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1. [lepeyeHb MJIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUs MO AUCHUIIMHE (MOLYJIIO0),
COOTHECEHHBIX C IVIAHMPYEMbIMH Pe3yJIbTATAMHU O0CBOEHHS MPOrPAMMbI

1.1. Quctummuna (61.5.27.01 Ochoswi

OOKYMEHmMOo0b0poma 8 MAMONCEHHbIX —OP2AHAX)

o0OecIieunuBacT OBJIAICHUC CJICAYIOIMMHU KOMIICTCHIHUAMUA C YIYCTOM ITalla:

Kon HaumenoBanue Kox sTama ocBoeHus Haumenosanue >Tama
KOMIIETEHIIUU KOMIIETEHIINU KOMIIETEHIIUU OCBOEHUSI KOMIIETEHLIUU
OIIK-1 cmocobHocTh  pemarts | 1.3.1 Crnocoben PUMEHSTh

CTaHJApTHBIC  3aJauu WH(OpMaInOHHO-

npoeccuOHaNbHOM KOMMYHHKallHOHHBIE

JEATebHOCTH Ha TEXHOJIOTUHU B cBoeH

OCHOBE JeSTEIIEHOCTH.

uH(oOpMarMOHHOH U

oubnuorpaduueckoit

KYJIBTYpBI C

PUMEHEHUEM

nH(OpMaITnOHHO-

KOMMYHHUKallHOHHBIX

TEXHOJIOTUH U C y4EeTOM

OCHOBHBIX TpeOOBaHMIT

WHPOPMAITMOHHON

0e3omacHoCcTH

OIIK-6 CIOCOOHOCTH Ha | OIIK-6.2 (2.1) Criocoben OCYIIECTBIISTD

Hay4HOIl OCHOBE pelleHNe CTaHIapTHBIX 337134

OpraHu30BaTh CBOU npogeccruoHaIbHOM

TPYH, CaMOCTOSITEIEHO NeITEIFHOCTH  Ha  OCHOBE

OLIEHUBATh PE3YIbTaThl Hay4HOM OpraHu3aiu

CBOCH JeATEIbHOCTH CBOETO Tpyna U
CaMOCTOSTEILHON OILIEHKU
pe3yabTaToB cBOEH
JIeSATEIIbHOCTH

1.2. B pe3ynbraTe 0CBOCHHS TUCHUILIMHBI Y CTYJCHTOB JOJIKHBI ObITh COOPMUPOBAHBI:

OTO/TD Kop srana Pesynbratel 00ydeHus
(npu Hanuuuu OCBOCHUSA
npogcmanoapma)l KOMITETEHIIN U
TPYIOBBIE UITH
npodeccuoHaIbHbIE
JIENCTBUS
131 Ha ypOBHE 3HAHUM:

3HaTh OCHOBHBIEC MOJIOKEHUSI METOJUKH TPUMEHEHMS]
uH(OpMaIIMOHHONW M OMOIMOrpaduveckoil KyabTyphl

JUTSL peleHus 3a/1a4y npodeccroHanbHON
JeSTEIIbHOCTU

HAa ypOBHE YMEHHUI: YMETh TPaMOTHO 3aIlOJIHAThH U]
oQopMIIATH JIOKYMEHTBHI, HCIIOJIb3YEMBbIE B

npodeccroHaNbHOU NESTETbHOCTH

Ha YypoBHE HaBbIKOB: OMBIT MNpodeccuoHaTHLHON
JESATEIIBHOCTU




OIIK-6.2 (2.1) Ha YPOBHE 3HAHMIA:

3HaTb OCHOBHBIEC IIOJIOKEHUS METONUKH HAaydHOMU
OpraHu3allMyd CBOEr0 Tpyda MU  CAMOCTOSITENIBHOW
OILICHKU pEe3yJbTaTOB CBOEU AESITEIBbHOCTH

Ha yPOBHE YMEHUU:

YMeTh NPUMEHATh METOIMKHA HAydHOM OpraHH3aluy
CBOET0 Tpyla H CaMOCTOATENIBHON  OLIEHKH
pE3yNbTaTOB CBOEH IEATEIBbHOCTU

Ha YPOBHE HAaBBIKOB:

OnsIT peleHus CTaHJapTHBIX 3ajay
npodeccuoHanbHOW  JIEATEIbHOCTHY  Ha  OCHOBE
Hay4HOU OpraHH3aluu CBOETO Tpyza U
CaMOCTOSITEIBHOM ~ OLIEHKH  pPE3yJabTaTOB  CBOEH
JESATEIIBHOCTH

1. O6bem U MecTO IMCHUILIHHBI (MoayJis1) B cTpykType OI1 BO

O0beM TMCHUITHHBI
KonuuectBo 3aueTHbIX ennHUI 110 yueOHOMY IaHy: 2 (72 4daca), KOHTaKTHasi padoOT — JEKIUU
18 gacoB, mpakTu4eckue 3aHATHS — 36 4acoB, caMOCTOsITeNbHAs paboTa — 18 yacos.

Mecrto gucoumiunsl B crpykrype OII BO

—b1.5.27.01 OcHOBBI JOKyMEHTOOOOPOTA B TAMOKCHHBIX OpraHax, 4 Kypc, 8 cemecTp;

— JMCUMIUIMHA peanusyercs mocie usydeHus: HMudopmartuka, Byxranrepckuit yuer,
OcHOBBI  JIOKyMEHTOOOOpOTa B  TaMOXKEHHBIX opraHax, KOHCTUTYIHMOHHOE TMpaBo,
AZMUHHUCTpaTUBHOE MpaBo, ['paxnanckoe mpaBo, ®unHaHcoBoe npaso, [IpaBo EBpasuiickoro
9KOHOMMUECKOIO c0r03a, MeXayHapoaHOe TaMOXKEHHOE IIPABO;

2. Copep:kaHue M CTPYKTYpa IMCUMIIMHBI (MOIYJIs1)

Ounas gropma odyuenus

Ne n/n HanMeHOBaHHE TeM H/HJIH O0beM TUCHUILUIHHBI (MO1YJIs1), Yac. ®opma
paszeJioB Bceero KonrakTHas padoTa o0yuaromuxcs ¢ CP TeKyLIero
npenoaasaTejemM KOHTPOJISI
10 BHAAM Y4eOHBIX 3aHATHIl ycrneBaeMocTu**,
J/90, JIP/ 20, mn3/30, |KCP NPOMEKYyTOTHOH
A0 T* A0 T* A0 T* aTTecTanuu™**
Pazgen 1 | OcHOBHbIE TIOHATHA U 8 2 4 2 0,3, T
TCPMHUHOJIOTHA B
JAOKYMECHTallTMOHHOM
obecrnieueH
yIpaBJIeHUS
Paznen 2 | JlokyMeHTHUpOBaHHE 16 4 8 4 0,3, T
YIIpaBJICHYCCKOU
ACATCIBbHOCTH
TaMOXXCHHbIX
OpraHoOB
Pasnen 3 | Opranmanys paOoOThI 16 4 8 4 0,3, T
c JIOKyMEHTaMH
(ynpagenvie
JIOKYMEHTaMH) B
TaMOKCHHbIX OpraHax




Pasnen4 | Dxcrieprmsa 16 4 8 4 0,3, T
LEHHOCTH
JIOKyMEHTOB

Pazmen 5 | Cpencrsa 16 4 8 4 0,3, T
OpraHU3alMOHHON
TEXHUKH,
HCTIONIb3YEMbIC  TIpH
pabore c
JIOKYMEHTaM U

[TpomesxyTounast arTecTarys 3a4eT

Bcero: 72 18 36 18

Copep:kanue TMCHUIIMHBI (MOYJIs1)

Paznen 1. OCHOBHBIE IIOHATUA U TEPMUHOJIOI'USA B
JOKYMEHTAHIMOHHOM OBECIIEYEHUM YIIPABJIEHUA (A1OY)

Tema 1.1. HopmaTuBHo-MmeToanueckas 6asa JJOY B Poccuiickoii ®@enepanun

Pone u 3Hauenue JUCHUIIIINHBI B HpO(i)GCCHOHEU'IBHOfI IIOATrOTOBKE cCrnenuajiucra
TaMO>KEHHOTO nena. JlokymeHTOOO0pOT KaKk  TEXHOJIOTHYeCKas COCTaBIISIOIIAS
JIOKyMEeHTalluoHHoro obecrieueHus ynpasieHus (JJOY) B tamokeHHbix opraHax. IOV kak
OTpaXEHHE CHUCTEMBbI U TEXHOJOTUH YIPABJICHHS NESITEIbHOCTHIO TAMOKEHHBIX OPraHOB: HOBas
napajurMa yrnpaBJIeHHUs — IPOLECCHBIA MOIXO/.

Kpatkuii aHanu3 HOPMAaTHBHO-METOAMYECKUX JIOKYyMEHTOB B oOmactu JIOY B
Poccuiickoii  ®eneparuu: a) 3aKOHOJATEILCTBO, ©O) CTaHIAPTBHI: MEXKIyHAPOJHBIE H
Hal[MOHAJbHBIE, B TOM 4YHCIE, KIACCH(UKATOPHI TEXHUKO-IKOHOMHYECKOM M COIMATbHOU
nnpopmanuu (TOCH). Ux posib B nHGOpMAITMOHHOM 00€CIICUCHHUH JCSITEIbHOCTH TaMOKEHHBIX
OpraHoB; B) METOAMYECKAsl U ydeOHas JTUTepaTypa.

Hopmaruubie mnpaBoBbie aktel @DTC Poccum B 00iacTd  JOKYMEHTAI[MOHHO-
UH(OPMAITMOHHOTO 00ECTICYCHHS! YIIPABJICHUS JIESTEIbHOCTHI0O TAMOXXEHHBIX OPTaHOB: KPATKU I

0030p.

Tema 1.2. OcHoBHbIe OHATHS B cpepe JOY

Tepmunocucrema JIOY Ha coBpeMeHHOM JTame: B3I JokymeHToBega u UT-
CHenuanicTa.

JIOKyMEHT KaK MCTOYHUK M HOcHTENb WHMopmanuu. [IMcbMeHHas CymHOCTh B (opma
nokymenTta. Crtpykrypa paokymeHTa. Meraganuble. Tumnonorus [gokymeHTOB. ®DopmaTsl

3JIEKTPOHHBIX JOKYMEHTOB.




[NonsTus: «HGOPMANHs», «TOKYMEHT», «IOKyMEHTAlHOHHOE 00ECICUCHHUE YIPABICHUS
(AOY)», «ympaBieHHEe JOKyMEHTaMH», «WH(POPMALUOHHOE OOECIeueHUuEe YIPaBICHUS,

«HGOPMAITMOHHBIA MEHEDKMEHTY, <QJICKTPOHHBINA ToKyMeHT (3 /])» u mp.

Paszen 2. JJIOKYMEHTUPOBAHUE YIIPABJIEHUECKOM JEATEJABHOCTH
TAMOXEHHBIX OPT’AHOB

Tema 2.1. [lokyMeHTHMpPOBaHHE YNPABJIEHYECKOH M MHOH NPOM3BOJACTBEHHOM
AesITeJIbHOCTH B TAMOKEHHBIX OpraHax

JlokymMeHT Kak creAacTBue coObiTus. OcCHOBaHMS Ui CO3JaHUSI JOKyMEHTOB B
opranusauuu. [Ipyganue NOKyMEHTY IOPUIAYECKON CUIIBI.

CucremMbl JOKYMEHTAIlMU, HMCIOJIb3YEMBIE B JIEATEIBHOCTH TAMOYKEHHBIX OPraHOB, MX
XapaKTepUCTHKa, COCTaB, B3aUMOINPOHUKHOBEHME. YTpaBiieHUeckue A0KyMeHThl (Y]I) kak
nucbMeHHas ¢dopMa YP u oTpakeHHe CHCTEMBl YIpaBICHUS, MX BHUJBI, KIacCHU(pUKAIUAL
OmnpeneneHue  OpraHu3allMOHHO-pacnopsauTenbHoro  nokymenta (OPJ]). Bugslt wu
pazHoBugHocTH OP/I.

bnanku OPJl u TpeOoBaHus, mpenbsiBisieMble K UX O(QOPMIIEHUIO, U3TOTOBJICHUIO U
xpanenuto. Pexsusutel OP/] u npaBuia ux ogopmiaeHus. Popmyinsp J0KyMEHTA.

CTpyKTypa pEeKBU3HTA «TEKCT» B PA3IMUHBIX OPraHU3ALMOHHBIX U PaCIOPSAUTEIBHBIX
JIOKyMEHTax (MOJ0XKEHUE O TAMOXEHHOM OpraHe, IOJIOXKEHHE O CTPYKTYPHOM IOJpa3/eicHuH,
JOJDKHOCTHOM pETIaMeHT (MHCTPYKIUsSA) U Ap.). TpeOoBaHMS K CTHIIIO W3JIOKEHUSI PEKBU3UTA
«TEKCT».

Nudopmarnonasie JOKYMEHTBHI (aKThl, MPOTOKOJBI, JOKIAIHBIC 3alUCKUA, CIY)KEOHBIS
NUChMa, CIIPABKU, OTYETHI U Ap.) U TpeOOBAHUS, IPEIBIBIIAEMbIC K UX O(OPMIICHUIO.

KusHeHHbBIN IOHUKI 1 5Tallbl IOATOTOBKHU CJ'Iy>KC6HI>IX JOKYMCHTOB.

Tema 2.2. Oco0eHHocTH O OpMJIEHHSI JOKYMEHTOB, CO3JaBaeMbIX B Ipouecce

yIpaBJ/ie HUS 1€ PCOHAJIOM B TaAMOKe HHbIX OpraHax

CooTHoOIlIEHHE TOHATHH «KaJpoBas JTOKyMEHTAIUS», <«IOKYMEHTHI JHYHOIO
MPOUCXOXKJIEHUS (IO JIMYHOMY COCTaBY)», «JIOKyMEHTALMsl MO YIPaBJIECHUIO MEPCOHAIOM», UX
cocTaB, Ki1accuuKkarus.

JlokymeHTanpHOe O(OpMIIEHHE KaJpPOBBIX MPOLEAYP - HEOThemiieMas OO0S3aHHOCTb
pabotomarens. TpebGoBaHUsT POCCHUICKOTO 3aKOHOJATENIbCTBA K MpOIEAypaM M IpaBHUIIaM
oopMIIEHHS] JOKyMEHTOB 10 YIIPaBJICHUIO IEPCOHATIOM.

[lpaBuna odopmiaeHUsT HEKOTOPBIX JTOKYMEHTOB (ITOJIOKEHHE O IMEepPCOHAIBHBIX

JAHHBIX, TPUKA3 O JIUYHOMY COCTABY, aTTECTAIIMOHHBIN JIUCT, KOHTPAKT U JIp.). DopMHUpoBaHUE



U XpaHEHHE JIMYHOIO Jejla TOCYAAPCTBEHHOIO TPa)IaHCKOTO CIY)Kallero (COTpyIHHUKA,
pabOTHUKA).

Tema 2.3. Ocol0eHHocTu odgopMiIeHH [IOKYMEHTOB, MCIOJb3yeMbIX B
Me:KTYHAPOIHOI NPAaKTHKe BHEIHEeIKOHOMHYeCKOIl 1esTeJJbHOCTH

Kommepueckass  (memoBasi) mepenucka:  KiacCH(UKanuss KOMMEPYECKHX  THCEeM
(mpeaIoroBOpHBIE, MPETEH3UOHHBIE, TAPAaHTUHHBIE, PEKIAMHBIE U Jp.); IPaBOBbIE OCHOBAHMUS
MOATOTOBKU; OCOOEHHOCTH 0OPMIICHUS; CTPYKTYpa TeKCTa (KOMITO3UIIMOHHOE TOCTPOCHHE).

MexayHapoaHble CTaHAAPTHI, HMCIOJb3yeMble NpPH IOATOTOBKE U  OGOPMIICHUHU

KOMMEPUYECKOH Mepernucku: GopMymsip, COCTaB M pacHoJIOKEHHE PEKBU3UTOB H T.II.

Paznea 3. OPTAHM3ALIUA PABOTBI C JOKYMEHTAMM (YIIPABJIEHUE
JOKYMEHTAMMH) B TAMOXEHHBIX OPI'"AHAX

Tema 3.1. Opranuzanusi IBH:KeHUsI (I0KYMEeHT0000poTa) u padoThl ¢ JOKYMeHTAMU
B TAMOK€HHBIX OpraHax

CoBpemeHHbIE TpeOOBaHUs K YIPABICHUIO JOKyMEHTaMH (yIpaBieHUE AOKyMEHTaMH,
perynsiTUBHAs Cpena, IMOJIMTHKa B OOJACTH YIPABJICHUS JTOKYMEHTaMH, pacrpeieiieHue
OTBETCTBEHHOCTH M TIOJIHOMOYUN MO YIpaBiICHUIO TOoKyMeHTamMH). CUCTEMHBIM MOIXOI K
VIIPABJICHUIO JIOKyMEHTaMHU B OpraHu3aiuu. MeToJoJIoThsl MPOEKTUPOBAHUS W BHEIPCHUS
cucreM ynpasieHus qokymentamu (CY ).

