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1 MACIIOPT ®OH/IA OLIEHOYHBIX CPE/ICTB I10 YYEBHOH
AUCHUIIVIMHE OI1.13 JOKYMEHTALIMOHHOE OBECIIEYEHUME YIIPABJIEHUA

1.1 O61mIM e MoJI0KEeHUA

OueHoyHble cpejcTBa pa3paboTaHbl B cooTBeTcTBUM ¢  DPI'OC CIIO mno
CrelaJibHOCTH
09.02.07 UudopMalnMoHHbIe CUCTEMBI U IPOrPaMMUPOBaHUE.

OueHo4HbIe CpeJiCTBA Npe/iHa3HAuY€eHbI [IJIs1 KOHTPOJISI U OLleHKH 00pa30BaTebHbIX
JIOCT2KEHUM ~ 00y4yalIlUXCs, OCBOMBIUMX  MNpOrpaMMy  y4e6HOW  JUMCUUIJIMHBI
«JloKyMeHTallMOHHOe obecreyeHre ypaBaeHUsI».

OueHo4yHblEe CpeJCTBA BKJIYAIOT KOHTPOJIbHblE MaTepuasbl [Jisl NpPOBeJeHHUs
IpOMEeXyTOYHOM aTTecTaluu B popMe dugdpdepeHyuposaHHozo 3auéma.

Obyyarowmunca Jo/nKeH BaajeTb cQOpMUPOBAHHBIMUA KOMIIETEHIIUAMU B
coorBeTcTBUHU ¢ PT'OC CIIO, yue6HBIM MJIaHOM:

OK 01. BeibupaTh crocobbl pelieHUs 3aAad NpodpecCUuOHaNbHON JesTeJbHOCTH
IPHUMEHUTEJIBHO K pa3/IMYHbIM KOHTEKCTaM;

OK 02. Mcnosib30BaTh COBpEMEHHbIE CPeJ/ICTBA TOMCKA, aHA/IM3a U UHTEpPIpEeTALUU
uHpopMauud U  HUHPOpMALMOHHbIe  TEXHOJOTHUM  JJisd  BBINOJHEHUs  3a/ad
npodecCroHaNbHOM JieATeJIbHOCTH;

OK 03. IlnaHupoBaTh M pealU30BbIBATb COOCTBEHHOe MpodeccCUOHalbHOE U
JIMYHOCTHOE pa3BUTHe, MpeANpUHUMATENbCKY0 [AeATeJbHOCTb B NpodeccCUOHaTbHON
cpepe, MUCIOJIb30BaTh 3HAaHUA N0 NMPABOBOW M (PUHAHCOBOM I'PaMOTHOCTH B Pa3IMYHbIX
YKU3HEHHBIX CUTyalUsX;

OK 05. OcyuecTBasaTh YCTHY®O W IHCbMEHHYH0 KOMMYHHUKALMIO Ha
rocylapcTBeHHOM A3blKe Poccuiickont Pesepanuu ¢ y4eToM 0COOEHHOCTEN COLUaIbBHOTO U
KyJIbTYPHOI'O KOHTEKCTa;

OK 09. lTosib3oBaTbcs NpodpeccCHOHaNIbHOM JOKYMeHTallMel Ha TOCy/lapCTBEHHOM U
MHOCTPAHHOM fI3bIKaX.

[IK 11.1 OcymecTBaATb c60p, 00pabOTKy M aHaau3 UHPopMaUUU [AJf

IpOEKTUPOBaHUSA 6a3 JaHHBIX.

1.2 Pe3yabTaTbl OCBOEHUS JAUCHUIUIMHBI, MOAJIeKallue IpoOBepKe.
PacnpesaenieHne oneHUBaHMS Pe3y/IbTAaTOB 00y4€eHMsI 10 BUJAAM KOHTPOJISA

PesyabTarsl 00yyeHust OcHOBHBIC IOKA3aTEJIH OLEHKH Buabl arrecranun
(ocBOEHHBIE YMEHMS, pe3yJabTaToB? Texywuti Ilpomesicymounas
yCBOEGHHBIE 3HAHMS)" KOHMPOIb ammecmayusi
VMeHUs

1 Komnaexcrvle yMenust u 3HaHUsi U3 NPOSPAMMbL YUeOHOU OUCYUNIUHDL.
2 Ykasvieatomcea duazHocmupyemsle MoKazamesu, o KOMopsIM MOXHO KOHCMamuposamse yceoeHue 3HaHuUl u ocgoeHue ymeHud .
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V1. ObopmasaTs
JOKYMEHTAIINIO B
COOTBETCTBHH C
HOpPMAaTUBHOU 0a30M,
B TOM YHCIIE C
HCIIOJIb30BAaHUEM
WH(}pOpMaITMOHHBIX
TEXHOJIOTAM

-ohopmiieHHE
paclops,AUTEIBHBIX U CIIPABOYHO-
WH(OPMAITMOHHBIX JOKYMEHTOB B
COOTBETCTBHH C MTPaBUIIAMH,
n3yoxkeHHeIMHu B 'OCTe P 7.0.97-
2016,

-BBIITOJIHEHUE OTIIPABKU
CO3/IaHHBIX OJTAHKOB Ha pabouee
MECTO TPEToaaBaTes
MOCPEACTBOM 3JIEKTPOHHOU
ITOYTHI.

-U3JI0JKEHUE PEKBU3HUTOB
OpPraHU3alMOHHBIX TOKYMEHTOB;
-XapaKTEepUCTUKA pazznenoB
VecraBa;

-o(opMIIEHUE PACTIOPSIUTETBHBIX
U CIPaBOYHO-UH(POPMAITHTOHHBIX
JTOKYMEHTOB, C HCITOJIb30BaHHEM
tekctoBoro peaakropa WORD.

