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1. Ilesiu 0OCBOEHUSA AU CHUATIUHBI

LenssMu  OCBOCHHMSI  TUCIMIUIMHBI ~ SIBJISETCS  (OPMHpPOBAaHHE y  OOYyYarOIuXcs
onpeaenennoro OOIl (m. 6. O6meit xapaktepuctuku OOII) cocraBa KOMMIETCHIMN st
MOJIrOTOBKH K TPOPECCUOHATBHOMN IS TEITLHOCTH.

Koxn Pesya CocraBasiioniye pe3yJbTaTOB 0CBOCHHS (1eCKPUNTOPbI KOMIIETEHLIHIH)
bTAThI
IO G HaunmeHoBaHHMe KoMIIETEHIINT 0CBOC
U Iy Kon HaumenoBanue
HHUSI
0011
CrniocobeH pemarh Bnaneer HaBbIKaMU COCTaBIEHUS JOKYMEHTOB,
CTaHJapTHBIC 327121 OTIK(Y)-1.B9 HEOOXOIUMBIX TIPESANPHUATHIO IS BEACHHS
PO eccHOHabHOM ’ XO3SICTBEHHOU JIEITEIbHOCTH C MPUMEHEHHEM
ACATCIBHOCTH Ha OCHOBC PS MH(POPMAILIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI
nH(OPMAITMOHHOH 1
oubnmorpadueckoit
OTK(Y)-1 | kymer FEI ébn NCHCHIEM OTIK(Y)-1.Y9 YMeeT CoCTaBISATh YIPaBIEHUECKUE JOKYMEHTEHI
YAbTYp P ’ pa3iIM4YHBIX BUIOB
WHPOPMAIIOHHO-
KOMMYHHKAIIHOHHBIX
TeXHOTOTHI H ¢ y4eToM 3HaeT CyIIECTBYIOIIUX CUCTEM JOKYMEHTAIMU U
OCHOBHBIX TpEGOBAHHE OTIK(Y)-1.39 0COOCHHOCTEH MX MPUMEHEHHST; BUJOB JOKyMEHTOB,
HHGOPMAIHOHHOH ’ NPUMEHSIOINXCS B OPraHU3alMi; OCHOBHBIX
6e30MACHOCTH PEKBH3UTOB YNPABICHYCCKUX TOKYMCHTOB

2. MecTo tuCHUITHHBI B cTpYKTYpe OOII
JucuunimHa oTHOCUTCA K BapuaTuBHOM yacTu biioka 1 yue6HOro mniana.

3. Mnanmpyemble pe3yabTaThl 00y4YeHHs MO JAUCIHUTLINHE
[locne ycmemrHoro OCBOEHHUS AMCHUIUIMHBI OyayT chOpMHpOBaHBI PE3YNbTATHI
00yJeHUsI:

ILiannpyembie pe3yJIbTaThbl 00y4eHHsI N0 AUCIHUILIHHE Komnerenuust

Kon HaumeHnoBanue

PI-1 | VYMerh nOKyMeHTambHO OGOPMIIATH XO3SICTBEHHbIe M yrpaBieHueckue | ONK(Y)-L.
OIepaIiy OPraHU3aANUU/TIPSINPHUITHS HA PA3JIMYHBIX CTAIAMUAX KU3HECHHOTO
IIMKJIA XO3SIHCTBYIOIIETO CyOhEKTa.

P/I-2 | HactpamBarh ® ONTHUMH3UPOBATH JOKYMEHTOOOOPOT  OpraHU3aInu/

OPEANpUATHS, C Y4ETOM CKOPOCTH OOpalleHHs IOKyMEHTOB, 3aTpaT Ha OLK()-1.
JIOKYMEHTO000pOT

PJ-3 | Ucnone3oBath HOpMBI B mpodeccHoHanmbHOM W obmiecTBeHHOM | ONK(Y)-1.
JesTeIbHOCTH

OI_ICHO‘-IHBIC MCPONPUATHA  TCKYHICIO KOHTPOJIA U HpOMC)KYTOQHOﬁ arTeCTalnnun
MMpEACTABJICHEI B KAJICHAAPHOM peﬁTnHr-nnaHe JUCHUITIINHBI.

