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1. Heau ocBoeHMsI TUCUUIJIMHBI

LenssMu  OCBOGHHMSI  NTUCHHIUTMHBI ~ SIBJIsieTCS.  (OPMUpPOBaHHE Y  OOYYarOIUXcs
onpeaenenHoro OOIl (m.5. OO6me# xapaktepuctuku OOII) cocraBa KOMIETCHIUN s
MOJITOTOBKH K TPOPECCUOHATBHOMN I TEITLHOCTH.

CocraBasionye pe3yJIbTaTOB 0CBOCHHS (eCKPUITOPHI KOMIIETEHIIHIA)
Kon
PR — HanmenoBanne
KOMITETeHIUH Kon HaumeHoBaHHe
CrnocobeH penats Bnaneer HaBbikamu oopMIIeHHSI HanOoJiee BaXKHBIX JOKYMEHTOB
CTAaHAApTHBIC 32712111 OTIK(Y) -1. B4 CHCTEMBI OBFaHHSaHHOHHO-pElCHOp?I,E[HTCJ’ILHOfI 1 UH)OPMAIOHHO-
npodeccnoHaIbHOM CIIPaBOYHOM JOKYMEHTAlMH B COOTBETCTBHU C HOPMaMH H
JeATeIHOCTH Ha MpaBHIAMH
OCHOBE VYMeer cocTaBisATh U 0GOPMIITH YIpaBiIeHYECKHE JOKYMEHTHI, B
nH(pOpMAaIOHHOH 1 OIIK(Y) -1. Y4 | Tom umcrne MHGOPMAIMOHHO-CIPABOYHEIE, B COOTBETCTBHU C
oubmmorpaduyeckoit TpeOOBaHMUSIMH NIPABOBBIX aKTOB M CTAHAAPTOB
OTK(Y)-1 KyIBTYpPBI C
MIPUMEHEHHEM
WHPOPMAIIOHHO-
KOMMYHHKAI[HOHHBI 3HaeT OCHOBHBIE TEHJICHIIMU Pa3BUTHS JIEJOIPOU3BOACTBA B
X T€XHOJIOTUH U C OIIK(VY)-1. 34 rOCYAapCTBEHHOM allapare YIpaBlIeHUs U Pa3IuuHbIX
Y4€TOM OCHOBHBIX OpTaHM3aIMIX
TpeOOBaHMIA
nH(pOpMaIMOHHOI
0e30macHOCTH

2. Mecto qucuunMHbl B ctpykrype OOII
HucnurnnuHaa oTHOCUTCS K 0a3oBod dactu bioka 1 yueOHOro miuana oOpa3oBaTenbHOM
POTPaMMbl, MOJyJIb TYMaHUTAPHBIX U COLUAIbHO-I)KOHOMUYECKUX JUCLUIUINH.

3. Ilnmanupyemble pe3yabTaThl 00y4eHUsI MO JUCHUIJIMHE
[locne ycmemrHoro OCBOEHHS AUCHUIUIMHBI OyAyT Cc(HOpPMHUPOBAHBI PE3yIbTaThI
00yJeHUs:

I1lnanupyeMble pe3yIbTaThl 00y4eHHs 110 AUCHHUILIHHE Komnerenuus

Kon HaumeHnoBanue

PI-1 | Oenagers HaBbikavMu 0hopMIICHHS TOKYMEHTOB OIK(Y) -1

PII-2 | Ymeer mpakTuuecku O(OpMIATH yIIPaBIE€HYECKUE nokymeHTel B | OIIK(VY) -1
COOTBETCTBHUH C TPeOOBAaHUSIMU MPABOBBIX aKTOB M CTAaHIAPTOB

P/I-3 | [lomyunTh KOMIUIEKC 3HAaHUN U YMEHUH B 00J1aCTH OCHOB AenonpousBozictsa | OIIK(Y) -1
B rOCYJJapCTBEHHOM ammapare YIpaBiIeHUs U PA3TMIHBIX OPTaHU3AINIX

OHGHO‘IHBIG MCPONPUATHA TCKYHIEITO KOHTPOJA U HpOMe)KYTOT-IHOI\/II aTrTeCTanmuu
MMPEACTaBJICHBI B KAJICHAAPHOM pCﬁTHHF-HHaHC JUCIHUITIIUHBI.

