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1. O01mue MoJI0KeHu s

1.1. lean AUCHUIIHHBI

1. ®opmupoBaHHe CIOCOOHOCTH pelIaTh CTAaHAAPTHBIE 334a4d NPOPECCHOHAIBHOM 1A TEIIbHOCTH
Ha OCHOBE MH(POPMaNMOHHON U Oubiamorpaduyeckoil KyJabTyphl C IpUMEHEHUEM HH(POPMAIIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH U C Y4€TOM OCHOBHBIX TpeOOBaHUI HH(DOPMAITMOHHON 6€30MaCHOCTH.

1.2. 3agauy AUCHUILIUHBI

1. Hayuuth CTyI€HTOB HOPMAaTHBHO-NPAaBOBbHIM M METOJMYECKHMM OCHOBaM pabOTHl C
JOKYMEHTaMU U IOKyMEHTOOO0OpOTOM IS pellieHus 3a1a4 MpodeccuoHaIbHOM e TeIbHOCTH.

2. Tlo3HaKOMHUTH C MPaBUIIAMHU YIIPABJICHHUS CUCTEMOM IOKYMEHTOO00POTa B OpraHU3aI1H.

3. Hayuutp pa3pabarbiBaTh AOKYMEHTHI AJs pELICHUS CIyXKeOHBbIX 3aJay M yIpaBJiCHUS
MPOLECCOM JOKYMEHTAIIMOHHOTO OOecreueHus NesTeIbHOCTH KOMIAHUU U 00eclnedyeHUs 3alluThl
KOH(pUIEHIHaTbHOM HH(pOpMaLUU, coliepKalleiicsl B TOKyMEHTaXx.

2. MecTo aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. Aucuumiunasl (Moayn).
Yacte 6soka aucturiuH: YacTs, popmupyemast ydacTHUKaM# 00pa30BaTEIbHBIX OTHOIICHHIA.
Monayns mucuurinHe: Moaysbs HanpaBieHHOCTH (poduiist) (major).

HNunexc nucuumaunel: b1.B.2.JIB.1.1.
PeanusyeTcs ¢ mpUMEHEHHEM D3JIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX

TEXHOJIOTHUH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTAaTOB Oﬁy‘lel-[]/lﬂ no JMCUMIIJIMHE, COOTHECCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHuss TUCHUTUTMHBI HANpaBieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHO# 00pa3oBaTeabHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMneTeHInu 1 HHAUKATOPBI UX JTOCTHIKEHUS

Komnerenius

Nupukatopel 10CTHXKEHUS
KOMIIETEHIINU

[Inanupyemsie pe3ynbTaThl 00yUeHUs 110
JUACLUIUTMHE

yHHBepcaJIbeIe KOMIIETCHIIUN

Oob0menpodeccuoHanbHbIe KOMIIETEHIIUN

IIpodeccuonanbHbIe KOMIIETEHIUH

IIK-7. Criocoben
OTIPECIIATH METO/IBI,
MEPOTIPHUATHS 1
MPUHUMATD PEIICHUS
JUTSL YITY9IICHUS
CUCTEMBI yIIPABICHUS
Ka4eCTBOM

ITIK-7.1. 3naet coBpeMeHHbIE
KOHUEMNINH YIIPaBJICHUS
KayeCTBOM

3Haet nokymMeHTupoBanubie Mosienu CMK B
cootBetcTBHU ¢ KoHIenmueir UCO 9000,
MIPUHITUIIBI YIIPABICHUS JOKyMEHTAIUEH
KOMITaQHHUH.

IIK-7.2. YMmeer
AQHAJM3UPOBATh U BHEIPSThH
MPUHIUIIBI KOHIIENIUHN AJIs
YIYUYLIEHUS] CUCTEM
yIpaBJiIeHUs] KaueCTBOM

YMeeTr aHaTM3UpOBaTh U pa3padaThIBaTh
JIOKYMEHTBI, BIMSIOIIME HA YITy4llleHHe
CHCTEMBI yIpaBJIEHUS KAaUeCTBOM KOMITaHUH,
pa3pabaTbIBaTh MEPOIPUATHS Il BHEAPEHUS
MPUHIUIIOB CUCTEM MEHEI)KMEHTa KauecTBa,
MPUHIUIIOB YIIPaBJI€HUs JOKYMEHTaluen
KOMIIaHUH.

I1K-7.3. Bnaneer metogamu
JUIsl OpraHu3allvy yIy4lIeHUN
CUCTEMBI yIPABICHUS
KaueCTBOM OpraHU3al1u.

Bnaneer merogamu opranuzanuu
JIEI0NPOU3BOCTBEHHOIO IIpoLecca JIIs
yiIydmieHud CUCTCMBbI YIIPABJIICHUA Ka4YCCTBOM,
pa3pabaTrbIBaeT MOKa3aTeIu, HHCTPYKIIHH,
CTaHAAapThl OpraHu3anuu, Npeajaaract u
MNPUHHUMACT pCHICHUS JIA YIYUIICHUA
CHUCTCMBI YIIPABJIICHHUA KAaYCCTBOM KOMITAHWH.
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4. O0beM IMCUMIIMHBI B 324€THBIX eJUHULIAX C YKa3aHHEM KOJIHYeCTBA aKa/leMHYeCKUX YacOB,
Bbl/JIeJIEHHBIX HA KOHTAKTHYIO0 pa0oTy o0y4aroiuxcsi ¢ npenojaasarejieM
1 HA CAMOCTOSITEJIbHYI0 Pa0oTy 00y4Yaromuxcs

OO61mas TpyA0eMKOCTh AUCHUIUIMHBI COCTABISAET 3 3a4eTHBIX equHuIl, 108 akageMruuecKux 4acos.

Pacnipenenenue Tpy10eMKOCTH JUCHIHUIUIMHBI 110 BUJAaM y4eOHOU EATEIbHOCTU MPECTABICHO B
tabiuue 4.1.

Ta0auia 4.1 — Tpy10eMKOCTh JUCIMILIMHBI ITO BUIaM YY€OHOU ACSTEIbHOCTH

Bcero |Cemectpsl

Bunpl yueOHO# nesTenbHOCTH
4acoB |4 cemecTp

KonTakTHas ayniuTopHas padora 00y4alomuxcs ¢ npenogaparesaeM, BCero 54 54
JIeKIIMOHHbBIE 3aHATUS 18 18
IIpaxkTHueckue 3aHATHSA 18 18
JlabopatopHbie 3aHATHS 18 18
CamMocTosiTesibHAsi padoTa 00y4alIIMXCS, B T.4. KOHTAKTHAsl 54 54

BHeayIMTOpHAasi padoTa 00y4awIMXxcs ¢ npemnoaaBaresjieM, BCero

IToaroroBka k 3a4CTy

Hammcanue koHCceKTa CaMoOIIOATOTOBKH

[ToaroroBka K TECTUPOBAHUIO

[ToaroToBka Kk ycTHOMY onpocy / cobece10BaHHIO

[ToaroroBka K BBICTYILICHUIO (JTOKIATY)

Brimonaenune IMPAKTUYCCKOI'0 3alaHusA

[ToaroToBka k 1abopaTopHOil paboTe, HaNMcaHUe OTYETa

Hanucanue otdera no naboparopHoii padbote

[a—
oo
[a—
o0

Oo0mast Tpya10eMKOCTH (B Yacax)

WO |O||[O
WO ||| |O||[O

Oo0mas TpyroemMkocTsb (B 3.e.)

5. CTpykTypa M coaep:KaHue TUCHHUIIMHBI
5.1. Pa3nennl (TeMbl) JUCHUNJIMHBI U BUAbI Y4eOHOI 1eATeJTbHOCTH

CTpyKTypa IMCUUILUIMHBI TIO pa3jaesiaM (TeMaMm) U BHaaM y4eOHOM NesTeNIbHOCTH IMPUBEICHA B
tabmnuie 5.1.
Ta6ymma 5.1 — Pasyennl (TeMbl) TUCHMILIMHBI M BUABI YICOHOH ACATCIHPHOCTH

Jlex. | IIpak. Cam.| Bcero
Ha3zBanus pa3nenos (Tem) AUCIUILTUHBI 3aH., | 3aH., Jlad. pab., | yacos (0e3 Popmupyemsie
pao. KOMTIETCHITHH
q q 9 | 3K3aMeHa)
4 cemecTp

1 Beaenue B kypc. Llenu u 3agaun Kypca, 2 - - 4 6 [1K-7
ocHOBHbIE pazfaenbl. Kiaccudpukanus
nokymentauun CMK opranuzamumu.
2 OCHOBHBIE MTOHATHSL U ONPEAEIICHUS 2 2 - 4 8 IK-7
JIOKYMEHTALMOHHOTO 00eCIeueH s CUCTEMBbI
MEHEKMEHTa KauecTBa
3 Crparernyeckue nokymenTsl CMK. 2 4 2 7 15 [1K-7
OpraHu3alvoHHO-PACIIOPS IUTENbHbBIE
JIOKYMEHTBI U IIpaBuiia UX 0OpPMIICHHUS.
4 OnepanunonHsie 1o0kymeHThl CMK. 2 2 2 7 13 TIK-7
HupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTHI U
npaBuiia uX 0pOpPMIICHHUS.
5 JlokymeHTanus 1o JJM4HOMY COCTaBY. 2 4 4 7 17 IK-7

CornacoeaHa Ha noptane N2 69034 3



6 TunuyHble OMMOKY B SI3BIKE M CTUJIE ACIOBOM | 2 - 4 5 11 [IK-7
JIOKyMEHTAIUH.
7 Opranu3zanus Je10NpOru3BOICTBEHHOTO 2 4 2 7 15 TIK-7
nporuecca B komrnanuu. L{udposuzanus
nokymentoB CMK.
8 CucremMa 1 METOABI XpaHEHUS! IOKYMEHTOB. 2 2 2 8 14 [1K-7
9 DNeKTPOHHBIN TOKYyMEHTOOOOPOT H €ro POJh 2 - 2 5 9 [IK-7
B CMK xomnanuu. CoBpeMeHHbIE
MIPOTrpaMMHBIE TIPOYKTHI.

Uroro 3a cemectp| 18 18 18 | 54 108

Uroro| 18 18 18 | 54 108

5.2. Conep:xanue pa3esoB (TeM) JUCHUINIMHBI

Copepxanue pa3esioB (TeM) TUCIUTUINHBI (B T.Y. IO JISKIIUSIM) IPUBEICHO B Tadwmie 5.2.
Tabmuma 5.2 — Conepskanue pas3ienoB (TeM) TUCIHUILIMHEI (B T.4. IO JICKIUSIM)

HasBanus pa3znenos (Tem)
JHCIHUTUTAHBI

Coneprkanue pasnenon (TeM)
JTUCIHUILIAHBI (B T.4. 10 JICKITHSIM )

TpynoemMkocThb
(JIeKITMOHHBIE
3aHATHUSA), 4

dopMupyembie
KOMIIETEHIIUN

4 cemecTp

1 Beenenue B xypc. Llenu u 3agaun
Kypca, OCHOBHBIE pa3Jieibl.
Knaccugukanus qokymMeHTanmum
CMK opranuzanuu.

IToHsiTHE NOKYMEHTALlMOHHOTO
obecrieueHus yIpaBiIeHusl, UCTOPUs
ero nosieineHus. Poiss u 3agaun
JOKYMEHTALlMOHHOT'O yIPaBIICHHS
CMK B cuctemMe MEHEIKMEHTA
oprannzauuu. JJokyment CMK kak
HOCHTEJIb MH(GOPMAIIUU U KaK
CPEACTBO peanu3auuu
yrpaBieHYeCKUX QyHKINH U
pelieHnii B 00671acTH KauecTsa.

