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Paccmorpena u onoOpena Ha 3acenanuu kadeapsl
nportokot Ne 18 ot « 24 » 11 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 « 24 » nosopst 2016 ., mpotokoi Ne 18.

Pa3paborunku:
Jouent kad. YU I'.H. HapumanoBa

(moymkHOCTB, Kadeapa) (mozrucs) (®.1.0.)

Pabouas mporpamma coryacoBana ¢ (hakynbTeToM, MpoUINpyroIel 1 BeITycKaroIel kadeapamu
HAaIpaBJICHUS IOATOTOBKH (CIEIUATBHOCTH).

Hexan OUT I'.H. HapumanoBa

(Ha3BaHUE (aKyabTeTa) (moanuce) (®.1.0.)

3aB. MpoPIIMPYIOIEH U BBITYCKAIOIICH

kadenpoit YU I''H. HapumanoBa
(Ha3BaHue Kadeapor) (moamuch) (®.11.0.)
DKCHepThl:
joueHT kad. YU, k.¢d.-M.H. I1.H. ApoGot
(MecTo paboTHI, 3aHIMaeMast JOJDKHOCTB) (moIrHCh) (®.1.0.)
noreHT kad. YU M.E. AaTunun
(MecTo paboThl, 3aHUMaeMasi IOJKHOCTb) (moxnuce) (®.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: OOYyUUTH CTYIEHTOB OCHOBAM HOPMAaTHBHO-IIPABOBOTO W METOAWYECKOTO
obecriedeHus paboOTHl ¢ JTOKyMEHTaMHU M JIOKYMEHTOOOOpPOTa; MpaBWJIaM YIPABICHUS KOMIUIEKCHBIMU
IpoLeAypaMH TIOKYMEHTO000pOTa B OPraHU3alluK; IpaBUiIaM JOKYMEHTHPOBAaHHS pabOUYmX MPOIECCOB U
o0ecrieyeHus 3aMThl KOHGUACHIINATEHOW HHPOPMAIUH, 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.
OcBauBaetcsi B 5-0oM ceMecTpe. 3HaHUS W HABBIKH, IMOJTYYCHHBIC MOCIE M3YyYCHUS TUCIUILINHBI, 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 BBHIIOJHCHUH CAMOCTOSTECILHBIX, HWHIUBHUIYaJIbHBIX 3aJlaHHH,
MIPOBEJICHUN HAYYHO-HCCIEAOBATEIBCKUX PA0OOT M JUIS BBIOJIHCHUS BBIMTYCKHON KBaTU(UKAIMOHHON
paboTHI.

3. TpeOoBaHus K pe3yJIbTATAM OCBOCHUSI JUCHUIINHBI:

Hpouecc HU3YUCHUS JUCHUIIJIMHBI HAITPABJICH Ha (I)OpMI/IPOBaHI/Ie CJICAYIOIUX KOMIICTCHIIU.
I1K-9.

® CHOCOOHOCTBIO BECTH HEOOXOAMMYIO JIOKYMEHTAI[HIO I10 CO3/aHHIO CHCTEMBI OOECIICUCHHUS
Ka4yecTBa U KOHTPoJIo ee dppextuBroctu (I1K-9);

B PE3YIbTAaTC OCBOCHUA JUCHUIIJIMHBI CTYACHT JOJIZKCH:

3HATh: HOPMATHBHYIO [IPABOBYIO 0a3y, periIaMeHTHPYIOLIYIO BONPOCH! pabOThl C JOKYMEHTaMH B
OpraHM3alMM Mo 3aKoHoAaTenbcTBY Poccuiickoir denepannu; 00SA3aHHOCTH YYaCTHHUKOB OTHOILEHUH,
BO3HHUKAIOIIUX B IPOIECCE OCYIIECTBIECHHUS JTOKYMEHTOOOOpOTa; OCOOEHHOCTH OOECHeueHMs 3alUThI
KOH(UIEHIMAIBbHON HHpOpManuu, colepKalleiics B JOKYMEHTaX; METOJMKM NPUMEHEHUS 3HAHUU
IPUHIUIIOB U METOOB Pa3padOTKU U MPAaBUJI MPUMEHEHUSI HOPMATUBHO-TEXHUYECKOH JOKYMEHTAIUHU T10
00€eCIeYeHNI0 KayecTBa MPOLECCOB, IPOAYKIMH U YCIIYT;

yMeThb: ONpeeNsaTh MPaBoOBOil craTyc 00pabaThIBaeMbIX JTOKYMEHTOB; MIPUMEHATHh Ha MPAKTHUKE
OCHOBBI IIPAaBOBOI'0 00eCHeUeHHs MPOLESyp TOKYMEHTO000pOTa; YBEPEHHO MIPUMEHATh IPaBUIa BEJCHUS
paboThl ¢ JOKyMEHTaMH; coOMpaTh, aHAJIU3UPOBATh U MHTEPIIPETUPOBATH HEOOXOIUMYI0 UH(YOPMAIIHIO,
COJZIEpKALIYIOCS B pPa3iUYHBIX (opMax OTYETHOCTH M MPOYMX OTEUECTBEHHBIX U 3apyOexHBIX
HCTOYHUKAX;

BJAaJeTh: HaBbIKAMH COCTaBJIEHUS OCHOBHBIX BHJIOB JIOKYMEHTOB, TpeOyeMbIX B IIpolecce
OCYIIECTBICHHS JTOJUKHOCTHBIX OOs3aHHOCTEH; HaBBIKAMH BeJEHUS HEOOXOIUMON IOKYMEHTAIMH I10
CO3/IaHHIO CHCTEMBI 00eCIIeYeHHsI KauecTBa U KOHTPOJIS €€ 3P PEeKTUBHOCTH; pa3IMUHbIMHU CHCTEMaMHU

HeoGxoauMocTh B MONyYeHUM TaKuUX 3HAHUM, YMEHUIl HABBIKOB OIpENeNsercss TeM, 4YTO Y
CTYIEHTOB HYXHO C(pOpPMHUPOBATH YETKOE MOHUMaHHe OyAyuiell mpodeccHoHaNbHON NeATEIbHOCTH U
npuoOpeTeHuss HeOOXOMMbIX KOMITETEHIINN

4. O0bemM AUCHHMILINHBI M BUJbI Y4eOHOH padoThl
OO61ast TpyA0€MKOCTh IUCHUIUIMHBI COCTAaBIISIET 4 3a4eTHbBIE €IMHULIBI.
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Bun yueGHOI paboThI

Bcero yacos

Cemectp

5

AyIuMTOpHBIE 3aHATHS (BCEro)

90

90

B toMm uncie:

Jlexun

18

18

JlabopaTopHsle pabots! (JIP)

36

36

IIpaktuueckue 3ausatus (113)

36

36

CamocTosiTeJIbHasi padoTa (Bcero)

54

54

B tom uncie:

W3yueHne TeM, OTBOAMMBIX Ha CAMOCTOSATEIBHYIO TPOPabOTKy

Pedepar

KontpoJs (Bcero)

But mpoMeKyTOTHOH aTTecTaniu (9K3aMeH)

O01as TPYI0eMKOCTh 4ac.
3auernpie Enmanier TpymoeMkocTn

144

144

5. Conepixkanue QM CHUNTHHBI

5.1. Pa3nesbl JUCHUIINH U BUABI 3aHATHNA

i HanmenoBaHue pa3nena JUCIUATUTHHE

Jlexun

JlaboparopHbie
paboThI

[IpakTuu.
3aHATHUS
Camocr.

pabora
CTVIICHTA
Kountpomns

Bcero yac
(0e3 sx3am)

dopmMupyemble
KOMIIETCHLIUU
OK, OIIK, I1K

1. | Ilpenmer, coneprkaHue U 3a7a9u
qucuMIuIMHEL. OCHOBHBIE CBOMCTBA,
(GYHKIMH U IPU3HAKK TOKYMEHTA

[N
o

I1K-9

2. | Crpykrypa nokymenta. [lopsinok n
mpaBmIa 0POPMIICHHUS
OpraHU3alUOHHOH, PACIOPSAIUTEIEHON
MH(POPMAIIMOHHO-CIIPABOYHOM
JTOKyMEHTAIHH.

