MUHHUCTEPCTBO HAYKH U BBICILIETO OBPA30OBAHMS POCCHHUCKOM OEJIEPALTUHA
DenepansHoe rocy1apCTBEHHOE aBTOHOMHOE 00pa3oBaTebHOE YUPEKIACHHE BbICUIETro 00pa3oBaHus
«HALIHOHAJIbHBIX MCCJIEJIOBATEJILCKHUA
TOMCKHH MOJIMTEXHUYECKUA YHUBEPCUTET»

KOPTMHCKHA TEXHOJIOTUYECKHA MHCTUTYT (OUIIUAIT)

YTBEPXJIAIO
HupextopAQTHU TITY

7 JI.A. Yunaxos
«_JdE »__0OF 2020 r.

PABOYAS ITPOI'PAMMA JIMCHUTIJIMHBI
INMPUEM 2019 r.
DOOPMA OBYYEHMSI 3aounasn

JOKYMEHTHUPOBAHME B XO3SIHCTBEHHOM JAESTEJBHOCTH

Hanpagnenune noaroroku | 38.03.01 Dxoromuka

OGpazosaresnbHas | JKOHOMHKA M YIIPABICHHE HA TIPEANPUATHH
nporpamMma

Creunannsauns | JKOHOMHKA W yIIpaBieHHe HAa MPEANPHATHH

Yposens o0pazoBaiua | Beiciuee oOpasopanue - HakanaBpuat

Kype 1 cemecTp [ 2
TpyroeMkocThb B KpeanuTax 2
(3aYeTHbIX €AUHULIAX)
Buael yuebnoit Bpemennoii pecype
JCATEIbHOCTH
Jlekuun 6
KonrakTHas (ayauTopHas) [IpakTHyeckue 3aHATHS 6
pabora, 4 ~ JlaboparopHble 3aHATHA -
Ayauropnas pabora (BCEI'O) 12
CamocrostenbHas pabora, 4 60
HUTOI'O, u 72
Bua npoMexyTOUHOIH 3a4eT ObecneyuBatonee IOTHU TITY
arrecTanHu noApasie/ieHue
Pykosoautens OOII N e Teannenxo E.B.
[Npenonasarens NeepC Jlommsosa M.A.

2020 r.



Lensmu  ocBoeHUs

1. Ilean ocBoeHMS AMCIUILINHBI

JUCLIUILINHEI

ABIIACTCSA

dbopMupoBaHre y  0O0y4arOmUXCs

onpeaenennoro OOIl (m. 5. O6mei#t xapakrepuctuku OOII) cocraBa KOMMIETCHIHN st
MOJIrOTOBKH K TPOPECCUOHATBHOMN I TEITLHOCTH.

CocraBasionye pe3yJIbTaTOB 0CBOCHH (IeCKPUNTOPHI KOMIIETEHIIHIA)
Kon
e HaunmenoBanue
KOMIIETeHLIMH Kon HaumeHnoBanue
CrnocobeH penats Brnaneer HaBbIKAMU COCTABIEHUS JOKYMEHTOB, HEOOXOJUMBIX
CTaHJapTHBIE 33a4U OIIK(Y)-1.B9 MPEANPHUATHIO AT BEJCHUs XO3SMCTBEHHON NEeATEIbHOCTH C
npodeccuoHanbHOM pUMeHeHHeM HH(OPMaIlMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTH
JeATeTbHOCTH Ha YMeeT cocTaBITh YIpaBIeHIECKNE JOKYMEHTHI Pa3INIHbIX BUIOB
OCHOBC OIIK(Y)-1.Y9
nH(OPMAITMOHHOH 1
Gubmiorpadureckoit OIIK(Y)-1.39 3HaeT CyIIECTBYIOIIUX CHCTEM JOKYMEHTAIlMH U 0COOCHHOCTEH NX
OIIK(Y)-1 KYJIBTYpHL C NPUMEHEHHST; BUIOB JOKYMEHTOB, IPUMEHSIOIINXCS B OpraHU3aIHY;
[PUMCHCHHCEM OCHOBHBIX PEKBH3HUTOB yIIPABIEHYECKHX JOKYMEHTOB
MHPOPMAIIOHHO-
KOMMYHHKAI[HOHHBI
X TE€XHOJIOTUH U C
y4EeTOM OCHOBHBIX
TpeOOBaHMIA
nHpOopMaIMOHHOI
6€30MacHOCTH

2. MecTo nuciumIuHbI B cTpykType OOII
Jucuumumaa oTHocuTcs K 0a3oBoi yactu bioka 1 ydyeOHOro miuana oOpa3oBaTenbHOM
[IpOrpamMMbl, MOAYJIb TyMaHUTAPHbBIX U COLUATBbHO-3KOHOMUYECKUX TUCLUILUINH.

