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1. MACIIOPT TPOT'PAMMBI YUEBHOM JIUCHUATLIMHBI

I[OKyMeHTa]_[HOHHOQ odecreueHue YIpaBJdC€HUSA

1.1. O6s1acTh NPUMEHEHHUS] IPOTPAMMBbI
Pabouast mporpamma yueOHOW AUCIUIUIMHBI SBISIETCS YaCThIO MPOTPAMMBbI
MOJATOTOBKM  CIIEIMAIIUCTOB CpPEeIHEro 3BeHa 1o cneuransbHoctn 38.02.01
DKOHOMHKA B OyXTalTePCKUil YUET (110 OTpaCsIM).
1.2 TpeGoBanus Kk pe3yjibTaTaM OCBOEHMS UCIHUIINHBI:
B pesynbrare ocBoeHUs1 y4eOHOM TUCIUIUIMHBI O0yYarOITUNCS N0JIKEeH YMETh!
— aHAJIM3UPOBATH 3a7a4y U OMPEACIATh ATAIlbl PEIICHUS
— CTPYKTYpPUPOBATh MOJydaeMylo MH(POpMaINI0, OPOPMISTh PE3yJIbTAThI MO-
HCKa
— ONpeAeisaTh aKTyaJIbHOCTh HOPMATUBHO-TIPABOBOM JJOKYMEHTAIIUH;
— 0(OopMIATH JOKYMEHTHI 1O MPO(PECCUOHATHLHON TEMAaTUKE B COOTBETCTBHE C
HOpMatuBHOU 6a3oit JIOY;
— MPUMEHSTh CpeacTBa MH(GOPMALMOHHBIX TEXHOJIOTHH ISl PEIICHUS Mpo-
(dbeccruoHANIBHBIX 3a/1a4;
— 0hOopMIISATh JCHEKHBIC U KaCCOBBIE IOKYMEHTHI, TOTOBUTH JJIA TIepeaadu B
apXuB;
— OpraHu30BbIBATH JOKYMEHTOOOOPOT;
— pa3ouparhbCcsi B HOMEHKJIAType JIed;
— 0hOopMIISATh PE3yJbTAThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOIPHUSITUN MyTEeM
COCTaBJICHHUS AKTOB U CIIPABOK.
B pesynbrarte ocBoeHUsI y4eOHOM TUCIUIIIMHBI O0yJarOUUNACS T0KEH 3HATD:
— OCHOBHBIC UCTOYHHUKHU WH(GOPMAITIHN B PECYPCHI IS PEIICHHUS 3a7a4,
— COJIEp’KaHUE AKTYaJIbHOW HOPMATUBHO-IIPABOBOM JOKYMEHTALINH;
— OCHOBHBIC (POPMATHI JIEKTPOHHBIX JOKYMEHTOB, UCTIOJIB3YEMbIX B JOKYMEH-

TallMOHHOM O0€CIIEYeHUH YIIPaBICHUS;



— COBpEMEHHbBIE CPEJICTBA U MporpaMMHOe obecriedeHre B MpodeccuoHanbHOM
NEATEIBHOCTH;

— TpaBuJia COCTaBJICHUS U 0OPMIICHUS MPABJICHYECKUX JOKYMEHTOB,

— TpaBWJia OpraHU3aluu JOKYMEHTO000POTa U CPOKH XPaHEHUs JOKYMEHTOB,

— TIOHSITHE IEPBUYHON OYXTalITepPCKON JOKYMEHTAIINH,

— BHyTpeHHue OPJl, pernameHTUpyOMKEe NOPAIOK COCTABICHUS, XPAHEHHS U

nepenavy B apXuB MEPBUYHBIX YUETHBIX JOKYMEHTOB.

