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1. Ilesin ocBOEHUS TUCHUTLIMHBI
enssMu  OCBOCHHMST  IUCIMIUIMHBI ~ SBJISETCS  (OPMHpPOBaHHE y  OOYyYaroImuXcs
onpeaenennoro OOIl (m.6. OO6me# xapaktepuctuku OOII) cocraBa KOMIETCHIMA st
MOJITOTOBKH K TPOPECCUOHATBHOMN I TEITLHOCTH.

HanmenoBanne "
CocraBasionye pe3yJIbTaTOB 0CBOCHH (I1eCKPUNTOPHI KOMIIETEHIHIA)
Kon KOMBCIEITAN PesyabTaThl
KOMIIETCHIIHH OCBOCHMSA Ko I N CHOR e
oon A
CnocobeH penats Brnaneer HaBbikaMu o opMIIeHUS HauOoJee BaKHBIX
CTaHJApTHBIE 33/1a41 OIIK(Y) -| IOKYMEHTOB CUCTEMBI OPTaHU3aLUOHHO-
npodeccnoHaIbHOM P5 1. B4 pacnopsauTeIbHON 1 HHPOPMAIIOHHO-CIIPAaBOYHOMH
JeATeIBHOCTH Ha JJOKyMEHTAIIMH B COOTBETCTBUH C HOPMaMH U NPaBHJIaMHI
OCHOBE YMeet cocTaBisITh U 0QOPMIITH YIpaBIeHUECKHE
nH(OPMAITMOHHOH 1 OIIK(Y) -| mOKyMeHTHI, B TOM 4YHCIe HH()OPMAIIOHHO-CIIPABOYHBIC,
6ubnrorpadueckoit 1. Y4 | B cooTBeTcTBUH C TPEOOBAHMSIMU MPABOBBIX AKTOB U
KyJIBTYpBI C CTaHJapTOB
OIK(Y)-1 YABTYP aap

MIPUMEHEHHEM
WHPOPMAIIOHHO-
KOMMYHHKATAORHH 3HaeT OCHOBHBIE TEH/E a3 €JIOTIPOHU3BOJICTBA

o HAeT OCHOBHBIE TCHICHIINHU PA3BUTHUS JETONPOU3BOACTB
X TEXHOJIOTHI1 U ¢ OIIK(Y) - FICHLIIH P A P A

B TOCYZapCTBEHHOM alapare yIpaBICHUS U Pa3IHIHbIX
Y4€TOM OCHOBHBIX 1.34
o OpraHM3anusIxX

TpeOOBaHMIA
WHPOPMAITIOHHON
0e30mMacHOCTH

2. Mecto qnucuuniauabl B cTpykrype OOII
JucuuriuHaa OTHOCUTCA K BapruaTUBHOM yactu biioka 1 yueGHoro niana oOpa3zoBareabHOM
POTPaMMBIL.

3. Ianmpyembie pe3yabTaThl 00y4YeHHs MO AUCHUTLINHE
[locne ycmemHOro OCBOCHUS JHMCHUIUIMHBI OyayT c(OpMHUpPOBaHBI PE3yJIbTAThI
00yJeHUsI:

ILtannpyemble pe3yabTaThl 00y4eHHUs! 110 JUCHHUILINHE Kommnerennus

Kon HaunmeHnoBanmne

PJI-1 | Cnocoben oQopmidTh HOKyMEHTHI, 3HaTh BUAbl JokyMeHToB U | OIIK(Y)-1
TpeOoBaHUs K UX 0(hOPMIIEHHUIO

P/I-2 | CriocobeH opraHu3oBaTh W BECTH cHcTeMy JokymeHtoobopora B | OIIK(Y) -1
OpraHu3aIuu

PI-3 | CrocobeH mpuMeHATh Ha MpaKTHKEe 3HaHUS OCHOBHBIX TeHaeHiwi | OIK(Y) -1
pa3BUTHS JEIONPOU3BOICTBA

OI.ICHO‘IHBIG MCPONPUATHA  TCKYHICI'O KOHTPOJIA U HpOMe)KYTOqHOﬁ aTTcCTalluu
MMpEACTaBJICHLI B KAJICHAAPHOM peﬁTHHF-HHaHe JUCHUITIINHBI.

