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Pabouas nporpamma cocrtapiena Ha ocHoe ®I'OC BO 1o HanpapieHHIO IOAFOTOBKH
46.03.02 JIOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE (ypoBensb GakanaBpuara) (Ipuka3s
MutoGpnayku Pocenn 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 Ilemarormueckoro o0pa3oBaHUs U 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

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peayimszanuu B 2025 - 2026
yueOHOM rojty Ha 3acenanuu kadeapsl [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadenpoit C.C. Bennkanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 3HAKOMCTBO CTY/IEHTOB C TPEOOBaHUSMH MEXAYHApPOJHBIX CTAHJAPTOB K YIPABJIECHUIO
JOKYMEHTaMH OpraHu3aluu (JOKYMEHTAJIbHBIM (OHAOM), K OpPraHM3alUU PaOOTHI CIYKObI
JOKYMEHTAIMOHHOT'O 00€CIIeYeHNs YIIPaBIE€HUS U apXUBHOI'O XPAHEHUS JJOKYMEHTOB;

- 3HAKOMCTBO C OTE€UYECTBEHHBIM U 3apYOEKHBIM OIBITOM ITpUMeHeHUsl crangaptoB 1CO
npu OyMa)XHOM, 3JIEKTPOHHOM U CMEIIaHHOM JIOKYMEHTO000pOTEe OpraHn3aLui.

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

Jucuunnuza «MexayHapoJHble CTaHAApThl YHpPaBICHUS TOKYMEHTaMW» BXOJHWT B
BapHaTUBHYIO 4acTh y4eOHOro I1aHa 00pa30BaTeIbHON IPOrpaMMBbl.

Jns  wu3ydeHWs  JUCHUIUIMHBI ~ HEOOXOOWMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
chOopMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLUIUIUH/ 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 10 MOJYYEHHUIO NPOPECCHOHATIBHBIX YMEHHH M 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

BoruucnuTensHas TeXHUKA U NPOrPaMMHUPOBAHUE B JIOKYMEHTAlMOHHOM OOeCreueHUH
YIIPABJICHUS U apXUBAX

JIOKYMEHTBI U JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

3HaHus (YMEHMs, BIIaJIEHUS), IOJyYSHHbIE NPU M3YyYeHUU TaHHOM IUCIMITIMHBI OyxyT
HEOOXOUMBI 17151 U3Y4YEHUSI JUCIUILIINH/PAKTHUK:

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTajaTepCKOM yUeTe

JIOKyMEHTHUPOBAHUE AEATEIbHOCTH HErOCYAapCTBEHHBIX OpraHU3alun

JIOKyMeHTallMOHHOEe ~ OOeclieyeHre yIpaBiIeHUS Ha OPEINpUITHSIX  Pa3IuYHbIX
OpraHu3alMOHHO-TIPABOBBIX (hOpM

J1enonpon3BoACTBO MYHULIUIIANIBHBIX YUPEXKICHUI

[ToaroroBka K 3aIyTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

IIpon3BOACTBEHHAS — IPEAIUIIIIOMHAs IPAKTUKA

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILIMHBI (MOAYJIS) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbrare ocBoeHHS JOUCHUIUIMHBI (Moayns) «MeXIayHapoaHble CTaHAApThI
yIpaBJIeHUS JOKYMEHTaMU» 00YJatOIUIiCs JOKEeH 001a1aTh CISAYIOIUMHI KOMIIETEHIHSMMU:

CtpyKTypHBII [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETCHIIUU




[1K-5 BnageHueM TEHACHITUSAMHU Pa3BUTHS HHGOPMAIIMOHHO-TOKYMEHTAITMOHHOTO 1
obecrieueHust yIpaBiIeHUsI apXUBHOTO JieJia

3HaTh

TEHJICHLIUM Pa3BUTHUS MHPOPMALIMOHHOIO U JOKYMEHTAI[HOHHOIO o0ec-
MIEYEHUS IEeATENbHOCTH OpraHu3alnii;

MEXyHapOAHbIE OPraHN3aluH, 3aHUMAOIIKEeCs] 0000IEHUEM MHUPOBOIO
onbita B oosactu MOY u J10VY;

MEXyHapOAHbIE JOKYMEHTHI, OTPa’KalolI1e MUPOBOM OIIBIT K Opra-
HU3aIUHA HHPOPMAIIMOHHOTO U JOKYMEHTAI[MOHHOTO 00ECTICYeHHUS JAETI0-
BOH JIEATCIHLHOCTH;

VYmMmern

npuoOperath 3HaHus B oomactu MOV u IOV 3a pybexowm;

KOPPEKTHO BBIPAXATh M apI'yMEHTUPOBAHO OOOCHOBBIBATH CYLIECTBOBAHHE
TEHJICHIIMI Pa3BUTHUSA UHPOPMALMOHHOTO U JIOKYMEHTAIIHOHHOTO
obecrieveH s IeSTEIbHOCTH 3apYOSKHBIX OpraHU3aLHii;

00Cyk1aTh crtoco0bl 3¢ (HeKTUBHOTO penieHus MpooIeM HHPOPMALTHOHHOTO
U JOKyMCHTAIIMOHHOTO 00ECIICUYCHHUS ICSITEIbHOCTH OpraHU3aIHi.

Brnaners

MIPAKTUICCKIMH HaBBIKAMU aHAJIM3a HOPMATHUBHBIX akToOB B chepe IOV u
Hoy;

crocobaMu JJEMOHCTPAIIMHA YMECHHSI aHATM3UPOBATh CUTYAIHIO B chepe
J0Y u U0Y;

00BsicHATH TUTIMYHBIE MoAen  JIOY u MOY B 3aBUCUMOCTH OT crieliu(puKe
JIEIIOBOM JIESATEIbHOCTH OPTaHU3aINH;

[TK-7 ciocoGHOCTBIO OLIEHUBATh UCTOPUIO U COBPEMEHHOE COCTOSTHHE 3apyOe’KHOTO OTbITa
YIIPaBJICHUS JOKYMEHTAMHU M OPTaHU3aLUN UX XPAaHEHUs

3HaTh

OCHOBHBIC IMMOHATHUA, UCITOJIB3YEMBIC TP TOCTPOCHUHN CUCTEMBI YITPABJIICHUA
JAOKYMCHTaMMU;,

HUCTOPHUIO TOABJICHUSA TOHATUSA «YIIPABJICHUC NOKYMCHTAMU ),

CBA3b IIOHATHA,

COBPCMCHHBIC UCTOYHUKHU I/IH(i)OpMaIH/H/I O COCTOAHHU 33py6€)KHOFO OITbITa
YIIpaBJICHHUA JOKYMCHTAMU.

VYmMmern

pacno3HaBaTh 3()PeKTUBHBIE pelIeHUs OT HEAP(PEKTUBHBIX P OLEH-KE
UCTOPHUU M COBPEMEHHOI'O COCTOSTHUS 3apyOE€KHOTO OIbITa yIIpaB-JIeHUs
JOKYMEHTaMU M OpraHu3alliy UX XpaHEHUs;

o0cyxaTh crocoOb! 3(h(PEeKTUBHOTO yrpaBieHUs JOKyMEHTaMU Py
aHAJIN3€ MEXTYHAPOJHOIO OIBITA;

JlaBaTh COOCTBEHHbIE 00OCHOBAHHBIE IPOTHO3BI TPUMEHEHUS 3apy0exk- HOTO
OTbITa YIpaBlieHUs JOKyMeHTamu B Poccun.

Bnanets

HaBBIKAMH aHAJIM3a U COIOCTABIICHUs MEKIyHAPOAHBIX CTAHIAPTOB I10
YIPaBJICHUIO JOKYMEHTAMU U OTE€YECTBEHHOW HOPMAaTUBHOM CPEJIbI;
MIPUHLUAIIAMH [IPOCKTUPOBAHUS CUCTEMBI YIIPABIEHUS JOKYMEHTaMU 110
MEXIyHApOAHBIM CTAHIApTaM.

[1K-18 BnaseHrneM COBpEMEHHBIMH CUCTEMaMH UHPOPMAIIMIOHHOTO U TEXHUYECKOTO
o0ecrieyeHns JOKYMEHTAIMOHHOTO 00eCIIieYeHHs yIIpaBJIeHHs U yIIpaBJIeHUs] 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 padora — 4,4 akaJ. 4acos:
— ayuTopHas — 4 akaJl. yacos;

— BHeaynutopHas — 0,4 aka. yacoB

— caMocTosTeNnbHas pabora — 99,7 aka. yacos;

— MOJTOTOBKA K 3auéTry — 3,9 akaj. yaca
dopma aTTeCTalUy - 3a4ET

AynutopHast s
KOHTaKTHas paborta E 3 ®dopma TeKyILero
=
B aKaJl. 4acax 2] Bun KOHTPOJIS
Pazzen/ Tema 2, (B axaz. acax) = . P Kon
> 3 © | caMOCTOSITENbHOH | yCIIeBaeMOCTH U
JTACIUTUTAHBI N £ . | 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,
5 16 I'OCTamm).
CTaHJapTH3ALUU B 00J1aCTH pabota IK-18
CamocrosTenpHOe N
YIIpaBJICHUS .. | UtoroBerii Tect mo
. n3ydeHue y4eOHou
JIOKYMEHTALUN. N Kypcy
Y HAYy49HOHN
JIUTEPATYPBI.
CocraBienue
TaOJINII.
Kontponbnas
paborta.
Wroro no pazneny 16
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
cramiapra 1SO KHM MaTepuaaM, 3aganue 1 TK-5, TIK-7,
15489-1:2001 «Information 16 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 16 KHMFI\(/I)aé?::Aa:II)aMH’ 3a§2€:2§ ! [K-5, TIK-7,
;gisieHTaMHsynpaBﬂeHHe CamocTosiTenpHOe KonTponpuas [IK-18
u3ydyeHue yueOHoH pabota
Y Hay4yHOH jutepa-| UToroselii 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 18 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,
«YnpasieHue 1721 | 16 | oubmmorpaduuec 3ager 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 121 | 66
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
monomesms TOCT P HCO s wareponn| e 2
15489-1-2007 121 9 I'OCTawmn). 3auer TIK=S, 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 3a1aHHON TEME Tect 3
nonoxers TOCT P ICO (padora ¢ HAomarizee
30300-2015 «CUBHL. oubimorpaguuec HpaKTquc;oe
KM MaTepuaiaMu, 3a/1aHue
WNudopmarus "u I1K-5, IIK-7,
nokymenranusa.  CucTembl 8,7 TOCTam). 3aucr I1K-18
CaMocCTOsATENBHOE KonrponbHas
yIpaBJicHHUs JOKYMEHTAMHU. o
H3yueHHe yueOHOu pabora
OCHOBHBIE IIOJIOKEHUS M N N
cloBapHY Y HayIHOU WTOroBbIi TECT 110
JUTEPATYPHI. KypCy
CocraBnenue
TabIMII,
KontponbHas
pabora.
Hroro no pazpeny 121 | 17,7
Hroro 3a cemectp 2/41 | 99,7 3a4éT
HToro no gucLuIninHe 2/41 | 99,7 3a4eT TIK-5,1TK-

7,I1K-18




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Hcnonp3yrorcss pa3nuuHble 00pazoBaTelbHbIE M HHQOPMAIMOHHBIE TEXHOJOTHH B
nporecce OpraHu3aluu y4eOHO-TT03HABATEIbHOI, Hay4HO-HCCJIEI0BATENbCKOM,
YaCTUYHO-TIOMCKOBOM, peNPOAYKTUBHOMN, TBOPUYECKOM e TEIbHOCTU CTYACHTOB.

OOyueHnue HauyMHAETCS C MPUMEHEHHS TEXHOJOTMU LEJeNojaraHusi, B YacTHOCTH,
BO3MOXXHOCTh TPYIOYCTPOWCTBA HE TOJBKO B TOCYJApPCTBEHHBIX, HO M HErOCyAapCTBEHHBIX
OpraHu3aIysaX, 4YTo TPeOyeT CIIOCOOHOCTH O0eCIeYnBaTh JOKYMEHTHPOBAHUE BCEX IMPOIECCOB
NESTENIbHOCTH OpraHu3allii M YIpaBICHHE BCEM JAOKYMEHTAJIbHBIM (OHAOM MpH JTHOO0M
JTOKyMEeHT0OOOopoTe (OyMakHBIH, OSJIEKTPOHHBIM, CMEIIAHHBIN), OPraHU30BBIBATH CHUCTEMBI
yIpaBiIeHUs JOKYMEHTaMU 110 MEeXAYHApOAHBIM CTaHIapTaM.

[TockonbKy manHas npodeccruoHabHas 33/a4a CHEIHAINCTaMi Ha MECTaX PelaeTcs C
MOMOIIbI0 TIOMCKOBOTO M HAay4YHO-HMCCIIEJO0BAaTEIbCKOTO METO/Aa, TO JaHHas TEXHOJIOTHS
UCIOJIB3YETCSl U JJi1 OOydeHHUsl CTYJEHTOB: IOJIb3YSAChb HOPMAaTUBOM, OOYyYarOIUMCS HY’KHO
OTIpeAeNIUTh MOPAIOK JEHCTBHI MO ero ucroiHeHuto. [ToMCKOBOM METOJA OCYIIECTBISIETCS C
npumeHeHneM cetu HMuteprer B mpaBoBbix nopranax «Koncynerant Ilmroc», «l'apanTy,
oduimansHeIM caiitom denepanbHOi cay)Obl TOCYIapPCTBEHHON CTATUCTUKH U JIp. TEXHOIOTHUs
IIPOEKTOB SBJIIETCS OCHOBHOM TEXHOJIOTHEN, OPraHU3YIOLIEH CaMOCTOSITENIbHYIO JIESTEIbHOCTh
CTYIEHTOB. Pe3ynbTaThl CBOMX MOUCKOB CTYAEHTHI OGOpMISIOT B Buie Tabmuubl «Mojenb
ouenku tpedboBanuii 'OCT P MCO 15489», xoropas ckiaablBaeTCsi U3 BBIIOJHEHUS psla
JOMAIITHUX TBOPYECKUX 3aJaHUil, KOTOpBIE NPEJACTABISIOTCS B HWHTEPAKTUBHOW ¢opme —
IBpHUCTHYECKasi Oecenbl (3aIiMTa), OpraHU30BaHHAs MPENOIaBaTEIeM: BCE MaTepuaibl aHAIM3a
MEXIYHAPOJHBIX CTAH/IAPTOB O0CYKIAIOTCS.

PedeparuBHas pabora mo3Bossier 601ee yriyOIeHHO H3YYUTh IPOOJIEMy HCCIICIOBAHUS,
pacliipuTh NMOHMMaHUWE U O0JIaCTh CBOMX 3HAHUU. JTO ¢dopMa CaMOCTOSATENbHONH PabOTHI,
(dopMupyrol1as HaBBIKM K CAMOCTOSITEIbHOMY MOMCKY HOBBIX 3HAHUM U U3JI0KEHHE MaTepHaa C
OTIOPOi1 Ha MEPBOUCTOYHMK BKIIIOUYAET B ce0s pehepupoBaHusi MOHOrpaduil U cTaTel B HAyUYHBIX
U Hay4yHO-TIPAKTUYECKUX JKypHaiaX, cOCTaBlieHue 0030poB. [ KOHTPOJIS PEnpoayKTUBHOM
JeSITEIbBHOCTH CTYJEHTOB HCIOJIb3YETCS TECTUPOBAHHUE.

TexHonornelt MOHHMTOPUHIA PE3ydbTaTOB 00pa30BATENbHON EATENbHOCTH B LEJIOM
ABJISIETCS 3a4eT.

WNHpopMannoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTelbHbIe TEXHOJIOTUH 3aKIIOYAIOTCS B
NPUMEHEHUU CHEeNHMATU3UPOBAHHBIX MPOTPAMMHBIX CPEJl M TEXHUUYECKHUX CpEACTB paboThl C
uHpopmanueil. NHPpopMamoOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIIOTUN (JIEKLUA-BU3yaIu3alus —
U3JIO)KEHUE  COJEP)KAHUS  COINPOBOXKAAETCS  Mpe3eHTanueidl  (AeMoHCTpanuedl  yu4eOHBIX
MaTepHaloB, MJUTIOCTPATUBHBIX, TPAPHUECKUX).

Hcnonp3yrorcss IUCTaHIIMOHHBIE 00pa3oBaTelIbHbIE TEXHOJOTH, pEaTU3yeMble C
OpUMEHEeHHEeM  MH(OPMAIMOHHBIX M TEJIEKOMMYHHKAIIMOHHBIX  TEXHOJOTMHA  NpHU
OTIOCPEI0BAaHHOM B3aMMO/IEUCTBUU 00YYarOIIEerocs 1 MeJaroruueckoro paboTHUKA.

