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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM [IPOI'PAMMBI YUEBHOI
JAACIIMITJINHBI
1.1.  MecTo aucuMNIMHBI B CTPYKTYpe OCHOBHO# 06pa30BaTeIbHOI
NpOrpamMmal

YuebHass aucuMmiMHa  «JIOKyMEHTalMOHHOe — ofecrieueHHe  YNpaBieHHS»  ABiseTc
00513aTeNLHOMN YaCThIO O6IIENPOECCHOHANBHONO MKIA OCHOBHOM 0GpasoBaTebHOM TIporpaMMmsi B
coorBeTcTBUM ¢ PI'OC CIIO no cneumansHoctu. 38.02.03 OmepaloHHAs HESTEIHLHOCTD B
JIOTUCTHKE

Oco6oe 3Ha4eHHe IUCIUIUIHHA HMeeT IPH GOPMUPOBAHUH M Pa3BUTHH
K 1.1, TIK.1.3, OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heﬂb H IVIAHUPYEMBbIC PEe3yJbTAThl OCBOCHHUSA TUCHHIIIMHBI:

B paMKax nmporpaMmMaI y‘ICﬁHOﬁ AUCITUITIIMHBI 06y‘{a}OHII/IMI/ICSI OCBaMBaIOTCAd YMEHHUS
Y 3HAHUA

Kon IIK,
OK Ymenus 3Hanus
IK.1.1 0oopMIIATh JOKYMEHTALHIO B MOHATHE, LIeJIH, 3aJ1a4H U TIPHUHIIHIIE]
IK.1.3 COOTBETCTBUHU C HOPMATHUBHOM 0a30ii, B JEJIONPOU3BOJICTBA;
OK 01 T.4. UCIIOJIb3YSt HH)OPMAIMOHHEIE OCHOBHBI€E MTOHATHS JOKYMEHTALMOHHOTO
OK 02 TEXHOJIOTUK; obecrnieueHus ynpasieHus;
OK 03 YHU(PULUPOBATE CUCTEMBI | CHCTEMBI JOKYMEHTalIHOHHOTO
OK 04 JOKYMEHTALIUH; obecrieueHHs yIpaBIeHUs; KIaCCH(HKALHIO
OK 05 OCYILECTBJIATE  XPaHEHME | M IOHCK| JOKYMEHTOB;
OK 09 JIOKYMEHTOB; TpeGOBaHUS Kk COCTaBJICHHIO H
OCYHLIECTBJISATD aBTOMAaTH3ALHIO | OGOPMICHHUIO TOKYMEHTOB;
06paboTKH AOKYMEHTOB; OpraHM3alHIo JOKYMEHTO000pOTa: TpHeMm,
HCIIONb30BATh TEJICKOMMYHHKALMOHHbIE | 00paboTka, perucTpauus, KOHTPOIb,
TEXHOJIOTHH B JIEKTPOHHOM XpaHeHHe JOKYMEHTOB, HOMEHKJIaTypa A€
JIOKYMEHTOO00pOTE
2. CTPYKTYPA U COAEPXXAHUE YUEBHOH JUCIUILIUHBI
2.1. O0bem yueOHON AHCIHHILUIHHBI H BHABI YueGHOI padoThI
. O0bem B yacax
Bua yue6Hoii pagoTsi
(cemecTp 3)
O0nbem 00pa3oBaTeIbHOI IPOrpaMmMbl y4eOHOH JHCIHIIHHBI 32

BT. 4..

