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1. IlepeyeHp MUIAaHUPYEMBIX Pe3y/IbTATOB 00y4eHMs 110 JUCHHUILINHE (MOLYJII0),
COOTHECEHHBIX C IVIAHNPYEMbIMH pe3yJibTaTAMH O0CBOEHHS NPOrpamMMbl

1.1.

Hucuuruiuna (51.5.32.01 Ochosbl 00KyMenmoobopoma 6 MAaMONCEHHbIX Op2aHax)

o0ecreynBaeT OBJIAACHUEC CICAYIOMIUMHA KOMIICTCHIUAMU C YYETOM OTalla:

Kon HaumenoBanue Kon sTana ocBoenust HaumenoBanue 3Tana
KOMIICTCHITUH KOMIIETCHITUH KOMIICTCHITHH OCBOEHHsI KOMITCTCHIIUU
OIIK-1 cnocoOHocTh  pemtats | 1.3.1 Crniocoben IIPUMEHSITh

CTaHJApTHBIC  3aJ1a4u WH(POPMAITMOHHO-
npodeccruoHaIbHON KOMMYHUKAI[UOHHBIE
JeSITeIIbHOCTH Ha TEXHOJIOTHH B cBOCH
OCHOBE NeSITeIbHOCTH.
UHPOPMAITMOHHOW U
6ubimorpadudeckoit
KYJBTYPbI c
MIPUMEHEHUEM
nH()OPMAITMOHHO-
KOMMYHUKAITMOHHBIX
TEXHOJIOTHIA U C Y4€TOM
OCHOBHBIX TpeOOBaHUI
nH()OPMAITMOHHON
0€301aCHOCTH
OIIK-6 CIOCOOHOCTH Ha | OIIK-6.2 (2.1) Cniocoben OCYIIECTBIIATH
Hay4YHOU OCHOBE peleHre CTaHAapTHBIX 3a7a4
OpPTraHu30BaTh CBOM npodeCCHOHATLHON
TPYH, CaMOCTOSTEIHHO JesITeTbHOCTHHA OCHOBE
OILICHUBATh PE3YJbTAThI HayYHOU OpTaHu3aIuH
CBOEH JIeATEIbHOCTH CBOETO Tpyna "
CaMOCTOSITENIFHOW ~ OIIEHKHU
pe3yJIbTaTOB CBOEH
JeSITeITIbHOCTH
1.2. B pesynsrate 0CBOCHHUS TUCIHUTUIMHBI Y CTYJACHTOB JOJKHBI OBITH CHOPMUPOBAHBIL:
OTDO/TD Kon 3ramna Pesynbratel 00y4yeHus
(npu Haruvuu OCBOCHUS
npogpcmanoapma)/ KOMITETEHITUT
TPYZIOBBIC HJIH
npo¢eccCHoHaAIbHBIC
NEUCTBUA

1.3.1

Ha ypOBHE 3HaHUMU:
3HATh OCHOBHBIC IOJIOXKECHHUS METONUKU NPUMEHEHUS]
MHPOPMAITMOHHOW M OMOIHOTpaduUecKoi KyJIbTypHbl

st peleHus 3a7a4y npogeccHoHaIbHON
eI TEIbHOCTH

Ha ypOBHE YMEHHUH: YMEThb I'DaMOTHO 3allOJHAThH Y|
opopMIIATH JOKYMEHTBI, HCIIOJIb3yEeMbIe B

mpodeccuoHAIBHON 1eATeIhHOCTH

Ha ypoBHE HaBBIKOB: OmNBIT MpodeccuoHaNIbHOMH

JICATCIIBHOCTH
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OITK-6.2 (2.1)

Ha ypOBHE 3HAHUM:

3HATH OCHOBHBIC TIOJIOKEHUS METOAUKH HAy4YHOU
OpraHu3allMi CBOEro TpyJa WU  CaMOCTOSITEIbHOM
OIICHKH PE3YJIbTATOB CBOEH JESITEILHOCTH

Ha ypOBHE YMEHU:

YMETh NpUMEHATh METOJMKH HAyYHOW OpraHu3aiuu

CBOETO Tpyla H CaMOCTOATEIIbHOM  OLICHKH|
€3YJIbTATOB CBOEU JIEATEIbHOCTH

Ha YPOBHE HABBLIKOB!

OnbIT peLeHust CTaHIAPTHBIX 3a/1ayl
podeccruoHaibHOM NeATEIbHOCTUHA OCHOBE
Hay4YHOU OpraHu3aluu CBOETO Tpyza 51
CaMOCTOSITEJIBHOM ~ OLEHKH  pe3yJbTaTOB  CBOEH
NIEeATEIbHOCTH

1. O6bem 1 MecTO AUCHUILIMHBI (MoayJisi) B ctpykType OII BO

O0beM TUCHUIIIHUHBI

KonmuuecTBo 3aueTHBIX euHMIL 0 yaeOHOMY miany: 2 (72 yaca), KOHTaKTHasi paboT — JieKIiuu 16
9acoB, IPAKTHYECKHUE 3aHATUS — 32 4aCOB, CAMOCTOSITENIbHAS paboTa — 24 4acos.

MecTto nucuunimabl B crpykrype OII BO

—b1.5.32.01 OcHOBBI TOKyMEHTOOOOPOTA B TAMOXKEHHBIX OpraHax, 4 Kypc, 8 cemecTp;
— JMCUUIUIMHA peanusyeTcs mocne wusydenus:: MuHdopmaruka, Byxrantepckwii yuer,

OCHOBBI

JIOKyMEHTO000pOTa

B

TaMOXKXCHHBIX

opraHax, KoHcTHUTynMOHHOE  TIpaBoO,

AJIMUHUCTpaTUBHOE IpaBo, I'paxnaHckoe npaBo, PuHancoBoe mnpaso, [IpaBo EBpasuiickoro
HKOHOMHYECKOI0 CO03a, MexXlyHapoaHOE TaMOKEHHOE IIPABO;

2. CoaepxxaHue H CTPYKTYpPa AUCHMILIMHBI (MOIYJIsl)

Ounaa popma ooyuenusn

Ne n/m HaumeHoBaHue TeM H/MJIH O0beM JUCHUILUIHHBI (MOIYJIsA), Yac. ®opma
pasneioB Bcero KonTakTHasi padoTa 00y4yarommxcsi ¢ CP TeKyIIero
npenoaaBaTe/ieM KOHTPOJIA
10 BUaM y4eOHbIX 3aHATUI ycreBaeMocTu**,
J/930, JIP/ 30, 113/ 20, KCP NMPOMeEKYTOYHOMI
JIOT* JIOT* J0T* aTTecTAMH* **
Pazpen 1 | OcHoBHBIC MOHATHS U 8 2 4 2 0,3, T
TEPMHUHOIOTUSA B
JOKYMEHTAlHOHHOM
obecriedeHu
YHIpaBJICHUS
Paznen 2 | JlokymeHTHpOBaHUE 16 4 8 4 0,3, T
YIIPABJICHYECKON
JEATEIIbHOCTH
TaMOKEHHBIX OpraHoB
Pazgen 3 | Oprannzanmsi paboOTHI 16 4 8 6 0,3, T
C JOKYMEHTaMH
(ynpaBneHue
JTOKyMEHTAMH ) B
TaMOXXEHHBIX OpraHax
Paznen 4 | DkcnepTtusa 16 4 6 6 0,3, T




IOECHHOCTHU
JOKYMCHTOB

Paznen 5 | Cpencrsa 16 2 6 6 0,3 T
OpraHu3alMOHHON
TEXHUKH,
UCTOJBb3yeMbIE  TIPU
pabote c
JIOKYMEHTaMH

HpOMC)Ky'TOHHa}l aTTcCTalAa 3avyerT

Bceero: 72 16 32 24

Conep:xkanue TUCHUNJIMHBI (MOTYJIs1)

Pa3gea 1. OCHOBHBIE ITIOHATHUA U TEPMHUHOJIOI'US B
JOKYMEHTAIIMOHHOM OBECIIEYEHUMHU YIIPABJIEHUA (J1OY)

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

Porp ¥ 3HayeHuMe AUCHUIUIMHBI B MPOQECCHOHAIBHOW IOJIrOTOBKE CIEIHAIUCTA
TaMOKEHHOTO Jena. JIokyMEHTOOOOpOT ~ Kak  TEXHOJIOTHYEecKas COCTAaBJIAIOILAS
JOKyMEHTaIMoHHOro obecrnieuenus: ympasieHus ([1OY) B Tamoxennbix opranax. JIOY kak
OTPaXEHUE CUCTEMBI M TEXHOJIOTHH YIIPABJICHUS ACITEIBHOCTHI0 TAMOKEHHBIX OPTaHOB: HOBAs
IapagurMa ynpasiIeHHUs — IPOLECCHBINA MOIXO.

Kpartkuii aHanu3 HOpMaTUBHO-METOAUYECKUX JOKyMeHTOB B obnactu IOV B Poccuiickoit
denepanyu: a) 3aKOHOJATENBCTBO; 0) CTaHIApPTHI: MEXKIYHApOAHBIE W HAIMOHAJIBHBIC, B TOM
qHcie, KIaCCU(PHUKATOPHl TEXHUKO-DKOHOMHUYECKOW M cormanbHoi mHpopmanuu (TOCH). Mx
posb B MH(OPMAIIMIOHHOM O0ECIIEYEHNH AEATENbHOCTH TAMOKEHHBIX OPTaHOB; B) METOUUYECKAs
U ydeOHas Iureparypa.

Hopmaruuble mpaBoBele aktel @DPTC Poccum B o00nacté  JOKyMEHTAIllHOHHO-
MH(POPMAITMOHHOTO O0ECTICYCHHUS YIIPABICHHS IESATEILHOCTHIO TAMOKEHHBIX OPTaHOB: KPATKUI

0030p.

Tema 1.2. OcHoBHBbIe OHATHSA B chepe JOY

Tepmunocucrema JIOY Ha coBpemMeHHOM »JTame: B3DIAN JokymeHToBena u MUT-
CHEIMAIUCTA.

JIOKyMEeHT KaK UCTOYHHUK M HOocuTelnb mHpopMmaruu. [lucbMeHHas cymHocTh U (opma
nokymenta. CTpykrypa nokymeHTa. Meragannsie. Tunosoruss aokyMeHTOB. Dopmarsl

OJICKTPOHHBIX JOKYMCHTOB.
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[Monsarus: «uHpOpMaIHSD», «TOKYMEHT», «I0KyMEHTAIlMOHHOE 00ecrieueHne yIpaBiIeHUs
(A0Y)», «ympaBineHue IOKYMEHTaMW», «WH(POpPMALMOHHOE OOecreueHne YIpaBICHUS,

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

Pasznea 2. JOKYMEHTUPOBAHUE YIPABJEHUYECKOW JESTEJBHOCTH
TAMOKEHHBIX OPTAHOB

Tema 2.1. JIOKyMeHTHpOBaHHMEe YNPABJICHYECKOHM M HWHON IPOM3BOIACTBEHHOM
AeATeIbHOCTH B TAMOKEHHBIX OpPraHax

JIoKyMeHT Kak ciueAcTtBue coObiTusa. OCHOBaHUS Ui CO3JaHMS JOKYMEHTOB B
opranuzauui. [Ipuganue JOKyMEHTY IOPUANYECKON CUJIBL.

CucreMbl TOKYMEHTAIMH, HCIIOJb3yeMble B JIEATEIbHOCTH TaMOXKEHHBIX OPraHOB, HX
XapaKTepUCTUKA, COCTaB, B3aMMOIPOHMKHOBEHME. YIpaBieHYeckHe JOKyMeHThl (Y]I) kak
nucbMeHHas ¢opma YP U oTpaxkeHHe CHUCTEMBbl YIpaBJICHHs, MX BHJBI, KiIaccupuranus.
Onpenenenue  opraHu3alMOHHO-pacnopsauTesnbHoro  gokymenta  (OPH).  Bugst wu
paznoBunHoctu OP/I,

bnanku OPJl um TpeOGoBaHus, mpeabsBisgeMble K MX O(QOPMIICHHIO, U3TOTOBJIECHUIO U
xpaHeHuto. PexBuzutsl OP/] u npaBuiia ux oopmienus. Dopmyisip JOKyMeHTa.

CrpyKkTypa peKBU3UTa «TEKCT» B Pa3IMYHBIX OPraHU3aLMOHHBIX U PACHOPSIUTEIbHBIX
JOKyMEHTaxX (IOJIOKEHHE O TaMO>KEHHOM OpraHe, MOJOXEHHE O CTPYKTYpHOM IOJpa3fesieHuH,
JOJDKHOCTHOM PEryIaMeHT (MHCTPYKUMsI) U Ap.). TpeGoBaHUS K CTUIIIO H3JI0KEHHsI PEKBU3UTA
«TEKCT».

WudopmanmonHbsie JOKYMEHTHI (aKTbl, MPOTOKOJBI, JOKJIAIHbIE 3alMCKH, CITy>KEOHBbIC
MMChbMa, CIIPaBKU, OTYETHI U JIp.) U TPeOOBAHUS, IPEIbSIBIIIEMbIE K X OPOPMIICHUIO.

JKu3HeHHbIM OUKJI 1 3Tallbl IIOATOTOBKH CJ'Iy>K€6HBIX JOKYMCHTOB.

Tema 2.2. OcobenHocTu ogopMiIeHHsI JOKYMEHTOB, CO3/1aBaeMbIX B IIpolecce

yHnpaBJeHHs MepCOHATIOM B TAMOKEHHBIX OPraHax

CooTHOLIEHNE MOHATHH «KaIpoBas JOKYMEHTAIMS», «IOKYMEHTHI JIMYHOTO
IPOUCXOKICHUS (110 JTUYHOMY COCTaBY)», <«JIOKYMEHTALUs 10 YHPABJICHUIO IEPCOHAIOM», UX
COCTaB, KJIACCU(HUKAIIHS.

JlokyMeHTallbHOE O(OpMIIEHHE KaIpOBBIX MPOLEAYp - HeoThemieMas OOS3aHHOCTh
pabortonarens. TpeGoBaHHMS POCCHICKOrO 3aKOHOAATENbCTBA K MpPOLIEAypaM U IpaBHiIaM
oopMiIeHUs TOKYMEHTOB 110 YIIPABJICHUIO IEPCOHATIOM.

[TpaBmwia opopMIICeHHS HEKOTOPHIX TOKYMEHTOB (TIOJIOKCHHE O TEPCOHAIBHBIX

JAHHBIX, MPUKA3 10 JUIYHOMY COCTaBY, aTTECTAIMOHHBIN JIUCT, KOHTPAKT U 1p.). DopmupoBanue
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U XpaHEHUE JMYHOIO Jejla TOCYJAPCTBEHHOIO TPAXKIAHCKOIO CIIy’Kallero (COTpyIHUKA,
paboTHHKA).

Tema 2.3. OcoGenHocTn  odopmiieHHsT JOKYMEHTOB, HCIOJIb3yeMbIX B
MEKIYHAPOJAHOM NMPAKTHKE BHCITHEIKOHOMUYECKOM e TeJIbHOCTH

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

MexayHapoJIHble CTaHIApThl, MCIOJIb3yeMble IIPU IOArOTOBKE U  O(QOPMIICHUU

KOMMepquKOﬁ MCPCINCKH: (I)OpMyJIHp, COCTaB " PACIIOJIOKCHUEC PCKBHU3UTOB U T.II.

