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1. O01mme noj1o;keHus

KontponbHo-onenounsie cpeacrBa (KOC) npenHazHaueHbl Ui KOHTPOJS M OLIEHKH
00pa30oBaTeNbHBIX TOCTHKEHUH 00ydaromuxcs, ocBouBmux nporpammy IIM.01 IlnanupoBanue u
OpraHM3aiys JOTHCTHYECKOr0 IMpollecca B OpraHu3almsax (MOIpa3lefeHUsIX) pa3iIMdHbIX cdep
JeSITeNIbHOCTU

KOC BkIIOYAalOT KOHTPOJIbHBIE MaTepHalbl JUIsl MPOBEIEHUS TEKYIIEro KOHTPOJIS H
pOMEeXKYTOUHOM arrectauuu B dopme muddepenuupoBanHoro 3auéra. KOC pazpabortansl Ha
OCHOBaHUU MOJIOKEHUH:

IporpaMMbl MOJTOTOBKHM crenuanuctoB cpeanero 3BeHa 38.02.03 Omnepanmonnas
JESATENIbHOCTD B Joructuke, nporpamMMsl [IM.01 IlnanupoBanue u opraHusanusi JOTUCTUYECKOTO
npoiiecca B opranu3anusix (MmoapasaeacHusX) pasIndHbIXx chep aesITeIbHOCTH

Tekymass W TpPOMEKYTOUHAS AaTTECTAllUS MOXKET NPOBOIUTHCS TPAAUIIMOHHO TIPH
HEMOCPEJACTBEHHOM  B3aWMOJICWCTBUM  MEJAaroruyeckoro paboTHWKA W oOydaromerocs u
JUCTAHIIMOHHO B AJICKTPOHHOU MH(OPMAIMOHHO-00pa30BaTeNbHON cpene, (PyHKIHOHUPYIOIIeH Ha
6aze C/10 MOODLE, pa3MemieHHoll Ha caiiTe MUCTAHIIMOHHOW MOMJEPKKH 0O0pa30oBaTEIbLHOTO
mpolecca TeXHUKyMa U B PealbHOM pEXHME BPEMEHU C MPUMEHEHHEM OOJayHbIX MiaTdopM Asis
MPOBEJCHUS OHJIAWH BUICO-KOH(MEPCHIMA, BHICO BEOMHAPOB, OOPA30BATEIBHBIX OHJIAWH-
CEPBHCOB.

2. Pe3yabTaThl 0CBOEHHS IMCUMILIHHBI, OJIeKAIIIHE TPOBEpPKe
B mpouecce u3ydeHHs NaHHOW OAaHHOTO MOAYNA (HOPMHUPYIOTCS CIENyrolue oolue u
poQeCCHOHAIbHBIE KOMITETEHIIUHU
2.1. OnepanoOHHBIN JIOTUCT JOJIKEH 00J1a/1aTh OOIMKUMU KOMIIETEHIIUSIMH, BKIIOYAIOIIMMU B
ce0st CrIoCOOHOCTh:
OK1 TloHuMaTth CYIIHOCTh W COIMAIBHYIO 3HAYMMOCTH CBOCH Oymymiei
npodeccuu, NposBIATh K HEl YCTONUMBBINA HHTEpEC.
OK2 Opranu3oBbiBaTh COOCTBEHHYIO J€ATEIbHOCTh, BHIOMpPATh THUIOBBIE METOIBI
¥ CIIOCOOBI BBITIOJTHEHUS PO(HECCUOHATBHBIX 3a/1a4, OLIEHUBATh MX 3(PPEKTUBHOCTH U Ka4eCTBO.
OK3 TlpuHuMaTh pelieHusl B CTAaHJAPTHBIX U HECTAHJAPTHBIX CUTYAIUSAX W HECTH 3a
HUX OTBETCTBEHHOCTb.
OK4 OcymecTBiasTh MOUCK M  HUCIHOJb30BaHWE HH(OpManuy, HEoOXOoAUMOMN
s 9((EeKTUBHOTO  BBIMOJTHEHUS NPO(GECCHOHANBHBIX  3a4ady, MPOPECCHOHANBHOTO H
JTUYHOCTHOTO Pa3BUTHSL.
OKS5 Ucnonbs3oBathb nHPOPMAIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTHH B Tpo¢
OK6 PabGorath B KOJUIeKTHBE W KOMaHJe, 3(QdekTuBHO o0O0marscs ¢
KOJUIETaMH, PYKOBOACTBOM, TOTPEOUTENSIMH.
OK7 bparp Ha cebs OTBETCTBEHHOCTh 3a pPa0OTy WIEHOB KOMAaHJbI
(moTYMHEHHBIX), PE3YIbTAT BHIMOJHCHHS 3aJaHUH.
OK8 CamocTosTensHO OnpeIeNsiTh 3a1a9i MPo(ecCHOHAIBHOTO U JTMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCSI CaMOOOpa30BaHNEM, OCO3HAHHO TUTAHUPOBATH TOBBIICHUE
KBaTU(UKALINH.
OK9 OpueHTHpoBaThCS B YCIOBUAX YAaCTOW CMEHBI TEXHOJIOTHIl B
mpo(ecCHOHAEHOM 1eATeTLHOCTH.
2.2. OnepanvoHHBIA JOTUCT AOJDKEH 00JagaTh Npo(eCCHOHATBHBIMU KOMIIETEHIUSMH,
COOTBETCTBYIOIIMMU BUJIaM JESTETHHOCTH:
2.2.1. IlnanupoBaHHW€ U OpraHM3alUs JOTHCTUYECKOrO0 Mpolecca B OpraHu3auusx (B
MOAPAa3ICIICHUSX ) Pa3IMYHBIX CPep NeATeTbHOCTH.
I[IK 1.1. IIpunumars ydactue B pa3pabOTKEe CTPATETHUECKUX H
OTICPATUBHBIX JIOTUCTHMYECKMX IUTAHOB HA YpPOBHE mojpasieieHus (ydacTka)
JOTUCTUYECKOW CHUCTEMbl C Y4e€TOM 1Leled U 3aJady  OpraHu3amud B LIEJIOM.
Opranu3oBbIBaTh pabOTy DIIEMEHTOB JOTUCTHUYECKON CHCTEMBI.


http://ivo.garant.ru/document/redirect/70558310/380203

[NIK 1.2 TIlnanupoBaTh M  OPraHU30BBIBATH  JOKYMEHTOOOOPOT B  paMKax
ydacTKa JIOTUCTHYECKOW cuctembl. [IpuHUMAaTh, COPTUPOBaTH U CaMOCTOSITENBHO COCTaBIISTH
TpeOyeMyIo JOKYMEHTAITHIO.

