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Jluer akTyaauzanuu padoveii nporpaMmal

Pa6ouyas nporpamMma repecMoTpena, obcyxkiena u onobpena Juts peasmsanmn B 2020 - 2021
yueGHOM rojy Ha 3aceanuy Kapeapsi Ilenaroruueckoro 06pazoBaHus U JOKYMEHTOBEICHHS

Ne 1
C.C. BenukanoBa

ITporokon ot 03 cep
3as. kadeapoi

vV
Pa6ouasi mporpamMma epecMoTpeHa, o6cyxk/ieHa i ofo0pena Juist peanmusanuu B 2021 - 2022
yyeGHOM rojty Ha 3acenanuu Kapeaps! Ilenarornyeckoro 006pa3oBaHus U IOKYMEHTOBEICHHS

[Tporokom oT _ 20 r. Ne
3as. kapenpoi C.C. BenmkanoBa

L4 -

PaGouast mporpamMma IepecMOoTpena, o6eykaeHa i oxobpena Juis peanusanuy B 2022 - 2023
yueGHOM rojy Ha 3acenanuu kadenps! Ilenaroruyeckoro 06pasoBaHus U JOKYMEHTOBEICHHUA

IIpotokom ot 20 r. Ne
3aB. kadenpoii C.C. Bennkanosa

Pa6ouasi mporpaMMa rnepecMoTpeHa, 06¢yk/eHa 1 oxobpena s peanusamnuu B 2023 - 2024
yueGHOM roj1y Ha 3acenanuy kadenpsr Ilenarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHHS

IIpotokonm or 20 r. Ne
3aB. xadeapoi C.C. Benukanona

PaGouas nporpaMma nepecMoTpeHa, 06cyskiena 1 ofobpena uis peamusaiuu B 2024 - 2025
yue6HOM rojy Ha 3acenanuu kadenpsi Ilenarorndeckoro 06pa3oBaHus U 10KYMEHTOBE/ICHHS

[Tporokonm or _ 20 r. Ne
3aB. kadenpoi C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 3HAKOMCTBO CTYJICHTOB C TPeOOBaHUSIMH MEXKTyYHAPOIHBIX CTAaHIAPTOB K YIPABICHUIO
JOKYMEHTAaMHU OpraHU3alud (JOKYMEHTAIbHBIM (DOHIOM), K OpraHHM3aliHu PaOOTHI CIYXKObI
JIOKYMEHTAIMOHHOTO 00ecTeueHus YIPaBICHUS U apXUBHOTO XpaHEHHsI JOKYMEHTOB;

- 3HAKOMCTBO C OTCUECTBEHHBIM U 3apy0eKHBIM OMBITOM MpuMeHeHus cTanaaptoB MCO
pu OyMa)kHOM, JIEKTPOHHOM M CMEIIaHHOM JOKYMEHTO000POTE OpraHu3alui.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMsl

JucuumumHa MekayHapoJHble CTaHAapThl YIPaBICHHUS [JOKYMEHTaMU BXOIUT B
BapHUaTUBHYIO YacTh y4eOHOT0 I1aHa 00pa3oBaTeIbHON IPOrPaMMBI.

Jus  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

JIOKyMeHTOBeIeHNE

MopennpoBaHue CUCTEM JOKYMEHTAUN OpraHU3alux

JloKkyMeHTaIlMOHHOE 00ecliedeHe TPYIOBbIX OTHOIIEHU B PO

JloKkyMeHTallMoHHO€E 00€ecledeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

[IpoexTupoBaHue ynpaBieHYECKON JOKYMEHTAlUU OPTaHU3alun

WHdpopmanroHHbIe TEXHOIOIMH B JOKYMEHTOBEICHUH 1 apXUBHOM JIeJie

NudopmannonHoe obecrieueHue yrpaBaecHUsS

IIpon3BosCTBEHHAs - MPAKTUKA O MOJIYYEHHUIO NMPO(EeCCHOHAIBHBIX YMEHUN U OIbITa
poeCCUOHAIBHOMN IS TEIbHOCTH

[IpoekTHas AeATENbHOCTD

[TpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOT0 00eCTIeYeH s YIIPaBICHUs

O06paboTkH U 3a1uTa JOKYMEHTUPOBAHHOW HH(pOpMAIIN

KondunennuanbHoe 1e10nponu3BOCTBO

WNHupopmaiinoHHbIe pecypchl KaApOBOU CITyKObI

J1enonpoun3BoCTBO KOMMEPUYECKUX IPEANPUATHN

BbruucnurensHas TEXHUKA U MPOrpaMMUPOBAaHUE B JOKYMEHTAIMOHHOM 00ecreueHUH
yIpaBIEHUS U apXUBax

JIOKYMEHTBI U JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

JIOKyMEHTallMOHHOE ~ oOecrieueHre YIpaBICHUS Ha MPEANPHUATUSAX  Pa3IHMUHBIX
OpraHU3alMOHHO-TIPABOBBIX (POpPM

3HaHus (YMEHUs], BIAJEHUS), MTOJYYE€HHbIE MPU U3YYEHUU NAHHOW TUCIUIUIMHBI OyIyT
HEOOXOAUMBI JUISl U3yUeHUS TUCHUILTIH/TIPAKTHK:

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

JIOKyMEHTHUPOBAHME AEATEIbHOCTH HErOCYAApPCTBEHHBIX OpraHUu3ani

JIOKyMEHTAllMOHHOE ~ OoOecreueHre YIpaBlICHUS Ha MPEANPHUATUSAX  Pa3IHMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POpPM

Jlenonpon3BOACTBO MYHUIIUTIAIBHBIX YUPEXKACHUM

[TonroToBka K 3alUTe U 3aIIMTa BBITYCKHON KBAIM(UKATMOHHON paboThI

[Ipon3BOACTBEHHAS — IPEAIUIIIIOMHAS PAKTUKA

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3yJibTaTe 0CBOEHUS

AUCHHUILUINHBI (MOAYJI51) ¥ IJIAHUPYEMBbIe Pe3yJIbTAThI 00y4eHHu s

B pesynbrare ocBoeHus AMCUMIIMHBL (Monyis) «MexXIyHapoaHbIE CTaHIAPThI
yIpaBJIEHUS JOKYMEHTaMU» 00Y4aroLUiics JOJKEH 001aaTh CIEAYIOIUMHI KOMIETEHIUSMMU:



CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemsble pe3yabTaThl 00yUeHHs

[1K-5 BnageHreM TeHACHIUAMHU Pa3BUTHUS HH()OPMAITHOHHO-IOKYMEHTAI[HOHHOTO 1
o0ecrieyeHus yrpaBieHUs] apXUBHOTO Jieia

3HaTh

TEHJICHIIMH Pa3BUTHA HHPOPMALMOHHOTO U JOKYMEHTAIIHOHHOTO 00ec-
MIEYEHUS JIeATENbHOCTH OpraHu3alui;

MEXyHapOAHbIE OPraHN3alUH, 3aHUMAIOIINECs 0000IIEHHEM MHUPOBOTO
oneiTa B oomactu MOV u JIOVY;

MEXyHAapOAHbIE JOKYMEHTBI, OTPaKaIOIINe MUPOBOH OITBIT K Opra-
HU3alU1 HHPOPMALIMOHHOTO U JOKYMEHTAIL[MIOHHOI'O 00eCIeYeHus Ae10-
BOH JICSATCILHOCTH;

YmeTh

npuoOperats 3HaHus B oonactu MOV u 10V 3a pybexom;

KOPPEKTHO BBIPAXKATh U apTyMEHTUPOBAHO OOOCHOBBIBATH CYIIECTBOBAHUE
TEHJICHIMI Pa3BUTHS UHPOPMALMOHHOTO U JOKYMECHTAIIHOHHOTO
o0ecrieueHus NesTeIbHOCTH 3apyOeKHBIX OPTaHU3AIIHIA;

o0cyxaaTh crnoco0sl 3¢(HEeKTUBHOTO peieHus mpobdaeM HHPOPMAITHOHHOTO
Y JOKYMEHTAIIMOHHOTO 00CCIICUCHHUS IeATEIIbHOCTH OPTaHN3aIlHH.

Bnaners

MPaKTHYECKMMHU HaBbIKAMU aHAJIM3a HOPMATUBHBIX akTOB B chepe JIOY u
noy;

crocob6aMu JEMOHCTpALMKM YMEHHsI aHaJTM3UPOBATh CUTYAIUIO B cepe
0V u NOY;

00BsicHATh TUNIYHBIE MoAenu JIOY u MOV B 3aBuCHMMOCTH OT crieniuGuKu
JIETIOBOM JEATEIbHOCTH OpraHu3allny;

[1K-7 crtocoOHOCTBIO OIIEHUBATH HCTOPHUIO U COBPEMEHHOE COCTOSTHUE 3apyOEKHOTO OIBITA
YIpaBJIeHUsS JOKYMEHTaMHU U OPTraHU3alUU UX XPaHEHUS

3HaTh

OCHOBHBIE ITOHATHUS, UCIIOJIb3YEMBIE IIPU ITIOCTPOECHUH CUCTEMBI YIIPABIICHUS
JNOKYMEHTaMU;

HCTOPHUIO TIOSIBJICHUS NIOHATUS «yIIPaBICHUE JOKYMEHTaAMU»;

CBA3b IIOHATUS;

COBpPEMEHHBIE UCTOUHUKH MH(POPMALIMU O COCTOSHUH 3apyOeKHOTO OIbITa
YIPABJICHUS TOKYMEHTAMH.

YmMmern

pacrio3HaBaTh 3 (HEeKTUBHBIE pelIeHUs OT HeI((HEKTUBHBIX MPH OLICHKE
HCTOPUU U COBPEMEHHOI'O COCTOSTHUS 3apYOEKHOTO OIbITa YIPaBIECHUS
JOKYMEHTaMH ¥ OpPTraHU3alliy UX XpaHEHUS;

o0cyxaaTh crocoObl 3(h(PEKTUBHOTO YIpaBIeHUS JOKYMEHTaMH MIPU
aHaAJIN3€ MEXAYHAPOIHOTO OIBITA;

JlaBaTh COOCTBEHHBIE 00OCHOBAHHBIC MPOTHO3BI TPUMEHEHHUS 3apYOESIKHOTO
OTIbITA YIIpaBIEHHs JOKYMeHTaMu B Poccun.

Bnanetn

HaBbIKaMM aHAJIN3a U COITOCTABJICHUA MEKIYHAPOJHBIX CTAHAAPTOB IO
YIIpaBJICHHUIO JOKYMCHTAMHU U OTE€YECTBEHHOM HOpMaTHBHOﬁ CpCabl;
IMpUHOUIIAMU ITPOCKTUPOBAHUA CUCTEMBI YIIPABJICHUA JOKYMCHTAMU I10
MCKIAYHAPOAHBIM CTaHAAPTaM.

[1K-18 BrnaseHuemM COBpEeMEHHBIMH CUCTEMaMH HH()OPMAITMOHHOTO M TEXHUYECKOTO
o0ecreueHns JOKYMEHTAMOHHOTO 00eCIeueH s yIIpaBJIeHHs U yIIPaBJIECHUs apXUBaMHU




3HaTh

orpezeNeHus MpoIeccoB NH(HOPMALMOHHOTO U TEXHUYECKOTO 0OecrieyeHus
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHS yIIPaBICHUS;

OCHOBHbBIE TPeOOBaHUS MEXTYHAPOIHBIX CTAHAAPTOB K COBPEMEHHBIM
crucreMaM WH(GOPMAIIMOHHOTO M TEXHUYECKOTO 00ecreueHus
JOKYMEHTAI[MOHHOTO 00eCTieueHusl yIpaBIeHHUS,

MPUHIUIIBI TIOCTPOCHUS CHCTEM HH()OPMAITIOHHOTO M TEXHUYECKOTO
o0ecrniedyeHrs JOKYMEHTAIMOHHOTO 00eCIIeUeH s yIIPaBICHHUS.

YmMmern

BBIACIATH IIPHU3HAKN CYIICCTBOBAHUA UJIM OTCYTCTBUA CUCTEM
UH()OPMAIIOHHOTO U TEXHHYECKOTO 00ECIIECUCHHUST IOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBieHUs U yIIPaBICHUS apXUBaAMHU;

HPOEKTHPOBATh COCTAB METAJAHHBIX JJIsl CHCTEM JIOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBIeHHUs;

MOJICIIUPOBATh KPUTEPHU CHCTEM HMH(GOPMAIIMOHHOTO ¥ TEXHUYECKOTO
oOecrieueHHs JOKYMEHTAI[HOHHOTO 00eCIIeYeH sl yIPaBIICHUS 110
MEXIyHAPOIHBIM CTAHIAAPTaM.

Brnaners

crocobamu OLICHUBAaHUA 3HAYMMOCTH U HpaKTquCKOﬁ IMPUTrOAHOCTHU
MOJIyYE€HHBIX 3HAHUM;

croco0aMu JEMOHCTPALIMM YMEHHUS aHAJIU3UPOBATh COCTABHYIO YacCTh
CUCTEMBI YIIPaBJICHUS JOKYMEHTAMU, CBSI3aHHYIO C UH()OPMALIMOHHBIM U
TEXHUYECKUM 00€eCIIeYeHUEM JOKYMCHTAlTUOHHOT'O O6€CH€‘I€HI/I$I
yIpaBJICHHUS;

HaBBIKAMH M METOJIMKaMU 0000IIEHHs pe3yIbTaTOB aHaIn3a
MEXIYHApOIAHBIX CTAaHIAPTOB.




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

qyuce:

— KOHTaKTHas pabora — 45,2 akaj. 4acoB:
— aynuropHas — 44 akaJ. 4acos;

— BHeayuTopHas — 1,2 akaJ1. 4acoB

— B (popMe IpaKkTUIECKOil MOATOTOBKH — 22 aKaJ. yaca
— caMocTosTeNbHas paboTa — 62,8 akas. 4acos;

®dopma aTTeCTalMu - 3a4ET

AynutopHast s
o | vonraxTHAs pabora E 3 ®dopma TeKyILero
=
5 B aKaJl. 4acax 2] Bun KOHTPOJIS
Pazzen/ Tema 3 (B axaz. acax) = . P Kon
S 3 © | caMOCTOSITENbHOH | yCIIeBaeMOCTH U
JUCLIATUINHBI 5 £ . | KoMnereHuuU
@) g £ paboThI TIPOMEKYTOUHOM
nma0. | mpakr. | 38
Tlex. Z'g aTTecTaluu
3aH. 3aH. | O &
1. PA3JIE]I 1. Hcropus
CTaHOBJICHHS u pasBUTHUSAL
MEXTyHapOIHOU
CTaHAapTH3alMu B 0O0NIAcCTH
YIpaBICHUS JIOKYMEHTaIUH.
Benymme MEXITyHAPOIHEIE
OopraHuzalnu o
Pemenue Tecta
[Tounck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10
3a/1aHHOM TeMe
abora c
1.1 Wcropust cTaHOBIECHUS (p Tect 1
6ubnunorpaduyec
u pa3BuTHA UM MATEDHATAMI 3auer
MEXITyHapOIHON P ’ KonTponpuas I1K-5, I1K-7,
8 2 2/11 9 I'OCTawmn).
CTaHJapTH3ALUU B 00J1aCTH pabota IK-18
CamocrosTenpHOe N
YIIpaBJICHUS .. | UtoroBerii Tect mo
. n3ydeHue y4eOHou
JIOKYMEHTALUH. N Kypcy
Y HAYy49HOHN
JIUTEPATYPBI.
CocraBienue
TaOJINII.
Kontponbnas
paborta.
Wroro no pazneny 2 2/11 9
2. PA3JEJ1 2. Hc-topus
pa3paboT-Ku u o0mas
Xa-paKkTepUCTHKA
MEXTyHAPOIHOTO CTaHmapTa
NCO 15489  «YmpasieHue
JIOKyMEHTa-MH»




Pemenue Tecra
[Tounck nononHu-
TEeJIbHON
nH(opManuy 1o
3a7aH-HOU TeMe Tect 2
2.1 1. HUcropusi co3maHus (pabora c HAomamree
MEAYHAPOIHOTO oubimorpaguuec MPaKTUYECKOE
cranapra 1SO KHM MaTepuaaM, 3aganue 1 TK-5, TIK-7,
15489-1:2001 «Information 2 9 TOCTamn). 3auer I1K-18
and  documentation  — CaMOCTOSITeJ'ILHO? Kontponbhas
Records management u3ydeHue yueonoi pabora
Y Hay4HOU Htoroselii TECT 1O
JUTEPATypBI. Kypcy
Cocrasienue
TaOIHII.
Kontponbhas
pabora.
Pemenue Tecta
ITouck mormoanu-
TEIbHON
“HPOPMAIIUH T10
3a/1aHHOM TeMe Tecr 2
(pabota c JlomMariHee
2.2 2. PaBora Han pyceKoii oubnnorpaguuec MPaKTUYECKOe
Bepcueit crangapra HMCO KHM MATCPHATAMH, sananme 1 [K-5, TIK-7,
15489 «YnpasieHue 2/1n 9 [OCTamm). 3auer [1K-18
JTOKYMEHTaMH» CamocTosiTenpHOe KonTponpuas
u3ydyeHue yueOHoH pabota
Y Hay4HOH jutepa-| UTorosslil TeCT Mo
TYpBHI. KypCy
Cocrasienne
Ta0HII.
Kontponbhas
pabora.
Pemenue tecra
[Touck nomnonuu-
TEJIbHON
UHPOPMALIUH T10
3a/1aHHOM TeMe Tecr 2
(pabota c JomamHee
2.3 3. ICO 15489 B prty oubnmorpaguuec MPaKTUYECKOE
KAM MaTepuaiaMu, 3aganue 1
IPYTUX  MEXIYHapOIHBIX 2 10 TOCTawn). 3auer [IK-5, TIK-7,
CTanIapTon 1o CaMocTosiTenbHOe KonTponbuas [K-18
YIPaBJICHUIO IOKYMEHTAMH HayueHMe yueOHOM pabota
W HAyYHOU Wrorosslit TECT 1O
JIUTEPATYPHI. Kypcy
Cocrasienne
TaOHII.
Kontponbnas
pabora.




Pazpabotka
TJIoCcapus K TeMe,
paszeiy, Kypcy,
mpobieme.
Pemenue tecra
ITouck momonHu-

TEJLHON Tect 2
24 4, TToHATHIAHBIN HHPOPMALIUH T10 JloMariHee
ammapar cranaapra ['OCT 3aJaH-HOU TeMe MPaKTUYECKOe
P HCO  15489-1-2007 (pabota c 3amanue 1
MK-5, TIK-7,
«YnpaBieHue 4 4/11 10 | ombamorpaduuec 3auer K-18
JIOKyMEHTaMHU. Oo6urme kuM Matepuangamu,| KoHTposipHas
TpeOOBaHUs» U POCCUHCKAs TI'OCTamn). pabora
TEPMHUHOJIOTHYECKas 0a3a CamoctositensHoe | UToroBerit Tect mo
U3y4yeHHue yueOHoi Kypcy
1 HAyYHO JINTEpa-
TYPBL.
CocraBienue
grlehiiig
KonTponpuas
pabora.
HWroro no pazneny 16 1021 | 38
3. PA3IEJ 3. Ob6mas
XapaKTepUCTHKA  COJAEPKAHHS
TOCT P UCO 15489-1-2007 u
T'OCT P MCO 30300-2015
Pemenue tecra
[ouck
JIOTIOJTHUTENBHOM
UHPOPMALIUH T10
3aJIJaHHOH TeMe Tecr 3
31 1 OCHOBHbBIC (pabora c JlomamrHee
15489-1-2007 2 4 9 TOCTamm). Sauer IK-5, TIK-7,
«YnpasieHue I1K-18
CaMocTosiTenpHOe KonTponpuas
JIOKYMECHTaMH. Oomue o
TpeGoBaHmD U3y4YeHHE yquGHon pa69Ta
1 Hay9HOU HWToroBeIii TECT 1o
JUTEPATYPBHI. Kypcy
Cocrasienne
TaOHII.
Kontponbnas
pabora.




Pemenue tecta
ITouck goroaHu-
TENBHOM
nH(opManuy 1o

32 2 OCHOBHELC 3aaHHOH TeMe Tect 3
nonoxerns TOCT P FICO (pabora c HAomamree
30300-2015 «CUBHL. oubimorpaguuec HpaKTquc;oe
KM MaTepuaiaMu, 3aj1aHne i 2
Hngopmanus n 2 6/ | 68 | TOCTawm). 3aver TIK-=S, TIK-7,
JokymeHrtanus. Cucremsl ITK-18
CamoctosrensHoe |  KoHTponpHas
YIIpaBIeHUs JTOKYMEHTaMH. o
H3yueHHe yueOHOu pabora
OCHOBHBIC TOJIOXKEHHS H . N
cloBapHY Y HayIHOU WTOroBbIi TECT 10
JUTEPATypBI. Kypcy
Cocrasinenue
Tabmui.
KontponbHas
pabora.
Hroro no pazaeny 4 10/11 | 15,8
Hroro 3a cemectp 22 22/41 | 62,8 3a4éT
HWroro no aucuuninze 22 22/41 | 62,8 3a4er TIK-5, K-

7,I1K-18




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Hcnonp3yorcss pa3nuyHble 00pa3oBaTelbHbIE W WH(POPMALMOHHBIE TEXHOJOTUU B
mporuecce OpraHu3anuu y4eOHO-II03HaBaTEIbHOM, HAy4YHO-HCCIIEI0BATEIbCKOMH,
YaCTUYHO-TIOMCKOBOM, pENIPOYKTUBHOM, TBOPYECKOM E€ATEIBHOCTH CTYACHTOB.

OOyueHue HauMHaeTcs C IPUMEHEHMs] TEXHOJOIMM IellenojaraHusi, B YacTHOCTH,
BO3MOXXHOCTb TPYAOYCTPOMCTBa HE TOJBKO B TIOCYAAPCTBEHHBIX, HO M HETOCYAapCTBEHHBIX
OpraHu3alusaX, 4yTo TpedyeT CIOoCOOHOCTH oOecreuuBaTh JOKYMEHTUPOBAHHE BCEX IPOLIECCOB
NeSITeIbHOCTH OpPTaHU3alliM M YIpaBlICHHE BCEM JAOKYMEHTAIbHBIM (OHIOM TpH JITHOO0M
JOKYMEHTO000poTe (OyMaXKHbIH, SJEKTPOHHBIM, CMEIIaHHbIH), OpPraHHW30BBIBATH CUCTEMBI
yIpaBiIeHUS JOKYMEHTaMU 110 MEXAYHApOAHBIM CTaHAapTaM.