JIoKyMEeHTOOOOPOT B TAMOXXEHHOM OpTraHe: cojepKaHue (IOKyMEHTOMOTOKH); STaIlbl
(xapakrepucTHKa; TpeOOBaHUs K OpPraHMU3AIMU); COBPEMEHHBIC CPEICTBA HCCICAOBAHUS H
MozienupoBaHus. OCHOBHBIE MPUHIIUIIBI PAllMOHANINU3AINN JIOKYMEHTOO0OpOTa B TAMOXKEHHOM
oprane. Bei0op ¢opmbl opraHu3aIuu JeI0IpOr3BOICTBA.

Perucrpanus 1OKyMEHTOB Kak METOJ BKItOYEHHs TOKyMeHTOB B CVY/I: kitoueBoil stan
JOKyMEHTOOOOpPOTa W OCHOBa CO3[aHHS JIOKYMEHTaIbHOW WH(OPMAIIMOHHO -IOUCKOBOM
cucrembl (JJUIIC). CtpykrypupoBaHue ITOKyMEHTHPOBAHHON WHpopmanuu. [IpuHIunuaisHas
cxema pabotsr JUIIC.

KomMmMmepueckne  crmpaBoyHble ~ CHCTEMBI  MpaBOBOro  xapakrepa  («l'apaHTy,
«KoncynerantlImocy, «Koaeke», «FOCHUC» u np.) kak pasHOBUAHOCTh JoKyMeHTanbHbIX UTIC:
O(UIIUATBEHOCTD, AKTYallbHOCTh, IMOJHOTAa U JOCTOBEPHOCTh HHMOpPMALIMH, COJEpKaIMiics B
HUX.

Tema 3.2. Oco0eHHOCTH OPraHU3anMM PadOTHI C HEKOTOPHIMH BHIAMH JOKYMEHTOB



OcobeHHOCTH OpraHu3alliy JEJIONPOU3BOJCTBA B pabOTe C YCTHBIMU M MHUCbMEHHBIMU
oOpaleHusIMA  TpakJaH. PaccMoTpeHHe 1O CYIIECTBY, TpeOOBaHUS, MpEABIBIIEMbIE K
pewenuto. Ilpuem rpaxaan.

OcoOeHHOCTH TOpsiIKA M CPOKM PACCMOTPEHUs 3asBJIICHUN TpaXKaaH B Ciydae
oOkajoBaHUS WMH peUIeHWH, nelcTBUM (OE€3MCUCTBUI) TaMOXXEHHBIX OpPraHOB H WX
JOJKHOCTHBIX JIHII.

CynHOCTh M OCOOCHHOCTH OpraHHu3aluyd padoThl C JOKyMEHTaMH, COAEpKalMU:
cBeneHus orpaHudeHHoro pacrpoctpaneHus ([CII), xoHpuaeHIMaNbHYIO (IIEPCOHATLHYIO)
uHQOpMaIIHIO, CIIY)KEOHYIO TallHy, TOCYAapCTBEHHYIO TaifHYy.

Tema 3.3. HUndopmaruzanus B cdepe JOKYMEHTAIHOHHOIO olecrevyeHus
ylnpaBJie HUsl

ABTOMaTH3aIMs JIETONMPOU3BOJICTBA — KIFOUYEBOH MOMEHT B HAJCKHOCTH pealln3alluu
MOJIEIM  YIpaBJIEHUS  OpraHu3allueid W  COBEPUICHCTBOBAHMUS  aIMUHHUCTPUPOBAHUS.
CoepuienctBoBanue JIOY - ogHa M3 OPEANOCBUIOK  CO3AAHUS  KOPIOpPAaTUBHOMU
unopmanmonnoit cucrembl (KHMC) opranmsanuu. DTanmkl U OCHOBHBIC TMPUHITUIIBI
aBTOMATH3AIlMH JTIOKYMEHTOOOOpOTa (MPUHIIMIBI: TEPBOTO JIHMIA, CXaThsi WHGPOPMAILINH,
J0OpO’KeNIaTeNbHOCTH, OAHOKPATHOCTH BBOJa MH(OpMAIUN).

Cucrtembl  2JIeKTpOHHOTO  JokymMeHTooOopota (CDOJI): ompeneneHue; QyHKINU,
tpeboBanus k CO/I. Ouenxa s¢ppexruBHocti CI /1. [Ipodaemsr BHeapenust CO /L.

OTC Poccun B COCTaBE  (OJEKTPOHHOTO  NpaBUTENbCTBa».  CHCTEMBbI
MEXBEJJOMCTBEHHOTO  3JIGKTPOHHOTO  JIoOKyMeHTooOopora (MDJIO) u  3JIEKTPOHHOIO
B3aumozeiicteuss (CMDB): HasHaueHue; wuHQpPaCTPyKTypa; OCHOBHBIC HCIOJHUTECIA U
YIaCTHHUKH; CTPYKTypa MepenaBaeMoi nHGopMaium.

CoBpemennbie TeHaeHnnu pa3Butus UT B JIOY (oGmauHble TEXHOJOTHUH; TOPTAIbHBIC

peUICHUA; TIOTOKOBOC CKAHUPOBAHUCEC; U3BJICUCHUC JAHHBIX U ,Z[p)

Paznen 4. IKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

Tema 4.1. HomeHkaaTypa aeJa

HomeHnknarypa nen kak OCHOBa JOKYMEHTAJIbHOIO (OHJa TaMOXKEHHOIO OpraHa M
KI1acCu(PMKALIMOHHBIM CIpaBOYHUK. MHOTO(YHKIMOHAIEHOCTh HOMEHKIATYpPhI JIeN, €€ BHJBI,
CXEMbI IMTOCTPOCHUS.

TpeboBanus, mpeabsBiAseMble K 3arojoBkam Jen. llpusHaku 3aBeneHus Jedl.
OmnpeneneHue CPOKOB XpaHEHUs JTOKyMEHTOB. [lepeuHu HOKyMEHTOB C yKa3aHHEM CPOKOB HMX
XpaHEeHUs: BUJIbI, Ha3HAUYCHUE, MOPSIOK MCIonb3oBaHus. OCHOBHBIE MpaBuia GOPMUPOBAHUS

JCI.
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Tema 4.2. Ilopsiiok mpoBeJeHHUS IJKCHEPTH3bl LEHHOCTH [JOKYMEHTOB B
TaMOKe HHbIX OpraHax

ApxuHbiil Gora Poccuiickoit deneparuu, ero pojs B Je€ COXPAaHHOCTH KYJIbTYPHOTO
Y HAy4HOTO HACJeIusl CTPaHbl U COCTaB. BUJIbI apXuBOB, UMEIONMXCS B TAMOKEHHBIX OpTraHax,
WX 337294 1 yHKIMHU, COCTaB apXUBHBIX (POHJIOB.

[IpyHUMTOIBI, KPUTEPUHM M HITalbl SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB TaMOXEHHBIX
OpraHoB, B TOM YHCJI€ 3JIEKTPOHHBIX. DKcrnepTHble kKomuccuu (DK) TaMOKEHHBIX OpraHoB:
3amaun, (QyHKOWH, opraHu3anus padoTel. [TodHOMOYHS IKCIEPTHO-TPOBEPOUYHBIX KOMHCCHIA
(OIIK) apxuBHBIX yupexaeHui. OhopmileHrEe pe3yabTaTOB dKCIIEPTU3bI IIEHHOCTH JIOKYMEHTOB.

[lopsinok mepenauun Aen B apXuB TaMOKEHHOTO opraHa. BrleMka, U3bsTHE J1e] U3 apXuBa
TaMO>KEHHOT0 opraHa. Beijaya cripaBoK COIIMaIbHOTO Xapakrepa.

[lousitue «nexrpoHHoro apxuBa» (JA) ¢ Touku 3peHus apxuBucra u UT-cnenuanucra.
Buner DA. TpebGoBanumsi k xpanwnuily OA. IlomBomHple KaMHU HCIIOJIB30BaHHS DA |

YHUYTOXKCHUA 3JICKTPOHHBIX TOKYMCHTOB.

Paszen 5. CPEJJCTBA OPIAHM3AIIMOHHOM TEXHWKH, VCIIOJIb3YEMBIE
ITPU PABOTE C JOKYMEHTAMHU

Tema 5.1. Kiaccu uxanusi CpeICTB OPrTEXHUKHU U UX OCHOBHbIE XapaKTe PUCTUKH

CpeactBa Majol OpPITEXHMKM - DJIEMEHT KylbTypbl YIPaBJICHYECKOTO Tpyaa.
Knaccuduxanus cpeactB OprreXHUKM (KONMHMpOBaJbHBIE ammapaTsl, TeJIeTalIbl, Teiae]axchl,

CPENICTBA CBSI3U U JIP.) U KX OCHOBHBIE XapaKTEPUCTUKH.

Tema 5.2. Oco0eHHOCTH MCIIOJIL30BAHMSA JIE KTPOHHOM, TeJierpad) Hou, Te1e TAHIHOM,
(akcuMHUIBLHOM CBSI3HU

OcobenHoctr HCMOJIb30BAHUS  DJIEKTPOHHOM, TenerpadHou, TeJIeTalIHOM,
dakcuMUITbHON CBs3U. [IOTMHHOCTE TEepeaBaeMbIX CPEICTBAMHU DIIEKTPOHHOMH, TenerpadHoil,
TeneTalnmHon, (aKCUMUIIBHON CBSI3M JOKYMEHTOB, MpaBUJia WX MOATOTOBKM U IMpoleaypa

Hepeﬂaqn/ nprueMa B TaMOKCHHBIX OpraHax.

3. MarepuaJjbl TEKYIIEro KOHTPOJISI yCIIeBA€MOCTH 00YYAKOIMXCS U
(oH OLIeHOYHBIX CPeJICTB MPOMEKYTOYHOM aTTeCTAIMM M0 TUCHUILINHE (MOAYJII0)

4.1. @opMbl W MeTOAbl TEKYILIEr0 KOHTPOJS YCIeBAeMOCTH OOy4alOUMXCH H
NPOMe KYTOYHOI aTTecTaluH.
dopma aTTecTaunm —3aveT
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4.1.1. B xoae peaju3anuu JAUCUMIUVIMHBI (UHOEKC, HAUMEHOBAHUE) WCTOJIb3YHTCS
cjeayiolye MeTOAbl TeKYIIEro KOHTPOJISI YCIIeBaeMOCTH 00yYaKOIIMXCs

Tema u/unu paznmen MeTtoapl TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH

OcHoBuple  moHsATHS ¥ | Ompoc, perieHe 3aaad, TECT
TEPMHHOJIOTUsl B
JTOKYMEHTaLIMIOHHOM
o0ecTieYeHNH ypaBIICHAS

JlokyMeHTupoBaHue Ompoc, pemeHye 3aaad, TECT
yTIpaBJIeHY €CKOU
JesATeIbHOCTH
TaMOKCHHBIX OPraHOB

Oprammams  padorsl ¢ | Onpoc, pemeHue 3a1ad, TeCT
JIOKYMEHTaMH1
(ynpaBeHvie
JTOKYMEHTaMH) B
TaMOKEHHBIX OpraHax

DKcneprusza uenHocTu | Ompoc, pelene 3a1ad, TECT
JTOKYMEHTOB

Cpencraa Ormpoc, perieHue 3a1a4, TECT
OpraHU3aIMOHHON
TEXHUKY, WCTIOJb3yeMBbIe
npH pabore c
JIOKYMEHTaMHU

4.1.2. Dx3aMeH (3a4eT) NPOBOAMTCH ¢ INPHMEHEHHEM CJEIYIOIMX MeTOI0B
(cpeacrs):
3auem nposooumcs no sonpocam

4.2. MaTtepuajbl TeKyliero KOHTPOJIs1 yCIieBaeMOCTH 00y4aroIMXxcs.

TumnoBbie OLleHOYHBbIE MaTepPUaJIbl (3a1a4M)
IIpakTHKYM 1O pelieHUIO 32124 (MPAaKTHYeCKUX CUTyaluii) Mo TeMaMm Jie KMl

K Teme 1.2.:

3amaua Ne 1. Haiinute B pasauyHBIX HCTOYHMKAX (TOCYIAapCTBEHHBIE CTaHIApTHI,
npogeccuOHaNbHbIe NMEPUOJUYECKUe W3JaHUS U JIp.) ONpelesieHUs MOHATUS «WH(opMaIus» 1
CpPaBHMTE MX C ONpeAeTIeHueM, KoTopoe npuBoauTtcs B OenepansHoM 3akoHe «O06 nHdopmanuu,
UH(OPMAIIMOHHBIX TEXHOJIOTHSAX W O 3aumTe MHpopmanuny. Kakoe n3 onpenenenuit, Ha Bam
B3[JIS/I, TOUHEE PACKPBIBAET €T0 CyTh?

3amaua Ne 2. Haiiaute B pasauyHbBIX HCTOYHMKAX (TOCYNApCTBEHHBIE CTaHIApTHI,
npo(eCCUOHANBHbIE MEPUOJUYECKHE W3aHUsA U [Jp.) ONpPECNICHUS IOHSITUSA <IOKYMEHT» U
CpPaBHMTE HX C ONpeAETICHUEM, KOTopoe npuBoauTcs B @enepanbHom 3akone «O06 nndopmanuu,
MH(OPMAIIMOHHBIX TEXHOJIOTHSAX U O 3aumTe MHQopManuny». Kakoe n3 onpenenenuii, Ha Bam

B3IJISII, TOUHEE PACKPBIBAET €TI0 CYTh?
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K teme 2.1.:

3amaua Ne 1. Copoekrupyiite OnaHk (C YIJIOBBIM DPAacCHOJIOKEHHEM PEKBU3UTOB)
JOKIaIHOM 3allUCKU Ha MM HadalbHHMKa MypMaHCKOM TaMOXKHU, COXpAaHUTE €ro B BHJIE
mabJIoHa.

3amaua Ne 2. Mcmonb3ys mabiioH, MOATOTOBBTE MPOEKT JOKITAHON 3alUCKH OT UMEHH
HayaJlbHUKa OTHeNa KaJpoB MypMaHCKOM TaMOXHU C MPEUIOKEHHUEM O IIPOBEIECHUH
Mpour3BOJICTBEHHOMN npakTuku cTtyaeHToB PAHXul'C B nepuon ¢ 1 anpens no 25 anpesnst 2016 r.
(ocHOBaHMEM I JIOKJIQJHOM 3alUCKM TOCIY)KUJIO MHUCbMO (OOpalieHHE) FOPUIHUYESCKOTO
dakynprera PAHXul'C or 10 deBpans 2016 r.). B mpunoxkeHHsX K JOKIQJTHOW 3alHUCKe
YKQKUTE CIHMCOK CTYIEHTOB, HAIpaBJsEMbIX B TaMOXHIO JJIsl MPOXOXKACHUS Hpakrtuku (7
YeNoBEK), a TaKKe 3aJaHHsl, KOTOphle MM HEOOXOAMMO BBIMOIHUTH. [logmuumre MOKyMEHT
M (PpPOBOI MOANKCHIO U OTIPABHTE €r0 HAa KOMIIBIOTEP MPENoaaBaTels.

3amaua Ne 3. OdopmuTe OTYET O TPOXOKICHWH CTYICHTAMHU IPOM3BOJICTBEHHON
MpakTHKH B MypMaHCKOH TaMOXKHE OT MMEHHU 3aBEIyIOIero Kadeapoil TaMOKEHHOTO IIpaBa
PAHXuI'C. Otuer nomxeH ObITh yTBEpXkKAEH JekaHOM ropuaudeckoro akynsrera PAHXul'C.

3amaua Ne 4. A) [loaroroBbre MNPOEKT JOKHOCTHOM HMHCTPYKUMH i pabOTHHKA
npaBoBoro otraena CeBepo-3amagHOro TaMOXXEHHOIO YHIpPaBJIEHUs, B OOS3aHHOCTH KOTOPOTO
BXOAMT KOAU(PHUKAIMS TaMOKEHHOI'O 3aKOHO/1aTEJIbCTBA.

b) IloaroroBbre TEKCT  JIOKHOCTHOIO  pEMIaMEHTa Il TOCYJapCTBEHHOTO
TPaXJIAHCKOTO  CIY)KAaIlleTO, 3aMEIIAIoIIEro JODKHOCTh — cTapuiero crneunanucta Otnena
JOKyMEHTaIlMOHHOTro obecrieueHus B lllepemeTbeBCKOl TaMOXKHE.

3amaua Ne 5. Mcnonp3ys moydeHHBIE HaBBIKM pabOThl B TEKCTOBOM penakTtope MS
WORD, odopmMute B COOTBETCTBUHU C JCHCTBYIOLMMH MpaBUIaMd 1 HOPMaMH J€IOBOTO CTHIIA
pacnopsIIMTENbHBINA JOKYMEHT TAMOKEHHOIO OpraHa Ha OCHOBE OJIHOM M3 CUTYyallMHl.

