JlokyMeHTAanMOHHOE o0ecneyeHue (PMHAHCOBO-X03511ICTBEHHOM 1eSITeJIbHOCTH

JlanHast yqyeOHass TUCIUIUIMHA Ha3bIiBaeTCsl «JlOKyMeHTalMoHHOE oOecreueHue
(HMHAHCOBO-XO3SIMICTBEHHOW JCSITEIIFHOCTHY, BKIIIOUCHA B PeecTp aBTOHOMHBIX TUAaK-
TAYECKUX KOMIIOHEHTOB Akagemuu BOI'Y u peanusyercs B pamkax OOIl Axanemun
BOI'Y 09.03.03 «IIpukinannas uH@oOpMaTHKay, HANPaBICHHOCTH: MPUKIAJHAS HH-
dbopmaTka B SKOHOMHUKE MO 3a04HOM (popme 00ydeHus, B T.4. C MCIOJIb30BAaHUEM
AIIEKTPOHHOTO 00YYEeHUS M AUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTUH.

B pesynbraTe OCBOEHUS NaHHOW AMCHUIUIMHBI OOYYalOIIUKCS JODKHBI OBJIa-
JI€Th 3HAHUSAMH, YMEHUSMU U HAaBbIKAMH B paMKaX (DOPMHUPOBAHUS CIEAYIOMINX KOM-
METCHIINM:

- CITIOCOOHOCTHIO HUCIOJIB30BaTh OCHOBBI MPABOBBIX 3HAHUH B Pa3IMYHBIX cepax
nesitenbHocTH (OK -4);

- CIMOCOOHOCTBIO JTOKYMEHTHUPOBAaTh MPOLECCHl CO3/aHUsI HH(OPMALMOHHBIX
CUCTEM Ha cTaausx sku3HeHHoro ukia (I1K - 4).

OOyuaromuiicsi, OCBOMBIINI JaHHYIO TUCLUIUIMHY, TOJKEH 3HATh:

- OCHOBBI KaJIpOBOIr'0, JOKYMEHTALIMOHHOT O, UH(POPMAIIMOHHOTO, TEXHUYECKOTO,
HOPMaTHUBHO-METOIMYECKOTO U MIPABOBOIO OOECIIEUEHUsI CUCTEMbI YIIPaBJICHUS MPEJ-
MPUSITHEM;

- 3aKOHOJIaTEJIbHYI0O M HOPMAaTUBHO-METOAMUYECKYIO0 0a3y MO OpraHu3aluu J10-
KYMEHTAIlMOHHOTO 0o0ecIieueHus JeATeIbHOCTH MPEANPUITHI U OpraHu3aIui;

- OCHOBHbIE TpeOOBaHUS K O(POPMIICHHIO YIPABIEHYECKUX (OpraHU3allMOHHO-
pacnopsIUTENbHBIX) JOKYMEHTOB;

- TpaBuJia COCTaBIICHUS U 0(OPMIICHUS PA3TMYHBIX BUJOB TOKYMEHTOB;

- TEXHOJIOTHIO BEACHUS JOKYMEHTOO0O0pOTa B OpraHu3aliy;

- KpUTEepUHU BbIOOpAa U 0OOOCHOBAHUSI YUYETHOM MOJIMTUKU OPraHU3alMU B LIEISAX
OyXTajnTepCcKOro y4yeTa U HaJIOro00JIOKEHUs ; MOPSAOK OpraHu3alii U BEACHUS yyeTa
Ha Pa3JIMYHbIX YYaCTKaX JESITEIIbHOCTH XO3SIMCTBYIOIINX CYObEKTOB;

- MpaBUJIa BEACHUS XO35SMCTBEHHOIO JIOKYMEHTOOOOpOTa B OpraHU3alMsIX pas-
HBIX ()OPM COOCTBEHHOCTH, OTPACJICBOM MPUHAIJICKHOCTH U (PYHKIIMOHAIBHOTO Ha-
3HAYCHUS,

- TIOPsIIOK (POPMUPOBAHUS PA3NTMUHBIX BHUJIOB OTYETHOCTH ((DUHAHCOBOM, HAJIO-
rOBOM M yNpaBJIEHYECKOW) U OpPraHu3aluy KOHTPOJIS 3a JOCTOBEPHOCTHIO MOKa3aTe-
Jeil OTYETHBIX (HOpPM;

