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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 ()eliepalbHBIM TOCYIAPCTBCHHBIM 00pa30BaTENbHBIM CTAaHIAPTOM BBICIIET0 OOpa3oBaHHUS —
GakanaBpuar 1o HarpasieHHIo noaAroToBku 44.03.05 [leparornyeckoe oopazoBanue (¢ AByMS NPOQHIISIMU ITOATOTOBKHU). Y TBEPKIEH
npukazoM MunucTepcTBa o0Opa3oBaHHMs M Hayku Poccuiickoit ®enpepamuu ot 22 ¢epans 2018 r. Ne 125, ocHOBHO#M
npodeccuoHanbHOM  00pa3oBaTeNbHOl IporpaMMoH BbICIIErO 00pa3oBaHUs 10 HaNpaBlIeHHIO HOAroToBKU: 44.03.05
[Menarornyeckoe obpazoBanue (C ABYMs MPOGHISME TOATOTOBKH), HANPABJIECHHOCTH (MIPOQMIIb): « IKOHOMHKa» U «HOCTpaHHBIN
SI3bIK» (aHIJIMHCKUI), ¢ yueToM TpeboBaHuUil mpodeccuoHanbHOro cranaapra «lleparor (meparoruyeckast A€sTENbLHOCTh B cdepe
JTOILITKOJILHOTO, HAYaJIBHOTO 00IET0, OCHOBHOTO OOIIIEro, CpeIHero 001ero oopa3oBanus) (BOCIIUTATEIb, YIHUTENb)», YTBEPIKIACHHBIN
Ipuka3oM MuHHCTepCcTBa TpyJa U coluanbHoi 3amuTsl Poccuiickoit @enepanun ot 18 oxradpst 2013 r. Ne 5441 (3apeructpupoBan
MununctepcTBoM tocTuiui Poccuiickoit enepannu 6 nekadps 2013 r., perucrpanuonnslit Ne 30550), ¢ u3MeHEeHUSIMUA, BHECCHHBIMHU
npuka3aMd MuHucTepcTBa Tpylda U couuanbHOM 3amuThl Poccuiickoit ®enepanuu ot 25 gexabps 2014 r. Ne 1115H
(3apeructpupoBan MuHucTepcTBOM toctuin Poccuiickoit @eneparmu 19 despans 2015 r., perucrpanuonssiit Ne 36091) u ot 5
aBrycta 2016 1. Ne 422n (3apeructpupoBaH MuHuctepcTBoM toctuiuu Poccuiickoit ®enpepanuu 23 asrycra 2016 r.,
peructpannonnsiidi Ne 43326).

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

Komnerennus WuaukaTop

IIK-4. Cnoco6Hocts yuacTBOBaTh B | IIK-4.1 3HaeT: 3aKOHOMEPHOCTU OCYLIECTBICHUS OpPIraHU3al[OHHO-YIIPaBIEHYECKOH
pa3paboTKe U peanns3aui IPOTpaMMBbl | JEATETbHOCTH B 00pa30BaTENbHON OPTaHW3AlMM W YIPaBICHHH 0OPa30BaTENbHBIM
pa3sBUTHSA 00pa30BaTeIbHON | IPOLECCOM

OpraHu3anuu U agammse | [1K-4.2 VYmeeT: ocymecTBISITh MAEWCTBUS IO CTPATETHUECKOMY, IPOEKTHOMY |
3} heKTUBHOCTH 3aHATHI M IOAXO0B K | ONEPaTHBHOMY YIIPaBJICHHIO OOpa30BaTENbHON OpraHu3anueil u 00pa3oBaTesbHBIM
00Y4YEHHIO ¥ BOCTHTaHUIO IPOLECCOM B HEH

3amaun ®OC i1 MPOMEKYTOYHOH aTTecTalii - KOHTPOJIb KayecTBa M YPOBHS JOCTIDKEHHS Pe3yJIbTaTOB OOYUCHHS IO
(hopMHpYEMBIM B COOTBETCTBUH C Y4€OHBIM IIJIAHOM KOMIICTCHIIUSIM:

TIK-4. CrocoOHOCTh y4acTBOBaTh B pa3pabOTKe M pEalM3allMd NPOTpaMMbl Pa3BUTHS 0Opa30BaTENBHOIN OpraHM3alUM U
aHanu3e 3 ()EKTUBHOCTH 3aHATHI M MOJX0JI0B K 00YUCHHIO U BOCIIUTAHHIO

IIK-4.1 3Haer: 3aKOHOMEPHOCTH OCYILIECTBJICHUS OpPraHU3AI[OHHO-YIIPABIEHYECKOH MAEsATENbHOCTH B 00pa30BaTesIbHOM
OpTaHM3AIMU U YIPaBICHAN 00pa30BaTeIbHBIM MPOLECCOM

