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q)OHH OLCHOYHBIX CPEACTB AJId IPOBEACHUS HpOMe)KyTO‘{HOI‘;I aTTeCcTanuu

[osicHuTenbHas 3anMCKa

Qonj oueHounblx cpeacts (manee — POC) mit DPOMEXYTOYHOH aTTecTalUy IO AUCLUILIMHE «Jlemompou3BoACcTBOY»
pa3paboTaH B COOTBETCTBHH (eliepalbHBIM TOCYJAPCTBCHHBIM 00pa30BaTENbHBIM CTAaHIAPTOM BBICIIET0 OOpa3oBaHHUS —
GaxayaBpuar 1o HarpasieHuIo moaroToBku 44.03.05 [exarornyeckoe oopazoBanue (¢ ABYMS NPOGHIISIMU ITOJATOTOBKHN). Y TBEPKIEH
npukazoM MunucTepcTBa 00OpasoBaHHMs W Hayku Poccuiickoit @enpepamuu ot 22 ¢epans 2018 r. Ne 125, ocHOBHO#M
npodeccuoHanbHOM  00pa3oBaTeNbHOl IporpaMMoH BbICIIErO 00pa3oBaHUs 10 HaNpaBlIeHHI0O HOAroToBKU: 44.03.05
[Menarorndyeckoe obdpazoBanue (C AByMs MPOGHISIME TOATOTOBKH), HAMPABJIECHHOCTH (MIPOQIIb): «DKOHOMHUKa U «HOCTpaHHBIN
SI3bIK» (aHIJIMHCKUI), ¢ ydeToM TpeboBaHuUil mpodeccuoHanbHoro cranaapra «llegaror (meparoruyeckast A€sTENbHOCTh B cdepe
JTOILITKOJILHOTO, HAYaJIBHOTO O0IIEr0, OCHOBHOTO OOIIIEro, CpeIHEro 001iero oopa3oBanus) (BOCIIUTATEIb, YUUTENb)Y, YTBEPIKICHHBIN
puka3oM MuHHCTepCTBa TPyla U coluanbHOM 3amuThl Poccuiickoit @enepanuu ot 18 okradps 2013 r. Ne 5441 (3aperucrpupoBan
MunuctepcTBoM tocTuiuu Poccuiickoit enepannu 6 nekadps 2013 r., peructpanuonnslit Ne 30550), ¢ u3MeHEeHUSIMU, BHECCHHBIMU
npuka3aMu MuHucTepcTBa Tpyda U couuanbHOM 3amuThl Poccuiickoit ®enepanuu ot 25 pexabps 2014 r. Ne 1115n
(3apeructpupoBan MuHucTepcTBOM toctuin Poccuiickoit @eneparmu 19 despans 2015 r., perucrpanuonssiii Ne 36091) u ot 5
aBrycrta 2016 r. Ne 422n (3apeructpupoBaH MuHuctepcTBoM toctuiuu Poccuiickoit ®epepanuu 23 asrycra 2016 r.,
peructpannonnsiid Ne 43326).

Lens @OC 1 NpOMEXKYTOUHOH aTTECTALIMU — YCTaHOBJICHUE YPOBHS C(OPMUPOBAHHOCTH KOMIIETEHIIH

Komnerenmus WupukaTop

IIK-4 Cnoco6nocts yuactBoBarh B | IIK-4.1. 3Haer: 3aKOHOMEPHOCTH OCYLICCTBICHHUS OpraHW3allMOHHO-YIPaBICHYECKOH
pa3paboTKe M peayn3aliy MPOrpaMMbl | JESTEILHOCTH B 00pa3oBaTelIbHON OpraHW3allid W YIPaBICHHH O0OpPa30BaTEIbHBIM
pa3BUTHS 00pa3oBaTeIbHON | IPOIECcCOM

OpraHu3anuu u agammse | [TK-4.2. YmMeer: oOCymIecTBISATH JACHCTBHS 1O CTPATErMYECKOMY, TMPOCKTHOMY U
5} heKTUBHOCTH 3aHATHI M IOAXOJ0B K | OIEPaTHBHOMY YIIPaBJIEHHIO OOpa3oBaTENbHON OpraHu3anueil u 00pa3oBaTesbHBIM
00YUCHHIO ¥ BOCIIUTaHUIO IPOLECCOM B HEH

3amaun ®OC i1 MPOMEKYTOYHON aTTecTallii - KOHTPOJIb KayecTBAa M YPOBHS JTOCTHXKCHHS PE3yJbTATOB OOYYEHHS IO
(hopMHpYEMBIM B COOTBETCTBUH C Y4EOHBIM IJITAHOM KOMIIETCHIIUSM:

ITK-4 CriocoOHOCTB yuacTBOBAaTh B pa3pabOTKe U pealu3alluy IPOrpaMMbl pa3BUTHs 00pa30BaTeIbHON OpraHU3alluy U aHAIIN3e
3¢ GEKTUBHOCTH 3aHATHI U TOAX0JJ0B K 00YYCHHUIO M BOCITUTAHUIO:

IIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYLIECTBICHHUS OPraHH3aLMOHHO-YIIPABIEHUECKOH NEATeNbHOCTH B 00pa30BaTEeNbHOM
OpTaHM3AIMHU U YIPaBICHAN 00pa30BaTeIbHBIM IPOLIECCOM

Pesynbrat 00yueHus:

3HaerT:

HOPMBI MpaBa ¥ HOPMATHBHO-NIPABOBBIC aKThI, JACHCTBYIOIINE TOCYIAPCTBEHHBIC HOPMATHBHO-METOJUYICCKHE JTOKYMEHTHI,
peryupyronre B3auMOOTHOIIECHUsT 00pa30BaTEFHOTO YUPSKACHHUS W KOHTPOJMPYIOMIMX OPraHOB, TPEOOBAHHUS K OpraHH3aIlMd
JIeTIONPOU3BO/ICTBA, IPaBHIa 0(OPMIECHHUS, BEACHUS U XPAaHEHHs JOKyMEHTAallUH, CBI3aHHON C BHEAPEHUEM TEXHOJOTMUECKUX HIIH
OpraHMU3allMOHHBIX M3MEHEHH, KaJpaMi U UX IBIKCHHEM; CTPYKTYPY CHUCTEM JOKYMEHTAIMH B 00pa30BATENILHOM YUPESKICHUH,
NpaBWa COCTAaBIEHHS W OGOPMIICHHS YNPABIEHUYECKHX JOKYMEHTOB (SI3BIKOBBIE (HOPMYJIBI O(UIMAIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOW MyOJIMYHOM peur; TpeOOBaHUS K TOIy4eHHIO (ITOJHOTA, CBOEBPEMEHHOCTbD, HE3aBICUMOCTh, IOCTOBEPHOCTS),
nepepaboTKe M XpaHEHUIO WH(OpPMAIMK; OCHOBHBIE METOIBI, CIIOCOOBI W CPEACTBA IIONYYEHHS, XpaHEHHs M IepepaboTKu
nH(opMaIy; COBPEMEHHBIE METOIbl IepeBoja UH(OpPMALMKM B YHPaBICHUYECKHE OKYMEHTBI: COCTaBJICHUE PaCIOPSDKEHUM,
MIPUKA30B, HHCTPYKIMHI U IPYTHX YIPaBICHIECKUX JOKYMEHTOB; TpeOOBaHMUS K PAIIMOHAIBHOM OpraHU3aliy padoThl ¢ JOKYMEHTaMU
B 00pa30BaTENIbHOM YYPEXKIACHUH NPH HCIOJIB30BAHUH B allllapaTe YIPaBJICHUS OPTaHU3ALMOHHOW M BBIYHCIHUTEILHOW TEXHHKH;
KaHaJbl JOBEIeHHS WH(POpPMANUU 10 COTPYAHHKOB;, YHH(HIUpPOBaHHBIE (GopMBI 00pabOTKH HMH(pOpPMAIMH;, WHOOPMALUOHHEIE
TEXHOJIOTHH, HCIIOJIb3yeMbIe MPH cOope, 00paboTKe, XpaHEHWU M 3allUTe WHPOPMAIUH; KaHAJIBI U CETH JJIEKTPOHHOM MOYTHI JUIs
JIOBE/ICHHST HH(POPMAIIH 10 110 TYNHEHHBIX.

TIK-4.2. YMeeT: oCcyIecTBIsATh ASHCTBHSA TI0 CTPATErHYECKOMY, TPOSKTHOMY M ONEPaTHBHOMY YIPaBJICHHIO 00pa30BaTeIbHOM
opraHm3anueil 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEMH

Pesynbrar o0yueHus:

VYmeer:

(hopMUpOBaTh MAKET MOKYMEHTOB, OTPAXKAIOUIMX JESTENLHOCTE O00pa30BaTENbHOTO YUPEXKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBaHUSIMH KOHTPOJHPYIOIIUX OPraHOB W HOPMATHBHO-METOJMYECKUMH JOKYMEHTaMH; OOECIIeUnTh
co0NIoIeHNe JOKYMEHTOB JNEHCTBYIONIEMY 3aKOHOAATENLCTBY; NPUMEHSS IMPOrpaMMHOE OOecreueHne, co3aaTh YIpaBIeHIECKUe
JIOKYMEHTBI B TPAJAUIIMOHHBIX M aBTOMAaTH3UPOBAaHHBIX TEXHOJIOTHSX; Ha OCHOBE IPOrPAMMHOTO 00ECTIeUeHHs KIIaCCU(PHUIIUPOBATD U
CHCTeMaTH3UPOBaTh JOKYMEHTHl Ha CTaJuM uUX 0OpabOTKM M XpaHEHWs; OPraHW30BaTh JOKYMEHTOOOOPOT B 00pa30BaTebHOM
YUpEXICHUH, HCIIONB3ysl OCHOBHBIE oducHbIe mporpammel: Microsoft Office Word, Microsoft Office Excel u ap.; ocymiecTBisTh
ApXUBUPOBAHKE YIPABICHIECKUX JOKYMEHTOB C TIOMOIIHIO KOMITBIOTEPHBIX MPOTPaMM; MOATOTABINBATh JOKYMEHTHI K XPaHEHHUIO,
UCIIONB3Ys OCHOBHBIE 0(ucHBIe mporpammMer: Microsoft Office Word, Microsoft Office Excel u ip.; cucreMaTi3upoBaTh JOKYMEHTHI
10 BUJaM YIPaBICHYECKON JEITEILHOCTH B 00Pa30BaTEIbHOM YUPESKACHUN (OCHOBHAS EATEIBHOCTh, pab0Ta 110 INYHOMY COCTaBY
W T.J.); UCIONb3ys HHPOPMALMOHHBIE TEXHOJOTWH, NPOEKTHPOBATh OJaHKH W YHHQUIHMPOBaHHBIE (HOPMBI JOKYMEHTOB;
UCTIONB30BaTh TEXHUYECKHE CPEACTBA U JIOKATbHBIC CETH B JOKYMEHTAIIMOHHOM OOECIeUYeHHH YYaCTHHUKOB 00pa30BaTEIBHOTO
mpolecca; IPUMEHITh METOIbI ONTUMHU3AINH JOKYMEHTOIOTOKOB B 00Pa30BaTEIbHOM YUPEKACHHU MOCPEACTBOM HCIOIB30BAHMS
KOPHOPATHBHBIX WH()OPMALMOHHBIX CHCTEM; OCYIIECTBIATH KOHTPOJIb 33 pealn3alueil yIpaBIeHUYECKHX PEICHUH IMOCPeICTBOM
KOPIOPaTHBHBIX HH(POPMAIIMOHHBIX CTPYKTYP.

TpeboBanue K Mpoueaype OLCHKHU:

ITomemenue: ocoObIX TpeOOBaHUI HET
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O6opynoBaHue: 0COObIX TPeOOBaHUH HET

MHCTpYyMEHTBI: KaHIEISAPCKHE TPHHAICKHOCTH

Pacxonubie Marepuansl: Oymara

JlocTym K TOMOJTHUTEIBHBIM CIIPABOYHBIM MaTepHaiaM: HeT

Hopwms! BpemeHu: mo 1 akageMHYecKoMy 4acy Ha KOHTPOIIBHBIC MEPOIIPUATHSI

KOMILIEKT OL[EHOYHBIX CPEICTB ISl IPOBEACHHS IPOMEKYTOUHON aTTECTALIN
IpoBepsiemas (bie) KoMmmeTeHIUst (1) (i3 oromn Bo):

ITK-4 CriocoOHOCTh yuacTBOBATh B pa3pabOTKe U peallu3alliy IPOrpaMMbl pa3BUTHs 00pa30BaTeIbHON OpraHU3alui U aHAITH3e
3¢ GEeKTUBHOCTH 3aHATHI U TOAX0JJ0B K O0YYEHHUIO M BOCITUTAHUIO:

ITIK-4.1. 3HaeT: 3aKOHOMEPHOCTH OCYIICCTBIICHHS OPraHU3alMOHHO-YIPABICHYECKON AEATENILHOCTH B 00pa30oBaTelIbHOM
OpraHu3allMy ¥ yIPaBJICHUH 00pa30BaTEIbHBIM IIPOLIECCOM

3HaerT:

HOPMBI IIpaBa ¥ HOPMATHBHO-IIPABOBBIC aKThI, JCHCTBYIOIIME T'OCYAapCTBEHHbIE HOPMATHBHO-METOAMYECKHE IOKYMEHTHI,
PEryIUpyONIe B3aUMOOTHOLIECHHUSI 00pa30BaTEbHOTO YUPESKACHHUS W KOHTPOIMPYIOMIMX OPraHoB, TPeOOBAHHUA K OpraHH3aIlHU
JIeJIOTIPOU3BOJICTBA, MTPpaBUiIa 0(OPMIICHHUS, BEICHUS U XPaHEHUs! JIOKYMEHTAIUH, CBA3aHHON C BHEJIPEHUEM TEXHOJIOTHYECKUX WU
OpTaHM3AIIMOHHBIX M3MEHEHHH, KaJpaMi H UX IBIDKCHHEM; CTPYKTYpY CHCTEM JOKYMEHTalluH B 00pa30BaTEIbHOM YUYPESKICHUH;,
MpaBUJIa COCTaBJICHUS ¥ OGOpPMIICHHS YIPABICHYECKUX JOKYMEHTOB (S3bIKOBBIE (QOPMYJIBl O(UIMATIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOW MyOJIMYHON peun; TPeOOBaHMUS K MTOTYIEHHIO (TI0OJTHOTa, CBOEBPEMEHHOCTD, HE3aBUCUMOCTh, TOCTOBEPHOCTH),
nepepaboTKe W XpaHEHHI0 WH(OPMAIMK; OCHOBHBIE METOJBI, CHOCOOBI M CpEACTBA IOJNYyYSHHs, XPaHEHUS M NepepabOTKH
nH(OpMaIK; COBpEMEHHBIE METOIBI IepeBoja WHGOpMAlMK B YHpaBICHYECKHE IOKYMEHTBHI: COCTaBICHHE pACIOPSDKEHHH,
MIPUKA30B, HHCTPYKIMH U APYTHX YIIPABICHYECKHUX JTIOKYMEHTOB; TpeOOBaHMUS K pallMOHATIBHOM OpraHn3aiiu paboThl ¢ JOKYMEHTAMU
B 00pa3oBaTeIbHOM YUPEKISHUH IIPU HCIONB30BAHUY B amlllapaTe YIPaBICHHs OPTaHU3alMOHHON M BBIYHCIUTENHHON TEXHHKH;
KaHaJbl JOBEACHUS HMH(OpPMALMU IO COTPYJHHUKOB; YHH(PHUUIUpOBaHHBIE (OpMBI 00pabOTKH WH(OpPMAIMK; WHPOPMAIUOHHBIE
TEXHOJIOTHH, UCTIONb3yeMble Ipu cOope, 00paboTke, XpaHSHNH U 3alluTe MH(MOPMAINH; KaHAJbl U CETH DIEKTPOHHON MOYTHI IS
JIOBE/ICHHST HH(POPMAIIMH 70 110 TYNHEHHBIX.

Tun (popma) 3ananus: MUCbMEHHas padoTa.
IIpumep TUNOBBIX 3aaHUN (OLIEHOUHBIE MaTepUAIbI):
Harmmummre pa3BepHyTHIi OTBET Ha BOIIPOC:
Opranuzanys ciryk0bl JOKyMEHTAILIMOHHOTO 00eCIeyeHus! yIIPaBIeHHs Ha COBPEMEHHOM JTarle.
JIoKyMeHT: onpeneneHue, CBOMCTBa, (PyHKIHH.
Crannapru3zanus U yHU(pUKaus TOKYMEHTOB.
TonsTre n KIaccupUKaIHs JOKYMEHTO000pOTa MPEATIPUSITHSL.
Opranuzaiys paltoHaIBHOTO JOKYMEHTO000pOTa Ha MIPEANPUITHN.
Perucrparus JOKyMEHTOB (BXOISIIHNX, UCXOASAIINX, BHYTPEHHUX): 3HAUCHNUE, IIpaBuiIa, GOpPMEI.
TexHOoJIorus OCyLECTBICHUS KOHTPOJIS UCTIOTHEHHS JOKYMEHTOB.
XapaxTepucTuka u 0codeHHOCTH o(opMIIeHUs OQUIIHATEHOTO AETOBOTO MHCHMA.
XapaKTepUCTUKA CHCTEMbl YIIPaBICHYECKUX MOKyMEHTOB. lIpuBeauTe mIpuMephl AOKYMEHTOB IO KaXIOH cHcTeMe
YIpaBIeHIECKUX JOKYMEHTOB.
10. CtpykTypa 10KyMeHTa (IIOCTOSHHbIE 1 IEPEMEHHBIE PEKBU3UTHI, IPOJOILHOE U YIIOBOE PACIIONIOKEHIE PEKBU3UTOB).
11. TIpaBuna opopmIleHHs yIIPaBICHYECKHX (OPraHU3alnOHHO-PACTIOPSAUTENBHBIX) TOKYMEHTOB
12. Obuue TpedoBaHUS K COCTABICHUIO OPraHU3alUOHHBIX JOKYMEHTOB (3Tallbl MOJTOTOBKU M MOPSA0K 0QOPMIICHHS).
13. PacniopsiiutenbHble JOKYMEHTBL.  [1OpSIOK MOATOTOBKU PacHOPSAUTEIBHBIX JOKYMEHTOB.
14. Buns! ¥ NOpsAOK NOATOTOBKH HH(MOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
15. Buzp! 1 mopsioK NOATOTOBKH JOKYMEHTOB 10 JTHYHOMY COCTaBY.
16. OnpeneneHre u XapakTepPUCTUKA PA3IMYHBIX BUIOB HOMEHKIATYPhI A€
17. TpeGoBaHuUs K CHCTEMAaTH3aLIMHU 3ar0JIOBKOB JIeJI B HOMEHKIIATYE.
MakcumanbHOe KOIUIecTBO 0anioB — 6.
MuHuManbHOE KOJIMYECTBO 0aJIJIOB, IPH KOTOPOM 33JjaHue 3acUUThIBaeTCs — 4.
Kputepuu ouenku:

©oNoTR~wWNE

Kpurepwnii/onenka BbInonHeHo MoHOCTEI0 BbInosiHeHo yacTU4HO He BbimonueHo
PackpbITO OCHOBHOE IOHSATHE 2 bayuia 1 Gayun 0 GayutoB
[lepeuncieHsl Bce  COCTABIAIOIINE 2 Ganna 1 G6amn 0 6anoB
JJIEMEHThl  (CTPYKTypa) Hpeamera
(siBneHUs)

JlaHa XapaKTepUCTHKA COCTABIISIONINX 2 bauia 1 Gann 0 GayutoB
9JIEMEHTOB  (CTPYKTYpBI) IIpenMera
(stBCHUSA)

Tun (popma) 3agaHus: 3aKPHITHIA TECT C MHOXECTBEHHBIM BEIOOPOM.

IpuMep THIOBBIX 3a1aHMIT (OLIEHOYHBIC MATEPHAIIBI):

TecroBble 3agaHus:

1. Kaxkoii 3ak0oH onpezenu 00s3aTeIbHOCTb JOKYMEHTUPOBaHUs uH(opMaruu?
Otger 1 «O Oyxrantepckom yuere» oT 21 HOs0pst 1996 1. Ne 129-03
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Otger 2 «O6 unpopmanuu, HHPOpMaTH3aLKH U 3amuTe nHpopMmanuu» ot 20 despanst 1995 r. Ne 24-03

Ortset 3 «O6 snexTpoHHOM 1udposoii noamucu» ot 10 suBaps 2002 r. Ne 1-O3

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

2. llpomomxwure «/lenonpon3BoacTBo» — 3TO..

Ortser 1 Cucrema XpaHeHUs! JOKYMEHTOB

OtBet 2 CocTaBiieHHE TOKyMEHTOB

Oteer 3 Ortpaciab [eATEIBLHOCTH, oOOecleuuBaomas JOKyMEHTHUPOBAaHME U OpPraHU3alui0 paboThl ¢ OGHIUAIbHBIMU
JIOKYMEHTaMU

3. YKaxuTe TepMUH, UIMEIOLUN TaKOH jk€ CMBICI, KaK U TEPMUH «JIEJIOIIPOU3BOJICTBOY.

OtBer 1 JlokyMeHTHpOBaHHE

Ortser 2 CucrteMa T0KyMEHTaIlH

Otget 3 JIOKyMEHTalIMOHHOE 00eCTIeUeHHE YIIPABICHUS

Otset 4 JlokyMeHTHpOBaHHAas UH(OPMAIHs

4. B xakoM (KaKkux) HOpMaTHBHOM aKTe (aKTaxX) HOHATHE «JJOKyMeHT» ompeeseHo KakK «...3a(uKCHpOBaHHAs Ha MaTePHAIEHOM
HocHTelle nH(pOpMaLysl, CO3laHHas], MOIY4YEHHAs U COXpaHseMasl OpraHu3aliell UM 4acTHBIM JIMIIOM B Ka4eCTBE J10Ka3aTeIbCTBA
IIPY MTOATBEPIKICHUH PAaBOBBIX 00S3aTENILCTB HIIH IEIOBOH AESTETBHOCTI?

Otser 1 T'OCT P MCO 15489-1-2007 «CUBU /. Ynpasnenue nokymeHtamu. O6muye TpeOoBaHus»

Otget 2 ®epepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, nHpopmarusaimu 1 3amurte uapopmanuu», FOCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE Je10. TepMUHbI U OIpeIeIeHUsD

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

5. B xakoM (KakuX) HOPMAaTHBHOM aKTe (aKkTax) NOHATHE «JIOKYMEHT» OIpeleleHO KaK «... 3aUKCUpOBaHHas Ha
MaTepuaabHOM HOCHTENe HHDOPMAIHS C PEKBU3UTAMH, ITO3BOJIIOIIIMY €€ HICHTH(HUINPOBATE ?

