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INosicHuTenbHAs 3aNKCKa

@oup oneHouHbIX cpenctB (manee — @OC) mis DpPOMEXYTOUHOH aTTeCTalMy IO AMCLMIUIMHE «Jlen0mpou3BoICTBO»
pa3paboTaH B COOTBETCTBHU C TPeOOBaHUSAMH (ellepalbHOTO TOCYAAPCTBEHHOTO 00pa30BATENBbHOIO CTaHIAPTa BBICHIETO
oOpazoBaHus — OakajgaBpuaT 110 HanpaBiIeHUI0 NoAroToBkH 38.03.01 DkoHOMHUKa, YTBEP:KAESHHOIO IIPUKa30M MuHHUCTEpCTBa
oOpasoBanus 1 Hayku Poccuiickoit @enepanun ot «12» aBrycra 2020 r. Ne 954; (3apeructpupoBaH MHUHHCTEPCTBOM FOCTHIIUH
Poccuiickoit ®enepanuu 25 aprycra 2020 r., peructpauuoHHbIi No 59425), ¢ uU3MEHEHHEM, BHECEHHBIM IIPUKa30M
MunucTepcTBa HayKd M BbIciiero odpasoBanus Poccuiickoit ®enepanuu ot 26 HOos0ps 2020 r. Ne 1456 (3apeructpupoBan
MunucrepctBoM toctuuuu  Poccuiickoit ®enepaumn 27 wmas 2021 1., peructpanmonsHelid Ne 63650), ocHOBHOI
npodecCHOHAILHONW 00pa30BaTENIbHON MPOrpaMMOi Mo HampaeieHuto moarotoBku 38.03.01 DkoHOMEKa, HANpPaBICHHOCTh
(mpoduinb): «DUHAHCHI U KpEeIuT», ¢ ydeToM TpeboBaHuil npodeccuoHanbHbIX crangapToB 08.006 "Cnenuamuct 1o
BHYTPEHHEMY KOHTPOIIO (BHYTPEHHHIT KOHTpOJIep)", YTBEpKICHHBINA PUKa30M MUHHUCTEPCTBA TPYIa M COLMAIBLHON 3aIIUThI
Poccuiickoit @enepanuu ot 22 Hos10psa 2022 r. Ne73 11 (3apeructpuposad MunuctepcTBoM roctuiiu Poceuiickoii denepanuu
22 nekabps 2022 r., perucrpamuonHbiii Ne 71783), 08.008 "Crmernmanuct mno (QUHAHCOBOMY KOHCYJIBTHPOBAHHIO",
YTBEpKJICHHBIH IpHKa30oM MUHUCTEPCTBA TPYa U coLUanbHOM 3amuThl Poccuiickoit @eneparnuu ot 19 mapra 2015 r. Ne 1670
(3apeructpupoBan MuHHuCcTEpCTBOM HocTHLINH Poccuiickoit @enepanun 9 anpens 2015 r., peructpanuonnsiii Ne 36805), 08.015
"CrenuanycT 1o KopHopaTUBHOMY KPEAUTOBAHUIO", YTBEPKIEHHBIN NpHKa30M MUHHUCTEpPCTBA TPYAa U COLMANbHOMN 3alUThI
Poccuiickoii @enepanuu ot 9 okTs10pst 2018 1. Ne 626H (3apeructpupoBad MunuctepcTBoM roctuinu Poccuiickoit @enepanyn
30 oxTa6ps 2018 r., peructpanuoHHslil Ne 52572).

Henp @OC as1st IPOMEKYTOUHON aTTECTAIUKN — YCTAHOBJIICHUE YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETCHIIUU

Kommerennus WNugukatop

YK-4 Crnocoben | YK-4.1 BpiOupaer Ha rocyaapCcTBEHHOM M WHOCTPAHHOM(BIX) s3bIKe(aX) KOMMYHHKATHBHO
OCYLIECTBIATh IpUeMiIeMble CTWIb JIeJIOBOTO  OOlIeHHs, BepOalbHble M  HEBEpOAlIbHBIE CPEACTBA
JIETIOBYIO B3aMMOJICHCTBHS C TAPTHEPAMHU

KoMMyHHKauio B | YK-4.2 HcnonedyeT HHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJOTMM IIPU  IIOHUCKE
yCTHO# U | HeoOXxoauMoll MHGOPMAIMU B MpoLecce PEeHIeHHs PA3NUIHBIX KOMMYHHKAaTHBHBIX 3a/ad Ha
MIMCbMEHHOMN rOCYJIapCTBEHHOM M HHOCTPaHHOM(BIX) si3bIKe(ax)

hopmax Ha | YK-4.3 Bener AejOBYI MEPENUCKY, YYHUTHIBAS OCOOCHHOCTH CTHJIMCTHKH OQHUIMATBHBIX U
roCyZapCTBEHHOM HEO(QUIMANBHBIX IHCEM, COLUOKYIbTYpHBIE pPa3IMuusi B (opMaTe KOPPECHOHIECHIMU Ha
A3pIke  POCCHMICKOHM | rocymapcTBEHHOM M HHOCTPaHHOM(BIX) A3BIKE(ax)

denepaunu U

HHOCTPAaHHOM(BIX)

si3bIKe(ax)

OIIK-5 Cnocob6en | OIIK-5.3 OcymiecTBiseT JA0OKYMEHTOOOOPOT C IMOMOIIBI0 COBPEMEHHBIX HH()OPMAIMOHHBIX
UCIIOJIb30BaTh TEXHOJIOTHH U IPOrPaMMHBIX CPEJICTB

