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COAEP)XAHUE

[lepedyenr TUIAHUPYEMBIX pPE3yJAbTaTOB OOy4eHHs IO JUCHMIUIMHE  (MOIYIIO),
COOTHECEHHBIX C IUTAHUPYEMBIMH pe3yJabTaTaMU OCBOEHHUsI 00pa30BaTeIbHON MTPOrpPaMMBI
OOBeM 1 MeCTO TUCHUIUIMHBI (MOAYJIS) B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl
Coneprxanue U CTPYKTypa JUCHUILTUHBI (MOIYIIS)
Marepuanbl TEKYIIErOo KOHTPOJISI YCIIEBAeMOCTH OOydarommxcs U (DOHI OIEHOYHBIX
CPEICTB MPOMEKYTOUHOM aTTeCTAIMH 110 AUCHUTUTHHE (MOYITIO)
Mertoanueckue ykazaHus A5 00y4JaroIMXcsi 10 OCBOCHUIO TUCIUIUINHBI (MOJTYJIS)
YueOHast JnuTepaTypa M pecypchbl HH(OPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOM CETH
"NnTepHer",  y4eOHO-METOAMYECKOE  OOCCIICUYCHHE  CaMOCTOSTENBHONH  padOTHI
00yJarOIIMXCS TTO0 TUCIHUIUIMHE (MOJIYIIIO)

6.1. OcHoBHas aUTEpaTypa

6.2. JlonoJHUTENIbHAS TUTEpATypa

6.3. YueOHo-MeTo1n4YecKkoe 00ecredeHne CaMOCTOSTENbHOM paboThI

6.4. HopmaTuBHbBIE MPABOBBIE JOKYMEHTHI

6.5. UnTepHeT-pecypchl

6.6. nple nCcTOUHUKHN
MarepuanbHo-TexHUUecKass 0a3a, HMH(POPMALMOHHBIE TEXHOJIIOTMH, IPOrPaMMHOE
obecreyeHre U HTHPOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI
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1. IlepeyeHp MUIaHUPYEMBIX Pe3y/IbTATOB 00y4eHHs 10 JUCHHUILINHE (MOLYJII0),
COOTHECEHHBIX C IUIAHUPYEMbIMH Pe3yJIbTaTAMH 0CBOEHHS NPOrPaMMbl

1.1.

Hucuuruinna (51.5.32.01 Ochosbi 00Kymenmoobopoma 6 MAaMONCEHHbIX OpP2aHax)

o0ecreynBaeT OBJIAACHHUEC CICAYIOIMUMHA KOMIICTCHIUAMU C YIHETOM dTalla:

Kon HaumenoBanue Kon stana ocBoenust HaumenoBanue sramna
KOMITETEHIIUU KOMITETEHIIUU KOMITETEHIIUU OCBOEHHS KOMIIETEHIIUU
OIIK-1 cnocoOHocTh  pemath | 1.3.1 Criocoben IIPUMEHSITh

CTaHJapTHBIE  3aJaud nH(GOPMAIMOHHO-
npodeccuoHaIBHOM KOMMYHHUKAI[HOHHBIC
NesITeIbHOCTH Ha TEXHOJIOTHH B cBOEi
OCHOBE NeSITETbHOCTH.
MHGOPMAITMOHHON U
oubmorpaduieckoit
KYJIBTYpbI c
MIPUMEHEHUEM
nH(}OpPMAITMOHHO-
KOMMYHUKAITUOHHBIX
TEXHOJIOTHH U C y4eTOM
OCHOBHBIX TpeOOBaHUI
nH(}OpMAITMOHHOM
0e301acHOCTH
OIIK-6 CIIOCOOHOCTH Ha | OIIK-6.2 (2.1) CnocobeH OCYIIECTBIIATH
HayYHOU OCHOBE peleHre CTaHAapTHBIX 3a7a4
OpraHHM30BaTh CBOM npodeccuoHanbHON
TPYZ, CaMOCTOSTEIHLHO NEeSITEIPHOCTH  Ha  OCHOBE
OLICHUBATh PE3YJIbTAThI HAY4YHOUH OpraHu3aIu
CBOCH JIeATEIILHOCTH CBOETO Tpyna u
CaMOCTOSITENIbHOM  OIIEHKH
pe3yIbTaTOB CBOEH
JIESITENIbBHOCTH
1.2. B pesynbrare 0OCBOECHUS JUCIUILIMHBI Y CTYAEHTOB JIOJDKHBI OBITH C(HOPMHUPOBAHBI:
OTO/TD Kon stana Pe3ynbraTel 00ydeHMsS
(npu Hanuuuu OCBOEHUS
npogpcmanoapma)/ KOMIICTCHITUT
TPYIOBBIC WIIH
npodeccruoHalbHbIE
JICUCTBUSA
1.3.1 Ha ypOBHE 3HAHUM:

3HATH OCHOBHBIC TIOJIOKEHHSI METOIUKH MPUMEHEHHS
MHpOpMaMOHHOW M OMOIMorpaduyeckoil KyabTyphbl

ISt pelieHus 3aj1a4 npodeccuoHaIbHOM
e TeIbHOCTH

Ha YpOBHE yMEHUI: YMETh TpaMOTHO 3amloJIHATh U
O(l)OpMJISITB HAOKYMCHTHI, HCIIOJIb3YCMBIC B

podeccuoHaNIbHOM 1eATEeIbHOCTH

Ha YypoBHE HaBBIKOB: OMBIT NpodhecCHOHATBHOM

JICATCIIBHOCTH
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OIIK-6.2 (2.1) Ha ypOBHE 3HAHUM:

3HATH OCHOBHBIC TIOJIOKEHUS METOAUKH HAy4YHOU
OpraHu3ali CBOEro TpyJa U  CaMOCTOSITEIbHOM
OIICHKH PE3YJIbTATOB CBOEH NIESITEILHOCTH

Ha yPOBHE YMEHUN:

VMeTh IMPUMCHATbL MCETOIUKHU HaYQHOﬁ OpraHHu3anmny

CBOETO Tpyda | CaMOCTOSITEIbHOM  OLICHKH|
€3YJIbTATOB CBOEU JIEATEIbHOCTH

Ha YPOBHE HABBLIKOB:

OnbIT peLeHust CTaHIAPTHBIX 3a/1ayl
podeccuoHaNbHOM  NI€ATENbHOCTH HAa  OCHOBE
Hay4HOU OpraHu3aluu CBOETO Tpyza 51
CaMOCTOSITEJIBHOM ~ OLEHKH  pe3ylIbTaTOB  CBOEH
NIEeATEIbHOCTH

1. O6bem 1 MecTO TUCHUILIMHBI (MoayJisi) B cTtpykType OII BO

O0beM TUCHUIIMHBI
KonmuuecTBo 3aueTHBIX eMHMII 10 yaeOHOMY iany: 2 (72 yaca), KOHTaKTHas paboT — Jiekiuu 18
9acoB, IPAKTHYECKHUE 3aHATUS — 36 4acOB, CAaMOCTOsTENbHAs paboTa — 18 "acos.

Mecro nucuuniunasl B ctpykrype OII BO

—b1.5.32.01 OcHOBBI TOKyMEHTOOOOPOTa B TAMOXKEHHBIX OpraHax, 4 Kypc, 8 ceMectp;

— JUCHUIUIMHA peanm3yercs mocie wuszydenws: Wudopmaruka, Byxranrepckmii yder,
OCHOBBI  JIOKyMEHTOOOOpOTa B  TaMOXEHHBIX oOpraHax, KOHCTUTYLIMOHHOE MpaBo,
AnMuHHCcTpaTUBHOE TpaBo, ['paknanckoe mpaBo, duHaHcoBoe mpaBo, [IpaBo EBpazmiickoro
HKOHOMMUECKOTO COr03a, MeXIyHapoJHOE TaMOKEHHOE IIPABO;

2. Conep:kanue ¥ CTPYKTYpa THCHHUIIHHBI (MOLYJIs1)

Ounaa popma ooyuenusn

Ne n/m HaumenoBanue TeM u/mim O0beM TUCHUIUIHHBI (MOIYJIsA), Yac. ®opma
pasnesos Bcero KonTakTHasi padora o0y4aroimmxcsi ¢ Ccp TeKyuiero
npernojaaBareJsem KOHTPOJISt
Mo BWIAM y4eOHBIX 3aHATHH ycneBaeMocTH**,
J/30, JIP/ 230, 3/ 20, KCP MPOMEKYTOUHOI
AOT* AOT* AOT* aTTecTAMU***
Paznen 1 | OcHoBHBIEC MOHATHS U 8 2 4 2 0,3, T
TEPMUHOJIOT U B
JIOKYMEHTAIMOHHOM
obecriedeHun
YIIPABJICHHUS
Paznen 2 | JlokymeHTHpOBaHWE 16 4 8 4 0,3, T
YIIPABJICHYECKON
ACATCIBHOCTH
TAMOXXCHHBIX OPraHOB
Paznen 3 | Opranuzammsi pabOTHI 16 4 8 4 0,3, T
c JOKyMEHTaMU
(ympaBiieHue
JIOKyMEHTaMH) B
TaMOXKCHHBIX OpraHax
Paznen 4 | Dkcneptusa 16 4 8 4 0,3, T




IOECHHOCTHU
JOKYMEHTOB

Paznen 5 | Cpencrsa 16 4 8 4 0,3, T
OpraHu3alMOHHON
TEXHUKH,
UCTOJB3yeMbIE  TIPH
pabote c
JIOKYMEHTaMH

HpOMC)KYTO‘lHa}l aTTcCTaluAa 3avyerT

Bceero: 72 18 36 18

Conep:xanue TUCHUNIMHBI (MOTYJIs1)

Pa3gea 1. OCHOBHBIE ITIOHATHUA U TEPMHUHOJIOI'US B
JOKYMEHTAIIMOHHOM OBECIIEYEHUWHU YIIPABJIEHUA (J10OY)

Tema 1.1. HopmaTuBHo-MeToguueckas 6a3a JOY B Poccuiickoii @enepanun

Porp ¥ 3HayeHuMe AUCHUIUIMHBI B MPOQECCHOHAIBHOW IOJIrOTOBKE CIEIHAIUCTA
TaMOKEHHOTO Jena. JIokyMEHTOOOOpOT ~ Kak  TEXHOJIOTHYecKas COCTAaBJIAIOILAS
JOKyMEHTaIMoHHOro obecrieuenus: ympasieHnus ([1OY) B Tamoxennbix opranax. JIOY kak
OTPaXEHUE CUCTEMBI M TEXHOJIOTHH YIIPABJICHUS JCITEIBHOCTHI0 TAMOKEHHBIX OPTaHOB: HOBAs
IapagurMa yrnpasiIeHUs — IPOLECCHBINA MOIXO.

Kpartkuii aHanu3 HOpMaTUBHO-METOAUYECKUX JOKyMeHTOB B obnactu JIOY B Poccuiickoit
®enepanyu: a) 3aKOHOATENBCTBO; 0) CTaHAAPTHI: MEKIYHApOIHBIC U HAIIMOHAJIBHBIC, B TOM
qHcie, KIaCCU(PHUKATOPHl TEXHUKO-DKOHOMHUYECKOW M cormanbHoi mHpopmanuu (TOCH). Mx
posb B MH(OPMAIIMIOHHOM O0ECIIEYEHNH AEATENbHOCTH TAMOKEHHBIX OPTaHOB; B) METOUUYECKAs
U yueOHast IuTeparypa.

Hopmaruuble mpaBoBele aktel @DPTC Poccum B o0nacté  JOKyMEHTAIlHOHHO-
MH(POPMAITMOHHOTO O0ECTICYCHHUS YIIPABICHHS IESTEILHOCTHIO TAMOKEHHBIX OPTaHOB: KPATKUH

0030p.

Tema 1.2. OcHoBHBbIe OHSITUSA B cepe JOY

Tepmunocucrema JIOY Ha coBpemMeHHOM »JTame: B3DIAA JokymeHToBena u MWT-
CIEIMAJIUCTA.

JIOKyMEHT Kak MCTOYHUK M HOcHTelb nH(popmaruu. [luceMenHas cymHocTs U dopma
nokymenra. Ctpykrypa nokymeHTa. Mertagannsle. Tunomorus nokymeHToB. ®Dopmartsl

QJICKTPOHHBIX JOKYMCHTOB.
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[Monsarus: «uHpOpMaAIHSD», «TOKYMEHT», «I0KyMEHTAIlMOHHOE 00ecrieueHUe yIpaBIeHUsS
(A0Y)», «ympaBieHue JIOKyMEHTaMW», «WH(POPMALMOHHOE OOecreueHne YIpaBICHUS,

«HGOPMAITMOHHBIN MEHEPKMEHTY, «3JICKTPOHHBINA JOKyMeHT (D1)» u np.

Pasznea 2. JOKYMEHTUPOBAHUE YIPABJEHUYECKOW JESTEJBHOCTH
TAMO>KXEHHBIX OPTAHOB

Tema 2.1. [JlokyMeHTHMpPOBaHHMEe YIPABJCHYECKOHM W HMHOW MPOU3BOACTBEHHOM
AeATeIbHOCTH B TAMOKEHHBIX OpraHax

JIokyMeHT Kak ciueactBue coObiTusa. OCHOBaHUS JUIs CO3JaHMS JOKYMEHTOB B
opranuzauui. [Ipuganue JOKyMEHTY IOPUANYECKON CUJIBL.

CucreMbl TOKYMEHTAIMH, HCIIOJb3YeMble B JEATEIbHOCTH TAaMOXKEHHBIX OPraHOB, HX
XapaKTEepUCTHKA, COCTaB, B3aWMOIPOHUKHOBEHHE. YmpaBieHueckue okyMeHThl (VY/I) kak
nucbMeHHas ¢opma YP U oTpaxkeHHe CUCTEMBbl YIpaBJI€HHs, MX BHJBI, KiIaccuduranus.
Ompenenenue  opraHu3alMOHHO-pacnopsauTenbHoro  gokymenta  (OPH).  Bugst wu
paznoBunHoctu OP/I,

bnanku OPJl u TpeGoBaHusa, npenbsBisieMble K UX O(DOPMIECHHUIO, HW3TOTOBICHUIO U
xpaHeHuto. PexBuzutsl OP/] u npaBuiia ux oopmienus. Dopmyisip JOKyMeHTa.

CrpykTypa peKBU3UTa «TEKCT» B Pa3IMYHbIX OPraHU3alMOHHBIX U PACHOPSIUTEIBHBIX
JNOKYMEHTaX (IIOJIO)KEHHE O TaMO>KEHHOM OpraHe, MOJIOKEHHE O CTPYKTYPHOM MOApa3/elIeHUH,
JOJDKHOCTHOM periaMeHT (MHCTPYKIUs) U Jp.). TpeOGoBaHUS K CTUIIO U3JIOKEHHUS PEKBU3UTA
«TEKCT».

WudopmanmonHbie JOKYMEHTHI (aKTbl, MPOTOKOJBI, JOKJIAIAHbIE 3aIMCKH, CIIy>KeOHBbIC
MMChbMa, CIIPaBKU, OTYETHI U JIp.) U TPeOOBAHUS, IPEIbSIBIIIEMbIE K X OPOPMIICHUIO.

JKu3HeHHbIM OUKJI 1 3Tallbl IIOATOTOBKH CJ'Iy>KC6HBIX JOKYMCHTOB.

Tema 2.2. OcobenHoctu ogopMiIeHHsI TOKYMEHTOB, CO3/1aBaeMbIX B IIpolecce

ynpaBJieHHs MePCOHATOM B TAMOKEHHBIX OPraHax

CooTHOLIEHNE MOHATHH «KaIpoBas JOKYMEHTAIMS», «IOKYMEHTBI JIMYHOTO
IPOUCXOKICHUS (110 JTUYHOMY COCTaBY)», <«JIOKYMEHTALUs 110 YIPABJICHUIO IEPCOHAIOM», UX
COCTaB, KJIACCU(HUKAIIHS.

JlokyMeHTasIlbHOE O(OpMIIEHHE KaIpOBBIX MPOLEAYp - HeoThemieMas OOS3aHHOCTh
pabortonarens. TpeGOBaHHMS POCCHIICKOIO 3aKOHOAATENbCTBA K MpPOLEAypaM U HpaBHIaM
oopMiIeHUs TOKYMEHTOB 110 YIIPABICHUIO IEPCOHATIOM.

[TpaBmwia odopMIIeHHS HEKOTOPHIX TOKYMEHTOB (TIOJIOKCHHE O TEPCOHAIBHBIX

JAHHBIX, MPUKA3 10 JUIYHOMY COCTaBY, aTTECTAIlMOHHBIN JIUCT, KOHTPAKT U 1p.). DopmupoBanue
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U XpaHEHHE JMYHOTO Jeja TOCYJapCTBEHHOTO TIPaXJAaHCKOTO CIyXallero (COTpyaHMKa,
paboTHHKA).

Tema 2.3. OcoGenHoctn  odopmiieHHsT  JOKYMEHTOB, HCIOJIb3yeMbIX B
MEKIyHAPOJAHOH NPAKTHKE BHCIIHEIKOHOMUYECKOM e TeJIbHOCTH

Kommepueckass  (nenmoBas) Mepenucka: — KiacCHU(UKalus  KOMMEPUYECKHX — IHCEM
(mpen1oroBopHbBIE, NMPETEH3UOHHBIE, TapaHTUMHBIE, PEKJIAMHBIE U Jp.); [IPaBOBbIE OCHOBAHMUS
MOJIrOTOBKH; 0COOEHHOCTH 0(OPMIICHHUS; CTPYKTYpa TEKCTa (KOMIIO3ULIMOHHOE TIOCTPOECHHE).

