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JIner akryaauszanuu padoyeil mporpaMmbl

Pabouas mporpamma nepecMoTpeHa, 00cyxkieHa u ogo0pena it peaymsarmu B 2022 - 2023
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokosm ot 20 1. Ne

3aB. kadeapoi C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 o100peHa it peanm3armu B 2023 - 2024
yueOHOM rony Ha 3acemannu Kadeapsl [lemarormyeckoro oOpa3oBaHUs U JOKYMEHTOBEICHHS

[IpoTokomor 20 r. Ne
3aB. kadeapoi C.C. BenukanoBa

Paboyas nporpamma nepecMoTpeHa, 00CyxIeHa 1 o100peHa s peanusarmu B 2024 - 2025
y4ueOHOM roay Ha 3aceqanuu kadeapel Ilegarorudyeckoro oopazoBaHus U JOKYMEHTOBEICHHS

[IpoTokom oT 20 . Ne

3aB. xadenpoit C.C. BenukaHoBa

Pabouyas nporpamMma nepecMoTpeHa, 00CyXxIeHa 1 0100peHa s peanusarmu B 2025 - 2026
y4eOHOM rojy Ha 3acefanuu kapenpsl Ilemarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHUSI

[IpoTokon oT 20 . Ne

3aB. xadenpoit C.C. Benmkanosa

PaGouas mporpamma nepecMoTpeHa, 00cyxkaeHa u oo0pena i peanusanuu B 2026 - 2027
yueOHOM roy Ha 3acefanuu kadenpsl [lemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

IIpoTokomor 20 . Ne

3aB. kadenpoii C.C. Benmkanosa




1 Ilesiu ocBOEHM S AUCHMILINHBI (MOTYJIA)

- 3HAKOMCTBO CTYJIEHTOB C TPeOOBaHHUSIMHU MEXIAYHAPOIHBIX CTAHIAPTOB K YIIPABICHUIO
JOKYMEHTAaIlue M apXuBaMU OpraHu3anuu (JOKYMEHTAJIbHBIM M apXUBHBIM (oHIaMu), K
OpraHm3aIuy padoTHI CIYKObI YIIPABJICHUS TOKYMEHTAMH U apXHUBHOTO XPaHCHHS JOKYMEHTOB;
3HAKOMCTBO C OTE€UECTBEHHBIM U 3apyOCKHBIM OMBITOM NpuMmeHeHus crangaptoB MCO mpu
OyMa)KHOM, SJIEKTPOHHOM U CMEIIAaHHOM JJOKYMEHTOOOOPOTE OpraHu3aIluil.

2 MecTo TMCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHON MPOrpaMMbl

Jucnunnuna « MexayHapoJHbple CTaHAAPTHI YIIPABICHUS TOKYMEHTAMEN U apXUBAMU»
BXOJIUT B 4acTh y4eOHOro IjiaHa GOpMUPYEMYIO ydaCTHUKaMU 00pa3oBaTeIbHBIX OTHOIIEHUMN
o0pa3oBaTebHOM IPOrpPaMMBI.

Js  u3ydeHMs  OUCHMIUIMHBI  HEOOXOAMMBI  3HaHMA  (yMEHMs,  BJIAJICHUSA),

copMHUpOBaHHBIE B PE3YJIbTaTe H3YUEHUS TUCIIATUINH/ IPAKTHK:
JlOKyMeHTUPpOBaHME AeATENIbHOCTU HErocyAapCTBEHHbIX OpraHn3aLmnin

NHdopmaumoHHoe obecneyeHne ynpaBaeHus

NHpOpMaLMOHHbIE TEXHOIOTUWN B AOKYMEHTALLMOHHOM 0becneyeHnn ynpasieH1s U apxMBHOM gesie
OpraHu3auoHHO-MHpOopMaumoHHoe obecrneyeHne AeATebHOCTUM PYKOBOAUTENA

MpoeKTHasA geATeNbHOCTb MO AOKYMEHTALMOHHOMY obecrneyeHmto ynpaBieHnn opraHusaymei
Mpoun3BoacTBEHHAA - NPOEKTHAA NPaKTUKa

CneumanbHble CUCTEMbI YY4ETHOM AOKYMEHTaL MUK

YnpaBneHue 3NeKTPOHHbIMUW apXMBamMm

[oKkymeHTOBEAEHNE

[oKymeHTOBEAEHNE

MpoeKTUpoBaHMe ynpaBaeHYeCcKon LOKYMEHTaUMN OpraHn3aumnm

Mpoun3BoAcTBEHHAA - NPAKTMKA N0 NOAyYeHU0 NPodecCcoHaNbHbIX YMEHWIA U OnbiTa
[JOKYyMEHTUPOBaHWE AEATENBHOCTU HErOCYAaPCTBEHHbIX OpraHM3aumit

NHdopmaumoHHoe obecnedyeHne ynpaBaeHums

NHpOpMaLMOHHbIE TEXHOIOTUW B AOKYMEHTALMOHHOM obecneyeHnn ynpasaeH1sa U apxMBHOM Aene

Opl’aHM3aLI,VIOHHO-MHC|)OpMaLI,MOHHoe obecneyeHune AeATENbHOCTU PyKOBOAUTENA



HpOGKTHaH ACATCIIBHOCTL IO JOKYMCHTALIMOHHOMY o0ecIieyeHunIo YIIpaBJICHUA
OpraHu3aruen

[Ipon3BOACTBEHHAS - IPOEKTHAS MPAKTUKA

CrierinanbHble CUCTEMBI YYETHON IOKYMEHTALlUU

VYipaBieHue 2J€KTPOHHBIMU apXUBaMU

JlokyMeHTOBEeIEeHHE

[IpoekTupoBaHue ynpaBiIeHYECKON JOKYMEHTAlUA OPTaHU3ANU

[IpousBocTBEHHAs - MPaKTUKa MO MOJYyYEHHIO NMPO(ECCHOHAIbHBIX YMEHUN U OMbITa
pohecCHOHATBHOU ACSITEIHPHOCTH

3HaHus (YMEHHMs], BJIaJIEHUS ), IOTyY€HHbIE IPU U3YYEHUU TAHHOW NUCHUIUIMHBI OyayT
HGO6XOJII/IMI)I I U3YYCHUA )II/ICI_[I/IHJ'II/IH/ IMPAKTHK:
NHdopmaumoHHoe obecneveHune ynpaBaeHus
Opl'aHVI3aLI,VIFi N TEXHON0NMA JOKYMEHTAUNOHHOTIO obecrneyeHus ynpassieHuA
I'IpoeKTHaﬂ AeATENbHOCTb NO OKYMEHTAUNOHHOMY obecneyeHuto ynpassieHnA opraHmaaumeVl

ynpaBneHme 3/IEKTPOHHbIMU apXmBamu

|_|pOVI3BOACTBEHHaFI - NPOEKTHAaA NPaKTUKa

,ﬂ,OKYMEHTaLI,MOHHOG obecnevyeHue AeATeNbHOCTU OPraHOB MECTHOIro CamoynpassieHnA U
MYHUUNNANTbHBIX opraHmsau,Mﬁ



HNudopmanronHoe oOecricueHue yrpaBIeHUs
OpFaHI/I?;aHI/I?I 1 TCXHOJIOTHA JOKYMCHTAIIMOHHOTI'O oOecrieueHus YIIpaBJICHUA
HpO@KTHaﬂ ACATCIIBHOCTE 110 JOKYMCHTAMOHHOMY obecrieueHuIo YIIpaBJICHUA

OpraHu3aruen

VYipaBieHue 2J€KTPOHHBIMU apXUBaMU
[Ipon3BoACTBEHHAS - TPOEKTHAS MPAKTUKA
JIOKyMeHTauss IO COLHMAIBHO-TICUXOJOTUYECKOMY PETYIHPOBAHUID B TPYAOBBIX

KOJIJICKTHUBAX

JloxkymeHTaImoHHOE o0ecreueHue AesITENPHOCTH OPraHOB MECTHOTO CaMOYIPABIICHHS U
MYHULUIIAJIBHBIX OpTraHU3aHNd

KonduaenmuanpHoe 1eT0TTPOU3BOACTBO

[ToaroroBka K mpoiietype 3allyuThl ¥ 3allMTa BHITYCKHON KBATU(PUKAIIMOHHOMN paboThI

3 Komnerenuuu odyuyarwierocsi, fopMupyembie B pe3yJjbTaTe 0CBOCHUSI

AMCUUIJIMHBI (MOYJISA) M IIJIAHUPYEMbIE Pe3yJbTAThbl 00y4eHUs

B pesynbrare OCBOGHHMS IOUCHUIUIMHBI (MoAayns) «MexayHapoJIHble CTaHIapTh
yhpaBieHUs JAOKYMEHTallMel U apXuBamm» OOydalolmuics IOJDKeH o0siajaTh CIeAyIoNIMMU

KOMIICTCHIUAMMU:

Ko unnukaropa

I/IH,Z[I/IKaTOp JOCTHIXXCHHA KOMIICTCHII N

I1K-2 CriocobeH ocyniecTBISITh JOKYMEHTAIIMOHHOE O0ECIeUeHUE YIIPaBJICHUS OpraHu3anuen

IIK-2.1 Opranuzyer H periaMeHTUPYET JIOKYMEHTHPOBAHHUE YIPABICHUYECKOMN
JeSITeNIbHOCTH B OPraHu3aluu

I1K-2.2 OpraHusyer 1 perjJaMeHTUPYeT TOKYMEHTO000POT B OpraHu3aluu

I1K-2.3 Opranusyer, perjiaMeHTUPYET ONEPAaTUBHOE XPAHEHHE U MCIOJIb30BaHUE

JOKYMCHTOB B OpraHn3alin

[TK-4 Crioco6eH pyKOBOJIUTH MPOLIECCOM CKaHUPOBaHMsI, BBOIa M 00pabOTKH JaHHBIX B CUCTEME
IEKTPOHHOTO apXH1Ba

[1K-4.1 VYrpasisier IesATeIbHOCThIO MO0 KOHTPOJO (PYHKIIMOHUPOBAHMS, BBOJA U
00pabOTKHM JJAHHBIX B CUCTEME HJIEKTPOHHOI'O apX1Ba
I1K-4.2 PazpaOaTbiBaeT T0KaJIbHbIE HOPMATHUBHBIE AKTHI [0 BOIIPOCAM OpPraHU3aLUuU

IIpouccca CKAHUPOBAHUA B CUCTEMCE JJICKTPOHHOI'O apXKHBa




[1K-4.3

OcymiecTBieT CTPaTeruHiueckoe IIAaHWPOBAaHUE U MOCTPOEHUE IPOLIECCOB
CKaHMPOBAaHMsI, BBOJA W OOpPaOOTKU [MaHHBIX B CHCTEME DJIEKTPOHHOTO
apxuBa




4. CTpyKTYypa, 00bEM U coep:KaHue TUCIHIIHHBI (MOXYJIs1)
OO0mas TpyI0eMKOCTh JUCIHUILINHBI COCTABIISICT 3 3a4eTHRIX eauaui 108 akas. 4acos, B TOM 4HcIe:

— KOHTaKTHas pabora — 26,4 akaj. 9acoB:
— ayauTOpHas — 4 akaJi. 4acoB;

— BHeay/IuTOpHas — 22,4 akaJi. 9acoB;
— caMocTosiTeNbHas paboTa — 77,7 aka. 4acos;
— B (popMe MpaKTHUECKOH MTOATOTOBKHU — 2 aKa/l. 4ac;

dopma aTTeCTalluM - 3a4ET C OI[EHKOMN

Paznen/ Tema
JUCLIMITIMHEI

Kypc

AynutopHas
KOHTaKTHast pabora
(B akan. yacax)

JIek.

