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1 ]_le.]'ll/l H 3aJa4Y1 OCBOCHUA JUCHHUITIJIMHbI

eanb (eH) OCBOCHHS TUCITATUIMHBI:

- ¢opmMupoBaHUEe y OOYyYaIONIMXCS 3HAHHI MPABOBBIX, HOPMATUBHBIX W OpPraHU3AIMOHHBIX OCHOB
JIOKYMEHTAITMOHHOTO O0ECIIeUeHUs yIIPABJICHHS;

- IpruoOpeTeHre y 00yJarOIIUXCs HABBIKOB COCTABJICHUS U 0POpPMIICHHUS JOKYMEHTOB;

- ¢opMmHupoBaHHE Yy OOYYAIOIIMXCS HABBIKOB TNPUMEHEHHS JOKYMEHTOB B pealld3aluu
YIpaBIEHYECKUX (PYHKIUH.

3agaun:

- H3y4Y€HHE OCHOBHBIX HOPMATHUBHBIX M METOAMYECKHUX JIOKYMEHTOB B paMKaxXx HW3Y4YCHUS
JTUCIUTIINHBI «J[OKyMEHTAIlMOHHOE 00ECTICUCHHE B YITPaBICHUN KaueCTBOM;

- n3y4eHue (HOpPMBI U COACPKAHUS YIIPABICHISCKUX IOKYMEHTOB, CHCTEM JTOKYMEHTAIINH, & TAKXKE
JBIDKEHUS TOKYMEHTOO0OpOTa B OpraHU3aIINH;

- coCTaBJICHHE U O(OPMIICHHE PA3IMYHBIX BHJIOB JOKYMEHTOB B COOTBETCTBUU C PEKOMEHIAIMSIMH
HallMOHAJIBHBIX CTAHJAPTOB U ONPEICIICHNE UX IOPUANIYCCKON CHIIBI.

2 MecTo AUCHUILUINHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl

JlucuuiuiiHa OTHOCUTCA K 00s3aTeNIbHBIM JUCLUILIMHAM (MOAYJISIM) BapuUaTHBHOM yactu Ojoka 1
«JlucuuminHbl (MOYIIN)»

[IpepexBuzuthl aucuuiuiuubl: b.1.B.O/].1 Beeoenue 6 cneyuanvnocms, b.1.B.O/[.2 Ilpasosvie
OCHOBbL YNPABIEHUSL KAYEeCMBOM

[ToctpexBu3uThl quctuminuuel: b.1.B.O/.6 Texunonozus pazpabomxu cmanoapmos u HOPpMAmMueHou
odoxymenmayuu, b.1.B.0/].20 Hopmuposanue mouHocmu

3 TpeGoBanus k pe3yjabTaTaMm 00yYeHUs MO TUCHUILINHE

Hpouecc HU3YyYCHUS NUCHUIIJIMHBI HAITPABJICH HaA (I)OpMI/IpOBaHI/Ie CICAYIOHIUX PE3YJIbTAaTOB O6y‘IeHI/I}I

HJ'IaHI/IpyeMBIe PE3YIbTAaThI 06yquI/15{ MO0 JUCHUIINIMHE, XapaKTCPHU3YIOIHEC

. dopmMupyeMble KOMIIETEHIIUN
sTansl GOPMUPOBAHNS KOMIIETEHITUH

3HaTh: ITK-9 cnocoGHOCTBIO BecTH

- TEPMHUHOJIOTHIO JEONPOU3BOICTBA B 00JACTH KauecTBa; HEO0OXO0IUMYIO TOKYMEHTALINIO

- COICpaHUE 3aKOHOJATEJIbHBIX M HOPMAaTHUBHO-METOJUYECKHX |10 CO3JaHUI0 CUCTEMBI
JOKYMEHTOB TI0 OpraHU3aluy JOKYMEHTAllMOHHOro oOecredeHus B|oOecreueHus KauecTBa u
yIIpaBJIEHUH KaueCTBOM; KOHTPOJIIO €€ 3PPHEKTUBHOCTH

- OCHOBHbIE TpeOoBaHMS K O(OPMIIEHHIO  YIIPaBICHUYECKUX
(OpraHn3anMOHHO-PACIIOPSIAUTENBHBIX ) JOKYMEHTOB 10 Ka4ECTBY;

- TpaBUJia COCTaBJIeHUS U OG(OpPMIIEHUS pa3IUYHbIX BHJIOB
JOKYMEHTOB.

