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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1 | Llenpro AUCIMIUTMHEI ABIAETCS (POPMHUPOBAHHE 3HAHUH y 00YJarONINXCS B 00JIACTH JOKYMEHTHPOBAHHS H OCHOBAMH
opraHu3aiuu paboThl ¢ OPraHU3AI[OHHO-IIPABOBBIMHU, PACIIOPSIUTEIBHBIMH, CIIPABOYHO-HH(OPMAIMOHHBIMUY,
TPYIOBBIMHU JIOKYMEHTAMH IPEANIPUATHS C UCIIOJIb30BAHUEM COBPEMEHHBIX aBTOMAaTH3MPOBAHHBIX TEXHOJIOIHH.

2. MECTO JUCHUILITUHBI (MOAYJISA) B CTPYKTYPE OBPA30OBATEJIBHOU ITPOI'PAMMBI

Iuxn (paznpen) OIT: | OT/1.01

3. KOMIIETEHLMY OBYYAIOIETOCS, POPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLUATLINHBI
(MOZYJIST)

[K-5 CnocobeH mpoBoAUTh YKOHOMUYECKHUE UCCIEA0BaHNS Ha OCHOBE HCIIOIB30BAHUS MIEPEIOBBIX HH()OPMAIIOHHBIX TEXHONIOIHI
Y BBIYHCIIUTEIBHBIX CPEJCTB

TIK-5.2 Ucnonb3yeT nHGOpMALMOHHBIE TEXHOJIOTUU U BEIYUCIUTENbHBIE CPEACTBA B YIPABICHUH OpTaHU3aMEH sl TOBBIIICHHUS
3¢ eKTUBHOCTH ee PabOTHI IO CPABHEHUIO C TIEPEAOBBIMU OPTraHU3aLMIMH, BHITYCKAIONIMX aHAJIOTHYHYIO IIPOAYKIHIO

40.049. lIpodeccuonanbusbiii crangapt "CIIEHUAJUCT IO JJOTUCTHUKE HA TPAHCIIOPTE", yrBep:kaéHHbIi
npukazoM MuHHCTEPCTBA TPYAA U colUaIbHOM 3ammuThl Poccuiicko Menepauun ot 8 centsiops 2014 r. N 616n
(3aperucrpupoBad Munucrepcrsom octunnu Poceniickoii ®@enepanun 26 cenrsiopst 2014 r., perucrpannonnniii N 34134)

TIK-5. B. Opranuszanus npouecca NepeBo3KH I'py3a B LIEIHU IOCTABOK
B/01.6 Opranusauys JIOTHCTUUECKON AESTEILHOCTH 10 MEPEBO3KE IPY30B B IIEMH IIOCTABOK

TIK-5. B. Opranuzanus npoiecca nepeBo3Ky rpy3a B IIEMH TOCTaBOK
B/02.6 Opranun3zarus paboTs! ¢ TOAPSAIYHNKAMHI HA PHIHKE TPAHCIIOPTHBIX YCIYT

B pe3yabTarte ocBoOeHUS TMCUUIIMHBI (MOAYJIs1) 00y4YaloIuiics J0/KeH

3.1 (3HaTh:

3.1.1 | IIpaBmira, HOpMATUBBI M CTAHIAPTHI COCTABJICHUS U O(POPMIICHUS CITy)KEOHON TOKYMCHTALUH, C HCIOJIB30BAaHUEM
CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTa

3.2 | YmeTh:

3.2.1 | CocTaBisTh 1 O(I)OpMJ'IﬂTL BCC BUABI JOKYMCHTOB, IPUMCHACMBIX B praBJ'IeH‘«IeCKOfI JACATCIBHOCTU C YYETOM UX
Ha3sHAYCHUA C UCIIOJIB30BAHUEM CUCTEMBI DJICKTPOHHOI'O IIOKyMeHTOO60pOTa

3.3 | Banagern:

3.3.1 | HaBBIKAMH JOKYMEHTAIEHOTO O(OPMIICHHS PEIICHUH ONepanioHHON (IIPON3BOACTBEHHON) IESATEIHHOCTH C
HCTIONBF30BAHMEM CHCTEMEBI AIEKTPOHHOTO IOKYMEHT0000pOoTa

4. CTPYKTYPA U COAEP KAHUE JUCIUIIJIUHBI (MOAYJIS)

Kon HaumeHoBaHue pa3iesioB U TeM /BUJ 3aHATHSA/ Cemectp | Yacos | IIpumeuanue

3aHATHS / Kypc

Pa3pen 1. CucreMsl 3JIEKTPOHHOTO 10KYMEHT0060pPOTa

1.1 Tema 1. MicxomHbIe TOHATHS HHPOPMAIIMOHHBIX CUCTEM YIIPABICHHS 2 2
nokymeHToobopotom. /JIex/ /Cp/

1.2 INonsTie MH(OPMAIIMOHHBIX CHCTEM YIIPABICHHS 2 2
nokymeHtoobopotom. /IIp/ /Cp/

1.3 Tema 2. CocTaB peKBU3UTOB M BUJIbI OJIAHKOB OpraHU3aI[MOHHO- 2 2

pacniopsautenbHBIX qokyMeHToB 'OCT P 6.30-2003. OdopmicHre peKBU3UTOB
nokyMeHToB. /JIex/ /Jlex/