11a0.
3aH.

PaKT.
3aH.

CamocrosrenbHas

paborta cTyaeHTa

Bun
CaMOCTOSTEIbHOMN
paboThI

®dopma TekyIero
KOHTPOJIA
yCIIeBaeMOCTH U
MIPOMEKYTOYHOU
aTTecTanuu

Kon
KOMIIETEHLIUU

1. PA3JIEJT 1. Hcropus

CTaHOB-JICHUS u pasBUTHL
MEXAYHAPOAHOW CTaHAApTHU3AIMU B
obnactu yIpaB-JeHUS
JIOKyMEH-TaIUH. Benymue

MEXyHapOJHblE OpraHU3aly II0
CTaHJApTH3aLUU




1.1 Hcropust craHOBICHUS U
pasBUTUSL  MEXAYHapOJHOM
CTaHJapTH3allMd B  00JacTH
yIIpaBJIEHUS TIOKYMEHTALUH.

Pemenue tecra
Ilouck
JIOTIOJTHUTENBHON
HH(POPMAIUH 110
3aJ]aHHON Teme
(pabota c
6ubnuorpaduuec
KUM MaTepuaIaMu,
T'OCTawmn).
CamocrosiTenbHOe
u3ydyeHue yueOHoun
U Hay4yHOH
JIUTEPATYypBI.
CocraBieHue
Tabnui.
Koutponbhas
pabora.

Tect 1
3auer
KonTponbHast pabota
HToroBelii TeCT 110

Kypcy

IK-2.1,
IK-2.2,
IK-2.3,
IK-4.1,
[1K-4.2,
I1K-4.3

Uroro no pazneny

2. PA3JIEJT 2. HUc-Topust

pa3paboT-ku u oO1mas
Xa-pPaKTePUCTHKA MEKIYHAPOTHOTO
CcTaHapTa nco 15489

«YnpaBieHue 10KyMEHTa-MU»




Pemenue tecra
Ilouck momomau-
TEJIbHOM
HH(POPMAIUH 110
3aJlaH-HOU TeMe

¥ HAyYHOU JIHTEpa-
TYpBI.
CocraBienue
TAOJIHNLI.
KonTponbnas
pabora.

Kypcy

(paGor Tect 2
21 1. UHcropus co3nmaHus abora ¢ JlomarmHee IIK-2.1,
6ubnuorpaduuec
MEXIyHapOJHOTO CTaHAapTa KUM MaTepHATAMH MPaKTUYECKOE IIK-2.2,
L?r?formation 15489-1-2223 16 TOCTawm). 3a§22:: . giii
documentation —  Records PiaMZ;;?Teggig; KourpornbHast pabora IK-4.2,
management e yaes Wroroselii TecT no I1K-4.3
Y HAy4IHOH VDG
JIUTEPATYypBI. ypey
CocraBiieHue
Ta0IuIIL.
Koutponbhas
pabora.
Pemenue tecra
Tlouck mononHu-
TEJIbHOMU
UHPOPMAIIH IO
3aJIaHHOM TeMe Teer 2
61/165153)?021);%0 HAomamree TK-2.1,
2.2 2. PabGora Hanm pycckoi o MaTep TPAKTUYECKOE TIK-2.2,
. pHATIAMH,
Bepcueit  cranmapra HMCO 16 TOCTamn). 3aganue 1 T1K-2.3,
15489 «YnpasieHue CaMOCTOSTCILHOE 3auer T1IK-4.1,
JIOKYMEHTaMH» . | KonTponbHas pabora TIK-4.2,
U3Y4EHHE Y4eOHOk Wrorossrii TecT 1Mo TIK-4.3




2.3 3. UCO 15489 B pany
JPYTUX MEXTyHapOIHBIX
CTaHIapTOB IIO YIPaBICHUIO
JIOKYMEHTaMH1

10

Pemenue tecra
Ilouck nononnu-
TENbHON
HH(POPMAIUH 110
3aJ]aHHON Teme
(pabota c
oubnuorpaduuec
KUM MaTepuaIaMu,
T'OCTawmn).
CamocrosiTennsHOe
u3ydyeHue yueOHoun
U Hay4yHOH
JIUTEPATYyPBI.
Cocrasienue
TaOIHII.
Koutponbhas
pabora.

Tect 2
JomarniHee
MPaKTUYECKOE
3aganue 1
3auer

Konrponbhas pabora

HToroselii TeCT 110
Kypcy

IK-2.1,
IK-2.2,
IK-2.3,
IK-4.1,
[1K-4.2,
I1K-4.3




Paspaborka
rioccapusi K TeMe,
pasneny, Kypcy,
npobieme.
Pemenue tecra
TTouck momoaHu-
TEJIbHOM

I'OCT P HCO 15489-1-2007 un
I'OCT P MICO 30300-2015

UH(OPMAIIH IO Tecr 2
2.4 4. TlousaTuiiHBIA ammapar sana If_ HOI;I Teme JlomarmHee IIK-2.1,
craugapra ['OCT P HMCO Z[(pa60Ta c MPaKTUYECKOE IIK-2.2,
15489-1-2007 «YmnpaeieHue 3aganue 1 [K-2.3,
111 11 | Oubmumorpaduuec
JIOKyMEHTaMH. O06mue 3auer TIK-4.1,
N KUM MaTepuagaMu,
TpeOOBaHUs» U POCCHHCKas TOCTamm) Konrponbhas pabora [1K-4.2,
TEPMUHOJIOTHYECKas 0aza ) Hrorosslii Tect no T1IK-4.3
CamocTosTensHoe
- Kypcy
u3ydeHue yueOHoi
Y Hay4HO JIUTEepa-
TYpBI.
CocraBieHue
TaOIHII.
Koutponbhas
pabora.
Wroro no pazaeny 1/11 53
3. PA3JIEJI Ob6imas
XapaKTepUCTHKA coZIepIKaHUs




Pemenue tecra
ITouck
JIOTIOJTHUTETbHOM
HH(pOPMAIUH 110
3aJIaHHOM TeMe

(pabota c Tecr 3
oubnuorpaduuec Homammee IIK-2.1,
3.1 1. OCHOBHBIE TOJIOKEHUS KUM MaTepHATAMH MPaKTUYECKOE IIK-2.2,
I'OCT P NCO 15489-1-2007 29U Ui 10 TOCTamm). 3azaHue 2 I1IK-2.3,
«YTpaBieHHE JOKYMEHTAMH. 3auer [1K-4.1,
CaMOCTOsTEILHOE
OO6mue TpeboBaHUD» HayueHUE YIeOHOM Kontponbhas pabora T1IK-4.2,
H HAy9HOM Wroroselii TecT no I1K-4.3
JIUTEPATYypBI. Kypey
CocraBiieHue
Ta0IuIIL.
Koutponbhas
pabora.
Pemenue tecra
Tlouck mononHu-
TEJIbHOMU
UHPOPMAIIH IO
3aJIaHHOM TeMe Teer 3
3.2 2. OCHOBHEIE TIOJIOKCHUS (pabota c 21
FOCT P HCO 30300-2015 GuGOrpadutcc Homamee TK-2.1,
«CUBU/[. Wndopmamus u KUM MaTepualamu, HpaKmqec;oe %-gél
JIOKYMEHTAIIHS. CucreMbl 9,7 T'OCTawmn). 3a/IaHHC s
YOpaBIEHUs]  JOKYMEHTaMH. CaMoCTOATEIbLHOE 3ager IIK-4.1,
OCHOBHBIC ~ TIOJIOKCHUSI U HU3ydeHHEe y4eOHOH Kontponsuas pabora [IK-4.2,
N HToroBelii TECT 11O TIK-4.3
CJIOBaph W HAYYHOU Kypey
JTUTEPATYPBHI.
CocraBiieHue
TAOJIHNLI.
KonTponbnas
pabora.
Hroro no pazpeny 2/21 /11 | 19,7
Uroro 3a cemectp 2/21 221 | 71,7 330
Hrtoro o aucumiuinHe 2/21 221 | 77,7 3a4yeT C OIEHKOMN




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH



Hcnonp3ytoTcss pa3inmyHble 00pa3oBaTelbHbIE M HWH(GOPMAIMOHHBIE TEXHOJIOTUU B
nporecce OpraHu3aluH y4eOHO-TT03HABATEIBHOM, HAy4YHO-HCCIIEI0BATEIbCKOH,
YaCTUYHO-TIOMCKOBOM, PEIIPOLYKTUBHOM, TBOPYECKOU IEATEIIBHOCTH CTYACHTOB.

OOyueHne HayMHAETCS C TPUMEHEHHS TEXHOJOTHWH LEJENoJIaraHusi, B YaCTHOCTH,
BO3MOKHOCTh TPYIOYCTPOHCTBA HE TOJBKO B TOCYIAAPCTBEHHBIX, HO M HETOCYAapCTBEHHBIX
OpraHu3aIusaX, 9Yro TpeOyeT CIOCOOHOCTH 00ecreunBaTh JOKYMEHTHPOBAHUE BCEX IPOIECCOB
NEATeNbHOCTH OpTaHW3allid W YNpPaBICHHE BCEM JOKYMEHTAIBHBIM (OHIOM IIpH JIHOOOM
JOKYMEHTOO00pOoTe (OyMa)KHBIM, SJIEKTPOHHBIM, CMEIIAHHBIN), OPraHU30BHIBATH CHCTEMBI
yIIpaBJICHUS JOKYMEHTAMH IO MEKIyHAPOIHBIM CTaHIAPTaM.

