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Pabouas nporpamma cocrasiena Ha ocHoe GI'OC BO no HanpaBlieHHIO MOJrOTOBKH
40.03.02 JIOKYMEHTOBEJAEHUE U APXMBOBEJIEHUE (ypoBens OakanaBpuara) (npuxas
MunoOpuayxu Poceun ot 06.03.2015 r. Ne 176)
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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmszanuu B 2021 - 2022
y4eOHOM roy Ha 3aceqanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 . Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3aceqanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmMotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2023 - 2024
y4eOHOM roy Ha 3aceqannu kadeapsr [lemarormueckoro o0pa3oBaHus M JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kadeapel Ilemarorumueckoro o0pa3oBaHus U JOKYMEHTOBEICHHSI

IIporokomor 20 . Ne
3aB. kadenpoit 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
J0-KYMEHTAIIHOHHOTO 00eCIIeYeH sl yIIPaBIeHHsI U apXUBHOT'O XPAHEHUS IOKYMEHTOB;

- 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

[Ipon3BoaCTBEHHAs - 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 TeHACHIMUAMHU Pa3BUTHUS HHPOPMAITMOHHO-IOKYMEHTAIIHOHHOTO U
o0ecrieyeHus yrpaBieHUs] apXUBHOTO Jieia

3HaTh

TEHJICHIIMH Pa3BUTHA HHPOPMALMOHHOTO U JOKYMEHTAIIHOHHOTO 00ec-
TeYEHUS JeATEIbHOCTH OPTaHU3aIUi;

MEXITYHApOIHBIE OPTaHU3AINH, 3aHUMAIOIITUECS] 0000IIEHHEM MUPOBOTO
oneiTa B oomactu MOV u JIOVY;

MEXTYHApOIHBIC JOKYMEHTBI, OTPAKAIOIIME MUPOBOU OMBIT K Opra-
HU3AIUU THHOPMAITMOHHOTO U JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS JAeII0-
BOH JICSATCILHOCTH;

YmeTh

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

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

o0cyxaaTh crnocoOsl 3¢ (HEeKTUBHOTO perieHus mpodaeM HHPOPMAITHOHHOTO
Y JOKYMEHTAIIMOHHOTO 00CCIICUCHHUS IeATEIIbHOCTH OPTaHN3aIlHH.

Bnanetrs

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 3aBUCHMOCTH OT crieniuuKu
JIETIOBOM JEATEIbHOCTH OpraHu3allny;

[1K-7 crtocoOHOCTBIO OIIEHUBATH HCTOPHUIO U COBPEMEHHOE COCTOSTHUE 3apyOEKHOTO OTBITA
yIpaBiIeHUs TOKYMEHTaMH U OPTaHU3AINH UX XPAHEHUS

3HaTh

OCHOBHBIE ITOHATHUS, UCIIOJIb3YEMBIE IIPU TOCTPOECHUN CUCTEMBI YIIPABICHUS
JNOKYMEHTaMU;

HCTOPUIO TIOSIBJICHUS NTOHATUSA «YIIPaBIECHUE JOKYMEHTaAMU ),

CBA3b IIOHATUS;

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

YmMmern

pacrio3HaBaTh 3¢ (eKTUBHBIE pelIeHus OT Hed((HEKTUBHBIX NPH OLICH-KE
HCTOPUU U COBPEMEHHOI'O COCTOSIHUS 3apYOEKHOTO OIBITA YIIPaB-JICHUS
JOKYMEHTaMH ¥ OpPTraHU3alliy UX XpaHEHUS;

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

JaBaTh COOCTBEHHBIE 00OCHOBaHHBIC ITPOTHO3BI TPUMEHEHHUS 3apyOeK- HOTO
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

OIIpeJIeJIEHUs IPOLIECCOB MH(POPMALIMOHHOTO U TEXHUYECKOro odecreye-
HUS IOKyMEHTALMOHHOTO 00eCTIeueH s YIIPaBICHUS;

OCHOBHBbIE TPeOOBAHUS MEKIYHAPOIHBIX CTAHAAPTOB K COBPEMEHHBIM
crucreMaM HH(OPMAIIMOHHOTO M TEXHUYECKOTO 00ecreueH s TIOKyMeH-
TAIllMOHHOT'O 00ECIeYeHUs YyIPABICHMS,;

MPUHIUIIBI TTOCTPOCHUS CHCTEM HH()OPMAITHOHHOTO ¥ TEXHUYECKOTO
o0ecneyeHns JOKYMEHTAMOHHOIO 00eCIIeYeHHs YIIPABICHMSL.

YmMmern

BBIACJIATH IIPU3HAKW CYIICCTBOBAHHWA UJIU OTCYTCTBUA CUCTEM UH-
(OpPMaLIMOHHOTO ¥ TEXHUYECKOTO 00eCIeYCHHSI JOKYMEHTAIIOHHOTO
o0ecrieyeHus yrpaBieHUs U yIIPaBICHUS apXUBaAMHU;

HPOEKTHPOBATh COCTAB METAJAHHBIX ISl CHCTEM JIOKYMEHTAIIMOHHO-T'O
o0ecrieyeHus yrpaBIeHHUs;

MOJICIIUPOBATh KPUTEPHU CHCTEM HMH(GOPMAIIMOHHOTO ¥ TEXHUYECKOTO
oOecrieueH s JOKyMEHTAI[HOHHOTO 00eCTICUeHH S YITPABJICHUS 10 MEK-
JYHapOHBIM CTAaHIAPTaM.

Brnaners

crocobamu OLICHUBAaHUA 3HAYMMOCTH U Hp&KTH‘-IGCKOfI IMPUTOJHOCTH
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;

HaBBIKAMHU M METOJIMKaMU 0000IICHHS pe3yJbTaTOB aHaIu3a
MEXIYHApOIHBIX CTaHJAPTOB.




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

— caMmocTosTeapHas paboTta — 62,8 akaz. 4acos;

dopma aTTeCTalUy - 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
CTaHOB-ICHUSI W Pa3BUTHA
MEXTyHapOIHOU
CTaHAapTH3alMu B 0O0NIAcCTH
ylnpaB-JI€HUs  JOKYMEH-Talui.
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). 3auer 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

Hcnonb3yrorcss pasziauuHble 0o0pa3oBaTelbHble M HMH(OPMAIMOHHBIE TEXHOJIOTMU B
nporecce OpraHu3aluu y4eOHO-TT03HABATEIbHOI, Hay4HO-HCCJIEI0BATENbCKOM,
YaCTUYHO-TIOMCKOBOM, peNpoJyKTUBHOM, TBOPUECKOM NEATEIbHOCTH CTYIEHTOB.

OOyueHnue HauyMHAETCS C MPUMEHEHHS TEXHOJOTMU LEJeNojaraHusi, B YacTHOCTH,
BO3MOXHOCTb TPYAOYCTPOMCTBA HE TOJBKO B TOCYAAPCTBEHHBIX, HO M HErOCYAapCTBEHHBIX
OpraHu3aIysaX, 4YTo TPeOyeT CIIOCOOHOCTH O0eCIeYnBaTh JOKYMEHTHPOBAHUE BCEX IMPOIECCOB
NESTeIbHOCTH OpraHu3allid U YIpaBJIEHHME BCEM JOKYMEHTAJIbHBIM (DOHIOM IpH JIH0OOOM
JTOKyMEeHT0OOOopoTe (OyMakHBIH, OSJIEKTPOHHBIM, CMEIIAHHBIN), OPraHU30BBIBATH CHUCTEMBI
yIpaBJIeHUS TOKyMEHTaMU 10 MEX/IyHapOAHbIM CTaHapTaM.

[TockonbKy manHas npodeccruoHabHas 33/a4a CHEIHAINCTaMi Ha MECTaX PelaeTcs C
IIOMOIIIBI0 TIOMCKOBOI'O M HAy4YHO-UCCIIEJOBATEIbCKOIO METOJa, TO JaHHass TEeXHOJIOTUs
UCIOJIB3YETCSl U JJi1 OOydeHHUsl CTYJEHTOB: IOJIb3YSAChb HOPMAaTUBOM, OOYyYarOIUMCS HY’KHO
OIpeNIeIUTh MOPSAAOK JEHCTBUH MO ero ucrnonHeHuto. IlomckoBoit MeToa ocyliecTBiseTcs ¢
npumeHeHneM cetu HMuteprer B mpaBoBbix nopranax «Koncynerant Ilmroc», «l'apaHTy,
opuuunansHeM caiitom denepalbHON CiTy>X0bl TOCYJAPCTBEHHOM CTaTUCTUKU U Ap. TeXHOI0rus
IIPOEKTOB SIBJISIETCS OCHOBHOM TEXHOJIOTUEN, OPraHU3YIOLIEH CaMOCTOSITENIbHYIO JIEATEIbHOCTh
CTYAEHTOB. Pe3ynbTaTbhl CBOMX IMOMCKOB CTYIEHThl O(GopMist0oT B Buae Tabmumsl «Mojenb
ouenku tpedboBanuii 'OCT P MCO 15489», xoropas ckiaablBaeTCsi U3 BBIIOJHEHUS psla
JIOMAIIHUX TBOPYECKUX 3aJaHUM, KOTOpblEe NPEACTABISIOTCS B MHTEPAaKTUBHOH Qopme —
IBpHUCTHYECKasi Oecenbl (3aIiMTa), OpraHU30BaHHAs MPENOIaBaTEIeM: BCE MaTepuaibl aHAIM3a
MEXYHApOAHBIX CTaHAPTOB 00CYXIAIOTCS.

[IpakTryeckue 3aHATHA MPOBOAATCA B (OpME MPAKTUYECKOH MOATOTOBKH B YCIIOBHSIX
BBINOJIHEHUST OO0Yy4YaroLMMKCA BHUJOB paldoT, CBA3aHHBIX C Oynymeidl npodeccuoHanbHOM
JeSITEIbHOCThIO M HAaNpaBJIEHHBIX Ha (OPMUPOBAaHUE, 3aKpEIUICHHE, Pa3BUTHE MPAKTHUECKUX
HaBBIKOB M KOMIIETEHLUH 110 NMpoduio 00pa3zoBaTeNnbHOM MpOrpaMmbl

PedeparuBnas paborta mo3BosseT 60see yriryOJIeHHO U3yYUTh MPo0IeMy HCCIIeIOBAHUS,
paclIMpuTh MOHMMAaHHWE M O0JAacTh CBOMX 3HAaHUU. DTO (opMa CaMOCTOATEIbHOW paboThI,
(dopmupyrolas HABBIKK K CaMOCTOSTEIbHOMY MIOMCKY HOBBIX 3HaHUI U U3JI0)KEHUE MaTepuaia C
OIOpOi Ha MEPBOMCTOYHMK BKIIIOYAET B ce0sl peheprupoBaHusi MOHOTrpaduil U cTaTell B HAyYHBIX
U HAY4YHO-TIPAKTHUYECKUX >KypHajlaX, CocTaBieHHEe 0030poB. s KOHTPOJIS penpoayKTHBHOM
JESTEIbHOCTH  CTYJEHTOB  HCIOJIb3YeTCsl TEeCTUpOBaHUE. TEeXHOJOrue MOHMTOPHHIa
pe3ysbTaToOB 00pa30BaTENbHOMN IESTETLHOCTH B LIEJIOM SBIISIETCS 3a4eT.

NHupopmaninoHHO-KOMMYHHMKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOIMH 3aKII0YAI0TCS B
NPUMEHEHUU CIIeUATN3UPOBAHHBIX MPOTPAMMHBIX Cpell M TEeXHHYECKHUX CPEICTB paboThl C
uHpopmanueit. uhopmaninoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU (JIEKUUSA-BU3YyalIU3aus —
U3JI0KEHWE COJIepKAHUS  CONPOBOXKIAETCS  Mpe3eHTalue  (JeMoHcTpauued  y4yeOHBIX
MaTepuaioB, WTIOCTPATUBHBIX, TPAPUUECKUX).

[IpakTuyeckoe 3aHATHE B (OpME NPE3CHTAIMM — TPEACTaBICHUE pPE3YIbTaTOB

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroImMXcst
[Ipencrasneno B mpuioxxkenuu 1.

7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBneHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas1 IMTEpPaTypa:



1.  bapamsun, C.B. OpraHu3zallMOHHO-METOJUYECKHN  MEXaHU3M  OCBOCHHUS
NPEANPUITHAMU M opraHu3anusMu TpeboBanuii crangapto MCO cepun 9000 : monorpadwms /
C.B. ba-pam3un. — Mocksa : PTA, 2013. — 108 c. — ISBN 978-5-9590-0409-5. — Tekcr :
SJICKTPOHHBIA // DNEKTpOHHO-OMONmMoTeyHass cuctema «Jlamp» : [caiit]. — URL:
https //e Ianbook com/book/74260 (mata obOpamenus: 31.08.2020). — PG)KI/IM JOCTyma: Jyis

M lbbimai A NawmlaaAlr acmmdvacndawllaa Rl IT7A0PNIN A iAva s N aamanaa—1 LA



https://e.lanbook.com/book/74260

2. Bomuenw, JI. M. Pucku npenpiHAMATENbCKON NEeITeLHOCTH © yueOHoe nocodue / JI.
M. Botuens, B. B. Bukynmuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 a5ekTpoH. onT. Iuck
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true  (mata oOpamenus: 24.08.2020). - MakpooObekT. - Tekcr
anexkTpoHHbIN. - ISBN 978-5-9967-1130-7. - CBenenus noctymnHbl Takke Ha CD-ROM.

3. Cucmema menedxicmenma Kauecmea HA NPOMBIULIEHHOM npeonpusmuy . y4eOHOe
nocobue / A. C. Jlumapes, U. FO. Me3un, E. I'. Kacatkuna u ap.; MI'TVY. - [2-e u3n.]. -
Marnuroropck : MI'TY, 2017. - 1 snektpon. ont. auck (CD-ROM). - 3ari. ¢ turyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/113701
6/65.pdf&view=true (mara oopamenus: 24.08.2020). - MakpooOBeKT. - TEKCT : 37I€KTPOHHBIH. -
Ceenenus nocrynusl Takoke Ha CD-ROM.

0) JlomostHuTEIbHAS JIATEPATYpA:

1. Auopeesa, C.JI. JJokyMEHTUPOBAaHUE AESITEIbHOCTH HEIrOCYJaPCTBEHHBIX OpraHU3aluil
: yuebHO-MeToauueckoe mocobue / C. JI. Auapeesa ; MI'TVY. - Maruutoropck : MI'TVY, 2018. - 1
anektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. oskpanma. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true  (mara ooOpamenus: 24.08.2020). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1157-4. - CBenenus noctynusl Takke Ha CD-ROM.

2. Mopeynos, A. @. WHpopManmoHHBIE TEXHOJIOTHH B MEHEKMEHTE : YUYEOHHK IS
akajgemuueckoro O6akanaspuata / A. @. Moprynos. — Mocksa : U3aarensctBo FOpaiit, 2019. —
266 c¢. — (Bricuiee oopazoBanme). — ISBN 978-5-534-00337-6. — Tekcr : anexrponnstii // 9BC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/433614 (mara obparenus: 22.08.2020).

3. Baiickpobosa, E. C. Cucrema menemxkMenTa kadectsa 1o MCO cepun 9000 : yuebHoe
nocobue / E. C. Baiickpo6osa, H. 1. bapbimaukosa ; MI'TY. - MarauTtoropek : MI'TY, 2015. -1
snektpoH. ont. guck (CD-ROM). -  3arm. ¢ Turyn. o9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042
/6.pdf&view=true (mara oopamenus: 27.08.2020). - MakpooObeKT. - TEKCT : 3JIEKTPOHHBIMH. -
Ceenenus noctynHsl Takke Ha CD-ROM.

4, 3enuk, B.A. Pa3paboTka cucreM MEHEIKMEHTa KayeCTBa B COOTBETCTBUU C
MexayHapoaHbM cTangapToM ISO 9001:2015 : yueGHoe nmocobue / B.A. [I3eaux. — Bonrorpan :
Bonrorpaackuiit I'AY, 2017. — 132 ¢. — TekcT : 371eKTpOHHBIH // DNeK-TpOHHO-OMOIMOTeYHAs
cuctema «Jlauby : [caiiT]. — URL: https://e.lanbook.com/book/100848 (mara oOpareHus:
31.08.2020). — Pexum JIOCTyTIA: TUISt aBTOpU3. 10JIb30BATENEH.
https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

B) MeTonuyeckue ykazaHus:
Meronuueckue yKa3aHUs 110 BBINOJHEHUID HWHAWBHUAYAJIbHBIX JIOMAIIHUX 3aJaHHUI
npeactasiensl B [Ipunoxkennn 1


https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/1137016/65.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/1137016/65.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://urait.ru/bcode/433614
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042/6.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042/6.pdf&view=true
https://e.lanbook.com/book/100848
https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

r) [Iporpammuoe obecneuenue u UHTepHeT-pecypcebl:

IIporpammHoe o0ecnneuenmne

Haumenoanue [10 Ne norosopa Cpox aeicTBus JIMLIEH3UU
MS Windows 7

Professional(mst  |[A-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

MS Windows 7

Professional (s |-757-17 ot 27.06.2017 27.07.2018
KJ14CCOB)

MS Office 2007 |\, 135 o1 17.09.2007 GecCpOTHO
Professional

7Zip cB00OOHO pacnpocTtpansemoe [10 OecCpoYHO

IIpodeccuonanbubie 6a3bl JaHHBIX M MH(QOPMaIHOHHBIE CIIPABOYHbIE CHCTEMbI
Hazpanue kypca Ccpuika
DnekTpoHHas 0a3za mepuoanvecKux u3manuii East View
Information Services, OO0 «MIBHUC»
Hanuonanbpnas MH(POPMALMOHHO-aHAIUTHYECKAs
cucreMa — PoccuiiCknii MHIEKC HAYYHOTO LIUTHUPOBAHUS
(PUHID)

ITouckosas cucrema Akagemus Google (Google Scholar) [URL.: https://scholar.google.ru/

https://dlib.eastview.com/

URL:
https://elibrary.ru/project risc.asp

WNndpopmannonnas cucreMa - EnnHoe OKHO JocTyna K
MH(POPMALIMOHHBIM pecypcaM
9 MartepuajibHO-TeXHHYeCKoe o0ecnevyeHne TUCIUTLTHHBI (MOTYJI51)

URL: http://window.edu.ru/

MarepuanbHO-TEXHHUECKOE 0OeclieueHUe AUCIUIUINHBI BKITIOUAET:

VY4eOHble ayAUTOpUM U TPOBEJIEHUS 3aHATUN JIEKIIMOHHOTO THIA: JIOCKa,
MYJIbTUMEANMHBIE CPEICTBA XPAaHEHUS, TTepelauu U MpeICTaBIeHUs HHPOPMALIUH.

VY4eOHble ayauTOpUU JUIsl TPOBEIACHUS MPAKTUUYECKUX 3aHATHH, TPYINIOBBIX H
WHIVBUAYAJIBHBIX KOHCYJIbTAIMH, TEKYIIETO KOHTPOJSI M NMPOMEKYTOUHOM aTTECTallMM: JOCKa,
MYJIbTUMEANIHBIA IPOEKTOP, IKPaH

[TomernieHus 17151 cCaMOCTOATENBbHOM paboThl 00yUarOIIKXCsl: NEPCOHATbHBIE KOMIIBIOTEPHI
¢ makerom MS Office, BeixomomM B UMHTepHET W C JOCTYIIOM B 3JEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

[lomemenne ans  XpaHeHuss U OPOQUIAKTHYECKOrO OOCTYXHBaHUS  yueOHOro
oOopynoBaHusi: IKadbl JUIsI XpaHEHHS Y4eOHO-METOJMUYECKOW JOKYMEHTAIluH, Yy4eOHOTro
000pyI0BaHUS ¥ YI€OHO-HATJIATHBIX TTOCOOUH.


https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/

IIpuioxkenuel

YuyeOHO-MeTOAuYEeCKOe oO0ecmedyeHue CaMOCTOATEJIbHONH  PadOThI

0O0yUaroImXxca

IIpakTuyeckoe 3axanue Ne 1
Mo JUCHMILTHHE «MeXTyHApOAHbIE CTAHAAPTHI yIIPaBJIeHUsI
TOKYMEHTaAMI»

1. CocTtaBUTh TEPMHUHOJOTHYECKHUI CIOBAapHK B BUAE TAOIHIIbI, MOJIb3YSACH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomenoayuu
B cronben Ne 1 BHOCATCS TEpMUHBL, KOTOPbIE€ BXOAST B TEPMHUHOJIOTUYECKUE
cinucku tonbko cranaaptoB UCO (I'OCT P UCO 15489-1-2007 u T'OCT P UCO
30300-2015). B poccutickux tepmunogorndeckux ['OCTax (TOCT P 51141-98 u
['OCT P 7.0.8-2013) neobxoaumo HaiiTi coorBeTcTBY0MIMi NCO TepmuH, eciiu oH
OTCYTCTBYET, TO B HYXHYIO rpady TaOJIHUIIbl BIUCHIBAETCS CIOBO «OTCYTCTBYET).
[Tocne Tabmuupl B BUAE TEKCTa HEOOXOAMMO CIENaTh BBIBOJBI O COOTHOIICHUHU
COCTaBa TEPMUHOB U UX TOJIKOBAHUSX.
Dopma mabauywl Kk 3a0anuio 1
ConocTaBUTEIbHBIN aHAJIN3 TEPMUHOB U ONIPEECICHHUM

TepmuHbI 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. Tlonp3ysice TpeboBanusamu n.5 'OCT P MCO 15489 no unentudukamu
HOPMATUBHOM CPEJIbl, COCTaBUTh IMEPEYCHh HOPMATUBHBIX MPABOBBIX aKTOB JIJIS
OJIHOM (Ha BHIOOp) OpraHU3aIMH (CM. CITUCOK HUXKE).

