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1. IlepeyeHb MJIAHNPYEMBIX Pe3yJIbTATOB 00y4eHHs MOAUCHUIIIUHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOEHUSI MPOTrPaAMMbI

1.1.

AnanranunonHnas nucuuriuia(b1.5.32.01 Ocnosbt 00KyMeHmoobopoma 6 mamoHCeHHbIX

opeaHax) obecnieuynBaeT OBJIaZICHUC CIICAYIOIUMU KOMIICTCHIUAMU C YUCTOM STalla:

Kon HaunmeHnoBanme Kon srama ocBoeHms HawnmenoBanme sTama
KOMIIETEHIIUH KOMIIETEHIIUU KOMIIETEHIIUU OCBOCHHS KOMIIETEHIIUU
OIIK-1 cnocobHocTh  pemats | 1.3.1 Crnocoben MPUMEHSATD

CTaHIApTHBIE  3aJauu MH(POPMALIMOHHO-
npodecCHOHATBHOM KOMMYHUKAITHOHHBIE
JeSITeIbHOCTH Ha TEXHOJIOTHH B cBoeH
OCHOBE JeSITeTbHOCTH.
UHQOPMALMOHHOW U
6ubanorpaduyeckoit
KYJIBTYPbI c
pUMEHEHUEM
UH(POPMALIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH U C y4eTOM
OCHOBHBIX TpeOOBaHUI
UH(POPMALMOHHON
0e30MacHOCTH
OIIK-6 CIOCOOHOCTh Ha | OIIK-6.2 (2.1) CrniocobeH OCYIIECTBIISATh
Hay4YHOH OCHOBE peleHre CTaHIapTHBIX 3a/1a9
OpraHu30BaTh CBOM npodecCHOHATIBLHON
TpyA, CaMOCTOSTCIbHO JIeATEIIFHOCTUHA OCHOBE
OLIEHUBATh PE3yJIbTaThI Hay4YHOH OpraHu3aIH
CBOCH JIeATEIILHOCTH CBOETO Tpyaa "
CaMOCTOSITENILHOH ~ OLIEHKHU
pe3yJIbTaTOB CBOEH
JeSITeIbHOCTH
1.2. B pesysnprare 0CBOCHUSI JUCHUILIMHBI Y CTYJEHTOB JOJDKHBI OBITH C(HOPMUPOBAHBL:
OTO/TD Kop srana Pe3ynbTarel 00yueHus
(npu naruuuu OCBOEHUS
npoghcmanoapmay)/ KOMITETCHIIUH
TPYAOBBIE WIN
npodeccuoHanbHbIe
JICHCTBUSA

1.3.1

Ha ypOBHE 3HAHUM:
3HATL OCHOBHBIE ITOJIOKEHUS MCTOIHUKHU TMMPUMCHCHMH
MH(DOpMAITMOHHOW M OMOIMOTpadUUECKO KYJIbTYPHI

st peLIeHus 3a1a4 npodeccuoHaTbHOM
NEesATEIbHOCTH

Ha YpPOBHE YMEHHUH: YMETh IpaMOTHO 3allOJIHATh U
opopMIIATH JIOKYMEHTBHI, UCIIOJIb3yEMbIE B

podeCCHOHAIBHON eI TEILHOCTH

Ha ypoBHE HaBBIKOB: OmbIT npodeccuoHaNbHON

NICATCIIBHOCTU
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OITK-6.2 (2.1)

Ha ypOBHE 3HaAHUM:

3HATH OCHOBHBIE IIOJIOXKEHHMSI METOAMKH Hay4HOMH|
OpPraHM3allMM CBOErO0 TPyJa M  CaMOCTOSTEIIBHOU
OLICHKH PE3YJIbTaTOB CBOEH JESITEIbHOCTU

Ha ypOBHE YMEHUN:

YMETb NPUMEHATh METOAMKM HAyYHOM OpraHUu3alluy

CBOET0 TpyJa Wu CaMOCTOATENIBHON  OLICHKH|
€3YJIbTaTOB CBOEH JEATEIbHOCTH

Ha YpPOBHE HAaBBIKOB:

OnbIT peuicHud CTaHAAPTHBIX 3aJay4

podeccnoHanbHOM IeATENbHOCTHHA OCHOBE HAYYHOMH|
OpraHu3allii CBOETO TpyJa U  CaMOCTOSTEIIbHOU
OLICHKH PE3YJIbTaTOB CBOCH JESITeIbHOCTU

1. O0bem n MecTo AUCHMILVIMHBIB cTPpyKType OII BO

O0BeM THCHUILINHBI

KonndecTBo 3aueTHBIX enuHUI 10 yueOHOMY TuiaHy: 2 (72 yaca), KOHTaKTHas pabOT — JIEKIUU
18 yacoB, mpakTuyeckue 3aHATUS — 36 4acoB, camocTosITeNbHas paboTa — 18 yacos.

MecTto nucuuniannbl B crpykrype OII BO

Ananranuonnas aucuuminaa b1.5.32.01 OcHOBBI AOKYMEHTOO0OOPOTa B TaMO>KEHHBIX
oprasax, 4 xypc, 8 cemectp;

— JUCIUIUIMHA peanu3yercs nocne wiydenws: WHdopmaruka, byxranrepckuil yder,
KoncturynmonHoe mnpaBo, AJIMUHUCTpaTUBHOE NpaBo, ['paxknaHckoe mnpaBo, PUHAHCOBOE
npaBo, IIpaBo EBpa3uiickoro 3KOHOMHUECKOI0 o032, MeKIyHapoJHOE TaMOKEHHOE IIPaBo;

2. Conep:kaHue ¥ CTPYKTypa AMCHHUIIIMHBI

Ounasa ¢popma odyuenus

Ne n/n HaumeHnoBaHue TeM u/Miu O0beM JUCUMILVIMHBI (MOAYJIsA), Yac. ®opma
pa3neson Bcero KonrakTHas pa6ora ofyuarommxcs ¢ CP TeKyIlero
npenoaaBaTteieM KOHTPO.Is
10 BUAAM Y4eOHBIX 3aHATHI ycrneBaeMoCTH**,
J/30, JP/ 30, n3/30, |KCP NPOMEKYTOUHOI
JOT* OOT* J0T* arrecTaquu™**
Paznen 1 | OcHOBHBIE OHATHS U 8 2 4 2 0,3, T
TEPMHUHOJIOTUS B
JOKYMEHTallMOHHOM
obOecrieueHUn
YIPABJICHUS
Pazmen 2 | JlokyMeHTHpOBaHHE 16 4 8 4 0,3, T
YIPaBIEHUECKOU
JIESITENTbHOCTH
TaMOYKEHHBIX
OpraHoB
Paznmen 3 | Opranuzanus paOoThI 16 4 8 4 0,3, T
c JOKyMEHTaMH
(ympaBnenue
JIOKyMEHTaMH ) B
TaMO>KEHHBIX OpraHax
Pazpen 4 | Dkcneprusa 16 4 8 4 0,3, T




IICHHOCTH
JOKYMCHTOB

Pazgen 5 | CpeactBa 16 4 8 4 0,3 T
OpraHu3alMOHHON
TEXHHKH,
UCTIOJB3yeMbIE  IPU
pabote c
JIOKYMEHTaMH

IIpomexxyTOYHast aTTeCTalus 3aver

Bceero: 72 18 36 18

Conep:xaHue THCHHUIIMHBI

Pa3nesa 1. OCHOBHBIE ITIOHATHUA U TEPMHUHOJIOI'USA B
JOKYMEHTALIMOHHOM OBECIIEYHEHUWU YIIPABJIEHUSA (10Y)

Tema 1.1. HopmaTtuBHo-meToanueckas 6a3a JIOY B Poccuiickoii @exepanuun

Ponp w 3HaueHWe IUCHMIUIMHBI B MNPO(ECCHOHAIBHOW MOJArOTOBKE CHEIMaINCTa
TaMOXXCHHOIO  Jela. JIOKyMeHTOOOOpPOT ~ Kak  TEXHOJOrMYecKass  COCTaBIIAIOLIAs
JOKYMEHTalMoHHoro obOecrneuenus ympasieHus ([IOY) B tamoxenHbix opranHax. JJOVY kak
OTpa)KCHHUE CUCTEMBI M TEXHOJIOIMM YIPABIEHUS NEATEIbHOCTBIO TAMOKEHHBIX OPTaHOB: HOBas
napagurMa ynpasjeHus — IPOLECCHBIN MOAXOM.

Kpatkuii aHanmm3 HOPMAaTHBHO-METONMYECKUX TOKyMeHTOB B oOmactu JIOY B
Poccuiickoii ®epepanuu: a) 3aKOHOAATENbCTBO; ©O) CTAHAApPTBL: MEXAYHapOJHbIE U
HallMOHAJIbHBIE, B TOM 4HCJE, KIacCU(UKATOPBl TEXHUKO-DPKOHOMHMUYECKOW M COLMAIbHOMN
unpopmanuu (TOCHU). Ux poab B ”HPOPMALIMOHHOM 00ECIIeYeHUH AEATEIbHOCTH TaMOXKEHHBIX
OpraHoOB; B) METOIMYECKas U ydeOHast TUTeparypa.

HopmaruBubie mnpaBoBble aktel DPTC Poccum B o0nactu  1OKyMEHTallMOHHO-
MH(POPMALIMOHHOTO 00eCreueH s YIPaBICHUS EATEIbHOCThIO TAMOXKEHHBIX OPIaHOB: KPAaTKUM

0030p.

Tema 1.2. OcHoBHBbIe OHATHS B chepe 1OY

Tepmunocuctema JIOY Ha coBpeMeHHOM JTame: B3I JokymMeHToBena u HWT-
CrenuaInucTa.

JIOKyMEHT Kak MCTOYHUK W HocuTenb mHpopmanuu. [lucbMeHHass cymHOCTh U (opma
nokymenTta. CTpykrypa [nokyMeHTa. Metanannpie. Tumonorus mgokymeHTOB. Dopmatsl

OJICKTPOHHBIX JOKYMCHTOB.
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MonsTust: «uHGOpPMALHSY, «TOKYMEHT», «IOKyMEHTAIIMOHHOE 00ECIICUCHHE YITPABICHUS
(IOY)», «ympaBieHwe ITOKyMEHTaMWU», «HUHPOPMAIMOHHOE OOECIeYeHHE YMpaBICHUIY,

«MH()OPMALIMOHHBIA MEHEIKMEHTY, «3NIEKTPOHHBIN ToKyMeHT (D)» u np.

Pasznea 2. JOKYMEHTUPOBAHUE YIPABJEHYECKOW NEATEJIBHOCTH
TAMOKEHHbIX OPI'AHOB

Tema 2.1. JIOKyMeHTHpPOBAaHUE YNPABJIEHYECKOW W HMHOM NPOM3BOJACTBEHHOM
AeSiTeJIbHOCTH B TAMOKEHHBIX OPraHax

JlokymeHT Kkak cueactBue coObitus. OCHOBaHMS Ui CO3/IaHUSl JIOKYMEHTOB B
opranuzanud. [Ipunanue JOKyMEHTY IOpUINIECKON CUITBI.

CucremMbl JOKyMEHTAllMU, MCIOJb3yEMbIE B JEATEIbHOCTH TAMOXEHHBIX OPraHoB, UX
XapaKTepUCTHKa, COCTaB, B3aMMOIPOHUKHOBEHHUE. YmpaBieHdeckue mokymeHThl (Y]I) kak
nuckMeHHas ¢opma YP u oTpakeHHME CHCTEMBI YINPAaBICHHS, WX BHIbI, KiIacCU(DUKAIIHSL.
Ompenenenue  opranu3aloOHHO-pacriopsiauTenbHoro  gokymenta  (OPI). Buger wu
paznoBugHoctu OPJI.

brnanku OPJ/] u TpebGoBaHus, mpeabsaBiseMble K UX O(OPMICHHIO, M3TOTOBICHUIO U
xpanenuto. PexBmsutel OPJ] u mpasuiia ux opopmieaus. Dopmysisp TOKyMEHTA.

CTpyKTypa pPEeKBH3UTA «TEKCT» B PA3JIUYHBIX OPTaHU3AIMOHHBIX M PACIIOPSAUTEIHHBIX
JOKYMEeHTax (IOJIO’)KEHHE O TAMOXKEHHOM OpraHe, MOJIOKEHHE O CTPYKTYPHOM MOJpa3fesieHuH,
JOJHKHOCTHOM perjaMeHT (MHCTPYKIus) U 1p.). TpeOoBaHUSA K CTUIIO U3JIOKEHUS PEKBU3UTA
TEKCT.

Nudopmanmonnsie TOKyMEHTHI (aKThl, IPOTOKOJBI, JAOKJIAIHBIC 3alMCKH, CITy>KEOHbIE
MMChbMa, CIIPaBKU, OTYETHI U JIP.) U TpeOOBaHUS, IPEIbABISIEMbIC K UX O()OPMIICHHIO.

JKuszneHHbIH UK W 9Talbl IOAIOTOBKH CJ'Iy)Ke6HBIX HAOKYMCHTOB.

Tema 2.2. Ocobennoctu ogopMieHusi JAOKYMEHTOB, CO03aBaeMbIX B Mpolecce

YIPpaBJeHHUS MEPCOHATIOM B TAMOKEHHBIX OPraHax

CoOoTHOLLIEHUE TOHATUN «KAAPOBasi JAOKYMEHTALUsD», <JIOKYMEHTHI JIMYHOIO
MMPOUCXOKACHUA (HO JIMYHOMY COCTaBy)», CAOKYMCHTALUA IO YHOPABJICHUIO MCPCOHAIOM», HUX
COCTaB, KJIacCU(pUKaIUS.

JlokymeHTasibHOe OGOopMIICHHE KaJpOBBIX MPOLEAYp - HEOoTbhemiieMas OO0sI3aHHOCTh
paboronmatensa. TpeOoBaHUS POCCHUICKOTO 3aKOHOAATENbCTBA K IMpoOLEAypaM U MpaBHIIaM
o(opMIIeHNS JOKYMEHTOB IO YIPABJICHUIO TIEPCOHAIIOM.

[IpaBuna odopmieHUsT HEKOTOPHIX TOKYMEHTOB (IOJOKEHHE O TMEPCOHATHHBIX

JAHHBIX, IPUKA3 110 JUYHOMY COCTaBY, aTTECTAllMOHHBIH JIUCT, KOHTPAKT U ap.). DopmupoBaHue
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U XpaHEHHE JHMYHOTO JIeJla TOCYAapCTBEHHOIO TPaKIAHCKOTO CIyXamero (CoTpyaHUKa,
pabOTHHKA).

Tema 2.3. Ocob0enHocTu odopmieHHsT JTOKYMEHTOB, HCHOJb3yeMbIX B
MEKIYHAPOIHON NMPAKTHKE BHEIIHEIKOHOMUYECKOH NeTeIbHOCTH

Kommepueckass (nmenoBas) rmepemnmcka: KIacCUPUKALUS KOMMEPYECKHX  IHCEM
(mpeaoroBopHble, NPETEH3UOHHbIE, FApaHTHIHBIE, PEKIAMHbBIE U [p.); NMPaBOBbIE OCHOBAHMSI
MOATOTOBKU; 0COOEHHOCTH O(pOpMIIEHUS; CTPYKTYpa TEKCTa (KOMIIO3UIIMOHHOE TIOCTPOCHHE).

MexnyHapoaHble CTaHAAPThI, HWCIOIb3yeMbIe€ TMPU TMOATOTOBKE U  OGOPMICHHUH

KOMMEPUYECKOH MepenucKku: (opMyIsip, COCTaB U PaCIOIOKEHNE PEKBU3UTOB U T.II.

Pazgen 3. OPTAHU3ALIUA PABOTBI C JOKYMEHTAMMUM (YIIPABJIEHUE
JOKYMEHTAMMN) B TAMOXKXEHHBIX OPTTAHAX

Tema 3.1. Opranusanusi 1BMKeHHSA (IOKYMEHT0000p0oTa) U PadoThI € JOKYMEHTAMH
B TAMOKEHHBIX OpPraHax

CoBpemeHHbIE TpeOOBaHUS K YIPABICHUIO JOKYMEHTaMHU (yNpaBlIeHHE ITOKYMEHTaMHU,
peryiasTHUBHas cpena, IOJUTHUKAa B 0OJAacTH YIpaBlIeHHS JOKYMEHTaMH, pacHpeeieHue
OTBETCTBEHHOCTH M TOJHOMOYMH 10 YNPAaBICHUIO JOKyMeHTamu). CHCTEMHBIM MOAXOJ K
YOPaBJIEHUIO JOKYMEHTaMU B OpraHu3auuu. MeTojosorusi MpOeKTUPOBAHUS U BHEAPEHUS
cucteM ynpasiienus nokyMmeHtamu (CY]I).

JIOKyMEHTOOO0OPOT B TaMOXKEHHOM OpraHe: cojJepXaHue (JOKYMEHTOIOTOKH); 3Talbl
(xapakTepucTHKa; TpeOOBAaHUS K OpraHM3aIlMM); COBPEMEHHBIC CPEICTBA HCCIENOBAaHHUA U
MozenupoBaHusi. OCHOBHbIE NPUHLUIBI pAalMOHAIN3aIUU JOKYMEHTO000OpPOTa B TaMO>KEHHOM
oprase. Boi06op (opmbl opranuzaiuu 1ea0nponu3BoACTBa.

Perucrpanus n1OKyMEHTOB Kak METOJ BKJIOUeHUs AOKyMeHTOB B CVY/I: kirodeBoi 3Tamn
JOKYMEHTOOO0OpOTa M OCHOBa CO3JaHUS JOKYMEHTAIbHOW HMH(OPMAIIMOHHO-TIOMCKOBOM
cuctemnl (JJUIIC). CtpyktypupoBanue JOKYMEHTHUpOBaHHON wHGpopmaruu. [IpuHImmuanisaas
cxema pabotsl JJUIIC.

KommMmepueckne ~ cmpaBouyHbBIE  CUCTEMBl  IIpaBOBOro  xapakrepa  («l'apaHr»,
«Koncynprantllntoc», «Koneke», «FOCHUC» u ap.) kak pa3HOBUAHOCTH 10KyMeHTanbHbIX UIIC:
O(pUIMATBHOCTh, AKTyaJIbHOCTh, IMOJIHOTA M JIOCTOBEPHOCTh MH(GOpPMAIUH, COAEpXKAaIIUWcsS B
HUX.

Tema 3.2. OcobeHHOCTH OpraHu3anuu padoThl ¢ HEKOTOPLIMHM BHAAMH I0KYMEHTOB
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OCoOEHHOCTH OpraHM3alUU JIEIONPOU3BOJCTBA B pab0OTe C YCTHBIMU M HMHCHMEHHBIMU
oOpaieHusiMU rpaxkaaH. PaccmoTpeHue 1o CylecTBy, TpeOOBaHHUS, MNpEAbIBIIEMbIE K
peutenuto. [Ipuem rpaxkaa.

OcobeHHOCTH TOpsAZKA W CPOKM PAaCCMOTPEHMs 3asBICHUN TpaxJaaH B Cllydae
00XaJIOBaHUS WMHU peIICHMN, JIeHUCTBUU (Oe3eiicTBHil) TAaMOKCHHBIX OpPraHOB H  UX
JOJDKHOCTHBIX JTHIIL.