ITockonbky naHHas mpodeccHoHalbHas 3ajada CleNUATUCTaAMU Ha MecTax peluaercs ¢
IIOMOLIbI0 IOMCKOBOIO M HAay4YHO-HCCIEN0BATENbCKOTO METOJAa, TO JaHHas TEXHOJOTHUs
UCTONb3yeTCcsl U Juid OOydeHHsl CTYAEHTOB: MOJb3ysIChb HOPMATHBOM, OOY4YarOLIMMCS HY>KHO
ONpEAENUTh MOPSIOK JAECUCTBUN MO €ro UcHojgHeHHto. [1oMckoBOW MeTod OCYIIECTBISETCS C
npuMeHeHneM cetu HMHrepHer B mpaBoBbix nopranax «Koncynerant Ilmrocy, «l'apaHT»,
opuIaTbHBIM caiiToM ®PenepanbHON CIy Obl FOCYAAPCTBEHHONW CTAaTUCTUKU U J1p. TexHosorus
IIPOEKTOB SIBJISIETCS OCHOBHOM TEXHOJIOTMEH, OPTaHU3YIOUIEH CaMOCTOSTENBHYIO NEATEIbHOCTD
CTYIEHTOB. Pe3ynbpTaThl CBOMX IOUCKOB CTYAEHTHI O(QopmisAoT B Buae TaOiuibl «Mogenb
onenku TpedoBanuii 'OCT P MCO 15489y, koTopas CKIIaabIBAc€TCS W3 BBITIOJIHCHHS psaa
JIOMAITHUX TBOPYECKHUX 3a/laHUi, KOTOPBIE MPEICTABISIOTCS B WHTEPAaKTUBHOW (dopme —
IBpUCTHYECKast Oecelpl (3aluTa), OpraHW30BaHHAs MpenojaBaTeieM: BCe MaTepHalbl aHaIU3a
MEX1YHApOJHbBIX CTaH/IaPTOB 00CYXKIAt0TCS.

PedepatuBnas pabota mo3BomsieT 60s1ee yriyOoaeHHO H3yYUTh IPOOIeMy HCCIe0BaHNUS,
paclIMpuTh MOHUMaHHE W 00JIaCTh CBOMX 3HAHMHU. JTO (opMa CaMOCTOATEIbHOW pPaloOTHI,
(bopmupyrolas HABBIKM K CAMOCTOSATEIIbHOMY IMOMCKY HOBBIX 3HAHUN U M3JI0KEHUE MaTepuana ¢
OMOpOi Ha MEPBOMCTOYHUK, BKIIOYAET B ce0sl pedepupoBaHusi MOHOTpaduil U cTaTeil B Hay4YHbIX
U HayyHO-TIPaKTUYECKHX >XypHajax, COCTaBJIeHHE 0030poB. J[Is1 KOHTPOJS penpoyKTHUBHOM
JESTENIbHOCTH  CTYAEHTOB  HCIOJIb3YeTCSl  TeCTHpoBaHHE. TeXHOJOrueil  MOHMUTOpPHHIa
pe3yabTaToOB 00pa30BaTENIbHON 1EATEILHOCTH B LIEJIOM SIBJISIETCS 3aUeT.

NHupopmaninoHHO-KOMMYHHKAIIMOHHBIE 00pa30BaTE/IbHBIE TEXHOJOTUH 3aKIH0YalOTCs B
NPUMEHEHUH CHEelHaIU3UPOBAHHBIX MPOTPAMMHBIX Cpell U TEXHMUYECKUX CPEIACTB paboThI C
uHpopmanuer. MHpopManmoHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH (JIEKUHA-BU3YyaIU3aUsl —
U3JI0KEHWE  COJEp)KaHUs  CONPOBOXKJIACTCA  Npe3eHTanued  (JeMoHcTpauued  yd4eOHbIX
MaTepuaoB, WIUTFOCTPATUBHBIX, TPAPUUECKUX).

[IpakTryeckoe 3aHsTHE B (hOpME MTPE3EHTALMH — IIPEACTABICHUE PE3YIbTATOB MPOEKTHON
WJIM UCCIIEIOBATEIbCKOM NESTENIbHOCTH C HUCIIOJIb30BAHUEM CIEIIMATU3UPOBAHHBIX TPOrPAMMHBIX
cpen.

[IpakTuueckue 3aHATHS MPOBOIATCS B (OpME MPAKTUYECKOM MOATOTOBKH B YCIOBUAX
BBITOJIHEHUST OOy4aroIMMHUCS BUIOB paboT, CBs3aHHBIX C Oyxaymed mnpodeccuoHaaIbHON
JeSITEIbHOCThIO U HAINpaBJICHHBIX Ha (OpMUpOBaHHE, 3aKpEIUICEHHE, Pa3BUTHE MPAKTUYECKHX
HaBBIKOB M KOMIIETEHIUH 110 om0 00pa3oBaTeIbHOM MPOrpaMMBl.

Jist orieHkH TOpT(HOTNO TPUMEHSAETCS PEUTHHTOBAsI TEXHOJIOTHS OIICHKH 3HAHUH.

6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4YarOIIMXCst
IIpencrasneno B npuioxenuu 1.

7 OueHOYHBIE CpeACTBA AJisl IPOBeeHH s POMEKYTOUHOI aTTecTAlMI



[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHasl TUTEpaTYypa:

. Mopeynos, A. @. WHbopMalMOHHBIC TEXHOJOTHH B MCHEIKMEHTE | y4EOHMK ISt
akazemuyeckoro Oakanaspuata / A. @. MopryHoB. — Mocksa : U3narensctBo HOpaiir,
2019. — 266 c. — (Bwicmiee o6pazoBanue). — ISBN 978-5-534-00337-6. — Tekcr :
snexktponnbii // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/433614 (nmara
obpamienus: 26.08.2020).

Bomuenw, JI. M. Pucku npeInpruHAMATEILCKON IEATeILHOCTH : yueOHoe mocodwue / JI. M.
Boruens, B. B. Bukynuna ; MI'TY. - Marauroropck : MI'TVY, 2018. - 1 anexTpoH. onr.
JIUCK (CD-ROM). - 3ara. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues
/1/1514343/3525.pdf&view=true (mara oOpamenus: 24.08.2020). - MakpooObeKT. -

0) JlonosiHMTEIbHAS JIUTEPATypa:

Anopeesa, C. JI. ]JIoKkyMEHTHpOBaHWE JESATEIPHOCTH HErOCYJapCTBEHHBIX OpTaHM3aliid :
yaebHo-MeToamueckoe mocodue / C. JI. AanpeeBa ; MI'TY. - Maraurtoropck : MI'TVY, 2018. - 1
anmektpon. ont. guck (CD-ROM). - 3Barm. ¢ turym.  okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true = (mata o6pamenus: 24.08.2020). - Makpoodbekt. - TekcT
anekTpoHHbIH. - ISBN 978-5-9967-1157-4. - Crenenus goctymnusl Takxke Ha CD-ROM.

Amupos, A.P. JlokyMeHTaIlMOHHOE 00ECIIEUCHUE YITPABICHHUS B OpraHu3alusX : yaeOHoe nocodue
/ A.P. Amupos, B.. Muxaitnos. — Ya : BI'TIY umenn M. Axkmysuisl, 2009. — 176 ¢. — ISBN
978-5-87978-513-5. — TekcT : AMeKTpOHHBIN // DNeKTpoHHO-OnOmnoTeyHast cucrema «JlaHpy :
[caiit]. — URL: https://e.lanbook.com/book/42213 (nata obpamenus: 31.08.2020). — Pexum
J0CTyTa: TSt aBTOPH3. HOJIB30BATEIEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

bapamsun, C.B. OpraHu3allMOHHO-METOIMYCCKUNA MEXaHM3M OCBOCHHS MPEANPUATUAMH U
opranuzanusaMu tpedosanuii crangapToB MCO cepun 9000 : monorpadus / C.B. bapamzun. —
Mocksa : PTA, 2013. — 108 c¢. — ISBN 978-5-9590-0409-5. — TekcT : 31eKTpOHHBIH //
DJIEKTPOHHO-OUOIHOTeUHAS cUCTeMa «Jlauby : [caiiT]. — URL:
https://e.lanbook.com/book/74260 (mara obpamenns: 31.08.2020). — Pexum mgoctyma: s
aBTOpH3. TosIb30Barenei. https://e.lanbook.com/reader/book/74260/?previewAccess=1#1

4, Baiickpobosa, E. C. Cucrema MenemkMenTa kauectsa mo MCO cepun 9000 : yueOHOe
nocobue / E. C. Baiickpo6osa, H. 1. bapeiaukosa ; MI'TY. - Maraurtoropck : MI'TY, 2015. -1
anekTpoH. onrt. jguck (CD-ROM). - 3Barm. ¢ Turyn. o9kpaHa. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1
124042/6.pdf&view=true (mata oOpamienus: 27.08.2020). - MakpooOwekT. - Tekcr :
ANIEKTPOHHBIN. - CBefieHus AocTynHbI Takke Ha CD-ROM.

5. /[3eoux, B.A. Pa3zpaboTka cucTeM MEHEIKMEHTa KauyeCcTBa B COOTBETCTBUU C
MeXIyHapoaHbM cranmaptoMm 1SO 9001:2015 : yueOnoe mocobue / B.A. JIzemuk. —
Bonrorpan : Boarorpaackuii I'AY, 2017. — 132 c¢. — Teker : 2neKTpOHHBIA //
DNIEeKTPOHHO-OMOINOTEUHAS cucrema «Jlanby : [caiT]. — URL:
https://e.lanbook.com/book/100848 (nara oopamenus: 31.08.2020). — Pexxum mocryma:

s aBTOPU3. OJIL30BaTENICH.
https://e.lanbook.com/reader/book/100848/?previewAccess=1#1
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B) MeToauuyecKkue YKazaHnus:

Metonnueckne yKa3zaHHs 1O BBINOJHEHUIO WHAWUBUIYAJIbHBIX JIOMAIIHUX 3aJaHUAN
MIPEACTABICHBl Ha 00pa30BaTEILHOM IMOPTAJIC HA CTPAHMIIE JUCIUIUIMHBI K KOKIOMY 3aJaHHIO
OTJIENBHO.

CamocTosiTenbHas paboTa CTyIeHTOB By3a: pakTukyM /coctasurenu: T.I.Hepernna, H.P.Ypa3aesa,
E.M.Pa3ymoBga,

T.®.OpexoBa;Marauroropckuiiroc. rexunueckuityn-ruM.I".M.Hocosa.-Maruutoropck: MI'TYum.I".1.Ho
coBa,2019.-1CD-ROM.-3arxn.cturyn.skpana.-URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/381
6.pdf&view=true (mara obpamenus: 28.08.2020).- MakpooOBeKT.- TeKCT: 3MeKTpOoHHBIA. — CBeIeHus
noctymHbl Takke HaCD-ROM.
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I/IHQ)OpMaHI/IOHHO-aHaHI/ITI/I‘leCKa}I

[TouckoBast cucrema  Axaaemus|URL: https://scholar.google.ru/
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JIUHOE OKHO JoCcTyna K
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OneKTpoHHbIE pecypchl OnbimoTekH http://magtu.ru:8085/marcweb2/Default.asp
MI'TY um. I'.1. Hocora

Poccwuiickas I'ocynapcreennas (https://www.rsl.ru/ru/4readers/catalogues/
oubnmoreka. Katanoru

9 MaTepuajibHO-TeXHHYeCKOe o0ecreyeHue TUCIUIIHHBI (MOTYJIs1)
MaTepI/IaJ'IBHO-TeXHI/ILIGCKOG 06€CH€‘I€HI/I€ JOUCIHUIIJIIMHBI BKJIFOYACT:

VY4ebHble ayTUTOPUH JUTSI IPOBEICHUS 3aHATHIA JIGKIIMOHHOTO THIIA: 10CKa, MYJIbTUMEIUIHbIE
CpEeJICTBA XpaHEHUs, TIepeiayll U MpeACcTaBIeHUS HH(OPMAaLIUH.

VYueOHble ayIUTOPUM JUIS TPOBENEHUS MPAKTUUECKUX 3aHATHHM, TPYNINOBBIX U
WHAUBUAYAJIbHBIX KOHCYJIbTAllMM, TEKYIIEro KOHTPOJS M MPOMEXKYTOYHOW aTTeCTallMU: JI0CKa,
MYJBTUMEANNHBIN IPOEKTOP, IKPaH

[Tomemienust st caMOCTOSITENIEHOM paboThl 00YUaAIOLIUXCS: EPCOHANIBHBIE KOMITBIOTEPHI C
naketrom MS  Office, BeixogoM B HMHTepHeT © ¢ JOCTYIOM B  DJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

[Tomemnienue ans XpaHeHus: ¥ NPOPUIAKTHIECKOr0 00CTyKUBAaHUS y4eOHOT0 000PYAOBAHHUS:
mKkagsl JUIST XpaHeHUs Y4eOHO-METOAMYECKOW JIOKyMEHTAallUd, Y4eOHOro oO0OpyaoBaHHs U
y4eOHO-HaTJISATHBIX TTOCOOHUH.
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IMpuioxenue 1

Y4yeOHO-MeTOAUYEeCKOE 00ecTieYeHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs

IIpakTnuyeckoe 3aganue Ne 1
10 AUCHMININHE «MexayHapoAHbIe CTAaHAAPThI yIIPaBJICHUS
AOKYMEHTAMI»

1. CocTaBUTh TEPMHHOJIOTHYECKUN CIIOBAPUK B BUJEC TAONHUIIBI, TOIB3YICH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomernoayuu
B cron6en Ne 1 BHOCATCSA TEPMHUHBI, KOTOPbIE BXOJSAT B TEPMUHOJIOTUYECKUE
ciucku Tosbko ctanaaptoB UCO (I'OCT P UCO 15489-1-2007 u 'OCT P UCO
30300-2015). B poccutickux tepmunosoruueckux ['OCTax (I'OCT P 51141-98 u
['OCT P 7.0.8-2013) neobxoaumo HaiiTu coorBeTcTBYI0IMI NCO TepmuH, eciiu oH
OTCYTCTBYET, TO B HYXKHYIO Tpady TaOIMIbl BIUCHIBAETCS CIOBO «OTCYTCTBYET).
[Tocne Tabmuipl B BUAE TEKCTa HEOOXOAMMO CHAENATh BBIBOJBI O COOTHOIICHUHU
COCTaBa TEPMUHOB M UX TOJKOBAHUSIX.
Dopma mabauywl Kk 3a0anuio 1
ComnocTaBUTENBHBIN aHAJIN3 TEPMUHOB U ONPEICIICHAN

TepMmuHbI IroCT P rocrtp IroCcT P rocrtp
51141-98 nCco 7.0.8-2013 nCco
15489-1-2007 30300-2015
1 2 3 4 5

2. Tlonwb3ysice Tpeboanusamu n.5 TOCT P MCO 15489 no naenTudukaniu
HOPMATHBHOM CpEJIbI, COCTaBUTh IMEPEYCHh HOPMATHBHBIX IMPABOBBIX aKTOB JIJIS
OJIHOM (Ha BBIOOP) OpraHU3aALMH (CM. CIUCOK HUXKE).

Memoouueckue pexomernoayuu

I'pynnupoBky aktoB, 3agannyto ['OCT P MCO 15478, cneayer coxpaHsTh
oOsi3atenbHO! [l TIOATOTOBKM HOpMAaTUBHOW 0a3bl  oOnMpaiTech Ha 0asy
CIpaBOYHBIX MpaBoBbIX cucteM Koncymprantllnroc, I"apant, Komekc; mo Bumam
JESATEIIBHOCTH MOXKHO TIOJIb30BAThCS cnpasourol ungopmayueti "Cpoku xpanenus
ooxymenmos opeanuzayui” Ilopmana «Koncynemaunmllniocy [DNeKTPOHHBIN
pecypc]. — Pexxum nocrtyna: http://www.consultant.ru/document/cons_doc LAW 121777/

Cnucox opranu3zanmiil

1.3A0 «Potop» (HerocymapcTBeHHasi OpraHu3alus, OCHOBHOM BHU]L
HYKOHOMHUYECKON NIeATeTbHOCTH — PeMOHT MammH u 000pYyI0BaHUS, MECTO
peructpaiuu — r. YensiouHck);

2.000 «Xonmc» (HErocyJapCTBEHHash OpraHu3alys, OCHOBHOW BH]I

AKOHOMHUYECKOMN JACATCIBHOCTH — YacrtHas ACTCKTUBHAA M OXpaHHad ACATCIbHOCTD,

1 I'Ipmmeanme: HasBaHue u XapPaKTEPUCTUKKN BCEX YKA3AHHbIX OpFaHM3aLLMﬁ YC/NOBHbI.



http://www.consultant.ru/document/cons_doc_LAW_121777/

MecTo peructpamuu — T. Y da Pecnmy6nuku bamkoprocran);

3.AHO «Betep cTpaHcTBuil» (HErocynapcTBeHHas OpraHu3aius, OCHOBHOMN
BUJI SKOHOMHMYECKOW JEATEIbHOCTH — TypuCTHUECKass AESTEeIbHOCTh, MECTO
peructpauuu — 1. Cankr-IletepOypr);

4. UIl1 «BanoB N.1.» (OCHOBHOW BHJ SKOHOMHYECKOH IEATCIBHOCTH —
JleaTenbHOCTh  MPEANPUATHI  OOIIECTBEHHOTO IMTAHHMS 1O OOCITY)KHBAHHUIO
TOPKECTBEHHBIX MEPOINPHUITUN M MPOYUM BHUJAM OpPTaHU3AIMU MUTAHUA, MECTO
peructpanuu — r. MaraHuToropck).

[Ipumeuanne: Haseanue u xapakmepucmuku 6cex YKA3aHHbIX OpeaHUu3ayuul
VCILOBHDL.

Jlumepamypa
1. I'OCT P 51141-98. TI'ocynapcTBeHnsslii cranaapT Poccuiickoi
Oenepanuu.  Jlenonpous3BOACTBO M apXMBHOE JAen0. TepMHUHBI U
onpenenenus. (yrB. IloctanoBnenuem ['occtangapra Poccun ot 27.02.1998

N 28). [ DNEeKTPOHHBII pecypc]. Pexum JIOCTyIIA:
http://base.consultant.ru/cons/cgi/online.cqgi?reg=doc;base=LAW:n=135550

2. I'OCT P 7.0.8-2013 Cucrema craHgapToB 1no HH(OpMaluu,
OMOIMOTEYHOMY M M3IATEIbCKOMY Jely. [lelonponu3BOACTBO M apXUBHOE

neno. TepMuHBI U ompenesieHus [ DNEeKTpOHHBIN pecypc]. Pexnm nocrymna:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013

3. I'OCT P HMCO 15489-1-2007. HamumoHanbHBIM CTaHIApPT
Poccuiickoii  ®enepanuu. Cucrema cTaHaapToB 1o  HH(OpManuw,
OMOJMOTEUHOMY M HW3AATEIBCKOMY JeNly. YTpaBieHUE JOKYMEHTaAMH.
O6mrue TpedoBanus (yTB. [Ipukazom PoctexperynupoBanus ot 12.03.2007 N
28-cT) [DJIeKTPOHHBIIM pecypc]. Pexum JOCTyma:
http://base.consultant.ru/cons/cgi/online.cgi?reg=doc;base=LAW;n=135548

4, Iroctr P HCO 30300-2015 Cucrema cTaHIapTOB IO
uHdopmaruu, OMONMMOTEeYHOMY WM H3Aarenbckomy aeny. Wudopmarus u
nokyMeHTtarus.  CucteMmbl — ympaBieHuss — JgokymeHTamMu.  OCHOBHBIE
noJsioxkeHus u cioBaps (yTB. [Ipukazom Poctexperynuposanus ot 09.12.2015
No 2123-ct) [Dnextponnbiit pecypc] / ®I'YII Cranmaptundopm. — Pexum
nocryna: http://protect.gost.ru/document.aspx?control=7&id=202553

S. Jlapun, M.B. VYmpasneHue [OKyMEHTaMHM Ha  OCHOBE
MexayHapoaHoro crangapra MCO 15489-2001: wmeton. mocobue /
M.B. Jlapun, O.U. PeickoB; BHUMNJIA/I. M., 2005, C.5-20.

Humepnem-pecypcol
1. KoncynpranTlIntoc. — Pesxum octyma: http://www.consultant.ru/
2 .adopmanmonHo-npaBoBoit  moprtan  «[apant.py». — Pexum
JocTyma: http://www.garant.ru/

3. UndopmannonHo-npasoBas cucrema «Koaekc». — Pexxum noctyna:
http://www.kodeks.ru/

IpakTnueckoe 3aganue Ne 2
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o JUCIMIIIMHE «Memyﬂapoz{mﬂe CTaHIapPThI 110 YIIPpaBJICHUIO
AOKYMEHTAMMN»

1. [Tonb3ysce mpenjaraeMbIMM MCTOYHHKAMHU, COCTaBUTH B BUJE TaOIHUIIBI
mooenv oyenxku mpebosanuti I'OCT P UCO 15489 no cobarooenuro npunyunog
ROIUMUKYU 8 0011aCMU YAPABTIeHUsT OOKYMEHMAMU.

B niepBbIil cTo10€11 BHOCUTCS IIUTaTa U3 TEKCTa YKa3aHHOTO CTaHJapTa, Iie
oroBapuBaeTcsi Ha3BaHHBIK B cronOue Ne 2 mppunnun. Ilurara pomkHa
COIIPOBOXJIATHCS TOYHOM CCBHUIIKOM.

B tperuii cronben BHOCATCA MoOKazaTenu (Ha3BaHMUS JOKYMEHTOB H/HIIU
3aMKMCceil 0 MPOU3BEAEHHBIX JIEUCTBHSX), 10 KOTOPHIM MOKHO CY/IHMTbh, YTO JTAHHBII
IPUHIUI COOJIIOAAETCS B XO€ YIpaBieHUs TokyMeHTaMu. CienyeT npoayMartb u
nofo0parb Kak MOXXHO OoJibllIee KOJIMYECTBO BO3MOXKHBIX J0Ka3aTEIbCTB,
CBUAETEILCTB COOJIIO/IEHUS Kaxaoro npuHiuna. K nokasarensm ciaenyeT OTHOCUTh
OTBETCTBEHHOCTb JOJDKHOCTHBIX JIMI[ O COOJIONEHUIO KaXI0ro MpHUHLMIA U
OoCHOBHbIE pe3ynbTaThl CY /1.

Bropoii cronber Tabauipl HE 3aM0JIHAETCS U HE JOTIOIHSIETCA.

dopma Tabnuiml 1

Mooenv oyenxu coomeemcmaus mpedosanusim I'OCT P HCO 15489-1-2007

1o cOON00EHUI0 NPUHYUNOB NOJUMUKU 8 001ACMU YNPABILEeHUS OOKYMEHMAamu

ITonoxxenue cranmapra [Tpuniun [Tokazarenu
I'OCT P UCO 15489 COOMIOICHUS
(myHKT Ne 1 Ha3BaHUe) IIPUHIINIIA
1 2 3
[TpunaMn

SKOHOMUYECKOH
1enecoo0pa3HoCTu

[IpuHnumn yuera
OpraHU3alMOHHOU Cpebl

[IpuHIHKIT COOTBETCTBUSA
HOPMAaTUBHOM cpejie

[TpuHIMTT COOTBETCTBUSA
JEIIOBOH JeSATEILHOCTHU

2. Omupasice Ha TpeboBanus crangapta [OCT P UCO 15489, pazpaborarth
Moodenb oyenku kaxcoou xapaxmepucmurxu CY/].

JlaHHbIC CleyeT 3aHECTH B TaOIUILY.