I[IK 1.3. OcymecTtBasiTh BBHIOOP MNOCTaBIIMKOB, MEPEBO3YHKOB, OMPEIACIATH

THIT IOCPETHUKOB U KaHAJIBI PacIpeeNICHHS.

I[IK 1.4. Biagerb METOAMKOW NPOEKTUPOBAHMS, OpraHM3allMd U aHajlu3a Ha
ypoBHE mojnpasziencHus (y4acTka) JIOTHCTHYECKOH CHCTEMbl YIpAaBJICHHs 3alacaMd |
pacrpeaeuTeNbHbIX KaHaIO0B.

[1IK 1.5. Bragers ocCHOBaMH ONEPAaTHUBHOIO IUIAHMPOBAHMUS U OpraHU3aLUU
MaTepHaIbHbIX HOTOKOB HA MPOU3BOICTBE.

Pesyabrarhl 00y4eHus
(YMeHus 1 3HaHHS W3 TPOrPaMMbl YICOHOW TUCITUTIITMHBI )

Yvmenus:

Impoucccax NpCalpusaTu:-d,

V1- opraHu3oBBIBaTH MPOBEAECHUE JIOTUCTUYECKUX OlEpaluii BO BHYTPUIIPOU3BOJACTBEHHBIX

CHUCTCMBI YIIPABJICHHUS 3allaCaMU U paClIpCACIUTCIIbHBIX KAHAJIOB,

V2 - ananu3upoBaTh U MPOEKTHUPOBATh Ha YPOBHE MOJpa3zesieHus (ydacTka) JOTMCTHYECKOMN

VY3 - paccunThHIBaTH OCHOBHBIE NTAPAMETPHI CKIAACKUX TOMEIEHUH,;

V4.- NJIAHUPOBATH U OPraHU30BBIBATh BHYTPUIIPOU3BOACTBCHHBIC IIOTOKOBBIC IPOLECCHI,

VY5 - cocraBisath (GopMbl TEPBUYHBIX JIOKYMEHTOB, TPUMEHSEMBIX Uil  OdopmiieHus
XO3SIIICTBEHHBIX OIEpaluii, 10 KOTOPbIM HE MPEIyCMOTPEHBI THIIOBBIE OOpa3libl, a TAKKe
dbopM JTOKYMEHTOB JIJIsl BHYTPEHHEH OTYETHOCTH;

Y6 - KOHTPOJIMPOBATH MPABMIBHOCTH COCTABJICHUS JJOKYMEHTOB;

JIY7 - opranu3oBbIBaTh 3J€KTPOHHBIM BHYTPEHHUHN U BHEIIHUN JOKYMEHTO000POT

3HaHuA:

31 - 3HaueHWe W OCOOEHHOCTH pa3pabOTKU CTPATETUYECKUX W TAKTUYECKHX IUTAHOB B
JIOTUCTUYECKOH cUcTEME;

32- OCHOBBI opraHn3aluu JIOTUCTUYCCKUX OHepaLII/II\/’I n YIIpaBJICHHUA HUMHU
BO BHYTPUIIPOU3BOJACTBCHHLBIX IIPOLIECCAX OpTraHU3allMH,

33- OCHOBBI JEJIOMPOU3BOACTBA MPO(PECCHOHAIBHON A TEIILHOCTH;

34- MeTo1bl OTIpeIeICHHS TOTPEOHOCTEH JIOTUCTUYECKON CUCTEMBI,

35 - kpuTepuu BEIOOPA MOCTABIIUKOB (KOHTPAreHTOB),

36 - cxembl KaHaJIOB paclpe/IesICHuUs;

37 - ocobeHHOCTH O(OpPMIICHUST PA3NUYHbIX JIOTHCTUYECKHUX OIepauuid, MOpsSA0K UuX
JJOKYMEHTAIIHOHHOTO 0()OPMJICHHUS! B KOHTPOJIS.

J138 — HopmaTHBHO NpaBoBYIO 6a3y JIOTUCTHYECKOTO JOKYMEHTA

J139 — s51eKTpOHHBIN TOKYyMEHTOO00POT




3. PacnipenesieHue oeHMBaHUSI Pe3yJIbTATOB 00yYeHHs IO BHIAM KOHTPOJISI

Buael arrecranuu

HaumeHoBaHMe 3JIeMeHTA YMEHU A UJIM 3HAHUI Texywuu Hpomexcymounan
KoHmpoID ammecmayus
V1 - oprasmsoeBath mposemenne  noructmueckux | YO, I, BCP 3
omepanyii  BO  BHYTPUIIPOM3BOJCTBEHHBIX  IpoOIECCax
MPEANPUSITHS;
VY2 - aHanmM3upoBaTh M MPOEKTUPOBaTH HA YPOBHE YO, T, IIP C
noApaszzaesnieHust  (ydyacTtka) — JIOTUCTHYECKOHM  CHCTEMBI
yIpaBJICHH 3a1acaMy U PaclpeieTUTeNIbHbIX KaHaJIOB,
V3 - paccuuTHIBaTh OCHOBHBIE TAPAMETPHI CKIAJACKUX YO, TIIP 2
IOMEIIECHUMN
V4 - IIJIAHUPOBATH u OPraHu30BbIBATH Yo, 11iP 2
BHYTPHUIIPOU3BOJICTBEHHBIE TIOTOKOBBIE ITPOLIECCHI;
Y5 - cocraBnsath (OpMBI TEPBUYHBIX JOKYMEHTOB, Yo, 11P 2
MPUMEHSEMbIX IS opopMIICHHUS  XO3SHCTBEHHBIX
omnepanuii, Mo KOTOPbIM HE MPEAYCMOTPEHbl THUIIOBBIE
oOpasupl, a Takke (GOopM AOKYMEHTOB Ui BHYTPEHHEH
OTUYETHOCTH;
VY6 - KOHTPOJINPOBATH NIPABUIBLHOCTH COCTABIECHUS Yo, T, IIP C)
JIOKYMEHTOB;
JAY'7 - opraHu30BbIBATh DJIEKTPOHHBIM BHYTPEHHUN U
BHEIIHUM TOKYMEHTOOOOPOT
31 - 3HayeHME M OCOOEHHOCTH  pa3pabOTKU YO T, 2
CTPaTETHYECKUX 51 TAKTHYECKUX IUTAaHOB B 1IP,BCP
JIOTUCTUYECKOMN CUCTEME;
32 - OCHOBBI OpraHu3anuu Yo, C)
JIOTUCTUYECKUX ONEpalluil U yIpaBICHUS UMU T,1IP,BCP
BO HYTPHUIPOMU3BOACTBEHHBIX MPOIECCaX OpraHMU3alllH;
33-  OCHOBBI JIENIOTIPOM3BOACTBA  MPO(ECCHOHATBHOMN YO, IIP,BCP C)
NESITEbHOCTH;
34 - MeToIbl OTIpeIeNICHHs IOTPEOHOCTEH JJOTUCTUIECKON YO, T, 2
CHUCTEMBI, IIP,BCP
35 - kpuTepun BbIOOpa MOCTABIIMKOB (KOHTPAreHTOB); YO, IIP,BCP C)
36 - cxeMbl KaHAJIOB paclpeieTIeHusl; YO, IIP,BCP C)
37- 0COOEHHOCTH odopmIIeHUS pa3IMYHBIX
JIOTUCTHUYECKHUX omepanui, MOPSIIOK ux
JOKYMEHTAIIMOHHOTO O0()OPMIICHHUS] U KOHTPOJISL.
138 — HopMaTuBHO MpaBoOBYIO 0a3y JOTUCTHYECKOTO YO, IIP,BCP 2

