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)
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PabGouass mporpamma yueOHOM muctuIuimHbl (Momyssi). - Kazanb: Kazanckuii

KOOTIEpaTUBHBIM MHCTUTYT ((usinan) Poccuiickoro yHHMBEpCHTETa KOOMEpAIUH,
2020. -51c.

PaGouas mporpamma o JUCLUIUINHE (MOyJTIO) «OCHOBBI
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Pabouas nporpamma:
o0cyxk/IeHa M PEeKOMEHI0BAaHA K YTBEPKICHUIO pEIICHHEM Kadeapsl
TaMOXeHHOro nena Ka3aHCKOro KoomepaTUBHOTO HMHCTUTYyTa ((dunuana) oT

20.03.2020, mpotokoi Ne8
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YTBEPKAEeHA YUYEHbIM COBETOM POCCHMIICKOrO YHUBEPCUTETA KOOIIEPALUU OT
16.04.2020, Ne 6.

© AHOO BO IIC Pd

«Poccurickun YHUBEPCUTET
KOOIIEpalnum» Kazanckuit
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1. Hean, 32124 OCBOCHUSA TUCIHUIINHBI (MOIYJIs1)

[lenbto  ocBoeHMsT  AUCHMIUIMHBI  «OCHOBBI  JOKYMEHTOOOOpOTa B
TaMOKEHHBIX OpraHax» SBJSIETCS HW3Y4Y€HHE OCHOB JIOKYMEHTAIlMOHHOTO
o0ecrieueHuss  yNpaBJi€HHUs  JCSATEIIBHOCTbIO  TaMOXXEHHBIX  OpraHOB U
(opMHUpOBaHKE Y HUX HABBIKOB YIIPaBICHYECKON U MHPOPMALIMOHHOMN KYJIbTYpHI B
cdepe mpodheccuoHaTbHON JeATEIBHOCTH.

3a1ayu AUCLMIUIAHBIL

- U3yYEHHE TEOPETUYECKUX CBEJACHHM 00 OCHOBaX JOKYMEHTAIIMOHHOTO
o0ecrniedeHus YIPABIICHUS JEeSATENBHOCTBIO TaMOKEHHBIX OpraHoB,
JIOKYMEHTUPOBAHHUS YIPABICHYECKUX PEUICHUH, CO3MaHus U (PYHKIIMOHUPOBAHUS
CUCTEMBI YIIPaBJICHUS JOKYMEHTAMH;

- W3Y4YEHUE OCHOBHBIX HOPMATHBHBIX M METOAMYECKUX JOKYMEHTOB I10
BOIPOCAaM MOATOTOBKHU ¥ 0(OPMIIEHHSI pa3IMYHOTO POAA JOKYMEHTOB,;

- INPUBHATHE NPAKTUYECKUX HABBIKOB B 4YacTH JOKYMEHTHPOBaHHS
YIPABJICHUYECKOW M HWHOM IPOU3BOACTBEHHOM JEATEIBHOCTH TaMOXKEHHBIX
OpPraHoB, OpraHU3aluy JOKYMEHTOOOOpOTa JOJKHOCTHOIO — JIMIA  W/WJH
CTPYKTYPHOTO ITOAPA3ACIICHNAS] TAMOXXEHHOT'O OpPraHa;

- U3y4YE€HHE TpPUEMOB O(OpPMIIEHUS PEKBU3UTOB B JOKYMEHTaXx M
(opMUpOBaHKE HABBIKOB B 0O()OPMIICHUH IOKYMEHTOB B TaAMOKEHHOMU cdepe;

- HU3y4YCHUs IIPUHLIATIOB 151 0CcoOeHHOCTEM AIEKTPOHHOTO
JIOKyMEHTOO00pOTa, B T.4. B TAMOKEHHOM JIEIIE.

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

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

JIns m3ydeHus: TUCHMIUTMHBI HEOOXOJAMMBI CIICIYIONINE 3HAHUS, YMCHHS U
BJIaJICHUsI HABBIKAMH, (P OPMHUPYEMBIC TPEAIISCTBYOITUMHU TUCITUIUTHHAMU ;

Oomwmit menemrmenT (OITK-6).

3. IlepeyeHb MIaAHMPYeMbIX pPe3yJbTATOB OOYUYEHHS IO JAUCIHUIINHE
(MoayJ110)

N3yuenne ydeOHON AWCHUIUIMHBI HANpaBiIeHO Ha (QopMUpOBaHHE Y
oOyyaromumxcs clieyroiiei npodeccuoHaIbHON KOMITETEHITUU:

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



B pe3ynbTaTe n3ydeHus TUCIUILIMHBI O0yYarOIIHIACS TOTKEH:

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

ACATCIIBHOCTHIO TAMOXXCHHBIX OPIraHOB

[1K-34 .
WHPOPMALMOHHBIX  TEXHOJIOTHUH,

3HaTh 3aKOHOMCPHOCTHU nu TCHACHIIMHN

pa3BUTHUS
WCTIONB3YEMBIX B
rportecce paboTsl C IOKYyMEHTHPOBAHHOU HH(pOpMaIHeH;

Jloxmaz

C  JOKyMeHTamMH  (yIpaBiieHHUE
JIEKTPOHHOTO JOKYMEHT0000pOTa;

3HaTh OCHOBHI JOKYMEHTHPOBAHHS, OPraHU3aUN 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 3aTaHAS
JUTS aBTOMATHU3AIHH YIIPABICHYSCKON
JESITeIbHOCTH, aHaIi3a 1 00pabOTKHU TaHHbBIX;

OKCIECPTU3bI HEHHOCTU JOKYMEHTOB,

Bitagers HaBbIKaMU JOKYMEHTUPOBAHUS YIIPABJICHUYECKON
JeATEIbHOCTH TAMOXKEHHBIX OpraHOB U IIPOBEIECHUA

I1K-34

Brnagerp HaBplkKaMM U IpUeMaMH
HCIIOJIb30BaHUS MIPOrpaMMHOT0
aBTOMATHU3MPOBAaHHBIX pabouyux MecT
CEeTEBBIX TEXHOJIOTHH IS OpraHU3allKd CETeBOro oOMeHa
nHpOpMaIIel B TAMOKEHHBIX OpraHax

PaKTUYECKOT O [enoas urpa

obecrieuenust | KontponpHas pabora

n 3J¢

MCHTOB

4. O0beM JMCHUIIMHBI (MOAYJIS) U BUABI y4eOHOM padoThl

ounas popma 0d0yuenusn

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
[TpakTU4ecKue 3aHsTHs 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 yuebHO# 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
[TpomesxxyTouHast aTTectanus (KOHTaKTHas paboTa) 2 2
2. CamocrosiTenbpHas paboTa 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 pa3iejioB, TeM IUCIHUIIIAHBI (MOIYJIs1)

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

Pons W 3HaueHuWe JUCHUIUIMHBL B MPO(ECCHOHANIBHOW IOATOTOBKE
cenuaiucra  TaMOXXeHHoro  gena.  HopmaTtuBHO—Mertoguyeckas — 0Oasza
noKkyMeHTupoBaHus B Pocculickoit denepanum.

Tema 2. [lonsiTHE JOKYMEHTOB H JOKYMEHTO000pOTA.

[Tonsitue 0 nOKyMeHTe, PYHKIIMU TOKYMEHTOB, X UCTOPUUYECKOE Pa3BUTHE.
CpoiicTBa nokymMeHTa. Matepuanbhbie Hocutenu uHbopmanmu. Knaccudukanus
TOKyMeHTOB. (OCHOBHBIE TIOHATHS B cdepe ToKyMeHTooOopoTa. CrocoOs
JOKYMEHTHUPOBAHUS.

Tema 3. JlIokyMeHTHPOBaHUE B TAMOKEHHBIX OPraHax.

Cucrembl JOKyMEHTAalM¥, HUCIOJb3YEMbIE B JEATEIBHOCTH TAMOKEHHBIX
opraHoB. Opranuzanusi padOThl C JAOKYMEHTAMH B TaMOXXEHHBIX OpraHax.
Vuudukanus u crangapruzanus. TpeOoBaHus K OQOPMIIEHUIO JIOKYMEHTOB.
CocTraB peKBU3UTOB TOKYMEHTOB.

Tema 4. Cnennduka opraHuzanum JOKYMEHTO000POTa TaMOKE€HHBIX
OPIraHOB.

JIOKyMeHTaIisl TAMOKEHHBIX OpraHoB. OCOOEHHOCTH OpraHu3alu paboThl
C HEKOTOphIMM BUIaMH JOKyMeHTOB. [lpaBuna odopmiieHHs peKBU3UTOB
nokyMeHToB. OdopMieHHe TOKyMEHTallUU M0 JIMYHOMY cocTaBy. Homenknarypa
Jenl.




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

Nudopmatuzanus B chepe TOKyMEHTAIMOHHOTO 00ECTIeUeHUsI YIIPABIICHHUS.
Knaccudukanus cpeacTtB OpPrTeXHUKM M MX OCHOBHBIE  XapaKTEPUCTHKU.
OcoOEHHOCTH  HUCIOJIb30BAaHUSI  AJIEKTPOHHOM, TenerpadHoil, TeleTalIHOM,
(baKCUMUIBHON CBSI3U.

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

Juctumimaa «OCHOBBI  IOKYMEHTOOOOpPOTa B TaMOXEHHBIX OpraHax»
dbopmupyer kommereHiuoo I1K-34, HeoOXomuMyro B JajdbHEWIeM s
(bopMHpPOBaHUS KOMIICTCHITUI MPEITUIIIIOMHON TTPAKTHKH.

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

ounan hopma odyueHusn

. Bunpl 3aHaTH, B 9acax
Ne | HammenoBanwme paszena, TeMbl y4eOHON
[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 popma 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 JJOKYMEHTO00O0pOTa - 2 20 22
OKYMEHTHUPOBaHHE B TaMOXKEHHBIX
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
0Oy4Jaronnxcs, 3aKperuieHus OJyYeHHbIX TEOPETUUECKUX 3HAHUN Ha JICKIHIX U B
IpollecCe  CaMOCTOSITENIBHOTO  M3y4YeHUs  OOydYaloIMMHCS  CHEIUalTbHOU
JUTEPATYPHI.

ouHnasn hopma odyuenusn

HaumenoBanue pasnena,
Ne . . TpynoeMKocTh
TeMbl Y4eOHOH TemaTrka MPaKTUUECKUX 3aHATHI (CEMUHAPOB)
W JUCTTATITAHBI (MOIYIIS) (uac.)
Teopernueckue ocHOBHI |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  nmokymenroB  u|Ilonstue o nokymente. @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 pEeKBU3UTOB JOKYMEHTOB.
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 COCTaBy.
Howmenknatypa nen.
HNudopmanmoHHsle Wudopmaruzanus B cdepe JOKYMEHTAIHOHHOTO
TEXHOJIOTHH, oOecrieuenust  ympasieHus.  Kmaccuduxanums
5 |COTPOBOKIAONIHE CPEeACTB  OPITEXHHKM W HMX  OCHOBHBIE 8
" | MIOKyMEHTO000POT B|xapaktepucTuku. (OCOOEHHOCTH HCHOJIb30BAHUS
TaMOXEHHBIX OpraHax 3IIEKTPOHHOM, TenerpadHo, TeNeTalmHOMN,
(hakCUMHUIBHOM 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
JOKYMEHTHPOBAHHUSL.
2. |lloHaTHE  JOKYMEHTOB ITonsiTue o nokymente. @yHKIMU 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 [IOKyMeHT006opoTa s paboTa ¢ KOHCIIEKTOM JICKIIHIA; YcTHBIH ompoc,
TaMOJKeHHDBIX 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 HOpMAaTUBHBIMU
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 oOecrieueHmst hif) £
CaAMOCTOSITEILHOM Pa0d0THI 00yYAIOUIUXCH 10 AUCIUIIHMHE (MOYJII0)

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

I[Ipy wu3yyeHHMHM OCHOBHOM pPEKOMEHAYEMOM JIMTEPATYPHl CTYIACHTaM
HEOOXOMMMO OOpaTUTh BHHUMAaHHE Ha BBIJCICHHUE OCHOBHBIX TMOHSATHUH, WX
OIpeJeNeHHUS, HAyYHO-TEXHUYECKUE OCHOBBI, y3JI0BBIE MOJIOKEHUS,
MIPE/ICTABIICHHbBIE B U3Y4a€MOM TEKCTE.

