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DoH/I OLICHOYHBIX CpEACTB I NIPOBEACHUA HpOMC}KyTO'-{HOﬁ aTTeCcTalu

[osicHuTenbHas 3anMCKa

Qonj oueHounblx cpeacts (nanee — POC) it OPOMEXYTOYHOH aTTECTAlMM IO AUCLUILIMHE «/JleIonpou3BOJCTBOY»
pa3paboTaH B COOTBETCTBHHM ()eliepalbHBIM TOCYIAPCTBCHHBIM 00pa30BaTENbHBIM CTAaHIAPTOM BBICIIET0 OOpa3oBaHHUS —
GakanaBpuar 1o HarpasieHHIo noaAroToBku 44.03.05 [leparornyeckoe oopazoBanue (¢ AByMS NPOQHIISIMU ITOATOTOBKHU). Y TBEPKIEH
npukazoM MunucTepcTBa o0Opa3oBaHHMs M Hayku Poccuiickoit ®enpepamuu ot 22 ¢epans 2018 r. Ne 125, ocHOBHO#M
npodeccuoHanbHOM  00pa3oBaTeNbHOl IporpaMMoH BbICIIErO 00pa3oBaHUs 10 HaNpaBlIeHHIO HOAroToBKU: 44.03.05
[Menarornvyeckoe obpazoBanue (C ABYMs MPOGHISME TOATOTOBKH), HANPABJIECHHOCTH (MIPOQIIb): «DKOHOMHUKaA M «HOCTpaHHBIN
SI3bIK» (aHIJIMHCKUI), ¢ yueToM TpeboBaHuUil mpodeccuoHanbHOro cranaapra «llemaror (memaroruyeckast A€sTENbHOCTh B cdepe
JTOILITKOJILHOTO, HAYaJIBHOTO 00IET0, OCHOBHOTO OOIIIEro, CpeIHero 001ero oopa3oBanus) (BOCIIUTATEIb, YIHUTENb)», YTBEPIKIACHHBIN
Ipuka3oM MuHHCTepCcTBa TpyJa U coluanbHoi 3amuTsl Poccuiickoit @enepanun ot 18 oxradpst 2013 r. Ne 5441 (3apeructpupoBan
MununctepcTBoM tocTuiui Poccuiickoit enepannu 6 nekadps 2013 r., perucrpanuonnslit Ne 30550), ¢ u3MeHEeHUSIMUA, BHECCHHBIMHU
npuka3aMd MuHucTepcTBa Tpylda U couuanbHOM 3amuThl Poccuiickoit ®enepanuu ot 25 gexabps 2014 r. Ne 1115H
(3apeructpupoBan MuHucTepcTBOM toctuin Poccuiickoit @eneparmu 19 despans 2015 r., perucrpanuonssiit 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 NpOMEKYTOUHOH aTTECTALMU — YCTAaHOBICHUE YPOBHS C(OPMUPOBAHHOCTH KOMIIETCHIIH

Komnerennus WuaukaTop

IIK-4 CnocobHocts yuacTBoBaTth B | IIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBIECHUS OpPIraHM3Al[MOHHO-YIPaBICHYECKON
pa3paboTKe M peanns3aui IPOTpaMMBbl | JEATETbHOCTH B 00pa30BaTeNbHON OPTaHW3allMM W YIPABICHUH 00Pa30BaTENbHBIM
pa3sBUTHSA 00pa30BaTeIbHON | IPOLECCOM

OpraHH3aIluu u aanuze | [TK-4.2. Ymeer: ocymecTBIsATh AEHCTBUS IO CTPAaTETHYECKOMY, IPOCKTHOMY W
3} heKTUBHOCTH 3aHATHI M IOAXO0B K | ONEPaTHBHOMY YIIPaBJICHHIO OOpa30BaTENbHON OpraHu3anueil u 00pa3oBaTesbHBIM
00Y4YEHHIO ¥ BOCTHTaHUIO TPOIIECCOM B Hei

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 pa3pabOTKe U pealu3alluy IPOrpaMMbl pa3BUTH 00pa30BaTeIbHON OpraHU3aluy U aHAIIN3e
3¢ GEKTUBHOCTH 3aHATHI U TIOAX0JI0B K O0YUYEHHUIO U BOCITUTAHUIO:

IIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYLIECTBICHUS OPraHH3aLMOHHO-YIIPABIEHUECKOH NEATeNbHOCTH B 00pa30BaTeNIbHOM
OpTaHM3aIMU U YIPaBIEeHUN 00pa30BaTEIbHBIM MPOIIECCOM

PesynbraT 00yueHus:

3HaerT:

HOpPMBI IIpaBa ¥ HOPMATHBHO-IIPABOBBIC aKThI, JCHCTBYIOIIUE T'OCYAAapPCTBEHHBIE HOPMATHBHO-METOAMYECKUE IOKYMEHTBHI,
perynupyonmye B3auMOOTHOIICHUsI 00pa30BaTEbHOTO YIPEKACHHUS W KOHTPOIUPYIOMINX OPraHoB, TPEOOBAHUA K OpraHH3aIlHU
JIeTIONPOU3BO/ICTBA, IIPaBUiIa 0(OPMICHUS, BEJCHUS U XpaHEHHs JOKYMEHTAallUy, CBI3aHHON C BHEAPEHUEM TEXHOJIOTMYECKUX HIIH
OpraHU3allMOHHBIX M3MEHEHHH, KaJlpaMu U UX JABHXCHHUEM; CTPYKTYPY CHUCTEM JAOKYMEHTALMU B 00pPa30BaTEILHOM YUPEKIACHHH;
npaBWa COCTAaBIEHHS W OGOPMIICHHS YIPABIEHUYECKHX IOKYMEHTOB (S3BIKOBBIE (OPMYJIBl O(HUIMAIBHBIX JOKYMEHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peur; TpeOOBaHUS K MOIY4EHHIO (ITOJHOTA, CBOEBPEMEHHOCTbD, HE3aBCUMOCTh, JIOCTOBEPHOCTB),
nepepaboTKe M XpaHEHUIO WH(OpPMAIMK; OCHOBHBIE METOJIBI, CIIOCOOBI W CPEACTBA IIONYYEHHs, XpaHEHHsS M IepepaboTKu
nH(opMaIy; COBpEMEHHBIE METOIbl IepeBoja HH(OpPMALMKM B YIPAaBICHUYECKHE IOKYMEHTBHI: COCTaBJICHUE PpaCIOPSDKEHUM,
MIPUKA30B, HHCTPYKIHH U IPYTHX YIPABICHIECKUX JOKYMEHTOB; TpeOOBaHMUS K PAIlIHOHAIBHOM OpraHU3aliy padoThl ¢ TOKyMEHTaMU
B 00pa30BaTEIbHOM YUPEXKICHUH IIPU HCHONB30BAHUM B alllapaTe YIpPaBIEHHUs OPraHU3allMOHHON M BBIYUCIUTENBHON TEXHUKH;
KaHaJbl JOBEIeHHS WH(POpPMANUU 10 COTPYIHHKOB;, YHU(PHIUpOBaHHBIE (GopMbI 00pabOTKH HMH(pOpPMAIMH;, WHOOPMAaLUOHHEIE
TEXHOJIOTHH, HCIOJIb3yeMbIe NP cOope, 00paboTKe, XpaHEHUU M 3alllMTe WHPOPMAIUH; KaHAJIBI U CETH JJIEKTPOHHOM MOYTHI JUIs
JIOBE/ICHHST HH(POPMAIIUH J0 110 TYNHEHHBIX.

TIK-4.2. YMeeT: oCyLIeCTBISTh ASHCTBHS TI0 CTPATErHYECKOMY, IPOEKTHOMY U ONEPATHBHOMY YIIPaBJICHHIO 00pa30BaTeIbHOM
opraHm3anuei 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEH

PesynbraT 00yueHus:

Ymeer:

(hopMupOBaTh IMAKET MOKYMEHTOB, OTPaXKAIOUIUX JESATENbHOCTh O0pa30BaTENIbHOIO YUPEXKIECHHS B COOTBETCTBUHM C
HOPMATHBHBIMH TPEOOBaHMSIMH KOHTPOJHPYIOIIMX OpPraHOB W HOPMATHBHO-METOJMYECKUMH JOKyMEHTaMH; OOEeCIeUnTh
coOI0IeHNe JOKYMEHTOB JNEHCTBYIOLIEMY 3aKOHOJATENbCTBY; IPUMEHSS NMPOrpaMMHOE oOecIieueHue, co31aTh yHIpaBICHYECKUE
JIOKYMEHTBHI B TPAJAUIIMOHHBIX H aBTOMAaTH3UPOBAaHHBIX TEXHOJIOTHSX; Ha OCHOBE IIPOrPAMMHOTO 00€eCTIeUeHH s KIIaCCU(PHUITUPOBATD U
CHCTEeMAaTU3UPOBaTh JOKYMEHTHl Ha CTaJuM UX O0OpabOTKM M XpaHEHMsS; OPraHU30BaTh JOKYMEHTOOOOPOT B 00pa3oBaTEIbHOM
YUpEeXKICHUH, HCIIONIB3ysl OCHOBHBIE oducHbIe mporpammMel: Microsoft Office Word, Microsoft Office Excel u np.; ocymiecTBisTh
apXMBHPOBAaHHUE YIPABICHYECKUX JOKYMEHTOB C IMOMOILBI0 KOMITBIOTEPHBIX MPOTPaMM; TOATOTABINBATH TOKYMEHTHI K XPaHEHHIO,
UCIIONB3Ys OCHOBHBIE o(ucHBIe mporpammer: Microsoft Office Word, Microsoft Office Excel u ap.; cucteMatusupoBath JOKYMEHTHI
10 BUJaM YIPaBJICHYECKON JEATEILHOCTH B 00Pa30BaTEIbHOM YyUPEKACHUH (OCHOBHAS IESITEILHOCTh, Pa00Ta 110 TUYHOMY COCTaBY
W T.J.); UCIONb3ys HH(POPMALMOHHBIE TEXHOJOTWH, HPOSKTHPOBATh OJaHKKM H YHU(PUIHPOBaHHBIE (GOPMBI JTOKYMEHTOB;
UCTIONB30BaTh TEXHUYECKHE CPEACTBA U JIOKATbHBIC CETH B JOKYMEHTAIIMOHHOM OOECIeUeHHH YJaCTHHUKOB 00pa30BaTEILHOIO
mporecca; IPUMEHITh METOIBI ONTUMHU3AINH JOKYMEHTOIIOTOKOB B 00Pa30BaTEIbHOM YUPEKICHUH TOCPEICTBOM HCIIOIH30BAHMUS
KOPIOPAaTUBHBIX MH(OPMAILMOHHBIX CHUCTEM; OCYIIECTBISATh KOHTPOJb 33 pealu3alueil yNpaBIeHUYECKUX PEIICHUI MOoCcpeIcTBOM
KOPIOPAaTHBHBIX HH(MOPMAIIMOHHBIX CTPYKTYP.

TpeboBaHKe K MPOLEAYPE OLECHKHU:

Iomemenue: 0coObIX TpeOOBaHUI HET
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O6opynoBaHue: 0cOObIX TpeOOBaHUH HET

MHCTpYMEHTBI: KaHUEISAPCKHE TPHHAICKHOCTH

PacxonHbie MaTepHansl: Oymara

JlocTym K JONONHUTEIBHBIM CIIPABOYHBIM MaTepuaiaM: 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 pa3pabOTKe U peallu3alliy MPOrpaMMBbI pa3BUTHsI 00pa30BaTEIbHON OPraHU3aliy U aHAIH3e
3¢ GEKTUBHOCTH 3aHATHI U TOAX0J0B K 00YYEHHUIO U BOCITUTAHUIO:

ITIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBICHHS OPTraHU3alHOHHO-YIPABICHYECKON AEATENILHOCTH B 00pa30BaTelIbHOM
OpraHu3alMy ¥ YIPaBJICHUH 00pa30BaTeIbHBIM IPOLIECCOM

3HaerT:

HOPMBI IIpaBa ¥ HOPMAaTHBHO-IIPABOBBIE aKThI, JEHCTBYIOIIUE TOCYAAapPCTBEHHBIE HOPMAaTHBHO-METOAMYECKHE IOKYMEHTHI,
perynupyonmye B3auMOOTHOIIECHUsI 00pa30BaTEIbHOTO YUIPEKACHHUS W KOHTPOIMPYIOIINX OPraHoB, TPEOOBAHHUA K OpraHHU3aIlHU
JIeJIOTIPOU3BOJICTBA, MTpaBUiIa 0(OPMIICHHUS, BEICHUS M XpaHEHHUS JOKYMEHTAIUH, CBI3aHHOI C BHEJPEHHEM TEXHOJOTHYECKHUX MU
OPTaHM3AIMOHHBIX M3MEHEHHH, KaJpaMi U UX JBIKCHHEM; CTPYKTYPY CHCTEM JOKyMEHTallud B 00pa30BaTENbHOM YUPESKACHHU;
MpaBHia COCTAaBICHHS W OGOPMIICHHS YIPABICHUYECKHX JOKYMEHTOB (SI3BIKOBBIC (HOPMYJIBI O(HIHATIBHBIX JOKYMEHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peuu; TpeOOBaHUS K MOIYYCHUIO (ITOJHOTA, CBOEBPEMEHHOCTh, HE3aBUCUMOCTb, JIOCTOBEPHOCTH ),
nepepadoTKe YW XpaHEHHI0 WH(OPMAIMK; OCHOBHBIE METOJBI, CHOCOOBI M CpEACTBA IOJNYy4YEHHs, XpAaHEHUS M IepepaboOTKH
nH(OpMaINK; COBPEeMEHHBIE METOIBl IepeBoja WHGOpPMAlMHd B YIPaBICHYECKHE IOKYMEHTBHL: COCTAaBICHHE paCIOPSDKEHHH,
MIPUKA30B, HTHCTPYKIMI U APYTHX YIPABICHYECKHUX JIOKYMEHTOB; TPEOOBaHHUS K pallMOHAIBHOM OpraHn3ainiu paboThl ¢ TOKYMEHTaMH
B 00pa3oBaTeIbHOM YUPEXKISHUH IIPU HCIONB30BAHUH B alllapaTre yIpaBlIeHUS OPraHN3alMOHHOW W BBHIYUCIHTENHHOW TEXHUKH,
KaHaJbl JOBEACHUS HH(OpMALMU JI0 COTPYJHHUKOB; YHU(PHUIHMPOBaHHbIE (HOpMBI 00pabOTKM HMHGpOpMaLuK; WHPOPMALUOHHBIC
TEXHOJIOTHH, UCTIONb3yeMble IpHu cOope, 00paboTKe, XpaHEeHNH U 3aluTe HHGOPMAINY; KaHAJbl U CETH 3JIEKTPOHHON MOYTHI JIS
JIOBE/ICHHST HH(POPMAIIH 10 110 TYNHEHHBIX.

Tun (popma) 3ananus: MUCbMEHHAs padoTa.
IIpumep TUNOBBIX 3a1aHUN (OLIEHOUHBIE MaTepUAIbI):
Harmmmmre pa3BepHyTHIi OTBET Ha BOIIPOC:
Opranuzanys ciryx0bl JOKYMEHTAIllMOHHOT0 00ecIeyeH sl YIIPaBIeH s Ha COBPEMEHHOM JTalle.
JIOKyMEHT: onpe/ielIeHue, CBOUCTBA, (QYHKITHH.
Crangaptuzanus U yHU(UKaLUs JOKyMEHTOB.
IonsTHe 1 KIaccupuKanus TOKYMEHTO000POTa IPEITPHUSTHS.
OpraHuzaiys paltoHaIBHOTO JOKYMEHTO000pOTa Ha IPEANIPUITULL.
PerucTparms T0KyMEHTOB (BXOIINX, HCXOIAIINX, BHYTPEHHNX ): 3HAUCHNUE, IPAaBHIA, (HPOPMBEIL.
TexHOJIOorus OCyIIECTBICHUS KOHTPOJIS UCIIOIHEHHS JOKYMEHTOB.
XapakTepuCcTHKa 1 0COOCHHOCTH 0(OPMIICHHS O(HUIHAIBHOTO IEIOBOTO MHCHMA.
XapaKTepUCTUKA CHUCTEMbl YIPaBIEHYECKUX MOKYMEHTOB. IIpuBenure mpuMepbl DOKYMEHTOB IO KaXIOH CHCTeMe
YIIPaBICHIECKHX JOKYMEHTOB.
10. CtpykTypa qOKyMeHTa (IIOCTOSHHbIE 1 IEPEMEHHBIE PEKBU3UTHI, IPOJOILHOE U YIJIOBOE PACIIOIOKEHIE PEKBU3UTOB).
11. INpaBuna ohopMIICHHUS YyIPaBIEHIECKHX (OpTaHN3aMOHHO-PACTIOPSTUTETBHBIX) JOKYMCHTOB
12. Obuue TpedOoBaHUS K COCTABICHUIO OPraHU3alUOHHBIX JOKYMEHTOB (3Tallbl MOJrOTOBKU M MOPSA0K 0QOPMIICHHS).
13. PacnopsutenbHble JOKYMEHTH.  [1opsAIOK IMOATOTOBKH pacHOPSAIUTENbHBIX JOKYMEHTOB.
14. Buns! ¥ NOpsAOK NOATOTOBKH HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
15. Bus! 1 MOpSIOK HOATOTOBKH JJOKYMEHTOB MO IMTHOMY COCTaBYy.
16. OnpeneneHne U XapakTepPUCTUKA PA3IMYHBIX BUIOB HOMEHKIATYPHI €.
17. TpeboBaHH K CHCTEMATH3aIIH 3aT0JIOBKOB JIe]l B HOMEHKIIAType.
MakcumanbHOe KOIU4ecTBO 0anios — 6.
MuHHEMaNbHOE KOTMYECTBO OAIIOB, IPH KOTOPOM 3a/JaHHe 3aCUUTHIBAaETCS — 4.
Kputepuu ouenku:

©oNo TN E

Kpurepuii/onenka BbInonHeHo NOIHOCTBIO BbInosHEHO YacTUYHO He BbInonueHo
PackpbiTo 0OCHOBHOE TIOHSTHE 2 Ganma 1 Gayn 0 GayutoB
Ilepeuncnensl Bce  COCTABIAIOIIUE 2 Ganna 1 6amn 0 6amoB
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.

IpumMep THITOBBIX 3aKaHMil (OIIEHOYHBIE MATEPHAIIBI):

TecToBBIE 3a1aHMS:

1. Kakoii 3aK0H oImpeieNiI 0053aTeIbHOCTD JOKYMEHTHPOBAaHNS HH(POpMAIN?
Otset 1 «O OyxranrepckoM ydere» oT 21 HOsiOpa 1996 r. Ne 129-D3
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Otger 2 «O6 unpopmanuu, THPOpMaTH3ALKH U 3amuTe nHPopmanum» ot 20 despanst 1995 r. Ne 24-03

Ortset 3 «O06 snekTpoHHON Hudposoi noanucu» ot 10 suBaps 2002 r. Ne 1-®3

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

Otsert 2 CocTaBiieHHE TOKYMEHTOB

Oteer 3 Otpaciab [eATEIBHOCTH, oOOecleuuBaomas JOKyMEHTHUPOBAaHME U OpraHU3alul0 paboThl ¢ OQHIHAIbHBIMU
JIOKYMEHTaMU

3. YKaxuTe TepMUH, UIMEIOLUN TaKOH jk€ CMBICI, KaK U TEPMUH «JEJIOIPOU3BOJCTBO.

Otser 1 JlokymMeHTHpOBaHHE

Otger 2 CucrteMa 10KyMEHTaIIH

Otget 3 JIOKyMEHTAITMOHHOE 00ECIICUeHHE YIPaBICHHUS

Ortset 4 JlokyMeHTHpOBaHHas UH(GOPMaIUs

4. B kakoM (Kakux) HOpMaTHBHOM aKTe (aKTaxX) HOHATHE «JOKyMEHT» OnpeaeleHo KakK «...3aUKCHpOBaHHAs Ha MaTEPHAILHOM
HocHTelle nHpOpMaLysl, CO3laHHas], MOJIyUYeHHAsl U COXpaHsieMasl OpraHu3aliell UM 4acTHBIM JIMIIOM B Ka4eCTBE J10Ka3aTeIbCTBA
IIPY OATBEPIKICHUH PABOBBIX 00S3aTENILCTB HIIH IEIOBOH AESTEIBHOCTI?

