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CTPYKTYPA U COAEPXAHUE JUCHAIIIMHDBL .......ccccoooiiiiiiine

YCJIOBUS PEAJIM3ALIMU PABOYEN ITPOTPAMMGBI JIMCLIUTIINHGEI. .

KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA ANCLHUITIJINHBI



1.

OBIIASI XAPAKTEPUCTHKA PABOYEN IMPOT'PAMMBI U CIUIIIAHBI
1.1 MecTo AMCUUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMmal: YueOHas IUCIUIUIMHA
«/lokymeHTaMOHHOE 00ecTedeHre yIpaBIeHIsD NPUHAIICKUT K 001IenpoheCCHOHANBHOMY LIUKITY.

1.2 He.ﬂb ! IINIAaHUPYEMblI€ pe3yJibTaTbl OCBOCHUSA TUCUUIIJIMHDBI:

3HaUMMOE B TepeyHe HHpopManmu;
OLIEHUBATh MPAKTUYECKYI0 3HAYUMOCTb
pe3yabTaTOB  TIOMCKA; odopmIATH
Pe3ybTaThl IOUCKA

Kon IIK, OK Ymenus 3uHaHus
OK 02 OompeAensATh  3ajaud Ul TOMCKa | HOMEHKJIaTypa MHPOPMALUOHHBIX
nHpOpMaLUH; OTIpeNeNIsATh | HICTOYHHKOB MPUMEHSIEMBIX B
HEe0OXOAMMBIC HCTOYHUKHN HHpOpManny; | mpodeccnoHaIbHOM NeSTEeILHOCTH;
TUTaHUPOBATh nporecc MIOWCKA; | IPUEMBI CTPYKTYpHUpPOBaHUS HH(OpMaIuy;
CTPYKTYpUPOBATh nony4yaeMyro | popMaT oQopMIICHHUSI pe3yJIbTaTOB MOUCKA

nH(GOpMAIMIO;  BBLICTATh  HamOolee | WHPOpPMAIIH

yuera (hMHAHCOBO-X 03 CTBEHHON

JISATEIIbHOCTA OpraHu3aluii; 000CHOBBIBATh
pa3paboTku pabodero IUlaHa Ha OCHOBE
CYETOB THIIOBOTO OYXTaJITEPCKOro IUIaHa
(hMHAHCOBO-XO3HUCTBEHHON IEATEIBHOCTH

OK 09 npodeccuoHanpHass ~ JOKyMEHTAamus  Ha
ITone30BaTeCs
. rOCy/apCTBEHHOM M HHOCTPAHHOM SA3BIKAaX
npodeccuoHaIbHON
JOKyMEHTaIuei Ha
roCyJapCTBEHHOM u
WHOCTPaHHOM SI3bIKax
K 1.1 obmrie TpeOoBaHHS K OyXTanTepCKOMY | IPUHUMAaTh IIPOU3BOJIBHBIE  IIEPBUYHBIE
y4eTy B 9acTH JOKYMEHTHPOBAHHUS BCeX | OyXralTepcKue JIOKYMEHTBHI,
XO35MCTBEHHBIX JEHUCTBUU U Olepanuii; | paccMaTpuBacMble KakK IMMCbMEHHOE
MOHSATHE TEPBUYHON Oyxrairepckoii | A0Ka3aTeIbCTBO COBEPUICHHUS
JOKYMEHTaLMU; OIIPEACIICHUE XO3SIMCTBEHHOM ornepanuu HUJIn IOJYUCHHUC
paspelieHus Ha ee MPoBeIeHUE; TPUHUMATh
MEPBUYHBIX OyXxranTepckux
nepBUYHbIC OyXTanTepcKkue JOKYMEHTHI Ha
AOKYMCHTOB, (bopmer NCPBUIHBIX GymaskHOM HOcHTene M (MIM) B BHJE
OyXranTepcKux JIOKYMEHTOB,| 3JEKTPOHHOIO IOKYMEHTa, IOANHCAHHOIO
COMepIKAIIIX o6ssaTenpapd *ICKTPOHHON  MOIHCEIO;  TIPOBEPSTH
HaJIW4YMEe B IPOM3BOJIBHBIX IEPBUYHBIX
PCKBU3UTBI IEPBUIHOTO yICTHOTO  Gyxranrepckux JHOKyMEHTax 00s3aTelbHBIX
JOKyMEHTa PEKBU3UTOB
K 1.2 AQHAJM3UPOBATH IUIAH CUETOB OYyXTaJTEPCKOIo |CYLIHOCTD IJIaHA CYETOB OyXTalaTepCKOro

ydera (hMHAHCOBO-X03AUCTBEHHON
JIeSITENIbHOCTH OpraHu3alui;

TEOPETUYECKUE BOMIPOCH Pa3pabOTKU H
MPUMEHEHUS MJIaHa CYETOB

OyXTanTepcKoro ydera B

(hMHAHCOBO-X03HCTBEHHON
JeSITeIbHOCTH OpraHn3alui;
WHCTPYKIIUIO 110 MPUMEHEHHUIO TIIaHa

CYETOB OyXTajaTepCKOro y4era




IIK 1.3

[IPOBOJUTH y4eT  KacCOBBIX
oreparuii, JEHeXKHBIX JOKYMEHTOB U

NIEPEBOIOB B MyTH;

MIPOBOJIUTH YUET JEHEKHBIX CPEACTB Ha

PacyeTHBIX U CIIEHHUAIbHBIX CUCTAX;

YUUTBIBATh 0COOEHHOCTH y4eTa KaCCOBBIX

onepauuin B WHOCTPaHHOW BAJIFOTE

141 onepaunﬁ 110 BAJIFOTHBIM CUCTaM, Oq)OpMJ'I}ITI)

y4eT KaCCOBBIX OIEpariii, ICHEKHBIX
JIOKYMEHTOB U TIEPEBOJIOB B MYTH; YyUeT
JIGHEXKHBIX CPEJICTB HA PACUETHBIX U

CHEIMAFHBIX CUeTax;
OCOOEHHOCTH y4eTa KaCCOBBIX OIleparuii
B MHOCTPaHHOM BaJIIOTE U OIEpaluil mo
BaJIFOTHBIM CUYETaM