4. CTpyKTypa u coJep;KaHue AUCHHUIINHBI
OcHoBHbBIC BU/bI Y4eOHOH AeATEJIbHOCTH

Pa3aeiibl AU CHHUIIMHBI Dopmupyemblii Buabl yueoHO# 1eATeIbHOCTH Oo0beM
pe3yJbTar BpeMeHH, Y.
o0y4eHus o
JTUCHHUILIMHE
Pasnen 1. JJoxkymenmayuonnoe PI-1 Jlexuuu 2
obecneuenue — 0CHO6A MEXHOI02UU PH'Z HpaKTI/I‘IeCKI/Ie 3aHATUA 2
ynpaejienus Ha6opaTopHLIe 3aHATUA -
CamocTosiTenpHas padoTa 20




Pa3znen 2. Ogopmnenue P/I-1 Jlexuyn 2
0moebHbIX 6U006 OOKYMEHINO0E PJI-2 HIpaKTHIECKHE 3aHATHS 2
JlabopaTopHbIe 3aHATHUS -
CamocTosiTenbHas paboTa 20
Pazjen 3. Opzanusayus PJI-2 Jlexnuu 4
OoKymenmoodopoma Ha P/I-3 [IpakTHyeckue 3aHATUS 2
npeonpusamuu JlaboparopHbIe 3aHATHUS -
CamocTosiTenbHas paboTa 18
Hroro 72

Couepmaﬂne pa3ae/;ioB ITMCHUIIJIMHBI:

Pasznea 1. /[okymenmayuonnoe odecneuenue — 0CHO8a MEeXHOI02UU YNPAGICHUA

OyeHnka co8peMEeHHO20 COCMOSAHUA OOKYMEHMAYUOHHO20 obecnedenus YnpasieHusl
(AOY). @axmopwi, enuaowue Ha e20 OP2AHU3AYUIO U TNEXHOIO02UIO 8 YUPEAHCOCHUSX PA3IUUHBIX
yposHeiti ynpasnenus. Opeanu3ayuoHusie, npagosvle, COYUAIbHbIE U NCUXOI02ULEeCKUEe ACHeKmbl
o0enonpouzeo0cmad.

Brusnue xapaxmepa ynpasnenus, npunyunos NpuHamMus YNpaeieH4eckux peuieHull Ha
Op2aHU3aYUIO U MEXHON02UIO 0EeIONPOU3B00CNEA.

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

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

Tembl JeKUMit:

1. Tlonatue «IOKYMEHT» M «CUCTeMbl JOKyMeHTauum». Kmaccuduxamms AOKYMEHTOB.
DyHKINUH JOKYMEHTA

2. TpeGoBanus K 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

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

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoes

OcHogHble 0CcODEeHHOCMU HANUCAHUS KOHCMamupylwelu U pacnopsaoumensHol yacmu
OPJl. Ogopmnenue npukasa, 6blnuUcKU U3 NPUKA3A, PACNOpAN*CEHUE, YKA3aHUe N0 OCHOBHOL
oesmenbHOCMU OP2aHU3AYUL.

Tpebosanusi «k cocmagnenuilo U OQOPMAEHUIO PASTUYHLIX U008 CHPABOYHOLL
doxymenmayuu. CocmasieHus mexcma UH@GOPMAYUOHHO-CNPABOUHBIX OOKYMEHMO8.

Tembl Jekumii:
3.0dopmiieHue opraHu3aluoOHHO-PACTIOPSIAUTETHHON JOKYMEHTAIIHH.
4 ITpaBuna oopmiieHuss ”HOOPMAITMOHHO-CIIPABOYHOU TOKYMEHTAITUH.