CymHOCTh U OCOOEGHHOCTH OpraHu3alUUd paboThl C JOKYMEHTaMH, COAEpKaIlUMU:
cBeieHust orpanudeHHoro pacnpoctpanenus (JCII), konpuaeHnmanpHyo (IEpPCOHATIBHYIO)
nH(pOpMAIINIO, CITY)KeOHYIO TaifHy, TOCYJapCTBEHHYIO TaiHY.

Tema 3.3. HUundpopmatuzanusi B cdepe JTOKYMEHTAIMOHHOrO0 obecneyeHus:
yHnpasJleHHUs

ABTOMaTH3aIMsl JEIONPOU3BOICTBA — KIIOYEBOM MOMEHT B HAJEKHOCTH pealn3aluu
MOJICIM  yNpaBJIEHUs]  OpraHu3alMed M  COBEPIICHCTBOBAHUS  aJMUHUCTPHPOBAHUS.
CosepuienctBoBanre JIOY - ogHa W3  NOPEaNOCBUIOK — CO3/aHUSl  KOPIIOPATUBHOM
undopmarnmonHon cucrembl (KHMC) opranuszamuu. DTambl W OCHOBHBIE — IPUHIIUIIBI
aBTOMAaTHU3alUU JOKYMEHTOOOOpOoTa (MPUHLMIIBL: IEPBOrO JIMIA, CXaTusi HUHPOpMaLuy,
T00pO’KENaTeNIbHOCTH, OHOKPATHOCTH BBOJA HH(OPMAIIHH).

Cucrembl  3MEKTPOHHOTO  JokyMeHToobopora (COJI): onpenenenue; (GyHKUIUY;
tpeboBanus k COJ1. Onenka sapdexruBHoctu CO/I. [Ipobiemsr BHenpenus CO/I.

@®TC  Poccum B cocTaBe  «IJIGKTPOHHOTO  TNpaBUTENbCTBa».  CHUCTEMbI
MEXBEJIOMCTBEHHOTO  3JICKTPOHHOTO  JOKyMeHTooOopoTa (MDOJIO) ©  3IEKTPOHHOTO
B3aumozeiicteust (CMOB): HazHaueHue; HHQPPACTPYKTypa; OCHOBHbBIE HCIOJIHUTEIN U
YYaCTHUKHU; CTPYKTYpa MeperaBaeMoil HHPpOpMaIiH.

Cospemennble TeHaeHuuu pazputust UT B JIOVY (oGnayHble TEXHOJIOIMM; MOPTaIbHbIE

peuICHUs; TIOTOKOBOC CKAaHUPOBAHUC, U3BJICUCHUC JAHHBIX U [[p)

Paznen 4. JKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

Tema 4.1. Homenkiatypa e

Homenknatypa nen Kak OCHOBa JOKYMEHTAJIbHOIO ()OHIA TaMOKEHHOTO OpraHa u
KJIAaCCU(UKALMOHHBIN CIPaBOYHUK. MHOTroQyHKIIMOHAIbHOCTh HOMEHKJIATYphl e, €€ BUbI,
CXEMbI IOCTPOCHHUS.

TpeboBanus, mpenbsBisieMble K 3arojoBkaMm Jen. IlpusHaku 3aBeneHHs el
Onpenenenne CpoKOB XpaHEHUs JOKYMEHTOB. IlepeuHn HOKyMEHTOB € yKa3aHHMEM CPOKOB HX
XpaHCHUA: BUJbI, HA3HAYCHUC, MOPAJOK HCIIOJIB30BaHUA. OCHOBHEBIE ImpaBujia (bOpMI/IpOBaHI/ISI

i 8
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Tema 4.2. Ilopsaaok mnpoBeleHHsl JKCIHEPTH3bl LEHHOCTH [OKYMEHTOB B
TAMOKEHHBIX OpPraHax

ApxuBHbIi Gonn Poccuiickoit Deaepannu, ero posib B JeI€ COXPAaHHOCTH KYJIbTYPHOTO
Y Hay4HOT'O HAcJEeAMs CTPaHbl U COCTaB. Buabl apXUBOB, UMEIOIIMUXCS B TAMOKEHHBIX OpraHax,
UX 3a7a4d ¥ (PYHKIMH, COCTaB apXUBHBIX (POH/IOB.

[IpuHUIMIIBI, KpUTEPUM W ITaNbl SKCIEPTH3bl LIEHHOCTH JOKYMEHTOB TaMO>KEHHBIX
OpraHoB, B TOM 4YHUCIIE€ 3JEKTPOHHBIX. DKcrepTHble Komuccud (DK) TaMOKEHHBIX OpPraHoB:
3ajaun, (YyHKUMU, opraHu3anus pabotTel. [losHOMOUYMS SKCIEPTHO-NMIPOBEPOUHBIX KOMHCCUI
(OIIK) apxuBHBIX yupexacauii. OhopMieHe pe3yIbTaTOB 3KCTIEPTU3bI IICHHOCTH JOKYMEHTOB.

[Topsinok nepenauu e B apXyUB TaMOXKEHHOTO opraHa. BreleMka, u3bsiTue J1en U3 apxuBa
TaMOKEHHOT0 OpraHa. Beiiaya cripaBok COLMANBHOTO XapakTepa.

ITonsiTHe «3neKTpOHHOTrO apxuBa» (DA) ¢ Touku 3peHus apxusucra u UT-cnenuanucra.
Bunst DA. TpeboBanusa k xpanwmunyy OA. IlogBogHple KaMHHM HCHOJB30BaHUSA DA U

YHHUYTOKCHHA 3JICKTPOHHBIX JOKYMCHTOB.

Paszea 5. CPEJICTBA OPTAHU3AIIMOHHOM TEXHUKHU, UCITIOJIb3YEMBIE
IIPU PABOTE C JOKYMEHTAMU

Tema 5.1. Knaccudukauus cpeAcTB OPITEXHUKH U UX OCHOBHbIEC XapaKTePUCTUKHU

CpenctBa  Manoil  OPITEXHHKHM -  DJIEMEHT  KYJbTYpbl  YIPaBJICHUYECKOTO
tpyna.Kimaccudpukanust cpeacTts OprreXHUKHA — (KOMUPOBAIBHBIC — ammapaThbl, TEICTAMIIBI,

Teﬂe(baKCBI, CpCaAcCTBa CBA3U U I[p) N UX OCHOBHBIC XapPaKTCPUCTUKHU.

Tema 5.2. Oco0eHHOCTH HCI0JIB30BAHMSA YJIEKTPOHHOI, TeJlerpaHoii, TeeTalIHOM,
bakcuMuIbHOI CBSA3M

OcobenHoctH HCIIOJb30BaHUS AIEKTPOHHOM, TenerpadHoOH, TEJICTANITHOM,
(hakcumuinbHOM cBs3U. [10IMHHOCTE TIEpenaBacMbIX CPEJCTBAMHU JJICKTPOHHOM, TenerpadHOH,
TeNeTalHON, (aKCUMUIBHONH CBSI3M JOKYMEHTOB, MpaBHiia WX TMOATOTOBKM U TMpolexypa

nepenavyn/mpruemMa B TAMOKCHHBIX OpraHax.

3. MaTepuaJjibl TEKYIIEro KOHTPOJISl YCIIEBA€MOCTH 00yUAIOIIUXCS U
(oH OLIEHOYHBIX CPEACTB MPOMEKYTOYHOM ATTECTALMH M0 JTUCHHUILIMHE (MOIYJIIO)

4.1. ®opmMbl U MeTOAbl TEKYLIEro KOHTPOJISL YCIEeBAEMOCTH O0y4YalOUIUXCAd U
NMPOMEKYTOYHOM aTTeCTaAlUuM.
dopMa aTTecTaumm - 3a4eT
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4.1.1. B xoae peanuM3anuM AUCHMILUIMHBI (UHOEKC, HAUMeHO8aHUe) WCIOJb3YHTCS
cJIeAyouIue MeTOAbI TEKYIIero KOHTPOJIsSl YCIIeBAeMOCTH 00y4al0uXcs:

Tema u/unm paznen Metoap! TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH

OcHoBubple moHATHS  ® | Ompoc, pereHue 3aaad, TeCT
TCPMUHOJIOT U B
JIOKYMEHTAIIOHHOM

o0ecrieueHuN yIpaBIeHHS

JlokymeHTHpOBaHME Omnpoc, pemenue 3aaad, TeCT
YIPABJIEHYECKON
JESATENTbHOCTH
TaMO>KEHHBIX OPTaHOB

Opraams3arnus  pabotel ¢ | Omnpoc, pemeHue 3aaad, TeCT
JIOKYMEHTaMH
(ympaBneHue
JIOKYMEHTaMH) B
TaMOYKEHHBIX OpraHax

DKkcneprusa nenHoctu | Ompoc, penieHue 3aaad, TeCT
JIOKYMEHTOB

CpenctBa Ormpoc, pelnieHue 3aaad, TeCT
OpraHu3aluOHHON
TEXHUKMU, HUCIIOJIb3YCMbIC
Ipu pabote c
JOKYMEHTaMH

4.1.2. 3aueT NpPOBOAUTCS C IPUMEHEHUEM CJIEAYIOIIUX METOI0B (CPEACTB):

3auem nposooumcs no eonpocam

[Ipy HEOOXOIUMOCTH TMPETyCMATPUBACTCS YBEIMUYECHHE BPEMEHHM HA TIOJITOTOBKY K
3a4eTy, a TAKXKE IPENOCTABIAETCA JOMOJIHUTEIBHOE BpEM 11 IIOATOTOBKH OTBETA Ha 3a4eTe.

[Ipouenypa TpoBeACHHS MPOMEKYTOYHOW AaTTECTAllMM JUIsi  OOYYalolmUXCs ¢
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbSI M OOYYAIOUINXCS HHBAIWIOB YCTAHABIMBACTCS C
y4ETOM HMHAMBUAYATBHBIX TcMXodu3udeckux ocobOeHHocTed. [lpomexxyTounas arrecTanus
MOJKET IIPOBOJUTHCS B HECKOJIBKO TAIOB.

4.2. MartepuaJjibl TEKyIIero KOHTPOJISI YCIIEBAeMOCTH 00yYaI0IINX .

Marepuanbsl TEKyIIEro KOHTPOJS YCIHEBAaeMOCTH MpPENOCTaBIsIOTCS B (dopmax,
aJIalTUPOBAHHBIX K KOHKPETHBIM OrPAHUYEHUSIM  3JI0pOBbS M BOCHPUATHS HH(OpMaLUu
00y4aroImxcs:

- IS JIML C HApYLIEHUSIMU 3pEHMS: B Me4aTHOU (hopMe yBeIUYeHHBIM MIpUpTOM, B hopme

3JIEKTPOHHOT'O IOKyMEHTa, B (hopMme ayanodaiina, B meyaTHON Gpopme Ha s3bike bpaiiis.
- IS JIML C HApYLIEHUSIMU CllyXa: B Ie4aTHON Gopme, B popMe 3JIEKTPOHHOTO TOKYMEHTA;
- JUIs JIML C HapyIIEHUSIMH ONIOPHO-/IBUTATEJILHOTO anmnapaTa: B Ie4aTHoi (opme, B

(dhopme 2IEeKTPOHHOTO TOKYMEHTa, B popMme ayanodaiina.

[Ipu npoBeneHun mpoueaypsl OLUEHUBAHUS PE3YJIbTATOB O0YUYSHHMS MHBAIHMJIOB M JIUI[ C
OTrpaHUYEHHBIMU BO3MOKHOCTSIMHU 3/I0POBBS IIPELyCMAaTPUBAETCSl UCIOJIB30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOJUMBIX UM B CBSI3U C UX WHAMBUIYAIbHBIMH OCOOEHHOCTSIMH. DTH CpelCTBa
moryT ObITh mpenocraBieHsl MIIMHBPAHXul'C unu moryt ucmnonb3oBaThesi COOCTBEHHBIE
TEXHUUYECKUE CPEICTBA.

[Tpu HE0OXO0AMMOCTH MHBAIUAAM U JIUL[AM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3710POBbSI
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npeaoCTaBIACTCA JOIIOJIHUTCIBHOC BpEMA IJIA IOATOTOBKU OTBETA HA BBIIIOJIHCHUC BaﬂaHHﬁ.

TunoBblie OLEHOYHbIE MAaTEePHAJIBI (3a1a4H)
IIpakTHKYM 10 pemeHnIo 3a1a4 (MPAKTHYECKUX CUTYyalMid) 10 TeMaM JIeKIHH

K Teme 1.2.:

3amaua Ne 1. Haiimute B pa3nuyHBIX HCTOYHHUKAX (TFOCYJAapCTBEHHBIC CTAaHIAPTHI,
npodeccuoHanbHbIe MEPUOIUYSCKUE U3/IaHUS U JP.) ONpEAeTeHUs MOHATHS «HH(pOpMaIHs U
CpaBHUTE UX C ONpe/eIeHrnEeM, KoTopoe nmpuBoauTcs B @enepanbHoM 3akone «O0 uHpopmanuy,
MH()OPMAITMOHHBIX TEXHOJIOTHSAX U O 3amuTte uHpopmanum». Kakoe u3 ompeneneHuii, Ha Bam
B3TJIS1/1, TOUHEE PACKPBIBAET €ro0 CyTh?

3amawa Ne 2. Haiinute B pasNUYHBIX HCTOYHUKAX (TOCYyAapCTBEHHBIC CTaHIAPTHI,
po(ecCHOHANBHBIC TEPUONICCKUE U3MAHUS W Jp.) ONPEACICHUS MOHITHS «IOKYMEHT» U
CpPaBHUTE WX C OmpeereHrneM, Kotopoe npuBoautcs B denepanbHoM 3akone «O0 nHbopmaiumy,
MH(GOPMAILIMOHHBIX TEXHOJOTUAX U O 3ammre uHpopmanumn». Kakoe u3 onpenenenuii, Ha Ba
B3IJIAA]l, TOUHEE PACKPBIBAET €0 CYTh?

K Teme 2.1.:

3amaua Ne 1. Cnopoextupyiite OnaHkK (C YIVIOBBIM pPAaclONOXEHHUEM PEKBU3UTOB)
JOKJIATHOW 3alMuCKU Ha HMMs HavyalbHUKa MyYpMaHCKOM TaMOKHH, COXpaHUTE €ro B BHUJE
maboHa.

3agaua Ne 2. Vcnonb3ys mabiaoH, HOATOTOBBTE MPOEKT JTOKJIAIHON 3alUCKH OT UMEHH
HayaJbHUKa OTJeNa KagpoB MypMaHCKOH TaMOXHH C MPEIJIOKEHHEM O MPOBEIACHUU
Mpou3BOACTBEHHOU NpakTuku ctyeHToB PAHXul'C B nepuon ¢ 1 anpens no 25 anpens 2016 r.
(ocHOBaHHWEeM [UIsl JOKJIAQJHOM 3amUCKH TOCTY>KWJIO TUCHMO (oOpallleHue) HOPUINIECKOrOo
¢dakynprera PAHXul'C ot 10 ¢eBpans 2016 r.). B npunokeHusx K JOKITATHON 3arUCKe
YKOKUTE CIMCOK CTYACHTOB, HAMpaBISEMBIX B TAMOXHIO MJIsi TPOXOXKIEHUS mNpakTuku (7
YeNoBeK), a TaKkXKe 3aJaHusl, KOTOpble UM HEOOXOIMMO BBIMOJHUTH. [loanumnTe AOKYMEHT
1M pOBOM MOAMUCHIO U OTIPABHTE €0 HA KOMIBIOTED MpemogaBaTes.

3amaga Ne 3. Odopmure OTYET O NPOXONKIACHUU CTYJIECHTAMH TIPOU3BOJICTBEHHOMN
MpakTUKH B MypMaHCKOW TaMOXXHE OT MMEHHU 3aBEAYIOIIEro Kadeapol TaMOXEeHHOTO TpaBa
PAHXul'C. OT4uer nomkeH ObITh YTBEPXKJICH IeKaHOM ropuandeckoro ¢gakyiabrera PAHXul C.

3amaua Ne 4. A) IloarotoBbTe MPOEKT OMKHOCTHOW WHCTPYKLIMHU Uis pabOTHHKA
npaBoBoro otzaena CeBepo-3amaJHOr0 TAMOXKEHHOTO YIPaBJICHHUS, B 00SI3aHHOCTH KOTOPOTO

BXOOUT KO)II/I(l)I/IKaHI/IfI TaMOXXCHHOI'O 3aKOHOJAaTCJIbCTBA.
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b) [IloaroroBpTe TEKCT JOHKHOCTHOIO  perjaMeHTa JUisi TOCYJapCTBEHHOI'O
IPa)X/IaHCKOIO CIIy’alllero, 3aMelIalollero JOJDKHOCTh CcTapuiero crneuuanucra Otaena
JOKYMEHTAIIMOHHOT0 o0ecrieueHus B lllepemMeTbeBCKOM TaMOKHE.

3amaga Ne 5. Hcmonb3ys moiydyeHHBbIE HaBBIKM pabOThI B TEKCTOBOM penakTtope MS
WORD, opopmute B COOTBETCTBUU C ACUCTBYIONMMH NPAaBUIAMUA U HOPMAMHU JIEJIOBOTO CTHIIS
pacnopsAUTEIbHbINA JOKYMEHT TAMOXKEHHOI'O OpraHa Ha OCHOBE OJTHOM U3 CUTYallUi.