[IpakTuyeckue 3aHATHS MPOBOJATCS B (pOpME NMPaKTHUECKOW MOATOTOBKU B YCIOBHUSAX
BBITIOJIHEHHST OOYYarONMMHUCS BHJIOB padoOT, CBS3aHHBIX ¢ Oyaymed mnpodeccrnoHambHOM
JeSITeIbHOCThIO M HAIPaBJICHHBIX Ha (POPMHUPOBAHUE, 3aKPEIUICHUE, Pa3BUTHE MPAKTHUUYECKHX
HAaBBIKOB ¥ KOMIIETEHITUH 110 PO UITI0 00pa30BaTEIHLHON TPOTPaAMMBI.

Jl1st o1leHKH OPT(HOJINO MPUMEHSETCS] PEUTHHTOBast TEXHOJIOTHSI OLIEHKHU 3HAHUH.

6 YueOHO-MeTOqHUECKOE 00ecTiedeH e CAMOCTOSITeJIbHOW PadoThl 00y4aIINXCS
IIpencrasneno B npuioxxenuu 1.

7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
IIpencraBneHbl B IPHIIOKEHUH 2.



8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE 0O0ecnevyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. MopryHoB, A. ®. MadopManMOHHBIE TEXHOJOTHMH B MEHEHKMEHTE . YUYCOHUK IS
akajgeMudeckoro OakaigaBpuata / A. @. Moprynos. — Mockga : U3narensctBo FOpaiit, 2019. —
266 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-00337-6. — Tekcr : anexkrponusiii // DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/433614 (marta obpamenus: 24.10.2020).

2. Botuenp, JI. M. Pucku npeanpuHUMAaTEIbCKOM AeITeNbHOCTH ¢ yueOHoe mocobue / JI.
M. Boruens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 s5ekTpoH. ONT. JUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true  (mara oOpamenus: 04.10.2020). - Makpooowekt. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1130-7. - CBenenust noctynssl Takxe Ha CD-ROM.

3. Cucrema MEHEI)KMEHTAa KadyecTBa Ha IPOMBIIIJICHHOM MPEANPUATHH @ y4yeOHOe
nocobue / A. C. Jlumapes, U. 10. Me3un, E. I'. Kacatkuna u ap.; MI'TVY. - [2-e u3n.]. -
Maruutoropek : MI'TY, 2017. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyn. KkpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/113701
6/65.pdf&view=true (marta oopamenus: 04.10.2020). - MakpooObeKT. - TEKCT : 37eKTPOHHBIH. -
Csenenus noctynusl Takxke Ha CD-ROM.

0) JlonmosiHuTeAbHAS JIUTEPATYpA:

1. AwngpeeBa, C. JI. JIOKyMEHTHUpOBaHHE JESATCIBLHOCTH HETOCYAapPCTBEHHBIX
opranusanuii . yueo6Ho-meroauueckoe nocodue / C. JI. Anapeea ; MI'TY. - MarHuTOropcek :
MI'TY, 2018. - 1 smektpon. ont. auck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true  (mara ooOpamenus: 04.10.2019). - MakpooObekr. - Tekct
anekTpoHHbIH. - ISBN 978-5-9967-1157-4. - CBenenus noctynHsl Takke Ha CD-ROM.

2. Baiickpo6oBa, E. C. Cucrema meHemkmenTa kadecta mo CO cepun 9000 : yuebHOE
nocodue / E. C. Baiickpo6osa, H. U. Bapsimankosa ; MI'TY. - Maraurtoropek : MI'TY, 2015. - 1
sanektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042
/6.pdf&view=true (mara oGpamienus: 27.03.2020). - MakpooObeKT. - TeKCT : 3JIEKTPOHHBIH. -
Csenenus noctynusl Takxke Ha CD-ROM.



https://urait.ru/bcode/433614
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://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

B) MeTonuyeckue ykazaHus:

CamocrosTenbHas paboTa CTyIeHTOB By3a . npaktukym / coctasutenu: T. I'. Heperuna,
H. P. Ypazaena, E. M. Pazymona, T. ®. OpexoBa ; MarHuTOropckuii roc. TEXHU4ECKUN YH-T UM.
I'. Y. HocoBa. - Maruurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ tutyin.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true  (mata ooOpamenus: 28.09.2020). - MakpooObekT. - Tekcr
3JIEKTPOHHBIN. - CBeieHust qocTynHbI Takke Ha CD-ROM

MGTOIH/I‘-IGCKI/Ie YKa3zaHug 110 BBIIMOJHCHUIO HWHAWBHUAYAJIbHBIX AJOMAIIHUX 3aIIaHI/II71
noenctasiiedsl B [Iounoxenun 1

r) [Iporpammuoe obecneuenue u UnTepuer-pecypcebi:

IIporpammHoe o0ecnieueHue

HaunmeHnoBanme o
o Ne norosopa Cpox faeicTBus JTULIEH3UN

MS Windows 7
Professional(ms  |A-1227-18 ot 08.10.2018 11.10.2021
KJIaCCOB)
MS Windows 7
Professional (s |[1-757-17 ot 27.06.2017 27.07.2018
KJIaCCOB)
MS Office 2007 |, 135 o1 17.09.2007 GeccpotHO
Professional
7Zip CBOOOJTHO OeccpouHO

IIpodeccuonanbubie 6a3bl JaHHBIX 1 MH(QOPMaIHOHHBIE CIIPABOYHbIE CHCTEMbI
Ha3BaHue kypca Ccblika

OnexTpoHHass 0aza MEPUOAUYECKUX HU3TAHUI
East View Information Services, OO0 «MBHUC»
Hamnuonanbuas
undopmanronHo-ananutuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuil MHJIEKC HAy4yHOrO IMTHUPOBAHUS
[Touckosas cucrema Akaaemusi Google (Google
Scholar)
Nndopmannonnas cucrema - EnnHoe okHO
JI0CTYTa K HHPOPMAIIMOHHBIM pecypcaM
Poccuiickas T'ocynapcTBeHHas OubOnmoreka.

https://dlib.eastview.com/

URL: https://scholar.google.ru/

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

https://www.rsl.ru/ru/4readers/cataloques/

Karanoru

OMNeKTpoHHEIe pecypebl GubmuoTexn MITY nm. http://magtu.ru:8085/marcweb?2/Default.asp
I".1. Hocosa

MexnynapoaHas HayKOMeETpHUYECKas

http://webofscience.com

pedepaTuBHAs U MOJTHOTEKCTOBasi 06a3a MaHHBIX
HayuyHbIx u3ganuii «Web of sciencey

MesxayHapoaHas pedeparuBHas u|http://scopus.com
MOJHOTEKCTOBAsl _ CIpaBouHas 0a3a  JaHHBIX



https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://webofscience.com/
http://scopus.com/

Mexaynaponnas 6a3a  MOJHOTEKCTOBBIX  KypHasos|http:/link.springer.com/
Springer Journals

ApxuB HAYy4YHBIX JKYPHAJIOB «HanmonansHBIN hitps://archive.neicon.ru/xmlu
3JIEKTPOHHO-UH(POPMALMOHHBIA  KoHIopuuym»  (HII i/ ' ' '
H3HKOH)

9 MaTtepHaJbHO-TEXHHYECKOE o0ecTeueHne TUCIUTILIHHBI (MOLYJIs1)

MarepuaiibHO-TEXHUYECKOE 00ECIIeYCHUE UCIIMIUIMHBI BKITIOYACT:

VYdeOHble ayAUTOPUH UIS MPOBEACHUS AMCTAHIIMOHHBIX 3aHSATHH JICKIIMOHHOTO THIIA:
CTOJI KOMIIBIOTEPHBIH, CTOJ MUCHMEHHBIN, CTYN O(QHUCHBIH, JOKyMEHT-Kamepa EpsSon, ucrounuk
oecnepedoiinoro nutanus POWERCOMIMD-1500AP |, kamepa BBICOKOTO paspeuieHus,
KOMITBIOTEp MepCOHANBHBIN (THIO), poekTop ViewSonicPJD7526W, crimkepdoH HACTONBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTHuYecKash HACTOJIbHAs,
cTepeorapHuTypa (MUKpO(OH ¢ IIyMoIoiaBieHueM), skpan Hacternbiii Digis Optimal-C MW
DSOC-11032*2.

VYdueOHblC ayAUTOPHUHM JUIS TPOBEACHUS TNPAKTHUYCCKUX 3aHATHH, TPYIIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJIbTAIM, TEKYIIEr0 KOHTPOJIE M MPOMEKYTOUYHOM aTTECTAIlUH: CTOJI
KOMITBIOTEPHBI, CTOJI THCbMECHHBINA, CTY1 O(HCHBIA, ITOKyMEHT-Kamepa EpPSON, ucrouHmMk
oecnepedoiinoro nutanus POWERCOMIMD-1500AP |, kamepa BBICOKOTO paspeuieHus,
KOMITBIOTEp MepcoHabHbIN (THI6), mpoekTop ViewSonicPIJD7526W, crimkepdoH HACTONBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema akycTudeckas HacTOJbHAS,
cTepeorapHuTypa (MUKpo(OH ¢ IIyMoIoiaBieHneM), skpan Hacternbiii Digis Optimal-C MW
DSOC-11032*2.

[Momemennss 111 CaMOCTOSATENBHOM  pabOThl  OOYYAMOIIMXCS:  MEPCOHANBHBIC
kommbioTepsl ¢ makerom MS Office, BeixogoM B MHTEpHET M ¢ JAOCTYyIIOM B 3JEKTPOHHYFO
UH()OPMAIIMOHHO-00Pa30BaTENBHYIO CPEY YHUBEPCHTETA.

[Momemenne ansi XpaHeHHsT W NPOQUIAKTHYECKOTO OOCTY)KMBaHHS —y4eOHOTO
000pYIOBaHUS: CTEIUTAXH ISl XpaHEHUS YIeOHO-HAIISAHBIX TIOCOOUH 1 y4eOHO-METOJMYEeCKOit
JIOKYMEHTAITHH.


http://link.springer.com/
https://archive.neicon.ru/xmlu

IMpuioxenue 1

Y4yeOHO-MeTOAUYEeCKOE 00ecTieYeHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs

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

1. CocTaBUTh TEPMHHOJIOTHYECKUN CIIOBAPUK B BUJEC TAONHUIIBI, TOIB3YICH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomernoayuu
B cron6en Ne 1 BHOCATCSA TEPMHUHBI, KOTOPbIE BXOJSAT B TEPMUHOJIOTUYECKUE
ciucku tosbko ctanaaptoB UCO (I'OCT P UCO 15489-1-2007 u 'OCT P UCO
30300-2015). B poccutickux tepmunosoruueckux ['OCTax (I'OCT P 51141-98 u
['OCT P 7.0.8-2013) neobxoaumo HaiiTu coorBeTcTBy0MMi NCO TepmuH, eciu oH
OTCYTCTBYET, TO B HYXKHYIO Tpady TaOIMIbl BIUCHIBAETCS CIOBO «OTCYTCTBYET).
[Tocne Tabmuipl B BUAE TEKCTa HEOOXOAMMO CIENaTh BBIBOABI O COOTHOIICHUU
COCTaBa TEPMUHOB M UX TOJKOBAHUSIX.
Dopma mabauywl Kk 3a0anuio 1
ComnocTaBUTENBHBIN aHAJIN3 TEPMUHOB U ONPEIEIICHAN

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

2. Tlonp3ysce TpeboBanusamu n.5 'OCT P MCO 15489 no unentudukaniu
HOPMATHBHOM CpEJIbI, COCTaBUTh IMEPEYCHh HOPMATHBHBIX IMPABOBBIX aKTOB JIJIS
OJIHOM (Ha BBIOOP) OpraHU3aALMH (CM. CIUCOK HUXKE).

Memoouueckue pexomernoayuu

I'pynnupoBky aktoB, 3ampannyro ['OCT P MUCO 15478, caenyer coxpaHsTh
oOsi3atenbHO! [l TOATOTOBKM HOpMAaTHUBHOW 0as3bl omnupanTech Ha 0Oazy
CIpaBOYHBIX MpaBoBbIX cucteM Koncymprantllnroc, I"apant, Komekc; mo Bumam
JESATEIIBHOCTH MOXKHO TIOJIb30BAThCS cnpasourol ungopmayueti "Cpoku xpanenus
ooxymenmos opeanuzayui” Ilopmana «Koucynomaumllniocy [DNEKTPOHHBIN
pecypc]. — Pexxum nocrtyna: http://www.consultant.ru/document/cons_doc LAW 121777/

Cnucox opranu3zanmiil

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

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

AKOHOMHUYECKOMN JACATCIBHOCTH — YacrtHas ACTCKTUBHAA U OXpaHHad ACATCIbHOCTD,

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



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

MecTo peructpamuu — T. Y da Pecnmy6nuku bamkoprocran);

3.AHO «Betep cTpancTBuil» (HErocyapcTBeHHas OpraHU3aIys, OCHOBHOMN
BUJI SKOHOMHMYECKOW JEATEIbHOCTH — TypuCTHUECKass AESTEeIbHOCTh, MECTO
peructpauuu — 1. Cankr-IletepOypr);

4. UIl1 «MBanoB N.1.» (OoCHOBHOW BHJ SKOHOMHYECKON IEATECIbHOCTH —
JleaTenbHOCTh MPEANPUATHN  OOIIECTBEHHOTO TMHUTAaHUS 10 0OCITyKUBAHUIO
TOPKECTBEHHBIX MEPOINPHUITUN M MPOYUM BHUJAM OpPTaHU3AIMU MUTAHUA, MECTO
peructpanuu — r. MaraHuToropck).

[Ipumeuanue: Haseanue u xapakmepucmuku 6cex YKA3aHHbIX OPeAHU3AYUU
VCILOBHDL.

Jlumepamypa
1. I'OCT P 51141-98. I'ocynapcTBenHslii ctangapTt Poccuiickon
Oenepanuu.  Jlenonpous3BOACTBO M apXMBHOE JAen0. TepMHUHBI U
onpenenenus. (yrB. IloctanoBnenuem ['occtangapra Poccun ot 27.02.1998

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

2. I'OCT P 7.0.8-2013 Cucrema craHgapToB 1no HH(OpMaluu,
OMOIMOTEYHOMY M M3JAaTEIbCKOMY Jely. [lenonpon3BOACTBO M apXUBHOE

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

3. I'OCT P HCO 15489-1-2007. HamumoHanbHBIM CTaHIAPT
Poccuiickoii  ®enepanuu. Cucrema cTaHaapToB 1o  HH(OpManuw,
OMONMOTEYHOMY M U3JATENIbCKOMY Jely. YTpaBleHHEe JTOKyMEHTaMH.
O6mrue TpedoBanus (yTB. [Ipukazom PoctexperynupoBanus ot 12.03.2007 N

28-cT) [DJIeKTPOHHBIIM pecypc]. Pexum JOCTyma:
http://base.consultant.ru/cons/cgi/online.cqgi?req=doc;base=LAW:n=135548

4, Iroctr P HCO 30300-2015 Cucrema cTaHIapTOB IO
uHdopmaiuu, OMOIMOTEYHOMY M H3Aatenbckomy aeny. Wudopmarus u
nokyMeHTtarus.  CucteMmbl — ympaBieHuss — JgokymeHTamMu.  OCHOBHBIE
noJsioxkeHus u cioBaps (yTB. [Ipukazom Poctexperynuposanus ot 09.12.2015
No 2123-ct) [Dnextponnbiit pecypc] / ®I'YII Cranmaptundopm. — Pexum
nocryna: http://protect.gost.ru/document.aspx?control=7&id=202553

Hnmepnem-pecypcoi
1. KoncynprantlIimtoc. — Pexxum mocrtyma: http://www.consultant.ru/
2 .adopmanmonHo-nipaBoBoit  moptan  «[apant.py». — Pexum
JocTyma: http://www.garant.ru/

3. Uadopmanmonno-npasoBas cuctema «Koaeke». — Pexxum gocryna:
http://www.kodeks.ru/

IIpakTHuyeckoe 3axanue Ne 2
Mo JUCHUILIHHE «MeKITyHApOoAHbIE CTAHAAPTHI N0 YIIPABJICHUIO
TOKYMEHTAMI)


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/

1. IMonp3ysick mpemaraeMbIMi UCTOYHHUKAMHU, COCTaBUTH B BHUJE TAOIHIIbI
mooens oyenxku mpebosanuti I'OCT P UCO 15489 no cobarooenuro npunyunog
ROJUMUKY 8 001ACMU YAPABTEeHUsL OOKYMEHMAMU.

B mepBrlii cTon0er; BHOCUTCS IUTaTa U3 TEKCTa YKa3aHHOTO CTaHIapTa, TIe
oroBapuBaeTcs Ha3zBaHHbIK B cronoOue Ne 2 mppunnun. Ilutata ngomkHa
COIIPOBOX/IAThCS TOUHOUW CCHUTKOM.

