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1. IlepevyeHb MIAHMPYEMbIX Pe3yJIbTATOB 00yUEeHHUS N0 JUCHHUILIHHE (MOTYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHS NMPOTrPaMMBbI

1.1. Juctmmunaa (b1.5.32.01 Ocnosul

OOKYMEHmMOooOopoma 6 MAMOICEHHbIX OP2aAHAX)

o0ecIeynBacT OBJIaZICHUC CICAYIOIUMU KOMIICTCHIHUAMMA C YUCTOM STalla:

Kon HaumenoBanune Kox srama ocBoenusa HaumenoBaHue 3Tama
KOMIIETEHIINH KOMITIETEHIINH KOMIIETCHIINU OCBOEHUSI KOMIIETEHIIHH
OIlK-1 cnocobHocTh  pemats | 1.3.1 Cniocoben IPUMEHSTD

CTaHJapTHBIE  3aJa4u nH(OPMaLILOHHO-

npoecCHOHATBLHOM KOMMYHHKAITHOHHBIC

JESTEIIbHOCTH Ha TEXHOJIOTUHU B cBOEH

OCHOBE JEeSITETTLHOCTH.

UH(OPMALIMOHHOW U

oubmmorpaduueckon

KYJIBTYpPbI c

IPUMCHECHUEM

nH(pOpMaIMOHHO-

KOMMYHHKAITHOHHBIX

TEXHOJIOTHI U C y4eTOM

OCHOBHBIX TpeOOBaHMI

uH(pOpMaIMOHHOM

0€30MacCHOCTH

OIIK-6 CIIOCOOHOCTh Ha | OIIK-6.2 (2.1) Crnocoben OCYUIIECTBJISTh

HAYYHOM OCHOBE pelIeHne CTaHJapTHBIX 3a/1a4

OpraHU30BaTh CBOM npodeccnoHanbHOM

TPYZA, CaMOCTOSITEIHHO JeSITeTbHOCTHHA OCHOBE

OIICHUBATh PE3YyJIbTAThI HAy4YHOM OpraHH3aIiH

CBOCH JIeATEIILHOCTH CBOETO Tpyna u
CaMOCTOSITENILHON  OIICHKHU
pe3yJIbTaTOB CBOEH
JIESITENIbHOCTH

1.2.B pe3ynbTaTe OCBOCHUS TUCIHIUINHBI Y CTYJICHTOB JIOJDKHBI OBITh C(HOPMUPOBAHBI:

OTD/TD Kop srana PesynpTaThl 00y4yeHus
(npu Hanuyuu OCBOCHUS
npogcmanoapma)l KOMITETCHIIUH
TPYAOBBIC WIN
npodeccruoHaIbHbIE
JEUCTBUSA
13.1 HAa YPOBHE 3HAHMM:

3HATH OCHOBHBIC TOJIOKECHHUS METOJIUKU MPUMEHEHHSI
MHGOPMALIMOHHON U OHOIHOrpaguuecKkoi KyJIbTyphl

st perIeHHs 3a/1a49 npodeccHoHaTBHOM
e TeIbHOCTH

Ha ypOBHE YMEHHi: YMETh I'DaMOTHO 3allOJHATH U
O(l)OpMJ'IHTB JOKYMCHTEI, HCII0JIB3YEMBIC B|

podecCHOHANBEHOM e TeNbHOCTH

Ha ypoBHE HaBbIKOB: OmNbIT mnpodeccuoHanbHOM

JICATCIIBHOCTH




OIIK-6.2 (2.1) Ha ypOBHE 3HAHUI:

3HATH OCHOBHBIE TMIOJIOKCHHUSI METOJMKH HAay4YHOH
OpraHu3aliil CBOETO TpyJa M  CaMOCTOSITENIbHOMH
OLIEHKU PE3YJIbTATOB CBOEH JEATEIbHOCTH

Ha YPOBHE YMEHMIA:

[YMeTh NPUMEHATh METOAMKU HAay4YHOM OpraHu3anuy

CBOEro Tpyda U CaMOCTOSITEJIBHON ~ OIICHKHY|
[PE3YJBTATOB CBOEH JIEATEIIbHOCTH

Ha YPOBHE HABBIKOB:

OIBIT peICHUA CTaHAAPTHBIX 3aJ1a4

podeccnoHanbHOM e TeIbHOCTHHA OCHOBE HAy4YHOMH|
OpraHu3alliil CBOETO Tpyda M  CAMOCTOSATENIBHOM|
OLICHKH PE3YJIbTaTOB CBOEH JeSITeIbHOCTH

1. O6beM 1 MecTO IMCUUILTUHBI (MOayJis) B cTpykType OII BO

O0beM TMCHHUIJIMHBI
KonunuecTBo 3a4eTHBIX €IUHHMIL 110 yaeOHOMY IutaHy: 2 (72 yaca), KOHTAKTHas pabOT — JIEKIHUU
18 wacoB, mpakTHYeCKue 3aHATHS — 36 4acOB, CAMOCTOATENbHAs padoTa — 18 yacos.

Mecto nucuuniiuebl B cTtpykrype OII BO

—b1.5.32.01 OcHOBBI TOKYyMEHTOOOOPOTA B TAMOKEHHBIX OpraHax, 4 Kypc, 8 ceMecTp;

— JUCIMIUIMHA peanu3yercs mocie usydenus: WMHopmarmka, byxranrepckuii yder,
OcHOBBI  JIOKYMEHTOOOOpPOTa B  TaMOXXEHHBIX  oOpraHax, KOHCTUTyLIMOHHOE TIPaBo,
AnmuHuCTpaTuBHOE 1paBo, ['paxnanckoe mpaBo, PuHaHcoBoe IpaBo, [IpaBo EBpasuiickoro
3KOHOMHUYECKOI0 CO03a, MexX1yHapOJHOE TAMOKEHHOE IIPaBo;

2. CoaepikaHue M CTPYKTYpPA JMCHUILIMHBI (MOAYJIsST)

Ounasn ¢hopma odyuenusn

Ne n/m HaumeHoBaHMe TeM H/WJIH O0beM TMCHUILUIMHBI (MOAYJIs1), Yac. dopma
pasnesioB Bceero KonrakTHas pa6oTa odyuyaouuxcs ¢ CP TEKYIIEro
npemnojaaBartejieM KOHTPOJIS
10 BUAAM Y4eOHBIX 3aHATHH ycneBaeMoCTH**,
JI/30, JIP/ 20, 13/30, |KCP NPOMeKy TOUHOI
JOT* JAOT* JOT* aTTecTaum® **
Pazgen 1 | OcHOBHBIC TOHATHS U 8 2 4 2 0,3, T
TEPMUHOJIOTUS B
JOKYMEHTALlHOHHOM
obecnieyeHnn
YIIPaBIICHUS
Paznen 2 | JlokyMeHTHpOBaHHNE 16 4 8 4 0,3, T
YIpaBIEHUECKOHN
JIEATCIbHOCTH
TaMOKEHHBIX
OpraHoB
Paznen 3 | Opranuzanust paboTbl 16 4 8 4 0,3, T
C JIOKYMEHTaMu
(ympaBnenue
JOKYMEHTaMH) B
TaMOKEHHBIX OpraHax
Paznen 4 | Dkcneprusa 16 4 8 4 0,3, T




OCHHOCTHU
JOKYMCHTOB

Pazmen 5 | Cpencrsa 16 4 8 4 0,3 T
OpraHu3alOHHON
TEXHHKH,
WCIIONB3yeMbIE  TIpH
pabote c
JIOKyMEHTaMU

HpOMe)KyTO‘lHaﬂ aTTeCTalusa 3averT

Bcero: 72 18 36 18

Conep:kanue TMCHUIIHHBI (MOYJIf)

Paznea 1. OCHOBHBIE IIOHATHUA U TEPMUHOJIOI'USA B
JOKYMEHTALIMOHHOM OBECIIEYHEHUWMU YIIPABJIEHUSA (10Y)

Tema 1.1. HopmaTuBHo-meToanueckast 6aza JIOY B Poccuiickoii ®@enepanun

Ponp w 3HaueHWe JUCHMIUIMHBI B MPO(ECCHOHAIBHOW MOJArOTOBKE CHElMaIncTa
TAMOXKEHHOTO  fena.  JIOKyMEeHTOOOOpOT ~ Kak  TEXHOJIOTHMYECKas  COCTABILIOIIAs
JOKyMEHTallMOHHOro obecrnieuenust ympasineHus ([IOY) B TtamokeHHbix opranax. JIOY kak
OTpa)K€HHE CHUCTEMbl U TEXHOJIOTUU YIPABJICHUS JEATEIbHOCTBIO TAMOXKEHHBIX OPraHOB: HOBast
napajurma yrnpasjieHuUs! — IPOLECCHBINA MOJIXO0I.

Kparkuii aHaiu3 HOPMaTUBHO-METOAMYECKUX JIOKYMEHTOB B obmactu JOVY B
Poccuiickoit ®enepanuu: a) 3aKOHOAATENbCTBO; O) CTaHAAPTHI: MEXKIYHApPOJHBIE U
HallMOHAJIbHBIE, B TOM 4HCJe, KIacCU(UKATOPhl TEXHUKO-3KOHOMHYECKOM W COLUAIbHOU
unpopmanuu (TOCH). Ux poas B ”HPOPMALIMOHHOM 00ECIIEYeHUH AEATEIbHOCTH TaMOXKEHHBIX
OpraHoB; B) METOJUYECKasi U yueOHas IuTeparypa.

HopmaruBubie mnpaBoBbie aktel DTC Poccum B o0nact  JTOKyMEHTalMOHHO-
UH(POPMALIMOHHOTO 00eCieueH sl YIIPaBJIEeHUs J1eATebHOCThIO TAMOKEHHBIX OPTaHOB: KPaTKUH

0030p.

Tema 1.2. OcHoBHBbIe IOHATHS B chepe [JOY

Tepmunocucrema JIOY Ha coBpemMeHHOM »3Tame: B3MsLA JokymeHToBega u UT-
CHeluamcTa.

JIOKyMEHT Kak MCTOYHUK W HOCUTENb MHpopManuu. [lucbMeHHas CynHOCTh B gopMma
nokymenTta. Crpykrypa pAokyMeHta. MertaganHble. Tumonoruss HI0OKyMEHTOB. @opmaThl

9JICKTPOHHBIX JOKYMCHTOB.




[TousTHs: «HPOPMALIU», «IOKYMEHT», «IJOKYMEHTALIMOHHOE 00ecreueHNe YIpaBICHUs
(AOY)», «ympaBieHue JOKYMEHTaMH», <«WH(OpMarMoHHOE OOecreueHne YIpaBICHUS,

«UH()OPMAIIOHHBIN MEHEPKMEHT», «3JIEKTPOHHBIN 1oKyMeHT (D/1)» u np.

Pasgen 2. JOKYMEHTUPOBAHUE YIPABJEHUYECKOM JEATEJHLHOCTHU
TAMOXEHHBIX OPT’TAHOB

Tema 2.1. JlokyMeHTHMpPOBaHHME YINPaBJIeHYECKOH W HHON NPOM3BOACTBEHHOI
AeATeIbHOCTH B TAMOKEHHBIX OPraHax

JIokyMeHT Kak cieAcTBUe coObITHs. OCHOBaHUS IS CO3JaHUS JOKYMEHTOB B
opranusauuu. [Ipunanne qOKyMEHTY IOPUINYECKON CUJIBL.

Cucrtembl JOKyMEHTAlMU, MCIOJb3yeMbl€ B JACSATEIBHOCTH TaMO>XEHHBIX OpPraHOB, HUX
XapaKTepUCTHKA, COCTaB, B3aMMOIPOHMKHOBEHHE. YTpaBieHueckue AokyMeHTHl (Y/[[) kak
nucbMeHHas (opma YP W oTpakeHHE CHCTEMBI YIpaBICHUS, WX BUIBI, KIACCUPUKALIUA.
Ormpeznenienne  opraHu3allMOHHO-pacnopsauTenbHoro  gokymenta  (OPI]). Buget wu
pazHoBuHoctu OPJI.

bnanku OPJ] u TpeGoBanHus, mpeabsBiseMble K UX O(QOPMIICHHIO, U3TOTOBICHHUIO U
xpanenuto. Pexsusutsl OP/] u mpaBuia ux opopmiienus. opmyssp T0KyMEHTA.

CTpyKTypa pEeKBU3UTA TEKCT» B PA3IMYHBIX OPraHU3ALMOHHBIX U PACHOPSIUTEIBHBIX
JOKyMEHTaX (MOJIOKEHHUE O TaAMOKEHHOM OpraHe, MOJOXKEHHE O CTPYKTYPHOM MOpa3/ieieHHH,
TOJKHOCTHOM pernamMeHT (MHCTPYKIUs) U Jp.). TpeOoBaHMUS K CTUIIO M3NIOKEHUS PEKBU3UTA
«TEKCTY.

Nudopmarnimonnbie TOKyMEHTHI (aKThl, TPOTOKOJBI, JOKJIAJHBIE 3alUCKHU, CIy>KEOHbIE
MKMCbMa, CIIPAaBKH, OTYETHI U Jp.) U TPeOOBaHUS, IPEABIBISIEMbIE K UX 0()OPMIICHHIO.

KuszHneHHEIN MUK W OTallbl ITIOATIOTOBKH CJ'Iy>K€6HBIX JOKYMCHTOB.

Tema 2.2. OcoOenHoctn oQoOpMIICHHSI JOKYMEHTOB, CO3JaBaeMbIX B Ipouecce

yIpaBJieHHsl IEPCOHATIOM B TAMOKEHHBIX OPraHax

CooTHOIIEHNE NOHATUN «KaIpoBas JOKYMEHTALUsA», <«IOKYMEHTHI JIMYHOIO
HIPOMCXOXKAEHUS (IO JIMYHOMY COCTaBY)», «IOKYMEHTAIMsl MO YINPABICHHUIO MEPCOHATIOM», MX
COCTaB, KJIacCHU(pUKaIHSI.

JlokymMeHTanbHOE O(OPMIIEHHE KaJpOBBIX NPOLEAYpP - HEOTheMIIEMas OOsS3aHHOCTb
paboronarens. TpeGoBaHHS POCCHICKOrO 3aKOHOJAATENIbCTBA K MpOLEAypaM U TMpaBUiIaM
oopmIIeHHs JOKYMEHTOB 10 YIPABJICHUIO EPCOHATIOM.

[IpaBuna odopmieHUsT HEKOTOPHIX TOKYMEHTOB (TIOJIOKEHHE O TEPCOHATBHBIX

JIAHHBIX, IPUKAa3 M0 JUYHOMY COCTaBY, aTTECTAIIMOHHBIN JIUCT, KOHTPAKT U Ap.). DopMupoBaHue
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U XpaHEHHWE JIMYHOTO JieJa TOCYAapCTBEHHOTO TPaXKTAHCKOTO CIyXamero (CoTpyIHUKa,
paboTHHKA).

Tema 2.3. OcoOenHocTn o¢QopMiIeHHA  JOKYMEHTOB, HCHOJb3yeMbIX B
MEKIYHAPOAHON MPAKTHUKE BHEIIHEIKOHOMHUYECKOI 1eITeJIbHOCTH

Kommepueckass (memoBasi) Tmepemucka: KiIacCUPUKAUSA KOMMEPYECKUX — IHCEM
(mpeaioroBopHbIe, MPETEH3UOHHbIE, FapaHTUIHBIEC, PEKIAMHbBIE U JIp.); IPaBOBbIE OCHOBAHUS
MOJATOTOBKU; 0COOEHHOCTH O(POPMIIEHUS; CTPYKTYpa TeKCTa (KOMITO3ULIMOHHOE TTOCTPOCHUE).

MexyHapoIHble CTaHJApThl, HCIIOJIb3yeMble TMpPU TMOATOTOBKE U  O(OpPMICHUU

KOMMEPUYECKOH MepenucKku: (opMyIisip, COCTaB M PACIOI0KEHUE PEKBU3UTOB H T.II.

Paznen 3. OPTAHU3ALUA PABOTbI C JOKYMEHTAMU (YIIPABJIEHUE
JOKYMEHTAMMN) B TAMOXEHHBIX OPT’TAHAX

Tema 3.1. Opranuszanus ABH:KeHUA (JOKYMEHT0000p0Ta) U PadoThI € JOKYMEHTAMHU
B TAMOKEHHBIX OpraHax

CoBpeMeHHbIe TpeOOBaHMS K YIPABICHHUIO JOKYMEHTaMM (yNpaBlileHHE JTOKYMEHTaMH,
peryiasTHBHas cpeja, IMOJUTUKAa B 00JAacTH YHpPaBICHHUS JIOKYMEHTAaMH, pacHpeieieHue
OTBETCTBEHHOCTH M IIOJHOMOYMM MO YHpaBieHUIO JIOKyMeHTaMu). CHCTEMHBIM MOAXOA K
YIOPaBICHUIO JOKYMEHTaMU B OpraHu3aluud. MeToqosiorus NpPOEKTHUPOBAaHUS U BHEIPEHUS
cucreM ynpasieHus gokymentamu (CVY ).

JIOKyMEeHTOOOOPOT B TaMOXXEHHOM OpraHe: cojep)kKaHHe (JOKYMEHTOIOTOKM); ATaIlbl
(xapakTepucTuka; TpeOOBaHMSI K OpraHHU3al[HM); COBPEMEHHBIE CpPEJCTBA MHCCIENOBAaHUS MU
MojiearpoBaHus. OCHOBHbBIE MPUHLUIIBI pallMOHAIN3AUU JOKYMEHTOOOOpPOTa B TaMOKEHHOM
oprase. Bo16op Gpopmbl opranu3zauu 1€10Mponu3BOJICTBA.

