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1. HEJIX OCBOEHUA TUCHHUIIIMHBI (MOJYJIS)

1.1]|1enbr0 AUCIUIIMHBL ABIsICTCS POPMUPOBAHUE 3HAHUI Y 00yUarOINXCs B 00J1aCTH IOKYMEHTHPOBAHUS U OCHOBAMU
OpraHu3aluy paboThl C OPraHN3aLMOHHO-TIPABOBBIMH, PACTIOPSIUTEIBHBIMH, CIIPAaBOYHO-MH()OPMAIIMOHHBIMU, TPYAOBBIMU
JIOKYMEHTaMH MPEIPHUATUS C UCTIOIIb30BaHUEM COBPEMEHHBIX aBTOMAaTH3HPOBAHHBIX TEXHOJIOTHH.

2. MECTO JUCHUNJIUHBI (MOJY.JIsI) B CTPYKTYPE OBPA3OBATEJLHOM MPOTPAMMBI

ukx (paszaen) OIT: [®T1.02

3. KOMIIETEHIINHX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUA JUCHUIIIMHBI (MOZY JIS)

[TK-5 CnocoGeH MpoBOAUTH 3KOHOMUYECKUE UCCIIEIOBAHUS HA OCHOBE MCIIOJIb30BAHUS MEPEJOBBIX HH)OPMALIMOHHBIX TEXHOJIOTHI 1
BBIYUCITUTEIBHBIX CPENICTB

IIK-5.2 I/ICHOJ'II)?:yeT I/IH(l)OpMaI_II/IOHHLIe TCXHOJIOTMH 1 BBIYUCIUTCIbHBIC CPEICTBA B YIIPABJICHUN 0pFaHH3aHHCﬁ JJIs1 IIOBBIIICHUSA
3(1)(1)€KTI/IBHOCTI/I €c pa6OTI)I 10 CPAaBHCHHIO C NIEPEAOBBIMH OPraHU3alHsAMH, BbIITYCKAIOINX aHAJIOTUYHYIO IIPOAYKIIUIO

40.049. IMpodeccuonanpusplii cranaapt "CIHENUAJIUCT IO JJOT'NCTUKE HA TPAHCIIOPTE", yTBep:K1éHHbII MPUKa30M
MunucTepcTBa Tpyaa U conMabHoM 3amuThl Poccuiicko @enepanuu ot 8 cenrsaops 2014 r. N 616H (3aperucTpupoBaH
MunucrepcrBoM rocruiuu Pocceuiickoii @enepanun 26 centsops 2014 r., perucrpaunonnsiii N 34134)

[1K-5. B. Opranuzanus mpoiiecca nepeBo3Ku rpysa B LeNH MOCTaBOK
B/01.6 Opranu3aiiys JOrHCTHYECKOH IESITETBHOCTH T10 TIEPEBO3KE IPY30B B IENH MOCTABOK

[IK-5. B. Opranu3anus nporecca IepeBO3KH rpy3a B IENH TOCTaBOK
B/02.6 Opranuzamust paboThl ¢ MOAPSTINKAMH Ha PBIHKE TPAHCIOPTHBIX YCIyT

B pe3yabTaTte ocBoeHNs IMCHUILIHHBI (MOIYJIs1) 00yUYalommiics T0J1KeH

3.1{3naTn:

3.1.1]- TepMuHoOIHUIO, NEHCTBYIONIUE FOCYJAPCTBEHHBIE HOPMATHBHO-METOINYECKUE IOKYMEHTBI, pEriaMEeHTHPYIOLINe
JIEJIOTIPOU3BOJICTBO B YIPABJICHUYECKOH ACATEILHOCTH U OPraHU3aliio HHPOPMALMOHHO-I0KYMEHTAHOHHOTO 00CITY KUBaHUSI

3.1.2)- HpaBI/ma COCTaBJICHUA U O(bOpMJ'IeHI/IH cny>1<e6H0171 JAOKYMEHTAI1, COOTBETCTBYOIINEC HOPMATHUBLI U CTAHAAPThI

3.1.3|- TpeboBaHus K paloOHANLHON OpraHu3auu paboThl ¢ JOKyMEHTaMU

3.14

3.2|Ymern:

3.2.1|- CoctaBaats 1 0OPMIAT, HAUOOJIEE PACTIPOCTPAHEHHBIE BUJIbI JIOKYMEHTOB

3.2.2|- CocTaBIATh U O(I)OpMJ'ISITL BCC BHUJbI JOKYMCHTOB, IPUMCHACMBIX B praBJ’IeH‘-IeCKOﬁ ACATCIBHOCTH C YYETOM UX Ha3HAYCHUSL