[IK-7

Hroro

2 OCcHOBHBIE TTOHSTHS U OIIpeAeIeHuUs
JIOKYMEHTAIIMOHHOTO 00ecTieueHust
CHCTEMBI MEHEPKMEHTA KayeCcTBa

OcHOBHBIE OIpeIEeNIEHUs TI0 KYypCy
JIOKYMEHTAIIMOHHOT'O 00eCTICUeHUs
CMK. Bujasl opranuzaiiioHHO-
pacnopsIuTeIbHBIX JOKYMEHTOB,
MH(POPMAITMOHHO-CITPABOYHbBIE
nokyMmeHThl. Knaccudukarms
JIOKYMEHTOB T10 JINTYHOMY COCTaBYy.

[K-7

Htoro

3 Crparerunueckue qokymeHTs CMK.
OpraHu3aimoHHO-PACTIOPSIIUTEIbHEIE
JOKYMEHTBI U TIpaBUjIa UX
odopmiieHus.

Bunel u cniocoObl MPOEKTUPOBAHUS
cTpaTernyeckux okymeHToB CMK.
HopMmatnBHO-ipaBoBas OCHOBA.
I'OCT P 7.0.97-2016 «Cucrema
CTaHIIAPTOB O UH(POPMAITHH,
OMOIMOTEYHOMY M M3/1aTEIIHCKOMY
neiy. OpraHu3aluoHHO-
pacriopsiiuTeNbHas JOKYMEHTAIIHS.
TpebGoBanus kK 0OPMIICHHIO
JIOKYMEHTOB»

Cucrema opraHu3alMOHHO-
pacropsAUTENILHON TOKYMEHTAIIUH.

IK-7

Htoro
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4 Onepaunonnsie fokyMmeHTsl CMK. | Bubl onepanuoHHbIX JOKYMEHTOB 2 [K-7
HNudopmarimoHHO-CITpaBOYHbBIE CMK. Buast uHpOpMaIoHHO-
JOKYMEHTBI U IIpaBUIIa UX CIPaBOYHBIX JOKYMEHTOB
odopmiieHus. opranuzauuu. [Tucemo. @opmyiisip u
CTPYKTypa TekcTa. PazHOBHIHOCTH
TekcTa. [IpaBuiia nepenucku ¢
3aMHTEPECOBAaHHBIMU CTOPOHAMH.
Oco0eHHOCTH apecaluu.
Hroro 2
5 JIokyMeHTalus 1no JuYHOMY JInunelie gena. Ilpukas Ha 2 TIK-7
COCTaBy. YBOJIbHEHHE U npueM. JInuHas
KapTOYKa COTPYAHHMKA OpraHU3aI1Hy.
®opwmsl. [11abnoHEI.
Hroro 2
6 TunuyHbIe OIMIMOKH B SI3BIKE U TunuyHbie OMMOKH B SI3BIKE U CTHIIC 2 IK-7
CTHJIE JI€JIOBOM TOKyMEHTALUH. JOKyMeHTOB. MeToauka
peIaKTUPOBAHUS CITYKEOHBIX
JIOKyMEHTOB.
Uroro 2
7 Opranuzauus Opranuzanus ABUKEHUS 2 [IK-7
JIeIIOTIPOU3BOICTBEHHOTO TIpotiecca B |uHpopmanuu. O0bem
kommanuu. Lludpposuszanns nokymentoobopora. [Topsgok
nokymentoB CMK. MIPOXOKICHUS BXOISIICH/HCXOISIIIICH
KoppecnoHaeHuu. Opranu3anus
JBYOKEHUS U UCIIOJIHEHUS
BHYTpPEHHHUX AOKyMeHTOB. [lopsaok
paboTHI UCTIOTHUTENICH C BHEITHEH U
BHYTPEHHEUN JOKYMEHTALIUE.
Uroro 2
8 Cucrtema 1 METOAbI XpaHEHUS [Ipu3Haku cucremaTu3anuu. 2 [K-7
JIOKYMEHTOB. [TpaBuna hopMupOBaHUS JIEI.
Howmenxknatypa nen. Buast
HOMEHKJIATyphblI fe. OnpeneneHue
CPOKOB XpaHEHHUs JJOKYMEHTOB.
Uroro 2
9 DnexTpoHHBINA JOKYyMEHTO000pOoT U |[loHsTHE 37IeKTPOHHOTO 2 [K-7
ero poas B CMK xomnanum. JIOKYMEHTO000pOTa 1 €T0 PO B
CoBpeMeHHbIE TPOrpaMMHbIE pa3sutuu CMK opranuzanumu.
MPOIYKTHI. XapakTeprucTUKa COBPEMEHHBIX
MPOTPaMMHBIX TPOTYKTOB,
o0ecreunBaONINX BHEPEHHE
AJIEKTPOHHOTO IOKYyMEHTO000pOTa B
OpraHu3allvu.
Uroro 2
HUroro 3a cemectp 18
Uroro 18
5.3. [IpakTuyeckue 3aHATHS (CEMUHAPbI)
HanMmeHnoBaHue npakTHYeCKUX 3aHATUN (CEeMHHAPOB) MPUBEACHO B Tabmiuie 5.3.
Tabmuia 5.3. — HaumeHoBaHMe MpaKTUYECKHUX 3aHATHH (CEeMHUHAPOB
Ha3zBanus pasnenos (tem) HanMeHoBaHuE TpakTHUYECKUX Tpynoemkocts, | DopMupyembie
JUCTIMTLITIHBI 3aHATUHN (CEMUHAPOB) q KOMIIETEHIINU
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4 cemecTp

2 OcHOBHBIE MOHATHS U onpeAeneHus |[lokyMeHTalnoHHOe obecriedeHne 2 [K-7
JOKYMEHTAIIMOHHOTO o0ecrieueHust  |ynpasienus. OCHOBHbIE IOHATHS,
CHCTEMBI MEHEPKMEHTA KauecTBa BHJIOBOM COCTaB, KJIACCU(UKAIIHS
JIOKYMEHTOB.
Uroro 2
3 Crparernueckue nokymentsl CMK. |HopmaruBHas ocHOBa 4 IK-7
OpraHu3aioHHO-PACIOPAIUTEIbHBIE | JOKYMEHTAIIMOHHOTO 00ecnedeHus
JOKYMEHTBI U ITPaBHJIa UX ynpasienus. Tpebosanus OCT P
oopmieHwms. 7.0.97 -2016 B oTHOIIEHUN
OpraHM3alMOHHO-PACTIOPSAUTEITHHON
JOKYMEHTAIHH.
Uroro 4
4 Onepaunonnsie 1okymeHTel CMK. |I[IpoexTupoBanue nHhopMamoHHO- 2 [K-7
WnpopmaimoHHO-CIIpaBOYHbBIE CIPAaBOYHBIX JIOKYMEHTOB
JIOKYMEHTHI ¥ TIpaBUIIa UX OpraHW3alMu: aKT, IOTOBOP 00
oopmieHwms. yCIIyTax 1mo 00y4eHHIO IepcoHaa
HOBBIM ctanjaptam [SO, noxmannas
1 OOBSICHUTENbHAS 3aMKCKA.
Uroro 2
5 JlokymMeHTalus 10 JUYHOMY CocraBieHue 10J>KHOCTHON 4 MK-7
COCTaBY. uHcTpykimn (1) nmkenepa o
kadecTBy B IT mimm
IIPOM3BOACTBEHHON KOMIIaHHUH.
[IpoexTupoBanue npukasa o
BHeceHMH n3MeHeHuil B U, nmpukasa
0 pacrpene’aeHn! JOHKHOCTHBIX
obs3aHHOCTEH. COCTaBIICHUE TTPABHII
BHYTPEHHETO TPYIOBOTO
pacnopsizika.
Uroro 4
7 Opranuzauus Pernamenrauus npornecca 4 MK-7
JIeIIOTIPOU3BOJICTBEHHOTO TIPOIIecca B | yIpaBiIeHUE JOKYMEHTaMH B
kommanun. Ludposuzarus KOMITaHHH. JlOKIJIabl €
nokymentoB CMK. npesenTanuen. O6cyxaeHue
TpeOOBaHMIA K ITPOLECCY YIIpaBJICHUE
JIOKYMEHTaMU B OpraHU3aLINH.
Htoro 4
8 CucreMa v METOJIBI XPaHECHHS CocraBneHue onucu Aen 2 ITK-7
JIOKYMEHTOB. MTOCTOSTHHOTO XPaHECHHUSI, BPEMEHHOTO
XpaHEHUsI, OIMCH AeJl 0 JIUYHOMY
COCTaBy.
Uroro 2
Uroro 3a cemectp 18
Uroro 18
5.4. JlabopaTopHbIe 3aHATHUSA
HaumenoBanue 1abopatopHbIX pabOT MpUBEACHO B TadiuIe 5.4.
Tabmuma 5.4 — HaumenoBanue 1a60paTOpHBIX padboT
HagBaiﬁi}fﬁ;ﬂ;ﬁi (Tewm) HanmenoBanue nabopatopHbIx paboT pr)loe;vmocm, (igﬁﬁgfggr;;e

4 cemecTtp
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3 Crparernueckue nokymeHTel CMK. |[IpaBuia odopmiieHus OTIEIBHBIX 2 TIK-7
Opranu3alroHHO-PACTIOPSIUTENbHbBIE | BUAOB OpraHNU3alMOHHO-
JOKYMEHTBI U TIPaBUIIa UX pacnopsIUTeNbHON T0KyMEHTAIUH.
o opMIICHHUS. Tpedosanuss TOCT P 7.0.97 -2016
Cucrema CTaHIapPTOB 1O
nH(popManuu, OUOITHOTEUHOMY U
U37aTeIbCKOMY JIEITy.
Oprann3anoHHO-paCTIOPSIAUTEIbHAS
JIOKyMEHTaLIU.
Hroro 2
4 Onepanuonnsie fokymeHTsl CMK. | MakeTs! 651aHKa ciry»KeOHOTO MUChMa, 2 [IK-7
NudopmanmonHo-cripaBoYHbIC cripaBku. CocTaBieHUE
JIOKYMEHTHI U MTpaBuiia uxX WH(GOPMaLIMOHHO-CIPABOYHBIX
o opMIICHHS. JIOKyMeHTOB 1151 [T-komMnanuu:
ciIy»)e0HOe MIChMO, TApaHTHITHOE
MUCbMO, CIIPaBKa.
HUroro 2
5 JlokyMeHTanus no TM4HOMY OdopmiieHue pacropsauTeIbHBIX 4 IK-7
COCTaBY. JIOKYMEHTOB O TIpuéMe Ha padoTy,
MEpEeBO/Ia COTPYIHUKA C OOHOMN
pabotsl Ha apyryto. [IpaBuna
odopMIIeHHS TUYHBIX JIe pabOTHHKA,
€ro Ha3Ha4YCHHE, COCTaB, (hopMa.
[Topsimox oopmieHus: ouepeaHbIX
OTITyCKOB.
Hroro 4
6 Tunu4HbIe OMTMOKH B SI3BIKE U Paz6op mpuMepoB cOCTaBICHHBIX 4 IK-7
CTHJIE JIIOBOM JJOKYMEHTAIUH. JIETOBBIX JOKYMEHTOB: aHaJIU3
TUIHYHBIX CTHIIMCTHYECKUX OLITHOOK.
CaMOCTOATENbHBIA aHAIN3 5
OpraHu3aIMOHHO-PACTIOPATUTENBHBIX,
MH(POPMALMOHHO-CITPABOYHBIX
JIOKYMEHTOB M COCTaBJICHUE OTYETA B
Buzie 00001Iaromel TabauLbl.
HUroro 4
7 Opranuzanus CocraBnenue rpa@UuecKux cXem 2 TIK-7
JIEJIONPOM3BOJCTBEHHOTO MpoLiecca B | ABMXKEHUS JOKYMEHTOB B KOMITaHHH.
komnanuu. Lupposuzamus CocraBieHue CpaBHUTEIbHOM
nokymeHToB CMK. TaOJIUIIBL: 3TAIBI MPOXOXK/ICHUS B
OpraHu3auy BXOAIIEH, NCXOASIIEH
Y BHYyTpEHHEH TOKyMEHTalluU B
OpraHu3aIuH.
Hroro 2
8 CucreMa u METObl XpaHEHUS CocraBieHue NpuMepHOM 2 [IK-7
JOKYMEHTOB. HOMEHKJIATyphbl
nen gt I'T wnm mpou3BoICTBEHHOU
KOMITaHUH.
Hroro 2
9 DNeKTPOHHBIHN TOKyMEHTO000pOT 1 | PazpaboTka 3TarmoB KOMaHIHOTO 2 TIK-7
ero posib B CMK komnanuu. npoekrta "BHeapeHue 3J1eKTpOHHOTO
CoBpeMeHHbIe TPOTpaMMHbIC JIOKyMEHTOO0OpOTa B KOMITaHUU".
MPOAYKTBI. HUroro 2
HUroro 3a cemectp 18
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Htoro |