[Mockonbky maHHas mpodeccroHaNbHas 3a/1a4a CIeHaINCcTaMi Ha MECTaX PelraeTcs ¢
MOMOIIIFI0 TIOMCKOBOTO ¥ HAYYHO-HMCCIIEOBATEIBCKOTO METO/a, TO JaHHAs TEXHOJIOTHUS
UCTIONB3yeTCS W JUIsi OOyYeHHs CTYJICHTOB: TOJB3YsACh HOPMAaTHBOM, OOYYaIOMIMMCS HYKHO
OTIPENICNIUTh TIOPSAOK JEWCTBUH TIO €ro MCIOJHEHHI0. [IOMCKOBOM METOA OCYIIECTBIISETCS C
npuMeHeHnem cetu HMHrepHer B mnpaBoBbix mnopranax «KoncymbranTt Ilmtocy, «l'apanty,
odbunuanbHeIM caiiToM denepanbHON CITy>KObI TOCYTapCTBEHHOM CTATUCTUKH U Jp. TEXHOJIOTHS
MIPOEKTOB SIBJIIETCS OCHOBHOM TEXHOJIOTHEH, OPraHU3YIOLIEH CaMOCTOSTENbHYIO JIEeSTebHOCTh
CTYHEHTOB. Pe3ynbTaThl CBOMX MOMCKOB CTyAEHTHI OGOPMISIOT B BuAe Tadbmuubl «Mojenb
onenku tpedboBanuii 'OCT P MCO 15489», koTopas CKIagbIBacTCs W3 BBIMOJIHEHUS psaa
JOMAITHUX TBOPYECKUX 3aJaHHil, KOTOpbIE NPEACTABIAIOTCS B HHTEPAKTUBHOU Qopme —
aBpHUCTUYECKasi Oecenbl (3alIMTa), OpraHU30BaHHAs MPENoaBaTeieM: Bce MaTepuaibl aHalu3a
MEXAYHAPOIAHBIX CTAHIAPTOB OOCYXKIAIOTCS.

PedeparuBnas pabota no3Bosisger 60s1ee yriyOIeHHO U3YUUTh MPOoOIeMy UCCiIeI0BaHus,
paciiupuTh MOHMMAaHHE U O0JIaCTh CBOMX 3HAHUH. DTO0 (opMa caMOCTOATEIHHONW paboThI,
(dbopMupyrolas HaBBIKK K CAMOCTOSITEIbHOMY IMOMCKY HOBBIX 3HAHHUM U U3JI0KEHHE MaTepHaa C
OTIOpO# Ha MEPBOUCTOYHUK BKJIIOYAET B ceOst pedeprpoBanusi MOHOTpaduil U cTaTell B HAYYHBIX
U HayyHO-TIPAKTUYECKUX JKYpHajaX, COCTaBleHHE 0030poB. JlJis KOHTpOIS penpoAyKTUBHON
JEeATeIbHOCTH CTYJIEHTOB MCIIOJIb3YETCS] TECTUPOBAHUE.

TexHosnorueld MOHUTOPUHIA PeE3yJabTaTOB 0Opa30BaTEIbHON IEATENBHOCTH B LEJIOM
SIBJISIETCS 3a4eT.

WNHpopMaiMoOHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTe/IbHbIE TEXHOJIOTHH 3aKJII0YA0TCs B
MPUMEHEHUH CHEIUAIM3UPOBAHHBIX MPOTPAMMHBIX Cpell U TEXHHUYECKUX CPEACTB pabOThl C
unpopmanueid. MHPOpMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH (JIEKIHS-BU3yaIH3aIus —
U3JIOKEHHE COJIEpKaHMsI  COMPOBOXKJACTCA  Ipe3eHTaluel  (JeMOoHCTpanuend  y4eOHBIX
MaTepHUaIoB, WILTIOCTPATUBHBIX, TPAUUECKUX).



6 YueGHO-MeTOAMYeCKOe o0ecniedyeHHe CAMOCTOSITe/IbHOI PadoThl 00y4Yarommxcst
[IpencraBneno B mpuiioxxenuu 1.

7 OueHoOYHbIE CPEACTBA /ISl IPOBEAeHHUS IPOMEKYTOYHOM aTTecTalul
[IpencraBieHbl B IPUIIOKEHUH 2.



8 YueOHo-MeTOIMYecKOe H HHPOPMALIMOHHOE 00ecTiedeHre TUCIUTITHHBI (MOTYJIs1)

a) OcHoBHas1 TMTEpPaTypA:

1. MopryHoB, A. ®. HubopmManmoHHbIE TEXHOJOTHM B MEHEHKMEHTE : Y4YEOHUK /IS aKaJIeMHUYECKOTO
OakanaBpuata/ A. ®. MopryHos. — Mocksa : M3narensctBo HOpaiit, 2019. — 266 ¢. — (Bricmiee o6pazoBanue). — ISBN
978-5-534-00337-6. — Tekct : anmektponnsiii /[ DBC IOpaiit [caiitr]. — URL: https://urait.ru/bcode/433614 (nata
obpamenwus: 24.02.2021).

2. Boruens, JI. M. Pucku mpennpuHUMaTEeIbCKON eaTebHOCTH © yaeOHoe nocobue / JI. M. Boruens, B. B.
Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 snektposn. ont. quck (CD-ROM). - 3arun. ¢ tutys. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
(mata oOpamienus: 04.12.2020). - MakpooObekr. - Tekct : amexkrponnsiii. - ISBN 978-5-9967-1130-7. - CeeneHus
noctyiHbl Takke Ha CD-ROM.

3. Cucrema MeHEKMEHTA KauecTBa Ha IPOMBIIIIICHHOM MPenpusaTh : yueonoe mocoodue / A. C. Jlumapes, U. 1O.
Mesum, E. I'. Kacarkuna u ap.; MI'TV. - [2-e u3n.]. - Marautoropck : MI'TVY, 2017. - 1 3J'IeKTpOH onr. auck (CD-ROM). -
3aru. c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show= dcatalogues/1/1137016/65 pdf&view=true
(mata obparenus: 04.02.2021). - MakpooObeKT. - TeKCT : aneKTpoHHbIi. - CBeaeHus 10CcTynHbI Takke Ha CD-ROM.

0) JlonmoyiHMTEIbHAS JIUTEPATYpA:



1. Anapeesa, C. JI. lIokyMEHTHUPOBaHUE AESATEIHLHOCTA HETOCYAAPCTBEHHBIX OPraHU3alui | y4eOHO-METOAMYECKOE
nocobue / C. JI. Auapeesa ; MI'TY. - Marauroropck : MI'TV, 2018. - 1 anekrpoHn. ont. auck (CD-ROM). - 3aru. ¢ tutyi.
JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name= 3591 pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
(mata oOpamienus: 04.02.2021). - MakpooObekr. - Tekct : amekrponnsiid. - ISBN 978-5-9967-1157-4. - CeneHust
noctymHbl Takke Ha CD-ROM.

2. Amupos, A.P. JlokyMeHTallMOHHOE OOCCIIEYeHHEe YMpaBJICHUsI B OpraHu3aiusx . ydeOHoe mocobme / A.P.
Awmmpos, B.1. Muxaiinos. — Ya : BI'TTY umenn M. Akmysel, 2009. — 176 ¢. — ISBN 978-5-87978-513-5. — Tekcr :
ANIEKTPpOHHBIN // DiekTpoHHO-O0nbmuoTeuHas cucrema «Jlauby : [caiir]. — URL.: https://e.lanbook.com/book/42213 (nata
oOparleHus: 11.10.2020). — Pexum JOCTyTa: JUTSE aBTOPHU3. M0JIb30BaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

3. Bapamsun, C.B. OpraHn3annoHHO-METOIUICCKHH MEXaHW3M OCBOCHHS TMPEINPHUATHSIMH W OPraHu3aIHsIMH
tpeboBanuii cranaaproB MCO cepun 9000 : monorpadus / C.B. ba-pam3un. — Mocksa : PTA, 2013. — 108 c. — ISBN
978-5-9590-0409-5. — Tekcr : amekTpoHHBIN // DinexkTpoHHO-OMOMHOTEeYHas cuctema «Jlamb» : [caiit]. — URL:
https://e.lanbook.com/book/74260 (mara obpamenus: 11.02.2021). — Pexum mocTyma: Ui aBTOPHU3. IMOJb30BaTEIICH.
https://e.lanbook.com/reader/book/74260/?previewAccess=1#1

4. Baiickpooosa, E. C. Cucrema menemkmenta kadectBa mo MCO cepum 9000 : yueObnoe mocodbue / E. C.
Baiickpo6osa, H. U. bapeimaukosa ; MI'TY. - Marautoropck : MI'TVY, 2015. - 1 3neKTp0H ont. guck (CD-ROM). - 3ari.
c TUTYIL. JKpaHa. URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show= dcatalogues/l/1124042/6 pdf&view=true (mara
obpamienus: 27.02.2021). - MakpooObeKT. - TeKCT : aeKTpoHHbIN. - CBefeHus qocTynHbl Takke Ha CD-ROM.

5. JIzenuk, B.A. PazpaboTka cucTeM MEHEPKMEHTA KaueCTBa B COOTBETCTBUHU C MEXKYHAPOIHBIM cTaHaapToM 1SO
9001:2015 : y4ebnoe mocobue / B.A. J[3eauk. — Bouarorpaa : Boarorpaackuit TAY, 2017. — 132 ¢. — Tekcr :
ANEKTPOHHBIN // Dnek-TpoHHO-OubIHoTeuHas cuctema «Jlanby : [caiit]. — URL: https://e.lanbook.com/book/100848
(mata ooparenus: 11.02.2021). — Pexxum noctyna: s



aBTOpH3. oJIb3oBaresei. https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

B) Meroauyeckue yKasaHus:

CamocrosTenbpHas pabora CTyIeHTOB By3a : mpakTukym / cocraButenu: T. I'. Heperuna, H. P. Vpa3aesa, E. M.
Pazymoga, T. @. OpexoBa ; Marautoropckuit roc. texunueckuit yu-T um. I'. . HocoBa. - Marauroropck : MI'TY um. I'. U.
Hocoga, 2019. - 1 CD-ROM. - 3arun. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
(mata obparenus: 28.09.2020). - MakpooObeKT. - TeKCT : aeKTpoHHBIN. - CBeaeHus 10CcTynHbI Takke Ha CD-ROM

MGTO)II/I'-IGCKI/IG YKa3aHus 110 BBINIOJTHCHHUIO MHAWBUAYAJIbHBIX JOMAIIHUX Sa)IaHI/Iﬁ MMpEaACTaBJICHEI B HpI/IJ'IO)KeHI/II/I 1n

r) [Ilporpammuoe o0ecieuenne u MHTEepHeT-pecypcehl:

IIporpamMmmHoOe o0ecnieyeHue

Haumenosanue 11O No norosopa Cpok eHCTBUS JTULEH3UU
MS Windows 7
Professional( st J1-1227-18 0T 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (s H-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 Ne 135 ot 17.09.2007 Geccpouro
Professional
7Zip cB00OIHO pacnpocTpansemoe [10 0OeccpoUHO

IIpodeccuonanbHbie 0a3bl JAHHBIX H HH(POPMAIMOHHBIE CIIPABOYHBIE CHCTEMBbI
| Hassanue xypca | Ccbuika




Information Services, OO0 «MIBUC»

HanmonaneHas nH(MOpMAIMOHHO-aHATUTHYECKAs CHCTEMA —
Poccuiickuit nnaexc HayuyHoro uutupoBanus (PYHLI)

URL.: https://elibrary.ru/project_risc.asp

ITouckoBas cucrema Axkanemust Google (Google Scholar)

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

Nudopmanronnas cucreMa - EnuHoe OKHO JocTyma K
nHGOPMAITMOHHBIM PeCypcam

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

Poccuiickas ['ocynapctBennas 6ubanoreka. Katanoru

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

OnektpoHHbIe pecypcsl ondmuoteku MI'TY um. .. Hocora

http://magtu.ru:8085/marcweb2/Default.asp

MexayHapoaHas HayKOMeTpudeckas pedepatuBHas U
MOJIHOTEKCTOBass 0a3a JaHHBIX HaydHbIX m3manuii «Web of
science»

http://webofscience.com

MexnyHnapoanas — pedeparuBHass U MOJHOTEKCTOBAs
crpaBoyHas 0a3a JaHHBIX HAYYHBIX U3JIAHUN «SCOPUS»

http://scopus.com




MexayHaponHass 0a3a  IOJIHOTEKCTOBBIX — JKYpPHAJIOB

Springer Journals

Apxus Hay4YHBIX KYpHAJIOB «HanmonanbHbIN

3JIEKTPOHHO-UHPOPMAIMOHHBIA  KoHopumym»  (HIT|https://archive.neicon.ru/xmlui/

HSUKOH)
9 MaTepua/ibHO-TeXHHYecKoe ofecrieyeHue AMCHUNIMHBI (MOLYJIs)

http://link.springer.com/

MarepuanbHO-TEXHUYECKOE 00eCTIeYeHUE TUCIIUTUTNHBI BKITFOUACT:

VYueOHbIC ayAUTOPUHU IS TPOBEACHUS JAUCTAHIIMOHHBIX 3aHATHI JIEKIIMOHHOTO THIIA:
CTOJI KOMIIBIOTEPHBIN, CTOJ MUCbMEHHBIN, CTYJI OQHMCHBIH, JOKyMeHT-Kamepa EPSON, nctounuk
oecnepedoitHoro mmranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEP TepCcoHabHbIN (TUM6), mpoekTop ViewSonicPJD7526W, criukepdoH HACTOJIBHBIM
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema axkycTHYecKash HACTOJIbHAS,
crepeorapuurypa (MUKpo(OH C HIyMOTIOaBlIeHHEM), 3kpaH HacTeHHbli Digis Optimal-C MW
DSOC-11032*2.

VYdeOHbIE ayIUTOPWUU ISl TIPOBEICHHS TPAKTHUYECKUX 3aHSATHH, TPYNIOBBIX |
WH/IMBUIYAIBHBIX KOHCYJBTAIMH, TEKYIIEro KOHTPOJII W MPOMEXKYTOYHOH aTTeCTaluu: CTOJ
KOMIBIOTEPHBIN, CTOJI MUCHMEHHBIH, CTya O(UCHBINA, IOKyMEHT-Kamepa EpPSON, ucTOYHHMK
oecniepedoitnoro mutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIcHHUs,
KOMIIBIOTEP TePCOHaNbHBIN (THIIO), mpoekTop ViewSonicPJD7526W, ciukepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema axkycTHYecKash HACTOJIbHAS,
crepeorapuurypa (MUKpo(OH C HIyMOTO aBlIeHHEM), 3kpaH HacTeHHbli Digis Optimal-C MW
DSOC-11032*2.

[Tomemenuss sl CaMOCTOSATENBHOM  pabOThl  OOy4aroIUXCs:  NEPCOHAIbHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET W ¢ JOCTYIIOM B 3JIEKTPOHHYIO
WHPOPMAIIMOHHO-00pa30BaTEIBHYIO CPely YHUBEPCUTETA.

[Tomemenne Ui XpaHeHUS W NPO(UIAKTHYECKOTO OOCIYXHBaHHS y4eOHOTO
000pYJIOBaHUS: CTEIUIAXKH JUTS XPAaHCHHS YI€OHO-HATISTHBIX MOCOOMH U y4eOHO-METOIUUECKOM
JOKYMCHTAITHH.






Hpuaoxenne 1

Y4eOHO-MeTOAUYeCKOE 0O0ecTieYeHre CAMOCTOSITeIbHOH padoThl 00y4Yarouxcs

IIpakTuueckoe 3aganue Ne 1
o AucHuIVinHe «MexXTyHapoaHble CTAHAAPTHI YIIPABJeHUS JOKYMEHTAMM

1. CocTaBUTh TEPMUHOJIIOIMYECKUI CIIOBAPUK B BUAE TaOIUIbL, onb3ysick 'OCTamu, yka3aHHBIMU B IIEPEUHE.
Memoouueckue pekomenoayuu
B cronGenr Ne 1 BHOCSTCS TEpMHHBI, KOTOPbIE BXOJSAT B TEPMHUHOJOTHYECKHE cUCKU Todbko ctanaaproB UCO (I'OCT P UCO
15489-1-2007 u 'OCT P UCO 30300-2015). B poccuiickux tepmunonoruuyeckux ['OCTax (TOCT P 51141-98 u 'OCT P 7.0.8-2013)
HeoOxoauMo Haitu cootBercTByromuii MMCO TepMHH, €ciM OH OTCYTCTBYET, TO B HYKHYIO TIpady TaOJMIbl BIHMCHIBAETCS CIIOBO
«oTcyTcTBYeT». [locie Tabnuipl B BUJiE TEKCTa HEOOXOIUMO C/I€TaTh BBIBOABI O COOTHOLLIEHUH COCTaBa TEPMUHOB U UX TOJIKOBAHHUSX.
Dopma mabauywl k 3a0anuro 1
ConocTaBUTENIbHBIN aHAIN3 TEPMUHOB U OIIPEACIICHUN

Tepmunbl I'OCT P 51141-98 I'OCT P UCO I'OCT P 7.0.8-2013 IrocTt P HCO
15489-1-2007 30300-2015
1 2 3 4 5

2. [Monw3ysicek TpedoBanusimu 1.5 'OCT P UCO 15489 no uaenTrduKanmy HOpMaTUBHOM CpeJIbl, COCTABUTH MepEeueHb HOPMATUBHBIX
MPABOBBIX AKTOB JUIsl OJTHOM (Ha BEIOOP) OpraHU3aIuu (CM. CIICOK HIDKE).
Memoouueckue pexomenoayuu
I'pynnupoBky aktoB, 3anannyro ['OCT P MCO 15478, caenyer coxpassaTh o0s3aTenbHO! J{J11 MOATOTOBKM HOPMATHUBHOM Oa3bl
onupaitech Ha 0a3y crpaBo4YHbIX NpaBoBbIX cucteM Koncynerantllntoc, ['apant, Koaekc; no BugaM AesiTeIbHOCTH MOKHO TOJIb30BATHCS
cnpasournou ungopmayueti "Cpoxu xpanenus 0oxymenmos opearusayuil” Ilopmana «Koncynomanmllniocy [DIEKTPpOHHBIA pecypc]. —
Pexum noctyma: http://www.consultant.ru/document/cons_doc LAW 121777/



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

Cnucoxk opranmu3anuiil
1.3A0 «Potop» (HerocygapcTBEHHas OpraHu3alvs, OCHOBHOW BHUJ OSKOHOMHUYECKON MAeATEIbHOCTH — PeMOHT wmamuH u

000pyAOBaHUs; MECTO perucTpauuu — r. YensOuHck);

2.000 «Xonmcy» (HerocymaapCTBEHHAas OpTraHU3allMs, OCHOBHOM BHJ YKOHOMHUYECKOW NEeATeNbHOCTH — YacTHas IeTEeKTHBHAS M

OXpaHHas AESTeNIbHOCTh; MECTO peructpauuu — r. Y pa PecnyOnuku bamkoprocran);

3.AHO «Betep crpancTBHil» (HErocyJaapcTBeHHasi OpraHu3alusi, OCHOBHOM BHJI YKOHOMUYECKOU JeATeNbHOCTH — Typuctuueckas

JesTENbHOCTD; MecTo peructpanuu — r. Cankr-IlerepOypr);

4. UIT «1BanoB N.N.» (OCHOBHOMW BHUJ YKOHOMUYECKOU NEATEIHBHOCTH — J[esITeNhbHOCTh MPEeANPUITHH 0OIIECTBEHHOTO MUTAHUS T10

O6CJIy}KI/IBaHI/IIO TOPKCCTBCHHDBIX MGpOHpI/ISITI/Iﬁ " IIPOYUM BHUOaM OpraHu3alvi IMMTAHWA, MCCTO PCTUCTpAllUN — T MaFHI/ITOFOpCK).

HpI/IMC‘IaHI/IC§ Haszeanue u xXapakmepucmuku 6cex yKa3aHHblX OPZCZHT/BCZT/!MTZ YCIO6HbL.