JIOKYMEHTa

38 — HopmartuBHO mpaBOBYIO 0a3y JIOTHCTHYECKOTO
JOKyMEHTa




Buabl koHTpOIA

CokpanleHHoe 0003HAYEHHE

VYceTHBIl onpoc YO
[IpakTuyeckas pabora I1P
Tect T
DK3amMeH C)




Conepxanue
Y4eOHOro MmarepuaJjia

1o nporpamme Y/l Vi V2 | V3 | v4 V5 v6 | nv7 | 31 32 33 34 35 36 37 | 138 1139
Pasznen 1. Tema 1.1 vo YO, T | VO, Yo, YO,T, | YO, T, YO, T,
OCHOBHbBIE TEPMUHDBI 1 YO.T | YO.T | vo.T | YO BCP T, BCP | BCP | BCP BCP
NOHSATHS BCP
Pa3pnen 1. Tema 1.2. OcHoBBI Yo, YO, Yo, Yo, o, Yo,
JeJIONPON3BO/ICTBA wT | mT | vor | vo vo riip, | rip | ne, | TIIP, | PBCP | TIIP
npodeccHoHANbHOI BCP | ,BCP | BCP | BCP BCP
NeATEeTbHOCTH
Paznea 1. Tema 1.3. O6mue vo Yo, Yo, Yo, vor | YolIl | YOT,
HOPMBbI U MPaBUJIa P, T fp,T | YO, T vo T.IIP, | T.IIP | TIIP, | P,BCP | P,BCP 1IP,
oopMJIeHHsl TOKYMEHTOB BCP | ,BCP | BCP BCP
Pasznea 1. Tema 1.4. CocTaB n yorn | Yo, | o1l | oIl | YOII | YO/IIP,
MOPSAI0K pa3padoTKH CHCTEM mw.vo | mp.vo | me.vo | vo vo P,BCP | IIP, P P, P, BCP
JOKYMEHTOB Pa3JH4HbIX BCP | ,BCP | BCP | BCP
cep neATeTbHOCTH
Pa3nen 1. Tema 1.5. Yo, Yo, Vo, Yo, Yo, YO,IIP,
CocrasJiienue ¢popm IIP,BC | IIP,B | IIP,BC | IIP,BC | IIP,BC | BCP
NepBHYHBIX JOKYMEHTOB, P Cp P P P
NPUMeEeHsIEMBIX JIJIS
O(l)OpuMJIeHI/Iﬂ _ mp,yo | mP,vO | TP,YO | VO, vO
X03sIiICTBEHHBIX OIepaluii,

COCTABJIEHUSI THIIOBBIX

J0TOBOPOB NMPHUEMKH,

nepeavud TOBapHO-

MaTepPHAJIbHBIX EHHOCTEH

Pa3nen 1. Tema 1.6. Yo, Yo, Yo, Yo, Vo, Yo,

JlOKYMeHTBbI 4151 BHYTPEHHEH | 1 vo | mrvo | mpvo | vo o 1IP,BC | IIP, | IIP,BC | ITP,BC | IIP,BC | IIP,BCP

0TYEeTHOCTH P BCP P P P

Pa3pnen 2. Tema 2.1 Yo, Yo, Yo, oIl | YO1II | YOIIP,

TpaHCHOPTHbIE JOKYMEHThI mw.yo | mvo | mvo | vo yo,T IIP,.BC | IIP,B | IIP,BC | P, P, BCP
P CcpP P BCP BCP

NpUMeHsieMble B Pa3JIH4YHbIX
BH/IaX TPAHCIIOPTA

Pa3zgen 2. Tema 2.2
OTBEeTCTBEHHOCTD 32




COXPaHHOCTH NEPEBO3UMOr0
rpy3a

Pa3nen 2. Tema 2.3.
JoxymeHTaILHOE
oopMIIeHHE CKIAACKHX
onepaumi

Pa3nen 2. Tema 2.4.
JoxymeHTaILHOE
oopMiIeHHE peasiM3allMi U
OTILyCKA TOBapOB

Pa3nen 2. Tema 2.5.
Od¢opmiieHne TpaHCIIOPTHOM
JOKYMEHTAIUH




5. PacnipenesieHre THIIOB M KOJIHYeCTBA KOHTPOJILHBIX 32JaHHU 10 3J1eMEHTaM 3HAHUI M YMEHH i, KOHTPOJIHPYEMBbIX HA IIPOMEKYTOYHOM

arrecranmu.