COBpEMEHHEIE

NH(MOPMALOHHBIC

TEXHOJIOTHH u

MPOTrPpaMMHEIE

cpezacTBa pu

pelenuun

npodeccrnoHaTbHBIX

3amaq

Zagaun ®OC 11 TPOMEKYTOUHOH aTTECTALUH - KOHTPOJIb KAYeCTBA U YPOBHS JOCTH)KEHHS PE3yJIbTATOB OOYUEHHS 1O
(hopMupyeMBbIM B COOTBETCTBUH € YUSOHBIM IUNIAHOM KOMIIETCHIIUSM:

VYK-4 Crioco0eH ocynecTBIATh ISI0BYI0 KOMMYHHKAIHIO B YCTHOM U MMCBMEHHOHN (hopMax Ha TOCYyJapCTBEHHOM SI3BIKE
Poccuiickoit denepanuy 1 HHOCTPaHHOM(BIX) SI3bIKE(axX)

VYK-4.1 Beibupaet Ha rocygapcTBEHHOM M HHOCTPAaHHOM(BIX ) sI3bIKe(aX) KOMMYHHKATHBHO MPUEMIIEMBIE CTHIIb I€JI0BOTO
o01eHus, BepOanbHble U HeBepOallbHbIE CPEJICTBA B3aUMOAECIHCTBUSI C TapTHEPAMU

3HaeT: 0COOEHHOCTH M CTHIHM O(UIMAIBHO-IENOBBIX TEKCTOB, MpaBmia O(GOPMIICHHS NEJOBOTO IHChMA; IPaBHIIA
COCTaBJIEHUS U O(hOPMIICHUSI YIIPABIEHUECKUX JOKYMEHTOB (SI3BIKOBBIE (OPMYIIbI OPUIMANBHBIX JOKYMEHTOB).

VK-4.2 Hcnoms3yer MHPOPMANHOHHO-KOMMYHUKAIMOHHBIE TEXHOJOTHU TIPH IOWUCKE HEOOXOAMMON HH(pOpMAIWU B
MPOIIECCE PELICHHUS Pa3IMYHBIX KOMMYHHKAaTHBHBIX 33/1a4 Ha TOCYIapCTBEHHOM U MHOCTPaHHOM(bIX) si3bIKe(ax)

3HaeT: MpaBuia COCTABICHUS U O(OPMIICHHS YIIPABJICHYECKIX JOKYMEHTOB IPH UCIIOJIb30BAHUH TEXHUYECKUX CPEACTB.

VYK-4.3 Bezper neNoBYIO MEPENUCKY, YYUThIBass OCOOCHHOCTH CTHJIMCTUKUA O(UIHATIBHBIX M HEO(HUIMATIBHBIX MHCEM,
COLIMOKYJIBTYpHBIE pa3inuus B popMaTe KOPPECHOHACHIIMH Ha rOCYJapCTBEHHOM M HHOCTPaHHOM(bIX) S3bIKe(aX)

3HaeT: mpu3HaKu U QYHKIMM JOKYMEHTA; CTPYKTYPY CHUCTEM AOKYMEHTAIMH; COCTaB YHU(MHULIUPOBAHHOW CHUCTEMBI
JIOKYMEHTAIHH.

VYMeeT: BECTH AENOBYIO IEPENHCKY; MCIOJIB30BaTh HA0OP PEKBU3UTOB JOKYMEHTA, OTPaXKaloluil ero 0coOEHHOCTH U
Ha3HaYeHHE; CUCTEMAaTU3UPOBaTh JOKYMEHTHI 110 BU/IaM YIPaBJICHYECKOI esTeIbHOCTH (OCHOBHAS JESTENbHOCTD, paboTa 1o
JMYHOMY COCTaBY U T.J.); HCTIOJIB3Ys HH(GOPMALMOHHBIE TEXHOJIOTHH, TIOATOTABINBATh MyOJMYHOE BHICTYIUICHHE: TeMa, IOUCK
Marepuaina, apryMeHTHPOBaHUE, HAYaJI0, Pa3BEePTHIBAHUE U 3aBEpIIICHHE.

OIIK-5 Cnioco6eH ucnonp30BaTh COBpEMEHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUH 1 IPOrPaMMHBIE CPECTBA IIPH PEIICHUN
npodeccnoHaIbHBIX 3a1a4
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OIIK-5.3 OcymecTBisieT JOKyMEHTOO00POT C IIOMOLIbIO COBPEMEHHBIX HH()OPMAILIMOHHBIX TEXHOJIOTUH U IPOrpaMMHBIX
CpencTB

3HaeT: yCTpPOHCTBa CO3JaHUS AJIEKTPOHHOH YIpaBICHYECKOH HMH(POPMALIUH, SJICKTPOHHBIC CIPABOYHBIC CIYXOBI
(BHzeOTEKA, TEJICTEKCT, TeIeaBTorpad), KaHAJIBI U CETH JICKTPOHHOM ITOYTHI JUIS TOBEACHNS HH(OPMALUH JIO IO JYHHCHHEIX.