B pe3ynbprare ocBoeHUs1 yueOHON JUCHUILIMHBI OOYyYaIOIIMICS TOJKEH 001a1aTh
OoOIKUMH U TTPOQPECCUOHATILHBIMU KOMITETCHIIUSIMUA, BKJIFOUAIOIIUMU B ce0sl CIIO-
COOHOCTB:
OK. 5 OcymecTBisTh YCTHYIO U MUCBMEHHYI0 KOMMYHUKALMIO Ha TOCYJapCTBEH-
HOM SI3bIKE C YUETOM OCOOEHHOCTEHN COLMAIBbHOTO U KyJIbTYPHOIO KOHTEKCTA.
OK . 9 Mcnonbs3oBaTh UHPOPMAIIMOHHBIE TEXHOJIOTHH B MPO(ecCHnOHaNIbHON Jes-
TEJIHOCTH
OK. 10 ITonws3oBatbest mpoeccuOHaIbHOM TOKYMEHTAMENH Ha TOCYAapCTBEHHOM
Y MHOCTPAHHBIX SI3bIKAX.
OK. 11 Hcnonb3oBath 3HaHUA 10 (PMHAHCOBOM IPAaMOTHOCTH, IJIAHUPOBATH MPE/I-
IPUHUMATENBCKYIO IEATEIbHOCT B IPOo(eCCHOHAIBHOMU cdepe.
[1IK 1.1 O6pabaTbiBaTh MEpBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI
[1K 1.3 TIpoBOANTH YUYET NEHEKHBIX CPEACTB, OPOPMIISATH IEHEKHBIE U KACCOBBIE
JIOKYMEHTBI
[IK 2.2. BpInoJHATE NOPYYEHUS PYKOBOJICTBA B COCTABE KOMUCCUU 10 UHBEHTAPH-
3aI[M¥ aKTUBOB B MECTaX UX XPaHCHHUS
[1K 2.7 BbINONHAT KOHTPOJIBHBIE MPOUEAYPHI U UX TOKYMEHTUPOBAHUE, TOTOBUTH
1 0(pOpMIISITH 3aBEPILIAIOIIME MAaTEpHAIbI IO pe3yIbTaTaM BHYTPEHHETO KOHTPOJIS
1.3 KosanuyecTBO 4acoB Ha OCBOeHHE MPOTrPaMMbl y4eOHOM JUCHUILINHBI:

O0BEM 00pa3oBaTebHONM Harpy3ku — 38 yaca:
— camocTosiTenbHas paboTa - 2 gaca
— y4eOHBIX 3aHATUN - 36 YacOoB;



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHOUIIJINHBI

2.1. O0bem y4yeOHOM QMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Bun yueOHoii padoThl O0bém yacon
O0Bém o0pa3oBaTeIbHOIl HArpy3KH 38
Bcero yueOHbIX 3aHATHH] 36
B tom umcie:
[TpakTrueckue 3aHsATHS 16
Koncynpranuu
[TpomexyTouHas aTTecTanus
CamocTosrenpHas padoTta 2

Utorosas arrectarus B popme nudpepeHnpoBaHHOro 3a4éra




2.2. TemaTu4yecKMid IVIAH U COIEPKAHNE Y4eOHO! JUCHUUIVIMHBI  JIOKyMeHTAlMOHHOEe 0o0ecnevyeHne ynpaBjieHUs

HaumeHoBaHue Oo0bem | YpoBeHb
Conep:kanue y4yeOHOro MaTepuasa, NpakTu4eckue 3aHATHS, CAMOCTOSITeJIbHAsI padoTa
pa3aesioB M TeM 4YacoB | OCBOEHHS
1 2 3 4

Paznean 1. lesan, 3a1a4n 1 NIPUHIUNBI JOKYMEHTAIIHOHHOTO o0ecriedeHnsl yIpaBJIeHU. 8
Tema 1.1. Coaep:xaHue yueOHOro MaTepuaJia
JIOKyMEHTBI U CIOCOObI JIOKyMEHTUpOBaHHE: OCHOBHBIE CIIOCOOBI, MaTepUaIbHbIE HOCUTENIN HH(OpMaIUK, Kiaccudukanus 12
JIOKYMEHTUPOBAHUS JIOKYMEHTOB TIO MPU3HAKAM. 2

Bunbr 1okyMeHTOB.
Brusinne Hay4yHO-TEXHUUYECKOTO MPOrpecca Ha TIOKYMEHT U JOKYMEHTHPOBaHUE.

Tema 1.2. Conep:xanue yueOHOro MaTepuaJia
Vuudukanys v cTanjap- | YHuuKanus U CTaHIapTH3alys JOKyMEHTAIHH.
Th3alusa NOKYMCHTOB. Cucrembl JOKyMEHTAMU, IPU3HAKU. MeKOTpacieBble CUCTEMBI IOKYMEHTALIUH. 2 12

Cucremsl nokymentanun | CoctaB yHH(DUIIMPOBAHHBIX CHCTEM JOKYMEHTAIMH: OPraHU3allHOHHO-PACIIOPSIIUTEIbHAS,  OTYET-
HO-CTaTUCTUYECKAasA, ICPBUYHASA, YICTHA.
['ocynapcTBeHHbIE CTaHIAPTHl HA YHUQHUIIMPOBAHHBIE CHCTEMBI JOKYMEHTALINH.