Conep:xkanue
y4eOHOro MmarepuaJia
no nporpamme Y /|

y2

v3

V4

Y5

Y6

A7

32

33

34

35

36

37

138

139

Paszgea 1. Tema 1.1 OcHOBHBIE TEPMUHBI U
IIOHATUS

Pa3gen 1. Tema 1.2. OcHOBEI
JEIIONPOU3BOICTBA MPOPECCHOHATEHON
EATENLHOCTH

Pa3nes 1. Tema 1.3. O6ume HOpMBI U IpaBUIIa
o opMIICHHUSI JOKYMEHTOB

Pa3zgea 1. Tema 1.4. CocTtaB 1 mopsijiok
pa3paboTKu CHCTEM JOKYMEHTOB Pa3IMYHBIX
cdep nesTeNbHOCTH

Pa3nea 1. Tema 1.5. CocraBnenue Gpopm
MEPBUYHBIX JJOKYMEHTOB, IPUMEHSIEMBIX IS
0 OpMIICHUS XO35IIICTBEHHBIX ONEepalni,
COCTaBJICHUS] TUTIOBBIX JOTOBOPOB MPHUEMKH,
nepeauyn TOBapHO-MaTepUaIbHbIX IEHHOCTEN

Paznea 1. Tema 1.6. JlokyMeHTBI Juist
BHYTPEHHEH OTYETHOCTH

Pa3nes 2. Tema 2.1 TpancnoprHbie
JIOKYMEHTBI IPUMEHSIEMbIE B PA3JINYHBIX BUAAX
TpPaHCIOPTa

Pa3gen 2. Tema 2.2 OTBETCTBEHHOCTH 3a
COXPAHHOCTh

Paznpen 2. Tema 2.3. JloKyMeHTalbHOE
oopmIleHHE CKIIQJICKUX OTlepaIuii

Paszpen 2. Tema 2.4. JlokymMeHTalIbHOE
oopmIIeHHEe peann3alry 1 OTIIyCKa TOBapOB

Pazpen 2. Tema 2.5  Odopmienue
TPaHCIIOPTHON JTOKYMEHTAIUH




6. Texkyumii KOHTPOJIb B popMe TeCTOBOI0 3aJaHUS

6.1. TecroBoe 3aganue Nel

no Pazgeny 1. «OcHOBBI 1€JI0IPOU3BOACTBA B NPodeccHOHAILHOM /1esiTeJIbHOCTH» B BUJIC
TECTOBOI'O 3aJJaHUsl.

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

U3 npensnokeHHBIX 3a7jaHUii BIOEPUTE OJJMH BapUaHT OTBETA U YKAXHUTE €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 MaTepHaIHLHOI0 MHPA, KOTOPBIH COAECPIKUT KaKyr0-T1100 HH(OpMAIHIO, HEOOXOAUMYIO IS
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 INpHoOpeTaeT NPaBoBYI0 (YHKIHIO HA ONpeaeéHHbII
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 COAEP)KaHUE MOATMHHUKA;

B) €ro0 3JIeKTpOHHAas GopMa.

5 O0s13aTeIbHBIH 3JIEMEHT 0(pOpMIICHHS JOKYMEHTA HA3bIBACTCH:

a) peKBU3UTOM;

0) bopmysipoMm;

B) 00pasIom.

6 Takoii peKBU3UT Kak 3M0JieMa OPraHu3alnm:

a) MOXKET 3aMEHSTh PEKBU3UT HAUMEHOBAHUS OPTaHU3aluU

0) He MOKeT OBITh pa3MelleH Ha OJaHKe JOKYMEHTA, eClIM Ha HeM yxe umeercs repd PO umu rep6
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 COXPAHEHUHU UX
JIOCTOBEPHOCTH, LI€JIOCTHOCTH, ayTEHTUYHOCTH U MIPUTOJAHOCTH JUIsl TATbHEHUIIIETO UCTIOIb30BaHMUS;
9 Yro mogHMMAaETCS MO AYTEHTHYHOCTBIO 3JICKTPOHHOI0 I0OKYMeHTa?

a) rapaHTUsl COOTBETCTBUS 3JIEKTPOHHOT'O TIOKYMEHTA 3asIBJICHHOMY;

0) OTCYTCTBHE MTPABOK B TEKCT IEKTPOHHOI'O JOKYMEHTA IOCIIE €T0 CO3/1aHus;

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

a) cucTemMa JJOKYMEHTAIu!



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) IITaTHOE paclucaHue

2. Yto Takoe J0KYMEHT?

a) KaKoil-mubo MaTepuanbHBIA HOCUTENb ¢ HH(pOpMaIuel, KoTopast 00J1aaeT onpeeIeHHBIMU
PEKBU3UTAMU;

0) OyMa)KHBII JTHCT C HAHECEHHBIM Ha HEro NeYaTHBIM TEKCTOM;

B) 00BEKT MAaTePUAIIBHOTO MUPA, KOTOPBIN COJIEPIKUT KaKYIO-THO0 HHPOPMAITUIO, HEOOXOAUMYIO IS
pabouero mpoiiecca.

3. le10n1pou3BOACTBO — 3TO:

a) opraHu3zaius JOKyMEHTO000pOTa B YUPEIKICHHUH.

0) COBOKYITHOCTh JOKYMEHTOB, OTPAKAIOIINX YIPABICHYECKYIO JACSITEIBHOCTD YUPEKICHUS.

B) COBOKYITHOCTB Pa0OT 110 TOKYMEHTHUPOBAHHIO IEATEIHLHOCTH YIIPABICHUS U 110 OPTaHU3aLUN
JOKYMEHTOB B YUPEKICHHUU.

4. EI'CJl — 3To0:

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

0) KOMIUIEKC OCHOBHBIX MOJOXKEHUH, OMPEICNAIONINX U PErJIaMeHTUPYIOIIUX OPTaHU3aIHIO
JOKYMEHTAIIMOHHBIX TTPOLIECCOB HA MPEIIPUATHH.

B) COBOKYITHOCTb JOKYMEHTOB, IPUMEHIEMBIX B OMPE/ICTICHHOMN cdepe AesITeNbHOCTH.

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

0) IOTOBOPHOE MUCHMO

B) MUCBMO-TIOTBEPXKICHHE.

6. UTo 13 yKa3aHHOIO HE MOKeT SIBJSITHCS MOJJIHHHUKOM JIOKyMeHTa?

a) KOIHsI JOKYMEHTa B 3JIEKTPOHHOM BHJIE;

0) nmepBbIi IK3EMILISP TOKYMEHTA;

B) €JMHCTBEHHBIN 3K3EMILISAP JOKYMEHTA.