Jlumepamypa

1. I'OCT P 51141-98. TI'ocynapctBeHHbl cTtanaapTt Poccuiickoit @enepanuu. [[enonpou3BOACTBO U apXHUBHOE JEJIO.
Tepmunsl u onpenenenus. (yrB. IloctanoBinenuem I'occranmapta Poccum ot 27.02.1998 N 28). [DnexTpoHHbIl pecypc]. Pexxum
nocryna: http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135550

2. I'OCT P 7.0.8-2013 Cucrema ctannapToB 1o uHpopmaiuu, On0IMoTeYHOMY U U31aTeLCKOMY Jely. Jlenonpon3BoacTBo
151 apXHBHOE JETI0. TepMunsbl 151 ONPEACIECHUS [DNeKTpOHHBIN pecypc]. Pexum JOCTyIa:
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. HauumonaneHbiii crtangapT Poccuiickoit @epeparuu. Cucrema CTaHIapTOB IO
uHpopmary, OHOTMOTEYHOMY U U3JATEIbCKOMY Jenly. YmpasieHue nokymentamu. OOmue TpeboBanus (ytB. Ilpukazom
PocrexperynupoBaHus oT 12.03.2007 N 28-cT) [ DIEeKTpOHHBI pecypc]. Pexxum JOoCTyma:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

4, I'OCT P UCO 30300-2015 Cucrema cranmaptoB mo uHMOpMauu, OWOTMOTEUHOMY W H3AATEIBCKOMY JCIy.
Nudopmaruss m moxkymentanus. Cucrtembl yrpaBieHUs JokyMeHTamu. (OCHOBHBIE TIOJOXKEHUS U cioBaph (yTB. [lpmkazom
PoctexperymupoBaruss ot 09.12.2015 Ne 2123-ct) [Onextponnsii pecypc] // ®I'VII Cranmaptundopm. — Pexxum noctyma:
http://protect.gost.ru/document.aspx?control=7 &id=202553

d. Jlapun, M.B. Ynpasienue 1oKyMeHTaMu Ha OCHOBe MexayHapoaHoro ctangapra MCO 15489-2001: metoa. mocobue /

1 lMpumeyvaHue: HazBaHWE 1 XapPaKTEPUCTUKN BCEX YKA3AHHbIX OpI'aHM3aLI,Ml71 YC/NIOBHbI.


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

M.B. Jlapun, O.U. PrickoB; BHUNJIAJL. M., 2005, C.5-20.

Humepnem-pecypcuol
1.Koncynsrantllnroc. — Pesxum nocryna: http://www.consultant.ru/
2.MlupopmanmonHo-npaBoBoit noprtan «l'apant.py». — Pexxum noctyna: http://www.garant.ru/
3. Undopmanmonno-npaBoBas cucreMa «Koaeke». — Pesxxum noctyna: http://www.kodeks.ru/

IIpakTnueckoe 3aganue Ne 2
o AucHuIUInHe «MeXTyHapOIHble CTAHAAPTHI M0 YIPABJEHUIO TOKYMEHTAMID)

1. ITonp3ysich TIpeIaraeMbIMU UCTOYHUKAMU, COCTaBUTh B BUJIE TAOJNHIBI Mmooenv oyenku mpebosanui I OCT P UCO 15489 no
COOII00EHUI0 NPUHYUNOB NOJUMUKU 8 00J1ACmU YIPABGIEHUSL OOKYMEHMAMU.

B mepBeiit cTosbenr BHOCUTCS MUTaTa U3 TEKCTa YKa3aHHOTO CTaHJapTa, IJie OrOBapUBaeTCs Ha3BaHHBINA B cToJIOIe No 2 MpUHIIMII.
[IuTara oKHA COMPOBOKIATHCS TOYHOU CCHIIIKOM.

B tpertnii cTonben BHOCATCS Moka3arenu (Ha3BaHUS JOKYMEHTOB W/WJIU 3alUcel O MPOU3BEACHHBIX JECHCTBHIX ), IO KOTOPHIM MOXHO
CYJIUTh, YTO JAHHBIN MPUHITUII COOJIFOAAETCS B XOJC YIpaBlIeHUs JoKymMeHTamu. Ceayer nmpoayMaTh U moao0paTh Kak MOXKHO OOJIbIIee
KOJIMYECTBO BO3MOJKHBIX JIOKQ3aTENbCTB, CBUICTEILCTB COONIOACHUSA Kakaoro mnpuHmumna. K mokaszaTtensM cienyer OTHOCHUTh
OTBETCTBEHHOCTH JOJKHOCTHBIX JIUII ITO COOTFOJICHUIO KaXKI0TO MIPUHIIUITA ¥ OCHOBHBIC pe3yabTathl CY /1.

Bropoii cTon6er TaGauIbl He 3aMoaHICTCS U HE JOTIOMHSICTCS.
dopma Tabauibl 1

Mooenv oyenxu coomseemcmesusi mpeoosanuam I OCT P UCO 15489-1-2007
no cobno0eHU0 NPUHYUNOS NOJUMUKYU 8 001ACU YNPABIeHUs OOKYMEHMAMU

ITonoxxeHnue crangapra [TpuHnun [Toka3zaTenu
I'OCT P UCO 15489 coOmoaeHus
(myHkT Ne 1 Ha3BaHue) MIPUHIUIIA

1 2 3



http://www.consultant.ru/
http://www.garant.ru/
http://www.kodeks.ru/

[Tpunnun
SKOHOMHYECKOM
1e71eCo00pa3HOCTH

[IpuHnun yuera
OpPraHU3alMOHHOMN CPEeIbl

[TpuHIUIT COOTBETCTBUSA
HOPMaTUBHOM cpeJie

[TpuHIUIT COOTBETCTBUSA
JIEJIOBOU JIESITEILHOCTH

2. Onmpasice Ha TpedoBanus ctangapta OCT P UCO 15489, pazpaborath modens oyenxu kaxcoou xapakmepucmuxu CY/].

JlanHbie ceayeT 3aHeCTU B TaOJHILY.

B nepBbiii cTon0e1] BHOCUTCS IIUTAaTa U3 TEKCTA YKa3aHHOTO CTaHIapTa, T/ie OroBapuBaeTCs Ha3BaHHAas B cTosO1e No 2 XapakTepucTHKa
CV /1. llutata 10J’KHA COMPOBOXKAATHCSI TOYHOM CCHUIKOM.

Bropotii cron6er Tabauibl He 3aMOIHAETCS M HE TIOTIOTHSETCS.

B Tpertunii cTonber; BHOCATCS TMOKaszaTelnu (Ha3BaHWSA JOKYMEHTOB W/WIIM 3alHCel O MPOM3BEACHHBIX NEHUCTBUSX, MEPEUUCICHHE
OCHOBHBIX PE3YJIBTATOB), 110 KOTOPHIM MOKHO CyauTh, 4To CVY [| nocturia TpedyeMbIX XapaKTepUCTHK.

B kauecTBe BcmoMoOraTeIbHOTO UCTOYHUKA JJ1s 3anoiaHeHus crondua Ne 3 myume ucnons3zoBats ['OCT P UCO 22310-2009 u 'OCT P
NCO 30300-2015.

dopma TabauIme 2
Mooenv oyernxu coomsemcmeust mpeovosanusim I OCT P UCO 15489-1-2007
no coomsemcmauio CVJ[ mpeboeanusim cmandapma

ITonoxxenne cranmapra Xapaxrepuctuku CY ]| IToka3zarenun
I'OCT P UCO 15489 (myHKT COOTBETCTBUSL  TPEOOBaHMSIM
Ne u Ha3BaHue) craHjapra
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Hanexxnocts CY /]

Hemoctrocts CY /]

CootBerctBue CY/]

KomruiekcHOCTE
Ccv /I

Cucremuocts CY/]

Hemounuxu u numepamypa

. TOCT P HMCO 15489-1-2007. Hamuonanwsubiii ctanmapt Poccuiickoit ®deneparuu. Cucrema cTaHAapToB 10 HHGPOpPMAIIUH,
OMOIMOTEUHOMY U U3/1aTENILCKOMY Jiely. YrpaBieHue fokymentamu. O0uue tpedoBanus (yrB. [Ipukasom PocrexperynupoBanus ot
12.03.2007 N 28-ct) [OnexTpoHHbIi pecypc]. Pexxum moctyma: http:/base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548

. TOCT P UCO 22310-2009. Uudopmanust u noxkymeHTamus. PykoBoacTBO A pa3pabOTYMKOB CTAaHIAAPTOB, YCTAaHABIMBAIOIINX
TpeboBanus K ynpasienuio qokymentamu (1SO 22310:2006, Information and documentation —Guidelines for standards drafters for

stating records management requirements in standards. -M.: Crarmaptuadopm, 2010. [DnekTporHbIi pecypc]. Pexxum mocryma:
http://files.stroyinf.ru/Datal/58/58314/#i132385

. TOCT P UCO 23081-1-2006. Uadopmarus u nokymeHTamus. [Iporiecce ynpaieHus JokyMeHTaMu. MeTagaHHbIe U1t JOKYMEHTOB.
Yacte 1. [Mpuanumner (ISO 23081-1:2006, Information and documentation - Records management processes - Metadata for records -
Part 1: Principles).-M. : Crannaptuadopm, 2009. [DneKTpOHHBIN pecypc]. Pexum JocTyna:
http://www.norm-load.ru/SNiP/Datal/54/54932/index.htm

. TOCT P UCO 30300-2015 Cuctema ctanmapToB mo uH(pOpMaIuu, OMOIMOTEUHOMY M H3AaTeNbCKOMY aeny. Madopmanus u
nokymeHTanus. CucteMsl ynpaBieHUsl JoKyMeHTaMu. OCHOBHbIE TOJIOXKEHUS U cioBaph (yTB. [Ipukazom PocrexperynupoBaHus oT

09.12.2015 No  2123-c1) [DeKTpOHHBIM  pecypc] /[ ®I'VII  Cranmaptundopm. —  Pexum  poctyna:
http://protect.gost.ru/document.aspx?control=7&id=202553

. Kopuees UK. Ynpasnenue nokymentamu : yueOHuk aiist By30B /Ilmenko A.B., Ma-mypues B.A. — UHO®PA-M, 2009. -299 c.



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

6. Jlapun, M.B. YnpaBnenue n1okyMeHTaMu Ha OCHOBE MexIyHapoaHoro ctangapta MCO 15489-2001: meton. mocobue / M.B. Jlapus,
O.U. PeickoB; BHUUJIA. M., 2005, C.5-20.

[IpomexyTounslii TecT Ne |
N0 TUCIUIUIMHE «MeEXIyHapOAHbIE CTAHAAPTHI YIPABIEHUS TOKYMEHTaAMU»

1.IlpuMeHeHUE MEKTYHAPOIHBIX CTAHJIAPTOB B 0T€4eCTBEHHOM /1€JIONPON3BOACTBE HAYAJIOCh ...
1. B konie XIX B.
2. B Haudane XX B.
3. B konue XX B.
4. B uayane XXI B.
2.Korjaa 0bu1a co3gana MexxayHapoaHasi opranusanus no crangapruzanuu (International Organization for Standardizations)?

1. B 2001 r.
2. B 1986 .
3. B 1947 .
4, B 2007 r.
3.bykBbl «MCO (ISO)» Ha MeKIYHAPOAHBIX CTAHJAAPTAX 0003HAYAIOT:
1. CoxkparieHHOE Ha3BaHUE MexayHapoaHo opranusanuu (International Organization for Standardizations)
2. I'pedeckuii KopeHb “is0” 0003HAYAET «PABHBIN», «COOTBETCTBYIOIIHINY;
3. ['pynmy cTaHmapTOB, MOCBAIICHHBIX YIPABICHUIO JOKYMEHTAMH U apXHUBAMU;
4. [IpunannexunocTs MexxayHapoIHON opranu3anuu no cranaaprusauuu kK OOH.

