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®DoH/I OLICHOYHBIX CpEACTB j1d NPOBEACHUA l'[pOMe)KyTO'-IHOﬁ aTTeCTaluu

[osichurenbHas 3anucka

©Qonj oueHounblx cpeacts (manee — POC) mig DPOMEXYTOYHOH aTTECTAlMU IO AUCLUILIMHE «/JleIonpou3BOJCTBOY»
pa3paboTaH B COOTBETCTBUH C TpeOOBaHUSAMH (pefepalibHOTO TOCYAaPCTBEHHOr0 00pa30BaTENBbHOTO CTaHIApTa BBICIIETO
obOpa3zoBaHusi — OakajaBpuaT o HampapiaeHuto noxarorosku 43.03.01 CepBuc, yTBEpXKIEHHOrO IpHKa3oM MUHUCTEpCTBaA
oOpazoBanus 1 Hayku Poccuiickoit @enepanuu ot 8 urons 2017 . Ne 514; (3apeructprpoBan MUHHCTEPCTBOM FocTUIMU Poccuiickoit
Genepanyu 29 utonst 2017 r., peructpanuonssiii Ne 47236), ¢ u3MEHEeHUSIMH, BHECEHHBIMU MIPUKa3aMu MHUHHCTEPCTBA HAYKH U
BhIcIero obpaszoBanus Poccuiickoit ®@enepann ot 26 HosiOps 2020 r. Ne 1456 (3apeructpupoBaH MUHHCTEPCTBOM FOCTHIMH
Poccuiickoit ®enepanuu 27 mas 2021 r., perucrpanuonnsiii Ne 63650) u ot 8 despans 2021 r. Ne 83 (3aperucrpupoBaH
MununctepcTBoM toctunuu Poccuiickoit @eneparu 12 mapra 2021 1., peructpaiioHsblit Ne 62739), ocHOBHO# ipodeccHoHATbHON
oOpa3oBaTenbHOI MporpamMMoii mo HampasieHuto noarotoBku 43.03.01 Cepsuc, HarpaBieHHOCTh (Npoduib): «DUHAHCOBBIHA
cepBUCY» C ydeToM TpeboBaHuii mpodeccroHanbHbX cTangapToB 40.053 «Crnenuanuct mo OpraHu3alud HOCTIPOIAKHOTO
00CITy>KUBaHUS U CEPBUCAy, YTBEPKICHHBII NpuKka3oM MuHHICTepCcTBa TPya U COLMabHOI 3amutel Poccuiickoit denepanuu ot 31
okTsi0pst 2014 1. Ne 864n (3apeructpupoBaH MuHHCTEPCTBOM HOCTHIMHU Poccuiickoit ®enepanmu 24 HosiOps 2014 r.,
peructpanuonubiii Ne 34867); 08.008 «Cnenuanuct 1o (UHAHCOBOMY KOHCYJIbTUPOBAHMIO», YTBEPXKIECHHBIH INPHUKa30M
MuHHCTEpCTBa TpyJda W counuanbHOW 3amuThl Poccuiickort ®enpepanun ot 19 mapra 2015 r. Ne 167H (3apeructpupoBaH
MununctepctBoM roctuniuu Poccuiickoit @enepanyu 9 anpens 2015 r., perucrparnuonssiii Ne 36805).

Lens @OC 11 NpOMEKYTOUHOH aTTECTALMU — YCTAaHOBICHUE YPOBHS C(OPMUPOBAHHOCTH KOMIIETCHIIH

CEPBUCHOU EATEIBHOCTHIO

Komnerennus WuaukaTtop
YK-4. Criocoben  ocymectBiarh | YK-4.1. BpiOupaeT Ha rocyqapcTBEHHOM W HHOCTPaHHOM(BIX)  sI3bIKe(ax)
JIETIOBYI0 KOMMYHHUKALIMIO B YCTHOH M | KOMMYHHUKaTHBHO IPHEMJIEMbIE CTHIIb E€TI0BOT0 OOIIeH s, BepOanbHbIe 1 HeBepOaIbHbIE
MUCbMEHHOM (hopmax Ha | cpelcTBa B3aUMOJCHCTBUS ¢ HapTHEpaMu
rocypapcTBeHHOM si3blke Poccuiickoll | YK-4.2. Hcmonp3yeT WH(OOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH TIPH TOMCKE
Qenepaiii M MHOCTPAHHOM(BIX) | HEOOXOIMMOI MH(OPMAIIUH B IIPOLECCE PELICHUS PA3INYHBIX KOMMYHUKATHBHBIX 33124
SI3BIKE(aX) Ha TOCYJapCTBEHHOM M MHOCTPaHHOM(BIX) SI3bIKe(aX)
YK-4.3. Bener nenoByro NepenucKy, yuuTbiBasi 0COOCHHOCTH CTHIMCTUKHU O(UIIHaTIbHBIX
1 HeO(HIUATIBHBIX THCEM, COLMOKYIBTYPHBIE pa3iudus B GopmMaTe KOPPECTIOHICHINH
Ha rOCyJ1IapCTBEHHOM M HHOCTpaHHOM(BIX) sI3bIKe(aX)
OIIK-2. Cnocoben ocymectsiars | OINK-2.2. HMcmons3yeT OCHOBHBIC METOJBI M TMPUEMBI IUIAHUPOBAHMS, OpPTraHHU3allUH,
OCHOBHbIE  (DYHKIMM  YIpPAaBJICHUS | MOTMBAlMM W  KOOPJAMHALIMK  JACATCIBHOCTH  IpeanpusaTHd  (TOApa3/ieneHuii)

npeanpusaTuii  cdepbl cepBuUca WM JIpyrux cdepax, B KOTOPBIX HEOOXOIHUMO

OCYIIECTBIICHHUE CEPBUCHON IEATEILHOCTH

OIIK-6. CmocobeH IpUMEHSTH B
podecCHOHANTBHON JEeSTEIBHOCTH
HOpPMAaTHBHBIC TIPABOBBIC aKTHI B chepe
cepBuca

OIIK-6.1. OcymiecTBiIsSeT MOUCK U HNPUMEHSET HEOOXOIUMYIO HOPMAaTUBHO-IIPABOBYIO
JIOKYMEHTAIIHIO IS IeATEILHOCTH B M30paHHOH npodeccroHanbHO chepe

OIIK-6.2. Cobmonaer 3akoHoAaTenbcTBO Poccuiickoit denepanuu o MpeaocTaBIeHUN
yeayr

OIIK-6.3. Oo0ecneunBaer IOKYMEHTOOOOPOT B COOTBETCTBUM C HOPMATHBHBIMU
TpeOOBaHUSIMI

3agaun @OC a1 NpOMEKYTOYHOH aTTECTAlUM - KOHTPOJIb KauecTBA U ypPOBHSA IOCTHIKEHUS PE3YNbTATOB OOy4YEHHs IO
(dbopMupyeMbIM B COOTBETCTBUH C YUCOHBIM INIAHOM KOMIIETCHIIUSIM:

YK-4. CnocobeH OCyIIECTBIATh AEIOBYI0 KOMMYHMKAIIMIO B YCTHOH M IMHUCBMEHHOH (opMax Ha roCylapCTBEHHOM SI3bIKE
Poccwuiickot @enepannn 1 THOCTPAaHHOM(BIX) SI3BIKE(aX)

YK-4.1. BbiOupaer Ha rocyfiapCTBEHHOM M HMHOCTPAaHHOM(BIX) SI3bIKE(aX) KOMMYHHMKATHBHO IpPHEMIIEMbIE CTHJIb AEIOBOTO
obmieHns, BepbanbHbIe H HeBepOaIbHBIE CPECTBA B3aUMOCHCTBHS C ITapTHEPAMH

PesynbraT 00yueHus:

3HaerT:

0COOCHHOCTH U CTHIHM O(GHLHUAILHO-IEIOBBIX TEKCTOB, IpaBuia 0GOPMIIEHHUS JEJIOBOTO NMUChbMA; MPAaBUIa COCTABIEHHS U
oopMIIeHHS YIIPaBICHIECKUX JOKYMEHTOB (S3BIKOBBIE (POPMYIBI OQHUINATIBHBIX JOKYMEHTOB).

YK-4.2. Ucnons3yeT MHGOPMALIMOHHO-KOMMYHUKAIIMOHHbIE TEXHOIOTHH NIPU NIOKUCKE HE0OX0JUMOH nH(pOopMaliy B porecce
peLIeHNs Pa3INYHbIX KOMMYHHKAaTHBHBIX 33/1a4 Ha TOCYIapCTBEHHOM U MHOCTPAaHHOM(BIX) SI3bIKE(aX)

PesynbraT 00yueHus:

3HaeT: IpaBUIIa COCTABICHUS U 0)OPMIIEHHS YIIPABIEHIECKUX JOKYMEHTOB IIPH UCTIONb30BAHAN TEXHUIECKHUX CPEJICTB.

VYK-4.3. Bezper nenoByl NEpENuCKy, yYUTHIBas OCOOCHHOCTH CTHJIMCTHUKH OQUIMAIBHBIX M HEO(QUIHMAJIbHBIX ITHCEM,
COIMOKYJIBTYPHbIE pa3Iuius B popMaTe KOPPECHOHICHINH HA TOCYJapPCTBEHHOM H HHOCTPAaHHOM(BIX) S3bIKe(ax)

PesynbraT 00yueHus:

3HaeT: NpuU3HAKM U (YHKIWH MOKYMEHTa; CTPYKTYpy CHCTEM NOKYMEHTAIlWH; COCTaB YHH()UIMPOBAHHONH CHCTEMEI
JIOKYMEHTALIH.