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

a) MHCTPYKIHSA IO JIeTIOTPOU3BOCTBY

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 TOKYMEHTE, YCTAHOBJICHHBIM 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 NMPpaBUJIbHBIX 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

IIpoueHT 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:
noxroroBka 10 MUH.;
BBITIOJIHEHHE qaca MUH.;
oopmiieHue u caaua MHUH.;
BCETO Jaca 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(OPMAITMOHHBIE TEXHOJIOTHH;
npodeccroHaNbHBIX 33/1a4, OIIEHUBATh UX
3(PEKTUBHOCTD U KAYE€CTBO

VY2 - oCylIecTBIATh aBTOMATHU3ALIUIO Brnanenue  HaBblIKaMM — UCIOJIB30BaHUSA 2

00pabOTKH JOKYMEHTOB; TOTOBBIX KOMIIBIOTEPHBIX TPOrpPaMM

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 3JIEKTPOHHOM

JTIOKYMEHTOO000pOTE




IpakTuueckoe 3aganue Nel
Bpemsi BblnmosiHeHud 2 yaca.
Tema: Opranu3zaiys CUCTEMHOTO JIEKTPOHHOTO JOKYMEHTO0O0pOTA.
Heab:CriocobcTBOBaTE  (OPMUPOBAHUIO U PA3BUTUIO CAMOCTOSITENIBHOCTH MpH  OGOPMIICHUH
yIpaBJIeHUYECKOM TokyMeHTauuu. Hayunts 0€301m1004HO0 TPOU3BOAUTH 3AMOIHITH TOKYMEHTHI.
Ilposepaemuie pezynromamot odyuenun: Y4,¥Y5; 33,35,36, /137

Xox paboTsi:

1. O3HaKOMUTKCS C TEOPETUUYECKUMHU CBEACHUSMU.

2.CoCTaBHUTb OTYET.

3. OTBETUTH Ha KOHTPOJIHHBIE BOTIPOCHI.
3aganue:

1 I3yunTh METOIUYECCKHE YKA3aHUS U OJJAaHKHU MPECTABICHHBIX TOKYMEHTOB.

2. 3anoaHUTH OJIaHK 3JEKTPOHHOTO TOKYMEHTA
3 OTBETUTH HA KOHTPOJbHBIC BOIPOCHI
4 3amucaTh BBIBOJI

KoHTposabHbIEe BONIPOCHI:

1 Kakue cymiecTByIOT CUCTEMBI JIEKTPOHHOTO JOKYMEHTO0O0poTa?

2 YUto HYXHO Ui BHEIPEHHUSI SJIEKTPOHHOTO IOKyMEHTo000opoTa?

3Kakue BO3MOXXKHOCTH MPEAOCTABISIET CUCTEMA SJIEKTPOHHOTO TIOKyMEHTO000poTa?
4 HazoBwuTe dTarbl 2JIEKTPOHHOTO JJOKYMEHTO000pOTA.

BeiBOa:

Kputepun ounenku:

Ouenka «5» - craBuTCsA 3a pabOTy, BHIMIOJHEHHYIO 0€3 OMIMOOK W HEI0YETOB, JTOJDKHBI OBITh
BBITNIOJIHEHBI HE MeHee 85% 3aaHuil.

Ounenka «4» - craButTcs 3a paboTy, MpY HATUYUU B HEW He Oosiee 0IHOM HerpyOoi OIMOKH U OJJHOTO
Hezjo4eTa, He Ooiee Tpex Helo4eToB. JJomKHBI OBITH BBIMOIHEHBI OT 67 10 84% 3amanuit

Ounenka «3» - CTaBUTCS, €CIM OOYyYaIOUIUIiCS MPaBHIbHO BhIMONHUI He MeHee 50% Bceil paboThl
WIN JONYCTHII He OoJiee 0AHOM rpy0oil ommOKy 1 1BYX HeJl0UeTOB, He Oojiee 01HOM rpy0oil u otHOM
Herpy0Ooii omuoKku, He 0oJiee TpeX HErpyObIX OMMOOK, OJJHOW HErpyOOl OIMMOKU U TPEX HEIOYETOB,
MPU HAIUYUU YETHIPEX-TISITH HEJOUYETOB.

Ouenka «2» - CTaBUTCS, €CITU YUCIIO OIIMOOK M HEJO0YETOB MPEBBICHUIIO HOPMY JJIS OLICHKU 3 WJIN
MPaBWJIBHO BhINOIHEHO MeHee 50% Bcell paboThI.

BpeMmsi Ha MOATOTOBKY M BbINOJIHEHHE:

noarotoBka 50 MHUH.;

BBITTOJIHEHUE yaca MUH.;

odopmMIleHHE U clava MUH.;

BCETO yaca MUH.

HanmMeHnoBanme 00BEKTOB KOHTPOJISI U OcHOBHBIE TTOKa3aTEIH OIIEHKH OreHkn
OLICHKH pe3yibTaTa

V4 - ocymiecTBIATh XpaHEHUE U TIOUCK [TocTpoeHus u CTpyKTypa CUCTEMBI Makc.14
JIOKYMEHTOB; JIEKTPOHHOTO IOKYMEHT0000pOoTa 2
V5 - ucnonp3oBaTh Opranu3oBbIBaTH  JOKYMEHTOOOOPOT B 2
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHUHU B paMKax y4acTKa JJOTUCTUYECKON CUCTEMBI.
AJIEKTPOHHOM JJOKYMEHTOO00O0POTE;
VY3 - yHUPHUIHMPOBATH CUCTEMBI Opranuszanus YHU(UKAIUU " 2




JIOKYMEHTAITUH; cranfaptu3anuu. [loHUMaHuWe CHUCTEMBI
JIOKYMEHTAIMH, €€ MPU3HAKOB.

33 -cUCTEMBI TOKYMEHTAIMOHHOTO OnpeneneHuii  OCHOBHBIX ~ TE€PMHUHOB: 2

oOecrnieueHus ynpaBIcHUS; JOKYMEHT, JOKYMEHTHUPOBAaHHUE, aBTOP
JIOKYMEHTA, INYHBIA JOKYMEHT

35 - TpeboBaHMs K COCTABICHHIO U OO0pabaTbIBaTh TEKCTOBYIO U TaOINYHYIO 2

0(OPMIICHUIO TOKYMEHTOB; nH(pOpMaLINIO; HCHOJIb30BaTh JEIOBYIO

rpaduKy u MyJIbTHUMEAHA-UH(POPMALIHIO;
CO3/1aBaTh MPE3CHTALUH

36 - opraHuzanuio JOKyMEHTO000poTa, Brnanenve HaBbIKaMU  UCIOJIB30BAHUS 2
npuém, 00paboTKy, pETUCTPaIHIO, TOTOBBIX KOMITBIOTEPHBIX IPOTPaMM
KOHTPOJIb, XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYPY JelT;

J37 - 21eKTpOHHBIN JOKYMEHTOO00POT: ¢ O6paboTKM BXOASAIINX U 2
KOHTpareHTaMu, KOHTPOJIMPYIOIIUMHU MCXOISIIIX JOKYMEHTOB,
OopraHu3anusiMu, (1)I/IH8,HCOBI)IMI/I CUCTEMATU3al MU UX, COCTAaBJICHUU
OpraHu3aIUSIMH. HOMEGHKJIATYphl Jie1 ¥ (OPMHUPOBAHUS