YMeeT: cucTeMaTH3UpOBaTh JOKYMEHTHI 10 BUAAM YIIPABIEHYECKOH NeaTeTbHOCTH (OCHOBHAS JISSITEIBHOCTD, Pad0Ta 1o
JMYHOMY COCTaBy M T.HI.), HCIOJB3Yys HMH(OPMALMIOHHBIE TEXHOJIOTHH; HPHMEHSS MPOrpaMMHOE oOecIedeHue, co3/aTh
yIpaBJIeHUYECKHE JOKYMEHTHI B aBTOMAaTH3UPOBAHHBIX TEXHOJOTWAX; HAa OCHOBE IPOrPaMMHOro  oOecreueHus
KJITacCU(UIIPOBATE H CHCTEMATH3UPOBATh JOKYMEHTHI HA CTaIMH UX 00paOOTKH U XpaHEHHsI; OPraHU30BaTh JOKYMEHTOO00POT
Ha TIPEANIPUATHH, HCIONB3Yys OCHOBHbIE o¢ucHble mporpammbl: MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYIIECTBIATh ApPXUBHPOBAHHC YIPABJICHYCCKUX JOKYMEHTOB C IOMOINBIO KOMIIBIOTEPHBIX IMPOrPaMM; IIOJIrOTaBINBATH
JIOKYMEHTBI K XpaHEHHIO, UCTIOJNb3Ys OCHOBHBIE oducHbIe nporpammbl: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

TpebGoBaHKeE K IIPOLEAYPE OLCHKH:

ITomemenue: 0coObIX TpeOOBAHUM HET

O6opynoBaHue: 0COOBIX TPeOOBaHUI HET

VHCTpYMEHTHI: KaHIETIIPCKUE IPUHAIC)KHOCTH

Pacxoxnsle MaTepuansl: Oymara

JloCTyII K JOTIOJHUTEIILHBIM CIIPABOYHBIM MaTepHaliaM: HeT

Hopwmer Bpemenn: 1o 1 akageMuyeckoMy 4acy Ha KOHTPOJIbHbIE MEPOTIPHSATHS

KoMIeKT o1ieHOYHBIX CPeACTB ISl IPOBEIEHUS TPOMEKYTOUHON aTTeCTaIllN

IpoBepsiemast (bie) kKomreTeHIus (1) (us omomn Bo):

VK-4. Cnoco0GeH oCyLecTBIATh A€JI0BYI0O KOMMYHUKAIIMIO B YCTHON U MUCEMEHHOH (hopMax Ha rOCY1apCTBEHHOM SI3BIKE
Poccuiickoii denepannu 1 ”HOCTPAaHHOM(BIX) s3bIKe(aX)

VK-4.1. BeibupaeT Ha rocy1apCTBEHHOM U HHOCTPaHHOM(BIX) A3bIKe(aX) KOMMYHUKATUBHO NIPUEMIIEMbIE CTUIIb JIEJI0BOTO
obmieHns, BepOaabHbIe I HeBepOaIbHbIE CPEICTBA B3aUMOCHCTBHSA C MApTHEPAMH

O0pazoBaTenbHbIE PE3YNIbTAThL:

3HaeT: 0COOGHHOCTH W CTHUIH O(HINANBHO-IENOBBIX TEKCTOB, NPaBHIa OGOPMICHHS AENOBOTO IHChMA; IIPaBHIA
COCTaBJIEHUS U O()OPMIICHUS YIIPABIEHYECKUX JOKYMEHTOB (SI3bIKOBBIE (POPMYIIbl OQUIINAIBHBIX JOKYMEHTOB).

Tun (dhopma) 3a1aHUsA: 3aKPBITHIA TECT ¢ MHOXKECTBEHHBIM BEIOOPOM.

ITpumep TUIIOBBIX 3a1aHUM (OLIEHOUHbIE MaTEPHAIb):

TecroBble 3a1aHusA:

1. Kakoii 3akoH onpenenui 00513aTeTbHOCTh JOKYMEHTHPOBAaHUS HHPOPMALIUH?

Otger 1 «O OyxrantepckoM yuere» oT 21 Hos0pst 1996 1. Ne 129-03

OtBer 2 «O6 undopmaruu, nHGopMaTuzanuy u 3amute uHGopmarn» ot 20 dpespang 1995 r. Ne 24-03

Otget 3 «OO6 3exkTponHO# nudpoBoit noanuck» ot 10 suBaps 2002 r. Ne 1-03

OtBeT 4 «O TOBapHBIX 3HAKAX, 3HAKAX OOCITY>KUBAHUS U HAUMEHOBAHHS MECT IPOUCXOXKICHUS TOBAPOB» OT 23 CEHTIOps
1992 1. Ne 3520-1

2. Ilponomxure «/lenonpon3BoacTBO» — 3TO..

Otser 1 Cucrema XpaHeHHUsT JOKYMEHTOB

Otser 2 CocTaBieHUE JOKYMEHTOB

OtBer 3 Otpaciib IesTENBHOCTH, O0ecreunBaromas JOKYMEHTUPOBaHHE M OpTraHH3aluio PabdoThl ¢ O(UIUATHHBIMU
JOKyMEHTaMHU

3. YkaxxuTe TEpMHUH, IMEIOLINH TaKOH YK€ CMBICH, KaK U TEPMHH «JIEJIONPOH3BOICTBOY.

Otser 1 JlokyMEeHTHpOBaHUE

Otser 2 CucremMa TOKyMEHTAIUN

OtBer 3 JIokyMEHTallMOHHOE 00ECIIeYeHNE YIIPaBICHUS

Otsert 4 JlokymeHTHpOBaHHAsI HH(OpMAITHS

4. B xakoM (Kakux) HOPMAaTUBHOM akTe (AKTax) MOHATHE «JIOKyMEHT» OIpeAesNeHO KaK «...3a)MKCUpOBaHHAs Ha
MarepuagbHOM HOCUTeNIe MHOpPMaIHs, CO3JaHHas,  MOJyYeHHas W COXpaHseMas opraHH3aledl WM YaCTHBIM JIUIIOM B
KauecTBE JJOKA3aTeNbCTBA NIPH NOATBEPXKIACHUU NIPABOBBIX 0053aTEIbCTB WIH JETI0BOM JIeATEILHOCTI?

