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1. IlepevyeHb MIaHMPYEeMbIX Pe3yJIbTATOB 00yUEeHHUS 10 JUCHUILIMHE (MOAYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHMS NMPOTrPaAMMBbI

1.1. Juctmmunaa (b1.5.32.01  Ocnosul

OOKYMEHmMOooOopoma 6 MAMOICEHHbIX OP2aAHAX)

o0ecIeynBacT OBJIAZICHUC CIICAYIOIUMHU KOMIICTCHIUAMUA C YUCTOM STalla:

Kon HaumenoBanue Kox srama ocBoennsa HaumenoBanue 3Tama
KOMIIETEHINH KOMITETEHIINH KOMIIETCHIINH OCBOEHUSI KOMIIETEHIIUH
OIlK-1 cnocobHocTh  pemats | 1.3.1 Cniocoben IPUMEHSTD

CTaHJapTHBIE  33Ja4u nH(OPMaLILOHHO-

npoecCHOHATBLHOM KOMMYHHKAITHOHHBIC

JEeSITEIbHOCTH Ha TEXHOJIOTUHI B cBOEi

OCHOBE NEeSITETTHHOCTH.

UH(OPMALIMOHHOW U

oubmmorpaduueckon

KYJIBTYpPbI c

IPUMCHECHUEM

nH(pOpMaIMOHHO-

KOMMYHHKAITHOHHBIX

TEXHOJIOTHI U C y4eTOM

OCHOBHBIX TpeOOBaHUM

uH(pOpMaIMOHHOM

0€30MacCHOCTH

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

HAYYHOH OCHOBE peleHre CTaHJAPTHBIX 3a/1a9

OpraHU30BaTh CBOI1 npodeccuoHaNbHOMI

TPy, CaMOCTOSITEIFHO JeSITeTbHOCTHHA OCHOBE

OIICHUBATh PE3YyIbTAThI HAy4YHOM OpraHH3aIiH

CBOCH JIeATEIILHOCTH CBOETO Tpyna "
CaMOCTOSITENILHON  OIICHKHU
pe3yJIbTaTOB CBOEH
JIESITENIbHOCTH

1.2.B pe3ynbTaTe OCBOSHUS TUCIHITIINHBI Y CTYIEHTOB JOJDKHBI OBITh C(HOPMUPOBAHBIL:

OTD/TD Kop srana PesynbraThl 00yueHus
(npu Hanuuuu OCBOCHUS
npogcmanoapma)l KOMITETEHITHH
TPYAOBBIC WIH
npodeccuoHaIbHbIE
JNEUCTBUSA
13.1 Ha YPOBHE 3HAHMM:

3HATH OCHOBHBIC TIOJIOKECHHUS METOIUKU MPHMEHEHHSI
MHGOPMALIMOHHON U OHOIHMOrpaguuecKoi KyJIbTyphl

1St peleHus 3aja4 npodeccroHalbHOM
esITeIbHOCTH

Ha YpOBHE YMEHUH: YMETh IPaMOTHO 3aloJIHATh U
0(pOpPMIIATH JIOKYMEHTHI, UCIOJIb3yEMBbIE B

MpodecCHOHALHOM e TENIbHOCTH

Ha YypoBHE HaBBIKOB: OmNbBIT mpodhecCuoHaThHOU

ICATCIIbHOCTH




OIIK-6.2 (2.1) Ha ypOBHE 3HAHUI:

3HATh OCHOBHBIE IIOJIOKEHHUSI METOAMKH Hay4HOMH|
OpraHu3aly CBOEro TpyJa M CaMOCTOSITENbHOM
OLICHKH PE3YJIbTaTOB CBOEH JESITEIbHOCTH

Ha YPOBHE YMEHMIA:

[YMeTh NPUMEHATh METOAMKU HAay4YHOM OpraHu3aluy
CBOEro Tpyda H CaMOCTOSITEIBHOM  OLICHKH
[PE3YJIbTATOB CBOEH JIEATEIIbHOCTH

Ha YPOBHE HAaBBIKOB:

OnbIT pelieHus CTaHJIapTHBIX 3az1ay
podeccnoHanbHOM e TeIbHOCTHHA OCHOBE HAy4YHOMH|
OpraHu3aluu CBOEro TpyJa M CaMOCTOSTENIbHOM
OLICHKH PE3YJIbTATOB CBOEH E€ATEIbHOCTH

1. O6beM 1 MecTO IMCUUILTUHBI (MOayJis1) B cTpykType OII BO

O0beM TMCHHUIJIMHBI
KonmuecTBo 3a4eTHBIX enUHML 10 yueOHOMY TuiaHy: 2 (72 yaca), KOHTaKTHask pabOT — JIEKIIUU
18 wacoB, mpakTHYeCKue 3aHATHS — 36 4acOB, CAMOCTOATENbHAs padoTa — 18 yacos.

Mecto nucuuniiuebl B cTtpykrype OII BO

—b1.5.32.01 OcHOBBI TOKYyMEHTOOOOPOTa B TAMOXKEHHBIX OpraHax, 4 Kypc, 8 ceMecTp;

— UCHMIUIMHA peanu3yercss mocie wusydeHws:: WHpopmaruka, Byxranrepckmii yder,
OCHOBBI ~ JIOKYMEHTOOOOpPOTa B  TaMOXEHHbIX oOpraHax, KOHCTUTYIMOHHOE IpaBo,
AnmuHuCTpaTuBHOE 1paBo, ['paxnanckoe mpaBo, @unancoBoe mpaso, [IpaBo EBpasuiickoro
HKOHOMHUYECKOT0 COK03a, MeXIyHapOAHOE TaAMOKEHHOE IIPABO;

2. Coaep:kaHue M CTPYKTYpPA JMCHUIIIMHBI (MOAYJIST)

Ounasn ¢hopma odyuenusn

Ne n/m HaumeHoBaHMe TeM H/WJIH O0beM TMCHUILUIMHBI (MOAYJIs1), Yac. dopma
pasnesioB Bceero KontaktHas pa6oTa ody4yarouuxcs ¢ CP TEKYIIEro
npenoaaBaTegeM KOHTPOJIs
M0 BUAAM y4eOHBIX 3aHATUI ycneBaeMoCTH**,
J/90, JIP/ 30, 113/ 30, KCP TMPOMEKYTOYHOM
JOT* JAOT* JOT* aTTecTaum® **
Pasgen 1 | OcHoBHBEIC NOHATUS H 8 2 4 2 0,3, T
TEPMHUHOJIOTHS B
JIOKYMEHTAllMOHHOM
obecreueHun
YIIPABJICHUS
Paznen 2 | lokymMeHTHpOBaHNE 16 4 8 4 0,3, T
YIpaBIEHUECKOHN
JESITEIILHOCTU
TaMO>KEHHBIX
OpraHoB
Paznen 3 | Opranuzanust paboTbl 16 4 8 4 0,3, T
C JIOKyMEHTaMH
(ympaBnenune
JOKYMEHTaMH) B
TaMOXEHHBIX OpraHax
Pazmen 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
TAaMOXKEHHOTO  fena.  JIOKyMEeHTOOOOpOT ~ Kak  TEXHOJOTMYECKas  COCTABILIOIIAs
JOKyMEHTalMoHHOro obecneuenust ympasinenus ([IOY) B tamoxenHbix opranax. JOVY kax
OTpa)K€HHE CHCTEMBbl M TEXHOJIOTUU YIPABJICHUS JEATEIbHOCTBIO TAMOXKEHHBIX OPraHOB: HOBast
napajurma yrnpasieHus! — IPOLECCHBINA MOIXO0I.

Kpatkuii aHanmu3 HOPMaTUBHO-METOAMYECKUX JOKYyMEHTOB B obsnactu JOVY B
Poccuiickoit ®enepanuu: a) 3aKOHOAATENbCTBO; O) CTaHAAPThI: MEXKIYHApOJHBIE U
HallMOHAJIbHBIE, B TOM 4HCJe, KJIacCU(UKATOPhl TEXHUKO-3KOHOMHYECKOM W COLUAIbHOU
unpopmanuu (TOCH). Ux poas B ”HPOPMALIMOHHOM 00ECIIEYeHUH AEATEIbHOCTH TaMOXKEHHBIX
OpraHoB; B) METOJUYECKas U yueOHas JINTeparypa.

HopmaruBubie mnpaBoBbie aktel DPTC Poccum B obmactu  JTOKyMEHTallMOHHO-
UH(POPMALIMOHHOTO 00eCIIeUeHHsI YIIPaBJIECHUS JIeSTeNbHOCThIO TAMOKEHHBIX OPraHOB: KPaTKUH

0030p.

Tema 1.2. OcHoBHbIe IOHATHA B cPhepe [JOY

Tepmunocucrema JIOY Ha coBpemMeHHOM »3Tame: B3I JoKkymeHToBena u UT-
CHeluamcTa.

JIOKyMEHT Kak MCTOYHUK W HOCUTENb uHpopManuu. [lucbmeHHas cynHoCcTh B popma
nokymenTta. Crpykrypa pgokyMeHta. Mertagannbie. Tumonoruss I0KyMEHTOB. @opmaThl

SJICKTPOHHBIX JOKYMCHTOB.




[TousTHs: «HGOPMALIUD», «IOKYMEHT», «JOKYMEHTAIIMOHHOE 00eCTIeYeHNE YIPABICHHS
(AOY)», «ympaBieHne JOKYMEHTaMH», <«WH(OpMAIMOHHOE oOOecreueHne YIpaBICHU,

«UH()OPMAIIOHHBIN MEHEPKMEHT», «3JIEKTPOHHBIN 1oKymeHT (D1)» u np.

Pasgen 2. JOKYMEHTUPOBAHUE YIPABJEHUYECKOM JEATEJHLHOCTHU
TAMOXEHHBIX OPT’TAHOB

Tema 2.1. JlokyMeHTHMpPOBaHHMe YINPaBJIeHYECKOH W HWHON NPOU3BOJACTBEHHOM
AeSITeJIbHOCTH B TAMOKEHHbIX OPraHax

JIoKkyMeHT Kak cleAcTBUe coObITHs. (OCHOBaHUS IS CO3JaHHUS JOKYMEHTOB B
opranuzanuu. [Ipunanve TOKyMEHTY FOPUINYECKON CUIIBL.

Cucrtembl JOKyMEHTAlMU, MCIOJb3yeMbI€ B ACSITEIBHOCTH TAMOMXEHHBIX OpPraHoB, MX
XapaKTepUCTHKA, COCTaB, B3aMMOIIPOHUKHOBEHHE. YTpaBieHueckue aokyMmeHTHl (Y/) kax
nucbMeHHas (opma YP U oTpakeHHE CHCTEMBI YIpaBICHUS, WX BUIBI, KIACCU(PUKAIUA.
Ormpenenienne  opraHu3allMOHHO-pacnopsauTenbHoro  gokymenta  (OPI]). Buget wu
pazHoBuHoctu OPJI.

bnanku OPJ] u TpeOGoBaHus, NpeapsBiIsieMble K HX O(DOPMIICHHIO, W3TOTOBJIICHHIO WU
xpanenuto. Peksusutel OPJ] u nmpaBmina ux odopmieHus. DopMyIisip T0KyMeHTA.

CTpyKTypa pEeKBU3UTA «TEKCT» B PA3IMYHBIX OPraHU3AIMOHHBIX U PACTIOPSIUTETHHBIX
JOKyMeHTaX (MOJIOKEHHE O TaMO>KEHHOM OpraHe, MOJOKEHUE O CTPYKTYPHOM MOApa3/ieieHHH,
JOJKHOCTHOM peraamMeHT (MHCTPYKIUs) U Jp.). TpeOoBaHUS K CTUIIIO U3TIOKEHUS PEKBU3WTA
«TEKCT».

Nudopmarnimonnbie TOKyMEHTHI (aKThl, TPOTOKOJBI, JAOKJIAJHBIE 3alUCKH, CIyKEOHbIE
MMChbMa, CIIPaBKH, OTYETHI U Jp.) U TpeOOBaHUsI, IPEAbIBIsIEMbIE K UX O(DOPMIICHHIO.

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

Tema 2.2. OcobOenHoctu odopMieHHS JOKYMEHTOB, CO31aBaeMbIX B Ipouecce

YIpaBJICHUSA NIEPCOHAJTIOM B TAMOKCHHBIX OpraHax

COOTHOIIIEHHE TOHATUN «KAJApOBasl JIOKYMEHTALMs», «IOKYMEHTBl JIUYHOTO
MPOUCXOXKACHUS (TI0 JIMYHOMY COCTaBY)», «IOKYMEHTAaIlMs O YMPABICHHUIO MEPCOHATIOMY, UX
COCTaB, KJacCHU(pUKaIHSI.

JlokyMeHTanbHOe o(hOpMIIEHHE KaIpOBbIX MpOIenyp - HeoThbeMieMas OOA3aHHOCTh
pabotomatens. TpeOoBaHUS POCCUICKOTO 3aKOHOIATENbCTBA K TMpOIEeaypaM U MpaBHIIaM
oopmIIeHHs JOKYMEHTOB I10 YIIPABJICHUIO TIEPCOHAIOM.

[TpaBuna odopmiieHUsT HEKOTOPBIX JOKYMEHTOB (ITOJIOXKEHHE O MEePCOHAIbHBIX

JTaHHBIX, PUKA3 MO0 JUYHOMY COCTaBY, aTTECTAlMOHHBIN JIUCT, KOHTPAKT U Jip.). PDopMupoBaHue
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U XpaHEHHWE JMYHOTO JieJa TOCYAapCTBEHHOTO TPAKIAHCKOTO CIyXKamero (COTpyIHHUKA,
paboTHHKA).

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

Kommepueckass (memoBasi) Tmepemucka: KiIacCUPUKAUSA KOMMEPYECKUX — IHCEM
(mpenioroBopHbIe, MPETEH3UOHHbIE, FapaHTUIHBIC, PEKIAMHBIE U JIp.); PABOBBIE OCHOBAHMS
MOJATOTOBKU; 0COOEHHOCTH O(POpPMIIEHUS; CTPYKTYpa TEKCTa (KOMITO3UILIMOHHOE TTOCTPOCHHE).

MexyHapoHble CTaHJApThl, HCIIOJIb3yeMble TMPU TMOATOTOBKE U  O(QOPMICHUU

KOMMEPUYECKOH MepenucKu: (GopMyIisp, COCTaB M PACIIOIIOKEHUE PEKBU3UTOB U T.II.

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

Tema 3.1. Opranuszanus ABHKeHUA (JIOKYMEHT0000p0Ta) U PadoThI € JOKYMEHTAMHU
B TAMOKEHHBIX OpraHax

CoBpeMeHHbIE TpeOOBaHMs K YIPABICHUIO AOKyMEHTaMH (yHpaBieHUE IOKyMEHTaMH,
peryiasTHBHas cpeja, MOJUTUKA B 0OJAacTH YHpaBICHHUS JOKYMEHTAaMH, paclpeieieHue
OTBETCTBEHHOCTH M IIOJHOMOYMM IO YIpaBlIeHUIO JTOKyMeHTaMu). CHCTEMHBIH MOAXOA K
YIOPaBICHUIO JOKYMEHTaMU B OpraHu3anuud. MeToqosioruss NpOEeKTHPOBaHUS U BHEJPEHUS
cucreM ynpasieHus qokymeHtamu (CY ).

JIOKyMEeHTOOOOPOT B TaMOXEHHOM OpraHe: cojep)kaHue (JOKYMEHTOIOTOKM); ATallbl
(xapakTepucTuka; TpeOOBaHMS K OpraHM3alM); COBPEMEHHBIE CPEJCTBA HCCIEIOBAaHUS H
MoienrpoBaHusi. OCHOBHbIE MPUHLHUIIBI pallMOHAIN3alUU JOKYMEHTO000pOTa B TaAMOXEHHOM
oprase. Bb16op ¢popmbl opranu3zaniu 1e10Mporu3BOICTBA.