MexxayHapoaHble CTaHIApThl, MCIOJAb3yeMble IIPU IOArOTOBKE U  O(QOPMIICHUU

KOMMepquKOﬁ MCPCINCKH: (I)OpMy.Hﬁp, COCTaB " PACIIOJIOKCHNUEC PCKBHU3UTOB U T.II.

Pazgen 3. OPTAHU3ALIUA PABOTbBI C JOKYMEHTAMMUM (YIIPABJIEHUE
JOKYMEHTAMMN) B TAMOXEHHbBIX OPTAHAX

Tema 3.1. Opranusanus ABMKeHHA (JOKYMEHT0000p0Ta) U padoThl ¢ JOKYMEHTAMH
B TAMOKEHHBIX OpPraHax

CoBpeMeHHble TpeOOBaHUSI K YIPABJICHUIO JTOKYMEHTaMU (yHpaBieHHE JOKYMEHTAMH,
peryiasaTuBHas Cpefa, IOJUTHKa B OOJIACTH YHpaBICHUS JOKYMEHTaMH, paclpeaeieHue
OTBETCTBEHHOCTH U IIOJIHOMOYMH M0 yNpaBlIeHUIO JOKyMeHTamH). CHCTEMHBI NHOAXOA K
YIOPaBICHUIO JOKYMEHTAaMU B OpraHu3alMd. MeTodoJorusl IMPOEKTUPOBAHMS M BHEIPEHUS
cucteM ynpasnenus qokymernTamu (CY /).

JIOKyMEHTOOOOpOT B TaMOXKEHHOM OpraHe: colepXaHHue (JOKYMEHTOIIOTOKH); 3TaIlbl
(xapakTepucTHKa; TpeOOBaHMS K OpraHU3allMM); COBPEMEHHBIE CPEJICTBA HCCIENOBaHUA U
MoaenupoBanus. OCHOBHBIC NMPHHLMUIBI PAllMOHATU3AIMH JTOKyMEHTOO0OPOTa B TaMOXEHHOM
oprase. Beibop (popmbl opranuzanuu Jei10nporu3BoICTBA.

Peructpanusi 1OKyMEHTOB Kak METOJ BKJItOUEHUsI TOKyMeHTOB B CVY/I: kiro4yeBoil stan
JOKYMEHTO000pOTa M OCHOBA CO3JJaHUs JJOKYMEHTAIbHOM HH(OPMALIMOHHO-TTIOUCKOBON CUCTEMBbI
(AUIIC). CrpykTrypupoBaHHe JOKyMEHTHpOBaHHOW wuH(popMmanuu. [IpuHIMOHATBHAs cxema
pabotsr AUIIC.

Kommepueckue — cnpaBouHble — cucTeMbl — IpaBoBoro  xapakrepa  («['apant»,
«Koncynprantllmoc», «Koneke», «FOCHUC» u ap.) Kak pasHOBUAHOCTH J0KyMeHTanbHbIX UIIC:
o(umaNbHOCTh, aKTYaJIbHOCTh, TOJHOTAa W JIOCTOBEPHOCTh HMH(POpPMALIUHU, COAEPIKAIIUICS B
HUX.

Tema 3.2. Oco0eHHOCTH OPraHU3aUMH PA00THI C HEKOTOPHIMU BUAAMHU JOKYMEHTOB
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Oco0eHHOCTH OpraHM3aliy JEIONPON3BOICTBA B pabOTE C YCTHBHIMU U MUCHMEHHBIMU
oOpamieHus MU rpaxnaH. PaccMoTpeHue 1O CyliecTBy, TpeOOBaHHUS, MPEIbSIBISEMBIE K
pewenuto. [Ipuem rpaxaas.

OcoOeHHOCTH TOpsiAKA U CPOKM PACCMOTPEHUS 3asBICHUM TpaxaaH B cllydae
0o0KaloOBaHUSI WMHU pEIICHUW, JeHcTBUM (Oe3deiicTBUIl) TaMOXKEHHBIX OPraHoB H HX
JOJDKHOCTHBIX JIULL.

CymHOCTh W OCOOEHHOCTHM OpraHu3aluu paboOThl C JOKYMEHTAMH, COJIEPKAIIUMHU:
cBezieHus1 orpaHudeHHoro pacnpoctpaneHus (JICII), koHuaeHIMaIBHYIO (IIEPCOHATBHYIO)
nH(pOPMAIHIO, CITY>KEOHYIO TaliHY, TOCYAapCTBEHHYIO TalHYy.

Tema 3.3. Hudopmaruszaumsas B cdepe JAOKYMEHTALMOHHOIO oOOecmeYeHust
ylpaBJieHHsA

ABTOMaTH3aIUs JIETIONPOU3BOJCTBA — KJIIOUYEBOM MOMEHT B HAJEKHOCTU peau3aluu
MOJIETIM  YNpaBJI€HUS  OpraHu3alMedl U COBEPIICHCTBOBAHUA  AaJIMUHHUCTPUPOBAHUSI.
CosepuienctBoBanue JIOY - ogHa W3 HPEANOCHUIIOK — CO3JaHMsl  KOPIIOPATUBHOM
unpopmarmonnoit cuctembl (KMC) opranuzanuu. Otanbl W OCHOBHBIE  ITPHHIIMIIBI
aBTOMATU3allMd JOKYMEHTOOOOpOTa (NPUHIUIBL: TMEpPBOro JHIA, CKaThus uHbOpManuy,
I00poXKeNIaTeIbHOCTH, OJJHOKPATHOCTH BBO/A HH(POPMAIIHH).

Cucrembl  3IEKTPOHHOTO  JOKyMeHTooOopota (CDJI): ompenencHue; QyHKIHH;
tpedoBanus k COJl. Ouenka apdextuBHoctu CI/I. [Ipobnemsr BHenpenus CI/I.

OTC Poccuu B cOCTaBe «3NIEKTPOHHOTO MPABUTENIBCTBAY. CUCTEMBI MEKBEIOMCTBEHHOTO
3NIEKTPOHHOTO JokyMeHToobopota (M3JIO) um snexkrponHoro B3aumoneictBus (CMOB):
Ha3HaueHME; HHPPACTPYKTYpa; OCHOBHBIC HCIIOJHUTEIH U YYACTHUKHU; CTPYKTypa IepeiaBaeMoi
uH(popMaIuu.

CoBpemennbie TeHaeHuu pa3utus UT B JIOY (oOmavHble TEXHOJIOTHH; MOPTaIbHbIC

peUICHUs; ITIOTOKOBOC CKAHUPOBAHUEC; N3BJICYCHUC JJAHHBIX U ,Z[p)

Paznen 4. IKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

Tema 4.1. HomeHkiaTypa ae

Homenknatypa men Kak OCHOBa JIOKyMEHTaJbHOTO (OHIa TaMOXXEHHOTO OpraHa u
KJIacCU()UKAIMOHHBIA CIIPaBOYHUK. MHOTO(QYHKIIMOHATBHOCTh HOMEHKIIATYPhI e, €€ BUJIbI,
CXEMBI TOCTPOCHUA.

TpeOoBanus, mpenbsBiIsieMble K 3arojoBkam Jen. [lpu3Haku 3aBeneHHs el
OrnpeneneHue CpoOKOB XpaHEHUs JOKYMEHTOB. [lepeyHu NOKYMEHTOB C yKa3aHMEM CPOKOB UX
XpaHCHUA: BUJbI, HA3HAYCHUC, TMOPAAOK HCIIOJIL30BaHUS. OCHOBHEBIE ImpaBujia (bOpMI/IpOBaHI/ISI

JCII.
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Tema 4.2. [lopsaaok npoBeeHUst IKCNEPTU3BI HEHHOCTH JOKYMEHTOB B TAMOKEHHBIX
opraHax

ApxuBHbIil hona Poccuiickoit denepanuu, €ro posib B AeJie COXPAaHHOCTH KYJIBTYPHOTO U
Hay4YyHOT'O Hacllelus CTPaHbl U cOCTaB. Buibl apX1BOB, UMEIOIIMUXCS B TAMOKEHHBIX OpraHax, Ux
3a71aui U GYHKIUH, COCTAaB apXUBHBIX (DOHJIOB.

[IpyHUMIIBI, KpPUTEPUM M STalbl AKCHOEPTU3bl LIEHHOCTU JOKYMEHTOB TaMOXEHHBIX
OpraHoB, B TOM YHCJE 3JEKTPOHHBIX. JKcrepTHble komuccuu (OK) TaMOXXEHHBIX OpraHoB:
3ajaud, (QYHKIMM, OpraHu3anus padorel. [lolHOMOYMS SKCHEPTHO-NPOBEPOYHBIX KOMHUCCHI
(OIIK) apxuBHBIX yupexaeHuit. OhopmieHue pe3yinbTaToB 3KCIEPTU3bI IIEHHOCTH JOKYMEHTOB.

Ilopsinok nepenauu Jesn B apXyUB TaMOXKEHHOTO opraHa. BeleMka, U3bATHE €)1 U3 apXHUBa
TaMOKEHHOTO opraHa. Bbigaya cripaBok colManbHOIO XapakTepa.

[Tonsitue «@nexrporHoro apxusa» (DA) ¢ Touku 3peHus apxuucta u UT-crenuanucra.
Bunst DA. TpeOoBanuss k xpanwmuiyy ODA. IlogBogHble KaMHHM HCHOJb30BaHUS DA U

YHHUYTOXCHUA DJICKTPOHHBIX JJOKYMCHTOB.

Pazgen 5. CPEJICTBA OPTAHU3AIIMOHHON TEXHUKU, UCIIOJIb3YEMBIE
ITPU PABOTE C JOKYMEHTAMMU

Tema 5.1. KJIaCCI/I(l)I/IKaIII/Iﬂ CpeacCTB OPITEXHUKU U UX OCHOBHBIC XaPaKTEPUCTUKH

CpenctBa Mallod  OpPITEXHUKHM - DJJIEMEHT KYIbTYphl YIOPaBJICHUYECKOrO Tpyaa.
Krnaccudukarust cpeacTB OpPrTeXHUKH (KOMHUPOBAIBHBIC alllaparhl, TEJIETAUIIBI, Tene]akchl,

CpEeIICTBA CBSI3U U P.) M KX OCHOBHBIE XapaKTEPUCTUKH.

Tema 5.2. Oco0eHHOCTH HCII0JIL30BAHUS YJICKTPOHHOM, TeerpaHoi, TeaeTalnHoM,
(paxcuMUIBbHOI CBSI3U

OcobeHHoCTH HCIOJIb30BaHUS AJIEKTPOHHOM, TenerpadHoHu, TEIICTAUITHOM,
(baxkcuMuIbHON cBsi3U. [10/UIMHHOCTE NepenaBaeMbIX CpeACTBAMU DJIEKTPOHHOM, TenerpadHoii,
TeseTaliHOM, (akCUMWIBHOM CBSI3M JOKYMEHTOB, IpaBWJa UX IOATOTOBKM M IpoLEeAypa

nepe):(aqn/ [MpuceMa B TAMOKCHHBIX OpraHax.

3. Marepuajbl TeKylero KOHTpPOJIsl yCIeBAeMOCTH 00y4alouIuxcs U
(¢oHI OLIEeHOYHBIX CPEACTB MPOMEKYTOYHOM ATTECTAIMHU 0 JUCHUILINHE (MOLYJII0)

4.1. ®opMbl W MeTOAbI TEKYHIer0 KOHTPOJS YCNEeBAEMOCTH OOy4aloluXcsi H
NMPOMEKYTOYHOM aTTeCTAIMU.
dopma aTTecTaumm - 3a4eT
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4.1.1. B xome peanu3auMu AUCHUIIMHBI (UHOEKC, HAUMEHO8aHUEe) WCIOJIb3YIOTCS
CJIeyIoIIe METOIbI TEKYIEero KOHTPOJIS YCIeBAeMOCTH 00yIaIMINXCST:

Tema n/unu pazaen MeTozpl TEKYIIEr0 KOHTPOJIS yCIIEBAEMOCTH

OcHoBHble moHsATHS U | Omnpoc, pemenue 3a1ad, TecT
TCPMHUHOJIOTHUA B
JOKYMEHTALMOHHOM
o0ecrneueHNH yIpaBIeHus

JlokymMeHTHpOBaHHE Omnpoc, pemienue 3aaad, TeCT
YIIPABJIEHYECKOU
JEeSTeIbHOCTH
TaMO)KEHHbIX OPraHoB

Opranuzanust  pabotel ¢ | Onpoc, pelieHue 3aa, TeCT
JIOKYMEHTaMU
(ympaBieHme

JIOKYMEHTaMH ) B
TaMOYKCHHBIX OpraHax

DKkcnepTusa ueHHoctu | Ompoc, penieHue 3a1ay, TeCT
JIOKYMEHTOB

CpenctBa Ormpoc, penienne 3amad, TeCT
OpraHU3alMOHHOMN
TEXHUKH, HCIOJIb3yeMbIe
npu pabote c
JOKYMEHTaMHU

4.1.2. Jx3ameH (3a4eT) MPOBOAUTCS C IPUMEHEHUEM CJIeTYIONUX MeTOA0B (CPeIACTB):
3auem nposooumcs no sonpocam

4.2. MaTtepuaJibl TEKYILIEro KOHTPOJISI YCIIEBAEMOCTH 00y4al0IIMXCsl.

Tumnosblie OlleHOYHbIE MATEPHUAJIBI (3a1a4M)
IIpakTUKyM N0 pelieHuI0 32124 (IPAKTUYECKUX CUTYyallMii) 10 TeMaM JIeKIU

K Teme 1.2.:

3amaua Ne 1. Haiigure B pa3zauyHbIX MCTOYHMKAX (IFOCYJApCTBEHHBIE CTaHAAPTHI,
npodeccruoHabHbIE MEPUOANYECKUE U3AaHUS U JAp.) ONpEACNEHUs MOHATHS «MHPOpMaLUsD») U
CPaBHUTE UX C OIpeJielIeHueM, KoTopoe npuBoauTcs B @enepanbHoM 3akoHe «O0 nHpopmanuy,
MH(POPMALMOHHBIX TEXHOJOTUAX U O 3amuTe uHpopmanun». Kakoe u3 omnpenenenuii, Ha Bam
B3IJIS1/1, TOUHEE PACKPBIBAET €T0 CYTh?

3amaua Ne 2. Hailiautre B pasauyHbIX MCTOYHMKAX (IOCYJapCTBEHHbIE CTaHAAPTHI,
npodeccHoHalIbHbIE NEPUOJUUECKUE U3[AAHUSA U Jp.) ONPEAETCHUs IMOHATUS («IOKYMEHT» U
CPaBHUTE HX C OIpeJiesIieHueM, KoTopoe npuBoauTcs B PenepanbHoM 3akoHe «O0 nHpopmanuy,
MH(POPMALIMOHHBIX TEXHOJOTHUAX U O 3amuTe mHpopmanum». Kakoe u3 omnpenenenuii, Ha Bam

B3IJIS1/I, TOUHEE PACKPBIBACT €TO CYTh?
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K Teme 2.1.:

3amaua Ne 1. CmopoektupyiiTe OnmaHK (C YIJIOBBIM PAaCIOOKEHHEM PEKBH3UTOB)
JNOKJIQJHOM 3alMCKA Ha HMMs HadaJlbHUKAa MYpMaHCKOW TaMOXHH, COXPAaHHMTE €ro B BHJIE
ma0soHa.

3agaua Ne 2. Mcnonb3ys 1mabia0H, HOATOTOBBTE MPOEKT JOKIAJHOW 3alMMCKU OT UMEHH
HavaJbHUKA OTAENa KaapoB MypMaHCKOM TaMOXXHU C HPEUIOKEHUEM O IPOBEIECHUU
npou3BoAcTBeHHON npakThku ctyaenToB PAHXul'C B nepuon ¢ 1 anpenst no 25 ampens 2016 1.
(ocHOBaHMEM [UId JOKJIAJHOM 3allMCKU TMOCIY)XWIO HHCbMO (OOpalleHHe) HpUIMYECKOro
¢dakynerera PAHXul'C ot 10 despans 2016 r.). B npunoxkeHusx K JOKIaTHON 3amucke
YKQXXHUTE CIIMCOK CTY/AEHTOB, HANpPaBISEMbIX B TaMOXHIO Ul IPOXOXKIEHUS NpakTuku (7
YeNioOBEeK), a TaKXe 3aJaHusl, KOTOpble MM HEO0OXOIUMO BBINOJHUTH. llognuiinTe JOKYMEHT
IU(pPOBOH MOANKUCHIO U OTIIPABBTE €0 HA KOMIIBIOTEP MPENoiaBaTesl.

3amaua Ne 3. Ocdopmure OTUET O MPOXOKICHUM CTYAEHTAMH IPOU3BOJICTBEHHOM
NPaKTUKA B MypMaHCKOW TaMOXXHE OT MMEHH 3aBeAyIOLIero Kadeapoil TaMOKEHHOTO TpaBa
PAHXwul'C. Otuet nomkeH ObITh yTBEPKACH AeKaHOM opuandeckoro ¢paxkyapreta PAHXul'C.

3amaua Ne 4. A) IloaroroBbTe MNPOEKT TOJDKHOCTHOM WHCTPYKIMU JUIsi paOOTHHKA
npaBoBoro otraena Ceepo-3amagHoro TaMOXKEHHOI'O YIPABIEHUS, B 0O0S3aHHOCTH KOTOPOIO
BXOJIUT KOAU(PHKALINS TAMOKEHHOTO 3aKOHOAATEIbCTBA.

b) [loaroToBbTe TEKCT JOHKHOCTHOTO PErjlaMeHTa JIjIsl TOCYAapCTBEHHOIO IPaKIaHCKOrO
CIIy’KaIlETo, 3aMEINAoIIEro JOJDKHOCTh cTapuiero crneunuanucra Otaena JOKYMEHTalMOHHOTO
obecnieyenus B lllepemeTbeBCKOI TaMOXKHE.

