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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
nporokot Ne 13 ot « 29 » 4 2016 1|

PabGouass mporpamma cocraBieHa ¢ yderoM TpeboBanuii DenepanpHoro ['ocymapcTBEeHHOTO
oOpasoBarenbHOro crangapta Bbiciiero oOpaszoBanus (PI'OC BO) mo HampaBieHHIO TOATOTOBKHU
27.03.02 «YnpaBnenue KkadecTBOM» (OakamaBpuar),  yTBepkaeHHoro Ilpukazom MuHuctepcTaa
oOpazoBanwus u Hayku Poccuiickoit @eneparnuu Ne 92 ot 09.02.2016 1.

Paccmotpena u yrBeprkaeHa Ha 3aceqanuu kadeapsl « 29 » anpens 2016 r., mpotokon Ne 13.

Pa3paborunku:
Houent xad. YU M.E. AxTunuun
(moymkHOCTB, Kadeapa) (mozrucs) (®.1.0.)

Pabouas mporpamma coryacoBana ¢ (hakynbTeToM, MpoUINpyroLIel 1 BeITycKaromel kadeapamu
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Hexan OUT I'.H. HapumanoBa

(Ha3BaHUE (aKyabTeTa) (moanuce) (®.1.0.)
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kadenpoit YU I''H. HapumanoBa
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(MecTo paboThl, 3aHUMaeMasi IOJKHOCTb) (moanuce) (®.1.0.)
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1. Heau u 3212494 AUCHUIJIMHBI:

Ilenv u3yuenus TUCUUIUTMHBL: COPMHUPOBATH y CTYJCHTOB 0a30BYI0 CHCTEMY 3HAaHHMH B 00JIacTé
JeTOTIPOU3BOACTBA, JaTh CTYAEHTaM CHCTEMAaTU3UPOBAHHBIE CBEACHUS O CYIIHOCTH, CTPYKTYpE,
GYHKIUSIX ¥ MHOTOOOpa3WM TOKYMEHTOB; MPAaBWIAX OpraHM3aluu cOOpa, XpaHEHHs, CHCTEMaTH3aIiH,
NEPBUYHOTO U TOCJIEAYIOIIEr0 aHajn3a M OOeCIeyYeHHs 3aluThl KOHPHIECHIMAIbHONH HH(pOpMaIuy,
JTOKYMEHTHPOBaHUS pabOYMX IPOLIECCOB.

3adauu Oucyunnunei: OOYyYUTH CTYIEHTOB OCHOBAM HOPMAaTHBHO-IIPABOBOTO W METOAUYECKOTO
obecriedeHus paboOTHl ¢ JTOKyMEHTaMHU M JIOKYMEHTOOOOpPOTa; MpaBWJIaM YIPABICHUS KOMIUIEKCHBIMU
IpoLeAypaMH TIOKYMEHTO000pOTa B OPraHU3alluK; IpaBUiIaM JOKYMEHTHPOBAaHHS pabOUYmX MPOIECCOB U
o0ecrieyeHus 3aMThl KOHGUACHIINATEHOW HHPOPMAITUH, COJIEPKAIUXCS B JOKYMEHTAX.

2. Mecto nucuunjuHbl B cTpykrype OOIL:

JucuummmHa «DJIeKTPOHHBIA JOKYMEHTOOOOPOT» OTHOCUTCS K BapUATUBHOW YaCTH AWCIMILIMH TIO
BbIOOpY mpodeccronanbHoro mwkiaa bl mo HampaBnenuro 27.03.02 «YmpaBieHHe KadecTBOMY.
OcBauBaercs B 3-eM cemecTpe. 3HaHUS M HABBIKHU, MMOJYYCHHBIC MOCIE M3YyYCHUS TUCIHUIUIMHBI, OyayT
UCTOJB30BaHbl CTYJICHTaMHU B JallbHEHIIEM TIpU W3yYeHWH TaKWX JUCIUIUINH, Kak: «BceoOmiee
yhpaBlieHUEe KadyecTBoM», «CpecTBa U METOMbI YIIPABICHHUS Ka4eCTBOM», «YTIPABICHUE MPOILIECCAMMU,
«AymuT KadecTBa», a TaK K€ IPH BBHINOJHCHUH CAMOCTOSTCIBLHBIX, HHIUBHUIYaJIbHBIX 3aJlaHHM,
MIPOBEJICHUN HAYYHO-HCCIEAOBATEIBCKUX PA0OOT M JUIS BBIOJIHCHUS BBIMTYCKHON KBaTU(UKAIMOHHON
paboTHI.

3. TpeOoBaHus K pe3yJIbTATAM OCBOCHUSI JUCHUIINHBI:

IIponiecc n3yueHust IUCUMIUIMHBI HAlIpaBjieH Ha (OPMUPOBAHUE CIIETYIOIUX KOMIIETEHIIHH:
OK-7, OIIK-3, OIIK-4.

® CIIOCOOHOCTBIO K CAaMOOpraHu3alu U camoodpazosanuto (OK-7);

® CIOCOOHOCTHIO pelaTh CTaHIAPTHBIE 3aJaud MPOGECCHOHATBHOW NEATENbHOCTH Ha OCHOBE
nHpOpMalMOHHOW U OuOIMorpaguueckol KyJlbTypbl C MNPUMEHEHHEM HH(POPMAIOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHH M C YYeTOM OCHOBHBIX TpeOOBaHWN WH(MOPMAIIMOHHON
6e3omacHoctu (OITK-3);

® CrHOCOOHOCTBIO  HCIIONB30BaTh  OCHOBHBIE  TPUKIAQJHBIE  TNPOTPaMMHBIE  CpPEICTBA U
MH(OPMALIMOHHBIE TEXHOJIOTUH, HpPHUMEHsAEeMble B cdepe MpodeccnoHalbHON AedaTeIbHOCTH
(OITK-4).

B pe3ynbraTe 0CBOGHUS TUCHMITIMHBI CTYJIEHT JOJDKEH:

3HaTh: HOPMAaTUBHYIO [IPaBOBYIO 0a3y, PErIaMEHTHPYIOLIYIO BOIIPOCHl pabOThI C JOKYMEHTaMH B
OpraHu3aly Mo 3aKoHojaaTenbcTBY Poccuiickoit depepannu; 0053aHHOCTH YYaCTHUKOB OTHOILEHHH,
BO3HHUKAIOIIMX B TMPOIECCE OCYIIECTBIEHUS TOKYMEHTOOOOpPOTa; OCOOCHHOCTH OOECIICUEHHUS 3aIUThI
KOHQHIECHIIMATbHON HHPOpPMAaLUKU, CcOAep)Kalleics B JIOKYMEHTax; METOAMKH MPUMEHEHUs 3HaHUi
MIPUHIIMIIOB U METO/I0B pa3pabOTKHU U MpaBUJl IPUMEHEHHS] HOPMATUBHO-TEXHUUECKON JOKYMEHTAIMH 110
o0ecIeYeHnIo KayecTBa MPoLecCoB, MPOAYKIMH U YCIIYT;

yMeThb: ONpeesaTh MPaBoBOil craTyc 00pabaThIBaeMbIX JTOKYMEHTOB; NIPUMEHATHh Ha MPAKTHUKE
OCHOBBI IIPAaBOBOI'0 00eCHEeUeHHs MPOLEeyp TOKYMEHTO000pOTa; YBEPEHHO MTPUMEHATh IPaBUIa BEJCHUS
paboThl ¢ JOKyMEHTaMH; coOMpaTh, aHAJIU3UPOBATh U MHTEPIPETUPOBATH HEOOXOIUMYI0 MH(OPMAIIHIO,
COZIepKALIYIOCS B Pa3iMYHBIX (opMax OTYETHOCTH M MPOYMX OTEUECTBEHHBIX U 3apyOexHBIX
HCTOYHHKAX;

BJaJeTh: HaBbIKAMU COCTaBJIEHHUS OCHOBHBIX BHJIOB JOKYMEHTOB, TpeOyeMbIX B Ipolecce
OCYILIECTBIIEHUS] JOKHOCTHBIX OOS3aHHOCTEH; HaBbIKAMM BEACHHS HEOOXOAMMOW JOKYMEHTAIMH IO
CO3JIaHHIO CHCTEMbI 00€CIIeUeHHs KauecTBa U KOHTPOJIs ee 3(pPEeKTUBHOCTH; pa3TUYHBIMU CHCTEMaMH

HeoOxoauMocTh B MOJyY€HUM TaKuUX 3HAHWM, YMEHHUH HABBIKOB OIpENENseTcs] TeM, 4YTO Y
CTY/IGHTOB HY)XHO C(OpPMHUpPOBaTh YETKOE MOHUMaHUE OyIyiied npogeccHOHaIbHOM NEesTeIbHOCTH U
pUOOpPETEeHUsI HEOOXOAUMBIX KOMITETEHIIUI
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4. O0beM AUCHMILINHBI M BUIBI Y4eOHOH padoThl

OO6m1ast TpyI0€MKOCTh TUCIMIUIMHBI COCTABIISIET 3 3a4€THHIC CIMHUITBI.

Bup yueGHoit paboTh

Bcero gyacos

Cemectp

3

AyIuTOpHBIE 3aHATHS (BCEro)

36

36

B ToMm uucne:

Jlexuun

18

18

JlabopaTopHsle pabots! (JIP)

IIpaktuueckue 3ausatus (113)

18

18

CamocrosiTeJibHasi padoTa (Bcero)

72

72

B tom uncie:

M3yueHne TeM, OTBOAMMBIX Ha CAMOCTOSATEIBHYIO IPOPabOTKy

Pedepar

KontpoJs (Beero)

But mpoMekyToUHOH aTTectanuu (9K3aMeH)

O01as TPY10eMKOCTh 4ac.
3auernpie Enmanier TpymoeMkocTn

108

108

5. Conepixkanue QM CHUNTHHBI

5.1. Pa3nesbl AUCHUIINH U BUABI 3aHATHNA

HanmeHnoBaHue pa3nena JUCIUATUTHHEI

Jlexiun

JlabopartopHbie
paboThI

[IpakTuy.
3aHATHUS
Camocr.

pabora
CTVIICHTA
Kountpomns

Bcero uac.
(0e3 sx3am)

dopmMupyeMble
KOMIIETCHIIUU
OK, OIIK, I1K

1. | Ilpenmer, coneprkaHue U 3a7a9u
nucuuIuinHbl. OCHOBHBIC CBOMCTBA,
(GYHKIMH U IPU3HAKU TOKYMEHTA

OK-7, OIIK-3,
OIIK-4

2. | Crpykrypa nokymeHnta. [lopsimok n
npaBuiia opopMIICHUS
OpraHU3alMOHHOMN, pacIOPSIUTEIbHON
MH(}OPMALIOHHO-CIIPAaBOYHOM
JOKYMEHTAIIH.

14

20

OK-7, OIIK-3,
OIIK-4

3. | Opranu3anuoHHO-METOINIECKOe
o0ecrnieueHre JOKyMEHT000opoTa
opranuzanu. CucteMbl
AOKYMCHTAIUU. CucreMsl
aBTOMATH3AIMU JOKYMEHT0000pOTA.