Perucrpanus n10KyMEHTOB Kak METOJ BKJItOUeHUs AOKyMeHTOB B CVY/I: kirodeBoi dTamn
JOKYMEHTOO0OpOTa M OCHOBAa CO3[aHMs JOKYMEHTaJbHOH HMH()OPMAIIMOHHO-TIOMCKOBOM
cucremsl (JJUIIC). CtpykrypupoBaHue NOKYMEHTHpPOBaHHON uHpopmanuu. [IpuHumMnuambHas
cxema padotst AUTIC.

Kommepueckne ~ cnpaBoyHBIE  CHUCTEMBI  IIpaBOBOro  xapakrepa  («l'apaHT»,
«KoncynbrantlLmtocy, «Konekey», «FOCUC» u ap.) kak pazHOBUIHOCT AoKyMeHTanbHbIX UTIC:
O(QUIMATIBHOCTh, aKTYaJIbHOCTh, MOJHOTAa M JOCTOBEPHOCTh HH(OpPMAalMU, COIepKalluiics B
HUX.

Tema 3.2. OcoGeHHOCTH OpraHu3anuu padoThbl ¢ HEKOTOPHIMH BHAAMHU I0KYMEHTOB



Oco0eHHOCTH OpraHU3alMy JIETONPOU3BOJICTBA B pabOTe C YCTHBIMU M NMUCHMEHHBIMU
oOpamieHus MU TrpaxkaaH. PaccMoTpeHHMe 1O CymiecTBy, TpeOOBaHUS, TNPEABABISIEMbIE K
pemienuto. [Ipuem rpaxaaH.

OcoOeHHOCTH TOpSiIKA M CPOKH PACCMOTPEHUS 3asBJICHUNM TpaxkIaH B ciydyae
00KaJoBaHUS WMHU pELIeHUH, JeicTBuil (0e3meiicTBUl) TaMOXKEHHBIX OpPraHoB M HX
JOJKHOCTHBIX JTHIL.

CymHOCT, U OCOOCHHOCTH OpraHu3aluu padoThl € JOKYMEHTaMH, COJCpPKAIIUMU:
cBeneHus orpanmdeHHoro pacmnpoctpanenus (JICII), koHdpuaeHManbHy0 (TIEPCOHATBHYIO)
uH(pOpMAIIHIO, CITY)KEOHYIO TalfHY, TOCYIapCTBEHHYIO TaliHY.

Tema 3.3. Hudopmatusammsi B cdepe JOKYMEHTANUOHHOIO olecneveHHs!
ylpaBJieHusl

ABTOMaTH3aIMs JIEJIONPOU3BOJICTBA — KJIIIOYEBOW MOMEHT B HAJI€KHOCTH peaU3aliu
MOJICIA ~ YIpaBJIICHUS ~ OpPraHW3aledl W COBEPIICHCTBOBAHUS  aJMHHHUCTPUPOBAHMUSL.
CoBepuienctBoBanne JIOY - oaHa U3  [PEANOCBUIOK  CO3JaHUSl  KOPHOpPaTHBHOMN
unpopmanmonnor cucrembl (KWC) opranuzanuu. Otanbl W OCHOBHBIE  MPUHIIHIIBI
aBTOMATHU3AlMK JIOKYMEHTOOOOpOoTa (NMPUHIMIBI MEpPBOro JHUIA, CXKaTus HUHGOpMaIuy,
0OpO’KENaTeNbHOCTH, OAHOKPATHOCTH BBOJIa HH(OPMAITHH).

CucreMbl  IJIEKTPOHHOTO  JOoKyMeHTooOopora (CDJI): ompeneneHue; QyHKIWH,
tpeboBanus k COJI. Onenka s3pdextuBnoctu CI/I. [Ipobnemsr Buenpenus CI/I.

®TC  Poccum B cocraBe  <«QIEKTPOHHOIO  MHpaBUTENbCTBa».  CHCTEMBI
MEXBEJIOMCTBEHHOTO  JJIEKTPOHHOTO  JOoKymMeHTooOopora (MDJIO) ©  3JIEKTPOHHOTO
B3aumozeiicteust (CMOB): HazHaueHue, HHPPACTPYKTypa; OCHOBHbBIE HCIOJHUTEIN U
YYaCTHHKH; CTPYKTYpa MepeaaBaeMoi nHPOpMAIIHH.

Cospemennsle TeHaeHuu pasputus UT B JIOY (oOnauHble TEXHOIOTUH; MOPTAIbHbIE

peUiCHUs; TIOTOKOBOC CKAHUPOBAHUC,; U3BJICUCHUC JAHHBIX U ,Z[p)

Paznea 4. JKCIHEPTU3A HEHHOCTHU JOKYMEHTOB

Tema 4.1. Homenkiatypa e

HomeHnknatypa aen Kak OCHOBa JOKYMEHTaJIbHOro (OHJa TaMOXXEHHOTO OpraHa Hu
KJIAaCCU(UKALMOHHBIN CIPaBOYHUK. MHOTO(QYHKIIMOHATILHOCTh HOMEHKJIATYphl JeJ, €€ BUJbI,
CXEMBI ITOCTPOCHUS.

TpeboBanusi, mpenbsBIsgeMble K 3arojoBkam jeid. [IpusHaku 3aBeieHUs Jedl.
OmnpeneneHne CpoKOB XpaHEHHUS TOKYMEHTOB. IlepeuHH JOKYMEHTOB € yKa3aHHEM CpPOKOB HX
XpaHCHUA: BHUJbI, HA3HAYCHUC, IMOPAJOK HCIIOJIb30BAHUA. OcHOBHBIE ImpaBujia q)OpMI/IpOBaHI/ISI

JCII.
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Tema 4.2. Ilopsimoxk mnpoBedeHHs] JIKCHEPTU3bI IEHHOCTH JOKYMEHTOB B
TAMOKEHHBbIX OpraHax

ApxusHbiii pona Poccuiickoit denepamui, ero posib B JIeje COXPAHHOCTH KYJIbTYPHOTO
Y HaY4YHOT'O Hacle[Hsl CTPAaHbI U COCTaB. Buabl apXuBOB, UMEIOMIMXCS B TAMOXKEHHBIX OpraHax,
UX 337]a4¥ ¥ (PYHKIMH, COCTaB apXUBHBIX (POHIOB.

[TpyHUMIIBI, KPUTEPUM W ITalbl 3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB TaMOXEHHBIX
OpraHoB, B TOM YHCJE 3JEKTPOHHBIX. JKcrnepTHble Komuccuu (DK) TamMOXKEeHHBIX OpraHoB:
3ajaun, (QYHKIUH, opraHu3zaunus palboTbl. [lolHOMOYMS SKCIEPTHO-IPOBEPOUYHBIX KOMHCCHUN
(OIIK) apxuBHBIX yupexacauii. OhopmMieHre pe3yIbTaTOB IKCIEPTU3HI IICHHOCTH IOKYMEHTOB.

[Topsinok nepenaun J1e1 B apXyUB TaMOKEHHOT'O opraHa. BeieMka, U3bsITHE 1€ U3 apXUBa
TaMOKEHHOT0 OopraHa. Beiiaua cripaBok cOIManbHOTO XapakTepa.

[TonsiTue «anekTpoHHOTO apxuBa» (JA) ¢ Touku 3peHus apxusucta u UT-cnenuanucra.
Bunet DA. TpeboBanust k xpanuauiy OA. IlonBogHbple KaMHM HCNONb30BaHUS DA U

YHUYTOXKCHHA 3JICKTPOHHBIX JOKYMCHTOB.

Paznea 5. CPEJCTBA OPTAHU3AIIMOHHOM TEXHUKH, UCIIOJIb3YEMBIE
ITPU PABOTE C JOKYMEHTAMMUA

Tema 5.1. Knaccudukanusi cpeacTB OPrreXHMKN U UX OCHOBHbIE XapaKTePUCTHKH

CpenctBa  Malioifik  OPrTEXHUKA -  3JEMEHT  KYJIbTYpPhl  YIPaBIEHYECKOTO
tpyna.Knaccupukanusi cpeacTtB  OprreXHUKH  (KONMUPOBAIBHBIC — alIapaTrhl, TeJIETaMIIbI,

Tenedakcel, CPEICTBA CBSA3H U AP.) U UX OCHOBHBIE XapaKTEPUCTUKH.

Tema 5.2. Oco0GeHHOCTH HCI0JIL30BAHNS 3JIEKTPOHHOI, TejierpadHoii, TeaeTalnHoOM,
(pakCHUMUIBLHOH CBA3H

OcobenHocTH HCIIOJIb30BAHHUS ANEKTPOHHOM, TenerpadHou, TCICTANITHOM,
baxkcuMunabHON cBsi3u. [oAMTMHHOCTE MepenaBaeMbIX CpeACTBaMH JIEKTPOHHOM, TenerpadHoi,
TeJIeTalnHOM, (aKCUMUIBHOM CBSI3M JOKYMEHTOB, IpaBWja HMX IOATOTOBKM M IpOLEAypa

nepenaqH/HpHeMa B TaAMOKCHHBIX OpraHax.

3. MarepuaJjbl TEKyLIero KOHTPOJIsl yCeBaeMOCTH 00y4aloLuXcsl U
(poH1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHON aTTECTALMH 10 JUCHHUILIMHE (MOAYJII0)

4.1. ®opMbI H MeTOAbI TEKYWIEr0 KOHTPOJSA YCHEBAEMOCTH O0y4YalOIIUXCA H
MPOMEKYTOYHOM aTTeCTALMH.
dopma aTTecTaumm — 3aueTt
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4.1.1. B xone peanu3anuu AUCHUIUIMHBI (UHOEKC, HAUMEHOBAHUE) MCTOJb3YIOTCS
cJIeAyIolIHe MeTOAbl TEKYIIero KOHTPOJISA YCIIeBAeMOCTH 00y4YaloIMXCs:

Tema w/unu pazaen Meroabl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH

OcHoBuble  TOHATHSA | | Ompoc, pemeHne 3aaad, TeCT
TEPMUHOJIOTHUS B
JOKYMECHTaIlHOHHOM

o0ecreueHn yrpaBIeHHs

JlokymeHTHpOBaHue Omnpoc, perieHne 3agad, TECT
YIIPABJIEHUYECKOU
JIeATeNIbHOCTH
TaMOXXECHHBIX OPTaHOB

Opraam3amust  paboTtel ¢ | Ompoc, pemeHne 3aaad, TeCT
JIOKyMEHTaMU
(ympaBnenue
JTOKYMEHTaMH ) B
TaMOXXCHHBIX OpraHax

DKcrepTu3a nennoctu | Ompoc, peleHue 3aaad, TeCT
JIOKYMCHTOB

Cpencrsa Ormpoc, pelieHue 3aaay, TeCT
OpraHu3alOHHON
TCXHHKH, HCIIOJIb3YEMBIC
npu pabote c
JOKyMEHTaMHu

4.1.2. Jxk3amMeH (3a4eT) MNPOBOAMTCH C INPHUMEHEHHEM CJIEAYIIIUX MeETOHA0B

(cpeacrtB):
3auem nposooumcs no gonpocam

4.2. MaTepuaJibl TeKYIIEro KOHTPOJISl yCIIeBA€MOCTH 00y4aK0 U XCS.

Tunosslie OLleHOYHbIE MaTEPHAJIBI (3a124H)
IIpakTuKyM 1O pemeHnIo 3a1a4 (MPaKTHYeCKUX CUTYAIHil) 10 TeMaM JIeKIUi

K Teme 1.2.:

3amagya Ne 1. Haiinure B pa3nuyHBIX HMCTOYHMKAaX (TOCYZApCTBEHHBIE CTaHIApPTHI,
npodeccuoHaNbHble NEPUOANYECKUE U3/IaHUS U JAp.) ONpEAesIeHUs MOHATUS «MHPOpMaus» U
CpaBHUTE X C OIpeJeseHHeM, KoTopoe npuBoautcs B PenepanbHoM 3akoHe «O0 nHpopmanmu,
UH(POPMALIMOHHBIX TEXHOJOTHIX W 0 3amuTe uHpopmarum». Kakoe u3 onpenenenuii, Ha Bam
B3IJI51/, TOUHEE PACKPBIBAET €ro CyTh?

3amagya Ne 2. Haiinure B pa3iWyHBIX HMCTOYHHMKAaX (TOCYHapCTBEHHBIE CTaHAAPTHI,
npodeccuoHaIbHbIE TEPUOJUUECKUE HU3AAHUS U JAp.) ONpPEAETeHUS IMOHATUS «TOKYMEHT» U
CpaBHUTE UX C OIpeJeNeHHeM, KOTopoe npuBoauTcs B PenepanbHoM 3akoHe «O06 nHpopmaru,
WH(POPMAIMOHHBIX TEXHOJIOTHSAX W O 3amuTte uHbopmanuny. Kakoe u3 onpenenenuii, Ha Bam

B3IJIS1/, TOUHEE PACKPBIBAET €ro CyTh?
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K Teme 2.1.:

3amaua Ne 1. Cropoektupyiite OnaHK (C YIJIOBBIM PpacCHONIOXEHUEM PEKBU3UTOB)
JOKJIaJHOW 3allUCKM Ha MM HadaJbHHKa MypMaHCKONM TaMOXHH, COXPAaHUTE €ro B BHIE
nra0ioHa.

3anaga Ne 2. Mcnonb3ys 1ma0ioH, MOATOTOBBTE MPOEKT JOKJIAJHON 3allUCKU OT UMEHU
HayaJbHUKAa OTIENa KaApoB MYypMaHCKOW TaMOXHU C TPEUIOKEHHUEM O IPOBEICHUU
MPpOU3BOACTBEHHOM npakTuku ctyaeHToB PAHXul'C B nepuon ¢ 1 anpens o 25 anpens 2016 r.
(ocHOBaHWEM JuIsi JOKJIAIHOW 3alUCKU IOCIYXKHJIO IMUCEMO (OOpalieHue) HOPUANIECKOro
daxynprera PAHXul'C ot 10 ¢espans 2016 r.). B npunokeHusx K JOKIaTHOW 3aruCcKe
YKaXHUTE CIUCOK CTYAECHTOB, HAINPABISEMBIX B TAaMOXXHIO JUIsl MPOXOXKIAEHUS mnpaktuku (7
YeJIOBEK), a TaKXKe 3aJaHMs, KOTOpble UM HEOOXOJMMO BBINOJHUTH. llogmuinmure AOKyMEHT
U(POBOH MOJMUCHIO U OTIPABBTE €r0 Ha KOMIIBIOTEP MPENOAaBATENS.

3amagya Ne 3. Odopmure OTY4ET O MNPOXOXKICHUU CTYACHTAMH IPOU3BOJCTBEHHOU
NpakTUKU B MypMaHCKOH TaMOKHE OT MMEHHU 3aBEAYIOLIETO KadeIpod TaMOKEHHOrO IpaBa
PAHXul'C. Otuet gomxeH ObITh yTBEPXkKACH JAekaHOM ropuanudeckoro paxynsrera PAHXul C.

3agaua Ne 4. A) IloarotoBbTe MNPOEKT AOIKHOCTHOM MHCTPYKLHMM Ul PaOOTHUKA
npaBoBoro otnaena Ceepo-3amaHOr0 TaMOXXEHHOTO YIPABJICHHS, B O0S3aHHOCTH KOTOPOTO
BXOJIMT KOAN(DUKAIIUS TAMOKEHHOTO 3aKOHOIATEIbCTBA.

b) IloaroroBpTe TEKCT JOUKHOCTHOTO  perjaMeHTa [uld TOoCyJIapCTBEHHOI'O
TPaXXAAHCKOTO CIYXAaIllero, 3aMEUIAloIIero JOJDKHOCTh cTapuero crnenuanucra Ortaena
JOKyMEHTallMoHHOro o0ecnieueHus B [llepemeTbeBCKOM TaMOKHE.

3amaga Ne 5. Vcmonb3ysl moslydeHHbIE HaBBIKM padOThI B TEKCTOBOM penakrope MS
WORD, odopmute B COOTBETCTBUU C JIEHCTBYIOIIUMHU IPAaBUJIAMU U HOPMaMH JI€JI0BOTO CTUJIS
pacopsAUTENbHBIA JOKYMEHT TAMO>KEHHOI'O OPraHa HAa OCHOBE OJJHOW U3 CUTYaLlUH.