Jlexkuun, ypoxi

[~

14

TPaKTUYECKUE 3aHATUSA 18

Camocmosmenvnas paboma -

IIpomeskyTouHasi aTTecTanus aud.3auer
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3. YCJIOBHSA PEAJIM3AIIMA YYEBHOHU TN CIUIIIHHBI

3.1. TpeGoBaHHs K MaTepHA/IbHO-TEXHHYELKOMY 00ecnedeHH o

HauMeHOoBaHHe yueOHBIX IPEIMETOB,
KypCOB, TUCUHUIUIMH (MOAayNeH),
IIPAaKTUKH, HHbIX BUJIOB Y4yeOHOMN

NEATETBHOCTH, IPEYCMOTPEHHBIX
y4eOHBIM IJIaHOM 00pa3oBaTeIbHON
IpOorpamMMbl

Anpec (MecTononoxxeHue) y4eOHbIX KaOUHETOB,
00BEKTOB IS IPOBEACHHS IPAKTHYECKUX 3aHATHH,
00BeKTOB PU3UYECKOM KYIBTYPHI U CHIOPTA (C yKa3aHHEM
IUTIOLaqH U HOMEpa OMEIIEHHS B COOTBETCTBHH C
JOKYMEHTaMH OIOpO TEXHHYECKOW HHBEHTAPU3ALIHH)

Kabuner DKOHOMHUKH OpraHH3auuii U
JIOKYMEHTAIMOHHOT0 o0ecreyeHus
yIpaBieHUus IJs MPoBeIeHHS Y4eOHBIX
3aHATUH, IPYNIOBBIX U
HHIMBHYaIbHBIX KOHCYJIbTAIHIA,
TEKYI1ero KOHTPOJIA U MPOMEXYTOYHOH
artecranuu. OcHameH
CIeLHANU3UPOBaHHON MebeNblo,
KOHJIUI[HOHEPOM, IIEPCOHAIbHBIM
KOMITBIOTEPOM € BbIX0JI0M B MIHTEepHeT
U obecrnieueHHueM J10CTymna B
3JIEKTPOHHYIO HHPOPMALIHOHHO-
obpazoBarenbHyIO cpeny ¢unuana, Bed-
KamepoH, rpadbHyYecKiM IJaHILIETOM

353919, Kpacnonapckuii kpaii, r. HoBopoccuiick,
y1. Meicxakckoe mocce, aoM 75, ayautopus Ne
214, 35,2 xB.M, sTax 1, momemenue214

VueOHas noMeleHne i MpOBeICHUS
TPYNIOBBIX H HHIUBUIYATbHBIX
KOHCYJIbTAllUi, TEKYIIEr0 KOHTPOJIA,
CaMOCTOSTEIbHOM paboTHI.

OcHallleH crenruanTu3npoBaHHOM
MeOenbio, IepCOHATBHBIM
KOMITBIOTEPOM C BBIXOJI0M B MIHTEpHET
1 obecrieyeHueM JI0CTyna B
3JIEKTPOHHYIO HHGOPMALHOHHO-
o0pa3oBareNbHyIO cpeny $hunuana,
MYJIbTUMETHIHBIM IPOEKTOPOM U
9KpaHoM, BeO-KaMepoii, rpadHuecKuM
IUTAHLIIETOM,

353919, KpacHonapckuii kpai,

r. HoBopoccHiick,

yi1. MbIcxakckoe 1occe,

mom Ne 75, aymutopus Ne 413

35,8 kB.M., 3Tax 4, nomemenue 413

YuTanpHelil 3271 OMOIHOTEKH IS
CaMOCTOSATENBLHOM pabOTEI C BBIXOJIOM B
cetb HTEpHeT.

OcHaieH criequantu3upoOBaHHOM
MeOenbIo, KOHAUIIHOHEPOM,
NEPCOHANILHBIMH KOMITBIOTEPAMH C
BBIX0JIOM B IHTEpHET U 0obecneuyeHneM
JIOCTYMA B 3JIEKTPOHHYIO
HHPOPMaIHOHHO-00Pa30BaTEILHYIO
cpeny ¢unmnana, BeO-kamepoit,
rpadUYEeCKUM IIJIaHIIETOM

353919, KpacHonapckuii kpai,

r. HoBopoccuiick,

yn1. Mbicxakckoe mocce,

oM Ne 75, aynutopus Ne 414

35, 6 kB.M., 3Tax 4, nomemeHue 414

3.2. locTynHas cpeaa




B H® BI'TY um. B.I". IllyxoBa nipu ¢
KaTeropui MHBAIU/IOB H JIMI C OTPaHUYEHHBI
C HAPYLIEHUSMH 3peHuS;
C HapYIIEHHUAMH CITyXa;
C OrpaHMYE€HHEM JIBUTraTENIbHbIX (PYHKI

B obpasoBarensHOMH opraHu3anuy of
OrpaHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBA.

