ABTOHOMHA 1 HEKOMMEPUYECKA 1 OBPASOBATEJIBHA $1
OPI'AHU3AIIM BBICIHIEI'O OBPABOBAHNAI
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUMCKNI YHUBEPCUTET KOOITEPALTUW»
KA3AHCKHUH KOOIIEPATUBHBIA UHCTUTYT (PHJIHAJI)

PABOYAS TIPOTPAMMA JIUCIUTUIMHBI (MOJTYJIST)

OCHOBBI JOKYMEHTOOBOPOTA B TAMOXEHHbBIX OPT’TAHAX

Crenuansaocthb: 38.05.02 TamoxkxeHHOE 1710

Hanpasnennocts (mpoduis): «IIpaBooxpanutenbHas AeTEILHOCTh U

WH(OPMAIMOHHBIE TEXHOJIOTHHA B TAMOKCHHOM JIEIIE)
®dopma oOydeHus: OUHas1, 3a0UHAS

KBanudukanus (cTeneHb) BEITYCKHUKA: CIIEHUATUCT TAMOXEHHOTO JIeia
Cpoxk oOyuenusi: ounast popma - 5 siet, 3aounas popma — 5 jeT 6 mec.

TpynoeMKoCTb, 4ackl

Bun yueOHOM paOoThI Ounan G.c) 3a0man
dbopma dbopma

1. KonrtakTHas pabora oOy4Jarommxcs 54(1,5) 12(0,33)
IPETOaBaTEIIEM:
AYIHUTOPHBIC 3aHATHSI, YaCOB BCETO, B TOM YHUCIIC: 54(1,5) 10(0,28)
* JICKITUN 18(0,5) 4(0,11)
* IPAKTUICCKHUEC 36(1) 6(0,17)
[TpomexyTodHas aTrrectanus (KOHTaKTHas paboTa) 2(0,06)
2. CamocTosTeabHas paboTa CTYJCHTOB, BCETO 54(1,5) 94(2,6)
* 1p. (hOPMBI CAaMOCTOATEITLHON PabOTHI 54(1,5) 94(2,6)
3. [IpoMexyTouHas aTTECTANUs: 3a4€T C OICHKOU 2(0,06)
Htoro 108(3) 108(3)

Kazauns 2018




Hcmarunosa JI.P. OcHOBBI TOKyMEHTOOOOpOTa B TaMOXKEHHBIX OpraHax:
PabGouass mporpamma yueOHOM muctuIuimHbl (Momyssi). - Kazanb: Kazanckuii

KOOTIEpaTUBHBIM MHCTUTYT ((usinan) Poccuiickoro yHHMBEpCHTETa KOOMEpAIUH,
2018. -51c.

PaGouas mporpamma o JUCLUIUINHE (MOyJTIO) «OCHOBBI
JIOKYMEHTOO0OpOTa B TaMOXKEHHBIX oOpraHax» mno crenuaibHocTH 38.05.02
TamoxeHHOE Jeno, HanpaBieHHOCTh «lIpaBooxpaHuTenbHas JEATENBHOCTh U
uHGOPMAIIMOHHBIE TEXHOJOTHH B TaMOXXEHHOM Jeliey» cocTabiieHa McmarmmoBoii
JL.P., nomentom kadeapbl TaMmoXeHHOro Jena KaszaHCKOro KOOomepaTWBHOTO
uHCTHTYTa (punnana) Poccuiickoro yHuBepcUTeTa KOONEPAIlii, B COOTBETCTBHUHU C
TpeboBanusiMu DenepaabHOr0 TOCYJApCTBEHHOTO O00pa30BaTEbHOTO CTaHAapTa
BBICILIETO 00pa30BaHUs MO CIEHUANBHOCTH «TaMOXEHHOE JEN0», YTBEPKIACHHOTO
npukazoM MuHucTepcTBa oOpazoBaHus U Hayku Poccuiickoit denepanun ot «17»
aBrycta 2018 r. Ne 850, m y4eOHbiMU IaHamMu 1o croeruanbHocTH 38.05.02
TamoxeHHOE€ ~ J1€7I0,  HampaBieHHOCTh  (mpodwmib)  «IIpaBooxpanuTenbHas
JESITENIbHOCTh U UH(POPMAIIMOHHBIE TEXHOJIOTUH B TAMOKEHHOM J1ese» (ToJl Havaa
noarotoku - 2018).

Pabouas nporpamma:
o0cy:k/eHa M PEeKOMEHA0BAHA K YTBEPXKICHUIO pelIeHHuEM Kadeapbl
TaMOXeHHoro nena Kas3aHCKOro KOONEpaTMBHOTO HMHCTUTYyTa ((uiauana)

Poccniickoro ynusepcuteTa koonepauuu ot «18» mas 2018 r., mpoTokon Ne 9

ono0pena HayuHo-meTonuueckum coBetoM KazaHCKOro koornepaTHBHOTO
uHcTuTyTa (hunmana) ot 23.05.2018, mpotokomn Ne 5.

YTBEpKAEeHA YUYEHbIM COBETOM POCCHICKOTO YHUBEpCUTETA KOOIIEPALIUU OT
30.05.2018, nmpoTtokos Ne 7.

© AHOO BO IIC Pd

«Poccurickun YHUBEPCUTET
KOOIIEpalnum» Kazanckuit
KOOIIEpATUBHBIN VHCTUTYT

(¢punman), 2018
© Hcmarmnosa JI.P., 2018
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1. Hean, 32124 OCBOCHUA TUCIHUIJINHBI (MOIYJIs1)

[lenpto  ocBoeHMst  AUCUMIUIMHBI  «OCHOBBI  JOKYMEHTOOOOpOTa B
TaMOKEHHBIX OpraHax» SBJSIETCS HW3Y4Y€HHE OCHOB JIOKYMEHTAIlMOHHOTO
o0ecrieueHuss  yNpaBJi€HHUs  JCSATEIIBHOCTbIO  TaMOXXEHHBIX  OpraHOB U
(opMUpOBaHKE Y HUX HABBIKOB YIIPaBICHYECKON U MHPOPMALIMOHHOMN KYJIbTYpHI B
cdepe mpodheccuoHaTbHON JeSTEIbHOCTH.

3a1ayu AUCLMIUIAHBIL

- U3yYEHHE TEOPETUYECKUX CBEJACHHM 00 OCHOBaX JOKYMEHTAIIMOHHOTO
o0ecrniedeHus YIPABIICHUS JEeSATENBHOCTBIO TaMOKEHHBIX OpraHoB,
JIOKYMEHTUPOBAHUS YIPABICHYECKUX PEUICHUM, CO3MaHUs U (PYHKIIMOHUPOBAHUS
CUCTEMBI YIIPaBJICHUS JOKYMEHTAMH;

- W3YYEHUE OCHOBHBIX HOPMATHBHBIX M METOAMYECKUX JTOKYMEHTOB I10
BOIPOCAaM MOATOTOBKHU ¥ 0(OPMIIEHHSI pa3IMYHOTO POAA JOKYMEHTOB,;

- INPUBHATHE NPAKTUYECKUX HABBIKOB B 4YacTH JOKYMEHTHPOBaHHS
YIOPABJICHYECKOW M HWHOM NPOU3BOJCTBEHHOM JACATENBHOCTH TAMOYKEHHBIX
OpPraHoB, OpraHU3aluud JOKYMEHTOOOOpOTa JOJDKHOCTHOIO — JIMIA  W/WJH
CTPYKTYPHOTO ITOAPA3ACIICHNAS] TAMOXXEHHOT'O OpPraHa;

- U3y4YE€HHE TpPUEMOB O(OpPMIIEHUS PEKBU3UTOB B JOKYMEHTaXx M
(dopMHpOBaHKE HABBIKOB B 0()OPMJIIEHUH IOKYMEHTOB B TaMOKEHHOMU cdepe;

- HU3y4YCHUs IIPUHLIATIOB 151 0CcoOeHHOCTEM AIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa, B T.4. B TAMOKEHHOM JIEJIE.

2. Mecro aucCUMILIMHBI (MOAYJs) B CTPYKType 00pa3oBaTe/bHOMN
NPOrpaMMbl

JlucuurinHa OTHOCHUTCS K BapHaTUBHOM dYacTH AMCHUIUIMH Oioka bl
«ucuumauabl (MOTyIIN)»

JIns m3ydeHusl TUCHUIUIMHBI HEOOXOAMMBI CIICIYIOIINE 3HAHMS, YMCHUS U
BJIaJICHUSI HABBIKaAMH, (P OPMHUPYEMBbIC TPEAIISCTBYOITUMHU JTUCITUIUTHHAMU ;

Oomwmit menemrmenT (OITK-6).

3. IlepeyeHb MIaAHMPYeMbIX pPe3yJbTATOB OOYUYEHHS IO JAUCIHUIINHE
(MoayJ110)

N3yuenne ydeOHON MWCHMIUIMHBI HANpaBiIeHO Ha (opMupoBaHue Yy
oOyyaromumxcs clieyroiiei npodeccuoHaIbHON KOMITETCHITUU:

I[IK-34 - cmocobHOCTRIO oOOecreunBaTh UWHMOpManmen B cdepe
TaMOXEHHOTO JieJla TOCYJAapCTBEHHBIE OpraHbl, OpPraHU3alMH M OTIEIHHBIX
rpaXkIaH.



B pe3ynbTaTe n3ydeHus TUCIUILIMHBI O0yYarOIIHIACS TOTKEH:

dopmupyembie [TnanupyemMsbie pe3yabTaThl OOYYCHHS MO JTUCIUILTHHE HaumenoBanue
KOMITETCHIINH (KO (Moym0), XapaKTepHu3yIoIie dTanbl POPMUPOBAHUS OIICHOYHOTO
KOMIIETEHIINH ) KOMIIETEHIINH cpefcTBa
3HaTh OCHOBHBIC HOPMAaTHBHBIC METOTUICCKUC
JIOKYMEHTBI o BOIpOCaM JIOKYMEHTAIIMOHHO-
HH()OPMAITHOHHOTO obecrieueHus yIpaBIeHUS

ACATCIIBHOCTHEIO TAMOXXCHHBIX OPraHOB

[1K-34 .
WHPOPMALMOHHBIX  TEXHOJIOTHUH,

3HaTh 3aKOHOMCPHOCTHU nu TCHACHIIMHN

pa3BUTHUS
WCTIONB3YEMBIX B
rportecce paboTsl C IOKYyMEHTHPOBAHHOU HH(pOpMaIHeH;

Jloxmaz

C  JOKyMeHTamMH  (yIpaBiieHHUE
JIEKTPOHHOT'O JOKYMEHT0000pOTa;

3HaTh OCHOBHI JOKYMEHTHPOBAHWS, OPTaHU3AINHA PabOTHI
JIOKyMEHTaMHu) H

YMeTh COCTaBIATh pa3jiWYHbIC BUJABlI YIPABICHUYECKUX U
HWHBIX JOKYMEHTOB, CO3JaBAEMBbIX M HCIOJIb3YEMBIX B
MPOU3BOJICTBEHHOM JIEATEIbHOCTH TAMOYKEHHBIX OPTraHOB NunuBuyanbHbie

[1K-34

YMeTh UCMONIb30BaTh OCHOBHBIC MPOTPAMMHBIC CPECTBA 3aTaHHS
JUTS aBTOMATHU3AIMH YITPABICHYECKON
JESITeIbHOCTH, aHaIi3a 1 00pabOTKHU TaHHbBIX;

OKCIECPTU3BI HEHHOCTU JOKYMEHTOB,

Bitagers HaBbIKaMU JOKYMEHTUPOBAHUS YIIPABJICHUYECKON
JeATEIbHOCTH TAMOXKEHHBIX OpraHOB U IIPOBEIECHUA

I1K-34

Brnagers HaBelkaMM W TIpuUeMaMHu
HCIIOJIb30BaHUS MIPOrpaMMHOT0
aBTOMATHU3MPOBAaHHBIX pabouyux MecT
CEeTEBBIX TEXHOJIOTHH IS OpraHU3allKd CETeBOro oOMeHa
nHpOpMaIIel B TAMOKEHHBIX OpraHax

IPaKTUYECKOT O [enoas urpa

obecrieuenust | KontponpHas pabora

n 3J¢

MCHTOB

4. O0beM QMCHUIIMHBI (MOAYJIS) U BUABI y4eOHOM padoThl

ounas hopma 0dyuenusn

Yacos
Bun yaeOHoit nesTenbHOCTH Beero Ilo ceN18eCTpaM

1. KonTakTHas paboTa 00y4Jaromuxcs ¢ IpenojaBaTeseM: 54 54
AynuTOpHBIE 3aHATHUS BCETO, B TOM YHCIIE: 54 54
Jlexmun 18 18
[TpakTHUdecKue 3aHsTHsI 36 36
ITpomesxxyTouHas arrecTanys (KOHTaKTHas paboTa) - -
2. CamocTosTenbHas padoTa CTyAEHTa BCEro, 54 54
B TOM YHCIIE:

Hpyrue Buapl caMOCTOATENbHOM paboTHI 54 54
Buja npomexxyTOUHON aTTeCTallMK — 3a4ET C OUEHKOU - -
HUTOI'O: 4acoB 108 108
O611ast Tpy10€MKOCTh 3a4. efl. 3 3




3a0unas popma odyuenus

Yacos
Bun yuebHOi nesiTennbHOCTH Beero Ilo szcaM

1. KoHTakTHast paboTa 00yJaroImuxcs ¢ MpernojaBaTeyieM: 12 12
AyIUTOpHBIE 3aHSTHSI BCETO, B TOM YHCIIE! 10 10
Jlexmn 4 4
[IpakTuyeckue 3aHATHSI 6 6
[TpomesxyTouHast aTTectanus (KOHTaKTHas paboTa) 2 2
2. CamocrosTenbpHas padoTa CTyJeHTa BCETO, 94 94
B TOM YHUCIIC:

Jlpyrue BUJIBI caMOCTOSATENEHON paboThI 94 94
Bu npoMexxyTOUHON aTTecTallK — 3a4€T C OIICHKOM 2 2
HUTOTO: 4acoB 108 108
OO11ast Tpy10eMKOCTh 3a4. efl. 3 3

5. Conep:xxanne IMCHUILIAHBI (MOIYJIs1)
5.1. Conep:kanue pa3iesioB, TeM IUCHUIIAHBI (MOTYJIs1)

Tema 1. TeopeTnueckne 0CHOBbI Kypca «OCHOBBI TIOKYMEHT0000pOTa B
TAMOKEHHBIX OPraHax».

Ponp ¥ 3HaueHWe AUCHUIUIMHBI B MOpPO(PECCHOHATBLHON IMOJATOTOBKE
CIEUAIUCTa  TAaMOXKEHHOTO  jeJa. HopmatuBHo—MeTonuueckas  0aza
nokyMmeHTHpoBaHus B Pocculickon deneparun.

Tema 2. [lonsiTHE JOKYMEHTOB H JOKYMEHTO000pOTA.

[Tonsitue 0 nOKyMeHTe, PYHKIIMU TOKYMEHTOB, X UCTOPUUYECKOE Pa3BUTHE.
CaoiicTBa JokyMeHTa. Matepuanbhbie Hocutenu uHbopmarmu. Knaccudukamms
TOKyMeHTOB. (OCHOBHBIE TIOHATHS B cdepe aokyMeHTooOopora. CrocoObl
JOKYMEHTHUPOBAHUS.

Tema 3. JlIokyMeHTHPOBaHUE B TAMOKEHHBIX OPraHax.

Cucrembl JOKyMEHTAalM¥, HUCIOJb3YEMbIE B JEATEIBHOCTH TAMOKEHHBIX
opraHoB. Opranuzanusi padOThl C JAOKYMEHTAMH B TaMOXXEHHBIX OpraHax.
VYuudukanus u craHgaptuzanusa. TpeOoBaHHs K OQOPMIIEHUIO JTIOKYMEHTOB.
CocTraB peKBU3UTOB TOKYMEHTOB.

Tema 4. Cnennduka opraHuzanum JOKYMEHTO000POTa TaMOKE€HHBIX
OPIraHOB.

JIOKyMeHTaIisl TAMOKEHHBIX OpraHoB. OCOOEHHOCTH OpraHu3alu paboThl
C HEKOTOphIMM BHIaMH JOKyMeHTOB. [lpaBuna odopmiieHHs peKBU3UTOB
nokyMeHToB. OdopMieHHre TOKyMEHTallMu Mo JIMYHOMY cocTaBy. HomeHknarypa
Jenl.




Tema 5. MHHdopManuoHHbIE  TEXHOJIOTHMH, CONPOBOKIAIIIHE
JOKYMEHTO000POT B TAMOKEHHBIX OPraHax.

Nudopmatuzanus B chepe TOKyMEHTAIMOHHOTO 00ECTIeUeHUsl yIpaBICHUS.
Knaccudukanus cpeacTtB OpPrTeXHUKM M MX OCHOBHBIE  XapaKTEPUCTHUKH.
OcoOEHHOCTH  HUCIOJIb30BAaHUSI  AJIEKTPOHHOM, TenerpadHoil, TeleTalIHOM,
(baKCUMUIBHON CBSI3U.

5.2. MexaucuuniuHapHble CBSI3U c o0ecneynBaeMbIMH
(mocJieayromMMHu) AMCUMIIMHAMHA (MOLYJISAMU)

Juctuminaa «OCHOBBI  JIOKYMEHTOOOOpPOTa B TaMOXXEHHBIX OpraHax»
dbopmupyer kommereHimoo I1K-34, HeoOXomuMyro B JajdbHEWIIeM s
(bopMHpPOBaHUS KOMIICTCHITUI MPEITUIIIIOMHON TTPAKTHKH.