Perucrpanus 10KyMEHTOB Kak METOJ BKJIIOUeHUs NOKyMeHTOB B CVY/I: kirodeBoi »Tam
JOKYMEHTOO0OpOTa M OCHOBAa CO3[aHMs JOKYMEHTaJIbHOH HH()OPMAIIMOHHO-TIOMCKOBOM
cuctemsl (JJUIIC). CtpykTypupoBaHue NOKYMEHTHpPOBaHHON uHopmanuu. [IpuHumnuambHas
cxema padotst JUTIC.

Kommepueckne  cnpaBoyHBIE — CHUCTEMBI  IIpaBOBOro  xapakrepa  («l'apaHT»,
«Koncynprantllntocy, «Konekey, «FOCHUC» u ap.) kak pazHOBUAHOCTH AoKyMeHTanbHbIX UIIC:
O(QUIMATIBHOCTh, aKTYaJIbHOCTh, MOJHOTAa M JOCTOBEPHOCTh HH(OpMALNU, COJEpKaluiics B
HUX.

Tema 3.2. OcoGeHHOCTH OpraHu3anuu padoThbl ¢ HEKOTOPHIMH BHAAMHU I0KYMEHTOB



OcoOeHHOCTH OpraHHu3alMy JETONPOU3BOJICTBA B pab0OTe C YCTHBIMU M NMUCHMEHHBIMU
oOpamieHus MU TrpaxkaaH. PaccMoTpeHMe 1o CymiecTBy, TpeOOBaHMs, TNPEABSIBISIEMbIE K
pemienuto. [Ipuem rpaxaaH.

OcoOeHHOCTH TOpSZIKA M CPOKH PACCMOTPEHHUS 3asBJICHUNM TpaxkIaH B cCiy4yae
00KaJoBaHUS HWMHU pELIeHHH, JeicTBuil (0e3neiicTBUil) TaMOXKEHHBIX OpPraHoB M HX
JOJKHOCTHBIX JTHIL.

CymHOCT, U OCOOEHHOCTH OpraHu3alu padoThl € JOKYMEHTAMH, COJCpPKAIIUMU:
cBeneHus orpanmdeHHoro pacmnpoctpanenus (JICII), koHdpuaeHManbHy0 (TIEPCOHATBHYIO)
uH(pOpMAIINIO, CITY)KEOHYIO TalfHY, TOCYAapCTBEHHYIO TalHY.

Tema 3.3. HapopmaTrmzanuss B chepe TOKYMEHTAIHMOHHOIO olecrmeYeHUs!
ynpasJieHUs

ABTOMaTH3aIUs JIEJIOMPOU3BOJICTBA — KJIIOYEBOW MOMEHT B HAJICKHOCTH pean3aliu
MOJICIA  YIpaBJIICHUS ~ OpPraHW3aledl W COBEPIICHCTBOBAHUS  aJMHHHUCTPUPOBAHHUSL.
CosepuienctBoBanue JIOY - oaHa U3  [PEANOCBUIOK — CO3JaHUSl  KOPHOpPaTHUBHOMU
unpopmanmonnor cucrembl (KWC) opranuzanuu. Otanbl W OCHOBHBIE — IPHHIIMIIBI
aBTOMATHU3AlMKM JIOKYMEHTOOOOpoTa (NMPUHIMIBL MEPBOro JHUIA, CXKaTus uHGOpMaIuy,
N0OpO’KENaTeIbHOCTH, OTHOKPATHOCTH BBOJIAa MH(OPMAIIHH).

Cuctembl  3IEKTpOHHOrO JokyMmMeHtoobopora (C3JI): ompenenenue; QyHKIUU;
tpeboBanus k CO/I. Onenka s¢p¢pextuHoctr CO/1. [Ipobdnemsl BHeapenus CO/L.

®TC  Poccum B cocraBe  <QIEKTPOHHOIO  MHpaBUTENbCTBa».  CHCTEMBbI
MEXBEJIOMCTBEHHOTO  JJIEKTPOHHOTO  JOoKymMeHTooOopora (MDJIO) ©  »JIEKTPOHHOTO
B3aumozeiictBust (CMOB): HazHaueHuwe, HHQPPACTPYKTypa; OCHOBHBIE HCIOJHUTEIU U
YYaCTHHUKH; CTPYKTYpa MepeaaBaeMoi nHGOpMAIIHH.

Cospemennble TeHneHuu pazputus UT B IOY (oOnauHble TEXHOJIOTHH; MOpPTAJIbHBIE

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

Paznen 4. IKCIIEPTU3A HEHHOCTU IOKYMEHTOB

Tema 4.1. HomenkaaTypa aena

Homenkmnarypa nen kak OCHOBa JTOKYMEHTATbHOTO (OHIA TaMOXXEHHOTO OpraHa u
KJIAaCCU(UKALMOHHBIN CIPaBOYHUK. MHOTO(QYHKIIMOHATILHOCTh HOMEHKJIATYphl JeJ, €€ BUJbI,
CXEMBI ITOCTPOCHUS.

TpeOGoBanusi, TpeabsBIsieMble K 3arojoBkam jen. [lpu3Haku 3aBefeHHs] el
OrnpezeneHre CPOKOB XpaHEHUsI TOKYMEHTOB. llepeuyHrn JOKYMEHTOB C yKa3aHHUEM CPOKOB HMX
XpaHEHUs: BHUJIbl, Ha3HAUEHUE, MOPSIAOK Hcroib3oBaHus. OCHOBHBIE MpaBuia (OPMHUPOBAHUS

JCII1.
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Tema 4.2. Ilopsimoxk mnpoBeaeHMs JIKCHEPTH3bI IEHHOCTH JOKYMEHTOB B
TAMOKEeHHBIX OpraHax

ApxusHbiii pona Poccuiickoit denepamui, ero posib B JIeje COXPAHHOCTH KYJIbTYPHOTO
Y HaY4YHOT'O HacleJMsl CTPAHbI U CcOCTaB. Buabl apXuBOB, UMEIOMIMXCS B TAMOXKEHHBIX OpraHax,
UX 337]a4d 1 (QYHKIIMH, COCTaB apXUBHBIX (POHIOB.

[TpyHUMIIBI, KPUTEPUM W ITAlbl 3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB TaMOXXEHHBIX
OpraHoB, B TOM YHCJE 3JEKTPOHHBIX. JKcrepTHble Komuccuu (DK) TamMOXKEeHHBIX OpraHoB:
3ajaun, (QYHKIHUH, opraHu3anus palotel. [lonHOMOYMS SKCIEPTHO-NIPOBEPOYHBIX KOMUCCUMN
(OIIK) apxuBHBIX yupexacauii. OhopMieHre pe3yabTaToB SKCIIEPTU3HI ICHHOCTH JOKYMEHTOB.

[Topsinok nepenauu Jiei1 B apXyUB TaMOKEHHOT'O opraHa. BrleMka, U3bsTHE 1€ U3 apXuBa
TaMO>KEHHOT0 OopraHa. Brijaua cripaBok cOIManbHOTO XapakTepa.

[TonsiTue «anekTpoHHOTO apxuBa» (JA) ¢ Touku 3peHus apxusucrta u UT-cnenuanucra.
Bunet DA. Tpeboanust k xpanuauiny OA. IloaBogHble KaMHM MCNONb30BaHUS DA U

YHUYTOKCHHSA SJICKTPOHHBIX JOKYMCHTOB.

Pasnea 5. CPEJCTBA OPTAHU3AIIMOHHOM TEXHUKH, UCITIOJIb3YEMBIE
ITPU PABOTE C JOKYMEHTAMMUA

Tema 5.1. Knaccupukanus cpeacTs OPrreXHMKH M MX OCHOBHbIE XaPaKTEPHCTHKHU

CpenctBa  Malioil  OPrTEXHHKA -  JJEMEHT  KYJIbTYpPhl  YIPaBIEHYECKOTO
tpyna.Knaccudpukanust cpeacTts OprreXHUKA — (KONMUPOBAIBHBIC — allapaThl, TeJIETaWIbI,

TenedaKcel, CPECTBA CBSA3H U AP.) U UX OCHOBHbBIE XapaKTEPUCTUKH.

Tema 5.2. OcoGeHHOCTH HCIOJIB30BAHMS 3JIEKTPOHHOI, TejierpadHoii, TeaeTalnHOM,
(pakCHMMUIBHOM CBA3H

OcobeHHOCTH HCIIOJIb30BAHUS 3JIEKTPOHHOM, TenerpadHoOu, TeJICTANITHOM,
baxkcuMubHON cBs3U. [loAMMHHOCT MepenaBaeMbIX CpeACTBaMH 3JIEKTPOHHOM, TenerpadHoi,
TeJIeTalNmHOM, (PaKCUMUIBHON CBSI3M JOKYMEHTOB, IpaBHJa HMX IOATOTOBKM M TpOLEIypa

HCpCI[El‘II/I/ nprueMa B TAMOKCHHBIX OpTraHax.

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

4.1. ®opMbBI H MeTOAbI TEKYWIEro KOHTPOJS YCIeBAeMOCTH OOydYaroluxcs H
NMPOMEKYTOYHOM aTTecTalluu.
CDopN\a aTTeCctTaunn — 3a4eT
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4.1.1. B xoae peaqu3anuu AUCHUIUIMHBI (UHOEKC, HAUMEHOBAHUE) MCTOJIb3YIOTCS
cJIeyI0lHe MeTObI TEKYIEro KOHTPOJISA YCIIeBAeMOCTH 00YYaIOIMXCS:

Tema w/unu pazaen Metoabl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH

OcHoBuble  mOHATHSA | | Ompoc, pemeHne 3a1ad, TeCT
TEPMUHOJIOTHUS B
JOKYMECHTaIlHOHHOM

o0ecreueHn yrpaBIeHHs

JlokymeHTHpOBaHue Omnpoc, perieHue 3agad, TeCT
YIIPABJIEHUYECKOU
JIeATeNIbHOCTH
TaMOXXCHHBIX OPTaHOB

Opranmzamuss  pabotel ¢ | Ompoc, pemeHue 3a1a4, TeCT
JIOKYMEHTaMu
(ympaBnenue
JTOKYMEHTaMH ) B
TaMOXXCHHBIX OpraHax

DKcrepTu3a nenHoctu | Ompoc, peleHue 3aaad, TecT
JIOKYMCHTOB

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

4.1.2. Jxk3amMeH (3a4eT) MNPOBOAMTCH C NPHMEHEHHEM CJEeAYIIIUX MeTOA0B

(cpeacrtB):
3auem nposooumcs no sonpocam

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 pa3inyHBIX HMCTOYHMKAaX (TOCYZapCTBEHHBIE CTaHAAPTHI,
npodeccuoHanbHble NEPUOANYECKUE U3IaHUS U JAp.) ONpEeAesIeHUs MOHATUS «MHPOpMaIUs» 1
CpaBHUTE UX C OIpeJeNieHHeM, KOTopoe npuBoauTcs B PenepanbHoM 3akoHe «O06 nHpopmanmu,
UH(POPMALIMOHHBIX TEXHOJOTHAX W 0 3amuTe uHGopmarun». Kakoe u3 onpenenenuii, Ha Bam
B3IJISA]l, TOUHEE PACKPBIBAET €0 CyTh?

3amagya Ne 2. Haiinutre B pa3iIWyHBIX HMCTOYHMKAaX (TOCYHapCTBEHHBIE CTaHAAPTHI,
npodeccuOHaTIbHBIE TEPUOJUUECKUE H3AAHUS U Jp.) ONpEeAeTeHUS IMOHATUS «IOKYMEHT» U
CpaBHUTE UX C OIpeJesieHHeM, KOTopoe npuBoauTcs B PenepanbHoM 3akoHe «O06 nHpopmanmu,
MH(POPMALIMOHHBIX TEXHOJOIHMIX W O 3amuTe nHdopmamum». 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 DPACHOJOXKEHHEM PEKBU3HUTOB)
JIOKJIQJIHOM 3allUCKM Ha MMs HadaJbHUKa MypMaHCKOH TaMOKHH, COXPaHHTE €ro B BHJE
nra0ioHa.

3anaya Ne 2. Mcnonb3ys 1ma0ioH, MOATOTOBBTE MPOEKT JOKJIAJHON 3allUCKU OT UMEHU
HayaJbHUKA OTHENa KagpoB MypMaHCKOW TaMOXHU C NPEUIOKEHUEM O IPOBEACHUU
MpOU3BOACTBEHHOM npakTuku ctyaeHToB PAHXul'C B nepuon ¢ 1 anpens no 25 anpens 2016 r.
(ocHOBaHWEM JuIsi JOKJIAIHOW 3alUCKU IOCIYXKHJIO IMUCEMO (OOpalieHue) HOPUANIECKOro
daxynprera PAHXul'C ot 10 ¢espans 2016 r.). B npunokeHusx K JOKIaTHON 3arucKe
YKaXHUTE CHUCOK CTYACHTOB, HANpPABISEMbIX B TAaMOXKHIO JUIsl MPOXOXKAECHUsI NpakTuku (7
YeJIOBEK), a TaKXKe 3aJaHMs, KOTOpble UM HEOOXOJMMO BBINOJHHUTH. lloamuinmure AOKYMEHT
U(POBOH MOJMUCHIO U OTIPABBTE €r0 Ha KOMIIBIOTEP MPENoAaBaTeNs.

3amagya Ne 3. Odopmure OTY4ET O MPOXOXKICHUU CTYACHTAMH IPOHU3BOJICTBEHHOM
IpakTUKU B MypMaHCKON TaMOXXHE OT MMEHHU 3aBelyoIlero kageapoil TaMOoXEHHOIo IpaBa
PAHXul'C. Otuet gomxkeH ObITh YTBEpXkKACH AekaHOM ropuanydeckoro paxynsrera PAHXul C.

3agaua Ne 4. A) IloarotoBbTe MNPOEKT AOJDKHOCTHOM MHCTPYKLMM [Uli PaOOTHUKA
npaBoBoro otnaena Ceepo-3amaHOr0 TaMOXKEHHOTO YIPaBJICHHUS, B 00SI3aHHOCTH KOTOPOTO
BXOJIUT KOAU(UKAIIMS TaMOKEHHOTO 3aKOHO/1aTENIbCTBA.

b) TIloaroroBpTe TEKCT JOKHOCTHOTO  perjaMeHTa [uid TOCyJapCTBEHHOT'O
TPaXXAAHCKOTO  CIYXAalllero, 3aMENIAaloIIero JOJDKHOCTh cTapuero crnenuanucra Otnena
JIOKyMEHTallMoHHOro o0ecrnieueHus B lllepemeTbeBcKoi TaMOKHE.

3amaga Ne 5. Vcmonb3ysl MoJydeHHbIE HaBBIKM pabOThI B TEKCTOBOM penakrope MS
WORD, odopmute B COOTBETCTBUM C JIEHCTBYIOIIMMHU IIPABHJIAMU U HOPMaMH JI€JI0BOTO CTHJIS
pacopsAUTENbHBIA JOKYMEHT TAMO>KEHHOI'O OpraHa Ha OCHOBE OJJTHOM U3 CUTYyallui.