Hna nuy ¢ HapylwieHwem pa6oThl o
ay[MTOPHSX, PACIIONOXKEHHBIX Ha TIEPBOM 3T4

Jlis M1 ¢ HapYILIEHUEM 3pEHHMS, Cly
CPEACTBaMH.

B cetn «MHTEpHETY» ecTh Bepcus odu

3.3. Uudopmannonnoe oGecneyenue oGyqe
Jna peanusauuu nporpaMmel GUOGITHOTEUHBIH
3NE€KTPOHHBIE 00pa3oBaTebHbIe U HHPOPMAL
obpa3oBaren-HOM npoLecce

OcHOBHbIE HCTOYHHKH

1. I'posoBa, O. C. enomnpo
obpasosanus / O. C. I'pozoBa. — MoCKB?
obpazoBanue). — ISBN 978-5-534-08211-1

[caiit]. — URL.: https://urait.ru/bcode/472842.

2. JokyMeHTauuonHoe obecriey
: yuebnoe nocobue mis CITO / cocrapuresny |
Menwua, 2021. — 144 c. — ISBN 978-5-4488
0964-6. — TekcT : 3meKTPOHHBI // DNeKTPOH
PROFo6pa3osanue : [caiit]. — URL: https://

3. HoponuHa, JI. A. Jlokyme
CpPeIHero npogecCHOHANTLHOrO 06pa3oBaHuUS
FOpaiit, 2021. — 233 ¢. — (ITpodeccronans
ISBN 978-5-534-05783-6. — Tekcr : anektp
https://urait.ru/bcode/473802

4. Kopnees, U. K. okymen
CpeaHero InpogecCHOHANBHOrO 0Gpa3OBaHHs
nepepab. U gon. — Mocksa : HM3natenncTs

0371aHUU Ge36apbepHOii Cpelbl yUUTBIBAIOTCS OTPEGHOCTH CIEYIONINX
MH BO3MOKHOCTSIMH 3JJ0POBBS:

{(MH.

€CIICYCH 6CCHpCHHTCTBCHHLII71 AOCTyIl B 3JaHHUE€ UHBAJIMAAM H JIMLAM C

TIOPHO-/ABUTATE/IbHOIO anmnapara obecneyeH JOCTyn i O0y4YeHHs B

PKE, TAKXKC MMCETCS BO3MOXKXHOCTD IOCTYNA H K APYrUM Ay UTOPUSM.
’Xa HMEETCH ayauTopu4, obecrnieueHHas CTallMOHAPHBIMHA TEXHUYECKUMH

(LIMAIEHOrO CaiiTa yueOHOW OpraHM3alyuy A/1d c1aboBUAAILKX.

HH#A
dona obpasoBaTenbHOIM OpraHU3alLMK UMEET NEYATHBIE W/ HIH
MOHHBIC PECYPChI, PEKOMEHAYEMBIX 151 HCIIONb30BAHHUS B

M3BOJCTBO : yueOHOe mocobue Jyis CpeaHero MpogecCHOHATILHOTO
1 : Wsnarenscreo IOpaiit, 2021. — 126 c¢. — (IIpodeccuonansHoe
. — Teker : anektponnslii // ObpasopatennHas ruiatgopma IOpaiit

teHue ynpasieHua. CocTaBieHHe H 0QOPMIIEHHE AEOBBIX TOKYMEHTOB
=. U. bammaxosa. — Capartos, Mocksa : IIpodoGpazosanue, Aii ITu Ap
-1080-0, 978-5-4497-

IHBIH pecypc nndpooit o6pazoBatenbHoi cpeapl CITO
profspo.ru/books/103343

HTalMOHHOE OOecreueHUe ynpaBieHHs @ y4eOHHK M NpPaKTHKYM Ajis
1 / JI. A. Jloponuna, B. C. Hpurukosa. — Mocksa : Msparensctso
Hoe obpa3oBaHuE). —