10

24

I1K-9

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

12

30

IK-9

4. OpraHI/ISaHI/IS{ N TCXHOJIOT'UsA pa6OTH C
AOKYMCHTAaMH YIIPaBJICHUA.

10

28

IK-9

5. | Opranu3zanus XxpaHeHHs JOKYMEHTOB U
oOecnieueHne ux coxpaHHoctu. Pabora
C IOKYMEHTaMH, UMEIOLUMHI
OTPaHUYEHHBIN TOCTYII.

10

28

IK-9

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

24

I1K-9

MTOI'O:

18

36

36

54

144
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5.2. Conep:xanue pa3aesioB JUCUMILIMHBI (110 JEKIUAM)

Tpynoem Popmupy
Ne HanmenoBanue eMble
Copaeprkanue pa3aeioB KOCTb
n/n pas3aciios KOMIICTCH
(uac.)
07054
1. [[Ipenmer, coaepxanue u Henu 1 33724 y4eOHOM AUCHUILTMHBI « DJIEKTPOHHBIH
3aa4d JUCLUIUINHBI. JOKyMeHT0000poT». McTopus pa3sBUTHS CHCTEMBI TOCYAapPCTBEHHOTO
(OcHOBHBIE CBOICTBA, JeTIONPOU3BOACTBA M CUCTEM DIIEKTPOHHOTO TIOKYMEHTO000POTA.
(OYHKIIMU 1 IPU3HAKA OCHOBHBIE 3312491 CHCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA. 2 11K-9
TOKyMEeHTa OcHoBHble OHATHS. TepMuHbl 1 onpeaeneHus. HopmarusHo-
MeToan4eckas 06aza genonpousBozctsa u COJI.
2. |Ctpykrypa IOKyMeHTa. O6uume TpeboBanus. Popmar Oymaru u noisi. biaHky JOKyMEHTOB.
[Topsinox u mpaBuiia [IpaBuna opopMiteHUs OTIENBHBIX BUIOB PEKBU3UTOB JOKYMEHTOB.
odopmIeHUs TpeboBaHHS K U3TOTOBJICHHUIO JOKYMEHTOB. TpeOoBaHUs K TEKCTY
OpraHU3aIlMOHHOM, JNOKyMeHTOB. OpraHu3allMOHHO-TIPABOBBIE JIOKYMEHTBI.
[pacriopsUTeNbHON PacnopsinurenbHbie 1oKyMeHTHl. CripaBOYHO-UH(POPMAIIOHHBIE U
MH(POPMALMOHHO- CIPaBOYHO-aHAIUTHYECKHE JOKYMEHThl. PHHAHCOBO OyXrajiTepckue 2 IK-9
CIIpaBOYHOMN JokyMeHTHL. [IpoTokomsl. JJoKyMeHTHI THYHOTO cocTaBa. JlIOKyMEHTHI
TOKYMEHTAIHH. IIPOLIECCOB JBIKEHUS KaApoB. BeeHre Tpy10BbIX KHUKEK.
dopmMupoBaHue U BeIeHUE JTUYHBIX €. JJOKyMEHTbI CHCTEMBI
KayecTBa: pyKOBOJICTBO 110 Kau€CTBY, JOKYMEHTHPOBAHHbBIE
IIPOLETyPHI.
3. |OpranuzanuonHo- OOmue TpeboBaHMS 10 OpraHU3aIMU JOKYMEHTO000pOTa, €T0 pa3BUTHE
METOTIIECKOE u persiaMeHTaus. OnepaTuBHOE XPAHEHUE JOKYMEHTOB U €.
CocrapneHre HOMEHKIATYpHI 1es. @opMUpoBaHUe U 0OpMIICHHE JeIl.
obecrieueHue KoHuTpo:s 3a ucromaeHneM qokyMeHToB. Buer konTposs. CpokoBast
I0KyMEHT0060pOTa KapToTeKa. ABTOMAaTU3UPOBAaHHbIE CHCTEMBI YIIPaBICHUS 4 K-9
KOPIOPAaTHBHBIM JOKYMEHTOO0OPOTOM. ABTOMATH3HPOBAHHEIE
opranmsatui. CHCTeMbI CHCTEMBI KOHTPOIIS 32 HCTIONHEHHEM JOKYMEHTOB. JKCIIepTH3a
TOKyMEHTALIHH. neHHocTu JokyMeHToB. CocraBnenne onuceit fei. [lepeqayda nenm va
apXMBHOE XpaHEHHE.
4. |Opranuzanus u OO1ire paBuiia pEruCTpaIry JOKyMeHTOB. @OPMBI peruCTpaliui
TEXHOJIOTUsE pabOThI € JIOKYMEHTOB. ABTOMAaTH3UPOBaHHBIE CUCTEMbI pETUCTPalli 3HAUCHNUE
JJOKYMEHTaMHU YIPABICHUS.| U 3ajaudl pETUCTPAIMU JTOKyMeHTOB. [IpaBuia 006paboTKH UCXOASIINX
nokyMmeHToB. Ilopsiiok mpuema, 00pabOTKH U pacnpeeIeHus 4 K-9
MOCTynaromux JOKyYMCHTOB. HOpﬂ[lOK HarpaBJICHUA Ha UCIIOJIHCHUEC U
pabOTHI UCIIOJIHUTENS € JOKYyMeHTaMH. Bb10op mporpaMMs! s
aBTOMATH3AIMH JJOKYMEHTO00O0pOTA.
5. |Opranuzanus xpaneHus Baenpenue kopnopaTHBHOI aBTOMaTH3MPOBaHHON CUCTEMBI
JIOKYMEHTOB U IoKkyMeHToo0opoTa. CrcremMaru3anus JoKyMeHToB. O0ecreueHue
o0ecneueHne ux COXPaHHOCTH JIOKYMEHTOB B 3JIEKTPOHHO# (hopme. ApXHBHOE
coxpanHocTH. Pabota ¢ XpaHeHue. JIOKyMEeHTBI, OTHOCSIIUECS K TOCYJapCTBEHHOU TaliHe,
[JOKYMECHTaMH, IMCIOIIUMH | qoCcTyN K HUM. JJOKyMEHTBI, OTHOCSAIINECS K KOHPHUICHIINATbHON
OrpaHUYCHHbII JOCTYII. uHpopmaruu. [IpaBa moctymna K KOHGHICHIMATBHOW JOKYMEHTALIUH B
opranuszanuu. [ledatanue, pa3sMHOXKEHHE U PACChUIKA JIOKYMEHTOB. 4 1IK-9
I'pynnupoBka UCTIONHEHHBIX JOKYMEHTOB B Jiej1a. ABTOMaTH3aLus
Ou3Hec-TporeccoB 00pabOTKU M UCTIONHEHHS JJOKYMEHTOB.
ABTOMaTI/I?;aL[I/Iﬂ KOHTPOJIsA, UCTIOJIHEHUS TOKYMECHTA, OGCCHC‘{CHI/IC
COXPaHHOCTH JIOKYMEHTOB, Jie] 1 u3naHuii. CUCTEMBI,
obecrieunBaloIue 3aIUIEHHBIH 0OMEH 1€KTPOHHBIMU COOOIIEHUAMH.
6. |Opranuszanus IMoaroroBka coBemmanuii, KOHpepeHmid, coopanuii. OnpeneneHne
S — TEMaTHKHU U LIeJIM, MECTO NpoBeieHus. PopMHUpPOBaHUE OBECTKH JHS,
oTpeJieNIeHHEe COCTaBa yYaCTHUKOB U JIOKJIAIYMKOB, IIJIAHUPYEMOe
Kondepenuuii, BpeMs Ha 00CyX/IeHHEe KaXI0ro BOIPOCa; HCTOYHUKH, MOJIyYSHHUS
coGpasmii. HeoOxoumoit nHpopmanuu. OdopmileHHE U PACChUIKA MTPUTTIAIICHHH. ) [K-9
Berpeua, peructpanys y4acTHUKOB, OPraHU3aLUs U TEXHUYECKOe
Odopmnenne oOcnyxuBanue. [IpaBuna oopMiIeHHs U COCTABICHHUE TPOTOKOJIOB
IOKYMEHTAIBHEIX COB?maHHﬁ, KoH(epeHLuni, coopanuii. Mapipyrusamnus , Co3JaHue
OTYETOB, BEACHHUE apPXUBA.
MaTepHaJIoB.
HUTOI'O: 18
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5.3. Pa3znenbl AMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYnBAIMMU (MPeIbIyMM)
U o0ecrnieynBaeMbIMU (MOCIEAYHOIMMHU) TUCHUNIIMHAMM