IMTEHEeKHBIE 1 KacCOBBIE IOKYMEHTBI
[K 1.4 MIPOBOJIUTH YUET OCHOBHBIX CPEICTB; MOHATHE W KJIACCH(PHUKAIIMIO OCHOBHBIX
MPOBOJANUTE  Y4YeT  HeMaTepUalbHBIX CPEICTB; OLEHKY M  IIEPEOLEHKY
AKTHBOB: OCHOBHBIX CPEICTB; Y4€T HOCTYIUICHHS
2
OCHOBHBIX CPEJICTB,;
MNPOBOOUTH  Y4€T  JOJTOCPOYHBIX PCACTE,
. y4eT BBIOBITHS M aPEHAbI OCHOBHBIX
WHBECTULIVI;
CpEJICTB; Y4eT aMOPTHU3AI[M1 OCHOBHBIX
OPOBOANUTE y4eT (HPMHAHCOBBIX BIIOKEHUI HcpencTs; OCOBEHHOCTH
LEHHBIX OyMmar; ydeTa apeHI0BaHHBIX U CAAHHBIX B apeHIy
MPOBOJINUTH y4eT  MaTepHalbHO- OCHOBHBIX CPEJCTB;
IIPON3BOICTBCHHBIX 3aI1aCOB IOHATHE " KHaCCI/ICbI/IKaLII/IIO
HeMaTepUaAIbHBIX aKTHBOB
I[IK 2.1 |paccuuThiBaTh 3apa0OTHYIO  IUIATY YYET TPYJla U €ro OIJIAThI; yUeT
COTPYHHUKOB; yAep)KaHUN U3 3apabOTHOM IIaThl
ONPENEATh CYMMY yAEPKaHUM U3 PabOTHHKOB;
3apabGOTHOI MIATHI COTPYIHAKOB; ONPEEAThH | YUCT (HHAHCOBBIX  PE3yIbTaToB U
(MHAHCOBBIE PE3YJBTATHI AEATEILHOCTH HCTIOIb30BaAHUSA IPHOBLIH;
OpTaHU3allu 110 OCHOBHBIM BHIaM y4aeT QUHAHCOBBIX PE3YJIHTATOB IO
OEATEIIBbHOCTH, OOBIYHEBIM BUIaM JACATCIIBHOCTH,
OIIpEeNeNSTh PUHAHCOBBIE yueT QUHAHCOBBIX PE3YJILTATOB IO
[PE3YJIBTATHI ACATEIBHOCTU IIPOYHMM BUJAM JICATCIBHOCTH; YyICT
OPraHW3AIIHH 10 TpOYHM pumam | HEPACTIPE/ICIICHHOT npuobLIH; yUeT
COOCTBEHHOI'O Kanuraia
NeSITENbHOCTH;
HPOBOJUTE  YYET  HEPACHPEACIICHHON
npUOBLIH
IIK 2.2 ONpelNensaATs  LeId U [NEPUOJUYHOCTH | HOPMAaTUBHBIC [IPaBOBBIE
MIPOBEICHMUS WHBEHTapU3alluy; aKThl, PETYJIUPYIONIHE TOPSIOK
PYKOBOZACTBOBAaTbCSI ~ HOPMAaTHBHBIMHU IIPOBE/ICHIS HHBCHTAPH3AINH

MIPaBOBBIMH aKTaMH, PETryJIMPYIOIIUMH

MOPAOOK IMMPOBCACHUA MHBECHTApHU3alluK
AKTHUBOB;

MOJIL30BaThCA CHENUAIBHON TEPMUHOJIOTHUEH
IpY IPOBEICHUY UHBEHTApU3aM1 aKTUBOB

AaKTHUBOB U 065133TGJ'II)CTB; OCHOBHBIC
IIOHATHA HWHBCHTapHU3aluu

AKTHUBOB; XapPaKTCPUCTUKY 00BEKTOB
IMoJICKAINX MHBECHTApHU3alluu




K 2.3 TOTOBUTH PErHCTPHI aHATUTUYECKOTO yUeTa M0 | MPUEMBbI (PU3UYECKOTO TMOJICUETa aKTHUBOB;
MeCTaM XpaHCHHS aKTHBOB WM TEpeJaBaTh MX | IIOPSIOK COCTaBJICHHUS
UM, OTBETCTBEHHBIM 3a | ”HBEHTApU3AI[MOHHBIX OIMUCeH H CpPOKH|
MTOATOTOBUTENBHBIN ITaIl, IS Iepeiadyn X B OyXTaJaTepuio;
moadopa JOKYMEHTAIMU, HEOOXOIUMOMN JUisl| MOPSAAOK HMHBEHTApH3allMd  OCHOBHBIX
MIPOBEICHISI NTHBEHTapH3alliU CPEICTB U OTPaKEHHUE €€ PEe3yIbTAaTOB B
OyXTalITepCKUX MPOBOJIKAX

1K 2.4 ¢dbopmupoBaTh OyXraiTepckue MPOBOAKHU IO | (opMupoBaHUE OyXranTepcKux
OTPAKCHHUIO HEAOCTa H AKTHBOB, | 1110BOIOK MO BBIBICHHBIC B XOJIE
BBISIBJICHHBIX B XOJI¢ WHBEHTapU3alluH,

HE3aBHCHMO OT NPHYMH WX BO3HUKHOBeHMs c | HBCHTapHU3allni, HE3aBUCUMO OT NPUHNH
LEIb0 KOHTPOJA Ha cdyete 94 "HemocTauu M | ux BO3HMKHOBEHHMS C [EJIBIO KOHTPOJIS Ha
Sl
TIOTCPH OT MOPHH LEHHOCTCH cuere 94 "HexocTtauu u moTepu oT Nopuu
LeHHocTen"