B Ttpermii cronmbenm BHOCATCS TOKazaTenu (Ha3BaHHUS JOKYMEHTOB W/WIH
3aMMCceil 0 MPOU3BEAEHHBIX JIEUCTBHSIX), 10 KOTOPHIM MOKHO CYAMTb, YTO JTAHHBIN
MPUHLIUI COOJIIOIaeTCS B XOJI€ yIpaBieHUs JokyMeHTaMu. ClieflyeT npoaymarb u
nonoOpaTh Kak MOXHO OoOJblllee KOJWYECTBO BO3MOXKHBIX JOKA3aTENbCTB,
CBUACTEIHCTB COOIOIEHNUs Kaxaoro npuHiuna. K nmokasaresnsm cieayer OTHOCUTD
OTBETCTBEHHOCTh JOJKHOCTHBIX JIMI[ TIO COOMIONCHHUIO Ka)XIOTO NPUHIMIA |
OCHOBHBIE pe3ynbTaThl CY /.

Bropoii cron0en Tabauipl HE 3aM0JIHAETCS U HE JOTIOJIHSAETCS.

dopma Tabauiml 1

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

1O COOIO0EHUIO NPUHYUNOG NOJUMUKU 8 00AACTU YNPABTeHUsI OOKYMEHMAMU

[Tonoxxenue crangapra [Tpunamn Iloka3arenn
I'OCT P UCO 15489 coOMIoIeHust
(myHkT Ne 1 Ha3BaHueE) MIPUHLMIIA
1 2 3
[TpunaIMn

SKOHOMHUYECKOM
11e7IeCO00pPa3HOCTH

[IpuHnumn yuera
OpraHU3alMOHHON Cpebl

[TpuHIMIT COOTBETCTBUSA
HOPMaTUBHOM cpejie

[TpuHIMIT COOTBETCTBUSA
JIEIIOBON JEATEIILHOCTH

2. Onmpasice Ha TpeboBanus crangapta 'OCT P UCO 15489, pazpaboTaTh
Mmooenb oyenku kaxcoou xapakmepucmuxu CY/].

JlaHHBIE CIeAyeT 3aHECTH B TAOJIHUILY.

B miepBbIit cTo10enr BHOCUTCS IUTaTa U3 TEKCTa YKa3aHHOTO CTaHJapTa, TIe
oroBapuBaeTcs Ha3BaHHas B cTosioe Ne 2 xapakrepuctuka CY/I. [lutara momxHa
COIPOBOXKIATHCSI TOYHOM CCHUTKOM.

Bropoii cronber TabuIbpl HE 3aMOMHISTCS U HE TOTIOJTHICTCS.

B Tpermii cTomber; BHOcATCS TOKazaTenu (HA3BaHUS IOKYMEHTOB W/WIIH
3anucel 0 MPOU3BE/ICHHBIX ICHUCTBUSIX, IEPEUUCIEHNE OCHOBHBIX PE3YyJIbTATOB), IO
KOTOPBIM MOHO cyauTh, 4To CY ] nocturia TpedyeMbIX XapaKTepUCTHUK.

B kagecTBe BcomorareibHOr0 MCTOYHHKA JJIA 3amoJIHEHHsS cToJiona Ne 3




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

dopma TabauIB! 2
Mooenv oyenxu coomeemcmaus mpedosanuam I'OCT P HCO 15489-1-2007
no coomeemcmauio CVJ] mpebosanuam cmanoapma

Ilonoxenue crangapra Xapaxrepuctuku CY /] ITokaszarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBaHUAM
Ne 1 Ha3BaHwue) CTaHJapTa
1 2 3

Hanexnocts CY ]I

Hemnoctaocts CY /]

CootserctBre CY/]

KomiiekcHocTs
Ccvya

Cucremnocts CY/[

Hemounuku u numepamypa

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

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

. TOCT P UCO 22310-2009. Uudopmarust 1 noxkymeHTaiusi. PykoBosicTBo
JUIs.  pa3pabOTUMKOB CTaHJAPTOB, YCTAHABIMBAIOIIUMX TpeOOBaHUS K
ynpasienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmapturdopm, 2010.

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

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

Cranmaptuadopm, 2009. [DnexkTpoHHBIM pecypc]. Pexum pocrymna:
http://www.norm-load.ru/SNiP/Datal1/54/54932/index.htm

. TOCT P HCO 30300-2015 Cucrema crangaptoB 1o HHGOPMAIINH,
OoubnuoTeuHOMy W mW3AaTeNbckoMy aeny. Mudopmarus u goKymMeHTarus.
Cucrtembl ymnpaBieHus AOKyMeHTamMu. OCHOBHbIE TOJIOKEHHS U CJIOBaph
(yrB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Neo 2123-c1)

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

. Kopuees U.K. YnpaBnenune nokymeHntamu : yuyeOHHK 17s By30B /Ilmenko



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

A.B., Ma-mypues B.A. - UHOPA-M, 2009. -299 c.
[TpomexyTounslii TecT Ne 1
1o JTucuUILnHEe «MexTyHapoaHble CTaHIAPThl YIIPABICHUS JOKYMEHTaAMU)

1.IlpumeHeHre MEXKAYHAPOAHBIX CTAHAAPTOB B  OTEYEeCTBEHHOM
AeJIONPOU3BOACTBE HAYAJIOC ...
1. B xonie XIX B.
2. B Hayase XX B.
3. B koHIe XX B.
4. B mayane XXI B.
2.Koraa ObLIa co3JaHa MesxxkayHapoaHast OpraHusanus 1no
cranpapruzauuu (International Organization for Standardizations)?

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

3.bykBbl «MCO (ISO)» HA MeKTYHAPOIHBIX CTAHAAPTAX 0003HAYAIOT:

1. CokpallleHHO€  Ha3BaHUE  MEXIYHApOJHOM  OpraHU3aluu
(International Organization for Standardizations)

2. I'peueckuit KOpPEHb “is0” o0o3Havaer «paBHBI»,
«COOTBETCTBYIOIIUI»;

3. ['pyniny cTangapTOB, MOCBSIIEHHBIX YIPABICHUIO JOKYMEHTAMHU
U apXUBaMU;

4, [IpuHamnexHocTh  MEXIyHAapONHOW  OpraHu3aluu 10

cranaaptuzauu k OOH.
4.B nociaeanue aBa aecATHJIeTHd padora ¢ gokymMeHtamu B Poccum
M3MEHNJIACh MO0/ BiausiHNeM ABYX (paxkTopos. HazoBure ux.
1. T'mobGanu3arusi dKOHOMHUKHU.
2. VI3ameHeHune 00IIeCTBEHHOTO CTPOSI.
3. IloBcemecTHOE  BHEApPEHHWE  KOMIBIOTEPHBIX  HMH()OPMAIIMOHHBIX
TeXHOJIorur u MHTepHera.
4. BuenpeHue MeXIyHapOJHBIX CTaHIAPTOB.
5.4T10 cnocoO0CTBOBAJIO AKTUBU3AIMU MEKAYHAPOAHON CTAHAAPTH3ALUH
U cepruuKannu B 00J1aCTH YIIPABJICHUS JOKYMEHTAMU?
1. BHenpeHnue 3JIeKTPOHHOTO JOKYMEHTO000POTA.
2. Cranpaprtu3aius MEHEIKMEHTA.
3. YBenuueHue KOJMYECTBA OJKCIEPTOB, YYACTBYIOINIMX B pa3zpaboTke
CTaHAapTOB.
4. VI3MeHeHHs B 3aKOHOAATENIbCTBE.
6.Hauajiom Me:K1yHAPOIHOM CTAHAAPTU3ALMH NPUHATO CYUTATh...
1. 1875 r., korga ObUIO yupexaeHo MexayHapoaHoe OI0po MeEp U BECOB U
npuHsTa MexayHapoaHas MeTpuuecKasi KOHBEHIIHS;
2. 1893 r., xoraa Oblia oOpa3oBana [ maBHas [lanaTta mep u BECOB BO TJ1aBe C
J.1. MeHaeneeBbIM;
3. 1918 rony, xorga Obu1 npunsaT Jekper CoBera Hapoausix Komuccapos
«O BBeIEHUU MEXIYHAPOJHON CHCTEMBI MEpP U BECOBY;



4. 1947 r., xkorga Havaia padotath MexayHapoaHasi oOpraHuzanus
CTaHJapTU3ALUH.

7.HazoBuTe TPU MEKAYHAPOIHbIC OPraHU3AIMH 110 CTAHAAPTH3ALUM.

1. MexayHapoaHas dJ€KTPOTEXHUYECKAsT KOMUCCHS;

2. MexayHapoaHasi OpraHu3als CTaHapTH3aluu;

3. Mexnaynapoansiii Coro3 DIEeKTpOCBA3Y;

4. EBpomnelCcKuil HHCTUTYT CTAHJAPTOB AJICKTPOCBS3H.

8.B ueMm cneundpuka MOHMMAHUS [VIABHOM LeJIM NPUMEHEHUS CTaHAapTa
3a pyOe:xxkoM, B OTJIHYHE OT POCCHIICKOr0 TOJKOBAHUS HA3ZHAYEHHUS
CTAHIAPTOB?

1. HopmatuBHOE ennHOOOpa3ue NEUCTBUN U pe3yJIbTaTOB IPUMEHEHNUS;

2. HopmaTuBHOE 3akpericHne MUHUMAJILHBIX TPEOOBAHMA K TIPOIYKITUU U
yCIIyraM;

3. Ilomyuenune BceoOUIMX ONTUMAJIBHBIX TMPEUMYIIECTB HAa OCHOBE
yJIOBJIETBOPEHUS TPeOOBaHUN BCEX 3aMHTEPECOBAHHBIX CTOPOH;

4. JlocTmKeHUE HAYyYHO, TEXHOJOTUYECKU U MPAKTUYECKH OOOCHOBAHHBIX
pPEe3yJIbTATOB.

9.Ha3oBuTe NPABWIbHYI TOCJEI0BATEJBHOCTh 3TANOB Pa3padoTKH
MexxayHapoaHbix crangapros UCO.

1. Pabounii mpoekt —IIpoekT komurera — [IpoekT MeXITyHApPOIHOTO
crannapra —OKOHYATEIBHBIN MPOEKT MEXKIYHAPOJHOIO CTaHAApTa —
MexyHapoaHblid CTaHAAPT — TEXHUYECKNUN OTYET.

2. Paboumit mpoektr —IIpoekT komurera — IIpoekT MeXmTyHAPOIHOTO
cranaapra —OKOHYATEIBbHBIN MPOEKT MEXKIYHAPOJHOrO CTaHAapTa —
MexyHapoIHbIN CTaHAPT.

3. Pabounit mpoekt —IIpoekT kommrera — I[IpOEKT MEKTYHAPOIHOTO
cranjapra — MexayHapOaHbI CTaHaapT.

4. TlpoekT MeXIyHapOIHOTO CcTaHAapTa — MEXIyHapOaHbI CTaHIAPT
—HanuoHanpHbIN CTaHIAPT.

10.Yem wusmepsiercss 3Q(PEeKTUBHOCTH NPHUMEHEHHS MEKIYHAPOIHOTO
craHaapra?

1. TlonHo¥ yHH(pUKAIHEH MPOIIECCOB OPTAaHU3AIUH.

2. Co3zgaHueM HEOOXOIMMOTO TTaKeTa JOKYMEHTOB.

3. OTcyTCTBHEM HapeKaHHI CO CTOPOHBI HAI30PHBIX OPTaHOB.

4. TlomyyeHue KOHKYPEHTHBIX TMPEUMYIIECTB, TMPUOBUIM 3a  CUeT
COBEPIIICHCTBOBAHUS CUCTEMBI OPTaHU3AIMHU JIEJIOBOU A€ TEIBHOCTH.

11.B nmoucke orBera Ha BOINPOC, B YeM NPUYUHA IIOXOI0 Ka4decTBa
TOBAPOB U yCJayr, 3kcnepTsl MCO npunuin K BbIBOAY, YTO OHA 3aKJIKYAETCH
BCeraa ...

1. B HUBKOI MpodheccroHaTBHOM MOATOTOBKE MEPCOHANIA;

2. B HU3KOM Ka4y€CTBE CHIPbS;

3. B HemocTaTke (pMHAHCHPOBAHUS,

4. B IJIOXOW OpPraHU3AlMKU MEHEKMEHTA.

12. K kakoii cepun crangaproB Bocxoaut cranaapt MCO 15489-2001
«YmnpaBJieHHe JOKyMEeHTaAMMn» ?

1. Cepuu ISO 14000



2. Cepun ISO 9000
3. Cepuu ISO 10000
4. Cepuu 30300
13.Ykaxkute npaBuIbHOE NPOAOJIKeHHE BbICKadbiBaHusA: «Cucrema
MEeHeIKMEHTAa Ka4yecTBa — 3T0...»
1. Cucrematuueckass uAeHTUGUKAMS W YINOPSAOYEHUE  JECIOBOM
NESATEIbHOCTH U (WJIM) JOKYMEHTOB IO KaTEropusM B COOTBETCTBUU C

JOTUYECKA  CTPYKTYPUPOBAaHHBIMH  YCJIOBHUSIMM,  METONAMH U
NpOLEAYPHBIMU MPABUIAMH, TPEICTABICHHBIMU B KJIaCCHU(PHUKAIIMOHHOMI
CUCTEME.

2. Cuctema MEHEI)XMEHTA JUIsl PYKOBOJICTBA M YIPABIICHUS OpTaHHU3aIuei
MIPUMEHUTENBHO K KaUeCTRY.

3. COBOKYMHOCTh OCHOBHBIX JE€HCTBHIA, HAIPaBJICHHBIX HA JOCTIKCHHC
MOCTABJICHHBIX 3aj1a4 (1IeJIeH, Mo ueseit).

4. OOmue HaMepeHUsi M HalpaBlICHUsS JCSATEIBHOCTH OpraHU3alld B
oOymacTu  KayecTBa, OQUIMAIBHO  CHOPMYIUPOBAHHBIC  BBICIINM
PYKOBOACTBOM.

14. TpeGoBaHuA K CUCTEME MEHEIKMEHTA KaueCcTBa ONUCAHDI B...

1. Cepuu ISO 14000

2. Cepuu ISO 9000

3. Cepuum ISO 10000

4. Cepuu 30300

15.Koraa B Poccuu nosiBusinch nepsbie crangaprsl no CMK?

1. B1947r.

2. B1987r.

3. B1997r.

4. B2000r.

16.Kakoe MecTO OTBOAMTCH YNPABJEHHMI) NOKYMEHTAMH B CTAHAAPTaX
nCo 9000?

1. YopaBieHue HOKYMEHTaMH pacCMaTpUBaeTCAd KaK BCIOMOTATENbHbIN
mpoiiecc, 00CYKUBAIOIIUIA MEHEKMEHT.

2. YmpaBineHue JOKyMEHTAaMH  SIBISIETCS  CaMOW  Ba)XHOW  YacThlO
MEHEI)KMEHTA.

3. YmopaBieHue JOKyMEHTaMU SIBJISIETCS COCTABHOM 4acThl0 MEHEIPKMEHTA.

4. YmupaBieHue TOKYMEHTaMU HE PaCCMAaTPUBAETCS U HE ONHUCHIBACTCHI.

17.B 4yeM 3aKJII049a€TCH YHUBEPCAJIbHOCTH cTaHaapToB ISO cepun 9000?

1. OHun npuMeHuUMbl IS JIFO0OM OpraHu3alid BHE 3aBUCUMOCTH OT

YUCJIEHHOCTH TepcoHala, GopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PHIHKOB,
XapakTepa BbIITYCKaeMON MPOAYKIIMHU U OKa3bIBAEMBIX YCIYT.
Onu mpenyararoT oJIHy OOIIYI0 YHUBEPCATLHYIO MOJIENIb MEHEKMEHTA.
3. YHHBEpCATBHOCTh CTAHIAPTOB 0OCCIICUMBACTCS TEM, YTO B TPEOOBAHUSX
OBLITM YYTEHBI MHEHHS Pa3HBIX YKCIIEPTOB.
4. YHUBEPCAIBHOCTh TPOSBISECTCS B TOM, YTO JAHHOW Cepurd OOOOIIEHBI
TpeOOBaHU IPYTUX CEPUN CTAH/IAPTOB.
18.B ocnoBe crannaptoB cepun 9000 Bepcuii 2000 r. u 2015 r. gexur...
1. KOMIUIEKCHBIN MOAXO/I;

N



2. CHCTEMHBIN MOIXO]I;

3. yHUBEpCaJIbHBINA MOAXO;

4. TMPOUECCHBIN MOIXO.

19.0co0enHoe oOTHOLIEHHMEe K AOKyMeHTamum cranaapros 9000:2000
ompeaeasieTcst TeM, 4T0...

