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1. HACHHOPT ®OHJA OHEHOYHbBIX CPEACTB

Tao6auma 1
Ne | dopmupyembie Konrponupyem | OueHoynoe
KOMIIETCHIINHU bIC pa3ae/ibl CpEaACTBO
(TemMbI)
JTUCHUILIHHBI
1 I1K-3. CnocoOeH BBIMOIHATE PabOTHI U ynpasisaTh | Pazgen 1. KOHTPOJIbHAS
pabotamu 1o co3manuto (Momudukarmuu) u | CoBpeMeHHOE pabota
conpoBoykaeHuto MC, aBToMaTH3MpyIOMHKX 331a41 | JeTONPONU3BOJICTBO, Tect
OpPraHU3allMOHHOTO  YIpaBJeHHs ¢  OHW3HEC- | ero 3aKOHOAATeNbHOE
HPOLECCHI u HOPMaTHBHO-
HIIK-3.2 OcymectBusieT pa3paboTKy CTpaTErwd | METOJUIECKOE
YIIpaBJIEeHUS 3aHMHTEPECOBAHHBIMU CTOPOHAMH B | PETyJIHpPOBaHHE
MIPOEKTE Paznen 2.
3HATB: KaK OCYILECTBISTH pa3padoTKy crpareruu | OCHOBHBIE
yIpaBJIeHUS 3aWHTEPECOBAHHBIMH CTOPOHAMH B | TpeOOBaHMUS K
MPOEKTe, UICTOYHUKK WHPOPMAIUK, HEOOXOJUMOH | 0popMIICHUIO
IS npodeccroHalIbHOM JESTETBHOCTH, | OPraHU3aIlIMOHHO-
UHCTPYMEHTHI " METOIBI YIIPaBJICHUS | PaCTIOPSIUTEIBEHON
3aMHTEPECOBAHHBIMH ~ CTOPOHAMH,  YIPaBJICHUE | TOKYMEHTALUH.
KOMMYHHKALIUSIMH B TpOeKTe: 0a30Bbie HaBbIKH | Pazmen 3.
ynpaBinerns (B ToM uymcne — mpoBeaenme | CiyxOa
Hpe3eHTaINH, IpOBEICHHE HEePErOBOPOB, | TOKYMEHTALIOHHOTO
nyONuYHBIE  BBICTYIUICHHWS), KYJIbTypa peuH, | oOecriedeHus
npaBuia JEIOBOM IEPENUCKH, COBPEMEHHBIN | YIPaBICHHUS
OTEYECTBEHHBIH U 3apybexHblii omeir B | Pasaen 4.
pohecCuOHATIbHON e TENbHOCTH. Hudopmanuonno-
yMeThb: paspabarbiBaTh CTpAaTerud ynpasjieHus | CTIPABOTHBIC
3aMHTEPECOBAHHBIMH CTOPOHAMH B TIPOCKTE AOKYMCHTBI.
BJAa/IeTh: OCHOBAaMH  DPa3padOTKH  CTpaTeruu
yIpaBJIeHUs 3aMHTEPECOBAHHBIMH CTOPOHAMH B
MPOEKTE
2 [TK-4. CriocobeH ynpasisiTh IPOEKTaMH B 001aCTH

WT Ha oCHOBE MOJIyYEHHBIX MJIAHOB IPOEKTOB

NIIK-4.1 OcyuiecTBaseT NOMyYeHUE U yIIpaBICHUE
HEOOXOAUMBIMH pEeCcypcaMy Il  BBITOJIHEHUS
MPOEKTa (BKITIOUAS MaTepHajbHbIE,
HeMaTepualibHble, (PUHAHCOBBIE PECYPCHI, & TAKXKE
WHCTPYMEHTBI, 000pyIOBaHHUE U COOPY>KEHHUS)

3HATh: OCHOBBI TIOJIy4eHHE |  yIpaBJIeHHE
HEOOXOIUMBIMH pPECypcaMd Uil BBIIOJHEHUS
MpoeKTa (BrITIOYas MaTepuasbHbIe,
HeMaTepuanbHble, ((UHAHCOBEBIE PECYPCHI, & TaKXKe
MHCTPYMEHTBI, 000PY/I0BaHUE U COOPYKEHHS)

yMeTh: OCYIIECTBIIATH MOJMyYEHUE WU YIpaBICHUE
HEOOXOAMMBIMH pECYpCaMH ISl BBITOJIHEHUS
MIpOEeKTa (BrITIOUAS MaTepraibHbIE,
HeMaTrepuaibHble, (PUHAHCOBBIE PECYPCHI, & TAKXKe
WHCTPYMEHTHI, 000pyIOBaHIE U COOPY>KEHHS)

BJIaJIeTh: OCHOBAaMH OCYIIECTBICHUS MOJTYUYECHUS U
yhOpaBiieHHs HEOOXOAMMBIMU —pecypcamMH IS
BBINOJIHEHHSI TPOEKTa (BKIIIOYAsg MaTepualibHbIE,




HeMaTepualbHbIC, (PMHAHCOBBIC PECYPCHI, a TAKKE
HHCTPYMEHTHI, 000PYyIOBAaHNE U COOPYKEHHS)

2. IPUMEPHBIN IEPEYEHb OLIEHOYHBIX CPEJICTB

Tabuamnna 2
Ne | HaumeHoBanue Kparkas xapakrepucruka IIpencraBienne
OLICHOYHOTI' 0 OLICHOYHOI0 CPeICTBA OLICHOYHOI'0
cpeAcTBa cpeacrsa B ponne

1 | KouTpoabpHas CpencTBo st IpOBEPKU YMEHHIM Komnuekr
paboTta NPUMEHSATH MOJIYYCHHbIEC 3HAHUS KOHTPOJIbHBIX

JUISl pELIEHUS 3a/1a4 ONPEAEICHHOTO 3aJIaHul 110

THUIIA IO TEME WJIM Pa3eiry BapuaHTaM

2 Cucrema cTaHIapTU3NPOBAHHBIX

Tect 3aJaHuM, IT03BOJISIONIAS
aBTOMAaTHU3UPOBATH MPOLETYPY
HM3MEpPEHUS YPOBHS 3HAHUU U
yMeHu# 00y4Jaronierocs

doHg TECTOBBIX
3aJIaHuN




3. IOKA3ATEJ/IU U KPUTEPUH OLIEHUBAHUA KOMIIETEHLIUA HA PA3JIMYHBIX 3TANIAX UX
OOPMUNPOBAHMNS, OIIMCAHUME HIKAJI OHEHUBAHUSA

Tabnauua 3
Iliianupyembie YpoBeHb 0CBOEHMSI OueHouyHoe
pe3yabTaThl CPeCTBO
OCBOCHUS Hey/I0BJIETBOPHUTEJ | Y/AOBJIETBOPUTEIbLHO X0pouIo OTJINYHO
KOMIIeTeHIIUH bHO

I1K-3. Cioco6eH BBIMOMHATH paOOTHI M YIIPABIATH PadOTaMM MO CO3JaHuI0 (MOoaUuHUKaKU) U conpoBokaeHnto MC, aBToMaTH3UPYIOLINX 3a1a41
OPTaHU3alMOHHOIO YIIPABICHUS M OM3HEC-TIPOLIECChI

TK-3uy -2
OcyIecTBIIeT pa3pab0TKy CTPATErHK YIPABICHHS 3aMHTEPECOBAHHBIMU CTOPOHAMU B TIPOCKTE

3HaTb
OCYIIECTBIISITh
pa3paboTKy CTpaTeruu
YIIpaBICHUS
3aWHTEPECOBAHHBIMU
CTOPOHAMH B TIPOCKTE,
NCTOYHHUKHN
nH(pOpMaIuy,
He00X0IUMON
npodeccuoHaIbHON
JESTEIILHOCTH,
WHCTPYMEHTBI K METOTbI
YIIpaBIICHUS
3aWHTEPECOBAHHBIMH
CTOPOHAMH,
yIpaBJicHHE
KOMMYHUKAIIUAMHU B
MPOCKTE: 0a3oBbIC
HABBIKKM ympaBiicHus (B
TOM YHCJI€ MPOBEICHHUE
Mpe3eHTalni,
MPOBE/ICHUE
IIEPEroBOPOB,

Kak

JUTS

YpoBeHb 3HAHUI HIKE

MUHHMATbHBIX
TpeOOBaHUM, UMEH
MECTO rpyObIe
OITUOKHN

MuHUManbEHO
JIOIYCTUMBI  YpOBEHb
3HAHUU, JIOITYILIEHO

MHOTO HErpyOBIX OMHOOK

YpoBeHb 3HaHUI B 00bEME,

COOTBETCTBYIOLIEM
MporpaMme  MOJrOTOBKH,
JIOIYILLIEHO HECKOJIbKO

HEerpyOBIX OIMIIOOK

YpoBeHb 3HaHUI B 00BEME,
COOTBETCTBYIOILIEM
porpamMme  IMOArOTOBKH,
6e3 omuooK.

KOHTPOJIbHAS
pabota
TECT




nyOJIM4HBIC

BBICTYIUICHUS),
KYyJIBTYpa peun,
npaBuia EJIOBOM
MEPENHCKH,
COBpPEMEHHBIN
OTEYECTBEHHBIN u
3apyOeKHBI ONBIT B
PO ECCHOHATTEHOM
JeSITEIbHOCTH
YMmers pazpabateiBath | [Ipu pemennn | IlponeMoHCTpUpOBaHBI IIponemoHncTpupoBansl Bee | [IporeMoHCTpHpOBaHbI BCE | KOHTPOJIbHAS
CTpaTeruy YIPAaBJICHUS | CTAaHAAPTHBIX 33134 HE | OCHOBHBIE YMEHHUS, | OCHOBHBIE YMEHUSI, | OCHOBHBIE yMeHus, | pabota
3aUHTEPECOBAaHHBIMU MIPOAEMOHCTPUPOBAH | PELICHBI TUIIOBBIC 337a4M | PELICHBl BCE OCHOBHBIE | PELICHBl BCE OCHOBHBIE | TECT
CTOpOHAaMH B IIPOCKTC bl OCHOBHBLIC YMCHHA, | C H€pr6I>IMI/I OIHI/I6KaMI/I, 3aJadyu C HCI‘py6bIMI/I 3aJadu C OTACJIbHBIMHA

HUMECIN MECTO rpy6ble BBIIIOJIHEHBI BCE 3aaHUA, OHII/I6K3MI/I, BBITNTOJIHCHBI | HECYIICCTBCHHBIMU

oHOKU HO HE B [IOJJHOM 00BbeME | BCE 3aJaHUsl B IIOJHOM | HEJOYETAMH, BbIIOJIHEHBI

o0beMe, HO HEKOTOpbIE C | Bce 3aJaHus B IOJHOM
HeloueTaMu o0beMe

Baanerb ocHoBami | IIpu pemienun | Mimeercss muHuManbHbIA | [IpogeMoHCTpUpOBaHbI [IponeMoHCTpUpPOBaHBI KOHTpPOJIbHAS
pa3paboTKH CTpaTeruH | CTAaHAAPTHBIX 3aJa4 HE | HA0Op  HAaBBIKOB  JuId | 0a30Bble  HABBIKM  IIPH | HABBIKM TP peLICHHH | paboTa
YIIpaBJICHUS MIPOJEMOHCTPUPOBAH | PELICHUA  CTAaHIAPTHBIX | PEIIEHUU CTaHIAPTHBIX | HECTAHAAPTHBIX 3ajgad 0e3 | TecT
3aMHTCPECOBAHHLIMHA bl  0a30BEIE HaBBIKH, | 3aJa4 C HCKOTOPBIMHU | 3aa4 C HEKOTOPLIMU OIIII/I6OKI/I HEA04YCTOB
CTOPOHAMH B IIPOEKTE UMeNId MECTO rpyOble | HeJoueTaMu HeloueTaMu