Memoouueckue pexomernoayuu

I'pynnupoBky aktoB, 3agannyto ['OCT P MCO 15478, cinenyer coXpaHsTh
oOs3aTenbHO! 711 TMOATrOTOBKM HOPMATHBHOW 0asbl omnupaidTech Ha 0a3y
CIpaBOYHBIX TMpaBoBbIX cucteM Koncymprantllnroc, ['apant, Koxekc; mo Bumam
JEATEIIBHOCTH MOYKHO TI0JI30BaThCSl cnpasounol ungopmayueti "Cpoku xparenus
ooxymenmos opeanuzayui” Ilopmana «Koucynemaumllniocy [DIEKTPOHHBIN
pecypc]. — Pexxum moctyna: http://www.consultant.ru/document/cons_doc LAW 121777/

Cnucox opranu3zanmiil
1.3A0 «Potop» (HerocygapcTBeHHasi OpraHU3allks, OCHOBHOW BHUJ
HYKOHOMHUYECKON NIeATeTbHOCTH — PeMOHT MammH u 000pYyI0BaHUS, MECTO
peructpanuu — r. YenssOuHCK);

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



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

2.000 «Xonmcy» (HErocygapCTBEHHasi OpraHu3aius, OCHOBHOM BHU]
HKOHOMHUYECKOU JIeATeTbHOCTH — YacTHas JETeKTUBHAS U OXPAaHHAS JIeATeIbHOCTH;
MecTo peructpanuu — I. Y da Pecny6nuku bamkoprocran);

3.AHO «Betep ctpancTBUil» (HETOCYIapCTBEHHAs] OpraHU3aIUs, OCHOBHOU
BUJlT SKOHOMUYECKOW JNEATeNIbHOCTH — TypucTHYecKasi [eATebHOCTh; MECTO
peructpauuu — 1. Cankr-IletepOypr);

4. UI1 «MBanoB N.1.» (OCHOBHOW BHJ SKOHOMHYECKON IEATCIbHOCTH —
JlesTeTbHOCTh TPEANPUITHA OOIIECTBEHHOTO TUTAaHUS TI0 OOCITYKHBAHUIO
TOP>KECTBEHHBIX MEPONPUATHA M MPOYUM BHJIAM OpPTaHU3AIMHA TUTAHUS; MECTO
peructpanuu — r. MarHuToropck).

[Ipumeuanue: Hazeanue u xapaxmepucmuku 6cex YKA3aHHbIX OP2aHU3AYULL
VCI0BHYL.

Jlumepamypa

1. I'OCT P 51141-98. I'ocynapcTBenHslii ctangapT Poccuiickoit
Oenepanuu.  Jlenonpou3BOACTBO M apXMBHOE JA€n0. TepMHUHBI U
onpenenenus. (yrB. [loctanoBnenuem ['occrangapra Poccun ot 27.02.1998
N 28). [ DNEeKTPOHHBII pecypc]. Pexum JOCTyIIa:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135550

2. I'OCT P 7.0.8-2013 Cucrtema craHgapToB 1o HH(OpManuw,
OMOJIMOTEUHOMY U M3JIaTENIbCKOMY Jeny. Jlelonpou3BOACTBO U apXUBHOE

neno. TepMuHBI U onpenesieHus [ DNEeKTPOHHBIN pecypc]. Pexum gocrymna:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013

3. I'OCT P HUCO 15489-1-2007. HammoHanpHBIA CTaHIAPT
Poccuiickoit  ®enepanuu. Cucrema cTaHAapToB 10  UH(OpManuw,
OMOMMOTEUHOMY U H3JATEeNbCKOMY Jelly. YIpaBieHHE JOKYMEHTaMHu.
O6mrue TpedoBanus (yTB. [Ipukazom PocrexperynupoBanus ot 12.03.2007 N
28-cT) [DJIeKTpOHHBIIM pecypc]. Pexum J0CTyma:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

4, Iroctr P HCO 30300-2015 Cucrema cTaHgapToB IO
uHpopmanuu, OMONIMOTEeYHOMY M H3Aarenbckomy aeny. WHdopmanus u
nokymeHTtanusi.  CucreMbl — ympaBieHusi  JAOKyMeHTamMH.  (OCHOBHbIE
noJsioxkeHus u cioBaps (yTB. [Ipukazom Poctexperynuposanus ot 09.12.2015
No 2123-ct) [Dnextponnsiit pecypc] / ®I'YII Cranmaptundopm. — Pexum
Jocryna: http://protect.gost.ru/document.aspx?control=7&id=202553

S. Jlapun, M.B. VipasneHue [JOKyMEHTaMH Ha  OCHOBE
MexayHaponnoro crangapra HMCO 15489-2001: wmerox. mocobue /
M.B. Jlapun, O.U. Peickos; BHUMJIAJI. M., 2005, C.5-20.

Hnmepnem-pecypcoi
1. KoncynpranTlIntoc. — Pesxum octyma: http://www.consultant.ru/
2 .adopmanmionHo-nipaBoBoit  moptan  «[apant.py». — Pexum
nocrtyna: http://www.garant.ru/

3. UndopmanronHo-npaBoBas cucrema «Komekcy. — Pexxum nocryna:
http://www.kodeks.ru/



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://protect.gost.ru/document.aspx?control=7&id=202553
http://www.consultant.ru/
http://www.garant.ru/
http://www.kodeks.ru/

IIpakTHuyeckoe 3aganue Ne 2
Mo JUCHHILIHHE «MeXTyHApoaHbIe CTAHAAPTHI N0 YIIPABJIEHUIO
TOKYMEHTaAMW»

1. [Tonb3ysce mpengaraeMbIMM MCTOYHHKAMHU, COCTaBUTh B BUJE TaOIUIIBI
mooenv oyenxku mpedosanuti I'OCT P UCO 15489 no cobmooenuio npunyunos
HOIUMUKY 8 001ACMU YNPABIeHUs. OOKYMEHMAMU.

B niepBrIif cTOI0€I] BHOCUTCS 1IMTATa U3 TEKCTa YKA3aHHOTO CTaHJapTa, Ie
oroBapuBaeTcsi Ha3BaHHBIK B croiOue Ne 2 mnpunnun. Ilutara pomkHa
COITPOBOXJIATHCS TOYHOM CCHUIKOM.

B Tperuii crtonbenr BHOCATCS MOKa3zarelud (Ha3BaHUA JOKYMEHTOB W/WUIU
3amuceil 0 MPOU3BEEHHBIX TEUCTBUSAX ), IO KOTOPHIM MOXKHO CYIUTh, YTO JTaHHBIN
MPUHITUI COOJTIOIAeTCs B XO/I€ YIpaBieHus JokyMeHTaMu. CienyeT npoayMarb u
noso0parh Kak MOXXHO OOJIbIlIee KOJMYECTBO BO3MOXKHBIX JI0KA3aTEIbCTB,
CBUJIETEIBCTB COOMIOJICHUS KaXX0ro npuHIuma. K nmokaszaresnsM cienyeT OTHOCUTh
OTBETCTBEHHOCTh JIOJDKHOCTHBIX JIMI] O COOJIOACHUIO KaXKIOTO NpPHUHIMMNA U
OoCHOBHbIE pe3ynbTaThl CY /1.

Bropoii cronberr Tabiuilbl HE 3aMOMHIETCS U HE TOTIOJIHSIETCS.

®dopma Tabauibl 1

Mooenv oyenxu coomeemcmaus mpeoosanuim I OCT P UCO 15489-1-2007

1o coOI00EeHUI0 NPUHYUNOB NOIUMUKU 8 001aCU YNPABIEeHUsL 0OKYMEHMAaMU

ITonoxxenue cranmapra [IpuHnun ITokazarenu
I'OCT P UCO 15489 cOOMI0IEHNS
(myHKT Ne 1 Ha3BaHUe) IIPUHIINAIIA
1 2 3
[IpuHIUn

9KOHOMUYECKOM
1enecoo0pa3HoCTu

IIpuHnumn ydera
OpraHU3alMOHHOU CPEbl

[IpuHIMn cooTBETCTBUA
HOPMAaTUBHOM cpejie

HpI/IHLII/IH COOTBCTCTBHUA
JIEI0BOM AeSITEeIbHOCTH

2. Omumpasce Ha TpedoBanus crangapta [OCT P UCO 15489, pazpaborathb
Moodenb oyenku kaxcoou xapaxkmepucmuxu CY/].

JlanHbIC CIEAyeT 3aHECTH B TAOIUILY.

B miepBbIit cTo10€1 BHOCUTCS ITUTaTa U3 TEKCTa YKa3aHHOTO CTaHIapTa, IJie




oroBapuBaeTcs HazBaHHas B ctonoue Ne 2 xapakrepuctuka CY/I. Llurara gomxHa
COIIPOBOXKAAThCS TOUHOU CCHUIKOM.

BTOpOﬁ CTOJ'I6CH Ta6JII/IHI>I HC 3aIIOJIHACTCA U HC JOIIOJIHACTCA.
B TpCTI/Iﬁ CTOJI6€H BHOCATC II0Ka3aTCIIN (Ha?)BaHI/IH JOKYMCHTOB /M

3anuceil 0 MPOU3BEACHHBIX IEUCTBUIX, IEPEUUCIICHNE OCHOBHBIX PE3YIbTaTOB), MO
KOTOPBIM MOXHO CynuThb, 4To CY ][ mocturia TpedyemMbIX XapaKTepUCTHUK.

B kadecTBe BCIIOMOraTelibHOrO MCTOYHHMKA JJIA 3aII0OJTHCHU A CTOJI6IL’:1 Ne 3

ayuie ucnons3oBate 'OCT P UCO 22310-2009 u 'OCT P UCO 30300-2015.

dopma TabIUIIEl 2
Mooenv oyenxu coomeemcmaus mpeoosanuim ' OCT P UCO 15489-1-2007
no coomeemcmsuro CVYJ[ mpebosanuim cmanoapma

[Tonoxxenue crangapTa Xapakrepuctuku CY /] [Tokazarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TPEOOBaAHUSAM
No u HazBanue) CTaHaapTa
1 2 3

Hagexuocts CY /[]

Henoctaocts CY /]

CooterctBre CY/]

KommnekcHocTs
Ccy /[

Cucremuocts CY/]

Hcemounuku u numepamypa

1. TOCT P HCO 15489-1-2007. HaumonanbHbIM cTaHmapT Poccuiickoit

®enepanuu. Cucrema cTaHmapToB 1o HHPOpMANMU, OMOIMOTEUHOMY H
U3JIaTeILCKOMY JIeNy. YTpaBiieHue qokymeHTamu. Ooiue tTpedboBanus (yTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 N 28-ct) [DaeKTpOoHHBIN

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

. TOCT P UCO 22310-2009. Uudopmarust u qokymeHTarus. PykoBoncTBo
JUIs  pa3padOTYMKOB CTaHIAPTOB, YCTAHABIMBAIONIMX TpeOOBaHUA K
ymnpaenenuto  jgokymentamu  (ISO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmaptuadopm, 2010.
[DNEeKTpOHHBII pecypc]. Pexum JIOCTyIa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

. TOCT P UCO 23081-1-2006. Mudopmanus u poxkymeHrtarus. [Iporecch
VIOPABJICHHUS JOKyMEHTaMH. MeragaHHele s JoKymeHToB. Yacte 1.
[Mpuamuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :
Cranmaptuadopm, 2009. [DnexkrponHslii pecypc]. Pexum mocrymna:



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/Datal/54/54932/index.htm

4. TOCT P HCO 30300-2015 Cucrema cranmapToB 1o uHGMOpMAaIH,
OMOIMOTEYHOMY M HW3JaTeNbckoMy eny. MHpopManus U TOKyMEHTAIHs.
Cucrembl ynpaBieHus JOKyMeHTamMH. OCHOBHBIE TOJIO)KEHHS U CIIOBaph
(yrB. Ilpukazom PocrexperymupoBanusa ot 09.12.2015 Ne 2123-cr)
[Onextponnsiii pecypc] // @I'VII Cranmaptundopm. — Pexum nocryna:
http://protect.gost.ru/document.aspx?control=7&id=202553

5. KopueeB U.K. YmpaBnenue noxkymeHtamu : ydyeOHUK A By30B /IlmieHko
A.B., Ma-mypues B.A. - UHDOPA-M, 2009. -299 c.

6. Jlapun, M.B. VmpaBieHue AOKyMEHTaMH Ha OCHOBE MEXIYHAPOIHOTO
craggapra MCO 15489-2001: meton. mocobue / M.B. Jlapun, O.U. Prickos;
BHUUJAA. M., 2005, C.5-20.

IIpomexyTounsiii TecT Ne 1
10 AUCUUILIMHE «MeXyHapOIHbIE CTAHIAPTHI YIIPABICHUS JOKYMEHTAMM

1.IlpuMeHeHne MeNKAYHAPOAHBIX CTAHJAPTOB B  OTE€YECTBEHHOM
1eJIONPOU3BOACTBE HAYAJIOCH ...
1. B xonne XIX B.
2. B Hayajie XX B.
3. B koHIe XX B.
4. B Hauane XXI B.
2.Korma Obuia co3gana  MeKayHapoaHasi  OpraHusanusi 1O
cranpapruzanuu (International Organization for Standardizations)?

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

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

1. CokpalieHHOE  HAa3BaHUE  MEXIYHApPOJHOW  OpraHU3aluH
(International Organization for Standardizations)

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

3. ['pynny cranaapToB, HOCBSIIEHHBIX YIIPABIECHUIO JOKYMEHTAMHU
U apXUBaMU;

4, [IpunagnexHocts  MeXIyHAapOJHOW  OpraHu3alMd 1O

cranaaptuzaiuu k OOH.
4.B mocieaHue aABa JecATWIEeTHs padora ¢ jJgokymeHtamu B Poccum
U3MEHWJIach Mo/ BiusiHueM AByX ¢pakrtopoB. HazoBure ux.
1. I'moGanuzamust DJKOHOMHUKH.
2. VI3amMeHeHue 001IeCTBEHHOTO CTPOSI.
3. TloBcemecTHOE BHEPEHNE KOMITBIOTEPHBIX HH(pOPMAITMOHHBIX
TexHosoruun u MurepHera.
4. BHenpeHue MEXAYHAPOIHBIX CTAaHAAPTOB.
5.410 cnoco0CTBOBAIO0 AKTUBHU3ALMH MEKIYHAPOAHOH CTAHIAPTU3ALMH


http://www.norm-load.ru/SNiP/Data1/54/54932/index.htm
http://protect.gost.ru/document.aspx?control=7&id=202553

U cepruuKaAnUM B 00,1aCTH yIIPABJIEHUS JOKYMEHTAMU?

1. BuenpeHnue 3JIeKTPOHHOTO JOKYMEHTO000POTA.

2. Cranpaprtuzaius MEHEIKMEHTA.

3. YBenuueHue KOJIMYECTBA OKCIEPTOB, YYACTBYIOUIMX B pa3paboTke
CTaHJapTOB.

4. VI3MeHeHUs B 3aKOHOATEIIbCTBE.

6.Hauayiom MeKIyHAPOAHON CTAHAAPTU3ALMH IPUHATO CYUTATh...

1. 1875 r., korga ObUTO yupexaeHo MexmayHapoaHoe 0I0po Mep U BECOB U
npuHsaTa MexayHapoaHas METPUUYECKass KOHBEHIIHS;

2. 1893 r., xorga Oblia oOpa3oBana [ maBHas [lanara mep u BecoB BO TJiaBe C
J.1. MeHaeneeBbIM;

3. 1918 rony, xorga 6bu1 npunsaT Jekper Cosera Hapogusix Komuccapos
«O BBEIEHUU MEKIYHAPOIHON CHCTEMBI MEP U BECOBY;

4. 1947 r., korma Havaia paboTaTh MexayHapoaHas OpraHU3aIMs
CTaHJapTU3ALUH.

7.Ha3oBuTe TPHU MEXKAYHAPOAHBIC OPraHU3ALUM 10 CTAHAAPTU3ALMH.

1. MexayHapoiHas SJEKTPOTEXHUYECKAsT KOMUCCHS;

2. MexayHapoaHasi OpraHu3aiys CTaHIapTH3aluu;

3. Mexnaynapoansiii Coro3 DIeKTpOCBA3Y;

4. EBpornencKkuii MHCTUTYT CTaHAapTOB AJIEKTPOCBSI3U.

8.B ueMm cneunduka NOHMMAHUSA IJIABHOM 1EJIH NPUMEHEHUS CTaHAApPTAa
3a pyOexoM, B OTJIHYHE OT POCCHICKOr0 TOJKOBAHUS HA3ZHAYCHHUS
CTaHAAPTOB?

1. HopmatuBHOe ennHooOpa3ue JeHCTBUN U Pe3yJIbTaTOB TPUMEHEHNS;

2. HopmaTuBHOE 3akperieHne MUHUMAILHBIX TPEOOBAHHMA K TIPOIYKITUU U
yCIIyraM;

3. Tlomyuenune BceoOHUX ONTUMAIBHBIX TPEUMYIIECTB HAa OCHOBE
yJIOBJIETBOPEHMSI TPEOOBAaHUM BCEX 3aMHTEPECOBAHHBIX CTOPOH;

4. JlocTmKEeHHE HAYyYHO, TEXHOJOTUYECKA U MPAKTHUYECKH OOOCHOBAHHBIX
pe3yJIbTaTOB.

9.HazoBuTEe NPaBHIBHYI0 MOCJIEI0BATEJIBHOCTh JTANOB Ppa3padoTKu
MeKIyHapoaHbIX cranaapros UCO.

1. PaGounii mpoektr —IlIpoekr komuteta — IIpoekT MeXITyHapOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKAYHAPOAHOTO CTaHaapra —
MexayHapoaHblil CTaHAapT — TEeXHUYECKUM OTYET.

2. Pabounii mpoekt —IlIpoekt komutera — IIpoekT MeEXIyHApOIAHOTO
crangapta —OKOHYATENbHBIM NPOEKT MEXKAYHAPOAHOTO CTaHAapra —
MexayHapOoIHbIi CTaHAAPT.

3. Pabounit mpoexkt —Ilpoekt komurera — IIpoeKT MeEXTYHAPOIHOTO
cranaapra — MexayHapoaHbIM CTaHaAapT.

4. TIpoekT MeXIyHapoAHOro cTaHaaprta — MexXAyHapOIHbI CTaHIapT
—HanuoHanpHbBIN CTaHAPT.

10.Yem wusmepsiercss 3¢ PeKTHBHOCTh NPUMEHEHHUS MEKIYHAPOIHOTO
cranaapra?

