MUHUCTEPCTBO-HPOCBEHEHUS POCCUNCKON OEAEPALIUN

[lokym
guwﬂ@%ﬁ?}%@é@%@?ﬁ%@%Q‘ifﬂ’i'fé%roz[memoe 00pa30BaTEILHOE YUPEKICHUE BBICIIETO 0OPa30BaHUS

NUHdop eflb o
KHUU T TBCHHBIU HaJIbHO-TICIAarOT'HYECKUU YHUBEPCUTECT
®UO: Knucnosa Hatanpg l/IKOﬂag' S OCyHapcTBe con p-IIearo e YHUBCPCUTC

[lomKHOCTb: MpopekT ?Mp% m&m%maﬁﬁ‘&)BHCHHX TEXHOJIOTHH B YKOHOMHYECKOTO o6pa3013aH1/151
[ata nognucanus: 16.06.2025 12:35:12

YHUKanbHbI MPOrpaMMHbIA KIKOY:
52802513f5b14a975b3e9b13008093d5726b159bf6064865ae65096a966c035

Yr1Bepxaaro
[IpopekTop 1o y4eOHO-METOAMIECKOM
paboTe M Ka4eCTRy 00pa3oBaHMs
lirsCn ~~  H.H. Kucnosa

Pe3yn Ceernana FOpbeBHa

®OHJI OHIEHOYHbIX CPEJICTB
JUTSI IPOBEICHUS] TPOMEKYTOUHOM aTTECTAIIMH 10 TUCIUTUINHE
«/lenonpouns3BoaCTBOY

Hanpasnenue noarotoBku:
44.03.04 IpodeccuonanpHoe 0OyueHue (1o OTpaciisam)

Hanpasnennocts (npoduib): «IKOHOMUKA U YIIPABICHUE)

KBanudukanms BbITyCKHIKA

bakanasp
PaccmoTpeno Onobpeno
[Tpotokom Ne 10 ot 27.05.2025 . HauanpHuk Ynpasnenus
3acenaHus Kadeapsl yrpaBlIeHUs,, CEPBUCHBIX TEXHOJOTMH 00pa30BaTENbHBIX MPOrpaMM
¥ SKOHOMHUYECKOT0 00pa30BaHMs TT™

-~

i~/ H.A. JlomanuHa

Camapa 2025



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 HampapiaeHuro noaroroBku 44.03.04 IIpodeccuonanpHoe 00yueHUE (IO OTpacisiM). YTBEPXKIACH IMPUKA30M
MuHnucTepcTBa 00pazoBanusi U Hayku Poccuiickoin @enepauun ot 22 ¢eppans 2018 r. Ne 124, ocHoBHOM TpodeccroHambHOI
00pa3oBaTenbHOI NMporpaMMoil BeICIIero o0pa3oBaHus 10 HanpasieHuto noarotosku: 44.03.04 IpodeccuonansHoe o0ydyenue (1o
oTpaciisiM), HalpaBIeHHOCTh (TMPO(QHIL): «IKOHOMHKA M YIPABICHHE», C Y4eTOM TpeOOBaHHH MPOQECCHOHAIBLHOIO CTaHAapTa
«Ilemaror JAOMOJHUTEIBHOTO 00pa30BaHUs JIETEH W B3POCIBIX», YTBEPXKICHHBIN MpHKa3oM MHHUCTEPCTBA TPYAa U COLHATBHON
3amthel Poccuiickoit @eneparun ot 22 centsiops 2021 r. Ne 652H (3apeructpupoBaH MUHHCTEPCTBOM FOCTHIMU PocCCHiicKOi
Oegneparuu 17 nexabps 2021r., peructpanuoHsslit Ne 66403)

