AHHOTALUA
paboueii mporpamMmbl y4eOHON JUCIUTUIMHBI
OI1.04 «/lokymeHTAaLMOHHOE o0ecneyeHne ynpaBJieHusD

Pabouast mporpamma y4eOHON TUCIUIUIMHBI SBISICTCS YaCThIO MPOTPAMMBI MOATOTOBKHU
crienanucToB cpeaHero 3BeHa B coorBeTcTBUU ¢ PI'OC CIIO no cnenuanbHoctu 38.02.06
®unHaHcbl. Jucnuruinaa BXoauT B 001enpodeccnoHalbHbIN HUKIL.

Heab yuyeOHON TUCHUNIMHBI:

dbopMUpOBaHHE 3HAHUK O JAOKYMEHTAIIMOHHOM OOCCICYCHHH YIPABICHUS, CHUCTEMax
JOKYMEHTAIIMU M TEXHOJOTUSAX UX aBTOMAaTU3UPOBAHHON 00pabOTKH.

B pe3yabTare 0cBOCHUS IUCHUILIAHBI 00yYAIONIUIICSA 0/IKEH YMeTh:

Hcnonp3oBath MpoheCCUOHATBHYIO IOKYMEHTAIIUIO B IIPOIIECCE XO3SMCTBEHHOM JIEATEIIBHOCTH.
OdopMIsTh YIIPaBIEHYECKYIO JOKYMEHTAIIMIO B COOTBETCTBUH C HOPMATHUBHON 0a30ii.
[TpoBepsaTh HEOOXOAMMYIO JOKYMEHTAIUIO JJIs 3aKIFOUYEeHUS KOHTPAKTOB.
[TpuMmeHsTh IporpaMMHOE 0OecTieYeHUE MPU OCYIIECTBICHUH (PUHAHCOBOTO KOHTPOJIS.
OdopmnsaTe pe3yapTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPOTIPUATHM ITyTEM COCTABIICHUS aKTOB U
CITPaBOK.
Hcnons30BaTh HHGOPMAITMOHHBIE TEXHOJIOTHH.
OdopmisaTh IaTeKHbIE JOKYMEHTHI
B pe3yabTare 0cBOEHUS TUCHMILINHBI 00y4aIOIIMIACA J0JI2KEH 3HATh:

Cucrembl JOKyMEHTAIIMOHHOTO 00ECIIeYeHUs yIPaBIICHHUS.

TpebGoBaHUs K COCTABJICHHUIO U OPOPMIICHUIO IOKYMEHTOB.

OcobenHoctr 0OpMIICHHSI M COCTaBICHUS MPOGECCHOHATHHONW NTOKYMEHTAIlUU B Pa3TUYHBIX

cdepax X03giCTBEHHOH e TEIbHOCTH.

Oco0eHHOCTH COCTaBICHUS 3aKyMIOYHON JOKYMEHTAIMH.

NudopmaninoHHble TEXHOIOTUH B TPO(ECCHOHATEHON IS TEIBHOCTH.

OcoOeHHOCTH OpraHW3allid ¥ TPOBEACHUS KOHTPOJBHBIX MEpONPHUATUN  OpraHaMu,

OCYIIECTBISIONUMHI (PMHAHCOBBIN KOHTPOJIb.

Oco0eHHOCTH POBEACHHSI 3aKYIOK TOBAPOB, pabOT, YCIYT OTACIbHBIMHI BHIaMHU IOPHINYECKUX

T

HanmenoBanue pa3iesioB 1M CHUILIHHBI:
1. JloxymeHTHpOBaHHE YIPABIECHYECKON e TEbHOCTH.

2. Opranuzanus paboTHI C TOKYMEHTaMHU.



KoauuecTBo 4yacoB, 0TBOAMMO€ HA 0OCBOCHHMEC NHUCHUIIJIMHBI:

Oo0beM B

Buna yueOHoii padoThl yacax
O0Bem 00pa3oBaTeJbHOM MPOrPaMMBbI Y4eOHOM THCHUATIIUHbBI 46
O0bem padoThl 00y4aOIIMXCH BO B3aMMO/IelCTBUY ¢ MpenojaBaTesiemM 8

B TOM YHCIIE:

TEeOopeTu4ecKoe o0ydyeHue 2
NPAaKTUYECKHUE 3aHATHS 6
caMOCTOsTeNIbHAas paboTa 38

IIpomesxkyTouHnas arrectauus B ¢popme Ju(pepeHIMpPOBAHHOIO 3a4eTa