Tema 1.3. Coaepxanue yueOHOro MaTepuaa 4 1,2
PexBusuTel 1 O1aHKK 10- | PekBu3HT: GOpMyJIsp TOKYMEHTa, Tabellb GOpM JTOKYMEHTOB, TIOHSITHE, XapaKTEPUCTHKA.
KYMEHTOB [IpaBuna odopmiieHUs peKBU3UTOB OJaHKA U MX PACIOIOKEHUS Ha CTaHJapTHOM (opmare Oymaru. 2

[IpoekTupoBaHue 0JIaHKOB JOKYMEHTOB OpPTaHU3ALINH.
CocraB, odopMIeHHE, U3TOTOBJICHHE, XpaHEHUE OJTaHKOB OpraHU3allnu.
Cocra, odopmiieHHE PEKBU3UTOB OJ1aHKa

IIpakTnyeckas padora Ne 1 — 2: 2 2,3
CocraBnenue u opopMIIEHHE CITYKEOHBIX TTHCEM
Opranu3anus paboThl C JOKYMEHTaMHU B YUPEXKJICHUH

Paszpnen 2. Cucrema JOKYMEHTALIMOHHOIO o0ecneyeHHsl YIIPaBJIeHUsl, X ABTOMAaTH3alusl. 4

Tema 2.1. Coaeprxanue yueOHOro MaTepuaJa

HudopmannoHHbie TEX- OdopmiteHre TOKyMEHTOB ¢ OMOIIbI0 porpammbl Microsoft Word. PaGota ¢ a5eKTpOHHBIME JIOKY- 2
HOJIOTHH B J€JIONIPOU3- MeHTamu. Co3ianue cepuiiHbIX nuceM. Pacceuika roroBeix nuceMm. Ilpuknannas cpena - cucrema

BOJICTBE yrpaieHus 0azamu ganHbIx Microsoft Access. ba3ssl naHHBIX Ut XpaHeHus: HHPOpMAIK — KOHCT- 2

pyupoBaTh 0a3y JaHHBIX; BBOJUTH, PEIaKTUPOBATh, KOMMPOBATH M YAAJIATH 3anucu. Pabora ¢ 3ampoca-
mu. @opmupoBanue oT4eToB. [Tonck mokymeHToB. XpaHeHue u 00padboTka 60IbImNUX 00HEMOB JaH-
HBIX.




IIpakTuyeckasi pa6ora Ne 3 —4:
Pabora ¢ anexTponHoi noutoi, wWeb — rexuonorusimu u CIIC Koncynerant I[imoc.

2,3

CamocrosiTesqibHasi padora:
Perucrpanus mo4roBoro suKa Ha caure

Paznea 3. Knaccupuxanmn

S JOKYMCHTOB.

Tema 3.1.

Coaep:xaHue y4eOHOIro MaTepuaJia

OpraHu3aluoHHO-
pacropsiiuTeNbHast
JIOKYMEHTalUs

Opranu3zanvoHHbIE JOKYMEHTBI: MX HAa3HAUYC€HUE, XapaKTEPUCTHKA U COCTAB.

TpeboBanust k 0hOpPMIIEHUIO, MOPSIAOK YTBEPKACHHUS.

PacriopsimuTenbHBIC TOKYMEHTHI: MX Ha3HAYCHUE U COCTaB, TPEOOBAHUS K 0(OPMIICHUIO.
CrpaBouHO-UH(DOPMALIMOHHBIE JOKYMEHTBI: CIY>KEOHbIE MIChbMa, CIIPABKH, TIOKJIaIHbIEC 3aHCKH, 3as1B-
JICHUS, UX XapaKTePUCTUKA U COCTAaB.

Tunsl JOKYMEHTOB: MOJATUHHUK, KOTIHS, TyOIUKaT, BHITUCKA, UX Ha3HAYeHHEe, TpeOoBaHus K odopmiie-
HUIO.

1,2

IIpakTuyeckasi pa6ora Ne 5 — 8:
Cocrasiienre u ohopmIIeHUE OPTAaHU3AIMOHHO-PACTIOPSIUTEILHON U HHPOPMAIIMOHHO- CITPABOYHON
JOKYMCHTAIHH.