[Ipu camocTosTENBHON padoTe CTYIEHTOB C JIONOJHUTEIBHON TUTEpaTypoit
HEOOXOJMMO BBIIEIUTh AaCHEKT H3y4aeMoOll TeMmbl (YTO B JAHHOM Marepuae
OTHOCHUTCS HETIOCPEJICTBEHHO K U3y4aeMOM TEME U OCHOBHBIM BOIIPOCAM).

JIOTIOTHUTENBbHYIO JIUTEPATypy LieecooOpa3Ho MpopadaThiBaTh IOCIHE
OCHOBHOM, KoTopas (opmupyer Oazuc Ijsi TMOCIEIYIONIEro 0OoJjiee TIIyOOKOTro
M3y4YEHUs] TeMbl. [[OMOJHUTENBHYIO JIUTEPATYPY CIEIYyeT M3y4yaTh KOMILIEKCHO,
paccMmaTpuBasi pa3Hble CTOPOHBI H3ydaeMoro Borpoca. O0sA3aTeTbHBIM 3JIEMEHTOM
CaMOCTOSITENIbHOM  pabOThl CTYACHTOB C JIUTEPATypod SIBIISIETCS BeJICHHE
HEOOXOMMBIX 3aIIUCeH: KOHCIIEKTA, BBIMUCKH, TE3UCOB, IIAHOB.
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JIJist caMOCTOSITETbHON pabOThHI MO0 JUCIUTIIIMHE HCIIONB3YETCsS CIAEAYIOIIee
y4eOHO-METOInYeCKOe 0OecreyeHue:

a) OCHOBHas JIUTEpaTypa

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

0) IOTIOTHUTEIbHAS JTUTEepaTypa

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

11. IlepeyeHb OCHOBHOH W [JONOJHHMTEJIbHOH Y4eOHOH JIUTEPATYpPBbI,
Heo0X0AMMOii IJIs OCBOCHUSI AUCHUILIUHBI (MOYJIfA)

a) HOpMaTUBHBIE TIPABOBBIC AKTHI:

1. TamoxxeHHbIE ~ KomeKC  EBpa3miickoro  SKOHOMHYECKOTO  COr03a
(mpunoxxenne Nel k JloroBopy o TamoxkenHom kozaekce EBpaszuiickoro
sKOHOMHYECKOTO coro3ay) //CIIC «KoHcynbTaHT TUTFOC» [DJIEKTPOH. 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]. — DnekTpoH. aaH. — [M, 2018].

3. [locranoBnenne  [IpaButensctBa  Poccmiickoit ~ Dexmepamuu  OT
15.06.2009r. Ne 477 "OO6 yrBepxkaeHun IlpaBuin pgenonpousBojAcCTBa B
denepanbHbIx opraHax ucnoiaHuTenbHoM BiactT" —  Koncynwsrantllntoc.
[DnexTpoH. pecypce]. — Daekrpon. aax. — [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 UCO 15489-1-2007. HammonanwsHbIii cTanmapT Poccuiickoit
®enepanuu. Cucrema craHgapToB 1o HHGOpMAIMK, OUOIMOTEYHOMY H
U31aTeIbCKOMY Jely. YmhpaBjieHue naokyMeHtamu. OOuiue TpeOoBanus" (yTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 Ne 28-ct) — KoncynwsranTlItoc.
[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”
(BMectre ¢ "I'OCT P 6.30-2003. T'ocymapctBeHHbIM cTanmapT Poccuiickoi
Oenepanuu. YHUPUIUPOBAHHBIE CHCTEMBbI JOKYMEHTAIMU. YHU(PUITUPOBAHHAS
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. Jlenonpous3BOACTBO U apXUMBHOE Jesi0. TepMUHBI U ompeneneHus"
(ytB. IlocranoBnenueM Ioccranmapra Poccum ot 27.02.1998 Ne 28) —
Koncynperantllmtoc. [DnaekTpoH. pecypc]. — DnekTpoH. naH. — [M, 2018].

0) OCHOBHas JIMTEpATYypa

1. OcHOBBI JOKYMEHTOOOOpPOTA B TAMOXKEHHBIX OpraHax: yueOHoe mocoOue
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 TOKYMEHTOOOOpPOTa B TAMOXKEHHBIX OpraHax: yueOHoe mocodue
Astopsr: Yammeiruaa M.A., KoBapaa B.B. Canxkr-Iletepoypr: Wuatepmemms, 2015
r., 282 ¢. — Pexxum noctymna: https://ibooks.ru/reading.php?productid=351502

12. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJICKOMMYHHKAIIMOHHOMI
cetu «AHTEepHET», HEOOXOAUMBIX [IJIsl 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 HHGOPMALNMOHHBIX TEXHOJOIMH, 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. KoHcynbrant + 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, HeOOXOAUMOH IJI
OCyILIeCTBJIEHHSI 00Pa30BaTEeILHOI0 MpoLecca Mo AUCHHUIVIMHE (MOYJII0)

OO6pazoBaTebHbBIM npolecc obecrieunBaeTcs crenuajJbHbIMHA
MOMEIIEHUSIMU, KOTOPBIE MPEACTABISAIOT COOOM ayIUTOPUU [IJIs TPOBEIACHUS
3aHATUN JICKIIMOHHOTO TWMA, 3aHATUA CEMUHAPCKOIO TWIA, TPYIIOBBIX U
WHIUBUYAJIbHBIX KOHCYJbTAIlMWA, TEKYLIETO KOHTPOJSI W MPOMEXKYTOUYHOU
aTTECTalllM, IOMEIIECHHUS JIJIs CAMOCTOSITEIbHON pabOThl CTYACHTOB U MOMEIIICHUS
JUTSL XpaHEHUS U IPO(PHIIaKTHIECKOTO OOCTYKUBAaHUS YIEOHOTO 000PYyTI0BAHMSI.

CrenmajabHBIC MMOMEILICHU S COOTBETCTBYIOT JNEUCTBYIOIIUM
MIPOTHUBOMNOXKAPHBIM MPABUIIAM U HOPMaM, YKOMILIEKTOBAHBI CIEHUAIIM3UPOBAHHOU
MeOEIBIO.

Aynuropun JIEKITMOHHOT'O THIIA, OCHAIIICHHBIC MPOEKIMOHHBIM
000Opy/IOBaHUEM M TEXHUYECKUMH CpEACTBaMH OOydeHHUs, 00eCIeunBaIOIIUMHU
npejcTaBiieHne yueOHOH HH(pOopMaIuu OOJIBIION ayTUTOPHH, JEMOHCTPAIMOHHBIM
000py1I0BaHUEM.

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

15. Meroauvyeckue YyKa3aHuUsl s OOY4alOIIMXCH 10 OCBOCHUIO
AUCHUTTHHBI (MOTYJIsI)

Jucuuminaa «OCHOBBI JTOKYMEHTOOOOpPOTa B TaMOXEHHBIX OpraHax»
COCTOUT U3 O TE€M M H3Yy4yaeTcsl Ha JICKIUSX, MPAKTUYECKUX 3aHATUAX U TPHU
caMOCTOsITeIbHOM paboTe oOydarommxcs. OO0yyaromuiics s MOJTHOTO OCBOCHUS
Marepuajia JOJDKEH He IPOITYyCKaTh 3aHSATHS M aKTHUBHO YYacTBOBATh B yU4eOHOM
nporecce. Kpome Toro, obyuarommecss TOKHBI O3HAKOMHUTBCS C IIPOrpaMMOM
JUCUUATUIMHBI M CIMUCKOM OCHOBHOM W JOIOJHHUTEIBHOM PEKOMEHIYEMOM
JIUTEPATYPHI.

OCHOBHOM TEOPETUUECKHI MaTepuayn JaeTcs Ha JICKIMOHHBIX 3aHATHUSX.
Jlekuiun  BKJIIOYAIOT BCE TEMbl M OCHOBHBIE BOMNPOCHI TOCYJIapCTBa W
rOCyJIapCTBEHHOTO YyIpaBiieHus. J[ns mMakcuManbHOU 3(h()EKTUBHOCTH H3YyYCHUS
HEOOXOJIMMO TIOCTOSSHHO BECTHM KOHCIEKT JIEKIHM, 3HAaThb PEKOMEHAYEMYIO
npenojaBaTesieM OCHOBHYKO U JIOTIOJHUTENbHYIO y4eOHyl JUTEpaTypy,
MO3BOJISIONIYIO JIOMOJHUTh 3HAHUS M JIy4Ill€ TMOATOTOBUTHCS K MPAKTUUYECKUM
3aHSTHSM.

JIns 3aKkperuieHusT  TEOPETHUECKOTO  MaTepuala, dbopmupoBaHus
npodheCCUOHAIBHBIX KOMIIETCHITUHN n MPaKTUYECKUX HaBBIKOB
aAMUHUCTPATUBHOTO TMpaBa CO CTYAEHTAMH CHEUUAIUTETa  IPOBOISITCS
MpaKTHYECKUE 3aHATHSA. B X0J1e MpakTHYeCKUX 3aHATHH pa30uparoTcs OCHOBHBIE U
JIOTIOJTHUTEJIbHBIE TEOPETHUYECKUE BOIMPOCHI AIMUHHUCTPATUBHO-IIPABOBBIX HOPM,
BBITIOJTHSFOTCSI KOHTPOJIbHBIE PA0O0THI, MPOBOASITCS TECTUPOBAHUSA IO pe3yjIbTaTamM
U3YUYEHUSI TEM.
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Ha wu3ydeHue Kaxxaoii TeMbl BBIJEICHO B COOTBETCTBHUE C paboueit
MPOrpaMMON AUCHUMIUIMHBI KOJIMYECTBO YaCOB MPAKTUYECKUX 3aHATHH, KOTOPbHIE
MIPOBOJIATCSI B COOTBETCTBUM C BOIPOCAMH, PEKOMEHIOBAHHBIMU K HU3YUYECHHUIO IO
ompeneieHHbIM TeMaM. OOydaromiyecs JOKHBI PETYyJISIpHO TOTOBUTHCA K
MPAKTUYECKUM  3aHiATUAM. [Ipm  MmOArOoTOBKE K 3aHATUSAM  CIIEAYeT
PYKOBOACTBOBATHCSI KOHCIIEKTOM JICKIIUA U PEKOMEHIOBAHHOM JIUTEPATYPOl.

