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1. O01mme noj1o;keHus

KontponbHo-onienounsie cpencrea (KOC) npennasHadeHbl [jisi KOHTPOJISI M OICHKU
00pa30BaTEeNbHBIX JTOCTH)KEHUH OOYYaIONIMXCsl, OCBOMBIIMX IMPOrpaMMy Yy4eOHOW AMCUUIUINHBI
OI1.04 JloxymeHTanIMOHHOE 00ECIICUCHUE YIIPABICHUS

KOC BkI1104at0T KOHTPOJIbHBIE MAaTEPUAIIBI I IPOBEICHUS TEKYILEr0 KOHTPOJIS U
IPOMEXKYTOUHOM arTecTauu B popme nuddepennupoBannoro 3auéra. KOC pa3paboransl Ha
OCHOBaHUU MOJIOKEHUH:

porpaMMbl  MOJTOTOBKHM crenuanuctoB cpeanero 3BeHa 38.02.03 Omnepanmonnas
JEATEeILHOCTh B JIOTHCTHKE, mporpamMmbl ydeOHO#M muctumumabl OI1.04 JlokymMeHTalmoHHOE
oOecrnieueHue yrpaBIeHUs

Texymas W IpPOMEXYyTOYHAs aTTeCTallMsl MOXET MPOBOAUTHCA TPAJAULUOHHO IIPU

HEMOCPEJCTBEHHOM  B3aUMOJCWCTBUM IEJaroruyeckoro paboTHHKa U OOydamlierocs W
JUCTAHIIMOHHO B AJIEKTPOHHOU MH(OPMAIIMOHHO-00pa30BaTeNbHOM cpene, PyHKIHOHUPYIOIIeH Ha
6aze C/10 MOODLE, pa3MemienHoli Ha caiiTe AUCTAHIIMOHHOM MOJJEPKKH 00pa3oBaTEIHLHOTO
mpolecca TeXHUKyMa U B PealbHOM peXHME BPEMEHU C MPUMEHEHHEM OOJIayHbIX MiaTdopM Asis
MPOBEJICHUS OHJIAHH BUICO-KOH(MEPCHIMA, BHICO BEOMHAPOB, OOPA30BATEIBHBIX OHJIAWH-
CEPBHICOB.

2. Pe3yaibTaThl 0OCBOCHMS JUCHUILINHBI, OJJIEKALMeE IPOBEPKe

B mponecce u3yueHuss naHHOW JUCLUIUIMHBL (OPMHUPYIOTCS clenyrolue ofimue u
poQeCCHOHAIbHBIE KOMITETEHIIUHU

2.1. OnepaurOHHBIHN JOTUCT AOJKEH 001aJaTh OOIMMHI KOMIIETEHIIMSIMU, BKIIIOYAIOIUMH B
ce0s1 ClIOCOOHOCTB:

OK 2. Opranu3oBblBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOMpAaTh THUIIOBBIE METOJBI U
CIO0COOBI BHITMOIHEHUS TPO(PEeCcCHOHANIBHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTD U KAYECTBO.

OK 4. OcymecTBiusiTh MNOWCK U HCIOJb30BaHHE HHPOpPMAIMHM, HEOOXOTUMOM IS
3¢ (PEKTUBHOTO BBIMOTHEHUS! MPOPECCHOHATBHBIX 3a7a4, MPOPECCHOHATHHOTO M JIMYHOCTHOTO
pa3BUTHS.

OK 5. HcnonpzoBaTh  MHQOPMAIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTHH B
npodecCHOHATBHOM 1eATETbHOCTH.

2.2. OnepauMOHHBIA JIOTUCT JAOJDKEH 00s1afaTh Npo(eCCHOHAIbHBIMU KOMIIETEHIUSMU,
COOTBETCTBYIOIIIMMHU BHUJAM JI€ATEIbHOCTH:

2.2.1. IlnanupoBaHMe U OpraHU3alUs JOTMCTUYECKOrO Ipollecca B OpraHu3auusix (B
HOJPa3/IeNIEHUsX ) Pa3IMUHBIX cep IesTeTbHOCTH.

[1K 1.1. [Ipuaumats ydyactue B pa3paboTKe CTPaTErHYeCKUX U ONEePaTUBHBIX JIOITMCTUYECKUX
IUTAHOB Ha YPOBHE MOJpazjesieHus (y4acTKa) JIOTUCTHUECKOW CHUCTEMbI C y4eToM Iieneil M 3amay
opraHu3ainuu B 1eaoM. OpraHu3oBbIBaTh padbOTy IEMEHTOB JIOTUCTUYECKOW CUCTEMBI.

[IK 1.2. IlmanupoBaThb ¥ OPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKaX ydacTka
JIOTUCTHYECKON cucTteMbl. [IppuHUMAaTh, COPTUPOBATh U CAMOCTOSATEIHLHO COCTaBIATH TPEOYyEeMYIO
JOKYMEHTAIUIO.

[1K 1.3. OcymiecTBasTh BEIOOP MOCTaBIIMKOB, IEPEBO3YNKOB, ONPEAEIATH TUI TOCPEAHUKOB
Y KaHaJbl paclpeleleHUs.

I[IK 1.4. Bnamerp METOOMKOW IPOEKTUPOBAHUS, OpPraHM3alMd W AaHAIN3a Ha YpPOBHE
nozpaszesieHus (y4acTka) JJOTUCTUYECKON CHUCTEMBI YIPABJICHUS 3allacaMi M PaclpeaeIuTeNbHbBIX
KaHaJOB.

IIK 1.5. Bnagers ocHOBaMH ONEpPaTHMBHOIO IUIAHWPOBAHMS M OpPraHU3allid MaTepUaJIbHBIX
IIOTOKOB Ha IIPOU3BOJICTBE.

2.2.2. VupaBineHue JIOTUCTUYECKMMM IIpoLleCCaMM B  3aKylKaX, IPOU3BOJACTBE H
pacnpeneieHun.
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[IK 2.1. YuacTBoBaTh B pa3paboTke HHPPACTPYKTYpPHI IpoOIlecca OPraHu3aluu CHaAOXKEeHUS U
OpPraHU3allMOHHONW CTPYKTYpPbl YIpaBlIeHHUs CHAOXEHHEM Ha YpOBHE Iojpa3zeieHHs (ydacTka)
JIOTUCTUYECKON CUCTEMBI C YUETOM LI U 3a/1a4 OPraHU3alMH B LIEJIOM.

I[IK 2.2. IlpuMeHSTh METOAOJIOTHIO  MPOEKTUPOBAHUS  BHYTPUIPOU3BOJCTBEHHBIX
JIOTUCTUYECKHUX CUCTEM IIPU PEIICHUN IPAKTUYECKUX 3ajau.

I1IK 2.3. Mcnosib30BaTh pa3anyHble MOACIN U METObI YIIPABIICHUS 3allacaMH.

I[IK 2.4. OcymecTBiasTh YIOpaBJI€HUE 3aKa3aMH, 3alacaMy, TPAHCIOPTHPOBKOM,
CKJIaJUPOBaHUEM, IPy301epepabOTKON, yIaKOBKOH, CEPBUCOM.

2.2.3. OnTumu3zanusi pecypcoB OpraHu3anuu (IoJapa3fesieHui), CBsI3aHHbIX C yIpPaBICHUEM
MaTepHaIbHBIMU U HEMaTepPHAIbHBIMU IOTOKAMHU.

[1IK 3.1. Bnamets metromonorueii oneHkd 3G(HEeKTUBHOCTH (PYHKIIMOHUPOBAHUS DIIEMEHTOB
JOTMUCTUYECKOM CUCTEMBI.

