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2. | JlaGopaTopHble padoThbI 36 36 | wacosm
3. | [IpakTHYeckue 3aHATHS 36 36 | wacom
4. | Bcero ayiMTOPHBIX 3aHATHI 90 90 yaca
5. | A3 HUX B HHTepaKTHUBHOI dopme 14 14 | gacos
6. | CamocrosTeibHas padora cryaeHToB (CPC) 54 54 | w4acoB
7. | KonTpoas 4acoB
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10.| O6mas TpyA0eMKOCTH 144 144 | wgacoB
(B 3a4eTHBIX eIUHUIIAX) 4 4 3ET
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IK3aMeH ceMecTp
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Paccmorpena u onoOpena Ha 3acenanuu kadeapsl
nportokot Ne 18 ot « 24 » 11 2016 1|

PaGouass mporpamma coctaBieHa ¢ yderoM TpeOoBanuii DenepampHoro ['ocymapcTBeHHOTO
oOpa3oBaTensHOr0 cranaapra Beiciiero odpazoanus (PI'OC BO) no nampasienuro nmoarotoBku 27.03.02
«YmpaBiieHHe KauyecTBOM» (OakamaBpuar), yrBepxkaeHHOTo [Ipnkazom MuHHcTepcTBa 00pa30BaHUS M HAYKH
Poccuiickoit @enepanuu Ne 92 ot 09.02.2016 r.

PaccmoTtpena u yrBepikaeHa Ha 3aceqanuu Kadeapsl « 24 » nHostopst 2016 r., mporoxon Ne 18.

PazpaboTunku:

Houent kad. YU B.K. XykoB
(momkHOCTB, Kadenpa) (moamuce) (®.1.0.)

Houent kad. YU I".H. Hapumanosa
(momxHOCTB, Kadenpa) (moamuce) (®.1.0.)

Pabouast mporpamMma coritacoBana ¢ (hakysnbTeToM, TpoPIIMPYIOICH 1 BeITycKaromie kadeapamu
HaIpaBJICHUS MOATOTOBKHU (CHEIUATBLHOCTH).

Jexan OUT I'.H. Hapumanosa

(Ha3BaHMe (aKyabTETa) (TToamucH) (®.1.0.)

3aB. npouIMpPYIOIIEH 1 BBITYCKAIOIEH

kadeapoit YU I".H. Hapumanosa
(na3Banue Kadeapsr) (moxnuck) (®.1.0.)
OKCHEepTHI:
noreHT kad. YU, k.d.-M.H. IT.H. Ipo6ot
(MecTo paboThl, 3aHUMAaeMasi IOJKHOCTb) (moxnuck) (®.1.0.)
noueHt kad. YU M.E. AHTUTIUH
(MecTo paboTHI, 3aHUMaeMast JOJKHOCTB) (Tonuck) (®.1.0.)
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1. Ilean u 3a7a4M AUCHUILIAHBI:

Hear wu3yyeHusi MUCHMIUIMHBI: Cc)OpPMHUPOBaTH y CTYACHTOB 0a30BYyI0 CHUCTEMY 3HaHUH B 00JIACTH
JIeTTOTIPOU3BOICTBA, AaTh CTYJCHTaM CHUCTEMAaTH3UPOBAHHBIC CBEICHHS O CYIIHOCTH, CTPYKTYpe, QYHKIHAX U
MHOT000pa3uy JOKYMEHTOB; TpaBWJIaX OpraHW3aluu cOopa, XpaHEHHs, CUCTEMAaTU3alluH, MEPBUYHOTO U
MOCIEAYIOMIETO aHallM3a W O00eCIeUYeHHs 3allUThl KOH(PHICHIIMATBHON WH(POPMAIUH, TOKYMEHTUPOBAHUS
pabouux mpoLEeCcCoB.

3agayM AMCUUILUIMHBIE: O0YYHUTh CTYIEHTOB OCHOBaM HOPMAaTHBHO-TIPAaBOBOI'O M METOAWYECKOI0 0OecreueHus
paboThl C JOKyYMEHTaMH MU JOKYMEHTOOOOpOTa; MpaBWUJaM YIPAaBICHHUS KOMIUIEKCHBIMH TPOLEAYPaMHU
JOKYMEHTOO0OpOTa B OpraHU3alMM; IpaBHiaM JOKYMEHTHPOBAHUS pPa0OYMX NPOIECCOB M OOECHeUeHHs
3alIUTHl KOH(UACHINAILHOW HHPOPMALIUH, COJIEPKAIUXCS B JOKYMEHTAX.

2. Mecto nucuumInHLI B cTpykType OOII:

Huctummaa «/lenonpousBonctBo u gokymeHToobopor» (b1.B.JIB.5.1) oTHOCHTCS K BapHaTWBHON 4YacTu
JUCLHUIUIMH 0 BBIOOPY mpodeccuonansHoro mukia bl ®I'OC mo nampasnenuto 27.03.02 «Ympasnenue
kKagecTBOM». OcBauBaeTcs B 5 cemecTpe. 3HaHUS U HAaBBIKU, OJTYYCHHBIE [TOCIIE H3YyYCHUS TUCIUIUTMHBI OyayT
UCTIOJIb30BaHbl CTY/IGHTAMH B JAJbHEHIIEM NPH W3YYEHUH TaKUX JAUCHUIUINH, Kak: «BceoOmiee ympaBieHue
KauecTBOM», «CpelIcTBa U METOIbl YIIPABIICHUS Ka4eCTBOM», «YTIpaBlIeHUE MPoLIeccaMuy, «AYIUT KauecTBay,
a TaK K€ TMpPHU BHIIOJHEHUH CAMOCTOSITENbHBIX, WHIUBUAYAIbHBIX 3aJlaHUN, MPOBEICHUH HAy4YHO-
HCCJIEIOBATETILCKUX Pa0OT U /7Sl BBIMOJHEHUS BBITYCKHON KBaTU(UKAIMOHHON PaOOTHI.

3. TpeOoBaHus K pe3yJIbTATAM OCBOCHUS JUCHUIINHBI:

HpOI_[CCC N3YUCHUS JUCHUIIJIMHBI HAITPABJICH Ha (I)OpMI/IPOBaHI/Ie CJICAYIOIHNX KOMIIETCHIIU:
I1K-9.

® CHOCOOHOCTBIO BECTH HEOOXOJMMYIO JIOKYMEHTAIHIO [0 CO3JaHHI0 CHCTEMBI 00ECICUCHUsS KayecTBa U
koHTpouto ee dpdekruBHocT (I1K-9);

B pe3ynbrare ocBOECHUS AUCHUILIMHBI CTYACHT JOJIKEH:

3HaTh: OCHOBBI TPABOBBIX 3HAHWH B pa3iMyHBIX chepax IesTeNbHOCTH, KaK peHiaTh CTaHIapTHHIE
3a1a4i Tpo(heCcCUOHATILHOM JESITeIbHOCTH Ha OCHOBE MH(GOPMAIIMOHHON K OmOimorpaguieckoi KyabTyphl C
IPUMEHEHHEM HWH(POPMAIIMOHHO-KOMMYHUKALIMOHHBIX TEXHOJOTMM M C Yy4eTOM OCHOBHBIX TpeOOBaHMI
MH(OPMallMOHHON 0€30IaCHOCTH, KaK BECTHM HEOOXOJUMYI0 JOKYMEHTAIMI0 10 CO3JaHHI0 CHCTEMBI
o0ecrnieyeHns KauecTBa U KOHTPOJIIO €€ 3PPEKTUBHOCTH.

yMeTh. NPHUMEHSTh OCHOBBI MPABOBBIX 3HAHMM B pa3IMYHBIX cdepax [eATeNbHOCTH, pellaTh
CTaHJapTHBIE 3a/1a4l MPO(PECCHOHATBHOMN JesITeIbHOCTH Ha OCHOBE MH(POPMALIMOHHON 1 OubIrorpapuueckoi
KyJbTYpbl C TPUMEHEHHEM HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH M C YYETOM OCHOBHBIX
TpeboBaHUI HMH(OPMAIIMOHHON 0E€30MacCHOCTH, BECTH HEOOXOJIUMYIO JOKYMEHTAIMIO MO CO3/IaHUIO CHUCTEMBI
o0ecreyeHns KayecTBa U KOHTPOITIO €€ 3((HEeKTUBHOCTH U Pe3yIbTaATUBHOCTH.

BJIaJeTh: CIIOCOOHOCTBIO MCIIOJIB30BaTh OCHOBBI IIPABOBBIX 3HAHHH B pa3IMYHbIX c(hepax IesTeTbHOCTH,
CIOCOOHOCTBIO pellaTh CTaHAAPTHBIE 331a4 MPOPECCUOHATIBHON IEATETbHOCTH Ha OCHOBE MH(OPMALIMOHHOM
u Oubnuorpaduueckor KyJIbTyphl ¢ MPUMEHEHHEM HH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHUH H C
YU4E€TOM OCHOBHBIX TpeOoBaHUII HH(GOPMALMOHHONW O€30MacHOCTH, CHOCOOHOCTBHIO BECTH HEOOXOAUMYIO
JOKYMEHTAIlMI0 110 CO3/IaHHUI0 CHCTEMbI OOECIeUeHHUsT KauecTBa M KOHTPOI €€ 3(P(PEeKTUBHOCTH U
Pe3yJIbTaTUBHOCTH.

