EJIELIKU TOCYJAPCTBEHHbIN YHUBEPCUTET um. N.A. BYHUHA

HupexTop

«YTBEPXIAKO»
,p'aBa 1 SKOHOMHKH
/A. C.Kucapus /

PABOYASA ITPOTPAMMA JUCITUIIJIMHBI
b1.B./1B.01.02 lokyMeHTaJIbHOE 00ecIeuyeHne KOHTPOJIS ¥ YIYeTA B OPraHu3alnuu

CrnenuaabHocTh: 38.05.01 DOxoHoMmuueckass 0€30MaCHOCTD

Cneunaﬂmaunﬂ: SKOHOMHKO-HpaBOBOC o0OecrieyeHre YKOHOMHYECKON 0€30IMacHOCTH
Hanpasiennocts (mpo¢uib) DKOHOMUKO-TIPABOBOE 0OECIIEUeHHEe YKOHOMUYECKOM 0e3-

OIIaCHOCTH

KBanupukanus (creneHb): S3KOHOMHUCT

®opma 00y4eHHsI: OYHO-3a0YHAS

I/IHCTI/ITyTZ IIpaBa 1 3G KOHOMHUKHU

Kadenpa: Oyxrantepckoro y4yera u ayurta

ouHas ¢opma OYHO-3204YHAS 3a04Has
dpopma dopma
Kype - 4 -
CemecTp/Tpumectp - B -
Jlekuuu - 6 -
JlabopaTopHble 3aHATHS - 10 -

IIpakTHyeckue (ceMMHaApPCKHe) 3aHATHS

KoncyabTanumn

®opma(bl) MPOMEKYTOYHOMN aTTECTALNH

Ik3amen — 0,3

KoHuTtpoJsb 9
Hubie ¢popmbl padoThl - - -
CamocrositesbHas padora - 2247 -

Bcero yacoB: 252
TpynoemkocTb: 7

Pa3zpaboTunk(u) paboueii mporpamMmsi:

3a4YeTHBIX ¢INHHUIIL.

KaHouoam sKoHoMu4eckux Havk, oouenm Cmenanenxoea H. M.




|. OPTAHU3AIIMOHHO-METO/IMYECKUI PA3JEI

Heab u3ydyeHuss IMCUMILIMHBI: SBIsIETCS (OPMUPOBAHUE Yy O0YUaIOIIUXCSl CUCTE-
Mbl 0a30BBIX 3HAHUU B 00JACTH JOKYMEHTAIIMOHHOTO OOECIEYEHHS] KOHTPOJS U y4eTa B
OpraHu3allMd W TOJTOTOBKA UX K HCIOJB30BAHUIO B MPAKTUYECKON MPOQPeCcCHOHATIBHON
JEeSITETbHOCTH.

3amauu u3yveHus JUCHUILINHBI:

- IOHMMAaHUe CYIIHOCTH, 3aJ1ay U MPUHIIUIIOB JI€JIONPOU3BO/ICTBA;

- YCBOUTb OCHOBHBIE MOHSTHUSI TOKYMEHTAIIMOHHOT'O KOHTPOJISI U y4eTa B OpraHu3a-
ouu,

- U3YYUTh CUCTEMBbI JOKYMEHTAIIMOHHOTO OOECIICUEHHUs yIpaBiIeHuUs, Kiaccupuka-
IIUIO TOKYMEHTOB, TPEOOBAHUS K COCTABICHUIO U 0(OPMIICHUIO TOKYMEHTOB;

-03HAKOMUTKCS C OpraHu3aleil TOKyMeHTo000poTa: MpueMoM, 00pabOTKOM, peru-
CTpanuen, KOHTPOJIEM, XpPAHEHUEM JTJOKYMEHTOB, HOMEHKJIATYPOl J1elT

- CaMOCTOSITEJIbHO HAYYUTHCS padOTaTh C JIOKYMEHTaMHU, COACpKalUMU KOH(UICH-

UaIbHYI0 MHGOPMAIIMIO, B TOM YHUCJIE C JOKYMEHTAaMHU MO OyXTrajaTepCcKOMY YYeTy U OT-
YETHOCTH.

Mecto aucuuniaunsl B cTpykrype OIIOII: peannsyercs B pamkax BapUaTUBHOU
yactu 6;10ka b1. lucuumnuusl (Moaymn).

ILnanupyembie pe3yJbTaThl 00y4YeHUs MO JUCHUILINHE:

Kon IInanupyemsble pe3yJbTaThl 00y4e-
NHaukaTopsl 10CTHAKEHU KOMIIETeHIMU
KOMIIETEHLMU HMA 10 JUCHHUILINHE
IK-2 3HaTh: 3Haer:

- 0a30BBIC METOIUKH pacuéTa IKOHOMHUIEC-
CKHUX ITOKa3aTeliei;

— METOObI pacqua OKOHOMHYCCKHUX ITOKaA-
3aTene U X 000CHOBaHUE

- 6a30BbIe METOAMKHU pacdy€Ta IKOHO-
MHYECKHX ITOKa3aTeei.

YMmerh:

- 000CHOBBIBATh BBIOPAHHBIE METOIUKH
pacueTa 5KOHOMHUYECKHUX MOKa3aTeNei;

— HCTOJB30BaTh B pabOTe pa3InyHbIe
METOJIUKH aHaJIN3a XO03IHCTBEHHOMN es-
TEIbHOCTH;

— BbIOMpaTh HanboJiee ONTUMANIbHbBIE Me-
TOJMKH pacyeTa moKa3aTenen U3 psaaa aib-
TEPHATUBHBIX.