- OCHOBBI KaJIpOBOT'0, JOKYMEHTAIHOHHOT0, NTH(POPMAIITMOHHOTO, TEXHUYECKOTO,
HOPMATHUBHO-METOIUYECKOTO U MPABOBOrO OOECHIEUEHHUsI CUCTEMbI YIIPaBJICHUS TIPEI-
TIPUATHEM;

- TEXHOJIOTHUIO BEJEHUS JOKYMEHTOO00POTa B OpraHU3aluy;

- IpaBUJIa 3aMOJTHEHUS IPOTPAMMHON JJOKYMEHTAIUU;

- CTaHAapThl B 00sacTU MH(GOPMALIMOHHBIX TEXHOJOTUH (1o pa3paboTke U Be-
JIEHUIO MPOTPAaMMHOM TOKYMEHTALINH );

- perylaMeHThbl ¥ MPOLEAYPhl BEACHHUS U OOHOBJICHUS TOKYMEHTALINH;



- TIpaBUJIa COCTABJICHHS TPAPUKOB MPOBEPOK MPOTPAMMHON M TEXHHUYECKOU J10-
KyMCHTAIIHH.

OOyuaromuiicsi, OCBOMBIIUI JaHHYIO TUCIUTUINHY, TOJDKEH YMETh:

- BECTH KaJpOBOE JEJONMPOU3BOJCTBO U OPraHMU30BaTh APXMBHOE XpaHEHHE
KaJpPOBBIX JOKYMEHTOB B COOTBETCTBHH C JEHCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMHU
aKTaMHu;

- COCTaBJISITh M TIPABHILHO OPOPMIISITh TOKYMEHTHI B 3aBUCUMOCTH OT Ha3Haye-
HUS, COACPKAHMS M BHJIA IOKYMEHTA,

- 0OpMIIATHh JOKYMEHTHI B COOTBETCTBHH C PEKOMEHIAIMSIMH TOCYIapCTBEH-
HBIX CTaHJIAPTOB;

- OpraHu30BaTh WH(HOPMAITMOHHO-CIIPABOYHYIO CHCTEMY IO JOKYMEHTaM Opra-
HU3AIINH,

- OPTaHMU30BaTh TEKYIIECE XPAHCHUE U YHUUITOKEHNE JOKYMEHTOB;

- MIOHUMATh, PUMCHATh M KPUTHYCCKH OICHUBATH JEHCTBYIOIINE MTOJOKCHUS,
CBSI3aHHBIC C PETUCTpAIUEH, OIEHKOW M YYETOM BCEX BHUIOB aKTHBOB, JIOJITOCPOYHBIX
U KPAaTKOCPOUYHBIX O0S3aTENIbCTB, PA3IMYHBIX KOMIIOHCHTOB KamuTaia, JITOXOJOB M
pPacxoJI0B OpraHU3alniA, onpeecHueM (PHMHAHCOBBIX PE3YIbTAaTOB UX JAEATEIHLHOCTH,

- COCTaBJIATh (PMHAHCOBYIO (B TOM YMCJI€ KOHCOJIUAUPOBAHHYIO M CBOJAHYIO) OT-
YETHOCTb OpraHu3allnii;

- KPUTUYECKU aHAIM3UPOBATh KaKUM 00pa30M OpraHU3allMOHHBIE aCMEKThI, PhI-
HOYHbIE (DAKTOPBI U PAJNl IPYTUX COIUATBHBIX, TEXHOJIOTUYECKUX, MMPABOBBIX, ITHYE-
CKHX, 9KOHOMHYECKUX, HOPMATUBHBIX U MOJUTUYECKUX (DaKTOPOB BIUSIOT HA BHIOOP U
MPUMEHEHUE METOJIOB X035HCTBEHHOTO JOKYMEHTOO00POTa;

- AaHAJTM3UPOBATH MPOOJIEMHBIC CUTYAIlMH W OTIPEACTIATH HAJIeKAIIYIO 0a3y AJis
OTICHOK B TIEJIsIX (DOpMyYTUpOBaHUS IPOOJIEM M HaXOXKICHUE PEIICHHIA,

- IPEJICTABIIATH MOJYYCHHBIC PE3YIbTAThI C UCIIOIh30BAHUEM HAaBBIKOB YCTHOTO
¥ TUCBMEHHOTO M3JIOKCHUS HH(HOPMAITHH

- OpraHu30BaTh WH(HOPMAIIMOHHO-CIIPABOYHYIO CHCTEMY IO JOKYMEHTaM Opra-
HU3AIINH;

