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porpamma
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VYpoBenb 00pa3zoBaHus | BeIcuiee oOpa3oBaHue - OakaiaBpuaT

Kypc 1 ‘ ceMeCTp | 2
TpynoeMKoCTb B KpeuTax 2
(3aYETHBIX EAUHUIIAX )
Buapl yueOHo# BpemenHoii pecypc
JeSITENIbHOCTH
Jlexuun 8
KonTaktHas (ayauropHast) [IpakTrueckue 3aHATUS 6
pabora, u JlaGopaTopHble 3aHATHS -
AynuropHas padora (BCET'O) 14
CamocTosTenbHas pabora, 4 58
HUTOI'O, u 72
Bun npomexyTouHoit 3a4éT ObecnieunBaroniee I0OTH
aTTecTaluu HoJpa3JiesieHue
1. llean ocBOEHMSI AN CIMIIJIMHBI
IlensitMu  ocBOEHHUS UCUUIUIMHBI  sIBIEeTCS  (pOopMHUpOBaHUE oOyJaromuxcs



onpenenenHoro OOIl (m. 5 OOmei xapakrepuctuku OOII) coctaBa KOMMIETEHIMH JUist
HOATOTOBKH K PO(eCCHOHATBHON AEATETLHOCTH.

CocraBasionye pe3yJIbTaTOB 0CBOCHH (1eCKPUINTOPHI KOMIIETEHIIHIA)
Kon
PR — HanmenoBanne
KOMIIETEeHLIMH Kon HaumenoBanue
CrnocobeH penats Brnaneer HaBbIKAMU COCTaBIEHUS JOKYMEHTOB, HEOOXOJMMBIX
CTaHJAapTHBIE 33/1a41 OIIK(Y)-1.B9 MPEANPHUATHIO IS BEICHUS X035 CTBEHHON AEATEIBHOCTH C
npodeccnoHanbHOM npUMeHeHHeM HH(OPMaIlHOHHO-KOMMYHHKAIIMOHHBIX TeXHOJIOTHI
JEeSATeIbHOCTH Ha OIIK(Y)-1.Y9 YMeeT cocTaBIIsATh YIPaBICHUECKHE JOKYMEHTBI pa3IMYHbIX BUJOB
OCHOBE
nH(OPMAITOHHOH 1
oubnrorpadueckoit
OTIK(Y)-1 KyJIBTYpPBI C §
MIPUMEHEHHEM 3HaeT CyIIECTBYIOIIUX CUCTEM JOKYMEHTAIlMH U 0COOEHHOCTEH nX
nH(pOpPMAITIOHHO- OTIK(Y)-1.39 MPUMEHEHHST; BUIOB JOKyMEHTOB, IPUMEHSIOIIUXCS B OpTaHU3aIHY;
KOMMYHHKAI[HOHHBI OCHOBHBIX PEKBU3HTOB YIIPABICHYECKHX JOKYMEHTOB
X T€XHOJIOTUH U C
Y4€TOM OCHOBHBIX
TpeOOBaHMIA
WHPOPMAITHOHHON
0e30mMacHOCTH

3.IlnanupyeMble pe3yJbTaThl 00yUYeHHs MO TUCIHUTITHHE

[locne ycmemHOro OCBOEHUS AMCLHMILIMHBI OyayT chopMHpOBaHBI PE3yJIbTATh

o0yueHus:

IlnanupyeMble pe3y1bTaThl 00y4eHHs 110 AUCUHUILIHHE Kon

Kon HaumenoBanue KOMIETEHIHI

PA-1 | YMerh nokyMeHTambHO OGOPMIIATH XO3SICTBEHHbIe M yrpaBieHueckue | OHUK(Y)-1
OTIEpallU OPTaHU3AIMH/TIPEITPUATHS HA PA3TMYHBIX CTATUSAX KU3HEHHOTO
IIUKJIa XO3HCTBYIOLIEro CyOBEKTa.

PI-2 | HactpamBarh W  ONTUMH3UPOBATH JOKYMEHTOOOOPOT  OpraHU3amun/
OpeanpusATHs, ¢ y4ETOM CKOPOCTH OOpalleHHs IOKYMEHTOB, 3aTpaT Ha OMKM)1
JIOKYMEHTO000pOT

P-3 | Ucnone3oBath HOpMBI B  mpodeccHoHanbHOW W oOuiectBeHHoi | ONK(Y)-1

JCATCIIBHOCTH

OHGHO‘IHI)IG MCPONPUATHA TCKYHICTO KOHTPOJIA H HpOMe)KYTO‘-IHOI\/'I aTrTeCTanmu
MMPEACTAaBJICHBI B KAJICHAAPHOM peﬁTI/IHF'HHaHC JAUCIUITIMHBI.