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

Otget 2 depepanbhsblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopmarusaimu 1 3amurte uapopmanuu», FOCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE JeJ10. TepMUHbI U OIpeIeIeHUsD

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

6. B xakom (kakux) HOPMAaTUBHOM aKTe (aKTaxX) JaHO MOHATHE «DJIEKTPOHHOTO JOKYMEHTa» KakK JTOKYMEHTa, «... B KOTOPOM
MHpOpMAIUS MPEACTaBICHA B 3JIEKTPOHHO-IIM(POBOii hopmen?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBU 1. Ynpapnenue nokymeHTamu. OOIme TpeOOBaHUA

Ortset 2 @enepanbublii 3akoH 0T 20.02.1995 N 24-03 «O6 undpopmanuy, uHpopMaTU3auu U 3amure nHpopmanuu», FOCT
P 51141-98. «/lenonpon3BoACTBO M apXUBHOE J1e10. TePMHUHBI M OIIPEIeIICHIUSD)

Otset 3 ®enepanbublii 3akoH oT 10 suBaps 2002 r. Ne 1-®3 «O06 snexTpoHHOI 1IM(POBOI mognucH»

7. Kakue opraHusanrionHsle GopMbl Jeonpon3BoacTBa Ber 3HaeTe?

Otser 1 LlenTpanu3oBanHas, AeLEHTPAIN30BaHHAs, CMEIIaHHAas

Ortger 2 [IupekTHBHAsI, JKOHOMUYECKH 00OOCHOBaHHAs, aIalITUBHAS

Otser 3 PyuHas, MexaHU3UPOBaHHAs1, aBTOMAaTH3MPOBaHHAs

8. K KkakoMy [OKYMEHTYy OTHOCHTCS CIEAYyIOIlas XapaKTepHCTUKA <«SBISETCS OCHOBHBIM HOPMATHBHO-METOJIUYECKUM
JIOKyMEHTOM, OTIPEEISIIONINM U YCTaHABIMBAIOIINM €IUHBIN MOPSAI0K COCTABIEHHS, 0OPMIICHUS JOKYMEHTOB U pabOTHI ¢ HUMU B
OpraHu3amn»?

Otser 1 MHCTpYKIIUA 110 JETONPOU3BOICTBY

Otset 2 HomenknaTypa nen

Ortset 3 PernameHT paboThI

9. O0s13aTeNBHO JIM TOJDKHA OBITH HHCTPYKIIUS IO AETONPOU3BOICTBY B KaXKIOM YUPEKICHHHN, OpraHH3aIHn?

Otser 1 la

Ortser 2 Her

10. ITouemMy MHCTPYKIUS 10 AEIOIPOU3BOICTBY KOHKPETHOM OpraHu3alvy BCeraa MHAUBUyanbHa?

Ortser 1 [ToTOMY UTO OHa Y4UTBIBA€T BCE OCOOEHHOCTH, KAK COCTaBa JOKYMEHTOB, TaK U TEXHOJIIOTMU UX 00pabOTKU

Ortser 2 Tak Kak OHa B Ka)JOH OpraHU3aIiy pa3pabaTbiBacTCsl pa3HbIMU JTIOIbMU

Ortset 3 [ToTOMY UTO B Pa3HBIX OPraHU3ALUIX [10-Pa3HOMY Ha3bIBAE€TCs CIIy0a JeI0IpOU3BOJCTBA

11.Korza peructpupyorcs oCTyNaoUyue B OpraHu3aliio JOKYMEHThI?

Ortser | B neHb noanucanus J10KyMeHTa

OtBer 2 B neHb yTBepKICHUSA TOKYMEHTa

Ortset 3 B feHb NOCTYIIEHHS TOKYMEHTA

12. Korga peructpupyrorcs OTIpaBisieMble U3 OpraHU3allii WM BHYTPEHHUE JOKYMEHTHI?

Ortser | B neHb noanucanus J0KyMeHTa

OtBer 2 B neHp yTBepKICHUSA TOKYMEHTa

Otser 3 B neHb noctymiieHus 10KyMeHTa

13. Kakasl 1ocieJoBaTelbHOCTb PAaCIOIOKEHUs MOPSIKOBOrO HOMEpa M HOMEpa Jella IO HOMEHKIAType Jeid SBIIETCS
00s13aTeJIbHOM AJISl pETMCTPaLiy BXOISIIETO JOKYMEeHTa?