4. CTpyKTypa H copep:KaHHe JUCHUTITHHBI
OcHoBHBIC BH/IbI Y4eOHOH NeATEeJbHOCTH

Pa3aeiibl AU CHHUIIMHBI Dopmupyemblii Buabl yueOHO# 1eATeIbHOCTH Oo0beM
pe3yabTat BpeMeHH, 4.

o0y4eHus o

JUCHUIIHHE

Pasnen 1. JJoxkymenmayuonnoe P/I-1 Jlexkuun 2

obecneuenue — 0CHO6a MEXHOIO2UU PII-2 ITpaKkTHYyecKue 3aHATUS 2

ynpaenenus JIa6opaTopHbIe 3aHATHS -
CamocTosiTenpHas padoTa 20




Pa3zpen 2. Ogopmnenue PA-1 Jlexuuu 2
0MmMOenbHbIX 61008 0OKYMEHMO8 PJI-2 HIpakTHYeCKHE 3aHATHS 2
JlaboparopHbIe 3aHATHS -
CamocTosTenbHas paboTa 20
Pasznen 3. Opzanuzauusn P/I-2 Jlexuun 4
O00KyMeHmoobopoma Ha PJI-3 [TpakTHueckue 3aHsTUS 2
npeonpuamuu JlaboparopHsble 3aHATHS -
CamocTosiTenpHas paboTa 18
Hroro 72

Cogeprkanue pa3iesoB AUCITUTUIHHBL:

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0CHOGA MEXHON02UU ynpaejienusn

OyeHnka co8peMeHHO020 COCMOSHUS OOKYMEHMAYUOHHO20 obecnedenus YNpasieHusl
(AOY). @axmopwi, enudowue Ha e20 OP2AHU3AYUIO U TNEXHOIO02UIO 8 YUPEIHCOCHUSAX PAZTIUUHBIX
yposHeiti ynpasnenus. Opeanuzayuonusie, Npagosvle, COYUAIbHbIE U NCUXOI02UYECKUE ACNEKMbl
0enonpouszeo0cmad.

Brusnue xapaxmepa ynpaeénenus, npunyunos npuHamusi YnpaeneHyeckux peuleHuu Ha
OpP2aHU3AYUIO U MEXHON02UI0 0eTIONPOU3B00CEA.

Bzaumoceazw denonpouszsodocmea ¢ opeanuzayueti 6e00MCMEEHHO20 U 20CY0APCMEEHHO20
XpaHeHrus 0OKyMeHmO8.

Ilonamue  ooxymenma. Kraccugurxayua  0oxymenmos.  @DYHkyuu  OOKYMeHMA.
Yuupuyuposanmnwie cucmemul O0OKyMeHmayuu. Knaccugpuxayua  ynpasnenueckot
0OKyMeHmayuu.

Tembl ek M:

1. TlonaTue «IOKYMEHT» M «CUCTEMbl JOKyMeHTauum». Knaccuduxamus AOKyMEHTOB.
OYHKINH TOKyMEHTa

2. TpeboBanus K 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl NPaKTHYECKUX 3AHATHA:
1. Knaccuduxanus 1o0kyMeHTOB. OYHKIUU TIOKYMEHTa
2. TpeboBanus Kk 0pOPMIICHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBmia oopMiIeHHsT PEKBH3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoes

OchosHble 0cOOeHHOCMU HANUCAHUA KOHCmamupylowjell U pacnopsaoumenbHou 4acmu
OP]]. Ogopmnenue npuxaza, bINUCKU U3 NPUKA3A, DPACNOPANCEHUE, YKA3AHUE NO OCHOBHOU
0esAmenbHOCU OP2AHU3AYUU.

Tpebosanusi «k cocmagnenuro U OQOPMAEHUIO PATUYHLIX U008 CHPABOYHOLL
ookymenmayuu. Cocmasienus mekcma UHGOPMAYUOHHO-CAPABOUHBIX OOKYMEHMOS.