Heo06xonmumMocTh B MOMy4YEHHHM TaKUX 3HAHWN, YMEHUH HABBIKOB OMNPEIETSAETCS TE€M, YTO Yy CTYJCHTOB HYXKHO
chopMHpOBaTh YETKOE MOHMMaHue Oyaymiel mpodeccrnoHaTbHOW NesSTeNFHOCTH W MPUOOPETEHHST HEOOXOIMMBIX
KOMIIETEHLIUH.
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4. O0beM TUCHMILIMHBI M BUJbI Y4eOHOH padoThI

O6H_[aSI TPYAOCMKOCTb JUCHUIIJIMHBI COCTABJIACT 4 3a4eTHBIE CAUHUIIHI.

Bun yuebHo# paboThl

Bcero yacos

Cemectp

5

AyanTopHbIe 3aHATHS (BCEro)

90

90

B tom uncie:

Jlexnun

18

18

JlabopatopHsie pabots! (JIP)

36

36

IIpaxrraeckne 3ansaTus (I13)

36

36

CamocrosiTejbHasi pa6oTa (Bcero)

54

54

B tom uncie:

I/I3yquI/[e TEM, OTBOJUMBIX Ha CaAMOCTOSTCJIbHYIO npopa60TKy

Pedepar

KonTtpoas (Bcero)

Bun npomexxyTouHOM aTTecTanuu (3K3aMeH)

Oo0masi Tpy10eMKOCTh Yac.
3auetrnpie Enunanier TpymnoeMkocTr

144

144

5. Conep:xkanue QU CHUTITTHHBI

5.1. Pa3nesnsl JUCHUILIMH U BUABLI 3aHATHNA

HaumenoBaHue paszgena IUCHUIUIMHBI

Jlexun

JlaboparopHsie
paboTHI

IIpakTuyy.
3aHATHUS

CamocT.
pabora
CTVIICHTA
Kountpoinb

Bcero uvac
(0e3 aKx3am)

DopmMHpyeMBIE
KOMIIETEHIIUH

OK, OIIK, IIK

1. | Ilpeamer, coneprkaHue U 3aaun
JucauIiuiMHbl. OCHOBHEIE CBOMCTBA,
(GYHKIMM U IPU3HAKU JOKYMEHTA

I1K-9

2. | Crpykrypa nokymenta. [lopsnok u
npaBuiIa 0POpMIICHHS
OpraHU3alMOHHOMN, PACTIOPSAIUTEIBHON
UH(POPMALOHHO-CITPABOYHOM
JIOKYMEHTaI1H.

10

24

I1K-9

3. | OpraHu3anoOHHO-METOINIECKOe
o0ecreyeHne J0KyMeHT0000poTa
opranmzauun. CUCTEMbI
nokymeHTanuu. CucTeMbl
aBTOMAaTHU3aIMU JTOKYMEHTO000pOTA.

12

30

IK-9

4. OpFaHI/BaHI/IS{ U TCXHOJIOIrus pa6OTLI C
JOKYMCHTAaMH YyIIpaBJICHUS.

10

28

I1K-9

5. | Opranuzamnusi XpaHeHHUs] JOKYMEHTOB H
oOecrieyeHne ux coxpaHHocTu. Pabota
C JOKYMEHTaMH, UMEOLIUMHA
OTpaHUYEHHBIN JOCTYII.

10

28

I1K-9

6. |Opranuzamus coBenaHUM.
Kondepenuuii, coopanuii.
Odopmiierre JOKyMEHTaTbHBIX
MaTepHasoB.

24

I1K-9

HNTOI'O:

18

36

36

54

144
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5.2. Conep:xanue pa3iesioB JUCUMILIMHBI (110 JEKIUAM)

Tpymoem Dopmupy
Ne HanmenoBanue eMbIe
ConepskaHue pa3eioB KOCTb
/I pa3zenoB KOMIIETEH
(dac.)
005054
1. [[Ipenmer, coaepxanue u enu n 3amaun yaeOHOM qUCIUIUTUHBI «/]eI0npou3BOACTBO U
3a71a491 TUCIUIUIHHEL. JOKyMeHT0000poT». McTopus pa3BUTHS CHCTEMBI TOCYIapCTBEHHOTO
OCHOBHBIE CBOHCTBA, nenonpoun3BoacTBa. OCHOBHBIE 33241 CHCTEMBI JIEIONPOU3BOCTBA U 2 TK-9
(YHKIIMY 1 IPU3HAKA JIOKyMeHT0000poTa. OCHOBHBIE MOHATHS. TePMUHBI U ONPEIeNICHUSL.
TOKyMEeHTa HopmartueHo-MeTonnueckas 6asa nenonpounsBojactea u CI/I.
2. |Ctpykrypa moxymeHTa. O6uue TpeboBanus. @opmar Oymaru u moJis. biaHKH JTOKYMEHTOB.
[Topsinok 1 mpaBuIia TIpaBuia opopmMiteHUs OTIENBHBIX BUAOB PEKBU3UTOB JIOKYMEHTOB.
odopmIIeHUS TpeGoBaHUs K U3TOTOBJICHHIO JOKYMEHTOB. TpeOOBaHUs K TEKCTY
OpraHU3allMOHHOM, JIOKYMeHTOB. OpraHu3allMOHHO-TIPABOBBIE JIOKYMEHTHI.
pacropsUTeNbHON PacnopsimurensHbie JOKyMeHTHl. CipaBOYHO-UH(POPMALMOHHBIE U
MH(POPMALMOHHO- CIPaBOYHO-aHAIUTHYECKUE TOKYMEHThl. DHMHAHCOBO OyXranrepckue 2 TK-9
CIIpaBOYHOH JOKyMeHTBIL. [IpoTokosbl. JIOKyMEHTHI IMYHOTO cocTaBa. JJOKyMeHTBI
TOKyMEHTalUH. MPOLIECCOB ABMKEHHMS KaapoB. Benenue TpyaoBbIX KHIKEK.
®dopmupoBaHue U BeAEHHUE JINYHBIX Jell. JIOKyMEHTBI CHCTEMBI
KauecTBa: PYKOBOJCTBO MO Ka4eCTBY, JOKYMEHTHPOBAaHHBIE
MPOLIETYPEI.
3. |OpranusaiuoHHo- O61u1re TpeOOoBaHMUS 10 OPTaHU3AIUH JJOKYMEHTO000pOTa, €r0 pa3BUTHE
METOITIECKOE U pernameHTarys. OnepaTuBHOE XpaHEHHE JOKYMEHTOB H JIEII.
Cocrapnenne HOMEHKIATYpHI fen. @opMupoBanue U opopMIIeHHE e
oGecrieyeHne KouTpons 3a ucrnonHenrnemM 10kyMeHTOB. Buabl konTposs. CpokoBas
Jl0KyMeHTOo0GopoTa KapToTeKa. ABTOMAaTU3NPOBAHHBIE CUCTEMBI YIIPABICHUS 4 T1K-9
KOPIIOPaTHBHBIM JJOKYMEHTOO0OPOTOM. ABTOMaTH3UPOBAHHEIE
opranmsatuy. CHCTeMbI CHCTEMEI KOHTPOJIS 32 UCTIONHEHNEM JJOKYMEHTOB. DKCIepTH3a
IOKyMEHTALIHH. 1eHHOCTH ToKymMeHToB. CoctaBnenue onucelt aen. [lepemxaya nen Ha
apXUBHOE XpaHEHHUE.
4. |Opranuzanus u OO11re paBuIia pErucTpaIyy J0KyMeHTOB. DOpPMBI perucTpaium
TEXHOJIOTUsl pabOThI € JOKYMEHTOB. ABTOMAaTHU3MPOBAHHBIE CHCTEMbI PETHCTPAaLlK 3HAUYCHUE
JOKYMEHTaMHU YIPABICHUS.| ¥ 3aJ]a4l pETUCTPALUU TOKYMEHTOB. [IpaBuia 00paboTKy HCXOIAIINX
nMokyMeHTOB. [Topsiok nmpuema, 00pabOTKH U pacipeaeIeHus 4 TK-9
MOCTYTAIOIIIX JOKYMEHTOB. [ops/Iok HanpaBieHus Ha HCIOHEHUE U
PabOTHI UCTIOMHUTENS ¢ JOKyMeHTaMU. BbI6op mporpaMMsl uist
aBTOMATH3aLUH JJOKYMEHT0000poTA.
5. |Opranuzanus xpaHeHus Buenpenue xopnopaTuBHOH aBTOMaTU3MPOBAHHON CUCTEMBI
IOKYMEHTOB 1 JIoKyMeHTooOopoTta. Cucremaru3zaius JoKkymMeHToB. ObecrneyeHne
o0ecrieyeHne ux COXPaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOH (hopme. ApXUBHOE
coxpanHocTH. Pabota ¢ XpaHeHue. JJOKyMEHTBI, OTHOCSINNECS K TOCYJapCTBEHHOM TalHe,
JOKYMECHTaMU, UMCIOIIUMU|  jocTyrn K HUM. JJOKYMEHTBI, OTHOCSIIHECS K KOH(DHICHIIHATLHON
OrpaHMYCHHBIN JOCTYIL. uHpopmarwn. [IpaBa qocTymna k KOHQHICHIMATBHOW JOKYMEHTALIUH B
opranu3anny. [leqyatanue, pa3MHOKEHHE U PACCHUIKA TOKYMEHTOB. 4 1K-9
I'pynmmpoBKa HCIIOTHEHHBIX JOKYMEHTOB B Je1a. ABTOMATH3aLHsI
Om3HEC-TIPOIIeCCOB 0OPAOOTKH M UCTIOTHEHHS JTOKYMEHTOB.
ABTOMaTI/BaLll/lS{ KOHTPOJIA, UCIIOJIHEHUS JOKYMEHTA, 06CCHe‘16HI/Ie
COXPaHHOCTH JOKYMEHTOB, JeJ1 U u3gaHui. Cuctemsl,
obecrie4rBaroNIMe 3aIIUIIECHHBIN 0OMEH JIEKTPOHHBIMH COOOIICHHUSIMH.
6. |Opranuzamus IToaroroBka cosemmanuii, koHpepeHuii, codpanuii. OnpenenexHue
COBemaHHﬁ. TEMAaTUKU U LCJIH, MECTO IMPOBCACHUS. q)OpMI/lpOBaHI/IC IOBECTKH IHA,
orpeJiesieHHe COCTaBa yYaCTHUKOB U JIOKJIQIYMKOB, INIAHUPYEMOE
Kondepenuuii, BpeMsI Ha 00CYKACHHE KaXKI0T0 BOIPOCA; UCTOYHUKH, TIOTyICHUSI
CoBpammii, HeoOxomuMoit nHpopmarmu. OPopMIIeHHE U pacChUIKa IPUTIIAIICHUH. ’ K-
Berpeua, peructpanys y4acTHUKOB, OPTaHH3aIHs M TEXHIIECKOe
Odopmierne obciryxuBanue. [IpaBuia opopmiieHHs U COCTaBICHNUE POTOKOJIOB
IOKYMEHTABHEIX COB?maHI/H‘/’I, KoH(pepeHuui, codopanuii. MapupyTuzamus , cCo3aHue
OTYETOB, BEJICHHE apXHBa.
MaTepHaJIOB.
HUTOI'O: 18
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5.3. Pazgennbl AMCHUILUIMHBI U MEKIUCHUIUIMHAPHbIE CBAI3H € 00eCneYuBAIIUMU (MPeAbIAYIMMHU) U
ol0ecrieynBaeMbIMH (MOCTEAYOIIUMHI) M CHIUIIIMHAMH