5.3. Pa3nesbl, TeMbl AUCHUILIMHBI (MOAYJIA) M BUABI 3aHATHIA

ounan hopma odyueHusn

. Bunp! 3aHaTH, B 9acax
Ne | HammenoBanwme pasnena, TeMbl y4eOHOU
[IpakTrueckue | CaMocTosiTenbHAs
n/m JUCIIMITIMHBI (MOJTYJIS) Jlexumn Bcero
3aHSTHS pabota

Teopernueckue ocHOBBI Kypca «OCHOBBI

1. |noxymeHTOO00OpOTA B TaMO>KEHHBIX 2 6 10 18
opraHax»

2. |TlonsiTHEe TOKYMEHTOB M JJOKYMEHTO00OpOTa 4 6 10 20
OKYMCHTHUPOBAHHUEC B TaMOKCHHBIX

3, |[loKymenTip 4 8 10 22
opraHax

4 Crierudmka OpraHHU3aInn 4 8 12 24

" | MOKyMeHT0000pOTa TAMOKEHHBIX OPTraHOB
Nudopmanmonusie TEXHOJIOTHH,

5. |compoBoXaamwIIKMe JTOKYMEHTOO0OPOT B 4 8 12 24
TaMOXKEHHBIX OpraHax
Hroro 18 36 54 108

3a0unasn hopma odyuenus

. Bunpl 3angaTuii, B yacax
Ne | HawmmeHoBaHue pasfnena, TeMbl y9eOHOMH
[Ipaktrueckue | CamocrosiTenbHast
1/ JACITUTUTMHEI (MOTYJIs1) Jlexmmm Bcero
3aHSTHS paboTta
Teopetnueckue OcCHOBBI Kypca «OCHOBBI
1. |noxymeHTOOOOpOTA B TaMO>KEHHBIX 1 2 18 21
opraHax»
2. |lloHsiTHE TOKYMEHTOB M JJOKYMEHTO00OpOTa - 2 20 22
OKYMEHTHUPOBaHUE B TaMO>KEHHBIX
3, |[/LoKyMeHTHP 1 2 18 21
opraHax
4 Cnenuduka OpraHHU3anun 1 18 19
" | TOKyMeHTO0000pOTa TAMOKCHHBIX OPTaHOB
Nudopmanmonusie TEXHOJIOTHH,
5. |conmpoBOXAaOIIME JTOKYMEHTOOOOPOT B 1 - 20 21
TaMOXKEHHBIX OpraHax
Hroro 4 6 94 104




6. JIaGopaTOpHBI MPAKTUKYM
JIaGopaTopHble 3aHATHS HE MPEIYCMOTPEHbl YUeOHBIMH TUIAHAMHU.

7. IllpakTHyecKue 3aHATHA (CEMHUHAPDI)

[IpakTuueckue 3aHsITUS POBOAATCS C 1EJIbI0 (DOPMUPOBAHUS KOMITETCHIIUMA
00y4JaronMXxcs, 3aKPEIUICHHs TOJyYeHHBIX TEOPETUUECKUX 3HAHUM HA JICKIHUSIX U B
MpolecCe  CaMOCTOSITENIBHOTO  M3y4YeHHs  OOy4alollMMHUCA  CIICIHAIbHON
JUTEPATYPHI.

ouHnasn hopma odyuenusn

HaumenoBanue pasnena,
Ne . . TpynoeMKocTh
TeMbl Y4eOHOH TemaTrka MPaKTUUECKUX 3aHATHI (CEMUHAPOB)
W JUCTTATITAHBI (MOIYIIS) (uac.)
Teopernueckue ocHOBBI |PoJib u 3Ha4YCHUE JUCLUTUTAHBI B
Kypca «OCHOBBI|TPO)ECCUOHANBHON ~ MOATOTOBKE  CIIEUATUCTa
1 JOKYMEHT0000poTa B|TaMOXeHHOTrO Jena. HopmaTHBHO-MeTOoAWYecKas 6
" |TamoKeHHBIX OpraHax» Oaza JIOKyMEHTUPOBaHUS B Poccuiickoit
Oenepanmn.  [IpaBoBoe obecmedeHue mporecca
JIOKYMEHTUPOBAHHUSI.
Ilonsitue  mokymentoB  u|Ilonstue o gokymeHnte. @yHKIUU TOKYMEHTOB, HX
JOKyMEHT0000poTa ucropuueckoe passurve. CBOHCTBa TOKyMEHTA.
5 MarepuanbHble HOCHTEIH WHQOPMAIHH. 6
' Knaccuduxarus nokyMmeHToB. OCHOBHBIC TTOHSATHUS
B chepe JIOKYMEHTO000pOTA. Crioco0st
JOKYMEHTHUPOBAHUSI.
JlokyMeHTHpOBaHNE B| CuCTeMBbl ~ TOKYMEHTAIlMM, HCIOJb3yeMble B
TaMOXXCHHBIX OpraHax JeSITETbHOCTH TaMOKEHHBIX OpraHoB.
3 Opranmzamust  paboTel € JAOKyMEHTaMU B 8
' TaMOKEHHBIX Oprasax. Yuudukanus "
cranfapTuzanusi. TpeboBaHuss K 0O(QOPMIICHUIO
JOKyMeHTOB. CoCTaB peKBU3UTOB JIOKYMEHTOB.
Crenuduka opranusauuu [ [JokymeHTanus TaMOXKEHHBIX OPraHoB.
JIOKYMEHT0000poTa OcCoOEHHOCTH OpraHu3aly PadOThl C HEKOTOPHIMU
4 |TAMOXKEHHBIX OpraHoB BUJaMH JOKyMeHTOB. [IpaBuna odQopmieHus 8
' PEKBU3UTOB JOKYMEHTOB. Odopmnenue
JOKYMEHTaL1N o JUYHOMY COCTaBYy.
Howmenknatypa nen.
HNudopmanmoHHsle Wudopmaruzanus B cdepe JOKYMEHTAIHOHHOTO
TEXHOJIOTHH, oOecrieuenust  ympasieHus.  Kmaccuduxanums
5 |COTPOBOKIAONIHE CPEeACTB  OPITEXHHKM W HMX  OCHOBHBIE 8
" | MIOKyMEHTO000POT B|xapaktepucTuku. (OCOOEHHOCTU HCIOJIb30BaAHHUS
TaMOXEHHBIX OpraHax 3IIEKTPOHHOM, TenerpadHo, TeNeTalmHOMN,
(haKkCUMUIIBHOM CBSI3H.
Hroro 36
3a0unas popma odyuenus
No HaunmenoBanue paszena, } Tpy10eMKOCTH
TEeMBI yU4eOHOM TemaTrka MPaKTUIECKUX 3aHITHN (CEMUHAPOB)
wn JUCTIMTLITUHBI (MOJTYJISA) (ac.)
1. |Teopernueckue ocHOBH Kypca|Ponb u 3HAUYEHHUE JUCLUTUINHBI B
«OCHOBBI JTOKYMEHTO000POTa|IPOPECCHOHANBHOW  MOATOTOBKE  CIIELHAINCTA 2
B TAMOKEHHBIX OpraHax» TaMOXeHHOTro Jiena. HopmartnBHO—Meronudeckas
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HaumenoBanue pasaeia,

JIOKyMEHT0000pOTa

OTBETHI HA KOHTPOJLHBIC
BOTIPOCHI;
MIOJITOTOBKA COOOIIEHUH K
BBICTYIIJICHUIO HA TIPAKTUIECKOM
3aHATUH;

Ne . . TpynoemkocTb
i TEeMBI yI4eOHOM TemaTrKa MPaKTUICCKUX 3aHITHN (CEMUHAPOB) (uac.)
TUACITATUTNHBI (MOJTYIIS)
0aza JIOKYMEHTUPOBAaHUSA B Poccuiickoii
Oenepannu. [IpaBoBoe obecmeueHre mpoiecca
JOKYMEHTHPOBAHHUSI.
2. |lloHaTHE  JOKYMEHTOB ITonsiTue o nokymente. @yHKIUU JOKYMEHTOB, UX
JOKYMEHT0000poTa ucropudeckoe pasputue. CBoiicTBa ITOKYMEHTA.
MarepuanbHbie HOCHUTEIH nHpOpPMALIUH. 2
Knaccudukamus nokymeHToB. OCHOBHBIE MOHATHS
B chepe JIOKyMEHT0000poTa. Crnioco0Ost
JOKYMEHTHPOBaHHUSI.
3.  |doxyMeHTHpOBaHNE CucteMbl  OKYMEHTAllMM, HCIIOJIb3yEMbIE B
TaMOXXECHHBIX OpraHax JESITeNbHOCTH TaMOKEHHBIX OPTaHOB.
Opranuzanuss  paboThl C  JIOKyMEHTaMu B 2
TaMOKEHHBIX opraHax. Yaudukanus u
cragfgaptm3anusa. TpeboBaHus K o(QOpPMIICHHIO
JNoKyMeHTOB. CocTaB peKBU3UTOB JIOKYMEHTOB.
Hroro 6
8. TemaTuka KYPCOBBIX IIPOCKTOB
KypcoBbie npoekTsI (paboThbl) HEe TPETyCMOTPEHBI YIEOHBIMU TIIAHAMH.
9. CamocrosiTesibHAs pa0oTa CTy/IeHTA
Ne HaumenoBanue paszena, TeMbl Bunsl camocrosTensHOM paboTh OuenouHoe
/11 JUCTIATIITNHBI (MOJIYIIS) CTyJeHTa CpEeJICTBO
YUteHue IuTepaTyphl;
KOHCTIEKTUPOBAHUE TEKCTA
03HAKOMJIEHHE C HOPMaTUBHBIMU
Tema 1.Teoperudeckne OCHOBBI Kypca FIOKYMEHITAMI, .. .
1 | «OcHoBu [1OKyMeHT006opoTa s paboTa ¢ KOHCIIEKTOM JICKIIHIA; YcTHBIH ompoc,
TaMO’KeHHbBIX OpraHax OTBETHI HA KOHTPOJIbHBIC TECT
BOIIPOCHI;
MOJIrOTOBKA COOOIIEHUH K
BBICTYIIJICHUIO Ha MMPAKTUYCCKOM
3aHATHH;
UreHne auTepaTypsl;
KOHCIIEKTUPOBAHUE TEKCTA;
O3HAaKOMJICHHUE C HOpMAaTUBHBIMU
JOKYMEHTaMH;
2 Tema 2. [IloHsTMe JOKYMEHTOB W paboTa ¢ KOHCTIEKTOM JIEKLIHii; YceTHsIH ompoc,

TECT




No Haunmenoanue pazaena, TeMbl Buner camocTosTensHOM paboThI OneHoyHoe
/1 TUACITATUTINHBI (MOJTYIIS) CTyJICHTA CPEACTBO

YreHue IUTepaTyphl;
KOHCIICKTUPOBaHHE TEKCTa
03HAaKOMJICHHE C HOPMaTUBHBIMH
JIOKYMEHTaMH;

Tema 3. JlokyMeHTHpOoBaHUe B paboTa ¢ KOHCTICKTOM JICKIIHIA;
TaMO>KEHHBIX OpraHax OTBETHI Ha KOHTPOJILHBIC
BOIIPOCHI;
MOJrOTOBKA COOOIIEHUH K
BBICTYIUICHHUIO HA MPAKTUICCKOM
3aHITUH;

Pemenue 3amay,
YCTHBIH OTpOC,
TECT

YreHue IuTepaTyphl;
KOHCIIEKTUPOBAHUE TEKCTA
03HAKOMJICHUE C HOPMATUBHBIMU

OKyMEHTaMU;
Tema 4. Chnenuduka opranuzanuu FIOKY ’ . Pewenne
paboTa ¢ KOHCIIEKTOM JICKITHIA;

4 | noKyMeHTOo0OOpOTa TaMO>KEHHBIX 3aJIlaHUH, yCTHBINA
OTBEThHI HAa KOHTPOJIbHBIC
OpraHoB OIIpOC, TECT
BOIIPOCHI;
MOJrOTOBKA COOOIEHUH K
BBICTYIIJICHUIO HA MMPAKTUYCCKOM

3aHSITUY;

YUteHue IuTepaTyphl;
KOHCTIEKTUPOBAHUE TEKCTa
O3HAaKOMJICHHUE C HOpPMAaTUBHLIMU
JOKYMEHTaMU;
paboTa ¢ KOHCTIEKTOM JICKIIH;
OTBEThHI HAa KOHTPOJIbHBIC
BOTIPOCHI;
MOJIrOTOBKA COOOIIEHHUH K
BBICTYIIICHUIO HA MMPAKTUYICCKOM
3aHATUM;

Tema 5. UH(OpMalMOHHBIE TEXHOJIOTHH,
5 | compoBoXkIaronye JOKYMEHTOOOOPOT B
TaMOKEHHBIX OpraHax

VYeTHBI onpoc,
TECT

10. Ilepeyenn Y4e0HO—MEeTOANYeCKOro odecneueHmst ISt
CaMOCTOSITEILHOM PadoTHI 00y4AIOIIUXCH MO AUCIHUIINHE (MOIYJII0)

CaMocTosTenbHast padoTa CTYIEHTOB IpPEnoJaraeT TUIaTeIbHOE OCBOCHHE
y4eOHOUN ¥ HAYYHOU JTUTEepaTyphl 10 U3y4aeMOU TUCIIUTIIIUHE.

I[Ipy wu3yyeHHMHM OCHOBHOM pPEKOMEHAYEMOM JIMTEPATYPHl CTYIACHTaM
HEOOXO0JAMMO OOpaTUTh BHHUMAaHHE Ha BBIJCICHUE OCHOBHBIX TMOHSATUH, HUX
OIpeJeNeHHUS, HAyYHO-TEXHUYECKUE OCHOBBI, y3JI0BBIE MOJIOKEHUS,
MIPE/ICTABIICHHbBIE B U3Y4a€MOM TEKCTE.

[Ipu camocTosTENBHON padoTe CTYIEHTOB C JIONOJHUTEIBHON TUTEpaTypoit
HEOOXOJAMMO BBIJEIUTh AaCHEKT H3y4yaeMOM TeMbl (YTO B JAaHHOM MaTepualie
OTHOCHUTCSI HETTOCPEJICTBEHHO K M3y4aeMOM TeME U OCHOBHBIM BOIPOCaM).

JIOTIOTHUTENBbHYIO JIUTEPATypy LieecooOpa3Ho MpopadaThiBaTh IOCIHE
OCHOBHOM, KoTopas (opmupyer Oazuc Ijsi TMOCIEIYIONIEro 0OoJjiee TIIyOOKOTro
U3Yy4YEHHs] TeMbl. [[OMOIHUTENBHYIO JIUTEPATYPy CIEAYET M3ydaThb KOMIUJIEKCHO,
paccMmaTpuBasi pa3Hble CTOPOHBI M3y4aeMoro Borpoca. O0sa3aTeIbHBIM 3JIEMEHTOM
CaMOCTOSITENIbHOM  pabOThl CTYACHTOB C JIUTEPATypod SIBIISIETCS BeJICHHE
HEOOXOMMBIX 3aIIUCeH: KOHCIIEKTA, BBIMUCKH, TE3UCOB, IIAHOB.
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JIJisi caMOCTOSITENIbHON pabOTHI MO0 TUCIUTUINHE MCIIOIB3YETCS CIIETYIOIIee
y4eOHO-METOInYeCKOe 00ecreyeHue:

a) OCHOBHas JIUTEpaTypa

1. OCHOBBI JOKYMEHTOOOOpPOTa B TAMOXKEHHBIX OpraHax: y4eOHoe rmocobue
Astopsl: DnoBa I'. B. Cankr-IletepOypr: Uurepmenus, 2014 r. , 206 c. — Pexxum
nocryma: https://ibooks.ru/reading.php?productid=339892

0) IoTMoTHUTEIbHAS JIUTepaTypa

1. OCHOBBI JOKyMEHTOOOOpPOTa B TAMOXKCHHBIX OpraHax: ydeOHoe mocobue
Astopsr: Yammeiruaa M.A., KoBapaa B.B. Canxr-Iletepoypr: Wuatepmenms, 2015
r., 282 c. — Pexxum moctyma: https://ibooks.ru/reading.php?productid=351502

11. IlepeyeHb OCHOBHO W JONOJHHMTEJNbHOH Y4YeOHOH JHUTEPATYPBHI,
Heo0X0AMMOii IJIs OCBOCHUSI AUCHUILIUHBI (MOYJIfA)

a) HOpMaTUBHBIE TIPABOBBIC AKTHI:

1. TamoxxeHHbIE ~ KomeKC  EBpa3miickoro  SKOHOMHYECKOTO  COr03a
(npunoxkenne Nel k JloroBopy o TamoxkenHom koxaekce EBpasuiickoro
sKOHOMHYECKOTO coro3ay) //CIIC «KoHCynbTaHT IUIIOC» [DIEKTPOH. pecype]. —
DnexkTpoH. aaH. — [M, 2018].

2. O TamoxeHHOM perynupoBanuu B Poccuiickoii @enepanuu: Denep.
3akoH  oT 27.11.2010 Ne311-®3 (pem. ot 03.08.2018) // CobOpanue
3akoHomaTenbcTBa PD. — 2010. — Ne 48. — Ct. 6252. — Koncynwsrantllmroc.
[DnexTpoH. pecypc]. — DaekTpoH. aaH. — [M, 2018].

3. [locranoBnenne  [IpaButensctBa  Poccmiickoit ~ Dexmepamuu  OT
15.06.2009r. Ne 477 "OO6 yrBepxkaeHun IlpaBuin pgenonpousBojAcCTBa B
denepanbHbIXx opraHax ucnoiaHuTenbHoM Biact" —  Koncynwsrantllnroc.
[DnexTpoH. pecypce]. — DaekTpon. aaH. — [M, 2018].

4. Tlpuxkaz ®TC Poccun ot 9 wutonsa 2014 r. Ne 1331 «OO6 yTBEepx)ACHUU
TunoBass MHCTPYKIMS IO JAEIOMPOU3BOJICTBY M pabOTE apXvWBa B TaMO>KCHHBIX
opranax Poccutickoit ®enepaunn» — Koncynbrantlitoc. [DnekTpoH. pecypc]. —
DiexTpoH. gaH. — [M, 2018].

5. TOCT P HNCO 15489-1-2007. HaumoHanbHbI cTaHmapT Poccuiickoit
®enepanuu. Cucrema craHgapToB 1o HHGOpMAIMK, OUOIMOTEYHOMY H
U31aTeIbCKOMY Jely. YmhpaBjieHue naokyMeHtamu. OOuiue TpeOoBanus" (yTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 Ne 28-ct) — KoncynpsranTlntoc.
[DnexTpoH. pecypc]. — DaekTpoH. aaH. — [M, 2018].

6. [Toctanosnenue ['occranmapra P® ot 03.03.2003 Ne 65-cT "O npuHaTUH
Y BBEJCHHUM B JICMCTBHE TrOCYJAapCTBEHHOro crtaHaapra Poccuiickoit @enepanun”
(BMecte ¢ "T'OCT P 6.30-2003. T'ocynmapctBeHHBIM cTangapT Poccuiickoi
Oenepanuu. YHUPUIUPOBAHHBIE CHCTEMBl JOKYMEHTAIMHU. YHUPUITUPOBAHHAS
CHUCTEMAa OPTraHW3alMOHHO-PACTIOPSIAUTENLHON JTOKYMEHTauu. 1peOoBaHUS K
opopminenuto gokymeHtoB") — Koucynerantllmoc. [DnmekTpoH. pecypc]. —
DnekTpoH. naH. — [M, 2018].
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7. TOCT P 51141-98. T'ocymapcTtBeHHbI cTaHaapT Poccuiickoi
®denepanuu. Jlenonpors3BoACTBO U apXUMBHOE Jesi0. TepMUHBI U ompenenaeHus"
(ytB. IlocranoBnenueM Ioccranmapra Poccum ot 27.02.1998 Ne 28) —
Koncynperantllmtoc. [DnaekTpoH. pecypc]. — DnekTpoH. naH. — [M, 2018].

0) OCHOBHas JIMTEpaTypa

1. OcHOBBI JOKYMEHTOOOOpPOTa B TAMO>KEHHBIX OpraHax: yueOHOe mocodue
Astopsl: OnoBa I'. B. Canxr-Iletepoypr: Unrepmenus, 2014 r. , 206 c. — Pexxum
nocryma: https://ibooks.ru/reading.php?productid=339892

B) JIONIOJIHUTEIIbHAS JIUTEpaTypa

1. OcHOBBI TOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax: yueOHoe rmocolue
Astopsr: Yammeirnaa M.A., KoBapaa B.B. Canxr-Iletepoypr: Wuatepmenms, 2015
r., 282 ¢. — Pexxum noctymna: https://ibooks.ru/reading.php?productid=351502

12. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJICKOMMYHHKAIMOHHOM
cetu «AHTEepHET», HEOOXOAUMBIX VISl OCBOCHHS JUCHUILIUHBI:

https://www.book.ru/ - 35C Book.ru

http://www.iprbookshop.ru - 35C IPRbooks

https://ibooks.ru/ -OBC Aibdykc.ru/ibooks.ru

https://rucont.ru/ - 3bC «HammonansHbIN 1IEPPOBOI pecypc «PyKoHT»
http://znanium.com/ - DbC Znanium.com

https://dlib.eastview.com/- baza nannsix East View

ook wnE

13. Ilepeyenr HMHGPOPMALMOHHBLIX TEXHOJOTMH, HCIOJIb3yeMbIX IPH
OCYILIECTBJIEHMH 00pPa30BaTeJIbHOI0 TMpoLecca Mo AUCHUIVIMHE (MOIYJII0),
BKJIKOYASl MepedYeHb MPOrPpaMMHOr0 odecnedyeHUss W HMH(OPMAIHUOHHBIX
CIIPABOYHBIX CHCTEM (MMPH HEOOXOAUMOCTH)

1. Desktop School ALNG LicSAPk MVL.

a. Office ProPlus All Lng Lic/SA Pack MVL Partners in Learning
(muuensus na maker Office Professional Plus)

b. Windows 8

2. Cuctema tectupoBanus INDIGO.

3. Adobe Acrobat — cBoboaHO-pacnpocTpansemoe [10

4. Wurepuer-Opaysepel  Google Chrome, Firefox —  cBoOoaHO-
pacnpoctpansemoe [10

5. Koncynbrant + Bepcus npod.- cripaBoyHas IpaBoBas CUCTEMA

Kaxnprit oOydarommiics B Te4eHHE BCero oOydeHusi o0ecreunBaeTCs

WHIUBUYyAIbHBIM ~ HEOTPAHUYEHHBIM  JOCTYIIOM  3JIEKTPOHHO-OMOIMOTEYHON
CUCTEME U JIEKTPOHHOW MHPOPMAIIMOHHO-00pa30BaTEIHHOM CpeIe.
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https://www.book.ru/
http://www.iprbookshop.ru/
https://ibooks.ru/
https://rucont.ru/
http://znanium.com/

14. Onucanue MaTepHAIbHO-TEXHHYECKOW 0a3bl, HeOOXOAUMOM IJI
OCyILIeCTBJIEHHSI 00Pa30BaTEILHOI0 MPOoLEcca Mo JUCHUILUIMHE (MOLYJII0)

OO6pazoBaTebHbBIM npolecc obecrieunBaeTcs crenuajJbHbIMHA
MOMEIIEHUSIMU, KOTOPBIE MPEACTABISAIOT COOOM ayIUTOPUU [IJIs TPOBEIACHUS
3aHATUN JICKIIMOHHOTO THUIMA, 3aHSATUM CEMUHAPCKOrO THUIMA, TPYIIOBBIX H
WHIUBUYAJIbHBIX KOHCYJbTAIlMWA, TEKYIIEr0 KOHTPOJSI W IPOMEXKYTOUYHOU
aTTECTalllM, IOMEIIECHHUS JIJIs CAMOCTOSITEIbHON pabOThl CTYACHTOB U MOMEIIICHUS
JUTSL XpaHEHUS U IPO(PHIIaKTHIECKOTO OOCTYKUBAaHUS YIEOHOTO 000PYyTI0BAHMSI.