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

Tema 3.1. Opranusanus ABMAKeHHA (JOKYMEHT0000p0Ta) U PpadoThI ¢ JOKYMEHTAMH
B TAMO’KEHHBbIX OpPraHax

CoBpeMeHHble TpeOOBaHMS K YIPABIEHUIO JOKyMEHTaMU (yIpaBieHHE JOKYMEHTAMH,
peryisTuBHas Cpela, IOJUTHKAa B OOJACTH YIpPABIEHUS JIOKYMEHTaMH, pacupeieieHue
OTBETCTBEHHOCTH U IIOJTHOMOYMH M0 YINpaBleHHIO AOKyMeHTamu). CHCTeMHBIM MOAXO0N K
YOPAaBICHUIO JOKYMEHTAaMU B OpraHu3alMd. MeTodoJ0rusl IMPOEKTUPOBAHMUS M BHEIPEHUS
cucteM ynpasienus nokymeHtamu (CY/I).

JIOKyMEHTOOOOpOT B TaMOXKEHHOM OpraHe: colepXaHue (JOKYMEHTOIIOTOKH); 3TaIlbl
(xapakTepucTHKa; TpeOOBaHMS K OpraHU3allMM); COBPEMEHHBIE CPEJICTBA HCCIENOBaHUA U
MoaenupoBanus. OCHOBHBIC NMPHHLMUIBI PAllMOHATU3AIMH JTOKYMEHTOO0OPOTa B TaMOXXEHHOM
oprase. Beibop (popmbl opranuzanuu Jei10nporu3BoICTBA.

Perucrpanusi 1OKyMEHTOB Kak METOJ BKJIIOUEHUsI TOKyMeHTOB B CVY/I: kiro4yeBoil stan
JOKyMEHTO000pOTa M OCHOBA CO3JaHUS JOKYMEHTAIbHOM HH(OPMALIMOHHO-TTIOUCKOBOIN CUCTEMBbI
(AUIIC). CrpykTypupoBaHHe JOKyMEHTHpOBaHHOW wuH(popMmanmu. [IpuHIMOUANBHAs cxema
pabotsr AUIIC.

Kommepueckue — cnpaBouHble — cucTeMbl — IpaBoBoro  xapakrepa  («['apant»,
«Koncynprantllmoc», «Koneke», «FOCHUC» u ap.) Kak pasHOBUAHOCTDH JOKyMeHTanbHbIX UIIC:
o(umaNbHOCTh, aKTyaJIbHOCTh, TOJHOTAa W JIOCTOBEPHOCTh HMH(OpPMALIUHU, COAEPKAIIUICS B
HUX.

Tema 3.2. Oco0eHHOCTH OPraHU3aUMU PA00THI C HEKOTOPHIMU BUAAMHU JOKYMEHTOB
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Oco0eHHOCTH OpraHM3aliy JEIOMPON3BOICTBA B pabOTE C YCTHBIMU U MUCHMEHHBIMU
oOpamieHus MU rpaxnaH. PaccMoTpeHue 1O cCymiecTBy, TpeOOBaHHUS, MPEIbSIBISEMBbIE K
pewenuto. [Ipuem rpaxaas.

Oco0OeHHOCTH TOpSiAKA U CPOKM PACCMOTPEHUS 3asBICHUM TpaxaaH B cllydae
0o0KaloOBaHUSI WMHU pEIICHUW, JeHcTBUM (Oe3deiicTBUIl) TaMOXKEHHBIX OPraHoB H HX
JOJDKHOCTHBIX JIULL.

CymHOCTh U OCOOEHHOCTH OpraHu3aluu padoThl € JOKYMEHTAMH, COAEP KAIUMHU:
cBezieHus1 orpaHudeHHoro pacnpoctpaneHus (JICII), koHbuaeHIMaIBHYIO (IMIEPCOHATBHYO)
nH(pOpPMAIHIO, CITy:KeOHYIO TaliHY, TOCYIapCTBEHHYIO TalHY.

Tema 3.3. Hudopmaruszaumsas B cdepe JAOKYMEHTALHMOHHOIO OOecmeYeHust
ylpaBJieHHsA

ABTOMaTH3aIUs JIETIONPOU3BOJCTBA — KJIIOUYEBOM MOMEHT B HAJEKHOCTU peau3aluu
MOJIETIM  YNpaBJIE€HUA  OpraHu3alMedl U COBEPILICHCTBOBAHUA  aIMUHHCTPUPOBAHUSI.
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  JOKymMeHTooOopora (CDJI): ompenencHue; QyHKIWH;
tpedoBanus k COJl. Ouenka apdextuBHoctu CI/I. [Ipobnemsr BHenpenus CI/I.

OTC Poccuu B cOCTaBe «NIEKTPOHHOTO MPABUTENBCTBAY. CUCTEMBI MEKBEIOMCTBEHHOTO
3NIEKTPOHHOTO JokyMeHToobopota (M3JIO) um snexkrponHoro B3aumoneictBus (CMOB):
Ha3HauCHHE; HHPPACTPYKTYpa; OCHOBHBIC HCIIONHUTEIH U YYACTHUKHU; CTPYKTypa IepeiaBaeMoi
uH(popMaIuu.

CoBpemennbie TeHaeHuu pa3utus UT B JIOY (oOmavHble TEXHOIOTHH; 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.

TpeOoBanusi, mpenbsBiIsieMble K 3arojoBkam Jen. [lpu3Haku 3aBeneHHs Jell.
OrnpeneneHue CpoOKOB XpaHEHUs JOKYMEHTOB. [lepeyHu HOKYMEHTOB C yKa3aHHEM CPOKOB UX
XpaHCHUA: BUJbI, HA3HAYCHUC, TMOPAAOK HCIIOJIL30BaHUS. OCHOBHEBIE ImpaBujia (bOpMI/IpOBaHI/ISI

JCII.
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Tema 4.2. [lopsaaok npoBeAeHUsI IKCIIEPTU3BI HEHHOCTH IOKYMEHTOB B TAMOKEHHBIX
opraHax

ApxuBHbIil hona Poccuiickoit deneparuu, €ro posib B J€JI€ COXPAHHOCTH KYJIBTYPHOTO U
Hay4yHOT'O Hacllelus CTPaHbl U cOCcTaB. Buabl apX1BOB, UMEIOIIUXCS B TAMOKEHHBIX OpraHax, Ux
3a71aui U GYHKIUH, COCTaB apXUBHBIX (DOHJIOB.

[IpyHUMIIBI, KpPUTEPUM M STalbl AKCHOEPTU3bl LIEHHOCTU JOKYMEHTOB TaMOMXEHHBIX
OpraHoB, B TOM YHCJE 3JEKTPOHHBIX. JKcrepTHble komuccuu (OK) TaMOXXEHHBIX OpraHoB:
3ajaud, (QYHKIMM, opraHu3anus padotrel. [lolHOMOYMS SKCHEPTHO-NPOBEPOUYHBIX KOMHUCCHI
(OIIK) apxuBHBIX yupexxaeHuil. OopmieHue pe3yabTaToB S3KCIEPTH3bI IEHHOCTH 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-crenmanucra.
Bunst DA. TpeOoBanuss k xpanwiuiyy OA. [logBojHble KaMHM HCHOJBb30BaHUS DA U

YHUYTOXKCHUA JICKTPOHHBIX JOKYMCHTOB.

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

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

CpencrBa  Majoll  OPITEXHUKM -  JIEMEHT  KyJIbTypbl  YIIPaBJIEHUYECKOIO
tpyna.Knaccudukanuss cpeacTB  OprreXHUKH  (KOMMPOBAIBHBIC — amIaparbl, TEJICTAUIIBI,

Tenedakchl, CPECTBA CBSI3U U JIP.) U UX OCHOBHBIE XapaKTEPUCTHKHU.

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

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

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

3. MarepuaJjibl TeKylero KOHTpoJIisi yCreBaeMoCTH 00y4aroumuxcsi 1
(¢oH OLIeHOUYHBIX CPEACTB MPOMEKYTOUHOI aTTEeCTALMHU M0 TUCHUILIMHE (MOIYJIIO0)

4.1. @opMbl M MeTOAbI TEKYIIEr0 KOHTPOJIA YCINEBAEMOCTH OOYYAKOIIUXCH U
NMPOMeKYTOYHOM aTTeCTAIUM.
dopma aTTecTaunmn - 3a4eT
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4.1.1. B xome peanu3auMu AUCHUIIMHBI (UHOEKC, HAUMEHO8aHUE) WCIOJIb3YIOTCS
CJIeyIoIIe MEeTOIbI TEKYIEero KOHTPOJIS YCIeBAeMOCTH 00Y4aKOIINXCsI:

Tema n/unu pazaen MeTozpl TEKyLIET0 KOHTPOJIS yCIIEBAEMOCTH

OcHoBHble moHsATHS U | Omnpoc, pemenue 3a1ad, TecT
TCPMHUHOJIOTHUA B
JOKyMEHTALMOHHOM
o0ecrneueHNH yIpaBIeHUs

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

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

JIOKYMEHTaMH ) B
TaMOYKCHHBIX OpraHax

DKkcnepTusa ueHHoctu | Ompoc, penieHue 3a1ay, TeCT
JIOKYMEHTOB

CpenctBa Ormpoc, penienne 3amad, TeCT
OpraHU3alMOHHOMN
TEXHUKH, HCIOIb3yeMbIe
npu pabote c
JOKYMEHTaMU

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

4.2. MaTepuaJibl TEKyLIEro KOHTPOJISI YCIIEBA€MOCTH 00y4al0IIMXCH.

Tumnosblie OlleHOYHbIE MATEPHUAJIBI (3a1a4M)
IIpakTUKyM 10 pelieHuI0 3124 (MIPAKTUYECKUX CUTYyallHii) 0 TeMaM JIeKIUH

K Teme 1.2.:

3amaua Ne 1. Haiigure B pa3zauyHbIX MCTOYHMKAX (IOCYJApCTBEHHBIE 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
B3IJIsA]l, TOUHEE PACKPBIBAET €0 CYyTh?

3amaua Ne 2. Haliautre B pasauyHbIX MCTOYHMKAX (rOCyJapCTBEHHbIE CTaHAApThI,
npodeccoHallbHbIE MEPUOJUUECKUE U3AAHUSA W Jp.) ONPEAETCHUs IMOHATUSA «JIOKYMEHT» 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 PacCIOJIOKEHHEM PEKBH3UTOB)
JOKJIAQJHOM 3alMCKA Ha HMMs HadaJlbHUKAa MypPMaHCKOW TaMOXHH, COXPAaHHMTE €ro B BHJIE
ma0soHa.

3agaua Ne 2. Mcnonb3ys mabia0H, HOATOTOBBTE MPOEKT JOKIAJHOW 3alMMCKU OT UMEHH
HavaJbHUKA OTAENa KaapoB MypMaHCKOM TaMOXXHU C HpPEUIOKEHUEM O IPOBEIECHUU
npou3BoAcTBeHHON npakThku ctyaeHToB PAHXul'C B nepuon ¢ 1 anpenst no 25 ampens 2016 1.
(ocHOBaHMEM [UId JOKJIAJHOM 3allMCKU TMOCIYXWIO HHCbMO (OOpalleHHe) HOpPUIMYECKOro
¢dakynerera PAHXul'C ot 10 deBpans 2016 r.). B npunoxkeHusx K JOKIaTHON 3amucke
YKQXHUTE CIHMCOK CTYAEHTOB, HANpPaBISEMBbIX B TaMOXHIO Ul IPOXOKIEHUS NpakTuku (7
YeNioBeK), 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 CTYAEHTAMM IPOU3BOJICTBEHHOM
NPaKTUKA B MypMaHCKOW TaMOXXHE OT MMEHH 3aBeayIoLIero Kadeapoil TaMOXKEHHOTO IpaBa
PAHXwul'C. Otuet nomkeH ObITh YyTBEPKACH AeKaHOM opuandeckoro ¢axkymbreta PAHXul'C.

3amaua Ne 4. A) IloaroroBbTe MNPOEKT TOJDKHOCTHOM WHCTPYKIIMU JUIsi paOOTHUKA
npaBoBoro otraena CeBepo-3amagHOro TaMOXKEHHOTO YIIPABICHHS, B OOS3aHHOCTH KOTOPOTO
BXOJIUT KOAU(PHKALINS TAMOKEHHOTO 3aKOHOAATEIbCTBA.

b) [loaroToBbTe TEKCT JOHKHOCTHOTO pErjiaMeHTa JijIsl TOCYJapCTBEHHOIO IPaKIaHCKOrO
CIIy>KaIlero, 3aMEINAoIEro JOJDKHOCTh cTapuiero crenuanucra Otaenna JOKYMEHTalMOHHOTO
obecnieyenus B lllepemeTbeBCKOI TaMOXKHE.

3amaya Ne 5. Mcrnonb3ys moiydeHHBIE HAaBBIKM PabOTBHI B TEKCTOBOM pepaktope MS
WORD, odopmMuTe B COOTBETCTBUHU C JIEHCTBYIOIIMMU MpPaBUIaMH U HOPMaMU JI€JI0BOTO CTUJIS
pacopsAUTEIbHBIA JOKYMEHT TAMOKEHHOTO OpraHa Ha OCHOBE OHOM U3 CUTYyaLlUN.

A) B TaM0XeHHOM Oprase IUIaHHPYETCs MPOBEICHUE ayAUTOPCKOM mpoBepku (¢ 20 mas
no 23 mas) OyXraiTepckod OTYETHOCTH. B mpezacrosiieil nmpoBepke JODKHA MPUHATH y4acTHE
Benyuuii Oyxranrep M.I1. CmupHOBa, KOTOpasi HAXOAUTCS B €KEr0/IHO OIUIAYMBAEMOM OTITYCKE C
10 mas 2016 r. PykoBoJICTBO TaMOKHU pelInio oTto3Barh u3 ormycka M.I1. CmupHoBy ¢ 20 mas
2016 r. IIpennomaraercs, 4yro mnpu pacyere 3apabortHoil miarel CmupnoBoit M.II. Oynen
IIPOM3BEJIEH 3a4YET BBHIILJIAUYEHHBIX CyMM (M3JIMILHE) Ha YacTh OTIycka (kotopyto CmupHoBa M.I1.
HE UCMO0JIb30Balla), a OTAEI KaJpOB U3MEHUT COOTBETCTBYIOIINE JOKYMEHTHI.

b) IMTucemom u3 PTY 3a Ne 94-16/786 ot 25 nekabpst 2008 roma 10 CBEACHHS TaMOXKEH
peruoHa ObUIM JOBEJECHbI MOJOKEHHUs IyHKTOB 4, 5, 6 cratbu 3 denepanbHOro 3aKoHa O
npotuBoneiictBun koppynuuu (ot 25.12.2008 Ne 273) B mopsanke mHpopmanuu. Mcxoms 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 TIOApA3JCJI€HUN) O TOM, YTO OTBETCTBEHHOCTb 3a
COBEpIICHHE KOPPYILMOHHBIX IMpPAaBOHAPYIIEHUH HEOTBPAaTHUMAa; OCBETUTH  IOJIOKEHUS
AHTUKOPPYMILIMOHHOTO 3aKOHOJATENIbCTBA; paccka3aTb 00 uMeroleiics uHbopMamuu o
BO30Y>K/IEHHBIX B OTHOIIIEHUHN TAMOXKCHHUKOB YTOJIOBHBIX JIeJIaxX U T.I1.; Bce Oecelibl, HHCTPYKTaX
pEKOMEHIyeTCs 00s3aTeNbHO 3alKChIBATh B )KypHAI, 00pasel] Koroporo pazpaboraio PTVY; cam
KYpHaJI JIOJDKEH YYUTHIBATHCS B HOMEHKJIAType JeJl TAMOXKHU; HaYaJIbHUKY OT/esa KajapoB N-
ckoit Tamoxuu M.U. MIBaHOBY HYXHO 1103a00TUTBCS O TOM, YTOOBI COTPYAHUKU UMEIH Ha MECTaX
u o3HakoMwiuch ¢ IlamsaTkoil 00 orpaHuyeHHsX, 3amnperax, TPeOOBaHUAX K CIIy)KEOHOMY
MOBEJICHUIO M TIPEAYNPEKICHUIO KOPPYIIMOHHBIX TpaBOHApYIIEHUH (mamsTka pa3paboTana
PTYVY).

