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1. lesiu 0OCBOECHUSA TMCHUATIIUHBI

[enssMu  OCBOGHHWS IUCHUIUIMHBI  sIBIseTCS  (opMmupoBaHue y  OOydaronmxcs
onpenenennoro OOIl (m. 5. OO6me# xapaktepuctuku OOII) cocraBa KOMMETCHITUN s
MOJTOTOBKH K MPO(EeCCHOHAIBHOM 1eATeTHbHOCTH.

CocrapJsiiomme pe3yJibTaTOB OCBOCHHUSA (lIecKle'lT()pbl KOMHeTeHHl/lﬁ)
Kon
KOMIIETeHIH HanmenoBanne
KOMIIETCHIINN Kon HaumeHoBanue
CriocobeH periaTb Brnageer HaBBIKaMM COCTaBIECHHS JOKYMEHTOB, HEOOXOANMBIX
CTaHJapTHBIE 3aa4U OIIK(Y)-1.B9 HPEANPHUATUIO UL BEICHUS X035 CTBCHHON AEATEIBHOCTU C
npodeccnoHaIbHOM npUMeHeHHeM HH(OPMaIlHOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI
JeSTEIHOCTH Ha OIIK(Y)-1.Y9 YMeeT cOCTaBILITh YIPABICHYECKHE JOKYMEHTBI Pa3IMYHbIX BUJOB
OCHOBE
WHPOPMAIIOHHOH U
oubmmorpaduyeckoit
OTIK(Y)-1 KyJIBTYpPBI C §
IIpUMEHEHHEM 3HaeT CyIIECTBYIOIIUX CUCTEM JOKYMEHTAIIMH U 0COOCHHOCTEH NX
nH(pOpMaIOHHO- OTIK(Y)-1.39 IIPUMEHEHH; BUIOB JOKYMEHTOB, IPUMEHSIOLINXCS B OpraHU3aLuiy;
KOMMYHHKAI[HOHHBI OCHOBHBIX PEKBU3UTOB YNPABICHYECKUX JOKYMEHTOB
X T€XHOJIOTUH U C
Y4ETOM OCHOBHBIX
TpeOoBaHMIA
WHPOPMAITIOHHON
6e30macHOCTH

2. MecTo nucHUMIMHBI B cTpyKType OOII

Juctumimaa OTHOCUTCS K 0a3oBoi yactu bioka 1 ydeOHOro rurana oOpa3oBaTeNbHON
POTPaMMBI, MOJTyJIb TYMaHUTAPHBIX U COLUAIbHO-IKOHOMHYECKUX JUCIUTUINH.

3. Ilnanmpyemble pe3yabTaThbl 00y4eHHs M0 AUCHUIINHE

[locne ycmemHOro OCBOEHUS AMCHUIUIMHBI OyayT chOpMHpOBaHBI PE3yJIbTAThI

o0OyueHus:

IlnanupyeMble pe3yJibTaThl 00y4eHHsI 0 THCHHUILIHHE Komnerenmust

Kon HaumeHoBanue

PI-1 | YMerh MOKyMEHTaTbHO O(OPMIIATH XO3SIMCTBEHHbIE W yrpaBieHueckue | ONK(Y)-L.
OIEpaLUy OPraHU3ALUN/TIPEANPUITUS HA PA3IUYHBIX CTaJUAX KU3HEHHOTO
[UKJIa XO3UCTBYIONIETO CYOhEKTA.

P1-2 | HactpauBaTh W  ONTUMHM3UPOBATh JOKYMEHTOOOOPOT  OpraHu3anuu/
OPEINpUsATHs, ¢ y4ETOM CKOpPOCTH OOpamieHHus IOKYMEHTOB, 3aTpar Ha OIHK)-1.
JOKYMEHTO0000pOT

P/I-3 | Ucnonp3oBaTh  HOPMBI B mpodecCHoHambHOH W obmectBeHHoi | OHK(Y)-1.
JesTeIbHOCTH

OI_ICHO‘-IHBIC MCPONPUATHA  TCKYHICI'O KOHTPOJIA U HpOMC)KYTOQHOﬁ arTeCTalnnun
MMPEACTABJICHEI B KAJICHAAPHOM peﬁTnHr-nnaHe JUCHUITIINHBI.

4. CTpyKTypa M cojep:KaHue AUCHUNIHHBI
OcHoBHbBIC BU/Ib] Y4eOHOH AeATEJbHOCTH

Pa3zaesibl I CHMIIIMHbBI Dopmupyemblii Buabl yueoHOi 1eATeIbHOCTH
pe3yJabTar
o0y4eHus o
JUCHMILTHHE

O6bem
BpeMeHH, 4.