- BBITIOJTHEHUE OTIPABKU
CO3JaHHBIX JOKYMCHTOB Ha
pabouee MeCTO Tpeno1aBaTess
MIOCPEJICTBOM 3JICKTPOHHOM MOYTHI

V2. OcBauBath
TEXHOJIOTHH
aBTOMATH3UPOBAHHON
00paboTKHN JOKyMEHTALUH

-BBIIIOJITHCHHUEC PECTUCTPALlUHU U
PacChUIKU JTOKYMEHTOB IO
CIHCKaM B
ABTOMATHU3UPOBAHHOM PCIKHUME,
-opranu3anus 3pGheKTUBHOTO
KOHTPOJIS 32 UCTIOIHEHUEM
JOKYMEHTOB B
aBTOMATH3HPOBAHHOM PEKHME;
-OCYIIIECTBJICHUE MTOMCKA
JOKYMEHTOB B
ABTOMATU3HUPOBAHHOM PCKUME,
-BBITIOJIHEHUE OTIIPABKU
CO3JIaHHBIX paHee JOKYMEHTOB Ha
pabouee MECTO MpernoIaBaTes
MOCPEJICTBOM CHUCTEMBI
HIIEKTPOHHOTO JIOKYMEHTO000pOTA.

V3. Ucnonp3oBarts
yHU(DULIIPOBaHHbIE (HOPMBI
JIOKYMEHTOB

odopmieHre yHUGUITUPOBAHHBIX
¢dopm mpukazoB Ne T-1 (o nmpueme
Ha paboty), Ne T-5 (o mepeBoze
paboTHHKA HA IPYTYIO paboTy),

Ne T-8 (o mpekparuenuu
TPYZOBOTO JOTOBOpA C
paboTtHuKOM). BeinmonHenue
OTIIPABKU CO3/IaHHBIX TJOKYMEHTOB
Ha pabouee MeCTo Ipeno aBaTess
MOCPEACTBOM 3JIEKTPOHHOM MOYTHI




Y4. OCylIecTBIATh
XpaHEHHUE U MOUCK
JIOKYMEHTOB

BBITIOJTHEHUE PETUCTPALINHT
BXOJISINECH, HCXOISAIICH 1
BHYTPEHHEN JOKYMEHTALIMU

-COCTaBJICHHE 3ar0JIOBKOB JIEJ JIJIs
CHCTEMaTU3allui JIOKyMEHTOB U
WH(OPMAIMOHHO-CITPABOYHON
paboThI O TOKyMEHTaM;

- OIIpeJIeIeHue CPOKOB XPaHEHUs
nein 1o Ilepednro THIIOBBIX
YIIPaBJICHYECKHUX TOKYMEHTOB

-ohopmiieHre 3aBEPUTEIILHOTO
JCTA JIeNa;
-oopmiieHHE OIUCEeH Jen

IIOCTOSAHHOTI'O n
CPOKOB XpaHCHWS;
-o)opMJICHUE aKTa O BBIJICIICHUU
ACJI K YHUUYTOXCHUIO,
-ohopmiteHrE 0OJIOKKH JIeIIa.

BPEMEHHOT' O

V5. Ucnonb3oBath
TEJICKOMMYHUKAIIMOHHbBIE
TEXHOJIOTUH B
3JEKTPOHHOM
JIOKYMEHTO000pOTE,
OTepUpPOBATh 3HAHUSIMH,
MOJTy4YEHHBIMU TIO
JIJIONPOU3BOJICTBY B
npodeccruoHambHOM
JeSITENIbHOCTH.

-BBIIIOJIHEHUE OTIIpaBKU
CO3JJaHHBIX PAaHEE TOKYMEHTOB Ha
pabouee MecTo mpernoaaBares
IIOCPEICTBOM BJIEKTPOHHOM ITOYTHI
" CHCTEMBI IEKTPOHHOTO
JIOKyMEHTOO0O0pOTA..

3HAHUA

31. Ilonsatue, nenu,
3a/1a4u ¥ TIPUHIUTIBI

H3noxxeHne MOHATHS, LIETIEH,
3a/a4 U PUHIHUIIOB

JACIOIMPOU3BOACTBA ACJIONPOU3BOACTBA
32. OcHOBHBIC HOHSATHS M3noxeHne OCHOBHBIX ITOHSATHH
JOKYMCHTALIMOHHOI' O AOKYMCHTAIMOHHOI' O

o0ecrieueHus yrpaBiaeHUs

o0ecreueHus: YIpaBJICHHS

33. Cucremsl
JIOKYMEHTAITMOHHOT O
obecrieueHus ypaBaCHHUs

Wznoxenune npaBui ohoOpMIIeHUS
CUCTEM NOKYMCHTAIIMOHHOI'O
obecrieyeHus yIpaBIeHHsI

34. Knaccuduxaruo
JIOKYMEHTOB

W3noxenune KinaccupuKanum
JOKYMEHTOB

35.TpeboBanust k
COCTaBIICHUIO H
0(hOpMIICHHIO IOKYMEHTOB;
HOPMAaTUBHBIC JIOKYMCHTHI,
perJIaMeHTHPYIOIINe
COCTaBJICHUE U
oopmienue
JIOKYMEHTAIHH, TIOPSTIOK
paboThI C HUMH;

Wznoxenune npaBui ohOpMIICHUS
JIOKYMEHTOB




36.0pra"uzanuio N3noxenne NoHATHUIA U TTpaBUII + +
JOKYMEHT0000poTa: npuema, 00paboTKH,

npuem, o0paboTKy, perucrpanmu, KOHTPOJI,

pErucCTpanuo, KOHTPOIb, XpaHEeHUs JOKYMEHTOB.