18

5.5. KypcoBoii npoexkT / kypcoBasi pabora

He npenycMoTpeHo y4eOHbIM MI1aHOM

5.6. CamocTosiTesibHas padora

Buasl caMocTosTeNIbHOM pabOThL, TPYAOEMKOCTh M (POPMHUPYEMbIe KOMIIETEHIIMU IPECTABIICHBI B

tabnwuie 5.6.
Tabauma 5.6. — Buabl caMmocTosTenbHOM paboThl, TPYI0EMKOCTh U (DOPMHUPYEMbIEe KOMIICTCHIIUN
HazBanust pazienos (Tem) Braer . | TpynoemMkocTs, | @opMupyembie DopmBbl
JIUCIATLITAHBI CaMOCTOATEILHOM q KOMIETEHIUU KOHTPOJISI
paboThI
4 cemecTtp
1 Beenenue B kype. Llenu u 3agaun  |[logroroBka k 1 T1IK-7 3auér
Kypca, OCHOBHBIC Pa3JICbl. 3a4eTy
Knaccndukamus 1oKyMeHTaluH Hanucanne 1 IIK-7 Koncmekr
CMK opranusanuu. KOHCIIEKTa CaMOITOATOTOBKH
CaMOITIOJITOTOBKH
ITonroroBka k 1 TIK-7 TectupoBanue
TECTUPOBAHUIO
ITonroroBka k 1 T1IK-7 YcTHbIi onpoc /
YCTHOMY OIPOCY cobecenoBaHne
/ cobecemoBaHUIO
Htoro 4
2 OcHoBHbIE MOHATHUS U onpenenenus |[loaroroska k 1 [K-7 3auér
JIOKYMEHTAIIUOHHOTO 0OecTieUeHnsl  |3a4eTy
CHCTEMBI MEHEDKMEHTA Ka4eCTBa IloaroroBka k 1 I1K-7 TectupoBanue
TECTUPOBAHUIO
ITonrororka x 1 TIK-7 Brictynenue
BBICTYIIJICHHIO (mokian) Ha
(noxmany) 3aHSATUU
Brimonnenue 1 TIK-7 IIpakTruueckoe
MPaAKTHYECKOTO 3a/1aHne
3a/IaHUs
Htoro 4
CornacoBaHa Ha noprtane N2 69034 8
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3 Crparernueckue nfokymentsl CMK. |[ToaroroBka k [IK-7 3auér
Opranu3aloOHHO-PACTIOPSIUTENbHBIE | 3aUETy
AOKYMEHTBI 1 IIpaBUJIa NX Hanucanne TIK-7 Koncnekr
odopmieHus. KOHCIICKTa CaMOIIOAIOTOBKU
CaMOIMOArOTOBKU
ITonroroBka k T1IK-7 TectupoBanue
TECTUPOBAHUIO
ITonroroBka k T1IK-7 BricTtynienue
BBICTYIUICHHUIO (moxnan) Ha
(moxnamy) 3aHITHH
Brmonaenune IIK-7 [IpakTuueckoe
MPAKTUIECKOTO 3a/laHue
3aaHus
ITonroroBka k TIK-7 JlaGoparopnas
nmabopaTopHOi pabota
pabore,
HarucaHue
oTyeTa
Hanucanne TIK-7 Ortuer no
oT4eTa Mo n1abopaTopHO
nmabopaTopHO pabore
pabote
Uroro
4 Onepanmonnslie nokymentsl CMK. |Iloaroroska k [IK-7 3auér
WNudopmannoHHO-CcIIpaBOYHbIE 3aueTy
MOKYMEHTBI 1 IIpABUJIA NX Hanucanue IIK-7 Koncnekr
oopmiteHusL. KOHCIEKTA CaMOITOTOTOBKH
CaMOTIOATOTOBKH
IToaroroBka k T1IK-7 TectupoBanue
TECTUPOBAHUIO
ITonroroBka k IK-7 YcTHbIi onpoc /
YCTHOMY OIPOCY cobecenoBaHme
/ cobecemoBaHUIO
Brimonnenue TIK-7 [IpakTuueckoe
MPaKTUYECKOTO 3aJlaHue
3a/TaHUs
[ToaroroBka k IK-7 Jlaboparopnas
nmabopaTopHoOi pabota
pabore,
HarnucaHue
oTyeTa
Hanucanne IK-7 Ortuet no
oTYeTa 1o nabopaTopHO
nabopaTtopHoOi pabore
pabote
Hroro
9
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5 JoxyMeHTauus 1o JUYHOMY [Toaroroska k [IK-7 3auér
COCTaBy. 3aueTy
[ToaroroBka k [IK-7 TectupoBanue
TECTUPOBAHUIO
[ToaroroBka k IK-7 YcTHblit ompoc /
YCTHOMY OIPOCY cobecenoBaHne
/ cobeceroBaHUIO
ITonroroBka k T1IK-7 BricTtynienue
BBICTYIUICHHUIO (moxnan) Ha
(moxmamy) 3aHATHH
Brimonnenue [K-7 [IpakTuueckoe
MPAKTUIECKOTO 3a/1aHue
3aaHus
[ToaroroBka k [IK-7 JlaGoparopHas
nmabopaTopHOi pabota
pabore,
HarucaHue
oTyeTa
Hanucanne [IK-7 Otuer no
oTyeTa 1o nabopaTopHOi
nmabopaTopHO pabore
pabote
Uroro
6 Tunu4anbple OMMOKY B S3BIKE H [ToaroroBka k [IK-7 3auér
CTHJIE ACTIOBOM JJOKYMEHTALUH. 3aueTy
Hanmcanne IIK-7 Koncmekr
KOHCIIEKTa CaMOIIOATOTOBKH
CaMOTIOATOTOBKH
IToaroroBka k T1IK-7 TectupoBanue
TECTUPOBAHUIO
ITonroroBka k IK-7 JlaboparopHas
nmabopaTopHOi pabota
pabore,
HarucaHue
oTyeTa
Hanucanne TIK-7 Ortuer no
oTYeTa 1o nabopaTopHO
nmabopaTtopHoOi pabore
pabote
Hroro
10
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7 Opranuzanus [Toaroroska k [IK-7 3auér
JIEIONPOU3BOICTBEHHOTO IIpOIecca B |3a4eTy
komnanuu. Hudposusarus ITonroroBka k T1IK-7 TectupoBanue
noxymentos CMK. TECTUPOBAHUIO
[ToaroroBka k IK-7 YcTHblit ompoc /
YCTHOMY OIPOCY cobecenoBaHne
/ cobeceroBaHUIO
ITonroroBka k T1IK-7 BricTtynienue
BBICTYIUICHHUIO (moxnan) Ha
(moxnamy) 3aHITHH
Brmonaenune IIK-7 [IpakTuueckoe
MPAKTUIECKOTO 3a/laHue
3aaHus
ITonroroBka k TIK-7 JlaGoparopnas
nmabopaTopHOi pabota
pabore,
HaITNCaHHE
oTyeTa
Hanucanne TIK-7 Ortuer no
oT4eTa Mo n1abopaTopHO
nmabopaTopHO pabore
pabote
Hroro
8 CucremMa U METOAbl XpaHCHUS ITonroroBka k TIK-7 3auér
JIOKYMEHTOB. 3a4ery
Hanmcanne IIK-7 Koncmekr
KOHCIIEKTa CaMOIMOArOTOBKH
CaMOTIOATOTOBKH
IToaroroBka k T1IK-7 TectupoBanue
TECTUPOBAHUIO
ITonroroBka k IK-7 YcTHbIi onpoc /
YCTHOMY OIPOCY cobecenoBaHme
/ cobecemoBaHUIO
ITonroroBka k T1IK-7 Brictynnenue
BBICTYIUICHUIO (mokan) Ha
(moxmany) 3aHATHHA
Brmonaenue IIK-7 [IpakTudeckoe
MPaKTHYECKOTO 3a/1aHne
3a/aHus
ITonroroska k [1K-7 JlaGopatopHas
nabopaTopHOn pabota
pabore,
HaIMCaHWe
oTyeTa
Hanucanue TIK-7 Ortuer mo
oTyeTa 1o nabopaTtopHOit
nabopaTopHOH pabote
pabote
Hroro
11




9 DnekTpoHHbI 1oKyMeHTo0o00poT u |[loaroToBka 1 [IK-7 3auér
ero poiab B CMK xomnanuu. 3a4ery
CoBpeMeHHbIC IPOrpaMMHBIC Hanucanne 1 TIK-7 Koncnekr
OPOIYKTHI. KOHCIIEKTa CaMOIOArOTOBKU
CaMOIMOArOTOBKU
ITonroroBka k 1 T1IK-7 TectupoBanue
TECTUPOBAHUIO
[ToaroroBka k 1 [K-7 JlaGoparopHas
nabopaTopHOi pabota
pabore,
HaIicaHue
oTyera
Hanucanne 1 TIK-7 Ortuer o
OTYETa MO nabopaTopHO
nabopaTopHOi pabore
pabote
Uroro 5
Uroro 3a cemectp 54
Hroro 54

5.7. CooTBeTcTBHE KOMIIETeHIUH, GOpMHPYEeMBbIX IPH U3YYEHHHU AUCHHUILINHBI,
U BH/J0B Y4eOHOIi 1esiTeIbHOCTH

CooTBeTcTBUE KOMIIETEHIIUH, (OPMUPYEMBIX MPU U3YUYEHUH JUCHHUIUIUHBI, U BUJIOB yueOHOM
JeATEeTLHOCTH MPEICTaBIICHO B Tabymiie 5.7.
Ta6muma 5.7 — CoOTBETCTBHUE KOMIETEHITUN, (DOPMUPYEMBIX TTPU U3YUECHUHN TUCITUTIIINHBI, U BUIOB

3aHATUH
Bunel yueOHOIl esTenbHOCTH
dopmMupyemsie
Jlex. | IIpak. | JIa6. | Cam. DopMBI KOHTPOJIS
KOMITCTCHITIHT
3aH. 3aH. pao. pao.
[1K-7 + + + + BricTynnenue (nokiian) Ha 3aHATUAH, 34T,

KoncnekT camonoaroroBku, JlaboparopHast
pabota, Otyer no 1abopaTopHoii padore,
[MpakTuueckoe 3ananue, TecTupoBaHue,
YcTHbIl onpoc / cobecenoBanue

6. PeliTnHroBasi cucreMa /Uil OLCHKH YCIIeBAeMOCTH 00y4YAIOIIUXCH
6.1. banbHbIe OneHKH 1J1s1 JOopM KOHTPOJIA

bannbHble onleHKH U1t OpPM KOHTPOJIS IpeCTaBlIeHbI B Tabnuie 6.1.
Tabmuia 6.1 — banabpHbIE OLIEHKH

o . MaxkcumManbHBIN
MaxkcumManbHBIN MaxkcuManbHBIN
Oamn 3a mepuon | Beero 3a
DOopMBI KOHTPOJIA 6amt Ha 1-yro KT ¢ | ©Oamn 3a mepuon
mexay 2KT nna | cemectp
Hayana cemectpa | Mmexay 1KT u 2KT
KOHEI[ cemMecTpa
4 cemecTp
BricTynnenue (qokian) Ha 5 5 5 15
3aHATUN
3auér 0 0 0 0
KoncnekT caMommoaroToBKu 5 5 5 15
Ycrablit onpoc / 5 5 5 15
cobecenoBanue
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Jlaboparopnas padoTa 5 5 5 15
[IpakTrueckoe 3a1anue 5 5 5 15
TectupoBanue 3 3 4 10
Otuer 1o 1adbopaTopHOi 5 5 5 15
pabote
Ntoro makcumyM 3a nepuoj 33 33 34 100
Hapacratomum urorom 33 66 100 100
6.2. Ilepecuer 0a/110B B OLICHKH 32 TEKYIIHH KOHTPOJIb
[Tepecuet 6a/IOB B OIIEHKH 32 TEKYIIUH KOHTPOJb MPECTABICH B TabmuIe 6.2.
Tabmuma 6.2 — Ilepecuer 6AJJIOB B OIICHKH 32 TEKYIIUH KOHTPOIIb
bannel Ha 1aTy TEKyIero KOHTPOJIs Onenka