1.4 OunOku B S3BIKE M CTUIIE JIENOBOH nokymeHtarmu. /IIp/ /Tlp/ 2 2

1.5 Tema 3. OdopmiieHue OpraHM3aIUOHHO-TIPABOBBIX U PACTIOPSTUTEILHBIX 2 1
nokymeHTOB. /JIex/ /Jlex/

1.6 OpraHu3aIMoHHO-pacIopsAnTENbHbIE ToKyMeHTHI. /IIp/ /TIp/ 2 1

1.7 Tema 4. Odopminenue cirykeOHBIX MHCEM H IPYTUX ONEPATUBHO- U CIPaBOYHO- 2 1

HnHGPOPMALHOHHBIX JOKYMEHTOB. OdopMIIeHHE JOKYMEHTOB I10 TPYAOBBIM
IpaBoOTHOIIEHMAM. /JIex/ /JIex/

1.8 OdopmieHne ciry)KeOHBIX ITICEM, ONIEPaTHBHO- CIIPAaBOYHO-HH()OPMAITHOHHBIX 2 1
noxymentos /ITp/ /TIp/

1.9 Tema 5. Opranu3zanyst ”HGOPMAITMIOHHONW CUCTEMBI YIIPaBICHHS 2 1
nokyMeHToobopoToM. /JIex/ /Jlek/

1.10 HudpopmanmonHas cucteMa yrpasieHus JokymenTooooporom. /Tp/ /TIp/ 2 1

1.11 Tema 6. ABTOMaTH3a1Ms COCTABICHUS AIEKTPOHHBIX JOKYMEHTOB U MPOLIECCOB 2 1

BBOJIa MIOTOKOB BXOMSIIMX TOKyMeHTOB. /JIex/ /Jlek/




1.12 CocTaBiieHre 3MeKTPOHHBIX JoKyMeHTOB. /I1Ip/ /TIp/ 2 1
1.13 Tema 7. Opranusarysi CACTEMBI JICKTPOHHOTO J0KyMeHToo0opoTa /Jlek /Jlex/ 2 1
1.14 Mapupytuzarus gfokymerTonorokos. /IIp/ /Tlp/ 2 1
1.15 Tewma 8. VipasneHue 1okyMeHTo000poTOM B pemeHusx SAP /Jlex/ /Jlex/ 2 1
1.16 Mognens pemennst SAP. /Tlp/ /Tlp/ 2 1
1.17 Ioaroroska k nekuusim /Cp/ 2 4
1.18 IToaroroBka K MpaKTHYSCKUM 3aHATHIM /Cp/ 2 8
1.19 KonrtakThsie yace! Ha arrecTaruio /KA/ 2 0,25
1.20 OpraHu3almoHHO-TIPaBOBas JOKYMEHTAIINs, ONlepaTiBHast, HH(GOpMAIIMOHHAS, U 2 18
JpyTasi OpraHu3aIloHHO-cipaBoyHast nHpopmanwms /Cp/
1.21 ABTOMAaTH3aIHSI B COCTABJICHUH JICKTPOHHBIX JIOKYMEHTOB H IIPOIIECCOB BBOJIA 2 13
noxkymenTaruu /Cp/
1.22 Ioxnroroska k 3auery /Cp/ 2 8,75

5. OHEHOYHBIE MATEPHAJIBI

OreHOYHBIC MaTEePHANIBI TSI IIPOBEICHUS IIPOMEXKYTOYHOH aTTeCTaluy 00yJaloIuXCsl IPUBEACHB! B MPIUIOKEHIH K

paboueil mporpaMMe JUCHUIIIUHBL.

@DopMBI B BHIBI TEKYIIETO KOHTPOJS IO AUCHUIUTHHE (MOIYIIO), BUABI 3aIaHUH, KPUTEPUH UX OLICHHBAHMS,
pacmpeneneHre 0aIoB 0 BUIAM TEKYIIEro KOHTPOJIS pa3padaThIBAalOTCS MPETOAaBaTeNIeM JUCIUIUIMHEI C YISTOM €€ CIICIH(UKH U

JIOBOZATCS 10 CBEACHHS 00YJaIOIIUXCS HA IIEPBOM YueOHOM 3aHSTHH.

OHOC.

Texkymuii KOHTPOJIb YCIIEBAEMOCTH OCYILLIECTBIISIETCS MpernojaBaTesieM AUCUUIUIMHBI (MOIYIsl) B paMKaX KOHTaKTHOU
paboTBI M CaMOCTOSITEBHON paboThl o0y4datormmxcst. JInst pukcupoBaHUs pe3yabTaTOB TEKYIIETO KOHTPOJIST MOKET HCIIONTB30BATHCS

6. YAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOIYJISA)

6.1. Pexomenayemas JiuTepaTypa

6.1.1. OcHoBHas 1UTEpPaTYypa

ABTOpBI, COCTABUTENU 3arnaBue Nznatensc On. aapec
TBO, FOJL
JI1.1 | AntyxoBa H.®. u 1p. | CuCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA. MockBa:  //www.book.ru/book/931
KuoPyc,
2019
JI1.2 |Iyeanosa H. H., OCHOBBI JICJIOMPOU3BOACTBA. SI3BIK CIY)KEOHOrO TOKyMEHTA: Mocksa:  [tps://urait.ru/bcode/4390(
HBanosa A. 1O. VYaeOHUK U PaKTHKYM IOpaiir,
2019
6.1.2. JlonosiHuTEIBHAS JIUTEPATYpa
ABTOpBI, COCTABUTEIIH 3arnasue W3pnarensc On. aapec
TBO, TOXL
JI2.1 |Beperexuna C.B. JucTanmmonHsIi Tpyn. OpraHu3anus IeKTPOHHOTO Mocksa:  //www.book.ru/book/934
JIOKyMEHTOO0OpOTa B KaJpOBOM JIETIOIPOM3BOICTBE: Pycaiinc,
Mouorpadus 2020




ABTOpBI, COCTaBUTEIH 3arnaBue W3natensc Omn. agpec

TBO, 0L
J12.2 | Cokonosa O.H., JlokyMeHTaIMOHHOE 00eCIIeYeHUE YITPABICHUS B MockBa: //www.book.ru/book/932
Axumoukuna T.A. OpTraHU3alMu. KnoPyc,
2020