1. Ha xaxxnom mOpennpusiTid, B KaKJIO0W OpraHu3anuu JO0JKHA ObITh HE
TOJIbKO pa3paboTaHa, BHEJApPEHA W JEHCTBOBATh CUCTEMa MEHEIKMEHTa
KauyecTBa, HO 33JIOKYMEHTUPOBAHa;

2. YmpaBieHue JOKYMEHTAMH pPacCMAaTPUBAETCS KaK BCIOMOTATEIbHBIN
MPOLIECC, OOCITYKUBAIOIINNA MEHEIKMEHT.

3. YmpaBneHue JOKyYMEHTaMH SIBIIICTCS CaMOW  BaXXHOH  YacCThIO
MEHEIKMEHTA.

4. VYmupaBieHue TOKYMEHTaMU SBJISIETCS COCTaBHOM YacThIO MEHEHKMEHTA.

20.Momenr  MeHeMKMEHTa KadecTBa [0JLUKHA  COOTBETCTBOBATH
npuHuunam CMK. CkoJibk0 NpMHIMIIOB oropapusaercs B cranaaprax UCO
9000 Bepcum 2015 1.

1. 5 npuHIIUIIOB,

2. 6 IIPUHIIUIIOB,

3. 7 NPUHIIMIIOB,;

4. 8 MPUHIUIIOB.

21.«PuCK-OpHeHTHPOBAHHOE MBbIIILIEHHE» MOSBWJIOCHh B CTaHAApPTax
BEpPCHH...

1. 1987 .

2. 1994 .

3. 2000 .

4. 2015 .

22. Kakoil TexXHMYECKHMH KOMMTET SIBJISIETCS TJIAaBHBIM IO pa3padoTke
CTAHIAPTOB M0 YNPABJEHUIO TOKYMEHTAMHU?

1. TK 176 «YnpaBieHue KaueCTBOM;

2. TK 68 «bankoBckoe €0, IEHHbIE Oymarm W Apyrue (UHAHCOBBIC
YCIYTI»;

3. TK 46 «Muadopmanus u TOKyMEHTAIU»;

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

23.JloxymenTauuss CMK BriIro4aer ciaeaylouuii NaKkeT J10KyMEHTOB:

1. Muccusi opraHu3aiuy, e U TOJUTHKA OpPraHU3alMi, PYKOBOJICTBO IO
Ka4yeCTBY, JOKYMEHTUPOBAHHBIC MPOILIEAYPHI, JOJDKHOCTHBIC MHCTPYKIIUUA U
MOJIOKEHUSI O CTPYKTYPHBIX MOJPa3IeNICHUsIX, CTaHAapThl OpraHu3aluu U
paboure UHCTPYKIUH.

2. JIOKyMEHTUpOBaHHbIE  TMPOLEAYPHl, JOHKHOCTHBIE  WHCTPYKIHMH U
MOJIOKEHHSI O CTPYKTYPHBIX MOJIPA3/ICIICHUSIX, CTAaHAAPThl OpraHU3aluyd U
pabouue MHCTPYKLIMH.

3. lletm w monmMTHKAa  OpraHM3alid, pPYKOBOJCTBO IO  KA4eCTRBY,
JIOKYMEHTUPOBAHHBIE MPOLEYPbI, JOIKHOCTHBIE UHCTPYKIIUU U TTOJOKEHHUS
O CTPYKTYPHBIX TIOJpa3JeiCHUSIX, CTaHAAPThl OpraHu3anuu u padodwne
WHCTPYKIINH;

4. PyKOBOJCTBO MO KAa4ye€CTBY, JOKYMEHTHUPOBAHHBIE MPOLEIYpPbl, CTAHIAPTHI



OpraHu3alyy U paboynue HHCTPYKLIHH.

IIpomexyTouHbIil TecT Ne 2
N0 JUCHMILVINHE «MeKIyHapoAHbIe CTAHAAPTHI YIIPABJICHUS
AOKYMEHTAMI»

1. Kakomy Texuuueckomy komurery MCO Obl1a mopydyeHa pa3padoTka
ISO 154897

1. TK 46 «udopmaiius u JOKyMEHTALIH,

2. TK 176 «YnpaBieHue Ka4eCTBOMY;

3. TK 171 «BocnpousseaeHrue 10KyMEHTOBY;

4. TK 37 «Tepmunonorus (IpUHIMITBI U KOOPUHAIIUS ).

2.1Touemy ¢QyHKOUM ceKperapuar o0ecne4YudBaJ  aBCTPAJIUNCKUN
HAIIMOHAJIbHBIN OPraH cTAaHAApTH3ANUM ?

1. B ABcTpanuu Jydlire CeKpeTapu.

2. ABcTpanus BeICTynuiIa ¢ MHUIMAaTHBOM co3aanus 1SO 15489,

3. ABCTpanus paHbIle JAPYTUX BHEIPWIA HAIMOHAIBHBIA CTaHIAPT TIO
YOPaBICHUIO JIOKYMEHTAMU U €r0 MPU3HAIU JIYYIIUM B MEXIYHAPOIHOMN
MIPaKTHKE.

4. ABcTpasius BCerjia BhINOJHAET JaHHyo ¢yHkuuio B TK.

3. Mexnynapoansblii crangapt ISO 15489 Bbie ...

1. B 2-X yacTsx;

2. B 3-X 4acTiX;

3. B 4-X yacTix;

4. B 5-TH YacTsX.

4. Kaxkue/as 4acrb/m ISO 15489 Obliu mnepeBeneHbl W NPUHATHI B
Ka4yecTBe HALMOHAJILHOI0 POCCUIICKOI0 cTaHaapTa?

1. Tonbko 1-ast 4acTh.

2. Tonbko 2-ast 4acTh.

3. Tonbko 2-ast u 3-1 4acTH.

4. Bce yactu.

5. Kak Obu1 omenen cranaapt ISO 15489 mekayHapoaHbIM
coo0mecTBom?

1. CranmapT moarue rojibl MTHOPUPOBAJICS MEKTYHAPOIHBIM COOOIIECTBOM.

2. CranmapT BbI3BaT HEOMOOpEHHWs, TaK KaK HE YYUTHIBAT OCOOCHHOCTU
JIEJIONPOU3BOCTBA KaX IO CTPAHBI.

3. Cranmapt I1SO 15489 Obu1 mpu3HAH W BBHICOKO OICHEH, TaK KaK OH CTall
MPOTrPaMMHBIM JIOKYMEHTOM, B KOTOPOM TIEPEUMCIICHBI 00sS3aTelIbHbBIE
aneMeHThl A()(PEKTUBHOTO yIpaBJIeHUs JOKYMEHTaMH JiroOoro ¢opmara, B
JOOBIX OopraHu3ainusax (700N OpraHu3allMOHHO-TIPABOBOM (GOpMBI, BUIA
HKOHOMHUYECKOU JIeATeTbHOCTH, (POPMBbI COOCTBEHHOCTH).

4. Cragmapt ISO 15489 Obul mpu3HaH M BBHICOKO OIIGHEH BCEMH, KpOME
MexayHapoIHOrO COBETa apXMBOB, TAK KaK OH HE MPUMEHHM B apXHUBHBIX
OpraHu3alusIX.

6.Pycckas Bepcust MmexxayHapoanoro cranaapra ISO 15489 nosiswiace B
Poccum...



1. B 2001 rony.

2. B 2002 ronuy.

3. B 2004 rony.

4. B 2007 rony.

7. Illouemy, mo mHenno B.®. Aukosoii, UCO 15489 "craBur kpect' Ha
J1eJIONPOU3BOACTBE B CTAPOM MOHMMAHUM?

1. Cranmapt KacaeTcsi BceX JOKYMEHTOB OpraHu3aiuu (a HE TOJBKO
YIPABJIECHYECKHUX ), OTPAKAIOIIUX BCE JCIOBBIE MPOLECCHI.

2. Cranmapt 0003HAYIII HEOOXOUMOCTh TIepecMoTpa cratyca ciryx0s1 [0V u
€€ POJIH B IEATEIIbHOCTH OPraHU3al1U B LEJIOM.

3. CraHmapt He mpearnoiaraeT BO3MOXXHOCTH MPUMEHSTh HAIIMOHAJIBHBIH OIBIT
YIPABJICHUS TOKYMEHTaAMHU.

4. Crangapt TpeOyeT MOJIHOM 3aMEHbI BCe HAyYHO-TEPMUHOIOTMYECKOI Oa3bl
JEJIONPOU3BOCTBA.
8.Kakas eme MexIyHApPOAHAsi OPraHM3alUsA 10 CTAHAAPTH3ALNH

onyosaukoBajia ogHoBpemMeHHo ¢ MCO cranpaprt mno ynpasiieHHUIO
TOKYMEHTAMHU?

1. EBporneickuii HHCTUTYT cTaHAapToB 3JekTpocsssu (ETSI);

2. Mexnaynapoansiii Coro3 Dnekrpocsssu (ITU);

3. MexayHapoaHas aekTpoTexHuueckas komuccus (MOK/IEC);

4. MexayHapoaHblii KOHCYJbTaTUBHBIA KOMHUTET MO CTaHAAPTU3ALMU CUCTEM
kocMmuueckux gaHHbIx (CCSDS)/

9. B kakom roagy MCO wum3MeHHM/Ia KOHUENUHUIO Pa3padloOTKH CBOHX
CTAHAAPTOB M0 YIPABJEHHUIO JOKyMeHTaMu?

1. B2004 .

2. B2010T.

3. B2014r.

4. B2015.

10. Kakoii u3 mnepeyuMceHHBbIX HHUKEe MEXKIYHAPOAHBIX CTAHIAPTOB
NpeJHa3HA4YeH Ui CO3/[aHUsI B OPraHM3alMsX CHCTEM YyIpaBJIeHUSA
JOKYMEHTAMH HAa CTpaTeru4eckOM YPOBHe, TO eCTb HAa YpPOBHe
OTBETCTBEHHOCTH M B 30He IPUHATHSA pellleHuii pyKOBOACTBA?

1. UICO/TO 26122:2008 (pen. 2009 wu 2010 rr.) «udopmarus wu
JOKyMEHTalusl. AHaIM3 paboyux MpOLECCOB, MPUMEHSIEMBIX B OTHOILICHUU
JIOKYMEHTOBY;

2. UCO 23081:2004 (pexn. 2006 r.) «udopmanus u qokymenTtanus. [Iporecce
yIOpaBJICHUS TOKyMEHTaMu. MeTafgaHHble 1Sl JOKYMEHTOBY;

3. UICO  15489:2001 «Mudopmamuss ¥  JOKyMEHTalMs.  YTpaBICHUE
JIOKyMEHTaMIN»;

4. ICO 30300:2011 «Mudopmanuss u nokymeHtauus. CUCTeMbl yIPaBICHUS
nokymMeHTaMu. OCHOBHBIE MOJOKEHUS U CIOBAPhY.

11. Kakas mnpoOJsiema/bl BO3HHUKJIA/M ¢ BHeapenuem cranaapra MUCO
15489:2001? «udpopmanuss ¥ TOKYyMeHTAlMsl. YTIPaBJeHHe JOKYMEHTAMIW) B
Poccun?

1. IIpob6nema HalMOHAILHOM CIIEM(UKHU B MMPAKTUKE paOOThI C IOKYMEHTaMHU.

2. IIpobnema HECOBMECTUMOCTH C POCCUHCKOM 3aKOHOJATENbHOM 0a30ii.



3. IIpobnema orpaHMUEHHOCTH MPUMEHEHUS CTaHAapTa.
4. TlpobGiiema TEPMUHOJIIOIMYECKOTO HECOOTBETCTBHUSI.
12. IlepeBoa KakKuMX TEPMHMHOB BBI3BAaJ HaMO0O0JbIIIME TPYAHOCTH Y
nepesoauunkos BHUUIAL?
1. apxwus;
2. MeTaJaHHBbIE;
3. JIOKYMEHT;
4. 3anuce.
13. KiiroueBoe nmoHsiTue «ynpapjeHue J0KyMEHTAMU» B Pa3HbIX CTPaHAX,
B TOM umncje Poccun, BbI3BaJI0 TEPMUHOIOTHYECKYI0 THCKYccHio. C kakumu
U3 NepevyrCcJIeHHbIX HUKe MOHSITUH ero CTPeMUJINCh OTOKAECTBISATH?
1. ynpaBiieHHe JOKyMEHTOOOOPOTOM;
2. ympasieHue uHpopmalmei;
3. yIpaBJIeHHE apXUBaMU;
4. co BCeMHM NEPEUNCICHHBIMHU.

[IpomexyTounsiii TecT Ne 3
Mex1yHapOIHbIE CTAaHIAPTHI YIIPABJICHUSA JOKYMEHTAMHU

1. K xapakrepuctukam cucreM ynpasjeHus fokymesramu 'OCT P HCO

15489 oTHOCHT:
a) JIOCTOBEPHOCTb, AYTEHTUYHOCTb, MPUTOJHOCTHb [JISl UCIIOJIb30BaHUS,
LIEJIOCTHOCTB;
0) CHCTEMHOCTb, KOMIUIEKCHOCTh, ayTE€HTHYHOCTb, MPUTOJHOCTH JJIS
UCIIOJIb30BaHUS;
B) HaJIG)KHOCTh, CUCTEMHOCTh, COOTBETCTBUE, IETUTUMHOCTD, II€JIOCTHOCTH;
1) HaZCKHOCTh, IIEJIOCTHOCTh, KOMIIJIEKCHOCTh, CUCTEMHOCTb, COOTBETCTBHE.
2.PacnpenesieHHOe ynipaBjeHHe JOKYMEHTAMH — 3TO...
a) KOHTpojupyemas U JOKyMeHTaibHO odopmiienHass CVY]I, koropas
criocoOHa MOIIEPKUBATh AIbTEPHATUBHBIC BAPUAHTHI pa3MeEIIeHUs TOKYMEHTOB,
0) CY /1, ucnonp3yroiasi ayTCOPCUHT;
B) CY]I, rie OTBETCTBEHHOCTh 3a IOKYMEHTBI paclpe/iesieHa MEeXI1y BCEMU
pabOTHUKAMHU OpraHHU3alllH;
r) npaBuwiIbHO crpoekTupoBaHHas CY]l, cooTBETCTBYIOIIasi METOJ0JIOTUU
NCO.
3.Bb100p HocHuTe s ”HPOPMAIIUM 3aBUCHT OT:
a) CPOKOB XpaHEHUS JJOKYMEHTOB
0) MPOTHO3UPYEMBIX THUIIOB YPE3BBIUYAWHBIX CUTYyAITUI
B) MaTepUaJIbHBIX BO3MOXKHOCTEH OpraHu3aIuu
r) o0beMa TOKYMEHTOO00pOTa OpraHU3aIIuH.

4. I'ne oTpakarTcs cBeeHnst 000 BceX Onepanusix CUHCTeMbl YIIPABJIeHUS
JOKYMEHTAMH, KOTOpbIe [T0JKHbI ObITh NPOU3BeleHbl € KOHKPETHBIM
TOKYMEHTOM?

a) B METQ/IaHHBIX O JOKYMEHTE;
0) B KOHTPOJIBHBIX MPOTOKOJIAX CHCTEMHBIX TIPOIIECCOB;
B) B YUETHBIX 3aIIUCSX;



I') B JKypHaJIe y4erTa.

5. Oror Meron (M OJAMH W3 MNPOIECCOB YINPABJEHUS JTOKYMEHTAMH)
MOMOraeT YCTAHOBHUTb CBfI3b MEXKIY OTIEJbHBIMH JOKYMEHTAMH ISl
ol0ecrieyeHnst HeNpepbIBHOTO JOKYMEHTHPOBAHUSA NesiTeJIbHOCTH;
COIVIACOBAHHO NPUCBAMBATH MMEHA JOKYMEHTAM B TedYeHHe IJIMTETbHOI0
BpeMeHH; OKa3bIBAaTh OMOIIb MPH NMOMCKE BCEX TOKYMEHTOB, OTHOCAIIMXCH K
onpeaejieHHONM (YHKUUM MM BHAY [A€JOBOH [JAesATeJIbHOCTH; ONpeaeasiTh
MOAXOASAIIY 10 pifi {1 Pa3IMYHBbIX rpynm JTOKYMEHTOB 3alUTy
KOHPUIEHIMAIBLHOCTH, a TaK:Ke Ppa3srpaHUM4YMBaTL JAOCTYyN, MpaBa
MoJIb30BaTeJ el Ha JOCTYN WJIM HAa MpoBeleHHe JeMCTBUH ¢ onpeaeeHHbIMA
rpynnaMu JAOKYMEHTOB; pacnpenejfiTb OTBETCTBEHHOCTH MO YINPaBJIEHUIO
onpeJejeHHbLIMH TPyNINaM#H JOKYMEHTOB; pacnpeaesitb JOKYMEHThI IO
OTAeJbHBIM NpOLEIYPaM B PaMKax [1eJ0BOH [1eATeJbHOCTH; OIpeaesiTh
COOTBETCTBYIOIIIHE CPOKHM XPAaHECHHUSI M JIEiiCTBUA MO OTOOPY AJOKYMEHTOB HA
XpaHeHHMe WK YHHUTOkeHue. HazoBure 3T0T MeTOA (M mpouecc).