K teme 2.2.:

3agaua Ne 1. IlogroroBbTe mpoekT npukasa o mpueme Ha pabory C.H. CepreeBoil B
Poccuiickyro TaMOXEHHYIO aKaJleMHUIO Ha JTIOJDKHOCTH crapiiero oudmuorpada ¢ 1 mapra 2016 r.
C MCTIBITATEIbHBIM CPOKOM.

3agauda Ne 2. CocTaBbTe CIMCOK JOKYMEHTOB, BXoamux B quuHoe aeiao C.U. CepreeBoi.

3agaua Ne 3. Odopmure komanaupoky C.M. Cepreesoii Ha 3 nHs B JlanbHEBOCTOUYHBIH
¢wman Poccuiickoit TamokeHHOH akagemuu s yyactus 10 mapra 2016 1. B Hay4HOI
KOH(epeHIUN «DIEKTpOHHAsi OUOINOTEKa: BHI30BbI BPEMEHNY.

K Teme 2.3.:

3anmaua Ne 1. [ToaroroBbre NpOEKT rapaHTUMHOIO MKUCbMa OT UMEHHU J[aIbHEBOCTOYHOIO
TaMOXXEHHOTO YIPAaBJICHUS HAa UMS PyKOBOAMUTENS (PUPMBI 11O MPOAAKE KOMIBIOTEPHON TEXHUKH
(r. BmaguBocTok, ynuma Ilo6enst, 1. 12) ¢ mpock0oit mocTaButh 45 KiaBuatyp, 15 mpuHTEpOB,
25 MOHHUTOpPOB.

3amaua Ne 2. IloaroroBbTe HpPOEKT NPETEH3MOHHOIO IMHCbMA HAa HMMsI PYKOBOAMTEIS
(GbupMBI MO MpOAAXKEe KOMIBIOTEPHOH TEXHHKH: 3 MOHUTOpa OBLTM MOBPEXIEHBI B IpoIecce
JIOCTaBKH; BMECTO 45 KjaBUaTyp, KOTOpbIE OBLIN OIIaueHbl 1o cueTy, B JIBTY Obl10 1ocTaBiIeHO
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 ONEPALUU CIHUSIHUSA
(MS Word) opopmute (3arogHuTE) PEKBU3UT «aapecaTy.

K teme 3.1.:

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

opummansaom caiite D@TC Poccuum, BBIIOIHUTE 3ampoC, YAOBJICTBOPSIONIMNA CIEIYOIIHM
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ycinoBusiM: Haiinure Bce aeiictByromme HopMaTuBHble IpaBoBble akThl PTC Poccu u ee
IIPEIIECTBEHHUKOB. Pe3ybTaThl IOUCKA COXPAHUTE B BUPTYaAJIbHOI MallKe.

3amaua Ne 2. Vcnonb3ys umeromuecs: B CIIC «Koncynbsrantllntocy nubopmanuoHHo-
nouckoBble s3blku  (rmose «Tematuka» u IIpaBoBol HaBUraTop), BBINOJHUTE 3arpoc,
YIOBIETBOPSIOUIMI cieayromuM  ycinoBuaM: Haligute Bce OeHCTBYIOIME HOPMAaTUBHBIE
npaBoBele akTel DPTC Poccum, pedr B KOTOPBIX HIET 00 OpraHM3alUU 3JIEKTPOHHOTO
JOKYMEHTO000pOTa B TAMOKEHHBIX OpraHax.

3amaua Ne 3. Hcnomb3ys oduiuanbHBIA WHTEPHET-MOPTANT IPaBOBOM HH(pOpMaIuu

(http://pravo.gov.ru), BBIIOJHUTE 3aIPOC, YIOBIETBOPSIOLINM ciexyrommmM ycaousiM: Haiinure

HOPMATHBHBIC IPABOBBIE aKTHl, peUb B KOTOPHIX HAET 00 opraHu3anuu (HyHKIHOHHPOBAHUS
CHUCTEMBI MEXBEIOMCTBEHHOTO JJIEKTPOHHOTO mokymeHToobopora (MDJIO) B Poccuiickoit
denepanuu.
K Teme 3.2.:
3amaua Ne 1.M300pasuTe WCIOJHEHHWE WHULIMATUBHOIO IIpHKa3a 110 OCHOBHOM
NeSITEeIbHOCTH B TAMO>KEHHOM OpTraHe B BHJIE€ ONIEPOTrPAMMBI.
3amaua Ne 2.M300pa3ure HMCIOIHEHUE BXOIIIETO JOKyMEHTa (CiayxeOHOe MUCHMO) B
BH/JIE AJITOPUTMA WM ITpoLiecca.
3amaua Ne 3. [lepeuuncnure, UCTIONB3ysS HOPMATHBHO-METOIMYECKYIO 0a3y JUCHIUIUINHEI,
OCHOBHbIE TpeOOBaHUS K (YHKIIMOHUPOBAHUIO CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO00OpOTa (B
denepanbHOM OpraHe UCHOTHUTENBHOM BIACTH).
K Teme 4.1.:
3amaua Ne 1. IloaroroBpTe NPOEKT HOMEHKJIATYypbl 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. JIOJDKHOCTHBIE DETJIAaMEHTBl M MHCTPYKLMHM COTPYAHUKAM W pabOTHUKaM
oTzena.
3. Ilpukaszet ®TC Poccun u nmepenucka ¢ HUM.
4. Ilepenucka ¢ ®TC PP mno Bompocam HapylIEHUs TAaMOXEHHBIX IIPaBUIL,
KYpHaJI UX PETUCTPALUH.
5. Pasnas cratucThueckas OTYETHOCTh II0 OINEpPaTUBHOM paboTe oTmena
(e>xeHeieIbHbIC, KBAPTAJIbHBIE, TOI0BBIE).
6. XKypnan yuera gen 06 All

7. Homenkiarypa zied.


http://pravo.gov.ru/

8. Kypnan gBwxeHus pgen 00

3aKOHYCHHBIX ITPOHU3BOACTBOM.
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9. IlepemerieHre BOMHCKUX T'PY30B O]I TAMOXKEHHBIM KOHTPOJIEM.

10. IIpukassl MO TaMOKHE.

3amaua Ne 2. Hcnonb3ysa IlepeyeHb THIOBBIX YIPaBIEHYECKUX apPXUBHBIX

JOKYMEHTOB. .., YTBEPKICHHBbIN NpruKazoM MuHkyiasTypsl Poccun ot 25 aBrycra 2010 1. Ne 558,

OIpeaACIUTE CPOKU XPAHCHUA ACJI, BKIIFOUCHHBIX B HOMCHKIIATYypYy.

Bamaua Ne 3. OmpenenuTe NPU3HAKK 3aBEJICHHUA JEN M YKAKUTE HX B rpade D

HOMEHKJIATypsl «IIpumedanner.

IIpuMepHBbIe OLlEeHOYHBbIE MaTepPHUAJIbI (TECTHI)

Ilpumepnuvie mecmoewie 3a0anus K pazoeny 1

Copneprkanue Bompoca

BapI/IaHTBI OTBCTOB

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

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

3alIUTE TOCYAAPCTBEHHON TalHBbI.
2. Ilpesunenr PO.
3. [IpaButensctBO PO.
4. Pyxooaurens OTC Poccun.
5. HayasipHMK TaMO’KEHHOI'O Oprasa.

4. B Munrocte Poccun momiexar
perucTpanu JOKyMEHTHI:

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

2. TonmpKO HOPMATHUBHBIE ITPABOBHIE AKTHI,
3aTparuBarolIye Mnpasa, CBOOOIBI U 00SA3aHHOCTH
YeJIOBeKa M TIPAXKJAHWHA W YCTaHABIMBAOIIHE
IIPaBOBOM CTaTyC OpraHU3ali.

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

5. ITopsnok MIPUMEHEHUS

1. VaocrosepsronMm 1meHtpom DTC

AIMUHUCTPATUBHBIX TIPABOHAPYILICHUAX,
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Copneprxanue Bonpoca

BapI/IaHTBI OTBCTOB

YCUJICHHOU
YCTaHOBJIEH:

AIEKTPOHHOMN HOIINUCH

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

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

1. ITocranoBnenuem IlpaBurensctBa PD
«006 YIIOPSI0YECHUH U3TOTOBJICHHUS,
UCTIONIb30BAaHMS, XPAaHEHHs M  YHUYTOXCHUS
neyarei ¥ OJIAaHKOB...)».

2.TOCT P 5 51511-2001.

3. PacmopsanTenbHBIMH  JOKyMEHTaMH
TaMO>KCHHOTO 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 y4der B
BKJIFOUEHUS uHboOpMaIuu B | COOTBETCTBYIOILIEM HAllUOHAJILHOM OPTaHeE.

MH(OPMAIIMOHHBIE PECYPCHI SABIISETCS:

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

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

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

rOCyJapCTBEHHBIX UH(POPMAITMOHHBIX
pecypcoB HEOOXOAUMOCTh TOTYyYCHHS
3ampammBaeMol  MMU  uMHGOpMaLUH,
JOCTYTI K KOTOPO#l HE OrpaHHYeH:

10. OcHoBHbIE DIIEMEHTBI 1. Bce »2IeKTpoOHHBIE JOKYMEHTHI U
WHPOPMAITMOHHBIX PECYPCOB | CBEEHHS, HWMEIOIIMECS B  PACIOPSHKCHHA
TaMOXXEHHBIX OPTraHOB — ATO: TaMOXEHHBIX OPTaHOB.

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

3. BymaxmHsble U AIIEKTPOHHBIE

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

11. TpynoBble OTHOIIEHUS MEXIY
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 JTOKYyMEHTOB

1. Ilpukaz o mnpueMe (Ha3HAUYEHUM),

OpraHu3alii B  IEPBYI0  OYepelb | IpuKa3 00 yBOJBHEHHH (OCBOOOXKICHHH),
BKJIIOYAIOTCSl  CJEAYIOLIME  KaJpOBBIC | KOHTPAKT,  JOTOBOp,  TpPyHOBas  KHHUXKKa,
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  paclmucaHue, TpaduK  OTIIYCKOB,

IMOJIOXKCHHUC O 3alIUTC NNCPCOHAJIbHBIX JAHHBIX.

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

1. IIporeccyl HapaBHE ¢ MHCTPYMEHTAMHU
M TEXHOJIOTHSIMH.

2. JIronen u
MPOLIECCHI.

3. Jomeldk U mnpoueccsl
WHCTPYMEHTAMU M TEXHOJIOTHSIMHU.

IIPOU3BOJACTBCHHBIC

HapaBHC C

14. OrpanuueHue J0OCTyma K
WHPOPMALIUU 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
OCYILECTBIIAECTCS B HOPSJIKE, | UCIIOJIHUTEIILHOM BIIACTH.

YCTaHABJIMBAEMbIM: 4. Anpmunuctpauueit [lpesugenta PO.

Ilpumepnwvie mecmoegwie 3a0anus K pazoeiy 2

Bonpoc

BapuaHTbl 0TBETOB

1. K yHudunupoBanHoil cucreme
MOKHO OTHECTH:

1. CucreMy TaMOKEHHOM TOKYMEHTALUN.

2. Cucremy BHEIIIHETOPIrOBOU
JIOKYMEHTAI1H.

3. Cucremy IIPOLIECCYATTbHOU
JIOKYMEHTAIIH.

4. Cucremy noxymenrauuu Ilencnonsoro
donga PO.

5. Cucremy OpraHU3al[MOHHO-

pacopsAUTEIbHON TOKYMEHTAIIUH.

2. 3a copepxaHue JOKYMEHTa,
MTOAITMCAHHOTO 3aMECTHTEIEM
HadaIhbHUKA TAMOXXEHHOTO OpraHa, HeceT
OTBETCTBEHHOCTD:

1. TamoxeHHslli oOpran -—
JIOKyMEHTA.

2. HauanbHUK TaMOXEHHOTO OpraHa.

3. CocraBuTeb TOKYMEHTA.

4. 3aMecTUTEb
TaMOXCHHOTO OpraHa.

aBTOP

Ha4YaJIbHUKA

3. ®denepalibHbIe OpraHbl
roCy/IapCTBEHHOH UCTIOJIHUTEIILHOU
BJIACTH W3JAIOT  CIEAYIOUIME  BUJbI
HOPMAaTHBHBIX NPaBOBBIX aKTOB
(BBIOCpUTE BUJIBI):

1. ITpuxas.

. HupkynsipHoe mucbMo.
. Yka3aHue.

. Pactiopsikenue.

. [IpaBuia.

. CityeOHOe TTHCHMO.
. Tenerpamma.

. UucTpykuus.

. IIporoxkou.

10. ITocTanoBneHMeE.

11. Ilonoxenue.

12. Ciy>xeOHas 3amucKa.

O 003N L B W
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Bonpoc

BapuaHTbl 0TBETOB

4. CoracoBaHue OBIBAET:

1. BHyTpeHHUM U BHEILIHUM.

2. [lonHBIM U KpaTKuM.

3. CI0XXHBIM U IPOCTHIM.

4. C pYyKOBOIUTEIEM TaMOKEHHOTO
OpraHa v pyKOBOAMUTEJEM MOApa3AeIeHUsI.

5. C BBIIIECTOSIIIUMH PYKOBOJUTEISIMU U
OpraHH3aIsIMHU.

5. JlocyneOHbIit TIOPSIIOK
paspelieHHss  CIIOPOB  MPeroiaraet
HAlpaBJICHUE KOHTPAreHTY:

1. IlncpMa-HanoMHuHAHUS.

2. Ilpennucanus.

3. [IpeTeH3nOHHOTO MTHUChMA.
4. JIoTOBOPHOTO MHUCHMA.

5. OdepTsI.
6. Tamo)XeHHbIE OpraHbl HMEIOT 1. locynapcTBeHHBIM repo
IIPaBO BOCIPOM3BOJUThL Ha OJaHKaX | MHOTOI[BETHBIM.

JOKYMCHTOB:

2. TocymapcTBeHHBIN Tepd OAHOIBETHBIN
Ha repajbIu4eCcKOM IIUTE.

3. TocymapcTBeHHBII Tepd OAHOIBETHBIN
0€3 repagbIMIeCcKOro MuTa.

7. Bribepure IIPaBUJILHBIE
BapHaHTbl  OQOpPMIIEHHS  PEKBU3UTA
«zaray:

1. 2 nexaOps 2014 rona.
2.02.12.2014 1.
3.02.12.2014

4. 02 nexabps 2014 rona.
5. 02 nexabpst 2014 1.