A) B TamoxeHHOM OpraHe IJIAHUPYETCsl IPOBEACHUE ayJUTOPCKoi mpoBepku (¢ 20 mas
nmo 23 Mas) OyxraJTepcKod OTYETHOCTH. B mpeacTosieil nmpoBepke MOJKHA MPUHATH y4acTHE
Bexyumii Oyxrantep M.II. CmMupHOBa, KOTOpasi HAXOAUTCSA B €KETOAHO OIJIAYMBAEMOM OTITYCKE
¢ 10 mas 2016 r. PykoBOACTBO TaMOXHH pelmio oTo3Bath u3 ornycka N.I1. CmupHoBy ¢ 20 mast
2016 r. Ilpemnomnaraercsi, 4ro mpH pacdere 3apabotHoi miatel CmupHoBoi W.IL Oynen
MPOU3BEJICH 3a4YeT BHIMIJIAYEHHBIX CyMM (M3JIHUIIHE) Ha YacTh oTiycka (koTopyto CmupHosa I.IL
HE MCI0JIb30Baja), a OT/AE] KaJJpOB U3MEHUT COOTBETCTBYIOIME JOKYMEHTHI.

b) ITucemom u3 PTY 3a Ne 94-16/786 ot 25 nexabpst 2008 roga 10 cBeleHUsI TaMOXKEH
peruoHa ObLIM JOBEAEHBI IOJOXKEHUs MYyHKTOB 4, 5, 6 cratbu 3 denepaiabHOro 3akoHa O
npotuBoneiicTBuM Koppynuuu (ot 25.12.2008 Ne 273) B mopsiake uHdopmanunu. Mexons ux

TEKCTOB 3aKOHA M MHChbMa CTaJlO SICHO, YTO HEOOXOAMMO OpPraHM30BaTh psA MeponpusTHii B N -
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CKOM TaMOXKHE, B YaCTHOCTHU: PaccKa3aTb MOJAYMHEHHBIM (3TO JOJDKHBI CAENIaTh HayalbHUKH
TaMO>KEHHBIX TOCTOB W CTPYKTYPHBIX MOJpPAa3AelieHuii) O TOM, 4YTO OTBETCTBEHHOCTH 3a
COBEpIIEHWE KOPPYNIHUOHHBIX IPAaBOHAPYIIEHUN HEOTBpaTHMa; OCBETHUTh IOJIOKEHUS
AHTUKOPPYIIIMOHHOTO  3aKOHOJATENIbCTBA; pacckazaTh 00 uMeromeics uH@opMauu o
BO30Y)KJICHHbIX B OTHOIICHHMU TaMOXEHHUKOB YrOJIOBHBIX Jelax U T.I.; Bce Oecenpl,
UHCTPYKTaXX PpEKOMEHAyeTcs o00s3aTeqbHO 3alUChiBaTh B JKypHal, oOpaser; KOTOpOro
pa3paborano PTY; cam >xypHal [OMKEH YYUTHIBATbCI B HOMEHKIAType JAel TaMOXKHU;
HavaJIbHUKY OTHena KaapoB N-ckoit Ttamoxuu W.W. VIBaHOBY HYKHO 103a0OTHUTBCS O TOM,
YTOOBl COTPYAHHKHM HMMEIM Ha MecTax M O3HAaKOMIIHCh ¢ [laMsaTkoH 00 orpaHm4eHwusx,
3amperax, TpeOOBaHUAX K CIY)KEOHOMY MOBEACHUIO U MPENyNpexIeHUI0 KOPPYHMIIMOHHBIX
NpaBOHapyIeHu# (mamsTka pazpadborana PTY).

K Teme 2.2.:

3amaua Ne 1. IloxroroBbTe mpoekT mpukaza o npueme Ha paboty C.M. CepreeBoii B
Poccuiickyio TaMOXEHHYIO akaJIeMHIO Ha JIOJDKHOCTH crapiero oubmmorpaga ¢ 1 mapra 2016 r.
C UCTBITaTEIbHBIM CPOKOM.

3amaua Ne 2. CocrtaBbTe€ CHHUCOK JIOKYMEHTOB, BXomsammx B JauyHoe gneno C.H.
CepreeBoii.

3amaua Ne 3. Odopmute xomanaupoBky C.M. CepreeBoit Ha 3 nHs B JlaIbHEBOCTOUHBIN
¢umman Poccuiickoit TamokeHHOM akagemuu ans ydactus 10 mapra 2016 r. B HaydHOM
KOH(epeHINHU «IJIeKTpOHHasi OMOIMOTEKA: BHI30BBI BPEMEHM.

K teme 2.3.:

3agada Ne 1. [TogroToBbTE MPOEKT TapaHTUHHOTO MUChbMa OT UMEHU JlaTbHEBOCTOUYHOTO
TaMO>KEHHOTO YIPaBICHUS HA UMS PYKOBOAUTENS (UPMBI MO MPOIaXKe KOMIBIOTEPHON TEXHUKU
(r. BmaguBoctok, yauna Ilo6ensl, 1. 12) ¢ npockboii mocTtaBuTh 45 K1aBUaTyp, 15 mpuHTEPOB,
25 MOHUTOPOB.

3amaua Ne 2. IloaroroBbTe MPOEKT MPETEH3MOHHOTO MHUChMa HA HUMS PYKOBOJIUTEIS
(GUpMBI IO TpOJaKe KOMITBIOTEPHON TEXHUKH: 3 MOHHUTOpa ObUIM MOBPEXAEHBI B IpoIlecce
JIOCTaBKW;, BMeCTO 45 KiIaBHaTyp, KOTOpble ObuIM oriadeHsl mo cuety, B JIBTY Obuto
nocraBieHo Bcero 40. Ilpoekr nuchma JOMKEH OBITH 3aBU3MPOBAH HadaJbHUKOM IPABOBOIO
otaena ABTY.

3amaua Ne 3. OdopMuTe muchMO-TIpUIIIANICHUE Ha 3acenanne KoHCyIpTaTHBHOTO COBETA
€ro yJacTHHKaM OT MMEHH HayaJIbHUKA TaMOXEHHOTOo opraHa. C MOMOIIBI0 ONepanuu CIHsHUS
(MS Word) odopmuTte (3amoIHUATE) PEKBU3HUT «apecaTy.

K Teme 3.1.:
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3agaya Ne 1. Hcnonwsys CIIC «Kouncynerantlliroc» u B[ «3akoHOogaTensCcTBO» Ha
opuruansHoM caiite @TC Poccuu, BBIMONHHTE 3alpoc, YAOBICTBOPSIONMU CIEIYIONIM
ycnoBusim: Halinute Bce pelictByronme HopMaTuBHBIE mpaBoBble akThl OTC Poccu u ee
IIpEIIECTBEHHUKOB. Pe3ylbTaThl TOMCKAa COXPAaHUTE B BUPTYAJILHOU ITAIIKE.

3amaua Ne 2. HUcnonw3ys umeronmecss B CIIC «KoncynpranTliroc» mHpopManmoHHO-
nouckoBble s3biku  (mosie  «Tematuka» u  IlpaBoBOil HaBUTraTtop), BBIMOJHHUTE 3aMpoc,
YIOBJIETBOPSIOUMK  clAeAylonMM ycioBusM: Haiiaute Bce AEUCTBYIOIME HOPMATHBHbBIE
npaBoBble aktbl DPTC Poccuu, pedb B KOTOPHIX HJAET OO0 OpraHU3allMU 3JEKTPOHHOTO
JTIOKyMEHTOO0OPOTa B TAMOXKEHHBIX OpraHaXx.

3amaya Ne 3. Hcrmonb3ys oduIManbHBIE MHTEpHET-NOPTAl MPaBOBOW HHQOpManuu

(http://pravo.gov.ru), BBITOJIHKUTE 3arpoc, YAOBICTBOPSIOMMKA CIEIYIOIMM yciaoBusaM: Haianure

HOpPMaTHUBHBIE MPABOBBIC aKThl, PeUb B KOTOPBIX MJAET 00 opraHu3anuu (QyHKIHOHUPOBAHUS
CHCTEMBl MEXBEJIOMCTBEHHOTO JJIEKTPOHHOTO JokymMeHTooOopora (M3JIO) B Poccuiickoit
®denepanuu.
K Teme 3.2.:
3amaua Ne 1. W3o0pasute wHCHOJHEHHE HMHULMATUBHOIO IIpHKa3a IO OCHOBHOM
JIESITEIIBHOCTA B TAMOKEHHOM OpPIraHe B BUJE ONEPOTrPaMMBbI.
3amaua Ne 2. M300pa3ute uCIONHEHUE BXOAALICTO JOKyMEHTa (CIy:KeOHOe NMUCHhMO) B
BHJIE AJITOPUTMA UJIU MTpoIlecca.
3amaua Ne 3. Ilepeuncnute, UCIOIB3YsS HOPMAaTUBHO-METOAUYECKYIO 0a3y U CIUTIIINHBI,
OCHOBHbIE TpeOOBaHMS K (PyHKIMOHUPOBAHHUIO CHCTEMBI 3JIEKTPOHHOIO JIOKyMEHTOOOOpOTa (B
deneparbHOM OpraHe UCIOJHUTEIbHON BJIACTH).
K Tteme 4.1.:
3agaua No 1. IloArotoBbTe€ MPOEKT HOMEHKIATYPbl JI€J1 YUYETHO-PErHCTPAIlMOHHOIO
otneneHuss OnepaTuBHON TaMOKHM, B COCTaB KOTOPOM JIOJIKHBI BOWTH CIIEIYIOLIME 3ar0JI0BKH
Jel1 (3aroJI0BKHU JIOJIKHBI OBITh MTPEABAPUTEIHLHO OTPEAAKTHUPOBAHBI U CUCTEMAaTU3UPOBAHBI):
1. [Tonoxenue 06 otaene (MOATUHHUK — B OTJENE KaJpOB).
2. JIOWKHOCTHBIE pPErNIaME@HThl U HWHCTPYKIIMU COTPYAHHKaM U pabOTHHKaM
oTJena.
3. Ilpuxkazet ®TC Poccuu u nepenucka ¢ HUM.
4. Tlepenucka ¢ ®TC P® mno BompocaM HapylleHHUs TaMOKEHHBIX IPaBUII,
JKYpHAJ UX PETUCTPALIUH.
5. PasHas craTucTHYecKas OTYCTHOCTh II0 OIEpaTUBHOW paboTe oTaena
(exxeHenenbHbBIC, KBAPTATIBHBIE, TOJIOBBIC).

6. Kypnan yuera nen o6 All.


http://pravo.gov.ru/
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7. HoMeHnkmnaTypa Aei.

8. XKypnan nBmwxeHus Jgen 00 AAMUHUCTPATUBHBIX MPaBOHAPYIICHUSX,
3aKOHUYEHHBIX POU3BOJICTBOM.

9. IlepemelieHe BOMHCKUX IPY30B 10 TAMOKEHHBIM KOHTPOJIEM.

10. IIpukassl MO TAMOKHE.

3amaua Ne 2. Hcnonp3ys IlepeueHb THUIIOBBIX YIPaBICHUYECKUX apXUBHBIX
JIOKyMEHTOB. .., YTBEPKACHHBIN MpukazoM MuukyiabTypbl Poccun ot 25 aBrycra 2010 r. Ne 558,

OIIPENECIIUTE CPOKHA XPaHEHUA J€]l, BRIIOYEHHBIX B HOMEHKIATYPY.
3amaua Ne 3. Ompenenurte MPHU3HAKA 3aBEICHUS JE M YKaKUTE WX B rpade 5

HOMCHKIIATYPbI «HpI/IMe‘-IaHI/IC».

IIpuMepHbIE OLIEHOYHbIE MAaTEePHUAJIBI (TECThI)

Ilpumepnvie mecmoewie 3a0anus K pazoeny 1

Copeprxkanue Borpoca BapuaHTsl 0TBETOB
1. Onpenenenue TepMHHA 1. TonkoBOM cJOBape PYCCKOIO sI3bIKa
«JIOKYMEHT» TPUBOIUTCS B: OsxeroBa.
2.TOCT P 6.30-2003.
3. denepanbHOM 3aKOHE «O06
uHpopMaIuu, HH(OpMaImOHHBIX

TCXHOJIOTHUAX. . . ».

4.TOCTP 51141-98.

2. JIOKyMeHT, KOTOPBIM 1. Ilpuxaz ®TC Poccun.
ONPENEISIIOTCS  TpaBWJia W JTaIlbl 2. IlocranoBnenue [IpaBurenscrtea POD.
IOATOTOBKM HOPMATHUBHBIX IPaBOBBIX 3. Tunosas MHCTPYKLIUS 1o
aKTOB denepanbHBIX OpraHOB | JENONPOU3BOJICTBY A  MHHUCTEPCTB U
HCIIOJIHUTENBHON BIIACTH, - ITO: BEJIOMCTB, yTBEpKIAeHHas PocapxuBoM.

4. ®enepalibHBIN 3aKOH.

3. [Tepeuenp CBEJACHUM 1. MexBenoMCTBEHHAass KOMHUCCHUS 10
TaMOKEHHOI'0 OpraHa, ONaJarolMX IO | 3alMTe rOCYIapCTBEHHOM TalHBI.
KaTETOPUI0  «TOCYJapCTBEHHAass TanHa» 2. Ilpe3unent PO.
YTBEPKIACT: 3. [IpaButensctBo PO.

4. Pykooautens @TC Poccun.
5. HavanpHHK TaMOKEHHOTO OpraHa.

4. B Munrocte Poccun nmojgnexar 1. Bce mnpaBOBbIE aKThl, H3AaBAEMbIE
perucTpanum JOKyMEHTHI: denepabHBIMU ~ OpTaHaMH U CIIOJTHUTENbHON
BJIACTH.

2. Tonbko HOpPMAaTHUBHBIE MPABOBHIC
aKThl, 3aTpardBalole TMpaBa, CBOOOABI U
OOS3aHHOCTH 4YEJIOBEKA H TpaXIaHWHA U
YCTaHAaBJIMBAIOIIE MpaBOBOM cTaryc
OpraHHU3aluu.

3. HopmaTtuBHBIE TIPaBOBBIE  AKTHI,
3aTparvBaroime mpasa, cBOOOIABI U 00S3aHHOCTH
YeJIOBeKa M TpaXKJaHWHA, YCTAHABJIMBAIOLME
MPaBOBOM  CTaTyCc OpraHu3aluii, HMMEIONMe
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Copepxanue Bonpoca

BapI/IaHTBI OTBCTOB

MEKBEJOMCTBEHHBIN XapakTep, HE3aBUCUMO OT
CpPOKa UX JIEHCTBHS.

5. [Topsimox TIPUMEHECHU S
YCUJIGHHOM  3JIEKTPOHHOM  TMOAMUCH
YCTaHOBJICH:

1. Vnocrosepsitoumm 1meHtpoM DTC
Poccun.
2. IlocranoBnennem [IpaButenscrea PO.

3. ®enepalibHBIM 3aKOHOM.

6. Bunpl 1 mopsiiok NpuMEHEHUs
neyared M IUNTaMIOB B TaMOXXEHHBIX
OpraHax OIpeeIIAIOTCS:

1. IlocranoBnenuem IlpaButensctBa PO
«O6 YIOPSIIOYEHU N M3rOTOBJICHHUS,
UCIOJIB30BAHMS, XPAaHEHUS U YHUUYTOXKCHHUS
neyarei u OJaHKOB...».

2.TOCTP 551511-2001.

3. PacnopsauTenbHBIMH  JTOKyMEHTaMHU
TaMOXXEHHOTO OpraHa.

7. Iopsinox pa3paboTKu, 1. ®enepalibHBIM 3aKOHOM.
NPUHATHS, BBEICHHS B  JICUCTBUE 2. IlocranoBnenuem IIpaButenbcrBa PO.
00IIEePOCCUICKIX K1accu(PUKaTOpOB 3. HauwoHampbHBIM  OpraHOM  TIO
TEXHUKO-DKOHOMHYECKOH U COLUMAIbHOM | CTaHIAapTHU3ALUH.
MH@OopMally yCTaHABIMBAETCS:

8.  OOsBaTenbHBIM  YCIOBHEM 1. ITocTtanoBka Ha y4er B
BKIIFOUECHUS uHpopMaIuu B | COOTBETCTBYIOIIEM HAI[MOHAJILHOM OpraHe.

MHQOpMaIlMOHHBIE PECYPCHI SIBJISIETCS:

2. JIoKyMEHTHUpOBaHUE.
3. Peructpanus B HMHGMOPMAIMOHHO-
IIOMCKOBOM CHCTEME OpraHU3alUU.

9. OO0s3aHbl 1M TOJIB30BATEITH
(rpaxkmane, OpraHbl TOCYIapCTBEHHOMN
BJIACTH, OOIIECTBEHHBIE OOBEIUHEHUS H
Jp.) 00OCHOBBIBAThH TEPEN BJIaJACTbIIAMU

1. Ha.
2. Her.
3. la, B HCKITIOYMTENIBHBIX CIyqasiX.

rOCYZ1lapCTBEHHBIX MH(OpMaIMOHHBIX
pECYpCOB  HEOOXOIUMOCTh  IOJTYYCHUS
3ampalmBaeMod  MMHU  MH(pOpMaluH,
JIOCTYII K KOTOPOW HE OTPaHUYEH:

10. OcHoOBHbIE 3JIEMEHTBI 1. Bce »dnexkTpoHHBIE JOKYMEHTBI U
UH(opMamOHHBIX pPECYPCOB | CBEICHMS, HUMEIOUMECSs B  PacHOpsHKCHUU
TaMO>KCHHBIX OPTraHOB — 3TO: TaMOXEHHBIX OPraHOB.

2. bymaxxubie u JJIEKTPOHHBIEC
JNOKyMEHTBI,  CO31aBAEMbI€  TaMOKEHHBIMU
OpraHami.

3. BbymaxHsbie u 3JIEKTPOHHbIE

JOKyMEHTBI, CBEICHUS U CPEACTBA OpraHU3aluu
uH(opManuu, MpencTaBiseMble JHIIAMUA TIPU
COBEpPLICHUN TaMOXXEHHBIX ONEPALMH, a TaKKe
UHBIE JOKYMEHTBl U CBEICHMS, HMMEIOLIMECS B
PacnoOpsKEHUU TaMOKEHHBIX OPIaHOB.