HanmenoBanue Ne Ne paznenoB naHHOM JUCHUILTHHBI U3 Ta01.5.1, 111 KOTOPBIX HEOOXOIMMO
oOecrieunBaronMx (MPEABIAYIINX) H| H3yYCHHE 00eCIeUHBAONIUX (MPEIBIAYIINX) U 00eCTIeYMBaeMBbIX (TIOCICAYIOIINX )
oOecrieunBaeMbIX  (MOCIEIYIOIIHX ) JTUCIUTUTAH
ITUCIUTLTAH

1 | 2 | 3 | 4 | 5 | 6
IpenuiecTByONIHE THCIHUILTHHBI
1 |Mudopmaruxa X X X X X X
2 |MnxenepHas rpaduka X X X
/KomnbrotepHas rpaduka
3  [MadopmanroHHbIE TEXHOJIOTHU X X X X X X
4  [[IpaBoBeneHUE X X X X X X
5 |denoBoe obrenue X X
Mocaeayromue AMCHUNITHHBI
1. |Ymparnenue npoueccamu X X X X
2 [Bceobiee ympapieHHE KadeCTBOM X X X X X
3 [MudopmanuoHHOe obecreueHue, X X
0a3bl TAaHHBIX
4 |MHdopMaLMOHHBIE TEXHOJIOTHH B X X X X
YIIDABICHHHA KA4eCTBOM U 3all[HTa|
MH(pOpMAIH
5 |Aymut kadecTBa X X X X X X
6  [[oxroroBka u cepruduxarms CMK X X X X X X
[IPOM3BO/ICTB

5.4. CooTBeTcTBHE KOMNIEeTEeHUMH, GOPMUPYEeMbIX IPH M3Yy4YeHUHU JUCHUIIIMHBI, U BU/I0OB 3aHATHI

ITepeuenn Buap! 3ansTHil ®opMbI KOHTPOJISI IO BCEM BUJAM 3aHATHI
KOMIICTCHITUU JI Jlab IIp |KP/KII| CPC (npumepul)
KoncnekT camonoarorosku, CobecegoBanue,
[1K-9 + + + KommnoneHnT cBoeBpemMeHHOCTH, ONIpOC Ha 3aHATUSX.
Oryer no nadoparopbiM padoraM. TecT Ha JICKIMH.

JI — mexnus, [Ip — mpakTryeckue U ceMUHapcKue 3auaTus, J1ab — maboparopusie padotsl, KP/KII — kypcoBast paboTa/mpoeKT,

CPC — camocTosTenpHas padoTa CTyIeHTa

6. Metoab! 1 (popMBI OPraHu3anuu 00y4eHust
TexHONI0ruM HHTEPAKTUBHOTO 00Y4YEeHHUs TP pa3HbIX (popmax 3aHATUHN B Hacax

[pakrrueckue/
DopMbl Jlaboparopubie
Jlexunu (dac) CEMHMHApPCKHUE Bcero
MeTto bl paboTsl (dac)
3aHATHA (Jac)
IT-mMeTomBI 4 4 8
Case-study (MeTo1 KOHKPETHBIX CHTYyaIHii) 6 6
WTOro MHTEpaKTUBHBIX 3aHATHIT 4 10 14
7. JIaGopaToOpHBIN NPAKTHKYM
Ne paznena Tpyno-
Ne pasi pyA Komnerenumu
JUCIIATUTAHBL U3 Temarunka J1abopaToOpHBIX padoT €MKOCTh
/1 OK, OIIK, TIK
Tabm. 5.1 (dac.)
Be,HeHI/Ie TPYAOBBIX KHHUKCK. cDOpMI/IpOBaHI/IC " BCACHHUC JIMYHBIX
1 2 JCIT. HOKyMCHTI)I CHUCTEMBI Ka4€CTBaA: PYKOBOJCTBO 110 KA4Y€CTBY, 4 HK_9
TOKyMEHTHUPOBAaHHBIE IIPOLIEAYPBI.
CocraBiieHne HOMEHKIIATypsl aen. opMmupoBanue u ohopMiIeHHE
3 en. ABTOMaTU3UPOBAHHBIE CHCTEMBI YIIPABICHUS KOPIIOPATUBHBIM
2- HOKyMeHTOO60pOTOM. ABTOMaTI/ISaHI/Iﬂ CHUCTEM KOHTPOJIA 3a 8 HK'9
HCIIOJJHCHUEM JOKYMEHTOB
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ABTOMAaTH3HPOBAHHbBIE CUCTEMBI PETHCTPALlK. . Br16op
3. 4 [POTPaMMBI JJIsl aBTOMATH3aIUU TIOKYMeHToo0opoTa. Padora ¢ 8 TIK-9
nporpamMMamMu
BHepeHrne KOPIOPaTHBHON aBTOMAaTU3UPOBAHHON CHCTEMBI
5 mokyMeHTo0o00poTa. CrcTeMaTu3anus JOKyMEHTOB.
4. ABTOMATH3aLHsl KOHTPOJIS, HCIIONHEHHS JOKYMEHTa, 00eCIeyeHIe 8 I1K-9
COXPAHHOCTH JOKYMEHTOB, J€] M H3aHHI.
OdopmiieHne u pacchiiika npuriameHuid. Opopmienue u
5. 6 COCTaBJICHHE TIPOTOKOJIOB COBEIIAHMI, KOH(EPEHIHIA, COOpaHUH. 8 TIK-9
MapuipyTi3anus , Co3qaHie OTYETOB, BEACHNUE apXHBa.
NTOI'O: 36
8. IlpakTHyeckue 3aHATHSI (CEMUHAPDI)
Ne pazpena Tpyno-
Ne pasi pya Komnerenuuu
JUCLUIUIMHBL U3 TemaTuka 1ab0paTOPHBIX padOT €MKOCTb
/o OK, OIIK, TIK
Tabm. 5.1 (gac.)
1. 1 DyHKIMK U TIPH3HAKH TOKYMCHTA 4 I1K-9
2 2 [IpaBuia coctaBieHUs U 0POpPMIICHHS OCHOBHBIX BUi0B OP/I. 8 [IK-9
3 Cocrasinenue OP/l, pazpemaroniue 3aaHHbIE CUTYalluH 6 [IK-9
4 Pa3paboTka hopM perucTpaiyu J0KyMEHTOB (BXOISIIHX,
4. ncxonamux). CocraBieHue u opopMIIeHHE HOMCHKIIATYPHI JIeII. 6 1IK-9
5 Oprarn3anys XpaHeHUs U AOCTyIa K JokyMeHTaM. Pabora ¢
5. TOKYMEHTaMH, UMCIOIIUMH OTPAaHWMICHHBINA JOCTYII. 6 1IK-9
6 OdopmiieHIe TOKYMEHTAIBHBIX MaTEPHAIIOB COBCIIAHHIA,
6. KoH(epeHnnii. BrImoTHeHne HHINBUYATBHOTO 3aJaHHS. 6 11K-9
NTOI'O: 36

