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[osicHuTenbHas 3anMCKa

Qonj oueHounblx cpeacts (nanee — POC) it OPOMEXYTOYHOH aTTECTAlMM IO AUCLUILIMHE «/JleIonpou3BOJCTBOY»
pa3paboTaH B COOTBETCTBHHM ()eliepalbHBIM TOCYIAPCTBCHHBIM 00pa30BaTENbHBIM CTAaHIAPTOM BBICIIET0 OOpa3oBaHHUS —
GaxasaBpuar 1o HarpasieHuIo moaroToBku 44.03.05 [exarornyeckoe oopazoBanue (¢ AByMS NPOQHIISIMH ITOJATOTOBKHN). Y TBEPKIEH
nmpukazoM MunucTepcTBa 00Opa3oBaHMs M Hayku Poccuiickoit ®enepamun ot 22 ¢eppans 2018 r. No 125, ocHoBHOI
npodeccuoHanbHOM  00pa3oBaTeNbHOl IporpaMMoil  BbICIIETO 00pa3oBaHUS 10 HANpaBlIeHHIO HOAroToBKU: 44.03.05
[Menarorndyeckoe oOpazoBanue (¢ AByMs MPOQUISIMU TIOATOTOBKH), HAPaBJICHHOCTH (TIpoduiib): « DIkoHOMHKa» U «H(popMaTHKay,
¢ yderoM TpeboBaHuil mpodeccuonanpHoro crangapra «llegaror (memaroruueckas AEATENbHOCTh B cdepe AOLIKONBHOIO,
HAYaJIbHOTO OOIIEro, OCHOBHOTO OOILEro, cpemHero oomero oopa3oBaHus) (BOCIIUTATENb, YIUTENb)», YTBEPKACHHBIH MPUKA30M
MuHncrepcTBa Tpyla U couuanbHOM 3amutel Poccuiickoil ®enepanuu ot 18 okrabdps 2013 r. Ne 544n (3aperucrpupobaH
MunuctepcTBoM rocTunui Poccuiickoit @enepanun 6 nekadps 2013 r., perucrpanuonusiii Ne 30550), ¢ u3MeHEHUSIMH, BHECCHHBIMHU
npuka3aMd MuHucTepcTBa Tpyda U couuanbHOM 3amuThl Poccuiickoit ®enepanuu ot 25 npekabps 2014 r. Ne 1115H
(3apeructpupoBan MuHHcTepcTBOM rOcTUIMK Poccutickoit @eneparmu 19 despans 2015 r., perucrpauuonusiii Ne 36091) u ot 5
aBrycta 2016 1. Ne 422n (3apeructpupoBaH MuHuctepcTBoM toctuiuu Poccuiickoit ®enpepanuu 23 asrycra 2016 r.,
peructpannonnsiidi Ne 43326).

Lens @OC 11 NpOMEXKYTOUHOH aTTECTALMU — YCTAaHOBICHUE YPOBHS C(OPMUPOBAHHOCTH KOMIETEHIIUH

Komnerennus WuaukaTop

IIK-4 Cnocobnocts yuactBoBarh B | IIK-4.1. 3Haer: 3aKOHOMEPHOCTH OCYLIECTBJICHHUS OpPraHU3allMOHHO-YIIPABICHYECKON
pa3paboTKe M peayr3alliy MPOrpaMMbl | JESTEIFHOCTH B 00pa3oBaTelIbHON OpraHW3alldd W YIPaBICHHH O0OpPa30BaTEIbHBIM
pa3BUTHS 00pa3oBaTeIbHON | IpoleccoM

OpraHu3aluu u agammse | [1K-4.2. YmMeer: oOCylIeCTBIATh JACHCTBHA TI0 CTPATETMYECKOMY, IPOCKTHOMY H
3} heKTUBHOCTH 3aHATHI M MOAXO0B K | ONEPaTHBHOMY YIIPaBJICHUIO O0Opa30BAaTENbHON OpraHm3anueil u 00pa30BaTebHBIM
00Y4YEHHIO ¥ BOCTHTaHUIO IPOLECCOM B HEH

3amaun ®OC i1 MPOMEKYTOYHOH aTTecTalii - KOHTPOJIb KayecTBa M YPOBHS JOCTIDKEHHS Pe3yJIbTaTOB OOYUCHHS IO
(hopMHpYEMBIM B COOTBETCTBUH C Y4€OHBIM IIJIAHOM KOMIICTCHIIUSIM:

ITK-4 CriocoOHOCTb y4acTBOBATh B pa3pabOoTKe U pealn3alluy IPOrpaMMbl Pa3BUTUs 00pa30BaTeNIbHON OpraHU3aIUY U aHAJIU3E
3¢ GEKTUBHOCTH 3aHATHI U TIOAX0JI0B K O0YUYEHHUIO U BOCITUTAHUIO:

IIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYLIECTBICHUS OPraHH3aLMOHHO-YIIPABIEHUECKOH NEATeNbHOCTH B 00pa30BaTeNIbHOM
OpTaHM3AIMHU U YIPaBIEeHUN 00pa30BaTEIBHBIM ITPOIECCOM

PesynbraT 00yueHus:

3HaerT:

HOPMBI MpaBa ¥ HOPMATHBHO-NIPABOBBIC AKThI, JACHCTBYIOIINE TOCYAAPCTBEHHBIC HOPMATHBHO-METOJUICCKHE TOKYMEHTHI,
perynupyonye B3auMOOTHOIIECHHUsT 00pa30BaTEbHOTO YIPEKACHHUS W KOHTPOIMPYIOMINX OPraHoB, TPEOOBAHUS K OpTraHH3aI[HH
JIeTIONPOU3BOJICTBA, IPaBHIIa 0(OPMIICHHS, BEJCHUS U XPAaHEHUs JOKYMEHTALlUH, CBSI3aHHOI C BHEIPEHHEM TEXHOJIOTUUECKUX MU
OpraHMU3allMOHHBIX M3MEHEHH, KaJpaMi U UX JBIKCHHEM; CTPYKTYPY CHCTEM JOKYMEHTAIMH B 00pa30BaTEIILHOM YUPESIKICHUH,
NpaBWia COCTAaBIEHHS W OGOPMIICHHS YIPAaBICHYECKHX JIOKYMEHTOB (S3BIKOBBIE (OPMYNBl O(GHIMANBHEIX OKYMEHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peur; TpeOOBaHUS K MOIY4EHHIO (ITOJHOTA, CBOEBPEMEHHOCTbD, HE3aBCUMOCTh, JIOCTOBEPHOCTB),
nepepaboTKe M XpaHEHWIO WH(OpPMAIMK; OCHOBHBIE METOIBI, CIIOCOOBI W CPEACTBA MONYYSHHUS, XPaHEHUs M HepepadOTKH
nH(opMaIK; COBPEMEHHBIC METOIbl INepeBoja HMHGOpPMALMU B YIPABICHYECKHE JOKYMEHTBL: COCTaBJICHUE PaCIOPSDKEHUM,
MIPUKA30B, HHCTPYKIHH U IPYTHX YIPABICHIECKUX JOKYMEHTOB; TpeOOBaHMUS K PAIlIHOHAIBHOM OpraHU3aliy padoThl ¢ TOKyMEHTaMU
B 00pa30BaTEIbHOM YUPEXKICHUH IIPU HCHONB30BAHUM B amIlapaTe yHNpPaBJICHUS OPraHU3allMOHHOW U BBIYUCIMTEIBHON TEXHUKU,
KaHaJbl JOBEIeHHS WH(POpPMANUU 10 COTPYIHHKOB;, YHU(PHIUpOBaHHBIE (GopMbI 00pabOTKH HMH(pOpPMAIMH;, WHOOPMAaLUOHHEIE
TEXHOJIOTHH, HCIIOJIb3yeMbIe MPH cOope, 00paboTke, XpaHEHUH M 3aluTe WHPOPMALIMK; KaHAIBl U CETH AJIEKTPOHHOM MOYTHI JUIs
JIOBE/ICHHST HH(POPMAIIUH J0 110 TYNHEHHBIX.

TIK-4.2. YMeeT: oCyLIeCTBISTh ASHCTBHS TI0 CTPATErHYECKOMY, IPOEKTHOMY U ONEPATHBHOMY YIIPaBJICHHIO 00pa30BaTeIbHOM
opraHm3anmeil 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEll

PesynbraT 00ydeHus:

VYmeer:

(hopMupOBaTh MAKET MOKYMEHTOB, OTPAXKAIOWIMX JESITENLHOCTh O00pa3oBaTENbHOTO YYPEXKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBaHUSIMU KOHTPOJHPYIOIIMX OpPraHOB W HOPMATHBHO-METOJMYECKUMH JOKyMEHTaMH; OOECIIeUnTh
coOIOIeHNEe JOKYMEHTOB NEHCTBYIOLIEMY 3aKOHONATENbCTBY; NPUMEHS NMPOTrpaMMHOE oOeclieueHue, co3iaTh yIpaBiIeHUECKHe
JIOKYMEHTBHI B TPAJAUIIMOHHBIX M aBTOMATH3UPOBAaHHBIX TEXHOJIOTHAX; Ha OCHOBE IIPOrPAMMHOTO 00€CTIeUeHH s KIIaCCU(PHUITUPOBATD U
CHCTeMaTH3UPOBaTh JOKYMEHTHl Ha CTaJuM UX OOpabOTKM M XpaHEHHS; OPTaHW30BaTh JTOKYMEHTOOOOPOT B 00pa30BaTEIbHOM
YUpEeXICHUH, HCIIOIB3ysl OCHOBHBIE oducHbIe mporpamMel: Microsoft Office Word, Microsoft Office Excel u ap.; ocyniecTBisiTh
ApXUBUPOBAHKE YIPABICHIECKUX JOKYMEHTOB C TIOMOIIHIO KOMITBIOTEPHBIX MPOTPaMM; MOATOTABINUBATE JOKYMEHTHI K XPaHEHHIO,
UCIIONB3Ys OCHOBHBIE 0(ucHBIe mporpammMel: Microsoft Office Word, Microsoft Office Excel u ip.; cucreMaTH3upoBaTh JOKYMEHTHI
10 BUJaM YIPaBJICHYECKON JeATEIbHOCTH B 00Pa30BaTEIbHOM YUPEkKICHUH (OCHOBHAS JEATEIbHOCTh, Pabd0Ta 10 JINYHOMY COCTaBY
U T.J.); UCIONB3ysS HHPOPMALMOHHBIE TEXHOJOTWH, MPOSKTHPOBATh OJaHKHM W YHHGUIHPOBAHHBIE (OPMBI JTOKYMEHTOB;
UCTIONB30BaTh TEXHUYECKHE CPEACTBA U JIOKATbHBIC CETH B JOKYMEHTAIIMOHHOM OOECIeUeHHH YJaCTHHUKOB 00pa30BaTEILHOIO
mporecca; IPUMEHITh METOIbI ONTUMHU3AIHMU JOKYMEHTOMOTOKOB B 00pa30BaTEIbHOM YUPEKISHUU TOCPEICTBOM HCIIOJIB30BaHHS
KOPIOPATHBHBIX MH(OPMAILMOHHBIX CHUCTEM; OCYIIECTBISATh KOHTPOJb 33 pealu3alueil ynpaBiIeHUYECKHX PEIICHUH IOCPEeICTBOM
KOPIOPAaTHBHBIX HH(MOPMAIIMOHHBIX CTPYKTYP.

TpeboBaHKe K MPOLEAYPE OLECHKH:

ITomemenue: 0coObIX TpeOOBAHUI HET
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O6opynoBaHue: 0cOObIX TpeOOBaHUH HET

MHCTpYMEHTBI: KaHUEISAPCKHE TPHHAICKHOCTH

PacxonHbie MaTepHansl: Oymara

JlocTyI K TONONHUTEIHBIM CIIPABOYHBIM MaTepraiaM: HeT

Hopwmsbl BpemeHu: mo 1 akageMHYecKOMy 4acy Ha KOHTPOJIBHBIC MEPOIIPUATHS

KOMILIEKT OLEHOYHBIX CPECTB IS IPOBEACHHS TPOMEIKYTOYHON aTTECTALlHN
IpoBepsiemas (bie) KoMmeTeHIust (1) (us oromn Bo):

ITK-4 CriocoOHOCTh y4acTBOBATH B pa3pab0TKe U peallu3alliy IPOrpaMMbl pa3BUTHs 00pa30BaTeIbHON OpraHU3alui U aHAITH3e
3¢ GEeKTUBHOCTH 3aHATHI U MOAX0J0B K O0YYEHHUIO M BOCITUTAHUIO:

ITIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBICHHS OPTraHU3alHOHHO-YIPABICHYECKON AEATENILHOCTH B 00pa30BaTelIbHOM
OpraHu3alMy ¥ YIIPaBJICHUH 00pa30BaTEIbHBIM IIPOLIECCOM

3HaerT:

HOpPMBI IIpaBa ¥ HOPMAaTHBHO-IIPABOBBIE aKThI, JCHCTBYIOIIUE T'OCYAapCTBEHHbIE HOPMAaTHBHO-METOAMYECKHUE IOKYMEHTHI,
perynupyonmye B3auMOOTHOIIECHUsI 00pa30BaTEIbHOTO YUIPEKACHHUS W KOHTPOIMPYIOIINX OPraHoB, TPEOOBAHHUA K OpraHHU3aIlHU
JIeJIOTIPOU3BOJICTBA, MIPpaBUiIa O(OPMIICHHUS, BEACHUS M XpaHEHHS TOKYMEHTAIMH, CBA3aHHOHN C BHEJPEHHUEM TEXHOJOTHMYECKUX HIIH
OpTaHM3AIIMOHHBIX M3MEHEHHH, KaJpaMi U UX JBIDKEHHEM; CTPYKTYPY CHUCTEM JTOKYMEHTAlMH B 00pa30BaTEIbHOM YUPEKIACHUH;
MpaBUJIa COCTaBJICHUS M OGOPMIICHHS YIPABICHYECKUX JIOKYMEHTOB (S3bIKOBBIE (OPMYIBl O(QHUIMAIBHBIX JTOKYMEHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peun; TpeOOBaHUS K MOJTYUYCHHUIO (TIOJIHOTA, CBOCBPEMEHHOCTh, HE3aBUCHMOCTD, JIOCTOBEPHOCTb),
nepepaboTKe W XpaHEHHI0O WH(OPMAIMK; OCHOBHBIE METOJbI, CHOCOOBI M CpEACTBA IOJYyYEHHUs, XPAaHCHUS M NepepabOTKH
nH(opMaIK; COBpEeMEHHBIE METOIBl IepeBoja WH(OpMAlK B YIpaBIeHYECKHE JOKYMEHTHI: COCTABICHHE DPAaCIIOpPSLKEHHUH,
MIPUKA30B, HHCTPYKIMH U APYTHX YIPABICHYECKHUX JIOKYMEHTOB; TpeOOBaHHUS K pallMOHAIBHOM OpraHn3aiiu paboThl ¢ TOKYMEHTaMH
B 00pa3oBaTeIbHOM YUPEXKISHUH IIPU HCIONB30BAHUH B amllapaTe yNpPaBICHUS OPraHU3allMOHHOW W BBIYMCIHTEILHON TEXHUKH;
KaHaJbl JOBEACHUS HMH(OpMALMU 10 COTPYAHUKOB; YHH(HUIUpOBaHHBIE (OPMBI 00pabOTKH WHOpMAIMK; WHPOPMAIHOHHBIE
TEXHOJIOTHH, UCTIONb3yeMble IpHu cOope, 00paboTKe, XpaHEeHNH U 3aluTe HHGOPMAINY; KaHAJbl U CETH 3JIEKTPOHHON MOYTHI JIS
JIOBEe/ICHHSI HHPOPMALIUH A0 [TOJINHEHHBIX.

Tun (popma) 3ananus: MUCbMEHHAs padoTa.
IIpumep TUNOBBIX 3a1aHUN (OLIEHOUHBIE MaTepUAIbI):
Harmmmmmre pa3BepHyTHIi OTBET Ha BOIIPOC:
Opranuzanus ciryk0bl JOKYMEHTAILIMOHHOT0 00eCIeYeHus! YIIPAaBICHHs Ha COBPEMEHHOM 3Tarlle.
JlokyMeHT: onpeneyieHue, CBOMCTBA, (QyHKIHH.
Crannapruzanys U yHu(UKaus TOKYMEHTOB.
TonsTre n KIaccupUKaIys JOKYMEHTO000pOTa MPEATIPUSITHSL.
Opranuzaiys paltoHaILHOTO JOKYMEHTO000pOTa Ha IPEANPUITHN.
Perucrparus JOKyMEHTOB (BXOISIIMX, UCXOISIINX, BHYTPEHHUX): 3HAUSHNUE, TIpaBuiIa, GOpMEI.
TexHOJIOrus OCYILIECTBICHUS KOHTPOJIS UCTIOTHEHHS JOKYMEHTOB.
XapaxTepucTuka u 0cooeHHOCTH o(opMIIeHUs OQUIIHAITEHOTO AEIOBOTO MHCHMA.
XapakTepUCTUKa CHCTEMbl YIPABJICHYECKUX MOKYMEHTOB. lIpuBenanuTe IpuMephl AOKYMEHTOB IO KaXIOH cucTeMe
YIIPaBIEHYECKUX JOKYMEHTOB.
10. CtpykTypa JOoKyMeHTa (IIOCTOSHHbIE ¥ IEPEMEHHBIE PEKBU3UTHI, IPOJOIBHOE U YIJIOBOE PACIIOJIOKEHUE PEKBU3UTOB).
11. TIpaBuna opopMIleHHs YIIPaBICHYECKHX (OpPraHU3alnOHHO-PACTIOPSAUTENBHBIX) TOKYMEHTOB
12. O0ume TpedoBaHUS K COCTABICHUIO OPraHU3alMOHHBIX JOKYMEHTOB (3Talbl MOJrOTOBKH U MOPAA0K 0GOpMIICHHS).
13. PacniopsiiutenbHble JOKYMEHTBL.  [1OpSIOK MOATOTOBKU PacHOPSAUTEIBHBIX JOKYMEHTOB.
14. Buns! ¥ NOpsAOK NOATOTOBKH HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
15. Bup! 1 mopsIoK NOATOTOBKH JOKYMEHTOB IT0 JTHYHOMY COCTaBY.
16. OnpeneneHne u XapakTepPUCTUKA PA3IMYHBIX BUAOB HOMEHKJIATYPHI A€
17. TpeOoBaHuUs K CHCTEMAaTH3ALIMHU 3ar0JIOBKOB JIeJI B HOMEHKJIIATYpE.
MakcumanbHOe KOIUIecTBO 6anioB — 6.
MuHMManbHOE KOJMYECTBO 0aJIJIOB, IPH KOTOPOM 33JjaHue 3acUUThIBaeTCs — 4.
Kputepuu ouenku:

©oNoT~wWNE

Kpurepwnii/onenka BbInonHeHo MoHOCTEIO BerinosiHeHo yacTuyHO He BbinonueHo
PackpbITO OCHOBHOE NOHATHE 2 bayuia 1 Gayn 0 GayutoB
[lepeuncieHsl Bce  COCTABIAIOIIUE 2 Ganna 1 G6amn 0 6anoB
JJIEMEHThl  (CTPYKTypa) Ipeamera
(s1BneHUs)

JlaHa XapaKTepUCTHKA COCTABISIONINX 2 bauia 1 Gann 0 GayutoB
9JIEMEHTOB  (CTPYKTYpBI) Hpenmera
(ssBNICHUS)

Tun (dbopma) 3a1aHus: 3aKPBITHIA TECT C MHO)KECTBEHHBIM BEIOOPOM.

IIpumep TUNOBBIX 3a1aHUM (OLIEHOUHBIE MATEPUATIbI):

TecToBBIE 3a1aHMS:

1. Kaxkoii 3ak0oH onpenenui 00s3aTeIbHOCTb JOKYMEHTUPOBaHUs uH(opMaruu?
Otger 1 «O Oyxranrepckom ydere» ot 21 Hos0ps 1996 r. Ne 129-03
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Otger 2 «O6 unpopmanuu, UHPOpMaTH3ALKH U 3amuTe nHPopmanun» ot 20 despanst 1995 r. Ne 24-03

Ortsert 3 «O06 snekTpoHHON HudpoBoii noamucu» ot 10 suBaps 2002 r. Ne 1-O3

Otget 4 «O TOBapHBIX 3HAKaX, 3HAKAX 00CIY)KMBaHUS 1 HAUMEHOBAHHS MECT IIPOUCXOXKICHHUS TOBApOB» OT 23 ceHTs0pst 1992
r. Ne 3520-1

2. llpomomxwure «/lemonpon3BoacTBo» — 3TO..

Ortser 1 Cucrema XpaHeHUs! JOKYMEHTOB

OtBet 2 CocTaBiieHHE TOKYMEHTOB

Oteer 3 Otpaciab [eATEIBHOCTH, oOOecleuuBaomas JOKyMEHTUPOBAaHME U OpraHU3alul0 paboThl ¢ OGHIHUAIbHBIMU
JIOKyM€eHTaMH

3. YKaxuTe TepMUH, UIMEIOLUN TaKOH jk€ CMBICI, KaK U TEPMUH «JEJIOIPOU3BOJICTBO.

Otser 1 JlokymMeHTHpOBaHHE

Otser 2 CucrteMa 10KyMEHTaIH

Otget 3 JIOKyMEHTAITMOHHOE 00ECIICUeHHE YIPaBICHHUS

Ortset 4 JlokyMEeHTHpOBaHHAas UH(OPMAIHs

4. B xakoM (KaKiX) HOpPMAaTHBHOM akTe (akTaX) MOHATHE «J{OKyMeHT» OIpeeneHo KaK «...3apHKCHpOBaHHAs HA MATEPHAIBHOM
HocHTelle nH(pOpMaLysl, CO3laHHas!, MOJy4YeHHAs U COXpaHsAeMasl OpraHu3aluell UM 4acTHBIM JIMIIOM B KadeCTBE J10Ka3aTeIbCTBA
HPH TOATBEP KICHUH IPABOBBIX 00S3aTENILCTB HITH JACJIOBOH NEATECIbHOCTI?

Otser 1 T'OCT P MCO 15489-1-2007 «CUBU /. Ynpasnenue nokymeHnramu. O6mue TpeboBaHus»

Otget 2 ®epepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopmarusaimu 1 3amurte uapopmanuu», FOCT
P 51141-98. «Jlenonpou3BoACTBO U apXUBHOE Je10. TepMUHbI U ONpeIeIeHUsD

Otget 3 ®enepanbHbiii 3akoH oT 10 sHBaps 2002 1. No 1-D3 «O06 3nekTpoHHON 1IHM(POBOH MOAIHCHY

5. B xakoM (KakuX) HOPMAaTHBHOM aKTe (aKkTaxX) INOHATHE «JlOKYMEHT» OIpeleleHO KakK «... 3adHKCUpOBaHHas Ha
MaTepHaIbHOM HOCHTeNe HHGOpMANs ¢ peKBH3HTAMH, ITO3BOJIIONIIMHE €€ HACHTH(QUINPOBATE»?