3amaya Ne 5. Mcrmonb3ys moiyueHHBIE HAaBBIKM PabOTBHI B TEKCTOBOM penakTope MS
WORD, odopmMuTe B COOTBETCTBUHU C JIEHCTBYIOIIMMHU MpaBUIaMH U HOPMaMH JI€JI0BOTO CTUJIS
pacopsAUTEIbHBIA JOKYMEHT TAMOKEHHOTO OpraHa Ha OCHOBE OTHOM U3 CHTyallnu.

A) B TaM0XeHHOM Oprase IUIaHUPYEeTCs MPOBEACHUE ayAUTOPCKoi mpoBepku (¢ 20 mas
no 23 mas) OyXraaTepckod OTYETHOCTH. B mpezcrosdineid nmpoBepke JODKHA NMPUHATH y4acTHe
Benyuuii Oyxrantep M.I1. CMupHOBa, KOTOpasi HAXOAUTCS B €KEr0IHO OIUIAYMBAEMOM OTITYCKE C
10 mas 2016 r. PykoBoJICTBO TaMOKHU pelInio oto3Barh u3 ornycka WM.I1. CmupHoBy ¢ 20 mas
2016 r. IIpennomaraercs, 4yro mnpu pacyere 3apabotHoi muarel CmupnoBoit M.II. Oynen
IIPOM3BEJIEH 3a4ET BBHIILJIAYEHHBIX CyMM (M3JIMILHE) Ha 4acTh OTHycka (koropyto CmupHoBa M.I1.
HE UCMO0JIb30Balla), a OTJEI KaJpOB U3MEHUT COOTBETCTBYIOIINE JOKYMEHTHI.

b) IMTucemom u3 PTY 3a Ne 94-16/786 ot 25 nekabps 2008 roma 10 CBEACHHUS TaMOXKEH
peruoHa ObUIM JOBEJCHbI MOJOKEHHUs IyHKTOB 4, 5, 6 cratbu 3 denepasbHOro 3aKoHa O
npotuBoneiictBun koppynuuu (ot 25.12.2008 Ne 273) B mopsake mHpopmanuu. Mcxons ux

TEKCTOB 3aKOHA M IMHUChbMa CTAJIO SICHO, YTO HEOOXOIMMO OpPraHu30BaTh ps] Meponpuatuil B N-
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CKOM TaMOXHE, B YaCTHOCTH: paccKa3aTh MOJUYUHEHHBIM (3TO JOJDKHBI CHeNlaTh HayaJbHUKH
TaMO)KEHHBIX IIOCTOB M CTPYKTYPHBIX TOApA3JCJIEHUN) O TOM, YTO OTBETCTBEHHOCTH 3a
COBEpIICHHE KOPPYILMOHHBIX IMPAaBOHAPYILIEHUH HEOTBpAaTUMa; OCBETUTH  IOJIOKEHUS
AHTUKOPPYILIMOHHOTO 3aKOHOJATENIbCTBA; paccka3aTb 00 uMeroleiics uHbopMamuu o
BO30YX/IEHHBIX B OTHOIIIEHUH TAMOYKCHHUKOB YTOJIOBHBIX JIeJIaxX U T.IL.; Bce Oecebl, HHCTPYKTax
pEKOMEHIYEeTCsl 00s3aTeNbHO 3alKChIBATh B )KYpHAI, 00paser] koroporo pazpaboraio PTVY; cam
KYpHaJI IOJDKEH YUUTHIBAThCS B HOMEHKJIAType €)1 TaMOXKHU; HayaJIbHUKY OT/esa KajapoB N-
ckoit Tamoxuu M.U. MIBaHOBY HY>XKHO 1103a00TUTBCS O TOM, YTOOBI COTPYIHUKH UMENH HA MECTaX
u o3HakoMwiuch ¢ IlamsaTkoil 00 orpaHuyeHHsX, 3amnperax, TPeOOBaHUAX K CIIy>KEOHOMY
MOBEJICHUIO M TIPEAYNPEKICHUIO KOPPYHIMOHHBIX MpaBOHAPYIIECHUH (mamsTka paspaboTaHa
PTYVY).

K Tteme 2.2.:

3agaua Ne 1. IlogroroBbTe mpoekT npukasa o mpueme Ha pabory C.H. CepreeBoii B
Poccuiickyto TAMOXXEHHYIO aKaJIeMHUIO Ha JOJDKHOCTH cTapuiero 6ubmuorpada ¢ 1 mapra 2016 .
C MCTIBITATEIbHBIM CPOKOM.

3agauda Ne 2. CoctaBbTe CIMCOK JOKYMEHTOB, BXonamux B uuHoe aeiao C.U. CepreeBoi.

3agaua Ne 3. Odopmure komanauposky C.M. Cepreesoii Ha 3 nHs B JlaqbHEBOCTOUYHBIH
¢wman Poccuiickoit TamokeHHOH akagemuu i ydactuss 10 mapra 2016 r. B HaydHOM
KOH(epeHIUN «DIEKTpOHHAsi OUOINOTEKa: BHI30BbI BPEMEHNY.

K Teme 2.3.:

3anmaua Ne 1. [ToaroroBbre NpOEKT rapaHTUMHOIO MKUCbMa OT UMEHHU J[aIbHEBOCTOYHOIO
TaMOXXEHHOTO YIPABJICHUS HAa UMS PYKOBOAMUTENS (PUPMBI 1O MPOAAKE KOMIBIOTEPHON TEXHUKH
(r. BmaguBocTok, ynuma IloGenst, 1. 12) ¢ mpock0oit moctaButh 45 KiaBuatyp, 15 mpuHTEpOB,
25 MOHHUTOpPOB.

3amaua Ne 2. IloaroroBbTe HpPOEKT NPETEH3MOHHOIO IMHCbMA HAa HMMsI PYKOBOAMTENS
(GbupMBI MO MpOAAXKEe KOMIBIOTEPHOH TEXHHKH: 3 MOHUTOpa OBLTM MOBPEXIEHBI B IpoIecce
JIOCTaBKH; BMECTO 45 KjaBUaTyp, KOTOpbIE OBLIN OIIadeHbl 1o cueTy, B JIBTY Ob110 1oCcTaBIeHO
Bcero 40. [IpoekT nmucbMa JT0JDKEH OBITh 3aBU3MPOBAaH Ha4aJIbHUKOM TpaBoBoro otaena JIBTY.

3amaua Ne 3. Oopmure mucbMo-TpUTamieHue Ha 3acenanne KoHCynbTaTUBHOTO COBETa
€ro y4acTHUKaM OT MMEHM HadaJbHUKA TaMO>XEHHOro opraHa. C MOMOIIbIO ONEPALNU CIUSHUA
(MS Word) opopmute (3arosHuTe) pEKBU3UT «aapecaTy.

K teme 3.1.:

3amaua Ne 1. Ucnonb3ys CIIC «Koncynsrantllmoc» u BJl «3akoHOmarenbcTBo» Ha

opunmanenom caiite @TC Poccum, BBINONHUTE 3ampoc, YAOBICTBOPSIOIIUI CIIEIyIOIUM
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ycanoBusiM: Haiinure Bce aeilictByromme HopMaTuBHble IIpaBoBble akThl PTC Poccu u ee
IIPEIIECTBEHHUKOB. Pe3ysIbTaThl IOMCKA COXPAHNUTE B BUPTYAJIbHOM MalIKe.

3amaua Ne 2. VMcnonb3ys umeromuecs: B CIIC «Koncynsrantllntocy nubopmanmoHHo-
nouckoBble s3blku  (rmose «Tematuka» u IIpaBoBol HaBUraTop), BBINOJHUTE 3ampoc,
YIOBIETBOPSIOUIMI  ciaexyromuM  ycinoBusaM: Haliqute Bce OeHCTBYIOIME HOPMATUBHBIE
npaBoBele akTel DPTC Poccum, peur B KOTOpbIX HIET 00 OpraHM3aluu 3JIEKTPOHHOTO
JOKYMEHTO000pOTa B TAMOKEHHBIX OpraHaXx.

3amaua Ne 3. Hcnomb3ys oduiuanbHBIi HWHTEPHET-MOPTAN IPaBOBOM HH(pOpMaIuu

(http://pravo.gov.ru), BBIIOJHUTE 3aIPOC, YAOBIECTBOPSIOLUINM cieqyrommmM ycaousiM: Haiinure

HOPMATHBHBIE IPABOBBIE aKTHl, peUb B KOTOPHIX HJAET 00 opraHu3anuu (HyHKIHOHUPOBAHUS
CHUCTEMBI MEXBEIOMCTBEHHOTO JJIEKTPOHHOTO mokymeHToobopora (MDJIO) B Poccuiickoit
denepanuu.
K Teme 3.2.:
3agaya Ne 1. HM3o00pa3ure HCHONHEHWE WHHUIMATUBHOTO TIPHKa3a IO OCHOBHOM
NeSITEeIbHOCTH B TAMO>KEHHOM OpTraHe B BHJIE€ ONIEPOTrPAMMBI.
3amaua Ne 2. M300pa3uTe MCHOJHEHHUE BXOJAIIETO JOKYMEHTa (CIy)KEOHOE MHUCHhMO) B
BH/JIE AJITOPUTMA WM ITpoLiecca.
3amaua Ne 3. [lepeuncnure, UCTIONB3ysS HOPMATHBHO-METOIMYECKYIO 0a3y JNUCUIUIUINHEI,
OCHOBHbIE TpeOOBaHUS K (YHKIIMOHUPOBAHUIO CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa (B
denepanbHOM OpraHe UCHOTHUTENBHOM BIACTH).
K Teme 4.1.:
3amaua Ne 1. IloaroroBpTe NPOEKT HOMEHKJIATYpbl A€l YYETHO-PErMCTPALMOHHOIO
otaeneHuss OnepaTuBHON TaMOXKHH, B COCTaB KOTOPOM JOJKHBI BOMTH CIIEAYIOLINE 3ar0JIOBKU
7elt (3aroJIOBKU JJOJKHBI ObITh MPEABAPUTENILHO OTPEJAKTUPOBAHBI U CUCTEMATU3UPOBAHBI):
1. [Tonoxenue 06 oTaene (MOJVIMHHUK — B OTAEJE KaJIpoOB).
2. JIOMKHOCTHBIE PETJIAaMEHThl M WHCTPYKIHMHM COTPYJHHUKaM H PaOOTHHKAM
oTzena.
3. Ilpukaszet ®TC Poccun u nmepenucka ¢ HUM.
4. Ilepenucka ¢ ®TC PP mno Bompocam HapylIeHMs TaMOXXEHHBIX IPaBHII,
KypHaJI UX PETUCTPaLUH.
5. Pasnas cratucThueckas OTYETHOCTh II0 OINEpPaTUBHOM paboTe oTmena
(e>xeHeieIbHbIC, KBAPTAJIbHBIE, TOI0BBIE).
6. XKypnan yuera ngen 06 All.

7. Homenkiarypa zied.


http://pravo.gov.ru/

8. Kypnan gBwxkeHus pgen 00

3aKOHYCHHBIX ITPOHU3BOACTBOM.
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9. IlepemerieHre BOMHCKUX I'PY30B O]l TAMOKEHHBIM KOHTPOJIEM.

10. IIpukassl MO TaMOKHE.

3amaua Ne 2. Hcnonb3ya IlepeueHb THIOBBIX YIPaBIEHYECKUX apPXUBHBIX

JOKYMEHTOB. .., YTBEPKICHHBbIN MpuKkazoM MuHkynsTypsl Poccun ot 25 aBrycra 2010 1. Ne 558,

OIPEACIUTE CPOKU XPAHCHUA ACJI, BKIIFOUCHHBIX B HOMCHKIIATYpY.

Banaua Ne 3. OmpenenuTe NPU3HAKK 3aBEJCHHUA JEN M YKaKUTE HX B rpade D

HOMEHKNaTyphl «IIpumeyanue».

IIpuMepHBbIe OLlEeHOYHBbIE MaTepPHUAJIbI (TECTHI)

Ilpumepnuvie mecmoswie 3a0anus K pazoeny 1

Copneprkanue Bompoca

BapI/IaHTBI OTBCTOB

1. Onpenenenue TEpMHHA 1. TonkoBOoM cioBape pPYCCKOrO s3bIKa
«JTOKYMEHT» NIPUBOAUTCS B! Oxxeroaa.
2.TOCT P 6.30-2003.
3. denepaibHOM 3aKOHE «00
uH(pOpMaLnH, MH(POPMAITMOHHBIX
TEXHOJIOTHSIX. .. ».
4.TOCT P 51141-98.
2. JlokymeHT, KOTOPBIM 1. ITpuxaz ®TC Poccun.
ONPENEIAOTCS  TpaBWjla W ATaIbl 2. Ilocranosnenue [IpaBurenscrBa PO.
MOJrOTOBKM  HOPMATHBHBIX ~ IPAaBOBBIX 3. Tunosas UHCTPYKLHUS o
aKTOB benepanbHBIX OpraHoB | EJONPOU3BOACTBY  JUId  MHHHUCTEPCTB U
UCTIOJIHUTENILHON BIIACTH, - 3TO: BE/IOMCTB, YTBepxkaeHHas PocapxuBom.
4. denepabHBIN 3aKOH.
3. Ilepeuens CBEICHUN 1. MexBenoMCTBEHHass KOMHUCCHS IIO

TaMOXKEHHOI'O OpraHa, MONaJaroluX MO
KaTeTOpUI0 «TOCYJApCTBEHHAs TaiHa»
YTBEPKIAET:

3alIUTE TOCYIAPCTBEHHON TalHbI.
2. Ilpesunenr PO.
3. [IpaButensctBO PO.
4. Pyxoogurens OTC Poccun.
5. HayasipHMK TaMO’KEHHOI'O Oprasa.

4. B Munrocte Poccun momiexar
perucTpan JOKYMEHTHI:

1. Bce mnpaBoBble akThl, H3JaBacMble
denepanbHBIMU  OpraHaMU  MCIIOJIHUTEIbHOU
BIIACTH.

2. TonmbKO HOPMATHUBHBIE ITPABOBHIE AKTHI,
3aTparuBarolIye Mnpasa, CBOOOIBI U 00SA3aHHOCTH
YeJIOBeKa M TIPAXKJAHWHA W YCTAaHABIMBAOIINE
IIPaBOBOM CTaTyC OpraHU3alui.

3. HopmatuBHBIE TIPaBOBBIE  AKTHI,
3aTparuBarolIye Mnpasa, cCBOOOIBI U 00A3aHHOCTH
YeloBeKa W TPaXKJIaHWHA, YCTAaHABIIMBAIOIINE
[IPaBOBOM  CTATyC OpraHu3alMi, HMEIOIINE
MEKBEJJOMCTBEHHBIM XapakTep, HE3aBUCHMO OT
CpPOKa UX JEHCTBHUS.

5. ITopsnok MIPUMEHEHUS

1. VaocrosepsronMm 1meHtpom DTC

AIMUHUCTPATUBHBIX  IIPABOHAPYIICHUAX,
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Copneprxanue Bonpoca

BapI/IaHTBI OTBCTOB

YCUJICHHOU
YCTaHOBJIEH:

AIEKTPOHHOM HOIINACH

Poccun.
2. Ilocranosnenuem IlpaBurenscra PO.
3. denepanbHBIM 3aKOHOM.

6. Buzbl 1 nopsaoK NpuMEeHEHUs
Ie4yareii M INTaMIOB B TaMOKEHHBIX
opraHax OIpeAeIIIOTC:

1. ITocranoBnenuem IlpaBurensctBa PD
«00 YIOPSI0YCHUH M3TOTOBJICHUS,
UCIIOJIb30BaHUS, XPAHEHUS U YHUUYTOXKEHUS
revaTei u OJaHKOB...».

2. TOCT P 551511-2001.

3. PacnopsauTenbHbIMH JIOKYMEHTaMHU
TaMOXXEHHOT'O OpraHa.

7. [Topsok pa3paboTKH, 1. denepanbHBIM 3aKOHOM.
NPUHATUSA, BBEICHUSA B  JICHUCTBHE 2. Iloctanosnenuem IlpaBurenscra PO.
001IepOoCCUIICKUX KJIacCU(UKATOPOB 3. HauuoHnanpHbIM  OpraHoMm IO
TEXHUKO-D)KOHOMHUYECKON ¥ COLMAJIBHOW | CTaHJapTHU3ALUU.
nH(GOpMaIIMU YCTaHABIMBACTCS:

8.  OOs3arenbHBIM  YCIOBHEM 1. [TocTanoBka Ha yuer B
BKJIFOUEHUS uHboOpMaIuu B | COOTBETCTBYIOILIEM HAllUOHAJILHOM OPTaHe.

MH(OPMAIIMOHHBIE PECYPCHI ABIISAETCS:

2. IOKyMEHTHpPOBaHHE.
3. Peructpamus B HMHYOPMAIIMOHHO-
IIOUCKOBOM CUCTEME OpPTraHU3alHH.

9. OO0s3aHbpl M TOIB30BATEIU
(rpaxxmane, opraibl TOCYIapCTBEHHOU
BJIACTH, OOIECTBEHHBbIE OOBETUHEHUS U
Jp.) 00OCHOBBIBATH TEpe] BiaCIblIaMU

1. Ja.
2. Her.
3. Jla, B UCKJIIOUMTEIIbHBIX CIIydasiX.

roCy/1apCTBEHHBIX UH(POPMAITMOHHBIX
pecypcoB HEOOXOAUMOCTh TOJYYCHHS
3ampammBaeMol  MMU  uMHGOpMaLUH,
JOCTYII K KOTOPO#l HE OrpaHHYeH:

10. OcHoBHbIE DIIEMEHTBI 1. Bce »2neKTpOHHBIE JOKYMEHTHI U
WHPOPMAITMOHHBIX PECYPCOB | CBEEHHS, HWMEIOIIHECS B  PACIOPSHKEHHA
TaMOXXEHHBIX OPTraHOB — ATO: TaMOXEHHBIX OPTaHOB.