A) B Tam0XeHHOM OpraHe IJIaHUpYeTCs MpOBeJleHHe ayIUTOPCKoil mpoBepku (¢ 20 Mas
no 23 mas) Oyxraiarepckoil oTueTHOCTU. B mpezcrosmieil npoBepke AOKHA MPUHATH ydacTHe
Benyumii 6yxrantep M.I1. CMupHOBa, KOTOpast HAXOJUTCS B €KETOJHO OIUIAYUBAEMOM OTITYCKE
¢ 10 mast 2016 r. PykoBoacTBO TaMOKHU pemnio oto3Bath u3 otmycka M.I1. CmupHoBy ¢ 20 mas
2016 r. Ilpeamonaraercsi, yTo mpu pacyere 3apabotHoil miarel CmupHoBO H.II. Oynen
MIPOM3BEIEH 3a4eT BBIIIJIAUEHHBIX CyMM (M3JUIIHE) Ha YacTh oTiycka (kotopyto CmupHosa W.I1.
HE HCIOJIb30BaJIa), a OT/IE] KaJpOB U3MEHUT COOTBETCTBYIOIINE JOKYMEHTHI.

b) IMucemom u3 PTY 3a Ne 94-16/786 ot 25 nexabpst 2008 roja 10 cBEACHHUS TaMOXKEH
peruoHa ObUIM JIOBEICHBI IOJIOKEHUS MYHKTOB 4, 5, 6 crarbu 3 depepaqbHOro 3aKoHa O
npoTtuBoiecTBUM Koppymniuu (oT 25.12.2008 Ne 273) B mopsake wHbopmanmu. Mcxoms ux

TEKCTOB 3aKOHA U MUChMA CTaJO SICHO, YTO HEOOXOAMMO OPraHU30BaTh Psii MEPONpHUATHIl B N-
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CKOM TaMOXHE, B YaCTHOCTH: PACCKa3aTh MOJYMHEHHBIM (3TO JOJDKHBI CAETaTh HAYaTIbHUKU
TaMOKEHHBIX IIOCTOB M CTPYKTYPHBIX IIOJPA3/€I€HHUI) O TOM, UYTO OTBETCTBEHHOCTh 3a
COBEpILICHHE KOPPYNIMOHHBIX IPaBOHAPYLIEHUH HEOTBpPaTHUMa; OCBETUTh  IOJIOKEHUS
AHTUKOPPYILMOHHOTO 3aKOHOJATENbCTBA; pacckazarb 00 wumeronieiics wuHopmanuu o
BO30Y)XJICHHBIX B OTHOIICHHMH TaMOXXCHHHKOB YrOJOBHBIX Jejax M T.I.; Bce Oecensl,
MHCTPYKTAXX PEKOMEHIYeTCsl O00s3aTeNIbHO 3alKChiBaTh B IKypHal, oOpaseln KOTOpOro
pa3pabotaio PTVY; cam >KypHan [dOJDKEH Y4YUTHIBATbCS B HOMEHKIAType el TaMOXHHU;
Ha4YaJIbHUKY oTaena KaapoB N-ckoil Tamoxkau W.M. MBaHOBY HYXHO IM03a00THUTBCS O TOM,
4TOOBI COTPYIHUKHA HMEIM HAa MecTax M O3HaKOMWINCh c llamaTkoii o0 orpaHuveHusx,
3amperax, TPeOOBaHUSAX K CIYKEOHOMY IIOBEICHUIO W TPEAYNPEKICHHIO KOPPYIIIMOHHBIX
paBoOHapylIeHH (mamsTka pazpadorana PTVY).

K Teme 2.2.:

3amaua Ne 1. [TogrotoBeTe mpoekT mpukasza o mpueme Ha pabdory C.M. CepreeBoii B
Poccuiickyro TaMOXEHHYIO aKaJeMUIO Ha JI0JKHOCTD crapiiero oudauorpada c 1 mapra 2016 r.
C UCHIBITATEJIbHBIM CPOKOM.

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

3amaua Ne 3. Odopmure komanaupoBky C.U. CepreeBoit Ha 3 nHs B [lanbHEBOCTOUHBIN
¢wmman Poccuiickoii Tamo)keHHOW akajnemuu s ydactus 10 mapra 2016 r. B Hay4yHOH
KOH(pepeHINN «DIEKTPOHHAsE OMOINOTEKA: BEI30BBI BPDEMEHM.

K Teme 2.3.:

3amaua Ne 1. [ToaroroBbTE MPOEKT TapaHTUHHOTO MUChMa OT UMEHU JlaIbHEBOCTOYHOTO
TaMOKEHHOTO YIpaBJIeHMs Ha UMl PYKOBOAUTENS (PUPMBI 110 MIPOJake KOMIIbIOTEPHON TEXHUKU
(r. BnaguBocrok, ynuua Ilo6ensl, a. 12) ¢ npock6oit mocraButh 45 kinaBuatyp, 15 npuHTEpOB,
25 MOHUTOPOB.

3amauya Ne 2. [loAroToBpTE MPOEKT MPETEH3MOHHOIO IMHChbMA HAa HUMs PYKOBOIUTEINS
bupmMbl 1O MpoJake KOMIBIOTEPHOM TEXHHKHU: 3 MOHHUTOpa ObUIM MOBPEXIEHBI B IpOIECcCe
JIOCTaBKU; BMecTo 45 KiaBuaTtyp, KOTopble ObUTM orulaueHsl mo cuety, B JABTY 0610
noctasyieHo Bcero 40. IlpoekT muceMa a0JKeH OBITh 3aBU3MPOBAH HAYAIbHUKOM IPAaBOBOTO
otnena JIBTY.

3amauda Ne 3. OdopmuTe mUCbMO-TIpUTIIANIIEHUE Ha 3acenanne KoHCyIbTaTUBHOTO COBETA
€ro y4acTHHKaM OT UMEHHU HaydaJIbHHKAa TaMOXEHHOro opraHa. C MoMoIbI0 OoNepanuuu CIUsSHUS
(MS Word) opopmuTe (3aMonHATE) PEKBU3UT «aqpecaTy.

K Teme 3.1.:
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3amaga Ne 1. Hcnonwsys CIIC «Koncynsrantllmtoc» u BJl «3akoHonmarenbcTBO» Ha
opurmansHom caiite @TC Poccuum, BBIOTHUTE 3ampoC, YIOBICTBOPSIONIUN CIEAYIOUTUM
ycinoBusMm: Haiiaute Bce naeicTByrommue HopmaTuBHBIE TpaBoBbie akThl PTC Poccu u ee
MPEAIIECTBEHHUKOB. Pe3ypTaThl MOKMCKa COXpaHUTE B BUPTYaJIbHOM NaIKe.

3amaua Ne 2. Hcnons3ys umeromuecs B CIIC «Koncynprantllntocy nnpopmanmonHo-
nouckoBblie s3blku  (mosie  «Temaruka» u [IpaBoBOM HaBUTaTtop), BBIMNOJHUTE 3ampoc,
YIOBJIETBOPSIOIIMNA  CAEAYIOIIUM ycioBusasM: Halimure Bce aAeCTByrOIME€ HOPMAaTHUBHBIE
npaBoBble akThl DTC Poccuu, pedup B KOTOpPHIX HJIET 00 OpraHU3aly AJIEKTPOHHOIO
JOKYMEHTOO00POTa B TAMOXKEHHBIX OpTraHax.

3amaua Ne 3. Hcnonp3ys o¢uIManbHBIE WHTEPHET-TIOPTAT MPaBOBOW HH(GOpMAIMH

(http://pravo.gov.ru), BEIMOJHKUTE 3aMpoC, YAOBICTBOPSIONIMN CASIYIONUM ycaoBusaM: Haiiqure

HOPMAaTUBHBIE TNPABOBBIE AKThI, PeYb B KOTOPBHIX HJET 00 opraHu3anuv (QyHKIHOHHUPOBAHUS
CHUCTEMBI MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JokymeHTooOopota (M3JIO) B Poccuiickoit
®denepauuu.
K teme 3.2.:
3amaua Ne 1.M300pa3uTe WHCHOIHEHHWE WHHUIMATUBHOTO TMpPUKa3a IO OCHOBHOM
JeSITETIbHOCTH B TAMOKCHHOM OpPTaHe B BHJIE ONEPOTPAMMBI.
3anaga Ne 2.M300pa3ute MCIONHEHHE BXOMALIETO JOKYMEHTa (cly)keOHOe MHCbMO) B
BUJI€ aITOPUTMa WK Ipoliecca.
3anmaua Ne 3. Ilepeuuncnure, HCHOAB3ys HOPMATUBHO-METOUYECKYIO 0a3y MUCLUIUIMHBL,
OCHOBHBIE TpeOOBaHUS K (DYHKIIMOHHMPOBAHHIO CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpoTa (B
¢denepanbHOM OpraHe UCHOJHUTEIBHOM BIACTH).
K teme 4.1.:
3amaya Ne 1. IloarotoBbTe NPOEKT HOMEHKIATYPBI A€l YYEeTHO-PErMCTPALMOHHOTO
otaeneHust OnepaTuBHONW TaMOXHM, B COCTaB KOTOPOH JTOJKHBI BOMTH CJEIYIOILINE 3aroJOBKH
JIelT (3aroJIOBKH JTOJDKHEI OBITH TIPEBAPUTEIHHO OTPEIAKTHPOBAHBI U CHCTEMATU3HPOBAHBI):
1. ITonoxxenue 06 otaene (MOATUHHKUK — B OT/ENE KaJpOB).
2. JIOWKHOCTHBIE pErjJaMeHThl M HMHCTPYKLIUH COTPYAHHKAM M pabOTHHKaM
oTxena.
3. IIpukaszet ®TC Poccun u nepenncka ¢ HUM.
4. Ilepenncka ¢ @TC P® no Bompocam HapylIeHHs TaMOKEHHBIX IIPaBUII,
JKypHAI UX PEeruCTpaIii.
5. PasHas cratucTHuYecKas OTYETHOCTh IO OIEpaTUBHOW paboTe oTaena
(exxeHenebHbIC, KBApTAIbHBIC, TOJIOBBIC).

6. Kypnan yuera nem 06 All.


http://pravo.gov.ru/

7. HomeHkuarypa nei.

8. Xypnan gBwxkeHus Jgen 00 aIMUHHCTPATUBHBIX MPAaBOHAPYUICHUSX,

3dKOHYCHHBLIX ITPOU3BOJACTBOM.
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9. HepeMemeHHe BOMHCKHUX I'PY30B 110 TaAMO>KCHHBIM KOHTPOJIEM.

10. IIpukassl 110 TAMOKHE.

3amaua Ne 2. Hcnonw3ys IlepedyeHb THUMOBBIX YIIPaBIEHUYECKUX apXHUBHBIX

JIOKYMEHTOB. .., YTBEPKJACHHBIN Mpruka3zoM MuHkynbTypbl Poccuu ot 25 aBrycra 2010 r. Ne 558,

ONpeaACIINTE CPOKU XPaHCHUS €)1, BKIIFOUYCHHBIX B HOMCHKIIATYpY.

Bamaua Ne 3. Onpenenure MpU3HAKK 3aBEICHHS el U yKaxuTe ux B rpade 5

HOMCHKIJIATYPBbI ((HpI/IMe‘laHI/Ie».

IIpuMepHBbIE OLEHOYHBIE MATEPHAJIBI (TECThI)

Ilpumepnvie mecmoewie 3a0anus K pazoeiy 1

Copepxanue Borpoca

BapI/IaHTBI OTBCTOB

1. Omnpenenenue TepMHHA 1. TonkoBoM cioBape pPYCCKOTO s3bIKa
«JOKYMEHT» IPUBOJIUTCS B: Oxeroaa.
2.TOCT P 6.30-2003.
3. ®denepaibHOM 3aKOHE «O0
uH(popMaluuy, MH(OPMaIIMOHHBIX
TE€XHOJIOTHSX.. ..
4.TOCT P 51141-98.
2. JIOKyMeHT, KOTOPBIM 1. ITpuxaz ®TC Poccun.
ONPENIEISIFOTCA ~ TMPAaBWJIA W 3TaIlbl 2. Ilocranosnenue [IpaBurenscta PO.
MOATOTOBKA HOPMATHUBHBIX IPaBOBBIX 3. Tunosas WUHCTPYKLUS o
aKTOB denepanbHbIX OpraHoB | IEJONPOU3BOJACTBY Uil ~ MHHHCTEPCTB U
VICIIOJIHUTENIBHOM BJIACTH, - ATO: BEJIOMCTB, yTBEpXkKAeHHas PocapxuBom.
4. denepanbHBINA 3aKOH.
3. ITepeuenn CBEICHUN 1. MexBenoMCTBEHHas KOMHCCHSA IIO

TaMOXKEHHOI'0 OpraHa, MOMAaJaroIuX MO
KaTeropuio0 «roCyJapCTBEHHas TaiHa»
YTBEPKAAET:

3alIUTEe TOCYJaPCTBEHHON TalHBbI.
2. Ilpe3unent PO.
3. IIpaBurenbcTBO POD.
4. PykoBonurens ®TC Poccun.
5. HayanbHUK TaMOXXEHHOTO OpraHa.

4. B Munrocte Poccun noaiiexar
perucTpanuy J0KyMEHTHI:

1. Bce mpaBoBBIe akThl, H3/1aBacMbIe
denepaTbHBIMU  OpTaHaMH  HCTIOJTHHTEIHLHOM
BIIACTH.

2. ToJlBKO HOPMATHBHBIE
aKThl, 3aTparvBaoIlvie TMpaBa,
00sI3aHHOCTH  4YelIOBeKa |
yCTaHaBIMBAIOIIUE
OpraHu3aIuu.

3. HopmaruBHblE TpaBOBBIE  AaKTHI,
3aTparuBaroIIne MpaBa, CBOOOBI M 00S3aHHOCTH
YeloBeKa W TPa)JaHWHA, YCTAaHABIMBAIOIIUE
MPAaBOBOM  CTaTyC OpraHuW3alMii, HWMEIONIUe

IIPaBOBBIE
cBOOOIBI H
TpaXJJaHWHA U
MIPaBOBOM cTaryc
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ConepxaHue Bompoca

BapuanTbl oTBETOB

ME)XBEJIOMCTBEHHBI XapaKTep, HE3aBUCHMO OT
CpOKa MX JEHCTBHUSL.

S. ITopsnox IIPUMEHEHUS
YCUJICHHOW  JJIEKTPOHHOW  TOAIHUCHU
YCTAHOBJIEH:

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

3. denepaibHBIM 3aKOHOM.

6. Bunabl 1 nopsa0K NIpUMEHEHUs
neyared M LITAMIIOB B TaMOKEHHBIX
OpraHax OIpeIeIISIFOTCS:

1. ITocranoBnenuem IlpaButensctBa PO
«006 YIIOPSI0UCHUN M3TOTOBJICHHS,
UCTIOJB30BAHUS, XPAHEHUS M  YHUUYTOXKCHHS
neyareil ¥ OJaHKOB...».

2.TOCT P 5 51511-2001.

3. PacnopsauTensHBIMH  JTOKYMEHTaMHU
TaMO>KEHHOTO OpraHa.

7. [Topsinox pa3paboTKH, 1. denepanbHBIM 3aKOHOM.
IIPUHATUSA, BBEICHUA B  JICUCTBHUE 2. [locranoBnenuem [IpaBurtenscra PO.
o011epoccuiickux KJ1accu(puKaTopoB 3.  HauuoHanpHBIM  OpraHomM IO
TEXHUKO-D)KOHOMUYECKON M COLMAIBHOM | CTaHIAPTU3ALNH.
MH(POPMAalLUU YCTaHABIMBAETCS:

8. OO0s3aTenbHBIM  yCIOBHEM l. [TocTanoBka Ha y4uer B
BKJIIOUEHUS uHpOpMALUU B | COOTBETCTBYIOIIEM HallMOHAJIbHOM OpraHe.

nH(OPMaILIMOHHBIE PECYPCHI SABIISETCS:

2. JIoOKyMEHTUPOBAHHUE.
3. Perucrpamuss B UHPOPMALMOHHO-
IIOMCKOBOW CUCTEME OpraHU3alu.

9. OOs3aHbl U IIOJB30BATCIU
(rpaxmaHe, OpraHbl TOCYAapCTBEHHOM
BJIACTH, OOILECTBEHHBIE OOBEIUHEHUS U
Ip.) OOOCHOBBIBaTh Mepes BIAJeNbllaMu
rOCy1apCTBEHHBIX HHPOPMAITMOHHBIX
peCypcoB  HEOOXOJUMOCTh  TOYUCHUS
3ampamuBacMoil UMM HH(OpPMAIIHH,
JIOCTYT K KOTOPO#l HE OrpaHUYCH:

1. Ja.
2. Her.
3. la, B UCKITIOYUTENIbHBIX CITy4asiX.

10. OCHOBHEBIE 3IIEMEHTHI
UH(OPMaIMOHHBIX pecypcoB
TaMO>KEHHBIX OPTaHOB — 3TO:

1. Bce »2neKkTpoHHbIE JOKYMEHTHI U

CBEICHMS, MMEIOIIUECS B  PacCHOpsSIKEHUU
TaMOKEHHBIX OPraHOB.

2. bymaxubie u JJIEKTPOHHBIE
JOKYMEHTBI,  CO3/1aBaéMbleé  TaMOXCHHBIMU
OpraHaMH.