6.2 UndopManmoHHbIE TEXHOJIOTHH, HCIOJIb3yeMble NMPH 0CYLIeCTBJIEHUH 00pPa30BaTeIbLHOI0 Npouecca no AUCHHUILINHE
(Mony.110)

6.2.1 IlepevyeHb JUIIEH3MOHHOTO U CBOOOHO PACIPOCTPAHSEMOI0 MPOrPaAMMHOT0 00ecrneyeHust

6.2.1.1]1. 7-zip
6.2.1.2]2. Adobe Reader
6.2.1.3]3. IrfanView
6.2.1.4 4. Microsoft Office 2010 Professional
6.2.1.5]5. Microsoft Office 2013
6.2.1.6|6. Microsoft Office 2013 Professional
6.2.1.7|7. Microsoft Office Professional Plus 2013
6.2.1.8 8. Microsoft Office Professional Plus 2016
6.2.1.919. Microsoft Windows 10 Pro
6.2.1.1]10. Microsoft Windows 7
0
6.2.1.1]11. Microsoft Windows 8
1
6.2.1.1]12. Microsoft Windows 8.1
2
6.2.1.1]13. Microsoft Windows Professional 8
3
6.2.1.1]14. Microsoft Windows Professional 8 Russian
4
6.2.1.1]15. OpenOffice 3.1
5
6.2.1.1]16. Kommekt IO Microsoft
6
6.2.1.117. Antusupyc Kacnepckoro
7

6.2.2 Tlepeyens npogeccHOHATBHBIX 023 JAHHBIX U UHGOPMANMOHHBIX CHIPABOYHBIX CHCTEM

6.2.2.1 | UacopmarmonHas cripaBogHas cucrema "Tapant” http://www.garant.ru

6.2.2.2 | UadopmarmonHas cripaBogHas cucrema "KoncynsrantlIimoc” http://www.consultant.ru

6.2.2.3

6.2.2.4 | baza naHHBIX «MaKpOIKOHOMHUKA» - HH(OOPMALHOHHO- aHATUTHYECKUH paszen oduinansHoro caiitra MUHHCTEpCTBA
¢unancoB PO http://info.minfin.ru/prices_index.ph

6.2.2.5 | MYJIbTUCTAT — MHOro)yHKIIMOHATILHBIN cTaTUCTHYECKHA TopTtai http://www.multistat.ru/?menu_id=1

6.2.2.6 | baza nannbix «bubnuoreka yrnpapiaeHus» - Koprnopatusasiii MeHemxkMeHT https://www.cfin.ru/rubricator.shtml

6.2.2.7 | ®enepanbHblii 00pa3oBaTebHbIN mopTan «dkoHomuka Counosnorust MeHemxmenT» http://ecsocman.hse.ru

6.2.2.8 | ba3a nanHBIX «MHpOBas SKOHOMHKA)» — HH()OPMAIIHOHHO-aHATUTHYECKUH pa3/ien opHIIHaIbHOro caiTa MUHHCTEpCTBA
¢unancoB P® http://info.minfin.ru/worldecon.php/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJISA)

7.1 | YaeOHbIe ayqUTOPHH AJIsl IPOBEACHUS 3aHATHH JEKIIMOHHOTO TUIIA, YKOMIUIEKTOBAaHHbIE CIIEIIMATH3UPOBAHHONW MeOebio
U TEXHHYECKUMH CPEICTBAMH OOYYCHUS: MyJIbTUMEIUHHOEC 000PYIOBaHUE TS IPEIOCTABICHUS yIeOHON HH(pOpMaLUH
OOJIBIIION ayTUTOPHUH H/WITH 3BYKOYCHITHBAIOIIee 000pyI0BaHHE (CTAI[OHAPHOE MITH ITEPEHOCHOE).

7.2 | YaeOHbIe ayAUTOPHH IJIsl IPOBEACHHUS 3aHATHH CEMUHAPCKOT0 THIIA, TPYIIIOBBIX M HHAUBUIYalIbHBIX KOHCYJIbTALlUH,
TEKYIIETO KOHTPOJISL M TPOMEKYTOUHOH aTTeCTAINH, YKOMIUIEKTOBAaHHEIE CIICIIHATN3NPOBAHHON MEOENbI0 1
TEeXHHYECKUMH CPEICTBAMU O0yUIEHHS: MyIbTUMEUIHOE 000pYIOBaHNE 1/MITH 3ByKOYCHIIHBAIOIee 000pyIOBaHNE
(cTanimoHapHOE WM TIEPEHOCHOE).
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[TomenieHust I CAaMOCTOSATENBHOM PabOThI, OCHAIIEHHBIE KOMIBIOTEPHON TEXHUKOHN ¢ BO3MOXXHOCTBIO TIOAKIIOYEHUS K
cetu "MHTEepHET" M 0OECIIeYeHHEM IOCTYIIA B AIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy YHHBEPCHUTETA.

7.4

INomemtenust A XxpaHeHHUs U MPOGUIAKTUIECKOTr0 00CITyXUBaHUS Y4eOHOTO 000PYJOBAHUSL.