16

24

OK-7, OIIK-3,
OIIK-4

4. OpraHI/ISaHI/I}I N TCXHOJIOT'UsA pa6OTBI C
AOKYMCHTAaMH YIIPABJICHUA.

14

20

OK-7, OIIK-3,
OIIK-4

5. | Opranu3zamnus XxpaHeHHs JOKYMEHTOB U
obecniedyeHne ux coxpanHoctu. Pabora
C IOKYMEHTaMH, UMEIOLTUMHI
OTPaHUYEHHBIN TOCTYII.

10

18

OK-7, OIIK-3,
OIIK-4

6. |OpraHuzanus coBeUaHH.
Kondepenmuii, cobpaHuii.
OdopmiieHre TOKYMEHTAIbHBIX
MaTEpHAaJIOB.

14

OK-7, OIIK-3,
OIIK-4

MTOI'O:

18

18

72

108
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Conep:xxanue pa3iesioB JUCUMILIMHBI (110 JEKIUAM)

Ne HaumenoBanue Tpynoew| ®opmupyemsie
ConeprxkaHue pa3eioB KOCTb KOMIIETEHIIUN
/o pazaenos
(gac.) OK, OIIK, IIK
1. [Mpenmer, comepxanue n| Llenu u 3agaun yaeOHON TUCIIUIUTAHBI « DIEKTPOHHBIH
3amaun JCIUIUIMHEL| TOKyMEHT0000poT». McTopHs pa3BUTHS CHCTEMBI
OCHOBHEBIE CBOICTBa, T'OCYZApCTBEHHOTO JEJIONPOU3BOJICTBA H CHCTEM DJIEKTPOHHOTO
GYHKIMM M OpU3HAKU| JOKYMEHT0000poTa. OCHOBHBIE 33724l CUCTEMBI JIEKTPOHHOTO 2 OK-7,0IIK-3,
TOKyMEHTa JIOKyMeHT0000poTa. OCHOBHBIE NOHATHS. TepMUHBI U OIIK-4
omnpezaenenus. HopmaTuBHO-MeToAnUeCKas Oa3a
nenoripou3BocTea U CO/.
2. | Crpykrypa nokymenrta. | O6urue TpeboBanust. @opmar Gymaru u mosist. Bianku
IMopsinox u npasna JIoKyMeHTOB. [IpaBuiia opopMiIeHUs OTAENBHBIX BHIOB
odopmneHust PEKBHU3UTOB JOKYMEHTOB. TpeOoBaHHs K H3TOTOBICHHIO
OpTaHM3aIIMOHHOM, JOKyMeHTOB. TpeOoBaHHs K TEKCTY JOKYMEHTOB.
pacnopsauTeTbHON OpraHu3alOHHO-TIPABOBBIE JOKYMEHTHI. PacriopsiurebHbIe
nH(OpPMAOHHO- JIOKyMeHTHI. CripaBOYHO-UH()OPMAIIMOHHBIE U CIIPABOYHO- OK-7,0I1K-3,
CIPaBOYHOHN aHATUTHYECKUE JOKYMEHTHl. OHHAHCOBO OyXranTepckue 2 OIIK-4
JOKyMEHTaLUH. JOKyMeHTBI. [IpoTokosbl. JIOKyMEHTBI IMYHOTO COCTaBa.
JIOKyMEHTBI IIPOLIECCOB JBIKEHUS KaapoB. BeneHue TpynoBbIX
KHIDKeK. ©@OpMUpOBaHUE U BEACHHUE JTUUHBIX Jie. JIOKyMEHTbI
CHCTEMBI KauecTBa: PyKOBOJCTBO 10 KaYeCTBY,
JIOKyMEHTUPOBAHHBIE IIPOLIEAYPHI.
3. OpraHu3aoHHO- O61u1re TpeOoBaHUS 0 OPraHU3alUH JOKYMEHTO000pOTa, €ro
pasBuTHe U periaamenTanus. OnepaTUBHOE XpaHEHHE JOKYMEHTOB
METOIMUECKOE
u jen. CocTaBieHHe HOMEHKIATYphI feil. DopMUpOBaHUE U
oOecrieueHue odopmienue aen. Konrpous 3a ucronHeHneM JOKYMEHTOB. Bunbl
6 KOHTpoJsL. CpoKoBast KapTOTeKa. ABTOMAaTH3UPOBaHHBIC CUCTEMBI 4 OK-7,0IIK-3,
JIOKyMEHT0060pOTa OIIK-4
yIpaBJIeHHUs KOPIOPATUBHEIM JOKYMEHTOOOOPOTOM.
oprauuzanuu. CUCTEMBI | ABTOMAaTH3MPOBAHHbBIC CHCTEMbI KOHTPOJISI 33 HCIIOJIHEHHEM
OKYMEHTAIIHH. JIOKyMEHTOB. DKCIIepTH3a LIEHHOCTH JOKyMeHTOB. CocTaBlleHUuE
onuceit gen. Ilepenada fest Ha apXUBHOE XpaHEHUE.
4. | Opranuzanus u OO1mue npaBuiia PEruCTPaLiy J0OKYMEHTOB. DOpMbI perucTpanum
TEXHOJIOTHSI PabOThI ¢ | JOKYMEHTOB. ABTOMAaTH3UPOBAHHbIE CUCTEMBI PETHCTPaLUK
JOKyMEHTaMU 3HaueHHUe U 3aJjaull PErUCTpaluy JoKyMeHToB. [IpaBuia
YIpaBJICHUSL. 00paboTKU UCXOIAMUX JOKYMeHTOB. [Topsaok npuema, 4 OK-7,0I1K-3,
00paboTKH M pacrpeaeneHus IIOCTYNAONINX JOKYMEHTOB. OIIK-4
IMopsnok HampaBIeHUs Ha UCTIOHEHHE W paOOTHI HCIIONHUTEIS C
JIOKyMeHTaMH. BBIOOp mporpamMMBl Tl aBTOMAaTH3aIuN
JIOKyMEHT0000pOTA.
5. | Opraunmzamms BHenpenne KoprnopaTHBHON aBTOMAaTU3UPOBAHHON CHCTEMBI
XpaHEHHUs IOKYMEHTOB | JIOKyMeHT0ooOopoTa. CucteMaruzanus JoKkyMeHToB. ObecneueHue
u obecreueHue ux COXPaHHOCTHU JOKYMEHTOB B 3JIEKTPOHHOH (hopme. ApXUBHOE
coxpanHocTu. Pabora ¢| xpaHeHHe. [IOKyMEHTBI, OTHOCSIIHECS K TOCYJapCTBEHHOH TaiiHe,
JOKyMEHTaMH, JOCTYI K HUM. JIOKYMEHTBI, OTHOCAIIMECS K KOH(DUASHINATBHON
HUMEIOIUMHU uHpopmarmu. [IpaBa nocTyna k KOHQUICHIMATEHON
OTpaHWYEHHBIN JOCTYI.| IOKyMEHTAlMH B opranusanuy. Iledatanue, pasMHOXKEHUE U 4 OK-7,0IIK-3,
pacchuIka TOKYMEHTOB. [ pyIIIHPOBKA HCIIOTHEHHBIX JOKYMEHTOB OIIK-4
B Jienia. ABToMaTH3aIys OU3HeC-TPoIeccoB 00paboTKU 1
WCIIOJIHEHHS IOKYMEHTOB. ABTOMATH3aIMsI KOHTPOJIS,
WCIIOJIHEHHS IOKYMEHTa, 0OecIieueHne COXPAaHHOCTH JIOKYMEHTOB,
nen u m3nanuii. CucTeMsl, 0OecIieunBaloIIne 3alNIIeHHBIA 00MeH
3JIEKTPOHHBIMH COOOIIEHUSIMH.
6. |Opranmzarms IMoaroToBka coBemanuii, kKoHpepeHui, codpanuii. OnpenenenHue
. TEeMAaTHKHU U IIeJIM, MECTO IpoBeaeHHs. PopMUpOBaHUE TOBECTKU
COBCIHAFHH. JIHA, OTIpeJeJICHHE COCTaBa YYaCTHUKOB U TOKJIAUHKOB,
K()H(bepe}[up]ﬁ’ MJIAaHUPYEMOEC BpEM: Ha O6Cy)KlICHI/I€ KaXXJ0ro BOIIpOCa,
. WCTOYHHUKH, TIOJTy4EeHHUs] HE0OX0IUMOM HH(pOPMAIHK. OK-7.0I1K-3
COOpaHHIL. Odopmnenne n pacchlTka mpuriiamennii. Berpeua, perucrpamnus 2 OﬁK-4 ’
OpopmieHne YYaCTHHKOB, OPTaHU3ANUs U TEXHHYECKOE 00CTY)KUBAHHUE.
IMpaBmia ohopMIIEHNS ¥ COCTABIEHHE IIPOTOKOJIOB COBEIIAHHMH,
AOKYMEHTAITBHBIX KOH(pepeHui, coOpanuii. MapLpyTu3alus , CO31aHue OTYETOB,

BCICHUEC apXHUBa.
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MaTepHaos.

HUTOI'O:

18

5.3. Pa3zgenbl AMCHUILUIMHBI M MEKIUCIUIUIMHAPHbIE CBAI3H € 00ecneYuBalOMUMH (MPeabLIy IMMU)
U ofecne4ynBaeMbIMU (MOCJIeYHOIIUMH) U CHUILTHHAMMA

Hanmenosanue Ne Ne pa3ziennoB gaHHOM AUCHUIIMHBL U3 Ta0J1.5.1, 111 KOTOPBIX HEOOXOJUMO
oOecrieunBaronMx (NPEAbIAYIINX) M| H3y4YEHHE 00eCHeyUBarOIUX (MPeIbIIyInX) 1 00ecredyrnBaeMbIX (IOCIEAYIOMINX )
oOecrieunBaeMbIX  (IOCIEYIOMIUX) JUCIUIUIUH
ITUCLIUIUTNH

1 | 2 | 3 | 4 | 5 | 6

IIpenmecTByonye JUCHUILIMHBI
1 [HUudopmaruxa X X X X X X
2 Mmxenepuas rpaduxa X X X
/KommnbloTepHas rpaduka

3 [MHpOopManOHHEIE TEXHOJIOTHH X X X X X X
4  [IpaBoBeneHue X X X X X X
5 |denoBoe oOrmieHne X X

ocaenyromue AU CHUIIIMHBI

1. |YmopaBnenue npoueccamu X X X X
2 [Bceobuiee ynpapjieHHe Ka4eCTBOM X X X X X
3 [MndopmanuonHoe obecneueHue, X X
0a3bl JaHHBIX
4 MudopmanmonHble TEXHONOTHH B X X X X
YIIPAaBIEHAM KauecTBOM M 3alllUTal
uH(DOopMau
5 |Aymur kayectBa X X X X X X
6  |oxaroroska u cepruduxanus CMK X X X X X X
POM3BO/ICTB

5.4. CooTBeTcTBHE KOMIIETeHIUH, GOPMUPYEMBIX IPH U3Y4YEeHUH TUCHUILINHBI, 1 BUAOB 3aHATHI

[Tepeuenn Bunrwl zaggaruit ®opMBI KOHTPOJISI IO BCEM BUJAM 3aHATHI
KOMIIETEHIINU JI Jlab IIp |KP/KII| CPC (npumepul)
Koncnekr camonoarorosku, CobeceoBanue,
OK-7 + + + KowmmonenT cBoeBpemerHoCTH, ONpPOC Ha 3aHATUSAX.
TecT Ha JEKIUU.
Koncnekr camonoarorosku, CobecegoBanue,
OIIK-3 + + + KommoHeHT cBoeBpemMeHHOCTH, OMPOC Ha 3aHATHSX.
TecT Ha JEKIUU.
Koncnekr camonoarorosku, CobecegoBanue,
OIIK-4 + + + KommoneHT cBoeBpemMeHHOCTH, OMPOC Ha 3aHATHSX.
TecT Ha JIEKIUU.