B mepBbIil cTonben BHOCUTCS IUTaTa U3 TEKCTa YKa3aHHOTO CTaHIApTa, TJIe
oroBapuBaeTcsi HazBaHHas B ctonoue Ne 2 xapakrepuctuka CY/I. Llurara gomxHa
COIIPOBOXJIATHCS TOYHOM CCBHUIIKOM.

Bropoii cronber Tabnuilbl HE 3aMOMHIETCS U HE IOMOJIHAETCS.

B Tpernii ctonben BHOcATCS MoOKas3aTesld (HA3BaHUSI JOKYMEHTOB W/WIH




3aMMcei 0 MPOU3BEACHHBIX IEUCTBUIX, IEPEUHUCIEHNE OCHOBHBIX PE3YJIbTATOB), IO
KOTOPBIM MOXHO CynuTh, 4To CY ][ mocturia TpedyemMbIx XapaKTepUCTHUK.

B kadecTBe BCIOMOraTelIbHOIO MCTOYHMKA JJIA 3aII0JTHCHU S CTOJ'I6H8, Ne 3

ayumie ucnosb3oBats [OCT P UCO 22310-2009 u 'OCT P UCO 30300-2015.

dopma TabaUIB! 2
Mooenv oyenxku coomeemcmaus mpedosanusim I'OCT P HCO 15489-1-2007
no coomeemcmauio CYJ] mpebosanuam cmanoapma

[Tonoxxenue crangapTa Xapakrepuctuku CY /] [Tokazarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBAHUAM
Ne u Ha3Banmue) CTaHjaapTa
1 2 3

Hagexuocts CY /[]

Hemoctaocts CY ]|

CootserctBre CY/]

KommniiekcHOCTE
Ccvya

Cucremuaocts CY]]

Hcemounuku u numepamypa

. TOCT P HCO 15489-1-2007. HauuwonanbHblii cTanmapt Poccuiickoit
®enepauuu. Cucrema CTaHAapTOB MO HHPOpMaUUU, OUOIMOTEHHOMY H
U3aTeNIbCKOMY Jiey. YTpaBieHue fokymentamu. Ooiue TpedoBanus (yTB.
[Tpukazom PocrexperymupoBanus ot 12.03.2007 N 28-cT) [DneKTpOHHBII

pecypcl]. Pexum JIOCTyIIA:
http://base.consultant.ru/cons/cgi/online.cqgi?reg=doc;base=LAW:;n=135548

. TOCT P MUCO 22310-2009. Undopmanus u gokymMeHTanus. PykoBoacTBo
I pa3pabOTUMKOB CTaHJAPTOB, YCTAHABIMBAIOIIMX TpPeOOBaHUS K
ynpaBienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmaptuadopm, 2010.
[DNEeKTpOHHBII pecypc]. Pexum JNOCTyIIa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

. TOCT P UCO 23081-1-2006. Mudopmanus u goxkymeHnrtarus. [Iporecchbl
yOpaBJEHUs JOKyMEHTaMH. MeTagaHHble Uil JOKyMeHTOB. Yacte 1.
[Mpunmuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

Cranmaptuadopm, 2009. [DOnexkTpoHHBIM pecypc]. Pexum pocrymna:
http://www.norm-load.ru/SNiP/Datal/54/54932/index.htm

. T'OCT P HCO 30300-2015 Cucrema cranmgapToB 10 HH(pOpMAIUH,
OoubnuoTeuHoMy W u3AaTesnbckomy aeny. MuHdopmanus v goKyMeHTaIusl.
Cucrembl ymnpaBieHus AokymMeHTamMu. OCHOBHBIE TOJIOKEHHSI U CIIOBaph
(yrB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Neo 2123-c1)



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://files.stroyinf.ru/Data1/58/58314/#i132385
http://www.norm-load.ru/SNiP/Data1/54/54932/index.htm

[Dnextponnsbiii pecypc] // ®I'VII Cranmaptundopm. — Pexum nocryna:
http://protect.gost.ru/document.aspx?control=7&id=202553

5. Kopuees UK. Ynpasnenue nokymeHntamu : yueOHHK a7s By30B /Ilmenko
A.B., Ma-mypues B.A. - UH®PA-M, 2009. -299 c.

6. Jlapun, M.B. VmpaBienue IOKyMEHTaMH Ha OCHOBE MEXIYHApPOIHOTO
cragaapra MCO 15489-2001: meton. mocobue / M.B. Jlapun, O.U. Prickos;
BHUUJAA. M., 2005, C.5-20.

[TpomesxxyTounblii TecT Ne 1
0 TUCHUIUTMHE «MeXTyHapOHbIE CTAHIAPThI YIIPABJICHHS TOKYMEHTAMU»

1.IlpuMeHeHne MeXKAYHAPOAHBIX CTAHJAAPTOB B  OTE€4YeCTBEHHOM
J1eJIONPOU3BOACTBE HAYAJIOCH ...
1. B konie XIX B.
2. B Havane XX B.
3. B koHIe XX B.
4. B Hauvane XXI B.
2.Korma Obuia  co3gana  MeXayHapoaHasi  OpraHu3anusi 1O
crangapruzanuu (International Organization for Standardizations)?

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

3.bykBbl «MCO (ISO)» Ha MeKIYHAPOIAHBIX CTAHAAPTAX 0003HAYAIOT:

1. CokpalleHHOE  HAa3BaHUE  MEXIYHApOJHOW  OpPraHHU3alHH
(International Organization for Standardizations)

2. ['peueckuii KOpPEHb “is0” 0003HauaeT  «pPaBHBIIY,
«COOTBETCTBYIOIIUINY;

3. I'pynny crangapToB, HOCBSIIEHHBIX YIIPABICHUIO JOKYMEHTAMHU
U apXUBaMHU;

4, [IpunagnexHocts  MeEXIyHAapOJHOW ~ OpraHu3alMd 10

crangaptuzanuu kK OOH.
4.B mocieaHue aABa JecATWIEeTHs padora ¢ jJokymeHtamu B Poccum
U3MEHMJIACh MO BJusiHueM ABYX ¢akropos. HazoBure ux.
1. I'moGanuzamusi DJKOHOMHUKH.
2. VI3amMeHeHue 001IeCTBEHHOTO CTPOSI.
3. TloBcemecTHOE BHEJPEHUE KOMITBIOTEPHBIX MH(pOPMAITMOHHBIX
TEXHOJIOruM U MHTepHeTa.
4. BHenpeHue MeXIyHApOIHBIX CTaHAapTOB.
5.4T10 cnocoO0CTBOBAJI0O AKTHUBU3AIMU MEKAYHAPOAHON CTAHAAPTH3ALUH
U cepruuKanuu B 00,1aCTH yIIPABJIEHUS JOKYMEHTAMU?
1. BHenpeHnue 3JIeKTpOHHOTO JOKYMEHTO000pOTa.
2. Cranmaptusamnus MEHEIKMEHTA.
3. YBenmnueHrne KONMMYECTBA OKCIEPTOB, YYACTBYIONIUX B pa3pabOTKe
CTaHapTOB.
4. VI3MeHeHHs B 3aKOHOIATEILCTBE.


http://protect.gost.ru/document.aspx?control=7&id=202553

6.Hauayiom MeKIyHAPOAHON CTAHAAPTU3ALMU NIPUHATO CYUTATh...

1. 1875 r., korga ObuIO yupexaeHo MexayHapogHoe O0I0po Mep U BECOB U
npuHsATa MexayHapoaHasi METpUYecKasi KOHBEHIIUS;

2. 1893 1., xorjaa Obuta 00pa3oBana ['maBHas [1amata Mep 1 BeCOB BO IJ1aBe C
J.1. MeHaeneeBbIM;

3. 1918 roay, xoraa 6su1 npunaT Jexkper CoBera Haponusix Komuccapon
«O BBEIEHUU MEKIYHAPOIHON CUCTEMBI MEP U BECOBY;

4. 1947 r., xorma Havaia padotath MexayHapoaHasi oOpraHuzanus
CTaHJapTU3al1H.

7.Ha3zoBuUTe TPU MEKAYHAPOIHbIE€ OPrAHNU3AIMHU 110 CTAHJIAPTH3AIUMN.

1. MexnyHapoaHasi 31€KTPOTEXHUYECKAsT KOMUCCHS;

2. MexayHapoaHas OpraHu3alys CTaHIapTH3AINN;

3. Mexaynapoanasiii Coro3 DIEKTPOCBS3H;

4. EBpornencKkuii MHCTUTYT CTaHAapTOB AJIEKTPOCBSI3U.

8.B uem cnennduka NOHMMAHUSA TJIABHOM 1[I NPUMEHEHUS CTaHAapTa
3a pyOexxoM, B OTJIHYHE OT POCCHICKOr0 TOJKOBAHUS HA3ZHAYCHHS
CTAaHAAPTOB?

1. HopmatuBHOe ennHooOpa3ue NeHCTBUN U PEe3yJIbTaTOB IPUMEHEHUS;

2. HopmaTuBHOE 3aKkperieHue MUHUMAJIBHBIX TPEOOBAHUM K TIPOIYKIIUU U
yCIIyraMm;

3. Tlomyuenne BceoOmUX ONTHMAIBHBIX TPEHMYIIECTB Ha OCHOBE
YAOBJIETBOPEHUS TPEOOBAHUM BCEX 3aMHTEPECOBAHHBIX CTOPOH;

4. JlocT>KeHUE HAy4YHO, TEXHOJIOTHYECKH U TMPAKTUYECKU OOOCHOBAHHBIX
pEe3yJIbTATOB.

9.Ha3oBuTe NPaBWIBHYI0 I0CJEI0BATEJBHOCTh J3TANOB pPa3padoOTKH
MexayHapoaHbIX cranaapros MCO.

1. Pabounii mpoekt —IIpoekT komuTera — [IpoekT MeXITyHApPOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKAYHAPOJHOTO CTaHaapra —
MexayHapOoaHbIi CTaHAAPT — TE€XHUYECKUU OTYET.

2. PaGoumii mpoekt —IIpoekt komurera — IIpoeKT MeEXITyHApOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKAYHAPOJHOIO CTaHaapTa —
MexayHapOoaHbIN CTaHIAPT.

3. Pabounit mpoekt —IIpoektT kommrera — I[IpoEKT MEXKTYHAPOIHOTO
crangapra — MexayHapOaHbI CTaHAapT.

4. TIpoekT MEXIyHapOJAHOTO CTaHjaapTa — MeXIyHapOoaHbIH CTaHIapT
—HanuoHnaneHbIN CTaHAAPT.

10.Yem wusmepsiercssi 3(QP(PEKTHUBHOCTH NPUMEHEHHUS] MEKIYHAPOIHOIO
craHgapra?

1. TonHo# yHU(UKaAIIUEH MPOIIECCOB OPraHU3AINH.

2. Co3naHuemM HEOOXOIMMOTO TTaKeTa JOKYMEHTOB.

3. OTcyTcTBHEM HApEKaHWM CO CTOPOHBI HA30PHBIX OPTaHOB.

4. TlomydyeHne KOHKYPEHTHBIX TMPEUMYIIECTB, TMPUOBLIM 32  CYET
COBEPIIECHCTBOBAHUS CUCTEMbI OpraHU3aIuu JEJI0BOU JIESITEIHbHOCTH.

11.B momcke orBeTra Ha BONPOC, B 4YeM MNPHYMHA IUIOXOI0 KavyecTBa
TOBapoOB M ycJIyr, d3kcnepTsl MCO npunin K BbIBOAY, YTO OHA 3aKJII0YAETCS
BCeraa ...



B HU3KOW MpOo(dheccHoHaNbHOM MOATOTOBKE MEePCOHANa;
B HU3KOM Ka4e€CTBE ChIPhS;
B HeJlocTaTke (PMHAHCUPOBAHUS,
4. B IIJI0OXOW OpPraHU3alMi MEHEKMEHTA.
12. K kakoii cepum cranaaproB Bocxoaut cranaapt MCO 15489-2001
«YnpaBJieHHe J0OKyMeHTaMmu» ?
1. Cepuu ISO 14000
2. Cepun ISO 9000
3. Cepuum [SO 10000
4. Cepuu 30300
13.Ykaxure npaBWiIbHOe MNPOAO/LKeHHEe BbICKa3biBaHusi: «Cucrema
MeHeIKMEHTAa Ka4yecTBa — 3T0...»
1. Cucrematuyeckass UACHTU(PUKALMS W YHOPSJOUYCHUE  JEJIOBOU
NEATeIbHOCTH M (MJIM) JOKYMEHTOB IO KaTerOpHsIM B COOTBETCTBUU C

W=

JJOT'HYCCKH CTPYKTYPHUPOBAHHBIMHU YCIIOBUAMU, MCTOJaMH )51
IMpoUCAYPHBIMH IIpaBHJIaMHU, IIPCACTABJICHHBIMU B KHaCCH(l)HKaHHOHHOﬁ
CHCTCMC.

2. CucreMa MEHEI)KMEHTa JUIsl pyKOBOJICTBA U YIPABJIECHUS OpraHU3aluei
IPUMEHUTENIBHO K Ka4ECTBY.

3. COBOKYNHOCTbh OCHOBHBIX JCMCTBHI, HANpPaBIECHHBIX Ha JOCTUKEHHUE
MOCTaBJICHHBIX 3a7a4 (1[eJIeH, MOIeneii).

4. OOmue HaMepeHUsT M HampaBlIeHUA JESATENbHOCTH OpPraHU3alld B
o0nmacTu  KayecTBa, OQPUIMAIBHO  C(HOPMYJIUPOBAHHBIE  BBICIIUM
PYKOBOJICTBOM.

14. TpeboBaHus K cUCTEeMe MEHEAKMEHTA Ka4eCcTBAa ONMCAHBI B...

1. Cepuu ISO 14000

2. Cepuu ISO 9000

3. Cepuu ISO 10000

4. Cepuu 30300

15.Koraa B Poccnu nosiBusinch nepsbie ctangaptbl no CMK?

1. B1947r.

2. B1987r.

3. B1997r.

4. B2000r.

16.Kakoe MecTO OTBOAMTCH YNPABJCHHI0 JOKYMEHTAMH B CTaHAApPTaX
HNCO 9000?

1. VYopaBieHue HOKyMEHTaMH pacCMaTpUBaeTCAd KaK BCIOMOTIAaTeNbHbIN
nporecc, 00CyKMBAIOIIUNA MEHEIKMEHT.

2. YmpaBieHue JOKYMEHTaMU  SIBJSIETCS CaMOW  Ba)XHOM  4acThlo
MEHEKMEHTA.

3. YmpaBieHue 10KyMEHTaMHU SBIISIETCS COCTAaBHOM YaCThIO MEHEIKMEHTA.

4. YnpaBiieHHE JOKyMEHTaMHU HE paCCMATPUBAETCS U HE OMUCHIBAETCS.

17.B yeMm 3akJI04aeTcs YHUBEPCAJIbHOCTH cTanAapToB ISO cepuun 9000?

1. Oun mnpuMeHHMBI ISl JI0OOOM OpraHu3alil BHE 3aBHCUMOCTH OT
YHCIIEHHOCTHU MepCcoHana, (OpMbl COOCTBEHHOCTH, 3aHUMAEMbIX PHIHKOB,
XapaKTePa BBITYCKAEMOW MPOIYKIHH WU OKa3bIBAEMBIX YCIIYT.



N

Onu npeanararoT oHy oOLIYI0 YHUBEPCATBHYIO MOJIEIb MEHEI)KMEHTA.

3. YHHBEpCaATbHOCTh CTAH/IAPTOB 0OECIICUUBAETCS TEM, YTO B TPEOOBAHUSIX
OBLITM YYTEHBI MHEHHSI Pa3HBIX IKCIIEPTOB.

4. YHUBEpCAJIbHOCTh MPOSIBISETCS B TOM, YTO JAHHOW cepuud OOOOIIEHBI
TpeOOBaHUSI IPYTUX CEpUN CTaHIAPTOB.

18.B ocnoBe crangaproB cepuun 9000 Bepcuii 2000 r. u 2015 r. gexkur...

1. KOMILIEKCHBIN MOAXOT;

2. CHCTEMHBIN MOIXO]I;

3. yHHBepcaJIbHBIN OIXO;

4. mpOUECCHBIN MOAXO.

19.0co0enHOe OTHOLIEHHMEe K AOKyMeHTanuu cranaapros 9000:2000
onpeaessieTcs TeM, 4TO...

1. Ha xaxxaom mOpennpusiTid, B KaKIOM OpraHu3aluu JOJDKHA OBITh HE
TOJILKO pa3paboTaHa, BHEApPEHA M JIEHCTBOBATh CHCTEMa MEHEIKMEHTa
Ka4yecTBa, HO 33JJ0KyMEHTHPOBAHA;

2. YnpaBieHUE JIOKyMEHTAMH paccMaTpUBAETCs KaK BCIIOMOTaTENIbHBIH
pouecc, 00CTyKUBAIOIIUN MEHEIKMEHT.

3. YmpaBieHue JOKYMEHTaMH  SBJIIETCS  CaMOM  BaXHOM  YacTbiO
MEHEKMEHTA.

4. VYrmpaBieHue JOKYMEHTaMH SIBJISIETCS COCTABHOM 4aCThIO MEHEPKMEHTA.

20.Moxenbr  MeHeMKMEHTa  KayecTBa  [J0JUKHA  COOTBETCTBOBAThH
npuHuunam CMK. CkoJibk0 npyHUMIIOB oropapuBaercs B cranaaprax UCO
9000 Bepcum 2015 1.

1. 5 npuHUUIIOB;

2. 6 IPUHIINATIOB;

3. 7 IPUHIUIIOB;

4. 8 MpUHITUIIOB.

21.«PUCK-OpMEHTHPOBAHHOE MBbIIJICHHE» TMOABHJIOCH B CTaHAAPTaX
BEpPCHH...

1. 1987r.

2. 1994 r.

3. 2000 r.

4. 2015T.

22. Kakoil TeXHMYECKHMH KOMMTET SIBJSIETCS TJIABHBIM IO pa3padoTke
CTAHIAPTOB 10 YNPABJIEHHUIO JOKYyMeHTaMu ?

1. TK 176 «YnpaBieHue KauecTBOM;

2. TK 68 «baHkoBckoe €0, IIEHHble Oymaru W Apyrue (UHAHCOBBIC
YCIIYTH»;

3. TK 46 «Mudpopmanus 1 TOKyMEHTALUS»;

4. TK 6 «bymara, KapTOH U LEJUTIOJI03a».

23.oxymentanusa CMK Br/IIO4aeT ciaeAyOIMid NaKeT JOKYMEHTOB:

1. Muccus opraHu3alyy, LEIW U TMOJIUTHKA OpraHUu3alyd, PYKOBOJCTBO IO
KaueCTBY, JOKYMEHTUPOBAHHbBIE MPOLEAYPHI, TOJKHOCTHBIE MHCTPYKLHH U
MOJIOKEHUSI O CTPYKTYPHBIX MOAPA3ACIICHUSX, CTAHAAPThl OpraHu3aluu 1
pabouue MHCTPYKLIMH.

2. JIOKyMEHTHUPOBaHHBIE  MPOLEAYPhl, JODKHOCTHBIE  WHCTPYKIUU |



MOJIOKEHUSI O CTPYKTYPHBIX MOJIPA3/ICNICHUSIX, CTAaHAAPThl OpraHU3aluud U
paboure UHCTPYKITUH.

3. enu w moiMTHKa  OpraHu3ald, pPYKOBOJCTBO IO  KayecTBY,
JIOKYMEHTUPOBAHHbBIE TIPOLIEYPHI, TOJKHOCTHBIE MHCTPYKIIUU U TOJIOKEHUS
O CTPYKTYPHBIX TMOJpa3JeieHUsIX, CTaHAApThl OpraHu3aluu u pabdouue
WHCTPYKIIUY;

4. PyKOBOJICTBO MO Ka4ye€CTBY, AJOKYMEHTHPOBAHHBIE MPOIEAYPHl, CTAHIAPTHI
OpraHu3allvy U padoure HHCTPYKIUU.

IIpome:xxyTouHbIN TeCT Ne 2
no JucuuIuinHe «MexayHapoaHble CTAHAAPTHI yIPABJIeHUSA
AOKYMEHTAMI)

1. Kakomy Ttexunueckomy komurery MCO ObL1a mopydeHa paspadorka
ISO 154897

1. TK 46 «Mupopmanus u JOKYMEHTALH;

2. TK 176 «YnpaBieHue Ka4eCTBOMY;

3. TK 171 «BocnpousBeneHue 10KyMEHTOBY;

4. TK 37 «Tepmunonorust (IpUHIMITBI U KOOPUHAITUS ).

2.Jlouemy ¢yHKHMH cekpeTapuar o0eclme4YuBaJ ABCTPAIMUACKHI
HALMOHAJIbHBIA OPraH cTaHAapTH3ANNH?

1. B ABcTpanuu JydIire CeKpeTapu.

2. ABcrpanus BeICTyIMJIA ¢ MHUIIMATUBOM co3manus SO 15489,

3. ABCTpanus paHbllle JAPYyrUX BHEJIPWIA HAIMOHAJIBHBIM CTaHIApPT IO
YIOPABJICHUIO TOKYMEHTAMU M €ro MPU3HAIN JTY4YIIUM B MEKIyHAPOIHOU
TIPaKTHKE.

4. ABcTpayiis BCcerja BbINOJHAET JaHHYI0 ¢pyHKuuo B TK.

3. Mexaynapoaunsiii crangapt ISO 15489 Bbime ...

1. B 2-X yacTsx;

2. B 3-X 4acTXx;

3. B 4-X 4acTsx;

4. B 5-TH 4YacTsx.

4. Kaxkue/as 4actb/m ISO 15489 ObliM mnepeBeeHbl W TNPHHATHI B
KayecTBe HAIMOHAJIBbHOI0 POCCHIICKOr0 cTaHaapra?

1. Tonbko 1-as yacTs.

2. Tonbko 2-ast 4acTh.

3. Tonbko 2-ast u 3-5 4yacTH.

4. Bce yactu.

5. Kak Obl1 oumenen crangapr ISO 15489 mekayHapoaHbiM
coodmecTrBom?

1. CranpmapT noarue rojibl MTHOpUpPOBaJICs MEXKIYHAPOIHBIM COOOIIECTBOM.

2. CranpapT BbI3BaJ HEOJNOOpEHHs, TaK KaK HE Y4YUTHIBAI OCOOEHHOCTU
JIEJIONPOU3BOICTBA KaXKIOM CTPAHBI.

3. Cranmapt I1SO 15489 Obutl mpu3HAH W BBICOKO OIICHEH, TaK KaK OH CTal
MPOTrPaMMHBIM JIOKYMEHTOM, B KOTOPOM TIEPEUMCIICHBI O00sS3aTelIbHbBIE
35IeMeHTHl 3()()EKTUBHOTO yMHpaBieHUs AOKyMEHTaMH Jito0oro ¢gopmarta, B



JI00BIX OpraHu3anuax (Jr000i OpraHM3allMOHHO-TIPABOBOM (OPMBI, BHUIA
HKOHOMHUYECKOU JIeATeTbHOCTH, (POPMBI COOCTBEHHOCTH).

