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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 4
HHPOPMAIIMOHHBIX TOKYMeHTOB. OdopMIileHre JOKYMEHTOB IO TPYIOBBIM
npaBooTHOIEHUIM. /JIex/ /Jlex/
1.8 OdopmiieHne cnykeOHBIX MUCEM, ONIEPATHBHO- CIIPAaBOYHO-MH(POPMALIUOHHBIX 2 4
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 9
1.18 IMoaroroska k nmpaxTudeckuM 3aHatusaM /Cp/ 2 18
1.19 KonraxrHbie yackl Ha aTTectanuio /KA/ 2 0,25
1.20 INoaroroska k 3auery /Cp/ 2 8,75

5. OHEHOYHBIE MATEPHAJIbI

OHEHO‘IHLIC Marepualibl 11 TPOBEACHUA npOMexcyrquoﬁ aTTeCTalluu 06yqa}011mxca TIPUBEACHBI B IIPUIIOKEHUU K

paboueii mporpaMme AUCIUILIHHEL.

(DOpMLI W BUABI TEKYWIECTO KOHTPOJIA MO AUCHHUIIINHE (MO,Z[yJ'I}O), BHUJBI 3a,Z[aHPII>lI, KpUTEPUHU UX OLCHHUBAHUA,
pacopeacicHue 0aJlIoB 10 BHUAaM TCKYIICTO KOHTPOJIA pa3pa6aTLIBar0r09I npernoaaBaTeiicM JUCHUIIIIMHBI C YYETOM €€ CHEHI/I(I)I/IKI/I u

JIOBOJIATCS IO CBEACHHS OOYJArOIIMXCS Ha IIEPBOM YIEOHOM 3aHSITHH.

Texylmii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCS MPenoiaBaTeNieM IUCHUILTUHBI (MOIYIs), KaK MPaBUIIo, C
ucnonb3oBanueM SMOC unm myreM NpoBEpKU MUCbMEHHBIX PadoT, MPeIyCMOTPEHHBIX pab0YMMU POrpaMMaMy AUCLUILIIMH B
paMKax KOHTaKTHOM pabOTHI U CaMOCTOSTENBFHOM paboThl oOyJatonuxcs. [ pukcHpoBaHHs pe3yabTaTOB TEKYIIETO KOHTPOIIS

MO3KeT ucnonb3osatbes DMOC.

6. YAEBHO-METOINYECKOE U UHOOPMAIIMOHHOE OBECIIEYEHUE JUCHUITIJIMHBI (MO YJIS)

6.1. Pexomenayemas auteparypa

6.1.1. OcHoBHas iMTEpaTypa

ABTOpBI, COCTaBUTEIH 3araBue Wznatensc O agpec
TBO, TOJ
JI1.1 [AntyxoBa H®. u np. | CucreMsI 31eKTPOHHOTO JOKYMEHTO000pOTA. MockBa:  //www.book.ru/book/93]
KuoPyc,
2019
JI1.2 |Iysanosa H. H., OCHOBBHI JIETOIPOU3BOACTBA. SI3BIK CITY’KeOHOTO JOKYMEHTA! MockBa:  [tps://urait.ru/bcode/4390(
Npanosa A. 10. Y4eOHUK U MPAKTUKYM IOpaiir,
2019
6.1.2. lonoTHUTe/IBbHAS JIUTEPATypa
ABTOpBI, COCTaBUTENHU 3arnaBue W3narennc On. agpec