Otser 1 T'OCT P CO 15489-1-2007 «CUBHU/I. Ynpasnenue noxymenramu. O61ue Tpe6oBaHusD

Otget 2 ®exnepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, nHpopmarusaimu 1 3amute uapopmanuu», [OCT
P 51141-98. «/lenonpou3BoJCTBO U apXUBHOE J€10. TepMUHBI U OIPEIEICHUDY

Otget 3 ®enepanbHblii 3akoH oT 10 sHBaps 2002 1. No 1-D3 «O0 3nekTpoHHON 1IM(PPOBOH MOATHCHY

5. B xakoM (KakuX) HOPMATHBHOM aKTe (akTax) NOHATHE «JlOKYMEHT» OIpelNeNeHO KaK «... 3adUKCUpOBaHHas Ha
MaTepuaabHOM HOCHTENe HHDOPMAIHS C PEKBU3UTAMH, ITO3BOJIIOIIIMY €€ HICHTH(HUINPOBATE ?

Otset 1 TOCT P NCO 15489-1-2007 «CUBU/I. Ynpasnenue gokymeHTaMu. O6mye TpeOoBaHus»

Otget 2 ®epepanbusiii 3akoH oT 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopmarusaimu 1 3amurte uapopmanuu», FOCT
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 xakoMm (kKaknX) HOPMAaTUBHOM aKTe (aKTaxX) JaHO MOHATHE «DIEKTPOHHOTO JTOKYMEHTa» KakK JIOKYMEHTa, «... B KOTOPOM
UH(POpMAIUS MTPEICTABIICHA B AJIEKTPOHHO-IIU(POBOI hopme»?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBU 1. Yupaenenue nokymentamu. OOIime TpeOOBaHUA

Ortset 2 @enepanbuslii 3akoH 0T 20.02.1995 N 24-03 «O6 undopmanuy, uHpopMaTU3aMu U 3amure uHGopmanuu», 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 opranu3zaiiioHHbIe (JOpMBI AEIONPOU3BOICcTBa BhI 3HaeTe?

Ortser | llenTpanu3oBaHHasi, IeLEHTPaIU30BaHHAs, CMELIIaHHAs

Otget 2 JIlupeKTHBHAs, SKOHOMHYECKA 00OCHOBAHHAS, a/IalITHBHAS

Ortset 3 Py4Has, MexaHU3UPOBaHHAsl, aBTOMaTU3UPOBAHHAS

8. K KkakoMy IOKYMEHTY OTHOCHUTCS CIEIYIOIas XapaKTepUCTHUKA «SIBIACTCA OCHOBHBIM HOPMAaTHBHO-METOIUYECKUM
JIOKyMEHTOM, ONPEeIIIOIINM U YCTaHABIMBAIOIINM €IUHBIN MOPSAI0K COCTABIEHUS, OPOPMIICHUS JOKYMEHTOB U pabOThI ¢ HUIMU B
OpraHu3amn»?

Otser 1 MHCTpYKIMS O I€I0NPOU3BOICTBY

Otset 2 Homenknatypa nen

Ortset 3 PernameHT paboThI

9. O0s13aTeNBHO JIM TOJDKHA OBITH HHCTPYKIUS IO AETONPOU3BOICTBY B KaXKIOM YUPEKACHHHU, OpraHH3aIHn?

Otser 1 la

Ortser 2 Her

10. ITouemMy HHCTPYKLUS HO AEJIONIPOU3BOJICTBY KOHKPETHOM OpraHnu3alvy BCeraa MHAUBUyanbHa?

Ortger 1 [ToTOMY YTO OHa YUUTHIBAET BCE OCOOCHHOCTH, KaK COCTaBa JJOKYMEHTOB, TaK M TEXHOJIOTHU HX 00pabOTKH

Ortser 2 Tak Kak OHa B KaX/JJ0i OopraHu3aIiuy pa3pabaTbiBacTCsl pa3HbIMU JTIObMU

Ortser 3 [loroMy 4TO B pa3HbIX OpraHU3aLUAX MO-Pa3HOMY HA3bIBAETCS CIIYK0a JIeONpOU3BOJICTBA

11.Koraa peructpupyroTcs NOCTyNaoUMe B OPraHU3aIMIO JOKYMEHTHI?