[Ipunoxenue
K pabodeii mporpaMMe AUCIHUILTAHBI

OLIEHOYHBIE MATEPHAJIBI VIS TPOMEKYTOUYHOM ATTECTALIUA
MO JUCLHHUIUIMHE (MOJY.JIIO)

CUCTEMDBbI DJEKTPOHHOI'O JOKYMEHTOOBOPOTA

(HaUMEHOBaHUE TUCIUTUIHHBI/ MOYIIS)

Hanpasnenue moaroToBku / crieuaibHOCTh

38.03.02 MeHemKMEHT

(k00 u HaumeHnosanue)

Hampasnennocts (nmpoduis)/ crienuanuzanys

Jloructuka

(HauMeHOBaHUE)



Conepxxanue

[TosicuuTenpHas 3anuCKa.
THUIOBBIE KOHTPOJIBHBIC 3aJaHNS UM UHBIE MaTEpUAIbI JJIs OLICHKU 3HAHUH, YMEHUH, HABBIKOB
U (WJIM) OTIBITA ICATEIILHOCTH, XapaKTEPU3YIOIIUX YPOBEHb C(HOPMUPOBAHHOCTH KOMITETECHIIUH.

Meroauueckue Marepuainbl, ONPEACIIOINIME IPOUEAYpPY W KPUTEPUU  OLCHUBAHMS
c(OPMHPOBAHHOCTU KOMITETCHIIUI TPH MPOBEJCHUN TIPOMEXYTOUYHON aTTECTAlNH.



2. IosicHUTEJIbHAA 3aNHMCKA

[lens DPOMEXYTOUHOM aTTECTallMM — OLEHUBAHUE IIPOMEXKYTOUYHBIX M OKOHYATEIbHBIX
pe3yabTaToOB O0YYEHHUs MO TUCHMIUIMHE, 00ECIIEUNBAIONINX JOCTIKEHHE IUIAHUPYEMBIX Pe3yIbTaTOB
OCBOEHHA 00pa30BaTEIILHON MIPOrPaMMBI.

@DopMBbI TPOMEKYTOUHOM aTTeCTAIIH:

Ounas ¢popma oOyueHHs — 3a4eT 2 cemecTp.
OuHo-3a04uHas Gpopma 0OydeHHUS — 3a4eT 2 ceMecTp.

[lepeuens KomMneTeHIUH, GOPMUPYEMBIX B IIPOIECCE OCBOCHUS TUCIUTUIAHBI

KOJI 1 HAMMCHOBAHUC KOMIICTCHIINH

KOL[ HHAWKAaTOpa JOCTHXKCHUA KOMIICTCHI NN

MNK-5: CnocobeH

ncenenoBaHuUA Ha OCHoBe

BblHNC/ZTUTENIbHBIX CPEACTB

nposoanUTb 3KOHOMUYECKUE
MCNoab30BaHNA | K
nepeanosbix VIH(I)OpMaLI,VIOHHbIX TEXHONIOTUIA U

BblHUCNINTENIbHbIE

paboTbl no
OpraHusaumamu,

NPOAYKLMUIO

MK-5.2: Mcnonb3yeT MHGOPMALMOHHbIE TEXHOIOMNU
cpeactea B
opraHmMsauunen ana nosbiweHUA 3PpPeKTMBHOCTU ee
CpaBHEHUIO C

BbIMYCKaOLLMX

ynpasneHuu

nepegosbiMmn
adHaN0rnM4yHyto

P€3yJIBTaTI>I O6yIICHI/I$I Mo JUCHUIINIMHE, COOTHCCCHHBIC C INIAHUPYCMbIMU
pe3yjibTaTaMu OCBOCHUS O6p330B8.TCJ'IBHOI>i IMporpaMmbl

Kon nnnukaTopa qOCTHXEHUS

PesynbTarsl 00ydeHus no

OI_ICHO‘IHBIe MaTCpHraJbl

nepesosbiMu
BbIMYCKaOLWMX

npoAayKLM1Io

OopraHusaumamu,
aHaNOIMNYHYIO

KOMICTCHIMH IHACLAILUINHE (cemectp 6/8)
MK-5.2: Wcnonbsyet | OOyuarommiicss  3HaeT: Mpasuna, | Bompocer (Ne 1-5)
MHGOPMALMOHHbIE TEXHOOTUN U | HOPMATUBbI U CTaHAAPTbI COCTaBAEHUA
BbIUMC/INTENbHbIE CPeacTBa B | u odopmneHns cnyxxebHoM
ynpas/ieHWW opraHusauuen Aaa | JOKYMEHTaLUMKW, C WCMNO/b30BaHMEM
nosbileHna 3PpPHEKTUBHOCTM ee | cucTembl 3/NIEKTPOHHOrO
paboTbl MO  CpaBHEHUIO  C | AOKYMeHToobopoTa

OO6yuatomuiics ymeeT: CocTaBaath
opopmnATb BCe BUAbI AOKYMEHTOB,

Bamanust (Ne 1-3)

NPUMEHAEMbIX B  YNpaBAeHYecKoW
AeATeNbHOCTU c yyeTom nx
Ha3Ha4YeHus C  MCMNo/sib30BaHMEM
cucTemsl 3/1EKTPOHHOI0
AOKYMeHTO0b0opoTa.

OO0yJarmuiicss BIAJICET: HaBblKamm
AOKYMEHTaNIbHOTO opopmsieHus
peLeHni onepaLmoHHOM

(npousBoAcCTBEHHOW) AeATEeNbHOCTU C
MCMNONb30BaHNEM cUCTeMbI
3N1eKTPOHHOTO AOKYMeHToobopoTa.

Bamganust (Ne 1-3)

[TpomexxyTouHast aTTecTanus (3a4eT) MPOBOAUTCS B OJHOM U3 CIIEAYIOIMUX (opM:

1) cobecenoBanue;

2) BeinonHenue 3aganuil B OMMOC YHuBepcurera.