2. bymaxxusle u JJIEKTPOHHBIE
JOKYMEHTBI,  CO37laBaéMbleé  TaMO>KEHHBIMH
OpraHamH.

3. Bymaxmusble u AIIEKTPOHHBIE

JOKYMCHTBI, CBEACHUA U CPEACTBA OPraHu3annuu
I/IH(I)OpMaI_II/II/I, MNpEaACTaBJLICMBIC JIMAMHW TIPpH
COBCPHICHUN TaMOXCHHBIX onepaunﬁ, a TaKXeE
HHBIC NOKYMCHTBI U CBCIACHUSA, HUMCIOLIHUCCI B
PacCIops>KEHNHN TAMOXCHHBIX OPIraHOB.

11. TpynoBble OTHOLIEHUSI MEXAY
pabOTHUKOM u paboTtonarenem
(HaYaTbHUKOM TaMOXXEHHOTO  OpraHa)
BO3HUKAIOT HA OCHOBaHUMU:

1. 3asBiieHus 0 IpueMe Ha paboTy.

2. Ilpukaza o mpueme (Ha3HAYCHWH) Ha
paboTy (TOIKHOCTB).

3. TpynoBoro noroBopa.

4. JIoIKHOCTHOTO peryiaMeHTa

5. KoHtpakra.

12. B Tabens ¢hopM JTOKYMEHTOB

1. Ilpukaz o mnpueMe (Ha3HAUYEHUM),

OpraHu3alii B  IEPBYIO  OYepelb | IpuKa3 o0 yBOJBbHEHHH (OCBOOOXKICHHH),
BKJIIOYAIOTCSL ~ CJEAYIOLIME  KaJpOBbIC | KOHTPAKT,  JOTOBOp,  TpPYyHAOBas  KHWXKKa,
JOKYMEHTBHI: 3asIBJICHUE, aKT, CIIPaBKa.

2. llpuka3 1o JMYHOMY COCTaBy,
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Copneprxanue Bonpoca

BapI/IaHTBI OTBCTOB

3as{BJIEHWE, INTAaTHOE paclucaHue, Trpaduk
OTITyCKOB, CIIPaBKa, 3asiBJICHUE, JOTOBOP.

3. Ilpukaz o mpueme (Ha3HAUCHUN),
npuka3 00  yBoJbHEHHHM (OCBOOOXKICHHN),
IITaTHOE  paclucaHue, TpaduK  OTIIYCKOB,

IMOJIOXKCHHUC O 3alIUTC NNCPCOHAJIbHBIX JAHHBIX.

13. TIlomstue «cucrema» B
cranaapre P UCO 15489-1 Bxmnrouaert:

1. IIporeccel HapaBHE ¢ MHCTPYMEHTAMHU
M TEXHOJIOTHSIMH.

2. JIronen u
MPOLIECCHI.

3. Jomeldk U mnpoueccsl
WHCTPYMEHTAMU M TEXHOJIOTHSIMHU.

IIPOU3BOJACTBCHHBIC

HapaBHC C

14. OrpanuueHue JoOCTyma K
WH(POPMALIUU YCTAHABIMBACTCS:

1. TIloctanoBnenusimu IlpaBuTenncTBa
POD.

2. ®enepalibHBIMU 3aKOHAMMU.

3. JIokaJIbHBIMA HOPMATUBHBIMU aKTaMH.

15. B denepanbHbIX OpraHax 1. 3akoHonarenscTBOM POD.
HCIIOJIHUTEIILHON BJIACTU 2. [IpaButenscTBoM PO.
JOKYMEHTHPOBaHHE UHpOpMaIUH 3. ®denepallbHBIM OpraHoM
OCYIIECTBIIAECTCS B HOPSAJIKE, | UCIIOJIHUTEIILHOM BIIACTH.

YCTaHABJIMBAEMbIM: 4. Anpmunuctpauueit [lpesugenta PO.

Ilpumepnwvie mecmoegwie 3a0anus K pazoeiy 2

Bonpoc

BapuaHTbl 0TBETOB

1. K ynudunupoBanHoil cucreme
MOKHO OTHECTH:

1. CucreMy TaMOKEHHOM TOKYMEHTALUN.

2. Cucremy BHEILIHETOPIrOBOU
JIOKYMEHTAIIIH.

3. Cucremy IIPOLIECCYaTbHON
JIOKYMEHTAIIIH.

4. Cucremy noxymeHrauuu Ilencnonsoro
donga PO.

5. Cucremy OpraHU3aIMOHHO-

pacopsAUTEIbHON TOKYMEHTAIIHUH.

2. 3a copepxaHHE JOKYMEHTa,
HOAITUCAHHOTO 3aMecTUTEIeM
HavyaJIbHUKA TAMOXKEHHOTO OpraHa, HeceT
OTBETCTBEHHOCTH!

1. TamoxeHHslli oOpran -—
JIOKYMEHTA.

2. HauanbHUK TaMOXEHHOTO OpraHa.

3. CocraBuTeb TOKYMEHTA.

4, 3aMecTUTEb
TaMOXCHHOTO OpraHa.

aBTOP

Ha4YaJIbHUKA

3. ®denepalibHbIe OpraHbl
roCy/IapCTBEHHOM UCTIOJIHUTEIILHOU
BJIACTH HW3JAIOT  CIEAYIOUIME  BUJBI
HOPMAaTHBHBIX NPaBOBBIX aKTOB
(BBIOCpUTE BUJIBI):

1. ITpuxas.

. HupkyssipHoe mucbMo.
. Yka3aHue.

. Pactiopsikenue.

. [IpaBuia.

. CiyeOHOe TTHChMO.
. Tenerpamma.

. UucTpykuus.

. IIporoxkou.

10. ITocTanoBneHMeE.

11. Ilonoxenue.

12. Ciy>xeOHas 3anucKa.

O 003N L B W
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Bonpoc

BapuaHTbl 0TBETOB

4. CoracoBaHue OBIBAET:

1. BHyTpeHHUM M BHEILIHHUM.

2. [lonHBIM U KpaTKuM.

3. CI0XXHBIM U IPOCTHIM.

4. C pYKOBOIUTEIEM TaMO>KEHHOTO
OpraHa v pyKOBOAUTEJEM MOApa3AeIeHUsI.

5. C BBIIIECTOSIIIIUMH PYKOBOJTUTEISIMU U
OpraHH3aIsIMHU.

5. JlocyneOHblit HOPSZIOK
pa3pelieHuss  CIOpOB  MpEAIoJaraet
HarpaBJIeHUE KOHTPAreHTy:

1. IlncpMa-HanoMHuHAHUS.

2. Ilpennucanus.

3. [IpeTeH3nOHHOTO MTHUChMA.
4. JIoTOBOPHOTO MHUCHMA.

5. OdepTsI.
6. TamoXeHHbBIE OpraHbl MMEIOT l. l'ocynapcTBeHHBIIM rep0
[IPpaBO BOCIPOM3BOJUTh Ha OJaHKaX | MHOTOLBETHBIM.
JIOKYMEHTOB: 2. T'ocymapcTBeHHBINH repO OIXHOLBETHBIN
Ha repajibJUuecKoM IIUTe.
3. TocynapcTBeHHBII Tepd OTHOIBETHBIN
0€3 repagbIMIeCcKOro MuTa.
7. Bribepure IIPaBUJILHBIE 1. 2 nexaOps 2014 rona.
BapHaHTbl  OQOpPMIIEHHS  PEKBU3UTA 2.02.12.2014 r.
«aray: 3.02.12.2014
4. 02 nexabps 2014 rona.
5. 02 nexabpst 2014 1.
6.2014.12.02
7.02.12.14
8. BriGepure 1. dxyaeparssag TaMOXSHHAs! CITy)k0a
BapuaHThl  O(QOPMIICHYHATHPEKBLBOHAOE TAMOKCHHOE YIIPaBICHUE
«HaMMEHOBAHME aBTOPA IBRYMBHOAPOKCKA TAMOMKHS
2. @enepanbHas TaMOXKEHHAs CITy»K0a
[IlepemeTheBCKAs] TAMOKHS
3. ®enepanbHas TaMOXKEHHAs CITy»K0a
BnaguBOCTOKCKafi TaMOXKHS

4. ®enepanbHas |
Poccuiickas TaMd

raMo>KeHHasl CITy»K0a
YKCHHAs! aKaJIeMHsI

9. Bribepure
KOTOPBIX  COCTOHUT
YTBEPIKICHHS»

JNIEMEHTHI, U3
PEKBUBUT  «TpHUP

1. CnoBo «YTBEPXJIAIO».

2. HaumenoBaHue aBTopa JOKYMEHTA.

3. HauMenoBaHME HOJDKHOCTH JIHIIA,
YTBEPKIAIOIIETO TOKYMEHT.

4. PactmdpoBKa MOIMTUCH.

5. @amMunus.

6. Jlata.

7. PeructpaiiuOHHbIA HOMED.

10. DJIEKTPOHHBIHN
UACHTU(DUKATOP UCTIONB3YIOT IS

1. Peructpanuu 10KyMeHTA.

2. [IpocTaBnenus OTMETKH
MOCTYIUICHUU JOKYMEHTa B OpraHU3aIHIo.

3. O6o3HaueHst HAUMEHOBaHUs (aiina Ha
MAaIIMHHOM HOCHUTEIIE.

4. Hymepanuu cTpaHull.

(0]

11. K pacnopsaIUTeIbHBIM
JIOKYMEHTaM OTHOCSITCSI:

1. CityxeOHOE TTHCHMO.
2. JloknaHas 3ammcka.
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Bonpoc BapuaHTbl 0TBETOB
3. IIpukas.
4. Pemienue.
5. IIpoToxo.
6. ITomoxxeHue.
7. PactiopsixeHue.
8. [IpaBurna.
12. Breibepute  BO3MOXKHBIE 1. HayanbHuk.
BapUaHThl HAIMMCAaHUSA HANMCHOBAHMUS 2. Havanpaumk, wMaiiop TamMOXEHHOM
JOJHKHOCTU B PEKBHU3UTE «IOAMUCH» OT | CIIY>KOBI.

AMEHU Ha4YaJIbHUKA BnykoBckoi
TaMOKHU Ha JOKyMEHTe, 0(OpMIIEHHOM
Ha YHUCTOM JIUCTE:

3. HauanpHuk BHYKOBCKOM TaMOKHHU.
4. HauvanbHuk BHYKOBCKOW TaMOXHH,
Malop TAMOXEHHOM CITy>KOBbI.

13. CoOBOKYIIHOCTb PEKBH3UTOB,
PACIIOIOKEHHBIX B JIOKYMEHTE
OIIpEeJIETIEHHBIM 00pa3oM — 3T0:

1. TunoBo#t GpopMyssip JOKyMEHTA.
. DopMyJIsIp JOKYMEHTA.
. ITab10H OKyMeEHTA.
. MakeTr JoKymeHTa.

14. Jluct Oymaru WIH
AJIEKTPOHHBIN MIA0JIOH C PEKBU3UTAMU,
UICHTUPHUIUPYIOIIMMHU aBTOpa
O(pUIMATIBHOTO JOKYMEHTa — 3TO:

. ©opmyimsp.
. b1ank.
. «[Ilanka» qOKyMeHTA.

15. Bribeputre HenpaBUIbHbIC
BapuaHThl  OQOpMIICHHS  PEKBU3UTA
«agpecar»:

2
3
4
1. IITa6moH.
2
3
4
1

. O.I1. O6pa3ioBy
yi. CanoBasg, a. 12, kB. 4,
r. JIunku, Kupeesckuii paiioH,
Tyneckas 06:1., 301264
2. ®TC Poccun
VYnpasnenue genamu
3. ®enepasibHas TAMOKEHHAS CITyKOa
HauanpHuky YnpaBnenus nenamu
N.N. BaHnoBYy
4. I'eHepaibHOMY THPEKTOPY
OAO «CeBepHble perHOHBI»
ITetposy ILII.

16. Ormerka O  HaJIWYUU
OPWIOKEHUS] B PacHoOpSIUTEIILHOM
JIOKyMEeHTE 0(hopMIIsSeTCs:

1. ITocne Tekcra nepe MoANUCHIO.

2. B TekcTte 1oKyMeHTa.

3. Ilocnie moamucH.

4. He odopmsieTcs, JlenaeTcst
MIpUMEYaAHHE.

17. OT™MeTKa O 3aBEpEHUN KOIHH
JIOKYMEHTA MPOCTABJISIETCS:

1. Jns mpupaHus KONUHU HOPUAMYECKOU
CHUIBL.

2. Jlng mpuaaHus KOMHMM FOPUIUYECKOU
3HAYUMOCTH.

3. Iyt TOATBEPXKACHUS HAIMYNS KOITHH B
MaTepuaiax jena.

18. Hagnuce Ha JOKyMEHTE,
clenaHHas JOJDKHOCTHBIM — JIMIIOM H
coJieprKarast MIPUHSTOE AM o
JIOKYMEHTY pEIICHHE, - ITO:

1. Busza.

2. I'pud cornmacoBanus.
3. Pesomronus.

4. 'pud yTBEpKIACHMUSL.

19. Pemrenns xomwierun OTC
Poccun u PTY HOCcAT xapakrep:

1. O0s3aTenbHBINA.
2. PexoMeH1aTEILHBIII.
3. He okasplBaloT BIWAHUS ~ HA
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Bonpoc BapuaHTbl 0TBETOB
YIPABJICHUYECKYIO ACSITEIBHOCTD.
4. HVMeT «BBICHIYIO» HOPHUIAYECKYIO
CHJTY 110 OTHOIICHHIO K PYKOBOAMTEITIO.
20. [TpunIMn MPUHATHUS 1. Enunonavanue.
YIpaBIECHYECKUX pelieHui B 2. KonnernaabHOCTbD.

TaMOXCHHBIX OpraHax — 3TO:

3. UepapXuuHOCTb.
4. ITpUHIUT «TIEPBOTO JIAIIAY.

Ilpumepnvie mecmoeswie 3a0anus K pazoeiny 3

Bomnpoc

BapI/IaHTLI OTBCTOB

1. J1enonpou3BOACTBO CIOKHIOCH 1. TosiBneHus MUCbMEHHOCTH.
KaK CHCTeMa C MOMEHTa: 2. llosiBnenus rocyapcTsa.
3. llosiBIeHNsI MUHUCTEPCTB.
2. B TamMOXEHHBIX OpraHax 1. Lentpanu3zoBaHHas.
npuMeHsiercs  gopma  OpraHuzaluu 2. JleueHTpann30BaHHas.
JIeJI0NPOU3BOCTBA: 3. Uepapxuueckasi.
4. ®yHKIMOHAIbHAS.
5. CmemaHHas.
3. ObGecneueHne ympaBlieHUS Ha 1. NupopmaimoHHO-TEXHUUECKON
OCHOBE €IMHOW TEXHHUYECKOW TMOJHMTHUKH | CIYxk00i TaMOKEHHOTO OpraHa.
" TIPUMEHEHUS COBPEMEHHBIX 2. OtnenomMm JIOKYMEHTAITHOHHOTO
TEXHUYECKUX CpPEACTB B pabore ¢ | obecrneyeHus.
JIOKyMEHTAMHA B TaMOXXCHHOM OpraHe 3. OgauM U3 3aMecTHTEICH HadaJabHUKA
OCYIIECTBIISICTCS: TaMOXXEHHOT'0 OpraHa.

4. Cucremsl kimacca Workflow —
3TO CUCTEMBI:

1. TonbKO EPECHUIKH TOKYMEHTOB.

2. ABTOMaTH3UPYIOLIUE CJIOKHBIE
aJTOPUTMBI (ZIEJIOBBIC TPOIEAYPHI) PabOTHI C
JOKYMEHTaMH B OPTaHU3AIIHH.

3. OGecneunBaromue padoTy ¢ Qaitmamu
JTIOKYMEHTOB.

5. K cyObekTuBHOMY (akTopy
pocTa JJI0KyMEHTO000pOTa OTHOCUTCS:

1. Henocrarounas  pa3pabOTaHHOCTh
3aKOHO/IATEIBHOM 0a3bl.
2. Buenpenue COBPEMEHHBIX

TEXHUYECKHUX CPEJICTB IMOATOTOBKH JIOKYMEHTOB.
3. HecBoeBpeMEHHOE M HEKAuYe€CTBEHHOE
BBITIOJIHCHHE MOpy4YCHUH, JIOTOBOPHBIX
00s13aTENLCTB.
4. CBOWCTBO JOKYMEHTAllUM BO3pacTaThb
IIPH €€ MCTIOJIb30BAHNH.

6. WNudopmarus, KOTOpast
MO3BOJISET UJICHTH()UIIPOBATD
UH(OPMALIMOHHBIE PECYPCHI, YIPABIATH
UMM, OCYIIECTBIISITH HMX TOHUCK H
XpaHeHUe — ATO:

1. KoHTekcr.

2. KoHTeHT.

3. MeragaHHbIE.

4. CucreMHbIe (hanIbl.

7. K ynpaBneHHuIo T0KyMEHTaMHU B

HEISIX 3aIUTHI u COXpaHCHUs
JOKYMEHTOB Kak JIOKa3aTelIbCTBA
(cBUIETENHCTBA) NEeSTETLHOCTH

opraHm3anuii u o0ImecTBa HEOOXOAUMO
TIPUMCHSITh:

1. I[TpunnUM 1enecooOpa3HOCTH.

2. [TpuHnmn H(pOPMaITMOHHON
LIEHHOCTH.