JI — nexuwms, [Ip — npakTudeckue U ceMruHapckue 3ansrtusi, JIad — nadopartopHusie padotsl, KP/KIT — kypcoast pabora/mpoexT,

CPC — camocTosTenpHas padoTa CTyIeHTa

6. Metoab! 1 (popMBI OPraHu3anuu 00y4eHust
TexHOI0ruM HHTEPAKTUBHOTO 00YUYEeHHUs MTPH pa3HbIX (popmax 3aHATUH B yacax

[IpaxTryeckue/
Dopmsl JlaGopatopHsie
Jlexunu (dac) CEMHMHApPCKHUE Bcero
MeTto bl paboTsI (Jac)
3aHATHA (Jac)

IT-mMeTOmBI 4 4
Case-study (MeTo1 KOHKPETHBIX CHTYyaInil) 8 8

WToro MHTEpaKTUBHBIX 3aHATHH 4 8 12

7. JIaGopaTopHbIN NPAKTUKYM (He MPEeAyCMOTPEH)
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8. IlpakTHyecKue 3aHATHS (CEMHHAPHI)

No paznena Tpyno-
Ne 1506 I/II)HJIiHLI u3 Temarunka 1abopaTopHBIX padoT CMIi(}:)I([:TL Kommerenuun
o | AR PATOPHAX P OK, OIIK, ITK
Tabm. 5.1 (dac.)
1 2 IpaBuia cocraBienus 1 0GOpMIIEHHs OCHOBHBIX Bu 0B OPJI. 4 OK-7,0I1K-3,
. OIIK-4
2 3 Cocrapnenue OP/l, paspemaromue 3aJjaHHbIE CUTYal[HH OK-7,0I1K-3,
' 4 OIIK-4
4 Pa3paboTka Gpop™ perrucTpanuu JOKYMEHTOB (BXOISIINX, OK-7,0I1K-3,
3. ucxosiux). CocrapieHue U 0popMIIEHHE HOMEHKIIATYPHI JIEI. 2 OIIK-4
5 OpFaHI/BaLII/IfI XpaHCHMS U JIOCTYIA K JIOKYMCHTaM. PabGora ¢ OK-7,0HK-3,
4, JOKYMEHTaMH, MMEIOIIMMHU OTPaHMIEHHBIN JOCTYIL 4 OIK-4
6 OdopmiieHre TOKYMEHTAIbHBIX MATEPHAIIOB COBEIIAHHIA, OK-7,0I1K-3,
5 KOH(epeHIHii. BrInoHeHne UHANBUYaIbHOTO 33 [aHusl. 4 OIIK-4
MTOI'O: 18

9. CamocTosiTesibHasi padoTa

Ne paspena . Tpyno- KoHTpoms BeIOTHEHUS
Ne | pucrumnnu- Buner camocToATenbHOM paboThI KoMmnerenmun 6 o
/I |HbI U3 TabL. (Oemanuzayus) CMIKOCTH OK, OIIK, IIK padorer (Onpoc, Tect,
51 (dac.) IIOM. 3aJIaHue, U T.1.)
1. 1. IToaroroBka k mpakTuieckum 3ausTusiM. Coop 12 OK-7,0I1K-3, Ompoc, npoBepka
W aHasu3 MHPOpMAIMK 00 UCTOPHS Pa3BUTHS OIIK-4 KOHCIIEKTOB
CHUCTEMBI TOCYapCTBEHHOTO CaMOCTOSTEIFHOTO
JIeNIOTIPOM3BOICTBA U CHCTEM 3JICKTPOHHOTO n3ydeHus. BeimonHenue
JOKyMEHT0000pOTa. MIPAKTHYECKOTO 3aJaHHs
2 2 [MoxroroBka k mpakTuieckuM 3aHATHAM. COOp 20 Omnpoc, npoBepka
nHpopManuu 00 OpraHN3alMOHHO-TIPABOBBIX, KOHCIIEKTOB
PaCIOPAAUTENBHBIX, CIPABOYHO- OK-7,0I1K-3, CaMOCTOSTETLHOTO
MH()OPMALMOHHBIX, CIIPABOYHO- OIIK-4 n3ydeHus. BeimonHenue
aHAINTHYECKUX, (MHAHCOBO-OYXIalNTEepPCKUX MIPAKTHYIECKOTO 3aJaHHs
JIOKyMEHTaX.
3 3. [MoxaroroBka k mpakTu4aeckuM 3aHATHAM. COOp 24 Omnpoc, npoBepka
W aHanu3 uHpopMalmu oo OK-7.0IK-3 KOHCIIEKTOB
ABTOMATH3MPOBAHHBIX CUCTEMAaX YIPaBJICHUs ’ ' CaMOCTOSTEIFHOTO
KOPIHOPaTHBHBIM JJOKYMEHTOOOOPOTOM. OTIK-4 n3ydeHus. BeimonHenue
MPAaKTUYECKOT0 3aJaHusI
4 4 IToaroroBka k mpakTuieckum 3ausTusiM. CO0p 20 Ompoc, npoBepka
1 aHaIM3 MHPOPMAIMH O TTOPsIKE TIpHeMa, OK-7.0ITK-3 KOHCIIEKTOB
00paboTKN U pacmpeieNIeHNs! IIOCTYAOIINX ’ 4 ' CaMOCTOSTEIILHOTO
JIOKyMEHTOB OIIK- n3ydeHus. BeimonHenue
MIPAKTHYECKOTO 3aJaHHs
5 5. [MoxroroBka k mpakTu4eckuM 3aHATHAM. COOp 18 Onpoc, npoBepka
W aHanu3 MHpOpMAIMK 00 aBTOMAaTH3aLns OK-7.0I1K-3 KOHCIIEKTOB
KOHTPOJISI, UCTIOJTHEHUSI IOKYMEHTa, Ol,_[K- 4 ' CaMOCTOSITENILHOTO
o0ecrieyeHne COXpaHHOCTH JTOKyMEHTOB, JIeN U n3ydeHus. BeimonHenue
M3AaHUH MPAaKTUYECKOT0 3aJJaHUsI
3] 3] IToaroroBka k mpakTuieckum 3ausTusM. Co0p 14 Ompoc, npoBepka
uHdopmanuu o npaBuiax ohopMIICHUS U OK-7.0I1K-3 KOHCIIEKTOB
COCTaBJIEHHE MTPOTOKOJIOB COBEIAHHH, ’ 4 ' CaMOCTOSTENIFHOTO
KoH(pepeHnni, coopaHuii. OTIK- n3ydeHus. BeimonHenue
IIPAKTHYECKOT0 3aJaHHsI
NTOI'O: 72

10. IIpuMepHas TeMaTHKA KYPCOBBIX MPOEKTOB (padoT)
He npenycmotpeHo.
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11. PeiiTuHroBasi cucreMa JJisl OLIeHKH yCIeBAeMOCTH CTY/€HTOB

Tabauna 11.1. banneHbIE OLIGHKHU 1)1 3JIEMEHTOB KOHTPOJIS

N . MakcumanbHbIHf
MaxkcumManbhbiii | MakcuManbHbBIN
. 0art 3a mepuos Bcero 3a
DneMeHThI yueOHO nesrenpHocTr |0ayut Ha 1-yio KT ¢  Garur 3a nepuoj
mexay 2KT n Ha ceMecTp

Havana cemectpa | Mmexxay 1KT u 2KT

KOHCII CEMECTpa

[Tocemenue 3aHaTHi 2 2 2 6

TecToBBII KOHTPOJIb 3 3 3 9
JlabopaTopHbie pabOThI 15 10 25 50
KoMmoHeHT CBOEBPEMEHHOCTH 5 5 5 15
MToro MakcMMyM 3a MepHoa: 25 20 35 80
Crada sk3aMeHa (MaKCHUMyM) 20
Hapacraommum HTOroM 25 45 80 100
Ta6auna 11.2. [Tepecuer 6ayioB B OLEHKH 32 KOHTPOJIbHBIEC TOUKH
BaJuibl Ha 12Ty KOHTPOJIbHOH TOYKH Ouenka
> 90 % ot MakcuManbHOU cyMmbl OayutoB Ha aaty KT OTIMYHO
Ot 70% 1o 89% oT MakcuMasbHOM CyMMBbI OayiioB Ha naty KT XOPOIIIO
Ot 60% no 69% ot MakcumanbHOM cymMMbl OayuioB Ha paty KT YIOBJIETBOPUTEIHHO
<60 % ot MakcuMasbHOM cymMbl OamioB Ha gaty KT HEYIOBJIETBOPUTEIBHO
Ta6auna 11.3. [lepecuetr cyMMbI 0aJUTOB B TPAJAULIIMOHHYIO U MEKIYHAPOIHYIO OI[CHKY
Onenxa (FOC) Hrorosas cymma 6a.11.1101“;, YYHTBHIBAET Onenxa (ECTS)
YCIEeHO CAAHHBI 3a4yeT
5 (oTM4HO) (3a4TEHO) 90 - 100 A (oTinyHO)
85 -89 B (o4eHb x0poro)
4 (xopomo) 75-84 C (xoporio)
(3auteHo) 70-7a
3 (YIOBIIETBOPHUTEIBHO) 65 - 69 D (yrosaersoputenbHo)
(3a4TeHo) 60 - 64 E (nmocpencTBeHHO)

2 (HeyIOBJIETBOPUTEINBHO),
(He 3a4TeHO)

Huzke 60 6ani0B F (meynoBneTBOpUTETHHO)

12. YueOHO-MeTOonHYeCcKOe U MH(OPMALHOHHOE 00ecTieYeHue TN CUUIIJIMHBI
12.1 OcHoBHas JMTepaTypa

1. Muponos A. H.: Horapuar Yuyebnoe nocobue / A. H. MupoHoB. - 3-¢ u3a., ucrp. u J1om. - M.:
®OPYM, 2012. - 224 c. - (10 5k3. B 6ubmuotexe TYCVYP).

2. Illamb6a T.M. Hortapuat B Poccutickoit ®eneparuu YueOunuk / T. M. Illam0a, B. H. Kokun, H. T.
[lamb6a; pen. I'. I'. YepemusIx. - 3-e u3n., nmepepad. - M. : Hopma, 2011. - 304 ¢. - (20 2k3. B
oubmuorexke TYCVYP).