Ymeer:

- BBIOMpaTh Hanbosee onTUMasbHbIe
METOJIMKH pacueTa Ioka3aTesiel u3
psina aabTepHATUBHBIX.

Baanern:
- METOJJaMU pacueTa OCHOBHBIX SKOHOMU-
YEeCKHUX MOKa3aTelIeii;
— METOAWKAaMHM aHaJIN3a YKOHOMHYECKOH
JIESATETLHOCTH XO3SIMCTBYIONTUX CYOBEKTOB
— cnoco0amu BbIOOpa ONTUMAJIBHBIX Me-

Baaneer:
- HaBBIKAMH BBIOOpa ONTHUMAJIBHBIX
METOAMK pacyeTa rokasarenei
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TOJMK pacyeTa nokaszareaen

IIK -6

3HaTh:

- CYIIIHOCTH M BUJIbI XO3HCTBEHHOTO y4yeTa
KaK €IUHOW CUCTEMBI JAaHHBIX 00 HMYIIIe-
CTBEHHOM U (PMHAHCOBOM IOJIOXKEHUHU Op-
TaHW3aIUH;

- 3aKOHOJATEIhCTBO B HAJIOrOBOHM, OIOJI-
KETHOU, IKOHOMUYIECKOM chepax

U TIPAaKTUKY TPUMEHEHUS;

- CHCIUAIM3UPOBAHHBIC MPOTPAMMHBIC
MPOIYKTHI, HCIOJIb3yeMble B mpodeccuo-
HaJIbHOH JIeSTEIbHOCTH;

- METOJIbI BeJIeHUsI OyXTalnTepCcKoro, Hajo-
TOBOT'0, OFO/PKETHOTO YYETOB, OIPEICTICHIS
pEe3yNbTAaTOB XO3AHCTBEHHOU NEATEIHbHOCTH
3a OTYETHBIN NEPUOL;

- TpeboBaHUS K OyXraJTepcKOi, HaJIoro-
BOM, OIOKETHOH, CTaTHUCTHYECKOH OTYET-
HOCTU OpraHU3alluU, COCTaB, COJEp)KaHUE
(GhOpM U CPOKH TIPEACTABICHHS

3Haer:
- HOpPMATHBHBIC IIPAaBOBBIC AaKThl B
obmacTu OpraHu3aIiu

yIIPaBJICHYECKOH NI TSILHOCTH;
-OCHOBHBIC TIpaBUJIa XpaHCHUS U 3a-
IIUTHI CY>KeOHOH MH(pOpMaIIH,

- TIOHATHS, 1EJIH, 33]]a4d U TIPUHIIHIIBI
JIeTIOTIPOU3BOJICTBA;

- OCHOBHBIC TIOHSTHS JOKYMCHTAI[H-
OHHOTO O0ECTICUCHHSI YIIPABIICHUS;

- CHCTEMBl  JOKYMEHTAIHOHHOTO
o0ecrieyeHus: JOKYMEHTOB;

- KJaccuUKaIUIO JOKYMEHTOB;

- TpeOOBaHUS K COCTAaBICHUIO M
0 OPMIICHHUIO TOKYMEHTOB;

- OpraHu3aiui JI0KYMEHT0000pOoTa:
npueM, 00pabOTKy, pErHCTpaIuio,
KOHTPOJIb, XPaHEHUE JOKYMCHTOB,
HOMCHKJIATYPY JIEJ1.

Ymers:

- - OpPraHU30BBIBAaTh OyXTanTepCKuid, (u-
HAaHCOBBI, OINEpPAaTUBHBINA, YyIpaBIICHYE-
CKMM M CTaTUCTUYECKHE YYETBl XO35M-
CTBYIOIIIUX CYOBEKTOB;

- OTpa)kKaTh HapACTAIOIIMM UTOI'OM Ha cue-
TaXx OyXrajaTepcKoro ydera HMYIIECTBEH-
HOE U (PMHAHCOBOE IOJIOKEHUE OpraHu3a-
LU U BECTU YYETHBIE PETUCTPHI,

- ONpPEIETATh PE3yJIbTaThl XO3SIMCTBEHHOMN
JIEATEIBbHOCTH 32 OTYETHBIN NIEPUOL;

- COCTaBIATH (OpPMBI OyXrajaTepckoi,
HAJIOTOBOM, ONOIKCTHOH, CTaTUCTUYECKOM
OTYETHOCTH;

-yCTaHaBJIMBaTh WICHTUYHOCTH IIOKa3are-
Jeil OyxXrajaTepcKuxX OTYETOB

Ywmeer:

- MPUMEHATh  3aKOHOJIaTEJIbHBIC
HOPMATHBHBbIE IPAaBOBbIE aKThl B
YIPABJICHUYECKOU JIEATETbHOCTH;

- NOArOTaBINBAThH IIPOEKTHI
YIPaBICHYECKUX PEIICHUN;

- oOpabarbiBaTh  BXOAAIIME U
HCXOJISIINE JIOKYMEHTBHI,
CUCTEMAaTU3UpPOBATh HUX, COCTABISTH
HOMEHKJIATypy Jel U (PopMHUPOBATH
JIOKYMEHTHI B JI€7a;

- 0bOopMIIATh JTOKYMEHTAIMIO B COOT-
BEeTCTBUUM C HOpMAaTHBHON 0a30ii, B
T.4. HCHONB3yd HHGOPMAIIMOHHBIC
TEXHOJIOTHH;

- OCBaMBaTh TEXHOJIOTMH aBTOMATH3HU-
POBaHHOM 00paOOTKH TIOKYMEHTAIUH;
- HCIOJB30BaTh YHUDUIIMPOBAHHBIC
(hOpMBI TOKYMEHTOB;

- OCYIIECTBJISATh XpaHEHHE, KOHTPOJb
Y MOUCK JJOKYMEHTOB B 00JIACTH yueTa
1 OTYETHOCTH;

- HCIOJb30BaTh TEJIEKOMMYHUKAIU-
OHHBIE TEXHOJIOTHH B DJJICKTPOHHOM
JIOKYMEHTO00OpoTe.