11. TpynoBble OTHOILEHUS MEXTY
paboTHUKOM u paboTtonaTenem
(Ha4aJIbLHUKOM  TaMOXKEHHOTO  OpraHa)
BO3HHMKAIOT HA OCHOBAHUH:

1. 3asBneHus o mpueme Ha padoTy.

2. Ilpukaza o nmpueme (Ha3HAUYCHHU) Ha
paboTy (IOIKHOCTH).

3. TpynoBoro aoroBopa.

4. JIoIKHOCTHOTIO periaMeHTa

5. KonTtpakra.

12. B Tabenb (opMm TOKYyMEHTOB

1. Tlpukaz o mnpueme (Ha3HAYCHUN),
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Copepxanue Bonpoca

BapI/IaHTBI OTBCTOB

OpraHu3allid B  IEpPBYIO  OdYepenb
BKJIIOYAIOTCSL  CIIEAYIOLME  KaJpOBbIE
JIOKYMEHTBI:

npuka3 00 yBOJbHEHMH (OCBOOOXIEHUN),
KOHTPAaKT,  JOTOBOp,  TpPyAOBas  KHHIXKKa,
3asBIIEHUE, aKT, CIIPaBKa.

2. Ilpukaz3 mno JUYHOMY
3asBJICHHE, INTATHOE pACIHCAHHE,
OTITYCKOB, CIIpaBKa, 3asBJICHUE, IOTOBOP.

3. Ilpukaz3 o mnpueme (Ha3HAYEHUH),
npuka3 o0 yBOJbHEHHH (OCBOOOXKIICHHH ),
IITaTHOE  pacmucaHue, rpaduk  OTHYCKOB,
MOJIO’KEHUE O 3alMTE MEPCOHANBHBIX JaHHBIX.

COCTaBYy,
rpaguk

13. llomsatue «cucrema» B
cragaapte P UCO 15489-1 Bxmrouaer:

1. IIporecchl HapaBHE ¢ UHCTPYMEHTAMH
U TEXHOJIOTHSIMH.

2. Jloget wu
MPOIIECCHI.

3. Jlromeit u mpouecchl
HHCTPYMCHTAMU U TCXHOJIOTUAMU.

MMPON3BOACTBCHHBIC

HapaBHE C

14. OrpanuuyeHue JocTyna K
UH(OpMAINU YCTaHABIMBACTCS:

1. IlocranoBnenusimu IIpaBUTENIHCTBA
PO.

2. ®enepanbHBIMU 3aKOHAMU.

3. JlokaJIbHBIMM HOPMATUBHBIMH aKTAMH.

15. B d¢enepanpHBIX oOpraHax
UCTIOIHUTENIBHON BJIACTH
JIOKyMEHTUPOBaHUE uHpopmauu
OCYIIECTBIISIETCS B MOPSIIKE,
yCTaHABJIMBAEMbBIM:

1. 3axonomarenscTBOM PD.

2. IlpaButensctBOM PO.

3. ®denepallbHbIM
HCIIOTHUTECILHOMN BIIACTH.

4. Anmunnctpanueit [Ipesunenta PO.

OpraHoM

Ilpumepnwvie mecmoswte 3a0anusn K pazoeiy 2

Bompoc

BapI/IaHTBI OTBCTOB

1. K yauduuupoBaHHOM cucTeme
MO>KHO OTHECTH:

1. CucreMy TaMOXEHHOM JOKYMEHTAIIWH.

2. Cucremy BHEIIHETOProBOM
JTOKYMEHTAIUH.

3. Cucremy MpoleCCyaTbHOMN
JOKYMEHTAIUH.

4. CucreMy nokymeHTtanuu llencmonHoro
donga PO.

5. Cucremy OpraHH3allMOHHO-

pacnopsIINTENIbHON JOKYMEHTAIUH.

2. 3a conepxaHue JOKYMEHTa,
MO CAaHHOTO 3aMECTHUTENEM
HavaJIbHHUKA TAMOXXEHHOTO OpraHa, HeceT
OTBETCTBEHHOCTb!

1. TamoxeHHbli opran —

JOKYMEHTA.
2. HauanbHHUK TaMOXXEHHOTO OpTraHa.

3. CocTaBUTEND TOKYMEHTA.
4. 3amecTuTeNb
TaMO>KEHHOTO OpTaHa.

aBTOp

Ha4dYaJIbHHUKa

3. ®denepalibHbIE OpraHbl
roCy/1apCTBEHHOM HUCIIOJTHUTENBHON
BJIACTU  U3JAIOT  CIEAYIOLMEe  BHUIbI
HOPMaTUBHBIX IIPaBOBBIX aKTOB
(BbIOEpUTE BUIBI):

. IIpukas.

. HupkynsipHOe muceMo.
. Ykazanue.

. Pacniopsbxenue.

. [IpaBunua.

. Cny)xebHOE MHUCHMO.

. Tenerpamma.

. UacTpyxuus.

OO LN B W~
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Bomnpoc

BapI/IaHTBI OTBCTOB

9. IlpoTokoit.

10. IlocranoBneHMeE.

11. Ilonoxenue.

12. CityoxeOHast 3amucKa.

4. CoracoBanue OBIBAET:

1. BHyTpeHHUM U BHEIHUM.

2. [lomHBIM U KpaTKUM.

3. CIOXHBIM U MPOCTHIM.

4. C pykoBoauTeseM
OpraHa U pyKOBOJHUTEIIEM MOpa3IeIICHUSI.

TaMO>XXCHHOI'O

5. C BBIMICCTOANMMHU PYKOBOAUTCIISIMHA U

OpraHu3alusiMu.

5. HocyneOHbrit TTOPSIIOK
paspelieHuss  CIOpPOB  Mperojaraet
HarpaBJICHUE KOHTPAreHTy:

1. Ilmcema-HarmoMHUHAHUSL.
2. Ilpennucanus.

3. [IpeTeH3noHHOTO NMHUChMa.
4. JIoroBOpHOTO MHUCHMA.

5. OdepTsl.
6. TamokxeHHBIE OpraHbl HUMEIOT 1. I'ocynapcTBeHHBIM repo
MpaBO BOCHPOM3BOAUTH Ha OJaHKax | MHOTOIIBETHBIN.

JIOKyMEHTOB:

2. TocynapcTBeHHBIN TepO OHOIIBETHBIN

Ha repajJibAN4YCCKOM IIUTE.

3. TocynapcTBeHHBIN TepO OTHOIIBETHBIN

0€e3 repalbAIMIeCcCKOro MMTa.

7. Bri6epute MpaBUJIbHBIE 1. 2 nexabps 2014 rona.
BapHaHThl  OQOpPMJIICHHS  pPEKBU3UTA 2.02.12.2014 r.
«aaTay: 3.02.12.2014
4. 02 nexadbps 2014 rona.
5. 02 nexabps 2014 r.
6.2014.12.02
7.02.12.14
8. Bri6epute IIpaBUJIbHBIE 1. ®enepanbHas TaMOXKEHHas CITyx0a
BapHaHTBl  OQOPMIICHHS  pPEKBU3UTA JlampHEBOCTOUHOE TaMO>KEHHOE
«HaMMEHOBaHUE aBTOpa JOKYMEHTa»: yIpaBJlieHUe

BiaguBocTOKCcKast TaMOKHS

2. ®enepasibHas TAMOXEHHAS CTyK0a
[llepemeTbeBCKast TaMOXKHS

3. ®enepasibHas TaMOXKEHHAs cIyx0a
BnaguBocToKCKass TaMOKHS

4. @enepanbHas TAMOXKEHHas CITyx0a
Poccuiickas TaMOXKeHHAs aKageMU s

JJIEMEHTHI, U3
PEKBU3UT  «apud

9. BsiGepure
KOTOPBIX  COCTOHT
YTBEPIKICHU S

1. Cnoso «YTBEPXIIAIO».

2. HanmenoBanmne aBTOpa JOKYMCHTA.

3. HammMmeHoBaHHWe JOJDKHOCTH JIMIIA,

YTBEPKAAIOLIETO JOKYMEHT.
4. PacumpoBka moanucu.
5. ®amunus.
6. Jlata.

7. PerucrpaninOHHBIN HOMED.

10. DJNEKTPOHHBIN
UICHTU(UKATOP MCTIOIB3YIOT JJIS:

1. Peructpanuu JOKyMEHTA.
2. [IpocraBienus
MOCTYIIJICHUH JIOKyMEHTa B OpraHu3aIuio.

OTMCTKHU
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Bomnpoc BapuanTsl oTBETOB
3. O6o3HaueHust HaMMeHOBaHus (aiijaa Ha
MallMHHOM HOCHTEJE.
4. Hymepanuu cTpaHuil.
1. K pacrnopsIuTeIbHbIM 1. CnyxeOHOE MUCHEMO.
JIOKYMEHTaM OTHOCSTCSL: 2. JloxnanHas 3anucka.
3. [Ipukas.
4. Pemenue.
5. IIpoToxkour.
6. [lonoxenue.
7. PactiopsbkeHue.
8. [lpaBuna.
12. BeiOepute  BO3MOXKHBIE 1. HaganbHuK.
BapyaHThl HANMCaHWs HAUMEHOBAHUS 2. HauanpHuk, wMalop TaMOXXEHHOMU
JOJDKHOCTH B PEKBU3UTE (TIOJIHUCHE» OT | CIYKOBI.

WMEHU HaYaJIbHUKA BnykoBckoit
TaMOKHU Ha JOKyMEHTE, 0(OpMICHHOM
HA YHUCTOM JIUCTE:

3. HayanbHMK BHYKOBCKOM TaMO>KHHU.
4. HavanpHuk BHyKOBCKOM TaMOXHH,
Maliop TaMOXKEHHOM CITyXKOBbI.

13. CoOBOKyIIHOCTh PEKBU3UTOB,
PacnoI0KEHHBIX B JIOKYMEHTE
OIIpeeNIEHHBIM 00pa30M — 3TO:

1. TumoBoO# GopMyJIsIp TOKyMEHTA.
. DopmyIsIp TOKYMEHTA.
. [llabmoH moxymeHTa.
. Maket noKymeHTa.

2
3
4
14. Jluct Oymaru UIH 1. HlabmoH.
SJICKTPOHHBIM IAOJIOH C PEKBU3UTAMHU, 2. ®opmyisp.
UICHTU QUL PYIOIIMMH aBTOpa 3. brank.
o(UIIaIEHOTO TOKYMEHTa — 3TO: 4. «([llanika» OKyMEHTA.
15. BeiObeputre HenmpaBHIJIBHBIC 1. O.I1. O6pa3ioBy
BapHaHThl  OQOPMJICHHS  pPEKBU3UTA yn. CanoBasg, 1. 12, k8. 4,
«anpecar: r. JIunku, KupeeBckuil paiioH,
Tynwsckas o6i., 301264
2. ®TC Poccun
VYrpasnenue aenamu
3. @enepanibHas TaMOXKEHHAs CIyx0a
HavaneHuky YnpasieHus nenamu
N.N. VBanoBy
4. I'enepalibHOMY AUPEKTOPY
OAO «CeBepHblI€ pETHOHBI»
[Terpomy ILII
16. OtmeTrka 0  HaJIU4yUU 1. Ilocne TekcTa nepes moAMUCHIO.

NPUIIOKEHUST B PaCHOpPSIUTEIbHOM
JOKyMEHTE OQopMIISIETCS:

2. B TekcTe mOKyMeHTa.

3. Ilocne moamucu.

4. He odopmisercs,
MpUMEUYaHHeE.

ACIaCTCA

17. OT™MeTKa O 3aBEpEHHUM KOMUU
JOKYMEHTa IIPOCTABIISAETCS:

1. Jlna npugaHus KONHUU IOPUIAYECKOMN
CHUIBI.

2. JInsg npuaHus KONMUU FOPUIAYECKOU
3HAYUMOCTH.

3. Jlyist nOATBEPKICHUS HATMYHS KON B
Marepuaiax jena.

18. Haanuce Ha JOKyMEHTE,
cleNaHHas JODKHOCTHBIM JIMIIOM W

1. Bu3a.
2. I'pud cornacoBanus.
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Bomnpoc

BapI/IaHTBI OTBCTOB

coZCpiKamasn IIPpUHATOC
JOKYMCHTY PCHICHUC, - 3TO!:

2091 1o

3. Pe3omonusi.
4. I'pud yrBepKIeHUS.

19. Pemenus xomneruu OTC
Poccum u PTY HOCAT Xapakrep:

1. O0Os3aTeNnbHBIN.
2. PekoMeH1aTeIbHBIN.

3. He okxa3pIBalOT  BJHSHHMS ~ Ha
YIIPaBJICHYECKYIO JIESTEIbHOCTb.
4. HMewT «BBICHIYIO» OPUIUYECKYIO
CHJLY 110 OTHOILEHHIO K PYKOBOJUTEIIIO.
20. [TpyuHIMI NPUHATHS 1. Ennnonavanue.
YIIPaBJICHYECKUX peleHu i B 2. KoniernajibHOCTb.
TaMOKEHHBIX OpraHax — 3To: 3. MepapXuuHOCTb.
4. ITpyuHIUT «TI€PBOTO JIUIAY.
Ilpumepnvie mecmoswvie 3a0anusn K pasoeiny 3
Bomnpoc BapuaHTsl 0TBETOB
1. lenonpou3BoCTBO CI0KHUIIOCH 1. TlosiBNEeHUs: MMCHBMEHHOCTH.
KaK CHCTEMa C MOMEHTA! 2. llosiBnenus rocynapcraa.
3. IlosiBNeHHUS MUHUCTEPCTB.
2. B TaMOXEHHBIX Opra”ax 1. lenTpanu3oBaHHasl.
npuMeHsiercss  gopma  OpraHu3aLHNU 2. JleneHTpanu3oBaHHasl.
JIENIOTPOU3BOJICTBA: 3. Uepapxuueckasl.
4. ®yHKUHUOHAIbHASL.
5. CmemanHas.
3. ObecnieueHue ympaBieHUsS Ha 1. NHpopManoHHO-TEXHUYECKOM
OCHOBE €MHON TEXHUYECKOU MOJMTHKH | CIIy)O00# TaMOKEHHOTO OpraHa.
u MPUMEHEHU S COBPEMEHHBIX 2. Otnenom JOKyMEHTAI[MOHHOTO
TEXHUYECKUX CpPEICTB B pabore ¢ | obecredeHusl.
JOKyMEHTaMH B TaMOKEHHOM OpraHe 3. OnHUM K3 3aMecTUTeNed HaudalbHHUKa
OCYIIECTBIISIETCSI: TaMO>KEHHOT0 OpraHa.

4. Cucremsl kinacca Workflow —
3TO CUCTEMBI:

1. TonpKO TEPECHIIKH TOKyMEHTOB.

2. ABTOMaTU3UPYIOIIHE CJIOXKHBIE
QITOPUTMBI  (IENOBBIE MPOLEAYPhI) pabOTHI ¢
JOKYMEHTaMH B OpTaHU3aIUH.

3. ObecneunBarnme padoTy ¢ daiaamu
JOKYMEHTOB.

5. K cyOwsektuBHOMY (pakropy
pocTa TOKyMeHTO00OPOTa OTHOCHUTCSL:

1. Henmocrarounass  pa3pabOTaHHOCTh
3aKOHOJATENILHON 0Oas3bl.
2. Buenpenue COBPEMEHHBIX

TCXHUYCCKUX CpCI[CTB IIOATOTOBKHA }IOKYMCHTOB.
3. HecBoeBpeMeHHOE M HEKAYECTBCHHOE
BBIIIOJTHEHUE [IOPY4EHUH, JIOTOBOPHBIX
00513aTENILCTB.
4. CBOICTBO JOKyMEHTAIlUU BO3pacTaTh
HpI/I €C UCITIOJIBb30BAaHUN.

6. HNudopmarus, KOTOpas
MO3BOJISIET UIECHTU(DUITTPOBATH
MHQOpPMALIMOHHBIE PECYPCHI, YIPABJIATH
UMH, OCYIICCTBIISITh WX TIOUCK U
XpaHEHUE — ITO:

1. KoHTEKCT.

2. Kontenrt.

3. MeranaHHele.

4. CucremHbIe (aiiibl.

7. K ynpaBieHu1o TOKyMEHTaMu B

Oeax 3allli ThI n COXpaHCHUA

1. [lpuHnun nenecoodbpa3HOCTH.
2. [TpuHIIUI WHGOPMAITMOHH O
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Bonpoc BapuanTel oTBETOB
JIOKyMEHTOB KaK JI0Ka3aTeJIbCTBA | LIEHHOCTH.
(cBHAETENBCTBA) JeSATEIIBHOCTH 3. CucTteMHBbIN MOAXOS.

OpraHu3aluii ¥ OO0IIeCTBa HEOOXOIUMO
MPUMEHSTE:

4. OnepalluOHHOW MOAXO/I.

8. Cnennann3npoBaHHBIN
Y4aCTOK, OCYIICCTBJSIFONMN TIPUEM |
OTIIPaBKY JOKyMEHTAITU ! 51
KOPPECIIOHICHITNH, Ha3bIBACTCS:

1. Tlompa3nenenue
pETUCTpally TOKYMEHTOB.

2. I'pynna KOHTpOIS.

3. Dkcneauuus.

4. I'pynna nucem.

5. Cexperapuar.

6. 0/10.

o  y4ery o

9. VmpaBienue JOKYMEHTaMH B

opranu3zanuu, B coorBercteuu ¢ [OCT P
HCO 15489-1, Bxiroyaer B ce0s:

1. Pa3paGoTKy MOJUTUKA (PErIaMeHTOB)
U CTaHJIApPTOB; pacIpeeeHue OTBETCTBEHHOCTH
U TOJTHOMOYHI; pa3paboTKy U paclpoCTpaHEHUe
MPOLEAYp U PYKOBOJSIIMX YKa3aHHUU.