Otset 1 TOCT P MCO 15489-1-2007 «CUBU/I. YnpaBnenue nokymeHtaMu. O6mue TpeOoBaHus»

Otget 2 ®epepanbublii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopMmatuzauu 1 3amure uaGopmarmny, [OCT
P 51141-98. «Jlenonpou3BoACTBO U apXUBHOE JIe10. TepMUHbI U OIpeIeIeHUsD

Otget 3 ®enepanbHbiii 3akoH oT 10 sHBaps 2002 1. No 1-D3 «O06 3nekTpoHHON 1HM(PPOBOH MOATHCHY

6. B xakom (kakuX) HOPMAaTHBHOM aKTe (aKTaxX) JaHO MOHATHE «DIEKTPOHHOTO JOKYMEHTa» KaK JOKYMEHTa, «... B KOTOPOM
UH(POpMAIUS MTPEICTABIICHA B AJIEKTPOHHO-IIU(POBOI hopme»?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBU 1. Yupaenenue nokymertamu. OO1ue TpeOoBaHUm

Ortset 2 @enepanbublii 3akoH 0T 20.02.1995 N 24-03 «O6 undopmanuy, uHGopMaTH3auy U 3ammre uHbopmanun», FOCT
P 51141-98. «/lenonpon3BoACTBO M apXUBHOE [1e10. TePMHUHBI M OIIPEISIICHUS)

Ortset 3 ®enepanbublil 3akoH oT 10 sHBaps 2002 r. Ne 1-®3 «O06 anexTpoHHO I1(poBOI moanucu»

7. Kakue oprann3anuonHble (opMbI AENONPON3BOACTBA Bl 3HAeTE?

Otsert 1 LlenTpanu3oBanHas, A€LEHTPAIN30BaHHAS, CMEIIaHHAs

Ortser 2 /lupeKTuBHAs, SKOHOMHIECKH 000CHOBaHHAs, alalTHBHAS

Otser 3 Pyynasi, MexaHU3UPOBaHHAs, aBTOMAaTH3MPOBaHHAs

8. K kakoMy JOKYMEHTY OTHOCHUTCA CIEAyIOLas XapaKTepHCTHKA <GIBIAETCA OCHOBHBIM HOPMAaTHBHO-METOIUYECKUM
JIOKyMEHTOM, OTIPEEISIOINM U YCTaHABIMBAIOIIUM €IUHBIN MOPSAI0K COCTABIEHHS, 0POPMIICHUS JOKYMEHTOB U pabOTHI ¢ HUMU B
opraHuzanuu»?

Otser 1 MHCTpYKIMS O I€I0NPOU3BOACTBY

Otset 2 HomenknaTypa nen

Ortset 3 PernameHT paboThI

9. O6s13aTeNBHO JIM AOIDKHA OBITH HHCTPYKIHS MO JETONMPON3BOACTBY B KAXKIOM YUPEKICHHH, OpraHN3aIin?

Otser 1 la

Ortser 2 Her

10. IlouemMy MHCTPYKIHUSA 1O 1€IONPOU3BOACTBY KOHKPETHOM OpraHU3alluu BCErla MHAUBUAYalIbHA?

Ortser 1 [ToToMy 4TO OHa yIHTHIBAaET BCe OCOOEHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK U TEXHOJIOTHH UX 00paboTKH

Otser 2 Tak kKak OHa B Ka)JJOH OpraHU3aIiy pa3pabaTbIBacTCsl pa3HbIMU JTIOIbMU

Ortset 3 [ToTOMY YTO B pa3HBIX OpPraHU3ALUIX [10-Pa3HOMY Ha3bIBAE€TCs CI1yx0a JeI0IpOU3BOCTBA

11.Korza peructpupyrorcsi IOCTyNaroUue B OpraHu3aliio JOKYMEHThI?

Ortser | B aeHb noanucanus J0KyMeHTa

OtBer 2 B neHb yTBepKIeHUSA TOKYMEHTa

Ortset 3 B feHb NOCTYIUIEHUS TOKYMEHTa

12. Korga peructpupyroTcs OTIIpaBisieMble U3 OpraHU3allui UM BHYTPEHHUE JOKYMEHTBI?

Ortser | B aeHb noanucanus J0KyMeHTa

OtBer 2 B neHb yTBepKIeHUSA TOKYMEHTa

Otser 3 B neHp nocrynieHus 10KyMeHTa

13. Kakasl 1ociegoBaTelbHOCTb PAaCIOIOKEHUs MOPSIKOBOrO HOMEpa M HOMEpa Jella [0 HOMEHKIAType el SBIETCS
00s13aTeJIbHOM AJISI pETHCTPaLuK BXOISIIETO TOKYMEHTa?

Otser 1  115/09-17

OtBer2 3

Otser3  03-11/157

14. Kakas mocje0BaTeIbHOCTh PACIHONIOKEHUS HNOPAIKOBOIO HOMEpa M HOMeEpa Jena 110 HOMEHKIAType Jell SBISETCs
00s13aTeNIbHOM AJISI PETUCTPALUK UCXOAAIIETO (OTIIPABIAEMOr0) JOKyMeHTa?

