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PaBouas nporpaMma AMCUMIUIMHBLI pa3paboTaHa Ha OCHOBe (eaepanbHoro
rocyJapcTBEHHOro  00pa3oBaTeLHONO CTAHIApTa CPEJHEro Npo(eCCHOHAILHOIO
obpazosanus (natee — ®IOC CIIO) no cneunansHoct 38.02.03 OnepatnonHas
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PazpaboTuHk:

Casymknna Enena Onerossa, npenojasarens BKK
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1. Obmas xapakTepucTHKa padoueii nporpaMMbl AHCIMIIHHbL

1.1. MecTo MHCLMIUIMHEL B CTPYKTYPE OCHOBHOH odpasosaTen bHOI

MPOrpaMMbl

Hucnmmnna  «/JoKyMeHTalHOHHOEe obecrieyeHne YNpPapleHHs» SABIACTCA

o0g3aTeIRHON

obpa3oBaTelbHOH 1Po

38.02.03 OnepanioHHas JesTeIbHOCTh B JIOMMCTHKE.

HAacThHY

obuenpodeccHoHATBHOIO

[HK1a OCHOBHOMH

rpammel B cootercTeun ¢ ®IOC CT10 1o crneunajibHOCTH

1.2. llens 1 niaHUpyeMbie pe3yiibTaThl OCBOCHHA THCIHILIMHEL

B pamkax nporpamMmbl IHCIHTUTHHBL CTYJeHTAMH OCBAHBAIOTCH YMEHHA H
SHaHHA

Ko obumx 1
npodeccHoHaTBHBIX Ymenus 3nanud

KOMIICTEHIHH
OK 01 opopmisTh  OKyMEHTAIMK B | HOHATHE,  HEMH,  3a1ati H
OK 02 COOTBETCTEHH €  HOPMATHEHOH | IPHHIMITET JIENONPOHIBOACTEA,
OK 03 Oasoi, ] T.4. HCTONE3YA | OCHOBHBIC MOHATHH
OK 04 HHPOPMAITHOHHBIC TEXHOIOTHH] JOKYMEHTAIMOHHOTO 00CCTIEHEHHA
OK 05 YHH(PHIHPOBATE CHCTEMHBI | YOpaBIeHHA]
QK 09 OOKYMEHTALHH; CHCTEMEL JOKYMEHTALHOHHOTO
[K.1.1 OCYIICCTBIATL XpAHCHHE H TOMCK | 0DeCIEeueH s YIPaBICHIA,
IMK.1.3 KAACCHDHKALHIO JIOKYMEHTOB,

MOKYMEHTOB:

OCYIIECTRIATE ABTOMATHIALHIO
0DpabOTRH JAOKYMEHTOR,
HCTIONBL30BATE
TEIEKOMMYHHKAIHOHHBIE
TEXHOIOTHH B 3JICKTPOHHOM
JloKyMenToobopoTe

TpefoBanis K COCTABIEHHIO H
oopMIIEHHIO TOKYMEHTOB!
OprafM3alnio 10Ky MCHTO000pOTA:
npreM. 00paboTKa, perucTpalus,
KOHTPOITh, XpaeHHe JA0KYMEHTOB,
HOMEHKJIATYPa jlel




2. CTpyKTypa H coiepiKante THCHHILTHHbI

2 1. O6beM AHCIMILTMHBL B BHB y4ebHoii paboThl

But yuefioii padoTsl (oneM B yacax

Ofnem 00pa30BaTebHOH TPOTPAMMBI IHCITHTLIHID] 40

OfBem paboTsl CTYIEHTOR BO B3AHMOIEHCTRIH C npenoaaBaTeneM . 2

B TOM HHCIIE:

TeopeTHyecKoe 0DyHeHHE 10
NPAKTHHECKHE 3aHATHA s
naboparopHbie paboTel -
KOHTPOIBHEE PAbOTEL -
Kypcosoil npoext (padoTa) -
camocTosTe/bHas paboTa 2
[TpoMeRy TOUHAsA aTTECTAlHA B opMe KOMIUIEKCHOTO JK3aMEHa 6
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3. Yenosus peaiusaliii JUCHHIUTHHEI

3.1. Jlns pealMsallid MPOrpaMMbl y4eOHOTo mnpeaMeTa JIOJKHEI OBITH
NpeIyCMOTPEHBI ClIeyIOlIHe CrelMalbHbIe TOMCIICHHA: yueOHas ayaAuTopus Ui
MpoBejieHus]  3aHATHH  BCEX  BHIOB, MPE1yCMOTPEHHBIX obpazoBaTeNbHOH
[IPOrpaMMOi, B TOM HMC/Ie IPYNNOBBIX 1 HHMBHILY AIBHBIX KOHCYJIbTallHil, a TalKe
Ui MpOBEIEHMS TEKYLIero KOHTPOJA, MPOMENKYTOMHOH M rocyaapcTBeHHOH
HTOroBOil arTecTaluy — kaburer [IpaBoBOro W IOKYMEHTAUHOHHOrO obecneueHus
rnpoeccHOHAIBHOH JeATeNIbHOCTH,

CrienHaiu3upoBaHas Medeb:

Cron yueHHyeckHit — 15 wr.