[TIK 3.2. CocTaBusth mporpamMmy M OCYIIECTBJISATH MOHHTOPHHI IOKa3arejei paboThl Ha
YpOBHE TMojpa3zeieHus (ydyacTKa) JIOTHCTUYECKOHM CHCTEeMbl (IIOCTaBIIMKOB, IOCPEIHUKOB,
NepeBO34YUKOB U () (HEKTUBHOCTH pabOTHI CKIAJICKOTO XO3SCTBA M KAHAIOB PACIpeACTICHHUS).

I1K 3.3. PaccuuTbIBaTh U aHAJIU3UPOBATH JIOTUCTUYECKUE U3ICPIKKH.

I1IK 3.4. IlpuMeHsATh COBPEMEHHbBIE JIOTUCTUYECKUE KOHLIETILUU U MPUHLMIBI COKPAICHUS
JIOTUCTUYECKUX PACXOJIOB.

2.2.4. Ouenka 3(hGeKTHBHOCTH pabOThI JOTHCTHYECKUX CHCTEM M KOHTPOJIb JIOTHCTUYCCKUX
onepanui.

[1K 4.1. IIpoBOANTH KOHTPOJIb BBHIIIOJHEHUS U SKCIIEIUPOBAHNUS 3aKa30B.

IIK 4.2. OpranuszoBbiBaTb NpUEM U HPOBEPKY TOBApOB (TrapaHTHs IOJYyYEHHUs 3aKasa,
NpOBEpKAa KadecTBa, MOJATBEPKIEHHE MOJYYCHHs 3aKa3aHHOTO KOJHMYECTBa, oQopmieHHe Ha
HOJIy4EHUE U PETUCTPALIMIO ChIPbS); KOHTPOJIUPOBATh OILIATY MTOCTABOK.

1K 4.3. ITogOupate ¥ aHATU3UPOBATh OCHOBHBIC KPUTEPUH OLIEHKH PEHTAOEIIEHOCTH CUCTEM
CKJIaIUPOBaHMsI, TPAHCTIOPTUPOBKH.

I[IK 4.4. Onpenensitb KpUTEPUHU ONTUMAIBHOCTH (DYHKIMOHUPOBAHUS I0OApA3/IEICHUS
(yJacTka) JOrMCTHYECKOM CHCTEMBI C yUETOM LieJIeH U 3a7a4 OpraHu3alyy B IIEJIOM.

PesyabTarnsl 00y4eHus
(YMeHus 1 3HaHUS U3 IpOrpaMMBbl y4eOHOM TUCIUIUINHBIL)

YMmenus:

V1-ohopMasaTh JOKyMEHTAlMIO B COOTBETCTBUM C HOPMAaTHUBHOM 0a30if, HCHOIB3Ys
MH(OpPMallMOHHbIE TEXHOJOTUU

V2 - OCYHICCTBJIAATH ABTOMATU3AIHUIO O6pa6OTKI/I HOKYMCHTOB

V3- yauduimpoBath CUCTEMBI JOKYMEHTAIIUU

V4, OCYHICCTBJIATH XPAHCHUC U TTIOUCK JOKYMCHTOB

V5 - ucnoap30BaTh TCIICKOMMYHHUKAIIMOHHBIC TCXHOJIOTHH B 3JICKTPOHHOM JIOKyMCHTOO60p0TC;

I[y6- (bOpMI/IpOBaTB ApXUB JOKYMCHTOB KaK B 3JICKTPOHHOM BHUJC, TaK U HA 6YMa)KHBIX
HOCUTCIIAX.

3HaHuA:

I[31 - IOHATHUC, LCIIN, 3aJa4YW U ITPUHIHUIIBI ACJTIOITPOU3BOACTBA,

J132-0cHOBHbBIE NOHSATHS JOKYMEHTAIIMOHHOTO 00eCTieueHus yIpaBIeHHUs,

J133- cucremMbl JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs yIIpaBJICHUs

J34-knaccudukanuio J0KyMEHTOB;

J135. TpeboBaHus K COCTABIEHUIO U O(POPMIIEHHIO TOKYMEHTOB;

J136. opranuzamuio JOKyMEHTO000pOTa: IpreM, 00padOTKy, pErUCTPAINI0, KOHTPOJIb,
XpaHEHHEe JOKYMEHTOB, HOMEHKJIATYPY Jell.

J37- 31eKTpOHHBIN TOKYMEHTOOOOPOT: C KOHTPAareHTaMH, KOHTPOJIUPYIOIIUMHU

OpraHu3alusiMu, q)HHaHCOBI:IMI/I OpraHu3alvsIMU.




3. PacnipenesieHue olleHUBAHMS Pe3yJbTATOB 00yUeHHUS 10 BUJIAM KOHTPOJIS

Buanl arrecranuu
HanMeHoBaHMe dj1eMeHTa YMEHMH UJIU 3HAHUH Texywuu Hpomesrcymounas
KoHmpOTD ammecmayusi
V1-opopmaate  jmokymenTtammio B cootBerctBum ¢ | YO, T, BCP A3
HOpMAaTUBHOM  0a30ii, Hcnosnb3ys  HMH(OpPMAIMOHHBIE
TEXHOJIOTUHY;
V2-  OCYIIECTBIATH aBToMaTu3aunuio  obpaborku | YO, T, IIP A3
JIOKYMEHTOB,
V3-yHu(UIMPOBATH CUCTEMBI JOKYMEHTAIIUH; Yo, T1IpP A3
VY4-ocymecTBIsATh XpaHEHUE U TIOUCK JOKYMEHTOB; YO, IlP A3
V.5-UCTI0JIb30BATh TEICKOMMYHHUKAIIMOHHBIE Yo, IIP A3
TEXHOJIOTHHU B DJICKTPOHHOM JOKYMEHTOOOOPOTE;
JAY6- popmupoBaTh apXuB JOKYMEHTOB KaK B 3JIEKTPOHHOM YO, T, 1IP
BUJIC, TAK U HA OyMa)KHBIX HOCUTEIISIX.
31- mouATHE, HENH, 3a]]a4U U IPUHLIUIIBI YO, T, 3
JIEJIONPOU3BOJICTBA,; 1IP,BCP
32-0CHOBHBIE IMOHATHUSA JOKYMEHTALIHOHHOI'O YO, A3
obecrieueHus1 ynpaBJICHUs; L1P,BCP
3.3-CHCTEMBI JIOKYMEHTAIHOHHOTO 00ECTICUEHUSI YO, IIP,BCP A3
yYHIpaBJICHUS,
34-KJIaCCU(PUKAINIO TOKYMEHTOB; VO, T, A3
IIP,BCP
35-Tpe6oBanKs K COCTABIEHUIO U 0()OPMIIEHHIO YO, IIP,BCP A3
JIOKYMEHTOB,;
36 - opraHu3zanuio JOKyMEHTO000pOoTa, MpuéM, 00paboTKYy, YO, IIP,BCP I3
perucTparuo, KOHTPOJb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JEJT;
J37- 31eKTPOHHBII TOKYMEHTOOOOPOT: C KOHTpareHTaMu, YO, IIP,BCP A3
KOHTPOJHUPYIOIUMH OpraHu3alusIMu, (UHAHCOBBIMU
OpTaHU3aISIMH.
Buabl koHTpOJIS CoxkpaiieHHoe 0003HaYeHUE