> 90% ot MakcuMabHOI cymMMbl OamoB Ha naty TK 5
Ot 70% no 89% ot makcuMaibHOU cyMMBbI 6aiioB Ha naty TK 4
Ot 60% 10 69% oT MakcuManbHOI cymMbl OamioB Ha naty TK 3
< 60% ot MakcuManbHOI cymMbl OamioB Ha naty TK 2

6.3. IlepecueTr cyMMbI 02/1710B B TPAAUIIHOHHYIO M MEKAYHAPOAHYIO OLIEHKY

[TepecueT cymMmbl 6aJJIOB B TPAAUIIMOHHYIO U MEXIyHAPOJIHYIO OLICHKY MPEACTABICH B TaOIHUIe

6.3.
Tabmuma 6.3 — Ilepecuer cymMMbl 6AJIJIOB B TPAIUIUOHHYIO U MEXIYHAPOAHYIO OLICHKY
Hrorosas cymma 6aiios,
Ouenka YUYUTBIBAET YCIICIIHO CTaHHBIN Ouenka (ECTS)
9K3aMeH
5 (oTM4HO) (3a4TEHO) 90 -100 A (oTIIMYHO)
4 (xoporo) (3a4TeHO) 85 -89 B (ouens xopor1o)
75— 84 C (xoporo)
70 — 74 D (y1oBIETBOPHUTEIHHO)
3 (Y1OBJIIETBOPUTEIHHO) (3a4TEHO) 65— 69
60 — 64 E (mocpencTBeHHo)
2 (Hey1OBJIETBOPUTEIHHO) (HE 3aUTEHO) Huxe 60 Gannos F (neynosnerBoputeabHO)

7. Y4yeOoHO-MeTOoAMYeCKOEe U HH(POPMALMOHHOE 00ecnieyeHUue TUCIHILINHBI
7.1. OcHoBHAas1 UTEpaTYypa

1. Konpimkuna, T. b. JlenoBele KOMMYHHUKAIUH, TOKYMEHTOOOOPOT U JENOMPOU3BOACTBO :
yuebHoe nocobue juist By30B / T. b. Konbikuna, M. B. lyctuna. — 3-e u3a., ucnp. u gomn. — MockBa :
U3pnarenscTtBOo lOpaiit, 2022. — 145 c. [DnektpoHHbIH pecypc]: — Pexum poctyna:
https://urait.ru/bcode/491349.

2. I'posoga, O. C. Jlenonpoun3BoAcTBO : yueOHOe nmocodue ains By30B / O. C. I'po3oBa. — MockBa :
U3pnarenscTtBOo MOpaiit, 2022. — 124 c. [DnekTpoHHbIH pecypc]: — Pexum poctyna:
https://urait.ru/book/deloproizvodstvo-492786.

7.2. lonoiHUTEIbHAS JTUTEPATyPa

1. Ky3nenos, U. H. [lokymeHTanmmonHoe oOecriedyeHue yrnpaieHusA. [JokymMmeHTOO00pOT U
JIeJIONPOU3BOJICTBO : yUeOHUK U mpakTUKyM i1 By3oB / U. H. Ky3nenos. — 3-e uzj., nepepad. u gon. —
Mocksa : U3natensctBO Opaiit, 2022. — 461 c. [DnexkTpoHHBIN pecypc]: — Pexum goctymna:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstv
0-488697.

7.3. YueOHO-MeTOANYECKHE TOCOOU S

7.3.1. O0s3aTe/IbHBIC Y4e0HO-MeTOAMYeCKHEe I0COOH
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1. Jlemompou3BOACTBO U TIOKYMEHTOO00pOT: MeTtoandeckne yka3zaHus K JabopaTopHbIM padoTtam /
M. SduymeBckas - 2022. 13 c. [DnexTpoHHBIH pecypc|]: — Pexum pgocrtyna:
https://edu.tusur.ru/publications/9721.

2. Jlemompou3BOJACTBO U IOKYMEHTOOOOPOT: METONYECKHUE YKa3aHUs K CAMOCTOSATEIILHON paboTe
/ M. SunymeBckas - 2022. 14 c. [DnekTpoHHBIN pecypc]: — Pexum nmocryna:
https://edu.tusur.ru/publications/9722.

3. JenonpousBoACTBO U JOKYMEHTOO00pOT: MeTonnyeckre yKka3aHus K MPAaKTUYECKUM 3aHATHSIM
/ M. SuymeBckas - 2022. 13 c¢. [DnekTtpoHHBIN pecypc]: — Pexum nocrtymna:
https://edu.tusur.ru/publications/9720.

7.3.2. YueOHO-MeTOANYECKHE MTOCOONS IJIS JINIT
C OrpaHUYE€HHBIMH BO3MOKHOCTSIMH 3710POBbsI 1 HHBAJIU/I0B

Y4eOHO-MeTOINYEeCKUE MAaTEPUAJIbl i1l CAMOCTOSITENILHON U ayAUTOPHOI pabOThl 00yJaromuxcs
U3 YUCJIA JIUI] C OFPAaHUYEHHBIMH BO3MOXXHOCTSIMH 3/]0POBbsI M HHBAJIUOB MPEAOCTABIAIOTCA B opMaXx,
aIaNITUPOBAHHBIX K OTPAaHHYCHUSM X 3[J0POBBS U BOCHPUATHS HH)OPMALIUY.

Jl1s1 i1 ¢ HAPYIIEeHUSIMH 3PeHus:

— B (popMe 31IEKTPOHHOTO TOKYMEHTA;

— B [1€4aTHOW (hopMe YBEIUUCHHBIM HIPUPTOM.

JI1s1 JIMII ¢ HAPYHIEHUsIMU CJIyXa:

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA;

— B miedatHou popme.

JI1s1 JIMII ¢ HAPYIIEHUsIMHU ONOPHO-IBUTATEIbHOT0 anmnapara:

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA;

— B miedatHou popme.

7.4. CoBpeMeHHbIe TPo(deccuoHATIbHbIE 0a3bl JAHHBIX
1 HH()OPMAIMOHHBIE CTIPABOYHbIE CHCTEMbI

1. [Ipu u3ydyeHUU NTUCHUIIUHBI PEKOMEHAYETCS 00pallaThbCsa K COBPEMEHHbIM 0a3aM JaHHBIX,
WH(OPMAIIMOHHO-CTIPABOYHBIM M TOUCKOBBIM cucTeMaM, K KoTopeiM y TYCVYPa oTKpHIT pocTym:
https:/lib.tusur.ru/ru/resursy/bazy-dannyh.

8. MatepunajibHO-TeXHHYeCKOe H POrpaMMHOe ofecrieyeHne TUCHUIIHHBI
8.1. MaTepuabHO-TeXHHYECKOe H IPOrpaMMHoe o0ecredeHue sl JTeKIUOHHBIX 3aHATHI

Jlnst mpoBeeHus 3aHATUN JIEKIIMOHHOTO TUIA, TPYIIOBBIX U MHAUBUIYaIbHBIX KOHCYJbTAILIU,
TEKYLIEro KOHTPOJIS U MPOMEXYTOUHON aTTECTAllMU UCIIONb3YeTCs yueOHask ayAUTOPHUS € TOCTaTOYHBIM
KOJIMYECTBOM TTOCAI0YHBIX MECT I Y9eOHOH TPYIIBI, 000pYyI0BaHHAS JOCKOHM M CTAaHIAPTHOW y4eOHOM
MeOenbio. meroTest MynbTUMeInitHOe 000pyI0BaHKE U YUEOHO-HATIISAHBIE TTOCOOUS, 00eCTICUHBAIOIIINE
TEMaTUYECKHE WIUTIOCTPALUH 110 JIEKIIMOHHBIM pa3ziesiaM AUCLUILINHBIL.

8.2. MaTepuaibHO-TeXHHYECKOE M MPOrPaMMHOe o0ecreuyeHue 1Jisl NPAKTHYECKUX 3aHATHIl

JlabopaTtopusi ympaBlieHHsS NpPOEKTaMHU: yuyeOHas ayAuTOpus Ui MPOBEACHUS 3aHATUH
JMEeKIUOHHOTO THUIMa, yueOHas ayauTOpus IS MPOBEJACHUS 3aHITUN MPAKTUUYECKOTo TUMa, yuyeOHas
ayauTOpHUs IJs MPOBEACHUS 3aHATUN 1a00OpaTOPHOTO TUMa, yueOHas ayauTOpus s MpPOBEICHUS
3aHSATUN CEMHUHAPCKOrO THIA, TOMEIICHUE sl KypCOBOTO MPOEKTUPOBAHUS (BBIMOJIHEHHUS KYPCOBBIX
pabort), moMelieHue AJsl MPOBEACHUS TPYIIOBBIX U HHANBUIYAIbHBIX KOHCYIbTAINH, TOMEIICHUE IS
MPOBEACHUS TEKYLIEr0 KOHTPOJS U MPOMEXYTOUYHOW aTTECTallMi, OMELIEHUE ISl CAMOCTOSITEIbHOU
pabotsr; 634034, Tomckas o6macte, T. Tomck, Bepinauna ynuua, a. 74, 414 ayn.

Onucanne UMEIOIIErocss 000pya0BaHUS:

- Kommnerotep WS2 (6 mirt.);

- Kommnerotep WS3 (2 mr);

- Kommerotep Celeron (3 mit.);

- Kommnerotep Intel Core 2 DUO;

- IIpoexTop Nec;

- DKpaH npoeKkTopHbIi Projecta;

- Ctena nepeaBUKHOM C TOCKOW MarHUTHOM;

- Akyctuyeckas cucrema + (2xononku) KEF-Q35;
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- Konaummonep nacrennoro tuna Panasonic CS/CU-A12C;
- KommiekT cnenuann3upoBaHHON yueOHOM Mebenu;

- Pabouee MecTo mpemnogaBaTels.

[IporpamMmMHOe oOecrieueHue:

- Microsoft Windows 7 Pro;

- OpenOffice;

8.3. MaTepuaibHO-TeXHNYECKOE U POrpaMMHoOe o0ecrieueHue 1Jisl JJa0opaToOpPHBIX padoT

JlabopaTtopusi ympaBlICHHS MPOEKTaMHU: yuyeOHas ayAuTOpUs Ui MPOBEACHUS 3aHATHUHI
JEKIIMOHHOTO THNA, YueOHass ayauTOpHs sl IPOBEACHUS 3aHATUN MPAKTHYECKOTO THUIA, ydeOHas
ayJIuTOpHUS IJs MPOBEACHUS 3aHATUN JTa0OpaTOPHOTO TUMA, YueOHas ayauTOpHUs s MPOBEICHUS
3aHSATUNA CEMHUHAPCKOTO THIA, TOMEIICHUE sl KypCOBOTO MPOSKTUPOBAHUS (BBITIOJHEHHS KYPCOBBIX
pabor), moMenieHre AJsl MPOBECHUS TPYIIIOBBIX U WHANBUIYAIbHBIX KOHCYIbTAIUH, TOMEIICHUE IS
MPOBEJICHUS TEKYIIET0 KOHTPOJS U MPOMEXKYTOYHOHN aTTecTaliu, MOMEIICHUE JJIsi CAMOCTOSTEIBHOM
pabotsr; 634034, Tomckast o6macte, T. Tomck, Bepimanna ynuna, a. 74, 414 ayn.