Crya yuenudeckuit — 30 .

Ctoxn npenojasaresns — | LIT.

Cryn npenojasatens — 1 wir.

Jlocka MarHuTHO-MapKepHas, MeJioBas — | 10T,
[TpoeximuonHbIH 2Kpad — 1 .

Texuuueckne cpe/icTBa 00y YeHM:

KomnbroTep npenojasarens - 1 wr.
MynsTumeauitapiit npoexTop — 1 mt.
Ay IHOKOTOHKH — 2 LT,

Jlaboparopua  HMudopmallHOHHBIX texHonoruit B npodeccHoHalBHOH
JIEATeNbHOCTH:

Crienualu3upoBatnas medelb

CToJ1 KOMIBIOTEPHEIH Ha 2 pabounx mecta — 13 1wT.

Cryn yuenuHeckuid — 26 .

Croxn npenojaearens — | mit.

Ctyn nperogasarens — I mr.

Jlocka MarHMTHO-MapKepHasi, Mesosas — | 1T.
[TpoekimoHHBIH 3KpaH — | .

TexHuueckue cpeicTsa 00y eHHs

Komnnsiotep npenogasatens — 1 ut.
KommproTep (110 KojuuecTry pabouux mect) — 25 HIT.
My nbTHMEIHAHBIH npoekTop — | WT.

[loMereHne s camoctosTenbHoii paborel — Kabuner C aMOCTOATe/IbHOH H
BOCIMTATE/IbHOI paboTh:
CrenmaiidposatHas Mebelb:

C'ToN1 KOMIIBIOTEPHEIH — 4 1IT.



Crynes — 10 mr.
TexHuueckue cpe/icTBa 00yyeHus:

Kommnbrorep — 4 1T,
M@V — 1 wr.

3.2. MadopmanionHoe obecniedeHre peaausalit porpaMmel

Jlis  peanusali¥  [IPOrPaMMBI pubIHoTeYHBIH  (OH  CTPYKTYPHOIO
MojpasaeneHust J0KeH HMeTh MeYaTHbIC H/UIN JIEKTPOHHBIC obpasosaTe/ibible 1
HHGBOPMALHOHHBIE PECYPChI A HCTONIB30BAHUS B obpazoBaTeabHOM MPOLECCE.

(OcCHOBHbBIE TIEYaTHBIE H JIEKTPOHHBIC H3/IaHHA!

1. Kopueen, M. K. JlokyMeHTalIHOHHOE 00ecHedenne yIpaBieHHs: yueOHHK H
NPAKTHKYM JUISE CpelHero NpodeccHoHanbHOro o0pasosaHms / U. K. Kopuees, A. B.
[lmenko, B. A. Mauypies. — 3-e u3jL., nepepad. u gon. — Mocksa: H3aare16cT80
IOpaiit, 2025. — 438 ¢. — (ITpodeccuonanbioe 0dpasoBaHKe). — ISBN 978-5-534-
16002-4. — TexcT: anexkrporHsiii // ObpasosarensHas miathopma Hopant [caiiT]. —
URL: https://urait.ru/beode/563193

2. lllysanosa, H. H. JlokyMeHTalMoHHoe obecriedenie ynpaBicHius: yueOHHK

st cpesiiero npodeccuonansHoro obpasosanns / H. H. [Ilysanosa. — 3-e U31.,
nepepab. u gon. — Mocksa: H3marenbcrso IOpaiit, 2025. — 234 ¢. —
(TTpodeccuonanbhoe obpazosanne). — ISBN 978-5-534-20349-3. — Tekct:
JieKTpoHHEi  //  OBpasosaTesnbHas —miat(opma [Opaiit [caiiT]. — URL:

https://urait.ru/bcode/561049

JlonoJHUTENBHBIC HCTOYHHKH!

