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q)OHI[ OLEHOYHBIX CPEACTB JId IIPOBEACHUSA HpOMe)KyTO‘IHOﬁ aTTeCTanuu

[osicHuTenbHas 3anMCKa

Qonj oueHounblx cpeacts (nanee — POC) it OPOMEXYTOYHOH aTTECTAlMM IO AUCLUILIMHE «/JleIonpou3BOJCTBOY»
pa3paboTaH B COOTBETCTBHHM (pelepalbHbIM TOCYJAPCTBCHHBIM 00pa30BaTENIbHBIM CTAaHJAPTOM BBICIIETO O00pa3OBaHUS —
GakanaBpuaT 1o HampapieHuto noaroroBku 44.03.04 IIpodeccuonanpHoe oOyueHUE (IO OTpacisaM). YTBEPXKICH IIPUKA30M
MuHnuctepcTBa 00pazoBanusi U Hayku Poccuiickorn @enepannu ot 22 deBpans 2018 r. Ne 124, ocHOBHO#M NpodheccrOoHaIbHOM
00pa3oBaTeNbHOI MPOrpaMMoii BhICIIEr0 00pa3oBaHUsI 10 HarpasieHHIo moArotoBku: 44.03.04 IIpodeccuonansaoe obyuenue (1o
oTpaciisiM), HalpaBIeHHOCTh (TMPO(QHIL): «IKOHOMHKA M YIPABICHHE», C YU4ETOM TpeOoBaHUN MPO(ecCHOHATBLHOIO CTaHaapTa
«Ilenaror npoeccuoHanbHOro 00yueHus, CpeIHEro NpodeccuoHaIbHOro 00pa3oBaHUsy, YTBEPXKICHHbIH Iprka3zoM MuUHUCTEpCTBA
TpyZAa U COLHaNbHOI 3amuThl Poccuiickoit @eneparu ot 21 mapra 2025 r. Ne 136H (3apeructprupoBan MHUHHUCTEPCTBOM FOCTHIIMU
Poccuiickoit @enepanuu 25 anpens 2025r., peructpannoHuslii Ne §1971).

Henp @OC a5 MPOMEKYTOUHON aTTECTAIMH — YCTAHOBJICHUE YPOBHS CHOPMHUPOBAHHOCTH KOMIIETCHIIUU

Kommnerennus Wuaukatop

IIK-3. CnocobHocts yuacTBOoBaTh B | IIK-3.1 3HaeT: 3aKOHOMEPHOCTU OCYLIECTBICHUS OpPIraHU3al[OHHO-YIIPaBIEHYECKOH
pa3paboTKe M peanns3aui IPOTpaMMBbl | JEATETBHOCTH B 00pa30BaTeNbHON OpPTraHM3allM M YIPABICHHH 00pa30BaTEIbHBIM
pa3BUTHA 00pa3oBaTeIbHON | IPOLECCOM

OpraHH3alyx IMK-3.2 VYmeer: ocymecTBIATh IEHCTBUS 1O CTPATETHYECKOMY, HPOEKTHOMY U
OTIEPaTHBHOMY YIPABICHHIO O0Opa3oBaTeNbHO oOpraHu3anyed M 00pa3oBaTEIbHBIM
MIPOLIECCOM B HEHl

3agaun ®OC i NpOMEXYTOYHOH aTTecTali - KOHTPOJIb KadecTBa M YPOBHS JOCTIDKEHHS Pe3yJIbTaTOB OOYUEHHS IO
(bopMupyeMBIM B COOTBETCTBUH € YUSOHBIM IUIAHOM KOMIIETEHIIUSIM:

TIK-3. CriocoGHOCTh y4acTBOBATh B pa3pabOTKe M pear3allii MPOrpaMMbl pa3BUTHS 00pa30BaTeIbHON OpraHU3aluu

IIK-3.1 3Haer: 3aKOHOMEPHOCTH OCYILIECTBJICHUS OpPraHU3AIOHHO-YIIPABIEHYECKOH MAEsATENbHOCTH B 00pa30BaTesIbHOM
OpTaHM3AIMU U YIPaBIEHUN 00pa30BaTeIbHBIM MPOLECCOM

PesynbraT 00yueHus:

3HaerT:

HOPMBI MpaBa M HOPMATHUBHO-NPABOBBIC aKThI, ACHCTBYIOIINE TOCYAapPCTBEHHBIC HOPMATHBHO-METOJMYCCKHE JTOKYMEHTHI,
perynupyonmye B3auMOOTHOIICHUsI 00pa30BaTEIbHOTO YIPEKACHHUS W KOHTPOIMPYIOMINX OPraHoB, TPEOOBAHUS K OpraHH3aIHU
JIeNONPOU3BO/ICTBA, MPaBIIa 0(OPMIICHHS, BSICHUS M XPAaHEHHS JOKYMCHTALIUH, CBSI3aHHON C BHEIPEHHEM TEXHOJOTUUECKHUX HIIH
OpTaHM3AIIMOHHBIX M3MEHEHHH, KaJjpaMi U UX JBIDKCHHEM; CTPYKTYPY CHCTEM JOKYMEHTAlUH B 00pa30BaTENbHOM YUPEKICHUH,
MpaBHJa COCTaBICHHS W OGOPMIICHHS YIPABICHYECKUX JTOKYMEHTOB (S3BIKOBBIC (OPMYJIbI OQPHIHATIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOU MyOJIMYHON peun; TpeOOBaHMUS K TONyISHHUIO (II0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCHMOCTD, TIOCTOBEPHOCTE),
nepepabOTKe W XpaHEHHUIO WH(OPMAIMH; OCHOBHBIE METOJBI, CIOCOOBI M CPEACTBA IOJNYYCHHs, XpaHEHHS W TMepepaboTKu
nH(opMaIK; COBpEeMEHHBIE METOIBl IepeBoja WH(OpMAlMK B YIpaBIeHYECKHE ITOKYMEHTHI: COCTaBICHHE DPACIIOpSLKEHHMH,
MPUKA30B, HHCTPYKIMH U IPYTHX YIPABICHICCKUX JOKYMEHTOB; TpeOOBaHMUS K PAIIMOHAIBHOM OpraHu3aIiu paboThl ¢ JOKYMEHTaAMHU
B 00pa30BaTEIbHOM YUPEKICHUH IIPU HCIONB30BAHUH B aliapare yIpaBlIeHUS OPraHHU3alMOHHOW U BBHIYHUCIMTEIHHOW TEXHUKH,
KaHaJbl JOBEACHUS HWH(OpMAIMK IO COTPYAHUKOB; YHH(PHIHpOBaHHBIC (OPMBI 00pabOTKM HH(POpMAIMK; WHPOPMAIHOHHBIC
TEXHOJIOTHH, HCIOJIb3yeMbIe MpH cOope, 00paboTke, XpaHEHWHU M 3alIUTe WHPOPMAIMH; KAaHAJIBI U CETH DJICKTPOHHOW TOYTHI IS
JIOBE/ICHHST HH(OPMAIIH 10 110 TYNHEHHBIX.

TIK-3.2 YMeer: ocyliecTBIsTh ACUCTBHS MO CTPATETHYECKOMY, IPOCKTHOMY U ONIEPATUBHOMY YIPABICHUIO 00pa30BaTEIbHOM
opraHm3anuei 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEH

PesynbraT 00yueHus:

Ymeer:

(hopMHpPOBaTh MMAKeT MOKYMEHTOB, OTPAXKAIOUIUX JEATEIHbHOCTh O00pPA30BATENBLHOTO YUPEKACHHUS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBaHMSIMH KOHTPOJHPYIOIIUX OpPraHOB W HOPMATHBHO-METOJMYECKUMH JOKyMEHTaMH; OOEeCIeUnTh
co0I0IeHNEe JOKYMEHTOB JEHCTBYIOLIEMY 3aKOHOJATENLCTBY; IPUMEHSS MPOrpaMMHOE oOeclieueHue, co3aTh yIpaBIeHUECKHUe
JOKYMEHTBHI B TPAJIUIIMOHHBIX H aBTOMATH3UPOBAaHHBIX TEXHOJIOTHAX; Ha OCHOBE IIPOrPAMMHOT0 00eCIIeueHNs KIIacCH(PUIIMPOBATE H
CHCTEeMAaTH3UPOBATh MOKYMEHTHI HA CTaIuM WX OOpabOTKM M XpaHEHHs; OPTraHU30BaTh JOKYMEHTOOOOPOT B 00pa30BaTEeIbHOM
YUPEKACHUH, UCTIONB3Ysl OCHOBHBIC oducHbie nporpammbl: Microsoft Office Word, Microsoft Office Excel u np.; ocymiecTBists
ApXUBUPOBAHKE YIPABICHISCKUX JOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOrpaMM; MOATOTABIMBATh JOKYMEHTBI K XPaHEHHUIO,
HCTIOJB3Ys OCHOBHBIE opricHbIe nporpammel: Microsoft Office Word, Microsoft Office Excel u ap.; cucteMaTH3upoBaTh JOKYMEHTBI
0 BUJIaM YTIPABICHYECKOH ASATEIBHOCTH B 00pa30BaTEIbHOM YyUPEKICHUHU (OCHOBHAS JEATENBEHOCTh, paboTa 10 IMYHOMY COCTaBY
U T.J.); UCTONB3YySd HHPOPMALMOHHBIE TEXHOJOTUH, NPOSKTHPOBATh OJaHKHM W YHHGUIHPOBAHHBIE (OPMBI JTOKYMEHTOB;
HCIIONIb30BaTh TEXHUYECKHE CPEICTBA M JIOKAJbHBIE CETH B MOKYMEHTAIIMOHHOM OOECIeYeHHH yJYaCTHHKOB 00Pa30BaTEIbHOTO
mporecca; IPUMEHITh METOIbI ONTUMHU3AINH JOKYMEHTOIIOTOKOB B 00Pa30BaTeIbHOM YUPEKICHUH TIOCPEICTBOM HCIIOIH30BAHNUS
KOPIOPATHBHBIX HH()OPMAIMOHHBIX CHCTEM; OCYIIECTBIIATH KOHTPOJb 3a peajn3alueil yIpaBIeHIECKHX PEIICHUH MOCPEICTBOM
KOPIOPAaTHBHBIX HH(POPMAIIMOHHBIX CTPYKTYP.