6.2014.12.02
7.02.12.14
8. Bri6epure MpaBUJIbHbIE 1. ®enepanbHas TAMOXKEHHAs CITy)0a
BapHaHTBl  OQOPMIICHHUS  PEKBU3HTA JansHeBOCTOUHOE TaMOXEHHOE
«HaVMEHOBaHHE aBTOPA JOKYMEHTa»: yIpaBJieHHe

BrnaguBocToKCKast TaMOKHS

2. denepanbHas TaMOXKEHHAs CITy>K0a
[IlepemeTbeBCKast TAMOXKHS

3. @enepanbHas TAMOXEHHAs CITy)0a
BrnaguBocToKCKas TaMOKHS

4. denepanpHas TaMOXKEHHAs CITy>k0a
Poccuiickag TaMokeHHas akageMUs

9. Beibepute dIeMEHTH, U3
KOTOPBIX  COCTOUT PEKBU3UT  «IPHUP
YTBEPIKICHHSI»

1. CnoBo «YTBEPXJIAIO».

2. HaumeHoBaHUE aBTOpa JOKYMEHTA.

3. HawumeHoBaHue [OJDKHOCTH JIMIIA,
YTBEPKAAIOIIETO JOKYMEHT.

4. Pacmm¢ppoBKa MOAIUCH.

5. ®amunus.

6. Jlara.

7. PeructpanioOHHbIA HOMED.

10. ONEeKTpOHHBIN
UICHTU(UKATOP UCTIONB3YIOT JUIS:

1. Perucrpanuu 10KyMeHTa.

2. [IpocraBnenus OTMETKH 0
IOCTYIUIEHUU JOKYMEHTA B OPraHU3aLUIO.

3. O6o3HaueHuss HaMMeHOBaHUs (paityia Ha
MAaIIMHHOM HOCHUTEIIE.

4. Hymepanuu CTpaHull.

11. K pacopsIAUTEIbHBIM

1. Cnyxe0GHOoe THCHhMO.
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BapuaHTbl 0TBETOB

JAOKYMCHTAM OTHOCATCA:

. loxnanHas 3anucka.
. [Ipukas.

. Pemenue.

. IIpoTokou.

. Pacniopsixenue.
. [IpaBuna.

12. Beibepute  BO3MOXKHBIE
BAPUAHTHl HANMCAHUS HAUMEHOBAHMS
JIOJDKHOCTH B PEKBU3UTE (MOIIKUCHY» OT
HUMEHU HadaJbHHUKA BnykoBckon
TaMOXXHHM Ha JTOKYMEHTE, 0(hOpMIICHHOM
Ha YHUCTOM JIUCTE:

2
3
4
5
6. ITomoxxenue.
7
8
1. HauanpHuK.
2. HavanpHuk, Mailop TaMOXEHHOU
CITYXKOBI.
3. HavanbHuk BHYKOBCKOI TaMOKHHU.
4. HavanpHuk BHyKOBCKOI TaMOXHH,

Malop TaMOXKEHHOM CITY>KOBI.

13. CoBOKYIIHOCTb PEKBH3UTOB,

1. TunoBo#t opMyJIsIp TOKYMEHTA.

PacIONIOKEHHBIX B JIOKYMEHTE 2. @opMyJsip JOKYMEHTA.
OTpeIeTICHHBIM 00pa3oM — 3TO: 3. lllabnon noxymeHTa.
4. MakeT JOKyMEHTa.

14. Jluct Oymaru WIH 1. [ITaGmoH.
AIIEKTPOHHBIN MIa0JIOH C PEKBU3UTAMH, 2. ©opmysp.
UACHTUPUIUPYIOMUMU aBTOpa 3. biaHk.
0o(pHIIMANTBHOTO JOKYMEHTA — 3TO: 4. «Illanka» TOKyMEeHTa.

15. Beibepute HenpaBWIbHBIC 1. O.I1. O6pa3uoBy

BapuaHTBl  OQOpPMJICHHS  PEKBU3UTA
«agpecarm:

yi. CagoBas, a. 12, kB. 4,

r. JIunku, Kupeesckuii paiioH,
Tynbckas o6i., 301264

2. ®TC Poccun

VYnpasnenue genamu

3. ®enepasibHasi TAMOYKEHHAs CITYKOa
Havansauky YnpasieHus nenamu
N.A. 1BaHoBYy

4. I'enepanbHOMY TUPEKTOPY
OAO «CeBepHble peTHOHBI»
[Terposy ILII.

16. OtMeTKa 0 HaJINYUU
NPWIOKEHUSI B PacCHOpPsSAUTEIILHOM
JIOKyMeHTe oopmisieTcs:

1. TTocne Tekcra nepe NOANUCHIO.

2. B Tekcre JOKyMeHTA.

3. Ilocne nmonnucu.

4. He odopmisercs, JienaeTcs
MIpUMEYAHHE.

17. OTmeTKa 0 3aBepeHUH KOIUU
JOKyMEHTa IPOCTaBIISETCS:

1. Jlna npuaaHus KONMHUU IOPHUINYECKON
CHJIBI.

2. Jlna npupaHusi KOMHUU IOPHUINYECKON
3HaYUMOCTH.

3. JIns moATBEpKI€HUSI HATTM4MS KOIIUU B
MaTepHasIax Jena.

18. Haagnuce Ha JAOKyMEHTE,
cAeNaHHas JOJDKHOCTHBIM JIMIIOM U
coJieprKarast MIPUHSITOE UM 1o
JIOKYMEHTY pellIeHHE, - 3TO:

1. Buzsa.

2. I'pud cormacoBanusl.
3. Pe3omnronus.

4. 'pud yTBEp>KICHHUSL.

19. Pemenus xomnerun OTC
Poccuu u PTY HocsAT Xapakrep:

1. O0s3aTenpHbBIIA.
2. PexoMeH1aTENBHBIN.
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Bonpoc BapuaHTbl 0TBETOB
3. He oxa3plBalOT  BIUSHUSA ~ Ha
YIPaBICHYECKYIO JESTEIbHOCTD.
4. HVMeT «BBICIIYIO» IOPUINYECKYIO
CHJIy IO OTHOILIEHHUIO K PYKOBOJUTEJIIO.
20. [IpuHnun MPUHATUS 1. Exnnonayvanue.
YIIPaBIEHUYECKUX peneHui B 2. KonnernanbHOCTb.
TaMOXEHHBIX OpraHax — 3TO: 3. UepapXU4HOCTb.
4. TlpuHIMT «TIEPBOTO JIMIIAY.
Ilpumepnvie mecmoewie 3a0anus K pazoesny 3
Bompoc BapuaHTsl 0TBETOB
1. Jlermonpou3BOACTBO CIOKUIOCH 1. [osiBnEeHUs: MUCbMEHHOCTH.
KaK cuUCcTeMa C MOMEHTa: 2. IlosiBneHus rocyaapcTaa.
3. IlosiBeHUsI MUHHCTEPCTB.
2. B TamMOXeHHBIX OpraHax 1. LlenTpanuzoBaHHasl.
npuMensiercs  GopmMa  OpraHuzaluu 2. JleueHTpann30BaHHAsI.
JIEJIONPOU3BOACTBA: 3. Uepapxuueckas.
4. OyHKIMOHANIbHAS.
5. CMenianHasl.
3. ObecneueHue ympaBieHUS Ha 1. WNudopmaiimoHHO-TEXHUIECKOM
OCHOBE €MHOW TEXHHYECKOW TMOJUTHKU | CIY>KOOU TaMOKXEHHOTO OpraHa.
u MIPUMEHEHUS COBPEMEHHBIX 2. Otnenom JIOKYMEHTAI[MOHHOTO
TEXHUYECKUX CpEeICTB B pabore ¢ | obecrneyeHus.
JOKyMEHTaMHd B TaMOXEHHOM OpraHe 3. OnHUM W3 3aMecTUTENel HadaJbHUKA
OCYIIECTBIISIECTCS: TaMOKEHHOT'O OpraHa.

4. Cucremsbl kinacca Workflow —
3TO CHCTEMBI:

1. TonbKO MepechbUIKH JOKYMEHTOB.

2. ABTOMAaTU3UPYIOIIUE CJIO’KHBIE
QITOPUTMBI (I€TIOBBIE MPOLENYphl) PabOTHI C
JOKYMEHTaMH B OpraHU3alluu.

3. OGecneunBatonie padboTy ¢ daitnmamu
JIOKYMEHTOB.

5. K cyObexktuBHOMY (pakTopy
pocTa JIOKyMEHT0000pOTa OTHOCHUTCSI:

1. Henocrarounas  pa3pabOTaHHOCTb
3aKOHO/IATEIbHON Oa3Hbl.
2. Buenpenue COBPEMEHHBIX

TEXHUYECKHUX CPEJICTB IMOATOTOBKH JIOKYMEHTOB.
3. HecBoeBpeMeHHOE M HEKAueCTBEHHOE
BBIIIOJIHEHHE MOPYYCHHH, JIOTOBOPHBIX
00513aTCIILCTB.
4. CBOHCTBO JIOKYMEHTAallUM BO3pPACTaTh
MIPU €€ MCIOJIb30BAHUH.

6. Nudopmarus, KoTOopas
MO3BOJISIET UICHTU(QHUIIUPOBATH
WH(GOPMAIIMOHHBIE PECYPCHI, YIPABISATH
UMM, OCYIIECTBISTh MX IOWCK W
XpaHeHue — 3TO:

1. KoHTeKcCT.

2. Konrenrt.

3. MeTtanaHHbIE.

4. CuctemHbIe (hailibl.

7. K yripaBiieHHIO TOKYMEHTaMHU B

LEJIAX 3aIATEI 5 COXpaHCHUS
JOKYMEHTOB KakK JIOKa3aTeIbLCTBa
(CBUIETENHCTBA) EATEIbHOCTHU

opraHu3aiyii ¥ oO0IecTBa HEOOXOAUMO
MIPUMEHSITh:

1. [IpuHUIMI LIETECO00pa3ZHOCTH.

2. [TprHIMD MH(GOPMAITMOHHOMN
LIEHHOCTH.

3. CucteMHBII HOAXOI.

4. OnepaliMOHHON TTOJIXO/.
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Bompoc BapuanTtsl 0TBETOB
8. Cnenuanu3upoBaHHbBIN 1. Tlompaznenenue 1o  ydeTty H
Y4acCToK, OCyIJ_IeCTBJISIIOIJ_II/II\/JI npueM Hu | pCrucTpaiuvi 10KyMCHTOB.
OTIPABKY JIOKYMEHTaIUN u 2. I'pynma KOHTpOJI.

KOPPCCIIOHACHIINH, HA3BIBACTCA:

3. DKcreuIus.
4. I'pynima nucem.
5. Cekperapuar.
6. 0J10.

9. VmpapneHue AOKyMEHTaMH B
opranu3aiuu, B coorerctBuu ¢ ['OCT P
HNCO 15489-1, Bkaroyaet B ceOst:

1. Pa3paboTKy MOJUTHKH (PETIIaMEHTOB)
U CTaHJapTOB; paclpeeiiCHHe OTBETCTBEHHOCTH
U TIOJIHOMOYHIA; pa3pabOoTKy U pacnpoCTpaHEHUE
IPOIIEYP U PYKOBOISIINX YKA3aHHH.

2. IlpenocraBneHue yciyr, CBSI3aHHBIX C
yIpaBJICHUEM JOKYMEHTaMHU u 1704
UCTIOJIb30BAaHUEM; DPa3pabOTKy, BHEOPEHHE U
aJIMAHUCTPUPOBAHHE CTIeIUATM3HUPOBAHHBIX
CHUCTEM Ui  yHOpaBICHUS  JOKyMEHTaMH.
WUHTETPAIlUI0  YIpPAaBJICHUS JIOKyMEHTaMH B
JIeTIOBBIE CUCTEMBI M ITPOILIECCHI.

3. Ilepeunciennoe B . 1 u 2.

10. OCHOBHEBIE STAIbI
JOKYMEHTO000pOTa B OPraHU3aIlNH - 3TO:

1. Perucrpanus, nepenaya Ha
UCITIOJIHEHHE, MOJrOTOBKA IPOEKTa JOKYMEHTa,
BU3UPOBAHUE, YTBEPKICHUE, OTIIPABKA.

2. DKCIeIUIIMOHHAS o0paboTka,
perucTpamnus, Tepeqada Ha  HCIOJHEHHE,
KOHTPOJIb HWCIOJHECHHMS, OTIpaBKa, JajbHeHIIee
XpaHeHHe.

3. DKCIEeIUIIMOHHAS o0paboTka,

MNpEaABApUTCIBHOC PaCCMOTPCHHUC, IICpE€aavda Ha

WCIIOJIHCHHE, BU3MPOBAHUE M yTBEPXKICHHUE,
MOJITOTOBKA K OTIPAaBKE, OTIPABKA.
11. OcHoBHas 3aja4a 1. JloouThcs IOCJIEN0BAaTENbHOM
paroHaIN3alui  TOKyMEHTO000pOTa — | OJHOCTOPOHHEHW HAIMPABIICHHOCTH B JIBIDKCHUU
9TO: JIOKYMEHTOB.

2. Jlobutbcs OAHOKPATHOCTH 0OpabOTKU
JIOKYMEHTOB U UX PETUCTPALIHH.

3. JloouThcs MOCJIeI0BaTEILHOM
OJTHOCTOPOHHEH HAMpaBICHHOCTH B ABM)KEHUU
JIOKYMEHTOB U OJJHOKPATHOCTHU UX 00paOOTKHU.

4. JloouThcs [IOCJIEIOBATEILHOMN
OJTHOCTOPOHHEN HAIPaBICHHOCTH B JBUKEHUU
JIOKYMEHTOB U OJTHOKPATHOCTH UX PErHCTPAIUH.

12. OTBETCTBEHHOCTh 3a
obecrnieucHue TOTO, YTOOBI BCS
JIOKyMEHTaIus ObLIa [IEJTOCTHOH,
JOCTYIIHOM M YHWTAaEMOM, KOrJa OHa
TpeOyercss  paboTHukaMm, HecyT (B

cootBercTBUM ¢ 'OCT P UCO 15489-1):

1. Bce paOoTHUKH.

2. CucTeMHBIM aIMUHUCTPATOD.
3. PykoBoauTeNb OpraHu3aluu.
4. PykoBoaMTEIN BCEX YPOBHEM.
5. PyxoBonuTtens ciayx0b1 JJOY.

13. OcHOBHOI IIEIBIO OTHCHIA
JOKYMEHTAIIHOHHOTO obecrieueHus
(O10) B TaMO>XEHHOM OpraHe SIBJISETCS:

1. Opranusanus, PYKOBOJICTBO,
KOOpAMHAIMS, KOHTPOJIb U peanu3anusi padboT 1mo
JOV.

2. CosepiieHCTBOBaHHE (HOPM U METOJIOB




22

Bonpoc

BapI/IaHTLI OTBCTOB

paboThI C TOKYMEHTaMH.

