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Hensvm

OCBOCHU

1. Ilean ocBoeHMS AMCIUILINHBI

JUCLIUILINHEI

ABIIACTCA

dbopMupoBaHHe y  0O0y4aroOmUXCs

onpeaenenHoro OOIl (m. 5. O6meit xapakrepuctuku OOII) coctaBa KOMIETCHIUH s
MOJITOTOBKH K TPOPECCUOHATBHOMN I TEITLHOCTH.

CocraBasionye pe3yJIbTaTOB 0CBOCHH (IeCKPUNTOPHI KOMIIETEHIIHIA)
Kon
PR — HaunmenoBanue
KOMITeTeHIUHA Kon HaumeHoBaHHne
CrnocobeH penats Bnaneer HaBbikamu oopMIIeHHSI HanOoJiee BaXKHBIX JOKYMEHTOB
CTAaHAApTHBIC 32714111 OTIK(Y) -1. B4 CHCTEMBI ogranmaunoHHo-pacnopﬂnHTenLHoﬁ U UH)OPMAITOHHO-
npodeccuoHanbHOM CTMPaBOYHOM JOKYMEHTAllUH B COOTBETCTBHU C HOPMAaMH U
JeATeTbHOCTH Ha MpaBHIAMH
OCHOBE YMeeT cocTaBisATh U OQOPMIITH YIpaBICHYECKHE TOKYMEHTHI, B
nH(OPMAITMOHHOH 1 OIIK(Y)-1. ¥4 | Tom wugmcrme WHGOPMANMOHHO-CIIPABOYHBIE, B COOTBETCTBHU C
oubmorpadueckoit TpeOOBaHUSIMHY IIPABOBHIX AaKTOB M CTAHIAPTOB
OTIK(Y)-1 KYJIBTYpPHI C
MIPUMEHEHHEM
MHPOPMAIIOHHO-
KOMMYHHKAI[HOHHBI 3HaeT  OCHOBHBIE TCHACHIWH pPAa3BUTUS IEIONPOH3BOJICTBA B
X TE€XHOJIOTUH U C OIIK(Y) -1. 34 FOCYJAapCTBEHHOM  ammapare  yIOpaBIGHUS U pa3sIMuHBIX
y4EeTOM OCHOBHBIX OpraHM3aIMIX
TpeOOBaHMIA
nHpOopMaIMOHHOI
6€30MacHOCTH

2. Mecto nucuuniauHbl B cTpykrype OOII
JucnunnuHa oTHocuTcs K 0a3oBoi yactu brmoka 1 yueOHOro ruiana oOpaszoBaTenbHON
HpOFpaMMI)I, MO[[y.HB FYMaHI/ITapHI)IX 1 COIMUAJIBHO-DKOHOMHWYCCKNX AUCHUIIIINH.

3. Ilmanupyemble pe3yabTaThl 00y4eHUsI MO JUCHUIIJIHHE

[Tocne ycmemrHoro OCBOEHHUS AMCHUIUIMHBI OyayT chOpMHpOBaHBI PE3YNbTATHI
00yJeHUsI:
I1lnanupyeMble pe3yIbTaThl 00y4eHHs 110 AUCHHUILIHHE Komnerenuus
KOH HaumeHnoBanue
PJI-1 | CnocobeH oopMiIaTh JOKYMEHTBI, 3HATh BUJIbI JOKYMEHTOB U TPEOOBaHUS K HX OIK(Y) -1
o opMIIEHUIO
PJI-2 | CrocoGeH opraHu3oBaTh U BECTH CHCTEMY JOKYMEHTOOOOPOTa B OpPraHU3aluy OIK(Y) -1
PJI-3 | CnocobeH mpuMeHATh Ha MIPAKTHKE 3HAHUS] OCHOBHBIX TEHEHIUI pa3BUTUS OIK(Y) -1
JICIIOTIPOU3BO/ICTBA
OuLeHOYHBIE MEpONPUITHS TEKYIIET0 KOHTPOJS M IMPOMEXKYTOUHOW aTTecTaluu
MPEJCTABIICHBI B KAJICHIAPHOM PEUTHHT-TUIAHE AUCUUTLIAHBI.
4. CTpyKTypa M cojep:KaHue AUCHUTIHHBI
OcHoBHBbIE BH/IbI YU4eOHOMH AeSITEILHOCTH
Pa3aeiibl AU CHHUIIMHBI Dopmupyemblii Buabl yueOHO 1eATeIbHOCTH O0beM
pe3yJabTar BpeMeHH, 4.
o0y4eHus o
JUCHHUILINHE
Pasnen 1. JJoxymenmauuonnoe PJ-1 Jlexuuu 2
obecneuenue — 0CHO8A MEXHOI0ZUU PJI-2 [TpakTryecKHe 3aHATHUS 2
ynpaeienus JlaboparopHble 3aHATHS -
CamocTosiTenpHas padoTa 20
Pasnen 2. Ogopmnenue PJ-1 Jlexumn 2
OMOCIbHBIX 6U008 OOKYMEHN 08 PJI-2 Tpakrrieckue 3aHATHS 2
JlaGopaTopHbIe 3aHATHUS -