3. Kyzuenos U. H. JlokymMmeHTaIlMOHHOE 00CCIICUEHHE YITPABICHHUS U ACIONPOU3BOACTBO YUEOHHUK JIJIst
6akanaspoB / 1. H. Ky3nernos. - M. : IOpaiir, 2012. - 576 c. - (26 >k3. B 6ubnuotexke TYCVYP)

12.2 JlomosiHuTeJLHAS JIUTEPATypa

1. AunapeeBa B. U. [lenonpou3BoaCTBO: OpraHU3alys U BeICHUE: YICOHO-TIPAKTHIECKOE TOCOOUe JIist
By30B / B. . Auapeesa. - 3-e uza., nepepad. u gom. - M. : KaoPyc, 2010. - 294 c. (16 7k3. B
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ouommorexke TYCVYP),

2. Kupcanoa M.B. CoBpemeHHOE IeI0NpOM3BOJACTBO: YueOHoe mocobue / M. B.
KupcanoBa; Poccuiickas akamemuss rocyaapcTBEHHOW ciykObl mpu Ilpesmaente PO,
Cubupckas akaieMusi TOCyIapCTBEHHOU CITYyKObI. - 4-¢ u3a. - M.: UH®PA-M, 2012. - 320 c.
. (20 sk3. B 6ubmoreke TYCVYP);

3. AkcenoBa JX. H. JlokymMeHTHpOBaHHE YIPABICHYECKOH JESATEIBHOCTH : Y4eOHO-
metoaudeckoe nocobme / XK. H. AxcenoBa ; denepanbHOE areHTCTBO MO OOpPa30BAHMIO,
ToMCKHMH TIOCYJapCTBEHHBI YHMBEPCUTET CHUCTEM YIPABJICHUS U PaAMOIICKTPOHUKH,
Kadenpa skonomuku. - Tomck : TMIIZIO, 2006. 47 c. (15 2x3. B 6ubmuoreke TYCYP)

4. AxcenoBaX. H. JlokyMeHTHpOBaHNE YIPABICHUECKON AEIATEIBHOCTH : yueOHOe mocoodue /
XK. H. Axcenosa ; @enepanbHOe areHTCTBO M0 00pa3oBaHUI0, TOMCKUI TOCyIapCTBEHHBIN
YHHUBEPCUTET CUCTEM YIpaBlIeHUs U paauodiekTponuku, Kadenpa skonomuku. - Tomck :
TMIO, 2006. - 119 ¢ : (16 5k3. B 6ubmotexke TYCVYP).

12.3 YuyeOHO-MeTOAMYECKHE IOCOOMA M MNDOrDAMMHOE o0ecIeuyeHue
Jlyist obecriedeHus! TUCIUTUTMHEI HCTIONB3YIOTCS CISAYIONINE YIeO0HO-METOAMYECKHUE TTOCOOHS:

1. Hukonaesa JLU. Jlemompou3BoAcTBO: MeToauyueckue peKOMEHIAIUM K OpraHu3aiuu

caMoCTOsITeNNbHON  paboTel  cTtydeHtoB,- 2012. - 18c. [Onekrponnsii pecypc] URL:.
http://edu.tusur.ru/training/publications/1658
2. KazakeBnu  JL.M. Jlemonpou3BOACTBO: y4eOHO-METOIMYECKOE IOCOOME K IIPAKTUYCCKUM

3aHATUAM MO AucuHIuinHe "Jlenonpon3BoCTBO B COLMATILHON paboTe" AJisi CTYACHTOB CIIEIHUATbHOCTH
"CoumanbHas pabora" rymanurapHoro daxynerera / JI. M. Ka3zakeBuu; ®denepaibHOE areHTCTBO I10
oOpa3oBanuio, TOMCKHI TOCYTapCTBEHHBIH YHUBEPCHTET CHUCTEM YIIPABICHUS W PAJIHOIICKTPOHHKH,
Kadenpa ucropun u conmanbaoi padotsl. - Tomck : TYCVYP, 2007. - 38 c.:
(50 5k3 . B 6ubmmorexke TYCVYP)

y

IIporpammHoe obecnieueHue (B pacyeTe Ha OJJUH KOMIIBIOTED):

1) Onepannonnas cucrema Bepcun He Hrke Windows XP;

2) ITaker mporpamm Microsoft Office uu Open Office;
[Tporpammuoe obecrieuenue aro0bie oneparronHas cucrema (Windows, Linux) u Opaysep uis paboTsl B
HHurepHer.

ba3bl JaHHbIX, HHOPOPMALIMOHHO-CIPABOYHbIE M NTOMCKOBbIE CHCTEMBbI

1.TOCT P 6.30-2003. YHupUIMPOBAaHHBIC CUCTEMBI JOKYMEHTAIIUN. Y HU(UIIMPOBAHHAS CHCTEMA
OpraHU3aIMOHHO-PACTIOPSIUTENHHON TOKyMeHTaluu. TpedoBanus kK opOpMIICHUIO IOKYMEHTOB.
[DnexTponHsIii pecypc]. Pexxum mocryma http://base.garant.ru/185891

2. Unpopmannonno-npasosoii mopran 'APAHT [Onekrponnslii pecypc]. Pexxum nocryna
http://base.garant.ru .
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IIpuioxenue Kk padoueii nporpamme

®DenepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIBLHOE YUPEKICHHE
BBICILIET0 00pa30BaHus
«TOMCKMI TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VYIIPABJIEHUA U PAAVOSJIEKTPOHUKN» (TYCYP)

YTBEPXIAIO
[TpopekTop no yuebHoli pabore
IL.E. Tposin
« » 2016 .
®OHJ OUEHOYHbLIX CPEJACTB 10 YYEBHOU JUCIUIIJIMHE
DJIEKTPOHHBIA JIOKYMEHTOO00POT
(HauMeHOBaHUE y4EOHOM AUCIUIUIUHBI)
YpoBeHb 0CHOBHOIi 00pa3oBaTeLHOI MPOrpaMMbI OakxanaBpuar
(OakanaBpHaT, MaruCTpaTypa, CHELUAIUTET)
Hanpapienue(s1) MOAroToBKH (cnenmuanabHocTh)  27.03.02 " Yupagpyenne kauecteom'
(HOMEp, YPOBEHb, I10JJHOE HAMMEHOBAHUE HAIPABJIEHUS IOArOTOBKHU (CHEHAIbHOCTH))
IIporpamma «¥YmnpapjeHue Ka4ecTBOM B HH(POPMALMOHHBIX CHCTEMAX)
(monHOE HaMMeHOBaHKE NMPOQUIIs HanpaBlIeHUs MOATOTOBKH (criennanbroctr) u3 OOIT)
®opma 00yueHHst o4Has
(o4Has1, OYHO-3209HAsS (BEUEPHSII), 3204YHAsT)
®akyabTerT HWHHOBaNMOHHBIX TexHoJoruil (PUT)
(cokpalleHHOE 1 IT0THOEe HanMeHOoBaHue (aKyipTeTa)
Kadenpa Ynpapjaenusi unHoBauusivu _ (YH)
(cokpalleHHOE ¥ TTOTHOE HANMEHOBAaHUE Ka(eIphl)
Kype 2 Cemectp 3
Y4eonbiii niian nadopa 2013, 2014, 2015 roaa u nocJjieayOUIUXx JeT.
3auer 3 cemecTp dud. 3auer ceMecTp

JK3amMeH ceMecTp

Tomcek 2016
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1. BBeaenue

®onp oneHouHslx cpeactB (GOC) sBnsercs mpuiokeHUeM K pabodeld mporpamme
TUCHUIUIMHBI «AJITOPUTMUYECKUE S3BIKM M IMPOTrPAMMHPOBAHUE» U IPEACTaBIsAET COOOM
COBOKYITHOCTb KOHTPOJBbHO-U3MEPUTEIBHBIX MATE€PUAIOB (TUIIOBBIE 3aJaud (3aJaHUS),
KOHTpPOJIbHBIE PAa0OThI, TECTHI JpP.) U METOAOB MX MCIOJIb30BAaHUS, MPEAHAZHAYECHHBIX IS
M3MEpPEHUs YPOBHS JOCTUKEHUIN CTYIEHTOM YCTAHOBJIEHHBIX PE3YJIHTATOB OOYUECHHS.

®OC 1o [UCUUIUIMHE WCIOJNb3yeTCd NpPU NPOBEIECHUM TEKYLIEro KOHTPOJIS

YCIIEBAEMOCTH U TPOMEKYTOYHOM aTTECTAIMU CTYJICHTOB.

[TepedyeHs 3aKpeTUICHHBIX 32 TUCIUIUTMHOM KOMIIETEHITUN MpUBeacH Tabaure 1.

Tabnuya 1 — Ilepeuensv 3axpennieHHbIX 3a OUCYURTUHOU KOMNEMEeHYU

Kon

DopMyIUpOBKa KOMIIETEHIIUU

Oransl GopMHPOBaHUE
KOMIIETEHIIN I

OK-7

CHOCOOHOCTBIO K CaMOOPTaHU3aIuH 1
caM0o00Opa30BaHUIO

3HaTh 0 crocobax u MeToaax
caMOOpraHu3aliy U
caMo00pa3oBaHUsL.

YMeTh caMOOPraHH30BbIBATLCS U
€aM000pa30OBHIBATHCA.

Bnaaers ciocobamMu 1 METOaMU
CaMOOPTaHH3aINU U
caMo00pa3zoBaHMsL.

OIIK-3

CIIOCOOHOCTBIO peliaTh CTaHJapPTHHIE
3a/1a4¥ MPOPECCUOHAIBHOM eI TeIILHOCTH
Ha OCHOBE MH(OPMALIMOHHOM U
oubarorpaduueckoii KyiabTyphI €
NpUMEHEHHEeM UH()OPMAIMOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA U C
Y4eTOM OCHOBHBIX TpeOOBaHUH
nH(pOpMaIMOHHON 6€301acCHOCTH

3HaTh KaK penarh CTaHAapTHBIC
3aj1auu POoeCCUOHATBHOMN
JeATeILHOCTH Ha OCHOBE
WHPOPMALTUOHHOHN H
OoubmmorpaduuecKoi KyJIbTyphl C
NpUMEHEeHnEeM MH()OPMAIOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA U C
YYETOM OCHOBHBIX TPpeOOBaHHI
WH(POPMAITHOHHOW O€301TaCHOCTH.
¥YMmertsp pemarh cTaHAapTHBIC 33/1a4H
po(heCCUOHATIBHOMN IEATENbHOCTH Ha
OCHOBE MH(OPMAIMOHHOH 1
oubrorpaduIecKkoil KyJIbTypHI C
NpUMeHEeHueM HHPOPMaIHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH U C
y4ETOM OCHOBHBIX TPeOOBaHUIA
MHGOPMAIMOHHOM 0€301MaCHOCTH.
Baaners ciocobamu pereHus
CTaH/IapTHBIX 33724
po(heCCUOHATIBHOM IEATENbHOCTH Ha
OCHOBE WHPOPMAITMOHHOHN U
oubrorpaduIecKoil KyJIbTypHI C
NpUMEHEHuEeM HHPOPMAOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA U C
Y4ETOM OCHOBHBIX TPeOOBaHMI
MHPOPMALIMOHHON 0€30MaCHOCTH .