3. Pazpabotka u BHEJ]PEHNE
HOPMATHUBHBIX U METOAWYECKUX JTOKYMEHTOB IO
coBepiieHcTBoBannio  JIOY B TaMOXEHHOM
oprase.

4.  CoxkparmieHue
TaMO>KEHHOT'O OpraHa.

JIOKyMEeHTO00OpoTa

14. B
JOKYMEHTaMU
XpaHCHUSL:

CUCTEME  YIPaBJICHUSA
UCIIOJIB3YIOTCS JUTS

1. Uepapxuueckue B/1.

2. Pensimonnsie B/1.

3. Muorocunoiinsie BJI.

4. ndopmaliMoHHbIE XpaHWIUIIIA.

15. MonenupoBanue
JeSITeITbHOCTH COTPYIHHKA B
ANIEKTPOHHOM JOKYMEHT0000pOTE — 3TO:

1. Opranuzanys rpynmnoBoi padoThl.

2. Peanuzarus GM3HEC-TIPOIIECCOB.

3. ®opmaiM30BaHHOE OIHUCAHUE
EeITEILHOCTH.

4. UmuTtanus ero AesITeIbHOCTH.

€ro

16. CO/l npenycMaTpuBaer:

1. VYnpasienue ANEKTPOHHBIMU
JOKYMEHTaMHU.

2. YnpaBneHue 3HaHUSIMHU.

3. ABTOMaTH3aIIMIO JIETIOBBIX MTPOIIECCOB.

4. YnpaBiieHue HOBallUsIMH.

17. Ayrentudukanus — 31o:

1. DnekTpoHHOE UM,

2. DIEeKTpOHHAs MOAIHUCH.

3. DNeKTpOHHBIA UACHTUPHUKATOP.

4. IlonTBepxkaeHNE TOKHOCTHOTO JIMLA
3JIEKTPOHHOM MOAMUCHIO.

18. Mapupyt JIBUKEHUS
JOKyYMEHTa (3a/1aHusl) OKa3bIBaeT:

1. JlenoBble onepaium.

. Tumer 06pabaTeIBa€MBIX JOKYMEHTOB.
. UcnionmauTenei.

. ConeprkaHne TOKyYMEHTOB (3a/IaHHI).

19. aBTOMAaTHU3aIL[UHA
JEATEITBHOCTH OpraHH3aLUH
BUJICOKOH(EPEHITS 00eCIICUnBACT:

[Ipu

. O01IeHne COTPYIHUKOB MEXKIY COOOIA.
. CoBMecTHYI0 00pabOTKY JaHHBIX.

. Paboty ¢ npuinoxxeHUsIMH.

. locTym Kk cexpeTHOM nHpOpMaIuu.

20. B TaMOXEHHBIX OpraHax
npeobamaer nH(OpMaITMOHHAS
KyJbTypa:

. KynbTypa OTKpBITOCTH.

. Kynbrypa uccnenosanusi.

. OyHKUMOHANIbHAS KYJbTypa.
. KynbTypa B3anmoieiicTBus.

B WN~|[RWNR~|[RWND

Ilpumepnvie mecmoeswie 3a0anus K pazoeny 4

Bonpoc

BapI/IaHTBI OTBCTOB

I. K xakomy BuAy apXuBOB
OTHOCUTCSl LeHTpalbHblil apxuB OTC
Poccuu:

1. OtpacneBomy.
2. BegoMcTBEeHHOMY.
3. O0beIMHEHHOMY.

2. IlpusnHak 3aBeneHus €N 1. PekBu3uTamMu 10KyMEHTA.
OIPENEACTCS: 2. TekcToM TOKyMEHTA.
3. HazHayeHneM JOKyMeEHTa.
4. ®yHKIUel T0KyMEHTa.
3. 3arojao0BOK Jena B 1. HWHpopMallMOHHYIO HAMOJHEHHOCTb
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Bonpoc

BapuaHTbl 0TBETOB

HOMCHKIJIATYPEC ACII OTPAKACT:

JOKYMCHTOB, COACPIKAITUXCA B ICJIC.

2. Haznauenue JIOKYMEHTOB,
COZIEpIKAIMXCS B JIEIIe.

3. 3HAYMMOCTh JIOKYMEHTOB,
COZIEpIKAINXCS B JIEIIe.

4. CoctaB U BHJIBl JOKYMEHTOB,

COJICpP)KAIIMXCS B JICJIE.

4. Ha xakoM 3Tame 3KCIEpPTHU3bI
[ICHHOCTH JOKYMEHTOB B HEH He
YYaCTBYIOT COTPYIHUKHA CTPYKTYPHBIX
HoApa3IeIeHH TaMOXEHHOTO OpraHa:

1. [TepBom.
2. Bropom.
3. Tpetbem.
4. YerBepToMm.

5. ApxuBnbiil ¢onn Poccuiickoit
denepauuu - 3T0:

1. Yupexxnenue B cucreme PocapxuBa, B
XpaHWJMILE KOTOpOoro cobpaHbl  Haumbosee
LIEHHbIE JOKYMEHTBI, UMEIOLUE UCTOPHUUECKOE U
KyJIbTypHOE 3Ha4YECHUE u HoJuIeXkallne
MIOCTOSTHHOMY XPaHEHHUIO.

2. Cucrema yupexaenuil Pocapxusa.

3. COBOKYITHOCTb apXUBHBIX JOKYMEHTOB,
OTPaXKAIOIIUX MAaTePUAIBHYI0O U JYXOBHYIO
KHU3Hb O0OILEeCTBA, HMMEIOIUX HCTOPUYECKOE U
KyJbTypHOE  3HAu€HUE,  OTHOCSAIIMXCI K
MHGOPMAIIMOHHBIM pecypcaM U HOJUIekKalluX
IIOCTOSIHHOMY XPAaHEHHIO.

6. CBogHas HOMEHKJATypa el

1. IIpuMepHO HOMEHKIIATYPHI A€l

TaMOXXEHHOT'O opraHa ABJIAECTCS 2. TTunoBoii HOMEHKJIATYpPbI A€
Pa3HOBUIHOCTBIO: 3. InuBuyanbHOM HOMEHKIATYPHI eIl
7. lleHTpanmpHasg  JKcIepTHas 1. B TaMO’KE€HHBIX OpraHax.

komuccust  (IIDK) —
co3/1aBaemMas:

9TO KOMHUCCHS,

2. Tonsko B ®TC Poccun.
3. B rocynapcTBeHHOM apXHBeE.

8. Homenknatypa nein — ato:

1. IlepeyeHb HOKYMEHTOB, 3aBOJMMBIX B
JISIONIPOU3BOICTBE TAMOXKEHHOT'O OpPTaHa.

2.  CucreMaTH3MpOBaHHBIA  TEpeveHb
3aroJIOBKOB ne, 3aBOIMUMBIX B
JENONMPOU3BOICTBE TaMOXXEHHOTO OpraHa, ¢
yKa3aHUEM CPOKOB MX XPaHCHHS.

3. Crucok HanMEHOBaHUI zen,
3aBEJICHHBIX B JICJIOMPOW3BOJICTBE TaMOXKCHHOTO
OpraHa ¥ NoJyIekKallIuX Mepeaade B apXUB.

9. [ToTpebHOCTB B 1. JonrocpodHOTO XpaHEHUs OyMa’kKHBIX
KOHBEPTHUPOBAHUU u MUTpAIlMU | ©  DICKTPOHHBIX  JIOKYMEHTOB B  apXuBe
BO3HUKAET B CIIydae: OpraHH3aIliH.

2. Kparkocpounoro XpaHEHHUs
AIIEKTPOHHBIX  JIOKYMEHTOB HAa  MarHUTHBIX
HOCHTEIISX.

3. Honrocpounoro XpaHEHHUst
AIIEKTPOHHBIX  JIOKYMEHTOB B  JJIEKTPOHHOM
apxuBe.

10.  ApxuBHBIE  JIOKYMEHTHI,
U3bATHIE B KaueCTBE BELIECTBEHHBIX
JI0Ka3aTeJIbCTB!

1. Tlomnexxar oOs3arenbHOMY BO3BpATY
COOCTBEHHUKY WJIU BIIAJICIIBITY.
2. MoryT ObITh BO3BpAIEHbl YaCTHYHO I10
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Bonpoc

BapuaHTbl 0TBETOB

YCMOTPEHHIO OpraHa, U3bSBIIETO TOKYMEHTEI.

3. He moanexar Bo3BpaTy COOCTBEHHHUKY
WIN  BIAJEIbILY,
COOCTBEHHOCTD U3BSIBIIET0 UX opraHa.

Tak Kak nepexoaAaAT B

4.3. OneHOYHbIE CPeICTBA JAJIA MPOMEKYTOYHOM aTTecTalluu.

4.3.1. IlepeyeHb KOMIIETEHIIUII ¢ YKA3aHUEM ITaNnoB UX ()OpMHPOBaHMS B MpoLecce

OCBOEHHUsI 00pa30BaTeIbHOW TNPOrpPamMMblI.

KOMIIETEHLMI ¢ y4eToM 3Tana ux GopMupoBaHUs

Iloka3aTtelM W KPUTEPHH OLEHUBAHUS

Kon HaumenoBanue Kon stana ocBoenust HaumenoBanue 3Tana
KOMIETCHITUU KOMIIETCHIIUU KOMIIETCHIIMHI OCBOEHUSI KOMIIETCHIIUU
OIIK-1 crmocobHocTth  pemats | 1.3.1 Cnocoben MPUMEHSTh

CTaHJApTHBIE  3aJ]a4u nH(OPMAITMOHHO-

npodeccruoHaIbHON KOMMYHUKAI[UOHHbIE

NEeATETLHOCTH Ha TEXHOJIOTUH B cBoei

OCHOBE JEeSITeIbHOCTH.

UHPOpPMAIIMOHHON U

oubmmorpapuyeckoi

KYJIbTYPBI c

IPUMEHEHUEM

MH(POPMAIIMOHHO-

KOMMYHHKAITHOHHBIX

TEXHOJIOTUW U C yYETOM

OCHOBHBIX TpeOOBaHU

MH(POPMAIIMOHHOM

0€30MacHOCTH

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

Hay4HOI OCHOBE pellIeHre CTaHAapTHBIX 3a71a4

OpraHU30BaTh CBOM npodecCuoHaNTbHOM

TPy, CaMOCTOSTEIbHO NesITeIbHOCTHHA OCHOBE

OIICHUBATh PE3YJIbTaThI Hay4YHOU OpraHu3aIu

CBOCH NIeATENBHOCTU CBOETO Tpynaa u
CaMOCTOSATEIIbHOM  OLICHKH
pe3yabTaToB cBOEH
eI TETLHOCTH

JTamn 0OCBOEHUS
KOMITETEHIIU

Iloka3areinn

OLICHUBaHUA
Ymo oenaem obyuarowuiics
(kaxue Oeticmeus cnocoben
8bINOIHUMND), NOOMEEPHCOAs
9Man 0ceoeHUsi KOMnemeHyuu

Kpurepnii oneHuBanus
Kak (c xaxum xawecmsom)
svInonHAemcs oelicmaue.

Coomeemcmeyem OYEeHKe «OMJIUYHO» 6

wkane oyenueanus ¢ PIIJ].

3.1 Cmnocoben
MPUMEHSTh
MH(POPMAIIMOHHO-
KOMMYHHUKAIIIOHHBIE

[Topsimox
IIPUMEHEHUS OCHOBHBIX
BHJIOB nH(pOpPMAITMOHHO-
KOMMYHHKAIIHOHHBIX

MMPUMCHCHUA
KOMMYHHUKAIMOHHBIX TEXHOJIOTHUH

[IpaBUABHOCTL M TOYHOCTH
UH(POPMAILTMOHHO-




25

Otan 0cBOEHUs IToka3arens Kpurepnii onenuBanus
KOMITIETEHIUHU OIlEHUBAHUS Kax (¢ kakum kauecmeom)
Ymo denaem obyuarowuiics 8bINONIHAECMCA Oelicmaue.
(kaxue deiicmeus cnocobern Coomeemcmeyem oyenke «OMAUUHOY 8
8BINOIHUMDB), NOOMEEPHCOAs wane oyenusanus 6 PITJ].

aman 0Ce0eHuUsl KomnemeHyuu
TEXHOJOTHUM B CBOEH | TEXHOJIOTHUH

JEeATEIbHOCTH.

6.2.1Cnocoben CaMOCTOATENBHOCTHD KonuuecTBO  BBISBICHHBIX
OCYULIECTBIIATh eIIEHUs] CTaHAAPTHBIX 3ajay | OIIMOOK, JIOITY ILIEHHBIX npu
peeHne npodeccuoHaIbHON pelieHud  CTaHJApTHBIX  3aJad
CTAaHZAPTHBIX  3311aY | negTEIbHOCTH Ha  OCHOBE | MPO(ECCHOHATILHOMN ACATEIHPHOCTH
PO eCCHOHATBHOM Hay4qHOU OpraHu3aIuu
JEeATEIIbHOCTUHA CBOETO Tpyaa "
OCHOBC HaYHIHOM | capocToATeNbHON — OlIEHKH
OpraHM3ali  CBOETO .

pPe3yJIbTaTOB cBoen
Tpyaa u
. JESATEIIBHOCTH

CaMOCTOSITEIILHOU

OLEHKU  pe3yJbTaToB
CBOEH JEATENbHOCTH

4.3.2 TunoBble OLIEHOYHbIE CPEICTBA
Bonpocs! 1151 NOATOTOBKH K 3a4eTy

1. TepmuHocuctema  AMCUMIUIMHBL.  OCHOBHBIE TEPMHHBI U  OIPEIEICHMS.
MHOTr03Ha4YHOCTh U 3BOJIIOIUS TEPMUHOB.

2. Undopmanus u ee cpoiicTBa. BiusHue mH(oOpManuu Ha KadecTBO NMPUHUMAEMbIX
yTlpaBlieHYeCKUX pereHnit. MTHpopMalmoHHbI MEHEPKMEHT Ha COBPEMEHHOM 3Tarle.

3. OcHoBuble mnonoxeHuss PenepanpHoro 3akoHa Poccuiickoii Penepaunn «O0
nH(popMauu, MHPOPMALIMOHHBIX TEXHOJOTHUSAX U O 3alIUTe HH(OPMALIUNY, €r0 POJIb U 3HAUCHHE
B CHCTEME POCCUHCKOTO 3aKOHOAATEIbCTBA.

4. NHndopmMamoHHble MPOLECChl — OCHOBA pa3pabOTKU M peau3aliy yIpaBIeHYeCKOro
pelieHus. YIpaBlIeHYeCKOe pelIeHre Kak Ipouecc U Kak sBiaeHue. Dopmbl ynpaBieHUECKHX
peuieHui.

5. lenonpon3BOJICTBO — KaK OTPaKEHUE CUCTEMbI M TEXHOJIOTHH yrpaBieHus. OCHOBHbIE
JTamnbl pa3BUTHS Jenonpon3BoacTBa B Poccun. Poccuiickas Moaens 1e10npou3BOICTBaA.