9. CamocrosiTesibHasi padoTa

Ne pasnena . Tpyno- KoHTpons BrionHeHUsA
Ne | nucrurm- Buel caMOCTOSATENEHOM PabOThI KoMmnerenmun 6 o
R (demanusayus) E€MKOCTh OK, OIIK, ITK pabots! (Ompoc, Tecr,
51 (uac.) JIOM. 3aJ]aHue, U T.1.)
1. 1. [loxroToBka K mpakTU4eckuM 3aHATHAM. COOp T1K-9 Omnpoc, npoBepka
1 aHaJN3 MHGOPMAIMK 00 UCTOPHS Pa3BUTHS KOHCIIEKTOB
CHCTEMBbI TOCY/IapCTBEHHOTO 4 CaMOCTOSTEIILHOTO
TIeTIONPON3BOJICTBA M CHCTEM 3JIEKTPOHHOTO n3ydeHus. BeimogHeHne
TOKyMEHT0000pOTa. MPaKTHYECKOTO 3aaHus
2. 2. [loxroToBka K mpakTH4eckuM 3aHATHAM. COOp Onpoc, npoBepka
nH(opMannu 00 OpraHu3alMOHHO-TIPABOBBIX, KOHCIIEKTOB
pacTiopsIUTeIbHbIX, CIIPABOYHO- 10 TK-9 CaMOCTOSTEIFHOTO
nH(OpPMALMOHHBIX, CIPABOYHO- n3ydeHus. BeimonHenue
QHAJTUTUYIECKHUX, QUHAHCOBO-OYXTalITePCKUX MPaKTUYECKOTO 3aJaHuUs
JIOKyMEHTax.
3. 3. [ToaroToBKa K mpakTU4eckum 3ausTusiM. Coop Ompoc, npoBepka
1 aHanu3 HHpOpMaIMU 00 KOHCIIEKTOB
ABTOMATH3MPOBAHHBIX CHCTEMAaX yNPaBICHUS 12 IK-9 CaMOCTOSTEIILHOTO
KOPIOPAaTHBHBIM JIOKYMEHTOO0OOPOTOM. n3ydeHus. BeimonHenue
MIPAKTHYECKOT0 3aJaHHs
4, 4, [Toaroroska K mpakTH4ecKuM 3aHsTHsIM. CO0p Omnpoc, npoBepka
1 aHaM3 MHGOPMAILIMH O TOPsIKE TIpHeMa, KOHCIIEKTOB
0OpabOTKK M pacIpeaesIeH s TOCTYNAOIIUX 10 IK-9 CaMOCTOSTEIBHOTO
TTOKyMEHTOB n3yudeHus. BeimonHeHue
MPAKTHIECKOTO 3aTaHMs
5. 5. [ToaroToBka K mpakTuieckum 3ausaTusM. Coop Ompoc, npoBepka
1 aHaM3 HHpOpMaruu 00 aBTOMAaTH3AITUS KOHCIIEKTOB
KOHTPOJISI, UCTIOJTHEHHSI TOKYMEHTa, 10 IK-9 CaMOCTOSITETILHOTO
oOecrieueHre COXPaHHOCTH JJOKYMEHTOB, A€ 1 n3ydeHus. BeimonHenue
M3IaHUH MIPAKTHYECKOT0 3aJaHHs
6. 6. [ToaroroBka K mpakTH4ecKuM 3aHsTusIM. CO0p 8 IK-9 Omnpoc, npoBepka
nH}opmanuy o nmpaBuwiIax ohopMIICHUS U KOHCIIEKTOB
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COCTaBJIEHHE POTOKOJIOB COBEILIAHMIA, CaMOCTOSITENILHOTO
KOH(pEepEHIHA, COOpaHH. n3yuyeHus. Beinonnenue
MIPAKTHYECKOT0 3aJaHus

NTOI'O: 54

10. lIpuMmepHas TeMaTHKA KYPCOBBIX MPOEKTOB (PadoT)
He npenycmotpeHo.

11. PeiiTuHroBasi cucTeMa JJisi OleHKH YCIeBAeMOCTH CTY/IEeHTOB

Tabauna 11.1. baypHbIE OLIGHKHU 1)1 SJIEMEHTOB KOHTPOJIS

. . MaxkcumanbHbINH
MakcumanbeHblii | MakcuManibHBIN
. 0aJt 3a nepuon Bceero 3a
DOneMeHTHI yuebHOH festenpHocTr |0amt Ha 1-yio KT ¢|  6amr 3a mepuon
Mmexy 2KT u Ha CeMECTp
Havaia cemectpa | Mmexay 1KT u 2KT
KOHEII ceMecTpa
[locenienue 3aHATHI 2 2 2 6
TecToBBIH KOHTPOJIb 3 3 3 9
JlaGopaTopHbIe paboTHI 15 10 25 50
KoMIIOHEHT CBOCBPEMEHHOCTH 5 5 5 15
N T0ro MakCMMyM 3a MEePHOI: 25 20 35 80
Craua sx3aMeHa (MaKCUMYM) 20
HapacTraomum HTOroM 25 45 80 100
Ta6auna 11.2. [lepecyer 6ayuIoB B OIEHKH 32 KOHTPOJIBHBIE TOUKH
bajjbl HA 1aTy KOHTPOJILHOW TOYKHU Onenka

> 90 % ot MakcuManbHOM cyMMbl 6aiutoB Ha gaty KT OTIMYHO

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

Ot 60% 10 69% oT MakcuManbHOH cyMMBI OayutoB Ha naty KT YIOBJIETBOPUTENHHO

< 60 % ot MakcuManbHOU cymMMbI OaiioB Ha aaty KT HEYJIOBJIETBOPUTENIBHO

Ta6auna 11.3. [lepecuet cymMMbl 6aJIOB B TPAJAULIMOHHYIO U MEKIYHAPOIHYIO OLICHKY

Onenka (FOC) Hrorosas cymma 63.11.11013, YYHMTBIBAET Onenka (ECTS)
YCHENIHO CAAHHBIH 3a4eT
5 (oTnM4HO) (3a4TEHO) 90 -100 A (oTnm4HO)
85 - 89 B (ouens xoporo)
4 (xopomo) 75-84 C (xoporio)
(3auteHo) 20-72
3 (Y1OBJIETBOPHUTEIILHO) 65 - 69 D (yrosaersoputenyHo)
(3auTeHO) 60 - 64 E (mocpenctBenHO)
2 (HEYAOBIICTBOPHTEIILKO), Hwuxe 60 6annos F (neynoBieTBOpHUTEIHHO)
(He 3auTeHo)

12. YueoHO-MeTOnHYEeCKOE U HH(POPMAIMOHHOE 00ecTieYeHU e N CIUTITMHBI
12.1 OcHoBHas JuTepaTrypa

1. Muponos A. H.: Horapuar Y4eOHoe mocobue / A. H. MupoHOB. - 3-¢ u3/1., ucHp. u JIoM. - M.:
DOOPYM, 2012. - 224 c. - (10 3x3. B 6ubauorexe TYCVYP).

2. Illam6a T.M. Hotapuat B Poccuiickoit ®enepanuu Yueounuk / T. M. [llam6a, B. H. Kokun, H. T.
[Mamb6a; pen. I'. I'. Uepemusix. - 3-e u3a., nepepad. - M. : Hopma, 2011. - 304 c. - (20 2k3. B
ouodmorexke TYCVYP).

3. Kysuenos U. H. JlokyMeHTallMOHHOE 00ECIICUECHUE YIIPABJICHUS U JICIONPOU3BOCTBO Y UYCOHUK JIJIst
6akanaBpoB / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (26 5k3. B 6ubimoreke TYCVYP)
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12.2 JlomosiHMTEJBLHAS JIUTEPATypa

1. AnapeeBa B. W. Jlenonpou3BoACTBO: OPraHU3allks U BeJICHHE: YICOHO-TTPAaKTHUECKOE ITOCOOHe JIst
By30B / B. W. Aanpeesa. - 3-e uz., nepepad. u got. - M. : KnoPyc, 2010. - 294 c. (16 5k3. B
ouomumorexke TYCVYP);

2. Kupcanoa M.B. CoBpemeHHOE IeI0NpOM3BOJCTBO: YueOHoe mocobue / M. B.
KupcanoBa; Poccuiickas akagemuss rocygapcTBEHHOW ciyObl npu Ilpesumaenre PO,
Cubupckas akageMus roCyJapCTBEHHOM CITyXObl. - 4-¢ u31. - M.: UHOPA-M, 2012. - 320 c..
(20 sk3. B 6ubmoreke TYCVYP);

3. AkcenoBa X. H. JlokymMeHTHpOBaHNE YIPaBICHUYECKON AESATEIBHOCTH : yueOHoe mocoodue /
XK. H. Axcenosa ; @enepanbHOe areHTCTBO M0 00pa3oBaHUI0, TOMCKUI ToCyIapCTBEHHBIN
VHHBEPCUTET CUCTEM YIpaBJICHUS U paauodniekTponuku, Kadenpa skoHomuku. - Tomck :
TMIIJIO, 2006. - 119 ¢ : (16 3k3. B 6ubnanoreke TYCVYP).

