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1. IEJTA OCBOEHUSI JUCLUTIIMHBI (MO1Y.J151)

1.1 | Llenpro QUCIUIUIMHEI IBIsIeTCS (OPMHUPOBAHIE 3HAHUH y 00yJaromuxcs B 00JIaCTH JOKYMEHTHPOBaHUSA H OCHOBaMH
opraHu3aIiy paboThl ¢ OPraHU3aOHHO-IIPABOBBIMU, PACTIOPAIUTEIBHBIMH, CIIPABOYHO-HH(GOPMAIIHOHHBIMH,
TPYAOBBIMH JOKYMEHTAMH NPEIIPUATHS C UCIIOJIb30BAHUEM COBPEMEHHBIX aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHH.

2. MECTO JUCIMITIJIMHBI MOAYJIA) B CTPYKTYPE OBPA30OBATEJIBHOU ITPOT'PAMMBbI

Iuxn (paznpen) OIT: | OT/1.01

3. KOMIIETEHIIMHA OBYYAIOLIETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHHWS AN CLMUITIMHBI
(MOJYJIST)

IIK-5 CriocoGeH npoBOIUTh S3KOHOMHYECKHE HCCIIEOBaHNS Ha OCHOBE UCTIOIB30BaHNS MEPEAOBBIX HH(OPMAIIHOHHBIX TEXHOIOTHH
Y BBIYHCIIUTEIBHBIX CPENCTB

TIK-5.2 Hcnonb3yeT nHGOpMAIMOHHbBIE TEXHOJIOTUU U BEIYUCIUTENbHBIE CPEJICTBA B YIIPABICHUH OPTaHU3AIKEH I OBBILICHHS
3¢ dexTUBHOCTH ee paboTHI 10 CPaBHEHUIO C NIEPEIOBBIMU OPTaHU3ALMSIMH, BBITYCKAIOMMX aHAJIOTHYHYIO IPOIYKIHIO

40.049. lIpodeccuonanbusbiii cranaapt "CIIEMUAJIUCT IO JTOTUCTUKE HA TPAHCIIOPTE", yrBep:kaéHHbIii
npukazoM MuHHCTEPCTBA TPYAA U coluaabHOi 3amuThl Poccuiicko Menepauun ot 8 centsiops 2014 r. N 616n
(3aperucrpupoBan Munucrepcrsom rocrunnn Poceniickoii ®enepannn 26 cenrsiops 2014 r., perucrpannonnsiii N 34134)

TIK-5. B. Opranu3anus npouecca IepeBo3KU IPy3a B 1IEMHU IOCTaBOK
B/01.6 Opranuzanus TOTUCTUUECKON AATETLHOCTH IO IEPEBO3KE IPY30B B LIEMH MOCTABOK

TIK-5. B. Opranu3zanus mpolecca epeBo3KH rpysa B LEenH MOCTaBOK
B/02.6 Opraru3zanus paboThI C HOAPSAIMKAMH Ha PHIHKE TPAHCIIOPTHBIX YCIYT

B pe3yabTaTte ocBOeHUS TMCHUIIMHBI (MOAYJIs1) 00yUYalomuiics A0/KeH

3.1 (3HaTh:

3.1.1 | - TepMHHOJIOTHIO, ISHCTBYIONIHE FOCYIAPCTBEHHBIE HOPMATUBHO-METOIHYECKHE JOKYMEHTBI, PErJIaMEeHTUDYIOIIHE
JIETIOIIPOU3BOJICTBO B YIIPABJICHUCCKOM ACATEILHOCTH M OPTAHU3AIMIO HH()OPMAIIMOHHO-TOKYMEHTAIIHOHHOTO
0o0cyXUBaHUS

3.1.2 | - [IpaBuia cocTaBieHUS U 0(OPMIIEHHS CIYKEOHOH JOKYMEHTAIHH, COOTBETCTBYIONINE HOPMATHBEI M CTaHapTHI

3.1.3 | - TpeOoBaHUs K parlHOHATBHON OpPTaHU3aNH PabOTHI C JOKYMEHTaMH

3.14

3.2 | YmeTh:

3.2.1 |- CocraBnsth 1 0pOPMIIATh HAHOOJIEE PACIPOCTPAHECHHBIC BUIBI JOKYMEHTOB

3.2.2 |- CocraBnsaTh ¥ 0OPMIIATH BCE BUABI JOKYMEHTOB, IPHMEHAEMBIX B YIPABICHYECKOH AEATEIBHOCTH C YI€TOM HUX
Ha3HAYCHUS

3.2.3 | OpraHu3oBaTh palHOHAIbHOE XPaHEHUE U FIPPEKTUBHOE UCIIOTIb30BaHNE HHPOPMALIMOHHO-TOKYMCHTAIIMOHHBIX
MaccHUBOB

324

325

3.2.6

3.3 | Bragern:

3.3.1 | HaBBIKaMH TOKYMEHTAIHHOTO 0(OPMIICHHSI PEICHUI OTIepaliioHHOH (ITPON3BOICTBEHHOMN ) I TETbHOCTH OPTaHU3AINN
[IpY BHEIPEHUU UHHOBALIMHA U U3MEHEHUN

3.3.2 | HaBBIKAMH ITOATOTOBKH OPTaHU3AI[HOHHBIX U PACHOPSIUTENIBHBIX JOKYMEHTOB, HSOOXOIUMBIX IJISl CO3JaHUS HOBBIX
IIPEANPUHUMATEIBCKUX CTPYKTYP

4. CTPYKTYPA U COAEP KAHUE JUCHUTIITUHBI (MO YJIS)

Kon HanmeHoBaHHe pa3/iesioB U TeM /BH 3aHATHS/ Cemectp | Yacos | Ilpumeuanue

3aHATHS / Kypc

Paznea 1. Cucrembl 3JIEKTPOHHOTO JOKYMEHTO000POTA

1.1 Tema 1. McxonHble MOHATHS HH(GOPMAIIHOHHBIX CHCTEM YIPABICHUS 2 2
JIokyMeHToobopoToM. /JIex/ /Jlex/
1.2 TonsiTie HHGOPMAIIMOHHBIX CHCTEM YIIPaBICHHSI 2 2

nokymentooboporom. /TIp/ /TIp/

1.3 Tema 2. CocTaB peKBU3HUTOB M BUABI OJJAHKOB OPraHU3AI[IOHHO- 2 2
pacnopsimurensHeix 1okymeHToB TOCT P 6.30-2003. OdopmiieHne pekBU3UTOB
JIOKyMeHTOB. /JIex/ /Jlex/

14 OumOKH B A3bIKE U CTUIIE IeN0oBoH nokymenTtaiuu. /IIp/ /TIp/ 2 2

1.5 Tema 3. OopmiteHnEe OpraHU3AIIOHHO-IIPABOBBIX U PaCIIOPSIUTEIBHBIX 2 2
IOKyMeHTOB. /Jlex/ /Jlex/




1.6 OpraHu3aiioHHO-pacopsaauTenbHbIe JokyMeHTsl. /IIp/ /Tlp/ 2 2

1.7 Tema 4. OopmieHne CITyKEOHBIX TUCEM U JIPYTHX OMEPATHBHO- U CIIPABOYHO- 2 2
HHPOPMAIIMOHHBIX TOKYMeHTOB. OdopMIileHre JOKYMEHTOB IO TPYIOBBIM
npaBooTHOIEHUIM. /JIex/ /Jlex/