3. CucteMHBII HOIXOI.

4. OnepauMOHHOM OJIXO/.

8. Crenmanu3upoBaHHbIN

1. Ilompa3zgeneHue 1o y4ery o
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Bompoc BapuaHTsl 0TBETOB
Y4acTOK, OCYILNECTBIIIOIIUMN IIPUEM U | PErUCTpalUy JOKYMEHTOB.
OTIIPaBKYy JOKYMEHTaIuu U 2. I'pynna KoHTpoJIS.

KOPPECIMOHACHIINHN, HA3BIBACTCS:

3. DKcrenuIusl.
4. I'pynna nucem.
5. Cekperapuar.
6. OJ10.

9. VYmpaBieHue IOKyMEHTaMU B
opranuzanuu, B coorsetctBuu ¢ 'OCT P
HCO 15489-1, BximroyaeT B ceos:

1. Pa3paboTKy MONMUTHKHU (pErjiaMeHTOB)
U CTaHAApPTOB; pacHpeaeseHHe OTBETCTBEHHOCTHU
U TIOJIHOMOYHIA; pa3pabO0TKy U pacipoCTpaHCHUE
IIPOLIEIYp U PYKOBOISAIIUX YKa3aHUU.

2. IlpenocraBieHue yCiyr, CBS3aHHBIX C
yIpaBJieHUEM JOKYMEHTaMH u 170'¢
UCTIOJIb30BaHUEM; Pa3pabOTKy, BHEIPEHUE U
a/IMAHUCTPUPOBAHHE CTeLUATU3UPOBAHHBIX
CHUCTEM  JUIsd  yHpaBJICHUS  JOKYMEHTAMH.
UHTETPAllMI0  YOpPaBJICHUS JOKyMEHTaMH B
JICJIOBBIE CUCTEMBI M ITPOIIECCHI.

3. Ilepeuncnennoe B nim. 1 u 2.

10. OCHOBHEIE JTAIIbI
JOKYMEHTOO00pOTa B OPTaHU3aIINH - ITO:

1. Peructparnus, nepeaayva Ha
WCIIOJIHEHHE, TOATOTOBKA MPOEKTa JOKYMEHTa,
BU3UPOBAHKE, YTBEP)KICHHUE, OTIIPABKA.

2. DKCHeTUIMOHHAS 00paboTKa,
perucrpamusi, reperaya Ha  UCIIOJHCHHE,
KOHTPOJIb HCIIOJHEHUS, OTIPaBKa, JallbHEHIIee
XpaHEeHHE.

3. DKCHeTUIMOHHAS 00paboTKa,

MNpeABApUTCIBHOC PACCMOTPCHHUEC, IICpaayda Ha
HUCIIOJIHCHUEC, BHU3HUPOBAHUC U YTBCPKACHUC,
IMOATOTOBKA K OTIIPABKEC, OTIIPABKA.

11. OcHoBHas 3aja4a
paloHaIn3alui  T0KyMEHT0000poTa —
3TO:

1. JlobuThcs MoCJIeI0BaTEILHON
OJTHOCTOPOHHEH HAMpaBICHHOCTH B IBM)KEHUU
JIOKYMEHTOB.

2. Jlobutbcs OAHOKPATHOCTH 00pabOTKH
JIOKYMEHTOB U UX PETUCTPAIUH.

3. JloouThes [IOCJIEIOBATEILHOMN
OJIHOCTOPOHHEH HAIPaBICHHOCTH B JBUKEHUU
JIOKYMEHTOB U OJTHOKPAaTHOCTH UX 00pabOTKH.

4. JloouThcs MOCJIeI0BaTEILHON
OTHOCTOPOHHEH HAMpaBICHHOCTH B ABM)KEHUU
JIOKYMEHTOB U OJTHOKPATHOCTH MX PETHUCTPAIIHH.

12. OTBETCTBEHHOCTh 3a
obOecrieyeHue TOTO, YTOOBI BCS
JOKYMEHTAaIUs ObLIa LIEJIOCTHOM,
JOCTYTHOM M YHMTaeMOM, KOrjga OHa
TpeOyercss  paboTHuKaMmM, HecyT (B

cootBercTBUM ¢ [OCT P MCO 15489-1):

1. Bce paboTHUKH.

2. CUCTEMHBIN aJIMUHHCTPATOP.
3. PykoBoauTens opraHu3aluu.
4. PykoBOAMTENN BCEX YPOBHEH.
5. PykoBonutens ciyxOb1 JIOVY.

13. OcHoBHOHN 1I€7BI0O OTJIENA
JIOKYMEHTAIMOHHOTO obecreueHUs
(OO) B TaMOXEHHOM OpraHe SIBJISIeTCS:

l. Opranuzanus, PYKOBOJZCTBO,
KOOpJMHAIMS, KOHTPOJIb U peaju3anus padoT 1o
JOV.

2. CoBepiieHcTBOBaHHE (HOPM U METO/IOB
paboThl ¢ JOKYMEHTaMH.
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BapI/IaHTLI OTBCTOB

3. Pa3zpaboTtka " BHEJIpEHUE
HOPMATUBHLIX U MCTOJUYCCKUX HOKYMCHTOB IIO
coBepuieHcTBOBaHUO  JIOY B TamokeHHOM
oprase.

4.  CokpamieHue
TaMOXXEHHOT'0 OpraHa.

JIOKyMEHTO000poTa

14. B
JTOKyMEHTaMu
XpaHeHUS:

CUCTEME  YIIPaABJICHUA
HCIIOJIB3YHOTCA JJIsL

1. Uepapxuueckue b/I.

2. Pensunonnsie b1,

3. MHuorocnoiinsie b/I.

4. adopmalimoHHbIe XPaHUIHIIA.

15. MopenupoBanue
JESITENILHOCTH COTpYJIHUKA B
ANIEKTPOHHOM JIOKYMEHTOO0OPOTE — ATO:

1. Opranu3zanus rpyrinoBoi paboTHl.

2. Peanuzaiius Ou3HEC-TPOIIECCOB.

3. @®opMaIM30BaHHOE OMNMHUCAHUE
JIeITCIIbHOCTH.

4. ImuTanus ero gesITeIbLHOCTH.

€ro

16. COJ] npenycmarpuBaer:

1. VYnpasnenue ANIEKTPOHHBIMU
JIOKYMEHTaMH.

2. YnpaBneHue 3HaHUSIMHU.

3. ABTOMaTH3AIIHIO JCTOBBIX POIIECCOB.

4. YnpaBiieHue HOBAIIUSIMH.

17. Ayrentudukanus — 310:

1. DnekTpoHHOE UMSL.

2. DIeKTpOHHAs MTOIHUCH.

3. DneKTpOHHBIN HJIEHTU(UKATOD.

4. TlonTBepxaeHUE JTOJKHOCTHOTO JIMLA
JJIEKTPOHHOM MOANMKCHIO.

18. Mapupyt JIBUOKEHUS
JIOKYMEHTa (3a/1aHMs1) TOKA3bIBAET:

1. JlemoBbie onepanuu.

. Turel 0OpabaThIBa€MbIX JTOKYMEHTOB.
. UcnonauTenen.

. ConepxaHue JOKYMEHTOB (3a/1aHuil).

19. aBTOMAaTH3aIliHA
OCATCIIbHOCTHU OpFaHI/I3aI_[I/II/I
BHJICOKOH(EPEHITUS 00eCTIeunBacT:

[Ipu

. O011ieHne COTPYTHUKOB MEXTy COOOM.
. CoBmMecTHYI0 00pabOTKY TaHHBIX.

. Paboty ¢ nmpuiioxxeHusiMu.

. JlocTyn K cekpeTHOH nH(OopMaIHH.

20. B TaMOXEHHBIX OpraHax
npeobnagaer UH(POPMAILTMOHHAS
KYJIBTypa:

. KynbTypa oTkpeITOCTH.

. Kynbrypa uccnenoBanusi.

. OyHKIMOHAIbHAs KYJIbTYypa.
. KynbTypa B3anmo1eicTBUS.

A WLWNRIRNWND DN WDND

Ilpumepnuvie mecmoswle 3a0anus K pazoeny 4

Bonpoc

BapuaHnTsl 0TBETOB

1. K xakomy BuAy apxXuBOB
OTHOCUTCSI LeHTpanbHbli apxuB OTC
Poccun:

1. OTpacneBomy.
2. BenomcTBeHHOMY.
3. O0beAHEHHOMY.

2. Ilpm3nak 3aBeAcHUs A€l 1. PekBu3uTaMu 10KyMEHTA.
ONpEAEIAETC: 2.TekcToM NOKyMEHTA.
3. HaznaueHneMm OKyMeHTa.
4. ®yHKIMEN TOKYMEHTA.
3. 3aroyIoBoOK nena B 1. VHdpopmMalMOHHYI0O HANOJIHEHHOCTh

HOMCHKJIATYPC OCJI OTPAKACT!:

JOKYMCHTOB, COACPKAIIUXCA B ICJIC.
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BapuaHTbl 0TBETOB

2. Hazuauenue JIOKYMEHTOB,
coJiepoKaIlIuxcs B JeIe.

3. 3HaYNMOCTE JIOKYMEHTOB,
coJieprKaIlIuxcs B Jee.

4., CoctaB © BHUIBl JIOKYMEHTOB,

COACPKAIIMXCA B OCJIC.

4. Ha kakoM »3Tame 3KCIEpTU3bI
LIEHHOCTH JIOKYMEHTOB B HeH He
YYacTBYIOT COTPYIOHHUKH CTPYKTYPHBIX
NoJpa3fAeICHUN TaAMOXKEHHOIO OpraHa:

1. [lepBom.
2. Bropowm.
3. Tpetbem.
4. YetBepToMm.

5. ApxuBHblil ¢onza Poccuiickoii
denepauuu - 3TO:

1. Yupexxnenue B cucreme PocapxuBa, B

XpaHWIMILe KoToporo coOpaHbl  Haubosee
LICHHbIE JIOKYMEHTbI, UMEIOIINE UCTOPUUYECKOE U
KyAbTYpHOE  3HaueHHWEe H  [OJIekKalue

MOCTOSIHHOMY XPaHEHHIO.

2. Cucrema yupexaeHuii Pocapxusa.

3. COBOKYITHOCTb apXUBHBIX JIOKyMEHTOB,
OTPKAIONIMX MAaTepUAIBHYIO W JIYXOBHYIO
XKHU3Hb OOIIECTBA, MMEIOLIUX HCTOPUYECKOE U
KYJIbTYpPHOC 3HAYCHUC, OTHOCAIIUXCS K
MH(QOPMAILIMOHHBIM pecypcaM U HOAJIEKAIIUX
MIOCTOSIHHOMY XPaHCHHIO.

6. CBomHas HOMEHKIATypa el

1. IIpumepHOI HOMEHKIIATYPBI JEII.

TaMOYXEHHOTO oprana SIBIIAETCSA 2. TTUIOBOM HOMEHKJIATYpPhI JEI.
Pa3HOBUIHOCTBIO: 3. UnuBuayanbHOM HOMEHKIJIATYPHI JIell.
7. lleHTpanbHass  3KCHEpTHas 1. B TaMOKE€HHBIX OpraHax.

komuccust  (LIDK) —
co3/1aBaemMasi:

3TO KOMHCCHSI,

2. Tonbko B ®TC Poccun.
3. B rocygapcTBEHHOM apXuBe.

8. Homenknarypa nen — 3r1o:

1. IlepeyeHb JOKYMEHTOB, 3aBOAMMBIX B
JIEJIONPOU3BOACTBE TAMOKEHHOIO OpPIaHa.

2. CucreMaTU3MpOBAHHBIM  MEpEYCHBb
3aroJI0BKOB nell, 3aBOAMMBIX B
JIEIIONPOU3BOICTBE TaMOXKEHHOIO OpraHa, ¢
YKa3aHHUEM CPOKOB UX XpPaHECHHS.

3. Crmcok HaMEHOBaHUM zen,
3aBEJICHHBIX B JEJIONPOU3BOJICTBE TaMOXEHHOIO
OpraHa ¥ IoJyIeXxalllyx nepeaadye B apXuB.

9. [Torpe6HOCTH B 1. JlonrocpoyHoro XpaHeHus OyMa>KHBIX
KOHBEPTUPOBaHUU u MUTpAllUU | U JJIEKTPOHHBIX  JIOKyMEHTOB B  apXuBe
BO3HHKAET B CIIydae: OpraHu3aIHy.

2. Kparkocpouynoro XpaHEHHUs
ANEKTPOHHBIX  JOKYMEHTOB HAa  MAarHUTHBIX
HOCHTEJISIX.

3. Jonrocpounoro XpaHEHUs
ANIEKTPOHHBIX  JJOKYMEHTOB B  3JIEKTPOHHOM
apXMBe.

10.  ApxuBHBIE  JIOKYMEHTBHI,
U3BATHIE B KAueCTBE BEIICCTBEHHBIX
JIOKa3aTebCTB!

1. Tlomiexxar oOs3aTeILHOMY BO3BpaTy
COOCTBEHHUKY WJIU BJIAJICIIbILY.

2. MoryT OBITh BO3BpalIeHbl YACTUYHO 10
YCMOTPEHHUIO OpraHa, U3bsIBUIETO JOKYMEHTHI.
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Bonpoc

BapuaHTbl 0TBETOB

nJIn BJIaACiibIy,

3. He momnexxaT BO3BpaTy COOCTBEHHHUKY
TaK
cOOCTBEHHOCTh M3bSBILETO UX OpraHa.

KakK nepexoasiaT B

4.3. OneHo4YHbIe CPeACTBA AJIs IPOMEKYTOYHOM aTTeCTANMH.

4.3.1. IlepeyeHb KOMIIETEHINI ¢ YKa3aHHEM 3TanoB UX GopMUPOBaHHUs B mpolecce

0CBOEHHMSI 00pa30BaTeJIbHOM TNPOrPaMMbl.

KOMIIETEHIMH C YY4eTOM 3Tana ux (popmupoBanus

Iloka3zaTtem W KpUTepUM OLEHUBAHUS

Kon HaumenoBanue Kox sTama ocBoenus HaumenoBanue »Tama
KOMITETEHIIUU KOMIIETEHIIUU KOMIIETEHIIUU OCBOEHHUS KOMIIETEHIIUU
OIIK-1 crocobHocTh  pemats | 1.3.1 Crniocoben IIPUMEHSITh

CTaHJapTHBIE  3aJ]auu uH(GOPMAITMOHHO-

npodeccHOHATBHOM KOMMYHHUKAI[HOHHBIC

NeSITENIbHOCTH Ha TEXHOJIOTHH B cBOei

OCHOBE NeSITETbHOCTH.

WHGOPMAITMOHHON U

oubmorpaduveckoit

KYJIBTYpbI c

MPUMEHEHUEM

nH(pOpPMaITMOHHO-

KOMMYHUKAITUOHHBIX

TEXHOJIOTHIA U C y4EeTOM

OCHOBHBIX TpeOOBaHUI

nH(pOpMaAITMOHHOM

0e301acHOCTH

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

HayYHOU OCHOBE peIICHHEe CTaHIAPTHBIX 3a/1a9

OpraHHU30BaTh CBOM npodeccuoHanbHON

TPYZ, CaMOCTOSTEIHLHO NEeSITEIPHOCTH  Ha  OCHOBE

OLICHUBATh PE3YJIbTAThI HAYYHOUH OpraHu3aIiu

CBOCH JIeATEIIEHOCTH CBOETO Tpyna "
CaMOCTOSITENILHOM  OIICHKHU
pe3yJabTaTOB CBOEH
JIESITENIbHOCTH

DTan 0CBOCHMS [Tokazarenp Kputepuii onenuBanus
KOMIICTCHIIUU OLICHUBAHUA Kak (C Kakum Kauecmeom) BblNOJIHAEmCA
Ymo denaem oeticmsue. Coomeemcmayem oyeHKe
obyuarowuiics (kaxue «OMAUYUHOY 6 wiKane oyenuearus 6 PII/].
deticmeus cnocoben
BbINONIHUMND),
noomeepcoas sman
0CB0€EHUsL KOMNEeMEeHYUY
3.1 Cnocoben [Topsnmok [IpaBunbHOCTP W TOYHOCTH
NPUMEHSATH MPUMEHEHUS OCHOBHBIX | IPUMEHEHUS WH(POPMAITMOHHO-
MH(OPMAITMOHHO- BUIOB MH(OPMAIIMOHHO- | KOMMYHHKAIIMOHHBIX TEXHOJIOTUI
KOMMYHHKAITHOHHLIC KOMMYHHKAIITMOHHBIX
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Otan ocBOEHUs [Toka3arens Kpurepnii onieHuBanus
KOMITETEHIIN U OLIEHUBAHUSI Kax (¢ kaxum xauecmeom) evinonnsemcs
Ymo Oenaem Oeticmeue. Coomseemcmesyem oyeHKe
obyuarowuiics (kakue «OMIUYHOY 6 wKane oyernueanus ¢ PII/].

Oeticmausi cnocoben
6bINONIHUMNY),
noomeepcods 3man
0CBOCHIUsL KOMNEeMEHYUU

TEXHOJOTUM B CBOEH | TEXHOJIOTUU
NEITEILHOCTH.