12.3 YuyeOHO-MeTOAMYECKHE IOCOOMA M MNDOrDAMMHOE o0ecIeyeHue
Jliist obecriedeHusl TUCIUTUTHMHEI HCTIONB3YIOTCS CISAYIONINE YIeOHO-METOAMYECKHUE TTOCOOHS:

1. Huxomaea JL.U. J[emompou3BoacTBo: MeToaudeckue peKOMEHJAMd K OpraHu3aluu

caMoCTOsITeNIbHON  paboThl  cTtydeHtoB,- 2012. - 18c. [Onekrponnsii pecypc] URL:.
http://edu.tusur.ru/training/publications/1658
2.  Hukomnaesa, JI. U. [lenonpu3BoactBo: MeToqHUECKUE PEKOMEH AN K Ja00paTOPHBIM 3aHITUSM

[Onextponnsiii pecype] / Hukonaesa JI. U. — Tomck: TYCVYP, 2012. — 24 ¢. — Pexum poctyma:
https://edu.tusur.ru/publications/1701.
3. Kazakeenu JL.U. JlenompousBOACTBO: y4ye€OHO-METOJUYECKOE IOCOOME K MPAKTUYECKUM
3aHATUAM MO AucHHILIUHE "Jlenonpon3BOCTBO B COLMATILHON paboTe" AJisi CTYJASHTOB CIIEUATbHOCTH
"CoumanbHas pabora" rymanurapHoro daxynerera / JI. M. KazakeBuu; ®deaepaibHOe areHTCTBO I10
oOpa3oBanuio, TOMCKHI TOCYTapCTBEHHBIH YHUBEPCHTET CHUCTEM YIIPABICHUS W PAIHOIICKTPOHHKH,
Kadenpa ucropun u conmanbaoi padotsl. - Tomck : TYCVYP, 2007. - 38 c.:
(50 7k3 . B 6ubmmorexke TYCYP)

7

IIporpammHoe obecnieueHue (B pacyeTe Ha OJJUH KOMIIBIOTED):

1) Oneparonnas cuctema Bepcuu He Hrke Windows XP;

2) Iaxer nporpamm Microsoft Office wmu Open Office;
[Tporpammuoe obecrieuenue aro0bie oneparronHas cucrema (Windows, Linux) u Opaysep uis paboTsl B
HNHurepHer.

ba3bl JaHHbIX, HHOPOPMALIMOHHO-CIIPABOYHbIE M TOMCKOBbIE CHCTEMBbI

1.T'OCT P 6.30-2003. YHu(UIIHPOBAHHBIE CUCTEMEI JOKYMEHTAIIUH. Y HU(PUIIMPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSTUTENHHON TOKyMeHTaluu. TpedoBanus K opOPMIICHUIO TOKYMEHTOB.
[DmexTponnslii pecypc]. Pexxum mocryna http://base.garant.ru/185891

2. Napopmanmonno-npasosoii mopran 'APAHT [Onekrponnsrii pecypc]. Pexxum nocryma
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 JIOKYMEHTO000POT
(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 HanMeHOBaHue (aKysbTeTa)
Kadenpa Ynpapjaenusi unHoBauusivu _ (YH)
(cokpalleHHOE ¥ TTOTHOE HANMEHOBAaHUE Ka(eIphl)
Kypc 3 Cemectp 5
YueoHblii miian Ha6opa 2016 roga
3auer 5 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
YCHEBAEMOCTH U MTPOMEKYTOUHOU aTTECTAI[UU CTYJEHTOB.
[lepeyenpb 3aKpeIIeHHBIX 32 JUCUUIUITMHON KOMIIETEHIIMN MpHuBeieH Tadmume 1.

Tabauya 1 — Ilepeuenv 3axpenienHvlx 3a OUCYUNTUHOU KOMNEMeHYULL

Kon

DopMyIUpOBKa KOMIIETEHIIUU

Oransl GopMHPOBaHUE
KOMIIETCHITUHN

I1K-9

CIOCOOHOCTHIO BECTH HEOOXOAUMYIO
JOKYMEHTAIIHIO MO CO3/IaHHUIO CUCTEMBI
o0ecrieyeHus KauecTBa U KOHTPOITIO €€

s dexTuBHOCTH

3HaTh KaK BECTH HEOOXOAUMYIO
JIOKYMEHTAIIHIO M0 CO3JIaHUIO
CUCTEMBI 00eCTIeYeHUs KauecTBa 1
KOHTPOITIO €€ 3(PPEeKTUBHOCTH.
YmeTh BeCcTH HEOOXOIUMYIO
JIOKYMEHTAIIHIO M0 CO3JIaHUIO
CHCTEMBI 00ECIICYeHNUS Ka4eCTBa U
KOHTPOITIO €€ 3(PPEeKTUBHOCTH.
Buaaners criocoOHOCTBIO BECTH
HEOOXOIUMYIO TOKYMEHTAIHIO I10
CO3JJAHUIO CUCTEMBI 00eCTICUeHNUS
Ka4yecTBa M KOHTPOIIIO €e

3¢ (HEKTUBHOCTH

2. Peaausanus KoMIneTeHIM

2.1 Komnerennus ITK-9

IMK-9: cmocoOGHOCThIO BECTH HEOOXOJUMYIO JOKYMEHTAIHIO TI0 CO3/IaHUI0 CHUCTEMBI O0EclieueHHs KauecTBa W
KOHTPOJIIO €€ 3P EKTUBHOCTH

Jns  dopMupoBaHHS KOMIIETEHIIMM HEOOXOIMUMO OCYIIECTBUTH PSJI ATAMOB. JTambl (OPMUPOBAHUS
KOMITETEHIIMH, TPUMEHSIEMBIE JUISl 3TOTO BHJBI 3aHATUH U UCIOJIB3YEMBIE CPEICTBA OLICHUBAHHUS MPEICTABICHBI B

Tabuie 2.

Tabnuya 2 — Omanwvl popmuposanus KOMnemeHyul U UCNoab3yemvle Cpeocmea OYeHUBAHUS

KOHTPOJTIO €€
3¢ GEKTUBHOCTH.

3P PEKTUBHOCTH.

CoctaB 3HaTh YMmeTn Bnagets
KaK BECTH HEOOXOIUMYIO BECTH HEOOXOIUMYIO CITOCOOHOCTEIO BECTH
JIOKYMEHTAIIHIO IO JTOKYMEHTAIIHIO 110 CO3[aHUI0 | HEOOXOAUMYO

Conepranie CO3JIaHUIO CHCTEMBI CUCTEMBI 00€CTICUCHHS JIOKYMEHTAIIHIO 110

C)T;)HOB oOecrieueHus KauyecTa u Ka4ecTBa U KOHTPOJIIO e¢ CO3/IaHUI0 CUCTEMBI

obecrieuenys KayecTna U
KOHTPOJTIO €€
3¢ EeKTUBHOCTH

Buner 3ansatuii

e CaMocCTOITENbHAS
pabora;

e CamocTOsTEIIbHAS pa60Ta;
o HpaKTI/I‘-ICCKI/Ie 3aHATHA,

e CamocToATeIbLHAS
pabora;
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o [[pakTHUeCcKue 3aHATHS;
o lHTEpakTUBHBIE
MPaKTHYECKNE 3aHATHS;

e lluTepakTrBHbBIE
NpPaKTUIECKUE 3aHSITHUS;
e JlabopaTopHbie paboThHI

e llHTepakTHBHbBIE
MIPAKTHYECKUE 3aHATHS;

Hcnonb3yemblie
CpeACTBa
OLICHUBaHU

o KoHTponbHas pabora;

e Omnpoc Ha 3aHATHUSX;

o KoHCITEKT
CaMOIIOATOTOBKH;

e CobecenoBaHue;

e 3ayer.

o KoHTponbHas pabora;

e Orpoc Ha 3aHATUSX;

e Otyer 1o 1a00PaTOPHBIM
paboram

o KOHCIIEKT CaMOITOATOTOBKH;

e CobecenoBaHue;

e 3auer.

e Ortuer 1o 1ab0paTOPHEIM
pabotam
e 3auer.

O0mure XapakTepUCTHKH ITOKa3aTeIe 1 KPUTEPUEB OLIEHUBAHI KOMITETEHITH Ha BCEX dTalax MPUBEACHbI

B Tabimre 3.