Jns 5 PeKTUBHOTO OCBOCHHS MaTepualia JUCHHUIUIMHBI YY4EOHBIM IIJIAaHOM
MpEeAyCMOTPEHa CaMOCTOSITeNIbHAsT paboTa, KOTOpas JOJDKHA BBIMOJHATHCA B
00s13aTEIPHOM TIOpSZIKE. BBIMONTHEHNE C€aMOCTOSTENBHOW pPAbOTHI MO TEeMaM
JUCIUIUIAHBI, TTO3BOJISIET PETYISPHO MPOBOJUTH CAMOOLEHKY KayeCTBa YCBOCHUSA
MaTepHaIOB TUCITUIUIMHBI U BBISBISATH aCIEKThI, TpeOyromue Oosee MeTaabHOro
W3ydeHUs. 3alaHus JIs1 CaMOCTOSITEIIBHOW PabOThI MPEIJIOKEHBI MO0 KaXI0W U3
M3y4aeMbIX TEM U JIOJKHBI TOTOBUTHCS MHIWBUIYAIBHO U K YKa3aHHOMY CPOKY.
[Io HEOOXOAMMOCTH  CTYJAEHT CHEelUajuTeTa MOXXET oOpamarbcs  3a
KOHCYJIbTAllUEX K IIPENoJaBaTell0. BBIMOJHEHWE 3aJaHuil KOHTPOJIUPYETCA |
OLICHUBAETCS MPETOJAaBATEIIEM.

B cnywae mocemenuss oOydaromerocss JEKIUMH M MPaKTUYSCKUX 3aHSATHH,
H3Yy4YeHHs] PEKOMEHIOBAHHOW OCHOBHOM U JOTIOJIHUTEIIFHOW YU4eOHOH JTUTEpaTypHl,
a TAK)KE CBOEBPEMEHHOT'O U CAMOCTOSITEJILHOTO BBITIOJHEHUS 3aJaHUH, ITOITOTOBKA
K 3a4E€Ty C OLEHKOW MO JUCIUIUIMHE CBOJUTCA K JAIBHEUIIECH CUCTEMATU3ALNHU
MOJTyYECHHBIX 3HAHWUW, YMEHUW U HABBIKOB.

16. MeToauyeckue PpPeKOMEHJAAUUM 10 OPraHU3aUUuM H3Y4YeHUs
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, AeJioBas Urpa;

0) 17151 CAMOKOHTPOJISI O0yYarOIINXCS: TECTHI;

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

[Ipu peanuzanuu pa3TuYHBIX BHUJOB Yy4eOHOM pabOTHl MO AMCIMIUIUHE
«OCHOBBI  JIOKyMEHTOOOOpPOTa B TAaMOXKEHHBIX OpraHax)»  HUCIOJb3YIOTCS
cieayrole oopa3oBaTeIbHbIE TEXHOJIOTHU:

1) IeKMA ¢ WCIOJB30BAHMEM  METOJIOB  MPOOJEMHOTO  W3JIOKCHUS
Martepuana;

2) IPOBEACHNUE MPAKTUKO-OPUECHTUPOBAHHBIX 3aHSITHIA:

- ob0cyxaenue B Tpynme (oOCyXJAeHUE TMOATOTOBJICHHBIX CTyJACHTaMU
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
BHJIEOMAaTEpHANIOB (Caiiabl)
[IpakTuueckue 3aHATHS C IPUMEHEHHEM
CHEAYIOIIUX TEXHOJIOTUIA:

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

Tema 5. HNudopmannonHbie
TEXHOJIOTHH, COIPOBOXKAAIOIINE
JOKYMEHTOOOOPOT B TaMOXKEHHBIX
oprasax

Bungr:

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

- obcyxnenue B rpymme (00CYKICHHE
MOITOTOBJICHHBIX CTyJIEHTaMH
BOIIPOCOB ISl CAMOCTOSITEJIHOTO
W3Y4YCHHUS])

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

®OH/] OLIEHOYHBIX CPEJCTB J/I51 IPOBEJEHHS
MPOMEKYTOYHON ATTECTALIMU OBYYAIOLUXCS 11O
JTUCLHUIIJIMHE (MOYJIIO)

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

Hanpasnennocts: «IIpaBooxpanutenbHas IeATeIbHOCTh U MH()OPMALIUOHHbBIC
TEXHOJIOTUU B TAMOKEHHOM JIEJIE»
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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
rOCYJapCTBEHHBIC OPTaHbl, OPTaHU3AINU M OT/ICIIbHBIX TPAXKIAH

1.2. CBegeHusi 00 MHBIX JUCHMILUIMHAX (MpenogaBaeMbiX, 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. IIpakTuka 10 IIOJIy4YEHUIO
po¢eCCUOHATIBHBIX YMEHUN U OMbITa MPOPECCUOHATIBHON JEATEIbHOCTH

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

Kon
. Kontponupyemsbie TeMbl Haumenosanue
No KOHTPOIUPYEMOU
JUCLHTLINHBI OLIEHOYHOTO CPENCTBA
KOMIIETEHIINN
Tema 1.TeopeTnyeckue OCHOBBI Kypca
«OCHOBBI  TOKYMEHTOOOOpOTa B
TaMOXXECHHBIX 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 TaMOXKEHHBIX
OpraHoB
Tema 5.
HHdopmamoHHble TEXHOJIOTHH,
COIIPOBOK/IAIONINE JOKYMEHTOOOOPOT
B TAMOKEHHBIX OpraHax

IIpoueaypa oueHMBaAHUSA

1. Ilponienypa olieHHBAaHUSA PE3YIbTATOB OCBOCHHS MPOrpaMMbl yueOHOU
JUCHUIUIMHBI BKJIIIOYAET B ce0s OLEHKY YPOBHS C(HOPMUPOBAHHOCTH KOMIETEHIIUN
CTyI€HTa IIpA  OCYLIECTBJICHUM  TEKYyIIEr0 KOHTPOJA UM  IPOBEICHUU
IIPOMEKYTOYHOM aTTECTALNH.
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2. Ypoenb copmupoBanHoctu kommereHiun (I1K-34) onpenensercs mo
KAueCTBY BBIMIOJIHEHHOW CTYACHTOM palbOThl U OTPaKaeTcs B CIEAYIOLIUX
(GhopMyJIHPOBKAX: BEICOKHM, XOPOIIIHM, TOCTATOYHBIN, HETOCTATOYHBIH.

3.Ilpy BBIMOJHEHUU CTYACHTAMHU 3aJaHUM TEKYIIEro KOHTPOJS U
MPOMEKYTOUYHON aTTeCTalluk OIICHUBAETCS YPOBEHb OOYUYEHHOCTH «3HAThHY,
«YMETb», «BJAJIETb» B COOTBETCTBHUM C 3alVIAHUPOBAHHBIMHU PE3YJIbTaTAMHU
OOy4YeHHMsI U COJIEpKaHueM paboueit TpOrpaMMbl 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 MIPAKTUYECKUX 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 6amnoB (33,3% or oOmieil OleHKH) 3a BBIMOJHEHUE MPAKTHUYECKUX
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% oreHKH) 32 OTBETHI HA TEOPETHUUECKUE BOPOCHI,

— 2 6amna (13,3% olieHKH) 32 OTBETHI Ha JOMOJTHUTEIbHBIE BOIIPOCHI.

5. Ilo wutoraM TEKymIero KOHTPOJS M TMPOMEKYTOUHOM aTTeCcTaluu B
COOTBETCTBUM C TIOKA3aTeNsIMU U KPUTEPUSIMU OICHUBAHUSA KOMIICTCHIIUI
ompenensaeTcss ypoBeHb CHOPMUPOBAHHOCTH  KOMIIETCHIIMH  CTyJEHTa U
BBICTABJISIETCS OIIEHKA T10 IIKaJie OLICHUBAHMUS.
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1.4 Tloka3aTeiu ¥ KpUTEPUM OLIEHMBAHUS KOMIIETEHIMiA, 1IKAJIA 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) 3aMeYaHUsAMH) OIIMOKaMH) KOJIMYECTBO
50. 40. 30. OLIMOOK/OTBET HE JIaH)
-20.
Teopemuueckue nokazamenu
3Haer ocHOBHBIE | BepHo u B momHOM oO0beme | C  HesHaumtensHbIMEH | 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 | METOAMYECKHE JOKYMEHTHI MO | JTOKYMEHTHI 1o
JOKyMEHTAI[MOHHO- o BOIIPOCAM | METOANYECKHE BONIPOCaM JOKYMEHTAlMOHHO- | BONIPOCAaM
nH(pOpMaLMOHHOTO JOKYMEHTAIIHOHHO- JIOKYMEHTBI no | MH(MOPMAIIHOHHOTO JIOKYMEHTAIMOHHO-
oOecricucHuss  yrpaBiieHUs | HHOOPMAIMOHHOTO BOIpOCam obecrieyeHUs yrpaBieHus: | HHGOPMAIIMOHHOTO
JeSITeIbHOCTBIO obecrieyeHns] yNpaBJieHUs | JOKYMEHTAIlMOHHO- JIeATENIbHOCTBI0 TaMOXKEHHBIX | oOecredeHus
TaMO>KCHHBIX OPraHOB JeSITebHOCTBIO nH(pOPMALIMOHHOTO OpraHoB yIpaBJICHUS
TaMOXEHHBIX OpTaHOB obecreyeHus JIESITeTTBHOCTBIO
Jloknao yIpaBIeHUS TaMOKEHHBIX OpPTraHOB
JIESTEILHOCTBIO
TaMO>KEHHBIX OPTaHOB
3HaeT 3akoHOMepHOCTH U | BepHo u B monHoM oObeme | C  HesHaumteneHbiMM | 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 TCHACHIMU | TEHICHINH Pa3BUTHA 15
TEXHOJIOTHH, WCIIONB3yEeMbIX | MH(OPMAIIMOHHBIX TEHACHIUH Pa3BUTHS | pa3BUTUS  MH(GOPMAIMOHHBIX | MH(MOPMAIIMOHHBIX
B Tporecce  paboOTBl  C | TEXHOJOTHUH, MH()OPMALMOHHBIX TEXHOJIOTHH, HCIOJIb3YEMbIX 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,
opraHmzaii  paboThl  C | IOKYMEHTHPOBaHUS, OCHOBBI JOKYMEHTUPOBAHHUS, OpraHu3anyu padoThl ¢
JOKyMeHTaMH  (yHpaBJIeHHE | OpraHu3anud  paboThl ¢ | JIOKYMEHTHPOBAaHUS, OpraHu3aluu paboTsI C | AOKyMEHTaMH
JIOKyMEHTaMH) W | TOKyMeHTaMH (ynpaBiieHHE | OpraHu3aluy paboThl ¢ | JoKyMeHTamu  (ympaBieHue | (ynpaBiieHHe
3JEKTPOHHOT 0 JIOKyMEHTaMH) U | JOKyMEHTaMH JIOKyMEHTaMH) U | JTOKyMEHTaMH) "
JOKyMEHT0000pOTa; JJIEKTPOHHOI0 (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 BUABI | 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, | JOKyMCHTOB, CO3/aBAEMBIX H | CO3[aBaEMbIX "
MIPOHU3BOICTBEHHOM u UCTIONIB3yEMBIX B | CO37aBaeMbIX U | UCTIONB3yEMBIX B | MCHOJNB3YEMBIX B
JEATEIbHOCTH TaMOXXEHHBIX | MPOU3BOACTBEHHON UCIIOJIb3YEMBIX B | IPOW3BOJCTBEHHOM MPOU3BOJICTBEHHOM
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 o0beme | C He3HauuTenbHeiMU | 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 CpenacTBa IUISL | OCHOBHBIC MIPOTPaMMHBIE  CPEACTBAa ISl | MPOTPaMMHBIE
YIpaBIeHIECKOH aBTOMATH3ALUH MpOTpaMMHBIE aBTOMATH3ALUH cpencTBa JUIst
JEATENPHOCTH, AaHaINW3a W | YIPaBICHYECCKOH cpencTBa JUISL | YIpaBJICHYECKOH aBTOMAaTHU3alNU
00paboTKM NaHHBIX; JeATeIbHOCTH, aHali3a W | aBTOMaTH3aluu 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
JOKYMCHTHUPOBAHUA 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  TPaKTUYECKOrOo | BlaJieeT  HaBBIKAMM M | 3aMEYaHUsIMH 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 UCTIONBb30BaHUS aBTOMAaTU3UPOBAHHBIX obecrieueHust
CeTEeBBIX TEXHOJOTMH JAJIs | aBTOMAaTU3UPOBAHHBIX IIPOrPaMMHOTO pabodnx MeCT U DJIEMEHTOB | aBTOMAaTHU3MPOBAaHHBIX
OpTaHM3aINN CETEeBOTr0 | pabOYMX MECT M IEMEHTOB | 00ECTIEUECHUS CETEeBBIX  TEXHOJOTWMH s | pabodmx  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. MarepuaJjibl 1Jis1 HOATOTOBKH K MPOMEKYTOYHON aTTeCTALMHA
Bonpocsl k 3a4eTy ¢ OLIEHKOM:

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

2. Yopasnenue WHGOPMAIMOHHBIMU pPECypcaMd — OJHO U3 OCHOBHBIX
HaITpaBJICHUI IEATEIbHOCTH B TAMOKEHHBIX OPTraHaXx.

3. IoKkyMEeHT Kak HWCTOYHUK U HOCUTeNnb uHpopManuu. DOyHKIUH
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 TaMOKEHHBIX OPTaHOB.