PesynbraT 00yueHus:

3HaerT:

HOPMBI MpaBa M HOPMATHUBHO-NIPABOBBIC aKThI, ACHCTBYIOIINE TOCYAapPCTBEHHBIC HOPMATHBHO-METOJIMYCCKHE JTOKYMEHTHI,
perynupyonye B3auMOOTHOIIEHHUSI 00pa30BaTeIbHOTO YIPEKACHHS W KOHTPOIMPYIOMIMX OPraHoB, TPeOOBaHUS K OpraHH3allUH
JIeNONPOU3BO/ICTBA, MPaBIIa 0(OPMIICHHS, BSICHUS M XPaHEHHS JTOKYMCHTALIUH, CBSI3aHHON C BHEIPEHHEM TEXHOJOTHUECKHUX HIIH
OpraHMU3allMOHHBIX M3MEHEHHI, KaJpaMid U UX JBIKCHHEM; CTPYKTYPY CHCTEM MOKYMEHTAIlMd B 00pa30BaTENbHOM YUPEKICHHU;
IpaBWia COCTAaBIEHHS W OGOPMIICHHS YIPABIEHUYECKHX JOKYMEHTOB (S3BIKOBBIE (HOPMYIBl OQHIHMAIBHEIX JOKYMEHTOB);
0COOCHHOCTH YCTHOW MyOJIMYHOM peuu; TpeOOBaHMUS K MOIYYCHUIO (TTOJHOTA, CBOEBPEMEHHOCTh, HE3aBUCHMOCTh, JOCTOBEPHOCTH),
nepepaboTKe M XpaHEHUIO WH(OpPMAIMK; OCHOBHBIE METOJIBI, CIIOCOOBI W CPEACTBA IIONYYEHHs, XpaHEHHsS M IepepaboTKu
uH(OpMAITHH; COBPEMEHHBIE METOIBI IMepeBoja HHAMOPMAIMA B YIPABICHYECKHE MOKYMEHTBHI: COCTaBICHHE PACIOPSDKCHUIA,
MIPUKA30B, HHCTPYKIMH U IPYTHX YIPaBICHIECKUX JOKYMEHTOB; TpeOOBaHMS K PAlJHOHAIBHOM OpraHH3aliy padoOThI ¢ JOKyMEHTaMU
B 00pa30BaTEIbHOM YUPEKICHUH IMPU HCIONB30BAHMK B alapare yIpaBICHUS OPraHHU3alUOHHOW U BBHIYHUCIUTEIHHOW TEXHUKH,
KaHaJbl JOBEIeHHS HWH(POpPMAIUU 10 COTPYIHHKOB, YHH(HIUpPOBaHHBIE (OpPMBI 00paboTKH WH(OpMAaIMK; HWH(POPMAIMOHHEBIE
TEXHOJIOTHH, HCIIOJIb3yeMble MPH cOope, 00paboTke, XpaHEHWHU M 3alIUTe WHPOPMAIMH; KaHAJIBI U CETH DJICKTPOHHOW TOYTHI IS
JIOBE/ICHHST HH(POPMAIIUH J0 110 TYNHEHHBIX.

TIK-4.2 Ymeer: ocyniecTBIsITh ASUCTBHS MO CTPATETHYECKOMY, IPOCKTHOMY M ONIEPATUBHOMY YIIPABJICHHIO 00pa30BaTeIbHON
opraHm3anuei 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEH

PesynbraT 00yueHus:

Ymeer:

(hopMHpPOBaTh MAaKET JOKYMEHTOB, OTPAXKAIONINX JEATENLHOCTh O00pa30BATENbHOTO YYPESKACHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBaHMSIMH KOHTPOJHPYIOIIMX OpPraHOB W HOPMATHBHO-METOJMYECKUMH JOKyMEHTaMH; OOEeCIeUnTh
co0I0IeHNe JOKYMEHTOB JNEHCTBYIOUIEMY 3aKOHOJATENbCTBY; NPUMEHSS IPOrpaMMHOE OOecredeHne, co3aaTh yIpaBlIeHIECKUE
JIOKYMEHTBHI B TPAJAUIIMOHHBIX H aBTOMAaTH3UPOBAaHHBIX TEXHOJIOTHSX; Ha OCHOBE IIPOrPAMMHOTO 00€eCTIeUeHH s KIIaCCU(PHUITUPOBATD U
CHCTEeMAaTH3UPOBATh JOKYMEHTHI Ha CTaJuM UX OOpabOTKM M XpaHEHHs; OPTaHU30BaTh JOKyMEHTOOOOPOT B 00pa3oBaTelbHOM
YUpEeXICHUH, HCIIOIB3ysl OCHOBHBIE oducHbIe mporpamMel: Microsoft Office Word, Microsoft Office Excel u ap.; ocyniecTBisiTh
ApXUBUPOBAHKE YIPABICHIECKUX JOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOrpaMM; MOATOTABIMBATh JOKYMEHTHI K XPaHEHHUIO,
UCIIONB3Ys OCHOBHBIE 0(ucHBIe mporpammMer: Microsoft Office Word, Microsoft Office Excel u ip.; cucreMaTi3upoBaTh JOKYMEHTBI
0 BU/IaM YIIPABJICHYCCKOH ASSITEIBHOCTH B 00pa30BaTeIbHOM yUPEKICHHHU (OCHOBHAS JEATEINBHOCTD, paboTa 10 IMYHOMY COCTaBY
W T.J.); UCTONB3ys HHPOPMALMOHHBIE TEXHOJOTWH, NPOEKTHPOBATh OJaHKH W YHHDUIHMPOBaHHBIE (OPMBI JTOKYMEHTOB;
HCIIOIb30BATh TEXHUYECKHE CPEICTBA M JIOKAJbHBIE CETH B JOKYMEHTAIIMOHHOM OOECTEeYeHHH YJIaCTHHKOB 00pa30BaTEIbHOTO
mporecca; NPUMEHITh METOIBI ONTUMHU3AINH JOKYMEHTOIIOTOKOB B 00Pa30BaTeIbHOM YUPEKACHHN MOCPEACTBOM HCIOIB30BAHS
KOPIOPATHBHBIX HH()OPMAIMOHHBIX CHCTEM; OCYIIECTBIIATh KOHTPOJb 33 pealn3alueil ynpaBIeHUYEeCKUX PEIICHUI TOCPEeICTBOM
KOPIOPAaTHBHBIX HH(MOPMAIIMOHHBIX CTPYKTYP.

TpeboBaHKe K MPOLEAYPE OLECHKHU:

Iomemenue: 0coObIX TpeOOBaHUI HET
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(DOHI[ OLEHOYHBIX CPEACTB JId IIPOBEACHUSA HpOMe)KyTO‘IHOﬁ aTTeCTanuu

O6opynoBaHue: 0COObIX TPeOOBaHUH HET

MHCTpYMEHTBI: KaHUEISAPCKHE TPHHAICKHOCTH

PacxonHbie MaTepHansl: Oymara

JlocTym K JONONMHUTEIBHBIM CIIPABOYHBIM MaTepraiaM: HEeT

Hopwmsbl BpemeHu: mo 1 akageMHYecKOMy 4acy Ha KOHTPOJIBHBIC MEPOIIPUATHS

KommiekT o1ieHOYHbIX CpeCTB Ul IPOBEICHHs IPOMEKYTOUHOH aTTecTalun

IpoBepsiemas (bie) KoMmeTeHIust (1) (us oromn Bo):

ITK-4. CriocoOHOCTh y4acTBOBATH B pa3pabOTKe M peaTU3aliy MPOrpaMMBbI Pa3BUTHsI 00pa30BaTEIbHON OpraHU3aIH 1
aHanu3e 3 (HEKTUBHOCTH 3aHATHH M MOJXOJIOB K 00YUCHHIO U BOCIIUTAHHIO

ITK-4.1 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBICHHS OPTaHU3AMOHHO-YIIPABICHYECKOHN JeITeIbHOCTH B 00pa30BaTeIbHOM
OpTaHM3AIMHU U YIPaBICHUH 00pa30BaTEIbHBIM IPOLIECCOM

3HaerT:

HOPMBI NpaBa M HOPMAaTHUBHO-NIPABOBBIE aKTHI, ACHCTBYIOIINE TOCYAapCTBEHHBIE HOPMAaTHBHO-METOIMYECKHE IOKYMEHTH,
pEryupyoonre B3aUMOOTHOIICHHUsT 00Pa30BaTEIbHOTO YUIPESIKACHHUS U KOHTPOJUPYIOIIUX OPraHoB, TPeOOBAHUS K OpraHU3aI[HU
JIeNTONPOU3BO/ICTBA, NIPABIIa 0(OPMIICHHS, BEACHHUS U XPAaHESHHs] JOKYMEHTALIUH, CBSI3aHHOHN C BHEIPEHHEM TEXHOJIOTUUECKHUX HIIH
OpraHMU3allMOHHBIX M3MEHEHH, KaJJpaMy M UX JBIKCHUEM; CTPYKTYPY CHCTEM JOKYMEHTAIMU B 00pa30BaTEIbHOM YUPESIKICHHH;
IpaBWia COCTAaBIEHHS W OGOPMIICHHS YIPABIEHUYECKHX JOKYMEHTOB (S3BIKOBBIE (HOPMYIBl OQHIHMAIBHEIX JOKYMEHTOB);
0COOCHHOCTH YCTHOW MYOJIMYHON peuu; TPeOOBaHMUS K MOTYYEHHIO (TIOTHOTA, CBOSBPEMEHHOCTD, HE3aBUCHMOCTb, JJOCTOBEPHOCTB),
nepepadoTKe W XpaHCHHI0O WH(OPMAIMH; OCHOBHBIC METOJBI, CIOCOOBI M CpEACTBA IOJYYCHHUsS, XPAHCHHS M TepepabOTKH
nH(OpMaIK; COBPEMEHHBIE METOIBI IepeBoja WH(MOpPMAIMK B YIPABICHYECKHE IOKYMEHTBHI: COCTaBICHUE PACIOPSDKCHUIA,
MIPUKA30B, HHCTPYKIMH U IPYTHX YIPABICHIECKUX JOKYMEHTOB; TpeOOBaHMUS K PAIIHOHAIBHOM OpraHU3aIiy padoThl ¢ TOKyMEHTaMU
B 00pa30BaTEIbHOM YUPEKICHUH IMPU HCIONB30BAHHH B aliapare yIpaBlIeHUS OPraHH3aldOHHOW W BBHIYHUCIMTEIHHOW TEXHUKH,
KaHaJbl JOBEACHUS HMH(OPMAIMK JO COTPYJHHUKOB; YHHU(PHUIMPOBaHHBIC (HOPMBI 00pabOTKM HMHGPOpPMAIUK, HHPOPMAUOHHBIC
TEXHOJIOTHH, UCTIONb3yeMble TIpH cOope, 00paboTKe, XpaHESHNHU U 3aluTe HHGOPMAIMHK; KaHAJBI U CETH 3JEKTPOHHOMN MOYTHI JJIs
JIOBE/ICHHST HH(POPMAIIH 70 110 TYNHEHHBIX.

Tun (popma) 3ananus: mUCEMeHHas padora.
TIpuMep THUMOBBIX 3a7aHN# (OLIEHOYHBIC MAaTEPHATIBI):
Hanumure pa3sBepHyThIii OTBET Ha BOIPOC!
Opranuzanys ciryk0bl JOKYMEHTAIIMOHHOTO 00ecIeYeH sl YIIPaBIeHHs Ha COBPEMEHHOM JTarle.
JIOKyMEHT: onpezieieHue, CBOUCTBA, (QYHKIHH.
CrangapTu3anus 1 yHHQUKAIUS JOKYMEHTOB.
ITonsTre n KIaccuuKays J0KyMEHTO000pOTa IPEAIPUSTHUSL.
OpraHuzanys parroHAIBHOTO JOKYMEHTO000pOTa Ha MIPEANIPUSITHH.
Peructparys 10KyMEHTOB (BXOIIMX, HCXOAAIIUX, BHYTPEHHUX): 3HAUCHHUE, IIpaBUiIa, GOpMBIL.
TeXHONIOTHS OCYIIECTBICHHUS KOHTPOJIS HCIIOJHEHHUS JOKYMEHTOB.
XapaKkTepUucTuKa U 0COOeHHOCTH 0(opMiIeHUs OQUIMANBEHOTO AET0BOTO MHChMA.
XapakTepucTuka CHCTEMBI YIPaBICHYECKUX JOKYMEHTOB. [IpuBeanTe HpUMEpHl JOKYMEHTOB IO KaXIOH cHcTeMe
YHOpaBJICHYCCKUX NTOKYMEHTOB.
10. CtpykTypa JoKyMeHTa (TIOCTOSIHHbIE ¥ IEpEMEHHBIE PEKBH3HTHI, TPOJIOIBHOE U YIIIOBOE PACIIONIOKEHUE PEKBU3UTOB).
11. TIpaBuina opopMIICHUS YIPABICHUYECKUX (OpPraHU3aluOHHO-PACHOPAAUTENBHBIX) JOKYMEHTOB
12. O6umme TpeGOBaHUS K COCTABICHHIO OPTraHM3alHOHHBIX JOKYMEHTOB (3TaIbl MOArOTOBKU H MOPSIOK 0POPMIICHHS).
13. PacniopsiauTenbHbIE JOKYMEHTHIL. INopsinox NoAroTOBKM pacOPSIUTENbHBIX JOKYMEHTOB.
14. Bunsl ¥ nOpSIOK ITOATOTOBKH HH(OPMAIIMOHHO-CIIPaBOYHBIX JOKYMEHTOB.
15. Bunp! 1 nopsiok HOATOTOBKH JOKYMEHTOB 110 TUYHOMY COCTaBY.
16. OnpeneneHre U XapaKTEPUCTUKA PA3IMIHBIX BUIOB HOMEHKIIATYPHI JIEI.
17. TpeOoBaHuUs K CUCTEMAaTH3AlMHU 3aroJIOBKOB JIeJI B HOMEHKIIATYpE.
MakcrumaabHOe KOJIMIeCTBO 0aiioB — 6.
MuHUMaNbHOE KOJIMUECTBO OAJITIOB, IPH KOTOPOM 3aaHHE 3aCUUTHIBAETCS — 4.
Kpurepun oneHku:

COoNTMLNE

Kputepnii/onernka BBIMOITHEHO MOTHOCTHIO BBINOTHEHO YaCTHYIHO He BbImonHEeHO
PackpbITO OCHOBHOE TOHSATHE 2 Gamna 1 6amn 0 6amoB
Ilepeuncnensl Bce CoOCTaBISIOIINE 2 Oaiia 1 6amn 0 GamioB
9JIEMEHTHl  (CTPYKTypa) Hpenmera
(ssBNICHUS)

Jlana XxapakTepuCTHKa COCTaBILIOLINX 2 Ganna 1 G6amn 0 6anoB
9NIEMEHTOB  (CTPYKTYpHI) MpeaMera
(s1BneHUs)

Tun (dbopma) 3a1aHus: 3aKPBITHIA TECT ¢ MHOXKECTBEHHBIM BEIOOPOM.

[Ipumep THUMOBLIX 3aHaHUN (OLIEHOYHBIE MaTEPUATIbI):

TecToBbIE 3a1aHMSA:

1. Kakoii 3ak0H onpe/enut 0053aTeIbHOCTh JOKYMEHTHPOBaHUS HHPOpMaIu?

Otser | «O OyxranrepckoM yuere» oT 21 Hoa0ps 1996 1. Ne 129-D3

OtseT 2 «O6 nndopmarmu, nHGopMaTuzauuy 1 3amute nHpopmarmn» ot 20 despans 1995 r. Ne 24-03
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q)OHI[ OLEHOYHBIX CPEACTB JId IIPOBEACHUSA HpOMe)KyTO‘IHOﬁ aTTeCTanuu

Otget 3 «O06 3nekTpoHHO# nudppoBoi noamnucu» ot 10 ssaBaps 2002 r. Ne 1-@3

OrtseT 4 «O TOBapHBIX 3HAKAX, 3HAKAX 0OCIY>KUBAHUSI U HAUMEHOBAHHS MECT IPOUCXOXKJIEHUS TOBApOBY» OT 23 ceHTa0ps 1992
r. Ne 3520-1

2. IIpopomxute «Jenonpou3BoaAcTBO» — 3TO..

Otset 1 Cucrema xpaHeHus! JOKYMEHTOB

Ortset 2 CocTaBiieHUE JOKYMEHTOB

OtBer 3 Ortpaciap [eATENBHOCTH, OOecleuuBaomas JOKyMEHTHPOBAHWE W OpraHU3anuio paboThl ¢ OQHIHAIbHBIMH
JIOKyMEHTaMHU

3. YkaxxuTe TepMHUH, UMEIOIINIA TaKOH K€ CMBICH, KaK U TEPMHUH «JI€JTOMPOU3BOICTBOY.

Ortset 1 JloKyMEHTHPOBaHUE

Otsert 2 Cucrema TOKyMEHTAIHHI

Otset 3 JIOKyMEHTALMOHHOE 00eCcIeUeHE YIIPaBICHUS

Otger 4 JlokyMeHTHpOBaHHAs HHQOpMAIIHS

4. B xakoM (KaKuX) HOpMaTUBHOM aKTe (aKTax) HOHATUE «JJOKyMEHT» ONpeeNIeHO KaK «...3a()UKCUPOBaHHAs HAa MaTePUAIbHOM
HOcHTelle nHpOpMAaLKs, CO3IaHHAs], MOMYIYEHHAs U COXpaHseMasl OpraHMu3alKeil WM YaCTHBIM JIMIIOM B Ka4eCTBE J10Ka3aTeIbCTBa
IIpU NMOATBEPAKICHUH IPAaBOBBIX 00S3aTENILCTB UM €JI0BOH AEATEIbHOCTH?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBU 1. Yupaenenue nokymenramu. O0miue TpeOoBaHUm

Ortset 2 @enepanbublii 3akoH 0T 20.02.1995 N 24-03 «O6 undpopmanuy, uapopMaTU3auu U 3ammre uHpopmanuu», FOCT
P 51141-98. «/lenonpon3BoACTBO M apXUBHOE J1e10. TepMHUHBI M OIPEIeIICHUS

Ortset 3 Oenepanbublil 3akoH oT 10 stHBaps 2002 r. Ne 1-®3 «O06 anexTpoHHO 1dpoBoil mognucu»

5. B kakoM (KakMx) HOPMAaTHBHOM akKTe (akTax) MoHsATHE «J[OKYMEHT» OmpeleNeHO KaK «... 3a(uKCUpOBaHHAas Ha
MaTepuaabHOM HOcUTeIe HHGOPMaIMs C PEKBU3UTAMHU, ITO3BOJIIOIIMY €€ UIEHTU(HUIUPOBATE» ?