OHHEIH // ObpasoBatenbHas wiatdopma FOpaiir [caiit]. — URL:

TalMOHHOE O0€CneueHNe YNpaBleHUs : YYeOHMK W TPAKTUKYM IJIs
1 / . K. Kopuees, A. B. IMwenko, B. A. Mamwmypuer. — 2-e u3f.,
0 FOpaitr, 2021. — 384 c. — (Ilpodeccuonansrnoe ob6pazoBaHue). —

ISBN 978-5-534-05022-6. — Texkct : anektponHsii // OGpasoBarensnas mnardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/472550
5. Kysnemos, M. H. HoxymeHTauuoHHoe obecrieyeHHe ynpasieHHs. JIOKYMeHTOOGOpPOT M

AEeJIONPOU3BOJICTBO : y4eOHHK U MPaKTHKYM
3-e w31, nepepab. u non. — Mockea : Uspat

(ITpodeccronansuoe obpazosanue). — ISBN
nnardopma IOpaiit [caiit]. — URL: https://ut

6. Kysnewosa, Y. B. JlokymeHT.
CIIO / M. B. Ky3Henoea, I'. A. XauatpsH. —
Menna, 2019. — 166 c. — ISBN 978-5-4486
ONeKTPOHHBIH pecypc LUU(POBOM

IIOHOJ'IHHTBJIBHLIE HCTOYHHKH

1.

Koncturynus Poccuiickoit @
2. I'paxxnanckuii xonexc Poccwi
3. Tpynopoii xomekc Poccuiic

JEHCTBYIOIIEH peaaKiLiiu)

JJIeKTPOHHBIE 00Pa30BaTe/bHbIE pecy]

Hcnone3yemble CTOPOHHKE 2JIEKTPOHHBIE
1.

obpa
PROFo6pasosanue : [caiit]. — URL: https:/]

IBC «HayuHag snexTpoHnas 6u6s

1 cpeinero npodeccHonanbHoro obpasosanus / Y. H. Kysnenos, —
ensctBo FOpalit, 2021, — 462 ¢, —

978-5-534-04604-5. — Tekct : anekTpoHHbIii / O6pazoBaTenbHas
rait.ru/bcode/470020

ALIMOHHOE obecrieueHre ynpasieHus : yueGHoe nocobue s

2-e uzn. — Caparos : IIpodoGpazosanue, Aii [Tu Dp

r0404-1, 978-5-4488-0216-4. — TeKcT : 31€KTPOHHBIH 1"
30BaTENILHON cpeasl  CITO
profspo.ru/books/80326

efepalLmu
ickoit Penepauuy, u. 1, 2, 3, 4 (B geiicTByrowmei pepakumn)
kol ®enepauun ot 30 nexabps 2001 r. N 197-®3 (TK P®D) (s

)ChI
6ubnuoreunsie cucrems (OBC):

moteka eLIBRARY » (http:/elibrary.ru/defaultx.asp)




3bC «M3natensctBa Jlanpy (http:

/e.lanbook.com/)

OBC «YHuBepcurerckas 6U6aHOT

3BC «IOPAUT» (http:/biblio-onl

eka online» (www.biblioclub.ru)
ine.ru)

OBC «Akanemus» (http:// www.academia-moscow.ru/elibrary/)

Sk

Hurepuer-pecypest

— Hayunas saekrponnas 6ubanor
POCCHICKHMX XYypHaNIOB (Ui GONBILIKMHCTBA C
Koruu (4 6onee 1000 xypHAJIOB B OTKPHITOM

CeoGonHblii KaTanor nepuomuku Gubauorek Poccun (http://ucpr.arbicon.ru/)

exa e-LIBRARY.RU (http://elibrary.ru). Conepxur ornasnenus 6500
TaTed MpUBeaeHbl pedepatsl), Wis 2050 U3 HUX €CTh MONHOTEKCTOBLIE
nocryne!). I'mybuna perpocnekuuu — ¢ 1995—1997 rr., HO 11 MHOTHX