OLIUOKU

ITK-4. Crioco6eH ymnpaBisiTe npoektamu B 00nacti T Ha OCHOBE MOJTyYeHHBIX IJIAHOB ITPOEKTOB

MK-4y1
Ocy1ecTBseT NOMYYEHUE U YIIPaBICHUE HEOOXOAUMBIMHI PECYpCaMH s BHIIOJIHEHHUS NPOEKTa (BKIIIOYast MaTepHajibHble, HeMaTepHalibHble, (PUHAHCOBBIE
pecypcehl, a TaKkke HHCTPYMEHTHI, 000pyJOBaHUE U COOPYIKEHUSI)

3HaTL Kak
OCYIIECTBIISITh
MOJTyYeHUE 5
yIpaBJcHUE
HEOOXOIMMBIMU
pecypcamu bitie:
BBINIOJIHEHHUST ~ MPOEKTa

(BKITIOUAA

YpoBeHb 3HAaHUHN HIKE

MUHHUMAJIbHBIX
TpeOOBaHUM, HMeIH
MECTO rpyObIe
OITUOKH

MuHUMaJILHO
JIOITyCTUMBIH YPOBEHb
3HAHWH, JIOTIYLIEHO

MHOTO HErpyOBIX OITHOOK

YpoBeHb 3HaHUi B 00bEME,

COOTBCTCTBYHOILICM
nmporpaMmme IOATOTOBKH,
J0IYIIEHO HCECKOJIBKO

HEerpyOBIX OIIHOOK

YpoBeHb 3HaHUi B 00beME,
COOTBETCTBYIOIIEM
nporpaMMe  MOJrOTOBKH,
6e3 ommboK.

KOHTPOJIbHAS
pabota
TecT




MaTepHabHbIE,
HeMaTepHalbHEIE,
(bmHAHCOBBIE PECYPCHI, a
TaKkK€  HMHCTPYMCHTHI,
obopynoBaHue u
COOpPYKECHHSA),
JUCTIUTLTAHBI
yIpaBICHUS
MIPOEKTaMH,
TEXHOJIOTHH
MEXJIMYHOCTHON u
CPYIIIOBOM
KOMMYHHKAIAH B
JIeTIOBOM
B3aHMOJICHCTBHUH,
OCHOBBI
KOH()ITUKTOJIOT K

YMers  OCYyLIECTBIIATH
MOJTydeHUE u
yIpaBJieHHE
HEOOXOIMMBIMHA
pecypcamu
BBITOJIHEHUS
(BKITIOUaAs
MaTepHalbHbIE,
HEMaTepualbHbIE,
(buHAaHCOBBIE pECYPCHL, a
TaKKe  HHCTPYMEHTEI,
o0opyoBaHue u
COOpPYKEHHS),
MPOBOJUTH
MEPErOBOPHI,
pacnpenensits paboTsl 1
KOHTPOJIMPOBATH ux
BBITIOJIHEHHE, pPabOTaTh
C 3aIUCSIMU 10 KQUYeCTBY

IS
MpOeKTa

IIpn pelenun
CTaHAAPTHBIX 3324 HE
POJIEMOHCTPUPOBAH
bl OCHOBHBIC YMEHHSI,
MMENH MECTO TpyObIe
OIIMOKHU

IIporeMoHCTpUpPOBaHBI
OCHOBHBIE YMEHHS,
pEIIeHBI TUIIOBEIE 3a/1a4H
C HEerpyObIMH OITHOKAMH,
BEITIOJTHEHBI BCE 3aJ[aHUA,
HO HE B TIOJTHOM 00beMe

IIpoieMOHCTpUPOBaHEI BCE
OCHOBHbIE YMEHUs,
pelIeHbl BCE OCHOBHBIE
3aJayd ¢ HErpyOBIMH
omMOKaMHu,  BBINIOJHEHbI
BCE 3aJaHHs B IOJHOM
o0beMe, HO HEKOTOpBIE C
He/oueTaMu

IIpoeMOHCTPUPOBaHbI BCE
OCHOBHBIE YMEHHS,
pEIIEHBl BCE OCHOBHBIE
3a/aud  C  OTHAEIbHBIMHU
HECYIIECTBEHHBIMHU
HEJ0YEeTaMHU, BBIITOJIHEHBI
BCE 33JaHUsl B IIOJHOM
o0beme

KOHTPOJIbHAS
pabota
TecT




(B TOM
BEITIOTHSTH
KOPPEKTUPYIOIIHE
JIehcTBUs,
TIpeIyTPEK TAIOIIIE
JIEUCTBUSA, 3allpoChl Ha
HCIIPaBICHUE
HECOOTBETCTBHH)

qHuClIC

Baanerb OCHOBAMH
OCYIIECTBIICHUS
MOJTyYCHUS u
yIpaBICHUS
HEeOOXOINMBIMUA
pecypcamu
BBITIOJTHCHHUS
(BKITFOUAS
MaTepHalbHbIE,
HeMaTepuanbHbIe,
(hmHAHCOBEIE PECYPCHI, a
TAKXKE  HHCTPYMEHTEI,
o0opyioBaHUE u
COOPYKECHHS)

UL
MIpoeKTa

ITpu pelIeHun
CTaH[IAPTHBIX 33/1a4 HEe
MTPOJIEMOHCTPUPOBAH
bl 0a30Bble HAaBBIKH,
WMEIH MeCTO TpyObIe
OIIUOKHU

NMmeeTcss MUHUMAaIbHBIN
HabOp  HABBIKOB IS
pEIICHUs  CTaHJapPTHBIX
3aad ¢ HEKOTOPBIMH
HeI0YeTaMH

[TpoaeMoHCTpUpOBaHbI
0a30BbIE  HABBIKH  IIPH
pelieHun CTaHJIAPTHBIX
3aa4  C  HEKOTOPHIMH
HeJ04YeTaMu

ITpoaeMoHCTpUpOBaHBI
HaBBIKH TIpU  PEUICHUU
HECTaHAApTHBIX 3afad 0e3
OIMNOOK ¥ HETOYETOB

KOHTPOJIbHAS
pabora
TECT




4. IEPEYEHB KOHTPOJIbHBIX 3ATAHUM U NTHBIX
MATEPHAJIOB, HEOBXOJAUMBbIX /1151 OHEHKHW 3HAHWM,
YMEHUU, HABBIKOB U OIIBITA JEATEJBHOCTHU

4.1. Tunosblie 3aJJaHUA JJIA TEKYIIECIro KOHTPOJIA YCIIEBAEMOCTH

4.1.1. TeMmbl KOHTPOJBLHBIX PadOT
Tembl 171 OTICHKN KOMITETCHITUN

[1K-3. CriocobeH BBIMONHATH PadOTHI U YIPABIATh PabOTaMH 1O CO3JMAHHIO (MOIU(DUKAIINK) U
conpoBoxkaeHnio VIC, aBTOMAaTU3UPYIONIMX 337a4y OPraHU3allMOHHOTO YIpPaBJCHUS U OHM3HeC-
IPOLIECCHI

HNIIK-3.2 OcymecTBisieT pa3pabOTKy CTpaTeTUH YIPaBICHHUS 3aMHTEPECOBAHHBIMHU CTOPOHAMH B
MPOEKTE

I1K-4. Crioco6eH ynpainsaTh npoektamu B o01actu MU'T Ha ocHOBE MOy4eHHBIX [IJITAHOB IIPOEKTOB
HNIIK-4.1 OcymiecTBisieT oJy4eHHe U YIpaBiIeHne He0OX0AUMBIMU pECYPCaMU ISl BBITIOJIHEHUS
npoekTa (BKJIIOYas MaTepHajbHbE, HeMaTepHaibHble, (UHAHCOBBIE pECYpPCHl, a TaKxke
MHCTPYMEHTHI, 000PY/I0OBaHUE U COOPYKEHHS)

3HaTh:

Cucremy 351€KTpOHHOTO A0KyMeHTooOopoTa 1C: JJokymeHTo000poT 8
Cucremy 3JIeKTPOHHOTO JOKyMeHTooOopoTa Docsvision

Cucremy 3J1eKTpoHHOT0 JoKyMeHToobopora JIEJIO (D0C).

Cuctemy anektporHoro gokymeHtoobopora BOCC-PE®EPEHT (AiiTn).
Cuctemy 351eKTpOHHOTO JoKymeHToobopoTa LanDocs (JIanur).

o0 E

YMerb:

1. TloarotaBnuBaTh MAOJOH JOKyMEHTa JUIsl TIepeladyd B  CHUCTEME
ANEKTPOHHOTO JOoKyMeHTooOopoTa 1C: JlokymeHT0000pOT 8

2. llogroraBnuBarh 1Ia0JOH JOKYMEHTa Il TepefJayd B CHUCTEME
3JIEKTPOHHOTO JJOKyMeHToo0opoTa Docsvision

3. IMoaroraBnuBarh ma0JIOH JOKYMEHTA JIJISl TIEpPE/Iavu B CUCTEME
3JIEKTPOHHOTO JoKyMeHToobopota JJEJIO (DOC).

4. TloaroraBiuBaTh MAOJIOH IOKYMEHTA JJIsI IEPEIauud B CUCTEME
aneKTpoHHOTO JoKyMeHTo000opoTa BOCC-PEDEPEHT (AiiTn).

5. TMoaroraBnuBaTth MaOJIOH JOKYMEHTA JIJIS TIEPEIayd B CUCTEME
ANEKTPOHHOTO JOKyMeHTooOopoTa LanDocs (JIanur).

Baagerts:

1. Tlpomeccom ympaBlIeHHUsS JOKYMEHTAaMH B CHCTEME DJICKTPOHHOIO
nokymeHToobopoTta 1C: JlokymeHTo000pOT 8

2. Ilpomeccom  ympaBieHHS JIOKYMEHTaMH B CHCTEME 3JIEKTPOHHOTO
nokyMeHToobopoTta Docsvision



3. Ilpomeccom ympaBneHuss AOKYMEHTaMH B CHCTEME DJIEKTPOHHOTO
nokymentoobopora JIEJIO (D0C).

4. TlpoueccoM  ympaBieHHs] JOKYMEHTAaMH B CHCTEME DIIGKTPOHHOTO
nokymeHToobopotra BOCC-PE®EPEHT (At Tn).

5. IloaroroBkoi mradiaoHa JOKyMEHTA JIJIs TIepeadn B CUCTEME DJIEKTPOHHOTO
nokyMeHToobopoTta LanDocs (JIlanur).

4.1.2. Tect

I1K-3. CocoGeH BBITTONHATL PabOThI M yNPaBIATh paboTaMu MO CO3/aHUI0 (MoauduKanuu) u
cornpoBokaeHno MC, aBTOMaTH3MPYIONMX 33a/1a4d OPraHU3allMOHHOTO YIPaBJICHUs U Ou3Hec-
TIPOIIECCHI