YMeeT: BeCTH IENOBYIO MHEPENUCKY; HCIOIb30BaThb HA0Op PEKBU3UTOB JOKYMEHTA, OTPAXKAIOLUIMHA €ro OCOOEHHOCTH U
Ha3HA4YeHHUE; CUCTEMaTH3MPOBaTh AOKYMEHTHI IO BHIAM YIPABIEHUECKOH NESTeNbHOCTH (OCHOBHAS NESTENbHOCTh, paboTa 1o
JIMYHOMY COCTaBYy M T.J.); UCIOJIb3ys MH(OOPMALIMOHHBIE TEXHOJOIUY, NIOJrOTaBIUBATh MIyOJIMYHOE BBICTYIIEHUE: T€MA, IOUCK
MaTtepuana, apryMeHTHPOBaHNE, Hauallo, pa3BepTHIBAaHUE U 3aBEPIICHHE.

OIIK-2. Crioco6eH OCYIEeCTBISAITh OCHOBHBIE (DYHKIIMHU YIIPABICHHS CEPBUCHON AEATEIbHOCTHIO

OIIK-2.2. Mcnonb3yeT OCHOBHbIE METO/IbI M IIPUEMBI INIAHMPOBAHU, OPraHU3aluK, MOTUBALUK U KOOPJUHALIUY 1EATEIbHOCTH
npeanpusATHi (Tmoapas3aeneHnil) NpeanpusaTHii cepsl cepBHCa WIH JpYrux cdepax, B KOTOPHIX HEOOXOAUMO OCYIIECTBICHHE
CEpBHUCHOH J1€ATENbHOCTH
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Pesynbrar o0y4eHus:

3HaeT: TpeOOBaHKS K MOJyYCHUIO (IIOJHOTA, CBOCBPEMEHHOCTD, HE3aBUCHMOCTbD, TOCTOBEPHOCTh), IEPEPAOOTKE H XPAHECHHIO
nH(OpMaIK; OCHOBHBIE METO/IBI, CIOCOOBI M CPE/ICTBA MOTYYCHHUS, XPAHEHHUS U NepepaboTKu HH(OPMALINH; COBPEMEHHBIE METOBI
nepeBojia MHQOpPMALMK B YIPABICHYECKHE JOKYMEHTBI: COCTABJICHHE pACHOPSHKCHHH, MPHUKA30B, HHCTPYKIMHA H JAPYrHX
YIPaBIEHIECKUX JOKYMEHTOB; TpeOOBaHHS K PAllMOHAILHON OpraHnu3alyy paboTHl ¢ TOKYMEHTAaMH B YCJIOBHSIX HCIIOJIB30BAHHMS B
amnmapaTte YIpaBJICHUs OPraHW3allMOHHOW ¥ BBIYHUCIUTENHHON TEXHUKH, KaHAJbl JOBEICHUS WHGOPMAIMU N0 COTPYIHHKOB
OpTaHM3alIHY.

YMeeT: TpHMeHss pOorpaMMHOE OOeCleueHHe, CO3lIaTh  YIPaBICHYECKHE JOKYMEHThI B  TPAJUIUMOHHBIX U
ABTOMATH3UPOBAHHBIX TEXHOJOTHAX; HA OCHOBE IIPOrPaMMHOT0 00ecnedeH s KIacCU(GUIMPOBATE U CHCTEMAaTU3UPOBATh JOKYMEHTHI
Ha CTaguM WX OOpabOTKM M XpaHEeHWs; OPraHH30BaTh JOKYMEHTOOOOPOT Ha MPEANPHUSITHH, HCIIOJB3Ysl OCHOBHBIC O(HUCHBIC
nporpammel: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocyiecTBiIsITh apXMBHPOBaHUE YIPABICHYECKUX OKYMEHTOB C
MOMOIIBI0 KOMITBIOTEPHBIX MPOrPaMM; MOJATOTABIMBATh JOKYMEHTBI K XPaHEHHIO, HCIIOJIb3ys OCHOBHBIC O(HCHBIC MPOTPaMMBbI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

OIIK-6. CiocobGeH MpuMeHsTh B TPO(HECCHOHANTBHOM eITeIbHOCTH HOPMATHBHBIC TIPABOBBIE aKTHI B chepe cepBuca

OIIK-6.1. OcymiecTBiseT MOUCK U MPUMEHSET HEOOXOAUMYI HOPMATUBHO-IIPABOBYIO JOKYMEHTAIIMIO Ui JACSTEILHOCTH B
n30panHoil npodeccuonanbHOM chepe

Pesynbrar 00y4yeHus:

3HaeT: yCTPOWCTBA CO3aHuUs dJICKTPOHHON YIIPaBICHYESCKONH HH)OPMAIIUH, YICKTPOHHbIC CIIPABOYHBIC CITYXKOBI (BHICOTEKA,
TEJIETEKCT, TeleaBTorpad), KaHaJIbl M CETH 3JIEKTPOHHON MOUTHI UIs AOBEACHUS HHGOPMAIUHU 10 TOAYMHEHHBIX.

YMeeT: aHATM3UPOBATh 32aKOHOIATENBECTBO M IPAKTHKY €r0 IMPUMEHEHUS Uil pabOThI C YIIPABICHYECKON JOKYMEHTAIIUCH.

OIIK-6.2. CobutoiaeT 3ak0HOAATENbCTBO Poccuiickoit Denepaliiu o mMpe0CTaBICHUN YCIIyT

PesynbraT 00yueHHs:

3HaeT: HOPMBI IpaBa ¥ HOPMATHBHO-IIPABOBEIEC AKTHI, PETYIMPYIONINE B3aHMOOTHOLICHHUS OPraHU3allui U KOHTPOIHUPYIOIHX
OpPraHoOB; [JEHCTBYIOIINE TOCYAapPCTBEHHBIE HOPMATHBHO-METOJANYECKUE JTOKYMEHTBI, PETJIAMCHTHPYIOIIUE JeATeIbHOCTh
opraHu3aluil cepBuca.

YMmeert: obecneuuTh COONIOAEHNE JOKYMEHTOB AEHCTBYIOLIEMY 3aKOHOIATEIbCTRY.

OIIK-6.3. O6ecrieunBaeT JOKYMEHTOOOOPOT B COOTBETCTBUH C HOPMATHBHBIMH TPEOOBAHUSIMHU

Pesynbrar 00y4yeHus:

3HaeT: BUABI YIPABICHYCCKOW JOKyMEHTAIlMH; OOIIWe TpeOOBaHHS K COCTABICHUIO YIPABICHYSCKHX JTOKYMEHTOB
(mONOXKEHUs, TOJDKHOCTHON MHCTPYKIUH PabOTHHKA, IITATHOTO PACIUCAHUS H T.I.), HOPSAOK BHECEHHS W3MEHEHHH; allfOPUTM
MOJITOTOBKH PaCTIOPSAAUTEIbHOM JOKYMEHTAIINH, COTJIACOBAHUS U BU3HPOBAHUS.

Ymeer: GopMHpOBaTH MaKeT HOKYMEHTOB, OTPAKAIOIIUX ACATEIHHOCTh OPTaHU3alUH B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUAME KOHTPOJHUPYIOIIUNX OPraHOB U HOPMATUBHO-METOJIMYESCKUMH JOKyMEHTaMu; O(OPMISITH U  COCTAaBIIATH
yIpaBleHIeCKUe JOKYMEHTHI: TPUKA3bl, IPOTOKOJIBL, JOKIAAHBIE U 00BICHUTENBHBIE 3AIUCKH, CIIPABKH, CIY)KeOHBIE TIChMa, aKTHI;
OCYILIECTBISATH PETUCTPAIIMIO BXOAIIECH U UCXOIAIIESH JOKyMEHTAIHH.

Brnaneet: TexHONMOTHEH OpraHU3aIiy JeIONPOU3BOJICTBA P NTPHEMEe Ha BAKAHTHYIO JOJDKHOCTD

TpebGoBaHKe K IPOLEYPE OLECHKHU:

TTomernenue: 0coObIX TpeOOBaHMIT HET

O06opynoBaHue: 0cOObIX TpeOOBaHUH HET

MHCTpyMEeHTHI: KaHLEISAPCKIE TPHHAIICKHOCTH

PacxonHblie matepuansl: Oymara

JlocTym K TONONMHUTEIBHBIM CIIPABOYHBIM MaTepraiaM: HeT

Hopwmb Bpemenu: 1o 1 akageMuueckoMy 4acy Ha KOHTPOJIbHbBIE MEPOIIPUITHS

KoM1uiekT o1ieHOUHBIX CPEACTB s TPOBEACHHS TPOMEKYTOYHOMN aTTeCTalun
TIpoBepsiemas (bie) KommeTeHIus (1) (us orormn Bo):

YK-4. CnocobeH oCyIIECTBIATh AEIOBYI0 KOMMYHHKAIMIO B YCTHOH M HMHCBMEHHOH (opMax Ha rOCyAapCTBEHHOM SI3bIKE
Poccwuiickot @enepanny 1 THOCTPAaHHOM(BIX) SI3BIKE(aX)

YK-4.1. BbiOupaer Ha rocyfapCTBEHHOM M HHOCTPAaHHOM(BIX) SI3bIKE(aX) KOMMYHHMKATHBHO IPHEMIIEMbIE CTHJIb AEIOBOTO
obmieHns, BepOanbHbIe I HeBepOaIbHBIE CPECTBA B3aUMOCHCTBHS C ITapTHEPAMH

PesynbraT 00ydeHus:

3HaerT:

0COOCHHOCTH U CTHJIM O(UIMATILHO-IEIOBBIX TEKCTOB, paBUiIa 0(GOPMIICHHUS JISI0OBOTO MUChMa; IPaBUIa COCTABICHUS U
oopMIIeHHS YIIPaBICHIECKUX JOKYMEHTOB (S3BIKOBBIE ()OPMYIIBI O(UITHANBHBIX JOKYMEHTOB).