1.8 OdopmiieHne cnykeOHBIX MUCEM, ONIEPATHBHO- CIIPAaBOYHO-MH(POPMALIUOHHBIX 2 2
nokymentos /TIp/ /TIp/
1.9 Tema 5. Opranuszanus HHPOPMAIMOHHOW CHCTEMBI YITPABICHUS 2 2
nokymeHToobopotom. /Jlex/ /Jlex/
1.10 WnadopmannoHHast cucTeMa ypasieHus JokymeHToooopotom. /TIIp/ /Tlp/ 2 2
1.11 Tema 6. ABTOMaTH3aLUs COCTABICHUS 2JIEKTPOHHBIX JOKYMEHTOB U MIPOLIECCOB 2 2
BBOJIa TOTOKOB BXOJAIINX AOKyMeHTOB. /JIex/ /JIex/
1.12 CocraBneHue 3MeKTPOHHBIX okymMeHToB. /I1p/ /TIp/ 2 2
1.13 Tema 7. Opranuzanus CUCTEMBI JIEKTPOHHOTO JoKyMeHToobopoTa /Jlex /Jlex/ 2 2
1.14 Mapripyru3anus 10KyMmeHTonoTokoB. /IIp/ /Tlp/ 2 2
1.15 Tema 8. Ympasnenue noxkymeHTo000p0oTOM B pemenusx SAP /Jlex/ /Jlex/ 2 2
1.16 Monens pemerns SAP. /TIp/ /TIp/ 2 2
1.17 IMoxroroska x sexmwmsm /Cp/ 2 8
1.18 IMoaroroska k nmpaxTudeckuM 3aHatusaM /Cp/ 2 16
1.19 KonraxrHbie yackl Ha aTTectanuio /KA/ 2 0,25
1.20 ONeKTPOHHBIN JOKyMEHT0000poT B Kommanuu /Cp/ 2 7
1.21 IToxaroToBka k 3a4ery /Cp/ 2 8,75

5. OIEHOYHBIE MATEPHAJIBI

OueHOYHbIe MaTepHabl Ul IPOBEICHHUS IPOMEXYTOYHON aTTECTAlMU O0YJAIOMUXCs IPUBEICHBI B IIPHIIOKEHUH K
paboueii mporpaMMe TUCHUIUTHHBL.

@DOpMEBI M BHIBI TEKYIIETO KOHTPOJI IO AUCIHUILINHE (MOMIYIIO), BHIBI 3aJJaHUH, KPUTEPHUH X OI[CHUBAHUS,
pacmperneneHue 6aIoB IO BUAAM TEKYIIET0 KOHTPOIIA pa3padaThIBAlOTCS MpenofaBaTelieM AUCIUILTHHEL C yIeTOM €€ CIIeIU(UKH U
JOBOZATCS JI0 CBEJICHHS 00yJaromUXcsl Ha IEPBOM y4EOHOM 3aHSTHH.

Tekymuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIIETCS MIPENoAaBaTeIeM JUCIUILIAHBI (MOAYIIA), KaK MPaBHIO, C
ucronp3oBanreM SMOC umn ImyTeM MpoBepKH MHCBMEHHBIX Pa0doT, IPEIyCMOTPEHHBIX PA00OYHMH IPOTrpaMMaMHy AUCIUILTIH B
paMKax KOHTaKTHOH pabOThI M CaMOCTOSITENbHOM paboThl oOydaromuxcs. s GpukcupoBaHus pe3ynbTaTOB TEKYLIETO KOHTPOJIS
MoxeT ucnomnbsopaTbess DMOC.

6. YAEBHO-METOAWYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUME JUCHUIIJIMHBI (MO YJISA)

6.1. Pexomenayemas qureparypa

6.1.1. OcHoBHasl IUTepaTypa

ABTOpBL, COCTaBUTENU 3armaBue W3natensc Omn. agpec
TBO, TOJ
JI1.1 | AntyxoBa H.®. u np. | CHCTEMBI JIEKTPOHHOTO TOKYMEHTOO0O0pOTA. Mocksa: //www.book.ru/book/931
KuoPyc,
2019
JI1.2 | lysanosa H. H., OCHOBBI JICTIONTPOU3BOJICTBA. SI3BIK CIY)KEOHOTO TOKYMEHTA: Mocksa:  [tps://urait.ru/bcode/4390¢
HBanosa A. 0. Y4eOHNK U IPaKTUKYM IOpaiir,
2019

6.1.2. JlonosiHuTEIBHAS JIUTEpPATypa




ABTOPBI, COCTaBUTEITH 3arnaBue Wsnatensc Omn. agpec
TBO, TOJ[
JI2.1 | Beperexuna C.B. JluctaHiMOHHBIH Tpyd. OpraHu3aius IeKTPOHHOTO Mocksa: {//www.book.ru/book/934
JIOKYMEHTO000pOTa B KaAPOBOM JIEJIOTIPOU3BOICTBE: Pycaiinc,
Mownorpadus 2020
J12.2 | Coxomoa O.H., JIOKyMEHTalMOHHOE 00eCTICUCHHE YIPaBICHHS B Mocksa: //www.book.ru/book/932
AxumoukuHa T.A. OpraHu3alUHU. KuoPyc,
2020