HNIIK-3.2 OcymiecTBisieT pa3padOTKy CTpaTeruy yIpPaBJICHUS 3aMHTEPECOBAHHBIMI CTOPOHAMU B
MPOCKTE

1. Kako#t 3akoH onpenenui 0053aTeIbHOCTh TOKYMEHTUPOBaHUs HH(popMmarun?
Otget 1 "O kommepueckon Taiine" ot 29 utoinsg 2004 r. Ne 98-03
Otger 2 "O0 undopmanumn, UHGOPMAUMOHHBIX TEXHOJIOTUSIX U O 3alUTe
uHopmauuu' ot 27 uroast 2006 r. Ne 149-P3
Otset 3 "OO6 snextponHo# noanucu" ot 06 anpesns 2011 r. Ne 63-03
OtBet 4 "OO0 apxuBHOM aeine B Poccuiickoit @enepanun" ot 22 okts10ps 2004
r. No 125-@3
2. IIpomomxute «/lemonpon3BoacTBo» — 3T0..
Oteer 1 Cucrema xpaHeHUs TOKYMEHTOB
OtBet 2 CocTaBieHre JOKYMEHTOB
OtBer 3 OTpaciib AeSITEJbHOCTH, 00eCIeYNBAKIIAS JOKYMEHTHPOBAHHE
U OPraHU3aluI0 padoThl ¢ 0PUIUAIBHBIMU JOKYMEHTAMH.
3. VYkaxure TEpMHUH, HUMECIOIMMA TakolW K€ CMBIC]A, Kak W TEPMUH
" MeIonpOn3BOJACTBO".
Otser 1 JlokyMeHTHpOBaHUE
OtBer 2 Cucrema JOKyMEHTALIMHU
Otget 3 /loKkyMeHTALMOHHOE 00ecIieYeHre YIIPaBJICHUA
OtBer 4 JlokymeHTHpOBaHHasi HH(pOpMaIUL
4. B kakoMm (KakuMx) HOPMATHBHOM akTe (aKkTax) JaHO TOHSTUE
«ONEeKTPOHHON MOAMHCH» KaK JOKYMEHTA, «... B KOTOPOM OINpeaeisieTcs
M0JIb30BaTENb DJIEKTPOHHOU HUGPOBOI OATTUCH?
OrBer 1TOCT P HCO 15489-1-2007 "CUBUJ. VYmnpanenue
nokymeHTamu. O6mue TpedboBanus"
OtBer 2 ®enepanbubiil 3akoH oT 20.02.1995 N 24-03 "OO6 undopmanuu,
nH(popmMaTH3amu u 3amurte napopmaruu')
OtBer 3 @enepanbHblii 3ak0H ""O0 3jaexkTpoHHOl moamucu" ot 06
anpeJs 2011 r. Ne 63-®3 "
5. Kakue opranmzanuoHubie GopMbI 1eT0nMpou3BoicTBa Brl 3HaeTe?
Otger 1 LenTpaaun3oBaHHas, 1eleHTPAJTU30BAHHAS, CMEIIAHHAS
OtBer 2 JlupekTuBHAas1, 5)KOHOMUYECKH 0OOCHOBAHHAs, alallTUBHAS
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OtBer 3 PyyHasi, MexaHU3UPOBaHHAs, aBTOMaTU3HPOBAaHHAs

6. [louemy MHCTPYKIIKS IO AENONPOU3BOACTBY KOHKPETHOM OpraHU3aliy BCEraa

WHJIUBUIyaJbHA?

Otger 1 IloTOMy 4YTO OHA YYHTBIBAECT BCE OCOOEHHOCTH, KAK COCTABAa
AOKYMEHTOB,

TAK M TEXHOJIOTHU UX 00PadOTKH.

OtBer 2 Tak Kak OHAa B KaXKJIOW OpraHu3aluu pa3padaThIBacTCs pa3HbIMU
JOJIbMU.

Otset 3 [loToMy 4TO B pa3HBIX OpraHU3alUsSIX IMO-PA3HOMY HAa3bIBACTCS
CiTy)0a IeTT0mpOn3BO/ICTBA.

7. YTo OOBIYHO AA€TCs B MPUIIOKEHHUSIX K HHCTPYKLHH T10 I€IONPOU3BOJICTBY?
OtBer 1 O0pa3ubl JOKYMEHTOB, (pOPMBI [TOKYMEHTOB, Pa3jiHYHbIE
CIIMCKHU WJIH NePeYHH
OtBer 2 O6pa3ipl noanucei pyKoBOJUTENEH, CIUCKH JTOJKHOCTHBIX JIUII,
MMEIOIUX MPABO MOJMKUCH JTOKYMEHTOB

8. Kakume Bompocwl ocBemarrcs B OCHOBHBIX MpaBHiIax paOOThl apXHUBOB

opraHuzanun’?