3. Ilnanmpyemble pe3yabTaThl 00y4eHHs M0 AUCHUILINHE

[Tocme ycmemrHOrO OCBOSHHUS JMCHUILIMHBI  OyAyT CcOPMHUPOBAHBI PE3YNIBTATHI
00y4YeHus:
IlnanupyeMble pe3yJibTaThl 00y4eHHsI 0 THCHHUILIHHE Komnerenmust
Kon HaunmenoBanune
PI-1 | Onaners naBbikamu odopmIIeHUsI JOKYMEHTOB OIIK(Y) -1
PI-2 | Ymeer mpakTHueckun 0OG(OPMIIATH YIIPaBICHUYECKUE nokymeHntel B | OIIK(VY) -1
COOTBETCTBHUH C TPeOOBAaHUSMHU MPABOBBIX aKTOB M CTAHJAPTOB
PI1-3 | [TomyunTh KOMIUICKC 3HAHWUH U YMEHUI B 00JIaCTH OCHOB Jeiionpou3BozcTa | OIIK(Y) -1
B rOCYJJApCTBEHHOM anmapare ynpaBieHHUsl U Pa3IMUYHbIX OPraHU3alUsIX
OuLeHOYHBIE MEPONPUSITHS TEKYIIETO KOHTPOJS M MPOMEXKYTOYHOM aTTecTaluu
MIPE/ICTABJICHBI B KAJICHIAPHOM PEUTHUHT-TIJIaHE TUCIIUILIAHEI.
4. CTpyKTypa M cofep:KaHue TUCHUNIHHBI
OcHOBHBIE BU/IbI Y4eOHOMH J1esITeJIbHOCTH
Pa3zaesibl 1M CHMIIMHbBI Dopmupyemblii Buabl yueOHO# 1eATeIbHOCTH Oo0beM
pe3yJjabTar BpeMeHH, Y.
o0y4eHus o
JUCHHUILINHE
Pasnen 1.  JIoKyMEHTallMOHHOE PII-1 Jlexuuu 2
obecrieueHrne — OCHOBAa TEXHOJIOTHH PJ1-2 [TpakTHyecKue 3aHATHS 2
YIIPaBJICHUS JlaboparopHble 3aHATHS -
CamocTosiTenpHas padoTa 20
Pasnen 2. OdopmiieHre OTAEIBHBIX PI-1 Jlexumm 2
P/I-2 [IpakTuueckue 3aHATHS 2




BHUJIOB JJOKYMCHTOB JlabopaTopHbIe 3aHATHUS -
CamocrosrenbHas pabora 20
Paznen 3. Opranuszanus PJI-2 Jlekuuu 2
JIOKyMEHTO000pOTa Ha NPEANPUSTHH PII-3 I[IpakTHyeckue 3aHATUs 2
JlaboparopHbIe 3aHATHS -
CamocTosTenbHas paboTa 20
UTOTO 72

Conep:xaHue pa3iesioB JUCHUTIHHBI:

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0OCHO8A MEXHOO02UU ynpaejienus

Oyenka co8pemeHHo20 COCMOAHUA OOKYMEHMAYUOHHO20 0becneyeHus YnpasieHus.
(4OY). @axmopei, eruAlowue HA €20 OP2AHU3AYUIO U MEXHOIOSUIO 8 YUPEHCOCHUAX PA3IUYHBIX
yposHreil ynpasnenus.. Opeanu3ayuoHnvle, npasosvie, COYUAIbHblE U NCUXONOSUYECKUEe ACTeKMbl
0e10npou3800Ccmaa.

Bnusnue xapaxmepa ynpaenenus, npuHyunog NpUHAMuUs YNpaeieHuyecKux peueHutl Ha
Op2aHU3AYUIO U MEXHONO2UIO 0eNONPOU3B00CMEA.

B3zaumocssszs denonpouzsoocmea ¢ opeanuzayuell 6e00MCMBEHHO20 U 20CYOAPCMBEHHO20
XpaHeHusi 0OKYMEeHmMO8.