Pasnen 1. JJoxkymenmayuonnoe P/I-1 Jlexkuun 3

obecneuenue — 0CHO6a MEXHOI02UU PII-2 ITpaKkTHYyecKue 3aHATUS 2

ynpaenenus JIa6opaTopHbIe 3aHATH -
CamocTosTenbHas paboTa 20




Pazaen 2. Odopmnenue PAI-1 Jlexuun 3
0MmMOenbHbIX 61008 0OKYMEHMO8 PJI-2 HIpakTHYeCKHE 3aHATHS 2
JlaboparopHbIe 3aHATHS -
CamocTosTenbHas paboTa 20
Pasnen 3. Opzanuzayus PII-2 Jlexuuu 2
O00KyMeHmoobopoma Ha PJI-3 [TpakTHueckue 3aHsTUS 2
npeonpuamuu JlaboparopHsble 3aHATHS -
CamocTosiTenpHas paboTa 18
HUTOI'O 72

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0OCHO8A MEXHOO02UU ynpaejienus

Oyenka co8peMeHH020 COCMOAHUS OOKYMEHMAYUOHHO20 obecnedenus YnpasieHus
(AOY). @axmopewi, enuaowue Ha e20 Op2aHU3AYUIO U TNEXHOTOSUIO 8 YUPEHCOCHUSX PAZTUUHBIX
yposHeiti ynpasienus. OpeanuzayuoHusie, Npagosvle, COYUAIbHblE U NCUXON02UYECKUe ACNEeKMbl
odenonpouzeoocmad.

Brusnue xapaxmepa ynpasnenus, npunyunos NpuHamus YNpaeleH4eckux peuleHull Ha
Op2aHU3AYUIO U MEXHON02UIO 0eIONPOU3BO0CEA.

Bzaumocesazv oenonpouszsodocmea ¢ opeanuzayueti 6e00MCMEEHHO20 U 20CYO0APCMEEHHO20
Xpanenust 00OKYMeHMO8.

Ilousmue  Ooxymenma. Knaccugpuxayus  ookymenmos.  @Dyukyuu  OOKyMeHmA.
Yuuguyuposannuvie cucmemvl O0OKyMeHmayuu. Knaccugpuxkayus ~ ynpaenenueckoi
O0OKYMeHmayuu.

Tembl JeKUMit:

1. TloHsATHE «JIOKYMEHT» U «CHUCTeMbI JOKyMeHTaluw». Kiaccupukanus ITOKyMEHTOB.
DyHKINHA JOKYyMEHTA

2. TpeGoBanus K 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl IPaKTHYECKUX 3aHATHHA:
1. Knaccuduxanus 10kyMmeHTOB. OYHKIIMM JOKYMEHTa
2. TpeGoBanus Kk 0pOpPMIECHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBuia odopMieHHs PEKBHU3UTOB
JOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvlx 6u006 00Kymenmoes

OcHognbie 0cobeHHOCMU HANUCAHUA KOHCMAamupyloweu U pacnopsoumensHol yacmu
OP/l. Oghopmnenue npukasa, bINUCKU U3 NPUKA3A, PACNOPAdCEHUE, YKA3AHUE NO OCHOBHOL
oesmenbHOCMU OP2aHU3AYULU.

Tpebosanuss k cocmagieHuro U  OQOPMIAEHUIO  PA3IUYHBIX —BUOO8  CHPABOYHOU
ooxkymenmayuu. CocmasneHusi mexcma UH@GOPMAYUOHHO-CHNPABOUHBIX OOKYMEHNOS.

Tembl JeKkumii:
3.0¢opMieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIIAH.
4.IlpaBuna ohopmiaeHUs HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIUH.

Tembl NPaKTHYECKUX 3AHATHIA:

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

Pasnen 3. Opeanuzayus 0okymenmoobopoma na npeonpuamuu

Onpedenenue nowsmusi «00KymenHmoooopomy. ObOwue npuHyunsvl U MemooudecKue
OCHOBbI Op2aHU3aAYUU OOKYMEHMOo0O0poma, ux peaiu3ayus 6 0elucmsyloumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.
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Cmpyxkmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKOS. Obvem
00KYyMeHmoobopoma yupesicoeHus. Yuem Koauvecmea 00OKyMeHmos.

Ilpuem, npoxodxcoenue U NOPAOOK  UCNOJHEHU  NOCMYNAIOWUX — OOKYMEHMOS.
Ixcneduyuonunas obopabomxa ookymenmos. Ilpedsapumenvroe paccmompernue OOKYMEHMOS.
Paccmompenue 0okymenmos pykogoocmeom yupextcoeHus u Hanpasienue ux Ha UCHOIHeHuUe.