Otser | B neHp noamucanus 10KyMeHTa

Otser 2 B neHb yTBepKIEHUSA TOKYMEHTa

Otser 3 B neHp nocrymnieHns 10KyMeHTa

12. Kornia perucTpupyroTcst OTIIpaBiIsieMble U3 OpraHU3aliy UM BHYTPEHHHUE JOKYMEHTHI?

Otser | B neHp nmoanucanus 10KymMeHTa

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 AJISL pETMCTPaLliK BXOISIIET0 JOKYMEeHTa?

Otser 1  115/09-17

OtBer2 3

Otser3  03-11/157

14. Kaxas mocienoBaTeNbHOCTh PACIHONIOKEHUS] MOPAIKOBOIO HOMEpa W HOMepa feia IO HOMEHKJIAType AN SBIISIETCS
00513aTeNbHOM [T PErHCTPALlMH UCXOIAIIETo (OTIIPABISIEMOr0) T0KyMeHTa?

Oteer 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
Otrser 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 BHINOJHEHHBIX 33JaHus — 3 Oauia

Memnee 10 BepHO BBINIONHEHHBIX 331aHus — 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:

VYmeer:

(hopMUpPOBaTh MAKeT JOKYMEHTOB, OTPKAIOUIMX JESATENFHOCTh 00pa30oBaTEIbHOTO YUPEKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBAHUSIMUA KOHTPOJHPYIOIIUX OPraHOB W HOPMATHBHO-METOJMYCCKUMH JOKYMEHTaMH; OOECIIeUUTh
cOONIOIeHNe JTOKYMEHTOB NEHCTBYIONIEMY 3aKOHOJATENBCTBY; NPUMEHSS NMPOrpaMMHOe obeclieueHne, co3aaTh yIpaBlICHIECKUE
JIOKYMEHTBI B TPAJAUIIMOHHBIX 1 aBTOMATU3UPOBAHHBIX TEXHOJIOTHAX; Ha OCHOBE MPOrPAMMHOTO 00eCTIeUeHH s KIIaCCU(PUITUPOBATD U
CHCTEeMATH3UPOBaTh TOKYMEHTHI Ha CTaJUH WX OOpabOTKM M XpaHEHHs; OPTraHU30BaTh JOKYMEHTOOOOPOT B 00pa3oBaTEeIbHOM
YUPEKAECHHUHU, UCIIOIb3YsI OCHOBHBIE oducHble IporpaMmbl: Microsoft Office Word, Microsoft Office Excel u ap.; ocyimecTBiiTh
ApXHMBUPOBAHHE YIPABICHYECKUX JOKYMEHTOB C IIOMOIIBIO KOMITBIOTEPHBIX MPOTpaMM; MOATOTABINBATE JOKYMEHTHI K XpaHEHHIO,
UCTIOJNB3Ys OCHOBHBIE oucHbIe nporpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremarnzupoBarh JOKyMEHTHI
0 BHJaM YIPaBICHYECKON NeITEIILHOCTH B 00Pa30BaTEIbHOM YUPEKICHHH (OCHOBHAS JIESITENLHOCTh, Pa00Ta 110 TNIHOMY COCTaBY
U T.J.); UCTONb3Yys HHPOPMAIMOHHBIE TEXHOJIOTWH, MNPOSKTHPOBaTh ONAHKH M YHU(PUIHPOBaHHBIE (HOPMBI TOKYMEHTOB;
WCTIONb30BAaTh TEXHUYECKHE CPEICTBAa W JIOKAJIBbHBIE CETH B JOKYMEHTAIIMOHHOM OOECIeYeHHH yJYaCTHUKOB 00pa3oBaTEIHHOTO
npolecca; IPUMEHITh METOIbl ONTUMU3ALUK JOKYMEHTOIIOTOKOB B 00pa30BaTEIbHOM YUPEXKICHUH ITOCPEICTBOM HCIIOJIb30BAHUS
KOPIOPAaTHBHBIX WH()OPMAIOHHBIX CHUCTEM; OCYIIECTBISITh KOHTPOJb 33 pealn3alueil YIpaBIeHUYECKHX PEeIleHUH IT0CpPeCTBOM
KOPIOPATHBHBIX HH(GOPMAIIMOHHBIX CTPYKTYP.