CamocTosTenbHas paboTa 20
Paznen 3. Opzanusayus PJ1-2 Jlekuun 2
00KymMenmooodopoma Ha P/1-3 [IpakTuyeckue 3aHATHS 2
npeonpusamuu JlaboparopHbIe 3aHATHS -

CamocTosTenbHas paboTa 18
Hroro 72

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0OCHO8A MEXHOO02UU ynpaejienus

Oyenka co8peMeHH020 COCMOAHUS OOKYMEHMAYUOHHO20 obecnedenus YnpasieHus
(AOY). Daxmopul, éruaowue Ha €20 OPLAHUIAYUIO U MEXHOIOSUIO 8 YUPEHCOCHUAX PA3IUYHBIX
yposHeiti ynpasnenus. Opeanu3ayuoHusie, Npagosvle, COYUAIbHbIE U NCUXOI02UYECKUE ACNEKNbl
denonpouzeoocmaa.

Brusnue xapaxmepa ynpagnenus, npunyunos NpuHamusi YNpaeieH4eckux peuleHull Ha
Op2aHU3AYUIO U MEXHON02UIO 0EeIONPOU3B00CEA.

Bzaumocesazv denonpouszsodcmea ¢ opeanuzayueli 6600MCMEEHHO20 U 20CY0APCMEEHHO20
Xpanenuss 0OKyMeHMO8.

Ilousmue  Ooxymenma. Knaccugpuxayus  ookymenmos.  @Dyukyuu  OOKyMeHmA.
Yuuguyuposannuvie cucmemvl O0OKyMeHmayuu. Knaccugpukayus ~ ynpaenrenueckoi
O0OKYMeHmayuu.

TeMbl JeKUMi:

1. Tlonatue «IOKYMEHT» M «CUCTeMbl JOKyMeHTanum». Krnaccuduxamus AOKYMEHTOB.
DyHKINUH JOKYyMEHTA

2. TpeGoBanus K 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

Tembl IPaKTHYECKUX 3aHATHHA:
1. Knaccuduxanus 10kyMmeHTOB. OYHKIIMM JOKYMEHTa
2. TpeboBanus K 0pOpPMIECHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBuia ohopMieHHs PEKBU3UTOB
JOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmos

OcHogHble 0CcODeHHOCMU HANUCAHUS KOHCmamupylwelu U pacnopsaoumensHol yacmu
OPJl. Oghopmnenue npukasa, 6blnucKu U3 NPUKa3a, pacnopsdiceHue, yKazaHue no OCHOBHOL
OoesmenbHOCMU OP2aAHU3AYUL.

Tpebosanuss « cocmagnenuro U OQOPMIEHUI) pPA3IUYHLIX  BUO08 CHPABOUHOU
ooxkymenmayuu. CocmasneHus mexcma uUH@GOPMAYUOHHO-CNPABOUHBIX OOKYMEHMOS.

Tembl JeKkumii:
3.0¢opmMieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIHH.
4.IlpaBuna ohopmiaeHUs HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIUH.

Tembl NPAKTHYECKUX 3aHATHI:

3.0dopmiieHue opraHu3aluoOHHO-PACTIOPSIIUTETHHON JOKYMEHTAIIHH.
4 IlpaBuna oopmiieHuss HOOPMAITMOHHO-CIIPABOYHON TOKYMEHTAITUN

Pasnen 3. Opeanuzayus 0okymenmoobopoma na npeonpuamuu

Onpedenenue nowsmusi «00Kymenmooobopomy. ObOwue nNpuHyunsvl U MemooudecKue
OCHOBbI Op2aHU3aAYUU OOKYMEHMOo0O0poma, ux peaiu3ayus 6 0elucmsyroumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.

Cmpyxmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKO8. Obvem
00KYyMeHmMoobopoma yupesxicoeHus. Yuem Koauuecmea 0OKyMeHmos.




Ilpuem, npoxoxcoenue 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 MPEAIPUATHH.
6. OTaenbHBIE ATaIlbl JTOKYMEHTOOOOPOTAa: PErucTpanys JOKYMEHTOB, KOHTPOJb HCIOJIHECHUS
JIOKYMEHTOB, (hopMUpOBaHHE U XPaHEHUE JIEII.