4.B nocjieqHue ABa AecsiTujeTusi padora ¢ JokyMeHnTamu B Poccuu usmMeHunach noja BiansinueM AByXx (pakropos. HazoBure ux.
1. I'moGamm3amus DKOHOMUKH.
2. VI3aMeHeHHe 00IMIEeCTBEHHOTO CTPOSI.
3. TloBceMecTHOE BHEAPEHUE KOMITBIOTEPHBIX HH(DOPMAIIMOHHBIX TEXHOJIOTHI 1 MIHTepHETA.
4. BueapeHue MEXIyHApOIHBIX CTAHIapTOB.
5.410 Ccnoco0CTBOBAJIO AKTHUBU3ALMM MEKIYHAPOAHOW CcTaHAapTH3alMd W cepTudukKanumu B 00JaCTH YyNpaBJIeHUsA
AOKyMeHTaMu?
1. BHenpeHwue 31EKTPOHHOTO JOKYMEHTO0OO0pOTA.



2. CraHpgapTuzaius MEHEIKMEHTA.
3. YBennyeHue KOJIMYeCTBA SKCIEPTOB, YUaCTBYIOIIUX B pa3pab0OTKe CTaHIapPTOB.
4. VI3meHeHus B 3aKOHO/IATEIbCTBE.
6.Hayasiom MeKAyHAPOAHOM CTAHAAPTHU3ALUHN IPUHATO CYUTATD...
1. 1875 r., xorga O6bU10 yupexaeHo MexayHapoaHoe 610po Mep U BECOB U NpUHATa MeXyHapoiHasi METpUYECKasi KOHBEHIHUS;
2. 1893 r., xorna Obuta oOpa3zoBana [ naBnas [lanata mep u BecoB Bo riase ¢ [[.1. MenaeneeBsim;
3. 1918 roay, korna obu1 npunsT Jexkper Coeta Hapoansix Komuccapos «O BBeieHHH MEXIYHAPOIHON CHCTEMBI MEP U BECOBY;
4. 1947 r., koraa Hayana paboratb MexayHapoaHasi OpraHu3aius CTaHAapTU3ALIH.
7.HazoBuTe TPU MEKAYHAPOAHBbIC OPTAHU3ALUHM 110 CTAHAAPTU3ALUH.
1. MexayHapoiHasl JICKTPOTEXHUYECKass KOMUCCHUS,
2. MexnayHapoaHasi OpraHu3aliys CTaH apTH3AINY;
3. Mexnaynaponnsiii Coro3 DJIeKTPOCBI3H;
4. EBpONeNcKHil THCTUTYT CTaHAAPTOB JJIEKTPOCBS3H.
8.B yeMm cnenuduka NOHMMaHUA IJIABHOM LeJIM NPUMEHEHHUs CTaHAApTAa 3a py0eKoM, B OTJIMYHE OT POCCHIICKOT0 TOJIKOBAHUS
HA3HAYEHUS CTAHAAPTOB?
1. HopmaTtuBHOE equHOOOpa3ue ACHUCTBUN U PE3yJIbTaTOB MPUMEHEHNS,
2. HopmatuBHOE 3aKkperuieHne MUHUMATbHBIX TPEOOBaHUN K MPOAYKIIMH U YCIIYTaMm;
3. Tlomyuenue BceoOMUX ONTUMABHBIX MPEUMYIIIECTB HA OCHOBE YAOBJIETBOPEHUS TPeOOBAaHUHN BCEX 3aMHTEPECOBAHHBIX CTOPOH;
4. JlocTmKeHHne HayYHO, TEXHOJOTUYECKH U MPAKTUYECKU 0OOCHOBAHHBIX PE3YIbTaTOB.
9.Ha3zoBHuTe NpPaBUJIbHYIO MOCJIEI0BATEIBHOCTD 3TANOB Pa3padoTKN MexkayHaApoaHbIX ctanaapTos UCO.
1. Pabounii npoekt —IIpoext komurera — IlpoexkT MexxayHapomaHoro cranmapta —OKOHUYATEIBHBIM MPOEKT MEKIYHAPOIHOTO
craHaapra — MexXayHapOIHbIM CTaHIAPT — TEeXHUYECKUN OTYET.
2. Pabounmii mpoexkt —IIpoekt komurera — IlpoekT MexmyHapogHoro cranmapta —OKOHUATETBHBIM MPOEKT MEXKTyHApOIHOTO
cTa”ngapra — MexayHapOoaHbIA CTaHAapT.
3. Pabouwnii mpoext —IIpoexT komuTeTa — [IpoeKT MEXTYyHAPOIHOTO CTaHAapTa — MEXTyHAPOIHBIN CTaHIAPT.
4. TIpoeKT MeXIYHApOIHOTO CTaHaapTa — MeXayHapOoIHbIM cTaHapT — HalnmonanbHbIN CTaHIapT.
10.Yem usmepsercs 3¢pGeKTUBHOCTh NPUMEHEHHUS MEKIYHAPOAHOI0 cTaHAapTa?
1. Tonnoil yHuduKanuen NpoueccoB OpraHu3aium.
2. CoznanneM HEOOXOIMMOTO MaKeTa JOKYMEHTOB.



3. OTcyTCTBHMEM HapeKaHUM CO CTOPOHBI HAJ30PHBIX OPraHOB.
4. TlonyuyeHre KOHKYPEHTHBIX NIPEUMYIIECTB, IPUOBLIN 33 CYET COBEPILICHCTBOBAHUS CUCTEMbI OPTAaHU3AIUU JI€JIOBOM €SI TEIbHOCTH.
11.B noucke oTBeTa HA BONPOC, B YeM NPUYHMHA IJIOX0r0 KA4eCcTBa TOBAPOB U ycayr, 3kcnepTsl MCO npunim K BbIBOAY, YTO
OHA 3AKJII0YAETCH BCEraa ...
1. B HU3KOI npodeccroHaNbHOM MOATOTOBKE MEPCOHANIA;
2. B HU3KOM KaueCTBE ChIPbS,
3. B HenocTtaTke (PMHAHCUPOBAHUS;
4. B IUIOXOW OpraHU3allMi MEHEIKMEHTA.
12. K kakoii cepun ctanaapToB BocxoauT ctanaapt MCO 15489-2001 «YnpasieHue 10KyMeHTaMn» ?
Cepuu ISO 14000
Cepuu ISO 9000
Cepuu ISO 10000
Cepuu 30300
.YKaKkuTe NpaBWJIbHOE NMPOJ0JKeHHE BbICKAa3bIBaHUA: «CHcTeMa MEHeXKMEeHTAa Ka4eCcTBa — 3TO...»
Cucremaruyeckas UIeHTU(DUKAIUS U YIIOPSITOYEHUE 1ETTOBOM JEATENBHOCTU U (UITM) TOKYMEHTOB TI0 KATETOPUSIM B COOTBETCTBUU
C JIOTUYECKH CTPYKTYpPHUPOBAHHBIMH YCIOBHSIMHU, METOJAMU U MPOUEAYPHBIMH TMpaBUIaMHU, IMPEICTABICHHBIMH B
KJIACCU(PUKAITMOHHOMN CHCTEME.
Cuctema MEHEI)KMEHTA JJIsl PYKOBOJICTBA M YIIPABIICHUS OpraHU3alue NPUMEHUTEIBHO K KaUEeCTBY.
3. COBOKYIMHOCTH OCHOBHBIX JICHCTBUH, HATIPABIICHHBIX HA TOCTIKEHUE MTOCTABICHHBIX 3a/1a4 (1eyei, moamenei).
4. OOmre HaMepeHUs U HAMPaBIEHUs EATeILHOCTH OPTaHU3aIii B 00J1aCTH KauecTBa, OQUIINaIbHO COPMYIUPOBAHHBIE BBICIIIUM
PYKOBOJCTBOM.
14. TpeGoBaHuA K cCTeMe MEHEIKMEHTA Ka4eCTBA ONMUCAHBI B...
1. Cepuu ISO 14000
2. Cepuu ISO 9000
3. Cepunm ISO 10000
4. Cepuu 30300
15.Koraa B Poccun nmosiBuiincs nepsbie cranaaprol no CMK?
1. B1947r.
2. B1987r.
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3. B1997r.
4. B2000T.
16.Kakoe MecTO OTBOAMTCS YNIPaBJIeHUI0 JoKyMeHTaMu B ctanaaprax MCO 9000?
1. VYnpapneHue JOKyMEHTaMU pacCMaTPUBAETCS KaK BCIIOMOTATENIbHBIN Mpoliecc, 00CYKUBAIOIINI MEHEIKMEHT.
2. YmnpaBlieHUE JOKYMEHTAMH SIBJISICTCS CaMOM Ba)KHOM YaCThIO MEHE)KMEHTA.
3. YnpapneHue JOKyMEHTAMHU SIBJIIETCS COCTAaBHOM YaCThIO MEHEPKMEHTA.
4. YmupaBieHue TOKYMEHTaMU HE PAaCCMaTPUBAETCS U HE ONHUCHIBACTCS.
17.B 4eM 3aKJII049a€eTCH YHUBEPCAJBbHOCTH cTaHAapToB ISO cepun 9000?
1. OHu mpuMEHHUMBI I 000N OpraHu3alii BHE 3aBUCUMOCTU OT YHCJICHHOCTH TMepcoHaita, GOopMbl COOCTBEHHOCTH, 3aHUMAaEeMbIX
PBIHKOB, XapaKTepa BBIITYCKaeMOH MPOTYKIIUU UITH OKa3bIBAEMBIX YCIYT.
2. OHu npeayiaraioT oJiHy OOIIYI0 YHUBEPCAIBbHYIO MO/ICNIb MEHEIKMEHTA.
3. YHuBepcaJbHOCTh CTAHIAPTOB 00ECIIEYMBAETCS TEM, YTO B TPEOOBAHUAX OBLIIM YYTEHBI MHEHHS Pa3HBIX YKCIEPTOB.
4. YHHMBEpPCaTbHOCTH MPOSBIISIETCS B TOM, YTO JAHHOM cepun 00001IeHbl TpeOOBaHUS IPYTHX CEPHUIl CTaHIapTOB.
18.B ocnoBe cranaaptoB cepun 9000 Bepcuii 2000 r. u 2015 r. J1ekKHuT...
1. KOMIUIEKCHBIN MOAXOL;
2. CHUCTEMHBIN MOIXO/I;
3. YHHUBEPCAIBHBIN MOJIXOT;
4. TpOUECCHBIN MOAXO/I.
19.0co0enHoe OTHOIEHHE K JOKYMeHTAnuu cTaHaapTos 9000:2000 onpeneasiercs Tem, 4To0...
1. Ha xaxmoM mpeanpusiTiv, B KaKJIOW OpraHHU3alldy JODKHA OBITH HE TOJBKO pa3padoTaHa, BHEIpPEHA W JCHCTBOBATH CHCTEMa
MEHEI)KMEHTa KauecTBa, HO 3aJJ0KyMEHTUPOBAHA;
2. YmpaBieHue JOKYMEHTaMU PACCMATPHUBACTCS KaK BCIIOMOTATENbHBIN MPOIECC, 00CTYKUBAIOIINI MEHEI)KMEHT.
3. YmpaBieHue JOKYMEHTAMH SIBISICTCS] CAMOM BaXKHOW YaCThIO MEHEHDKMEHTA.
4. VYnupaBieHue TOKYMEHTaMU SIBJIIETCSI COCTABHOW YaCThIO MEHE/KMEHTA.
20.Monenb MeHeI:KMEHTa KayecTBa J0JKHA cooTBeTcTBOBaTH nNpuHIunaM CMK. CkolbK0 NPUHIMIIOB OrOBApMBAeTCHA B
cranaaprax UCO 9000 Bepcuu 2015 1.
1. 5 npuHIUIIOB;
2. 6 IIPUHIINIIOB,
3. 7 IpUHIIATIOB;