6. KakuM HOPMATHMBHBIM [OKYMEHTOM B OPraHHU3auMH JOJKHO
perJiaMeHTHPOBATHCH KOHBEPTHPOBAHME W MHUIPAlUs JTOKYMEHTOB M3 OJHOM
CHCTEMbI YIIPABJICHUS JOKYMEHTAMH B IPYryi0?

a) 'OCTowm;

0) ycTaBOM OpraHu3aluu;

B) UHCTPYKIIUEH 10 KOHBEPTUPOBAHUIO U MUTPALINU TOKYMEHTOB;

I) TPUKAa30M O KOHBEPTUPOBAHWU M MUTPAIUU JOKYMEHTOB U3 OJIHOU
CUCTEMBbI YIIPaBJIEHUS JOKYMEHTaMU B JIPYTYIO.

7. CYA noaxkHbl ObITH CHPOCKTHPOBAHBI TaK, 4YTOObI JOKYMEHTHI
COXpaHsJin 4 CBOMCTBAa HE3aBHCHMMO OT JIIOObIX M3MEHEHMH B CHCTEeMe Ha
NPOTSIZKEHNH BCEro Nmepuoiaa MX XpaHeHHUs M MCHoJb30BaHus. HazoBure 311
cBoiictBa. OTBeT BIUIINTE CI0BAMU
8. TOCT P UCO 15489 omnpeaensieT, 4TO0 «ylnpaBjieHHEe MPOLECCOM
AOCTYNa MpeAyCMaTPpUBaeT, 4YTO: Aa) [JOKYMEHTbl pachnpeiejieHbl 10
KATEropusiM B COOTBETCTBUM C UX CTATYCOM JIO0CTYIA B OIpeeIeHHOe BpeMsl;
b) JOKyMeHTBI JOCTYNHBI TOJbKO JHUIAM, 00/1aIaI0IIUM MPAaBOM J0CTyNa K
HMM; C)3aceKpeYeHHbIe JOKYMEHTbI JIM0O0 JOKYMEHTbl ¢ OIrpaHHUYEeHHbLIM
JAOCTYIIOM MOTYT OBITh HMPOYTEHbI TOJLKO NMPU HAJUYUM COOTBETCTBYHOILETO
paspenienusi». JlonoJHUTE 3TOT CIUCOK ellle ABYMS NMOKAa3aTeJIsIMHU.

9. B kakux ciaydasix A0CTyH K JOKyYMEHTaM HJIM MH(OPMAIUM O HUX
cJieyeT OrPAHMYUBATD?

a) Ecnu 1okyMeHTBI coziepKaT mepCcoHATBHYI0 HH(POPMAIIHIO;
0) ecu TOKYMEHTHI COJIEp)KaT KOMMEPUYECKYIO TalHY;

B) €CJIM IOKYMEHTHI COJIEPIKAT CIy>KeOHYI0 HH(DOpMAITHIO;

') I0OCTyIl OTPAaHUYUBAIOT KO BCEM JJOKYMEHTAM OpraHU3alUu.

10. «KOHTpPOJb MECTOHAXOXKIEHUSI [IOKYMEHTAa TMpexycMaTpuBaeT
puxcanui mnapaMeTpoB HEOOXOAMMBIX J/JIfl OTCJIEKUBAHUA [IBUKEHHS
JOKYMEHTA, K YHMCJIY KOTOPBIX OTHOCHUTCSH MICHTH(PHKATOP TOKYMEHTa, €ro



3aroJI0OBOK, CBeJCHHH O COTPYJIHHKEe HMJIH TMOAPa3JAejeHNH, 00/aJaromemM
JOKYMEHTOM, M ...» Brnimummre cJioBaMu HeJOCTAIOIIMI apaMeTp.

11. Kakume 3Tanbl JABMKEHHMSI JTOKYMEHTOB CJiefyeT OrOBOPHUTH IpPH
COCTABJIEHNH TEXHMYECKOro 3aJaHMsl Iepel NPOEKTHPOBAHUEM CHCTEMbI
ylpaBJieHUs] JOKYMeHTaMu ?

a) BblJaya, IMepedada JAOKYMEHTa MEXIy COTpyAHUKaMH;, BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACHOJIOKEHHS WIH XPAHEHUS; CPOK XPAHEHUS; U3bATUE
UX U3 CUCTEMBI YIIPABJICHUS JOKYMEHTAMH U LIETb U3bATHS,

0) Bblgada, TMepeaaya JOKYMEHTAa MEXAY COTPYAHHMKaMH; BO3BpaT
JIOKYMEHTOB Ha MECTO MX PACIIOJIOKEHUS WIA XPAHEHUS; U3BITHE UX U3 CHCTEMBbI
YIPABJICHHS TOKYMEHTAMHU U LEIb U3bATUS

B) BblJaya, IepeJavya JOKyMEHTa MEXIy COTPYAHUKAMH; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIIOJIOKEHUS WM XPAHEHUS; U3BATHE UX U3 CHCTEMBI
yIpaBJieHUs TOKyMEHTaMH;

r) BblJa4a, Iepenada JOKYMEHTa MEXAy COTPYAHUMKAaMH; BO3BpAaT
JIOKYMEHTOB Ha MECTO UX PACIIOJIOKEHUS WM XPAHEHUS; U3BATHE UX U3 CHCTEMBI
yIOpaBICHUS JTOKYMEHTAMHU; LElb W3bATHSA; WHUIUATOP H3BATHUS, CChUIKA Ha
HOPMATHUBHBIA JOKYMEHT.

12. Ilpu ¢u3n4eckoOM YHHMYTOKEHHHM [JOKYMEHTOB PEKOMEHIYeTCsH
PYKOBO/JCTBOBATHCS ONpe/ie e HHbIMA NPUHIUIIAMHU. Y KaKUTe HeJ0CTAKIIHIA
npuHuun. OTBeT NHIIUTE CJI0BAMM.

- YHMYTOKEHHE J0JKHO ObITh CAHKIMOHUPOBAHHBIM U NMPOBOAUTHCSH B
COOTBETCTBUM € TPEOOBAHUAMHU HOPMATUBHOM Cpe/bI;

- JIOKYMEHTBbI, CBSI3aHHbIE € NPEICTOAIIMMH MJIH TPOBOAHUMBIMHU
CyAeOHbIMH PpPa30MpPaTeJbCTBAMU U PACCICAOBAHUIMHM, YHUYTOXATH He
ciaeayer;

- CcJeAyeT YHHMYTOXKATH BCe KOIMH [JOKYMEHTOB, pPa3pelieHHBbIX K
YHMUYTOKEHHIO, BKJIIOYasi IEPCOHAJIbHBIE, CTPAX0BbIe U pe3epBHbIC KOIUM.

13. TOCT P HUCO 15489 tpedyer, 4TO0BI B OpPraHu3anuu ObLIM YETKO
YCTAHOBJICHbI IOJHOMOYHS 10 BBINOJHEHUIO ONpPedeJeHHBIX IMPOLECCOB
yIpaBJIeHUS JOKYMEHTAMM. Y KAKUTE ITH MPOLECCHI.

a) K1accupuKalus U UHJIEKCUPOBAaHUE,

0) sKcrepTH3a [IEHHOCTH,

B) OTOOp M mepenaya JOKYMEHTOB Ha TIOCIEAYIOIIee XpaHEHHE WU
YHUUYTOXEHUE;

') cocTtaBieHue U 0hopmMIIeHUE JOKYMEHTOB

14. Yro0b1 omnpeaeasit TPeOOBAHUS K MNPAKTHKe, 00C/IeJ0BAHMIO,
NpOBEepKe MW TECTHPOBAHMI0O IMPOLECCOB YINPABJEHUS JIOKYMEHTAaMH,
Heo0X0ANMO...

a)  JOKyMEHTaJbHO  3a(UKCHpOBaTh  HOPMBI  COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHAAPTOB U MOJUTUKY OpraHU3ALNH;

0) peryssipHO POXOJUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAA30PHBIX
opraHax;

B) OTCJIE)KUBATh U3MEHEHUS B 3aKOHOIaTEIbCTBE;



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

15.Y100bI COXpPaHATH KOPHOPATHBHYI0 LEJOCTHOCTh Cpelbl YIIPaBJeHUS
uHopmManued, OpraHu3au He0OX0AUMO. ..

a) UMETh TOJIBKO OJJHY aBTOMAaTHU3UPOBAHHYIO CUCTEMY B OpPTaHU3ALNH;

0) perysasipHO IPOXOJUTh MPOBEPKY BO BHEIIHUX aYAUTOPCKUX U HAI30PHBIX
OpraHax;

B) ocoboe BHHMaHHME YIEISITh BCEM HWH(GOPMALUOHHBIM CHCTEMaM U
npaBuiiaM (CTpaTerusM, NOJUTHKAM ), IPUMEHSIEMBIM BHYTPU OpraHU3AIIHH,

') HA3HAYUTh OTBETCTBEHHBIX 3a ITPOBEICHHUE ayAUTa U MOHUTOpHUHTra Y /1.

16. Kem 10/I2KHBI YTBEP:KIATHCH BCE PelICHUS 0 BKJINYEHUH JOKYMEHTOB
B CY/l ¥ ycTaHOB/ICHHMH CPOKOB M NOPAIKA UX XpaHeHus?

a) BBICIIMM PYKOBOJICTBOM;

0) otBercTBeHHBIM 32 CY /I;

B) HAJI30pPHBIM OPIaHOM, ayAUTOPAMU;

I') apXUBHBIM OPTraHOM.

17. C keM [OJIKHBI COIJIACOBBIBATHCS BCe pelIeHUs] 0 BKJIKYEHHH
JOKYMEHTOB B CHCTeMY YNPAaBJIEHUS JOKYMEHTAMM 1 YCTAHOBJICHUM CPOKOB U
NMOPAIKA UX XpaHeHus ?

a) BBICIIMM PYKOBOJICTBOM;

0) orBeTcTBeHHBIM 32 CY/;

B) HAQJ30pHBIM OPraHOM, aAyJUTOPAMU;

') apXUBHBIM OPTaHOM.

18. B cayuae oOHapy:KeHMSl HENPHUIOAHOCTH WJIH HeIPPEeKTHUBHOCTH
HCIO0JIb3YEeMOI CMCTeMbI YIIPABJIEHUS JOKYMEHTAMHU H MPOLECCOB YIPABJICHUS
AOKYMEHTAMH HeO0XO0IUMO...

a) yaHnutoxutb CYJl;

0) MoaudupoBaTh mporecch Y /JI;

B) 3amenuth CY/l;

T) epeiTy Ha OyMa)KHbIN TOKYMEHTOOOOPOT.

19. IIporpaMmmbl o0Oy4YeHHsI YNPABJEHUI0 [OKYMEHTAMM [10JIKHBI
OXBATBHIBATb...

a) poJlM M OTBETCTBEHHOCTb BCEX COTPYJHUKOB M TPOYMUX JIULL,
OTBETCTBEHHBIX 32 CO3/IaHME JIOKYMEHTOB BO BpeMs HUX pabOThl U 3a BKIIIOUECHHE
ITHX JOKYMEHTOB B CUCTEMY YIPaBIECHUS JOKYMEHTaMH,

0) pOJIK U OTBETCTBEHHOCTh BCEX PYKOBOJASIINUX PAOOTHUKOB;

B) POJIM Y OTBETCTBEHHOCTbH TOJIBKO BCEX IUTATHBIX COTPYAHUKOB;

I) pOJIM U OTBETCTBEHHOCTh TOJBKO BPEMEHHBIX PAOOTHUKOB U JIMII,
paboTaromux Ha OOIIECTBEHHBIX Hayagax.

20. Kak cootHocsatcas 'OCT P MCO 15489-1-2007 u TOCT P UCO
30300-2015?

a) 'OCT P UCO 30300-2015 ormenun 'OCT P UCO 15489-1-2007;
6) 'OCT P UCO 30300-2015 neranu3upyeT U YTOUHSET MOJOKCHHUS

I'OCT P UCO 15489-1-2007;

B) I'OCT P UCO 30300-2015 nukak nHe cBsizan ¢ ['OCT P MCO

15489-1-2007



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

15489-1-2007

KonTpoJsbnas pabora
o JucuuIuinHe «MeskayHapoaHble CTAHAAPTHI yIIPaBJIeHUSA

AOKYMEHTAMMN»

3apanmne 1. CoctaButh 0030p MyOJUKAIMI M0 TEPUOAUICCKUM H3IAHUSIM
(razetam, Hay4YHO-TIPAKTUYECKUM >KypHaIaM, COOPHUKAM Hay4HbIX TPYAOB U JIp.) 32
nociengnue 10 neT o poccutickom u MeHcOYHApOOHOM Onvime YNpAaeieHUs
OOKYMEHmMaMu 8 Op2aHu3ayusx, YnpasusiemMoix no MeicoOyHapoOOHbIM CMAHOapmam
HUCO cepuu 9000 (pazHvix sepcutl).
MeTtoauyeckue yKasaHus

AHanu3 mpeAcTaBUTh B BUJE TeKcTa 00beMOM He MeHee 3-x crtaHul (0e3
ydeTa CTpaHUI[ CChUIOK) C 00s3aTeNbHbIMU OHOIuOrpaduyecKUMH CChUIKAMU Ha
ucrounuku. [lpudt - 14, Times New Roman, mexxctpounsiit uatepsan -1,5. Bee

OJIA IO 2 CM.

Jlumepamypa u ucmoyHuxu

1. MenemxmeHT cerofins : [xypHai] / yupeautens: 3A0 "Uznar.
aom "I'pebennukoB" . — 2001- . — M. : I'pebennukos, 2006-2010 . —
Pexxum nocryma : http://elibrary.ru . - Berxoaut pa3 B 2 mecsina . — C.2011
roja AOCTYNEH B 2JIEKTPOHHOM Bujie . ISBN oTcyTcTByeT .

2.Menemxment B Poccum m 3a pyOexoMm : BCe O TEOpUU H
MpaKTUKe ynpaBieHus: Ou3HecoM, prUHaHCaAMU, KaJApaMHU... : [KypHam] . —
1997- . — M. : ®unnpecc, 2013- . - BeixoauT pa3 B 2 mecsina . - ISBN
OTCYTCTBYET.

3.TOCT P HCO 30300-2015 Cucrema crangapToB IO
uHpopmaIu, 6uOIMOTEUHOMY U U3AaTeNIbcKkoMy neny. Madopmanus u

nokyMeHTanusi. CucteMbl yhOpaBieHUs JTOKyMeHTaMu. (OCHOBHBIE
nosioxkeHust u ciosapb (yrB. IIpukazom PocrtexperynupoBaHusi oOT
09.12.2015 Ne 2123-ct) [DnektponHbiii pecypc] //  ®I'VII
Cranpaptuadopm. — Pexxum JIOCTYTIA:

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

3amanue 2. CocTaBUTh MOJZIEJIb OIEHKM HAJIW4YUAS B JOKYMEHTax
o0si3aTenbHbIX cBOKCTB, TpedyeMbix [OCT P UCO 15489-1-2007.
MeToanuyeckue yKa3aHus
JlaHHbIE ClIeyeT 3aHECTH B TaOJHILy.

dopma Tabnuibl 1

MO,Z[eJ'IB OLCHKHN HAJIMYHA B JOKYMCHTAX 00s3aTeJIbHBIX CBOﬁCTB, Tp€6yeMBIX

I'OCT P NCO 15489-1-2007

[Tonoxxenue crangapTa CBolicTBa JOKYMEHTOB ITokazarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSl  TpeOOBaHUAM
No 1 HazBaHUeE) cTaHjapTa
1 2 3
AYTEHTUYHOCTh
JlocToBEpHOCTH



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

IlenoctHOCTH

[IpurogHocte  miist
HCHOJIb30BaHUI

B nepBrIif cTO0€1] BHOCUTCS IUTATA U3 TEKCTA YKA3aHHOTO CTaHJapTa, Ie
oroBapuBaeTcsi Ha3BaHHOE B cToyibre Ne 2 cBoiicTBO AokymeHTa. Llurata momkHa
COIIPOBOXJIATHCS TOYHOM CCBHUIIKOM.

Bropoii cronber Tabnuilbl HE 3aMOMHIETCS U HE IOMOJIHAETCS.

B Tpetunit cronben BHOCSATCA TOKazarenu (PEKBU3UTHI, METaJlaHHbIE,
JIOKYMEHTBl W/WIM 3alice O TMPOU3BEACHHBIX JCHCTBUAX, MEpPEUHCIICHUE
OCHOBHBIX PE€3YJIbTaTOB), IO KOTOPHIM MOXKHO CYJIUTbh, YTO JOKYMEHTHI 00JaJat0T
TpeOyeMbIMU B CTaHIapTE CBOMCTBAMHU.

B kauecTBe BcoMoOraTenbHOrO Marepuana ajis 3anojHeHus crosudna Ne 3
CJIeAyEeT UCTOJIB30BATh CIEAYIOIINE UCTOYHUKH U JINTEPATYPY.