2. llpenocTtaBiieHUE YCIYT, CBS3aHHBIX C
yIpaBJIeHUEM JIOKyMEHTaMHU u ux
UCIIONb30BaHUEM; DPa3pabOTKy, BHEIPEHHE U
aJIMUHUCTPUPOBAHUE CHeIUaIN3uPOBaHHBIX
CUCTEM Ul  YINPAaBIEHUS  JOKYMEHTAMH.
UHTETPAllMIO  YNPABJIECHUS  JOKyMEHTaMU B
JIeJIOBBIE CUCTEMBI U MPOIECCHI.

3. Ilepeuncnennoe B nim. 1 u 2.

10. OCHOBHBIE 3TAITbI
JIOKyMEHTOOOOPOTa B OPraHU3aIlUH - ITO:

1. Perucrpanus, nepegaya Ha
UCIIOJIHEHUE, TOArOTOBKA IIPOEKTa JOKyMEHTa,
BU3UPOBAHUE, YTBEPXKIACHHUE, OTIIPABKA.

2. DKcneIuIMOHHAs o0paboTka,
perucTpanms, TInepefada Ha  HCIOJIHCHUE,
KOHTPOJIb MCIIOTHEHUS, OTIpaBKa, AalbHEHIIee
XpaHCHHUE.

3. OKCIeTUIINOHHAI o0OpaboTka,

NpcABApUTCIILHOC PACCMOTPCHHUC, ICpclavda Ha
HUCIIOJIHCHHUEC, BHU3UPOBAHUC MW YTBCPKICHUC,
IIOATOTOBKA K OTIIPABKEC, OTIIPpAaBKaA.

11. OcHoBHas 3ajada
palMoOHAIM3AIUN  JTOKYMEHTOOOOpoTa —
9TO:

1. JloouThes MOCIICIOBATEIIBHOM
OJTHOCTOPOHHEH HAIPABICHHOCTH B JIBH)KCHHHU
JOKyMEHTOB.

2. J1oOUTBHCSI OJHOKPATHOCTH OOpabOTKU
JOKyMEHTOB M MX PETHUCTPAIIHH.

3. JoOutscs MOCJIeI0BATEIbHOM
OJTHOCTOPOHHEH HAIPABICHHOCTH B JIBM)KCHHUU
JOKyMEHTOB M OJHOKPATHOCTH UX 00pabOTKH.

4, Jloouthes MOCJICAOBATCILHOM
OJTHOCTOPOHHEH HAIPABICHHOCTH B JIBM)KCHHUU
JIOKYMEHTOB U OJIHOKPATHOCTH MX PETUCTPAIUH.

12. OTBETCTBEHHOCTh 3a
obecrieyeHue TOTO, YTOOBI BCS
JOKyMEHTaIU s ObLIIa LICJIOCTHOM,
JIOCTYITHOM W 4YWUTAeMOM, KOIJa OHa
TpeOyercs  pabOTHWMKaM, Hecyr (B

coorBerctBun ¢ OCT P UCO 15489-1):

1. Bce paboTHuKU.

2. CucreMHBIN aIMUHUCTPATOP.
3. PykoBoauTeNnb Opranu3anui.
4. PykoBOoaMTENN BCEX YPOBHEM.
5. PykoBogutens ciayx0b1 JIOY.
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Bonpoc BapuanTel oTBETOB
13. OcHOBHOM LENBIO OTHENA 1. Opranuzanus, PYKOBOJCTBO,
JIOKYMEHTAI[HOHHOTO o0ecrieyeHHus | KOOpAUHAIMS, KOHTPOJIb U pean3aius padoT 1o

(OJ10) B TaMOKEHHOM OpTaHE SIBJISCTCS:

JOYVY.

2. CoBepIneHCTBOBaHUE (POPM M METOIOB
paboThI ¢ JOKYMEHTaMH.

3. Pa3pabotka " BHEJIPCHHE
HOPMAaTUBHBIX U METOAWYECKUX JOKYMEHTOB IIO
coBepiieHcTBOBaHUlO JIOY B TaMOXE€HHOM
oprase.

4.  CoxkparieHue
TaMO>KEHHOTO OpraHa.

JOKyMEHTO000pOTa

14. B cucreme ynpaBieHus 1. Nepapxuueckue BJI.
JIOKyMEHTaMHU HCIIOJIb3YIOTCS TS 2. Pensimuonnsie B/I.
XpaHECHUS: 3. Muorocnoitusie B/I.
4. lngopManimoHHbIe XpaHUITHIIA.
15. MopnenupoBanue 1. Opranusanus rpyrnmnoBoi padboThl.
JESTEIbHOCTU COTpYIHHKA B 2. Peanu3anus 6U3HeC-NPOLIECCOB.

AIIEKTPOHHOM JIOKYMEHTOO0OPOTE — 3TO:

3. ®dopmann3oBaHHOE ONHUCAHUE €ro
NEATEILHOCTH.
4. mutanus ero IearejlIbHOCTH.

16. CO /] mpegycmarpuBaer:

1. VYnpasienue AIIEKTPOHHBIMH
JIOKYMEHTaMH.
2. YipaBieHue 3HaHUSIMU.
. ABTOMAaTH3aIMIO IETOBBIX ITPOIIECCOB.
. YpaBieHre HOBAIIUSIMU.

17. AyrenTudukanus — 3To:

. DJEKTpOHHAs MOAMUCH.
. DIEKTPOHHBIN UICHTU(UKATOP.
4. TloaTBepkeHUE NOKHOCTHOTO JUIIA
AJIEKTPOHHOM MOIHUCHIO.

3
4
1. DnexTpoHHOE UMSL.
2
3

18. Mapupyr JBUKCHUS
JIOKyMEHTa (3aJaHMs) 10Ka3bIBAET:

. JlenoBeIe onepanumu.

. Turer 0O6pabaThIBAEMBIX JJOKYMECHTOB.
. Uctionaurteneii.

. Cozeprxkanue JOKYMEHTOB (3aJaHuid).

19. aBTOMAaTHU3allU1
JeSITeTbHOCTU OpraHu3alu
BHJICOKOH (PpepeHITHs 00eCIICUnBACT:

[Tpu

. O01eHne COTPYAHUKOB MEXKITY COOOM.
. CoBMecTHYIO 00pabOTKY JTaHHBIX.

. Paboty ¢ mpusoxeHusMu.

. JlocTyn K cekpeTHO# uHpopManui.

20. B TamMOXEHHBIX Opra”ax
npeobagaer MHopMalnoHHas
KYJIbTYpa:

. KyneTypa oTKpBITOCTH.

. KyneTypa nccnenoBanusi.

. DyHKUMOHAJIbHAS KYJIbTYPA.
. Kynprypa B3aumonencTBusl.

A ORI OLWND AW~

Ilpumepnwvie mecmoewie 3a0anus K pazoeny 4

Bompoc

BapuanTel oTBETOB

1. K xakoMy BuAy apXuBOB
OTHOCUTCS 1eHTpaibHbld apxuB OTC
Poccun:

1. OTpacneBomy.
2. Be1oMCTBEHHOMY.
3. O6benuHEHHOMY.

2. Ilpusznak 3aBeieHUs Jen

1. PekBu3uTamMu JOKYMEHTA.
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Bomnpoc BapuanTsl oTBETOB
ONPEIEISAETCS: 2. TekcToM JOKYMEHTA.
3. HazHaueHunewm 10KyMeHTa.
4. OyHKIUEN TOKyMEHTA.
3. 3arojo0BoOK nena B 1. HuadopmanmoHHYI0O HaNOJHEHHOCTh

HOMCHKIJIATYPEC ACI OTPAKACT:

JOKYMEHTOB, COACPAIIMXCS B JEE.
2. Haznauenue
coJiep)Kammxcsi B Jele.
3. 3HAaYNMOCTh
coJiep Kalmxcsi B Jelie.
4. CocraB u
coJIep KallMXcsi B JeJie.

JIOKYMEHTOB,

JIOKyMEHTOB,

BH/JbI JAOKYMCHTOB,

4. Ha kakom »3Tame 3KCHepTH3bl
LIEHHOCTH JIOKYMEHTOB B HeH He

YIaCTBYIOT COTPYIHUKHA CTPYKTYPHBIX
noJipa3ielicHu i TAMOYKEHHOTO OpraHa:

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

5. ApxuBHblii ona Poccuiickoii
®denepannu - 3TO:

1. Yupexxnenue B cucreme PocapxuBa, B

XpaHWINILE  KOTOpPOro coOpaHbl  Haubosee
[ICHHBIC JIOKyMEHTBI, UMEIOLIIE HCTOPHYECKOE U
KYJIbTYpHOE 3Ha4YeHUE U TIoJUIeXanme

MTOCTOSIHHOMY XpaHEHUIO.

2. Cucrema yupexaeHuii Pocapxusa.

3. COBOKYIIHOCTb apXUBHBIX JIOKYMEHTOB,
OTPaXaIOLUMX MaTepUATBbHYI0O U JYXOBHYIO
KHM3Hb OOILECTBA, MMEIOIMX HCTOPUUECKOE U
KyJIbTypHOE 3HAYECHHUE, OTHOCSAIMXCS K
MHQOPMAIIMOHHBIM pecypcaM M MOAJIeKALMX
ITOCTOSSHHOMY XpaHEHHIO.

6. CBogHas HOMEHKIAaTypa el

1. IIppuMepHO HOMEHKIATYPHI €.

TaMOKEHHOTO opraHa SIBJISIETCSA 2. TTunoBO HOMEHKIATYpPbI JIE.
Pa3HOBUIHOCTBIO: 3. UnimButyanbHOM HOMEHKIIATYPHI JIE.
7. lleHTpanmpHasi  3KcHEpTHas 1. B TaMOKEHHBIX OpraHax.

komuccus (LIDK) -
co3laBaeMasi:

3TO KOMMHMCCHA,

2. Toapko B ®TC Poccumn.
3. B rocynapcTBEHHOM apXHBE.

8. Homenxnarypa nen — 3to:

1. IlepeueHb JOKYMEHTOB, 3aBOJAMMBIX B
JICJIONPOM3BOJICTBE TAMOXKEHHOTO OpraHa.

2. CucremaTu3MpOBAHHBIA  IEPEUYCHB
3aroJIOBKOB 1ed, 3aBOJIUMBIX B
JIEJIONPOU3BOJICTBE  TaMOKEHHOTO OpraHa, ¢
YKa3aHUEM CPOKOB UX XpaHEHUS.

3. Cnoucok HanMEHOBaHUN eI,
3aBEJICHHBIX B JICIOMPOU3BOJICTBE TAMOXKEHHOTO
opraHa ¥ noJjieKalpx nepenadye B apxus.

9. [ToTpebHoCTH B
KOHBEPTHPOBAaHUU u MUTPALHH
BO3HHKAET B CIIydae:

1. Joarocpo4Horo xpaHeHusi OyMa)KHBIX

U DICKTPOHHBIX  JIOKYMEHTOB B  apXUBe
OpraHu3alyy.

2. Kparkocpounoro XpaHEHHU S
JJIEKTPOHHBIX ~ JIOKyMEHTOB HAa  MarHUTHBIX
HOCHTEJISIX.

3. Jlonrocpounoro XpaHEeHUs
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Bomnpoc BapuanTsl oTBETOB
BJIEKTPOHHBIX  JIOKYMEHTOB B  3JIEKTPOHHOM
apXuBe.

10.  ApxuBHbIE  JIOKYMEHTHI, 1. Tlomnexar oOs3aTeIbHOMY BO3BpaTy

HU3BATBICE B KAa4Y€CTBC€ BCHICCTBCHHBIX

J0Ka3aTCJIbCTB:

COOCTBEHHUKY WJIH BJaJIENblly.

2. Moryt ObITh BO3BpAITICHBI YACTUYHO 110
YCMOTPEHHUIO OpraHa, U3bsABIIETO JTOKYMEHTEHI.

3. He momiexat Bo3BpaTy COOCTBEHHHUKY
TaK
COOCTBEHHOCTD U3BSIBIIEIO UX opraHa.

WA  BJIAJIEIIBLY,

KakK nepexonAr B

4.3. OueHoYHbIE CpeJACTBA ISl MPOMEKYTOUYHON aTTe CTALMU.

4.3.1. TlepevyeHb KoMNEeTeHIMIT ¢ YKa3aHHEM 3TANOB UX ()OPMUPOBAHHUSI B MpoIlecce

OCBOCHMSA

o0pa3oBaTe/ibHOI NMPOIrpPaMMBbI.

KOMIIETe HIIUH C YY4eTOM 3Tana ux (p opMHUpPOBaAHHUA

IMoka3atesim HW KpUTepUM Oll€HMBAHUS

Kon HanmMenoBanue Kox sTama ocBoeHus HanmMenoBaHue 3Tana
KOMITCTCHITN U KOMITCTCHITU U KOMITCTCHITU OCBOCHHS KOMIIETCHITUU
OIIK-1 cnocoOHocTh  pemats | 1.3.1 Cnocoben MIPUMEHSTh

CTaHJapTHBIC  3aJa4u uH(QOpMaIIMOHHO-

pohecCHOHANTBHOM KOMMYHHKAIIHOHHBIC

JeATeIbHOCTH Ha TEXHOJIOTUU B cBOCH

OCHOBE JEeSITeTbHOCTH.

UHQOpMAIIMOHHON U

ounommorpaduyeckoi

KYJIbTYPBI C

MPUMEHECHUEM

WHPOPMAITTOHHO-

KOMMYHHKAIITHOHHBIX

TEXHOJIOTUH U C y4ETOM

OCHOBHBIX TpeOOBaHMIT

uH(opManmoHHON

0e30macHOCTH

OIIK-6 CIOCOOHOCTH Ha | OIIK-6.2 (2.1) Cnocoben OCYIIECTBIISITh

HayJHOI OCHOBE pellieHue CTaHIaPTHBIX 33/1a4

OpraHN30BaTh CBOM poeCCHOHANBHOM

TPYH, CaMOCTOSTEIHHO JIeITEIbHOCTH Ha  OCHOBE

OIICHUBATH PE3YJbTAThI HayIHOU OpraHu3aIu

CBOCH JIeATEIIbHOCTH CBOETO Tpyna u
CaMOCTOSATEIBHOM  OLICHKH
pe3y/IbTaToOB CBOE

ACATCIBHOCTHU
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DTar 0CBOEHHUS [Tokazarenb Kputepuii oniennBanus
KOMIIETCHIIU U OLICHUBAaHU Kax (¢ kakum xavecmeom) vlnoiHAemMCs
Ymo denaem o6yuaiowuiics oeticmsue. Coomeemcmsyem oyeHke
(kaxue deticmeus cnocoben «omnuyHo» 6 wKaie oyenusanus 6 PII/].

BbINOJIHUMY),
noomeepoicoas sman
0C80eHUsL KOMNemeHYUU

3.1 Cnoocoben [opsimox [IpaBunbHOCT W TOYHOCTH
NPUMEHSTh MPUMEHEHHUsS] OCHOBHBIX | IPUMEHEHHUS nH(OpMaImoOHHO-
HHQPOPMAIHOHHO- BHI0B MH(DOPMAIIMOHHO- | KOMMYHHKAITHOHHBIX TEXHOJIOTUI

KOMMYHHUKAIlMOHHbIE KOMMYHUKALIMOHHBIX
TEXHOJIOTMM B CBOEM | TEXHOJIOTHH
HCATCIIBHOCTHU.

6.2.1 Criocoben CaMocTosATENEHO KonugectBo BBISIBIICHHBIX
OCYIIECTBIIST CTh pellieHus | OMMOOK, JOMYIICHHBIX IPU PEIICHUH
PEHICHUC CTAHAAPTHBIX | crangapTHBIX 3a/1a4 | CTaHIapTHBIX 3a/1a4
3ajat npodecCHoOHaTbHON npodeccCoHaTbHON IEATETbHOCTH
MPoQecCHOHATBHOM NESTEIbBHOCTY Ha OCHOBE

NeATeIbHOCTH Ha| yavanoii  opranusaum
HOB H
OCHOBE aydHon | cpoero Tpyzna u

OpraHu3anunu CBOCTO o
CaMOCTOATCIBHOU

Tpyna u
OLICHKH pe3ynbTaToB

CaMOCTOSTEILHOMI 5
OLECHKA  pEe3y/IbTATOB CBOEU NesITENbHOCTHU

CBOEN NEITEILHOCTHU

4.3.2 TunoBble OLICHOYHBIE CPeICTBA
Bonpocs! 1711 NOATOTOBKH K 3a4eTy

1. TepmuHocucremMa AMCUMIUIMHBL. OCHOBHBIE TEPMHMHBI M  OINPEAEICHUSL.
MHOTr03Ha4HOCTh U 3BOJIIOLIHS TEPMUHOB.

2. Nndopmanus u ee cpoiicTBa. BnusHue mH@OpManuu Ha KaueCTBO IPUHHMAEMBIX
yIpaBJeHUYEeCKUuX pereHuil. lHpopMannoHHbI MEHEI)KMEHT Ha COBPEMEHHOM 3Talle.