JIOKYMEHTOB B JieJia

6.2. KommiekT 3aganuii AJ1s1 POMEKYTOYHOM aTTeCTAlluN
JMuddepenunpoBanublii 3a4éT 6 hopme dunemos no oucyuniure OI.04 JlokymeHTAllHOHHOE

olecreyeHue ynpaBJjaeHHUs:

Pa3nes 1. OcHOBBI JOKYMEHTHPOBAHUS YIIPABJICHYECKOM AeATeJIbHOCTH
Pa3nes 2. Opranusanusi cucTeMbl JOKYMEHTAlIHOHHOI0 o0ecrie4yeHun
Pa3neay 3. CucremaTusanus ¥ XpaHeHHe JOKYMEHTOB

IIposepsiemblie pe3yabTarsl 00yuenusi: OK1, - OK9; I1K2.1-1TK2.4 11K4.1 I1K4.4
Komnnexm 6unemos ons sxzamena (20 6urema no 3 eonpoca).

3aganmsa s ouenkn ocBoenms MJIK  01.02 JlokymeHTanmoHHOe oOecrieueHue

JIOTUCTHYECKHUX MPOIIECCOB
[Tposepsiembie pe3ynbTaThl 00yuenus: Y1, ¥2, ¥3, ¥4, V5, V6. 31, 32, 33, 34, 35, 36.

BUJIET Nel
. Ompenenenue, 3a7aun ¥ (PyHKIUH JOTUCTUKU
. JIoOKyMeHTHpOBaHUE IBUKEHUS IPOU3BOJICTBEHHBIX 3aI1aCOB
. OdopmiteHre TOBapHO-TPAHCTIOPTHON HAKJIaJHON

WN -

BUJIET Ne2
1. dakTops! pa3BUTHUS JIOTUCTUKH
2. IloHsiTHE «MHBEHTApU3ALUS»
3. OdopmiieHre TOBapHO-TPAHCTIOPTHOM HaKJIAIHOM

BUJIET Ne3
1. JlokyMeHTHpOBaHNE IBH)KEHHSI IPOU3BOACTBCHHBIX 3aI1aCOB
2. OcHOBHBIE TpeOOBaHUS JTOTUCTUKU
3. OdbopmiieHue MyTEeBOro JHUCTA.




BUJIET Ne4
1. B3auMoCBs3b ynpaBlieHUs 3amacaMy ¢ APYTUMH (PYHKIUSIMH JTOTUCTUKA
2. OTBETCTBEHHOCTb 32 HapyIICHHE MPABUII O(OPMIICHHS IIEPBUYHBIX JOKYMEHTOB
3. Opopminenne cuera-GpakTypbl

BUIET Ne5
1. B yeM oTiim4ymre NOHATUMN «JIOTUCTUYECKUH HEHTP» U «PACHPEACIUTEIbHBIN HEHTP»?
2. JIOKyMEHTBI Ha aBTOMOOMJIb ¥ BOJUTEIIS JUIsl OCYIIECTBIICHUS TPY30MEPEBO3KH (CO CTOPOHBI
TPAHCIIOPTHOM KOMITAHUH
3.0dopmieHne 10BEPEHHOCTH

BUJIET Ne6
1. IlpaBuna pacupenenuTeaIbHON JTOTUCTHKU

2. JlIokyMeHTBI, UX QYHKIIUH U KIacCu(DUKAIISL
3. XKypHan yuera UCroIb30BaHUS aBTOMOOMIIBHBIX TPAHCIOPTHBIX CPEICTBA

BUJIET Ne7
. Knnaccugukarus 10KkyMEeHTOB B JIOTUCTHKE.
. Cucrema JOKyMEHTAIL[MIOHHOT'O KOHTPOJIS 3aI1acoB.
3. IlpaBuiia 3a110JJHEHUS] TAMOKEHHOMU JEKIIapaluHy.

N —

BUJIET Ne8
. UTHpopMaLnoHHbIE TOTOKHU B JIOTUCTUYECKON CUCTEME.
. JJIokyMeHTaIMOHHO€E 0OecreyeHne MyIbTUMOJAIbHBIX IEPEBO3OK.
3. IIpaBuiia 3am0JIHEHUS KEJIE3HOA0POKHOU TPAHCIIOPTHOM HAKJIAJHOM.

N —

BUJIET Ne9
. OCHOBHBIE COCTaBJISIIOIINE JJOTUCTUUECKON CHCTEMBI.
. JlokyMeHTalMoHHOe o0ecrieueHne yIpaBIeHNs 3aKa3aMu.
3. OcHOBHBIE PEKBU3UTHI aKTa BHITIOJHEHHBIX PadoT.

N =

BUWJIET Nel0
1. ITnanupoBanue 3akynok. Ciy6a 3aKynoK Ha IpeANpUsITUN
2. BHyTpeHHHUe TOKYMEHTHI CKJaa
3.0dopmiieHre TOBapHO-TPAHCIIOPTHOW HAKJIaJHON

BUWIET Nell
1. Jlenonmpou3BOACTBO Ha CKIIae
2. Knura perucrpanuu J10KyMEHTOB, CAAHHBIX JIMI[OM, OCYIIECTBISIOMINM
[IEHTPAIM30BaHHYIO IOCTABKY U 3aBO3 MPOMYKIIHH.
3. OdopmieHne myTeBoro JIMCTa

BUJIET Nel2
1. JlokyMeHTbI, PUKCUPYIOLIUE YCIOBUS TPAHCTIOPTUPOBKHU I'PY30B.
2. Knaccugukamus TOKyMEHTOB B JIOTUCTHKE.
3. IlepedyeHb JOKYMEHTOB MPU MOPCKHUX MTEPEBO3KAX.

BMJIET Nel3



. OCHOBHBIE COCTaBJISIOLINE JIOTHCTUYECKONW CUCTEMBI.
. JlokyMeHTallMOHHOE 00eclieueHne YIpaBIeHUs 3aKa3aMu.
3. OCHOBHBIE PEKBU3UTHI aKTA BHIIIOJHEHHBIX PadoOT.

N —

BUJIET Nel4
. Bupl TpaHCIOPTHBIX MTEPEBO30K IPY30B.
. Knnaccudukanus TOKkyMEHTOB B IOTUCTUYECKON JACSITETLHOCTH.
3. IIpaBuna oopmiieHnss KOHOCAMEHTA MPU MOPCKUX MEPEeBO3KaXx.