/. HopmatuBubie aktel @TC Poccuu, permaMeHTHpYIOIIME MOATOTOBKY U
oopMIIEHHE TOKYMEHTOB, UCIIOJIb3YEMBIX B JAEATEIBHOCTH TAMOKEHHBIX OPraHOB.

8. Yuudukauus wu CcraHgapTh3anus JOKYMEHTOB. Y HHU(UIIMPOBAHHBIC
CUCTEMBI IOKYMEHTAIlMH, UCII0JIb3yEMBIE B ACATEIBHOCTA TAMOKEHHBIX OPI'aHOB.

9. Vandukanms w© CTaHAapTH3alUs TaMOXXEHHBIX JOKYMEHTOB Kak
CJIEJICTBHE YIPOILUEHUS U TAPMOHU3AIMN 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 (YCOPJ).

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

15. TpeboBanuss u mnpaBuia OGOPMIIEHUS HEKOTOPBIX YIPABICHYECKUX
JIOKYMEHTOB: JIOTOBOP, KOHTPAKT, JIOBEPEHHOCTb U JIP.

16. UndopmanvionHpie JOKYMEHTHI W TPEOOBaHMS, MPEIBSIBISIEMbIE K UX

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

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

20. OCHOBHbIE  NPHUHLMIIBI  palUOHAIM3ALUN  JOKYMEHTOOOOpOTa B
TaMOKEHHOM opraHe. CHCTEMHBI NOJIXOJ K YIPaBICHUIO JOKYMEHTaMH B
OpraHU3alHH.

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

22. JUIIC, wucnonbp3yemble B JEATEIBHOCTH TaMOXKEHHBIX OpPraHOB: HUX
Ha3Ha4YeHHE U (QYHKIIMOHATBHBIE BOZMOXKHOCTH.

23. Kommepueckue cripaBoYHbIE CUCTEMBI ITPaBOBOro xapakrepa («I'apanty,
«Koncynprantllmoc»y u  1p.): oQUIMANIBHOCTb, AaKTyaJbHOCTb, IIOJIHOTA H
JIOCTOBEPHOCTh MH(POPMAITHH, COIEPKALICICS B HUX.

24. OcoOEHHOCTH OpraHU3aIH JACIONPON3BOICTBA B TAMOKEHHBIX OpraHax
10 paboTe C YCTHBIMU U MMCbMEHHBIMH OOpaIICeHUSMHU IPaXKIaH.

25. Tlopsiiok U CpPOKM pacCMOTPEHMsI 3asBJIICHUH TpaxJaH B Ciyyae
00aJloBaHUsI UMM pEILIeHNUs, A1eUcTBUA (0€31eHCTBHSA) TAMOXXEHHBIX OPTraHOB.

26. Opranuszanuu padoThl C TOKyMEHTaMHU, COJIEPKALIUMU KOMMEPYECKYIO,
CIIy’ke0HY10, TOCYAapCTBEHHYIO TaliHy, KOH(PUIEHIUAIbHYIO HH(OPMALHUIO.

27. HomeHknaTypa Jen, €€ BUIbl, pOJIb U Ha3HAUYEHUE B JEATEIBHOCTH
OpraHu3aliy, CXeMa NOCTPOCHUSI.

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

29. CoBepIlIcHCTBOBAHUE )1(0)% " CO3aHHE (MOEpHU3AITHS)
KoprnopaTtuBHOU nH(popmanmonHou cucreMsl (KMC) B TaMOXkE€HHOM Oprase.

30. OcHoBHBIE TpUHIOMIBI aBTOMaTu3anuu B chepe JOY. DnemeHTH H
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00pOTa, UX BO3MOXHOCTH.

31. ®TC Poccun B cocTaBe <«OJIEKTPOHHOTO TPABUTEIBCTBAY: MYTH
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 M  OpPTaHU3AIMOHHBIN
aCIEKTBHI.

34. CpenctBa Malioil OPTTEXHUKH KaK AJIEMEHT KYJIbTYPhl YIIPABICHYECKOTO
Tpyaa. Knaccudukanusi cpeicTB OPITEXHUKH U UX OCHOBHBIE XapaKTEPUCTUKHU.

35. Ocobennoctu UCIOJIb30BAHUS AIIEKTPOHHOM, TenerpadHou,
TeJeTalmHoOu, (akcUMmIbHON CBsI3U. [IOJTMHHOCTH JTOKYMEHTOB, IepeaBacMbIX
JTaHHBIMU CPEJICTBAMU CBSI3H.

Tunosble KOHTPOJIbHBIC 3aJaHUsL.

1. CocraButh GopMyIsip J0OOT0 OPraHU3alMOHHO - PACHOPSAUTEIHLHOTO
nokyMeHTa ¢popmara A4 ¢ yriioBbIM pacroyioKeHneM mTaMiioB, ucrnoib3ys ['OCT.
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P.6.30-2003, cob6monasi yCTaHOBJIEHHbIE 3THUM CTaHAAPTOM COCTAaB PEKBU3HTOB,
TpeOoBaHMs K OPOPMIICHUIO PEKBU3UTOB, a TAKKE PACIIONOKEHUE U TPAHUIIBI 30H
PEKBU3UTOB JJOKYMEHTA.

2. CocraButb (opmymsip-oOpasel] AEJIOBOr0 MUChbMa, MPUMEHSEMBbIN s
NEPEenUCKU ¢ 3apyOeKHBIMU TAPTHEPAMU B aHIJIOA3BIYHBIX 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. CocraBuUTb TpPUMEPHBIH TMEpeueHb JOKYMEHTOB,  MOMAJIEKAIIUX
YTBEPKACHUIO PYKOBOJCTBOM TaMO>KEHHBIX OPTaHOB.

7. CocTaBUTb NMPUMEPHBIN NEpeUeHb TOKYMEHTOB, HAa KOTOPBIX CTaBUTCS
1eYaTh.

8. OdopmMute 00pa3upl CHEAYIOIMMX JOKYMEHTOB: pacHOpSKEHMUS,;
IPOTOKOJIA; JINCTA COIVIACOBAHUS MPOEKTA MpUKa3a; OJaHKa MUCbMa TaMOKHU.

9. Kakue nocTosiHHbIE PEKBU3UTHI MOTYT OBITh HAaHECEHBI HA Ka)/bli BUJ
OJlaHKa.

10. Uzyuure T'OCT P 6.30-2003 «YHuUIMPOBAHHBIE  CHUCTEMBI
JIOKYMEHTAIlUH. YuaudunmpoBanHas cucTema OpTraHU3aIMOHHO-
pacmlopsiAUTeIbHON TOKyMeHTauuu. 1peboBaHust K OOPMIICHHIO JOKYMEHTOBY.
CucTteMaTu3aluio NoJyYeHHBIX 3HaHUK 0POpMUTE B BUJIC TAOTUIIBI.

O06o3HaueHNe 1 HANMEHOBaHHUE CTaHAApTa

CojaepxaHue cTaHaapTa

Kewm pazpaboran cTangapt

Kakum IIPaBOBBLIM aKTOM YTBECPKACH CTaHAApPT

Jarta BBeJieHUs cTaHAapTa

Kakoe  KOMMYECTBO  PEKBU3HTOB  yCTaHOBHII
CTaHOapT i 0hOpMIICHHS JOKYMEHTOB

Kakue BuJIbI OJJAHKOB YCTaHOBHJI CTaHJIAPT

OO0Opa3upbl TeCTOBBIX 3a/IaHUI JJIs1 IPOBEJCHUN TEKYIIero KOHTPOJISI U
NMPOMEKYTOYHON ATTEeCTAIMHA MO MTOraM OCBOCHHS IMCHUILIMHBI, a TaKXKe
JJIS1 KOHTPOJIA CAMOCTOATEIbHOM padoThI:

1. Kakue peKBU3HUTHI OTHOCATCS K IOPUANYCCKH 3HAYUMBIM?
a) JaTa, perUCTPAIMOHHBIN HOMEp JOKYMEHTA,

0) 3aroJIoBOK K TEKCTY, OTMETKa 00 UCTIOJHUTEIIE;

B) PE3OJIFOIUS, OTMETKA O HAJTUYHMH IMPUI0KCHUH.

2. Jlenomnpou3BOACTBO — 3TO:

a) JABMIXKCHUC NOKYMCHTOB B OpraHu3aliiit C MOMCHTA HUX CO3AdaHUA WA
MOJIYUCHUA J10 3aBCPHICHUA UCITIOJIHCHHA,
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0) oTpacib JeSATENBbHOCTH, OOecleyuBaronias JAOKYMEHTHPOBAaHUE W
OpraHu3alMIo padoThl ¢ OPUIMATBHBIMUA JOKYMEHTAMU;

B) 3amuch MH(OpMALMM Ha pPa3IMYHBIX HOCUTENSIX IO YCTAaHOBJIEHHBIM
IpaBHJIaM.

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) TOCYJapCTBEHHBIM CTaHIAPTOM.

5. PekBM3UT TOKyMEHTa — 3TO:

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

0) COBOKYHNHOCTb PAaCIIOJIOKEHHBIX B OIpPEAEICHHON MOCIEI0BATEIbHOCTH
3aIKCeN, MPUCYIINX ONPEIECICHHBIM BH1aM JOKYMEHTOB;

B) 00s3aTEIbHBIN 3JIEMEHT OPUIIMATBLHOIO JOKYMEHTA.

6. PexBusutr «HanMeHOBaHME BH/IA TOKYMEHTA:

a) TMO3BOJISIET CYAWTh O HA3HAUYCHHE JOKYMEHTa, ONpEACNsIeT 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 MOJIUCAHHS WU YTBEPKICHUS;

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

B) OTMETKa JJII aBTOMATHYECKOTO TOMCKA JOKyMEHTa (MOXKET BKIIFOYAThH
UMS TUCKA, TUPEKTOpUHU U (haiiyia, CoaeprKaIIero JaHHbIH TOKYMEHT).