3. OcHoBuble nonoxenus PenepanbHoro 3akoHa Poccuiickoit ®epepaunu  «O0
uHdopManuu, HHPOPMALMOHHBIX TEXHOJIOTHSAX U O 3alTe UHPOPMALIUUY, €TI0 POJIb U 3HAUCHUE
B CHCTEME POCCHUIICKOTO 3aKOHOAATENbCTBA.

4. ndopmanimoHHbIe MpOIECChl — OCHOBA pa3pabOTKHU U pealr3aliy yIpaBiIeHUYEeCKOro
pelieHns. YIPaBJIEHUECKOE PEIICHUE Kak IMpolecc U Kak siBjeHue. DopMbl ylpaBiIeHYECKUX
peleH M.

5. Jlenonpou3BoJICTBO — KaK OTPAKEHUE CUCTEMBI U TEXHOJIOTUHN YpaBiieHUs. OCHOBHBIE
JTaIbl pa3BUTHA Jenonpon3BoacTsa B Poccun. Pocculickas Moaens Aea0npon3BoACTBa.

6. JIOKyMEHT - KaK CpPEICTBO YIpaBJICHHUS U oOpaTHOW cBsizu. CBOHCTBA IOKYMEHTa U
cooOmeHus. @DyHKuuM gokyMmeHTa. IOpuanmueckas cuia W OpUAMYECKas 3HAYMMOCTb

OyMa>XKHOTO M 3JIEKTPOHHOIO JOKYMEHTOB.
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7. VYHuduKanus U CTaHIAPTU3AMUA JOKYMEHTOB. YHU(PUIMPOBAHHBIC CHCTEMBI
nokymenTanuu (YCJI), ucrionb3yeMble B JESITEIbHOCTH TAMOXKEHHBIX OPraHOB: XapaKTEpPUCTHKA,
MEePCIEKTUBBI Pa3BUTHS.

8. Ponp W 3HayeHHe KIACCU(UKATOPOB TEXHUKO-3KOHOMHUYECKOW W COLHMAIBLHOU
nHpOpMAIIMM B JIOKyMEHTAallMOHHOM oOecmeuenun ympasieHus ([OY). Xapaxrepucrrka
wiaccugukaropoB TOCH, ucoab3yeMbIX B IEATEIBHOCTH TAMOXXEHHBIX OPTaHOB.

9. VHuduuupoBaHHas cHUCTeMa OPraHU3ALMOHHO-PACHOPSAUTEILHON JIOKYMEHTALIMU
(YCOPQH). Xapakrepuctuka. Cdepa mpumenenusi. CocraB gokymMmeHTOB. COCTaB pEKBHU3UTOB.
TpeboBaHus K OJIaHKaM JJOKYMEHTOB.

10. OcHOBHBIE TpaBujia TMOATOTOBKM HOPMATHBHBIX IPAaBOBBIX aKTOB (eAepaTbHBIX
OpraHOB HCIOJHUTENbHONW BiacTU. [Ipu3Haku HOPMATUBHOCTH B  PACHOPSIUTEIbHBIX
JOKyMeHTaX. Bujipl HOpMaTHUBHBIX IPaBOBBIX AaKTOB, KOTOPbIE MOIYT M3AaBaTh (eaepalbHbIe
OpraHbl UCIIOJIHUTENHHOM BIACTH.

11. HenoBas (komMmepueckas) nepenucka. Knaccugukanus. [IpaBuna odopmiieHus
(odepta, mpeTeH3UOHHOE, rApaHTUHHOE, peKIaMHOe MHUChMO). KOMMO3UIIMOHHOE MOCTPOCHHE
PEKBU3HTA «TEKCT» JEJIOBOTO NMuchbMa. MexyHapoaHbIE CTaHapThI.

12. OcHOBHBIE 3a/1a4l M (PYHKIIMU CTPYKTYPHBIX MTOJIpA3/eIeHUNl TAMOKEHHBIX OPTraHOB,
UMEIOLMX  OTHOIIEHHE K OpraHu3aluu  JOKyMEeHTooOopoTa. @DOpMbl  OpraHu3aluu
JIEJIONPOU3BO/ICTBA, UCIIOJIB3YEMBIE B IEATEIBHOCTH TAMO>KEHHBIX OPIaHOB.

13.  OcHoOBHBIE O3Tanbl JOKyMEHTOOOOpOoTa (YNpaBIEHYECKUX JOKYMEHTOB) B
TaMOXXEHHOM OpraHe M MX XapakTepucThka (TpeboBaHus K opranuzanuu). Llenp u 3amaum
panuoHanu3auy JOKyMEHTO000pOTa B TAMOKEHHOM OpraHe.

14. OcobeHHocTH oOpraHu3anuu pabOTBl IPU  HCIOJIB30BAHUU  TEJIETAHITHOM,
(aKCUMUIBHON CBS3U U AJEKTPOHHOM MOUTHI. DJIEKTPOHHOE COOOILEHHE: ONpeesieHH e, TpaBuiia
HOJArOTOBKH, O(OPMIICHUS U OTIPABKU. DTUKA 3JIEKTPOHHON MEPETHCKU.

15. DnexTpoHHBIH JOKYMEHTOOOOPOT B TaMOXXEHHOM OpraHe: COCTaB Y4aCTHHUKOB,
B3aMMO/JICICTBHE, TEXHOJIOTMUECKUE PELICHUSI.

16. INpuanunuansHas cxema padotsr JJUTIC.

17. Ponb, 3HaueHHME W NPUHLMUINBl PETUCTPALlUM JIOKYMEHTOB B OpraHu3aluu
nenonpousBoactBa. KIIC «YKU/I-2»: ucropus cosmaHus, Ha3HayeHUE, (yHKIIMOHAIBHBIC
BO3MO>XHOCTH, IyTH MOJEPHU3ALINY.

18. OObeKkTUBHBIE U CYOBEKTUBHBIE (DAKTOPHI POCTa JOKYMEHTOOOOPOTa B TAMOKEHHBIX

opraHax.
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19. OcobeHHOoCTH OpraHu3auyd padOThl B TAaMOXKEHHBIX OpraHax ¢ JIOKyMEHTaMH,
MMEIOLIMMU CBEIEHUS: orpaHnueHHoro pacnpocrpanenus ([ICII), a Tawoke koMMepUYECKyO MM
rocyiapcTBeHHyro TaiiHy. Kputepuu otHecenuss HHGOPMAUK K KATETOPUU «CITYKEOHOM».

20. OcoOeHHOCTH OpraHu3alMy pabOThl B TaMOXXEHHBIX OpraHax ¢ OOpaleHUSAMU
rpaxmaad. [Iporenypa oOxanoBaHus pelieHUi, AeiCcTBUIN (Oe3ACCTBHS) TAMOKEHHBIX OpPTaHOB
Y UX JOJDKHOCTHBIX JIULI.

21. TocymapcTBeHHBIM apXuBHBIM (OHI (Ha3HaueHHWe, cocTaB). JOKyMEHTaIbHBIA M
apxXuBHBIA (POHIBI TaMOXXEHHOTo opraHa. OTINYHSA «TPAAULHOHHOTO» H (QIEKTPOHHOTO
apXUBOB.

22. BenoMcTBEHHBIE apXWBbI (B TaMOXXEHHBIX OpraHax): BUJbl, COCTaB JOKyMEHTOB,
¢ynkuuu. McnonHeHue 3ampocoB  COLMANBHOIO Xapakrepa. «CreunuanbHBIH» apXuB B
TaMO>KEHHOM OpTraHe.

23. lenp, sTambl, OPUHIUNBI W KPUTEPUM SKCIEPTH3bl IIEHHOCTU JIOKYMEHTOB B
TaMOkeHHOM oprane. [TomHomouus u opranuzamus padoter JK.

24. Ponp M 3HaueHHE HOMEHKIATypbl [Jell B OpraHU3allMu JEIONpPOU3BOJACTBA B
TaMO>KEHHOM opraHe. Bunpl HomeHknatyp nein. [IpaBuia moaroToBku.

25. Metononorusi IpOEKTUPOBaHUSI U BHEAPEHUs CUCTEM YIPABJIECHUS JOKYMEHTaMH
(CY 1) B opranm3anuu Ha coBpeMmeHHoM dTare (Ha ocHoBe [OCT P UCO 15489-1).

26. Kiaccudukauuss W Xapakrepuctuka mporpammHoro obecnedenus (I10),
UCIIOJIB3YEMOro Ui IieJiell aBTOMaTU3alluu JOKyMEHTOOOpOTa B COBPEMEHHBIX YCIIOBHSX.
B03MOXXHOCTH HCHOJB30BaHUS CUCTEM YrpaBieHHs nmotokoM pabor (Workflow) B mporuecce
aBTOMAaTH3allH €TI0 POU3BOCTBA.

27. Tlpouenypa ucnoisb3oBanus u npusHanus I u DI YnocToBepstonme HeHTPHI B
TaMOXKEHHBIX OpraHax.

28. @epepanbHas 1eneBas mporpamma  «OiuekrpoHHas Poccus».  IIpoGiembl
B3aUMOJICHCTBUS (peAepaTbHBIX OPraHOB HCIOJHUTEIBHOM BJIAcTH B IIPOLECCE CO3MaHUs U
UCIIOJIb30BAHUSI MEKBEIOMCTBEHHOIO 3JIEKTPOHHOIO AokymeHToobopota. ®TC Poccum B
COCTaBE «3JIEKTPOHHOTO MPaBUTEILCTBAY.

29. OcHoBHble HopmatuBHble mnpaBoBele akTbl PTC (I'TK) Poccum B obGnactu
JOKYMEHTaIl[MOHHO-UH(POPMALIMOHHOTO 00eCIIeUeH sl YIIPaBICHUs JESITEIbHOCThIO0 TAMOKEHHBIX

OpraHoB (K1accuPUKaIus, XapaKTePUCTUKN ).

HIkajna oueHnBaHud.

Ounenka Kpurepuu Pesyabrarhbl 00y4eHus
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«GadyTCHO»

OLIE HKH

- Crynenr (1.3.1
TIOKA3bIBACT Ha yPOBHE 3HAHUI:
BCECTOPOHHHE W TJIYOOKHE |3yaty,  OCHOBHBIE  TONOKEHHS  METOIMKH
3Ha TpOTPAMMHOTO |y venenns UHPOPMALIUOHHOM u
MaTepuana, 3HAHUE .
OCHOBHOM H OnbmorpauyIeckor  KylbTypbl VIS PELICHHS
JIOTIOJTHUT € ILHOM 3aaaq HPO(I)CCCHOH&?BI;OH JEeSTeTbHOCTU
JTHTEPATYPHI; Ha YPOBHE YMEHHUI: YMETh IPaMOTHO 3aIlOJIHATH

TOCJIeTOBATEIIHHO U YETKO
OTBEYAeT Ha  BOIMPOCHI
3ayeTHoro Owiera U
JIOTIOJTHUT €JIbHbIE
BOIIPOCHI;

- YBEPEHHO
OpUEHTHPYETCS B
MEXIPEIMETHBIX CBS3SX
u npoOJIEeMHBIX
CUTYaIWsIX;

- JIEMOHCTpPHUpPYET
CHIOCOOHOCTH  MIPUMEHATH
TEOPETHYECKHE  3HAHUSA
111 aHanm3a
NPAaKTUYECKUX CUTYyali,
JenaTh NpaBUWIbHbIE
BBIBOJIBI, TPOSIBIISIET
TBOPYECKHE CIOCOOHOCTH
B TIOHIMAHWH, W3JIOKEHUN
u UCTIONb30BaHUH
MPOrPaMMHOTO
MaTepuana;

- IOITBEPIKIAaET TOJTHOE
OCBOEHHE KOMIIECTEHIIYMA,
IpeyCMOTPEHHBIX
MPOrPamMMON OCBOCHUS

JUCIUIUIAHEL.

«HE3aYTCHO»

- Crynenr mmeer
CYLIECTBEHHbIE MPOOEIBI
B 3HAHMIX  OCHOBHOT'O
yuyeOHOro Matepuaa;

- JIOIyCKaeT
NPUHLMNHAIbHbIE
OIMOKH TIPH TIPHM CHEHUU
3HaHWI, KOTOpbIE  HE
TO3BOJISIFOT emy
BBITIOJTHATh
nabopaTopHsle  PabOTHI
(TpakTHUeCKHe 3aHATHs);

- He
TIOATBEPXKIAET OCBOCHUE
KOMIIC T HIIH,
MPEe1YCMOTPEHHBIX
porpaMMon
JIMCTIVTUINHEI;

U 0oQopMIISITH JOKYMEHTBI, HCIOJIb3yeMble B
pOo(eCCUOHANBHOM JIESATEeNbHOCTH

Ha ypoBHE HaBBIKOB: OUBIT mpodeccuoHaIbHON
JEeSITeTbHOCTH
OIIK-6.2 (2.1) Ha ypoBHE 3HAHHIA:
3HaThb OCHOBHBIE IOJIOKEHUS METOJUKU HAy4YHOU
OpraHM3allii CBOETO Tpyda U CaMOCTOSITENIHHOM
OLICHKH PE3yJIbTaTOB CBOEH JIEATEIbHOCTH

HA YPOBHE YMEHMU:
YMeThb MIPUMEHSITh METOUKU Hay4HOH
OpraHM3ally CBOETO Tpyda U CaMOCTOSITEJIbHOM
OLICHKH PE3yJbTaTOB CBOEH JEATEIbHOCTH

Ha YPOBHE HAaBBIKOB:

OmnpIT pereHus CTaHJIAPTHBIX 3a/1a4
IpOo(eCCUOHAIBHOM  JIeATEIbHOCTH Ha OCHOBE
HAay4yHOM  OpraHu3alud  CBOErO  Tpyda H

CaMOCTOATEIBHOM OLIEHKM pe3yJbTaTOB CBOEH
JIeATEIIbHOCTU
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- HE 3HAeT
METOIUKH peam3aimm
NPAaKTUIECKUX  HABBIKOB
HCTIONIb30BAHYSA
M3ydaeMbIX nporpamm
IUCIMIUIVMHEL WWIM — HE
MOXET CaMOCTOSTENILHO
MPOIEMOHCTPUPOBATh
NPaKTUIECKUE YMCHHS.

4.4. MeToanueckue MaTepHaJibl

OuenuBanue 0Oy4arOIMXCsi B IMpoOIlecCe IOITAIHOTO OCBOCHUS WMU KOMIETEHIUH,
GopMUPYEMBIX JTAHHOW TUCIUIUIMHOW OCYIIECTBIISIETCST B (OpMe TMATHOAJUTBHOW OIICHKH,
KOTOpas MpeArnojaraeT OUeHUBAHUE 3HAHUL C TIOMOIIBI0 YCTHOTO COOECEeIOBaHUs MO y3JIOBBIM
BOIIPOCAM U yMeHUll PeIiaTh 3HAHUEBBIEC TECTHI.

5. MeToanyeckue yKazaHus 1Jisl 00y4aOMMXCcsl M0 0CBOEHUIO AUCHUILTHHBI
(Mony.Jist)

Memoouueckue pekomenoayuu no nOO20Mo6Ke K 1eKUUOHHBIM U CEMUHAP CKUM 3AHAMUAM

Onna w3 3amay Kypca «OCHOBBI JOKYMEHTOOOOpPOTa B TaMOXXEHHBIX OpraHax» -
aJlanTalys CTYICHTOB K HOBBIM (popMaTaM OBJIQZICHUSI 3HAHUSMH, OCHOBBIBAIOIMMUCS HE Ha
[IaCCUBHOM YCBOGHMHM HHGOPMAlUU W HUX PENpONYKIMU, a Ha AKTUBHOCTU CTYyJIEHTa H
TBOPYECKOM BOCIPOM3BEAECHUHU 3HAHUM. J{J1s1 pereHus 3Toi 3ajauu UCIIONb3yeTCs OpraHu3alus
BPEMEHHBIX TBOPUECKUX IPYII 10 HHTEPECAM AJISI CAMOCTOSITEIbHOTO U3y4EHUS OTAEIbHBIX TEM
Y BBITIOJIHEHUSI CAMOCTOSTENIbHBIX padoOT.

B mnpomecce camocrosTenbHON paOOThl CTYIEHTY HE PEKOMEHIYeTCsl 3aydyhBaHUE,
MeXaHWYecKoe 3allOMHHaHue ydeOHoro marepuana. CTYIEHTY ClleAyeT MOCTOSHHO MBICICHHO
COOTHOCHUTH TIOJYYEHHYI0 HAaydyHyl0 HMHQOpPMAlUI0 C COOCTBEHHBIM OIBITOM, KPUTHUYECKH
aHAJIM3UPYs €T0 U OLIEHUBAsI C HOBBIX, YK€ HE JKUTEHCKUX, a HayYHbIX MO3UIUH.

B mensx moAroToBKM K CEMHHAPCKUM 3aHSATHUSM CTYAEHTaM HEOOXOAWMO HCIIOIb30BATh
KaK OCHOBHYIO, TaK U JOIOJHUTEJIBHYIO JINTEPATYpy 110 TEMaM CEMHHapa.

VYuuTeiBas, 4YTO JIEKUMOHHBIE 3aHSATUS IHPOXOAIT HE IO BCEM TEMaM JAWCLMIUIMHBI,
ClIelyeT KOHCIIEKTUPOBAaTh MaTepua o TeMaM CEMUHAPOB.