Jlumepamypa u ucmouHuxu
1. TOCT P HCO 15489-1-2007. HauumonanbHbli cTanmapt Poccuiickoit
®enepanuu. Cucrema CTaHAApTOB MO HHPOpMaUUU, OUOIMOTEUHOMY H
U3aTeNIbCKOMY Jiey. YTpaBieHue fokymeHtamu. Ooimue TpedoBanus (yTB.
[Tpuxazom PocrexperymupoBanus ot 12.03.2007 N 28-ct) [DneKTpOHHBIHI

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

2. TOCT P HUCO 22310-2009. Uudopmanus U TOKyMeHTaIus. PykoBOACTBO
JUIs.  pa3pabOTUMKOB CTaHJAPTOB, YCTAHABIMBAIOIIUMX TpeOOBaHUS K
ynpasienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmapturdopm, 2010.
[DNEeKTpOHHBI pecypc]. Pexum JNOCTyIIa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

3. TOCT P UCO 23081-1-2006. Muadopmanust u mokymeHTtanus. [Iporeccs
yOpaBJIEHUs JOKyMEHTaMH. MeTagaHHbele Uil JOKyMeHTOB. Yacte 1.
[Mpunmuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

Cranmaptuadopm, 2009. [DnexkTpoHHBIM pecypc]. Pexum pocrymna:
http://www.norm-load.ru/SNiP/Datal1/54/54932/index.htm

4. TOCT P HCO 30300-2015 Cucrema cranmapToB 1o uHGMOpMAINH,
OoubnuoTeyHoMy W u3AaTesnbckomy aeny. MHdopmanus v gOoKyMeHTaIusl.
Cucrembl ympaBiieHUs1 TOKyMeHTaMd. OCHOBHBIC TOJIOKEHUS W CIIOBaphb
(ytB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Ne 2123-cr)

[QnekTponHbIil pecype] // ®I'VII Crangaptundopm. — Pexum noctyma:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

5. Jlappun, M.B. VYmpaBieHue IOKyMEHTaMH Ha OCHOBE MEXIYHAPOIHOTO
crannaptra MCO 15489-2001: meron. mocobue / M.B. Jlapun, O.U. Prickos;
BHUMNJAL. M., 2005, C.5-20.

Bonpocsl k 3a4eTy no gucuuiuinHe «MeskIyHapoaHble CTAHAAPTHI YIIPABJIeHHSA
AOKYMEHTaMI)
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Hcropuss BO3HMKHOBEHHMSI MEXIYHAapOJHBIX CTaHAAPTOB B 00JacCTH MEHEIKMEHTA
Ka4yecTBa.

[TOHATHI «JTOKYMEHT» U «3aIIUCh».

OPUHIUNBL  UJIEHTU()UKAMU HOPMATUBHOM CpeJibl yIIpaBJIeHUs JOKyMEHTaMu ?
Pa3paboTka mosmMTHKY B 00JaCTH YIPaBICHHUS JOKYMEHTAMU?

[TpeanocelIKy MOSBIEHUS MEXKAYHAPOIHBIX CTAaHIAPTOB B 00JACTH MEHEKMEHTA.

CMK kak cuctema ynpasiieHUsI TOPU30HTAIBHBIMU [TPOLIECCAMU

[Tousitue ctannapra B untepnperanuu MCO.

OcHoBHBIE TpUHLUIIBI pa3padoTku ctanaapToB NCO.
[Tpouenypa pazpaboTku MexayHapoaHbix ctanaaptos MCO.

. [IpeumyIiecTBa HMCHOIB30BaHUSI MEXIyHapoaHbIX crangaproB MCO B obnactu

yIpaBJICHUS TOKyMEHTaMH U HH()OPMAITMOHHOTO MEHEKMEHTA, MEHEKMEHTA PUCKOB?
[TonsiTHE O cUCTEMaxX MEHEI)KMEHTa KayecTBa.

[TpuHIUIBL POPMHUPOBAHUS CHCTEMBI MEHEIPKMEHTA KaueCTBa.

Tpebosanus crangaproB MCO cepun 9000 k paboTe ¢ TOKyMEHTaMHU .

[TpeumyiiecTBa BBEIEHUSI CUCTEMbl MEHEIKMEHTA KaueCTBa.

JlokyMeHTaIus CUCTeMbl MEHEIPKMEHTa KauecTBa

[{enb MONUTUKY yIIpaBICHUS TOKYMEHTaMU?

OTBETCTBEHHOCTb 3@ YNpPAaBJIECHUS JOKYMEHTAMH: 32 UX IPOEKTHPOBAHUE, BHEJIPEHUE U
COXpPaHHOCTb ~ CUCTEM  YIpPAaBJIEHHUS JIOKYMEHTaMH W HX  OKCIUTyaTallMOHHBIE
XapaKTepUCTHUKH, 32 00yUeHHE M0JIb30BaTelel yIpaBIeHUIO JOKYMEHTaMH U IPUMEHEHUE
CUCTEM YIPAaBJIECHUS JOKYMEHTaMH B UHJIMBUYaIbHOU IPAKTUUYECKON AESITEIbHOCTH.
OTBETCTBEHHOCTh PYKOBO/ICTBA OpPraHU3alMy B 00JIACTH YIIPaBJIECHUS TOKYMEHTaMHU.
@YHKIMH U OTBETCTBEHHOCTh aIMUHUCTPATOPOB CUCTEMBbI YIIPABJICHUS?

CBoiicTBa TOKYMEHTOB, o0ecreurBaeMble paboTHUKaMU opraHu3anuu. CyTh Kaxa0ro u3
CBOMCTB.

AYTEHTHYHOCTb U CIIOCOOBI €€ 0OeceueHusl.

JloCTOBEpHOCTH U CIIOCOOBI €€ 0OeCTICUeHMUS.

LlennocTHOCTB M cIIOCOOBI €€ 0OecTIeYeH .

[TpuronHOCTH J171s1 UCTIONB30BAHMS U CIIOCOOBI €€ 0OecTIeueHUs.

Tpebosanuss 'OCT P MCO 15489-1-2007 x cucremMaMm yIpaBlieHUs IOKYMEHTaMH.
PackppITh Kax10€e TpeOOBaHUE.

ITpoexTrpoBaHNe U BHEAPEHUE CUCTEMBI YIIPABIECHUS JOKYMEHTaMHU.

CxoncTtBO M OTJIMYMS B IPHUEMax OIPEAETCHHUs] CPOKOB XpaHEHHUS JOKYMEHTOB IIO
crangapty UCO P 15489-1-2007 u oTeueCTBEHHBIM HOPMATHUBHBIM ~ aKTaM.

[Tporpamma pa3paboOTKH CUCTEMBI YIPaBICHUS JOKYMEHTaMH.

MOHUTOPUHT U ayIUT CUCTEMBI YIIPaBJICHUS JOKYMEHTaMHU.

OcnoBuble TpeboBanuss 'OCT P HUCO 15489 mo oOyueHHIo cucTeMe YIpaBieHHS
JIOKyMEHTaMH.

UTOIOBbIN KOHTPOJIb /

UTOroBsIi TECT MO Kypey [/

IIpocMoTp

Bompoc 1

TekcT Bompoca

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

Bribepure ouH OTBET:

d. JOCTOBCPHOCTbH, AayTCHTHYHOCTD, IPUT'OJHOCTD JJIsI MCIIOJIb30BAHMS, IETIOCTHOCTD


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

b. HaaACKHOCTb, CUCTEMHOCTbH, COOTBETCTBUEC, JICTUTHUMHOCTD, ICJIOCTHOCTh
C. CUCTEMHOCTbh, KOMIIICKCHOCTb, QYyTCHTHYHOCTD, IIPUT'OAHOCTD AJI UCIIOJIb30BAHU

d. HaZIeKHOCTB, IIEIIOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHUE
Bompoc 2
Tekct Bompoca
Kaxkomy Texunueckomy komurery MCO Obl1a nmopydena paspadorka SO 15489?
Bribepure ouH OTBET:

f'
a. TK 37 «Tepmunonorus (IpUHIUIBI U KOOPAUHALINSA)»

-~

b. TK 176 «YmpaBieHue Ka4ecTBOMY

f'
c. TK 46 «1udopmanus 1 TOKyMEHTALUS

S d. TK 171 «Bocmpou3BeneHre JOKYMEHTOBY

Bompoc 3

TexkcT Bompoca

IIpumeHeHre MeKIYHAPOAHBIX CTAHAAPTOB B OTE4YeCTBEHHOM /IeJIONPOM3BOJCTBE
HAYaJIOCh ...

Boi6epute ouH OTBET:

a. B KOHIIE XX B.
S b. B Hauane XXI B.

C. B Hayasie XX B.

d. B xonne XIX B.

Bomnpoc 4

TekcT Bompoca

Kakoii U3 nmepe4nciaeHHBIX HHMKe MEKIYHAPOJHBIX CTAHAAPTOB NMpPEAHA3HAYEH JIA
CO3/IaHMS B OPTaHM3ALUAX CHCTEM yIPaBJIeHHUSA JOKYMEHTAMH Ha CTPaTerniyeckoM YpOBHe,
TO €CTh HA YPOBHE OTBETCTBCHHOCTH U B 30HE NPMHATHS PeLICHNH pyKoBoacTBa?

Boi6epuTe ouH OTBET:

‘ a. UCO 15489:2001 «Mupopmanns u JOKyMEHTaLMs. YIIpaBJIeHuEe JOKYMEHTaMM»

‘ b. UCO 23081:2004 (pex. 2006 r.) «Uudpopmaruss u gokymeHrtaus. I[Iporecchr

yHpaBJICHUA TOKYMCHTAMH. MeTtagaHHbIE IJIS JAOKYMCHTOB»

C c. UICO/TO 26122:2008 (pen. 2009 u 2010 rr.) «MHQOpMAIS U JOKYMEHTAITUS.

Amnanmus pa6oq1/1x mponeccoB, NPUMCHACMBIX B OTHOIICHUNU JOKYMCHTOB)»

© d. UICO 30300:2011 «Mudopmanmss u pokymeHTanus. CHCTEMBI YIpaBICHHS

JoKymMeHTaMu. OCHOBHBIE MOJIO)KEHUS U CIIOBAPb)
Bonpoc 5
TekcT Bompoca
Yem nzmepsiercst 3p(PpeKTHBHOCTH NPUMEHEHHUsI Me:KIYHAPOAHOI0 cTaHaapra?
Bribepute oauH OTBET:

a. OTCyTCTBHEM HapeKaHU CO CTOPOHBI HAJ30PHBIX OPraHOB

b. [Tony4yeHne KOHKYPEHTHBIX MPEUMYILECTB, IPUOBLTH 32 CUET COBEPILCHCTBOBAHMUSI
CHUCTEMBI OPTaHU3ALMH JEIOBOM NEATEIBHOCTH

C. [TonmHo#t yHudUKammen mporeccoB opraHu3aIum

d. CozmanuemM HEOOXOJMMOTO TTaKeTa JOKYMEHTOB
Bormpoc 6
TekcT Bompoca



YT100bI COXPAaHATH KOPIOPATHBHYIO LIEJIOCTHOCTH Cpe/ibl YIpaBJaeHUs HHPopManuei,
OpraHu3anuy HeoOX0AUMO. ..

Bribepure ouH OTBET:

a. peryJiipHO MPOXOIUTh IIPOBEPKY BO BHEIIHUX ayIUTOPCKUX U HAJA30PHBIX OPraHax

b. ocoboe BHMMaHHWE yIenATH BCceM HH(DOPMALMOHHBIM CHUCTEMaM H IpaBHIIaM
(cTparerusiM, MOJUTHKAM), TPUMEHSIEMbIM BHYTPH OpraHU3aluu

C. Ha3HAYUTH OTBETCTBCHHBIX 34 IIPOBEACHUEC ayAuTa © MOHUTOPHHI'A YI[

r'
d. UMeTh TOIBKO OOHY aBTOMAaTU3HUPOBAHHYIO CUCTCMY B OpraHu3aluiu

Bompoc 7
Tekct Bompoca

Kaxas npooemMa/bl BO3HMKJIA/H c BHe/IpeHUEM CTaHAapTa HUCo

15489:2001? «Mudopmanusi ¥ TOKyMeHTALUsA. YIpaBjeHne JoKyMeHTaMmu» B Poccuu?
BriGepure oauH OTBeT:

a. [Ipobnema HanmoHaNbHOM crien(UKHN B MPAKTUKE PabOTHI C TOKYMEHTaMU
P
b. [TpobseMa orpaHH4YEeHHOCTH IPUMEHEHHUS CTaHIapTa

C. [IpoGiema TepMHUHOIOTMYECKOIO HECOOTBETCTBUS

d. ITpoGsiemMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIbHON 0a301
Bompoc 8

Texkct Bompoca
B noucke orsera Ha BONpPOC, B 4YeM NPHYMHA IJIOXOI0 KAa4eCTBA TOBAPOB U YCJYT,

skcnepTsl MCO npuiuim K BEIBOAY, YTO OHA 3aKJIIOYAETCS BCEraa ...
Boi6epuTe ouH OTBET:

a. B INIOXOM oprann3allviid MCHCIPKMCHTA
b. B HU3KOM KayecTBe CBhIPpbA

C. B HU3KOM NnpodeccuoHalbHON MOAr0TOBKE IepcoHala

d. B HemocTaTke (DMHAHCHPOBAHUSI
Bompoc 9
Tekct Bompoca
KeM 10/1kHBI YyTBep:KIATHCH BCe pellleHHs 0 BKJIKWYeHMH J0KyMeHTOB B CY]l m
YCTAHOBJICHMH CPOKOB M MOPSAKA UX XPaHeHUs1?
Br16epute oauH UM HECKOJIBKO OTBETOB!

-
a. ApXUBHBIM OPTraHOM

b. BBICIIIMM PYKOBOJICTBOM
C. HAI30PHBIM OPraHOM, ayAUTOpaMU

d. otBercTBenHBIM 32 CY ][]
Bonpoc 10
TekcT Bompoca

IlepeBoa KakuMX TePMHHOB BbI3BAJ HauOO/bILIMEe TPYAHOCTH Y TepeBOIYMKOB
BHUUJIAA?

Bribepurte o1H UM HECKOJIBKO OTBETOB:
a. METaJlaHHbIE

b. 3amuce

.

C. TIOKYMCHT

.

d. apxuB



Bompoc 11

TekcT Bompoca

K xakoii cepum crangaproB BocxoauT crangapr MCO 15489-2001 «Ynpasienue
AOKYMeHTaMu»?

Bribepure ouH OTBET:

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

d. Cepuu ISO 10000

Bomnpoc 12

TekcT Bompoca

C KeM J0J17KHBI COTJIACOBBIBATHLCS BCe PellleHUs 0 BKJIYEHNH IOKYMEHTOB B CHCTEMY
ylpaBJ/ieHHs JOKYMEHTAMH M YCTAHOBJIEHHH CPOKOB M MOPS/IKA UX XpaHeHuUs1?

Bo16epuTe 0uH WM HECKOJIBKO OTBETOB:

-

L a. orBercTBeHHBIM 32 CVY /|
-
b. Hag30pHBIM OPraHOM, ayJAUTOPAMH
-
C. apXHBHBIM OPI'aHOM
-

d. BBICHIHM PYKOBOJCTBOM

Bompoc 13

TekcT Bompoca

KiroueBoe nmonsitue «ympapjieHHe JOKYMEHTaMH» B pPa3HbIX CTPaHAX, B TOM 4HCJIe
Poccun, BbI3BAJI0 TEPMUHOJIOTHYECKYI0 JUCKYyccHIO. C KaKMMM U3 NepeYrcIeHHbIX HHUKe
TOHATHIH ero CTPEeMUJINCh OTOKAECTBJISATD?

Bri6epuTe ouH OTBET:

a. YIIpaBJICHHUC apXUBaMH
b. ynpaBnenue 10KyMeHTOO00OPOTOM

C. ynpasiieHue HHpopMaIen

I
d. co Bcemn MEpCUNCICHHBIMU

Bompoc 14

Texcr Bompoca

YkaxkuTe npaBW/bHOE MNPOJOJKEHHEe BbICKadbIBaHMA: «CHucTeMa MeHeIKMeHTAa
Ka4ecTBa — 3T0...»

Bribepute oauH OTBET:

a. COBOKYHHOCTI) OCHOBHBIX )IeI\/'ICTBI/II\/’I, HaHpaBHeHHBIX Ha JOCTUXCHUC ITOCTABJICHHBIX
3amay (meneu, moamesnei)

{ o
b. Cucrema MCHC/DKMCHTA JJII PYKOBOJACTBA MW YIPAaBJICHUA OpraHU3alucu

MPUMCHHUTCIIBHO K KaUCCTBY

I
C. O6H_II/IC HaMCpPCHUA U HAIPABJICHUA ACATCIBHOCTU OPpraHU3allu B o0iactu Ka4ycCTBa,

opuIMaTBEHO CPOPMYITHPOBAHHBIE BBICIIUM PYKOBOJACTBOM

d. Cucrematiueckas MACHTUDHUKALUS U YIIOPSTOUCHUE JICTIOBOM IEATEIBHOCTH U (HJIH)
JOKYMEHTOB I10 KaTerOpUsIM B COOTBETCTBUU C JIOTUYECKU CTPYKTYPUPOBAHHBIMU YCJIOBHSIMH,
METOJaMH M MPOLEAYPHBIMU IPAaBUIIAMH, NIPEJICTABICHHBIMH B KJIACCU(PUKALIMOHHOM cUCTEME.