XpaHCHUEC NOKYMCHTOB, Wznoxenune TpeboBaHMi K + +
HOMEHKJIaTypy e, (dbopMUpOBaHUIo U 0POPMIIEHHUIO

HOPSIIOK MPOBEICHUS JIeTT 711 MX MOATOTOBKH K

AKCIEPTU3BI HEHHOCTH XPaHEHHUIO U BUJIOB

JTOKYMEHTOB M IIOJATOTOBKHM | HOMEHKJIATYPHI JeI

JIe]l K apXUBHOMY

XPaHEHHUIO.

2 CIIELIU®UKALIMA OLIEEHOYHBIX CPE/JCTB

[[JIH TEeKylero KOHTpPOoJid UCIIOJIb3YeTCA:

-onpoc o6yyarwuxcs (ycmHwlll, NUCbMEHHbIU, hPOHMAAbHBIU, UHOUBUAYANbHBIU);
-aKmueHasl paboma Ha y4ebHOM 3aHAMUU;

-camocmosime/ibHAsi n002omoska mamepuana (0okaadsl, coo0bujeHusl, npe3eHmayuu);
-8blNO/IHeHUe KOHMPOIbHbIX U NpaKMu4eckux pabom;

dopmMaMu NPOMEKYTOYHOUM aTTECTALUU SABIAITCA: dughhepeHyupo8aHHbIl 3auem.

3 MATEPHAJIBI JI/I1 IPOMEXKYTOYHOM ATTECTALIMHU 110 YYEBHOM
AUCHHUII/IMHE

[IpegMeTOM OLIEHKH SIBJISIFOTCS YMEHUS U 3HAHUSA. KOHTPOJIb U OLleHKa OCYLECTBJISIOTCS C
MCI0JIb30BAHUEM CJIeAYIOMUX GOPM U METO/[OB:

- nuddepeHIIMPOBAHHBIN 3a4eT, a TAKXKe OLeHKA 10 pe3ysbTaTaM TeKYIero KOHTPOJIsS
yCIleBaeMOCTH

KoHTpoabHasa pa6oTa

Bapuanm 1

Omeemubme Ha c/1edylowjue 60npocsl:

1. Yto npeacTtaBsieT COO0M pe30JII0LUS U IJle OHA NPOCTaBJSETCS?

2. Kakue BU/ibl JOKYMEHTOB OTHOCATCS K JOKYMeHTAlUU 110 IMYHOMY COCTaBy?
3. JlaiiTe moHSTHE TEPMUHY «JI0roBop». KakoBa 6a30Basi CTpyKTypa AoroBopa?

4. Kakue npaBuJia pacrosioKeHUs1 JOKYMEHTOB BHYTPH Jiesla HE06X0AUMO COOJII0/1aTh MIPU
dbopmupoBaHuM Aesa?

5. Haiidume owu6Ku 8 oghopmaeHuu npusedeHHo20 Huxce dokymeHma. /lo6agbme

Hedocmalwwue peK8U3UMbul, nOKaxcume, KaK npagu/1bHo on 00/14#ceH 0HopM1ImuvCs

dabpuka CyBEHUPOB

AKT



npuemMa-repeaadu e
OcHoBaHue: npukas Aupektopa pabpuku ot 00.00.0000 Ne6

CocTaBJieH KOMUCCUEN B COCTABE:

[Ipencenarens - Amutpuen K.C.

YsieHbl KOMUCCUM: OBIBLIMHM UHCIIEKTOp N0 KaApaM - KocTpukuH [1.P., BHOBb Ha3HauYeHHbIN
VHCIIeKTOp 1o KagpaM - UBanos I'.10.

[IprcyTcTBOBa/IM: HaYaJIbHUK KaHILeasspuu — OpJsios JI.T.

KoctpukuH II.P. cgas, a UBaHoB I'.10. npuHAa Aesa 1o JOoKHOCTH MHCIIEKTOPA 10 KaZpaM.
[Ipu npueme - caave fies1 yCTaHOBJIEHO:

1. Bce in4HbIe Aejia U KapTOTeKa pab0THUKOB GabpPUKU HAaXOAATCS B MOPS/Ke.

2. Jlenano 20__r. BkiouuTe/NbHO Nlepe/iaHbl B apXUB .....

[Ipunoxenue:
1. CnMCOK JIMYHBIX JleJ1 pab0TaIMX COTPYIHUKOB PabpUKH HA 2 JI. B 2 3K3.
2. Cnucok gen3a 20___ 1. Ha 2J1. B 2 3K3.

CocTaBJieH B 3 3K3eMILISpax:

1-bI# 9K3. — HHCIIEKTOPY M0 KaJpaM GpabpHUKH;
2-01 9K3. — OT/IeJly KaipOB 00'be/[UHEHUS;
3-UM 3K3. - B JleJio.

Bapuanm 2
Omeembme Ha caedyloujue 80NPocsvl:
1. Uto Takoe «6yiaHK JoKyMeHTa»? /i1 4ero opraHusalUud B CBOEUH [J1eATEJIbHOCTHU
WCNOJIb3YIOT 6J1aHKU? BUbl 6/1aHKOB.
2. Kakuve JOKyMeHTbI NpeAbABAAITCA IPU 0POpMJIeHUH Ha paboTy?
3. B kakux ciaydaax opopmaseTcss IPOTOKOJI Pa3HOTJIaCUH K I0TOBOPY MOCTaBKU?