4. Crangapt I1SO 15489 Oblm mpu3HaH U BBICOKO OIIEHEH BCEMH, KPOME
Mex1yHapOIHOrO COBETa apXMBOB, TAK KaK OH HE MPUMEHUM B apXHBHBIX
OpraHu3alusX.

6.Pycckas Bepcuss Mmexaynapoanoro cranaapra ISO 15489 nosismiace B
Poccuu...

1. B 2001 rony.

2. B 2002 romy.

3. B 2004 romy.

4. B 2007 rony.

7. Ilouyemy, mo mHeHuo B.®D. Aukosoii, UCO 15489 "craBur kpectr' Ha
JeJIONPOU3BOACTBE B CTAPOM MNOHMMAHUM?

1. Cranmapt KacaeTcsi BCEX JOKYMEHTOB OpraHu3aiuu (a He TOJIBKO
yIPaBICHYECKHX ), OTPAXKAIOLINX BCE JAEIOBBIE TPOLIECCHI.

2. Cranmapt 0003HauYMII HEOOXOIMMOCTh ITepecMoTpa craryca ciiyxosl JIOY u
€€ POJIU B JIEATEIIbBHOCTH OPraHU3aliH B LIEJIOM.

3. Cranaapt He npejanojaracT BO3MOKHOCTH MPUMEHSTh HAITMOHAJIbHBIN OTBIT
YIPaBJIEHUS TOKYMEHTAMHU.

4. Crangapt TpeOyeT MOJHOM 3aMEHbI BCel HAyYHO-TEPMUHOIOTHYECKOM Oa3bl
JIEJI0NPOU3BOICTRA.

8.Kakas eme MexayHapoAHasi OpPraHM3alusA 10 CTAHAAPTH3ALUH
onyosukoBaia oaHospemMenHo ¢ HMCO cranpapr mno ynpasJiieHHIO
JOKYMEHTAMHU?

1. EBpormelickuii HHCTUTYT cTaHAapTOB 3JekTpocssizu (ETSI);

2. Mexnynapoansiii Coro3 Dnexrpocsssu (ITU);

3. MexayHapoaHas snekTpoTexHuueckas komuccus (MOK/IEC);

4, MexayHapOIHbIH KOHCYJIBTATUBHBIA KOMUTET IO CTaHJApTHU3AIlMd CHUCTEM
kocmuueckux ganHbix (CCSDS)/

9. B kakom rogy MCO wu3MeHHM/Ia KOHUENIHUI Pa3padloTKH CBOHUX
CTAHIAPTOB M0 YNPABJEHUIO TOKYMEHTAMHU?

1. B2004r.

2. B2010T.

3. B2014r.

4. B2015r.

10. Kakoii "3 mnepeyMcJeHHBbIX HHUKEe MEKIYHAPOAHBIX CTAHIAPTOB
NpeJHa3HA4YeH Ui CO3[aHUsI B OPraHM3alMAX CHCTEM YyIpaBJIeHUSA
JOKYMEHTAMH Ha CTpaTernieckOM YpPOBHe, TO eCTb Ha YPOBHe
OTBETCTBEHHOCTH M B 30He NPUHSATHUS pellieHUil pyKoBoacTBA?

1. UICO/TO 26122:2008 (pen. 2009 wu 2010 rr.) «Wudopmarus wu
JOKYMEHTalusl. AHanu3 pabovyux MpOILECcCOB, MPUMEHIEMBIX B OTHOILIEHUU
JIOKYMEHTOBY;

2. UCO 23081:2004 (pexn. 2006 r.) «Uudopmarus u qokymenTarus. [Iporeccer
yIpaBJieHUs TOKyMeHTaMu. MeTalaHHbIe JIJIs1 JOKYMEHTOBY;

3. UICO  15489:2001 «Mudopmanuss W  JOKyMEHTAlMs.  YTPaBJICHUC
JIOKYMEHTaMU»;



4. CO 30300:2011 «Mudopmanusa u gokymentamus. CUCTEMbI YIIpaBICHUS
nokyMeHTaMu. OCHOBHBIE MOJIOKEHUS U CIIOBAPbY.

11. Kakas mnpo0Ojema/bl BO3HHMKJA/M ¢ BHeapenueMm cranaapra HCO
15489:2001? «ndpopmanusi ¥ TOKYyMeHTaALMsI. YTIPaBJeHHe JOKYMEHTAMI» B
Poccun?

1. IIpoGaema HaIMOHAILHOM crielU(UKHU B IPAKTUKE PAOOTHI C IOKYMEHTaAMHU.
2. TIpoGiaeMa HECOBMECTUMOCTH C POCCUHCKOM 3aKOHOIaTEIbHON 0a30.

3. IIpobnema orpaHHUEHHOCTH MTPUMEHEHUS CTaHAapTa.

4. TlpoGrema TEPMHUHOIOTHUECKOTO HECOOTBETCTBUSI.

12. IlepeBoa KakKHX TEPMHUHOB BBI3BAJ HaW0OJbIINE TPYIHOCTH Y

nepesoxunkos BHUNJIAJI?
1. apxus;
2. MeTaJaHHBIE;
3. JIOKYMEHT;
4. 3amuchk.

13. KiiroueBoe MOHATHE «yNPaBJIeHHE JOKYMEHTAMI» B PA3HBIX CTPaHAaX,
B TOM 4ucjie Poccuu, BbI3BAJI0 TEPMHUHOJIOTHYECKYI0 TUCKYCCHIO. C KaKuMH
U3 NepPeYnCJIeHHbIX HUKE MOHATHI ero CTPEeMUJIHCh 0TOXKAECTBJIATH?

1. ynpaBieHue JOKyMEHTOOOOPOTOM;
2. ymnpaBieHue HHpOpMaIHe;

3. yIOpaBJICHHE apXUBaAMU;

4. co BCEMHU MEPEUNCICHHBIMH.

[TpomexyTounblii TecT Ne 3
Mex1yHapoIHbI€ CTAHIAPTHI YIIPABJICHUS JOKYMEHTAMU

1. K xapakrepucrukam cucreM ynpasjeHus fokymesramu I'OCT P UCO
15489 oTHocur:
a) JOCTOBEPHOCTh, AYTEHTUYHOCTb, NPUTOAHOCTb U HCIOJb30BaHUA,
LEJI0CTHOCTH;
0) CHCTEMHOCTb, KOMIUIEKCHOCTh, ayTE€HTUYHOCTb, MHPUTOJHOCTb IS
UCITOJIb30BAHUS;
B) HAaJI€XKHOCTh, CHCTEMHOCTb, COOTBETCTBHE, JIETUTUMHOCTb, LIETTOCTHOCTB;
1) HAJIEXKHOCTb, LIEJIOCTHOCTh, KOMIJIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHE.
2.PacnpenesieHHOe ynpaBjaeHHe JOKYMEHTAMM — 3TO...
a) KOHTpoiupyemas u JokymeHTanpbHO odopmiennas CY]l, xotopas
CHOoCcOOHa MOIEPKUBATH AIbTEPHATUBHBIC BAPUAHTHI pa3MELICHUS IOKYMEHTOB;
6) CY I, ucrionp3yrorasi ayTCOPCUHT;
B) CY /I, rie oTBETCTBEHHOCTD 3a JIOKYMEHTBI paclpeieieHa MEeXy BCEMHU
pabOTHUKAaMU OpraHU3alINH;
r) npaBuiibHO crnpoektupoBaHHas CVY][, cOOTBETCTBYIOIIAsT METO0JIOTHU
NCO.
3.Bb100op HOcuTe 1 HHGOPMALIMU 3ABUCHUT OT:
a) CPOKOB XpaHEHHUsI TOKYMEHTOB
0) IPOrHO3UPYEMBIX TUIIOB UpPE3BbIYaHBIX CUTYAIIUI
B) MaTE€pHAJIbHBIX BO3MOKHOCTEN OpraHU3aLNH



r) 00beMa IOKYMEHTO000pOTa OpraHU3aIINH.

4. I'me oTpakarorcs cBeJeHUsi 000 BCexX ONEPANUsX CHCTEMbI YIIPABJICHUS
JOKYMEHTAMH, KOTOpPbI€ [0/LKHbI ObITH TNPOM3BEAEHbI € KOHKPETHBIM
TOKYMEHTOM?

a) B METQ/IaHHBIX O JJOKYMEHTE;

0) B KOHTPOJIBHBIX MPOTOKOJIAX CUCTEMHBIX IIPOIIECCOB;
B) B YUETHBIX 3aITUCSX;

I') B JKypHaJIe y4erTa.

5. Otor Merox (M OAMH W3 TNPOUECCOB YNPABJIEHUSA [TOKYMEHTAMM)
MOMOraeT YCTAHOBUTHb CBSI3b MEXKIY OTHAEJbHBIMH JOKYMEHTAMHU JIsl
ol0ecrieyeHust HENpPePbIBHOTO TOKYMEHTHPOBAHMS NesITeJIbHOCTH;
COIVIACOBAHHO NPHUCBAMBATH MMEHA JOKYMEHTAM B TedeHHe IJIMTEeJIbHOIr0
BpeMEHH; 0Ka3bIBATh OMOIIb NPHU MONCKe BCeX JOKYMEHTOB, OTHOCSIIIUXCH K
onpeae/iecHHONM (YHKUUM WM BHAY /[A€JOBOH [JAeSATEJIbHOCTH; ONpenesiTh
MOAXOASIIY 0 IS Pa3IMYHbIX rpyni JOKYMEHTOB 3alIUTy
KOHPUACHIMAJIBLHOCTH, a TaK/Ke pa3srpaHUM4YMBaTL JAOCTYN, MpaBa
10J1b30BaTe/ el Ha JOCTYIl WIH HA MPOBEACHUE ACHCTBUU € OnpeaeeHHbIMU
rpynnaMi AOKYMEHTOB; pacnpefejiTh OTBETCTBEHHOCTH MO YNPAaBJICHUIO
ompeJeJeHHbIMH TPYNIIAMH JOKYMEHTOB; pacnpeaesitb JOKYMEHTbI IO
OTACJbHBIM MNpOLEIYPaM B PaMKax [1eJ0BOH [eATeJbHOCTH; OIpeaessiTh
COOTBETCTBYIOIIHE CPOKM XPAaHEHUS] M JeiiCTBUA MO OTOOPY JOKYMEHTOB HA
XpaHeHHe WK YHHUYTOKeHue. HazoBure 3ToT MeTox (M nmpouecc).

6. KakuM HOPMATMBHBIM [IOKYMEHTOM B OPraHu3aldu JdO0JIKHO
perjiaMeHTHPOBATHLCS KOHBEPTUPOBAHUE U MUTPALUs TOKYMEHTOB M3 OHOI
CHUCTEMbI YIIPaABJIE€HUS JOKYMEHTAMH B IPYryio?

a) 'OCTowm;

0) ycTaBOM OpraHu3aIiu;

B) MHCTPYKIIMEH MO0 KOHBEPTUPOBAHUIO U MUTPAITUHU TIOKYMEHTOB;

I) OPUKAa30M O KOHBEPTUPOBAHMU M MUTPAUU JOKYMEHTOB W3 OJIHOW
CUCTEMBbI YIIPAaBJIEHUS TOKYMEHTaMU B JIPYTYIO.

7. CYA noaxkHbl ObITH CHPOEKTHPOBAHBI TAaK, 4YTOObI [JOKYMEHTHI
COXpaHsUIn 4 CBOIICTBA HE3aBUCHUMO OT JIOOBIX M3MEHEHMHd B CHCTeMe Ha
NPOTSZKEHUH BCEro NMepuojaa MX XpaHeHUs M Mcnob3oBaHus. HazoBure 3T
cBoiicTBa. OTBET BIUIINTE CI0BAMU
8. TOCT P HCO 15489 ompenenasier, 4T0 «ymnpaBJieHHE IMPOLECCOM
JA0CTyNa MNpeAyCMAaTpUBaeT, 4YTO: a) JAOKYMEHTBbI pacnpeiejeHbl [0
KATeropusiM B COOTBETCTBUM € MX CTATYCOM J0CTYIIa B ONpe/eIeHHOEe BpeMsi;
b) JOKyMeHTBI JOCTYNHBI TOJbKO JHUIAM, 00/1aIaI0IIUM MPAaBOM JI0CTYyNa K
HHMM; C)3aceKpeYeHHbIe JOKYMEHTbI JHM00 JOKYMEHTbl € OIrPaHHUYE€HHBLIM
AOCTYIIOM MOTYT OBITh MPOYTEHbI TOJLKO NMPHU HAJNYUHM COOTBETCTBYHOILETO
paspenieHus». J[0noJHUTE ITOT CIUCOK ellle ABYMS IMOKA3aTeIsIMHU.

9. B kakux ciaydasix JOCTYyN K JOKyMEHTaM MJIM HMH(OpPMAIUM 0 HHUX
cjaeayeT OrpaHUYUBATH?



a) Eciiu mokyMeHTBI cofiepKaT nepcoHaIbHyl0 HH(pOpMaIIHIo;

0) ecnu TOKYMEHTHI COJIep)KaT KOMMEPUYECKYIO TalHY;

B) €CJIM IOKYMEHTHI COAEPKAT CIIyKeOHYI0 MH(HOPMAIIHIO;

I') TOCTYIl OTPAaHUYUBAIOT KO BCEM JIOKYMEHTAM OpTraHU3aIUu.

10. «KoHTpPOJIb MECTOHAXOKJAEHUSI JOKYMEHTAa IpeaycMaTpuBaeT
(pukcanuio napaMeTpoB HeOOXOAMMBIX /IS OTCJAEKMBAHUS JIBUKEHHUSA
JOKYMEHTA, K YHUCJIY KOTOPbIX OTHOCUTCH WAEHTU(HUKATOP TOKYMEHTA, €ro
3aroJI0OBOK, CBeJCHMH O COTPYJIHHUKe HJIH MOAPa3JejeHNH, 00JaJaromemM
JOKYMEHTOM, M ...» Brnimimmre cJIoBaMU HeJOCTAKIIMI mapaMeTp.

11. Kakue 3Tanbl JBHKEHUS] JOKYMEHTOB CJjeAyeT OrOBOPHTH IpH
COCTABJICHMH TEXHMYECKOro 3aJaHMs Iepe] NPOCKTHPOBAHHEM CHCTEMbI
ylpaBJjieHUsl JOKYMeHTaMu?

a) BblJa4a, Ilepefada JOKYMEHTAa MEXIy COTPYAHUKAaMH; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHHS WIM XPAHEHUS; CPOK XPAHEHUS; U3BbSATUE
UX U3 CUCTEMBI YIIPABJICHUS JOKYMEHTAMH U LIEb U3BATHS,

0) Bblgaya, IMepejaya JOKYMEHTa MEXAY COTPYAHHMKaMH; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHUS WM XPAHEHUS; U3BATHE UX U3 CHCTEMBI
YIPABJICHHS TOKYMEHTAMHU U LEIb U3BATUS

B) Bblaua, I[eperada JOKYMEHTa MEXAY COTPYyAHMKamMH; BO3BpaT
JIOKyMEHTOB Ha MECTO MX PACIIOJIOKEHUS WA XPAHEHUS;, U3BITHE UX U3 CHCTEMbI
YIOPABJICHUS TOKYMEHTAMH;

r) BblJa4a, Inepenada JAOKYMEHTa MEXAy COTPYAHUKAaMHU; BO3BpAT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHUS WA XPAHEHUS;, U3BSITHE UX U3 CHCTEMBbI
YOPABJICHUS JTOKYMEHTAMHU; LEIb W3bATHS; HHUIMATOP HU3BATHSA;, CChUIKA Ha
HOPMATHUBHBIA TJOKYMEHT.

12. Ilpu ¢u3n4eckoM YHHMUYTOKEHMH [TOKYMEHTOB PEKOMEHIYeTCs
PYKOBOJICTBOBATHCS ONpPeEACICHHBIMH NPUHIUIIAMHU. YKaKUTEe HEAOCTAKLIHIA
npuHuun. OTBeT NUIIUTE CJI0BAMM.

- YHMYTOKEHHE J0JI)KHO ObITh CAHKIMOHUPOBAHHBIM U NMPOBOAUTHLCS B
COOTBETCTBUM € TPeOOBAHUSIMM HOPMATHUBHOM CpeAbl;

- JOKYMEHTbI, CBSI3AHHbIE € MNPEACTOAIIMMH MJIH MPOBOAMMBIMHU
CyAeOHBIMH pPa30HpaTeJbCTBAMM UM PACCICAOBAHUSIMH, YHHMYTOKATH He
ciaeayer;

- cjeAyeT YHHMYTOXKATb BCe KONHMHU JOKYMEHTOB, pa3pelleHHbIX K
YHMYTOKEHUIO, BKJIIOYasi MlepCOHAJIbHbIE, CTPAX0Bble U pe3epBHbIE KOMUM.
13. TOCT P UCO 15489 tpedyer, 4T00bI B OPraHu3aiuu ObLIA YETKO
YCTAHOBJIEHbI TOJHOMOYHS 110 BBIIOJHEHUIO ONpPedeJeHHbIX IMPOLECCOB
yIpaBJIeHUS JOKYMEHTAMM. Y KAKUTE ITH MPOLECCHI.

a) kiaccu(uKalus U UHACKCUPOBAHUE,

0) KcTepTH3a IIEHHOCTH,

B) 0oTOOp M mepenadya JOKyMEHTOB Ha TOCIEAyIOIlee XpaHEHHE WU
YHUUYTOXEHUE;

I') COCTaBJIeHUE U 0(OPMIICHHE TOKYMEHTOB

14. Yrto0bl ompenegsaTh TpeOOBaHUSI K IMPaKTHKe, O00CIeJ0BaHUIO,



NMpoBepKe W TECTUPOBAHWIO TMPOIECCOB YINPaBJIEeHUsI JOKYMEHTAMHU,
HEe00XO0UMO...

a)  JIOKyMEHTaJbHO  3aUKCHpOBaTh  HOPMBI  COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHIAPTOB U MOJUTHUKY OpPTaHU3AIINY;

0) peryJsipHO MPOXOJUThH MPOBEPKY BO BHENTHUX ayIUTOPCKUX U HAT30PHBIX
OpraHax;

B) OTCJIC)KMBATh N3MEHEHUS B 3aKOHOJIaTEIILCTBE;

I') HA3HAYUTh OTBETCTBEHHBIX 3a MPOBEJACHUE ayIuTa U MOHUTOpUHTA Y /.

15.9T100b1 COXpPaHATH KOPINOPATHBHYI0 LEJOCTHOCTH CPeAbl yIIPaBJIeHUSA
uHopManMen, OpraHu3anuu He00X0AUMO. ..

a) UIMETh TOJBKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OPraHU3aLUU;

0) peryisipHO MPOXOJAUTH MMPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAA30PHBIX
OpraHax;

B) oco0oe BHHMMAaHHE YJEISITh BCEM HWH(OPMALMOHHBIM CHCTEMaM U
npaBuiaM (CTpaTerusiM, MOJUTUKAM ), TPUMEHSEMbIM BHYTPU OpraHU3aIlii,

I') HA3HAYUTh OTBETCTBEHHBIX 3a IIPOBEICHUE ayAUTa U MOHUTOpHUHra Y /1.

16. KeM 10JI2KHBI YTBEP:KIAThCS BCe PelIeHUs 0 BKJIOYECHNUH JOKYMEHTOB
B CY/l u ycTAHOBJICHNH CPOKOB M NMOPAIKA UX XPAHeHHUS ?

a) BBICIIMM PYKOBOJICTBOM;

0) orBeTcTBeHHBIM 32 CY/;

B) HAQJ30pHBIM OPraHOM, aAyJUTOPAMU;

') apXUBHBIM OPTaHOM.

17. C keM [JOJKHBI COIVIACOBBIBATBHCH BCE PEHICHUS] O BKJIOYCHHH
JOKYMEHTOB B CHCTEeMY YIIPaBJIeHUS JOKYMEHTAMM H YCTAHOBJIEHUHM CPOKOB U
MOPAIKA UX XPaHeHUud?

a) BBICIIMM PYKOBOJACTBOM;

0) orBercTBeHHBIM 32 CY/I;

B) HAJI30PHBIM OPI'aHOM, ayAUTOPAMU;

') ApXUBHBIM OPraHOM.

18. B cayuae oOHapy:KeHMSI HENPHUIOAHOCTH WJIH HeIP(PEKTHBHOCTH
HCIO0JIb3YEeMOM CHCTEeMbI YIIPaBJIeHUs JOKYMEHTAMHU U NPOLECCOB YIIPaBJIeHUSA
JTOKYMEHTAMHU He00X0aUMO...

a) yauuToxuth CY/;

0) MmonuduipoBath npouecco Y 1;

B) 3amenuth CY/l;

I) epeiTy Ha OyMa)KHbIN T0OKYMEHTOOOOPOT.

19. IIporpamMmmbl 00y4YeHHsI YHNPABJEHUI0 JOKYMEHTAMH JIOJIKHbI
0XBATBIBAT...

a) poAM M OTBETCTBEHHOCTh BCEX COTPYIHHKOB M NpPOYUX JIHIL,
OTBETCTBEHHBIX 3a CO3/IaHHE JOKYMEHTOB BO BpeMsi UX PaOOTHI U 3a BKIIOYCHHE
ATUX JOKYMEHTOB B CUCTEMY YIIPaBJIECHUS JOKYMEHTAMH;

0) PO U OTBETCTBEHHOCTh BCEX PYKOBOASAIINX PAOOTHUKOB;

B) POJIM U OTBETCTBEHHOCTh TOJBKO BCEX IITATHBIX COTPYIHUKOB;

I) POJM M OTBETCTBEHHOCTh TOJBKO BPEMEHHBIX PAOOTHUKOB U JIUI,
paboTarmux Ha OOIIECTBEHHBIX HaYaIax.