A) B TaMOX€HHOM OpraHe TUIaHUPYETCS MPOBEJCHUE ayIMTOPCKON mpoBepku (¢ 20 mas
mo 23 masi) Oyxraiatepckoil oT4eTHOCTU. B mpezacrosiieil mpoBepke AOMKHA MPUHITH y4acTHe
Benyumi Oyxrantep M.I1. CMupHOBa, KOTOpast HAXOAUTCA B €KErOJHO OIJIAYMBAEMOM OTITYCKE
¢ 10 mast 2016 r. PykoBoacTBO TaMOXHH peniniio oto3BaTh u3 otnycka M.I1. CmupHoBy ¢ 20 mast
2016 1. Ilpenmomaraercs, 4to mpHw pacuere 3apaboTHoi tuiatel CmupHoBoit W.II. Oynen
MIPOM3BENICH 3a4YeT BBIMJIAYEHHBIX CyMM (M3IHUIIIHE) HA YacTh OTIycka (koTopyro Cmupnosa .11
HE MCIO0Jb30BaJIa), a OT/E] KaJpOB U3MEHUT COOTBETCTBYIOIINE TOKYMEHTHI.

b) ITucemom us3PTVY 3a No 94-16/786 ot 25 nmexabpsi 2008 roma 10 cBeIEHUST TaMOXKEH
peruoHa ObUIM JTOBEACHBI MOJOKEHUs MyHKTOB 4, 5, 6 crtarbu 3 @DenepanbHOro 3aKOoHa O
npoTuBoAekcTBUU Koppynimu (oT 25.12.2008 Ne 273) B mopsake undopmanuu. Ucxoas ux
TEKCTOB 3aKOHa Y MHCbMA CTAJIO SICHO, YTO HEOOXOAMMO OpPraHU30BATH Psii MEpOIpusTUil B N-
CKOIl TaMOXKHE, B YAaCTHOCTH: paccKazaTh MOJYUHEHHBIM (3TO JOJDKHBI CHENaTh HadaJbHUKU
TaMOKEHHBIX TIOCTOB M CTPYKTYPHBIX MOJpa3JeieHHil) O TOM, YTO OTBETCTBEHHOCTb 3a
COBEpILEHUE KOPPYMIMOHHBIX TMPABOHAPYIIEHHM HEOTBPATHMA; OCBETUTh  MOJOXKECHHS
AHTUKOPPYIIIMOHHOTO 3aKOHOJAATENbCTBA; paccka3aTb 00 wuMeromieiics HHpoOpMamuun o
BO30Y’KJICHHBIX B OTHOIIEHWU TaMOXEHHUKOB YTOJIOBHBIX Jelax M T.I.; Bce Oecenpl,
MHCTPYKTaXX pPEKOMEHIyeTcs o0s3aTelbHO 3amuChiBaTh B JKypHad, oOpaszel] KOTOpOro
paszpabotanmo PTVY; cam »KypHan JOKEH YUYUTHIBATHCS B HOMEHKIAType el TaMOXKHU;
Ha4yaJIbHUKY oTAena kKaapoB N-ckoil tamoxkHu M.M. VBaHOBY HyXHO 1M03a00TUTBCA O TOM,
9YTOOBl COTPYAHHMKM HUMEIM HAa MecTax U O3HakoMmiuch ¢ IlamsaTkoil 00 orpaHuuYeHUsX,
3amnpeTax, TpeOOBaHMSIX K CIy:)KEOHOMY MOBEACHUIO M MPEAYNPEKICHUIO KOPPYMIIMOHHBIX
npaBoHapylIeHui (mamsTka pazpadorana PTY).

K teme 2.2.:

3amaya Ne 1. [loxroroBeTe mpoekT mpukaza o npueme Ha pabory C.M. CepreeBoii B
Poccuiickyro TaMOXKEHHYIO aKaJIleMUIO Ha JOJKHOCTh cTapiero oubiauorpada ¢ 1 maprta 2016 r.
C UCHIBITATEIbHBIM CPOKOM.

3amaua Ne 2. CocTaBbT€ CHHCOK JOKYMEHTOB, BXxoAasmux B jauuHoe naeno C.U.

CepreeBoii.
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3amaga Ne 3. Oopmure komannupoBky C.U. CepreeBoii Ha 3 nHsa B J[ambHEBOCTOYHBII
¢unuan Poccuiickoil TamoxxeHHOM akaaemuu ang ydactust 10 mapra 2016 r. B HayyHOU
KOH(pepeHIIUN «INEeKTPOHHAast ONOINOTEeKa: BBI30BBI BPEMEHM.

K Teme 2.3.:

3amaua Ne 1. [ToaroroBeTe MpOEKT rapaHTUMHOIO MUCbMa OT UMEHH /[anbHEBOCTOUYHOTO
TaMOKEHHOT'0 YNpaBJICHUsI Ha UMl PYKOBOAMUTENS (PUPMBI 110 MPOJaKe KOMIIbIOTEPHOU TEXHUKHU
(r. BmaguBocTok, ynuna [To6ensl, a. 12) ¢ mpock6oit moctaButh 45 kinaBuartyp, 15 npuHTEPOB,
25 MOHHUTOPOB.

3amaga Ne 2. IloaroToBbTe€ MPOEKT MPETEH3MOHHOIO IMUCbMA HAa UMS PYKOBOAMTEIS
¢GbupMbl 10 MpOJAKe KOMIBIOTEPHON TEXHMKH: 3 MOHHMTOpa ObUIM HMOBPEXAEHBI B IpoOIEcce
JIOCTaBKM;, BMECTO 45 KiIaBUaTyp, KOTOpble ObUIM oOIuiadeHsl mo cuery, B JIBTY Obuto
noctasieHo Bcero 40. IIpoekT mucbma NODKEH ObITh 3aBU3UPOBAH HAYaJIbHUKOM IIPABOBOTO
otnena ABTY.

3amaua Ne 3. OdopmuTe mUCHMO-TIpUTIIANICHUE Ha 3aceqanue KoHCcyapTaTHBHOTO coBETa
€ro y4aCTHUKAaM OT UMEHHM HadaJlbHUKA TaMOXEHHOro opraHa. C MOMOLIBIO ONEPALMH CIUSHUSA
(MS Word) opopmure (3arogHUTE) pEKBU3UT «aJpecary.

K Teme 3.1.:

3amaua Ne 1. Ucnonp3ys CIIC «Koncynerantllmioc» u BJ] «3akoHomaTenbcTBO» Ha
opurmanbHoMm caiite OTC Poccum, BBIMOTHUTE 3ampoc, YAOBICTBOPSIONMINN CICAYIOIIUM
ycinoBusiM: Haiinure Bce nelicTByromme HopMaTuBHbIE IpaBoBble akTel PTC Poccu u ee
IIpeIIECTBEHHUKOB. Pe3ybTaThl MOKMCKAa COXpAaHUTE B BUPTYaJIbHOW IMAIKE.

3amaua Ne 2. Ucnonwiys umeromuecs B CIIC «Koncynbrantllniocy mHpopmManmoHHo-
nouckoBble s3blku  (mone  «Temaruka» wu  IIpaBoBoil HaBUTaTop), BBHINOJHUTE 3ampoc,
YIOBJIETBOPSIONIMM  cenyromuM yciaoBusM: Haiinute Bce aAeWCTBYIOLIME HOPMAaTUBHBIE
npaBoBele akTel DTC Poccun, peub B KOTOPBIX HIET 00 OpraHu3alUH SJIEKTPOHHOTO
JOKYMEHTO000pOTa B TAMOYKEHHBIX OpraHax.

3amaua Ne 3. Hcnonb3ys oduIMaIbHBI HWHTEPHET-MIOPTAT MPABOBOW HWHMOpMaIuu

(http://pravo.gov.ru), BBIIOIHUTE 3aMIPOC, YAOBJIETBOPSIONINN CleaAyomuM ycnoBusm: Haiinure
HOPMATHBHBIC TPABOBHIE aKThl, PeUb B KOTOPBHIX HAET 00 OpraHu3anuu (yHKIHOHHUPOBAHHS
CHUCTEMBI MEKBEJIOMCTBEHHOTO JJIEKTPOHHOTO JokymeHtoobopora (MBJIO) B Poccuiickoii
denepanuu.

K Tteme 3.2.:

3agaua Ne 1.M300pa3uTe WUCHONHEHHE WHHULIMATHUBHOTO IIpHKa3a IO OCHOBHOM

ACATCIIBHOCTU B TAMOXCHHOM OPraHe B BUAC OIICPOrpaMMBI.


http://pravo.gov.ru/
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3amaga Ne 2.1300pa3uTe MCHOTHEHHE BXOJSIICTO JOKYMEHTa (CIy)KeOHOE MUChMO) B
BU/JIE aJITOPUTMA WJIH MIPOLIECCa.
3amaua Ne 3. [lepeuncnute, UCMONB3Ysl HOPMATUBHO-METOINYECKYIO 0a3y AUCUUIUIMHBI,
OCHOBHbIE TpeOOBaHUS K (DYHKIIMOHMPOBAHUIO CHCTEMBI 3JEKTPOHHOIO JOKYMEHTO0000poTa (B
(benepambHOM OpraHe UCIOJTHUTEIBHOM BIIACTH).
K teme 4.1.:
3agaya Ne 1. IloAroToBbTE MPOEKT HOMEHKIATYPHI A€d YYETHO-PETUCTPALIMOHHOTO
oraeneHus OnepaTUBHON TaMOYKHHU, B COCTaB KOTOPOH JOJKHBI BOWTHU CJIEIYIOLIME 3ar0JIOBKU
7en (3aroJ0BKH JJOJKHBI OBITh MPEIBAPUTEIBHO OTPEAAKTUPOBAHBI U CUCTEMATU3UPOBAHbI):
1. [Tonoxxenue 06 otaene (MOAIMHHUK — B OTAENE KaJPOB).
2. JIOKHOCTHBIE pErjJaMeHThl U HMHCTPYKIUHU COTPYAHHKAM W pabOTHUKaAM
oTHeNa.
3. IIpuxa3elt ®TC Poccun u nepenucka ¢ HUM.
4. Ilepenucka ¢ ®TC PO no BompocaMm HapyLIeHHs TaMO>KEHHBIX MpaBHII,
KYPHAII UX PETUCTPALIUU.
5. Pa3nasg cratucTuuyeckas OTYETHOCTb II0 ONEpPaTUBHOW pabore oTxHENa
(e’xeHeeNbHBIE, KBapTaJIbHBIE, TOJIOBBIE).
6. Kypnain yuera nen o6 All
7. Homenkinarypa aen.
8. JKypnan nBwxkeHHs nen 00 aJIMHUHUCTPATUBHBIX IMPaBOHAPYIICHUSX,
3aKOHYEHHBIX IPOU3BOJICTBOM.
9. IlepemelieHre BOUHCKUX TPY30B MO/ TAMOKEHHBIM KOHTPOJIEM.
10. IIpukassl MO TAMOKHE.
3amagya Ne 2. Hcnonw3ys IlepedyeHb THUNOBBIX YIPAaBJIECHYECKUX apPXUBHBIX
JOKYMEHTOB. .., YTBEP>KJIEHHBIN NpuKazoM MunkynbTypbl Poccun ot 25 aBrycra 2010 r. Ne 558,

OIpeaAcInTE CPOKH XPAaHCHUA JCJI, BKIIFOYCHHBIX B HOMCHKIIATYPY.
3amaua Ne 3. Ompenenute MPU3HAKK 3aBEJICHUs JeT U YKaXUTe X B rpade D
HOMeEHKJIaTypsbl «IIpumedanne».

IIpuMepHbIe OLIEeHOYHbIE MATEPHUAJIbI (TECTHI)

Ilpumepnuvie mecmoeswle 3a0anus K pazoeny 1

Coneprkanue Bomnpoca BapuanTsl 0TBETOB
l. Omnpenenenve TEPMHHA 1. TonkoBoM ciioBape pPYCCKOTO s3bIKa
«JIOKYMEHT» IIPUBOJIUTCS B: Oxxeroga.
2.TOCT P 6.30-2003.
3. ®denepaibHOM 3aKOHE «00
UHpOpMaLIUH, MH(POPMALMOHHBIX
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ConeprkaHue Borpoca

BapuaHTh!l OTBETOB

TCXHOJOI'UAX. .. ».

4.TOCT P 51141-98.

2. JloKyMeHT, KOTOPBIM
ONpeeNsoTcs  MpaBWwiIa W JTalbl
MOATOTOBKA HOPMATUBHBIX IPaBOBBIX
aKTOB (benepanbHbIX OpraHoB

HCIIOJIHUTEIbHOM BJIaCTH, - 3TO:

1. ITpuxaz ®TC Poccun.

2. IlocranoBnenue IlpaBurensctBa PO.

3. Tunosas UHCTPYKLUSA 1o
JEJIONPOU3BOACTBY  JUIsi ~ MHUHUCTEPCTB U

BEJIOMCTB, yTBep:kAeHHass PocapXuBom.
4. denepanbHBINA 3aKOH.

3. [lepeuenn CBEJICHUN
TaMOXXCHHOTO OpraHa, MOMaIaroNIUX IO
KaTeropui0 «roCyJapCTBEHHAs TaifHa»
YTBEPIKIACT:

1. MexBenOMCTBEHHasi KOMHCCHUS TIO
3alIUTE TOCY/IAPCTBEHHON TalHBbI.

2. Ilpe3unenr PO.

3. IIpaBurenbcTBO PO.

4. PykoBoaurens @TC Poccun.

5. HavanpHUK TaMOXEHHOrO Oprasa.

4. B Munrocte Poccun momgexar
pETUCTpalliy TOKYMEHTHI:

1. Bce mpaBoBble axThl, H37aBaEMbIe
dbenepalTbHBIMA ~ OpraHaMW  UCIOJIHUTEITHLHOMN
BIIACTH.

2. Tonpko HOpPMaTUBHBIE MPABOBBIE
aKThl, 3aTparuBalIIMe TpaBa, CBOOOJBI U
00sI3aHHOCTH  4YeJIOBeKa H TpaXIaHWHA U
yCTaHaBJIMBAIOIINE IIPaBOBOM CTaryc
OpraHu3aluii.

3. HopmaruBHble TpaBOBbIE  aKThI,
3aTparvBaroIre mpasa, CBOOOABI U 00S3aHHOCTH
YCJIOBCKa U TpaxAaHWHA, YCTAaHABJIMBANOMINC
MPaBOBOM  CTaTyC OpraHu3aluid, HMEIOIINe
MEXBEJIOMCTBEHHBIN XapaKkTep, HE3aBUCUMO OT
CpOKa UX JEHUCTBHUSI.

5. ITopsimox IIPUMEHEHUS
YCUJICHHOW  AJIEKTPOHHOM  TOAMHUCH
YCTAHOBJIEH:

1. VYnocrosepstomum 1nentpom DOTC
Poccumn.

2. llocranoBnenuem [IpaButenscrea PO.

3. denepalibHBIM 3aKOHOM.

6. Bunpl ¥ nopsiiok NpUMEHEHUS
nevyared W IITaMIIOB B TaMOXKEHHBIX
OpraHax OIpeIEIISIFOTCS:

1. ITocranoBnenuem IlpaBurensctBa PP
«006 YIIOPSI0UCHUN M3TOTOBIICHHS,
UCTIONIb30BaHUs, XPaHEHHUs ¥ YHHUYTOXCHHUS
neyareil 1 OJaHKOB...».

2.TOCT P 5 51511-2001.

3. PacmopsauTenbHBIMH JOKyMEHTaMH
TaMO>KEHHOT'O OpTaHa.

7. ITopsimox pa3paboTKHy, 1. ®denepabHBIM 3aKOHOM.
NPUHATUSA, BBENCHUS B  JCUCTBHUE 2. [locranoBnenuem [IpaButenscra PO.
o011epoccuiickux KJ1accu(pUKaTOPOB 3. HaumoHnanbHBIM  OpraHoM IO
TEXHUKO-D)KOHOMUYECKOM M COLMAIBHOM | CTaHJAPTHU3ALUN.
UH(POPMALIUU YCTaHABIMBAETCS:

8. OOs3arenbHBIM  YCIOBHEM 1. [TocranoBka Ha y4er B
BKJIFOUEHUS uHpOpMaLUu B | COOTBETCTBYIOLIEM HALIMOHAJIILHOM OpIaHE.

MH(GOPMaILIMOHHBIE PECYPCHI SIBJIAETCS:

2. JIokyMeHTHpOBaHHUE.
3. Peructpamus B HH(DOpPMAIIMOHHO-
IIOMCKOBOM CHUCTEME OPraHMU3aLHH.

9. OO6s3aHbI
(rpasxaHe, oprasbl

1 TIOJB30BATENN
rOCYIapCTBEHHOM

1. Ja.
2. Her.
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BJIACTH, OOIECTBCHHBbIC OOBEJAUHEHHS H
JIp.) 0OOCHOBBIBATH TEpe]] BaAelibIlaMH

3. Z[a, B UCKIIFOYUTCIIBHBIX ClIy4dasX.

rOCYJapCTBEHHbIX  MH()OPMALMOHHBIX
pecypcoB HEOOXOIUMOCTh TOJIYYCHHS
3ampammnBaeMoil  MMu  MHpOpMaLuH,
JIOCTYH K KOTOPOM HE OIpaHUYEH:

10. OcHoBHbIE JJIEMEHTBI 1. Bce D2lEeKTpOHHBIE [OKYMEHTHI H
MH(GOPMaLIMOHHBIX pPECYPCOB | CBEICHUS, HMEIOLIMECS B  PacloOpsLKEHUU
TaMOKEHHBIX OPraHOB — 3TO: TaMOKEHHBIX OPI'aHOB.

2. bymakHbie u JJICKTPOHHBIE
JOKYMEHTBI,  CO3/1aBa€Mbl€  TaMOKEHHBIMU
OpraHaMu.

3. Bymaxnsle u AIIEKTPOHHBIE

JOKYMCHTBI, CBCACHUA U CPCACTBA OpraHu3alvunu
HH(bOpMaL[I/II/I, MNpEACTAaBJIKICMBIC JIMAMU IIPpU
COBCPHICHUN TaMOXKCHHBIX onepaunﬁ, a TaKXKe
HWHBIC NOKYMCHTBI U CBCACHHA, MMCHOIIHUCCI B
PACTIOPSAKCHU N TaAMOKCHHBIX OpPIraHOB.

11. TpynoBble OTHOLIEHUS MEXTY
paboTHUKOM u paboTonaTeneM
(Ha4aJbHUKOM TaMOXEHHOTO OpraHa)
BO3HUKAIOT Ha OCHOBAaHUHU:

1. 3asBieHus o mpueme Ha paboTy.

2. Ilpukaza o npueMe (Ha3HAYEHUH) HA
paboTy (IOIKHOCTB).

3. TpynoBoro moroBopa.

4. JIomKHOCTHOTO periaMeHTa

5. KonTpakra.

12. B Tabens hopM TOKYMEHTOB
OpraHM3allii B TIEPBYI0  Ouepenb
BKJIIOYAIOTCSL  CJIEAYIOUIME  KaJlpOBbIE
JIOKyMEHTBHI:

1. Ilpuka3 o mnpueme (Ha3HAYEHUN),
npuka3 o0 yBoJbHEHHUH (OCBOOOXKICHHH),
KOHTPAaKT,  JIOTOBOp,  TpyJIoBas  KHHXKKA,
3asBJIEHUE, AKT, CIIPaBKa.

2. Ilpukaz 1o JUYHOMY
3asgBJIEHUE, IITaTHOE paclucaHue,
OTITyCKOB, CIIPaBKa, 3asBJICHHE, JOTOBOP.

3. Ilpukaz o mpueme (HA3HAYEHUN),
npuka3 00 yBoibHEHHH (OCBOOOXIECHUM),
HITaTHOE  paclucaHue, TrpaQuK  OTIYCKOB,
MIOJI0KEHHUE O 3aIIUTE MEPCOHAIBHBIX JTAHHBIX.

COCTaBy,
rpaduk

13. TIlouwatue «cucrema» B
craugapre P ICO 15489-1 Bkitouaer:

1. IIpormeccyl HapaBHE ¢ UHCTPYMEHTaMHU
1 TEXHOJIOTHSIMH.

2. Jomei u
MIPOLIECCHI.

3. Jlrogeit um mpoliieccsl
WHCTPYMEHTAMH M TEXHOJIOTHUSIMHU.

IMPONU3BOACTBCHHEBIC

HapaBHC C

14. OrpanunueHue JocTyma K
UH(POPMALIUU YCTaHABIMBACTCS:

1. IlocranoBnenusmu IlpaBurenscrsa
P®.

2. ®enepanbHBIMU 3aKOHAMM.