2. Tunosbie! KOHTPOJILHbIE 32JaHUSA WJIH HHbI€ MATEPHAJIBI /IS OLEeHKH 3HAHUI, yMEHMIA,
HABBIKOB H (MJIM) ONBITA AeSITEJIbHOCTH, XaPaAKTePU3YIOIINX YPOBEHb C(PDOPMHPOBAHHOCTH

KOMIIeTeHI M

2.1 TunosBblie BOIIPOCHI (TeCTOBLIe SaHaHI/Iﬂ) AJisi OHCHKHU 3HAHUEBOT 0 06pa30B3TeJ’ILHOF0

pe3yJabTara

[TpoBepsiembIii 00pa3zoBaTEIbHBIN pe3yabTaT

Ko n HanmmeHoBanne

OO0pa3oBaTenbHBIH Pe3yIbTaT

KOMIICTCHIIUU
MK-5.2: Wcnonbsyet | OOyvarommumiicss 3HaeT: Mpasuna, HOPMATUBbI U CTAaHAAPTbI COCTAB/IEHMA U
MHd)OpMaLI,MOHHble OCbOpMﬂEHMFI cny>+<e6Hoi/'1 AOKYMeHTauuu, C mcnonab3oBaHMem CUCTEMDI
TEeXHON0TUU N | 3NEeKTPOHHOrOo ,D,OKyMGHTOO60p0Ta

BbIUMCANTENbHBIE CPEACTBA B
yrnpasaeHun  opraHusaumen
ana noBblWeHMUA
addeKTMBHOCTM ee paboTbl No
CPaBHEHUIO C MepesoBbIMU
opraHM3aumnamm,

BbIMYCKAOLWNX  aHANOMMYHYIO

NPOAYKLMIO

HPUMEPBHI BOITPOCOB

1. Kaxoii 3ak0H onpezeni1 00513aTelIbHOCTh TOKYMEHTHPOBaHUS HHPOpMaLUu?
Otger 1 "O OyxranrepckoM yuere" ot 21 HOs0ps 1996 r. Ne 129-D3
Otger 2 "OO0 unpopmanuu, nHpopmatuzauuu 1 3amure nHpopmanun" ot 20 despans 1995 r. Ne 24-

o3

Otset 3 "OO0 anexTponHo#t 1udposoit noanucu" ot 10 suBapst 2002 r. Ne 1-D3

OtBer 4 "O  TOBapHbBIX

3HaKax,

3HaKax O6CJ'Iy>KI/IBaHI/I$I n HanMMCHOBaHUA MECT

MIPOUCXOXKACHUITOBAPOB" OT 23 ceHta0ps 1992 r. Ne 3520-1
2. B xakom (kakuxX) HOPMAaTHBHOM akTe (aKTax) JaHO IMOHATHE «DJIEKTPOHHOTO JOKYMEHTa» Kak

JIOKYMEHTA, «... B KOTOPOM HH(MOpMAIIUs IIPEICTaBlIeHa B AJICKTPOHHO-IIUPPOBOH hopme»?

Otger 1 'OCT P UCO 15489-1-2007 "CUBU/. Ynpasnenue nokymentamu. O6mue tpedoBanus"
Otger 2 denepanbhblii 3akoH oT 20.02.1995 N 24-®3 "O6 undopmarum, nHGopMaTH3aLUU U 3aIIUTE
unpopmanun"), I'OCT P 51141-98.

OIIPECACIICHUS»

«I[e.]'IOHpOI/BBOI[CTBO U apXHUBHOC [JCJIO. TepMI/IHH u

Otet 3 ®enepanbhblii 3akoH oT 10 stHBaps 2002 r. Ne 1-O3 "OO6 snexkTpoHHON 1M pOBOM noamucH"

3. Kakue opranmuzanmronssie GopMbl qemonpon3BocTBa Ber 3HaeTe?

Otser | LlenTpanuzoBaHHasi, I€EHTPATN30BaHHAs, CMEIIIaHHAS

OtBert 2 JIupekTrBHAs, JKOHOMUYECKH 000CHOBAaHHAs, aJaliTHBHAS

Otser 3 PyLIHaH, MCXAaHU3HUPOBAHHAA, ABTOMAaTU3UPOBAHHASA
4. HazoBure BUJbI NUCbMCHHBIX NTOKYMCHTOB, KOTOPBIC BXOIAT B COCTAB YHH(l)HHHPOBaHHOﬁ CHUCTCMBI

OpFaHI/ISaI_II/IOHHO-paCHOpHHHTeHBHOﬁ JIOKyMCHTaI_II/II/I?
Otser 1 IMpUKa3bl, YKa3aHHusd, IOCTAHOBJICHUSA, pACIIOPSI)KCHUSA, YCTAB, y‘{peIII/ITCJ'ILCKI/Iﬁ A0TroBOp

Ortger 2 IIpoTokod, akT, ycTaB, IPUKa3, y4peIuTeIbCKUI 10TOBOP




Otet 3 YcTaB, yupeAUTETLCKUN JOTOBOP, 00BICHUTENbHAS 3aMKcKa, (pakcorpaMma, TelerpaMmma
5. 3ayeM JJOKYMEHT HY)KHO MPaBUIBHO OQOPMIISATH?
Oteet 1 UT0OBI MpUAATH OPUIUIECCKYIO CUITY
OtBet 2 UTOOBI MOATOTOBUTH K PA3MHOKECHHUIO
OtBer 3 UTOOBI ITOATOTOBUTH K COTVIACOBAHUIO
2.2 TunoBble 3aIaHUS VISl OLEHKH HABBIKOBOI0 00Pa30BaTeIbHOI0 pe3yJibTaTa

[TpoBepsiembIii 00pa3oBaTeIbHBIN pPe3yIbTaT:

Kon u HaumeHnoBanue OO6pa3oBaTeIbHBIN pe3yIbTaT
KOMIIETEHIIUU
MK-5.2: WUcnonbayeT | OOyuaromuiicsi ymeeT: Coctasiatb M 0GOPMAATL BCe BUAbI AOKYMEHTOB,
MHGOPMALMOHHbIE NPUMEHAEMbIX B YNPABJEHYECKON AeATENbHOCTU C Y4ETOM MX Ha3zHAYeHMUA ¢
TEXHO0TUK M | UICNO/Ib30BAHWEM CUCTEMBI 3IEKTPOHHOIO AOKYMeHToobopoTa.