4. 8 NPUHIIUIIOB.
21.«PHUCK-OpHEHTHPOBAHHOE MBIILICHHE» NOABWIOCH B CTAHAAPTAX BEPCHHU. ..
1. 1987 r.
2. 1994 r.
3. 2000 .
4. 2015 .
22. Kakoil TeXHUYEeCKNH KOMUTET SAABJISAETCS IVIABHBIM 10 Pa3padoTKe CTAHJIAPTOB 10 YIPABJEHUIO JOKYMEHTAMM ?
1. TK 176 «YnpaBiieHue KaueCTBOM;
2. TK 68 «bankoBckoe aeno, 1ieHHble OymMaru u 1pyrue GuHaHCOBBIE YCIYTHY;
3. TK 46 «Mudopmanusa u JOKyMEHTAIUS»;
4. TK 6 «bymara, KapTOH U IEJUTIOI03a».
23.Joxymentanusa CMK BriIrouaer cjeqyrOUuil MaKkeT JOKYMEHTOB:
1. Muccust opraHu3alny, UeIu U MOJUTHKA OpraHu3alui, PyKOBOJICTBO MO KAYECTBY, JOKYMEHTUPOBAHHbBIE MPOLEAYPHI, JOJKHOCTHBIE
UHCTPYKIIMH U MOJIOKEHUS O CTPYKTYPHBIX MOJIpa3eieHUsIX, CTaHAapThl OpraHu3alui U pabouue HHCTPYKIIHH.
2. JIOKyMEHTHpPOBAaHHbIE TPOLEAYPHI, TOJDKHOCTHBIE WHCTPYKIMM M TOJOXKEHUS O CTPYKTYPHBIX TOIPA3ACICHUSIX, CTaHAApThI
opraHu3anuu u pabodyre HHCTPYKIIUU.
3. llenmn m monmuTHKa OpraHU3AIMK, PYKOBOACTBO MO KAadeCTBY, NOKYMEHTHPOBAHHBIE MPOILEAYPHI, AOIKHOCTHBIE WHCTPYKIHHU U
MOJIOXKEHUSI O CTPYKTYPHBIX MOAPA3ICIEHUSX, CTAHAAPTHI OPraHU3aIuu U padodne UHCTPYKITNY;
4. PykoBOJCTBO MO KayeCTBY, JOKYMEHTHPOBAHHBIE MIPOLEAYPHI, CTAHAAPTHI OpraHU3alui U paboyne HHCTPYKIIHH.

IIpome:xyTouHbIii TecT Ne 2
1o AucHUIUINHe «MexXITyHapOoaHble CTAHAAPTHI YIIPABJEHHUS JOKYMEHTAMM

1. Kakomy Texnudeckomy komutery MCO Ob11a mopydeHa pazpadorka ISO 15489?
1. TK 46 «udopmarniust 1 JOKyMEHTALIUS»;
2. TK 176 «YnpaBiieHre KaueCTBOMY;
3. TK 171 «BocmpousBeneHue J0KyMEHTOBY;
4. TK 37 «Tepmunonorusi (IpUHIUIIBI U KOOPAUHAIUS )».
2.J1ouemy pyHKIUM ceKpeTapUaT 00ecneYnBaJl AaBCTPAJTUNCKUH HALMOHAJIbHBIN OPrad cTaHAaApTH3AUMH?
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B ABcTpanuu nydmme cekpeTapu.

ABcTpanus BeICTynuja ¢ MHUIMaTuBOM cozaanus 1SO 15489,

3. ABcTpanusi paHbllie JIPYyrUX BHEAPWIA HAIMOHAJIBHBIA CTaHAAPT IO YNPABICHUIO JAOKYMEHTAMH W €r0 MpPU3HAIU JY4IIUM B
MEXKIYHAPOIHOU IPAKTUKE.

4. ABcTtpanus Bcerna BBINMOIHAET HaHHY ¢yHKIuio B TK.

3. Mexnaynapoansiii crangapt ISO 15489 Beimen ...

1. B 2-X yacTsx;

2. B 3-X 4acTix;

3. B 4-X yacTix;

4. B 5-TH HacTsX.

4. Kakue/as yacto/u ISO 15489 Obli1n nepeBeeHbl 1 NPUHATHI B Ka4eCTBE HALIMOHAJIBHOI0 POCCHICKOr0 cTaHaapra?

1. Tonbko 1-as yacTs.

2. Tonbko 2-ast 4acTb.

3. Tonbko 2-ast u 3-1 yacTH.

4. Bce yactu.

5. Kak 0b11 onenen crangapt ISO 15489 mexayHapoanbiM cooduecTBom?

1. CranpmapT nonrue rojibl HTHOPUPOBAJICS MEXIYHAPOIHBIM COOOIIECTBOM.

2. CtaHzmapT BbI3BaJl HEOJIOOPEHHUS, TaK KaK HE YUUTHIBAT OCOOEHHOCTH JIETIOTPON3BOJICTBA KAXKI0M CTPAHBI.

3. Cranmapr ISO 15489 Obin mpu3HAH W BBICOKO OIICHEH, TaK KaK OH CTaJl MPOTPAMMHBIM JTIOKYMEHTOM, B KOTOPOM IE€PEUYHCIICHBI
oOs3aTeNbHBIE DJIEMEHTHI A()PPEKTUBHOTO YIpaBICHHUS JIOKyMEHTaMu Jro0oro Qopmara, B IOOBIX opraHuzanusx (Jirooou
OpraHU3aIMOHHO-TIPABOBOM (HOPMBI, BHIa SKOHOMHUYECKOH JAeATEIbHOCTH, (POPMBI COOCTBEHHOCTH).

4. Crangapt 1SO 15489 6b11 pu3HaH U BHICOKO OIIEHEH BCEMU, KpoMe MeXIyHapOJHOTO COBETa apXUBOB, TaK KaK OH HE TIPUMEHHM B
ApPXUBHBIX OpPTraHU3AIUIX.

6.Pycckas Bepcus Mmexaynapoanoro crangapra ISO 15489 nosBuaacs B Poccun...

1. B 2001 romy.

2. B 2002 rony.

3. B 2004 rony.

4. B 2007 rony.

7. Ilouemy, no MHeHu10 B.®. SAuxoBoii, UCO 15489 "craBuT KpecT' Ha 1e10NPOU3BOJACTBE B CTAPOM NMOHUMAHUHU?

N



1. CranpapT kacaeTcsi BceX TIOKYMEHTOB OpraHU3aliy (a HE TOJBKO YIPABICHYECKHX), OTPAKAIOIIMX BCE JIEJIOBBIE MTPOLIECCHI.
2. CrangapTt 0003Ha4MJI HEOOXOIUMOCTh IIEpECMOTpa cTaTyca cityx0b1 JIOY u ee poiu B AeATETbHOCTH OPraHU3alUU B IIEJIOM.
3. Cranaapt He nmpearnonaraeT BO3MOXHOCTH MPUMEHATh HALIMOHATBHBIM ONBIT YIPABICHUS JOKYMEHTAMHU.

4. Crangapt TpeOyeT NOJHOM 3aMEeHbI BCEei HayYHO-TEPMHUHOJIOTUYECKON 0a3bl 1eI0NpPOU3BOICTBA.

8.Kakasi eme Me:XIyHAPOAHAsl OPraHU3aNus MO CTaHAApTH3aUMU onydjaukoBajga oaHoBpemeHHo ¢ MCO crangapr mo

yIpaBJIeHHIO TOKyMeHTamu?
1. EBporneickuii MHCTUTYT cTaHnapToB 3ekTpocsszu (ETSI);
2. Mexnaynaponubiit Coro3 Dnexrpocssizu (ITU);
3. MexayHapoaHas aiaekTporexauueckas komuccus (MOK/IEC);
4. MexayHapOIHbIM KOHCYIBTATUBHBIA KOMUTET IO CTAaHIAPTU3AIMU CUCTeM KocMuueckux AanHbix (CCSDS)/
9. B kakom rogy MCO n3meHHn/1a KOHIENMIHUIO Pa3pad0TKM CBOUX CTAHAAPTOB N0 YIPABJEHHUIO JOKYMEHTAMHU?
1. B2004r.
2. B2010r.
3. B20l4r.
4. B2015r.

10. Kakoii U3 mepeyucaeHHbIX HH)K€ MEKIYHAPOJAHBIX CTAHIAPTOB NpeAHA3HAYEH /ISl CO3JaHUS B OPraHU3ALMAX CHCTEM
ynpaBJ/ieHUsl JOKYMEHTAMH Ha CTPaTernyecKoM YpPOBHe, TO €CTh Ha yYPOBHE OTBETCTBEHHOCTHM M B 30He NPHUHSTHUS pelleHHid
pyxoBojacTBa?

1. UCO/TO 26122:2008 (pex. 2009 u 2010 rr.) «Mudopmarus u moxkymeHTamus. AHanu3 paboyuX MPOIECCOB, MPUMEHIEMBIX B
OTHOLIEHUH TOKYMEHTOBY;

2. UICO 23081:2004 (pen. 2006 t.) «Mudpopmanus u gokymeHrtanus. [Ipomeccwl ympaBieHus JOKyMeHTamMH. MeTamaHHBIE IS
JOKYMEHTOBY;

3. UCO 15489:2001 «MHpopmanus u TOKyMEHTAIUs. YTIpaBIeHUE JOKYMEHTAMM;

4. ICO 30300:2011 «Mudpopmanus u nokymeHtarusi. CUCTEMBI yIpaBieHUs JOKyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U CIIOBAPbY.