VYeTHBIM onpoc YO

[TpakTuyeckas pabora ITP

Tect T

HuddepennmpoBannblii 3a4eT I3




Conepxanue
y4ueOHOro marepuaJja

1o nporpamme Y/l Vi V2 V3 V4 V5 31 32 33 34 35 1136
Pa3nea 1. Tema 1.1. HopmaTusHo- YO, T, YO, T, Yo, VOT, VO T, VO, T,
npapoBasi 0a3a OpraHu3aluu vo, T vo,T vo.T vo vo BCP BCP BCP BCP BCP BCP
JOKYMEHTAIHOHHOTO
o0ecrieyeHus ynpaBJeHusl.
Vo YO, YO, Yo, IIP, YO, T.1IP, | YO,IIP,BC YO,
f:jii‘]; ;CTT;;“a 1.2. loxyment i . T . T vo.T vo TIIP, | T.IIP.BCP |  BCP BCP P T,IIP
BCP ,BCP
Pa3nen 1.Tema 1.3. Cnoco0b1 n o Yo, Vo, YO, T.IIP, | YOIIP,BC | YO,IIP,BC | VO,T,
NMpaBUJIa CO3TAHUS U TP, T TP, T Yo, T vo TIIP, T,IIP,BCP BCP P P 1IP,
odopMIIeHHSI JOKYMEHTOB BCP BCP
Paznen 2.Tema 2.1 YOIIP, YO,IIP, YO.,I1P YO,IIP, YO IIP, YO,IIP,
Opranu3anuoHHO- BCP BCP ,BCP BCP BCP BCP
pacnopsINTeabHAS H 1P, YO TP, YO IIP, YO vO yo
CIPaBOYHO-MHPOPMALHOHHAS
JTOKYMEHTAIUS
Pa3nea 2. Tema 2.2. JloroBopHo- 1P, VO 1P, VO 1P, vo vo vo Yo, Yo, Yo, Yo, Yo, YO.IIP,
; , ; , IIP,BCP | IIP,BCP IIP,BCP IIP,BCP I1IP,BCP BCP
npaBoBasi JOKyMeHTaIUs
Pa3nen 3. Tema 3.1. [lopsinok Yo, YOIIP, Yo, Yo, Vo, Yo,
CHCTEeMATH3AIMU ¥ XPAaHEHHUSI 1P, ¥O 1P, ¥O TP, YO Yo yo IIP,BCP BCP 1IP,BCP IIP,BCP IIP,BCP | IIP,BCP
Pa3nen 3. Tema 3.2 Yo, Yo, Yo, YO,IIP, VO,IIP, YO,IIP,
vo, T 1IP,BCP | IIP,BCP 1IP,BCP BCP BCP BCP

Pabora ¢ koHpuIeHINAILHOI
AOKYMEHTHPOBAHHOM
uHdopmanuen

P, YO

P, YO

1P, YO

YO




5. PacnipenesieHre THIIOB M KOJIHYeCTBA KOHTPOJILHBIX 32JaHHU 110 3J1eMEeHTaM 3HAHMI U YMEHH i, KOHTPOJIHPYEMBbIX HA IIPOMEKYTOYHOM

aTTecTallMu.
Conep:xkanue
y4eOHOro MmarepuaJia
no nporpamme Y /| V1 V2 V3 V4 V5 | aye6 | 31 32 33 34 35 36 37
Pa3nen 1. Tema 1.1 HopmaTuBHo- 3 3 3 13 3 3 3 3 3 3 113 13 13

nmpaBoBast 0a3za Opranu3anmum
AOKYMECHTAIIUOHHOTI'0 oOecreueHus

ylpaBJieHUsl
Paszpnen 1. Tema 1.2 JIoKyMeHT H ero 3 3 3 3 13 3 13 13 13 13 3 3 3
CBOIiCTBA

Pazgean 1.Tema 1.3 Cnnoco0bl u npaBusia 3 3 3 13 3 3 13 13 13 13 3 3 3
co3nanus u 0opMIIeHHUsI TOKYMEHTOB

Pa3nen 2.Tema 2.1 Opranu3zanuoHHo- 13 13 13 13 3 I3 3 3 13 13 13 13 13

pacnopsiiuTeTbHAasi U CIIPABOYHO-
HHGpoOpMaNMOHHAS TOKYMEHTALUs

A3 A3 A3 A3 A3 A3 A3 A3 A3 A3 A3 A3 A3

Paznen 2.Tema 2.2 /IoroBOpHO-TIPABOBast

JAOKYyMEHTAIUsI
Pa3nen 3.Tema 3.1 [lopsiaok 13 13 13 13 13 I3 13 13 13 13 13 13 13
CHCTEMATH3AlUM U XPAHEHUsI IOKYMEHTOB

Paznen 3.Tema 3.2 PaGora ¢ 13 13 13 13 13 I3 13 13 13 13 13 13 13

KOH(PUICHIHAJIBHON TOKYMEHTHPOBAHHOMU
uHdopmanuen




6. Texkyumii KOHTPOJIb B popMe TeCTOBOI0 3aJaHUS

6.1. TecroBoe 3aganue Nel

o Pazeny 1. «OCHOBBI JIOKYMEHTHPOBAHMS YIPABJIEHYECKOH 1eATEILHOCTH» B BUJIC
TECTOBOI'O 3aJJaHUsl.

Ilposepsaemvuie pesynomamut odyuenun: Y1, ¥2,¥3, /1¥6; 31,32;34.

U3 npensnokeHHBIX 3aJJaHUi BHIOEPUTE OJMH BapUaHT OTBETA U YKaXKUTE €ro OyKBY.

Bapuantl

Yrto Takoe NOKyMeHT?

a) KakoM-1m00 MaTepuanbHbIi HOCUTENb ¢ MH(OpMaIiel, KoTopas o0s1afaeT oNpeeIeHHbIMU
PEKBU3UTAMUY;

0) OyMa)KHBIH JIUCT C HAHECEHHBIM HA HETO M€YaTHBIM TEKCTOM;

B) 00BEKT MaTepUaIHHOIO MHUPA, KOTOPBII COAEPKUT KaKyto-1100 HH(POpMAILINIO, HEOOXOIUMYIO AJIs
pabouero nporecca.

2. Undopmanusi, kKoTopasi UMeeT CTPYKTYPY M CO/IeP:KUTCS Ha HOCUTeIe — ITO:

a) JIeJI0NPOU3BOICTBO;

0) opUITHATBEHBIN IOKYMEHT;

B) IOKyMEHTHPOBaHHAas! HH(OpMAIHs

3 Kakoii 3 yka3aHHBIX JOKYMEHTOB NpuUoOpeTaeT NMpaBoBYI0 (YHKIHIO HA omnpeae éHHBIH
NPOMEKYTOK BPeMEeHH:

a) [Iporokoun 3acenaHus aTTeCTallMOHHON KOMHUCCUU;

0) 3akoH;

B) [Inarexxnoe mopydeHue.

4 Konusi 10OKyMeHTa — 3TO:

a) MOBTOPHBIN SK3EMILISAP MOUIMHHUKA;

0) PK3eMIUIAP, KOTOPBIH MOJIHOCTBIO HOBTOPAT CO/IEPKAaHUE MOITMHHUKA;

B) €ro0 3JIeKTpOHHAas GopMa.

5 O0s3aTe1bHBII 3JIeMeHT 0OpMJIeHHS IOKYMEHTA Ha3bIBACTCS

a) peKBU3UTOM;

0) bopmysipoMm;

B) 00pasIom.

6 Takoii peKBU3UT Kak 3M0JieMa OPraHu3alnm:

a)MOXET 3aMEHSTh PEKBU3UT HAUMEHOBAHUS OPTaHU3aluN

0) He MOKeT OBITh pa3MelleH Ha OJaHKe JOKYMEHTA, €ClIM Ha HeM yxe uMeetcs repd PD unu repo
o/IHOTO U3 cyOnhekTa PD

B) pa3MeIlaeTcs B HIOKHEM I0J1€ JOKYMEHTa.