3. JIokaapHBIMH HOPMAaTUBHBIMH aKTAMH.

15. B enepanbHbIX oOpraHax 1. 3akononarensctBoM POD.
VCIIOJIHUTEIILHON BJIACTH 2. [IpaButenscTBoM POD.
JIOKYMEHTUPOBAaHHE uHpOpMaLUU 3. ®denepabHBIM OpraHoM
OCYILECTBIISAETCS B MOPSIZIKE, | UCTIOJHUTEIIBHON BIIACTH.

YCTaHABJIUBAEMBIM: 4. Anmunuctpauueit [Ipesunenra PO.

Ilpumepnuvie mecmoevie 3a0anus K pazoeny 2
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1. K yaudunupoBanHoii cucreme
MO>KHO OTHECTH:

1. CI/ICTCMy TaMOKEHHOM AOKYMCHTAIUH.

2. Cucremy BHEIITHETOPTOBOU
JOKYMEHTALUH.

3. Cucremy MPOIECCYyaTbHOM
JOKYMEHTAIUH.

4. Cucremy nokymeHtauuu [leHcnmoHHOTO
¢donna PO.

5. Cucremy OpraHU3alMOHHO-

paCHOPHﬂHTCHLHOﬁ JOKYMCHTAIIUH.

2. 3a copaepkaHUE JIOKYMEHTa,
IO IITMCAHHOTO 3aMECTHUTENIEM
HaYaJIbHUKA TaMOKEHHOTO OpraHa, HeCeT
OTBECTCTBCHHOCTD.

1. TamoxeHHBIi oOpraH —
JOKYMEHTA.

2. HayanbHUK TaMOXEHHOT'O OpraHa.

3. CocTaBuTenb JOKYMEHTA.

4. 3amMeCcTUTEINb
TaMOKEHHOT'O0 OpraHa.

aBTOP

HadaJIbHUKa

3. denepanbHbIe OpraHbl
rOCy1apCTBEHHOM WCIIOJIHUTEIIbHOU
BJACTU HW3JAIOT  CIEAYIOIIME  BUIbI
HOPMATHUBHBIX MPaBOBBIX aKTOB
(BBIOCPUTE BUIBI):

. [lpukas.

. lupkynsspHOE MUCHMO.
. YKa3zaHue.

. Pacniopsixenue.

. IlpaBuna.

. Ciry’)xe0HO€e TTUCHMO.

. Tenerpamma.

. MHCTpYK1IIMS.

. IIporokon.

10. IloctanoBneHue.

11. ITonoxenue.

12. Ciry>xeOHasi 3amicKa.

O 0 1N DN B W —

4. CoriacoBaHue ObIBAET:

1. BHyTpeHHUM U BHEIIHUM.

2. [1oyIHBIM U KpaTKUM.

3. CJ0XHBIM U TIPOCTHIM.

4. C pyKoOBOIUTEJIEM TaMO>XEHHOTO
OpraHa u pyKOBOJMTEJEM MOAPA3ICICHHUS.

5. C BbIIIECTOSIIMMU PYKOBOJUTENSAMU U
OpraHH3aIsIMH.

5. JocyneOHsiii TIOPSIIOK
paspelieHusi  CIIOpOB  TpEAroJiaraet
HaTpaBJICHUE KOHTPATreHTY:

1. ITmceMa-HarToOMUHAHAS.

2. Ilpennucanusi.

3. [IpeTeH3noHHOTO MHUChMA.
4. JIoroBOpHOro NMchMa.

5. OdepTsL.
6. TaMoxeHHBIE OpraHbl UMEKOT 1. I'ocynapcTBeHHBIIM repo
NpaBoO BOCIPOM3BOAWTH Ha OJaHKax | MHOTOI[BETHBIH.

JAOKYMCHTOB!:

2. I'ocynapcTBeHHBIN TepOd OJHOIBETHBIN
Ha repajbIuyecKOM IIUTE.

3. TocynapcTBeHHBIN Tepd OHOIBETHBIN
0€3 repagbIUIeCKOTO IIUTA.

7. Bribepure
BapHaHTbl  OQOPMIICHUSA
«aTay:

IIPaBUJIbHBIE
pEKBHU3UTA

1. 2 nexabps 2014 roxa.
2.02.12.2014 1.
3.02.12.2014

4. 02 nexabps 2014 rona.
5. 02 nexabps 2014 r.
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6.2014.12.02
7.02.12.14

8. Bribepure IIPABUJIBHBIE
BapHaHTbl  OQOpPMIJIEHHS  PEKBU3UTA
«HAUMEHOBAHHUE aBTOPA JOKYMEHTa»:

1. ®enepanbHas TAMOKEHHAs CITyk0a
JlanbHEeBOCTOUHOE
yIpPaBJICHHUE
BrnanuBocTokckas TaMOXKHS
2. ®enepanbHasi TAMOXKEHHAs CITyk0a
[[lepemeTheBCKAST TAMOMKHS

3. ®enepanbHas TaMOKEHHAs CITyk0a
BrnanuBocTokckas TaMOXKHS

4. @enepanbHasi TAMOXKEHHAs CITyk0a
Poccuiickas TamokeHHAS aKaIeMus

TaMO>KCHHOC

9. Broibepure
KOTOPBIX ~ COCTOUT
YTBEPKACHUSD):

AJIIEMEHTHI, U3
PEKBU3UT  «TpUd

1. Cnoo «YTBEPX/IAIO».

2. HaumenoBanue aBTOpa JOKYMCHTA.
JOJDKHOCTH  JIMIIA,

3. HaummenoBanue
YTBEPKIAOILEr0 JTOKYMEHT.

4. PactmmdpoBKa MOAMKCH.

5. ®amunusi.

6. Jlara.

7. PeructpaliuOHHbIIA HOMED.

10. DNEeKTPOHHBIN
UICHTH(PHUKATOP UCTIONB3YIOT JIJIS:

1. Perncrpanum 1OKyMeHTA.
2. [IpocTaBnenus
MMOCTYTUIEHUH JOKYMEHTA B OPTraHU3ALMIO.

OTMCTKH

0

3. O6o3HaueHNs] HAMMEHOBaHU (Qaiina Ha

MAaIIMHHOM HOCHUTEIIE.
4. Hymepanuu cTpaHuil.

1. K pacnopsAIUTeIbHbIM 1. Cmy»)ebHo€ MUCHMO.
JIOKYMEHTaM OTHOCSTCSL: 2. JloxsagHast 3aIKCKa.
3. Ilpukas.
4. Pemenue.
5. Ilporoko.
6. ITonoxxeHue.
7. PactiopsixeHue.
8. IlpaBuia.
12. Bri6epute BO3MOKHBIE 1. HayanbHUK.
BAPDUAHTBHl HAIMCAHUS HAUMEHOBAHUA 2. HavanbHuk, Mailop TaMOXEHHOU
JOJKHOCTH B PEKBU3UTE «IOJAIMKUCH» OT | CIIY>KOBI.
UMEHU Ha4yaJbHHUKA BryxoBckon 3. HauanpHuk BHyKOBCKO#M TaMOXKHH.

TaMOXXHHU Ha JOKYMCHTC, O(bOpMJ'ICHHOM
Ha YUCTOM JIUCTC:

4. HavanbHuk BHYKOBCKOW TaMOKHH,

Maiop TaMOXXEHHOM CITyXOBI.

13. COBOKYNHOCTh PEKBU3UTOB,
PacIoJIOKEHHBIX B JIOKYMEHTE
OTIpeJIeIEHHBIM 00pa3oM — 3TO:

1. TunoBo# hopMyJIIp TOKyMEHTA.
. PopMyIIsIp TOKyMEHTA.

. [l1abyioH TOKyMeHTa.

. Maketr 1OKyMeHTa.

14. Jluct Oymaru WIH
JIEKTPOHHBIN IIA0JIOH C pPEKBU3UTAMH,
UICHTHQULIUPYIOLIMMU aBTOpa
O(QUIMATIBHOTO TIOKYMEHTa — 3TO:

. ©opmysp.
. bank.
. «[IJanka» TOKyMeHTa.

15. Bpbibepute HenpaBUIbHbIE
BapHaHTbl  OQOpPMIJIEHHS  PEKBU3UTA
«azgpecar»:

2
3
4
1. [ITa6moH.
2
3
4
1

. O.I1. O6pa3uoBy
yn. CanoBas, 1. 12, xB. 4,
r. JIunku, Kupeesckuii paiioH,
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Tynbckas 00:1., 301264

2. ®TC Poccun

VYnpasienue nenamu

3. ®enepasibHasi TAMOKEHHas CIIyk0a
HavanpHuky YnpasieHus aeinamu
.M. BanoBy

4. 'enepanibHOMY TUPEKTOPY

OAO «CeBepHble peruoHb»
[Terposy ILII.

16. OrtMerka O  HAIAYUHU
OPUJIOKEHUST B PaCHOPSAUTEIHHOM
JTIOKyMEHTE 0POpMIISETCS:

1. ITocne Tekcta nepen MoaMUCHIO.

2. B Tekcre JOKyMeHTa.

3. Ilocne moammcu.

4. He oopmisiercs,
pUMeYaHue.

ACIacTCA

17. OTmeTKa 0 3aBEpEHUH KOIUU
JOKYMEHTa TIPOCTaBIISICTCS:

1. JIns mpuaaHus KONMU IOPUAMYECKOMN
CHJIBI.

2. Jlna mpuzaHus KONHU IOPUIUYECKON
3HAYUMOCTH.

3. Jlnst noaTBepKAEHUS HAIU4YUS KON B
MaTepuagax JIeia.

18. Hagnuce Ha JOKyMEHTe,
cleNaHHas JOJDKHOCTHBIM  JIMIIOM U
coaepxamiasi ~ MPHUHATOE UM 1O

JIOKYMEHTY pellIeHue, - 3TO:

1. Buza.

2. I'pud cornacoBanwusi.
3. Pezomtonus.

4. I'pud yTBEp)KICHUSI.

19. Pemenuss xomnerun OTC
Poccun u PTY Hocar xapakrep:

1. O0s3aTENBHBIN.
2. PexoMeHaTeILHEIN.

3. He oka3pBalOT  BAMSHUS ~ Ha
YIPaBIEHYECKYIO IEATEIbHOCTD.
4. VIMEIOT «BBICHIYIO» OPUIHUYECKYIO
CHJIY TI0 OTHOIICHHUIO K PYKOBOJIUTEIIO.
20. [TpuHun MIPUHATUSA 1. EnuHoHnauanue.
YIIPaBICHUYECKUX pelieHui B 2. KomnernajibHOCTb.
TaMOXEHHBIX OpraHax — 3TO: 3. MepapXuyHOCTb.
4. IIpyHIMI «IEPBOTO JIHUIIAY.
Ilpumepnuvie mecmoeuwle 3a0anus K pazoeiy 3
Bonpoc BapuaHTbl 0TBETOB
1. Jlenonpou3BOICTBO CIOKHIOCH 1. [TosiBIeHNSI MUCHMEHHOCTH.
KaK cHCcTeMa C MOMEHTA! 2. [losiBeHus rocyaapcTaa.
3. [losiBIeHUSI MUHHCTEPCTB.
2. B TaMOXeHHBIX OpraHax 1. LlenTpanu3oBaHHasl.
npuMeHsiercss  ¢opMa  OpraHU3aINH 2. JlenieHTpaJIn30BaHHAS.
JEIONPOU3BOCTBA: 3. Uepapxuueckasi.
4. OyHKIIMOHATIbHAS.
5. CmemianHasl.
3. ObecnieueHue yrnpaBi€HUsS Ha 1. NHudopmannoHHO-TEXHUYECKOM
OCHOBE €MHON TEXHMYECKON MOJUTHKHU | CIy>KO0O0W TaMOKEHHOTO OpraHa.
u MIPUMCHCHUS COBPEMEHHBIX 2. Otnenom JIOKYMEHTAI[MIOHHOTO
TEXHHYECKUX CpEeACTB B pabore c | o0ecreyeHus.

JOKYMCHTaMH B TaMOXCHHOM OpraHe
OCYIICCTBJIACTCA:

3. OgauM M3 3aMeCTUTENEH HadajJbHHUKA
TaMO>KEHHOTO OpraHa.
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4. Cucremsnl kitacca Workflow —
3TO CUCTEMBI:

1. TonbKo NepechUIKH TOKYMEHTOB.

2. ABTOMaTH3UPYIOLIUE CJIOKHBIE
QITOPUTMBI (AENOBBIE MPOLEAYphl) PabOTHI C
JOKYMEHTaMH B OpTraHH3allnu.

3. O6GecneunBarone padoty c daitnamu
JOKYMEHTOB.

5. K cyObekTuBHOMY (hakTopy
POCTa TOKYMEHTOOO0POTa OTHOCHUTCSL:

1. Henmocrarounas pa3pabOTaHHOCTH
3aKOHOIATEIBHOM 0a3hl.
2. Buenpenue COBPEMEHHBIX

TEXHUYECKUX CPEJICTB IMOATOTOBKH IOKYMEHTOB.
3. HecBoeBpeMEHHOE M HEKAYECTBEHHOE
BBITIOJTHEHHE MOPYYCHHH, JIOTOBOPHBIX
00513aTEeNbCTB.
4. CBOICTBO JOKyMEHTAallMM BO3pacTaThb
IIPU €€ UCIOJIb30BAHUHU.

6. Nndopmanus, KOoTopas
MO3BOJISIET UACHTUPHUIUPOBATH
UHQOPMAIMOHHBIE PECYPCHI, YIPABIATH
UMM, OCYLIECTBISATh MX IOMCK U
XpaHeHHe — 3TO:

1. KoHTekcrT.

2. KonreHr.

3. MeTtamaHHbIe.

4. CucremHble (hailibl.

7. K ynpaBiieHUI0 T0OKyMEHTaMU B

LESIX 3aIATEI " COXPaHEHUs
JIOKYMEHTOB KaK JIOKAa3aTeabCcTBa
(CBUIETEIIBCTBA) EATEIILHOCTH

OopraHuzanuii 1 oduecTBa HE0OXOAUMO
PUMEHSITE!

1. Ipunnun nenecoodpa3sHOCTH.

2. [TpunMn nH()OPMAITMOHHOM
LEHHOCTH.

3. CucTeMHBIN ITOAXO.

4. OnepaliOHHON MOAXOI.

8. Crienmanu3upoBaHHbIN
y4acTOK, OCYIIECTBIIONIMK TIpHEM |
OTIIPABKY JOKYMEHTAIUH u

KOppECIIOHACHI NN, HA3BIBACTCA:

1. Tlonmpaznenenue
perucTpainmuu J0KyMeHTOB.

2. I'pynna KOHTposL.

3. Dxcoenuius.

4. I'pynna nucem.

5. Cekpertapuar.

6. 010.

o yd4ery H

9. VYmpaBneHue JOKYMEHTaMH B
opranuzanuu, B coorBerctBuu ¢ ['OCT P
HCO 15489-1, Bximroyaer B ce0s:

1. Pa3paboTKy MOJUTHUKH (pErIaMEHTOB)
U CTaHJapTOB; pacmpe/esieHHe OTBETCTBEHHOCTH
Y TIOJIHOMOYHH; pa3pabOTKy M pacripoCTpaHCHHE
MIPOLIEAYP ¥ PYKOBOJISIINX YKa3aHHM.

2. IlpenocraBiieHUE yCIIyT, CBSI3aHHBIX C
yIpaBIeHUEM JIOKyMEHTaMHU u 170'¢
WCTIOIb30BaHUEM; pa3pabOTKy, BHEAPCHHUE U
aJIMHHHACTPHUPOBAHUE CTICTIMATTU3UPOBAHHBIX
CHCTEM TUIst yIpaBJICHUS
JIOKYMEHTaMU.MHTETPAITHIO YIpaBIICHUS
JOKYMEHTaMH B JICIIOBBIC CHCTEMBI M ITPOIECCHI.

3. [lepeuncinennoe B mi. 1 u 2.

10. OCHOBHEBIE TaIIbI
JOKYMEHTOO0OpOTa B OpTaHH3AINH -
3TO:

1. Perucrpanus, nepenayda Ha
HCIIOJIHCHUEC, IMOATOTOBKA IPOCKTAa JOKYMCHTA,
BU3UPOBaHNE, YTBEPKICHUE, OTIIPABKA.

2. OKcneIuIMOHHAS o0OpaboTKa,
perucrpanus, TIepeJada Ha  UCIIOJNHEHHE,
KOHTPOJIb HCIIOJHCHHUSA, OTIPABKa, I{anLHeﬁmee
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XpaHEeHHE.
3. OKCHneIuIMOHHAS o0OpaboTKa,
NpeJBapUTEeIbHOE pacCMOTpPEHHe, Iepegada Ha
HCIIOJIHCHUEC, BHU3HWPOBAHHUEC W YTBCPKIACHUC,
MOJITOTOBKA K OTIIPABKE, OTIIPABKA.
1. OcHoBHas 3a7a9a 1. JlobuThcs MOCIeI0BATEIIEHOM

panruoOHAJIM3allnn I[OKYMCHTOO60p0Ta -
9TO:

OJTHOCTOPOHHEH HAMPaBICHHOCTH B JIBIXKEHUU
JIOKYMEHTOB.

2. 1o6UTbCA OIHOKPATHOCTH OOpPabOTKU
JOKYMEHTOB Ml HX PETHCTPAIIHH.

3. JloouThcs IOCIIe1OBATEIIHbHOM
OJTHOCTOPOHHEH HAINPaBICHHOCTH B JIBIDKCHUU
JIOKYMEHTOB ¥ OJHOKPATHOCTH X 00pabOTKH.

4. JlobuThcs MOCIeI0BATEIIEHOM
OJTHOCTOPOHHEH HAMPaBICHHOCTH B JBIKEHUU
JIOKYMEHTOB ¥ OJJHOKPATHOCTH MX PETUCTPALINH.

12. OTBETCTBEHHOCTD 3a
obecrieueHne TOTO, YTOOBI BCS
JIOKyMEHTaIUs ObLIa LIEIIOCTHOM,
JIOCTYITHOM M 4YUTa€MOW, KOorja oOHa
TpeOyercss  paboTHHMKaMm, HecyT (B

cootBetcTBUU ¢ ['OCT P MCO 15489-1):

1. Bce paboTHHKH.

2. CuCTEeMHBIN aIMUHUCTPATOP.
3. PykoBoauTeNnb opraHu3auy.
4. PykoBOMTENN BCEX YPOBHEN.
5. PykoBonutens ciyx0b1 JJOY.

13. OcHOBHOH T1IeIBIO OTAENA
JIOKYMEHTAIMOHHOTO oOecrnieveHus
(O1O) B TaMOXEHHOM OpraHe SIBISETCS:

1. Opranuzanus, PYKOBOJCTBO,
KOOpJUHAIIMSI, KOHTPOJIb U pean3anus padoT 1o
JOYVY.

2. CoBepinieHCTBOBaHHE (DOPM M METOOB
paboThI ¢ JOKyMEHTaMH.

3. Pa3zpaboTtka u BHEJIpEHUE
HOPMAaTUBHBIX U METOAUYECKUX TIOKYMEHTOB IO
coBepuieHcTBOBaHno  JIOY B TaMOXEHHOM
OpraHe.

4.  CokpanieHue
TaMOKEHHOI'0 OpraHa.

JIOKyMEHTO000pOTa

14. B cucreme ymnpaBieHUs 1. Uepapxuueckue B/I.

JIOKyMEHTaMHU HCTIOJB3YIOTCS JIRIE: 2. Pensimonnsie B/1.
XpaHEHHUS: 3. Muorocnoiinsie bJI.
4. UndopmManroHHbIe XpaHIIUINA.