BbIYMCAUTENIbHbIE CPeAcTBa B
ynpaBaeHuu  opraHusaumeit
ana noBsblWeHns
appeKTUBHOCTUN ee paboTbl NO
CPaBHEHUIO C NepeaoBbiMM
opraHu3aumamm,

BbINYCKaOLWNX  aHaNOTUYHYO

npoayKumio

MNPUMEPHI 3ATAHUM
1. COCTaBBTe HpOTOKOJ‘I 3acCdaHus aTTeCTaL[I/IOHHOfl KOMUCCHUHU KaKOﬁ-HH6O OpFaHI/I3aI_II/II/I I10

TE€ME: COOTBETCTBHE PAOOTHUKOB 3aHUMAEMOMN JOJHKHOCTH.

2. CocraBpTe Tpuka3z 00 wrorax paborel ¢ mokymentamu B 2012 r. B OAO «Pommna». B
KOHCTAaTUPYIOIIEH 4YacTW yKaXHTe Ha HU3KYI0 TpeOOBaTeIbHOCTh PYKOBOAUTENEH
NoJpa3fielieHnii K KayecTBYy IIOJATOTOBKM JOKYMEHTOB M KOHTPOJK HCHOJHEHus. B
pacropsauTeNbHON  YacTH  oOpaTuTe BHUMaHUE  PYKOBOJMTENIEH Ha  IOBBILICHHE
TpeOOBaTENIbHOCTH K pabOTHUKaM B YacTH paboTel ¢ jgokymeHTamu. Jlaiite 3amaHue
pabOTHUKY, OTBEYAIOLIEMY 3a JIEJIONPOM3BOJICTBO, HA Pa3pabOTKy Mep IO YIy4IIEHHIO TOH
paboTHL.

3. Bbl KOMMepueckHil AUpeKTop OnToBOI TOproBoit pupmsl «Kpacora nu rapMoHHs» MO MpoJaxke
KOCMETHYeCcKoil M mnapdroMepHoil mnpoaykuumu. Bam Heo0X0AMMO MpPOBECTH pPEKJIAMHYIO

KOMITIaHHIO. O(bOpMHTe PCKIIaMHOC ITUCBbMO JIA ACJIOBLIX IMTAPpTHCPOB.

Kon u HaumeHnoBanue OO6pa3oBaTenbHBIN pe3yabTaT
KOMIICTCHIIUU
MK-5.2: WcnonbsyeT | OOyJaromMiiCsT BJIAJACET: HaBblKaMW AOKYMEHTasbHOro odopmieHus
MHGOPMaLMOHHbIEe peLleHni onepaumnoHHoM (npousBoacTBEHHOI) LEeATeNbHOCTU C
TEXHOJIOTUK M | UCNONIb30BAHUEM CUCTEMBI 3/IEKTPOHHOIO AOKYMEHTOO60pOTa.

BbIMMCAUTENIbHBIE CPEACTBA B
yrnpasnAeHun  opraHusaumeit
ans noBbIWEHMUSA
addeKTMBHOCTM ee paboTbl NO
CPaBHEHUIO C NepesoBbiMM
opraHM3aumnamm,

BbIMYCKAIOLWNX  AHANIOTUYHYHO

NpPoAYKUMIO




NPUMEPBI 3ATIAHUMN
1. Br1 sBasieTech BenylnuM CreMaaiucToM KHUKHOM sapMapku. I[IpoBepbTe TEKCT muchMa-

IIpUuIrjiamcHus INOTCHUHAJIbHBIM Y4aCTHUKaM spMapKu, COCTaBJICHHBIN BalliiMH
INOAJYMHCHHBIMU. Vyactue B 3TOM ApMApKE II03BOJIUT IHNHPOKO HNPEACTaBUTh KHHIKHYIO
IMPOAYKIUIO MapTHEPOB, IMPOAATh 3KCIIOHATBI CO CTCHAOB, M3Y4YHUTH 0COOEHHOCTH PbIHKa "
3aKJIFOYUTH BBIT'OAHBIC CACIIKHU.

2. [lepenpoBepbTe TEeKCT muUcbMa-coryiacus GupMbl «CONHBIIIKO» € MPEIIOKECHHBIM
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dupmoii «O6mauko» rpauKoM IMOCTAaBKA TOBAapOB B TEUEHHE CPOKa JIEHCTBHS JOrOBOpa
MOCTaBKHU.
HcnpaBpTe uHOOpPMAIIMOHHOE NHCBMO O MPOAAXKE YACTHBIM M TOCYJapCTBEHHBIM
OPEANPUATHIM MEPCOHANTBHBIX KOMIIBIOTEPOB MO IOTOBOPHOH CTOMMOCTH U O MPHEME 3aKa30B
Ha COCTABJICHUE IIPOTPAMM.

