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Lensmu  ocBoeHUs

1. Ilean ocBoeHMS AMCIUILINHBI

JUCLIUILINHEI

ABIIACTCA

dbopMupoBaHHe y  0O0y4aroOmUXCs

onpeaenenHoro OOIl (m. 5. O6meit xapakrepuctuku OOII) coctaBa KOMIETCHIUH s
MOJITOTOBKH K TPOPECCUOHATBHOMN I TEITLHOCTH.

CocraBasionye pe3yJIbTaTOB 0CBOCHH (IeCKPUNTOPHI KOMIIETEHIIHIA)
Kon
e HaunmenoBanue
KOMIIETeHLIMH Kon HaumeHnoBanue
CrnocobeH penats Brnaneer HaBbIKAMU COCTABIEHUS JOKYMEHTOB, HEOOXOJUMBIX
CTaHJapTHBIE 33a4U OIIK(Y)-1.B9 MPEANPHUATHIO AT BEJCHUs XO3SMCTBEHHON NEeATEIbHOCTH C
npodeccuoHanbHOM pUMeHeHHeM HH(OPMaIlMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI
JeATeTbHOCTH Ha YMeeT cocTaBITh YIpaBIeHIECKNE JOKYMEHTHI Pa3INIHbIX BUIOB
OCHOBC OIIK(Y)-1.Y9
nH(OPMAITMOHHOH 1
Gubmorpapueckoi OIIK(Y)-1.39 3HaeT CyIECTBYIONIIMX CHCTEM TOKYMEHTAIINH M 0COOEHHOCTEH MX
OTIK(Y)-1 KYJIBTYpHL © NPUMEHEHHsT; BUJOB JOKYMEHTOB, IPUMEHSIOIINXCS B OpraHU3aIHY;
HpPUMCHCHHEM OCHOBHBIX PEKBH3HUTOB yIIPABIEHYECKHX JOKYMEHTOB
MHPOPMAIIOHHO-
KOMMYHHKAI[HOHHBI
X TE€XHOJIOTUH U C
y4EeTOM OCHOBHBIX
TpeOOBaHMIA
nHpOopMaIMOHHOI
0€30IacHOCTH

2. MecTo nuciumIuHbI B cTpykType OOII
Juctumimaa OTHOCUTCS K 0a3oBoi yactu bioka 1 ydeOHOro rurana oOpa3oBaTeNbHON
MPOrPaMMbl, MOYJIb TYMaHUTAPHBIX U COIIMAIbHO-OKOHOMHYECKHUX JUCHUTUINH.

3. Ilnanmpyemble pe3yabTaThbl 00y4eHHs M0 AUCHUIINHE

[locne ycmemrHOro OCBOEHHS JAMCHMIUIMHBI OYyAyT c(OPMHpPOBAHBI PE3YJIbTATHI
0o0y4YeHus:
ILlnanupyeMble pe3y ibTaThl 00y4eHusI 110 AUCHHUILIHHE Komnerennus
Kon HaumeHoBanue
PI-1 | Onaners naBbikamu o(opMmIIeHUs JOKYMEHTOB OIIK(Y) -1
PI-2 | Ymeer mnpakTHyecku 0oGOPMIIATH YIIPaBICHUYECKUE nokymeHntel B | OIIK(VY) -1
COOTBETCTBHUH C TPeOOBAaHUSMHU MPABOBBIX aKTOB M CTAaHJAPTOB
PI1-3 | [TomyunTh KOMIUICKC 3HAHUH U YMEHUH B 00JIaCTH OCHOB Jesionpou3BozcTa | OIIK(Y) -1
B rOCYJJapCTBEHHOM anmapare ynpaBJIeHHUs U Pa3IMYHbIX OPraHU3alUsIX
OueHOYHBIE MEPONPUSITHS TEKYIIETO KOHTPOJS M MPOMEKYTOYHOM aTTecTaluu
MIPE/ICTABJICHBI B KAJICHIAPHOM PEUTHUHT-TIJIaHE TUCIUILIAHEI.
4. CTpyKTypa M cojep:KaHue AUCHUTNIHHBI
OcHoBHBbIE BH/IbI YU¢OHOMH AeSITEILHOCTH
Pa3aeiibl AU CHHUIIMHBI ®Dopmupyemblii Buabl yueoHO# 1eATeIbHOCTH Oo0beM
pe3yJjabTar BpeMeHH, Y.
o0y4eHus o
JUCHHUILINHE
Pasnen 1.  JIoKyMeHTallMOHHOE PII-1 Jlexuuu 2
obecrieueHrne — OCHOBAa TEXHOJIOTHH PJI-2 [TpakTHyeckue 3aHATHS 2
YIIPaBJICHUS JlaboparopHble 3aHATHS -
CamocTosiTenpHas padoTa 20
Pasnen 2. OdopmiieHre OTAEIBHBIX PI-1 Jlexnyu 2
P/I-2 [IpakTuueckue 3aHATHS 2