1. TlonHoii yHH(HKAIUEH MPOLIECCOB OPraHU3ALIHH.



N

CoznannemM HEOOXOIUMOTO MaKeTa TOKyMEHTOB.
3. OTcyTCTBHEM HAapEKaHHM CO CTOPOHBI HAJJ30PHBIX OPTaHOB.
4. TlonyyeHue KOHKYPEHTHBIX MPEUMYIIECTB, NPUOBUIM 3a  CUET
COBEPUIEHCTBOBAHUS CUCTEMbI OpraHU3aIuu AEJIOBOU IESITEIBHOCTH.
11.B moucke oTrBeTra Ha BONPOC, B YeM MNPHUYMHA ILJIOXOT0 KadyecTBa
TOBapoOB M ycayr, d3kcnepTsl MCO npumim K BbIBOAY, YTO OHA 3aKJII0YAETCS
BCeraa ...
1. B HU3KOI NpoheccHOHaTBHON MOATOTOBKE MEPCOHANIA;
2. B HU3KOM Ka4yE€CTBE CHIPbS;
3. B HejocTaTKe (PMHAHCHUPOBAHUS;
4. B IUIOXOW OpraHu3alli MEHEIKMEHTA.
12. K kakoii cepun crangaproB Bocxoaut cranaaptr MCO 15489-2001
«YnpasjeHue J0KyMeHTaMu» ?
1. Cepuu ISO 14000
2. Cepuu ISO 9000
3. Cepuu ISO 10000
4. Cepuu 30300
13.Ykaxxute npaBWjibHOE TNPOAOJIKEeHHEe BbICKa3biBaHusA: «Cucrema
MEHeI)KMEeHTa Ka4yecTBa — 3T0...»
1. Cucrematnueckass UACHTUPUKAIMS U YINOPSJAOYEHHE  JEIIOBOU
NEATENbHOCTH W (WJIM) JOKYMEHTOB MO KaTEropusM B COOTBETCTBUU C

JOTUYECKA  CTPYKTYPUPOBAHHBIMM  YCIIOBUSIMH,  METOJAaMH W
MPOLIEYPHBIMU NPABUIIAMH, TIPEACTABICHHBIMU B KJIacCU(UKALIMOHHON
CUCTEME.

2. Cuctema MEHEIXKMEHTA ISl PYKOBOJICTBA M YIIPABJICHUS OpTaHHU3aIueit
MIPUMEHUTENBHO K KAUeCTRY.

3. COBOKYMHOCTh OCHOBHBIX JEHCTBUIA, HAINPABIECHHBIX HA JOCTWKECHUE
MOCTABJICHHBIX 3a71a4 (11eJIeH, MO IeNei).

4. OOmue HaMepeHUsl W HampaBleHUs JCATEIBHOCTH OpTaHU3AIMU B
obnmacTu  KayecTBa, oduIMaNIbHO  CHOPMYIUPOBAHHBIC  BBICIINM
PYKOBOJICTBOM.

14. TpeGoBaHus K cCUCTEME MEHEIKMEHTA KauyeCcTBa ONMUCAHDI B...

1. Cepuu ISO 14000

2. Cepuu ISO 9000

3. Cepuu ISO 10000

4. Cepuu 30300

15.Koraa B Poccuu nosiBusinch nepsbie crangaprbl no CMK?

1. B1947r.

2. B1987r.

3. B1997r.

4. B2000r.

16.Kakoe MecTO OTBOAMTCH YNPABJEHHI) NOKYMEHTAMH B CTAHIAPTaX
HUCO 9000?

1. YnpaBneHnue JOKyMEHTaMH pPacCMaTpPUBAETCS KaK BCIIOMOTaTEeIbHBIN

MpoIiecc, 00CYKUBAIOIINI MEHEIKMEHT.



2. YnopaBieHHE JOKYMEHTaMH SIBISIETCSl CaMOW  BaXHOM  YacThiO
MEHEI)KMEHTA.
3. YmpapneHue JOKyMEHTaMH SIBJISIETCS COCTABHOM 4acThI0 MEHEIXKMEHTA.
4. YupaBlieHHE JOKyMEHTaMHU HE pacCMAaTPUBAETCS U HE OMUCHIBACTCS.
17.B 4yeM 3aKJIH0492€TCH YHUBEPCAJIbHOCTH cTaHaapToB ISO cepuun 9000?
1. Ouu npuMeHUMBl I J1IOOOW OpraHu3allMd BHE 3aBUCUMOCTH OT
YUCJICHHOCTHU MepcoHana, (opMbl COOCTBEHHOCTH, 3aHUMAEMBbIX PHIHKOB,
XapaKTepa BBITYCKaEMOW MPOYKINU WU OKa3bIBAEMBIX YCIIYT.
Onu npeanararoT oHy oOIIYI0 YHUBEPCATHHYIO MOJIEIb MEHEI)KMEHTA.

3. YHHBEPCATBHOCTh CTAHIAPTOB 0OCCTICUMBACTCS TEM, YTO B TPECOOBAHMSIX
ObUIM yYTE€HBl MHEHUS Pa3HBIX SKCIEPTOB.

4. YHUBEpCAJIbHOCTh HPOSBISETCS B TOM, YTO JAHHOW cepHH OOOOIICHBI
TpeOOBaHUs APYTUX CEPHUM CTAHIAPTOB.

18.B ocnoBe crangaptToB cepuu 9000 Bepcuii 2000 r. u 2015 r. jJeKuT...

1. KOMILIEKCHBIN MOAXOT;

2. CUCTEMHbIN OJIXO;

3. yHUBEpCaJIbHBIN MOAXO;

4. TPOUECCHBIN MOIXO.

19.0co0enHoe oOTHOIIEHHMEe K JAOKyMeHTamum cranaaproB 9000:2000
onpeaessiercst TeM, 4To...

1. Ha xaxxaom mOpennpusiTid, B KaKIO0M OpraHu3aluy JO0JDKHA OBITh HE
TOJIBKO pa3paboTaHa, BHEAPEHA U JEHCTBOBATH CHCTEMA MEHEIKMEHTa
KauecTBa, HO 33JJOKyMEHTHUPOBAHA;

2. YnpaBieHUE JTOKyMEHTaMH pacCMaTPUBAETCS KaK BCIIOMOTATENIbHBIH
MpolLiecc, 00CITYyKUBAIOIUNA MEHEKMEHT.

3. YmpaBieHue JOKYMEHTaMH  SBIISIETCS  CaMOW  BaXXHOW  YacThIO
MEHEKMEHTA.

4. YupalieHHE JOKyMEHTaMH SIBJISIETCS COCTABHOM YaCcThI0 MEHEIKMEHTA.

20.Mopgesb»  MEHEIKMEHTA  KayecTBa  [I0JUKHA  COOTBETCTBOBAThH
npuHuunam CMK. CkoJibk0 NpMHIMIIOB oropapuBaercs B crangaprax UCO
9000 Bepcum 2015 1.

1. 5 npUHIUIIOB;

2. 6 IPUHIINTIOB;

3. 7 NpUHIIUIIOB,

4. 8 MpUHIUIIOB.

21.«PucK-OpMeHTHPOBAHHOE MbILLJIEHHE» TMOSABHJIOCH B CTaHIapTax
BEpPCHHU...

1. 1987 r.

2. 1994 r.

3. 2000 r.

4. 2015 .

22. Kakoil TeXHHYEeCKMH KOMMTET SIBJISIETCS TJIABHBIM MO pa3padoTke
CTAHIAPTOB MO YNPABJIEHUIO JOKYMEHTAMHU?
1. TK 176 «YnpaBieHne KaueCcTBOM»;
2. TK 68 «bankoBckoe neno, IieHHbIe Oymaru u Jpyrue (UHAHCOBBIE

N



YCIYTI»;
3. TK 46 «Madopmanys u TOKyMEHTAIU;
4. TK 6 «bymara, KapTOH U LEJLTION03a.
23.lokymenTanuss CMK BK/II04aeT caeayomuil NakeT J0KyMEHTOB:

1. Muccusi opraHu3aiyy, eI U TOJUTHKA OpPTraHU3allMH, PYKOBOJICTBO IO
Ka4yeCTBY, JOKYMEHTUPOBAHHBIC MPOIIEAYPHI, JOJKHOCTHBIE HHCTPYKIIUU U
MOJIOKEHHSI O CTPYKTYPHBIX MOJIpa3/IeNICHUsIX, CTaHAapThl OpraHU3aIuud U
pabouue MHCTPYKIIMH.

2. JIOKyMEHTUPOBAHHBIC  MPOMEAYPHI, JOJKHOCTHBIE  WHCTPYKIIUU U
MOJIOKEHUSI O CTPYKTYPHBIX MOJIPa3/ICIICHUSIX, CTAaHAAPThl OpraHU3aluu U
pabouue MHCTPYKLIMH.

3. lletn w moimMTHKA  OpraHW3ald, PYKOBOJCTBO IO  KAa4eCTRBY,
JIOKYMEHTUPOBaHHBIE MPOLIETYPbI, JOJKHOCTHBIE HHCTPYKIIUU U MOJO0XKEHUS
O CTPYKTYPHBIX IOAPA3JCICHUAX, CTaHAAPThl OpPraHu3allud W padbouune
HHCTPYKIIUH;

4. PyKOBOJCTBO IO KadeCTBY, JTOKYMEHTHPOBAHHBIC MPOIEAYPHI, CTaHAAPTHI
OpraHu3alliy U paboure HHCTPYKITHH.

IIpomexyTouHnbIil TECT Ne 2
N0 JUCHMILIHHE «MexXITyHapOoaHbIe CTAHAAPTHI YIIPABJICHUS
TOKYMEHTAMI)

1. Kakomy Ttexunueckomy komurery MCO ObL1a mopydeHna paspadorka
ISO 154897

1. TK 46 «Mudopmaius u JOKYMEHTALIH;

2. TK 176 «YnpaBieHre Ka4eCTBOMY;

3. TK 171 «BocnpousBenenue 10KyMEHTOBY;

4. TK 37 «Tepmunonorust (IpUHLMIIBI U KOOPIUHALUSA ).

2.Jlouemy ¢yHKHME cekperapuar olecnme4ynBaJ  aBCTPAJTHICKHI
HAIIMOHAJIbHBIN OPTraH CTAHAApTH3ANUM?

1. B ABcTpanuu JydIire CeKpeTapu.

2. ABcrpanus BeICTyIMJIA ¢ MHUIIMATUBOM co3manus SO 15489,

3. ABCTpanus paHbllle JAPYyrUX BHEAPWIA HAIMOHAIBHBIM CTaHIAPT TIO
YOPaBICHUIO JIOKYMEHTAaMU M €ro MpU3HAIW JIYYIIUM B MEXIYHApOIHON
MIPaKTHKE.

4. ABcTpasivs Bcerja BbINOJHAET JaHHyo ¢pyHKuuo B TK.

3. Mexnynapoansblii crangapt ISO 15489 Bbied ...

1. B 2-X yacTsx;

2. B 3-X 4acTsX;

3. B 4-X "acTsX;

4. B 5-TH HacTsX.

4. Kaxkue/as 4actb/m ISO 15489 Obliu mnepeBeeHbl W TNPHUHATHI B
Ka4yeCcTBe HAMOHAJIBHOI0 POCCHIICKOro cTaHaapra?
1. Tonbko 1-as yacTs.
2. Tonbko 2-ast 4acTh.



3.
4.

Tonpko 2-ast 1 3-1 YaCTH.
Bce uacTn.

5. Kak Obu1 omenen crangapr ISO 15489 mMexayHapoaHbIM

cooomecTreom?

1.
2.

3.

CraHgapT 10JIrue roJibl UTHOPUPOBAJICS MEKIYHAPOIHBIM COOOIIECTBOM.
CraHpapT BbI3BaJl HEOAOOpEHMs, TaK KAaK HE YYUTHIBA OCOOEHHOCTH
JIEIONPOU3BOICTBA KaXKIOM CTPAHBI.

Craagapt I1SO 15489 Obln mpu3HaH W BBICOKO OIICHEH, TaK KaK OH CTaj
IPOrpaMMHBIM JIOKyMEHTOM, B KOTOPOM IE€PEUUCIICHBl 00s3aTeIbHbIC
aeMeHThI A()(PEKTUBHOTO yIpaBieHHUS JOKYMEHTamu Jtoboro ¢opmara, B
JI0OBIX OpraHu3anuax (Jr000i OpraHU3allMOHHO-TIPABOBOM (OPMBI, BHJA
HKOHOMHUYECKOU JEATEIBHOCTH, (POPMBI COOCTBEHHOCTH).

Craagapt ISO 15489 Obul mpu3HAH W BBICOKO OIGHEH BCEMH, KpPOME
MexayHapoIHOTO COBETa apXMBOB, TaK KaK OH HE MPUMEHHUM B apXHUBHBIX
OpraHu3aIusIX.

6.Pycckas Bepcust Mmexaynapoanoro cranaapra ISO 15489 nosismiacey B

Poccumn...

1.
2.
3.
4.

B 2001 rony.
B 2002 rony.
B 2004 rony.
B 2007 rony.

7. Ilouyemy, mo mHenuo B.®D. Auxosoii, UCO 15489 "craBur kpectr' Ha

ACJTOIPOMN3BOJACTBE B CTApOM NMOHMMAaHUHU?

1.

2.

Cranmapt KkacaeTcsi BCEX JIOKYMEHTOB OpraHusaiuu (a HE TOJbKO
YIPABJIEHUECKHUX ), OTPAKAIOIIUX BCE JEIOBbIE MPOLECCHI.

CrangapT 0003HauMI HEOOXOIUMOCTh MepecMoTpa craryca ciaykoel JJOY u
€€ POJIM B I€ATEIIbHOCTH OPraHU3aluU B LEJIOM.

CraHzapT He IpearnonaraeT BO3MOKHOCTH TPUMEHATh HALIMOHAIBHBIN OIBIT
yIpaBJIEHUS TOKYMEHTAMHU.

CrangapT TpeOyeT MOoJHOM 3aMEeHbl BCel HAyYHO-TEPMHUHOJIOTUYECKON Oa3bl
JEJONPOU3BOCTBA.

8.Kakass eme MexIyHApOAHAsi OPraHM3alusA 10 CTAHAAPTH3ALNH

onyoaukoBajga oaHoBpeMeHHo ¢ MCO cranpapt mno ynpasiieHUIO
JTOKYMEHTAMHU?

1

2.
3.
4.

EBpomneiickuii UHCTUTYT cTaHAapTOB AteKkTpocBsizu (ETSI);
Mexnaynaponnbiii Coro3 nexrpocssizu (ITU);

MexayHapoaHas anekTpoTexauueckas komuccus (MOK/IEC);
MexnyHapoaHblii KOHCYJIbTATUBHBIM KOMUTET 110 CTAaHAAPTU3ALUU CUCTEM
kocmuueckux aaHHbix (CCSDS)/

9. B kakom rogy MCO wu3MeHHMIa KOHUENIHUI Pa3padloTKH CBOHUX

CTAaHAAPTOB 110 YIIPpaBJICHUIO IlOKyMeHTaMI/I?

1.
2.
3.
4.

B 2004 r.
B 2010 .
B 2014 r.
B 2015 .



10. Kakoii "3 mnepeyHMCJIEHHBIX HHKE MEKIYHAPOAHBIX CTAHIAAPTOB
NpeIHA3HAYEH /JIs1 CO3JaHMS B OPraHU3anusX CHUCTeM YNpPaBJICHHUS
JOKYMEHTAMH HAa CTPATerH4eCKOM YpOBHe, TO €CTb Ha YPOBHe
OTBETCTBEHHOCTH M B 30He NIPUHSATHUS PelIeHU PyKOBoOACTBA?

1. UICO/TO 26122:2008 (pea. 2009 wu 2010 rr.) «Wudbopmamus u
JOKyMEHTaIusl. AHalIM3 paboyux MpPOLIECCOB, MPUMEHSIEMBIX B OTHOIICHUU
JIOKYMEHTOBY;

2. CO 23081:2004 (pexn. 2006 r.) «Madopmarus u qokymerTarus. [Iporeccsr
YIPABJICHHS TOKyMEHTaMU. MeTagaHHble 151 JOKYMEHTOBY;

3. UICO  15489:2001 «Mudopmanuss W  JOKyMEHTAlMs.  YTPaBJICHHUC
JOKYMEHTAMU»;

4. ICO 30300:2011 «Muadopmanus u nokymeHtanus. CUCTeMbl yHpaBICHUS
NoKymMeHTaMu. OCHOBHBIE ITOJIOKEHUS U CII0OBAPHY.

11. Kakas mnpo0OJsieMa/bl BO3HUKJIA/M ¢ BHeapenuem cranaapra MUCO
15489:2001? «Mudopmanus U JOKYyMEHTALUA. YIIPaBJIeHUE JOKYMEHTAMI» B
Poccun?

1. IIpoGnema HaMOHAIBLHOM cienU(UKU B IPAKTUKE PAOOTHI C TOKYMEHTAMH.

2. IIpobmeMa HECOBMECTUMOCTH C POCCUHUCKON 3aKOHOIATEILHOM 0a30M.

3. IIpobnema orpaHHYEHHOCTH MPUMEHEHHUS CTaHAapTa.

4. [lpoGnema TEpMHUHOIOTMUECKOIO HECOOTBETCTBUSI.

12. IlepeBox KakKuX TEPMHHOB BbI3BAJ Hau0OJbIINE TPYIHOCTH Yy
nepesoauunkos BHUUIAL?

1. apxwus;

2. MeTaJaHHBbIE;

3. JIOKYMEHT;

4. 3amuce.

13. KiiroueBoe nMoHATHE «YNpPaBJIeHHE JOKYMEHTAMI» B Pa3HBIX CTPaHaXx,
B TOM umcje Poccun, BHI3BAI0 TEPMHUHOJIOTHYECKYIO JHcKyccuio. C KaKuMH
U3 NepevYrCcJIeHHbIX HUKe MOHATHI ero CTPEeMHJINCH 0TOKAECTBISATD?

1. ympaBieHue TOKYMEHTOOOOPOTOM;

2. ympasieHue uHpopmalmei;

3. yOpaBlICHHE apXUBaMU;

4. co BceMH NEepEYUCICHHBIMU.

[TpomexxyTounslit TecT Ne 3
MexayHapoIHbIE CTaHAAPTHI YIIPaBICHUS JOKYMEHTAMHU

1. K xapakrepuctukam cucteM ynpasjeHus fokymenrramu 'OCT P HCO
15489 oTHocHuT:
a) JIOCTOBEPHOCTb, AYTEHTUYHOCTb, MPUTOJHOCTH JUISl MCIOJIb30BAHMUS,
LEJIOCTHOCTH;
0) CHCTEeMHOCTh, KOMIUIEKCHOCTh, ayTE€HTUYHOCTb, MPUTOAHOCThH JIJIsi
UCIIOJIb30BaHUS;
B) HAJIG)KHOCTh, CHUCTEMHOCTh, COOTBETCTBUE, JIETUTUMHOCTD, IIEJI0OCTHOCTH;
1) HAJIEXKHOCTb, 11€JIOCTHOCTb, KOMILJIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBUE.



2.PacnpenesieHHoOe ynpaBjeHHe JOKYMEHTAMH — 3TO...

a) KOHTpoiupyemas U JokymeHTanbHO odopmienHas CY]I, kotopas
criocoOHa MOIIEPKUBATh AIbTEPHATUBHBIC BAPUAHTHI PA3MEILICHUS TOKYMEHTOB;

0) CY /I, ucnonb3yromiasi ayTCOPCUHT;

B) CY /I, rie OTBETCTBEHHOCTD 3a JIOKYMEHTHI paclpeieieHa MKy BCEMU
pabOTHUKAMU OpraHU3AIINH;

r) npaBWibHO crapoekTupoBaHHas CVY ][, cOOTBETCTBYIOIIAsT METOOJIOTHU
NCO.

3.Bb100p HocHTEI HH(POPMALMHU 3aBUCUT OT:

a) CPOKOB XpaHEHUS JJOKYMEHTOB

0) MPOTHO3UPYEMBIX THUIIOB YPE3BBIYAWHBIX CUTYyaITUi

B) MaTE€pHAIbHBIX BO3MOKHOCTEN OpraHU3aLNH

r) o0beMa IOKYMEHTOO00pOTa OpraHU3aluH.

4. I'me oTpakarrcst cBeAeHHs 000 BCexX Onepanusix CUCTEMBbI YIIPABJICHHUS
JOKYMEHTAMH, KOTOpPbI€ [0/LKHbI ObITH TMPOM3BEAEHbI € KOHKPETHBIM
TOKYMEHTOM?

a) B METaJIaHHbBIX O JIOKYMEHTE;

0) B KOHTPOJIbHBIX ITPOTOKOJIAX CUCTEMHBIX MPOIIECCOB;
B) B YUETHBIX 3aITUCSX;

T) B )KypHaJle y4era.