TBO, I'OJL




ABTOpBI, COCTaBUTENHN 3arnaBue W3narensc On. 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|1. 7-zip
6.2.1.2]2. Adobe Reader
6.2.1.3]3. IrfanView
6.2.1.4 4. Microsoft Office 2010 Professional
6.2.1.5]5. Microsoft Office 2013
6.2.1.6|6. Microsoft Office 2013 Professional
6.2.1.7]7. Microsoft Office Professional Plus 2013
6.2.1.8]8. Microsoft Office Professional Plus 2016
6.2.1.919. Microsoft Windows 10 Pro
6.2.1.1]10. Microsoft Windows 7
0
6.2.1.1]11. Microsoft Windows 8
1
6.2.1.1]12. Microsoft Windows 8.1
2
6.2.1.1]13. Microsoft Windows Professional 8
3
6.2.1.1]14. Microsoft Windows Professional 8 Russian
4
6.2.1.1|15. OpenOffice 3.1
5
6.2.1.1]16. Kommiext T1IO Microsoft
6
6.2.1.1]17. AnTuBupyc Kacnepckoro
7
6.2.2 TlepeueHb MPogecCHOHATBLHBIX (a3 IaHHBIX H MH(OPMATUOHHBIX CHPABOYHBIX CHCTEM
6.2.2.1 | Uacdopmanmonnas crpaBounas cucrema "'apant" http://www.garant.ru

6.2.2.2

Wudopmanmonnas cipaBouHas cucteMa "KoncynsrantlImroc" http://www.consultant.ru

6.2.2.3

6224

Ba3za nanHbIX «MaKpoIKOHOMHKaY - HHDOPMAIMOHHO- aHATTMTHIECKUH pasien opHuHransHoro calita MuHucTepcTBa
¢unancos PO http://info.minfin.ru/prices_index.ph

6.2.2.5

MVIJIBTUCTAT — MHOTOYHKIIMOHAIBHBIA CTATUCTUYIECKUH mopTai http://www.multistat.ru/?menu_id=1

6.2.2.6

baza nannbix «bubmuoreka ynpasnenus» - Kopnopatusabeiit MenemxmenT https://www.cfin.ru/rubricator.shtml

6.2.2.7

DenepanbHblit 00pazoBaTenbHbIi MopTan « xonomuka Conuonorus MenemkmeHT http://ecsocman.hse.ru

6.2.2.8

Baza naHHBIX «MupoBas 3KOHOMHKA» — HH(POPMALMOHHO-aHATUTHIECKHH pa3aen ouIMansHOro caiita MuHHCTEpCTBA
¢unancos P® http://info.minfin.ru/worldecon.php/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJIMHBI (MO YJIA)




7.1

VYueOHbIe ayTUTOPUH AT MPOBEACHUS 3aHATHH JIEKIIHOHHOTO TUIIA, YKOMIIEKTOBAHHBIE CTICIIMAIN3UPOBAHHOI MeOEIbI0
1 TEXHUYECKUMH CPEJCTBAMH 00yUEeHUS: MyJAbTUMENUITHOE 000pyIOBaHUE IJIsl IPEIOCTaBIeHHUs yieOHOH nHpOopMaIu
0O0IIBIIION ayANTOPUH W/WITH 3BYKOYCHIIMBaroIee 000pynoBaHue (CTAHOHAPHOE WITH IEPEHOCHOE).

7.2

VYueOHbIe ayJUTOPUH JUTS IPOBEACHNUS 3aHATHH CEMUHAPCKOTO TUIIA, IPYIIIOBBIX ¥ MHIMBHYaJIbHBIX KOHCY/IbTAIUH,
TEKYIIETO KOHTPOJIS M IPOMEKYTOUHOH aTTEeCTaIllH, YKOMIUIEKTOBAaHHBIC CIICIHAII3HPOBAaHHON MeOeNbIo 1
TEeXHHYECKUMH CPEACTBAMU 0Oy4eHHs: MyIbTHMEANITHOE 000pyA0BaHNE U/HIIH 3BYKOYCHIMBAoIee 000py0BaHIe
(cranoHapHOE WK IIEPEHOCHOE).

7.3

[MomereHus 1 CaMOCTOSTENLHON paObOTHI, OCHALIEHHBIE KOMITBIOTEPHOM TEXHHUKOW C BO3MOYKHOCTBIO TIOAKITIOUEHHS K
cetu "MHTEepHET" M 0OECIIeYeHHEM JOCTYNA B AJICKTPOHHYIO HHPOPMaIlMOHHO-00pa30BaTEIIbHYIO CPEly YHUBEPCHTETA.

7.4

[Tomerenus 11 XpaHeHUs! 1 TPOPUIAKTHIECKOTO OOCTY>KUBaHHS y4eOHOTO 000pyIOBaHMUSL.