Memoouueckue pexomenoayuu Kk camocmoamebHoll padome

OpuenTaius yueOHOTO MpoIiecca Ha CaMOPa3BUBAIOLIYIOCS JIMYHOCTD JIEJIaeT HEBO3MOKHBIM
nporiecc oOydeHus 0e3 MpeoCTaBICHHs CTYJICHTaM IpaBa BEIOOpa MyTel U COCOO0B OOyICHU .
[osiBnsieTcst HOBAs 11e7Tb 0OPA30BATENBHOTO MPOIEcCa — BOCIIUTAHNE KOMIIETEHTHOW TUYHOCTH,
CrocoOHOM penaTh TUITMYHBIE TTPOOJIEMBI M 33124 HCXO/1 U3 TPHOOPETEHHOTO Y4eOHOTO OIbITa U
aJICKBaTHOM OLIEHKA KOHKPETHOU CUTYAIlUH.

JlocTukeHue STOM 1enu HEBO3MOXKHO 0Oe3 MOBBIIEHHUS POJM CaMOCTOSTENbHONW paboThI
CTY[ICHTOB HaJl Y4eOHBIM MATEPHATIOM, VCUICHUS OMBEMCMEEHHOCMU Npenooasamens 3d pas3gumue
HABBIKO8 CAMOCMOSIMEbHOU pabombl, 3a CTUMYAUPOBaHUE MTPO(eCCHOHAIBHOIO pOCTa CTYIEHTOB,
BOCIIUTAHUE UX TBOPUECKOW aKTMBHOCTU Y HHUIATHBBL

CylnHOCTh CaMOCTOSTEIIBHONH pabOThI CTYACHTOB KaK CHEIU(PHYECKON e arornuecKon
KOHCTPYKIIUU OMpeiesieTcss 0COOCHHOCTSIMU MOCTABJIEHHBIX B HeM yueOHO-TI03HABATENIbHBIX 3a/1a4.
CrnenoBarenbHO, caMOCTOsITeNIbHAS paboTa - 3TO HE MPOCTO CaMOCTOSTENbHAS IESATEIbHOCTh
yJalgxcs 0 YCBOSHHIO YUeOHOro MaTepuana, a 0cobas cucmema ycuo6uti 00y4eHusl, Op2anu3yemlx
npenooasameiem.

DYHKIUM, 33294 U BUIbI CAMOCTOSITEIbHOI padoThI CTY/IEHTOB
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Heob6xoaumMocTs opraHu3alium co CTyACHTaMU Pa3HOOOPa3HOM CaMOCTOSTEIHFHOM JEITEIIHOCTH
ONpEZIeIACTCA TEM, YTO YHACTCs PaspellMTh TPOTHBOPEYME MEXIy TpAHCISANMEH 3HAaHUW M UX
YCBOCHHEM BO B3aUMOCBSI3H TEOPHH M TPAKTHKH.

CamocrosirenibHasi paboTa BHITONHSIET psd (hyHKUuUIL, K KOTOPHIM OTHOCSITCS
* Pazsusarowjas (IOBBIICHUE KYJIBTYPbl YMCTBEHHOTO TPYy/a, IPUOOIIEHNE K TBOPUYECKUM
BHJIaM JICSITEIBHOCTH, O0OTAIICHHE WHTEIJICKTYalIbHBIX CTOCOOHOCTEN CTYJICHTOB);

*  Ungopmayuonno-odbyuarowas (yueOHas AEATEIBHOCTh CTYJIEHTOB Ha ayaUTOPHBIX

3aHATHSX, HEMOIKPEIUIEHHAs CaMOCTOSATEIbHONW  paboTO#, CTaHOBHTCA  Majo

pe3yabTaTUBHOMN );

*  Opuenmupyrowas u cmumyrupyiowas (Ipoleccy oOydeHUs MPHUAACTCS YCKOpEHUE U
MOTHBAIHS);

*  Bocnumamenvuas (GopMuUpylOTCSI W pa3BUBAIOTCA MNpodecCHOHATbHBIE KavyecTBa
CIIeIUAJINCTA);

*  Uccneoosamenvckas (HOBBIM YpOBEHBb TPOPECCHOHATBHO-TBOPYECKOTO MBIIITICHHSA).
B ocHOBe caMOCTOSATENBHON paOOThI CTYACHTOB JIEXKAT CIEAYIONME HPUHUUNDBL: PA3BUTHS
TBOPYECKOW JESITETHLHOCTH, I[EICBOTO TIJIAHU POBAHHUS, THIHOCTHO-JICSITETBHOCTHOTO MOIX0A.
3adauu camocmoamenvHoi padomel CHyOeHmos:

e  CHUCTEMaTH3alysl U 3aKpEIUICHHE TOMYYeHHBIX TEOPETMUECKUX 3HAHUN M TPAKTUYECKUX YMEHUM
CTYZIEHTOB;

e yIIyOJieHWE U PACHMPEHUE TEOPETUUECKIX 3HAHU
e (dopMHpPOBaHUE YMEHHS UCIIOIB30BATH CIPABOYHYIO JIUTEPATYPY;

® pa3BUTHE TIO3HABATEIbHBIX CIHOCOOHOCTEH W AaKTUBHOCTH CTYIEHTOB: TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPTaHM30 BAHHOCTY;

L4 (I)OpMI/IpOBaHI/Ie CaMOCTOATCIBHOCTU MBbIIUICHU A, CIIOCOOHOCTEH K CaMOpa3BUTUIO,
CaMOCOBCPHICHCTBOBAHUIO U CaMOpCAJIM3alluH;

® DPAa3BUTHE UCCIENOBATEIBCKUX YMEHU.

B yde6HOM mporiecce BhICIIEro yueOHOTO 3aBEACHHS BBIACISIOT 1Ba BUAA CAMOCTOSTEIbHON
paboThI: ayoumopHan u eHeayoOumopHan.

AynuTtopHasi caMocTosiTelIbHasi paboTa Mo AUCHUIUIMHE BBIITOIHSIETCS Ha YI4eOHbIX 3aHATHIX
I10/1 HEMTOCPEACTBEHHBIM PYKOBOJICTBOM IIPETIOAABATEINS U 110 €0 3aJaHHSIM.

BueaymutopHast  camocrostenbHas — pa0OTa  BBIIONHSEICS — CTYAGHTOM O 30A0AHUIO
npenoodasamelisi, HO 6€3 ero HermoCpPeICTBEHHOIO YUacTHSI.

BHueaynutopHas camocTosiTenibHast paboTa BKIIOYACT TAaKUE ghopmbl padombol,
KakK:

® WHIWBHUIYyaJIbHBIC 3aHATHUS (JJOMAIHUE 3aHATHUA):

v W3ydeHHe MPOrpaMMHOrO MaTepHalia JUCIMILTHHBI (paboTa ¢ y4eOHHKOM M KOHCITIEKTOM
JICKIIMH );
M3Y4CHHE PEKOMEH TyeMbIX JINTEPATYPHBIX HCTOUHHKOB;
KOHCIIEKTUPOBAaHHUE HCTOUHHUKOB;
BBITMOJIHEHUE TPAKTUYECKUX 3aJaHU;
paboTa co CIIOBapsSIMHU U CIIPABOYHUKAMHU
paboTa ¢ AJIeKTpOHHBIMU HH(POPMAIITMOHHBIMH pecypcaMu U pecypcamu Internet;
COCTaBJICHUE TIJIaHA U T€3MCOB OTBETAa HA CEMHUHAPCKOM 3aHSTHH;
COCTaBJIeHUE cXeM, Tabiull, pedycoB, KPOCCBOPIOB AJIsi CUCTEMaTH3alluu y4eOHOro
MaTepuana,
OTBETHI HAa KOHTPOJIBHBIE BOIPOCHI, TECTHI;
aHHOTHPOBaHUE, peeprupOBaHUE, PELIEH3NPOBAHNE TEKCTA;
COCTaBJIEHHUE TTI0CCapHsl, KPOCCBOP/Ia MO0 KOHKPETHOM TEME;

AN NI N N N NN

AN



31

v HOIIOTOBKA K KOJUIOKBHYMY;
v’ [OIIOTOBKA IPE3EHTALINY;
v’ TOJArOTOBKA K 3a4€TY;
® IDYIIOBas CAMOCTOATENBHAsT PaboTa CTYIEHTOB:
v/ HOATOTOBKA K 3aHSTHSM, TIPOBOIMMBIM C UCIIOJb30BAHUEM aKTHBHBIX OpM  00ydeHwUsI
(KOJITIOKBUYM, TUCKYCCHSI);
v’ TOJyYeHre KOHCYIBTAUi ISl Pa3bsICHEHHIA 110 BOMPOCAM H3y4aeMOM JHCIUILTHHBL,

CopnepxaHue BHEAyJUTOPHON CAMOCTOSTEIBHON PabOTHI ONPEAEIIeTCS B COOTBETCTBUU C
paboueii yueOHol mporpaMmoii qucMIuHbL Pactipeenenue o0bemMa BpeMeH! Ha BHEAyIU TOPHYIO
CaMOCTOATEIBbHYIO pabOTy B PeKUME JHS CTYICHTA He pe2lamenmupyemcs PaCiiriCaHAEM.

Buibl 3ajannii 11 BHEAyJUTOPHOW CaMOCTOSATEIbHOM pabOoThl, MX COAEPIKAHUE U XapaKTep
MOTYT HMMETh BapHaTHBHBIM M AU(PepeHIIMPOBAHHBINA  XapakTep, YYUTHIBATH CIELUQPHKY
CTHEINAIBHOCTH, H3y9aeMOH W CIUTITNHBI, WHIM BUAYaTbHBIE OCOOCHHOCTH CTY/ICHTA.

IInanupoBanue ¥ opraHM3alysi CAMOCTOSITEJIbHON padoTbl CTy/IeHTa

[IpaBunbHass opraHu3alusl CaMOCTOSATENBHBIX Y4EOHBIX 3aHSATHH, UX CHCTEMATHYHOCTH,
1eaecoo0pa3Hoe MIIAHUPOBAHUE pabouero BpeMeH! MO3BOJISIET CTYAEHTaM pa3BUBaTh yMEHUS U
HaBBIKM B YCBOCHUU U CHCTEMAaTW3AllMM IMPHOOPETaeMbIX 3HAHUM, 00eCTIeYlBaTh BHICOKHI YpPOBEHD
YCIEBAEMOCTH B IIEpU O] O0YUEHHsI, MOTYYUTh HABBIKU MOBBIMICHUS TPOPECCHOHATBFHOTO YPOBHSL.

3ad0auu npenooasamensn MO TJIAHUPOBAHUIO U OPTaHU3AIUU CaMOCTOSATEIBLHON paboThI
CTy/IEHTA!

1 CocraBiieHne njaHa caMOCTOSATENBHON pabOTHI CTYJEHTA IO AUCITUTIJIUHE.

2. Pa3zpaboTka 1 BbIZaua 3aJaHUM JIJIs1 CAMOCTOSITEIIBHOU pabOTHI.

3. OOydeHue CTYIEHTOB METOJIaM CAMOCTOSTEIILHON PaOOTHI.

4. OpraHu3anys KOHCYJIbTAlMH 10 BBITIOTHEHUIO 3a/1aHUH (YCTHBINA MHCTPYKTaX, TMCbMEHHas

WHCTPYKIIHSA).
5. KoHTpoib 32 X0JI0M BBHIMOJIHEHHS U PE3YJABTATOM CAMOCTOSITEIbHOM paboThI CTy/IEHTA.

CTyneHT IOJIKEeH 3HaTh:
e Kaxkue pa3gensl U TEMbl JUCHUIUIMHBI TPEAHA3HAYEHBI IS CaMOCTOSITEIIbHOTO
n3y4eHus (IOJHOCTHIO MJIH YaCTHYHO);

e Kkakue (JOpMbI CaMOCTOATENILHON paboThl OyIyT CIOJIb30BaHbI B COOTBETCTBUU C paboueit
IIPOrPaMMON;
e Kakas ¢opMa KOHTPOJIS U B KAKME CPOKH MPETyCMOTpPEHA.
PexoMeHtyeTcst 11ocie10BaTebHOe N3Y4eHUE MOIYJIEH COIIACHO YKa3aHHBIM HOMEPAM.
Buzbl yueOHBIX 3aHATUH MO KaXXIOMY MOJYIIO U yd4eOHOMY 3JIEMEHTY IPE/ICTABJIEHBI B
TabauIe.

Memoouueckue pexomenoayuu no n0020mMoeKe K KOJ0KeUymy

KomnokBuym - Bua y4eOHO-TEOPETHYECKUX 3aHATUM, MPEICTABISIONMI  co00ii
IpynInoBoe OOCYKIEHHE I10J] PYKOBOJACTBOM IIpENoOJaBareisl JOCTaTOYHO IIMPOKOIO Kpyra
npoOieM, HampuMep, OTHOCUTEIBHO CAMOCTOSTENIBHOTO OOJIBIIOrO pasjesa JEKIMOHHOTO Kypca.
OmHOBpEeMEHHO 3TO U (popMa KOHTPOJIIS, Pa3HOBUIHOCTh YCTHOTO 9K3aMeHa, MAaCCOBOTO OIMpoca,
MO3BOJIAIONIAS MTPETIOIaBATENII0 B CPABHUTEIBLHO HEOOJBINON CPOK BBISICHUTH YPOBEHBb 3HAHUH
CTY/IEHTOB enon aKkaJleMH4eckoil ~ Ipymmel 1O JaHHOMY  pasfeny  Kypca.
KomnokBuym mpoxomutr o0bvHO B (opMe AHMCKycCMU, B XOJ€ KOTOPOH CTyICHTaM
MPEOCTaBISIETCS BO3MOXXHOCTh BBICKa3aTh CBOIO TOYKY 3pEHHSI Ha paccMaTPUBACMYIO
npo0iemy, YUUTHCSA 000CHOBBIBATh u 3alMIIAT ee.
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ApPryMEHTHpYS U OTCTaWBas CBOE€ MHEHHE, CTYACHT B TO K€ BPEMs JEMOHCTPUPYET, HACKOJIBKO
IITyOOKO M OCO3HAaHHO OH YCBOMJI M3ydeHHBbIH Marepuan. [Ipy moArotoBke K KOJUIOKBUYMY
CTY/IEHTYy PEKOMEHJAYETCSl JeTajlbHO IpopadoTaTh JIUTEpPaTypy IO TEME KOJJIOKBUyMa U
MOATOTOBUTH apIyMEHTHI /11 000CHOBAHUSI COOCTBEHHOM MO3UIUH.

Memoouueckue pekomeHoayuu no nOO20Mo6Ke nPe3eHmayuu.

IIpe3entanus - cambliii 3¢ () eKTUBHBIH cNIOCO0 JOHECeHUs] BaKHOM MH( OpMaNu KaK
B pas3roBOpe «OJUH Ha OJWH», TaK M MpHU NYOJUYHBIX BbICTYIIEHMsX. Crlaiia-npe3eHTanuu
MO3BOJAIOT  J3(PPeKTH0 W  HAIVIAAHO  I[PEICTaBUTh  COACpPXKAHUE, BBIICIUTbL U
IPOUJUTIOCTPUPOBATh  COOOLICHUE, KOTOPOE HECET MPEe3eHTalusi M €ero KIIuYeBble
COJIEpKaTEIIbHBIE IYHKTBI. VICIOIB30BaHME HMHTEPAKTUBHBIX JJIEMEHTOB IIO3BOJISECT YCHUIIUTH
3(QQPEKTUBHOCTh BBICTYIJICHHH, SBJSIIOLMXCS YacTbi0 MNPO(PECCHOHAIBHOM  JEATEIbHOCTH
OOJIBIIMHCTBA CIELIUAIUCTOB.

[lpy moAroToBKE K MPE3EHTALMU CTYAEHT BBIOMpAeT M3 MPEJIOKEHHOTO CIIHCKa
UHTEPECYIOIYI0 €ro TeMy, M3y4aeT €€ ¢ MCIOJb30BaHMEM HeoOXOAMMOH yueOHOH M HaydHOMH
JUTEpaTypbl U TOTOBUT Clal-TIpE3eHTAIUH.

6. Y4yeOHas quTepaTypa u pecypchl HH( OPMALMOHHO-TeJIe KOMMYHUKAIMOHHOM
cetn "UHTEepHET", BK/IIOYas NepedeHb y4eOHO-MeTOAUYeCKOro o0ecnevyeHus AJsi
CaMoOCTOSITE/IbHOM padoThl 00y4alONMXCH MO JMCUHUIIMHE (MOLYJII0)
6.1. OcHoBHas UTEpaTYypa.
1. KprokoBa H.II. JlokymMeHTHpOBaHME YNPABICHUYECKOH MAEATENbHOCTH: YueOHOe

nmocobue. — M.: MTHDOPA-M, 2010.

2. MarBeeBa B.A. OCHOBBI JOKyMEHTOOOOpPOTZ B TAaMOXEHHBIX OpraHax: y4eOHO-
HansigHoe mocooue. —M.: PUO PTA, 2015.

3. COopHHMK W3BIEYEHHH W3 HOPMATUBHBIX IPABOBBIX AaKTOB IO BOIpPOCAM

JOKYMCHTAIITMOHHOI'O0 1 I/IH(I)OpMaIII/IOHHOFO obOecrieyeH ust ACATCIIBHOCTH TaMOXKXCHHBIX OpPraHOB

(mo coct. Ha 01.09.2014) / MatBeeBa B.A. -M.: PUO PTA, 2015.