TpeboBaHKe K MPOLEAYPE OLECHKHU:

Iomemenue: 0coObIX TpeOOBaHUIT HET

O6opynoBanue: 0cOObIX TpeOOBaHUH HET

MHCTpYMEHTBI: KaHIENSAPCKIE TPHHAICKHOCTH

PacxonHble MmaTtepuansl: Oymara

JlocTym K TONONHUTEIBHBIM CIIPABOYHBIM MaTepraiaM: HeT

Hopwmsr Bpemenu: 1o 1 akageMuueckoMy 4acy Ha KOHTPOJIbHBIE MEPOIPHSTHSI
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(DOHI[ OLEHOYHBIX CPEACTB JId IIPOBEACHUSA HpOMe)KyTO‘IHOﬁ aTTeCTanuu

KommiieKT o1leHOYHbIX CPEeACTB Ul NIPOBEACHUS IPOMEXKYTOUHOM aTTecTaluu

IpoBepsiemast (bie) KoMmmeTeHIust (1) (us oron Bo):

[IK-3. CnocoGHOCTb y4acTBOBATh B Pa3pabOTKe U pealu3aluy IporpaMMbl pa3BUTUSA 00pa30BaTENIbHON OpraHu3alum

ITK-3.1 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBICHUS OPraHU3allMOHHO-YIIPABICHUECKON NEATSILHOCTH B 00pa30BaTeIbHON
OpraHH3alMy U YIPaBICHHN 00pa30BaTeIbHBIM IIPOLIECCOM

3HaerT:

HOpPMBI IIpaBa ¥ HOPMATHBHO-IIPABOBBIE aKTHI, NEHCTBYIOIMIME TOCYIapCTBEHHBIC HOPMAaTHBHO-METOMMYECKHE JOKYMEHTEL,
perynupyonmye B3auMOOTHOIIEHUsI 00pa30BaTEbHOTO YUIPEKACHHUS W KOHTPOIMPYIOIINX OPraHoB, TPEOOBAHHUS K OpraHHU3AIHU
JIETIOTIPOU3BOICTBA, IIPaBmiIa 0(OPMIICHHS, BEACHHS M XPAHECHHS JOKYMCHTAINH, CBSI3aHHON C BHEPCHUEM TEXHOJIOTHYECKUX HIIH
OPTaHM3AIMOHHBIX M3MEHEHHH, KaJpaMu U UX JBIDKCHHEM; CTPYKTYPY CHUCTEM JTOKYMEHTAlMH B 00pa30BaTEIbHOM YUPEKACHUH,
IpaBWila COCTaBICHHS M O(OPMIICHUS YIPABICHUYCCKUX JOKYMEHTOB (S3BIKOBBIE (OPMYIBI O(UIMATIBHBIX JOKYMECHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peud; TpeOOBaHUS K TOIYYEHHIO (ITOJHOTA, CBOCBPEMEHHOCTD, HE3aBUCUMOCTh, IOCTOBEPHOCTS),
nepepaboTKe M XPaHEHHI0 HWH(OPMaIUM; OCHOBHBIC METOJIBI, CIOCOOBI M CPEICTBA IONYYEHHs, XPaHCHUS H HepepabOTKH
nH(OpMaIK; COBPEMEHHBIE METOIBl IepeBoja MHGOpPMAIMK B YNPAaBICHYECKHE IOKYMEHTBHL: COCTAaBJICHHE PaCIOPSKEHHH,
HPHUKA30B, HHCTPYKIMI M APYTHX YIIPaBICHYCCKUX JOKYMCHTOB; TPEOOBAaHMUS K PAllIOHAIBHON OpraHN3aiy paboTh ¢ TOKYMEHTaMHU
B 00pa3oBaTeIbHOM YUPEXKICHUH NPU UCIIOIb30BAHUH B allapaTe YIPABICHHUS OPTraHU3alMOHHOM W BBIYMCIUTENILHON TEXHHKH;
KaHAJIBl JIOBEJCHUSA HWH(OpPManuu IO COTPYIHHKOB; yHH(MHIUPOBaHHEIE (GOPMBI 00pabOTKM HWH(pOpPMANNH; HHPOPMAIMOHHEIC
TEXHOJIOTHH, UCTIONb3yeMble IpHu cOope, 00paboTke, XpaHSHNH U 3aluTe MHOOPMAIMU; KaHAJIBl U CETH DJICKTPOHHON MOYTHI A
JIOBeJICHHS! HH(OPMALUH JI0 IO JYHHCHHBIX.