Otser 1  115/09-17

OtBer2 3

OrBer3  03-11/157

14. Kakas mociie1oBaTenbHOCTh PACIOIOKEHHs MOPSIKOBOIO HOMEpa M HOMepa Jiesla 110 HOMEHKJIAType JAeN SBISeTCs
00s13aTeNIbHOM AJIs1 pErUCTPaLuy UCXOAAIIEro (OTIPABIAEMOr0) JOKyMeHTa?

Otser 1 115/09-17

OtBer2 3
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Orser 3 03-11/157

15. Kakasi 1mocie0BaTelibHOCTh PACIIOJIOKCHHUs MOPSIKOBOr0 HOMEpa M HOMepa Jelia 10 HOMEHKJIATYpE JeN SBISETCS
00s13aTeNBLHOM I PETUCTPALIME BHYTPEHHETO JOKyMeHTa?

Orser 1 115/09-17

OrBer2 3
Otrser 3 03-11/157
Komou:

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 3aJlaHKs — 6 OaJIOB

13 — 12 BepHO BBITIOTHEHHBIX 3a0aHus — 4 Oasa

11 — 10 BepHO BHIMOJHEHHBIX 33JaHus — 3 Oauia

Memnee 10 BepHO BBINIOJIHEHHBIX 331aHus — 0 0aioB

MakcuManbHOE KOJMYECTBO 0aIIoB - 6.

ITK-4.2. YMeeT: oCyecTBIATh ACHCTBUS 110 CTPATETHUECKOMY, TIPOCKTHOMY W ONIEpaTHBHOMY YIPABJICHUIO 00pa30BaTEIbHON
opraHu3aiueil 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEM

Pesynbrar 00yueHus:

Ymeer:

(hopMHpPOBaTh TAKeT JOKYMEHTOB, OTPAKAIOUIMX JEeITENIbHOCTE O00pa3oBaTENbHOTO YUPEXKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBAHUSIMU KOHTPOJHPYIOIIUX OPraHOB W HOPMATHBHO-METOJMYCCKUMH JOKYMEHTaMH; OOeCTeunTh
COOMNIOIeHNe JOKYMEHTOB NEHCTBYIONIEMY 3aKOHOJAATENbCTBY; NPUMEHSSI IIPOrpaMMHOE OOecIieueHre, co3aaTh YIpaBleHIeCKUe
JIOKyMEHTBI B TPAJAUIIMOHHBIX 1 aBTOMATU3UPOBAHHBIX TEXHOJIOTHAX; Ha OCHOBE MPOrPAMMHOTO 00ECTIeUeHHs KIIaCCU(PUITUPOBATD
CHCTEeMATH3UPOBaTh NOKYMEHTHI Ha CTaJiuH WX OOpaOOTKM M XpaHEHHs; OPTaHM30BaTh JOKYMEHTOOOOPOT B 0Opa3oBaTeNLHOM
YUPEXIEHHHU, UCTIONb3YSI OCHOBHBIE oducHble nporpaMmbl: Microsoft Office Word, Microsoft Office Excel u ap.; ocymecTBiiTh
apXHBUPOBaHHE YIPABICHIECKUX JOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOTPaMM; MOATOTABINBATE JOKYMEHTH! K XpaHEHHIO,
UCTIOJNB3Ys OCHOBHBIE opucHbIe mporpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremarnznpoBarb 10KYyMEHTHI
0 BHJaM YIPaBICHYECKON JeITENILHOCTH B 00pa30BaTEIbHOM YUPEKACHHN (OCHOBHAS JIEITENIHOCTh, Pad0Ta 110 JMIHOMY COCTaBY
U T.J.); UCTONb3ys HHPOPMAIMOHHBIE TEXHOJIOTWH, MPOCKTHPOBATh OJaHKH U YHHDHUIMPOBaHHBIE (OPMBI JOKYMEHTOB;
WCTIONb30BAaTh TEXHUYECKHE CPEICTBAa W JIOKAJIBbHBIE CETH B JOKyMEHTAIIMOHHOM OOECIeYeHHH YJYaCTHUKOB 00pa3oBaTEILHOTO
mpoliecca; NPUMEHITh METOIbI ONITUMHU3AINH JTOKYMEHTOIIOTOKOB B 00Pa30BaTeIbHOM YUPEKACHHN MOCPEIACTBOM HCIOIB30BAHHS
KOPIOPAaTHBHBIX WH()OPMALMOHHBIX CHCTEM; OCYIIECTBIATH KOHTPOJb 33 pealn3alueil YIpaBIeHUYECKHX PEeIleHUH IToCpeICTBOM
KOPIOPAaTUBHBIX MHGOPMALIMOHHBIX CTPYKTYP.