HanmenoBanue Ne Ne pa3znenoB naHHOH qUCUUIUIMHBI U3 Tab.5.1, U1 KOTOPBIX HEOOXOIUMO
obecnieunBaronMx (MpebLAYIINX) M| H3ydeHUE 00ecreyuBaromuX (IPeabIayIInX) U 00eceyMBaeMbIX (IIOCIEIYIOINX )
oOecrieyrBaeMbIX  (IIOCJIETYIOLIHX ) JUCHIUTUINH
ITUCTIIUIUINH

1 | 2 | 3 | 4 | 5 | 6

IpeamecTBywomue THCHUMIHHBI
1 Mudopmaruxa X X X X X X
2 UmxenepHas rpaduxa X X X
KommnerorepHas rpaguka

3 |MH(bopMaOHHbIE TEXHOJIOTHH X X X X X X
4  [[IpaBoBeneHue X X X X X X
5 |denoBoe oOmeHne X X

Iocaenyromue ACHUIIIMHBI

1. |YnpaBnenue npoueccamu X X X X
2 |BceoGiee ynpaBieHne KaqecTBOM X X X X X
3 Mudopmanuonnoe obecneucHue, X X
0a3bl JaHHBIX
4 MudopmaroHHble TEXHONOTHH B X X X X
YIIPABJIEHUN KAueCTBOM M 3aI[UTal
nH(opMaru
5 |Ayaur kauecTBa X X X X X X
6  |MoarotoBka u ceprudukamus CMK u X X X X X X
POM3BOJICTB

5.4. CooTBeTcTBHE KOMIIETeHINH, (OPMUPYEMBbIX IPH M3YYEeHHHU AUCUMILIMHBI, 1 BU/10B 3aHATHH

ITepeuenn Bunp! 3ansTHil DopMBbI KOHTPOJISL IO BCEM BUJAM 3aHATHI
KOMTIETCHITUT JI Jlab IIp |KP/KII| CPC (npumeput)
Koncnekr CaMOIIOATrOTOBKH, CO6€C€I[OB8.HI/I€,
IK-9 + + + KomnoneHT cBoeBpeMeHHocTH, Onpoc Ha 3aHATHAX.
Ortyer no nabopaTtopbiM padoTaM. TecT Ha JEKIKH.

JI — nexuwus, [1p — npakTrudeckue U ceMuHapckue 3ansitusi, JIad — nadoparopusie padotsr, KP/KII — kypcoBas pabora/mpoekt, CPC —
caMoCTOsITeNbHAst paboTa CTyIeHTa

6. Metoab! 1 (popMBbI OPpranu3anuu 00yueHust
TexHoI0rMK MHTEPAKTUBHOTO 00YYEHUS P pa3HbIX popMax 3aHIATUH B yacax

[paxTraeckue/
DopMel JlabopatopHsie
Jlexunu (dac) CEMHUHAPCKHE Bcero
MeTto bt paboTsI ("ac)
3aHATHA (Jac)
IT-MeTomBI 4 4 8
Case-study (MeTo1 KOHKPETHBIX CUTYaIIHiA) 6 6
WToro nHTEpaKkTUBHBIX 3aHATHIA 4 10 14
7. JlaGopaTopHbIi NPAKTUKYM
Ne paznena Tpyno-
Ne )mcupll)nnfmm n3 Temaruka 1adopaTopHBIX padoOT eth};in KommeTenpm
n/n PATOpHAIX p OK, OIIK, TIK
Tabm. 5.1 (uac.)
BCZICHI/IC TPYAOBBIX KHUXKCK. (I)OpMI/IpOBaHI/Ie " BC€ACHUC JINYHBIX
1. 2 nen. JIOKyMEHTbI CHCTEMBI KAUECTBA: PYKOBOJICTBO 0 KAYECTRY, 4 [K-9
I0KyMEHTUPOBAHHBIE MPOLIELYPHI.
CocTaBieHne HOMEHKIATYpsI aei. PopMupoBanue u opopmMiIeHHuE
3 1en. ABTOMAaTH3UPOBAHHBIE CHCTEMBI YIIPABJIEHHUS KOPIIOPATUBHBIM
2. TOKyMEHTO000POTOM. ABTOMATH3AIINSI CHCTEM KOHTPOIIS 38 8 IK-9
MCIIOTHEHHEM JIOKYMEHTOB
3. 4 ABTOMAaTH3UPOBAHHBIE CUCTEMBI PETUCTPALUH. . BRIGOD 8 IK-9
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[IpOTrpaMMBI JIJIsl aBTOMATH3AIMU TIOKyMeHToo0opoTa. Pabora ¢
porpaMMamu
Brenpenne koprnopaTuBHOW aBTOMaTH3UPOBAHHONW CHCTEMBI
5 moxymeHT0000poTa. CHCTeMaTH3aIHs TOKYMEHTOB.
4. ABTOMATH3ALMs1 KOHTPOJIS, HCIIOJIHEHUS IOKYMEHTa, 0OecrieyeHrne 8 1IK-9
COXPaHHOCTH JOKYMEHTOB, [N H H3JaHHi.
OdopmiieHre 1 pacchiika npuriameHuii. Opopmienue u
5. 6 cocTaBJieHHE IPOTOKOJIOB COBEIIAHUH, KOH(EpeHIHii, COOpaHUi. 8 TIK-9
MapIupyTH3amus , CO3qaHue OTYETOB, BEACHUE apXHBA.
NTOI'O: 36
8. IlpakTHyeckue 3aHATHS (CEMHHAPBI)
Ne pazpena Tpyno-
Ne pasa pyaA Komnerenuuu
JUCUUIUIAHBI U3 Temaruka 1a00paToOpHBIX PadoT €MKOCTh
/o OK, OIIK, TIK
Tabm. 5.1 (gac.)
1. 1 DYHKIMHU 1 IPU3HAKK JOKYMEHTa 4 I1K-9
2 2 [IpaBuia cocraBieHus u opopmIIeHHsT OCHOBHEIX BIoB OP/]. 8 [1K-9
3 3 Cocrasienne OP/l, pa3pemraromniyie 3aJjaHHBIC CUTYAIHA 6 [1K-9
4 PaspaboTka hopM perucTparyu J10KyMEHTOB (BXOIAIIMX,
4. ncxosmux). CocraBieHune U opopMiIeHHEe HOMEHKIIATYPBI JIel. 6 1IK-9
5 Opraanzanus XpaHeHHs U I0CTyNa K JoKymMeHTaM. PaboTa ¢
5. TOKyMEHTaMH, IMEIOIIMMHU OIPaHUYESHHBIN TOCTYII. 6 1IK-9
6 OdopmIiieHre JOKYMEHTAIbHBIX MaTepHaIOB COBEIIAHHH,
6. KoH(epeHIMi. BrinoaHeHe HHAMBUAYaIBHOTO 33/1aHHS. 6 11K-9
MTOI'O: 36