7 Kakoii U3 yka3aHHbIX pEKBH3MTOB XapaKTepeH TOJIbKO /s 6/1aHKa CJIy:KeOHbIX nucem?

a) HanMeHoBaHue BUa JOKYMEHT

6) Kox ¢popmer nokymeHTa;

B) CripaBouHbIE JaHHBIE 00 OpraHU3allny;

8 Uro moHnMaercst oA MUrpanuen 3J1eKTPOHHBIX JOKYMEHTOB?

a)UX NEpPBUYHAs IPOBEPKA MPU NOCTYIUIEHUU B OPTaHU3ALMIO.

0) ux nepemelleHre ¢ OAHOIO HOCUTENS Ha IpYroi WM KOHBEpTAlUs B Ipyroi ¢popmar;

B) UX MepeMelIeHre U3 OAHON HH()OPMAIIMOHHON CUCTEMBI B IPYTYIO IIPU COXPaHEHUH UX
JIOCTOBEPHOCTH, LI€JIOCTHOCTH, ayTEHTUYHOCTH U MIPUTOJAHOCTH JUIsl TATbHEHUIIIETO UCTIOIb30BaHMUS;
9 Yro mogHMMAaETCS MO AYTEHTHYHOCTBIO 3JICKTPOHHOI0 I0OKYMeHTa?

a) rapaHTUsl COOTBETCTBUS 3JIEKTPOHHOT'O JTIOKYMEHTA 3asiBJICHHOMY;

0) OTCYTCTBHE MTPABOK B TEKCT IEKTPOHHOTO JOKYMEHTA I1OCIIE €r0 CO3/1aHus;

B) BO3MOXKHOCTb B JIFOOOH MOMEHT YCTaHOBUTh MECTOHAXOKACHUE IOKYyMEHTA U BOCIIPOU3BECTH €T0.
10 KoMniekc 0OCHOBHBIX I0JIOKEHHI, ONPeJeJSIIOIHUX U PerJIaMeHTHPYOIIHX OPraHu3aluio
JOKYMEHTALHOHHBIX IIPOLECCOB HA NMPEANPHUATHH — ITO

a) cucTema JJOKyMEHTAIu1



0) EI'CI
B) IOKYMEHTALIMOHHOE 00eCIeYeHHEe YIpaBIeCHUs

Bapuanr 2

1. Kakoii u3 nepeyucjieHHbIX JOKYMEHTOB He OTHOCUTCS K IPyIIe OpraHu3aiuoHHbIX?

a) CIIy’)keOHOE TTUCHMO;

0) yupeauTeabHbIN 10roBOp;

B) IUTATHOE PAaCIIMCaHUE

2. Yto Takoe J0KYMEHT?

a) KakoM-1m00 MaTepuanbHbIi HocUTeNb ¢ MH(OopMaliel, KoTopas o0s1afaeT onpeeIeHHbIMU
PEKBU3UTAMU;

0) OyMa)KHBIH JIUCT C HAHECEHHBIM HA HETO NE€YaTHBIM TEKCTOM;

B) 00BEKT MaTepHaIHLHOI0 MHUPa, KOTOPBIH COAEPIKUT KaKyt0-1100 HH(OpMAIHIO, HEOOXOAUMYIO IS
pabouero nporecca.

3. /1eJ1onpon3BOACTBO — ITO:

a) OpraHu3alus J0KyMEHTO000pOTa B yUPEKICHHUH.

0) COBOKYITHOCTh JOKYMEHTOB, OTPAKAIOIINX YIPABICHYECKYIO JACSITEIBHOCTD YUPEKICHUS.

B) COBOKYITHOCTb paboT 10 JOKYMEHTHPOBAHUIO JI€ATEILHOCTH YIPABJICHUS U 110 OpraHu3aluu
JOKYMEHTOB B YUPEKICHHUU.

4. EI'CJl — 3To0:

a) COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUHU C (POPMYIIIPOM JIOKYMEHTA.

0) KOMILJIEKC OCHOBHBIX IOJIOKEHUH, ONPEAEISIOIUX U PErJIaMeHTUPYIOIIHUX OPraHU3aLnio
JOKYMEHTAIIMOHHBIX TTPOLIECCOB HA MPEIIPUATHH.

B) COBOKYITHOCTb JIOKyMEHTOB, IIPUMEHSEMBIX B OIIPECIEHHON cepe nesITeIbHOCTH.

5. Eciiu Bam Heo0X01MMO0 YBeIOMUTH OTIIPABUTEJISI 0 MOJYy4eHHHU IOKYMEHTOB, BbI cocTaBuTe
a) UH(GOPMAIIMOHHOE MTUCHMO

0) IOTOBOPHOE MUCHMO

B) MUCBMO-TIOTBEPXKICHHE.

6. UTo 13 yKa3aHHOIO0 He MOKeT SIBJIATHCS MOJJIHHHUKOM JIOKyMeHTa?

a) KOIHsI JOKYMEHTa B 3JIEKTPOHHOM BH/IE;

0) nmepBbIi IK3EMILISP TOKYMEHTA;

B) €JMHCTBEHHBIN 3K3EMILISAP JOKYMEHTA.

7. Ha30BHTE HOPMATUBHBIN TI0KYMEHT, HA OCHOBAHUH KOTOPOro 0(hopMIISIIOTCS TOKYMEHTHI
OPJ1

a) MHCTPYKIHSA IO JIeTIOTPOU3BOICTBY

0) nonoxenue 06 apxuBHoM (onye PO

B) [OCT 6.3.-2003

8 Kakoii U3 yka3aHHBIX JOKYMEHTOB NNpHo0peTaeT NPaBOBYI0 (PYHKIMIO HA ONpeae/IeHHbIN
MPOMEKYTOK BPeMEHM:

a) [IpoTokoun 3acenanus aTTeCTallMOHHOW KOMHUCCHUY;

0) 3akoH;

B) [Inarexxnoe nmopydeHue.

9. PeKBM3UT — 3TO

a) o0s3aTeNbHbINA MPU3HAK HA JOKYMEHTE, YCTAaHOBJICHHBII 3aKOHOM

0) cucTeMa IOKyMEHTaIU!

B) ci1ykeOHoe 1oJe

10 CoBoxkynHoOCTH padoT 10 JOKYMEHTHPOBAHMIO AeAITEILHOCTH YIIPABJICHHUS U 110
OpPraHM3alMy IOKYMEHTOB B YUPe:KIeHUH — ITO

a) cucTemMa JIOKyMEHTAIH!

0) TOKYMEHTO000POT

B) JCJIONTPOU3BOICTBO.



Taﬁ.lmua IMPpaBUJIbHBIX OTBE€TOB.

BAPUAHT 1 BAPUAHT 2
1123|456 |7|8|9|10(1|2|3|4|5]6|7]S8 10
a|lB|la|06O|a|0|B|B|a|0O0O|a|la|B|O|B|al|Bs|a B

Hepeueub 00beKmoe KOHmMpOJisa U OUeHKU

I kana oyenku oopazoeamenbHbIX OOCHMUICEHU

IIpoLeHT pe3yapTaTUBHOCTH (IIpaBUIIbHBIX OueHKa ypoBHs MOJrOTOBKH
OTBETOB) Oau (OTMETKa) BepOaIbHBIM aHAJIOT
90+ 100 5 OTJIIMYHO
80 + 89 4 XOPOIIO
70 =79 3 VAOBIIETBOPUTEIIHEHO
meHee 70 2 HEYJIOBJIETBOPUTEIIBHO
BpeMmsi Ha MOATOTOBKY M BBINOJIHEHHE:
HOATOTOBKA 10 MHUH.;
BBITIOJIHEHHE qaca MUH.;
odopmiieHre U craya MUH.;
BCETO qaca MUH.
HanmenoBanne 00bEKTOB KOHTPOJIS U Omnenka

OcCHOBHBIC TTIOKa3aTeln OLICHKU pE3yJibTaTa

OLICHKU

VY 1-0hopMIaTh JIOKYMEHTAIINIO B | Opranu3oBbsIBaTH COOCTBEHHYIO Makc.14

COOTBETCTBHM C HOpPMATHBHOH Gasoii, | ACATC/PHOCTD, BEIOHpATH THTIOBbIE 2
METO/IbI U CITIOCOOBI BHITIOJTHEHUS

HCIIONB3Ys MH(GOPMAITHOHHBIC TEXHOJIOTHH,
npodeccroHaNbHBIX 33/1a4, OIIEHUBATh UX
3(PEKTUBHOCTD U KAYE€CTBO

VY2 - oCylIecTBIATh aBTOMATHU3ALIUIO Brnanenue  HaBbIKaMM  MCHOJIB30BaHUS 2

00pabOTKH JOKYMEHTOB; TOTOBBIX KOMIBIOTEPHBIX TPOrPAMM

VY3 - yauunupoBatb CUCTEMBI Opraauzanus YHUPUKAITUT u 2

JIOKYMEHTAITUH; cTraHfaptu3anuu. [loHMMaHWe CHCTEMBI
JIOKYMEHTAIUH, €€ MPU3HAKOB.