6.2.1 Cnocoben CaMOCTOSTEIIEHO KomnuectBo BBISBIICHHBIX
OCYILECTBIIATH CTh peuieHus | OIMOOK, JOMYIICHHBIX IPU PEIICHUHU
pCHICHUC CTAHIAPTHBIX | cTaHAAPTHBIX 3a7a4 | CTaHJapTHBIX 3aJ1a4
3aaa4 npodeccruoHanbHON npodeccuoHaNbHON AeATeIbHOCTH
pOeCCHOHANLHOM NESITETbHOCTH HA OCHOBE

ACATCILHOCTH Ha | yayunoit  opraHu3auyn

OCHOBE HAYHOH | (b0 — "

OpraHu3alid  CBOETO N
CaMOCTOSITEILHOM

T u
pyAa OLICHKHU PE3YJILTAaTOB

CaMOCTOSTEIbHOM o
CBOCH ACATCIIBHOCTHU
OLCHKHU PE3YILTATOB

CBOEH JeSITEILHOCTH

4.3.2 TunoBble OLIEHOYHBbIE CPEICTBA
Bonpocs! /151 IOATOTOBKH K 3a4eTy

1. Tepmunocuctema  aucUUIUIMHBL. OCHOBHBIE TEPMHHBI U OIpPEIEICHHUS.
MHOr03Ha4YHOCTh U 3BOJIIOLHS TEPMUHOB.

2. Undopmanus u ee cpoiicTBa. BiusHue mHOpManyu Ha KayecTBO MPUHUMAEMBbIX
yIpaBieH4YeCcKHX perieHuil. HpopManoHHbI MEHEPKMEHT Ha COBPEMEHHOM JTarle.

3. OcnoBuble monoxkenust DenepanpHoro 3akona Poccuiickoit ®Pepepanun  «OO6
uHpopMauu, MHPOPMALIMOHHBIX TEXHOJOTUSAX U O 3alIUTe UH(OPMALIUKY, €0 POJIb U 3HAUYCHHE
B CUCTEME POCCHUIICKOI0 3aKOHO/IATEIbCTBA.

4. NudopmaoHHbIe POLIECCHl — OCHOBA pa3pabOTKU M peau3aliyl yIpaBIeHYeCKOro
pelieHus. YmpaBlieHYeCKOe pelIeHre Kak Ipouecc U Kak sBieHue. Dopmbl ynpaBieHUECKHX
pELICHHUIA.

5. J1es1onpon3BOACTBO — KaK OTPAKEHUE CUCTEMBI M TEXHOJIOTUU yIpaBiieHus. OCHOBHbBIE
JTaIbl pa3BUTHUA ACJIONPOU3BOACTBA B Poccun. Pocculickas monens 1e10npon3BoACTBa.

6. JIOKyMEHT - KaK CpEeJCTBO yIpaBJieHHUS U oOpaTHOW cBs3u. CBOMCTBAa JOKyMEHTA W
coobmenusi. DyHKIMM JOKyMeHTa. FOpunuueckas cujia U OpUIMYECKas 3HAYMMOCTH
OYMa)XHOTO U 3JIEKTPOHHOT'O JOKYMEHTOB.

7. VYuubukanys W CTaHAAPTH3AaLMsA JOKYMEHTOB. YHU(HUIMPOBAHHBIE CHUCTEMbI
nokymenTanuu (Y CJ), ucnonpzyemble B JeSITEIbHOCTH TAMOXXEHHBIX OPraHOB: XapaKTepUCTHUKA,

NEPCICKTUBBI pa3BUTHS.
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8. Ponrp ¥ 3HaueHMe KIACCU(PUKATOPOB TEXHUKO-DKOHOMHYECKOM U  COLUAIBHOM
uHboOpMaMu B JIOKYMEHTAIMOHHOM oOecniedenun ympasinenus ([OVY). Xapakrepuctuka
knaccugukatopoB TOCH, ncronb3yeMbIX B 1€ATEIbHOCTH TAMOXKEHHBIX OPraHoB.

9. VuuduuupoBaHHas cucTeMa OpraHU3allMOHHO-PACIOPAIUTEIBHON JTOKYMEHTALUU
(YCOP[). Xapakrepuctuka. Cdepa npumenenusi. CoctaB H0KyMeHTOB. COCTaB pEKBU3UTOB.
TpeGoBanus k O6:1aHKaM TOKyMEHTOB.

10. OcHoBHblE npaBHUiia MOJArOTOBKM HOPMATHBHBIX IPABOBBIX AKTOB (elepabHbIX
OpPraHOB HCHOJHUTENBbHOM Biactu. [Ipu3HaKM HOPMAaTUBHOCTH B  PaCHOPSIAUTENIBHBIX
JIOKyMeHTaX. BuIpl HOpMaTUBHBIX HPAaBOBBIX aKTOB, KOTOPbIE MOTYT W3/aBaTh (enepajbHble
OpraHbl UCIIOJHUTEIbHON BIACTH.

11. [enoBas (xomMmepueckas) nepenucka. Knaccudukanus. IlpaBuna odopmiienus
(odepra, mpeTeH3MOHHOE, TapaHTUIIHOE, peKJIaMHOe NHCbMO). KOMIO3MIMOHHOE NOCTpOeHHe
PEKBU3UTA TEKCT» AEIOBOr0 NUChbMa. MeXyHapOIHbIE CTaHAAPTHI.

12. OcHOBHBIE 331241 ¥ (PYHKIUHN CTPYKTYPHBIX MOJpPA3AeICHU TaMOKEHHBIX OPTaHOB,
UMEIOLIMX  OTHOLIEHHWE K OpraHu3aluu  JOoKyMeHTooOopoTa. @opmbl  OpraHU3aluu
JIeJIONIPOU3BOJICTBA, UCIIOJIb3YEMBIE B AEATEIBHOCTH TAMOXKEHHBIX OPI'aHOB.

13.  OcHOBHbIE 3Tambl JOKYMEHTO00OpOoTa (YNpaBICHYECKUX JOKYMEHTOB) B
TaMOXXCHHOM OpraHe W WX XapakTepucThka (TpeOoBaHus K opranuzauuu). Llenp u 3amaum
paloHaIN3auuy J0KyMEHTO000pOTa B TAMOKEHHOM OpIaHe.

14. OcobeHHocTH oOprau3andu pabOTBl TPH  HWCIOJB30BAaHUU  TEJIETAWITHOM,
(akCUMUIBHOM CBSI3U U AJIEKTPOHHOM MOYTHI. DNEKTPOHHOE COOOIIEHKE: OTIpe/ielieHIe, TPaBUia
MOJrOTOBKH, O(hOPMIICHHUS M OTIIPABKHU. DTUKA SJICKTPOHHOM MEPEUCKH.

15. DnexTpoHHBIH JOKYMEHTOOOOPOT B TaMOXXCHHOM OpraHe: COCTaB Yy4YaCTHUKOB,
B3aUMOJICHCTBUE, TEXHOJOTMUECKHE PEIICHUS.

16. [IpunuunuansHas cxema padots JJUIIC.

17. Ponp, 3HaueHWE U NPUHLMUIBI PETUCTPALMM JOKYMEHTOB B OpraHU3alUH
nenonpousBojactsa. KIIC «YKWU/-2»: uctopust co3naHusi, HazHaueHue, (YHKIHOHAIbHbBIE
BO3MOXKHOCTH, IIyTH MOJICPHU3ALIUH.

18. OObeKkTUBHBIE U CYObEKTUBHBIE (PAKTOPBI POCTa JOKYMEHTOOOOPOTa B TAMOXKEHHBIX
OpraHax.

19. OcoOenHocTu OpraHu3anuu padboOThl B TAaMOXEHHBIX OpraHax C JOKYMEHTAMH,
UMEIOIIMMU CBeICHUs: orpaHuueHHoro pacnpocrpanenus ([ICII), a Takke KOMMEPUYECKYIO MIIH

roCy/apCTBEHHYIO TaiiHy. Kpurepun oTHeceHHs HHPOPMALIUHU K KATETOPUH «CITY>KEOHOM.
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20. OcobOeHHOCTH OpraHu3aluu padoThl B TAMOXKEHHBIX OpraHax c oOpalleHUsIMU
rpaxnaad. [Ipoueaypa o0xxanoBaHus pelieHui, aedcTBuil (0€31elCTBUS) TAMOXEHHbBIX OPraHOB
1 UX JOJDKHOCTHBIX JIUII.

21. TocymapcTBeHHbIN apxuBHBIM (GoHI (Ha3HaueHWE, cocTaB). JlOKyMEHTaIbHBIA M
apXUBHBIM (OHABI TaMOXKEHHOTO opraHa. OTIHYUS «TPAAUIUOHHOTO» U «IJIEKTPOHHOTOY
apXUBOB.

22. BenoMcTBeHHBIC apXWBBI (B TaMOXXCHHBIX OpTaHax): BHJBI, COCTaB JIOKyMEHTOB,
¢byukuuu. lcnonHeHue 3ampocoB COLUANBHOrO xapakrepa. «CreuuanbHbI» apXuB B
TaMO>KEHHOM OpraHe.

23. llenb, dTampl, TPUHIUIBI W KPUTEPUU OKCHEPTU3BI IICHHOCTH JOKYMECHTOB B
TaMOXeHHOM oprane. [TormHomounst u opranuzanus padotst JK.

24. Ponp W 3HaYeHHE HOMEHKJIATypbl 1€ B OpraHu3alldd JIeJONpOU3BOJCTBA B
TaMO)KeHHOM oprase. Bunel Homenknaryp aen. [IpaBuia moaroToBKH.

25. Merononorus NMPOEKTUPOBAHMUSI M BHEIPEHMS] CUCTEM YIPABICHUS JOKYMEHTAMHU
(CY[D) B opranmzaiuu Ha coBpemeHHoM dtare (Ha ocHoBe [OCT P MCO 15489-1).

26. Krnaccudukamuss ©  XapakTepucTthka mporpammHoro ooecmneuenust  (I10),
UCIIONB3YEMOT0 ISl 1ieJieil aBTOMAaTH3allii JOKYMEHTOOOpOTa B COBPEMEHHBIX YCJIOBHSX.
B03MOXXHOCTH HCIIOJIb30BaHUSI CHCTEM YyrpaBieHusi motokoM pabor (Workflow) B mpomecce
aBTOMAaTU3allMU JeJIONPOU3BO/ICTBA.

27. Ipouenypa ucnosb3oBanus u npuzHanus D11 u DIII. YaocToBepsitonue HeHTPbl B
TaMO>KEHHBIX OpraHax.

28. @epepanbHas TeneBas mnporpamma  «OnektponHas Poccus».  [IpoGremsr
B3aUMOAEHCTBUS (efepalbHbIX OPraHOB HCHOJHHUTEIBHOW BJACTU B IPOLIECCE CO3AAHUA U
UCIIOJIb30BAaHUSI MEKBEJOMCTBEHHOTO AJIEKTPOHHOTO JIoKymMeHToobopora. dTC Poccuu B
COCTaBE «IJIEKTPOHHOTO MPABUTEIHLCTBAY.

29. Ocnosuble HopMmatuBHbIe TnpaBoBble akThl DTC (I'TK) Poccum B obnactu
JOKYMEHTAIIMOHHO-UH()OPMALIMOHHOTO 00€CTIEYeHUsI YIIPABICHUS AESITEIbHOCTHIO TaAMOKEHHBIX

OopraHoB (Ki1accu(pUKaIHs, XapaKTEPUCTHKH ).

HIxajga oueHUBaHUSA.

Ouenka Kpurtepun Pe3yabrarhl 00y4yeHus
OLICHKH
«3aYTEHOY - Crygenr (1.3.1
NOKAa3bIBACT Ha YpPOBHE 3HAHUU:
BCECTOPOHHHE U TTYOOKHE 3yary, OCHOBHEIE MTOJIOKEHUS METOIUKHU
SHaHUA  HPOTPAMMHOTO \ihyyveHeHus MH(POPMALOHHON u
Marepuaina, 3HAHHE
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OCHOBHOM u
IOIOJITHUTEIILHOU
JUTEPATYPHI;
MOCJIETIOBATEILHO B YETKO
OTBEUaeT HAa  BOIPOCHI
3a4eTHOro  Oujera |
JIOTMIOJIHUTEIBLHEIE
BOTIPOCHI;

- YBEPEHHO
OpUEHTUPYETCS B

MCKIIPEAMETHBIX CBA3AX U
HpO6J’I€MHBIX CUTYyalluAX;

- JIEMOHCTpHpYET
CIIOCOOHOCTh TPUMEHSTH
TEOPETHYCCKUE  3HAHUS
JUISE aHaIM3a
NPAaKTUYECKUX CHUTYallHH,
JeT1aTh NpaBHJIbHBIC
BBIBO/JIBI, IIPOABIIACT

TBOpPYECKHE CIIOCOOHOCTH
B [IOHUMAaHUH, U3JI0KEHUH
U UCTIOJIb30BAHUH
MIPOTPaMMHOTO
MaTepuana;

- IOATBEPKAACT
MIOJTHOE OCBOEHUE
KOMIICTCHITUH,
MIPEYCMOTPEHHBIX
MIPOTPaMMON OCBOCHHS
JUCLUTUTUHEL.

Ooubmorpauueckoil  KynbTypbl JJIsl  PELICHHUs
3aja4y mpoheCCHOHATLHOMN S TEIIbHOCTH

Ha YpOBHE YMEHUI: YMETh IPaMOTHO 3alOHATh U
obopMIISITH  IOKYMEHTHI,  HCIIONb3yeMble B
npodeCCHOHATLHON AEATENbHOCTH

Ha ypoBHE HaBbIKOB: OmNbIT npodeccruoHanbHON
NesTeTbHOCTH

OI1K-6.2 (2.1) Ha ypoBHE 3HAHUIL:

3HAaTh OCHOBHBIE IOJIOKEHUS METOJMKH HaydyHOU
OpraHM3allii CBOETO Tpyda U CaMOCTOATEIbHOU
OLIEHKHU PEe3yJbTaTOB CBOEH JIeATETbHOCTH

Ha YpPOBHE YMEHUM:

YMeTb MIPUMEHSTh METOJIUKU Hay4yHOU
OpraHM3allii CBOETO Tpyda U CaMOCTOATEIbHOU
OLIEHKHU PEe3yJbTaTOB CBOEH JIeATETbHOCTH

Ha YpPOBHE HABBIKOB:

OnbIT pereHus CTaHJAPTHBIX 3a1a4
npodecCUOHANBbHON  JESITETbHOCTH Ha OCHOBE
HAaydyHOW  OpraHu3ali  CBOEro  Tpyda U
CaMOCTOSITENIbHOM  OLIEHKH pe3yJabTaTOB CBOEH
NesTeTbHOCTH

«HE3AYTCHO»

- CrymeHT umeer
CYIIECTBEHHbIE TPOOEITBI
B 3HAaHWSIX OCHOBHOTO
yueOHOro Marepuana;

- JIOTTyCKaeT
MIPUHINTTHATBHEIE
OIMOKY NPY MPHUMEHEHUHN
3HAHUW, KOTOpbIE  HE
MO3BOJISIOT eMy
BBIMOJIHUTh
nabopaTopHble  pabOThI
(IpakTU4ecKue 3aHATHSA);

- HE
MONTBEP)KIaeT OCBOEHUE
KOMIICTCHITUH,
MIPeTyCMOTPEHHBIX
MPOrpaMmmoint
JUICIIMILINHEI;

- HE 3HaeT
METOIIKH peanmzanuu
MPAKTUYCCKUX  HABBIKOB
UCIOJIb30BaHUSA
H3y4aeMBbIX porpamm
JUCHMILIMHBL  W/WIK  HE
MOXKET  CaMOCTOSITEIIBHO
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MIPO/IEMOHCTPHUPOBATH
MIPAKTUYECKUE YMEHHUSL.

4.4. Metoguueckune MaTepuaibl

OneHuBaHre OOydYalONMUXCS B MPOIECCE IMOATAMHOTO OCBOCHUS WMHU KOMIIETCHIIHA,
dbopMupyeMBbIX JTaHHOM JUCHUIUIMHON ocyliecTBiseTcss B (opMe MNATHOAUIBHONW OIIEHKH,
KOTOpasi MpeAroiaracT OUEHUBAHUE 3HAHUL C TIOMOIIbI0 YCTHOTO COOECE0BAaHUS MO Y3JI0BBIM
BOMPOCAM U yMeHull pelaTh 3HAHUEBbIE TECTHI.

5. MeTtonuveckue ykazaHus JAJsi 00y4al0UIUXCH M0 OCBOCHHK) THCHMUILINHBI
(MoxyJis)

Memoouueckue pexomenoayuu no n0020Mo6Ke K N1eKUUOHHBIM U CEMUHAPCKUM 3AHAMUAM

Opna w3 3amau kypca «OCHOBBI JOKYMEHTOOOOpOTa B TaMOXKEHHBIX OpraHax» -
ajianTanusi CTYACHTOB K HOBBIM (popmaram OBIAJCHHs 3HAHUSMHU, OCHOBBIBAIOIIMMHCA HE Ha
MacCCUBHOM YCBOGHHHM WH(POPMAIIMM M WX PENPOAYKIMH, a Ha aKTHBHOCTH CTyICHTa |
TBOPYECKOM BOCITPOU3BEJACHUU 3HAHUM. J1JIg perieHus 3ToN 3aa4ud UCIOJIb3yeTCs OpraHu3aius
BPEMEHHBIX TBOPYECKHUX TPYII M0 HHTEPECAM JIJIsl CAMOCTOSITEIIBHOTO U3YUYEHUs OT/ICITBHBIX TeM
Y BBITIOJTHEHHUSI CAMOCTOSITENIHBIX PaboT.

B nponecce camocTosTenbHON pabOThl CTYIAEHTY HE pPEKOMEHJIyeTcs 3aydyMBaHMe,
MeXaHW4ecKoe 3armoMuHaHue ydeOHoro marepuana. CTyIeHTy ClieyeT MOCTOSHHO MBICICHHO
COOTHOCHUTH TIOJTYYEHHYI0 HAY4YHYI0O HH(POPMAIMIO C COOCTBEHHBIM OIBITOM, KPUTHYECKH
aHAJIM3UPYA €r0 U OLICHUBAs C HOBBIX, YK€ HE )KUTEHCKUX, a HAYUHBIX MMO3UIIHI.