Ta@zuua 3- 061/0;116 xapakmepucmuku nokaszameiei u Kpumepues OyeHU6AHUA KOMnemeryuu no amanam

Iloka3arenu u
3HaTh Ymertb Baaners
KpUTepuu
Oo6mamaeT paKkTHICCKUMH OO0amaeT Trara3oHoM
OTamaHo U TEOPETUYECKUMU IPaKTUYECKUX YMEHUH, KonTponupyert pabory,
— 3HaHWSAMM B IIpeleiax TpeOyeMbIX JIJIsl pa3BUTHS MIPOBOAUT OLICHKY,
oBeHD) M3ydaeMoi 001acTy C TBOPUYECKUX PELICHUH, COBEPILECHCTBYET
yp IIOHMMAaHUEM I'PaHUIL abcTparupoBaHus JeicTBUS paboThI
MPUMEHAUMOCTH npobiem
Beper oTBeTCTBEHHOCTH 32
Ob6nanaer Auana3oHOM 3aBEpIICHHE 33139 B
3HaeT QakThl, IPUHLUIIBI, o
Xopomo IPaKTUYECKUX YMEHUH, HCCIIEI0BaHuUH,
. MIPOLIECChI, 00IIne
(0a30BbIH TpeOyeMbIX ATl peLICHHUS MIPUCIIOCA0TUBAET CBOE
IMOHATHUA B Ipeaciax
YPOBeHb) ., OTIpeeNICHHBIX TPOOJIEM B MOBEICHUE K
n3ydaemoii obnactu
o0sacTH ucciaea0BaHuUs 00CTOsITEIbCTBAM B
pelnreHnu mpodIeM
YnosiierBopure Ob6nanaeT OCHOBHBIMH
JIBHO O06nanaer 6a30BBIMU YMEHUSIMH, TPeOyEeMbIMH PaGotaer npu npsmom
(moporoBbIi OOIIMMH 3HAHUSIMU JUIA BBIITOJTHEHHS ITPOCTBIX HaOIIONeHIH
YPOBEHBb) 3a1a4

dopMynupoBKa Mokazaresieil 1 KpuTepreB OlCHUBAHMS JAHHOW KOMIIETEHIIMH MTPHUBEIeHa B TadnuIe 4.

Ta6/zuz4a 4 — Ilokazamenu u Kpumepuu Oyerusanusl Komnemenhyuu Ha amanax

CocraB 3HaTh YMeTh Bnagetsb
OTnu4HO Ob6nanaer O6nanaer nuama3oHoOM MpakTudeckux | Ha BeICOKOM ypoBHE
(BBICOKHI (haKTHYECKUMH U yYMEHHH, TpeOyeMBbIX ISl BEACHHUS BJIaJieeT HaBbIKAMHU
YPOBEHbD) TEOPETUIECKIMHU HEOOXOMUMOM TOKYMEHTAIINH 110 Be/ICHUs HE0OXOTUMOM

3HAHUSAMU BEJIEHUS CO3JIaHUIO CHCTEMBI 00eCTIeYCHUS JIOKYMEHTAIINH T10
HEOOXOTUMOH Ka4ecTBa U KOHTPOJIIO €€ CO3/IaHUIO CCTEMBI
JOKYMEHTAIIMH 110 3P PEKTUBHOCTH. oOecrieueHus KadyecTBa U
CO3JIaHUIO CHCTEMBI KOHTPOJIIO €€
o0ecrieueHus KauecTBa 1 3¢ PeKTUBHOCTH.
KOHTPOJIIO ee
3¢ GEKTUBHOCTH.
Xopomuio Ob6nanaer otnensHeiMu | O0nanaet oTAEIbHBIMU Brnaneer otaensHbIMH
(6a30Bbrit 3HAHUSIMU BEJICHHS MPAKTUIECKUMHU YMEHHSIMH, HaBBIKAMH BEICHUS
YPOBCHB) HEe0OX0mMMOMn TpeOyeMBIMHE ISl BEICHUS HE00X0MMMOit
JOKYMEHTAIIUH 110 HEOOXOIMMOM JOKYMEHTALUH T10 JOKYMEHTAIIUH 110
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CO3IaHUIO CUCTCMbI CO3IaHUIO CUCTCMbI obecrieueHus CO3IaHHIO CUCTCMbI

oOecreueHus Ka4yecTBa. | KayecTBa. oOecrieueHus KauyecTna.
VnoBneTBopr | 3HAET OCHOBBI YMeeT BeJieHUsI OTAENbHBIE pa3/ielibl PabotaeT nox
TETHHO JOKYMEHTAIIUU IO JOKYMEHTAIINY TI0 CO3/IAaHUIO CHCTEMBI | HETIOCPEICTBEHHBIM
(IOoporoBbIit CO3/IAHUIO CUCTEMBI o0ecrieueHus KauyecTa . HAOTIONICHUEM TTPH
YPOBEHbD) obecreueHus KauecTBa . BEJICHUHN HEOOXOIMMOM

JIOKYMEHTAIIUH 110
CO3IaHUI0 CUCTEMBI
oOecIieueHnsT KauecTBa

3. TunoBbie KOHTPOJIbHbIE 3aJaHUS

Jist peanu3aiyy BBILIETICPEUHCIICHHBIX 3a7a4 00y4eHHs UCIIOJIB3YIOTCS CIIEAYIOIINE MaTepHaIbl:
TUIIOBbIE KOHTPOJIbHBIE 33IaHUsI MM WHBIE MaTepralibl, HCOOXOOUMBbIE Ul OLEHKH 3HAHUH, YMEHUH, HABBIKOB U
(un) ombITa AEATENBHOCTH, XapaKTEpU3YIOUIMX ATanbl (GOPMHPOBAHHS KOMIICTEHIMH B IMPOLECCE OCBOCHUS
00pa3oBaTeIbHOM IPOrPaMMBbl, B COCTaBE:

Temvl 051 camocmoameibHoU pabomol.

el NS

OTtMeTKH, IPOCTaBIsieMble Ha BXOASIIEM JOKYMEHTE, HOPSIIOK UX OQOpPMIICHUS.

Otanbl NoAroToBKU A0KyMeHTa. O0Iue TpeOoBaH!s K TEKCTY JOKYMEHTA.

Buns! pacopsauTenbHBIX JOKYMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U O(OPMIICHHS.

Oco0eHHOCTH BEACHUS IEJIONPOU3BOICTBA MO 00paIIEHUSIM I'paXKaH (perucTpanus, CpoKd pacCCMOTPEHNS,
MOPSIIOK KOHTPOJIS 32 HCIIOJTHEHUEM ).

OdopmieHne akTa Ha YHHYTOKEHHE TOKYMEHTOB.

Temvl 015 6bINOJIHEHUA 1AOOPAMOPHBIX PAOOM

Benenue tpynoBeix kHmxkek. @opmupoBaHue U BeJCHUE JTUYHBIX Jeil. JJOKYMEHTBI CUCTEMBbI
KauecTBa: pyKOBOJCTBO 110 KaYECTBY, JOKYMEHTUPOBAaHHBIE IPOLIEAYPHI.

CocraBiieHne HOMEHKJIATYyphl fen. @opmupoBaHue 1 opopMieHHE 1el. ABTOMaTU3UPOBaHHbIE
CHCTEMBI YIpaBJIEHHsI KOPIIOPATUBHBIM IOKYMEHTOOOOPOTOM. ABTOMATH3AIUS CUCTEM KOHTPOJIS
3a UCIIOJIHEHUEM JIOKYMEHTOB

ABTOMaTH3UPOBAHHbBIE CUCTEMbI perucTpalyy. . Be1oop mporpamMmsl Jiist aBTOMaTH3AIUH
JOKyMeHTooOopoTa. PaboTa ¢ nporpammamu

BHeapeHnue koprnopaTUBHON aBTOMAaTH3UPOBAHHON CHCTEMBI IOKYMEHTO000pOTA.
CucremaTu3zanus J0KyMEHTOB. ABTOMaTHU3aIsl KOHTPOJIS, UCTIOIHEHUS JJOKYMEHTa, 00ecreueHue
COXPAaHHOCTH JOKYMEHTOB, JI€]l U U3JaHUM.