2.3. IlepeyeHb BONPOCOB AJIsl NOATOTOBKH 00y4AKIIUXCH K MPOMEKYTOYHOH aTTeCTAMI

IlepeyeHb BONPOCOB K 3a4eTy

Hctopus nenonpousBojactsa B Poccun. JIokyMeHT U ero GyHKIUH.
HopmartuBHOo-11paBoBast 6a3a 1enonpon3BoACTBa. Y HU(MDUKAIUS U CTAHIAPTU3ALHSL.
Knaccudukanus 1enoBeix 10KyMeHTOB. OCHOBHBIE OCOOCHHOCTH JIEIIOBOTO S3bIKa JOKYMEHTA.
Knaccugukanust opraHu3aiMOHHO-PACTIOPSIIUTENFHBIX TOKYMEHTOB.
CocraB pexkBuszutoB OPJl. Cxembl UX pacronoKeHus.
TpeboBanus Kk 0popMIICHHIO OJJAHKOB M UX XPaHEHUIO.
TpeboBanust K OPOPMIIEHHIO PEKBU3UTOB, pa3MeLIaeMbIX Ha I0JIE€ YIJIOBOrO (IIPOJOJILHOTO)
[ITaMIa JOKyMEHTa.
TpeboBanust K O(QOPMIIEHHIO PEKBU3UTOB, DPa3MEIIaeMbIX Ha paboueM, CiIy)KeOHOM IoJie
JOKYMEHTA.
[lepeuncnuTh OpraHU3aIMOHHO-TIPABOBBIE JIOKYMEHTHI NPEANPHUATHS, JaTh XapaKTEPHCTUKY
OCHOBHBIM pa3ziesiaMm.
[Tonoxxenne 00 opraHu3alyu, 0 CTPYKTYPHOM IOJIpa3Ae/iCHUH.
ITaTHOE pacnucaHue, MpaBuiIa BHYTPEHHETO TPYIOBOTO PACIOpSIIKA.
[lepeuncnuTh  OpraHU3AIMOHHO-PACTIOPSIUTENbHBIE  JOKYMEHTBI — NPENNpPHUATHS, JaTh
XapaKTePUCTHKY OCHOBHBIM pa3JieiaM.
Odopmienue NpuKa3oB, paclopsKEHUN, YKa3aHUH.
OdopmiieHre MOCTaHOBIEHUM, PEIICHUN.
[lepeuncnuth ciyxeOHbIE MHUCbMAa M JIPYTHE ONEPATUBHO- U CIPABOYHO-OPTaHU3AIOHHBIC
JOKYMEHTHI TTPEIPUATHS, TaTh XapaKTePUCTHKY OCHOBHBIM pa3JieiiaM.
Odopmiienne Tenerpamm, TenedoHorpamm, gaxca.
Odopmnenue noknagHoM, ciy>keOHOH, O0BICHUTETHLHOMN 3aITUCKH.
Odopmiienne akta, MPOTOKOJIA.
[lepeynciuTh  JOKYMEHTHI TIO0 TPYAOBBIM  TIPABOOTHOIICHHSIM  TNPEANPHUATHS, JaTh
XapaKTePUCTHKY OCHOBHBIM pa3JielaM.
. Odopmienue TpyJaoBOro JOroBopa, MpHKasa o npuemMe Ha padoTy, TPYI0BOM KHIDKKH.
. Odopmienue ormycka, Ciry>keOHOI KOMaHIUPOBKH.
. Odopmiierre moonpeHnii 1 B3bICKaHUM, TIEPEBOJI HA IPYTYIO paboTy, YBOJIHHEHHE.
. Pe3tome — coneprkanue, coctaBieHue, 3Ha4eHHE.
. XapakTepucTuka pabOTHHUKA - COJIep>KaHKue, COCTaBIICHHE, 3HAaUEHHE.
. KoHTpOh HCTIOTHEHNST JOKYMEHTOB.
. @opMHpOBaHUE U ONIEPATUBHOE XPAHEHUE.



27. OpraHu3alyoHHasl CTPYKTYpa, 3aJa491 1 QYHKIMHU CITy>KOBI ICJIONPOU3BOJICTBA.

28. UHCTpYKIMS IO JOKYMEHTHPOBAHHMIO.

29. Tabens GopM TOKYMEHTOB.

30. Perucrpanus v uHACKCALNs JTJOKYMEHTOB.

31. [TpuHLMITEI OpraHU3aluH JOKYMEHTO000pOTa.

32.TIpoxokeHUE U TIOPSAOK MCHOJHEHHS BXOMSIINX, MCXOASAIIMX, BHYTPEHHUX IOKYMEHTOB.
Pabora ¢ KoH(UAEHINATHLHBIMU JOKYMEHTAMH.

33. PaboTa ¢ oOpamieHUsIME TpaKiaH B OPraHbl BIACTH.

34. CocrapieHre HOMEHKIATYpHI J1ell. DKcrepTr3a eHHocTH. OdopmileHHe U apxXHUBHOE XpaHECHHE
Iel.

3. Meroanyeckue MaTepuaJibl, ONpe/e/siiolue Mpoueaypy 1 KpUTepUH OLleHUBAHUSA
copMHPOBAHHOCTH KOMIIETEHMIA IPH NPOBEIEHNHU MPOMEKYTOYHOM ATTeCTAIUN

Kpurtepuu (popMupoBaHNs OLIEHOK 10 OTBETAM HA BONPOCHI, BHINOJIHEHUIO TECTOBBIX 3aJaHUI

- OIICHKA «OTJIMYHO» BBICTABJISICTCSI O0YYarOIIEMYCsl, €CJIM KOJMYECTBO MPAaBUIBHBIX OTBETOB
Ha Borpocsl cocTtaBisieT 100 — 90% ot obmiero 00bEMa 3aJaHHBIX BOIIPOCOB;

- OLICHKA «XOPOII0» BBICTABISETCS O0YYArOIIEMYCs, €CIIH KOJUYECTBO MPABHIILHBIX OTBETOB
Ha BOmpockl — 89 — 76% oT 001ero o6bpEmMa 3aJaHHBIX BOIIPOCOB;

- OICHKA «Y/[OBJETBOPUTEIbHO» BBICTABISCTCS OOY4YalOUMIEMYCs, €CITU  KOJUYECTBO
MPaBUIILHBIX OTBETOB Ha TECTOBBIE BOMPOCH —/5—60 % 0T 00111eT0 00BEMA 3aJaHHBIX BOMPOCOB;

- OlICHKa «HEeYJIOBJIETBOPUTEIBHO» BBICTABISACTCS OOYUYAIONIEMYCs, €CIH KOJIUYECTBO
MPaBUIBHBIX OTBETOB — MeHee 60% oT 001iero 00bEMa 3aJaHHBIX BOTIPOCOB.