Jlocmaska O00OKyMeHmMO8 UCNOIHUMENAM, NOPAOOK UX npuema u nepedayu. Paboma
ucnoaHumens ¢ Ookymenmamu. IOmanvl ucnoanenus. llopsaodok obpabomxu omnpaeisiemvix
0okymenmos. Ilpasuna opeanuzayuu 08udCeHUss 6HYMpeHHux OoKymenmos. Hanpaenenus
COBepULeHCMB08AHUSL OOKYMEHMO000poma u nymu e20 COKpaujeHus.

Tembl JeKkumii:
5.9Tansl JOKyMEeHTO000pOTa Ha MIPEIIPUATHH.
6. OTaenbHBIE ATAIbl JTOKYMEHTOOOOPOTAa: PErUCTpalysi JOKYMEHTOB, KOHTPOJb HCIOJIHECHUS
JIOKYMEHTOB, (hopMUpOBaHHE U XPAaHEHUE JIEII.

TeMbl NPAKTUYECKUX 3aHATHIA:
5. Dranbl JOKYMEHT0000pOTa: PETUCTPAIs TOKYMEHTOB, KOHTPOJIb MCIIOJHEHHS JTOKYMEHTOB,
(dbopMHpOBaHUE U XPAHCHHE JICIL.

5.0praHu3anusi caMoCTOfITeILHOH PadoThI CTY/IEHTOB
CamocTrosTenbHass padoTa CTYJEHTOB INpPU HU3YYEHUU JUCLMIUIMHBI IPEIyCMOTPEHA B
CJIEAYIOUIMX BUAAX U popMax:

— Pabora ¢ JEKIMOHHBIM MaTepuUajoM, MOUCK U 0030p JUTEpaTypbl U 3IIEKTPOHHBIX
MCTOYHHKOB HH(OPMAIUH 110 WHAWBHIYATBHO 33JaHHON po0iieMe Kypca;

— Pabora B »1eKTpOHHOM Kypce (M3ydyeHHE TEOpPETHYECKOro MaTepualia, BbIOJIHEHHE
MHAMBUAYAJIbHBIX 3a/IaHUN U KOHTPOJIUPYIOIIMX MEPONPUITUN U Jp.);

— H3ydeHue TeMm, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPAOOTKY;

— Tlouck, aHanus, CTpYKTypUpOBaHHUE U Mpe3eHTalnus HH(opMaiumy;

— lloaroroBka K MpakTUYECKUM 3aHITHSM;

— MHccnenoarenbckass paboTa M ydacTHE B HAyYHBIX CTYJIEHUYECKHUX KOH(EpEHIHsIX,
CcEMHUHapax 1 OJIMMIINAJaX;

— IloaroroBka Kk pemIeHHIO MPAKTUYECKUX CUTYallui U 3a1aHUM, KEHCOB.

6.Y4ueOHO-MeTOoUYEeCKOE U HH(POPMAIHOHHOE 00ecTieYeHre TUCIUTIHHBI

6.1. YueOHO-MeTOAMYECKOE OOecTieueHHe

OcHoBHasi iMTEpaTypa:

1. beixoBa, T. A. JlenonpousBoactso : yueOuuk / T. A. beikosa, JI. M. Bsinoga, JI. B. CankuHna,
nox obur. pex. npod. T. B. Ky3nernooit. — 3-e u3zf., nepepad. u gomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + Jlomn. maTepuainsl [DneKTpoHHBIN pecypc]. — (Briciee oOpa3oBanue:
bakanaBpuat). - [ISBN 978-5-16-004923-6. - Tekcr : »snekrponHsd. - URL:
https://znanium.com/catalog/product/991884 (mata oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 TOATHCKE.

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

3. Paznopoxusiif, A. A. JIOKyMEeHTUpOBaHHE YIPaBIEHYECKOH JAEATENIbHOCTH : yued. mocodue /
A.A. Paznopoxusiii. — Mocksa : UTHOPA-M, 2018. — 304 c¢. — (Bricee oOpa3zoBanue:
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. Kysuenos, . H. JlenonpousBoactBo: yueOHO-cripaBounoe ocodue / M. H. Ky3nenos. - 9-¢
u3M., nepepad. — Mocksa: Jlamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
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https://znanium.com/read?id=359359

Texct: osnextponusii. - URL: https://znanium.com/catalog/product/1093496
obpamenust: 16.12.2020). — Pexxum mocTyma: 1mo moamnucke.