Tembl Jexkumii:
3.0dopmiieHue opraHu3aluoOHHO-PACTIOPSIAUTETHHON JOKYMEHTAITHH.
4 ITpaBuna oopmieHuss ”HOOPMAITMOHHO-CIIPABOYHOM TOKYMEHTAITHH.

Tembl IPaKTHYECKUX 3AaHATHHA:

3.0dopmieHne opraHu3alMOHHO-PACTIOPSATUTETHFHON TOKYMEHTAITHH.
4 IlpaBuna ohopmieHUss HTHPOPMAITMOHHO-CIIPABOYHOMN TOKYMEHTAIIUN

Pasnen 3. Opzanuszayus 0okymenmooo6opoma na npeonpusmuu




Onpedenenue nowsamusi «0okymenmoodoopomy. Obwue npuHyunvl U MemooudecKue
OCHOBbL Op2aHU3AYUU OOKYMEHMO0O0poma, ux peanu3ayus 6 0elucmsyowux 20cy0apcmeeHHblx
HOPMAMUBHLIX OOKYMEHMAX.

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

Ilpuem, npoxooicoeHue U NOPAOOK  UCNOJIHEHUSI NOCMYNAOWUX — OOKYMEHMOS.
Drcneduyuonnas obpabomka O0okymenmos. Ilpedsapumenvroe paccmompeHnue OOKYMEHMOS.
Paccmompenue doxymenmos pykogoocmeom yupescoeHus: u Hanpagienue ux Ha UCHOIHeHUe.

Hocmaska 00KymeHmo8 ucnoaiHumenam, NOpPsAOOK Ux npuema u nepeoadu. Paboma
ucnonnumens ¢ O0okymewmamu. Omansl ucnonnenus. I[lopadox obpabomku omnpagisiemvlx
O0okymenmos. Illpasuna opzanuzayuu O06udceHUus 6HympeHHux oO0oxKymenmos. Hanpaenenus
COBEPULEHCNBOBAHUSL OOKYMEHMO0O0poma u nymu e20 COKpAujeHusl.

TeMbl JTeKUMi:
5.0tamnbl TOKyMEHTOO00pOTa Ha MIPEIPUITHH.
6. OTaenbHBIE ATAIBl TOKYMEHTOOOOPOTA: PETUCTpAIHs JOKYMEHTOB, KOHTPOJb HCIOJIHEHUS
JTOKYMEHTOB, (OPMHUPOBAHUE U XPAHEHUE JIETI.

TeMbl NIPaKTUYECKUX 3aHATHIA:
5. Drtamnbl JOKYMEHTO000pOTa: PErucTpalus JOKYMEHTOB, KOHTPOJIb MCIIOJIHEHUS JOKYMEHTOB,
(dbopMUpOBaHUE U XPAaHEHUE JIEII.

5.0pranusanusi CAMOCTOAITEIbLHONH PadoThI CTYICHTOB
CamocrosTenbHas paboTa CTYIEHTOB HPU H3YYEHHM JUCLUIUIMHBI MPEIyCMOTpPEHa B
CJICAYIONINX BUAAX U (opMax:

— Pabora ¢ neKUMOHHBIM MaTepuanoM, HOUCK M 0030p JIUTEPaTypbl U BIEKTPOHHBIX
UCTOYHUKOB MH(OPMAIUK 110 MHAUBUYAIbHO 3a/laHHOM poliieMe Kypca;

— H3yueHue Tem, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IIPOPAOOTKY;

— Ilouck, aHanus, CTpyKTypUpOBaHHUE U Npe3eHTauus HH(opMaiuuy;

— lloaroroBka K MpakTUYECKUM 3aHITHSM;

— MHccnenoBarenbckas paboTa W ydyacTHE B HAayYHBIX CTYIEHYECKHX KOH(EpEHIMsIX,
CcEMHHapax W OJIMMIINAJAX;

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

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

6.1. YueOHO-MeTOAMUYECKOE 00ecIeUueHne

OcHoBHas1 JIMTepaTypa:

1. beikoBa, T. A. Jlenonpou3Boactso : yuebnuk / T. A. beikoBa, JI. M. Bsnosa, JI. B. Cankuna,
noxx oomr. pex. nmpod. T. B. Ky3nernooii. — 3-e uzg., mepepad. u mqom. — Mocksa : MTHOPA-
M, 2019. — 364 c. + omn. matepuainsl [ DneKTpoHHBIH pecypc]. — (Briciiee oOpa3oBanume:
bakamaBpuar). - ISBN 978-5-16-004923-6. - Tekcr : oanektponHbid. - URL:
https://znanium.com/catalog/product/991884 (mata oOpamenus: 16.12.2020). — Pexum
nocrymna: no noanucke.KprokoBa Huna IlerpoBHa. JlokyMeHTHpOBaHME YIpPABIEHYECKOU
nesrenbHOCTH: yuyeObHoe nocodue / H. I1. KpwokoBa. - Mocksa: UHDOPA-M, 2019. - 268 c.
Pexxum noctyma: https://znanium.com/read?id=359359

2. Paznmopoxusiii, A. A. JIoKyMEHTHpPOBaHUE YIIPABIEHUYECKOM 1eATENbHOCTH : y4el. mocobue /
A.A. Paznopoxssiii. — Mocksa : UHOPA-M, 2018. — 304 c¢. — (Bricmee oOpa3zoBanue:
bakanaBpuat). - [ISBN 978-5-16-011744-7. - Tekcr : osnekrponHsld. - URL:
https://znanium.com/catalog/product/969585 (mata obpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 TOATHCKE.

3. Kysnernos, U. H. Jlenonpoun3BoacTBo: yueOHO-cripaBouHoe nocodue / M. H. Ky3ueros. - 9-¢
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https://znanium.com/read?id=359359

u3M., nepepad. — Mocksa: Jlamko u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texcr : oanektponnsid. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamenusi: 16.12.2020). — Pexxum rocTyma: 1mo noAmnucke.

JlonoJIHUTeIbHAS JIUTepaTypa:

1..KampimeB, D. H. CoBpeMeHHOE IOKYMEHTOBEACHHE : ydeOHOe Iocobue [DIIeKTPOHHBIN
pecypc] / 3. H. Kawmpimes, I'. 1. JlutBunnesa, O. KO MarseeBa, HarnuonanbHbIN
uccienoBarenbckuii Tomckuit momutexandeckuii yausepcuteT (TITY). — 1 KoMIbIOTEpHBIHA
daitn (pdf; 887 KB). — Tomck: U3za-so TIIY, 2012. — 3arnaBue ¢ THTYIBHOTO 3KpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

3.OCT 6.10.3-83. «VaudumupoBanusie cuctembl nokymertranuu (Y C/I). 3anuce uadopmanuu
B KOMMYHUKaTUBHOM (hopmaten. — M.: T'occranmapt CCCP, 1983.

6.2 UndopmanmonHoe 1 NpOorpaMMHoOe obecrievyeHmne

Internet-pecypcer: imp.rudn.ru/ffec/juris-index.html

[lonuslii  cnucok  MHTepHer-pecypcoB  mpencrtaBieH Ha caiite HTB  TIIY
(http://www.lib.tpu.ru/full_text.xml?lang=ru).

ITpodeccronanbhbie 6a3sl JaHHBIX W WHPOPMAIMOHHO-CIIPABOYHBIE CHCTEMbI JOCTYITHBI
1o cceuike: https://www.lib.tpu.ru/html/irs-and-pdb.