15. MoaenupoBaHue 1. Opranu3zanus rpynmnoBoi padoOTHI.
JeSTEIbHOCTH COTpY/JIHUKA B 2. Peanu3anus OU3HEC-TIPOLIECCOB.
AMEKTPOHHOM JOKYMEHTO000POTE — 3TO: 3. @®opmalu30BaHHOE OMNHCAHHE €ro

JESITEIbHOCTH.
4. Imutaius ero AesTeIbHOCTH.
16. CO /1 npenycmaTpuBaeT: 1. VYmpasnenue AJIEKTPOHHBIMU
JIOKYMEHTaMHU.

2. YrpaBieHue 3HaHUSIMU.
3. ABTOMaTH3aIIHIO JEIIOBBIX MPOIIECCOB.
4. YnpaBiieHHe HOBALUSIMHU.

17. AyrenTudukanus — 370:

1. DnekTpoHHOE UMSL.

2. DNEeKTPOHHAS TIOITHUCH.

3. DneKkTpoHHBIN HIeHTU(UKATOP.

4. TloaTBepKaeHHE JOJKHOCTHOTO JIMIIA
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Bormpoc BapuaHTb!l 0OTBETOB
3J€KTPOHHOMU MOANKCHIO.
18. Mapupyt JIBUKCHUS 1. JlemoBble onepanuu.

JAOKYMCHTa (38.IlaHI/I}I) IIOKa3bIBACT:

. Tumnbl 06pabaThiBaeMBbIX TOKYMEHTOB.
. UcnonnuTenei.
. Cozeprkanne TOKYMEHTOB (3aJlaHHi).

19. aBTOMAaTU3ALMU
NEATETbHOCTH OpraHu3aluu
BHJICOKOH(DEPEHIIN 00eCTICUNBAET:

ITpu

. OO11ieHne COTpyAHUKOB MEXKITy COOOM.
. CoBmecTHY10 00pabOTKY JaHHBIX.

. Paboty ¢ npunoxxeHusiMu.

. JIocTyn K ceKpeTHOM MH(pOpMaIHH.

20. B TaMOXEHHBIX OpraHax
npeobnagaer nH(pOpMaIIMOHHAS
KyJbTypa:

. KynbTypa OTKpBITOCTH.

. Kynbrypa uccnenoBanusi.

. OyHKIMOHAIbHAS KYJIbTYpa.
. Kynbrypa B3auMopeiicTBusi.

B WD =W =R~ W

Ilpumepnvie mecmoegule 3a0anus K pazoeny 4

Bomnpoc

Bapuantel orBETOB

1. K xakoMy BHIy apXuUBOB
OTHOCUTCA ULEHTpabHbIM apxuB DOTC
Poccun:

—

. OtpacneBomy.
. BenomcTBeHHOMY.
. O0peMHEHHOMY.

W N

2. IlpuszHak 3aBefeHUs JeI 1. PekBu3uTaMu 10KyMEHTA.
ONpeNENsAeTCS: 2.TekcToM TOKyMEHTA.
3. HazHaueHuneM TIOKyMeHTa.
4. OyHKUMEN T0KyMEHTa.
3. 3arosoBoK nena B 1. HudopmanMoHHYIO HANOJIHEHHOCTh

HOMCHKIJIATYPC ACJI OTPAXKaACT:

JOKYMEHTOB, COZIEp KAILUXCsl B JIEIE.
2. Ha3nauenue JIOKyMEHTOB,
COJIepIKalIMXCs B AeIe.
3. 3HAYUMOCTh
COJIepIKalIMXCs B A€I€.
4. CoctaB u
COJIEpIKaLIMXCS B A€IIE.

JIOKYMEHTOB,

BUJIbl  JIOKYMEHTOB,

4. Ha xakoM 3Tame 5KCIepTU3bI
LIEHHOCTH JOKYMEHTOB B HEH He
Y4acCTBYIOT COTPYAHUKH CTPYKTYpPHBIX
10JIpa3AciICHUI TAMOXKEHHOI'O OpraHa:

1. IlepBom.
2. Bropom.
3. Tpetbem.
4. YerBepTOM.

5. ApxuBnbii (ona Poccuiickoi
®denepauuu - 3T0:

1. Yupexnenue B cucreme PocapxuBa, B

XpaHWJIHUILE KOTOpPOro coOpaHbl  Haumboisee
LIEHHBIE JOKYMEHTBI, IMEIOINE UCTOPUUECKOE U
KyJbTypHOE 3HaYCHUE U TOJUIeKallue

MOCTOSTHHOMY XpPaHEHHIO.

2. Cucrema yupexaennit Pocapxusa.

3. COBOKYITHOCTh ApXMBHBIX IOKYMEHTOB,
OTpaXalolUX MaTEePHAIbHYI0 M  JIYXOBHYIO
KHU3Hb OOILEeCTBA, HMMEIOLIUX HCTOPUYECKOE U
KyJbTypHOE  3HAay€HUE,  OTHOCALIUXCI K
MH(GOPMALIMOHHBIM pecypcaM U TOJUIekKaIIUX
MIOCTOSIHHOMY XPaHEHHUIO.

6. CBogHas HOMEHKJIATypa el
TaMOYKEHHOI'0 opraHa SIBJISAETCS

1. IlpumepHO HOMEHKIATYPbI JIE]I.
2. TTunoBoit HOMEHKJIATYPHI JIeJL.
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Bonpoc

BapuaHnTsl 0TBETOB

PA3HOBHUAHOCTBIO:

3. UnauBuayanbHON HOMEHKIATYPBI Jell.

7. lleHTpanbHas  dKCIEpTHas
komuccus (LIDK) — »10 KOMHMCCHS,
co3aBaemMast:

1. B TaMOKE€HHBIX OpraHax.
2. Tonbko B ®TC Poccun.
3. B rocy1apcTBEHHOM apXxuBe.

8. Homenkinarypa nen — 3t1o:

1. IlepeyeHb HOKYMEHTOB, 3aBOJIMMBIX B

JIeTIOTIPOU3BOJICTBE TAMOXKEHHOTO OpraHa.

2. CucreMaTH3WpOBaHHBIA  IEepPEUYCHb
3aroJ0BKOB zed, 3aBOJUMBIX B
JICIIONPON3BOICTBE TaMOXKEHHOTO OpraHa, ¢
yKa3aHHEM CPOKOB UX XpaHCHHS.

3. Crcok HanMEHOBaHUH Zen,
3aBEJICHHBIX B JICJIONPOU3BOCTBE TAMOXKEHHOTO
OpraHa v NoJUIeKaNIfX Nepeaade B apXuB.

9. [TorpeGHOCTH B 1. J1onrocpo4Horo XpaHeHus: OyMasKHBIX
KOHBEPTUPOBaHUHU " MUTPALMM | U DJIEKTPOHHBIX  JOKYMEHTOB B  apXHUBE
BO3HMKAET B CIIyYae: OpraHu3allyH.

2. Kpatkocpounoro XpaHEHUst
JJIEKTPOHHBIX  JOKYMEHTOB Ha  MarHUTHBIX
HOCHUTEJISX.

3. JloJrocpo4Horo XpaHECHUS
JJEKTPOHHBIX JOKYMEHTOB B  JJIEKTPOHHOM
apXuBe.

10.  ApxuBHBIE  JOKYMEHTHI, 1. TlommexaT o00s3aTeTbHOMY BO3BpaTy
U3bATHIE B KauyeCTBE BEIIECTBEHHBIX | COOCTBEHHUKY MM BIaJENbILy.

JI0KA3aTeIIbCTB! 2. MoryT ObITh BO3BpaIllEHbl YACTHYHO IO

YCMOTPEHHUIO OpraHa, U3bsIBIIErO JOKYMEHTHI.
3. He moanexar Bo3BpaTy COOCTBEHHHUKY

WIM  BIAJENbLly, TaK KaKk IEepexogiT B

COOCTBEHHOCTD M3BLSBIIETO UX opraHa.

4.3. OueHo4YHbIE CPEACTBA AJIsl IPOMEKYTOYHOM ATTeCTAUM.

ITpu mpoBeneHUU NpoLEenyphbl OLIEHUBAHUS PE3YJIbTaTOB OOYUYEHUS WHBAINIOB M JIUIL C
OTpaHUYEHHBIMH BO3MOKHOCTSIMU 3JIOPOBBSI TPEITyCMaTPUBACTCS MCIIOJIb30BAaHIE TEXHUYECKHX
CpeACTB, HEOOXOJUMBIX UM B CBSI3U C WX WHAMBUIYAIbHBIMH OCOOEHHOCTSIMH. DTH CpelCTBa
MOTYT OBITh TIPEJOCTABICHBI WIIK MOTYT HCITOJIB30BAThCS COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA;

[Tpy HEO6XO0MMOCTH MHBATIMIAM U JIUI[AM C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbS
MIPEOCTABIISIETCS TOMOHUTEIFHOE BPEMS JIJIs IIOATOTOBKH OTBETA HA BHITIOJHEHUE 3aIaHU.

WNHCTpyKIMsS NMO MOPAIKY HPOBEAEHUS MPOLEAYpPbl OLIEHWBAHUS IPEJOCTaBISIETCS B
nocTynHou (opme (YCTHO, B TTHCbMEHHOH (opMme, B NMUCBMEHHOH (opme Ha s3bIke bpaiiis,
YCTHO C MCIIOJIb30BaHUEM YCIYT CypAONEepEeBOIUHKA).

JocTymHast popma nperocTaBiIeHUs 3aJaHUd OIIEHOYHBIX CPEJICTB: B Ie4aTHOW (opme, B
nevyaTHoil ¢opMe yBelIMUeHHBIM HIpU(PTOM, B meuaTHOU (opme mpudtom bpaiinsa, B Gopme
AIIEKTPOHHOTO JOKYMEHTA, 3a/IaHUs 3aYUTHIBAIOTCSI ACCHCTEHTOM, 3aJaHHs MPEIOCTABISIFOTCS C
HCIIOJIb30BAaHUEM CYpAONEPEBO/IA).

JoctymHas (opma mpeocTaBIeHUsT OTBETOB Ha 3aJaHus (MMMCbMEHHO Ha Oymare, Habop
OTBETOB Ha KOMIIbIOTEpE, MMCbMEHHO Ha si3blke bpaiins, ¢ ucrnosb30BaHUEM yCIyTr acCUCTEHTa,
YCTHO).
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[Tpu HEOOXOAUMOCTH TSI O0YUAIOIIMXCS C OTPAHUYCHHBIMU BO3MOYKHOCTSIMHU 3JI0POBBS U

HHBAJIWAOB IIponcaypa OLUCHHBaHHUA PE3YyJIbTaTOB O6y‘leHI/I${ 10 JUCHMIIIIMHC

MIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

[IpoBenenue mnporenypbl OLICHUBAHUS PE3yIbTaTOB OOYYEHHS HMHBAIUIOB M JIUI[ C
OTpaHUYCHHBIMH BO3MOKHOCTSIMU 37I0POBbSI JOIYCKAETCSl C UCIOJIb30BAHUEM JIUCTAHIIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTHUH.

MOXCT

4.3.1. IlepeyeHb KOMIETEHIIMI ¢ YKA3aHUEM ITANOB UX (JOPMHUPOBAHMS B Ipolecce

OCBOCHHS1 00pa30BaTeJbHOH MPOrpamMMBbl.

KOMIIETEHIUI ¢ y4eTOM 3Tana ux popMupoBaHus

Ilokazatenun wu KpUTEpUU OLNCHUBaAHUA

Kon HaumenoBanue Kopn sTana ocBoenus HaumeHnoBanue stamna
KOMIETEHIIUU KOMIIETEHIIUH KOMIIETEHIMH OCBOEHUSI KOMIIETEHIIUU
OIIK-1 crnocobHocTh  pemats | 1.3.1 Cnocoben [IPUMEHSATH

CTaHJApTHbIE  3a/a4u MH(pOpPMaLMOHHO-

npogeccuoHanbHOMI KOMMYHHUKAI[HOHHbIE

JeSITeNIbHOCTU Ha TEXHOJIOTHH B CBOEH

OCHOBE NesITebHOCTH.

UHPOPMAIMOHHON U

oubmnorpaduyeckoit

KYJbTYpbI c

pUMEHEHHEM

MH(POPMaILMOHHO-

KOMMYHHKaIIMOHHBIX

TEXHOJIOTHM U C Y4ETOM

OCHOBHBIX TpeOOBaHUI

MH(POPMAILIMOHHON

0e30MacHOCTH

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

Hay4YHOU OCHOBE pellIeHne CTaHAapTHBIX 3a7a4

OpraHu30BaTh CBOM npodeccuoHanbHOM

TPYZd, CaMOCTOSTEIbHO JEATEIbHOCTHHA OCHOBE

OLICHHUBATh PE3YJbTAThI Hay4HOU OpraHu3aluu

CBOEH JEATENBHOCTH CBOETO Tpyna u
CaMOCTOATEJIBHOM  OLICHKHU
pe3yJIbTaToB CBOEH
JeSITENIbHOCTH

Jran oCcBOEHUI
KOMIIETEHIUU

Iloka3arenn
OLICHUBaHUS

Kpurepuii onienuBanus
Kax (c kaxum kauecmeom)

Ymo oenaem obyuarowutics

(kaxue deticmeusi cnocobex
8bINOTHUMDB), NOOMEEPIAHCOAUSL
Iman 0ceoeHUsi KOMRemeHyuy

8bINOHsIeMCsL Oelicmaue.
Coomeemcmayem oyenke «OMAUUHOY 8
wkane oyenusanus 6 PI1/[.

3.1Cnocoben
MPUMEHSTH
UH(POPMALTMOHHO-
KOMMYHHUKAIIIOHHBIC
TEXHOIOTHMH B CBOEH
JIeSITEeIILHOCTH.

[Topsnok
MIPUMEHEHUS OCHOBHBIX
BUJIOB nH(pOPMaIIMOHHO-
KOMMYHUKAIMOHHBIX
TEXHOJIOTHI

TIPUMCHCHU

[TpaBUABHOCTH M TOYHOCTH
UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
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Jtan 0CBOEHUA
KOMIICTCHIINN

ITokazarens

OLICHUBAHUA
Ymo oenaem obyuarowutics
(kakue Oeticmsus cnocoben
8bINOTHUMD), NOOMEEPIHCOAUSL
oman 0ceoenUsi KOMnemeHyuu

Kputepuii onenuBanus
Kax (¢ kaxum kauecmeom)
8bINOIHAEMCS Oelicmaue.
Coomeemcmeyem oyenke «OMAUUHOY 8
wikane oyernueanus 6 PII/].

6.2.1Cnocoben CaMOCTOATENBHOCTBD KonnuecTtBo  BBISBICHHBIX
OCYLIECTBIISATh CIIEHUs] CTAaHIAPTHBIX 3a/ad | OUIMOOK, JOIYIIEHHBIX pu
peuICHNC npogeccuoHanbHOM pEUICHWH  CTaHJApPTHBIX  3a1ay
CTaHAApTHBIX  3a1a4 | nesTENbHOCTH Ha  OCHOBE | MPO(EeCCHOHATBHOM NeITeTbHOCTH
PO ecCHOHANBHOI Hay4YHOU OpraHu3aluu
JEeSTEIIbHOCTHHA CBOEro Tpyna "
OCHOBC HAayHUHOM | camocTosiTeNnbHON — OLIEHKH
OpraHM3aly  CBOETO pE3YTHTATOB -
Tpyaa u

. JESATEIHOCTH

CaMOCTOSITEJILHOU

OLICHKU PEe3yJIbTATOB
CBOEU NIEITENbHOCTHU

4.3.2 TunoBble OLIEHOYHbIE CPEICTBA
Bonpocsl 1J151 NIOATOTOBKH K 3a4eTy

1. TepMI/IHOCI/ICTeMa JUCHUITIINHBI. OcCHOBHBIE TCPMUHDBI u OMpPCACIICHUS.
MHOT03HaYHOCTH U 9BOJIIOLUA TCPMHUHOB.

2. ndopmanus u ee cpoiicTBa. BnusHue uHpopManMyM Ha KadeCTBO HMPUHUMAEMBIX
ynpaBiieHYecKuX pemeHnid. MTHpopMannoHHbli MEHE)KMEHT Ha COBPEMEHHOM JTarle.

3. OcHoBHbele monoxeHust PenepanbHoro 3akoHa Poccuiickoit ®enepauuu  «O6
I/IH(i)OpMaHI/II/I, PIH(bOpMaIII/IOHHBIX TEXHOJIOIUAX U O 3alllUTEC I/IH(l)OpMaIII/II/I», €ro poJib U 3HAYCHHUEC
B CHCTEME POCCUICKOI0 3aKOHOATENbCTBA.

4. udopmMamoHHbIe MPOLECCHl — OCHOBA Pa3pabOTKH U peayn3aliy yIpaBIeHYECKOTO
pemeHus. YTpaBlIeHYECKOe pEelIeHHe Kak Mmpolecc M Kak siBaeHue. @opMbl ynpaBiIeHYECKHX
peneHui.

5. J1enonpou3BOJACTBO — KaK OTPaKEHUE CUCTEMbI U TEXHOJIOTHH yrpaBieHus. OCHOBHbIE
3Tarbl pa3BUTHA Jen0npon3BoacTBa B Poccun. Poccuiickas Moaenb 1e10npou3BoACTBA.

6. JIoKyMeHT - KaK CpeJCTBO yMpaBJicHHsS U 0OpaTHOU cBsi3u. CBOICTBAa JOKYMEHTA U
coobmenusi. Dynkuum gokymeHTta. lOpuamueckas cwia W OpUAAYECKas 3HAYHUMOCTH
OyMa)KHOTO U 3JIEKTPOHHOT'O TOKYMEHTOB.

7. VYHudukauus M cTaHAApPTU3aLUS JOKYMEHTOB. YHHU(UIMPOBAHHBIE CHUCTEMbI
nokyMeHnTanuu (Y C/), ucrosnb3yeMble B 1€TEIBHOCTH TAMOKEHHBIX OpPraHOB: XapaKTEpUCTHKA,

MEPCICKTUBLI Pa3BUTHA.
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8. Ponmp wu 3HaueHwe KIACCH(PUKATOPOB TEXHUKO-PKOHOMUYECKOH M COLMAIBHOM
nHpopmanun B JOKyMEHTAIlMOHHOM obecnieuenun ynpasienus ([JOY). Xapaxrepuctuka
knaccudukaropoB TOCHU, ucnonp3yembIx B 1€ATEIBHOCTH TAMOKEHHBIX OPraHOB.

9. VYHudunupoBaHHasi CUCTeMa OpraHU3alMOHHO-PACTIOPAIUTEIBLHON TOKYMEHTALUU
(YCOPH). Xapakrepuctuka. Chepa npumenenus. CoctaB qokyMmeHToB. COCTaB PEKBU3UTOB.
TpeboBanus k OJaHKaM JOKYMEHTOB.