Tun (dbopma) 3aaHus: TUCbMEHHAs paboTa.
TIpuMep THUMOBBIX 3a7aHN# (OLIEHOYHBIC MATEPHAIIBI):
Hanwummre pa3BepHyThIi OTBET Ha BOIIPOC:
Opranuzanys ciryk0bl JOKYMEHTAIIHOHHOTO 00ecniedeHns YIIpaBJIeHUsI HA COBPEMEHHOM dTaIle.
JIOKyMEHT: onpeziesieHue, CBOUCTBA, (QYHKIHH.
Crangaptu3anus 1 yHEGUKAIUs JOKyMEHTOB.
TonsTre n kIaccuGuKaIys JOKyMEHTO000pOTa MPEATIPUSTHSL.
OpraHu3anysi palMoHaIBHOTO JOKYMEHTO000pOTa Ha IPEANPUATHH.
Perucrparus JOKyMEHTOB (BXOISIIHX, HCXOSAIINX, BHYTPEHHNX): 3HAUSHNUE, TIpaBuiIa, GOpMEI.
TexXHOJIOTHS OCYIIECTBICHHS KOHTPOJISI UCTIOIHEHHS JOKYMEHTOB.
XapakTepucTHKa U 0COOCHHOCTH 0GOpMIICHHS O(DHUIIHATIBHOTO JIEIOBOTO MUCHMA.
XapaKTepucTHKa CUCTEMBbl YIPABICHYECKHX JOKYMEHTOB. [IpuBeanTe NpuMepbl JOKYMEHTOB IO KaXI0H cucreme
YIIPaBIEHIECKUX JOKYMEHTOB.
10. CtpykTypa 1oKyMeHTa (TIOCTOSIHHBIC M ITEPEMEHHBIC PEKBU3HTBI, IPOJIOJIBHOE U YIIIOBOE PACIIONOKEHUE PEKBUIUTOB).
11. TIpaBuna odopmIleHHs YIIpaBISHIECKHX (OPraHU3alnOHHO-PACIOPSAUTENBHBIX) TOKYMEHTOB
12. Obume TpedoBaHUS K COCTABICHUIO OPraHU3aUOHHBIX JOKYMEHTOB (3Tallbl MOJTOTOBKU U MOPSI0K 0)OPMIICHHS).
13. PacniopsiiutenbHble JOKYMEHTBL.  [1OpSIOK MOATOTOBKU PacOPSAUTEIBHBIX JOKYMEHTOB.
14. Buapl ¥ nopsaoK NOATOTOBKH HH(POPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
15. Bup! 1 mopsIoK NOATOTOBKH JOKYMEHTOB I10 JTHYHOMY COCTAaBY.
16. OnpeneneHne U XapakTepPUCTUKA PA3IMYHBIX BUIOB HOMEHKIATYPHI €.
17. TpeboBaHUsI K CHCTEMaTH3ALMH 3aT0JIOBKOB JI€JT B HOMEHKIIATYype.
MaxkcumanbHOE KOJIM4ecTBO 0asioB — 6.
MuHUMaNTBEHOE KOJIMYECTBO OAIIOB, IPH KOTOPOM 3aaHHe 3aCUUTHIBACTCS — 4.
Kputepuu ouenku:

©oNoR~WNE

Kpurepwuii/onenka BBIIOIHEHO MOJTHOCTHIO BBIMOIHEHO YaCTHYHO He BrImonHEHO
PackpbITO OCHOBHOE MOHSATHE 2 Gamna 1 Gamn 0 6anoB
IlepeuncneHsl Bce  COCTABIAIOIIUE 2 Ganna 1 6amn 0 6amoB
JNIEMEHTHl  (CTPYKTypa) mpenMmera
(stBIICHMST)