6.2. JlonoaHuTeNnbHas IUTEPATypA.
1. JManunuH A. DneKTpOHHBIE TOCYAapCTBEHHBIE YCIYIM U aJIMUHUCTPAaTUBHbBIE

pernamMeHThl: OT NOJMTUYECKOW 3a1a4M K apXUTEKTYpEe <QJIEKTPOHHOIO IPaBUTENIBCTBAY. —M.:
NHOPA-M, 2004.

2. Maneimenko HO.B. DieKTpoHHBIN JTOKYMEHTOOOOPOT B TOproBiie, OAHKOBCKOM H
TaMOXXEHHOM Jielie: YuebHoe nmocobue. — BO PTA, Brnagusocrok, 2002.

3. MarseeBa B.A., 'anonenko B.A. Mcnonbs3oBanne WHGOPMAITMOHHBIX TEXHOJOTUN B
JOKyMEHTAI[MOHHOM OOECIIEYCHHH yIPaBJICHUS JEATCIBLHOCTBIO OpraHM3amuu: Y4eOHO-
HaraaHoe nmocobue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexxnoit B.J. Meronel u Moaenu NpUHSTHS YIIPaBIEHUYECKUX

pemeHuii: Yue6. mocodue. —M.: UHOPA-M, 2014.
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5. I'paanuun O.H., Kuses B.W. MHnpopmarimoHHbIe TEXHOJIOTHH B YIPaBJICHUH: YUeOHOE
nocodbue. —M.: Hurepuer-Yuusepcuter HMupopmanmonnsix Texnonmoruit; BHUHOM.
JlabopaTopwust 3aanuii, 2008.

6. Kopuee M.K., Kcangonyno I''H. Texuuueckue cpencTBa ynpaBieHHUs: YUeOHUK ISt
BhEIcHIeH mKoJbl. —M.: THOPA-M, 2010.

7. Kopuee UK., [Tmenko A.B., MamypreB B.A. YnpaBinenue 1oKyMeHTaMu: YUeOHUK.
-M.: UHOPA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: )Kyan I'omec. Maremaruka, IMHOHBI U XaKEpBbl.
Konuposanue u kpunrorpadus. / Ilep. ¢ anrn. —M.: Jle Aroctunu, 2014.

9. TloBapoBa E.A. IlpoGiembl «ynpaBieHUs»» HHGPOPMALMEH B TOCYAAPCTBEHHBIX
OopraHax MCTOJIHUTENbHOU BiacTH // HpopManmornHoe mpaBo. 2008. Ne 2.

10. Canxuna JI.B., beikoBa T.A. /lenoBas nepenncka B KOMMEpUECKOW OpraHu3aluu. —

M.: MII®OP, 2004.

6.3. YueOHO-MEeTOIMYECKOe 00eCTICYCHUE CaMOCTOATEIbHON PaOOTHI.
1. JauunuH A. DJEKTpOHHBIE TOCYJApCTBEHHbIE YCIYIM W aJIMUHUCTPAaTUBHBIE

PEIIaMEHTHI: OT MOJUTUYECKON 3ala4M K apXUTEKTYypE «AJICKTPOHHOIO IPAaBUTEIBCTBA». —M.:
NH®PA-M, 2004.

2. Mamerimenko HO.B. DnekTpoHHBINH TOKYMEHTOOOOPOT B TOProBiie, OAHKOBCKOM M
TaMOXKEHHOM Jieiie: YuebHoe nmocodue. — BO PTA, Brnagusocrtok, 2002.

3. MatseeBa B.A., 'anonenko B.A. Mcnons3oBanne WHGOPMAITMOHHBIX TEXHOJOTUN B
JOKYMEHTAI[MOHHOM ~ OOECIICYeHUH YIPABICHHUS JACATEIBHOCTHIO OpTaHU3aluu: Y4eOHO-
HansigHoe mocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexxnoii B.M. Meronpl u Moaenu NpPUHSTHUS YIPABJIEHUECKUX
pemeHuii: Yue6. mocooue. —-M.: UTHOPA-M, 2014.

5. I'panmunn O.H., Kuses B.W. NadopmannoHHbIe TEXHOJIOTUU B yIIpaBJICHUU: YueOHOE
nocobne. —M.: Unrepuer-YuuBepcuter HWMudopmaunmonnsix Texnonoruii; BHUHOM.
JlabopaTopust 3Hanuit, 2008.

6. Kopuee N.K., Kcannonyno I'.H. Texuuueckue cpenctBa ynpaBiaeHHUs: YUeOHUK IS
BhICIIEH mKoJbI. —M.: UHDOPA-M, 2010.

7. Kopuee NL.K., ITmenko A.B., MamypueB B.A. YnpaBienue nokyMeHTaMu: YUeOHUK.
-M.: UHOPA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: XKyan I'omec. MaremaTuka, OIMOHBI U XaKephl.

Komuposanue u kpunrorpadus. / Ilep. ¢ anrn. —M.: le Aroctunu, 2014.
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9. TloBapoBa E.A. Ilpobnmembl «ympaBiieHHs» HWHGPOpMAIMEd B TOCYIapCTBEHHBIX
opraHax MCHoJHUTenbHOU Bractu // Mapopmanronnoe npaso. 2008. Ne 2.
10. Canxuna JI.B., beikoBa T.A. [lenoBas nmepenucka B KOMMEpPUECKOW OpraHU3aluu. —

M.: MLI®SP, 2004.

6.4. HopMaTHBHBIE TPABOBBIC JOKYMEHTHI.
1.TOCT P 7.0.8-2013. Jlenonmpou3BOJCTBO U apXUBHOE J1€710. TEPMUHBI U ONPEICICHUSL.

2. TOCT P 53898-2010. Cucremsl 2JIGKTPOHHOTO JIOKyMeHTOOOOpoTa. B3anmoeiictBue
CUCTEM aBTOMAaTH3allUM JIOKYMEHTAallUOHHOIO o0ecrieueHust ynpasieHus. TpeGoBaHus K
3JIEKTPOHHOMY COOOIICHUIO.

3. TOCT P 54989-2012/ISO/TR 18492:2005. O6ecneueHune JOITOBPEMEHHON
COXPaHHOCTH JJIEKTPOHHBIX JOKYMEHTOB.

4. TOCT P 54471-2011/ISO/TR 15801:2009. VmpaBneHue JOKyMEHTaIUEH.
HNudopmanus, coxpansiemasi B 3JIEKTPOHHOM BHU/IE.

5.TOCT P UCO 22310-2009. Cucrema cTraHAapTOB 110 HHPOPMALIUH, OUOITHOTEUHOMY U
uznarensckoMy neny. Mudopmanus M gokymeHTauus. PykoBOACTBO sl pa3pabOTUMKOB
CTaH/AapTOB, YCTaHABJIMBAIOIIMX TPEOOBAHUS K YIIPABICHUIO JOKYMEHTAMU.

6. TOCT P HCO 15489-1 — 20007. Cucrema cTaHzapToB N0 HWHQOpPMaIUH,
OMOITMOTEYHOMY M M3JIATeIIbCKOMY JIelTy. YTpaBiieHHe JokymeHTamu. O6mnme tpedoanus. 1SO
15489-1 — 2001. Information and documentation. Records management. General (IDT).

7.TOCT 7.73-96. Tlouck u pacnpocrpaHeHre nHgopmauu. TepMUHBI U ONpeeIeHUsl.

8. TOCT 7.74-96. NnopManimOHHO-TIOMCKOBBIE S3bIKUA. TEPMUHBI B ONIPEICTICHUSL.

1. KoHctuTyuma Poccninckon deaepaumu.

2. OG6 nsnexrponHoit nmoanucu: denepanbHblii 3akoH Poccuiickoit @enepanuu ot 06
anpens 2011 r. Ne 63-D3.

3. O6 wndopmanmu, WHPOPMAIMOHHBIX TEXHOJOTHSX W O 3anMTe HWHOOpPMALHH:
®denepanbHbIN 3aKOH Poccuiickoit denepannu oT 27 HUIOJNIA 2006 I.
Ne 149-®@3.

4. O nepcoHalbHBIX JaHHBIX: DenepanbHbIi 3akoH Poccuiickoit depepamnuu ot 27 urons
2006 . Ne 152-@3.

5. O nmnopsgke paccMoTpeHus oOpameHuil rpaxngaH Poccuiickoii  denepaunu:
®enepanbHbliil 3akoH Poccuiickoit @enepannu ot 02 mas 2006 r. Ne 59-D3.

6. O6 apxuBHOoM pene B Poccuiickoit @eneparuu: denepanbhblii 3akoH Poccuiickoi

®enepanun ot 22 okrsi0pst 2004 . Ne 125-D3.
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7. O rocymapcTBEHHOW TpakaaHCKol ciyxbe: denepanbHbiii 3akoH Poccuiickoit
®enepanuu ot 27 nurong 2004 r. Ne 79-D3.

8. O TtexumueckoM perynupoBanun: OenepanbHbiil 3ak0oH Poccuiickonn @eneparuu ot 27
nexadpst 2002 r. Ne 184-D3.

9. O rocynapctBeHHOU TaiiHe: 3akoH Poccuiickoit @enepauuu ot 21 urons 1995 r. Ne
5485-1.

10. O cucreme u cTpykrype ¢eaepalbHBIX OpPTaHOB HWCIOJHUTEIBHOW BIIACTH: YKa3
[Ipesunenta Poccuiickoit @enepariuu ot 09 mapta 2004 1. Ne 314.

11. O6 yrBepxaeauun [lepeuns cBeneHuil, OTHECEHHBIX K TOCYIApCTBEHHOM TaifHe: YKa3
[Ipe3unenra Poccuiickoit denepaunu oT 30 HOSIOpst 1995 T.
Ne 1203.

12. O6 >7MeKTpOHHON MOMANMMCH, WCIIOIb3YeMON OpraHaMyd HMCIOJHUTEIBHON BIIACTU H
OpraHaMy MECTHOTO CaMOYIPABJICHUS MPU OPTaHU3AIUH SJIEKTPOHHOTO B3aUMOJICHCTBUS MEXKTY
co0oM, O MOpPsAKE €€ MCIOIB30BaHUsA, a Taloke 00 YCTAaHOBJIECHUM TPEOOBAHUM K 00ECIICUCHHIO
COBMECTUMOCTH CpeACTB 3jekrpoHHoU noanucu: [loctanoBnenue [IpaBurenscrBa Poccuiickon
®enepanuu ot 09 despans 2012 . Ne 111.

13. O enuHOH cHUCTEME MEXBEIOMCTBEHHOIO JJIEKTPOHHOIO B3aUMOJECHCTBHUSL:
[TocranoBnenue [IpaButensctBa Poccuiickoit @enepannu ot 08 ceHTsiOps 2010 r. Ne 697.

14. O6 yrBepxknaenuu IlonoxkeHus O cucTeMe MEXBEIOMCTBEHHOIO JJIEKTPOHHOIO
nokymeHnToobopoTa: [locranosnenue [IpaButensctBa Poccuiickoit denepannu ot 22 ceHTAOPS
2009 r. Ne 754.

15. O6 yrBepxaenuu I[IpaBunm gemompomsBojacTBa B (emepalibHBIX — OpraHax
ucnonHuTenbHol Biactu: Iloctanosnenue IpasutensctBa Poccuiickoit @enepanun ot 15 nrons
2009 r. Ne 477.

16. Konnenuuss dopmupoBanusi B Poccuiickoit  ®Dexepanuu  3JIEKTPOHHOTO
npasutenbeTBa 10 2010 roga: Pacnopstkenue [IpaButensctBa PO ot 06 mas 2008 r. Ne 632-p.

17. O ®enepanbHoii TamoxkeHHOU ciyxk0Oe: [locranoBnenue [IpaButensctea PO ot 21
aBrycta 2004 1. Ne 429,

18. O6 yrBepxnenuu [IpaBui moAroTOBKM HOPMAaTHBHBIX ITPABOBBIX aKTOB (he/IepaTbHBIX
OpraHOB HCIIOJIHUTENIBHONM BJIACTM M HUX TOCYAapCTBEHHON peructpaiuu: [locraHoBieHue
[IpaButenscTBa Poccuiickoit @enepanuu ot 13 aBrycra 1997 r. Ne 1009.

19. O6 yrBepxkaenuu llonoxxkeHus: o mopsiake oOpaleHus co ciryxeOHol nHpopMarueit
OTPAaHUYEHHOTO paclpocTpaHeHUs B (eaepasibHBIX OpraHax MCIHOJHUTEIBFHOW BJIACTH:

[TocranoBnenue [IpaBurensctBa Poccuiickoit @enepanun ot 03 Hoa0ps 1994 r. Ne 1233.
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20. O6 yrBepxaeHur TUIIOBOW MHCTPYKIIMHU TIO ACIONPOM3BOJICTBY M paboTe apXWBa B
TaMokeHHbIX  opra”ax: [Ipuka3  ®TC  Poccum or 09 wmrona 2014
Ne 1331.

21. O6 yrBepxneHuun THIOBOrO MONOXKEHHUS 00 apXuBe TAaMOXEHHOTO oOpraHa u
MOJIOKEHHUST 00 JKCIEPTHOW KOMHUCCHHM TaMokeHHoro opraHa: [Ipmkaz @TC Poccum ot 23
asrycra 2012 r. Ne 1700.

22. OO0 yrBepkJeHNU KBaTU(UKALMOHHBIX TPeOOBaHUH K MpodeccroHaIbHbIM 3HAHUSIM
U HaBBIKaM, HEOOXOJMMBIM Il MCIOJIHEHUS JIOJDKHOCTHBIX OOS3aHHOCTEH MO JOJDKHOCTSM
denepanbHON TOCYIapCTBEHHOM TPaKIaHCKOHN CITy)KObI B 1eHTpanbHOM ammnapate @TC Poccun,
B MPEICTaBUTEILCTBAX TaMOXKEHHOM ciayxObl Poccuiickoit ®Penepaunu 3a pydexoM u
TamMokeHHbIX opraHax Poccuiickoit ®enepaunu: [Ipukaz @TC Poccuun ot 31 urons 2012 r. Ne
1535.

23. OO0 yTBepKIEHHWH THUIIOBBIX MOJOXKEHUM O TMOJpa3IeNeHUs X AOKyMEHTAIIMOHHOTO
obecnieueHust TaMokeHHbIX opraHoB: [lpukaz ®TC Poccun ot 01 mapra 2012 1. Ne 373.

24. O cucreme BEIOMCTBEHHBIX YAOCTOBEPSIOLMX LIEHTPOB TaMOKEHHBIX OpPIaHOB
Poccuiickoit  ®enepauun:  Ilpukaz  OTC  Poccum or 29 wmas 2008 T
Ne 637.

25. O TUHOBBIX CTPYKTypax TaMOXXEHHBIX opraHoB Poccuiickoii ®exnepanuu: Ilpukas
OTC Poccun ot 16 mas 2006 r. Ne 443.

26. O Ilpumepnoii HoMmeHkinarype nen TamoxHu: [lpukaz I'TK Poccun ot

01 HOs16ps 2002 1. Ne 1160.

27. IlepeueHb THUIOBBIX YIIPABJICHYECKUX APXMBHBIX TOKYMEHTOB, OOpa3ylOIMXCS B
Ipoliecce JESITEIbHOCTU TOCYNAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIpaBJIEHUS U
OopraHM3alui, ¢ ykazaHuem cpokoB xpaHeHus: [Ipukaz Munkynbtypbl Poccuiickoit @enepannu
ot 25 aBrycra 2010 r. Ne 558.

28. O0 yrBepkaeHMHM METOIWYECKUX PEKOMEHJAlMi 10 pa3padOTKe WHCTPYKIHUH IO
JIEIIOTTPOM3BOJICTBY B (pe/iepalibHBIX OpraHax MCHOJHUTENbHOW BiacTw: [Ipuka3 denepanbHOTO
apXUBHOTO areHTCTBa OT 23 mekadbpst 2009 r. Ne 76.

29. KBannuKanmoHHBIA CHPABOYHHUK IOJDKHOCTEH PYKOBOAMTENEH, CHEIUAINCTOB H

npyrux ciayxanmx: [loctanosnenune Muntpyna PO ot 21 aBrycra 1998 r. Ne 37.

6.5. UutepHeT-pecypchl.
1. OdunmanbHbIit calT I'nnpoun YIIPABJISAIOIIMX JIOKyMEHTaI e —

http/Amww.gdm.ru.

2. [Mopran koHcanTHHIOBO# rpynmbl «Tepmuka» - http//mww. termika.ru.
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3. LleHTp KOMITETEHIIMH IO BOIIPOCAM JOKYMEHTALHOHHOTO O0ECIICUCHHSI YIIPABICHUS
apxuBHOrO nena - http//mww.edou.ru.

4. [TopTan €XKEroTHOM MPaKTHYECKOM KOH(epeHIN U «Doctflow» —
http//www.docflow.ru.

5. HesaBucumsrii mopran o CO /I — http/mww.doc-online.ru.

6.6. VlHbI€ MICTOUYHUKH.

1. MaTepHaJ]BHO-TeXHI/I‘leCKaH 6333, ]/IH(l)OpMaIII/IOHHLIe TEXHOJO0I'UM,
IporpaMmmMmHoe¢ odecneyeHne u l/IHq)OpMaIII/IOHHbIe ClIpaBOYHbLIC CUCTEMbI

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

Exchange.

2. CIIC «KoncymprantlImtocy, «I"apanty, «BIOJI-Uudo» u ap.

3. AC «YKUJI-2».