Baagern:
- OCHOBHBIMH TOJIOKEHUSMHU CTaHIapTOB
BEJICHUS OyXTaJITepCKOTO y4deTa M OTYeT-
HOCTH;
- HaBbIKAMU BEJICHHS OYyXTaJTEpPCKOTO,
(MHAHCOBOTO, OINEPATUBHOIO, YIIPaBIICH-

Baaneer:
- Oyxraiatrepckod TEepMHHOJIOTHEH,
CBSI3aHHOM C KOHTpOJIEM y4yeTa W OT-
YETHOCTH,
-METOJIUKON 00pabOTKHM JaHHBIX OyX-
TaJITepCKOr0  yueTa, HEOOXOAUMBIX
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YECKOr0 M CTAaTUCTHYECKOTO y4eTa XO3si-
CTBYIOIIMX CYOBEKTOB;

- HaBBIKAMH COCTaBIIEHUSI OyXralTepckoiu
OTYETHOCTH W WCIOJIB30BAaHUS €€ JUIsl aHa-
au3a (UHAHCOBOTO COCTOSIHMSI OpraHu3a-
LY,

- METOJaMH OIPE/IeTICHUS HAJIOTOBOM 0a3bl
Y HaJIOTOBOM HArpy3KH;

- HaBBIKAMHU COCTABJICHHUS HAJOTOBBIX Je-
KJIapaIyii, 0OTYETOB IO CTPAXOBBIM B3HOCAM
BO BHEOWKeTHBIE (DOHBI U (HOPM CTaTH-
CTUYECKON OTYETHOCTH

JUTSL COCTABJICHHS OyXTanTepckoro Oa-
JaHCca;

—HaBBIKAMHU CAMOCTOSITEIILHOM pabOThI
C yueOHO-METOIUYECKOH W HaydyHO
JUTEPaTypoil B 00JACTH KOHTPOJISI U
ydeTa B OpraHu3anuu.

I1. COAEP’KAHUE U OB BEM JJUCHUIIJIMHBI
¢ YKa3aHUeM KOJIMYeCTBA YacOB, BbIICJICHHbIX HA KOHTAKTHYIO padoTy 00y4arommx-
csl ¢ mpernogaBarteJsieM (10 BUAaM y4eOHBIX 3aHATHI) U HA CAMOCTOSAITEJILHYIO padoTy

00y4arIuxcs

Ounast popma 00yueHHs He peaiu3yercs

OuHo-3204Has popma 00yueHHs

Ne
n/n

HaumeHnoBaHue pa3jiesioB
H TeM

Bcero

AyIMTOpHBIE 3aHATHS

Cam.

JIK

n3 Jb
pao.

Paszpen 1. OcHOBBI 10KY-
MEHTHPOBAHMSA  YyNpPaB-
JeH4YecKoil  JaesiTeJIbHO-
CTH

66

3

3 60

Tema 1. HopmartuHo-
mpaBoBasi 0a3a opraHusa-
MU JOKYMEHTAIMOHHOIO
o0ecrieueHurs yrnpaBIeHUs

34

Tema 2. CrocoOwl U mpa-
BUJIA CO3/1aHUA U OOpM-
JICHUS JIOKYMCHTOB

32

Pazpgen 2. Opranusanus
CUCTEMBbBI I[OKyMeHTaIII/l-
OHHOI0 oOecrmevyeHHs] H
KOHTPOJIA

102

Tema 3. OpranuzannoHHO-
pacrnopsiAuTeabHas u
CIIPaBOYHO-
nH(popMallMOHHAasT  JOKY-
MEHTaIMs

39

Tema 4. JloroBopHO- mpa-
BOBAsI JIOKYMEHTAIIHs

33

Tema 5. Kontpons ucno:i-
HEHHUsI OyXTrajaTepCcKux J10-
KYMEHTOB

30




Pasznea 3. Cucremaruisa- 12,7 - 3 69,7
nusi, XpaHeHHe M KOH-
TPOJIb TOKYMEHTOB OyX-
rajiTepcKoro y4era u ot-

YeTHOCTH

6 | Tema 3.1. Ilopsaok cucre- 37 - 2 35
MaTH3alldd HM  XPaHCHHS
JTIOKYMCHTOB

7. | Tema 3.2. Pabora ¢ KOH- 35,7 - 1 34,7

(bUIeHIMATEHON JOKYMEH-
THPOBAHHON HWHMOpPMAIIK-
ei

Koncynomayuu 2

DK3amen 0,3

Konmponw 9

Hmoeo 3a B mpumecmp 252 6 10 2247
HUTOrO: 252 6 10 2247

3aouyHas popma 00yueHHS He peanu3yercst

I1l. OHEHOYHBIE MATEPUAJIBI VISI TIPOBEJEHUSI
IMPOMEXYTOUYHOUATTECTAIIMN OBYYAIOIIUXCA 11O AUCHUITIVINHE

Tekymias aTrecTarysi IpOBOIUTCS B (hopMe KOHTPOIBHOM paboThI (B TpaAUIIMOHHOMN
uu TecToBoi hopme), pedepara.