Tun (dbopma) 3a1aHus: 3aJaHUE 110 CUTYaLUSIM

TIpuMep THUMOBBIX 3a7aHNi (OLIEHOYHBIC MaTePHAIIBI):

Ha mpumepe KOHKpeTHOH opranuzanuu (Ha BeIOOp) 000CHYIiTe HEOOXOAUMOCTh COBEPIICHCTBOBAHUS JOKYMEHTOO00POTA U
OLIEHHUTE BO3MOXHYIO 3 ()EKTHBHOCTD MPEIOKEHHBIX H3MEHEHHI.

a) 711 AETCKOTO JAOLIKOIBHOIO 00pa30BaTEeIbHOIO YUPEXKICHUS C OCYIIECTBICHUEM KOPPEKILMH PAa3BUTUSI BOCHUTAaHHUKOB;

0) U 9aCTHOTO 00Pa30BATENBHOTO YUPEKICHUS;

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

T) JUI OPraHOB 00pa30BaHMs rOCYIaPCTBEHHON MIIM MyHUIIMNIATBHON BIIACTH.

Kpurepun oueHkH: (BHIIONHEHUE KaXKIOTO KPUTEPHs OLCHUBAETCs B 1-2 Oaia B 3aBUCHMOCTH OT CTETIEHH 00OCHOBaHHOCTH
CYXJICHU).

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

[poananmupoBaHa JeATeIbHOCTh 00pa30BaTENbHON OPTraHU3AINH TP OPTaHU3AINH PAOOTHI C JOKYMEHTAMH.
PackprIThl OCHOBHBIE ITpo0IeMbl B opranuzanuu JJOY.

PackphITHI TEepCHIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.

JlaHa oLeHKa peabHOCTH MPEIT0KEHHBIX IIEPCIEKTUB.

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

TIpumMep TUMOBBIX 3aaHNi (OLIEHOYHBIE MaTEpHab): (Co3IaHue Keiica)

Ha marepuane m3BectHOH Bam 00pa3oBaTenbHOM OpraHU3aMN TPOAEMOHCTPUPYHTE pean3aliio TEXHOIOTHH OpPTaHU3aIIH
JIETIONIPOU3BOACTBA NIPH NPHEME Ha BAKAHTHYIO HOJDKHOCTh. OOOCHYHTE KOHKpETHBIC AEHCTBUS PYKOBOAUTENS IO Pealu3alluu
JOKYMEHTAI[IOHHOTO COIPOBOXKCHHS YIPaBIeHICCKON (PyHKIHH.

Kpurepuu orieHku (BBIIOJIHEHUE KQXIO0TO KPUTEPHS OLIEHUBaeTcs B 2 Oasuia):

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

1. Ommcana curyanuss H3MEHEHMS JEATENBHOCTH O0O0pa30BaTeNbHOM OpraHM3alliM, OTpakamouias HeoOX0IUMOCTh
HPUBJICICHHUS HOBBIX COTPYAHHKOB;

CdopmynupoBan nepedeHb TpeOOBaHHI K BAKAHTHOW JOJIKHOCTH;

CocTaBiieHa TMYHOCTHAS CIIEIUPHUKAIHS U1 0TOOpa HYKHBIX COTPYIHUKOB,;

Brecenbl H3MeHEeHHUS B THUIOBYIO JOJDKHOCTHYIO MHCTPYKIHUIO,

Pa3paboTana (hopMa aHKETHI Ha BAKaHTHYIO JOIDKHOCTB M (hopMa OI[EHOYHOTO JIHCTA,
CocrasineH npuka3 1 0hopMIIeH TPYIOBOH JOTOBOP B TPAAUILIMOHHON U 3IEKTPOHHOHU (opme,
OdopMieHs! THIHOE [eTI0, INYHAS KapTOYKa M TPYAOBas KHIDKKA.

MCTO}II/I‘IGCKHG MaTepHuabl, ONPEACIAIoNe MPOLEAyPY U KPUTEPUU OLIEHUBAHMSA CHOPMUPOBAHHOCTU KOMIETEHIMH Ipu
HPOBEJICHAN ITPOMEKYTOTHOH aTTeCTAIIHH

rPwONE

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 BBHITIOJIHEHHBIX 33JaHUIH — OTJIMYHO.
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