CrenmajabHBIC MMOMEIICHUSI COOTBETCTBYIOT JIEVCTBYIOIIIUM
MMPOTHUBOMNOXKAPHBIM MPABUJIAM U HOPMaM, YKOMILICKTOBAHbI CLIEHATU3UPOBAHHON
MeOEIBIO.

Aynuropun JIEKITMOHHOT'O THIIA, OCHAIIICHHBIC MPOEKIMOHHBIM
000Opy/IOBaHUEM M TEXHUYECKUMH CpEACTBaMH OOydeHHUs, 00eCIeunBaIOIIUMHU
npejcTaBiieHne yueOHoH nHbopMaIuy O0NbIION ayIUTOPUH, JEMOHCTPAIIMOHHBIM
000pyI0BaHUEM.

[ToMemennss IS CcaMOCTOSATENIBHOM pPabOThl O00YYaIOIIMXCS OCHAIICHBI
KOMITBIOTEPHOW TEXHUKOM, oOecleunBarome goctynn K cetu HHTepHeT u
AIIEKTPOHHOM MH()OPMAIIMOHHO-00pa30BaTEIIbHON Cpe/ie YHUBEPCUTETA.

15. Meroauvyeckue YyKa3aHuUs s OOY4YAKOIIMXCH 10 OCBOCHHIO
AUCHHUTTHHBI (MOTYJIsI)

Jucuuminaa «OCHOBBI JTOKYMEHTOOOOpPOTa B TaMOXEHHBIX OpraHax»
COCTOUT U3 O TE€M M H3Yy4yaeTcsl Ha JICKIUSX, MPAKTUYECKUX 3aHATUAX U TPHU
CaMOCTOSITeNIbHOM paboTe oOyyaromuxcsi. OO0ydaronuics ajis MoJHOTO0 OCBOCHUS
Marepualia JOJDKEH He IPOITYyCKaTh 3aHATHS W aKTMBHO Y4acTBOBAaTh B y4eOHOM
nporecce. Kpome Toro, obyuarommecss TOKHBI O3HAKOMHUTBCS C IIPOrpaMMOM
JUCUUATUIMHBI M CIMUCKOM OCHOBHOM W JOIOJHHUTEIBHOM PEKOMEHIYEMOM
JIUTEPATYPHI.

OCHOBHOW TEOPETUUECKHI MaTepuan JaeTCsd Ha JICKIMOHHBIX 3aHSTHSX.
Jlekuiun  BKJIIOYAIOT BCE TEMbl M OCHOBHBIE BOINPOCHl TOCYJIapCTBA U
rOCyJIapCTBEHHOTO YyIpaBiieHus. J[ns mMakcuManbHOU 3(h()EKTUBHOCTH H3YyYCHUS
HEOOXOJIMMO TIOCTOSSHHO BECTHM KOHCIEKT JIEKIHM, 3HAaThb PEKOMEHAYEMYIO
npenojaBaTesieM OCHOBHYKO M JOMOJHUTEIbHYIO Y4EOHYIO JUTeparypy,
MO3BOJISIONIYIO JOMOJHUTH 3HAHUS W JIy4llle TMOATOTOBUTHCS K MPAKTUUYECKUM
3aHSTHSM.

JIns 3aKkperuieHusT  TEOPETHUECKOTO  MaTepuala, dbopmupoBaHus
npodheCCUOHAIBHBIX KOMIIETCHITUHN n MPaKTUYECKUX HaBBIKOB
aAMUHUCTPATUBHOTO TMpaBa CO CTYJEHTaMH CIHEUUAINTETa MPOBOASATCSA
MpaKTHYECKUE 3aHATHSA. B X0J1e MpaKTUYeCKUX 3aHATHN pa30MparoTcs OCHOBHBIE U
JIOTIOJTHUTEJIbHBIE TEOPETHUYECKUE BOIMPOCHI AIMUHHUCTPATUBHO-IIPABOBBIX HOPM,
BBITIOJTHSFOTCSI KOHTPOJIbHBIE PA0O0THI, MPOBOASITCS TECTUPOBAHUSA IO pe3yjIbTaTamM
U3YUYEHUSI TEM.
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Ha wu3ydeHue Kaxxaoil TeMbl BBIJEICHO B COOTBETCTBUE C paboueit
MPOrpaMMON AUCHUMIUIMHBI KOJMYECTBO YACOB MPAKTUYECKUX 3aHSATHM, KOTOpHIC
MIPOBOJIATCSI B COOTBETCTBUM C BOIPOCAMH, PEKOMEHIOBAHHBIMU K HU3YUYECHHUIO IO
ompeneieHHbIM TeMaM. OOydaromiyecs JOKHBI PETYyJISIpHO TOTOBUTHCA K
MPAKTUYECKUM  3aHiATUAM. [Ipm  mOArOoTOBKE K  3aHATHSIM  CJIEIyeT
PYKOBOACTBOBATHCSI KOHCIIEKTOM JICKIIUA U PEKOMEHIOBAHHOM JIMTEPATYPOIl.

Jns 5 PeKTUBHOTO OCBOCHHS MaTepualia JUCHHUIUIMHBI YY4EOHBIM IIJIAaHOM
MpEeAyCMOTPEHa CaMOCTOSITeNIbHAsT paboTa, KOTOpas JOJDKHA BBIMOJHATHCA B
00s13aTEIPHOM TIOpSIZIKE. BBIMOTHEHNE CaMOCTOSATENBHOW paboOThI MO TemMam
JUCIUIUIAHBI, TTO3BOJISIET PETYISPHO MPOBOJUTH CAMOOICHKY KayeCTBa YCBOCHUSA
MaTepHaIOB TUCITUIUIMHBI U BBISBISATH aCIEKThI, TpeOyromue Oosee MeTaabHOro
W3ydeHUs. 3alaHus JIs1 CaMOCTOSITEIIBHOW PabOThI MPEIJIOKEHBI MO0 KaXI0W U3
M3y4aeMBIX TEM U JIOJKHBI TOTOBUTHCS MHAUBHUAYAJIBHO U K YKa3aHHOMY CPOKY.
[Io HEOOXOAMMOCTH  CTYJAEHT CHEelUajuTeTa MOXXET oOpamarbcs  3a
KOHCYJIbTAllUEX K IIPENoJaBaTell0. BBIMOJHEHWE 3aJaHuil KOHTPOJIUPYETCA |
OLICHUBAETCS MPETOJAaBATEIIEM.

B cnywae mocemenuss oOydaromerocss JEKIMH M MPaKTUUSCKUX 3aHSATHH,
M3y4YeHHs] PEKOMEHI0BAHHOW OCHOBHOM U JOTIOJIHUTEIIBHOW YU4eOHOMH JTUTEpaTypHhl,
a TAK)KE CBOEBPEMEHHOT'O U CAMOCTOSITEJILHOTO BBITIOJHEHUS 3aJaHUH, ITOITOTOBKA
K 3a4E€Ty C OLEHKOW MO JUCIUIUIMHE CBOJUTCA K JAIBHEUIIECH CUCTEMATU3ALNHU
MTOJTYYCHHBIX 3HAHWW, YMEHUW U HABBIKOB.

16. MeToauyeckue pPeKOMEHJAAUUM 10 OPraHU3alUM HU3Y4YeHUs
AUCHUILIMHBI (MOIYJIs1) AJIS penojaBareieil, 00pa3oBarejibHbIE TEXHOJIOTHU

OneHoUYHbIE CcpelcTBa JJIi KOHTPOJIA YCHEBAEMOCTH U PE3yJIbTaTOB
OCBOEHUS JTUCHUIUINHBI (MOYJIS):

a) Il TEeKyIIeW yCHeBaeMOCTH: JIOKJIAJ, WHIWBHUAyaJIbHBIC 3aJlaHUS,
KOHTpOJIbHasA paboTa, AeyioBas Urpa;

0) 17151 CAMOKOHTPOJISI O0yYarOIINXCS: TECTHI;

B) Il TIPOMEKYTOUHOM aTTECTAIlMU: BOIMPOCHI [JIsI 3aueTa C OIEHKOH,
MPAKTUYECKUE 3aTaHUSI

[Ipu peanuzanuu pa3aTU4HBIX BHUJIOB Yy4eOHON pabOThl TO NUCIMILIAHE
«OCHOBBI  JIOKyMEHTOOOOpOTa B TaMOXXEHHBIX OpraHax» HCIOJb3YIOTCS
cieayrole oopa3oBaTeIbHbIE TEXHOJIOTHU:

1) IeKMA ¢ WCIOJB30BAHMEM  METOJIOB  MPOOJEMHOTO  W3JIOKCHUS
Martepuana;

2) IPOBEACHNUE MPAKTUKO-OPUECHTUPOBAHHBIX 3aHSITHIA:

- ob0cyxaenue B Tpynme (oOCyXJAeHUE MOJATOTOBICHHBIX CTyACHTAMU
BOIIPOCOB JISI CAMOCTOSITEILHOTO U3yUCHHUS)
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3aHsATHE B UHTEPAKTUBHOU opMme

OYHOM (

KonnyecTBO YyacoB mo

bopme

KonuuecTBo 4acoB o
3a04HOM opme

Jlexusa

IIpakTny.

Jlexuusa

IIpakTny.

Tema 1. TeopeTnueckue OCHOBBI Kypca
«OCHOBBI JOKYMEHTO0000poTa B
TaMO>KEHHBIX OpraHax»

Bupr:

Jleknus C JIEMOHCTpAaILen
BHJIEOMaTEpHANIOB (Caiiabl)
[IpakTuueckue 3aHATHS C IPUMEHEHHEM
CHEAYIOIIUX TEXHOJIOTUIA:

- o0cyxnenue B rpymme (00cyxacHue
MOATOTOBJICHHBIX CTYJICHTaMH
BOIIPOCOB IS CAMOCTOSITENILHOTO
U3Y4EHHUS])

Tema 5. HNudopmannmonnsie
TEXHOJIOTHH, COIPOBOXKAAIOIINE
JOKYMEHTOOOOPOT B TaMOXXEHHBIX
oprasax

Bungr:

Jlexums c JEMOHCTpALMEN
BHJICOMAaTEPHAIIOB (Caiiapl)
[IpakTrueckue 3aHATHS C TPUMEHEHUEM
CIIETYIOIIUX TEXHOJIOTUM:

- obcyxnenue B rpymme (00CYKICHHE
MOITOTOBJICHHBIX CTyJIEHTaMH
BOIIPOCOB ~ JUJISI  CaMOCTOSITEJIbHOTO
W3Y4YCHHUS])

Hroro
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ABTOHOMHA 1 HEKOMMEPUYECKA 1 OBPASOBATEJIBHA $1
OPI'AHU3AIIM BBICIHIEI'O OBPABOBAHNAI
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUMCKUU YHUBEPCUTET KOOITEPALTU»
KA3AHCKHUH KOOIIEPATUBHBIA UHCTUTYT (PHJIHAJI)

®OH/] OLIEHOYHBIX CPEJCTB J/I51 IPOBEJIEHHS
MPOMEKYTOYHOM ATTECTALIMM OBYYAIOLUXCS 11O
JTUCLHUIIJIMHE (MOJYJIIO)

OCHOBBI JOKYMEHTOOBOPOTA B TAMOKEHHBIX OPI'TAHAX
CroenmansHOCTE. 38.05.02 TamMokeHHOE JIETIO0

Hanpasnennocts: «IIpaBooxpanutenbHas IeATeIbHOCTh U MH()OPMALIUOHHbBIC
TEXHOJIOTUU B TAMOXXEHHOM JEJIE»
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1. ITacnopT oHIa OLIEHOYHBIX CPEACTB

1.1. Komnerenuuu, popmMupyembie B Npouecce M3y4eHus TUCHUIINHBI

Nunexc DopMyIUpPOBKa KOMIIETEHIIMHU
ITK-34 CIIOCOOHOCTBIO O0ecreunBaTh HHpOpMAIUME B cdepe TaMOXKCHHOrO Jeja
rOCYJJapCTBEHHBIC OPTaHbl, OPTaHNU3AIUU M OTIICJIbHBIX TPAXKIAH

1.2. CBegeHusi 00 MHBIX JUCHMILUIMHAX (MpPeNnogaBaeMbiX, B TOM YHCJIE,

Ha JApyrux Kadeapax) y4YacTBYWIIMX B (POPMHPOBAHUM JAHHBIX
KOMIIEeTEeHI M

1.21 Komnemenyua IIK-34 d¢opmupyemca 6 npouyecce u3syuenusn
oucyunaun (NPoxoricoeHus NPaKmuK):

[IponsBoacTBeHHAs IIPaKTHKA. [IpakTrka 10 IIOJIy4YECHUIO
po¢eCCUOHANIBHBIX YMEHUMN U OTbITa MPO(PECCHOHATBLHON AeATETbHOCTH

1.3. Dranbl  ¢QopMupoBaHusiT M  NpPOrpaMMa  OI€HUBAHUA
KOHTPOJIUPYEMOIl KOMIIETEeHNH

Kon
N Kontponupyemsbie TeMbl HaumenoBanue
No KOHTPOIUPYEMOU
JUCIUTUINHBI OLIEHOYHOTO CPEACTBA
KOMIICTCHITUH
Tema 1.TeopeTudeckue 0CHOBHI Kypca
«OCHOBBI  TOKYMEHTOOOOpOTa B
TaMOKEHHBIX OpraHax»
Tema 2. IloHsATHE HNOKYMEHTOB H
JIOKyMEHT0000pOTa
Jloxnan
1 TK-34 Tema 3. JlokymentupoBanue B | MHAMBHIyalIbHBIE 3a1aHUSA
' i TaMOEHHBIX OpraHax KourtposnbHast pabora
Tema 4. Coneunuduka opraHu3aiuu Jlenosas urpa
JIOKyMEHT0000poTa TaMO>KEHHBIX
OpraHoB
Tema 5.
HNudopmarnmonHsie TEXHOJIOTHH,
COIIPOBOK/IAIONINE JOKYMEHTOOOOPOT
B TAMOYKEHHBIX OpraHax

IIpoueaypa oueHMBaAHUSA

1. Ilpouenypa olueHHUBAHUS PE3YJIbTATOB OCBOEHUS IMPOTpPaMMbl y4eOHOI
JUCIUIUIMHBI BKJIIIOYAET B ce0sl OLEHKY YPOBHS C(hOPMUPOBAHHOCTH KOMIETCHIIUN
CTyI€HTa IIpA  OCYLIECTBJICHUM  TEKYyIIEr0 KOHTPOJA UM  IPOBEICHUU
IIPOMEKYTOYHOM aTTECTALNH.
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2. Ypoenb copmupoBanHoctu kommereHiun (I1K-34) onpenensercs mo
KAueCTBY BBIMIOJIHEHHOW CTYAEHTOM pal0OThl M OTpakaeTcsi B CIEAYIOMIMX
(bhopMyIUpPOBKaX: BEICOKHUM, XOPOIIUM, TOCTATOYHBINA, HEJIOCTATOYHBIM.

3.Ilpy BBIMOJHEHUU CTYACHTAMHU 3aJaHUM TEKYIIEro KOHTPOJS U
MPOMEKYTOUYHON aTTeCTalluk OIICHUBAETCS YPOBEHb OOYUYEHHOCTH «3HAThHY,
«YMETb», «BJAJIETh» B COOTBETCTBUM C 3aIUIAHUPOBAHHBIMU pe3yJbTaTaMu
OOy4YeHHMS U COJEpKaHueM padouel MporpaMMbl TUCHUTIITUHBI:

— mpodeccuoHaTBHBIC 3HAHUS CTYJICHTAa MOTYT IIPOBEPATHCS MIPU OTBETE HA
TEOPETUYECKHUE BOMIPOCHI, BHITIOTHEHNU TECTOBBIX 3a/IaHUM, MPAKTUYECKUX padoT,

— CTENCHb BJIAACHHUS NPO(HECCHOHATBHBIMA YMEHUSMH — TIPU PEIICHUH
CUTYaIIMOHHBIX 3a/1a4, BBITIOJHEHUHU MTPAKTUYECKUX PAOOT U IPYTUX 3aJaHuM.

4. Pe3ynbTaThl  BBIMIOJIHEHUS] 3a7aHuil  ¢GuUKcUpyloTcs B Oaminax B
COOTBETCTBHHM C MOKa3aTEIIMU U KPUTEPUSIMU OLICHUBaHUSI KoMmmeTeHIi. O01iee
KOJINYECTBO 0asioB (Makc. - 15 0.) ckiaapIBaeTCs U3:

— 5 oamnoB (33,3% ot oOmieil OnEeHKH) 3a BBIMOJHEHUE MPAKTUYECKUX
3a/IaHUI Ha BBISBJICHUE YPOBHS OOYYEHHOCTH «YMEThY,

— 5 6amnoB (33,3% oT oOmiel OIEHKH) 3a BBINMOJHEHUE MPAKTUYECKUX
3aJlaHU{ Ha BBHISIBJICHUE YPOBHSA O0YYEHHOCTH «BIAJIETh,

— 3 6amna (20% oneHKH) 32 OTBETHI HA TEOPETUUECKUE BOIIPOCHI,

— 2 6amna (13,3% olileHKH) 32 OTBETHI Ha JOMOJHUTEIbHBIE BOMPOCHI.

