHUE |yueTa, npeamer, | (Koncynsrantllntoc, Iapanr,
M ITUPPOBBIX | OOBEKTHI, meto | Kontyp)
UHCTPYMEHTOB | OyXrajTepcKoro OpeaMeT, OOBEKTBI, METOJ
Y TEXHOJIOTHH  |ydeTa u €ro |OyXraiaTepckoro ydera M €ro
JJIEMEHTHI, AIIEMEHTHI B YCIIOBHSAX
TpeOoBaHuUs K|1UppoBO SKOHOMHUKH IS
0(OpPMIICHUIO nesnei (dbopMupoBaHUs
MIEPBUYHBIX CHUCTEMBI AIIEKTPOHHOTO
YUYETHBIX JIOKYMEHTO0000poTa
JTOKYMEHTOB 0 [’KOHOMHYECKOTO CyOhEeKTa
(axrax TpeboBaHus K OQPOPMIIEHUIO
XO34ICTBEHHOM AJIEKTPOHHBIX JOKYMEHTOB C
KHU3HH, TUIAH CYCTOB|IPUMEHEHHEM TPOTPAMMHBIX
OyXTanTepcKoro npoxayktoB Microsoft Office
ydera (Microsoft Word, Microsoft
KOHOMHYECKOTO Excel) m B Oyxranrepckoii
CYOBEKTa, nporpamme 1C Ilpeanpusitue
COBPEMECHHBIC 8.X, YCIIOBHS HCIIOJIb30BAaHUS
TEeXHOJIOTUU Pa3IMYHBIX BHUJIOB OUII
aBToMatusupoBanHo |(I[12I1, HOBII, K3II) pgas
i 00pabOTKH | moanMcanust AIEKTPOHHBIX
nHpopmarun JIOKYMEHTOB




IUTAaH CYETOB OyXTalTepCKOro

ydeTa HKOHOMHYECKOTO
cyOBeKTa TUIS enei
odopmIIeHUS

KOPPECTOHIUPYIOIINX CUETOB

B (¢opmMax  3JIEKTPOHHOH
IIEPBUYHOMN Y4ETHOU
JOKYMEHTaluu

CEPBUCHI 110 ABTOMATHUYECKOMY
BBOAY IMEPBUYHBIX YYETHBIX
JIOKYMEHTOB B OyXTaJTepCKOM
nporpamme 1C Ilpennpusrue
8.X (Jetlex, Entera Pro, Efsol
3arpy3ka  JOKYMEHTOB  H
Gendalf)

I1Koc-2.2
MIPUMCHSIT
JIEHEKHOE
U3MEpPEeHUE
00BEKTOB
OyXraiarepckoro
ydera
OCYIIECTBIISTh
TEKYILYIO
TPYIITHPOBKY
¢dakToB
XO3SMCTBEHHOM
YKA3HU
HCIIOIL30BaHUEM
1M (HPOBBIX
WHCTPYMEHTOB
TEXHOJIOTUI

Ywmeer

IPUMEHSITh JICHE)KHOE
U3MEpPEHHE 00BEKTOB
OyXrajaTrepckoro ydera mpu
(dhopmMupoBaHUH
JIEKTPOHHBIX JIOKYMEHTOB,
C MNPUMCHCHUEM
IPOTPaMMHBIX  HPOJYKTOB
Microsoft Office (Microsoft
Word, Microsoft Excel) u B
OyXrajarepckoi nporpamme
1C Ilpeanpusrtue 8.X,

OCYIIECTBIATh  TEKYIIYIO
IPYIIHPOBKY ¢dakToB
XO3AMCTBEHHOW XW3HM IpHU
(dbopmMupoBaHUU

JNEKTPOHHBIX  MEPBUYHBIX
YUETHBIX JIOKYMEHTOB, C
MIPUMEHEHHEM

POrPaMMHBIX  IPOJYKTOB




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

COCTaBJISITh rpauk
3JIEKTPOHHOTO
JOKYMEHT0000poTa B

OKOHOMHYCCKOM CYG’BGKTG

HUCIIOJIB30BaTh TCXHOJIOINHU

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

UHTCIICKTE, (CEpBHCHI 110
ABTOMATUYECKOMY  BBOJIY
NIEPBUYHBIX JOKYMEHTOB B
1C Jetlex, Entera Pro, Efsol
3arpy3ka JOKyMEHTOB U

Gendalf)

I[1IKoc-2.3 Bnaneer
METOJaMU
HTOTOBOTO
00001eHnsT (paxKToB
XO3MCTBEHHOU
JKH3HM Ha CcYeTax
OyXrajaTepcKoro
ydera c
HCIOIb30BaHUEM
1 poBHIX
WHCTPYMEHTOB i
TEXHOJIOTHI

HaBbIKAMU paboThI c
IPOrpaMMHEIMU  IIPOAYKTaMU
Microsoft Office (Microsoft
Word, Microsoft Excel) mpu
COCTaBIEHUM  DJJIEKTPOHHBIX
YUYCTHBIX JOKYMCHTOB B
nporecce HUTOTOBOTO
00001eHus ¢dakToB
XO3SIMCTBEHHOM  JKM3HHU  Ha
cyerax OyXrajaTepcKoro y4yera
C MCIIOJIb30BaHUEM

HaBBIKAMH paboThI c
OyXraJaTepckoil mporpammon




1C Ilpennpustue 8.X mpu

COCTaBJICHUH MEPBUYHBIX
YUETHBIX JOKYMEHTOB, B TOM
qrcie AIIEKTPOHHBIX
JOKYMEHTOB B  IIpoliecce
ATOrOBOI'O 000011EeHN
dakToB X03UCTBEHHOU
KU3HH Ha cyerax
OyXrajaTepckoro ydera ¢
UCIIOJIb30BaHUEM

HaBbIKaMU  (hopMupOBaHUS,
NOANMCAHUA W Iepenadu
JJIEKTPOHHBIX  JOKYMEHTOB
4yepe3 CUCTEMY JJIEKTPOHHOIO

JIOKyMEHTO000pOTa
IPEANPUATHS, OIIepaTopoB
3JIEKTPOHHOTO
JOKYMEHTO000pOTa u

WHTEPHET-0ECYPCHI.

HaBbIKaMHU HUCIIOJIB30BaHUA
CEpPBUCOB o
ABTOMATHYCCKOMY BBOAY
MNEPBUYHBIX TOKYMCHTOB B
OyXraJTepcKkyl Iporpammy
1C [Ipeanpusitue 8.X,
OCHOBAHHBIX Ha
HNCKYCCTBCHHOM HUHTCJIJICKTC
(Jetlex, Entera Pro, Efsol
3arpy3ka  JOKYMEHTOB U
Gendalf)
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4. CTpyKTYypa " coepkaHue TUCHUILTHHbI

4.1. Pacnpedenenue mpyooemKocmu OUCYUNIUHBL RO 6UOAM PADOM nO

cemecmpam

O6mass Tpy10EMKOCTh JUCHUIUIUHBI cocTaBisgeT 3 3ad.ed. (108 wacoB), ux
pacmpeiesieHre 1Mo BuaaM padoT 1o ceMecTpaM IpeJICTaBIICHO B TabuIie 2.
dopMoli TIPOMEKYTOYHOTO KOHTPOJISI 3HAHWK CTYACHTOB I10 JIHUCIUIUIMHE

ABIIACTCA 3Q4€T.

Tabnuma 2
Tpynoémkoctb
Buj yueGHoit padoThl yac., B 1A
Beero/* 1o ceMecTpam
Ne 5
O011ast TPYI0EMKOCTb JUCIUILIMHBI 110 YI€OHOMY ITUIAHY 108/4 108/4
1. KonrakTHas padora: 24.25/4 24,25/4
AyauTopHas padora 24.25/4 32,25/4
8 MOoM yucine:
aexyuu (J1) 12 12
npaxmuyeckue 3ausamus (113) 12/4 12/4
KOHMAKmHas paboma na npomedxcymounom konmpone (KPA) 0,25 0,25
2. CamocrositesasHasi padora (CPC) 83,75 83,75
camocmosmenbHoe u3yieHue pazoenos, Camono02omosKa 74,25 74,25
(npopabomka u noemopeHue 1eKYUOHH020 MAmepuald u
mMamepuana y4eOHUKo8 u yueOHbIX nocodutl, N0020MoeKa K
NPAKMUYECKUM 3AHAMUIM)
Iloozomoska k 3auemy (KOHMpoO.v) 9 9
Bua npomMexxyTOYHOT0 KOHTPOJIS: 3auet
* B TOM 4HCJE IIpaKTU4YCCKas MoJAroToBkKa
4.2 Cooepotcanue OucyuniuHl
Tabmuma 3
TemaTnyeckuii NUIaH y4eOHOM TMCIUTIIHMHBI
AynurTopHasi padora BreayuropHas
HaumenoBaHue pa3ie/ioB U TeM Beero pabora CP
JM CIUTLINH JI 13 IIKP
Bcero/*
Paznen 1 «/JlokymeHnToodecneyenue 48 6 6 36
yIpaBJIeHYECKOii 1esITeIbHOCTH B
YCJIOBUSIX HU(DPOBOIT IKOHOMUKH»
Tema 1. «CymHOCTb U 3HaUEHUE 12 2 2 12
AIIEKTPOHHOTO JIOKYMEHTA B YCIOBHSAX
U(pPOBON IKOHOMUKH. YHHUPUKALUS U
CTaHJAPTHU3AIHSI JOKYMEHTOB)
Tema 2. «IIpaBuna cocraBiaeHus U 12 2 2 12
00pabOTKH AJIEKTPOHHON JOKYMEHTAIINH C
NpUMEHEHHUEM IIU(DPOBBIX TEXHOJOTHIA U
NporpaMMHBIX poaykToB Microsoft Office.
[TpumMeHeHue >MeKTPOHHOM LU POBOIA
TIOJTITACH
Tema 3. «Opranuzanus 3J1eKTPOHHOTO 12 2 2 12
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BueayauropHas

AyauTopHasi padoTa pa6ora CP

HaumeHoBaHue pa3jieioB U TeM Beero
JUCIUIIINH J 113 IIKP
BCero/*

JIOKyMEHTO000pOTa U XpaHEHUE
JJIEKTPOHHBIX JOKYMEHTOBY

Pa3nen 2. «1eKTPOHHBIH 50,75 6 6/4 38,75
JOKYMEHTO0000pPOT B yIIpaBJeHYeCKOM
NeSITeJIbHOCTH 10 YUeTy pa3IHudHbIX
00BbEeKTOB 0yXIraJTepcKoro yuera B
YCJIOBUSX HU(PPOBOIi IKOHOMUKH»

Tema 4. «®opmupoBanue 20 2 2/1 16
OpraHu3alMOHHO-PACTIOPSIUTEIBHOM,
OpraHU3aIMIOHHO-TIPAaBOBOM JOKYMEHTAIUH,
UH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB
U JITIOBBIX MHCEM C HCTOJIb30BAHUEM
nporpaMMHBIX poaykToB Microsoft Office
u B Oyxranrepckoii mporpamme 1C
[Tpenmpusitue 8.X»

Tema 5. «®opmupoBanue J0KyMEHTAIHH 18 2 2/1 14
10 TPYJOBBIM OTHOIICHUSIM, CHAOKEHUIO U
COBITY C UCTIOJIb30BAaHUEM MPOTPAMMHBIX
npoaykToB Microsoft Office u B
Oyxranrepckoit mporpamme 1C
[Tpenmpusitue 8.X»

Tema 6. «KABTOMaTU3UPOBAHHBIN BBO/I 12,75 2 2 8,75
MIEPBUYHBIX YYETHBIX JIOKYMCHTOB B
Oyxranrepckyto mporpammy 1C
[Mpeanpustre 8.X ¢ UCNOIb30BaHUEM
TEXHOJIOTMI HICKYCCTBEHHOT'O MHTEJUIEKTA
(cepBHCHI TTO ABTOMAaTHYECKOMY BBOTY
nepBuuHbIX JokymMeHTOB B 1C Jetlex, Entera
Pro, Efsol 3arpy3ka 10kyMeHTOB U

Gendalf)»

KonTakTHas paboTa Ha IPOMENKYTOUHOM 0,25 0,25

kontposie (KPA)

[ToaroroBka K 3a4ery 9 9
Bceero 108 12 12/4 0,25 83,75

* B TOM 4HCJE IMpaKTU4YECKas MmoJAroToBKa

Paznea 1. «JlokymMeHTOOOCCTICUEHHE YIIPABJIEHYECKOI 1eATeILHOCTH B YCJIOBHAX
U POBOM IKOHOMHUKH

Tema 1. «CymiHOCTb M 3HAYEHHE JIEKTPOHHOI'0 IOKYMEHTA B YCJIOBHAX
MG poBOH IKOHOMHUKHN

IToHsATME DIEKTPOHHOIO JOKYMEHTa M €ro MECTO B YIIPaBJICHYECKON
NeSATEIbHOCTH B YCIOBUSIX LIMPPOBON SKOHOMUKHU.

Knaccudukanus mnepBUUHBIX JOKYMEHTOB: 10 Ha3HAYEHUIO, MOPSAKY
COCTABJICHMSI, COJEPKAHUIO XO3SMCTBEHHBIX OINEpaluid, Ccrnocody OTpaKeHus
ornepanuid, MECTy COCTABJICHMS W TMOPSAIAKY 3alOJIHEHHs. YHUQUIHMPOBAHHBIE U
CaMOCTOSITENIbHO  pa3paboTaHHble (OPMBI TMEPBUYHBIX YUETHBIX JIOKYMEHTOB.
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TpebGoBanus k popMe MEPBUIHOTO TOKYMEHTA. BegoMcTBeHHBIE (hOpMBI. PEKBH3UTHI
NEPBUYHBIX JOKYMEHTOB: 0Os3aTenbHble W JgomnonHutensHbie. OCBY  27/2021
«J1oKyMEHTBI U TOKYMEHTOOOOPOT B OyXTalITepCKOM yUyeTe)

Tema 2. «[IpaBuiia cocTaBjieHUus: 1 00pPadOTKM IJTEKTPOHHOM JOKYMEHTALMH C
NnpuMeHeHneM HU(POBHIX TEXHOJOTHA ¥ MPOrPaAaMMHBLIX NPOAYKTOB Microsoft
Office. IIpumeHeHue JIEKTPOHHON HU(PPOBOI MOAIMUCH)

OcHoBHBIC TpeOOBaHMS IPH 3aMOJHEHUHM JOKYMEHTOB B DJICKTPOHHOM BHJIE.
[IpoBepka U oOpaboTKa JIOKYMEHTOB B OyXrajaTepuu: IO CYIIECTBY, (popmMaibHas,
IPYIINHUPOBKA, apudmeTnyeckas MpoBepKa, TaKCUPOBKA, KOTHUPOBKA. BHeceHue
HCTIPABJICHUM B 3JICKTPOHHBIE JOKYMEHTHI. [lepeBo JOKYMEHTOB Ha PYCCKUM SI3bIK.

®denepanpHbiii 3ak0H 0T 06.04.11 Ne 63-®3 «O06 »1EKTPOHHON TOAITUCK.
[IpaBuna mMOANMMCH SJICKTPOHHBIX MEPBUYHBIX YYETHBIX JOKYMEHTOB. Buasl
AIEKTPOHHOMN IO AITMCH: npocras 3JIEKTPOHHASA MOJIINCE; YCUJICHHAs
HEKBaM(PUITMPOBAaHHAS DJICKTPOHHAsI TMOJIKUCH; YCWICHHas KBalu(pUIMpoBaHHAs
ANEKTpOHHAs mnoAnuch. OO0JacTH TPUMEHEHHUS PA3TUYHBIX BUJIOB 3JIEKTPOHHBIX
noanucel. OO0A3aTeNBHOCTh NPUMEHEHUS KBATU(DUIMPOBAHHON  3JIEKTPOHHOU
noanucu. [IpaBo noAnucH NEpPBUYHBIX YUETHBIX JOKYMEHTOB.