Henp @OC a5 MPOMEKYTOUHON aTTECTAIMH — YCTAHOBJICHUE YPOBHS CHOPMHUPOBAHHOCTH KOMITCTCHITUH

Kommnerennus Wuaukatop

IIK-3. CnocobHocts yuacTBOoBaTh B | IIK-3.1 3HaeT: 3aKOHOMEPHOCTU OCYLIECTBICHUS OpPIraHU3al[OHHO-YIIPaBIEHYECKOH
pa3paboTKe M peanns3alui IPOTpaMMBbl | JEATETbHOCTH B 00pa30BaTeNbHON OPTaHM3AlNM 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 pean3alyi 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-NIPABOBBIC aKThI, ACHCTBYIOIINE TOCYAapPCTBEHHBIC HOPMATHBHO-METOIMYCCKHE JTOKYMEHTHI,
perynupyonye B3auMOOTHOIIEHHUSI 00pa30BaTeIbHOTO YIPEKACHHS H KOHTPOIMPYIOMIMX OPraHoB, TPeOOBaHUS K OpraHU3allUH
JIeNONPOU3BO/ICTBA, MPaBIIa 0(OPMIICHHS, BSICHUS M XPAaHEHHS JOKYMCHTALIUH, CBSI3aHHON C BHEIPEHHEM TEXHOJOTUUECKHUX HIIH
OpTaHM3AIIMOHHBIX M3MEHEHHH, KaJjpaMi U UX JBIDKCHHEM; CTPYKTYPY CHCTEM JNOKYMEHTAIlMd B 00pa30BaTENbHOM YUPEKICHHU;
MpaBHJa COCTaBICHHS W OGOPMIICHHS YIPABICHYECKUX JTOKYMEHTOB (S3BIKOBBIC (OPMYJIbI OQPHIHATIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOU MYOJIMYHON peun; TpeOOBaHHUS K ITOMYIYEHHIO (TI0JTHOTa, CBOEBPEMEHHOCTbD, HE3aBHCUMOCTh, JOCTOBEPHOCTB),
nepepabOTKe W XpaHEHHUIO WH(OPMAIMH; OCHOBHBIE METOJBI, CIOCOOBI M CPEACTBA IOJNYYCHHs, XpaHEHHS W TMepepaboTKu
nH(OpMaINK; COBPEMEHHBIE METOIBI IepeBoja WHGOpPMAlMHd B YIPaBICHYECKHE IOKYMEHTBHL: COCTAaBICHHE paCIOPSDKEHHH,
MPUKA30B, HHCTPYKIMH U IPYTHX YIPaBICHISCKUX JOKYMEHTOB; TPeOOBaHMUS K PAIIMOHATBHOM OpraHH3aIlliK PadoOThI ¢ TOKyMEHTaMU
B 00pa30BaTEIbHOM YUPEKICHUH IIPU HCIONB30BAHUH B aliapare yIpaBlIeHUS OPraHHU3alMOHHOW U BBHIYHUCIMTEIHHOW TEXHUKH,
KaHaJbl JOBEACHUS HMH(OpPMAIMK IO COTPYAHUKOB; YHH(PHUIUpOBaHHBIC (HOpMBI 00paboTKH HH(pOpManuH; HHPOPMAIUOHHBIC
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: ocyniecTBIsITh ASUCTBHS MO CTPATETUIECKOMY, TPOSKTHOMY M OTIEPATUBHOMY YIIPABIICHHIO 00pa30BaTEeIbHOM
opraHm3anuei 1 00pa3oBaTeIbHBIM MIPOLIECCOM B HEH

PesynbraT 00yueHus:

Ymeer:

(hopMHpPOBaTh TMAKET JOKYMEHTOB, OTPAXKAIONIMX JEITENLHOCTh O00pa30BATENbHOTO YYPESKACHHS B COOTBETCTBHH C
HOPMATHBHBIMH TPEOOBaHMSIMH KOHTPOJMPYIOIIMX OpPraHOB W HOPMATHBHO-METOJMYECKUMH JOKyMEHTaMH; OOEeCIeUnTh
co0I0IeHNEe JOKYMEHTOB JEHCTBYIOLIEMY 3aKOHOJATENLCTBY; IPUMEHSS MPOrpaMMHOE oOeclieueHue, co3aTh yIpaBIeHUECKHUe
JOKYMEHTHI B TPAJAUIIMOHHBIX H aBTOMATU3UPOBAaHHBIX TEXHOJIOTHAX; HA OCHOBE MPOTPaMMHOT0 00eCIIeYeHH S KIIaCCU(PHITNPOBAT U
CHCTEeMAaTH3UPOBATh MOKYMEHTHI HA CTaIuM WX OOpabOTKM M XpaHEHHs; OPTraHU30BaTh JOKYMEHTOOOOPOT B 00pa30BaTEeIbHOM
YUPEKACHUH, UCTIONB3Ysi OCHOBHBIC oducHbie porpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; ocyiiecTBiasTh
ApXUBUPOBAHKE YIPABICHISCKUX JOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOrpaMM; MOATOTABIMBATh JOKYMEHTBI K XPaHEHHUIO,
HCTIOJNB3Ys OCHOBHBIE orcHbIe nmporpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucreMaTn3upoBath JOKYMEHTHI
0 BUJIaM YTIPABICHYECKOH ACSATEIBHOCTH B 00pa30BaTeIbHOM y4YPEKICHHN (OCHOBHAS JEATEIBHOCTh, paboTa 1o JIMYHOMY COCTaBY
U T.J.); UCTONB3YySd HHPOPMALMOHHBIE TEXHOJOTUH, NPOSKTHPOBATh OJaHKHM W YHHGUIHPOBAHHBIE (OPMBI JTOKYMEHTOB;
HCIONb30BaTh TEXHUYECKHE CPEJICTBA M JIOKAJbHBIE CETH B JOKYMEHTAI[MOHHOM O0ECMEYeHHH YYacTHUKOB OOPa30BaTEIHHOTO
mporecca; IPUMEHITh METOIbI ONTUMHU3AINH JOKYMEHTOIIOTOKOB B 00Pa30BaTeIbHOM YUPEKICHUH TIOCPEICTBOM HCIIOIH30BAHNUS
KOPIOPATHBHBIX HH()OPMAIMOHHBIX CHCTEM; OCYINECTBIATh KOHTPOJIb 33 pealn3alueil ynpaBIeHUYECKUX PEIIeHHH MOCPEACTBOM
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) KommeTeHIust (1) (us oron Bo):

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

ITK-3.1 3HaeT: 3aKOHOMEPHOCTH OCYIIECTBICHHS OPTaHH3aIMOHHO-YIPABICHUECKON NEATEILHOCTH B 00pa30BaTeIbHON
OpTraHHU3alMY U yIPaBICHHN 00pa30BaTeIbHBIM IIPOLECCOM

3HaerT:

HOpPMBI IIpaBa ¥ HOPMATHBHO-IIPABOBBIE aKTHI, NEHCTBYIOIMIME TOCYIapCTBEHHBIC HOPMAaTHBHO-METOMMYECKHE JOKYMEHTEL,
perynupyonye B3auMOOTHOLIEHUST 00pa30BaTeIbHOTO YUPEKACHNS U KOHTPOJHUPYIOIINX OPraHOB, TpeOOBaHHUS K OpraHU3aLUH
JIETOTIPOU3BOICTBA, IIPaBmiIa 0(OPMIICHHS, BEACHUS M XPaHEHHs JOKYMCHTAIUH, CBSI3aHHON C BHEJPCHUEM TEXHOJIOTHYESCKHUX TN
OPTaHM3AIMOHHBIX M3MEHEHHH, KaJpaMu U UX JBIDKCHHEM; CTPYKTYPY CHUCTEM JTOKYMEHTAlMH B 00pa30BaTEIbHOM YUPEKACHUH,
IpaBWila COCTaBICHUS ¥ O(GOPMICHHS YIPABICHYCCKHX JOKYMEHTOB (S3BIKOBBIE (OPMYNbl O(UIMATIBHBIX JOKYMEHTOB);
0COOEHHOCTH YCTHOW MyOJIMYHOM peud; TpeOOBaHUS K TOIYYEHHIO (ITOJHOTA, CBOCBPEMEHHOCTD, HE3aBUCUMOCTh, IOCTOBEPHOCTS),
nepepaboTKe M XPaHEHHI0 HWH(OPMaIUM; OCHOBHBIC METOJIBI, CIIOCOOBI M CpEACTBA IMOJNYYCHHS, XPAaHCHHS ¥ IepepabOTKH
nH(OpMaIK; COBPEMEHHBIE METOIBl IepeBoja MHGOpPMAIMK B YNPAaBICHYECKHE IOKYMEHTBHL: COCTAaBJICHHE PaCIOPSKEHHH,
HPHUKA30B, HHCTPYKIHI U APYTHX YIIPABICHICCKUX JOKYMCHTOB; TPEOOBAHHUS K PAllIOHAIBHON OpraHn3aniy paboThl C JOKyMEHTAMH
B 00pa3oBaTeIbHOM YUPEXKICHUH IIPU HCIONB30BAHUH B amIlapaTe yHIpaBlIeHUS OPraHU3alMOHHOW M BBHIYUCIHMTENBHON TEXHHKH,
KaHAJIBl JIOBEJCHUSA HWH(OpPManuu IO COTPYIHHKOB; yHH(MHIUPOBaHHEIE (GOPMBI 00pabOTKM HWH(pOpPMANNH; HHPOPMAIMOHHEIC
TEXHOJIOTHH, UCTIONb3yeMble IIpH cOope, 00padoTKe, XpaHEHHH U 3aliuTe HHOOPMAINY; KaHAJIBl U CETH DJIEKTPOHHON MOYTHI JJIS
JIOBeJICHHS! HH(OPMALUH JI0 IO JYHHCHHBIX.