20. Kak cootHocsarcas 'OCT P UCO 15489-1-2007 u T'OCT P UCO
30300-20157?

a) 'OCT P MCO 30300-2015 ormenun 'OCT P MCO 15489-1-2007,

6) TOCT P UCO 30300-2015 petaiu3upyeT U YTOUYHSET MOJOKECHUS
I'OCT P UCO 15489-1-2007,

B) 'OCT P MCO 30300-2015 nukax nHe cBsizan ¢ ['OCT P HUCO
15489-1-2007

r) 'OCT P UCO 30300-2015 mensier tepmunosioruto 'OCT P UCO
15489-1-2007

KounrpouabHas padora

o IMCIOMIIJIMHE «Memyﬂapouﬂble CTaHIapPThI YIIPAaBJCHUSA
AOKYMEHTaAMMN»

3aganue 1. CoctaBuTh 0030p MyOJUKALMNA MO NEPUOAUYECKUM H3TAHUSIM
(razetam, HAy4YHO-TIPAKTUYECKUM >KypHaIaM, COOpHUKAM Hay4YHBIX TPYIOB U JIp.) 32
nocienuue 10 neT o poccutickom u MeHCOYHApOOHOM Onvime YNPAGLeHUs
OOKYMEHmMamu 8 OpeaHu3ayusx, Ynpasisaemblx no MeicOyHapoOOHbIM CIAHOAPMAam
HUCO cepuu 9000 (paznvix sepcuii).
MeToan4yeckue yKa3aHusi
AHanu3 npeAcTaBUTh B BUJE TEKCTa 00beMOM He MeHee 3-Xx crtaHul (0e3
ydeTa CTpaHUIl CChUIOK) C 00s3aTeIbHbIMU OMOIMOrpaUuecKuMH CChUIKAMU Ha
ucrounuku. [lpudt - 14, Times New Roman, mexcrpounsiii uaTepsan -1,5. Bee
IOJIS IO 2 CM.
Jlumepamypa u ucmounuxu
1.Ko3meipeB, B.A., Pa3Butne cucreM MeHEKMEHTa KauyecTBa /
B.A. Ko3zsipes, A.H. JIucenkoB C.B. ITankun. ITox pea. Ko3sipea B.A.
—M.: ®I'BOY «YMI XKIT», 2014 , C.9-20. [DnekTpoHHBIN pecypc].
Pexxum poctyma: http://e.lanbook.com/view/book/55404/ 3ari. ¢ 3KpaHa.-
ISBN- 978-5-89035-708-3
2.MenemxMeHT ceroans : [kypHai] / yapeaurtenb: 3AO "U3nar.
nom "I'pebennukoB" . — 2001- . — M. : I'pebennukos, 2006-2010 . —
Pexxum nocrtyma : http://elibrary.ru . - Beixoaut pa3 B 2 mecsina . — C.2011
roJia IOCTYIEH B 3JEKTPOHHOM BHe . ISBN oTcyTcTBYeT .
3.Menemxment B Poccum u 3a pyOekoM : BCE O TEOPUU H
PaKTUKE yIpaBieHUs Ou3HecOoM, (PMHAHCAMHU, KaJIpaMHu... : [KypHa] . —
1997- . — M. : ®unnpecc, 2013- . - Boixonur pa3 B 2 mecsaua . - ISBN
OTCYTCTBYET.
4.TOCT P HCO 30300-2015 Cucrema cTaHaapToB IO
uH(popmaruu, OUOIMOTEYHOMY U H3JaTeNbckoMy aeny. Mudopmarus u
nokymeHtanus. CucreMbl yrpasieHUuss JoKymeHTamu. OCHOBHbBIE
nosnoxenuss u ciuosapb (yrB. Ilpmkazom PoctexperyiaupoBaHus OT
09.12.2015 Ne  2123-ct) [DnexktponHblii pecypc] //  OI'VII
CrannaptuHdopm. — Pexum JOCTYTIA:
http://protect.gost.ru/document.aspx?control=7&id=202553 .



http://e.lanbook.com/view/book/55404/
http://protect.gost.ru/document.aspx?control=7&id=202553

3amanue 2. CocraBUTh MOJENIb OIEHKM HAJIMYUS B JOKYMEHTax
o0s13aTeNbHBIX CBOUCTB, TpeOyembix 'OCT P MCO 15489-1-2007.
MeToanyeckue yKazaHus
JlaHHBIE CIeAyeT 3aHEeCTH B TAOJIHUILY.
®dopma Tabauibl 1
Mojenb OLIeHKH HAIM4Hs B IOKYMEHTaX 0053aTeIbHBIX CBOMCTB, TPEOYEMBbIX

I'OCT P MCO 15489-1-2007

Ilonoxenue crangapra CBolicTBa JOKYMEHTOB ITokaszarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBAHUAM
No u HazBanue) CTaHJapTa
1 2 3
AyTEHTUYHOCTb
JlocToBepHOCTH
IlemocTHOCTH
[Ipuromgnoctes it
WCIIOJIb30BAHUS

B nepBriif cTO0€1] BHOCUTCS 1IMTATa U3 TEKCTa YKAa3aHHOTO CTaHJapTa, Ie
OroBapuBaeTcs Ha3zBaHHOE B cToJiOne No 2 cBoiicTBO JokymeHTa. [{utaTta momxHa
CONPOBOKJIATHCSI TOUHON CCBUIKOM.

Bropoii cronben Tabnuibl HE 3aMOIHIETCS U HE TOMOJIHIETCS.

B Tperunii cronben BHOCATCA TNOKa3zartenu (PEKBU3UTHI, METaJaHHBIE,
JIOKYMEHTBl W/WJIM 3alliCe O TMPOU3BEACHHBIX JCHCTBUAX, IMEPEUHUCIICHUE
OCHOBHBIX PE€3yJIbTaTOB), IO KOTOPHIM MOXXHO CYJIUTbh, YTO JOKYMEHTHI 00JaJat0T
TpeOyeMbIMU B CTaHJAPTE CBOMCTBAMU.

B kadecTBe BCOMOraTeNIbHOrO MaTepuaia Jyisl 3amojiHeHus croyiona Ne 3
CJIeAy€eT UCMOJb30BaTh CICAYIONINE UCTOYHUKH U JIUTEPATYPY.

Jlumepamypa u ucmouHuxu
1. TOCT P HUCO 15489-1-2007. HauumonanbHbli cTanmapt Poccuiickoit
®enepauuu. Cucrema CTaHAapTOB MO HHPOpMaUUU, OUOIMOTEHHOMY H
U3/1aTeNIbCKOMY Jiey. YpaBieHue fokymentamu. Ooimume TpedoBanus (yTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 N 28-ct) [DaeKTpOHHBIN

pecypc]. Pexum JIOCTyTa:
http://base.consultant.ru/cons/cgi/online.cqgi?req=doc;base=LAW:n=135548

2. TOCT P HUCO 22310-2009. Undopmanusa u noKyMeHTalus. PykoBoaCTBO
I pa3pabOTUMKOB CTaHJApPTOB, YCTAHABIMBAIOIIMX TpeOOBaHUS K
ynpaBienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmaptuadopm, 2010.

[DneKkTpOoHHBIN pecypcl]. Pexum JIOCTyMa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

3. TOCT P UCO 23081-1-2006. Nudopmanus u moxkymenrtanus. [Ipormeccs
yIpaBjieHUs JAOKyMEHTaMH. MeragaHHble sl AOKyMeHTOB. Yacte 1.
[Mpunnumner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :
Cranmaptuadopm, 2009. [DOnexkTpoHHBIM pecypc]. Pexum pocrymna:



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://files.stroyinf.ru/Data1/58/58314/#i132385
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I'OCT P HCO 30300-2015 Cucrema cranmaapToB Mo uHpOpMAaIUH,
OMOIMOTEYHOMY M HW3JaTeNbckoMy eny. MHpopManus U TOKyMEHTAIHs.
Cucrembl ynpaBieHHus JOKyMeHTamMu. OCHOBHBIE TOJIOKEHHS W CIOBaphb
(yrB. Ilpukazom PocrexperymupoBanusa ot 09.12.2015 Ne 2123-cr)

[Onextponnsbiii pecypc] // @I'VII Cranmaptundopm. — Pexum nocryna:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

Jlapun, M.B. VYmnpaBneHue JOKyMEHTaMH Ha OCHOBE MEXKIYHApPOIHOTO
crangapta MCO 15489-2001: metoa. nmocodue / M.B. Jlapun, O.U. PrickoB;
BHUNJIA. M., 2005, C.5-20.

Bonpocs! K 3a4eTy no AucuuniInHe «MexxayHapoaHble CTAaHIAPThI YIPaBJeHHUs
JAOKYMEHTaMM»
Hcropuss BO3HMKHOBEHHSI MEXIYyHApOAHBIX CTAaHAAPTOB B 00JACTH MEHEIKMEHTa
KayecTBa.
[TOHATHI «TOKYMEHT» U «3aIIHUCh».
OPUHIUNBL  UJIEHTU(UKAMU HOPMATUBHOM CpeJibl yIIpaBJIeHUs TOKyMeHTaMu ?
Pa3paboTka MoymMTHKY B 00JaCTH YIPaBICHHUS JOKYMEHTAMU?
[TpeanocsUIKy MOSBIEHUS MEXAYHAPOIHBIX CTAaHIAPTOB B 00JACTH MEHE)KMEHTA.
CMK «kak cucteMa ynpaBjeHHs TOPU30HTAILHBIMU IIPOLIECCAMU
[Tonstue crannapra B unrepnperanuu MCO.

OcHoBHBIE TPUHLUIIBI pa3paboTku ctangapToB NCO.
[Iponeaypa pazpadoTku MexayHapoaHbix cranaaptoB MCO.

. IIlpenmyiiectBa MCHOIB30BaHUSI MEXKIyHapoJHbIX crangaproB MCO B obnactu

yrpaBJICHUSA TOKYMCHTAMH U I/IH(I)OpMaI_[I/IOHHOl"O MCHCIP)KMCHTA, MCHC/PDKMCHTA pI/ICKOB?

. IlonsiTue o cucreMax MEHEPKMEHTA KayecTBa.
12.
13.
14.
15.
16.
17.

[TpuHIMIBI POPMHUPOBAHUS CUCTEMBI MEHEIPKMEHTA KayecTBa.

TpeboBanus cranmgaproB  MCO cepun 9000 k paboTe ¢ JOKyMEHTaMH .

[Tpeumy1iecTBa BBEACHUS CUCTEMBl MEHE/DKMEHTA KauecTBa.

JloKyMeHTaIus CHCTeMbl MEHE/DKMEHTa KauecTBa

Llenb NOAUTUKN yIIPAaBICHUS JOKYMEHTaMu?

OTBETCTBEHHOCTH 3a YIPABJICHUS JOKYMEHTAMH: 32 MX MPOCKTHPOBAHWE, BHEIPEHUE U
COXPaHHOCTb CHCTEM  YIpaBJIECHUSA JOKYMEHTAaMH M UX  IKCIUTyaTallHOHHBIE
XapaKTEPUCTHKH, 32 00yUSHHE TTOTb30BaTENICH YIIPaBICHUIO TOKYMEHTaMH U IPUMEHEHHUE
CHCTEM YIPaBJICHUS JOKYMEHTAaMH B UHIMBHyaIbHON MPAKTHUECKON AEATEIbHOCTH.
OTBETCTBEHHOCTHh PYKOBOJICTBA OPTaHHU3AIMY B OOJIACTH YIIPABICHUS TOKYMEHTAMH.
@DYHKIUU U OTBETCTBEHHOCTb aJIMUHUCTPATOPOB CHCTEMBI YIIPABICHUS?

CaolicTBa TOKyMEHTOB, o0ecrieurBaeMble paOOTHUKAMU opraHu3anuu. CyTh KaXJ0ro u3
CBOMCTB.

AYTEeHTUYHOCTb U CIOCOObI ee 00ecreYeHHU .

JloCTOBEPHOCTH U CIIOCOOBI €€ 00eCTIeueHHS.

[HemocTHOCTD B cIOCOOBI ee 0OecTIeueHHUs.

[TpUrogHOCTH I UCTIOIB30BAaHUS U CLIOCOOBI ee oOecreueHusl.

Tpeboanust [OCT P UCO 15489-1-2007 x cucremaMm yrpaBieHHs JOKYMEHTaMHU.
PackpbITh Kak0€ TpeboBaHME.

[TpoexTrpoBaHue 1 BHEAPEHHE CUCTEMBI YIIPABJIECHUS TOKYMEHTAMHU.

CXOACTBO M OTIMYMS B TPUEMAax OIpPEICNICHHS CPOKOB XpaHEHUS JIOKYMEHTOB IO
crangapty UCO P 15489-1-2007 u oTeueCTBEHHBIM HOPMATHUBHBIM ~aKTaM.

[Tporpamma pa3paboOTKH CUCTEMBI YIPABICHUS JOKYMEHTAMH.

MOHUTOPHHT U ayJUT CUCTEMBI yIIPABJICHUS TOKYMEHTAMHU.

OcnoBubie TpeboBanuss 'OCT P HUCO 15489 mo oOyueHHio cucteme YIpaBlIeHHS
JOKYMEHTaMH.


http://www.norm-load.ru/SNiP/Data1/54/54932/index.htm
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« HWTOI'OBBIN KOHTPOJIb /

e MUTtOroBslii TeCT 10 Kypey [/

e [IpocMmotp

Bompoc 1

TekcT Bompoca

K xapakrepucrtukam cucrem ynpasieHusi gokymentamu I'OCT P MCO 15489
OTHOCHT:

Bribepure oauH OTBET:

d. JOCTOBCPHOCTb, ayTCHTHYHOCTb, HPUT'OAHOCTH JIJIsI HCIIOJIb30BAaHHUS, IEJIOCTHOCTD
b. HaaACKHOCTb, CUCTEMHOCTDH, COOTBCTCTBUC, JICTUTHUMHOCTD, ICJIOCTHOCTD

C. CHCTEMHOCTb, KOMIIJICKCHOCTb, AYTCHTUYHOCTD, IPUTOAHOCTD JIA NUCII0JIb30BAHUA

I
d. HaJCXKHOCTb, HCJIOCTHOCTh, KOMIINICKCHOCTh, CUCTCMHOCTB, COOTBECTCTBHUC

Bomnpoc 2

TexkcT Bompoca

Kakxomy Texuudeckomy komutery MCO Obli1a nmopydena pazpadorka ISO 15489?
Bribepute oauH OTBET:

-
a. TK 37 «Tepmunonorus (IPUHITUIBI K KOOPAHMHALIH )

© b TK 176 «YmpaBlieHuE Ka9eCTBOM)
© c. TK 46 «Mudopmarius 1 JTOKyMEHTALIH

‘ d. TK 171 «Bocmpou3BeeHre TOKYMEHTOB)

Bompoc 3

Tekct Bompoca

IIpumeHeHre MeKAYHAPOAHBIX CTAHJAAPTOB B OTEYeCTBEHHOM [1eJIONPOU3BO/JCTBE
HAYaAJIOCh ...

Bri6epuTe ouH OTBET:

a. B KOHIIE XX B.
b. B Hawanme XXI B.
C. B Hayasle XX B.

d. B konue XIX B.

Bormpoc 4

Tekct Bompoca

Kakoii u3 nmepeuncieHHBIX HMKe MEKIYHAPOAHBIX CTAHIAPTOB MNpeJHA3HAYeH JIA
CO31aHMS B OPIAaHM3ALMAX CHCTEM yYIPAaBJICHHUA JOKYMEHTAMH Ha CTPaTern4ecKoM YPOBHe,
TO €CTh HA YPOBHE OTBETCTBEHHOCTH U B 30He NPUHSATHS pellieHnii pyKkoBoacTBa?

Bribepure ouH OTBET:
‘ a. UCO 15489:2001 «Mupopmanus u ToKyMeHTalus. YIIpaBleHHE JOKYMEHTaMI

© b. UCO 23081:2004 (pex. 2006 r.) «Hudopmarmst u gokymeHrtaius. IIporeccsr

yIpaBJIeHHUs JOKYMEHTamMu. MeTraaHHble 111 JOKYMEHTOBY

© . MCO/TO 26122:2008 (pex. 2009 u 2010 rr.) «Mudpopmanus ¥ JOKyMEHTALUS.
Ananu3 pabo4ux MpoLEeccOB, IPUMEHSIEMBIX B OTHOLICHUH JTOKYMEHTOBY

0 d. UICO 30300:2011 «Mudopmarus u goxkymeHrtarus. CHCTEMBI yIpaBICHUS


http://newlms.magtu.ru/mod/quiz/view.php?id=303815
http://newlms.magtu.ru/mod/quiz/startattempt.php?cmid=303815&sesskey=OCpvbdKCEm

JokymMeHTaMu. OCHOBHBIE TOJIOKEHUS U CIIOBAPH
Bompoc 5
Tekct Bompoca
Yem n3mepsiercsi 3pPpeKTUBHOCTH MPUMEHEHHUS MEKIYHAPOAHOI0 cTaHaapra?
Bribepure ouH OTBET:

a. OTCcyTCTBMEM HapeKaHUI CO CTOPOHBI HAJI30PHBIX OPraHOB

b. [Tony4yeHne KOHKYPEHTHBIX MPEUMYILECTB, IPUOBLTH 32 CYET COBEPILCHCTBOBAHMUSI
CHUCTEMBI OPTaHU3ALMH JIEJIOBOM EATEIbHOCTH

C. [TonmHo# yHudUKamen mporeccoB opraHu3aIum

d. Cozmanuem HEOOXOJMMOTO TTaKeTa JOKYMEHTOB
Bormpoc 6
TekcT Bompoca
YT100bI COXPAaHATH KOPINOPATHBHYIO LEJOCTHOCTD CpeAbl ynpaBJjieHus nHopManmei,
OpraHu3any Heo0X0AMMO...
BeiGepute oauH OTBET:

d. pEeryJsIpHO MPOXOAUTH IPOBEPKY BO BHCIIHUX AyJUTOPCKUX U HAA30PHBIX OpraHax

b. ocoboe BHMMaHHME YAEIATH BCeM HH(MOPMAIMOHHBIM CHCTEMaM M IpaBHIIaM
(cTparerusiM, MOJUTHKAM), TPUMEHSIEMbIM BHYTPH OpPraHU3alluu

C. Ha3HAYUTh OTBCTCTBCHHBIX 3a MIPOBCACHUC ayJITa U MOHUTOPUHIA YI[

I
d. UMeTh TONBKO OIHY aBTOMAaTU3HUPOBAHHYIO CUCTCMY B OpraHU3alluH

Bompoc 7

TekcT Bompoca

Kaxkan npodaema/pl BO3HHMKJIA/H c BHeJpeHHeM CTaHJapTa nCco
15489:2001? «Mudopmanusi ¥ TOKyMeHTALUsA. YIpaBjeHne 10KyMeHTamMmu» B Poccun?

BeiGepute oauH OTBET:

a. [Ipobnema HaoHaIbHOM crienM(UKK B IPAKTUKE pabOThI C TOKYMEHTaMU
b. I[TpoGiemMa OrpaHMYEHHOCTH TPUMEHEHUS CTaHIapTa
c. [Ipobiema TepMUHOIOTHYECKOTO HECOOTBETCTBUS

d. ITpoGsemMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIbHOM 0a301
Bomnpoc 8
TekcT Bompoca
B nmomcke orBera Ha BONPOC, B 4YeM NPHYHHA IJIOX0r0 Ka4eCcTBAa TOBAPOB M YCJYT,
3kcnepTbl MCO npuuuim Kk BIBOAY, YTO OHA 3aKJIH0YaeTcsl BCEraa ...
Bribepure o1H OTBET:

a. B IJIOXOM OpraHu3aluy MEHEeKMEHTA
b. B HU3KOM Ka4€CTBEC ChIPbA
C. B HU3KOM npodeccuoHalbHOM MOAr0TOBKE IepcoHasa

d. B HemocTaTke (DUHAHCHPOBAHHUSI
Bompoc 9
TekcT Bompoca
Kem [n0/1xkHBI yTBep:KIaThCsl BCe pellleHUs] 0 BKJIKYeHUM H0KyMeHTOB B CY/l m
YCTAHOBJIEHMH CPOKOB M MOPSIAKA UX XpaHeHus ?
Bribepute oauH UM HECKOJIBKO OTBETOB:
-
a. apXUBHBIM OPTaHOM

b. BBICIIIMM pPYKOBOJCTBOM



B HaJ[30PHBIM OPTAaHOM, ayIUTOPAMH
d. orBercrBennbM 3a CY /]
Bomnpoc 10
TekcT Bompoca
IlepeBon KakKHX TEPMHMHOB BbI3BAJ HaMOOJbIIME TPYIAHOCTH Y MepPeBONYMKOB
BHUUIAL?
BriOepuTe 01MH WM HECKOJIBKO OTBETOB:

d. METaJlaHHEIC
b. 3anuce
C. TIOKYMEHT

d. apxuB
Bormpoc 11
TekcT Bompoca
K kakoii cepuu crangaproB Bocxoaut cranaapt MCO 15489-2001 «Ynpasiaenue
AOKyMeHTaMu»?
Bribepute oauH OTBET:

" a. Cepun 1SO 14000
b. Cepuu 30300
¢. Cepuu ISO 9000

d. Cepun ISO 10000
Bomnpoc 12
TekcT Bompoca
C KeM J0/17KHBI COTJIACOBBIBATBLCS BCE PEIICHUs 0 BKJIIYCHHH IOKYMEHTOB B CHCTEMY
ylpaBJieHHs JOKYMEHTAMH M YCTAHOBJICHHH CPOKOB U NMOPSA/AKA UX XPaHeHUA?
BeiOepuTe 0aMH MM HECKOIBKO OTBETOB:

a. oTBeTCcTBeHHBIM 32 CY []

a b. HaZ3OPHBIM OpPraHOM, ayIUTOPAMH

-
C. apXHMBHBIM OPTraHOM
d. BBICIIMM PYKOBOJICTBOM
Bompoc 13
Tekct Bompoca
KaioueBoe nonsirne «ynpapjieHHe JOKYMEHTaMH» B Pa3HbIX CTPAHAX, B TOM YHCJIe
Poccun, BbI3BAI0 TEPMHHOJIOTHYECKYIO THCKYCCHI0. C KaKMMHU U3 MepPeYncIeHHbIX HUKe
NOHATHII €ro CTPEMHIINCH OTOXKIECTBISITH?
BriGepure ouH OTBeET:

a. yrpaBJeHUE apXHUBaMHU
b. ynpaBnenue 10KkyMeHTO000pOTOM
C. ynpaBiieHue HHpopMaIei

d. co BceMU nepeyrcIeHHBIMU
Bompoc 14
TekcT Bompoca
YkaxuTe NpaBHIbHOE NPOAOJKeHHe BbICKa3biBaHusA: «CHcTeMa MeHeIKMeHTa
Ka4ecTBa — 3TO...»
Bribepure ouH OTBET:



a. COBOKYITHOCTh OCHOBHBIX JICHCTBHIA, HAITPABJICHHBIX HA JOCTHKEHUE MOCTABICHHBIX
3aj1au4 (1enei, moaesnei)

{ o
b. Cuctema MeHEIKMEHTa /Il PYKOBOACTBA M  YNpPABJICHHUsS OpraHu3alueit

IMPUMCEHHUTCIILHO K KAUYECTBY

. O0uirie HaMepeHus U HapaBICHUS JEATEIIbHOCTH OpraHU3aliy B 00JIaCTH KauecTBa,
opuIaTBEHO cPOPMYITHPOBAHHBIEC BHICIIUM PYKOBOACTBOM

d. Cucrematiueckas HACHTUDHUKALUS U YIIOPSAI0UCHHE JICJIOBOM AEATEIbHOCTH U (UITH)
JIOKYMEHTOB 10 KaTE€ropusiM B COOTBETCTBUH C JIOTHYECKU CTPYKTYPUPOBAHHBIMU YCIIOBUSIMU,
METOJIJaMH U MPOLIETyPHBIMU [TPaBUIIAMHU, TIPEICTABICHHBIMH B KJIaCCU(UKAIIMOHHOM CUCTEME.