5. Ilo wutoraM TEKymIero KOHTPOJS M TMPOMEKYTOUHOM aTTeCcTaluu B
COOTBETCTBUM C TIOKA3aTeNsIMU U KPUTEPUSIMU OICHUBAHUSA KOMIICTCHIIUI
omnpenenseTcss ypoBeHb C(HOPMUPOBAHHOCTA  KOMIIETCHIIMH  CTyJIeHTa U
BBICTABJISIETCS OIIEHKA T10 IIKaJie OLICHUBAHMUS.
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1.4 Tloxa3aTeiu M KpUTEPUH OLIEHUBAHUS KOMIIETEHUMI, IIKAJIa OLeHUBAHUS

Komnerenuun IToxa3aTenu olleHUBaHUS Kpurepuu onieHuBaHNs KOMIIETCHIUN
Bricokuit Cpennnii Huskuit HenocraTouHslit Hroro:
(BEpHO U B MOJHOM (c HEe3HAUUTETBHBIMU (Ha 6a30BOM ypOBHE, C (conmepxut Gonploe
o0Beme) 3aMEYaHUSIMH) OIIMOKaMH) KOJIMYECTBO
50. 40. 30. OLIMOOK/OTBET HE JIaH)
-20.
Teopemuueckue nokazamenu
3Haer ocHOBHBIE | BepHo u B momHOM oO0beme | C  HesHaumtensHBIME | Ha  6a3oBom  ypoBHe, ¢ | He 3Haer oOcHOBHEBIC
HOPMaTHBHBIE 1 | 3HaeT OCHOBHBIC | 3aMCUaHMSAMH  3HAET | OIMOKAMH 3HAaCT OCHOBHBIC | HOPMATHBHBIC "
METOIUYECKHE JOKYMEHTHl | HOpMAaTHUBHBIC U | OCHOBHBIC HOPMAaTHBHBIE U | METOIUYECKHE
1o BONPOCAM | METOAWYECKHE HOKYMEHTHI | HOPMAaTHUBHBIC 1 | METOAWYECKHE JOKYMEHTBI IO | JOKYMEHTHI 1o
JOKyMEHTAI[MOHHO- o BOIIPOCAM | METOANYECKHE BONIPOCaM JOKYMEHTAlMOHHO- | BONIPOCAaM
nH(pOpMaLMOHHOTO JOKYMEHTAIIHOHHO- JIOKYMEHTBI no | MH(MOPMAIIHOHHOTO JIOKYMEHTAIMOHHO-
oOecricucHuss  yrpaBiieHUs | HHOOPMAIMOHHOTO BOIpOCam obecreyeHus yrpaBieHus: | HHHOPMAIIMOHHOTO
JeSITeIbHOCTBIO obecrieyeHns] yNpaBJieHUs | JOKYMEHTAIlMOHHO- JIeATENIbHOCTBI0 TaMOXKEHHBIX | oOecredeHus
TaMO>KCHHBIX OPraHOB JeSITebHOCTBIO nH(pOPMALIMOHHOTO OpraHoB yIpaBJICHUS
TaMOXEHHBIX OpTaHOB obecreyeHus JIESITeTTBHOCTBIO
Jloknao yIpaBIeHUS TaMOKEHHBIX OpPraHOB
JIESTEILHOCTBIO
TaMO>KEHHBIX OPTaHOB
3HaeT 3akoHOMepHOCTH U | BepHo u B monHoM oObeme | C  HesHauwtensHbIMM | Ha  6asoBom  ypoBHe, c | He 3HAeT
TEHJCHIH pasBUTHS | 3HACT 3aKOHOMEPHOCTH W | 3aMEYaHWsAMH  3HAeT | OMMOKaMH 3HAET | 3aKOHOMEPHOCTH "
TIK-34 nH(pOpMaMOHHBIX TeHJCHINH pa3BUTHS | 3aKOHOMEPHOCTH W | 3aKOHOMEPHOCTH M TCHACHIMM | TEHICHINH Pa3BUTHA 15
TEXHOJIOTHH, WCIIONB3yEeMbIX | MH(OPMAIIMOHHBIX TEHACHIUH Pa3BUTHS | pa3BUTUS  MH(GOPMAIMOHHBIX | MH(MOPMAIIMOHHBIX
B Tporecce  paboOTBl  C | TEXHOJOTHUH, MH()OPMALMOHHBIX TEXHOJIOTHH, MCIOJb3YEMbIX B | TEXHOJIOTHH,
JIOKYMEHTHPOBaHHOI UCTIOJIB3YEMBIX B IIpOIlecce | TEeXHOJOTHH, nporecce paboTs! C | MCTIOJIB3YEeMBIX B
nHpopmanueii; paboTs! C | UCHOJIB3YEMBIX B | NOKYMEHTUPOBaHHOMU nporecce paboOThl €
JIOKYMEHTUPOBAHHOM npouecce paboTHl ¢ | MHpOpManueil; JIOKyMEHTUPOBAHHOM
Jloknao uHhopmanuei; JIOKYMEHTHPOBAaHHOH nHdopmanueii;
nHpopmanueii;
3HaeT ocHOBHI | BepHo u B monHoM o6beme | C  HesHaumTensHeIMH | Ha  6a3oBom  ypoBHe, ¢ | He 3HaeT  OCHOBBHI
JOKyMEHTHUPOBAHHUS, 3HaeT OCHOBBI | 3aMEYaHUSIMH  3HAeT | OMMOKaMHW  3HAeT  OCHOBHI | JOKYMEHTHUPOBAHHUS,
opraHmzaiii  paboThl  C | IOKYMEHTHPOBaHUS, OCHOBBI JOKYMEHTUPOBAHHUS, OpraHu3anyu padoThl ¢
JOKyMeHTaMH  (yHpaBJIeHHE | OpraHu3anud  paboThl ¢ | JIOKYMEHTHPOBAaHUS, OpraHu3aluu paboTsI C | IOKyMeHTaMu
JIOKyMEHTaMH) W | TOKyMeHTaMH (ynpaBiieHHE | OpraHu3aluy paboThl ¢ | JoKyMeHTamu  (ympaBieHue | (ynpaBiieHHe
3JEKTPOHHOT 0 JIOKyMEHTaMH) U | JOKyMEHTaMH JIOKyMEHTaMH) U | JTOKyMEHTaMH) "
JOKyMEHT0000pOTa; JJIEKTPOHHOIO (ynpasnenne JIEKTPOHHOI0 9NEKTPOHHOTO
JOKYMEHT0000poTa JIOKYMEHTaMH) U | TOKyMeHTooOopoTa JIOKYMEHTO000pOoTa
AIIEKTPOHHOTO
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| Jloxnao | moxymenTOOGOpOTA
Ipaxmuueckue noxkazamenu
1IK-34 Ymeer coctaBiATs | BepHo u B momHOM oO0beMe | C  He3HauutenbHBIMH | Ha  6asoBom  ypoBHe, ¢ | He mMoxer coctaBiiTh
pas3Iu4gHbIC BHIBI | MOXET COCTaBJIAThH | 3aMEYAHHSAMH MOXCET | OIIMOKAMH MOJKET COCTABILTH | pa3JIMUHbBIC BUJIBI
YIPaBICHIECKUX M HHBIX | Pa3IHIHBIC BUABI | COCTABIATH PA3IMUHBIC | pa3lIMIHbIC BUABI | yNPaBICHYECKUX "
JOKyMEHTOB, CO3aBAaCMbIX U | YIPABICHYECCKUX W WHBIX | BHIBl YIPABICHYECKUX | YIPABICHUYCCKMX M HHBIX | MHBIX JOKyMEHTOB,
HCTIONb3YEMBIX B | IOKYMEHTOB, CO3/IaBa€MbIX | I HHBIX [JOKYMEHTOB, | JOKyMECHTOB, CO3/aBAEMBIX H | CO3[aBaEMbIX "
MIPOHU3BOICTBEHHOM u UCTIONIB3yEMBIX B | CO31aBacMBIX U | UCTIONB3yEMBIX B | MCHOJNB3YEMBIX B
JEATEIbHOCTH TaMOXXEHHBIX | MPOU3BOACTBEHHON UCIIOJIb3YEMBIX B | IPOW3BOJCTBEHHOM MIPOM3BOJICTBEHHO
OpraHoB JeATEILHOCTH MPOU3BOJICTBEHHOM JEATeIbHOCTH ~ TaMOXKEHHBIX | JEATEIbHOCTH
TaMO>KCHHBIX OPTaHOB JIeSITeIIbHOCTH OpraHoB TaMO>KEHHBIX OPT'aHOB
Hnousuodyanvhusie 3a0anus TaMOXXCHHBIX OPraHOB
Ymeer ucnonb3oBath | BepHo u B momHom o6beme | C He3HaunTenbHeiMU | Ha ~ GasoBom  ypoBre, ¢ | He MOJKET 10
OCHOBHBIC IIpOTrpaMMHBIC MOXET HCIIOJIB30BAaTh | 3aMCUYaHUSAMU MOXCT OH_II/I6KaMI/I MOXCT | HCIIOJIB30BaTh
cpezncTBa JUI | OCHOBHBIE  IIPOTPaMMHBIC | HCIOJIB30BATh HCTIONIB30BATh OCHOBHBIC | OCHOBHBIE
aBTOMAaTH3ALUH CpencTBa IUISL | OCHOBHBIC MIPOTPaMMHBIE  CPEICTBAa IS | MPOTPaMMHBIE
YIpaBIeHIECKOH aBTOMATH3ALUH MpOTpaMMHBIE aBTOMATH3ALUH cpencTBa JUIst
JEATENPHOCTH, AaHaINW3a W | YIPaBICHYECCKOH cpencTBa JUISL | YIpaBJICHYECKOH aBTOMAaTHU3alNU
00paboTKM NaHHBIX; JeATeIbHOCTH, aHalli3a W | aBTOMaTW3aluu JEATeNIbHOCTH,  aHaJInW3a ¥ | yNpaBJIEHYECKON
00paboTKN TaHHBIX; YIIPaBICHYECKON 00paboTKN TaHHBIX; JIeSITEIIHOCTH,
Hnousuoyanshoie 3a0anus JeATeIbHOCTH, aHanu3a U 00paboTKH
aHamu3a W 00pabOTKU JTAaHHBIX;
JQHHBIX;
Braoeem
Bnaneer HaBbikamMu | BepHo u B momHoM o6beme | C  HesHauuTenbHbIMH | Ha  6aszoBom  ypoBHe, ¢ | He Biazeer HaBbikamu
JOKYMCHTHUPOBAHUSA BJIaJICCT HaBbIKaMH1 | 3aMCYaHHUAMU BJIaACCT oHIMOKaMu BJIaICET HABbIKaAMU | TOKYMCHTHUPOBAHUSA
YIpaBiIeHIECKOH JOKyMEHTHPOBAHHS HaBbIKAMHU JOKyMEHTHUPOBAHHS YIpaBIeHIECKON
JEATeIbHOCTH TaMOXXEHHBIX | YIPaBJICHYECKOH JIOKyMEHTHPOBAHUS yIpaBIEHYECKON JIeSITEIIEHOCTH
OpraHoB W  TPOBEICHHUS | JIESATENbHOCTH YIIPaBIEHYECKON JIeATeIbHOCTH ~ TaMOXKEHHBIX | TAMOXKCHHBIX OPTaHOB
9KCTIEPTHU3BI LICHHOCTH | TAMOKCHHBIX OpPraHoOB M | JEATEIbHOCTH OpraHoB " MIPOBEJCHUS | 1 TIPOBEJICHUS
JIOKyMEHTOB; MIPOBEJCHUSI  DKCIEPTH3bl | TAMOXKEHHBIX OPTaHOB | SKCHEPTH3BI LEHHOCTH | 3KCHEPTH3bl LEHHOCTH
TIK-34 LIEHHOCTH JOKYMEHTOB; " MIPOBEJCHUS | TOKYMEHTOB; JIOKyMEHTOB; 10
Koumponvnas paboma 9KCIIEPTU3BI HEHHOCTH
JHenosas uepa AOKyMCHTOB,
Bnaneer HaBbIKAMHU n | Bepno u B nonHom ob6veme | C  HezHauwrensHbIMM | Ha  6azoBom  ypoBHe, c | He Biaseer HaBbIkamu
IpueMaMH  TPaKTUYECKOrO | BllaJieeT  HaBBIKAMM M | 3aMEYaHUsIMHU BJIAJIECT | ONIMOKaMHU BIAJEET HABBIKAMH | U IpreMaMu
UCTIONIb30BAHMS IIpUeMaMH TIPAKTUYECKOTO | HaBBIKAMHU U | 1 TIpUeMaMu IPAaKTUYECKOTO | MPAKTHYECKOTO
MIPOTPaMMHOTO 00ECIICUeHHUS | MCIOJIb30BAHUS pueMaMH HCIIOJIb30BAHUS UCTIONIb30BAHMS
ABTOMATU3NPOBAHHBIX IIPOTrpaMMHOTO IPaKTUYECKOT 0O IIPOrpaMMHOTO obecneueHus IIPOTrpaMMHOTO
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pabouux MeCT U 3JIEMEHTOB | obecreueHus UCTIONb30BaHUS aBTOMAaTU3UPOBAHHBIX obecrieueHust
CeTEeBBIX TEXHOJOTMH JAJIs | aBTOMAaTU3UPOBAHHBIX IIPOrPaMMHOTO pabodnx MeCT U DJIEMEHTOB | aBTOMAaTHU3MPOBAaHHBIX
OpTaHM3aINN CETEeBOTr0 | pabOYMX MECT M IEMEHTOB | 00ECTIEUECHUS CeTEeBBIX  TEXHOJOTWMH i | pabodumx  MecT |
oOMeHa wmHpoOpManueil B | CETEBBIX TEXHOJOTWH JUIA | aBTOMAaTH3MPOBAHHBIX | OPTAaHM3AIMM CETEBOTO OOMEHa | MEMEHTOB  CETEBBIX
TaMO>KEHHBIX OpraHax OpTaHM3aINA ceTeBoro | pabounx  MecT W | MH(GOpPMAIMEH B TAMOXXCHHBIX | TEXHOJOTHH UL
oOMeHa wWHOpMammel B | SMIEMEHTOB  CETEBBIX | OpraHax OpTaHM3aIlMH CETEBOTO

Konmponwhas paboma TaMO>KEHHBIX OpraHax TEXHOJIOTUH ULt obmeHa wHpOpMarmei
Jlenosas uepa OpTaHM3aIH CETEBOTO B TaMO>KEHHBIX

obOMeHa uH(popMarmeil opraHax

B TaMO>KEHHBIX

oprasax

BCETO: 35

[IIkaaa oueHNBaHUA

* -

Ouenka Bbanabl YpoBeHb chopMUPOBAHHOCTH KOMIIETEHIIMH
OTJINYHO 30-35 BBICOKUH
XOpOUIOo 25-29 XOPOUIHH
YAOBJIETBOPUTEIHHO 18-24 JIOCTATOYHBIN
HEYIOBIIETBOPUTEIHHO 17 u meHee HEJO0CTAaTOYHBII
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2. TunoBbie KOHTPOJIbHbIE 32/IaHNUS JAJI5l OLEHKH Pe3yJIbTATOB 00y4eHHs
N0 IMCHUIUIMHE WM HHbIe MaTepHaJbl VI NOATOTOBKHM K IPOMEKYTOYHOM
aTrecTanuu

2.1. MaTepuaJjbl VI NOATOTOBKH K MPOMEKYTOYHOM aTTecTalun
Bonpocsl k 3a4eTy ¢ OLIEHKOM:

1. TaMOXKEHHOE IETONPOU3BOJICTBO KAK OTPAKEHUE CUCTEMBI U TEXHOJIOTUU
YIPABJICHHS I€ITEIBHOCTHIO TAMOXEHHBIX OPTaHOB.

2. Yopasnenue WHGOPMAIMOHHBIMU pPECypcaMd — OJHO U3 OCHOBHBIX
HaITpaBJIEHUH JESITEIbHOCTH B TAMOKEHHBIX OpPTraHaX.

3. IoKkyMEeHT Kak HCTOYHHUK M HOCUTeNnb HHpopMmaruu. OyHKIUH
JOKyMEHTa. [IBrkeHne TOKyMEHTUpYeMol nH(GopMaIii B CUCTEMaX YIIpaBiICHUS.

4. CpoiictBa wuHpoOpManuy, cojJepkauieiics B JOKyMeHTax. BiusHue
CBOMCTB MH(OPMALIMK HA KAUECTBO IPUHUMAEMBIX YIIPABICHUECKUX PELICHUH.

5. HopmatuBHO-MeTOAMYECKHE JOKYMEHTHl 10 JIEJONPOU3BOJICTBY H
apXUBHOMY JIETTy.

6. CnykObl TOKYMEHTAlMOHHOTO U HH(OPMALMOHHO-aHATUTUYECKOTO
o0ecrniedeHus AesITeIbHOCTH TaAMOKEHHBIX OPTaHOB.

/. HopmatuBubie aktel @TC Poccuu, permaMeHTHpYIOIIME MOATOTOBKY U
oopMIIEHHE TOKYMEHTOB, UCIIOJIb3YEMBIX B ACSITEIBHOCTA TAMOKEHHBIX OPT'aHOB.

8. Yuudukauus wu CcraHgapTh3anus JOKYMEHTOB. Y HHU(UIIMPOBAHHBIC
CUCTEMBI IOKYMEHTAIlMHU, UCII0JIb3yEMbIE B JIEATEIbHOCTH TAMOXEHHBIX OPTaHOB.

9. Vandukanms w© CTaHAapTH3alUs TaMOXXEHHBIX JOKYMEHTOB Kak
CJIEJICTBHE YIPOILLIEHHUS U TAPMOHHU3AIMN TAMOKEHHBIX MPOLIEAYD.

10. TamokeHHbIE ~ JOKYMEHTBHI ~ KaK  IOJCHUCTEMa  BHEIIHETOPTOBOM
JOKYMEHTAIUH, UX KIaccu(uKarus.

11. Knaccudukatopsl TEXHUKO-3KOHOMUYECKOU u COIIMAJIbHOM
uHdopmaruu. Wx Ha3HaueHWe W pPoOab B HWHOOPMAIIMOHHOM OOECIECYCHHUH
JeSITEIbBHOCTH TAMOKEHHBIX OPI'aHOB.

12. Obmepoccuiickuii  Kiaccu(PuKaTop yHpaBICHUYECKOW JOKyMEHTAI[UU
(OKY 1) OK 011-93.

13. YuudunmpoBanHas  CcUCTeMa  OpPraHHM3AI[MOHHO-PACTIOPSIUTEIHEHOM
noxkymenraruu (YCOP/).

14. Oco0eHHOCTH MOATOTOBKM M O(OPMIIEHHS COBMECTHBIX JIOKYMEHTOB C
JIBYMS U 00Jiee OpraHu3alusIMH.

15. TpeboBanuss u mpaBuia OQGOPMIICHUS HEKOTOPHIX YIPABIECHYECKUX
JIOKYMEHTOB: JIOTOBOP, KOHTPAKT, JIOBEPEHHOCTb U JIP.

16. UadopmanrionHbie JOKYMEHTHI W TpPeOOBaHMsI, MPEIBSIBIIEMbIE K HX

0(OPMIICHHIO.
17. Dtanbl NOATOTOBKY CITYKEOHBIX TOKYMEHTOB.
18. JlokymeHT0000pOT B TaMO>KEHHOM oprase: CoJIepKaHue

(IOKYMEHTOMOTOKH ), 3TAIbl, CPEJCTBA MOJICTIUPOBAHHS.
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19. O6bexTuBHBIE U CyOBEKTHUBHBIE (PAKTOPHI POCTa JOKYMEHTOOOOpOTa B
TaMOKEHHBIX OpraHaX.

20. OCHOBHbIE  NPUHLMIIBI  pPAlMOHATU3ALUU  JIOKYMEHTOO0OpOoTa B
TaMOKEHHOM opraHe. CHCTEMHBI NOJIXOJ K YIPaBICHUIO JOKYMEHTaMH B
OpraHU3alHH.

21. [lonsarue «H(MOPMAIIMOHHO-TTIOMCKOBAs CHUCTEMay (UIIC).
Knaccudukanus n npunnunuansHas cxema padotst UIIC.

22. JUIIC, wucnonbp3yemble B JCSITEIBHOCTH TAaMOXXEHHBIX OpPraHOB: HUX
Ha3Ha4YeHHE U (QYHKIIMOHATBHBIE BOZMOXKHOCTH.

23. Kommepueckue cripaBoYHbIE CUCTEMBI ITPaBOBOro xapakrepa («I'apanty,
«Koncynprantllmocy wu np.): oQUIMANIBHOCTh, AaKTyaJbHOCTb, IMOJIHOTA H
JIOCTOBEPHOCTh MH(POPMAITHH, COIEPKALICICS B HUX.

24. OcoOEHHOCTH OpTaHU3aIH JEIONPOU3BOACTBA B TAMOXKEHHBIX OpraHax
10 paboTe C YCTHBIMU U MMCbMEHHBIMH OOpaIICeHUSMHU IPaXKIaH.

25. Tlopsimok U CpPOKM pacCMOTPEHMsI 3asBICHUI TIpakJaH B Ciydae
00aJloBaHUsI UMM pEILIeHNUs, A1eUcTBUA (0€31eHCTBHSA) TAMOXXEHHBIX OPTraHOB.

26. Opranusanuu padoThl ¢ JOKYMEHTaMH, COJEPKAUMU KOMMEPUYECKYIO,
CIIy’ke0HY10, TOCYAapCTBEHHYIO TaliHy, KOH(PUIEHIUAIbHYIO HH(OPMALHUIO.

27. HomeHknaTypa Jen, €€ BHUJbl, pOJib U Ha3HAuUC€HUE B JESATEIbHOCTH
OpraHu3aliy, CXeMa NOCTPOCHUSI.

28. Tlopsmok mepenayu e B apXUB TaMOXeHHOro opraHa. OcoOeHHOCTH
nepeavr B apXuB TaMOKEHHOIO OpraHa JIeKJIapalui Ha TOBapbl U JOKYMEHTOB K
HUM, JIe] 00 aIMUHUCTPATUBHBIX MPABOHAPYIICHUAX, TUIHBIX JIEN U JP.

29. CoBepIlIcHCTBOBAaHUE Ji(0)% u CO37aHue (MoaepHU3aITNs)
KoprnopaTtuBHOU nH(popmanmonHou cucreMsl (KMC) B TaMOXkE€HHOM Oprase.

30. OcHoBHBIE TpUHIMIBI aBTOoMaTu3anuu B chepe JOVY. DrnemeHTs U
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00pOTa, UX BO3MOXHOCTH.

31. ®TC Poccun B cocTaBe «IJEKTPOHHOTO TPABUTEILCTBAY: MYTHU
UHTETpallii ¥ COBEPILIEHCTBOBAHMS B3aUMOJCHCTBUS C TOCYJapCTBEHHBIMU
OpraHaMi U XO34HWCTBYIOIIUMH CYObEKTaMHU.