4. CTpyKTypa M cojiep:kaHue JHCHUIIIMHbI
OcHoBHBbIE BH/IbI YU4eOHOMH AeSITEILHOCTH

Pa3jesnl 1uCIMIIAHBI Dopmupyemblii Buasbl yue0Hoii nesiTeIbHOCTH O0bem BpemenH,
pe3yJabTar q.

00yuyeHus no

AVCUMILIHHE

Pasnen 1.  JIoKyMeHTalMOHHOE PII-1 Jlexuuu 2

obecriedeHre — OCHOBA TEXHOJOTUH PJ1-2 ITpakTUYecKHe 3aHATHS 2

yIpaBiIeHUS JlaGopaTopHbIe 3aHATUS -
CamocrosrenbHas padora 20




Paznen 2. Odopmienne OTaeNbHBIX P/I-1 Jlexunu 2
BHIOB J1OKYMEHTOB P/I-2 [IpakTrueckue 3aHATHS 2
JlaboparopHbIe 3aHATHS -
CamocTosTenbHas paboTa 20
Pazgen 3. Oprauusanus P/I-2 Jlexuuu 2
JOKYMEHTO000pOTa Ha TPEATNPUITHA PI-3 [IpakTHyeckue 3aHATUS 2
JlabopaTopHbIe 3aHATHUS -
CamocTosiTenpHas pabora 20
Hroro 72

Couepmaﬂne pa3ae/;ioB ITMCHMIIJIMHBI:

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0CHOGA MEXHON02UU ynpaejienun

Oyenka cospemenno20 CcOCMOAHUSA OOKYMEHMAYUOHHO20 0DecneyeHus YnpagieHusl
(AOY). Daxmopul, eruaowue Ha e2o0 OP2aHU3AYUIO U MEXHON02UI0 8 VUPEHCOCHUAX PA3IUUHBIX
yposneii ynpasnenus. Op2anuzayuoHHvle, npagosvle, COYUAIbHble U NCUXON02ULECKUE ACNEeKNbl
o0enonpouszeoo0cmad.

Bruanue xapaxmepa ynpaenenus, npuHyunos npuHamus ynpaeieH4eckux peuileHuu Ha
Op2aHU3AYUIO U MEXHON02UI0 0eONPOU3BOOCHEA.

Bzaumoceasv denonpouszsoocmea c opeanusayueri 6e00MCMEEHHO20 U 20CYOAPCMBEHHO20
Xpanenust 00KyMeHmMOa.

Ilonamue  Odoxkymenma. Knaccuguxayus — ooxymenmos.  @Dyukyuu  OOKymeHma.
Yuuguyuposannuvie cucmembl OOKYMEeHMayuu. Knaccuguxkayus ~ ynpaenenueckoii
0OKyMeHmayuu.

Tembl JJeKuM:

1. IlonaTre «IOKYMEHT» M «CUCTEMBbl JOKyMeHTauum». Knaccuduxamus AOKyMEHTOB.
DYHKIMY TOKyMEHTa

2. TpeboBanus kK 0OPOPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl IPaKTHYECKUX 3aHATHHA:
1. Knaccuduxanus 10kyMmeHTOB. OYHKIIMM JOKYMEHTa
2. TpeboBanus K 0pOPMICHHIO PEKBU3UTOB JOKYMEHTOB. [IpaBuiia oopmieHHs PEKBU3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvlx 6u006 00Kymenmoes

OcHognbie 0cobeHHOCMU HANUCAHUA KOHCMAamupyloweu U pacnopsoumensHol yacmu
OP/l. Oghopmnenue npukasa, bINUCKU U3 NPUKA3A, PACNOPANCEHUE, YKA3aHUe N0 OCHOBHOU
o0esmenbHOCMU OP2aAHU3AYULL.

