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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 coluaabHOi 3amuThl Poccuiicko @enepanun ot 8 centsiops 2014 r. N 616u
(3aperucrpupoBan Munucrepcrsom octunmnu Poceniickoii ®@egepanun 26 cenrsiops 2014 r., perucrpannonnbiii 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 pe3yabTaTte ocBOeHUS TMCHUIIMHBI (MOAYJIs1) 00yUYalomuiics A0/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
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3.3 | Bnagersn:

3.3.1 | HaBBIKaMH JOKYMEHTAJILHOTO O(OPMIICHHUS PELICHUI ONepaliOHHON (IPOU3BOACTBEHHON) IS TEIBHOCTH C
HCTIONB30BAHMEM CHCTEMBI AIEKTPOHHOTO IOKYMEHT0000pOTa

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MO YJIA)

Kon HaumenoBaHue pa3iesioB U TeM /BU/ 3aHATHS/ Cemectp | HacoB | Ilpumeuanue

3aHATHS /[ Kvpe

Pa3gen 1. CuctemMbl 2J1eKTPOHHOI'0 I0KYMEHT0000poTA

1.1 Tema 1. MicxomHble MOHATHS HH)OPMAIIMOHHBIX CHCTEM YIIPaBICHHSI 2 2
JIoKymeHTooO0opoToM. /JIex/ /Jlex/

1.2 [NonsTie MHGOPMAITMOHHBIX CHCTEM YIIPaBICHHS 2 2
noxkymeHtooboporom. /IIp/ /Tlp/

1.3 Tema 2. CocTaB peKBU3UTOB M BUABI OJIaHKOB OPraHU3alMOHHO- 2 2

pacniopsautenbHbiX AokyMeHToB ['OCT P 6.30-2003. OdopmMieHre peKBU3UTOB
nokymeHToB. /JIex/ /JIex/

1.4 OmmOKy B S3BIKE M CTHIIE JIENOBOH nokymeHtarmu. /IIp/ /Tlp/ 2 2

1.5 Tema 3. OdopmieHne opraHu3alMOHHO-TIPABOBBIX U PACTIOPSIUTEIBHBIX 2 2
nokyMeHToB. /Jlex/ /Jlex/

1.6 OpraHu3anuoHHO-pacopsAnTeIbHbIe TokyMeHThI. /TIp/ /TIp/ 2 2

1.7 Tema 4. Odopmierue CirykeOHBIX MHCEM H IPYTUX OINEPATHBHO- U CIIPABOYHO- 2 2

“H(POPMALMOHHBIX JOKYMEeHTOB. OdopmileHHe JOKYMEHTOB 110 TPYAOBBIM
npaBooTHONICHUAM. /JIex/ /JIex/

1.8 OdopmieHne Ciry)KeOHBIX ITICEM, OIIEPaTHBHO- CIIPAaBOYHO-HH()OPMAIIOHHBIX 2 2
noxymentos /ITp/ /TIp/
1.9 Tema 5. Opraumzarust ”H()OPMAIIHOHHOH CHCTEMBI YIIPABICHUS 2 2

JnokymeHToobopotoM. /Jlex/ /Jlex/

1.10 HubopmarimonHas cuctemMa yrpasieHus JokymenTooooporom. /Tp/ /TIp/ 2 2




1.11 Tema 6. ABTOMaTH3a1LMs COCTABIEHUSI AIEKTPOHHBIX TOKYMEHTOB U IPOLIECCOB 2 2
BBOJIa MOTOKOB BXOMSAIIMX TOKyMeHTOB. /JIek/ /Jlex/
1.12 CocraBneHHe dJIEKTPOHHBIX HoKyMeHToB. /TIp/ /TIp/ 2 2
1.13 Tema 7. Opranuzarist CHCTEMBI 3JIEKTPOHHOT0 ToKyMeHToobopoTa /Jlek /JIex/ 2 2
1.14 Mapupyruzarus fokyMmeHTonorokos. /IIp/ /Tlp/ 2 2
1.15 Tema 8. YipaBnenne ToKyMeHTO000poToM B penieHusx SAP /Jlex/ /Jlex/ 2 2
1.16 Mopnens pemenust SAP. /Tp/ /Tlp/ 2 2
1.17 ITonroroka k siekuusm /Cp/ 2 8
1.18 INoxroroBka K mpakTHueckuM 3auHsTusM /Cp/ 2 16
1.19 KonrakrHsle yacel Ha arrectanuio /KA/ 2 0,25
1.20 DONeKTPOHHBIN TOKyMEeHT0000poT B kKoMnanuu /Cp/ 2 7
1.21 Ioxaroroska k 3auery /Cp/ 2 8,75

5. OHEHOYHBIE MATEPHAJIBI

OHGHO‘-IHLIC MaTepuajbl OJid TPOBECACHUSA HpOMe)KyTO‘-IHOﬁ aTTCCTalln o6yqa101111/1xc51 MIPUBEACHBI B IPUIIOKCHUN K

paboueil mporpaMMe JUCHUIIIUHBL.

@DopMBI B BHIBI TEKYIIETO KOHTPOJS IO AUCHUILTHHE (MOIYIIO), BUABI 3aIaHUH, KPUTEPUH UX OLICHHBAHMS,

pacmpeneneHre 0aIoB IO BUIAM TEKYIIEro KOHTPOIIS pa3padaThIBalOTCS MPETOAAaBATENeM JUCIUIUIMHEI C YISTOM €€ CIICI(UKH U
JIOBOZATCS 10 CBEACHHS O0YJaIOMINXCS HA IIEPBOM YUeOHOM 3aHSATHH.

paboTEI
BUOC.