32. ABTomMatu3anus JAENONPOU3BOACTBA B TaMOXKEHHBIX OpraHax — Kak
OTpa)kK€HHE COBEPIIEHCTBOBAHUS TAMOKEHHOTO a]IMUHUCTPUPOBAHUSI.

33. DIEeKTpOHHOE  JIEKJIApUPOBAHUE: TIPABOBOM U OPTraHU3AI[MOHHBIN
aCIEKTBHI.

34. CpenctBa Malioil OPTTEXHUKH KaK AJIEMEHT KYJIbTYPhl YIIPABICHYECKOTO
Tpyaa. Knaccudukanusi cpeicTB OPIrTEXHUKH U UX OCHOBHBIE XapaKTEPUCTHKHU.

35. Ocobennoctu UCIOJIb30BAHUS AIIEKTPOHHOM, TenerpadHou,
TeJleTalmHOu, HakCUMIIIBHOW CBsI3U. [IOTMHHOCTD JOKYMEHTOB, NEpeaaBacMbIX
JTaHHBIMU CPEJICTBAMU CBSI3H.

Tunosble KOHTPOJIbHBIC 3aJaHUsL.

1. CocraButh GopMyIsip J0OOT0 OPraHU3alUOHHO - PACHOPSAUTEIHLHOTO
nokyMeHTa ¢popmara A4 ¢ yriioBbIM pacroyioKeHneM mTaMiioB, ucrnoib3ys ['OCT.
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P.6.30-2003, cobGmonass yCTaHOBJIEHHbIE 3THM CTaHAAPTOM COCTAaB PEKBU3HTOB,
TpeOoBaHMs K OPOPMIICHUIO PEKBU3UTOB, a TAKKE PACIIONOKEHUE U TPAHUIIBI 30H
PEKBU3UTOB JOKYMEHTA.

2. CocraButb (opmymsip-oOpasel] AEJIOBOr0 MUChbMa, MPUMEHSEMBbIN s
NEePEenuCKU ¢ 3apyOeKHBIMU APTHEPAMU B aHTJIOSI3bIUHBIX CTPaHaX.

3. CocraBUTh CXEMy TMPOXOXKJEHHUS BXONAIIEH JOKYMEHTallUd B
OpraHu3alluu.

4. CocTaBUTh CXE€My NPOXOXACHUA MCXOIALIEH JOKyMEHTAallMu B
OpraHU3aIHH.

5. CocraBUTh NPUMEPHYIO (POPMY HOMEHKIATYPHI €I, UCIOJIb3YEMYIO B
OpraHU3aIHSIX.

6. CocraBuTh TpPUMEPHBIA  TMEpeueHb JOKYMEHTOB,  MOAJIEKAIIUX
YTBEPKACHUIO PYKOBOJCTBOM TaMO>KEHHBIX OPTaHOB.

7. CocTaBUTb NMPUMEPHBIN NEpeUeHb TOKYMEHTOB, HAa KOTOPBIX CTaBUTCS
neyarh.

8. OdopmMute 00pa3upl CIAEAYIOIMX JOKYMEHTOB:  PpacHOpsKEHMUS,;
MPOTOKOJIA; JINCTA COTIIACOBAHUS MPOEKTA MpHKa3a; OJaHKa MUChMa TaAMOYKHH.

9. Kakue nmocTosiHHbIE PEKBU3UTHI MOTYT OBITh HAHECEHBI HAa KaXKJIbIN BHU]T
OJlaHKa.

10. Uzyuure T'OCT P 6.30-2003 «YHuUIMPOBAHHBIE  CHUCTEMBI
JIOKYMEHTAIlUH. YuaudunupoBanHas cucTeMa OpTaHU3alMOHHO-
pacmlopsiAUTeIbHON TOKyMeHTauuu. 1peboBaHust K OOPMIICHHIO JOKYMEHTOBY.
CucTteMaTH3arIio0 NOJYYEHHBIX 3HAHUU 0(DOPMUTE B BUJIE TAOTUIIHI.

O06o3HaueHNe 1 HANMEHOBaHHUE CTaHAApTa

CojaepxaHue cTaHaapTa

Kewm pazpaboran cTangapt

Kakum IIPaBOBBIM aKTOM YTBECPKACH CTaHOApT

Jarta BBeJieHUs cTaHAapTa

Kakoe  KOMMYECTBO  PEKBU3HTOB  yCTaHOBHII
CTaHIapT i 0hOpMIICHHS JOKYMEHTOB

Kakue BuJIbI OJJAHKOB YCTaHOBHJI CTaHJIAPT

OO0Opa3upbl TeCTOBBIX 3a/IaHUI JJIs1 IPOBEJCHUN TEKYIIero KOHTPOJISI U
NMPOMEKYTOYHOM ATTEeCTAIMH 10 MTOraM OCBOCHHMS IUCIHHUILIMHBI, 2 TaKKe
JJIS1 KOHTPOJIA CAMOCTOATEIbHOM padoThI:

1. Kakue peKBU3HUTHI OTHOCATCS K FOPUINYECKH 3HAYMMBIM?
a) JaTa, perUCTPAIMOHHBIN HOMEp JOKYMEHTA,

0) 3aroJIoBOK K TEKCTY, OTMETKa 00 UCTIOJHUTEIIE;

B) PE3OJIFOIUS, OTMETKA O HAJTUYHMH IMPUI0KCHUH.

2. Jlenomnpou3BOACTBO — 3TO:
a) JBW)XEHUE JTOKYMEHTOB B OpraHU3allid C MOMEHTa UX CO3JaHUs WJIU
MOJIYUYEHHUS 10 3aBEPIIECHUS UCTIOJTHEHHS;
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0) oTpacib JeSTENbHOCTH, OOecleyuBaionias JAOKYMEHTHPOBAaHUE H
OpraHu3aIHio paboThl ¢ OPUIMATIBLHBIMI JOKYMEHTAMU;

B) 3amuch HH(POpPMAIMM Ha PA3IUYHBIX HOCUTENSAX MO YCTAaHOBJICHHBIM
IpaBUJIaM.

3. Tlo crocoOy JOKYMEHTHPOBAHUS Pa3INIarOT TOKYMEHTHI:
a) TpadapeTHbIe;

0) pyKONHCHBIE MMCbMEHHEIE,;

B) (dopMaan30BaHHbIE.

4. PacnonoxeHue peKBU3UTOB Ha OJIaHKE IOKyMEHTa OTPEIeIIeTCs:
a) COCTaBUTEJIEM JOKYMEHTA,

0) npaBunamMu yHU(UKALUN JOKYMEHTOB;

B) TOCYIapCTBEHHBIM CTaHIAPTOM.

5. PekBM3UT TOKyMEHTa — 3TO:

a) CTaHJApTHbBI JMCT Oymaru, Ha KOTOPOM OTOOpa)k€Ha IOCTOSIHHAs
uH(pOpMaIUs U OTBEJCHO ONPEICIEHHOE MECTO JIsl IEPEMEHHOM;

0) COBOKYHNHOCTb PAaCIIOJIOKEHHBIX B OIpPEAEICHHON MOCIEI0BATEIbHOCTH
3aIKCeN, MPUCYIINX ONPEIECICHHBIM BUIaM TOKYMEHTOB;

B) 00s3aTEIbHBIN 3JIEMEHT OPUIIMATBLHOIO JOKYMEHTA.

6. PexBusutr «HanMeHOBaHME BH/IA TOKYMEHTA:

a) TMO3BOJISIET CYAWTh O Ha3HAUYCHHE JIOKYMEHTA, OMPENeNsIeT COCTaB
PEKBHU3UTOB U CTPYKTYPY TEKCTA;

0) MO3BOJISIET CYAUTh O HA3BAaHUU OpraHU3allMd — aBTOPa JOKYMEHTA;

B) MpHUIACT COJASPKAHUIO JIOKYMEHTa HOPMATHBHBIM WJIM TPaBOBOM
XapakTep.

7. PeructpanvoHHbIN HOMEp JOKYMEHTa — 3TO:

a) Jara ero MOIUCAHHS WIN YTBEPKICHUS;

0) ycimoBHOe 0003HaUY€HHME JOKYMEHTA, I0J] KOTOPbIM OH BBEJCH B
UH(OPMAITMOHHO-TTIOMCKOBYIO CUCTEMY OpraHU3aIlNH;

B) OTMETKa JJII aBTOMATHYECKOTO TMOMCKA JOKYMEHTa (MOXET BKJIFOYATh
UMS TUCKA, TUPEKTOpUHU U (haiiyia, CoaeprKaIIero JaHHbIH TOKYMEHT).

8. JlaToii mpoTOKOJa SBIAETCS:
a) Jara mOJMUCaHUs MPOTOKOJA;
0) Jnara MpoBEJICHUS 3aCEeIaHUs;
B) JaTa pEeTUCTPAIMH MPOTOKOJIA.

9. PexBusur “Buza” ucnonb3yercs
a) TMpU BHYTPEHHEM COTJIACOBAHUU JOKYMEHTA
0) TpH COrIACOBAHMHM JIOKYMEHTA C BHEITHEH OpraHu3anuen
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B)

12.

13.

JJIA (bI/IHaHCOBBIX 1 0c000 OTBETCTBEHHBIX JOKYMCHTOB

. A,Z[pCC&TOB B OIHOM JOKYMCHTC MOJKCT OBITE ...

TOJILKO OJTUH
He OoJiee Tpex

He OoJiee 4eThIpex
CKOJIBKO HE0OXO0TUMO

. Hymepanums ctpanui JOKyMeHTa IPOU3BOAUTC:

IO LIEHTPY HUKHETO IOJIS
10 LIEHTPY BEPXHETO OIS
B [IPABOM BEPXHEM YTy TOKYMEHTA
B [IPABOM HM)KHEM YTIIy JOKYMEHTA

Haty ” 2H0s16pst 2015 roma” B TOKyMEHTax ClIeyeT MPOCTaBIATh KaK ...
02.11.2015

2 Hos0ps 2015 T

02/11/15

11-02-15

CreneHb OOBEKTHMBHOCTH B Mpolecce (ukcauum © 1epenayu

uH(pOpMaIUHU — 3TO:

a)
0)
B)
r)

14.

TaHEY:

15.

pEIEBaHTHOCTh UH(POPMALIMH
MOJIHOTa UH(POPMALIMH
JIOCTOBEPHOCTH UH(POPMALINH
3alUIIEHHOCTb

Kakoro rpuda cekpeTHOCTH He BBIACIICT 3aKOH «(O TOCymaapCTBEHHOU
«0C000¥ BayKHOCTH,

«COBEPIICHHO CEKPETHOY

«CEKPETHO

«3aKpbITO AJIA 06mer0 ITOJIB30BaHUA»

HpaBOBaH KOHCTPYKIUs, IO3BOJIAIOIIAA IIPHU3HABATH HOPUANYCCKUMU

HECYILECTBYIOIHNE (PAKTHI — ATO

a)
6)
B)
r)

npe3yMIuus
buxus
nepuHuIMS
PUHITUTT
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Jlurepatypa 11 NOATOTOBKH K 324€Ty C OLIEHKOM:

a) HOpMaTUBHBIE MIPABOBBIC AKTHI:

1. TamoxxeHHbli  KozmeKC  EBpa3uiickoro  SKOHOMHUYECKOTO  CO03a
(npunoxxenne Nel k JloroBopy o TamoxkenHom kozaekce EBpa3zuiickoro
skoHOMHUYecKkoro coroszay) //CIIC «KoHcynbTaHT TUIOCY» [DIEKTpOH. pecypc]. —
DnekTpoH. aaH. — [M, 2018].

2. O tamoxxeHHOM peryiupoBanuu B Poccuiickoit @enepanun: denep.
3akoH  oT 27.11.2010 Ne311-®3 (pexn. ot 03.08.2018) // Cobpanue
3akoHogatenbcTBa PD. — 2010. — Ne 48. — Ct. 6252. — Koncynsrantllmioc.
[DnexTpoH. pecypc]. — DnekTpoH. aad. — [M, 2018].

3. [locranoBnenne  [lpaButenbctBa  Poccmiickoit ~ @exmepamuu  OT
15.06.2009r. Ne 477 "OO6 yrBepxkaenun IlpaBun aenonpou3BoACTBa B
denepanbHbIx  opraHax ucnoiaHuTenbHOM Biactu" —  Koncynwsrantllnroc.
[2nekTpoH. pecypc]. — DnekTpoH. naH. — [M, 2018].

4. Tlpuxkaz ®TC Poccuu ot 9 wutona 2014 r. Ne 1331 «OO0 yTBepxkaeHUH
TunoBass MHCTPYKIMS IO JEIOMPOU3BOJICTBY M pabOTe apXvMBa B TaMOMXKEHHBIX
opra"ax Poccuiickoit ®enepaunn» — Koncynprantllitoc. [DnekTpoH. pecypc]. —
DnexkTpoH. aaH. — [M, 2018].

5.TOCT P HUCO 15489-1-2007. HammonanbHbii cTtaHmapt Poccuiickoii
®enepauuu. CucremMa CTaHAApTOB MO HMHGOPMALMH, OUOIMOTEYHOMY H
U3aTeIbCKOMY Jely. YmhpaBieHue aokyMeHTamu. OOmue TtpeboBanHus" (yTB.
[Tpukazom PocrexperynmupoBanus ot 12.03.2007 Ne 28-ct) — KoncynpranTltoc.
[DnekTpoH. pecypc]. — DnekTpoH. nad. — [M, 2018].

6. [Toctanosnernue ['occranmapra P® ot 03.03.2003 Ne 65-ct "O npunaTUn
Y BBEJICHUM B JICMCTBUE IOCYAApCTBEHHOro cranmapra Poccuiickont denepannn”
(Bmecte ¢ "T'OCT P 6.30-2003. T'ocymapctBeHHbI cTaHmapT Poccuiickoit
Oenepanuu. YHUGUIUPOBAHHBIE CHUCTEMbl JOKYMEHTAIMH. YHUPUITUPOBAHHAS
CHUCTEMAa OPraHU3alMOHHO-PACTIOPSIAUTEILHON JOKyMEHTaluu. TpeOoBaHUS K
opopmienuto nokymeHtoB") — Koucynerantllmoc. [DnekTpon. pecypc]. —
DnexkTpoH. aaH. — [M, 2018].

7. TOCT P 51141-98. TocynmapctBennbiii ctanmaapt Poccuiickoit
@epnepanuu. Jlenonponu3BOACTBO U ApXUMBHOE J€710. TepMHHBI U ompeaesncHus"
(yrB. IlocranoBienmem [occranmapra Poccum ot 27.02.1998 Ne 28) -—
Koncynsrantlntoc. [DnekTpon. pecypc]. — DnekTpoH. aaH. — [M, 2018].

0) OCHOBHas JIUTEpaTypa

1. OCHOBBI JOKYMEHTOOOOpPOTa B TAMOXKEHHBIX OpraHax: y4yeOHoe rmocolue
Astopsl: DnoBa I'. B. Canxr-IletepOypr: Uurepmenus, 2014 r. , 206 c. — Pexxum
noctyna: https://ibooks.ru/reading.php?productid=339892
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B) JIONIOJIHUTEIIbHAS JTUTEPATypa

1. OCHOBBI JOKYMEHTOOOOpPOTa B TAMOXKEHHBIX OpraHax: y4yeOHoe rocolue
Astopsl: Yarsiruna M. A., KoBapna B.B. Canxr-Iletepoypr: WMutepmenus, 2015
r., 282 c. — Pexxum mocryna: https://ibooks.ru/reading.php?productid=351502
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IIpomeskyTouHasi aTTecTanus
2.2. KomiuieKT OMJI€TOB /ISl MPOBEIEHHSI IPOMEKYTOYHOM aTTecTAlluU

ABTOHOMHA 1 HEKOMMEPYECKA I OBPABOBATEJIbHA S
OPI'AHMBALIMS BBICILIET'O OBPABOBAHUS
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINN
«POCCUNCKUN YHUBEPCUTET KOOITIEPAILIUN»
KA3AHCKHUM KOOIIEPATUBHBIA NHCTUTYT (PUJIHUAJI)

CneunanbHocTh: 38.05.02 TamoxkeHHOE J1€710

HanpasneHnnocTs: «IIpaBooxpanutenbHas NEATEIIbHOCTD u
UH(GOPMAIIMOHHBIE TEXHOJIOTUU B TAMOXEHHOM JEIIE»

HucuunnuHa: «OCHOBBI JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax»

BUJIET Ne 1
1. TamoxeHHOE€ JEeNONPOU3BOJACTBO KAaK OTPAKEHUE CHCTEMBl U
TEXHOJIOTHH YIIPABJICHUS 1€ATEIbHOCTHIO TAMOKEHHBIX OPIaHOB.
2. YmupaBieHue HHQOPMALMOHHBIMU peCcypcaMu — OJIHO U3 OCHOBHBIX
HaIIpaBJICHUH IEATEIHOCTH B TAMOKEHHBIX OPTraHaX.
3. JlokyMeHT Kak MCTOYHMK M HOCHUTENb HHpopManuu. DyHKIUU
JOKyMEHTa. /[Br>keHne TOKyMEHTUPYEeMOM HH(OpMAaIIMU B CUCTEMAX YIIPaBICHUS.

BUJIET Ne 2
1. CeoiictBa wuH(poOpMalMK, coaepXkalieiics B JOKyMEeHTaX. BuusHue
CBOMCTB MH(OPMALINY HA KAYECTBO MPUHUMAEMBIX YIIPABICHUECKUX PEIICHUH.
2. HopmaTuBHO-METOIUYECKHE JOKYMEHTHI IO JEJIONMPOU3BOACTBY H
apXUBHOMY JIETTy.
3. CmyxObl JTOKYMEHTAIlMOHHOTO W HMH(POPMAIMOHHO-aHATUTUYECKOTO
o0ecrniedyeHus AesITeIbHOCTH TaMOKEHHBIX OPTaHOB.