Ilonamue  ooxymenma. Kraccugurxayua  O0oxymenmos.  @DyHkyuu  OOKYMeHMA.
Yuuguyuposannuvie cucmembl OOKYMEeHMayuu. Knaccuguxayus  ynpaenenuecxou
0OKyMeHmayuu.

Tembl JIeKumii:

1. TlonsiTHE «IOKYMEHT» W «CHUCTEMBI JOKyMeHTarum». Kiaccupukamus ITOKyMEHTOB.
@OyHKIMU TOKYMEHTa

2. TpeboBanus kK 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl IPaKTHYECKUX 3aHATHIA:
1. Knaccuduxanus 1okyMeHToB. OYHKIUHU TOKYMEHTa
2. TpeboBanus Kk 0pOPMIICHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBmia odopMiIeHHsT PEKBH3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoe

OcHognbie 0cobeHHOCmU HANUCAHUS KOHCMAamupyloweu U pacnopsoumensHol yacmu
OP/l. Oghopmnenue npukasa, bINUCKU U3 NPUKA3A, PACNOPANCEHUE, YKA3aHUe N0 OCHOBHOU
0esimenbHOCMU OP2aAHU3AYUU.

Tpebosanuss « cocmagnenuilo U OQDOPMICHUIO  PA3TUYHBIX U008 CHPABOYHOU
ooxkymenmayuu. CocmasneHus mexcma uUH@GOPMAYUOHHO-CNPABOUHBIX OOKYMEHMOS.

TeMbl JeKINA:
3.0dopmMieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIUH.
4.IlpaBuna ohopmiaeHUs HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIUH.

TeMbl NPaKTUYECKUX 3aHATHIA:

3.0dopmiieHue opraHu3aluoOHHO-PACTIOPSIAUTETHHON JOKYMEHTAIIHH.
4 IlpaBuna ohopmiieHuss ”HOOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIIUN

Pasnen 3. Opeanuzayus 0okymenmoobopoma na npeonpuamuu

Onpedenenue nowsmusi «00Kymenmooobopomy. ObOwue nNpuHyunsvl U MemooudecKue
OCHOBbl OP2aHU3AYUU OOKYMEHMO0O0poma, ux peaiusayus 6 0eticmsayroumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.

Cmpyxmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKO8. Obvem
00KYyMeHmoobopoma yupexicoeHus. Yuem Koaiuuecmea 00OKyMeHmos.
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Ilpuem, npoxodxcoenue U NOPAOOK  UCNOJHEHUs  NOCMYNAIOWUX — OOKYMEHMOS.
Ixcneduyuonunas oopabomka ookymenmos. Ilpedsapumenvroe paccmompernue OOKYMEHMOS.
Paccmompenue 0okymenmos pykogoocmeom yupexicoeHus u Hanpasienue ux Ha UCNOJIHEeHuUe.

Jlocmaska O00OKyMeHmMO8 UCNOIHUMENAM, NOPAOOK UX npuema u nepedayu. Paboma
ucnoarHumens ¢ Ookymenmamu. IOmanvl ucnoanenus. llopsadok obpabomxu omnpaeisiemvix
0okymenmos. Ilpasuna opeanuzayuu 08udCeHUs: 6HYMpeHHUx OoKymenmos. Hanpaenenus
COBepULeHCMB08AHUSL OOKYMEHMO000pOoma u nymu e20 COKpaujeHus.

Tembl JeKkumii:
5.0Tansl JOKyMEeHTO000pOTa Ha MPEIIPUATHH.
6. OTaenbHBIE ATallbl TOKYMEHTOOOOPOTA: PETUCTpAIHs JTOKYMEHTOB, KOHTPOJb WCIIOJHEHUS
JIOKYMEHTOB, (hopMUpOBaHHE U XPAaHEHHUE JIEII.

TeMbl NPAKTUYECKUX 3aHATHIA:
5. Dransl JOKYMEHTO000pOTa: PErUCTpaisl JOKyMEHTOB, KOHTPOJIb MCIIOIHEHHS IOKYMEHTOB,
(dbopMHUpOBaHUE U XpPaHCHHE JICI.