Tun (popma) 3anaHus: 3aaHUE IO CUTYALHAM

IIpumep TUMOBBIX 3a1aHMil (OLIEHOYHBIE MaTePUAaIbl):

Ha mpumepe KOHKpeTHOH opranuzanuu (Ha BeIOOp) 000CHYiTe HEOOXOIUMOCTh COBEPIICHCTBOBAHUS JOKYMEHTOO00POTA U
OLICHHUTE BO3MOXHYIO 3P (PEKTHBHOCTD NMPEIOKEHHBIX H3MEHEHHIH.

a) 7151 AETCKOTO AOLIKOIBHOTO 00pa30BaTENbHOTO YUPEKICHUS C OCYIIECTBICHUEM KOPPEKIMU Pa3BUTHUsI BOCIIMTAHHHUKOB,

0) UL 9aCTHOTO 00Pa30BaTENEHOTO YIPEKICHUS;

B) Juis 00pa30oBaTeIbHON OpraHu3alny (CpEeaHEH T OCHOBHOM LIKOJIBI)

T) JUI OPTaHOB 00pa30BaHMs rOCYJaPCTBEHHOMN MIIM MyHUIIMNIATbHON BIIACTH.

Kpurepun oueHkH: (BHIIONHEHUE KaXKIOT0 KPUTEPHs OLCHUBAETCs B 1-2 Oaa B 3aBUCHMOCTH OT CTETIEHH 00OCHOBaHHOCTH
CYXKICHU).

MakcumaabHOe KOJIMIeCTBO 0aiioB 8, MUHUMaJIbHOE, PH KOTOPOM 3aCUHTHIBAETCS 3alaHue -6.

1. Tlpoanamm3upoBaHa AeATENFHOCTh 00pa30BaTENbHON OpraHN3aIIH IIPH OPTAHU3AINH PAOOTHI C JOKYMEHTAMH.

2. PackpbIThl OCHOBHBIE TPOOIEeMEBI B opranuzanuu JJOVY.

3. PackpbITHI IepCIIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.

4. JlaHa OLICHKa peaIbHOCTH MPEIOKECHHBIX NIEPCIEKTHB.

Tun (Gopma) 3amanus: 3a1aHUS O CUTYaIUSIM.

TIpumMep TUMOBBIX 33JaHNH (OLIEHOYHBIE MaTepHab): (Co3IaHue Keiica)

Ha marepuane m3BectHOH Bam 00pa3oBaTenbHOM opraHU3aMy MPOAEMOHCTPUPYITE peaTn3aliio TEXHOIOTHH OpPTaHU3aIIH
JIeNIONIPOU3BOACTBA NP NMPHEME Ha BaKaHTHYIO AOJDKHOCTh. OOOCHYHTE KOHKpPETHBIE NEHCTBHS PYKOBOAUTENS IO peann3aliiu
JOKYMEHTAI[IOHHOTO COIPOBOXK/CHHS YIPaBIeHICCKOH (pyHKIIH.

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

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

1. Ommcana curyanyuss H3MEHEHMS JESATENBHOCTH O0O0Opa30BaTeNbHOM OpraHM3alliM, OTpakamouias HeoOX0IUMOCTh
HPUBJICICHHS HOBBIX COTPYIHHUKOB;

CdopmynupoBaH nepedeHb TpeOOBaHHUI K BAKAHTHOW JOJKHOCTH;

CocTaBiieHa TMYHOCTHAS CIIEIU(PHUKAIIS U1 0TOOpa HyKHBIX COTPYJHUKOB,;

BHeceHbI M3MEHEHHS B THIIOBYIO JOIDKHOCTHYIO HHCTPYKIIHIO;

PazpaboTana ¢opma aHKETHI Ha BAKAHTHYO JOJDKHOCTB U (pOpMa OLIEHOUHOrO JIUCTA,
CocrapineH mpuka3 u 0popMIIeH TPYA0BOW JIOTOBOP B TPAAUIIMOHHON M AIEKTPOHHOU opme,
OdopMIiIeHs! THYHOE [eTI0, INYHASL KapTOYKa M TPYHXOBas KHIDKKA.

MeToz[quCKHe MaTepHasl, ONPEIeNIIoNnue MPOIeaypy U KPUTEPHH OIEHUBAHUS C(HOPMHUPOBAHHOCTH KOMIICTCHIMH HPH
IPOBEAECHUU IPOMEXYTOUHOI aTTecTaluu

Nogrwn
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BrinmonHeHHbIE 3a1aHUS OLIEHUBAIOTCS 10 LIKAE:

51%-69% BEpHO BBINOIHEHHBIX 33aHUN — YIOBIETBOPUTEILHO;
70%-85% BepHO BHINOIHEHHBIX 33AaHUH — XOPOILO;

86%-100% BepHO BBHITIOJIHEHHBIX 3aJAHUI — OTJIMYHO.

Crpannua 6 u3 6