6. JIOKyMEHT - KaK CpEeJCTBO yIpaBieHUs U oOpaTHOW cBs3u. CBOMCTBAa JOKYMEHTa U
coobmenusi. @DyHKIMM JOKyMeHTa. FOpunuueckas cujia U OpUIMYEcKas 3HAYMMOCTh
OyMa)XKHOTO U 3JIEKTPOHHOT'O JOKYMEHTOB.

7. VYuubukanus W CTaHAApTH3aLMs JOKYMEHTOB. YHU(PHUIMPOBAHHBIE CHUCTEMBbI
nokymenTauu (Y CJI), ucnonpzyemble B JESTENbHOCTH TAMOXXEHHBIX OPraHOB: XapaKTEpUCTHUKA,

NEPCICKTUBLI pa3BHUTHA.
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8. Ponrp ¥ 3HaueHMe KIACCU(PUKATOPOB TEXHUKO-DKOHOMHYECKOM U  COLUAIBHOM
uHboOpMaMu B JIOKyMEHTAlMOHHOM oOecniedenun ympasinenus ([OY). Xapakrepuctuka
knaccugukatopoB TOCH, ncronb3yeMbIX B 1€ATEIbHOCTH TAMOXKEHHBIX OPraHoB.

9. VuuduuupoBaHHas cucTeMa OpraHU3allMOHHO-PACIOPAIUTEIBHON JTOKYMEHTALUU
(YCOP[). Xapakrepuctuka. Chepa npumenenusi. CoctaB H0KyMeHTOB. COCTaB pEKBU3UTOB.
TpeGoBanus k O61aHKaM JTOKyMEHTOB.

10. OcHoBHblE npaBHUiia MOJArOTOBKM HOPMATHBHBIX IPABOBBIX AKTOB (elepabHbIX
OpPraHOB HCHOJHUTENBbHOM Biactu. [Ipu3HaKM HOPMAaTUBHOCTH B  PaCHOPSIAUTENIBHBIX
JIOKyMeHTaX. BuJpl 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» AEIOBOrO NUChbMa. MexXyHapOIHbIE CTaHAAPTHI.

12. OcHOBHBIE 331241 ¥ (PYHKIUHN CTPYKTYPHBIX MOJpPA3AeICHUI TaMOKEHHBIX OPTaHOB,
UMEIOLIMX  OTHOLIEHHWE K  OpraHu3aluu  JOKyMeHTooOopoTa. @opmbl  OopraHu3aluu
JIeJIONIPOU3BOJICTBA, UCIIOJIb3YEMBbIE B AEATEIBHOCTH TAMOXKEHHBIX OPI'aHOB.

13.  OcHoOBHbIE 3Tambl JOKYMEHTOOOOpOTa (YNpaBlICHUYECKHUX JOKYMEHTOB) B
TaMOXXCHHOM OpraHe W WX XapakTepucThka (TpeOoBaHus K opranuzauuu). Llenp u 3amaum
paloHaI3aluy 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, (YHKIHMOHAIbHbBIE
BO3MOXKHOCTH, ITyTH MOJICPHU3ALIUH.

18. OObexkTUBHBIE U CyObEKTUBHBIE (PAaKTOPHI POCTa JOKYMEHTOOOOPOTa B TAMOXKEHHBIX
OpraHax.

19. OcoOenHocTH OpraHu3aluyd padboOThl B TAaMOXEHHBIX OpraHax C JOKYMEHTAMH,
HMEIOIIMMU CBeICHUs: orpaHuueHHoro pacnpocrpanenus ([ICII), a Takke KOMMEPUYECKYIO MIIH

roCy/IapCTBEHHYIO TaiiHy. Kpurepun oTHeceHHst HHPOPMALIMU K KATETOPUH «CITY>KEOHOM.
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20. OcobeHHOCTH OpraHu3aly paboThl B TaMOXEHHBIX OpraHax ¢ OOpalIeHUSIMHU
rpaxnas. [Iponenypa oOxanoBaHus pemieHHA, AeUCTBUI (Oe3/1eHCTBH) TaMOKEHHBIX OPTaHOB
Y MX JTOJDKHOCTHBIX JIHII.

21. TocymapcTBeHHBIN apxuBHBIM (GoHI (Ha3HaueHHE, cocTaB). JlOKyMEHTaabHBIA |
apXUBHBIM (OHABI TaMOXKEHHOTO opraHa. OTIHYUS «TPAAUIUOHHOTO» U «IJIEKTPOHHOTOY
apXUBOB.

22. BenoMcTBeHHBIE apXWBBHI (B TaMOXXEHHBIX OpraHax): BHIBI, COCTaB JIOKYMEHTOB,
¢byukuuu. lcnonHeHue 3ampocoB COLUANBHOrO xapakrepa. «CreuuanbHbI» apXuB B
TaMOXXEHHOM OpraHe.

23. Uenp, 3Tampl, NPUHIMUIBI U KPUTEPHUHU OHKCIEPTU3BI IIEHHOCTU JOKYMEHTOB B
TaMOXeHHOM oprane. [TormHomounst u opranuzanus padotst JK.

24. Ponp W 3HAaYeHHE HOMEHKJIATYypbl 1€ B OpraHu3alldd JIeJONpPOU3BOJCTBA B
TaMO)KeHHOM opraHe. Bunel Homenknaryp aen. [IpaBuia moaroToBKH.

25. Merononorus NMPOEKTUPOBAHMSI M BHEIPEHMS] CUCTEM YIPABICHUS JOKYMEHTAMU
(CY D) B opranmzanuu Ha coBpemeHHoM dtare (Ha ocHoBe ['OCT P MCO 15489-1).

26. Krnaccudukamuss ©  XapakTepucTthka mporpammHoro ooecmneuenust  (I10),
UCTOJIb3YeMOT0 JJIsi Lieled aBTOMAaTHU3alUU JTOKYMEHTOOOpOTa B COBPEMEHHBIX YCIIOBHSIX.
B03MOXHOCTH WCHONB30BaHUs CUCTEM YyrpaBiieHus notokoM pabor (Workflow) B mpouecce
aBTOMAaTU3allMU JeJIONPOU3BO/ICTBA.

27. llpouenypa ucnonp3oBanus u npusHanus 11 u DI, YaocToBepstomnme nHeHTpbl 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 «3JIEKTPOHHOT'O ITPABUTEIBCTBAY.

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

OopraHoB (Ki1accu(pUKaIHs, XapaKTEPUCTHKH ).

HIxajga oueHUBaHUSA.

Ouenka Kpurtepun Pe3yabrarhl 00yuyeHus
OLICHKH
«3aYTEHOY - Crypenr |1.3.1
NOKAa3bIBACT Ha YPOBHE 3HAHUM:
BCECTOPOHHHE U TTyOOKHE [3gyary, OCHOBHEIE MOJIOKEHUS METOINKHA
SHaHUA  HPOTPAMMHOTO \1hyyveneHus MH(POPMALIOHHON u
Marepuaina, 3HAHHE
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OCHOBHOM Hu
IOIOJITHUTEIILHOU
JUTEPATYPHI;
MOCJIEIOBATEILHO U YETKO
OTBEUaeT HAa  BOIPOCHI
3a4eTHOro  Oujera |
JIOTMIOJIHUTEIBLHEIE
BOTIPOCHI;

- YBEPEHHO
OpUEHTHUPYETCS B

MEKIPEAMETHBIX CBSI3SIX U
MPOOJIEMHBIX CUTYaISIX;

- JIEMOHCTpHpYET
CIOCOOHOCTh TPHUMEHSTH
TEOPETHYCCKUE  3HAHUS
JUISE aHaIM3a
NPAaKTUYECKUX CHUTYalHH,
JeT1aTh HpaBHJIbHBIC
BBIBO/JIBI, IIPOABIIACT

TBOpPYECKHE CIIOCOOHOCTH
B IIOHUMaHUU, U3JI0KEHUU
u HCIIOJIb30BaHUU
MIPOTrPaMMHOTO
MaTepuana;

- IOATBEPKAAECT
MOJIHOE OCBOCHHE
KOMITETEHIIHH,
NPEAYCMOTPEHHBIX
MPOTPaMMOM OCBOEHUS
TUCITUTUTHHEL.

Ooubimorpauyeckoil  KynbTypbl s pELICHUs
3aja4 mpoheCCHOHATBLHOM JAESITEIIbHOCTH

Ha YPOBHE YMEHMI: YMETh I'PaMOTHO 3alIOJIHATH U
0QOpMIIATh  TOKYMEHTBI,  HCIIOJIb3yeMble B
npogecCHOHATBHON 1eATEIbHOCTH

Ha ypoBHE HaBbIKOB: OmNBIT npodeccruoHanbHON
NESATENIBHOCTH

OI1K-6.2 (2.1) Ha ypoBHE 3HAHUI:

3HATH OCHOBHBIE IIOJIOKEHHUS METOAMKH HAy4qyHOU
OpraHMU3alli CBOETO Tpyda U CaMOCTOSATEIbHON
OLICHKH pe3yJIbTaTOB CBOEH AEATEIbHOCTH

Ha YpOBHE YMEHUN:

YMmeTh IPUMEHATH METOJNKHU Hay4YHOMI
OpraHMU3ali CBOETO Tpyda U CaMOCTOATEIbHON
OLICHKH pEe3yJIbTaTOB CBOEH AEATEIbHOCTH

Ha YPOBHE HaBbIKOB:

OmneIT peleHus CTaH/IapTHBIX 3aj1a4
npodeccuoHaNnbHON JI€ATEIbHOCTH Ha OCHOBE
HAay4HOM  OpraHM3alliM  CBOEro  TpyAaa U
CaMOCTOSITEJIBHOM ~ OLIEHKH PE3yJbTaTOB CBOEH
e TEIBHOCTH

«HE3AYTCHO)»

- CrtyneHT umMmeer
CYIIECTBEHHBIE IPOOEINEI
B 3HAaHWIX OCHOBHOTO
y4eOHOTO MaTepuaa;

- JIOTTyCKaeT
MPUHIUTHAEHBIC
OIIMOKHU TPU MPUMEHEHUHU
3HaHWM, KOTOphBIE  HE
ITO3BOISIOT emMy
BBITIOJIHUTh
nabopaTopHble  pabOThI
(TIpaKTHYECKUE 3aHATHA);

- HE
MTOJITBEPKAAET OCBOCHHE
KOMIICTCHITUH,
MPEAYCMOTPEHHBIX
MPOrpaMmont
JUCIIMILINHBI;

- HE 3HaeT
METOIKU peanuzanuu
MPAKTUYCCKUX  HABBIKOB
HCIIOJIb30BaHUS
U3y4aeMBbIX IporpamMm
TUCIWIUINHBl  W/WIA  HE
MOXET  CaMOCTOSATEIbHO
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MIPO/IEMOHCTPHUPOBATH
MIPAKTUYECKUE YMEHHUSL.

4.4. Metoguueckune MaTepuaibl

OnenuBanre OOydYalOMUXCS B TMPOIECCE IMOATAMHOTO OCBOCHUS WMHU KOMIIETCHIIHIA,
dbopMUpyeMBIX JTaHHOW JUCHUIUIMHON ocyliecTBiseTcs B (opMe MATHOAUIBHONW OIIEHKH,
KOTOpasi TPEAIoaraeT OleHUBAHUE 3HAHUU C TIOMOIIBI0 YCTHOTO cOOECeOBaHMS 10 Y3JIOBBIM
BOMPOCAM U yMeHull pelaTh 3HAHUEBbIE TECTHI.

5. MeTtonuveckue ykazaHus AJsi 00y4al0UIUXCH M0 OCBOCHUI) U CHMILINHBI
(MoxyJis)

Memoouueckue pekomendayuu no n0020MOBKe K 1EKUUOHHBIM U CEMUHAPCKUM 3AHAMUAM

Opna w3 3amau Kkypca «OCHOBBI JOKYMEHTOOOOpOTa B TaMOXKEHHBIX OpraHax» -
ajianTainusi CTYJACHTOB K HOBBIM (popmaram OBIAJCHHS 3HAHUSMHU, OCHOBBIBAIOIIMMHCS HE Ha
MMacCCUBHOM YCBOGHMHM WHGOPMAIMM W WX PENPOAYKIIMH, a Ha aKTHBHOCTH CTyIeHTa |
TBOPYECKOM BOCIIPOU3BEJACHUU 3HAHUM. J1JIg perieHus: 3ToN 3aa4ud UCIOJIb3YeTCs OpraHu3anus
BPEMEHHBIX TBOPYECKHX T'PYIII M0 HHTEPECAM JIJIsi CAMOCTOSITEIIBHOTO U3YUYEHUS OTICITBHBIX TeM
Y BBITIOJTHEHHUSI CAMOCTOSITENIHBIX PaboT.

B nponecce camocTosTenbHON pabOThl CTYINEHTY HE pPEKOMEHJIyeTcs 3aydHBaHHe,
MeXaHWYecKoe 3armoMuHaHue ydeOHoro marepuana. CTyIeHTy CledyeT MOCTOSHHO MBICICHHO
COOTHOCHUTH TIOJTYUYEHHYI0 HAy4YHYI0 HWH(GOPMAIMIO C COOCTBEHHBIM OIBITOM, KPUTHYECKH
aHAJIM3UPYS €r0 U OILICHUBAs C HOBBIX, YK€ HE )KUTEHCKUX, a HAYYHBIX MO3UIIUI.

B 1ensx moAroToBKM K CEMHUHAPCKUM 3aHATHUSIM CTYJACHTaM HEOOXOIMMO HCIOJIb30BaTh
KaK OCHOBHYIO, TaK U JOTMOJHUTENIbHYIO JIUTEpPATypy IO TEMaM CEMHUHapa.

YuuThiBas, 4TO JEKIUOHHBIC 3aHATHS TPOXOAAT HE MO BCEM TeMaM IUCHUTLINHBI,
CJIelyeT KOHCIIEKTUPOBaTh MaTepuai o TeMaM CEMUHApPOB.

Memoouueckue pekomenoayuu K camocmosamensHol pabome

Opuenralyst y4eOHOro mporecca Ha CaMOpa3BUBAIOLIYIOCS JTUYHOCTD JIEJIaeT HEBO3MOXKHBIM
mporiiecc o0ydeHusi 0e3 MPeIOCTaBIICHHs CTyJAEHTaM IpaBa BHIOOPA MyTEH M CIIOCOOOB OOydEHHUSI.
[osiBnsiercss HOBast LieNb 0OPA30BaTEIBbHOIO Mpolecca — BOCIHHUTAHWE KOMIIETEHTHOH JMYHOCTH,
CIIOCOOHOM pelIaTh TUIIMYHBIE MPOOIEMbI U 337a4i UCXOAs U3 MPUOOPETEHHOIo Y4eOHOTO OIbITa U
aJICKBaTHOM OLICHKU KOHKPETHOM CUTYaLUH.

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

CylHOCTh  CaMOCTOSITENILHOM paOOThl  CTYJICHTOB KaK CHEIU(PUICCKON IearornaecKon
KOHCTPYKLIMH OIpeNieNsieTcs] 0COOCHHOCTSIMU MOCTABJIEHHBIX B HEl y4eOHO-II03HABATENIBHBIX 3a71ay.

CrienoBarenibHO, CaMOCTOATENBHAsT paboTa - 93TO HE MPOCTO CAMOCTOSATENbHAS JIEATEIbHOCTD
YYaIIMXCsl TI0 YCBOGHHUIO YYEOHOTO MaTepualia, a 0codds Cucmema yCiosull 0OYYeHUs, OpeaHu3yemblx
npenooasamenem.

