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Lensamu

OCBOCHUA

1.

JUCITUITIINHBI

SABJIACTCA

I_Ie.l'll/l OCBOCHHUSA NTUCHHUILJINHBI

dbopmupoBanue y

oOydarmuxcs

onpenenennoro OOIl (m.5. O6melr xapaktepuctuku OOII) cocraBa KOMMETCHIWMH st
MOJITOTOBKH K MPO(eCcCHOHAIBHOM 1eATeTHhHOCTH.

Cocrapisioniyie pe3yJbTaTOB 0CBOCHHS (IeCKPHITOPBI KOMIeTEeHIHif)

Kon
PR — HanvenoBanne
KOMIETCHIINN Kon HaumeHoBaHue

CriocobeH periaThb Brnageer HaBbIKaMH 0(OpMIICHIS HanOoJIee BaXXHEIX JOKYMEHTOB
CTaHJIaPTHEIC 32714111 OTIK(Y) -1. B4 CHCTEMBI ograHmauI/IOHHO-pacnopanmenbﬁoﬁ 1 HHQOPMAITOHHO-
npodeccnoHatbHOM CIIPaBOYHOM JTOKYMEHTAllMK B COOTBETCTBHU C HOPMaMH H
JeTeIBHOCTH Ha HpaBHIAMH
OCHOBE YMeet cocTaBisITh U OQOPMIISATH YNPaBIEHUECKHUE JOKYMEHTHI, B
WHPOPMAIIOHHOH U OIIK(Y)-1. Y4 | Tom uuncie WHPOPMAIMOHHO-CIPABOYHBIE, B COOTBETCTBUH C
oubmmorpaduaeckoit TpeOOBaHMSIMH MIPABOBBIX aKTOB M CTAHAAPTOB

OTIK(Y)-1 KyIBTYpPBI C
MIpUMEHEHHEM
nH(OpMaIOHHO-
KOMMYHHKAI[HOHHBI 3HaeT OCHOBHBIC TEHJICHIIMU Pa3BUTHS JIEJIOIPOU3BOACTBA B
X T€XHOJIOTUH U C OIIK(VY)-1. 34 rOCYAapCTBEHHOM aIlapare yIpaBlIeHUS U Pa3IuuHbIX
Y4ETOM OCHOBHBIX OpTaHM3aIMAX
TpeOoBaHMIA
WHPOPMAITIOHHON
6e30macHOCTH

2.Ilnanupyembie pe3yJbTaThl 00yYeHHs M0 TUCHHUIIJIHHE

[locnme ycmemrHoro OCBOEHHUS AMCHUIUIMHBI OyAyT chHOpMHUPOBAHBI PE3yIbTaThI
00y4eHUs:
I1lnanupyeMble pe3yIbTaThl 00y4eHHs 110 AUCHHUILIHHE Komnerenuus
KO)] HaumeHoBanue
PJI-1 OIIK(Y) -
OBnaneTs HaBbIKaMH 0()OPMIIEHUS TOKYMEHTOB 1
PI-2 | Ymeer mpakTuyecku 0OGOpMIATH YIIPaBIEHYECKHE nokymeHTsl B | OIIK(Y) -
COOTBETCTBHUU C TPEOOBAHUSIMH MPABOBHIX aKTOB M CTAHAAPTOB 1
P/I-3 | [lomyunTh KOMIUIEKC 3HAaHUN U YMEHUH B 001acTH ocHOB AenonpousBozacta | OIIK(VY) -
B rOCYIapCTBEHHOM anmapaTe yIpaBJICHUs U Pa3JIMYHbIX OpraHU3alHsIX 1
3. CTpyKTypa u coepkaHMe TN CHUILTHHBI
OcHoBHBbIE BH/IbI YU4eOHOMH AeSITEILHOCTH
Pa3jesnl 1dCIMIIHHBI Dopmupyemblii Buasbl yue0Hoii nesiTeIbHOCTH Oo0Bem
pesyabTar BpeMeHH, Y.
o0y4eHus o
JUCHHUIIINHE
Pasnen 1. JJoxkymenmauuonnoe PJI-1 Jlexuuu 2
obecneuenue — OCHOBA MEXHONOZUU PII-2 ITpakTHyecKue 3aHATHS 2
ynpaeienus JlaboparopHble 3aHATHS -
CamocTosTenbHas paboTa 20
Pasnen 2. Ogopmnenue PI-1 Jlexuun 2
OMOCIbHBIX 6U008 OOKYMEHN 08 PJI-2 Tpakrrieckue 3aHATHS 2
JlaboparopHble 3aHATHUS -
CamocTosTenbHas paboTa 20