TunoBoit BApMAHT KOHTPOJILHOM PadoOThI

B tpanunmonHoit ¢popme:
3ananue 1

[Ipu mpoBepke onepanuii Mo peanu3anuu NpoAyKiuu (padot, yciayr) OO0 mebenb-
Has ¢abpuka «lOxHas» peBU30p YCTAaHOBWI CIIEAYIOLIME JaHHbIE. YYacTBYys B peruo-
HaJIBHOUM TOPTrOBO-TIpoMbITUIeHHON BbicTaBke OO0 «MebenbHas ¢abpuka «HOxHas» B
Ka4eCcTBE IKCIIOHATA BHICTABUIIO KOMIUIEKT Mebenn ctoumMocThio 56000 py6. 1o 1meHe pea-
mu3anuu U paxtudeckor cedbecroumocthio 38000 pyO. JlocTtaBka Mebenu Ha BBICTaBKY
oopMiieHa TOBApPHO-TPAHCHIOPTHOM HakiagHou. OTBeTcTBeHHBIM 3a creHy OO0 Me-
oenpHast padpuka «HOKHas» Ha BBICTABKE M IKCIO3UITMIO MeHEeHkep 1o mpojaaxam OO0
C.H. Tomnones, nmoAanucaBIInii TOBAPHO-TPAHCIIOPTHYIO HAKJIATHYIO O MPUEMKE MeOenu.
UYepes mecs1 ociie OKOHYaHUs BBICTABKH (3aKPBITHSI 3KCO3uUU (padpuku) Meberns Oblia
CIHCaHa 10 aKTy MPOU3BOJILHOM (hOPMBI KOMUCCHEN B COCTaBe HadaJbHUKA I1€Xa KOPITyC-
Hoil mebenu Mcromuna T.U., koutponepa OTK [ly6una C.B., sxoHomucta CemeHOBOM
T.I'., menemxkepa no npoaaxkam TomosieBa C.H. ¢ popMynHpoOBKOii: «KaK MPHUILIEIUTYIO B
HETOJAHOCTh CIHCATh B PACcXOJbl HA peKiIaMy». AKT YTBEpkKAeH AUPEKTOpoM. CTOUMOCTH
MeOenu oTHeceHa Ha cueT 44 «Pacxosbl Ha poaxy». OO0beM peasn3alnu

20 npoxykuuu 3a oTueTHBIN roj coctaBuia 2100000 py6.



TpeOyetcsi: onpenenuTsb, TpeOOBAHUS KAaKUX HOPMATHUBHO-3aKOHOJATEIBHBIX aKTOB
HE BBITMIOJIHEHBI; CHOPMYJIUPOBATH TEKCT 3aIIMCH JIJISI BHECEHUS B aKT PeBU3UM U [ J1aBHYIO
KHUTY.

3aganue 2

[Ipu mpoBepke orepanuii Mo y4eTy pacueToB C MOJOTYETHBIMHU JHUIIAMH PEBU30D
YCTAaHOBUJI CIICIyIOIINUE JaHHBIC. [0 MPUHATOMY U YTBEP)KJICHHOMY aBaHCOBOMY OTYETY
NO 6 ot 19 sHBaps Tekyiiero rojga 300TexHuka MakcumoBa M.B. U mpuIoKeHHBIM K
aBaHCOBOMY OTYETY JOKyYMEHTaM yCTaHOBIICHO, UTO B 3aTpaThl opranu3anuu (/[edeT cuera
26 «O0MIEexX03MCTBEHHBIC PACXOIbI») BKIFOUCHBI CICTYIONTUE PAcXObl, pyo.:

- ctrouMocTs npoesaa 4200;

- cyTo4HbIe 3a 5 nHeil komaHaupoBku 1000 (xoTst AeiicTBOBaJia HOpMa OIUIAThI CY-
To4HBIX - 700 pyo.);

- cueT roctuHullbl «Husa» 3a Tpu nus 3580, B T.4.:

- crouMocTh Homepa — 2400;

- moJib3oBaHue TeneBuzopom — 300;

- TIOJIL30BAaHKE XOJIOAMILHUKOM — 150;

- moJib30BaHue cayHou — 150;

- croumocTth yeiyr ATC roctununb: — 180;

- pacxojiel 1o 6ponupoBanuio Homepa — 400.

Tpebyercs:

- BBISIBUTH HapYIICHUS B OTUIATe KOMAaHIUPOBOYHBIX PACXOIOB;

- chopMyIHpOBATH TEKCT 3aMKCH JIJII BHECCHHSI B aKT PEBU3HUH U [ TaBHYIO KHUTY;

- yKa3aTh TpeOOBaHMS, KaKUX HOPMATHBHO-3aKOHOIATEIHHBIX aKTOB HE BBITOJHE-
HEL.

B tecToBoii ¢popme:

1. T'apanTuiiHOE MUCHMO — 3TO:

A) TOKYMEHT, COOOIIAIONTUi O MPUOIMKEHNUN, YCKOPEHUH, UCTEYECHUHU CPOKA UCTIOTHEHUS
Kakoro-in0do nercTeus

B) nokymMmeHT, coepxauiuii MpuriialieHue Ha MEponpUusiTue

C) 1OKyMEHT, B KOTOPOM rapaHTHUPYETCs OTIaTa BBITIOJIHEHHON paOOThl WU MPEIOCTaB-
JIeHUE 4ero-1ubo (paboThl, MOMEIIEHUS U T.J1.)