2,3

Tema 3.2.

JlokyMeHTBI 1o npodec-
CHOHAIILHOM JIESITCIIHLHO-
CTH

ConepxaHue y4eGHOro MaTepuaJjia

JloroBopHO-TIpaBOBasi JOKYMEHTAITHSI.

JIOKYMEHTBI 10 BHENTHEAKOHOMUYECKOW JIEITEIHLHOCTH.
Odepra (npeqynoxenne) - OTBET Ha odepTy (aKIemnT).
[TuceMma o epeBo3Ke, TOCTaBKE M CTPaXOBaHUE TPY30B.
[IpeTeH3MOHHO-UCKOBAsI TOKYMEHTAIIUS.

1,2

IpakTnyeckas padora Ne 9 - 12:

CocraBienue u opopmiieHHe HHPOPMALIMOHHO — CIIPAaBOYHOMN JTOKYMEHTAIUU
CocraBieHue 1 0popMIIEHHE JOTOBOPOB

CocraBieHue 1 opopmIIeHHE TPETEH3HOHHO — UCKOBOW PabOTHI

2,3

Pa3nen 4. Opranusanus paéoTsl ¢ JOKyMEHTaMMU.

10

Tema 4.1.
Opranuzanus
JOKYMEHT0000poTa

Conep:xanue yueOHOro MaTepuaJa

Cayx6a 10V B oprannzanusx: HazHau€HUE, 3a7a4, QYHKIUH, TUIIOBbIE CTPYKTYPHI, JOKHOCTHOM
COCTaB.

PernamenTarus pa6otsi ¢ JIOY.

JIOKyMEHTOOOOPOT: MOHATHE, OOIIUE MPUHLUIIBI OPTaHU3AIMH JJOKYMEHTO000POTA.

HopmatuBHBIE TOKYMEHTBI, periaMeHTUPYIOIINE OPraHU3alHI0 JOKYMEHTO000poTa.

1,2

Tema 4.2.

Conep:kanue y4eOHOTro MaTepuaa




Opranuzanust

Perucrparnus JOKyMEHTOB: MOHSTHE, LI€JTH, 33]]a4H, MECTO PETUCTPAIUH.

peructpanuu 10KyMeHTOB | CUCTeMBI U (OPMBI PETUCTPALIMH, UX JOCTOMHCTBA U HEAOCTATKH. 2
U KOHTPOJIb ucnofiHeHus: | Perucrpanuonnsie popmbl, 0COOCHHOCTH PETUCTPALIMH BXOAAIIUX, UCXOASIINX U BHYTPEHHUX JIOKY-
JIOKYMEHTOB MEHTOB. 1,2
CocTaB BBINIOJIHAEMBIX pabOT MpHU OTIPABKE JOKYMEHTOB.
KoHTpoIb HCTIONTHEeHUST JOKYMEHTOB.
JIOTKHOCTHBIE JIMIIA, OCYIIECTBISIONINE PErUCTPAIUIO M KOHTPOJIb HCIONHEHHUS, X (QYHKIUH, IpaBa.
Tema 4.3. Conep:xanue yueOHOro MaTepuaJia
Opranmnsanus CucremaTu3zanus JOKyMEHTOB U ux xpanenue. Homenknatypa nen. [IpumepHblie 1 TUTIOBbIE HOMEHK- 1
OIICPATUBHOTO XPAHCHUA | naryprr gent. OdopmiteHre HOMEHKIATYphI aei. TpeboBanust kK opopmiieHHO fei1. XpaHeHHE JOKyMEH- 12
NOKYMCHTOB TOB B CTPYKTYPHBIX MOJipa3iesieHusx. [loaroroBka faen K cjaye B BEAOMCTBEHHBIN apXHB.
IIpakTnyeckas padora Ne 13 - 16: 4
CocTaBJieHHe HOMEHKJIATYPBI JUISI OpraHU3aIiu.
CamocrosiTesibHas padora: 1
CocraButhb cxemy ciryx0b1 IOV B opranuzaiu
JAudpepeHunpoBaHHbIN 3a4ET 1
YueOHbIC 3aHATHUS 36
Yacel caMOCTOSATENIbHOM paboThI 2
Uroro 38