K 2.5 BEITIONHATH paboTy 110 MHBEHTAPU3AITUN MIOPSAOK NHBEHTAPU3aLNHU IEOUTOPCKOI
OCHOBHBIX CPEJICTB U OTPaXKaTh € U KPEIUTOPCKOM  3aJI0JDKEHHOCTH
PE3YJIbTAaThL B 6YXFaJ'ITepCKI/IX OpraHu3aluu, MOPSIOK
MPOBOJKAX;  BBIMOJNHATE  paboOTy IO | MHBEHTApHU3AIMU pacyeTos;
WHBEHTAPU3ALIMH HEMATEPHATBHBIX KTHBOB 1 | oy 11y 1014110 OMIPEIENCHUS PEATHHOTO
OTpaXkaTh €€ PEe3YJIbTaThl B OYXTaJITePCKUX
TPOBOIKAX COCTOSIHHSI PaCUeTOB

IIK 2.6 MIPOBOIUTH cbop HHpOpPMALTUH o | meronel  cbopa  uHbOpMALKMU O
JeSITEITBHOCTH 00BbeKTa BHyTpeHHero | ACATCIBHOCTH 00beKTa  BHYTPCHHETO

. | KOHTPOJIS MO BBIMOJHEHHUIO TPeOOBaHMIA
KOHTPOJII TI0 BBHITMIOJTHEHUIO TpeOOBaHUMA . N
. . MPaBOBOM ¥ HOPMAaTHUBHOW ©0a3bpl U
MPaBOBOM ¥ HOPMATUBHOW 0a3bl U BHYTPEHHUX PErTaMEHTOB
BHYTPEHHHUX PETIAMEHTOB
I[IK 2.7 |cocTaBisaTh aKT 10 pe3yJbTaTaM | MOPSAOK COCTaBICHUS
MHBCHTapu3alnH; CIIMYUTEIBLHBIX BEJIOMOCTEN B
COCTaBJIATh CIWYUTEIbHBIE BEIOMOCTH W Oyxranrepuu H YCTaHOBJICHHC
COOTBETCTBHSI JAHHBIX O (DaKTHUECKOM
YCTaHABIMBATh COOTBETCTBHE JAHHBIX O
HAJIAYUH CpeJICTB JTAHHBIM
(hakTHIECKOM HAIIMYHH CPEJCTB TaHHBIM GYXTalTepckoro  yd4era;  HpOLELYpY
OyXrajnTepcKoro y4yera COCTaBIICHHsI  aKTa IO pe3yJIibTaTam
WHBEHTApHU3aINU.
IIK 3.1 ONpEAENATh BUBI u MOPSJIOK BUABI H TOPSAOK HAIOTOOOIOKECHHUS,
HAJIOTOOOIOKEHHS,  OPHUEHTHUPOBATHCA B |CUCTEMY HAJIOrOB Poccuiickoit
cucreMe Hanoros Poccuiickon Denepaunu; 3JIEMEHTBI

Denepallii; BbLICIATH 3JIEMEHTHI
HAJI0T000I0KEHUS;
NUCTOYHUKHN

OIIPEACIIATH yI1aTbl

HATOrO000JI0KEeHHS, WCTOYHUKHU YIUIATHI
HAJIOrOB, COOPOB, ITOIIIHH

oopmieHne OyXranTepcKUMY
MPOBOJIKAMH HAYMCJICHUS U TIePEUHCIICHHS

HAJIOrOB, COOPOB, MOIILIHH

CYMM HaJIOrOB M cOOpOB




I[IK 3.2

BaIIOJIHATH IJIATCKHBIC Nopy4dcHuUsd

COOTBCTCTBYIOIINEC PCKBU3UTHI

1o
MEePEUYNCICHNI0 HAJIOTOB M COOPOB; BBHIOMPATH
TS TJTATEKHBIX TIOPYYCHHH 110 BUIaM HaJIOTOB

MOPAI0K 3aIlIOJTHCHUA IIJIaTCKHBIX

MOPYYCHUH 10 MEPEUHUCIICHUIO HAIIOTOB U
cOOpOB;

MpaBWia 3alOJHEHUS JAHHBIX CTaTyca
MUTATEINBINNKA, UACHTH()HUKAMOHHBIT
HOMEp HAJIOTOIUIATENbIINKA (Ianee -
THH)

moctaHoBKM Ha yder (manee - KIIIT)

mojiyyarens, KOJ  MPHYHHEI
[MoJyvareNs, HAUMEHOBAHHUS HaJOTOBOM
OIOKETHOMN

KBK),

MHCIICKIINH, KOona

Kmaccupukanuu  (mamnee -
001IepOCCHIICKUH KiTacCHu(DUKATOP
00BEKTOB aIMUHHUCTPATHBHO-

TEPPUTOPUAIILHOTO JeleHUs (Jajee -

OKATO), OCHOBaHHSI IaTexa,
HaJI0rOBOT'O
nepuojia, HOMEpa JOKyMEHTa, JaThl

JAOKYMCHTA, THIIA IJIATCKa

MK 3.3

IPOBOJUTH y4eT  pacyeroB

MO CONMATLHOMY CTPaXOBAaHHUIO U
00€eCIIeYeHHIO;

ONpeAeATh 00BEKTHl HAJIOr000I0XKEHHS
JUTSL UICUUCIICHUS, OTYETHI IO CTPAXOBBIM

B3nocaMm B @HC Poccun u

rOCyIapCTBEHHBIC BHEOIOIKETHBIC
dhoHIBI

yY4eT  pacyeToB o
COLIMATILHOMY CTPaXOBaHUIO U
00eCIeyYeHHIo;

aHAIUTUYECKUH yueT mo cuery 69 "Pacuersl
M0 COLIMATILHOMY CTpPaxoBaHHUIO"