BUJIET Ne 3
1. Hopmartussbsie akteli @TC Poccum, pernameHTHpYIONIME MOATOTOBKY H
oopMIIEHHE TOKYMEHTOB, UCIIOJIb3YEMBIX B JEATEILHOCTH TAMOXKEHHBIX OPTraHOB.
2. Yaubukamus © CTaHAApTHU3AIUS JTOKYMEHTOB. YHHU(UIIMPOBAHHBIC
CHUCTEMBI JOKYMEHTALIMH, UCIIOJIb3yEMBIE B IESTEIIbHOCTH TAMOKEHHBIX OPTaHOB.
3. Yuudwukamus © CTaHIApTU3ANHUs TaMOXKCHHBIX JIOKYMEHTOB Kak
CJIECTBUE YIPOIIECHUS U TAPMOHU3ALNHN TAMOKEHHBIX TIPOLIEAYP.
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IIpomesxkyTouHasi aTTecTanus
KoMmiekT TecTOBBIX 3aJaHUil 1Jisl MPOBEAEHHUS 3a4eTa ¢ OLEHKOI Mo
AUCIHILINHE

ABTOHOMHA 51 HEKOMMEPYECKA I OBPABOBATEJIbHA S
OPI'AHM3ALIMS BBICILIET'O OBPABOBAHUS
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUVMCKNN YHUBEPCUTET KOOITEPALIMW»
KA3AHCKHUM KOOIIEPATUBHBIA NHCTUTYT (PUIHUAJI)

CneunanbHocTh: 38.05.02 TamoxeHHOE 1€710

HanpasneHnocTs: «IIpaBooxpanuTenpHas NEATEIIbHOCTD u
MH(OPMALIIOHHBIE TEXHOJIOTHUH B TAMOKEHHOM JIEJIE»

JucuuminHa: «OCHOBBI JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax»

TectoBbie 3amanus s mpoBepku ypoBHsi oOyueHHocTd 3HATD:

3amganue 1. JJokyMeHTOOO0POT - 3TO:

a) ABI)KCHUE JIOKYMEHTOB C MOMEHTAa WX u3AaHus (MOCTYIICHUS) B
roCyapCTBEHHBIN OpraH 0 NOCTYIJICHUS UCIIOTHUTEIIO

0) IBUKEHHUE JOKYMEHTOB C MOMEHTA MX CO3JIaHUsl WU TOJIYYEHHUS J10
3aBEPIICHUS UCTIOJHEHMS, TOMEIIEHHUS B 1€J10 U (W) OTIPABKU

B) COBOKYITHOCTb OIE€palliii MO PErucTpaluu, KOMUPOBAHUIO U OTIIPABKHU
JIOKYMEHTOB

3aganus 2. B nokymMeHtoobopoTe denepaibHOrO opraHa MUCIOJTHUTEIbLHON
BJIACTHU CYIIECTBYIOT BH/IbI JOKYMEHTOIIOTOKOB:

a) moCTyIarIas JOKyMEHTalus (BXOAs11as ), OTIpaBiisieMasi JOKYMEHTALUs
(ucxopsimasi), BHyTPSHHSS JOKYMEHTAITUS

0) BXOIs111as JOKYMEHTAITHS

B) MIOCTYIIArOMIAsT JOKYMCHTAITUS

3ananus 3. «HoMeHKatypa J1ea rocy1apcTBEHHOIO OpraHay 3To:

a) mepeyeHb HauMEHOBaHUsA 1€, (POPMUPYEMBIX B TOCYIAPCTBEHHOM OpraHe

0) cucTeMaTU3UPOBaHHBIA MEPEYeHb HAMMEHOBAHUM n1el, (POPMUPYEMBIX B
roCyJJapCTBEHHOM OpraHe, ¢ yKa3aHUEM CPOKOB UX XPaHCHHS

B) CUCTEMAaTU3UPOBAHHBIN MepeyeHb HAaMMEHOBAaHUM Jel, (OPMHUPYEMBIX B
roCyJJapCTBEHHOM OpraHe B ONPEAEIEHHOM IOy

3ananus 4. B cucteMy TaMOKEHHBIX OPraHOB BXO/JIUT:

a) ®TC Poccun, pernoHanbHbIE TAMOXKEHHbBIE YIIPABICHUS

0) ®enepasibHBIE OpPTaH MCTOJHUTEIHHOM BJIACTH, YIOJTHOMOYEHHBIM B
00JIaCTH TaMO>KEHHOTO JIeJia, PErHOHANIbHBIE TAMOKCHHBIC YITPaBICHHUS, TAMOXHH,
TaMO>KEHHBIE TTOCTHI
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B) pPETMOHAJIBHBIE TAMOKEHHBIE YIIPABICHUS

3amganus 5. Perucrpaiys oTIpaBiIseMbIX JOKYMEHTOB IMPOU3BOAUTCS:

a) B TeueHue 3-X pabounx JHen

0)B JICHb TOIIMCAHMS WX YTBEPXKJICHHUS JIMOO Ha cleayronui padbouuit
JIEHb

B) I10 MEPE HAKOTUICHHS IOKYMEHTOB

3ananus 6. Buapl 31€KTpOHHOM MOAUCH:

a) yCuJIeHHas1, KBaJU(UIIUPOBAaHHAS 3JIEKTPOHHAS MOMUCH
0) mpocTas

B) IPOCTAsi, yCUJIICHHAs

3anmanus 7. OOparnieHue rpaKiaHuHa 3TO:

a) KOJJICKTUBHOE 3asBJICHUC WIIH 0OpaIcHUe

0) ycTHas *ayo0a, 3asBJICHHAE, ITIOBTOPHOC 3asBIICHHC

B) MMCbMCHHAs Kajo0a, 3asBJICHHE, MPEUIOKECHHUE, a TaKKe YCTHOE
oOparieHue

3ananus 8. TamoxeHnHsie opranbl Poccuiickoit deaepanyuu pacnoioKeHbI:

a) Boyib ['ocymapctBeHHOM rpaHullel Poccuiickoit ®expepanyii U Ha
TaMOKE€HHOU TeppuTopuu Poccurickont @enepannun

0) B NpPUTrPaHUYHBIX a’pONOPTaX, MOPCKHX M PEYHBIX IOpTaxX, Ha XK/A.
CTAaHLHIX U aBTOMAaruCTPaJIIX

B) B IIyHKTax Mpomnycka dvepe3 l'ocynapcTBeHHyro rpanuiy Poccuiickoii
@enepanuu. Jlpyrue Mecra HAXOXKIAEHUS TAMOYKEHHBIX OPTraHOB OIPENEISIOTCS
denepanbHbIM OPraHOM HCIHOJHHUTENBHOM BJIACTH, YIMOJHOMOYEHHBIM B 00JIacTH
TaMOKEHHOTI'0 JIeJIa

3amanus 9. OOpasipl ONMAaHKOB M DJIEKTPOHHBIE MMIAOJIOHBI OJAHKOB
JIOKYMEHTOB (heZiepaibHOTO OpraHa UCTIOJHUTEILHOM BIIACTU YTBEPKIAIOTCS:

a) pykoBoautenem Poc apxuBa

0) HAaUaJTPHUKOM  CIY>KOBI  JIETIOTIPOM3BOJICTBAa  (helepanibHOr0  OpraHa
WCITOJTHUTEIILHOMN BIACTH

B) PYKOBOJUTENIEM ATOTO (hefiepaIbHOT0 OpraHa UCTIOTHUTEIHHON BIACTH

3aganus 10. Ecnu nmucbMO MMEET NMPUIIOKEHHUE, HE HA3BAaHHOE B TEKCTE, TO
MOCJIE TeKCTa MUChMa:

a) YKa3bIBalOT HAMMEHOBAHUE MPHUIJIOKEHUS M YUCIIO JIUCTOB

0) YKa3bIBaIOT TOJILKO YKCJIO JTUCTOB M YUCIIO SK3EMILISPOB MPUITOKCHHUS

B) YKa3bIBalOT HAMMEHOBAHUE TMPUWIOKEHUSA, YHCJIO JIUCTOB M YHUCIO
AK3EMILISIPOB
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TectoBble 3amanusi ans npoBepku ypoBH oOyuenHoctd YMETD,
BJIAJIETD:

3amanre 1. MoryT au OBITH MOJIUCAHBI OJHOW 3JICKTPOHHOMW IMOAMHCHIO
HECKOJBKO CBSI3aHHBIX MEXKIYy COOOW JJIGKTPOHHBIX JOKYMEHTOB (TIaKeT
AJIEKTPOHHBIX IOKYMEHTOR)?

a) na

0) HeT

3amanue 2. PekBuszur "Mecto cocraBieHus (W3gaHUs) JOKyMeHTA'
oopMIISIETCS B CIydasx:

a) PEKBU3HT YKa3bIBAETCSl B TOM CIIy4ae, €CJIM 3aTPYTHEHO €ro OIpEAeIICHHE
no pexkBusutam '"HammeHoBanue rocyaapctBeHHoro oprana" u "CropaBouHble
JTAHHBIE O TOCYAapPCTBEHHOM OpraHe"

0) peKBU3UT yKa3bIBaeTCs B TOM CIy4yae, €Ciiid OTCYyTCTBYIOT "CrpaBOuUHbIE
JAHHBIE O TOCYAAPCTBEHHOM Oprase"

B) PEKBU3UT yKa3bIBa€TCs Ha IOKYMEHTE BCET/1a

3amanme 3. CBoaHas HOMEHKJATypa JeJl TOCYJapCTBEHHOI'O OpraHa
BBOJIUTCS B JCHCTBHE:

a) ¢ 1 aHBaps ciaeayronero KajJeHaapHoro rojaa

0) KaXKJbIe TOJIT0/ia TEKYIIEro rojaa

B) C JIeKaOps TEKYILETO rojia

3aganue 4. Eciu B TeueHue ToJa TIOSBJSIOTCS HOBBIC Jiella, HE
MpeAyCMOTPEHHBIE HOMEHKJIATYPOU JIeJ1 CTPYKTYPHOTO MOApa3AeieHus, TO:

a) 3aroJIOBKM HOBBIX JIEJI BHOCSTCS B HOMEHKJIATYPY JieJl TEKYIIETO rojia 1mo/1
pE3epBHBIMU HOMEpaMU

0) 3aroJIOBKM HOBBIX JI€ BHOCSTCS B HOMEHKIIATYPY A Ha CISTyHOUTUAN
KaJICHIApPHBIN TOJT

B) 3ar0JIOBKHM HOBBIX €] HE OTPaXarOTCS B HOMEHKJIAType JeNI TEKYIIETo
roja

3aganue 5. OTMeTKa 00 UCIOTHEHUH TOKYMEHTA U HANPaBJICHUHU €T0 B JIEJI0
JTATUPYETCS U TIOATMUCHIBACTCS

a) pyKOBOJICTBOM OT/I€Jia, B KOTOPOM HCIIOJHEH JOKYMEHT

0) pyKOBOJICTBOM CTPYKTYPHOTI'O MTOAPA3/AeIICHUS

B) UCIIOJIHUTEEM  JIOKYMEHTa  WJU  PYKOBOJICTBOM  CTPYKTYPHOTO
nojApaszesaeHus (0TaeNa), B KOTOPOM UCTIOTHEH JOKYMEHT

3aganue 6. Ilogmucu pyKOBOAMTENEH, paBHBIX MO JOJKHOCTH, HO
MPEACTABIAIONIUX PAa3HbIE TOCYJAPCTBEHHBIE OPTaHbl PACIIOIAratoTCs:

a) OJIHA MOJ APYroit

0) IPOU3BOILHO
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B) HA OJIHOM YPOBHE

3ananue 7. JlaToi JOKyMEHTa, M3/1aBa€MOI'0 COBMECTHO JABYMs WU Oojiee
roOCyapCTBCHHBIMHA OpPTraHaMH, SBIISICTCS:

a) nara 0oJjiee mo3HeH MOAIUCH

0) 1aTta TMOANMUCH JOKYMEHTa PYKOBOJHUTEIEM TOCYJAapCTBEHHOIO OpraHa-
WHUIIAATOPA TOKYMEHTA

B) 1aTa TIOJINMCH JTOKYMEHTa PYKOBOIHUTEIEM KaKIOTO TOCYAapCTBEHHOTO
opraHa

3aganue 8. CBoaHasi HOMEHKJIATypa JeJl TOCYyJapCTBEHHOIO OpraHa
COCTaBJISIETCS] HA OCHOBE JJOKYMEHTOB:

a) HA OCHOBE MOJIO)KEHUN O TOCYJIapCTBEHHOM OPraHe U €€ CTPYKTYPHBIX
MOJIPA3ICIICHUAMN

O)Ha OCHOBE HOMEHKIATYp Jel  CTPYKTYPHBIX  IOApa3eiaeHUui
rOCyJJapCTBEHHOI'0 OpraHa

B) HA OCHOBE METOJAMYCCKMX PEKOMEHJAIMK 10 pa3paboTKe MPUMEPHBIX
HOMEHKJIATYP JIEJ

3amanue 9. Ilpu ydere 00BEMOB JOKYMEHTOOOOpOTa 3a CAMHHILY
KOJIMYECTBA IOKYMEHTOB TPUHUMAETCSI:

a) TMO/UTMHHNK JOKYMEHTa WJIM KOTHS JOKYMEHTA, €CJIH 3TO CAMHCTBEHHBIH
AK3EMIUISP TOKyMEHTA

0) MO/UTMHHNK JTOKYMEHTA W €T0 KOIWH, CO3/1aBacMbIe MPH NeYaTaHUH WIIH
TUPAXUPOBAHUN

B) OK3EMIUIAPHl  JOKYMEHTOB,  TIOJIyYCHHBICE  MPU  KOMHUPOBAHHUH
(TUpaXXUpPOBaHUM) IOKYMEHTA

3amanue 10. DkcmepTuza  IIEHHOCTH  JOKYMEHTOB  O(opMIIsieTcs
JIOKyMEHTaMU:

a) aKTOM TIpUeMa-Tiepeladyu JIeJ Ha apXMBHOE XpaHEHWE, HOMEHKJIATypou
JIeJ1, IPOTOKOJIOM 3KCIIEPTHON KOMUCCUU

0) omucAMH €N TIOCTOSIHHOTO M BpeMeHHOTO (cBbiie 10 jeT) XpaHeHus u
JIeJT 110 JTMYHOMY COCTaBY, aKTOM O BBIJICIICHHUH JIe]T K YHUYTOXCHHUIO

B) OTYETOM O TIPOBEJECHUN SKCIEPTHU3BI IIEHHOCTH, PEECTPOM JCI, CIIUCKOM
dboHI0B

3aganue 11. Kak mnwmmerca uwactuma HE ¢ npuyactuem B JaHHOM
npemsioxkennn: ToBap cuuTaeTcs (HE) 3aJEKIApUPOBAHHBIM TPU OTCYTCTBUU
CHEAYIOIINX YCIIOBUH.

a) He 3anexnapupoBaHHBIM

0) HezagexnapupoBaHHBIM

B) Bo3amoxHBI 00a BapraHTa
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3ananue 12. CnoBo COI'JTACOBAHO B rpude cornacoBaHusi MUALIETCS:
a) B CKOOKax

0) B KaBBIUKaX

B) 06€3 3HAKOB MpEUHAHUS

I') KypCUBOM

3amanue 13. VYkaxure NpaBWIBHOE YIOTPEOJIEHUE COKpALICHHBIX
HauMeHoBaHUN DenepanbHON TAMOKEHHOMN CITyKOBI:

a) ®TC Poccun

0) ®TC

3ananue 14. [IpeamOyna B TEKCTE MIpUKa3a 3aBEPIIACTCS CIOBOM:
a) TTIOCTAHOBJISIO

0) IpHUKa3bIBaAIO

B) 00513bIBAIO

3amanue 15. Ykaxure npaBuibHOE OQOpPMIICHHE JaThbl MIPABOBOIO aKTa B
IIUCBME:

a) 20.01.2014 r

0)20.01.2014 r

B) 20 ssuBaps 2014 ¢

3aganue 16. B kakoM BuUI€ TPEACTABISAIOTCA MATEPUAIbl K COBEIIAHUSIM Y
pykoBogutenss OTC Poccun:

a) B anexTpoHHOM BHjIE

0) Ha 6yma)kHOM HOCHUTEJNE U B DJICKTPOHHOM BU/IE

B) Ha OymakHOM HOcuTENe

3ananue 17. JIOMOMHUTH, OTMEHUTHh WJIM M3MEHUTHh MYHKTHI MpPUKa3a WU
MpHUKasa B [EJIOM MOKHO JJOKYMEHTOM:

a) IpPUKa30M

0) pacropspKeHHEM

B) MMCHMOM

3apnanue 18. 3acenanns komneruu OTC Poceun nmpoBoasTcs npu yCIOBUU
IPUCYTCTBUS HA HUX:

a) BCEX YJICHOB KOJIJIETHH

0) He MeHee MOJOBUHBI YWICHOB KOJUICTUU

B) HE MeHee 1/3 4JIeHOB KOJUIeTur

3amanue 19. [IlpoBeneHuwe dKcHepTH3bl LEHHOCTH JIOKYMEHTOB B
JIEJIONPOU3BOCTBE IPOBOAUTCS HA JTAIlE:

a) PEruCTPaLMK ITOCTYNAIIUX JOKYMEHTOB

0) MOATOTOBKH JJOKYMEHTOB K YHUUYTOXEHHUIO
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B) COCTaBJICHHSI HOMEHKJIATypHhI JIe, B mpoiiecce (GOpMUPOBAHUS J€N U MPU
IIOATOTOBKE K IIepelaye B apXUB IOCyIapCTBEHHOI'O Oprasa

3amanue 20. @ororpadum, UYepTEXKH, AUATPAaMMbl U JIpyTHE
WUIIOCTpAaTUBHBIE M crneuupuYecKkue  JOKYMEHTBI,  MPeACTaBISIONINE
CaMOCTOATEIBHBIN JIUCT B JIEJie, HyMEPYIOTCS:

a) Ha JTMIIEBOM CTOPOHE B IIPABOM BEPXHEM YTITy

0) Ha 00OPOTHOM CTOPOHE B JICBOM HUKHEM YTIIY

B) Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTy

2.3. Kpurepuu oOmeHKHM /Jisl MNpPOBeJeHHMsl 3a4YeTa C OLEHKON 110
AUCUUILINHE (MOIYJIIO)

[Tocrme 3aBeplIeHHs TECTHPOBAHUS HA 3aueTe C OICHKOW Ha MOHHTOPE
KOMITBIOTEPA BBICBEUMBACTCS PpE3yJIbTaT — TMPOIEHT MPABWIbHBIX OTBETOB.
Pe3ynpTaT mepeBoaUTCS B Oamiibl U CYMMHPYETCS C TEKYIIUMHU CEMECTPOBBIMU
Oaamu.

MakcumanbHas cymma (100 OamioB), Habupaemas CTYJACHTOM IIO
JTUCHUIUIMHE, TMpeaycMaTpuBaronieil B KauecTBe (OpPMBI  MPOMEKYTOUHOU
aTTeCTAIlMH 3a4ET C OIEHKOM, BKIIFOUAIOT JIBE COCTABIIAIOIINE.

[lepBass cocTaBistomass — OIEHKA PETYISIPHOCTH W CBOEBPEMEHHOCTH
KaueCTBa BBHITIOJIHCHUS CTYJICHTOM Y4eOHOU pabOThI IO M3YYEHUIO TUCITUTIINHBI B
TeueHue cemectpa (cymma He 6osiee 60 O6aoB).

BTtopast coctaBsitoiasi — olieHKa 3HaHUM CTYJICHTA Ha 3a4€Te C OLICHKOM (He
ooitee 40 6anoB).

[TepeBoa TOMYYEHHBIX WTOTOBBIX OA/UIOB B OIICHKM OCYIIECTBIIACTCS TIO
CJIEIYIOLIEH IIKaJIe:

- oT 86 10 100 0aJIOB — «OTIHYHOY;

- 0T 71 10 85 6aIoB — «XOPOIIOY;

- 0T 50 10 70 6aIOB — «yIOBIETBOPUTEILHOY;

Ecnu crynenT npu TecTupoBaHUM OTBEYaeT MpaBUIILHO MeHee, ueM Ha 50 %,
TO aBTOMATHYECKH BBICTABIACTCS OIEHKA «HEYJIOBIETBOPUTEIbHO» (0e3
CYMMHPOBAaHMSI TEKYIIUX PEUTHHIOBBIX OAaIoB), a CTYJIEHTY Ha3HAYaeTCs
MIEPEIK3aMEHOBKA B JIOTIOJTHUTEIBHYIO CECCHIO.

2.4. Meroauyeckue MaTepuajbl, ONpelessiiOlde  TNPOUETYPY
OlleHUBAHUA MO JUCIUILINHE

O6mass mporeaypa oleHUBaHUS omnpeneneHa Ilonoxkennem o doHgax
OIICHOYHBIX CPEJICTB.

1. [Ipouenypa  OLEHHMBAHHWS  PE3yJbTaTOB  OCBOCHUS  MPOTPAMMBbI
JTUCIUTUIMHBL ~ BKJIFOYA€T B ce0S  OIEHKY ypOBHS  C(HOPMHUPOBAHHOCTH
OOIIEKYIbTYPHBIX W MPO(ECCUOHATBHBIX KOMIETEHIIMH CTYJEHTa, YPOBHEH
OOYYEHHOCTHU: «3HATHY», KYMEThY, «BIATCTh.
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2. IIpu cnade 3adera ¢ OICHKOM:

- 1po(ecCUOHANIbHBIE 3HAHUS CTY/IEHTa MOTYT IPOBEPATHCS MPU OTBETE Ha
TEOPETUYECKHE BOIPOCHI, MPHU BBITOJIHEHUU TECTOBBIX 3aJaHUM, MPAKTUUYECKHX
pabor;

- CTENEHb  BJIAJEHUA  NPOPECCHOHANBHBIMU  YMEHHUSMH, YPOBEHb
C()OPMUPOBAHHOCTH KOMIIETEHIMM (IJIEMEHTOB KOMIIETEHLMH) — IpPHU PEIICHUU
CUTYallMOHHBIX 33]1a4, BHIIIOJHEHUH NPAKTUYECKUX padOT U IPYrUX 3aJaHUil.