Otser 1 TOCT P UCO 15489-1-2007 «CUBU /1. Ynpasnerne nokymeHTamu. O01ue TpedoBaHUs»

Otger 2 @enepanbhblii 3akoH 0T 20.02.1995 N 24-®3 «O6 nHpopmanuu, MHGOPMATU3AMH U 3aLIUTE UHPOPMALIUH,
T'OCT P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J1€J10. TepMHUHBI U ONPEAETICHUS

Otser 3 ®enepanbuslii 3akoH oT 10 stHBaps 2002 r. Ne 1-P3 «O0 371eKTpOHHOHN HUGPOBOH MOIIHCI»

5. B xakoM (Kakux) HOPMATHBHOM akKTe (aKTax) MOHATHE «/IOKyMEHT» OMNpeleNleHO KaK «... 3aUKCHpOBAaHHAs Ha
MaTepuaIbHOM HOCUTENE HHGOPMAIHS C PEKBU3UTaMH, TO3BOJISIONIMMY €€ HASHTU(HLIUPOBATE)?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBM . Yupasnenue nokymeHtamu. O011pe TpeOoBaHMs

Otser 2 Depepanbublii 3akoH oT 20.02.1995 N 24-®3 «O6 nHdopmanyu, nHGOpMATH3AMUH U 3aIUTe HHHOPMALIHNY,
T'OCT P 51141-98. «/lenonpou3BOJACTBO U apXUBHOE AeN0. TepMUHBI U OTIPEACTICHUSD)

Otser 3 ®enepanbuelii 3akoH oT 10 stHBaps 2002 1. Ne 1-D3 «O0 371eKTpOHHON TU(PPOBON TOIITHCH»

6. B xakoMm (KakuX) HOPMAaTHBHOM akTe (aKTax) JaHO IOHATHE «DJICKTPOHHOIO IOKYMEHTa» KaK JOKYMEHTa, «... B
KOTOPOM HH(OpMaLysi IPECTABICHA B QIEKTPOHHO-IUPPOBOH hopMme»?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBM . Yupasnenue nokymeHtamu. O011pe TpedoBaHMs
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Otser 2 @enepanbusblii 3akoH oT 20.02.1995 N 24-®3 «O6 undopmaiyu, nHGOpMaTU3ALUK U 3aLUTe UHOOPMALUNY,

T'OCT P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J€10. TepMUHbI U ONpeNeIeHUDY

Otget 3 ®enepanbhbliii 3akoH 0T 10 sHBaps 2002 1. No 1-D3 «O06 351eKTpOHHOM IIUPPOBOI MOATUCH»

7. Kakue opranuzaiioHHblie (JOpMBbI 1eI0IponU3BoAcTBa Brl 3HaeTe?

Otser 1 LlenTpanu3oBanHas, AeIEHTPATN30BAHHAS, CMEIIaHHAS

Otger 2 JlupekTHBHAs, SKOHOMHYECKH 000CHOBaHHAs, a/lallTUBHAS

OtBer 3 Pyunasi, MexaHU3UpOBaHHAs, aBTOMaTHU3NPOBAaHHAS

8. K KakoMy NOKYMEHTY OTHOCHTCS CIIEAYIOIAsi XapaKTepUCTUKA «SBJIAETCS OCHOBHBIM HOPMAaTHBHO-METOJIUYECKUM

JOKYMEHTOM, OTIPEIENIAIONINM U YCTAaHABIMBAIOLINM €JUHBIN MOPSIOK COCTaBIeHHUS, 0QOPMIICHUS TOKYMEHTOB H PabOTHI C
HUMH B OpraHu3alum»?

Otser 1 UHCTpyKIHS 110 A€TONIPOU3BOJCTBY

Otger 2 Homenknatypa aesn

Ortger 3 PernameHT paboThI

9. O0s13aTEeNBHO JIN TOJDKHA OBITH MHCTPYKIMS 110 IEJIOIPOU3BOICTBY B KAXKIAOM YUPEKACHUH, OpraHU3alnuu?
Otger 1 [la

Otser 2 Her

10. IToyemy HHCTPYKIHSI IO 1EJOMPOU3BOACTBY KOHKPETHOM OpraHU3aliH BCET/Ia WHANBHUIyaIbHA?

Otger | [ToroMy 4TO OHa yYUTHIBaeT BCE OCOOEHHOCTH, KaK COCTaBa JIOKYMEHTOB, TaK M TEXHOJIOTUH UX 00paboTKH
Otger 2 Tak Kak OHa B KaX/JJOH OpraHU3alluy pa3padbaThiBACTCs Pa3HBIMHU JIIOJIBMU

Otger 3 [Toromy 4YTO B pa3HbIX OPraHU3aLUAX O-Pa3HOMY Ha3bIBAETCS CIIYX0a JIeIONPOU3BOJICTBA

11.Korna peructpupyroTcst MOCTYTAIOIINE B OPTaHH3AIHIO TOKYMEHTHI?

Otger 1 B neHp noanucanust TOKyMeHTa

Otser 2 B nieHp yTBep)ACHUS JOKYMEHTA

Otger 3 B 1eHb NOCTYIUICHUS TOKYMEHTA

12. Korna peructpupyrorcs OTIpaBisieMble U3 OPTaHU3alliN HIIM BHYTPEHHUE JOKYMEHTHI?

Otger 1 B neHp noanucanus 10KyMeHTa

Otser 2 B nieHs yTBep)A€HUS JOKYMEHTa

Otger 3 B 1eHb NOCTYIUICHUS TOKyMEHTA

13. Kakast mocneoBaTenbHOCTh PACION0KEHHs MMOPSIIKOBOTO HOMEpa H HOMepa Jena 1Mo HOMEHKJIAType Jell sSBISIeTCs

00s13aTeNILHOM AT PErUCTPALK BXO/SIIEro JOKyMeHTa?