Onucanrie UMEIOIIErocss 000pyT0BaHUS:

- Komnerorep WS2 (6 mir.);

- Komnerorep WS3 (2 mr);

- Kommerotep Celeron (3 mir.);

- Komnsiotep Intel Core 2 DUO;

- ITpoexrop Nec;

- DKpaH npoeKTopHbIi Projecta;

- CTenp nepeIBIKHON € JOCKOW MarHUTHOM;

- Akyctudeckas cucrema + (2xononku) KEF-Q35;

- Kongummonep nmacrennoro tumna Panasonic CS/CU-A12C;

- Kommuiext cnennanu3upoBanHoi yueOHoM Meben;

- PaGouee mecTo mpemnogaBaTels.

IIporpammHoe obecnieueHue:

- Microsoft Windows 7 Pro;

- OpenOffice;

8.4. MaTepI/laJ'II)HO-TeXHI/I'-IeCKOC H MporpammHoe odecneyeHue IJ151 CAMOCTOATEILHOM paﬁoTI)I

Jnst camocToATENbHONU paboThl HCTIOIB3YIOTCS yUeOHbIE ayIUTOpUH (KOMIBIOTEPHBIC KJIACCHI),
PacmosoKeHHBIE MO apecam:

- 634050, Tomckast o6macts, r. Tomck, Jlennna npocnexr, 1. 40, 233 ayn.;

- 634045, Tomckas obmacts, . ToMck, yi. KpacHoapmeiickas, 1. 146, 209 ayn.;

- 634034, Tomckas o6nacts, r. Tomck, Bepmunauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacts, r. Tomck, Bepmuauna ynuna, a. 74, 207 aya.

Onucanue uMeroerocss 000pya0BaHus:

- yueOHast MmeOeb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJKIIOUEHBI K ceTu «MHTepHEeT» U 00ecrneyuBaloT JOCTYI B 3JIEKTPOHHYIO
nH(popmanmoHHo-00pazoBaTenbHy0 cpeny TYCYPa.

[lepeuenb mporpaMMHOT0 O0OecreueHusI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mns Windows;

- 7-Zip;

- Google Chrome.

8.5. MaTepuajJibHO-TeXHHYECKOE o0ecrevyeHne TUCIMTILTAHBI IS JTUI] C OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3710POBbsI 1 HHBAJIM/IOB

OcBocHue AUCHUINIMHLBL JIMaMU C OrpaHUYCHHBIMU BO3MOKHOCTAMU 3JO0POBbSA U MHBAJIUJAaMU
OCYHICCTBIIACTCA C UCITOJIB30BAHUCM CPCACTB 06y‘-I€HI/IH 06H.[CFO H CIICIHUAJIbHOI'O Ha3HA4YCHMUA.
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[Ipu 3aHATHAX ¢ OOy4YarOUIMMHCA C HAPYWIEHHSMH CJyXa MPEIyCMOTPEHO HMCIOJb30BaHHE
3BYKOYCHJIMBAIOIIEH ammapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTHUX TEXHUUYECKHUX CPEJICTB
npuema/nepenadn yueOHol nHpopMaImy B JOCTYIHBIX GopMax, MOOMIIBHON CUCTEMBI MTPEINOJaBaHuUs
JUTsL 00YYaIOIIUXCSl ¢ UHBAJIMHOCTHIO, MOPTATUBHON MHAYKIIMOHHON CHCTEMBbl. YueOHas ayAuTOpus, B
KOTOPOHW 3aHUMAIOTCSl 00ydYaromuecs: ¢ HapyIIeHUEeM CiyXa, 000pyJa0BaHa KOMIBIOTEPHOM TEXHUKOM,
ayAMOTEXHUKOM, BUACOTEXHUKOW, SJIEKTPOHHOM IOCKOM, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHUSIX ¢ 00yUYaIOIIMMUCS C HAPYLIEHUSIMHU 3PeHUs MPETYyCMOTPEHO UCIOJIb30BAaHUE B
JEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpaA YAAJIEHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claiijia Ha dKpaHe) MpH MOMOIIHM BUACOYBEIUUHUTENEH I KOMPOPTHOTO
MIPOCMOTpA.

[Ipu 3aHgATHAX ¢ OOYy4YalOIIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOI0 ammapara
HCIIOJB3YIOTCS allbTEpHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U APYyrue TEXHUYECKUE CpeacTBa
npuema/mnepeaadyn yueOHoM nHGOpMaIMH B JOCTYHMHBIX GopMax, MOOMIIBHON CUCTEMBI OOYUYCHUSI IS
JIOJIEN ¢ MHBAIMIHOCTEIO.

9. OueHOYHbIe MaTePUAJIbl M METOAUYECKHE PEKOMEHIAMY 110 OPTaHU3aALMH U3YUeHUsl
JUCIUTIINHBI

9.1. Conep:xaHne OLICHOYHBIX MATEPHAJIOB [JIsl TEKYIIEro KOHTPOJIS
U MIPOMEKYTOYHOM aTTecCTAUH

JIyist o1leHKHU cTeneHru COPMUPOBAHHOCTH M YPOBHS OCBOCHUS 3aKPCTUICHHBIX 3a AUCIUTIIINHOMN
KOMITETEHIINI HUCTIONB3YIOTCS OLICHOYHBIE MaTepUallbl, MpeAcTaBiIeHHbIC B Ta0muIe 9.1.
Tabmuia 9.1 — @opMbI KOHTPOJISL U OLIECHOYHBIC MATSPHAIIBI

Hasparus paszenos (Tem) PopmupyemEIe ®opmbl koHTpoIs | OueHouynsie Marepuans (OM)
JUCUHUTLITUHBI KOMIIETeHIIUH
1 Beaenue B kypc. Llenu u [1K-7 3auét [Tepeuens BOIpOCOB AJ1st
3aJja4M Kypca, OCHOBHbIE 3aueTa
paszenst. Kinaccndukarmst Koncnekr [IpuMepHBIil nepeyeHs TeM
noxkymentanuu CMK CaMONOJATOTOBKH I KOHCIIEKTOB
OpraHu3aIuu. CaMOIOATOTOBKHU
YcTHblit onpoc / [IpuMepHBIil epeyeHb
cobecenoBaHue BOTIPOCOB JJIsl YCTHOTO
orpoca / cobeceoBaHUS
TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBBIX 3aJaHUI
2 OCHOBHBIE NTOHATHS U IIK-7 BeicTymuienue IIpuMepHBIii IEpeyeHs TeM
onpeeneHus (moknan) Ha JUTSI BBICTYTITICHUS (JTOKJTa/1a)
JIOKYMEHTallMOHHOI'O 3aHATUU Ha 3aHIATUU
obecreueHNUs CUCTEMBI 3auét [Iepeuens BOIIPOCOB 1Ist
MEHEKMEHTa KauecTBa 3aueTa
[IpakTrueckoe TeMbl MpakKTUYECKUX 3aJaHUI
3a/1aHHe
TectupoBanue IIpuMepHBIii epeyeHb
TECTOBBIX 3aJaHUI
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3 Crparernueckue nokyments |I11K-7 BricTynenue [IpuMepHBIii IepeyeHs TeM
CMK. OpranuzaimoHHO- (mokyan) Ha JUTSL BBICTYTUIEHUS (HOKIIa1a)
pacnopsaUTeNbHbIE JOKYMEHTBI 3aHATUU Ha 3aHATUU
¥ [IPaBUiIa HX OPOPMIICHHUS. 3auér [lepeuenb BOIIPOCOB IJIst
3a4era
Koncnekr [IpumepHBIii nepedeHb TeEM
CaMOIIOATOTOBKH | JUIsl KOHCIIEKTOB
CaMOIIOATOTOBKH
JlaboparopHas Temb! m1abopaTopHbIX padoT
pabota
[IpakTuueckoe TeMbl MpaKTUYECKUX 3aJaHUI
3a/laHne
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3a/laHUN
Otuer no Tewmbl 1abopaTopHBIX PabOT
nabopaTopHOi
pabote
4 Onepanunonnsie fokymeHTol  |I1K-7 3auér [lepeuenb BOIIPOCOB IJ1st
CMK. NUudopmarimoHHo- 3a4eTa
CIPaBOYHbIC TOKYMCHTBI U Koncnekr [IpuMepHBIii IepeyeHs TeEM
IpaBuiIa uX 0(GOopMIICHHS. CaMOIIOJITOTOBKH 151 KOHCIIEKTOB

CaMOIIOATOTOBKH

YcTHbI ompoc /

[IpumepHBIil nepeueHb

cobeceoBaHne BOIIPOCOB ISl yCTHOTO
orpoca / codeceoBaHHS

JlaGopaTopHas Tembl 1abopaTopHBIX paboT

pabora

[IpakTrueckoe TeMbl IpaKTUYECKUX 3aJaHUN

3a/1aHue

TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBBIX 3aJaHUI

Otuer o Tewmbl 1abopaTopHBIX pabOT

nabopaTopHOH

pabore
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5 Joxymenranus o simyHomy | I11K-7 BricTynenue [IpuMepHBIii IepeyeHs TeM
COCTaBy. (toxnan) Ha JUISL BBICTYTIJICHUS (JIOKJIa1a)
3aHATUU Ha 3aHATUU
3auér [lepeuenb BOIIPOCOB IJIst
3aueTa
YcrHblit onpoc / IIpuMepHBIi IepeyeHb
cobeceroBaHue BOIIPOCOB ISl YCTHOTO
ompoca / cobeceoBaHUS
JlabGopaTopHas Tewmbl 1abopaTopHBIX PabOT
pabota
[IpakTuueckoe TeMbl MpaKTUYECKUX 3aJaHUI
3aJjaHue
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3a/laHUN
Oruer 1o Tembl m1abopaTopHbIX padoT
nabopaTopHOi
pabote
6 Turmmunbie omuoOKHu B s3bike U | [1K-7 3auér [lepeuenb BOIIPOCOB IJ1st
CTHJIE J€JIOBOM JOKYMEHTALUH. 3aueTa
Koncnekr [IpuMepHBIii IepeyeHs TeEM
CaMOIIOATOTOBKH | JUIsl KOHCIIEKTOB
CaMOIIOATOTOBKH
JlaGopaTopHas Tewmbl 1ab0paTOpHBIX PabOT
pabora
TectupoBanue [IpuMepHbIii IEpeUeHb
TECTOBBIX 3alaHNUN
Oruer 1o Tembl m1abopaTOpHBIX paboT
nabopaTopHOi
pabote
7 Opranuzanus [IK-7 BeicTynienue [IpuMepHBIil nepeyeHs TeM
JIEJI0IPOU3BOJCTBEHHOT'O (toxnan) Ha JUISL BBICTYTIJICHUS (JIOKJIa/1a)
nporecca B KOMITAaHUU. 3aHATUU Ha 3aHATUU
Ludposuzarnys 10KyMEHTOB 3auér [Tepeuens BOIpOCOB 1Jist

CMK.

