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1. lesiu 0OCBOECHUSA TMCHUATIIUHBI

IlensitMu  OCBOGHHWS IUCHUIUIMHBI  sIBIIseTCS  (popMmupoBaHWE y  OOydYaromuxcs
onpenenenHoro OOIl (m. 5 OO6me#t xapakrepuctuku OOII) cocraBa KOMIIETCHIMHA st
MOJITOTOBKH K NMPO(eCcCHOHAIBHOM 1eATEeTHhHOCTH.

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 HIPEANPUATUIO Ul BEICHUS X035 CTBCHHON NEATEIBHOCTH C
npodeccnoHaIbHOM npUMeHeHHeM HH(OPMaIlHOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI
JeSTEIHOCTH Ha OIIK(Y)-1.Y9 YMeeT cOCTaBILITh YIPABICHYECKHE JOKYMEHTBI Pa3IMYHbIX BUJOB
OCHOBE
MHPOPMAIIOHHOH U
oubmmorpaduyeckoit
OTIK(Y)-1 KyJIBTYpPBI C §
IIpUMEHEHHEM 3HaeT CyIIECTBYIOIIUX CUCTEM JOKYMEHTAIIMH U 0COOCHHOCTEH NX
nH(pOpMaIOHHO- OTIK(Y)-1.39 IIPUMEHEHHS; BUIOB JOKYMEHTOB, IPUMEHSIOLINXCS B OpraHU3alliH;
KOMMYHHKAI[HOHHBI OCHOBHBIX PEKBU3UTOB YNPABICHYECKUX JOKYMEHTOB
X T€XHOJIOTUH U C
Y4ETOM OCHOBHBIX
TpeOoBaHMIA
WHPOPMAITIOHHON
6e30mMacHOCTH

3.IlnanupyemMble pe3yJbTaThl 00yUYeHHs MO TUCIHUTITHHE
[Tocne ycmemHOro OCBOCHHS JHMCHUIUIMHBI OyayT c(OpMHUpPOBaHBI PE3yJIbTAThI
00y4eHUsI:

IlnanupyeMble pe3yIbTaThl 00y4eHHs 110 AUCUHUILIHHE Kon

Kon HaunmeHnoBanmne KOMITETEHIIMH

PI-1 | VYMerp noKyMeHTambHO OGOPMIIATH XO3SIMCTBEHHbIe W yrpaBieHueckue | ONK(Y)-1
OIepalMy OPraHU3ANUHU/TIPSINPHUITHS HA PA3JIMYHBIX CTAAUAX KHU3HEHHOTO
IIMKJIA XO3SIHCTBYIOIIETO CyOhEKTa.

P/I-2 | HactpauBarh ¥ ONTHUMH3UPOBATH JOKYMEHTOOOOPOT  OpraHU3aIvu/

OPEANpUATHS, C YY4ETOM CKOPOCTH OOpalleHHs IOKyMEHTOB, 3aTpaT Ha OIK()-1
JIOKYMEHTO000pOT

P/I-3 | Ucnone3oBath  HOpMBI B mpodeccHoHadpHOH W obmectBeHHOM | OIK(Y)-1
JEATENbHOCTH

OI.ICHO‘IHBIG MCPONPUATHA  TCKYHICIO KOHTPOJIA U HpOMe)KYTOLIHOI\/'I aTrTeCTalnun
MMpEaACTaBJICHLI B KAJICHAAPHOM peﬁTHHF-HHaHe JUCHUITIINHBI.

3. CTpyKTypa M coJepKaHue TUCHHITIUHBI
OcHoBHBbIE BH/IbI YUeOHOMH AeSITEILHOCTH

PazaeJibl AMCHUNIMHBI Dopmupyemblii Buabl yueOHo# 1eATeIbHOCTH O0bem BpemeHH, 4.
pe3yabTaT
o0y4eHus o
JAMCIHILTHHE
Paspen 1. Jlokymenmauyuonnoe PA-1 Jlexuuu 3
obecneuenue — OCHOBA MEXHONO02UU PI['Z HpaKTquCKI/Ie 3aHATUS 2
ynpaejienun Ha60paT0pHBIC 3aHATUA -
CamocTosiTenpHas padoTa 20
Paznen 2 Odonmneuue P-1 Jlexunn 3