8. JlaToii mpoTOKOJIa SBISETCS:
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 JOKymMeHTa MpOU3BOAUTCS:

IO LIEHTPY HUKHETO IOJIS
10 LIEHTPY BEPXHETO OIS
B [IPABOM BEPXHEM YTy TOKYMEHTA
B [IPAaBOM HW)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

CreneHnb OOBEKTHMBHOCTHM B Mpolecce (UKcauuu U Hepenayu

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

«CEKPETHOY

«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  EBpa3miickoro  SKOHOMHYECKOTO  COr03a
(npunoxxenne Nel k JloroBopy o TamoxkenHom kozaekce EBpa3zuiickoro
skoHOMHUYecKoro corozay) //CIIC «KoHcynbTaHT 1uiroc» [DIeKkTpoH. pecypc]. —
DnekTpoH. aaH. — [M, 2018].

2. O tamoxxeHHOM peryiupoBanuu B Poccuiickoit @enepanun: denep.
3akoH  oT 27.11.2010 Ne311-®3 (pemn. 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 yrBepxkaeHuu IlpaBui paenonpous3BojacTBa 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 JAEIOMPOU3BOJICTBY M pabOTe apXvMBa B TaMO>KCHHBIX
opra"ax Poccuiickoit ®enepaunn» — Koncynprantllitoc. [DnekTpoH. pecypc]. —
DnexkTpoH. aaH. — [M, 2018].

5.TOCT P HUCO 15489-1-2007. HammonanbHbii cTraHmapt Poccuiickoi
®enepauuu. CucremMa CTaHAApTOB MO HMHGOPMALMH, OUOIMOTEYHOMY H
U3aTeIbCKOMY Jely. YmhpaBieHue nokymMeHtamu. OOuue TpeOoBanus" (yTB.
[Tpukazom PocrexperynmupoBanus ot 12.03.2007 Ne 28-ct) — KoncynpranTltoc.
[DnekTpoH. pecypc]. — DnekTpoH. nax. — [M, 2018].

6. [Toctanosnernue ['occranmapra P® ot 03.03.2003 Ne 65-ct "O npunaTUn
Y BBEJCHHUM B JICVCTBHE TrOCYJAapCTBEHHOrO crtaHaapra Poccuiickoit @enepannn”
(Bmecte ¢ "T'OCT P 6.30-2003. T'ocymapctBeHHbI cTaHmapT Poccuiickoit
Oenepanuu. YHUGUIUPOBAHHBIE CHCTEMbl JOKYMEHTAIMU. YHUPUITUIPOBAHHAS
CHUCTEMAa OPraHU3alMOHHO-PACTIOPSIAUTEILHON JOKyMEHTaluu. TpeOoBaHUS K
opopmienuto nokymeHtoB") — Koucynerantllmoc. [DnekTpon. pecypc]. —
DnexkTpoH. aaH. — [M, 2018].

7. TOCT P 51141-98. TocymapctBennblii crtangapt Poccuiickoi
@epnepanuu. Jlenonponu3BOACTBO U ApXUMBHOE J€710. TepMHHBI U ompeaesncHus"
(ytB. IlocranoBnenuem I'occranmapra Poccuum ot 27.02.1998 Ne 28) -
Koncynsrantlntoc. [DnekTpon. pecypc]. — DnekTpoH. aaH. — [M, 2018].

0) OCHOBHas JIUTEpaTypa

1. OcHOBBI TOKYMEHTOOOOpPOTa B TAMOKEHHBIX OpraHax: yueOHoe mocolue
Astopsl: DnoBa I'. B. Canxr-IletepOypr: Uurepmenus, 2014 r. , 206 c. — Pexxum
nocryna: https://ibooks.ru/reading.php?productid=339892
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B) JOTIOJTHUTENIbHAS IUTEpaTypa

1. OCcHOBBI JOKYMEHTOOOOpPOTa B TAMOXKEHHBIX OpraHax: yuyeOHoe 1mocooue
Astopsl: Yarsiruna M. A., KoBapna B.B. Canxr-Iletepoypr: WMutepmenus, 2015
r., 282 ¢. — Pexxum nmoctyna: 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 KOOIIEPALIUN»
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 HHQOPMAIMOHHBIMH peCcypcaMud — OJIHO U3 OCHOBHBIX
HaIIpaBJICHUH IEATEIHOCTH B TAMOKEHHBIX OPTraHaX.
3. JIokyMeHT Kak MCTOYHMK M HOCHUTENb HHpopManuu. DOyHKIUH
JOKyMEHTa. /[Br>keHne TOKyMEHTUPYEeMOM HH(OpMAaIIMU B CUCTEMAX YIIPaBICHUS.

BUJIET Ne 2
1. CepoiictBa wuH(poOpMalMK, coaepxauieiics B JOKyMeHTax. BiusHue
CBOMCTB MH(OPMALINY HA KAYECTBO MPUHUMAEMBIX YIIPABICHUECKUX PEIICHUH.
2. HopmaTuBHO-METOIUYECKHE JOKYMEHTHI TIO JEJIONMPOU3BOACTBY W
apXUBHOMY JIETTy.
3. CmyxObl JTOKYMEHTAIlMOHHOTO W HMH(POPMAIMOHHO-aHATUTUYECKOTO
o0ecrnieuyeHus AeSITENbHOCTA TaAMOKEHHBIX OPTaHOB.

BUJIET Ne 3
1. Hopmartussbsie akteli @TC Poccum, pernameHTHpYIONIME MOATOTOBKY H
oopMIIEHUE TOKYMEHTOB, UCIIOJIb3YEMbIX B JACSATEIBHOCTH TAMOYKEHHBIX OPTaHOB.
2. Yaubukamus © CTaHAApTHU3AIUS JTOKYMEHTOB. YHHU(UIIMPOBAHHBIC
CHUCTEMBI JOKYMEHTALMH, UCIIOJIb3YEMBIE B AEATEIIbHOCTA TAMOKEHHBIX OPTAHOB.
3. Yuudwukamus © CTaHIApTU3ANHUs TaMOXKCHHBIX JIOKYMEHTOB Kak
CJIEACTBUE YIPOIIECHUS U TAPMOHHU3ALUN TAMOXXECHHBIX MPOLIEAYP.
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IIpomesxkyTouHasi aTTecTanus
KoMmiekT TecTOBBIX 3aJaHUil 1Jisl MPOBEAEHHUS 3a4eTa ¢ OLEHKOI Mo
AUCIHILINHE

ABTOHOMHA 1 HEKOMMEPUYECKAS OBPA3BOBATEJILHA S
OPI'AHM3ALIMS BBICILIET'O OBPABOBAHUS
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUNMCKNN YHUBEPCUTET KOOITEPALIMW»
KA3AHCKHUM KOOIIEPATUBHBIA NHCTUTYT (PUIHUAJI)

CneunanbHocTh: 38.05.02 TamoxeHHOE 1€710

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

JucuuminHa: «OCHOBBI JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax»

TecToBbie 3amanus st mpoBepku ypoBHsi oOyueHHoctd 3HATD:

3amganue 1. JJokyMeHTOOO0POT - 3TO:

a) IBMKEHHE JIOKYMEHTOB C MOMEHTa HX Hu3AaHUs (TOCTYIUICHHS) B
roCyapCTBEHHBIN OpraH 0 NOCTYIJICHUS UCIIOTHUTEIIO

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

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

3aganus 2. B nokymMeHtoobopoTe denepaibHOrO opraHa MUCIOJTHUTEIbLHON
BJIACTH CYIIECTBYIOT BHUJIbI JOKYMEHTOIOTOKOB:

a) MmocTynaromas J0KyMeHTaIus (BXO/Is111ast), OTIpaBisieMast TOKyMEHTaIus
(ucxopsiiasi), BHyTPEHHSST JOKYMEHTAIIHSI

0) BXozs1Iasi JOKYMEHTAIIUS

B) MOCTyMaromas J0KyMEeHTAIs

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

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

0) cucTeMaTU3UPOBAHHBIA MEPEYeHb HAMMEHOBAHUM 117, (POPMUPYEMBIX B
roCyJJapCTBEHHOM OpraHe, ¢ yKa3aHUEM CPOKOB UX XPaHCHHS

B) CUCTEMAaTU3UPOBAHHBIN MepeyeHb HAaUMEHOBAaHUHU e, (POPMHUPYEMBIX B
roCyJJapCTBEHHOM OpraHe B ONPEAEIEHHOM IOy

3ananus 4. B cucteMmy TaMOKEHHBIX OPTaHOB BXOJIHT:

a) ®TC Poccun, pernoHanbHbIE TAMOXKEHHbBIE YIIPABICHUS

0) ®enepasibHBIE OpPTaH MCTOJHUTEIHHOM BJIACTH, YIOJTHOMOYEHHBIM B
00JIaCTH TaMOKEHHOTO JIeJia, PerHOHANIbHBIE TAMOKEHHBIC YITPaBICHHUS, TAMOXHH,
TaMO>KEHHBIE TTOCTHI
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B) pPETMOHAJIBHBIE TAMOKEHHBIE YIIPABICHUS

3amanus 5. Perucrpaiys oTpaBisIeMbIX JOKYMEHTOB IMPOU3BOIUTCS:

a) B TeueHue 3-X pabounx JHen

0)B JICHb TOIIMCAHMS WM YTBEPXKJICHHUS JIMOO Ha CIEayroUuid padouunii
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 3asBIICHHUC

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

3ananus 8. TamoxxeHHble opranbl Poccuiickoit deaepanyn pacnoioKeHbI:

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

0) B NpPUTrpaHUYHBIX a’pONOPTaX, MOPCKHX W PEYHBIX IOpTax, Ha XK/A.
CTAaHLHIX U aBTOMAaruCTPaJIIX

B) B IIyHKTax Mmpomnycka dyepe3 l'ocynmapcTBeHHyro rpanully Poccuiickoii
@enepanuu. Jlpyrue Mecra HAXOXKIAEHUS TAMOYKEHHBIX OPTraHOB OIPENEISIOTCS
denepanbHbIM OPraHOM HCIHOJHHUTENIBHOM BJIACTH, YIOJIHOMOUYEHHBIM B 00JIacTH
TaMOKEHHOTI'0 JIeJIa

3amanus 9. OOpasipl ONMAaHKOB M DJIEKTPOHHBIE MMIAOJIOHBI OJAHKOB
JIOKyMEHTOB (heZIepalibHOTO OpraHa UCTIOJHUTEIHLHOM BIIACTU YTBEPIKIAIOTCS:

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 NMPUITOKEHHUE, HE HA3BaHHOE B TEKCTE, TO
MOCJIE TeKCTa MUChMa:

a) YKa3bIBalOT HAMMEHOBAHUE MPHUIJIOKEHUS M YUCIIO JIUCTOB

0) YKa3bIBaIOT TOJILKO YKCJIO JTUCTOB M YUCIIO SK3EMILISIPOB MPUITIOKCHHUSI

B) YKa3bIBalOT HAMMEHOBAHUE TMPUWIOKEHUSA, YHCJIO JIUCTOB M YHUCIO
AK3EMILISIPOB

31



TectoBble 3amanusi ans npoBepku ypoBHi oOyuenHoctn YMETD,
BJIAJIETD:

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

a) na

0) HeT

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

a) PEKBU3HT YKa3bIBAETCSl B TOM CIIy4ae, €CJIM 3aTPYTHEHO €ro OIpEAeIICHHE
no pekBusutam "HammeHoBaHue rocynapctBeHHoro oprana" u "ChnpaBouHble
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 TedeHwe ToJa TIOSBJSIOTCS HOBBIC Jella, HE
MpeAyCMOTPEHHBIE HOMEHKJIATYPOU JIeJ1 CTPYKTYPHOTO MOApa3AeieHus, TO:

a) 3aroJIOBKM HOBBIX JIEJT BHOCSITCSI B HOMEHKIIATYPY JI€JT TEKYILETO rojia Mo/l
pE3epBHBIMU HOMEpaMU

0) 3aroJIOBKM HOBBIX JI€ BHOCSTCS B HOMEHKIIATYPY A Ha CISTyHOUTUAN
KaJICHIApPHBINA IOl

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

3aganue 5. OTMeTKa 00 UCIIOJHEHUU IOKYMEHTA U HAIIPaBJIEHUU €T0 B JIEJI0
JTATUPYETCS U TIOATMUCHIBACTCS

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

0) pyKOBOJICTBOM CTPYKTYPHOT'O MO/ApA3IeTIEHUs

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) 1IaTa TIOJIMCH JTOKYMEHTa PYKOBOAMTEIIEM Ka)XIOTO TOCYAapCTBEHHOTO
opraHa

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

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

O)Ha OCHOBE HOMEHKIATYp Jel  CTPYKTYPHBIX  TojApa3ieieHui
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, €CIIM 3TO €IMHCTBEHHBIM
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 JIeNT TTIOCTOSIHHOTO M BpeMEHHOTO (CBhIme 10 JIeT) XpaHeHus u
JIeJT 110 JTMYHOMY COCTaBY, aKTOM O BBIJICIICHHUH JIe]T K YHUYTOXCHHUIO

B) OTYETOM O TIPOBEJECHUHN SKCIEPTU3BI IICHHOCTH, PEECTPOM LI, CIIUCKOM
dboHa0B

3aganue 11. Kak mnwmmerca uwactuma HE ¢ npuyactuem B JaHHOM
npemsioxkennn: ToBap cumTaercss (HE) 3aJEKIAPUPOBAHHBIM TPU OTCYTCTBUHU
CHEAYIOIINX YCIIOBUH.

a) He 3anexnapupoBaHHBIM

0) HezagexnapupoBaHHBIM

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

0) B KaBBIUKaX

B) 06€3 3HAKOB MpEUHAHUS

I') KypCUBOM

3amanue 13. VYkaxure NpaBWIBHOE YIOTPEOJIIEHWE COKpAILICHHBIX
HauMeHoBaHUN DenepanbHON TAMOKEHHOMN CITyKOBI:

a) ®TC Poccun

0) ®TC

3ananue 14. [IpeamOyna B TeKCTE MpUKa3a 3aBEPIIACTCS CIOBOM:
a) TTIOCTAHOBJISIO

0) IpHUKa3bIBaAIO

B) 00513bIBAIO

3amanue 15. Ykaxure npaBuibHOE O(pOpPMIICHHE JaThl MPaBOBOrO 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. JIomOAHUTH, OTMEHUTh WM W3MEHHTH IMYHKTHI MpPUKa3a WA
MpHUKasa B [EJIOM MOKHO JJOKYMEHTOM:

a) IpPUKa30M

0) pacropspKeHHEM

B) MMCHMOM

3ananue 18. 3acenanusa xkomnernu OTC Poccnn mpoBoAsSTCS NpH yCIOBUH
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) PEruCTpaLiH MOCTYMAKIINX JOKYMEHTOB

0) MOATOTOBKH JJOKYMEHTOB K YHUUYTOXEHHUIO
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B) COCTaBJICHHUS HOMEHKJIATyphI Je], B mpoliecce (GOpMHUPOBAHUS €T U TpU
IIOATOTOBKE K IIepelaye B apXUB IOCyIapCTBEHHOI'O Oprasa

3amanue 20. @ororpadum, UYepTEXKH, AUATPAaMMbl U JIpyTHE
WUIIOCTPATUBHBIE M CHEHU(PUYECKUE  JIOKYMEHTBI,  MPEACTABISIONINE
CaMOCTOATEIBHBIN JIUCT B JIEJie, HyMEPYIOTCS:

a) Ha JTMIIEBOM CTOPOHE B IIPABOM BEPXHEM YTITy

0) Ha 00OPOTHOM CTOPOHE B JIEBOM HUKHEM YTIIY

B) Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTy

2.3. Kpurepuu oOumeHKHM /Jisl MNpPOBeJeHHMs 3a4YeTa C OLECHKON 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), HaOupaemMas CTYIEHTOM TIO
JTUCHUIUIMHE, TMpeaycMaTpuBaronieil B KauecTBe (OpPMBI  MPOMEKYTOUHOU
aTTECTAIMH 3a4ET C OIEHKOM, BKIIFOYAIOT JIBE€ COCTABIIAIOIINE.

[lepBass cocTaBistomass — OIEHKA PETYISIPHOCTH W CBOEBPEMEHHOCTH
KaueCTBa BBHITIOJHECHUS CTYJICHTOM Y4eOHOW paOOThI IO M3YUCHUIO AWCIUILUINHEI B
TeueHue cemectpa (cymma He 6osiee 60 O6aoB).

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

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

- oT 86 10 100 0aJIOB — «OTIUYHOY;

- 0T 71 10 85 6aIoB — «XOPOIIOY;

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

Ecnu ctynenT npu TecTHpoBaHUUM OTBEYaeT NMPAaBUILHO MeHee, ueM Ha 50 %,
TO aBTOMATHYECKH BBICTABIACTCS OIEHKA «HEYJIOBIETBOPUTEIbHO» (0e3
CYMMHPOBAaHMSI TEKYIIUX PEUTHHTOBBIX OalioB), a CTYJEHTY Ha3HadaeTcs
MIEPEIK3aMEHOBKA B JIOTIOJTHUTEIBHYIO CECCHIO.

2.4. Meroauyeckue MaTepuajbl, ONpelessiiOlde  TNPOUETYPY
OllEHUBAHUA MO AUCIHUILINHE

O6mass mporeaypa oleHUBaHUS omnpeneneHa Ilonoxkennem o doHgax
OIICHOYHBIX CPEJICTB.

1. [Ipouenypa  OLIEHUBAHUS  PE3YJBTATOB  OCBOCHUS  MPOTPAMMBI
JTUCIUTUIMHBL ~ BKJIFOYA€T B ce0S  OIEHKY ypOBHS  C(HOPMHUPOBAHHOCTH
OOIIEKYIbTYPHBIX U NPO(ECCHOHATBHBIX KOMIETEHIIMHA CTYyJIeHTa, YpPOBHEH
OOYYEHHOCTHU: «3HATHY», KYMEThY, «BIATCTh.
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2. IIpu cnade 3adera ¢ OICHKOM:

- 1poecCHOHANIbHBIE 3HAHUS CTYJIEHTa MOT'YT IIPOBEPSATHCS MIPU OTBETE HA
TEOPETUYECKHE BOIPOCHI, MPHU BBITOJIHEHUU TECTOBBIX 3aJaHUM, MPAKTUUYECKHX
pabor;

- CTENEHb  BJIAJCHUSA  NPOPECCHOHAIBHBIMU  YMEHHUSIMH, YPOBEHb
C()OPMUPOBAHHOCTH KOMIIETEHIMM (IJIEMEHTOB KOMIIETEHLMH) — IpPHU PEIICHUU
CUTYallMOHHBIX 33]1a4, BBIIIOJHEHUH NIPAKTUUECKUX PaOOT U APYTUX 3aJaHUM.

3. Pe3ynapTaTel MPOMEXYTOUHOM aTTeCTalMu (PUKCUPYIOTCS B Oaiax.
O6miee konuyecTBo 6awioB (40) ckaaabIBAETCSA U3 CIEAYIONIETO:

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

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

- 110 10 % oLieHKH 3a OTBETHI HA JONOJHUTENbHBIE BOITPOCHI.
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ABTOHOMHA 1 HEKOMMEPUYECKA 1 OBPASOBATEJIBHA $1
OPI'AHU3AIIM BBICIIEI'O OBPABOBAHNS
HEHTPOCOIO3A POCCUMCKOU ®EJEPALINNA
«POCCUMCKUU YHUBEPCUTET KOOITEPALTU»
KA3AHCKHUH KOOIIEPATUBHBIA UHCTUTYT (PHJIHAJI)

®OH/] OLEHOYHbIX CPEJCTB JIJIsl IPOBEJEHHS TEKYLIETO
KOHTPOJISI M TEKYIIEW ATTECTAIIAU 1O TACHUATLINHE
(MOJIYJIIO)

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

Hanpasnennocts: «IIpaBooxpanutenbHas 1eaTeIbHOCTh U MH()OPMALIUOHHbIE
TEXHOJIOTUU B TAMOKEHHOM JIEJIE»

37



ABTOHOMHA 51 HEKOMMEPYECKA I OFPA3OBATEJIbHA S
OPI'AHM3AILMA BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUICKON ®EJEPAIIU
«POCCUMCKUI YHUBEPCUTET KOOITEPAILTM»
KA3BAHCKHUM KOONNEPATUBHBIN UHCTUTYT (®UJTHUAJ)

TEMBI JOKJIAJIOB.
110 JUCHUIIIINHEC «OCHOBLI ,HOKYMCHTOO60pOTa B TaMOKCHHBIX OpraHax»

1. Jlemompou3BOJCTBO Kak oOecneynBaromias (yHKIUS YIpaBiICHUs B
TaMOXEHHBIX OpraHax

2. HopmatuBHO-MeToquueckass 0a3a JeJIONpPOU3BOJCTBA B TaMOXKEHHOM
CHCTEME
JIOKyMEHT, ero poJsib U (PyHKIIUU
Knaccuduxanus 10KyMeHTOB
JlokyMeHTAaITisl TAMOKCHHBIX OPTaHOB
CrocoObI 1 TEXHUKA CO3TaHUS TOKYMEHTOB
[Tporecc ynupukammm aeI0mponu3BOACTBA
O6mue TpedboBaHus K 0(OPMIICHUIO PEKBU3UTOB JOKYMEHTA
brnanku 10KyMEHTOB TaMOKEHHBIX OPTaHOB

10 TpeGoBaHUs K TEKCTaM CIYKEOHBIX JJOKYMEHTOB

11. IlpaBuna  moAroToBKM W OGOpMIICHUS  OTACIbHBIX  BUJOB
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. TlonsaTre 1 0COOEHHOCTH JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax

15. Copepxanue cTaauii TOKyMEHTOOOOpOTa B TAMOKEHHBIX OpraHax

16. Peructpanus TOKyMEHTOB M TOCTPOCHHE MH(POPMAIITMOHHO-TIOMCKOBBIX
CHCTEM B JICJIONPOU3BOCTBE TAMOXKEHHBIX OPTaHOB

17. TloacueT oObeMa TOKYMEHTOO00pOTa

18. PaboTa ucrnoaHuTeaeH ¢ JOKyMEHTaMH

19. KoHTpoabs UCTIONHEHUS TOKYMEHTOB B TAMOKEHHBIX OpraHax

20. HomenknaTypa fien: Ha3HaueHHUe, CTPYKTYpa, TOpAI0K HOpMUPOBAHUS

21. ®opMupoBaHUE JIeNl B TAMOKEHHBIX OpraHax

22. IlpaBuna oopmiieHHe J1e] B TAMOKEHHBIX OpraHax

23. OnepaTuBHOE XpaHEHUE TOKYMEHTOB U JeI

24. HazHaueHHe U KPUTEPUH DKCIIEPTU3bI IICHHOCTH JOKYMEHTOB

25. IlpoBenneHne OSKCHEPTH3bI IICHHOCTH JIOKYMEGHTOB B TaMOXKCHHBIX
opranax

26. Opranuzaius paOOThl apXuBa TaMOXXEHHOIO OpraHa, €ro 3ajadyd u
byHKIIUN

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

28. ObecnieueHre COXPAaHHOCTU JOKYMEHTOB apXH1Ba

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

30. Hay4yHo-cripaBo4HBIi anmapat K JOKyMEHTaM apXuBa

31. Mcnonp30BaHuE TOKYMEHTOB apXHWBa TAMOYKEHHOTO OpraHa

32.3amaun U GYHKOUU CIOYKOBl JIOKYMEHTAIlMOHHOTO 0OecredeHus
TaMOXEHHOTO OpraHa

33.IlpaBa  cmyxObl ~ MOKyMEHTAallMOHHOTO  oOecreueHus W €e
B3aMMOOTHOIIICHHS C IPYTUMHU MTOAPA3ACICHUSIMHA TAMOKXEHHOTO OpraHa