Oter 1 115/09-17

OtBer2 3

Otrser 3  03-11/157

14. Kakas mociezioBaTeIbHOCTh PACIIONIOKEHHUS MOPSIKOBOIO HOMEpPA M HOMepa Jiesia 0 HOMEHKJIATYpe el SIBISCTCS

00s13aTeNIbHOM AT PETUCTPaLK UCXOAAINEro (OTIPaBIsieMOro) TOKyMeHTa?

Otrser 1 115/09-17

OtBer2 3

Otser 3 03-11/157

15. Kakast 1ociieioBaTelIbHOCTh PAaCIOIOKEHHUS TIOPSIKOBOIO HOMEpPa U HOMepa Jiejia [0 HOMEHKJIATYpE eI SBJISETCS

00s13aTeNTbHOM U1 PerucTpalii BHYTPEHHETo JOKyMeHTa?

Oteer 1 115/09-17

OtBer2 3

OtBer 3 03-11/157

Korou:
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

Kpurepun oneHku:

15 — 14 BepHO BBHINOIHEHHBIX 3a7aHU — 6 OaNI0B
13 — 12 BepHO BBIMOJHEHHBIX 33aHus — 4 Oasia

11 — 10 BepHO BBHINOIHEHHBIX 3afaHus — 3 Oania
Menee 10 BepHO BBINOJIHEHHBIX 3a1aHust — 0 0aI0B
MakcuManbHOE KOJIMUeCTBO 0aioB - 6.

VYK-4.2. Ucnonb3yer MHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTUU TPH MOMCKE HEOOXOOUMOI MH(pOpPMALUK B

MpoIiecce PeleHUs pa3IMYHbIX KOMMYHHUKAaTHBHBIX 33/1a4 Ha FOCYIapCTBEHHOM U MHOCTPaHHOM(BIX) S3bIKe(ax)

O06pazoBaTenbHbIE PE3YNbTaThI:
3HaeT: IpaBUia COCTABICHAS U O(OPMIIEHHS YIPaBICHUYSCKUX JOKYMEHTOB IIPH UCTIOIb30BAaHUH TEXHHIECKHX CPEICTB.

Tun (popma) 3agaHus: TUCbMEHHAs paboTa.

ITpumep TUIIOBHIX 3a1aHUH (OLIEHOYHBIE MaTePHAIb):

Hanmmmre pa3BepHYTHIiT OTBET Ha BOIPOC!

1. Opranuszanus cnyxObl JOKYMEHTALOHHOTO 00eCTIeueHHs YIPaBICHUS Ha COBPEMEHHOM dTalle.
2. JlokyMeHT: olpeieNieHHe, CBOMCTBA, (DYHKIHN.

3. Cranpaptuzanys 1 yHUQUKAIMI JOKYMEHTOB.
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IMousiTHe U KIaccUPUKAIMS TOKYMEHTO000pOTa MPEAIPHUSITHSL.
OpraHu3anys paoHAIEHOTO JOKYMEHTO000pOTa Ha MPEANPHUATHH.
Perucrpanust JOKyMEHTOB (BXOISIINX, HCXOISIINX, BHYTPECHHUX): 3HAYCHHE, TTPABUIIA, (POPMBI.
TexHOJ0rus OCYIIECTBICHUS KOHTPOJISI HCIIOJIHEHUS! JOKYMEHTOB.
XapakTepucTHKa U 0COOCHHOCTH 0POpPMIICHHUS O(HUIMATIBHOTO JIEIOBOTO MUCHMA.
XapaKkTepuUCTUKa CUCTEMBI YIPABJICHYECKHX JTOKYMEHTOB. [IpuBequTe MpUMephl JOKYMEHTOB TIO KaXKIOW CHCTeMe
YIPaBJICHUYECKUX JIOKYMEHTOB.
10. Ctpykrypa noKyMeHTa (TOCTOSHHBIC U IEPEMEHHbBIC PEKBH3UTHI, TPOIOIBHOE U YTIIOBOE PACTION0KEHHUE PEKBU3HUTOB).
11. TlpaBuna ohopMIICHHS YIIPABICHYECKUX (OPTaHU3AIMOHHO-PACTIOPSAAUTEIBLHBIX) IOKYMEHTOB
12. O6uime TpeOoBaHUs K COCTABICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB (3TaIbl MOJATOTOBKHU U MOPSI0K oopMIIeHus).
13. PacniopsAuTeNbHBIE IOKYMEHTHI. [Mops 10K MOATOTOBKH PACHOPSITUTEIBHBIX IOKYMEHTOB.
14. Buzpl 1 mOPsIIOK TOATOTOBKH HH(OPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB.
15. Busibl ¥ OPSI0K NOATOTOBKH JIOKYMEHTOB TIO JINYHOMY COCTaBY.
16. OnpeneneHue U XapaKTEPUCTUKA PA3TUIHBIX BUIOB HOMEHKJIATYPHI JICII.
17. TpeOoBaHus K CHCTEMAaTH3allMHU 3aroJI0BKOB JIeJI B HOMEHKIIATYpE.

©ooNo O

MakcumaabHO€e KOJIHYECTBO 0aioB — 6.
MuHUMATFHOE KOJMYECTBO OAJIIOB, TIPH KOTOPOM 3a/IaHHe 3aCUUThIBACTCS — 4.