1.«"OCT P 7.0.97-2025. Haumonansssiii cranaapt Poccuiickoii dejepauy.
Cuctema crangaptos no uHdopMaimH, OHONHOTEHHOMY H H3AATEILCKOMY JICTY.
Opranu3ailioOHHO-PACTIOPAAUTENbHAS IOKY MEHTAIIHSL. Tpebosauusa K OHOPMIICHHIO
nokymenTos» (yv18. [Ipukasom Poccrangapra ot 26.06.2025 N 622-cT).
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4. KOHTpOJIb M OlICHKa Pe3y/ILTaTOB OCBOCHHUS IUCLIHTITHIEI

PesyabTarsl 00YYEHHA

Kputepun OIEHKN

MeTo/IEl OIEHKH

[lepeuens JHAHHI,
OCBAHBACMBIX B paMKax
JIHCTIMITHHBL

[OHATHE, HenW, 3ama4un "
[IPHHIHIIEL TEI0IIPOR3BOICTRA,
OCHOBHBIC IHOHSATHA
JIOKYMEHTAIHOHHOTO
oOecredeHns YIPaBIeHH,
CHCTEMBI  JIOKYMEHTALIHOHHOTO
pbecniedeHns YIPABIEHHN,
KnaccudHEAIHK TOKYMEHTOB,
TpeDoBaHHA K COCTABICHHIO H
OhOPMISHHIO JOKYMEHTOB,

OpraHy3anno

JIOKYMEHTOO00POTE: [IPHEM,
obpaboTka, perHCTpaili,
KOHTpPOIE, XpaHeHHe

JIOKVMEHTOB, HOMEHEIATYpa
Jen

JIEMOHCTPHPYET 3HAHHE OCHOBHBIX
NOHATHEH, TPHMEHAEMBIN TIPH
oprasp3alii JokymenTootopora
Ha [IPeITPHATHH]

JIEMOHCTPHPYET IHAHME T1e1eil,
3a70a" H [IPHHIIAII0B
JETONMPOU3BOICTBE,
JIEMOHCTPHPYET 3HAHHE CHCTEMBI
JIOKYMEHTALMOHHOr0 o0ecliedyeHns
VIIpaBIeHHA,

JIEMOHCTPHPYET 3HAHHE
KaaccH(pUKAIIHH JAOKYMEHTOR,
TpeboBaH#il K COCTABNICHHIO H

0 OPMIICHHID IOKYMEHTOB:
JEMOHCTPHPYET 3HAHHE
oprauuzaiui I0KyMenToobopoTa;
npueM, 00paboTka, perucTpanis,
KOHTPOIIh, XPAHCHHE JIOKYMEHTOB,
HOMEHKIATYpa ae

Texyuuii KOHTPOJIb:
YeTHRIH onpoc.
TecTHpoBanme.
OueHKa pe3yabraTa
BBLITTOTHEHHS
NpaKTHYECKO# PaboThI.
[pomencyTouHas
arrectaimaA B hopme
IKIAMEHA.

[lepeueHs YMEHHH,
OCBaHBACMBIX B paMKEax
JIHCIIHILITHHBL:

odopMIATE  JTOKYMEHTAIHIO B
COOTBETCTBHH € HOPMATHBHOH
fazoii, B T.M. HCOOIb3YA
HHGOPMAIHOHHBIE TEXHOIOTHH;
yHIHIHPOBATE CHCTEMEL
JMOKVMEHTAIMA

OCYUICCTRIATE  XpaHeHHe H
HOHCK JOKYMEHTOR,
OCYHIECTRIATE ARTOMATH3IAITHIO
0OpaboTKH JOKYMEHTOR!
HCIIOIB30BATh
TeNeKOMMYHHKAIIHOHHBIE
TEXHOMOTHH B IEKTPOHHOM
JokyMenToobopote

JNEMOHCTPHPYET YMEHHE
OhOPMIATE JOKYMEHTALHIO B
COOTBETCTBHH ¢ HOPMATHBEHOR
fazoil. B T.4. HCIOAB3Y
HA(GOPMALHOHHEIE TEXHOIOTHH,

AEMOHCTPHPYET YMEHHE
YHUPHIHPOBATEL CHCTEMBI
JOKYMEHTAIHH,

JEMOHCTPHPYET YMEHHE
OCYIIECTRIATE XPAHCHHE H TIOHCK
JIOKYMEHTOR,

IeMOHCTPHPYET YMEHHE
OCYIIECTRIIATE ABTOMATHIAIHIO
00pabOTKH JIOKYMEHTOB!

JEMOHCTPUPYET YMEHHE
HCTOTE30BATE

TEIEKOMMY HHKAIHOHHEIS
TEXHOJIOIHA B JIEKTPOHHOM
JIOKYMEHTO0DOpoTe

Texyunii KOHTPOITh:
OneHka pezyiLTara
BRINOIHCH S
npakTHseckoil paboTsl.
[IpomexyTounas
aTrectauus B hopme
IK3AMEHA,