JlaHa xapaKTeprCcTHKa COCTABIISIOIIX 2 Gamma 1 Gamn 0 6ayutoB
9JIEMEHTOB  (CTPYKTYpBI) Ipenmera
(ssBCHUS)

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

IIpumep TUNOBBIX 3aHaHUN (OLIEHOUHBIE MaTEPUATIbI):

TecroBble 3agaHus:

1. Kakoii 3ak0oH onpe/enu 0053aTeIbHOCTh JOKYMEHTHPOBaHHS HHPOpMaIu?

Otser | «O Oyxranrepckom ydere» oT 21 Hoa0ps 1996 1. Ne 129-@3

Otset 2 «O6 nndopmarmu, nHGopMaTU3aLUy U 3amuTe nHpopMarmm» ot 20 despans 1995 r. Ne 24-03

Otser 3 «O06 anexkrpoHHOI nudposoit moamnucu» ot 10 suBaps 2002 r. Ne 1-@3

Otget 4 «O TOBapHBIX 3HAKaX, 3HAKaX 00CIY)KMBaHUS 1 HAUMEHOBAHHS MECT IIPOUCXOKICHHUS TOBApOB» OT 23 ceHTsA0pst 1992
r. Ne 3520-1

2. [Ipomomxure «Jlenonpon3BoacTBO» — 3TO..

Otser 1 Cuctema XpaHeHHs JOKYMEHTOB

Ortser 2 CocraBieHue JOKYMEHTOB

OtBer 3 Ortpaciap [eATENBHOCTH, OOecleuuBaomas NOKyMEHTHPOBAHWE U OpPraHU3aluio paboThl ¢ OQHIHAILHBIMU
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JIOKyMEHTaMH

3. YKaxxuTe TepMUH, UIMEIOLIUN TaKOH 3K€ CMBICI, KaK U TEPMUH «JEJIOIPOU3BOICTBO.

Otser 1 JlokyMeHTHpOBaHHE

Ortsert 2 Cucrema A0OKyMEHTaUU

OtBet 3 JIOKyMEHTAITMOHHOE 00eCIIeUeHHE YIPaBICHUS

Ortset 4 JlokyMeHTHpOBaHHas UH(OPMaIUs

4. B xakoM (KaKiX) HOpPMAaTHBHOM akTe (akTaX) MOHATHE «J{OKyMeHT» OIpeeneHo KaK «...3apHKCUpOBaHHAsI HA MATEPHAILHOM
HocHTelle nH(pOpMaLysl, CO3laHHas, MOIyUYeHHAs! U COXpaHsAeMasl OpraHu3alyeil UM 4acTHBIM JIMIIOM B Ka4eCTBE J0Ka3aTeIbCTBA
HpH TOATBEPKICHUH IPABOBBIX 0043aTENILCTB HITH AEJIOBOH NEATEIbHOCTI?

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

Otget 2 ®enepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopmarusaimu 1 3amurte uapopmanuu», [OCT
P 51141-98. «/lenonpou3BoCTBO U apXUBHOE J€10. TepMUHBI U OIPEEICHUDY

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

5. B xakoM (KakuX) HOPMATHBHOM aKTe (aKkTaX) MOHATHE «JlOKYMEHT» OINpeleleHO KaK «... 3adHKCUpOBaHHas Ha
MaTepHaTbHOM HOCHTeNe HHGOpMANus ¢ peKBH3UTAMH, ITO3BOJIAIONIAMHE €€ HACHTH(QUINPOBATE»?

Otser 1 T'OCT P CO 15489-1-2007 «CUBU/I. Ynpasnenue gokymeHnramu. O6mue Tpe6oBaHusD

Otget 2 ®exnepanbheblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, nHpopmarusaimu 1 3amurte uapopmanuu», [OCT
P 51141-98. «/lenonpou3BoCTBO U apXUBHOE J€10. TepMUHBI U OIPEEICHUDY

Otget 3 ®enepanbHblii 3akoH oT 10 sHBaps 2002 1. No 1-O3 «O0 31eKTpoHHOM 1TUPPOBOIL MOIHCHY

6. B xakoM (Kakux) HOPMaTHUBHOM aKTe (aKTax) AaHO HMOHATUE «DJIEKTPOHHOIO JJOKYMEHTa» KaK JOKYMEHTa, «... B KOTOPOM
UH(POPMAIUS MTPECTABICHA B AJIEKTPOHHO-IIM(POBOIA hopmex»?