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

Tembl JeKkumii:
3.0dopmieHne opraHu3alMOHHO-PACTIOPSATUTETHFHON TOKYMEHTAITHH.
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 «00Kymenmooobopomy. Obwue npunyunsl u Mmemooudecxue
OCHOBbI Op2aHU3aAYUU OOKYMEHMOo0O0poma, ux peaiu3ayus 6 0elucmsyloumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.
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Cmpyxkmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKOS. Obvem
00KYyMeHmoobopoma yupesicoeHus. Yuem Koauuecmea 00OKYMeHmos.

Ilpuem, npoxodxcoenue U NOPAOOK  UCNOJHEHU  NOCMYNAIOWUX — OOKYMEHMOS.
Ixcneduyuonunas obopabomxa ookymenmos. Ilpedsapumenvroe paccmompernue OOKYMEHMOS.
Paccmompenue 0okymenmos pykooocmeom yupercoeHus u Hanpasienue ux Ha UCNOJIHEeHUe.

Hocmaska 0okymeHmos ucnoaHumensm, NOpsOOK ux npuema u nepeoayu. Paboma
ucnoaHumens ¢ Ookymenmamu. IOmanvl ucnoanenus. llopsaodok obpabomxu omnpaeisiemvix
0okymenmos. Ilpasuna opeanuzayuu 08udCeHUss 6HYMpeHHux OoKymenmos. Hanpaenenus
COBEPULEHCB08AHUSL OOKYMEHMO0O0pOoma u nNymu 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. Dransl JOKYMEHTO000pOTa: PETUCTPAIUs TOKYMEHTOB, KOHTPOJIb MCIIOJHEHUS JTOKYMEHTOB,
(dbopMHpOBaHUE U XPAHCHHE JICIL.

5.0praHu3anusi caMoCTOfITeILHOH PadoThI CTY/IEHTOB
CamocrosiTenbHass paboTa CTYACHTOB TPH H3YYCHUH AUCIUIUIMHBI MPEAyCMOTpPEHA B
CIEIYIOIUX BUAAX U popMax:

— Pabora ¢ 7neKUMOHHBIM MaTepHaioM, MOUCK M 0030p JUTEPATYpPhl U DIICKTPOHHBIX
WUCTOYHUKOB MH(POPMAIUH 110 MHAWBHIYATHLHO 3a/IaHHOM Mpo0IeMe Kypca;

— H3yuenue Tem, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPAOOTKY;

— Ilouck, aHanus, CTpyKTYpUpOBaHHUE U MIpe3EHTALMsI WH(OPMALIUU;

— IloaroroBka Kk MpakKTUYECKUM 3aHSATHSM;

— HUccnenoBarenbckass paboTa W y4yacTHE€ B HAy4YHBIX CTYJIEHUECKMX KOH(EPEHLHUSX,
CEMHUHAapax M OJUMITNAJAX;

— IloaroroBka K pelICHHIO MPAKTUYECKUX CUTYALIUHN U 3alaHUM, KENCOB.

6.YueOHO-MeToAUYeCKOe U HH(OPMAIHOHHOE o0ecTieyeHUe TUCIUILINHBI
6.1. YueOHO-MeTOAMYIECKOE 00ecIeYeHne

OcHoBHasi iMTEpaTypa

1. beixoa, T. A. JlenonpousBoactso : yueOuuk / T. A. beikosa, JI. M. Bsiosa, JI. B. Cankuna,
nox obur. pex. npod. T. B. KysnernoBoit. — 3-e u3zf., nepepad. u gomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + on. matepuansl [DneKkTpoHHBINH pecypc]|. — (Bricmiee oOpa3zoBanue:
bakanaBpuar). - |ISBN 978-5-16-004923-6. - Tekcr : onexrponHsii. - URL:
https://znanium.com/catalog/product/991884 (mata obpamenus: 16.12.2020). — Pexum
nocryna: no noamnucke.KprokoBa Huna IlerpoBHa. J[okyMeHTHpOBaHWE YIPaBICHUYECKOU
nesitenbHOCTH: yueOHoe nocobue / H. I1. KprokoBa. - Mocksa: UH®PA-M, 2019. - 268 c.
Pexxum nmoctyna: https://znanium.com/read?id=359359