Tun (dbopma) 3aaHus: TUCbMEHHAs paboTa.
TIpuMep THUMOBBIX 3a7aHN# (OLIEHOYHBIC MATEPHAIIBI):
Hanumure pa3BepHyThIi OTBET Ha BOIPOC:
OpraHuzanus ciryk0bl JOKYMEHTAIIMOHHOTO 00ecleyeH sl YIIpaBIeHHs Ha COBPEMEHHOM JTarle.
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 10KyMeHTa (IIOCTOSIHHBIC U IIEPEMEHHBIC PEKBU3HTBI, IPOJIOJIBLHOE U YIIIOBOE PACIIONIOKEHHE PEKBU3UTOB).
11. TpaBuna ohopMIleHHS YIIPaBICHUCCKHX (OpraHU3aIIMOHHO-PACTIOPSAAUTEILHBIX) TOKYMEHTOB
12. Obume TpedoBaHUS K COCTABICHUIO OPraHU3aUOHHBIX JOKYMEHTOB (3Tallbl MOJTOTOBKU U MOPSI0K 0)OPMIICHHS).
13. PacniopsiiutenbHble JOKYMEHTHL.  [1OpSIOK MOATOTOBKU PacOPSAUTENBHBIX JOKYMEHTOB.
14. Buapl ¥ MOPSIOK MOATOTOBKH HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
15. Bup! 1 mopsIoK NOATOTOBKH JOKYMEHTOB I10 JTHYHOMY COCTAaBY.
16. OnpeneneHne U XapakTepPUCTUKA PA3IMYHBIX BUIOB HOMEHKIATYPHI €.
17. TpeboBaHUsI K CHCTEMaTH3ALNH 3aT0JIOBKOB JIe]l B HOMEHKIIAType.
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 6amoB
IlepeuncneHsl Bce  COCTABIAIOIIUE 2 Ganna 1 6amn 0 6amoB
JNIEMEHTHl  (CTPYKTypa) THpenMmera
(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, nHGopMaTu3auuy 1 3amute nHGopmarum» 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. [Ipopomxure «Jlenonpon3BoacTBO» — 3TO..

Otser 1 Cucrema 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.

OtBer 1 JlokymMeHTHpOBaHHE

Ortsert 2 Cucrema A0OKyMEHTaUU

OtBet 3 JIOKyMEHTAITMOHHOE 00eCIIeUeHHE YIPaBICHUS

Ortset 4 JlokyMeHTHpOBaHHas UH(OPMaIUs

4. B xakoM (KaKiX) HOpPMAaTHBHOM akTe (akTaX) MOHATHE «J{OKyMeHT» OIpeereHo KaK «...3a(pHKCHPOBaHHAS HA MATEPHAILHOM
HocHTelle nH(pOpMaLysl, CO3laHHas], MOIy4YeHHAs! U COXpaHsAeMasl OpraHu3alyeil UM 4acTHBIM JIMIIOM B Ka4eCTBE J10Ka3aTeIbCTBA
HpH TOATBEPKICHUH IPABOBBIX 0043aTENILCTB HITH AEJIOBOH NEATEIbHOCTI?

Otser 1 T'OCT P MCO 15489-1-2007 «CUBU/I. Ynpasnenue nokymeHramu. O6muye Tpe6oBaHusD

Otget 2 ®expepanbueblii 3akoH 0T 20.02.1995 N 24-03 «O6 unpopmannu, 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. Ne 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 «CUBHU/I. Ynpasnenue noxymeHnramu. O61ue 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 ®enepanbhbiii 3akoH 0T 10 sHBaps 2002 1. Ne 1-D3 «O0 3nekTpoHHON 1IM(PPOBOH MOATHCHY

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 CO 15489-1-2007 «CUBHU/I. Ynpasnenue noxymenramu. O61ue Tpe6oBaHusD»

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 oT 10 sHBaps 2002 1. Ne 1-D3 «O06 3nekTpoHHON 1IHM(PPOBOH MOATHCHY

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, ONpPEeISIOINM U YCTaHABIMBAIOLIUM €JUHBIN MOPSIOK COCTaBIECHUs, 0OPMIICHUS TOKYMEHTOB U PA0OTHI C HUMU B
OpraHm3aum»?