5.0pranu3anus caMmoCTOSITeIbHOMH PadoThI CTYJI€HTOB
CamocTrosTenbHass padoTa CTYJEHTOB INpPU HU3YYEHHUU JUCLMIUIMHBI IPEIyCMOTpPEHA B
CJIEAYIOUIMX BUAAX U popMax:

— Pabora ¢ JEKIIMOHHBIM MAaTEpUaJIOM, IOUCK U 0030p JUTEpaTypbl U 3IIEKTPOHHBIX
MCTOYHHKOB HH(OPMAIUH 110 WHANBHYaTBHO 33IaHHON po0iieMe Kypca;

— H3ydeHue TeMm, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPAOOTKY;

— Ilouck, anHanus, CTpyKTYpUpOBaHHUE U MIpe3EHTALMsT WH(OPMALIUU;

— IloaroroBka K MpakTUUECKUM 3aHITHSIM;

— HUccnenoBarensckass paboTa W ydyacTHE€ B HAy4yHBIX CTYACHUYECKUX KOH(EpEHIUsX,
CEMHUHapax 1 OJIMMIINAIaX;

— IloaroroBka K pelIeHUIo NPaKTHUYECKUX CUTyallui U 3a/laHUM, KEHCOB.

6.Y4eOHO-MeTOAMYECKOEe M HH(POPMALIMOHHOE 00ecneuyeHrue TN CIHTILIHHBI

6.1. YueOHO-MeTOAMYIECKOE 00ecIedeHue

OcHoBHasi iMTEpaTypa

1. beixoBa, T. A. JlenonpousBoactso : yueOuuk / T. A. beikosa, JI. M. Bsiosa, JI. B. Cankuna,
nox obur. pex. npod. T. B. Ky3nernooit. — 3-e u3zf., nepepad. u gomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + on. matepuansl [DneKkTpoHHbINH pecypc|. — (Bricmiee o6pa3zoBanue:
bakanaBpuar). - |ISBN 978-5-16-004923-6. - Tekcr : onexrponHsii. - URL:
https://znanium.com/catalog/product/991884 (mata obpamenus: 16.12.2020). — Pexum
JOCTYTA: 1O TOJIMUCKE.

2. KprokoBa Huna IlerpoBHa. JIoKyMEHTHpOBAaHWE YIPABICHUECKOW NEATEIBHOCTH: Y4eOHOE
nocobue / H. II. KprokoBa. - MockBa: UH®PA-M, 2019. - 268 c. Pexum pocryma:
https://znanium.com/read?id=359359

3. Pasgopoxubiii, A. A. JIOKyMEHTHPOBAaHHUE YIIPABICHUCCKOMN JEATEIBHOCTH : yued. mocobue /
A.A. Paznopoxssiii. — Mocksa : UTH®OPA-M, 2018. — 304 c¢. — (Bricmee oOpa3oBaHue:
bakanaBpuat). - [ISBN 978-5-16-011744-7. - Tekcr : osnekrponHsd. - URL:
https://znanium.com/catalog/product/969585 (mata obpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 TOATHCKE.

4. Kysnernos, U. H. Jlenonpon3BoactBo: yaeoHO-cripaBounoe nocodwue / M. H. Ky3ueros. - 9-¢
u3M., nepepadb. — Mocksa: [lamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texcr : oanektponasid. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamienus: 16.12.2020). — Pexxum qoctyma: mo momucKe.



https://znanium.com/read?id=359359

JlonmoJIHUTeIbHAS JIUTepaTypa:

1..KamprmeB, D. H. CoBpeMeHHOE ITOKYMEHTOBEACHHE : ydeOHOe Mocobme [DIIeKTPOHHBIN
pecypc] / 3. H. Kamprmmes, I'. 1. Jluteunnera, O. KO MarseeBa; HarumonanpHbIH
uccienoBarenbckuii Tomckuit momutexandeckuii ynupepcuteT (TIIY). — 1 KOMIbIOTEpHBIHA
daitn (pdf; 887 KB). — Tomck: U3a-so TIIY, 2012. — 3arnaBue ¢ TUTYIBHOTO 3KpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

6.2 UndopmanmonHoe 4 MporpaMMHoOe obecriedeHune
Internet-pecypchni:

[Ipodeccuonansubie 6a3bl JaHHBIX U HH()OPMAIIMOHHO-CIPABOYHBIE CUCTEMBI JTOCTYITHBI
1o cceuike: https://www.lib.tpu.ru/html/irs-and-pdb.