3. Pe3ynapTaTel MPOMEXYTOUHOM aTTeCTalMu (PUKCUPYIOTCS B Oaiax.
O6miee konuyecTBo 6aioB (40) ckinaabIBAa€TCS U3 CIEAYIOIIETO:

- 110 60% oT 0011el OLEHKH 3a BBIIOJHEHUE NPAKTUYECKUX 3aJaHU,

- 110 30 % OLIEHKH 3a OTBETHI HA TEOPETUYECKHUE BOIPOCHI,

- 110 10 % olLieHKH 32 OTBETHI HA JOMOJHUTEIBHBIE BOIIPOCHI.
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ABTOHOMHA 1 HEKOMMEPUYECKA 1 OBPASOBATEJIBHA $1
OPI'AHU3AIIM BBICIHIEI'O OBPABOBAHNAI
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUMCKUU YHUBEPCUTET KOOITEPALTU»
KA3AHCKHUH KOOIIEPATUBHBIA UHCTUTYT (PHJIHAJI)

®OHJ] OLEHOYHbIX CPEJCTB JIJIsl IPOBEJEHHS TEKYLIETO
KOHTPOJISI U TEKYIIEW ATTECTAIIAU 1O TACHUATIINHE
(MOJIYJIIO)

OCHOBBI JOKYMEHTOOBOPOTA B TAMOKEHHBIX OPI'TAHAX
CrennaiapHOCTE: 38.05.02 «TaMoXKeHHOE IeT0Y»

Hanpasnennocts: «IIpaBooxpanutenbHas 1eaTeIbHOCTh U MH()OPMALIUOHHbIE
TE€XHOJIOTUU B TAMOXEHHOM JIEJIE»
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ABTOHOMHA 51 HEKOMMEPYECKA I OFPA3OBATEJIbHA S
OPI'AHM3AILMA BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUMCKOIM ®EJEPAIHA
«POCCUMCKUIN YHUBEPCUTET KOOIIEPAILTM»
KA3BAHCKHUM KOONNEPATUBHBIN UHCTUTYT (®UJTHUAJ)

TEMBI JOKJIAJIOB.
110 JUCHUIIIINHEC «OCHOBLI I[OKYMGHTOO60POT3 B TaMOKCHHBIX OpraHax»

1. Jlemompou3BOJCTBO Kak oOecneynBaromias (yHKIUS YIpaBiICHUs B
TaMOXEHHBIX OpraHax

2. HopmatuBHO-MeToquueckass 0a3a JeJIONPOU3BOJCTBA B TaMOXKEHHOM
CHCTEME
JIOKyMEHT, ero poJsib U (PyHKIIUU
Knaccuduxanus 10KyMeHTOB
JlokyMeHTaIusl TAMOKCHHBIX OPTaHOB
CrocoObI 1 TEXHUKA CO3TaHUS TOKYMEHTOB
[Tporecc ynupukammm aeI0mponu3BOACTBA
OO6mue TpedboBaHus K 0(POPMIICHUIO PEKBU3UTOB JOKYMEHTA
brnanku 10KyMEHTOB TaMOKEHHBIX OPTaHOB

10 TpeGoBaHUs K TEKCTaM CIYKEOHBIX JJOKYMEHTOB

11. IlpaBuna  MOATOTOBKM M OQOpPMIICHUSI  OTACIBHBIX  BHUJIOB
OpraHU3alMOHHO-PACTIOPSIIUTEIBLHBIX JOKYMEHTOB B TAMOKEHHBIX OpraHax

12. JlokyMeHTbl UH(OPMAIMOHHO-CIIPABOYHON TPYIIBI W TMpaBUia HUX
oopmiieHHsT B TAMOXXEHHOM JIEJIONPON3BOICTBE

13. OcobenHocTr 0hopMIICHHS MEKIYHAPOTHON JEIOBOM MEPETHCKH

14. TlonaTre 1 0COOEHHOCTH JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax

15. Copepxanue cTaauii TOKyMEHTOOOOpOTa B TAMOKEHHBIX OpraHax

16. Peructpanus JTOKyMEHTOB M TOCTPOCHHE MH(POPMAITMOHHO-TIOMCKOBBIX
CHCTEM B JICJIONPOU3BOCTBE TAMOXKEHHBIX OPTaHOB

17. TloacueT oObeMa TOKYMEHTOO00pOTa

18. PaboTa ucrnoaHuTeaeH ¢ JOKyMEHTaMH

19. KoHTpob UCTIOMHEHUS TOKYMEHTOB B TAMOKEHHBIX OpraHax

20. HomenknaTypa fien: Ha3HaueHHUe, CTPYKTYpa, TOpAI0K HOpMUPOBAHUS

21. ®opMupoBaHUE JIe7T B TAMOKEHHBIX OpraHax

22. IlpaBuna oopmiieHHe J1e] B TAMOKEHHBIX OpraHax

23. OnepaTuBHOE XpaHEHUE TOKYMEHTOB U JeI

24. HazHaueHHe U KPUTEPUH SKCIIEPTU3bI IICHHOCTH JOKYMEHTOB

25. IlpoBenneHne OSKCHEPTH3bI IICHHOCTH JIOKYMEGHTOB B TaMOXKCHHBIX
opranax

26. Opranuzaius paOOThl apXuBa TaMOXXEHHOTO OpraHa, €ro 3ajaadd H
byHKIIUN

©CoN Ok
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27. Tlopsiiok MOATOTOBKY W TIEPeIayu JOKYMEHTOB B apXHBBI TAMOKEHHBIX
OpraHoOB

28. ObecnieueHrEe COXPAaHHOCTU JOKYMEHTOB apXHBa

29. Opra"m3aiys u y49eT JOKYMEHTOB B apXHBE TAMO>KEHHOTO OpTraHa

30. Hay4yHo-cripaBo4HBIi anmapat K JOKyMEHTaM apXuBa

31. Mcnonp30BaHNE TOKYMEHTOB apXHUBa TAMOXXEHHOTO OpraHa

32.3amaun U GYHKOUU CIOYKOBl JIOKYMEHTAIlMOHHOTO 0OecredeHus
TaMOXEHHOTO OpraHa

33.IlpaBa  cmyxObl ~ MOKYMEHTAallMOHHOTO  OOecredYeHus W ¢
B3aMMOOTHOIIICHHS C IPYTUMHU MTOAPA3ACICHUSIMHA TAMOKXEHHOTO OpraHa

34. CoTpynIHUKH, OTBETCTBEHHBIC 3a JEJOTPOU3BOJICTBO B TaMOKCHHOM
opraHe

35. UndpopmaTuzanusi U aBTOMAaTU3alus  MPOIECCOB  pabOThl  C
yIpaBICHYCCKUMH JOKYMEHTaMH B TAMOXKEHHBIX OpraHax

36. CTpyKTypHBIE 3JI€MEHThI CUCTEMbI 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa B
TaMOXEHHBIX OpraHax

Kpurepuu ouenku:

- OIIEHKA «OTJIMYHOY» BBICTABIIICTCS CTYJICHTY, €CJIM 3aJaHHUE BBITIOJIHEHO
BEPHO U B ITOJTHOM 00bEME;

- OIICHKA «XOPOIIIO» BBICTABIISICTCS CTYACHTY, €CIIM 3aJaHUE BBIMOJHEHO C
HE3HAYUTENLHBIMU 3aMEYaHUSIMU;

- OIICHKA «YJOBJICTBOPUTEIHLHO» BBICTABISETCS, €CJIM 33/IaHUE BBITIOJTHCHO
Ha 0a30BOM YPOBHE, HO C OIIMOKaMU;

- OIICHKa «HEYJIOBJICTBOPHUTEIHLHO» BBICTABIISCTCS, €CIM COJCPIKUTCS
0O0JIBIIIOE KOJUYECTBO OIIMOOK, 3a/JaHUE HE BBHITTOJIHEHO.
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ABTOHOMHA 51 HEKOMMEPYECKA I OGPA3OBATEJIbHA S
OPI'AHM3AILMA BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUMCKOIM ®EJEPAIHA
«POCCUMCKUIN YHUBEPCUTET KOOIIEPAILTM»
KA3BAHCKHUM KOONNEPATUBHBIN UHCTUTYT (®UJTHUAJ)

TEMBI UHAUBUIY AJTBHBIX 3ATAHMIA.
110 JUCHUIIIINHEC «OCHOBLI ,HOKYMCHTOO60pOTa B TaMOKCHHBIX OpraHax»

1. TIpo6Giembl MOCTPOEHUS DIEKTPOHHOTO JOKYMEHTOO00POTA U MPUHIIUIIBI
€ro peajin3aluu.

2. XapakTepHble OIIMOKM TPU JOKYMEHTHPOBAHUU KOH(MUICHIIHMATIBLHOM
uHbOpMaIK, CO3AI0UTNE MPEATIOCHUTKY I €€ YTEUKU U YTPATHI.

3. OcHOBHBIE CTIOCOOBI U CPENICTBA JOKYMEHTHPOBAHUSI.

4. Cnoco0bl, METOJBI U (POPMBI 3AIIUTH JOKYMEHTOB U WX HOCUTENIEH OT
danscuduxanuu.

5. Omnpenenenue MOAIMHHOCTH OTTUCKA MeyaTu (IITamma) Ha JOKYMEHTE U
CHOCOOBI 3aIUTHI IEYATH OT MOJIIEIKH.

6. Kpurepunm u MeToJIMKa OTHECEHHUS JIOKYMEHTOB K Kareropuu "mjis
CITY’K€OHOTO MOJIb30BaHuA".

7. TloHsTue  rocynapCTBEHHOM  TallHbl, = KOMMEpPYECKOW  TailHbI,
KOH(HICHIIMATIEHON uHdopMaIm, uHdopmaumn OTPaHUYEHHOTO
pacpoCcTpaHEHUsl B POCCUIICKOM 3aKOHOAATENIbCTBE.

8. CgoiicTBa nuHpopMaIyu, COOOIIEHNS U JOKYMEHTA.

9. Amammz @3 Nel49-®3 ot 27.07.2006 r. "OO6 wHPOpMaNHH,
MH(OPMAIMOHHBIX TEXHOJIOTHUAX U 3alIUTe HHPopMaLuu"

10. CooTHomIeHNEe TMOHATHI "KaapoBas JOKyMeHTanus", '"HOKyMEHTHI
JUYHOTO TMPOUCXOXkACHUs (MO JIMYHOMY COCTaBy)", '"ImOKyMeHTalus 1o
YIPaBJIECHUIO IEPCOHAIIOM .

11. TpeboBaHus, NPEABABISIEMBbIE K COCTABICHUIO U O(POPMIICHHUIO TPUKA30B
10 JINYHOMY COCTaBy (Ha MPUMEPE TAMOKEHHBIX OPTraHOB).

12. TpeOoBanusi, mpeAbSIBISIEMbIE K COCTAaBICHHI0O W  O(DOPMIICHHIO
JOJDKHOCTHOTO ~ pErVIaMEHTa TOCYJApCTBEHHOIO CIlIy)Kallero (Ha mpuMepe
TaMOKEHHBIX OPTaHOB).

13. Kommepueckas nepernucka: KJaccuduxanusi, 0COOEHHOCTH
oopmiieHus, KOMIIO3UIIMOHHOE TOCTPOCHUE TEKCTA.

14. Meronosiorusi NPOEKTUPOBAHUSI W BHEAPEHUSI CHCTEM yIpPaBJICHUS
JIOKyMEHTaMU B OpTraHU3al|H.

15. TOCT P UCO 15489-1: ucropusi cozianusi 1 KpaTKasi XapaKkTepUCTUKA.

16. O630p MexkayHapoAHBIX cTaHaapToB B o0nactu JJOVY (He meHee 8).

17. OcobGenHocT oOpraHu3anu padoOThl C OOpallCHUSIMHU TpaxiaaH B
TaMOXEHHBIX OpraHax.
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18. Ilepeunn MOKYMEHTOB C yKa3aHHEM CPOKOB WX XpaHEHUS,
UCTIONIb3YEeMbIC B JACSITEILHOCTA TAMOKEHHBIX OPTaHOB (KpaTKHid 0030p).

19. Brigaua TaMOKEHHBIMH OpTaHaMH CIIPABOK COLMAIBLHOTO XapakTepa.

20. IIporpammuoe obecnieuenue B chepe OV (0030p Ha OCHOBE
DIIEKTPOHHBIX UCTOYHUKOB).

21. Y mocToBepsIoNye EHTPHl B CUCTEME TAMOYKEHHBIX OPTaHOB.

22. DNeKTPOHHOE MPABUTENHCTBO: CIOKHOCTH 0OMEHA JOKYMEHTHPOBAHHOM
uH(pOopMaIuel B TOCY1apCTBEHHOM YIIPABICHUH.

Kpurepuu onenku:

- OIICHKA «OTJIMYHO» BBICTABJISIETCS CTYJEHTY, €CIIM 3aJaHhe BBIOJHEHO
BEPHO U B IIOJTHOM O00BEME;

- OIICHKA «XOPOIIO» BBICTABISETCS CTYIEHTY, €CIU 3aJaHHE BBITOJIHEHO C
HE3HAUUTEJIbHBIMU 3aMEYaHUsIMU;

- OLICHKA «Yy/IOBJIETBOPUTEIILHO» BBICTABIISECTCS, €CJIM 33aJaHUE BBIIIOJIHEHO
Ha 0a30BOM YPOBHE, HO C OLIMOKaMU;

- OLICHKA «HEYJIOBJIETBOPUTEIBHO» BBICTABIISICTCS, €CIU  COHCPHKUTCS
00J1bI110€ KOJIMYECTBO OLIMOOK, 3aJaHNE HE BBIIIOJIHEHO.
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ABTOHOMHA 51 HEKOMMEPYECKA I OFPA3OBATEJIbHA S
OPI'AHM3AILMA BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUMCKOI ®EJEPAIHA
«POCCUMICKUI YHUBEPCUTET KOOIIEPAIH»
KA3BAHCKHUM KOONNEPATUBHBIN UHCTUTYT (®PUJTUAJT)

JAEJIOBAS UT'PA.
1o nqucuurinHe «OCHOBBI JOKYMEHTOOOOPOTA B TAMOYKEHHBIX OpraHax»

CryneHTaMm mpejiaraeTcsi UHTEpakTUBHAs (GopMma 3aHSATHI, MPOBOANMAs B
BHUJIE€ [I€JIOBOM poJieBOM wurpbl "OpraHu3anusi KOHTPOJISI HaJ HCIOJHEHUEM
HOPYYCHHUI PYKOBOJIUTENST TaMmokeHHoro opraHa" (¢ wucnoab3oBanueM KIIC
"VKUNJI-2"). B pe3ynbTaTe AeI0BON UIPhI CTYACHTHI IPHOOPETAIOT MPAKTHUYECKUEC
HABBIKM 110 MCIIOJHEHUIO U KOHTPOJIIO HaJ MCHOJHEHHWEM PELICHUN PyKOBOJACTBA
TaMOXEHHOTO OpraHa, paboTbl CO CHENHAIM3UPOBAHHBIM MPOTPAMMHBIM
obecrieuenueM EANC ®OTC Poccum, a Takke 3HAKOMATCA C DJIEKTPOHHBIM
JIOKYMEHTOOOOpPOTOM.

*B kadecTBe anbTEpHATHUBBI MOKET OBITh HCIOJB30BAHO MNPOrPAMMHOE
oOecrieyeHue npyrux paspabotuukoB o¢ucHeix cucreM (CAAJ "Heno -—
DIIEKTPOHHBIE oucHsie CHUCTEMBI'", "BOCC-Pedepent", "Edpar-
Hoxymentoobopot", "Koaekce: JlokymeHTOO00pOT" U T.11.).

OddexTuBHOE BEAEHUE AJOKYMEHTOOOOPOTa UMUTHPYETCS B JIEJIOBOM UIpE,
KOTOpas HCIOJb3YyeTCs Ui pEelIeHUs 3aJadyd  YCBOCHHUS M 3aKpEIUICHUS
U3y4YEHHOTO MaTepuaia, pa3BUTHS TBOPUYECKHX CIOCOOHOCTEH, a TaKXe Jaer
BO3MOXKHOCTh YJalllUMCsl IPUMEHUTh U3YYEHHOE B CO3/IaHHOM y4eOHOM CUTYallUH.

B coorBercTBUM ¢ pa3paOOTaHHBIM CLIEHAPUEM HUIPbl  ydalUecs
CaMOCTOSITETIbHO OpraHu3yioT 3-4 Tpynmnbl (CTPYKTYpPHBIE TMOJApa3ICIICHUS
TaMOKEHHOTO OpraHa) U pacHpelessiioT poju COTPYIHUKOB. B mporecce urpsl
OpraHuM3yeTrcsi  JeJoBasg  NEepenucka  MEXAy  rpynmnamMd  y4auuxcs,
IPEACTABIIONIMMY  PA3JIMYHBIE CTPYKTYPHBIE MOAPA3ACICHNAS TaMOXEHHOIO
oprasa.

PykoBoguTenemM TaMOKEHHOTO OpraHa BhICTYIAET MPENoAaBaTelb, KOTOPBIM
KOKIOM TpyInme MOOYEepEeAHO BBIAACT KapTOUYKHU-33/IaHMsI, CBSI3aHHBIE CO
CIEUAIM3UPOBAHHBIM  MporpamMmHbiM  oOecrieuenueM @DTC  Poccuun. Ilo
KapTOUYKaM-3aJaHusIM  HEOOXOJMMO  ONPENECIUTh  MEpPEYeHb  JIOKYMEHTOB,
COOTBETCTBYIOILIUX MPOU3BOJCTBEHHONW CHUTYyallMM, COCTABUTh HEOOXOIUMBIE
JIOKYMEHTBI, BBECTH JaHHBIE B 3JIEKTPOHHYIO 0a3y.

ITocne npoxoxkaeHus Kypca ydaluecs J0JKHbI 3HATh:

- OpraHU3aLHIo CIYKEOHOTr0 MeCTa COTPYIHUKA TAMOKEHHOTO OpraHa;

-KaK HCIOJb30BaTh MEPCOHAIBHBIM  KOMIIBIOTEP Il MOJIyYEHUS,
nepepadoTKH,

- Iepeayy ¥ XpaHeHus: HGOpMaIHH;

- OCHOBBI JIETIONPOU3BOJICTBA;
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- OCHOBBI TPO(eCCUOHATBHOM STUKH U JIETIOBOTO OOIIICHHS;

- COBPEMCHHBIE KOMIIBIOTEPHBIE KOMMYHHKAI[IOHHBIE CpeICTBa,
UCTIOJIb3yeMbIC B TAMOYKEHHBIX OpTaHax;

- Tpe6oBaHuUs K OPOPMIICHHIO CITY>KEOHBIX 3JIEKTPOHHBIX JOKYMEHTOB;

- oco0eHHOCTH 0e30yMaKHOW TEXHOJIOTHH TTOITOTOBKU JOKYMEHTOB,

YMETh:

- COCTaBJISITh U OOPMIIATH OCHOBHEBIE CITy>K€OHBIC JOKYMEHTHI;

-pabotath ¢ UWHDOPMAITMOHHBIMH CHCTEMaMH, HCIIOJIB3yEeMbIMH B
TaMOXCHHBIX OpraHax;

- y9aCTBOBATh B MTOATOTOBKE COBEIIAHUI BCTPEY, IPHEMOB.

Kpurtepum onenku:

- OLEHKAa «OTJIMYHO» BBICTABIISIETCS CTYJEHTY, €CIIH 33JaHUE BBIOJIHEHO
BEPHO U B IMOJTHOM O00BEME;

- OLEHKA «XOpOILO» BBICTABJISIETCS CTYIEHTY, €CJIM 33JaHUE BBIIIOJHEHO C
HE3HAUUTEITbHBIMU 3aMEUYaHUSIMU;

- OLEHKA «yJOBJIETBOPUTEIILHO» BBICTABJISETCS, €CIM 33JaHUE BBIITOJIHEHO
Ha 0a30BOM YPOBHE, HO C OLIMOKaMU;

- OLEHKA «HEYIOBJETBOPHUTEIBHO» BBICTABIAECTCS, €CIU CONEPKUTCH
00JIbI1I0€ KOJTMYECTBO OLIMOOK, 33/JaHUE HE BBIIIOJHEHO.