9. CamocrosiTesibHasi paboTa

Ne pasnena y Tpyno- KOHTpOJIb BHIMOTHEHHS
No | quenummm- Bunpl camocTosTenbHOM paboThI Komnerentuu 6 o
/11 |HbI U3 TalL. (Oemanuzayus) CMKOCTE | ok, orIK, 1K | P? otet (Onpoc, Tect,
51 (gac.) JIOM. 3aJlaHue, 1 T.1I.)
1. 1. IToaroToBKa K MpakTHIecKuM 3aHATHsIM. COOp I1K-9 Ormpoc, npoBepka
W aHAIH3 HHPOPMAIUU 00 UCTOPHS Pa3BUTHS KOHCIICKTOB
CHUCTEMBI TOCYIapPCTBEHHOTO 4 CaMOCTOSATEIILHOTO
TEJIOTIPON3BOACTBA M CHCTEM JICKTPOHHOTO u3yueHus. BoinosaHeHne
TOKYMEHTO0000pOTa. MPAKTHYECKOTO 3aTaHUs
2. 2. [ToaroToBKa K mpakTudeckuM 3aHsatusim. Coop Ormpoc, mpoBepka
nHGOpPMALUU 006 OpraHN3aIMOHHO-TIPABOBBIX, KOHCIIEKTOB
pacnopsIUTENIbHBIX, CIPABOYHO- 10 K-9 CaMOCTOSATEIIFHOTO
MH()OPMALMOHHBIX, CIIPABOYHO- u3yueHus. BoinosaHeHne
AQHATTUTHYECKHX, PUHAHCOBO-0yXranTepCcKkux MPAaKTHYECKOTO 3aTaHMs
TOKYMEHTaX.
3. 3. IToaroToBka K mpakTHuaeckuM 3aHsaTHsIM. COop Ormpoc, npoBepka
W aHAIM3 HHPOPMALUU 00 KOHCIICKTOB
ABTOMATH3MPOBAHHBIX CUCTEMAaX yIPABICHUS 12 [K-9 CaMOCTOSATEIILHOTO
KOPITIOPATHBHBIM JOKYMEHTO000POTOM. n3y4deHus. BeimoxHeHme
MPAKTHICCKOTO 3aTaHMs
4. 4. IToaroToBka K mpakTuaeckuM 3aHsaTusM. COop Ormpoc, npoBepka
1 aHaIM3 HHPOPMAIIMH O MOPSIJIKE TPHEMa, KOHCIIEKTOB
00pabOTKU U paclpene/ICHUs MOCTYIIAOIUX 10 TIK-9 CaMOCTOSITEIILHOTO
TOKyMEHTOB u3yueHus. BoinosgHeHne
MPAKTHIECKOTO 3aTaHHs
5. 5. IToaroToBka K mpakTudeckuM 3ausatusM. Coop Ormpoc, mpoBepka
1 aHan3 nHpopMauu 00 aBTOMATH3AIHS KOHCIIEKTOB
KOHTPOJISI, HCTIOTHEHUSI IOKYMEHTA, 10 IK-9 CaMOCTOSITEITBHOTO
oOecrieueHne COXPaHHOCTH JJOKyMEHTOB, JIe] 1 n3ydeHus. BeimonHenne
M31aHuH MIPAKTHYECKOT0 33 JaHUs
6. 6. IToaroToBka K mpakTu4eckuM 3aHsATHIM. COop 8 MK-9 Ormpoc, npoBepka
nH(opManuK 0 npaBuiIax opOpMIEHHS U KOHCIIEKTOB
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COCTaBIJIEHUE MPOTOKOJIOB COBEIIAHUM, CaMOCTOSITEILHOTO
KOH(epeHIui, coOpaHuil. u3yueHus. Beimonnenue
MPAKTUYECKOT0 3aJJaHus

UTOI'O: 54

10. IIlpumepHasi TeMaTHKAa KypPCOBBIX IPOEKTOB (pador)
He npenycmotpeHo.

11. PeiiTuHroBasi cucTeMa JIJisi OleHKH YCIeBAeMOCTH CTY/IEeHTOB

Taouuna 11.1. bamibHbIe OIIEHKH ISl 2JIEMEHTOB KOHTPOJIA

. N MaxkcumanbHbIH
MakcumanbeHblii | MakcuManbHbIN
. 0aJt 3a nepuon Bcero 3a
OnemeHTHI yueOHOM festenpHocTH |0amut Ha 1-yio KT ¢|  6amr 3a mepuog
mexy 2KT u Ha CEeMECTp
Havaia cemectpa | mexay 1KT u 2KT
KOHEII ceMecTpa
[locenienue 3aHATHI 2 2 2 6
TecToBBIN KOHTPOJIb 3 3 3 9
JlaGopaTopHbie pabOTHI 15 10 25 50
KoMmoHeHT CBOEBPEMEHHOCTH 5 5 5 15
MTOro MakcumMyMm 3a nepmon: 25 20 35 80
Crada sk3amMeHa (MaKCHUMYyM) 20
Hapacraomum HTorom 25 45 80 100
Tabauma 11.2. [TepecyeT 6am10B B OLIEHKH 32 KOHTPOJIBHBIE TOUKH
bajjbl HA 1aTy KOHTPOJILHOW TOYKHU Onenka

> 90 % ot MakcuManbHOU cyMMbl OayutoB Ha aaty KT OTIMYHO

Ot 70% no 89% ot makcumanbHOM cymMMbl OayuioB Ha paty KT XOPOIIIO

Ot 60% no 69% ot MakcumanbHOM cymMMbl OayuioB Ha naty KT YIOBJIETBOPHUTEIHHO

<60 % oT MakcUMaJbHOM cyMMBbl OamtoB Ha gaty KT HEYJIOBJIETBOPUTENIBHO

Tab6aunna 11.3. [lepecyetr cymmbl 6ajI0B B TPaJIULIMOHHYIO U MEXIYHAPOIHYIO OLIEHKY

Ouenka (FOC) Hrorosas cymma 6a.11.1101“3, YYMTBIBAET Ouenka (ECTS)
YCHENIHO CAAHHBII 3a4eT
5 (oTan4HO) (3a4TEHO) 90 - 100 A (oTinyHO)
85 - 89 B (ouens xoporo)
4 (xopomo) 75-84 C (xoporio)
(3auTeHo) 20-74
3 (YIOBJIETBOPUTEIHHO) 65 - 69 D (ynosaersopuressHo)
(3auTeHo) 60 - 64 E (nmocpencTBeHHO)
2 (HEYAOBIICTBOPHTELKO), Huske 60 0annos F (neynoBieTBOpHUTEIHHO)
(He 3a4TeHO)

12. YueoHo-MeTonn4eckoe u nHGpopMannoHHoe odecrnevyeHne THCHUIIHHBI
12.1 OcHoBHas JuTepaTrypa

1. MuponoB A. H.: Hotapuat Yue6Hoe nocooue / A. H. MupoHoB. - 3-e u31., uctp. u joi. - M.: @OPYM,
2012. - 224 c. - (10 >k3. B 6ubnmoteke TYCVYP).

2. Illam6a T.M. Horapuar B Poccuiickoit ®eaepannn Yueonuk / T. M. [1lam6a, B. H. Kokun, H. T. I1lamb0a;
pen. I'. T'. UepemHsbIX. - 3-¢ u3., nepepad. - M. : Hopma, 2011. - 304 c. - (20 3k3. B 6ubnunoreke TYCVYP).

3. Kyzsnenos U. H. JlokymMeHTaI[OHHOE OOCCIICUCHUE YIIPABJICHHUS U JICIONPOU3BOJICTBO Y UCOHUK ISt
6akanaspoB / W. H. Ky3nernos. - M. : IOpaiir, 2012. - 576 c. - (26 5k3. B 6ubnuotexke TYCVYP)
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12.2 JlonoaHMTeIbHAS JUTEPATypa

1 AmnnpeeBa B. U. Jlenonpon3BoACTBO: OpraHU3aIs U BeleHUE: y4eOHO-TIPaKTHUECKOE MTOCOoOue /st BY30B /
B. W. Aunpeesa. - 3-e u3f., nepepad. u goi. - M. : KaoPyc, 2010. - 294 c. (16 3k3. B 6ubmuotexe TYCVYP);

2 KupcanoBa M.B. CoBpeMeHHOE ACNONMpOU3BOACTBO: YueOHOe mocodue / M. B. Kupcanosa;
Poccuiickas akamemust rocygapcTBeHHOUM ciyxObl mpu Ilpesmmente P®D, Cubupckas akamemus
roCyAapCTBEHHOW CIyXObl. - 4-¢ u3a. - M.: UHOPA-M, 2012. - 320 c.. (20 3k3. B OubimoTeke
TYCVYP),

3 Akcenona JK. H. JlokymeHTHpOBaHUE yIPaBICHUYECKON NEATEIBHOCTH : yueOHoe mocooue / XK. H.
AxcenoBa ; denepabHOE areHTCTBO MO 00pa3oBaHMIO, TOMCKHI TroOCyIapCTBEHHBI YHUBEPCHUTET

CUCTEM YIIpaBJICHUS U paauodiekTponuku, Kadenpa sxonomuku. - Tomck : TMIIJIO, 2006. - 119 ¢

: (16 2k3. B bubmmoreke TYCVYP).