Ymersn:

- MIOJIb30BAThCS N3YUYEHHBIMH CTaH/IaPTU3UPOBAHHBIMU TEPMUHAMU;

- IPUMEHATH HA MPAKTUKE HAllMOHAIbHbBIE CTAHAAPTHI U JIpyrHe HOp-
MaTHBHO-METOJIMYECKUE JIOKYMEHTBHI, PErIaMEHTHPYIOLIHE OpPraHU3alHIo
JIeJIONPOU3BO/ICTBA,;

- COCTaBIISITh U NMPAaBHJIBHO O(GOPMIIATH JTOKYMEHTHI B 3aBUCHUMOCTHU
OT Ha3HAuU€HUs, COEPKAHUSA U BUAA JOKYMEHTAa B COOTBETCTBUU C PEKO-
MEH/IalUSIMH HAIlMOHAJIBHBIX CTaHAAPTOB;

- OpraHu3oBaTh WH(OPMALHMOHHO-CIPABOYHYIO CHUCTEMY IO JOKY-
MEHTaM OpTraHu3aIH;

- OpraHU30BaTh TEKYIee XpPaHEHHE U YHUUYTOKEHUE IOKYMEHTOB.




[Tnanupyemsble pe3ynbTaThl 00y4eHHs 110 JUCHUIUIMHE, XapaKTepU3yIoIre
sTanbl GOPMUPOBAHUS KOMIIETEHITHA

DopmMupyeMbIE KOMIIETEHLIMU

Baajners:
- HaBBIKaMU Pa3pabOTKU BHYTPEHHUX HOPMATHUBHBIX JTOKYMEHTOB;

- HaBbIKaMU TPUMEHEHHUS KOMIBIOTEPHON TEXHOJIOTUHU B JENIOMPON3-
BOJICTBE U METOJIaMU 3alIUTHl HHPOPMAITUH;

- mpaBuiIaMu 0OpPMIICHHS JOKYMEHTOB MPU UCIOJIb30BaHUU TEXHU-
YECKUX CPEJICTB.

4 CTpyKTYpa U coJepkaHue JUCUUIIIHHbI

4.1 CTpykTypa 1M CUHIIIHHBI

OO0mias TpyA0eMKOCTh JUCIUIUIMHBI COCTABISIET 3 3a4eTHHIX enunuil (108 akageMudeckux 4acos).

TpynoeMKoCTb,
Bun pabotbt aKaJIeMIYECKHUX 9aCOB
4 cemecTp BCETO
Oo0mas Tpy10éMKOCTh 108 108
KonTakTHas padora: 34,25 34,25
Jlexmum (J1) 18 18
ITpaktryeckue 3anstus (I13) 16 16
ITpomexyTouHas aTTectanus (3a4eT, SK3aMeH) 0,25 0,25
CamocTrosiTesibHasi padora: 73,75 73,75
- HanucaHnue peghepama (P)
- CAMON0020mosKa (Mpopabomka u nO8MopeHue 1eKYUOHHO20 MAmepuala u
mMamepuana y4eOHuUKo8 u y4eOHblX nocooull;
- H0O20MOBKA K NPAKMUYECKUM 3AHAMUSIM,
- N0020MOBKA K PYOEesCHOM) KOHMPOJIIO U M.N.)
Bua uToroBoro KOHTpoJIA (3a4eT, IK3aMeH, 11 depeHITUPOBAHHBIH 3a46T
3a4er)
Pazensr quCHMIUTNHEL, U3ydaeMble B 4 ceMecTpe
KonmuecTBo yacos
Ne HaumeHnoBanue pa3aenon ayAutopras BHeay/I.
pasnena BCETO pabota
T 113 | 7P pabora
1 Brenenue. Llenu u 3agaun u3yueHus TUCHUTUIAHEIL. 30 2 2 24
I'OCT P 7.0.97-2016; CTO 02069024.101-2015
2 OcHoBHBIE TpeOoBaHMs K 0(OPMIICHUIO 32 6 6 20
VIIPaBICHYCCKUX OpTaHU3aI[MOHHO-
pacniopsautenbHbIx 10KyMeHTOB (OPJI). Cuctemsl
nokymentanuu OPJl, ux cocraBnenue u
oopmieHne
3 JIoKyMeHTaIMOHHOE 00ecTieueHne CHCTEMHOTO 46 10 | 6 30
yrnpaBieHus kKadecTBoM. CoCTaB TIOKyMEHTAIIUU
cucteMm ynpasineHus kadectsoM (CYK).
CTpyKTypa U MOpsAI0K pa3pabOTKH OCHOBHBIX
nokymeHToB CYK.
Wroro: 108 18 | 16 74
Bcero: 108 18 | 16 74