A) B TaM0o)xeHHOM OpraHe IUTaHUPYETCs MPOBeJIEHHE ayAUTOPCKOi mpoBepku (¢ 20 Mas
no 23 masi) Oyxraiarepckoil oTueTHOCTU. B mpezcrosiieil npoBepke AOKHA NMPUHATH y4acTHe
Benyumii 6yxrantep M.I1. CMupHOBa, KOTOpast HAXOAUTCS B €KErOJJHO OIJIAYMBAEMOM OTITYCKE
¢ 10 mas 2016 r. PykoBoacTBO TaMOKHU pemmio oto3Bars u3 otnycka M.IT. CmuproBy ¢ 20 mas
2016 r. Ilpeamonaraercsi, yTo mpu pacyere 3apaboTHOi miarel CmupHoBOoM H.II. Oynen
MIPOM3BEIEH 3a4UeT BBIIIJIAYEHHBIX CYyMM (M3JIMIIHE) Ha YacTh oTiycka (koTopyto Cmupnosa N.I1.
HE HUCIOJIb30BaIa), a OT/IET KaJAPOB U3MEHUT COOTBETCTBYIOLIUE IOKYMEHTHI.

b) IMucemom u3 PTY 3a Ne 94-16/786 ot 25 nexabpst 2008 roja 10 cBEACHHUS TaMOXKEH
peruoHa ObUIM JIOBEJCHBI IMOJIOKEHUS MYHKTOB 4, 5, 6 cratbu 3 depepalbHOro 3aKoHa O
npotuBoaecTBUM Koppymniuu (oT 25.12.2008 Ne 273) B mopsiake wHbopmanuu. Mcxons ux

TEKCTOB 3aKOHA M MUChMa CTaJO SICHO, YTO HEOOXOAMMO OpraHU30BaTh Psia MepONpHusaTHil B N-
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CKOM TaMOXKHE, B YAaCTHOCTH: paccKa3aTh MOJYMHEHHBIM (3TO JOJKHBI CAEJIaThb HAaYaJIbHUKU
TaMOXXEHHBIX IMOCTOB W CTPYKTYPHBIX IMOJpPA3/ACJCHU) O TOM, YTO OTBETCTBEHHOCTh 3a
COBEpILICHUE KOPPYNIMOHHBIX IPaBOHAPYLIEHUH HEOTBpPaTHUMa; OCBETUTh  IOJIOKEHUS
AHTUKOPPYILMOHHOTO 3aKOHOJATEIbCTBA; pacckazarb 00 uMeroleiics wuHopMmanuu o
BO30Y)XJICHHBIX B OTHOIIEHHMH TaMOXXCHHMKOB YTOJOBHBIX JelaXx MW T.I.; Bce Oecensl,
UHCTPYKTAXX PEKOMEHIYeTCsl 00s3aTeNIbHO 3amuChIBaTh B KypHajd, oOpas3eln KOTOpOro
pa3pabotaio PTVY; cam >XypHan [HOJDKEH Y4YUTHIBATbCS B HOMEHKJIAType el TaMOXHHU;
HaYaJIbHUKY oTaena KaapoB N-ckoil Tamoxkau W.M. MBaHOBY HYXHO IM03a00THUTBCS O TOM,
9TOOBl COTPYIHUKH HUMEIM HA MECTax W O3HAaKOMWIHCh C IlamsaTkoil 00 OrpaHUYCHHUSX,
3anperax, TPeOOBAaHUAX K CIYKeOHOMY IOBEACHUIO W TPEAYNPEKICHHIO KOPPYIIIMOHHBIX
paBoOHapylIeHU (mamsTka pazpadorana PTVY).

K teme 2.2.:

3anaga Ne 1. [loaroroBbre npoekt mpukasa o mpueme Ha paboty C.M. Cepreesoil B
Poccuiickyro TaMOKEHHYIO aKaJeMHIO Ha JOJDKHOCTH cTrapiuero oubiuorpada ¢ 1 mapra 2016 r.
C UCIIBITATEJIbHBIM CPOKOM.

3amaya Ne 2. CocTaBbT€ CHHMCOK JOKYMEHTOB, BXoAsmmx B JuyHoe aeno C.UA.
CepreeBoil.

3amaga Ne 3. Opopmure komanaupoky C.U. CepreeBoit Ha 3 nus B JlaTbHEBOCTOYHBIN
¢unmmnan Poccuiickoit TamoxeHHOM akagemuu i ydactuss 10 mapra 2016 r. B HaydHOH
KOoH(pepeHIINH «DNEeKTPOHHAas ONOINOTEKa: BEI30BBI BPEMEHM.

K Teme 2.3.:

3amaua Ne 1. [ToaroroBbTE MPOEKT TApaHTUHHOTO MUChMa OT UMEHH J|aTbHEBOCTOYHOTO
TaMOXEHHOTO YIPABJICHHUS HA UMsI PYKOBOJIUTENS (PUPMBI 110 TIPOJIaXke KOMITBIOTEPHON TEXHUKU
(r. BnaguBocrok, ynuua Ilo6ensl, a. 12) ¢ npock6oit moctaButh 45 kiaBuatyp, 15 npuHTEpOB,
25 MOHHTOPOB.

3amaga Ne 2. IloaroroBbTe MPOEKT MPETEH3MOHHOTO MHCbMAa HAa HWMS PYKOBOIMUTENS
¢bupMbl 1O MpoJiake KOMIBIOTEPHOM TEXHHKHU: 3 MOHHUTOpa OBLIM MOBPEXKACHBI B IpPOILECCEe
JOCTaBKM; BMecTo 45 KiIaBHaTyp, KOTOpble ObutM omnadensl mo cuety, B JABTY Ob10
noctaBneHo Bcero 40. IlpoekT mucbMa MOMKEeH OBITh 3aBH3MPOBAH HAYATBLHUKOM IPABOBOTO
otnena JIBTY.

3amaua Ne 3. OdopmuTe mUCEMO-TIpUTIIANIIEHUE Ha 3acenanne KoHCyIbTaTUBHOTO COBETA
€ro y4yacTHUKaM OT UMEHU HadyaJIbHHKA TAMOXKEHHOro opraHa. C MOMOIIbIO ONEpaluu CIUSHUS
(MS Word) opopmure (3aroHUTE) PEKBU3UT «ajpecary.

K Teme 3.1.:
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3amaga Ne 1. Hcnonwsys CIIC «Koncynwsrantllmtoc» u BJl «3akoHonmaTenbcTBO» Ha
opunmansHom caiite ®TC Poccuu, BBINONHUTE 3ampoc, YIOBICTBOPSIOUINHA CIEAYIOUIMM
ycinoBusMm: Haiiaute Bce naeicTByromme HopmaTuBHBIE TpaBoBble akThl DTC Poccu u ee
IIPEIUIECTBEHHUKOB. Pe3ynbTaThl MONCKA COXPAaHUTE B BUPTYaIbHOU IAIIKE.

3amaua Ne 2. Hcnonb3ys umeronecs B CIIC «Koncynprantllnrocy nndopmanmonHo-
nouckoBbie s3blku  (mosie  «Temaruka» u [IpaBoBOi HaBUTATOp), BBHINOJHUTE 3aIpocC,
YIOBJIECTBOPSIONIMI ciaenyromuM  ycioBusM: Haiinure Bce JeHCTBylOIME HOpPMaTHBHbBIE
npaBoBele akTel DPTC Poccun, peur B KOTOpBIX HAET 00 OpraHM3alUU 3JIEKTPOHHOI'O
JOKYMEHTO000POTa B TAMOXKEHHBIX OpTraHax.

3amaua Ne 3. Hcnonp3ys oduuanbHBIi WHTEPHET-TIOPTA] MPaBOBON WH(pOpManuu

(http://pravo.gov.ru), BEIMOJHKUTE 3aMpoC, YAOBICTBOPSIONIMN CASIYIOMNUM ycaoBusam: Haiinure

HOpPMATUBHBIE NPABOBbIE aKThl, Pe€Ub B KOTOPBHIX HJET 00 OpraHuzanuu (yHKIHOHUPOBAHUS
CHUCTEMBl MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JokymeHTooOopota (MDJIO) B Poccuiickoi
®denepauuu.
K Teme 3.2.:
3agaua Ne 1.M300pa3ute WuCHONHEHHME WHULMATUBHOIO IIpHKa3a II0 OCHOBHOM
JEeSITeTHHOCTH B TAMOKCHHOM OpPTaHe B BHJIE ONEPOTPAMMBEI.
3amaua Ne 2.M300pa3ute MCHOTHEHHWE BXOSIIETO AOKYMEHTa (CiIyx)eOHOE MHUChMO) B
BUJIC QJITOPUTMa WIK Ipoliecca.
3anmaua Ne 3. Ilepeuuncnute, HCHOIB3ys HOPMATUBHO-METOUYECKYIO 0a3y MUCLMIUIMHBL,
OCHOBHBIE TpeOOBaHUS K (DYHKIIMOHUPOBAHHUIO CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpoTa (B
dbenepaabHOM OpraHe UCIOJHUTEIBHOM BIIACTH).
K teme 4.1.:
3amaya Ne 1. IloarotoBbTe NpOEKT HOMEHKIATYPBI A€l YYEeTHO-PEruCTPALMOHHOTO
otaeneHust OnepaTuBHONW TaMOXHM, B COCTaB KOTOPOM JTOJKHBI BOWTH CJEIYIOLIUE 3aroJI0OBKU
JIeTT (3aroJIOBKH JTOJDKHBI OBITH TIPEABAPUTEIHHO OTPEIAKTHPOBAHBI U CHCTEMATU3HPOBAHBI):
1. ITonoxxenue 06 otaene (MOAIUHHUK — B OT/ENE KaJApPOB).
2. JIOIKHOCTHBIE perjaMeHThl M HMHCTPYKLUUH COTPYAHHKAM M pabOTHHKaM
oTaena.
3. IIpukaszet ®TC Poccun u nepenncka ¢ HUM.
4. Ilepenucka ¢ ®TC P® mno Bompocam HapylleHUS TaMOXEHHBIX IpaBUI,
KYpHAJ UX PETUCTPALIH.
5. Pa3Has crarucTHuYecKas OTYETHOCTh II0 ONEpaTHBHON pabore oTAENa
(e>xeHeieTTbHBIE, KBAPTAJIbHBIE, TOJIOBBIE).

6. Kypnan yuera nem 06 All.


http://pravo.gov.ru/

7. HomeHkuarypa nei.

8. Xypuan nBwxenus pgen o0

3dKOHYCHHBIX ITPOU3BOJACTBOM.
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9. HepeMemeHHe BOMHCKHUX I'PY30B 1104 TAMOKCHHBIM KOHTPOJIEM.

10. IIpukassl 110 TaMOKHE.

3amaua Ne 2. Hcnonw3ys IlepedyeHb THUMOBBIX YIPaBIEHUYECKUX apXHUBHBIX

JIOKYMEHTOB. .., YTBEP>KJACHHBIN Mpruka3zoM MuHkynbTypbl Poccun ot 25 aBrycra 2010 1. Ne 558,

ONpeACIINTE CPOKU XPpaHCHUS €)1, BKIIFOYCHHBIX B HOMCHKIIATYPY.

3amaya Ne 3. Ompezenure MpPU3HAKW 3aBEICHUS JENI M yKaXuTe WX B rpade 5

HOMEHKIATyphl «lIpumeuanuey.

IIpuMepHBbIE OLEHOYHBIE MATEPHAJIBI (TECThI)

Ilpumepnvie mecmoewie 3a0anus K pazoeny 1

Copepxanue Borpoca

BapI/IaHTBI OTBCTOB

1. Omnpenenenue TepMHHA 1. TonkoBoM cioBape pPYCCKOTO s3bIKa
«IOKYMEHT» MPUBOAUTCS B: Osxerosa.
2.TOCT P 6.30-2003.
3. ®denepaibHOM 3aKOHE «O0
uHpopmanuu, UH(OPMAITMOHHBIX
TEXHOJIOTHUSX.. ).
4. TOCT P 51141-98.
2. JloKkyMmeHT, KOTOPBIM 1. [Ipuka3z ®TC Poccun.
ONPENIEISIFOTCA ~ TMPAaBWJIA W 3Tallbl 2. Ilocranonenue [IpaBurenscta PO.
MOATOTOBKA HOPMATHUBHBIX IPABOBBIX 3. Tunosas MHCTPYKIUS o
aKTOB benepanbHbIX OpPTaHOB | IEJONMPOU3BOJICTBY  JUII ~ MHUHHCTEPCTB U
WCIIOJIHUTENIbHON BIIACTH, - 3TO: BEJIOMCTB, yTBEp:KJIeHHas PocapxuBom.
4. denepanbHBINA 3aKOH.
3. ITepeuenn CBEJICHUI 1. MexBe1OMCTBEHHas: KOMHUCCUS IO

TaMOXXEHHOI'0 OpraHa, MOMAJAaroIUX O]
KaTeropuio0 «TrOCyJapCTBEHHas TailHa»
YTBEPKAACT:

3alIUTE TOCYJaPCTBEHHON TalHBbI.
2. IIpesnnent PO.
3. l[IpaBurensctBO PO.
4. PykoBonurens @TC Poccun.
5. HayanbHUK TaMOXEHHOTO OpraHa.

4. B Munrocte Poccun moiexar
perucTpany JOKyMEHTHI:

1. Bce mnpaBoBblE akThl, H3/1aBacMble
denepanbHbIMU  OpraHaMU  MCIOJIHUTEIbHOU
BIIACTH.

2. TolBKO HOPMATHBHBIE IPABOBBIC
aKThl, 3aTparuBarollie IMpaBa, CBOOOIBI H
00s3aHHOCTM YeJOBeKa U TpaxJaHWHA U
YCTaHaBIIMBAIOILIME IIPaBOBOM cTaryc
OpraHu3aIuu.

3. HopmaruBHble IpaBOBBIE  aKTHI,
3aTparuBaroIIne MpaBa, CBOOO Bl M 00SI3aHHOCTH
4eJ0OBEKa W TIpaXJaHWHA, YCTaHABJIMBAIOLIME
IIPAaBOBOM  CTATyC OpraHu3alyii, HMENIIe

QIMUHUCTPATUBHBIX IIPAaBOHAPYLICHUAX,
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ConepxaHue Bompoca

BapuanTsl oTBETOB

ME)XBEIOMCTBEHHBI XapaKTep, HE3aBUCHMO OT
CpOKa MX JECHCTBHUSL.

S. ITopsnox IIPUMEHEHUS
YCUJICHHOW  DJIEKTPOHHOW  TOJIIHUCH
YCTaHOBJIEH:

1. VYnocrosepstoumum nentpom DOTC
Poccun.
2. IlocranoBnenuem [lpaBurenscra PO.

3. denepalibHBIM 3aKOHOM.

6. Bunabl 1 nopsa0K NIpUMEHEHUs
neyared W ULITAMIIOB B TaMOKEHHBIX
OpraHax OIpeIeIISIFOTCS:

1. ITocranoBnenuem IlpaButenscrtBa PO
«006 YIIOPSI0UCHUN W3TOTOBJICHHUS,
UCTIOJB30BAHUS, XPAHEHUS M  YHUYTOKCHHS
neyareil ¥ OJaHKOB...».

2.TOCT P 5 51511-2001.

3. PacnopsauTensHBIMH JTOKYMEHTaMHU
TaMO>KEHHOTO OpraHa.

7. [Topsanok pa3paboTKH, 1. ®enepanbHBIM 3aKOHOM.
IIPUHATUSA, BBEICHHUA B  JICUCTBHUE 2. [locranoBnenuem [IpaBurtenscra PO.
o011epoccuiickux KJ1accu(puKaToOpoB 3.  HauuoHanpHBIM  OpraHomM IO
TEXHUKO-DKOHOMUYECKON M COLMAIBHOM | CTaHIApPTU3ALNH.
UH(pOpPMallUU YCTAaHABIMBACTCS:

8. OO0s3aTenbHBIM  yCIOBHEM l. [TocTanoBka Ha y4uer B
BKJIIOUEHUS uHpOpMALUU B | COOTBETCTBYIOIIEM HAllMOHAIILHOM OpIaHe.

nH(OPMaIIMOHHBIE PECYPCHI SABIISETCS:

2. JIOKyMEHTUPOBAHHUE.
3. Perucrpamuss B UHPOPMALMOHHO-
IIOMCKOBOM CUCTEME OpraHU3aluy.

9. OOs3aHbl U IIOJIB30BATEIN
(rpax7ane, OpraHbl TOCYAApCTBCHHOU
BJIACTH, OOIIECTBEHHBIE OOBENVHEHHUA U
Jp.) 000CHOBBIBATH IEpE BiaaeibliaMu
TrOCYIapCTBEHHBIX MH(POPMAIIMOHHBIX
peCypcoB HEOOXOJUMOCTh  TOYYCHUS
3amnpamBaeMoOd UMM MHQOpMaIMH,
JIOCTYT K KOTOPO# HE OrpaHHueH:

1. Ja.
2. Her.

3. la, B UCKIIIOUUTENIbHBIX CIIy4asiX.

10. OCHOBHEBIE 3IIEMEHTHI
UH(OPMaIMOHHBIX pecypcoB
TaMOKEHHBIX OPTaHOB — 3TO:

1. Bce »>neKkTpoHHbIE JOKYMEHTHI U

CBE/IEHUS, MMEIOUIMECs B  PaCHOPSHKEHUHU
TaMOXXEHHBIX OPTaHOB.

2. bymaxkHple W 3JEKTPOHHBIE
JNOKYMEHTBI,  CO3J]aBaeMble  TaMO>KEHHBIMHU
OpraHamH.

3. Bbymaxubie u JJIEKTPOHHbBIE

JIOKYMEHTBI, CBEJICHUSI U CPEJICTBA OPraHU3aluu
uH(popMaIuu, MpeACTaBIsIEeMbIe JIMIAMHA TIPH
COBEpILICHUM TAMOKEHHBIX OIEpallMii, a TaKXKe
WHBIC JIOKYMEHTHl U CBEICHHS, MMEIOIIHECS B
pacIopsHKEHUH TAMOXKEHHBIX OPTraHoB.

11. TpytoBBIE OTHOLIEHUS MEXKIY
paboTHUKOM u paboTonarenem
(HA4aTbHUKOM TaMOXEHHOTO OpraHa)
BO3HUKAIOT HA OCHOBAaHUHU:

1. 3asiBeHus 0 IpremMe Ha padoTy.