Kpurepuu oneHKH:

Kpurepwuii/onenka Brimonneno monmHocTe0 | BeimonaeHo yacTudHO He Bemonaeno
PackpbITO OCHOBHOE TIOHSITHE 2 bayuia 1 Gamn 0 GayutoB
Iepeuncienst BCE 2 Gamna 1 Gamn 0 6amoB
COCTAaBIISIOIIIE DIIEMEHTEI

(ctpykTypa) npeaMera

(stBICHHS)

Jana XapaKTepUCTHKA 2 Gamna 1 Gamn 0 6amoB
COCTaBIIFOIIIX SIIEMEHTOB

(cTpyKTypbI) npeaMera

(stBICHHS)

VYK-4.3. Bener 1enoByro MEpernucKy, YUUTbIBas 0COOCHHOCTH CTHMJIMCTHKU O(QHUIMANIBHBIX U HEO()UIHMAIBHBIX MHCEM,
COIIMOKYJBTYPHBIE pa3iudus B HopMaTe KOPPECIIOHACHIINH Ha TOCYIapCTBEHHOM M MHOCTPAaHHOM(BIX) sI3bIKE(aX)

O0pazoBaTenbHbIE PE3YNIbTaThI:

3HaeT: mpu3Haku U (QYHKIUM JOKYMEHTA; CTPYKTYpY CUCTEM JOKYMEHTAllUH; COCTaB YHH(DUIMPOBAHHOI CHCTEMBI
JOKyMEHTAIIWH.

YMeeT: BECTH AENOBYIO IEPENNCKY; UCIOJIB30BaTh HA0Op PEKBU3UTOB JOKYMEHTA, OTPaXKaloOMUil ero 0COOEHHOCTH U
Ha3HAuYeHHE; CHCTEMATH3MPOBATh JOKYMEHTHI [0 BU/IaM YIIPaBJIEHUECKOH NesaTeNbHOCTH (OCHOBHAS IESATENIEHOCTD, padoTa 1o
JUYHOMY COCTaBY U T.J.); UCIIOJIBb3YS HH(GOPMALMOHHBIE TEXHOJIOTHH, TIOATOTABIUBATh TyOJIMYHOE BHICTYIIEHHUE: TEMa, IOUCK
Marepuaia, apryMeHTHPOBaHUE, HaYall0, pa3BepTHIBAHHE U 3aBEpIICHHE.

Tun (popma) 3agaHus: THCEMEHHas paboTa.
ITpumep TUIIOBBIX 3aaHUM (OLIEHOUHBIE MaTEPHUAIb):
Hatinure ommoOku B opopmiaeHHH ToKkyMeHTOB. OopMuTe JOKyMeHTHI 6e3 OmHO0K.

1. Anpec:

Haumenosanue opeanuzayuu

Homep menegpona I'maBe agMuUHUCTpaLUK
®.1.0.

YBaxkaeMmbIit

Cubupckasi MHXEHepHO-TexHH4Yeckass kommanus «Cubunrek» (r. HoBocmbupck) mpocutr Bac 03HaKOMHTBCS € KpaTKOM
uH(popMaIell 0 HANpaBICHUSAX IEATEIbHOCTH (GUPMBI M OKa3aTh COAEHCTBHE B DEIICHUU BOINPOCOB, 3aTPYAHSIOIIMX
JeSTeNTbHOCTh QUPMBI.

3apaHee OnaroJapHbl 32 OKa3aHHYIO IIOMOIIb, TI0 IOPYYEHUIO TUpeKInH GupMbl « CHOMHTEKY,

TE€HEpaIbHBIA JUPEKTOP B.I'. Uno3emMueB

IIpunoxenus:

1. busnec-muian ¢pupmbl « CHOMHTEK», KOAUYECMBO TUCTO8.

2. 3asBnenue ¢pupmbl «CHOMHTEK» B MUHHUCTEPCTBO SKOHOMUKH U hpuHaHCOB PD 0 BIIEIeHNH KBOTHI Ha SKcropT Ha 2020 T.
3. 3asBnenue upmbl «CubunTex» B Komurer BHemHeskoHomuueckux cBszeit PCOCP ¢ mpock6oil paspemuTs pa3oBble
9KCHOpPTHBIE onepauu Ha 2020r.

2. HauMeHOBaHME OpraHu3aluu
Anpec

Ha 1755/2 B AamuHuctpammio

ot 03.03.98 HoBocubupckoii obnactu
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IIpu 3TOM coolimaeM creayromiee: B3auMopacueTsl ¢ OpeHOyprckuM KOMOMHATOM XJ1e00mpoaykToB Ne 3 3a OTy4eHHOE ChIpbe
IPOU3BOJUINCH CBOEBPEMEHHO. TeKylas 3a10JKEHHOCTh Ha BpeMsl pobera gokyMeHToB 10.03.98 cocrapusier 125 Thic. pyo.
Jupexrop Ioonuce  WN.A. CunopoB

I'maBHbI Oyxranrep Iloonucey  E.A. KpusouieeBa

IIpaBu/bHBIA BADHAHT 0TBETA:

Cubupckas nHxeHepHo-TexHndeckas Kommnanus « CHOMHTEK» I'maBe Agmunnctpannn CoBeTCKOro paiioHa
630132, HoBocubupckast 001acTs, B.I'. Ho3emueBy

r. HoBocubupck,

yi. KeneznonopoxHas, 1.20, k8. 83,

Ten.: 8(546) 223 33 73

VBaxkaemslit Bukrop ['ennagpeBma!

Cubupckast ”H)XeHepHO-TexHn4eckass komnanus «Cubunrex» (r. HoBocubupcek) npocut Bac 03HaKOMUTBCS ¢ KpaTKOM
uH(OpMaIeH 0 HalpaBIeHUAX IeATeIbHOCTH (GUPMBI U OKa3aTh COAEHCTBUE B PEIICHUH BOIIPOCOB, 3aTPYAHIONINX
JIeSITeIbHOCTD (PUPMBI.

