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Cemectp 4(22)
(<Kypc>.<CemecTtp Ha Kypce>) Utoro

Henenp 125

Bun 3ansaruit VIL | PIT | YII PIL

Jlexn 26 |26 |26 |26
TIpakTuyeckue 10 (10 [10 |10
Hrtoro ayn. 36 |36 |36 [36
KonTakTHas paboTa 36 |36 |36 [36
Uroro 36 |36 |36 (36

OCHOBAHHME

®denepanbHBIA TOCYJAPCTBEHHBIH 00Pa30BaTENbHBIN CTAHAAPT CPEIHEr0 MPOPecCHOHATLHOTO 00pa30BaHUS 10
cnenuansHocTH 38.02.01 DxoHOMUKa M Oyxrantepckuii yuet (1o orpacisam) (IIpukaz MunucrepcTBa o6pa3oBaHus U
Hayku Poccuiickoit @enepannu ot 5 deBpans 2018 r. N 69 «O0 yrBepxknennu OeaepanbHOTO rOCy1apCTBEHHOTO
00pa30BaTeIbHOIO CTaHAAPTA CPEAHEr0 MPOGECCHOHAIBHOTO 00pa3oBaHus 1Mo crenuanbHocTH 38.02.01 DKoHOMUKA U

Oyxrantepckuil y4er (110 OTpacisim)y.

Pabouas nporpamma cocTaBiieHa 0 00pa30BaTENIbHON IPOrpaMMe HallpaBieHNE
38.02.01

porpaMMa cpeHero npogecCHOHaILHOIO 00pa30BaHuUs

VYueOHbli 11aH yTBEp)KIeH yUEHbIM coBeTOM By3a oT 30.08.2022 mpoTokoin Ne 1
[Iporpammy cocraBun(u): Ilpen., Kypaunnosa 1.B.

[Ipeacenarens LIK: Kypaunnosa U.B.

Paccmotpeno Ha 3acemannu LIK ot 31.08.2022 nporoxomn Ne 1



1. HEJIX OCBOEHUA JTUCHUTIINHBI

1.1|enbto u3yyenus AucumIuinHbl "JJokyMeHTallMOHHOE o0ecriedeHne ynpasieHus" spiseTcss GOPMHUPOBAHUE Y OYAYIINX
CIEHATNCTOB TEOPETHICCKIX 3HAHUHN U MPAKTHYECKUX YMEHHU U HABBIKOB B 001aCTH JIOKYMETAIHOHHOTO 00SCIIeUeHHUS
yIpaBJeHUs, HEOOXOAUMBIX B TPO(PECCHOHATHHON IEATEIEHOCTH.

2. MECTO JUCHHUTIINHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI

Luka (paszen) OOIT: |on

2.1|Tpe6oBaHus K MpeIBApUTEILHON MOATOTOBKE 00y4aKOIIErocsi:

2.1.1| JucuumuinHa «/JokyMeHTaIllMOHHOE 00CCIIeYCHUE YIPABICHHS» BXOIUT B YaCTh JUCHUILUIMH 00IIETTPO(ECCHOHAIBHOTO IIHKIIA
y4eOHOro maHa. B MeToanyeckoM iane JUCHUILINHA ONIUPACTCS HA 3HAHUS, [TOTyYCHHBIC IPU U3YYCHUH CICAYIOIINX YICOHBIX
KypCOB:

2.1.2|1HpopMalinOHHBIC TEXHOJIOTHH B MPO(PECCHOHAIBHON JIeITeTbHOCTH (A JanTHBHBIC HHPOPMALIMOHHBIC TEXHOJIOTHH B
po¢eCCHOHAIBLHON IEATSITLHOCTH)

2.1.3|TIcuxomorus oOmeHus

2.2|IMCOMIUIHHBI H IPAKTHKH, ISl KOTOPBIX 0CBOEHHE JAHHOI JUCIHILITHHBI (MOIYJIs1) HE00X0IUMO KAK NMpealiecTBYIOIIee:

2.2.1|TTonyueHHbIe B Ipoliecce 00yUeHUS 3HAHUS MOTYT OBITh UCIIOJIb30BaHbI IPH OCBOCHUH NMPO(ECCHOHATBHBIX MOIYJICH:

2.2.2|Hanoru 1 Haoroo0JIoKeHue

2.2.3|®unHaHCHI, IeHEKHOE 00palleHHEe U KPEIUT

2.2.4|byxranTepckasi TEXHOJIOTHS IPOBEICHUS U 0(OPMIICHHS HHBEHTapU3aLUuK

2.2.5|Opranuzanus pacueToB ¢ OIOKETOM U BHEOIOKETHBIMU (hOHIAMHU

3. TPEBOBAHUA K PE3YJBTATAM OCBOEHUA JUCITUIIJIMHBI

OK-1: Bei0npaTh cioco0bl penieHus 3aa4 NpoecCHOHATbHOI 1esiTeIbHOCTH NPHUMEHUTEJbHO K Pa3IuYHbIM KOHTEKCTaM

3HaTh:

aKTYaJIbHBIN MPO(ECCHOHANBHBII COIHANBHBII KOHTEKCT, B KOTOPOM IPUXOAUTCS pabOTaTh M )KUTh; OCHOBHBIE HCTOYHHKH HH(GOPMAIHU 1
pecypehI st pelIeH s 3a1a4 | IpooiieM MpophecCHOHATEHOM H/UITH COITHATEHOM KOHTEKCTE;

YMeTh:

pacrio3HaBaThb 3agavdy H/HAIH HpOGJIeMy B HpO(I)eCCI/IOHaHLHOM H/UIn COMAaJIbHOM KOHTECKCTE,

Baanernb:

OPUEHTUPOBATHCS B HOPMATHBHO-IIPAaBOBOM PETYJIMPOBAHUH ayTUTOPCKOM fearensHocTH B Poccuiickoit deneparun

OK-2: OcyuiecTBISTH NOUCK, AHAJIN3 H HHTEPNPeTAIUI0 HHGOPMAIHH, He00X0UMOIi 1151 BHINOJHEHHS 3224 MPodecCHOHATBLHOIM
esITeJIbHOCTH

3HaTh:

HOMCHKIJIaTypa I/lH(i)OpMa]_II/IOHH])IX HUCTOYHUKOB IIPUMCHSACMBIX B HpO(l)CCCI/IOHaﬂbHOf/’I JCATCIIbHOCTH,

YMmern:

OIpEACIATh 3aJa4u ISl ITIOUCKa I/lH(l)OpMaLlI/II/I; OIpeaeIsATh HCOGXOI{I/IM])IC HCTOYHUKHU

Baanern:

HaBbIKaMH OLICHUBATH MPAKTUICCKYIO 3HAYMMOCTD PE3YJIbTAaTOB ITOUCKA

OK-3: [InanupoBaTh M peaju30BLIBATH COOCTBEHHOE MPO(eccHOHATbHOE M JTNYHOCTHOE Pa3BUTHE

3HaTh:

CoACpI)KaHNe aKTyaJ’IBHOI‘/’I HOpMaTHBHO-HpaBOBOﬁ JOKYMCHTaIIUM; COBPCMCHHAas HayYHas U l'IpO(i)eCCI/IOHaJ'IbHaH TCPMUHOJIOTHSA

YMmern:

OINpEACIATh aKTYyaJIbHOCThH HOpMaTI/IBHO-HpaBOBOﬁ JOKYMCHTaIIUU B HpO(I)CCCHOHaI[BHOﬁ JACATCIIBHOCTH

Baanern:

HaBbIKaMHU ONIPEACIIATH U BRICTPAUBATh TPACKTOPUU HpO(I)CCCI/IOHaJ'II:HOFO pa3BUTHA U CaMOO6pa3OBaHI/I$[




OK-4: PadoTaTh B KOJLIEKTHBE H KOMaH/e, 3(pPeKTHBHO B3aMMO/IeliCTBOBATD € KOJLIeTraMH, PyKOBOJACTBOM, KJIHECHTAMHU

3HaTh:

NICUXOJIOTHYCCKUE OCHOBBI JCATCIPHOCTH KOJIJICKTHBA, IICUXOJIOTHYCCKUEC 0COOCHHOCTH JIMYHOCTHU

YMeThb:

OPTaHM30BLIBAaTh PA0OTY KOJUIEKTHBA H KOMaH b

Baagers:

HaBBIKaMH pa6OTLI B KOJIJICKTHBC

OK-5: OcymecTBIATE YCTHYIO M NIHCbMEHHYI0 KOMMYHHKAIHIO HA TOCYAapCTBEHHOM si3bike Poccniickoii @enepanun ¢ y4eToM
0co0eHHOCTel COUAILHOIO H KYIbTYPHOI0 KOHTEKCTA

3HaTh:

0COOCHHOCTH COLNMAJIBHOTO U KYJIbTYPHOT'O KOHTEKCTa

YMeTh:

TpaMOTHO HU3JIaraTb CBOU MBICJIN U O(l)OpMJ'I?{TI: JAOKYMEHTBHI 11O HpO(beCCHOHaHLHOﬁ TEMATUKE Ha TOCYAapCTBEHHOM SA3bIKE, IIPOSABJIATH
TOJICPAHTHOCTH B pa6oqu KOJIJICKTHUBE

Baagers:

HaBBIKaMU yCTHOIZ U MUCbMEHHOM KOMMYHHKaAIIUU Ha TOCYAapCTBCHHOM S3BIKC PO

OK-9: Ucnoab3oBaTh HH(POPMALMOHHBbIE TEXHOJOTHH B NMPO(ecCHOHATLHOI 1esiTeTbHOCTH

3HaTb:

COBPEMEHHBIE CPE/ICTBA M YCTPOHCTBA HH(POPMATU3ALIUML;

YMeTb:

NPpUMECHATH CPEACTBA I/IH(i)OpMaI_[I/IOHHI)IX TEXHOJIOTUH JUISL peIICHUS HpO(i)eCCI/IOHaIILHLIX 3aja4,

Baagerb:

HaBBIKaMU I10JIb30BaHUsA I/IH(i)OpMaIlI/IOHHLIMI/I TEXHOJIOTUAMHA

TIK-1.1: O6pabaTbIBaTh NEPBUYHbIEC OyXTaJITepCKHE JOKYMEHThI

3HaTh:

o0mue TpeOoBaHUs K OyXIaATepCKOMY YUeTy B 4aCTH JOKYMEHTHUPOBAHHS BCEX XO35MCTBEHHBIX ICHCTBUI U ONEPALUii; TepBUYHON
OyXraJITepCKOW JOKyMEHTALU Y,

YMeTh:

NPUHUMATD IICPBUYHBIC 6yXFaJIT6pCKI/Ie JOKYMCHTHBI Ha 6yMa)KHOM HOCHUTECIIC U (I/IHI/I) B BUJC 3JICKTPOHHOT'O JOKYMEHTA, NIOANTUCAHHOI'O
BHGKTpOHHOﬁ HOAIHNCHIO;

Baanernb:

HaBbIKaMU JOKYMCHTHPOBAaHUA XO3SIMCTBEHHBIX onepaunﬁ 1 BEACHUHA 6yXFaJIT€pCKOFO y4y€Ta aKTUBOB OpraHU3alluu.