D) noxyMeHT, MOATBEP AN NOJTy4eHUE IEHHOCTEH

2. Jlata toKymMeHTa — 3TO:

A) naTta ero MoaNuCaHus, IPUHATHS

B) nata ero cocraBneHus

C) nara ero moanucaHus, MPUHITHUS, YTBEPKACHUS, COCTABIICHUSI, 1aTa COOBITHUS

D) nara coObITHs

3. JIoKyMeHT, 3aKpeIUIAIONMN JOJDKHOCTHOM M YMCJIEHHBIN COCTaB MPEANPUATHUSA C yKa3a-
HueM (hoHaa 3apaboTHOM TUIATH — ATO:

A) TOJKHOCTHASI MHCTPYKIHUS

B) ycras

C) nonoxxeHue

D) mrraTHOE pacniucanue



4. EI'C] — aTo:

A) COBOKYMHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (HOPMYJIISIPOM IOKYMEH-
Ta.

B) koMILJIeKC OCHOBHBIX MOJIOKEHUH, ONPEACIISIONINX U PETJIaMEHTUPYIOIUX OpraHu3a-
[IUIO TOKYMEHTAI[MOHHBIX MPOIECCOB Ha MPEIPUSITHH.

C) COBOKYIHOCTh IOKYMEHTOB, MPUMEHSIEMBIX B OIIPEIEICHHOMN cepe NeaTeTbHOCTH.
D) nesTenbHOCTD amnmapara yrpaBJIeHUs, 0XBAThIBAIOIIAsI BOIIPOCHI TJOKYMEHTUPOBAHUS U
OpraHu3aluu padoThl C TOKYMEHTaMHU.

5. UTO OTHOCUTCA K IPU3HAKAM TOKYMEHTA!

A) QyHKIMOHATBHOCTH HHPOPMAIIHH;

B) ToxxnecTBeHHOCTHh camoMy cebe;

C) 3aKOHHOCTB;

D) 3aBepiiieHHOCTh COOOIIECHMUS.

6. Eciu Bam HeoOxonuMo JaTh onucaHue peKkiiaMupyeMbIX yeiyr, Bel coctaBuTe

A) IOTOBOPHOE TUCHEMO

B) peknamuoe nucbmo

C) conpoBoAUTETBHOE MUCHMO

D) nuceMo-npuriaiieHue

7. Ecniu BaM He00X0IMMO COCTaBUTh TUCHMO, COITPOBOK/IAIOIIEE JOTOBOP, TO OHO OyJIeT
HOCHUTH Ha3zBaHUE (110 COJICPIKAHUIO)

A) IUCHMO-TIOJITBEPKICHUE

B) noroopnoe

C) conpoBoaUTEIHLHOE

D) nucpmo-yBenoMIIeHHE

8. Unaekc nokyMeHTa — 3TO

A) IOpAIKOBBIA HOMEP PErHCTpaluU

B) nnaekc cTpyKTypHOTO OApa3aeIeHUs

C) undporoe, OykBeHHOE WM KOMOMHUPOBAaHHOE 0003HAYCHUE JOKYMEHTA, YKa3bIBal0-
1€ MECTO €r0 COCTABIICHUS U XPAHEHUS

D) HoMep nena no HOMEHKJIAType el

9. KoMmriekc B3aMMOYBSI3aHHBIX JIOKYMEHTOB, PETJIAMEHTUPYIOIIUX CTPYKTYPY, 3a/1a4H,
GYHKIIUY TIPEANPUATHS, OPTAaHU3AINIO €ro PaboThI; MpaBa, 005I3aHHOCTH U OTBETCTBEH-
HOCTb PYKOBOJICTBA U CHEIUATUCTOB MPEANPUATHS — ITO

A) pacniopsAuTeIbHbIE JOKYMEHTHI

B) ycras

C) cipaBo4HO-MH(GOPMAIIIOHHBIE

D) opranu3zanoHHbIC TOKYMEHTBI

10. HazoBuTe JOKYMEHT, HE BXOSIIUN B TPYNIY PACIOPSIUTEIbHBIX JOKYMEHTOB

A) CTpyKTypa | IITaTHAasi YUCICHHOCTh

B) yka3anue

C) npukas

D) nocranoBnenue

11. JlokyMeHTaIMOHHOE 00ECTICUCHHE YIIPABICHUS — ITO:

A) mporiecc yCTaHOBJICHUS U PUMEHEHUS MPABUI C LIEJIbIO YIOPSIAOUEHUS IESITENbHOCTH
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B JIEJIONPOU3BOJICTBE.

B) nestenpHOCTH anmapara ynpaBlieHHs, OXBaThIBAIOIIAsh BOIPOCH! TOKYMEHTUPOBAHUS U
OpraHu3aluu padoThI C IOKYMEHTaAMHU.

C) COBOKYMHOCTh IOKYMEHTOB, MPUMEHSIEMBIX B ONIPE/ICTICHHOUN cepe NesTeTbHOCTH.
D) coBOKYMHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (HOPMYJIISIPOM IOKYMEH-
Ta.

12. Kakoit Oyxrajirepckoi mpoOBOJKON OTpa)KaeTcsi MOCTYIICHUE JCHEKHBIX CPEJICTB B
Kaccy u3 0aHKa ISl BBIILJIATHI 3apa00THOM TUIATHI:

a) -t 70 — K-t 51.

6) -t 70 — K-t 50.

B) -1 50 — K-1 51.

13. JlomyckaroTcs 1M B IPUXOAHBIX U PACXOIHBIX KaCCOBBIX IOKYMEHTAaX OTOBOPEHHBIE
JOJKHBIM 00pa3oM HCHPABIICHUS

a) Ja.