Tembl IPaKTHYECKUX 3AHATHA:

3.0¢opmieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIUH.
4.IlpaBuna ohopmieHUsT HTHPOPMAITMOHHO-CIIPABOYHOMN TOKYMEHTALIUN

Pasnen 3. Opzanuszayus 0okymenmooo6opoma na npeonpusamuu




Onpedenenue nowsamusi «0okymenmoodoopomy. Obwue npuHyunvl U MemooudecKue
OCHOBbL Op2aHU3AYUU OOKYMEHMO0b0opoma, ux pearuzayus 8 0elucmsyuux 20cy0apcmeeHHblx
HOPMAMUBHLIX OOKYMEHMAX.

Cmpyxmypa u obwas Xapaxkmepucmuxa OOKYMeHmMONnomoKo8. Obvem
00KyMeHmoobopoma yupexicoeHus. Yuem Koauuecmea 00OKyMeHmos.

Ilpuem, npoxooicoeHue U NOPAOOK  UCNOJIHEHUSI NOCMYNAOWUX — OOKYMEHMOS.
Okcneduyuonnas obpabomra O0okymenmos. IllpedsapumenvHoe paccmompenue OOKYMEHMOS.
Paccmompenue doxymenmos pykogoocmeom yupescoeHus: u Hanpagienue ux Ha UCNOIHeHue.

Hocmaska 00KymeHmos8 ucnonHumensm, NOpsAOOK ux npuema u nepeoayu. Paboma
ucnonnumens ¢ Ookymewmamu. Omansl ucnonnenus. Ilopsdox obpabomku omnpagnsiemvlx
O0okymenmos. Illpasuna opzanuzayuu O06udceHUus 6HympeHHux oO0oxKymenmos. Hanpaenenus
COBEPULEHCNBOBAHUSL OOKYMEHMO0O0poma u nymu e20 COKpaujeHus.

TeMbl JTeKUMi:
5.0tarmnbl TOKyMEHTOO00pOTa Ha MIPEANPUSITHH.
6. OTaenbHBIE ATalbl TOKYMEHTOOOOPOTA: PETUCTpAlMs JTOKYMEHTOB, KOHTPOJb HCIIOJTHEHUS
JTOKYMEHTOB, (POPMHUPOBAHUE U XPAHEHUE JIETI.

TeMbl NIPaKTUYECKUX 3aHATHIA:
5. Drtamnbl JOKYMEHTO000pOTa: PErucTpalus JOKYMEHTOB, KOHTPOJIb MCIIOJHEHUS JOKYMEHTOB,
(GopMHUpPOBAaHUE U XPAHEHUE .

5. Opranusanusi cCaMoCTOSITeIbHON PaGoThI CTYIEHTOB
CamocrosTenbHas paboTa CTYIEHTOB NPHU H3YYEHHM JUCLUIUIMHBI MPEJyCMOTpEHa B
CJICAYIONINX BUAAX U (opMax:

— Pabora ¢ neKIMOHHBIM MaTepuanoM, IOUCK M 0030p JUTEpaTypbl U 3JIEKTPOHHBIX
UCTOYHUKOB MH(OPMALIUK 110 UHAUBUYaJIbHO 33JaHHON IIpobieMe Kypca;

— H3yueHue Tem, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IIPOPAOOTKY;

— Ilouck, aHanu3, CTpyKTypUpOBaHHUE U Npe3eHTauus HH(opMaumy;

— lloaroroBka K MPakKTUYECKUM 3aHITHSM;

— MHccnenoBarenbckass paboTa M ydyacTHE B HAayYHBIX CTYJIEHYECKHUX KOH(EpEeHIMsIX,
CcEMHHapax W OJIMMIINAJAX;

— IloaroroBka K pemIeHNIO NPAKTUYECKUX CUTYallni U 3a1aHUM, KEHCOB.