4. Yto noHnMaeTcd noJ, HOMeHK1aTypou aen? [loscHuTe ee Ha3HaYeHHUe.

5. Haiidume owu6ku 6 oghopmieHuu npueedeHH020 HUx ce dOKyMeHma.
/Jlo6asbme

Hedocmaloujue peKeu3umsl, NOKaxXcume, Kak Npasu/1bHo OH 00./1)#CeH
ohopmasmubcs.

byxranrepus



JOKJIAJIHA A 3ATIMCKA

B cBsI3u c yBesiMyeHUeM 06'beMa BbINIOJIHAEMbIX pab0T M OCHALeHUeM OT/ieJ1a HOBOU
TEeXHUKOH MPOIly pacCMOTPeTb BONPOC O HAaNlpPaBJIEHUH IBYX COTPYAHUKOB OyXrajJTepyuu Ha
KypChl IIOBbILIEH U KBaJIUPUKALMH.

Bapuaum 3
Omeembme Ha caedyloujue 80NPocCsI:

1. Jliga d4Yero Heob6XOAHWMbl OpraHU3allMOHHbIe AOKyMeHTbI? [IpuBeguTe mNpUMepPhI
OpraHMU3alMOHHBIX JOKYMEHTOB.

2. KakoBbl 061111e TpaBUJia BeJIEHUS U Bbl1a4X TPYAOBbIX KHKEK?

3. [laiiTe onpeiesieHUe NOHATHUMN «HAPALY», KHAKJIaJHasA».

4. U3 KakKux 3/71eMeHTOB GOpPMHUPYeTCs COCTaB PErucTPalMOHHOTO HOMepa BXOASAIIMX U

UCXOASIINX JOKYMEHTOB?

5. Haiidume owu6ku 8 oghopmieHuu npueedeHH020 Huzce doKymeHma. /lo6agbme
Hedocmawwue peKkeusumsl, NoOKaxcume, KAk npasu/16HO OH 00/14CeH 0HOPMAAMbCA.

CTaHKOCTPOUTEJIbHBIU KOJLJIeK

[TIPUKA3

3a HapylieHHe Yy4eOHOU AUCHUIIMHBI (IPOMYCK 3aHATUHA 6e3 yBaXKUTeJbHbIX
NpUYKH) B fiekabpe 2021 roga

[TIPUKA3LIBAIO:

1.006BABUTb BbIFOBOP HMXKecaeAyoluM ctyaeHTaMm: rp. UCII-24 - [TetpoBy A. C. (56
yacoB); rp. B/I-21- UBaHoBo# E.H. (66 4yacoB).

2. KinaccHBIM pyKOBOAMTEJISAM TPYII JOBECTH HACTOALIMY IPUKA3 [10 CBeJleHUs BCeX
CTYyZ€HTOB.

Bapuanm 4
Omeembme Ha caedyoujue 80NPockl:

1. Jlna 4ero HeobOXOAMMBI pacnopsiiuTesbHble J0KyMeHTbl? [lpuBeauTe mnpuMepbl
pacnopsAAuTebHbIX JJOKYMEHTOB.



2. Kakue cBeZleHVSA BHOCATCA B TPYZOBYIO KHYXKKY?
3. B KakKuXx c/y4dasix ¥ KaK COCTaBJIAIOTCA KOMMepYeCcKre aKThl?

4. Kakvie peKBU3UThI BBIHOCATCS HAa 00J10KKY AeJia?

5. Haiidume owu6Ku 8 oghopmaeHuu npusedeHHO20 HUdHce dOKyMeHma.
Ao6asume Hedocmarwjue peKkeU3umsl, NOKax3cume, Kak npagu/ibHo OH
00./131CeH 0hopMAsIMbCA

AxkuunoHepHoe o6uiectBo «KoHTYyp» [llkosa Ne123

CITPABKA

OpJs10B Uropb HukosnaeBud paboTaeT fu3aliHepoM oT/esa pekaaMbl AO «kKoHTyp» ¢
oksaZioM 5400 (IATH ThICAY YEThIpECTa) pyOJIei.

Bapuanm 5

Omeemwbme Ha c/edylowjue 80npocwl:

1. Buem oTsinuusg ob1ero 6J1aHKa U 6J1aHKa C1yKebHOoro nucbma?

2. KakoB cocTaB A0KyMeHTOB, 0pOpMJisieMbIX NPU YBOJbHEHUU paboTHHKa? HazoBute
NPUYUHBI, IO KOTOPBIM MOXKET 6bITh MPeKpallleH TPy 0BOU JOTOBOP.

3. B Kkakux ciay4asix ¥ Kak 0QOpMIISIIOTCS TPETEH3UU NPpeANpUITUR?
4. YTo Takoe peructpaunusi J[JOKYMEHTOB M KaKHe perucTpalnuoHHble GOpMbl HAXOLAT

nprYMeHeHHe Ha npakTuKe? C KaKoH LieJIbl0 PerucTpUpyoTCcs JOKYMEeHTbI?

5. 0hopmume omeemHoe nucoMo. Haiidume owubKu 8 ohopmaeHuu
npueedeHH020 Huxce dokymeHnma. /Jo6asbme Hedocmawujue peKkeu3umsl, noKaxcume,
KaK npasu/isHO OH 00./1H4CeH 0HOPM.1S1MbCAL.

OTKpbITOE aKIIMOHEPHOE 06111eCTBO «Paiino» Texnnueckomy aupexrtopy 000
«Popmyia»

Y. llenTpanbHasg, 4. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6aHke
«Poccumicknm kpeguT»

K/c N2 89765689456534543212, BUK 456321908

23.04.2010

[lo Bauleit npocb6e HanpaBJ/isieM BaM MpPauc-JIMCThl HA LleHbl KOMILJIEKTOB TOPrOBOT0
060py/I0BaHMS, a TAKXKE HOBbIe peKJaMHble MPOCHEKThI. [IpU MoN0XKUTENIBbHOM pelleHuH
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BOIIpOCA O 3aKylKe TOProBOro 000pyZ0BaHHUA COOTBETCTBYIOIIME JOKYMEHTBI JOJKHbI
OBITh HallpaBJIeHbl HAYAJILHUKY OT/ies1a cobiTa UrHaToBy B. I1.