Bompoc 15

TekcT Bompoca

Yro0bl omnpenesite TPeOOBAHUSA K MNPaKTHKe, 00C/IeI0BAHMIO, IMPOBEpPKe U
TeCTHPOBAHMIO MPOLECCOB YNPABJIEHUSI JOKYMEHTAMH, He00X0AUMO...



Bribepure ouH OTBET:

a. peryJisipHO IPOXOIUTh IIPOBEPKY BO BHEIIHUX ayIUTOPCKUX U HAJA30PHBIX OPraHax

b. nokymenTanbHO 3adUKCUPOBATH HOPMBI COOTBETCTBYIOILETO 3aKOHOJAATEIbCTBA,
CTaHJApTOB U MOJIUTUKY OpraHU3aLUU

C. OTCJICKHBATh N3MCHCHHS B 3aKOHOJATCIbCTBE

d. Ha3HAYUTH OTBETCTBEHHBIX 32 IPOBEICHUE ayIuTa U MOHUTOpHUHTa Y ]|
Bormpoc 16
Tekct Bompoca
B cayuyae oOHapy:KeHHsI HENPHUIOAHOCTH HJIM HeIPPEeKTHBHOCTH HCHOJIb3YyeMO
CHCTeMbl yNPpaBJieHUs JOKYMEHTAMM M MNPOLECCOB YNPaBJEeHUSl JOKyMEHTaMu
HE00X0ANMO...
Bri6epute ouH OTBET:

a. meperTu Ha OyMaXHbIN JOKYMEHTOOOO0POT
b. yauaroxuts CY /]
C. 3ameHuTh CY ]|

d. mogudunupoBats mporeccol Y]]
Bormpoc 17
TekcT Bompoca
TpeOoBaHMs K cHCTEME MEHEIKMEHTA Ka4eCTBA ONMCAHDI B...
Bri6epute ouH OTBET:

" a Cepun ISO 9000
b. Cepuit 30300
¢. Cepuu ISO 14000

d. Cepun ISO 10000
Bomnpoc 18
Tekct Bompoca
IIporpamMmmbl 00y4eHus1 yHpaBJIeHHIO JOKYMEHTAMH 10J’KHbI OXBATbIBATh...
BeiOepute oauH OTBET:

a. pONIU ¥ OTBETCTBEHHOCTH TOJILKO BPEMEHHBIX paOOTHUKOB U JIHI, pabOTarOIMIMX Ha
0OIIIECTBEHHBIX HAYaJIax

b. POJIn MU OTBECTCTBCHHOCTH BCEX COTPYAHHUKOB M HNPOUYUX JIMI[, OTBETCTBCHHBIX 3a
CO31aHUC OTOKYMCHTOB BO BpEMsS HX pa60T1,1 U 3a BKIIIOYCHHUE O3THUX AJOKYMCHTOB B CHUCTEMY
YHpaBJICHUA NOKYMCHTaAaMU

C. pOJId U OTBETCTBCHHOCTH TOJILKO BCEX IITATHBIX COTPYAHHUKOB

I
d. PO U OTBETCTBCHHOCTH BCEX PYKOBOIAMIUX pa6OTHI/IKOB

Bomnpoc 19

TekcT Bompoca

Korna B Poccnn nosiBuinch nepsbie ctanaaptel mo CMK?
Bribepute oauH OTBET:

© a4 B2000T.
b. B 1997 1.
c.B 1947 .

d. B1987r.
Bompoc 20

-

f

-



TekcT Bompoca
Kak cooTHocsitess TOCT P UCO 15489-1-2007 u TOCT P UCO 30300-2015?

Bribepure ouH OTBET:

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

© b. TOCT P CO 30300-2015 mensier repmunonoruio 'OCT P MCO 15489-1-2007
c. TOCT P 1UCO 30300-2015 ormenun I'OCT P UCO 15489-1-2007

d. TOCT P MUCO 30300-2015 nukaxk ne csizan ¢ [OCT P UCO 15489-1-2007
Bormpoc 21

Tekct Bompoca

Kaxkoe mecTo oTBOAMTCH ynIpaBJjieHUI0 1okymMeHTamu B cranaaprax UCO 9000?
Bri6epute ouH OTBET:

-

f

a. YrpaBlleHHE JOKYMEHTaMH pacCMaTpUBACTCA KaK BCIOMOIATENbHBIA IIPOLIECC,
00CYXHMBaIOIIUN MEHEPKMEHT

b. praBHeHI/IC JAOKYMCHTaMU ABJISICTCS caMOM BaKHOM YacThIO MCHCI’KMCHTA

C. praBHeHI/Ie JOKYMCHTAaMU ABJIACTCA COCTaBHOM YaCThIO MCHCIPKMCHTA

f'
d. Yopasienue JOKyMEHTaMH HE pacCMaTPUBACTCS U HE ONHCHIBACTCS

Bomnpoc 22

Texkct Bompoca

B uem 3akJ/04aercs yHuBepcaabHOCTh cTaHAapToB ISO cepuu 9000?
BeiGepute oauH OTBET:

a. YHI/IBepcaJ'IBHOCTB CTaHOapTOB obecneunBaeTCs TEM, 4YTO B Tpe6OBaHI/IHX ObLIH
YUYTCHBI MHCHUA PA3HBIX SKCIICPTOB

b. Onu mpesyiararoT oIHy OOIIYI0 YHUBEPCATbHYIO MOJIC]Ib MEHEKMEHTA

C. OHM TpUMEHHMMBI AJI 000N OpraHu3alMi BHE 3aBUCUMOCTU OT YHUCIEHHOCTH
nepcoHaa, GopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PBIHKOB, XapaKTepa BhIITYCKaeMOU MPOIyKIIUU
WJIM OKa3bIBAEMBIX YCIYT

d. YHHBepCaIbHOCTD HPOSIBISETCS B TOM, YTO JAHHOW CepUH 000OIICHBI TpeOOBaHHUS
JIPYTUX CEpUNA CTaHIAPTOB
Bomnpoc 23
TekcT Bompoca
Oco0enHoe oTHOIIEHHE K JOKyMeHTauuu cranaapros 9000:2000 onpenessiercs Tem,
4qTo...
Bribepure o1H OTBET:

a. praBJ’ICHI/IC JOKYMCHTAaMU pPACCMATPUBACTCA KaK BCIIOMOT aTEeIbHBIN mpomoecce,
06CHY)i(I/IBaIOLLIHﬁ MCHCIXKMCHT

b. praBJ’ICHI/IC JAOKYMCHTaMU SABJISICTCS CcaMOM BaKHOM 4acThbIO MEHEXKMEHTA

- o
c. Ha xaxmaom MNpCaANpUiATUNA, B KaXIOW OpraHu3aliuv OOJIKHA OBITh HE TOJBKO

pa3paboTaHa, BHEJpeHa 1 JICHCTBOBATh CHCTEMa MEHEDKMEHTA Ka4eCcTBa, HO 33/I0KyMEHTHPOBaHA
“ VYrpasneHne T0OKyMEHTaMH SIBIISICTCS COCTaBHON YacThI0 MEHEKMEHTA
Bormpoc 24

TekcT Bompoca

PacnpenesnenHoe ynpasJjieHHe JOKYMEHTAMH — 3TO...

Bribepure ouH OTBET:

P
a.CY]l, rme OTBETCTBEHHOCTb 3a JOKYMEHTBI paclpeieiieHa MEXIy BCEMH



paboOTHUKAaMU OpTraHU3AIHH

f'
b. mpaBuibHO cipoektupoBanHas CY /I, coorBercTByromas Merogonoruu UCO

C. KOHTpoJupyeMass U JoKyMeHTanbHO odopmienHas CY]l, koropas crnocoOHa
HO/JICP)KUBATh AIbTEPHATUBHBIC BAPHAHTHI Pa3MELICHHS JOKYMECHTOB

© d. CY/I, ucronb3yroias ayTCOPCHHT

Bormpoc 25

Tekct Bompoca

IHouemy pyHKuMM cekpeTapuaT o0ecredYuBajl AaBCTPAJIUMCKUI HAIIMOHAJILHBIA OPraH
cTaHJapTU3auuu?

Bribepute oauH oTBeT:

a. ABCTpaivsi BBICTyNUJIa ¢ MHULIMaTUBOM co3aanus [SO 15489

b. ABcTpanusi paHblie APYruX BHEAPHIA HALMOHAIBHBIN CTaHAAPT IO YIPABICHUIO
JOKYMEHTaMU U €ro IMPU3HAIN JY4IINM B MEXAYHAPOAHON ITPAKTUKE

C. ABcTpanus Bcerja BeIONHET AaHHy0 GyHKuio B TK

“ 4B ABcCTpasiuy Jy4iliue CeKpeTapu

Bomnpoc 26

TexkcT Bompoca

Korna oObu1a co3gana MexayHapoaHass OpPraHu3anusi 10 CTAHAAPTH3ALMU
(International Organization for Standardizations)?

Bri6epute ouH OTBET:

© A B1947r.
b. B 2007 r.
c.B 1986 T

d. B2001 r.

Bomnpoc 27

TekcT Bompoca

«PHCK-OpHEeHTHPOBAHHOE MBILLJICHHE» MOSIBHJIOCH B CTAHAAPTAX BEPCHH. ..
Bri6epuTe ouH OTBET:

© a2015T
b. 2000 T-
c. 1987 .

d. 1994 r.

Bomnpoc 28

Tekcr Bompoca

Kakoii TexHu4YecKHil KOMUTET SIBJSIETCH TJIAaBHBIM MO pa3padoTke CTAHAAPTOB IO
YIPaBJICHHUIO NOKYMeHTAMu ?

Bribepute oauH OTBET:

f

e
e

~

f

f

-

a. TK 176 «YnpaBineHne kKauecTBOM»

-
b. TK 6 «bymara, KapTOH H IIeIUTIOI03a

-
c. TK 68 «bankoBckoe /€710, IIEHHbIE OyMaru u Jpyrue (pMHaHCOBBIE YCIYTH

© d. TK 46 «MHbopManus 1 JOKyMEHTAIHS

Bomnpoc 29
TekcT Bompoca
Joxymentanuss CMK BkiIO4aeT cjieayomuii nakeT J0KyMEHTOB:



Bribepure ouH OTBET:

a. Llesin ¥ monuTHKa OpraHu3aluy, pyKOBOJACTBO IO Ka4eCTBY, JOKYMEHTHUPOBAHHBIC
[POLIEAYPHI, AOKHOCTHBIE HHCTPYKLIUU U IIOJIOKEHUS O CTPYKTYPHBIX IOAPA3ACICHUAX,
CTaHJApPTHl OPTaHU3AIMH U pabovYre UHCTPYKLIUHU

b. JlokyMeHTHpOBaHHBIC MPOLEAYPHI, JOJKHOCTHBIC HHCTPYKIIUH U TOJOXKCHHUS O
CTPYKTYPHBIX MOJIpa3iesieHUsIX, CTaHAapThl OpraHU3aluu U pabouyre HHCTPYKLUN

I
C. PYKOBOI[CTBO 0 KadeCTBY, MAOKYMCHTHUPOBAHHBLIC IIPOHCAYPbI, CTaHIAPThHI

OpraHu3anuy u padboune HHCTPYKIIUU

I
d. Muccus opraHu3alyu, OCJIW U IMOJIMTHKA OPraHu3anun, pyKOBOACTBO IIO KA4YCCTBY,

JIOKYMEHTUPOBAHHBIE TPOLEAYPHI, JOJKHOCTHBIE MHCTPYKUMU U TMOJIOKEHUS O CTPYKTYPHBIX
MoJIpa3/iesIeHusIX, CTaHAAPThl OpraHU3aluy U paboure HHCTPYKLUU

Bompoc 30

TexkcT Bompoca

Br100p HOcuTE 1 HH(OPMALIMU 3aBUCUT OT:

Bri6epute oauH UM HECKOJIBKO OTBETOB:

d. MaTepHaJIbHBIX BO3MOKHOCTEH OpraHu3anuu

-
b. 06beMa TOKYMEHTO000POTA OpraHU3aAIUT

B o o
C. MPOTHO3UPYEMBIX TUIIOB YPE3BBIYANHBIX CUTYyAII

-

d. cpOKOB XpaHEHUS TOKYMEHTOB

Bompoc 31

Tekct Bompoca

Kakue/as wyactb/u ISO 15489 Obliu mnepeBeleHbl W TPHHATBI B KadecTBe
HANMOHAJILHOI0 POCCHICKOrO cTaHaapra?

Bri6epuTe ouH OTBET:

a. Tonpko 2-ag u 3-g yact
b. Bce wactu
C. Tonpko 2-as 4yacTh

d. Tombko 1-ast 4acTh
Bompoc 32
Tekct Bompoca
Yro cnmocoOCTBOBAJIO AKTHBHM3ALUMHM  MEKAYHAPOAHOW  CTAHAAPTH3ALMH U
cepru(uKanuu B 00/1aCTH YIPABJICHUSA JOKYMEHTAMHU ?
Br16epute oauH UM HECKOJIBKO OTBETOB:

a. CrangapTuzaius MEHEIHKMEHTA

-
b. YBenuueHne kommuecTBa SKCIEPTOB, YYACTBYIOIIUX B pa3padOTKe CTaHIAPTOB
-
C. BHeapenue 31eKTpoHHOT0 JOKYMEHTO000poTa
-

d. I3mMeHeHus B 3aKOHOAATEIIbCTBE

Bomnpoc 33

TekcT Bompoca

Kakum HOPMATHMBHBIM JOKYMEHTOM B OPraHU3aliH J0JKHO PerjiaMeHTHPOBATHCHA
KOHBEPTHPOBAHUE M MUTPALIMS JOKYMEHTOB U3 OJIHOIH CHCTeMbI YIIPaBJIeHUs JOKYMEHTAMH
B Ipyryr?

Bri6epute oguH OTBET:

a. yCTaBOM OpraHHu3aluu

b. mpuka3oM 0 KOHBEPTUPOBAHWU M MHIPAIMUA JTOKYMCHTOB W3 OJHOW CHCTEMBI



YIIPABJICHUS JOKYMEHTAMHU B IPYTYIO

© . TOCTom

d. HHCTpYKIHEH M0 KOHBEPTUPOBAHHIO U MUTPAILIUU JIOKYMEHTOB
Bompoc 34

Tekct Bompoca

IHouemy, mno wmHeHuw B.D. AukoBoii, HCO 15489 '"craBur Kpect" Ha
AeJIONPON3BOJACTBE B CTAPOM NOHUMAHUM?

Bri6epute oauH UM HECKOJIBKO OTBETOB:

a. Cranmapt TpeOyeT MOJMHOM 3aMEHBbl BCEH HAYYHO-TEPMHUHOJIOTHYECKON Oa3bl
JIEJIONPOU3BOJICTBA

r .
b. Crangapr He mnpenmonaraeT BO3MOKHOCTH IPUMEHSTH HALMOHAIBHBIA OIBIT
YIIPaBJICHUS JOKYMEHTaMHU

. Crarmapt 0003HaYMII HEOOXOIUMOCTB TIepecMOTpa ctaryca ciyxosl JIOY u ee ponu
B JICATEIILHOCTH OPTaHU3aIMU B 1CJIOM

d. Cranmapt kacaercs BceX JOKYMEHTOB OpraHH3aliH (& He TOJIBKO YIIPABICHYECKUX ),
OTPaXKAIOIIKX BCE JEIOBBIE IPOLIECCHI
Bompoc 35
TexkcT Bompoca
Ha3zoBuTe TpU MeKIYHAPOAHbIE OPraHU3AIUU 110 CTAHAAPTU3ALUU
Bribepute oauH UM HECKOJIBKO OTBETOB:

-
a. MexnayHapoHas 2JIeKTPOTEXHUYECKass KOMUCCHS
» N
b. EBpomneiickuit HHCTUTYT CTaHIAPTOB AIICKTPOCBS3U
-
C. MexnyHapoaHasi OpraHu3alus CTaH1apTU3alun
-

d. Mexnaynapoabiii Coro3 DIeKTPOCBA3U



OueHoyHbIe CPeICTBA UIs NPOBE/eHHs IPOMEKYTOYHOH aTTecTaluu

[pnioxenune 2

CTpyKTypHBI
AJIEMEHT

KOMIICTCHII N

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHoYHBIEC CPEACTBA

IIK-5

BJIAJCHUEM TCHACHIUSAMU Pa3BUTHUSA I/IH(l)OpMaIII/IOHHO-Z[OKyMeHTaIII/IOHHOFO U o0ecreyeHus YIIpaBJICHUS apXUBHOI'0 A€J1a

3HaTh

MeHOeHYUU pas3sumus UHGOPMAYUOHHO20 U OOKYMEHMAYUOHHO20
obecnevenusi 0essmeibHOCMU 0P2AHU3AYULL,

MENCOYHAPOOHblE — OpeaHu3ayul, 3aHumalowuecs 006006uenuem
Muposozo onvima 6 ooracmu 1OY u J[OY;

MeHCOYHAPOOHBIE OOKYMEHMbL, OMpaxjcaowue Mupogol Onvlm K
opeanusayuu UHDOPMAYUOHHO2O u O0OKYMEHMAaAYUOHHO20
obecneuenus 0eno8olU 0esameIbHOCmU,

=

No ok

10.