Oteer 1 TOCT P UCO 15489-1-2007 «CUBU /1. Yupapnenue nokymentamu. OO1me TpeOOBaHUA

Ortset 2 @enepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 undpopmanuy, uHpopMaTU3auu U 3amure uHGopmanuu», FOCT
P 51141-98. «/lenonpon3BoACTBO U apXUBHOE [1e10. TEPMUHBI M OIIPEISIICHUS

Ortset 3 Denepanbublii 3akoH oT 10 sHBaps 2002 r. Ne 1-®3 «O06 anexTpoHHO I1(poBOi mognucu»

6. B xakom (kakuX) HOPMAaTUBHOM aKTe (aKTaxX) JaHO MOHATHE «DIEKTPOHHOTO JOKYMEHTa» KaK JTOKYMEHTa, «... B KOTOPOM
UHPOPMAITUS MTPECTABICHA B AJIEKTPOHHO-IIM(POBOI hopmex?

Otset 1 T'OCT P NCO 15489-1-2007 «CUBU/I. Ynpasnenue gokymeHTaMu. O0mue TpeOoBaHus»

Otget 2 ®epepanbusblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, napopmarusaimu 1 3amurte uapopmanuuy, FOCT
P 51141-98. «Jlenonpou3BoCTBO U apXUBHOE Je7I0. TepMUHBI U OIPEICIICHUS

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

7. Kakue opraHusaiyioHHsle (GopMbl Jeaonpou3BocTBa Bel 3HaeTe?

Otser 1 LenTpanu3oBanHas, IeEHTPaIN30BaHHAS, CMEIIaHHAS

Ortset 2 JlUpeKTHBHAsI, SKOHOMUYECKH 0OOCHOBAHHAs, alallTUBHAS

Otset 3 Pyunas, MmexaHU3upOBaHHAas, aBTOMATH3UPOBaHHAS

8. K kakoMy MOKYMEHTY OTHOCHUTCS CJEAyIOllas XapaKTepUCTHKa <«BJISETCS OCHOBHBIM HOPMAaTHBHO-METOJHYECKUM
JIOKYMEHTOM, OTIPEEIISIIOIINM U YCTaHABIMBAIOIINM €IUHBIH MOPSIOK COCTaBIeHHs, 0(OPMIICHHS JOKYMEHTOB U pabOTHI C HUIMH B
OpraHu3amny»?

Otget 1 HCTpYKIUS IO IEIOMTPOU3BOICTBY

OtBet 2 HomenkiaTypa nien

Ortger 3 Pernament paboThl

9. O0s13aTeNBbHO 1 AOJDKHA OBITH MHCTPYKIUS 110 AENONPOU3BOACTBY B KaXKJOM YUPEKACHHHU, OpraHU3aI1n?

Otser 1 Jla

Otser 2 Her

10. [ToyemMy HHCTPYKIHS MO ASIONPOU3BOICTBY KOHKPETHOM OpraHn3alvy BCerAa HHANBUIyanbHa?

Ortset 1 [ToTOMY YTO OHa YUUTHIBAET BCE OCOOEHHOCTH, KaK COCTaBa JAOKYMEHTOB, TaK U TEXHOJIOTMU UX 00pabOTKU

Ortger 2 Tak kKaKk OHa B K&XJIOH OpraHU3allX pa3padaThIBaeTCsl pa3HbIMH JIFOIbMU

Ortger 3 [ToroMy 4TO B pa3HbIX OpraHU3aLHUAX MO-Pa3HOMY HA3bIBACTCS CIIYK0a JIeIONPOU3BOICTBA

11.Korza perucTpupyroTcs MOCTYMAONIHE B OPTaHU3AIHIO TOKYMEHTHI?

Otser 1 B nenp noanucanus 10KyMeHTa

OrtgeT 2 B 1eHp yTBep)KACHHS JOKYMEHTA

Otser 3 B neHb nocrymnieHus 10KyMeHTa

12. Korna perucTpupyroTcs OTIIpaBisieMble U3 OpraHU3alliy HIH BHYTPEHHHE TOKYMEHTHI?

Otser 1 B neHp noanucanus 10KyMeHTa

OrtgeTt 2 B 1eHb yTBEp)KACHUS TOKYMEHTa

Otser 3 B neHp nocrynieHus 10KyMeHTa

13. Kaxas mocienoBaTelbHOCTh PACHONOKEHUS] MOPSIKOBOIO HOMEpa M HOMEpa Jela II0 HOMEHKJIAType HAeN SBISETCS
00513aTeNIbHOM IS PEruCTPaLU BXOSIIET0 JOKYMEHTa?