KYPHAJIOB — TOJIBKO 3a TIOCTEHME HECKOJBKO JieT. Ha noprane Takke pasMmelleHBl JIEKTPOHHBIE BEpPCHH
MHOCTPaHHBIX XKypHaJIOB (3a mepuon 1995+2004 rr.), ucxonHo npuoGperenHsle PODU s Beex OpraHH3aLHnid,
TMOJIY4aBIIMX TPaHTHl (QOHIA; K GOnblUeH 4acTH BBITYCKOB JOCTYN OTKPHIT A0 CHX mop. BosmoxeH mowuck mo

TEMAaTHYECKOMY PyOpHKATOpPY, aBTOPCKOMY H
Jng nocryna k pecypcam e-LIBRAR?

4. KOHTPOJIb 1 OLIEHKA P
KoHTposp 1 oLieHKa pe3yIbTaToB o

IpoLECCE NPOBEACHUSA IPAKTHUECKUX U
BBITIOJTHEHUS O6y‘-IaIOIIII/IMHCH HHOAUBUNY

NPEeIMETHOMY yKa3aTeNsM.
Y.RU Tpebyercs peructpauus.

E3VJBbTATOB OCBOEHUSA IUCITUIIJIAHBI

CBOCHHUS TUCIMILIMHEI OCYILECTBIISIETCS IIPETIOaBATENIEM B
1a60paTOPHBIX 3aHATHIA, KOHTPOJBHBIX PaboT, a TAKkKe
IBHBIX 33JaHUH, IPOCKTOB, UCCIIEN0BAHMI

PesyabTaThl 00yuenns'

KpuTtepun onenxn Mertoan! oneHkn

Ilepeuennb 3Hanmii, o¢

BAHBAEMbIX B paMKaX THCIHHIIJIHHBI

3HAaTk: INOHATHE, LIEJIU, 3aJaUU U ACMOHCTPUPYET 3HAHUEC OCHOBHBIX
TIPHHUUIIBI ACJIONPOU3BOACTBA, MOHAT
OCHOBHBIC NOHATHA opra

AOKYMEHTaLMOHHOro  ofecreueHus | Ha mp
yrpaBJieHHs; JEMO
CHCTEMBI NOKYMCHTALHHOHHOI'O 3agad
obecneueHns ynpasieHus; IENO
KJ1acCH(UKALMIO TOKYMEHTOB; IIEMO
TpebOBaHUS K COCTABJIEHHIO | JIOKY
1 0(POPMIIEHUIO IOKYMEHTOB; ympa
OpraHM3alMIO JOKYMEHTOO0O0poTa: | memo
npueM, o6paboTka, perucTpauMs, | kiacc
KOHTpPOJIB, XpaHeHue Tpe6o
JOKYMEHTOB, HOMEHKJIaTypa A€l odop
ACMO
opraH

npuem, o6paboTka, perucTpanms,
KOHTPOJIb, XpPaHEHHE IOKYMEHTOB,
HOMEHKJIaTypa Jieji

UH, NIPUMEHAEMBIX TIPH
M3aLMH JOKyMeHToo60poTa
IIIPHATHHY;

CTPHUPYET 3HAHHE LieJIEH,

Y IPUHLIHNOB

POU3BOJICTRA,

CTPUPYET 3HAHUE CUCTEMBI YcrHblit onpoc.
€HTALMOHHOTO obecneueHus Tectuposanue.