12.3 Y4yeOHO-MeTOOMYECKHE MOCOOMA M MDOrDAMMHOE 00ecreYeHne
Jliist obecriedeH sl TUCIUIUTMHBI HCIIONB3YIOTCS CIISAYIONIME YIeOHO-METOAMYSCKHUE TTOCOOMS:

1. Hukonaesa JIL.W.  Jlenonpou3BOACTBO:  MeToauWuecKHE  PEKOMEHJAMU K  OpraHu3aluu
CaMOCTOSITENIFHOW ~ paboTel  cTyaeHrtoB,- 2012, - 18c. [DnexkTpoHHBII  pecypc] URL.:.
http://edu.tusur.ru/training/publications/1658

2. Hukomnaesa, JI. W. Jlemonmpu3BoacTBo: MeTomuyeckue pPEeKOMEHIAIMU K JIA0OpAaTOPHBIM 3aHATHSAM

[Dnextponnblii pecypc] / Hukomaesa JI. M. — Tomck: TYCVYP, 2012. — 24 c. — Pexum pocryna:
https://edu.tusur.ru/publications/1701.

3. KazakeBuu  JI.M. Jlenmonpon3BOACTBO: y4eOHO-METOINYECKOE MOCOOHE K IPAKTUYCCKUM 3aHATHIM I10
mucuurinHe " Jlenonpou3BOACTBO B COIMAIBHOM padore" mas CTyneHTOB chnernuaibHocTH "CoruanbHas
paborta" rymanurapHoro ¢akynbreTa / JI. M. KasakeBuu; ®deepaibHOE areHTCTBO 10 00pa3oBaHuio, ToMCKui
TOCY/IapCTBCHHBI YHHBEPCUTET CHCTEM YIPABICHUS U PaauodJieKTpoHukd, Kadenpa ucropuu u corUabHOM
pabotsl. - Tomck : TYCVYP, 2007. - 38 c.:

(50 k3 . B 6ubmmorexe TYCVYP)

IIporpammHoe oGecnieueHue (B pacyeTe Ha OJUH KOMIIBIOTED):

1) OmnepanunonHas cucrema Bepcuu He Hinke Windows XP;

2) Iaker nporpamm Microsoft Office uiu Open Office;
[Mporpammuoe obecnieueHue Jr0Obie oneparmonHas cucrema (Windows, Linux) u Opaysep mis paOoTel B
HNHurepHer.

ba3bl 1aHHBIX, HHOOPMALIMOHHO-CIIPABOYHBIE M IOUCKOBBIE CHCTEMBbI

1. 'OCT P 6.30-2003. YHu(MUIHPOBaHHBIE CUCTEMEI JOKYMEHTAIIUH. Y HU(PUIIMPOBAHHAS CHCTEMA
OpraHU3aIMOHHO-PACTIOPSAIUTENHHON TOKyMeHTaluu. TpeOoBanust K 0pOPMIICHUIO TOKYMEHTOB.
[DmexTponnsIii pecypc]. Pexxum mocryna http://base.garant.ru/185891

2. Nudopmannonno-npasoBoii moprain APAHT [Onekrponnsrii pecypc]. Pexxum nocryma
http://base.garant.ru .
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denepanbHOE TOCYAAPCTBEHHOE OI0PKETHOE 00pa30BaATENIbHOE YUPEXKICHHUE
BBICIIIETO 00pa30BaHUs
«TOMCKUI TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YIIPABJIEHUSA U PAAVOSJIEKTPOHUKI (TYCVYP)

YTBEPXKIAIO

ITpopexTop no yuebHoi paboTte
IL.LE. Tposin

« » 2016 .

@®OH]I OIEHOYHBIX CPEJICTB IO YYEBHOM JUCIUILINHE

J1eonpon3BOACTBO M IOKYMEHTO000POT

(HauMeHOBaHUE y4EOHOW AUCLIMIUIMHBI)

YpoBeHb 0CHOBHOI 00pa30oBaTeIbHON NPOrPaMMbI OakajaBpuat
(bakamaBpuat, MarucTpaTypa, ClieiUaInuTeT)
Hanpasienue(si) moaAroToBku (cnenuaibHoctb)  27.03.02 " YnpaBjeHue kauecTBom"
(HOMep, YPOBEHB, ITIOJIHOC HAUMEHOBAHUE HAIIPABJICHUS ITIOATOTOBKH (CHGHI/IaﬂbHOCTH))
HporpaMMa «anaB.JIelme Ka4ye¢CTBOM B HH(]_)ODM?I“]/IOHHI)IX CucreMax»
(MoJTHOE HAaMMEHOBaHKE NPOQUIISL HANIPABJICHUS TOArOTOBKY (crermansHocti) u3 OOIT)
®opma 00yueHUs o4Has
(04Hast, O4HO-3a049HAs (BEUYEPHSIs), 3a0UHAs)
PaxyabTer VHHOBAUMOHHBIX TexHojgorui (PUT)
(cokpaleHHOe | ITOJTHOe HANMEHOBaHHUe (aKysbTeTa)
Kadgeapa Yupapiaenusi unHoBanusivmu _ (YH)
(cokpalleHHOE ¥ TTOTHOE HANMEHOBAaHUE Ka(eIphl)
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Yueonbliii niian nadopa 2016 roga

3auer 5 ceMecTp JAund. 3auer cemecTp

JK3amMeH ceMecTp

Tomcek 2016
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1. BBeaenue

@®onpn ouenounbix cpeacts (POC) sBusercs MNPUIOKEHHEM K paboued mporpamme
TUCIHUIUIAHBL «JleTonmponu3BOJACTBO U JTOKYMEHTOOOOPOT» M MPEACTaBISeT CO00M COBOKYIMHOCTBH
KOHTPOJIbHO-U3MEPUTETbHBIX MaTepuajioB (TUIOBBIE 3amaud (3aJaHusi), KOHTPOJbHBIE pabOTHI,
TECTHI JIp.) U METOJIOB MX HMCIIOIb30BaHUS, IPEAHAZHAYCHHBIX JJI1 U3MEPEHHs YPOBHS JTOCTHKEHUM
CTYJIEHTOM YCTaHOBJICHHBIX PE3YJIbTaTOB OOYUYECHHUS.

®OC no AUCHUIIINHC HUCIIOJIB3YCTCA IIPU ITPOBCACHUN TCKYIICIO KOHTPOJIA YCIICBACMOCTH U
HpOMe)KYTO‘IHOﬁ aTTeCTal CTYACHTOB.

[lepedyeHs 3aKperuieHHBIX 3a TUCHUIUIMHON KOMIETEHIIMN NpUBeIeH Tabaure 1.

Tabnuya 1 — Ilepeuensv 3axpeniieHubix 3a OUCYUNIUHOU KOMNEMEeHYUT

Orarbl GOpMHUPOBAHHE
KOMITETEHIIU I
3HATh KaKk BECTH HEOOXOTUMYTO
JOKYMEHTAIIHIO TI0 CO3IaHUI0
CHCTEMbI 00€CTICYCHUsI Ka4eCTBa
KOHTPOJTIO e¢ 3D PEKTUBHOCTH.

CITOCOOHOCTBIO BECTH HEOOXOIUMYIO YMers BecTH HEOOXOAMMYIO
JOKYMEHTALIHIO 110 CO3JIaHUI0 CHCTEMBI AOKYMCHTALHIO ITO CO3NaHMIO

6 CHCTEMBI 0OeCIIEYEHHsI KayeCcTBa U
o0ecrieueHus KauecTBa M KOHTPOJIO €€ KOHTPOITIO €¢ S(hEKTHBHOCTH,
s peKTUBHOCTH

Buagerb cioOCOOHOCTBIO BECTH
HEOOXOAUMYIO JOKYMEHTAIUIO 10
CO3[IaHMIO CHUCTEMBI 00ECIICUCHUS
KadyecTBa M KOHTPOJIIO e

3¢ heKTUBHOCTH

Kon @opMyIMpOBKa KOMIIETEHIIUN

[1K-9

2. Peaausanus KoMmneTeHIHI

2.1 Komnerenuus IIK-9

ITK-9: cnocoGHOCTBIO BeCTH HEOOXOAUMYIO JOKYMEHTALNIO 110 CO3JaHUI0 CUCTEMbI 00ECIIeueHHs KaueCTBa U KOHTPOJIIO ee
3¢ deKTUBHOCTH

Jnst popMupoBaHUST KOMIIETEHIIMH HEOOXOAUMO OCYIIECTBUTH PsIJI 3TANOB. DTanbl GOpMUPOBAHUS KOMIICTEHIINH,
MPUMEHsIEMBbIE AJIs1 TOTO BUBI 3aHATUI U UCTIONb3YEeMbIE CPEJCTBA OLICHUBAHUS IIPEACTaBIECHBI B TA0IHLIE 2.