TeMbl NPAKTUYECKUX 3aHATHIA:
5. Dransl JOKYMEHT0000pOTa: PErUCTpaisl JOKyMEHTOB, KOHTPOJIb HCIIOIHEHHS TOKYMEHTOB,
(dbopMHUpOBaHUE U XpPaHCHHE JICI.

5.0praHu3anusi caMoCTOsITeIbLHONH PadoThI CTYIEHTOB
CamocrosiTenbHass paboTa CTYACHTOB TPH H3YYCHUH AUCIUIUIMHBI MPEAyCMOTpEHa B
CIEIYIOIUX BUAAX U popMax:

— PabGora ¢ nekIMOHHBIM MaTEepHAIOM, TOWCK W 0030p JKUTEpPaTypbl U 3JICKTPOHHBIX
WUCTOYHUKOB MH(POPMAIUH 110 MHAWBHIYATBHO 3a/IaHHOM Mpo0IeMe Kypca;

— H3yuenue Tem, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPAOOTKY;

— Ilouck, ananus, CTpyKTYpUpOBaHHUE U MIpe3EHTALMsI WH(OpMaLIUU;

— IloaroroBka Kk MpakKTUYECKUM 3aHSATHUSM;

— HUccnenoBarensckass paboTa W ydyacTHME€ B HAy4yHBIX CTYACHUYECKUX KOH(EpEeHIUsX,
CEMHUHAapax M OJUMITNAJAX;

— IloaroroBka K pelICHHIO MPAKTUYECKUX CUTYALIUN U 3alaHUM, KENCOB.

6.YueOHO-MeTOoAHYeCKOe U MH(OPMAIHOHHOE o0ecTieyeHUe TUCIUTILIMHBI

6.1. YuyeOHo-MeTOqMYECKOE OOecTIedeHHE

OcHoBHas1 IUTepaTypa

1. beikoBa, T. A. JlenonpousBoactso : yuebnuk / T. A. beikoBa, JI. M. Bsnosa, JI. B. Cankuna,
noxx oomr. pex. nmpod. T. B. Ky3nernooii. — 3-e uzg., mepepad. u qom. — Mocksa : MTHOPA-
M, 2019. — 364 c. + lon. matepuainsl [DnekTpoHHbIN pecypc]. — (Bbiciee oOpa3oBanue:
bakamaBpuar). - ISBN 978-5-16-004923-6. - Tekcr : onekrponHbid. - URL:
https://znanium.com/catalog/product/991884 (nmara oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: TI0 TIOATTHCKE.

2. KprokoBa Huna IlerpoBHa. J[oKkyMEeHTHpOBaHHE YMPABIECHYECKOW NEATEIHHOCTH. yuyeOHOE
nocodue / H. TI. KprokoBa. - Mocksa: UHDPA-M, 2019. - 268 c. Pexum pgocryna:
https://znanium.com/read?id=359359

3. Paznmopoxnsii, A. A. JIOKyMEeHTHpOBaHHE YIIPABICHYECKOH JEATEIBHOCTH : yued. mocoodue /
A.A. Paznopoxusiii. — Mocksa : UHOPA-M, 2018. — 304 c. — (Briciiee ob6pa3zoBanue:
bakamaBpuar). - |ISBN 978-5-16-011744-7. - Tekcr : omektponHsii. - URL:
https://znanium.com/catalog/product/969585 (mata oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: TIO TIOATTHCKE.

4. Kysnenos, 1. H. Jlenonpoun3BoactBo: yaedHo-cripaBouHoe nocodue / 1. H. Ky3neros. - 9-¢
u3J., nepepad. — Mocksa: Jlamko u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texct : oamektponHsld. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamienus: 16.12.2020). — Pexxum gocTyma: mo mOAMKCKe.

JlonoJIHUTeIbHAS JIUTepaTypa:


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

1..KampimieB, D. H. CoBpemeHHOE AOKYMEHTOBeIEHHE : ydeOHOe MocoOue [DIeKTPOHHBII
pecypc] / O. H. Kawmpmmes, I'. [0. JlutBunmeBa, O. KO Marpeea; HarmoHanpHbIN
uccienosarenbckuil Tomckuil nonurexHudeckuit ynusepcuter (TIIY). — 1 koMmbroTepHbIi
daiin (pdf; 887 KB). — Tomck: Uzp-po TIIY, 2012. — 3arnmaBue C TUTYJIBLHOTO SKpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

6.2 Un¢opManimoHHOE ¥ IPOrpaMMHOe o0ecnieyeHne
Internet-pecypchni:

[podeccronanbubie 6a3bl TaHHBIX M HHPOPMAIMOHHO-CIPABOYHBIE CHCTEMBI JTOCTYITHBI
o ccbuike: https://www lib.tpu.ru/html/irs-and-pdb.