OIIK-4

CHOCOOHOCTBHIO UCIIOTIB30BaTh OCHOBHBIE
IIPUKJIAJHBIE IPOIPAMMHBIE CPEJICTBA U
UH(POPMAIMOHHBIE TEXHOJIOTUH,
npuMeHsiembie B chepe npodeccuoHalbHON
JEATEIbHOCTU

3HaTh KakK HCIO0JIb30BaTh
OCHOBHBIE NMPUKJIATHBIE
MPOTPaMMHEIE CPEICTBA 1
HH(POPMAITHOHHBIE TEXHOIOTHH,
MpUMEHsIEMBIE B cdepe
po(heCCHOHATIBHOM IEeATEIIbHOCTH.
YMeThb KCT0JIb30BaTh OCHOBHbIE
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MPUKJIaIHBIC POTPAMMHBIC CPEICTBA
1 HHOOPMAIIMOHHBIE TEXHOJIOTHH,
MpUMEHsIeMbIC B cdepe
Mpo¢eCCHOHANBHON TEATETLHOCTH.
BuiaieTh HaBbIKAMU UCTIOJIb30BAHUS
OCHOBHBIX TIPUKJIATHbIC
MPOTpaMMHBIE CPEICTBA U
HH(POPMAITHOHHBIC TEXHOJIOTHH,
MIPUMEHAEMEIX B cepe
MPO(heCCHOHATBHOMN IEATEIILHOCTH.

2. Peaamzanug KoMneTeHIHi
2.1 Komnerennus OK-7

OK-7: cnocOOHOCTBIO K CAMOOPraHU3ALUH U CAaMOOOPA30BAHUIO.
Jns  dopMupoBaHHsS KOMIIETEHLMH HEOOXOIMMO OCYLIECTBUTh pPSA OTaloB. JTambl (OPMUPOBAHUS
KOMITETEHIIMH, MPUMEHSEMBbIE JUIS 3TOTO BUJBI 3aHATUN U UCIOJIb3yeMble CPEICTBAa OLCHUBAHUS IMPEICTaBIEHBI B

Tabaure 2.

Tabnuya 2 — Omanvl popmuposanus KOMnemeHyuu 1 UCNOoIb3yeMble CPeOCea OYeHUBAHUS

Cocras 3HaTh YMmers Bnanets

3HaeT OCHOBEI
CaMOOpTaHHU3alNHU H
caM000pa30BaHUS,0CHOBEI

YMeeT 3aHMMaTbCA U YYUThCS
CaMOCTOSITENIbHO, ONIPEEIIAT
CYIIIHOCTHBIE XapaKTEPUCTUKU

Bnaneet HaBBIKaMU
€caMo00pa3oBaHusl U
CaMOOpPTaHU3aAIIH.

Bnaneet HaBBIKAMU
CaMOIIPOBEPKH U
CaMOOILICHKH

M3y4aeMoro 0ObeKTa,
CaMOCTOSITETILHO BEIOUPATH
KPHUT-PHU JUIS CPAaBHEHNS,
CONOCTABJICHUS, OLCHKU H
KJIacCU(UKAIMKH 00BEKTOB,
JIeTIaTh BBIBOJIBI

KYJBTYPBI MBIIUICHHS,
METOZIbl 00pa0OTKH U
aHanM3a nHPOPMAITIH

Conepxanue
3TAaIoB

e CaMocCTOsTETEHAS
pabora;

e IHTEpaKTUBHbIE
MIPAKTHYECKUE 3aHATHS;

e CamocrosiTenbHas paboTa;

o [IpakTryeckue 3aHATHS;

e lHTEpaKkTUBHBIE
MIPaKTUYECKHE 3AHITHS;

e CaMocTOsTENIbHAS
pabora;

o [IpakTrueckue 3aHATHS;

e lHTEepaKTHUBHbIE
HNPAaKTUYECKHUE 3aHATHUS;

Bunsl 3austuit

e KonrponbHas pabora; e 3auer.

o OHpOC Ha 3aHATHAX,

e KoHrposbHas pabora;
e Onpoc Ha 3aHATHSIX;

Hcnonb3yemblie
cpejcTBa o KoHcmiekT e KOHCIIEKT caMOIOATOTOBKH;
CaMOIOATOTOBKH; e CobecenoBanue;
OLICHMBaHUS
e CobecenoBanue; e 3auer.
¢ 3aver.

O6IIII/IC XapaKTCPpUCTUKU MOKa3aTeseH 1 KPUTEPHUCB OLICHUBAHUA KOMIICTCHIIMN HAa BCECX dTallax IMPHUBCICHbI

B Ta0mIe 3.

Ta@zuua 3- O6u4ue xapakmepucmuku noxkasameineii u Kpumepues OYyeHU6AHUA KOMnemerHyuu no amanam

Iloka3arenu u
3uarn Ymetb Baanersb
KpUTEepHn
P —. Oo6nanaet GpakTHUCCKUMU OO0aaeT Iramna3oHoM Kontposupyer padory,
(BLICOKHﬁ 1 TCOPETUYCCKUMU MMPAKTHYCCKUX YMGHHﬁ, IIPOBOAUT OLCHKY,
OBeHb) 3HaHMSAMH B IIpEeIax TpeOyeMbIX AJIsl pa3BUTHS COBEPILICHCTBYET
P n3y4aeMoi oomactu ¢ TBOPYECKUX PEIICHU, JeicTBus paboThl
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MMOHMMAaHUEM TPaHHMII a0cTparupoBaHus
MIPUMEHUMOCTH mpobiem
BepeT oTBETCTBEHHOCTH 32
OO6nagaer AUana3oHOM 3aBepIIICHHE 3a]1a4 B
3HaeT GaKThl, IPUHITATIBI, N
Xopomo HpOLECCEL, OBLLLIe MPAKTHYECKUX YMCHUIH, UCCIICZIOBaHUH,
(0a3oBbIii P ’ TpeOyeMBbIX IS pelIeHUs TIPUCTIOCAOITNBACT CBOE
MOHSATHUS B TIpeJIeiax
YPOBEHB) . OTIPE/ICTICHHBIX TPOOJIEM B MOBEJICHUE K
n3ydaemoii obmactu
o0acTu uccie0BaHus 00CTOSATENIBCTBAM B
pereHuH mpodIeM
YaoBiieTBOPUTE OO6nagaeT OCHOBHBIMH
JIBHO Ob6nagaer 6a30BBIMH YMEHUSMU, TPEOYSMBIMU Paboraer npu npssimom
(moporoebIit OOIIMMH 3HAHUSMHU JUTSL BEITIOJTHEHHUS TIPOCTHIX HAOJTIOZICHUU
YPOBEHb) 3a1a4

dopmynupoBKa OKa3aTeIel u KPUTEPHEB OICHUBAHWS JAHHON KOMITETEHITNY IIPUBEeHa B Ta0muIle 4.

Ta6ﬂuz4a 4 — Ilokazamenu u Kpumepuu oyerusanusl Komnemeryuu Ha amanax

CocraB 3HaTh YmeTsb Bnagers
OTnu4HO Ob6nanaer O6nanaer nuama3oHOM MpakTUdeckux | Ha BeIcOKOM ypoBHE
(BBICOKHTT (haKTHIECKUMU H YMEHHH, TPEOYeMBIX IS BJIaJI€ET HaBBIKAMU
YPOBEHB) TEOPETUIECCKIMU CaMOCTOSITETILHOTO O0Y4EHHUSI U camMo00pazoBaHus U

3HaHUSIMU CaMOOpTaHU3alKu. YMEET ONpPeAeTsITh | CaMOOpTraHU3allnH.
CaMOOpTaHU3allHu U CYIIHOCTHBIE XapaKTePUCTUKU [IpeBocxonHo Bageer
camMo00pa3zoBaHusl. H3y4aeMoro oObeKTa, CAMOCTOSTEIbHO | HaBBIKAMH CaMOIPOBEPKU
3HaeT OCHOBEHI BBIOMPATh KPUTEPUU TSI CPABHEHUS, U CaMOOIICHKH,
3NEKTPOHHOTO COIIOCTAaBJICHUS, OLICHKU U KOHTPOJIUPYET
JOKYMEHTOO00pOTA. KJaccu(uKaluyu 00bEKTOB, AeaTh CaMOCTOSITETTLHYIO
BBIBOJIBL. paborty;
Xoporio 3Haet (hakTel, npuHIUTEL, | O0MamgaeT 6a30BHIM YPOBHEM Bepet oTBeTCTBEHHOCTH
(6a30BHIit MPOLIECCHI, OOIIIHE MPAKTUYECKUX YMECHHM TS 3a TOCTUKCHHE LIETICH,
YPOBEHB) MOHATHS CaMOCTOSITETILHOTO 00Y4EHUs U o0ecrieunBaeT
CaMOOpTaHU3aluHu 1 camoopraHuzauuu. Beinenser CaMOIIPOBEPKY U
camMo00pa3zoBaHusl. 3HAET | CYIIHOCTHBIE XapaKTEPUCTHKH CaMOOIICHKY,
OCHOBBI 2JIEKTPOHHOT'O H3y4aeMoro oObeKTa, CpaBHUBAET, KOHTPOJIUPYET
JIOKyMEHTOO000pOTA. COIOCTABIISIET OOBEKTHI. CaMOCTOSITEIIbHYIO
paboty;
VnoeneTBopu | 3HAET OCHOBBI YMeeT B OCHOBHOM Camoo0pazoBaHue
TEJILHO CaMOOpTaHH3aINHN H CaMOOPTaHU30BaThCS K MPOBOJUT I10
(TIOpoTOBBIIA caMmoo0pa3oBaHUSL. €aMo00pa30BaHHUIO. pa3paboTaHHOMY
YPOBEHB) npernoaaBaTeseM IUIaHy.

2.2 Komnemenuus OIIK-3

OIIK-3: crocoOHOCThIO pemarh CTaHAapTHBhIE 3a/add MPO(ECCHOHATBHON AESTENIbHOCTH Ha OCHOBE
WHPOPMAITMOHHONW ¥ OHONMHorpaduveckol KyJIbTypbl C MPHMEHEHHEM HH(POPMAIMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTHH U C y4ETOM OCHOBHBIX TpeOOBaHNUH MHPOPMALMOHHON 0€30acHOCTH.

Jns  GopMUpOBaHHS KOMIETEHIIMH HEOOXOAMMO OCYIIECTBUTH PsJl ITArmoB. JTambl (HOPMHUPOBAHUS
KOMIIETEHIINHY, IPUMEHSIEMBIE Ul 3TOTO BHJIbI 3aHATUI U UCIONb3yEMbIE CPEJCTBA OLICHUBAHUS, NPEICTABIECHBI B

Tadune 5.