Otser 1 T'OCT P MCO 15489-1-2007 «CUBU/I. Ynpasnenue gokymeHntamu. O6mue Tpe6oBaHus»

Otget 2 ®expepanbuslii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmanuu, napopmarusaimu 1 3amurte uapopmanuu», [OCT
P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J€10. TepMUHbI U OIpeIeICHUsD

Otget 3 ®enepanbhbiii 3akoH 0T 10 saBaps 2002 1. No 1-D3 «O06 35eKTpOoHHOM 1I(POBO#L MOIIHCHY

7. Kakue opraHusaiioHHsle (opMbl Jeonpou3BojcTBa Bel 3HaeTe?

Otser 1 LenTpanu3oBanHas, IeEHTPaIN30BaHHAS, CMEIIaHHAS

Otget 2 JIupeKTHBHAs, SKOHOMHYECKA 00OCHOBAHHAs, a/lalITHBHAS

Ortset 3 Py4Has, MeXxaHU3UPOBaHHAsl, aBTOMaTU3UPOBAHHAS

8. K kakoMy HOKYMEHTY OTHOCHUTCA CIEAyIOLas XapaKTepHCTHKA <GIBIAETCA OCHOBHBIM HOPMAaTHBHO-METOIHMYECKUM
JIOKyMEHTOM, ONPEeIIIOIINM U YCTaHABIMBAIOIIMM €IUHBIN MOPSAI0K COCTAaBIEHHS, O(POPMIICHUS JOKYMEHTOB U pabOTHI ¢ HUMU B
OpraHm3aum»?

Otset 1 VHCTpyKIUs IO 1EJIONPOU3BOACTBY

Otset 2 HomenknaTypa nen

Ortset 3 PernamMeHT paGoThI

9. O6s13aTeNBHO M AOIDKHA OBITH HHCTPYKIHS MO JETOMPOU3BOACTBY B KAXKIOM YUPEKICHUH, OpPraHU3aIiN?

Otser 1 Jla

Ortser 2 Her

10. IToueMy HHCTPYKLUS O AEJIONIPOU3BOJICTBY KOHKPETHOM OpraHu3alvy BCera HHIUBUAYaIbHA?

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

Ortser 2 Tak kak OHa B Ka)/JJOi OopraHu3aIiiy pa3pabaTbiBacTCsl pa3HbIMU JTIObMU

Ortset 3 [ToTOMY YTO B pa3HBIX OpPraHU3ALUIX [10-Pa3HOMY Ha3bIBAE€TCs CI1yK0a JeI0IpOU3BOICTBA

11.Koraa peructpupyroTcs NOCTyNaoUMe B OPraHU3aIMI0 JOKYMEHTHI?

Ortser | B neHb noanucanus 10KyMeHTa

Otser 2 B neHb yTBepKIEHUSA TOKYMEHTa

Ortset 3 B AeHb NOCTYyIUIEHUS TOKYMEHTa

12. Korga peructpupyroTcst OTIIPaBIsieMbIe U3 OPraHU3ally WM BHYTPEHHUE TOKYMEHTBI?

Ortser | B neHb noanucanus 10KyMeHTa

Otser 2 B neHp yTBEpKIEHUS TOKYMEHTa

Ortset 3 B AeHb NOCTYyIUIEHUS TOKYMEHTa

13. Kaxas mocienoBaTebHOCTh PACHONIOKEHUSI MOPAIKOBOIO HOMEpa M HOMepa Jela II0 HOMEHKIAType MeN SBISIETCS
00s13aTeNbHON JUI PETUCTPAINH BXOAAIIETO JOKyMEHTa?

Oteer 1 115/09-17

OtBer2 3

Otser3  03-11/157

14. Kakas mocienoBaTelIbHOCTh PACIONIOKEHUS HNOPAIKOBOIO HOMEpa M HOMepa feia 110 HOMEHKIAType Hell SIBISETCS
0053aTeNIbHOM TS PErUCTPALUHN UCXOISIIETo (OTIIPABISEMOr0) JOKyMeHTa?

Oteer 1 115/09-17

OtBer2 3

Otser3  03-11/157

15. Kakasl nociegoBaTelbHOCTb PAaCIOIOKEHUs MOPSIKOBOrO HOMEpa M HOMEpa Jella [0 HOMEHKIAType el SBIETCS
00s13aTeJIbHOM AT pErHCTPali BHYTPEHHETO TOKyMeHTa?