3. bymakHbie u 3JIEKTPOHHBIE

JIOKYMEHTBI, CBEJICHUSI U CPEICTBA OPraHU3aluU
uH(popMaIuu, MpeACTaBIsIEMbIC JIMIAMHA TIPH
COBEpLICHUHM TAMOKEHHBIX OIEpallhii, a TaKXKe
WHBIC JIOKYMEHTHl U CBEIICHHS, MMEIOIIHECS B
pacCIoOpsHKEHUU TAMOXKEHHBIX OPTaHOB.

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

1. 3asiBeHus 0 mpremMe Ha padoTy.

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

3. TpyznoBoro 10rosopa.

4. JIOIKHOCTHOTO perjaMeHTa

5. KonTtpakra.

12. B Tabenb hopm ITOKYMEHTOB

1. Tlpukaz o mnpueme (HA3HAYCHUH),
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ConepxaHue Bompoca

BapuanTbl oTBETOB

OpraHM3alMd B  IEPBYIO  OYEpEIb
BKJIIOUAIOTCS  CIEAYIOIUE  KaJpOBbIE
JIOKYMEHTBI:

npuka3 00  yBOJbHEHUH (OCBOOOXKICHHH),
KOHTpPAaKT, JOTOBOp,  TpPyIOBas  KHHWXKKa,
3asBJICHUE, aKT, CIIPaBKa.

2. llpuka3 1o JUYHOMY
3asBJICHHE, INTATHOE pacIHCaHue,
OTITYCKOB, CIIPaBKa, 3asiBJIICHUE, JOTOBOP.

3. Ilpuka3 o mnpueme (Ha3HAUYECHUN),
nmpukaz 00 yBOJIbHEHHH (OCBOOOXKICHUN),
MITaTHOE  paclucaHue, TpaduK  OTIIYCKOB,

IMOJIOKCHHE O 3aIINUTC NMEPCOHATIbHBIX TaHHBIX.

COCTaBy,
rpadux

13. Ilomarue «cucrema» B
crannapre P MCO 15489-1 Bkitouaer:

1. IIpomeccel HapaBHE ¢ HHCTPYMEHTaAMH
Y TEXHOJIOTHSIMHU.

2. Jlopeir wu
TIPOIIECCHI.

3. Jlrome#t W mpoOIECCHI
WHCTPYMEHTAMHU M TEXHOJIOTUSIMH.

IMPOU3BOACTBCHHBLIC

HapaBHE C

14. OrpanuueHue Jocryna K
UH(pOpPMaLIUU YCTaHABIMBACTCS:

1. TlocranoBnenusmu IlpaBurenscrBa
PO.

2. ®enepanbHBIMU 3aKOHAMHU.

3. JIokaJIbHBIMM HOPMAaTUBHBIMH aKTAMH.

15. B (¢enepanpHBIX oOpranax

VCIIOJIHUTEIILHON BJIACTH
JIOKYMEHTUPOBAHUE nH(popmManuu
OCYLIECTBIISAETCS B HOpsIIIKE,
YCTaHABIMBACMBIM:

1. 3akoHonaTenbCTBOM PO.

2. [IpaButenscTBoM PD.

3. ®denepalibHbIM
HWCIOJIHUTEIHHON BIACTH.

4. Anmunuctpanueit [Ipesunenta PO.

OpraHom

Ilpumepnvie mecmoswvie 3a0anus K pasoeny 2

Bomnpoc

BapI/IaHTBI OTBCTOB

1. K ynuduumpoBanHoit cucteme
MOKHO OTHECTH:

1. CucreMy TaMO>KEHHOM IOKYMEHTALIUU.

2. Cucremy BHEIIHETOPTrOBON
JIOKYMEHTaI1H.

3. Cucremy IIPOLIECCYATIbHOU
JIOKYMEHTaI1H.

4. Cucremy noxkymenranuu [leHcuoHHOTO
donga PO.

5. Cucremy OpTraHU3aI[MOHHO-
pacropsIUTEIIbHON JOKYMEHTAIINH.

2. 3a coaepkaHue JOKYMEHTa,
TIOJIITICAHHOTO 3aMecTUTEIeM
HayaJbHUKA TAMOXXEHHOT'O OpraHa, HeceT
OTBETCTBEHHOCTD:

1. TamoxeHHBII oOpran —
JIOKYMEHTA.

2. HayasbHUK TaMO>XEHHOTO OpraHa.

3. CocTaBuUTENb TOKYMEHTA.

4. 3aMecTUTeNb
TaMOXXEHHOT'0 OpraHa.

aBTOp

Ha4dYaJIbHHUKaA

3. ®denepanbHble Oprasbl
rOCyIapCTBEHHOM WCTIOJTHUTEIIbHOMN
BJIACTM  M3JA0T  CIEAYIOIIUE  BUIBI
HOPMAaTHUBHBIX MPaBOBBIX aKTOB
(BBIOCpUTE BUBI):

1. ITpukas.

. lupkynspHOE MUCHMO.
. YKazaHue.

. Pacniopsixenue.

. [IpaBuia.

. Cimye0HOo€e MUCHhMO.

. Tenerpamma.

. UHcTpyKuus.

0 3 O\ L W




18
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BapuaHTb!l 0TBETOB

9. Ilporokou.

10. [TocTanoBnenue.

11. ITonoxenue.

12. CnyxeOHas 3anucka.

4, CornacoBaHue ObIBaeT:

1. BHyTpeHHUM U BHELLIHUM.

2. IlonHBIM U KPAaTKHUM.

3. Cn0XHBIM U TIPOCTHIM.

4. C pYKOBOOUTEIEM TaMOXEHHOTO
OopraHa v pyKOBOJUTEJIEM MOAPA3ICICHHUS.

5. C BBILIECTOSAUIUMU PYKOBOJUTEISIMUA U
OpraHu3aIUsIMU.

5. HocyneOHblit MOPSAIOK
pa3pemieHnuss  CIOpPOB  HpEArojaract
HaIlpaBJIeHUE KOHTPAreHTY:

1. IlucbMa-HanoMUHaHHUSL.

2. [Tpeanucanus.

3. [IpeTeH3nOHHOTO MUChMA.
4. JIoroBOpHOT0 MUChMa.

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

JOKYMCHTOB:

2. I'ocynapcTBeHHbIN rep0 OAHOLBETHBIH
Ha TepaIbIUYCCKOM IIUTE.

3. T'ocynapcTBeHHBIN repd OIHOIBETHBIN
0e3 repagbIUYEeCKOro MIHUTA.

7. Bri6epute MpaBUIbHBIE 1. 2 nexabps 2014 rona.
BapHaHThl  OQOpMJICHHS  PEKBU3HUTA 2.02.12.2014 r.
«maray: 3.02.12.2014
4. 02 nexabps 2014 rona.
5. 02 nexabps 2014 1.
6.2014.12.02
7.02.12.14
8. Bri6epute IIPaBUJIbHBIE 1. ®enepanbHas TaMOKEHHas Ciryx0a
BapUaHThl  OQOPMIIEHHS  PEKBHM3HTa JlanpHEBOCTOUHOE TaMOKEHHOE
«HAaVMEHOBAHUE aBTOPa IOKYMEHTa»: yIpaBieHUE

BnaauBocTOKCKask TaMOKHS

2. ®enepanbHas TAMOKEHHas CiIyk0a
[IIepemeTbeBCKas TAMOXKHS

3. @enepanbHasi TAMOYKEHHAS CITyK0a
BnaauBocTOKCKas TaMOKHS

4. ®enepanbHas TAMOKEHHas CiIyx0a
Poccuiickas TaMOXKEHHasl akaleMus

9. Beibepure dSIEMEHTHI, U3
KOTOPBIX COCTOUT PEKBU3UT «TpuUd
YTBEPKIACHHSIY:

1. Cnoo «YTBEPXJIAIO».

2. HaumeHoBaHMe aBTOpa JOKYMEHTA.

3. HawmmMenoBaHHE JODKHOCTH JIHIIA,
YTBEP>KIAIOIIETO JOKYMEHT.

4. PacummdpoBka NOAMKCH.

5. @amunus.

6. Jlara.

7. PeructpaiinOHHBIM HOMED.

10. DJIEKTPOHHBIN
UICHTUPHUKATOP UCTIOIB3YIOT JIJIS:

1. Perucrpauuu 10KyMeHTa.
2. IIpocraBnenus OTMETKH 0
MOCTYIIJICHUN JJOKYMEHTA B OpraHU3AIIHIO.
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Bomnpoc BapuaHTb!l 0TBETOB
3. O6o3HaveHMs] HAUMEHOBaHUs ¢aiiia Ha
MAaIIMHHOM HOCHUTEIIE.
4. Hymepanuuu CTpaHuil.
11. K pacnopsiautensHbIM 1. CayxeGHOe MTHCHMO.
JIOKyMEHTaM OTHOCSITCSI: 2. JloknaaHasi 3alucKa.
3. [Ipukas.
4. Pemienue.
5. IIporoxko.
6. [Tonoxenue.
7. PactiopsikeHnue.
8. IIpaBuina.
12. Boibepure  BO3MOXHBIE 1. HayanpHuk.
BapHAaHThl HAMHCAHWUA HAUMEHOBAHUS 2. HauanpHukK, Malop TaMO>XEHHOM
JOJKHOCTU B PEKBU3UTE <IIOAMMCHY OT | CIIYKOBI.

HUMEHU HayaJbHUKa Bnyxkosckon
TaMOXHU Ha JIOKYMEHTE, 0(OPMIICHHOM
Ha YUCTOM JIACTE:

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

Malop TaMOXEHHOMN CITYKOBI.

13. CoBOKYNHOCTb PEKBU3UTOB,

1. TunoBo#i popmMyJisp JOKyMEHTA.

PAacIIOI0KEHHBIX B JIOKYMEHTE 2. @opmyIsp TOKyMEHTA.
OTpeIeTIEHHBIM 00pa3oM — 3TO: 3. [I1aGyoH TOKyMEHTA.
4. MakeT JOKyMEHTa.
14. Jlucr Oymaru 170071 1. Hla6mnoH.
JJIEKTPOHHBIA 1IA0JOH C pPEKBU3UTAMH, 2. ®opmysp.
UACHTUPUIHMPYIOIHUMU aBTOpa 3. bnank.
o(pUIIMaIBHOrO JOKYMEHTA — 3TO: 4. «Ilanka» TOKyMEHTA.
15. Brolbepute HenpaBUIbHbBIE 1. O.I1. O6pa3uoBy
BapUaHThl  OQOPMIIEHHS  PEKBHM3HTa yi. Cagosas, 1. 12, k8. 4,
«anapecar»: r. JInnku, Kupeesckuii paiioH,
Tynbckas o6i1., 301264
2. ®TC Poccun
VYnpasieHue aenamu
3. ®enepasibHasg TaMOKEHHas Cllyx0a
HavanpHuky YnpasneHus aeinamu
N.N. BaHOBY
4. 'enepanbHOMY JUPEKTOPY
OAOQO «CeBepHbI€ PETHOHBI»
ITerposy ILII
16. OtMeTKa 0 HaJINYUU 1. ITocne TekcTa nepen MoAMMUCHIO.
OPWIOKEHUS B pacHopsSIUTEIBEHOM 2. B TekcTe JOKyMEHTAa.

JIOKyMeHTe oopmiisercs:

3. Ilocne nonmucu.

4. He odopmitsieTcs, JienaeTcs

pUMeyaHue.

17. OTmeTKa 0 3aBepEeHUN KOIIUU
JOKYMEHTa TIPOCTaBIISIETCSI:

CHIJIBI.

1. JIns mpupaHus KONMHMM HOPUANYECKOU

2. Jlna npupaHus KONMM IOPUANYECKOU

3HAYUMOCTH.

3. I[JBI MOATBCPKACHUS HAJINYNA KOIIUU B

Marcpurajiax acia.

18. Hagnuce Ha JOKyMEHTe,
cIeNaHHas JIOJDKHOCTHBIM JIMLIOM W

1. Buza.
2. I'pud cornacoBaHwusl.




20

Bomnpoc
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coacprKanas IIPUHATOC 5001 110

JIOKYMEHTY pelIeHUE, - 3TO:

3. Pe3omronus.
4. I'pud yTBEepKIEHHS.

19. Pemrenus xomaernu DOTC
Poccum u PTY HocaT xapakrep:

1. O0s3aTENbHBIN.
2. PekoMeH1aTeIbHBIA.

3. He oxa3blBalOT  BIMSAHHUS  Ha
YIPABJICHUECKYIO ACSITEIIbHOCTD.
4. HMerwT «BBICIIYIO» OPUAUYECKYIO
CHJTY 110 OTHOIIEHUIO K PYKOBOJAMUTEIIO.
20. [TpuHIMn MPUHSITHUS 1. Enunonavanue.
YIIPaBICHUYECKUX pelieHui B 2. KomiernajibHOCTb.
TaMO>KEHHBIX OpraHax — 3To: 3. UepapXxuuHOCTb.
4. TlpuHMn «I1€pBOTO JIUIIAY.
Ilpumepnvie mecmoswvie 3a0anus K pasoeny 3
Bonpoc BapunaHTbI 0TBETOB
1. 1enonpou3BOJACTBO CIOKHUIOCH 1. ITosiBNeHUs MUCEMEHHOCTH.
KaK CUCTEMa C MOMEHTA! 2. IlosiBnenus rocynapcraa.
3. [losiBNIeHNUsI MUHUCTEPCTB.
2. B TamMOXEHHBIX OpraHax 1. LlenTpanu3zoBaHHasl.
npuMensiercs  GopmMa  OpraHu3aluu 2. leneHTpanu3oBaHHasl.
JIeJI0NPOU3BO/ICTBA! 3. Uepapxuueckasi.
4. OyHKIIMOHATIbHASL.
5. CMemanHas.
3. O0GecnieueHue ynpaBJieHHs Ha 1. NHpopMannoHHO-TEXHUUECKOH
OCHOBE E€MHON TEXHHUYECKOW TMOJIMTUKH | CIY>KOOM TaMOKEHHOT'O OpraHa.
u MPUMEHEHUS COBPEMEHHBIX 2. Otnenom JIOKyMEHTAllMOHHOTO
TEXHUUYECKUX CpeICTB B pabore c | obecrieueHusl.
JOKYMEHTaMHU B TaMO>XEHHOM OpraHe 3. OnHMM U3 3aMEeCTUTENel HadalbHUKA
OCYIIECTBIISIETCS: TaMOXEHHOTO OpraHa.

4. Cucremnl xnacca Workflow —
9TO CUCTEMBI:

1. TonbKO NepechUIKH JOKYMEHTOB.

2. ABTOMAaTH3UPYIOILIHE CIIO)KHBIE
QITOPUTMBI  (AETIOBbIE MPOLEAYpPbI) pPabOTHI ¢
JOKYMCHTaMH B OpTraHHU3allnu.

3. OGecneunBaromue padoty ¢ (aitnamu
JIOKYMEHTOB.

5. K cyObexktuBHOMY (hakTopy
pocTa TIOKyMEHTO0000pOTa OTHOCHUTCS:

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

TEXHUYECKHUX CPENICTB MOATOTOBKH JIOKYMEHTOB.
3. HecBoeBpeMEHHOE M HEKAuECTBEHHOE
BBITTOJTHEHHUE NOpYYCHHUH, JOTOBOPHBIX
00513aTeNIbCTB.
4. CBOHCTBO JOKYMEHTAllMM BO3pacTaTh
IpY €€ UCIOJIb30BAHUH.

6. WNudopmanus, KoTopast
MO3BOJISIET UICHTU(PHUIIMPOBATH
WH(POPMAIIMOHHBIE PECYPCHI, YIPaBISATh
UMM, OCYHIECTBIATH HMX TOHCK U
XpaHeHHe — 3TO:

1. KoHTekcrT.

2. Kontenr.

3. MeranaHHbIe.

4. CucremHble (hailibl.

7. K ynpaBiieHUI0 JOKYyMEHTaMH B

Oeax 3alllUTHI n COXpPAaHCHUA

1. Ilpuniun nenecoodpa3HOCTH.
2. [TpunIHn nH(}OpMaAITMOHHOM
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JIOKYMEHTOB KakK JIOKa3aTeIbCTBA | IEHHOCTH.
(CBUICTEIIBCTBA) NEITEILHOCTH 3. CUCTEMHEBIN MMOIXOI.