2. Ilpukaza o mpueme (Ha3HAYEHUU) Ha
paboTy (IOJDKHOCTH ).

3. TpyznoBoro 10rosopa.

4. JIOMIKHOCTHOTO perjiaMeHTa

5. KonTtpakra.

12. B Tabenb hopm ITOKyMEHTOB

1. Ilpukas o mnpueme (Ha3HAUYEHUN),
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ConepxaHue Bompoca

BapuanTsl oTBETOB

OpraHM3alMii B  IEPBYIO  OYEpEeIb
BKJIIOUAIOTCS  CIEAYIOIUE  KaJpOBbIE
JIOKYMEHTBI:

npuka3 00  yBOJNBHEHUH (OCBOOOXKICHHM),
KOHTPaKT,  JOrOBOp,  TPYyJOBas  KHIXKKa,
3asBJICHHE, aKT, CIIPaBKa.

2. Ilpukaz 0o JUYHOMY
3asBJICHHE, INTATHOE pacIHHCaHue,
OTILYCKOB, CIIpaBKa, 3asBJICHUE, 1I0TOBOP.

3. Ilpuka3 o mnpueMe (Ha3HAYCHHM),
nmpukaz 00 yBOJIbHEHHH (OCBOOOXKICHUN),
IITaTHOE  paclucaHue, TrpaduK  OTIIYCKOB,

IMOJIOKCHHE O 3aIINUTC NMEPCOHATIbHBIX TaHHBIX.

COCTaBYy,
rpapux

13. Iloustue «cucrema» B
crangapte P MCO 15489-1 Bkitouaer:

1. IIpomeccel HapaBHE ¢ HHCTPYMEHTaAMHU
Y TEXHOJIOTHSIMHU.

2. Jhoper wu
TIPOIIECCHI.

3. Jlrome#t W mpoOIECCHI
WHCTPYMEHTAMHU M TEXHOJIOTUSIMH.

IMPOU3BOACTBCHHBIC

HapaBHE C

14. OrpanuueHue Jocryna K
UHpOpPMAaLUY YCTaHABIMBACTCS:

1. IlocranoBnenusmu IlpaBurenscrBa
PO.

2. ®enepanbHBIMU 3aKOHAMHU.

3. JIoKaJIbHBIMM HOPMAaTUBHBIMH aKTAMH.

15. B (¢enepanpHBIX Opranax

VCIIOJIHUTEIILHON BJIACTH
JIOKYMEHTUPOBAHUE uHpOopMauu
OCYLIECTBIIAETCS B HOpsLIIKeE,
YCTaHABIMBACMBIM:

1. 3akoHonarenbcTBOM PO.

2. ITpaBurenbctBOoM PD.

3. ®denepalibHbIM
WCIIOJIHUTEIbHOW BJIACTH.

4. Anmunuctpauueit [lpesunenrta PO.

OpraHom

Ilpumepnvie mecmoewie 3a0anus K pazoeiy 2

Bompoc

BapI/IaHTBI OTBCTOB

1. K ynuduumpoBanHoit cucteme
MOKHO OTHECTH:

1. CucreMy TaMOXKEHHOM IOKYMEHTALIUU.

2. Cucremy BHEIIIHETOPIrOBOI
JOKYMEHTAIUH.

3. Cucremy IIPOLIECCYATIbHOU
JOKYMEHTAIUH.

4. Cucremy nokyMeHtanuu [leHcuOHHOTO
donga PO.

5. Cucremy OpraHu3alMOHHO-
pactopsiIUTELHON JOKYMEHTAIIHH.

2. 3a conepkaHue JOKYMEHTa,
MIOJIITCAHHOTO 3aMecTUTEIeM
HayaJbHUKA TAMOXXEHHOI'O OpraHa, HeceT
OTBETCTBEHHOCTD:

1. Tamo)eHHBIM oOpran —
JIOKYMEHTA.

2. HayasbHUK TaMO>KEHHOTO OpraHa.

3. CocTaBuTelnb JOKYMEHTA.

4. 3aMecTUTENb
TaMOKEHHOT'0 OpraHa.

aBTOp

Ha4daJIbHHUKa

3. ®enepasbHbIE
rOCyIapCTBEHHOM
BJIACTH  W3JAI0T
HOPMATHUBHBIX
(BBIOCpUTE BUBI):

Oprasbl
ACIIOTHUTETbHOHN
CIEAYIOLIME  BUJbI
MPaBOBBIX aKTOB

1. ITpukas.

. LlupkynspHOe TUCHEMO.
. YKazaHue.

. Pactiopsixenue.

. [IpaBuia.

. Cmyxe0HOo€e MUCHhMO.

. Tenerpamma.

. MHCTpYK1IKS.

031 O\ L WD
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Bomnpoc

BapuaHTb!l 0TBETOB

9. Ilporokou.

10. [TocTanoBnenwue.

11. ITonoxenue.

12. CnyxeOHas 3anucka.

4. CornacoBaHue ObIBaeT:

1. BHyTpeHHUM U BHELLIHUM.

2. IlonHBIM U KPAaTKHUM.

3. C0>XHBIM U TIPOCTHIM.

4. C pYKOBOOUTEIEM TaMOXEHHOTO
OpraHa v pyKOBOJMTEJIEM MOAPA3/ICICHHUS.

5. C BBILIECTOSAUIUMU PYKOBOJUTEISIMUA U
OpraHu3aIUsIMU.

5. JocyneOHbIii HOPSI/IOK
paspelieHHss  CIIOPOB  Iperoyiaraet
HarpaBJICHUE KOHTPAreHTY:

1. IlucbMa-HanoOMUHAHHUSL.

2. [Ipeanucanus.

3. I[IpeTeH3uOoHHOrO MUChMA.
4. JIoroBOpHOT0 MUChMa.

5. OdepTsl.
6. TaMOXeHHBbIE OpraHbl HMECIOT 1. [ocymapcTBeHHBII repo
paBO BOCIPOU3BOAWTH Ha OJaHKaX | MHOTOI[BETHBIN.

JAOKYMCHTOB!

2. TocynapcTBeHHBIN repO OJHOIBETHBIN
Ha repajibAU4CCKOM IIUTEC.

3. TocymapcTBeHHBIN TepO OTHOLBETHBIN
0e3 repagbIUYeCKOro MIHUTA.

7. Bri6epute MpaBWIbHBIE 1. 2 nexabps 2014 rona.
BapuaHTHl  OQOPMIICHHSI  PEKBH3HTA 2.02.12.2014 r.
«maray: 3.02.12.2014
4. 02 nexabps 2014 rona.
5. 02 nexabps 2014 r.
6.2014.12.02
7.02.12.14
8. Bri6epute IIPaBUJIbHBIE 1. ®enepanpHas TaMOXKEHHAs CIIyx0a
BapuaHThl  OQOPMIIEHHS  PEKBHM3HTa JlanpHEBOCTOUHOE TaMOKEHHOE
«HAaVMEHOBAHUE aBTOpa IOKYMEHTa»: yIpaBieHHE

BrnanuBocTokckas TaMOXKHS

2. depepanbHas TAMOXKEHHAs CITyk0a
[IepemeTbeBCcKast TAMOXKHS

3. ®enepanbHas TaMOXKEHHas ClIyk0a
BrnanuBocTokckas TaMOXKHS

4. ®enepanbpHas TAMOXKEHHAs CITyk0a
Poccuiickas TaMoKeHHasl aKaJeMus

9. Beibepute SIEMEHTHI, U3
KOTOPBIX COCTOUT PEKBU3UT «TpuUd
YTBEPKIACHHSIY:

1. CnoBo «YTBEPXKJIAIO».

2. HanmeHoBaHMe aBTOpa JOKYMEHTA.

3. HawmmenoBaHME JODKHOCTH JIHIIA,
YTBEPKAAIOIIETO JOKYMEHT.

4. PacummdpoBka NOAMKCH.

5. ®amunus.

6. Jlarta.

7. PeructpalinoHHbII HOMED.

10. DNeKTPOHHBIH
UJACHTU(PHUKATOP UCTIOIB3YIOT JJIS:

1. Perucrpanum qOKyMeHTa.
2. IIpocraBnenus OTMETKH 0
MOCTYIIJIEHUN JOKYMEHTA B OPraHU3ALMIO.
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Bormpoc BapuaHTb!l 0TBETOB
3. O6o3HaveHMs] HAMMEHOBaHUs (aiiia Ha
MAaIIMHHOM HOCHUTEIIE.
4. Hymepanuuu CTpaHuil.
11. K pacnopsAUTEIbHBIM 1. Ciy:)xe6HO€E TUChMO.
JIOKyMEHTaM OTHOCSITCSI: 2. JloknaaHasi 3amucKa.
3. [Ipukas.
4. Pemienue.
5. IIporoxko.
6. [Tonoxenue.
7. PactiopsikeHnue.
8. IIpaBuina.
12. Boibepure  BO3MOXHBIE 1. HayanpHuk.
BapHaHThl HANHMCAHUA HAUMEHOBAHUS 2. HavanpHuk, wMailop TamMOXEHHOU
JOJDKHOCTU B PEKBHU3UTE <IIOAMMCHY OT | CIIYKOBI.

UMEHU HayalbHUKA BHrykoBckoit
TaMOXXHHM Ha JIOKYMEHTE, 0()OpMIIEHHOM
Ha YUCTOM JIHCTE!

3. HauanbHuk BHYKOBCKOW TaMOXHHU.
4. HauvanbHuk BHYKOBCKOW TaMOXHH,

Malop TAMOXEHHOMU CITYKOBbI.

13. CoBOKYNHOCTb PEKBU3UTOB,

1. TunoBo#i popMyJisp JOKyMEHTA.

PAacIIOI0KEHHBIX B JIOKYMEHTE 2. @opmyIsp TOKyMEHTA.
OTpeIeTIEHHBIM 00pa3oM — 3TO: 3. [I1aGioH TOKyMEHTA.
4. Maket JOKyMeHTa.
14. Jlucr Oymaru 17001 1. Hla6mnoH.
JJIEKTPOHHBIA 1IA0JOH C pPEKBU3UTAMH, 2. Gopmysp.
UACHTUPULIHMPYIOIUMU aBTOpa 3. bnank.
o(ULIMaIBHOr0 JOKYMEHTa — 3TO: 4. «[llanka» TOKYMEHTA.
15. Bblbepute HenpaBUIbHbBIE 1. O.I1. O6pa3noBy
BapHaHThl  OQOpMJICHHS  PEKBHU3HUTA yi. CanoBas, 1. 12, xB. 4,
«anapecar»: r. JInnku, Kupeesckuii paiioH,
Tynbckas o6i1., 301264
2. ®TC Poccun
VYnpasieHue aenamu
3. ®enepasibHasg TaMOKEHHas ClIyx0a
HavanpHuky YnpasneHus aeinamu
N.N. BaHOBY
4. 'enepanbHOMY JUPEKTOPY
OAO «CeBepHble perHOHbI»
ITerposy ILII
16. Ormerka 0  HAIMYHUH 1. ITocne Tekcra nepea Moanuchio.
INPWIOKEHUS B pacHopsAIUTEIIEHOM 2. B TekcTe JOKyMEHTAa.

JIOKyMeHTe oopmiisercs:

3. [Tocne moamucu.

4. He odopmisieTcs, Jienaercs

pUMeyaHue.

17. OTmeTKa 0 3aBepeHUN KOIUU
JOKYMEHTa TIPOCTaBIISIETCSI:

CHIJIBI.

1. Jlna mpupaHus KONMM OPUANYECKOU

2. Jlna npupaHus KONMM IOPUANYECKOU

3HAYUMOCTH.

3. I[JBI MOATBCPKACHUS HAJINYNA KOIIUU B

MaTepHaiax aena.

18. Haammce Ha JOKyMEHTE,
cleNaHHas JIOJDKHOCTHBIM  JIUIIOM H

1. Busa.
2. I'pud cornacoBanus.
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Bomnpoc

BapuaHTb!l 0TBETOB

coacprKanas IIPUHATOC 5001 110

JIOKYMEHTY pelIeHUE, - 3TO:

3. Pe3omronus.
4. I'pud yTBEepKIEHHS.

19. Pemrenus xomaernu DOTC
Poccum u PTY HocaT xapakrep:

1. O0s3aTEeNbHBIN.
2. PexomennarebHbIN.

3. He oxa3blBalOT  BIUSAHHUI  Ha
YIPABJICHUECKYIO ACSITEIIbHOCTD.
4. HMerT «BBICIIYIO» OPUAMYECKYIO
CHJTY 110 OTHOUIECHUIO K PYKOBOAUTEIIIO.
20. [TpuHIMn MPUHSITHUS 1. Enunonavanue.
YIIPaBICHUYECKUX pelieHui B 2. KosiernajibHOCTb.
TaMO>KEHHBIX OpraHax — 3TO: 3. UepapXxuuHOCTb.
4. TlpuHumn «epBOTO JIUIAY.
Ilpumepnsvie mecmoswie 3a0anus K pazoeiny 3
Bormpoc BapunaHTbI 0TBETOB
1. 1enonpou3BOJACTBO CIOKUIIOCH 1. ITosiBNEeHUs MUCEMEHHOCTH.
KaK CUCTEMa C MOMEHTA: 2. IlosiBnenus rocynapcraa.
3. [losiBNeHNsI MUHUCTEPCTB.
2. B TamMOXEHHBIX OpraHax 1. LlenTpanuzoBaHHasl.
npuMensiercs  gopmMa  OpraHu3aluu 2. lenieHTpanu3oBaHHasl.
JIeTIOTIPON3BOJICTBA: 3. Uepapxuueckasi.
4. ®yHKIMOHANIbHAS.
5. CmenianHas.
3. O0GecnieueHue ynpaBJieHHs Ha 1. HubopmainoHHO-TEXHUYECKOM
OCHOBE E€IMHON TEXHUYECKOW MOJIMTUKH | CIY>KOOM TaMOKEHHOT'O OpraHa.
u MPUMEHEHUS COBpPEMEHHBIX 2. Otnenom JIOKYMEHTAIMOHHOTO
TEXHHYECKUX CPEICTB B pabore c | oOecredeHusl.
JOKYMEHTaMH B TaMOXCHHOM OpraHe 3. OgHuM U3 3aMecTuTelleld HavyalbHUKA
OCYIIECTBIISICTCS: TaMOXXEHHOTO OpraHa.

4. Cucremnl xnacca Workflow —
9TO CUCTEMBI:

1. TonbKO NepechUIKH JOKYMEHTOB.

2. ABTOMAaTH3UPYIOIIKE CJIOKHBIE
QITOPUTMBI  (AETIOBbIE TPOLEAYpPbI) pPabOTHI ¢
JOKYMCHTAaMH B OpTraHHU3allu.

3. OGecneunBaromue padoty ¢ (aitnamu
JIOKYMEHTOB.

5. K cyObexktuBHOMY (hakTopy
pPOCTa JOKyMEHTOOO0POTa OTHOCHUTCSI:

1. Henmocrarounas pa3pabOTaHHOCTH
3aKOHOJIATEIBHOM 0a3hl.
2. Buenpenue COBpPEMEHHBIX

TEXHHUYECKHUX CPEJCTB IMOATOTOBKH JIOKYMEHTOB.
3. HecBoeBpeME€HHOE M HEKAYECTBEHHOE
BBITIOJTHCHHE MOpYYCHUH, JIOTOBOPHBIX
00513aTEeNbCTB.
4. CBOHMCTBO JOKYMEHTAllUM BO3pACTaTh
MIPH €€ UCTIOJIb30BaHUH.

6. Nudopmanus, KoTopas
MO3BOJISIET UIEHTU(HUIIUPOBATH
WH(POPMAIIMOHHBIE PECYPCHI, YIPaBISATh
UMM, OCYHIECTBIATh MX TOHCK U
XpaHeHHue — 3TO:

1. KoHTekcT.

2. KonteHr.

3. MertanaHHLbIE.

4. CuctemHble (haiibl.

7. K ynpaBiieHHu10 JOKyMEHTaMH B

OeiIax 3alllUThI n COXpPAaHCHUA

1. ITpuniun nenecoodpazHoOCTH.
2. ITpuHImn H(OPMalOHHOU
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Bomnpoc BapuanTsl oTBETOB
JIOKYMEHTOB Kak JIOKa3aTeJIbCTBA | IIEHHOCTH.
(CBUICTEIIBCTRA) HEITEIHLHOCTHA 3. CUCTEMHEBIN MMOIXOI.

OpraHm3anii U o0IecTBa HEOOXOIUMO
PUMEHSTh:

4. OnepalliOHHON MOAXO/.

8. Criennanu3upoBaHHBIN
y4acTOK, OCYLISCTBIAIONIMHA HpUeM U
OTIIPaBKY JOKYMEHTALIUU u

KOpPpPECIIOHACHIINN, HA3BIBACTCA:

1. Tlompa3znenenue
pEerucTpanuu JOKyMEHTOB.

2. I'pynna KoHTpOIS.

3. Dxcnequiusl.

4. I'pymina nucem.

5. Cekperapuar.

6. O10.

o yd4ery H

9. VmopaBneHue IOKyMEHTaMH B
opranuzaiuu, B cootsercteuu ¢ ['OCT P
HCO 15489-1, Bkaro4aeT B ceOs:

1. Pa3paboTKy MOJUTHUKH (PETIaMEHTOR)
U CTaHAAPTOB; paclpeesieHHe OTBETCTBEHHOCTH
U TIOJTHOMOYMIA; pa3paboTKy U pacrnpoCTpaHEeHUe
IIPOLIEYP U PYKOBOJSIIMX YKa3aHUH.