Bapuaum 6
Omeembme Ha ciedylowjue 80NpPocCwl:

1. Jlna dero Heo6XOAUMbI CHPAaBOYHO - HMHOpPMaLMOHHbIE JOKyMeHThI? [IpuBenuTe
IpHUMepPHI CIPAaBOYHO — MHPOPMAIIMOHHBIX JJOKYMEHTOB.

2. KakoBbl ocsie10BaTeNbHOCTb 0QOPMJIEHHUS U YCI0BUS NepeBo/ia pabOTHUKA Ha JPYTYI0
JOJDKHOCTB?

3. JlaliTe ompeJesieHHe IOHATHIO «UCKOBOe 3asBJeHHe». B Kakux ciydafx M Kak
COCTaBJIAIIOTCA UCKOBBIE 3a5IBJIEHUS.

4. KeM usu yeM onpezesiIl0TCAa CPOKH UCIIOJIHEHUS JJOKYMEHTOB?

5. Haiidume owu6Ku 8 oghopM/ieHUU npueedeHHO20 HuUd#ce dokKymeHma. /Jlo6agbme
Hedocmarwue peK8u3umsl, NOKaxcume, KaK Npagu/1bHO OH 0014CeH 0POPMAAMbCA.
[TPOTOKOJI

Ne12

3daCelaHUud KOMHUCCHH 110 JeJ1aM
HeCOBEpPIEHHOJETHUX

[Ipexnceparens - CmupHOB C.C.
Cexkperapb - AHTOHOBa M.H.
[IpucyrcrBoBanu: AHMcMMOB A.C, bapaHos B.II., 'ankuHa A. [ ...............

I[TIOBECTKA JIHA:
O nopsiake NoAroToBKU K KoH$epeHuuu. Jloksnas MBanona I1.H.

CJIVIIAJIN:
WBanHoBa .M. - TeKcT foKJIa/ia npuiaraeTca

BBICTYIIUJIN:
[Ietpos H.II. - 4 B cBOeM BBICTYI/IEHUM..,

[Ipencenaresnnb C.C.CMupHOB

BpemMs Ha BbiloJIHEHUE: 45 MUH.
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[lepeyeHb 06BEKTOB KOHTPOJIS

HaumenoBanue 00beKTOB
KOHTPOJIA U OLEHKH

OcHOBHBIE ITOKA3aTeJIH OLEHKH
pe3yjabTaTa

V1. OpopMasTh JOKYMEHTALUIO B
COOTBETCTBUH C HOpMaTHUBHOW 0a30ii, B TOM
qHcIe ¢ UCTOMb30BaHHEM MH(OPMALMOHHBIX
TEXHOJIOTUH

ohopmIieHue pacopsIUTENbHBIX U
CIIpaBOYHO-MH(OPMAIIMOHHBIX JIOKYMEHTOB B
COOTBETCTBUU C IPaBUJIAMU, U3JI0)KEHHBIMU B
I'OCTe P 7.0.97-2016

-BBINIOJIHEHUE OTIPABKU CO3/IaHHBIX OJIAHKOB
Ha pabouee MecTo IpenogaBaTess
IIOCPEICTBOM HJIEKTPOHHOM ITOYTHI.

3.2 OcHOBHBIE IOHSTHS JOKYMEHTAIIMOHHOTO |M3mokenne OCHOBHBIX HOHATHHI

obecrieueHus yrnpaBIeHUs JIOKYMEHTALMOHHOT' O obOecricueHus
YIIPaBJICHUS

33. Cuctembl JOKYMEHTA[MOHHOT O W3noxxenne mnpaBun oQOpPMIIEHHS CHUCTEM

obecrieueHus yrpaBICHH JIOKYMEHTALMOHHOT'O obecricueHuUs
YIIpaBJICHUS

35.TpeboBanus K COCTABICHUIO U
0(hOPMIICHHIO TOKYMEHTOB; HOPMaTHBHEIE
JOKYMEHTBI, perJIaMeHTUPYIOIINE
COCTaBJIeHHE U 0QOpMIIEHUE JOKYMEHTAIIH,
MOPSIIOK pabOTHI C HUMU;

Nznoxenune npaBuit opopMIICHHS JOKYMEHTOB

36.0pranu3zaiuio J0KyMEeHT0000poTa: MpUeM,
00paboTKy, peTUCTPAIIHIO, KOHTPOJIb,
XpaHeHue TOKYMEHTOB, HOMEHKJIATypy Jell;
TOPSIIOK MPOBEJICHUS IKCTIEPTU3BI IEHHOCTH
JIOKYMEHTOB U MOATOTOBKH JI€]T K apXUBHOMY
XPaHECHHUIO.

W3noxxenue mOHATUH U paBUJI MPUEMa,
00pabOTKH, pETUCTPAIIMH, KOHTPOJISI, XPaHCHUS
JOKYMEHTOB.

W3noxenue TpeboBaHuii K HOPMUPOBAHUIO U
ohopmIteHUIO eI AT UX MOATOTOBKH K
XPAaHEHUIO U BUJIOB HOMEHKJIATYPHI 1]

YHuBepca/ibHas LIKaJia OLeHKHA 00pa30BaTe/IbHbIX JOCTHKEHUH.