Kpurepuu ¢popMupoBanus 0lieHOK MO pe3yJibTATAM BbINOJHEHNUS 3aJaHN

«OTINYHO/32a4TE€HO» — CTAaBUTCS 3a pPabOTy, BBIOJHEHHYIO IIOJHOCTBIO 0€3 OIMOOK H
HEJIOYETOB.

«Xo0po1o/3a4TeH0» — CTaBUTCS 33 padOTy, BHIMOJIHEHHYIO TMOJHOCTHIO, HO MIPU HAJMYWHU B HEU
He OoJiee 0/1HOM HerpyOoii oIMOKK U OHOTO HeJJ04eTa, He OoJiee TpeX Hel0UeTOB.

«Y10BJIETBOPUTEIbHO/3aUTEH0» — CTAaBUTCS 3a paboTy, €CliM OOYYalolIMiics TPaBUIBHO
BBIMOJIHWI He MeHee 2/3 Bcell paboThl MM JONMYCTHJI He Oosee OfHON rpy0Ooil omMOKM U JIBYX
HEJI0UeTOB, He Oosiee 0 HOM Tpy0oit U 0HON HEerpyOoil omuOKku, He OoJiee TpeX HErpyObIX OMIMOOK,
OJTHOI Herpy0oil omnOKY U ABYX HEAOYETOB.

«HeynoBJjieTBOpUTE/ILHO/HE 3a4YTe€HO» — CTAaBUTCS 3a paboTy, €CIM YHCIO OINMOOK H
HE/I04ETOB MPEBBICUIIO HOPMY ISl OLIEHKU «YJOBJIETBOPUTEIBHO» UM MPABUIBHO BBIMOJIHEHO MEHEe
2/3 Bcelt paboOTHI.

Buowl owubox:

- epybvie OwuUbOKU: He3HAHUEe OCHOBHLIX NOHAMUL, NPAGU]l, HOPM, He3HAHUEe NPUeMO8 peuleHUs
3a0au, owuOKU, NOKA3bIeAOWUE HENPABUIbHOE NOHUMAHUE VYCI08UsL NPEONONCEHHO20 3A0AHUSL.

- HezpyOble OWUOKU. HEMOYHOCIU (YOPMYTUPOBOK, ONpedesieHuUll, HePpAYUOHATbHbIU 8b1OOP X00a
peerus..

- Heoouemvl. HepAYUOHAbHbIE NPUeMbl 8bINOIHEHUs 3A0AHUS, OMOEeNbHble NOCPEUHOCU 8
Gopmynuposxe 66160008, HEOPEIHCHOE BLINOIHEHUE 3A0AHUSL.

Kpurtepun ¢popmMupoBaHusi OLeHOK 110 3a4eTy

«3a4TeHO0»» - CTYJIEHT IEMOHCTPUPYET 3HAHUE OCHOBHBIX Pa3/I€I0B IPOrpaMMBbl H3y4aeMOro Kypca,
ero 0a30BBIX MOHATUH U (yHJAMEHTAIBHBIX Mpo0ieM; IpruoOpes HeoOXOMMble YMEHUS U HaBbIKH, HE
JoMycTU (PaKTUYECKUX OIHUOOK MpU OTBETE, OCIEI0BATEIbHO U IOTUYHO U3JIaraeT TeOPeTUYECKUN
MaTepHual, JOIycKas JHIIb HE3HAYUTEIbHbIE HapYIIEHUs 10CIIEJ0BATEIbHOCTH U3JI0KEHUS U
HEKOTOpbIE HETOYHOCTH.

«He 3a4TeHO»» - CTYJIEHT JEMOHCTPUPYET (PparMeHTapHbIe 3HAHUS OCHOBHBIX Pa3/IeIoOB MPOTrPAMMBI
M3Yy4aeMOoro Kypca, ero 0a30BbIX MOHATHH U (yHIaMEHTAIbHBIX MTPo0sieM; c1a00 BeIpakeHa
CIOCOOHOCTh K CAMOCTOSITEIbHOMY aHAJTMTHYECKOMY MBIIUIEHUIO, UMEIOTCS 3aTpy/IHEHUS B



H3JI0KCHUU MaTCpuajia, OTCyTCTBYIOT HGO6XOI[I/IMBIC YMCHHA U HaBbIKU, JOITYIICHBI FPYGBIG OIINOKH

1 HC3HAHUC TCPMHUHOJIOI'NH.

Buowi ouwubox:
- 2pybbie OwuUbOKU: He3HAHUE OCHOBHLIX NOHAMUL, NPASU, HOPM, HE3HAHUE NPUEMO8 DeuleHUs.

3a0au, owudKU, NOKA3bleaIOWUe HeNPAasUIbHOE NOHUMAHUE YCL08UsL NPEONOHCEHHO20 3A0AHUA.
- HezpyoObvle OWUOKU. HEMOYHOCTU (YOPMYTUPOBOK, ONpedeleHUll, HEPAYUOHANbHBIU 8bIOOP X00a

PEULEHUA.
- HeOdouemul: HepayuoHalibHble npuemvl 6blNOJIHEHUA 3a0aHuﬂ; omoebHble noepeutHocmu 6

Gdopmynuposke 6b160008, HeOPeEI’CHOE BLINOIHEHUE 3A0AHUSL.