OpraHm3anii U o0IecTBa HEOOXOIUMO
PUMEHSTh:

4. OnepalliOHHON MOAXO/.

8. Criennanu3upoBaHHBIN
y4acTOK, OCYLIECTBISAIONIMNA TpUEM U
OTIIPaBKY JOKYMEHTALUU u

KOPPECIIOHACHIINN, HA3BIBACTCS:

1. Tlompa3znenenue
pEerucTpanuu JOKYMEHTOB.

2. I'pynna KoHTpOIS.

3. Dxcnequiusl.

4. I'pymina nucem.

5. Cekperapuar.

6. O10.

o yd4ery H

9. VmopaBneHue HOKyMEHTaMH B
opranuzaiuu, B cootsercteun ¢ ['OCT P
HNCO 15489-1, BxiroyaeT B ceOs:

1. Pa3paboTKy MOJUTHUKH (PErJIaMEHTOR)
U CTaHJAPTOB; PacHpe/esieHHe OTBETCTBEHHOCTH
U TIOTHOMOYMIA; pa3paboTKy U pacrpocTpaHEeHUe
IIPOLIEYP U PYKOBOJSIIMX YKa3aHUH.

2. IlpenocraBieHue yciyr, CBA3aHHBIX C
yIpaBJIeHUEM JIOKyMEHTaMU " ux
UCIIONIb30BaHUEM; pa3paboTKy, BHEApPEHUE U
aJIMAHUCTPUPOBAHHE CTHeMATH3UPOBAHHBIX
CUCTEeM  JJIs  YOpaBJICHUSA  JIOKYMEHTAMHU.
UHTETPAllMIO  YIpPaBICHUA JOKYMEHTAaMH B
JIEJIOBBIE CUCTEMBI U TIPOIECCHI.

3. llepeuncnennoe B mm. 1 u 2.

10. OCHOBHEBIE 3TaIbI
JIOKyMEHTO000pOTa B OpPTraHU3aINH - ITO:

1. Perucrpanus, nepeaaya Ha
WCIIOJTHEHUE, TOJArOTOBKA IMPOEKTa JOKYMEHTAa,
BU3MPOBAHUE, YTBEPKACHHUE, OTIIPABKa.

2. DKcnenuuruoHHast o0paboTKa,
perucrpanus, Inepegaya Ha  UCIOJHEHHE,
KOHTPOJIb HUCIIOJIHCHHSA, OTIIpAaBKa, I[aJ'[BHeI\/JIIHGG
XpaHeHue.

3. DKcrneInInOHHAs o0paboTka,

MNpeaABapUTCIIbHOC PACCMOTPCHUC, IICpEaava Ha
HCIIOJIHCHUC, BHU3HUPOBAHHUEC W  YTBCPKICHUC,
IMOATOTOBKA K OTIIPABKE, OTIIPABKaA.

11. OcHoOBHasA 3a1a4a
paroHaIn3aul  TOKyMEHTO000opoTa —
3TO:

1. JloouThcst MOCJIe0BaTEILHOU
OJTHOCTOPOHHEH HampaBJIeHHOCTH B JIBWKEHUU
JIOKYMEHTOB.

2. J1oOuThCcs OAHOKPATHOCTH OOPabOTKU
JOKYMEHTOB M UX PETUCTPAIIHH.

3. Joburbcs M0CJIEI0BATENbHOM
OJTHOCTOPOHHEH HAaINpPaBICHHOCTH B IBMKCHUH
JIOKYMEHTOB M OJTHOKPATHOCTH UX 00pabOTKH.

4. Jloouthcst IIOCJIEOBATEIBHOMN
OJTHOCTOPOHHEH HampaBJIeHHOCTH B JIBWKEHUU
JIOKYMEHTOB M OJTHOKPATHOCTH WX PETUCTPAIIHH.

12. OTBETCTBEHHOCTh 3a
obecrneucHue TOrO, YTOOBI BCS
JOKYMCHTAITUS ObLIa LIEJIOCTHOM,
JIOCTYTHOM M YWTAaeMO#, Korja oHa
TpeOyercs  paboTHHKam, HecyT (B

coorBerctBuu ¢ [OCT P ICO 15489-1):

1. Bce paboTHUKH.

2. CUCTEMHBIN aIMUHUCTPATOP.
3. PykoBoauTenb opraHu3alui.
4. PyKOBOJIUTENIN BCEX YPOBHEM.
5. PykoBogutens ciyxo0s1 JJOY.
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13. OcHoOBHOW 1ENbIO OTHENA 1. Opranuzanus, PYKOBOJCTBO,
JOKYMEHTAI[UOHHOTO obecrieyeHus | KOOpAMHALMSA, KOHTPOJIb U peau3aus padoT 1o

(OO) B TaMOXEHHOM OpraHe SIBJISICTCS:

JOVY.

2. CoBepiieHCTBOBaHHE (POPM M METOJIOB
paboThI C TOKYMEHTaMH.

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

4.  CokpanieHue
TaMOKEHHOI'0 OpraHa.

JOKYMEHT0000poTa

14. B cucreme ymnpaBieHUs 1. Uepapxuueckue BJI.

JIOKyMEHTaMH HCTIOJIB3YIOTCS TS 2. Pensiimonnsie B/I.
XpaHEHHUS: 3. Muorocnoiinbie BJI.
4. adopmanoHHbIe XpaHWINIIA.

15. MopaenupoBanue 1. Opranu3zanus rpynmnoBoi padoThkI.
JeSTEIbHOCTH COTpYJHHUKA B 2. Peanu3zanus 6U3HEC-TIPOLIECCOB.
3JEKTPOHHOM JOKYMEHTOO00OpOTE — 3TO: 3. @opMalM30BaHHOE OMHUCAaHHE €ro

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

2. YrpaBiieHue 3HaHUSIMHU.
3. ABTOMAaTH3alIMIO IETOBBIX MTPOLIECCOB.
4. YrpaBlieHH€ HOBaIUSIMH.

17. Ayrentudukanus — 31o:

1. DeKTpOHHOE UM

2. DIIeKTpOHHAs TOATIHNCH.

3. DNEeKTPOHHBIN UAECHTUPHUKATOP.

4. IloaTBepKaeHUE NOIKHOCTHOTO JIHIA
AIIEKTPOHHOW MOJIIHCHIO.

18. Mapupyt JIBUKECHUS
JIOKYMEHTA (3a/1aHus1) TIOKa3bIBaeT:

. [enoBsle onepanum.

. Tunel 00pabaThIBa€MbIX TOKYMEHTOB.
. UcnionauTenei.

. ConeprkaHue TOKYMEHTOB (3a/1aHuid).

19. aBTOMAaTH3allUHA
JIEATENBHOCTHA OpraHH3aIiH
BUJICOKOH(epeH s 00ecTieunBaeT:

[Ipn

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

. Pabory ¢ npunoxeHusIMu.

. JlocTyn K cekpeTHOoM nHGOpMaIIHH.

20. B TamOXEHHBIX OpraHax
npeobnagaer nH(pOpMalMOHHAs
KyJIbTypa:

. KynpTypa oTKpBITOCTH.

. KynbTypa nccrnenoanus.

. OyHKUIHMOHAIbHAS KYJIbTYpa.
. KynbTypa B3anmoneicTpusl.

WD =R LW ~RR WD —

Ilpumepnvie mecmoswie 3a0anusn K pazoeny 4

Bomnpoc

BapuanTel oTBETOB

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

1. OTpacneBomy.
2. BegomcTBEHHOMY.
3. O0OBeIMHEHHOMY.

2. Ilpusznak 3aBeneHus  Jen

1. PekBU3uTaMM TOKYMEHTA.
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onpeaensiercs: 2. TexcToM IOKyMEHTA.
3. HazHaueHneM JOKyMEHTa.
4. OyHKIMEH JOKYMEHTA.
3. 3aroyioBOK nena B 1. WudopmManMoHHYI0 HANOJIHEHHOCTh

HOMCHKIJIATYpE ACJI OTpa’kacT:

JIOKYMEHTOB, COJIEPKAIIUXCS B JIETIE.

2. Ha3nauenue JIOKYMEHTOB,
COZIEPIKAIUXCS B JIeTIe.

3. 3HAYUMOCTh JIOKYMEHTOB,
COZIEPIKAIUXCS B JIETIe.

4. CocraB u BUIbl JOKYMEHTOB,

COJICpIKAIIMXCSI B JIETIC.

4. Ha kakoMm 3Tame 3KCHEpPTU3bI
IICHHOCTH JIOKYMEHTOB B HEll He

Y4aCTBYKOT COTPYIHHUKH CTPYKTYPHBIX
NOAPAa3ACICHUN TAMOXKECHHOTO OpraHa:

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

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

1. Yupexnenue B cucteme Pocapxusa, B
XpaHWIHILE KOTOpOro cobpansl  Hauboiee
LIEHHbIE JJOKYMEHThI, UMEIOIIUE UCTOPHUUECKOE U
KyIbTYpHOE  3HayeHHEe W MOITIeKALIUE
IIOCTOSIHHOMY XPaHEHHUIO.

2. Cucrema yupexaenuii Pocapxusa.

3. COBOKYIIHOCTb apXMBHBIX JOKYMEHTOB,
OTpaXKAIOIIUX MATePUAIBHYI0O U  JYXOBHYIO
JKU3Hb OOIIEeCTBa, HMMEIOIIHUX HCTOPUYECKOE H
KyJIbTYpHOE  3HA4Y€HUE,  OTHOCALIMXCA K
MH(OPMALIMOHHBIM pecypcaM U IOJUIeKaIINX
IIOCTOSIHHOMY XPaHEHHUIO.

6. CBojHass HOMEHKJATypa el

1. [IpumepHOI1 HOMEHKIATYPBI AT

TaMOXXEHHOTO oprasa SBJISIETCS 2. TTunoBoi HOMEHKIATYPHI €.
Pa3HOBUAHOCTHIO: 3. UnauBuayabHONM HOMEHKJIATYpPHI Jell.
7. lleHTpanmpHas  dKCIIEpTHasd 1. B TaMOKE€HHBIX OpraHax.

komuccuss (LIOK) —
co3/aBaeMas:

9TO KOMMCCHS,

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

8. HomeHKkiaTypa nen — 3T1o:

1. [lepedyeHb MOKYMEHTOB, 3aBOAMMBIX B
JISJIONTPOU3BOJICTBE TAMOKCHHOT'O OpPTaHa.

2. CucremMaTH3UpOBaHHBIM  TEpEYCHb
3aroJ0BKOB ne, 3aBOIMMBIX B
JENONMPOU3BOJCTBE TAMOXEHHOTO OpraHa, c
YKa3aHWEeM CPOKOB UX XPaHCHUS.

3. Crucok HaNMEHOBaHUH Jen,
3aBEJICHHBIX B JICJIOMPOU3BOJICTBE TAMOXCHHOTO
OpraHa ¥ MmoJijIeKalux Nnepeaade B apXuB.

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

1. JJonrocpoyHoro XxpaHeHHsI OyMa)KHBIX

U DJIEKTPOHHBIX  JOKYMEHTOB B  apXUBE
OpraHH3aIHy.

2. Kparkocpounoro XpaHEeHHUst
AIIEKTPOHHBIX  JIOKYMEHTOB Ha  MAarHUTHBIX
HOCHUTEJISIX.

3. Jonrocpouynoro XpaHEHUS
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Bomnpoc

BapuaHTb!l 0TBETOB

3JIEKTPOHHBIX
apXuBe.

AJOKYMCHTOB B

QJICKTPOHHOM

10.  ApxuBHble

JOKYMCHTHI,

HU3BATBIE B Ka4C€CTBC BCIHICCTBCHHBIX

J0Ka3aTcJIbCTB:

1. Tlognexar oOsi3aTeNIbBHOMY BO3BpaTy
COOCTBEHHUKY WJIU BJaJEbILy.

2. MoryT ObITh BO3BpAILlEHbl YACTUYHO IO
YCMOTPEHHIO OpraHa, U3bsIBIIETO TOKYMEHTHI.

3. He mojuiexat Bo3BpaTy COOCTBEHHHUKY
TaK
cOOCTBEHHOCTb U3bSBILETO UX OpraHa.

WU BIAJEINbILY,

KakK NepexoaiaT B

4.3. OueHo4HbIe CpeACTBA AJIs1 IPOMEKYTOYHOH aTTeCTAlUH.

4.3.1. IlepeuyeHb KOMIETEHIHII ¢ yKa3aHHeM ITANoB UX (OPMUPOBaHHS B Mpouecce

OCBOeHHMs1 00pa30BaTeJIbHOIl TNPOrpaMMBbl.

KOMIIeTEeHIHIi ¢ y4eToM ITana ux (popMHupoBaHHS

IToka3zarenu mu KPpUTEPUH OUCHUBAHUA

Kon HaumenoBanue Kop sramna ocBoenus HaumenoBanue stamna
KOMITETEHINH KOMIIETECHINH KOMIIETEHIHH OCBOCHHS KOMIIETCHIIH
OIlK-1 cnocobHocTh  pemrats | 1.3.1 Crniocoben IPUMEHSTD

CTaHJapTHBIE  3aJa4yu UH(OPMALIMOHHO-

npodeccuoHaTHLHON KOMMYHHUKAIIHOHHBIE

JEeSTEIbHOCTH Ha TEXHOJIOTUHI B cBOEH

OCHOBE NeSITETTHHOCTH.

UHPOPMALIMOHHON U

6ubauorpaduueckoit

KYJIBTYpPbI c

IpUMEHEHUEM

UH(POPMAIMOHHO-

KOMMYHHKAIIHOHHBIX

TEXHOJIOTHI U C yYETOM

OCHOBHBIX TpeOOBaHUH

MH(pOpMaLOHHON

0e3011aCHOCTH

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

HaYYHOUH OCHOBE peleHne CTaHIapTHBIX 3a/1a9

OpraHu30BaTh CBOM npodeccuoHaTbHON

TPy, CaMOCTOSITEIFHO JeSITeTHHOCTHHA OCHOBE

OLIGHUBATh PE3YJIbTaThI Hay4YHOH OpraHu3aINH

CBOCH JIeATEIIEHOCTH CBOETO Tpyna u
CaMOCTOSITEJIbHOM ~ OIIEHKH
pe3yJIbTaTOB CBOE
JeSITeTbHOCTH

Jtan 0CBOEHUI
KOMIIETEHITUH

Iloka3arennb

OILICHHNBaHUA
Ymo denaem obyuarowuiics
(kakue Oeticmeusi Cnocobex
BLINOIHUMD), HOOMBEPIHCOASL
9MAN 0C80EHUsL KOMNEMEHYUU

Kpurepuii onieHnBanus
Kax (c xakum kauecmeom)
8bINOIHsIem st Oelicmaue.
Coomeemcmayem oyeHnke « OMAUYHOY 8
wikane oyenusanus ¢ PI1/I.
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DTan 0CBOCHHUS [Tokazarenn Kpurepuit onennBanus
KOMIIETEHLIUU OLICHUBAaHU Kak (c kaxum xauecmeom)
Ymo denaem obyuarowuiics 8bINOIHACMCA Oelicmaue.
(kaxue Oeticmeusi cnocoben Coomeemcmeyem oyenke «OMAUYHO» 8
6bINOJHUMD), NOOMBEPIHCOUS, wikane oyenusanus 6 PIIJI.
oman 0C60EHUA KOMNnemeHyuu
3.1 Crocoben [Topsimok [IpaBUILHOCTE M TOYHOCTH
MPUMCHSITh MIPUMCHCHHUS OCHOBHBIX | TPUMECHCHUS nH(HOPMAITMOHHO-
uH(OPMAIIMOHHO- BHIIOB WH(OPMAIIMOHHO- | KOMMYHUKAIIMOHHBIX TEXHOJIOTHI
KOMMYHHKAI[MOHHbIE | KOMMYHHKAIIMOHHBIX
TEXHOJOTMH B CBOEH | TEXHOJOTHI
JIESITENLHOCTH.
6.2.1Cnocoben CaMoCTOATEIBbHOCTBD KonmnuecTBO  BBISIBIEHHBIX
OCYHICCTBJIATH CIICHUSA CTAaHAAPTHBIX 3a7ad OIIINOOK, JOITYIICHHBIX npu
pEICHHC npodeccHOHaTBbHON pelIeHUH  CTaHJApTHBIX  3aj1a4
CTaHJapTHBIX 33184 | neqTeNbHOCTM HAa  OCHOBE | IPO(EeCCHOHALHOMN ACSITEIIBHOCTH
npogeccHoHaIbHOI Hay4YHOM OpraHu3aluu
IEeSITENTLHOCTHHA _ | cBoero Tpyaa -
OCHOBE HAY4YHOU S
yi CaMOCTOSITEILHON OLIEHKH
OpraHu3aIid  CBOETO .
pe3yNbTaToB cBoOEn
Tpyna 51
N IEeITEIbHOCTH
CaMOCTOSITENBLHOM
OIICHKU PE3yJbTaTOB
CBOEH JeITeIbHOCTH

4.3.2 TunoBble OLlEHOYHBIE CPEACTBA
Bonpocs! 1J1s1 MOATOTOBKH K 3a4eTy

1. Tepmmuocucrema  muctUIDIMHBL. ~ OCHOBHBIE TEPMHHBI W ONPE/CIICHUS.
MHOT03HaYHOCTb U IBOJIONHS TEPMUHOB.

2. Undopmanus U ee coiicTBa. BimsHue uHdopManuu Ha KayecTBO MPUHHUMAEMbIX
ylpaBiieHYeCKUX perieHnil. HpopMannoHHbIM MEHEeXKMEHT Ha COBPEMEHHOM JTarle.