3.2.3|Oprann3oBaTh panoHaNBEHOE XpaHeHne U 3 (HEKTUBHOE UCIIOIb30BaHNE HH(POPMAIIOHHO-TOKYMEHTAIIIOHHBIX MaCCHBOB
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3.25

3.2.6

3.3|Baagers:

3.3.1|HaBBIKaMH JIOKYMEHTAIBHOTO O()OpMIICHHSI PELICHUH OTNIepaIllMOHHOM (TIPOU3BOICTBEHHON ) ICATEILHOCTH OPTaHU3alluH MIPH
BHEJPEHUU MHHOBAIIMH 1 U3MEHEHUH

3.3.2|HaBbIKaMH TOATOTOBKH OPTaHU3AIIMOHHBIX M PACTIOPSIIUTENBHBIX TOKYMEHTOB, HEOOXOUMBIX IS CO3TIaHHSI HOBBIX
MIPEANPHHUMATEIBCKUX CTPYKTYD

4. CTPYKTYPA U COJAEPKAHUE JUCHUIIJIMHBI (MOY JIS)

Kon HaumeHoBaHue pa3/e10B U TeM /BU] 3aHATUS/ Cemectp / | Yaco | IIpumeuanue
FAHATUS Kvnce
Pa3nen 1. CucreMbl 3JIeKTPOHHOT0 JOKYMEHT0000pOTa

1.1 Tema 1. McxonHbie NOHATHS UH)OPMAIIMOHHBIX CUCTEM YIIPABICHUS 6 2
nokymenroodoporom. /Jlex/ /Cp/

1.2 ITonsiTue nHGOPMALMOHHBIX CUCTEM YIpaBieHus: JokyMmeHnTooboporoM. /IIp/ /Cp/ 6 2

1.3 Tema 2. CocTaB peKBH3UTOB M BUJIbI OJIAHKOB OPraHU3aIIMOHHO- PACTIOPSTUTEIBHBIX 6 2

nokymentoB 'OCT P 6.30-2003. OdopmiieHue peKBU3UTOB TOKyMeHTOB. /JIek/ /Jlex/

1.4 OmmOKH B s3bIKE U CTUIIE 1eoBol nokyMeHTanuu. /IIp/ /Tlp/ 6 2

1.5 Tema 3. OopmiteHHEe OpraHU3aIMOHHO-TIPABOBBIX U PACTIOPSAUTEIBLHBIX 6 1
JokyMmeHToB. /Jlex/ /Jlex/




1.6 OpraHu3aluoHHO-pacopsauTeNbHbIe TokyMeHThI. /TIp/ /TIp/ 6 1

1.7 Tema 4. OopmiieHue CiTy’)KEOHBIX MUCEM U IPYTUX ONEPATHBHO- U CIIPABOYHO- 6 1
MH(POPMAIIMOHHBIX 1OKYMEHTOB. OdopMmiieHre TOKYMEHTOB 110 TPYIOBBIM
npaBooTHoIeHusM. /JIex/ /Jlex/

1.8 OdopmiteHne ciryKeOHBIX MUCEM, ONIEPATUBHO- CIIPABOYHO-UH(DOPMAITOHHBIX 6 1
nokymentos /ITp/ /Tlp/
1.9 Tema 5. Opranuzanus UHPOPMAIIMOHHON CUCTEMBI YITPABICHUS 6 1
nokymeHtooboporom. /Jlex/ /Jlex/
1.10 HudopmarronHas cucteMa ynpasieHHs JokyMeHTooboporom. /Ip/ /Tlp/ 6 1
1.11 Tema 6. ABTOMaTH3aIMS COCTABICHHUS IIEKTPOHHBIX JOKYMEHTOB U IPOIIECCOB BBOIA 6 1
MMOTOKOB BXOAAIIMX NTOKyMeHToB. /JIex/ /Jlex/
1.12 CocraBieHue eKTPOHHBIX 10KyMeHTOB. /I1p/ /TIp/ 6 1
1.13 Tema 7. OpraHu3amys CHCTEMBI JJIEKTPOHHOTO JoKyMeHToobopoTa /Jlek /Jlex/ 6 1
1.14 MaprpyTtuzanus foKyMmeHTonoTokoB. /IIp/ /TIp/ 6 1
1.15 Tema 8. YpaBnenue nokymeHToo060porom B perneHusx SAP /Jlex/ /Jlex/ 6 1
1.16 Monens pemrenust SAP. /Ip/ /Mlp/ 6 1
1.17 IMoarororka k nekusim /Cp/ 6 4
1.18 IMoaroToBka Kk MpakTU4eCKUM 3aHATHAM /Cp/ 6 8
1.19 KonrtakTHbIe yackl Ha arrecranmio /KA/ 6 0,25
1.20 OpraHu3aioHHO-TIPaBOBasi IOKYMEHTAIMS, ONlepaTHBHAS, HHPOPMALUOHHAS, U 6 18