Tabnuya 5 — Dmanvl popmuposanus KOMIEMEHYULU U UCTOTb3YeMble CPeOCTNEA OYEeHUBAHUS
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CocraB

3HATL

Ymerhb

Baanern

Conepxanue
JTAaIoB

3HaTh COBPEMCHHBIC
METOJIBI pEeIICHHS
CTaHIAPTHBIX 33124
npoeccuoHaTbHON
JeSITEIIBHOCTH Ha OCHOBE
nH(pOpMaLMOHHOH U
oubnmorpaduaeckon
KYJIbTYPBI C TPUMEHEHUEM
nH()OpPMALTMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTHIA
MPOTPaMMHUPOBAHUS;
(bopMyIHpOBaTH OCHOBHBIC
TpeOOBaHM
nH(pOpMaAITMOHHON
0e30macHOCTH

VYMeTs pemats
CTaHJApTHEIC 3a]a9U
npohecCUOHATBHOMN
JISSATEIILHOCTH Ha OCHOBE
WH()OPMAITMOHHON 1
oubnuorpaduueckon
KYJIBTYPBI ¢ IPUMCHEHUEM
MH(POPMAITMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTH
MPOTPaMMHUPOBAHUS;
co0JF0IaTh OCHOBHBIE
TpeOOBaHUS
WH()OPMAITMOHHOH
Oe3omacHOCTH

Brnanets coBpeMEHHBIMU
METOJaMHU PEIICHUS
CTaH/IapTHBIX 337124
npodeccuoHaIbHON
JeITeIILHOCTH Ha OCHOBE
WHPOPMALMOHHON U
oubnmorpaduueckon
KyJIbTYPHI C TIPIMEHEHUEM
WHPOPMALUOHHO-KOMMY-
HHUKAIMOHHBIX TEXHOJIOTHH.

Bunapl 3austuii

e CamocTosTenbHas paboTa;

o [IpakTryeckue 3aHATHS;

e lIHTEepaKTUBHbIE
MIPAKTHYECKHE 3aHATHUS;

e CamocTosTenbHas padboTa;

o [IpakTuyeckue 3aHsTHS;

e lIHTepaKkTUBHbIE
MIPAKTHYECKAE 3aHATHUS;

e CaMocTosTeabHas pa60Ta;
® HHTCpaKTI/IBHI)IG
IMPAKTHYCCKUEC 3aHATHUA,

Hcnons3yemsie
cpeacTsa
OLICHHUBAaHU

o KonTponbHas padora;

e Omnpoc Ha 3aHATHUSX;

e Koncnekr
CaMOIIOATOTOBKH;

e CobecenoBanue;

e 3auer.

¢ KonTponbHas pabora;

e Onpoc Ha 3aHATHIX;

e KoHcieKT
CaMOIOATOTOBKY;

e CobecenoBanue;

e 3aver.

e 3averT.

dopMyIHpOBKa TIOKa3aTeIe 1 KPUTEPHEB OICHHBAHUS JAHHON KOMITETEHIINH TPHUBEeHa B Ta0muIe 6.

Ta@zuua 6 — Ilokazamenu u Kpumepuu Oye€HUBaAHU KOMnemeHyuu Ha amanax

IToxa3aTesn 3HaTh Ymern Baagers
U KpUTEPUHU
OTtnuaHO Ob6nanaet pakTHYECKUM U Ob6nanmaet Auana3zoHOM YBepeHHO BrajeeT
(BBICOKHIA TEOPETHYECKUM 3HAHUEM MPAaKTHYECKUX YMEHUH, HaBBIKaMHU pabOTHI ¢
YPOBEHB) COBPEMEHHBIX METOIOB PELICHHS TpeOyeMBIX ISl Pa3BUTHS ANEKTPOHHBIM
CTaH/IAPTHBIX 3324 TBOPYECKUX PEIICHUI JIOKyMEHTOOOOPOTOM.
npodeccroHaIbHOM AATEIBHOCTH | CTAaHIAPTHBIX 33134
Ha OCHOBE HH(OPMAIMOHHOH 1 npodeccrnoHabHOM
OoubmorpaduuecKoi KyJabTyphl C JeSTeIbHOCTH Ha OCHOBE
NpUMEHEeHneM UH()OPMAIIOHHO- nH(pOpMaMOHHOH 1
KOMMYHHUKAIIMOHHBIX TEXHOJIIOTHH | Ombimorpaduyeckon
pu paboTe ¢ ICKTPOHHBIM KYJBTYPBI C IPUMEHECHUEM
JOKYMEHTOOOOPOTOM. nH()OPMAMOHHO-KOMMY-
HHUKAIMOHHBIX TEXHOJIOTHI
npu paboTe C AIMEKTPOHHBIM
JOKyMEHTOO0OPOTOM.
Xoporo 3HaeT Xopomo (axTel, TpuHIMIE, | OOnagaeT AuanazoHOM bepeT oTBETCTBEHHOCTH
(6a30BbIif MPOIIECCHI, OOIIME MOHATHS B IIPaKTUYECKUX YMEHHUH, 3a pELICHUE U
YPOBEHB) npejienax COBPEMEHHbBIX METO/IOB TpeOyeMBIX ISl peLICHHS 3aBepIICHHE 33124
pELICHUsI CTaHIAPTHBIX 33124 CTaH/IapTHBIX 3a]1a4 npodeccroHaIbHOI
po(eCcCHOHATIBHOMN IEATENbHOCTH | MPpodecCHoHaIbHON JIEATSIIBHOCTH C
npu paboTe C ANEKTPOHHBIM JeSTEITLHOCTH C NPUMEHEHUEM
JOKYMEHTOOOOPOTOM. MPUMEHEHHUEM AIIEKTPOHHOTO
WHPOPMAIMOHHO-KOMMY- JIOKyMEHTO000pOoTa.
HUKALMOHHBIX TEXHOJIOTHI
npu paboTe C ANEKTPOHHBIM
JIOKYMEHTOOOOPOTOM.
VYnoenerBopu- | O6nanaer 6a30BBIMH OOIIMMHU OO0agaeT OCHOBHBIMH Biiageer ocHOBHBIMH
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TEIHHO 3HAHUSMU B 00JIACTH COBPEMEHHBIX | YMCHHSIMH, TPSOYEMBIMHU JJIs1 | HABBIKAMH MPHU paboTe ¢
(TIOpPOTOBBI | METOAOB PEUICHHS CTAHAAPTHBIX BBITIOJTHEHHS MTPOCTHIX 3a/1a4 | AIIEKTPOHHBIM
YPOBCHB) 3ama4 npodecCHoOHATBHON PO eCCHOHATTEHOM JIOKYMEHTOO0OPOTOM.

JESATSIILHOCTU TIpU paboTe C JesITeBbHOCTH TpU padoTe ¢

3NEKTPOHHBIM 3IEKTPOHHBIM

JIOKYMEHTOOOOPOTOM. JIOKYMEHTOOOOPOTOM.

2.3 Komnemenyusa OIIK-4
OIIK-4: cmocoOHOCTBIO  HCIIONB30BAaTh  OCHOBHBIC IPHUKIATHBIC IPOTPAMMHBIC  CpPEICTBa

WHPOPMALMOHHBIE TEXHOJIOTHH, IPUMEHSIEMbIE B cepe MpodecCHOHANBHON AESATEILHOCTH.

u

Hdns dopMupoBaHus KOMIIETEHIIMH HEOOXOAMMO OCYIIECTBUTH PSI ATAroB. JTambl (HOPMHUPOBAHUS
KOMIICTCHIIUY, TIPUMEHICMBIC JIJIsl 3TOTO BHJIBI 3aHATUH M HUCIIOJIB3YEMbIC CPEACTBA OIICHUBAHUS NPEJCTABICHBI B

Tabue 7.

Tabruya 7 — Smanvl popmuposanus KOMREMeHYUl 1 UCNOAb3YeMble CPeOCmed OYeHUBAHUS

CocraB 3Hatb Ymerb Baanerb
Coneprxanue 3HaTh KaK UCIOIb30BaTh YMeTh UCTIONIH30BaThH Bnaners HaBEIKaMU
JTaIloB OCHOBHBIC IPUKJIAAHBIC OCHOBHBIC IPUKJIAAHBIC HCIIOJIB30BaHUA

IpOrpaMMHBIE CPEICTBA U
MHQOPMAaIOHHEIC

HpOrpaMMHBIE CPEICTBA U
WHPOPMaIMOHHEIE

OCHOBHBIX IIPUKJIQHBIE
MPOTPaMMHBIE CPENICTBA U

TEXHOJIOTHH, IPUMEHSIEMBIC | TEXHOJOTHH, IPUMEHsIEMble | HH(OPMAIMOHHBIE
B cepe mpodeccuoHanpHON | B cepe mpodheCcCHOHANBHON | TEXHOJIOTHH,
JIeITeIbHOCTH JIesITeIbHOCTH NPUMEHSEMBIX B cepe
poheCCUOHATBHON
JeSITEIbHOCTH
Bunpr 3ansatuii e CamocrositenbHas paboTa; | e CamocrosTenbHas pabota; | ® CamocTosTenbHAas
e [IpakTuyeckue 3aHATUS; e [IpakTryeckue 3aHATHS; pabora;
e HMHTEpaKTUBHBIC e VHTEpaKTUBHBIC e llnTepaKkTUBHbIE
MIpaKTHUYECKHUE 3aHATHUS; MIPAKTHUYECKUE 3aHATHS; MPaKTHYECKUC
3aHATHS;
Hcnonb3yemble e KonrponbHas pabora; e KonrponbHas pabora; e 3auer.
cpencTsa e Onpoc Ha 3aHATHUSAX; ¢ Onpoc Ha 3aHATHSAX;
OLCHUBAHNA o KoHcrekr o KoHcrekr
CaMOTIO/ITOTOBKH; CaMOTIOATOTOBKH;
e CobeceoBaHuE; e CobecenoBanmue;
e 3auer. e 3aver.

dopMynupoBKa MoKa3areneil 1 KpUTEprUeB OlEHUBaHUs JAHHOW KOMITETCHIIUH [TPUBEICHA B TabuIIe 8.