Hcnons3yemoe IUIEH3MOHHOE MporpaMMHOe obecriedeHune (B coOoTBETCTBUU C IlepeuHem
JIMI[EH3MOHHOT0 NporpaMmMHuoro ooecnedenus TIIY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Oco0Oble TpeOOBAHNS K MATEPUAILHO-TEXHHYECKOMY 00ecne4eHHI0 JUCIUIIMHBI
B yuebGHOM mporiecce HcCmonb3yercsi clieAyromiee 0o0OpyIOBaHUE ISl MPAKTUYECKUX

3aHIATHI:
Ne HauMeHoBaHMe cCIEHATbHBIX MOMEIIEHHIH

HaumeHoBaHue 000pya0BaHus

1.

Aynuropus JUis IPOBEIEHUS y4EOHbIX
3aHATHH BCEX TUIOB, KypCOBOTO
IPOEKTUPOBAHUS, KOHCYJIbTAINH, TEKYILErO
KOHTPOJISl U IPOMEKYTOUHOM aTTecTaluu

652055, KemepoBckast obnacts, 1. FOpra, yi1.
Jlenunrpanckas, 1. 26, I'n. kopnye, 11

Hocka aynuropHas HacTeHHas— | wrT.,
KOMIBIOTEP — 1 WT., mpoekTop — lumit.,
KOMIUIEKT ydeOHOW wmebOemn Ha 38
MOCaJOYHBIX MECT, 3KpaH — | 1T,
CTOJI, CTYJI IIpernogasaress — 1 mr.

Aynutopus a1 TPOBEACHHS  y4eOHBIX
3aHATHI BCEX THIIOB, KYpPCOBOTO
MPOEKTUPOBAHUS, KOHCYIbTAIlUH, TEKYILEro
KOHTPOJISI ¥ TIPOMEXKYTOYHOM aTTeCTaIiu
KomneroTepHbIit K1acce

652055, KemepoBckast ob6nacts, 1. FOpra, yi.
Jlenunrpanckas, 1. 26, ri. kopmyce, 15

Jlocka aynuTopHas HacTeHHas— 1 mrT.,
KOoMIbioTep — 16 IT., TPOEKTOp —
lmT., KOMIUIEKT y4eOHOW Mebenu Ha
38 mocagouHbIX MECT, dKpaH — | miT.,
CTOJ, CTyNn mpenojaaBatens — 1 1mT.,
MIPUHTEp JIa3epHbId — 1 mT., cKaHep —
1 mr., morrep — 1 wr.



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

PaGouas nporpamma coctasnena na ocrose OGell XapaKTepHCTHKH obpazoBare/bHON
nporpamMmel 1o Hanparienuio 38.03.01 Dxonomuka’ OOI1 «Byxranrepckuii yuer, anams u
ayaur/ cneunamiiauns «Byxrantepckmii ywer, amanu: w aymur» (npuema 2018r., 3a04Has
thopma obyucHus).

PaspaboTauk(s):

JlosskHOCTE Hoannes DOUHO

JlouenT et~ | M.A. Tlomnaosa

~

Tporpasma oo6pena na sacesanun kadeapu IMACY (npotokon ot «17» mas 2018 . Ne 19).

H.o0. 3amecTTens aupektopa,

HavateHuk OO / s
L/~ IConopckmit C.A./
A




JIner u3mMeHeHnuii padodeii mporpaMmbl M CHUIIIHHBI:

YueOHblii roa

CopepixaHue /Mu3MeHeHHE

OO0cy:K1eHO Ha 3acelaHNuN
Otaenennst / kadeapsl

(mpoToko.1)

2019/2020 | 1. OGHOBJIEHO POrpaMMHOE OOECIICUCHHE ot 06.06.20191r.Ne 9
y4eOHBIN 2. OOHOBIIEH cocTaB MpodecCHOHaNBHBIX 0a3 TaHHBIX U
roj UH(POPMALIMOHHO-CIIPABOYHBIX CHCTEM

3. OOGHOBIIEHO cOJIepKaHUE PA3/IeTIOB IUCIUTUIMHbI

4. OGHOBJIEH CIIUCOK JINTEPATYpPhl, B TOM YUCIIE CCHUIOK

9bC
2020/2021 | 1. OGHOBJIEHO IPOrpaMMHOE 0OeCIIeUeHHE ot 18.06.2020r. Ne 8
yueOHBII 2. O6HOBIIEH COCTaB MPO(HECCHOHATFHBIX 0a3 TaHHBIX U
roj UH(OPMaILMOHHO-CIIPABOYHBIX CUCTEM

3. OGHOBJIEHO COEP)KAHUE PA3ICTOB AUCIIUTUIMHBI
4. OGHOBJIEH CITUCOK JIUTEPATYPhI, B TOM YUCIIE€ CCHLUTOK
3BC