0MOeNIbHbIX 6UO06 OOKYMEHM 08 P/I-2 [IpakTnyeckue 3aHATHS 2
JlaGopaTopHbIe 3aHATHUS -
CamocTosTenbHas paboTa 20
Pasnen 3. Opzanuzayus PII-2 Jlexuuu 2
00KyMeHnmoobopoma Ha PJ-3 IIpakTHyecKHe 3aHATUS 2
npeonpusamuu JlaGopaTopHbIe 3aHATHUS -
CamocTosiTenpHas paboTa 18
UTOrO 72

Pasznea 1. /[okymenmayuonnoe obecneuenue — 0CHO8a MeXHOI02UU YNPAGICHUSA

OyeHnka co8peMEeHHO20 COCMOSAHUA OOKYMEHMAYUOHHO20 obecnedenus YnpasieHusl
(AOY). Daxmopul, érusiowue Ha €20 OPeAHUAYUIO U MEXHOTOSUIO 8 YUPEIHCOCHUSX PA3IUUHBIX
yposueii ynpasnenus. OpeaHuzayuoHHvle, npagosvle, COYUAIbHble U NCUXON0SUYECKUe ACNeKNbl
o0enonpouzeo0cmad.

Brusnue xapaxmepa ynpaenenusi, npuHyunos NpUHAMuUsA YNPAGIEHYECKUX peuleHul Ha
OPeaHU3AYUIO U MEXHOTO2UID OeIONPOU3B00CTEA.

Bzaumocesasv denonpouszsoocmea ¢ opeanuzayueti 6e00MCMEEHHO20 U 20CYOAPCMBEEHHO20
XpaueHust 0OKYMeHMO8.

Ilonamue  ooxymenma. Kraccuguxayua  ooxymenmos.  @DYHkyuu  OOKYMeHMA.
Yuupuyuposanmnwie cucmemul O0OKyMeHmayuu. Knaccugpuxkayuss  ynpaenienueckoii
0OKyMeHmayuu.

Tembl JIeKumii:

1. TlonsiTHE «IOKYMEHT» M «CHUCTEMBI JOKyMeHTarum». Kiaccupukamus ITOKyMEHTOB.
OyHKIUY TOKYMEHTA

2. TpeboBanus kK 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl NPaKTHYECKUX 3AHATHA:
1. Knaccuduxanus 1o0kyMeHToB. OYHKIUU TOKYMEHTA
2. TpeboBanus k 0pOPMIICHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBmia ohopMiIeHHsT PEKBH3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoe

OcHognbie 0cobeHHOCmU HANUCAHUA KOHCMAamupyloweu U pacnopsoumensHol yacmu
OP/l. Oghopmnenue npuxasa, bINUCKU U3 NPUKA3A, PACNOPAdCEHUE, YKA3AHUE NO OCHOBHOL
0esmenbHOCMU OP2aHU3AYUU.

Tpebosanuss « cocmagienuilo U OQOPMICHUIO DA3TUYHLIX  BUOO8 CHPABOYHOLL
ooxkymenmayuu. CocmasneHusi mexcma uUH@GOPMAYUOHHO-CHPABOUHBIX OOKYMEHMOS.

TeMbl JeKINA:
3.0¢opmMieHne opraHu3alOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIIUH.
4.IlpaBuna ohopmiaeHUs HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIUH.

Tembl NPaKTHYECKUX 3AHATHIA:

3.0dopmiieHue opraHu3aluoOHHO-PACTIOPSIIUTENHHON JOKYMEHTAIIHH.
4 IlpaBuna ohopmiieHuss ”HOOPMAITMOHHO-CIIPABOYHON TOKYMEHTAITUN

Pasnen 3. Opeanuzayus 0okymenmoobopoma na npeonpuamuu

Onpedenenue nowsmusi «00Kymenmooobopomy. ObOwue npuHyunvl U MemooudecKue
OCHOBbI Op2aHU3aAYUU OOKYMEHMOo060poma, ux peaiu3ayus 6 0elucmsyloumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.

Cmpyxmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKO8. Obvem
00KYyMeHmoobopoma yupesxicoeHus. Yuem Koauvecmea 00OKyMeHmos.




Ilpuem, npoxodxcoenue U NOPAOOK  UCNOJHEHUs  NOCMYNAIOWUX — OOKYMEHMOS.
Ixcneduyuonunas oopabomka ookymenmos. Ilpedsapumenvroe paccmompernue OOKYMEHMOS.
Paccmompenue 0okymenmos pykogoocmeom yupexicoeHus u Hanpasienue ux Ha UCHOIHeHuUe.

Jlocmaska O00OKyMeHmMO8 UCNOIHUMENAM, NOPAOOK UX npuema u nepedayu. Paboma
ucnoarHumens ¢ Ookymenmamu. IOmanvl ucnoanenus. llopsadok obpabomxu omnpaeisiemvix
0okymenmos. Ilpasuna opeanuzayuu 08udCeHUs: 6HYMpeHHUx OoKymenmos. Hanpaenenus
COBepULeHCMB08AHUSL OOKYMEHMO000poma 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 JOKYMEHTO000POTa: PErUCTpaisl JTOKYMEHTOB, KOHTPOJIb MCIIOJHEHHS TOKYMEHTOB,
(dbopMHUpOBaHUE U XpPaHCHHE JICI.

4.YyeOHO-MeTOANYECKOE U HH(POpMALIMOHHOE 00ecnieYeHue TN CUMILTUHBI

4.1. Y4eOHO-MeTOAHYECKOE OOecrieYeHue

OcHoBHas iMTeparypa:

1. beixosa, T. A. [lenmonpousBozactso : yueOnuk / T. A. beikoBa, JI. M. Bsutosa, JI. B. Cankuna,
non obur. pex. npod. T. B. Ky3nenooit. — 3-e u3zf., nepepad. u nomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + [domn. marepuaisl [ DneKTpoHHBIH pecype]. — (Briciiee oOpa3oBanme:
bakanaBpuar). - ISBN 978-5-16-004923-6. - Tekcr : oamekrponnsidi. - URL:
https://znanium.com/catalog/product/991884 (mata oOpamenus: 16.12.2020). — Pexum
JOCTYTA: 1O TOJIMUCKE.

2. KprokoBa Hwuna IlerpoBHa. JIoKyMEHTHpOBAaHHE YIPABICHUYECKOW NEATEIBLHOCTH. y4eOHOE
nocobue / H. II. KprokoBa. - MockBa: UH®PA-M, 2019. - 268 c. Pexum pocryma:
https://znanium.com/read?id=359359

3. Pa3znopoxusiif, A. A. JIOKyMEHTUpOBaHHE YIIPaBIEHYECKOH AEATENIbHOCTH : yued. mocodue /
A.A. Paznopoxnsiii. — Mocksa : UH®OPA-M, 2018. — 304 c¢. — (Bricmiee oOpa3zoBanue:
bakanaspuar). - |ISBN 978-5-16-011744-7. - Tekcr : onextponHsii. - URL:
https://znanium.com/catalog/product/969585 (mata obpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 MOATHCKE.

4. Kysnernos, U. H. Jlenonpou3BoactBo: yaeoHO-cripaBouHoe nocodue / 1. H. Ky3nenos. - 9-¢
u3f., nepepad. — Mocksa: Jlamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texcr: onexktponnsiif. - URL: https://znanium.com/catalog/product/1093496 (nata
oOpamenus: 16.12.2020). — Pexxum qoctyna: mo noJmucke.

4.2 UndopManuoHHOE M MPOrPaMMHOe o0ecnieyeHue
Internet-pecypchni:

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

ITpodeccronanbhbie 6a3pl JaHHBIX W WHPOPMAIIMOHHO-CIIPABOYHBIC CHCTEMbI JOCTYITHBI
o cceuike: https://www.lib.tpu.ru/html/irs-and-pdb.

Hcnonp3yemoe IUIIEH3MOHHOE NporpaMMHoe obecriedeHue (B cooTBeTcTBuUU C I[lepeunem
JMIIEH3UOHHOTO MporpaMmHoro obecrieuenus TIIY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.
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