5. Oror Merox (M OAMH U3 MPOULECCOB YIPABJICHUA TOKYMEHTAMM)
IOMOraeT YCTAHOBUTHh CBfI3b MEKIAY OTAEJbHBIMM JOKYMEHTAMHU ISl
ol0ecrieyeHnst HeNpepbIBHOIO AOKYMEHTHPOBaHMSA NesITeJIbHOCTH;
COIVIACOBAHHO NPHCBAMBATH MMEHA JOKYMEHTAM B TedeHHe JAJIUTEJbHOI0
BpeMeHM; OKa3bIBAaTh OMOIIb NPH MOMCKE BCEX JOKYMEHTOB, OTHOCAIIMXCH K
omnpeaeJieHHOM (YHKUUM WJIM BHAY JA€J0BOH [eSTEJbHOCTH; ONpeaeaTh
MOAXOASIIY 0 IS Pa3IMYHBIX rpynm JTOKYMEHTOB 3alIUTy
KOHPUACHIMAIBLHOCTH, a TaK/Ke pa3srpaHM4YMBaTL JAOCTYN, TMpaBa
N0JIb30BaTe el Ha JOCTYIl WM HA NMPOBeJACHUE JCHCTBUI € ONpeae eHHbIMU
rpynnaMd AOKYMEHTOB; pacnpefejfiTb OTBETCTBEHHOCTH MO YNPaBJICHUIO
omnmpeJeJleHHbIMH TPYNIAMH JOKYMEHTOB; pacnpeaessitb JOKYMEHTbI IO
OTHACJbHBIM MNpOLEIYPaM B PaMKax [1eJ0BOH [1eATeJbHOCTH; OIpeaessiTh
COOTBETCTBYKOILIME CPOKHM XPAHEHUSI U JACHCTBHA MO 0TOOPY AOKYMEHTOB HA
XpaHeHUe Wi YHHUYTOkeHue. HazoBure 3T0T MeToj (M mpouecc).

6. Kakum HOpMATHMBHBIM JOKYMEHTOM B OPraHU3aluH I0JIKHO
perJiaMeHTHPOBATHCA KOHBEPTHPOBAHUE M MUTPALMS JOKYMEHTOB U3 OJHOI
CHCTeMBbI YIIPaBJIeHUs JOKYMEHTAMM B IPYryro?

a) 'OCTowm;

0) ycTaBOM OpraHu3aliuy;

B) UHCTPYKIIMEHN 10 KOHBEPTUPOBAHUIO U MUTPALIMU TOKYMEHTOB;

I) OPUKAa30M O KOHBEPTUPOBAHMU M MUTPAIMU JOKYMEHTOB W3 OJIHOU
CUCTEMBbI YIIPABJIEHUS TOKYMEHTaMU B JIPYTYIO.

7. CY nonxHBI OBITH CHPOEKTHPOBAHBI TaK, YTOOBI JAOKYMEHTbI
COXpaHsUIM 4 CBOICTBA HE3aBHCHUMO OT JIIOOBIX M3MEHEHMHd B CHCTeMe Ha



NPOTSIZKEHNH BCEro NMepuoiaa MX XpaHeHHs M McnoJb3oBaHus. HazoBure 3T
cpoiictBa. OTBeT BIUIINTE CI0BAMU

8. TOCT P UCO 15489 omnpeaensieT, 4TO «yIlpaBJjieHHEe IPOLECCOM
AOCTYNa MpeAyCMaTPUBAaeT, 4YTO: Aa) [JOKYMEHTBhI paclnpelesieHbl 10
KATEropusiM B COOTBETCTBHM C UX CTATYCOM JOCTYIA B OIpeeIeHHOe BpeMsl;
b) JOKyMeHTBI JOCTYNHBI TOJbKO JHIAM, 00/1aJaI0IUM MPAaBOM JI0CTYyNa K
HMM; C)3aCeKpeYeHHbIe JOKYMEHTbI JH00 JAOKYMEHTbl C OrpaHUYeHHbLIM
JAOCTYIIOM MOTYT OBITh MPOYTEHbI TOJLKO NMPHU HAJNYUHM COOTBETCTBYHOILETO
paspenienus». J[0noJHUTE 3TOT CIUCOK elle ABYMS IMOKAa3aTeIsIMH.

9. B kakux ciaydasix JOCTYN K JOKyMEHTaM WJIH MH(OpPMAIUM O HHUX
cjieyeT OrpaHM4YUBATD?

a) Ecnu 1oKkyMeHTBI coziepkaT nepCcoHaIbHYI0 HHGOPMAIIHIO;

0) ecnu TOKYMEHTHI COJIep)KaT KOMMEPUYECKYIO TalHY;

B) €CJIM IOKYMEHTHI COJIEPKAT CIIYKEOHYI0 MH(MOPMAIIHIO;

') I0CTYyIl OTPAaHUYUBAIOT KO BCEM JOKYMEHTAM OpraHU3alUU.

10. «KoHTpPOJb MECTOHAXOKJAEHUSI JOKYMEHTAa IpeaycMaTpuBaeT
¢puxkcanui mnapaMeTpoB HeOOXOAMMBIX /JIfl OTCJICKUBAHUA [IBUKCHHS
JOKYMEHTA, K YHMCJIY KOTOPBIX OTHOCHUTCH MICHTH(PHKATOP JOKYMEHTa, ero
3aroJi0OBOK, CBeJEeHHH O COTPyJHHKe HJIM TMOApPa3/JiejeHNH, 00JaJaromemM
JTOKYMEHTOM, M ...» BnuiunTe cJi0BaMHU HeI0CTAIOIIMH MapaMeTp.

11. Kakume 3Tanbl ABMKEHHUS [JOKYMEHTOB CJeAyeT OrOBOPHMTbH IIPH
COCTABJIEHMH TEXHUYECKOIr0 3aJaHMsl Tepel NPOEKTUPOBAHUEM CHCTEMbI
ylnpaBJieHUs JOKyMeHTamu?

a) BblJAaYa, I[epegaya JOKYMEHTa MEXIy COTPYyAHUKAMHU; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHHS UM XPAHEHUS; CPOK XPAHEHHUS; U3bSTUE
UX U3 CUCTEMBI YIIPABIICHUS JOKYMEHTAMH U LI€JIb U3bATHS;

0) BbIaua, Tmepegada JOKyMEHTa MEXIy COTpYJAHUKAaMH; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIIOJIOKEHUS WIN XPAHEHUS; U3BATUE UX U3 CUCTEMBbI
YOPaBJIEHUS TIOKYMEHTAMU U LIE€JIb U3BATUS

B) BblJaya, Mepeaadya JOKyYMEHTa MEXAYy COTPYJHUKaMHU; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKCHUS WM XPaHEHUS; U3BIATUE UX U3 CUCTEMBbI
yIpaBJieHUs TOKYMEHTaAMU,

r) BblJaua, TIepegada JOKYMEHTa MEXIYy COTPpYJIHUKaMH; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIIOJIOKCHUS WM XPaHEHUS; U3BIATUE UX U3 CUCTEMBbI
yOpaBieHUs] JOKYMEHTaMU; IeJIb W3bITHUS; WHUIIMATOP W3BATUS; CChUIKA Ha
HOPMAaTHUBHBIN JIOKYMEHT.

12. Tlpu ¢u3nYecKOM YHUYTOKEHHH [TOKYMEHTOB PEKOMEHIyeTcsl
PYKOBOJACTBOBATHCH ONpPeAeJeHHBIMH NPUHIMIIAMH. YKAKUTE HET0CTAKIIMI
npuHuun. OTBeT NUIIUTE CJIOBAMHU.

- YHHYTOKEHHE I0JIKHO ObITh CAHKIMOHNPOBAHHBIM M NMPOBOAUTHCH B
COOTBETCTBUM € TPeOOBAHUAMYU HOPMATUBHOM Cpe/bl;

- JOKYMEHTBI, CBSfiI3aHHble C MPeICTOSIIUMH WJIH TMPOBOAMMBIMH



Cy1eOHbIMU pa30upaTeJbCTBAMH W PaCCHeI0BAHUAMHU, YHHMUYTOXKATH He
cjaeayer;

- cjeAyeT YHMYTOXKATH BCe KONHHM JOKYMEHTOB, pa3pelleHHbIX K
YHUUTOKEHUIO, BKJIIOYasi MIePCOHAJIbHBbIE, CTPAX0BbIe U pe3epBHbIE KOMUM.
13. TOCT P UCO 15489 tpeOyer, 4TO0BI B OPraHu3annu ObLIN YETKO
YCTAHOBJIEHbI TOJHOMOYHS 110 BBINOJHEHUIO ONpedeJeHHBbIX IMPOIECCoB
yYIPaBJeHUA JOKYMEHTAMH. Y Ka:KUTe ITH NMPOLECChI.

a) Knaccu(uKkalus U UHICKCUPOBaHUE,

0) KcTepTH3a IIEHHOCTH,

B) OoTOOp M Tepenadya JOKYMEHTOB Ha TOCIEAyIolee XpaHEHHE WU
YHUYTOKEHUE;

') cocTaBieHue U 0opMIICHUE JOKYMEHTOB

14. YTo0b1 omnpeaessitb TPeOOBAHUS K MNPAKTHKe, 00CJIeJ0BAHHIO,

NMpoBepKe W TECTUPOBAHWIO MPOLECCOB YNPABJEHUSI JAOKYMEHTAMM,
HEe00X0AMMO...

a)  JOKyMEHTaIbHO  3aUKCHpOBaTH  HOPMBI  COOTBETCTBYIOILIETO
3aKOHOAATENbCTBA, CTAHIAPTOB U MOJUTUKY OPTaHU3ALINY;

0) peryisipHO MPOXOJAUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAI30PHBIX
opraHax;

B) OTCJICKMBATh U3MEHEHUS B 3aKOHO/IATEIILCTBE;

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

15.Y100BI COXpPAHATH KOPIMOPATHBHYIO HEJOCTHOCTh CpPeAbl YIIPaBJICHUS

uHopManmen, OpraHu3anuu He00X0AUMO. ..

a) UMETh TOJBKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OPraHU3aLUU;

0) perysipHO IPOXOJUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAI30PHBIX
oprasax;

B) oco00oe BHHMMAaHHE YJIENSITh BCEM HWH(OPMALMOHHBIM CHCTEMaM U
npaBuiiaM (CTpaTerusM, NOJUTHKAM ), IPUMEHSIEMbIM BHYTPU OpraHU3alHH,

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

16. Kem 10/IKHBI YTBEPKIATHCHA BCE PELICHUS 0 BKJINYEHUH JOKYMEHTOB

B CY/l u ycTAaHOBJIEHHH CPOKOB M NMOPAAKA UX XPaHeHU S ?
a) BBICILIMM PYKOBOJICTBOM;
0) otBeTcTBeHHBIM 32 CY /I;
B) HAJA30PHBIM OPraHOM, ayAUTOPaAMU;
') apXUBHBIM OPT'aHOM.

17. C keM [JOJKHBI COIJIACOBBIBATBHCH BCE PEHICHUS] O BKJIOYEHHH
JOKYMEHTOB B CHCTEeMY YNIPaBJIeHUS JOKYMEHTAMM 1 YCTAHOBJIEHUM CPOKOB U
NMOPAIKA UX XPAHEHUA?

a) BBICIIMM PYKOBOJCTBOM;
0) otBercTBeHHBIM 32 CY/I;
B) HaJ30pHBIM OpPraHOM, ayJUTOPAMHU;
I') apXUBHBIM OPTaHOM.
18. B cayuae oOHapy:KeHMSsI HENPHUIOJHOCTH HWJIH HeIP(PEeKTHUBHOCTH



HCIO0JIb3YeMOI CUCTeMbI YIIPABJIEeHHUS JOKYMEHTAMHU U MPOIECCOB YIPaBJIeHUS
JOKYMEHTAMH HEO0XO0IUMO...

a) yauuToxkuth CY/;

0) MouduIpoBath npouecch Y 1;

B) 3amenuth CY/l;

I') IEPEeUTH HAa OYMa)kKHBIN TOKYMEHTOOOOPOT.

19. IIporpamMmbl 00y4YeHHsI YHNPABJIEHHI0O [JOKYMEHTAMH OJIKHBI
O0XBATBIBATD...

a) poAM W OTBETCTBEHHOCTh BCEX COTPYIHHUKOB ¥ TPOYUX JIHII,
OTBETCTBEHHBIX 3a CO3/IaHWE JIOKYMEHTOB BO BpEeMsS HMX pPabOTHI M 3a BKIIIOUCHHE
ATUX JJOKYMEHTOB B CUCTEMY YITPABJICHUS JOKYMCHTAMH,

0) pOJM U OTBETCTBEHHOCTh BCEX PYKOBOASAIINX PAOOTHUKOB;

B) POJIM M OTBETCTBEHHOCTH TOJIBKO BCEX IITATHBIX COTPYIHUKOB;

I) pOJIM U OTBETCTBEHHOCTh TOJBKO BPEMEHHBIX PAOOTHUKOB U JIHII,
paboTarmmx Ha OOIIECTBEHHBIX Hayatax.

20. Kak cootnHocaTcs 'OCT P UCO 15489-1-2007 u I'OCT P HUCO
30300-2015?
a) 'OCT P MCO 30300-2015 ormenun 'OCT P MCO 15489-1-2007,
6) TOCT P UCO 30300-2015 peranu3upyeT U YTOUHSET MOJOKECHHUS

I'OCT P UCO 15489-1-2007,

B) OCT P UCO 30300-2015 nmumkxak nwe cBszan ¢ [OCT P UCO

15489-1-2007

r) 'OCT P UCO 30300-2015 mensier tepmunosioruto 'OCT P NCO

15489-1-2007

KourpouabHas padora

no JucuuIuIinHe «MeskayHapoIHble CTAHAAPTHI yIIPaBJIeHUsA
TOKYMEHTAMW

3aganme 1. CocraButh 0030p MyOIUKAIMA MO MEPUOAMYECCKUM H3TAHUSM
(razeTam, HAy4YHO-TIPAKTUYECKUM KypHaIaM, COOpHUKAaM Hay4YHBIX TPYAOB U JIp.) 32
nocinengnue 10 neT o poccutickom u MeHCOYHApOOHOM Onvlme YNPAGIeHUs
OOKYMEHMAaMu 8 Op2aHu3ayusx, YnpasisiemMolx no MeiCOyHapOOHbIM CIAHOAPMam
HCO cepuu 9000 (paznvlx sepcuii).
MeTtoanyeckue yKazaHus
AHanu3 mpeACTaBUTh B BUJE TEeKCTa 00beMOM He MeHee 3-X craHull (6e3
ydeTa CTpaHUIl CChUIOK) C 00s3aTeIbHbIMU OMOIMOrpaUuecKuMH CChUIKAMU Ha
ucrounuku. [lpudt - 14, Times New Roman, mexxctpounsiit uaTepsan -1,5. Bee
MOJIS TIO 2 CM.
Jlumepamypa u ucmounuxu
1.Ko3eipeB, B.A., Pa3Burne cucreM MEHEKMEHTAa KauyecTBa /
B.A. Ko3ssipes, A.H. JIucenkoB C.B. Ilankun. ITog pea. Ko3sipea B.A.
—M.: ®I'BOY «YMI KAT», 2014 , C.9-20. [DnekTpoHHBI! pecypc].
Pexxum nmoctyma: http://e.lanbook.com/view/book/55404/ 3arn. ¢ 3KpaHa.-
ISBN- 978-5-89035-708-3



http://e.lanbook.com/view/book/55404/

2.MenemxMeHT cerofus : [xypHan] / yapeautenb: 3A0 "U3nar.
nom "I'pebennukoB" . — 2001- . — M. : I'peGennukoB, 2006-2010 . —
Pexum noctymna : http://elibrary.ru . - Berxoaut pa3 B 2 mecsima . — C.2011
roJia IOCTyMeH B 3JeKTpoHHOM Bujie . ISBN oTcyTcTBYyeT .

3.Menemxment B Poccum m 3a pyOekoM : BCe O TEOpPHH H
MpaKTUKE yIpaBIeHUs OM3HECOM, (PMHAHCAMU, KaJpaMHU... : [KypHaI] . —
1997- . — M. : ®unnpecc, 2013- . - Beixoaut pa3 B 2 mecsna . - ISBN
OTCYTCTBYET.

4.TOCT P HCO 30300-2015 Cucrema craHgapToB IO
nH(popmaIuu, ONOIMOTEYHOMY U M3JaTeNbcKkoMy neny. Mudopmarus u
nokymeHTarmsi. CucreMbl ympaBiieHUs JokymMeHTamu. OCHOBHBIC
nooxkeHus: u cinoBapb (ytB. IIpmkaszom PoctexperyampoBanusi OT
09.12.2015 Ne  2123-ct) [OnekTtpoHHbIi pecypc] //  ®I'VII
Crangaptuadopm. — Pexnm JOCTyTa:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

3aganue 2. CocTaBUTP MOJENIb OLEHKM HAIWYMAA B JOKYMEHTAx
00s13aTenbHBIX cBOKCTB, TpedyeMbix [OCT P MCO 15489-1-2007.
MeTtoauyeckue ykazaHus
JlaHHBIE ClIeIyeT 3aHECTH B TaOJHILY.
®dopma Tabauibl 1
Mojienb OIIEHKH HaJIuuus B JOKyMEHTax 00s3aTeNIbHbIX CBOMCTB, TPEOYEMBIX
I'OCT P UCO 15489-1-2007

[lonoxenue crangapra CBoiicTBa JOKYMEHTOB IToxaszarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBaHUAM
No 1 Ha3BaHUE) CTaHaapTa

1 2 3

AyTEeHTHYHOCTh

JlocToBepHOCTH

IlenocTHOCTH

[Ipurognocts  1uist
HUCIOJIBb30BaHUI

B miepBbIit cTo16e1r BHOCUTCS ITUTaTa U3 TEKCTa YKa3aHHOTO CTaHIapTa, TJIe
OroBapuBaeTcs Ha3BaHHOE B cToj0I1e Ne 2 cBolcTBO AokyMmeHTa. [{urara momkHa
COIPOBOXKIATHCSI TOYHOM CCHUTKOM.

BTtopoii cronberr Tabauiibl HE 3aMOJIHIETCS U HE JTOTIOJIHSIETCHI.

B tpetnit cronber; BHOCATCS TMoOKazaTteau (PEKBU3HUTHI, MeETaJlaHHbIC,
JOKYMEHTBl W/WJU 3alicel O TMPOU3BEACHHBIX JCHCTBUSX, IEPEUUCIICHUE
OCHOBHBIX PE€3YJbTATOB), IO KOTOPHIM MOXHO CYJIUTh, YTO IOKYMEHTHI 00JIaIat0T
TpeOyeMbIMU B CTaHIapTE CBOMCTBAMH.

B kagecTBe BcomoratenbHOr0 MaTepuana Jjisl 3amojHeHust ctoioia Ne 3
CJIeyeT UCTOJb30BaTh CICAYIOIINE UCTOYHUKH U JIUTEPATYPY.

Jlumepamypa u ucmounuxu
1. TOCT P HMCO 15489-1-2007. HaumonanbHblii cTanmapt Poccuiickoit
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®eneparnu. CucremMa CcTaHIapToB Mo HHMOpManuu, OUOIMOTEUHOMY U
U3JIaTeILCKOMY Jiey. YTpaBiieHue JokymeHTamu. O0iue tTpedboBanus (yTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 N 28-ct) [DneKTpOoHHBIN

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

'OCT P UCO 22310-2009. Uudopmarus u nokymeHTanus. PykoBoacTBoO
U1 pa3pabOTUMKOB CTaHAApPTOB, YCTAHABIMBAIOMIMX TpeOOBaHUS K
ymnpaBienuto  gokymentamu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Crangaptuadopm, 2010.

[ DNEKTPOHHBI pecypc]. Pexum JOCTyTa:
http:/files.stroyinf.ru/Datal/58/58314/#i132385

I'OCT P UCO 23081-1-2006. Uudopmanus u goxkymenrtanus. [Iporecchr
yOpaBJI€HUsl JOKyMEHTaMH. MeTagaHHble Uisi JAOKymMeHTOB. Yacte 1.
[Mpuamuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1. Principles).-M. :
Cranpaptundopm, 2009. [DnektponHslii pecypc]. Pexum pocryna:
http://www.norm-load.ru/SNiP/Datal/54/54932/index.htm

I'OCT P HMCO 30300-2015 Cucrema craHmaapToB Mo HH(pOpMaLUH,
OuOMMoTeUHOMY W M3AaTelnbckomy aeny. MHdopmanus v JOKyMeHTAIMs.
Cucrembl ynpaBieHus JOKyMeHTamMu. OCHOBHBIE TOJIO)KEHHS W CIOBaphb
(ytB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Ne 2123-cr)
[QnekTponHblil pecype] // ®I'VII Crangaptunpopm. — Pexxum noctyma:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

Jlapun, M.B. VYmnpaBneHue IOKyMEHTaMH Ha OCHOBE MEXKIYHApPOJHOTO
craggapra MCO 15489-2001: merox. mocobue / M.B. Jlapun, O.U. Prickos;
BHUUJIAA. M., 2005, C.5-20.