[punoxenust:

1. busnec-muian ¢pupmbl «CUOUHTEK», 12 TUCTOB.

3apanee 0iarogapHbl 3a OKa3aHHYIO ITOMOILb.
C yBaxkeHHEM,

I'enepanbusiii nupexrop UTK «Cubunrex» B.B. lBanoB

2. OO0111eCTBO € OrpaHUYEHHOI OTBETCTBEHHOCTBIO «JIakoMKa» Anmunuctpaius CoBeTCKoro paifoHa
630132, HoBocubupckas 001acTh, VYnpasnenue no Hajoram u cbopam

r. HoBocubOupck, r. HoBocubupck

yi. TTonesas, 1.83, oduc. 6,
ten.: 8(546) 555 35 35

10.03.2020 _ Ne 115/02
Ha Ne 1755/2 or 03.03.2020 r

OO011ecTBO C OrpaHMYCHHOW OTBETCTBEHHOCTHIO «Jlakomka» B oTBer Ha mucbMo Ne 1755/2 or 03.03.2020 r cooOmaer:
B3anMopacueTsl ¢ OpeHOypPrcKiuM KOMOHHATOM XJIe00npoayKToB Ne 3 3a MOIydeHHOe ChIphe MPOU3BOIIIICE CBOEBPEMEHHO.
Texymias 3agomkenHocts Ha 10.03.2020r. cocrasuiser 0 pyo6.

Hupexrop OO0 «Jlakomkay N.A. Cunopos

I'naBubiit 6yxranrep OOO «Jlakomka» E.A. Kpusomeesa

Kputepuu ouenku:
MaxkcruMaasHO€E KOJIMYECTBO 0aIIoB — 6.
MHUHUMATBEHOE KOJMYECTBO OAIIOB, IPH KOTOPOM 3aIaHKE 3aCUUTHIBACTCS — 4.

Kpurepuii/onenka Beimonueno Beimonueno He Bbimonueno
IIOJIHOCTHIO YaCTUYHO

OdopmiieHre TOKyMEHTa COOTBETCTBYET | 2 Oaiia 1 Gann 0 6ayutoB

CTaHIAPTY

B Tekcre nokymeHTa ydTeHBl mpaBuia | 2 Oamia 1 Gamn 0 6ammoB

COCTaBJICHUS YIIPABIEHYECKUX

JOKYMEHTOB  (SI3BIKOBBIE  (hOPMYIIBI
OHIHABEHBIX JOKYMEHTOB)

CozepxkaHue  TEKCTa  COOTBETCTBYET | 2 Oaia 1 Gamn 0 GamoB
JIETIOBOMY CTHJIIO

OIIK-5. CmocobeH WCIONb30BaTh IPU pPEIICHHH MPO(ECCHOHATIBHBIX 3a/1ad COBPEMEHHBIC HMH(OPMAIMOHHBIE
TEXHOJIOTHH ¥ IPOTrPaMMHBIC CPEACTBA, BKJII0YAs yIPABICHNUE KPYITHBIMUA MACCHBAMH JAHHBIX M NX HHTCJUICKTYaJIbHbIH aHAIN3

OIIK-5.3. OcymniecTBisieT AOKYyMEHTOOOOPOT C MOMOIIIBI0 COBPEMEHHBIX HH()OPMALOHHBIX TEXHOJIOTHIA U MPOTrPaMMHBIX
CpencTB

O0pa3oBaTenbHbIE PE3yIbTATHL:

3HaeT: yCTpOWCTBAa CO3JaHUS DICKTPOHHOH YyIpaBieHUeCKOH HHGOPMAIMHU, 3JIEKTPOHHBIC CIIPABOYHBIE CIIY>KOBI
(BHIEOTEKA, TETIETEKCT, TeJeaBTOrpad), KaHAIbI K CETH AIEKTPOHHOM OYTHI TS JOBEACHUS HH(YOPMAIMX 10 TOAYHHEHHBIX.

VYMeerT: cHCTeMaTH3UPOBaTh JOKYMEHTSHI 10 BUIAM YIIPABICHYCCKOH ASSITEIBHOCTH (OCHOBHAS IeITEIBHOCTD, pabOTa I0
JMYHOMY COCTaBY H T.H.), HCIOJb3yss HH()OPMAIMOHHBIE TEXHOJOTWH; MPHMEHSSI MMPOrPaAMMHOE OOECIIEUeHHE, CO3/aTh
YIPABICHYECKHE JOKYMCHTHI B aBTOMAaTHU3MPOBAaHHBIX TEXHOJOTHSAX; HA OCHOBE MPOrPAMMHOIO  OOecredYeHHs
KJTacCU(UIMPOBAT  CHCTEMATH3UPOBATh JOKYMEHTHI Ha CTAIHH UX 00pabOTKH U XpaHEHHsT; OPraHU30BaTh JOKYMEHTO000POT
Ha MpPEANpPUSITHH, WUCIONb3ys OCHOBHbIE oducHble mporpammsbl: MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
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OCYLIECTBISTh APXUBUPOBAHUE YIPABICHUECKUX JOKYMEHTOB C IIOMOLIbIO KOMIIBIOTEPHBIX IMpPOrpaMM; IIOArOTaBIUBATb
JIOKYMEHTBI K XpaHEHHIO, HCII0JIb3Ysl OCHOBHBIE OducHbIe nporpaMMsl: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

Tun (popma) 3agaHus: 3aJaHUE 110 CUTYALUAM

[Ipumep THIOBBIX 3a7aHuil (OLIEHOYHBIE MATEPUAIIHI):