Otser 1  115/09-17

OtBer2 3
Otrser 3 03-11/157
Koou:

[1. 2. [3 J4 ][5 |6 [7. s [o. [10. [11. [12. [13. [14. [15 |
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(DOHI[ OLEHOYHBIX CPEACTB JId IIPOBEACHUSA HpOMe)KyTO‘IHOﬁ aTTeCTanuu

(2 [s |3 J1 J2 |3 J12 Ja J1 Ja [3 J1 J1 [3 J2 |
Kpurepun oneHku:
15 — 14 BepHO BBINOJIHEHHBIX 3a/1aHKs — 6 OaJIOB
13 — 12 BepHO BBINOIHEHHBIX 3a0aHus — 4 Oasna
11 — 10 BepHO BHINOJHEHHBIX 3aaHus — 3 Oauia
Menee 10 BepHO BBIIOJIHEHHBIX 3a/aHus — 0 GamioB
MakcumanbHOe KOJIMYeCTBO 0aioB - 6.

I1K-3.2 YMeert: OCyIIeCTBIATh ACHCTBHUS TI0 CTPATErHYECKOMY, IIPOCKTHOMY U ONIEPATHBHOMY YIPABJICHUIO 00pa30BaTeIbHON
opraHH3alMel 1 00pa30BaTeILHBIM MPOIECCOM B Heil

Pesynbrar 00y4yeHus:

VYmeer:

(hopMupPOBaTh MaKeT JOKYMEHTOB, OTPAKAIOUWIMX JESITENLHOCT O00pa3oBaTENbHOTO YYPEXKAEHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBAaHMSMU KOHTPOJMPYIOIIMX OPraHOB ¥ HOPMAaTUBHO-METOAMYECCKHMH JOKYMEHTAMH; OOCCIICUUTH
coONIoIeHre JTOKYMEHTOB JNEHCTBYIONIEMY 3aKOHOAATENIbCTBY; MPUMEHSS MPOrpaMMHOE OOecleueHne, co3/aTh YIpaBlIeHYEeCKHe
JIOKYMEHTEHI B TPAJIUIIMOHHBIX ¥ aBTOMATH3UPOBAHHEIX TEXHOJIOTHIX; HA OCHOBE MPOrPaMMHOTO OOeciedeH s KIaCCU(PUIINPOBATE U
CHCTEeMAaTH3UPOBaTh JTOKYMEHTHI Ha CTaJuM WX OOpabOTKM M XpaHEHHs; OPTraHU30BaTh JOKYMEHTOOOOPOT B 00pa30BaTEIbHOM
YUPEXIEHUU, UCIIOJIb3Yysl OCHOBHBIE oducHble nporpamMmsl: Microsoft Office Word, Microsoft Office Excel u ap.; ocymiecTBisaTh
apXUBUPOBAHKE YIPABICHYSCKUX JOKYMEHTOB C IIOMOIIbIO KOMITBIOTEPHBIX MPOTrPaMM; MOATOTABIMBATH JOKYMEHTHI K XpaHECHHUIO,
HCTIOJNB3Ys OCHOBHBIE orcHbIe porpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremMaTn3upoBarh JOKyMEHTHI
0 BUJIaM YTIPABJICHYECKOH JASSATEIBHOCTH B 00pa30BaTeIbHOM yUPExKICHHH (OCHOBHAS JEATENFHOCTh, paboTa 10 IMYHOMY COCTaBY
U T.JI.); WCHONB3YyS HH()OPMAIIMOHHBIC TEXHOJOTHH, NPOCKTUPOBATh OJIAHKKM W YHUQUIMPOBAHHBIC (OPMBI JIOKYMEHTOB,
HCIIONB30BAaTh TEXHUYCCKUE CPEJICTBA U JIOKAIBHBIC CETH B JIOKYMEHTAIIMOHHOM OOECHEYEHHH YYacTHHKOB OOpa30BaTENILHOTO
mporecca; IPUMEHITh METOIBI ONTUMHU3AINH JTOKYMEHTOIIOTOKOB B 00pa30BaTENbHOM YUPEKAESHHN MOCPEICTBOM HCIIOIB30BAHHS
KOPIOPATHBHEIX MH()OPMAIMOHHBIX CHCTEM; OCYIIECTBIIITE KOHTPOJb 33 pealM3alliell yIpaBiIeHYSCKHX PELICHHIl MOCPeICTBOM
KOPIOPATHBHBIX HH(MOPMAIIMOHHBIX CTPYKTYP.