3.1 3narn

- MOHSATHE, 1eJIH, 321241 1 NPHHIMIBI 1eJI0NPOU3BO/ICTBA;

- OCHOBHbIE NOHATHS JOKYMEHTALHOHHOI'0 o0ecneyeHus ypaBJeHus;

- CHCTEMbI JOKYMEHTALIHOHHOTO 00ecreYeHusl ynpaBJeHus ;

- KJIACCH(PUKALUIO TOKYMEHTOB;

- Tpe0OBaHHUSA K COCTABJIEHUIO U 0(pOPMIICHHIO TOKYMEHTOB; - OPraHU3aIUI0 IOKYMEHT0000poTa:
- npuema, 06padoTKy, perucTpauui, KOHTPOJib, XpaHeHHe JOKYMEHTOB, HOMEHKJIATYpy AeJ;

- OCHOBBI /IEJIOBO#i JOKYMEHTAMH M 1eJI0NPOU3BOCTBA B IKOHOMHYECKOM CyObeKTe™

3.2 Ymern




- 0 opMIATH JOKYMEHTAIMIO B COOTBETCTBHM C HOPMATHBHOI 6230ii, B TOM 4HcJIe ¢ HCMO0JIb30BaHHEM HH(OPMAMOHHBIX
TE€XHOJIOTHIA;

- 0CBaUBaTh TEXHOJOTMU ABTOMATH3UPOBAHHOI1 00Pa00OTKH JOKYMEHTALUH;

- HCI0JIb30BaTh YHU(PHIHMPOBAHHBIE GOPMBI JOKYMEHTOB;

- OCYHIECTBJATH XPAHCHHE U MOUCK JOKYMEHTOB;

- HCIMO0JIB30BATh TCJICKOMMYHUKAIIMOHHBIC TEXHOJOI'MHA B 3JICKTPOHHOM HOKyMeHTOOﬁOpOTe;

- Ppa3padaThiBATh BHYTPEHHUE OPraHU3AIIMOHHO-PACHOPSIMTEIbHbIE JOKYMEHThI, B TOM YHCJI¢ CTAHIAPThI 0yXraJTepcKoro
yueTa 9KOHOMHYeCKOro cydbekTa *

3.3 Baagern

B AOKYMEHTHPOBAHUHU X03sIiCTBEHHBIX onepauuﬁ U BCACHUHU 6yxra.11Tepc1<0r0 Yuera aKTUBOB OpraHu3alvu.

4. CTPYKTYPA U COJIEP’)KAHHUE JUCIUIIIMHBI (MOLY.JIST)

Kon HanmeHoBaHuUe pa3/e/10B U TeM /BHJ Cemectp / | YacoB | Komneren- | Jluteparypa | MuTep | Ilpumedanue
3aHSATHS 3aHsATHS/ Kypc 1010 aKT.
Paznes 1. OCHOBBI JOKYMEHTHPOBAHUSA
yIpaB/IeHYeCcKoH JesATeJbHOCTH
1.1 JIOKyMEHTHpOBaHUE yIpaBlIeHUECKON 4 4 OK-1 OK-2 (JI1.1 JI1.2J12.1 0
nesTenbHOCTH. /JIex/ OK-3 OK-4
OK-5 OK-9
MK-1.1
1.2 Cucrema opraHu3aliOHHO— 4 4 OK-1 OK-2 [JI1.1J11.2J12.1 0
pactiopsiauTensHON nokymenTtaiun (OP/T) OK-3 OK-4
/JTex/ OK-5 OK-9
MK-1.1
1.3 Cocrasienue u 0ohopMIICHHE 4 2 OK-1 OK-2 |[JI1.1 JI1.2J12.1 0
OpraHU3aIMOHHO—PACTIOPSITUTEIBHOM OK-3 OK-4
nmokymenraiu. CocTaBieHue o01ero oiaHka OK-5 OK-9
OpraHu3aIiy ¢ YIJIOBBIM U MPOIOJIBHBIM TIK-1.1
BapuaHTaMu pacnooxenus /I1p/
1.4 Cocrasnenue 1 opopMIIeHUE yUETHOM 4 2 OK-1 OK-2 |JI1.1JI1.2J12.1 0
nonuTuke opranuzanuun™® /Ilp/ OK-3 OK-4
OK-5 OK-9
MK-1.1
15 Cocrasienue paboyero miaHa CYeToB 4 2 OK-1 OK-2 |JI1.1 JI1.2J12.1 0
OyxranTepckoro yuera opranusauu’™ /IIp/ OK-3 OK-4
OK-5 OK-9
IK-1.1
1.6 JloroBopHo—TipaBoBasi JokyMeHTauus /JIex/ 4 4 OK-1 OK-2 |JI1.1JI1.2J12.1 0
OK-3 OK-4
OK-5 OK-9
IK-1.1
1.7 IIpoBepka MpaBUIILHOCTH COCTaBICHUS U 4 2 OK-1 OK-2 |JI1.1 J11.2J12.1 0
0 OpMJICHHUS IOTOBOPA CTPAXOBAHHUS. OK-3 OK-4
IIpoBepka NpaBUIBHOCTH COCTABIICHUS U OK-5 OK-9
oopMIIeHUS KPEIUTHOTO JOTOBOPA. MK-1.1
Cocrasnenue 1 opopMIIeHHE JOBEPEHHOCTH
Mp/
1.8 JlokyMeHTHpOBaHKE PabOTHI € IEPCOHATIOM 4 4 OK-1 OK-2 |JI1.1 JI1.2J12.1 0
/JTex/ OK-3 OK-4
OK-5 OK-9
MK-1.1
1.9 Cocrasnenue 1 opopMIIeHUE 3asBICHUS O 4 2 OK-1 OK-2 |JI1.1 JI1.2]12.1 0
npueme Ha paboty. CocraBieHue OK-3 OK-4
Astobuorpadun, pestome. Mcnonp3zoBanne OK-5 OK-9
m1absioHoB pestome. CocraBieHue u IK-1.1