Ta6ﬂuua 8 — Hokazamenu u Kpumepuu oyeHuearnus KomnemeHyuu Ha smanax

Iokazarenu u 3HaTh Ymern Baaners
KpUTEepHu
OTnaHO Obnanmaer pakTHYECKUM U Ob6nagaer auamna3oHOM YBepeHHO BrajieeT
(BBICOKHI:I TECOPETUUCCKUM 3HAHUEM MMPAKTHYCCKHUX YMeHHﬁ, HaBbIKaMH HCITIOJIB30BaHUA
YPOBEHB) OCHOBHBIX MPUKJIATHBIX TpeOyeMBbIX ISl pa3BUTHS OCHOBHBIX IPUKJIHBIX
NIPOIPAMMHBIX CPEICTB U TBOPYECKUX PELICHUH, NIPOTPAMMHBIX CPEICTB U
MH(OPMAITMOHHBIX NPUMEHSEMBIX B cdepe WHPOPMAITMOHHBIX
TEXHOJIOTHH npodeccuoHanbHON TEXHOJIOTHH
NIPOrpaMMHUPOBAaHNS, JIeATEIbHOCTY TP paboTe ¢ | MPOrpaMMHUPOBaHUS TIPH
MPUMEHSIEMBIX MPH PabOTe C | AIEKTPOHHBIM pabote ¢ ANEeKTPOHHBIM
AJIEKTPOHHBIM JIOKyMEHTOOOOPOTOM. JIOKyMEHTOOOOPOTOM.
JIOKyMEHTOOOOPOTOM.
Xoporo 3HaeT Xoporio (hakThl, O6mamaer AuanazoHOM Beper oTBETCTBEHHOCTH 3a
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(6a30BbIit MIPUHIIUTIBL, TIPOIISCCHI, MPAKTUYECKUX YMEHHUIA, pEIICHUE U 3aBEePIICHHC
YPOBEHB ) o01Ire MOHATHS B TIpefienax | TpeOyeMBIX IS PEIICHUS B 3aja4 npu pabote ¢
WCTIOJIb30BaHMsI OCHOBHBIX 00J1aCTH UCTIONE30BaHHUS AJIEKTPOHHBIM
MPUKJIATHBIX MPOTPAMMHBIX | OCHOBHBIX MPUKJIATHBIX JOKYMEHTOOOOPOTOM.
CpeACTB M MHPOPMAITMOHHBIX | IPOTPAMMHBIX CPEJICTB U
TEXHOJIOTHH IpH paboTe ¢ WH()OPMAITHOHHBIX
AJICKTPOHHBIM TEXHOJIOTHH IIpU padoTe ¢
JOKYMEHTOOOOPOTOM. AIIEKTPOHHBIM
JTOKyMEHTOOOOPOTOM.
VYnosnerBopu- | OGnagaet 6a30BBIMH O06J1aaeT OCHOBHBIMH Bnageer naBbikamu
TEJNLHO OOIIMMU 3HAHUSIMH B YMEHUSIMH, TPeOyeMbIMHU JIJISI | pa3padOTKH MIPOTPaMMHOTO
(TToporoBEIit 00J1aCTH UCTIOITE30BAHMS BBITIOJTHCHHUS TIPOCTHIX 3a1ad | obecriedeHus mpu padoTe ¢
YPOBCHB) OCHOBHBIX TPUKJIATHBIX MIPH UCTIOJTb30BaHUH AJNICKTPOHHBIM
MPOTPaMMHBIX CPEJICTB U OCHOBHBIX TPUKITaTHBIX JIOKYMEHTOO00POTOM.
WHPOPMAITMOHHBIX MPOTPaMMHBIX CPEJICTB U
TEXHOJIOTHI IIpH paboTe C MHGOPMAITUOHHBIX
AJIEKTPOHHBIM TEXHOJIOTHI IpU paboTe ¢
JOKYMEHTOOOOPOTOM. AIIEKTPOHHBIM
JIOKYMEHT0000POTOM.

3. TunoBbie KOHTPOJbHbIE 3aaAHNS

Jiist peanu3aiuy BILIETICPEYHUCICHHBIX 3a7a4 00yUeHHS UCTIONB3YIOTCS CIEAYIOIINE MaTepHAaTbL:
TUIIOBBIE KOHTPOJIBbHBIC 33/IaHUsI MM WHBIE MaTepralibl, HEOOXOAUMBbIC Ul OLEHKH 3HAHUH, YMEHUH, HABBIKOB U
() ombITa AEATENBHOCTH, XapaKTEPU3YIOUIMX ATanbl (GOPMHPOBAHHS KOMIICTEHIMH B IPOIECCE OCBOCHUS
00pa3oBaTeIbHON MPOTPaMMBbl, B COCTaBE:

Tembl 0151 camocmosimelbHou Da607’}’lbl.'

N =

MOPSIIOK KOHTPOJIS 32 HCIIOJTHEHHEM ).
5. Odopmienue akta Ha YHUUTOXKECHUE JOKYMEHTOB.

Tembl 015 6bINOIHEHUSA OOMAUHE20 3A0AHUAL.

Ggrwn =

CO3JIaHUU CITYKEOHBIX JOKYMEHTOB.
Tp€6OBaHI/I$I, NpEAbABIACMBIC K KOMIIO3UITNH CJ'IY)K€6HI)IX JOKYMCHTOB.

CriocoObl TOKYMEHTHPOBaHUS (3anedatiaeHus) HHpopMauu
OcHOBHbIE BU/IbI OJIAHKOB, IPUMEHSEMbIE B YUPEIKICHUN?
Otnnune obero 6yaHka oT OJaHKa 7S MUCbMA.

Kakumu crrocobamu oopmitseTcs yrBepKIaeHUE ToKyMeHTa?
B uem 0coO€HHOCTH sI3bIKa U CTWIISI CITY>KE€OHBIX JOKYMEHTOB? 3HaueHue opdorpaguu mnpu

enu u 3amaun cay»Obl genonpon3BoacTBa. OCHOBHBIE (PYHKITHH.

OTMeTKH, IPOCTaBIsieMble Ha BXOASIIEM JOKYMEHTE, HOPSIIOK UX OQOPMIICHUSI.
Otanbl oAroToBKU A0KyMeHTa. O0Iue TpeOoBaH!s K TEKCTY JOKYMEHTA.

Buapl paciopsAuTeNbHBIX JOKYMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U 0(OPMIICHHS.
Oco0eHHOCTH BEACHUS J1EJIONPOU3BOJICTBA MO 00paIIeHUsIM I'pakaaH (perucrpanus, Cpokd pacCCMOTPEHHS,

6
7. Hazosure sTansl penaktupoBanusi. KakoBbsl IpUHLIKIIBI peAAKTOPCKOM MPaBKU U €€ BUbI?
8
9

. IlpaBuna 06pabOTKH UCXOIAIINX JOKYMEHTOB.
10. Drambl pabOTHI UCTIOTHUTENS C JOKYMEHTaMHU.
11. Odopmiienne akTa Ha YHUYTOKEHUE JOKYMEHTOB.
12. OcobeHHOCTH U NIPEUMYIIIECTBa AaBTOMATH3UPOBAHHON CHUCTEMBI PETUCTPAIIMH JOKYMEHTOB.
13. Iopsnok nepenayu Jen B apXuB.
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Cnucox 60npocoes 0J151 N0O20MOBKU 3auemy

RBPBOooo~NoGOR~ONE

=
N

17.
18.
19.
20.
21.
22.

23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.

34.

35.

36.

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

0.
1.
. UTo pernmaMeHTUpYyeT TUIIOBasE UHCTPYKIHUSA 110 ACJIONPOU3BOACTBY?
13.
14.
15.
16.

B yem 3nauenue EI'C/1?

Uro BKIIFOYAET B ceOsI MOHATHE «IACIOMPOU3BOCTBO?

C yeM cBs3aHO MosBIICHNE NOHATHUSA «JIOY»?

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

I'e 3akpenieHsl onpeneseHuss OCHOBHBIX MPOQGECCHOHAIBHBIX TEPMHUHOB I10 JCJIONPOU3BOACTBY?
Uto noHMMaeTcs Mo «FOPUANIECKON CHIION» TOKyMEHTa?

Uro Takoe «cucTeMa JOKYMEHTAINNY U «YHH(PHUITUPOBAHHAS CHCTEMa JOKYMEHTAITHI?
Kak Bl monnmaere npoiiecc cTangapTU3alid T0KyMEHTOB?

Kak Bel mornmaere mpoiiecc yHu(pUKAIUA JOKYMEHTOB?

Kakue TpeOoBaHMS K JOKYMEHTaM H3JI05KCHBI B 3aKOHOIaTCIbHBIX aKTax?

KaxoBo 3nauenue ['CHOY u uto oHa periiaMeHTUpyeT?

TpeboBanus k ohopmienuro gokymentoB o I'OCT 6.30-97, ero coaepskanue?
J1y1s1 4ero coCTaBIISAIOTCS TIEPEYHU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs?

Kakwne HOPMATUBHO-METOANYCCKUC aKThl UCIIOJIB3YIOT B pa60Te C JIOKYMCHTaMH KaJpOBbIC C.]'Iy>K6BI?
Kro pa3pa6aTLIBaeT HOpMAaTUBBI BPEMCHH Ha YIPaABICHYCCKUC BHUIbI pa60T, H KaK OHH

HCITOJIHAIOTCS?

®dopmar Oymaru, peKOMeHAYeMbIi st 0OPMIICHHS CITY>KEOHBIX IOKYMEHTOB?

PexBuU3UTHI, BXOSIIHME B COCTAaB OJIaHKa Il TMChMA.

Kakue TpeboBaHus IPEIbIBISIOTCS K OPOPMIICHHUIO PEKBH3UTA «HAMMEHOBAHUE OPTaHHU3AIHI?
UTo BXOAUT B COCTAB PEKBU3HTA «CIIPABOYHBIC JAaHHBIC 00 OpraHU3aLUN»?

KakoBbI mops1oK 1aTUpOBaHUS TOKYMEHTA U BHJIBI JaT?

KakoBel cocTaBHBICE YacTH PEruCTpaliOHHOIrO0 HOMEpAa JOKYMCHTA W IOpAAOK €ro IIpo

MPOCTaBIICHUS?

[Topsaok anpecoBaHus JOKyMEHTa

TpebGoBaHUsI K PE3OJIFOIIUHU U TIOPSIOK €€ OPOPMIICHUS.

TpeOoBaHUs K 3ar0JIOBKY JOKyMEHTA?

[Topsaok oopMIeHUS TPHIIOKEHUH K TOKYMEHTY

[Topsnok opopmiIeHuUs coraacoBaHus JOKyMEHTa

[Topsaok mpocTaBieHUs Ha JOKYMEHTaX revaTei.

OTMETKH, MPOCTABIIIEMbIC Ha BXOSIIEM JOKYMEHTE, MOPSI0K UX 0(hOpMIICHHS.

Dtarnbl TOATOTOBKU JoKkyMeHTa. OO1ue TpeOOBaHUs K TEKCTY TOKYMEHTA.

Kax odopmiisercs B TEKCTE CChIIKA HA IPYTOil TOKYMEHT?

B ueM ocobenHOCTH 0hOpMITEHUS TEKCTOB OYXTajlTepCKUX JOKYMEHTOB?

B dem mpemmyrmiectBa oopMIICHHS JOKYMEHTOB Ha KomimbioTepe? Kakue mporpamMmbl MOTYT
MCIIOJIb30BATHCS TIPH MOJATOTOBKE JOKYMEHTOB Ha KOMIThIOTEpE?

Kakas mocrossHHas wH(OpMAaIMsS JOKHA OBITH 3all0)K€HAa B KOMITBIOTED JJS COCTaBICHUS
nokyMeHTOB? OCOOEHHOCTH COCTaBJICHHsI Ta0JIUIl HA KOMIIBIOTEPE.

KakoB TOpSIOK CKIOHEHUS CIOXKHBIX COCTaBHBIX CJIOB M UHCIUTEIBHBIX B JIOKyMeHTe?
Hcnonb30BaHue COKpAIEHUH B CITY>KEOHBIX IOKYMEHTAX.

Kakoe 3naueHre uMeeT MopsIOK CIOB B CIYKeOHBIX JokyMeHTax? Kak chaenars TeKCT MOHSATHBIM
1 yOeIuTeIbHbIM?

Butbl opraHu3aninoHHBIX JOKYMEHTOB, KX OCOOCHHOCTH COCTABJICHUS U O(POPMITCHUS.

Bunel paciopsATeTbHBIX JIOKYMEHTOB, 0COOCHHOCTH MX COCTaBJICHHS U OPOPMIICHHUS.
OcobenHocTH OPOPMIICHHS U COCTABIICHUS ITPOTOKOIA.

OcobenHoCcTH 0POPMIICHHS U COCTABIICHUS aKTa.