Oteer 1 115/09-17

OtBer2 3

OtBer 3  03-11/157

14. Kakasl 1ocieJoBaTelbHOCTb PAaCIOIOKEHUs MOPSIKOBOrO HOMEpa M HOMepa Jella [0 HOMEHKIAType el SBIETCS
0053aTeNbHOM IS PErHCTPALUH UCXOIAIIETO (OTIIPABISIEMOTr0) IOKyMeHTa?

Otser 1  115/09-17

OtBer2 3

Otser3  03-11/157
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15. Kakas mociieqoBaTeabHOCTh PACIIOJIOKEHHs MOPSAKOBOIO HOMEpPAa M HOMEpa Jejia [0 HOMEHKIAType He SBJISETCS
00s13aTeNbHOM ISl PETUCTPAIIME BHYTPEHHETO JOKyMeHTa?
Orser 1 115/09-17

OrBer2 3
Orser 3 03-11/157
Kirou:

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 onenku:

15 — 14 BepHO BBIIOJIHEHHBIX 3aJaHUsI — 6 6aI0B

13 — 12 BepHO BHINOJHEHHBIX 3aaHus — 4 Oauia

11 — 10 BepHO BHINOJHEHHBIX 3aaHus — 3 Oauia

Memnee 10 BepHO BBINOJNHEHHBIX 3a1aHus — 0 0annoB

MakcumanbHOe KOJIMYeCTBO 0aioB - 6.

I1K-4.2 YMeer: OCyIIeCTBIATh ACHCTBUS 10 CTPATErHYECKOMY, IIPOCKTHOMY U ONIEPATHBHOMY YIPABJICHUIO 00pa30BaTeIbHON
opraHuzanueil 1 06pazoBaTeIbHBIM IIPOLIECCOM B HEM

Pesynbrar 00y4yeHus:

VYmeer:

(hopMUpPOBaTh TAKeT JOKYMEHTOB, OTPaXAIOMUX JEATeNbHOCTh OOpa30BaTENbHOTO YUPEKAECHHS B COOTBETCTBHUH C
HOPMATUBHBIMH TPEOOBAaHMSAMU KOHTPOJIMPYIOIIUX OPraHOB M HOPMATUBHO-METOAWYECKUMH JOKYMEHTaMH; OOECle4YHTh
coONIoIeHNe JTOKYMEHTOB JEHCTBYIONIEMY 3aKOHOJATENBCTBY; NPUMEHSS NMporpaMMHOe obecliedeHne, co3laTh YIpaBiIeHUECKHe
JIOKYMEHTBI B TPAJAULIMOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHAX; HA OCHOBE IIPOrPAMMHOI0 00ecIeueH s KIIaCCU(PUIIIPOBATD U
CHCTEeMATH3UPOBaTh TOKYMEHTHI Ha CTaJUH WX OOpabOTKM M XpaHEHHs; OPTraHU30BaTh JOKYMEHTOOOOPOT B 00pa3oBaTEeIbHOM
YUPEKAEHUHU, UCTIONB3YsI OCHOBHBIE oducHble nporpaMmbl: Microsoft Office Word, Microsoft Office Excel u ap.; ocymiecTBisTh
ApXHMBUPOBAHHE YIPABICHYECKUX JOKYMEHTOB C IIOMOIIBIO KOMITBIOTEPHBIX MPOTpaMM; MOATOTABINBATE JOKYMEHTHI K XpaHEHHIO,
UCTIOJNB3Ys OCHOBHBIE opucHbIe mporpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremaTu3upoBaTh JOKYMEHTHI
0 BHJaM YIPaBICHYECKON NeITEIILHOCTH B 00Pa30BaTEIbHOM YUPEKICHHH (OCHOBHAS JIESITENLHOCTh, Pa00Ta 110 TNIHOMY COCTaBY
U T.J.); UCHONb3Yys MHGOPMALMOHHBIE TEXHOJOIUM, IPOEKTHPOBaTh OJaHKM U YHUGUIHUPOBAHHbIE (OPMBI JTOKYMEHTOB;
WCTIONb30BAaTh TEXHUYECKHE CPEICTBAa W JIOKAJIBbHBIE CETH B JOKYMEHTAIIMOHHOM OOECIeYeHHH yJYaCTHUKOB 00pa3oBaTEIHHOTO
npolecca; IPUMEHITh METO/Ibl ONTUMU3ALUHN JOKYMEHTOIIOTOKOB B 00Pa30BaTEIbHOM YUPEXKICHUH ITOCPEICTBOM UCIIOIb30BaHUS
KOPIOPAaTHBHBIX WH()OPMALOHHBIX CHUCTEM; OCYIIECTBIATh KOHTPOJb 33 peajn3alieil YIpaBIeHYeCKHX PEIICHUH MOCPEeICTBOM
KOPIIOPaTUBHBIX HHPOPMALUOHHBIX CTPYKTYP.