K 3.4

OCYIIECTBISTh KOHTPOJb MPOXOXKICHUS
IUTATEKHBIX MOPY4ECHUI 10
PacYeTHOKACCOBBIM 0aHKOBCKHM
OTIEPAIIMSIM C HCIIOJIb30BAaHUEM BBITIHCOK
0OaHKa; 3aII0JTHATE TIaTeKHBIE
MOPYYCHUS 110 MEPEUHCIICHUIO
CTPaxoBbIX B3HOCOB B IleHCHOHHBIH
tdonn Poccuiickoit Deneparun, DoHp
COLIMAIBHOTO CTpaxoBaHusi Poccuiickoil
denepanuu, donxg  00s13aTENBHOTO
MEIUITMHCKOT'O CTPaxXOBaHUS

0COOCHHOCTH 3a4UCIICHUS CYMM CTPaxXOBbIX

B3HOCOB B TroCyaapCTBCHHBIC

BHEOIOKETHBIC (DOH/IBL;

odopmiieHHE OyXTaITePCKUMHU MPOBOIKAMHU

HAaYUCJIECHUSI W  NEPEUUCICHUS  CyMM
crpaxoBbix B3HOcOoB B ®HC Poccuu u
TOCy/IapCTBEHHbIE BHEOIOKETHBIE (DOHIBI:
doHx

®enepaunn, PoHJT COLIUATBHOTO

B IlencnoHHbBIN Poccuiickoi

crpaxoBaHusi Poccuiickoit @enepanuu,
Doux  00s13aTETBHOI0  MEIUIIMHCKOTO
CTpaxoBaHUsi




K 4.1 UCIOJIB30BaTh  METOMAbI  (HMHAHCOBOTO| 3aKOHOJATENLCTBO Poccuiickoit denepanumn
aHanu3a nHpopMaIum, coepkanieiics B | 0 OyXrajirepckoM y4ere, O Hajgorax u
GyXranrepckoii (buHaHCOBOI) cbopax, KOHCOJMAWPOBAHHOW (UHAHCOBOW

OTYETHOCTH, ayIUTOPCKOM IEsITEIbHOCTH,
OTYETHOCTH, yCTAHABIUBATH IPUYNHHO-
_ | apxuBHOM Jiene, B 007aCTH COLUATIBHOIO M
CICACTBCHHBIC CBA3H  U3MCHCHHUM, | \reyHCKOr0 CTPaxOBaHHs, MEHCHOHHOTO
MPOU3OLIEAIINX 334 OTYCTHBIM MEPHUOL, | oOecredeHNs; TPaKIaHCKoe, TaMOXKCHHOE,
OIIEHUBATh IOTECHIIMAJIbHBIE PHUCKH U | TPYAOBOC, BaJIIOTHOC, 010/ KeTHOE
BO3MOXKHOCTH 3KOHOMHYECKoro | 3aKOHOMATENLCTBO Poccutickoi
Denepauuu 3aKOHOJATENbCTBO 0
cyOpexkta B 0003puMOM  Oymymiem, ACpaLlHH, A
MPOTHBOACHCTBUN KOppyILHU u
ONpENENATE MCTOYHHKH, CONEPKAIIME | 1 o\enueckoMy —TOMKYIY, JeraTH3aIiy
HauboIee MOIHYIO U I0CTOBEPHYO (OTMBIBAHUIO) JI0XOJ0B, MOJIYYCHHBIX
uadopmarmio o  paGote  0ObekTd MPCCTYIHBIM IyTeM, H (HHAHCHPOBAHHIO
TEppOpHU3Ma, 3aKOHOAATENBCTBO O TOPSIKE
BHYTPEHHETO KOHTPOJIS
yTP P M3BATUS OyXTANTEPCKUX  JOKYMEHTOB, 00
OTBETCTBEHHOCTH 3a HENPEICTABICHUE WM
npecTaBIeHUE HEI0CTOBEPHOMH
OTUYCTHOCTH

K 4.2 OTpakaTh HApPACTAIOIIMM WTOTOM Ha | TpeOOBaHUS K OyXranTepcKoi OTIYETHOCTH

cyerax OyXrajaTepcKoro Y4eTa | opraHmsamum;
MMYHICCTBEHHOC " ¢unancosoe COCTaB U cojiepxkanue (opM OyXranrepckoi
MOJIOKECHUE OPTaHU3aLNH;
. . | oTyeTHOCTH;
OTIPENeNIATh Pe3YIbTAThl XO3SIMCTBEHHOM
JEATEILHOCTH 38 OTUeTHBIH meproy; | OYXTAITepCKHid Ganauc, oT4eT o
3aKpbIBATh OyXrajTepCKUE PETMCTPBI U | (h)MHAHCOBBIX PE3YJIBTATAX KAK OCHOBHBIE
3amonHATh  (GopMBl  OyXTanTepcKou .
(opMbl OyXTranTepckoil OTYETHOCTH;
OTYETHOCTH B YCTaHOBJICHHBIE
3aKOHOJATEIILCTBOM CPOKH METOABI IPYNIUPOBKY U IEPEHECECHUS
000011eHHOH yueTHON HH(OpMauy 13
000pOTHO-CaJIbI0BOM BEAOMOCTH B (hOPMBI
OyXrantepckoiu
OTYETHOCTH;
MPOIEYPY COCTABJIICHUSI TPHIOKEHHN K
Oyxrantepckomy OajaHCy H OTYETy O
(hMHAHCOBBIX pe3yJIbTaTax
I1K 4.3 BBIOUpATh TCHEPAIbHYI0 COBOKYITHOCTB | ()OPMBI HAUIOTOBBIX JAEKJIapanuii o HajIoram

U3 PErHCTPOB YYETHBIX M OTUYETHBIX
JAHHBIX, MPUMEHATH MpHU ee 00paboTke
HauOojiee  palMOHaJbHbIE  CIOCOOBI
BBIOOPKH, (HOPMHUPOBATH BEIOOPKY, K
KOTOpO#l OyIyT TpPUMEHSATHCS
KOHTPOJIbHBIE ¥ aHATUTHYECKHE