B 1mensx moAroToBKM K CEMHUHAPCKUM 3aHATHUSM CTYJACHTaM HEOOXOIMMO HCIOJIb30BaTh
KaK OCHOBHYIO, TaK U JOIMOJHUTENIbHYIO JIUTEPATypy IO TEMaM CEMHUHapa.

YuuThiBas, 4TO JEKIUOHHBIC 3aHATHS TPOXOAAT HE MO BCEM TeMaM IUCHUTLINHBI,
Clie/lyeT KOHCIIEKTUPOBaTh Marepuai o TeMaM CEMUHAapOB.

Memoouueckue pekomenoayuu K camocmoamensHoll pagome

OpuenTalyst yueOHOro mporecca Ha CaMOpa3BUBAIOLIYIOCS JTUYHOCTD JIEJIaeT HEBO3MOXKHBIM
mpoiiecc o0ydeHusi 0e3 MpeIoCTaBlIeHHs CTyIACHTaM IpaBa BHIOOPA MyTEH M CIIOCOOOB OO0YydEHHUSI.
[osiBnsiercss HOBast LieNb 0OPA30BaTEIBbHOIO Mpolecca — BOCIHHUTAHWE KOMIIETEHTHOH JMYHOCTH,
CIIOCOOHOM pelIaTh TUIIMYHBIE MPOOIEMbI U 337a4i UCXOAs U3 MPUOOPETEHHOIo Y4eOHOTO OIbITa U
aJIeKBaTHOM OLICHKU KOHKPETHOM CUTYaLWH.

JlocTiKEeHNE STOM 1LeNM HEBO3MOXKHO 0O€3 MOBBIIMIEHHS PO CaMOCTOATENBLHOM padoTh
CTYJICHTOB HaJl y4eOHBIM MaTepUasioM, VCUNEHUs OMEEMCMEEHHOCIU NPenooasames 3a paseumue
HABLIKOB CAMOCMOAMENbHOU pabomyl, 32 CTUMYIHPOBAHHE MPO(ECCHOHAILHOTO POCTa CTYACHTOB,
BOCIUTAHHE UX TBOPYECKON aKTUBHOCTU M MHULIMATHBBI.

CylHOCTh  CaMOCTOSITENILHOM paOOThI  CTYIGHTOB KaK CHEIU(PUICCKOM IearoruaecKon
KOHCTPYKLIMH OIpesIeNsieTCs] 0COOCHHOCTSIMU MOCTABJIEHHBIX B HEW y4eOHO-ITO3HABATENIBHBIX 3a71auy.

CrienoBarenibHO, CaMOCTOATENBHAsT paboTa - 93TO HE MPOCTO CAMOCTOSATENbHAS JIEATEIbHOCTD
YUAIIUXCsl TI0 YCBOGHHUIO YIEOHOTO MaTepuala, a 0codds Cucmema yCciosull 0OyYeHUs, OpeaHu3yembix
npenooasamenem.

DOYyHKUMHU, 321244 ¥ BUbI CAMOCTOSITE/IbHOI PadoThI CTYIEHTOB

HeobxomumocTs opranuzaiyy co CTy[IeHTaMu Pa3HOOOPa3HOW CaMOCTOSITEIIFHON JICATETHHOCTH
OIIpENENAETCS. TEM, YTO YNAETCA pa3pelluTh IPOTUBOPEUME MEXIY TPAHCISIIMEH 3HAHUNM U HX
YCBOEHHEM BO B3aUMOCBSI3U TEOPUH U MPAKTHKH.

CamocrosiTernibHast paboTa BBITOIHAET psad (hyHKUUIL, K KOTOPBIM OTHOCSITCS:
* Paszsusarowyas (NMOBBILIEHUE KYJIbTYpbl YMCTBEHHOTO TpYyHa, MPUOOLICHWE K TBOPYECKUM
BUJIaM JIEATEIbHOCTH, 00OTallleHNe NHTEIIEKTYJIbHBIX CIIOCOOHOCTEH CTY/ICHTOB);
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Hngopmayuonno-odyyarowaa (yueOHass JESATEIBHOCTh CTYJEHTOB HA ayIUTOPHBIX
3aHITUSIX,  HEMOJKpEIUICHHas  CaMOCTOATENbHOW  padOTOW,  CTaHOBUTICS — Mallo
pE3y/IbTaTUBHON);

Opuenmupyiowas u cmumynupyiowas (Tporieccy OOydeHHST TPUIACTCS YCKOPEHWE W
MOTHBAITHS);

Bocnumamenvnas  (bopMupyroTcsi W pa3BHBAIOTCA  MPOo(ecCHOHATbHBIE — Kav4ecTBa
CHELUAIIICTA);

Hccneoosamenvckas (HOBBIN ypOBEHb POQECCHOHATBHO-TBOPYESCKOIO MBIIIUICHHS).

OCHOBE CaMOCTOSTEIILHOW PabOThI CTYJICHTOB JISKAT —CIENYIOIINE MPUHUUNBL: PA3BUTHS

TBOp‘-IeCKOI\/’I ACATCIIBHOCTH, LEJICBOI0O INTAHUPOBAHUS, THIHOCTHO-ACATCIIBHOCTHOI'O ITOAX0Aa.

3aoauu camocmoamenvHoll padomvl CHyO0eHmMos:
CHCTEMATH3AIHs U 3aKPETUICHHE MOMYYSHHBIX TEOPETHYESCKUX 3HAHUI W TIPAKTUYECKUX YMEHUI
CTY/ICHTOB,
yITyOJIeHre M pacIIMpeHHe TeOPETUUECKUX 3HAHHH;
(hopMupoBaHIE YMEHUSI HCTIOIH30BATh CIIPABOYHYO JINTEPATYPY;

Ppa3BUTHUC T103HABATCIIbHBIX CIIOCOOHOCTEI M aKTHBHOCTHU CTYACHTOB: TBOp‘ICCKOI‘;I
HWHUIUATUBBI, CAMOCTOATCIIbHOCTHU, OTBECTCTBCHHOCTU 1 OPraHU30BaHHOCTH,

(dbopMUpOBaHHE CaMOCTOSITEIBHOCTH  MBIIUIEHUS, CIOCOOHOCTEH K CaMOpPa3BUTHIO,
CaMOCOBEPIIIEHCTBOBAHHIO M CAMOPEATN3ALIUI;

Pa3BUTHUE UCCIIECA0BATEINBCKUX YMEHUM.

B yueGHOM Tiporiecce BBICIIEro y4eOHOTO 3aBEICHUS BBIIEISIOT JBa BUIA CAMOCTOSTEILHON
PaboThL: ayoumopHnas u 6neayoumopHas.

AymuTopHasi caMOCTOsITeNbHAs padoTa TO JAUCIMIUIMHE BBITIONHIETCS HA YUEOHBIX 3aHSTHSIX
TI0J] HETIOCPEICTBEHHBIM PYKOBOJICTBOM MPETIOIABATENS U TI0 €r0 3a/IaHHSIM.

Breaymuropras camoctositenbHast paboTa BBITIOIHSAETCS CTYASHTOM 10 3A0aHUI0 NPenooasameris,
HO 0€3 ero HermoCPEeICTBEHHOIO YYaCTHs.

BHeaymmTopHas camocTosiTesbHas padoTa BKIIFOYACT Takue ghopmul padomot,

Kak:
®  HWHIWBHUAYAIbHBIC 3aHATHA (I[OMaH_IHI/Ie 3aH$ITI/I${)Z

\

W3y4eHHe MPOrpaMMHOTO MaTepualia JUCIUILTHHEI (paboTa ¢ yaeOHUKOM U KOHCIIEKTOM
JICKIIUN),

M3y4eHHE PEKOMECHIYEMBIX JINTEPATYPHBIX HCTOYHUKOB,

KOHCTICKTHPOBAHUE HCTOYHUKOB;

BBITIOJTHCHUE MPAKTHYECKUX 3a/IaHHT;

paboTa co CJIOBapsIMU U CIIPABOYHUKAMH;

paboTa ¢ ANEKTPOHHBIMI HH(POPMAITMOHHBIMU PecypcaMu U pecypcamu Internet;
COCTaBJICHHUE TUTAHA ¥ TE3WCOB OTBETA HA CEMHUHAPCKOM 3aHSATHHY,

COCTaBJICHHE CXeM, Tabmuil, pedycoB, KPOCCBOPIOB sl CHCTEMATH3AIMH Y4eOHOTO
MarepHana;

OTBETBI HA KOHTPOJIBHBIC BOIIPOCHI, TECTHI,

AHHOTHUPOBaHKE, peepUPOBaHUE, PEIICH3UPOBAHNE TEKCTA,;

COCTaBJICHHE ITIOCCAPHsl, KPOCCBOP/Ia TI0 KOHKPETHOM TEME;

TIO/ITOTOBKA K KOJUIOKBUYMY;

TIO/ITOTOBKA MPE3CHTAIHY;

TIO/ITOTOBKA K 3aYETY;

ASANENENENENEN

DN NI N NI N

¢ IpynnoBasd CaMOCTOATCIIbHAs pa60Ta CTYACHTOB:
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v\ MOATOTOBKA K 3aHATHSIM, MPOBOJMMBIM C HCIOJIBb30BAHMEM aKTUBHBIX (HOpM 00yJeHust
(KOIIIOKBUYM, IUCKYCCHS);
v NoJIydeHne KOHCYIIBTALHH YIS pa3bsCHEHHI [0 BOIPOCAM M3y4aeMOM IUCIUIUITHHEL,

Conep:kaHre BHEAyJUTOPHOW CaMOCTOSATENILHOW paOOThI ONpeneNsieTcss B COOTBETCTBUU  C
paboueii y4eOHOH MporpaMMoi AMCIMIUIMHEL PacnpeneneHne oObeMa BpeMEHH Ha BHEAYW TOPHYIO
CaMOCTOSITENIbHYIO PabOTy B PeXKUME JHS CTYJICHTA He pe2lamMeHmupyemcs paciiiCaH|eM.

Bunpr 3amanuii 711 BHEQyIUTOPHOW CaMOCTOSITENTLHOM paboThl, MX CONIEpKAaHHE M XapakTep
MOTYT HMEThb BapUAaTHBHBIA U AU(QEepeHIUPOBaHHBI  XapaKTep, YUYUTBIBATH CHELUPUKY
CTIEMATEHOCTH, N3y4aeMO ICIMILIMHBL, HHIBHATYAIbHBIE OCOOCHHOCTH CTYJICHTA.

ILl1anpoBaHue U OPraHU3ALUS CAMOCTOSITEILHOM PAa0OThI CTY/IeHTA

[lpaBunbHAsE OpraHU3alMsl CaMOCTOSTEIBHBIX YYeOHBIX 3aHSATHH, WX CHCTEeMaTHYHOCTB,
1e1eCO00pa3Hoe TUIAaHUPOBAHUE paboyvero BPEMEHM IMO3BOJSIET CTYACHTaM pa3BHBaTh YMEHHS U
HAaBBIKM B YCBOCHWHM M CHCTEMATH3ALlMM NPHOOPETaeMBIX 3HAHWH, 00ECTIeYMBaTh BHICOKHI YPOBEHBb
YCHEBAEMOCTH B NEpHOJT O0YIEHHMsI, MOITYyIUTh HABBIKH MOBBIILICHHS TPO(YECCHOHABHOTO YPOBHSI.

3a0auu npenodasamensa MO TUIAHUPOBAHHIO U OPraHU3AIMU CaMOCTOSITENTBHOM PabOThI
CTyJICHTA:
1. CocraBieHue MmiaHa caMOCTOSTEILHONW paOOTHI CTYAEHTA MO AUCIUILIIHHE.
2. Pa3pabotka u BbIaua 33aHui 11 CAMOCTOSITETIHHOM PaOOTHI.
3. OOyueHue CTyACHTOB METO/IaM CaMOCTOSITENTBHOM pabOoTHI.
4. Opranuzarys KOHCY/IBTAIMIA 110 BBITIOHEHUIO 3a/IaHUH (YCTHBIN MHCTPYKTaXK, TIHChMEHHAS
WUHCTPYKIIHS).
5. KoHTposb 3a X0[0M BBITIOIHEHUS U PE3YIIETATOM CaMOCTOSITEIILHOM pabOoThI CTY/ICHTA.

CTyneHT JOoIKEH 3HaTh:
e Kakue pazmeiasl W TEMbl JUCIMIUIAHBI TPEIHA3HAYCHBI IS CaMOCTOSTEIHFHOTO
n3yueHus (TIOJTHOCTBIO WITH YaCTUYHO);

® kakue OpMBI CAMOCTOATEIBHON PabOThl OYIyT MCHOJB30BAaHBI B COOTBETCTBHUU C paboOUeii
MPOrpaMMOM;
® kakas (hopMa KOHTPOJIS U B KaKUE CPOKH TPETYCMOTPEHA.
Pexomenyercst mocneaoBaTelibHOE H3y4eHHE MOYJIEH COITIacCHO YKa3aHHBIM HOMEpaM.
Busl yqeOHBIX 3aHATHH MO KaXIOMY MOAYIIO M Y4eOHOMY DJIEMEHTY IMpPEICTaBICHbBI B
TabJmIe.

Memoouueckue pekomenoauuu no nOO20MOoBKe K KOJ10KGUyMy

KomnokBuyM - BuJ y4eOHO-TEOPETHMUECKHX 3aHATHUN, MPEICTABISIIONIMNA  coO0M
IPYyNIoBoe O0CYXJEHUE TMOJ PYKOBOACTBOM IIPENoOAaBaresis JOCTaTOYHO IIHPOKOrO Kpyra
npo0iieM, HaMPUMEP, OTHOCUTENIBHO CaMOCTOSTENILHOTO OOJIBIIIOTO pa3jiena JIEKIIMOHHOTO Kypca.
OnHOBpeMEHHO 3T0 U (hopMa KOHTPOJISI, pa3HOBUIHOCTh YCTHOTO AK3aMEHa, MacCOBOTO OIpOca,
MO3BOJISIONIAsT TIPEMOIaBaTeNI0 B CPABHUTEIHHO HEOOJBIION CPOK BBISICHUTH YPOBEHb 3HAHUI
CTYIEHTOB  IIeJIOM  akaAeMHuecKol  Tpymmel 1O  JaHHOMY  pasleny  Kypca.
KomnokBuym mnpoxogutr oObdHO B (opMme TUCKycCHH, B XOA€ KOTOpOH CTyIeHTaMm
MPEIOCTABISETCS BO3MOXXHOCTH BBICKA3aTh CBOIO TOYKY 3pEHHS Ha paccMaTpUBAEMYHO
npobiemy, YUUTBCS 000CHOBBIBATh u 3allUIIATh ee.
ApryMeHTHUpYs U OTCTamBas CBO€ MHEHHE, CTYJICHT B TO K€ BpeMs JEMOHCTPHPYET, HACKOIBKO
ITyOOKO M OCO3HAaHHO OH YCBOWJI W3YYEHHBIM Marepuan. [Ipu moAroToBke K KOMUIOKBHYMY
CTYIEHTY PEKOMEHJyeTcs JeTajbHO MpopadoTaTh JUTEpaTypy IO TeMe KOUIOKBUYMa H
MOJITOTOBUTH APTyMEHTHI 1711 000CHOBaHMSI COOCTBEHHOM MO3UIINY.
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Memoouueckue pexomenoayuu no n0O020mMogKe nPe3eHmayuu.

IIpe3enTanus - camblii 3p)PeKTUBHBIH CNIOCO0 TOHECEHHUN BAaKHOWH HHE(OPMAIIUN KaK
B pasroBOpe «OJWH HAa OAWH», TaK U TpU MyOIMYHBIX BBICTyIUIeHUAX. Clnalia-npe3eHTanuu
MO3BOJIAIIOT  3(PPEKTHO M HANIAAHO  IPEACTABUTh  COJECP)KAHMWE,  BBIACIUTH U
IPOWUTIOCTPUPOBATh  COOOILIEHHE, KOTOPOE HECeT MpPEe3eHTaluss MU ero  KIIOYeBbIe
COJIEpKATEIIbHbIE ITYHKTHI. VICIIOJIb30BaHME HWHTEPAKTUBHBIX 3JIEMEHTOB I03BOJISECT YCHIHTH
3(QPEKTUBHOCTb BBICTYIUICHUH, SBIAIOLIMXCS YacThl0 MPO(GECCHOHAIBHOW  JIEATENIbHOCTU
OOJIBIIMHCTBA CIIELUATUCTOB.

[Ipy moaroToBKe K NpPE3EHTAlMM CTYIEHT BbIOMpAET W3 NPEATOKEHHOIO CIUCKa
MHTEPECYIOUIYI0 €r0 TeMY, U3Y4aeT €€ C HCIOJb30BaHMEM HEO0OXO0AMMOH yueOHOM M HaydHOI
JIATEPATypPbl ¥ TOTOBUT CJIANUI-IIPE3ECHTALUY.

6. Yu4eOHas 1uTepaTypa u pecypchbl HH(POPMALMOHHO-TEJ I KOMMYHHUKALMOHH O
ceTd "UHTepHeT", BK/IIOYAS NEepevYeHb Y4eOHO-METOANYECKOro odecnevyeHms 1/
CaMOCTOSATEJbHOI PadoThl 00y4aKOIIUXCS 110 AUCHHUILIMHE (MOLYJIIO)
6.1. OcHOBHas nuTEparypa.
1. KproxoBa H.II. JlokymeHTHpOBaHHE YyIpPaBIEHUYECKOH MAESITEIBHOCTH: YueOHOe

nocooue. — M.: UHOPA-M, 2010.