Otser 1 115/09-17

OtBer2 3
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Orser 3 03-11/157

15. Kakasi 1ocie1oBaTelibHOCTh PACIIOJIOKCHHUs MOPSIKOBOr0 HOMEpa M HOMepa Jelia 10 HOMEHKJIATYpe Jell SBISETCS
00s13aTeNLHOM I PETUCTPALIME BHYTPEHHETO JOKyMeHTa?

Orser 1 115/09-17

OrBer2 3
Orser 3 03-11/157
Koou:

1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 13. 14. 15.
2 3 3 1 2 3 1 1 1 1 3 1 1 3 2

Kputepuu oreHKH:

15 — 14 BepHO BBINOJIHEHHBIX 3a/IaHKs — 6 OaJIOB

13 — 12 BepHO BBITIOTHEHHBIX 3aJaHus — 4 Oasna

11 — 10 BepHO BHIMOJHEHHBIX 3aaHus — 3 Oauia

Memnee 10 BepHO BBINOJNHEHHBIX 3a1aHus — 0 0aioB

MakcuManbHOE KOJMYECTBO 0aIIoB - 6.

I1K-4.2. YMeeT: oCylIeCTBIATh ICHCTBUS 10 CTPATETHUECKOMY, TIPOCKTHOMY U OTIEPATHBHOMY YIPABIICHUIO 00pa30BaTEIbHON
opraHu3aiueil 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEM

Pesynbrar 00y4yeHus:

Ymeer:

(hopMHpPOBaTh TaKeT JOKYMEHTOB, OTPAKAIOUIMX JESTeNIbHOCTh O00pa3oBaTENbHOTO YYPEXKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBAHUSIMU KOHTPOJHPYIOIIUX OPraHOB W HOPMATHBHO-METOJMYCCKUMH JOKyMEHTaMH; OOECTeUnTh
COOMIOIeHNe JOKYMEHTOB JEHCTBYIONIEMY 3aKOHOJATENbCTBY; MPUMEHSS MPOTpaMMHOE OOeclieueHne, Co3/1aTh YIpaBlIeHIEeCKHe
JIOKYMEHTBI B TPAJAUIIMOHHBIX 1 aBTOMATU3UPOBAHHBIX TEXHOJIOTHAX; Ha OCHOBE MPOrPAMMHOTO 00eCTIeUeHH s KIIaCCU(PUITUPOBATD U
CHCTEeMAaTH3UPOBaTh TOKYMEHTHI Ha CTaJUH WX OOpabOTKM M XpaHEHHs; OPTraHW30BaTh JOKYMEHTOOOOPOT B 00pa30BaTEILHOM
YUPEKAEHUHU, UCTIONb3YsI OCHOBHBIE oducHble nporpaMmbl: Microsoft Office Word, Microsoft Office Excel u ap.; ocymecTBiirh
apXMBUPOBAHHE YIPABICHYECKUX JOKYMEHTOB C IIOMOIIBIO KOMITBIOTEPHBIX MTPOTPaMM; MOATOTABIMBATh JOKYMEHTHI K XpaHEHHIO,
UCTIOJNB3Ys OCHOBHBIE opucHbIe porpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremarnzupoBarb 10KyMEHTHI
0 BHJaM YIPaBICHYECKON NeITEIILHOCTH B 00Pa30BaTEIbHOM YUPEKICHHH (OCHOBHAS JIESITENLHOCTh, Pa00Ta 110 TNIHOMY COCTaBY
U T.J.); UCTONb3Yys HHPOPMAIMOHHBIE TEXHOJIOTUH, MPOSKTHPOBATh OJaHKH W YHHUDUIHMPOBaHHBIE (OPMBI JTOKYMEHTOB;
WCTIONb30BAaTh TEXHUYECKHE CPEICTBAa W JIOKAJIBbHBIE CETH B JOKYMEHTAIIMOHHOM OOECIeYeHHH yJYaCTHUKOB 00pa3oBaTEIHHOTO
rporiecca; NPUMEHSTh METO/Ibl ONTUMHU3AIMN JOKYMEHTOIIOTOKOB B 00pa30BaTEILHOM YUPEKACHUH TOCPEACTBOM HCIIOJIB30BAHUS
KOPIOPAaTHBHBIX WH()OPMAIOHHBIX CHUCTEM; OCYIIECTBISITh KOHTPOJb 33 pealn3alueil YIpaBIeHUYECKHX PEeIleHUH IT0CpPeCTBOM
KOPIOPATHBHBIX HH(GOPMAIIMOHHBIX CTPYKTYP.