Tun (dpopma) 3aaHus: THCEMEHHAs paboTa.

[Ipumep THUMOBLIX 3aHaHUH (OLIEHOYHBIE MaTEPUATIBI):

Haiigure ommoOku B oopmiteHnn 1oKyMeHTOB. OopMuTEe TOKYMEHTHI O€3 OIHIOOK.

1. Anpec:
Haumenosanue opeanuzayuu
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['maBe agmMuHUCTpaN
O.N1.0.

‘YBaykaeMblii

Cubupckas HHXKeHepHO-TexHH4Yeckas kommaHus «Cubunrtex» (. HoBocuOupck) npocur Bac 03HaKOMUTBbCS € KpaTKoM
nHdopmaryeil 0 HanpapJIeHUX ASATEIFHOCTH GUPMBI U OKa3aTh COJEHCTBHE B PELICHUH BOIPOCOB, 3aTPYAHSIIOMINX AEITeIEHOCTD
GbUpMBL.

3apanee OnarojapHbl 3a OKa3aHHYIO ITOMOIIb, [0 MOPYYCHHIO TUpeKiun GupMbl «CHOUHTEK», TeHepalbHbIi qupekTop B.T.
Wnozemues

[punoxenwus:

1. busnec-mnaH GupMbl « CHOMHTEK», KOIUYECEO UCTOS.
3asenenue Gupmbl «CHOMHTEK» B MUHHCTEPCTBO 3KOHOMHUKH M (puHaHCOB P® 0 BbIEICHNU KBOTHI Ha 3KcropT Ha 2020 .

3. 3asBnenue ¢upmbl «Cubuntek» B Komurer BHemHeskoHomudeckux cBsizeil PCOCP ¢ mpocb00il pa3penuts pa3oBble
SKcHopTHBIE onepanny Ha 2020r.

2. HaumeHoBanue opraHuzanuu

Anpec

Ha 1755/2 B AnMmuHHCTpaIuio

ot 03.03.98 HoBocubupckoii obnactu

ITpu 3TOM coobiaeM cienyroniee: B3auMopacuyeTbl ¢ OpeHOyprckuM KOMOMHATOM XJ1e00npoiykToB Ne 3 3a MoJy4eHHOe ChIphe
IIPOU3BOAMINUCH CBOEBpEMEHHO. TeKylas 3a10/DKeHHOCTh Ha BpeMs npodera nokymMeHToB 10.03.98 coctasnser 125 Thic. pyo.

JupexTop Ioonuce  W.A. Cunopos

I'maBHBI Oyxranrep Iloonuce  E.A. KpusouieeBa

IIpaBuiabHBIA BapHaHT OTBETAa:

Cubupckas umxeHepHo-TexHuueckas Kommnanus « CHOUHTEK I'maBe Anmunnctpannu CoBeTCKOTO paiioHa
630132, HoBocuOupckas 001acTh, B.I". Ino3emueBy

r. HoBocu6upck,

yi. XKeneznomopoxnast, 1.20, kB. 83,

TeiL.: 8(546) 223 33 73

YBaxxaemblii Bukrop I'eHnaapeBny!

Cubupckasi HHKCHEpHO-TeXxHUYecKass kommanus «Cubuntex» (r. HoBocuOMpck) mpocuT Bac 03HAKOMHTBCS C KpaTKoOit
HHpOpMaIMel 0 HalpaBJICHUAX ACATEILHOCTH (PUPMBI M OKa3aTh COJEHCTBUE B PEIICHUH BOIIPOCOB, 3aTPYAHSAIOUINX JESTSIbHOCTD
(bUpMBL.

[Ipunoxenus:
1. busnec-tian Gupmbl «CHOMHTEK», 12 THUCTOB.

3apanee 61aroJapHbI 38 OKa3aHHYIO IOMOIIb.
C yBaKeHHEM,

I'enepanbhubiii gupexktop UTK «CuOHHTEK B.B. BaHoB
OO611ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «JlakoMKay Anmunuctpanus CoBeTCKOro paifoHa
630132, HoBocubupckas o61acTh, VYnpasieHue 1o HajloraMm U coopam

r. HoBocubupck, r. HoBocubupck

yi. [Tonesas, 1.83, oduc. 6,

ten.: 8(546) 555 35 35

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

OO011ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «Jlakomkay» B oTBeT Ha mucbMo Ne 1755/2 ot 03.03.2020 r cooburaer:
B3auMopacyeTsl ¢ OpeHOYprckuM KOMOMHATOM XJIeOOmpoayKToB Ne 3 3a MOJYYEeHHOE CHIphE NMPOM3BOAMINCH CBOEBPEMEHHO.
Texymias 3agomkenHocts Ha 10.03.2020r. cocranser 0 pyo6.

Hupexrop OO0 «Jlakomka N.A. Cunopos
I'maBubiil 6yxrantep OOO «Jlakomkay E.A. Kpusomeesa
Kpurepun onenku:

MakcumansHOe KOJIMuecTBO 0amios — 6.

MuHHMaJIBHOE KOJMYECTBO 0aJIIOB, IPH KOTOPOM 33JaHHE 3acUHUThIBaeTCS — 4.

Kputepnii/onenka BBIMOJIHEHO MOTHOCTHIO BEBITIOTHEHO YaCTHYHO He BbImonHeHO
OdopmieHne JIOKYMEHTa 2 bama 1 Gann 0 6aytoB
COOTBETCTBYET CTAaHJAPTY

B TekcTe 1OoKyMeHTa y4TeHBI IpaBUiIa 2 Ganna 1 G6amn 0 6anoB
COCTaBIICHUS YIPaBICHIECKNX

JOKYMEHTOB  (S3BIKOBBIE  (HOPMYIIBI
0oUIMANTBEHBIX JOKYMEHTOB)

CopepkaHue TEKCTa COOTBETCTBYET 2 bayia 1 Gann 0 6ayutoB
JIETIOBOMY CTHITIO
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YK-4.2. cnonp3yeT HHPOPMaAIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH IPU MOUCKE HEOOX0IUMOI HH(POPMAIMH B IIpoliecce
peuIeHus Pa3InIHBIX KOMMYHHKATHBHBIX 33/1a4 Ha TOCYAapCTBEHHOM M MHOCTPAaHHOM(BIX) SI3BIKE(aX)

Pesynbrar o0y4yenus:

3HaeT: MpaBuiIa COCTABICHHUS 1 0OPMIICHHS YIPABICHUSCKUX JOKYMEHTOB IIPH UCTIOIB30BaHIH TEXHUIECKUX CPECTB.

Tun (popma) 3aJaHusA: TECT C MHOKECTBEHHBIM BRIOOPOM

[Tpumep TUIOBBIX 33/1aHU#T (OLIEHOYHBIC MATECPHUAIIBI):

1. Ha3zoBuTe BHABI NHCHLMEHHBIX JAOKYMEHTOB, KOTOpble BXOAAT B COCTAB YHH(UIHMPOBAHHOW CHCTEMBI

OPraHU3alMOHHO-PACTOPSANTEILHON JOKYMeHTAIINU ?

OtBer | OpraHu3aliOHHbBIE U PACTIOPAUTENbHBIC TOKYMEHTHI

Ortget 2 OpraHu3aOHHBIE, PACTIOPSIUTENbHBIE U HHPOPMAMOHHO-CIIPABOYHBIE JOKYMEHTHI

OtBer 3 OpraHu3alMOHHBIE, PACIOPSAUTENbHBIE, HHPOPMAITMOHHO-CIIPABOYHbIE JOKYMEHTBl U JIOKYMEHTHI IO TPYIOBBIM
OTHOILCHUAM

2. 3ayeM AOKYMEHT HYKHO IPaBUJIbHO 0OpMJIATH?

Otget 1 YToOBI IpUIATH OPUIUUECKYIO CHITY

OrtseT 2 YTOOBI HOATOTOBUTH K PA3MHOXKEHHIO

OtBeT 3 YTOOBI HOATOTOBHUTE K COTTIACOBAHHIO

3. Kakoii T'OCT pernamentupyeT mnpaBuja pa3MellleHuss U 0¢opMJeHHS PEKBH3HMTOB OPraHU3ALMOHHO-
pacnopsiuTeIbHBIX JOKYMEHTOB?

Oteet 1 TOCT P 6.30-2003

Otset 2 TOCT P 7.0.97-2016.

Otget 3 TOCT P 6.30-97

Otser 4 EI'C IOY

4. Ha kakue nokymeHnThl pacnpocrtpansiercss FOCT P 7.0.97-20167

Otger 1 Ha opranuzanuonHo-pacnopsautensabie okymentsl (OPI), oTHOCsmuecs k yHuuimposanHoit cucreme OP]

Otger 2 Ha Bce 1OKyMEHTBI, CONPOBOXKIAIOIINE JIEATEIBHOCTD JIFOOOW OpraHU3aluy, YUPEKICHHUS WIN TPEATPUATHS

Otset 3 Ha ynpaBneHdeckne u 5JKOHOMHYECKHE JOKYMEHTHI

5. BoccTtaHOBHTE NPONMYIIEHHOE CJIOBO: «PEKBU3HUT - 3TO 00513aTeIbHBII 3J1eMeHT 0pOPMIIEHHS ... JOKYMEHTaY.

Otset 1 OduiansHOro

Ortger 2 CnyxeOHOTO

Ortser 3 JIro60oro

6. CKOJIbKO PEeKBH3UTOB HCHOJIB3YIOTCS IPH 0)OPMIIEHUH TOKYMEHTOB?

Ortser 1 29

Otset 2 30

Ortger 3 31

7. Uto Takoe ¢opmysip 1okyMeHTa?

Otget 1 Habop pekBU3UTOB 0(UIMATIBHOTO MUCEbMEHHOTO IOKYMEHTA, PACIIOJIOKEHHBIX B OIPE/ICIIEHHON MOCIIeJ0BATEIbHOCTH

Ortgert 2 Onmcanue nopsiaka 0HopMIICHHS PEKBU3UTOB JJIsI KOHKPETHOTO BHJIA JOKYMEHTA

OtBet 3 ®opMa KOHKPETHOTO JOKYMEHTa, MOATOTOBJIEHHAs B BUJIE TEKCTa Tpadapera

8. OT yero 3aBUCUT KOHKPETHbIIl HA00P HEOOXOAMMBIX PEKBU3UTOB HA

AOKyMeHTe?