[TpoueHT pe3ynbTaTUBHOCTH

KauecTBennas OLICHKAa YPOBH: IMOATOTOBKU

(MpaBUIIBHBIX OTBETOB)

bamnn (otmeTka) BepOanbHbIii anamor
95 - 100% 5 OTnuyHO
94 — 75% 4 Xoporto
74 — 60% 3 Y 10BJIETBOPUTETHHO
MmeHee 60% 2 HeynosneTBoputesnbHO

BpeMsi Ha BbIllOJIHEHUE: 45 MUH.
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M ownh e

B w e

3 MATEPUAJIBI /11 TPOMEXKYTOYHOM ATTECTALIUM 10 YYEBHOM
JUCIUATIUHE

Bonpocs! 1 3agauus A judpepeHupoBaHHOro0 3a46Ta

Bapuanm 1.

[loHATHE JOKYMEHT.

JaiiTe k1accudpUKaL U0 JOKYMEHTOB.

Yto Takoe AokymMeHTO060poT? Kakue NOTOKM JOKYMEHTOB MOXXHO BbIZIEJIUTh B
JIOKyMeHT0000pOTe opraHusanuu’?

CocTaBbTe NPOEKT NpUKasza 00 OpraHU3alUU [JleXXypCTBa B Ipa3JHUYHbIE JHU B
PoxxpectBeHckre mnpasgHuku ¢ 31 pgekabpsas no 10 saHBaps. IlpeayoxuTb 3am.
aupektopa no AXY opraHusoBaTh Je€XYpPCTBO COTPYZAHHUKOB Ha BpeMs Mpa3/HUKOB
31.12.2003 pgo 17.00 npoBepuThb M omeyaTaTb BCe CJAyKeOHble MOMelleHHUs.
[IpencTtaBuTh Ha yTBepxkAeHUe rpaduk AexypcrBa Ao 31 gekabps. Hemocrarouiue
PEKBU3UTHI YKAKUTE CAMOCTOSITE/IbHO.

Bapuanm 2.

[ToHsATHE NONMMPYHKLIIMOHABHOCTD JJOKYMEHTA.

HazoBuTe 0ocCHOBHbIE PYHKIIMU JOKYMEHTA.

KakoB nops0K NpoxoxKAeH! A BXOAAILIMX JOKYMEHTOB?
CocTaBbTe CHpaBKy JJisl NMpPeACTaBJeHUs B OTZes COLUAJbHOW 3aLUThl HacCesJeHUs
MockoBckoro parioHa PsizaHCcKOM 06/1aCTH 0 TOATBEPKAEHUU TPY/0BOTO CTaXka iBaHOBa
Hukousas BacunbeBuya B nepuog ¢ 10.01.70r. no 20.10.80r. Ha npeanpusaTuu «[106yc»
r.Psa3anmu.
Hepocrarwue peKBU3UTHI YKAOXKUTE CAMOCTOATEJBHO.

Bapuanm 3.

[loHATHE cUCTeMa AOKyMeHTal MU,
HazoBuTe BUBI CUCTEM JJOKYMEHTALMH U IalTe UM XapaKTEePUCTHUKY.
B ueM 3aksit04yaeTcs npeABapUTebHAs 06paboTKa NOCTynarliel JOKyMeHTalunu?

Hanumure [JoKJaAHYI 3amuMcKy Ha wuMsa pykoBoauTensa AO «Bbimmena» o
KOMaHJMPOBaHUU B I.be/iropo/ crapiiero MH>eHepa MJ1aHOBO-3KOHOMUY€ECKOro OT/eJa
Jlo6posro6osa I1.B. ¢ 00.00.0000 cpokoMm Ha 5 AHel AJis BBICTYIJIEHUSA C A0KJIaJlOM Ha
ceMuHape «CoBepIIeHCTBOBAHHE CUCTEMbI 3aKJ/II0OUEHHUS IOTOBOPOB».

HeﬂOCTa}OLLII/Ie PEKBU3UTDBI YKA)KUTE CAMOCTOATEJIbHO.

1.
2.

3.

Bapuanm 4.

Yto npexacraBsisieT cO60U 61aHK JOKyMeHTa?

Buzrbl 6s1aHk0B. Kakue nocTosiHHbIE pEKBU3UThI MOTYT ObITh HAHECEHbI Ha KaXK/1blH BUJ
6/1aHKa?

KakoB nopsi1oKk NpoX0KAeHUST UCXOASUIUX JOKYMEHTOB?
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4. CocTaBbTe MPOTOKOJ 3aceAaHuss npodpcorsHoro komuteta AO «ToBapui» 0 BOMpPOCY
BbIJleJIEHUs] MaTepua/ibHOM moMolyd mnpenogaBaTenato BuktopoBy H.K. B cBsizu c
TSDKEJIBIM MaTepHa/IbHbIM MOJIOXKeHUeM. BricTynaBmui 4ieH npopkoma CoOOLUI, YTO
COTJIaCHO aKTy NPOBePKHU MaTepUaJbHOTO M0J10KeHUd NpenojasaTess Bukroposa H.K.
OH HYK/]JaeTCsl B MaTepHaIbHOM MOMOLU B pa3Mepe....pyoJ1en.

HepocTarue peKBU3UThI YKOBKUTE CAMOCTOSITEJILHO.

Bapuanm 5.