Otset 1 MHCTpYyKIUs IO 1EJIOPOU3BOJICTBY

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. ITouemMy UHCTPYKLUS 10 AENONPOU3BOACTBY KOHKPETHOI OpraHU3aIuy BCera MHAUBUyaIbHA?

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 OPraHU3ALUIX [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. Korna perucTpupyroTcst OTIpaBisieMble U3 OpraHU3aliy UM BHYTPEHHHUE JOKYMEHTHI?

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 PETUCTPANH BXOAAIIETO JOKyMEHTa?

Oteer 1 115/09-17

OtBer2 3

Otser3  03-11/157

14. Kakas mocienoBaTelIbHOCTh PACIHOJIOKEHUSI HNOPAIKOBOIO HOMEpa M HOMepa Jeda 110 HOMEHKIAType Hel SBISETCS
0053aTeNbHOM I PErHCTPALUH UCXOIAIIETO (OTIIPABISIEMOTr0) I0KyMeHTa?

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 AJISI pEerHCTPalil BHYTPEHHETO JOKyMeHTa?

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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q)OHI[ 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 BBINOJHEHHBIX 3a0aHus — 4 Oasna
11 — 10 BepHO BHIMOJHEHHBIX 33JaHus — 3 Oasuia
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 KOHTPOJHMPYIOIIMX OPraHOB ¥ HOPMAaTUBHO-METOAMYECCKHMH JOKYMEHTAMH; O0O0CCIICUUTH
coOIoIeHNe JTOKYMEHTOB JEHCTBYIONIEMY 3aKOHOJATENBCTBY; NPUMEHSS NMporpaMMHOe obecliedeHne, co3laTh YIpaBiIeHUECKHe
JIOKYMEHTEHI B TPAJIUIIMOHHBIX ¥ aBTOMATH3UPOBAHHEIX TEXHOJIOTHIX; HA OCHOBE MPOrPaMMHOTO OOeciedeH s KIaCCU(PUIINPOBATE U
CHCTEeMAaTH3UPOBaTh JOKYMEHTHI Ha CTaJuM WX OOpabOTKM M XpaHEHHs; OPraHU30BaTh JOKYMEHTOOOOPOT B 00pa3oBaTEIbHOM
YUPEXIEHUU, UCIIOJIb3Yysl OCHOBHBIE oducHble nporpamMmsl: Microsoft Office Word, Microsoft Office Excel u ap.; ocymiecTBisaTh
apXHUBUPOBAHHE YIPABICHYSCKUX JOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX MPOTrPaMM; MOJATOTABIMBATH TOKYMEHTHI K XPaHEHHIO,
HCTIOJNB3Ys OCHOBHBIE orcHbIe porpammbl: Microsoft Office Word, Microsoft Office Excel u ap.; cucremMaTn3upoBarh JOKyMEHTHI
0 BUJIaM YTIPABJICHYECKOH JACATSIBHOCTH B 00Pa30BaTEILHOM yUPEKICHIH (OCHOBHAS JIEITEIBHOCTE, PabOTa 110 JINYHOMY COCTaBY
U T.JI.); WCHONB3YyS HHOOPMAIMOHHBIC TEXHOJOTUH, TMPOCKTUPOBATh OJNAHKM W YHUQUIMPOBaHHBIE (GOPMBI IOKYMEHTOB;
UCIIONB30BAaTh TEXHUYCCKUE CPEJCTBA W JIOKAIBHBIC CETH B JIOKYMEHTAILIMOHHOM OOECIECYCHHH YYaCTHHUKOB 00Opa30BaTEIBHOTO
nporecca; IPUMEHITh METOIBI ONITUMHU3AINH JTOKYMEHTOIIOTOKOB B 00Pa30BaTEIbHOM YUPEXKISHUH IIOCPEICTBOM HCIIOIH30BAHMUS
KOPIOPATHBHEIX MH()OPMAIMOHHBIX CHCTEM; OCYIIECTBIIITE KOHTPOJb 33 pealM3alliell yIpaBiIeHYSCKHX PELICHHIl MOCPeICTBOM
KOPIOPATHBHBIX HH(MOPMAIIMOHHBIX CTPYKTYP.