Tema 3. «Opranusanus 3JIEKTPOHHOT0 JOKYMEHT0000POTa M XPAHEHHE
3JIEKTPOHHBIX TIOKYMEHTOB)
[Iopsmok ¥ CpPOKM XpaHEHHS DJIEKTPOHHBIX MEPBUYHBIX JIOKYMEHTOB.
DNEeKTPOHHBIA JTOKYMEHTOOOOPOT. CXEMbI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Mpu
paznuuHbIX (popmax Oyxranrepckoro ydera. CocraBieHue rpaduka >JIeKTPOHHOTO

JIOKyMEHTO000pOTA.
Hcnonp3oBanne HUGPPOBBIX TEXHOJOTHM Mpu (OPMUPOBAHUM W NEpeadyu
DIEKTPOHHOM  JOKYMEHTalMM  OpraHU3aluu. OnepaTtopsl  DJIEKTPOHHOTO

TOKyMeHTooOopoTa. Peectpe 10BEpEeHHBIX ONEpPaTOPOB IOPUAMYECKH 3HAYMMOIO
AIIEKTPOHHOTO JOKYMeHT0000poTa Ilopsiiok U3BATHS SJIEKTPOHHBIX TOKYMEHTOB.
BoccranoBinenue u 100QOpMIIEHHE AJNEKTPOHHBIX JOKYMEHTOB. CpOKH XpaHEHHs
AJNEKTPOHHBIX JOKYMEHTOB. (OTBETCTBEHHOCTbh 3a HApYILIEHHWE CPOKOB XpPaHEHUS
NEPBUYHBIX JOKYMEHTOB.

Pa3znes 2. «1eKTPOHHBII JOKYMEHTO000POT B YIIPABJIEHYECKOI 1eATeIbHOCTH
M0 y4YeTy Pa3JIMYHbIX 00bEKTOB OyXTraJTepCcKOro yuera B yCJI0BUAX HM(PPOBOi

IKOHOMUKI»))

Tema 4. «®PopMupoOBaHNe OPTrAHU3ALMOHHO-PACTIOPSIAUTEILHOIM,
OPraHN3alMOHHO-NIPABOBOM JOKYMEHTAMH, HH(POPMAIUOHHO-CIIPABOYHBIX
JOKYMEHTOB U JAeJIOBbIX IIHCEM € HCIO0JIb30BAHHEM NPOrPAMMHBIX NPOAYKTOB
Microsoft Office n B 0yxraarepckoii nporpamme 1C Ipexnpustue 8.X»

Bunbl opraHu3annoHHO-paCOpSIIUTEIFHON JTOKyMeHTanuu. TpeboBaHUS K
OpraHU3alOHHO-PACIIOPSIIUTENBHON JOKyMEeHTalu. [1opsa1ok 1 3Tamnsl MOArOTOBKU
pacnopsiAUTeIbHBIX JTOKyMEeHTOB. [lopsmox 3amonHeHust ¢opM OpraHHU3alMOHHO-
pacnopsiIUTENLHON JOKYMEHTAlMM C HMCIOJIb30BAaHUEM IMPOTPAMMHBIX MPOIYKTOB
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Microsoft Office (Microsoft Word, Microsoft Excel) u B Oyxranrepckoii mporpamme
1C Ilpennpustue 8.X.

Bunsr OpPTraHU3alMOHHO-TIPABOBOU JIOKYMEHTALIUU. TpeboBanus K
OpraHU3allMOHHO-TIPAaBOBOM  JIOKyMeHTanuu. [lopsmok u  3Tambl  HOJATOTOBKH
OpraHU3allMOHHO-TIPABOBBIX JTOKYMEHTOB. [lopsSAoK 3amojiHeHHs] OpraHU3alMOHHO-
IIPABOBOM JOKYMEHTAIIMU C WCIOJL30BaHUEM IPOrPaMMHBIX MpoaykToB Microsoft
Office (Microsoft Word, Microsoft Excel) u B Oyxranrepckoit mporpamme 1C
[Tpennpusitue 8.X.

Bunpl  uHGOpMAalMOHHO-CIIPABOYHOM  JTOKyMeHTauuud. TpeOoBaHuA K
MH()OPMAIMOHHO-CIIPABOYHON JOKYMeHTanuu. [lopsimok W 3Tambl  MOATOTOBKH
WH()OPMAIMOHHO-CIIPABOYHBIX  JIOKyMeHTOB.  llopsmoxk  3amonmHeHust  ¢opm
MH(OPMAIMOHHO-CITPABOYHON JTOKYMEHTAIlMU C HCIOJIb30BAaHUEM IPOTPAMMHBIX
npoaykroB Microsoft Office (Microsoft Word, Microsoft Excel) u B 6yxranrepckoi
nporpamme 1C Ipennpusitue 8.X.

Buasl nenoBeix nucem. TpeOoBaHusi K A€NOBBIM nmuchMam. [Topsimok U ATamsl
MOATOTOBKM  JENOBBIX muceM. [lopsgok 3amojiHEHUsT JEJOBBIX IMHCEM C
UCTIOIB30BaHUEM TporpaMMHBIX mpoaykroB Microsoft Office (Microsoft Word,
Microsoft Excel) u B 6yxranrepckoit mporpamme 1C [pennpusitue 8.X.

Tema 5. «®@opmupoBaHMe JAOKYMEHTAUMH IO TPYIAOBbIM OTHOLICHHUSIM,
CHA0KEHHUI0 U COBITY C MCIOJIb30BAHMEM INPOrPAMMHBIX NPOAYKTOB Microsoft
Office u B Oyxraarepckoii nporpamme 1C Ilpennpusitue 8.X>»

Buel kaipoBbIX TOKyMEHTOB. Y HU(GUIUPOBAaHHBIE (POPMBI IEPBUYHOMN YUETHON
JOKYMEHTalMU 10 y4eTy TpyAa M e€ro omiarsl. GopMHpOBaHUE JUYHOIO JI€ja IO
paboTHUKY. [Tops10K 1 3Tarbl MOArOTOBKHM MPUKA30B 10 JIMYHOMY cocTaBy. [lopsaok
3al0JHEHUSI JOKYMEHTAalUd [0 TPYIOBBIM OTHOLIEHUSAM C HCIIOJIb30BAHUEM
nporpaMmMubix mpoaykroB Microsoft Office (Microsoft Word, Microsoft Excel) u B
oyxrantepckoil nporpamme 1C Ilpennpusitue 8.X.

JIoroBopbl ¢ KOHTpareHTaMu. Y HU(ULIUPOBAHHbBIE (POPMBI IEPBUYHON yUETHOMN
JOKYMEHTAIlMM 110 YYETy pPEaJIU3aluu CEJIbCKOXO3SMCTBEHHOW NPOAYKIUU U
NPUOOPETEHUIO MaTEPUATbHO-ITPOU3BOACTBEHHBIX 3aM1acOB.

[Topsimok 3amonHeHuss (OpPM MEPBUYHON YYETHOM ITOKYMEHTAIMU MO Y4YeTy
CEJIbCKOXO3SIMCTBEHHOW IPOAYKLUMU M CBIpbA C MCIIOJIB30BAHUEM IIPOTrPAMMHBIX
npoayktoB Microsoft Office (Microsoft Word, Microsoft Excel) u B Gyxrantepckoit
nporpamme 1C I[pennpusitue 8.X.

IIpumenenne nNEpBUYHOM YYETHOW JOKYMEHTAMU IO Y4YE€Ty JKUBOTHBIX.
[Topsimox 3amonmHeHust (opM MEPBUYHON YYETHOM JOKYMEHTallMd 1O YYeTy
KMBOTHBIX C HCIOJB30BaHHEM MporpaMMHbIX mpoaykroB Microsoft Office
(Microsoft Word, Microsoft Excel) u B 0yxrantepckoit mporpamme 1C Ilpeanpusitue
8.X.

Tema 6. K<ABTOMATH3UPOBAHHBbIH BBOJ NEPBUYHBIX YYETHBIX IOKYMEHTOB B
oyxraarepckyw mporpammy 1C Ilpeanpusitue 8.X ¢ wucnojab3oBaHueM
TEXHOJIOTMH HCKYCCTBEHHOI0 MHTEJIEKTa (CepBHCHI MO ABTOMATHYECKOMY
BBOAY mnepBU4YHbIX A0KyMeHTOB B 1C Jetlex, Entera Pro, Efsol 3arpyska
noxkymeHnToB u Gendalf)»
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TexHoNOTMM UCKYCCTBEHHOTO HHTEIJIEKTa, KaK CIOCcO0 aBTOMATHU3AallMH BBOJ
NEPBUYHBIX YYETHBIX JOKYMEHTOB B Oyxranrepckyto mporpammy 1C Ilpenmpusitue
8.X. Pacno3HaBanue nokymeHrta. Tumnbl U (GopMatbl 00padaThIBa€MbIX JTOKYMEHTOB.
CpaBuenue Jetlex, Entera pro, Efsol 3arpy3ka nokymentoB u Gendalf: mocronHctBa u
HEJOCTAaTKHU.

4.3 Jlekyuu/npaxmuyueckue 3aHamus

Tabmuma 4
Conepmaﬂne .]'IGK].[HVI /HpaKTI/I‘-leCKI/IX 3aHATHH U KOHTPOJIBHBIC MCPOTIPUATHUS
®opmupye
Mble
Ne u Ha3BaHMe J1eKmil/ KoMmIieTeH | Buj koHTpo/ILHOTO Koarso
Ne /i Ne paznena . Yacos/
NPAKTHYECKHX 3aHATHI 1110 MepOoNpUSITHS -
(MHIMKATO
pbY)
1 Paznen 1 «/lokymenToodecneueHne yrnpapJjieH4eCKOH 1eATeJIbHOCTH B YCJI0BUSIX IM(PoBOoii
IKOHOMUKID)
Tema 1. «Cymrocts | Tema 1. «Cymmocts 1 3HaueHne | [TKoc-2.1 2
¥ 3HAUCHHE JIEKTPOHHOT'O JIOKYMEHTA B
IEKTPOHHOIO YCIIOBUSIX LIM(POBOIA
JIOKYMEHTa B SKOHOMUKH. Y HU(UKAIWMS 1
YCIOBUSIX IIM(POBOI | CTaHIAPTH3AIHS JIOKYMEHTOB)
SKOHOMHKH. Tema 1. «Cymmocts 1 3Hauenue | [1Koc-2.2 Jenosas urpa: 2
Vuuukanms u AJIEKTPOHHOTO JIOKYMEHTA B BBITIOJTHEHHE
CTaH/IAPTU3ALMS YCIOBUSIX LIM(POBOIA 3a/1aHUM C
JIOKYMEHTOB) SKOHOMHKU. YHUDHKALS 1 IIPUMEHEHUEM
CTaHAAPTU3ALMS JJOKYMEHTOB) MPOTPaMMHBIX
npoaykroB Microsoft
Office. Ompoc ¢
TIPUMEHEHUEM
IPOTPaMMBI
Mentimeter
2 Tema 2. dIpapmwma  |Jlexuus Ne 2. «ITpaBua [TKoc-2.1 2
COCTaBIIEHUS U COCTaBJIEHHS U 00pabOTKH
00paboTKH ANEKTPOHHOM JIOKyMEHTAIT|H C
JIEKTPOHHOM TPUMEHEHHUEM LIA(PPOBBIX
JIOKyMEHTALWH C TEXHOJIOTVH 1 IIPOTPaMMHBIX
HpUMEHEHUEM npoxykToB Microsoft Office.
1(POBBIX [ TprmeHeHue AIIeKTPOHHON
TEXHOJIOIUI U 1(POBOI MOITHCK
TIPOTPAMMHBIX IpaxkTuyeckoe 3ansitne Ne 2. | [TKoc-2.3 JlenoBast urpa: 2
npoxykroB Microsoft | «IIpaBuia cocTaBieHus 1 BBINIOJTHEHNE
Office. ITpumenenre | 0GpaGOTKHU MEKTPOHHOM 3ayIaHNH C
ATEKTPOHHOM JIOKyMEHTAIMH C IPUMEHEHHEM MIPUMEHEHUEM
1U(poBoil NOAMUCK | LIU(POBBIX TEXHOIOTHIA 1 MPOrPaMMHBIX
MPOrPaMMHBIX IPOJTYKTOB npoaykroB Microsoft
Microsoft Office. [Tpumenenve Office . Ompoc ¢
ANEKTPOHHOM (POBOIA TIPHMEHEHUEM
TIOJTITHCD TIPOTPAMMBI
Mentimeter
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®opmupye
Mble

Ne u Ha3BaHMe JeKmil/ KoMmriereH | Bua koHTposILHOrO Koa-so
Ne /i Ne paznena - Yacos/
NMPAKTHYECKUX 3AHSITHIA 117104 MeponpusITHs -
(MHIUKATO
pbY)
3 Tema 3. Jlexuus Ne 3. «Opranuzarys [TKoc-2.2 2
«Opranu3arys ANIEKTPOHHOTO
AJIEKTPOHHOIO JIOKyMEHTOO0O0pOTa 1 XpaHEeHHe
JIOKYMEHTOOOOPOTA U | MIEKTPOHHBIX JJOKYMEHTOBY
XpaHeHHe Ipaxruyeckoe 3ansitue Ne 3. | [TKoc-2.3 Ormpoc ¢ 2
ANEKTPOHHBIX «OpraHu3arys 3MeKTPOHHOTO HPUMEHEHUEM
JIOKyMEHTOB) JIOKyMEHTOO0O0pOTa 1 XpaHEeHHEe TPOrPAMMBI
3NEKTPOHHBIX JIOKYMEHTOB) Mentimeter,
TECTHPOBAHME C
UCTIOJIE30BaHUEM
cepsuca Online Test
Pad
4 Paznen 2. «/1eKTpOHHBII JOKYMEHTO000POT B YIIPABJIEHYECKOM 1eATeJIbHOCTH 10 Y4eTy
PA3IMYHBIX 00BEKTOB OYXTAJITEPCKOr0 Y4eTa B yCJIOBHSIX IIM()POBOI SIKOHOMUKID)
Tema 4. Jlexims Ne 4 [TKoc-2.1 2
«DopmupoBanue |«PopMUpPOBaHUE [TKoc-2.2
OpraHU3aIlMOHHO- |OpTraHU3aI[MOHHO- [TKoc-2.3
pacTopsiAUTENBHO | PACHOPSAUTENBHOM,
H, OpraHU3alMOHHO-IIPAaBOBOM
OpPraHU3aI[MOHHO- | JOKYMEHTAIUH,
MpaBOBOI WH(OPMAITMOHHO-
JOKYMEHTAIlUU, |CIPAaBOYHBIX JOKYMEHTOB U
WH(POPMALIMOHHO- | IEJIOBBIX ITHCEM C
CIPaBOYHBIX UCTOJIb30BaHUEM
JIOKYMEHTOB H MPOrPaMMHBIX TIPOJTYKTOB
nenoBbix iuceM ¢ | Microsoft Office u B
UCTIOJIB30BaHUEM |OyXTaJNTepCKOM porpamMme
IIPOrpaMMHBIX 1C Ilpennpusarue 8.X»
MIPOJIYKTOB IpaxkTuyeckoe 3ansitne Ne 4. | [TKoc-2.3 2/1
Microsoft Office | «Dopmuposanue JenoBas urpa:
U B OpTaHU3aIMOHHO- BBITIOJTHEHHE
OyXxranTepckoit pacropsiAUTEILHOM, 3aJIaHUM ¢
nporpamme 1C OpTraHU3aIMOHHO-TIPaBOBOM TIPUMEHEHUEM
[Tpennpusitue JOKYMEHTAIIH, HPOrpaMMHBIX
8.X» UHPOPMAIIMOHHO- npoykroB Microsoft
CIPABOYHBIX TOKYMEHTOB U Officeus
JIEJIOBBIX TTUCEM C OyXraiarepckoin
HCIOJIb30BAHUEM nporpamme 1C
MIPOTPaMMHBIX IPOAYKTOB [Ipemmpustie 8.X, B
Microsoft Office u B T.4. 4epe3
OyXTanTepCcKoi mporpamme KoH(epeH o Z00Mm
1C Ilpennpusrtue 8.X»
5 Tema 4. Jlexuust Ne 5. «@opmuposanne | [1Koc-2.1 2
«DopmupoBanue |uHpopmarmonHo-cripaBounbix | [TKoc-2.2
OpTaHHU3AI[MOHHO- | TOKYMEHTOB | JIeJOBBIX rceM ¢ | [TKoc-2.3
pacropsAUTENbHO |HMCIONB30BaHIMEM IPOrPaMMHBIX
i, npomykroB Microsoft Office u B
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Dopmupye
Mble
Ne u HazBaHMe JieKIMii/ KoMmriereH | Bua koHTposILHOrO Koa-so
Ne /i Ne paznena - Yacos/
NMPAKTHYECKUX 3AHSITHIA 117104 MeponpusITHs -
(MHIUKATO
pbl)
OpTraHM3aIMOHHO- | Oyxranrepckoid mporpavmve 1C
MPaBOBOI1 [Tpemmpusitue 8.X»
nokymenrauuy,  |Ilpaxkrudeckoe 3ansitue Ne 5. | [1Koc-2.3 2/1
UHPOPMALMOHHO- |«DopMUpoOBaHHE JlenoBast urpa:
CIIPABOYHBIX OpTraHU3aIMOHHO- BBITIOJTHEHUE
JIOKYMEHTOB U pacropsIuTeIbHOH, 3a1aHui ¢
JICJIOBBIX IIUCEM C |OpraHU3alMOHHO-TIPABOBOM WCTIONB30BAHUEM
UCIIOJIb30BAaHUEM | TOKYMEHTAIUH, MPOTPaMMHBIX
IPOTrPaMMHBIX nHGOPMAIIMOHHO- npoykroB Microsoft
MPOJYKTOB CIPAaBOYHBIX JOKYMEHTOB U Officeus
Microsoft Office | nenoBbIX mHceM ¢ OyXramepcKoi
U B HCMOJIb30BAHUEM nporpamme 1C
Oyxraiarepckoin IIPOTPaMMHBIX IIPOAYKTOB [pemnpustue 8.X, B
nporpamme 1C Microsoft Office u B T.4. Yepe3
IIpeanpusitue OyXxrajiarepckoil mporpamme KoH(epeHIro Z00m
8.X» 1C Ilpennpusrue 8.X»
6 Tema 8. Jlexuus Ne 8. [TKoc-2.1 2
«ABTOMAaTU3UPOBaHH | «(ABTOMAaTH3UPOBAHHBIN BBO] ITKoc-2.3
I BBOJI IICPBHYHBIX | TIGPBUYHBIX YUCTHBIX
YYETHBIX JOKyMeHTOB B cuctemy 1C ¢
JIOKyMEHTOB B WCTIONIB30BaHUEM TEXHOJIOTUIIA
OyXTalTepCeKyto WCKYCCTBEHHOT'O MHTEJIIEKTa
nporpammy 1C (cepBHCHI IO ABTOMATUYECKOMY
[Mpemnpustiie 8.X ¢ |BBOMY MEPBUYHBIX JJOKYMEHTOB
HICTIOJIL30BAaHHUEM B 1C Jetlex, Entera Pro, Efsol
TEXHOJIOTHI 3arpy3Ka JJOKyMEHTOB U
HCKYCCTBEHHOTO Gendalf)»
VHTEIUIEKTA IIpakTuueckoe 3ansiTue Ne 8. | I1Koc-2.1 JlenoBast nrpa: 2/1
(cepBHCHI TIO «ABTOMATH3UPOBAHHBIN BBOIT [TKoc-2.3 BBITIOJTHEHUE
ABTOMATUYECKOMY | TIEPBUYHBIX YUETHBIX 3a1aHui ¢
BBOJLy IEPBUYHBIX | JOKyMEHTOB B crctemy 1C ¢ TIPUMEHEHUEM
JOKyMeHTOB B 1C HCTIONTB30BaHUEM TEXHOJIOTUIA MPOrPAMMHBIX
Jetlex, Entera Pro, HCKYCCTBEHHOTO MHTEIUIEKTA npoykroB Microsoft
Efsol zarpy3ka (CepBHUCHI IO aBBTOMATHYECKOMY Officeus
JIOKYMEHTOB U BBOJTY TIGPBUYHBIX JIOKYMCHTOB OyXrairepcKon
Gendalf)» B 1C Jetlex, Entera Pro, Efsol nporpamme 1C
3arpyska JJOKyMEHTOB 1 [Tpemmpusite 8.X, B
Gendalf)» T.4. 4epe3
KoHbepeH o Z00Mm
* B TOM YHCIIE IIpaKTU4YECKasd MoJAroToBKa
Tabnuma 5