OtBer 1 TpeboBaHusi K HOMEHKJIATypaM JeJ, MOPSA0K POpMUPOBAHUS JCI B
JEJIONPOU3BOACTBE, OpPraHM3alMsl W TOPSAOK MPOBEACHUSA SKCIEPTU3bI
HEHHOCTH JOKYMEHTOB B  JIEJIONPOU3BOJCTBE, MOPSAOK  BBIACICHUS
JIOKYMEHTOB K YHUYTOKEHUIO, TOATOTOBKA JEJ K IIepeade B apXuB
OtBer 2 KomimiekroBaHue  apxuBa, o0ecle4yeHHEe  COXPAHHOCTH
JOKYMEHTOB AapXuBa, OpraHu3anusi JAOKYMEHTOB B apxXuBe, Y4eT
JOKYMEHTOB B apXHBe, HAYYHO- CIPABOYHbLIN anmapatr K JOKYMeHTaM
apxuBa, MHCIOJb30BAHHE [IOKYMEHTOB AapXuBa, MNOPSAAOK Iepeaavun
JOKYMEHTOB apXHBa HAa INOCTOSIHHOE XPaHEeHUe, OPraHu3auus padoThI
apxuBa
Otser 3 OtBeThl 1 1 2 IpaBUIIEHBIC
9. HazoBuTe BUIBI MUCHMEHHBIX TOKYMEHTOB, KOTOpPbIE BXOJSAT B COCTaB
YHUGUIIUPOBAHHOM CUCTEMBI OpraHU3alMOHHO-PACIIOPSANTEILHON
JOKyMEHTaIuu?
Otget 1 npuka3sbl, yKa3aHus, NOCTAHOBJIEHUS, PACTIOPAKECHUS
Otsert 2 [IpoToKo0, aKT, ycTaB, MpUKa3, yUpeIUTEIbCKUNA JOTOBOP
OtBer 3 YcraB, y4peauTeNIbCKUM JOTOBOp, OOBSACHUTEIbHAS 3alucKa,
dakcorpamma, TeerpaMma
10. 3aueM JOKyMEHT HYKHO NPaBUIBHO
opopMsATH?
OtBet 1 UT00BI NPUAATH OPUAUYECKYIO CHILY
OtBeT 2 UToOBI MOATOTOBUTH K PA3MHOKEHUIO
OtBet 3 UToOBI MOJTOTOBUTH K COTJIACOBAHHIO
11. Kakxoit T'OCT permameHTHpyeT MpaBWia pa3MemeHus U 0(OpMIICHHUS
PEKBU3UTOB OPTraHU3aMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB?
Otser 1 'OCT 6.37-98
OtBer 2 'OCT P 7.0.97-2016
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Otser 3 TTOCT P 6.30-2003
OtBer 4 EI'C JIOY
12. Ha xakue nokymeHntsl pacnpoctpansercs [OCT P 7.0.97-20167?
OtBer 1 Ha opranm3anMoOHHO-pacnopsiauTebHbie JOKyMeHThI (OP/I),
OTHOCHIIMeCH K yHu(puuupoBanHoii cucreme OP/]
OtBer 2 Ha Bce IOKYMEHTBI, CONPOBOXIAIOUIUE JESITEIbHOCTh JIIOOOU
OpraHU3alNN, YUPEIKICHHS WIHN IPEATPUITUS
OtBer 3 Ha ynpaBiaeHYeckMe H SKOHOMHYECKHUE
JTOKYMEHTBI
13.BoccranoBuTe MpOMyIIeHHOE CIIOBO: "PEKBH3UT - 3TO 0O0s3aTEIHHBIN
AJIEMEHT 0()OPMIICHHSL... JOKyMEeHTa'".
Oter 1 OdunuanbHoOro
Otset 2 Cny)eOHOTO
Ortser 3 JIroboro
Otset 4 benosoro
14. CKOJIbKO PEKBU3UTOB UCIOJIb3YIOTCS TIPU O(POPMIIEHUH IOKYMEHTOB?
Otser 1 29
Otger 2 30
Otser 3 31
15. Yro Takoe GpopMyIisip ToKymeHTa?
OtBer 1 HaGop pekBM3MTOB OQPMUIMAIBLHOIO NMHUCbMEHHOI0 J0KYMEHTA,
PACII0JIOKEHHBIX B ONpe/AeIeHHOM M0C/IeJ0BATEeIbHOCTH
OtBer 2 Onucanue nopsajaka opopMIEHUS PEKBU3UTOB JIJIs1 KOHKPETHOTO BH/IA
JOKYMEHTa
Otger 3 ®opma KOHKPETHOTO JOKYMEHTA, MOATOTOBJIEHHAsA B BUAE TEKCTa-
Tpadapera
16. CkonpbKO BapHaHTOB OJAHKOB YCTAHOBJIEHO B 3aBUCHUMOCTH OT Crocoba
PaCIOJIOKEHUSI PEKBU3UTOB?
Otset 1 Onun
OtBert 2 /IBa
Otset 3 YeTtsipe
Otsert 4 I1aTh
17.Kakue Tpu Busia 6J1aHKOB YCTAaHOBJICHBI 111 OPTaHU3AINH, €€ CTPYKTYPHOTO
MO/pa3ieNieHus U AOHKHOCTHOTO JTUIa?
OtrBer 1 O0mmii OsaHK, OJJaHK NHCbMA, OJAHK KOHKPETHOr0 BH/JA
AOKyMEHTAa
OtBer 2 binank BHyTpeHHUH, BHEIIHUMN U 7151 (PaKCOB
OtBer 3 bnank ayig pacnopsauTENbHBIX JOKYMEHTOB, JUIsl MHCEM U JUIs
CIIPaBOK
18.Korma Ha JOKyMEHTaX TMPHUBOIAT COKpAIICHHOC HAMMEHOBaHUE
Oopra”Hu3aiuun?
OtrBer 1 Korma oHO 3akpemieHO B YUYpeAUTeJbHbIX JHOKYMEHTaX
OpPraHu3anuu
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OtBer 2 Korma mokyMeHT OOJBINON, U HEOOXOAMMO COKOHOMHUTH MECTO Ha
1oJIe TOKYMEHTA
Otset 3 Korna npukazoM pyKOBOJIUTENSL PA3pEIICHO €ro UCIOJIb30BAHHE
19.Kakue cBenieHns NPUBOAAT B CIPABOYHBIX JJAHHBIX 00 OpraHu3aiimn?
OtBer 1 ®opma COOCTBEHHOCTH, Ha3BaHUE [OJDKHOCTH U (pamuius
PYKOBOJUTENS, HAUMEHOBAHUE BBILIECTOALICH OPraHU3aALNN
Otser 2 IlourToBblil agpec, HoMep TeaedoHA W ApPyrue CBeEJACHHUS 10
YCMOTPEHHI0 OPraHu3aunu
20. Broibepute mnpaBUIBHBI BapuaHT OQOPMIICHHS TOYTOBOTO ajpeca B
"CnpaBOYHBIX JaHHBIX 00 OpraHu3anuu-aBTope".
OtBer 1 OAO "IIujot"
yi. 3o0rapesckas, 3, opuc 112,
212109, r. YIbSHOBCK,
Otset 2 OAO "ITunot"
212109, r. YIbSIHOBCK,
yi1. 3osorapeBckas, 3, opuc 112
21. "JlaTa" - 00s3aTENBHBIN PEKBU3UT B JIIOOOM JJOKYMEHTE?
Otser 1 Her
OtBert 2 Jla
22. Kakoit MOMEHT MOKET CUMTAThCSI OCHOBHOM AaTOM JOKyMeHTa?
Otsert 1 Beeraa - 3T0 nara noanvucanus 10KyMEHTa
OTtBer 2 IT0 MOKeT OBITH JATA MOANMCAHUA, YTBEPKICHUS TOKYMEHTA
WIH 1aTa cOObITHS, 3aUKCMPOBAHHOIO B HEM
OtBet 3 D10 nara yTBEPKJICHUS WIHA COTJIACOBaHUS JOKYMEHTA
23. Belbepure mnpaBuUibHBIM cnoco0 oQopMmiIeHHs AaThl NpPH  PEruCcTpalud
paCIIOPSKEHUS] WIIHA TTpUKa3a?
Otser 1 14.12.2020
Otset 2 14.12.20
OtBet 3 14.12.2020 rona
Otset 4 2020.12.14
24 .PeructpallmOHHBI HOMEP TOKYMEHTA - 3TO... (BBIOEpUTE MTPaBUIIBLHBIN BapUAHT
IPOJIOJDKEHUS OTIPEICTICHUS ).
OtBer 1 Ero ycioBHoe mnudpoBoe (MHOraa OykBeHHO-IUGPOBOE)
0003HaYeHMe, MPOCTABJIAEMOE NIPH PerucTpanuu
Otser 2 [lopsakoBeIii HOMEpP TOKYMEHTa B OPTaHU3aLUA-OTIIPABUTEIIE
Otger 3 [lopsaKOBBIM HOMEP TOKYMEHTa B OPTaHU3aALUN-TIONyqaTeNe
Otser 4 IlopsiakoBbIii HOMEpP TOKYMEHTA B OpraHU3aluu-pa3padoTInKe
25. B Kakux ciaydasx HCIHOJb3yeTcs peKBU3HUT “CchblIKa HAa PETMCTPAlMOHHBIN
HOMED U AaTy JOKyMeHTa ?
Oteer 1 Korga 10KyMeHT roTOBUTCSI B OTBET HAa KAKOHM-TO 3aNpoc, HJIH
NMOAr0TaBJIMBAEMOE MUCHMO SIBJISIETCS OTBETOM HA APyroe nucbmMo
Oteer 2 Korma B TeKCTE€ JOKYMEHTa HYXKHO CJlieJlaThb CCBUIKY Ha JIpyrou
JIOKYMEHT (HOPMAaTUBHBIN aKT, MOJ0KEHUE, HHCTPYKIIUIO)
26. Korna opopmisiercss pekBU3UT "MecTo COCTaBICHUSI WK U3aHus TOKyMeHTa"?
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Otser | Beerna, Ha KaxJ1I0M TOKYMEHTE
OtBer 2B Tex ciayuyasix, ecJH 3aTpPyJlHEHO OmpeaeleHHe MecTa
COCTABJICHUSI WJIHM M3JAHUS JOKYMEHTA 1o pekBusuram ''HaummeHnoBanmue
opranm3anuu’ wim "CrnpaBodHbie JaHHbIC 00 opranu3anun'’
Otget 3 Bo Bcex ciyyasix, Korga JOKyMEHTBI OTIIPABIISIIOTCS. U3 OPTaHU3aLNH
27. BbliOepuTe mnpaBUIBHBIA BapuaHT odopmiieHHs pekBu3uta 'I'pud
YTBEPKIAEHUS'", KOTJa YTBEPKICHUE NPOUCXOIUT AOJKHOCTHBIM JTUIOM.
OtBer 1 YTBEPX/IAIO
Mupexrtop 3A0 "IIuaor"
Hoanuces A.B. Ilerpos
23.09.2003
OtBeT 2 YTBepxkaaro
Hupextop 3A0 "[Tunot"
[Tognuce A.B. IletpoB
23.09.2003
Otser 3 "VYTBepxaaro"
Hupektop 3A0 "I[unot"
[Tognuce A.B. IletpoB
23.09.2003
28. BrwiOepute mpaBWIBHBIM BapuaHT odopmiieHUs pekBuzuTa  “I'pud
yTBepxkaeHus , ecnu “lIIlpaBuiia  BHYTpEHHEro TpPyAOBOTO  pacropsika’
yTBEpKAA0TCA pemeHneM CoBeTa TUPEKTOPOB.
Otser 1 YTBEPXJIEHO
pemenue Cosera
JTUPEKTOPOB
ot 12.01.2003 Ne2
Otser 2 YTBEPXXJIEHbBI
PEIIIEHUE Cogera
JTUPEKTOPOB
ot 12.01.2003 Ne2
Otset 3 YTBEPXKXJAEHDBI
pemienneM CoBeta
JTUPEKTOPOB
or 12.01.2003 Ne2
29.B kakoM MecTe IOKYMEHTa pacnoJiaratoT rpud yTBepkKaeHus: JOKyMeHTa?
Otser 1B neBoM BepxHEM yIiIy
Otser 2 [1o ueHTpy BEpXHETO MOJISt
Otget 3 B npaBoM BepxHeM yriy
30. Mosker i1 azipecaT B TUCbME BBITJIAJIET CIEAYIOIIUM 00pa3oM:
['maBaMm pallOHHBIX aAMUHUCTPALIUI
Bragumupckoii obmactu
Otser 1 Her
OtBet 2 Jla
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31. UYro Bkmoyaer B ce0s pe3osolMs, HaNWCaHHAs Ha JOKYMEHTE
COOTBETCTBYIOIINUM JOJKHOCTHBIM JIMLIOM?
Otser 1 ®aMuINI0, HHUIHAJIBI UCIIOJIHUTEJIEH, COAepKaHue NMOPYYeHH
(mpu HEOOXOAUMOCTH), CPOK HUCIIOJTHEHNSI, MOANNCH U AATy
Otset 2 VHunmansl HCIOTHUTENEH, (PaMIIINIO, COAEpPKAHUE TOPYUYEHHUS (TIpH
HEO0OXOUMOCTH ), TOAMKCH U ATy
OtBet 3 ®amunnio, THULAAJIBI UCIIOJIHUTENEH, COIepKaHNUE TTOPYUYEHHUS (TIpH
HE0OXOAMMOCTH), CPOK UCIIOTHEHUS, OIUCH
32. Kak Ha3bpIBaeTCs CPOK UCIIOIHEHUS TOKYMEHTA, YCTAHOBJIECHHBI HOPMATHUBHO-
MIPaBOBBIM aKTOM?
OtBer | TunMoBoOi CPOK HCIOTHEHUS JOKYMEHTA
OtBer 2 MHAMBUAYaIbHBIN CPOK UCIIOJIHEHHS IOKYMEHTA
OtBer 3 dakTUyeCKUil CPOK UCIIOJHEHUS JOKYMEHTA
OtBet 4 ®opmanbHbIl CPOK UCIIOJHEHUS JOKYMEHTA
33. Ecim CpOK HCIOJHEHUs JOKYMEHTAa IPOCTABIISIETCS B PE30JIOLMHM WIIU
YCTaHABJIMBACTCS OpraHU3aLMOHHO-PACTIOPSAUTEIBHBIM JOKYMEHTOM
OpraHu3alid, TO KaKOH 3TO CPOK?
Otser | TunoBoii CpOK UCIOTHEHUS JOKYMEHTA
Otser 2 UHAMBHAYATBHBIN CPOK HCIOJTHEHUS] JOKYMEHTA
OtBer 3 DakTUYECKUI CPOK MCTIOIHEHUS JOKYMEHTA
OtBet 4 ®opmManbHBINA CPOK UCIIOTHEHUSA JOKYMEHTA
OtBet 5 OO CPOK UCHIOTHEHUS JOKYMEHTA
34. YTO nOJKEH BKIIIOYATh PEKBU3UT “3arojIOBOK K TEKCTY !
Otser 1 Kparkoe cogep:xaHue 10KyMeHTA
OtBeT 2 AHHOTAIHIO
Otget 3 KpaTtkoe Ha3BaHHE TOKYMEHTa
35. Ha xakue BOonmpochl MOXKET OTBEYATh PEKBU3UT ‘“3aroj0oBOK K TEKCTY 7
OtBer 1 O ueMm (0 kom)? Yero (koro)?
Otget 2 Komy? Uemy?
Otser 3 Yto? KT0?
36.CBs3HBIN TEKCT, KaK MPaBUIIO, COCTOUT U3 JIBYX YacTeil. UTo yalie yKa3blBaroT
B [I€pBOM yacTu?
Otser | IIpn4MHBI, 0CHOBAHUS, LIEJIH COCTABJICHHUS JOKYMEHTA
OtBeT 2 Penienusi, BBIBOJIbI, MPOCHOBI, MPEAJIOKEHHUS, pEKOMEHAAIIUN
37. K nuceMy HpuUKIaAbIBaeTCsl MOJOXKEHHE O KpeauToBaHuu. Kak odopMuThH
OTMETKY O HaJMYUU IIPUIOKEHHS, €CIIM OHO HAa3BaHO B TEKCTE NMUCbMa?
Otser 1 IIpuiio:kenue: Ha S J1. B 2 3K3.
Otser 2 I[Ipunoxenue: 1. [lonoxenne o KpeAUTOBAHUYU HA 5 J1. B 2 IK3.
38. Kak opopMIIsIOT OTMETKY O HaJTMYMK TPUIIOKEHUS, HE HA3BAHHOTO B
TEKCTe MUchbma?
OtBer 1 YKa3pIBAaWOT €ro HauMeHOBaHHE, YHUCJIO0 JIHCTOB H YHCJIO
IK3EMILISIPOB; P HAJIMYUH HECKOJBKHUX NMPUJIOKEHUI UX HYMEpPYIOT
OtBer 2 YKa3blBaIOT YWCJIO JIMCTOB M YHWCIO 3K3EMIUIIPOB; MPU HAJIUYHMH
HECKOJIBKMX MTPWIOKEHUN UX HYMEPYIOT.
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39.3aueM IpoOBOAUTCS COTIACOBAHUE TOKyMEHTA?