BUJIOB JJOKYMCHTOB JlabopaTopHbIe 3aHATHUS -
CamocrosrenbHas padora 20
Paznen 3. Opranuszanus PJ1-2 Jlekuuu 2
JIOKyMEHT0000pOTa Ha NPEANPUITHH PII-3 [IpakTHyeckue 3aHATUs 2
JlaboparopHbIe 3aHATHUS -
CamocTosTenbHas paboTa 20
UTOTO 72

Conep:xaHue pa3iesioB JUCHUTIHHBI:

Paznen 1. ﬂoxymenmauuonuoe obecneuenue — 0OCHO8A MEXHOO02UU ynpaejienus

Oyenka co8peMeHH020 COCMOAHUS OOKYMEHMAYUOHHO20 obecnedenus YnpasieHus
(AOY). Daxmopul, éruaowue Ha e20 OPLaHU3AYUIO U MEXHOIOSUIO 8 YUPEHCOCHUAX PA3IUYHBIX
yposHelti ynpasnenus. OpeanuzayuoHusle, npagosvie, COYUalIbHble U NCUXOI02UYEeCKUe aACHeKnbl
odenonpouzeoocmad.

Brusnue xapaxmepa ynpasnenus, npunyunos NpuHamusi YNpaeieH4eckux peuieHull Ha
Op2aHU3AYUIO U MEXHON02UIO 0eIONPOU3B00CEA.

Bzaumocesazv denonpouszsodcmea ¢ opeanuzayueli 6e00MCMEEHHO20 U 20CYOAPCNEEHHO20
XpaHeHus 0OKyMeHmO8.

Ilonamue  ooxymenma. Kraccugurxayua  O0oxymenmos.  @DyHkyuu  OOKYMeHMA.
Yuupuyuposanmwie cucmemul O0OKyMeHmayuu. Knaccugpurayua  ynpaenenueckoii
0OKyMeHmayuu.

Tembl JIeKumii:

1. TlonsiTHE «IOKYMEHT» W «CHUCTEMBI JOKyMeHTamum». Kiaccupukamus ITOKyMEHTOB.
OYHKINH TIOKyMEHTa

2. TpeboBanus K 0OPOPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

Tembl NPaKTHYECKUX 3AHATHA:
1. Knaccuduxanus 10kyMeHTOB. OYHKIUHU TOKYMEHTA
2. TpeboBanus Kk 0pOPMIICHHIO PEKBU3UTOB TOKYMEHTOB. [IpaBmiia oopMiIeHHsT PEKBH3UTOB
JIOKYMEHTA.

Pasnen 2. Ogpopmnenue omoenvnvix 6u006 00Kymenmoe

OcHognble 0cobeHHOCmU HANUCAHUS KOHCMAamupyloweu U pacnopsoumensHol yacmu
OP/l. Oghopmnenue npuxasa, bINUCKU U3 NPUKA3A, PACNOPANCEHUE, YKA3aHUe N0 OCHOBHOU
0esimenbHOCMU OP2aAHU3AYUU.

Tpebosanuss « cocmagnenuilo U OQDOPMICHUIO  PA3TUYHBIX — 8UOO8 CHPABOYHOU
ooxkymenmayuu. CocmasneHusi mexcma UH@GOPMAYUOHHO-CHNPABOUHBIX OOKYMEHNOS.

Tembl JeKkumii:
3.0¢opmMieHne opraHu3alMOHHO-PACTIOPSTUTETHFHON TOKYMEHTAIHH.
4.IlpaBuna ohopmiaeHUs HHPOPMAITMOHHO-CIIPABOYHON TOKYMEHTAIUH.

Tembl NPaKTHYECKUX 3AHATHIA:

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

Pasnen 3. Opeanuzayus 0okymenmoobopoma na npeonpuamuu

Onpedenenue nowsmusi «00Kymenmooobopomy. ObOwue nNpuHyunsvl U MemooudecKue
OCHOBbl OP2aHU3AYUU OOKYMEHMO0O0poma, ux peaiusayus 6 0eticmsayroumux 20cy0apcmeeHHblx
HOPMAMUBHBIX OOKYMEHMAX.