Odopminenne u paccbuika npurnamennit. OgopmieHne 1 coctaBieHUe MPOTOKOJIOB COBEIAHUH,
KOH(epeHuii, coopannii. MapmpyTuzanus , Co3JlaHue 0TYETOB, BEJICHNE apXHBa.

Tembi 0151 8bINOIHECHUS npakmu4eckux 3a0aHU.

1. ®yHKIMY ¥ TPU3HAKK JIOKYMEHTA

2. IlpaBuna cocraBiieHust ¥ ohopmiIeHUsT OCHOBHBIX Bu0B OPJI.

3. CocraBnenne OP/l, pa3peraroniie 3aqaHnHble CUTYaIllUN

4. Pazpabotka hopm peructpamuu TOKyMEHTOB (BXOIAIINX, ucxoaamux). Cocrapienue U opopmieHue
HOMEHKJIATypHI JIeII.

5. Opranmsanus XpaHeHHST W JOCTyna K JOKyMeHTaM. PaGota ¢ JOKyMEHTamMH, HMMEIOIUMHA
OTPaHUYECHHBIN JOCTYII.

6. OpopmieHre  JOKYMEHTAIBHBIX  MaTEpHAJIOB  COBCIIAHWW, KOH(epeHIWH.  BrwmoiHeHne
WHJIMBU1YaJIbHOTO 3aJaHusl.
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Cnucox 60onpocoes 0J151 N0O20MOBKU 3auyemy

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 TUIIOBast HHCTPYKIIUS 10 ACIIONPOU3BOACTBY?
13.
14,
15.
16.

B yem 3nauenue EI'C/1?

Uro BKIIFOYAET B ceOsl MOHATHE «IACIOMPOU3BOICTBO»?

C yeM cBs3aHO MosBICHNE NOHATHUSA «OY»?

B ueM B3auMOCBS3b TOHATUH «HUHPOPMALIHASI» U «TOKYMEHT»?

I'e 3akpenieHbl onpeneeHruss OCHOBHBIX MPOQPECCHOHAIBHBIX TEPMHUHOB I10 JCJIONPOU3BOACTBY?
UTo nmoHuMaeTcs Mo «I0pUIMYeCcKOr CUJI0N» TOKyMeHTa?

Uro Takoe «cucTeMa JOKYMEHTAINN» U «YHH(PHUITUPOBAHHAS CHCTEMa JOKYMEHTAITHI?
Kak Bl mornmMaere npoiiecc cTangapTU3alid T0KyMEHTOB?

Kak Bel monnmaere mpoiiecc yHu(pUKAIUA JOKYMEHTOB?

Kakue TpeboBaHus K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIATEIBHBIX aKTax?

KaxkoBo 3nauenue ['CIOY u uto oHa periiaMeHTUpyeT?

TpeboBanus k ohopmienuro gokymentoB o I'OCT 6.30-97, ero coaepskanue?

J1J1g 4ero coCTaBIISIFOTCS IEPEYHH JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUS?

Kakue HOpMaTUBHO-METOJUYECKHE aKThl UCIOIB3YIOT B pab0oTe C TOKYMEHTAMU KaJIpOBbIE CIY>KObI?
Kto pa3pabarbiBaeT HOpPMATHBBI BpEMEHUM Ha yIpaBlIeHYECKHEe BHIbI pabOT, W Kak OHHU
HCTIOJIHSIOTCS?

dopmar Oymaru, peKOMEHIYEeMbIi TSt 0(OPMIICHHS CITY)KEOHBIX JIOKYMEHTOB?

PexBuU3uTHI, BXO/ASIIME B COCTAB OaHKa JjIsl MTUChMA.

Kakue TpeboBaHus IPEIBIBISIOTCS K OPOPMIICHHUIO PEKBH3UTA «HAMMEHOBAHUE OPTaHHU3AIHI?
UTo BXOAMUT B COCTAB PEKBU3HTA «CIIPABOYHBIC JaHHBIC 00 OpraHU3aluNn»?

KakoBbl nopsiiok JaTUpOBaHMs TOKYMEHTA U BUJIbI 1aT?

KakoBbl cocTraBHBIE YacTH PETUCTPAIMOHHOTO HOMEpa JOKYMEHTa | IOPSAOK €ro Impo
MPOCTaBIICHUS?

[Topsanok anpecoBaHus JOKYMEHTa

TpeboBanust K Pe30TIOIUH U MOPAIOK €€ 0(OPMIICHHUS.

TpeboBanust K 3aro0BKY JOKYMEHTa?

[Mopsanox odopmiieHUs: TPUTOKEHUHN K JOKYMEHTY

[Topsanox odopmiieHus corinacoBaHusi JOKYMEHTa

[Topsiok npocTaBieHus Ha TOKYMEHTAX MEYaTEH.

OTMeTKH, MPOCTaBJIsiEMbIE Ha BXOISIIEM JOKYMEHTE, MOPSI0K UX 0(hOPMIICHHS.

Dtarnbl TOATOTOBKU JoKkyMeHTa. OO1ue TpeOOBaHUsI K TEKCTY TOKYMEHTA.

Kax odopmiisercs B TEKCTE CChIIKA HA IPYTOil TOKYMEHT?

B uem ocoOeHHOCTH 0hOpMITEHUS TEKCTOB OYXTajlTepCKUX JOKYMEHTOB?

B uem mpeumymiectBa odopmiieHHs TOKYMEHTOB Ha KommbioTepe? Kakue mporpamMmmbl MOTyT
WCIIO0Jb30BATHCS MPU MOATOTOBKE JOKYMEHTOB Ha KOMIIbIOTEpE?

Kakas mocrossHHas wH(pOpMAaIMsS AOKHA OBITH 3all0)K€HAa B KOMITBIOTED JJSl COCTaBICHUS
NokyMeHTOB? OCOOEHHOCTH COCTaBJICHHsI TaOIUIl HA KOMIIBIOTEPE.

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

Kakoe 3naueHre uMeeT MopsIoK CIOB B CIYKeOHBIX JokyMeHTax? Kak chenars TeKCT MOHSATHBIM
1 yOeuTenbHbIM?

Bupl opraHu3aioHHBIX IOKYMEHTOB, UX OCOOCHHOCTH COCTAaBJICHHUS U OPOPMIICHUSI.

Buapl paciopsauTenbHBIX JOKYMEHTOB, OCOOCHHOCTH WX COCTaBIICHUS U 0()OPMIICHHSI.
OcobenHocTH OPOPMIICHHS U COCTABIICHUS ITPOTOKOIA.

OcobenHocTH 0POPMIICHHS U COCTABIICHUS aKTa.

OcobenHoctr 0(hOPMIICHHS U COCTABIIEHUS JTOKJIATHON 3aIHCKH.

OcoOenHocTr 0OPMIICHHUS U COCTaBICHHS OOBSICHUTEIHHON 3aMUCKU.

OcobenHocTH 0(hOPMIICHHSI i COCTABIICHHUS CITPABOK.

OcoOeHHocTH OQOPMIICHHUS U COCTABJICHHSI CITY)KEOHBIX MHUCceM. Pa3HOBUIHOCTH MHCEM.
OcoOenHocTr 0OPMIICHHUS U COCTABICHUS TEIErpaMM.

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

KaXXI0ro u3 Hux?
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47. Kakue TpeboBanus npeabsaBisatoTcs kK [Tonoxkenuto o cyx6e pemonpousBoacTBa? Kakora
cTpykTypa Tekcra [lomoxxenus?

48. TpeboBaHUS K TOIDKHOCTHBIM UHCTPYKIIHUSM, 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 [TOHATHE «IOKYMEHTOO000POT»?

51.OpraHu3anioHHbIe JTOKYMEHTBI, ONMPEACISIONIUE MOPSIOK JBIKEHUS JOKYMEHTOB B OpraHU3allud
(pupme)?

52. OcHOBHbIE MTpaBUIJIa OpraHU3aluu J0KyMeHTo000poTa?

53. Kakue 0CHOBHBIE TOTOKH JJOKYMEHTOB MOYKHO BBIZICIIUTh B OPraHU3AIMU U B YEM UX 0COOEHHOCTH?

54. 3navyeHue MpeABapUTEIbHOIO MPOCMOTPA U paclpeieseHus] MOCTYNUBIINX JOKYMEHTOB M KaK OHHU
MPOBOJATCS?