Tabnuya 2 — Omanvl popmuposanus KOMnemeHyuu 1 UCNOIb3yeMble CPeOCEa OYeHUBANHUS

Cocras 3Harth YMmeTh Bnaners
KaK BECTH HEOOXOIUMYIO BECTH HEOOXOMUMYTO CIOCOOHOCTEIO BECTH
JOKYMEHTAIIHIO TT0 JIOKYMEHTAIIHIO TT0 CO3/TaHUI0 | HEOOXOIUMYFO
Conepane CO3TAHUIO CUCTEMBI CHUCTEMBI 00CCIICUCHUS JIOKyMEHTAITHIO TI0
TAIOB oOecrieueHus Ka4yecTBa u Ka4yecTBa U KOHTPOJIIO ee CO3JIaHUIO CUCTEMBI
KOHTPOJIIO €€ 3¢ (EeKTUBHOCTH. obecIiedeHus KauecTBa u
3¢ GEKTUBHOCTH. KOHTPOJTIO €€
3 PEKTUBHOCTH
e CamocTosiTenbHas e CamocTtosTensHas padota; | e CamocrositenbHas
pabora; o [IpakTryeckue 3aHATHS, pabora;
Bunel 3anatuil | e [IpakTrdueckue 3aHATHS; e lHTepakTHBHBIE e lluTepakTrBHbBIE
o MlHTepakTUBHBIC MIPaKTUYECKHE MPaKTUYECKHE
MIPaKTUYECKHE 3aHATHUS; 3aHSATHUS;
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3aHATHS; e JlaGoparopHbie pabOTHI
o KonrposbHas pabota; e KoHTponbHas pabora; OtueT 1o 1a60paTOpPHBIM
e Onpoc Ha 3aHATHSIX; e Ompoc Ha 3aHATHSAX; paboram
¢ KoHcrekr e Otyer 1o 1abopaTOpHBIM e 3ayer.
Hcnonb3yemblie
CaMOMOATOTOBKH; paboram
cpeacTBa
e CobecenoBaHue; e KoHCIIeKT
OLIEHUBAHU
o 3aver. CaMOTIOATOTOBKH;
e CobecenoBaHuE;
e 3auer.

OO0mue XapaKTepUCTUKU TMOKa3aTellell W KPUTepUEB OIICHWBAaHUS KOMIIETCHIIMM Ha BCEX JTalax IMPHUBEIEHBI B

Tadaure 3.

Ta6ﬂut;a 3- 061/141/[8 xapakmepucmuku noxasameineii u Kpumepues OYeHUBAHUA KOMnemMeryuu no amanam

IloxazaTtenu u
3Hatb Ymertb Baaners
KpHUTepuu
Ob6namaet pakTHUESCKUMU Ob6namaer 1Uana3oHOM
OO0 U TEOPETHYECKIMHU NPaKTHIECKUX YMEHHHH, Konrpomupyer pabory,
(Bbicokuii 3HaHUSIMH B ITpeIeIax TpeOyeMBIX JUI Pa3BUTHS MPOBOJHT OIICHKY,
oBeHb) n3y4aeMoii 00JacTu ¢ TBOPUYECKUX PELICHUH, COBEPILECHCTBYET
yp IIOHMMAaHUEM IPAHULL abcTparupoBaHus JeicTBUS paboTHI
MIPUMEHUMOCTH mpooIemM
Beper oTBeTCTBEHHOCTH 32
O0nazmaer AnanazoHoM 3aBeplICHUE 3a/1a4 B
3HaeT (aKThl, MIPUHIINIIGI, N
Xopomio P — MPAaKTUYECKUX YMEHHH, UCCIICIOBAHUH,
(6a3o0BbIii P ’ TpeOyeMbIX AT peLIeHUS MPHUCIIOCA0TMBAET CBOE
MOHATHA B IpCaciiax
YPOBEHB) . OTIpeIeNICHHBIX TPOOJIEM B MOBE/ICHUE K
n3ydaemMoi obmactu
00J1acTH UCCIEeI0BAHUS 00CTOSITEBCTBAM B
pelieHnu mpooeM
Ynosaersopure O6nanaeT OCHOBHBIMH
JIHO O6nanaer 6a30BBIMH YMEHUSIMH, TPeOyeMBIMH PaGoTaer npu npsiMmom
(moporoBbIii OOLTMMH 3HAHUSAMU JUTSL BBITIOJTHEHHUS TIPOCTHIX HaOIrOIeHU
YPOBEHB) 3a1a4

dopMynupoBKa NOKa3aTened U KpUTEpHEB OLEHUBAHMWS JAHHOM KOMITETEHITNH MTpUBEeHa B TaOuIle 4.

Ta@mua 4 — Ilokazamenu u Kpumepuu oyeHuearnusl Komnemeryuu Ha amanax

OOKYMECHTAlHU I10
CO3JaHHUIO CUCTCMbI

3¢ GEKTUBHOCTH.

CoctaB 3HaTh YMeTh Bnagetsb
OTtnu4HO Ob6nanaer O6nanaer nuama3oHOM MpakTuueckux | Ha BeIcokoM ypoBHE
(BBICOKUH (haKTHYECKUMH U YMEHUIA, TpeOyeMbIX ISl BEJICHUS BJIaJieeT HABBIKAMH
YPOBEHB) TEOPETUIECKUMHU HEOOXOIMMOM JOKYMEHTALUH 110 BE/ICHUs HEOOXOIUMOM

3HAHUSIMU BEJCHHUS CO3JJaHMIO CHCTEMBI 00ecIeYeHN s JOKYMEHTAIIUHU 110
HEOO0XOTUMOH KadecTBa U KOHTPOJIIO ee CO3JJAaHUIO CHCTEMBI

o0ecrieueHns KauecTna 1
KOHTPOJIIO €€

JOKYMEHTALIUH 10
CO3JaHUIO CUCTEMBI

HE0OXOAMMOH TOKYMEHTAIINH I10
CO3JaHUIO CUCTEMBI 00€CIIEUEHUS

oOecreueHus KadyecTBa u 3 PEKTHBHOCTH.

KOHTPOITIO €€

3¢ EeKTUBHOCTH.
Xoporio Oo6mamaet otnensHEIME | OO0JIagaeT OTACITEHBIMHU Bnanmeer otnenbHBIMU
(6a3oBbIit 3HAHUSIMU BEJICHHS MPAKTUIECKUMHU yYMEHHSIMH, HaBBIKAMH BEJICHUS
YPOBEHB) HEOO0XOITUMOMN TpeOyeMbIMHU /17151 BEACHUS HEOO0XOIUMOH

JIOKyMEHTAIUH 110
CO3JaHUIO CUCTEMBI
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oOecIleueHns KauecTBa. | KadecTsa. oOecIieueHnsT KayecTna.

VYrnoeneTBopu | 3HAET OCHOBHI YMeeT BeJIcHUsI OT/ICBHEIC Pa3ieibl PaGoraet mon

TEJBEHO JOKYMEHTAIIUH 110 JOKYMEHTAIIUH 110 CO3JIAHUIO0 CUCTEMBI | HEIOCPEICTBCHHBIM
(TIOpOTOBBIIA CO3TaHUIO CUCTEMBI obecreueHus KauecTra . HaOIIOACHUEM TIPU
YpOBEHB) oOecrieueHus KauyecTna . BEJICHUU HEOOXOIUMOM

JIOKYMEHTAIIUH TI0
CO3[JAaHHUIO CHCTEMBI
oOeclieueHHsT KauecTBa

3. TunoBbie KOHTPOJIbHBIC 3alaHUA

J1a peanu3aniy BBITIETIEPEYUCIICHHBIX 33/1a4 00YISHHS UCTIOIB3YIOTCS CIeIYIOIINe MaTepHaIIbI:
TUTIOBBIC KOHTPOJIBHBIC 33JaHUS WM WHBIC MaTepHasbl, HCOOXOIUMBIC IS ONCHKW 3HAHWUW, YMEHUW, HABBIKOB M (W)
OTIBITA JIEATENBHOCTH, XapaKTEePHU3YIOIUX 3Tanbl (HOPMHUPOBaHUS KOMIIETEHIIMH B MPOIIECCE OCBOEHHUS 00pa30BaTEIbHOM
MIPOTPaMMBI, B COCTaBe:

Temvbl 0151 camocmoameibHol pabomol.

OTtMeTKH, IPOCTaBIsieMble Ha BXOASIIEM JOKYMEHTE, OPSIOK UX O(QOPMIICHUS.

Otansl NoAroToBKU A0KyMeHTa. O0Iue TpeOOBaHHS K TEKCTY JOKYMEHTA.

Buns! paciopsauTenbHBIX JOKYMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U OQOPMIICHHS.

Oco0eHHOCTH BEACHUS 1EJIONPOU3BOICTBA [0 00paIeHUsIM I'pakJaH (perucTpanus, CpOKH pPaCCMOTPEHHUS,
MOPSIIOK KOHTPOJIS 32 HCIIOJTHEHUEM ).

OdopmieHne akTa Ha yHHUTOKEHHE TOKYMEHTOB.

PONME

o

Tembl 05 6bINOJIHEHUA 1AOOPAMOPHBIX PAOOM.:

1. Benenue TpynoBbIX KHIKEK. POPMUPOBAHUE U BEJCHNUE JINYHBIX Aei. JJOKyMEHThI CUCTEMBI KauecTBa:
PYKOBOJCTBO I10 Ka4€CTBY, JOKYMEHTUPOBAHHBIE IIPOLIEYPHI.

2. CocraBneHre HOMEHKIATypsl fen. @opmupoBanue U oopMmiieHUE Jiesl. ABTOMaTU3UPOBAHHBIE CHCTEMbI
yIpaBiIeHUs! KOPIIOPATUBHBIM IOKYMEHTOOOOPOTOM. ABTOMATH3AILIMSI CUCTEM KOHTPOJIS 32 UCIIOJTHEHUEM
JOKYMEHTOB

3. ABTOMAaTH3MPOBAaHHBIE CUCTEMBI PETUCTPAINH. . BEIOOP IporpamMMel 7151 aBTOMATH3aNN
noKyMeHToobopoTa. PaboTa ¢ mporpaMmamu

4. BHeapeHue KOpIoOpaTHBHON aBTOMaTU3UPOBAHHON CHUCTEMBI IOKyMeHToo00poTa. CrcTeMaTu3anus
JOKYMEHTOB. ABTOMAaTH3aI1sl KOHTPOJIS, UCIIOJIHEHU JOKYMEHTa, 00ecrieueHue COXPaHHOCTH
JOKYMEHTOB, J1€]1 U U3JJaHUM.