Bonpocsl k 3a4eTy no gucuuiuinie «MeskayHapoaHble CTAHAAPTHI YIIPABJIeHHSA
AOKYMEHTaMW»
Hctopuss BO3HUKHOBEHHMS MEXKIYHAapOJHBIX CTAaHIApPTOB B O00JacCTH MEHEIKMEHTa
KauecTBa.
IToHATHI «TOKYMEHT» U «3aIUCh».
HOPUHIUNBL  UJIEHTU()UKAUN HOPMATUBHOM CpeJibl yIIpaBJIeHUs TOKyMEHTaMu?
Pa3paboTka monuTuky B 00JaCTH yrpaBiaeHUs TOKyMeHTaMu?
[TpeanockIKy MOSBICHUS MEXKAYHAPOIHBIX CTAaHIAPTOB B 00JIACTH MEHEKMEHTA.
CMK kak cucreMa ynpaBiIeHUs] TOPU30HTAIbHBIMU IIPOLIECCAMHA
[Tonsitue cranaapra B uarepnperanuu MCO.

OcHOBHbIe NpuHUKNbI pa3paboTkm ctaHgapTos NCO.
Mpoueaypa pa3paboTku mexayHapoaHbix ctTaHaapTos NCO.

. IlpeumyIiecTBa HCHONIB30BaHUA MEXAyHApoaHbIX cTaHgaptoB MCO B obnactu

yIpaBiIeHUs TOKyMEHTaMU U HHGOPMAIMOHHOTO MEHEI)KMEHTA, MEHEPKMEHTa PUCKOB?
[TonsiTve 0 cucTeMax MEHEPKMEHTA KaueCcTBa.

[TpuHIMIIBI POPMUPOBAHUS CUCTEMBI MEHEKMEHTA KauecTBa.

Tpeb6oBanus crannaproB MCO cepun 9000 k pabote ¢ TOKyMEHTaMH .

[TpeumyniecTBa BBEACHUS CUCTEMBl MEHEDKMEHTA KaueCTBa.

JlokyMeHTaIus CUCTEMbI MEHEKMEHTA KauecTBa

[{enb MOMUTUKY yIIPaBICHUS JOKYMEHTAMM ?


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
http://protect.gost.ru/document.aspx?control=7&id=202553
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OTBETCTBEHHOCTh 3a YNpPABJICHUS JOKYMEHTAMH: 32 UX MPOCKTHPOBAHUE, BHEIPEHUE U
COXpaHHOCTb CHCTEM  YIpaBIECHUS JOKYMEHTAaMM M HUX  OKCIUIyaTallMOHHBIE
XapaKTEPUCTHKH, 32 00yUSHHE MOJIb30BATENICH YIIPaBICHUIO JOKYMEHTaMH U IPUMEHEHHUE
CHCTEM YIPAaBJICHUS JOKYMEHTAMH B MHIMBHyaIbHON MPAKTHUECKON AESATEIbHOCTH.
OTBETCTBEHHOCTh PYKOBOJICTBA OPraHU3aIMU B O0JIACTH YIIPABICHUS TOKYMEHTAMHU.
@DyHKIUU U OTBETCTBEHHOCTh a/IMUHUCTPATOPOB CUCTEMBbI YIIPABICHUA?

CBoiicTBa TOKYMEHTOB, o0ecriednBaeMble paboTHUKaMu opranu3auuu. CyTh Kaxa0ro u3
CBOMCTB.

AYTEHTHYHOCTH U CIIOCOOBI ee oOecrieueHusl.

JloCTOBEPHOCTH U CIIOCOOBI €€ 00eCIeUeHHMS.

[lemocTHOCTE M CIOCOOBI €¢ 00eCIICUeHHUS.

[TpurogHOCTH U1 UCIONB30BaHUS U CIIOCOOBI e 0OecreueHusl.

Tpebosanust [OCT P NCO 15489-1-2007 x cucremaMm yIpaBlieHHs IOKYMEHTaMH.
PackpbITh Kaxkoe TpeOoBaHUE.

[TpoexTrpoBaHuE ¥ BHEAPEHHE CUCTEMBI YIIPABICHUS TOKYMEHTAMHU.

CXOACTBO M OTIMYUS B INPUEMAX ONpPEIENICHUs CPOKOB XPAaHEHHUs JIOKYMEHTOB II0
cragaapty UCO P 15489-1-2007 u oTe4eCTBCHHBIM HOPMATHBHBIM ~ aKTaM.

[Tporpamma pa3paboOTKH CUCTEMBI YIPABICHUS JOKYMEHTaMH.

MOHUTOPHHT U ayTUT CUCTEMBI YIIPABJICHUS JOKYMEHTAMH.

OcnoBuble TpeboBanuss 'OCT P MCO 15489 no oOy4yeHuto cucreme YHpaBieHUs
JOKYMEHTaMH.

NUTOIOBBLIN KOHTPOJIb /

UTOroBsIil TECT 1O Kypey [/

ITpocMoTp

Bompoc 1

TekcT Bompoca

K xapaxkrepucrukam cucrem ynpasiaeHusi gokymentamu I'OCT P MCO 15489
OTHOCHUT:

BeiGepute oauH OTBET:

d. JOCTOBECPHOCTb, AayTCHTUYHOCTD, IIPUT'OJHOCTD JIJIsI MCIIOJIb30BAaHUsA, IETIOCTHOCTD
b. HaaACKHOCTb, CUCTEMHOCTDH, COOTBCTCTBUC, JICTUTUMHOCTDL, ICIIOCTHOCTDb
C. CHCTEMHOCTb, KOMIIJICKCHOCTb, aYyTCHTUYHOCTD, IIPUTOJHOCTD JUISI MCITOJIb30BAaHM S

d. HaaACKHOCTb, IEJIOCTHOCTH, KOMIINIIEKCHOCTh, CUCTEMHOCTB, COOTBECTCTBHEC

Bomnpoc 2

TekcT Bompoca

Kakomy Texunueckomy komurery MCO Ob11a mopydena paspadorka ISO 15489?
Bribepute oauH OTBET:

C a. TK 37 «Tepmunonorus (MpUHIUIBL U KOOPAUHALINSA)»
© b. TK 176 «YmpaBieHue Ka4ecTBOM

C . TK 46 «udopmarus u TOKyMEHTAIUS»

O d. TK 171 «BocnpousBeacHue J10KYMEHTOBY

Bomnpoc 3

TekcT Bompoca
IIlpuMeHeHNe MeXKTYHAPOAHBIX CTAHAAPTOB B OTEYECTBEHHOM [1€JIONIPOU3BOJCTBE


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

HAYAJIO0Ch ...
Bri6epute oguH OTBET:

a. B xoHIle XX B.
b. B Hauane XXI B.
C. B Havaine XX B.

d. B konme XIX B.
Bormpoc 4
Tekct Bompoca
Kakoii U3 nmepevynceHHBIX HHKe MEKIYHAPOIHBIX CTAHAAPTOB NMpeIHA3ZHAYEH IJIs
CO3/aHUs B OPraHU3alMsAX CHCTeM YNPaBJeHUs JOKYMEHTAMHU HA CTPaTerH4ecKoM YpoBHe,
TO €CTh Ha YPOBHE OTBETCTBEHHOCTH M B 30HE MPHHSATHS PellleHHil PyKOBoACTBa?
Bribepure oauH OTBET:

© a MCO 15489:2001 «Hopmanust 1 JokyMeHTanus. YpaBieHUE JOKYMEHTaMU»

‘ b. UCO 23081:2004 (pex. 2006 r.) «HUudpopmarmst u gokymeHrtaius. IIporeccs

yIpaBJICHHUs] JOKYMEHTaMu. MeTalaHHble 1711 JOKYMEHTOBY

© ¢ MCO/TO 26122:2008 (pea. 2009 u 2010 rr.) «MuHdopmanus U AOKyMEHTALUS.
Amnanu3 paboymx MpoIeccOB, MPUMEHSIEMBIX B OTHOIICHUU JOKYMEHTOB)

S d. UICO 30300:2011 «HMudopmanuss u mokymeHtanus. CHCTEMbI yIpaBlICHHS

JoKyMeHTaMu. OCHOBHBIE MOJIO)KEHUS U CIIOBAPbY
Bompoc 5
TexkcT Bompoca
Yem usmepsiercs 3PpPeKTHBHOCTH NPUMEHEHUSI MeKIYHAPOIHOIr0 cTaHaaprTa’?
Bribepute oauH OTBET:

a. OTCYTCTBI/IGM HapeKaHI/Iﬁ CO CTOPOHBI HAA30PHBIX OPTaHOB

b. HOHy‘ICHI/IC KOHKYPCHTHLBIX MMPEUMYIICCTB, HpI/I6BIJ'II/I 34 CUYCT COBCPUHICHCTBOBAHUSA
CHUCTCMbI OpTraHHu3allnunu I[CJ'IOBOI71 JACATCIIBHOCTH

C. [TonHo# yHudukaiuei nmpoueccoB OpraHu3aluu

d. Co3nanremM HEOOXOIMMOTO MMaKeTa JOKYMEHTOB
Bompoc 6
Tekct Bompoca
YT100bI COXPAaHATH KOPNOPATHUBHYIO LEJIOCTHOCTH Cpelibl ypaBjieHus nHpopMaumei,
OpPraHM3aunu He00X0AMMO. ..
Bribepute oauH OTBeET:

a. peryJIsIpHO MPOXOAUTH MPOBEPKY BO BHCITHUX ayJUTOPCKHUX M HAA30PHBIX OpraHax

b. ocoboe BHHMaHHME yAeNATH BCeM HH(GOPMALMOHHBIM CHCTEMaM H TpaBHJIaM
(cTparerusiM, MOJUTHKAM), TPUMEHSIEMbIM BHYTPH OpraHu3aluu

C. Ha3HAYMTh OTBCTCTBCHHBIX 3a IPOBCACHUC ayiUTa 1 MOHUTOPUHTA YJI

d. IMeTh TOJIBKO OJIHY aBTOMATU3UPOBAHHYIO CHCTEMY B OpraHH3aluU
Bompoc 7
Tekct Bompoca
Kakas npoodJiemMa/pbl BO3HUKJIA/H c BHeJpeHUueM CTaHIapTa HCco
15489:2001? «Mudopmanust ¥ JOKyMeHTAL M. YIpaBjeHne Jo0KyMeHTamu» B Pocenn?
Bri6epute oquH OTBET:

a. [IpoGiiema HaMOHANBHOM CHIeITU(UKHU B TIPAKTUKE pabOTHI C JOKYMEHTAMH



b. [TpobaeMa orpaHUYEeHHOCTH TIPUMEHEHHUS CTaHIapTa

c. [IpoGiema TepMHUHOIOTMYECKOTO HECOOTBETCTBUS
‘ d. ITpoGiemMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIIbHOM 0a30i
Bormpoc 8
Tekct Bompoca
B noucke orBera Ha BONPOC, B 4YeM NPUYMHA IJI0XOr0 KayecTBa TOBAPOB U YCJYT,
skcneptTbl UCO npunuim Kk BLIBOLY, YTO OHA 3aKJIK0YaeTCs BCerjaa ...
Bribepute oauH oTBeET:

a. B INIOXOM opraHu3aliliy MCHCI>)KMCHTA
I
b. B HM3KOM KauecTBe ChbIPbiA

C. B HU3KOM NMpodeccuoHaIbHOMN MOArO0TOBKE MepcoHaa

d. B HemoctaTKe (PMHAHCHPOBAHMUSI
Bormpoc 9
TekcT Bompoca
KeM [0/KHBI yTBEp:KIATHCS BCe pellieHUsI O BKJIKYeHHU T0KymMeHToB B CY]l u
YCTAHOBJIEHHH CPOKOB M MOPSI/IKA HX XpaHeHusi?
BriOepuTe 0AMH WM HECKOJIBKO OTBETOB:

r
d. apXUBHBIM OPTraHOM

b. BBICIIIMM pPYKOBOJCTBOM
C. HAI30PHBIM OPraHOM, ayAUTOpaMHU

d. orBerctBenHbIM 3a CY /]
Bompoc 10
Tekct Bompoca
IlepeBo KakMX TEePMHHOB BbI3BAJ HaMOOJIbIIHE TPYJIHOCTH Y IepPeBOTYHKOB
BHUUJIAA?
BriOepuTe 01H UK HECKOJIBKO OTBETOB:

d. METaJIaHHEIC

-
b. 3ammce

C. JIOKYMCHT

d. apxuB
Bonpoc 11
Tekct Bompoca
K kakoii cepuu crangaproB Bocxoaut cranaapt MCO 15489-2001 «Ymnpasiienue
AOKyMeHTaMu»?
Bribepute oauH OTBET:

" a Cepnn 1SO 14000
b. Cepun 30300
c. Cepun ISO 9000

d. Cepuu ISO 10000
Bomnpoc 12
TekcT Bompoca
C KkeM /10J15KHBI COTJIACOBBIBATHCS BCe PellleHUs 0 BKIIOYEHUH JOKYMEHTOB B CHCTEMY
ynpaBJeHHs JOKYMeHTAMH M YCTAHOBJIEHHH CPOKOB M MOPS/IKA UX XpaHeHus1?



Bribepure 01H UM HECKOIBKO OTBETOB:

-
a. otBeTCcTBeHHBIM 3a CY [|

a b. HaJ30pHBIM OpraHoOM, ayIUTOPaAMH

-
C. ApXUBHBIM OPraHOM

r
d. BeICIIUM PYKOBOJACTBOM

Bomnpoc 13

TekcT Bompoca

KiroueBoe nonsitue «ymnpasiieHHe JOKYMEHTAMW» B Pa3HbIX CTPAHAX, B TOM 4HCJIe
Poccun, BHI3BAJIO TEPMHUHOJIOTHYECKYI0 TUCKYCCHIO. C KAKMMM U3 MepeYyHcIeHHbIX HHXKe
MOHATHI ero CTPEeMHJINCH OTOXKIECTBJIATH?

Bribepute oguH oTBeT:

d. YIIpaBJICHUE apXUBaMH

I
b. YIpaBJICHUC )IOKYMCHTOO60pOTOM

C. ynpasiieHue UHpopMaIei

f'
d. co Bcemu nepeunCICHHBIMU

Bompoc 14

TexkcT Bompoca

YkaxkuTe NpaBW/JIbHOE MNPONOJIKEHHe BbICKa3bIBaHMA: «CHcTeMa MeHeIKMEeHTa
KAa4ecTBa — 3T0...»

Bri6epute ouH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JICHCTBHI, HAlPAaBJIEHHBIX HA JOCTHYKEHUE MTOCTABICHHBIX
3anad (1enei, moauesnei)

I o
b. Cucrema MCHC/DKMCHTAa JIsI PYKOBOACTBA U YIPABJIICHUSA OpPraHU3alUCHU

MMPUMCHHUTCIIBHO K KaUCCTBY

f'
. O0mre HaMepeHHs U HATIPABJICHUS IEATeTLHOCTH OpPraHU3aIlui B 00J1aCTH Ka4eCTBa,

opuIaTBEHO CPOPMYITHPOBAHHBIE BHICIIUM PYKOBOACTBOM

d. Cucrematnueckas HACHTU(DHUKALUS U YIIOPSITOUCHHE JICTIOBOM IESTEIBHOCTH U (HJIH)
JOKYMEHTOB I10 KAaTE€ropusM B COOTBETCTBUM C JIOTUYECKH CTPYKTYPUPOBAHHBIMHU YCIOBUSIMH,
METOJIaMH U MPOLIETyPHBIMU [TPaBUIIAMHU, IPEICTABICHHBIMH B KJIaCCU(PUKAIIMOHHOMN cUCTEME.

Bomnpoc 15

TekcT Bompoca

Yro0b1 ompenensiTe TpeOOBaHHUS K IPAKTHKe, OOCIEI0BAHHIO, INPOBEpPKe M
TeCTHPOBAHMIO NIPOLIECCOB YNIPABJIEHUs IOKYMEHTAMH, He00X0AUMO...

Bribepure o1H OTBET:

a. pEryJISIpHO MPOXOJUTh IIPOBEPKY BO BHEIIHUX ayJUTOPCKUX M HaJ30PHBIX OpraHax

b. mokymeHTanbHO 3aUKCHPOBATH HOPMBI COOTBETCTBYIOIETO 3aKOHOIATEIbCTBA,
CTaHJApTOB U MOJIUTUKY OpraHU3aLUU

C. OTCJIICKUBATh U3MCHCHHUS B 3aKOHOAATCIILCTBE

d. Ha3HAYNTH OTBETCTBEHHBIX 3a MIPOBEJICHHUE ayIUTa 1 MOHUTOpUHTA Y /]
Bomnpoc 16
TekcT Bompoca
B ciaydae oOHapyxeHHMsl HENPHUIOAHOCTH MM HeIPPEKTHBHOCTH HCIOJIb3yeMOM
CHCTeMbl YNPABJIECHHA [JOKYMEHTAMH M IIPOLECCOB YNPaBJAEHHHA [JIOKYMEHTaMH
HEe00X0aHMMO...



Bribepure ouH OTBET:

a. mepelTH Ha OyMaXXHBIH TOKyMEHTOO00OpOT

b. yanuroxuts CY /]

C. 3amenuth CY ]|

d. mogudunupoBats mporecch Y /]
Bompoc 17
TekcT Bompoca
TpeboBaHus K cucTeMe MEHEIKMEHTA Ka4eCTBa ONMCAHBI B...
Bri6epute ouH OTBET:

© & Cepnn 1SO 9000
b. Cepuu 30300
¢. Cepun 1SO 14000

d. Cepuu ISO 10000
Bomnpoc 18
TexkcT Bompoca
IIporpamMmmbl 00y4eHusi yIPaBJICHHIO JOKYMEHTAMHU /10/ZKHbI OXBATBIBATh...
Bribepute oauH OTBeET:

-

f

a. pOJIM U OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX PAaOOTHHUKOB M JIMII, paOOTAIOIIMX Ha
0OIIIECTBEHHBIX HAYaIaX
~
b. pOJII/I U OTBCTCTBCHHOCTBH BCEX COprIIHI/IKOB %1 HpO‘II/IX JIn1, OTBECTCTBCHHBIX 3a
CO3JIaHUE JIOKYMEHTOB BO BpeMsi MX pabOThl U 332 BKJIFOUEHHE JTUX JIOKYMEHTOB B CHCTEMY

YIIPaBJICHUS JOKYMEHTaMHU

C. POJIM U OTBETCTBECHHOCTD TOJIBKO BCEX MITATHBIX COTPYAHHUKOB

I
d. POJin U OTBETCTBCHHOCTH BCEX PYKOBOIAMIUX pa6OTHI/IKOB

Bomnpoc 19

Tekct Bompoca

Koraa B Poccun nosiBusiuch nepBbie cranaaptbl no CMK?
Bribepute oauH OTBET:

© a4 B2000T.
b. B 1997 1.
C.B 19471,

d. B1987r.