MPOLETypPbI

u cOopaMm B OOKET W MHCTPYKIMH TI0 WX
3aII0JIHCHUIO; dbopMy  OTUeTOB  TIO
crpaxoBeiM B3HOcamM B ®OHC Poccum u
roCy/1apCTBEHHbIE BHEOIOKETHBIC (DOHITBI U
WHCTPYKITUIO TIO €€ 3aI0THEHUIO0




TIK 4.5 COCTaBJISITh ~ IPOTHO3HBIE CMETHl U
OrOmKeThl, IUIaTEeXHBIE  KaJCHOapH,
KacCOBBIE IUIaHBI, o0ecrneunBaTh
cocTapiicHUe (PHMHAHCOBOM YacTH OM3HEC-
IUIAaHOB, pPAacyeToOB IO MPUBJICYCHUIO
KpeIWTOB M  3aliMOB, IIPOCIIEKTOB
OMUCCHH [IEHHBIX Oymar
9KOHOMHYECKOT0 CyOBeKTa

NPUHIUIBI U METOJABI OOIIeH  OICHKU
JIeIOBOM aKTUBHOCTHU OpTraHM3aIHH,
TEXHOJIOTHIO pacuera u aHam3a
(hMHAHCOBOTO ITUKJIA.

IIK 4.6 OTIPEIIETIATh o0BeM pabot 1o
(hMHAHCOBOMY aHaIM3y, MOTPEOHOCTH B
TPYJOBBIX, (PUHAHCOBBIX U MATEPUAIILHO-
TEXHUYECKUX pecypcax; OnpeaessTh
UCTOYHUKHU HHpOpMAITUH JUTS
MpoBeJCHUST  aHamm3a  (PUHAHCOBOTO
COCTOSIHUSI DKOHOMHYECKOTO CyOBEKTa

MPOLIETypbl aHANIKM3a YPOBHS U JUHAMUKU
(PMHAHCOBBIX PE3YNIFTATOB IO MOKA3aTENsIM
OTYETHOCTH;

MPOLIEAYPHI aHATM3a BIUSAHUS ()aKTOPOB Ha
MPUOBLITH

HAIIK 5.1 npaBuia odopmieHUS JIOKYMEHTOB
HPOBOAUTE OLCPALUK € NCHEKHBIMH 00€eCIICUNBAIOIINX COXPAHHOCTD JICHEXKHBIX
CpeACTBaMH U IICHHBIMU OyMaramu, CPEJICTB H LICHHBIX GyMar
0QOpPMIIATE  COOTBETCTBYIOIIHE
AOKYMCEHTBI
2. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHBI
2.1. O0beM yuyeOHOH TUCHHUIJIMHBI U BHABI Pa00ThI
. Oo0bem
Bupx yueOHoi1 padoThI 4aCcoB
O0Bem 00pa3oBaTeIbHOI MPOrPaMMBbI 48
O0beM padoThHI 00yUAIONIUXCS BO B3AaUMOAEIICTBUH C
npenojaaBaresjemM 32
B TOM YHCJIE:
Jlexuuu, ypoku 16
MPaKTUYECKHUE 3aHATUS 16
CamocrosTenpHas paboTa 16

IIpome:kyTouHas aTTecTanus NPOBOAUTCA B (popMe 3a4yeTa




2.2. TemaTudeckuii miiad u cogaep:xkanue gucuiuinabl OIl. 04 JlokyMeHTALIMOHHOE

o0ecrneyeHne ynpaBJieHUst

HaumeHoBaHue pa3ie/ioB U TeM Conep:xkanue yueOHoro marepuasa u popmol, O0bem | Koabl komnereHmnuii,
OpraHm3alvi J1€ATCJIbHOCTH OﬁyqamﬂlHXCﬂ qgacoB q)OpMI/IpOBaHHIO
KOTOPbIX
crocoocTrByer
3JIEMEHT MPOTrPAMMbI
1 2 3 4
Tema 1. PazBurne Conepxkanue yueOHOro MaTepuaJia 1 OK 02,0K 09,
JAeJIONPOU3BOJACTBA U TPeOOBAHUI K [Tprka3HOE IETOIPOU3BOICTBO. K 1.1,JIK1.2IIK 1.3
AOKYMEHTAM Komnexckoe nenonpou3BoCTBO. HK 1.4TIK 2.1,1IK 2.2
HcnonHuTtensHOE Ae10IpOrU3BOICTBO IK 2.3, 1K 2.4,TIK 2.5
Pocculickne TeXHONIOrHM AEIONPOU3BOACTBA B TIK 2.6, 11K 2.7.IIK 3.1
XX Beke. I[NK 3.2,1IK 3.3,I1K 3.4
TemaTuka npakTuyeckux pador 4 [IK 4.1,IIK 4.2, IIK 4.3
[IpakTyeckoe 3aHATHE. PazButne IT1K 4.5,11IK 4.6, JITIK
JIETIOTPOU3BOICTBA U TPEOOBAHUM K JOKYMEHTaM 51
Tema 2. lokymenTanus, ee poiab B | Coaep:xanue y4eOHOIro Marepuajia 1 OK 02,0K 09,

yIpaBJeHUH

Pone  nmenompou3BoacTBa B YIPABJICHMH.
Crpykrypa 1 QyHKIUHU JEIONPOU3BOACTBEHHBIX
CILy X0 MpeanpUsITHIA.