DOYyHKIHUYU, 321244 ¥ BUbI CAMOCTOSITEIbHOI PadoThI CTYIEHTOB

HeobxomumocTs opranmuzaiyy co CTyJIeHTaMu Pa3HOOOPa3HOW CaMOCTOSITEIIBHON JICATETHHOCTH
OIIpENENAETCS. TEM, YTO YHAETCA pa3pellnTh IPOTUBOPEUME MEXIY TPAHCISILUMEH 3HAHUHM U HX
YCBOEHHEM BO B3aUMOCBSI3U TEOPUH U MIPAKTHKH.

CamocrosiTernibHast paboTa BBITOIHAET psad (hyHKUUIL, K KOTOPBIM OTHOCSITCS:
* Paszsusarowyas (NMOBBILIEHUE KyJIbTypbl YMCTBEHHOTO TpYyZa, MPUOOLIECHHWE K TBOPYECKUM
BUJIaM JIEATEIbHOCTH, 00OTallleHne NHTEIIEKTyIbHBIX CIIOCOOHOCTEH CTY/ICHTOB);
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Hngpopmayuonno-odyyarowaa (yueOHass JeSITEIBHOCTh CTYACHTOB HA ayIUTOPHBIX
3aHITUSIX,  HEMOJKpEIUICHHas  CaMOCTOATENbHOW  padOTOW,  CTaHOBUTICS — Mallo
PpE3yJbTaTUBHON);

Opuenmupytowias u cmumynupyiowas (mporeccy OOyueHHUsl TPUAAETCSl YCKOpEHHE U
MOTHBAITHS);

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

Hccnedosamenvbckas (HOBBII ypOBEHb IPOPECCHOHAIBHO-TBOPYECKOIO MBILIUIEHHUS).

OCHOBE CaMOCTOSTEIILHOW PabOThI CTYJICHTOB JISKAaT —CIEIYIOIINE MPUHUUNBL: PA3BUTHS

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

3aoauu camocmoamenvHoll padomvl Cmyo0eHmog:
CHCTEMATH3AIHs U 3aKPETUICHHE TOTyYeHHBIX TEOPETHUYCSCKUX 3HAHUIA W TIPAKTUYECKUX YMEHUIM
CTYJICHTOB;
yITyOJIeHHE ¥ pacliMpeHHe TeOPETUISCKUX 3HAHHH;
(hopMHUpOBaHNE YMEHHS HCTIONH30BATh CIIPABOYHYIO JIUTEPATYPY;
pa3BUTHE TO3HABATEIbHBIX CIIOCOOHOCTEH W aAKTHUBHOCTH CTYICHTOB: TBOPYECKON
HWHUIUATUBBI, CAMOCTOATCIIbHOCTHU, OTBETCTBECHHOCTHU 1 OPraHU30BaHHOCTH,

(bOpMI/IpOBaHI/Ie CaMOCTOATCIIBHOCTH  MBIIJICHMA, CIIOCOOHOCTEH K CaMOpPAa3BUTHIO,
CaMOCOBCPIICHCTBOBAHUIO K CaMOpECaJIn3alinu,
Pa3sBUTHUC UCCIICAOBATCIILCKUX YMeHI/Iﬁ

B ydebHOM mporiecce BBICIIEr0 Y4eOHOTO 3aBEJICHUS BBIICISIOT JBa BHUAA CAMOCTOSTENBLHON
paOoTHI: ayoumopHasn u 6HeayoumopHas.

AyrmTopHasi caMocTosITeNnbHass paboTa MO TUCIUIUIMHE BBITOMHSETCS Ha YUEOHBIX 3aHATHSIX
T0J] HETIOCPEICTBEHHBIM PYKOBOJICTBOM IMPETIOIaBaTeNsl U TI0 €ro 3a/IaHuUsIM.

BueaymitopHast camocTosiTeNTbHas: paboTa BBIOIHAETCS CTYACHTOM 710 3a0AHUI0 NPenooasameis,
HO 0€3 ero HeMOCPEACTBEHHOTO YYaCTHsl.

BueaymitopHas camocTtositenibHasi paboTa BKITFOYAeT Takue ¢hopmul padomot,

Kak:
® HMHAVMBUAYAIBHBIC 3aHSATHUS (,I[OMaH_IHI/Ie 3aH5[TI/IH)Z

v W3ydeHue TNPOrpaMMHOIO MarTepuaa IUCIUILUIMHBI (pa0boTa ¢ YUEOHHKOM M KOHCIIEKTOM
JIEKIIUN);

U3y4eHHEe PEKOMEHIYEMBIX JINTEPATyPHbIX HCTOYHUKOB;

KOHCTIEKTHPOBAHNE UCTOYHUKOB;

BBITIOJIHEHUE NIPAKTUUECKUX 3aaHNMH;

padoTa co CIOBapsIMU M CIIPABOUYHUKAMIL;

paboTa ¢ ANeKTPOHHBIME HH(GOPMALIMOHHBIMU pecypcaMu U pecypcamu Internet;
COCTaBIICHHE TITAHA U TE3UCOB OTBETA HA CEMUHAPCKOM 3aHSITHH,

COCTaBJICHUE cXeM, Tabmnwil, pedycoB, KPOCCBOPAOB JUIsl CHCTEMATH3AlMH YYEOHOTO

Marepuasia,
OTBCThI HA KOHTPOJIbHBIC BOITPOCHI, TCCTHI,

aHHOTHUPOBaHUE, peeprpoBaHUe, PELICH3UPOBAHNUE TEKCTA;
COCTaBJICHHE IJIOCCapusi, KPOCCBOP/Ia IO KOHKPETHOM TEME;
TOATOTOBKA K KOJUIOKBUYMY;

AN N N N NN

IOArOTOBKA IIPE3CHTAIIUHN,
IOArOTOBKA K 3a4CTYy;

AV NI NI N NI

®  TpYIIOBas CAMOCTOSITENBHAS PabOTa CTY/ICHTOB!
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v/ MOJArOTOBKA K 3aHATHUSIM, IPOBOJUMBIM C UCIOJIb30BAHUEM aKTHBHBIX (OpM  OOydEHHs
(KOIIIOKBUYM, IUCKYCCHS);
v NOJTyYeHne KOHCYJIBTAIUH JUTS PA3bCHEHHH 110 BOPOCAM M3y4aeMON JUCIUILINHBL,

ConeprkaHue BHEAyIUTOPHOM CaMOCTOSTENBbHON pabOoThl OMpENeNseTcsl B COOTBETCTBHU C
paboueii y4eOHOI TIporpaMMOl TUCIIMIDIAHBL. PacnipenenieHue o0beMa BpeMEHH Ha BHEAYMTOPHYIO
CaMOCTOSITENIbHYI0 pabOTy B peXKUME JHS CTYACHTA He pe2iaMeHmMUpyemcst PactiucaHueM.

Bunp! 3apanuii 711 BHEAyIUTOPHOW CaMOCTOSITENTLHOM paboThl, MX CONIEpKAaHHE M XapakTep
MOTYT WMETh BapUaTHBHBIA # AUGQEPEHIIMPOBAHHBI  XapakTep, YYUTHIBAaTh CHELU(UKY
CIICIMATBHOCTH, H3y9aeMOU TUCITUITTAHBI, HHINBU/TyJTbHBIC OCOOCHHOCTH CTYJICHTA.

ILl1anpoBaHue U OPraHU3ALUS CAMOCTOSITEIbHOM PAa0OThI CTYIeHTA

[lpaBunbHAsE OpraHU3alMsl CaMOCTOSTEIBHBIX Y4eOHBIX 3aHSATHH, WX CHCTEeMaTHYHOCTH,
1e1eCO00pa3Hoe TUIAHUPOBaHUE paboyvero BPEMEHM IMO3BOJSIET CTYAEHTaM pa3BHBaThb YMEHHS U
HAaBBIKA B YCBOCHWHM M CHCTEMATH3AllMK NPHOOPETaeMBIX 3HAHWH, 00ECTICYMBaTh BHICOKUI YPOBEHB
yCHEBAaEMOCTH B NIEpHOJT 00yYEHHs], MOITYyYUTh HAaBBIKH MOBBIILICHHUS PO(ECCHOHABHOTO YPOBHS.

3a0auu  npenodasamensa MO IUIAHUPOBAHUIO U OPraHM3AIMM CaMOCTOSITETIBHON pabOThI
CTyZEHTa:

1. CocraBieHue M1aHa CaMOCTOSITENIbHOM pabOThI CTYIEHTA 1O TUCLIUIIIIMHE.

2. Pa3pabotka 1 BbL1aya 3aJaHUH 17151 CAMOCTOSITENILHOM PabOTHI.

3. OOyueHue CTy[eHTOB METO/IaM CaMOCTOSITEIIbHOM PabOTHI.

4. Opranu3zanysi KOHCY/IbTAlUi 110 BBITOMHEHHIO 3a/IaHnH (YCTHBIM MHCTPYKTaX, MMChbMEHHAs

WUHCTPYKILIHS).
5. KoHTpoJth 3a X0/I0M BBITIOTHEHUS 1 PE3YJIBTATOM CAMOCTOSTENTHHOM paOOThI CTy/ICHTA.

CTyneHT JOoIDKEH 3HaTh:
e Kakue pazmenbl M TEMbl JUCHUILTAHBI TPEAHA3HAYCHBI IS CaMOCTOATEILHOTO
n3y4deHus (TIOTHOCTHIO WM YACTHYHO);

® kakue (OpMbI CAMOCTOSTEIbHOM pabOThl OYIyT UCHOJIB30BaHBI B COOTBETCTBUU C paboueii
MPOrpaMMOM;
® kakas popma KOHTPOJIS M B KAKKE CPOKHU MPETyCMOTpPEHA.
Pexomenyercst mocnenoBaTeibHOE H3yYeHHE MOIYJIEH COrTIaCHO YKa3aHHBIM HOMEpaM.
Bunbl y4eOHBIX 3aHATHN MO KaXKIOMY MOJIYJIO M Y4EOHOMY JJIEMEHTY IPE/ICTABICHBI B
TaluLe.

Memoouueckue pekomeHoauuu no NOO20MoeKe K KOJ10K8Uymy

KomnokBuyM - BHJ yduyeOHO-TEOPETHMUECKHMX 3aHATHUH, MPEJICTaBISIIOIMNA  coOoi
IpyIIoBoe 0O0CYXKAEHUE 0]l PYKOBOJICTBOM IIpenojaBaresis JOCTaTOYHO ILIMPOKOro Kpyra
po0JieM, HapuMep, OTHOCUTENIBHO CaMOCTOSITENILHOTO OOJIBIIOrO pa3ziena JIEKIIMOHHOTO Kypca.
OnHOBpEeMEHHO 3TO U (popMa KOHTpPOJISA, pa3HOBUJHOCTh YCTHOTO 3K3aMEHa, MacCOBOTO OMpoca,
MO3BOJISIIONIAST TIPENO/IaBAaTENI0 B CPABHUTEIBHO HEOOJBIION CPOK BBISICHUTH YPOBEHb 3HAHUI
CTYIEHTOB  IEJOM  aKaAeMMYeCKOM  TIpymnmel 1O  JAaHHOMY  paslelny  Kypca.
KommokBuyM mpoxoqutr oOBIYHO B (opMe IHCKYCCHHM, B XOI€ KOTOPOW CTyJAeHTaM
IIPEOCTABIIAECTCA BO3MOMKHOCTh BBICKA3aTb CBOK TOYKY 3pEHHS HAa paccMaTpuBacMyIo
npobiiemy, YUUTBCS 000CHOBBIBATH u 3aIIHIIATh ee.
AprymMeHTHpysl U OTCTauBasi CBOE MHEHHUE, CTYIEHT B TO K€ BPEMsI IEMOHCTPUPYET, HACKOIBKO
IITyOOKO M OCO3HAaHHO OH YCBOWJI W3Yy4€HHbI Marepuan. IIpu moAroroBke K KOUIOKBHYMY
CTYJICHTYy PEKOMEHIYeTCs JeTalbHO MpopaboTaTh JIUTEPATYpy II0 TeMe KOIUIOKBHUyMa MU
MOJITOTOBUTH apTYMEHTHI 71 000CHOBAHHUSI COOCTBEHHOW MO3HIINH.



32

Memoouueckue pexomenoayuu no n0O020mMogKe npe3eHmayuu.

IIpe3enTanus - camblii 3 GeKTUBHBIH CNIOCO0 TOHECEHHS BAaKHOW MH(OPMAIIUN KaK
B pasroBOpe «OJWH HAa OAMH», TaK U TpU MyOMMYHBIX BBICTyIUIeHUAX. Clala-npe3eHTauu
MO3BOJIAIOT  I(PPEKTHO M HANIAAHO  IPEACTABUTH  COJEP)KAHHWE,  BBIACIUTH U
IPOWUTIOCTPUPOBATh  COOOILIEHHE, KOTOPOE HECeT MpPEe3eHTaluss MU ero  KIIOYeBbIe
COJIEpKATEIIbHbIE ITYHKTHI. ICIIOJIb30BaHUME HWHTEPAKTUBHBIX 3JIEMEHTOB IO3BOJISIET YCHIMTH
3(QPEKTUBHOCTh BBICTYIUICHUH, SBIAIOLIMXCS YacThlO MPO(MECCHOHAIBHOW  JIEATENIbHOCTU
OOJIBIIMHCTBA CIIELUATUCTOB.

[Ipy moaroToBKe K NpPE3EHTAlMM CTYAEHT BbIOMpAaeT W3 TNPEATIOKEHHOIO CIHUCKa
MHTEPECYIOUIYI0 €r0 TeMY, U3y4aeT €€ C HCIOJb30BaHUEM HEO0OXOAMMOH yueOHOW M HaydHOU
JIATEPATYPbI ¥ TOTOBUT CJIANUI-TIPE3ECHTALUH.