3a4€Ta

YcTHbIi ompoc /

[IpuMepHBIil epeyeHb

cobeceroBaHue BOIIPOCOB /ISl YCTHOTO
orpoca / cobeceoBaHUS

Jlaboparopnas Tembl 1a00opaTopHBIX pabOT

pabota

[TpakTrueckoe Tembl IpaKTHUECKUX 3aJaHUMA

3aJjaHue

TectupoBanue [IpuMepHBIil epeyeHb
TECTOBBIX 3aJaHUI

Otuer no Tembl 1abopaTopHBIX paboT

nabopaTopHOit

pabote
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8 Cucrema u meroanl xpanenus |I11K-7 BricTynenue [IpuMepHBIii IepeyeHs TeM
JIOKYMEHTOB. (mokyan) Ha JUTSL BBICTYTUIEHUS (HOKIIa1a)
3aHATUU Ha 3aHATUU
3auér [lepeuenb BOIIPOCOB IJIst
3auera
Koncnekr [IpumepHBIii nepedeHb TeEM
CaMOIIOATOTOBKH | JUIsl KOHCIIEKTOB
CaMOIIOATOTOBKH
Ycrablit onpoc / [IpumepHBIil nepeyeHb
co0ecenioBaHNE BOIIPOCOB JJIsl YCTHOTO
orpoca / codeceoBaHUS
JlaGopaTopHas Tembl 1abopaTopHBIX paboT
pabora
[IpakTueckoe TeMbl MPaKTUYECKUX 3aJaHUI
3a/1aHue
TectupoBanue [IpuMmepHBIil nepeyeHb
TECTOBBIX 3aJaHUI
OtueT no Tembl 1abopaTopHBIX paboT
nabopaTopHOH
pabore
9 DnexTpoHHBIH IK-7 3auér IIepeyens BOonpocoB 11t
JIOKYMEHTOOOOPOT U €ro poJib B 3aueTa
CMK xommnanun. CoBpeMeHHbIE KoHncniekr [IpuMepHBIi TepeyeHs TeM
NPpOrpaMMHBIC IPOTYKTHI. CaMOITOATOTOBKH  |IJIST KOHCIIEKTOB
CaMOTIOATOTOBKH
JlaGopaTopHas Tembl 1abopaTopHBIX paboT
pabora
TectupoBanue IIpuMepHBIil IepeyeHb
TECTOBBIX 3aJaHUN
Otuer o Temb! mabopaTopHBIX padoT
nabopaTtopHOit
pabote

[lkana oneHkH cHOPMUPOBAHHOCTU OTIEIbHBIX IUIAHUPYEMBIX PE3yJIbTaTOB O0y4YEeHHUS IO
TUCIUIUIMHE TpUBeeHa B Tabmuie 9.2.
Tabnuua 9.2 — Illkana oueHku cOPMUPOBAHHOCTH IUIAHUPYEMBIX PE3yJIbTATOB OOYy4YECHHS IO

OUCIUTIIIMHE
®opmynupoBka TpeOOBaHUM K CTeNEHU C(HOPMUPOBAHHOCTH
Ouenka banner 32 OM TUTAHUPYEMBIX PE3yJIbTaTOB 00YUYECHHS
3HATh yMETh BIIAJIETh
2 <60% ot OTCYTCTBME 3HAHUU OTCYTCTBHE OTCYTCTBHE
(HEYTOBJIETBOPUTEIHHO) | MAKCUMAIBLHOM | WIIH (hparMeHTapHbIE YMEHUN WU HaBBIKOB WJIN
CyMMBI 0aJIIOB 3HAHUS YaCTUYHO (dbparmeHTapHbBIC
OCBOCHHOE MIpUMEHEHNE
yMeHHue HaBBIKOB
3 ot 60% 1o o01111e, HO He B LIEJIOM YCIICILIHO, B LIEJIOM
(YZIOBIIETBOPUTEIHHO) 69% ot CTPYKTYpUPOBaHHbBIE HO HE YCIEUIHOE, HO HE
MaKCHUMaJIbHOM 3HAHUA CUCTEMATHYECKU | CUCTEMATHUECKOe
CYMMBbI 0aJIOB OCYIIECTBIISIEMOE MpUMEHEHHE
yMEHHE HABBIKOB
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4 (xoporo) ot 70% no c(hOpMHUPOBAHHEIE, B LIEJIOM B LIEJIOM
89% ot HO coJiepKaliue yCIIEITHOE, HO yCIENIHOE, HO
MaKCHMaJIbHOM OTJICITbHBIC coJieprKaIniue COJIepIKaIIue
CYMMBI Oa1oB HpO6JI€MI>I 3HAaHUA OTACJIIbHBIC OTACJIBHBIC
poOesbl yMEHUe poOebI
[IPUMEHECHUE
HaBBIKOB
5 (OTJIMYHO) >90% ot chopmupoBaHHble | CHOPMHUPOBAHHOE YCHENTHOE U
MaKCUMAaJIbHOW | CHCTEMaTHYECKHUE yYMEHHUE CUCTEMaTHUYECKOE
CYMMBI 0aJUTOB 3HAHUS pUMEHEHUE
HaBBIKOB

[Ikana KOMIUIEKCHOW OLIEHKH CPOPMHUPOBAHHOCTH KOMIIETECHIMI MprBeieHa B Tabmuie 9.3.

Tabmuma 9.3 — [llkana KOMITICKCHOM OIICHKH C(OPMUPOBAHHOCTH KOMITCTESHITHI

Ornenka

dopmynupoBKa TpeOOBAHUH K CTETICHH KOMIIETEHITHH

2
(HEeyAOBIIETBOPUTEINIHHO)

He nMeet He0OXOAMMBIX MIPEACTABICHHI O TPOBEPSIEMOM MaTepuase

nJIn

3HaTh HA YPOBHE OPUEHTHPOBAHMS, ITpeicTaBleHUi. O0yJaronuiics 3HaeT
OCHOBHBIC HpI/I3HaKI/I 1501051 TepMI/IHI)I I/ISY‘IaCMOFO DJICMCHTA coz[epmaHI/m, nux
OTHECEHHOCTH K ONPEJICIICHHON HayKe, OTPAC/Id WIH 00bEKTaM, y3HACT B
TEKCTax, I/I306pa)KCHI/I$[X MM CXe€Max " 3HAa€T, K KaKUM HCTOYHHUKaM HY)KHO
oOparatecs it 00Jiee IeTaaIbHOTO €r0 YCBOCHHUS.

(YIOBJIETBOPHUTEIHHO)

3 3HaTh U YMETh Ha PeNPOAYKTHBHOM ypoBHE. OOyJaronuxcs 3HaeT
W3YUYEHHBIN 3JIEMEHT COACP)KaHUS PEMPOTyKTUBHO: MPOU3BOJIBLHO
BOCITPOM3BOUT CBOM 3HAHUS YCTHO, MUCHbMEHHO UJTH B JIEMOHCTPUPYEMBIX
IECUCTBUAX.

4 (xopo1o) 3HaTh, yMETh, BIA/IETh HA AHAJMTHYECKOM ypOBHE. 3Has Ha
PENnpoayKTUBHOM YPOBHE, YKa3bIBaTh HA 0COOEHHOCTH U B3aUMOCBS3H
U3yYEHHBIX 00BEKTOB, HA UX JJOCTOUHCTBA, OTPAHUYEHUS, UCTOPHIO U

MCPCICKTUBLI Pa3BUTUA U 0COOEHHOCTH AJId pa3HbIX 00BEKTOB YCBOCHUA.

5 (oTIM4HO) 3HaTh, yMETh, BIAJICTh HA CHCTEMHOM ypoBHE. OOydaromuiicsi 3HaeT
M3YYEHHBIHN 3JIEMEHT CO/Iep KaHUSI CUCTEMHO, TPOM3BOJIBHO U 10Ka3aTEIbHO
BOCITPOMU3BOJUT CBOW 3HAHUA YCTHO, IMCBbMCHHO UJIK B ICMOHCTPUPYCMBIX
I[CﬁCTBPISIX, YUUThIBAA U YKa3bIBasAd CBA3U U 3aBUCUMOCTH MCKY 3THM
SJICMCHTOM U APYTUMH DJICMCHTAMU COACPIKAHUA JUCHUIIIIMHEBI, €T0

S3HAYUMOCTD B COACPKAHUN JUCHUIIINHBI.

9.1.1. IIpuMepHBIii IepedeHb TeCTOBBIX 3aIaHUI

1. Kakue 70KyMEHThI HE OTHOCSTCSI K OPraHU3allMOHHO-PACTIOPSIIUTENbHBIM JOKYMEHTaM:

a) [TomoxxeHwus.

0) YcraBbl.

B) [IpoToko.

r) TpyaoBbIie KHIKKH.

. loKyMeHT, GUKCUPYIONIHA X0 TPOBEICHUS MEPONPUATHH, BKITIOYAs IPUHATHIC 110 UX UTOTaM
peIICHHS:

a) [Iporokonn.

0) AKT.

B) lllTatHOE pacnucanue.

r) [Ipukas.

. denmonpoun3BoacTBO — 3T0 cepa AeITeITbHOCTH, KOTOpast:

a) [Ipenmonaraer opranuzaiuio yaanéHHoro popmara paboTsl ¢ 0GUCHBIMU JOKYMEHTaMHU.
0) OGecrieunBaeT JOKyMEHTUPOBAHUE M OPTAaHU3AIIUIO pa0OThI ¢ OUCHBIMU JOKYMEHTAMH.
B) YmpaBisieT 10CTaBKOW O(PHCHBIX JOKYMEHTOB.
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4.

10.

1.

12.

13.

14.

15.

Uro Takoe «kiaaccuPUKAIUsI JOKYMEHTOBY:!

a) OObenrHeHue JOKyMEHTOB M0 KJIaccaM MO TUIIOBBIM MPU3HAKAM CXOJCTBA U Pa3IHyusl.
0) Jlenenne MTOKYMEHTOB Ha KJIACCHI MO HanboJiee OOIMUM MPU3HAKAM CXOJICTBA M Pa3INYHsI.
B) OTHeceHHE JOKYMEHTa K OJJTHOW M3 HECKOJIBKHUX KaTeTOPUM HAa OCHOBAHWHU COJICPKAHUS
JIOKYMEHTA.

Peructpanust JOKyMeHTOB BKJIIOYAET B ceOs:

a) [IpoctaBnenue perucTpalioHHOTO HOMED.

0) CHsITHE KOIIUU C JOKYMEHTA.

B) [lepenaua nokymMeHTa UCTIOTHUTEITIO.

Ha xakoM gokymMmeHTe HeT rpuda yTBep>KIACHHUS:

a) [Ipukas.

0) [Tonoxxenue.

B) YcraB.

r) JlomKHOCTHAst MHCTPYKIIMSL.

[Tocnennwmii aTam paboTHI C TIOKYMEHTaMH Ha3bIBACTCSI:

a) YTuimzanusi.

0) Cnauda B apxuB.

B) B3stue B pabory.

r) [TyOnukanms.

. Kakwne u3 NEPCUYUCIICHHBIX JOKYMCHTOB OTHOCAT K OPraHU3allMOHHBIM:

a) Pacnopspxenue.

0) [IpoToko.

B) YcraB.

CocTaB 1OKyMEHTOB B OpraHU3alluy 3aBUCHUT OT:

a) [lopsinka npuHATHS penieHnH (€ IMHOHAYATNE WIIH KOJIJIETUAILHOCTH ).
0) O0BEMa 1 XapakTepa B3auMOCBSI3€i B OpraHu3aIiy.

B) Xapakrepa B3aMOOTHOILIEHUH C IPYTUMH OpPraHU3alusIMU U TOCYJapCTBEHHBIMU OpraHaMHu.
r) Bcé BeImenepeunciaentoe.

PykoBOACTBO 1O Ka4€CTBY — 3TO JOKYMEHT, KOTOPBIN:

a) B crangapre ISO 9001:2015 He ynmomunaetcs.

0) [Ipunsar kak ob6s3arenpHbIi nokyMeHT CMK B ISO 9001:2015.
B) Y100€H KaKk myTeBOAMUTENb JUIsl Oopranu3aiuu, Bueapsomein CMK.
[TonmTrka B 00JIacTH KayecTBa JOJHKHA OBITh:

a) JlocTymHoOM 17151 IEpCcOHaa M 3aMHTEPECOBAHHBIX CTOPOH.

0) [ToHsATHON ¥ IPUMEHSAEMOI BHYTPU OpraHU3aIUH.

B) [IpuMeHsAThCS Kak TOKyMEHTUpOBaHHAsI UH(OpMaIus.

r) Bce oTBETHI BEpHEI.

Kakue @pyHkunu umeror Bce opuiraabHble JOKYMEHTBI:

a) O0mue 1 OCHOBHBIE.

0) OOmue u creruaibHbIC.

B) MarepuanbHble 1 HeMaTepHUaIbHbIE.

CnopaBka — 3TO JOKYMEHT, KOTOPBINA:

a) Cucremarusupyet (HaKThI.