34. CoTpyIHUKH, OTBETCTBEHHBIC 3a JEJIONMPOU3BOJCTBO B TaMOKXCHHOM
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 «OTJIMYHO» BBICTABIICTCS CTYJACHTY, €CJIU 3aJlaHhE BBIMOJHEHO
BEPHO U B ITOJTHOM 00bEME;

- OIICHKA «XOPOIIIO» BBICTABIISICTCS CTYACHTY, €CIIM 3aJaHUE BBIMOJHEHO C
HE3HAYUTEILHBIMU 3aMEYaHUSIMU;

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

- OIICHKa «HEYJIOBJICTBOPHUTEIHLHO» BBICTABIISCTCS, €CIM COJCPIKUTCS
0O0JIBIIIOE KOJUYECTBO OIIMOOK, 3a/JaHUE HE BBHITTOJIHEHO.
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ABTOHOMHA 51 HEKOMMEPYECKA I OFPA3OBATEJIbHA S
OPI'AHM3AILMA BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUMCKOIM ®EJEPAIHA
«POCCUMCKUI YHUBEPCUTET KOOIIEPAL»
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 TpPU JOKYMEHTHPOBAHUU KOH(MUICHIIMATIBHON
uHbOpMaIK, CO3AI0UTNE MPEATIOCHUTKY I €€ YTEUKU U YTPATHI.

3. OcHOBHBIE CTIOCOOBI U CPENICTBA JOKYMEHTHPOBAHUSI.

4. Cnoco0Obl, METOIBI U (POPMBI 3aIIUTHI JOKYMEHTOB M WX HOCHUTENIEH OT
danscuduxanuu.

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

6. Kpurepum u MeroaMka OTHECEHHUS JIOKYMEHTOB K KaTeropuu 'uis
CITY’K€OHOTO MOJIb30BaHuA".

7. TloHsitTue  rocymapCTBEHHOW  TailHbl, = KOMMEPYECKOW  TailHbI,
KOH(QUACHIIMATILHON uHpopMaIu, uH(popMaluu OrpaHU4YEHHOIO
pacpoCcTpaHEHUsl B POCCUIICKOM 3aKOHOATENbCTBE.

8. CgoiicTBa nuHpopMaIyu, COOOIIEHNS U JOKYMEHTA.

9. Amamuz @3 Nel49-®3 or 27.07.2006 1. "OO6 wuHbOp™MaluH,
MH(OPMAIMOHHBIX TEXHOJOTHUAX U 3alIUTe HHPpOopMaLu"

10. CooTHomIeHNEe TMOHATHI "KaapoBas JOKyMeHTanus", '"HOKyMEHTHI
JUYHOTO TMPOUCXOXKAEHUs (10 JHUYHOMY cocTaBy)"', "HOKyMeHTauus IO
YIPaBJIECHUIO IEPCOHAIIOM .

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

12. TpeOoBanusi, mpeAbSIBISIEMbIE K COCTAaBICHHI0O W  O(DOPMIICHHIO
JOJDKHOCTHOTO — perjaMeHTa TroCyAapCTBEHHOTO Cly)Kalero (Ha mpumepe
TaMOKEHHBIX OPTaHOB).

13. Kommepueckas nepernucka: KJaccuduxanusi, 0COOEHHOCTH
oopmiieHHs, KOMIO3UIIMOHHOE MTOCTPOCHUE TEKCTA.

14. Metonosiorusi NPOEKTHUPOBAHUS W BHENPEHUS CHUCTEM YIPABJICHUS
JIOKyMEHTaMU B OpTraHU3al|H.

15. TOCT P UCO 15489-1: ucropusi co3nanus U KpaTkasi XapakKTepHUCTHKA.

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

17. OcobenHocT opraHuzanuu paboOThl ¢ OOpallleHUSIMU TpPaXkJaH B
TaMOXEHHBIX OpraHax.
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18. Ilepeunn MOKYMEHTOB C yKa3aHHEM CPOKOB WX XpaHEHUS,
UCTIOJNIb3yeMbIC B JCSITEILHOCTH TAMOKEHHBIX OPraHOB (KpaTKuil 0030p).

19. Brigaua TaMOKEHHBIMH OpTaHaMH CIIPABOK COLMAIBLHOTO XapakTepa.

20. IIporpammHoe obecnieuenue B chepe OV (0030p Ha oOCHOBE
DIIEKTPOHHBIX UCTOYHUKOB).

21. Y mocToBepsIoNye EHTPHl B CUCTEME TAMOYKEHHBIX OPTaHOB.

22. DNEeKTPOHHOE MPABUTENBCTBO: CIOKHOCTH 0OMEHA TJOKYMEHTUPOBAHHOM
uH(pOopMaIuel B TOCY1apCTBEHHOM YIIPABICHUH.

Kpurepuu onenku:

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

- OIICHKA «XOPOIIO» BBICTABISETCS CTYIEHTY, €CIU 3aJaHHE BBITOJIHEHO C
HE3HAUUTENIbHBIMU 3aMEUaHUsIMU;

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

- OLICHKA «HEYJOBJETBOPUTEIBHO» BBICTABISAETCS, €CIU  COHCPHKUTCS
00J1bI110€ KOJIMYECTBO OLIMOOK, 3aJaHNE HE BBIIIOJIHEHO.
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ABTOHOMHA 51 HEKOMMEPYECKA I OFPA3OBATEJIbHA S
OPI'AHM3AILMS BBICILIEI'O OBPA3OBAHNS
[IEHTPOCOIO3A POCCUMCKOI ®EJEPAIHA
«POCCUMICKUI YHUBEPCUTET KOOIIEPAIH»
KA3BAHCKHUM KOONNEPATUBHBIN UHCTUTYT (®UJTHUAJ)

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

CryneHTaMm mpejuiaraeTcsi UHTEpakTUBHAS ¢opMa 3aHATHH, MPOBOAUMAs B
BHUJIE€ [I€JIOBOM poJieBOM wurpbl "OpraHu3anusi KOHTPOJISI HaJ HCIOJHEHUEM
HOPYYCHHUI PYKOBOJIUTENST TaMmokeHHoro oprana" (¢ wucnoib3oBanueM KIIC
"VKUNJI-2"). B pe3ynbTaTe AeI0BON UIPhI CTYACHTHI IPHOOPETAIOT MPAKTHUYECKUEC
HAaBBIKM T10 MCIIOJHEHUIO U KOHTPOJIIO HAJ WCIIOJHEHHEM DPEIICHHH PYKOBOJCTBA
TaMOXEHHOTO OpraHa, paboTbl CO CHENHAIM3UPOBAHHBIM MPOTPAMMHBIM
obecrieuenueM EANC ®OTC Poccum, a Takke 3HAKOMSTCS C JJIEKTPOHHBIM
JIOKYMEHTOOOOpPOTOM.

*B kadecTBe anbTEpHATHUBBI MOKET OBITh HCIOJB30BAHO MNPOrPAMMHOE
oOecrieueHue npyrux paspabotuukoB o¢ucHeix cucreM (CAAJ "Heno —
DIIEKTPOHHBIE oucHsie CHUCTEMBI'", "BOCC-Pedepent", "Edpar-
Hoxymentoobopot", "Koaeke: JlokyMeHTOO00OpOT" U T.11.).

OddexTuBHOE BEAEHUE AJOKYMEHTOOOOPOTa UMUTHPYETCS B JIEJIOBOM UIpE,
KOTOpas HCIOJb3YyeTCs Ui pEelIeHUs 3aJadyd  yYCBOGHHMS M 3aKpeIUIeHUs
U3y4YEHHOTO MaTepuaia, pa3BUTHS TBOPUYECKHX CIOCOOHOCTEH, a TaKXe Jaer
BO3MOXKHOCTh YYalllUMCsl IPUMEHUTh U3YUYEHHOE B CO3JJaHHOW yueOHOW CUTyalluu.

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  MEXIy  IpynmamMud  ydaluxcs,
IPEACTABIIONIMMY  PA3JIMYHBIE CTPYKTYPHBIE MOAPA3ACICHNAS TaMOXEHHOIO
oprasa.

PykoBoguTenemM TaMOKEHHOTO OpraHa BhICTYIAET MPENnoAaBaTeNlb, KOTOPBIM
KOKIOM TpyInme MOOYEepEeAHO BBIAACT KapTOUYKHU-33/IaHMsI, CBSI3aHHBIE CO
CHeUAIM3UPOBAaHHBIM  nporpaMmHubIiM  obecniedeHueM OTC  Poccun. Tlo
KapTOUYKaM-3aJaHusIM  HEOOXOJMMO  ONPENECIUTh  MEpPEYeHb  JIOKYMEHTOB,
COOTBETCTBYIOIIUX MPOU3BOJCTBEHHONW CHUTYallMM, COCTaBUTh HEOOXOJIUMBIE
JIOKYMEHTBI, BBECTH JaHHBIE B 3JIEKTPOHHYIO 0a3y.

ITocne npoxoxkaeHus Kypca ydaluecs J0JKHbI 3HATh:

- OpraHU3aLuIo CIYKEOHOT0 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 KOMMYHUKAIIHOHHBIC CpEeIICTBa,
UCTIOJIb3yeMbIC B TAMOYKEHHBIX OpTaHax;

- Tpe6oBaHuUs K OPOPMIICHHIO CITY>KEOHBIX 3JIEKTPOHHBIX JOKYMEHTOB;

- oco0eHHOCTH 0e30yMaKHOW TEXHOJIOTHH MTOITOTOBKU JOKYMEHTOB,

YMETh:

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

-pabotath ¢ UWHDOPMAITMOHHBIMA CHCTEMaMH, HCIOJB3yEeMbIMH B
TaMOXCHHBIX OpraHax;

- y9aCTBOBATh B MTOATOTOBKE COBEIIAHUI BCTPEY, IPHEMOB.