Bompoc 15

TekcT Bompoca

Uro0bl ompeneasaT, Tpe0OBaHUSI K NPAKTHKe, 00CJeJ0BAHHIO, IPOBepPKe M
TeCTHPOBAHMIO NIPOLIECCOB YIIPABJIEHUS IOKYMEHTAMH, He00X0AUMO...

Boi6epute ouH OTBET:

a. peryJiIpHO MPOXOIUTh IIPOBEPKY BO BHEIIHUX ayIUTOPCKUX U HAJA30PHBIX OPraHax

b. nokymenTanbHO 3aUKCUPOBATH HOPMBI COOTBETCTBYIOIETO 3aKOHO/ATEIbCTBA,
CTaH/IapTOB U MOJIMTUKY OpPraHU3aluu

C. OTCJIC)KUBATh U3MCHCHUS B 3aKOHOAATCILCTBE

d. Ha3HAYUTH OTBETCTBEHHBIX 32 MIPOBEICHHUE ayIUTa U MOHUTOpUHTA Y /]
Bomnpoc 16
Tekct Bompoca
B cayuae oOHapy:KeHHsI HENPHUIOAHOCTH MU HeIPPEKTHBHOCTH WCHOJIbL3yeMOI
CHCTeMbl yNpPaBJeHHs [JOKYMEHTAMH M TMPOIECCOB YNPaBJeHUS JOKYMeHTaMu
HEeo0X0AUMO...
Bribepute oauH OTBET:

a. meperTH Ha OyMaXKHBIH TOKyMEHTOO0OpOT
-
b. yauutoxuts CY ]

C. 3ameHuTs CY ]|

d. MmommdumpoBats npouecchl Y /|
Bomnpoc 17
TekcT Bompoca
TpeboBaHus K cucTeMe MEHEIKMEHTA Ka4eCTBA ONMMCAHBI B...
Bribepute oauH OTBET:

" a Cepnn ISO 9000
b. Cepun 30300
c. Cepun ISO 14000

d. Cepum ISO 10000
Bonpoc 18
TekcT Bompoca
IIporpamMmmbl 00y4eHUs1 YIPABJIEHHIO JOKYMEHTAMHU I0J:KHBI 0XBATHIBATh...
Bri6epute oguH OTBET:

a. PO U OTBETCTBEHHOCTh TOJBKO BPEMEHHBIX PAOOTHHMKOB W JIMII, pabOTAIOIINX Ha
00ILIECTBEHHBIX HAYaJIaX

e
b. pojin 1 OTBCTCTBCHHOCTHL BCCX COTPYAHHUKOB MW TIPOYUX JIWI[, OTBCTCTBCHHBIX 3a

CO31aHUC OTOKYMCHTOB BO BpPEMsS HX pa6OTBI 1 3a BKIIIOYCHHE O3THUX AJOKYMCHTOB B CHUCTEMY



YIIPABJICHUS JOKYMEHTaMHU

C. pOJIM M OTBETCTBCHHOCTH TOJIBKO BCCX IITATHBIX COTPYIHHUKOB

d. posii ¥ OTBETCTBEHHOCTh BCEX PYKOBOIAIINX PAOOTHUKOB
Bompoc 19
Tekct Bompoca
Koraa B Poccun mosiBusiuch nepsbie ctanaaptsl mo CMK?
Bribepure ouH OTBET:

© A B2000T.
b. B 1997 1.
c.B 1947 1,

d. B1987r.

Bormpoc 20

TekcT Bompoca

Kak cootHocaTest TOCT P UCO 15489-1-2007 u 'OCT P UCO 30300-20157?
Boi6epute ouH OTBET:

O a. 'OCT P HUCO 30300-2015 meranusupyer u yrounser nonoxenus 'OCT P MCO
15489-1-2007

O b. TOCT P UCO 30300-2015 mensier repmunosioruo 'OCT P UCO 15489-1-2007
c. 'OCT P MCO 30300-2015 ormenun I'OCT P UCO 15489-1-2007

d. TOCT P UCO 30300-2015 nukak e cesizan ¢ [OCT P UCO 15489-1-2007
Bomnpoc 21

TekcT Bompoca

Kakoe mecTo oTBOANTCSI yIpaBJIeHHIO foOKyMeHTaMu B ctanaaptax MCO 9000?
Boi6epuTe ouH OTBET:

e
e

-

Tv

-

a. YrpaBiieHHe JTOKYMEHTAMH pPacCMaTPHUBACTCS KaK BCIIOMOTATEIbHBIA IPOIIECC,
00CYXKUBAIOIINI MEHEKMEHT

b. YrpaBneHue 10KkyMeHTaMH SIBIISECTCS CaMO BaKHOM 4acThIO MEHEKMEHTA

C. YHpaBHGHI/IC JOKYMCECHTaMU ABJIACTCA COCTaBHOM YaCThIO MCHCIPKMCHTA

r'
d. Yopasienue 10KyMEHTaMH HE pacCMaTPUBACTCS M HE OTMCHIBACTCS

Bompoc 22

Tekct Bompoca

B 4em 3akiouaercs yHuBepcaabHOCTh cTanaapTos ISO cepuu 9000?
Bribepure ouH OTBET:

a. yHI/IBCpcaJ'IBHOCTB CTaHOapTOB obecneunBaeTCs TEM, 4YTO B TpC6OBaHI/ISIX ObLIH
YUYTCHBI MHCHUA PAa3HBIX SKCIICPTOB

b. Onu mpesyiararoT oIHy OOIIYI0 YHUBEPCATHHYIO MOJIC)Ib MEHEKMEHTA

C. OHM TpUMEHUMBI Ui 11000 OpraHM3aluU BHE 3aBUCUMOCTH OT YHUCIEHHOCTH
nepcoHaa, GopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PBIHKOB, XapaKTepa BIITYCKaeMOU MPOTyKIIUU
WJIM OKa3bIBAEMBIX YCIYT

d. YHUBepCaIbHOCT MPOSIBISETCS B TOM, YTO JAHHOW cepur 000O0IIEHBI TPeOOBaHHMS
JIPYTUX CEpUl CTaHIAPTOB
Bomnpoc 23
TekcT Bompoca
Oco0enHoe oTHOMIEHHE K JokyMeHTauuu cranaapros 9000:2000 onpenessiercsa TeM,
4TO0...



Bribepure ouH OTBET:

a. YpaBieHUE [TOKYMEHTAMHU paccMaTpUBAETCS KaK BCIIOMOTaTeNbHBIN IPOLECC,
00CITy’)KUBAIOIIMIA MEHEIKMEHT

b. praBJ’IeHI/IC JOKYMEHTAMMU SABJISICTCSA caMOM BaKHOM YacCThIO MCHCIXKMEHTA

- o
c. Ha KaXXIO0M HNpCAlIPpUATHN, B KaXXIO0W OpraHHu3aldu JOJDKHAa OBITb HE TOJIBKO

pa3pa60TaHa, BHEIpCHA U ﬂeﬁCTBOBaTB CUCTEMA MCHCIPKMECHTA Ka4€CTBA, HO 3aIOKYMCHTHPOBAHA

d. Yopasienue 10KyMEHTaMH SIBJISIETCSI COCTABHOM YaCThIO MEHE/PKMEHTA
Bomnpoc 24
TekcT Bompoca
PacnpenesienHoe ynpasJjieHHe JOKYMEHTAMH — 3TO...
Bribepute oauH oTBeET:

PN
a.CY]l, rzne OTBETCTBEHHOCTh 3a JIOKYMEHTBl pacHpeiesieHa MEXIy BCEMH
pabOTHUKAMU OpraHU3alUH

b. npaBunbHO cipoextupoBannas CYJ], coorerctByromas merogosorun MCO

C. KOHTponupyemass U JokyMeHTanbHO odopmieHHas CY]l, kotopas crnocoOHa
MO/ICPKUBAThH aJIbTEPHATHUBHBIC BAPUAHTHI Pa3MEIEHUs TOKYMEHTOB

© o, CVY /1, ucnonp3ymomas ayTCOPCUHT

Bomnpoc 25

Texkct Bompoca

IHoyemy pyHKIHU cekpeTapuaT 0o0ecneYnBaj ABCTPAJINHCKHI HAIIMOHAJIBHBIN OPraH
CTaHJapTH3auuu?

Boi6epuTe ouH OTBET:

a. ABcTpayus BBICTYINUJIA ¢ MHUIMATUBOM co3nanus [SO 15489

b. ABcTpanusi paHbllle JAPYrUX BHEAPHJIA HAIIMOHAIBHBIA CTAHIAPT IO YINPABICHUIO
JIOKYMEHTaMU U €ro MPU3HAIIY JYYIIUM B MEXKIYHAPOIHOU IPAKTUKE

C. ABcTpanus Bcerja BhIIOIHET AaHHY0 QyHkuio B TK
“ 4B ABCTpaJIMH JTyYIIHE CEKPEeTapH
Bomnpoc 26
TekcT Bompoca
Korna Obuia cozpana MeskayHapoaHass oOpraHu3anusi 10  CTaHAapTH3ALUH
(International Organization for Standardizations)?

Bri6epute 0/1MH OTBET:
© aB1947r

b. B 2007 r.

c.B 1986 .

d. B2001 r.

Bompoc 27

Tekct Bompoca

«PHCK-OpHEHTHPOBAHHOE MBIIIVIEHHE» MOABUJIOCH B CTAHAAPTAX BEPCHUH. ..
Bribepure ouH OTBET:

© a2015r.
b. 2000 .
c. 1987 r.
d. 1994 .

~

f

f



Bomnpoc 28

TekcT Bompoca

Kakoii TexHMYeCKHi KOMHTET SIBJIsIeTCSl TVIABHBIM IO pa3padoTKe CTAHIAPTOB IO
YIPABJICHHIO IOKYMEHTaMH ?

Bribepure ouH OTBET:

f'
a. TK 176 «YnpaBiieHue ka4eCTBOM»

f
b. TK 6 «bymara, KapTOH U IeJUTI0I03a

~
c. TK 68 «baHKoBCKOE /€710, IICHHbIE OyMaru u Jpyrue (pMHaHCOBBIC YCIYTH)

S d. TK 46 «MudopMarus 1 JOKYMEHTAIHS

Bomnpoc 29

TekcT Bompoca

JMoxymentanusi CMK BkiIIo4aeT cjieyluuii nakeT J0KyMeHTOB:
Bribepute oauH OTBET:

a. I_IGJ'II/I " NOJIMTHKA OpraHu3anuu, pyKoBOACTBO 110 Ka4Y€CTBY, JOKYMCHTHUPOBAHHBLIC
npoucaypsl, AOJDKHOCTHBIC HWHCTPYKHOHUMHW W IOJOXCHUA O CTPYKTYPHBIX IIOAPA3ACIICHHUAX,
CTaHAapThl OpraHru3alvi U pa60tme HHCTPYKIUHA

b. JlokyMEeHTHPOBaHHbBIC MPOLEAYPbI, AOJVKHOCTHBIC HHCTPYKIMU M IOJOXCHHSI O
CTPYKTYPHBIX MOJpa3IesIeHUsX, CTAHAAPTHI OpraHu3aluy 1 paboune HHCTPYKIUH
-
C. PykoBOACTBO 1O KayecTBY, JOKYMEHTUPOBAHHBIE IIPOLEAYPBI, CTaHAAPTHI
OpraHu3anuu 1 padoune HHCTPYKLIUU

d. Muccust opranu3zaiym, 1eii U NOJUTHKA OPTaHU3alluK, PYKOBOJCTBO 110 Ka4YeCTRBY,
JOKYMCHTHPOBAHHBIC MPOLHCAYPHI, AOJDKHOCTHBIC MHCTPYKIHU H IIOJOXKCHUA O CTPYKTYPHBIX
MoJIpa3ieNieHusX, CTaHAAPThl OpPraHU3auu U paboure HHCTPYKIIUU

Bompoc 30

Tekct Bompoca

Br100p HOcuTEI1 HH(OPMALIMU 3ABUCUT OT:
Bri6epute oauH UM HECKOIBKO OTBETOB:

[ o
d. MaTepuaJIbHBIX BO3MOKHOCTCH OpraHUu3aluu

b. 06bemMa T0KyMEHTO0O0pOTa OpraHu3aluH
C. IPOTHO3UPYEMBIX THIIOB YpE3BbIYAMHBIX CUTYalIUH

d. cpokoB XpaHEHHS JOKYMEHTOB
Bomnpoc 31
TekcT Bompoca
Kakue/as 4wacrb/m ISO 15489 Oblim mepeBegeHbl W NPHHATHI B KayecTBe
HAIMOHAJILHOT'0 POCCUIICKOI0 cTaHaapra?
Bribepure ouH OTBET:

a. Tonpko 2-ag u 3-9 yactu
b. Bce wactu

C. Tonbko 2-ast yacTh
© d. Tomsko 1-ast wacts
Bompoc 32
TekcT Bompoca
Yro cnmocoOCTBOBAJO AKTHUBM3AIMH  MEXKIYHAPOAHOM  CTaHAAPTU3AUMH U
cepTuUKANNH B 00/1aCTH YNIPABJIEHUS JOKYMEHTAMHU?

BBI6CpI/ITe OJIMH HJIM HECKOJIBKO OTBETOB:



.

a. CrangapTu3anys MCHEKMEHTA

.

b. YBennuenue xonuuecrna OKCIICPTOB, YJaCTBYIOIIUX B pa3pa60TKe CTaHIapTOB

.

C. Buenpenue 31eKTpOHHOTO TOKYyMEHTOO00pOTa

d. I3MeHeHus B 3aKOHOIATEIbCTBE
Bormpoc 33
Tekct Bompoca
KaknM HOPMATHBHBIM JIOKYMEHTOM B OPraHU3alHH T0JIKHO PerjaMeHTHPOBATHCS
KOHBEPTHPOBAaHHE U MUTPALMSA IOKYMEHTOB M3 OIHOH CHCTEMbI YIIPABJIeHUS JOKYMEHTAMHU
B Ipyryw?
Bribepure oauH OTBET:

d. YCTaBOM OpraHM3alyu

b. IIPUKA30M O KOHBCPTUPOBAHWHN KW MHUI'PALUKN JOKYMCHTOB H3 OI[HOI71 CHUCTEMBI
YIpaBJICHUA JOKYMCHTAMHU B JPYI'YIO

¢ ¢.TOCTom

d. HHCTPYKITHEH M0 KOHBEPTUPOBAHHUIO M MUTPALIUU JIOKYMEHTOB
Bompoc 34
TexkcT Bompoca
Iloyemy, mno mHeHuro B.D.SAnkoBoii, MCO 15489 '"craButr Kpect" Ha
JAeJIONPOU3BOJACTBE B CTAPOM MOHUMAHUU?
BriOepuTe 0/1MH WU HECKOIBKO OTBETOB:

a. Crannapt TpeOyeT TMOJHOM 3aMEHbl BCEH Hay4YHO-TEPMHUHOJOTHYECKON Oa3bl
JIeNIOTIPOU3BOICTBA

b. Crangapt He mnpeamonaraeT BO3MOXKHOCTH IPUMEHSTh HAI[MOHAIBHBIA OIBIT
YIIPaBJICHUS JOKYMEHTaMHU

. Crangapt 0003HaYMII HEOOXOAMMOCTh IepecMOoTpa craryca ciryx0s1 JIOY u ee ponu
B JICSTEIILHOCTH OPTaHU3AIUH B IICJIOM

d. Cranmapt kacaeTcs BceX JOKYMEHTOB OpraHHM3aIui (a He TOJBKO YIPaBICHYECKUX ),
OTpa)karolUX BCE JICJIOBBIE MPOLIECCHI
Bompoc 35
Tekct Bompoca
Ha3zoBure TPH MEKAYHAPOAHLIC OPraHu3alliu Mo CraHaapTu3anuu
BriGepuTe 01MH WM HECKOJIBKO OTBETOB:

a. MC)K,Z[YHapOI[HaH QJICKTPOTECXHUYCCKAA KOMUCCHA

b. EBpomneiicknii ”HCTUTYT CTaHAAPTOB JIEKTPOCBSI3H

.

C. MexxnyHapoHas OpraHu3aus CTaHIapTU3AIuN

.

d. Mexnayrapoauabiii Coro3 DIeKTPOCBA3U



OueHoyHbIe CPeICTBA UIs NPOBE/eHHs IPOMEKYTOYHOH aTTecTaluu

[pnioxenune 2

CTpyKTypHBI
AJIEMEHT

KOMIICTCHII N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHoYHBIEC CPEACTBA

IIK-5

BJIAJCHUEM TCHACHIUSAMU Pa3BUTHUSA I/IH(l)OpMaIII/IOHHO-Z[OKyMeHTaIII/IOHHOFO U o0ecreyeHus YIIpaBJICHUS aPXHUBHOTI'0 J1€JIa

3HaTh

MeHOeHYUU pas3sumus UHGOPMAYUOHHO20 U OOKYMEHMAYUOHHO20
obecneyeHus: 0essmeIbHOCMU OPLAHU3AYULL,

MeNCOYHAPOOHbIE — OpeaHu3ayuu, 3anumarowuecs o00606ujeHuem
Muposozo onvima 6 ooracmu 1OY u J[OY;

MeHCOYHAPOOHBIE OOKYMEHMbL, OMpaxjcaowue Mupogol Onvlm K
opeanuzayuu  UHQPOPMAYUOHHO2O U OOKYMEHMAYUOHHO2O
obecneuenus 0eno8olU 0esameIbHOCmU,

=

No ok

10.

Bomnpocs! k 3a4ery
IlonsiTHE O cUCTEMaX MEHEKMEHTa Ka4yecTBa.

[Tpunuuner  GOpMUPOBAHUS  CUCTEMBI  MEHEIKMEHTa
KayecTBna.

TpeboBanus cranmaproB HMCO cepun 9000 k pabore ¢
JIOKYMEHTaMH .

IIpenmy1iecTBa BBEIEHUS CUCTEMBI MEHEIKMEHTA Ka4eCTBA.
JlokyMeHTaIus CUCTEMbl MEHEIKMEHTA KauecTBa
Llenb NOMUTHKA yIIpaBICHUS TOKYMEHTaMU ?
OTBETCTBEHHOCTh 3a YIpPaBJICHHA JIOKYMEHTAMH: 3a HX
IIPOCKTUPOBAHUE, BHEAPEHHE W COXPAHHOCTb CHUCTEM
yIOpaBieHUs JOKYMEHTAaMH M HUX OJKCIUlyaTallUOHHbIE
XapaKTepUCTHUKH, 32 00yUYeHHUE IMO0JIb30BaTEIeH yIpaBIeHUIO
JOKyMEHTaMHd ¥  TNpPUMEHEHHE CHUCTEM  YIIpaBJICHHUSA
JIOKYMEHTaMHU B VHIMBUTyaJIbHOU MIPaKTUYECKON
JIESITEIBHOCTH.
OTBETCTBEHHOCTh PYKOBOJICTBA OpraHM3alMi B 00JaCcTH
YIIPaBJIECHUS JOKYMEHTAMM.
@OYHKIIMM U OTBETCTBEHHOCTH aJMUHUCTPATOPOB CHCTEMBI
yrpaBieHus?
CBoiicTBa JOKYMEHTOB, oOecrednBaeMble pPabOTHUKAMU
opranu3zanuu. CyTh KaXJ10ro U3 CBOMCTB.

HUTorosblii TeCT M0 Kypcy




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

Bomnpoc 1
Tekct Bompoca
K xapakrepucrukam cucrem ynpasienus 1okymenramu 'OCT
P UCO 15489 oTHocur:
Br16epute oauH OTBET:

a. TOCTOBEPHOCTh, AYTEHTUYHOCTb, IPUTOHOCTD JUISI
UCII0JIb30BaHUs, LEJIOCTHOCTh

b. HaJIEKHOCTh, CUCTEMHOCTB, COOTBETCTBHE, JISTUTUMHOCTD,
L[EJIOCTHOCTh

C. CUCTEMHOCTb, KOMIUIEKCHOCTb, ayTEHTUYHOCTb, [IPUTOTHOCTh
JUTSL UCTI0JIb30BAHMUS

d. HaZEe)KHOCTb, IETOCTHOCTD, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBUE
Bonpoc 2
Tekct Bompoca
Kakomy Ttexunueckomy komurery MCO Obl1a mopy4yeHna
pa3paborka ISO 15489?
Br1bepute oauH OTBeET:

a. TK 37 «Tepmunomnorus (MpUHIUIBI 1 KOOPAUHALINSA)»

b. TK 176 «YnpaBieHue KauecTBOM

c. TK 46 «1ndopmanus u 10KyMeHTALIMSD

d. TK 171 «BocnpousBeeHre JOKYMEHTOB
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexcoOyHapoOHbIX CHAHOAPMOE 6 OMEUeCMEEHHOM
0e10npou3600cmee Havauioch ...
Bribepute oauH OTBeT:

a. B KOHIlEe XX B.




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

b. B Hayane XXI B.

¢. B Hagasie XX B.

d. B xonue XIX B.

Bomnpoc 4

Tekct Bompoca

Kakoii u3 nepe4nc/jieHHbIX HHKe MEKIYHAPOAHBIX CTAHAAPTOB
NnpefAHa3HA4YeH JUIA CO3JaHHSI B OPraHM3alusX CUCTEeM
yIpaBJieHHsl IOKYMEHTAMM HAa CTPATerH4ecKOM YPOBHe, TO eCTh
HA YPOBHE OTBETCTBEHHOCTHM M B 30He NPUHATHSA pPelleHHit
pyKoBojacTBa?

Br1bepute oauH OTBeET:

a. UCO 15489:2001 «1upopmanius u 1oKkyMeHTalus. Y IpaBlieHue
JIOKyMEHTaMMU»

b. UCO 23081:2004 (pexn. 2006 .) «uDOopmaIus 1 JOKyMEHTAITHSI.
[Ipouecce! ynpaBineHus: JoOKyMeHTaMU. MeTaiaHHbIe 1S
JIOKYMEHTOB

c. UCO/TO 26122:2008 (pex. 2009 u 2010 rr.) «adpopmarus u
JoKyMeHTalus. AHanu3 pabo4ux MpoIeccoB, IPUMEHSIEMBIX B
OTHOLIEHUH JOKYMEHTOB)

d. UCO 30300:2011 «1udopmarus u nokymentamusi. CucTeMbl
ynpapieHus JokyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U CIIOBaPh)
Bomnpoc 5
Tekct Bompoca
Yem usmepsiercs 3PpPeKTHBHOCTH IPUMEHECHUS
MEKIyHApPOAHOro crangapra’?