3. CTpyKTypa M cojep:kaHue JHCHUIIIMHbI
OcHoBHBbIE BH/IbI YU4eOHOMH AeSITEILHOCTH

PazaeJibl AMCHUMNIMHBI Dopmupyemblii Buabl yueOHo# 1eATeIbHOCTH O0bem BpemMeHH, 4.
pe3yabTat
00yuyeHus no
JAUCIHHUIIINHE
Paspen 1. Jloxymenmauyuonnoe P/I-1 Jlexyn 3
obecneueHue — OCHOBA MEXHONO0ZUU PJI-2 [TpakTHueCKHe 3aHATUS 2
ynpaenenus JlaGopaTopHbIe 3aHITHS -
CamocrosrenbHas pabora 20
Paznen 2. Odopmnenue PJI-1 Jlexmyu 3
0mMOenbHbIX 6UO06 OOKYMEHM 08 PJI-2 IIpakTHyecKue 3aHATHS 2
JlaGopaTopHbie 3aHITHS -
CamocrosTenbHas pabora 20
Pazzien 3. Opzanusauus PI-2 Jlexuun 2




00Kymenmooodopoma Ha PJ1-3 [IpakTrueckue 3aHATHS 2

npeonpuamuu JlaboparopHble 3aHATHS -
CamocTosTenbHas paboTa 18

UTOIro 72

Pa3nen 1. ﬂoxymenmauuonuoe obecneuenue — 0OCHO8A MEXHOO02UU ynpaejienus

Oyenka co8peMeHH020 COCMOAHUS OOKYMEHMAYUOHHO20 obecnedenus YnpasieHus
(AOY). @axmopwi, enuaiowue Ha e2o0 Op2anU3AYUIO U MEXHOIOSUIO 8 VUPENCOEHUSX PA3TUYHBIX
yposHeiti ynpasnenus. OpeanuzayuoHusie, Npagosvle, COYUAIbHbIE U NCUXOI02UYECKUE ACNEKMbl
0eonpouU3800Ccmaa.

Brusnue xapaxmepa ynpaénenus, npunyunos NpuHAmMuUs YNPAeleH4ecKux peuleHull Ha
Op2aHU3AYUIO U MEXHON02UIO 0eIONPOU3B00CEA.

Bzaumocesazv oenonpouszsodcmea ¢ opeanuzayueti 6e00MCMEEHHO20 U 20CYOAPCNEEHHO20
Xpanenuss 0OKyMeHMO8.

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

Tembl JeKUMit:

1. TlonaTue «IOKYMEHT» M «CUCTeMbl JOKyMeHTauuuy». Krnaccuduxamums AOKyMEHTOB.
DyHKINUH JOKYyMEHTA

2. TpeGoBanus K 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

Tembl NPAKTHYECKHUX 3AHATHIL:
1. Knaccuduxanus 1o0kyMeHTOB. OYHKIIUU TOKYMEHTA
2. TpeboBanus Kk 0pOpPMIECHHIO PEKBU3UTOB NOKYMEHTOB. [IpaBuia odopMieHHs PEKBH3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoes

OcHogHble 0CcODEeHHOCMU HANUCAHUS KOHCmamupylwel U pacnopsaoumensHol yacmu
OPJl. Oghopmnenue npukasa, 6blnuUcKU U3 NPUKA3d, PACNOPAN*CEHUE, YKA3aHUe NO OCHOBHOL
oesmenbHOCMU OP2aHU3AYULL.

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

Tembl Jekumii:
3.0dopmieHne opraHu3aluoOHHO-PACTIOPSIUTENHHON JOKYMEHTAIIUH.
4.IIpaBuna odpopmiaeHUs] THPOPMAITMOHHO-CIIPABOYHOM TOKYMEHTAIUH.

Tembl IPaKTHYECKUX 3AaHATHHA:

3.0¢opmieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAITHH.
4.IlpaBuna ohopmieHUsT HTHPOPMAITMOHHO-CIIPABOYHOMN TOKYMEHTAIIUN

Pasnen 3. Opzanuszayus 0okymenmooo6opoma na npeonpusmuu

Onpeoenenue nousmus «0oKymeHmoooopomy. ObOwue NpuHYunvl U MemoouyecKue
OCHOBbL OP2AHU3AYUU OOKYMEHMOOOOPOMA, UX Peanru3ayus 6 Oeucmeyouux 20Cy0apCmeeHHbIX
HOPMAMUBHBIX OOKYMEHMAX.

Cmpyxmypa u  obwas  xapakxmepucmuxa OOKYMEHMONOMOKO8. Obvem
00KyMeHmoobopoma yupexicoenus. Yuem Koauvecmea 0OKYMeHmOos.