1. Yto noHuMaeTcsa noJ JOKyMeHTUpOBaHueM?

2. OcHOBHBIE CIOCOOBI JOKYMEHTUPOBAaHUS.

3. UTo Takoe peructpauus [JOKyYMEHTOB M KaKue perucTpanydoHHble GOpMbl HAXOAAT
NpUMeHeHHe Ha NpaKTuke?

4. CocTaBbTe aKT O IPOBepPKe COXPAaHHOCTH JJOKYMEHTOB Ha OCHOBe IIpHKa3a Aupekropa AO
«Mepkypui» ot 00.00.0000 Ne . B aKTe ykaXuTe, 4YTO MPOBEPKA COXPAHHOCTH
yIpaBJeH4YeCKUX JOKYMEHTOB NPOX0oAuja B nepuoj C ....1o...00.00.0000. nokyMeHTHbI
XPaHATCA B CTPYKTYPHBIX MOJpa3/esieHusx U obiieM otgese. PakToB rubenu. YTpaThl.
[lopyn WIM HE3aKOHHOTO YHUYTOXEHUS [JIOKYMEHTOB He yCTaHOBJieHO. B
3aKJIIDYMTEJbHOM 4YacTU PEKOMEHAYUTe BbIJEJUTb U 000pYyLOBaThb CHelUaJbHOE
NOMellleHue JJI apX1MBa KOMUATETA.

Hepnocrarwiye peKBU3UTHI YKOKUTE CAMOCTOATEJIbHO.

Bapuanm 6.

1. Yto npeacraBisieT co60¥ cTaHAapT?

2. UYto omnpepensieT GopMyJissp JLOKYMEHTA U 4eM OT/M4yaeTcss GopMyJissp JAOKYMeHTa OT
dopmynsipa — obpasua?

3. KeM niu yeM onpeziesifloTCA CPOKH UCIIOJHEHUSA JOKYMEHTOB?

4. CocTaBbTe MUCHbMO-0TKAa3 MPOU3BO/ACTBEHHOTO YIPaBJEHUS NMACCAKUPCKUX EPEBO30K
HoBocubupckoMy nNpoM3BOACTBEHHOMY KoonepaTUBy «BekTtop» mo Bompocy
obecrneyeHUs 3alaCHbIMM YaCcTAMU IapKa aBTOOYCOB. YKa)KUTe IPUUMHY OTKa3a.

Hepocrarouiye peKBU3UThI YKAXKUTE CAMOCTOSATENTBHO.

Bpems Ha BblloJIHEHUE: 45 MUH.

[lepeyeHb 06 bEKTOB KOHTPOJIS

HaumenoBanue 00beKTOB OcHoBHBIE OKA3aTEJH OLEHKH Pe3yJibTaTa
KOHTPO.JIl M OLeHKH
V1. OpopMisTh JOKYMEHTALUIO B o(hopMIIeHHE PaCTIOPSIIUTENbHBIX U CIIPaBOYHO-

COOTBETCTBUM C HOPMaTUBHOW 0a30il, |MHPOPMALIMOHHBIX JOKYMEHTOB
B TOM YHCJIE C UCIIOJIb30BAaHUEM
MH(OPMaIMOHHBIX TEXHOIOT Uil

3.2 OCHOBHEIE ITOHITHS N3n0keHre OCHOBHBIX TOHATHH JOKYMEHTAIMOHHOI'O
JOKYMEHTAIIHOHHOT'O 00eCTIeYeHuUs obecriedeHus yrpaBlieHUs
VIIDABJIECHUSA

14



33. Cucrembl JOKYMEHTAIlMOHHOT'O
obecrieyeHus yrpaBieHUs

Wznoxxenune npaBui ohOpMIICHHUS CUCTEM
JIOKYMEHTAIIMOHHOI 0 00ECTIeUeHUs yIIPaBICHUS

34. Knaccudukaiuio T0KyMEHTOB

Hznoxenne KJ'IaCCI/I(bI/IKaI_II/II/I JOKYMCHTOB

3.5 TpeboBaHus K COCTaBIECHUIO U
oopMIIEHHUIO TOKYMEHTOB;
HOPMAaTUBHBIC JIOKYMEHTHI,
perIaMeHTHPYIOIINE COCTABICHUE U
o(hopMIICHHE TOKYMEHTAIIUHU, TIOPSTOK
paboThI C HUMH;

Wznoxenue obnactu npuMmeHeHust u coaepxanus ['OCTa
P 7.097 - 2016, periamMeHTHPYIOIIETO MpaBWiIa II0
COCTaBJICHUIO U O(POPMIICHUIO JOKYMEHTOB

3.6 Opranuzanuio
JOKYMEHTO000pOTa: IPHUEM,
00paboTKy, peruCTpaIrio, KOHTPOIIb,
XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYPY JeIT; TIOPSIOK
MPOBCACHHUA SKCIICPTU3LI ICHHOCTH
JOKYMEHTOB U TIOJITOTOBKH JIeJ K
apXUBHOMY XPaHEHUIO.

W3noxeHne TOHATHM W TIpaBWJ TMpueMa, 00pabOTKH,
perucrpauuu, KOHTPOJIs, XpaHEHUS JOKYMEHTOB.

Wznoxenne  TpeGoBaHuih Kk  QopMupoBaHMIO U
0(hOpMIICHHUIO JIETT [JTSl MX TTOATOTOBKH K XpPaHEHHIO H BHJIOB
HOMEHKJIATyphl €T

IIKaJ/ia OueHKH OﬁpaBOBaTe.ﬂbHLIX AOCTH>KEeHU

[TpotieHT pe3yabTaTHBHOCTH (IIPaBHIbHBIX O1ieHKa ypOBHs MMOATOTOBKH
OTBETOB) Oain (oTMeTKa) BepOATBHBIN aHATIOT
95 - 100% 5 OTnnuHO
94 - 75% 4 Xoporo
74 — 60% 3 Y 10BJIETBOPUTEITHHO
meree 60% 2 HeynosiieTBopuTeIsHO
4 MNIEPEYEHb MATEPHUAJIOB, O6OPYJOBAHUA U UH®OPMALIMOHHbIX
UCTOYHHUKOB
Jlis  peasM3alMy  OpOrpaMMbl  y4eGHOM  AUCHUIVIMHBI  JOJDKHBI  ObITh

npeayCcMOTpEeHbI cjieAyrlire ClieqyuaJIbHbl€ IIOMEIEeHUA:

KabuHeT «3JKOHOMUKHU U MEeHEPKMEHTAa»,

OCHallleHHbIM 060pyA0BaHUEM:

- I0CaJO049HbI€ MeCTa I10 KOJINYE€CTBY 06y‘{a}0H_[I/IXCH;

- pa60qee MeCTO IIpenoaaBaTesid,

- KOMILJIEKT y4eO6HO-HarJAsa4HbIX TocoOOUM «/10Y ».