2. MarseeBa B.A. OcCHOBBI JOKYMEHTOOOOpPOTa B TaMOXKEHHBIX OpraHax: y4eOHO-
HarmsigHoe mocobue. —M.: PO PTA, 2015.

3. COopHUK W3BJIE€YEHMH U3 HOPMAaTHBHBIX IPAaBOBbIX AakKTOB [0 BONpOCAaM
JOKYMEHTAIIMOHHOTO ¥ MH(GOPMAIIMOHHOTO 00eCredeHusl eATeNbHOCTH TaMOXKEHHBIX OpraHOB

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

6.2. JlononHuTeIbHAS JTUTEPATYPA.
1. Janunua A. ODJNEKTpOHHBIE TOCYIAPCTBEHHBIE YCIYTM U aJIMUHUCTPATUBHBIC

pPEITaMEHThl: OT MOJUTUYECKON 3aJaul K apXUTEKType «3JIEKTPOHHOIO MPaBUTENbCTBa». —M.:
NHO®OPA-M, 2004.

2. Manermenko FO.B. DnekTpoHHBI JTOKYMEHTOOOOPOT B TOPTOBJE, OAHKOBCKOM H
TaMOKEHHOM fene: YueoHoe nmocooue. — BO PTA, Bnagusoctok, 2002.

3. MartBeeBa B.A., I'anonenko B.A. Hcnosnp3oBanue WH(GOPMALMOHHBIX TEXHOJIOTHI B
JOKYMEHTAIIMOHHOM O0€CIIEYEHUN YINPABICHUSI JEATEIbHOCTHIO OpraHu3aluu: YuyeOHo-
HarsgHoe nmocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoii B.M. Meroapl 1 Moaenu HOpPUHATHS YIOPaBICHUYECKUX
pemenwuii: Yue6. nocobue. -M.: UHOPA-M, 2014.

5. I'pannunn O.H., Kuses B.1. MH(opManmoHHbIE TEXHOIOTUH B YIIpaBlIeHHN: Y 4eOHOE
nmocobue. —M.: UnurepHer-Yuuepcuter WMubopmanmonnbix  Texnonoruii; BUHOM.
Jlaboparopus 3nanuit, 2008.

6. Kopuee N.K., Kcannonyno I'"H. Texuuueckue cpeactsa ynpapieHHs: Y4YeOHUK s

BoIciIeli mkonel. —M.: MTHOPA-M, 2010.
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7. Kopuees U.K., [Tmenko A.B., Mamypues B.A. Ynpasienne qokyMeHTaMu: Y 4eOHHUK.
—M.: UH®PA-M, 2010.

8. Mup marematuxu: B 40 T. T. 2: XKyan T'omec. MaremaTnka, IIIMHOHBI U XaKEphl.
KomupoBanue u kpunrorpadus. / Ilep. ¢ anrmt. —M.: [le Aroctunn, 2014.

9. IToBaposa E.A. IIpoGnemsl «ynpasieHus» UH(OpMaIMel B TOCYIapCTBEHHBIX OpraHax
ucnomHUTeNnsHOU BracTH // MudopmannonHoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepenucka B KOMMEPUECKOM OpraHu3alliu. —

M.: MII®OP, 2004.

6.3. YuebHO-MeToAnYeCKOe 00ecTIedeHue CaMOCTOSITEIbHON paboThI.
1. HanwmmH A. DIeKTpOHHBIE TOCYJApCTBEHHBIE YCIYIH M aJIMHHUCTPaTUBHBIC

pEIIaMEHThl: OT MOJUTHUYECKON 3aJaul K apXUTEKType «BJIEKTPOHHOIO MPAaBUTENBCTBA». —M.:
NHO®PA-M, 2004.

2. Manermmenko FO.B. DnekTpoHHBI JTOKYMEHTOOOOPOT B TOPTOBJE, OAaHKOBCKOM H
TaMOKEHHOM fene: YueoHoe nmocooue. — BO PTA, Bnagusoctok, 2002.

3. MartBeeBa B.A., I'anonenko B.A. Vcnosnp3oBanue MH(GOPMALMOHHBIX TEXHOJIOTHI B
JOKYMEHTAIlMOHHOM OO0€CIIE€YEHUH YIPABICHUSI JIEATEIbHOCTHIO OpraHu3aluu: YuyeOHo-
HarsgHoe nocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexunoit B.M. Meroapl U Mozaenu TPUHATHS YIPABICHUYECKHUX
pemenuii: Yue6. nocobue. -M.: UHOPA-M, 2014.

5. I'pannuun O.H., Kuses B.1. MnpopmanoHHbIe TEXHOIOTUH B yIIpaBlIeHUH: Y 4eOHOE
nocobue. —M.: UWurepuer-Yuuepcurer Wudopmaunonnsix Texnonoruit; BHUHOM.
JlaGoparopus 3nanwmii, 2008.

6. Kopuee UK., Kcannonyno I'"H. Texuuueckue cpeactsa ynpabieHHUs: Y4YeOHUK s
BeIcIel mkonel. —M.: MTHOPA-M, 2010.

7. Kopuees N.K., ITimenko A.B., MamypuieB B.A. Yrpasnenne qokymeHTamMu: Y U4eOHUK.
—M.: UH®PA-M, 2010.

8. Mup marematuku: B 40 T. T. 2: XKyan T'omec. MaremaTnka, IIMHOHBI U XaKEpHI.
Komuposanue u kpunrorpadus. / I[lep. ¢ anrn. —M.: Jle Aroctunu, 2014.

9. IloBaposa E.A. [IpoGnems! «ymnpapieHus» WH(GOpMaLMel B TOCyJapCTBEHHBIX OpraHax
HCTIOTHUTENbHOH BiacTH // MadopmammonHoe mpaso. 2008. Ne 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepennucka B KOMMEPUECKOW OpPraHU3allud. —

M.: MII®DP, 2004.

6.4. HopMaTHBHBIC NTPABOBbIC JOKYMEHTHI.
1.TTOCT P 7.0.8-2013. Jlesonmpou3BOACTBO U apXUBHOE J1€710. TEpMUHBI U OTIPEACIICHHUS.
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2. TOCT P 53898-2010. Cuctembl 31EKTPOHHOTO JOKyMEHTOo0OOpoTa. B3aumoneiicteue
CHCTEM aBTOMATH3aLMU JIOKYMEHTAMOHHOTO OOeCledYeHus: ympapieHus. TpeGoBaHus K
AJIEKTPOHHOMY COOOIIECHHUIO.

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

4. TOCT P 54471-2011/ISO/TR 15801:2009. VYmpaBieHue TOKyMEHTAIUCH.
Wndopmarnus, coxpaHsemast B 3J€KTPOHHOM BUJIE.

5.TOCT P UCO 22310-2009. Cuctema cranaapToB 1o uHboOpManuu, OMOIMOTEYHOMY U
uznarenbckoMy neny. WHdopmanus u  mokymeHTanus. PykoBOICTBO uis pa3pabOTUMKOB
CTaHJApTOB, YCTAHABIHMBAIOIIUX TPEOOBAHUS K YIPABICHUIO JOKYMEHTAMH.

6. TOCT P HCO 15489-1 — 20007. Cucrema craHgapToB 10 UHGpOpMAaIH,
OMOIMOTEYHOMY M M3aTeNIbCKOMY JIeNy. YTpaBieHue nokymeHTamu. Oomme tpedoBanus. [SO
15489-1 — 2001. Information and documentation. Records management. General (IDT).

7.TOCT 7.73-96. Ilouck u pacrpocTpaneHue nHpopmanuu. TepMHUHBI U OTIPEICIICHUSL.

8. 'OCT 7.74-96. InpopMaliiOHHO-ITOMCKOBBIE SI3bIKK. TEpMUHBI U ONIPEIETICHHUSL.
1. KoHCcTnTYyuma Poccuninckom depepaumn.

2. O6 nsnexrponHor moamucu: dDenepanbHblii 3akoH Poccuiickoit ®@enepamuu ot 06
anpenst 2011 r. Ne 63-@3.

3. O6 wnbpopmanuu, HHOOPMANMOHHBIX TEXHOJOTHUSX H O 3alUTe HWHPOPMAIIHH:
denepanbHbIT 3aKOH Poccuiickon denepanuu oT 27 HIOJIS 2006 T.
Ne 149-@3.

4. O nepcoHanbHbIX JaHHBIX: PenepanbHblil 3akoH Poccuiickoit @eaepannn ot 27 U0
2006 1. Ne 152-@3.

5. O mopsake paccmoTrpeHus oOpameHuil rpaxkaan Poccuiickori ®eneparuu:
®denepanbHblil 3akoH Poccutickoit @enepanuu ot 02 mast 2006 1. Ne 59-D3.

6. O6 apxuBHoM jnene B Poccuiickoit ®eneparun: Denepanbhblii 3akoH Poccuiickoii
®enepanuu ot 22 okTsi0pst 2004 1. No 125-D3.

7. O rocymapCTBEHHOM TpakgaHCKOW ciyxbe: DenepanbHplii 3akoH Poccuiickoi
Oenepanuu ot 27 uronst 2004 r. Ne 79-D3.

8. O texnuueckoM peryaupoBanun: denepanbubiii 3akoH Poccuiickoit @enepanuu ot 27
nexabpst 2002 1. Ne 184-D3.

9. O rocymapctBeHHOM TaiiHe: 3akoH Poccuiickont @enepanuu ot 21 urons 1995 r. Ne
5485-1.

10. O cucreme u cTpykrype (enepanbHbIX OPraHOB HCIIOJHUTENBHON BiacTHU: YKa3

[Ipesunenta Poccuiickoit @eaepanuu ot 09 mapta 2004 1. Ne 314.
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11. O6 yrBepxkaenuu [lepeuns: cBeeHM, OTHECEHHBIX K TOCYIapCTBEHHOMN TaifHe: YKa3
[Ipe3unenrta Poccuiickoit denepanuu oT 30 HOSIOps 1995 L.

No 1203.

12. O6 >7eKTpOHHOW MOMAINKCH, HCIIOJIb3yeMOH OpraHaM{ HMCIOJHUTEIBLHON BJIACTH U
OpraHaMy MECTHOT'O CaMOYIIPaBJICHUs IIPY OPTaHU3ALMU JIEKTPOHHOIO B3aUMOAECHCTBUS MEKIY
co0O0H, O TOpsi/IKE ee UCIIOJIb30BaHMsA, a TaKke 00 yCTaHOBJICHUM TPEOOBaHUI K 0OECIIEYECHUIO
COBMECTUMOCTH CPEACTB 3JIeKTpoHHOU noanucu: Ilocranosnenue IlpaBurensctBa Poccuiickoi
®denepanuu ot 09 deBpans 2012 . Ne 111.

13. O eaguHOM cuCTEME MEXBEIOMCTBEHHOIO 3JIEKTPOHHOIO  B3aUMOJEHCTBUS:
[TocTanornenue [IpaButenbcrBa Poccuiickoit deneparnu ot 08 centsopst 2010 r. Ne 697.

14. O0 yrBepxaenuu I[lonokeHUsT O CUCTEME MEXKBEIOMCTBEHHOIO 3JIEKTPOHHOTO
nokymeHtoobopora: Iloctanosnenue IlpaBurensctBa Poccuiickoit deneparuu ot 22 ceHTIOPs
2009 1. Ne 754.

15. O6 yrBepxnenuu IlpaBuwi nenonmpousBoAcTBa B (eACpaibHBIX — OpPraHax
ucnosiHATenbHOM Biactu: [locranosnenue [IpaBurensctBa Poccuiickon denepanuu ot 15 urons
2009 r. Ne 477.

16. Konuenuus ¢popmupoBanus B Poccuiickoii @enepaiuyl 371€KTPOHHOTO PAaBUTENBCTBA
10 2010 rona: Pacnopsixenue [IpaBurenscta PO ot 06 mas 2008 1. Ne 632-p.

17. O ®denepanpHOil TamoxeHHOU ciyxkoOe: [locranosnenue [lpaBurensctBa PO ot 21
aBrycta 2004 r. Ne 429.

18. O6 yrBepxxaenuu [IpaBun moAroToBKM HOPMAaTUBHBIX MIPABOBBIX aKTOB (heJepaabHBIX
OpPraHOB HCIOJHUTEIBHOM BIACTM M HX TIOCYyIapcTBEHHOH peructpauuu: llocranoBnenue
[IpaButenscTBa Poccuiickoit @enepanuu ot 13 aBrycra 1997 r. Ne 1009.

19. O6 yrBepxaenuun I[lonoxkeHust 0 MOpsiAKE OOpaIIeHus CO CIyKeOHON HMH(pOpMaIUeH
OTPAaHUYEHHOTO pAacIpocTpaHeHUs B (elepalibHbIX OpraHax WCIOJIHUTEIbHOW BIACTH:
[Toctanosnenue [IpaButennpctBa Poccuiickoit @enepanuu ot 03 HOsOpst 1994 1. Ne 1233.

20. O6 ytBepxaeHnn TUNOBOM MHCTPYKLHUHU IO JETONPOU3BOJCTBY U paboTe apXuBa B
TamMmOkeHHbIX  opraHax: Ilpukaz @OTC Poccum or 09 wmroma 2014
No 1331.

21. O6 yrBepxnaeHur THUIOBOrO MOJOXKEHHs 00 apXHUBE TaMOXXEHHOTO OpraHa H
MOJIOKEHUsT 00 3KCIEPTHOM Komuccuu TamokeHHoro oprasa: Ilpukaz @TC Poccum ot 23
aBrycta 2012 r. Ne 1700.

22. O0 yTBepk/IeHUU KBaTU(UKAIIMOHHBIX TPeOOBaHMM K MpOo(ecCHOHATBHBIM 3HAHUSIM
U HaBbIKaM, HEOOXOAMMBIM JUIS WCIHOJHEHHUS JOJDKHOCTHBIX 00S3aHHOCTEH MO JOJDKHOCTSM

(dbeneparbHON TOCYIApPCTBEHHOM TPaXKIAaHCKOM Cciy:kObl B 1ieHTpanbHoM armapare OTC Poccun,
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B TIPEICTaBUTENHCTBAX TaMOXEHHOM cmyxkObl Poccuiickoii ®enepanuu 3a pyOexoM U
TaMokeHHBIX opraHax Poccuiickoit ®@enepanuu: Ilpukaz @TC Poccun ot 31 urons 2012 . Ne
1535.

23. OO0 yTBEp)KACHUU THUIIOBBIX IOJIOKEHUH O MOJAPA3JAENCHUSIX JOKYMEHTAllMOHHOIO
obecnieyenust TamokeHHbIX opraHos: [Ipuka3z @TC Poccun ot 01 mapra 2012 r. Ne 373.

24. O cucreMe BEIOMCTBEHHBIX YIOCTOBEPSIOIIMX LEHTPOB TAMOXEHHBIX OPIaHOB
Poccuiickoit ~ ®epepanun:  Ilpukaz OTC  Poccum or 29 wmas 2008 r
Ne 637.

25. O TUHNOBBIX CTPYKTypax TaMOXeHHbIX opraHoB Poccuiickoii ®enepanuu: Ilpukas
@OTC Poccun ot 16 mas 2006 r. Ne 443.

26. O IIpumepnoit HomeHkarype aen TamoxHu: [Ipukas ['TK Poccun ot

01 HOs16pst 2002 1. Ne 1160.

27. IlepedyeHb THUIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yloLIMXCs B
IIpoLecce JESATENbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBICHUS U
OpraHu3alMii, ¢ ykazaHueM cpokoB xpaHeHus: [Ipuka3s MunkyneTypsl Poccniickoit @enepannu
ot 25 aBrycra 2010 r. No 558.

28. O6 yrBepxaeHMH MeTOIMUeCKUX PEKOMEHAAluil Mo pa3paboTKe MHCTPYKLMHA IO
JICIIOTIPON3BOJICTBY B (hefiepaibHBIX OpraHax HUCIOMHUTENbHOU Biactu: [Ipuka3 denepanbHOTO
apxuBHOTO areHTcTBa ot 23 nexadps 2009 r. Ne 76.

29. KBanupukamoHHBIA CIPABOYHUK JIOJDKHOCTEH PYKOBOAMTENCH, CIICIHAINCTOB H

npyrux ciayxamux: Ilocranosinenne Muntpyna P® ot 21 asrycra 1998 1. Ne 37.

6.5. UHTEepHET-peCypCHI.
1. OdwurmanbHbIi cauT I'nnpoun YIIPABJISAIOLINAX JIOKYMEHTalueu

http://www.gdm.ru.
2. [Topran koHcanTuHroBOM rpynmsl « Tepmukay - http://www.termika.ru.
3. LleHTp KOMIETEHIMH 1O BONPOCAM JOKYMEHTAI[HOHHOTO OOECIICUeHHUs YIPaBICHHUS

apXMBHOTO Jiena - http://www.edou.ru.

4. [Topran €XKEroHOM  NPAaKTHUYECKOU KOH(epeHIH «Docflow»
http://www.docflow.ru.

5. HezaBucumpiii mopran o COJI — http://www.doc-online.ru.

6.6. lHple ICTOYHUKHU.

7. MarepuajbHo-TeXHHYecKas 0a3a, HH(PpOpMaMOHHbIE TEXHOJIOTHH,
NnporpaMMHoe odecneyeHue 1 HHGOPMALMOHHBIE CIIPABOYHBIE CHCTEMbI

1. MS Word 2013; MS Excel 2013; MS Access 2013; MS Visio 2013; MS
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Exchange.
2. CIIC «Koncynbrantllntocy, «["apanty, «BOA-Uudo» u ap.

3. AC «<YKHU-2».
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