Jipyras OpraHu3alluOHHO-CIpaBouHas uHpopmanus /Cp/

1.21 ABTOMAaTH3aIUsI B COCTaBJICHUH JJICKTPOHHBIX JIOKYMEHTOB M TIPOIIECCOB BBOJIA 6 13
nmokymenraru /Cp/

1.22 IMoarororka k 3auery /Cp/ 6 8,75

5. OHEHOYHBIE MATEPHAJIbI

OLeHOYHBIC MaTePHAITBI JUIs IPOBECHHS TPOMEKYTOYHOMN aTTeCTAaMU 00yYarOIMXCs IIPUBEICHBI B IIPHIIOKEHHH K paboueil mporpaMme
JMCLIUIUIMHEL

®DOopMBI U BUJIBI TEKYIIETO KOHTPOJIS 110 TUCHUTUIMHE (MOIYIIIO), BU/bI 33/1aHHI, KPUTEPUH UX OLICHUBAHUS, pacipeesieHue 0aioB 1o
BH/IaM TEKYILEro KOHTPOJIs pa3pabaThIBatOTCs MPEIoiaBaTesieM AUCLUIINHBI ¢ yYETOM ee ClieU(pHKH 1 JOBOISITCS 10 CBEACHUS
00yJaroIuxcs Ha IepBOM y4eOHOM 3aHSTHH.

TexyImuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTRIIETCS IIPEIoaBaTeNIeM JUCIUILTHHBI (MOyJIs), Kak NPaBHIIOo, ¢ UCIoIb30BaHHeM D110C
WITH ITyTeM TIPOBEPKHU ITICEMEHHBIX padoT, MPEeyCMOTPEHHBIX PAa0OYNMH IIPOrpaMMaMHy JUCIHUILTHH B PaMKaX KOHTAKTHOW paOOTHI U
caMocCTOATeNbHON paboTh! oOyyaromuxcs. s GUKcupoBaHUs pe3yIbTaToOB TEKYILETO KOHTPOIIS MOXKeET Hcnonb3oBarsesd DMOC.

6. YHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECHHEYEHUE JUCHUILJIUHBI (MOAY JIST)

6.1. Pexomennyemas ureparypa

6.1.1. OcHoBHas1 IUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue W3znatensc On. aapec
TBO. TOI
JI1.1 |Annpeesa B.U. Jlenonpon3BOACTBO: OpraHU3alys U BeAeHHe: Y 4eOHO- Mocksa: https://book.ru/book/95
IpaKTU4ecKoe nocobue KnoPyc, 0405

2023




ABTOPBI, COCTaBUTEIH 3arnaBue Uznarensc Omn. agpec
TBO. TOJI
JI1.2 |AntyxoBa H.®., CHCTEeMBI AJIEKTPOHHOTO JOKyMeHTooOopoTa. [TpakTukym: Mocksa: https://book.ru/book/95
Honranosa O.1., YuebHoe mocodue KnoPyc, 1544
Jlocesa B.B., /I3106eHKO 2024
AJL, Yeunkos 10.b.
6.1.2. lonotHUTeIbHAS IUTEPATYPA
ABTOpBI, COCTaBUTEIH 3arnaBue Wznarensc On. agpec
TBO. TOJT
JI2.1 |3amka WU.T., Turenscon |/loKyMeHTHpOBaHHE CHCTEMBI MEHEDKMEHTA KauecTBa: YueOHoe |Mocksa: https://book.ru/book/94
H.. mocobue KuoPyc, 2429
2022
JI2.2 |Honranosa O.1., VYnpasieHue KOHTEHTOM OpraHu3aliu: YU4eOHUK Mocksa: https://book.ru/book/94
Humarynaes M.M. KuoPyc, 6337
2023

6.2 UHdopManHOHHBIE TEXHOJIOTHH, HCI0JIb3yeMble IIPH OCYILEeCTBICHUH 00pa30BaTeJbHOI0 Ipolecca Mo JUCHUIIUHE (MOIYJII0)

6.2.1 lepeyeHb JTUIIEH3HOHHOTO ¥ CBOOOTHO PACTIPOCTPAHIEMOr0 MPOrPAMMHOI0 odecrevyeHust