HepequL BOIIPOCOB JJIsl CAMOCTOATC/IBHOI0O N3YYCHUHA TUCHUILIINHBI

Ne Ilepeyennb paccmaTpuBaeMbIX BOIIPOCOB I
Ne paznena u Tembl
n/n CaMOCTOSITEJILHOT0 U3YUYeHHs
Paznen 1 «/lokymeHToOGecieyeHHe YIPaBJIEHYECKOH JIeATEILHOCTH B YCJIOBHSIX 1LM(POBOii
KOHOMMKID)
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Ne paznena u Tembl

Ilepeuens paccMaTpuBaeMbIX BOPOCOB JJIsI

n/n CaMOCTOSTEIbHOT0 H3YYeHUsl

1. |Tema 1. «Cymuocts 1 | O0mue TpeOOBaHUA K OyXTalITepCKUM JOKYMEHTaM.
3HAUCHHE ANIEKTPOHHOTO | 3HayeHus Oyxrantepckux gokymeHToB. Kimaccudukarms
JTOKyMEHTa B YCIOBHAX | OyXTaiTepcKuX JOKYMEHTOB. BemoMcTBeHHbIE (hOPMBI
¢ poBoit HKOHOMHKH. | JIEKTPOHHBIX JOKyMeHTOB. [lepeBoa nepBUYHBIX
Yuauduxanus U | TOKyMeHTOB Ha pycckuii s3bIK. [IKoc-2.1 [TKoc-2.3

CTaHJapTu3anusa JOKYMCHTOB»

2. | Tema 2. «IIpaBuiia | IIpaBo MOANMCH NEPBUYHBIX YYETHBIX JOKYMEHTOB.
coctaBieHuss U 00paboTku | O6sacTH NPUMEHEHMSI Pa3JInYHbIX BUAOB 3JIEKTPOHHBIX
9JIEKTPOHHON JOKyMeHTanuuu c | noanucei. CriocoObl ToKa3pIBaHUS (PaKTa COBEPIICHUS
IIPUMEHEHUEM U(POBBIX | XO35MCTBEHHOM OIEpaluy PH OTCYTCTBUU HAJUIEkKAIUM
TEXHOJIOTUH ¥ TPOrpaMMHBIX | 00pa3oM 0POPMIICHHBIX IEPBUYHBIX YUETHBIX
npoayktoB Microsoft Office. | mokymenToB. [1Koc-2.1 ITKoc-2.3
IIpumeHeHue 3JIEKTPOHHOU
1M (GPOBOM NOIIHCH»

3 Tema 3. «Opranunzauus | OnepaTopsl AEKTPOHHOTO JOKyMeHTooOopoTa. [lopsaok
3JIEKTPOHHOIO U3BSATHS AIEKTPOHHBIX TOKYMEHTOB. OTBETCTBEHHOCTD 32

JOKYMEHTO000pOTa M XpaHEHHE
ANEKTPOHHBIX TOKYMEHTOBY

HapYIICHHE CPOKOB XPaHEHUS IEPBUYHBIX JOKYMEHTOB.
CocraBnenue rpaduka 3JeKTPOHHOTO IOKYMEHTO000poTa
1o o0bekTaM ydeta. BocctaHoBIeHHE U 100G OpMIICHHE
AIIEKTPOHHBIX IOKYyMEHTOB. CpPOKH XpaHEHUs
ueKTpoHHBIX TOKyMEeHTOB [1Koc-2.1, I1Koc-2.2, ITKoc-2.3

Pasznen 2. «JIeKTPOHHBIN JOKYMEHTO000POT B YNIPABJICHYECKO# AeATeJIbHOCTH 10 YYeTy PaIM4HbIX
00bEKTOB OyXTAJITEPCKOI0 Y4eTa B YCJIOBUSIX IIM(POBOI IKOHOMHUKID)

Tema 4. «®opmupoBaHue
OpraHU3alOHHO-
pacnopsAUTEIbHOU,
OpraHU3alMOHHO-TIPaBOBOM
JOKYMEHTAI1H,
MH(}OPMALIMOHHO-CITPABOYHBIX
JIOKYMEHTOB U JIENIOBBIX ITHCEM
C MCTIO0JIb30BaHUEM
IIPOrPaMMHBIX IIPOJYKTOB
Microsoft Office u B
Oyxrantepckoii mporpamme 1C
[Ipenmpusitue 8.X»

3anosHeHUe C MPUMEHEHHEM IPOTrPaMMHBIX IPOIYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel) u B
Oyxrantepckoit mporpamme 1C IIpenmpusitue 8.X
OpraHU3alMOHHO-PACIOPSAAUTENIHOM U OpraHM3alMOHHO-
NPaBOBOM JIOKyMEHTAllUU. 3alojHEHUE C MPUMEHEHUEM
nporpaMMmHBIX npoaykToB Microsoft Office (Microsoft
Word, Microsoft Excel) u B Oyxranrepckoil mporpamme
1C IIpenmpustue 8.X uH(MOPMALMOHHO-CIPABOYHBIX
nokymenToB. [1Koc-2.1, [TKoc-2.3

Tema 5. «®opmupoBanue
JOKYMEHTAIUH 110 TPYAOBBIM
OTHOIICHUSM, CHA0XKEHUIO U
COBITY C HCTIOJIb30BaHUEM
IIPOrpPaMMHBIX IPOJYKTOB
Microsoft Office u B
Oyxrantepckoii mporpamme 1C
[Ipeanpustue 8.X»

3anonHeHUe ¢ NPUMEHEHUEM IPOTrPaMMHBIX IPOIYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel) u B
Ooyxrantepckoii mnporpamme 1C Ilpeampusrue 8.X
MEPBUYHBIX YUETHBIX JOKYMEHTOB. COCTABJIEHUE IITATHOTO
pacriucanus; odopMmiIeHHs TpuemMa Ha paboTy H
yYBOJIbHEHUSI paboTHUKA; O(OpPMIICHHE JIMIEBBIX CUETOB
paOOTHUKOB; OGoOpMIIEHHE OTIYCKOB, HAYUCICHUH U
BbIIUIAT paboTHUKaM. 3alojHeHHEe C MPUMEHEHUEM
nporpamMMmHBIX mpoayktoB Microsoft Office (Microsoft
Word, Microsoft Excel) u B 6yxrantepckoii mporpamme 1C
[Tpenmpuste 8.X NEPBUYHBIX YYETHBIX TOKYMEHTOB: IO
yUeTy JICHEe)KHBIX CPE/ICTB Ha paCUETHBIX CUETaX, MO y4eTy
IPOAYKIIMM PAcCTEHHEBOJACTBA M KUBOTHOBOJCTBA; YUYETYy
pe3yJbTaTOB  MHBEHTAPHU3ALMU  CEIbCKOXO35HCTBEHHON
IPOAYKIMH; YYETY pealn3alMi CEIbCKOXO03SMCTBEHHOMN
IPOAYKIMH; JABMXKEHHIO JKMBOTHBIX Ha BBIPAIIMBAHUM U
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Ne IlepeueHb paccMaTPpUBAEMbIX BOIIPOCOB IS
Ne paznena u Tembl p p p p a

n/n CAMOCTOSITEJILHOI0 M3Y4YCHHUS
otkopme. [TKoc-2.1, TTKoc-2.3

6 Tema 6. 3arpy3ka B 1C Pacno3HaBaHue JOKYMEHTOB W BHEJIPEHHE
«ABTOMaTU3UPOBAHHBINA BBOJ UX B OJCKTPOHHBIA JOKYMEHTOOOOPOT OpraHu3alllu.
MIEPBUYHBIX YUYETHBIX 3arpy3ka pacro3HaHHBIX JOKYMEHTOB B OyXraiaTrepckoil
JIOKYMEHTOB B Oyxrantepckyto | mporpamme 1C Ilpennpusrue 8.X ¢ HCIOIB30BaHHEM
nporpammy 1C Ilpennpusrue IIPOYMX CEPBUCOB 10 ABTOMATHYECKOMY BBOJAY IEPBHUYHBIX
8.X ¢ ucnonbp30BaHUEM nokymenToB B 1C. [1Koc-2.1, I1Koc-2.3

TEXHOJIOTUI UCKYCCTBEHHOTO
WHTEJUIEKTa (CEpPBUCHI MO
aBTOMAaTUYECKOMY BBOAY
IIEPBUYHBIX JOKYMEHTOB B 1C
Jetlex, Entera Pro, Efsol
3arpyska JJOKyMEHTOB U
Gendalf)»

5. O0pa3oBaTre/ibHbIE TEXHOJIOTHH

Tabmuma 6
IIpuMeHeHNe AaKTHBHBIX 1 HHTEPAKTHBHBIX 00Pa30BaTeIbHBIX TEXHOJOT U

e HanmeHoBaHMe HCIOJIb3YyeMBIX

u/n Tema u dpopma 3anaTHSA AKTHMBHBIX M MHTEePAKTHUBHBIX
00pa3oBaTeJIbLHbIX TEXHOJIOTHI

1. Pa3nen 1. Tema 3. «Opraam3anus snekrponnoro | JI | [IpoGnemuas nexuus
JIOKYMEHTO000pOTa U XpaHEHHE SJIEKTPOHHBIX
JIOKYMEHTOB

2. Tema 4. «®opMupoBaHue OPraHU3AIHOHHO- [13 | PaGoTa B MambIxX rpyIiax uepes
pacnopsaIuTENbHOM, OpraHU3allMOHHO-TIPABOBOM KoH(pepeHuo Z00m
JOKYMEHTaIUH, HH(POPMALMOHHO-CITPABOYHBIX
JIOKYMEHTOB M JI€JIOBbIX ITHCEM C MCII0Ib30BaHUEM
nporpaMmHbIX mpoayktoB Microsoft Office u B
oyxranrepckoit nporpamme 1C Ilpeanpusitue 8.X»

3. Tema 5. «@opMupoBaHUE TOKYMEHTALIUHU 110 I13 | PaboTa B MasbIX Tpymnmnax yepes
TPYZOBBIM OTHOIIIEHUSM, CHAOKEHUIO U COBITY C KoH(pepeHuuo Zoom
MCIIOJIb30BaHUEM IIPOTPAMMHBIX IIPOAYKTOB
Microsoft Office u B 6yxrantepckoii mporpamme
1C Ilpennpusarue 8.X»

6. Tekymuii KOHTPOJIb YCIIEBAEMOCTH U NIPOMEKYTOYHAA aTTECTALUSA 110
UTOraM OCBOCHUS JUCUUIJINHbBI

6.1. Tunoevie KOHMPOIbHbBIE 3A0AHUA UU UHbLE MAMEPUATIbL, HEOOX00UMbBLE 015
OUeHKU 3HAHUIL, YMEHUIl U HABBIKOG U (U/IU) ONbIMA 0eAmeIbHOCImU

1) TecThl VIS TEKYIIETr0 M MPOMEKYTOYHOT0 KOHTPOJISI 3HAHHI 00yYaI0IHXCSI

TectupoBanue opranusyercs ¢ npumeHenrnem cepsuca Online Test Pad.
[ToacueT UTOTOBBIX PE3yIbTATOB MPOU3BOIUTHCS ABTOMATH3UPOBAHHBIM CITOCOOOM.

1. JlokymeHTanus — 3710...
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a) TEpBUYHAS PErUCTpAIUsl ONEpalMil B MECTaX HUX CBEPIICHUS OTBETCTBEHHBIM
JULOM;

0) TepBUYHAS PETUCTpallUsl XO3IMCTBEHHBIX ONEpalii ¢ TOMOIIbIO JOKYMEHTOB B
MeCTaX UX CBEPIICHUSI OTBETCTBEHHBIM JIUIIOM;

B) NepeuuHAs  pecucmpauus  XO03AUCHEEHHBIX ONEPAuUil ¢  HOMOUIBIO
OOKYMEHMO8 U 8 MECmax UX C6ePUICHUAL.

2. JIoKkyMEHTUPOBaHHE — 3TO
a) CIUIOLIHOE OTPaXEHHUE PETUCTpaluu (aKTOB XO3SHCTBEHHOM KU3HH;

0) CcnOCOO CNIIOWIHO20 U HENPEPBIGHO20 OMPAICEHUS XO3AIICHIBEHHBIX Onepayuil
C Uenbi0 NOJIYYEHUA He0OX00UMBIX C6EOCHUIL 0 COGEPULAIOUAUXCA XO3ATICI EEHHBIX
AGNEHUAX.

B) CHocO0 CIUIONIHOM W HENpEepbhIBHOW peructpanuu (HakToB XO3SMCTBEHHOM
YKU3HHU IS [IOJIYYEHUS CBEACHHUM O COBEPIIAIOIINXCS X035 MCTBEHHBIX OIEPALUN.