4.2 Cogepxxanme pa3iejioB IHMCUUNINHBI

Ne 1 Beeaenme. Ileau u 3amaum usydyenusi aucuumaunsl. 'OCT P 7.0.97-2016; CTO
02069024.101-2015. Ilenb, 3amauu, npenMeT, OOBEKT H3YYEHHUS IUCLMIUIMHBIL. Bbliada KOHTPOJIBHBIX
BoIpocoB U pekoMmenayemoit auteparypsl. 'OCT P 7.0.97-2016 «Cucrema crtangapToB mo uHMOpMaIuH,
OUOIMOTEYHOMY U U3JaTelNbcKOMy Jeny. OpraHu3alMoHHO-PacIopsANTENbHAS JoKyMeHTanus. TpeboBanus
K odopmieHuto nokymMeHTOBY». OOmue TpeboBaHus W mpaBuiaa ogopmieHus cryaeHdeckux pador (CTO
02069024.101-2015)

Ne 2 OcHoBHble TpeOOBaHMSI K OG(GOPMJIEHHI0O YNPABJEHYECKHX OPraHU3alUOHHO-
pacnopsaanTeabHbIX J0KyMeHTOB (OPJl). Cuctemsbl noxkymenranun OPJl, ux cocraBiienue u ogopm-
Jenue. Envnpie TpeOoBaHus K OlaHKaM JOKYMEHTOB. Buabl 61ankoB, [IpaBuna odopmieHus: 10KyMEHTOB
IIPU UCTIONIb30BaHUM TeXHUYECKUX cpencTB. CoctaB pekBu3nuToB AokymentoB OPJI. IIpaBuna odopmieHus
PEKBHU3UTOB 3aroJIOBOYHOM YacTH JTIOKYMEHTa: yrioBoe, MpojaosibHoe. TpeboBaHus K TeKCTaM JTOKYMEHTOB.
[Tonnucanue u yTBepxaeHue JOKyMeHTOB. CorjacoBaHue JOKYMEHTOB. MIeHTH()HUKATOP 3TIEKTPOHHOM KO-
nuu 1oKymeHta. CuCTeMbl OpraHU3allMOHHO-TIPAaBOBON JAOKyMeHTanuu. Haznauenue u coctaB opraHu3aiu-
OHHO-TIPaBOBOM nokymeHTauuu. CucreMa pacropsiAuTeabHON JokyMeHTauuu. HazHaueHue u coctas pacrio-
psaauTensHOM JokyMeHTanuu. CucreMa crpaBOYHO-WH(OPMALMOHHON JoKyMeHTauuu. Haznaduenue u co-
CTaB OpraHU3alMOHHO-CIPABOYHOM JOKyMeHTaluu. CUCTEMbl OpraHM3alMOHHO-IIPABOBOM TOKYMEHTAlUU.
Haznauenune u coctaB opraHu3alliOHHO-TIPABOBOM JOKyMeHTaluu. CrucremMa pacrnopsaIuTeNIbHON JOKyMEH-
tauuu. HazHaueHue u coctaB pacnopsAUTeNbHON nokymMeHTauuu. CucreMa cripaBoOuYHO-MH(GOPMAMOHHON
nokyMeHTanuu. Ha3HaueHue u cocTaB OpraHu3alioOHHO-CIIPABOYHOM JTOKYMEHTAIUH.