Oter | Jl11 mpoBepKHM 1eJ1€CO00PA3HOCTH M COIJIACHS € COAEPKAHUEM

TOKYMEHTAa

Otser 2 Jlnst coOmio/IeHNs BCeil TEXHOJIOTUH MOJITOTOBKH JIOKYMEHTA

OtBer 3 Jlnst cokpallieHusi BpeMEeHH Ha MOATOTOBKY JOKYMEHTa
40.Kakum pexBu3UTOM O(OpMIISIETCS BHYTPEHHEE COTrjacoBaHuEe (BHYTpH
YUpEKICHUS)?

Otset 1 Bu3oii corsiacopanus

Otsert 2 I'pudom cormacoBanus

ITK-4. CriocoGeH yrnpaBisaTh mpoektamu B ooactu T Ha OCHOBE MOTyYEHHBIX TIJIaHOB IMPOEKTOB
NITK-4.1 Ocy1iecTBaseT Moly4eHre U yIIpaBIeHUE HEOOXO0AUMBIMHU PECYPCAMH J1JIsl BHIITOJIHEHUS
npoekTa (BKIOYash MaTepualbHble, HEMaTepuajgbHble, (MHAHCOBBIE PECYpPChl, a TaKKe
UHCTPYMEHTHI, 000pyI0BaHNUE M COOPY>KEHUS)

41. Kakum pekBU3UTOM OQOPMIISIETCS BHEIIHEE COTrjlacoBaHue (C JPyruMHU
yUpexaeHUsIMNU )?
Otser 1 Bu3zou cornacoBanus
Otser 2 I'pudom corsiacoBaHus
42. BriOepute mnpaBwibHbIA BapuanT odopmiieHus "I'puda cormacoBanus” c
JTOJKHOCTHBIM JIULIOM.
Otger 1 "CornacoBano"
Hupextop OAO "ITunot"
[Toamuce B.B. Ilerpos
08.04.2003
Oteer 2 COI'VTACOBAHO
Mupextop OAQO "Iunot"
Hoanuce B.B. Ilerpos
08.04.2003
Otger 3 "COI'JTACOBAHO"
Hupexrop OAO "ITunot"
[Tognuce B.B. Iletpos
08.04.2003
43. Yro BKIItOUAET B ce0s1 BU3a COIIACOBAHMS TOKyYMEHTa?
Otger | Hoanuce U JOJMKHOCTHL BU3MPYIOILET0 JOKYMEHT, paciiu(poBKy
MOAINMCH U AATY NOANMUCAHUS
Oteer 2 Ilognuchk W MOOMKHOCTh BHU3HUPYIOIIETO JOKYMEHT, €ro HOMEpP
TenedoHa
Otser 3 Iloanuck BU3UPYIOLIETO TOKYMEHT U AATy MOANMCAHUS
OtBet 4 JI0KHOCTh BU3UPYIOUIETO TOKYMEHT, (haMUJINI0, MHULIMAJIBI U 1aTy
44. BpiOepute npaBuiibHOE 0GOPMIICHHE BU3bI COIVIACOBAHUS, KOT/Ia CHEIIHAIUCT
HE COTJIACEH C COJEPKAaHUEM JIOKYMEHTA.
Otser 1 He cornacen
IOpuckoHCynbT
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[Tognuce T./1. iBaHOBa
23.09.2003
OtBet 2 3ameuyaHus NPUIATAKOTCH
FOpuckoHcyabT
IMoanuces T./I. UBanoBa
23.09.2003
Otset 3 HenpaBunpHOE pacnpencicHue
00s13aHHOCTEM
FOpuckoncynem
[Tognuce T./{. Heanosa
23.09.2003
45. Tloanucek - 00s13aTeNbHBIN PEKBU3UT CIYKEOHOTO JOKYMEHTa?
OtBer 1 Jla
Otser 2 Her
46. Ilepeuncnure 35meMeHTsl pekBu3uTa “lloanuce”.
OtBer 1 O0o03HAYeHMe JO/LKHOCTH JIMIA, MOANMUCABIIEr0 JOKYMEHT;
PYKONMCHASI MOANMUCH; paciinppoBKa MOANKUCH (MHUIHMAJBI, amMuins)
OtBet 2 PykonucHas MoAMuCh JIUIa, TOIMKUCABIIETO JOKYMEHT; paciudpoBKa
noAnucy (MHUIMAIBI, haMUIIns)
OtBet 3 PykonucHas noanuck JIMiA, MOMACABIIETO JOKYMEHT
47. Ecnu JOKYMEHT MOJATOTOBJIEH Ha OJIaHKE OpraHu3alud, HYKHO JIH MpHU
0003HaYEHUN JTOJHKHOCTH JIMIIA, MOAMUCABIIETO JOKYMEHT, YKa3blBaTh Ha3BaHUE
OpraHu3anun?
Otser 1 Jla
Otsert 2 Het
48. B xakom ciydae npu opopMIICHUN JOKYMEHTA JI0JHKHOCTh JIMIIA B TIOAIUCH HE
YKa3bIBaIOT?
Otser 1 JIomkHOCTD JUIIA B MOJIMUCH 00s3aT€TBHO JNOJDKHA OBITH yKazaHa
BCErJa
Otget 2 IIpu opopMiieHun Ha OJIaHKE JOJKHOCTHOIO JIMIA
Otser 3 Ilpu odopmiiennn Ha oO1eM OIaHKe
49. Kak odopmusercs pekBusut “Tloanuck” npu MNOANUCAHUW JTOKYMEHTa
HECKOJIbKMMH Pa3HbIMU JOJKHOCTHBIMHU JIMIIAMU OJIHOWM OpPTaHU3aliu?
Otser | Iloanmucu pacnoJiaraoT OJHY MO APYIoi B OCJI€0BATEILHOCTH,
COOTBETCTBYWILEH 3aHMMAaeMOil JOJ)KHOCTH (MOANMCH CTApUIero Io
AOJIZKHOCTH PACIO0JIATAETCS BbIIIIE)
Otser 2 [loanucu pacnonararoT OAHY NOJ APYrOM B MOCIEAOBATEIBHOCTH,
COOTBETCTBYIOIICH 3aHMMaeMOW JOJDKHOCTH (MOJMUCH CTapIIero IO
JIOJDKHOCTH PaCIiojiaraeTcsl HUXKE)
Otser 3 [loanucu pacnonaratoT Ha OJJHOM YPOBHE
50. Ilpu OTCYTCTBMU AOJKHOCTHOTO JIMIIAa B MOMEHT MOANUCAHUS JOKYMEHTA, -
MOYHO JId MPOCTABISATh KOCYIO YEpPTy WM MpeAsior “3a” mepej yKa3aHHEM €ro
JOJKHOCTH (4TOOBI MOT TIOJIMUACATH IPYTOM YeTIOBEK)?
Otser 1 /Jla, Bcerzia MOXXHO
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Otser 2 Het, kKaTeropu4ecku 3anpemaercs
OtBet 3 MHoraa MOXHO, B Clly4ae OCTPOid HEOOXOAMMOCTH
51. Kak 3amecTuTenb, UCTIOIHSIOMUNA 00S13aHHOCTH PYKOBOAUTENS MOAMUCHIBACT
JNOKYMEHTBI B OTCYTCTBHHM PYKOBOJUTEIS?
Otger 1 3a Qupexrop Cunopos A.N.Iletpos
Otsert 2 Qupekrop Cunopos A.M.IletpoB
Otget 3 U.0. nupekropa Cunopos I'.B.Cunopos
52. Jlns 4ero Ha JOKYMEHTaxX IPOCTABIISIIOT OTTUCK IeYaTh?
Otser | /Iy 3aBepeHusi NOAJIMHHOCTH MOANUCH T0JZKHOCTHOTO JIMIA
Otser 2 Jlns noATBEpKAEHUS JOCTOBEPHOCTH TEKCTAa JOKYMEHTA
Otser 3 Jlns oOecrieueHus: rapaHTUX UCTIOHEHUS IOKYMEHTa
53. HyxHO 1 MHCHMO, TIOATOTOBIIEHHOE Ha OJIaHKE, YIOCTOBEPAThH NIEYaThIO?
Ortser 1 Jla, Bcerna
OtBet 2 Het, HUKOI 1A
54. YUrto BKIIOYAET B ce0s1 OTMETKA 00 MCHoIHUTENE?
Otser | Munnmasnsl 1 paMUIINI0 UCIIOJITHHUTEJISA JOKYMEHTa, H HOMEpP ero
TeJiepona
Otser 2 ®amMmwinio, UMsI U OTYECTBO MCIIOTHUTEIS IIOJTHOCTHIO
Otset 3 Homep TenedoHa UCTIOITHUTENS
55. C kako#i 1esbl0 Ha CIIy>)KeOHOM MHUChbME YKa3bIBAIOT MHUIMANBI, (PaMIIUI0 U
TeneOH UCTIOTHUTES:
Otser 1 /151 oniepaTUBHOM CBS3H € HCIIOJTHUTEIEM
Otser 2 [Ins npuaanus TOKYMEHTY FOPUINYECKON CUJIBI.
56. Breibepute mpaBuibHBIA BapuaHT odopmieHUs "OTMETKH O 3aBEpEHUH
Konuu'".
Otser 1 3aBepsito:
HNucniekrop otaena kaapos JInunag noanuce O.P. Kpyns
17.07.2002
Otset 2 BepHo
HNucnexrop oraena kaapos Jinunas noanucs P.P. Kpyasb
17.07.2002
57. I'ne mpocTaBisieTcss UASHTU(UKATOP JIEKTPOHHON KOTIMH IOKyMeHTa?
Otser | B j1eBOM HHIKHEM YIUIy KasKI0H CTPAHMIBbI IOKYMEHTA
OtgeT 2 B 16BOM HMKHEM YIUIy IIEPBOM CTPAHUIIBI JOKYMEHTA
Otget 3 B paBoM BepXHEM YIUIy KaXJI0W CTPAHUIIBI JOKYMEHTA
OtBet 4 B npaBOoM BeEpXHEM YIUIy IIEPBOW CTPAHMIIBI JOKYMEHTA
58. Uto BKIIIOYAET UACHTU(PUKATOP JIEKTPOHHOU KOMUH JOKyMEHTA?
OtBer | HaumeHnoBanue (paiijia HAa MAIIMHHOM HOCHUTEJIE, ATy U JApyrue
NMOUCKOBbBIE JaHHbIE, YCTAHABJINBAaeMble B OpPraHU3aAlUH
Oteer 2 Homep moOnKW, TlI€ XpPaHUTCS JUCK, C DIEKTPOHHOW Bepcuen
JOKyMEHTa
OtBer 3 @amMuiIKsa 1 MHALAAJIBI JIMLA, TOArOTOBUBILETO 3JIEKTPOHHYIO BEPCHUIO
JOKYyMEHTa
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59. Ecnu B pe3ononuy yKa3aHO HECKOJIBKO HCIOJHUTENEH, TO KTO OTBEYaeT 3a
BBITNIOJIHEHUE MTOPYUYEHUS] PYKOBOIUTENS?
Otser 1 JInmo, ykazanHoe B ClIMCKe UCTIOJTHUTEJIEH NMePBbIM
57.0tBer 2 Jlumo, ompeneneHHoe COOTBETCTBYIOIIUM JOMOTHUTEIbHBIM
yKa3aHUEM PYKOBOIUTEIS
58.0tBer 3 Jlumo, koTopomMy TniepBOMY OyIeT IMepeaH JTOKyMEHT Ha
UCIIOJIHEHUE
60. Korga Ha JOKyMEHTe MPOCTaBIACTCS PEKBU3UT “OTMETKAa O KOHTpoJe™?
OtBer 1 Ecnu JOKyMEHT BaXkKeH, U HEOOXOAUMO MPEAOTBPATUTD €r0 MOTEPIO
Otser 2 Eciin 10KyMeHT TpedyeT MCIIOJIHEHUs U OepeTcs HA KOHTPOJIb
OtBer 3 Korna cekperaps O0UTCS 3a0bITh CPOK UCIIOTHEHUS JOKYMEHTA
61. Kakum oOpa3om JienaroT OTMETKY O KOHTPOJIE 32 UCTIOTHEHHEM TIOKyMEHTa?
Otser 1 O0o3na4aroT 0ykBoi "K', cioBom mim mrammnom "Konrposs'
OtBet 2 O603nauvarT OykBoi """, cnoBom unu mrammnom "Hcnonneno"
OtBet 3 O60o3HauvaT OykBoii "B", ciioBom wiu mrammnom "BeinoaHeHo"
62. KTo moanuceiBaeT u JaTupyeT pekBU3UT "OTMeTKa 00 UCTIOJTHEHUH TOKYMEHTA
Y HampaBJICHUH €ro B Je0"?
OtBet 1 PykoBoauTens opranuzanuu
OtBet 2 PykoBoaurens ciyx0n1 [JOY
Otset 3 UcnoaHuTeIb, pa0OTABIIMI ¢ JOKYMEHTOM, WJIH PYKOBOIUTEIb
€ro CTPYKTYPHOI'O NOAPa3/iesIeHus!
Otget 4 Cexperapp KaHUEIAPUU
63. BpiOepute npaBWIbHBIA BapuaHT O(OPMIICHHS OTMETKHM OO0 HCIOJHEHUU
JIOKyMEHTA U HaIpaBJIEHUH €T0 B JIETO.
Otser 1 OTBET HanpaBIcH
16.09.2003 Ne 24-54-16
SLIL T'opoxoB
Otset 2 OTBET HaIpaBIICH
16.09.2003 No 24-54-16
B neno 12-11
S I1. 'opoxos
18.09.2003
Otset 3 OTBET HaIpaBlieH
16.09.2003 Ne 24-54-16
Bneno 12-11
S. I1. T'opoxos
Otget 4 OTBET HANIPABJICH
64. Bwibepume npaunbho yKasaHuvie MUHUMAILHO OONYCMUMbLE DA3MEPbL
noeti, Komopwle ycmanagausaem oas ynpasienueckux 0okymenmos I'OCT.
Otger 1 JleBoe =20 MM, BepxHee =15 mm, npaBoe =10 MM, HUKHEee =20 MM
Otsert 2 JleBoe =20 MM, BepxHee =10 mm, npaBoe =15 mm, HUAKHEEe =20 MM
Otser 3 JleBoe =25 MM, BepxHee =10 mm, npaBoe =10 mm, HUAKHEEe =10 MM
Otget 4 JleBoe =20 mMm, BepxHee =20 mm, npaBoe =10 MM, HuKHee =20 MM
65. ['ne mpocTaBIISIIOTCS HOMEpPA CTPAHUI] B MHOTOCTPAHUYHOM JIOKYMEHTE?
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66.