JICHHA, KoHTponbHbIe paboTh.
CTPHPYCT 3HaHUE [IpoBepouHsbie paGoTHI.
(pHKaLHH OKYMEHTOB, OLeHKa BBITIOJTHEHUS
aHUH K COCTaBJICHHIO U MPaKTHYECKOr O 3aaHHS.
JIEHUIO I0KYMEHTOB;

CTpHUpYET 3HAHWE
3aUMM  JOKYMEHTOoOoOopoTa:




Ilepeuens ymennmit, o¢

'BAHBAECMBIX B paMKaXx JHCIHIJIHHDI

VMeTh:

odbopmiaTh JOKYMEHTALHUIO B
COOTBETCTBHM C HOPMaTUBHOH 6a3oi,
B T.Y. HCI0JIb3Yysl HHQOPMAIIMOHHbIE
TEXHOJIOTUH;
YHUDULIHPOBAT
JOKYMEHTALIUH;

CHCTEMBI

OCYWIECTBJIATE XPaHECHHUE U IMTOHUCK
JAOKYMEHTOB,

OCYLUCCTBIATD aBTOMAaTH3aLHUIO

06paboTKH TOKYMEHTOB;
UCIONb30BATH
TEJIEKOMMYHHKALHOHHbIE TEXHOJIOTHH
B 3JIEKTPOHHOM

JIOKyMeHTo060poTe

JAEMOHCTPHPYET YMEHHE
0hopMIATE AOKYMEHTALHUIO B
COOTBETCTBHH ¢ HOPMaTHBHOM
6azoif, B T.4. HCTIOJIB3YS
MH()OPMaLIHOHHbIE TEXHOJIOTHH;
JEMOHCTPUPYET YMEHHE
YHUGHULIUPOBATH CUCTEMBI
JOKYMEHTALHH;
JEeMOKCTpUpYET YMEHHE
OCYILECTBJIATL XPAHEHHE U TIOHCK
JIOKYMEHTOB;

JEMOHCTPHpYET YMEHHE
OCYLICCTBJIATh aBTOMATU3ALIUIO
00paloTKU TOKYMEHTOB;
JEMOHCTPUpYET YMEHHe
KCII0JIb30BaTh
TeJIEKOMMYHHUKALMOHHBIE
TEXHOUIOTUH B IEKTPOHHOM

JOKyMEHTO060poTe

OxkcnepTHOE HabIOACHHE U
OLICHUBAHHE BBIMTOJIHEHHS
UHIMBUYaJIbHBIX H
TPYNIOBBIX 3aJaHUHA.
OueHka pesynbrata
BBITIOJIHEHHS MPAKTHYECKUX
pabor.

Texyumuii konTpons B hopme
cobece0BaHUA, PEILCHUA
CHTYalLlMOHHBIX 3a/1a4.




YTBepxaeHne paGoueii mporpamMMel 6e3 n3mMeHeHni

PaGoyas nporpamma Ge3 u3MeHeHuit yTBepKaeHa Ha 202_/202_ y4eGHEIHA rof.

IIpotokom Ne 3ace/laHus Kadeaphl OT «__ » 202
3aBenyromuii kadeapoii:
Y4CHas ¢TCICHDb U MNOANMHUCH HWHHUIIHAJIBI, (paMIdJ'IPDI
3BaHUC
Hupextop dunuana:  k.¢d.4., o1, N.B.Yucrsakos
Y4eHas CTereHpk U 3BaHue noanuch HHULHAJBI, q)aMPIJ'IPI}I
(unu)

YTBepkaenue paboueii NporpaMmel ¢ H3MeHeHHSIMH, 10O THEHUAMH

PaGouas nporpamMma ¢ HU3MEHEHHSMH, JOTIONHEHUAMH YTBEpXKAeHa Ha 202 / 202
y4eOHBIH ro.

[IpoTokon Ne 3acellaHus KaQeaApsl OT € » 202 T

3aBenyrounii Kadheapoi:

YU€Hasa CTENEHL U TIIOAIMACH HHUIIHAJIBI, (I)aMI/I.]'II/I}I

3BaHUC
HupekTop ¢punuana:  K.¢.H., JOLI. N.B.Yucrskos
Yyd€HaA CTCIICHD U 3BAHMUEC MOANUCH HHULHAJbI, ('baMI/IJ'[I/DI

Ipameuanne: nynxm 5. Ymeepocoenue paboueti npozpammer (Ha kaxcowviii yuebHwlii 200)
8bINONIHAIOMCSL HA OMOCIbHBIX IUCHAX.