Oteet 1 OT criocoba MoAroTOBKH JOKyMEHTA, BEIOpaHHOTO hopMaTa OyMard ¥ TEXHOJIOTHUH pabOTHI ¢ JOKyMEHTaMH, IIPHHSTOM
B OpraHu3anu

Otset 2 OT BUIa JOKYMEHTA, 3TAla ero IMOATOTOBKY U PabOTHI C HUM

Ortset 3 OT peleHus aBTOpa JOKYMEHTa U OT KBaTU(UKALUY UCTIOTHUTENS

9. B cOOTBETCTBHM ¢ KAKMMH JOKYMEHTAMH NOMEIIAIOT Ha 0J1aHKaX OpraHu3anuu ee smMoaemy?

Otger 1 B cooTrBeTcTBHH € ycTaBOM (TIOJIOKEHUEM 00 OpTraHU3aIIHH )

OtBeT 2 B COOTBETCTBUH C ITPUKA30M PYKOBOIUTEIS, 3aKPETUIIOIINM OIIPEIEICHHBIN cIOc00 N300payKeHMS IMOJIEMBI

OtBeT 3 B coOTBETCTBHM C NHLIEH3UEN, BBIJAHHON Ha TOT WM MHOM BUI AESTENBHOCTH OpraHU3aluU

10. Kora Ha 1oKyMeHTaX NMPHBOISAT COKPALlleHHOE HANMEHOBAHUE Opranu3anuu?

Otser 1 Koraa oHO 3aKkperieHo B yUpEeJUTENbHBIX JOKYMEHTaX OpraHu3aluu

Ortger 2 Korza nokyMeHT O0JBIION, 1 HEOOXOAUMO COKOHOMHTE MECTO Ha IMOJIe JOKYMEHTa

Otser 3 Koraa npukazom pykoBOAMTEIS pa3peLIEHO €ro HCIOJIb30BAHUE

11. Kakue cBeJeHUs] NPUBOAAT B CIPABOYHBIX JAHHBIX 00 opranu3anuu?

Otset 1 ®opma cOOCTBEHHOCTH, Ha3BaHUE AOJDKHOCTH U (haMUIIUs pyKOBOAUTEN S, HANMEHOBAHHE BBIIIECTOSIIEH OpraHu3aluy

Ortger 2 [TouroBklil anpec, HoMep TenaedoHa U IPpyrHie CBEACHHS 0 YCMOTPEHHIO OPraHU3aluH

12. Boi0epuTe NMpaBUJIbLHBbINE BapHaHT 0(OpPMJIEHHS] NMOYTOBOIr0 ajgpeca B «CNpaBOYHBIX JAHHBIX 00 OpPraHU3aALMM-
aBTOpE».

Oter 1 OAO «IIuno»

yi1. 3onoTtapesckas, 3, oduc 112,

. YIbSHOBCK, 212109

OtBet 2 OAO «ITunot»

212109, r. YIBSHOBCK,

yi1. 3onoTtapesckas, 3, oduc 11

13. «/laTa» - 06s13aTeIbHBII PEKBU3UT B JIIDOOM J0KYyMeHTe?

Otser 1 Her

Otset 2 Jla
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14. Kakoii MOMEHT MOKeT CYNTATHCH OCHOBHOI 1aTOi JOKyMeHTa?

Ortser | Beerna - 310 nara moanucanusi JOKyMeHTa

OtBet 2 DT0 MOXKeET OBbITh JaTa MOAMUCAHUS, YTBEPKIACHHUS TOKYMEHTA HITH

Jata coObITHSA, 3a)UKCUPOBAHHOTO B HEM

OtBet 3 D10 aTa YTBEPKACHUS WK COTJIACOBAaHUS TOKyMEHTa

15. Bri0epuTte npaBUIbHBbIN c10c00 0(hopMIIeHHUs AATHI IPHU PerucTpaluy NUCHMa WIM MpUKa3a?

Ortser 1 14.02.2020

Ortser 2 14.02.20

Ortger 3 14 ¢eppans 2020 ¢

16. PerucTpannoHHbIii HOMep JOKYMEHTA - ITO... (BbI0epUTe MPaBUIbHbIII BAPMAHT NPOJ0JIKEHHUS ONpeaeTeHHs).

Otger 1 Ero ycnoBHoe mudpoBoe (MHOTAa OyKBEeHHO-1IM(PPOBOE) 0003HAUEHHE, IIPOCTABIIIEMOE IIPH PETUCTPALINT

Ortger 2 [TopsnkoBbIil HOMEp JOKYMEHTa B OpraHU3al[MH-OTIIPABUTEIIE

Otser 3 [lopsiaKoBBIit HOMEP JOKyMEHTa B OpraHU3aluU-TIoayJyaTesne

17. B kakoM MecTe TOKYMEHTa pacnojaraiT rpud yreep:kaeHus 10KymMeHTa?

Otser 1 B neBoM BepxHem yriry

Ortsert 2 I1o 1eHTpY BEpPXHETO MO

Otset 3 B mpaBoM BepxHeM yTiTy

18. I'ne yka3pIBal0TC MHHULIHAJbI IPH aIPECOBAHUM JOKYMEHTA J0JLKHOCTHOMY JIHITY?

Ortger 1 [epen dhamunueit

Ortser 2 Iocne pamunuu

19. I'ne yka3pIBalOTCSI HHUIMAJIBI P aPECOBAHUM JOKYMEHTA Gu3nYecKoMy JIHIy?

Ortser 1 Ilepen pamunueit

Ortger 2 Iocie pamunmu

20. YTto 10/1:K€H BKJIIOYATh PEKBU3UT «3aroj0BOK K TEKCTY»?

Otset 1 Kpatkoe conepxanue 10KyMeHTa

OtBet 2 AHHOTaLUIO

Otset 3 KpaTtkoe Ha3BaHWE TOKyMEHTa

21. CBSI3HBIH TEKCT, KaK NPABUJIO, COCTOUT U3 ABYX YacTeil. UTo yka3bIBalOT B HepBoii yacTu?

Ortser 1 [Ipuy4uHbI, OCHOBaHUS, LIEIU COCTABICHUS JOKYMEHTA

Ortgert 2 Peienus, BBIBOJIBI, POCHOBI, MPETIOKCHHUS, PEKOMEHIAIHH

22. Ilepeuncaure jieMeHThbI pekBu3uTa «Ilogmuceyy».

OtBer 1 OOo3HaueHHWEe MODKHOCTH JIHIA, MOAMUCABIIETO JOKYMEHT; PYKOIHCHAs IOIIHCh, pacuIi(poBKa IOIIUCH
(vHUIMATBL, HaMUITUS)

Otger 2 PykonucHas MOAIMKCH JIMIIA, TOMKCABIIET0 JOKYMEHT; paciuindpoBka MOANUCH (MHALUAIBI, (paMuIns)

Ortset 3 PykonucHas OANUCH JIUIA, TOJIUCABIIETO JJOKYMEHT

23. Kak odopmiisieTcsi 10JZKHOCTh B pekBu3uTe «Iloanuch» Npy NoJNnucaHUH J0OKYMEHTA, COCTABJIEHHOI0 KoMHuccUeii?

OtBeT 1 YKa3bIBalOT HE JOIKHOCTH JIML, HOANUCHIBAIOIIUX JOKYMEHT, a UX

00513aHHOCTH B COCTaBE KOMUCCHH

OtBeT 2 YKa3bIBalOT JOKHOCTH JIUI] X UX MECTO PabOThI

24. Ins 4ero Ha JOKyMeHTAaX MPOCTABJIAIOT OTTUCK MeYyaTH?

Otser 1 i 3aBepeHuUs OATMHHOCTH MOANKMCH JOJIKHOCTHOTO JIMLA

Otser 2 i1 nOATBEPXKIEHHUS JOCTOBEPHOCTH TEKCTa JOKYMEHTA

Otsert 3 [t oOecrieyeHus FapaHTUU UCTIOIHEHHS 10KYMEHTa

25. Hy>kHO JIM MHCBMO, TIOATOTOBJIEHHOE HA OJ1aHKe, YI0CTOBEPATH Me4YaThio?

Otser 1 Jla, Bcerna

Orser 2 Her, Hukorga

Otset 3 HyXHO ToJIbKO rapaHTUIIHOE MUCbMO

26. Uto BKiIIOYaeT B ceds1 0TMETKA 00 MCIOJTHUTEIe?

Otger | MHunmane U paMuIInio UCIIOTHUTEINS JOKYMEHTA, 1 HOMEp ero tenedoHa

Otser 2 ®aMuInIO, UMS U OTYECTBO UCTIOIHUTENS ITOTHOCTHIO

Otset 3 Homep TenedoHa HCHONMHUTEIS

27. C kakoii 1eJIbI0 Ha CJIy:Ke0HOM NHCbMe YKAa3bIBal0T HHUIMAJBI, paMuiuio u TejedoH HCHOTHUTE:

Otser 1 Jlns onepaTUBHOMN CBSI3U C UCIIOJHUTENEM

Ortser 2 lns npugaHus J0KyMEHTY FOPUANYECKOM CHIIBL.