0) Her.

14. JlenexxHble cpencTBa Ui BBIIUIAThI 3apa0O0THOM MIaThl MOTYT XPaHUTHCS B Kacce B Te-
YECHUE:!

a) 41Hel.

0) SnHei.

B) 3IHEH.

15. Peructpom ananutryeckoro yuera o cuery 50 «Kaccay» sBusercs

a) OTYET Kaccupa

0) KaccoBasi KHUTa

B) >)KypHai — opJaep 1, BeqomocTs 1

16. C xeM HEOOXOAMMO 3aKITFOUYUTh JOTOBOP O MaTEPHUAIILHON OTBETCTBEHHOCTH 3a CO-
XPaHHOCTb JEHEKHBIX CPEJICTB B KACCE NMPHU HAIMYMH IITATHOTO Kaccupa

a) C reHepajabHbIM JUPEKTOPOM.

0) C rmaBHBIM OyXTaJlITEPOM.

B) C kaccupom.

17. Kakue nepBUYHBIEC JOKYMEHTHI CIIyKaT OCHOBAHHUEM I OTPaXKEHUs B YUETE Kacco-
BBIX OIEPaIIHi:

a) [InaréxHoe mopydeHue.

0) ABaHCOBBIN OTUET.

B) [IprxoaHbie U pacXxoAHbIE KACCOBBIE OpJEpA.

IIpumepHas TemaTuka pedeparon

[ToHsATHE KOHTPOJIS B YCIOBUSIX PHIHOYHBIX OTHOIIICHUH.
OCHOBHBIE CTaJIUA KOHTPOJIA.

Knaccuduxkanus ¢puHaHCOBOTO KOHTPOJISL.
MunucrepctBo ¢puHaHcoB PO u ero ¢pyHKIHN.
denepaabHOE Ka3HAYEHCTBO U €r0 QyHKIIUU

3ajauu NpOBEICHUS PEBU3UU.

Hamnpasnenus peBU3MOHHON IPOBEPKHU.
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8. IloaroroBka ¥ MiIaHUPOBAHUE MPOBEACHUS PEBU3UU.

9. OcHOBHbIE HOPMAaTUBHBIE JOKYMEHTHI, PETIAMEHTUPYIOLINE MOPSAOK MPOBEACHUS
PEBU3HH.

10.Busl peBu3Mid.

11.OcHOBHBIE METOABI KOHTPOJISL U PEBU3UH, UX IJIEMEHTHI 1 OCOOEHHOCTH

12.Crioco0bl 1 TeXHUYECKHE NMPUEMBI (PAKTUUECKOTO KOHTPOJIS, UX XapaKTEpPUCTUKA U
YCIIOBUS IPUMEHEHUS

13.Crioco6bl U TEXHUYECKHE MPUEMBI JOKYMEHTAIbHOTO KOHTPOJISL, UX XapaKTepPUCTH-
Ka U yCJIOBHS IPUMEHEHUS

14.Cuctema oprano koHTpoiis B Poccuiickoit denepanuu.

15.IIpaBoBbIE OCHOBBI OPTaHU3ALUOHHON CTPYKTYpPbl KOHTPOJIS

16.B3anMOCBS3b ¥ OTIUYHS BHEIIHETO U BHYTPEHHETO KOHTPOJISl, BHYyTPEHHETO yIpaB-
JIEHYECKOTO KOHTPOJISI U PEBU3UU.

17.HopmaTHBHO-IIPaBOBOE PETYJIUPOBAHNE PEBU3UOHHOM 1€ATEIBHOCTH.

18.00s13aHHOCTH, MpaBa U OTBETCTBEHHOCTb PEBU30POB M JIUL], CIYXKEOHAsl NEesATENb-
HOCTb KOTOPBIX IIPOBEPSETCS.

19.®opmbl B3auMOAENUCTBUS KOHTPOJIbHO-PEBU3HMOHHBIX OPraHOB C OpraHaMu IMPOKY-
paTypbl, BHyTPEHHUX €I U CITy>KO00i 6€30IacHOCTH.

20.Knaccudukanus METO0B ¥ MPUEMOB KOHTPOJIS.

21.MeTopl U IPUEMBI TOKYMEHTAJIbHOTO KOHTPOJISL.

22.MeTob1 ¥ TIpUEMBI (PAKTUIECKOTO KOHTPOJIA.

23.I1poBepka opranu3ani GUHAHCOBO-OYXTanTepCKOM CITy>KOBI MIPEANPHUATHS, YPOBHS
aBTOMATHU3ALMH YYETHBIX paloT.

24 KoHTpOoJb COOJIIOICHUSI HOPMATUBHBIX aKTOB, PErIaMEHTHUPYIONINX OpTraHU3aIUI0 U
METO/0JIOTHIO OyXTanTepCcKoro y4yéra.

25.1TpoBepka MTOKyMEHTOOOOPOTa, CBOEBPEMEHHOCTH COCTABJICHHUS M TIPEICTABICHUS
HNEPBUYHBIX JOKYMEHTOB B OyXTaJITEpHIO, KaueCTBa NEPBUYHON JTOKYMEHTALIUU.

[IpomexxyTouHas arrecTalys 00yJarouuxcsi OCyIIecTBIsIeTcs: B opMe dK3aMeHa ¢
UCIIOJIb30BaHUEM CIIEAYIOIIMX OIIEHOYHBIX MAaTEPUAIOB: MEPEUYECHb BOIIPOCOB K HK3AMEHY.