Cucremaruszauus u yHUpUKaIUSA

JNOKyMeHTaluu. [ pynnupoBka TOKYMEHTOB MO

OTACJIbHBIM IIPHU3HAKaAM OJHOPOJHOCTHU

11

K I.1,IIK 1.2,TIK 1.3
I[K 1.4 IIK 2.1,IIK 2.2
K 2.3,1IK 2.41IK 2.5
IIK 2.6,I1IK 2.7,IIK 3.1
MK 3.2,IIK 3.3 IIK 3.4




TemMaTuka NPaKTUYECKUX 3AHATHI

IIK 4.1,IIK 4.2 IIK 4.3

I1IK 4.5,I1K 4.6, 11K
IIpakTHuyeckoe 3aHATHE. ['pynmnposka 5.1
JOKYMEHTOB IO  OTAEJIBHBIM  IpPU3HAKAM
OJTHOPOJHOCTH
Tema 3. Yundunuposannas cucrema| Coaep:kanue y4eO0HOro MaTepuasa OK 02,0K 09,

OPraHN3alMOHHOPACTIOPAANTENbLHOM

AOKYMEHTAIIUH

Knaccudukanus OP/l. Paciopsautenbubie
JTOKYMEHTHI. Cragun IIOATOTOBKU

pacinopAIuTCIbHBIX JOKYMCHTOB.
OpI‘aHI/IBaI_[I/IOHHBIG HJOKYMCHTHGEI.

K I.1,IIK 1.2,TIK 1.3

I[IK 1.4 IIK 2.1,IIK 2.2
MK 231K 24]IIK 2.5

K 2.6,IIK 2.7,IIK 3.1
[NK 3.2, IIK 3.3 11K 3.4

CamocrosiTesibHAs padora: Cragun

MMOJATOTOBKH PACIOPSAIUTENBHBIX JOKYMEHTOB. 1K 4.1,1IK 4.2,T1IK 4.3
IIK 4.5,11K 4.6, 11K
TemaTuka npakTuyeckux pador
5.1
[IpakTueckoe 3aHstue: CTaguu MNOATOTOBKH
pacropsiAUTENbHBIX IOKYMEHTOB.
Tema 4. Kagposoe Conepxkanue yueOHOro MaTepuaJia OK 02,0K 09,

ACJ0MPOU3BOACTBO

CoctaB W BHUABI KaJIpPOBBIX JIOKYMEHTOB.
JIOKyMEHTHUPOBAHHE OIEHKH JICATCILHOCTH
pabote ¢

nepcoHasa.  JIOKyMeHTBI IO

IICPCOHAIIOM. BGI[CHI/IG TPYAOBBIX KHHIKCK H

JIMYHBIX ACJTI pa60THI/IKOB

12

K 1.1,IIK 1.2, IIK 1.3

IK 1.4, ITIK 2.1,IIK 2.2
[IK 2.3,IIK 2.4,IIK 2.5

I1K 2.6,I1K 2.7,IIK 3.1




TemaTHka NPaKTHYECKUX PadoT.

IIpakTuyeckoe 3ausitue. BeneHue Tpya0BbIX

IIK 3.2,IIK 3.3 IIK 3.4
[IK 4.1,IIK 4.2, 11K 4.3

[IK 4.5,IIK 4.6, AITK
KHIDKEK U JIMYHBIX J1e]1 paOOTHUKOB 5.1
Conepxkanue yueOHOro MmarepuaJia OK 02,0K 09,

Tema 5. lokymeHTALUs 10 TUYHOMY
COCTaBY

JlokyMeHTanus 1o JJM4HoMy coctaBy. Coctas u

[10CJIEI0BATEIILHOCTD PacCIIOI0KEHUS
JOKYMEHTOB B JINYHOM JieJie. JloBEpeHHOCTH,
pacnucku. TpynoBble KHUKKU

TemaTnka npakTuyecKux pador.

IIpakTHyeckoe 3ansitue. TpyI10BbIE KHUKKA

INK 1.1,IIK 1.2, IIK 1.3
I[IK 1.4 IIK 2.1,IIK 2.2

K 2.3,1IK 2.41IK 2.5
IIK 2.6,IIK 2.7 IIK 3.1
[NK 3.2,IIK 3.3 1K 3.4
I[IK 4.1, IIK 4.2,IIK 4.3

[IK 4.5,11K 4.6, 11K
5.1

13




CamocrositenbHass padora: OObSICHUTEBHbBIE
U JoknanHble 3anuckd. CropaBku.  AKTBHI
[IpaBuna odopMIIeHUS CIIyKEOHBIX ITHCEM.
Hekotopeie Buasl mnuceM. Pa3HOBUAHOCTH
CIIy>K€OHBIX TTHCEM

[MK 2.3 11K 2.4 IIK 2.5
IK 2.6,IIK 2.7,I1IK 3.1
[NK 3.2,IIK 3.3 IIK 3.4
IIK 4.1,IIK 4.2,IIK 4.3

[1K 4.5,I1K 4.6, AI1K
5.1
Conepkanue yueOHOr0 MaTepHuaJia OK 02,0K 09,
ema 6. Ciiy:keOHasi mepenucka Copep:xanue y4eOHOro MmarepuaJia OK 02,0K 09,

[IpaBuna odopMieHUsT CIy>KEOHBIX IHCEM.
HekoTtopeie Buapl nuceM. Pa3HoBHUIHOCTH
CITyKEOHBIX TTHCEM

K I.1,IIK 1.2,TIK 1.3
K 1.4 11K 2.1,IIK 2.2
K 2.3,1IK 2.41IK 2.5
IIK 2.6,IIK 2.7,IIK 3.1
[1K 3.2,TIK 3.3,T1K 3.4
1K 4.1,1IK 4.2, T1IK 4.3

IIK 4.5,11K 4.6, /II1K
5.1

Tema 7. HNudopmanuoHHO-
CIIPABOYHAS JOKYMEHTALUA

Copnep:xanue y4e0HOI0 MaTepualia

OOBbsICHUTETbHBIC u JOKJITHBIE
3anucku. CripaBKu. AKTHI.

14

OK 02,0K 09,0K 10

IIK 1.1IIK 1.2TIK 1.3
K 1.411IK 2.1,IIK 2.2




Tema 8. [lesionpou3BoACTBO 1O
NHCbMEHHBIM H YCTHBIM
o0painieHusiM rpaxkIa”

[Tpennoxenus. 3aspienns. XKamoObt

CamocrositenbHast  pabdora: IlpennoxeHus.
3asgBneHus. OOmas XapaKTEPUCTHKA CHCTEMbI
JOKYMEHTAIUU. XO03SIMCTBEHHBIE IOTOBOPHI.