Tun (popma) 3anaHus: 3aaHUE IO CUTYALUSAM

IIpumep TUMOBBIX 3aTaHMI (OLIEHOYHBIE MaTEPUAIBI):

Ha mpumepe KOHKpeTHOH opranuzanuu (Ha BeIOOp) 000CHYITe HEOOXOAMMOCTh COBEPIICHCTBOBAHUS JOKYMEHTO000POTA U
OLICHHUTE BO3MOXHYIO 3P ()EKTHBHOCTD MPEIOKEHHBIX H3MEHEHHI.

a) A7 AETCKOTO AOIIKOJIBHOTO 00pa30BaTENbHOTO YUPEXKACHHUS C OCYIIECTBICHHEM KOPPEKIUH PAa3BUTUS BOCIUTAHHUKOB;

0) U 9aCTHOTO 00Pa30BATENBHOTO YUPEKICHUS;

B) JuIs 00pa30oBaTeIbHON OpraHU3alny (CpEeAHEH I OCHOBHOM LIKOJIBI)

T) JUI OPraHOB 00pa30BaHMs rOCYIaPCTBEHHON MIIM MyHUIIMNIATBHON BIIACTH.

Kpurepun oueHkH: (BHIIONHEHUE KaXIOTO KPUTEPHs OLICHUBAETCs B 1-2 Oaiia B 3aBUCHMOCTH OT CTETIEHH 00OCHOBaHHOCTH
CYXJICHU).

MakcrumaabHOE KOJIMIeCTBO 0aiioB 8, MUHUMaIbHOE, IPU KOTOPOM 3aCUHTHIBAETCS 3alaHue -6.

[poananmupoBaHa JeATeIbHOCTh 00pa30BaTENbHON OpraHN3aliy IPU OPTaHU3AIUH PAOOTHI C JOKYMEHTAMIL
PackprIThl OCHOBHBIE ITpo0IeMbl B opranuzanuu JJOY.

PackphITHI TEpCIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.

JlaHa olieHKa peaabHOCTH NPEII0KEHHBIX EPCIEKTUB.

Tun (Gopma) 3amanus: 3a1aHUS IO CUTYaLUsIM.

TIpumMep TUMOBBIX 3a7aHNH (OLIEHOYHBIE MaTepHabl): (Co3IaHue Keiica)

Ha marepuane m3BectHOH Bam 00pa3oBaTenbHOM opraHU3aMy MPOAEMOHCTPUPYHTE peai3aliio TEXHOIOTHH OpPTaHU3aIIH
JIENIONIPOU3BOACTBA NP NMPHEME Ha BaKaHTHYIO AOJDKHOCTh. OOOCHYHTE KOHKpPETHBIE NEHCTBHS PYKOBOAUTENS IO peann3aliu
JOKYMEHTAI[IOHHOTO COIPOBOXKICHHS YIPaBIeHISCKOH (pyHKIHH.

Kpurepun orieHku (BBIIOIHEHUE KQKIOTO KPUTEPHS OLICHUBAeTCA B 2 Oasa):

MaxkcuManbHOe KOJINIeCcTBO 0aIoB 14, MUHIMAIIbHOE, IPH KOTOPOM 3aCUHUTHIBACTCS 3aJaHHE - 7.

1. Ommcana curyanust H3MEHEHMS JEATENBHOCTH O0Opa30BaTeNbHOM OpraHM3alliM, OTpakamomias HeoOX0IUMOCTh
HPUBJICICHHUS HOBBIX COTPYAHHKOB;

CdopmynupoBan nepedeHb TpeOOBaHHI K BAKAHTHOW JOJIKHOCTH;

CocTaBiieHa TMYHOCTHAS CIIEIUPHUKAIHS U1 0TOOpa HYKHBIX COTPYIHUKOB,;

Brecenbl H3MeHEeHHUS B TUIOBYIO JOJDKHOCTHYIO MHCTPYKIHUIO,

Pa3paboTana (hopMa aHKETHI Ha BAKaHTHYIO JOIDKHOCTB M (hopMa OI[EHOYHOTO JIHCTA,
CocrapieH mpuka3 u 0popMIIeH TPYAI0BOW JIOTOBOP B TPAAUIIMOHHON M AIIEKTPOHHOU opme,
OdopMIiIeHs! THYHOE [eTI0, INYHASL KapTOYKa M TPYAOBas KHIDKKA.

MeToz[quCKHe MaTepHasl, ONPEIeNsIIoNnie NPOIeaypy U KPUTEPHH OICHHBAHUS CHOPMHUPOBAHHOCTH KOMIICTEHIMH MPH
IPOBEAECHUU IPOMEXYTOUHOI aTTecTaluu

PN

Nogsrwn
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BrimonHeHHbIE 3a1aHUS OLIEHUBAIOTCS 110 LIKAE:

51%-69% BEpHO BBINOIHEHHBIX 33aHUN — YAOBIETBOPUTEILHO;
70%-85% BepHO BBHINOIHEHHBIX 33AaHUH — XOPOILO;

86%-100% BepHO BBHITIOIHEHHBIX 33JAHUI — OTJIMYHO.
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