10. OcHoOBHBIE MpaBWia MOJATOTOBKM HOPMATHUBHBIX IPAaBOBBIX aKTOB (eaepalbHbIX
OpPraHOB HUCIOJHUTENbHOM BiacTu. Ilpu3HakM HOPMATMBHOCTM B  PACHOPSAUTENBHBIX
JIOKyMeHTaX. BuIbpl HOPMAaTUBHBIX MPABOBBIX AKTOB, KOTOPBIE MOTYT HM3/1aBaTh (enepaibHble
OpraHbl UCTIOJIHUTEIBHON BIACTH.

11. JlenoBas (kommepueckas) mepenucka. Knaccubukamus. IlpaBuna odopmineHus
(odepra, mpeTeH3UMOHHOE, TapaHTHIIHOE, peKJIaMHOe MHCbMO). KOMMO3MIIMOHHOE MOCTpOeHUe
PEKBU3UTA TEKCT» JEJIOBOr0 NMUChbMa. MeXTyHapoIHbIE CTaHAAPTHI.

12. OcHoBHbIE 33124 U (PYHKLIHU CTPYKTYPHBIX MOJpa3AeieHuil TaMOKEHHBIX OpPraHoB,
UMEIOLIMX  OTHOLIEHHE K OpraHu3aluu JoKyMeHTooOopoTa. @Dopmbl  opraHHU3alu
JEJIONPOU3BOACTBA, UCIIOJIB3YEMBIE B JEATEIBHOCTH TAMOKEHHBIX OPIaHOB.

13.  OcHOBHBIE JdTambl JOKYMEHTOOOOpOTa  (YNpaBIEHUYECKUX JOKYMEHTOB) B
TaMO’KEHHOM OpraHe M HX XapakTepuctuka (TpeOoBaHMs K opraHuzauuu). Llenp u 3amauu
paroHanu3ay T0KyMEeHTO000pOTa B TAMOKEHHOM OpraHe.

14. OcobOenHocTH opraHu3anud pabOThl MPH  HCIOJIB30BAaHMM  TEJICTAMITHOM,
(aKCUMHIIBHOM CBSI3U M JIEKTPOHHOM MOYTHL. DJIEKTPOHHOE COOOIICHNE: OTIpeieIeHUe, MTPaBUia
MOATOTOBKH, OPOPMIIEHHUS U OTIIPABKU. DTUKA AJIEKTPOHHOMN MEPENUCKU.

15. DnexTpoHHBIM AOKYMEHTOOOOPOT B TaMOXXEHHOM OpraHe: COCTaB YYaCTHUKOB,
B3aMMOJIEICTBHE, TEXHOJIOITMUECKUE PEILIECHUS.

16. IlpunnunuansHas cxema padotst JUIIC.

17. Ponb, 3HaueHWe W NPHUHLMIBI PETUCTPAMM JOKYMEHTOB B OpraHU3aluu
nenonpou3BoacTBa. KIIC «YKWU/I-2»: wucropus co3gaHus, Ha3HaueHue, (yHKIMOHAIbHBIC
BO3MO>KHOCTH, ITyTH MOAECPHU3ALIUY.

18. OObekTuBHBIC U CYOBEKTUBHBIE (PAKTOPHI pOCTa TOKYMEHTOOOOPOTa B TAMOXKEHHBIX
Oprasax.

19. OcobenHoctu opraHu3anuu pabOTbl B TaMOXXEHHBIX OpraHax C JOKyMEHTaMH,
UMEIOIIMMH CBEJIeHUs: orpaHnueHHoro pacnpocrpanenus (JCII), a Takke KOMMEpUYECKyIO WIN

rocyapcTBeHHyo TaiiHy. Kputepun oTHeceHus: HHPOPMAIIUU K KATETOPHH «CITYKEOHOM.
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20. OcobenHocTy oOpraHuzaluu paboThl B TaMOXKEHHBIX OpraHax ¢ OOpalIeHUSMHU
rpaxaan. [Ipouenypa obxanoBanus pemieHui, AeUCTBUN (O€31eHCTBUA) TaAMOKEHHBIX OPTraHOB
Y UX JIOJDKHOCTHBIX JIULL.

21. TocymapcTBeHHBIN apxuBHBIM (poHA (HazHaueHue, cocTaB). J|OKyMEHTaNbHBIH H
apXWBHBI (OHIBl TAMOXXEHHOTO oOpraHa. OTINYMA «TPAJUIMOHHOTO» M «AJIEKTPOHHOIO»
apXUBOB.

22. BenoMcTBeHHbIE apXHBBI (B TaMOXKEHHBIX OpraHax): BHUJbI, COCTaB JOKYMEHTOB,
¢byHkuuu. VcrnonHeHHe 3alpocOB  COLMAIBHOTO Xapakrepa. «CrHeuuanbHblil» apXuB B
TaMO>KEHHOM OpraHe.

23. llenpb, 3Tampl, NPUHLUNBI U KPUTEPUH DSKCHEPTU3bl LIEHHOCTH JIOKYMEHTOB B
TaMokeHHOM opraHe. [loaHoMouuns u opranuzanus pa6ots JK.

24. Ponp M 3HaueHME HOMEHKIATypbl J€J1 B OpraHu3aluu [JEJIONPOU3BOJACTBA B
TaMOXEHHOM oprase. Buasl HomeHkiatyp nein. [IpaBuiia moAroToBKH.

25. Mertononorusi NpOEKTUPOBAHUS U BHEAPEHUS CHCTEM YIPABIEHUS JOKyMEHTaMH
(CY D) B opranmu3zanuu Ha coBpeMeHHoM dTarne (Ha ocHoBe [[OCT P CO 15489-1).

26. Kiaccudukauus u  Xapakrepuctuka nporpamMmHoro obecneuenus (I1O),
HCIOJIB3YEMOro JJIs LieJell aBToMaTh3alMM JOKYMEHTOOOpOTa B COBPEMEHHBIX YCJIOBMSIX.
Bo3mokHOCTH HCTONB30BaHUS CHCTEM ympaBieHHs moTokoMm pabotr (Workflow) B mporecce
aBTOMATHU3aLIMU JIEJIONPOU3BO/ICTBA.

27. Ilpouenypa ucnons3oBanus u npusHanug OI1 u DUIIL. Y aocTtoBepstomniye 1HeHTphI B
TaMO>KEHHBIX OpraHax.

28. denepanpHas 1eneBas mporpamma  «OnektponHas Poccus».  IIpoGiemsr
B3aNMOJIecTBUs (heepaabHbIX OPraHOB HCHOJHUTENBHOM BIACTH B TMPOIECCE CO3/JaHUs U
UCITIOJIb30BaHUSl MEXBEJOMCTBEHHOTO 3JIEKTPOHHOrO JokyMeHTtoobopota. ®TC Poccuu B
COCTaBE «AJIEKTPOHHOTO MPaBUTEIILCTBAY.

29. OcnoBuble HopmatuBHble mpaBoBble akThl DPTC (I'TK) Poccum B oOnactu
JOKYMEHTAIIMOHHO-UH(POPMAILIMOHHOTO 00ECIIeUeHHUsI YIIPaBICHUS JESITebHOCThIO TAMOKEHHBIX

OpraHoB (Ki1accupUKaIys, XapaKTepPUCTUKH).

Ikana oneHuBaHuA.

Ounenka Kpurepun Pe3yabTarhl 00y4yeHus
OLIEHKH
«3aUTEHO» - Crynent (1.3.1
[IOKa3bIBACT Ha ypOBHE 3HaHUMU:
BCECTOPOHHHE U INIYOOKHE 3yary, OCHOBHBIE OJIOKEHUSI METOINKHU
SHaHUA — HPOTPAMMHOLO iy yivenenust UH(POPMAIMOHHOM u
MaTepHuana, 3HaHUE
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OCHOBHOM u
JIOTIOJTHUTENbHON
JIUTEpaTyphl;
MOCTIEIOBATENFHO M YETKO
OTBEUaeT Ha  BOIPOCHI
3ayeTHOro  Omjera U
JIOTIOJIHUTENbHBIE
BOIPOCHI;

- YBEPEHHO
OpPUEHTHPYETCS B
MEXIPEAMETHBIX  CBA3SIX
u MpOOIEMHBIX
CUTYAIHIX;

- JIEMOHCTpPHUPYET
CIIOCOOHOCTh  TIPUMEHSITH
TEOPETHUECKUE  3HAHUSA
TS aHanusa
MPaKTUYECKUX CUTyalui,
JeNaTh MIPABUIIbHBIE
BBIBOJIBL, MPOSIBISIET
TBOpYECKHE CIOCOOHOCTH
B MMOHMMAaHUH, U3JI0)KEHUU
u HCIOJIb30BaHUH
MIPOrPaMMHOTO
MaTepuana;

- IOATBEPKIAET
IIOJIHOE OCBOEHUE
KOMIICTCHITHH,
MIpeTyCMOTPEHHBIX
MPOrpaMMoOi OCBOCHUS
JUCLUTUIMHEL.

Ooubnmorpaduyeckoil  KyJabTypbl JJISi  pEIICHUS
3agad npodeccuOHAIBHOMN 1eATeTbHOCTH

Ha YpOBHE YMEHHMI: YMETh I'PaMOTHO 3aIlOJHATh
1 opOpMIISITH JIOKYMEHTBI, HCHOJb3yeMble B
Mpo(hecCHOHATLHOM IS TEIIbHOCTH

Ha ypoBHE HaBBIKOB: OMNBIT NpodhecCHOHaTHLHOU
eI TEIbHOCTH

OIIK-6.2 (2.1) Ha ypoBHE 3HAHUI:

3HATh OCHOBHBIE IOJIO)KEHUS METOAMKH HayyHOU
OpraHu3ali CBOETO TPyJa U CaMOCTOSTEIbHOU
OLICHKH PEe3yJIbTaTOB CBOEH JESATENILHOCTH

Ha YpOBHE YMEHUIL:

'YMeThb MIPUMEHSTD METOUKU Hay4YHOH
OpraHu3alil CBOETO TPyJa U CaMOCTOSTEIbHOU
OLICHKH PEe3yJIbTaTOB CBOEH JESATEILHOCTH

Ha YPOBHE HaBbIKOB:
OnbIT pelieHus CTaHJIapPTHBIX 3aj1a4
NpoeCCHOHAIBHON JEATEJIbBHOCTH Ha OCHOBE
HAyyHOM  OpraHu3alMyd  CBOEro  Tpyda W

CaMOCTOSTEILHOMN OLICHKHU PE3YyJIbTAaTOB cBOCH
VICATCIIBHOCTH

«HE3a4YTCHO»

- CTymeHT uMeer
CYIIECTBEHHBIE MPOOEITBI
B 3HAaHUSIX OCHOBHOTO
y4eOHOro MaTepHuana;

- JIOTTyCKaeT
MIPUHINTTHAEHBIE
OITMOKY TpY MPUMEHEHUHN
3HaHWM, KOTOpBIE  HE
MIO3BOJISIOT emMy
BBITIOJTHUTD
nmabopaTopHbie  pabOTHI
(mpakTUvecKue 3aHATHUS);

- HE
MIOATBEPKIAET OCBOCHHE
KOMITETEHIIHH,
MIPeTyCMOTPEHHBIX
porpaMmon
JUCIIATLIVHEI;

- HE 3HaeT
METOJUKH  pealn3anun
MPAKTHYECKUX  HABBIKOB
HCIIOJIb30BaHUS
M3y4aeMbIX
JUCIATLIMHBI

porpamMm
1500%8) 7 QN 5 (&
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MOXET  CaMOCTOSITEIBHO
MIPOJIEMOHCTPUPOBATh
MPAaKTHUECKUE YMEHHSL.

4.4. MeTonnueckne MaTepHaJIbl

OneHnBaHue OOYyYarOIIMXCS B TIPOIECCE IMOATAIMHOTO OCBOCHHUS MMM KOMIIETCHIIHIA,
dhopMHUpyEMBIX TaHHOM aJanTallMOHHON JUCIIUTUTMHONW OCYIIECTBIsAETCS B hopMe MATHOATUTHHOM
OLICHKH, KOTOpasi MpeJIoiaraeT OlIGHWBAHUE 3HAHUL C TIOMOIIBIO YCTHOTO COOECEeIOBaHMS IO
Y3JIOBBIM BOIIPOCAM U yMeHUll PEIIaTh 3HAHUEBBIE TECTBHI.

5. MeToauyeckue yKazaHus i 00y4al0UIUXCS 110 OCBOEHUIO TUCIHUTITTHHBI

Memoouueckue pexomendauuu no n002omoeKe K JIeEKUUOHHbBIM U CEMUHADCKUM 3AHAMUAM

Opna w3 3amad kypca «OCHOBBI JOKYMEHTOOOOpPOTAa B TAaMOXXEHHBIX OpTaHax» -
ajanTanusl CTYJACHTOB K HOBBIM (hopMaTaM OBJIQJICHUS 3HAHWSMH, OCHOBBIBAIOIIMMUCS HE Ha
MMaCCUBHOM YCBOCHHU I/IH(i)OpMaI_II/II/I U HUX pPCNpoAYKIHMH, a Ha AaKTUBHOCTH CTYACHTA H
TBOPYECKOM BOCTIPOM3BENICHUH 3HAHHW. /|1 pelieHus 3TOH 3aauu HCIOIb3yeTCsl OpraHu3aIus
BPCMCHHLIX TBOPYCCKUX T'PYIIIL IO UHTCPECAM IJIA CaAaMOCTOATCIIbHOTO U3YUYCHUS OTACIIbHBIX TEM
Y BBITIOJTHEHHUSI CAMOCTOSITEIILHBIX padoT.

B mpomecce camocTosTensHOW pPabOTHI CTYIACHTY HE PEKOMEHIYeTCsl 3ay4HBaHUE,
MEXaHUYECKOE 3allOMHHAHKE yueOHOro martepuania. CTyACHTY CIeyeT MOCTOSHHO MBICICHHO
COOTHOCUTh TIONYYEHHYI HAy4YHYI0O HH(DOpPMAIMIO C COOCTBEHHBIM OIBITOM, KPUTHYECKH
AHAJM3UPYsI €0 U OIICHUBAsI C HOBBIX, YK€ HE KUTEHCKUX, @ HAYYHBIX ITO3UIIHIA.

B neax nmoAroTOBKM K CEMHUHAPCKUM 3aHATUAM CTYJACHTaAM HCO6XOIII/IMO HUCITIOJIB30BAaTh
KaK OCHOBHYIO, TaK H JOMOJHHUTEIBHYIO INTEPATypy MO TeMaM CEMUHapa.

y‘II/ITLIBaSI, 4YTO JICKOUOHHBLIC 3aHATUA HOPOXOAAT HC IO BCEM TCMaM JUCHUIIIMHBIL,
CIIelyeT KOHCTIEKTUPOBATh MaTEPUAI 110 TEMaM CEMHUHAPOB.

Memoouueckue peKomeHOauuu K cCamocmoamenvHoii paoome

OpuenTanus y4eOHOro mporecca Ha CaMOpa3BUBAIOIIYIOCS JINYHOCTD JeTIAeT HEBO3MOKHBIM
nporiecc 00ydeHus: 6e3 MpeIoCTaBICHUs CTYJCHTaM IpaBa BbIOOpa IMyTel U CIOCOOOB O0YYEHUSI.
[NosiBnsieTcss HOBasi LENb OOPA30BATENBHOIO IPOILIECCa — BOCIUTAHHE KOMIIETEHTHOH JIMYHOCTH,
CIOCOOHOM peliaTh TUMUYHBIE MPOOIEMbI U 3a[1a4l UCXO/S U3 MPUOOPETEHHOro YYeOHOTO OMbITa U
aJIEKBaTHOM OLICHKM KOHKPETHOM CUTYALIUM.

JlocTiKEeHHE 3TOM 1M HEBO3MOXKHO O€3 TMOBBIIIEHUS PO CaMOCTOSTENbHOM pPaboThI
CTY/ICHTOB HAJl Y4eOHBIM MATEPUAIIOM, VCUIEeHUS OMBEMCMBEHHOCMU NPenooasamens 3d paseumue
HABbIKO8 CAMOCMOSIMENbHOU pabomul, 32 CTUMYIMPOBaHHE MPOPECCHOHATIBHOIO POCTa CTY/ACHTOB,
BOCITHTAHHUE MX TBOPYECKOW AaKTUBHOCTH M HHHIHATHBBI.

CymHOCTh CaMOCTOSITENIBHOM paboThl CTYJEHTOB KaK CIEHU(UUECKON I1earoruueckoim
KOHCTPYKIIMHU OTIPEIEISIeTCss OCOOCHHOCTSMH MOCTABIICHHBIX B HEH y4eOHO-TT03HABATEIBHBIX 3a/1aY.

CrienoBatenbHO, camocTosiTeNibHass padoTa - 3T0 HE MPOCTO CaMOCTOSITENIbHAs AESTEIbHOCTb
YHAIIMXCS [0 YCBOCHHIO YIEOHOTO MAaTEpUANa, a 0co0as cucmema yCiosuil 00y4eHuUs, OpeaHu3yemblx
npenooasameiem.

(I)yHKIIl/II/[, 3aJa4M U BUIbI CAMOCTOSITEIbLHOM paﬁoTbl CTYACHTOB

Heo0xommMocTh opraHu3aiiy o CTYICHTaMH Pa3HOOOPa3HOW CaMOCTOSITEILHON JICSITEIILHOCTH
OTIPEICTISIETCSl TEM, YTO YIAeTCsl Pa3peliuTh NPOTUBOPEYHE MEKIY TPAHCISAIMCH 3HAHWKA M WX
YCBOSHHEM BO B3aHMOCBSI3U TCOPUH M TIPAKTHKHU.

CamocrositenibHast paboTa BBITIONHSET pao hyHKYUIl, K KOTOPBIM OTHOCSITCSL:
*  Paseusarowas(TIOBBIICHHE KyJIbTYPhl YMCTBEHHOTO Tpy/a, NMPHOOIICHHE K TBOPYESCKHM
BUJIAM JICATEITHHOCTH, 00OTaIlleHNe HHTEIUIEKTyIbHBIX CIIOCOOHOCTEH CTYICHTOB);
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Hugpopmayuonno-odyuarowas (yaeOHass IeSTEIBHOCTh CTYIEHTOB HA ayJIUTOPHBIX
3QHATUSX,  HEMONKPCIUICHHAs ~ CaMOCTOSTEIBHOW  pabOTOi,  CTAaHOBUTCS  Majio
pe3yJIbTaTUBHON);

Opuenmupyrowas u cmumympyrowas (Tiporieccy oOydeHHsT TPHUAACTCS YCKOPEHHE W
MOTHUBALIHS);

Bocnumamenvras(bopMupyroTcss M pa3BUBAOTCA  MPO(ECCHOHATIbHBIE — KavecTBa
CHEIHUAINCTA);

Hccnedosamenvckas(HOBBINA yPOBEHB MPO(GECCHOHATIBHO-TBOPYECKOTO MBIILIICHHS).