3. OcHOBOI OYXTaNTEPCKOTO yueTa SBISIOTCS:
a) OTpaKCHHWE JTAHHBIX O XO3SMCTBEHHBIX OIMEPAIlAX B PETUCTPHI OYXTaITEPCKOTO

y4eTa Ha OCHOBE MHBEHTapHU3AIINHY;
0) ompadxcenue OAHHBIX O XO03AUCHMEEHHBIX ONEPAUUAX 6 NEPEUUHDBIX
O00KYyMEHmax cnocobom 00KyMeHmupo8anus,

B) y4Y€THas MOJUTUKA OpraHU3alUU.

4.91eKTPOHHBIN TOKYMEHT — 3TO:
a) JOKyMEHTHUpOBaHHas MH(OpMaIlWs, IPEJACTABICHHAS B AJIEKTPOHHOMN hopme s

nepeaayu no “HGOPMaIMOHHO-TEIEKOMMYHUKAIIMOHHBIM CETSIM;

0) JOKyMEHTHpOBaHHasi MH(MOpPMaILIKs, NPECTABICHHAS B JJIEKTPOHHOU Popme, TO
€CThb B BHJIE, MPUTOJHOM JJIi BOCIPUSITHUS YEJTOBEKOM C HCIOJIb30BAaHUEM
AJICKTPOHHBIX BBIYUCITUTEIIBHBIX MAIlIHH;

8) O0OKYMEHMUpPOBAHHAA UH@OpMAUUA, NPEOCMABNEHHAA 6 IJ1eKMPOHHOU
dopme, mo ecmv 6 e6uoe, NPUSOOHOM 01 GOCHPUAMUA UEI06EKOM C
UCNOIb306AHUEM IIEKMPOHHBIX GHIYUCTUMENbHBIX MAWIUH, 4 MmMaKxce 01
nepedauu  nO  UHGOPMAUUOHHO-MENEKOMMYHUKAUUOHHBIM  CemAM  UlU
00pabomku 6 UHGOPMAYUOHHBIX CUCHEMAX .

5. I'me mepevrciieHb OCHOBHBIE TPEOOBAHUS K YUCTHBIM JIOKYMEHTAM:
a) Deodepanvubiii 3axon om 06.12.2011 2. No 402-D3 «O byxeanmepcrom yuemen,

0) IlomokeHue 1Mo BeIEHUIO OyXTaITEPCKOTO y4eTa u OyXraaTepCcKol OTYETHOCTU
B P® 01 29.07.98 Ne 34H.
B) ['paxmanckom konekce Poccuiickoit @enepanuu.

6. I'ne nepeurciieHbl OCHOBHbBIE TPEOOBAHHUS K 3JIEKTPOHHBIM IOKYMEHTAM:

20



a) ®enepanbubiii 3ak0H 0T 06.12.2011 1. Ne 402-D3 «O OyxXranTepckoM ydeTey;

0) @eoepanvrviti 3axon om 27.07.2006 N 149-@3 «06 unpopmayuu,
UHDOPMAYUOHHBIX MEXHOTIO2UAX U O 3aujume UHDOPMaAyuu»,;

B) ['paxmanckom konaekce Poccuiickoit @enepanuu.

r) @enepanbHbiii 3akoH ot 6 ampens 2011 roma N 63-®3 «O0 31€KTpPOHHOM
TIOTTHCH.

7. MoryT M WCIOJIb30BaThCs COKpAICHUS TPU 3arOJHCHUHM TEPBUYHBIX YUETHBIX
JIOKYMEHTOB:

a) MOTYT;

0) He MOryT;

8) COKpawieHus 0O0NHCHBL OblMb 0OUENPUHAMBIMU,

I)  COKpalleHUs JOJKHBI ObITh YTBEPKJICHBI B YUETHON MOJIMTUKE OPraHU3AINH.

8. IlokazaTenu MOKyMEHTa, MOATBEPXKIAIOIIME (PAKT COBEPIICHUS XO3UCTBEHHOU
oTepaly, XapakTepu3yIolue coAepKaHrue U MpUIaloIIie I0OPUANYECKYIO CUITy 3TOU
oTepalvy Ha3bIBAIOTCS:

a) peKeuzumul,

0) ompaBaareny;

B) CBHUJCTEIHN

9. OTcyTCcTBHE OHOTO U3 00S3aTENBHBIX PEKBU3UTOB SIBIISCTCS HAPYIICHUEM:
a) HET, €CIIU €CTh ONpPaBIATEIbHbIA JTOKYMEHT;

0) 1a, ABIAETCS, HO 3a ATO HUYETO He OyJIeT;
B)  0a, AGIACMCA U MOMCEN CHIAMb RPUYUHOU WMPAPHBIX CAHKUUIL.

a) He meHee S iem
0) wue Menee 10 ner;
B) He MeHee 3 JieT.

11. Byxranrepckas (pruHaHCOBas1) OTYETHOCTh XPAHUTCS:
a) He MEHee S5 JeT

0) wue Menee 10 ner;

6) NOCMOAHHO.

2) Bonpochl 17151 MOATOTOBKHM K KOHTPOJIBLHBIM MEPOTIPUSTHSIM

Bomnpocs! k onpocy no teme 1. «CyIiHOCTh ¥ 3HAYEHHE IJIEKTPOHHOI 0
AOKYMEHTA B YCJIOBHAX UM(PPOBOH IKOHOMUKHU. Y HUPUKALMS U
CTAaHAAPTU3ALHUA TOKYMEHTOB)
1.laiiTe onpeneneHue JOKyMEHTALUN KaK 3JIEMEHTa METO/1a OyXralaTepcKoro y4era.
3 Haiite ompeneneHre TOKyMEHTaM KaK MaTepUajbHBIM HOCHUTENSM OyXTajaTepCKOn

uHdopMaIuu.
2. [laiiTe onpeneneHye dJeKTPOHHOTO IOKYMEHTA.
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3. Ha3oButre ocHOBHbIe TpeOOBaHUS, TNpPEIbSIBISIEMble K OyXraarepcKkum
JIOKYMEHTaM.

4. PaccMOTpeTh CTpOCHHE OYXTalnTepCKUX JOKYMEHTOB W MPUBEIUTE OCHOBHBIC
PEKBU3HTHI.

5. Byunth KiIacCHU(pUKAIUIO U MPUBECTU MPUMEPHI JOKYMEHTOB, OTHOCSAIIUXCS K
pa3HbIM KJIacCU(UKAIIMOHHBIM TPYTIIaM.

6. HazoBute opmbl Opranmu3aiiy paboThl ¢ JOKYMEHTaMH.

7. Kak mommkHa ObITh OpraHu30BaHa padoTa ¢ KOHPHUACHIINATHHBIMU JOKYMEHTAMH.
8. 3auem HeoOXoUMa CTaHAAPTU3AIMUS U YHUPUKALIUS TOKYMEHTOB

9. IlpuHIUITBI CTaHAAPTU3ANNN U YHU(DUKAIUN JOKYMEHTOB.

10. ®CBY 27/2021 «/lokyMeHTBI ¥ TOKYMEHTOOOOPOT B OYXTaJITEPCKOM yUETEe».

Bonpocsl k onpocy no teme 2. ««IIpaBuiia cocraBjieHusi 1 00padoOTKH
3JICKTPOHHOM JOKYMEHTALUH € IPUMEHEHUEeM HU(POBBLIX TEXHOJIOTMH 1
nporpamMMHbIX npoaykroB Microsoft Office. IlpumeHenne 3J1eKTPOHHOI

unu(poBoM MOAMUCH

1. Kakue 3akoHONATENIbHBIC AKThI PETYJIUPYET MpaBUja COCTABICHUS U TOAMUCH
ANEKTPOHHBIX MEPBUYHBIX YUETHBIX TOKYMEHTOB?
2. HazoBuTe BUbI 3JIEKTPOHHOW MOJIKUCH U YEM OHU OTJIMYAOTCA?
3. HazoBuTte 00acT NpUMEHEHHUSI PA3IMYHBIX BUJIOB JIEKTPOHHBIX MOAMHUCEH.
4. B xakoMm ciyyae 0053aTe€lIbHO NMPUMEHATHh KBATM(PHUIIUPOBAHHYIO AJIEKTPOHHYIO
MMOJIHNCH?
5. Kro Moxker o06manarh npaBoM TMOMANKMCH TEPBUYHBIX YYETHBIX JIOKYMEHTOB
opraHuzanuu’?
6. Kakue ocHOBHbIE TpeOOBaHMS TPEABABISIOTCS TMPU 3aMOTHEHUU TEPBUYHBIX
JIOKYMEHTOB B OYMa)KHOM H 3JIEKTPOHHOM BHJIE?
7. IIpoBepka u 00pabOTKa JOKYMEHTOB B OyXTaJITepUM: MO CYIIECTBY, (hopMasbHas,
IPYIIHUPOBKA, apuMeTHIECKasi MPOBEPKa, TAKCUPOBKA, KOTUPOBKA.
8. Kakue Tunmnynbie ommMOKHM, BO3HUKAIOT B TICPBUYHOM ydeTe?
9. Kak BHOCSTCS WCIIpaBICHUS B DJICKTPOHHBIE M OyMaKHbIC MEPBUYHBIC YUCTHBIC
JIOKYMEHTHI.
10. Kak ocymiecTBisieTcs nepeBo/ MEPBUYHBIX JOKYMEHTOB Ha PYCCKUM SI3bIK?

3) Ilpumepsnl 3aaHMii K MPAKTHYECKUM 3aHATHAM

JAEJIOBAS UTPA
«CO3JIAY TPEAITPUSITHE»

Baxneiimeli cOCTaBHOM 4YacThIO MPAKTHYECKOW JMESITEIBHOCTH Oyxranrepa
SBJIICTCS] IOKYMEHTHUPOBAHUE COOBITUI U (DaKTOB XO3SMCTBEHHOU JEATEIHLHOCTH, TO
€CTh TMOJroTOBKa M 0GOpPMIICHHE COOTBETCTBYIOIIUX JOKYMEHTOB. B peasbHbIX
YCIOBUSIX  JCUCTBYIOIIErO  MPEANPUSITHA  JOKYMEHTBHI  BBINOJHSIOT  CaMble
pa3zHooOpa3Hbie (YHKIIMH, B TOM 4YHCJE: YYETHO-OTYETHBIC, KOHTPOJIHHBIC,
MPAaBOBBIE, MCTOPUUYECKOTO CBHUJETEIBCTBA W T.JA., CIYXAaT LEHHBIM HCTOYHUKOM
HOBOM mH(MopManuu. [enoBas urpa «Co3gail npeanpusTUE» CIYKUT OCHOBOM st
YCBOCHHUS CTYACHTAMU Ha TNPAKTUKE TPaBWI TMOATOTOBKM JOKYMEHTOB H
pUOOpETEHNE HABBIKOB PAOOTHI C HUMH.
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Heau n 3axa4u Ae10Boii urpsl «Co3aai npeanpusTue»

Ieap ge10BOM MIPBI - OCBOCHUE CTYIAEHTAMM IPAKTHYECKHX HABBIKOB
co3lMaHus ¥ O(QOPMIICHHA BaXHEWIIUX JOKYMEHTOB B TpOIECCe HU3yUeHUs
TEOPETHUYECKOTO Kypca «JlokyMeHTaIbHOE obecrieueHue MPEIMETHON
JEATEIIBHOCTI.

CyThb 1€J10BOM MIPBI - YUPEKJIEHUE TPyNnon (0T 3 10 5 4enoBeK) CTYJEHTOB
YCJIOBHOTO MpEANPUATHS, JOKYMEHTHUPOBAHUE €ro perucrpanuu u
MIPOU3BOJICTBEHHO-XO35IMCTBEHHON AEATENBbHOCTU. [l 3TOro moj pyKOBOJICTBOM
MpernojiaBaresis M3 CocTaBa ydamuxcsi (OPMHUPYIOTCS YCIOBHBIE KOJUIEKTHBBI
yupenureneid. [lapainenbHo ¢ M3ydYEHHEM TEOPETUYECKHX OCHOB OPraHU3alluU U
BEJICHUS JOKYMEHTAJIBHOIO OOECHedYeHHs] B HUIpe OTpadaThIBAIOTCS TEXHUYECKHE
MPOIEAYPHI TPOXOKACHUS IOKYMEHTa HA Pa3HBIX UHCTAHIUAX: C MOMEHTA MIPUHSATHUS
pelIeHrs O MOATrOTOBKE /0 MoAnucaHus (YTBEPKICHUS), PETUCTpAlMd U OTIIPABKHU
anpecary. KpoMme Toro, urpa naer BO3MOYKHOCTb YYaCTHHUKAaM IPOYYBCTBOBAaTh U
OCO3HAaTh OCTPOTY M BaXXHOCTh MPOOJEMBbI B3aUMOJICUCTBUS HCIOIHUTEICH W
COMCIIOJIHUTENEH JOKYMEHTOB, a TakKe pa3JIMYHbIX CIyXO0 M CTPYKTYPHBIX
MOJpa3ACCHU, BOSHUKAIOIINX B UTPE.

3amaueit (pe3yibTaTOM) JEJIOBOM WIPHI SBISETCS pa3padOTKa KOMILJIEKTa
OTPEJAKTUPOBAHHBIX M CHAOXKCHHBIX HEOOXOAMMBIMH PEKBU3UTAMHU JOKYMEHTOB,
HareyaTaHHBIX Ha CTAaHJAPTHBIX JIUCTax OymMard v cPOPMUPOBAHHBIX B MANKy C
Ha3BaHHEM «/Jleso».

I[Ipy »>TOM CTyneHTaM pEKOMEHAYETCS Il  3aKpEIUICHHUS HaBBIKOB
MOJIb30BaHUSI TEKCTOBBIMH PEIAaKTOpaMU W THUIOBBIMH mporpammamu (MSWord,
MSOffice), ucrnonb30BaTh MEPCOHANBHBIN KOMIIBIOTEP.

HUcxoanas ungopmanus o 1eJ10BOi urpe

Ucxonnoit wunHpopmanmen s npenoBod urpsl «Co3mall  mpeanpusiTUe)
SBJIAIOTCS: JIEKIIMM TIPENoJaBaTens Mo JUCUUIUIMHE «JlokyMeHTanbsHoe obecneueHme
MpeaIMETHON aesitenbHOCTHY», crangapt ['OCT P 7.0.97-2016. HauumonanbHbI
craugapt Poccuiickoit ®enepanun. CucrtemMa cTaHIapTOB 10 UH(pOpPMAIUU,
OuONIMOTEYUHOMY U H3JaTelabCcKoMy JAeny. OpraHu3alrOHHO-paclopsauTeIbHAas
nokymeHTanusi. TpeOoBanus K odopmieHnto aokyMeHTOB" (yTB. IIpukazom
Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018) u npyrue
PEKOMEHyeMbI€ ITPENOIaBATEIEM HOPMATUBHBIE TOKYMEHTHI.

IIpeameT wWrpsl - COCTaBJIEHHE TEKCTOB, 3CKH3HOE NPOEKTHPOBAHHUE UX
oopmiieHHsI B BUJIE JIEKTPOHHOTO JIOKYMEHTa, Ha0Op, CUUTKA, PEIaKTUPOBAHHUE U
NeyaTaHUE OCHOBHBIX BHJIOB JOKYMEHTOB Ha KOMIIBIOTEPE C HCIHOJIB30BAHUEM
nporpaMMHBIX rpoaykToB Microsoft Office u B Oyxranrepckoii porpamme 1C Ipeanpusitue
8.X, popMupoBaHuE U3 HUX MaNKU ¢ Ha3BaHUEM «/leno».

OcHOBHBIE TApaAMeETPbI UTPbI:
/Jleynnanosocms uzpbul:
| m1an- ucnosHEeHHe YCIOBHBIX POl U pa3paboTKa YCIOBHBIX JOKYMEHTOB/
I IJIaH - BBIPA0OTKA PEAbHBIX MPAKTUUYECKUX HABBIKOB MO MOJrOTOBKE
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KOHKPETHBIX TOKyMEHTOB B cooTBeTcTBUH TpeboBanusimu ['OCT P 7.0.97-2016

Imanvl u nPOOOAIHCUMETLHOCHLY USPDL:

Henosas urpa «Coznail npeanpusaTre» paccuuTaHa Ha | ydyeOHbI cemecTp —
16 yacoB MpPaKTUYECKUX 3aHATUH.