28. Beibepure npaBuiIbHbIM BapuanT opopmieHust « OTMETKHU O 3aBEPEHUU KON,

Otser 1 3aBepsito:

Hucnexrop otnena kaapos Jlnunas noanucs ©.P. Kpyns 17.07.2020

Ortser 2 Bepno

Hucnexrop otnena kaapos Jlmynas noamuce ©.P. Kpyns 17.07.2020

29. Ecaim B pe30/IOIUM YKa3aHO HECKOJBKO HCHOJHHTEIeil, TO KTO OTBe4YaeT 32 BbINOJHEHHE TOpPYYeHUs
pykoBoauTess?

Ortser 1 JIuio, yka3aHHOE B CIUCKE UCTIOJIHUTEIEH NEPBbIM

Ortser 2 JIuio, onpeeeHHoe COOTBETCTBYIOIUM JOIIOJTHUTEIBHBIM YKa3aHUEM PYKOBOAUTEIS

Ortgert 3 JIuio, KOTOpOMY NIEpBOMY OYJET NepeliaH JOKYMEHT Ha UCTIOJIHEHHE

30. BoiGepuTte MpaBMJILHO YKa3aHHble MHHHMAJIBHO JONMYyCTHMBbIe pa3Mepbl MoJieil, KOTOpble YCTAHABJIUBAET IJIsl
ynpaBJieHYeCKHX JOKYMEHTOB
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T'OCT.

Ortser 1 JleBoe =20 MM, BepxHee =15 mm, npaBoe =10 MM, HrxHee =20 MM
Otser 2 JleBoe =20 mm, BepxHee =10 mm, nmpaBoe =15 MM, HIDKHee =20 MM
Ortser 3 JleBoe =25 MM, BepxHee =10 mm, npaBoe =10 MM, HrxHee =10 MM
Otser 4 JleBoe =30 mm, Bepxuee =20 mm, nmpaBoe =10 mm, HIDKHEE =20 MM

Kirou:
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
16. 17. 18. 19. 20. 21. 22. 23. 24, 25. 26. 17. 28. 29. 30.
2 3 3 1 2 3 1 1 1 1 3 1 1 3 2

Kpurepun onenku:

25 — 30 BepHO BBIIIOIHEHHEIX 3aJJaHUs — 6 OaJIoB

19 — 24 BepHO BHINOJHEHHBIX 33JaHus — 4 Oauia

13 — 18 BepHO BBITOIHEHHBIX 3aJaHusI — 3 Oasa

Memee 13 BepHO BBINOJNHEHHBIX 3a1aHus — 0 0aioB

MakcuManbHOE KOJMYECTBO 0aIIoB - 6.

Lo

VYK-4.3. Bezmer nenoByl0 NepenucKy, yYUTHIBas OCOOCHHOCTH CTHJIMCTUKH O(MUIMAJIbHBIX M HEO(UIMAIbHBIX IIHCEM,
COLIMOKYJIBTYPHBIEC pa3inuus B popMaTe KOPPECIOHACHIIMH Ha TOCYJAPCTBEHHOM M MHOCTPAaHHOM(BIX) s3bIKe(aX)

PesynbraTr 00yueHus:

3HaeT: MpU3HaKH M (QYHKIHH JOKYMEHTAa; CTPYKTYPY CHCTEM NOKYMEHTAIlMH; COCTaB YHH(DUIMPOBAHHONH CHCTEMEI
JIOKYMEHTAIIUH.

YMeeT: BeCTH IENOBYIO MEPENHCKy; HCIONb30BaTh HAOOP PEKBH3HTOB IOKYMEHTA, OTPAKAIOUIMHA €ro OCOOEHHOCTH H
Ha3HAa4YeHHUe; CUCTEeMaTH3UPOBaTh NOKYMEHTHI II0 BUJAM YIPaBJIEHUECKOH NesTeNbHOCTH (OCHOBHAs NESTENbHOCTh, paboTa Io
JMYHOMY COCTaBY H T.J.); UCIIOJB3YS MH(POPMAIIMOHHBIE TEXHOJOTHH, ITOATOTAaBINBATh MMyOINYHOE BBICTYIUICHHE: TeMa, ITOHUCK
MaTepuana, apryMeHTUPOBaHUE, HAuaJlo, pa3BePTHIBAHUE U 3aBEPILCHHUE.

Tun (popma) 3ananus: MUCbMEHHas padoTa.

TIpuMep TUMOBBIX 3aaHNH (OLIEHOYHBIE MaTEPHAIbI):

IIpoananu3upyiiTe npeacTaBJaeHHoOe Je10B0e NHCbMO. COCTaBbTe TEKCT 1eJ10BOr0 NUChbMA, HCIIPABUB OLIMOKHU C Y4eTOM
0cO0eHHOCTEH CTHIHCTHKH 0(PHIHMAIBHBIX MHCEM.

VBaxkaeMbIil peaKkTop,

S mucan Bam 24 urons ¢ mpock060ii npeaoctaButh MHE 100 3x3eMIuIspoB Bamiero xypHaia. Ho orBera ot Bac He nocienosaiio,
U s Ha4MHAIO JOBOJBHO CHJIBHO BOJIHOBATBCS; Sl HAJEIOCh, BBl MEHS HEe MOJABEAETE, TaK KaK HECKOJIBKO YEeJIOBEK XIYT MOTy4eHUS
9THX DK3eMIUIPOB. UTO 03HAYAET, YTO MOSI peIryTanys HaXOAUTCS IO YIPO30H, €CITH 51 He TOCTABIIO UX BOBPEMSL.

Ecnu ux He OyzeT 37ech B cpelly, s BBIHY)KJEH OTMEHHUTH 3aKa3, 3TO OyAeT IeJalbHO, TaK KaK s C BaMH YK€ MHOTO JIeT
COTpYIHHYAIO.

Bapuanm npagunvnozo omeema:

YBaxkaemslit r-H [Ipoxopos!

24 wions 2019 rona s Hanucan Bam nuceMo ¢ 3anpocom o 100 sk3emmisipax Bamiero HoBoro sxypHana «ABtonaiiny». K
COXAJICHHIO, s JIO CHX MOp He IMOJy4ri1 OT Bac oTBeTa, 4To BBI3BIBAET y MEHS HEKOTOpoe OecrokoicTBo. S Hanelch, 4to Bl He
nozaseaere MeHsa. CTo uuTaTenei, KOTOPLIM 5 00elal JOCTaBUTh «ABTONAHY», ¢ HeTepreHneM K yT Baru xypHan. Ecnn sxypHansl
HE TIOSIBATCS Y MEHs K cpefie, st Oyay BBIHYKIEH OTMEHHUTH 3aka3. B aToMm ciydae u Bamia, u Most perryranusi HoCTpagaroT, Tak Kak
XKypHajbl He OyAyT JOoCTaBiieHbl uuTaTenasM. Haneroch, 3TOro He NMPOU30HAET, U HAllle MHOT'OJIETHEE COTPYAHHYECTBO YCIEILIHO
MIPOJIOIKHUTCSL.

XKny ot Bac undpopmanuu B Onmxaiinee Bpems.

Hupexrop OO0 «MuTerpam» K.II. IIBap1

Kpurepun onenxku:

MakcumanbHOe KOJIMUecTBO 0auioB — 6.

MuHHMaJIbHOE KOJMYECTBO 0aJLIOB, IPU KOTOPOM 331aHHE 3aCUUThIBaeTCA — 4.

Kpurepwuii/onenka BBINOJIHEHO MOJTHOCTHIO BEIOIHEHO YaCTHYHO He BbImonHeHO
OdopmiieHne  A€IOBOrO  IUChbMa 2 bayia 1 Gann 0 6ayutoB
COOTBETCTBYET CTAHIAPTY
B TexcTe moxymeHTa y4TeHBI ITpaBuIIa 2 Gamma 1 Gamn 0 6ayutoB
COCTaBJICHUS YIPaBJIEHYECKUX
JOKYMEHTOB (JlorHYHOCTB
U3JI0’KEHHUS, TIOJTHOTA, COCTaB TEKCTa:
Haya’o, pa3BepThIBaHUE,
3aBepIIeHHUE)

CozepxaHue TEKCTa COOTBETCTBYET 2 bauia 1 Gann 0 GayutoB
JIeTIOBOMY CTHJIIO

OIIK-2.2. Ucnonp3yeT OCHOBHBIE METO/IBI U IPUEMBI INITAHUPOBAHMSI, OPTaHNU3aLMU, MOTHBALIMY U KOOPAUHAIIUH JAESITeTbHOCTH
npeanpusTuil (moapasjeneHuil) npeanpustuii chepbl cepBUca WM APYrHX cdepaxX, B KOTOPHIX HEOOXOAMMO OCYIIECTBICHHUE
CEpBHUCHOH J1€ATENbHOCTH

Pesynbrar 00yueHus:
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3HaeT: TpeOOBaHMs K MOJY4YeHHUIO (TI0JHOTA, CBOEBPEMEHHOCTh, HE3aBUCUMOCTb, IOCTOBEPHOCTH), MepepaboTKe 1 XPaHEHHIO
MH(POPMAINH; OCHOBHBIC METO/BI, CIIOCOOBI M CPEACTBA MOJIyICHHUS, XPAaHCHHUS ¥ IIepepaboTKu HH()OPMALIH; COBPEMEHHBIC METOIBI
nepeBofa WHGOOPMANUKM B yIpaBIEeHYECKHE ITOKYMEHTBI: COCTaBICHHE PACTOPSDKEHHH, MPHKA30B, HHCTPYKIHH M JIPYTHX
YIPaBJICHIECKUX TOKYMEHTOB; TPeOOBaHHS K PAI[OHAIBHON OpraHU3aliy padoTHl ¢ JOKYMEHTaMH B YCIOBHSX HCIIOIB30BAHUS B
ammapaTte YIpaBICHHS OPTaHM3AIHOHHOM WM BBIYHMCIUTEIBHON TEXHWKH; KaHAIbl JOBEACHUS HH(GOPMAIHMH IO COTPYIHHKOB
OpTraHH3aIHH.