3. OcnoBubie mnojnoxenus PenepanbHoro 3akoHa Poccuiickoit ®epepamnn  «O06
uH(popMalru, HTHPOPMAIIMOHHBIX TEXHOJIOTUSX U O 3alIUTe HH(OpMALUN», €ro Pojib U 3HaUeHHE
B CUCTEME POCCUNCKOI0 3aKOHO/1ATEIbCTBA.

4. apopManinoHHbIE MPOIIECCHl — OCHOBA pa3padOTKU U peau3alliy yIpaBIeHYEeCKOro
peuieHus. YTpaBiIeHYECKOe pEelIeHHe Kak Mpolecc U Kak siBiaeHue. @opMbl ympaBieHYECKHX
pELIeHM.

5. 1enonpoun3BoJACTBO — KaK OTPaKEHUE CUCTEMBI U TEXHOJIOTMH yIpaBiaeHuss. OCHOBHBIE
9TaIlbl pa3BUTHS JeN0Npon3BoicTBa B Poccun. Poccuiickas Mosens 1e0npon3Bo/CTBA.

6. JIokyMeHT - Kak CpeJCTBO yNpaBieHus U oOpaTHOU cBs3u. CBoiiCcTBa TOKyMEHTa U
COOOLIEHHUS.

Oynkuuu  AokymeHTta. IOpuauueckas cuina W IOpUIAYEcKas 3HAYUMOCTH

OYMa)KHOTO U AJIEKTPOHHOTO JOKYMEHTOB.
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7. VYHudukanus M CTaHAAPTH3AalMsA JOKYMEHTOB. YHH(DUUIMPOBAHHBIE CHCTEMBI
nokymeHTanuu (Y CJI), ucronb3yeMble B 1€ATENbHOCTH TAMOXKEHHBIX OPraHOB: XapaKTEPUCTUKA,
HEePCIEKTUBBI PA3BUTHS.

8. Ponp u 3HaueHue KIACCU(PUKATOPOB TEXHUKO-IKOHOMHUYECKOW U COLMAIbHON
uHpoOpMalMM B JOKYMEHTAIlMOHHOM obecneuenun ympasinenus (JOVY). Xapakrepucruka
knaccupukaropoB TOCH, UCoNb3yeMbIX B AE€ATEIBHOCTH TAMOKEHHBIX OPTaHOB.

9. VHuounupoBaHHas CUCTEMa OpPraHU3alMOHHO-PACHOPSIAUTEILHOW JTOKyMEHTAalUU
(YCOP/). Xapakrepuctuka. Chepa npumenenus. CoctaB 1oKkyMeHTOB. COCTaB PEKBU3HTOB.
TpeboBanus K O1aHKaM JOKYMEHTOB.

10. OcHOBHBIE TpaBWIa MOJATOTOBKM HOPMATHUBHBIX IPABOBBIX AaKTOB (enepaabHbBIX
OpPraHOB HCHOJHMUTENbHOM Bnactu. [Ipu3Haku HOPMATHUBHOCTH B  PAaCHOPSAUTENIBHBIX
JOKYMeHTaxX. BuJbpl HOpMATHBHBIX HPAaBOBBIX AKTOB, KOTOpPbIE MOTYT U3aBaTh (eaepanbHble
OpraHbl UCIIOJHUTEIbHOM BJIACTH.

11. JlenoBas (kommepueckasi) mepenucka. Kmaccupukamms. [IpaBwima odopmiieHus
(odepra, mpeTeH3MOHHOE, TapaHTUIIHOE, peKJIaMHOe NUCbMO). KoMIo3uunoOHHOE MOCTpOeHue
PEKBU3UTA «TEKCT» JEJIOBOI0 MMCbMa. MeXlyHapOJHbIE CTaHAAPTHI.

12. OcHOBHBIE 331auu U (QYHKIIMH CTPYKTYPHBIX MOpPA3IeICHU TAMOKEHHBIX OPTraHOB,
UMEIOUIMX  OTHOLIEHHWE K OpraHu3anmuu JoKyMeHTooOopora. Dopmbl  opraHuzanuu
JIEJIONPOU3BOJICTBA, HUCIIOJIB3YEMBIE B IEATEIIBHOCTH TAMOKEHHBIX OpPTraHOB.

13.  OcHOBHBIE HTambl JOKYMEHTOOOOpOTa (YNpaBlIE€HUYECKUX JIOKYMEHTOB) B
TaMOKEHHOM OpraHe M HX XapakTepucThka (TpeOoBaHus K opranuzauuu). Llenp u 3agaun
palMoOHaIN3alUH TOKYMEHTO000pOTa B TAMOKEHHOM OpIaHe.

14. OcoOeHHOCTH oOpraHu3anudd pabOThl TPH  HWCIOJB30BAHUU  TEJICTAUITHOM,
(aKCUMMIIBHOM CBSI3U M AJIEKTPOHHON MOYTHI. DJIEKTPOHHOE COOOILEHHE: ONpeieTieHH e, TpaBuiia
HOJrOTOBKH, O)OPMIICHHUS M OTIPABKU. DTHKA HNEKTPOHHON MEPEMHUCKH.

15. DAeKTpOHHBIA JOKYMEHTOOOOPOT B TaMOKEHHOM OpraHe: COCTaB YYaCTHHKOB,
B3aMMOJICIICTBHE, TEXHOJIOTMUECKHUE PEILIECHUSI.

16. [IpunuunuansHast cxema padotsr AUTIC.

17. Ponb, 3HadeHWe W NPUHLMIBI PETHCTPAllMM JOKYMEHTOB B OpraHH3alMH
nenonpousBoacTBa. KIIC «YKU-2»: uctopusi co3nanus, HazHadeHHe, (YHKIUOHAJIbHBIE
BO3MOXXHOCTH, ITyTH MOJIEPHU3ALIUY.

18. OObeKkTUBHBIE U CYOBEKTUBHBIE (PaKTOPBI pOCTa JOKYMEHTOOOOPOTa B TAMOXKEHHBIX

Oprasax.



27

19. OcobOeHHocTH OpraHu3aluu padOThl B TAMOKEHHBIX OpraHax C JOKyMEHTaMH,
MMEIOLIUMH CBEJIEHUS: orpaHndeHHoro pacnpocrpanenus (JCII), a Takke KOMMEPUYECKYIO WU
rocyJapcTBEHHYIO TaiiHy. Kpurepun oTHeceHUs MHPOPMALINU K KATETOPHH «CIYKEOHOM».

20. OcobeHHOCTH OpraHu3aluu paboThl B TAaMOXEHHBIX OpraHax ¢ OOpallleHUsIMU
rpaxnat. [Iponenypa o0kanoBaHus pelieHu, neicTBuil (0e31eHCTBUS) TaAMOKEHHBIX OPraHOB
Y MX JOJDKHOCTHBIX JIMLL.

21. T'ocymapcTBeHHBIM apXWBHBIM (PoHI (HazHaueHWe, cocTaB). JIOKyMEHTAJIBHBIA W
apxuBHBI (OHIBI TaMOKEHHOro opraHa. OTIMYUS «TPAIULMOHHOTO» U «IJIEKTPOHHOIO»
apXUBOB.

22. BenoMCTBEHHbIE apXHMBBl (B TaMOYKEHHBIX OpraHax): BUJAbI, COCTaB JOKYMEHTOB,
¢ynkuuu. VcrnonHeHHe 3ampocoB  COLMAIbHOTO Xapakrepa. «CrHeluanbHbI» apXuB B
TaMOXXEHHOM OpraHe.

23. llenp, 3Tambl, NPUHUUIOBI W KPUTEPUU OHKCHEPTHU3Bl LEHHOCTU JOKYMEHTOB B
TaMokeHHOM opraHe. [TomHoMouns u opranm3anus padoter JK.

24. Ponp M 3HaueHHME HOMEHKJIATYpbl Jel B OpPraHU3alUU JAEJONpPOU3BOJACTBA B
TaMOXEHHOM oprase. Busipl Homenknatyp aen. [IpaBuiia moAroToBKy.

25. Merononorusi NpOEKTUPOBAHUS W BHEAPEHUS CUCTEM YIPABIEHUS JOKYMEHTaMH
(CY 1) B opranu3zaiiuu Ha coBpeMenHoM 3tare (Ha ocHoBe TOCT P MCO 15489-1).

26. Kiaccudukanmusa u  XapakrepucTuka nporpamMHoro obecneuenus (I10),
UCMOJIB3YyEeMOro JuId LieJied aBTOMaTH3alud JOKYMEHTOOOpOTa B COBPEMEHHBIX YCIIOBUSX.
Bo3MmoxxHOCTH HCTIONIB30BaHUSI CUCTEM ympaBieHusi morokoMm pador (Workflow) B mporecce
aBTOMAaTHU3AINH JIETIONPOU3BO/ICTBA.

27. Ilpouenypa ucnons3oBanus u npusHanus I u DLII. Y aocroBepsitomre MEeHTPH B
TaMOKEHHBIX OpraHaXx.

28. depepanbHas 1eneBas nporpamma «OnekTpoHHas Poccus».  IIpoGnemsr
B3aMMOJeHCTBUS (heepaabHBIX OPraHOB HCIIOJHUTENBHON BIIACTHM B MPOIECCE CO3AaHUS U
WCIIOJIb30BAaHUSI MEKBEJOMCTBEHHOI'O 3JIEKTPOHHOro JokyMeHToobopora. ®TC Poccunm B
COCTaBE «AJIEKTPOHHOT'O MPABUTEIBCTBAY.

29. OcHoBuble HopMmaTuBHble mpaBoBble akThl PTC (I'TK) Poccum B obnactu
JIOKYMEHTAIlMOHHO-UH(POPMAIIMOHHOTO 00€CTIEUeHHsI YIIPABICHUS JIEATEIbHOCTHI0 TAMOYKEHHBIX

OopraHoB (Kjaccu@uKaius, XapaKTepUCTUKHN).

Ikana oneHNBaAHNA.

Ouenka Kpurepun PesynbTaThl 00yyeHus
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«3a4YTCHO»

OLIEHKH

- Cryzgent 1.3.1
[TOKa3bIBACT Ha YPOBHE 3HAHUM:
BCECTOPOHHHE U TJIYOOKHE Byary OCHOBHBIE [IOJIOKEHUS ~ METOJUKH
SHaHHA  HPOTPAMMHOTO iy vieHeHus MH(POPMALOHHOM u
Matepu HaHU o

arepuara, SHAMIC sy 6nmorpaduueckoil  Ky/lIbTyphl Ul PElICHHs

OCHOBHOU u ©
OTONHHTEIBHOI 3aj1a4 MPOPeCCHOHAIBLHOM JeATETBHOCTH
f— Ha YpOBHE YMEHMH: YMETh IPaMOTHO 3aIlOJHSTH

MIOCIIEZIOBATENHHO U YETKO
OTBEYaeT Ha  BOIPOCHI
3a4eTHOro  Ownera U
JOTIOJTHUTENILHBIE
BOTIPOCHI;

- YBEPEHHO
OpPHECHTHUPYETCS B
MEXMPEAMETHBIX  CBSI3SX
u MIPOOIIEMHBIX
CUTYaIUSIX;

- JIEMOHCTpPHUPYET
CIIOCOOHOCTh  TPUMEHSITH
TEOPETUYECKUE  3HAHUS
IE aHanusa
MIPAKTHYECKAX CHUTYaIui,
JieJ1aTh MIPaBUJILHBIC
BBIBO/IBI, MPOSIBIISIET
TBOPYECKUE CITIOCOOHOCTH
B MIOHUMAaHWH, U3JI0KEHUH
u WCTIOJIb30BaHUN
MIPOrPaMMHOTO
MaTepuaa;

- IOATBEPIKJIAET MOJTHOE
OCBOCHHE KOMIIETEHITUH,
MPeyCMOTPEHHBIX
MPOrpaMMOi OCBOEHUS
JUCTIATLITTHEI.

M opOpMIATH TOKYMEHTBI, HCIOJIb3yeMbIC B
rmpodeccnoHabHOMN eI TEeIPHOCTH

Ha ypOBHE HaBBIKOB: ONBIT MpodecCHOHATBHOMI
e TeIbHOCTH

OIIK-6.2 (2.1) Ha ypoBHE 3HAHUIA:

BHATH OCHOBHBIC TOJOXCHUS METOIMKH HAYyYHOMU
OpraHU3ali CBOCTO TPyJa M CaMOCTOSITEIbHOU
OLIEHKU PE3yJIbTAaTOB CBOCH JICATEIIbHOCTH

Ha yPOBHE YMEHUN:

YmeTh MIPUMEHSITh METOMKH HAYYHOH
OpraHM3alk CBOCTO TPyJa M CaMOCTOSITEIbHOU
OLIEHKU PE3yJIbTATOB CBOCH JIEATEIILHOCTH

Ha YPOBHE HABBIKOB:

OnbIT pereHusI CTaHJAPTHBIX 3a1a4
mpodecCHOHaIbHOM  JICATEIILHOCTH Ha OCHOBE
HAyYHOH  OpraHM3alMd  CBOEr0  TpyAa H
CaMOCTOSITCNIHON ~ OLICHKH pPEe3yJbTaTOB CBOCH
e TeIbHOCTH

«HE3aYTCHO»

- CryneHT umeer
CYIIECTBEHHbIE MPOOEIBI
B 3HAHUSAX OCHOBHOTO
y4eOHOro MaTeprana;

- JIOITyCKaeT
MPUHIUIAATBHBIC
OMMOKH NP MPUMEHEHUN
3HaHUH, KOTOpBIE  HE
MTO3BOJISIFOT emMy
BBITIOJIHUTD
nmabopaTopHble  pabOTHI
(mpakTHUYecKHe 3aHATHA);

- HE
MOJITBEPIKIAET OCBOCHHE
KOMIICTCHITUH,
MPEeIyCMOTPEHHBIX
MporpamMMon
JUCLUILINHBI;
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- HE 3HAeT
METOIUKHU peann3anun
MPaKTHYECKUX  HABBIKOB
HCIIOIb30BaHUS
H3y4aeMBbIX porpamm
JUCUUIUIMHLL  W/WIK  HE
MOXET  CaMOCTOSATEIbHO
MPOJIEMOHCTPUPOBATH
MIPAKTHYECKHE YMEHUSI.