Urpa BegeTcss B HECKOJIBKO 3TallOB, YEPEIyEMBIX padOTOM B ayAUTOpUU Ha
NPaKTUYECKUX 3aHATHIX U JJOMa, IIaBHBIE U3 KOTOPBIX:

1. dopmupoBaHue TPYII yupeauTenend mpeanpusatuid (rpymnma ot 3 a0 5
CTYJIEHTOB), BBISIBIICHUE WX MPEANPUHUMATEIILCKUX HHTEPECOB U >KEIATEIbHBIX
HaIpaBJICHUI AESITEIbHOCTU OYIyIIETro MPEANpUsTUs, BHIOOp THUIIa COOCTBEHHOCTH U
Ha3BaHUs Oyayiier GpupMel.

2. Opranuzanusi coOpaHusl ydpeauTesne U yudpexiaeHue (B Xoje
3acellaHus) MpeAnpusTHs BbIOPAHHOTO THUIA, YTBEPXKIEHUE €ro YcCTaBa,
pacrmpejielieHde poJied UIPOKOB U BBIOOPHI PYKOBOAMTENSA € OGOpMIICHUEM
[IpoTokosa coOpaHus yupeauTenei.

3. Pa3paboTka TOKyMEHTOB B MOpPSIKE MPUOPUTETHOCTH U OYEPETHOCTH
YCTAaHOBJICHHSI KOHTAaKTOB C OpraHaMy pErucTpalMy W y4deTa MpearpusiTu,
Ha3HAuY€HUs PAOOTHUKOB HAa JOJDKHOCTH, OpraHu3aliy pOU3BOJICTBEHHO-
XO35MCTBEHHON NIE€ATEIbHOCTH MPEANPUATHS, a TAKKE HAIAKUBAHUS KOHTAKTOB C
KJIIMEHTaMHU U MapTHEpPAMH IO HAMpPABIEHUAM JEATeIbHOCTH. Kaxablii CO3/1aHHBIMI
JOKYMEHT PETUCTPUPYETCS B COOTBETCTBUHM C TPEOOBAaHUSIMHU JIEJIONPOU3BOJICTBA,
YCTaHOBJICHHOM HOMEHKJIATYpPBbI JIEIL.

4, q)OpMI/IpOBaHI/Ie T'OTOBBIX QJICKTPOHHBIX JOKYMCHTOB B BHUAC
BHGTPOHHOﬁ ITaIIKH I[GJ'IO Ne 1 COOTBCTCTBYIOLICTO IIPCAIIPHUATHUA.
5. HPGIIBHBHCHI/IG ITaIIKH ((Z[GJIO» IIpCrogaBaTCiIl0 Ha KOHTPOJIb H IIPO-

BCJCHUE CEMHMHApa yUpeIuTeNIeH MPEANPHITHS MO pe3yJbTaTaM OIICHKH KauecTBa
JTIOKYMCHTOB.

Hrpa 3anumaet 16 ayIuTOPHBIX YaCOB Ha CO3JaHHE YCKH30B JOKYMEHTOB IO
HaOJII0IEHHEM MPETOoAaBaTe/s ¥ MIPUMEPHO TaKOE ’Ke BpEMs BHEAYAUTOPHOU PabOTHI
110 0(hOPMIICHHIO Ha KOMIIBIOTEPE C HCTOB30BAHUEM MPOrPAMMHBIX TIpoaykToB Microsoft
Office u B Oyxranrepckoii iporpamme 1C Tpemnpustue 8.X v hopMHUpOBaHUIO Jieia JUIs
IpEIbSIBICHHUS UX MIPEMOIaBaATENIO.

IHopsinok opraHu3anvu Urpbl, KOHTPOJIb €€ X01a U Pe3yJIbTATOB

Ilepen HayanoM WUrpsl MPENOAABATEINb MPEIaracT yqyauuMcs pa3aeliuThCcsl Ha
rpynnel o 3-5 4YenmoBek (IO MHTEpEcaM, MECTOIOJIOKEHHUIO B ayJAUTOPUU WIIH
JIPYroMy TPUHIIHITY), OOBSICHSET LM W 3aJladyd WUIPhI, OMPEACNISICT 04epPeaHOCTD
JNEUCTBUN, KOMMEHTHUPYET TIepEYeHb JOKYMEHTOB, KOTOPBIE HEOOXOIUMO
MOATOTOBHUTH U 0(DOPMUTH B Tiporiecce urpbl. OuepeqHoCTh Pa3paboTKH JOKYMEHTOB
onpejiesieHa ux nopsakoBsiMu Homepamu (ITpunoxenue 1).

Hauunaercss urpa ¢ pa3pabOOTKH OCHOBHBIX YUPEIUTEIbHBIX JOKYMEHTOB:
[IpoTokosn Ne 1 cobpanus yupenureneit, YcraBa u 3asBJICHUE B PETUCTPALIMOHHYIO
najaty. 3aTeM pa3palaThIBalOTCS HOMEHKIIATypa el U JOKYMEHThI, HEOOXOIUMbIe
JUI OpTraHU3alliy MPOU3BOJACTBEHHO-XO35IUCTBEHHOU AEATEIbHOCTA NPEANPUATHUM:
odopmIIsIeTCs TIeuaTh, OJIaHKH, peKIaMHbIE TUChMa, I0r0OBOpa O(pOopMIIEHHUSI CACIIOK U
T.1. YTOOBI OPraHU30BaTh JI€JIOBbIE KOHTAKThl MEXIY CO3JIaHHBIMH B ayJIUTOPUHU
MPEANPUITUAMU TPENOAABATENb JOBOAUT A0 CBEACHUS BCEX YYACTHUKOB JEJIOBOU
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UTPBI HA3BaHUS YUPEKIACHHBIX UMU (PUPM, UX TMPOPIIH ACSITEIBHOCTH, (haMIIIUU U
JOJDKHOCTH PYKOBOJMTENEH; pa3bsICHIET, KAK OpPraHM30BaTh peKjIaMy NPOAYKLIUU U
yCIyT NPEeaIpUATUNA, KAaKOTO poJia I0JKHA OBITH JIENI0Basi Mepenucka U Kakoro poja
JIOTOBOPHBIE OTHOIICHUS HEOOX0IUMO O(POPMUTH.

B mporecce urpsl, npenojgaBaTeib KOMMEHTUPYET OCOOEHHOCTH OQOPMIICHUS
TE€X WU HHBIX JIOKYMEHTOB, MPEJCTaBisAs B BUIE SJEKTPOHHOM BHJI€ OOpa3lbl
JIOKYMEHTOB, MPOCMATPUBAET ICKU3bl JOKYMEHTOB, BBINOJIHEHHBIE CTYACHTAMH,
KOPPEKTUPYET BMECTE C MCIOJIHUTENEM OIMOKU U HepaluoHalIbHbIe Tpaduueckue
penieHusl.

[lo Mepe KOMIUIEKTOBaHMS JOKYMEHTOB B OJJICKTPOHHYIO B  TMAaIKy
IpernojiaBaresib CIEAUT 32 TeM, YTOObl BCE PEKBHU3UTHI, B TOM YMCIICE U Ha TaIKe
«/leno», ObLTM paccTaBieHbl HA COOTBETCTBYIOIIMX MECTaX, a JOKYMEHTBI ObLIU
00s3aTEIbHO 3aBU3UPOBAHBI HCIOMHUTENIIMH M HMEIU BJIEKTPOHHYIO TMOJIHUCH
«PYKOBOJMTEIISD MPEeanpUsaTUs. B ciayyae HEeyJOBIETBOPUTEIBHOM OLIEHKU TOTO WA
WHOTO JOKYMEHTa IMpenojaBaTellb JaeT TpyHIe COBETbl W PEKOMEHAAIMU O
HEOOXOAMMBIX UCIIPABJICHUIX UJIU TIEPETIeUaTKe.

3ader pe3ynbTaToOB JAETOBOM UTPhl MPOBOAMUTCS Ha MOCIEIHEM IMPAKTUYECKOM
3aHATHM B BUJIE OJTOTOBIEHHON Mpe3eHTauuu. [IpenogaBarens NpUHUMAET TOJIBKO
MOJIHOCTBIO 3aKOHYEHHYIO pabdoOTy M 10 pe3yJbTaTaM €€ OLIEHKU JIOIyCKaeT
COOTBETCTBYIOIIYIO IPYIIITY YYalIUXCs K 3a4eTy.

Crucok JOKyMEHTOB JUIsl pa3pabOTKHU:

1. [Tpotokon Ne 1 coOpanust yupeautenei

2. YcraB opranuzanuu.

3. 3asBiIEHUE B PETUCTPALIMOHHYIO MAJIATy.

4. llltaTHOE pacnucaHue.

5. TpynoBbie JOTOBOPHI, 3asBJICHUS O pUeMe Ha paboTy, IPHUKa3bl O MpUeMe
Ha paboTy, Tabenu yuyera pabo4yero BpeMeHH, paCu€THO-TJIATEKHBIC JOKYMEHTHI.

6. JInuHbIE KAPTOUKH PAaOOTHUKOB.

7. JInunble Aena pabOTHUKOB.

8. YdeTHas MOJMTUKA OpTaHU3ALMHK JIJIs LeJel OyXraaTepcKoro yJera.

9. JIoroBop ¢ MOCTaBUIMKOM.

10. JoroBop ¢ moKynaTeaeM.

11. [Tucemo-ipockbOA.

12. ITuceMoO-0TBET.

13. [TuceMo-ipUTIIallICHHE.

14. PexknaMHOE TUCHMO.

15. Cuer, cuer-(hakTypa, IIATeKHBIE TOPYUCHUS

16. AKT BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIIYT).

17. ToBapHas HakJIaHasl.

4)[1epeveHb BONMPOCOB, BLIHOCHMBIX HA MPOMEKYTOYHYIO ATTECTAIUIO (324€T)

CyIHOCTb U 3HAY€HHUE MTEPBUYHOTO yUeTa.

DJIEKTPOHHBIE TOKYMEHTHI.

Knaccudukanus Oyxranrepckux JOKYMEHTOB.

OO1ue npaBusa Mo COCTaBICHUIO IEPBUYHON YUETHOM TOKYMEHTALUU.

O DN -
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OnexTpoHHas HU(PPOBas MOAMUCH: ONIPEACICHUE, BUIBI U HA3HAYCHHE.
3aKOHOAATENHHOE PETYINPOBAHNE AIEKTPOHHOTO JOKYMEHTO0O0POTA.
Opranu3aiusi 3JIeKTPOHHOTO JOKYMEHT0000pOTa.

XpaHeHue IEKTPOHHBIX MMEPBUYHBIX YUCTHBIX IOKYMEHTOB.

OCBY 27/2021 "JlokyMEeHTBI 1 TOKyMEHTOOOOPOT B OyXrajiTtepckom yuere".

10 3amonHeHWE MEPBUYHON YUETHON JOKYMEHTAIIMU C MPUMEHEHUEM TPOTPaMMHBIX
npoaykroB Microsoft Office

11 dopwmbl opranuzanuu paboThl C JOKYMEHTAMH.

12 Tab6enb ¢hopM TOKYMEHTOB.

13 Pabota ¢ koHpUACHIIMATBHBIMUA IOKYMEHTaMHU.

14 Pabota ¢ nmucbMaMu U OOpaIllCHUSIMU TPakIaH.

15 TpebGoBaHuUs K perucTpaliy JIOKYMEHTOB.

16 KoHTpoib UCTIOJHEHUS TOKYMEHTOB.

17 HomenknaTypa aesl OpraHU3alHH.

18 Peructpanus u cucreMaTu3anus JOKyMEHTOB.

19 KoHTpoab HCTIOTHEHUS TOKYMEHTOB.

20 dopmupoBaHuUE .

21 TloaroToBKa AIEKTPOHHBIX TOKYMEHTOB K apXHBHOMY XPAaHCHHIO.

22 XpaHeHue 3JIeKTPOHHBIX JOKYMEHTOB.

23 VYuudunmrpoBaHHas CUCTEMAa JOKYMEHTAIUH.

24 O6uepoccuicKkuil Ki1acCU(pUKATOp YIpaBICHYECKON IOKYMEHTAIIUH.

25 CoctaB u oQopMJIEHHE PEKBU3UTOB OPraHU3aIMOHHO-PACTIOPSIUTETHLHON
JIOKyMEHTAIUH.

26 Buabl opraHM3aliOHHO-PACTIOPSAUTEIIBHBIX TOKYMEHTOB.

27 CoctaB u oOQopMJIEHHE PEKBU3UTOB OPraHU3AIMOHHO-PACTIOPSIUTETHHON
JIOKyMEHTAITUH.

28 braHKM 3JIEKTPOHHBIX JOKYMEHTOB.

29 TloaroroBka mpoeKTa JOKYMEHTa, COTJIacOBaHUE JOKYMEHTA, MOANNICaHNE.

30 Koncratupyromias u pacropsauTeNIbHas YacTU PACTIOPSIIUTENHHOTO JOKYMEHTA.
31 OpraHu3anmoHHO-TIPABOBbIE JOKYMEHTHI OpraHU3aIllH.

32 WudopmarimoHHO-CIIPaBOYHBIC JOKYMEHTBI

33 Ilucema, TpeOyromue MUChMA-OTBETA: MHUCHMA-TIPOCHOBI, MHUChMa-OOpaIICHUS,
MUCHhMa-TIPpENIOKEHUST  (MUChMA-TIPEACTABJICHHS),  MHChMa-3ampochl, MHChMa-
TpeOOBaHMSI.

34 Tlucbma, He TpeOyrolMe OTBETA: MUChMa-HAIOMUHAHUSA, MUChMa-TIPUTIIAIICHHUS,
MUCHMA-TIOATBEPKICHUS, MHChMA-OTKa3bl, COMPOBOJAUTEIbHBIC MHChMA, MHUCHhMAa-
W3BEIICHMS, TapaHTUITHBIC MUChbMa, UHPOPMAIMOHHBIC MUCHMA.

35 JIoOKyMEHTHI 10 IMYHOMY COCTaBYy

36 Jludnoe Aeno u TpyAoBas KHWKKA paOOTHHKA.

37 HoxymeHTasnbHOe odopmieHue npuema (yBOJIbHEHHS, MepeBoia) pabOTHUKA B
OpraHU3aIHH.

38 Knaccudukammsi y4eTHbIX JOKYMEHTOB IO Ha3HAYEHUIO, COJEP KaHUIO
XO34MCTBEHHBIX  Olepanuii, 00beMy  OTpPaKEHHBIX  Omepaluid,  crocoly
UCTIONTb30BaHUs, YUCITY YUUTHIBAEMBIX MMO3UIINN, MECTY COCTABJICHHS.

39 CnocoObl coCTaBiIEHUS U UCIPABICHUS OITMOOK B DJIIEKTPOHHBIX JOKYMEHTAX.

40 OcHOBHBIE BUJIBI IOKYMEHTOB IO (PMHAHCOBO-PACUYETHBIM OTIEPAITHSIM.

O 00 N O Ul
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41 OOGmue TpeOoBaHUS K IOTOBODY.

42 TIpoTokomsl pazHoriacHii Kk 1oroBopaM. IlpereH3nu, HCKOBBIE 3asBICHUSI.

43 JloBepeHHOCTH, HaKJIaHAas, Hapsad. KoMMepueckue akThl.

44 TexHOJIOTUHM HCKYCCTBEHHOTO HMHTEIUIEKTa, KaK CIIOCO0 aBTOMAaTH3allid BBOJA
NEPBUYHBIX YYETHBIX JOKYMEHTOB B Oyxranrepckyio mporpammy 1C ITlpeanpusrtue
8.X.

45 Tunwl u popmaTsl 00pabaThIBaEMbIX JIOKYMEHTOB B CEpBHCAX MO aBTOMATH3AINH
BBOJIa TIEPBUYHBIX YYETHBIX JOKYMEHTOB B Oyxrajirepckyio mnporpammy 1C
[Tpennpusitue 8.X.