2. IlpenocraBieHue yciyr, CBS3aHHBIX C
yIpaBJIeHUEM JIOKyMEHTaMU u ux
UCIIONIb30BaHUEM; pa3paboTKy, BHEApPEHUE U
aJIMAHUCTPUPOBAHHE CTHeMATH3UPOBAHHBIX
CUCTEeM  JJi1  YOpaBJICHUA  JOKYMEHTAMH.
UHTETPALMIO  YIpPaBICHHUS JOKYMEHTAaMH B
JIEJIOBBIE CUCTEMBI U TIPOIECCHI.

3. llepeuncnennoe B mm. 1 u 2.

10. OcCHOBHEBIE 3TaIIbI
JIOKYMEHTOO0OpOTa B OpraHU3aIiu - 3TO:

1. Perucrpanusi, nepeaaya Ha
WCIIOJTHEHUE, TOJArOTOBKA IMPOEKTa JOKYMEHTA,
BU3HPOBAHUE, YTBEPKACHHE, OTIIPABKA.

2. DKCIeUIMOHHAS o0paboTka,
perucrpanus, Iepeiada Ha  UCIOJHCHUE,
KOHTPOJIb HUCIIOJIHCHHS, OTIIpAaBKa, I[aJ'II)HCI\/JIIHGG
XpaHEHHE.

3. DKCIeTUIINOHHAS 00paboTka,

MNpEeaABApUTCIIbHOC PACCMOTPCHUC, IICpEaayva Ha
HCIIOJIHCHUC, BHU3UPOBAHHUEC W  YTBCPKICHUC,
IMOATOTOBKA K OTIIPABKE, OTIIPABKaA.

11. OcHoOBHAasA 3aga4a
paroHaIN3aul  TOKyMEHTO000poTa —
3TO:

1. JlobuThcst MOCIE0BATEILHOU
OJIHOCTOPOHHEH HamNpaBIE€HHOCTH B JBUKCHHUU
JIOKYMEHTOB.

2. JloGuTbcs OAHOKPATHOCTH OOPabOTKU
JIOKyMEHTOB M HX PETHUCTPAIUH.

3. Jloouthcst IOCIIeIOBaTEIbHOM
OJIHOCTOPOHHEH HANpaBJICHHOCTH B JABWKCHUU
JIOKYMEHTOB M OJHOKPATHOCTH UX 00paOOTKH.

4. JloouThcst IIOCJIEJOBATEIBHOMN
OJTHOCTOPOHHEH HaNpaBIECHHOCTH B JBUKCHHUU
JIOKYMEHTOB ¥ OJJHOKPATHOCTH UX PETUCTPAIINH.

12. OTBETCTBEHHOCTh 3a
obecrneucHue TOTO, YTOOBI BCS
JIOKYMEHTalUs ObLIa LICIIOCTHOM,
JIOCTYITHOM M YWTAaeMOW, KOorja oHa
TpeOyercs  paboTHHKam, HecyT (B

cootBetrctBum ¢ [OCT P UCO 15489-1):

1. Bce paboTHUKH.

2. CUCTEMHBIN aIMUHUCTPATOP.
3. PykoBoauTeNb OpraHu3aluy.
4. PyKOBOJIUTENIN BCEX YPOBHEM.
5. PykoBogutens ciyx0s1 JJOVY.
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Bomnpoc BapuanTsl oTBETOB
13. OcHOBHOM 1ENBIO OTHENA 1. Opranuzanus, PYKOBOJCTBO,
JOKYMEHTAI[IOHHOTO oOecrieueHns | KOOPIMHALMS, KOHTPOJIb U peann3anus padboT 1o

(OO) B TaMOXEHHOM OpraHe SIBJISICTCS:

JI0YV.

2. CoBepiieHCTBOBaHHE (POPM M METOJI0B
paboThI C TOKYMEHTaMH.

3. PazpaboTka u BHEJIPEHUE
HOPMATHBHBIX U METOJUYECKUX JIOKYMEHTOB IO
coBepuieHcTBoBanuto  JIOY B TaMOKEHHOM
oprase.

4.  CokpanieHue
TaMOXXEHHOT'O OpraHa.

JOKYMEHT0000poTa

14. B cucreme ymnpaBieHus 1. Uepapxuueckue BJI.

JOKYMEHTaMH HCTIOJIB3YIOTCS JInIE: 2. Pensiiimonnsie B/I.
XpaHEHHUS: 3. Muorocnoiinbie bJI.
4. adopmanoHHbIe XpaHWINIIA.

15. MopaenupoBanue 1. Opranu3zanus rpynmnoBoi paboThl.
JeSITEIIbBHOCTH COTpYJHHUKA B 2. Peanu3zanus 6U3HEC-TIPOLIECCOB.
3JEKTPOHHOM JOKYMEHTOO0OpPOTE — 3TO: 3. @opMalM30BaHHOE OMHUCAaHHE €ro

JIeSITEIIbHOCTH.
4. Umutanus ero 1esTeabHOCTH.
16. CO /1 npenycMmaTpuBaerT: 1. VYpasnenue 3JIEKTPOHHBIMU
JIOKyMEHTaMHU.

2. YrpaBiieHue 3HaHUSIMHU.
3. ABTOMaTH3AaIIHIO JICJIOBBIX MIPOIIECCOB.
4. YrpapiieHU€ HOBALIMSIMHU.

17. AyreHTH)UKAIHS — 3TO:

1. DeKTpOHHOE UMSL.

2. DeKTpOHHAs MOIHUCH.

3. DNeKTPOHHBIN UAECHTUPHUKATOP.

4. IloaTBepKaEHUE NOIKHOCTHOTO JIHIA
AIIEKTPOHHON MOANNCHIO.

18. Mapupyt JBUKECHUS
JIOKYMEHTA (3a/1aHHs) TIOKa3bIBaeT:

. [enoBsle onepanum.

. Tunel 00pabaThIBa€MbIX TOKYMEHTOB.
. UcnionauTenei.

. ConeprkaHue TOKYMEHTOB (3a/1aHuid).

19. aBTOMAaTH3alllHA
JESTSIIbHOCTH OpraHHU3aIiH
BUJICOKOH(epeHIs 00ecTieunBaeT:

[Ipn

. Ob1IeHne COTpYIHUKOB MEKITY COOOM.
. CoBMecTHYI0 00pabOTKY JaHHbIX.

. Paboty ¢ mpunoxeHusMu.

. Joctyn k cekpeTHOM nH(pOpMaIuu.

20. B TamOXE€HHBIX OpraHax
npeoOnagaeT nH(popMaIoHHas
KyJIbTypa:

. KynpTypa oTKpBITOCTH.

. KynbTypa nccrnenoanus.

. OyHKIHMOHAIbHAS KYJIbTYpa.
. KynbTypa B3anmoneicTBusl.

A LW =D WND=LDWDND—

Ilpumepnvie mecmoswie 3a0anusn K pazoeny 4

Bomnpoc

BapuanTel oTBETOB

I. K xakomy BHIYy apXHBOB
OTHOCUTCSL LeHTpanbHbli apxuB OTC
Poccun:

1. OTpacneBomy.
2. BemoMcTBEeHHOMY.
3. O0OBeIMHEHHOMY.

2. Ilpuznak 3aBeneHust Jen

1. PekBrU3uTaMM TOKYMEHTA.
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Bormpoc BapuaHTb! 0TBETOB
onpeaensercs: 2. TexcToM IOKyMEHTA.
3. HazHaueHneM JOKyMEHTA.
4. OyHKIMEH TOKYMEHTA.
3. 3aroyioBOK nena B 1. WudopmManMoHHYI0 HANOJIHEHHOCTh

HOMCHKIJIATYpE ACJI OTpa>kacT:

JIOKYMEHTOB, COJIEPKAIUXCS B JIETIE.

2. Haznauenue JIOKYMEHTOB,
COZIEPIKAIUXCS B JIeTIe.

3. 3HAYUMOCTh JIOKYMEHTOB,
COZIEPIKAIUXCS B JIETIe.

4. CocraB u BUIbl JOKYMEHTOB,

COACPKAMUXCA B ACIIC.

4. Ha kakoMm 3Tame 3KCHEpTU3bI
IICHHOCTH JIOKYMEHTOB B HEHl He

Y4acTBYKOT COTPYIHHMKH CTPYKTYPHBIX
NOAPAa3ACICHUN TAMOXKECHHOI'O OpraHa:

1. IlepBom.
2. Bropowm.
3. Tpetbem.
4. YerBepTOoM.

5. ApxuBHbll ¢ona Poccuiickoit
®enepanuu - 3TO:

1. Yupexnenue B cucteme PocapxuBa, B
XpaHWIHILE KOTOpOro cobpansl  Hauboisee
LIEHHbIE JOKYMEHTBI, UMEIOLIUE UCTOPHUUECKOE U
KyIbTYpHOE  3HayeHHEe W MOITIeKALIUE
IIOCTOSIHHOMY XPaHEHHUIO.

2. Cucrema yupexaenuii Pocapxusa.

3. COBOKYIIHOCTb apXMBHBIX JOKYMEHTOB,
OTpaXKAIOIIUX MATEPUANBHYI0O U  JYXOBHYIO
JKU3Hb OOIIECTBA, HMMEIOIIUX HCTOPUYECKOE H
KyIbTYpHOE  3HAu€HUe,  OTHOCAUIMXCA K
MH(OPMALIMOHHBIM pecypcaM U IOJUIEKAIINX
MOCTOSTHHOMY XPaHEeHHIO.

6. CBojHass HOMEHKJATypa el

1. [IpumepHOIl HOMEHKIIATYpPBI AEII.

TaMOKEHHOTO oprasa SIBJIAETCS 2. TTunoBoil HOMEHKJIATYPHI AEI.
Pa3HOBUHOCTBIO: 3. UnauBuayabHONM HOMEHKJIATYpPHI Jell.
7. lleHTpanbHass  SKCIEpTHas 1. B TaMOK€HHBIX OpraHax.

komucceuss  (LIOK) —
co3/aBaeMas:

9TO KOMMCCHS,

2. Toneko B ®TC Poccumn.
3. B rocynapcTBEHHOM apXHBe.

8. HomeHKkiaTypa nen — 3T1o:

1. IlepeueHb NOKYMEHTOB, 3aBOJUMBIX B
JIeTIOTIPOU3BOJICTBE TAMOXXEHHOTO OpraHa.

2. CucremMaTU3UpPOBAaHHBIM  IMEpEeUYEHb
3aroJIOBKOB Jelt, 3aBOJINMBIX B
JIEJIOTIPOU3BOJICTBE TaMOXEHHOTO OpraHa, c
yKa3aHUEM CPOKOB MX XPaHECHHS.

3. Crucok HanuMEHOBaHUM e,
3aBEJCHHBIX B JEJIIOMPOU3BOJCTBE TaMOKEHHOTO
opraHa u NoJJIeXalux rnepeaade B apxus.

0. [TorpebHOCTH B
KOHBEPTHPOBAHHUH u MUTpaIiu
BO3HHUKAET B CITydae:

1. JlonrocpoyHoro xpaHeHHsI OyMa)KHBIX

U DJIEKTPOHHBIX  JOKYMEHTOB B  apXUBE
OpraHH3aIHy.

2. Kparkocpounoro XpaHEHUst
ANIEKTPOHHBIX  JOKYMEHTOB Ha  MAarHUTHBIX
HOCHUTEIAX.

3. JlonrocpodHoro XpaHEeHUs
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Bomnpoc

BapuaHTb! 0TBETOB

3JIEKTPOHHBIX
apXuBe.

JOKYMCHTOB B

QJICKTPOHHOM

10.  ApxuBHble

JOKYMCHTHI,

HU3BATBIC B Ka4C€CTBC BCIHICCTBCHHBIX

JOKa3aTcJIbCTB:

1. Tlognexar o0si3aTeIbHOMY BO3BpaTy
COOCTBEHHUKY WJIU BIIaJEbILy.

2. MoryT ObITh BO3BpAILlEHbl YACTUYHO IO
YCMOTPEHHIO OpraHa, U3bsBILIETO TOKYMEHTHI.

3. He mojuiexat Bo3BpaTy COOCTBEHHUKY
TaK
CcOOCTBEHHOCTb M3BABILETO UX OpraHa.

WU BIAJEINbILY,

KakKk nepexoaiaT B

4.3. OneHoYHbIE CPeACTBA VISl IPOMEKYTOYHOI aTTecTalNH.

4.3.1. IlepeuyeHb KOMIETEHLHII C yKa3aHHEM ITANOB UX (POPMHPOBaHNS B Mpollecce

OCBOeHHMs1 00pa30BaTeJIbHOIl TNPOrpaMMBbl.

KOMIIeTEeHIHIi ¢ y4eToM ITana ux (popMHupoBaHHS

IToka3zarenu mu KPpUTEPUH OUCHUBAHUA

Kon HaumenoBanue Kop sramna ocBoenus HaumenoBanue stamna
KOMITETECHINH KOMIIETEHINH KOMIICTEHIHH OCBOCHHS KOMIIETECHIIH
OIlK-1 cnocobHocTh  pemrats | 1.3.1 Crniocoben IPUMEHSTD

CTaHJapTHBIE  3aJa4yu UH(OPMALIMOHHO-

npodeccuoHaTHLHON KOMMYHHUKAIIHOHHBIE

JEeSITEIbHOCTH Ha TEXHOJIOTUHI B CBOEH

OCHOBE JEeSITETTHHOCTH.

UHOPMALIMOHHOW U

oubmmorpaduueckon

KYJIBTYpPbI c

IpUMEHEHUEM

UH(POPMAaIMOHHO-

KOMMYHHKAIIHOHHBIX

TEXHOJIOTHI U C yYETOM

OCHOBHBIX TpeOOBaHUN

MH(pOpMaLOHHON

0€3011aCHOCTH

OIIK-6 CIIOCOOHOCTh Ha | OIIK-6.2 (2.1) Crnocoben OCYUIIECTBJISITh

HaYYHOH OCHOBE peleHre CTaHIAPTHBIX 3a/1a9

OpraHu30BaTh CBOM npodeccuoHaTbHON

TPy, CaMOCTOSITELHO JeSITeTTHbHOCTHHA OCHOBE

OLIEHUBATh PE3YJIbTaTh Hay4YHOH OpraHu3aIH

CBOCH JIeATEIILHOCTH CBOETO Tpyna u
CaMOCTOSITEJIbHOM ~ OIIEHKH
pe3yJIbTaTOB CBOE
JeSITeTIbHOCTH

Jtan 0CBOEHUI
KOMIIETEHIIUHA

Iloka3arennb

OIlCHUBaHUA
Ymo denaem obyuarowuiics
(kakue Oeticmeusi Chocobex
BLINOHUMY), HOOMBEPICOASL
9MAn 0C80CHUsL KOMNEMEHYUU

Kpurepuii onennBanus
Kax (c kakum xauwecmeom)
8bINOIHIEMCSL Oelicmaue.
Coomegemcmagyem oyenKe «OMaUdHO» 6
wikane oyernusanus 6 PI1/].
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DTan 0CBOEHHUS [Tokazarenn Kputepuii onennBanus
KOMIIETECHIIUN OLICHUBAaHUs Kax (c kaxum xawecmeom)
Ymo denaem obyuarowuiics 8bINOIHACMCA Oelicmaue.
(kaxue Oeticmeusi cnocoben Coomeemcmeyem oyenke «OMAUYHO» 8
6bINOJHUMD), NOOMBEPIHCOUS, wikane oyenusanus 6 PIIJ.
oman 0C60EHUAl KOMNnemeHyuu
3.1 Crocoben [Topsimok [IpaBUILHOCTE M TOYHOCTH
MPUMCHSITh MIPUMCHCHHUS OCHOBHBIX | TPUMECHCHUS nH(HOPMAITMOHHO-
uH(OPMAIIMOHHO- BHIIOB WH(OPMAIIMOHHO- | KOMMYHUKAIIMOHHBIX TEXHOJIOTUN
KOMMYHHKAI[MOHHbIE | KOMMYHHKAIIMOHHBIX
TEXHOJOIMH B CBOEH | TEXHOJOTHI
JIESITELHOCTH.
6.2.1Cniocoben CaMoCTOSATETLHOCTH KomuuecTBO  BBISBIEHHBIX
OCYHICCTBJIATH CIICHUSA CTAaHOAPTHBIX 3a7ad OIINOOK, JOIMYIICHHBIX npu
pCHICHUC npodeccHOHaTBbHON pelIeHuH  CTaHJApPTHBIX  3aJa4
CTaHJapTHBIX 33184 | neqTenbHOCTM HAa  OCHOBE | IPO(ECCHOHABLHOMN ACSITCIIBHOCTH
npogeccHoHaIbHOI Hay4YHOM OpraHu3aluu
eI TEILHOCTHHA _ | cBoero Tpyaa -
OCHOBE HAY4YHOU S
yi CaMOCTOSITEILHON OLIEHKH
OpraHu3aIid  CBOETO .
pE3yNbTaToB cBOEn
Tpyna 51
N IEeITEIbHOCTH
CaMOCTOSITENLHOM
OIICHKU  PE3yJbTaTOB
CBOEH JeITEIbHOCTH

4.3.2 TunoBble OLIEHOYHBIE CPEACTBA
Bonpocs! 1J1s1 IOATOTOBKM K 3a4eTy

1. Tepmuuocucrtema  mucHUIUIMHBL.  OCHOBHBIE TEPMHHBI W ONPE/CIICHUS.
MHOT03HaYHOCTb 1 IBOJIOIHS TEPMUHOB.

2. Undopmanus U ee cpoiicTBa. BiusHue mHopManuu Ha KayecTBO NMPHUHUMAEMBbIX
ylpaBiieHYeCKUX perieHnil. MTHpopMalnoHHbI MEHEUKMEHT Ha COBPEMEHHOM JTarle.