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

6.1. YueOHO-MeTOANYECKOE O0ecIieueHue

OcHoBHasi iMTEpaTypa

1. beixoBa, T. A. JlenonpousBoactso : yueOuuk / T. A. beikoBa, JI. M. Bsinoga, JI. B. Cankuna,
nox obur. pex. npod. T. B. Ky3nernooit. — 3-e u3zf., nepepad. u ngomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + on. matepuansl [IneKTpoHHbINH pecypc]|. — (Bricmiee o6pa3zoBanue:
bakanaspuar). - ISBN 978-5-16-004923-6. - Tekcr: osnektponHsidi. - URL:
https://znanium.com/catalog/product/991884 (mata oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 MOATHCKE.

2. KprokoBa Huna IlerpoBHa. JIoKyMEHTHpOBaHWE YIPABICHUECKOW NEATEIHHOCTH: y4eOHOE
nocobue / H. II. KprokoBa. - MockBa: UHOPA-M, 2019. - 268 c. Pexxum nocryma:
https://znanium.com/read?id=359359

3. Paznopoxusiif, A. A. JIOKyMEeHTUpOBaHHE YIPaBIEHYECKOH AeATENIbHOCTH : yued. mocodue /
A.A. Paznopoxssiii. — Mocksa : UTH®OPA-M, 2018. — 304 c¢. — (Bricmee oOpa3zoBaHue:
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.



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

4. Kysnernos, 1. H. Jlenonpou3BoactBo: yaeoHo-cripaBouHoe nocodue / 1. H. Ky3neros. - 9-¢
u3a., nepepad. — Mocka: JlamkoB u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texct : oamektpoHHbld. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamenust: 16.12.2020). — Pexxum mocTyma: 1mo moamnucke.

JlonoJIHUTeIbHAS JIUTepaTypa:

1..KamprmieB, D. H. CoBpemMeHHOE AOKYMEHTOBeIEHHE : ydeOHOe MmocoOue [DIeKTPOHHBIN
pecypc] / O. H. Kawmpmmes, I'. [0. JlutBunmeBa, O. KO MarpeeBa; HarnmonanbHbIN
uccienosarenbckuid Tomckuil nomurexHudeckuit ynusepcuter (TIIY). — 1 kommbroTepHbIit
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 UuopManioHHOE M IPOrpaMMHOe o0ecreyeHue
Internet-pecypchni:

[Ipodeccronanbubie 6a3bl TaHHBIX M HHPOPMAIMOHHO-CIPABOYHBIC CHCTEMBI JOCTYITHBI
o ccbuike: https://www.lib.tpu.ru/html/irs-and-pdb.

Hcnonbp3yemoe NHIIEH3MOHHOE MporpaMMHoe obOecrieuenne (B cooTBercTBuM c Ilepeunem
JIMI[EH3MOHHOT0 NMporpaMmMHuoro odecnedenus TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Oco0Oble TpeOOBAHNS K MATEPUAILHO-TEXHHYECKOMY 00ecne4eHHI0 JUCIUIIMHBI

B yueOHOM mpoliecce HCIONB3yeTCsl CleAyolee O0OpyIOBaHUE IS MPAKTUYCCKUX
3aHSITHH:

Ne HaumeHoBaHHe crieHAJIbHBIX IOMELICHHI HaumeHoBaHue 000pya0BaHus

1. | Aymutopusi nmnsi mpoBeneHus ydeOHbIX 3aHsATHH | [locka ayamTopHas HacTeHHas— | 1mIT.,
BCEX  THIIOB, KYypCOBOTO  NPOEKTHUPOBaHM, | KOMOblOTep — | mT., mpoektop — lmr.,
KOHCYJIbTaIUH, TEKYIIEro KOHTPOJIS U | KOMIUIGKT y4eOHOH wmebenmu Ha 38
MIPOMEXKYTOUHON aTTeCTalH MOCAJOYHBIX MECT, 3KpaH — | mrT., cTou,
652055, Kemeposckas obnacts, T. Opra, yin. | ctyn mpemomasatens — 1 mr., cTeHn — 2
Jlenunurpanckas, 1. 26, I'n. kopmyc, 11 IIT., TJIaKatT — 2 IT.