2. Pazmopoxnbii, A. A. JIoOKyMEHTHpPOBaHUE YIIPABIEHUYECKOH IEATEIFHOCTH : y4el. mocodue /
A.A. Paznopoxnsiii. — Mocksa : UTHOPA-M, 2018. — 304 c. — (Beiciiee oOpa3oBaHue:
bakamaBpuar). - |ISBN 978-5-16-011744-7. - Tekcr : omextponHsii. - URL:
https://znanium.com/catalog/product/969585 (mata oOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: TIO TIOATTHCKE.

3. Kysnenos, U. H. JlenonpousBoactBo: yuedHo-cripaBounoe nocodue / M. H. Ky3neros. - 9-¢
u3., nepepad. — Mocksa: Jlamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texct : oamektponHsld. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamenust: 16.12.2020). — Pexxum mocTyma: 1mo moamnucke.



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

JlonoTHUTe/IbHAS JINTEepaTypa:

1..Kambime, 3. H. CoBpeMEHHOE [TOKYMEHTOBEICHHE

ydgeOHOe mocobue [DIeKTPOHHBIN

pecypc] / 3. H. Kawmpimes, I'. HO. JlutBunnesa, O. KO MarpeeBa, HanumonanbHbIN
uccienoBarenbckuii ToMmckuit momutexandeckuii yausepcuteT (TITY). — 1 KoMIbrOTEpHBIHA
daitn (pdf; 887 KB). — Tomck: U3a-so TIIY, 2012. — 3arnaBue ¢ THTYIBHOTO 3KpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

7. OcooOb1e Tpeﬁ()BaHI/Iﬂ K MaTepUAJIbHO-TEXHUYCCKOMY o0ecneYeHUu10 JAUCHHUIIIIMHBI

NPAaKTUYECKUX U JTa00PATOPHBIX 3aHATUM:

B yueGHOM mpoliecce HCMONb3yeTcs cleayollee JiabopaTopHoe 000pyAOBaHUE IS

MIPOCKTUPOBAHUS, KOHCYJIBTAINM, TEKYILIETO
KOHTPOJISI U TPOMEKYTOUHOI aTTecTaluu
KoMnbrorepHslii knacc

652055, Kemeposckast obnacts, r. HOpra,
yi1. Jlenunrpasckas, 1. 26,

1. Kopnyc, 15

Ne HaumeHnoBaHue crieniuaabHbIX HaunmenoBanue 060pynoBaHusi
noMeneHu

1 | Aynutopus ans  mpoBeneHuss yueOHbIX | Jlocka ayauTopHas HacTeHHas— 1 mmT.,
3aHATHUH BCEX TUIIOB, KypcoBOro | komnbtorep — 1 mr., npoekrop — lmrT.,
NPOCKTHPOBAHMUS, KOHCYJIbTAIINNA, TEKYIIETO | KOMIUIGKT —yueOHOil wmebOemn Ha 38
KOHTPOJISI U IPOMEKYTOUHOM aTTecTaluu MOCAJ0YHbIX MECT, 3KpaH — 1 MIT., CTOJI,
652055, Kemeposckast obisacts, r. Opra, | cTyn npenojgaBarens — 1 mr.
yi1. Jlenunrpasckas, a. 26,
['n. xopmrye, 11 Libre Office, Windows, Chrome, Firefox

ESR, PowerPoint, Acrobat Reader, Zoom

2 | Aymutopust Juis  mpoBeneHUs y4ueOHbIX | Jlocka aymuTopHas HacTeHHas— | 1mT.,

3aHATUH BCEX TUIIOB, KypcoBOro | komnbtorep — 16 wr., npoekrop — lmr.,

KOMIUIEKT y4eOHoii mebenmu Ha 38
MOCAJ0YHbIX MECT, 3KpaH — 1 mIT., CTOJ,
CTyJ mpernojasarens — 1 IUT., TpUHTEp
nazepHbli — 1 mT., ckamep — 1 .,
morrep — 1 mr.