Y 6- hbopmupoBaTh apXuB TOKYMEHTOB Benenus 3IIEKTPOHHOTO apxuBa 2

KakK B JJEKTPOHHBIX  JOKyMEHTOB. Bianenue

3JIEKTPOHHOM BHJIE, TaK U Ha OyMa)KHBIX HaBBIKAMH  HCIIOJIb30BAHUS  TOTOBBIX

HOCHUTEJISIX. KOMITBIOTEPHBIX TPOTPamMm

31 - moHsTHE, UENH, 3a1a4d U TPUHIUIIBI Peructpanus JIOKYMEHTOB st 2

JIEJIOTIPOU3BO/ICTBA; OCYUIECTBJIEHUSI ~ KOHTPOJISI  Haa  HUX
WCTIOJTHEHUEM

32 -OCHOBHBIE MOHATHUS [lonumManue  omnpeneneHuii  OCHOBHBIX 2

JOKYMEHTAITMOHHOTO O0eCTIeYeHUS TEPMUHOB: JOKYMEHT, TOKYMEHTUPOBAHHUE,

YIPABIICHHUS; aBTOp JIOKYMEHTA, OpUITHATEHBIHA
JIOKYMEHT, JINYHBIN TOKYMEHT.

34 - xnaccuuKanuo T0KYMEHTOB; Hcnonb30Barh  TEIEKOMMYHHKAIIMOHHBIE 2
TEXHOJIOTUH B AJIIEKTPOHHOM

JTIOKYMEHTOO000pOTE




IpakTuueckoe 3aganue Nel
Tema: Opranu3zanus CUCTEMHOTO JIEKTPOHHOTO JOKYMEHTO000pOTA.
Heab:CriocobcTBOBaTE  (POPMUPOBAHUIO W PA3BUTHIO CAMOCTOSITEIBHOCTH TMPH  OGOPMIICHUH
yrpaBieH4YeCKON JoKkyMeHTauu. HayunTs 6€301mu0604HO MPOU3BOIUTE 3aMOJHATH JOKYMEHTHI.
Ilposepsaemvuie pesynomamul odyuenun: ¥Y4,¥5; 33,35,36, /137

Xoxa padoTbI:

1. O3HAaKOMUTBCS C TCOPETUICCKHUMH CBEICHUSIMHU.

2.CoCTaBUTH OTHYET.

3. OTBETUTH HA KOHTPOJIBHBIC BOIIPOCHI.
3amanmue:

1 U3yunth MeToAMUYECKHE yKa3aHUs U OJaHKU MPEICTaBICHHBIX JOKYMEHTOB.

2. 3anomHUTD OJIaHK 3JIEKTPOHHOTO TOKyMEHTa
3 OTBETHTH Ha KOHTPOJILHBIE BOITPOCHI
4 3amnucaTh BEIBOJ

KoHTpoJibHbIE BONIPOCHI:

1 Kakue cymecTByIOT CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000poTa?

2 YTo HYXHO JJIsl BHEJPEHUS JJIEKTPOHHOTO JOKYMEHTO000pOoTa?

3Kakne BO3MOKHOCTH MPEIOCTABISIET CUCTEMA JICKTPOHHOTO TOKYMEHTO000poTa?
4 HazoBuTe »Tarnbl 3IEKTPOHHOTO TOKYMEHTO000pOTA.

BriBoa:

Kpurepun onenkn:

Ounenka «5» - craBuTCS 3a pabOTy, BBIMOJHEHHYIO 0€3 OmMOOK M HEA0YETOB, JOJDKHBI OBITh
BBINIOJIHEHBI HE MeHee 85% 3aganuil.

Ouenka «4» - CTaBUTCS 3a padOTy, IPHU HATMYUHU B HEW He OoJiee 0JTHON Herpyooi omMOKU U OJTHOTO
HeJoueTa, He 0osiee Tpex HeaoueToB. JJoKHBI OBITh BBITOTHEHBI OT 67 10 84% 3amanuit

Ounenka «3» - cTaBUTCS, €CIM OOy4aroOUIUiics MpaBWIbHO BbINOMHMI He MeHee 50% Bceil paboTsl
WJIU JIOIYCTHII He OoJiee 0JHOM Tpy0oi omMOKHU U ABYX HE0UETOB, HE OoJiee OJHOU rpy0oil B OTHOM
HerpyOoii omuoOKu, He 0oJiee TpeX HErpyObIX OMIMOOK, OJJHON HETPYyOOl OMIMOKHU U TpeX HEIOUETOB,
P HAJIMYUU YETHIPEX-TISITH HEJOYETOB.

OuneHka «2» - CTaBUTCS, €CIIM YUCIO OMIMOOK M HEIOYETOB MPEBBICUIO HOPMY JJISL OIEHKU 3 WU
NpaBUIBHO BBINOTHEHO MeHee 50% Bceil paboThl.

Bpemsi Ha MOATOTOBKY M BHINOJIHEHHE:

nmoxroroBka 50 MUH.;

BBITOJIHCHHE qaca MUH.;

oopmienue u cnaua MUH.;

BCETO Jaca MUH.

HaumenoBanmne 00beKTOB KOHTPOJIS U OCHOBHBIE TIOKa3aTeNn OLIEHKH Onenku
OIICHKHU pe3yibTara

VY4 - ocymiecTBIsATh XpaHEHHE U TTIOUCK [TocTpoenust u CTPYKTypa CUCTEMBI Makc.14
JIOKYMEHTOB; AJIEKTPOHHOTO JIOKYMEHT0000pOoTa 2
VY5 - ucnonp3oBaTh Opranu3oBbIBaTh  JOKYMEHTOOOOPOT B 2
TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTUHU B paMKax y4acTKa JOTHCTHYECKON CUCTEMBI.
DIIEKTPOHHOM JOKYMEHTOOOOPOTE;
V3 - yauunupoBatb CHCTEMBI Opranuzanus yHUDUKAITIT u 2
JIOKYMEHTAIUH; cTamapTu3aiuu. [loHUMaHWe CHCTEMBI




JOKYMCHTAaIIUH, €€ IIPU3HAKOB.

