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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1 | Llenpro AUCIMIUTMHEI ABIAETCS (POPMHUPOBAHHE 3HAHUH y 00YJarONINXCS B 00JIACTH JOKYMEHTHPOBAHHS H OCHOBAMH
opraHu3aiuu paboThl ¢ OPraHU3AI[OHHO-IIPABOBBIMHU, PACIIOPSIUTEIBHBIMH, CIIPABOYHO-HH(OPMAIMOHHBIMUY,
TPYIOBBIMHU JIOKYMEHTAMH IPEANIPUATHS C UCIIOJIb30BAHUEM COBPEMEHHBIX aBTOMAaTH3MPOBAHHBIX TEXHOJIOIHH.

2. MECTO JUCHUILITUHBI (MOAYJISA) B CTPYKTYPE OBPA30OBATEJIBHOU ITPOI'PAMMBI

Iuxn (paznpen) OIT: | OT/1.01

3. KOMIIETEHLMY OBYYAIOIETOCS, POPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLUATLINHBI
(MOZYJIST)

[K-5 CnocobeH mpoBoAUTh YKOHOMUYECKHUE UCCIEA0BaHNS Ha OCHOBE HCIIOIB30BAHUS MIEPEIOBBIX HH()OPMAIIOHHBIX TEXHONIOIHI
Y BBIYHCIIUTEIBHBIX CPEJCTB

TIK-5.2 Ucnonb3yeT nHGOpMALMOHHBIE TEXHOJIOTUU U BEIYUCIUTENbHBIE CPEACTBA B YIPABICHUH OpTaHU3aMEH sl TOBBIIICHHUS
3¢ eKTUBHOCTH ee PabOTHI IO CPABHEHUIO C TIEPEAOBBIMU OPTraHU3aLMIMH, BHITYCKAIONIMX aHAJIOTHYHYIO IIPOAYKIHIO

40.049. lIpodeccuonanbusbiii crangapt "CIIEHUAJUCT IO JJOTUCTHUKE HA TPAHCIIOPTE", yrBep:kaéHHbIi
npukazoM MuHHCTEPCTBA TPYAA U colUaIbHOM 3ammuThl Poccuiicko Menepauun ot 8 centsiops 2014 r. N 616n
(3aperucrpupoBad Munucrepcrsom octunnu Poceniickoii ®@enepanun 26 cenrsiopst 2014 r., perucrpannonnniii N 34134)

TIK-5. B. Opranuszanus npouecca NepeBo3KH I'py3a B LIEIHU IOCTABOK
B/01.6 Opranusauys JIOTHCTUUECKON AESTEILHOCTH 10 MEPEBO3KE IPY30B B IIEMH IIOCTABOK

TIK-5. B. Opranuzanus npoiecca nepeBo3Ky rpy3a B IIEMH TOCTaBOK
B/02.6 Opranun3zarus paboTs! ¢ TOAPSAIYHNKAMHI HA PHIHKE TPAHCIIOPTHBIX YCIYT

B pe3yabTarte ocBoOeHUS TMCUUIIMHBI (MOAYJIs1) 00y4YaloIuiics J0/KeH

3.1 (3HaTh:

3.1.1 | IIpaBmira, HOpMATUBBI M CTAHIAPTHI COCTABJICHUS U O(POPMIICHUS CITy)KEOHON TOKYMCHTALUH, C HCIOJIB30BAaHUEM
CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTa

3.2 | YmeTh:

3.2.1 | CocTaBisTh 1 O(I)OpMJ'IﬂTL BCC BUABI JOKYMCHTOB, IPUMCHACMBIX B praBJ'IeH‘«IeCKOfI JACATCIBHOCTU C YYETOM UX
Ha3sHAYCHUA C UCIIOJIB30BAHUEM CUCTEMBI DJICKTPOHHOI'O IIOKyMeHTOO60pOTa

3.3 | Banagern:

3.3.1 | HaBBIKAMH JOKYMEHTAIEHOTO O(OPMIICHHS PEIICHUH ONepanioHHON (IIPON3BOACTBEHHON) IESATEIHHOCTH C
HCTIONBF30BAHMEM CHCTEMEBI AIEKTPOHHOTO IOKYMEHT0000pOoTa

4. CTPYKTYPA U COAEP KAHUE JUCIUIIJIUHBI (MOAYJIS)

Kon HaumeHoBaHue pa3iesioB U TeM /BUJ 3aHATHSA/ Cemectp | Yacos | IIpumeuanue

3aHATHS / Kypc

Pa3pen 1. CucreMsl 3JIEKTPOHHOTO 10KYMEHT0060pPOTa

1.1 Tema 1. MicxomHbIe TOHATHS HHPOPMAIIMOHHBIX CUCTEM YIIPABICHHS 2 2
nokymeHToobopotom. /JIex/ /Cp/

1.2 INonsTie MH(OPMAIIMOHHBIX CHCTEM YIIPABICHHS 2 2
nokymeHtoobopotom. /IIp/ /Cp/

1.3 Tema 2. CocTaB peKBU3UTOB M BUJIbI OJIAHKOB OpraHU3aI[MOHHO- 2 2

pacniopsautenbHBIX qokyMeHToB 'OCT P 6.30-2003. OdopmicHre peKBU3UTOB
nokyMeHToB. /JIex/ /Jlex/

1.4 OunOku B S3BIKE M CTUIIE JIENOBOH nokymeHtarmu. /IIp/ /Tlp/ 2 2

1.5 Tema 3. OdopmiieHue OpraHM3aIUOHHO-TIPABOBBIX U PACTIOPSTUTEILHBIX 2 1
nokymeHTOB. /JIex/ /Jlex/

1.6 OpraHu3aIMoHHO-pacIopsAnTENbHbIE ToKyMeHTHI. /IIp/ /TIp/ 2 1

1.7 Tema 4. Odopminenue cirykeOHBIX MHCEM H IPYTUX ONEPATUBHO- U CIPaBOYHO- 2 1

HnHGPOPMALHOHHBIX JOKYMEHTOB. OdopMIIeHHE JOKYMEHTOB I10 TPYAOBBIM
IpaBoOTHOIIEHMAM. /JIex/ /JIex/

1.8 OdopmieHne ciry)KeOHBIX ITICEM, ONIEPaTHBHO- CIIPAaBOYHO-HH()OPMAITHOHHBIX 2 1
noxymentos /ITp/ /TIp/

1.9 Tema 5. Opranu3zanyst ”HGOPMAITMIOHHONW CUCTEMBI YIIPaBICHHS 2 1
nokyMeHToobopoToM. /JIex/ /Jlek/

1.10 HudpopmanmonHas cucteMa yrpasieHus JokymenTooooporom. /Tp/ /TIp/ 2 1

1.11 Tema 6. ABTOMaTH3a1Ms COCTABICHUS AIEKTPOHHBIX JOKYMEHTOB U MPOLIECCOB 2 1

BBOJIa MIOTOKOB BXOMSIIMX TOKyMeHTOB. /JIex/ /Jlek/




1.12 CocTaBiieHre 3MeKTPOHHBIX JoKyMeHTOB. /I1Ip/ /TIp/ 2 1
1.13 Tema 7. Opranusarysi CACTEMBI JICKTPOHHOTO J0KyMeHToo0opoTa /Jlek /Jlex/ 2 1
1.14 Mapupytuzarus gfokymerTonorokos. /IIp/ /Tlp/ 2 1
1.15 Tewma 8. VipasneHue 1okyMeHTo000poTOM B pemeHusx SAP /Jlex/ /Jlex/ 2 1
1.16 Mognens pemennst SAP. /Tlp/ /Tlp/ 2 1
1.17 Ioaroroska k nekuusim /Cp/ 2 4
1.18 IToaroroBka K MpaKTHYSCKUM 3aHATHIM /Cp/ 2 8
1.19 KonrtakThsie yace! Ha arrecTaruio /KA/ 2 0,25
1.20 OpraHu3almoHHO-TIPaBOBas JOKYMEHTAIINs, ONlepaTiBHast, HH(GOpMAIIMOHHAS, U 2 18
JpyTasi OpraHu3aIloHHO-cipaBoyHast nHpopmanwms /Cp/
1.21 ABTOMAaTH3aIHSI B COCTABJICHUH JICKTPOHHBIX JIOKYMEHTOB H IIPOIIECCOB BBOJIA 2 13
noxkymenTaruu /Cp/
1.22 Ioxnroroska k 3auery /Cp/ 2 8,75