Bompoc 20

Tekct Bompoca

Kaxk cootnocsatesst TOCT P UCO 15489-1-2007 u TOCT P UCO 30300-20157?
Bribepure o1H OTBET:

© a. 'OCT P HUCO 30300-2015 meranusupyer u yrounser nosnoxenus I'OCT P UCO
15489-1-2007

© b. TOCT P UCO 30300-2015 mensier repmunonoruto TOCT P MCO 15489-1-2007
c. TOCT P MCO 30300-2015 ormenun 'OCT P MUCO 15489-1-2007

d. TOCT P 1ICO 30300-2015 uukax He cBsa3zan ¢ [OCT P UCO 15489-1-2007
Bompoc 21

~

-

f

f

-



TekcT Bompoca
Kaxkoe mecTo oTBOAMTCH ynIpaBjaeHUI0 1okymMmeHTamu B cranaaprax UCO 9000?
Bribepure ouH OTBET:

a. YrpaBieHHE [IOKYMEHTAMHU pPacCMaTpUBAETCS KaK BCIIOMOIATEIbHBIN IpOILIECC,
00CYXHMBAIOIINUN MEHEPKMEHT

b. praBJ’IeHI/IC JOKYMEHTAMMU SABJIACTCA caMoOM BaKHOM 4acThIO MCHCIPKMCHTA

C. praBJ’IeHI/Ie JOKYMEHTaMU ABJIACTCA COCTaBHOM YacCThIO MCHCIPKMCHTA

f'
d. Yopasienue J0KyMEHTaMH HE pacCMaTPUBACTCS U HE ONMCHIBACTCS

Bormpoc 22

Tekct Bompoca

B 4yem 3aki0uaercss yHuBepcagabHOCTh cTaHaapToB ISO cepuu 9000?
Bribepure ouH OTBET:

a. YHUBEPCAIBHOCTh CTAHIAPTOB OOCCIICYMBACTCS TEM, YTO B TPEOOBaHUSAX OBLIN
YUTEHBbI MHEHUS Pa3HBIX SKCIIEPTOB

b. Onu npeyararoT oHy O0IIYI0 YHUBEPCATbHYIO MOJIE/Ib MEHEKMEHTA

C. Onu MMPUMCHUMBI IJIA JIIO0OH opranu3alvii BHE 3aBHUCHMOCTHU OT YHCIICHHOCTH
nepcoxHala, (bOpMLI CO6CTBCHHOCTI/I, 3aHUMACMBIX PBIHKOB, XapaKTEpa BBIHYCKaeMOﬁ MpoOAYKIIUU
HJIM OKa3bIBaACMBIX YCIIYyI'

d. YHUBepCaIbHOCTh MPOSBISAETCS B TOM, YTO JAHHOW Cepru 00OOLICHBI TPEOOBaHUS
JIPYTUX CEpUN CTaHAPTOB
Bormpoc 23
TekcT Bompoca
Oco0ennoe oTHOMIEHHE K JOKyMeHTanuu cranaapToB 9000:2000 onpeneasiercs Tem,
4To...
BeiGepute oauH OTBET:

a. YrpaBieHue JTOKYMEHTaMH pacCMaTpUBAeTCs KaK BCIOMOTATelIbHBINA Mpoliecc,
00CITYy>)KMBAIOIINNA MEHEPKMEHT

b. YrpaBneHue 10KyMeHTaMH SIBIISECTCS CaMO BaKHOM 4acThIO MEHEKMEHTA

- .
c. Ha KaXIOM NpCANPUATHN, B KaXIOU OpraHHu3alrn OOJIKHAa OBITH HE TOJBKO

pa3pa60TaHa, BHCIpCHA U JIENCTBOBATh CUCTEMA MCHC/PDKMCHTA Ka4€CTBA, HO 3a/IOKYMCHTHPOBAHA

d. YopaBienue 10KyMEHTaMH SIBJISIETCSI COCTABHOM YaCThIO MEHEPKMEHTA
Bomnpoc 24
TekcT Bompoca
PacnipenesienHoe ynpasJieHHe JOKYMeHTaMH — 3TO0...
Bribepute oauH OTBET:
‘ a.CY/l, rnme OTBETCTBEHHOCTh 3a JOKYMEHTBI pacIpelesieHa MEXKJIy BCEMH
paboOTHUKAaMU OpraHU3aIiH

b. mpaBubHO cripoektupoBanHas CY /I, coorBercTBytomast Mmetogonoruu UCO

C. KOHTpoJupyemass ¥ JoKyMeHTanbHO odopmienHas CVY]I, koropas cnocoOHa
NOJIEP)KUBATh aJIbTEPHATUBHBIE BApUAHTHI pa3MeEIIEeHUs TOKyMEHTOB

© d. CY /1, ucrionp3yromiast ayTCOpCHHT

Bomnpoc 25
TekcT Bompoca
Ioyemy pyHKIHHU ceKpeTapuaT 00eceYnBaJ aBCTPAJMHCKUI HAMOHAJBHBIN OPraH



CTaHAapTU3anuu?
Bri6epute oguH OTBET:

a. ABCTpaJivsi BBICTyNMJIa ¢ MHULIMATUBOM co3ganus [SO 15489

b. ABcTpanusi paHblile APYIUX BHEAPHJIA HAIIMOHAIBHBIA CTAHIAPT MO YIPABICHUIO
JOKYMEHTaMU M €T0 MPU3HAIM JyUYIIUM B MEXAYHAPOJHON IPAKTHKE

C. ABcTpanus Bcerja BHINONHET AaHHy0 QyHKuio B TK

© d. B ABcrpanuu nydinne cekpeTapu

Bomnpoc 26

TekcT Bompoca

Koma OLLIA co31aHa Memyﬂapounaﬂ opranms3anusi 1 ) CTaHAApTUH3alUHU
(International Organization for Standardizations)?

Bribepure oauH OTBET:

© A B1947r.
b. B 2007 1.
c.B 1986 T

d. B2001 r.

Bormpoc 27

TekcT Bompoca

«PHCK-OpMeHTHPOBAHHOE MBIIILJIEHHe» MOSIBUJIOCH B CTAHAAPTAX BEPCHUH. ..
Bri6epute ouH OTBET:

© a2015T
b. 2000 T
c. 1987 r.

d. 1994 r.

Bomnpoc 28

Tekct Bompoca

Kakoii TexHnueckuii KOMUTET sIBJIsIeTCS TIJIABHBIM MO pa3padoTKe CTaHAAPTOB IO
YIPAaBJICHHIO IOKYMEHTaMM ?

Boi6epuTe ouH OTBET:

-

f
f_-

~

f

-

-

a. TK 176 «YnpaBineHnue kKaueCTBOM

f'
b. TK 6 «bymara, KapTOH H IeJUTIOI03a

P
c. TK 68 «baHkoBckoe /€710, IIEHHbIe OyMaru u Jpyrue (pMHaHCOBBIE YCIYTH

S d. TK 46 «MudopMaIust U JOKYMEHTAIHS»

Bonpoc 29

TekcT Bompoca

Joxymentanuss CMK BkiIO4aer ciefyommii naKkeT JOKyMEHTOB:
Bribepute oauH OTBET:

a. llenn u monuTHKa OpraHu3anuy, PyKOBOJICTBO MO Ka4€CTBY, JOKYMEHTHPOBAHHBIE
IPOLIEAYPBI, JOKHOCTHBIE HHCTPYKLUU U IIOJIOKEHUS O CTPYKTYPHBIX IIOApa3JEICHUsIX,
CTaH/IapThl OPraHU3alK U paboure UHCTPYKIIUU

b. JlokymMeHTHpOBaHHbBIC MPOIEIYPhI, TODKHOCTHBIC WHCTPYKIMH W MOJOXKEHHS O
CTPYKTYPHBIX MOJpa3aeNIeHUsIX, CTAHAAPTHl OpraHu3aluy 1 paboune HHCTPYKIUH

-
C. PykoBOACTBO 1O KayecTBy, MAOKYMEHTHPOBAaHHBIC IPOLEAYPBI, CTaHIAPTHI



OpraHu3aIyy u paboune HHCTPYKIIUU
‘ d. Muccust opranusanuu, 1e/id U MOJIUTHKA OPraHU3allii, PYKOBOJICTBO 10 KaueCTBY,
JOKYMEHTUPOBAHHbIE MPOLEAYPHI, JOJKHOCTHBIE MHCTPYKLMH U IIOJOKEHUS O CTPYKTYPHBIX
Mo/pa3iesICHUsIX, CTaHAAPThl OPraHU3aluy U paboyue HHCTPYKIIUU

Bormpoc 30

Tekct Bompoca

Bo10op HocuTe st MH(OpMAIIUY 3ABUCHUT OT:

Bribepute 01MH MM HECKOJIBKO OTBETOB:

a. MaTCpHraJIbHbIX BO3MO>KHOCTEH opraHnu3anvun

b. oObeMa TOKyMEHT0000pOTa OpraHU3aIuU

C. IPOTHO3UPYEMBIX TUIIOB YPE3BBIYANHBIX CUTYyaAIHI

d. cpPOKOB XpaHEHHs JJOKYMEHTOB
Bompoc 31
TexkcT Bompoca
Kakue/as wactb/m ISO 15489 Oblium mnepeBeleHbl W NPHHATHI B  KauyecTBe
HAIIMOHAJILHOTO POCCUICKOr0 cTaHaapTa?
Boi6epute ouH OTBET:

a. Tonpko 2-ag u 3-g yact
b. Bce wactu
C. Tonbko 2-asg yacTh

d. Tonbko 1-ast yactpb
Bomnpoc 32
TekcT Bompoca
Yto cmocoOCTBOBAJI0O AKTHBHM3AIUH  MEXKIYHAPOIHOW CTaHAAPTH3aANMU M
cepTuuKanuu B 00J1aCTH YIPaBJIeHUs JOKYMEHTaAMH ?
BriGepuTe OMH WM HECKOJIBKO OTBETOB:

-
a. CranmapTusanus MEeHeDKMEHTa

-
b. YBenudeHue Konn4ecTBa SKCIEPTOB, YUYACTBYIOIIUX B Pa3padOTKe CTaHIapPTOB
C. BHenpeHue 251eKTpOHHOr0 JOKYMEHTO000pOTa

-

d. I3MeHeHus B 3aKOHOAATEIIHCTBE

Bomnpoc 33

TekcT Bompoca

KakuM HOPMATHBHBIM /IOKYMEHTOM B OPraHU3alMM J0JIKHO perjiaMeHTHPOBAThLCS
KOHBEPTHPOBAaHUE M MUTPALMS JOKYMEHTOB U3 OJIHOH CHCTeMbl YIIPaBJIeHUS JOKYMEHTAMH
B Apyrymwo?

Bribepure o1H OTBET:

d. YCTaBOM OpraHu3anuu

- o
b. IIPpHUKA30M O KOHBCPTUPOBAHUHW MU MHUI'PpALUA AJOKYMCHTOB H3 OJHOU CHUCTCMbI

yIIPaBJICHUS TOKYMEHTAMHU B IPYTYIO
© 6. TOCTom

d. MHCTpYKITHEH M0 KOHBEPTUPOBAHHUIO U MUTPAIIUHU JIOKYMEHTOB
Bompoc 34
Tekct Bompoca
IHouemy, mno wMHeHuw B.D. SAukoBoii, HCO 15489 '"craBur Kpect" Ha



A€JI0NMPOU3BOACTBE B CTApOM MOHMMAHUU?
BBI6CpI/ITe OJIMH HJIM HECKOJIBKO OTBETOB:

a. Cranmapt TpeOyeT IOJTHOW 3aMEeHBbl BCEH HAYYHO-TEPMHUHOJOTHYECKONW Oa3bl
JIEJIONPOU3BOJICTBA

[ o
b. CTaHZ[apT HC MpcArnojaract BO3MOXHOCTH MNPHMCHATHL HAIOWOHAJIBHBIM OIIBIT

YIpaBJICHUA TOKYMEHTaAMU

S Crangapt 0003Ha4YMIT HEOOXOAUMOCTH IepecMoTpa craTtyca ciyx0b1 IOV u ee ponu

B ACATCIIBHOCTH OpraHu3anuvy B LEJIOM

d. Cranmapt kacaercs BCeX JJOKYMEHTOB OpraHH3aliH (a He TOJILKO YIIPABICHYECKUX ),
OTPaXKAIOIIUX BCE JEIIOBBIE IIPOLIECCHI
Bormpoc 35
TekcT Bompoca

Ha3zoBute Tpn MexxIyHApPOAHbIE OPraHU3AIUM N0 CTAHAAPTU3 AU
BriOepute 0/IMH WU HECKOIBKO OTBETOB:

-
a. MexnyHapoaHas 2JI€KTPOTEXHUYECKask KOMUCCHS
o N
b. EBporieiickuii HHCTUTYT CTaHIAPTOB AJIEKTPOCBS3H
-
C. MexxnyHapoqHasi opraHu3anus CTaHIapTU3aluu
-

d. MexayHapoaubiii Coro3 DIeKTPOCBA3N



OneHOYHbIE CPEACTBA 1A MPOBEACHUA IIPOMEKYTOYHON aTTEeCTAIH

IIpuinoxkenue2

CrpyKTypHBII
JJIEMEHT

KOMIICTCHIIHU

[Tnaaupyemblie pe3yiabTaThl O0ydeHUS

O1neHOYHBIC CPEACTBA

IIK-5

BJIAACHUEM TCHACHIUAMU PaAa3BUTHUSA ]/IHq)OpMaIII/IOHHO-ZIOKyMeHTaIII/IOHHOFO U o0ecreueHus YIIpABJICHUS AaPXUBHOI'0 JicJia

3HaTe

MEeHOeHYUU pa3sumusi UHGOPMAYUOHHO20 U OOKYMEHMAYUOHHO2O0
obecneuenusi 0essmenbHOCIMU OPeaAHU3AYULL,

MENCOYHAPOOHblE — OpeaHu3ayul, 3aHumalowuecs o0060o6uenuem
Muposozo onvima 6 ooracmu 1OY u JJOY;

MeHCOYHAPOOHBIE OOKYMEHMbL, OMpajcaowue Mupogol ONnvlm K
opeanusayuu UHGOPMAYUOHHO2O u OOKYMEHMAYUOHHO20
obecnevenus 0en060l 0esimeibHOCHU,

BOl'lpOCbl K 3a4€Ty

1. Tlonsrtue o cucremMax MEHEDKMEHTa KauecTBa.

2. IlpuHnmnsl  GOpMHpPOBAHUS  CHCTEMBl  MEHEIKMEHTa
Ka4ecTBa.

3. TpeboBanus crangaptroB HCO cepun 9000 x pabote ¢
JOKYMEHTaMH .

[TpenmymiecTBa BBEACHUSI CHCTEMBI MEHEDKMEHTA KaueCTBa.
JlokyMeHTaIus cuCcTeMbl MEHEPKMEHTa KauecTBa
Llenb NOMUTHKA yIIPaBIEHHS TOKYMEHTaMU?
OTBETCTBEHHOCTh 3a YIPABICHHUS JIOKYMEHTAMHU: 33 HX
NPOCKTHUPOBAHNE, BHEAPEHHE M COXPAaHHOCTh CHCTEM
yIpaBleHUs JOKYMEHTAaMM M HUX OKCIUTyaTalluOHHBIE
XapaKTepUCTHUKH, 32 00yUYeHHUE IMOJIb30BaTEIeH yrpaBIeHUIO
JOKYMEHTaMH W  TIPUMEHEHHE CHUCTeM  YIIPaBICHHS
JOKYMEHTaMHd B WHIMBHIYaJIbHOH  NPaKTHUECKOU
TeSITETTHHOCTH.
8. OTBETCTBEHHOCTh PYKOBOJCTBA OpraHM3allMd B 00JacTH
yIIpaBJICHUS TOKyMEHTAMH.
9. OYHKUMU U OTBETCTBEHHOCTh AMHHHUCTPATOPOB CHCTEMBI
yIpaBieHus?
10. CpoiicTBa JOKyMEHTOB, oOecrieynBaeMble pabOTHUKAMU
opranuzaiui. CyTh KaKI0TO U3 CBOHCTB.
Hrorosniii TecT 10 Kypcy

No ok

Bomnpoc 1




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

Tekct Bompoca
K xapakrepucTukam cucrem ynpasienusi 1okymenramu 'OCT
P UCO 15489 oTHocur:
Brib6epute oauH OTBET:

a. IOCTOBEPHOCTb, ayTEHTUYHOCTb, IPUTOTHOCTD JIJIS
UCII0JIb30BaHUs, LEJIOCTHOCTh

b. HaIEKHOCTh, CHCTEMHOCTH, COOTBETCTBUE, ISTUTUMHOCTD,
LEJOCTHOCTh

C. CUCTEMHOCTb, KOMIUIEKCHOCTh, ayTEHTUYHOCTh, IIPUTOTHOCTh
JUIS1 UICTIOJIB30BaHUS

d. HaJEKHOCTB, IEITOCTHOCTD, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBHUE
Bonpoc 2
Tekct Bompoca
Kakxomy Texuudeckomy komutery MCO ObL1a mopydena
paspaborka ISO 15489?
Br16epute of1H OTBET:

a. TK 37 «Tepmunomnorus (MpUHIUIBI U KOOPAMHALINSA)»

b. TK 176 «YnpaBieHue KauecTBOM

c. TK 46 «1ndopmarnius u JOKyMEHTAIIHS)

d. TK 171 «BocnpousBesieHue 10KyMEHTOB)
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexncoynapoOHsblX Cmanoapmos 6 Ome4ecneeHHoM
denonpou3zeoocmee Hauanocy ...
Bribepute oquH OTBET:

a. B koH1Ie XX B.

b. B Hauanme XXI B.

c. B Havane XX B.

d. B konne XIX B.




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

Bormpoc 4

TekcT Bompoca

Kaxkoii 13 nepeyHc/IeHHbIX HHKe MEKIYHAPOAHBIX CTAHAAPTOB
NnpefHa3HA4YeH JUIA CO3JaHHSI B OPraHM3alusX CHCTeM
yIpaBJ/ieHHsl JOKYMEHTAMH HA CTPATErH4eCKOM YPOBHe, TO €CTh
HAa YpPOBHE OTBETCTBEHHOCTH M B 30He NPUHATHUS pPelIeHUM
pyKoBoJCTBa?

BeiOepure ofuH OTBET:

a. UCO 15489:2001 «1udpopmanus u 1oKyMeHTaLUs. Y IpaBJieHUE
JIOKYMEHTaMU»

b. LCO 23081:2004 (pexn. 2006 r.) «MHPOpMaus 1 TOKyMEHTALIHS.
[Tponecchl ynpaBieHus 10KyMeHTaMU. MeTaiaHHble 1715
JIOKYMEHTOB

c. UCO/TO 26122:2008 (pexn. 2009 u 2010 rr.) «Hpopmarus u
JOoKyMeHTalus. AHanu3 pabo4ux MpoIeccoB, IPUMEHSIEMBIX B
OTHOILIEHUH JJOKYMEHTOBY

d. UCO 30300:2011 «1udopmarus u nokymentamusi. CucteMsl
ynpaBieHus 1oKyMeHTaMu. OCHOBHBIE TTOJIOKEHUS U CII0BAph»
Bomnpoc 5
Tekct Bompoca
Yem usmepsiercs 3PpPeKTHBHOCTH IPHMEHECHUS
MEKIyHApPOAHOro cTangapra?

Bribepute oauH oTBeT:

a. OTCyTCTBHEM HapeKaHHUI cO CTOPOHBI HAA30PHBIX OPraHOB

b. [TonydyeHne KOHKYPEHTHBIX IPEUMYILECTB, IPUOBLIN 32 CUET
COBEPUICHCTBOBAHUS CUCTEMBI OPTaHU3ALMH JEII0OBOU JEATEIBHOCTH

c. [lomHo¥ yHHUKAIHEH MPOIECCOB OPraHU3aAINH

d. Co3ganuemM HEOOXOMMOTO MaKeTa TOKyMEHTOB
Bomnpoc 6
Tekct Bompoca




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

YT00bI COXPAHATH KOPINOPATHBHYIO 1[€JI0CTHOCTH CPe/bl
ynpasJieHusi ”H(opMalueii, OpraHnu3anu Heo0XoAMMO. ..
BriGepure ofuH OTBET:

a. PEeryJsipHO MIPOXOAUTH MPOBEPKY BO BHELIHUX ayAUTOPCKUX U
HAJ30pHBIX OpraHax

b. ocoboe BHUMaHUE yIelATh BCeM HH(OPMAILIMOHHBIM CUCTEMaM U
npaBuiaM (CTpaTerusiM, HOJUTUKAM), IPUMEHSIEMBIM BHYTPHU
OpraHu3aluu

C. HA3HAYUTh OTBETCTBEHHBIX 32 IIPOBEJCHUE AyIUTA U
MOHUTOpHUHIA Y /|

d. ©MeTh TOJBKO OJIHY aBTOMAaTHU3UPOBAHHYIO CHCTEMY B
OpraHu3aluu
Bonpoc 7
Tekct Bompoca
Kakas npo0Jiema/b1 Bo3HMKJIa/M ¢ BHepeHueM cranaapra UCO
15489:2001? «Mudopmanus W AOKyMeHTaunusi. YIpaBJieHHE
aoxkymentammu» B Poccun?
BeiGepure ouH OTBET:

a. [IpoGnema HanmoHaNbHOU crienu(UKU B TPaKTUKE PabOTHI C
JIOKYMEHTaMHU

b. [Ipo0Gnema orpaHU4EHHOCTH IPUMEHEHUSI CTaHAApTa

c. [Ipo6ema TepMHUHOIOTHYECKOTO HECOOTBETCTBUS

d. ITpo6ieMa HECOBMECTUMOCTH C POCCHICKOM 3aKOHOATEIHHON
6a3oi
Bomnpoc 8
Tekct Bompoca
B noucke oTBeTa Ha BONpoc, B YeM NPUYMHA IJIOX0I0 Ka4yecTBa
TOBApoOB M ycayr, 3kcnepTbl UCO npuuuim K BbIBOAY, YTO OHA
3aKJII04YaeTCs BCerja ...
Bri0epure of1H OTBET:




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

a. B IJIOXOM OpraHu3aluyd MEHEIHKMEHTA
b. B HU3KOM KauecTBe ChIPbS
C. B HU3KOH MpOQeCCHOHAIBHON MOATOTOBKE MEpCOHANA
d. B HEmocTaTke (prHAHCUPOBAHHS
Bormpoc 9
TexkcT Bompoca
KeMm 10/2KHBI yTBEpPKIATHCS BCe PelIeHUsl 0 BKIKYEeHNH
AoxkyMeHTOB B CY/l u ycTaHOBJICHUM CPOKOB U MOPSAIKA HX
XpaHeHus?
Bri6epute of1H UM HECKOIBKO OTBETOB:
a. ApXUBHBIM OPraHOM
b. BBICIIMM PYKOBOJCTBOM
C. HQI3OPHBIM OPTaHOM, AYJUTOPAMU
d. orBercTBeHHBIM 32 CY /]
Bonpoc 10
Tekct Bompoca
Ilepesoo kakux mepmunoe 6vi36a1 HAUOONbUIUE MPYOHOCHIU Y
nepeeoouuxoe BHHHU/TA/]?
Bri6epuTe 0uH MM HECKOJIBKO OTBETOB:
a. METa/IaHHbIE
b. 3anuch
C. IOKYMEHT
d. apxus

YMeTs:

npuobpemams 3nanus 6 oonacmu UOY u JIOY 3a pybescom;

KOPPEKMHO ~ 8blpadCamsv U APeyMEeHMUpo8aHo 0OOCHO8bIEAMb
cyujecmeoganue mMeHOeHyull  pazeumus UHQGOPMAYUOHHOO U
OOKYMEHMAYUOHHO20 0bOecnedenusi O0esimelbHOCMU  3aPYOeHCHbIX

opeanu3ayull;

oocyxcoams  cnocobvl  ghghekmusnoco  pewieHus — npooaem

qubopmauuonHoeo u OOKyMeHmCII/IMOHHOZO

obecnevenus

IIpakTuueckoe 3axanue Ne 1
2. Monb3ysacey tpedoBanusamu 1n.5 T'OCT P UCO
15489 mno wunenTudUKanMu  HOPMATUBHOW  CpEIBI,
COCTABUTh NEPEYEHb HOPMATHUBHBIX MPABOBBIX AKTOB IS
OJIHOM (Ha BHIOOP) OpraHU3aLMK (CM. CIUCOK HUXKE).
Memoouueckue pexomernoayuu




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

oesimenibHoCmiu OPZGHMS’CZL;MZZ.