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

56. Kakue naHHbIe 0 JOKYMEHTE 3aITMCBHIBAIOTCS B MPOIIECCE €T0 PETUCTPAIAH?

57. @OpMBI perucTpaluu J0KyMEHTOB.

58. JIocTOMHCTBA ¥ HEJIOCTATKH KYPHAIBHON M KQpTOTEYHOU CUCTEMBI PETUCTPAIIMH JOKYMEHTOB.

59.Tpagummonnas ¢hopma WH(GOPMALIMOHHO-CIIPABOYHON KapTOTEKH, ee pasnenurenu. [IpemmymiecTBa
BeJICHUS] HH(POPMAIIMOHHO-CIIPABOYHOM pabOThl B aBTOMAaTHU3UPOBAHHOM PEXKHIME.

60. Ilo kakiM TaHHBIM O IOKYMEHTE MOKET HaBOJUTHCS CIPaBKa B aBTOMAaTU3UPOBAHHOM pexUME?

61. Uto Takoe KOHTPOIb 32 UCTIOJTHEHHEM JTOKYMEHTOB?

62. Kakum 00pa3oM cTpoUTCS U BEAETCS CPOKOBasi KapToreka?

63. OcoOeHHOCTH BeACHMS JIEIOMPOU3BOJICTBA MO OOpalleHUsIM TpakaaH (perucrpamus, CpOKu
PaccMOTpPEHHUs], MOPSIOK KOHTPOJIS 32 UCIIOIHEHUEM).

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

65. Cpoku XpaHCHHS JIC]L.

66. Uto monmmaercs mox ¢opmupoBanuem aen? Kak pacronararoTcss JOKYMEHTBI BHYTpU Jeina’?.
[Mopsimok xpanenus nen?

67. Uto moHWUMAaeTcs TMOJ OSKCIEPTU30H IICHHOCTH JOKYMEHTOB? (OCHOBHBIC KPHUTEPHH OICHKU
IoKkyMeHTOB. KTo mpoBOAMT SKCIIepTU3y HEHHOCTH JOKYMEHTOB?

4. MeToauveckue MaTepPUAJIbI

Jnst obecmedeHus mpomecca OOydeHHs M peLIeHHs 3a7ad OOydYeHHS HCIOIb3YIOTCSA CIIEAYIOLIe
MaTepHajbl, HIECHTUYHbIE H3JIOXKEHHbIM B Pabouell mnporpamMme y4eOHON IMCHMIUIMHBI «OJIEKTPOHHBIN
JTIOKYMEHTO000pOT», 1. 12:

- METOANYECKUE MATEPHUAIIbI, ONPEACIISIOIINAE IPOLEAYPBI OLIEHUBAHNS 3HAHUN, YMEHUI, HABBIKOB U
(uru) ombITa JIESTEIBHOCTH, XapaKTEPU3YIOLINX JTarbl GOPMUPOBAHUST KOMIIETEHIIUI, B COCTaBe:

4.1 OcHoBHAas JIUTEpPATYypa

1. MuponoB A. H.: Horapuar Yue6Hoe mocobue / A. H. MupoHoB. - 3-e u3., ucrp. u Jo1. - M.:
D®OPYM, 2012. - 224 c. - (10 k3. B oubauorexke TYCVYP).

2. [llam6a T.M. Horapuar B Poccuiickoii ®eneparun Yuebnuk / T. M. [llam6a, B. H. Kokun, H. T.
[Mamb6a; pexn. I'. I'. YepemusIx. - 3-e u3f., nepepad. - M. : Hopma, 2011. - 304 c. - (20 5k3. B 6ubimoreke
TYCVYP).

3. Ky3nenos U. H. JlokyMeHTalMOHHOE 0OECIIeYeHUE YIIPABICHUS B ICJIOMPOU3BOICTBO Y UCOHHK IS
6akanaBpoB / W. H. Ky3nernos. - M. : IOpaiir, 2012. - 576 c. - (26 5k3. B 6ubnuotexke TYCVYP)
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4.2 JlomoJIHUTeJbHAs JIUTEpaTypa

1. AunapeeBa B. WM. Jlenonpou3BOACTBO: OPraHU3aIis U BeICHHE: YIeOHO-ITPAaKTHUECKOE ITOCOOUe JIst
By30B / B. W. Aunpeesa. - 3-e uz., nepepad. u gotm. - M. : KnoPyc, 2010. - 294 c. (16 5k3. B 6ubimoreke
TYCVYP),

2. Kupcanoa M.B. CoBpeMeHHOE IeII0Npon3BOACTBO: YueOHoe mocooue / M. B. KupcaHosa ;
Poccuiickas akageMmus rocymapcTBeHHOU cinykObl nipu [Ipe3unaenre PO, Cubupckas akamgemMus
roCyJAapCTBEHHOM CIIykOBbI. - 4-¢ u31. - M.: UHOPA-M, 2012. - 320 c. . (20 k3. B OubauoTeke
TYCVYP),

3.AxcenoBa K. H. JlIokyMeHTUpOBaHHE YIIPABICHUYECKON AEATEIBHOCTH : yueOHoe mocodue /

K. H. AxcenoBa ; @enepanbHOe areHTCTBO MO 00pa3oBaHWi0, TOMCKHIH TOCYIapCTBEHHBIH
VHUBEPCUTET CHCTEM YIPABICHUS W PaarodieKTpoHuku, Kadenapa sxoHoMukw. - Tomck :
TMIJIO, 2006. - 119 ¢ : (16 3k3. B bubmmorexke TYCVYP).

4.3 Y4yeOHo-MeToau4ecKHe NMOCOOMS U MIDOrPaAaMMHOE o0ecreueHnue
Jiis obecriedeHust TUCIUTUIMHBI HCIIOJIB3YIOTCS CIIEIYIONINE YIeOHO-METOAHYECKUE TTOCOOHS:

1. Hukonaesa  JI.M. Jlenompous3BojacTBO: MeToaudeckue peKoOMEHAAlMM K  OpraHu3aluu
caMoCTOsITeNbHOM  paboTel  crynmeHToB,- 2012. - 18c. [DnektponHnsiii pecypc] URL.:.
http://edu.tusur.ru/training/publications/1658;

2. Huxomnaesa, JI. U. JlenonpusBoactBo: Meronudyeckiue peKOMEHIAUU K JIaDOpaTOPHBIM 3aHATUAM
[2nextponnslii pecypce] / Hukomnaesa JI. 1. — Tomck: TYCVYP, 2012. — 24 ¢. — Pexxum goctymna:
https://edu.tusur.ru/publications/1701.

3. Kazakesnu  JL.M. Jlenompou3BOACTBO: Y4eOHO-METOAMYECKOE MOCOOME K MPAKTUYECKUM
3aHATUSAM 10 AucHUIUIMHE "J[enonpou3BOJACTBO B COIMAIbHOM pabore" uisi  CTYIEHTOB
cnermanibHocTr  "ConmanbHass pabora" rymanutapHoro dakymereta / JI. W, Ka3zakeBwuu;
®denepanbHOE areHTCTBO MO 00pa3oBaHHiO, TOMCKHII TOCYJapCTBEHHBIN YHUBEPCUTET CHCTEM
VIpaBIeHUST U paaroNIeKTpoHuKkH, Kadenpa ucropun u conmansHoit padotel. - Tomck : TYCVYP,
2007. - 38 c.: (50 ok3 . B 6ubanorexke TYCVYP).

IIporpammHoe obecnieyenne (B pacuere Ha OJIUH KOMIIBIOTEP):

1. Omnepanuonnas cuctema Bepcuu He Hike Windows XP;

2. Tlaker mporpamm Microsoft Office wmu Open Office;

ITporpammuoe obecrieuenue ar00bie oneparnonHas cucrema (Windows, Linux) u 6paysep s
pabotsl B IHTEepHET.

ba3bl JaHHBIX, HHPOPMALIMOHHO-CIPABOYHbIE M NTOMCKOBbIE CHCTEMBbI

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

2. Undopmanmonno-npasoBoit mopran APAHT [DnexTponHslii pecypc]. Pexum
nocryma http://base.garant.ru .
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