BeiGepure ofuH OTBET:
a. OTcyTCTBHEM HapeKaHUI CO CTOPOHBI HAJ30pPHBIX OpPraHOB
b. [TonyyeHne KOHKYPEHTHBIX IPEUMYILECTB, MPUOBLIH 3a CUET




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

COBEPILEHCTBOBAHUS CUCTEMbI OPIaHU3ALUU JIEJIOBOM 1€ATEIbHOCTH

c. [TonuHo# yHuUKaIHeH MPoLecCoB OpraHu3aiuu

d. Co3ganuem HEOOXOMMOTO MaKeTa JTOKyMEHTOB
Bomnpoc 6
Tekct Bompoca
Y100bI COXpaHATH KOPINIOPATHBHYIO LEJIOCTHOCTD CPeAbl
ynpasJjeHus uHGpopmanuei, opranu3anum Heo0X0AuMo...
Br16epute oauH OTBeET:

a. PEryJIsIpHO NMPOXOJAUTH IPOBEPKY BO BHEIIHUX ayJJUTOPCKUX U
Ha/I30pHBIX OpraHax

b. ocoboe BHUMaHUE yIEIATh BCeM UH(OPMAIIMOHHBIM CUCTEMaM U
IpaBwiaM (CTpaTerusM, NOJUTHKAM), IPUMEHSEMBIM BHYTpU
OpraHu3aluu

C. HA3HAYUTh OTBETCTBEHHBIX 32 IIPOBEJCHUE AyIUTa U
MOHUTOpHHra Y J|

d. IMeTh TOJBKO OJTHY aBTOMATH3HPOBAHHYIO CUCTEMY B
OpraHu3aluu
Bomnpoc 7
Tekct Bompoca
Kakas npo0Jiema/bl Bo3HMKJIa/H ¢ BHeApeHueM cranaapra UCO
15489:2001? «HWudopManusi ¥ JOKYMEHTaUus. YIpaBJieHHe
AoxkymeHramm» B Poccun?
BeiGepure ofuH OTBET:

a. [IpoGnema HanmoHaNbHOM crienu(UKU B IPaKTUKE PabOTHI C
JIOKyMEHTaMU

b. [Ipobnema orpaHUYeHHOCTH IPUMEHEHUS CTaHAapTa

c. [IpoGnema TepMUHOIOTHYECKOTO HECOOTBETCTBUS

d. IIpobrema HECOBMECTUMOCTH C POCCUICKON 3aKOHOAATEIbHOM




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

6azoit
Bormpoc 8
Tekct Bompoca
B noucke oTBeTa Ha BONPOC, B YeM NPUYHHA IVIOXOI'0 KAa4ecTBa
TOBAPOB U YCJIyT, 3kcnepTbl UCO npunuiu Kk BIBO1Y, 4TO OHA
3aKJII0YAeTCs BCerja ...
Bribepute oauH OTBeET:
a. B IJIOXOM OpraHu3aluu MEHEeKMEHTa
b. B HU3KOM KaueCTBE CHIPbS
C. B HU3KOH npodeccHoHaNbHON MOATOTOBKE IIepCcoHala
d. B HEMOCTaTKE (PMHAHCHPOBAHUS
Bormpoc 9
Tekct Bompoca
KeMm 10/2KHBI yTBEpPKIATHCS BCe PelIeHUs 0 BKIKYEeHHH
noxkymeHToB B CY/l M ycTaHOBJICHUH CPOKOB U NOPSAKA X
XpaHeHus?
Br16epute o1H UM HECKOJIBKO OTBETOB:
a. apXWBHBIM OPTAaHOM
b. BBICIIMM PYKOBOJCTBOM
C. HaJI30pPHBIM OpPraHOM, ayAUTOPAMHU
d. otBercTBeHHBIM 32 CY ]|
Bonpoc 10
Tekct Bompoca
Ilepe6oo kakux mepmunos 6v136a71 HAUOOIbUILE MPYOHOCHU Y
nepeeoouuxoe BHHHU/TA/]?
Bri6epute oiH UM HECKOIBKO OTBETOB:
a. MeTaJlaHHbIE
b. 3anuce




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

C. JOKYMEHT
d. apxuB

VYMeTs:

npuobpemamsw 3uanus 6 ooracmu MOY u JIOY 3a pybesicom;
KOPPEKMHO ~ Gblpadicamsv U ApeyMeHMUpPOBAHO 0OOCHOBbIBANb
cywecmeoganue MeHOeHyull pazeumusi UHQGOPMAYUOHHO2O U
OOKYMEHMAYUOHHO20 o0becnedeHuss 0esameilbHOCmU 3apy0edcHbiX
OpeaHu3ayuli,

obcyscoams  cnocobvl  Ihekmusnoco  peutenus — npoodrem
unopmayuonnoco U OOKYMEHMAYUOHHO20  0becnedeHus

oesmenbHoCmu OPZCIHLL?CM/;MZZ.

IIpakTuueckoe 3axanue Ne 1
2. Tonw3ysicb TpeboBanusamu .5 'OCT P UCO
15489 mno wuneHTHdUKAIMA HOPMATHBHOM  CpEJbI,
COCTaBUTh MEPEUYCHh HOPMATUBHBIX MPABOBBIX AKTOB JJISI
OJIHOM (Ha BHIOOP) OpraHU3aIMH (CM. CTUCOK HUXKE).
Memoouueckue pexomenoayuu
I'pynnupoBky akrtoB, 3agannyro ['OCT P HCO
15478, cnenyeT coxpaHaTh 00s3aTenbHO! J{J1s MoAroToBKU
HOpMATUBHOM 0a3bl oOmupaiTech Ha 0a3zy CIPaBOYHBIX
npaBoBbix cucteM Koncynwrantllntoc, ['apant, Konekc;

Mo  BHUAAM  JCATEJIBHOCTH  MOXHO  TOJIb30BaThCS
cnpasounotl ungopmayuet "Cpoku xpaneHuss 00KYMeHmMOos
opaanuzayuu " llopmana «KoncynomanmlIInocy
[OnekTpoHHBI  pecypc]. —  Pexum  pocryna:

http://www.consultant.ru/document/cons doc LAW 121777/

Cnucok opraHI/BauI/Iﬁ2
1.3A0 «Potop» (HerocyaapcTBeHHasi OpraHu3anus,
OCHOBHOM BHJ PKOHOMHYECKON OEATEILHOCTH — PeMOHT
MamuH ®  00OpYIOBaHHSA, MECTO pErucTpaluu —
r. YensaOuHCK);

z IIpumeuanue: Hazpanue u XxapakTepUCTUKHU BCEX YKA3aHHBIX OpPraHU3AINil YCIOBHBI.



http://www.consultant.ru/document/cons_doc_LAW_121777/

CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
KOMIICTCHIIHH HnaHpreMble PE3YIIBbTAThI O6yLIeHI/I5[

2.000 «XoaMme» (HerocynapcTBeHHas
opra’usanus, OCHOBHOM BU]I DKOHOMHYECKON
JNeATeIbHOCTH — YacTHas JETEKTUBHAs M OXpaHHasd
NEATEIIbHOCTh; MECTO peructpauuu — r. Yda PecrnyOnuku
bamkopTtocran);

3.AHO «Betep cTpaHCTBUI» (HETOCyAapCTBEHHAS
opra’usanus, OCHOBHOM BU]I SKOHOMHMYECKON
JeAaTellbHoCTH — Typucthdeckas IeATENbHOCTb, MECTO
peructpauuu — r. Cankr-IletepOypr);

4. HII «Banos U.N.» (ocHOBHOI BU/]T
DKOHOMUYECKOM  JACATENIBHOCTH  —  JlesSTenbHOCTh
MpEeaNPUATUN 0OIIIECTBEHHOTO MATAHUS o
00CITy’>KUBAHUIO TOPYKECTBEHHBIX MEPOIPUSITUNA U MPOYUM
BHJIAaM OPTraHU3alMU MHUTAHUSA, MECTO PETHCTPALMU — T.
Marsnurtoropck).

[Ipumeuanue: Hazeanue u xapaxmepucmuku 6cex
VKA3AHHbIX OP2aHU3aAYULL YCIO0GHDL.

BJ]a,Z[CTBI npakmu4eCKUMU HasoblKamu analusad HOpmMamueHblx adKmoe 6 cgbepe

OV u UOY;

cnocobamu 0eMOHCMpayuu yMeHus aHaIu3uposams CUmMyayuro 8
cghepe JIOY u HOY;

00vscHamb munuynvie mooenu OV u UOY 6 3asucumocmu om
cneyughuku 0enosoll dessmenbHOCmuU OP2aAHU3AYUU;

KounrpouabHas padora

3aganue 2. CocTaBUTh MOJEHb OICHKH HAJIUYUS B
JIOKyMEHTaxX 00s3aTesIbHbIX CBOMCTB, TpebyeMbix 'OCT P

NCO 15489-1-2007.
MeTtoanyeckue yKasaHus




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
KOMIIETEHIIHH ITnanupyemble pe3yabTaTbl 00y4eHUs
I[aHHLIG CJICOYCT 3aHCCTU B Ta6JII/IHy.
dopma Tabsmis! 1
MO,ZIGJII) OOCHKH HAJIN4YUA B JOKYMCHTAX
o0s3aTenbHbIX CBOUCTB, TpeOyembix ['OCT P CO
15489-1-2007
[Tonoxenue CaoiicTBa ITokazarenu
craggapra ['OCT JOKYMEHTOB COOTBETCTBUS
P HCO 15489 TpeOOBaHUSAM
(myskr Ne m CTaHzapTa
Ha3BaHUE)
1 2 3
AyTEHTHUYHOC
Th
JocToBepHOC
Tb
IlenoctHOCTh
[IpurognocTs
IS
HCIOJIb30BaHUS
CIIOCOOHOCTHI0 OLICHUBATH MCTOPHI0 M COBPEMEHHOE COCTOSIHHE
IIK-7 3apy0e:kHOro ombiTa ynpaBjieHHSl JOKYMEHTAMH W OPraHM3alMH HX

XpPaHeHust

3HaTh

OCHOGHblE NOHAMUA, UCHONb3YeMble NPU NOCMPOEHUU CUCHEMbl
Ynpaegnenus 00OKyMeHmamu,

Bonpocsl k 3auery
1. Hcropus BO3HHMKHOBEHMS MEXAYHAPOIHBIX CTAHJApTOB B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

ucmopuro nosAe6JleHUsl NOHAMUS «ynpaejlenHue 00KyM6Hmamu»;

CB43b NOHAMUA,

COBPEMEHRHbLE UCMOYHUKU qubopmat;uu 0 cocmosArRuu 3Clpy6€9fCH020
onslma ynpaejieHus OOKyMeHmaMu.

00J1acTH MEHEKMEHTA KauecTBa.
2. TloHATHH «TOKYMEHT» U «3aIHCh.

3. Ipunuunst UICHTU(QHUKAIIMA ~ HOPMATUBHOW  CpEabl
yIpaBJIeHUs TOKyMEHTaMu?
4. Pa3zpaboTka  MOJIUTUKM B O0JACTH  YNPABICHUS

JIOKyMEHTaMu?
5. Ilpeamochuiku MOSBICHUS MEXAYHAPOJHBIX CTAaHAAPTOB B
001aCTH MCHCKMEHTA.

6. CMK KaK CHCTEMa YIPABICHHUS T'OPU30HTAJIbHBIMU
nporeccaMu

7. Tlonstue cranmapra B unrepnperamnuu MCO.

8. OcHoBHbIe TpUHIUIBI pazpaboTku ctangapTos MCO.

9. Tlpomemypa pa3paboTku MeXAyHApOHBIX cTangapToB UCO.

10. IIpeumymiectBa MCIOJIb30BAHUS MEXTYHAPOIHBIX
cranaaptoB MCO B oOnacTu ympaBlieHUs JOKYMEHTaMHU U
MH(POPMALIMOHHOTO MEHEIKMEHTA, MEHEIKMEHTA PUCKOB?

HTorosplii TeCT 10 Kypcy

Bomnpoc 1
Tekct Bompoca
K kakoii cepuu cranaaptoB Bocxoaut crangapt UCO
15489-2001 «YnpasJjieHne 10KyMeHTaAMU»?
BriGepure ouH OTBET:

a. Cepun ISO 14000

b. Cepun 30300

c¢. Cepuu ISO 9000

d. Cepuu ISO 10000
Bompoc 2
Tekct Bompoca
C keM J0/KHBI COTJIACOBBIBATHCS BCE PellleHUs] 0 BKIIOYEeHUH




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

JOKYMEHTOB B CHCTEMY YIIPaBJICHUS JOKYMEHTAMH H
YCTAHOBJICHMH CPOKOB H NOPSIAKA UX XpPaHEeHHs ?
BriGepute oauH MM HECKOIBKO OTBETOB:

a. orBeTcTBeHHBIM 3a CVY /|

b. HaZI30PHBIM OPraHOM, ayTUTOPAMHU

C. ApXMBHBIM OPraHOM

d. BBICIIMM PYKOBOJCTBOM
Bormpoc 3
Tekct Bompoca
KiroueBoe nousitue «ynpasJjeHue JOKyMEeHTaMi» B Pa3HbIX
cTpaHax, B TOM 4ncie Poccuu, BbI3BA10 TEPMHUHOJIOTHYECKYIO
auckyccuro. C KakuMH U3 NepevHcJIeHHbIX HUKe NOHATHI ero
CTPEMUJINCH OTOXKAECTBJIATD?
Br1bepute oauH OTBeET:

a. yIpaBJICHUE apXUBAMU

b. ynpasiieHue J0KyMEHTOO00pOTOM

C. yIpaBJieHue UHpopMaIei

d. co Bcemu nepeuncieHHbIMU
Bompoc 4
Tekct Bompoca
YkaxkuTe npaBuiIbHOE MPOI0JKEHHE BICKA3bIBAHUS:
«Cucrema MeHEXKMEHTA Ka4ecTBa — 3TO...»
BeiGepure ofuH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JICHCTBHI, HAalIpaBJI€HHBIX Ha
JOCTH>KEHUE MTOCTAaBJICHHBIX 3a/1a4 (1ieneit, moueneii)

b. Cucrema MeHeKMEHTA JUIsl PYKOBOJICTBA U YIIPABJICHHS
OpraHu3anyeil NpUMEHUTEIbHO K KaUeCTBY

c. O0ure HaMepeHus U HalpaBJIeHUs JeATeIbHOCTH OPraHU3ali1 B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

o01acTi KauecTBa, opuLuaIbHO cHOPMYIUPOBAHHBIE BEICIINM
PYKOBOJICTBOM

d. Cucremarnueckasi HICHTH(PUKALNS U YIOPSIOUEHHE JeTOBOM
JEeSATEeIbHOCTH U (W) JOKYMEHTOB IO KaTEropusiM B COOTBETCTBUU
C JIOTUYECKU CTPYKTYPUPOBAHHBIMH YCIIOBUSMHU, METOJAMH U
IPOLEAYPHBIMU IIPaBUIIAMU, NIPEACTABIEHHBIMU B
KJ1acCU(UKALMOHHON CHUCTEME.
Bomnpoc 5
Tekct Bompoca
Yto0bI onipenesisitb TPeOOBAHUS K PAKTHKE, 00C/I€I0BAHUIO,
NpOBepKe U TeCTHPOBAHUIO NIPOLECCOB YIIPABJICHHUS
AOKYMEHTaMH, He00X0AUMO...
BeiGepure ofuH OTBET:

a. PeryJIsipHO NMPOXOJAUThH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX U
HAJ30pHBIX OpraHax

b. TOKyMeHTaIbHO 3a(UKCUPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHAAPTOB U MOJIUTUKY OpPraHU3alluU

C. OTCJIE)KUBATh U3MEHEHUS B 3aKOHO/1aTEIbCTBE

d. Ha3HAYUTH OTBETCTBEHHBIX 32 MPOBEICHUE AyAUTA U
MoHuTOpHHra Y /1.
Bomnpoc 6
Tekct Bompoca
B ciyuyae o0Hapy KeHHsI HENIPUTOAHOCTH WIN HeI(PPEKTUBHOCTH
HCI0JIb3yeMOM CHCTeMbl YIIPABJIeHHUs JOKYMEHTAMHU H
NMPOLECCOB YNPaBJICHUs JOKYMEHTAMH He00X0AuMO...
BeiGepure ofuH OTBET:

a. mepeiTH Ha OyMaKHBIA JJOKYMEHTOOO0POT

b. yanutoxuts CY




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c¢. 3ameHuts CY /[]
d. MmomudummpoBats npoueccer Y /1.
Bonpoc 7
TexkcT Bompoca
TpeOGoBanus K cucTeMe MEHeIKMEHTA Ka4ecTBA ONHMCAHBI B...
Br1bepute oauH OTBeET:
a. Cepuu ISO 9000
b. Cepun 30300
c. Cepuu ISO 14000
d. Cepuu ISO 10000
Bormpoc 8
Tekct Bompoca
IIporpammbl 00yuYeHHs1 YIPABJIEHHIO TOKYMEHTAMM J10/KHbI
0XBaThIBATD...
Br1bepute oauH OTBeET:
a. POJIM M OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX pAOOTHUKOB U JIMIL,
paboTarmKX Ha OOIIECTBEHHBIX HavYallax
b. posiu ¥ OTBETCTBEHHOCTh BCEX COTPYAHUKOB U MIPOYMX JIMIL,
OTBETCTBEHHBIX 3a CO3/JaHHE JOKYMEHTOB BO BpeMs MX pabOThI U 3a
BKJIFOUEHUE 3TUX JOKYMEHTOB B CUCTEMY YIPABICHUS TOKYyMEHTaMU
C. POJIK ¥ OTBETCTBEHHOCTh TOJILKO BCEX IITATHBIX COTPYIHUKOB
d. posi ¥ OTBETCTBEHHOCTh BCEX PYKOBOJASALINX PAOOTHHKOB
Bormpoc 9
Tekct Bompoca
Korna B Poccun nosiBuinch nepsbie cranaaptsl mo CMK?
BeiGepure ofuH OTBET:
a. B 2000 r.
b. B 1997 r.




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c.B1947r.

d. B 1987 r.
Bonpoc 10
TexkcT Bompoca
Kak cootnocsitest TOCT P UCO 15489-1-2007 u T'OCT P UCO
30300-20157
Bribepute oauH OTBeET:

a. 'OCT P UCO 30300-2015 neranusupyer u yTOUHSIET
nonoxenus [OCT P UCO 15489-1-2007

b. TOCT P UCO 30300-2015 mensier repmunonoruto ['OCT P
NCO 15489-1-2007

¢.TOCT P UCO 30300-2015 ormerun TOCT P UCO 15489-1-2007

d. TOCT P MCO 30300-2015 nukaxk =e cesizan ¢ [OCT P UCO
15489-1-2007
Bomnpoc 11
Tekct Bompoca
Kakoe MecTo 0TBOAMTCH YNIPABJIEHUIO TOKYMEHTAMM B
crangaprax UCO 9000?
Bri6epute oguH OTBET:

a. YrpaBlieHHE TOKYMEHTaMHU pacCMaTPUBAETCS KaK
BCIIOMOTaTEJIbHBIN TTPOIIeCcC, 00CYKUBAIOIINI MEHEKMEHT

b. YrpasneHue JOKyMEHTaMU SIBJISIETCS CaMOU BaKHOM 4acThIO
MEHEKMEHTa

c. YrpaBieHHe TOKYMEHTAMH SIBJSIETCSI COCTABHOM YaCThIO
MEHEKMEHTA

d. YopaBieHnue 1oOKyMeHTaMH HE pacCMaTPUBACTCS U HE
OTIUCBHIBACTCS
Bomnpoc 12




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

TekcT Bompoca
B uyem 3ak/il04aeTcsi yHUBepcaJbHOCTh cTanaapToB ISO cepun
90007
Bribepute oauH OTBeET:

a. YHUBEPCAIIbHOCTh CTAaHJIAPTOB 00ECIIEYMBACTCS TEM, YTO B
TpeOOBaHUAX OBLIIM YYTCHBI MHEHUS Pa3HBIX 3KCIIEPTOB

b. OHu nipennararoT oHy OOIIYI0 YHUBEPCAIbHYIO MOJIETh
MEHEDKMEHTA

¢. OHU TPUMEHHUMBI 151 JTI000H OpraHU3aIli BHE 3aBUCHIMOCTH OT
YHCIEHHOCTHU NIepcoHala, opMbl COOCTBEHHOCTH, 3aHUMAaEMBbIX
PBIHKOB, XapaKTepa BITyCKAEMOM MPOAYKIIUHU HITH OKa3bIBAEMBIX
yciyr

d. YHHMBepcanbHOCTh NPOSBISETCSA B TOM, YTO IaHHOW Cepuu
0000111eHBI TpeOOBaHUS IPYrUX CEPUM CTaHAAPTOB

YMmeTs

pacnoznasams d¢hpexmuenvle peulerusi om HedImh@HEeKMusHvIX npu
OYeHKe UCMOPUU U COBPEMEHHO20 COCMOSIHUSL 3aPYOe’CHO20 ONbIma
VApasieHuss 00OKYMEeHMAaMU U OPaAHU3AYUY UX XPAHEHUSL,
oocyacoams cnocodwvl d¢hpexmusnoco ynpasieHus 0OKyMeHmamu
npuU aHAIU3€e MENCOYHAPOOHO20 ONbIMA;

oasamsb cobcmeeHuvie 0OOCHOBAHHbBIE NPOSHO3bL NPUMEHEHUS
3apybescHo2o onvima ynpasierus 0oKymenmamu ¢ Poccuu.

1. CocTaBUTh TEPMUHOJOTHYECKUI CIIOBAapPUK B BUJIE

Tabnuipbl, nosb3yach 'OCTamu, ykazaHHBIMU B IEPEUHE.
Memoouueckue pexomernoayuu

B cronbenyr Ne 1 BHOCATCS TEpMHUHBI, KOTOpPBIE
BXOJISIT B TEPMHUHOJIOTMYECKUE CITUCKH TOJIBKO CTaHAAPTOB
NCO (I'OCT P HUCO 15489-1-2007 u I'OCT P UCO
30300-2015). B  poccuickuX  TEPMHHOJOTHYCCKUX
['OCTax (I'OCT P 51141-98 u T'OCT P 7.0.8-2013)
HeoOxoaumo HalTh coorBercTBytouii MMCO TtepmuH,
€CIM OH OTCYTCTBYET, TO B HYXHYIO rpady TaOIuIbI
BIIMCBHIBACTCSI CIIOBO «OTCYTCTBYeT». llocnme Tabmuipsl B
BUJIE TEKCTa HEOOXOJAMMO  clieJaTh  BBIBOABI O




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS

KOMIICTCHIINU
COOTHOIIIEHHH COCTaBa TEPMUHOB U X TOJIKOBAHUSX.
Dopma mabauywl k 3a0anuio 1
CornocTaBuTENbHBIN aHATU3 TEPMUHOB U
ONPEACTICHHUIN

Tep ro rocCrt ro roc

MHHBI CTP P UCO CTP TPUCO

51141-98 | 15489-1-2007 | 7.0.8-2013 | 30300-2015

1 2 3 4 5
Brnaners HABbIKAMU ~ AHANU3A U CONOCMABNEHUS  MEeNCOYHAPOOHBIX KonTpoabHasi padora

CManoapmos8 no YnpagieHuro OOKYMEHMAMU U OMme4yecmeeHHOl
HOpMamueHOU cpeovl,

NpUHYUNAMU NPOEKMUpPOBAHUSL cucmembl VIPAaGIeHUs.
OOKYMEHMAaMU NO MeHCOYHAPOOHBIM CIMAHOAPMAM.