0) O6001aeT KOHKPETHBIC JaHHBIC.

B) [loaTBepkmaer hakThl UK COOBITHSI.

UTo HE BXOAUT B COCTAB PEKBU3UTA KIIOIIUCH»?

a) JInuHas moanuce.

6) HaumeHoBaHue JOHKHOCTH JIMIA, TOAMKMCABILIETO JOKYMEHT.
B) YpoBeHb 00pa30BaHUsI JIMIIA, TTOAMUCABIICTO JOKYMEHT.

r) ®amunus nuna, NOANUCaBIIEro JOKYMEHT.

PexBU3UT MOKyMEHTa - 3TO 00s13aTEIbHBIN 3JIEMEHT:

a) JIroboro moxymeHTa.

0) OO0m1eit yacTu TOKyMEHTA.

B) OnpeneneHHoro Byua JOKyMEHTa.
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9.1.2. IlepevyeHb BONPOCOB ISl 3a4€Ta

B gem 3nauenue EI'C/]?

Uro BKIIOYAET B ce0sl IOHATHE «JIETOMPOU3BOJCTBO»?

C dem cBs3aHO nosiBieHUE MOHATHS «JIOY»?

B uem B3auMOCBSI3b MOHATHI «UHGOPMAIUS) U «TOKYMEHT»?

CnocoOsl JOKYMEHTHUPOBaHUs WH(pOpManuu?

I'me 3akpemnyeHbl oOMpeJeleHUs OCHOBHBIX MNPO(EecCHOHANbHBIX TEPMHUHOB IO
JIEIOMPOU3BOJCTBY?

UTto noHUMaeTcs MoJ KIOPUANYECKON CHIIO JOKyMeHTa?

Uro Takoe «cucTeMa JOKYMEHTAIUU» U «yYHU(UIIUPOBAHHAS CUCTEMA TOKYMEHTALUN?

Kax Bbl monnmaete npoiiecc CTaHIapTH3aIUH JOKyMEHTOB?

Kax Bbl monumaete npoiiecc yHU(pUKAIIMH TOKYyMEHTOB?

Kakue Tpe6oBaHus K TOKYMEHTaM U3JI0’KEHBI B 3aKOHOJATENbHBIX aKTax?

KaxkoBo 3nauenue I'C JIOY u uro oHa periiaMmeHTupyer?

UTto periaMeHTUpyeT TUIOBAask MHCTPYKLHUS MO JEIOMPOU3BOJACTBY?

Tpebosanus k opopmnenuto gokymenTos no 'OCT P 7.0.97-2016, ero conepxanue?

J1J1s 94ero cOCTaBISIIOTCS MEPEYHH JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUS?

Kakune HOpMaTHBHO-METOJUYECKUE aKThl UCIONIB3YIOT B pab0Te C JOKYMEHTaMH KaJIpOBbIE
CITyXKObI?

KTo pa3pabarpiBaeT HOpMaTHBBl BPEMEHHM Ha yIpaBlieHYECKHE BUABI PabOT, U KaK OHU
WCTIOJTHSIFOTCSI?

®opmat Oymaru, peKOMeHAYEMbIH 7151 0hOpMIICHUS CITyKEOHBIX TOKYMEHTOB?
OcHoBHbIE BUBI OJIAHKOB, IPUMEHSIEMbIE B YUPEKIACHUU?

PexBu3uTHI, BXOIAIINE B COCTaB OJaHKa AJIs MUChMA.

OTtnnune o0mero OaHKa OT OJaHKa I MHUCHMa.

Kakue TpeOoBaHUS NPeABIBISIIOTCS K O(GOPMICHHIO PEKBU3UTAa «HAMMEHOBAaHUE
OpraHu3aIum?

UTo BXOJUT B COCTaB PEKBU3UTA «CIIPABOYHBIC JaHHBIE 00 OpraHU3aIim»?

KaxoBbl mopsi1ok 1aTUpOBaHUs JOKYMEHTA U BUJIBI 1aT?

KakoBbl cocTaBHBIE YaCTH PETHCTPAIMOHHOTO HOMEpa JOKYMEHTa U MOPSAAOK €ro mpo
MPOCTaBJICHUS ?

Kakumu ciocobamu oopmiisiercs yTBepKAeHHE JOKYMeHTa?
TpeOGoBaHMs K Pe30TIOIUU U MOPSIOK €€ 0hopMICHUSI.

TpebGoBaHus K 3aT0IOBKY JOKYMEHTA?
[Topsmox oopmieHUs: TPUTOKEHUI K TOKYMEHTY?

Dransl MOATOTOBKH JoKyMeHTa. Ob1ue TpeOOBaHUS K TEKCTY TOKYMEHTA.

9.1.3. [IpuMepHBIii NepevYeHb TeM /51 KOHCIIEKTOB CAMONOATO0TOBKHU

OcCHOBHBIE TTOHATHUSA U OMnpeaciICHUud JOKYMCHTAIITMOHHOI'O oOecrieyeHus YHpaBJICHUA.
Knaccudukarus 10KyMeHTOB.

OpraHu3alroOHHO-PACIIOPSIUTENbHBIE IOKYMEHTHI U NpaBuiIa UX 0hopMIICHUS.
WHpopManmoHHO-CITPaBOYHBIE JOKYMEHTHI U TIPaBUIIa UX 0(pOpMIICHHUS.

Buapl 10OKyMEHTOB 10 TUYHOMY COCTaBY.

OO0s13aHHOCTH U paBa COTPYIHUKA CITYXObI 1€T0NPOU3BOJICTBA.

Hoxymentst CMK 1 ux coctaB B 00IT[eii HOMEHKIIATYPE JIE)T OpraHu3aIliy.

PernamenTanus mmpouecca yrnpasjaeHue JOKYMEHTaMU B KOMITAHHH.

Knaccmbnxaum[ CTHINCTUYECKUX OIIHOOK Ipu COCTABJICHUN I[GJ'IOBOﬁ JOKYMCHTAIUU.

Busl mporpaMMHBIX MPOAYKTOB LISl TM(POBU3AIIUH MTPOIECCA YIIPABICHUE JOKYMEHTAIIUEH.

9.1.4. IlpuMepHbIH NepedeHb BONMPOCOB /IVIsl YCTHOTO ONpoca / codece10BAHUA

ITonsTue JACIOIMPOU3BOACTBA, UCTOPUA €TI0 ITOABICHUA.

. Poap m 3amaum ACIOIIPpOU3BOACTBA B pallMOHAJHU3aAlNH ynpaBnqueCKoﬁ ACATCIBbHOCTHU

OpraHu3anuu.

. I[OKYMCHT KaK HOCHUTCIJIb I/IHCI)OpMaI_II/II/I " KaK CpeACTBO pcajin3daliu YIIPABICHUYCCKUX (I)YHKHHI}'I

OCHOBHBIC OIIPCACIICHUS 110 KYPCY ACJIONPOU3BOACTBA U I[OKYMCHTOO60p0Ta.
Buant OPraHU3aIUOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB, PACHOPAAUTCIIbHBIX JOKYMCHTOB,
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. [IpoekTupoBanue HUHCTPYKIHHU Ha TMpoOLECcC

MH(GOPMaLIMOHHO-CIPABOYHbIE TOKYMEHTOB.
CocraB 1 cofepxKaHHe JOKYMEHTaIUU.
CocTaB KaJpoBOil TOKyMEHTallu1, HOPMAaTUBHO-METOUYECKAs! IOKyMEHTALIUS.
Kaprounas ¢popma BefeHHs TOKyMEHTOB.
HopmaTtuBHo-1paBoBasi OCHOBA JI€JIONPOU3BOJICTBO.
DYHKITUU JETONPOU3BOACTBEHHOMN CITYKOBI.
Hokyment. CucteMa JOKyMEHTAIWH.
Bunel nnpopmaioHHO-CIIPaBOYHBIX TOKYMEHTOB.
[TruceMo. @opmylisip U CTPYKTYpa TEKCTA.
PasnoBugHOCTH TEKCTA.
[IpaBuna nepenucku. OcobenHoctu aapecanuu. OcCOOCHHOCTH MEPENUCKA KOMMEPUYECKHUX
CTPYKTYP.
Opranuzanusa 1 yclIoBHUS KOMaHIAHOW pabOThl COTPYJHHKOB OTJE€ja KauecTBa M OTAesa
JIEJIONPOU3BOICTBA.

9.1.5. IlpuMepHBIii IepevYeHb TeM JJIA BBICTYILICHHS (I0KJIa1a) HA 3aHATHH

OO6m1re TpeGoBaHuUS 1O OpraHU3alMy JOKyMEHTO000pOTa, €ro pa3BUTHE U periaMeHTaIHs.
®opmupoBanue u opopmiieHue aen. KOHTpoib 3a MCHOJTHEHHEM JOKYMEHTOB. Bumisl

KOHTPOJIS.

CocraBnenue onuceli aein. Ilepenaya nen Ha apXMBHOE XpaHEHUE.

OOu1re mpaBuia perucTpaluy J0KyMeHTOB. @OPMBI pErUCTPAlUN JOKYMEHTOB.
ABTOMaTHU3UPOBAHHbBIE CUCTEMbI PETUCTPALIMH. 3HAUCHUE U 33]]a4l PETHCTPALUU TOKYMEHTOB.

[TpaBuna 06pabOTKK UCXOAAIUX TOKYMeHTOB. [lopsnok npuema, 06paboTKH U pactpeaesieHus

MOCTYTAOUINX JTOKYMEHTOB.

[Topsimok HampaBiIeHUs! HA UCTIOJHEHUE U PAOOTHI UCTIOIHUTEINS C TOKYMEHTaMH.

Hcropus passutus nenonpoussBoacrsa B Poceun.

. OTI[GJI yhopaBJICHUA KAYCCTBOM U cny>i<6a ACIJIOIMPOU3BOACTBA: 06H_[I/Ie ncjau U 3agadyu OJas

passutus CMK kommnanun.
OpraHuzanus IBUIXKCHUS U UCIOJHEHHS BHYTPEHHHUX JOKYMEHTOB. MOPSIJOK paboTHI
UCIIOJIHUTEJIEN C TOKYMEHTAMH.

9.1.6. TeMbl NpaKTHYECKHUX 3aJaHUI

Pa3zpaboTka kpoccBopaa Wi MEHTAIbHON KapThl OCHOBHBIX MOHSATHHI IO KYpCY.

. OdopmiieHne opraHu3allMOHHO-PACIOPSAUTEIBHBIX TOKyMeHTOB i [ T-koMnanum.
. Obopmnenne uHPOPMAIMOHHO-CIIPABOYHONW JOKYMEHTAIMU JJIsi TPOU3BOJICTBEHHOU

OpraHu3aIiy.
Pa3paboTka 10KHOCTHOM HHCTPYKIIUH.
n

YnpaBiieHHEe OpraHU3alMOHHO-
pacnopsAUTEIbHBIMU JOKYMEHTAMU KOMITAaHUU".

9.1.7. Tembl 1a00paTOPHBIX padOT

. IIpaBuna oopMieHUs: OTACIBHBIX BUAOB OPTaHNU3aMOHHO-PACTIOPSIUTEILHON JOKYMEHTAIUH.

Tpe6osanust TOCT P 7.0.97 -2016 Cucrema crangapToB 1o uHGopMauu, OMOIMOTEYHOMY U
u3zarenabckoMy aeny. OpraHu3alioOHHO-pacTIOpAIUTEIbHAS JOKYMEHTAIHS.

. MaxkeTsl GiaHka ciay>keOHOro muchMa, crpaBku. CoctaBieHue HHPOPMAIIMOHHO-CIIPABOYHBIX

JTOKyMEHTOB 111 [T-koMnanuu: ciy>xe0HOe MUChMO, TapaHTUIHOE MHCHEMO, CIIPABKa.

. Odopmienue pacnopsiAUTEIbHBIX JOKYMEHTOB O IpuéMe Ha padoTy, MepeBojia COTPYAHUKA C

OJIHOH paboThl Ha npyryto. [IpaBuna opopMiaeHUs TUUYHBIX 7€ paOOTHHKA, €T0 Ha3HAYCHUE,
cocras, (popma. ITopsaok opopmiieHHs OUEepPETHBIX OTITYCKOB.