Ne 3 JlokymMeHTallMOHHOe o0eclieyeHre CHCTEMHOr0 ynpasJjeHus kauectBoM. CocTaB J0OKyMeH-
Tanuu cucreM ynpasjeHusi kKauectBoM (CYK). CTpykrypa u nopsiiok pa3padloTKu OCHOBHBIX JOKY-
MenToB CYK. 3HaducHHE JOKYMEHTAIIMU B COBPEMEHHOM IIPE/ICTABICHUH YIIPaBICHUs KauyecTBOM. Tpebo-
BaHUA K COAEPKAHUIO JOKYMEHTAIMK 1o KadecTBy. Knaccudukanus cucrem nokymeHtauuu. Hopmatupnas
U TEXHHYECKas JIOKyMEHTAllUs CUCTEMBbI yrpaBieHHs kauyecTBOM. CocTaB U B3aMMOCBSI3M HOPMATUBHOM U
texHnyeckor nokymeHntauuu CYK. Bunbpl JOKyMEHTOB, BKIIIOYAIOIIAasi COBPEMEHHAsI CUCTEMa YIPABJICHUS
KauecTBOM: IOJIMTHUKA U LENHU B 00J1acTU KadecTBa; PyKOBOACTBO IO KauecTBY; JIOKYMEHTHPOBaHHbIE IPO-
HeAypbl; JOKYMEHThI HeoOxoauMmble sl oOecriedyeHUs 3(PGEKTUBHOTO IUIAHUPOBAHUSA, BBHIMOJHEHHS U
yIpaBieHUs MpolieccaMu; TpeOyeMble 3alucy U JOKYMEHTHI 10 uX ynpasieHuto. Llenb u 3agaun 1oKymeH-
TalMu CUCTEMBbI KauecTBa. Pa3eneHue KoMIiekca JOKYMEHTAIlUU CUCTEMBl yIIPaBICHUs] KaYeCTBOM Ha OC-
HOBOTOJIararonye, o0me U crenuaibHble JOKYMEHTHI. VX XapakTepucTHka, TpeOOBaHHS, CONEpKaHUE U
HazHauyeHue. [lonutuka u nenu B o01acTu kauecTBOM. TpeboBaHUs, MpeabsBiIseMble K pazpadorke [lonutu-
KM B obsactu kayectBa. Llenn u 3amaun [lonutuku B o01acTu kadecTBa. Y TBepKIAeHUE U npuMeHenue [1o-
JUTHUKH B 00J1acTH KadecTBa. PykoBoacTBO 1o kayectBy. CTpykTypa U coep:kanue PykoBojcTBa mo kade-
ctBy. O6nacth mpuMeHeHus. JloKyMeHTHpoOBaHHbIE Mpoleaypbl. VX CymIHOCTh W HOPSAIOK CO3JaHUS U
BHenpeHus. [lnansl no kayectBy. Koop/iMHaLMOHHBIE, TEHTOUHBIE U CETEBbIE TUIaHbl. LleneBbie mporpamMmsl
1o kauecTBy. Pa3zpaboTka 1eneBbIx nporpamm kaudectBa. 3anucu. Coaep:kaHue U BeleHue 3anuceid. Buece-
HUE€ U3MEHEHUH. Perucrpanus, XxpaHeHue U YHUUTOKEHUE TOKYMEHTOB.