Bonpocsl k 3k3aMeny
(B TpumecTtp)

1. XapakrepucTuka COBpEMEHHOM HOPMAaTUBHO-METOANYECKass 0a3bl OpraHU3aluu pa-
OOTBI C IOKYMEHTaMU B OpPTraHU3aI1H.

Hcnonb3oBaHue 37€KTPOHHBIX 0a3 JaHHBIX MeXIyHapoaHble CTAaHIAPThl B 001aCTH
yIpaBJIeHUs TOKyMEHTaluen

CoBpemennoe cocrosinue J1OY, HopmaTuBHO-TIpaBoBas 6a3a opranuzanuu JOY.
CocTtaB ynpaBiIeHYECKUX JOKYMEHTOB.

Opranu3aluoHHbIE JOKYMEHTHI.

YHudunupoBaHHas CUCTEMa OpraHU3aMOHHO-PACIIOPAIUTENILHON TOKYMEHTALUH.
YHudukanus u cTanapTU3alus yupaBJIeHYECKUX TOKYMEHTOB.

Opranuzarust paboThI C JOKYMEHTAIIHECH.

N
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9. Koutponp ucnoigHeHust OyXraJiTepcKux JOKYMEHTOB.

10.CucremaTu3zanus 10KyMEHTOB U UX XpaHeHue. Homenknatypa nedn.

11.IToHATHE «3IEKTPOHHBIA JOKYMEHT». O0IIKe NPUHLHUIIBI IOCTPOEHUS U CTPYKTypa
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

12.0¢opmieHne JOKyMEHTOB y4YeTa ¢ IOMOIIbI0 KOMIIBIOTEPHBIX TPOrpPaMM

13.Knaccudukanuss opraHu3alMOHHO-PACIOPSAIUTENBHON JTOKYMEHTALIMU: OpraHu3a-
[IUOHHBIE JOKYMEHTBI, PacHOpsAUTEIbHbIE, CIPaBOYHO-UH()OPMALIMOHHBIE, CITY-
KEOHBIE TUCHMA.

14.06ecnieueHne KOHTPOJST JOKYMEHTOB, MEpPEAaHHbIX B apxuB. [lopsmok BemeHuUs
AJIEKTPOHHOTO apXUBa 3JIEKTPOHHBIX JOKYMEHTOB.

15.Cucrtema ¥ TEXHOJOTHUS 3AIIUTHl JOKYMEHTHPOBAHHOW KOH(HUACHUIHAIHLHOW WH-
(dopManyu: 3aUUILIEHHBIA JOKYMEHTOO0O0POT; 00pab0TKa MOCTYNUBIINX U OTIPAB-
JSIEMBIX TOKYMEHTOB.

16.Yuér u xpaneHue Aei ¢ KOHPUAECHIUATbHBIMU TOKYMEHTaMH.

17.HopmaTHBHO-IIpaBOBbBIE aKThl, PErJIAMEHTUPYIOLINE PaboTy C JTOKYMEHTUPOBAHHON
KOH(DUICHIINATEHON HH(POPMAIIUEH.

18.Crioco0bl u TeXHUYECKHE MPUEMBI (PAKTUYECKOTO KOHTPOJIS, UX XapaKTEpUCTHKA U
yCIIOBUS IPUMEHEHUSI.

19. Cnoco6bl ¥ TEXHUYECKHUE MPUEMBI TOKYMEHTAJILHOTO KOHTPOJIS, UX XapaKTEepPUCTU-
Ka U YCJIOBHSI IPUMEHEHHUS.

20.MeTouKa OCyIIECTBICHUSI KOHTPOJIS U PEBU3UH KACCOBBIX OTEpaInii.

21.3ama4n ¥ MOCIEA0BATEIHHOCTH KOHTPOJIS PACUETHBIX OMEPAIIH.

22.3a1a4m ¥ MOCIEA0BATEIHHOCTh KOHTPOJIS KPEAUTHBIX ONEpaIlnii.

23.KOoHTpOJb 1 peBU3MS pacYETOB MO BO3MEIIIEHUIO MAaTEpUaIbHOTO yiepoa.

24.TTpoBepka COCTOSIHHSI U OPTaHM3AINH OyXTanTepCKOro ydeTa U JOCTOBEPHOCTH OT-
YETHOCTH OpTraHU3allnu.

25.ITpoBepka opraHu3aly U COCTOSIHUS BHYTPUXO3SIHCTBEHHOTO KOHTPOJISI B OpraHu-
3alusX.

26. [IpoBepka Hanuuusi W COOJIIONCHUS B OpraHU3aIMU IJIaHa JOKYMEHTO00O0poTa,
XpaHEHUs TOKYMEHTOB U YYETHBIX PETUCTP

IV.IIEPEYEHD JIUTEPATYPBI, HEOEXOJUMOM JJIsI OCBOEHUSI
JANCIUIIJINHBI

4.1. OcHoBHAsI JIUTEPATYypa

ApacnanoBa, B.A. JlokyMeHTaMOHHOE OOECIEYEHNUE YIpPaABIECHUS: Y4YEOHO-

pakTHUEeCKOe MocoOre B cxemax, Tabnuiax, oopasmax : [12+] / B.A. ApacnaHoBa. — 2-¢
u3a., gom. u nepepad. — Mocksa ; bepaun : Jlupekr-Meaua, 2020. — 266 c. : ui., Tabi. —
Pexum JIOCTyTIa: o MTOIIHCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=578394 (mara o6pamenus: 01.09.2020). —
bubnworp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Tekct : 3J1ek-

TPOHHBIM.
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4.2. lonoiHUTEIBHAS JTUTEPATypa

1. Tloronkas, H.I'. PeBu3ust u KoHTpoJib: ipakTukyM : [12+] / H.I'. [loToukas. — MuHCK :
PUITO, 2018. — 188 c. : T1abm. — Pexum pgoctyma: mo mnoamucke. — URL:

https://biblioclub.ru/index.php?page=book&id=487967 (mara ob6pamenus: 01.09.2020).
bubmmorp.: c. 176-180. — TeKCT : 2JIeKTPOHHBIM.