I'pynnupoBky aktoB, 3aganHyro ['OCT P HMCO
15478, cnenyeT coxpaHaTh 00s3aTenbHo! [l moaroToBKU
HOpPMAaTHUBHOW 0a3bl onupanTech Ha 0a3zy CIPaBOYHBIX
npaBoBbix cucteM Koncynbrantllmoc, [Mapant, Konpekc;
0 BHJAM  JICATEIBHOCTH  MOXHO  IIOJIb30BaThCs
cnpasoyHoti ungopmayuetl "Cpoku xpaneruss 00KyMeHmMO8
opeanuzayuu” llopmana «Koncynomanmlniocy

[DnekTpoHHBI  pecypc]. —  Pexum  pocryna:
http://www.consultant.ru/document/cons_doc LAW 121777/

Cncok opraHI/I3auI/H712
1.3A0 «Potop» (HerocynapcTBEHHas OpraHU3aIs,
OCHOBHOM BHJI 3KOHOMHYECKOU AEATEIBHOCTA — PEeMOHT
MalmuH ©  00O0pYIOBaHUSA, MECTO pErucTpaluu —
r. YensaOuHck);

2.000 «Xome» (HerocynapcTBEeHHas
opraHu3anys, OCHOBHOU BUJL DKOHOMUYECKOU
nesATenbHOCTH — YacTHas JETEeKTMBHAsT W OXpaHHas
NeATEIbHOCTh; MECTO peructpanuu — r. Y da PecnyOnuku
bamkoprocran);

3.AHO «Betep cTpaHCTBUIl» (HEroCcyaapCTBEHHAs
OopraHu3arus, OCHOBHOU BU AKOHOMHUYECKOU

JesATenbHOCTH — TypucTHuYecKas NeATeIbHOCTh; MECTO
peructpauuu — r. Cankr-IletepOypr);

z IIpumeuanue: Hazpanue u XxapakTepUCTUKHU BCEX YKA3aHHBIX OpPraHU3AINil YCIOBHBI.



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

CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

4. HII «Banos U.N.» (ocHOBHOM BU]I
YKOHOMHYECKOU JICSITCIIBHOCTH — JlesaTeIbHOCTh
MpEaNPUATUAN 00ILECTBEHHOTO IMUTaHUSA 10
00CITy>KUBaHUIO TOPYKECTBEHHBIX MEPONPHUATHN U IIPOIUM
BUJaM OpTaHU3allid TMUTAHUS; MECTO PErUCTpaluu — T.
MarauToropck).

[Ipumeuanue: Hazsanue u xapaxmepucmuxu 6cex

YKA3AHHbLX OPZCZHMB’CII/;MZZ YCIO6HbL.

Bnaners:

NPAKMUYECKUMU HABLIKAMU AHATU3A HOPMAMUBHBIX AKMO8 & cghepe
HOY u HOY;

cnocobamu 0eMOoHCmMpayuy yYMeHus aHalu3uposams CUMyayuio 6
cpepe IOV u HOY;

00vscHamb munuunvle mooenu J[OY u UOY 6 3aeucumocmu om
cneyuguky 0en080tl 0essmeibHOCMU OP2AHU3AYUU,

KonTpoabnas padora

3amanue 2. CocTaBuUTh MOJIENb OLIEHKU HAW4Yus B
JIOKyMEHTaX 00s3aTeNIbHBIX CBONCTB, TpebyeMbix ['OCT P
NCO 15489-1-2007.

MeToauyeckue yKasaHusl
JlaHHbI€ creayeT 3aHECTH B TaOIUILY.
®dopma Tabauisl 1
Mopenb OlleHKH HAJIMYUSI B JOKYMEHTax
o0s3aTeNnbHbIX CBOUCTB, TpeOyembix ['OCT P UCO
15489-1-2007

[Tonoxxenue CaoiicTBa [Tokazarenu
cragnapra ['OCT JIOKYMEHTOB COOTBETCTBUS
P HNCO 15489 TpeOOBaHUSAM
(myskr Ne wm CTaHaapTa
Ha3BaHUE)
1 2 3
AYTEHTUYHOC




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

Tb

JlocToBepHOC
Th

[lenoctHOCTH

[IpurogHocTh
JIs
HUCIOJIb30BaHUSA

CIIOCOOHOCTHI0O OLIEHHUBATH HCTOPHUI0O U COBPEMEHHOEC COCTOSIHHEC

IIK-7/ 3apy0e:KHOro ombIiTa ynpaBjJeHHSl JOKYMEHTAMH W OPraHM3alHMH HX
XpaHeHus

3HaTh

OCHOBHbLE NOHAMUS, UCHOAb3YeMble NPU NOCMPOCHUU CUCTEMbL
VApasieHuss 00OKYMeHMamu,

UCMOPUIO NOABNIEHUS NOHAMUSL «YNPAGTIeHUE OOKYMEHMAMUY,

C6513b NOHAMUS,

coepeMmeHHble UCMOYHUKU UHGOPMAYUU O COCMOSHUU 3aPYDEHCHO20
onvima ynpasieHuss 00OKyMeHmamu.

no

© o~

Bonpocsl k 3auerty
HcTopusi BO3HMKHOBEHMsI MEXIYHAPOIHBIX CTaHIApPTOB B
00JacTy MEHEePKMEHTa KayecTBa.
IToHATHI «TOKYMEHT» U «3AIHUCHY.
[TpuHIMIBI uAeHTU(UKAIMM ~ HOPMATHUBHON  cpezbl
yIpaBIEHUS TOKyMEHTaMU?
Paspabotka  monuTMKM B Oo0NacTM  yOpaBliEHUS
JIOKyMEHTaMu?
[IpennocbuIku MOSABIEHUS MEXKIYHApPOJHBIX CTaHIApTOB B
00J1aCTH MEHEIKMEHTA.
CMK KaKk CHCTEMa YIPABICHHUS T'OPU30HTAJIbHBIMHU
IpoLeccamMmu
[Tousitue crannapra B uatepnperanuu MCO.
OcHoBHBIE PUHIMIIBI pa3paboTku cranaapToB UCO.
[Tponienypa pazpaboTku MexayHapoaHbix ctanaapToB NCO.

. HpeI/IMyIJ_ICCTBa HUCITIOJIb30BaHUA MCKAYHAPOIHBIX

craugaproB MCO B obGnactu ympaBieHHS JOKYMEHTaMHU U




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

WH(OPMAIIMOHHOTO MEHEDKMEHTA, MEHEPKMEHTa PUCKOB?
HUTorosblii TeCT 10 KypCy

Bomnpoc 1
TekcT Bompoca
K kaxkoii cepuu cranaaproB Bocxoaut ctangapt UCO
15489-2001 «YnpaBJjieHne JOKYyMEeHTaAMID»?
Br16epute oauH OTBET:

a. Cepuu ISO 14000

b. Cepun 30300

c¢. Cepuu ISO 9000

d. Cepun ISO 10000
Bomnpoc 2
Tekct Bompoca
C keM [10JIKHBI COTJIACOBBIBATHCS BCE PEIICHUS 0 BKIKYCHUH
AOKYMEHTOB B CHCTEMY YNIpPaBJIeHUsS] JOKYMEHTAMHU U
YCTAHOBJICHMH CPOKOB M MOPSIAKA UX XPaHeHus1?
Bri6epuTe 0uH MM HECKOJIBKO OTBETOB:

a. oTBeTcTBeHHBIM 32 CY ]|,

b. HA30PHBIM OpraHOM, AYJAUTOPAMU

C. QpXMBHBIM OPraHOM

d. BBICIIMM PYKOBOACTBOM
Bormpoc 3
Tekct Bompoca
KuroueBoe nousitue «ynpapJjieHue JOKYMEHTAMID> B Pa3HbIX
cTpaHax, B TOM 4ucjie Poccuu, BbI3BaJI0 TEPMUHOJIOTHYECKY IO
auckyccuro. C KakMMH U3 NMepevucJIeHHbIX HUKe MIOHATHH ero
CTPEMMJINCH OTOXKIECTBJATH?
Bribepute oauH OTBET:

a. yrpaBJICHUE apXHUBaMH

b. ynpaBneHue 10KyMeHTO000pOTOM




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

C. ynpasieHnue uapopmaren

d. co Bcemu nepedyrcIeHHbIMU
Bormpoc 4
TekcT Bompoca
YkaxuTte npaBuJibHOE NMPOJ0JKeHHE BHICKA3BIBAHMS
«CHcTeMa MeHe)KMEeHTa KauyecTBa — 3T0...»
Br16epute oauH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JIEHCTBHI, HAIIPaBJIEHHBIX Ha
JIOCTUYKEHUE TTOCTaBJICHHBIX 3a/1a4 (LeJIei, oILenei)

b. Cucrema MeHeKMEHTA JUIsl PYKOBOJICTBA U YIIPABJICHUS
OpraHu3alei MPUMEHUTEIHHO K Ka4eCTBY

c. OOure HaMepeHus U HalpaBJIeHUs eSTeIbHOCTH OPraHU3ali1 B
o0nacTu KauecTBa, 0(pULHaIbLHO CHOPMYINPOBAHHBIE BBICIIUM
PYKOBOJICTBOM

d. Cucremarnyeckasi MIeHTU(UKALNS U YIIOPSI0YEHHE JeT0OBOM
JeSITeIbHOCTH U (MJIM) JOKYMEHTOB MO KaTEropusiM B COOTBETCTBUU
C JIOTUYECKU CTPYKTYPUPOBAHHBIMH YCIOBHSIMH, METO/IaMH H
IpOIEelypHBIMH NTPaBUJIaMH, ITPECTABICHHBIMU B
KJIaCCU(PMKAIIMOHHOMN CUCTEME.
Bompoc 5
Tekct Bompoca
Yr1o0bI OnpeesiTb TPeOOBAHUSA K NPAKTHKE, 00C/I1¢I0BAHUIO,
NMpoBepKe H TECTHPOBAHUIO MPOLECCOB YIPABJIEHHSA
AOKYMEHTaMH, He00X0AUMO...
Bribepute oauH OTBeT:

a. peryJsipHO MPOXOAUTH MPOBEPKY BO BHELTHUX ayAUTOPCKUX U
HA/I30pPHBIX OpTraHax

b. TOKyMeHTalIbHO 3a(UKCHPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJIATEIHCTBA, CTAHAAPTOB U IMOJIUTUKY OPTaHU3AIIUT

C. OTCJIS)KMBATh U3MEHEHUS B 3aKOHOIATEIILCTBE




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

d. Ha3HAYUTH OTBETCTBEHHBIX 32 MPOBEJACHUE Ay UTA U
MoHuTtopunra Y /.
Bormpoc 6
TekcT Bompoca
B ciyuyae o0Hapy:KeHHS] HENPUTOTHOCTH WIN HeI(PPEKTHUBHOCTH
HCI0JIb3yeMOI CHCTeMbl YIIPaBJIeHHs TOKYMEHTaAMH U
MPo1ecCOB YNPAaBJIeHNs JOKYMEHTAMHU HEO0X0TUMO...
Bribepute oauH OTBeET:

a. neperTu Ha OyMakHbIN JOKYMEHTOO00POT

b. yanutoxuts CY [

c. 3ameHuth CY ]|

d. mogudunmposats npomecco Y.
Bonpoc 7
Tekct Bompoca
TpebdoBaHus K cCTEeMe MEHEIKMEHTA Ka4eCcTBA ONMMCAHBI B...
Bri6epute oguH OTBET:

a. Cepuu ISO 9000

b. Cepuu 30300

c. Cepuu ISO 14000

d. Cepuu ISO 10000
Bormpoc 8
Tekct Bompoca
IIporpamMmbl 00y4eHUs1 YIIPABJIEHHIO JOKYMEHTAMU JT0JKHBI
0XBATBHIBATD...
Bribepute oauH OTBeT:

a. POJIM ¥ OTBETCTBEHHOCTh TOJIHKO BPEMEHHBIX paOOTHUKOB U JIUII,
paboTarmuX Ha OOIIECTBEHHBIX HaYallax

b. poiu 1 OTBETCTBEHHOCTh BCEX COTPYAHUKOB U TIPOYHX JIHII,
OTBETCTBEHHBIX 32 CO3JJaHHE JOKYMEHTOB BO BpeMs UX paOOTHI U 32
BKJIFOUEHUE ITUX JOKYMEHTOB B CHCTEMY YIPABIEHUS JOKYMEHTAMH




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

C. pOJIM ¥ OTBETCTBEHHOCTh TOJIBKO BCEX IITATHBIX COTPYIHUKOB
d. ponu ¥ OTBETCTBEHHOCTh BCEX PYKOBOSIINUX paOOTHUKOB
Bormpoc 9
TekcT Bompoca
Koraa B Poccun nosiBuiiuch nepsbie cranaaptbl no CMK?
Bribepute oquH OTBeET:
a. B2000 r.
b. B 1997 r.
c. B 1947 r.
d. B 1987 r.
Bomnpoc 10
TexkcT Bompoca
Kak cootnocsitest TOCT P UCO 15489-1-2007 u T'OCT P UCO
30300-20157?
Br1bepute oauH OTBeET:
a. 'OCT P MUCO 30300-2015 neranusupyer u yTOUHSIET
nonoxenus [OCT P UCO 15489-1-2007
b. TOCT P UCO 30300-2015 mensier repmunoinoruto ['OCT P
NCO 15489-1-2007
¢.TOCT P UCO 30300-2015 ormenun 'OCT P UCO 15489-1-2007
d. TOCT P UCO 30300-2015 nukax ue cBszan ¢ OCT P UCO
15489-1-2007
Bompoc 11
Tekct Bompoca
Kakoe MecTo 0TBOAMTCA YNIPABJIEHUIO TOKYMEHTAMH B
crangaprax UCO 9000?
Bribepute oauH OTBeT:
a. YrpaBlieHHE JOKYMEHTAaMU pacCMaTpUBAETCS KaK
BCIIOMOTaTENIbHBIN TTPOIIeCcC, 00CYKUBAIOIINI MEHEKMEHT
b. YrpaBneHue JOKyMEHTaMU SIBJSIETCS CaMOM BaKHOM YacCThIO




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

MCHCIKMCHTA

c. YrpaBieHue JOKyMEHTaMU SIBJISIETCS COCTABHOW YacThIO
MCHCIKMCHTA

d. YopaBrienue 1okyMeHTaMH HE pacCMaTpPUBAECTCs U HE
OIINCBhIBACTCA
Bonpoc 12
Tekct Bompoca
B 4em 3akir0uaercs yHuBepcaabHOCTh cTaHAapTOB ISO cepun
90007
Bribepute oauH OTBeET:

a. YHUBEPCAIIbHOCTh CTaHIaPTOB 00ECIIEYMBACTCS TEM, YTO B
TpeOOBaHUAX ObLIM YYTEHBI MHEHHS Pa3HBIX SKCIIEPTOB

b. OHu npenyararoT oJiHy OOITYI0 YHUBEPCAIBHYIO MOJIETh
MEHEKMEHTA

c. Onu MNPHUMCHUMBI JJI JIF000H opraHu3alii BHC 3aBUCUMOCTH OT
YHCIEHHOCTHU TIepcoHala, OpMbl COOCTBEHHOCTH, 3aHUMAaEMBbIX
PBIHKOB, XapaKTepa BBIHYCKaeMOfI MMPOAYKIIMU HUJIN OKAa3bIBACMBIX
ycuyr

d. YHHBEpCATIbHOCTH MPOSIBIISIETCS] B TOM, YTO IAHHOW CEPUH
0000111eHBI TPeOOBaHUS IPYTUX CEPHIl CTAaHAAPTOB

YMmeTs

pacnoznasams d¢hpexmuenvle peulerusi om HedImhHEeKMUsHvIX npu
OYeHKe UCMOPUU U COBPEMEHHO20 COCIMOSHUSL 3aPYOeHCHO20 ONbIma
VApasieHuss 00OKYMEeHMAMU U OPAHUZAYUU UX XPAHEHUSL,
0bcyscoams cnocodwvl I¢hghekmusHo2o ynpasieHus OOKyMeHmamu
npU AHAU3E MEHCOYHAPOOHO20 ONbIMA;

oasamb cobcmeeHnbvie 0O0CHOBAHHbBIE NPOSHO3bL NPUMEHEHUS
3apybescHo2o onvima ynpasnerus 0oKymenmamu ¢ Poccuu.

1. CocTaBUTh TEPMUHOJIOTUYECKHUI CIIOBAPUK B BUJIE
Tabuibl, noyb3ysick 'OCTamu, ykazaHHBIMU B IIEPEUHE.
Memoouueckue pexomernoayuu
B cronbenr Ne 1 BHOCATCS TEpPMHUHBI, KOTOpPBIE
BXOJSIT B TEPMUHOJIOTHYECKHE CIIUCKU TOJIBKO CTaH/IAPTOB
NCO (T'OCT P UCO 15489-1-2007 u T'OCT P UCO
30300-2015). B  poccuiickux  TEPMHHOJOTHYCCKUX
['OCTax (I'OCT P 51141-98 u T'OCT P 7.0.8-2013)
HeoOxoaumo HalTh cootBercTBytommii UCO TtepmuH,




CTpyKTypHBI
JJIEMEHT
KOMIIETCHIINH

OneHouHbIE CPECTBA
[Tnanupyemble pe3ynbTaTbl 00ydeHus

€CIM OH OTCYTCTBYET, TO B HYXHYIO Tpady TaOIUIIbI
BIIMCHIBACTCS CJIOBO «OTCYTCTByeT». llocie Tabmuier B
BHUJIC TEKCTa HEOOXOAMMO  caejaTh  BBIBOABI O
COOTHOIIIEHHH COCTaBa TEPMUHOB U MX TOJIKOBAHUSX.
Dopma mabauywl Kk 3a0anuio 1
CornocTaBuTEIbHBIN aHATU3 TEPMUHOB U
OITPEICIICHUAMN
Tep ro rocCrt ro rocC
MHHBI CTP P UCO CTP TPHUCO
51141-98 | 15489-1-2007 | 7.0.8-2013 | 30300-2015
1 2 3 4 5

Bnanets HABLIKAMU  AHAIU3A U CONOCMABNCHUS  MENCOYHAPOOHBIX KonTpoabHasi pa6ora

CMAHOApmMo8 Nno YNpAaeieHuo OOKYMEHMAaMu U OmeyecmeeHHol )
pIOE 1o Jnp % 3aganme 1. CocraBuTh 0030p NyOnIMKaLMid 1O
HOPMAMUBHOLL CPeobl;

npuHyunamu npoeKkmupoeanus cucniembul ynpaejaeHusl HepI/IOHquCKHM M3 JaHAAM (ra3eTaM’

OOKYMEHMAMU NO MEACOYHAPOOHBIM CIAHOAPMAM. HAy4YHO-TIPAKTHYCCKUM JKypHanaMm, COOpPHHUKaM Hay4HbIX
TPYIOB U J1p.) 3a mnociennue 10 ner o poccuiickom u

MEeNHCOYHAPOOHOM ONblme YNpasieHusi OOKYMEeHMAaAMU 8
OpeanU3ayUsxX,  YNpPAasIsaemMblx No  MeHCOVHAPOOHLIM
cmanodapmam UCO cepuu 9000 (pasmuvix sepcuii).
MeToanueckue yKasaHus
AHaJIN3 MPEICTaBUTh B BHUIE TEKCTa 00bEMOM HE
MeHee 3-x craHuil (06e3 ydera CTpaHUIl CCBUIOK) C




CTpyKTypHBI

3JIEMEHT n OueHouHbIE CpeACTBA
JIAaHUPYEMBbIC PE3YJIbTaThl 00yUCHUS
KOMIICTCHI N
00s3aTeTbHBIMU  OMOIMOTpaUUIECKUMH  CCHUIKAMHU  Ha
ucrounnku. pudr - 14, Times New Roman,
MEXCTPOYHBIN uHTEpBai -1,5. Bee nmoss o 2 cm.
BJIAICHUEM COBPEMECHHBIMHU CUCTEMaMH I/IH(l)OpMalII/IOHHOFO u
IIK-18 TEXHHYECKOro olecneyeHUsi JOKYMEHTAIIMOHHOIO olecrneYeHust
YIpaBJCHUSA U YIIPABJICHUSA apXUBaAMM
3HaTh onpeoeiieHUsi NpoYeccos UHQPOPMAYUOHHO2O U MEXHUYECKO20 Bomnpocs! k 3a4ery

obecneyeHusi 0OKyMeHMayuoHHo20 obecneueHus ynpasieHus;
OCHOBHble MPeO08aHU  MENHCOVHAPOOHBIX — CMAHOAPMO8 K
COBDEMEHHbIM CUCEMAM UHDOPMAYUOHHO20 U MEXHUYECKO20
obecneyeHusi 00OKyMeHmMayuoHH020 0becneueHus ynpasieHus;
NPUHYUNLL  NOCMPOeHUs.  cucmem  UHQPOPMAYUOHHO20 U
MEeXHUYECK020 obecneuenus O0OKYMEHMAYUOHHO20 0becnedeHus
VAPaieHusL.