46 Ilopsaok opraHu3alMy XpaHEHUs SJIEKTPOHHBIA JOKYMEHTOB. CpOKM XpaHEHUs
JIOKYMEHTOB.

47 Tlopsimok u3BATHS OyMaXHbIX W JJIGKTPOHHBIX TEPBUYHBIX  YUETHBIX
JIOKYMEHTOB.

6.2. Onucanue nokazameneii u Kpumepuee KonmpoJisa ycnesaemocmu, onucanue
WKaji ouenuesanun

JInst OlleHKW 3HAHUM, YMEHUM, HaBBIKOB M (OPMUPOBAHUE KOMIIETCHIIUHI IO
JTUCLUMIUIMHE TPUMEHSIETCS  TpaAullMOHHAs CHUCTeMa KOHTPOJS M OLEHKH
ycnieBaeMocTu. Ha «3auer» orjeHuBaeTCsi OTBET, €Cii OOydaromuiicsi cBOOOHO, C
rIyOOKMM 3HaHUEM MaTepuaia, MPaBUIBHO, MOCJIEIOBATEIBHO M TOJIHO BbIOEpET
TaKTUKYy JEWCTBUM, U OTBETUT Ha JIOMOJHUTEILHBIC BOMPOCHI; €CIU O0y4aromuics
JIOCTaTOYHO YOEIUTETbHO, C HECYIIECTBEHHBIMUA OIIUOKAMH B TEOPETHYECKOM
MOATOTOBKE M JOCTATOYHO OCBOEHHBIMH YMEHHUSMHU MO CYIIECTBY IPABUIBHO
OTBETHJI Ha BOITPOC WJIM JIOMYCTHII HEOOJIbIITNE TTOTPEIIHOCTH B OTBETE.

«He3aueT» BbICTABIACTCS, €CITU OOYYAIOIIMIICS TOJBKO MMEET OYEHb Cliaboe
MPEICTABICHUE O TMPEIMETe W HEJOCTATOYHO, MU BOOOIE HE OCBOMUJI YMEHHS TIO
pa3penieHnio MPOU3BOJICTBEHHONW CUTyanuu. J[OMyCTHJI CyIIeCTBEHHBIC OIIMOKHU B
OTBETE Ha OOJBIIMHCTBO BOIMPOCOB CUTYAllMOHHOM 3a7a4y, HEBEPHO OTBEUYaJl Ha
JIOTIOJTHUTEIIBHO 3aJJaHHBIE €EMY BOIPOCHI, HE MOXKET CIPABUTHCS C PEUICHUEM 3a]1a4u
Ha MPaKTHKE.

OLeHKa «3a4TE€HO» MOJKET BBICTABIATHCA IO PE3yJIbTATaM TEKYIIEro
KOHTPOJIS, OCYIIECTBIISIEMOTO B XOJI€ MPAKTUYECKUX 3aHATUH HA OCHOBE OIICHKH
aKTUBHOCTU PaOOTHl CTYJIEHTOB, MX Yy4YacTHUs B H3JI0KEHHM MaTepuaina (ompoc),
OLICHKH 10 MTOTaM TECTUPOBaHHs C HCHojb3oBanueM cepBuca Online Test Pad, a
TaKXe M0 Pe3yabTaTaM OLICHKH MOCEIIAEMOCTH CTYACHTAMHU JICKIUA 1 TPAKTUUYECKUX
3aHATHM.

Tabnuma 8

Onenka Kputepuu oneHnBaHus

OILICHKY «3a4TE€HO)» 3aCIyKUBAET CTYJEHT:

- OCBOMBIIINHN 3HAHMSI, yMEHUS, KOMIETEHIIMH U TEOPETHUECKUI
MaTtepuan 0e3 mpooOesioB, MPaAKTUUECKH MOTHOCTHIO WIIH C YACTUIHBIMH
3a4yTeHo npobenamu;

- BBITTOJIHUBIINIA BCe/ TIPAKTHYECKU BCE 3aJaHHs, IPEAYCMOTPEHHBIC
y4eOHBIM IIJIAHOM Ha JI0CTaTOYHO Ka4YeCTBEHHOM YPOBHE;

- IPAKTUYECKHE HABBIKA TPOPECCHOHATHFHOTO IPUMEHEHHUST OCBOCHHBIX
3HAaHUI B OCHOBHOM C(hOPMHPOBAHBI HA YPOBHE BHICOKHI/ XOpOIIN/
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JOCTaTOUYHBIN

OIICHKY «HE 3a4T€HO» 3aCIYKHUBAE€T CTYAEHT, HE OCBOUBIIHMI 3HAHWS,
YMEHUs, KOMIETEHIIMA U TCOPETUUYECKUA MaTepHall, YIcOHbIC 3aJaHus
HE BBITIOJIHWI, IPAKTUYECKHE HABBIKK HE CPOPMUPOBAHBI.
Komrierennuu, 3akperi€éHHbIe 3a TUCIUIIINHON, He COPMHUPOBAHBI.

He 3aureno

7. YueOHO-MeTOAMYECKOEe U MH(OPMAIIHOHHOE o0ecniedeHne JUCIUTILTHHbI

7.1. Ocnosénasn numepamypa

1. TlepBuunas y4yeTHas AoKyMmeHTamus: yueOHoe mocooue / A. C. AkaeBa, T. H.
[unoBa; Poccuiickuii rocy1apcTBeHHbIN arpapHblid yHuBepcuteT - MCXA nmenn K.
A. TumupsizeBa (MockBa). — Mocksa: Peaprt, 2017 — 122 c.

2. IloctHuxona, JI.B. Byxrantepckuii huHaHCOBBIN yueT: yueOHoe nmocooue / JI. B.
[ToctaukoBa, T. H. Cnenuesa, /I. 1. IloctHukoBa; Poccuiickuii rocy1apCTBEHHBIM
arpapubiii yausepcuteT - MCXA umenu K. A. Tumupszea (MockBa). — DIEKTpPOH.
TekcToBbie JaH. — MockBa: PITAY-MCXA um. K. A. Tumupssena, 2018 — 138 ¢c. —
Komneknus: YueOHas u yueOHO-MeToquUecKas nureparypa. — Pexxum mocrtyna :
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/umo132.pdf>.-
<URL.:https://doi.org/10.34677/2018.132>.

3. [amenko, T.B. byxrantepckuii (QUHAHCOBBII y4€T W  OTYETHOCTH:
npaktuyeckoe nocobue miga By3os/ T.B. Ilamenko. — Mocksa: M3naTenbcTBO
FOpaiit, 2022. — 179 ¢. — (Bricmiee o6pazoanue). — ISBN 978-5-534-14201-3. —
URL.: https://urait.ru/bcode/496760

7.2. /lonoanumenvHasa aumepamypa

1. Byxranrepckuii yuer: npaktukym / T. H. Illunosa, A. C. AkaeBa; Poccuiickuit
rocylapcTBeHHbli arpapubiii yHuBepcurer - MCXA wumenun K. A. Tumwupszesa
(Mockga), @akynbTeT SKOHOMUKH U (QuHaHCcOB, Kadeapa Oyxrantepckoro ydera u
aynuta. - Mocksa: Pocundopmarporex, 2017. - 102 c.

2. HVHBeHTapu3zamus u omeHka uMmymiecTB: YuebHoe mocobue/ JI.B. TlocTHHKOBA,
O.B. boiiko M.: 3n-80 PTTAY - MCXA, 2016. 86 c.

3. byxranrepckuii ¢unancosbiii yuer (byxraatepckuii yder axkTHBOB, 3aTpar,
KanuTaia u (UHAHCOBBIX pe3ybTaToB): yueOHoe mocobdue / JI. A. Edumona, A. M.
KameneBa; Poccuiickuii rocy1apcTBeHHbIN arpapHbiii yauBepcutetr - MCXA nmeHu
K. A. TumupszeBa (MockBa). - MockBa : PTAY-MCXA um. K. A. Tumupszesa,
2016. - 108 c.

4. byxrantepckuil puHaHCOBBIN yueT (byXxranTepckuil y4eT NEeHEKHbIX CPEeICTB U
pacueroB): ydyebHoe mocobue/ JI. A. Edumora, A. M. KameneBa; Poccuiickuit
rocyJapcTBeHHbI arpapHbiii yHuBepcuteT - MCXA wumenun K. A. Tumwupszesa
(Mockga). - Mockga : PTAY-MCXA um. K. A. Tumupsizesa, 2016. - 140 c.
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7.3. Hopmamuenwle npasogvie aKmul

1. TlomokeHue MO BeICHUIO OyXTraaTepCKOro yuyera U OyXraiaTepcKoi OTYETHOCTH
B Poccuiickoit ®eaepanun ot 29 uronst 1998 r. Ne34n

2. TlocranoBnenue I'ockomcrata P® ot 18 aBrycra 1998 1. Ne 88  «OO06
YTBEPXKJICHUH YHU(PUIIMPOBAHHBIX (DOPM MEPBUYHON YYETHOW JTOKYMEHTAlUU IO
y4eTy KacCOBBIX OIepaluid, MO Y4YeTy pe3yJbTaTOB WHBEHTapu3zauum» (C
n3MeHeHusiMu oT 27 mapta, 3 mas 2000 r.)

3. Hocranosnenue ['ockomctara PO ot 5 suBaps 2004 1. Ne 1 «OO0 yTBepkaeHUU
YHUGDUIUPOBAHHBIX (DOPM MEPBUIHON YICTHON JOKYMEHTAIIUH 110 YUETY TPY/la U €ro
OTLIAThD»

4. TlocranoBnenne I'ockomcrata P® ot 1 aBrycra 2001 r. Ne 55 «O06
YTBEPXKACHUM YHU(PUIMPOBAHHONW (POPMBI MEPBUYHONW YUYETHOU HOKyMeHTamuu No
AO-1 «ABaHCOBBII OTUET»

5. TlocranoBnenue I'ockomcrara P® ot 21 suBaps 2003 r. Ne 7 «O06
YTBEPKJICHUU YHUPUIIUPOBAHHBIX (OPM MEPBUYHON YUETHOM JIOKYMEHTAIMH TIO
Y4ETY OCHOBHBIX CPEACTB»

6. IlocranoBnenne I'ockomcratra P® ot 29 centadps 1997 r. Ne 68 «OO06
YTBEPXKJICHUM YHUPUIIUPOBAHHBIX (DOPM MEPBUYHON YYETHOW JNOKYMEHTAlUU TI0
YUETY CEJIbCKOXO03MCTBEHHON MPOAYKIIUU U CHIPbSI»

7. IlocranoBnenne I'ockomcrara P® ot 25 nexabps 1998 r. Ne 132 «OG06
YTBEPXKJACHUU YHUDUIMPOBAHHBIX (OPM MEPBUYHON YYETHON JTOKYMEHTAIMU IO
YYETY TOPTOBBIX ONEPALUN

8. IlocranoBnenue Poccuiickoro CTaTHCTHYECKOTO areHTCTBa OT 9 aBrycrta 1999 r.
Ne 66  «OO6 yTBepxkACHUM YHUDUIHUPOBAHHBIX (OPM TEPBHUYHON YYETHOM
JIOKYMEHTAIIUHU 110 y4eTy MPOAYKIMH, TOBAPHO-MATEPUAIIBHBIX IIEHHOCTEH B MecTax
XpaHEHUsD)

9. [Ilpuxaz Mundpuna PD ot 29 gexadps 2000 r. Noe 124n  «OO06 yTBepkIeHUU
0JIaHKOB CTPOTOM OTYETHOCTH

10. [Inman cueToB OyXranTepcKOro y4deTa (PMHAHCOBO-XO3UCTBEHHOU JCSATEIBHOCTH
OpPEANPUATAA W MHCTPYKUHUS IO €ro NPUMEHEHHIO. YTBEPKIEHbI IPUKA30M
Munucrepctsa ¢punancoB PO ot 31.10.2000 r. Ne 94H.

11. TloctanoBnenue Poccuiickoro crarucTudeckoro areHTcTBa ot 11 HosOps 1999
r. No 100 «O6 yrBepkaeHUU YHU(PUUUPOBAHHBIX (HOPM NEPBUYHONM YUETHOU
JOKYMEHTAIIUU 10 Yy4eTy paboT B KamUTaJlbHOM CTPOUTEIILCTBE W PEMOHTHO-
CTPOUTEIBHBIX PadOT»

12. TloctanoBnenue I'ockomcrata P® ot 28 wHos6ps 1997 r. Ne 78 «OO06
YTBEPXKJACHUU YHUDUIIMPOBAHHBIX (HOPM MEPBUYHON YYETHOM JIOKYMEHTAIMU TIO
y4eTy paboThl CTPOUTEIBHBIX MAIIMH U MEXaHU3MOB, pabOT B aBTOMOOMJIHLHOM
TpaHCIIOPTE»

13. IMucemo T'ockomcrara P® ot 10 ampens 2003 r. Ne KJI-01-21/1381 «O
COIJIaCOBAaHUM (POPM MEPBUYHON yUETHOU JOKYMEHTAII

14. TIlpukaz Muncensxoza P® ot 16 mas 2003 1. No 750 «O06 yTBepxkaeHUU
CHEIUATN3UPOBAHHBIX (HOPM MEPBUYHOMN YUETHOUN TOKYMEHTAITUM))
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15. TlocranoBnenue I'ocynapctBenHoro Komurera PO no cratuctuku Ne20 ot 24
mapta 1999 r. «O06 yTBep>KIAeHUH TOPSAAKA MPUMEHEHHUsS] YHU(DULIHUPOBAHHBIX (HOpM
IIEPBUYHON YYETHOU TOKYMEHTALIAM))

16. ®enepanbubiii 3akoH oT 27 wuronsg 2006 r. N 149-03 «O06 wunbopmanumu,
WH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTe HHHOPMAITUNY,;

17. ®enepanbHblii 3ak0H «O OyxranrepckoM yuere» ot 06.12.2011 N 402-D3

18. ®enepanbhbii  3akoH «OO0 OCHOBaxX TOCYAApCTBEHHOTO PEryJIMpPOBAHMS
TOPToOBOM JearenbHoCTH B Poccuiickoit deaeparun» ot 28.12.2009 N 381-D3;

19. ®enepanbhbiii 3ak0H «O TPUMEHEHUH KOHTPOJIBHO-KACCOBOM TEXHUKH IPHU
ocylecTBiIeHUU pacueTtoB B Poccuiickoi @eneparun» ot 22.05.2003 N 54-D3;

20. ®enepanpHblii 3akoH «OO0 apxuBHOM jnene B Poccuiickoit denepamum» ot
22.10.2004 N 125-®3;

21. ®enepanbHblii 3akoH «O KOHTPAKTHOW cucTeMe B c(epe 3aKymoK TOBapoOB,
paboT, ycayr st oOecnedeHus TOCYyJapCTBEHHBIX M MYHHUIIUMIMAIBHBIX HYXKI» 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. ®enepanphbnii 3akoH oT 6 ampens 2011 roma N 63-®3 «OO6 »>aeKTpOHHOU
MOATTUCH.