Bomnpocs! k 3a4ery
IlonsiTHE O cUCTEMaX MEHEKMEHTa KaueCTBa.

[Tpunuuner  GOpMUPOBAHUS  CUCTEMBI  MEHEIKMEHTa
KayecTBna.

TpeboBanus cranmaproB HMCO cepun 9000 k pabore ¢
JIOKYMEHTaMH .

[IpeumyiiecTBa BBEI€HUS CUCTEMbBI MEHEPKMEHTA KayeCTBa.
JlokymeHTaIMs CHCTEMBbl MEHE/HDKMEHTA KauecTBa
[{ens mONUTUKY yIIpaBIEHUS TOKYMEHTaMuU?
OTBETCTBEHHOCTh 3a YINpPaBIECHUS JOKYMEHTaMH: 3a HUX
MPOEKTUPOBAHUE, BHEAPEHWE M COXPAHHOCTb CHCTEM
VOpaBICHUS JOKYMEHTaMH M WX OKCIUTyaTallMOHHBIC
XapaKTePUCTHKH, 32 00y4YeHHE TIOJb30BaTeNNel yIpaBICHHIO
JOKYMEHTaMH U  TNPUMEHEHHE CHCTEM  yIpaBleHUS
JTOKYMEHTaMH B VHIUBUYyAJIbHOMN MPAKTUYECKOM
JIeSITCIIbHOCTH.
OTBETCTBEHHOCTh PYKOBOJCTBA OpraHU3allMK B OO0JIaCTH
YIPaBJICHUS JOKYMEHTaMHU.
@OYHKIIMK U OTBETCTBEHHOCTh aIMUHHCTPATOPOB CHUCTEMBI
yrpaBieHus?
CBoiicTBa JOKYMEHTOB, oOecrednBaeMble pPabOTHUKAMU
opranuzaiuu. CyTb KaxJa0ro U3 CBONCTB.

HUTorosblii TeCT M0 Kypcy




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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

a. TOCTOBEPHOCTh, AYTEHTUYHOCTb, IPUTOHOCTD JUISI
UCII0JIb30BaHUs, LEJIOCTHOCTh

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

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

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

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

b. TK 176 «YnpaBieHue KauecTBOM

c. TK 46 «1ndopmanus u 10KyMeHTALIMSD

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

a. B KOHIlEe XX B.




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

b. B Hauane XXI B.

¢. B Hagasie XX B.

d. B xonue XIX B.

Bomnpoc 4

Tekct Bompoca

Kakoii u3 nepe4ncieHHbIX HHKe MeKIYHAPOAHBIX CTAHIAPTOB
NnpefAHa3HA4YeH JUIA CO3JaHHSI B OPraHM3alusX CUCTEeM
yIpaBJieHHsl IOKYMEHTAMM HAa CTPATerH4ecKOM YPOBHe, TO eCTh
HA YPOBHe OTBETCTBEHHOCTH M B 30H¢ NPHUHATHS peLIeHHi
pyKoBojacTBa?

Br1bepute oauH OTBeET:

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

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

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

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

BeiGepure ofuH OTBET:
a. OTCcyTCTBHEM HapeKaHUI CO CTOPOHBI HAJI30PHBIX OPraHOB
b. [TonyyeHne KOHKYPEHTHBIX IPEUMYILECTB, MPUOBLIH 3a CUET




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

COBEPILEHCTBOBAHUS CUCTEMbI OPIaHU3aLUU JIEJIOBOM 1€ TEIbHOCTH

c. [TonuHo# yHuUKaIHeH MPoLecCoB OpraHu3aiuu

d. Co3ganuem HEOOXOMMOTO MaKeTa JTOKyMEHTOB
Bomnpoc 6
Tekct Bompoca
Y100bI COXpaHATH KOPIIOPATHBHYIO LEJIOCTHOCTD CPe/Abl
ynpasJjeHus uHGpopmanuei, opranu3anum Heo0X0AuMo...
Br16epute oauH OTBeET:

a. pEryJIsIpHO MPOXOJUTH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX U
Ha/I30pHBIX OpraHax

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

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

d. ©MeTh TOJBKO OJIHY ABTOMAaTU3UPOBAHHYIO CUCTEMY B
OpraHu3aluu
Bomnpoc 7
Tekct Bompoca
Kakas npo0.iema/bl Bo3HMKJIa/u ¢ BHeApeHueM ctanaapra HCO
15489:2001? «HWudopManusi ¥ JOKYMEHTaUus. YIpaBJieHHe
AoxkymeHramm» B Poccun?
BeiGepure ofuH OTBET:

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

b. [Ipobnema orpaHUYeHHOCTH IPUMEHEHUS CTaHAapTa

c. [Ipobnema TepMUHOIOTHYECKOTO HECOOTBETCTBUS

d. IIpobrema HECOBMECTUMOCTH C POCCUICKON 3aKOHOAATEIbHOM




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

6azoit
Bormpoc 8
Tekct Bompoca
B noucke oTBeTa Ha BONPOC, B YeM NPUYNHA IUIOX0I0 Ka4YecTBa
TOBApOB M YCayT, 3kcnepThl UCO npuuuim K BHIBOIY, YTO OHA
3aKJ/II04aeTcs Bcerjaa ...
Bribepute oauH OTBeET:
a. B TUIOXOH OpraHW3aluy MEHEIHKMEHTA
b. B HU3KOM KaueCTBE CHIPbS
C. B HU3KOH npodeccHoHaNbHON MOATOTOBKE IIepCcoHala
d. B HEMOCTaTKE (PMHAHCHPOBAHUS
Bormpoc 9
Tekct Bompoca
KeM 10/15kHBI YTBEPKIATHCS BCE PellleHUsI 0 BKJIIOYEeHUH
nokyMeHToB B CY/[ 1 ycTaHOBJIEHHH CPOKOB M MOPAIKA X
XpaHeHus?
BriGepute oauH MM HECKOIBKO OTBETOB:
a. apXUBHBIM OPTaHOM
b. BBICIIMM PYKOBOJICTBOM
C. HaJ30PHBIM OPraHOM, ayIUTOPaAMH
d. otBercTBeHHBIM 32 CY ]|
Bonpoc 10
Tekct Bompoca
Ilepe6oo kakux mepmunog 6vi36a1 HaUbOONLUILE MPYOHOCHIU Y
nepeeoouuxoe BHHHU/TA/]?
BeiOepute oMH MM HECKOJIBKO OTBETOB:
a. METaJJaHHbIC
b. 3anuce




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

C. JOKYMEHT
d. apxuB

VYMeTs:

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

obcyscoams  cnocobvl  Ihekmusnoco  peutenus — npoodrem
unopmayuonnoco U OOKYMEHMAYUOHHO20  0becnedeHus

oesmenbHoCmu OPZCIHLL?CM/;MZZ.

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

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

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

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

z IIpumeuanue: Hazpanue u XxapakTepUCTUKHU BCEX YKA3aHHBIX OpPraHU3AINil YCIOBHBI.



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

CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
KOMIICTCHIIHH HnaHpreMble PE3YIIBbTAThI O6yLIeHI/I5[

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

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

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

[Ipumeuanue: Hazeanue u xapaxmepucmuku 6cex
VKA3AHHbIX OP2aHU3AYUL YCIOGHDL.

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

OV u UOY;

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

00vscHamb munuynvie mooenu OV u UOY 6 3asucumocmu om
cneyughuku 0enosoli 0essmenrbHOCmu 0PeAHU3aAYUU,

KounrpouabHas padora

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

NCO 15489-1-2007.
MeTtoanyeckue yKasaHus




CTpyKTypHBI

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

XpPaHeHust

3HaTh

OCHOGHblE NOHAMUA, UCHONb3YeMble NPU NOCMPOEHUU CUCHEMbl
Ynpaegnenus 00OKyMeHmamu,

Bonpocsl k 3auery
1. Hcropus BO3HHMKHOBEHMS MEXAYHAPOIHBIX CTAHJApTOB B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

ucmopuro nosAe6JleHUsl NOHAMUS «ynpaejlenHue 00KyM6Hmamu»;

CB43b NOHAMUA,

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

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

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

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

6. CMK KaK CHCTEMa YIPABICHHUS T'OPU30HTAJIbHBIMU
nporeccaMu

7. Tlonstue cranmapra B unrepnperamnuu MCO.

8. OcHoBHbIe TpUHIUIBI pazpaboTku ctangapTos MCO.

9. Tlpomemypa pa3paboTku MeXAyHApOHBIX cTangapToB UCO.

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

HTorosplii TeCT 10 Kypcy

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

a. Cepun ISO 14000

b. Cepun 30300

c¢. Cepuu ISO 9000

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




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

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

a. orBeTcTBeHHBIM 3a CVY /|

b. HaZI30PHBIM OPraHOM, ayTUTOPAMHU

C. ApXMBHBIM OPraHOM

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

a. yIpaBJICHUE apXUBAMU

b. ynpasiieHue J0KyMEHTOO00pOTOM

C. yIpaBJieHue UHpopMaIei

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

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

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

c. O0ure HaMepeHus U HalpaBJIeHUs JeATeIbHOCTH OPraHU3ali1 B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

o01acTi KauecTBa, opuLuaIbHO cHOPMYIUPOBAHHBIE BEICIINM
PYKOBOJICTBOM

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

a. PeryJIsipHO NMPOXOJAUThH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX U
HAJ30pHBIX OpraHax

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

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

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

a. mepeiTH Ha OyMaKHBIA JJOKYMEHTOOO0POT

b. yanutoxuts CY




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c.B1947r.

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

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

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

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

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

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

b. YrpasneHue JOKyMEHTaMU SIBJISIETCS CaMOU BaKHOM 4acThIO
MEHEKMEHTa

c. YrpaBieHHe TOKYMEHTAMH SIBJSIETCSI COCTABHOM YaCThIO
MEHEKMEHTA

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




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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

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

b. OHu nipennararoT oHy OOIIYI0 YHUBEPCAIbHYIO MOJIETh
MEHEDKMEHTA

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

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

YMmeTs

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

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

1. CocTaBUTh TEPMUHOJOTHYECKUI CIIOBAapPUK B BUJIE

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

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




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS

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

Tep ro rocCrt ro roc

MHHBI CTP P UCO CTP TPUCO

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

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

CManoapmos8 no YnpagieHuro OOKYMEHMAMU U OMme4yecmeeHHOl
HOpMamueHOU cpeovl,

NpUHYUNAMU NPOEKMUpPOBAHUSL cucmembl VIPAaGIeHUs.
OOKYMEHMAaMU NO MeHCOYHAPOOHBIM CIMAHOAPMAM.

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

MeTtoauyeckue yKkasaHus

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




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

YupaBJicHUs U YIIPABJICHUS apXUBaMHu

3HaTe

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

el

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

cnocoObl  ee

yTpaBJIeHUS

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

CHUCTEME YIPABJICHUS TOKYMEHTAMHU
HTorosblii TeCT 10 Kypcy

Bompoc 35

Tekct Bompoca

Ha3zoBurte Tpu MexXIyHApOAHBbIE OPraHU3ALUH 10




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

a. MaTepHalIbHBbIX BO3MOKHOCTEH OpraHu3aluu

b. o0beMa JOKYMEHTO0O0POTa OPTaHU3AIHH

C. IPOTHO3UPYEMBIX THUIIOB YPE3BbIYAHBIX CUTYaIHH

d. cpokoB XpaHeHHs TOKYMEHTOB

Bomnpoc 29

Tekct Bompoca

Joxkymentanuss CMK BkiIOYaer cielywIIMii IakKer
JAOKYMEHTOB:

Br16epute oauH OTBET:

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

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

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

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

Bomnpoc 28

Tekct Bompoca

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

Bribepute oauH OTBeT:

a. TK 176 «YnpaBiieHne Ka4eCTBOM»




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

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

d. YnpaBieHue JIOKyMEHTaMHU SIBISETCS COCTaBHOM 4YacThIO
MEHEHDKMEHTA

YmeTs

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

MmMexXHu4YecKkoco

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

MoOdenupoeams  Kpumepuu cucmem  UHDOPMAYUOHHO20 U

MEeXHUYECK020 obecneyenus O0OKYMEHMAYUOHHO20 0becnedeHus
VNPAaBAeHUsL NO MeNCOYHAPOOHIM CIAHOAPMAM.

IIpakTnueckoe 3aganmne Ne 2

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

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

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

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

Bropoit ctonbGer; Tabmuilkl HE 3amoOHSIETCS U HE




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

JOITOJIHACTCA.

dopma Tabsmis! 1

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

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

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

[IpuHnun yuera
OpraHU3alMOHHON
Cpelsl

[Tpuanun
COOTBETCTBHUS
HOPMAaTUBHOM Cpelie

[Ipuanun




CTpyKTypHBI

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

npueodHocmu NnoJly4€eHHbLX 3’HCZHL[ZZ,'

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

CBA3AHHYIO  C
obecneuenuem

HABLIKAMU U MemoOuKamu 00600weHust pe3yibmanmos
MeHCOYHAPOOHBIX CIAHOAPMOS.

aHaiusa

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

JlaHHBIE CIeAyeT 3aHECTU B TaOJIUILY.

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

Btopoit cronber; TaGauIbl HE 3alONHSICTCS W HE
JIOTIOJTHSIETCSI.

B Tpertwii cTonber; BHOCATCS moKa3aTenu (Ha3BaHUS
JIOKYMEHTOB W/WJIH 3aIKCEH O MPOU3BEACHHBIX JIEUCTBUSIX,
MEPEUYUCIICHNE OCHOBHBIX PE3YJIbTAaTOB), MO KOTOPHIM
MOXHO cymuth, dYto CVY][ nocturia TtpedyembIx
XapaKTEePUCTHUK.

B kauecTtBe BCIIOMOraTeIbHOTO HWCTOYHUKA A
3anoyiHeHus1 ctosoma Ne 3 myunie ucnonszoBath ['OCT P
NCO 22310-2009 u TOCT P NCO 30300-2015.

®dopma TabauIbl 2

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




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

no coomsemcmeutro CYJ/[ mpebosanuam cmanoapma

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

Hanexnocts CY ]I

enoctaocts CY /]

COOTBETCTBUE
CYl

KomiiekcHOCTE
Ccvy /[

CHUCTEMHOCTE
CY]l




0) Ilopsimiok mpoBeleHUs] MPOMEKYTOYHOH aTTeCTANMHU, MOKA3ATeJId M KPUTEPUH
OlleHUBAHUSI:

[TpomMexxyTouHast aTTecTalus Mo JUCHHUILTUHE «MEeXTyHapOJHbIe CTAaHAAPTHI YIIPABICHUS
JOKYMEHTaM1» BKJIFOYAET OIICHKY TEKYILEro U HTOTOBOTO TECTHPOBAHUS, OIICHKY KOHTPOJILHOU
paboThI U MPAKTHUYECKUX TOMAITHUX 3a/IaHUH.

Kputepun OUEHKH (8 coomseemcmeuu ¢  opmupyemviMu — KOMREMeHYusmMu U
NAAHUPYEMBIMU Pe3YTbmamamu 00y4eHus):

— HA OYEHKY «3AYMEHO0» — CMYOeHm OOJAHCEeH NOKA3AMb NOPO20BblL YPOBEeHb 3HAHUU (HA
YpO8HEe B0CHpOU3BEOeHUs U O00BACHEHUs UHGOpMaAYUU, UHMENLIEKMYalbHble HABbIKU pDeuleHUs
npPOCMuIX 3a0a4);

— HA OYeHKYy «He 3aUMmeHO0)» — CMYOeHm He MOdicem HNOKA3amb 3HAHUA HA YPOSHe
80CNPOU3BEOCHUSL U OOBACHEHUS. UHGOpMAYUU, He MOodiCem MNOKA3AMb UHMELIEeKMYalbHble
HABbIKU peeHUsl NPOCMbIX 3a0ad.

[TpomexxyTouHasi aTTecTalys Mo JUCIMILIMHE BKJIFOYACT OICHKY TEKYIIEr0 M UTOrOBOTO
TECTUPOBAHUS, OLICHKY KOHTPOJILHOM pa0OThI M MPAKTUIECKUX JOMAITHUX 3aaHuil. [[s1 oneHkn
«3aUYTEHOY - M0 KXJ0U (hopMe OTUETHOCTH HEOOXOAUMO MOyIUTh He MeHee 65 %.