Tun (dbopma) 3a1aHus: 3aJaHUE 110 CUTYaLUSIM

TIpuMep THUMOBBIX 3aaHNH (OLIEHOYHBIC MAaTEPHAIIBI):

Ha mpumepe KOHKpeTHOH opraHuzanuu (Ha BeIOOp) 000CHYIiTe HEOOXOIUMOCTb COBEPIICHCTBOBAHUS JOKYMEHTO000POTa U
OLIEHHUTE BO3MOXHYIO 3 ()EKTHBHOCTD MPEIOKEHHBIX H3MEHEHHI.

a) 711 AETCKOTO AOLIKOIBHOIO 00pa30BaTEeIbHOIO YUPEXKICHUS € OCYILECTBICHUEM KOPPEKIUU Pa3BUTHsI BOCIIMTAHHUKOB,

0) UL 9aCTHOTO 00Pa30BaTENEHOTO YIPEKICHUS;

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

T) JUI OPraHOB 00pa30BaHMs rOCYIaPCTBEHHON MIIM MyHUIIMNIATBHON BIIACTH.

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

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

[poananmupoBaHa qeATeIbHOCTH 00pa30BaTENbHON OpraHN3aliy IPU OPTAaHU3AINN PAOOTHI C JOKyMEHTAMH.
PackprIThl OCHOBHBIE ITpo0IeMbl B opranuzanuu JJOY.

PackphITHI TEpCIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.

JlaHa oLeHKa peabHOCTH MPEIT0KEHHBIX IIEPCIEKTUB.

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

IIpumep TUNOBLIX 3aaHui (OLIEHOUHBIE MaTepuabl): (co3aHue Kekca)

Ha marepuane m3BectHOH Bam 00pa3oBaTenbHOM OpraHU3aI[MN MPOAEMOHCTPHUPYHTE pPealn3aliio TEXHOIOTHH OpPTaHU3aIIH
JIETIONPOU3BOACTBA NP NPHEME Ha BAKAHTHYIO JOJDKHOCTh. OOOCHYHTE KOHKpETHBIE NEHCTBUS PYKOBOAUTENS IO pealn3aliuu
JOKYMEHTAI[IOHHOTO COIPOBOXKCHHS YIPaBIeHICCKON (PyHKIHH.

Kpurepuu oreHku (BBIIOIHEHUE KQXX0T0 KPUTEPHS OLICHUBAETCs B 2 Oauia):

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

1. Ommcana curyanuss H3MEHEHMS JEATENBHOCTH OOpa30BaTeNbHOM OpraHM3alliM, OTpakamouias HeoOX0IUMOCTh
HPUBJICICHHUS HOBBIX COTPYAHHKOB;

Cdopmynuposan nepedeHb TpeOOBaHUIT K BAKAHTHOW JOJDKHOCTH;

CocTaBiieHa TMYHOCTHAS CIIEIUPHUKAIHS U1 0TOOpa HYKHBIX COTPYIHUKOB,;

BHeceHbl H3MeHEHUs B TUIOBYIO JOJDKHOCTHYIO MHCTPYKIHUIO,

Pa3paboTana (hopMa aHKETHI Ha BAKaHTHYIO JOIDKHOCTB M (hopMa OI[EHOYHOTO JIHCTA,
CocraBineH npuka3 1 0hopMIIeH TPYJOBOH A0TOBOP B TPAAUILIMOHHON U 3IEKTPOHHOHI (opme,
OdopMieHs! THIHOE [eTI0, INYHAS KapTOYKa M TPYAOBas KHIDKKA.

MCTO}II/I‘IGCKHG MaTepHualbl, ONPEACIIOINE NPOLEeNypy U KPUTEPHUH OLEHMBAHUSA C(HOPMUPOBAHHOCTH KOMIICTEHLUI HpHU
HPOBEJICHAN ITPOMEKYTOTHOH aTTeCTAIIHH

rPwONE

Nogsrwn
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BeImonHeHHBIE 331aHUST OL[EHUBAIOTCSI TIO MIKAJIe:

51%-69% BEpHO BBINOIHEHHBIX 33aHUN — YAOBIETBOPUTEILHO;
70%-85% BepHO BBHINOIHEHHBIX 33AaHUH — XOPOILO;

86%-100% BepHO BBHITIOIHEHHBIX 331aHAI — OTIHYHO.
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