5. OHEHOYHBIE MATEPHAJIBI

OreHOYHBIC MaTEePHANIBI TSI IIPOBEICHUS IIPOMEXKYTOYHOH aTTeCTaluy 00yJaloIuXCsl IPUBEACHB! B MPIUIOKEHIH K

paboueil mporpaMMe JUCHUIIIUHBL.

@DopMBI B BHIBI TEKYIIETO KOHTPOJS IO AUCHUIUTHHE (MOIYIIO), BUABI 3aIaHUH, KPUTEPUH UX OLICHHBAHMS,
pacmpeneneHre 0aIoB 0 BUIAM TEKYIIEro KOHTPOJIS pa3padaThIBAalOTCS MPETOAaBaTeNIeM JUCIUIUIMHEI C YISTOM €€ CIICIH(UKH U

JIOBOZATCS 10 CBEACHHS 00YJaIOIIUXCS HA IIEPBOM YueOHOM 3aHSTHH.

OHOC.

Texkymuii KOHTPOJIb YCIIEBAEMOCTH OCYILLIECTBIISIETCS MpernojaBaTesieM AUCUUIUIMHBI (MOIYIsl) B paMKaX KOHTaKTHOU
paboTBI M CaMOCTOSITEBHON paboThl o0y4datormmxcst. JInst pukcupoBaHUs pe3yabTaTOB TEKYIIETO KOHTPOJIST MOKET HCIIONTB30BATHCS

6. YAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOIYJISA)

6.1. Pexomenayemas JiuTepaTypa

6.1.1. OcHoBHas 1UTEpPaTYypa

ABTOpBI, COCTABUTENU 3arnaBue Nznatensc On. aapec
TBO, FOJL
JI1.1 | AntyxoBa H.®. u 1p. | CuCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA. MockBa:  //www.book.ru/book/931
KuoPyc,
2019
JI1.2 |Iyeanosa H. H., OCHOBBI JICJIOMPOU3BOACTBA. SI3BIK CIY)KEOHOrO TOKyMEHTA: Mocksa:  [tps://urait.ru/bcode/4390(
HBanosa A. 1O. VYaeOHUK U PaKTHKYM IOpaiir,
2019
6.1.2. JlonosiHuTEIBHAS JIUTEPATYpa
ABTOpBI, COCTABUTEIIH 3arnasue W3pnarensc On. aapec
TBO, TOXL
JI2.1 |Beperexuna C.B. JucTanmmonHsIi Tpyn. OpraHu3anus IeKTPOHHOTO Mocksa:  //www.book.ru/book/934
JIOKyMEHTOO0OpOTa B KaJpOBOM JIETIOIPOM3BOICTBE: Pycaiinc,
Mouorpadus 2020




ABTOpBI, COCTaBUTEIH 3arnaBue W3natensc Omn. agpec

TBO, 0L
J12.2 | Cokonosa O.H., JlokyMeHTaIMOHHOE 00eCIIeYeHUE YITPABICHUS B MockBa: //www.book.ru/book/932
Axumoukuna T.A. OpTraHU3alMu. KnoPyc,
2020

6.2 UndopManmoHHbIE TEXHOJIOTHH, HCIOJIb3yeMble NMPH 0CYLIeCTBJIEHUH 00pPa30BaTeIbLHOI0 Npouecca no AUCHHUILINHE
(Mony.110)