V.HIEPEYEHb PECYPCOB HH®OPMAIIMOHHO-
TEJEKOMMYHUKAIMOHHOU CETU «MHTEPHET», HEOBXOANMBIX
JJIA OCBOEHUA JTUCIHUIIJIMHBI

No
Ccblika Ha HaumeHnoBanune pa3pa6oTku B
nn " . JocrynHocrs
HHPOPMaMOHHBII pecypc 3J1eKTPOHHOI dopme
1. HNudoypok: oOpazoBaTeIbHBIN HH-

TepHEeT-IpoeKT Poccuu. Briouaer:
KOHCIEKTHI yPOKOB, IIPE3CHTALINH,
TECTHI, BUACOYPOKH U JPYTHE MaTe-
pHasl IO IpeaAMeTaM IIKOJIbHON

https://infourok.ru/ CBOOOIHBIN T0CTYIT

MIPOrPaMMBI.
http://edu.ru/ Poccuiickoe oopaszoBanue: dene-
pajbHbIi mopraJ. Bkialouaer CBOOOIHBINM TOCTYI

CCBUIKM Ha TOpTaJbIUCaUTHIOOpa3o-
BaTEIbHBIX YUPEXKIEHUH; Trocynap-
CTBCHHBIC 00pa3oBaTEIbHBIC CTaH-
IapThl; HOPMATHBHBIC JIOKYMCHTHI;
KaTaJor SKCKypCHH W 00ydJarommx
OpPOrpaMM.

VI.COBPEMEHHBIE ITPO®ECCHOHAJIBHBIE BA3bI IAHHBIX
N NTHOOPMAILINOHHBIECITPABOYHBIE CUCTEMbI

Perucrpanus uepes 1r060it
YHUBEPCUTETCKUI KOMIIb-
I0Tep.

DNeKTPOHHO-OUOIMOTEeUHAS .
B nanpneimeM npeno-

. cucrema (ObC
1. | http://www.biblioclub.ru ( ) CTaBJIIETCSI HEOTPaHUYEH-
YHuBepcurerckas OndiInoTeKa oH- . N
A HBIN MHIMBUIYaIbHBIH
JOCTYII U3 JIF00O0M TOUKH, B
KOTOPOW NMEETCs TOCTYTI
K cetd MHTEpHET
www.school.edu.ru Poccwuiickuit 06meoopazoBaTenbHBIN .
2. CBOGOIHBIN TOCTYIT
nopTai
www.garant.ru o -
3. HHdopMaimoHHO-TIPaBOBOM MOPTaT CBOOOIHBII AOCTYII

Poccuiickuit uH(popMaIOHHBIHN 1TOP-
4. | www.elibrary.ru TaJ B 00JIJACTH HAYKH, TEXHOJIOTHH, CBOOOTHBIN JOCTYII
MEJIULMHBI 1 00pa30BaHus

Poccuiickas KOMIIBKOTCPHAA CIIpaBO4-
HO-IIpaBOBasg CUCTEMaA

5. | www.consultant.ru CBOOOTHBIN JOCTYII

6. | http://www.nalog.ru/ denepanibHasE HATOTOBas CIyk)0a CBOOOIHBII JOCTYII
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VIl. JUOEH3UMOHHOE N1 CBOBO/HO PACITPOCTPAHAEMOE
INPOI'PAMMHOE OBECIIEYHEHHUE

HpI/I peain3annunu y‘IC6HOI>'I AUCTUILIMHBI IMIPUMCHACTCA CIICAYIOIICC JIMICH3NOHHOC
u CBO60,Z[HO paciIpoCTpaHACMOC IIPOTrPaMMHOC 06€CH€‘{eHI/Ie:
- Microsoft Windows;
- Microsoft Office;
- LibreOffice u ap.

ViIl. OBGOPYAOBAHUE U TEXHUYECKUE CPEJICTBA OBYUYEHMUAI,
HEOBXOJIUMBIE J1JIs1 OCYIECTBJIEHUSA OBPA30OBATEJIBHOI'O
MPOLECCA IO JUCHUIIJIMHE (MOYJIKO)

Y4eOHbIC 3aHATHS TTPOBOIATCS B ayTUTOPHUAX, YKOMIUIEKTOBAHHBIX CIICIIAATH3UPO-
BaHHOW MeOeIbIO, B TOM YHCJIC CTAIlMOHAPHBIMY WIIA MIEPEHOCHBIMHA TEXHUICCKUMHU CPEJI-
cTBaMU 00y4eHus (IPOEKTOP, IKPaH, KOMITbIOTEP/HOYTOYK).

CamocTosiTenbHass paboTa MPOBOIUTCS B KaOMHETAaX, OCHAIICHHBIX KOMITBIOTEPHOU
TEXHUKOW ¢ BO3MOKHOCTBIO MOJIKIIIOUCHUS K ceTu «HTepHeT» u o0ecneyeHneM 10cTyna
B DJIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEIbHYIO CpEy YHHBEPCUTETA.
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