33 -cucteMbl JOKYMEHTALHOHHOIO OnpeneneHuii  OCHOBHBIX ~ TEPMHUHOB: 2

o0ecrieYeHUs yIpaBIICHHS, JOKYMEHT, JIOKyMEHTHpPOBAaHUE, aBTOP
JOKYMEHTA, JINYHBIA JOKYMEHT

35 - TpeGoBaHUs K COCTABJICHUIO U OO6pabaTbIiBaTh TEKCTOBYIO U TAOIUYHYIO 2

0(popMIICHHIO TOKYMEHTOB; nHPOPMAIINIO; HCHOJIB30BATH  JEIOBYIO

rpaduky U MyJIbTUMEAHA-UH(DOPMALINIO;
CO3/1aBaTh MPE3EHTALIUN

36 - opraHu3anuio J0KyMeHT0000poTa, Bnanenne HaBbIKaMH ~ HCHOJIB30BAHHUSA 2
npuém, 06paboTKy, perucTpaIuio, TOTOBBIX KOMIIBIOTEPHBIX ITPOrpaMM
KOHTPOJIb, XpaHEHHE TOKYMEHTOB,
HOMEHKJIATYpY JI€T;

37 - 2neKTpOHHBIN JOKYMEHTOO00POT: ¢ O6paboTKH BXOAAIIMX U 2
KOHTPAareHTaM#, KOHTPOJHPYIOIIUMU HCXOJISTIAX JIOKYMEHTOB,
opranuzanusMu, GUHAHCOBBIMU CHCTEMAaTH3aIlUU MX, COCTABICHUU
OpTraHU3aIUSIMHU. HOMCHKJIATYPBl Jein W (hopMHupOBaHUS

JAOKYMCHTOB B JI€JId

6.2. KommuiekT 3aganuii 1Jisl MPOMeKYTOYHOM aTTecTaluu
JuddepenuupoBanHblii 324éT 6 hopme 6uremos no oucyuniune OI1.04 JlokyMmeHTaMOHHOE

o0ecrneyeHue ynpaBJeHHs:

Pa3nes 1. OcHOBBI JOKYMEHTHPOBAHUS YIPABJICHYECKOM e TeJIbHOCTH
Pa3nes 2. Opranusanusi CHCTEMBbI JOKYMEHTAllHOHHOI0 00ecre4yeHun
Pazneny 3. CucremaTusanusi M XxpaHeHue J0OKYMEHTOB

IIposepsiemblie pesyabtarsl 00yuenusi: OK2,0K4; I1K2.1-11K2.4 11K4.1 11K4.4
Komnnexm ounemos ona oughgpepenyuposannoco 3auéma (25 6unema no 3 eonpoca).

BUWJIET Nel.
1 JlokyMeHTallMOHHOE 0OecrieueHue yIpaBiIeHus.
2. JIOKyMEHTHPOBAHHE TPYIOBBIX TPABOOTHOIICHHA.
3. OCHOBHBI€ ATaIbl U UCTOPUYECKHE aCTIEKThI Pa3BUTHS JI€IONPOU3BO/ICTBA.

BUJIET Ne 2.
1 KoMmproTepHbIE€ TEXHOJIOTMH TOATOTOBKH JOKYMEHTOB.
2 OCHOBHBIE CBOICTBA IOKYMEHTOB U UX (DYHKLIMU B CUCTEME YIPABICHHUSI.
3 Knaccugukanus 10KyMeHTOB.
BUWJIET Ne 3
1 O6uas xapakTepucTHKa OpraHU3allMOHHBIX TEXHUUYECKUX CPEJICTB B J€IONPOU3BOICTBE.
2 Knaccugukanus ciyxeOHbIX MHCEM.
3 3agaum, pemaemMble TOKyMEHTAIIMOHHBIM 00ecrieueHeM yIpaBJIeHusl.

BUJIET Ned
1 OyHKIMY TOKYMEHTAIIMOHHOTO 00€CTIeueHUs YIIpaBICHUSI.
2 HopMaTuBHbBIE JOKYMEHTHI 110 AEIOMPOU3BOACTBY.
3 OOpaboTka aen AJIs MOCISAYIOMIETO XPaHEHHU .




BUJIET NeS
1 ®opmynsap-obpaszer] opraHu3alMOHHO-PacIoOPAIUTEIBHOIO J0KyMeHTa. Ero conepkanue.
2 O0muue cBeJCHUS O PEKBU3UTAX.
3 OCHOBHBIE pa3/iesibl KOHTPAKTA.
BUJIET Ne6
1 O6uas xapakTepucTUKa OpraHu3allMOHHbBIX JOKYMEHTOB
2 OdopmiteHne 10roBopa TPAHCIIOPTHOM IKCIICTUIUH.
3 Knaccudukarmus JOKyMEHTOB.
BUJIET Ne7
1 Buzasl nepenucok 1 crnocoObl € nepeiavu.
2 OO01as xapaKTepUCTHKA pacOPsAIUTENIbHBIX JOKYMEHTOB.
3 Opranuzanus J0KyMEHTO000poTa IprueM, 00paboTKy, perucTpaliio, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB.
BUJIET Ne8
1 Knaccugukanus ciaykeOHbIX TUCEM.
2 IlopsaoK BeieHNsI HOMEHKIIATyphl AeI.
3 XapakrepucTrka KOH(OUACHIHAIEHOW HHPOPMALIUH.

BUJIET Ne9
1 HopMaTuBHO-TIPaBOBBIC aKThI, PErJIAMEHTUPYIOIINE padOTy C TOKYMEHTHPOBAHHOM
KOH(UICHIIMATHLHOU NH(OpMaIHeH.
2 Tlopsiok BbIJAYU M U3BATHS TOKYMEHTOB | JIeJT B ClTy4ae HEOOXOMMOCTH.
3 HopmartuBHBIE TOKYMEHTBI IO JICIIONIPOU3BOICTBY.

BHUJIET Nel0
1 OGecnieueHue COXpaHHOCTH JOKYMEHTOB, MEPEIaHHbBIX B aPXUB.
2 Bujpl mepenucok u crocoObl e€ nmepenayu.
3 [IpoGneMbl mpUMEHEHUs NIEKTPOHHOM TOKYMEHTAIINH.

BUJIET Nell
1 [Ipu3Haku kiaccupuKaluy JOKYMEHTOB.
2 Bunbl nmepenucku u cnocoObl e€ mepenadn
3 Knaccugukanus JOKyMEHTOB

BUJIET Nel2
1 O6uue cBefieHNsI O PEKBU3UTAX.
2 OCHOBHBIE CBOICTBA IOKYMEHTOB U UX (DYHKLIMU B CUCTEME YIPABICHHUS.
3 TpancniopTHbIe JoroBopsl. X conepxanue.
BUWJIET Nel3
1 ®opMmyiisip 10roBOpa CTpaxoBaHUS.
2 Opranu3anus JOKyMEHT0000poTa puéM, 00pabOTKY, PETUCTPAIIHIO, KOHTPOJIb, XPAHCHUE
JIOKYMEHTOB.
3 [opsaok BEIIAYX ¥ U3BATHS TJOKYMEHTOB U JIEN B CIIy4ae HEOOXOTUMOCTH.

BUJIET Nel4
1 Kputepuu onpenieneHust 3Ha4MMOCTH IOKyMEHTOB.
2 Knaccugukanus ciyeOHbIX MHCEM.
3 HopmaTuBHO-TIpaBOBbIE aKThl, PETJIAMEHTUPYIOLIHE PadOTy € TOKYMEHTUPOBAaHHOMN
KOH(pHUACHIIMATbHON HH(pOpMaIHeH.

Buaer Ne 15
1 HOPHHOK BbIJA4YU U U3BATHUA IIOKyMeHTOB " ICJI B cnyqae HGO6XOI[I/IMOCTI/I.



2 Y4ér u XpaHeHue Jien ¢ KOH(DUIEHITUATBHBIMU TOKYMEHTaMHU.
3 [IpoGieMbl IpUMEHEHUS FICKTPOHHON JOKYMEHTAIUH.

Buier Nel6
1 Odopmiienue 10roBopa TPaHCIOPTHOMN IKCIICTUIUH.
2 OGecnieyeHre COXPAHHOCTH IOKYMEHTOB, MIEpEJaHHbIX B APXUB.
3 O6paboTka Jien JIsl MOCIISYIOIIEero XPaHeHHSI.

buaer Ne 17
1 ®opMyiisp 10roBopa CTpaxoBaHUS.
2 Y4€r u XpaHeHue Jie7 ¢ KOH(PUIEHITMATBHBIMU JIOKYMEHTAMHU.
3 [ops1ok BeACHHS SJICKTPOHHOTO apXHUBa JIEKTPOHHBIX JIOKYMEHTOB.