3aganme 1. CoctraBuTh 0030p MNyOIMKaMiA TIO
MEePUOINYECKUM U3JIaHUSIM (razeram,
HayYHO-TIPAKTHYCCKUM >KypHaiaM, COOpPHUKAM HayYHBIX
TPYIOB U J1p.) 3a nocinenHue 10 jeT o poccuiickom u
MeNCOYHAPOOHOM Onbvlime YNpaeieHus OOKYMEeHMAaMu 8
OpeauHu3ayusax,  YApPAaeusaemMvlx  No  MeHCOYHAPOOHLIM
cmanoapmam UCO cepuu 9000 (pazuwix sepcuii).

MeTtoauyeckue yKkasaHus

AHanmu3 TpeNCTaBUTh B BUAEC TEKCTa 00BEMOM HE
MeHee 3-x cranui (0e3 ydera CTpaHUI[ CCBUIOK) C
oOs3aTebHBIMU ~ OUOIMOTpaUIECKUMH  CCHIJTKAMH  Ha
ucrounukn. pudpr - 14, Times New Roman,




CTpyKTypHBI
3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU
MEXCTPOUHBIN uHTEepBai -1,5. Bee moss no 2 cm.
BJIaJICHHEM COBPEMEHHBIMH CHCTeMAMH HH(OPMAIMOHHOTO W
IIK-18 TEXHHYECKOro olecneyeHUsi JOKYMEHTAIIMOHHOIO olecrne4eHust

YupaBJicHUs U YIIPABJICHUS apXUBaMHu

3HaTe

onpedeneHuss Npoyecco8 UHMOOPMAYUOHHO2O0 U MEXHUYECKO2O
obecneyeHusi 00OKyMeHmMayuoHH020 0becneueHus ynpasieHus;
OCHOBHblE  MPeDdO8aAHUSL  MEHCOYHAPOOHBIX  CMAHOAPMO8 K
COBDEMEHHbIM CUCEMAM UHDOPMAYUOHHO20 U MEXHUYECKO20
obecneyeHusi 00OKyMeHMayuoHH020 0becneueHus ynpasieHus;
NPUHYUNBL  NOCMPOeHUs.  cucmem  UHQPOPMAYUOHHO20 U
MeXHUYEecKo20 obecneuenus OOKYMEHMAYUOHHO20 0becnedeHus
VAPAGIeHUsL.

el

Bomnpocs k 3auery
AYTEHTHYHOCTH M CIIOCOOBI e 00ecIieueHusl.
J10CTOBEPHOCTH | CITOCOOBI €€ 00eCTICUeHUSI.
[emocTHOCTH M cIOCOOBI €e 0OecTIeUeHHUs.
[IpurogHOCTh Ui WMCHOJB30BAHUA H
obecrieueHus.
Tpeboanuss 'OCT P HCO 15489-1-2007 x cucremam
yIpaBJICHUS IOKyMEHTaMH. PaCKpbITh KaXK10e TpeOOBaHUE.
[TpoekTHpoBaHWE ¥ BHEAPEHHE CHUCTEMbI YIPABICHUS
JIOKYMEHTaMHU.
CXOICTBO M OTJIMYMS B TpHEMax OIPEIEICHUsI CPOKOB
XpaHeHHus JoKyMeHToB 1o cranaapty MCO P 15489-1-2007
U OTEUYECTBCHHBIM HOPMATHBHBIM aKTaM.
[Tporpamma pa3paboTKu CHCTEMBI
JIOKYMEHTaMHU.
MOHUTOPHHT U ayJUT CUCTEMBI YIIPABJICHUS TOKYMEHTAMH.

cnocoObl  ee

yTpaBJIeHUS

10. OcnoBusle TpedoBanus I'OCT P UCO 15489 no obyuenuro

CHUCTEME YIPABJICHUS TOKYMEHTAMHU
HTorosblii TeCT 10 Kypcy

Bompoc 35

Tekct Bompoca

Ha3zoBurte Tpu MexXIyHApOAHBbIE OPraHU3ALUH 10




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

CTaHAAPTU3AIUH
Br16epuTe o1H MITH HECKOIBLKO OTBETOB:
a. MexayHapoaHast dJICKTPOTEXHUUYECKAsT KOMHUCCHSI
b. EBpomneiickuii HHCTUTYT CTaHIaPTOB AJIEKTPOCBSIZU
c. MexxayHapoaHasi OpraHu3aiis CTaHAapTU3aluu
d. Mexnynapoasbiii Coro3 DIeKTPOCBsI3U
Bonpoc 34
Texcm eonpoca
Ilouemy, no muenur B.®. HAukoeoii, HUCO 15489 ""cmasum
Kkpecm'' na oenonpouszeoocmee 6 cmapom noHumanuu?
Br16epuTe o1H HITH HECKOJIBKO OTBETOB:
a. Cranmapt  TpeOyer  TOJHOW  3aMEHBl  BCeH
HAyYHO-TEPMHHOJIOTHYECKON 0a3bl JeTOMPON3BOICTBA
b. Cranmapt He mnpeamnojiaracT BO3MOXHOCTH TPUMEHSTH
HAI[MOHAJILHBIN OIBIT YIIPABJICHUS JOKYMEHTaMHU
c. Crangapt 0003Ha4YMIT HEOOXOIMMOCTh TIEPECMOTpa cTaTyca
cyx0s1 JIOY u ee poiu B ACATENHHOCTH OPTaHU3AIUH B 1IEJIOM
d. Crangapt kacaercsi BceX JOKYMEHTOB OpraHu3aluu (a He
TOJIBKO
Bormpoc 33
Tekct Bompoca
Kakum HOpPMATHMBHBIM [IOKYMEHTOM B OpPraHU3aluu
JAOJIKHO PerjiaMeHTHPOBATHCS KOHBEPTHPOBaHHE W MHUTPAaLHs
JOKYMEHTOB M3 OIHOI CHUCTeMbl YNPAaBJIEHHUS TOKYMEHTAMH B
Apyryio?
Bribepute oauH OTBET:
a. yCTaBOM OpPTaHU3aIUU
b. mprKa3zoM 0 KOHBEPTUPOBAHUU U MUTPAIIMH TOKYMEHTOB U3




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

OJIHOH cHCTEMBI YIpaBieHUsI JOKYMEHTaMH B IPYTYIO
c. 'OCTom
d. wWHCTpyKIHMEW 10 KOHBEPTHPOBAHUIO W MHUIPALUH
JIOKyMEHTOB
Bonpoc 32
Texcm eonpoca
Ymo cnocodcmeosano axKmueuzayuu MmexHcoyHapooOHou
cmanoapmusayuu u cepmuukayuu 6 odaacmu ynpaeieHus
O0oKymenmamu?
Bri6epute o1H UM HECKOJIBKO OTBETOB:
a. CtangapTu3anys MEHEKMEHTA
b. VBenuueHue KoIMYECTBA HKCIEPTOB, YYAaCTBYIOUIUX B
pa3paboTKe CTaHAapTOB
c. BHenpenue 31eKTpOHHOT0 TOKYMEHTO000pOTa
d. U3meHeHus B 3aKOHOAATEIHCTBE
Bonpoc 31
Texcm eonpoca
Kakue/aa wacmuv/u ISO 15489 6v1nu nepesedenst u npunamaol
6 Kauecmee HayUuOHAIbHO20 POCCUIICKO20 cmaHnoapma?
Br1bepute oauH OTBeET:
a. Tonbko 2-ag u 3-1 yactu
b. Bce uactu
c. Tonpko 2-as yactb
d. Tonpko 1-as yacTe
Bonpoc 30
Texcm eonpoca
Br160op HocuTens nHpopMauu 3aBUCUT OT:
BeiOepute oMH MM HECKOJIBKO OTBETOB:




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

a. MaTepHalIbHBbIX BO3MOKHOCTEH OpraHu3aluu

b. o0beMa JOKYMEHTO0O0POTa OPTaHU3AIHH

C. IPOTHO3UPYEMBIX THUIIOB YPE3BbIYAHBIX CUTYaIHH

d. cpokoB XpaHeHHs TOKYMEHTOB

Bomnpoc 29

Tekct Bompoca

Joxkymentanuss CMK BkiIOYaer cielywIIMii IakKer
JAOKYMEHTOB:

Br16epute oauH OTBET:

a. llenm ¥ mnonuTHKa OpraHMU3allld, PYKOBOJCTBO IO
KauecTBy, JOKYMEHTUPOBAHHbIE  NPOLEAYPHl, JOJLKHOCTHBIE
MHCTPYKLIMU U TIOJOXKEHHUSI O CTPYKTYPHBIX MOJpa3fesieHusX,
CTaHJApThl OPraHU3aLUK U pabouyre HHCTPYKLUU

b.  JIOKyMEHTHpOBaHHbBIE  MPOLEAYpPbI, JOHKHOCTHBIE
MHCTPYKLIMU U TIOJIOXKEHHUS O CTPYKTYPHBIX HOJpa3eseHusX,
CTaHJapThl OPraHU3aLUK U pabouyre HHCTPYKLUU

c. PykoBoactBO 1O KauecTBy, JOKYMEHTHPOBAHHBIE
MPOLEAYpPHI, CTAHIAPTHI OPTaHU3alMU U paboune HHCTPYKIUU

d. Muccust opraHuzanuu, LeId ¥ HOJIUTHKAa OpraHHu3alluy,
PYKOBOJACTBO IO KauecTBY, JOKYMEHTHPOBAHHBIE MPOLEIYpPHI,
JTOJKHOCTHBIE MHCTPYKIIMM M TOJOXEHHS O CTPYKTYPHBIX
MOJpa3/IeIeHUsIX, CTaHAapThl OpraHu3aluy U paboune HHCTPYKIUH

Bomnpoc 28

Tekct Bompoca

Kakoii TexHu4yeckMii KOMHTET SIBJsieTCS TJABHbIM 110
pa3padoTKe CTAHAAPTOB N0 YNPABJICHUIO JOKYMEHTAMM ?

Bribepute oauH OTBeT:

a. TK 176 «YnpaBiieHne Ka4eCTBOM»




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

b. TK 6 «bymara, KapTOH M LEJLTIOJI03a
c. TK 68 «baHkoBckoe €0, IEHHbIE OymMard U Apyrue
(UHAHCOBBIE YCITYTH
d. TK 46 «Madopmanus u TOKyMEHTaIUD»
Bomnpoc 27
Tekct Bompoca
«PUCK-OpHEeHTHPOBAaHHOE MbILLICHHE» IOSBUJIOCH B
CTAaHJAApPTaX BePCHH...
Br16epute oauH OTBET:
a.2015r.
b. 2000 r.
c. 1987r.
d. 1994 r.
Bomnpoc 26
TekcT Bompoca
Korna Obl1a co3nana MexayHapoaHasi OpraHu3anms 1o
CTAHAAPTU3ALMHU (International Organization for
Standardizations)?
BeiGepure ouH OTBET:
a. B 1947 r.
b. B 2007 r.
c. B 1986 .
d. B 2001 r.
Bompoc 25
Tekct Bompoca
Houemy byHkuun ceKperapuar o0ecnequBa
aBCTPAIMHCKUI HAIIMOHAIbHBIN OPraH cTaHAaApTH3ALMU?
BriOepure ofuH OTBET:




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

a. ABcTpanus BBICTYNWJIa C MHUIMATHUBOM co3ganus [SO
15489
b. ABcTpanust paHbllleé APYrUX BHEAPWIA HAIMOHAIBHBINA
CTaHJAApPT 110 YNPaBICHUIO TOKYMEHTAMH U €r0 NIPU3HAIN JIy4IIUM B
MEXIYHAPOAHOU IPAKTUKE
c. ABcTpanus Bcera BhIoNMHAET Januyo Gynkuio B TK
d. B ABcTpanuu nyumiue cekperapu
Bonpoc 24
Tekct Bompoca
PacnipenesienHoe ynpasJjieHHe JOKYMEHTAMH — 3TO...
Br16epute oauH OTBET:
a. CY]l, rie oTBETCTBEHHOCTh 3a JIOKYMEHTBI pacipe/eseHa
MEXy BCeMH paOOTHUKAMU OpraHU3aIiu
b. mpaBunbHO cnpoektupoBanHas CY]l, cooTBeTcTByroIIas
metonosorun UCO
C. KOHTpoJupyeMasi U JOKyMeHTalbHO odopmienHas CY/],
KOTOpasi CIOCOOHAa NOJJEpKUBAaTh albTEPHATHUBHBIE BapUaHTHI
pa3MeIieHns JOKyMEHTOB
d. CY I, ucnionp3yromias ayTCOPCUHT
Bomnpoc 23
TekcT Bompoca
Oco0eHHOe OTHOIIEHME K [JAOKYMEHTALMH CTaHIAPTOB
9000:2000 onpeneJisieTcsi TeM, 4TO...
Bri6epute oauH OTBeET:
a. YmpaBieHHE JOKyMEHTAaMM paccMaTpuUBaeTcs Kak
BCIIOMOTaTeNbHBIN Mpo1IecC, 00CITYKUBAIOLINI MEHEKMEHT
b. VYmpaBneHue MOKyMEHTaMH SIBJISETCS CaMOW BaKHOU
4acTbIO MEHEPKMEHTA




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c. Ha xaxoM npeanpusiTuy, B KaKA0H OpraHU3aIiy J0JDKHA
ObITh HE TONBKO pa3zpaboTaHa, BHEJApEHA M JIEHCTBOBATh CHCTEMa
MEHEKMEHTa KauecTBa, HO 3aJJ0KYMEHTHPOBaHA

d. YnpaBieHue JIOKyMEHTaMHU SIBISETCS COCTaBHOM 4YacThIO
MEHEHDKMEHTA

YmeTs

8bLOEIAMb NPUSHAKU CYWECBOBAHUSL UTU OMCYMCMEUSL CUCTEM
UHGOPMAYUOHHO2O u obecneuenus
OOKYMEHMAYUOHHO20 o0becnedenus YNpasieHus U YNpaeieHus

MmMexXHu4YecKkoco

apxueamu,
NpPOeKmupo8ams cocmas MemaodanHvlx o4 cucmem
OOKYMEeHMAayuoHH020 0becneyeHus ynpaeieHus,

MoOdenupoeams  Kpumepuu cucmem  UHDOPMAYUOHHO20 U

MEeXHUYECK020 obecneyenus O0OKYMEHMAYUOHHO20 0becnedeHus
VNPAaBAeHUsL NO MeNCOYHAPOOHIM CIAHOAPMAM.

IIpakTnueckoe 3aganmne Ne 2

1. Tlonw3ysdce mpemsiaraéMbIMA HCTOYHUKAMHU,
COCTaBUTh B BUJIE TAOIUIBI MOOeNb OYeHKU mpebo8aHuli
I'OCT P HCO 15489 no cobmooeHuro npunyunos
NOIUMUKYU 8 00]1aCMU YNPABTIeHUSI OOKYMEHMAMU.

B mnepBeiit cTONOEI] BHOCHUTCS IIMTaTa W3 TEKCTa
YKa3aHHOTO CTaHJIapTa, IIe¢ OrOBapUBAETCS Ha3BaHHBIN B
crosbne Ne 2 npunuun. [{utata 10mKHA COMPOBOXKAATHCS
TOYHOU CCBUIKOM.

B Tpetuii cTonben BHOCATCS MoKa3zateiu (Ha3BaHUS
JOKYMEHTOB  W/WJW  3amucedl 0  TPOU3BEICHHBIX
JEUCTBUSAX), IO KOTOPBIM MOHO CYJIUTh, YTO JaHHBIN
MIPUHIINAI COOTIOJIAETCS B XO/€ YIIPABIICHUS IOKYMEHTAMH.
Crnenyer mpoayMarh W moa00paTh Kak MOXHO OOJbIlee
KOJIMYECTBO BO3MOXKHBIX JOKa3aTEIbCTB, CBUICTEILCTB
coOmroieHns Kaxkaoro npunnuna. K mokazarensm ciemyer

OTHOCUTH OTBETCTBEHHOCTb JIOJDKHOCTHBIX JIMI[ IO
COONIONIEHUI0  KaXJOr0  TPHUHIMIA W OCHOBHBIC
pesynbTatel CY /1.

Bropoit ctonbGer; Tabmuilkl HE 3amoOHSIETCS U HE




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

JOITOJIHACTCA.

dopma Tabsmis! 1

Mooenv oyenku coomeemcmeust mpedosaHUusIM
T'OCT P HUCO 15489-1-2007
1o cOOM00EHUI0 NPUHYUNOSE NOJUMUKU 8 001aCTU
ynpasieHust 00OKyMeHmamu

[Tonoxxenue [Tpunimn [Tokazarenu
craanapra [OCT COOJTFOICHHUS
P UCO 15489 MPUHLINIA

(myHKT Ne n
Ha3BaHUE)
1 2 3
[Tpunamn
SKOHOMHUYECKOU
1eJ1eCO000pa3HOCTH

[IpuHnun yuera
OpraHU3alMOHHON
Cpelsl

[Tpuanun
COOTBETCTBHUS
HOPMAaTUBHOM Cpelie

[Ipuanun




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU
COOTBETCTBUS JEJTOBOM
NEeSATEIbHOCTH
Bnanets cnocobamu OYEHUBAHUA  3HAYUMOCMU u NpaKmu4ecKou HpaKTI/IlICCKOC 3aganue Ne 2

npueodHocmu NnoJly4€eHHbLX 3’HCZHL[ZZ,'

cnocobamu aeMOHCWlpClL;MM YMERUA aHaiusuposamsb coCmasH)ro
yacmb cucmemvl  ynpaejieHus 00KyMeHmamu,
qu)OpMaL{MOHHblM u mexHu4YecKum
aOKyMeHmal/!MOHHOZO obecneyenus ynpaejaeHusl,

CBA3AHHYIO  C
obecneuenuem

HABLIKAMU U MemoOuKamu 00600weHust pe3yibmanmos
MeHCOYHAPOOHBIX CIAHOAPMOS.

aHaiusa

2. Onwupasice Ha TpeboBanus crangapra ['OCT P
NCO 15489, pazpabotath MmoOdenb OYeHKU Kaxcoou
xapaxmepucmuxu CY]/].

JlaHHBIE CIeAyeT 3aHECTU B TaOJIUILY.

B mnepBbiii cTonber; BHOCHTCS LHMTaTa W3 TEKCTa
YKa3aHHOTO CTaHJapTa, IJle OroBapuMBaeTCs Ha3BaHHAS B
cronbrie Ne 2 xapakrepuctuka CVY][. Ilurata momxHa
COITPOBOXJIATHCS TOYHOM CCHUIKOM.

Btopoit cronber; TaGauIbl HE 3alONHSICTCS W HE
JIOTIOJTHSIETCSI.

B Tpertwii cTonber; BHOCATCS ToKa3arenu (Ha3BaHUs
JIOKYMEHTOB W/WJIH 3aIKCEH O MPOU3BEACHHBIX JIEUCTBUSIX,
MEPEUYUCIICHNE OCHOBHBIX PE3YJIbTAaTOB), MO KOTOPHIM
MOXHO cymuth, dYto CVY][ nocturia TtpedyembIx
XapaKTEePUCTHUK.

B kauecTtBe BCIIOMOraTeIbHOTO HWCTOYHUKA A
3anoyiHeHus1 ctonbma Ne 3 myumie ucnosnas3oBatsh ['OCT P
NCO 22310-2009 u TOCT P NCO 30300-2015.

®dopma TabauIbl 2

Mooenv oyenku coomsemcmesusi mpebosaHusm
I'OCT P HCO 15489-1-2007




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

no coomsemcmeutro CYJ/[ mpebosanuam cmanoapma

[Tonoxxenue XapakTepuCTUKU [Tokazarenu
craugapra ['OCT | CY /] COOTBETCTBUS
P HCO 15489 TpeOOBaHUSAM
(myskr  Ne wm cTaHjapra
Ha3BaHUE)
1 2 3

Hanexnocts CY ]I

enoctaocts CY /]

COOTBETCTBUE
CYl

KomiiekcHOCTE
Ccvy /[

CHUCTEMHOCTE
CY]l




0) Ilopsinox mpoBeJeHUs] NMPOMEKYTOUHOH aTTeCTAIMH, NMOKA3aTeId M KPUTEPHH
OLICHHBAHUS:

[TpomexyTouHas aTTecTanus 1Mo JUCHUIUTMHE «MeXayHapoaHble CTaHAAPTHl YIPABICHUS
JOKYMEHTaMHI» BKJIIOYAET OLICHKY TEKYIIEro 1 HTOTOBOTO TECTUPOBAHUS, OLIEHKY KOHTPOJIBHOM
paboThI ¥ NPAKTUYECKUX TOMAITHUX 3a/1aHUM.

Kpurepun onenku (6 coomeemcmeuu ¢  opmupyemvbimu  KOMHEMEHYUsMU U
NAGHUPYEMbIMU PE3YTbMaAmamu 00y4eHus1):

— Ha OYEHKY «3aUmMeH0» — CMyOeHm 00)ceH NOKA3amb NOPO208bll  YPOBEeHb 3HAHUUL (Ha
YpOGHe 60CHpOU36e0eHUsl U OOBLACHEHU UHDOPMAYUY, UHMENNEeKMYATbHbIE HABLIKU pPeUleHUs
npPOCMuIX 3a0a4);

— HA OYeHKY «He 3aUMmeHO» — CMYyOeHm He MOdcem HNOKA3amv 3HAHUS HA YPOGHe
B0CNpOU36EOeHUs. U OOBACHEHUs UHGOpMayuu, He MOJCem NOKA3amb UHMELIeKMYaibHble
HABLIKU peuenUs NPOCMbIX 3a0au.

[IpoMexxyTouHast aTTecTalusi IO IUCHUIUIMHE <«JlOKyMEHTBI W JOKYMEHTOOOOpOT B
OyXraJTepCKOM yd4eTe» BKJIIOYAeT OLEHKY TEKYIIEr0 W HTOTOBOTO TECTUPOBAHHS, OICHKY
KOHTPOJIFHOM pabOThl M MPAKTUYECKUX IOMAIIHMX 3aJaHui. [ OIEHKH «3a4TeHO» - TI0
K101 (popMe OTUETHOCTH HEOOXOAMMO HOJYyYUTh HE MeHee 65%.