(nata

JlonoJIHUTeIbHAS JIUTepaTypa:

1..KampiieB, D. H. CoBpemMeHHOE AOKYMEHTOBeIEHHE : ydeOHOoe mocobOue [DIeKTpOHHBIN
pecypc] / O. H. Kawmpmmes, I'. [0. JlutBunmeBa, O. KO Marpeea; HarnmoHanbpHbIN
uccienosarenbckuil Tomckuil nonurexHuueckuit ynusepcuter (TIIY). — 1 kommbroTepHblit
daiin (pdf; 887 KB). — Tomck: Uzn-Bo TIIY, 2012. — 3arnaBue ¢ THUTYJIBHOTO JKpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

6.2 UnopManiioHHOE ¥ IPOrpaMMHOe oOecneyeHue
Internet-pecypchni:

o ccbuike: https://www.lib.tpu.ru/html/irs-and-pdb.

HpO(l)eCCI/IOHaJ'IBHI)IG 0a3nl JaHHBbIX N I/IH(bOpMaI_[I/IOHHO'CHpaBO‘IHBIe CUCTCMbI NOCTYIIHbBI

Hcnonp3yemoe IUIIEH3MOHHOE IporpaMMHoe obecriedeHue (B cooTBeTcTBuUU C Ilepeunem
JUIIEH3UOHHOT0 ITporpaMmmMHoro obecrieuenus TITY):

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

7. OcobOble TpeOOBAHNS K MATEPUAILHO-TEXHHYECKOMY 00ecne4eHHI0 JUCIUTIMHBI

B yueOHOM mpoliecce HCIONB3YyeTCsl CleAyoIee O0OpyIOBaHUE IS MPAKTUYCCKUX
3aHATHN:

Ne

HanMeHoBaHMe cienuaJbHBIX MOMeEIEeHU I

HaunmeHoBaHue 000py/10BaHUs

1.

Aynuropus JUis IPOBeIeHUsT y4EOHBIX 3aHATHIA
BCEX THUIIOB, KYpCOBOTO MPOEKTUPOBAHUSI,
KOHCYJIbTALIUM, TEKYLIEr0 KOHTPOJIS U
MIPOMEKYTOUYHOM aTTECTALNKU

652055, Kemeponckas obnacte, . FOpra, yi.
Jlenunrpanckas, 1. 26, I'n. kopnye, 11

Jlocka aynuTopHas HacTeHHas— 1
IIT., KOMOBIOTEP — | MIT., IPOEKTOP
— 1mT., KOMIUIEKT yuyeOHoM mMebenn
Ha 38 mocajoYHbIX MECT, 3KpaH — 1
IIT., CTOJI, CTYyJ IpemnojaBaTens — 1
IT.

2. | Aynutopusi ajis npoBeAeHUsT yuyeOHBIX 3aHsTHil | Jlocka aymuTopHass HacTeHHas— 1
BCEX THUIIOB, KYpCOBOIO MPOEKTUPOBAHMS, | IT., KOMIblOTEp — 16 mT.,
KOHCYJIbTAIIMM,  TEKYIIEro  KOHTPOJsS | | MPOEKTOp —  lIMT., KOMIUIEKT
MIPOMEKYTOUHOM aTTeCTaluu yueOHOU Mebenu Ha 38

KomMnbrorepHslii kinacce
652055, Kemeposckas obGmacte, T. FOpra, yim.
Jlenwnrpasckas, 1. 26, Ti. kopirye, 15

MOCaI0YHBIX MECT, 3KpaH — | mT.,
CTOJI, CTYJ Ipenojasarens — 1 mrT.,
MIPUHTED JIa3epHBIA — 1 WIT., CKaHep
— 1 ., uiotTep — 1 wr.



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

PaBouas mporpamma cocramiesa Ha ocuobe OBmel xapaxrepucTikn oGpasoBaTebHON
nporpamMMil no nanpasinenuio 38.03.01 Dxonomuxa’ OOI1 «Byxrarrepckuit yuer, ananus
aymuty/ cneunamisanus «byxrarrepekunii yuer, amanus u ayauT» (npuema 2018r., 3aounas
dopma obyuenus).

PaspaGorunx(u):

JomxnocTs INoamucs ©OHO

Jlouent e | MLA. Jlommnosa

Tporpamma oobpena Ha 3acenanun kadeapst IHACY (nporokon or «1 7» max 2018 r. Ne 19).

H.0. 3amecTHTENs IHpPEKTOPA,
HayaibHuk 00




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 TUCIUTUIUHBI

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. OGHOBJIECHO COEP)KAHNUE PA3ICTOB NUCIIUIUIMHBI
4. OGHOBJIEH CITUCOK JIUTEPATYPhI, B TOM YUCIIE€ CCHLUTOK
3BC