3. OcnoBubie mnojnoxenus PenepanbHoro 3akoHa Poccuiickoit ®epepamnn  «O06
uH(popMalui, HTHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3alUTe HH(OPMALIUNY», €r0 POJIb U 3HAUEHUE
B CUCTEME POCCUNCKOI0 3aKOHOAATEIbCTBA.

4. apopmaninoHHbIE MPOIIECCHl — OCHOBA pa3padOTKU U pealiu3alliy yIpaBIeHYeCKOro
pelieHus. YTpaBlIeHYECKOe pEelIeHHe Kak Mpolecc M Kak siBaeHue. @opMbl ympaBieHYECKHX
pELIeHM.

5. 1enonpoun3BoJACTBO — KaK OTPaKEHUE CUCTEMBI U TEXHOJIOTHH yIipaBieHus. OCHOBHbIE
9TaIlbl pa3BUTHS JENONpPon3BoicTBa B Poccun. Poccuiickast Mozienb 1enonponu3Bo/CcTBa.

6. JIokyMeHT - Kak CpeJCTBO yNpaBieHUs U oOpaTHOU cBs3u. CBOICTBa TOKyMEHTa U
COOOIIIEHHS.

@yHkuun aokyMeHTta. [Opuanmueckas cuna M IOpPUIAYECKAs] 3HAYMMOCTH

OyMa)KHOTO U AJICKTPOHHOTO IOKYMEHTOB.
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7. VYHudukanus M CTaHAAPTHU3ALUSA JOKYMEHTOB. YHHU(DUIUPOBAHHBIE CHCTEMBI
nokymeHTanuu (Y CJl), ucronb3yeMble B 1€ATEIbHOCTH TAMOXXEHHBIX OPTaHOB: XapaKTEPUCTUKA,
NEPCIEKTUBBI Pa3BUTHSL.

8. Pomp u 3HaueHWe KiIaCCUPHUKATOPOB TEXHUKO-PKOHOMUYECKOW U COLMAIBHOU
uHboOpMalMd B JIOKyMEHTAallMOHHOM oOecneuenun ynpasinenus ([JOVY). Xapakrepuctuka
knaccupukaropoB TOCH, uConb3yeMbIX B AEATEIBHOCTH TAMOKEHHBIX OPTaHOB.

9. VuudunupoBaHHas cucTeMa OPraHU3alMOHHO-PACIOPSIAUTEIBHON JIOKYMEHTAINH
(YCOP/). Xapakrepuctuka. Chepa npumenenus. CoctaB 10KyMeHTOB. COCTaB PEKBU3UTOB.
TpeboBanus K O1aHKaM JOKYMEHTOB.

10. OcHOBHBIE TpaBWIa MOArOTOBKM HOPMATHUBHBIX IPABOBBIX AaKTOB (enepaabHbIX
OpraHOB HCIIOJIHUTENbHOM BiacTU. [IpU3HaKM HOPMATUBHOCTH B  PaCHOPSIUTEIbHBIX
JOKyMEHTaX. Buabl HOpMaTHUBHBIX MPABOBBIX aKTOB, KOTOpPbIE MOTYT H3JlaBaTh (henaepaibHbIe
OpraHbl UCIIOJHUTEIbHOM BJIACTH.

11. JlenoBas (kommepueckasi) mepenucka. Kmaccupukamms. [IpaBwima odopmiieHus
(odepTa, mpeTeH3MOHHOE, TapaHTHITHOE, peKjIaMHOe MHUCHbMO). KOMMO3UIIMOHHOE MOCTPOCHUE
PEKBU3HUTA «TEKCT» AENOBOr0 MUChbMa. MeXTyHapoIHbIE CTaHAAPTHI.

12. OcHOBHBIE 337auu U (QYHKIIMH CTPYKTYPHBIX MOpPa3IeICHN TAMOKEHHBIX OPTaHOB,
UMEIOIMX  OTHOIIEHHWE K OpraHu3aluu  JOKyMeHTooOopora. @DopMbel  opraHu3anuu
JIEJIONPOU3BO/ICTBA, UCIIONIb3YEMBbIE B IETEIILHOCTH TAMO>KEHHBIX OPTaHOB.

13.  OcHOBHBIE HTambl JOKYMEHTOOOOpOoTa (YNpaBIEHUECKHMX JOKYMEHTOB) B
TaMOKEHHOM OpraHe M HX XapakTepucTHKa (TpeOoBaHus K opranmzanuu). Llenp u 3amaun
palMoOHaIN3alUyU TOKYMEHTO000pOTa B TAMOKEHHOM OpIaHe.

14. OcoOeHHOCTH oOpraHu3anudd pabOThl TPH  HUCIOJB30BAHWU  TEJIETAUITHOM,
(aKCUMHMIIBHOM CBSI3U M AJIEKTPOHHON MOYTHI. DJIEKTPOHHOE COOOIEHHE: ONpeIeeHne, TpaBuiia
HOJrOTOBKH, OhOPMIICHHUS M OTIPABKU. DTHKA NEKTPOHHON MEPEUCKH.

15. DnexkTpoHHBIA JOKYMEHTOOOOPOT B TaMOXXEHHOM OpraHe: COCTaB YYaCTHHUKOB,
B3aMMOJICHCTBHE, TEXHOJIOTMUECKUE PELICHUS.

16. [IpunuunuansHast cxema padotst JUIIC.

17. Ponb, 3HaueHWE W NPUHLMIBI PETHCTPAllMM JOKYMEHTOB B OpraHM3alUH
nenonpousoacTBa. KIIC «YKU-2»: uctopusi co3nanus, HazHadeHHE, (YHKIUOHAJIbHBIE
BO3MOXXHOCTH, ITyTH MOJICPHU3ALINH.

18. OObeKkTUBHBIE U CYOBEKTUBHBIE (PAaKTOPBI pOCTa IOKYMEHTOO0OpPOTa B TAMOXKEHHBIX

opraHax.
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19. OcobOenHocTH oOpraHu3alMyu padOThl B TaMOXKEHHBIX OpraHax C JOKyMEHTaMH,
MMEIOIIMMH CBeIeHUs: orpanndyeHHoro pacnpocrpanenus (ICII), a Takke KOMMEPUYECKYIO0 WU
rocynapcTBeHHyto TaiiHy. Kputepun otHecenrs nHGOpMaluu K KaTerOpHH «CIIY>KEOHOM».

20. OcoOeHHOCTH OpraHu3aluyd padoOThl B TaMOXKEHHBIX OpraHax ¢ OOpalleHHUsIMU
rpaxnas. [Iponenypa o0kanoBaHus pemieHu, neicTBuil (0e31elCTBIS) TAMOKEHHBIX OPraHOB
U UX JOJDKHOCTHBIX JIULL.

21. T'ocymapcTBeHHBIM apXWBHBIM (GoHI (Ha3HayeHWE, cocTaB). JIOKyMEHTaNIbHBIA W
apXUBHBIM (OHABI TaMOXXEHHOTO opraHa. OTIMYUS «TPATULIUOHHOTO» U <QJIEKTPOHHOTO»
apXUBOB.

22. BenoMCTBEHHBIE apXHUBBl (B TaMOYKEHHBIX OpraHax): BUAbI, COCTaB JOKYMEHTOB,
byHknuu. VcrnonHeHHe 3ampocoB COIMUAIBHOTO xapakTtepa. «CrHenuanbHBIN» apXuB B
TaMO>KEHHOM OpraHe.

23. llenp, 3Tambl, NPUHIUIBI W KPUTEPUU OSKCIEPTU3bI IIEHHOCTH JIOKYMEHTOB B
TaMokeHHOM oprane. [TomHoMouns n opranm3anws padotsr JK.

24. Ponp W 3HayeHHE HOMEHKIATYpPhl JIe B OpraHu3aluu JIeJONPOU3BOJICTBA B
TaMO>KEHHOM opraHe. Buabl HoMenknatyp nen. [IpaBuia moAroToBKH.

25. Merononorusi NpOEKTUPOBAHUS W BHEAPEHUS CUCTEM YIPABICHUS JOKYMEHTaMH
(CY 1) B opranu3saiiuu Ha coBpemenHoM dtarie (Ha ocHoBe 'OCT P ICO 15489-1).

26. Knaccudukanus W XapakTepuctuka mnporpammuoro obOecneuenus (I10),
UCTOJIb3YyeMOro JuIsd LieJied aBTOMaTHU3aluu JOKYMEHTOOOpOTa B COBPEMEHHBIX YCIOBHSX.
Bo3MmoxkHOCTH HCTIONIB30BaHUSI CHUCTEM ympaBieHusi morokom pador (Workflow) B mporecce
aBTOMAaTHU3AIMH JIETIONPOU3BO/ICTBA.

27. Ilpouenypa ucnons3oBanus u npusHanus D11 u DI Y aocTtoBepsromniie MeHTPH B
TaMOKEHHBIX OpraHax.

28. depepanpHas 1eneBas nporpamma «OnekTpoHHas Poccus». I[IpoGiiembl
B3aMMOJEHCTBUS (heepaabHBIX OPraHOB HCIIOJHUTENBHON BIIACTH B MPOIECCE CO3AAHUS U
HCIIOJIb30BAaHUsl MEKBEOMCTBEHHOI'O 3JIEKTPOHHOro JokyMeHToobopora. DPTC Poccuu B
COCTaBE «JIEKTPOHHOT'O MPABUTEILCTBA.

29. OcHoBHble HopMmaTuBHble mpaBoBele akThl ®TC (I'TK) Poccum B obGnactu
JIOKYMEHTaIlMOHHO-MH(POPMAIIMOHHOTO 00€CTIeYeHNsI YIIPABIICHUS 1A TEIbHOCTHI0 TAMOKEHHBIX

OopraHoB (Kjaccu@uKaius, XapakTepUCTUKHN).

Ixajna oueHUBAHUA.

Ouenka Kpurepun PesyabTaTnl 00yyeHus
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«3a4YTCHO»

OLIEHKH

- Cryzgent [1.3.1
ITOKa3bIBACT Ha YPOBHE 3HAHUM:
BCECTOPOHHHE M TJIyOOKHE Byary, OCHOBHBIE [IOJIOKEHUS  METOJUKH
SHaHMA  HPOTPAMMHOTO i yveHeHus MH(POPMALOHHOMN u
Martepu HaHU o

arepuara, SHAMMC 5 6morpaduyuecKkoil  KylbTypbl IS PElICHHs

OCHOBHOU u o~
OTONHHTEBHOI 3aj1a4 MPOPEeCCHOHAIBHOM JeATETbHOCTH
fRN—— Ha YpOBHE YMEHMH: YMETh I'PaMOTHO 3aIlOJHSTH

[IOCTIEIOBATEIIEHO U YETKO
OTBEYAaET Ha  BOIPOCHI
3a4eTHOro  Owiera W
JOTIOJTHUTENILHBIE
BOIIPOCHI;

- YBEPEHHO
OPUEHTHUPYETCS B
MEXIIPEIMETHBIX  CBSI3SIX
u MPOOIEMHBIX
CUTyallUsiX;

- JIEMOHCTPHUPYET
CIIOCOOHOCTh  TIPUMEHSITH
TEOpeTUYeCKue  3HAHHSA
TUIst aHanuza
MPAKTUYECKUX CHUTYaLUH,
JcJIaTh IMPpaBUJILHBIC
BBIBO/JbI, IMPOABJIACT
TBOpUYECKHE CIIOCOOHOCTH
B IIOHUMAaHNH, U3JI0KCHUN
u HUCIIOJIB30BaHUHU
MIPOTPaMMHOI0
MaTepHana;

- IOJITBEPKIACT TIOJTHOE
OCBOCHHE KOMITIETEHITUH,
MPeIyCMOTPEHHBIX
MpOrpamMMOi OCBOEHUS
JUCLUIUINHBL.

M opopMISATH JTOKYMEHTBI, HCIHOJb3yeMbIC B
rmpodeccnoHaBbHOM e TEeIBHOCTH

Ha ypOBHE HaBBIKOB: ONBIT MpodecCHOHATBHOM
e TeIbHOCTH

OITK-6.2 (2.1) Ha ypoBHE 3HAHMIA:

3HATH OCHOBHBIC TOJOXCHUS METOJUKU HAYIHOM
OpraHU3alli CBOETO TpyJda M CaMOCTOSTEIbHON
OLIEHKU PE3yJIbTAaTOB CBOCH JIEATEIILHOCTH

Ha YPOBHE YMEHUN:

YmeThb MPUMEHSITh METOUKH HAYYHOI
OpTaHU3allMi CBOETO TPyJda M CaMOCTOSTEIbHON
OLIEHKU PE3yJIbTAaTOB CBOCH JIEATEIIbHOCTH

Ha yPOBHE HABBIKOB:

OnbIT pereHusI CTaHJApTHBIX 3a1a4
MpoeCCHOHATBPHON JEATENbHOCTH Ha OCHOBE
HAyYHOH  OpraHM3allMd  CBOCr0  Tpyla H
CaMOCTOSITENIHOW ~ OIIEHKH PEe3yJIbTaTOB CBOEH
NesITeIbHOCTH

«HE3aYTECHO»

- CryneHT umeer
CYIIECTBEHHbIE MPOOEIIBI
B 3HAHUAX OCHOBHOTO
yueOHOTO MaTepHana;

- JIOITyCKaeT
MPUHLHUIHAAIBHBIE
OMKOKY NP MPUMEHEHUN
3HaHUM, KOTOpBIE  HE
MO3BOJISIFOT emMy
BBITIOJIHUTD
nmabopaTopHble  pabOTHI
(mpaxkTHUYeCKHE 3aHITHA);

- HE
MOJITBEPXKIACT OCBOCHHE
KOMITETEHITUH,
MPEIyCMOTPEHHBIX
IpOrpamMMmoit
JCITUTUTUHBI;
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- HE 3HAeT
METOIUKHU peanu3anuu
MIPAaKTHYECKUX  HABBIKOB
HCIIOIb30BaHUS
H3Y4aeMBIX nporpamm
JACHUIUIMHLL W/WIA HE
MOXET  CaMOCTOSTEIIHLHO
MPOJIEMOHCTPUPOBATH
MIPAKTHYECKHE YMEHUSI.

4.4. MeTonnuyeckne MaTepuaJibl

OnenuBanue OOy4arOMMXCs B TMPOIECCE IMOATAMHOTO OCBOCHUS MMM KOMIICTEHIUH,
dbopMupyeMbIX AaHHOW AMCLUMILIMHOW OCYIIECTBIsETCS B (opMe MNATHOAIILHONW OICHKH,
KOTOpas MpeaIosaraeT OleHUBAHUE 3HAHUL C TIOMOIIBIO YCTHOTO COOECEOBAHUS MO Y3JIOBBIM
BOIIPOCAM U yMeHUli periaTb 3HaHHUEBbIE TECTHI.

5. MeTtoauyeckue ykazaHus AJsl 00y4alOIUXCS 110 OCBOEHUIO THCIUIIHHBI
(MoayJis)

Memoduuecxuepexomeudauuu nO n0020MoeKe K JIEKUUOHHBIM U CEMUHAPCKUM 3AHAMUAM

Omna w3 3amad kypca «OCHOBBI JIOKyMEHTOOOOpOTa B TAaMOXKEHHBIX OpraHax» -
ajanTanys CTYACHTOB K HOBBIM (popmaTraM OBIAZCHUS 3HAHUSIMHU, OCHOBBIBAIOIIMMUCS HE Ha
MMaCCUBHOM YCBOCHHU I/IH(i)OpMaIII/II/I H HUX pCIpoOAYKIHMH, a Ha AKTUBHOCTH CTyACHTA H
TBOPYECKOM BOCIIPOM3BEICHUN 3HaHHUM. [ pereHus 3Toi 3a/1aui UCIIOJIb3YeTCsl OpraHU3aIus
BPEMCHHLIX TBOPYCCKUX I'PYIIIl IO UHTEPECAM JIsI CAMOCTOATCIIBHOI'O NU3YYCHUA OTACIIbHBIX TEM
¥ BBIITOJIHEHHUSI CAMOCTOSITEIIBHBIX padoT.

B mnpomecce camocTosTenbHON pabOTHl CTYyJEHTY HE PEKOMEHAYETCs 3aydnBaHHE,
MEXaHUYECKOe 3allOMHHaHHe yuyeOHoro Matepuasa. CTyAEHTY CleAyeT MOCTOSIHHO MBICICHHO
COOTHOCHTH TOJYYCHHYI0 HAy4HYI0 HH(OPMAIMIO C COOCTBEHHBIM OIIBITOM, KPUTHYECKH
aHaAJTM3UPYsl €ro U OLIEHUBAs C HOBBIX, Y)K€ HE KUTEHCKUX, & HAYYHBIX MTO3UIUH.