- OPTraHMU30BaTh TEKYIEEC XPAHEHUE U YHUUTOKEHHE JOKYMEHTOB;

- TIPAaBUJILHO U CBOEBPEMEHHO OCYIIIECTBIIATH 3aMOJIHEHUE HEOOXOIUMOMN JOKY-
MEHTAaIlUU;

- pa3pabaTbiBaTh MPOTPAMMHYIO JIOKYMEHTAIIUIO B COOTBETCTBUHU CO CTaHAAp-
TaMu B 00J1acT HH()OPMAITMOHHBIX TEXHOJIOTHH;

- COTJIACOBBIBAThH PETJIAMEHTHI U TIPOLIETYPHl BEJACHUS M OOHOBJICHUS JTOKYMEH-
TaIuu;

- COCTaBJIATh M KOHTPOJHUPOBATh rpadMKH MPOBEPOK MPOTPAMMHON U TEXHHYEC-
CKOM JOKYMEHTAIINH, PETJIAMEHTOB, HHCTPYKIIH;

- 00OCHOBBIBaTh PEIICHHS 0 KOPPEKTHUPOBKE W BHECECHUIO M3MEHCHUU B HOP-
MaTHBHBIC SKCIUTyaTaIlMOHHBIC TJOKYMEHTHI, HHCTPYKIIUH U TEXHUYCCKYIO IOKYMEHTa-
ITHIO.

OOyuaromuiicsi, OCBOMBIINHN JaHHYIO TUCIUTLINHY, TOJDKEH BIACTh:

- METOZIaMU JIOKYMEHTUPOBAHUS JEATEILHOCTH MPEANPUITHI 1 OpTaHU3aIni;



- crioco0amMu MpUMeHeHUs] THPOPMALIMOHHBIX TEXHOJIOTHIl B I€TIOPOU3BOICTBE
¥ METOJaMH 3allUThl HH)OPMALINY;

- 3HaHUAMU OPOPMIICHHUSI JOKYMEHTOB B COOTBETCTBUU C PEKOMEHAIIUSIMU TO-
CyIapCTBEHHBIX CTaHAAPTOB;

- npaBwiIaMH OQOPMIIEHUS JOKYMEHTOB IPU HCHOJIb30BAaHUM TEXHUYECKUX
CPEICTB;

- IPaKTUYECKUMH HaBBIKAMHU BEJCHUS TOKyMEHTOO00pOTa Ha IPEIIPUITHH;

- METO/IAMHU U CIIOCOOaMU OpPraHU3alMU NTOATOTOBKH (PMHAHCOBOM, HAJIOTOBOW U
YIPaBICHYECKON U MHBIX BUJIOB OTYETHOCTH, HEOOXOAUMBIX JJISl yIOBIETBOPEHUS T10-
TpeOHOCTEN BHYTPEHHUX U BHEIIHUX €€ M0JIb30BaTelNeH;

- HaBBIKAMH aHaJIM3a MPOOJIEMHBIX CUTyalluid B 00JaCTH OPraHU3alMH YIETHBIX
IPOIECCOB M (POPMUPOBAHUS ATCKBATHOM MHPOPMAIIMOHHOW 0a3bl AJIA UX PELICHHUS,
onpeaereHus] METOJIOB U CIIOCOOOB MX pa3pelIeHUs;

- IpreMaMu pa3pabOTKU ONTUMAIBHOM ISl XO3AWCTBYIOIIETO CyObEKTa y4eT-
HOM MOJIMTUKH;

- METOJIAMH JTOKYMEHTUPOBAHHUS IESITENBHOCTH NPEANPUATUN U OPTaHU3ALINN;

- crmocodamMu MpUMEHEHHs] UH(OPMAIIMOHHBIX TEXHOJIOTHI B JEIOMPOU3BOACTBE
U METOJaMHM 3alluThl HH)OPMALINY;

- npaBwiaMH O(QOPMIICHUS JOKYMEHTOB IPU HCIOJb30BAHUU TEXHUYECKUX
CPEACTB;

- CpPEICTBAaMHU U METOAaMH pa3paOOTKU U BEACHUS IMPOrpaMMHOM JOKyMEHTa-
LI1H;

- MpaBWJIaMU COIJIACOBAHUS PErJIaMEHTOB U MPOLEAYp BeAeHUsT OOHOBJIECHHUS
JOKYMEHTAIUH.