24. Vxa3 Ilpesunenta Poccuiickoii ®enepamuu ot 09.05.2017 Ne 203 «O
Crparerun pa3Butusa uHpopMannoHHOTO obmecTBa B Poccuiickoit denepanuu Ha
2017 - 2030 roapl»;

25. Ilepeuenp mopyuenuit no peanuzanuu Ilocmanust Ilpesunmenta Poccuiickoit
Ddeneparun Denepansaomy CobOpanuto Poccuiickoit denepannm ot 20.02.2019,
yTBepxkaeHHbIn [IpesuneaTrom Poccutickoit @eneparuu 27.02.2019 Ne [1p-294;

26. OcHoBHBIE  HampaBiieHus  jearenbHOcTH  [IpaBuTensctBa  Poccuiickoii
Oenepanuu Ha nepuoA 10 2024 roxa, yreepxkacHusie [IpaBurensctBom Poccuiickoii
®epnepanuu 29.09.2018;

27. Tlacnmopt HamumoHambHOTO mpoekTa «HarmonambHass mporpamma «l{udposas
sKOHOMHKaA Poccuiickoit ®denepaunn», yTBEpKACHHBIM npe3uauymoMm CoBeTa mnpu
[Ipesunente Poccuiickorr @Denepanuu MO CTPATETMYECKOMY  PAa3BUTHIO H
HaIIMOHAJIBHBIM MpoekTaM (Tipotokoii oT 04.06.2019 No7)

28. TOCT P 7.0.97-2016. Hammonanweubiii cranmapt Poccuiickoit ®eneparmm.
Cucrema cranmapToB 1o wHpOpMAIMK, OUOIHMOTEYHOMY U M3AATEIILCKOMY JEmy.
OpraHu3alimoHHO-paclopsIuTeNbHAs TOKyMeHTalusa. TpeboBanus K OoQOpMIIEHUIO
nokyMeHToB" (yTB. IIpukazom Poccranpmapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018)

8. [lepeyeHnb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH
«/HTEepHeT», HeOOXOAUMBIX [IJISl 0CBOCHH S JUCHUILIUHbBI

1. MunuctepcTBo ¢prHaHcOB PD: odurmanbHbIi caliT [ DIeKTpOHHBIN pecypc] —
URL: http://www.minfin.ru (OTKpBITBII 1OCTYII)

1. ®enepanbHas Hajmoropas ciyx0a: opUIMATBHBIN CalT [DNEKTPOHHBIN pecypc]
— URL: https://www.nalog.ru (OTKpBITBII 1OCTY)

2. @enepanbHasg choyx0a TroOCyIapCTBEHHOW CTAaTUCTUKUA CaWT [DJIEKTPOHHBIM
pecypc] — URL: http://www.gks.ru (OTKpBITBII JOCTYII)
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3. Kommblotepnas cmpaBouHo-TipaBoBasi cucteMa «Koncymprantllmoc» -
[DnekTponnsiii pecypc] — URL: http://www.consultant.ru

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

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

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

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

8.  Caiit )xypHasa komnanus «Axtuon-MIDIPy http://www.action-mcfr.ru/

9. Bapnamosna JI.B., Anekceena JI.JI. Bonpocsl BHeApeHUST IU(PPOBBIX TEXHOJIOTHIMA
B cucTeMy Oyxraitepckoro ydera // BecTHuk Aunraiickoil akajieMHH SKOHOMUKH U
npaBa. — 2020. — Ne 5 (uacts 2) — C. 248-254 [DaekTpoHHbI pecypc]. — Pexum
noctymna: https://www.vaael.ru/article/view?1d=1136

10. Konmenmmsi pa3BUTHS 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa B XO3AKWCTBEHHOM
neaTrebHOCTH (YTB. pelieHueM npe3uauyma [IpaBUTENbCTBEHHOW KOMHUCCHM TIO
U(PPOBOMY pPa3BUTHIO, HCHOJIB30BAHUIO HWH(POPMAIIMOHHBIX TEXHOJIOTHUH IS
VIY4YIIEHUs] KadecTBa SKU3HM M YCIOBHM BEIECHHUS MPEANPUHUMATEIHCKON
nesATeabHOCTH, NpoToKo oT 25.12.2020 N 34) / [OnextpoHHbIi pecypc]. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW 372761/

9. IlepeyeHb MPOrpaMMHOI0 oOecredeHnsi U HHPOPMAIMOHHBIX CIIPABOYHBIX

CUCTEM
Taoauma 9
Ilepeyenb nporpaMMHOro odecredyeHust
Haunmenos
Ne | HammeHoBaHme pa3jeia yueOHOMH aHue Tun ABTO I'on
n/n AUCHUILINHBI (MOLYJIsT) NnporpamMmm NpPOrpamMMbl P pa3padoTku

bl

Paznen 1 «J/lokymeHnToo0eciedeHre YIPaBJICHYECKOM 1eTeIbHOCTH B YCJIOBUSX IIM(POBOil IKOHOMHUKID

Tema 1. «CymiHocTs M 3HaYEHUE

3JIEKTPOHHOTO AOKyMEHTa B| Microsoft Oducnoe Microsoft

YCIOBUSIX HHU(PPOBOA HKOHOMHUKH. Office MPOTpaMMHOE Corporation 2016
VHuukanus ¥ CcTaHIapTU3ALUSL obecrieyeHne

JTOKYMEHTOB)

Tema 2. «[IpaBuna coctaBieHUs U

o0paboTKu AIIEKTPOHHOUN

JAOKYMEHTALMH ¢ NMPHMEHEHUEM |\ oo oo Oducnoe Microsoft

UG POBBIX TEXHOJIOTH | Stfice MpOrpaMMHOE Corporation 2016
MIPOrpaMMHBIX MPOAYKTOB obecrieyeHne

Microsoft Office. Ilpumencuwue

JIEKTPOHHOHU 1M (PPOBOH MOATTUCH

Tema 3. «Opraau3amnus Otbmcroe

ANIEKTPOHHOTO JOKyMeHTooOopoTa | Microsoft HDOIDAMMHOE Microsoft 2016
" XpaHeHUe anextporHbix | Office ogecﬁequHe Corporation
JOKYMEHTOB)

Pa3nes 2. «/1eKTPOHHBIN JOKYMEHTO000POT B YNIPaBJICHYECKOH AeATEIbHOCTH M0 y4eTy
Pa3IHYHbIX 00bEKTOB OYXTAJTEPCKOr0 yUeTa B YCJI0BUAX HU(PPOBOH IKOHOMHUKH»

Tema 4. «®opmupoBanue Microsoft Oducnoe Microsoft 2016
OpraHMu3aIMOHHO- Office nporpammuaoe | Corporation
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https://www.klerk.ru/
https://www.glavbukh.ru/
http://www.action-mcfr.ru/

pacropsIuTeIbHOMH, obecrieyeHne
OpraHu3alMOHHO-TIPABOBOM
JOKYMEHTAIH, HH()pOpPMAIIHOHHO-
CIPAaBOYHBIX TOKYMEHTOB U
JIETIOBBIX MTUCEM C HCIIOJIb30BAaHHEM
MIPOrPaMMHBIX MPOJIYKTOB
Microsoft Office u B
Oyxranrepckoi mporpamme 1C
[Ipennpusitue 8.X»

Tema 5. «®opmupoBanue

JOKYMEHTAIUH TI0 TPYAOBBIM

OTHOIIIEHUSM, CHa0XEHUIO U COBITY Microsoft Oducnoe

5 |c UCHONB30BAHUEM MIPOTPAMMHBIX . MIPOrpaMMHOE
. . Office

npoaykroB Microsoft Office u B obecrieyeHne

Oyxrantepckoii mporpamme 1C

[Ipennpusitue 8.X»

Microsoft

Corporation 2016

10. Onucanue MaTepuaJIbLHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOIi 1IA
OCyIeCTBJICHHH 00pa30BaTEJIBLHOIO0 NIPoLecca M0 JUCUHIINHE

[Ipn w3ydeHWHM IUCHUTIIMHBI HCIOIB3YIOTCS ayAUTOPUH, OOOpPYIOBaHHBIC
MYJIBTUMEIHHHBIMA ~ CPEACTBAMH  OOYUYCHUS: MIPOCKTOPOM,  HOYTOYKOM.
CamocrosiTenbHas padoTa MpeIoaraeT MoJAroTOBKY B OMOIMOTEKE, B YUTAIHHOM
3asie OMOJMOTEKU, UCIOJIb30BAHUE MHTEPHET-PECYpcoB ¢ BbIxojgoM B MuTepHer. B
OuOIMOTEKE CTYACHTHI HMMEIOT JOCTYN K HMH(POPMAIMOHHBIM pecypcaM, K Oaze
TAHHBIX OMOJIMOTEKH.

Tabnuua 9
CBeneHus 00 00eCrIe4eHHOCTH CNIENMATU3MPOBAHHBIMHY aYAUTOPUSMHU,
Ka0OMHeTaMM, JJa00paTOPUSIMH

HanmeHnoBaHMe cienmuaJIbHbIX MOMEIEHUH

1 MIOMEeIIeHHH I CAaMOCTOSITeJIbHOM OcHaleHHOCTD CIeHATbHBIX IOMEICHU I H
padoTnl (Ne yueOHOro Kopmyca, Ne MOMeELIeHU VISl CAMOCTOATEIbHO PadoThI
ayJAUTOPHH)
1 2
VYuebnas ayauTtopus Ui npoBeneHus 3aHatuil | 1. UnTepaktuBHas TpuOyHa Anbgpader uHB. Ne
JEKIIMOHHOTO THIIA, TPYIIIIOBBIX H 210126000000023
VHAUBHUAYaAJIbHBIX KOHCYJbTAllUH, TEKyIIero | 2. DkpaH
KOHTPOJISI U TPOMEXYTOUYHOH aTTecTaluu 3. Crynbs-82
(YaeOnnbrit kopnyc 2, ayautopust 101) 4. Croinp1-82
VYyeOHast aynuTopus A IpoBeaeHus 3aHAThil | 1. MynbTuMeauiiHas ycTaHOBKa (3KpaH
JIEKIIMOHHOT'O THUIA, TPYNIOBLIX U HACTEHHBIN C 3JIEKTPOIPUBOIOM UHB.Ne
VHIIMBHUIyIbHBIX KOHCYJIBTALUM, TeKymero | 558761/2, kommnberorep Pentium IV unB.Ne
KOHTPOJISI U TPOMEXYTOYHOM aTTecTaluu 557899, Buneonpoexrop uHB.Ne 558760/2
(Yuebubiit kopryc 2, ayautopus 204) 2. Jlocka MapkepHas

. JTaBxu - 20
. Cromnsi- 20

CEMHUHAPCKOI0 TUIIA, TPYIIIOBBIX U . Crynbs- 44
WHIUBUTYAIbHBIX KOHCYJIBTAIMH, TEKYIIETO . Cronpr-22
KOHTPOJIS ¥ IPOMEKYTOUHON aTTECTAIIUU
YueOusIii kopnyc 2, aynuropus 103

3
4
YyeOHas ayauTopud IJid MPpOBCACHUA 3aHATUN 1. ﬂocxa M€EJI0Bas
2
3

VYuebnas ayauTtopus Ui npoBeneHus 3ansatuii | 1. Jlocka menoBas
CEMHUHApPCKOI0 TUIA, TPYIIOBBIX U 2. Ctynps-38
WH/IMBUIYAIGHBIX KOHCYIbTani, Tekymero | 3. Cronbi-19
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KOHTPOJISI U TPOMEXYTOUHOM aTTecTarun
(Yuebubiit kopiyc 2, ayautopus 105)
VYuebHas ayauTopus i mpoBeneHus 3auatuil | DnextponHas focka TRACE BOARD (MHs.
CEMHHAPCKOT'0 TUIIA, TPYIIIOBBIX U Homep 210138000003285)
WHIUBHUIYAJILHBIX KOHCYJbTalMi, Tekymiero | 2. [Ipoexkrop Panasonic (MuB. HOMep
KOHTPOJISI U IPOMEKYTOUHOW aTTeCTalluu 210138000003286)
(YueOubiii kopryc 2, ayauropus 107) 3. Cronsl 12
4. Ctynbsa 24
Yuebuas ayauTopus i npoBeacHus 3anatuii | 1. uTepaktuBHas mocka — «iW board interactive
JIEKIIMOHHOT'O TUIIA, TPYIIIOBBIX U whiteboard»
WHNBUIYAIbHBIX KOHCYJIbTAIUH, TeKyliero | 2. MynbTuMeauiiHas yCTaHOBKa (9KpaH
KOHTPOJISI U TPOMEXYTOUHOM aTTecTalun HACTEHHBIH C 3JeKTponpuBooM, Kommnbrorep
(YaeOnsrit kopmyc 2, ayautopus 108) Pentium IV, BuzeomnpoekTop)
3. Crynbs — 27
4. Ctonsr — 13
IIHB umenu H.N. XKeneznora YuranbHbIN 3a5

11. MeTOIlI/I‘IeCKI/Ie PEKOMEHIAIUMA CTYACHTAM IO OCBOCHHUIO ITUCIUIIIINHBI

Tekymas camocrosiTeabHass paboTa MO  AUCHUIUIUHE  «DJIEKTPOHHBIN
JOKYMEHTOOOOpPOT B  YINpPaBJICHUECKOH JAESITENBbHOCTW», HampaBieHHas Ha
yriayOJIeHHe U 3aKpeIuIeHWe 3HaHUN CTYJEHTA, Ha Pa3BUTHE NMPAKTUUECKUX YMEHMH,
BKJIOUYAET B ce0s CleqyoIne BUbl padoT:

- paborta c JIEKIIMOHHBIM MaTEPHUAIIOM;

- U3y4Y€HHUE TEM, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPA0OTKY;

- TOJTrOTOBKA K NPAaKTHUYECKUM 3aHATHUSM;

- BBINOJIHEHHE JOMAITHUX WHAUBHUIYAIbHBIX 3aaHU;

- TIOATOTOBKA K 3a4eTy.

CaMocTosATenbHAs TO3HABATEIbHAS NEATEIBHOCTh CTYJEHTOB HaIlpaBjieHa Ha
3aKpeIIeHre MPOMICHHOTO MaTepuala, Ha MPHOOpEeTeHNE HABBIKOB MPAKTHIECKOTO
PUMEHEHHS TTOTyYEeHHBIX 3HAHUI.

OueHka pe3ylbTaTOB CaMOCTOATENbHOM paboThl opranusyercs B (dopme
CaAaMOKOHTPOJISI 1 KOHTPOJISI CO CTOPOHBI MPENoAaBaTeNsl.

CaMOKOHTpPOJIb ~ 3aBHCHUT  OT  OMNpPEACNIEHHBIX  KayeCTB  JIMYHOCTH,
OTBETCTBEHHOCTH 3a pe3yJlbTaTbl CBOEro OOYy4YeHHUs, 3aUHTEPECOBAHHOCTU B
MOJIO)KUTEIBHOM  OLIEHKE CBOEro0 TpyJda, OT TOr0 HACKOJbKO OO0y4yaembli
MOTHBHPOBaH B JOCTM)KEHWU HAaWJy4yIIMX pe3yJlbTaToB. 3ajaya IpernojaBaTelis
COCTOUT B TOM, YTOOBI CO3/4aTh YCJIOBHS JJISl BHIIIOJHEHUSI CAMOCTOSTEIBHON PabOThI
(yuebHO-MeTOAMUECKOEe OOecCreYeHne), TMPaBWIBHO HCIOJBb30BaTh  pa3IUYHbIC
CTUMYJIbI ISl peaju3alud 3Tol paboThl (peTHHrOBas cUCTEMa), MOBHIIIATH €€
3HaYUMOCTh, ¥ TPAMOTHO OCYIIECTBIIATH KOHTPOJIb CAMOCTOATEIHHOU JeSITEIbHOCTH
cTyaeHTa ((hOHT OLICHOYHBIX CPEICTB).

Buabl u popmbl 0TPAOGOTKH NPONYIIEHHBIX 3AHATHH

CryneHT, MNpONYCTUBIIMK 3aHATUS O0053aH TOATOTOBUTH  JOKJAJ IO
MPOMYIIIEHHOW TeME U BBITIOJIHUTH MIPAKTUUECKYIO PadoTy.
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12. MeToanyeckue peKoMeHAAIMH MPeNoIaBaTe/siM 10 OPraHu3aluu 00y4eHust
10 IMCUHUIIHHE

JucuuminHa ~ «OJNEKTPOHHBIM  JTOKYMEHTOOOOPOT B YIPaBICHUYECKOMN
NEATEIbHOCTH»  SBIICTCS JHUCUUIUIMHOM 1O BbIOOpY s 0OakajlaBpoB IO
HanpasieHuio nmoarotoBku 38.03.01 DxoHoMHKa 04YHO-320YHOU (POPMBI OOyUEHMUS,
MO3TOMY JUIsl YCHEMIHOTO €€ YCBOEHUS U JAJIBHEMIIIEr0 UCIIOJIb30BAHUS MMOJTYyYEHHBIX
3HAHWM, HABBIKOB U PA3BUTHUIO CMOCOOHOCTEW K JaidbHEHIIEMYy CaMOOOYYEHHIO OT
CTYJIIEHTOB TpeOyeTcs CcucCTeMaTudeckas padoTa HaJ  TEOPETUYECKHUM U
MPaKTUYECKUM  MAaTepuajoM, IMpOsIBJICHUE COOCTBEHHOM  WHUIMATHUBBI  I1O
KOHCYJIbTUPOBAHUIO C MPENOIaBaTEIEM, BEACHUIO HAYUYHBIX U HAYYHO-TTPAKTUYECKUX
HCCIICIOBAaHUM B M3y4aeMoOW 00JI1aCTH 3HAHUI.

B mporecce o0ydeHus no AUCHUILUIMHE «DJIEKTPOHHBIA TOKYMEHTOOOOPOT B
YOPaBJICHYECKON JESITEIbHOCTU» HCIHOJIb3YIOTCS JIEKIIMOHHBIE W MPAaKTHYECKHE
3aHATHS C TMPUMEHEeHWeM mporpaMMHbIx TpoaykroB Microsoft Office (Microsoft
Word, Microsoft Excel) u Oyxranrepckoii mporpammel 1C Ilpennpusitue 8.X,
opraHusyercsi paboTa ¢ METOJUYECKUMH U CIIPABOYHBIMHU MaTE€pUaIaMHu.

OcBoeHue y4yeOHOW TUCHUIUIMHBI MPEANOIaraeT OCMBICIIEHHE €€ pa3/iesioB U
TE€M Ha NPAKTUYECKUX 3aHATHUSAX, B MPOLECCE KOTOPBIX CTYAEHT JOKEH 3aKPENHUTh U
yIIyOUTh TEOPETUUECKUE 3HAHMUSL.