Jlisi  XapakTepUCTHKH YPOBHS OCBOEHHUS Y4YeOHOro Mmarepuaia MCIOJIb3YIOTCS CIeAyroIue 0003HAUYCHHMS:
1. o3HakoMuTENbHBIN (Y3HaBaHNUE PaHEE U3YUYEHHBIX 00BEKTOB, CBOWCTB);

2. PeNpONyKTUBHBIM (BBIMOJIHEHHE JEATEIBHOCTH IO 00pasiy, HWHCTPYKLIHMU WIN TOJ PYKOBOJCTBOM)
3. IPOYKTHBHBIH (TUTAHUPOBAHHME U CAMOCTOSITEIIHHOE BBHITIOJTHEHUE JIEATEIFHOCTH, PEIICHHE MTPOOJIEMHBIX 33/1a4)




3. YCJIOBUA PEAJIN3AIIAN YYEBHOM JUCIUILINHBI
3.1. TpeOoBaHMs K MUHUMAJBHOMY MATepHAJIbHO-TEXHHYECKOMY olecmeve-
HHIO
Oo0OopyaoBanmne y4eOHOro KaduHera:

— Pabouee mecTo npenogaBaTes.

—  MEcCTa 10 KOJIMYECTBY OOyUaIOIIUXCsl CTYAEHTOB.

— Jlocka.

TexHuueckue cpeacrsa oﬁyqe}mﬂ:

—  KOMITBIOTED,

3.2. UudopmannoHHoe odecnieyeHne o0yueHust

OcHOBHBIE HCTOYHUKH:

1. bacako M.U. JlokymeHTanmonHoe obecrieueHue ynpapieHus (JlemonponsBoi-
CTBO): yueOHUK (cpenHero npodeccuoHanbHOTO oOpazoBanus) — PoctoB H//I:
®denukc, 2015.

2. KupcanoBa M.B., AkcenoBa FO.M. Kypc nenonpownsBoacta. JlokyMeHTau-
OHHOE o0ecrieueHue yrpasienus - M., 2015.

3. ITmenko A.B. JlokymenTanuonHoe obecrneuenue ynpasinenus - M. UL «Axa-
nemusi», 2015.

5. bacakoB M.U. JlokyMeHTallMOHHOE OOecriedeHre ypaBiaeHus: (C OCHOBaAMH ap-

xuBoBeaeHus) (ns CITO u HITO).- M.:KHOPYC, 2016.

JlonoJIHUTeIbHbIE HCTOYHUKU:

1. Augpees B.. [lenonpousBogacteo - M. OOO «YnpaBiieHUE MEPCOHAIOMY,
2015.

2. Aiiman T.O. Jlemompou3sBojactBo: O6pasiel nokymentoB. — M, M3a. TIPUOP,
2015.

3. bacakoB M.U. 3ameinkoBa O.M. JlemonpousBoactBo. YaebHoe mocooue. Poc-

ToB-Ha-Jlony, ®Penukc, 2015.



4. HNemun IO.M. JlenompousBoactBo. [loaroroBka ciayxeOHbIX AOKYMEHTOB -
CIIO6 ITutep, 2016.

5. Mutpodanoa B. Odopmiienne kaapoBbix qokymeHToB. — CII6.: [Tutep, 2014.
6. Uykosenko A.lO., flukoBas B.®. IlpaBuna opopmienus aokymeHtoB. Kom-
mentapuit 'OCT P 6.30 — 2003 - M: «TK Benbu», uzza. «IIpocnext», 2014.

7. Poroxkxun M.1O. CripaBo4YHHK O JI€TOMPOU3BOJICTBY: cripaBOYHUK. — M.: FOc-
turmHpopmM, 2011.

NuTepHeT-pecypesbl:

www.consultant.ru CrnpaBounas rpaBoBast cucreMa «KoncynmbranT [Lmrocy.

www.delpo.narod.ru [Iemonpou3BoacTRBO.

www.kadrovik-praktik.ru Caiit mo kaapoBOMy J€IOMPOHU3BOICTBY.

11


http://www.consultant.ru/
�������%20���������%20���%202014%2038%2002%2006%20�������.doc
www.kadrovik-praktik.ru

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI

KoHnTponb u olieHKa pe3yabTaTOB OCBOSHUS Y4e€OHOW AUCUUIUIMHBI OCYIIECTBIIS-
€TCsl MPENoIaBaTeIeM B IPOLECCE MPOBEACHUS NMPAKTUUECKUX paboT, TeCTUPOBa-

HH:A, a4 TAKKC BBIIIOJIHCHHUA CTYACHTAMHW MHIAWBUAYAJIbHBIX BaﬂaHHﬁ.