VYMeer: mTpHMeHss TOporpaMMHOe oOecredeHde, Co3AaTh  yIOpaBIeHYECKHE IOKYMEHTHl B  TPaJWIMOHHBIX N
ABTOMATH3HPOBAHHBIX TEXHOJIOTHIX; HA OCHOBE IIPOTPAMMHOT0 00€CIICUeHHS KITACCU(PUIINPOBATE U CUCTEMAaTH3UPOBATh JOKYMEHTHI
Ha CTaauM HX oOpaGOTKM M XpaHEHWs; OPraHW30BaTh JOKYMEHTOOOOPOT Ha MPEANPHATHH, HCHONB3YS OCHOBHBIC O(HCHBIC
nporpammsl: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocylecTBIATh apXUBUPOBAaHUE YNPABICHYECKUX TOKYMEHTOB C
MOMOIIBI0 KOMIBIOTEPHBIX MPOTPaMM; MOATOTABIMBATH JOKYMEHTHl K XPaHEHUIO, HCIIONB3Ys OCHOBHBIC O(HCHBIC HMPOTPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

Tun (dbopma) 3aaHus: TUCbMEHHAsI paboTa.

[Tpumep TUIOBBIX 331aHU#T (OLIEHOYHBIC MATCPHUAIIBI):

Tun (dbopma) 3aaHus: TUCbMEHHAs paboTa.

[Tpumep TUIOBBIX 3a/1aHU#T (OLIEHOYHBIC MATECPHUAIIBI):

CocraBuTh rpauKy IBHXKEHUS JOKYMEHTOB OpraHU3alUU (UCIIOIb3Ys MAaTepUallbl KOHKPETHOTO NPEANPUATHS).

Beimonnsas 3agaHne, HeOOXOIMMO:

1. Omnpenenuts cocTaB JOIKHOCTHBIX JIUL, YJaCTBYIOIIUX B 00pabOTKE U UCIIOIHEHUU JTOKYMEHTOB (JUI 3TOro HOTpedyeTcs
OpraHM3aIMOHHAS CTPYKTYpa OPTaHU3ALNN U (QyHKIMH PAcCCMAaTPHBAEMOro OTAeNa (MK JOKHOCTHOTO JINIIA);

2. V3yunTh mTepedeHb JOKYMEHTOB, HAXOIAIIUXCA (DYHKIMOHAIBHO B BEJCHHM pAacCMaTPUBAEMOro OTHena (WIH
JIOJDKHOCTHOTO JINIIA);

3. BbIOpaTh TpU JOKYMEHTa, OTHOCSIIHUXCS 110 KJIacCU(UKALUK K BHYTPEHHUM, UCXOASAIINM U BXOJSIIUM JOKYMEHTaM;

4. CocraBuTb rpad¥iK IBIKCHUS BXOIINX JOKYMEHTOB, KOTOPBII TODKEH OTPA3UTh IIepeMeleHIe JOKYMEHTOB OT MOMEHTA
IpuemMa JI0 MOAIIUBKY UX B JIEJI0 110CTIe 3aBEPIIECHUS UCIIOIHEHMS, UCTIOb3Ys BEIOPAHHBIN BXOSIIMN JOKYMEHT;

5. CocraButh rpaduK HCXOIANINX JOKYMEHTOB, KOTOPBIH JOIDKEH OTPAa3WTh IIepeMelIeHHe NOKYMEHTOB OT MOMEHTa
HOATOTOBKH UX MPOEKTOB IO OTIPABKH HX U3 YUPEKICHUS, HCIIOIb3ys BEIOPAHHBIA HCXOMSAIINH JTOKYMEHT;

6. CoctaBuTh rpaduk ABM)KEHHMS BHYTPEHHHX JOKYMEHTOB, KOTOPBIIl [OJXKEH OTpa3UTh IEepeMeLIeHHE TOKYMEHTOB OT
MOMEHTa MOATOTOBKH MPOEKTa JOKYMEHTa J0 MOAIINBKH B JEN0, HCTIONb3Ys BEIOPAHHBIH BHYTPEHHHUH TOKYMEHT.

7. TlpoaHanu3upoBaTh peabHbIE CXEMbI IBIKECHUS JOKYMEHTHBIX IOTOKOB OPraHU3alluy U CAENATh BbIBOJ OTHOCUTEIBHO UX
PaIMOHAIBHOCTH;

8. CdopMmynupoBaTh INPEMJIOKEHHS IO COBEPIICHCTBOBAHUIO TIpadMKOB JBIDKCHUS JIOKYMEHTOB B OpraHHM3aIllU
(momonHUTENTHHOE 3a7aHUE).

Kpurepuu oneHku (BBIIOJIHEHUE KaX/JOI0 KPUTEPHs OLCHUBAeTCs B 2 Oasua):

1. OnmcaHa Mozenb OpraHU3allMU JOKYMEHTO000pOTa, OTpeneliecHa OpTaHM3aI[OHHAs CTPYKTypa OpraHM3alnui U (QyHKINH
paccMaTpuBaeMoro otjena (Wiu JOKHOCTHOTO JIUIA).

2. OnpeneneH cocTaB JODKHOCTHBIX JIHII, YIaCTBYIOMHNX B 00paOOTKe M HCIOIHEHUH JOKYMEHTOB.

3. BbIOpaHbl TpU JOKYMEHTA, OTHOCSIIMXCS 110 KJIacCU(PUKAlUU K BHYTPEHHUM, UCXOSIIUM U BXOJSIIUM JJOKyMEHTaM.

4. CocraBieH rpadUK ABIDKEHHS BXOISAMINX JOKYMEHTOB, OTPAXKAOIIHI MepeMelleHie JOKyMEHTOB OT MOMEHTa IpHeMa 10
HOJIIMBKY UX B JIEJIO TIOCIIC 3aBEPIICHHS UCIIOJHEHUSL.

5. CocTaBneH rpadK ABIKEHHS HCXOAANINX JOKYMEHTOB, OTPAXKAIOMINIT ITepeMeleHIe JOKYMEHTOB OT MOMEHTa MOATOTOBKHI
UX TIPOEKTOB JI0 OTIPABKU UX U3 YUPEKIACHHS.

6. CocraBieH rpad ¥k IBIKCHHUS BHYTPEHHNX JOKYMEHTOB, OTPAXKAIOINIT TepeMelieHre JOKyMEHTOB OT MOMEHTA ITOATOTOBKI
[IPOEKTa JJOKyMEHTa A0 MOJIINBKU B JEJIO.

7. ChenaH aHaIN3 peabHBIX CXEM ABIDKCHHS JOKYMEHTHBIX HOTOKOB OpPraHU3alNH, CHOPMYIHPOBAH BEIBOX OTHOCHTEIHHO X
PaLMOHATIBHOCTH.

8. IIpemwnoxeHbI BApHAHTHI ONITHMH3AINH JIBIDKEHHS JOKYMEHTOB B OPTaHU3AINH (IOIOTHATETBHOE 3a/IaHue).

MakcumanbHOoe KonuuecTBo 6anios — 16.

MuHHEMaNbHOE KOIMYECTBO 0AIIOB, IIPH KOTOPOM 3aJaHHE 3aCUHTHIBAaeTCS — 12.

OIIK-6.1. OcymecTBiseT MOUCK U IMPUMEHSIET HEOOXOUMYI0 HOPMAaTUBHO-TIPABOBYIO JOKYMEHTAIMIO AT JEeATeIbHOCTH B
n30paHHO# pod)eccHoHaNbHOM chepe

PesynbraT 00yueHus:

3HaeT: ycTpoIHCTBa CO3JaHUs 3IEKTPOHHON yIpaBlIeHUYECKOH HHOPMALUH, 3JTeKTPOHHBIE CIIPABOYHEIE CIIyKObI (BHICOTEKA,
TEJIETEKCT, TeJeaBTorpad), KaHalbl ¥ CETH 3JEKTPOHHON IMOUTHI I AOBEACHUS HHGOPMAIMHU 10 TOAYNMHEHHBIX.

VYMeeT: aHaTH3UPOBATh 3aKOHOJATETBCTBO U MPAKTHKY €T0 IIPUMEHEHUS I pabOTHI C YIIPaBIeHIECKOH JOKyMEHTAIHEH .

Tun (dpopma) 3aaHus: THCEMEHHAs paboTa.

[Ipumep THUMOBLIX 3aHaHUN (OLIEHOYHBIE MaTEPUATIbI):

Hanumure pa3sBepHyThli OTBET Ha BONIPOC:
Opranuzanys ciyx0bl JOKYMEHTAIIMOHHOTO 00ecIIeueHNs YIPaBICHUsI HA COBPEMEHHOM JTalle.
VYerpoiicTBa co3naHus 3JIEKTPOHHON yIpaBIeHUSCKOi HHPOpManuy.
DNEKTPOHHBIEC CIIPABOYHBIE CITY>KOBI (BUICOTEKA, TEIETEKCT, TeleaBTorpad).
KaHansr u ceTH 3JeKTPOHHOM MOYTHI AN JOBEACHHS HH(OOPMAIHHN JI0 IO JYHHCHHBIX.
HopmatusHas 6a3a 11 paboTHI ¢ yIpaBICHYECKUMH TOKYMEHTAMH.
OpraHu3aIys parroHaIbHOTO JOKYMEHTO000pOTa Ha MPEAIPHUATHH.
Peructparys fOKyMEHTOB (BXOISIINX, HCXOAAIINX, BHYTPEHHUX): 3HAUCHHUE, IIPaBUiIa, GOpMEI.
TexHomOTHSA OCYIIECTBICHHS KOHTPOIIS HCIOTHEHNS TOKYMEHTOB.