MK 1.1,IIK 1.2, 11K 1.3
I[K 1.4 IIK 2.1,IIK 2.2
[MK 2.3 11K 2.4 IIK 2.5
IIK 2.6,IIK 2.7,IIK 3.1
IIK 3.2,IIK 3.3 IIK 3.4
IIK 4.1,IIK 4.2,IIK 4.3

[IpeTeH3nOHHBIE TUCHMA. T1K 4.5,[1K 4.6,]I[1IK
5.1
Tema 9. CHa0:xeHuecko-cObITOBass | Conep:xanue y4eOHOro MaTepuasia OK 02,0K 09,

AOKYMEHTAIIUA

OOmasi ~ xapakTepUCTHUKAa CHUCTEMBbI
JOKYMEHTAIUU. XO03SIIICTBEHHBIE IOTOBOPHI.
[IpeTeH3noHHbIE TUCHMA

K I.1,IIK 1.2,TIK 1.3
IIK 1.4 11K 2.1,IIK 2.2
[1IK 2.3,IIK 2.4 I1K 2.5
IIK 2.6,I11IK 2.7 11K 3.1
IIK 3.2,IIK 3.3 IIK 3.4
I[IK 4.1,IIK 4.2, IIK 4.3

IIK 4.5,11K 4.6, JI1K
5.1

Tema 10. Opranuszaumst
AOKYMEHTO0000poTa

Conep:xanue y4eOHOI0 MaTepualia

OK 02,0K 09,
K I.1,IIK 1.2,TIK 1.3
K 1.4 11K 2.1,IIK 2.2
I[MK 2.3 IIK 2.4 IIK 2.5
IIK 2.6,I1IK 2.7,1IK 3.1
[1K 3.2,TIK 3.3 I1K 3.4
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O6mue mnonoxenus. Ilpmem wu 00paboTka
BXOJSINMX  JOKYMEHTOB.  PacmpenencHue
MOCTYNUBIIMX JTOKYMEHTOB. Paccmorpenue u
UCTIOJIHEHUE JOKYMEHTOB. [IpoxokaeHue u
00paboTKka  UCXOIAIIMX ¥  BHYTPEHHHX
JIOKyMEHTOB. Y4eT o0beMa JJOKyMEHTO000poTa.

OpFaHI/IBaI_[I/IH AOCTAaBKH JOKYMCHTOB.

IIK 4.1,IIK 4.2, IIK 4.3

[IK 4.5,IIK 4.6, AITK
5.1

HpOMe)KyTO‘IHaH aTrecranus

Bcero:

48
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3. YcaoBus peaauszanuu padodeil mporpaMMbl IMCUMILIAHBI
TpeGoBanuss K MUHIMAJIbLHOMY MATEPHAJIbHO- TEXHMYECKOMY O0ecrevdeHn 0

Peammzamust  ydeOHOW  mucruruiiHbl  «JloKyMeHTanmoHHOe  oOecredcHHe
yIpaBIeHUS OCYIIECTBIsETCS B yueOHOM KabuHeTe. OO6opyoBaHne KabnHeTa: pabouee
MECTO TpenoaaBaTensi; yuyeOHbIE CTONBI ; CTylbi ; pabouee MecTo CTyAeHTa (1o
KOJIMYECTBY CTYACHTOB); JOCKa yueOHasl; MEPEHOCHOE MYJIbTUMEIUIHHOE 000pYI0BaHHE
(mpoextop NESNP510/LCD, HoyTOyK Asus); nocka Oemasi SMaIupOBaHHAS ISl 3aIHCH
dbaomactepom.

NudopmanuonHoe odecrieyenne 00y4eHust
Ilepeyenb pekoMeHayeMbIX Y4eOHBIX M31aHNH, HHTEPHET-PeCcypcoB,
JAOIOJHHUTEJIbHOM JIUTePaTypPbl

OcHoBHas iuTEpaTypa:

1. Kopuees, U. K. JlokymeHTallMOHHOE OOeCIieYeHUE YIpaBICHUs | yUeOHUK U
NpaKTUKyM Juisi  cpeaHero mnpodeccuonansHoro obpazoBanusi /  U. K. Kophees,
A. B. [Tmenko, B. A. Mamypnes. — 3-¢ wu3a., nepepad. u jgon. — Mocksa :
M3natensctBo FOpaiit, 2024. — 438 c.— (IIpodeccuonanpHoe 00pa3zoBaHHE). —
ISBN 978-5-534-16002-4. — TekcT : anmekTpoHHBIN // OOpa3oBaTenbHas 1iargopma
FOpaiit [caiiT]. — URL.: https://urait.ru/bcode/539262

2. loponuna, JI. A. JlokyMmeHTaniioHHOE 0OECIEYeHNEe YIIPABICHUS | YUCOHUK U
NPaKTUKYyM JJs CpeAHero mnpodeccuoHanbHoro ooOpasoanusi/ JI. A. JlopoHuHa,

B. C. UputukoBa. — 2-¢ u3m., mepepad. m gom. — Mocksa : M3marenscTBo Opaiir,
2024. — 270 c. — (IlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-16017-8. —
Tekct : snektpoHHblid // OOpazoBarenbHas miatdopma IOpait [caiit]. — URL:

https://urait.ru/bcode/539338
JlonosiHUTEILHAS JIUTEpaTypa:

1. lllysanosa, H.H. JloKyMEeHTallMOHHOE OOECIeYeHUe YIPaBICHUS :
yU4eOHMK ¥ TPaKTHKyM JuIs  cpeaHero mnpodeccuoHanbHoro obpaszoBanus /
H. H. llyBanoBa. — 3-e u3a., nepepab. u gom. — Mocksa : M3gatenbctBo HOpaiir,
2024. — 247 c. — (IlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-16538-8. —
Texcr : anexkTponHblii // OO6pazoBarenpHas minatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536969

2. Jlenonpon3BOACTBO U TJOKYMEHTOOOOPOT: MPAKTUKYM : yueOHOe mocooue /

coctasutensb JI. JI. Kotnaposa. — noc. KapaBaeBo : KI'CXA, 2020. — 44 ¢. — Tekcr :
ANIEKTPOHHBIN // JlaHb : 3JEKTPOHHO-OMONIMOTEUHAs cucteMa.— Pexum Joctyna: ajis
aBTOPHU3. ITOJIB30BATEIICH.