Pa30op npuMepoB COCTaBICHHBIX JEIOBBIX JTOKYMEHTOB: aHAIN3 TUIIUYHBIX CTUIIMCTUYECKUX
omn6ok. CaMOCTOSITEIbHBIN aHaIN3 5 OpraHU3allMOHHO-PACTIOPSIUTENBHBIX, HH()OPMAITHOHHO-
CIPABOYHBIX IOKYMEHTOB U COCTaBIICHHE OTYETA B BUE 0000IIar0mel TabIuIIbL.

. CocraBnenue Fpa(l)I/I‘-IeCKI/IX CXEM JIBUIKCHUA NOKYMCHTOB B KOMIIAHHU. CocraBieHue

CPaBHUTEIBHOUN TAONHIIBI: ATalbl IPOXOXKIACHUS B OPraHU3aIUU BXOASIICH, UCXOASAIICH U
BHYTPEHHEHN JOKYMEHTAIMU B OpraHU3aluH.

. CocraBneHue npuMepHON HOMEHKIATypsl Aei A1 [T ninm npou3BoACTBEHHON KOMITAHUU.
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7. Pa3paboTka 3TarnoB KOMaHIHOTO MpoekTa "BHeapeHune 3IeKTpOHHOTO JIOKYMEHTOO00pOoTa B
KOMIaHuu'".

9.2. MeToan4yeckne peKOMeH AU

VY4eOHbIil MaTepuan uznaraercs B (Gopme, mpenanoaramlileii caMoCTOATEIbHOE MBIILICHHE
CTYZEHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosTenpHas paboTa CTyA€HTOB UTPAET PEIIAIONIYIO POJIb
B XO/I€ BCETro y4eOHOro mporecca.

Hauatp n3ydeHne MUCHMILUIMHBI HEOOXOIUMO CO 3HAKOMCTBA ¢ padoueil MporpaMMoOid, CIIUCKOM
y4eOHO-METOMUECKOT0 U MporpaMMHoro obdecneuenus. CamocrostenbHas paboTa CTyACHTa BKIIOYAET
paboTy ¢ yuyeOHBIMU MaTepHalaMH, BBINOJHEHHE KOHTPOJBHBIX MEPONPUITHH, MPETyCMOTPEHHBIX
y4eOHBIM IITAHOM.

B nporecce n3ydeHus: IUCHUIUIMHBI IS JIyYIIETO OCBOCHUS MaTepuana He0OXOAMMO PETYISIPHO
oOpamarbcsi K PeKOMEHAYEMOM JIuTeparype M MCTOUYHMKAM, YKa3aHHBIM B y4eOHBIX Marepuaiax;
MOJIb30BAThCS 4Yepe3 KaOWHET CTyJAeHTa Ha caiiTe YHuBepcUTeTa 00pa3oBaTENbHBIMH pecypcamu
AJIEKTPOHHO-OMOIMOTEYHON CUCTEMBI, @ TaKXKe OOIIEAOCTYITHBIMUA HHTEPHET-IOPTANIaMH, COJCPKAILIUMHU
Hay4YHO-TIONYJSPHBIE U CIELUAJIU3UPOBAHHBIE MaTepHaibl, IMOCBSIIEHHBIE PAa3JIUYHBIM aCIEKTaM
y4eOHOM JIUCUUIUINHBL.

IIpu caMOCTOATEIBLHOM U3YYEHUU TEM CIEAYHTE PEKOMEHIALMSIM:

— YTEHHME HJIM NPOCMOTP MaTepHuajla OCYLIECTBISANTE CO CKOPOCTHIO, NOCTATOYHOM s
MHAUBHUAYAIbHOTO NIOHUMAaHUS U OCBOEHMS MaTepuaja, BbIIENss OCHOBHBIE UJEH; HA OCHOBAHUHU
N3YyUYEHHOT'0 COCTaBUThH Te3UChl. OCBOMB MaTepual, MONbITaThCS COOTHECTH TEOPHUIO ¢ IPUMEpPAMHU U3
MIPaKTUKU;

— €CJIM B TEKCTE BCTPEYAOTCS HE3HAKOMBIE UJIM MAJIO3HAKOMBIE TEPMUHBI, CIEAYET BBISICHUTH UX
3HAUEHUE NI IOHMMaHUS JaJbHEHNIIEro MaTepuaa;

— OCMBIC/IMBAlTE IPOYUTAHHOE U N3YUEHHOE, OTBEYANTE Ha MPEJI0KEHHBIE BOIIPOCHI.

CryneHTsl MOTYT NOJy4aTh HHAMBUyalbHbIE KOHCYJIBTALMH, B T.4. C UCIIOJb30BAHUEM CPEJICTB
TEIEKOMMYHUKALUH.

[To gucuuniauHe MOTYT MPOBOAMTHCS JOMOJHHUTEIbHBIE 3aHATHUA, B T.4. B (hopmMe BeOMHAPOB.
Pacnucanue BeOMHAPOB U 3amUCHU BEOMHAPOB MYOJHMKYIOTCS B 3JEKTPOHHOM Kypce / 3JIeKTPOHHOM
YKypHaJIE 110 TUCLUIUINHE.

9.3. Tpeﬁona}mﬂ K OCHOYHBIM MaTepuajJdaM Jisl JUIl ¢ OrpaHHYCHHBIMHA BO3MOKHOCTAMMU
310pOBbHA U HHBAJIUA0OB

Jns nun ¢ OrpaHUYEHHBIMH BO3MOJXKHOCTSIMH 3J0pOBBSI U MHBAJIHUJOB TPEIYCMOTPEHBI
JIOTIOJTHUTEIBHBIE OIEHOYHBIE MaTepHAJIbl, MEpeUeHb KOTOPHIX yKa3aH B Tabiuie 9.4.

Tabnuna 9.4 — JlomoJHUTENbHBIE MaTEpHaNbl OINCHUBAHUSA Ui JIUI C OTPaHUYCHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI M1 MHBAJIUIOB

Kareropuu oby4aromuxcs

Buasl 1ooIHUTENEHBIX OLIEHOYHBIX
MaTepHuaioB

q)OpMI)I KOHTPOJIA U OLICHKHU
pe3yIbTaTOB OOyUECHHUS

C HapylIeHHsIMU cllyXa

TecTbl, TUChbMEHHBIC
CaMOCTOSTENIbHBIE PAaOOTHI, BOITPOCHI
K 3a4€Ty, KOHTPOJIbHBIE pabOThI

[IpenmyniecTBEHHO TUCHbMEHHAS
MpoBepKa

C HapyLIEeHUAMU 3pEHUS

CobecennoBaHue 10 BOIIPOCaM K
3a4eTy, Onpoc MO TePMUHAM

[Ipeumy1iecTBEHHO yCTHas
poBepKa (MHIUBUYATBHO)

C HapylLIeHUSIMH OIIOPHO-
JIBUTATEJILHOTO alapara

Pemenue nucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE pa0OThI, TMCbMEHHbBIE
CaMOCTOSITeNIbHBIE PaOOTHI, BOITPOCHI

K 3a4eTy

[IpeumyiecTBEHHO
JUCTaHIMOHHBIMU METOIaMH

C orpaHu4YeHUSIMHU 110
oO01IeMe IUIINHCKUM
MOKa3aHHUSIM

TecTbl, TUChbMEHHBIC
CaMOCTOSITENIbHBIE PAOOTHI, BOITPOCHI
K 3a4€Ty, KOHTPOJbHBIE paOOTHI,
YCTHBIE OTBETHI

[Ipenmy1iiiecTBEHHO MPOBEPKa
METOJIaMH, ONPEIEISIOIIMMHUCS
UCXOS U3 COCTOSIHUS
oOyyJaromerocss Ha MOMEHT
MIPOBEPKU

9.4. MeToauuecKkue PEKOMEHIAUHA MO OMCHOYHBIM MaTepuajdamM AJd JUIl ¢ OrpAaHUYCHHBIMHA
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BO3MOKHOCTSAMH 310POBbA U HHBAJIN/I0B

Jnst U1 ¢ OTpaHUYEHHBIMH BO3MOYXHOCTSMH 3JI0POBbS U WHBAJIHUOB MPEAyCMaTPUBACTCS
nocTymnHas popMa npeaoCTaBICHUS 3aJaHH OIICHOYHBIX CPEIICTB, & HMEHHO:

— B Ie4aTHou (opme;

— B Ie4aTHOM (hopMe C YBEITUUYCHHBIM IIPHPTOM;

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— METOJIOM YTCHUS aCCUCTCHTOM 3aJIaHHs BCIIYX;

— MPEIOCTaBICHHE 3aIaHNUs C UCIIOJIB30BAHUEM CYPIOTIEPEBO/IA.

JIuiam ¢ orpaHUYEHHBIMH BO3MOXXHOCTSIMHU 3[I0POBbSl U MHBAIUIaM yBEIMYHBACTCS BPEeMsl Ha
MOJATOTOBKY OTBETOB Ha KOHTPOJIbBHBIC BOMPOCHI. [[s Takux oOydaroIIMXcs MpeaycMaTpUBaeTCs
JocTymHas popMa npe0CTaBICHHUS OTBETOB HA 3aJJaHHs, 2 UMEHHO:

— MUChMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHUEM YCIIYT ACCHCTEHTA;

— MPEJICTaBJICHUE OTBETOB YCTHO.

[Ipouenypa oneHUBaHHUS PE3yIbTATOB OOYYCHHUsS JHUIl C OTPAHUYCHHBIMU BO3MOXKHOCTSIMHU
3I0pPOBbSI U MHBAIUOB 0 JAUCIUILIMHE TMPEIyCMaTPUBACT MPEAOCTaBIeHHE HHPOopManuu B hopmMax,
aJIalITUPOBAHHBIX K OTPAHUYCHHSIM UX 3I0POBbsI U BOCIIPHATHSL HH)OPMAIUH:

Jst i ¢ HapylIeHUsIMU 3PeHus:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B I€YaTHOW (hOpME YBEIMICHHBIM IPUPTOM.

Jst i ¢ HApYIIeHUsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

J1st i1 ¢ HAPYIIEHHSIMU OTIOPHO-IBUTATEIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

[Ipyu HEOOXOMMMOCTH JJISI JUIl C OTPAHHUYCHHBIMU BO3MOXKHOCTSIMH 3J0POBbSI U MHBAJIHJIOB
mpoIielypa OlCHUBAHUS PE3yJIbTaTOB 00yUEHHSI MOXKET MPOBOJAUTHLCS B HECKOJIBKO 3TAIOB.
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JIMCT COI'JTACOBAHUA

Paccmotpena u onoOpena Ha 3acemannu kadenpsr YU
nporokon Ne 5 or«28 » 12 2022r.

COI'TACOBAHO:

JIOMKHOCTD

Nuunmansl, pamunms

Tloamuce

3aBemyronuii BeiTyckaromeit kag. YU

I'.H. Hapumanosa

CoracoBaHno,
ebdelde0-de8d-4817-
bf05-ceacbl67edfe

3aBenyroumii odecneunBatomet kap. YU

I''H. Hapumanosa

CormacoBaHno,
ebdelde0-de8d-48f7-
bf05-ceacb167edfe

N.0O. HayanbHUKa y4eOHOTO YIpaBIICHUS

N.A. Jlapuomuna

CornacoBano,
c3195437-a02£-4972-
a7c6-abbeelf21e73

IKCIIEPTHBI:

Houenr, kap. YU

N.A. Jlapuommna

CormacoBaHno,
c3195437-a02£-4972-
a7c6-ab6eelf21e73

Homent, kap. YU

M.E. AgTununu

CornacoBano,
c47100a1-25fd-4bla-
af65-5d736538bbd4

PA3PABOTAHO:

Homent, kap. YU

M.H. SnymeBckas

Paspabotano,
82bSccf2-2867-45¢4-
bb7b-c5ccdeae9810
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