Ilpuem, npoxooicoenue u nOpsadOK  UCHOJHEHUsT NOCMYNAIOWUX — OOKYMEHMOS.
Drcneduyuonnas obpabomka O0okymenmos. Ilpedsapumenvrnoe paccmompeHue OOKYMEHMOS.
Paccmompenue 0okymenmoe pykosoOCmeom yupescOeHust U HanpasieHue ux Ha UCNoIHeHuUe.




Hocmaseka 00KymeHmo8 uUcnoiHumensim, NOpsO0OK ux npuema u nepeoauu. Paboma
ucnonrHumens ¢ Ookymenmamu. IOmanvl ucnonnenus. Ilopsaook obpabomxu omnpaensiemvix
ookymenmos. Ilpasuna opeanuzayuu O6udCeHUss 6HYMpeHHux Ookymenmos. Hanpaenenus
co8epuLeHcme08anusi 00OKyMeHmoobopoma u nymu e20 COKpaujetus.

Tembl JIeKUMi:
5.9Tansl 10KyMEHTO000pOTa Ha MIPEIIPUATHH.

6. OTaenbHBIE ATalbl TOKYMEHTOOOOPOTA: PETHUCTpalus JTOKYMEHTOB, KOHTPOJb HCIIOJTHEHUS
JIOKYMEHTOB, (pOpMUPOBaHHE U XPaHEHUE JIEII.

Tembl IPaKTHYECKUX 3aHATHIA:

5. Oransl JOKYMEHTOO00POTa: PEerucTpanus J10KyMEHTOB, KOHTPOJb MCIIOJHEHHs TOKYMEHTOB,
(dbopMHpOBaHUE U XpaHEHUE JIEI.

4.Y4yeOHO-MeTOINYECKOe H HH(pOpMALIMOHHOE 00ecnieyeHrue TN CIHTIITHHBI

4.1. YyeOHO-MeTOANYECKOe o0ecIeyeHue

OcHoBHas1 JIMTepaTypa:

1. beikoBa, T. A. lenonpousBoactso : yueobnuk / T. A. beikoBa, JI. M. Bsuosa, JI. B. Cankuna,
noxx oomr. pex. nmpod. T. B. Ky3nernooii. — 3-e usg., mepepad. u nom. — Mocksa : MTHOPA-
M, 2019. — 364 c. + Jlon. marepuainsl [DaeKTpoHHBIH pecype]. — (Briciiee oOpa3oBanue:
bakanmaBpuar). - ISBN 978-5-16-004923-6. - Tekcr : oanektponHbid. - URL:
https://znanium.com/catalog/product/991884 (mata oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: TIO TIOATIHCKE.

2. KprokoBa Huna IlerpoBHa. J[oKkyMEeHTHpOBaHME YMPaBIECHYECKOW NEATEIBHOCTH. yuyeOHOE
nocobue / H. II. KprokoBa. - MockBa: UH®PA-M, 2019. - 268 c. Pexxum pocryna:
https://znanium.com/read?id=359359

3. Paznmopoxusiid, A. A. JIOKyMEHTHPOBaHHE YIIPABICHYECKOH JEATEIBHOCTH : yued. mocoodue /
A.A. Paznopoxnsiii. — Mocksa : UTHOPA-M, 2018. — 304 c. — (Beicuiee oOpa3oBanue:
bakanaBpuar). - |ISBN 978-5-16-011744-7. - Tekcr : omekrponHsii. - URL:
https://znanium.com/catalog/product/969585 (mara obOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: TI0 TIOATTHCKE.

4. Kysznenos, 1. H. Jlenonpou3sBoacteo: yuedHo-cipaBouHoe nocooue / M. H. Ky3nenos. - 9-e
u3., nepepab. — Mocksa: Jlamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texct: osnextponHsii. - URL: https:/znanium.com/catalog/product/1093496  (nara
obparmenust: 16.12.2020). — Pexxum mocTyrma: 1mo mojamnucke.

4.2 Uu¢opManimoHHOEe ¥ IPOrpaMMHOe o0ecnieyeHne
Internet-pecypcsi:

Ilonusii  cnucok  MHrepHer-pecypcoB  mnpencrasineH Ha  caurte HTb  TIIY
(http://www.lib.tpu.ru/full_text.xml?lang=ru).

[Tpodeccuonanpupie 6a3bl JAHHBIX U UHPOPMAIMOHHO-CIPABOYHBIE CHUCTEMBI JOCTYITHbI
o ccbuike: https://www.lib.tpu.ru/html/irs-and-pdb.

I/ICHOHBSyCMOC JIMIICH3MUOHHOC HpOFpaMMHOC O6CCHC‘-ICHI/IC (B COOTBCTCTBHUU C HepequM
JUIIEH3UOHHOTO TTporpaMmMHoTo obecrieuenus TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.


https://znanium.com/read?id=359359
http://www.lib.tpu.ru/full_text.xml?lang=ru