Y4eOHo-MeTOAUYECKHE MATEPUAJIBI:

1. 3pikoBa, T. B. Metoauueckue ykazaHus 10 BBIITOJTHEHUIO CAMOCTOATEIBHOM
paboThl MO JUCHUIUIMHE «J{OKyMEHTallMOHHOE OOecleyeHne YIpaBJICHUS
yueOHomeroanueckoe nocodue / T. B. 3pikoBa. — Hwxnauit Hosropox : HHI'Y um. H.
. Jlo6aueBckoro, 2017. — 20 ¢. — Texkct : snexktpoHHBIA // JlaHb : 3JIEKTPOHHO-
OoubnnoTeuHas cuctema. —PexxuM gocTymna: Juist aBTOpU3. MOJIb30BATENECH.
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https://urait.ru/bcode/539262
https://urait.ru/bcode/539338
https://urait.ru/bcode/536969

2. MeTtoaudeckre yKka3aHus K MPaKTHIECKUM/1a00paTOpHBIM paboTam
(Onexrponnsiit pecypc)/ Koposun F0.1. — MockBa: PTAY-MCXA, 2021 — 9bC
«PTAYMCXA»

HNHuTepHer — pecypcsl

OnexTpoHHO-0nbmuoTeynas cucreMa PITAY-MCXA um. K. A. TumupsizeBa(nanee
3BC) caiitr www.library.timacad.ru

Hayunas siiektponnas 6ubnumoreka «KubepJlenunkay -https://cyberleninka.ru/
CereBas 2JeKTpOHHAs OMOIMOTEKa arpapHbIX By30B- https://e.lanbook.com/books

4. KOHTPOJIb M OIIEHKA PE3VJIbTATOB OCBOEHUS YYEBHOM
TACHATITAHBI

KouTponb u olieHKa pe3yJbTaTOB OCBOCHUSA YUEOHOW AMCHUIIIMHBI OCYIIECTBISETCS
npernojaBaTesieM B Ipolecce MPOBEACHUS Y4eOHbIX 3aHATUH B (opme YCTHOro ompoca,
BBIMIOJTHEHUS] TECTOBBIX 3a/laHWM, pPEIICHUs CHUTYAallMOHHBIX 33Ja4, a TakKe IPOBEACHUS
MPOMEKYTOUHOH aTTecTalu B popMe 3K3aMeHa.

PesyabTaTnl 00y4yeHus Kpurepuu ouenku MeTtoabl OLleHKH
Ilepeuenv 3manuti, oceausaemvix & [Tonnota TecToBbI KOHTPOJIb.
pamkax — OuCyuniuHvl.  WU3Yy4EHUE IIPOJIEMOHCTPUPOBAHHBIX Y CTHBII 0IpocC.
COBPEMEHHOMN TEPMUHOJIOTUU 3HAHUI U YMEHHUE TPUMEHSTh

Keiic-curyanumu.
JACJIOIIPOU3BOJACTBA MW MCTOJOJOIHA ux npu BBIIIOJIHEHUU

dbopMHUpOBaHUS TOKYMEHTAIIMOHHOTO IPAKTHYECKUX PaGoT
obecrnievyeHus qesTeIbHOCTH OpraHU3alluy;
A3yYEHHE 3aKOHOJIATeJIBHOM ~ H
HOPMAaTHUBHO-METOIUYECKOH 0a3bl MO
opraHu3ali JOKYMCHTAlIHOHHOT' O
oOecrieueHus qesTeIbHOCTH NPEANPUATUI
u OpraHu3alMi; pACCMOTPEHUE
OCHOBHBIX TPeOOBaHHI K 0(hOPMIECHUIO

YHOPaBJICHUYCCKHUX

(opranu3anuoOHHO-PACTIOPSIUTENbHBIX) U
MPOYUX JOKYMEHTOB; 0030p TEXHOJIOTHI
BEJICHUS JIOKYMEHTO000poTa B
OpraHu3aIu
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llepeuenv  ymenuii, oceausaemvix 8
pamKax — OUCYUNIUHBL.  COCTABIATH W
MNPaBUWIBHO OQOPMIISITH JIOKYMEHTHI B
3aBUCUMOCTH oT Ha3HAYCHMUS,
colepkaHuss U BHAA;  0hOPMIATH
JTIOKYMEHTBI B COOTBETCTBUU c
pPEKOMEHIallUsIMU I'ocynapcTBeHHOTO
crangapra P® T'OCT P 6.30-2003;
OpraHM30BaTh TEKyllee XpaHEeHUue |
YHUYTOXKEHHE JOKYMEHTOB;
CTWJIUCTUYECKH I'PaMOTHO COCTAaBIIATH
BHYTpPEHHUE IOKyMEHTHI [10 OCHOBHOM U
yIpaBIeHYECKON eI TeNIbHOCTH

OopraHu3aluu, UCI10JIb30BATh

ABTOMATHU3UPOBAHHBIC CHCTEMBI
JIOKYyMEHTO000pOTa B mporecce
(bopMHPOBaHUS JTOKYMEHTAIIHOHHOTO
o0OecrieueHnst IesITEILHOCTH
OpraHu3aIuH.

BbimosHeHHEe  MPAKTUYECKUX
paboT B COOTBETCTBUU C
3a7laHueM

TecToBslit
KOHTPOJIb.
YcrHblit onpoc.

Ketic-curyanumu.
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