Kpurtepum oneHku:

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

- OLEHKA «XOpOILO» BBICTABJISAETCS CTYNEHTY, €CJIM 3aJaHUE BBIITIOJHEHO C
HE3HAUUTEITbHBIMU 3aMEUYaHUSIMU;

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

- OLEHKA «HEYIOBJETBOPHUTEIBHO» BBICTABIAECTCS, €CIU CONEPKUTCH
00J1bI110€ KOJIMYECTBO OLIMOOK, 3aJaHNE HE BBIIIOJIHEHO.
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2. MarepuaJbl I NPOBeAeHUS TeKyllel aTTecTaluu

Texyuias arrecramus

ABTOHOMHA I HEKOMMEPYECKA Sl OBPA3OBATEJIBHA S
OPI'AHUBALINS BBICLLIETO OBPASOBAHNS
[IEHTPOCOIO3A POCCUMCKON ®EJEPALINNA
«POCCUMCKUN YHUBEPCUTET KOOIIEPALII»
KA3AHCKHUM KOOITEPATUBHBI UHCTUTYT (®PUJHAJ)

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) Hagamo m KoHel Ka)Xa0i CTPOUYKH PEKBU3HUTA PABHO YAAICHBI OT TPAHUI]
30HBI PACIIONIOKEHUS PEKBU3UTOB

0) Kaxnas cTpoka peKBU3WTAa HAYMHAETCA OT JIEBOM TpAHUILI 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 HUKHEM YTy JJOKyMEHTA

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 IIPOU3BOJILHOM IMOPSIKE

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

a) IO YCMOTPEHHIO COCTaBUTEINS TOKYMEHTa

0) Korja OHO 3aKPEIUICHO B YUPEAUTEIbHBIX IOKYMEHTaX OpraHu3aiuu
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B)

pu JHOOBIX 00CTOSATENIBCTBAX

6. HaummenoBanue OopraHu3anii Ha HHOCTPAHHOM A3BIKC BOCIIPOHU3BOIAT
Ha JOKYMCHTC:

KOT'/Ia OHO 3aKPEIJICHO B YCTaBE OpraHU3aluu
10 YCMOTPEHHIO COCTaBUTEIIS IOKYMEHTA
IpU aipecaluy JOKyMEHTa MHOCTPaHHOMY MapTHEPY

OTMeTKa JIjIs1 aBTOMAaTHIECKOTO ITOMCKA JIOKYMEHTA CTAaBUTCS:
B IpaHUIaX HUKHETO OIS IOKYMEHTA
B I'paHUIaX BEPXHETO MOJIST JOKYMEHTa
Ha 000POTHOM CTOPOHE MIEPBOTO JIUCTA

OTMmeTKa 0 3aBepeHUU KOMHUU JJOKYMEHTA CTaBUTCH:
BbIIIe pekBu3nuTa «lloamnuce»

HUKe pekBuzuTa «[loamucey

B IIPAaBOM BEPXHEM YTIIy JIOKYMEHTa

Kakoii MakcumalbHBIE  HA0Op  PEKBU3UTOB, HCIOJIB3YEMbIX

AJOKYMCHTAaX YIIPaBJICHUA, YCTAHOBJICH FOCCTaHI[apTOMI

a)
0)

B)

10.
a)

12.

a)
6)

B)
13.

a)
6)

32 pexBu3uTa
28 pEKBU3UTOB
30 pekBU3UTOB

HazoBuTe OCHOBHOI IOKYMEHT, OJITBEPHKAAIOUINI CTaK pabOTHhI:
CIpaBKa MEHCUOHHOTO (oHAA

TPYAOBOM KOHTPAKT

TPYJOBasl KHIKKa

. O6mwmit 6aHK TOKYMEHTA UCTIONIb3YETCS NIl COCTABJICHHUS:

J00BIX BUJIOB JJOKYMEHTOB
JT00BIX JIOKYMEHTOB, KpPOME ITHCEM
JIJIS IACEM

B

Kak  Ha3pIBalOTCS  JIOKYMEHTBI,  COCTaBJsieMble  paOOTHHKaAMHU
IpEANpUATUS?

BHYTPEHHHUE
HUCXOJISIINE
BXOJIAIIHE

Kakoli u3 HUXE MNEPEUHCICHHBIX JIOKYMEHTOB HENb3sl Ha3BaTh
OpraHU3aIMOHHBIM?

yCTaB
IpaBujia BHYTPEHHETO TPYIOBOTO PACIIOPSIKA
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15.

pacnopspKeHne

. Kak Hymepyrotcss MHOrOCTpaHUYHBIE TOKYMEHTHI?

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

YeM MOXKHO 3aMEHHUTH CIIOBO, IIOBTOPAIOIIEECS B TaOIHIIEe, HE UMEIOIICH

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

LEHTpaTU30BaHHasl, ICLICHTPAIIM30BAHHAS, CMEIIaHHAs
LHEHTpaAIN30BaHHas, ICLICHTPAIN30BaHHAS

KakoB cpok xpaHeHHUsI TPOTOKOJIOB?
He MeHee 15 ner

He meHee 10 et

HE MeHee S JIeT

Kak Ha3bpiBaeTcCs IMMCbMO, COCTAaBJIKICMOC C MOCJIbIO ITOATBCPKICHUA

OTIpEJICTICHHBIX OOCIaHu?

a)
6)

B)
20.

TauHON?
a)
0)
B)

MUCHMO-OTBET
rapaHTUIHOE TUCHMO
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 ACATCIBbHOCTBIO

21.

Kak Ha3piBaeTcs COBOKYIMHOCTH JIOKYMEHTOB, C(HOPMHPOBAHHBIX 10

KaKoMy-JI11M00 TpHU3HAKY, MMOMEIIEHHBIX B TBEPAYI0 000J0YKY, 0(DOPMIICHHYIO TIO
ONpeIeJICHHBIM MpaBUiIam?
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a) rmamnka
0) nemno
B) KOpoOKa

22. Kakoil TOKyMEHT He BKJII0UAaeTCS B HOMEHKJIATYpy Ae?
a) ydpeauTeNbHbIC JOKYMEHTHI

0) Hay4YHO-TEXHHYECKHE IOKYMEHTHI

B) MPUKA3BI 10 JUYHOMY COCTABY

23. Kax Ha3piBaeTcs 3apaHee 3aroTOBJICHHBIM TEKCT ¢ YHU(PUIIUPOBAHHOM
NOCTOSTHHOW MH(OpManMeid # NpOmycKaMH JUIsl 3allOJIHEHUS TEePEeMEHHOMN
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  HHBIE  CIEIUAJIbHBIE  CTOPOHBI  JIEATEIBHOCTH
opra"uzanuu’?

a) TOJIOKCHHUE

0) WHCTPYKIMS

B) paclopspKEeHHE

25. Kak Ha3pIBaeTCs JOKYMEHT, COJCP)KAIIUNA OIMMMCAHUE M TOATBEPIKICHUE
(dhakToB, COOBITHIA?

a) OOBSCHUTENIbHAS 3aIMCKa

0) IOKJIaaHas 3alKncKa

B) CIIpaBKa.

26. JlaTtoii mpukasa siBIsSeTCS:

a) JaTa ero HalucaHusl.

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

27. Hymepamust mpruKa3oB IPOU3BOIUTCS:

a) B BaJIOBOM IOPSJKE C SHBAPS 10 1eKaOpb B Ipezenax roaa

0) B BaJIOBOM IOpPSIIKE C MOMEHTa TOCYJApCTBEHHOW perucrpanuu
OpraHu3aIu

B) C JaThl TOCYAApCTBEHHOM PErUCTpalluy OpraHU3aliy B peesax rojaa

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

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

a) TMPOTOKOJI

0) akT

B) 3allKcKa

30. Kak Ha3pIBaeTCsl TOKYMEHT, (PUKCUPYIOUIUI X01 0OCYKACHHS BOIIPOCOB
U TIPUHATHUS PELIeHUI Ha cOOpaHUsIX, COBEIIAHUAX ?

a) aKT

0) TPOTOKON

B) JOKJIaJHAs 3allUCKa

31. Kak Ha3bIBaeTCsi HOPMATHUBHBIA JIOKYMEHT, B KOTOPOM OIpECICHBI
dbyHKIMH, TTpaBa, 00A3aHHOCTH U OTBETCTBEHHOCTh COTPYAHUKOB MIPEANPUSATHSA?

a) ycTaB

0) MoJoXKeHue

B) JOJKHOCTHASI MHCTPYKIIMSI

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

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

0) nga, ecid ecTb €eCTEeCTBEHHAas WM WCKYCCTBEHHAs BEHTWJISALUA,
oOecrieunBaroas 2-3 KpaTHbI BO3JyXO0OOMEH B Hac

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 HaJIWYWASA € COCTOSHUS JIOKYMEHTOB 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 (PaKTUIECKON MPOBEPKHU HATMYUSI TOKYMEHTOB

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

35. Kakue ydeTHbIe TOKYMEHTHI B apXUBE HE SBJISIFOTCS OCHOBHBIMH:
a) Crucok (hOHIOB
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0) macmopT apXHUBOXpPaHUIHILA
B) OIIKCH JIelI
I) BHYTPEHHHE ONHCHU JIe

36. B unTansHOM 3ajie apXuBa MOTYT pabOTaTh:

a) TOJBKO TOJDKHOCTHBIC JIMIA TAMOYKCHHBIX OPTaHOB

0) MOJDKHOCTHBIE JIMIIA TAMOKEHHOTO OpPraHa W CIEIUATHUCTHI U3 APYTUX
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 OPTaHHU3AINI0, HA00p OM3HEC - POy

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

0) THUIIOBBIC

B) CIIOXHBIE

r) IlucemeHnHsie

39. Ilo HauMEeHOBaHMIO TOKYMEHTHI OBIBAIOT:
a) IUCHbMEHHBIE

0) cryxeOHbIC MIChMa

B) aKyCTHYECKHE

I) MOPOTOKOJIBI

40. o ropuandeckoi cuiie JOKYMEHTBI TTOAPa3IeTSIOTCs Ha:
a) BHYTPECHHHUE

0) MTOMIMHHBIC

B) o¢uUHUaIbHbIC

I) TMOJJIOXKHBIC

41. braHk - 3T0:

a) CTaHAApTHBIN JUCT OymMarv, Ha KOTOPOM BOCHPOU3BOJIUTCSA WH(POPMALIHS
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>KeHuEe JOKYMEHTOB B TAMOYKEHHOM OpraHe OTpaXkaeT:
CTPYKTYpPY TaMO>KEHHOTO OpTraHa
GbyHKIHOHATBHOE pacipenesieHne 00I3aHHOCTEN MEXy COTpYIHUKaAMU

TaMOKCHHOTI'O OpraHa

B)
r)

43.

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

B  TamoxeHHBIX oOpraHax mpuMmeHsercs (opma  OpraHU3alUuU

ACJIOIIPOU3BOACTBA:

a)

45.

LEHTPaTM30BaHHAas
JEUEHTpaIN30BaHHAs
uepapxuieckast
byHKIHOHATBHAS
CMelIaHHas

. K o6mmm GyHKIusM 10KyMeHTa OTHOCSITCS:

KOMMYHUKAaTUBHAs
yIpaBIEHYECKAs
npaBoBas
uH(pOpMaIMOHHAS

JIOKyMEHT, aJpeCOBAHHBI PYKOBOAMTENIO W HHPOPMHUPYIOIIUN €ro o

CIIOKMBIIENCS CUTyalMd, COJEpXkKAIIMM BBIBOABI W MNPEMJIOKEHUS aBTOPA,
Ha3bIBACTCA:

a)
6)

r)

47.

CITy’KE€OHOU CITpaBKOM
CITY)KeOHOM 3aITMCKOM
JIOKJIAIHOM 3aITMCKOMN
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 pacnpocTpaHEHHUE MPOIEAYP U PYKOBOASIIMX YKa3aHUU U
MHTETPALMIO YIIPABJICHUS JOKYMEHTAMU B J€JI0OBBIE CUCTEMBI U ITPOLIECCHI

B) MPEIOCTABICHUE YCIYT, CBS3aHHBIX C YIPaBICHUEM JOKYMEHTAMH U UX
MCMOJIb30BaHUEM

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

49. OdenepasibHble OpraHbl TOCYAAPCTBEHHOW HWCIOJHUTENIBHON BIIACTH
U3JAI0T CJIEAYIOIINE BUIbl HOPMAaTUBHBIX IIPABOBBIX aKTOB (BbIOEpUTE IPyMILY):

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

0) npuKkasbl, yKa3zaHUs, LUPKYJSApPHBIE MUCbMa, PacCHOPSKEHMs], 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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