Otser | Ilocepenune BepxXHero moJisi JINCTa

OtBet 2 B mpaBom yrity BepXHEro moJis Jucta

Otsert 3 Ilocepeaune HUKHETO TOJIS JTUCTA

OtBet 4 B mpaBoM yIi1y HUKHETO MOJIS JIUCTA

[Ipuctymass K COCTaBICHUIO TEKCTAa JOKYMEHTa, KaKUMHU [paBUJIaMU

1[€J1eCO00pa3HO PYKOBOACTBOBATHLCS B IEPBYIO OUepeh?

Oteer 1 YTOYHMTE HeJb AOKYMEHTAa M KPYI BOIPOCOB, IOAJIE/KALMX
pPa3pelieHUuI0; MU3YYUTh 3aKOHOJAATEJbHYI 0a3y, peryJupyromylo
NOPAIOK pelIeHUs] BONIPOCOB TAKOI0 TUIIA

OtBer 2 YTOUHUTH TpeOyeMbIi pa3Mep JOKYMEHTA; BBIACHUTH, JII KOTO OH
npegHa3HaueH; coOpaTh HEOOXOIUMBbIE MaTepHalbl 10 MpolieMe, KOTOpoil
OyZeT MOCBSIICH JOKYMEHT

67. YUem obecrnieunBaeTcsi CIOCOOHOCTh MOOYIUTh K ACHCTBUIO WM YOEAWTH B
TEKCTE CIIy>KEOHOTO TOKyMeHTa?

OtBeT 1 ApryMEHTUPOBAaHHOCTHIO U JIOTHYHOCTHIO MPHUBOJAUMBIX (hAKTOB H
noBosioB OtBet 2 CobitoienneM npasuil oporpaguu U CHHTaKcuca

OtBet 3 I'pamoTHBIM OopMIIEHHEM, COOIIOIEHHEM TpeOOBaHUIA CTaHIapTa
OtBeT 4 KpaTKOCTBIO U SICHOCTBIO U3JIOKECHUS

OTtBeTt 5 Bce BbllIenepeYncjieHHOE

68. Kak mpaBuibpHO chenarb B TEKCTE€ JOKYMEHTA CCBUIKY Ha APYIrOd JOKYMEHT
(BpIOEpUTE MPABUIbHBINA BAPUAHT)?

69.

Otser |1 B cooTBeTCTBMH C MPUKA30MPEKTOPA. ..

Otser 2 B cootBercTBUM ¢ mpuka3oM pekropa ot 15.01.2003...

Otsert 3 B coorBercTBUM ¢ puka3oM pekropa oT 15.01.2003 Ne 12...

OtBer 4 B coorBercTBMM ¢ nMpuUKa3zoM pexropa ot 15.01.2003 Ne 12 “O
pe3yJbTaTax NpoOBeJdeHHs] KOHKYpPCa Ha JIyYlIYI0 JUIUIOMHYI0 pPadoTy
CTYJIEHTOB” ...

OT Kakoro JWila M3JaraeTcsi TEKCT B PAaCHOPAIUTENbHBIX JOKYMEHTAX,

HN3aaBaCMBbIX Ha IIPUHIOUIIAX eI[I/IHOHa‘-IaJ'II/IH?

Otger 1 OT nepBoOro JIUIA eAMHCTBEHHOT0 YHUCJIA
OtBer 2 OT TpeThero Juila €AMHCTBEHHOTO YHCIIa
OtBet 3 OT nepBoro JiMia MHOKECTBEHHOTO YHCJIa

70. 3a4eM TEKCT TOKYMEHTA JCIUTCS Ha a03arbl?

Otser 1 Jlns oOnerdyeHus moAroTOBKH U MMPOBEPKHU
Otget 2 {151 iy4iero BOCpPUsAATHS

71. K kakoMy TOKyMEHTY OTHOCUTCS CIEIYIOIIEE ONPEAECIEHUE “OpraHn3alMOHHO-
MPaBOBOM JIOKYMEHT, PETJIAMEHTUPYIOIIUA AEATEIIbHOCTh OpPraHu3aluu, €€
COCTaBHBIX €AUHUI] U TOApa3ACICHUN 7

Otger 1 [IpaBuna BHyTpEeHHETO pacrnopsaka
Otger 2 IHonoxenue

Otset 3 UnCTpyKIUS

Otsert 4 IIpoTokon

72. Kem noanuckhIBaeTCs MOJI0KEHUE O CTPYKTYPHOM MOApa3IeIeHUN?

Otset 1 PykoBoautenem ciyx0b1 JJOY
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Otger 2 PykoBoauTe eM caMoro CTpyKTYpPHOI0 noJapa3aeieHus
OtBet 3 PykoBoauTeNieM OpraHu3aiuu
OtBet 4 CnenuanucToM Mo AeI0NPOU3BOACTBY
OtBet 5 PykoBoauTenem otnesna KaapoB
73. Uto 3akperigeT pasnaen "[IpaBa" 10JKHOCTHON MHCTPYKIIUM?
Oteer 1 IlotHOMOYMS COTPYAHHKA JI CAMOCTOSITEJIbHOTO PelIeHUs!
BOIIPOCOB, OTHOCSIIIIUXCH K €r0 KOMIIeTeHIUH
OtBer 2 BO3MOXHOCTH COTPYAHUKA IO HPEIOCTABICHUIO JOCTOBEPHOM
uH(GOPMaIIMU PYKOBOJUTENIO JIJISl IPUHATHUS PEILICHUS
74.. Kakue opraHu3allMOHHBIE TOKYMEHTBHI YTBEPKIAIOTCS PYKOBOAMTEIIEM
opranuzauuu? OtBeT 1 JIoJHKHOCTHBIE MHCTPYKLIMH
Otger 2 IlonoxxeHust 0 CTPYKTYPHBIX MOAPA3ICIECHUAX
Otsert 3 lllTaTHOE pacniucanue
Otgert 4 [IpaBuna BHyTPEHHETO pacrnopsaka
OtBeT 5 Bee nepeunciiseMbie BbllIe JOKYMEHTBI
75. Kakue pacnopsiiuTenbHble JOKYMEHTBI U31AI0TCS HA OCHOBE €IMHOHAYAIIHS?
Otset 1 Pemenus
Otger 2 IIpuka3sbl
76. Kakas craaus no6aBiseTcs K OCHOBHBIM CTaAMsIM Ipolecca MOJATOTOBKU
pacrnopsAuTENbHbBIX TOKYMEHTOB IIPU COCTABJIECHUHU IMOCTAHOBIICHUI U PEIIEHUI?
OtBer | O0cyxaeHHe W NPUHATHE ITUX AOKYMEHTOB HA 3aceJaHUU
KOJIETMaJILHOI0 OpraHa
OtBer 2 Yyer BpemMeHUM [JOBEACHUS HWH(POpMALMU JI0 KOHKPETHBIX
WCTIOJIHUTEIIEN
OtBer 3 CornacoBanue ¢ (PMHAHCOBBIMU OpraHaMH WIH CIy>K0aMu
77. 13 KaKkuX 4acTel Jalie BCEro COCTOUT TEKCT PACTIOPAIUTENIBHOTO JOKYMEHTA?
Otget 1 KoHcTaTupyouei u pacnopsiiuTe1bHO
OtBet 2 YHUDUITUPOBAHHON U HEPETIIaAMEHTUPYEMOM
OtBet 3 TunoBoii u “NpUBsA3aHHON” K OpraHU3aIuU
OtBeT 4 BBOAHOI M 3aKIHOYUTEIBHON
Otsert 5 IlepBoii u BTOpOI
78.  UTto MOXET SBJIATHCA  IOPUAUYECKMM  OCHOBaHHEM  pa3pabOTKu
pacropsaAUTEILHOTO JOKYMEHTA B OpraHu3anun?
Otser 1 U3nanne nokyMeHTa OpraHaMHy BJIACTHU U YIIPABJICHUS
OtBet 2 KoHKpeTHOE MOPYUYEHHE BBILIECTOSIIETO OPTraHa
OtBeT 3 HeoOxoauMocTh OCYILIECTBIICHUSA WCIIOJIHUTEIHbHON u
pacnopsaIMTEIbHON NeATeIbHOCTH JUIsl OCYILIECTBICHUS 3a/1a4, BO3JIOKEHHBIX
Ha YUpeXJIeHUE
OtBer 4 MHuuwmatuBa  pa3pabOTKH  paCHOPSAUTENHHOIO  JOKYMEHTA
YUPEXKJIEHUS WIH CTPYKTYPHOTO MOAPA3AETICHUS 10 KaKOMY-JIMOO BOIIPOCY
OtBeT 5 Bcee Bblllle nepeynciaeHHOE
79. OT KaKoro JUIa ¥ YKUCIIa U3JIaraloT TEKCT MpuKasza?
Otget 1 OT nepBoOro JIMIA eIUHCTBEHHOI0 YN CJIA
Otset 2 OT nepBoro Jinija MHOKECTBEHHOTO YHCIa
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OtBet 3 OT TpeTbero Jnila €eAMHCTBEHHOTO YKCIa