6. Yu4eOHas 1uTepaTypa u pecypcbl HH(POPMALMOHHO-TEJIeKOMMYHHKALMOHH O
cetd "UHTepHeT", BK/IIOYAS NepevYeHb Y4eOHO-MEeTOANYECKOro odecnevyeHms 1/
CaMOCTOSATEJbHOI PadoThl 00y4aKOIIUXCSH 110 AUCHHUILIMHE (MOLYJIIO)
6.1. OcHOBHas nuTEpaTypa.
Kaypman, H. }O. JlokymeHTHpOBaHME yHpPaBIEHYECKOH MAESITEIBHOCTH : Yy4deOHOe

nocobue / H. 10. Kaypman. — Owmck : OMckHii rocyjapcTBEHHBIH MHCTUTYT cepBuca, OMCKHIA
rOCYJapCTBEHHBIA TeXHUYECKUN yHUBepcuteT, 2014. — 177 ¢. — ISBN 978-5-93252-309-4. —
Tekct : anexTpoHHbIH // DnexTpoHHo-0nbOIMoTeuHas cuctema IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/26681.html

2. MarseeBa, B. A. OCHOBBI TOKyMEHTOOOOpOTa B TaMOXKEHHBIX OpraHax : y4eOHO-

HarsigHOe mocoOue W mpaktukym / B. A. MarBeeBa. — M. : Poccuiickas TamokeHHas
akagemusi, 2016. — 134 c. — ISBN 978-5-9590-0922-9. — TekcT : 31MeKTPOHHBIA //
DNEeKTPOHHO-OMOIMOTeUHAs cucrema IPR BOOKS : [caiir]. — URL:

http://www.iprbookshop.ru/84844.html

3. YarmueirmHa, M. A. OCHOBBI JOKYMEHTOOOOpPOTa B TaMOXXCHHBIX opraHax. Hopas
UMHCTpYKLUs : ydeOHoe mocobue / M. A. Yarmmbiruna, B. B. KoBapma, O. B. babackuna. —
CII6. : Tpowmkuit moct, 2016. — 256 c. — ISBN 978-5-4377-0038-9. — Tekcr
ANEKTPOHHBIN // OnextpoHHo-OmOmuoreuHass cuctema [PR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/41101.html

6.2. JlononHuTeIbHAS JTUTEPATYPA.
1. Janunua A. ODJNEKTpOHHBIE TOCYAAPCTBEHHBIE YCIYIM W aJIMUHUCTPATUBHBIC

peraamMeHThl: OT MOJUTHUYECKOM 3a7auu K apXUTEKTYpe «3JEKTPOHHOTO MPaBUTEILCTBa». —M.:
NH®PA-M, 2004.
2. Maneimenko FO.B. DnekTpoHHBIN JTOKYMEHTOOOOPOT B TOPTOBJE, OAHKOBCKOM H

TaMOKEHHOM fene: YueoHoe nmocooue. — BO PTA, Bnagusoctok, 2002.


http://www.iprbookshop.ru/41101.html
http://www.iprbookshop.ru/84844.html
http://www.iprbookshop.ru/26681.html
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3. MarBeeBa B.A., I'anonenko B.A. Hcnosnb3oBanue MHGOPMALMOHHBIX TEXHOJIOTHI B
JOKYMEHTAIlUOHHOM OOECIIEYEHUH YNPABICHUSI JEATEIBHOCTBIO OpraHu3aluu: YuyeOHo-
HarsgHoe nocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexunoit B.M. Meroabl u Mozenu NPUHATHS YIPABICHUYECKUX
peuienuii: Yue6. mocobue. —M.: UHOPA-M, 2014.

5. I'pannuun O.H., Kusies B.1. MndopmanoHHble TEXHOIOTUH B YIIpaBiIeHUU: Y 4eOHOE
nocobue. —M.: HWurepuer-Yuuepcurer Mudopmaunonnsix Texnonoruii; BHUHOM.
JlabGoparopus 3nanwmii, 2008.

6. Kopuee N.K., Kcannomyno I'"H. Texnuueckue cpeactsa ynpapieHHs: Y4YeOHUK Uis
BeIciel mkonel. —M.: MTHOPA-M, 2010.

7. Kopuees W.K., [Tmenko A.B., Mamypues B.A. Yopasnenne nokymeHTamMu: Y 4eOHUK.
—M.: UH®PA-M, 2010.

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

9. IloBaposa E.A. [IpoGnemsl «ynpasieHus» UHGOpMaLel B roCyJapCTBEHHBIX OPraHax
HCIIOIHUTENbHOH BiacTH // Hdopmanmonnoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBasg nepenucka B KOMMEPYECKOM OpraHU3aLNM. —

M.: MII®SP, 2004.

6.3. Y4eOHO-METOAMYECKOE 00CCIIEYCHHE CaMOCTOSATEILHON pabOTHI.
1. JlanunuH A. DJEKTpOHHBIE TOCYJApPCTBEHHBIE YCIYI'M U aJMHUHUCTPATUBHBIE

pEraMeHThl: OT MOJMTHUYECKON 3aJaull K apXUTEKType «3JIEKTPOHHOIO MPaBUTEIbCTBa». —M.:
NH®OPA-M, 2004.

2. Mansimienko FO.B. DnexTpoHHBIM JAOKyMEHTOOOOPOT B TOProsie, OAHKOBCKOM H
TaMOXEHHOM fene: Yueonoe nmocooue. — BO PTA, Bimagusoctoxk, 2002.

3. MarseeBa B.A., I'anonenko B.A. Mcnonb3oBanne MHPOPMAIIMOHHBIX TEXHOJOTHI B
JOKYMEHTAIlMOHHOM 00€CHeUeHUH YTpaBlIEHHUs JESITeNbHOCTbIO OpraHM3aluu: Y4eOHo-
HarmsioHoe mocobue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoit B.M. Metoapl u Mojenu NpUHATHS YHPaBICHUECKUX
pemenuii: Yue6. mocodbue. —-M.: UHOPA-M, 2014.

5. I'pannumn O.H., Kuse B.J. UudopmarimoHHble TEXHOJIOTHH B yIPaBJICHUH: Y4eOHOE
nocobue. —M.: Hurepuer-Yuuepcuter Mudopmanmonnsix  Texnonoruii; BHHOM.
JlabGopatopust 3nanwmii, 2008.

6. Kopuees N.K., Kcannonyno I'"H. Texundeckue cpenctBa ynpapieHHs: YUeOHUK IS

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

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

9. IToBaposa E.A. IIpoGnemsl «ymnpasieHus» UH(GOpMalMen B ToCy1apCTBEHHBIX OpraHax
ucnomHUTeNnsHOU BracTH // MudopmannonHoe mpaso. 2008. No 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepenucka B KOMMEPUECKOM OpPraHu3aluu. —

M.: MII®OP, 2004.

6.4. HopMaTBHBIE IPABOBBIE IOKYMEHTHI.
1.TOCT P 7.0.8-2013. [Ienonpou3BOJACTBO U apXUBHOE J1€710. TepMUHBI U ONIPEICICHUS.

2. TOCT P 53898-2010. Cuctemsl 31IEKTPOHHOTO JTOKYMeHTOoO0OOpoTa. B3anumoneiicteue
CHUCTEM aBTOMAaTH3allMd JOKYMEHTAllMOHHOrO oOeclieueHus ympasieHus. TpeboBaHus K
AJIIEKTPOHHOMY COOOIIECHHUIO.

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

4. TOCT P 54471-2011/ISO/TR 15801:2009. VYmpaBneHne JOKyMEHTAIHEH.
WNndopmarus, coxpaHsemast B 3J€KTPOHHOM BUJIE.

5.TOCT P UCO 22310-2009. Cuctema ctaHaapToB 1o HHGOpMAIHH, OMOIHOTEYHOMY U
u3narenbckoMy neny. WHpopmanus u  JoKyMmMeHTanus. PykoBOICTBO uisi pa3paboTUMKOB
CTaHJApTOB, YCTAHABIHMBAIOIINX TPEOOBAHUS K YIPABICHUIO JOKYMEHTAMH.

6. TOCT P HCO 15489-1 — 20007. Cucrema craHgapToB Mo uHGpOpMAaIUH,
OMOMMOTEYHOMY W M3aTelIbCKOMY Jeny. YTpaBlieHHenokymeHTamu. Oo6mmuerpedoBanus. SO
15489-1 — 2001. Information and documentation. Records management. General (IDT).

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

8. TOCT 7.74-96. InpopmaliioOHHO-TTIOMCKOBBIE SI3bIKK. TEpMUHBI U ONIPEAETICHHUSL.

1. KoHCcTnTyuma Poccmninckom depepauymn.

2. O6 osnextponHoii moamucu: DenepanbHbiii 3akoH Poccuiickoit denepanuu ot 06
anpenst 2011 r. Ne 63-@3.

3. O6 wnHbpopmanuu, HHOOPMANMOHHBIX TEXHOJOTHUSX H O 3alUTe HHPOPMAIIHH:
denepanbHbIN 3aKOH Poccuiickon denepanuu oT 27 HIOJISA 2006 I.

Ne 149-03.
4. O nepcoHanbHbIX JaHHBIX: PenepanbHblil 3akoH Poccuiickoit @eaepanun ot 27 U0

2006 r. Ne 152-®3.
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5. O mopsnke paccMoTpeHus oOpameHudt rpaxkaan Poccuiickoit  ®Deneparuu:
®enepanbHblil 3akoH Poccuniickoit @eneparun ot 02 mas 2006 r. Ne 59-03.

6. O6 apxuBHOoM xene B Poccuiickoit denepanuu: denepanbHbiii 3akoH Poccuiickoit
Odenepanuu ot 22 okTs0pst 2004 1. No 125-D3.

7. O TrocymapcTBEHHOW TpaxknaHckou ciyxOe: @DenepanbHbiii 3akoH Poccuiickoii
@enepaunu ot 27 uronst 2004 r. Ne 79-D3.

8. O texnmueckoM perymupoBanun: denepanbupiii 3akoH Poccuiickoit @eneparuu ot 27
nexabps 2002 1. Ne 184-D3.

9. O rocymapcTBeHHOH TaitHe: 3akoH Poccuiickoit @eneparuu ot 21 urons 1995 r. Ne
5485-1.

10. O cucreme u CTpyKType (elnepajbHbIX OpraHOB MCIIOJIHUTENbHON BiacTU: YKa3
[Ipesunenta Poccutickoit @enepauun ot 09 mapra 2004 . Ne 314.

11. O6 yrBepxaenuu Ilepeuns cBeneHMid, OTHECEHHBIX K FOCYAApPCTBEHHOM TaiiHe: YkKa3
[Ipe3unenta Poccuiickoit ®denepanuu oT 30 HOAOPs 1995 L.

Ne 1203.

12. O6 >7eKTpOHHOW MOMANKCH, HCIIOJIb3yeMOH OpraHaM{ HMCIOJHUTEIBLHON BJIACTH U
OpraHaMy MECTHOT'O CaMOYIIPaBJICHHUs IIPU OPTaHU3ALMH JIEKTPOHHOIO B3aUMOACHCTBUS MEKIY
co0OH, O TOpsi/IKE ee UCIIOJIb30BaHMsA, a TaKkke 00 yCTaHOBICHHM TPEOOBaHUI K 00ECIIEYCHUIO
COBMECTUMOCTH CPEACTB 3JIeKTpoHHOU noanucu: Ilocranosnenue IlpaBurensctBa Poccuiickoi
®denepanuu ot 09 deBpans 2012 . Ne 111.

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

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

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

16. Konuenuus ¢popmupoBanus B Poccuiickoii @enepaiiiu 371€KTPOHHOTO PABUTENBCTBA
10 2010 rona: Pacnopsixenue [IpaButensctea PO ot 06 mas 2008 r. Ne 632-p.

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

18. O6 ytBepkaeHuu IlpaBui noAroToBKM HOPMAaTUBHBIX MIPABOBBIX aKTOB (heiepaaIbHbIX
OpPraHOB HCIOJHUTEIBHOM BIACTM M HX TOCyAapcTBEHHON peructpauuu: llocraHoBienue

[IpaBurtensctBa Poccutickoit ®eneparuu ot 13 aBrycra 1997 r. Ne 1009.
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19. O6 yrBepxaenun [lomoxeHus: o mopsiike oOpaleHus: co ciry>keOHoW MH(popMaruei
OrpaHUYEHHOTO paclpoCTpaHEeHUsT B (egepasibHBIX OpraHax HCHOJHUTEIBHOW BJIACTH:
[TocranoBnenue I[1paButensctBa Poccuiickoit deneparuu ot 03 HosiOps 1994 1. Ne 1233.

20. O6 yTtBepxaeHUU THUIIOBOW WHCTPYKIIMHU IO JISJIOMPOU3BOACTBY M pabOTe apXuBa B
TaMOokeHHbIX ~ opraHax: llpukas ®TC Poccum or 09 wmoma 2014 1
Ne 1331.

21. O6 ytBepxxaeHun TUIOBOrO NOJOXKEHHUS 00 apXuBE TAMOXKEHHOTO OpraHa u
MOJIOKEHHsI 00 AKCIIEPTHOM KoMHccHHM TaMokeHHoro oprana: I[Ipukaz ®TC Poccum ot 23
asrycra 2012 r. Ne 1700.

22. O6 yTBepkaeHUN KBATH(PUKAIMOHHBIX TpeOOBaHUHN K MPO(HECCHOHANIBHBIM 3HAHUSIM
U HaBbIKaM, HEOOXOAMMBIM /JIi WCIOJHEHHS JOJDKHOCTHBIX OOS3aHHOCTEW M0 JOKHOCTSIM
(dheneparbHON TOCYIapCTBEHHOM T'PayKIaHCKOM cy>kObl B 1ieHTpaibHoM armapare @TC Poccun,
B TIPEJCTaBUTENHCTBAX TaMOXEHHOM chmykObl Poccuiickoii ®enepanuu 3a pyOexkoM U
TaMokeHHBIX opraHax Poccuiickoit ®@enepanuu: Ilpukaz @TC Poccun ot 31 urons 2012 . Ne
1535.

23. OO0 yTBEp)KACHUU THUIIOBBIX IOJIOKEHUH O MOJAPA3JAENCHHSIX JOKYMEHTAllMOHHOIO
obecnieyeHust TamokeHHbIX opraHos: [Ipuka3z @TC Poccun ot 01 mapta 2012 1. Ne 373.

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

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

26. O Ilpumepnoit HomeHkarype aen Tamoxuu: [Ipukas ['TK Poccun ot

01 Hos16pst 2002 1. Ne 1160.

27. IlepedyeHb THUIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOLIUXCs B
IpoLecce JESATENbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPAaBICHUS U
OpraHu3alMii, ¢ ykazaHueM cpokoB xpaHeHus: [Ipukas Munkynetypel Poccniickorn @enepanyun
ot 25 aBrycra 2010 r. No 558.

28. O6 ytBepxkaeHMHM MeETOINMUECKUX PEKOMEHAAlui Mo pa3paboTKe MHCTPYKLMH IO
JICIIOTIPON3BOJICTBY B (hefiepaibHBIX OpraHax HCIOMHUTENbHOU Biactu: [Ipuka3 denepanbHOTO
apxuBHOTO areHTcTBa ot 23 nexadps 2009 r. Ne 76.

29. KanupukamoHHBIA CIPABOYHUK JIOJDKHOCTEH PYKOBOAMTENCH, CICIHAINCTOB H

npyrux ciayxamux: Ilocranoinenne Muntpyna P® or 21 asrycra 1998 1. Ne 37.

6.5. UHTEepHET-peCypCHI.



37

1. OdunmanbHbIit cauT I'nnpoun YIIPABJISAIOLINAX JNOKyMEHTAaIen —
http://www.gdm.ru.

2. [Topran koHcanTuHroBoi rpynms! « Tepmukay - http://www.termika.ru.

3. LleHTp KOMIETEHIMH 10 BOIPOCAM JOKYMEHTAIL[HOHHOIO 00ecleueHus yIpaBIeHus U
apXMBHOTO Jiena - http://www.edou.ru.

4. ITopran ©KErofHOW  TPaKTHUECKOW  KOH(epeHIHH «Docflow»  —
http://www.docflow.ru.

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

6.6. lubple MCTOUYHUKM.

7. MarepuajibHO-TeXHMYecKkas 0a3a, MH(pOpPMalMOHHBIE TEXHOJIOTHH,
nporpaMMHoe odecreyeHue 1 HHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

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

2. CIIC «Koncynbrantllntocy, «I'apant», «BOA-Uudo» u mp.

3. AC «YKU-2».
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