OcobenHocTH 0POPMITCHHS U COCTABIICHUS JOKJIAIHON 3aIlTUCKH.

Ocobennoctr 0OPMIICHUS U COCTABIICHUS OOBSICHUTEIIBHON 3aIICKH.

OcobenHocTH 0(hOPMIICHHSI i COCTABIICHHUS CITPABOK.

OcoOeHHocTH OOPMIICHHUS U COCTABJICHHSI CITY)KEOHBIX MUCEeM. Pa3HOBUIHOCTH MHUCEM.
OcoOenHocTr 0OPMIICHHUS U COCTABICHUS TEIErpaMM.

46.B0o3MOKHBIE (I)OpMBI opraHu3anuunu pa60TBI C JOKYMCHTAaMHU. B ueMm mocTonMHCTBA M HEAOCTATKHU

47.

KaXI0ro u3 Hux?
Kakue tpeboBanus mpenbsaisatorcs k [lomoxkenuto o cimyx6e nenonpoussojcTBa? Kakosa
cTpykrypa Tekcra [lonoxenus?
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48. TpeboBaHUS K JOKHOCTHBIM HHCTPYKITUSM, CTPYKTypa TEKCTA.

49. Jlns gero pazpabaTeiBaeTcs Tabenb (OpM JOKYMEHTOB, KAKOBA METOJIMKA €0 COCTABJICHUS?

50. Yto mormmaeTcs noj «o0beMoM J0KyMeHTooOopoTa»? [loyemy oH yBenmuuuBaetcsi? UTo BXOIUT
B TIOHATHE «IOKYMEHTO000pOT»?

51.OpraHu3anioHHbIe JTOKYMEHTHI, ONMPEACISIONUEe MOPSIOK IBIKEHUS JOKYMEHTOB B OpraHU3alvid
(pupme)?

52. OcHOBHBIC ITPaBHJIa OPTaHU3AINHU JTOKyMEHTO000poTa?

53. Kakue 0CHOBHBIE ITOTOKH JJOKYMEHTOB MOYKHO BBIJICITUTh B OPTaHU3AIMH U B YeM UX 0COOEHHOCTH?

54. 3HadyeHHe NMpeABapUTEIbHOIO MPOCMOTPA U PACHpPENEICHHS NOCTYIUBIIMX JOKYMEHTOB M KaK OHU
MPOBOJATCS?

55. 3ayaum perucrpanuu Jo0KyMeHTOB. OCHOBHbBIEC TPEOOBAHMS K PETUCTPALIMU JOKYMEHTOB.

56. Kakue nanHbpie 0 JOKYMEHTE 3alIUCBIBAIOTCS B MIPOLIECCE €r0 PerucTpauu’?

57. @OpMBI perucTpaluu J0KyMEHTOB.

58. JIocTOMHCTBA U HEIOCTATKH JKyPHAILHOW ¥ KAPTOTEYHOW CUCTEMBI PETUCTPAIIH TOKYMEHTOB.

59.TpamunmonHas Gpopma MHPOPMAMOHHO-CITPABOYHON KApTOTEKH, ee pasienutenu. [IpenmymiecTa
BeJICHUSI NH(POPMALIMOHHO-CITPABOYHOM PabOThI B aBTOMaTH3UPOBAHHOM PEXKHUME.

60. [To kKaKMM JaHHBIM O IOKYMEHTE MOYKET HAaBOJUTHCS CIIPaBKa B aBTOMAaTH3UPOBAHHOM peXUME?

61. Yro Takoe KOHTPOJIb 32 HCIIOJTHEHHEM JIOKYyMEHTOB?

62. Kakrm 00pa3oM CTPOUTCS U BEACTCS CPOKOBasi KapToTeka?

63. OcoOeHHOCTH BeICHUS MAETONPOU3BOJACTBA IO OOpAalICHUSM TpaKAaH (perucTpamusi, CpPOKH
paccMOTPEHHsI, TOPSI0K KOHTPOJIS 32 UCTIOJTHEHUEM).

64.Uto takoe HoMeHKIarypa nen? Jlns dero mcmonb3yercsi HOMeHKIarypa aen? Oomue TpeOoBaHUS,
BUIbI HOMEHKJIATYD J1e71?

65. Cpoku XpaHCHHS JIC]L.

66. Uto monmmaercs mox ¢opmupoBanuem aen? Kak pacronararoTcss JOKYMEHTBI BHYTpU Jeina’?.
[Mopsimox xpaHenus aen?

67. Uro moHMMAaeTCsl TMOJa JKCIEPTH30M IIEHHOCTH JOKYMEHTOB? (OCHOBHBIC KPUTEPUU OICHKH
JTOKYMEHTOB. KTO MPOBOAUT 3KCIEPTU3Y LIEGHHOCTH JIOKYMEHTOB?

4. MeToauveckue MaTepUAJIbI

Jnst obecmedeHus mpomecca OOydeHHs M peLIeHHs 3a7ad OOyYeHHS HCIOIb3YIOTCSA CIIEAYHOLIHe
MaTepHuaibl, HISHTUYHbIE H3JIOXKECHHBIM B Pa0ouell mnporpamMme y4eOHON MUCHMIUIMHBI «DJIEKTPOHHBIN
JIOKYMEHTO000pOT», 1. 12:

- METOANYECKUE MATEPHUAIIbI, ONPEACIISIOIINAE IPOLEAYPHI OLIEHUBAHNS 3HAHUN, YMEHUI, HABBIKOB U
(uru) ombITa IESTEIBHOCTH, XapaKTEPU3YIOLINX JTarbl GOPMUPOBAHUS KOMIIETEHIIHN, B COCTaBe:

4.1 OcHoBHast IMTEPATypPA

1. MuponoB A. H.: Hotapuar Yue6Hoe nmocobue / A. H. MupoHoB. - 3-€ u3J., ucrp. u Jo1. - M.:
®OPYM, 2012. - 224 c. - (10 2x3. B ombnmmorexke TYCVYP).

2. lllam06a T.M. Hotapuar B Poccuiickoit ®eneparuu Yueouuk / T. M. Illam0a, B. H. Kokun, H. T.
[Tam6a; pen. I'. I'. Uepemusix. - 3-e usn., mepepad. - M. : Hopma, 2011. - 304 c. - (20 5k3. B OubImoTeke
TYCVYP).

3. Kyznuenor U. H. JlokymeHTaIioHHOE 00€CIIeYeHIE YIIPABICHUS U ISTIOMPOU3BOJICTBO Y USOHHK JIIS
6akanaspoB / M. H. Ky3nernos. - M. : IOpaiir, 2012. - 576 c. - (26 >k3. B 6ubnuotexke TYCVYP)

4.2 lonoJHUTEJbHAS JINTEpaTypa

1. Anapeera B. WM. Jlenonpou3BoACTBO: OPraHU3aIis U BeJICHHE: YIeOHO-ITPaKTHUECKOE ITOCoOHe JIst
By30B / B. UI. AHapeesa. - 3-¢ u3j., nepepad. u jgom. - M. : KaoPyc, 2010. - 294 c. (16 5k3. B OuOImoTeke
TYCVYP),

2. Kupcanosa M.B. CoBpeMeHHOE JIeI0NPOn3BOICTBO: YueOHoe mocodue / M. B. Kupcanosa ;
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Poccwuiickas akagemus rocymapcTBeHHOM cinykObl nipu [Ipe3unente P, Cubupckas akagemus
roCyAapCTBEHHOM CITykOBbI. - 4-¢ u3z. - M.: UHOPA-M, 2012. - 320 c. . (20 3x3. B OubnuoTeke
TYCVYP);

3. AxcenoBa K. H. JlokymeHTHpOBaHWE yNPABJICHUYECKOW MEATCIBHOCTH : Y4eOHO-
Meroandeckoe mocodue / XK. H. AxcenoBa ; demepalibHOE areHTCTBO MO 0Opa30BaHUIO,
Tomckwuii rocyiapcTBeHHBIH YHUBEPCUTET CHCTEM YIPaBICHUS U paanodiekTpouku, Kadenpa
skoHOMUKH. - Tomck : TMIIIO, 2006. 47 c. (15 3k3. B 6ubaunoreke TYCYP);

4. AxcenoBa K. H. JlokymMeHTHpOBaHHE yIIPaBIEHYECKOH IEATEIFHOCTH : yueOHOe mocodue /
K. H. AxcenoBa ; @enepanbHOe areHTCTBO MO 00pa3oBaHWI0, TOMCKHH TOCYIapCTBEHHBIH
VHUBEPCUTET CHCTEM YIPABICHUS M PaarodIeKTpoHuKH, Kadenapa sxoHomukw. - Tomck :
TMIJIO, 2006. - 119 ¢ : (16 3k3. B bubmmotexke TYCVYP).

4.3 Y4yeOHO-MeTOoIH4YECKHE MOCOOMSA U IDOrDAMMHOE o0ecreueHnue
Jiis obecriedeHust TUCIUTUIMHBI HCIIOJIB3YIOTCS CIEIYIONINE YIeOHO-METOIHYECKUE TTOCOOHS:

1. Hukomaesa  JIL.M. J[lenompousBoacTtBo: MeToauueckue pEKOMEHAAIMM K  OpraHu3aluH
CaMOCTOSTENIbHOW  paboThl  cTymeHToB,- 2012, - 18c. [Dnekrponnwiii pecypc] URL..
http://edu.tusur.ru/training/publications/1658;

2. Kazakenu  JL.LU. J[lenonpousBojcTBO: Y4eOHO-METOAUYECKOE ITOCOOME K MPAKTHYCCKUM

3aHATUSAM 10  AuciuIuinHe "Jlenonpou3BOJACTBO B COIMAIbHOM pabote" uisi  CTYJIEHTOB
cnenuanpHocT  "ConupanbHas paborta" rymanuTapHoro (¢akyiaprera / JI. M. Ka3zakeBuu;
®denepanbHOE areHTCTBO MO 00pa3oBaHHiO, TOMCKHII TOCYJapCTBEHHBI YHUBEPCUTET CHCTEM
VIpaBIeHUsT U paaroNIeKTpoHuku, Kadenpa ucropuun u conmansHoit padotel. - Tomck : TYCVYP,
2007. - 38 c.: (50 5k3 . B oubamnorexke TYCVYP).

IIporpammHoe obecnieyenne (B pacuere Ha OJIMH KOMIIBIOTEP):

1. Omnepanuonnas cuctema Bepcuu He ke Windows XP;

2. Ilaker nporpamm Microsoft Office umu Open Office;

ITporpammuoe obecrieuenue Jro0bie oneparonHas cucrema (Windows, Linux) u 6paysep s
pabotsl B IHTEepHET.

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

1. TOCT P 6.30-2003. YHupuIupoBaHHBIE CUCTEMBI JOKYMEHTAIIMN. Y HU(UIIMPOBaHHAS CUCTEMa
OpraHU3aIMOHHO-PACTIOPSATUTEIHLHON TOKyMeHTauu. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOB.
[DnexTponnslii pecypc]. Pesxum nocryma http://base.garant.ru/185891

2. Uundopmanmonno-npasoBoii mopran TAPAHT [DnexTponHslii pecypc]. Pexum
nocryna http://base.garant.ru .
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