B OeaxX MmoAroTOBKM K CEMHUHAPCKUM 3aHATUAM CTYACHTAM H€O6XOI[I/IMO HCIIOJIBb30BAaTh
KaK OCHOBHYIO, TaK U JONOJHUTEIbHYIO IUTEpATypy 110 TEMaM CEMUHapa.

y‘II/ITI)IBaH, 4YTO JICKOUMOHHBIC 3aHATHA IMMPOXOAAT HE IO BCEM TEMaM OWCHHUILIWHBI,
clielyeT KOHCIEKTUPOBATh MaTepHa 1o TeMaM CEMHUHApOB.

Memoouueckue pekomeHOAUUU K CAMOCIOAMEILHOU Padome

OpuenTars y4eOHOro nporecca Ha caMOpa3BUBAIOIIYIOCS JINYHOCTD JI€J1aeT HEBO3MOKHBIM
nporecc oOyueHus: 6e3 MpeaocTaBiIeHUs CTyJIeHTaM MpaBa BbIOOpa IMyTeil U cnocoOoB OO0yUYeHUs.
[MosBisieTcss HOBas 1ieMb OOPa30BATENBHOIO MPOLECCa — BOCIUTAHUE KOMIIETEHTHOM JIMYHOCTH,
CIIOCOOHOM pellaTh TUIMYHBIE POOIEMbI U 3a1a4i UCXOAS U3 MIPUOOPETEHHOTO0 Y4eOHOro ONbITa U
aJICKBATHOW OLICHKM KOHKPETHOM CUTYaLlMH.

JlocTrkeHue STOM 1eIM HEBO3MOXKHO ©O€3 MOBBILIEHHS POJIM CaMOCTOSITEIbHOM padoThI
CTY/ICHTOB Hajl Y4EOHBIM MATEPUAIOM, VCUTEHUS OMEEMCMBEHHOCIU NPenooasamens 3a pazeumue
HABLIKOB CaMOCMOSMENbHOU pabombl, 3a CTUMYIHPOBaHHE MPOQECCHOHATLHOIO POCTa CTYAEHTOB,
BOCIUTAHUE UX TBOPUYECKOW AKTUBHOCTH Y MHUIIMATHBBI.

CyIIHOCTh  CaMOCTOSITENIBHOW palbOThl CTYAEHTOB KaK CIEHU(PUUECKON Ie1arorndecKoi
KOHCTPYKIIUU ONpeenseTcs 0COOCHHOCTSIMU TIOCTAaBICHHBIX B HEll y4eOHO-TI03HABATEbHBIX 3a/1ay.

CrienoBatesibHO, CaMOCTOSITENIbHAST padoTa - 93TO HE TMPOCTO CaMOCTOSITEIbHAS JICSITEIIBHOCTD
YYAIMXCSI TT0 YCBOGHUIO YUEOHOTO MaTepHalia, a 0codas cucmema Yeiogull 00VUeHUsl, OP2AHUZYEMbIX
npenooasamerem.

DOYyHKUMH, 3212494 U BUJAbI CAMOCTOSATEILHON Pa00ThI CTYIECHTOB
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HeobxoauMocTh opranuzaiyiy ¢o CTyJISHTaMH pa3HOOOpa3HON CaMOCTOSITENIHHON JICATEITHHOCTH
OIpenieNsieTcss TeM, YTO yIaeTcs pa3peliuTh MPOTUBOPEUME MEXKIY TPAaHCISAIMEH 3HAHWUH U HX
YCBOGHHUEM BO B3aUMOCBSI3U TEOPHHU U IPAKTUKH.

CamocrosiTenbHast paboTa BHITIONHSET pAo (hyHKYUIL, K KOTOPBIM OTHOCSITCSE:
*  Pazsusaiowass (NMOBBIIICHUE KYJIBTYpPbl YMCTBEHHOTO TPYa, MPUOOIICHUE K TBOPYECKUM
BUJIaM JICATEIBHOCTH, 00OTaIlIeHHE MHTEIUIEKTYATbHBIX CIOCOOHOCTEH CTYICHTOB),

*  Ungpopmayuonno-odoyuarowas (ydeOHasi JeSTETBHOCTh CTYICHTOB Ha ayIUTOPHBIX

3aHATHSAX,  HEMOJKPEIUICHHAs  CaMOCTOATENbHOM  paboToW,  CTAHOBUTCS — Majio

pe3yJIbTaTUBHON );

*  Opuenmupylowas u cmumynupyrowas (porieccy OOydeHHs TPUIACTCS YCKOPEHHE |
MOTHBALIH );

*  Bocnumamenvuas  (GopMHUPYIOTCSI H  Pa3BUBAIOTCS  MPOQECCHOHATBHBIE — KadueCcTBa
CHICIUAIIHCTA);

*  HUccreoosamenvckasi (HOBBIA YpOBEHb IPO(HECCHOHATIBHO-TBOPYECKOTO MBIIILICHUS).
B ocHOBe camoCTOSITENBbHOM pabOThI CTYJICHTOB JIOKAT —CICAYIOIINE HPUHUUNDL: PA3BUTHS
TBOPYECKOHN JIEATEIbHOCTH, 1IEJIEBOT0 IUIAHUPOBAHNS, ITUHOCTHO-AESATEIIbHOCTHOIO MOIX0/1A.
3aoauu camocmoamenvHol padomsvt CHyOEHMOE:

e  CHUCTeMaTu3alys U 3aKpEIUICHUE TIOJTyYEHHBIX TEOPETUUECKNX 3HAHUM U ITPAKTUUECKUX YMEHUN
CTYICHTOB;

e  yrIyOlieHHe U paclIMpeHHe TEOPETUUECKUX 3HAHU;
e (hopMUpOBaHKE YMEHHS UCIIONH30BATh CIIPABOYHYIO JIUTEPATYPY;

® Pas3BUTHC IIO3HABATCIIbBHBIX CIIOCOOHOCTEHI ¥ aKTHUBHOCTH CTYACHTOB! TBOp‘IeCKOf/’I
HWHUIUATUBBIL, CAMOCTOATCIIbHOCTH, OTBETCTBCHHOCTHU 1 OPIraHU30BAHHOCTH;

o (1)OpMI/IpOBaHI/Ie CaMOCTOATCIIBHOCTH  MBIIJICHUA, CIIOCOOHOCTEH K CaMOpa3BHUTHULO,
CaMOCOBCPIICHCTBOBAHUIO K CaMOPCATIN3allum;

®  Pa3BUTHUEC UCCIICAOBATCIILCKHUX YMGHI/Iﬁ

B yueOHOM mpoliecce BBICIHIEro y4eOHOTO 3aBEACHHS BBIICISIOT JBa BUAAa CaMOCTOSTEIbHON
paloThL: ayoumopnas u 6HeayOumopHas.

AyauTopHas caMocTosATebHas paboTa MO JUCHUIUIMHE BBINONHIETCS HAa Y4eOHBIX 3aHSTHSX
T0J] HETOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOJABATENS U IO €0 3aJaHHsM.

BueaymutopHass camocrosiTenbHass  pa0oTa  BBINONHSETCS  CTYAGHTOM 710 3A0QHUIO
npenooasameis, HO 0€3 €ro HeTMOCPEICTBEHHOTO YYaCTHSI.

BueaynuropHas caMocTosITeNbHAS paboTa BKIIIOYAET TaKue ¢hopmobl padomet,
Kak:

®  UHIVBHIyaIbHbIC 3aHATHS (JOMAITHUE 3aHSATHS):

v u3ydeHwe MPOrpaMMHOIO MaTepHala AUCIUILTMHEI (paboTa ¢ yUeOHHKOM U KOHCIIEKTOM
JIEKIIUH);
U3y9YCeHHE PEKOMEHTYEMBIX JINTEPATYPHBIX HCTOYHHKOB;
KOHCIIEKTUPOBAHHE UCTOUYHUKOB;
BBITIOJTHCHUE TIPAKTUUCCKUX 33 [aHH;
pabota co CIoBapsSMH U CIIPABOYHUKAMU;
pabota ¢ NEeKTPOHHBIMU MH(OPMAIIMOHHBIMU pecypcaMu U pecypcamu Internet;
COCTaBJICHHE IJIaHa M TE3UCOB OTBETA HA CEMHHAPCKOM 3aHATHH;
COCTaBJIEHHE CXeM, TaOuIl, pedycoB, KPOCCBOPJOB IJIsi CHCTEMATH3AlMH YYeOHOTO
Marepuana;
OTBETHI Ha KOHTPOJILHBIE BOMIPOCHI, TECTHI;
AHHOTHPOBaHUE, pedepupoBaHIE, PELIEH3UPOBAHUE TEKCTA;
COCTaBIICHHUE TTIOCCAPHsL, KPOCCBOP/IA TI0 KOHKPETHOM TeME;

ANANENENENENRN

ANANEN



31

v/ TIO/ITOTOBKA K KOJUIOKBUYMY;
v’ [IO/IrOTOBKA IPE3EHTALIIH;
v’ TOIrOTOBKA K 3a4€TY;
®  [PYIIOBAs CAMOCTOSITEIBHAS PabOTa CTYICHTOB:
v/ IOJrOTOBKA K 3aHATUSM, IPOBOJUMBIM C UCIOJIb30BAHMEM AKTUBHBIX (GOPM  0OyUeHHS
(KOJIJIOKBUYM, TUCKYCCHSA);
v’ 10JIydeHHe KOHCYIIBTALMH ISl Pa3bACHEHHH 110 BOIPOCAM M3y4aeMOi IUCIUIUIUHEL,

ConeprkaHre BHEAyIUTOPHOM CaMOCTOSATEIbHON pabOThI OMpEAENSETCS B COOTBETCTBUU C
paboueil yyeGHOI mporpaMMoi TUCHUIUIMHBL. PactipeneneHue o0beMa BpeMEHH Ha BHEAYIUTOPHYIO
CaMOCTOSITENIbHYIO paOOTy B pEKUME JIHS CTY/ICHTA He pelamMeHmupyemcst paclicaHueM.

Bunpl 3amanuii U1 BHEayJUTOPHOW CaMOCTOSTENBHON pPabOThI, MX COJEp)KaHUE M XapakTep
MOTYT WMETh BApUATUBHBIA © JU(GQPEPCHIMPOBAHHBIA  XapakTep, YYUTHIBATh CHEI(UKY
CIEIMAILHOCTH, U3y4aeMOM TUCUUILIUHBIL, HHAWBHUyallbHbIE 0COOEHHOCTH CTY/ICHTA.

IL1anupoBanue M OPraHU3aALHUs CAMOCTOSTEILHOM padoThI CTY/IeHTa

[paBuibHAsE OpraHM3aIMs CAMOCTOSITCIBHBIX ~ YYEOHBIX 3aHATHH, HMX CHCTEMAaTHYHOCTb,
1e7IeCO00pa3HOe TUIAHMPOBaHHWE pabOvero BPEMEHH IO3BOJLSICT CTYIACHTaM pPa3BUBATh YMEHUS U
HaBBIKK B YCBOCHHH W CHCTEMATH3AllMK MPHUOOPETACMBIX 3HAHHM, 00ECIIeUrBATh BHICOKHUI YPOBCHb
YCIEBAEMOCTH B IIEPHOJ] O0YUESHUS, TIOIYIUTh HABBIKH ITOBBIIICHUS PO(PECCHOHAITLHOTO YPOBHSL.

3a0auu npenodasamens NO TUIAHMPOBAHUIO W OPraHU3AlMM CaMOCTOSITEIBHOM PadOThI
CTyJICHTA:

1 CocrapneHue I1aHa CaMOCTOSTEIBHON PA0OThI CTYICHTA 10 AUCIUILIUHE.

2. Pa3paboTka v BbI1aua 3aJIaHUH I CAMOCTOSITEIIBHON PaOOThI.

3. OOyueHue CTYICHTOB METO/IaM CaMOCTOSITEIIEHON PaOOTHIL.

4. OpraHu3anys KOHCYJIBTAIMH 110 BBITOJIHEHHUIO 3aaHui (YCTHBIA HHCTPYKTaX, MUChMEHHASI

UHCTPYKLIMS).
5. KoHTpoJb 3a X010M BBIIOTHEHHUS U PE3YJIBTATOM CAMOCTOSITENTBHON PAaOOTHI CTY/ICHTA.

CTyneHT JOJKEH 3HATh:
e Kakue pazmensl U TeMbl AUCHMIUIMHBI TNpPEAHA3HAYEHBI JUIS CaMOCTOSITETILHOTO
M3y4eHHUs (IIOJTHOCTHIO UM YAaCTHYHO);

e Kkakue (opMbl CaMOCTOSTENBHON paboThl OyIyT MCIONIB30BaHbI B COOTBETCTBHHU € paboueit
IIPOrpamMMON;
e Kakas (popma KOHTPOJIS U B KAKUE CPOKH MPETYCMOTpEHA.
PexoMenayeTcs nocie10BaTeIbHOE N3yUYEHNE MOYJIEN COTVIACHO YKa3aHHBIM HOMEpaM.
Bunpl yueOHBIX 3aHATHN MO KaKJOMY MOJYJIIO U y4EOHOMY 3JIE€MEHTY MPECTABICHBI B
TabmuIe.

Memoouueckue pexomenoayuu no n0020Mo6Ke K KOA10KeUuymy

KomnokBuym - Bua y4eOHO-TEOPETHYECKUX 3aHATHH, MpeACTaBIAIOMUN co0oit
IPyNIoBoe OOCYXJAEHHE TIOJ PYKOBOJICTBOM IIPENojaBaTeNsi JOCTaTOYHO UIMPOKOIO Kpyra
po0JeM, HalpuMep, OTHOCUTEIBHO CAMOCTOSITEILHOIO OOJIBIIONO pa3/ieNa JIEKIIMOHHOTO Kypca.
OnHOBpEMEHHO 3TO U (OpMa KOHTPOJIS, Pa3HOBUAHOCTh YCTHOTO 9K3aMEHa, MacCOBOTO OMpoca,
MO3BOJIAIONIAs MPENOAAaBaTeNi0 B CPaBHUTEIBHO HEOONBIION CPOK BBIICHUTH YPOBEHb 3HAHUMN
CTyIEHTOB  LEJIOHM  aKaJeMHU4YeCKOW  Tpymmel IO  JAHHOMY  pasfelny  Kypca.
KonnmokBuym mnpoxoaur oObluHO B (opme AMCKYyCCHH, B XOJ€ KOTOPOM CTyJIeHTam
IIPENOCTABIIACTCA BO3MOXKHOCTB BBICKA3aTh CBOIO TOYKY 3pEHUS Ha pPacCcMaTpPUBAEMYIO
npobiiemMy, YUHUTBCS 000CHOBBIBATh " 3aIMIIATh ee.
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AprymMeHTHpys U OTCTauBasi CBO€ MHEHME, CTYACHT B TO K€ BPEMs JIEMOHCTPUPYET, HACKOJIBKO
rJIyOOKO M OCO3HAaHHO OH YCBOMWJI HM3y4YeHHbIH Mmatepuai. [Ipy moAroTtoBke K KOJJIOKBHYMY
CTYACHTY PEKOMEHIYeTCs [IeTallbHO IpopadoTaTh JUTEpaTypy IO TeMe KOJUIOKBUYMa U
HOJATrOTOBUTH APTYMEHTHI JJ11 000CHOBAHUS COOCTBEHHOW MO3HIINH.

Memoouueckue pekomenoayuu no noO20MoGKe npe3eHmavuu.

IIpe3enTanus - camblii 3¢ peKTHBHBIH cI0CO0 JOHEeCeHUs BA’KHOM HH(OPMALIMU KaK
B pPa3roBope «OAMH Ha OAMH», TaK M IpH MyONUUYHBIX BbICTyMIeHUsX. Cllalia-Ipe3eHTaluu
NO3BOJAIOT  3(P(PeKTHO M  HANVIAJAHO  IIPEACTaBUTHb  COJEPKAHUE,  BBIICIUTb U
OPOMJUIIOCTPUPOBATE  COOOLIEHHE, KOTOpPO€ HEeCceT Mpe3eHTaluss M €ero  KIYeBble
cozepKaTelbHble NyHKTHI. VICIIOIb30BaHME MHTEPAKTUBHBIX 3JIEMEHTOB IT03BOJISECT YCHUIIUTH
3¢ (EeKTUBHOCTh BBICTYIUICHUH, SBISIOMIMXCS YacTbl0 HPO(GECCHOHAIBHONW  JIESTEIbHOCTH
0OJIBIIMHCTBA CIELIUAIUCTOB.

IIpy moxaroTroBke K NPE3EHTAlMM CTYIEHT BbIOMpAaeT U3 MPeUI0KEHHOIo CIUCKA
MHTEPECYIOIIYIO €ro TEMY, M3yYaeT €€ C MCIOJIb30BaHUEM HEOOXOIUMOW y4eOHON M HayqHOUH
JUTEPATyphl U TOTOBUT CIIAUA-IIPE3CHTALINH.

6. Y4eOHas quTepaTypa u pecypchbl HHPOPMALNMOHHO-TEJICKOMMYHUKAIIMOHHOM
cetn "UnTepHeT", BK/IIOUYAS NepedeHb Y4eOHO-MeTOAHYECKOro odecneyeHus: AJsi
CaMOCTOSITE/IbHOI Pa0d0ThI 00y4alIMXCH M0 JMCUMILIHHE (MOTYJII0)
6.1. OcHoBHas nUTEpATYpA.
1. KprokoBa H.II. JlokymeHTHMpOBaHHE YIPaBICHUYECKON JeATenbHOCTH: YueOHoe

nmocooue. — M.: UH®PA-M, 2010.