N —

BWJIET NelS
. Knaccugukanus rpy3os.
. Odopmienne TOBapHO-TPAHCIIOPTHON HAKIIATHOM
3. JIokyMEHTOOOOpOT IPU 3aKyTIKE

N —

BUJIET Nel6
. Jloructrueckue GyHKIUU, TPEOYIOIIHE JOKYMEHTAlHOHHOTO O(OPMIICHHUS.
. loxymeHTanmoHHoe 0(hOpMIICHHE 3aKa30B.
3. IIpaBuna oopmiieHUs: KBUTAHILIUU O IIPHEME Ipy3a.

N —

BUJIET Nel7
1. ®uHaHCOBBIE TOTOKH B JIOTUCTHKE
2. Uctopus pa3Butus noructuku B Poccun
3.0¢dopmiienue akTa npuema-nepeaavu

BUJIET Nel8
1. Ponp cucteMsl IITPUX-KOAUPOBAHHUS B JIOTHCTHKE.
2. JIokyMEHTOOOO0POT B OT/IeIe CHAOKEHUS
3. BHyTpeHHue (popMbl OIIEHKU IIEPEBO3YHUKA.

BUWJIET Nel19
. Buapl H”HQOPMAIIMOHHBIX CUCTEM B JIOTHCTHKE.
. JJoKkyMeHTaIMoHHOe 0OecreueHrne aBTOMOOUIIbHBIX IEPEBO30K (BHYTPEHHHUX ).
3. IIpaBuiia 3amoJIHEHUs] KOPELIKa JOPOKHOU BETOMOCTH.

N —

BUJIET Ne20
1. CepBHCHBIE TOTOKHU B JIOTUCTUKE
2.J10kyMeHTOO0OpOT B POU3BO/ICTBE
3.0dopmieHne TOBapHO-TPAHCTIOPTHON HAKJIATHOM

6.2. Bpemsi Ha IOATOTOBKY M BBINIOJIHEHHE:

noaroroBka 30 wmuH.;
BBIIIOJTHEHUE _ 4Yaca __ MHH.;
oopmienue u cnaua MUH.;
BCETO qaca MUH.

6.3. [lepeyeHb 00HEKTOB KOHTPOJISI M OLIEHKU
Kpurepuu BreicTaBiaenus nuddepeHIUPOBAHHOIO 3a4eTa.




Onenka «5»: CBOEBPEMEHHO CJIaHbl OTYETHI O BBIMOJIHEHUM BCEX IMPAKTHUYECKHUX, CAMOCTOATEIbHBIX
paboTt, cpeHUi 6ajll O pe3ysibTaTaM BBIIOJIHEHUS IPAKTUYECKUX paboT «5», IPAaBUIIBHO JaH OTBET
Ha BOIIPOC.

OneHka «4»: CBOEBPEMEHHO CAAHbI OTUETHI O BBIMOJIHEHUHM BCEX MPAKTUUYECKUX, CAMOCTOATEIbHbIX
pabot, cpeaHuii Oamt Mo pe3yapTaTaM BBIMOJHEHHS MPAKTUYECKHX PaboT «4», BO BpeMsl OTBETa Ha
BONpPOC OBLIM JOMYLIEHbl HECYIIECTBEHHbIC OLIMOKH, HE MPOTUBOpPEYAIME€ OCHOBHBIM MOHATHSIM
JUCLUIUINHBI.

OneHka «3»: CBOEBPEMEHHO CAaHbl OTUETHI O BBIMOJIHEHUH BCEX NPAKTUYECKUX, CAMOCTOSATENIBbHBIX
paboT, cpegHuWii Oamr MO pe3yabTaTaM BBIMOJTHEHHS MPAKTHUYECKUX padoT «3», BBIMOIHEHO
IPaKTUYECKOe 3aJaHue, BO BpeMs OTBETa Ha BOINPOC, ObUIM JOIYLIEHbl OUIMOKH, IPOTUBOpPEYAIIE
WIN MCKAXKAIOIINEe OCHOBHBIC MOHATUS TUCIMILIMHBI, HO BEpPHO OBLIT JaH OTBET HA JOTIOJIHUTEIIbHBINA
BOIIPOC.

Onenka «2»: He caaHbl OTYETHI O BHIIOJHEHUH MPAKTUYECKUX, CAMOCTOSITENBHBIX padoT (BceM WU
HECKOJIbKUM), 00yJaroIuiCs He CMOT OTBETUTh Ha OCHOBHOM U JONOJIHUTENIBbHBIA BOIPOCHI.

Pe3yabTaThl 00yueHus OueHku
Iloka3aTenu oueHKHU Pe3yJbTATOB
(ocBOCHHBIC YMEHMUS,
o0yueHust
YCBOCHHbIE 3HAHMS)
V1 - opopMIIATH OpraHu30BbIBaTh COOCTBEHHYIO 13 - «5»
JIOKYMEHTALUIO0 B JeSITeTIbHOCTD, BEIOMPATH TUITOBBIE IB—-56
COOTBETCTBUU c METOJIbI ¥ CIOCOOBI BHITIOJTHEHUS 2B -56
HOPMAaTHBHOMN 0a3oii, poeCCHOHANIBHBIX 3a]1a4, OIIECHUBATh 38—30
UCIOJIb3YS] UH(POPMAI[MOHHBIE uX 3 (PEeKTUBHOCTH U Ka4€CTBO
TEXHOJIOTHH 1
V2- ocymiecTBiIsTh Biianenue HaBbIKaMH MCIIOJIb30BaHUSA 1
aBTOMaTH3alMI0 00pabOTKH TOTOBBIX KOMIIBIOTEPHBIX MTPOTrpamMMm
JIOKYMEHTOB
V3- yaudunupoath Opranuzanys yHUQUKaAIUU 1 1
CUCTEMBI JIOKYMEHTAIIHH; cranaaptusauuu. [lonnmanue cucreMsl
JIOKYMEHTAIH, €€ IPU3HAKOB.
V4- ocymiecTBiATh XpaHEHUE U IlocTpoeHust U CTPYKTypa CHCTEMBI 1
MOMCK IOKYMEHTOB; 3JIEKTPOHHOI'0 IOKYMEHTO000pOTa
V.5- HCII0JIb30BaTh Opranu3oBbIBaTh T0KYMEHTOO00OPOT B 1
TEJIEKOMMYHUKAllHOHHBIE paMKax y4acTKa JOTUCTHYECKON
TEXHOJIOTUM B 3JIEKTPOHHOM CUCTEMBI.
JIOKYMEHT0000pOoTe
JAY6- popmupoBats apxuB BeneHunst 3neKTpOHHOTO apXuBa 1
JIOKyMEHTOB KakK B AIIEKTPOHHBIX IOKYMEHTOB. Biianenue
AIIEKTPOHHOM BHUJIE, TaK U Ha HaBbIKaMU HCIOJIb30BaHUS TOTOBBIX
OyMaKHBIX KOMITBIOTEPHBIX TPOrPAMM
HOCUTEJISIX.
3.1- monsaTHe, 11eIH, 3a0a9H U Perucrpanus 1o0KkyMeHTOB 11t 1
NPUHIANBI AEJTONPOU3BOACTBA; | OCYLIECTBICHUA KOHTPOJIA HAll X
VCIIOJIHEHUEM
3.2-0CHOBHEBIE ITOHATHS [ToHnmanue onpeneaeHnii OCHOBHBIX 1