Cmpyxkmypa u obwas  xapakmepucmuka OOKYMEHMONOMOKO8. Obvem
00KYyMeHmMoobopoma yupesxicoeHus. Yuem Koauuecmea 0OKyMeHmos.
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Ilpuem, npoxodxcoenue U NOPAOOK  UCNOJHEHUs  NOCMYNAIOWUX — OOKYMEHMOS.
Ixcneduyuonunas oopabomka ookymenmos. Ilpedsapumenvroe paccmompernue OOKYMEHMOS.
Paccmompenue 0okymenmos pykogoocmeom yupexicoeHus u Hanpasienue ux Ha UCNOJIHEeHuUe.

Jlocmaska O00OKyMeHmMO8 UCNOIHUMENAM, NOPAOOK UX npuema u nepedayu. Paboma
ucnonnumens ¢ OokymeHmamu. Omanvl ucnoanenus. llopsaook obpabomxku omnpasisiemvlx
0okymenmos. Ilpasuna opeanuzayuu 08udCeHUs: 6HYMpeHHUx OoKymenmos. Hanpaenenus
COBepULEHCB08AHUSL OOKYMEHMO0O0pOoma u nNymu e20 COKpAujeHus..

Tembl JeKkumii:
5.0Tansl JOKyMEeHTO000pOTa Ha MPEAIPUATHH.
6. OTaenbHBIE JTallbl JTIOKYMEHTOOOOPOTAa: PErucTpanus JOKYMEHTOB, KOHTPOJb WCIOJTHEHUS
JIOKYMEHTOB, (hopMUpOBaHHE U XPaHEHUE JIEII.

TeMbl NPAKTUYECKUX 3aHATHIA:
5. Drtambl JOKYMEHTO000pOTa: PETUCTpalUs JOKYMEHTOB, KOHTPOJIb MCIIOJIHEHUS JTOKYMEHTOB,
(dbopMHUpOBaHUE U XpPaHCHHE JICI.

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

— PabGora ¢ nexkIMOHHBIM MaTepHaIOM, MOUCK M 0030p JUTEpPaTyphl U IIIEKTPOHHBIX
HUCTOYHUKOB MH(POPMAITUH 110 MHAWBHIYAILHO 3a/IaHHOM MpobiiemMe Kypca;

— H3yuenue Tem, BHIHECEHHBIX Ha CAMOCTOSITENIbHYIO IPOPAOOTKY;

— Ilouck, ananus, CTpyKTYpUpOBaHHUE U MIpe3EHTALMsI WH(OpMaLIUU;

— IloaroroBka Kk MpaKTUYECKUM 3aHSATHUSM;

— HUccnenoBarensckass paboTa W ydyacTHME€ B HAy4yHBIX CTYACHUYECKUX KOH(EpEeHIUsX,
CEMHUHApax M OJUMITNAJAX;

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

6.YueOHO-MeTOoAHYeCKOe U MH(OPMAIHOHHOE o0ecTieyeHUe TUCIUTILIMHBI

6.1. YueOHO-MeTOAMYIECKOE 00ecIieueHne

OcHoBHasi iMTEpaTypa

1. bmixona, T. A. JlenonpousBoactso : yueOHuk / T. A. beikosa, JI. M. Bsosa, JI. B. Cankuna;
nox obur. pex. npod. T. B. Ky3nernooit. — 3-e u3zf., nepepad. u gomn. — Mocksa : MTHOPA-
M, 2019. — 364 c. + on. matepuansl [IneKkTpoHHbINH pecypc]|. — (Bricmiee oOpa3zoBanue:
bakanaBpuar). - |ISBN 978-5-16-004923-6. - Tekcr : onexrponnsii. - URL:
https://znanium.com/catalog/product/991884 (mata ooOpamenus: 16.12.2020). — Pexum
JIOCTYTIA: 110 TOATHCKE.

2. KprokoBa Huna IlerpoBHa. JIoKyMEHTHpOBAaHUE YIPABICHUECKOW NEATETHLHOCTH: Y4eOHOE
nocobue / H. Il. KprokoBa. - MockBa: UH®PA-M, 2019. - 268 c. Pexum poctyna:
https://znanium.com/read?id=359359

3. Paznopoxusiif, A. A. JIOKyMEeHTUpOBaHHE YIPaBIEHYECKOH JEATENIbHOCTH : yued. mocodue /
A.A. Paznopoxssiii. — Mocksa : UTHOPA-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.

4. Kysznernos, . H. Jlenonpon3BoactBo: yaeoHO-cripaBouHoe nmocodue / M. H. Ky3ueros. - 9-¢
u3., nepepab. — Mocksa: [lamkos u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. -
Texcr : oanektponasid. - URL: https://znanium.com/catalog/product/1093496 (mara
obpamienus: 16.12.2020). — Pexxum noctymna: mo moAm1ucKe.