4.4. MeTonnuyeckne MaTepuaJibl

OnenuBanue OOyYarOMMXCs B MPOIECCE IMOATAMHOTO OCBOSHUS MMM KOMIICTEHITUH,
dbopMupyeMbIX MaHHOW AMCLUUIIMHOW OCYIIECTBIsAETCS B (opMe MNATUOAILHONW OICHKH,
KOTOpasi ImpeJoiaracT OLEHUBAHUE 3HAHUL C TIOMOIBIO YCTHOIO COOECce0BaHUs MO Y3JIOBbIM
BONPOCAM U yMeHUll periaTh 3HaHHUEBbIC TECTHI.

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

Memoduuecxuepexomeudauuu nO n0020MoeKe K JIEKUUOHHBIM U CEMUHAPCKUM 3AHAMUAM

Onmna w3 3amad kypca «OCHOBBI JIOKYMEHTOOOOpOTa B TAaMOXKEHHBIX OpraHax» -
ajanTanys CTYACHTOB K HOBBIM (popMaTaM OBJIAJCHUS 3HAHUSMH, OCHOBBIBAIOIIUMHCS HE Ha
MMaCCUBHOM YCBOCHHU I/IH(i)OpMaIII/II/I U HUX pCOpoAyKIHWH, a Ha AKTUBHOCTH CTyACHTAa H
TBOPYECKOM BOCIIPOHM3BEICHUN 3HaHUM. [IJIs pemenus 3Toi 3a1a4n UCIIOIB3YETCsl OpraHU3anus
BPEMCHHBLIX TBOPYCCKUX I'PYIII IO MHTEPECAM JIsI CAMOCTOATCIIBHOTO U3YUYCHUA OTACIIBHBIX TEM
U BBIIIOJTHEHUSI CAMOCTOSITENIbHBIX padoT.

B mnpomecce camocTosTenbHON pabOTHl CTYJEHTY HE PEKOMEHAYETCS 3aydnBaHHE,
MEXaHUYeCKOe 3allOMMHaHue yuyeOHoro Matepuasa. CTyAEHTY CleAyeT MOCTOSHHO MBICICHHO
COOTHOCHTH TOJYYCHHYI0 HAaydHYI0 HH(OpPMAIMIO C COOCTBEHHBIM OIIBITOM, KPUTHYECKH
aHaAJTM3UPYs €ro U OLIEHUBAs C HOBBIX, Y)K€ HE KUTEUCKUX, & HAYUHBIX MTO3UIUH.

B Oeax MmoAroTOBKM K CEMHUHAPCKUM 3aHATUAM CTYyJACHTaAM H606XOI[I/IMO HUCIIO0JIBb30BATh
KaK OCHOBHYIO, TaK U JONOJHUTEIbHYIO IUTEpATypy 110 TEMaM CEMUHapa.

yLII/ITI)IBaSI, 4YTO JICKOUMOHHBIC 3aHATHA IPOXOAAT HE IO BCEM TEMaM AOWCHHUILIWHBI,
clleflyeT KOHCIEKTHPOBAaTh MaTepHa 1o TeMaM CEMHUHApOB.

Memoouueckue pekomenoauuu K camocmoamenvHoii pabome

OpueHraiys y4e6HOro rporecca Ha caMopa3BUBAIOLIYIOCS JINYHOCTh JAETaeT HEBO3MOKHBIM
nporecc oOyueHus: 6e3 MpeaocTaBiIeHUs CTyJIEHTaM MpaBa BbIOOpa IMmyTeil U cnocoOoB 0O0yUYEeHUS.
[TosiBnsieTcss HOBasi 1LieJib 0OPa30BaTENBbHOIO IMPOIECCa — BOCIUTAHHE KOMIIETEHTHOW JIMYHOCTH,
CIIOCOOHOM pelIaTh TUIIMYHBIE POOJIEMBI U 3a11a4i UCXOAS U3 MPUOOPETEHHOTrO0 Y4eOHOro OmbITa U
aJICKBaTHOM OLICHKH KOHKPETHOM CUTYaIlHH.

JlocTrkeHue STOM 1eM HEBO3MOXKHO Oe3 TMOBBIIEHHS POJIM CaMOCTOSITEIbHOM padOoThI
CTYJICHTOB HaJl y4eOHBIM MaTepHaliOM, YCUIEHUsI OMBENCMEEHHOCU NPenooasameis 3a pa3eumue
HABLIKO CAMOCHOAMENbHOU pabompl, 3a CTUMYJIUPOBAHUE MPOPECCHOHABHOIO POCTa CTY/IEHTOB,
BOCIUTAHUE UX TBOPUYECKOW AKTUBHOCTH Y MHUIIMATHBBI.

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

CrienoBartesibHO, CaMOCTOSITENIbHASL padoTa - 3TO HE TMPOCTO CaMOCTOSITEIbHAS JICSITEIBHOCTD
YYAIMXCSI 110 YCBOCHUIO YUEOHOTO MaTepHalia, a 0codas cucmema Yeiogull 00VUeHUsl, OP2AHUZYEMbIX
npenooasamenem.

DYyHKUMH, 3212494 U BUAbI CAMOCTOSITEILHOI Pa00ThHI CTY/IEHTOB
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HeobxoauMocTh opranuzaiyu ¢o CTyJISHTaMHA pa3HOOO0pa3HON CaMOCTOSITENTHHON JICITEITHHOCTH
ONpeNeIsIeTCd TEM, YTO YHAETCS PaspelldTh MPOTUBOPEYME MEXKIY TPAHCIALMEH 3HAHUKA M HX
YCBOGHHUEM BO B3aUMOCBSI3U TEOPHHU U IPAKTUKH.

CamocrosiTenbHast paboTa BHITIONHSET PA0 (hyHKYUIL, K KOTOPBIM OTHOCSITCSE:
*  Pazsusaiowass (NMOBBIIICHUE KYJIBTYpPbl YMCTBEHHOTO TPYa, MPUOOIICHUE K TBOPYECKUM
BUJIaM JICATEIBHOCTH, 00OTaIlIeHHE MHTEIUIEKTYATbHBIX CIOCOOHOCTEH CTYICHTOB),

*  Ungpopmayuonno-odoyuarowas (ydeOHasi IeSTETBHOCTh CTYICHTOB Ha ayIUTOPHBIX

3aHATUSX,  HEMOAKPCIUICHHAs  CAMOCTOSTENRHOM  paboToid,  CTAHOBHUTCA  MaJio

pe3yJIbTaTUBHON );

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

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

*  Uccreoosamenvckasi (HOBBIA YpOBEHb IPO(HECCHOHATIBHO-TBOPUYECKOTO MBIIILICHUS).
B ocHoBe camocTosTeNnbHOM paboThl CTY/IEHTOB JIEXKAaT —CIEAYIOIIUE MPUHUUNDBL: PA3BUTUS
TBOPYECKOHN JIEATEIbHOCTH, 1IEJIEBOT0 IUIAHUPOBAHNS, ITUHOCTHO-AESATEIIbHOCTHOIO MOIX0/1A.
3aoauu camocmoamenvHol padomsvt CHyOEHMOE:

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

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

® PasBUTHC IIO3HABATCIIBHBIX CIIOCOOHOCTEHI ¥ aKTUBHOCTH CTYACHTOBRB!: TBOp‘IeCKOf/’I
HWHUIUATUBBIL, CAMOCTOATCIIbHOCTH, OTBETCTBCHHOCTHU 1 OPIraHU30BAHHOCTH,

L4 q)OpMI/IpOBaHI/IC CaMOCTOATCIIBHOCTH  MBIIIJICHUA, CIOCOOHOCTEH K CaMOpPa3BUTHILO,
CaMOCOBCPHICHCTBOBAHUIO K CaMOPCATIN3allNH;

®  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.

BueaynuropHast camocTosiTenbHast paboTa BKITIOYAET Takue ¢hopmobl padomel,
KaK:

®  UH/IVBHIyaIbHBIC 3aHATHS (JOMAIITHUE 3aHSATHS):

v H3yYeHHe MPOrpaMMHOIO Marepraia JUCIHILIAHEI (paboTa ¢ yYEOHHMKOM M KOHCIIEKTOM
JIEKIIUN);
M3yYeHHE PEKOMEH TyeMBIX JINTEPATyPHBIX HCTOYHUKOB,
KOHCIIEKTHPOBAaHNE HCTOYHUKOB;
BBITIOJTHEHNE TIPAKTUYECKUX 33/IaHUI;
paboTa co cI0BapsIMU U CIIPaBOYHUKAMUY;
paboTa ¢ MEeKTPOHHBIMI MH(POPMAIMOHHBIMH pecypcaMu 1 pecypcamu Internet;
COCTAaBJICHHE TIIaHa U TE3UCOB OTBETA HA CEMUHAPCKOM 3aHSTHH;
COCTaBJIEHUE CXeM, TaOJuIl, pedycoB, KPOCCBOPJOB ISl CHCTEMATH3AIMH Y4eOHOTO
Marepuana;
OTBETHI HAa KOHTPOJIbHBIE BOIIPOCHI, TECTHI;
AHHOTHPOBaHUE, pedepupoBaHIe, PELIEH3UPOBAHUE TEKCTA;
COCTaBJIEHHE TII0CCapHsi, KPOCCBOp/Ia M0 KOHKPETHOM TeMe;

AR NN

ANENEN



31

v/ TIO/ITOTOBKA K KOJUIOKBUYMY;
v’ NOIrOTOBKA MPE3CHTAINH;
v’ TOIrOTOBKA K 3a4€TY;
®  TPYIIOBAs CAMOCTOSITENBHAS paboTa CTY/ICHTOB:
v/ IOJrOTOBKA K 3aHATUSM, IPOBOJUMBIM C UCIOJIb30BAHMEM AKTUBHBIX (GOPM  0OyUeHHS
(KOJIJIOKBUYM, TUCKYCCHSA);
v/ 10JIydeHHe KOHCYJIBTALMH ISl Pa3bACHEHHH 110 BOIPOCAM M3y4aeMOM IMCIUIUIMHEL,

ConeprkaHre BHEAyIUTOPHOM CaMOCTOSATEIbHON pabOThI OMpEAENSETCS B COOTBETCTBUU C
paboueil yyeGHOI mporpaMMoi TUCHUIUIMHBL. PaciipeneneHue 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, U3y4aeMOU TUCUUILIUHBIL, HHAWBHUYallbHbIE OCOOEHHOCTH 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  npenooasamena 1O TUTAHUPOBAHHMIO M OPraHU3ALMK CAMOCTOSITEILHOW pabOTHI
CTy/ICHT:

1 CocraBienue miaHa caMOCTOSTEIbHOW pabOThI CTYIEHTA MO AUCIUILIIVHE.

2. Pa3paboTka 1 Bbl1aua 3a/1aHUMH JUIs CAaMOCTOSITENIbHON paboThI.

3. OOyueHHe CTY/ICHTOB METOIaM CaMOCTOSITEITEHON PaOOTHIL.

4. OpraHu3anys KOHCYJIbTAIM 10 BBINOJTHEHHUIO 3aaHUi (YCTHBIA MHCTPYKTaX, MUChbMEHHASI

UHCTPYKIIHS).
5. KoHTponb 3a X0710M BBIIIOJTHEHHUS U PE3YJITATOM CAMOCTOSITENTbHOM PabOThI CTY/IEHTA.

CTyneHT JOJKEH 3HATh:
e Kakue pazmensl U TeMbl AUCHMIUIMHBI TNpPEAHA3HAUYEHBI JUIS CaMOCTOSITEIILHOTO
M3y4eHHUs (IIOJTHOCTHIO UM YAaCTHUYHO);

e Kkakue (opMbl CaMOCTOSTENBHON paboThl OyIyT MCIONIB30BaHbI B COOTBETCTBHHU € paboueit
IIPOrpamMMON;
e Kaxas (popmMa KOHTPOJIS U B KAKUE CPOKH MPETYCMOTpEHA.
PexoMeHyercs mocnenoBaTenbHOE U3YYEHNE MOYJIEN COTVIACHO YKa3aHHBIM HOMEpaM.
Buapl yueOHBIX 3aHATHH 10 KaXXJA0My MOAYIIO M Y4eOHOMY 2JIEMEHTY IMpEACTaBICHbI B
Tabmue.

Memoouueckue pekomenoayuu no nOO20mMoeKe K KOJ110KGUyMY

KomnokBuym - Bua y4eOHO-TEOPETHYECKUX 3aHATHHM, MpeACTaBISIOMUN co0oit
IpyNIoBoe OOCYXJAEHUE TIOJ PYKOBOJICTBOM IIpErojaBaTeNsi J0CTaTOYHO UHIMPOKOIO Kpyra
npo0iieM, HalprUMep, OTHOCUTEIBHO CaMOCTOSITENILHOTO OOJIBIIOTO pa3jiena JEeKIMOHHOTO Kypca.
OnHOBpEMEHHO 3TO U (OpMa KOHTPOJIS, Pa3HOBUAHOCTh YCTHOTO 9K3aMEeHa, MacCOBOI'O OMpoca,
MO3BOJIAIONIAs MPENoAAaBaTeNl0 B CPAaBHUTEIHHO HEOONBIION CPOK BBIICHUTH YPOBEHb 3HAHUUN
CTYJEHTOB  LEJOM  aKaJAeMH4YecKO  TIpymnmsl IO  JaHHOMY  pasfely  Kypca.
KomnokBuym mnpoxoaur o0bMHO B (OpME JOUCKYCCHH, B XOA€ KOTOpPOH CTyAEeHTaMm
IIPEIOCTABIISAETCS BO3MOYKHOCTh BBICKA3aTh CBOK TOYKY 3pEHUS Ha paccMaTpUBAEMYIO
npo0emy, YAUTHCS 000CHOBBIBATH " 3aIUIIATh ee.
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ApPrymMeHTHpys U OTCTauBasi CBO€ MHEHME, CTYACHT B TO K€ BPEMs JEMOHCTPUPYET, HACKOJIBKO
IyOOKO M OCO3HAaHHO OH YCBOWJ M3ydeHHBIH Matepuan. [Ipy moArotroBke K KOJIIOKBUYMY
CTYACHTY PEKOMEHIYeTCs [eTallbHO IpopadoTaTh JUTEpaTypy IO TeMe KOJUIOKBUYMa U
HOJATrOTOBUTH APTYMEHTHI JJ11 000CHOBAHUS COOCTBEHHOW TO3HLINH.

Memoouueckue pekomenoayuu no nOO20MoGKe npe3eHmavuu.

IIpe3enTanus - camblii 3¢ peKTHBHBIH c1I0CO0 JOHEeCeHUs BAKHOM MH(OPMALIMU KaK
B Pa3roBope «OAMH Ha OAMH», TaK M IpH MyOIMUYHBIX BbICTYMIEHUsX. CllaliA-ipe3eHTauu
MO3BOJAIOT  3(P(PeKTHO M  HANVIAJAHO  IIPEACTaBUTh  COJEPKAHUE,  BBIICIUTb U
OPOMJUIIOCTPUPOBATh  COOOLIEHHE, KOTOPOE HEeCeT IMpEe3eHTaluss M €ero  KIIYeBble
cozepKaTeNbHble IYHKTHI. VICIIOIb30BaHME HMHTEPAKTUBHBIX 3JIEMEHTOB IIO3BOJISET YCUIIUTH
3¢ (EeKTUBHOCTh BBICTYIUICHUH, SBISIOMIMXCS YacTbl0 HPO(GECCHOHAIBHONW  JIeSTEIbHOCTH
0OJIBIIMHCTBA CIELIUAIUCTOB.

IIpy moxaroTroBke K NPE3EHTAlMM CTYICHT BbIOMpAaeT W3 MPEUI0KEHHOIo CIIMCKa
MHTEPECYIOILYIO0 €r0 TEMY, U3y4YaeT €€ C HCII0JIb30BaHHMEM HEOOXOAMMOM y4eOHOW M Hay4dHOU
JUTEPATyphl U TOTOBUT CIIAUI-IIPE3CHTALINH.