NGO~ WNE
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9. IIpaBuna oopmiieHus yrpaBieHISCKUX (OpraHN3alMOHHO-PACTIOPSIUTEIBHBIX ) JOKYMEHTOB

10. O6ume TpeGOBaHUS K COCTABICHHIO OPraHM3alHOHHBIX JOKYMEHTOB (3TaIbl MOJrOTOBKU H MOPSA0K 0POPMIICHUS).
11. PacniopsiauTesibHbIe TOKYMEHTHI. [ops/I0K MOATOTOBKU PACTIOPSIUTEIBHBIX TJOKYMEHTOB.

12. Buapl ¥ NOPSIOK MOATOTOBKH HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

13. Buabl ¥ IOPSI0K MOJATOTOBKH JIOKYMEHTOB TI0 JIMYHOMY COCTaBY.

14. OnpeneneHre U XapaKTEPUCTUKA PA3TMIHBIX BUIOB HOMEHKIIATYPHI JICI.

15. TpeOoBaHuUs K CHCTEMAaTH3AIIMHU 3ar0JIOBKOB JIeJI B HOMEHKIIAType.

MakcuMaabHOE KOJIMYeCTBO 0amioB — 6.

MuHHMaNbHOE KOJIHYECTBO OAJJIOB, IPH KOTOPOM 33J]aHNe 3aCUUThIBaeTCs — 4.

Kputepnu oleHKH:

Kpurepuii/onenka BrInosHEHO TOTHOCTHIO BrimonHeHo yacTuaHO He Bemonnaeno
PackpbITO OCHOBHOE TIOHSTHE 2 Gamna 1 6ann 0 6amnoB
IlepeuncieHbl Bce  COCTABIISIOLIUC 2 bayuia 1 6amn 0 GayutoB
JMeMeHThl  (CTPYKTypa) TpeaMera

(s1BIICHMST)

JlaHa XapakTepUCTHKA COCTABIISIOIINX 2 bayia 1 6amn 0 6ayutoB
JJIEMEHTOB  (CTPYKTYpbI) MpeaMeTa

(stBIICHMST)

OIIK-6.2. CobmroaeT 3akoHOAaTeNbCTBO Poccuiickoit denepaliuu 0 MpeoCTaBICHUN YCIyT

PesynbraT 00yueHus:

3HaeT: HOPMBI [IpaBa U HOPMAaTHUBHO-TIPABOBBIE aKThI, PETYIUPYIOIINE B3aUMOOTHOLICHHUS OPTaHU3allui U KOHTPOJIUPYIOLINX
OpPraHOB; JEHCTBYIOIIUME TOCYAApPCTBEHHbIE HOPMATHBHO-METOAWYECKUE JOKYMEHTHI, PErJIAMEHTHPYIOIIUE JeATeNIbHOCTh
opraHu3aluil cepBuca.

YMmeert: obecnieuuTh COONIOACHNE JOKYMEHTOB AEHCTBYIOLIEMY 3aKOHOIATEIbCTRY.

Tum (popma) 3a1aHus: 3aKPHITHIA TECT C MHOXXECTBEHHBIM BEIOOPOM.

IIpumep TUNOBBIX 3a1aHUM (OLIEHOUHBIE MaTePUAIbI):

TecToBbIe 3a0aHUA:

1. Kaxkoii 3ak0oH onpe/enut 00513aTeIbHOCTb JOKyMEHTHPOBaHHs HHPOpMaIun?

Otger | «O OyxranrepckoM ydere» ot 21 HOsOps 1996 1. Ne 129-D3

Ortset 2 «O6 undopmaruu, nHGopMaTU3aLuy U 3amute HHpopMarmu» ot 20 despans 1995 r. Ne 24-03

Otger 3 «O06 3nekTpoHHO# nudporoi noanuck» ot 10 suBaps 2002 r. Ne 1-d3

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

2. [Ipomomxkwure «/lemonpon3BoacTBO» — 3TO:

Otset 1 Cucrema XpaHeHUs! JOKYMEHTOB

Otser 2 CocTaBiieHHe TOKYMEHTOB

Oteer 3 Ortpaciab [eATENbHOCTH, oOOecleuuBaomas JOKyMEHTHPOBAaHME U OpraHU3alui0 paboThl ¢ OQUIHAIbHBIMU
JIOKYMEHTaMH

3. VkaxxuTe TEpMHUH, UIMEIOIIUI TaKOH K€ CMBICI, KaK U TEPMHUH «JI€I0OIIPOU3BOICTBO».

Otser 1 JlokymMeHTHpOBaHHE

Ortset 2 Cucrema A0KyMEHTAIUU

Otget 3 JIoKyMEHTaMOHHOE 00eCIIeYeHHE YIIPaBICHUS

Otset 4 JlokyMeHTHpOBaHHas HHGOPMAIUS

4. B kakoM (Kakux) HOpMaTHBHOM aKTe (aKTaX) HOHTHE «JJOKyMeHT» onpeelIeHo KakK «...3aUKCHpOBaHHAs HAa MaTEPHAITLHOM
HocHTelle nHpOpMaLYsl, CO31aHHAs!, MOIYUYEHHAs U COXpaHseMasi OpraHu3alueil WM YacTHBIM JIMIIOM B Ka4eCTBE JI0Ka3aTelIbCTBA
IIPY TOATBEPKACHUH MTPABOBBIX 0053aTENBCTB MIIN J1€TTOBOM JIeSITeTbHOCTIY ?

Otset 1 TOCT P MCO 15489-1-2007 «CUBU/I. Ynpasnenue fokymeHtamu. O0muye TpeOoBaHus»

Otger 2 ®epepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, napopmarusaimu 1 3amurte uapopmanuu», FOCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J1€10. TepMUHBI ¥ OIPEICIICHUS

Otger 3 ®enepanbHbiii 3akoH oT 10 sHBaps 2002 1. No 1-D3 «O06 35ekTpoHHON 1H(PPOBOH MOATHCH

5. B xakoM (Kakux) HOPMATHBHOM akTe (akTax) NOHATHE «JlOKYMEHT» ONpeleNeHO Kak «... 3adUKCUpOBaHHAs Ha
MaTepuaabHOM HOCHTEN e MHDOPMAIHs C PEKBU3UTAMH, ITO3BOJISIOIIIMY €€ HICHTH(HUINPOBATEY ?

Otset 1 TOCT P MCO 15489-1-2007 «CUBU/I. Ynpasnenue gokymeHtamu. O0muye TpeOoBaHus»

Otger 2 depepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, nHpopmarusaimu 1 3amurte uapopmanuuy, FOCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J1€10. TepMUHBI U OIPEACIICHUS

Otser 3 ®enepanbHblii 3akoH oT 10 sHBaps 2002 1. Ne 1-03 «O06 snexTpoHHON 11M(POBOH mogmHCH

6. B kakoM (KakMX) HOpMAaTHBHOM aKTe (aKTax) JaHO MOHATHE «JJEKTPOHHOTO JOKYMEHTa» KaK JIOKYMEHTa, «... B KOTOPOM
nH(OpMaIHs IpeCcTaBIeHa B AIEKTPOHHO-IUPPOBOH Gopme»?

OtBer 1 TOCT P UCO 15489-1-2007 «CUBU 1. Ynpaenenue noxkymenramu. O0ume TpedoBaHusm

Ortget 2 ®epepanbhblii 3akoH 0T 20.02.1995 N 24-03 «O6 uHpopManmy, nHGopMaTH3au U 3aniure nHpopmanum», [OCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J1€10. TepMHUHBI U OIPEISIICHUS

Otset 3 ®enepanbublii 3akoH 0T 10 sHBaps 2002 r. Ne 1-®3 «O06 snexTpoHHO 1IMdPOoBOI moamucH»

7. Kakue opraHu3anyioHHsle GopMbl enonpon3BocTBa Ber 3HaeTe?

Otser 1 LlenTpanu3oBanHas, AeHEHTPAIN30BaHHASA, CMEIIaHHAs

Otser 2 JlupeKTHBHAs!, SKOHOMUYECKH OOOCHOBAaHHAsA, a/lallTUBHAs

Otser 3 PyuHasi, MexaHU3UpOBaHHAs, aBTOMAaTH3UPOBaHHAs
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8. K kakoMy IOKYMEHTY OTHOCHUTCS CIEIYIOIlas XapaKTepUCTUKA «SIBIACTCS OCHOBHBIM HOPMAaTHBHO-METOJIUYECKUM

JIOKYMEHTOM, OIPEIEISIOIUM U YCTAHABIMBAIOLINM €IMHBIN MOPAOK COCTaBICHHS, 0(OPMIIEHHS JOKYMEHTOB U pabOThl C HUMU B
OopraHu3aum»?

Otser | MHCTpYKIMS 11O IETONIPOU3BOJICTBY

Otset 2 Homenkinatypa nen

Ortset 3 PernamMeHT paboThbI

9. O0s13aTeNBHO JIM TOIDKHA OBITH HHCTPYKIUS IO AETONPOU3BOACTBY B KOKIOM YUPEKACHHHN, OpraHU3aIin?
Otser 1 Jla

Ortser 2 Her

10. TToueMy MHCTPYKIMSA IO I€JIONPOU3BOACTBY KOHKPETHOM OpraHn3aliy BCeraa HHIAUBULYalIbHA?

Ortser 1 [ToTOMY YTO OHa YUUTHIBAaET BCE OCOOCHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK M TEXHOJIOTHU HX 00pabOTKU
OtBer 2 Tak Kak OHa B K&)KI0H OpraHu3aliy pa3pabaTbIBaeTCs pa3sHBIMU JIFOAbMHU

Ortger 3 [ToTOMY YTO B pa3HBIX OpPraHU3ALMIX [T0-PA3HOMY HA3bIBAETCS CIIyKOa JeIONpON3BOACTBA

11.Koraa peructpupyrorcs NOCTYHAOLIE B OPraHU3aluIo JOKYMEHThI?