43



2. MarepuaJbl I NPOBeAeHUS TeKyllel aTTecTaluu

Texyuias arrecramus

ABTOHOMHA I HEKOMMEPYECKA Sl OBPA3OBATEJIBHA S
OPI'AHUBALIMS BBICLLIET'O OBPASOBAHNS
[IEHTPOCOIO3A POCCUMCKON ®EJEPALINNA
«POCCUMCKUN YHUBEPCUTET KOOIIEPALII»
KA3AHCKHUM KOOITEPATUBHBI UHCTUTYT (PUJIHUAJ)

KOMILIEKT 3AJAHUI JJIS1 IPOBEJIEHUS TEKYIIE
ATTECTAIINM Nel
(koHTpOJIBLHAsI padoTa B (hopMe TeCTOBBIX BOIIPOCOB)

110 ANCHUIIIINHC «OCHOBBI I[OI(YMGHTOO60pOTa B TaMOJKCHHBIX OpraHax»

1. Kak pacnonaraioTcsi peKBU3UTHI JOKyMEHTa TIPU I[IEHTPOBAHHOM
criocobe ux pasmenieHus?

a) Hawamo m KoHen Ka)Xma0l CTPOYKH PEKBU3UTA PABHO YIAJICHBI OT TPAHUIL
30HBI PACIIONIOKEHUS PEKBU3UTOB

0) Kaxnas cTpoka peKBHU3WTAa HAYMHAETCA OT JIEBOW TPAHMIIBI 30HBI
PacCIoJIOKCHUS PEKBU3UTOB

2. CoxkpanieHHOe HANMEHOBAHNE OPTaHU3AIIUN PACTIOJIATaroT:
a) BBIIIE MOJHOTO HAUMEHOBAHUS

0) HUXKE MOJHOTO HAUMEHOBAHUS

B) Ha OJIHOM yPOBHE C MOJIHBIM HAUMEHOBAaHUEM

3. I'pud yrBepxkaeHus TOKyMEHTa pacrnojiararor:
a) B IPaBOM HWKHEM YIIIy JOKYMEHTa

0) B JIEBOM HW)XHEM YIIIy JOKyMEHTa

B) B IIPaBOM BEPXHEM YIIIy JOKYMEHTA

4. Tlpu moanmucaHUU JOKYMEHTA HECKOJBKUMH JOJKHOCTHBIMHU JIMIIAMH UX
MOJIMMACH PACIIOJIararoT:

a) Ha OJJHOM ypOBHE

0) omHy moa Jpyrod, B TMOCIEAOBATEIBLHOCTH, COOTBETCTBYIOIIEH
3aHUMaeMOM JOJLKHOCTH

B) B IIPOU3BOJIBLHOM MOPSIKE

5. Korma mnpum HamucaHud JOKYMEHTOB HCIOJB3YIOT COKpPAIICHHOE
Ha3BaHHWE OpraHu3auu’?

a) IO YCMOTPEHHIO COCTaBUTEINS TOKYMEHTa

0) Korja OHO 3aKpPEIUICHO B YUPEAUTEIbHBIX TOKYMEHTaX OpraHu3aiuu
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B) IIpHU JHOOBIX 0OCTOSATENBCTBAX

6. HauMmeHoBaHue oOpraHu3allid HAa MHOCTPAHHOM SI3BIKE BOCIIPOU3BOJIST
Ha JOKYMEHTE:

a) KOIJ/Ia OHO 3aKPEIJICHO B YCTAaBE OpraHu3aluu

0) 1O YCMOTPEHHIO COCTABUTEINS TOKYMEHTa

B) IIpH aJpecaluu JOKyMEHTa MHOCTPaHHOMY MapTHEPY

7. OtTMeTKa JIJ1s aBTOMAaTU4YE€CKOI0 MOUCKA JOKYMEHTA CTaBUTCS:
a) B rpaHUIlaX HIKHETO MO JOKYMEHTa
0) B TpaHMIAX BEPXHETO MOJIS JOKyMEHTA
B) Ha 0OOOPOTHOW CTOPOHE MEPBOTO JIUCTA

8. OrMeTKa 0 3aBEpeHHH KOMHUH JIOKYMEHTa CTABUTCSL:
a) BbImIe pekBusnuTa «l[loamuce»

0) Hmxe pekBuzuTa «llogmuce

B) B IIPaBOM BEPXHEM YTIIIy TOKYMEHTa

9. Kakoii MmakcuManbHbIi HAOOp PEKBU3UTOB, HCIIOJIB3YEMBIX B
JOKYMEHTaX yIpaBlieHUs, yCTaHOBJIEH ['occTanapTom:

a) 32 pexBuU3UTA

0) 28 peKBU3UTOB

B) 30 peKBU3HUTOB

10. Ha3zoBHTE OCHOBHOM JOKYMEHT, IIOATBEPIKIAFOIINI CTaK PaOOTHI:
a) chpaBKa MEHCUOHHOTO (hoH/A

0) TpPyJAOBOM KOHTPAKT

B) TPYIOBas KHIKKA

11. O6muii 6;1aHK JOKYMEHTA UCTIONB3YETCS JJII COCTABICHUS:
a) JIOOBIX BUJOB JJOKYMEHTOB

0) "rOOBIX JOKYMEHTOB, KpPOME TTUCEM

B) IS TIHCEM

12. Kax = Ha3pIBarOTCSI  JOKYMEHTBHI,  COCTaBIsieMble  paOOTHHUKaMH
IpEANpUATUS?

a) BHYTpEHHHE

0) wucxopsiye

B) BXOJSIIUE

13. Kakoif #3 HIWKE TEPEUUCICHHBIX JOKYMEHTOB HEJb3sl Ha3BaTh
OpraHu3aIllMOHHBIM?

a) ycTaB

0) mpaBuia BHYTPEHHETO TPYIOBOTO PacOpsIKa
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15.

pacnopspKeHne

. Kak Hymepyrotcss MHOrOCTpaHUYHBIE TOKYMEHTHI?

HYMEPYIOTCS BCE CTPAHMIIbI
HYMEPYIOTCS BCE CTPAHMUIIbI, KPOME MEPBOM
HE HyMEepYyIOTCs BOOOIIIE.

Yem MOXKHO 3aMEHHUTH CIIOBO, MIOBTOPSIOIIEECs B TaOIUIE, HE UMEIOIIEH

TOPU30HTAIBHBIX JTUHUI?

a)
6)

B)

16.
a)
6)
B)

17.
a)
6)
B)
18.
a)
6)
B)

19.

IPOYEPKOM
KaBBbIYKaMU
CJIIOBAMH «TO JKE»

B KOHIIC 3aroJIOBKOB H I103aI'0JIOBKOB Ta6JII/IH:
CTaBATCA TOYKH

TOYKH HC CTaBATCA

BO3MOJKHEI 00a BapHaHTa

Kakue dhopmbl peructpaiuu JOKyMEHTOB CYIIECTBYIOT?
LEHTPaIM30BaHHAs

LEHTpaTU30BaHHAas, ICIICHTPAIU30BAHHAS, CMEIIIaHHAS
LHEHTpaAIN30BaHHas, ICLICHTPAIN30BaHHAS

KakoB cpok xpaHeHHUsI TPOTOKOJIOB?
He MeHee 15 ner

He meHee 10 ner

HE MeHee S JIeT

Kak Ha3bpiBaeTcCs IMMCbMO, COCTAaBJIKICMOC C MOCJIbIO ITOATBCPKICHUA

OTIpEJICTICHHBIX OOCIaHu?

a)
6)

B)
20.

TauHON?
a)
0)
B)

MUCHMO-OTBET
rapaHTUMHOE ITUCHbMO
UH(OPMAITMOHHOE TTUCEMO

Ha3zoBute cBeaeHus, KOTOpbIE HE MOTYT SBJISTBCS KOMMEPUYECKOU
CBEJICHUS JICJIOBOM MEPEIUCKU

KaJpOBBIN COCTaB
CBeJIeHUs1 00 y4aCTUH JTOJDKHOCTHBIX JIMI] PEAIPUATHS B OpraHU3alMsIX,

3aHUMAIOMMXCsa HpeI[HpHHI/IMaTeJIBCKOﬁ ACATCIIBHOCTBIO

21.

Kak Ha3piBaeTcs COBOKYIMHOCTH JIOKYMEHTOB, C(HOPMHPOBAHHBIX 10

KaKOMY-JIM00 TIPHU3HAKY, MIOMEIIEHHBIX B TBEPAYI0 000J04YKy, O(POPMIICHHYIO TIO
ONpeIeJICHHBIM MpaBUiIam?
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a) rmamnka
0) nemno
B) KOpoOKa

22. Kakoil TOKyMEHT He BKJII0UAaeTCS B HOMEHKJIATYpy Ae?
a) ydpeAauTeNbHbIE JOKYMEHTbI

0) Hay4YHO-TEXHHYECKHE IOKYMEHTHI

B) MPUKA3BI 10 JUYHOMY COCTABY

23. Kax Ha3piBaeTcs 3apaHee 3aroTOBJICHHBIM TEKCT ¢ YHU(PUIIUPOBAHHOM
NOCTOSTHHOW MH(OpManMeil ¢ NpOMycKaMH JJIsl 3allOJIHEHUS IEePEeMEHHOMN
uHpopMaruein?

a) Tpadaper

0) Ttabmura

B) OJylaHK

24. Kak  Ha3pIBaeTcsi  IPaBOBOU aKT, U3/1aBa€Mbli  OpraHOM
rOCyJJapCTBEHHOTO YNPABJIEHUS B LIEJISAX YCTAHOBJICHUS MPABUII, PETYJIUPYIOLIUX
OpTraHM3allMOHHBIE  WJIM  WHBIE  CIEIUAJIbHBIE  CTOPOHBI  AESATEIbHOCTU
opra"uzanuu’?

a) TOJIOKCHHUE

0) WHCTPYKIMS

B) paclopspKEeHHE

25. Kak Ha3pIBaeTCs JOKYMEHT, COJCP)KAIINNA OMMMCAHUE M TOATBEPKICHUE
(dhakToB, COOBITHIA?

a) OOBSCHUTENIbHAS 3aIMCKa

0) IOKJIaaHas 3alKncKa

B) CIIpaBKa.

26. JlaTtoii mpukasa siBIsSeTCS:

a) JaTa ero HalucaHusl.

0) naTa ero MoJINMUCaHUS PYKOBOJAUTEIIEM
B) JaTa €ro BU3MPOBAHUS IOPUCTOM

27. Hymepamust mpruKa3oB IPOU3BOIUTCS:

a) B BaJIOBOM IOPSJIKE C SIHBApS MO JeKaOphb B Ipezenax roaa

0) B BaJIOBOM IOpPSIIKE C MOMEHTa TOCYJApCTBEHHOW perucrpanuu
OpraHu3aIu

B) C JaThl TOCYAApCTBEHHOM pErucTpaly OpraHu3aluy B Ipeesnax rojaa

28. KakoB cpok XpaHEHUS TOKJIAIHBIX 3aMUCOK MO BOMPOCAM JICSITEIbHOCTH
npeanpusaTus?
a) 10 ner
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0) 15 mer
B) 5 ner

29. Kak Ha3bIBacTCS JIOKYMEHT, COCTaBJICHHBI HECKOJBKHUMH JIUIIAMH M
MOATBEPKAAIOIMIUNA (PaKThl, COOBITHS?

a) TMPOTOKOJI

0) akT

B) 3allKcKa

30. Kak Ha3pIBaeTCsl TOKYMEHT, (PUKCUPYIOUIUI X011 0OCYX ACHHUS BOIPOCOB
U TIPUHATHUS PELIeHUI Ha cOOpaHUsIX, COBEIIAHUAX ?

a) aKT

0) TPOTOKON

B) JOKJIaJHAs 3aIllMCKa

31. Kak Ha3bIBaeTCsi HOPMATHUBHBIA JIOKYMEHT, B KOTOPOM OIpECICHBI
dbyHKIIMU, TTpaBa, 00I3aHHOCTH U OTBETCTBEHHOCTh COTPYIHUKOB MPEIIPUATHS?

a) ycTaB

0) MoJoXKeHue

B) JOJKHOCTHASI MHCTPYKIIMSI

32. JlonmyckaeTcs M XpaHEHHWE JOKYMEHTOB B IOMEIICHUN 0€3 OKOH:

a) Ja, TaK Kak JUIsl TOKyMEHTOB BEHTHISAINS HE HY>KHA

0) nga, ecid ecTb €eCTEeCTBEHHAas WM WCKYCCTBEHHAs BEHTWJISALUA,
oOecrieunBaromas 2-3 KpaTHbI BO3[yXO0OOMEH B 4ac

B) HET, XpaHUJIUIIE 00513aTeJIbHO JJOJDKHO UMETh OKHA

33. TemmepaTypHO-BIAKHOCTHBIH pexUM XpaHEHUs OyMaKHBIX
JIOKyMEHTOB:

a) 17-19 C, otHocuTenbHas BIaKHOCTH 50-55 %

06) 17-19 C, otHocuTenbHas BaaxHOCTh 40-45 %

B) 14-16 C, oTHOCHTENbHAS BIaKHOCTH 50-55 %

34. Korma mpoBepka HaMWUAS ¥ COCTOSHHUS JOKYMEHTOB CUHTACTCS
3aBEPIICHHOM:

a) TIOCJIC BHECCHHWS W3MCHCHHM, BBISBICHHBIX TPOBEPKOW, B YUYCTHBIC
JIOKYMEHTBI TIpOBepsieMoro (oHIa U MPEACTaBICHUS COOTBETCTBYIONTUX CBEICHUN
0 Jiejax MOCTOSTHHOTO XPaHCHHS B TOCY/IapCTBCHHBIN apXUB

0) cpasy nocie okoHYaHus (aKTUIECKON MPOBEPKHU HATMYHS JOKYMEHTOB

B) CIIyCTS TOJ TIOCJI€ TPOBEPKH, KOTJAa 3aKaHUMBAETCS CPOK PO3BICKA
YTEPSHHBIX JOKYMEHTOB

35. Kakue ydeTHbIe TOKYMEHTHI B apXUBE HE SBJISIFOTCS OCHOBHBIMH:
a) Crucok (hOHIOB
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0) macmopT apXHUBOXpPaHUIHILA
B) OIIKCH JIelI
I) BHYTPEHHHUE ONKCH eI

36. B unTansHOM 3ajie apXuBa MOTYT pabOTaTh:

a) TOJBKO TOJDKHOCTHBIC JIMIA TAMOYKCHHBIX OPTaHOB

0) MOJDKHOCTHBIE JIMIIAa TAMOKEHHOTO OpraHa W CHEIHAIMCTBI U3 JIPYTUX
OpraHu3alni, 32 UCKIFOYCHUEM YaCTHBIX JIUI]

B) JOJDKHOCTHBIC JIMIIAa TaMOXXEHHOTO OpraHa W CIEIUATUCTBI U3 JIPYTUX
OpraHU3aIlnid, B TOM YHCJIC YaCTHBIC JIHII

37. IokyMeHTOOO0pOT — 3TO:

a) COBOKYIHOCTb  BHYTPCHHHMX H  BHCIIHHX  JOKYMCHTOIIOTOKOB
OpraHu3aIiH

0) HOBWXEHHWE JOKYMEHTOB C MOMEHTAa IIOCTYIICHHS JO MOMEHTa WX
WCTIOJTHCHHSI

B) JBIDKCHHE JIOKYMCHTOB C MOMEHTa HCIOJHEHHUS 0 MOMEHTa UX
MOCTYIUICHUS B JPYTYIO OpTaHU3AINI0, HA00p OM3HEC - POy

38. 1o cnocoby (uxcanum TOKYMEHTHI ObIBAIOT:
a) rpaduueckue

0) THUIIOBBIC

B) CIIOXHBIE

r) Ilucemennsie

39. Ilo HauMEeHOBaHMIO TOKYMEHTHI OBIBAIOT:
a) IUCHbMEHHBIE

0) cryxeOHbIC MIChMa

B) aKyCTHYECKHE

I) MOPOTOKOJIBI

40. o ropuandeckoi cuiie JOKYMEHTBI TTOIPa3IeTSIOTCS Ha:
a) BHYTPECHHHUE

0) MTOMIMHHBIC

B) o¢uUHUaIbHbIC

I) TMOJJIOXKHBIC

41. braHk - 3T0:

a) CTaHAApTHBIN JUCT OymMarv, Ha KOTOPOM BOCHPOU3BOJIUTCSA WH(POPMALIUS
00 opraHu3aINu-aBTOPE

0) craHmapTHbIi JUCT OyMard ¢ TIOCTOSIHHBIMU M [E€PEMEHHBIMU
PEKBU3UTAMU

B) JOKYMEHT, COJAEPKAIM MTOCTOSHHYIO HH(POpMAIIUIO 00 aBTOpE
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r)

CTaHI[apTHBIﬁ JIUCT 6YMaFI/I, Ha KOTOPOM BOCIIPOMU3BOJATCS IMOCTOSAHHBIC

PCKBU3UTLI Opranrn3alliru-aBTOpa

42.

a)
0)

JIBr>KeHrEe JOKYMEHTOB B TAMOYKEHHOM OpraHe OTpakaeT:
CTPYKTYpPY TaMO>KEHHOTO OpTraHa
GbyHKIHOHATBHOE pacipenesieHne 00I3aHHOCTEN MEXy COTpYIHUKaAMU

TaMOKCHHOT'O OpraHa

B)
r)

43.

MapIIpyThl JOKyMEHTOIIOTOKOB
CTPYKTYpPY TaMO>KEHHOT'O OpraHa U pacupeeseHue o0sa3aHHOCTE!

B TamOXeHHBIX oOpraHax mpuUMeHsercs ¢opMa  OpraHu3aluu

ACJIOIIPOU3BOACTBA:

a)

45.

LEHTPaTM30BaHHAas
JEUEHTpaIN30BaHHAs
uepapxuieckast
byHKIHOHATBHAS
CMelIaHHas

. K o6mmm GpyHKIusAM TOKyMEHTa OTHOCSATCS:

KOMMYHUKAaTUBHAs
yIpaBIEHYECKAs
npaBoBas
uH(pOpMaIMOHHAS

JIOKyMEHT, aJpeCcOBAHHBIA PYKOBOAMTEIO U HHPOPMUPYIOMIHMI €ro o

CIIOKMBIIENCS CUTyalMd, COJEpXkKAIIMM BBIBOABI W MNPEMJIOKEHUS aBTOPA,
Ha3bIBACTCA:

a)
6)

r)

47.

CITy’KE€OHOU CITpaBKOM
CITY)KeOHOM 3aITMCKOM
JIOKJIaIHOM 3aITMCKOM
00BACHUTEIHLHOM 3aITUCKOM

. B ocHOBe yHHUKAIMH TOKYMEHTOB JICKHUT:

TEKCT
rpaduueckas MOJeIb TOCTPOCHUS
coJiep>KaHUe IOKYMEHTa
Ha3HAYEHUE JOKYMEHTA

YHuduimpoBanHas  cucremMa — OpraHuU3alMOHHO-PACHOPSAIUTEIBLHOM

JOKYMCHTAIIUN 3aKPCIIJICHA B CTaHAAPTC:

a)
6)
B)
r)

I'OCT 6.10.5-87
I'OCT P 6.30-2003
'OCT P 51511-2002
I'OCT P 51141-98
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48. YnpasieHue NOKyMeHTaMu B opranuzaiuu B cooTBerctBuu ¢ ['OCT P
NCO 15489-1 Bkitovaer B ceO4:

a) pa3paboOTKy MOJUTUKH (PErjiaMeHTOB) M CTAHJIAPTOB M paclpeiesieHue
OTBETCTBEHHOCTH Y TIOJITHOMOYUI

0) pa3paboTKy M pacnpoCTpaHEHUE MPOUEAYP U PYKOBOISAIIMX YKA3aHUMN U
MHTETPALMIO YIIPABJICHUS JOKYMEHTAMU B J€JI0OBBIE CUCTEMBI U ITPOLIECCHI

B) MPEIOCTABIICHUE YCIYT, CBSI3AHHBIX C YIPAaBICHUEM JOKYMEHTAMH U UX
MCMOJIb30BaHUEM

r) pa3paboTKy, BHEAPCHUE W AJMHUHUCTPUPOBAHUEC CICIHATIN3UPOBAHHBIX
CUCTEM JUISl YIIPABIICHUS IOKYMEHTAMU

49. OdenepasibHble OpraHbl TOCYAAPCTBEHHOW HWCIOJHUTENIBHON BIIACTH
U3JAI0T CJIEAYIOIINE BUbl HOPMAaTUBHBIX IPABOBBIX aKTOB (BBIOEPUTE TPYIIITY):

a) IpUKa3bl, pACHOPSDKEHMs, ITOCTAHOBIICHHs, LUPKYJSPHBIE IHUCHMA,
OpraHU3alMOHHbIE ITMCbMa, UHCTPYKLIUH

0) npuKkaspl, yKa3zaHUs, LUHUPKYJApPHBIE MUCbMa, PAaCHOPSKEHMs], MpaBHIIa,
UHCTPYKLIUU

B) pacHoOpsDKEHUs, NpaBUia, HWHCTPYKUUH, IIOCTAHOBJICHUS, IPUKA3bI,
IIOJIOKEHUS

Kpurtepum onenku:
CTyneHT aTTecTOBaH, €CU MPAaBUIBLHO OTBETHI Oosiee yeM Ha 40 BOIpOCOB.
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