TexHuueckue cpescTBa 00y4eHU:
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-KOMIIbIOTEPbI C JINLIeH3UOHHBbIM IpOorpaMMHBIM obecneyeHueM,
MyJIbTUMEUANPOEKTOpP, IPHUHTEP, CKAHED.

3.2 UnpopmanmoHHOE 0GecriedyeHue 00ydYeHHU s

[ peanus3anuu OporpaMMbl Y4eOHOM JUCUUIJIMHBI OUOJIMOTEeYHbIH QOHJ
o6pa3oBaTe/JIbHOM OpraHM3allMd JOJDKEH MMeTb IedyaTHble M/WIU 3JIeKTPOHHbIE
obpasoBaTesibHble U UHGOPMALMOHHbIE PECYPChI, pEKOMEH/IyeMble [IJIsl UCII0JIb30BaHHUS B
ob6pa3oBaTesJbHOM Mpolecce. B KadyecTBe OCHOBHOUM JuTepaTypbl 06pas3oBaTesibHasi
OopraHu3alys UCI0Jb3yeT Y4eOHUKH, yieOHble T0COOUs], TPeZlyCMOTPEHHbIE B IPUMEPHON
OCHOBHOM o6pa3oBaTesibHOM nporpamMme (I100IT)

OcCHOBHbIE UCTOUYHUKU:

1 Bacako, M.U. [JlenonpousBoacTBo [[JloKyMeHTalMOHHOEe obecriedyeHHWe yrnpaBJieHUs |
[Tekct] :yue6nuk/ M.U. Bacakos, 0.W. 3ambilikoBa. - PoctoB H/ /] : ®enukc, 2017. - 375
c. - (CpenHee npodeccuoHasibHOE 0O0pa3oBaHue).

2 Kysnenos, H.H JlokyMeHTalMOHHOe obecrneyeHWe yIOpaBJeHUs [EPCOHAJIOM :
y4eOHUK U MNPaAKTUKyM /JJs cpefHero npodeccuoHaJbHOro o6pa3oBaHud /
U. H. Ky3nenoB. — Mockaa : HN3pgaTenbCcTBO Opair, 2019. — 521c.—
(ITpodeccruonanbHoe o6pas3oBaHue). — ISBN 978-5-534-04451-5. — Tekct
anekTpoHHbI# // ABC KOpaiT [caiiT]. — URL: https://urait.ru/bcode/444432

3 KysHenos, 4. H. JlokyMeHTalMOHHOe o6ecrieyeHre ynpaBJeHus. JJokyMeHTo060poT U
JleJIONPOMU3BO/ICTBO : YYEOHUK M NPAKTUKYM [Jis cpejHero mnpodeccuoHalbHOrO
o6pasoBanus / U. H. Ky3HenoB. — 3-e u3p,, nepepab. u fon. — Mocksa : U31aTesibcTBO
Opaitt, 2021. — 462 c. — (IlpodeccuoHanbHoe obpa3oBaHue). — ISBN 978-5-534-
04604-5. — Tekcr : oanektpoHHeln // 3BC Wpa#it [cadT]. —
URL: https://urait.ru/bcode/470020

4  JloponuHa, JI. A. /lokyMeHTallMOHHOe oObeclieyeHHe yIpaBJeHUs : Yy4YeOHUK U
NpPaKTUKYM JJ cpeAHero mnpodeccuoHalbHOro o6pa3oBaHus / JI. A. /lopoHUHa3,
B. C. UputukoBa. —  MockBa: MHspatenbctBo  Opaut, 2021.— 233 c.—
(ITlpodeccruonanbHoe o6pa3oBaHue). — ISBN 978-5-534-05783-6. — Tekcrt
anekTpoHHbI# // ABC KOpaiT [caiiT]. — URL: https://urait.ru/bcode/473802

JlonoJIHUTeIbHbIe UCTOYHUKHU:

1 06 wundbopManuy, HHPOPMALMOHHBIX TEXHOJIOTHSIX MU O 3aludTe HHPOpPMaALUHU
[9nexTpoHHBIN pecypc]: denep. 3akoH  or 27.07.2006 Ne 149-¢3, pen. ot
23.04.2018 Nel102-3 - pEXKUM JocTyna:
http://www.consultant.ru/document/cons_doc_law 61798

2 006 apxuBHOM gesie B Poccuiickoit @enepauuu [d1eKTpoHHBIN pecypc]: denep. 3akoH
or 22.10.2004 Ne 125-¢3, pen. Ot 28.12.2017n_ 435-b3- pexuMm [gocTyna:
http://www.consultant.ru/document/cons_doc_law_1406
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rOCT P 7.097 - 2016 YHuduiyMpoBaHHAs CUCTeMa OpraHU3aAIMOHHO-
pacnopsauTeNbHON JJoKyMeHTauuu. Tpe6oBaHUs K 0QOpMJIEHUIO JOKYMEeHTOB [TekcT].
Jle1onpou3BOACTBO U [JJOKYMEHTOOOOPOT Ha MpeAnpuaTtuu [TekcT]: XypH. /
yupeautesb 000 «busnec - ApceHan». - M.: busHec — Apcenas, 2014 - 2021.
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