Buier Ne 18
1 Tlopsimox BeneHUs] HOMEHKIIATYPHI JEL.
2 Kputepuu onpesieneHns: 3Ha4MMOCTH IOKyMEHTOB.
3 Opranuzanus J0KyMEeHT0000poTa mpuéM, 00paboTKy, pErUCTPAINI0, KOHTPOJIb, XPAaHEHUE
JIOKYMEHTOB.

buierNel9
1 Xapakrepuctika KoOH(pUICHINATBHON HH(POPMAIIHH.
2 [lopsaoK BbIIa4YX U U3BATUS JOKYMEHTOB U /1] B ClIy4ae HEOOXOIUMOCTH.
3 HopMaTuBHbIE TOKYMEHTSHI 110 ACIONPOU3BOICTBY.

buaerNe 20
1 [Ipu3Haku knaccupuKaluu JOKYMEHTOB.
2 Bujpl nepenucku U crocoObl e€ nepenaun
3 Knaccugukanus 10KyMEHTOB

buaerNe 21

1 KoMIproTepHbIE TEXHOIOTMH TOATOTOBKH JOKYMEHTOB.
2 Tlopsinok paOoTHI IepcoHaia ¢ KOHPUACHIUATbHBIMU TOKYMEHTAMH.
3 3HaueHue ¥ BUIbI HOMEHKJIATYPBI A€Il.

Buaer Ne 22
1 OdopmiieHne akToB 10 NPUEMKE MPOTYKIUH (TOBAPOB) IO KOJIUYECTBY U KaYECTBY.
2 [Ipo6nembl MPUMEHEHUS JIEKTPOHHOHN TOKYMEHTALIUH.
3 ®opmysip AOTOBOpa CTPAXOBAHMSL.

Buuer Ne 23
1 Kpurepun onpeneneHnns 3Ha4MMOCTU JOKYMEHTOB.
2 Knaccugukanus ciyeOHbIX MHCEM.
3 OOw1ast XapaKTEepUCTHKA PacTIOPSIUTEIbHBIX JOKYMEHTOB.

buner Ne 24
1 Buzsl nepenucku u crmocoOsl e€ mepenadn
2 Topsiiok BbIIaYM U U3BATUS JOKYMEHTOB H JIEN B CIy4ae HEOOXOAUMOCTH.
3 TpancnopTHbIE 1OTOBOpPHEI. X coaepkaHue.
buner Ne 24
1 Knaccudukarus JOKyMEHTOB.
2 OdopmiieHre 10roBopa TPAHCIIOPTHOM IKCTICTUIUH.
3 Knmaccudukarnus cirykeOHBIX TTUCEM.



6.2. BpeMs1 Ha IOATOTOBKY U BbINOJIHEHHUE:

noaroroBka 30 muH.;
BBIIIOJJHEHUE  4Yaca _ MHUH.;
oopmieHue u caaua MHH.;
BCETO qaca MUH.

6.3. IlepeyeHb 00bEKTOB KOHTPOJISI M OLIEHKH

Kputepuu BbicTaBieHus AudepeHnpoBaHHOTO 3a4eTa.

OneHka «5»: CBOEBPEMEHHO CIaHbl OTYETHI O BBIMIOJIHEHUH BCEX MPAKTUYECKUX, CAMOCTOSATEIbHBIX
paboT, cpeaHuii 0as Mo pe3yiabTaTaM BBIIOJHEHUS MPAKTHUYECKUX PabOT «5», MPaBWIBHO JaH OTBET
Ha BOIPOC.

Onenka «4y»: CBOEBPEMEHHO CIIaHBl OTYETHI O BHIIIOJHEHUH BCEX MPAKTUYECKHX, CAMOCTOSITEIbHBIX
paboT, cpeaHmii OayT IO pe3yabTaTaM BBITIOJHEHUS MPAKTHUECKUX padoT «4», BO BpeMs OTBETa Ha
BONPOC OBLIM JOMYIIEHbI HECYIIECTBEHHBIC OLIMOKH, HE MPOTHBOPEYAIINE OCHOBHBIM MOHSITHIM
JUCITUTUTAHEI.

Onenka «3»: CBOEBPEMEHHO CIIaHbl OTYETHI O BBIMOJHEHUH BCEX MPAKTHUYECKUX, CAMOCTOATEIbHBIX
pabor, cpemnuii Oami 1O pe3yJibTaTaM BBIMOJHEHUS] MPAKTUYECKUX padoT «3», BBIMOJHEHO
MPAKTHUYECKOE 3aJ]aHue, BO BpeMsl OTBETa Ha BOMPOC, ObLIN JOMYIIEHbI OIIMOKH, TPOTHBOpPEUAIIUE
WJIM UCKAXKAIOUIMe OCHOBHBIE MOHATUS TUCIUILIMHBI, HO BEpPHO OBbUI JaH OTBET HA JOTOJHUTEIHHBIN
BOIIPOC.

OrneHka «2»: HE ClIaHbl OTYETHI O BBITTOJIHEHUH MPAKTHYECKUX, CAMOCTOSTEIbHBIX paboT (BceM WU
HECKOJIbKUM), 00y4aroluiicss He CMOT OTBETHTh Ha OCHOBHOM U JIOTIOJIHUTENIBHBIN BOIIPOCHI.

PesyabTaTnl 00yyeHus Ouenkn
(OCBOCHHEIC yMenns, IToxa3aTenu OeHKH pe3yJbTaTOB
o0yueHust
YCBOCHHbIE 3HAHUS)
Vi - oopMIIATH OpraHu3oBbIBaTh COOCTBEHHYIO 13 - «5»
JIOKYMEHTALUIO B JeSITeIbHOCTh, BHIOMPATh TUIIOBBIE IB—56
COOTBETCTBUU C METO/BI U CIOCOOBI BBIMOJIHEHUS 2B -56
HOPMAaTUBHOMN 6a3oi, poeCCHOHANIBHBIX 3a]1a4, OIEHUBATh 38— 306
UCIOJIb3YS] UH(POPMAIIMOHHBIE uX 3PPEKTUBHOCTD U KaYECTBO
TEXHOJIOTUH 1
V2- ocymecTBiIsTh Biianenue HaBbIKaMH HCIIOJIb30BaHUSA 1
aBTOMaTH3alMI0 00pabOTKH TOTOBBIX KOMITBIOTEPHBIX IPOTrPaMM
JIOKYMEHTOB
V3- yauduimponath Opranuzanys yHUQUKAUIU 1 1
CUCTEMBI JIOKYMEHTAIIHH; cranaaptu3anuu. [lonumanme cucteMsl
JIOKyMEHTAllH, €€ IPU3HAKOB.
V4- ocyiiecTBisiTh XpaHEHHE U [locTpoeHust 1 CTPYKTypa CHCTEMBI 1
MOMCK IOKYMEHTOB; AJIEKTPOHHOI0 IOKYMEHT0000pOTa
V.5- HCIIOJIB30BATh OpraHu30BbIBaTh JOKYMEHTOOOOPOT B 1
TEJIEKOMMYHUKAI[IOHHBIC paMKax y4acTKa JOTUCTHYECKON
TEXHOJIOTUM B 3JIEKTPOHHOM CHCTEMBI.
JIOKYyMEHT0000pOoTe




Y 6- popmupoBaTh apxuB
JIOKyMEHTOB KakK B
AJIEKTPOHHOM BHUJIE, TaK U Ha
OyMaKHBIX

HOCHUTEIISIX.