Libre Office, Windows, Chrome, Firefox
ESR, PowerPoint, Acrobat Reader, Zoom,
yueOHas Bepcus 1c npeanpusitue 8



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

Heeaerosarensekuit Tomeknit noamrexuuseckut yuusepenter (TITY), — | KOMIBIOTEPHBI
daiin (pdf; 887 KB). — Tomcxk: Man-so TITY, 2012, — 3arnasme ¢ THTY/ILHONO 3KpaHa.
(htep:/www lib.tpu.ru/fi 12/m2012/m361.pdf)

3.7OCT 6.10.3-83. «Y nudnunposannsie cueremu noxymentaumu (YCJ1). 3anuce HH(opMalH
B KOMMYHHKaTHBHOM popmarer. — M.: loccranaapr CCCP, 1983.

6.2 Hudopmaunonnoe u nporpamvuoe obecnevense
Internet-pecypeni:

[loausf  cnmcok  Mutepner-pecypcos  npeactasmen  ma  cafite  HTB  TITY
(http:/‘www.lib.tpu.rw/full_text.xml?lang=ru).

[podeccnonansubie Daski AaHHLIX # HHOOPMALMOHHO-CIIPABOYNEIE CHCTEMBI JIOCTYNHEL
no cepiake: httpsy//www.lib.tpu.rw/html/irs-and-pdb.

Hcnonpzyesmoe JTHUEHIMOHHOE NPOrpaMmHoe obecnieyenyne (B COOTBETCTBHH ¢
Iepeunem annen3nonnoro nporpammuoro obecmewenns TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Ocolbie TpehoBanns K MATEPHATLHO-TEXHHMECKOMY 00eCedenHio IHCUHILIHHB]

B yueGnoM mnpouecce Hcnonbiyercs clieayiomee o0OpYAOBAHHE 18 MPAKTHHCCKHX
FAHATHI:

N Hanssemunasiee COCIATLIIIY ‘me
nosecmenw it

(1 Ayautopua  aaa  nposeacHus | Jlocka ayaMTOpHAas HAcTeHHas— | wT., KoMnwioTep - | wr,
yueOHbIX 3aHATHI BCeX THnow, | npoekrop — lwr, kommaexkt yveOuoit mebean wa 38
KYPCOBOTO  NPOCKTHPORAHHA, | MOCALOUNLIX MECT, IKpan — | wrt,, Croj, cryi npenojasarens
KOHCYAbLTaLMA, Tekyuiero | — 1T, CTeHI — 2 WT., NJAKaT ~ 2 W,
KOHTPONIR M NPOMEKYTOMHON
ATTECTALMH
652055, Kemeporckas obnacts,
r. [Opra. ya. Jlennnrpanckas, a.
26, I'n. xopnye, 11

PaGouas nporpamma coctasiesa Ha ocHose OOmedi XapakTepHCTHKH o0pasoRarensHON
nporpammel no sHanpassesnio 38.03.01 Dxonomuka’ obpazosaTe/bHas MPOrpaMMa « IKOHOMHKA
H YOpaBleHHEe HA  NPEANPHATHHY  CneumainsauMs «IKOHOMHMKA M YNPABIACHHC HA
npeanpugTaiy (npuésa 2020 r. 3a0unas Gopaa obyyenus).

Paspaborunk:

JOUCHT 7&(4-«L Jlommnosa M. A.

[Mporpamma ozoGpena Ha sacenanun YMK KOTH TITY (npotokoa or «18» HIOHA 2020r.).

W.0. 3amecTHTRN8 AHPEKRTOpA,

HavaneHug 00 //Cononcxun C.AJ
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