Hcnonb3yeMoe MHIIEH3MOHHOE MTporpaMMHOe obecriedeHne (B coorBercTBuu ¢ Ilepeunem
JIMI[EH3MOHHOT0 NporpaMmMHuoro odoecnedenus TIIY):

Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Oco0Oble TpeOOBAHNS K MATEPUAILHO-TEXHHUYECKOMY 00ecne4eHHI0 JUCIUTIMHBI

B yueOHOM mpoliecce HCIONB3YyeTCsl CleAyolee O0OpyIOBaHUE JUIS MPAKTUYCCKUX
3aHSITHH:

Ne

HaumeHoBaHue crienHaJbHBIX MOMeIIeHH i HaunmeHoBanue 060pynosamm

1 | Ayautopus st mpoBeficHUSI y4eOHBIX 3aHATHH BcCeX
THIIOB, KYypCOBOI'O IIPOCKTUPOBAHMS, KOHCYJIbTALUH,
TEKYILEro KOHTPOJIS ¥ MPOMEXYTOUYHON aTTeCTallui

Jocka aynutopHas HacTeHHas— 1
IIT., KOMIOBIOTEP — | MIT., MPOEKTOP

652055, Kemeposckas obnacts, 1. HOpra, ym.
Jlenunrpasnckas, a. 26,
I'n. xopnye, 11

— lmt., KoMIUIeKT y4yeOHol Mebenu
Ha 38 1mocajo4HbIX MeCT, 3KpaH — 1
IIT., CTOJ, CTYJ IpenojaaBareis — 1
IIT.

Aymuropust Uil MpOBEACHUsT Y4YEeOHBIX 3aHATHH Bcex
TUIIOB, KYpPCOBOTO IPOEKTUPOBAHUS, KOHCYJIbTALUH,
TEKYILET0 KOHTPOJISI U POMEKYTOUHON aTTeCTalluu
KomnbsroTepHsiii kiacc

652055, KemepoBckas o0macth, T.
Jlenunrpanckas, 1. 26, ri. kopoyc, 15

Opra, ym.

Hocka aynuropHast HacTeHHas— | wrT.,
KOMIIbIOTEp — 16 IIT., MPOEKTOp —
lmr., KOMIUIEKT y4eOHOU meOenm Ha
38 mocagouyHbIX MECT, 3KpaH — 1 wiT.,
CTOJI, CTyJ] TpemojaBareias — 1 ImiT.,
MIpUHTEp Jla3epHbId — 1 mT., cCKaHep —
1 wr., mnorrep — 1 .

Pabouas mporpamma cocraBieHa Ha ocHoBe OOIiel XapakTepHUCTUKH 00pa3oBaTeNbHOU

nporpaMmel o Harpasienuto 38.03.01 DxoHomuka/ oOpa3oBaTesibHas MporpaMmMa « IKOHOMHUKA

U YHOpaBJICHUC Ha

peanpusTUI/

npennpustun» (npuéma 2019 r. 3aounas popma oOydeHus).

Pazpaborumk:

Ccricnyajn3anus «IKOHOMHKA H YIIpaBJICHHUEC Ha

HomkHocTs I -3 lToanuce >
=l

| AOUCHT |

[Iporpamma opoOpena na 3acenannn OtaencHus UHPPOBBHIX

| DHO

‘vljivéff:/ C

| Jlommnosa M.A.

« 06_»__06_2019 1. Ne9 ).

H.0. 3amecTuTens AupexTopa,
Ha4anpHHK OO

TeXHOJIOTHHA fIIPOTOKOJ 01

/Cononckuit C.A./



http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf

JInct u3MeHeHnuii paboyeii MporpaMmbl JMCIHHUILIHHBI:

Yueonslii rojg

CopepixaHue /u3MeHeHHE

OO0Cy:K1€eHO HA 3acelaHNN
Ortaenenns / kadeapbl
(mpoToKO0.T)

2020/2021
y4eOHBIN
rof

1. OGHOBIEHO MMpOTpaMMHOE o0ecIieueHne

2. O6HOBIIEH cocTaB MPO(HeCcCHOHATBLHBIX 0a3 TaHHBIX U
UH(POPMAIIMOHHO-CITPABOYHBIX CHCTEM

3. OOHOBIIEHO COJIepKaHUE PA3/IETIOB TUCIUIUINHBI

4. OOHOBJICH CITHCOK JINTEPATYPhI, B TOM YHCIIE CCHUIOK

OBC

or 18.06.2020r. Ne 8