odopmiienre TpynoBBIX 10oroBopoB. /I1p/




Paznen 2. Opranusanusi CHCTEMbI
AOKYMEHTAIIHOHHOTO o0ecreyeHus.
2.1 JIOKyMEHTBI 110 BHELIHE- SKOHOMHYECKON 4 2 OK-1 OK-2 |JI1.1 JI1.2J12.1
JearenbHOCTH /JIex/ OK-3 OK-4
OK-5 OK-9
IK-1.1
2.2 IIpereH3noHHO—UCKOBas JoKyMeHTanus /JIex/ 4 2 OK-1 OK-2 |JI1.1 JI1.2J12.1
OK-3 OK-4
OK-5 OK-9
IK-1.1
Pa3znen 3. Opranusanus
JAOKYMEHT0000poTA.
31 Opranuzanys paboTsl ¢ JokymeHTamu /JIex/ 4 4 OK-1 OK-2 |JI1.1 JI1.2J12.1
OK-3 OK-4
OK-5 OK-9
MK-1.1
3.2 JuddepennpoBannslii 3auet /Jlex/ 4 2 OK-1 OK-2 |JI1.1 JI1.2J12.1
OK-3 OK-4
OK-5 OK-9
IK-1.1

5. ®OHJ OHEHOYHBIX CPEACTB

5.1. ®oH OLIEHOYHBIX CPEACTB JIsl MPOBeAeHHUSs MPOMEKYTOUHOM aTTeCTALNHU

Copeprxatcs B OH/IC OLIEHOYHBIX CPECTB

5.2. ®oHx OLIEHOYHBIX CPEACTB ISl MPOBEAEHUS TEKYIIEro KOHTPOJIS

He npenycmorpensl

6. YYHEBHO-METOJMYECKOE U THO®POPMAIIMOHHOE OBECHHEYEHUE JUCHUIIIMHBI (MOJIY JIsT)

6.1. Pexomennyemasi 1urepaTypa

6.1.1. OcHoBHast 1UTEpPaTYypa

ABTOpBI, COCTaBUTEIH 3ariaBue W3narenscTBO, rof Kommnu-Bo
JI1.1 |T'punbepr A. C., JIOKyMEHTaIMOHHOE 00eCTIeYeHUE YIIPABICHUS: Mocksa: FOHUTU- TAHA, | http://biblioclub.ru/ -
I'op6aués H. H., YueOHUK IJIs1 CTYAEHTOB By30B, oOydatonuxcs no (2017 HEOTpaHNYCHHBIH
I'op6aués H. H., HalpasJIeHUAM «DKOHOMHUKa» U «MeHeIKMEHT», JOCTYII U1
MyxamermmHa O. A. crienanbHOCTAM «MHbOpMaTHKay, 3apeTUCTPUPOBAHH
«JIOKyMEHTOBEICHHE U JOKYMEHTAIIMOHHOE bIX MIOJIb30BATENEH
obecIieueHHe YIIPaBICHUs», K ABTOMATH3AIUS U
YIIPaBIICHHE
JI1.2 |Kysnenosa U. B., JlokyMeHTaImoHHOe ~ obecrieuenne  ympasienus:Caparos: http://biblioclub.ru/ -
Xagatpsia [ A. VYuaebnoe mocodue mis CITO IIpodobpazoranue, Aii ITn HEOrpaHUYEHHbINA
Op Menua, 2019 MOCTYII U1
3aperuCTPUPOBAHH
BIX TI0JIb30BaTEJICH
6.1.2. lonoHUTEIbHAS TUTEPATypa