6. Y4eOHas quTepaTypa U pecypcbl HHPOPMAIMOHHO-TEJIeKOMMYHUKAIIMOHHOM
cetn "UnTepHeT", BK/IIOUYAS NepedeHb Y4eOHO-MeTOHYeCKOro odecneyeHus AJsi
CaMOCTOSITE/IbHOI Pa0doThI 00y4alOIMXCH MO JMCUMILTHHE (MOIYJII0)
6.1. OcHoBHas nUTEpaATYpA.
1. KprokoBa H.II. JlokymeHTHpOBaHUE YIPaBICHUYECKON JeATenbHOCTH: YueOHOe

nmocooue. — M.: UH®PA-M, 2010.

2. MarBeeBa B.A. OcCHOBBI TOKyMEHTOOOOpPOTa B TaMOXKEHHBIX OpraHax: y4eOHO-
HariaggHoe mocooue. —M.: PO PTA, 2015.

3. COOpHUK U3BJIEYEHHH W3 HOPMATHBHBIX WPABOBBIX aKTOB IO BOMpPOCaM

JOKYMCHTAIITUOHHOT'O U I/IH(i)OpMaHI/IOHHOFO obecnedyeHus ACATCIIBHOCTH TAMOXXCHHBIX OPraHOB

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

6.2. JlonmoHUTENbHAS IUTEpaTypa.
1. JlanunuH A. OJNEKTpOHHbIE TOCYAApCTBEHHbIE YCIYTM M aAMHUHHCTPAaTHUBHBIE

perJaMeHThl: OT MOJMTUYECKOM 3aauM K apXUTEKTYpe «3JEKTPOHHOIO MPaBUTENbCTBa». —M.:
NHOPA-M, 2004.

2. Manbiuenko FHO.B. DneKTpoHHBIH JOKYMEHTOOOOPOT B TOpProBie, OaHKOBCKOM U
TaMOKEHHOM Jiejie: YueoHoe nocooue. — BO PTA, Bnagusoctok, 2002.

3. MarseeBa B.A., 'anonenko B.A. Vcnonb3oBanue nHGOPMAIMOHHBIX TEXHOJIOTUN B
JOKYMEHTAIlMOHHOM OOECTIEYeHUU YIPABJICHUS JIEATENIbHOCTBIO OpraHu3aluu: YueOHO-
HariaggHoe mocodbue. —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 HMudopmanmonnsix  Texnomoruiti; BHUHOM.
JlabGopatopust 3nanuii, 2008.

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

7. Kopuee U K., ITmenko A.B., Mamypues B.A. Ynpasnenue 1okymeHTaMu: Y4eOHUK.
-M.: UH®PA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: XKyan I'omec. MaremaTuka, IIMHUOHBI U XaKEPbI.
Konuposanue u xpunrorpadus. / [lep. ¢ anrn. —M.: [le Aroctunu, 2014.

9. IloBapoBa E.A. Ilpo0GiieMbl «ympaBieHus» HHPOpMaLMEd B TOCYyAapCTBEHHBIX
opraHax UCHoOJHHUTeNnbHOM BracTH // UndopmammonHoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBasi nepenucka B KOMMEPYECKOM OpraHU3alluu. —

M.: MLI®DP, 2004.

6.3. Y4eOHO-METOIMUECKOe 00ECIICUCHHE CaMOCTOSATEIbHON pabOTHI.
1. Janunua A. DIEKTpOHHBIE TOCYNAapCTBEHHBbIE YCIYTM W aJMHUHUCTPATUBHBIE

pErJIaMeHThl: OT MOJIMTUYECKON 3a7aul K apXUTEKTYpPE «QJIEKTPOHHOI'O IPABUTEILCTBa». —M.:
NHOPA-M, 2004.

2. Mansimenko HO.B. DnekTpoHHBIM JOKYMEHTOOOOPOT B TOpromiie, OAaHKOBCKOM H
TaMOKEHHOM Jiejie: YueoHoe nocoodue. — BO PTA, Bnagusoctok, 2002.

3. MatBeeBa B.A., I'anonenko B.A. Mcnonbs3oBanue MH(OPMAIIMOHHBIX TEXHOJIOTUH B
JOKYMEHTAallMOHHOM OOECIEUeHUN YIPABJICHUS JAESITEIbHOCTbIO OpraHu3aluu: YueOHO-
HarsigHoe mocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoir B.M. Metogsl u Monaenu NpUHATHSA YIPABIECHYECKUX
pemenuit: Yue6. mocobue. —-M.: UTHOPA-M, 2014.

5. I'pannuun O.H., Kusies B.U. UndopmaninoHHble TEXHOIOTUH B YIIPaBlIeHUU: Y4yeOHOe
nocobue. —M.: UWurepner-Yuuepcurer WHpopmaunonnsix Texnonorui; BUHOM.
JlaGopatopus 3Hanmi, 2008.

6. Kopuees UK., Kcangonyno I''H. Texuudeckue cpeactsa ynpaBieHHs: YUeOHUK JUIs
BeIciIeit mKoabel. —M.: UHOPA-M, 2010.

7. Kopueer U K., ITmenko A.B., MamypuieB B.A. Ynpapnenue nokymeHTaMu: Y4eOHUK.
-M.: UHO®PA-M, 2010.

8. Mup maremaruku: B 40 1. T. 2: XKyan ['omec. MaTemaTnka, IIMHOHBI U XaKEPBHI.

Komuposanue u kpunrtorpadus. / [lep. ¢ anrn. —-M.: Jle Aroctunu, 2014.
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9. TIoBapoBa E.A. Ilpobnembl «ynpaBieHHs» HHPOpPMaLKEH B TroCyJapCTBEHHBIX
OpraHax UCHOJHUTENbHOM BracTH // udopmanmonHoe mpao. 2008. Ne 2.

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

M.: MII®OP, 2004.

6.4. HopMatuBHbIE TPaBOBBIE IOKYMEHTHI.
1.TOCT P 7.0.8-2013. [Ienonpou3BOACTBO U apXUBHOE AeJ10. TepMUHBI U ONIPECTICHUS.

2. TOCT P 53898-2010. CuctemsbI 37eKTpOHHOTO JIOKyMeHTOoOOpoTa. B3aumoaeiicteue
CHCTEM aBTOMAaTH3allMM JOKYMEHTAIlMOHHOTO ofecneueHust yrpasieHus. TpeGoBaHus K
AJIEKTPOHHOMY COOOIIICHHUIO.

3. TOCT P 54989-2012/ISO/TR 18492:2005. OGecrneyenne IOArOBPEMEHHOMR
COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

4. TOCT P 54471-2011/ISO/TR 15801:2009. VmpaBieHue JOKyMEHTAIHEH.
WNudopmanus, coxpansemasi B 3JICKTPOHHOM BHJIE.

5.TOCT P UCO 22310-2009. Cuctema ctanaapToB 1o uHpoOpManuu, OHOINOTEUHOMY U
uznarenbckomy aeny. Mudopmanus u gokymeHTanus. PykoBoacTBo ansi pa3pabOTUMKOB
CTaH/IapTOB, yCTaHABIMBAIOUINX TPEOOBAHUS K YIIPABJICHUIO TOKYMEHTAMHU.

6. TOCT P HCO 15489-1 — 20007. Cucrema cTaHgapToB I0 HH(pOpManuy,
OMOTMOTEYHOMY M H3/aTeIbCKOMY Jely. YmpaBiieHueaokymeHTamu. OomuerpedoBanus. 1SO
15489-1 — 2001. Information and documentation. Records management. General (IDT).

7.TOCT 7.73-96. Ilouck u pacnpoctpaHeHure nHpopmanuu. TepMUHBI U ONpeeeHHs.

8. T'OCT 7.74-96. Un¢popMalinOHHO-TTOUCKOBBIE SI3bIKU. TepMUHBI U OIIpE/IEICHHUSL.
1. KoHctutyumna Poccniickon ®epepaunn.

2. O6 nsnextponnor momnucu: denepanbHblii 3akoH Poccuiickoit ®Depepannu ot 06
anpens 2011 r. Ne 63-03.

3. O6 wunbopMmaruu, HHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3alure WHGOpMAIUu:
@®enepanbHblii  3akoH  Poccmiickonn  ®epepaumn  or 27 wmrona 2006 T
No 149-®3.

4. O nepcoHanbHbIX JaHHBIX: PenepanbHbIi 3akoH Poccuiickoilt @enepanuu oT 27 MO
2006 r. Ne 152-@3.

5. O nmopsanke paccMoTpeHHs oOpameHuit rpaxnaH Poccwuiickoii ®Deneparuu:
®enepanbubiii 3akoH Poccuiickoit @eaepanuu ot 02 mast 2006 1. Ne 59-D3.

6. O6 apxuBHOM nene B Poccuiickoit @eneparuu: denepanpHbiii 3ak0H Poccuiickoit

Oeneparun ot 22 okTs10pst 2004 1. Ne 125-D3.
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7. O rocymapCTBEHHOW TpakgaHCKo ciyxOe: dDenmepanbHbiii 3akoH Poccuiickoit
®enepanuu ot 27 uroisg 2004 r. Ne 79-P3.

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

9. O rocynapctBeHHol TaitHe: 3akoH Poccuiickoit denepanuu ot 21 urons 1995 r. Ne
5485-1.

10. O cucreme u CTpyKType (enepaibHbIX OPraHOB HCIIOJHUTEIBHOW BJIACTH: YKa3
IIpesunenta Poccuiickoit denepammu ot 09 mapra 2004 r. Ne 314.

11. O6 yrBepxaenuu Ilepeuns cBeneHuil, OTHECEHHBIX K FOCYAapCTBEHHON TaiiHe: YKa3
[Ipe3unenra Poccuiickoii Oenepanun oT 30 HOSIOPsT 1995 r.
Neo 1203.

12. O6 57eKTpPOHHON MOJMUCH, UCHOJIB3YEMOW OpraHaMHU HUCHOJHUTEIBHOW BIACTH U
OpraHaMH MECTHOT'O CaMOYIIPABJICHUsI IPU OPraHU3ALMH 3JIEKTPOHHOTO B3aUMOJIEHCTBUS MEXKIY
co00ii, 0 TIOpsIIKE €€ UCIOJB30BaHMs, a TAaKXKe 00 yCTAaHOBJICHUH TPEOOBAaHUHN K 0OCCIICUCHHIO
COBMECTUMOCTHU CpeACTB 3eKkTpoHHOU noanucu: IlocranoBnenue IlpaBurenscrBa Poccuiickoit
Oenepanun ot 09 gespans 2012 . Ne 111.

13. O enuHOM cCHUCTEME MEXBEIOMCTBEHHOIO 3JIEKTPOHHOIO B3aUMOJICHCTBUS:
[Toctanosnenue [IpaButenscTBa Poccuiickoit @eneparnun ot 08 centsiops 2010 1. Ne 697.

14. O6 yrBepxkaenun IlonokeHUs O CUCTEME MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO
nokymentoobopota: IlocranoBnenue IIpaBurenscrBa Poccuiickoit denepaunn ot 22 ceHTAOps
2009 r. Ne 754.

15. O6 yrBepxkaenun IlpaBun gemompousBojAcTBa B (eAepalibHBIX — OpraHax
ucrnonHuTenbHON Biactu: [locranosnenue [IpaBurenscrea Poceniickont @enepannu ot 15 uroHs
2009 r. Ne 477.

16. Konnemmuss  ¢opmupoBanuss B Poccuiickoit  ®exepanuui  AJIEKTPOHHOTO
npasutenscTBa 10 2010 roga: Pacnopsikenue [paButenscta PO ot 06 mas 2008 r. Ne 632-p.

17. O ®denepanpHOM TamoxeHHOU ciyx0e: [ToctanoBnenue IIpaBurensctBa PO ot 21
asrycra 2004 r. Ne 429.

18. O6 yrBepxnenun [IpaBui NOAroTOBKM HOPMATUBHBIX MPABOBBIX aKTOB (heaepanbHbIX
OpraHOB HCIIOJIHUTENIBHON BJIACTU M HMX TOCYIapCTBEHHOM peructpanuu: llocraHoBieHue
ITpaBurenscTBa Poccuiickoit ®denepanuu ot 13 aBrycra 1997 r. Ne 1009.

19. O6 yrBepxxaenun I[lonoxenus o nmopsiake oOpalieHus co ciayxeOHoi nHpopmanuei
OTPaHUYEHHOTO pACHpOCTpaHEeHUs B (elepalibHBIX OpraHax MCIOJHUTEIbHONH BIACTHU:

[Toctanornenwue [IpaButenscTBa Poccuiickoit @eneparun ot 03 HOs1Opst 1994 1. Ne 1233.



36

20. O0 ytBepkaeHMHM THUMOBOM MHCTPYKIMH IO JIEIONPOU3BOJICTBY U pabOTe apXHBa B
TaMokeHHbIX  opraHax: [lpukaz  ®TC  Poccum or 09 wmons 2014
Ne 1331.

21. OO0 yrBepxkaeHuH THUIIOBOTO IIOJOKEHUS 00 apXWBE€ TaMOXEHHOTO oOpraHa |
MOJIOKEHHUS 00 HSKCHEpTHOH KOMHCCHMU TaMmokeHHoro oprana: Ilpuka3 ®TC Poccum ot 23
asrycra 2012 r. Ne 1700.

22. O06 yTBepKJe€HUH KBATU(PHUKALMOHHBIX TPEOOBAHUM K MPOPECCHOHATIBHBIM 3HAHUAM
U HaBbIKaM, HEOOXOAMMBIM [UIl HCIOJHEHHUS JOJDKHOCTHBIX OOS3aHHOCTEH IO JOJHKHOCTAM
denepanbHON rOCYIapCTBEHHON IPaskIaHCKOM CITy:kObI B leHTpanbHOM anmnapate @TC Poccun,
B MPEACTABHTEIBCTBAX TaMOXXCHHOU CiykObl Poccmiickoii ®enepanuu 3a pydexoMm U
taMoxkeHHbIX opranax Poccuiickoit ®enepanuu: [Ipukaz ®TC Poccunm ot 31 urons 2012 r. Ne
1535.

23. O0 yTBEpXKIAECHUM THUIIOBBIX IMOJOXKEHUH O MOJApa3AENCHUSX JOKYMEHTAMOHHOIO
oOecnieueHus TaMmokeHHbIX opraHoB: [Ipuka3z @TC Poccuu ot 01 mapta 2012 r. Ne 373.

24. O cucreMe BEIOMCTBEHHBIX YIOCTOBEPSIIOUIMX LIEHTPOB TAMOXKCHHBIX OpPIaHOB
Poccuiickoit ®enepanuu: IIpukas OTC Poccun oT 29 Mas 2008 I.
Ne 637.

25. O TUMOBBIX CTPYKTypax TaMOXEHHBIX opraHoB Poccuiickoit ®enepanuu: [Ipukas
OTC Poccun 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 TUIOBBIX YHPABIEHYECKHX AapXUBHBIX JOKYMEHTOB, OOpa3ylOIIHUXCS B
IpOLECCEe JIEATENbHOCTH TOCYJAapPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYINpaBICHUS U
opraHu3aluy, ¢ ykazanuem cpokoB XpaHeHus: [Ipukaz MunkyneTypsl Poccniickoit denepanuu
ot 25 aBrycra 2010 r. Ne 558.

28. O6 yrBepxkAeHUM METOAMYECKHUX PEKOMEHJAIuil Mo pa3paboTKe MHCTPYKIUI MO
JIETIOTIPOU3BOJICTBY B (pefiepalbHBIX OpraHax MCHOJHUTEIbHOUW BiacTH: [Ipuka3 denepanbHOTO
apxuBHOTO areHTcTBa ot 23 nexadps 2009 r. Ne 76.

29. KBann(uKauOHHBIA CIPAaBOYHHUK JOJDKHOCTEH PYKOBOJHUTENEH, CIENHUaTUCTOB U

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

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

http://www.gdm.ru.

2. [TopTan koHcanTuHroOBOM rpymsl «Tepmukay - http://www.termika.ru.
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3. LleHTp KOMIETEHIIUU IO BOMPOCaM JOKYMEHTAIMOHHOTO OOECTIeUeHUs YIIPaBICHUS U
apxuBHOTO Jena - http://www.edou.ru.

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

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

6.6. lHble MCTOYHHUKU.

7. MarepuajibHO-TeXHHYecKasi 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, «"apant», «BOI-Undo» u ap.

3. AC «YKU-2».