Tum (popma) 3agaHus: 3aaHUE 10 CUTYALIUAIM

TIpumMep TUMOBBIX 3aaHNH (OLIEHOYHBIE MaTEPHAIIbI):

Ha npumepe kOHKpeTHOMH opraHu3anuu (Ha BEIOOpP) 0OOCHYHTE HEOOXOJUMOCTh COBEPIICHCTBOBAHUS IOKYMEHTOO0OOPOTa U
OIIGHUTE BO3MOXKHYIO 3 (PEKTHBHOCTD IPEATIOKECHHBIX H3MEHEHUH.

a) ISl AETCKOTO JTOIIKOIBHOTO 00pa30BaTENbHOTO YUPEKISHHUS C OCYIIECTBICHNEM KOPPEKLIH Pa3BUTHS BOCITUTAHHUKOB;

6) U1 4acTHOTrO 00Pa30BaTEIBHOIO YUPEIKACHHS;

B) JUIs 00pa30BaTEIbHON OpraHU3anuy (CpEAHEH I OCHOBHOH HIKOJIBI)

T) Ul OpPraHoB 00pa30BaHuUs FOCYAAPCTBEHHOM MM MYHHIIUNIAIBHOM BIACTH.

Kputepuu orieHku: (BBIMOJHEHHE KAXK/IOTO KPUTEPHS OIICHUBAeTCs B 1-2 Oajuia B 3aBUCHMOCTH OT CTETIEHH 0OOCHOBAHHOCTH
CYX/ICHUH).

MakcumaabHOe KOIMIeCTBO 0aiioB 8, MUHUMaIbHOE, IPH KOTOPOM 3aCUUTHIBAETCS 3alaHue -6.

IIpoananu3upoBaHa qesaTeIbHOCTh 00pa30BaTeNbHON OpraHU3alluy IPH OPTAaHU3AIHU PabOTHI C JOKYMEHTaMHU.
PackprIThl OCHOBHBIE ITpo0IeMbl B opranuzanuu JJOY.

PackpBITHI IEPCIIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTOO0OPOTA.

JlaHa oLeHKa peabHOCTH MPEIT0KEHHBIX IIEPCIEKTUB.

Tun (popma) 3a1aHus: 3aJaHUS IO CHTYAIUIM.

IIpumep TUNOBLIX 3aaHUi (OLIEHOUHBIE MaTepualbl): (co3naHue Kekca)

Ha marepuane n3BectHoit Bam 00pa3zoBaTenbpHON OpraHn3aluy MPOJEMOHCTPUPYHTE pean3aliio TEXHOJIOTHH OpraHu3aluu
JIETIONIPOU3BOACTBA NP MPHEME Ha BAKaHTHYIO AOJDKHOCTh. OOOCHYHTE KOHKpPETHBIE NEHCTBHUS PYKOBOAUTENS IO peann3aluu
JIOKYMEHTAIMOHHOTO COIPOBOXKJCHUS YNPABICHIECKOH (HYHKIUN.

Kpurepun onieHKH (BBIIOHEHNE KQXKIOTO KPUTEPHS OLICHUBAETCS B 2 6asa):

MakcumanbHOe KOIUYecTBO 0anioB 14, MUHUMAJIBHOE, IPU KOTOPOM 3aCUUTHIBAETCA 3a/laHue -7.

1. Ommcana cuTyanuss W3MEHEHHs JESATENBHOCTH 00pa30BaTeNbHOM OpraHH3alliH, OTpakamomias HeoOX0IuMOCTh
[IPUBJICYEHHS] HOBBIX COTPYIHHUKOB,;

CtopmynupoBaH nepedeHb TpeOoBaHuit K BAKAHTHON JTOJDKHOCTH;

CocraBiieHa IMUHOCTHAS clieU(UKALUS U1 0TOOpa HYXKHBIX COTPYAHUKOB;

BHeceHBI I3MEHEHNS B TUIIOBYIO TOJDKHOCTHYIO MHCTPYKIIUIO;

PaspaboTana ¢popma aHKeThl Ha BAKAHTHYIO JOJDKHOCTh M (JOpMa OLIEHOYHOTO JIUCTA,
CocraBiieH npuKa3 u 0(h)OPMIICH TPYAOBOH JOTOBOP B TPAJAUIMOHHON M 3JIEKTPOHHOH (hopme,
OdopmieHs! THYHOE JeN0, THYHAs KapTOuKa U TPYAOBask KHUXKKA.

MGTOILI/I‘IGCKI/IG MaTepualibl, ONpPEeIONIe MPOUEAYPY U KPUTEPHU OLCHHBaHHUS CHOPMHPOBAHHOCTH KOMIIETCHIMH MpH
MIPOBEACHUH IPOMEXYTOUHOH aTTeCTaluu
BrlmonHeHHbIE 3aJaHUs OLIEHUBAIOTCS 110 LIKAJIE:

51%-69% BepHO BBIMOJIHEHHBIX 3a[JaHUH — yJIOBJICTBOPUTEIBHO;
70%-85% BEpHO BBIMOJHEHHBIX 33aHUH — XOPOILIO;
86%-100% BepHO BBINOJIHEHHBIX 33aHUI — OTIUYHO.

rPwONE

Nogrwd
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