AOKYMCHTAIITMOHHOT'O
oOecrnieueHus ynpaBIeHUS;

TEPMHUHOB: JOKYMEHT,
JIOKYMEHTHUPOBaHUE, aBTOP JOKYMEHTA,
opUIIMATBHBIN TOKYMEHT, JTUYHBIN
JIOKYMEHT.

3.3- cucTeEMBI

ITonnmanue onpez[eneHHﬁ OCHOBHBIX

JIOKYMEHTAallHOHHOT'O TEPMUHOB: MOKYMCHT,

0BeCTICUCHNS YIPABICHHS:; JOKYMEHTHUPOBAaHUE, aBTOpP JAOKYMEHTAa,
opULMANBHBIA  JOKYMEHT,  JHYHBIA
JIOKYMEHT.

34 - xnaccupuKammo UCIIOJIb30BATh

JOKYMCHTOB;

TEJIEKOMMYHHUKAI[IOHHBIE TEXHOJIOTUHU B
HJIEKTPOHHOM JIOKYMEHT0000pOTE

35 - TpeGoBaHuUs K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB;

OO6pabaTbIiBaTh TEKCTOBYIO U
TaOJIMYHY0 HH()OpPMAIIHIO;
UCIIOJIB30BAaTh JICTIOBYIO rpaduKy U
MyJIbTUMEIHA-UH()OPMALIHIO; CO3/IaBaTh
NIPE3CHTAINH;

36 - opranu3zanuo
JIOKYMEHTO000pOTa, MPHEM,
00paboTKy, pEeTUCTPAIIHIO,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIATypy
el

BJIaIIeHI/Ie HaBBIKaMH HMCIIOJIb30BAaHU
I'OTOBBIX KOMIIBIOTCPHLBIX ITPOTI'paMM

J37 - aneKTpoHHBIN
JOKYMEHTOOOOPOT: €
KOHTpareHTamH,
KOHTPOJIHMPYIOIUMHU
OpraHu3anusMu, (UHAHCOBBIMU
OpraHu3aLUSAMH.

OO0paboTKH BXOASIIUX U

UCXOJISAIINX JIOKYMEHTOB,
CHUCTEMaTH3allMK UX, COCTABICHHH
HOMEHKJIATYphI Jed U (OPMHUPOBAHUS
JIOKYMEHTOB B Jieia

6.4. Ilepeuens MaTepuanoB, 000pyA0BaHUA M MHPOPMAIMOHHBIX HCTOYHUKOB, HCIIOJIb3YyEeMBbIX

B aTTECTALIUHU:
OcHOBHBbIC MCTOYHHUKH:




1 TIpakTHKyM MO OPraHU3ANMOHHOMY U IOKYMEHTAlIMOHHOMY 00ECIEUCHHIO JeSTEIIbHOCTU
opranuzaiuu. yueonoe mocooue / M. B. Jlapuonosa, U. E. Cadponosuu. ExarepunOypr: M3a-Bo
Poc. roc. mpod.-men. yu-ta, 2019. 206 c. URL: http://elar.rsvpu.ru/ 978-5-8050-0683-9. Tekcr:
anextporHsid. ISBN 978-5-8050-0683-9

2 Jlenonpou3BOJACTBO H  JOKYMEHTOOOOPOT B  CHUCTEME TOCYAAapCTBEHHOTO H
MYHHITUIIAJILHOTO YIpaBieHus : y4eo.-meroa. mocooue / E. B. 3aiineBa, H. B. ['onuapoBa ; M-Bo
oOpa3zoBanus u Hayku Poc. @enepauuu, Ypaiu. ¢exnep. yu-t. — ExarepunOypr : U3a-Bo Ypain. yH-Ta,
2017. — 178 c. ISBN 978-5-7996-2233-6

3 JlokymeHTalMoOHHOE OOecreueHrne ypaBiieHHs (C OCHOBaMU apXUBOBEICHUS) : 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 JIokyMEHTallMOHHOE OOecCIieueHne yIMpaBlIeHUs (IEIOMPOU3BOJCTBO) : yuebd. mocodue /
T.A. beixoBa, T.B. Kysnenona, JI.B. Cankuna ; nox oom. pen. T.B. Ky3nemosoit. — 2-e u3sn.,
nepepad. u gomn. — MockBa : UH®PA-M, 2018. — 304 c. + Jlon. mMarepuansl [DIEKTPOHHBIN
pecypc; Pexxum moctyna: https://new.znanium.com]. — (Cpennee npodeccuoHaabsHOoe 00pa3oBaHue).
- ISBN 978-5-16-013913-5.

Z[OIIOJIHI/ITQJII)HLIQ HCTOYHUKMU:

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

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

3 KazakeBuy, T. A. JlokyMeHTallMOHHOE OOECIEUEHUE YIPABICHUSA: YUCOHUK U IPAKTUKYM
Ui cpeaHero npodeccuonanabHoro obpazoBanus / T. A. Kazakesuu, A. U. Tkanmnuy. — 2-e u3n.,
ucrip. U jmon. — MockBa: M3marensctBo IOpaiit, 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  moOpTall 00  DJEKTPOHHBIX  CHCTEMax
JOKYMEHTAlHOHHOTO 000pOTa.

3 http://workpaper.ru — caiit «J[oKyMeHTOOOOPOT W JIeIONPOU3BOACTBO». http://www.delcomp.ru —
cailT «Jlemonpon3BoacTBO Ha KoMIbroTepey». http://www.garant.ru — cripaBo4Has mpaBoBasi CHCTeMa
«["apaHT)®.

Pa3paborumuk:

I'TIOY KMT MpenoaaBaTelb A.T'". Kompuypuna

(mMecTo paboThI) (3aHUMaeMasi TOJKHOCTb) (MHULMANBL, aMUIIHs)