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

JlonoTHUTe/IbHAS JINTEepaTypa:

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

. yueObHOe mocobue [DIeKTpOHHBII

pecypc] / 3. H. Kawmpimes, I'. HO. JlutBunnesa, O. KO MarpeeBa, HanumonanbHbIN
uccienoBarenbckuii ToMmckuit momutexandeckuii yausepcuteT (TITY). — 1 KoMIbrOTEpHBIHA
daitn (pdf; 887 KB). — Tomck: H3a-so TIIY, 2012. — 3arnaBue ¢ THTYIBHOTO SKpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m361.pdf)

7. OcoOble TPeOOBaHNSI K MATEPUATIbLHO-TEXHUYECKOMY 00ecneYeHU 0 U CIUTIIHHbI

MMPAKTUYCCKUX U J'Ia60paTOpHBIX 3aHSITHI:

B ydeOHOM mpolecce HMCHONB3YeTCs CieAykoliee J1adopaTopHoe O0OpyIOBaHUE 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

necnenosarenbekuit Tomcknit noanrexumveckudl yunsepenrer (TITY). — 1 KOMIBIOTEPHEIH
Gaiin (pdf: 887 KB). — Tomck: Man-so TIIY, 2012. — 3arnaeue c THTYALHONO 3KpaHa.
(http://www.lib.tpu.ru/fulltext2/m/2012/m36 . pdf)

3TOCT 6.10.3-83. « Yeuduunposaunste cuerems aokymentamis (YC1). 3anuch HHpopMmalun
8 KOMMYHUKATHBHOM (opmaren, — M.: loccrannapr CCCP, 1983,

6.2 Hudopmauuounoe u nporpamvnoe obecrnedenne
Internet-pecypesi:
[Monuwii  crmmcox  Mutepmer-pecypcos  npeactasnes  wa  cajite HTB TV

(hup:/fwww.libtpu,ru/full_text.xmi?lang=ru).

[Ipoeccnonaisbie Gaszbl JAHHBIX H HHPOPMALHOHHO-CIPABOYHBIC CHCTEMB IOCTYTIHL
1o cesuike: hitps:/www.lib,tpu.rwhtml/irs-and-pdb.

Menonpayemoe anuen3nonHoe nporpammuoe obecneuchne (B cootsercTsin ¢ Mepeanem
JAHUEHIHOHHOTO nporpaMvuoro obecneqenns TITY):
Libre Office, Windows, Chrome, Firefox ESR, PowerPoint, Acrobat Reader, Zoom.

7. Ocobbie TPehoBAHNS K MATEPHANLHO-TEXHHHECKOMY 00CCTICHCHNIO ANCHNTLIHHLI

B yyeOnoM npolecce MCHOABIYETCs Cleayloliee 000PYIOBAHHE Ui [PAKTHYSCKHX
JAHATHI:

N T Hanmenosatine enem L RIY TEANMERORINIE (BOPY TORAIAN
tssenicun®
1. | Ayautopus  aia  nposenenus | Jlocka ayauropias macrendas- | owr., komneiotep — | owr,
| yueOHBIX 3aHATHI Beex THNOB, | npoekTop — lwiT, KoMmmuekt yueGuod mebean ma 38
| KYPCOBOIO  NPOEKTHPOBAMMA, | NOCANOMHBIX MCCT, 3KpaH — | WIT., CToA, CTYN NPEnoAasaTe
| KOHCYAbTaLmi, Texywero | = | wr., crena ~ 2 wr., nsakar - 2 wr.
KOHTPOJR M NPOMEXYTOYHON
BTTECTALMM
652055, Kemeponckasa obnacrs,
r. KOpra, ya. Jlenunrpanckas, 1.
26. 'n. kopnyc, 11

Pabouas mporpamma cocrasiena Ha ocHose OOIiel xapakrepHeTHRH 00paIoBaTe/IbHOI
nporpammsl no HanpasierHio 38.03.01 Sxonomuka/ obpasosarensHas nporpaMma « JKOHOMHKA
W VIPRBJICHHC HA  OPSANPHATHHY  CHeUHATH3AUMA «ODKOHOMHKA M YIpamieHue Ha
npenpuaTuny (npuéma 2020 r, 3aounas dopma oOyyenns).

PazpaborTynk:

Tlommios 7 DO

AOUEHT Jeeyl | Nommnosa MLA.,

Iporpamma onoGpena wa sacenannn YMK FOTH TITY (npotokon ot «18», 20201.).

H.o. 3amecTaTens AupexTopa,
HawansHuk 00 / -

y /Conoackuii C.AJ
Moanugs
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