Tum (popma) 3agaHus: 3aaHUE 10 CUTYALIUAIM

TIpuMep TUMOBBIX 3aaHNH (OLIEHOYHBIE MaTEPHAIbI):

Ha npumepe kOHKpeTHOMH opraHu3anuu (Ha BEIOOpP) 0OOCHYHTE HEOOXOJUMOCTh COBEPIICHCTBOBAHUS IOKYMEHTOO0OOPOTa U
OIIGHUTE BO3MOXKHYIO 3 PEKTHBHOCTD MPEITI0KESHHBIX N3MEHEHHUH.

a) ISl AETCKOTO JOIIKOIBHOTO 00pa30BaTeNbHOTO YUPEXKICHHUS C OCYIIECTBICHHEM KOPPEKINU Pa3BUTHSI BOCIIUTAHHUKOB,

6) U1 4acTHOTrO 00Pa30BaTEIBHOIO YUPEIKACHHS;

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

T) Ul OpPraHoB 00pa30BaHuUs FOCYAAPCTBEHHOM MM MyHHIIUNIAIBHOM BIACTH.

Kputepuu orieHku: (BBIMOJHEHHE KAXKOTO KPUTEPHs OIICHUBaeTcs B 1-2 Oayuia B 3aBUCHMOCTH OT CTEIIEHH 0OOCHOBAHHOCTH
CYX/ICHUH).

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

IIpoananu3upoBaHa qesaTeIbHOCTE 00pPa30BaTENbHON OpraHU3aliy IIPH OPTaHU3AIMH PAOOTHI C JOKYMEHTAMH.
PackprIThl OCHOBHBIE ITpo0IeMbl B opranuzanuu JJOY.

PackpBITHI IEPCIIEKTHBEI COBEPIICHCTBOBAHUS JOKYMEHTOO0OPOTA.

JlaHa oLeHKa peabHOCTH MPEIT0KEHHBIX IIEPCIEKTUB.

Tun (hopma) 3a1aHus: 3aJaHUS [0 CHTYaIUSIM.

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

Ha marepuane n3BectHoit Bam 00pa3zoBaTenbpHON OpraHn3aluy MPOJEMOHCTPUPYHTE pean3aliio TEXHOJIOTHH OpraHu3aluu
JIENIONPOU3BOACTBA NP MPHEME Ha BAKaHTHYIO AOJDKHOCTb. OOOCHYHTE KOHKPETHBIE NEHCTBHS PYKOBOIMTEIS IO pealu3alluu
JIOKYMEHTAIMOHHOTO COIPOBOXKICHUS YIIPABICHYECKONH (QYHKIMU.

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

MakcumanbHOe KOIU4ecTBO 0anioB 14, MUHUMAJIbHOE, IPU KOTOPOM 3aCUUTHIBAETCA 3aaHue -7.

1. Ommcana cuTyanuss W3MEHEHHs JESATENBHOCTH 00pa30BaTeNbHOM OpraHHM3alliH, OTpakamomlas Heo0X0IuMOCTh
[IPUBJICYEHHS] HOBBIX COTPYIHHUKOB,;

CtopmynupoBaH nepedeHb TpeOoBaHuil K BAKAHTHOH TOJKHOCTH;

CocraBnieHa IMUYHOCTHAS crienuuKanus it 0T00opa HYXKHBIX COTPYAHUKOB;

BHeceHBI I3MEHEHNS B TUIIOBYIO TOJDKHOCTHYIO MHCTPYKIIUIO;

PaspaboTana ¢popma aHKEThl Ha BAKAHTHYIO JOJDKHOCTH M (hOpMa OLEHOYHOTO JIKCTA,
CocraBiieH npuKa3 u 0(h)OPMIICH TPYAOBOH JOTOBOP B TPAJAUIMOHHON M 3JIEKTPOHHOH (hopme,
OdopmiteHB! THMYHOE eNI0, TMYHAs KapTouKa U TPYA0Bas KHIDKKA.

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 33aHHH — XOPOILIO;
86%-100% BepHO BBINOJIHEHHBIX 33aHUI — OTIUYHO.

rPwONE

Nogrwd
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