5. Odopmienue u paccolika npuriameruii. OGopmieHre U COCTaBIeHHE TPOTOKOJIOB COBEIAHUH,
KoH(pepeHmit, coOpanuil. MapipyTtu3zanus , co3JaHue OTYETOB, BEIEHUE apXUBa.

Temwl 0151 6blnOAHEHUS npakmu4ecKux 3A0aHUL:

1. ®yHKIUY ¥ TpPU3HAKK JIOKYMEHTA

2. IlpaBuia cocTaBieHHUS U OPOPMIICHHUS OCHOBHBIX BHJI0OB OP/I.

3. CocraBnenue OP/l, pa3pemaroniye 3aJaHHble CUTyallun

4. Pa3zpabotka (opMm perucrpaniuu JOKYMEHTOB (Bxomsmux, ucxoasmux). CocraBieHue u 0oGOpMIICHHE
HOMEHKJIATYPHI JIEII.

5. Opranmsanus XpaHEHUsI U JIOCTyMa K JOKyMeHTaM. PaboTa ¢ JOKyMeHTaMHu, UMEIOIUMH OTPaHUYCHHBIN
JIOCTYTI.

6. OdopmieHne TOKyMEHTaJIbHBIX MaTepUaloB COBEIIaHWH, KoH(pepeHIMd. BrimonHeHne WHANBUAYAILHOTO
3a/1aHMUsl.
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Cnucox 60onpocoe 0J151 N0O20MOBKU 3auyemy

RBO©O~NoOR~LDNE

34.

35.

36.

37.
38.
39.
40.
41.
42.
43.
44,
45.

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.

B uem 3nauenue EI'C/]?

Uro BKIIFOYAET B ceOs MOHATHE «IACIOIMPONU3BOICTBO»?

C yeM cBs3aHO MosBIICHNE NOHATHSA «JOY»?

B ueM B3auMOCBSI3b TOHATUH «HUHPOPMALIHSI» U «TOKYMEHT»?

I'e 3akpenieHbl onpeneseHrss OCHOBHBIX MTPOQPECCHOHAIBHBIX TEPMHUHOB I10 JICJIONPOU3BOACTBY?
YTo MOHUMAETCS MO «FOPUANYCCKON CUIION» JOKyMeHTa?

UTto Takoe «cucTemMa JOKYMEHTAIMN» U «YHU(DHUITMPOBaHHAS CUCTEMA JIOKYMEHTAITUN»?

Kak Bl morumMaere npoiiecc cTangapTU3aiyd J0OKYMEHTOB?

Kak Bel mornmaete mpoiecc yHu(pUKaIuu JOKYMEHTOB?

Kakue TpeboBaHus K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIATEIBHBIX aKTax?

KaxoBo 3nauenue ['CHAOY u uto oHa perjiaMeHTupyer?

Uro periiaMeHTUPYET TUIIOBAsE MHCTPYKITUS TI0 JIEIOMPOU3BOJCTBY?

TpeboBanus k oopmienuto gokymeHToB 1o I'OCT 6.30-97, ero conepxanue?

J11s1 4ero coCTaBIISAIOTCS TIEPEUYHU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs?

Kakne HopMaTHBHO-METOIMYECKHUE aKThI UCIIOIB3YIOT B paOOTE C JOKYMEHTaMH KaJIpOBBIC CIYKObI?
KTo pa3zpabaTbsiBacT HOpMaTUBBI BPEMEHHU Ha YIPaBICHYECKHUE BUIBI Pa0OT, M KaK OHU MUCIIOJIHSFOTCS?
dopmar Oymaru, peKOMeHIyeMbIH ISl OPOPMIICHUS CITYKEOHBIX JOKYMEHTORB?

PexBU3UTHI, BXOSIINE B COCTAB OJIaHKA IS MHChMa.

Kaxkue TpeboBanus NpebsABISIOTCS K 0QOPMIICHUIO PEKBU3UTA «HAUMEHOBAHUE OPraHU3AINKI»?

UTo BXOJUT B COCTaB PEKBU3UTA «CIPABOYHBIC JAHHBIC 00 OpraHu3aumn»?

KakoBbI OpSAIOK TaTUPOBAHUS JOKYMEHTA U BUJIBI AT?

KakoBbI cCOCTaBHBIC YaCTH PETHCTPAIIMIOHHOTO HOMEPA JOKYMEHTA M IMOPSIIOK €ro PO MPOCTABJICHUS?
[Topsimok anpecoBaHusi JOKYMEHTa

TpeboBaHusI K pe30TIOLUH U MTOPAIOK €€ 0(OPMIICHHUSL.

TpeboBaHwusI K 3aT0IOBKY JOKYMEHTA?

[Topsaok oopMIeHUS TPHIIOKEHUHN K TOKYMEHTY

[Topsnok oopmiIeHuUs coraacoBaHus JOKyMEHTa

[Topsaok mpocTaBieHUs HAa JOKYMEHTaX IevaTei.

OTMeTKH, MPOCTaBIsEMbIC Ha BXOAIIEM JJOKYMEHTE, IMOPSAI0K UX 0(hOPMIICHHS.

Dransl MOATOTOBKH JokyMeHTa. OOmue TpeboBaHus K TEKCTY JOKYMEHTA.

Kaxk odopmiisercs B TEKCTE CChIIIKA HA IPYTrO TOKYMEHT?

B uem ocoOeHHOCTH 0hOpMITEHUS TEKCTOB OYXTadTEPCKUX JTOKYMEHTOB?

B uwem mnpeumymectBa odopMIICHHS JTOKYMEHTOB Ha KommbioTepe? Kakue mporpamMmsl MoOryT
HCIIOJIb30BATHCS MIPH MTOJATOTOBKE JOKYMEHTOB Ha KOMIThIOTEpE?

Kakas mocrosiHHas wH(GOpMAaIys JOHKHA OBITh 3aJI0’)KeHA B KOMITBIOTEP JUISI COCTaBJICHHS JOKYMEHTOB?
Oco0eHHOCTH COCTaBJICHUS TaOJIUI] HAa KOMIThIOTEpE.

KakoB mopsiTOK CKIIOHSHHSI CIIOXKHBIX COCTABHBIX CJIOB M YHCIIUTEIBHBIX B JJokyMeHTe? Vcnons3oBanue
COKpAIIICHHH B CITYKEOHBIX JOKYMEHTaX.

Kakoe 3HaueHme mMmeeT MOPSAOK CIOB B CIyXeOHbIX MokyMeHTax? Kak caenaTe TEKCT MOHSITHBIM U
yOenuTeTbHbIM?

Buel opraHu3annoHHBIX JOKYMEHTOB, MX OCOOCHHOCTH COCTABJICHUS U 0POPMIICHUSI.

Bunsl pacnopsaAuTenbHBIX TOKYMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U OPOPMIICHUS.

OcoOenHocTH 0QOPMIICHHUS U COCTaBJICHHSI IPOTOKOJIA.

Ocob6enHocT 0hOPMITCHHS U COCTABIICHUS aKTa.

Ocob6enHoCcTH O(hOPMITCHHS U COCTABIICHHS JOKJIAIHOMN 3aITUCKH.

OcobenHocTH 0O(hOPMITCHHS U COCTABIICHUS OOBSICHUTEIIBHOM 3aITHCKH.

OcobenHocTH O(POPMIICHHS U COCTABIICHUS CITPABOK.

OcobenHocTH 0OPOPMIICHHUS U COCTABJICHHSI CITY)KEOHBIX IMHCEeM. Pa3HOBUIHOCTH ITHCEM.
Ocob6ennoctr 0(hOPMIICHUS U COCTABIICHUS TEJIETPAMM.

46.B0o3MOKHBIE (I)OpMBI OopraHu3anuunu pa6OTBI C JOKYMCHTAaMHU. B 4eMm mocTOMHCTBA M HEAOCTATKH KaXKJA0TO

47.

48.

u3 Hux?

Kakue tpeboBanus npenbsaistorcs K [lomoxkenuto o cmyx6e nenonpousBoacTBa? KakoBa cTpykTypa
Tekcra [Tonmoxenus?

TpeboBanus K TOJDKHOCTHBIM HHCTPYKIIUSIM, CTPYKTYpa TEKCTA.
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49. Jlns gero pa3pabaTeiBacTcs Tadbenb OpM JOKYMEHTOB, KAKOBA METOIMKA €r0 COCTaBIICHHS ?

50. Yro moHnmaeTcs mos «o0beMoM ToKyMeHToobopoTa»? [louemy oH yBenuuuBaercs? UTo BXOIUT B
MOHATHE «IOKYMEHTO000POT»?

51.OpraHu3anroHHbIe JOKYMEHTBI, OTPEACIISIONINe TOPSA0K IBHKEHHS IOKYMEHTOB B opranu3aiu (pupme)?