Tekymmii KOHTPOIIb YCIIEBAEMOCTH OCYILECTBISICTCS MPEHoIaBaTesieM MUCHHUIUTAHBI (MOIYIs) B paMKaX KOHTAKTHOM
Y CaMOCTOSITEIIbHOM paboThI o0yJaronuxcst. st PUKCHPOBAHUS PE3yabTATOB TEKYIIETO KOHTPOJIST MOKET HCIIONTB30BATHCS

6. YAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJINHBI (MOXYJISA)

6.1. Pexomenayemas JiuTepaTypa

6.1.1. OcHoBHas 1UTEpPaTypa

ABTOpBI, COCTABUTENU 3arnaBue Wznatensc Om. agpec
TBO, FOJL
JI1.1 | AntyxoBa H.®. u ip. | CuCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA. MockBa:  //www.book.ru/book/931
KuoPyc,
2019
JI1.2 |Ilysanora H. H., OCHOBBI J1€70NPOU3BOACTBA. SI3BIK CIIyXeOHOro JOKyMEHTA! MockBa:  [tps://urait.ru/bcode/4390¢
HBanosa A. 1O. VYaeOHUK U PaKTHKYM IOpaiir,
2019
6.1.2. JlonosiHuTEIBLHAS JIUTEPATYpa
ABTOpBI, COCTABUTEIIH 3arnasue W3pnarensc Ou. axpec
TBO, TOJT
JI2.1 |Beperexuna C.B. JlucTantmonHsIi Tpyn. OpraHu3anus IeKTPOHHOTO Mocksa:  //www.book.ru/book/934
JIOKyMEHTOO0OpOTa B KaJPOBOM JIEJIOIPOM3BOICTBE: Pycaiinc,

Momnorpadus 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, HCIIOJIb3yeMble MPH O0CYIIeCTBJIEHNH 00pa30BaTeIbHOIO NpoLecca Mo AUCUHIINHE

(Mony.110)

6.2.1 IlepevyeHb JUIIEH3MOHHOTO U CBOOOHO PACTIPOCTPAHIEMOI0 MPOrPAMMHOI0 00ecTedeHust

6.2.1.1 | Microsoft Office

6.2.2 Tlepeyens npogeccHOHATBbHBIX 023 JAHHBIX U UH(GOPMANHMOHHBIX CIIPABOYHBIX CHCTEM

6.2.2.1 | ®enepanpHBIi 00pa3oBaTeNbHBIN HOpTad «OkoHOMHKA Corrronorus MenemkMeHT - http://ecsocman.hse.ru
6.2.2.2 | ba3a naHHBIX «MaKpOIKOHOMHKA» - HHPOPMAIIMOHHO- aHATUTHYECKUH pa3ien opHIaIbHOro caita MUHHCTEpCTBA
¢unanco PO - http://info.minfin.ru/prices_index.ph
6.2.2.3 | ba3a nannbIx «bnbamoreka ynpasneHus» - KopnopatusHaeiii MenemxmenT - https://www.cfin.ru/rubricator.shtml
6.2.2.4 | Cratuctuueckas 6a3za qanasix EDK OOH - http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _20-ME__ 1-MEOV/
6.2.2.5 | CnpaBouno-npaBoBas cuctema «Koncynprantllmroc» (http://consultant.ru)
6.2.2.6 | CnpaBouno-nipaBoBasi cucteMa «I['apant» (http://garant.ru)
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MO YJISA)

7.1 | YaeOHbIe ayqUTOPHH AJIsl IPOBEACHUS 3aHATHH JEKIIMOHHOTO TUIIA, YKOMIUIEKTOBAaHHbIE CIIEIIHMATH3UPOBAHHON MeOebio
U TEXHHYCCKUMH CPEICTBAMH OOYYCHUS: MyJIbTUMEIHUAHOEC 000pYIOBaHUE IS IPEIOCTABICHUS yIeOHON HH(pOpMALUH
OOJIBIIION ayTUTOPHH H/WITH 3BYKOYCHITHBAIOIIEe 000pyI0BaHHE (CTAI[HOHAPHOE MITH ITEPEHOCHOE).

7.2 | YaeOHbIC aymUTOPHH [UTS TIPOBEICHUS 3aHATHI CEMUHAPCKOTO THITA, TPYIITOBBIX U HHAUBHIYaJIbHBIX KOHCYJIbTAIIHH,
TEKYIIETO KOHTPOJISI U TPOMEKYTOUHOH aTTeCTAINH, YKOMIUIEKTOBAaHHEIE CIICIIHATN3NPOBAHHON MEOENbI0 1
TEeXHHYECKUMH CPEICTBAMU OOyUIEHHS: MyIbTUMEUIHOE 000pYIOBaHNE 1/MITH 3ByKOYCHIIHBAIOIee 000pyIOBaHHE
(cTanimoHapHOE WM TIEPEHOCHOE).

7.3 | ITomereHust Isl CaMOCTOATENLHON paboThl, OCHALLIEHHBIE KOMIIBIOTEPHOM TEXHUKOI ¢ BO3MOYKHOCTBIO TIOAKIIOYEHUS K
cetu "MHTEpHET" M 0OECIIeYeHHEM JIOCTYIA B AIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy YHHBEPCHUTETA.

7.4 | [TomerueHus At XpaHSHHS M TPOBIIIAKTUIECKOr0 00CITY)KUBaHUS Y4eOHOrO 000pyIOBaHHS.