2. MarBeeBa B.A. OcCHOBBI JOKYyMEHTOOOOpPOTa B TaMOXKEHHBIX OpraHax: yd4eOHO-
HaraggHoe mocooue. —M.: PO PTA, 2015.

3. COopHUK U3BJICYEHHH W3 HOPMATHUBHBIX MPABOBBIX aKTOB II0 BOIpOCaM

JOKYMCHTAIITUOHHOT'O U I/IH(l)OpMaHI/IOHHOFO obecreyeHus ACATCIIBHOCTH TAMOXXCHHBIX OPraHOB

(o coct. Ha 01.09.2014) / MatBeeBa B.A. —M.: PO PTA, 2015.

6.2. JlonotHUTENBbHAS IUTEpaTypa.
1. JlanunuH A. OJNEKTpOHHBbIE TOCYAApCTBEHHbIE YCIYTM M aJMHUHHCTPAaTHUBHBIE

peraaMeHThl: OT MOJUTUYECKOM 3aauM K apXUTEKTYpe «3JEKTPOHHOIO MPAaBUTENbCTBA». —M.:
NHOPA-M, 2004.

2. Manbiuenko FHO.B. DneKkTpoHHBIH JOKYMEHTOOOOPOT B TOpProBie, OaHKOBCKOM U
TaMOKEHHOM fene: Yueonoe nocooue. — B® PTA, Baagusoctok, 2002.

3. MarseeBa B.A., 'anonenko B.A. Vcnonb3oBaHnue MHGOPMAIMOHHBIX TEXHOJIOTUN B
JOKYMEHTAITMOHHOM ~OOECTIEYeHNN YIPABJICHUS JIEATENIbHOCTBIO OpraHu3aluu: YueOHO-
HariaggHoe mocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoin B.1d. Meroasl U MoOAenu NPUHATUS YIPaBICHYECKUX

pemenuit: Yue6. nocodue. —-M.: UHOPA-M, 2014.
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5. I'paanunn O.H., Kuses B.W. MudopmaimonHbie TEXHOIOTHH B YIPABJICHUU: YueOHOe
nocobue. —M.: Harepuer-Yuuepcuter HMudopmammonnsix  Texnomoruii; BHUHOM.
JlaGopatopust 3nanui, 2008.

6. Kopuee N.K., Kcangonyno I'.H. Texuuueckue cpenctsa ynpapieHus: YUeOHHUK IS
BeIciIel mkojbel. —M.: UTHOPA-M, 2010.

7. Kopuee UK., ITmenko A.B., Mamypues B.A. Ynpasnenue 1okymeHTaMu: Y 4eOHUK.
-M.: UH®PA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: XKyan I'omec. MaremaTuka, IIIMHUOHBI U XaKEPhI.
KonupoBanue u kpunrorpadus. / [lep. ¢ anrn. —M.: [le Aroctunu, 2014.

9. TNoBapoBa E.A. IIpobnembl «ympaBieHHus» WHPOpMANUEHd B TOCYIAapCTBEHHBIX
opraHax UCHoJHHUTeNnbHOM BracTH // UndopmarmmonHoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepenucka B KOMMEPYECKOM OpraHU3alluU. —

M.: MLI®DP, 2004.

6.3. Y4eOHO-MeTOIMUECKOe 00ECIICUCHHE CaMOCTOsATEIbHON pabOTHI.
1. Janunua A. DIEKTpOHHbIE TOCYAAapCTBEHHBIC YCIYIM U aJMHUHUCTPATUBHBIC

pErJIaMeHThl: OT MOJIMTUYECKON 3a7aul K apXUTEKTYPE <«QJIEKTPOHHOI'O IPABUTEILCTBA». —M.:
NHOPA-M, 2004.

2. Mansimenko FHO.B. DnekTpoHHBIM JOKYMEHTOOOOPOT B TOpromiie, OAHKOBCKOM H
TaMOKEHHOM Jejie: YuebHoe nocooue. — BO PTA, Baagusocrok, 2002.

3. MatBeeBa B.A., I'anonenko B.A. Mcnonbs3oBanue MH(OPMAIIMOHHBIX TEXHOJIOTUH B
JOKYMEHTAllMOHHOM OOECIEUYeHUU YIPAaBJIEHUS JAESITEIbHOCTbIO OpraHu3aluu: YueOHOo-
HarsigHoe nmocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoir B.M. Metoasl u Molenu NpUHATUS YIPABIECHYECKUX
pemenuit: Yue6. mocobue. —-M.: UHOPA-M, 2014.

5. I'pannunn O.H., Kuses B.1. UndopmanoHHble TEXHOJIOTHH B yIIpaBIeHUU: Y 4eOHOe
nocobue. —M.: UWHrepner-YHuepcurer WHdopmanmonnsix Texnonorui; BHUHOM.
JlaGopatopus 3Hanui, 2008.

6. Kopuee UK., Kcangonyno I''H. Texunueckue cpeacrsa ynpabieHHs: YUeOHUK JUIs
BeIcIeit mKoael. —M.: UHOPA-M, 2010.

7. Kopueer UK., ITmenko A.B., MamypuieB B.A. Ynpapnenue nokymeHTaMu: Y4eOHUK.
-M.: UH®PA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: XKyan 'omec. MaremaTnka, IIIHOHBI U XaKepbl.

Koauposanue u kpunrorpadus. / [lep. ¢ aura. -M.: Jle Aroctunu, 2014.
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9. TIoBapoBa E.A. Ilpobnembl «ynpaBieHHs» HHPOpMaLKEH B TroCyIapCTBEHHBIX
OpraHax UCHOJHHUTeNnbHOU BracTw // MudopmammonHoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. [lenoBas nepenucka B KOMMEPUYECKON OpraHu3aiuu. —

M.: MII®OP, 2004.

6.4. HopMatuBHbIE TPaBOBBIEC IOKYMEHTHI.
1.TOCT P 7.0.8-2013. [Jenonpou3BOACTBO U apXUBHOE Ae10. TepMUHBI U ONPEICTCHUS.

2. TOCT P 53898-2010. Cuctembl 31€KTPOHHOTO TOKYMeHTOOoOOpoTa. B3aumoaeiicteue
CHCTEM aBTOMAaTH3allMM JOKYMEHTAIlMOHHOTO obecneueHust yrpasieHus. TpeOoBaHus K
AIIEKTPOHHOMY COOOIICHHIO.

3. TOCT P 54989-2012/ISO/TR 18492:2005. O6ecrneyeHne IOATOBPEMEHHOMN
COXPAHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB.

4. TOCT P 54471-2011/ISO/TR 15801:2009. VYmpaBneHne HIOKyMEHTAIHEH.
Wndpopmanus, coxpansemas B 3IEKTPOHHOM BU/IE.

5.TOCT P UCO 22310-2009. Cuctema ctanAapToB 10 UHPOpMALHK, OUOTUOTEUHOMY U
uznatenbckomy gaeny. MuHdopmanuss u gokymeHTanus. PykoBoacTBO uisi pa3paOOTUMKOB
CTaH/apTOB, yCTaHABIUBAIOIIUX TPEOOBAHUS K YIIPABICHUIO TOKYMEHTAMHU.

6. TOCT P HCO 15489-1 — 20007. Cucrema cTaHgapToB I0 HH(pOpManuy,
OMOMMOTEeYHOMY M HM3/IaTeIbCKOMY Jely. YmpaBieHueaokymeHTtamu. Oomuerpedoanus. 1SO
15489-1 — 2001. Information and documentation. Records management. General (IDT).

7.TOCT 7.73-96. Ilouck u pacnpoctpaHeHre nHpopmanuu. TepMUHBI U ONpeeneHHs.

8. T'OCT 7.74-96. npopMalilnOHHO-NTOUCKOBBIE SI3bIKU. TepMUHBI U OIIPE/IEICHHUSL.

1. KoHcTutyuma Poccminckon ®epepaumn.

2. O6 nsnexrponHou moamucu: PenepanbHblii 3akoH Poccuiickoit @enepannu ot 06
anpens 2011 r. Ne 63-03.

3. O6 wundopmanuu, HHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3alure WHGOpMaIUu:
®denepanbHbIT 3aKO0H Poccuiickon denepanuu or 27 UIOJIA 2006 r.
No 149-®3.

4. O nepcoHaNbHBIX NaHHBIX: DenepanbHbiil 3akoH Poccuiickoit deaepannu ot 27 U0
2006 r. Ne 152-@3.

5. O nmnopsanke paccMoTpeHHs oOpamieHuii rTpaxnaH Poccwuiickoii ®Depeparuu:
®enepanbHblii 3ak0oH Poccuiickoit @eaepanuu ot 02 mast 2006 1. No 59-D3.

6. O6 apxuBHOM nene B Poccuiickoit @eneparmn: denepanpHbiii 3akoH Poccuiickoit

®eneparun ot 22 okTs10pst 2004 1. Ne 125-D3.
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7. O rocymapCTBEHHOW TpakgaHCKOW ciyxOe: dDenmepanbHblii 3akoH Poccuiickoit
®enepanuu ot 27 urosg 2004 r. Ne 79-P3.

8. O TexHnueckoM perynupoBanuu: PenepanbHbiil 3akoH Poccuiickoit denepanuu ot 27
nexadpst 2002 r. Ne 184-D3.

9. O rocynapctBeHHol TaitHe: 3akoH Poccuiickoit ®enepanuu ot 21 utons 1995 r. Ne
5485-1.

10. O cucreme u CTpyKType (enepaabHbIX OPraHOB HCIIOJHUTEIBHOM BJIACTH: YKa3
IIpesunenta Poccuiickoit denepanuu ot 09 mapra 2004 r. Ne 314.

11. O6 yrBepxaenuu llepeuns cBeneHuil, OTHECEHHBIX K TOCYIapCTBEHHOM TaiiHe: YKa3
[Tpesunenra Poccuiickoii denepauuu oT 30 HOSOPS 1995 I.
Neo 1203.

12. O6 57eKTpPOHHON MOJMUCH, UCHOJIB3YEMOW OpraHaMHU HUCHOJHUTENHHOW BIACTH U
OpraHaMH MECTHOT'O CaMOYIIPaBJIEHUsI IPU OPraHU3ALMH JIEKTPOHHOTO B3aUMOJICHCTBUS MEXY
co00M, 0 TIOpSAJIKE €€ UCIIOIH30BaHUS, a TaAKKE 00 YCTAaHOBJICHUU TPEOOBaHUI K O0OECIEYCHUIO
COBMECTUMOCTH CPEACTB 3JIEKTpoHHOM noanucu: Ilocranosinenue [IpaBurenscrBa Poccuiickoit
O®eneparnun ot 09 gespans 2012 . Ne 111.

13. O enuHON cHUCTEME MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO B3aUMOJICHCTBUSL:
[Toctanosnenue [IpaButenbctBa Poccuiickoit @enepanun ot 08 centsiops 2010 r. Ne 697.

14. O6 yrBepxaeHuu IlonoxeHuss O cucCTeME MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO
nokymeHroobopota: IloctanoBnenue IIpaButenscrBa Poccuiickoit deaepanun ot 22 ceHTAOPA
2009 r. Ne 754.

15. O6 yrBepxknenun IlpaBun pemonmpous3BoACTBa B (eaepalibHBIX — OpraHax
ucnonHuTenbHol Biactu: [locranoBnenue IIpaBurenscrBa Poccuiickoit @enepaunu ot 15 utons
2009 r. Ne 477.

16. Konuenmuss ¢opmupoBanuss B  Poccuiickoit ~ @enepauuu  3I€KTPOHHOTO
npasurenscTBa 10 2010 roxa: Pacnopsixkenue IpasurensctBa PO ot 06 mast 2008 . Ne 632-p.

17. O ®denepanbHOil TamoxeHHOU ciyx0e: [loctanosnenue IlpaButensctBa PO ot 21
asrycra 2004 r. Ne 429.

18. O6 yrBepxnenun [IpaBui NOAroTOBKM HOPMATUBHBIX MPABOBBIX aKTOB (hefeparbHbIX
OpraHOB HCIIOJIHUTEJIBHON BJIACTU M MX TOCyJapcTBeHHOW peructpauuu: [locranoBieHue
ITpaBurenscTBa Poccniickoit ®denepanuu ot 13 aBrycra 1997 r. Ne 1009.

19. O6 yrBepxknaenun I[lonoxenus o nmopsiake oOpalieHus co ciayxeOHoi nHpopmanuei
OTPaHUYEHHOTO pACHpPOCTpaHEeHUs B (efepalibHBIX OpraHax HWCIHOJIHUTENBHOM BJIACTH:

[Toctanosnenwue [IpaButenscTBa Poccuiickoit @enepanun ot 03 HOs10ps 1994 r. Ne 1233.
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20. O0 ytBepkaeHMH THUMOBOM MHCTPYKIMH IO JEIONPOU3BOJICTBY U pabOTEe apXHBa B
TaMokeHHbIX  opraHax: [lpukaz  ®TC  Poccum or 09 wmonma 2014
Ne 1331.

21. OO0 yrBepxkaeHUH THIIOBOTO TMOJOXKEHUS OO0 apXWBE TAMOXXEHHOTO oOpraHa H
MOJIOKEHHUS 00 HSKCIEpTHOH KOoMHCcCHMU TamokeHHoro oprana: Ilpukaz ®TC Poccum ot 23
asrycra 2012 r. Ne 1700.

22. O6 yTBepKJIeHHH KBATU(PHKALMOHHBIX TPEOOBAHUM K MPOPECCHOHATIBHBIM 3HAHUAM
U HaBbIKAM, HEOOXOAMMBIM Ul HCIOJHEHUS IOJDKHOCTHBIX OOS3aHHOCTEH IO JOJIKHOCTSIM
denepanbHON roCyIapCTBEHHON IPaKIaHCKOM Ciry:kObI B ieHTpasibHoM anmnapare @TC Poccun,
B TMPEACTABUTEIBCTBAX TaMOXXEHHOU CiyxkObl Poccmiickoit ®enepanuu 3a pydexoMm u
TamMokeHHbIX opraHax Poccuiickoit @enepanuu: [Ipukaz ®TC Poccun ot 31 urosnst 2012 r. Neo
1535.

23. O0 yTBEp)KIAEHUM THUIIOBBIX IMOJOXKEHUH O MOJApa3AeNeHUSX JOKYMEHTAlMOHHOI'O
oOecnieueHus TaMokeHHbIX opraHoB: [Ipuka3z @TC Poccuu ot 01 mapta 2012 r. Ne 373.

24. O cucreMe BEIOMCTBEHHBIX YJOCTOBEPSIIOUIMX LIEHTPOB TAMOXECHHBIX OPIaHOB
Poccuiickoit ®enepanuu: IIpukas OTC Poccun oT 29 mas 2008 I.
Ne 637.

25. O TUNOBBIX CTPYKTypax TaMO>KEHHbIX opraHoB Poccuiickoii ®@enepauuu: IIpuxas
OTC Poccunu ot 16 mast 2006 r. Ne 443.

26. O IIpumepnoit HomeHKIatype aen ramoxHu: [Ipukas I'TK Poccun ot

01 HOA6ps 2002 . Ne 1160.

27. llepeueHb TUIMOBBIX YIPABIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOIIUXCS B
IpOLECcCe JIEATENbHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPTraHOB MECTHOTO CaMOYNpaBIEHUS U
opraHu3aluy, ¢ ykazanuem cpokoB XpaHeHus: [Ipukaz MunkyneTypsl Poccniickoit denepanuu
ot 25 aBrycra 2010 1. Ne 558.

28. O6 yrBepkAeHUM METOAMYECKUX PEKOMEHJAluil Mo pa3paboTKe MHCTPYKIUI IO
JIeJIOTIPOU3BOJICTBY B (pefiepalibHBIX OpraHax HCHOJHUTEIbHOUN BiacTH: [Ipuka3 denepanbHOTO
apxXUBHOro areHTcTBa ot 23 nexadps 2009 r. Ne 76.

29. Kanu(puKkalMoHHBIH CIPaBOYHHMK JOJDKHOCTEH PYKOBOAMTENEH, CIELUAIUCTOB U

npyrux ciayxamux: [ToctanoBnenne Muntpyaa PO ot 21 asrycra 1998 r. Ne 37.

6.5. UnTepHeT-pecypchl.
1. OdunuanpHbIH cauT T'uneoun YIIPABJISAIOLINAX JIOKYMEHTalHUen —

http://www.gdm.ru.

2. [MTopran koHCanTHHIOBOM Tpymmbl « Tepmukay - http://www.termika.ru.
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3. LleHTp KOMIETEHIIUU TI0 BOIPOCAM JOKYMEHTAIMOHHOTO O0ECTIeUeHUs YIIPaBICHUS U
apxuBHOTO Jena - http://www.edou.ru.

4, [TopTtan €XKEroIHOU MPaKTUYECKOU KOH(epeHInH «Docflow» -
http://www.docflow.ru.

5. HezaBucumsiii mopran o CO/1 — http://www.doc-online.ru.

6.6. lHble MCTOYHHUKH.

7. MarepuajbHO-TeXHH4YecKasi 0a3a, HHPOPMAMOHHBIE TEXHOJIOTUMH,
NMporpaMMHoe odecrneyeHue U HH(POPMALMOHHbIE CTIPABOYHbIE CUCTEMBI

1. MS Word 2013; MS Excel 2013; MS Access 2013; MS Visio 2013; MS

Exchange.

2. CIIC «Koncynsrantllmtocy, «I"apant», «BOI-Undo» u ap.

3. AC «YKU-2».