Ha npumepe koHKpeTHOI opranu3anuu (Ha BbIOOp) 000CHYiTe HE0OX0IMMOCTh COBEPLICHCTBOBAHHS IOKYMEHTOO00pOTa
1 OLICHUTE BO3MOXHYIO 3()(DEKTUBHOCTD MPEIOKEHHBIX H3MEHEHHH.

a) JUIg  JIETCKOTO JIOIIKOJBHOTO OOpa30BaTENbHOIO YUYPEXKIEHHS C OCYLIECTBICHHEM KOPPEKUUH pa3BUTHUS
BOCIINTAHHHUKOB;

0) /17151 TOPrOBOM OpraHu3aIiH;

B) JJIS1 IPOM3BOICTBEHHOM OpraHU3aIiH;

T) JUIE OPTraHOB TOCYJAPCTBEHHON HJIM MYHHUIIMIIATBHON BIACTH.

Kputepun oneHku: (BBIIOJIHEHHE KaXIOTO KPUTEpUS OICHWBaeTcs B 1-2 Oamia B 3aBUCHMOCTH OT CTEICHH
000CHOBAHHOCTH CYX/ICHUH).

MakcuManbHOE KOJIMYECTBO 0AIIOB 8, MUHUMAIIbHOE, ITPU KOTOPOM 3aCUUTHIBACTCS 3a/IaHKE - 6.

Kpurepuii/onenka Brimonueno Brimonueno He Bemonneno
MOJTHOCTBIO YaCTHYIHO

[Ipoananu3upoBaHa IesATEILHOCTh BHIOPAHHOW OpraHU3aIlUH TPU 2 bama 1 6amn 0 6amtoB

OpraHu3alry paboThI C TOKYMEHTaMH

PackpbIThl OCHOBHBIE ITpoOeMbl B opranuzanuu JOY. 2 Gamna 1 Gamn 0 6anoB

PackpbITh TIEPCTIICKTHBBI COBEpILICHCTBOBAHUS 2 bamia 1 6amn 0 6amtoB

JIOKYMEHT0000poTa.

JlaHa olleHKa peabHOCTH MPEITIOKEHHBIX EPCIEKTUB. 2 bayuia 1 Gamn 0 6ayutoB

Tun (popma) 3aaHus: 3aAaHUS 110 CUTYAIHSM.

[Ipumep THMOBBIX 3a1aHUH (OLIEHOYHBIE MaTepHabl): (CO3JaHHe Keica)

Ha wMatepuane wu3BecTHOW Bam opraHum3anuu NpPOJEMOHCTPUPYHTE peau3allMi0 TEXHOJIOTHH OpPTraHU3aIllul
JIETIOMPOM3BO/ICTBA MPH MPHUEME Ha BAKAHTHYIO JIOJKHOCTh. OOOCHY#ITEe KOHKPETHBIE IEHCTBUS PYKOBOIUTEINS [0 PeaTH3alluu
JIOKYMEHTAIIMOHHOTO COMPOBOXKICHHUS yIpaBiieHueckoi pyHkuuu. OpopMute HEOOXOAUMBIC JOKYMEHTBI C HCIIOJIb30BAHUEM
OCHOBHBIX oucHBIX mporpamm: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

Kputepun orieHKH (BBITOJHEHHE KOKIOTO KPUTEPHs OIICHHBAeTCs B 2 6asia):

MakcuManbHOE KOJUUECTBO 0aioB 16, MUHHUMAIBHOE, IIPH KOTOPOM 3aCUHTHIBACTCS 3aJaHuE -8.

1. Omnucana curyauus HM3MEHEHHUS JCATEIBHOCTH OOpa30BaTEIbHON OpraHM3alluy, OTpa)karolas HE0O0XOAUMOCTh
MPUBJICUEHHS HOBBIX COTPYAHUKOB;

ChopMynupoBaH nepedeHs TpeOOBaHUN K BAKAHTHOW JTOKHOCTH;

CocraBiieHa JTMYHOCTHAs crien(uKanus s oT0opa HyKHBIX COTPYAHUKOB;
PazpaboTana JOKHOCTHASI MHCTPYKIHUS C y4ETOM THIIOBOI JOMKHOCTHON MHCTPYKIIHH,
Paspabotana popma aHKETHI Ha BAKAHTHYIO JIOJDKHOCTH U (hopMa OIICHOUHOTO JIKCTA,
CocTaBiieH rpuka3 1 0OpMIIEH TPYAOBOH AOTOBOP,

OdopMmIteHbI JTHYHOE JIENI0, THYHAS KApTOYKa U TPYAOBas KHHKKA,

JloKkyMeHTBI 0(OpPMJIIEHBI C TOMOIIBI0 KOMIBIOTEPHBIX MTPOTPaMM B JIEKTPOHHOU popme.

MeToz[qucme MaTepHalibl, OMPEICIISIOIINE MPOLEAYPY ¥ KPUTEPHH OILICHUBAHKS C(HOPMHUPOBAHHOCTH KOMIICTECHIIMI IPU
MpOBCACHUU HpOMe)KyTO'{HOH aTTeCTauuu

N~ WN

BhIMoTHEHHBIE 33 JaHUST OIIEHUBAIOTCS TI0 TIKAJIE:

51%-69% BepHO BBHIIIOJIHEHHBIX 33IaHAH — YAOBJIETBOPHUTEIHHO;
70%-85% BepHO BBHINOIHEHHBIX 33aHUH — XOPOILIO;

86%-100% BepHO BBITIOJIHEHHBIX 3aIaHHI — OTIHYHO.
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