6.2.1 IlepevyeHb JUIIEH3MOHHOTO U CBOOOHO PACIPOCTPAHSEMOI0 MPOrPaAMMHOT0 00ecrneyeHust

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. Kommekt IO Microsoft
6
6.2.1.117. Antusupyc Kacnepckoro
7

6.2.2 Tlepeyens npogeccHOHATBHBIX 023 JAHHBIX U UHGOPMANMOHHBIX CHIPABOYHBIX CHCTEM

6.2.2.1 | UacopmarmonHas cripaBogHas cucrema "Tapant” http://www.garant.ru

6.2.2.2 | UadopmarmonHas cripaBogHas cucrema "KoncynsrantlIimoc” http://www.consultant.ru

6.2.2.3

6.2.2.4 | baza naHHBIX «MaKpOIKOHOMHUKA» - HH(OOPMALHOHHO- aHATUTHYECKUH paszen oduinansHoro caiitra MUHHCTEpCTBA
¢unancoB PO http://info.minfin.ru/prices_index.ph

6.2.2.5 | MYJIbTUCTAT — MHOro)yHKIIMOHATILHBIN cTaTUCTHYECKHA TopTtai http://www.multistat.ru/?menu_id=1

6.2.2.6 | baza nannbix «bubnuoreka yrnpapiaeHus» - Koprnopatusasiii MeHemxkMeHT https://www.cfin.ru/rubricator.shtml

6.2.2.7 | ®enepanbHblii 00pa3oBaTebHbIN mopTan «dkoHomuka Counosnorust MeHemxmenT» http://ecsocman.hse.ru

6.2.2.8 | ba3a nanHBIX «MHpOBas SKOHOMHKA)» — HH()OPMAIIHOHHO-aHATUTHYECKUH pa3/ien opHIIHaIbHOro caiTa MUHHCTEpCTBA
¢unancoB P® http://info.minfin.ru/worldecon.php/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJISA)

7.1 | YaeOHbIe ayqUTOPHH AJIsl IPOBEACHUS 3aHATHH JEKIIMOHHOTO TUIIA, YKOMIUIEKTOBAaHHbIE CIIEIIMATH3UPOBAHHONW MeOebio
U TEXHHYECKUMH CPEICTBAMH OOYYCHUS: MyJIbTUMEIUHHOEC 000PYIOBaHUE TS IPEIOCTABICHUS yIeOHON HH(pOpMaLUH
OOJIBIIION ayTUTOPHUH H/WITH 3BYKOYCHITHBAIOIIee 000pyI0BaHHE (CTAI[OHAPHOE MITH ITEPEHOCHOE).

7.2 | YaeOHbIe ayAUTOPHH IJIsl IPOBEACHHUS 3aHATHH CEMUHAPCKOT0 THIIA, TPYIIIOBBIX M HHAUBUIYalIbHBIX KOHCYJIbTALlUH,
TEKYIIETO KOHTPOJISL M TPOMEKYTOUHOH aTTeCTAINH, YKOMIUIEKTOBAaHHEIE CIICIIHATN3NPOBAHHON MEOENbI0 1
TEeXHHYECKUMH CPEICTBAMU O0yUIEHHS: MyIbTUMEUIHOE 000pYIOBaHNE 1/MITH 3ByKOYCHIIHBAIOIee 000pyIOBaHNE
(cTanimoHapHOE WM TIEPEHOCHOE).
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[TomenieHust I CAaMOCTOSATENBHOM PabOThI, OCHAIIEHHBIE KOMIBIOTEPHON TEXHUKOHN ¢ BO3MOXXHOCTBIO TIOAKIIOYEHUS K
cetu "MHTEepHET" M 0OECIIeYeHHEM IOCTYIIA B AIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy YHHBEPCHUTETA.

7.4

INomemtenust A XxpaHeHHUs U MPOGUIAKTUIECKOTr0 00CITyXUBaHUS Y4eOHOTO 000PYJOBAHUSL.