6.2.1.1

. 7-zip

6.2.1.2

. Adobe Reader

6.2.1.3

. IrfanView

6.2.14

. Microsoft Office 2010 Professional

6.2.1.5

6.2.1.6

. Microsoft Office 2013 Professional

6.2.1.7

. Microsoft Office Professional Plus 2013

6.2.1.8

. Microsoft Office Professional Plus 2016

6.2.1.9

1
2
3
4
5. Microsoft Office 2013
6
7
8
9

. Microsoft Windows 10 Pro

6.2.1.10

10. Microsoft Windows 7

6.2.1.11

11. Microsoft Windows 8

6.2.1.12

12. Microsoft Windows 8.1

6.2.1.13

13. Microsoft Windows Professional 8

6.2.1.14

14. Microsoft Windows Professional 8 Russian

6.2.1.15

15. OpenOffice 3.1

6.2.1.16

16. Kommiekr ITO Microsoft

6.2.1.17

17. AaruBupyc Kacmepckoro

6.2.2 Ilepeyenb npodeccHOHANBHBIX 023 JAHHBIX U WHGOPMALHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1

Wudopmarmonsas cupaBouHas cucrema "["apant” http://www.garant.ru

6222

Hudopmanmonnas cupasouHas cuctema "Koncynsrantllmoc" http://www.consultant.ru




6.2.2.3

6.2.2.4

Baza manHbIX « MaKpO3KOHOMHKAY - HH)OPMAIHOHHO- AaHATUTHIESCKHUI Pa3/en 0(HUIHAIBHOTO caiiTa MuHHCTEpCTBAa (DHHAHCOB
P® http://info.minfin.ru/prices_index.ph

6.2.2.5

MVIJIbTUCTAT — MHOroyHKIIMOHAIbHBIN cTaTUcTHUecKuil moprai http://www.multistat.ru/?menu_id=1

6.2.2.6

baza nanubix «bubnuoreka ynpasieHus» - Kopnoparusnslit MenemxmenT https://www.cfin.ru/rubricator.shtml

6.2.2.7

OdenepanpHbIil 00pa3oBaTeIbHBIN MopTas «koHOMHUKa Conponorus MenemkmMeHT» http://ecsocman.hse.ru

6.2.2.8

ba3a nanHbIX «MHpOBasi IKOHOMHUKa» — HH(POPMALHOHHO-aHATUTHIECKUI paszien opHIMaIbHOro caifta MuUHECTEpCTBA
¢unancos PO http://info.minfin.ru/worldecon.php/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUTIIMHBI (MOAY JIS)

7.1

YueOHbIe ayAUTOPUH ISl TPOBEACHHS 3aHATHIA JICKIIMOHHOTO THITA, YKOMIUICKTOBAHHbBIE CIICIIHATN3UPOBAHHON MEOETIBIO U
TEXHUYECKUMH CPEJICTBAMHU O0yUCHHS: MYJIbTUMEINIHOE 000pYyIOBaHHUE IS TIPEIOCTABICHHS YUeOHOM HHPOPMAIMK OOJIBIIOH
ayTUTOPUH /WK 3ByKOYCHJIMBaIoIIee 000py10BaHue (CTAllMOHAPHOE WK TIEPEHOCHOE).

7.2

VYueOHble ayAUTOPUH AJIs IPOBEACHHS 3aHATHH CEMHHAPCKOTO THIIA, TPYIIIOBBIX U MHAWBUIYANbHBIX KOHCYJIBTAIIUN, TEKYILETO
KOHTPOJISI ¥ IPOMEKYTOUYHOM aTTeCTAUH, YKOMIUICKTOBAHHbIE CIICIIMATN3UPOBAHHON MEOEIBIO U TEXHUUECKUMH CPEICTBAMH
00yuYeHHs: MyJIbTUMEIUITHOE 000PYIOBAHHE H/UITH 3BYKOYCHIIMBAIOIee 000pyIOBaHUE (CTAIMOHAPHOE HITH IIEPEHOCHOE).

73

IMomenienust A1t CaMOCTOSATENbHOM PadOThI, OCHAIIIEHHbBIE KOMIBIOTEPHON TEXHUKOH ¢ BO3ZMOKHOCTBIO TIOAKIIOUESHUS K CETH
"NuTepHer" n oOecrieueHreM JI0CTyIa B 3JIEKTPOHHYI0 HHQOPMAIIMOHHO-00pa30BaTeIbHYIO CPEly YHUBEPCUTETA.

7.4

[Tomerienus i XpaHeHHs! U TPOPUITAKTHIECKOTO 00CITy)KUBaHUSI y4eOHOTO 000py10BaHuSI.