I/ICHOHBBYGMOG JIMOCH3UOHHOC IIPOI'paMMHOC obecrieueHue (B COOTBCTCTBHU C HepequM

JINIIEH3UOHHOT0 MporpaMmmHuoro odecneyenusi TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Oco0Oble TpeOOBaHUS K MATEPUAIBLHO-TEXHHYECKOMY 00ecne4eHHI0 JUCIUIIIMHBI

B yuebGHOM mpoliecce HCMONb3yeTcsl CcleAyrolniee O0OpyIOBaHUE ISl MPAKTUYECKUX
3AHIATHN:

Ne HaumenoBanue cnenuajbHbIX HaumeHnoBanue 060py10BaHus
TOMeIleHu i

1. | Aynuropus /Ui MpoBeIEeHUS
y4eOHBIX 3aHATHI BCeX

THIIOB, KypCOBOT'O Jocka aynuropHas HacTeHHas— | 1mT., koMmmbrorep — 1
IIPOEKTUPOBAHMS, LIT., IPOEKTOp — 11IT., KOMIIEKT yueOHOI Mebenu Ha 38
KOHCYJIbTAIHiA, TEKYIIETO MOCAJ0YHbIX MECT, 3KpaH — | MIT., CTOJI, CTYI

KOHTPOJISl U IPOMEKYTOUHOM | mpenojaBaresst — 1 mT.

aTTeCTaluu

652055, KemepoBckast
obnacts, r. FOpra, yi.
Jlenunrpanckas, 1. 26, I'n.
Kopnyec, |



http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf
http://www.lib.tpu.ru/full_text.xml?lang=ru

PaGouas nporpamma coctasiena Ha ocHose OOIelt XapakTepueTHKH 00pa3oBaTe/bHoil
nporpamvel - o sanpasnennio  38.03.01  «Dxonomukan/ oGpasoBatensHas nporpamma
«IxoHoMuKa». npodunb Byxrarrepekuii yuer, asams u ayant (npuema 2017r., ouno-aounas
thopma obyueHus).

Paszpaborunk:

Howsocns HO

Tloamect
J0LeHT Hoeep Jlommaosa MLA.

ITporpamwma oo6pena na sacenannn kadeapst IMACY (npotoko:a or «06» anpens 2017r, No
16)
H.0. 3amecTHTeNs JIMpEKTOpA,

Hauaisink 00 / »
mﬁim.
\

Cononckmit C.AL/




JIucT n3meHeHuii padoyeil nporpaMMbl THCHHMILUIHHBI

YueOHblii roj CopepixaHue /Mu3MeHeHHE OO0cy:K1eHO Ha 3acelaHNuN
Otaenennst / kadeapsl
(mpoToko.1)
2018/2019 | 1. OGHOBJIEHO MPOrpaMMHOE OOECIICUCHHE or 17.05.2018r. Ne
y4eOHBIN 2. O0HOBIIEH cocTaB mpodeccuoHaIbHbIX 0a3 qaHHbIX U | 19
Iron I/IH(I)OpMaLII/IOHHO-CHpaBO‘-IHBIX CHCTEM

3. OOHOBIIEHO COJIepKAHUE PA3JENIOB TUCIIUIIIIMHEI
4. OGHOBJIEH CIIUCOK JINTEPATYpPhl, B TOM YUCIIE CCHUIOK
9BC

5. I3MmeHeHa cucTteMa OlleHUBaHUS

2019/2020 | 1. OGHOBJIEHO MPOrpaMMHOE OOECIICUCHHE ot 06.06.20191r.Ne 9
y4eOHBIN 2. O6HOBIIEH cocTaB MPOo(hecCHOHANBHBIX 0a3 TaHHBIX U
roj MH(POPMALMOHHO-CIIPABOYHBIX CHCTEM

3. OOHOBIIEHO COJiepKAHUE PA3/IENIOB TUCIUILIIMHBI
4. OGHOBJIEH CIIUCOK JINTEPATypPhl, B TOM YUCIIE€ CCHUIOK

9BC
2020/2021 | 1. OGHOBJIEHO POrpaMMHOE 0OECIICUCHHE ot 18.06.2020r. Ne 8
y4eOHBIN 2. O6HOBIIEH cocTaB MPOo(hecCHOHANBHBIX 0a3 TaHHBIX U
roj UH(POPMAIIMOHHO-CIIPABOYHBIX CHCTEM

3. OGHOBJIEHO COEpKaHUE PA3/IECIOB TUCIIUILIAHBI
4. OGHOBJIEH CITUCOK JIUTEPATYPhI, B TOM YUCIIE€ CCHLUIOK
3BC