Pabouas mporpamma cocraBieHa Ha ocHoBe OOIiel XapaKTepUCTHKU 00pa3oBaTeIbHOM
nporpaMMbl o HampaBieHuto  38.03.01 DOkonomuka/ oOpas3oBarenbHas Iporpamma
«OKxoHOMUKay/ cnenuanuzanus «byxrantepckuil yder, aHanu3 u ayaut»(mpuéma 2016 r.
3a04Has popma oOyueHUs).

PazpaboTumk:
HomxsocTs Toanmmcs 7 DHO
JIOLEHT XS C Jlommnoa M.A.

[Iporpamma ono6pena Ha sacenanun kadeaps: IHACY (nporokon ot «16» mions 2016 r. Ne
M

H.o0. 3amecTuTens AupeKkTopa, VA, /
HadarbHUK OO, K.T.H., JOUCHT / 7
p P

Wl 4 TConoackuit C.A./
ﬂ<)iumc{;



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

JInct u3MeHeHnuii paboydeii mporpaMMbl JMCHUIIHHBI:

Yueonnlii | Cogep:xanue /u3MeHeHHE Oo0cy:xneHo Ha
roj 3aceJaHUM
OTaenenus /
Kadenpbl
(mpoToxo.1)
2017/2018 | 1. OGHOBJIEHO POrpaMMHOE OOECIICUCHHE o1 06.04.2017r. Nel6
y4eOHBIN 2. O6HOBIIEH cocTaB MpodecCHOHATBHBIX 0a3 TaHHBIX U
roj UH(OPMALIMOHHO-CITPABOYHBIX CHCTEM
3. OOGHOBIIEHO coOJIepKaHUE PA3/IeTIOB TUCIUIUIUHBI
4. OOHOBIIEH CITUCOK JINTEPATYPHI, B TOM YHUCIIE CCHIIOK
9bC
2018/2019 | 1. O6HOBIIEHO MPOrPAMMHOE 0O€ECIICUECHHE or 17.05.2018r. Ne
y4ueOHBI 2. O6HOBIIEH cocTaB MpoQecCHoHaNbHBIX 0a3 JaHHBIX 1 | 19
roj WH(}OPMaILMOHHO-CIIPABOYHBIX CUCTEM
3. OGHOBJIEHO COEP)KAHUE PA3]IETIOB NUCIIUILUIMHBI
4. OGHOBIIEH CMHCOK JIUTEPATYPHI, B TOM YHCIIE CCHUIOK
3BC
5. 3MeHeHa cucrema OLieHUBaHUs
2019/2020 | 1. OGHOBJIEHO POrpaMMHOE OOECIICYCHHE o1 06.06.20191r.Ne 9
y4eOHBIN 2. O6HOBNEH cocTaB MpodeccnoHaNbHBIX 0a3 JaHHBIX U
roj MH(POPMALMOHHO-CIIPABOYHBIX CHCTEM
3. OOGHOBINIEHO COJIepKaHUE PA3/IeTIOB TUCIUTUIMHBI
4. OOHOBIIEH CITUCOK JINTEPATYPHI, B TOM YHUCIIE CCHLIOK
9BC
2020/2021 | 1. OGHOBJIEHO POrPaMMHOE OOeCIICUECHHE ot 18.06.2020r. Ne 8
y4eOHBIi 2. O6HOBIEH cocTaB MpodeccnoHaNbHBIX 0a3 JaHHBIX U
ros WH(OPMAaIIMOHHO-CIIPABOYHBIX CUCTEM

3. OGHOBJIEHO COIEp>)KaHUE PA3IETIOB TUCITUIUIMHBI

4. OOHOBJIEH CITHCOK JIUTCPATypPhbI, B TOM HUCJIC CCBIJIOK
OBC