HucuunnuHa  «ONEeKTPOHHBIM  JOKYMEHTOOOOPOT B YIPaBJIEHYECKOU
NEATEIbHOCTH» HMEET IPUKIAJHON XapakTep, €€ TEOPETUYECKHUE IIOJOKEHUS H
IPAKTUYECKUE HABBIKU MOTYT OBITh MCIOJb30BaHbl B OyAyIled MpaKTUYeCKOU
NEATEIBbHOCTH.

B npouecce n3yuyeHus TaHHOTO Kypca CTyACHTHI JOJDKHBI YCBOUTHh KOMIUIEKC
3HAHMM 110 TEOPETHYECKHMM OCHOBAM H NPAKTUYECKUM INpHEMaM MPEAMETHOU
NeSTeIbHOCTH. BHMMaHuWe 0pH 3TOM JOJDKHO OBITh YAEJIEHO MPHOOPETEHUIO
CTYJ€HTaMU HEOOXOIMMBIX 3HAaHUW U MPAKTUYECKUX HABBIKOB MO pabOTe C HAYUHOM,
HOPMAaTUBHOM, CIIPABOYHON JINTEPATYPOU, HaBbIKaMU OOOOILEHUS U UCTIOIb30BAHUS
MOJIy4EHHOTO  OIbITa, HAaBBIKAMU HCIOJIb30BAHUSA IPOTPAMMHBIX TPOAYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel), HaBbikamMu HCTIOJIB30BAHUS
oyxrantepckoit nporpammsbl 1C Ipennpusitue 8.X

B mnpouecce wu3yyeHUs JUCUUIUIMHBI TPEIyCMOTPEHBI HECKOJBKO (opm
KOHTPOJISI: TEKYIIUH U MPOMEKYTOUHBIM.

Texkymmii KOHTpOJb MNpEeAHA3HAYEH JUIsl ONPENEIICHHUS KAadecTBA YCBOCHMS
JEKIMOHHOTO MaTepuana. OH MOXKET ObITh OpraHM30BaH IYTEM OMPOCa 00YYaeMBbIX C
mpuUMEHEHuEeM IporpaMmbl Mentimeter B TedeHue yuebHoro cemectpa. Kpome Toro,
PEKOMEHYeTCsl Ha3Ha4aThb KOHTPOJIBHBIE TOYKH JUISI MPOBEPKU KAYECTBA YCBOCHHS
U3y4aeMoro mMaTepuaja IMyTeM TECTUPOBAHUS MEpe]l KOHTPOJIbHOM HeNeNel U nepen
3a4eTOM C Hcnoib3oBanreM cepBrca Online Test Pad

[TpomexyTOUHBIN KOHTPOJIb — 3a4ET.

BolnonHeHne MNpakTHUYECKUX 3aJlaHuid ¢ TMPUMEHEHUEM IPOrpaMMHBIX
npoayktoB Microsoft Office (Microsoft Word, Microsoft Excel) u Gyxranrepckoii
nporpammsl 1C Ipennpusitue 8.X sBisieTcst 00A3aTENbHBIM JIJIS1 BCEX 00YYaIOIIUXCS.
CryneHTbl, HE BBINOJIHUBIIME B TOJHOM 00beMe paboThl, MPEAYCMOTPEHHBIE
y4eOHBIM TUIAHOM, HE JOIMYCKAIOTCS K claye 3a4eTa.
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CamocrositennbHass paboTa CTYAGHTOB IO Kypcy JOJDKHA 00s3aTelnbHO
COIIPOBOKIATHCS MPOPAOOTKOW KOHCIIEKTA, BHITOJHEHHEM MPAKTUYSCKUX 3aJaHUH C
npuMeHeHneM mporpammubix npoxykToB  Microsoft Office (Microsoft Word,
Microsoft Excel) u 6yxrantepckoit nporpammer 1C [pennpustue 8.X, Hanmucanuem
pedepaToB Mo BEIOpAaHHOH TEME.

IIporpammy pa3zpaboranu:

JIuBanoBa P.B., noueHT, K.3.H. / / /
| m},&‘“ /
Boiiko O.B., c¢1. mpenoaaBaTens
(l‘lﬁnnuc};)
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PELIEH3USI
Ha padouyo nporpammy aucuuminHabl 51.B.J1B.02.02 «aeKTpoHHBII J10KYMEHT0000pOT B
ynpasJjieHueckoii aesteabHocTi» OIIOII BO no nanpasiennio 38.03.01 «Ixkonomukay,
HANPaBJEHHOCTh «DUHAHCOBBIN U YIIPABJIeHYECKUH YUeT M ayJIuT B HH(POBOIl IKOHOMHUKE)
(kBasiu(puKaMs BLITYCKHUKA — 0aKaJaBp)

XapuToHoBoii AHHOW EBreHbeBHOM, TOIIEHTOM Kadeaphl CTATUCTUKU U KUOESPHETHKH, K.3.H.
(manee MO TEKCTY PEIEH3EHT), MPOBEACHO pelEH3UpOBaHWE pabodell MporpamMMbl JUCIUTLTAHBI
«JJIeKTPOHHBIH JOKYMEHTO000pPOT B  ynpaBJjieHYeckoil aesrteabHocTH» OIIOII BO 1no
HanpasyieHuio 38.03.01 «J9xoHoMuKa», HANPaBJAeHHOCTh «DUHAHCOBBIN M yNpaBJeHYeCKHI
y4eT M ayauT B HHUPPOBOH HIKOHOMHKe» (KBaIu(UKAIUS BBIMYCKHHKA — O0akajaBp)
pazpabotanHoii B PI'bOY BO «Poccuiickuii rocynapcTBeHHbIN arpapHblii yHuBepcurer — MCXA
umenn K.A. TummpsszeBa», Ha Kadeape OyXraaTepckoro ydeTra M  HaJIOroo0JOKEHUs
(pa3paborunku — JluBanoBa Pumma BenmamMuHOBHA, JOIEHT Kadeapbl OyXralaTepcKoro ydyera u
HaNOroo0jgoxeHus, K.3.H., — boiiko Oxcana BrnagumupoBHa, cT. mnpenoaaBareib Kadeapsl
OyXraJTepCKOTo ydeTa M HAJIOT000I0KEHHS).

PaccmoTpeB mpencTaBieHHbIE Ha pEHEH3UPOBAHHME MaTepuaibl, PEIEH3EHT MpHIleT K
CJIEYIOIKM BBIBOJIAM:

1. lIpenbsaBnenHas paboyasi mporpamMma JAUCHUIUIMHBI «DJIeKTPOHHBIH JOKYMEHT0000pOT
B yIpaBJIeHYeCKOil JesATeJbHOCTH» (nanee mno Tekcty Ilporpamma) coomeemcmeyem
tpeboBanusiMm @I'OC BO no nampasienuo 38.03.01 «Ixonomukay. [Iporpamma codeporcum Bce
OCHOBHBIE pa3/Ielibl, coomeemcmayem TpeOOBAHUSIM K HOPMATUBHO-METOUYECKUM JIOKYMEHTAM.

2. llpencrasnennas B I[Iporpamme akmyansnocms yueOHOW ITUCHUIUIMHBI B paMKax
peanuzanuu OIIOII BO ue nooneswcum commenuro — TUCHUILUIMHA IO BBIOOPY OTHOCHUTCS K YacTH,
dbopMupyemoii yuacTHukamMu 00pa3oBaTeNbHBIX OTHOIIeHUH yueOHoro nukia — b1.B.JIB.

3. Illpeacrasnennsie B [Iporpamme wyesu AMCUMIUIMHBL coomeemcmeyiom TPeOOBaHUSIM
®I'OC BO nanpasnenus 38.03.01 «KIkoHOMHUKAY.

4. B cootBercTBUU ¢ [IporpaMmoii 3a TUCHUIUIMHON «DJIEKTPOHHBIH J0KYMEHT0000POT B
YIPABJICHYECKOH AeATeIbHOCTH» 3aKpeIUIeHO 3 MHAuKaropa | komnemenyuu. JlycuunianHa
«JJIeKTPOHHBIH JOKYMEHTO0000POT B YNPaBJIEHYECKOH AeATeJbHOCTH» U IpEACTaBICHHAs
[Tporpamma cnocobna peanuzosamev uX B OOBSBIEHHBIX TpeOoBaHMAX. Pe3ynbraTsl 0O0ydeHHs,
npejcTraBieHHble B [IporpaMMe B KaTeropusx 3HaTh, YMETb, BIAAETh coomeemcmeyiom crenupurke
U COJCPXKAHUIO JUCHUIUIMHBI U OeMOHCHMPUPYIOM _B03MOICHOCHb TIONYYEHUS 3asBICHHBIX
pe3yJIbTaToB.

5. O0mast  TpPyAOEMKOCTh  JUCHUIUIMHBI  «JJIEKTPOHHBIH  /I0OKYMEHT0000pOT B
ynpaBJ/IeHYeCKOH JAeATeIbHOCTH» cocTaBimsieT 3 3au€tHpix eaumHunpl (108 wacoB/m3 HuX
HpaKTUYECKas IIOr0TOBKa 4).

6. Muadopmamus o B3aMMOCBS3M HW3YyYaeMbIX AHCHUIUIMH ¥ BOMPOCAM HCKIIOYCHUS
NyONupoBaHUs B COJEPKAaHUM JUCHUIUIMH coomeemcmeyem JEeUCTBUTEIbHOCTH. JMCIUIINHA
«JJIeKTPOHHBIH [10KYMEHT0000pPOT B YyNpaBJIeHYEeCKOW [esiTeIbHOCTH» B3alUMOCBs3aHa C
npyrumu qucturimaamu OITOIT BO u Yue6noro miana no HampasieHuto 38.03.01 «IxonoMuka
¥ BO3MOKHOCTb TyOJHPOBAHUS B COJACPKAHUU OTCYTCTBYET.

7. llpeacraBnennas  Ilporpamma  mpenmojiaraeT  HCIOJNB30BaHHE  COBPEMEHHBIX
00pa3oBaTeNbHbIX TEXHOJOTUH, HCHOJb3yeMble MpPU pealu3aluy pPa3IWYHbIX BUJOB y4ueOHOU
pabotbl. @opMbI 00pa3z0oBaTEIbHBIX TEXHOJIOTHI_coomeemcmeayom ciennuke JUCUUTUINHBL

8. IlporpamMma IUCHHMILTHHBI «JJEKTPOHHBIH TOKYMEHT0000pPOT B YNpaBJieHYeCKOii
AesITeIbHOCTHY TIpeAroaraeT 4 3aHATHs B UHTEPAaKTUBHOU (opMme.

9. Buapl, comepkaHue U TPYHAOEMKOCTh CaMOCTOSTEIBHOW pabOTHl  CTYICHTOB,
npezcraBieHHble B IIporpamme, coomeemcmeyiom TpeOOBaHUSIM K TOATOTOBKE BBITYCKHHKOB,
coaepxammmcsa Bo ®I'OC BO nanpasnenus 38.03.01 «IkoHoMuKa».

10. IIpencraBnennsie u onucannelie B [Iporpamme dhopmbl mexyweii olleHKH 3HaHUH (o1poc,
B (opme 0OCyXJeHUs OTIEIbHBIX BOIPOCOB, Y4acTHE€ B OHJIAMH-TECTUPOBAaHUU, paboTa Haj
JOMAITHAM 3aJJaHueM C MCIIONIb30BaHHEM MporpaMMHbIX mpoaykToB Microsoft Office (Microsoft
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Word, Microsoft Excel) u aynuTopHbIX 3a1aHHsX - C UCHOJIB30BAaHUEM MPOTPAMMHBIX MPOIYKTOB
Microsoft Office (Microsoft Word, Microsoft Excel)), coomsemcmesyiom criennbuke TUCHUATIIHHBL
U TpeOOBAHUSIM K BBITYCKHUKAM.

11. ®opma mHPOMEKYTOUHOTO KOHTPOJIS 3HAHUM CTYAEHTOB, MNPEAyCMOTpEHHas
[Tporpammoii, ocymecTBisercs B (hopMe 3auera, UYTO coomeemcmeyem CTaTyCy AUCUUIUIMHBL, KaK
JUCIUIUIMHBL TI0 BBIOOPY OTHOCHTCS K 4acTH, (OpMUPYEMOM y4aCTHHKaAMH 00pa30BaTEJIbHbBIX
oTtHoueHui yueoHoro nukia — b1.B.JIB ®I'OC BO nanpasienus 38.03.01 «IxoHOMHK.

12. ®opmbl oLieHKH 3HaHUM, IpeacTaBieHHbIe B [Iporpamme, coomeememsyrom cnenuduke
JUCIUILIMHBL U TPEOOBAHUSIM K BBIITYCKHUKAM.

13. YueOHO-MeTOIMYECKOEe  OOeCreueHrue  TUCIUIUIMHBI  TMPEJICTaBICHO:  OCHOBHOMU
auTeparypod — 2 wucToyHWUKa (0a30BBIA y4eOHHWK), IOMOJHUTEIBHOM auTeparypod — 6
HAUMEHOBAHHM, MEPHOAMYECKUMH W3JIaHUSAMU — 3 HMCTOYHHMKA CO CCBUIKOM Ha 3JICKTPOHHBIC
pecypcbl, MHTEpHET-pecypchl — 6 UCTOYHHMKOB M coomeemcmeyem TpedboBanusm PI'OC BO
HanpasieHus 38.03.01 «IkoHOMHUKAY.

14. MarepuanbHO-TeXHUYECKOEe OOecreyeHne UCHUILUIMHBI COOTBETCTBYET cHeruduke
JTUCIUTUINHBL  «JJIEKTPOHHBI JOKYMEHTO0000POT B YNPaBJEHYECKOH esiTeIbHOCTHY W
o0OecreunBaeT HCIOIb30BAaHUE COBPEMEHHBIX 00pa3oBaTeNbHBIX, B TOM YHCIIE HMHTEPAKTUBHBIX
METO/IOB O0yUYCHUS.

15. Metoauueckne peKOMEHIAIMK  CTYIAeHTaM M  METOJAMYECKHE PEKOMEHMIalluu
MPEroaaBaTelsIM 10 OPTaHU3ANMHA OOYUYCHHSI TI0 JUCIUIUIMHE JA0T MPEICTABICHUE O CICIH(HUKE
oOydeHHs MO0 JUCHUIUIMHE «DJIEKTPOHHBI [OKYMEHTO000pPOT B  yIpaBJieHYeCKOil
AeATEeTLHOCTI.

OBIIUE BbBIBO/bI

Ha ocHOBaHMM NPOBEAEHHOIO PELIEH3UPOBAHUS MOXKHO CJEJIaTh 3aKJIIOUEHHUE, YTO XapaKTep,
CTPYKTYpa U cofiep)KaHue paboyeil mporpaMMsbl JUCLHUILIUHBI «JIEKTPOHHBIH 10KYMEHT0000pOT
B ynpasieHuyeckoil aesareqbHocTH» OIIOII BO no nampasnenuto 38.03.01 «IxoHOMHKAY,
HANPaBJCHHOCTh «PHMHAHCOBBINA H YIIPABJICHYCCKHH y4eT U ayIUT B HH(PPOBOH IKOHOMHKE)
(xBajuduKanus BHINMYCKHUKA — 6aKkajiaBp) pazpadoranHoi JluBanosa P.B., nonentom xadenpsi
OyXraJTepckoro ydera M HajJorooOjoxeHus, K.3.H., — boiiko O.B., cT. npenoxasarenem kadeapsl
OyXTaJITEpPCKOTO0 y4eTa © HaJIorooOyioxkeHusi coorBercTByer TpedoBanusim OI'OC BO,
COBPEMEHHBIM TPEOOBAaHUSAM 3KOHOMHUKHM, PbIHKA TPYAA M TMO3BOJMUT NpU €€ peaau3aly yCIIEIIHO
o0ecnieunTh (pOpMHpPOBAHUE 3asIBJICHHBIX KOMIIETEHIIUH.

Penensent: Xaputonosa A.E., ToneHT Kaeapsl CTATHCTHKY H KHUOEpHETHKH
®I'BOY BO «Poccuiickuii roc:.*,uapcmgggzﬂ&__atpapﬂmﬁ YHUBEPCHTET — MCXA

- -

umenn KA. TuMmupsasera, K.9.H. o 7 & Dol n LAl 2022 1.
Jmoanuee)
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