4.3 [lpakTuyeckue 3aHATHA (CEMUHAPDI)

Ne Kon-Bo
Ne 3ansaTHa Tema
paszgena 4acoB

1 1 [TpaBuna opopmienus cryaenyeckux pador cornacao CTO 101- 4
2015

2 2 W3ydyeHre HOpMaTUBHO-METOANYECKOM 0a3bl JOKYMEHTUPOBAHHOTO 6
o0ecreyeHns yrnpaBJIeHUs TOKyMEHTaMU

3 3 [TpaBuia opOpMIICHHS U COCTABIICHHS CTPYKTYPHI 6
JIOKYMEHTAIIMOHHOW CHCTEeMBbI KauecTBa. M3yueHue TpeboBaHMi K
ynpasieHnto qokymentanuen CMK.
Hroro: 16




5 Y4yeOHO-MeTOAMYECKOE 00ecTIeUeHHe TUCITHIIINHBI
5.1 OcHoBHas auTEpaTypa

1 KupcanoBa, M.B. CoBpeMeHHOE J1eJI0NIPOU3BOICTBO: yueObHoe mocobue as By3oB /| M.B. Kupca-
HOBA. - 4-¢ u3na. - M.: UH®PA-M.; HoBocubupck; Cubup. cornamenue, 2008, 2010 r. — 312 c.

2 KprokoBa, H.I1. JlokymMeHTHpOBaHHE YIPaBIEHYECKOH eATeNbHOCTH: yuel. mocodue ams By30B /
H.IT. KprokoBa. — M. : UH®PA-M, 2008. — 268 c. — (Bricmiee o6pa3oBanue). — ISBN 978-5-16-003134-7

5.2 JlonosiHuTE/IbHAS JINTEPATYpa

1 beikoBa T.A., Bsanosa JI.M., Cankuna JI.B. JlenonpousBoacto: YueOuuk. — 3-¢ u3j., nepepad. u
not. / Ilox o6mr. pen. npod. T.B. Kysuerosoii. — M.: UHOPA-M, 2012;

2 KysnenoBa T.B., Cankuna JI.B., beikoBa T.A. JlokyMeHTalMOHHOE OOECTICUCHHE YIPABIICHUS:
Yuebnuk. — M.: MIIDIP, 2007;

3 AnnpeeBa B.U. Ilpaktuka nenonpou3BoACTBa: OpraHU3alus U BeaeHUe: YUueOHO-TIPaKTUy. Moco-
6ue. — M.: KnoPyc, 2006.

5.3 llepuoanueckue u3gaHusi

5.3.1 Cranmaptel u kadectBO+Business excellence/ JlemoBoe coryameHue: KOMITICKT. — M.:
ArenrctBo «Pocreuarsy, 2016.

5.3.2 Metoapl MEHEIKMEHTa KauecTBa : )KypHall. - M. : ArentctBo «Pocneuarsy, 2016.

5.3.3 3akoHozAaTeNbHAs U MPUKIIAIHAA METPOJIOTHSA : )KypHal. - M. : ArentctBo «Pocneuatsy, 2016.

5.3.4 [lenonpou3BoCcTBO : )xypHal. - M. : AK-C, 2016.

5.3.5 Jlenompou3BOJICTBO U JIOKYMEHTOOOOPOT Ha MPEANpUATHU : KypHal. - M. : ATEHTCTBO
«Pocrieyatsy, 2016.

5.4 UnTepHeT-pecypcsbl

5.4.1 www.quality.eup.ru — Caiit 0 MEHE/UKMEHTE KauecTBa;

5.4.2 www.kachest-vo.ru — CaiiT, mocBAIIEHHbBI MCHE/DKMEHTY Ka4eCcTBa;
5.4.3 www.funnycong.ru — leonpounsBoactBo. CaliT 0 Jenonpor3BOACTBE
5.4.4 www.workpaper.ru — caift «J{okyMeHTO000pOT ¥ JIeTIOPOU3BOACTBOY;
5.4.5 www.delcomp.ru — Caiit «/lenonpon3BOACTBO Ha KOMITBIOTEPEY;