52. OcHOBHBIE TTpaBHIIa OPraHU3aIlH JTOKYMEHTO000poTa?

53. Kakue 0CHOBHBIE ITOTOKH JOKYMEHTOB MOYKHO BBIJCIIUTh B OPraHU3AIMH U B YEM UX 0COOEHHOCTH?

54. 3HaueHHE NPEIBAPUTEIBHOIO IMPOCMOTPAa U PACHPENENICHUs NOCTYNMBIIMX JOKYMEHTOB M Kak OHHU
MPOBOJATCS?

55. 3agaum peructpanuu 10KyMeHTOB. OCHOBHBIE TPEOOBAHHMSI K PETUCTPAIIUU TOKYMEHTOB.

56. Kakue qaHHble 0 JOKYMEHTE 3alIUCBIBAIOTCS B MIPOLIECCE €T0 PErUCTpauu’?

57. @OpMBI perucTpalu J0KyMEHTOB.

58. JIocTOMHCTBA ¥ HEIOCTATKH KYPHAIBHON M KAPTOTEYHOW CUCTEMBI PETUCTPALIUU JOKYMEHTOB.

59.Tpagunuonnas Gopma nHGOPMAILIIOHHO-CIIPABOYHOM KapTOTEKH, ee pasaenuTenu. [Ipenmyiiectsa BeeHus
MH(}OPMALIMOHHO-CITPABOYHON Pa0OTHI B aBTOMAaTU3UPOBAHHOM PEKUME.

60. ITo kakuM TaHHBIM O IOKYMEHTE MOKET HaBOJUTHCS CIpaBKa B aBTOMAaTU3UPOBAHHOM pexUME?

61. Uto Takoe KOHTPOIIb 32 UCTIOJTHEHHEM JOKYMEHTOB?

62. Kakum 00pa3oM cTpoUTCS U BEIETCSA CPOKOBasi KapToTeka?

63. OcoOeHHOCTH BEJIEHUS JIEIOMPOU3BOJICTBA 110 0OpaIlleHUsIM IpakJIaH (PETUcTpalus, CPOKH PACCMOTPEHUS,
MOPSI0K KOHTPOJIS 32 UCTIOJTHEHUEM).

64.Uto takoe HOMEHKIaTypa aen? [lng dero ucmonb3yercs HoMeHKJarypa naen? OOme TpeGoBaHUS, BHIBI
HOMEHKJIATYD Jea?

65. Cpoku XpaHEHUs eIl

66. Uro monumaercs non ¢dopmupoanueMm aen? Kak pacmonararorcs JOKyMeHTH BHyTpu nena?. Ilopsimox
XpaHeHus aein?

67. Uto moHMMaeTcs MOJ 3KCHEePTU30M IEHHOCTU JOKYMEHTOB? OCHOBHBIE KPUTEPUHU OILICHKH JIOKYMEHTOB.
KTo npoBoaUT 3KCHIEPTU3Y IIEHHOCTH TOKYMEHTOB?

4. MeToanuecKkue MaTepuaJIbl

Jlnst obecnieyenust mporecca OOydeHMs M pelIeHHs 3ajad oOydeHHs HCHOJIB3YIOTCS CIIEIYIOIINEe MaTephalbl,
WACHTHYHBIE 3JI0KEHHBIM B Paboueii nporpamme yueOHON AUCHUIIIMHBI «DJIEKTPOHHBINA JOKYMEHTOO00pOT», 1. 12:

- METOAMYECKHE MaTepualibl, ONpPEAEISIOIINe MPOLEAYPbl OLICHUBAaHHUS 3HAHUH, YMEHUI, HABBIKOB U (WJIN)
OTIBITA ISITENTLHOCTH, XapaKTePU3YIOIIHX 3Tanbl (OPMUPOBAHUS KOMIIETCHIUHA, B COCTABE!

4.1 OcHoBHasi IMTEPATYpPA

1. Muponog A. H.: Horapuar Yue6noe mocobue / A. H. MupoHOB. - 3-¢ u3., ucnp. u jom. - M.: DOPYM,
2012. - 224 c. - (10 >x3. B 6uOimoteke TYCVYP).

2. [Ilam6a T.M. Horapmuat B Poccuiickoit denepanun Yueonuk / T. M. lllamb6a, B. H. Kokun, H. T. [1lam0a;
pen. I'. I'. UepemHbIX. - 3-¢ u31., iepepad. - M. : Hopma, 2011. - 304 c. - (20 3k3. B 6ubnmorexke TYCVYP).

3. Ky3uenos U. H. [lokymMeHTaIlMOHHOE OOCSCITIEUCHHE YIIPABICHUS U ISIOITPOU3BOACTBO Y UCOHUK IS
6akanaBpoB / U. H. Ky3nernos. - M. : IOpaiit, 2012. - 576 c. - (26 >k3. B 6ubnuotexke TYCVYP)

4.2 JlonoJHUTEIbHASN JIUTEpaTypa

1. Anzapeesa B. 1. [lenonpon3BoACTBO: OpraHU3alyisl U BeJCHUE: YIeOHO-ITPAKTUUECKOE ITOCOOUe IS BY30B /
B. 1. Anapeesa. - 3-e u3z., nepepad. u gom. - M. : KaoPyc, 2010. - 294 c. (16 3x3. B 6ubnuorexke TYCVYP);
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2. Kupcanoa M.B. CoBpemeHHOE ACIONpOU3BOACTBO: YueOHOoe mocodmue / M. B. Kupcanona ;
Poccwmiickas akamemus rocymapcTBeHHOW ciykObl mpu Ilpesmpente P®, Cubupckas axageMus
roCyAapCTBEHHOM CIykObl. - 4-¢ m3a. - M.: UHOPA-M, 2012. - 320 c. . (20 »k3. B OubOIMOTEKE
TYCVYP);

3.AkcenoBa K. H. JlokyMeHTHpOBaHHE YIIpaBIECHYCCKOMN AeATENBHOCTH : yueOHOe ocodue / XK. H.
AxcenoBa ; denepabHOE areHTCTBO MO 00pa3oBaHMI0, TOMCKHH TOCyJapCTBEHHBIM YHUBEPCHUTET
CHCTEM YIIpaBIICHUS U paguodieKTpoHuku, Kadenpa skonomuku. - Tomck : TMIZLO, 2006. - 119 ¢ :
(16 5k3. B bubmotexe TYCVYP).

4.3 Y4yeOHo-MeTOoIH4YECKHE MOCOOMSA U IDOrDAMMHOE o0ecreuyeHne
Jiis obecriedeHust TUCIUTUIMHBI HCIIOJIB3YIOTCS CIEIYIONINE YIeOHO-METOAHYECKUE TTOCOOHS:

1. HuxonaeBa JIN.  JlenonpousBOJACTBO:  MeTOoAMYECKHME  PEKOMEHJAIMKM K  OpraHu3aluu
caMocTosiTeNnbHOH  paboTel  crydentoB,- 2012. - 18c.  [Onextponnsnii  pecypc] URL..
http://edu.tusur.ru/training/publications/1658;

2. HuxomaeBa, JI. W. Jlemompu3BoacTBO: MeToauvecKkue PEeKOMEHAAMH K JIA0OpAaTOPHBIM 3aHITHAM
[DnekTponnsiii pecype] / HukomaeBa JI. M. — Tomck: TYCVYP, 2012. — 24 c¢. — Pexwum noctymna:
https://edu.tusur.ru/publications/1701.

3. KazakeBuu JLLA. Jlenonpou3BOACTBO: Y4eOHO-METOAMYECKOE TTOCOOME K MPAKTHUSCKUM 3aHATHSAM I10
mucrurinHe "' J{enonpon3BoICTBO B CONMAIBHON paboTre" misd CTyAEHTOB crenuaabHOoCTH "CoruaibHas
pabora" rymanutapHoro ¢akynbpreta / JI. M. KazakeBuu; denepanbHoe areHTCTBO MO 0Opa30BaHUIO,
ToMckuii TOCYIapCTBEHHBI YHUBEPCUTET CUCTEM YIIPaBJICHUS U paauodiekTponnku, Kadenpa ncropun u
conrasibHOU padoThl. - Tomck : TYCVYP, 2007. - 38 c.: (50 sk3 . B 6ubnmotexke TYCVYP).

IIporpammHoe obecnieyenne (B pacuere Ha OJIUH KOMIIBIOTEP):

1. Omnepanuonnas cuctema Bepcuu He ke Windows XP;

2. Ilaker nporpamm Microsoft Office wu Open Office;

[Tporpammuoe obecnieueHue moodbie oneparmonHas cucrema (Windows, Linux) u 6paysep asst paboTsl
B MHTepHeT.

ba3bl 1aHHBIX, I/IH(I)ODMZIHI/IOHHO'Cl'lDaBO‘lele U NMOUCKOBBIC CUCTEMbI

1. TOCT P 6.30-2003. YHu(pUIHPOBAaHHLIE CUCTEMEI JOKYMEHTAIIUH. Y HU(UIIMPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSATUTETHLHON TOKyMeHTaluu. TpeboBanust K 0opOPMIICHUIO TOKYMEHTOB.
[DnexTponnslii pecypc]. Pesxum nocryma http://base.garant.ru/185891

2. HWudopmarmonno-mnpasoroii mopran TAPAHT [DnekrponHsIii pecypc]. Pexxum nocryna
http://base.garant.ru .
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