AYTEHTUYHOCTb U CIIOCOOBI €€ 00ecIIeUeHHUs.
J10CTOBEpHOCTH U CIIOCOOBI €€ 00eCIICUeHHS.
[HemocTHOCTD M cIOCOOBI €e 0OecTIeUeHHUs.
[TpurogHOCTs  JJI8  WUCHOJB30BaHUA MU
obecrieyeHusl.
5. Tpebosanus ['OCT P HMCO 15489-1-2007 x cucremam
yIIpaBJICHUS TOKyMEHTaMH. PacKpbITh Kax1oe TpeOOBaHUE.
6. IlpoexTupoBaHME€ U BHEIPEHUE CHUCTEMbI YIIPABICHUS
JIOKYMEHTaMH.
7. CXOICTBO M OTJIMYUS B IpPUEMax OINpEAETCHUsS CpPOKOB
XpaHeHHus JoKyMeHToB 1o cranaapty MCO P 15489-1-2007
U OTEUYECTBEHHBIM HOPMATHBHBIM aKTaM.
8. TIporpamma pa3paboTKu CUCTEMBI
JIOKYMEHTaMH.
9. MOHUTOPHHT B ayTUT CUCTEMBI YIIPABJICHUS JOKYMEHTaMH.
10. OcnoBusle TpedoBanust 'OCT P UCO 15489 no obydenuto
CUCTEeME YIpaBIeHHS JOKYMEHTaMHU
Hrorosnliii TeCT 110 KypCy

NS

CHOCOOBI €€

yIpaBJIeHUS

Bomnpoc 35
Tekct Bompoca
Ha3zoBurte Tpu MeKIyHApPOAHBbIC OPraHU3ALUH 10




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

CTaHJAApTU3AIUH
Bri6epute o1H UM HECKOJIBKO OTBETOB:
a. MexyHapo/iHast 3J1€KTPOTEXHUYECKAst KOMUCCHS
b. EBpornelickuii ”HCTUTYT CTaHJAPTOB JIEKTPOCBS3U
¢. MexxnyHapo/iHast Opranu3anus CTaHIapTH3aluN
d. MexnyHnapoanbiii Coro3 DIeKTpocBsI3u
Bonpoc 34
Texcm eonpoca
Ilouemy, no muenur B.®. Aukoeoii, HCO 15489 ""cmasum
Kkpecm'' na oenonpouszeoocmee 6 cmapom noHumanuu?
BriGepuTe 0uH MM HECKOJIBKO OTBETOB:
a. Crangapt  TpeOyer  MOJTHOW  3aMeHBl  Bcei
Hay4YHO-TEPMHUHOJIOTUUECKOU 0a3bl JEIOMPOU3BOACTBA
b. CranmapT He mpeamnoiaraeT BO3MOKHOCTH NPUMEHSTh
HallMOHATBHBIN OMBIT YIIPaBICHUS JOKYMEHTaAMH
c. Crangapt 0003Ha4YMII HEOOXOAUMOCTH MTEPECMOTpa CTaTyca
cyx0s1 JIOY u ee poiu B ACSITEIBHOCTA OPraHU3AINH B 1IEJIOM
d. Crangapt kacaercsi BceX JOKYMEHTOB OpTaHU3aliu (a He
TOJIBKO
Bomnpoc 33
Tekct Bompoca
Kakum HOpPMATHMBHBIM [IOKYMEHTOM B OpPraHU3aluu
JAOJIKHO PerjiaMeHTHPOBATHLCA KOHBEPTHPOBAHHE W MUTIPAIUs
AOKYMEHTOB W3 OJHO CHCTeMbl yNpPAaBJIEHUS JOKYMEHTAMHM B
apyryio?
Bribepute oauH OTBET:
a. YCTaBOM OpTraHU3aIuu
b. mprKa3zoM 0 KOHBEPTUPOBAHUU U MUTPAIIMH TOKYMEHTOB U3
OJTHOW CHCTEMBI YIIPaBIEHUS TOKYMEHTAMH B IPYTYIO
c. 'OCTom




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

d. wWHCTpyKIHMEW 10 KOHBEPTHPOBAHUIO W MHUIPALUH
JIOKYMEHTOB
Bonpoc 32
Texcm eonpoca
Ymo cnocobcmeoeano axmueuzauyuu MmexHcoOyHapooOHoll
cmamoapmusayuu u cepmuukayuu 8 0061acmu ynpasieHus
O0oKymenmamu?
Bri6epute of1H UM HECKOJIBKO OTBETOB:
a. CtangapTu3anys MEHEKMEHTA
b. VBenuueHHe KONIMYECTBA HKCIEPTOB, YYAaCTBYIOUIMX B
pa3paboTKe CTaHAApTOB
c. BHenpenue 31eKTpOHHOTO TOKYMEHTOO000pOTa
d. I3MeHeHus B 3aKOHOAATENbCTBE
Bonpoc 31
Texcm eonpoca
Kakue/as wacmuv/u ISO 15489 ovinu nepesedenvt u npunamal
6 Kauecmee HAYUOHAIbHO20 POCCUIICKO20 cmaHnoapma?
BeiGepure ouH OTBET:
a. Tonbko 2-as1 u 3-4 yactu
b. Bce wactu
c. Tonbko 2-as yacThb
d. Tonbko 1-as yacTh
Bonpoc 30
Texcm eonpoca
Br160op HocuTens nHpopMauu 3aBUCUT OT:
BriGepute oMH MM HECKOJIBKO OTBETOB:
a. MaTepHaIIbHBIX BOBMOXKHOCTEH OpraHu3aluu
b. 00bemMa JOKyMEHTOOO0POTa OpraHU3aALUU
C. MPOTHO3UPYEMBIX THIIOB UPE3BBIYAHBIX CHUTYaIHN
d. cpoKOB XpaHEeHHsI TOKYMEHTOB




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

Bomnpoc 29

Tekct Bompoca

Joxkymentanus CMK BriIwoyaer cielylomui naker
JOKYMEHTOB:

Br16epute o1H OTBET:

a. llenm ¥ mnonuTHKa OpraHu3alMM, PYKOBOACTBO IIO
KauecTBy, JOKYMEHTUPOBAHHbIE  HPOLEAYPHl, JOJLKHOCTHBIE
UHCTPYKLMU M TIOJIOKEHHUSI O CTPYKTYPHBIX IOJIpa3AciICHUsX,
CTaH/apThl OpraHU3alK U padoure UHCTPYKLIUU

b.  JlokymMeHTHpOBaHHBIE  IpPOLEAYpPhl,  JOKHOCTHBIE
UHCTPYKLMU U TIOJOXKEHHS O CTPYKTYPHBIX HOJpa3/esICHusX,
CTaHJAapThl OPraHU3alUK U pabouyre HHCTPYKLUU

c. PykoBoactBO 1O KauecTBy, JOKYMEHTHPOBAHHBIE
IpoIelyphl, CTAHAAPTHI OpraHu3aluy 1 padoune HHCTPYKIMH

d. Muccust opraHuszanuu, LeJd U HNOJUTHKA OpraHU3alluy,
PYKOBOACTBO IO KaudecTBY, JIOKYMEHTHPOBAHHbBIE IPOLENYPHI,
JOJKHOCTHBIE MHCTPYKIMM M TOJOXEHHS O CTPYKTYPHBIX
MOJpa3/IeNIeHUsIX, CTaHAapThl OpraHu3aluy U padbodne HHCTPYKIUH

Bomnpoc 28

Tekct Bompoca

Kakoii TexHMYecKHil KOMUTET SIBJISIETCH TJABHBIM 10
pa3padoTKe CTAHAAPTOB 0 YNIPABJICHHUIO JOKYMEHTaAMH ?

Bri6epute oauH OTBeT:

a. TK 176 «YnpaBieHne ka4eCTBOM»

b. TK 6 «bymara, kapTOH U LEJUTI0I03a»

c. TK 68 «baHkoBckoe naen0, LEHHble Oymard U Apyrue
(hMHAHCOBBIE YCITYTH»

d. TK 46 «adopmarus 1 JOKyMEHTaIU»

Bormpoc 27

Tekct Bompoca




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

«PHCK-OpHeHTHPOBAaHHOE MBbIIJICHHE» MOSIBUJIOCH B
CTAaHAAPTAX BEPCHH...
BriGepure ofuH OTBET:
a.2015r.
b. 2000 r.
c. 1987 .
d. 1994 r.
Bomnpoc 26
Tekct Bompoca
Koraa 0b11a cozpana MekayHapoaHasi OpraHu3anms 1o
CTAHJAPTU3ALMHU (International Organization for
Standardizations)?
Br16epute oauH OTBeET:
a. B 1947 r.
b. B 2007 r.
c. B 1986 .
d. B200I r.
Bomnpoc 25
Tekct Bompoca
Houemy byHxuun ceKperapuar o0ecneyuBa
aBCTPAIMHCKHUI HALIMOHAJIbHBIN OPraH cTaHJAapTH3aANMuU?
BriGepure ofuH OTBET:
a. ABcTpanus BBICTYyNIWJIAa C MHUIMATHBOM co3fganus [SO
15489
b. ABcTpanus paHbllie APYTUX BHEIpPUIA HAIMOHAIbHBIN
CTaH/apT MO yNPaBICHUIO TOKYMEHTAMU U €r0 NPU3HAIN JIy4IlIUM B
MEXIYHAPOAHOU IPAKTUKE
c. ABcTpaius Bcerjia BhIOMHAET JaHHyo GyHkiuio B TK
d. B ABcTpanuu ny4iive cekpetapu
Bonpoc 24




CTpyKTypHBI

JJIEMEHT n OneHouHbIE CPECTBA
JaHUpYEMbIe Pe3yIbTaThl 00yUeHUs
KOMIIETCHIINH
Tekct Bompoca
PacnpeneienHoe ynpasiieHUe JOKYMEHTAMH — 3TO...
BriGepure ofuH OTBET:
a. CY]l, rie oTBETCTBEHHOCTb 3a JIOKYMEHTHI pacipe/eseHa
MEX/1y BCEMH paOOTHUKAaMU OpraHU3aliu
b. mpaBunbHO cnpoektupoBanHas CY/JI, cooTBeTcTByrOIIast
metonosorun UCO
C. KOHTpoJupyemasl U JAoKyMeHTanbHO odopmieHHas CVY /I,
KOTOpasi CIOCOOHA NOJJEpKUBAaTh albTEPHATUBHBIE BapUaHTHI
pa3MenieHus TOKyMEHTOB
d. CY I, ucrionp3yromniast ayTCOPCHHT
Bomnpoc 23
Tekct Bompoca
Oco0eHHOe OTHOIIEHME K [JAOKYMEHTALMH CTaHIApPTOB
9000:2000 onpeneJisieTcsi Te€M, UTO...
BeiGepure ouH OTBET:
a. VYmpaBieHHe JOKyMEHTaMHM paccMaTpuUBaeTcs Kak
BCIIOMOTaTeNbHBIN Mpolecc, 00CITYKUBAIOLINI MEHEKMEHT
b. VYmpaprneHue AOKyMEHTaMH SIBJISETCS CaMOM BaKHOU
YaCThI0 MEHEPKMEHTA
c. Ha xaxxaom npeanpusituy, B KaX/10i opraHu3aluy J10JKHA
ObITh HE TOJBKO pa3zpaboTaHa, BHEJpEHA M JIEHCTBOBATh CHCTEMa
MEHEIP)KMEHTa KaueCcTBa, HO 3a/I0KYMEHTUPOBaHA
d. YnpaBieHue IOKyMEHTaMHU SIBJISIETCS COCTaBHOM YacTbhIO
MEHEI)KMEHTA
Ymetp 8bI0€NIAMb NPUSHAKU CYWECNB8O8AHUS UTU OMCYMCMBUA CUCTEM IpakTuyeckoe 3aganue Ne 2

UHDOPMAYUOHHOO u MEXHUYECK020 obecneueHust
OOKYMEHMAYUOHHO20 0DecneyeHus YnpaeieHus u YnpaeieHus.
apxusamu,

NPOEKMupo8ams MemaodanHvIX 015

cocmae cucmem

1. Tlomw3ysich TpemiaraeéMbIMH —HCTOYHHKAMH,
COCTaBUTh B BUJE TAOIUIBI MOOenb OYeHKU Mmpebo8aHull
IT'OCT P HCO 15489 no cobnooenuro npunyunos




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

OOKYMEHMAYUOHHO20 0becnederus YynpasieHus,
MoOenuposams  Kpumepuu cucmem  UHPOPMAYUOHHO20 U
MexXHUYecko2o obecneuenus OOKYMEHMAYUOHHO20 o0becneueHus
VIPAasaeHUust N0 MeNCOYHAPOOHLIM CIAHOAPMAM.

ROIUMUKU 8 001acmu YNpagieHus OOKYMeHMAMU.

B mepBpiii cron0enl BHOCHUTCSA IIMTaTa M3 TEKCTa
YKa3aHHOTO CTaHJapTa, I OrOBapuUBAETCS HA3BAHHBIM B
crosnbue Ne 2 npunnun. L{uTtara 1omkHa COPOBOKAATHCS
TOYHOM CCBUIKOM.

B Tpetuii ctonben BHOCATCS OKa3aTeny (Ha3BaHUs
JOKYMEHTOB ~ W/WIM  3alMced O  IPOU3BEICHHBIX
JEUCTBUSAX), TIO KOTOPBIM MOYKHO CYIWTh, YTO JIaHHBIA
IPUHLINI COOIIOIAETCS B XO/I€ YIIPABICHUSI JOKYMEHTaMHU.
Crnenyer mpoaymaTh M HogoOpaTh Kak MOXKHO OoJbliee
KOJIMYECTBO BO3MOXHBIX JOKa3aTEIbCTB, CBUAECTEIBCTB
coOmroieHus Kaxxaoro npuniuna. K mokazarensm cienyer

OTHOCUTh OTBETCTBEHHOCTh JOJDKHOCTHBIX JIMI[ IO
COOJIIOICHUIO  KaXJOro TMPUHIMIA U  OCHOBHBIE
pesynbTatel CY /1.

Btopoit cronbery TaGauIbl HE 3aMOJHSICTCS U HE
JIOTOIHSIETCS.
dopma Tabauisl 1
Mooenv oyenxu coomsemcmaus mpedosaHusim
T'OCT P UCO 15489-1-2007
10 COOM0OEHUI0 NPUHYUNOSE NOJUMUKU 8 001acTU
ynpasieHus 00KyMeHmamu

Tlonoxenune [Ipunuun ITokazarenu
craanapta [OCT COOTIOICHUS
P UCO 15489 IPUHIINIIA

(myHKT Ne u




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

Ha3BaHUE)

1 2 3

ITpuHIMn
3KOHOMHUYECKOU
11eJI€CO00Pa3HOCTH

[Ipunnun yuera
OpraHu3alMOHHOMN
cpeabl

[Tpuanmn
COOTBETCTBHS
HOPMaTUBHOM CpeJie

[Tpuanmn
COOTBETCTBHSA JE€JI0BOU
HEATEILHOCTH

Bnanets

cnocobamu  OYEHUBAHUSL  3HAYUMOCIU U
NPU2OOHOCIU NOJLYYEHHBIX 3HAHUIL,

cnocobamu 0eMOHCMpayuy yYMeHus aHaIu3Upo8ams COCMABHYIO
yacme  cucmemvl  YNPAGIeHUs. OOKYMEHMAMU, C8S3AHHYI0  C
UHDOPMAYUOHHBIM u MEeXHUYECKUM obecneuenuem
OOKYMEHMAYUOHHO20 0DecneyeHUs: YnpaeieHus.,;
HABLIKAMU U MemOOUKamu 0000ujenus pe3yibmamos
MeNCOYHAPOOHBIX CMAHOAPMOS.

NpaKmuyeckou

ananusa

IIpakTHyeckoe 3axanue Ne 2

2. Omnwmpasice Ha TpeOoBanus crangapra [[OCT P
NCO 15489, paszpaborath MmoOdenb OUEHKU KadicOou
xapaxmepucmuxu CVJ].

JlanHbIC CcrieyeT 3aHECTH B TaOIUILY.

B mepBeiii cTONMOEI] BHOCHUTCS IIUTaTa U3 TEKCTa
YKa3aHHOTO CTaHJapTa, IJle OroBapuMBaeTCs Ha3BaHHAS B
cronoue No 2 xapakrepuctuka CY][. Ilurara momxHa




CTpyKTypHBI
JJIEMEHT
KOMIIETCHIINH

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

COITPOBOXJIATHCSI TOYHOM CCBHUIKOM.

Bropoit ctonben Tabmuilkl HE 3amoOHSAETCS U HE
JIOTIOJTHSIETCA.

B Tpertuii cTonber BHOCATCS moKa3aTeu (Ha3BaHUS
JIOKYMEHTOB W/WJIH 3aIKCEN O MPOU3BEICHHBIX JIEUCTBUSIX,
MEPEYUCIICHUE OCHOBHBIX pE3yJIbTaTOB), MO KOTOPBIM
MOXHO cyautb, uYto CVY]I nocturia TtpedyembIx
XapaKTEPUCTHUK.

B kauecTtBe BCIOMOraTEIbHOTO HWCTOYHUKA A
3anoaHeHus: ctoyona Ne 3 myyimie ucnonszoBath 'OCT P
NCO 22310-2009 u TOCT P MCO 30300-2015.

®dopma TabIUIIbI 2
Mooenwv oyenku coomseemcmeus mpedoo8aHusIM
I'OCT P MCO 15489-1-2007
no coomsemcmeuto CVJ/[ mpebosanusm cmanoapma

[Tonoxenne XapakTepuCcTUKU [Tokazarenu
craugapra ['OCT | CY]] COOTBETCTBUS
P HCO 15489 TpeOOoBaHUSAM
(myskr  Ne wm cTaHzapTa
Ha3BaHUE)
1 2 3

Hanexnocts CY ]I

emoctrocts CY ]|




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHbIE CPECTBA

CoOOTBETCTBUE
CY]l

KomiiekcHocTh
Ccy /[

CHUCTEMHOCTED
Ccvy /[




0) Ilopsaaok mpoBeleHUs] MPOMEKYTOYHON aTTeCTALMH, MOKA3aTeJIH U KPUTEPHH
OLICHUBAHMUS:

[IpomexxyTouHast arTecTanus Mo AUCHUIUITMHE «MeXayHapoIHbIEe CTaHAAPThI YIIpaBiICHUS
JOKYMEHTaMM» BKJIIOYAET OLIEHKY TEKYLIEro U UTONOBOIO TECTUPOBAHUS, OLIEHKY KOHTPOJIBHOM
paboThl ¥ TPAKTHYECKUX JOMAITHUX 3adaHuid. IS OLIEHKHM «3adTeHO» - MO Kaxaou dopme
OTYETHOCTH HEOOXOMMO IOTYyYUTh HE MeHee 65%.