5.4.6 www.bizneshaus.ru — Caiir «KampoBsle BOMpOCH» (HOPMATHBHBIC JOKYMEHTHI IO
JIEIIONPOU3BOJICTBY);

5.4.7 www.qgost.ru — Caiitr denepabHOTO areHTCTBA M0 TEXHUUYECKOMY PETYIHPOBAHUIO

5.4.8 www.vniis.lu — Caiir BcepoccHiiCKOTO — Hay4HO-HCCIIEOBATEIbCKOTO  MHCTUTYTA
cepTuduKan

5.5 IIporpammHoe olecmnedyeHue, nMpogecCHOHATbHBbIC 0a3bl JAHHBIX M HMH(pOPMAIMOHHBIE
ClIpaBO4YHbLIC CHCTEMbBI COBPEMEHHBIX I/IH(l)OpMaIII/IOHHLIX TEeXHOJIOT Uil

1. Onepanmonnas cucrema Microsoft Windows

2. ITaket Hacronpubix mpuiaoxenuit Microsoft Office (Word, Excel, PowerPoint, OneNote, Outlook,
Publisher, Access)

3. Texnopma / JlokyMeHT [DieKTpOHHBIN pecypc] : [cucTeMa mporpaMMHBIX mpoaykToB] / OO0
I'mocuc-Cepsuc, ®bY KB® Hurepcrangapr. — Bepeusa 1.11.36. — DnexrpoH. naH. u nporp. — [Mocksa;
Cankt-ITerepOypr], [1999-2013]. — Pexxum nocTyna ocymiecTBiseTcs B iokanbHO# cetn OI'Y.


http://www.quality.eup.ru/
http://www.kachest-vo.ru/
http://www.funnycong.ru/
http://www.workpaper.ru/
http://www.delcomp.ru/
http://www.bizneshaus.ru/
http://www.gost.ru/
http://www.vniis.ru/

4. Koncynprant Ilmoc [DnekTpoHHBIM pecypc| : cmpaBouHO-TipaBoBas cuctema / Kommanus
Koucyasrant ITnroc. — Dnekrpon. maH. — Mocksa, [1992-2016]. — Pexxum gocTyma : B JIOKAJIbHOW CETH
OTI'Y \WileserverI\!CONSULT\cons.exe

5. l'apant [ DnexkTpoHHBIA pecypce] : cripaBouHo-mipaBoBas cucrema / HIIIT I"apanT-CepBuc. — Dmnek-
TpoH. 1aH. - Mocksa, [1990-2016]. — Pexxum noctyna \\fileserverl\GarantClient\garant.exe B iokansHO#M
cetu OI'Y.

6 MaTepnaﬂbno-TexnnquRoe obecrneyeHue AUCHHUIIIMHBI

VY4eOHble ayTUTOPUU JUIsl MPOBEICHUS 3aHATHHM JEKIMOHHOIO THIA, CEMHUHAPCKOrO THUIMA, IS
MPOBEACHUS TPYNIOBBIX U HMHAUBUAYAIbHBIX KOHCYJIbTAIlMM, TEKYIIETO KOHTPOJIA U MPOMEKYTOUHOU
aTTecTaluu.

AyIUTOpUN OCHAIICHBI KOMIUICKTAMH YUYEHUYECKOW MeOenu, TeXHHISCKUMH CPEIICTBAMU O0YyUYCHUS,
CIIy>KalllUMU /715l IPeCTaBlIeHUs yueOHoM nHpopMauu 60JIbII0N ayAUTOPHH.

[Tomemenue 1Jis CaMOCTOSITENILHOM Pa0OThI O0YYAIONIUXCS OCHAIICHO KOMITBIOTEPHOW TEXHUKOM,
moAKIoUeHHONM K cetn "MHTepHer" W oOecrieueHHeM J0CTyla B JJICKTPOHHYIO HH(POPMAIMOHHO-
obpazoBarensHyt0 cpeny OI'Y.


file://fileserver1/!CONSULT/cons.exe
file://fileserver1/GarantClient/garant.exe
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