Paznen 3. Opzanuszayus PJI-2 Jlexuun 2
O0oKymenmoobopoma Ha P/I-3 [IpakTHyeckue 3aHATUS 2
npeonpusamuu JlaboparopHsble 3aHATHS -
CamocTosiTenpHas paboTa 20
4, Y4yeOHO-MeTOANYeCcKOEe M HHPOPMALMOHHOE O0ecriedeHre TN CIUTIINHbI

4.1. YyeOHO-MeTOANYECKOe o0ecIeyeHue

OcHoBHas JuTepaTypa

1. bapmaeB, Dnyapt ApkaabeBud. JIOKyMEHTOBEIEHHE : y4eOHUK B DIIEKTPOHHOM Qopmare
[DnexTponHsblil pecypc] / 3. A. bapnaes, B. b. KpaBuenko. — 3-e u3a., nepepab. u ucmp.. —
Mynstumenna pecypesl (10 mupekropuii; 100 daiinos; 740MB). — Mocksa: Akanemus, 2018.
— 1 Mynstumeauna CD-ROM. — Beiciee npodeccuonanbuoe oopazoBanue. bakanaBpuart. —
Nudopmannonnas Oe3onmacHocTb. — bubmmorp.: c. 324-328. — I'moccapwmii: c. 286-292.
http://catalog.lib.tpu.ru/catalogue/simple/document/RU%5CTPU%5Chook%5C294473)
2.brikoBa, TaresiHa AnekcanapoBHa. Jlemonpon3BoacTBo : yueOHUK it By30B / T. A. BeikoBa,
JI. M. Bsnoga, JI. B. Cankuna; nog pen. T. B. Ky3uneunoBoil. — 3-e uzf., nepepab. u gom.. —
Mocksa: Uuadpa-M, 2019. — 363 c.: wir. — Beicmee oOpa3oBanue. bakamaBpumar. —
bubnuorp.: c. 343-350. — I'moccapwii: c. 351-358.
(http://catalog.lib.tpu.ru/catalogue/simple/document/RU%5CTPU%5Cbook%5C252388)

3. Kypasnena, 1. B. KagpoBoe nenonpousBoactBo: Haunnaem ¢ Hyms. AyAUT CBOUMHU CHUJIaMHU /
. B. Xypasnesa, M. B. XKypasneBa. — 2-e¢ u3a.. — Mocksa: Uudpa-M, 2019. — 188 c.. —
IIpocro. Kpartko. beicTpo.
http://catalog.lib.tpu.ru/catalogue/simple/document/RU%5CTPU%5Chook%5C276377)

JlonoJIHUTeIbHAS JIMTepaTypa:

1..KamprmieB, D. H. CoBpeMeHHOE AOKYMEHTOBeAeHHE : ydeOHoe mocobOue [DIeKTpOHHBIN
pecypc] / O. H. Kawmpimes, I'. }. JlutBunmesa, O. KO MareeBa;, HannonansHbIi
uccnenoBarenbckuil Tomckuit momurexuuueckuit ynusepcuter (TIIY). — 1 xoMmbloTepHBbIH
daiin (pdf; 887 KB). — Tomck: Uzp-so TIIY, 2012. — 3arnmaBue ¢ TUTYJIBHOTO JKpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

3.'OCT 6.10.3-83. «YaudumupoBanusie cuctemsl nokymenrtanuu (YCJ). 3anuce napopmanim
B KOMMYHHUKaTHUBHOM (hopmarey». — M.: ['occtannaptr CCCP, 1983.

4.2 UnopManimoHHOE ¥ IPOrpaMMHOe odecrnieyeHne
Internet-pecypcesbi:

[Tonuei  cnucok  MuTepHeT-pecypcoB  mpexactaBieH Ha cadre HTb  TIIY
(http://www.lib.tpu.ru/full_text.xml?lang=ru).

ITpodeccronanbhbie 6a3bl JaHHBIX W WHPOPMAIIMOHHO-CITPABOYHBIC CHCTEMbI JTOCTYITHBI
o cceuike: https://www lib.tpu.ru/html/irs-and-pdb.

Hcnonp3yemoe NHIIEH3MOHHOE MporpaMMHOe obOecrieueHrne (B cooTBeTcTBUU ¢ Ilepeunem
JINIEH3UOHHOT0 MporpaMMHoro odecneyenusi TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.
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