OCHOBE CaMOCTOSITEIILHOM pabOThI CTYJICHTOB JIGXKAT CICAYIONINC MPUHUUNGL: PA3BUTHS

TBOp‘IGCKOﬁ JACATCIIBHOCTH, LICJICBOI'O INTAHUPOBAHUS, IMIHOCTHO-ACATCIIbHOCTHOI'O ITOAXO0/Aa.

3aoauu camocmoamenvHoil padomovt cmyoeHmos:
CHCTEMATH3aIUs M 3aKPETUICHHE MOTYYCHHBIX TEOPETUUECKUX 3HAHUN U TIPAKTUYECKUX YMEHUIM
CTY/ICHTOB;
yIrIyOJIeHHE U PacIIMPEHNE TEOPETUUCCKIX 3HAHMUIA,
(dhopMHpOBaHNE YMEHHS UCTIONIH30BaTh CIIPABOYHYIO JINTEPATYPY;

Pa3BUTHUC TMMO3HABATCIIbHBIX CIIOCOOHOCTEHl M aKTHMBHOCTH CTYACHTOB: TBOp‘-IGCKOﬁ
HWHUIHUATUBBI, CAMOCTOATCIIBHOCTH, OTBETCTBEHHOCTH U OPIraHN30BaHHOCTH,

(I)OpMI/IpOBaHI/Ie CaMOCTOATCIbHOCTH  MBIIIJICHUS, CIIocOOHOCTEH K CaMOpPa3BUTHILO,
CaMOCOBCPHICHCTBOBAHUIO U CaMOpCaIn3alinuu;

Pa3sBUTHUEC UCCIICAOBATCIILCKUX YMCHI/II\/'I

B yueOHOM mpoliecce BBICIIEro y4eOHOTrO 3aBeJICHHUs BBIJCISIOT JBa BUIA CAMOCTOSITEIILHON
PaboTHI: ayoumopnasn u 6HeayOUmopHas.

AynuTopHasi caMOCTOSITENbHAsT padoTa MO JTUCIWIUTMHE BBITIOJHACTCS Ha YYCOHBIX 3aHATHSIX
TI0]T HEMOCPEICTBEHHBIM PYKOBOJICTBOM IPETIOIABATENS U TI0 €TI0 3aJaHFHSIM.

BueayauTtopHast  camocTositesibHas — paboTa  BBINONHSIETCS  CTYIIGHTOM 1O 3A0GHUIO
npenooasamesisi, HO 0€3 €ro HETIOCPEICTBEHHOTO yYaCTHsl.

BHeayuTopHast caMocTosiTeNnbHast paboTa BKIIFOYACT TAKUE hopmbl padbonl,

Kak:
¢  HWHOWBUAYAIbHBIC 3aHATUA ([[OMaHlHI/Ie 3aH$ITI/ISI)Z

v u3ydeHue MPOrpaMMHOIO MaTepHala JUCLUILIMHEI (paboTa ¢ yUeOHHKOM M KOHCIIEKTOM
JICKITUH);

W3yUYCHHUE PEKOMEHTyEeMBbIX JINTEPATYPHBIX HCTOYHHKOB;

KOHCIIEKTUPOBAHUE UCTOYHUKOB,

BBINTOJTHEHUE TIPAKTHIECKUX 33 IaHUM;

paboTa co cIOBapsIMU U CIPABOYHUKAMU;

paboTa ¢ ANIEeKTPOHHBIMU HH(POPMAIIMOHHBIMU PECypcaMH U pecypcamu Internet;
COCTaBJICHHE TIJIaHA U TE3UCOB OTBETa HA CEMUHAPCKOM 3aHSITUH;

COCTaBJICHHE CXeM, Ta0muil, peOycoB, KPOCCBOPJAOB I CHUCTEMAaTH3aIlluM y4eOHOTO
MaTepuana;

OTBETHI HA KOHTPOJIbHBIC BOMPOCHI, TECTHI;

AHHOTHPOBAHWE, peepUPOBAHIIEC, PEIICH3UPOBAHUE TEKCTA,

COCTaBJICHHUE JI0CCapusi, KPOCCBOPAA IO KOHKPETHOM TEME;

TMOJITOTOBKA K KOJUTOKBUYMY

MOJIOTOBKA IMPE3EHTALINH;

TOJITOTOBKA K 34Ty

AN N N N N RN

AN N N NN

¢ I'pynroBas CaMOCTOATCIIbHAs pa60Ta CTYACHTOB:
4 IIOATOTOBKA K 3aHATHAM, IIPOBOAUMBIM C MCIIOJIb30BAHUCM aKTUBHBIX (bOpM o6yqu1/m

(KOJUTOKBUYM, TUCKYCCHS);



32
v' T0JIydYeHHe KOHCYIBTAIMI IS Pa3bICHEHHH [0 BOIPOCAM U3y4aeMOi JUCIIUILINHEL,

Conepxanue BHEAyIUTOPHOW CaMOCTOSITEIBHOW pabOThI ONpenernsieTcsi B COOTBETCTBUM  C
paboueil yueOHOI mporpamMmoil AMCIMIUIHHEL Pactipenenenue o0bema BpeMeHH Ha BHEAYIUTOPHYIO
CaMOCTOSITEIIEHYIO PabOTy B peXKUME JIHS CTYZICHTA He pelamMeHmupyemcs paciicaHueM.

Buzel 3amanuii U1 BHEayJUTOPHOM CaMOCTOSITENIbHOM paboThl, MX CONIEpIKaHUE U XapakTep
MOTYT WMETh BAapHATHBHBIA © TU(QEpeHIMPOBAaHHBI  XapakKTep, YUYHTHIBATH CICIUPHUKY
CTICIMANTBHOCTH, N3y4aeMON TUCIUILINHBI, MHIUBUTyalIbHbIE OCOOCHHOCTH CTY/ICHTA.

IL1annpoBanue ¥ OPraHU3aLUs CAMOCTOSITE/ILHOW Pa0oThI CTYIeHTa

[lpaBunbHAsE OpraHuM3alMsl CaMOCTOSITCIBHBIX Y4eOHBIX 3aHSTHH, WX CHCTEMAaTHYHOCTH,
1esIecooOpa3Hoe  TUIAHUPOBAaHUE pPadOYero BPEMEHU IMO3BOJISICT CTY/ACHTaM pa3BUBATh YMEHUSI U
HaBBIKA B YCBOCHUM M CHUCTEMAaTH3AIlMU TPUOOPETACMbIX 3HAHWIA, 00OCCIIeUNBaTh BBICOKUI YPOBCHB
YCIIEBAEMOCTH B IIEPUO]] 00YUYEHHs, TIOJTyYUTh HABBIKK MOBBIILIEHHS POYECCHOHATIBHOTO YPOBHSI.

3a0auu npenodasamena MO TUIAHUPOBAHUIO M OPTaHU3AIMK CaMOCTOSITEILHOW PaOOThI
CTyJIeHTa:

1. CocraBneHue raHa caMOCTOSATEIBHOM pabOThI CTyICHTA 10 JUCIUILINHE.

2. Pa3pabotka ¥ Bbl1aua 3aaHuii 111 CAaMOCTOSTENIbHOM paboTHI.

3. OOyueHue CTyICHTOB METO/IaM CaMOCTOSITeITEHON PaOOTHI.

4. Opranu3zaiysi KOHCYJIBTAIMI 10 BBIMOTHEHHIO 3aJaHui (YCTHBIA MHCTPYKTAX, MUChMEHHAS

WHCTPYKIIHS).
5. KoHTpo:ib 32 X0JI0M BBINOIHEHUSI M PE3YJIbTATOM CAMOCTOSITENIbHON pabOThI CTy/IEHTA.

CTyneHT JOMKeH 3HaTh:
e Kakue pasznensl U TeMbl JUCHUIUIMHBI TMPETHA3HAUCHBI IS CaMOCTOSATEILHOTO
M3y4eHUs (MOJTHOCTHIO UK YaCTUYHO);

® kakue (OpMbI CaMOCTOSITEILHON padoThl OyIyT MCHOIBb30BaHbI B COOTBETCTBUM C paboyeit
IIPOrpaMMON;
® kakas (hopMa KOHTPOJISI U B KaKMe CPOKH IIPEeTyCMOTpEHA.
PexkoMenayeTcs mociaen0BaTeIbHOE U3yUEHUE MOTYJIEN COIIACHO YKa3aHHBIM HOMEpaM.
Bunpl yueOHBIX 3aHATHI MO KaXXAOMY MOIYJIIO U Y4eOHOMY 3JIEMEHTY MpeACTaBICHBI B
TabuIe.

Memoouueckue pekomenoayuu no nOO20Mo6Ke K KOJ110KGUyMmy

KomnmokBuym - BHI ydeOHO-TEOPETHUECKHUX 3aHATUH, NPECTABIAIOMUNA co00it
IpYNIIOBOE OOCYXJIEHHE M0/ PYKOBOJCTBOM IHpenojaBaTessl JOCTaTOYHO IIMPOKOTO Kpyra
po6iieM, HalpuMep, OTHOCUTENIBHO CaMOCTOSITEILHOTO OOJIBLIOrO pa3zelia JEKIMOHHOTO Kypca.
OnHOBpEeMEHHO 3TO U (hopMa KOHTPOJIsI, Pa3HOBUIHOCTh YCTHOTO 3K3aMEeHa, MacCOBOT'0 OIpoca,
MO3BOJIAOIIAs MIPETOAABATEN0 B CPABHUTEIBHO HEOOJNIBIION CPOK BBISICHUTH YPOBEHb 3HAHUI
CTYJIEHTOB  ICJIOM  aKageMU4YeCKOM  Ipymmsl [0  JAaHHOMY  pasjely  Kypca.
KonnokBuym mnpoxoaur oObluHO B (opMe AHUCKYCCHH, B XOJle KOTOpPOH CTyJeHTaMm
MIPEAOCTABIIACTCA BO3MOXKHOCTB BBICKA3aThb CBOK TOYKY 3pEHHMS Ha pPacCMaTpUBAEMYIO
npobiemy, YUHUTHCS 000CHOBBIBaTh 51 3aIXIIATh ee.
AprymMeHTHpys U OTCTauBasi CBOE MHEHME, CTYJECHT B TO K€ BPEMsI JEMOHCTPUPYET, HACKOIBKO
rIy0OKO M OCO3HAHHO OH YCBOWJI M3y4YeHHbIH Matepuan. [Ipu moaAroroBke K KOJUIOKBHYMY
CTYJICHTY pPEKOMEHAyeTCd JeTaJbHO MpopadoTaTh IUTEpaTypy MO TeMe KOJUIOKBUYMa U
MOJATOTOBUTH apIYMEHTHI JUIsl 000CHOBaHMSI COOCTBEHHOM MO3UIINU.

Memoouueckue pekomenoayuu no n0020mogKe npe3eHmayuu.

IIpe3enTanus - camblii 3¢ GeKTUBHBIH CIIOCO0 TOHECEHUs] BAKHOW MH(OPMALMU KaK
B DPa3roBOpe «OAMH Ha OJWH», TaK M MpH MyOIUYHBIX BbICTyIJIeHUAX. Claiii-npe3eHTanuu
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MO3BOJAIOT  3(P(PEeKTHO M  HAIVIAJAHO  IPEACTaBUTb  COJAEpXKAHUE,  BBIICIUTb U
IPOWJUTIOCTPUPOBATE  COOOILIEHHE, KOTOpPO€ HEeCceT IMpe3eHTaluss M €ero  KIYeBble
COACPIKATCIIbHBIC ITYHKTEI. Wcnonp3oBanue HHTCPAKTUBHBLIX 3JICMCHTOB IIO3BOJISCT YCHUIIUTH
3(QGEKTUBHOCTh BBICTYIJICHUH, SBJSIIOIIMXCA YacTbio NPOPECCHOHANBHON  JesTeNnbHOCTU
OOJIITMHCTBA CTICIIUATIICTOB.

[Ipy moAroTOoBKE K MpPE3EeHTALMU CTYIAEHT BbIOMpAaeT U3 MPEJIOKEHHOIO CIHCKa
MHTEPECYIONIYIO €r0 TeMy, M3y4aeT €€ C MCIOJIb30BaHHEM HEOOXOIUMOHN yueOHOH M Hay4dHOMH
JUTEPATYphl ¥ TOTOBUT CIANA-IIPE3CHTALHH.

6. Y4eOnas uTeparypa u pecypcbl HHGOPMALMOHHO-TE1eKOMMYHUKALMOHHOM
cetn "UHTepHeT", BK/II0OYAS NepeYeHb Y4eOHO-MeTOANYECKOro odecrneyeHus s
CaMOCTOSITeIbHOI PadoThl 00y4aOIIUXCH MO0 JUCHHUIINHE
6.1. OcHOBHas nuTEparypa.
1. Kprokosa H.II. JlokyMeHTHpOBaHHE YNpaBICHYECKOH JesATeNbHOCTH: Y4eOHOe

nocobue. — M.: UH®PA-M, 2010.

2. MatBeeBa B.A. OcCHOBBI JOKYMEHTOOOOpPOTa B TAaMOXKEHHBIX OpraHax: y4eOHO-
HarggHoe mocooue. —M.: PO PTA, 2015.

3. COopHHK WU3BIEYEHHN U3 HOPMATHUBHBIX TPABOBBIX AaKTOB IO BOMPOCAM
JOKYMEHTAI[HOHHOTO ¥ WH(OPMAIIMOHHOTO O0ECIIeUeHUSI JACSITETFHOCTH TaMOKCHHBIX OPraHOB

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

6.2. JlonosnHUTENbHAS TUTEPATYpA.
I. JanwimH A. DJEKTpOHHbIE TOCYJAApPCTBEHHbIE YCIYTM M aJMUHUCTPATHUBHBIE

pETrTIaMEHTHI: OT MOJIMTUYECKOW 3a7aul K apXUTEKType «BJIEKTPOHHOI'O IPAaBUTEIbCTBa». —M.:
NHO®PA-M, 2004.

2. Mansimenko FO.B. DnexTpoHHBIH JTOKYMEHTOOOOPOT B TOProBje, OAaHKOBCKOM U
TaMOKeHHOM Jielie: YueOHoe nocooue. — B PTA, Baagusoctok, 2002.

3. MarseeBa B.A., I'amonenko B.A. Mcnonb3oBanne MHPOPMAIIMOHHBIX TEXHOJOTUH B
JOKYMEHTAI[HOHHOM OO0ECIICYeHUH YIPABJICHUS JEATENbHOCThIO OpraHu3auuu: Y4eOHO-
HarsigHoe nmocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoit B.MM. Metoasl U Mozaenu TPUHATHS YNPABICHYECKHUX
pewenuii: Yue6. nocodue. -M.: UTHOPA-M, 2014.

5. I'pannunn O.H., Kusie B.1. MnpopmanoHHbIe TEXHOJIOTUH B yIIpaBleHHH: Y yeOHOe
nocobue. —M.: Harepuer-YuuBepcuter Wupopmammonnsix  Texnomormit; BHUHOM.
Jlabopartopus 3nanui, 2008.

6. Kopneer UK., Kcangonysno I''H. Texuuueckue cpeactsa ynpabieHHs: YUeOHUK JUIs
BeIciiel mkojbel. —M.: UTHOPA-M, 2010.

7. Kopuees N.K., [Tmenko A.B., Mamypues B.A. Ynpaienue qokymeHTamu: Y 4eOHUK.

-M.: UH®PA-M, 2010.
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8. Mup maremaruku: B 40 1. T. 2: XKyan I'omec. Maremaruka, IIIUOHBI U XaKEphl.
Koauposanue u kpunrorpadus. / [lep. ¢ anra. -M.: Jle Aroctunu, 2014.

9. IloBapoBa E.A. IlpoGnembl «ympaBieHus» HHPOPMAIMEH B TOCYJIapCTBEHHBIX
opraHax UcnoJHuTenbHoU BiactH // Unpopmarnonnoe npaso. 2008. Ne 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepenucka B KOMMEPUECKON OpraHu3alud. —

M.: MLI®DP, 2004

6.3. YuebHo-MeToqruecKoe obecreueHre CaMOCTOATEIbHOM padoThI.
1. HManmnmmH A. DIEKTpOHHBIE TOCYJAapCTBEHHBIE YCIYTM M aJIMHHHUCTPAaTUBHBIC

peryiaMeHThl: OT MOJUTUYECKOM 3aJauMl K apXHUTEKType «3JEKTPOHHOTO MPABUTEIBCTBA». —M.:
NH®PA-M, 2004.

2. Manpimmenko HO.B. DnekTpoHHBIH TOKYMEHTOOOOPOT B TOPTrOBIE, OAHKOBCKOM U
TaMOKeHHOM fene: Yuednoe nocobue. — BO PTA, Bnagusoctok, 2002.

3. MatBeeBa B.A., I'anmonenko B.A. VMcnonb3oBaHue MHPOPMAIIMOHHBIX TEXHOJOTHH B
JOKYMEHTAI[MOHHOM O0ECIIeYeHUH YIPABJICHUS JEATEIbHOCThIO OpraHu3auuu: Y4eOHO-
HarsiHoe nmocooue. —M.: PO PTA, 2001.

4. bepexnas E.B., bepexnoit B.1d. Meroasl u Moaenn NPHUHATHS YIPaBICHYECKUX
pemenuit: Yue6. mocodue. —M.: UTHOPA-M, 2014.

5. I'pannunn O.H., Kusie B.1. MnpopmanoHHbIe TEXHOJIOTUH B yIIpaBleHHH: YyeOHOe
nocobue. —M.: Harepuer-Yuuepcuter Wupopmammonnsix  Texnomormit; BHUHOM.
Jlabopartopust 3nanuii, 2008.

6. Kopuees N.K., Kcangomyno I'.H. Texanueckue cpeacTBa ynpaBiieHUs: Y4eOHUK IS
BeIciiel mkojbel. —M.: UTHOPA-M, 2010.

7. Kopuee UK., ITimenko A.B., Mamypues B.A. Ynpasnenue 1okymeHTaMu: Y4eOHUK.
-M.: UH®PA-M, 2010.

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

9. TloBapoBa E.A. Ilpobnembl «ymnpaBieHHs» HWHPOpPMALUEH B TOCyIapCTBEHHBIX
opraHax UCTIOJTHUTENbHOU Biiactu // Hpopmammonnoe mpaso. 2008. Ne 2.

10. Cankuna JI.B., beikoBa T.A. JlenoBas nepenucka B KOMMEPUYECKOM OpraHU3aIUU. —

M.: MII®OP, 2004.

6.4. HopmaTuBHBIE TPAaBOBbIEC TOKYMEHTHI.
1.T'OCT P 7.0.8-2013. Jlenonpou3BOACTBO U apXUBHOE A€N0. TEPMHUHBI U ONPEACIICHUSI.
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2. TOCT P 53898-2010. Cucremsbl 3JIEKTPOHHOTO JOKyMeHTO0O0poTa. B3aumoseiicteue
CHCTEM aBTOMAaTH3allMd JIOKYMEHTAIIMOHHOTO OOECTIeYeHHs YIpaBieHHus. 1peOoBaHUS K
3JIEKTPOHHOMY COOOILEHMIO.