OtBet 4 OT TpeThEro JIMIa MHOKECTBEHHOTO YU CIa
80. Kak 0603Ha4ar0TCsi MyHKTHI PACIOPSIAUTEIHLHON YacTH?

OtBer 1 Apabcknmu nndgpamu

OtBet 2 Pumckumu nudpamu

OtBet 3 JlaTuHCKUMH OyKBaMH

OtBeT 4 Pycckumu OykBaMu

OtBer 5 Mapkepamu

4.1.3. IIlpumepHBbIe TEMbI KYPCOBBIX padoT
Kypcoswie pabomwi ne npedycmompenwvt 6 PI1J]

4.2. TunoBble 3aJaHUA JJIsl IPOMEKYTOYHOI aTTeCTALNU
4.2.1. Borpocsl k 3a4ety
3auem ne npedycmomper yuebHviM nIaHOM

4.2.2. Bonpochl K 3K3aMeHY
Boripochl 1711 O1IeHKH KOMIIETEHITUN

[TK-3. CnocobeH BBIMONHATH pabOThl U YOPaBIATH paboTaMu MO co3gaHuio (MoauduUKaluu) U
corpoBokaeHno VIC, aBTOMATH3MPYIONMX 33/1a4d OPraHU3allMOHHOTO YIPAaBJICHUS U OW3HEC-
TIPOIIECCHI

NIIK-3.2 OcyiecTBisieT pa3paboTKy CTpaTEruy yIpaBieHUs 3aMHTEPECOBAHHBIMU CTOPOHAMU B
MPOCKTE

[1K-4. Cnioco6eH ynpasisaTh poekTamu B obiactu T Ha OCHOBE 110JTy4€HHbIX MJIAHOB IIPOEKTOB
NITK-4.1 OcymiecTBaseT MoJlydeHUe U yIpaBJIeHne HE0OXO0AUMBIMHU PECYPCAMH J1JIsl BHITTOJIHEHUS
npoekTa (BKJIIOYas MaTepHuajbHble, HeMmaTepuaibHble, (UHAHCOBBIE PpECYPChl, a TakKke
MHCTPYMEHTBI, 000pyI0BaHUE U COOPYKEHUS)

3HATh:

1. 3akoHonarenbHOE U HOPMATHUBHO-METOJMYECKOE  PEryJIMpOBaHUE
COBPEMEHHOTO JIEJIONPOU3BO/ICTBA

Cucremsl 1€JI0MPOU3BOJICTBA.

Cucrema TOKyMEHTOOOOpOTa KaK OCHOBA YIPAaBIICHUS OpraHU3aue.
JKM3HEHHBIN [UKII SJIEKTPOHHOTO TOKYMEHTA.

['maBHOE HAa3HAYEHUE CUCTEM BJIEKTPOHHOTO JJOKYyMEHTOO0OpOTA.

Cuctempl DJEKTPOHHOTO JIOKYMEHTOOOOpPOTa B YCIOBHUSX JABOWHOTO
JEJIOMPOU3BOCTBA.

7. OCHOBHBIE TIOHATHS AIIEKTPOHHOTO JOKYMEHTO000POTA.

8. OCHOBHBIE IPUHIIUIIBI ATIEKTPOHHOTO JOKYyMEHTO000pOTA.

9. Crpareruu pa3BUTHS CUCTEM JIETOMPON3BOJICTBA U JOKYMEHTOOO0pOTA.
10.Knaccuduxkanus cucteM ynpaBieHHs TOKYMEHTaAMHU.

11.Knaccuduxanusi CUCTEM 3JIEKTPOHHOTO TJOKYMEHTO000pOTA.
12.5neKTpOHHBIE APXUBBHI.

ook wn
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13.Workflow-cucTemsl (cHCTeMbl aBTOMATH3AITUH JICTIOBBIX IPOIIECCOB).
14 ECM-cucremsl (EnterpriseContentManagement - CHCTEMBI YIIpPaBJICHUS
KOPIIOPATUBHBIM KOHTCHTOM).

15.EDMS-cucremsi(EnterpriseDocumentsManagementSystem - cuctemsl
YIPABJICHUS KOPIIOPATUBHBIMU JIOKYMEHTHBIMU PECYPCAMU).

16.YHuBepcanbHbIe «KOPOOOYHBIEY CUCTEMBI AJIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

17.nquBryaibHO pa3zpabaTbIBacMble CUCTEMBI AIEKTPOHHOTO
JIOKyMEHTO000pOTA.

18.KoMOMHUpOBaHHBIE CHCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA.

19.Cuctembl 3IEKTPOHHOTO JOKYMEHTOOOOPOTa IJIsi CHCTEM OpTraHHu3alil ¢
TEPPUTOPHUAIBHO-PACIIPEICIICHHON CTPYKTYPOU.

20.B03M0OXHOCTH AJIEKTPOHHOTO JOKYMEHTO000pOTA.

21.2tanpl BHEIPEHUSI CUCTEM JIEKTPOHHOTO IOKYMEHTO000pOTAa.

22.11poGaeMbl BHEIPEHUS CHCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTA.

23.0OcHOBHBIE 33]]a4H, CBS3aHHBIE C XpaHEHUEM U 00pabOTKON JOKYMEHTOB.

24.0OcHOBHBIE THIIBI JOKYMEHTOIIOTOKOB, BUJIbI JOKYMEHTOB.

25.0praHu3alroHHbIE U TEXHUYECKHE TPOOIEMbI KOHTPOJIS UCTIOTHEHMS.

26.Poccuiickue cucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOoTa.

27.CucteMbl  BJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B  T'OCYJapCTBEHHBIX
cTpykrypax Poccuitickonn denepannn.

28.CucteMbl  DJIEKTPOHHOTO  JOKYMEHTOOOOpPOTa B  TOCYJIapCTBEHHBIX
CTPYKTypax pEeruoHOB.

29.«OnekTpoHHOE TmpaBuUTeNbCTBO Pdy» - obmerocynapcTBeHHass cucTeMa
AIIEKTPOHHOTO JJOKYMEHTO000pOTa

30.CucteMbl 3IEKTPOHHOTO JOKYMEHTOOOOpoTa 3a pyoOexkomM. OCHOBHBIE
TEHJICHIIMU Pa3BUTHSI MUPOBOTO pbiHKa COJ]

Ymersn:

31.Vcnonp3oBaHue 0a3 JaHHBIX B OpraHU3alliyd JOKYMEHTOO0O0pOTA.

32.PeructpanmonHas kKapta JoKyMeHTa. HasHaueHne ©  BO3MOXKHOCTU
UCITOJIb30BaHUSI.

33.Peanuzarusi KOHTPOJIS UCTIOJHEHUS TOKYMEHTOB Ha 06a3e perucTpaiuoHHbIX
KapT.

34.Vcnonb3oBanne Kiaccu(pukaTopoB M pyOpHKaTOpoB s co3naHusi b/l
YYETHOTO THIIA.

35.05eKTPOHHBIN TOKYMEHTOO00POT Ha 0a3e 00JaYHBIX TEXHOJIOTHI

Baagerts:
36.Cuctema 3J1eKTpOoHHOTO JokyMeHToobopoTta 1C: JlokymeHT0000pOoT 8
37.Cucrema 3JIeKTPOHHOTO JOKyMeHTooOopoTa Docsvision
38.Cuctema amexktponHoro gokymerntoobopora JIEJIO (30C).
39.Cucrema amexktponHoro gokymenroobopora BOCC-PE®EPEHT (AifTn).
40.CucremMa 31eKTpoHHOTO JoKyMeHTooOopoTa LanDocs (JIanwur).
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41.21eKTpOHHBII TOKyMEHTOO00pOT Ha 6a3e 00JauHbIX TEXHOJIOTUN
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5. METOANYECKHUE MATEPHUAJIBL, OITPEAEJIAIOIINE
MPOLIEAYPHI OLIEHUBAHUS 3HAHUM, YMEHU 1 HABBIKOB U
OIIBITA JEATEJBHOCTH, XAPAKTEPU3YIOHIUX IOTAIIbI
®OPMUPOBAHUS KOMIIETEHIUIA

Kpurepuu olieHMBaHUS 3HAHUN 00VUAFOIIUXCS IIPUA TPOBEPKE KOHTPOJIBHBIX
pabor:

e OTMETKAa «OTJIMYHO» - IOJHOCTBIO BBIIOJIHEHBI 3aJaHUS KOHTPOJIBHOMN
paboThl, NPOAEMOHCTPUPOBAHO OTJIMYHOE 3HAHME Yy4yeOHOro MaTepuaa,
HEOOXOJMMbIE YMEHHS U HaBBIKM; COOJIIOJEHBl TpPeOOBaHMSI K BHEIIHEMY
0o(OpPMIICHHUIO PAOOTHI.

e OTMeTKAa «XOPOWIO» - BBINOJHEHBI BCE 3aJaHUsl KOHTPOJBHOU padoTHI,
IPOJIEMOHCTPUPOBAHBI XOPOIIME 3HAHUS MPOWJIEHHOIO Marepuana, HO HUMETCS
oOume HeOOJbIIME 3aMEyaHus, HE BIMSIONIME HA €€ KayecTBO, JAOIMYIICHBI
HEJI0YEThI B O(POPMIEHUN KOHTPOIBHOU PaOOTHI.

eOTMETKA «yIOBJIETBOPHUTEJIBHO» - IIPH IIOJHOCTHIO BBIITOJIHEHHBIX
3aJJaHUSIX KOHTPOJIbHOM paOOThl B HEHl MMEIOTCS CYIIECTBEHHbIE HETOYHOCTU U
HEJ0YEThl, MPOJAEMOHCTPUPOBAHO HE YMEHHME OOYYaroIIEerocsi BEPHO NPUMEHUTh
MOJyYEHHBIE 3HAHUS, UMEIOTCS HapyIIeHUs B 0QOPMIICHUH PabOTHI.

e OTMeTKA «HEYI0BJIETBOPUTEIbHO) - HE TIOJHOCTHIO BBIIOJIHEHBI 3aJaHUS
KOHTPOJIbHOM paloThl, OOHApPY>KMBAETCS HEJOCTATOYHBIM YypPOBEHb 3HAHUU
o0yyJaromerocs.