BeneHust 3neKTpOHHOTO apXuBa
AJIEKTPOHHBIX IOKYyMEHTOB. Bianenue
HAaBBIKAMH MCIOJIb30BaHUS TOTOBBIX
KOMIIBIOTEPHBIX ITPOTrPaMM

3.1- monsaTHe, 11eNH, 3a0a4H U
MIPUHITUIIBI IETIOTIPOU3BOJICTBA;

PGI‘I/ICTpaHI/IH JOKYMCHTOB IJId
OCYHICCTBJICHUA KOHTPOJIA HAd UX
HNCIIOJTHCHUEM

3.2-0CHOBHEBIE ITOHATUS
JOKYMEHTAI[MOHHOTO
oOecrnieueHus ynpaBIeHUS;

ITonrmaHue onpenesIeHui OCHOBHBIX
TEPMHUHOB: JOKYMEHT,
JIOKyMEHTUPOBAHHUE, aBTOP TOKYMEHTA,
OpUIMATIBHBIA JTOKYMEHT, JINYHBIN
JIOKYMEHT.

3.3- cucTeMnl
JTOKYMEHTAIMOHHOTO
o0ecrieueHus yrpaBiIeHUS;

[ToHnmaHue omnpeneneHuii OCHOBHBIX
TEPMUHOB: JIOKYMEHT,
JIOKYMEHTUPOBAHHUE, aBTOpP JOKYMEHTA,
OpUIMATBHBIA  JOKYMEHT, JIMYHBIA
JIOKYMEHT.

34 - xnaccupuKaIuio
JIOKYMEHTOB;

HUCIIOJIB30BAaTh
TCIICKOMMYHHUKAIIMOHHBIC TCXHOJIOTHUU B
QJICKTPOHHOM ,I[OKYMGHTOO60p0TC

35 - TpeboBaHus K
COCTABJICHUIO ¥ 0(OPMIICHUIO
JIOKYMEHTOB;

OO0pabaTbIBaTh TEKCTOBYIO U
TabJIMYHYIO0 HH(OPMAIIHIO;
MCIIOJIb30BAaTh JENOBYIO IpaQuKy U
MyJIbTUMEANA-UHPOPMALIUIO; CO3/1aBaTh
NIPe3CHTAINH;

36 - opranuzanumo
JIOKYMEHTO000pOTa, IPUEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy
ACT

BJ'IaI[eHI/Ie HaBbIKaMHM HCIIOJIB30BaHUA
TOTOBBIX KOMITIBIOTCPHEBIX IPpOTpaMM

J37 - anekTpoHHBIN
JIOKYMEHTO000pOT: ¢
KOHTparcHTaMu,
KOHTPOJUPYIOIIUMHU
OopraHu3anusiMu, q)HHaHCOBI)IMI/I
OpraHu3alusIMU.

O06paboTKH BXOIAIIUX U

UCXOJISIINX JIOKYMEHTOB,
CUCTEMAaTH3aINH WX, COCTABIICHUN
HOMEHKJIATyphl Jel U (OPMUPOBAHUS
JOKYMEHTOB B Jeia




6.4. Ilepeyens MaTepuaIoB, 000pYA0BaAHNS U HHPOPMANUOHHBIX HCTOYHUKOB, HCMOJIb3yeMBbIX
B aTTeCTALMU:
1 TlpakTHKyM TIO OpraHU3AlMOHHOMY U JIOKYMECHTAIIMOHHOMY OOECIICUCHHIO JESTEIbHOCTH
opranuzaiuu. yueonoe mocooue / M. B. Jlapuonosa, U. E. Cadponosuu. ExarepunOypr: M3a-so
Poc. roc. mpod.-men. yu-ta, 2019. 206 c. URL: http://elar.rsvpu.ru/ 978-5-8050-0683-9. Tekcr:
anextporHbid. ISBN 978-5-8050-0683-9

2 Jlenonpou3BOJACTBO H  JOKYMEHTOOOOPOT B  CHUCTEME TOCYAAapCTBEHHOTO H
MYHHITUIIAJILHOTO yIpaBieHus : yue0.-meroa. mocodue / E. B. 3aiiuesa, H. B. ['onuapora ; M-Bo
oOpaszoBanus u Hayku Poc. @enepaunu, Ypaiu. ¢exnep. yu-t. — ExarepunOypr : U3a-Bo Ypain. yH-Ta,
2017. — 178 c. ISBN 978-5-7996-2233-6

3 JlokyMeHTaIMOHHOE 00ecIieYeHHe YIpaBIeHUs (C OCHOBAMU apXHBOBEIEHUS) : yueOHOE
nocobue / bacakoB M.M1. — Mocksa : KunoPyc, 2018. — 216 c¢. — ISBN 978-5-406-06067-4. —
URL: https://book.ru/book/926606. — TekcT : 2eKTPOHHBIH.

4 JlokyMeHTallMOHHOE OOecrieueHue yIpaBiieHus (IeJI0NpOU3BOJACTBO) : yuebd. mocobue /
T.A. beixoBa, T.B. Ky3nenona, JI.B. Cankuna ; nox oom. pen. T.B. Ky3nemoBoit. — 2-¢ u3n.,
nepepad. u gomn. — MockBa : UH®PA-M, 2018. — 304 c. + Jlon. mMarepuansl [DIEKTPOHHBIN
pecypc; Pexxum mocryna: https://new.znanium.com]. — (Cpennee npodeccuoHaabHoe 00pa3oBaHue).
- ISBN 978-5-16-013913-5.

Z[OIIOJIHI/ITQJII)HLIQ HCTOYHUKMU:

1 JlenoBble oTHOMIEHUS U JOKyMeHTO000poT B noructuke / H.b. Kypmakosa, I'.I". JIEBkuH. —
MockBa: ®I'BY IO «Y4yebHO METOAMYECKUM IEHTP MO OOpa30BaHUIO Ha KEJIE3HOAOPOKHOM
Tpancnoptey», 2021. — 608 ¢. — ISBN 978-5-907206-73-1

2 JlokyMeHTanbHOE oOecrieueHue ymnpapieHus: yaeonuk mist CITO / P.C. [1aBnoBa. - CaHKT -
[TerepOypr: Jlanb, 2021. - 416¢. - ISBN 978-5-8114-6959-8

3 KazakeBuuy, T. A. JlokyMeHTallmoOHHOE OOecreueHNe yIpaBaeHUs: yYeOHUK U MPAKTUKYM
Ui cpeaHero npodeccuonanbHoro obpaszoBanus / T. A. Kazakesuu, A. U. Tkanmny. — 2-e u3n.,
ucrip. U jon. — MockBa: W3marensctBo IOpaimit, 2018. — 177 c¢. — (IIpodeccuonanbuoe
obpazoBanmue). — ISBN 978-5-534-06291-5

HNuTepHeT pecypcebl:

1 http://eokd.tolgas.ru/euk/dou/index.htm — snexrponHsIii yueOHsbIi Kypc: OV.

2 http://www.doc-online.ru/ —  He3aBucuMBIi  mOpTall 00  DJEKTPOHHBIX  CHCTEMax
JOKYMEHTALMOHHOTO 000pOTa.

3 http://workpaper.ru — caiir «/JokymeHTO000pPOT U JAeI0npou3BoaAcTBOY. http://www.delcomp.ru —
cailT «Jlenonpon3BoaCTBO HA KoMIbIoTepey». http://www.garant.ru — cripaBo4Hasi mpaBoBasi CHCTEMa
«["apaHT»®.
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(mecTo paboThI) (3aHUMaeMasi TOJKHOCTb) (MHULMANBL, aMUIHs)