3. TOCT P 54989-2012/ISO/TR 18492:2005. Obecneuenue AOITOBPEMEHHOM
COXPAHHOCTH AJIEKTPOHHBIX TOKYMEHTOB.

4. TOCT P 54471-2011/ISO/TR 15801:2009. VYmpapieHue AOKyMEHTALUEH.
WNudopmanus, coxpansemas B 3JI€KTPOHHOM BUJIE.

5.TOCT P UCO 22310-2009. Cucrema cranaapToB 1o MHGOpMaIu, 6MOIMOTEeYHOMY U
u3garenbckomy gneny. Mudopmanms u gokyMeHTanus. PyKoBOICTBO uisi pa3pabOTYMKOB
CTaHAApPTOB, YCTAHABIMBAIOIINX TPEOOBAHMUS K YIIPABICHHUIO TOKYMEHTAMHU.

6. TOCT P HCO 15489-1 — 20007. Cucrema craHgapToB I0 HuH(pOpMaIuu,
OUOJIMOTEYHOMY M M3J1aTeNbCKOMY Jeily. YmnpasieHuenokymentamu. OOmumerpedoBanus. 1SO
15489-1 — 2001.Information and documentation.Records management.General (IDT).

7.TOCT 7.73-96. [louck u pacupocTpaHeHue HHGopMauu. TepMHUHbBI U OIPEICIICHUS.

8. T'OCT 7.74-96. UnpopMalimOHHO-TIOMCKOBBIC SI3bIKA. TEPMUHBI U ONIPEICTICHUS.
1. KoHcTnTyuma Poccmninckonm depepauymn.

2. O6 nsnextponHoit moamucu: DenepanpHblii 3akoH Poccuiickoit denepamuu ot 06
anpenst 2011 r. Ne 63-@3.

3. O6 wundopmanuu, HHPOPMAIUOHHBIX TEXHOJOTHSIX M O 3ammTe WHHOPMAIIH:
denepanbHbIN 3aKOH Poccuiickoi denepanuu or 27 HUIOJIA 2006 T.
No 149-@3.

4. O nepcoHabHBIX JaHHBIX: DenepanbHbiil 3aKkoH Poccuiickoit @eaepanun ot 27 U0
2006 1. Ne 152-03.

5. O mopsanke paccMoTpeHus oOpameHnid TpaxaaH Poccuiickori ®eneparuu:
®enepanbHblii 3akoH Poccuiickoit @denepanuu ot 02 mas 2006 r. Ne 59-03.

6. O6 apxuBHoM Jene B Poccuiickoit ®@enepanun: DenepanbHblii 3akoH Poccuiickoi
Oenepanyu ot 22 okTa6pst 2004 r. Ne 125-D3.

7. O rocymapCTBEHHOH TpaxmaaHCKOW ciyx0e: DenepanbHblii 3akoH Poccuiickoi
®enepaunu ot 27 nuroins 2004 r. Ne 79-D3.

8. O texHuueckoM perynupoBanuu: denepanbHbiii 3akoH Poccuiickoit @enepanmu ot 27
nexadpst 2002 r. No 184-D3.

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

10. O cucreme u CTpyKType (eaepaqbHBIX OPraHOB HCIOJHUTEIBHON BIACTH: YKa3

[Ipesunenta Poccuiickoit deneparuu ot 09 mapra 2004 r. Ne 314.
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11. O6 yrBepxnenun Ilepeuns cBeqeHn, OTHECEHHBIX K TOCYJapCTBEHHOH TaifHe: YKa3
[Ipe3nnenTa Poccuiickoi denepannn oT 30 HOSIOpst 1995 T.

Ne 1203.

12. O6 >neKTpPOHHOM MOANKMCH, UCHOJIB3YEMOM OpraHamMH HUCIIOJIHUTENbHON BIIACTH M
OpraHaMy MECTHOT'O CaMOYIIpaBJICHHUs IIPU OPraHU3aliU JIEKTPOHHOTO B3aUMOJEHCTBHS MEKIY
co0oM, 0 MOpsIIKE €€ MCIOJb30BaHMs, a TAKKe 00 yCTaHOBJIICHUHM TpeOOBaHUN K 00eCIeUeHHUI0
COBMECTUMOCTH CpeACTB AeKTpoHHOM noanucu: [loctanosnenue IlpaBurensctBa Poccuiickoit
®enepanyu ot 09 despans 2012 . Ne 111.

13. O enuHON cHCTEME MEKBEIOMCTBEHHOIO 3JIEKTPOHHOIO B3aUMOJAECHUCTBHUSA:
[TocTanosnenwne [IpaButensctBa Poccuiickoit @eaepammu ot 08 centsaopst 2010 r. Ne 697.

14. O6 ytBepxnaenun IlonoxeHuss o cucreMe MEXKBEIOMCTBEHHOTO 3JIEKTPOHHOTO
nokymenroobopota: Ilocranosnenue [IpaBurensctBa Poccuiickoit @enepanun ot 22 ceHTAOps
2009 r. Ne 754.

15. O6 yrBepxaenuu IlpaBunm nmenmompousBojacTBa B (eAepalbHBIX — OpraHax
ucnojgHuteabHou Binactu: [loctanosnenue [IpaButensctBa Poccuiickoit @enepauun ot 15 uroHs
2009 r. Ne 477.

16. Kounenmus  dopmupoBanus B Poccmiickoit  ®Denmepanuu  3IEKTPOHHOTO
npasutenscTBa 10 2010 roga: Pacnopsxenue Ilpasurenscrsa PO ot 06 mast 2008 r. Ne 632-p.

17. O ®enepanpHOl TamokeHHOU ciykOe: [locranoBnenue IlpaBurensctBa PO ot 21
aBrycra 2004 r. Ne 429.

18. O6 yrBepxnenun [IpaBui mOArOTOBKM HOPMATUBHBIX MTPABOBBIX aKTOB (heaeparbHbIX
OpraHoB MCIIOJIHUTEJIBHOW BJIACTH W HMX TOCYyAapCcTBEHHOW peructpauuu: [locranoBnenue
[IpaButensctBa Poccuiickoit @enepauun ot 13 aBrycra 1997 r. Ne 1009.

19. O6 yrBepxxaenuu Ilonoxenus o nmopsjke odparieHus co ciayxeOHoi nHpopmarueit
OTPaHUYEHHOTO pACHpOCTpaHeHUs B (eAepaJbHBIX OpraHax HCIOJHUTEIFHONW —BIIACTH:
[Toctanosnenwne [IpaButensctBa Poccuiickoit @eaepammu ot 03 HOs10ps 1994 1. Ne 1233,

20. O6 yTtBepxkaeHHH THUNIOBOW MHCTPYKIMH 1O JEJIONPOU3BOJICTBY M pabOTe apXuBa B
TaMOXKeHHbIX  opraHax: Ilpukaz ®TC Poccum or 09 wmona 2014 1.

Ne 1331.

21. O0 yrtBepxknaeHun THUMOBOro NOJOXKEHUS 00 apxXvBe TaMOXKEHHOTO OpraHa u
MOJIOXKEHUsSI 00 AKCIEPTHON KOoMHccHHM TamokeHHoro oprana: Ilpukaz ®TC Poccum ot 23
asrycra 2012 r. Ne 1700.

22. O6 yTBepKIeHUH KBATH(PHUKALMOHHBIX TpeOOBaHUN K MPO(ECCHOHANBHBIM 3HAHHUSM
U HaBbIKaM, HEOOXOIMMBIM JJIsl MCIOJHEHUS OJKHOCTHBIX OOS3aHHOCTEM MO JOJKHOCTSIM

(dhenepalbHON TOCYIapCTBEHHOMN IpakIaHCKOM CITy»KObI B 1IeHTpaibHOM anmapate @TC Poccun,
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B TMPEACTABUTENBCTBAX TaMOXXEHHOH cCiyxkObl Poccuiickoii ®enepanuu 3a pyOexoMm W
TaMokeHHBIX opraHax Poccuiickoit @enepanuu: [Ipukaz ®TC Poccun ot 31 urons 2012 r. Ne
1535.

23. O0 yTBep:KIEHHM THUIOBBIX IOJIOXKEHUH O MOApa3leiCHUAX JOKYMEHTAHOHHOTO
obecrieyeHus: TaMokeHHbIX opraHoB: [Ipukaz @TC Poccun ot 01 mapta 2012 1. Ne 373.

24. O cucreme BEIOMCTBEHHBIX YJIOCTOBEPSIOIIMX LIEHTPOB TaMOXKEHHBIX OPIaHOB
Poccuiickoit  ®enepanuu:  I[lpukaz DTC  Poccum ot 29 wmas 2008 .

Ne 637.

25. O TUNOBBIX CTPYKTypaxX TaMOKEeHHbIX opraHoB Poccuiickoit ®denepanuu: [lpuxas
OTC Poccum ot 16 mast 2006 1. Ne 443,

26. O IIpumepHoi HoMeHkIaType aen Tamoxxuu: [Ipukas I'TK Poccun ot

01 HOs16ps 2002 1. Ne 1160.

27. IlepedeHb THUIIOBBIX YIPABIECHYECKHX APXMBHBIX JOKYMEHTOB, OOpa3yOIIUXCS B
MIpOLIECCEe EATENbHOCTH TOCYJIaPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpPAaBJIECHUS U
OpraHM3aluii, ¢ ykazanuem cpokoB xpaHeHus: [Ipuka3z Munkynetypsl Poccuiickoit deneparuu
ot 25 aBrycra 2010 r. Ne 558.

28. O0 yTBepxaeHMH METOIUYECKUX PEeKOMEHJAIMK 1Mo pa3paboTKe MHCTPYKUUH MO
JIEIOTIPOU3BOICTBY B (peiepaibHBIX OpraHax HCMONMHHUTENbHON Biactu: [Ipukasz denepanpHOrO
apXuUBHOTO areHTcTBa OT 23 aexadpst 2009 r. Ne 76.

29. KpanudukaloHHbIH CIPaBOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIELHUAIUCTOB U

npyrux ciayxauux: [locranoinenne Muntpyaa P® ot 21 aBrycra 1998 r. Ne 37.

6.5. UHTepHET-pecypChI.
l. OdummanbHplii  caiit  [wipaum  yOpaBisOMIMX — JOKyMEHTalen — —

http://www.gdm.ru.

2. [Toptan koHcanTUHTOBOM TpymIbl « Tepmukay - http://www.termika.ru.

3. LleHTp KOMIIETEHIIMU 1O BOIPOCAM JOKYMEHTAIIMOHHOTO O0ECIeUeHuUs! YIpaBICHUs U
apXUBHOTO Jiena - http://www.edou.ru.

4. [Topran eKerogHo  mpakTudeckod — koHpepeHuuun  «Docflow» — —
http://www.docflow.ru.

5. HezaBucumslii noptan o C3J1 — http:// www.doc-online.ru.

6.6. VlHBIE NICTOYHUKH.

7. UudopManmoHHbIe TEXHOJIOTUH, IPOrPaMMHOe o0ecriedeHue 1 MH(POpPMAIlHOHHbIE

ClIpaBO4YHbIC¢ CUCTEMbI
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7.1. Joctyn K MHPOPMALMOHHBIM U OMOIHOrpaduuecKuM pecypcam B cetu MHTepHeT s
KaXX/1oro 00yJaromerocsi WHBAIHWIA WA OOYYarolerocss ¢ OTPaHUYCHHBIMH BO3MOXKHOCTSIMHU
37I0POBBSI 00ECIEUCH MPEOCTABICHUEM €My HE MEHEe YeM OJHOTr0 y4eOHOro, METOAMYECKOTO
[IEYAaTHOTO W/WMJM BJIEKTPOHHOIO M3JaHHUs MO0 AMCUUIUIMHE (BKJIIOYash 3JEKTPOHHBbIE O0a3bl
NEPUOIMYECKUX H3JaHMii), B (opMax, aJanTHPOBAHHBIX K OTPAHMYCHHUSM HX 370POBbS M
BOCTIPHUSTHS HHPOPMAIUH:

- JInst oOyyarommxcs ¢ HapyHICHUSIMU 3PEHHS:

- B IIeYaTHOH opMe yBETUUEHHBIM IIPU(TOM;

B (hopMe IIEKTPOHHOTO JOKYMEHTA,;

B (hopMme ayuodaiina;

- B meyatHou popme mpudrom bpaiins.

Jnis o0yyaromuxcs ¢ HapyLUIeHUsIMU ClTyXa:

- B reyaTHoOU opme;

B (hopMe FIIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuodaiina.

I[J'I}I o6yqafoumxc5{ C HAPYUICHUAMU OIMOPHO-ABUTATCIILHOTO aIlliapara:

- B IeyaTHOU opme;

B (hopMe FIIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuodaiina.
7.2. CopnepxaHue AMCLMIUIMHBI pa3MEIICHO Ha caiite MH(POPMALIMOHHO-
KOMMYHHUKalIMOHHOU cetu VIHTEepHeT.

7.3. Jlns KOHTaKTHOM UM CaMOCTOSITENIbHOM paboThl MCHOJB3YIOTCS —CIEAYIOIINE
MYJbTUMEUIHbBIE KOMIIJIEKCHI, 3JIEKTPOHHBIE YUEOHUKH U y4eOHbIE TOCOOUs, aJalTHPOBAHHbIE
K OTPaHUYEHUSAM 3/10pPOBbS 00YUarOIUXCA:

WNndopmannonnsie cpencTBa 00ydeHUs: SJIEKTPOHHBIE YUeOHUKH, yuyeOHbIe (DMIIBMBI T10
TEMaTUKe JUCHMIUIMHBI, MpEe3eHTAllud, WHTEPAaKTHBHbIE Yy4eOHble U HarJIAgHbIE MOco0us,
TEXHUYECKHE CpelcTBa IIPEIbSABICHUS UHpOpMaLUU (MHOTO(YHKIIMOHATbHBIH
MYJbTUMEAUUHBIA KOMIUIEKC) U KOHTPOJISL 3HaHUH (TECTOBBIE CUCTEMBI).

OBC «Aiibykcey, cipaBouynas cucrema MHTEI'PYM.

MHOropyHKIMOHATbHBINA MYJbTUMEIUWHBIN KOMILJIEKC B JIEKIIHOHHOM ayAUTOPHUU.

CrnenuanbHble yd4eOHblE MMOCOOMA M Y4EOHMKM Ui OOYyYaroUXCs C HapyIIEHUSAMU
3pCHHU.

CrienmanbHple  y4eOHbIE MOCOOMA M Y4EOHMKH Ui OOYYaroIUXCs C HapyIICHUSIMH
clryxa.

CrneuunanbHble yyeOHble MOCOOMS M Y4eOHUKH ISl OOyYarolIMXCS C HapyLICHUSMHU
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OIOPHO-ABUTaTEIHLHOTO anmapara.

7.4. OOyuaromuecss 00ecneYMBAIOTCS  CIEAYIOIIMM  KOMIUIEKTOM  IPOrPaMMHOTO
obecreyeHus, aJalTUPOBAHHOIO JJs OOy4YalOUIMXCS € OrPAaHUYEHHBIMH BO3MOKHOCTSAMH
3JI0POBbsI U 00YYAIOIIMXCSl HHBAIUIOB!

Jnist o0y4aromuxcs ¢ HapyICeHUSIMU 3pEHUSL:

MAGIC (mporpamma AJisi 5KpaHHOTO YT€HHUS U YBEJTNUEHHMS)

JAWSforWindows (mporpamma ajist YT€HUS C IKpaHa KOMITBIOTEpa)

Jlnist 00y4aromuxcsi ¢ HapyIIEHUSIMH CITyXa

Jl1st o0y4arommxcs ¢ HapyIIeHUsIMHU ONOPHO-BUTATEILHOTO armapara

8. MaTtepuajibHO-TeXHUYeCKas 0a3a

ObecneunBaeTcss BO3MOKHOCTD OECHPENSITCTBEHHOTO JIOCTYNa OOYYalOUINXCsl WHBAINIOB
B ayJIUTOPWH, TyaJeTHbIE W JpyrHe TOMEIIEHHs, a TakKe HX MNpeObIBaHUS B YKa3aHHBIX
MOMEIIEHUAX (HaJU4Ke MaHIyCcOB, MOPYYHEH, PACIIMPEHHBIX JABEPHBIX MMPOEMOB, JU(PTOB, MPU
OTCYTCTBMM JH(PTOB ayAUTOPHs pacIloyiaraeTcsi Ha MEPBOM HTa)Xe, HAJIMYKUE CIELUATIbHBIX
Kpeces U APYTUX NpUCIocoOIeHui).

VY4eOHble ayJUTOPHUH JIJIsl BCEX BUIOB KOHTAKTHOM M CAMOCTOSITEIbHONW pabOThl, Hay4uHas
O6uOIMOTEeKa W MHbIE MOMENICHUsS JUIsi 0OY4YEeHHsI OCHAILEHBI CIEIUATBbHBIM 00OpYyIOBaHUEM U
yu4eOHBIMM MECTaMU C TEXHHYECKHMMHU CpEICTBaMU OOy4yeHHs i1 oOydvaromuxcs ¢
OrpaHUYEHHBIMU BO3MOXKHOCTSIMHU 3/10pPOBBSI M OOyYaIOMIMXCSI WHBAIMIOB C PAa3HBIMU BUJAMHU
OTpaHUYEHUH 310POBbSL:

- C HApYUICHUSIMH 3PEHUSL:

[Ipuntep bpaiins brailleembossereverest-dv4

DNeKTpOoHHBIN pyuHOoU Buneoyseneuntens CAHD/]

Hucnneit bpaitnsa Focus 40 Blue

YerpoiicTBo 1 ckaHUpoBaHUS U yTeHus ¢ kamepoid SARACE

- C HApYLICHUSAMH CITyXa:

cpeactBa OecripoBoAHOM nepeaaun 3Byka (FM-cucremsr);

AKyCTHUECKUN YCUIIUTEINb U KOJIOHKU;

tudrodaemmieepsl, paguoKIacChl.

- ¢ HApYLLICHUSMHU OTIOPHO-IBUraTEILHOIO anmapara:
NEPEBIKHBIC, PETYIUPYEMbIE APrOHOMUYECKHE NAPThl C HCTOYHUKOM IUTAHUS JUIs
WHIMBUAYAIBHBIX TEXHUYECKUX CPEICTB;

KOMIIBIOTEpHAAd TEXHHUKA CO CIICHUAJIBbHBIM IIPOrpaMMHBIM O6CCHC‘{€HI/IGM;
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IbTEpPHATHBHBIE YCTPOWCTBA BBOJA HH(OPMAIIHH;
JpYrUX TEXHUYECKUX CpEACTB MpueMma-nepenaund yueOHoW HH(OpMAalUUd B JTOCTYIHBIX

(bOpMaX AJI1 CTYACHTOB C HAPYHICHHUAMU OIIOPHO-ABUI'ATCIIBHOI'O aIlllapara.



	Задача № 3. Оформите письмо-приглашение на заседание Консультативного совета его участникам от имени начальника таможенного органа. С помощью операции слияния (MS Word) оформите (заполните) реквизит «адресат».
	Содержание вопроса
	Варианты ответов
	7. Информационные технологии, программное обеспечение и информационные справочные системы
	8. Материально-техническая база