ABTOpBI, COCTaBHTEIH 3arnaBue W3parenscTBO, TOA Komnwnu-Bo
JI2.1 |Muxeesa E. B. Iporpamma paszsutus JJOY: Teopermueckue u Mocksa|bepiun: Jupekr- | http://biblioclub.ru/ -
IIPaKTUIECKHUE IOAXO0IBI K ee pa3paboTke Menua, 2015 HEOTrpaHUYEHHBIH
JOCTYII TSI
3aperucTPUPOBAHH

BIX IOJIb30BAaTENICH

6.3. IlepeyeHb MPOrpaMMHOro odecreyeHust

6.3.1|Microsoft Office

6.4 Ilepeuyens HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM

6.4.1|http://wind0w. edu.ru/ Uadopmanuonnas cucrtema « EIHHOE OKHO TOCTYyTIA K




6.4.2|00pa3oBaTesbHBIM pecypcam»

6.4.3|9bC «YHuBepcuterckas Oubnuoreka online» [DnekTpoHHbI pecype]. Pexum pocryna: http://www.biblioclub.ru

6.4.4|Onextponnas 6ubmmoreka BOOK.ru [Dnexrponnsiit pecypc]/ D5C BOOK.ru. Pexum nocryma: http://www.book.ru/.

6.4.5|Hammonaneubiii mudposoit pecypc «PYKOHT» [OnekrponHslit pecype]. Pexxum nocryna: http://rucont.ru

6.4.6|http://window. edu.ru

6.4.7|http://fcior.edu.ru

6.4.8|http://www.biblioclub.ru

6.4.9|)www.book.ru

6.4.10|http://rucont.ru

6.4.11|http://www.consultant.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHE JUCIUIIJIMHBI (MOAY JIS)

7.1/0O6opynoBanue yueOHOro KabuHeTa:

7.2|- mocajiouHbIe MECTa MO KOJIMYECTBY 00YJAIOIIMXCS;

7.3|- pabodee MecTo HperoaBaTes;

7.4|- KOMIUIEKT y4eOHO-HArISTHBIX TOCOOHIA;

7.5|- paszmatouHblii MaTepua (TEKCThI, HILUTIOCTPAIIMH, CXEMBbI)

7.6| Texuuueckue cpeacTBa 00ydIeHuUS:

7.7|* MynbruMeauitHoe 060py0BaHUE C IULEH3UOHHBIM IPOrpaMMHBIM 00€CIIeYeHUEM;

7.8|* Buaeomarepualisl o OCHOBHBIM TeMaM YU4eOHOM JUCIUTUTHHEI;

7.9|* DnekTpoHHbIH JEKIIMOHHBIH MaTepHa Il CAMOCTOSTEILHON pabOTHI;

7.10|* DnexTpoHHBIN UILIIOCTPATUBHBII MaTepua

8. METOAUYECKHUE YKA3ZAHUA 1JIAA OBYYAIOIIIUXCS ITIO OCBOEHUIO JUCHUIIIMHBI (MOY JIST)

B npunoxxenusx