6.2 UndopManmoHHbIe TEXHOJIOTHH, HCI0JIb3yeMble NMPH 0CYleCTBJIEHNH 00pa30BaTeIbHOIO NpoLecca Mo AUCUHUIINHE

(Mony.a10)

6.2.1 IlepeyeHb JUIEH3HOHHOTO U CBOOOHO PACIIPOCTPAHIEMOI0 NPOrPAMMHOI0 00ecredeHust

6.2.1.1 | Microsoft Office

6.2.2 HepequL leO(l)eCCHOHa.]I])H])lX 0a3 JAHHBIX U l/IHq)OpMaIIl/IOHHLIX CIIPABOYHBIX CUCTEM

6.2.2.1 | @enepanbHbIil 00pa3oBaTeNbHEIA TOpTaN « OKoHOMIKa Coronorns MenemxMenT - http://ecsocman.hse.ru
6.2.2.2 | baza maHHBIX «MaKpOIKOHOMHKAY - HH(GOPMAIMOHHO- aHATMTHYECKAH pa3ien opHIHaIbHOTO caliTa MUHICTEpCTBA
¢unancos PO - http://info.minfin.ru/prices_index.ph
6.2.2.3 | baza nanubix «bubnmnoTeka ynpasienus» - KopnoparusHeiii MenemxMeHT - https://www.cfin.ru/rubricator.shtml
6.2.2.4 | Cratuctrueckas 6a3a nanabix EOK OOH - http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _20-ME__ 1-MEOV/
6.2.2.5 | CnpaBouHo-nipaBoBas cucrema «KoncympTantlInroc» (http://consultant.ru)
6.2.2.6 | CnpaBouHo-nipaBoBas cucrema «I'apant» (http://garant.ru)
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOAYJIS)

7.1 | YueOHble ayAUTOPUH VIS IPOBEACHNUS 3aHATHI JIEKITMOHHOTO THIIA, YKOMIUIEKTOBaHHBIE CIIEIIMAIM3UPOBAHHON MeOEbIO
U TEXHHYECKUMH CPEACTBAMHU OOYUCHHS: MYIETHMEIUITHOE 000pyIOBaHUE AJISI IPEIOCTABICHUS yIeOHOH HH(pOpMAIHN
OO0JIBIIION ayJUTOPHH W/NIIN 3BYKOYCHIIMBAOIIee 000pyIoBaHNEe (CTAIIMOHAPHOE HIIH TIEPEHOCHOE).

7.2 | YaeOHBIC ayquTOPHH JUTS IPOBEICHAS 3aHATHI CEMHHAPCKOTO THIIA, TPYIIIOBBIX U HHANBHIYAJIbHBIX KOHCYIBTAIIHH,
TEKYIIETO KOHTPOJIS ¥ IPOMEXYTOUHOH aTTEeCTAIlNH, YKOMIUIEKTOBAaHHBIE CIICIIHAII3HPOBAaHHONW MeOeNbio 1
TEXHUYECKUMH CPEACTBAMH 00ydeHUsI: MyIbTUMEUITHOE 000pyA0BaHHE U/IITH 3BYKOYCHIIMBAIOIIEee 000pyJ0BaHUE
(cranoHapHOE WITH TIEPEHOCHOE).

7.3 | ITomeneHust A7st CaMOCTOATENFHON pabOThI, OCHAILIEHHBIE KOMITBIOTEPHOI TEXHUKOM € BO3MOKHOCTBIO OIKITFOYEHUS K
cetd "MHTEepHET" M 0O€ECIIeUeHNEM JOCTYIIa B AIIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

7.4 | [TomenieHus Al XpaHEHHsT U NPO(UITAKTHYECKOTO 00CITYy)KUBaHUS Y4€OHOTO 000PYIOBaHUS.