KDI/ITCDI/II/I OLICHUBAHU 3HAHUU O6V‘IEIIOHII/IXCH opu OPOBCACHUN
TCCTUPOBAHU .

Pe3ynpraT TECTMpOBaHMUS OLICHUBAETCS IO NMPOLEHTHOM IIKale OLIEHKH.
Kaxmomy oOyuaromeMycsi mpejaraercsi KOMIUICKT TECTOBBIX 3aJaHuil u3 25
BOIIPOCOB:

eOTMeTKA OTIUYHO» — 25-22 TIPaBUIBHBIX OTBETOB.

eOT™MeTKa «X0pomIo» — 21-18 MpaBUIBHBIX OTBETOB.

eOTMeTKA «YJA0BJIETBOPUTENbHO» — 17-13 MpaBUIIBHBIX OTBETOB.
eOTMeTKA «HEYI0BJIECTBOPUTEIbHO» — MeHEee |3 MpaBUIbHBIX OTBETOB.

Kpurepun 3HaHUN OpU OPOBEACHUH 3aUETA:

e OneHKa «3a4YTeH0» JOJDKHAa COOTBETCTBOBATh IapameTpaM JIIo0OH u3
MOJIOKHUTEIIBHBIX OIEHOK ((OTIUIHOY», «XOPOIII0», KyTOBICTBOPUTEIHLHOY).

e OueHKa «He 3a4YTeHO» J0JDKHA COOTBETCTBOBATh IMapaMeTpaM OIICHKH
«HEYIOBJICTBOPUTEIHHOY.

e OTMeTKA «OTJIMYHO» — BBITIOJIHEHBI BCE BHUJBI Y4eOHOU paboTHI,
NPETyCMOTPEHHbIE  yuyeOHbIM  TuiaHoM.  OOyuwaromuiics — I€MOHCTPHUPYET
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COOTBETCTBHE 3HAHUI, yMEHUI, HABHIKOB IMPUBEJACHHBIM B TAOIUIAX MMOKA3aTENM,
ONEPUPYET MPUOOPETEHHBIMU 3HAHUSAMM, YMEHUSIMH, HaBbIKaMH, IPUMEHSET UX B
CUTyallUsIX IOBBIIIEHHOM cJOXKHOCTU. [Ipm 3TOM MOryT OBITH JOMYLIEHBI
HETOYHOCTH, 3aTPYJHEHUs NPU aHAIUTHYECKUX ONEPALMIX, NIEPEHOCE 3HAHUU U
YMEHUM Ha HOBBIE, HECTAHJAPTHBIC CUTYaIINH.

e OTMeTKA «XOpOLIO» — BBIIOJHEHB BCE BHAbI Yy4eOHOW paboTHI,
NpPELyCMOTPEHHbIE  y4eOHbIM  IuUIaHOM.  OOydvaromuidcss  I€MOHCTPHUPYET
COOTBETCTBHE 3HAHUI, yMEHUI, HABBIKOB IIPUBEJACHHBIM B TAOIUIAX MMOKA3aTEIsM,
OTEepUPYET MPUOOPETEHHBIMH 3HAHUSAMH, YMEHUSIMH, HAaBbIKAMH, IPUMEHSET UX B
CTaHAAPTHBIX cuTyauusx. IIpu 3ToM MOryt OBITh AOIYILIEHBI HE3HAYUTEIbHBIC
OLIMOKH, HETOYHOCTH, 3aTPyIHEHHUS MPU aHATUTHUYECKUX OMepalusix, MepeHoce
3HAHWM U YMEHUI Ha HOBBIC, HECTAHJAPTHHIC CUTYALINH.

e OTMeTKa «yI0BJETBOPHUTEIbHO» — HE BBIIIOJHEH OAWH WM 00Jiee BUIOB
y4eOHON paboThl, MPEAYCMOTPEHHBIX Y4eOHBbIM TuTaHOM. OOydarontuics
JEMOHCTPHUPYET HEIIOJIHOE COOTBETCTBUE 3HAHUM, YMEHUI, HABBIKOB IIPUBEICHHBIM
B Ta0IuUax MOKa3aTessiM, JOMYCKAIOTCS 3HAYUTENIbHBIE OUIMOKH, IMPOSIBISETCS
YAaCTUYHOE OTCYTCTBUE 3HAHWW, YMEHUW, HABBIKOB II0 PALy IOKa3aTelew,
OOy4YarOIIMIICS UCHBITHIBAET 3HAYUTENIbHBIE 3aTPYIHEHHS] MPHU ONEPUPOBAHHUH
3HAHMSIMU U YMEHMSIMU NP UX IEPEHOCE HA HOBBIE CUTYaLlUU.

e OTMeTKA «HEYIOBJIETBOPUTEIbHO» — HE BBINOJIHEHbl BUIbl yueOHOU
paboThl, NPEITYCMOTPEHHbIE YYE€OHBIM IIJIAHOM. JEMOHCTPUPYET HEMOJIHOE
COOTBETCTBHE 3HAHUM, YMEHUI, HABBIKOB IIPUBEICHHBIM B TAa0JIMIaX MOKa3aTeleH,
JIOTIYCKAlOTCS 3HAaYUTENbHbIE OLIMOKH, MPOSBIIAETCS OTCYTCTBUE 3HAHUU, YMEHUH,
HaBBIKOB 10 OonbllieMy psjy IOKa3aTenel, oOydarolMics HCIBITHIBAET
3HAYUTEJIBHBIE 3aTPYIHEHUS TP ONEPUPOBAHMU 3HAHUSAMM U YMEHUSAMH IIPU UX
NEPEHOCE Ha HOBbIE CUTYalUHU.

6. JOCTYIIHOCTb U KAYECTBO OBPA30OBAHUS 1JIs JIUL C
OB3

[Ipy HeoOXOIMMOCTM  HHBaNUAaM U JHIAM C  OTPaHUYECHHBIMU
BO3MOKHOCTSIMA ~ 3[I0pPOBbSl  NPEIOCTABIIIETCA  JOINOJIHUTEIBHOE BpeMS  JUIA
IIOATOTOBKY OTBETA HA 3a4ETe.

[Tpu npoBeaeHNH MPoLeAYPhl OLICHUBAHUS PE3YJIbTATOB 00yUEHUSI MHBAJIUOB
U JIAL C OrPAaHUYEHHBIMU BO3MOXKHOCTSMM 3J0POBbSI MOTYT HCIIOJIb30BaThCA
COOCTBEHHbBIE TEXHUUECKHUE CPENICTBA.

[Ipouenypa oueHUBaHUS PE3yJIbTaTOB OOy4YEHUS WHBAIMIOB W JHUI C
OTPAaHUYECHHBIMH BO3MOYKHOCTSIMU 3JI0POBbS MO JUCUUILIMHE IPEIYCMATPUBAET
npenocTaBiieHne nHpopMauuu B GpopMax, aganTUPOBAHHBIX K OTPAaHUYECHUSIM UX
3JI0POBBS U BOCTIPUATHS HHPOPMAITIH:

— B Me4aTHOM (hopMe yBEITHUCHHBIM IPUPTOM,

JUJIs 7ML ¢ HApYIICHUSIMH 3PEHUS:
— B (hopMe PIIEKTPOHHOTO JIOKYMEHTA.
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— B IeyaTtHou opme,

JIsL TUL C HApYIICHUSIMU ClTyXa:
A Py Ix — B (hopMe JIEKTPOHHOTO TOKYMEHTA.

JIjist L ¢ HapyIeHUsIMU — B IeyaTHou (opme, anmapara:
OMOPHO-JIBUTaTEILHOTO anmnapara | — B (hOpMe JIEKTPOHHOTO TOKYMEHTA.

[Tpu mpoBeaeHNY MPOTICAYPHI OIICHUBAHUS PE3yIHTATOB O0yUCHUSI MHBAIUOB
U JIUI] C OTPAaHUYCHHBIMHA BO3MOKHOCTSIMH 3JI0POBBS 10 TUCIUIUINHE 00SCIIeYNBaCT
BBIMIOJTHEHUE CIICAYIOIIUX JOMOJIHUTENbHBIX TPEOOBAaHUW B 3aBUCUMOCTH OT
WHIUBUIYAIBHBIX OCOOCHHOCTEN, O0YHArOIINXCS:

a) WHCTPYKOHMS TI0 TIOPAIKY TPOBEACHUS TMPOIECAYPHl OICHUBAHUS
MpeoCTaBIsIeTCs B JOCTYITHOU (popMe (YyCTHO, B TUCbMEHHOM dopme);

0) moctymHas ¢dopMa MPEeIOCTaBICHHUS 3aJaHUN OIEHOYHBIX CPEACTB (B
neyatHo ¢Gopme, B TmeyaTHOM ¢GopMe yBeIWYeHHBIM IpudToM, B dopMme
AJIEKTPOHHOTO JOKYMEHTA, 3a/IaHHsI 3aUMTHIBAIOTCS IIPETO/IaBaTEIIEM );

B) JocTymnHas opMa MpeoCTaBICHUSI OTBETOB Ha 3a7aHus (MUCbMEHHO Ha
Oymare, HaOOp OTBETOB Ha KOMIIBIOTEPE, YCTHO).

[Tpu HE0OXOAMMOCTHU JIJIsi 00YUAIOIIUXCS C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU
3MI0pPOBbSl W HWHBAIMIOB TIPOIEAypa OICHUBAHHUS pE3ylIbTaTOB OOYYEHHUS IIO
JUCIUIUTMHE MOXET MPOBOJUTHCS B HECKOIBKO TAIlOB.

[TpoBenenune mporeaypsl OLEHUBAHUS PE3yJIbTATOB OOYYEHHS WHBAIHIIOB H
JIMII C OTPAaHUYECHHBIMHI BO3MOKHOCTSIMU 3/I0POBbS JIOMTyCKAETCSI C UCIIOJIb30BAaHUEM
JTUCTAHITMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHH.
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