Pe3yabTarnl 00yyeHus @®opMbI U OLIEHKA Pe3yJIbTATOB 00yUeHUs
(ocBOeHHBbIE YMEHMHSI, YCBOEHHbIE
3HAHNA)
Ymers:
AHaJII/ISI/IpOBaTI) 3aaa4y U OMMpCACIIATh 3TaIlbl Brimosnnenune IMPAKTUYCCKOI'O 3alaHus
pelieHus

CTpyKTypHpOBaTh Moiy4aeMyro HH(popMaIuio,

BrinonHeHnue npakTHYecKoro 3a1aHus
0(OpPMIISITh PE3yNbTaThl MOKCKA

OrnpenenaTs aKTyalIbHOCTh HOPMaTHUBHO-

o Brimmonnenue IPAKTUYICCKOI'o 3alaHHA
IIPpaBOBOU NOKYMCHTAIIUN

OdopMIsaTh TOKYMEHTHI TI0 TIpodeccroHalb-
HOM TeMaTHKe B COOTBETCTBUE C HOPMATUBHOU | BhInonHeHrne mpakTHUECKOTo 3aJaHus
6azoit JIOY

[TpumensTh cpeacTBa HHGOPMALIMOHHBIX TeX- | BhIOIHEHHE NPaKTHYECKOTO 3alaHus
HOJIOTH ISl peUIeHUsI PO eCCHOHATBHBIX
3a1a4

O(i)OpMJI?ITB ACHCIKHBIC U KAaCCOBBIC NOKYMCH- Brmmonnenue IMPAKTUYCCKOI'0 3alaHUs
Thbl, TOTOBUTH IUJId ICPEAAvUu B apXHB

OpraHu3oBHIBAThH JTOKYMEHTOOOOPOT BrinosiHeHUE MTPAKTUYECKOTO 3a/TaHUS
Pa36uparhCsi B HOMEHKIATYpE eI BrinosiHeHUE MTPAKTUYECKOTO 3a/TaHUS
OdopmnsaTe pe3yabTaThl IPOBEICHHBIX KOH- BrinosiHeHUE MTPAKTUYECKOTO 33/ TaHUS

TPOJIBHBIX MCpOHpI/IHTI/Iﬁ IMyTEM COCTaBJICHUA
AKTOB M CIIPAaBOK

3HaTh:

OcHOBHBIE UICTOUHUKH UH(DOPMAIIUH U pecyp-
CBI JUIs pellleHus 3a1a4 TectupoBanue.

Coneprkanue akTyallbHOW HOPMAaTHBHO-

. TecToBBIN KOHTPOJIB.
IIPaBOBOM JOKYMEHTALNH

OcHoBHbIe (OpMATHI ANEKTPOHHBIX TOKYMEH-
TOB, HCIIOJIB3YEMBIX B JJOKYMEHTAI[MIOHHOM [IpakTuyeckast paboTa, OLEHKA BHITOTHEHHUS.
o0ecreyeHn! yrpaBIeHHs

COBpCMeHHLIC CpCACTBA U NIPOTPaMMHOC

obecrnieueHre B MpodeccuoHaNbHOM e TeNb- [IpakTuueckas paboTa, OLlEHKA BBITIOTHEHUS.
HOCTHU
[TpaBuna cocraBneHus 1 0pOpMIICHHS NTpaB- OneHka NpakTHYECKOro 3aHATHUS.

JICHUYCCKHUX JOKYMCHTOB

Opranuzanys KOHTPOJISL, UCIIOJHEHUS TOKY-
[TpaBuna opranuzanuu J0KyMEeHTOO00pOTa U

CPOKH XpaHEHHs TOKyMEHTOB e
i P Y TectupoBanue.
[ToHsITHE MEPBUYHON OYXraJaTepCKOi T0KY- [TpoBepKa MPaKTHUECKUX PabOT, OLIEHKA Pe-
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MEHTALUU

3y/lbTaTOB

Buyrpennue OP/I, pernaMeHTUpYIOIIME TOPS-
JIOK COCTaBJICHUSI, XpAaHEHUS U TIepeiauy B ap-
XUB NEPBUYHBIX YYETHBIX IOKYMEHTOB

[IpoBepka mpakTH4ecKkux padoT, OlleHKa pe-
3y/lbTaTOB
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