Otser 1 B nens noanucanus 10KyMeHTa

OtBer 2 B neHp yTBep)KIeHUS TOKYMEHTa

OtBet 3 B nenp nocTyruieHus: JOKyMeHTa

12. Korna perucTpupyroTcsi OTIpaBIIsieMble U3 OpraHU3alllK WIK BHYTPEHHUE JTOKYMEHTHI?

Otser 1 B nens noanucanus 10KyMeHTa

OtBer 2 B neHp yTBepKIeHUS TOKyMEHTa

OtBet 3 B nenp nmocTyruieHus: JOKyMeHTa

13. Kakast mocienoBaTeIbHOCTh PACIOJIOKEHHUS IMOPSAKOBOrO HOMEpa M HOMEpa Jejla MO HOMEHKJIAType Jeil SBISeTcs

00s13aTeIbHOM ISl pETHCTPALH BXOSIIETO JOKyMeHTa?

Oteer 1 115/09-17

OtBer2 3

Orser 3 03-11/157

14. Kakas mociieIoBaTelbHOCTh PACIOJNIOKEHHS MOPSIKOBOIO HOMEpa M HOMepa Jiejia 10 HOMEHKIAType JEeN SBISIeTCS

00513aTeNIbHOM TS PETHCTPAIUH UCXOIAIIETO (OTIIPABISIEMOT0) TOKyMeHTa?

Otreer 1 115/09-17

OtBer2 3

Orser 3 03-11/157

15. Kakas mociieioBaTe’lbHOCTh PACIOJNIOKEHHS MOPSIKOBOTO HOMEpa M HOMEpa Jiela 10 HOMEHKIAType JeN SBISIeTCS

00513aTeNTbHOM I PErHCTPallii BHYTPEHHETO JOKyMeHTa?

Orser 1 115/09-17

OrBer2 3

Orser 3 03-11/157

Kimou:
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 oneHku:

14 — 15 BepHO BBINOIHEHHBIX 3aJaHusI — 6 6aI0B

12 — 13 BepHO BBIMOJHEHHBIX 33qaHus — 4 Oasuia

10 — 11 BepHO BBIMOJHEHHBIX 33JaHus — 3 Oauia

Menee 10 BepHO BBIIOJIHEHHBIX 3a1aHusi — 0 6amioB

MaxkcuMansHO€E KOJIMIECTBO 0aIIoB - 6.

OIIK-6.3. O6ecnieunBaeT JOKyMEHTOOOOPOT B COOTBETCTBUH C HOPMAaTUBHBIMU TPEOOBaHUSIMHU

Pesynbrar 00y4yeHus:

3HaeT: BUIIbI YIIPABJICHYECKOH TOKYMEHTALNH; 001He TPeOOBaHUS K COCTABICHHIO YIIPABICHYECKHX IOKYMEHTOB

(HOJIO)KGHI/IH, HOH)KHOCTHOﬁ HUHCTPYKIIUU pa6OTHI/IKa, IOTAaTHOTO paClIMCaHusA U T.II.), NOpAAOK BHECCHUA H3MCH€HHﬁ; aJIrTOpUTM
IOATOTOBKHU paCHOpﬂﬂMTCHbHOﬁ JAOKYMCHTAlH, COTJIaCOBaHUA 1 BU3UPOBAHUS.

Ymeer: d)OpMI/IpOBaTL MaKeT JOKYMCHTOB, OTpaXXaroIHUX ACATCIbHOCTh OpraHnu3alii B COOTBETCTBUN C HOPMATHUBHBIMHA

TpeOOBaHUSAMHU KOHTPOJIMPYIOIIUX OPTraHOB ¥ HOPMAaTHBHO-METOINYECKUMHU JTIOKYMEHTaMH; OOPMIISTh U COCTABIISATH
YIpPaBICHYECKHE JOKYMEHTBI: TPUKA3bl, IPOTOKOJIbI, TOKJIAIHBIC U 00BSICHUTEIBHBIC 3aMIMCKH, CIIPABKH, CIYKeOHBIC TTHChMa,
AKThI; OCYIIECTBIISATh PETUCTPALIMIO BXOSIIEH U UCXOASIIEH JOKYMEHTAIUH.

Brnaneer: TexHonmoruein OpraHusanvy ACJIOMPOU3BOACTBA ITPU MPUEME HA BAKaAHTHYIO JOJDKHOCTDH

Tun (Gopma) 3amanus: 3a1aHNe O CUTYalUsIM
[Ipumep TUMOBLIX 3aHaHUN (OLIEHOYHBIE MaTEPUATIbI):
Ha nmpumepe KoHKpeTHOI opraHu3aIuyu chepsl yeIyr (Ha BHIOOP) 000CHYHTe HE0OXOJUMOCTh COBEPIICHCTBOBAHHS

JIOKyMEHTO000POTa ¥ OLIEHUTE BO3MOXKHYIO 3P (HEKTUBHOCTD MPEIUIOKEHHBIX N3MEHEHHH.

a) JUT TOCTHHUIIHL,

6) 11 06pa30BaTENLHOTO YUPEIKACHHUS;

B) JUI TOPTOBO OpraHM3alNY;

T) 7151 YUPEKACHUS COLMAIBLHON 3aIUTHI HACCIICHHS.

Kpurepuu oueHku: (BBINIOIHEHHE KaXI0I0 KPUTEPHsl OLieHNBaeTcs B 1-2 Gajuia B 3aBUCUMOCTH OT CTENIEHH 000CHOBAHHOCTH

CyXXIeHuil).

MakcruManbHOE KOJIHYECTBO OaIIOB 8, MHWHHUMAJIbHOEC, TPU KOTOPOM 3aCHUTBIBACTCA 3a/IaHNUEC -6.
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[Ipoananu3upoBaHa paboTa ¢ JOKYMEHTaMH (JJOKYMEHTO000pOT) B BRHIOPAaHHOW OpraHu3amuu cepsl YCIIyr.
PackpbIThl OCHOBHBIE MpoOeMbl B opranu3anuu JJOY.

PackphITHI EPCIIEKTHBBI COBEPIICHCTBOBAHMUS JOKYMEHTOO00POTA.

JlaHa oLeHKa PeaTbHOCTH MPEII0KEHHBIX IEPCIICKTUB.

TI/IH (bopma) 3amaHus: 3aaHUS 110 CUTYAIHSIM.

TIpumMep TUIOBBIX 3a1aHUi (OLIEHOYHBIE MaTepHabl): (Co3IaHue Keiica)

Ha marepuaine u3BectHON Bam opranuzaimu cdepsl yCiIyr IpoJAEMOHCTPUPYNTE pean3ainio TEXHOJIOTHH OpraHu3aluu
JIeJIONPOU3BO/ICTBA PU IIPUEME HA BAKAHTHYIO IOJDKHOCTh. OOOCHYHTE KOHKPETHBIE ISHCTBUS PYKOBOIUTEIS 110 peain3alui
JIOKYMEHTALIHOHHOTO COMPOBOXKICHUS YIIPABICHIECKON (QYHKIIHH.

Kputepuu onieHKH (BBIIOJHEHUE KaXKI0TO KPUTEPHS OLIEHUBAETCs B 2 6asuia):

MakcumanabHOe KONMUIeCcTBO 0aioB 14, MUHUMAJIBHOE, IPU KOTOPOM 3aCUHUTHIBAETCS 3alaHue -7.

1

HOBBIX

2.
3.
4.
5.
6.

Omnucana CUTyaIys U3MEHEHHUS ISSTENbHOCTH OPraHu3aliy chepbl YCIyT, OTpaxarolias Heo0X0JUMOCTh MIPHUBIICUCHUS
COTPY/AHUKOB,

CthopmynupoBaH nepedeHb TpeOOBaHUil K BAKAHTHON JTOJDKHOCTH;

CocraBieHa THIHOCTHASI CeHUBUKALHS 1 0TOOpa HY)KHBIX COTPYIHUKOB,;

BHeceHBI U3MEHEHHUS B TUIIOBYIO TOJDKHOCTHYIO HHCTPYKIIHIO;

Pa3paboTana ¢opma aHKEThI Ha BAKAHTHYIO JOJDKHOCTH M (hOpMa OIEHOYHOTO JIHCTA,

CocraBinieH npuka3 1 0hOpMIICH TPYJIOBOW TOTOBOP B TPAJAUIIHOHHON U JIEKTPOHHOH (opMe (C MOMOIIBIO

KOMITBIOTEPHBIX IIPOTPAMM),

7.

O(l)OpMJ'IeHI)I JIMYHOC ACJI0, INIHAsl KapTO4YKa U TPyAOBasi KHUXKKaA.

Meroandyeckue MaTepuabl, ONPEAEISIONINE IPOLEeypY U KpUTEPHUH OLleHHBaHUS c(HOPMUPOBAHHOCTH KOMITETEHIINIT IPH
MIPOBEICHUH POMEXYTOYHOH aTTecTaluu

BrlmoiHeHHBIC 3ajaHUs OLICHUBAIOTCS T10 IIIKAaJIC:

5

1%-69% BepHO BBHITIOIHEHHBIX 33JaHUH — yJOBIECTBOPUTEIHHO;

70%-85% BEepHO BBHINOIHEHHBIX 33aHUH — XOPOILIO;

8

6%-100% BepHO BBHINOJHEHHBIX 3aaHUH — OTIUYHO.
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