11. Kakas npo6sema/bl BO3HMKIa/U ¢ BHeaApeHneM ctanaapta UCO 15489:2001? «Mndopmanns u JOKyMeHTALMs. Y IPaABJIeHUE
AoKymeHTammn» B Poccun?

1. IIpobiema HaLMOHATBHOM CIIELIM(PUKHU B TPAKTUKE PAOOTHI C JOKYMEHTAMH.
2. IlpoGiema HECOBMECTUMOCTH C POCCHICKOM 3aKOHOMATEILHOM 0a301i.
3. IIpob6rema orpaHMYEHHOCTH IPUMEHEHHUS CTaHIaPTA.



4. TlpobGieMa TEpMUHOJIOTMYECKOTO HECOOTBETCTBHSI.
12. IlepeBox KAKMX TEPMHUHOB BbI3BAJI HAHOOJIbIIME TPYAHOCTH y nepesoauunkos BHUU A ?
apXWB;
MeTaJlaHHbIE;
JTOKYMEHT;
. 3aIHCh.
13. KiiroueBoe moHsiTHE KyNpaBJeHUe JOKYMEHTAMI» B Pa3HbIX CTPaHaX, B TOM Yucie Poccuu, BbI3BaJ10 TEPMUHOJIOTHYECKY IO
auckyccnio. C KakuMHU M3 MepeYyncaeHHbIX HUKe MOHATHH ero CTPeMUJINCh 0TOKIeCTBJATH ?
. yIpaBJ€HHE JJOKYMEHTOOOOPOTOM;
2. ymnpaBlieHHe UH(pOopMaIue;
3. ympaBlieHHE apXUBaMU;
4. co BCceMM NEPEUNCICHHBIMHU.

Hownh e

-

[TpomesxxyTtounslii TecT Ne 3
MexyHapOoIHbIE CTAaHIAPThI YIIPABICHUS JOKYMEHTAMU

1. K xapakrepuctukam cuctem ynpasJjeHus 1okymedatamu 'OCT P UCO 15489 orHocur:
a) 10CTOBEPHOCTh, ayTEHTUYHOCTh, IPUTOJJHOCTD JIJISl UCIIOJIb30BaHUs, IEIOCTHOCTH;
0) CUCTEMHOCTh, KOMIUIEKCHOCTh, AyTEHTUYHOCTb, TPUTOAHOCTD JIJIS1 UCIIOJIb30BAHMS;
B) HAJI€)KHOCTh, CUCTEMHOCTb, COOTBETCTBUE, JIETUTUMHOCTb, IIEJIOCTHOCTb;
1) HaZIE)KHOCTb, LIEJIOCTHOCTh, KOMILUIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHE.
2.PacnpenesieHHoOe ynpaBJjieHHe JOKYMEHTaMH — 3TO...
a) KOHTpoJupyemas W JoKyMeHTanbHO odopmiienHas CVY][, xoTopas cmocoOHa TMOAAEPXKUBATh albTEPHATUBHBIC BapUAHTHI
pa3MenieHus I0KYMEHTOB;
6) CY ]I, ucrionp3yrormias ayTCOPCHHT;
B) CY /I, rie 0OTBETCTBEHHOCTH 32 IOKYMEHTBI paclpe/esieHa MKy BCEMH pa0OTHUKAMU OpraHU3allly;
r) npaBwibHO cupoektupoBanHas CY /[, coorBeTcTByt0mas merogosoruun UCO.
3.Bb100op HOcHTe 1 HHGOPMALIUU 3ABUCHUT OT:
a) CPOKOB XpaHEHHUS JOKYMEHTOB



0) MPOrHO3UPYEMBIX TUIIOB YPE3BBIUANHBIX CUTYAIIUM
B) MaTepUalbHBIX BO3MOXKHOCTEH OpraHu3aIiuu
r) o0beMa IOKYMEHTO000pOTa OpraHu3allii.
4. I'me orpaxaTcs CBeJdeHHUSI 000 BCeX ONEPANHUAX CHCTEMbl YNPABJIECHUSA JOKYMEHTAMH, KOTOpPbIe JOJKHBI ObITh
NMPOU3BeIeHbI C KOHKPETHBIM JTOKYMEHTOM ?
a) B METaJIaHHbBIX O JIOKYMEHTE;
0) B KOHTPOJIbHBIX TPOTOKOJIAX CUCTEMHBIX MPOIIECCOB;
B) B YUETHBIX 3aITUCAX;
T) B )KypHaJe y4Jera.

5. 9ror Meton (M OAMH W3 NPOLECCOB YNPaBJIEHHUS] JOKYMEHTAMH) MOMOraeT YCTAHOBHTH CBSI3b MEXKIAY OTAEeJIbHBIMH
AOKYMEHTAMH JJis1 o0ecle4YeHUs] HeNMPEePbIBHOIO [OKYMEHTHPOBAHHUS [€ATEJbHOCTH; COIVIACOBAHHO MPHCBAMBATH HMMeEHA
JOKYMEHTaM B Te4eHHe UIUTEJIbHOT0 BpeMEeHH; OKA3bIBATh MOMOIIb NP IMOMCKE BCeX JOKYMEHTOB, OTHOCAIIMXCS K ONpeAe/IeHHOI
(GyHKUMH WM BHUAY [€JOBOH [1eATeJbHOCTH; ONpedeJATh MNOAXOASIIYI /sl PA3JIMYHbIX TIPyNNn JOKYMEHTOB 3alHUTYy
KOH(PHACHIMAIBHOCTH, a4 TAK/Ke Pa3srpPaHUYHMBATH JOCTYI, NIPaBa I0Jb30BaTeseil HA JOCTYNl WM HA NpPOBeleHHE NEHCTBHUIl C
onpeJeJIecHHbBIMH TPyNNaMH [OKYMEHTOB; pacnpele/JiATh OTBETCTBEHHOCTH II0 YNPABJEHHIO ONpedeJeHHbBIMH TpyNnamMu
JOKYMEHTOB; pacnpeae/sitb JOKYMEHTbl @0 OTAeJbHBIM MNpoHeaypaM B paMKax /1eJ0BOH [esiTeJIbHOCTH; OIpenesasiTh
COOTBETCTBYIOIIIHE CPOKH XPAHEHHS M ACHCTBUSA MO 0TOOPY JOKYMEHTOB HA XpaHeHHe WK YHH4YTO:KeHne. HazoBuTe 3TOT MeTO (M
npouecc).

6. KakuM HOPMATHBHBIM JOKYMEHTOM B OPraHU3alMU [10/LKHO PerjJaMeHTHPOBATHCA KOHBEPTHPOBAHWE M MHIPALUs
JOKYMEHTOB U3 OJJHOW CHCTEeMbI YIIPABJeHHUS JOKYMEHTAMHM B IPYryio?

a) 'OCTowm;

0) ycTaBOM OpraHU3aINH;

B) MHCTPYKIIMEH N0 KOHBEPTUPOBAHUIO U MUTPALIUU IOKYMEHTOB;

I') MPUKA30M O KOHBEPTUPOBAHUU U MUTPALIUU TOKYMEHTOB U3 OJHON CUCTEMBI YIIPABICHUS JOKYMEHTAMU B JPYTYIO.

7. CY 101:xHBI ObITH CIPOEKTHPOBAHBI TAK, YTOOBI IOKYMEHTHI COXPAHSJIM 4 CBOIICTBA HE3aBUCUMO OT JIKOOBLIX H3MEHEHHUH B
CHCTeMe HA MPOTSAKEHNUH BCero nepuoaa ux XpaHeHus: U ucnoyb3oBanus. Hazosure 3tu cBoiictBa. OTBeT BIUILKMTE CJI0BAMU

(... ©ee o0 s0s s0e sse e ses see soe ....)

8. TOCT P HCO 15489 ompeneisier, 4T0 «ynpaBjJeHHEe MPOLECCOM JOCTYNA MpeAyCMAaTPUBAeT, 4YTO: a) JAOKYMEHTHI



pacnpeesieHbl 10 KATETOPUSAM B COOTBETCTBHM € UX CTATYCOM /JI0CTYIIA B ONpe/ie/ieHHOe BpeMsi; b) JIOKyMeHTbI JOCTYIIHbI TOJbKO
JIMIAM, 00J12IaI0IMM MPABOM J0CTYIIA K HUM; C) 3aCeKpPeYeHHbIe JOKYMEHTHI JIU00 JOKYMEHTBI ¢ OrPAHNYEHHBIM JI0CTYIIOM MOTYT
OBITH IPOYTEHBI TOJbKO IIPH HAJTMYUM COOTBETCTBYHILETr0 pa3pemieHus». J[0noJHUTe ITOT CIIUCOK ellle ABYM Sl MOKA3aTeJIsIMMU.
9. B KakMX CJIy4asix 10CTYNl K JOKyYMEHTaM UM UH(OPMAIMU 0 HUX CJIeAyeT OTPAHUYMBATH?

a) Eciiu TOKyMEHTBI cofiep kKaT MepCOHAIbHYI0 HH(OpMaIIHIO;

0) eciu TOKYMEHTHI COJIEp’KaT KOMMEPYECKYIO TalHy;

B) €CJIM JJOKYMEHTHI COJIEpXkKaT CIy>KeOHYI0 HH(OPMAIIHIO;

') 10CTYN OTPAaHUYMBAIOT KO BCEM JJOKYMEHTaM OpraHu3alluH.

10. «KKOHTPO/JIb MECTOHAXO0KIEHUA JOKYMEHTA MpeaycMaTpuBaer GUKCANMIO NAPAMETPOB HEOOXOAMMBIX IS OTCJIEKUBAHM S
ABHKEHHMS] JOKYMEHTA, K YHCJIY KOTOPBIX OTHOCHUTCH HMICHTH(PUKATOP TOKYMEHTA, €ro 3arojioBOK, CBeJeHUH O COTPYAHHKEe WIH
nojpasaeJieHun, 00,1a1aK01eM JOKYMEHTOM, | ...» BuumuTe cJI0BaMU HeOCTAIOINNH apamMeTp.

11. Kakme »3Tanbl [BU:KEHHSI JOKYMEHTOB CJielyeT OrOBOPHUTHL IMPH COCTABJEHUM TEXHHYECKOT0 3aJaHUsl Mepes
NMPOEKTHPOBAHUEM CHCTEMbI YIIPABJIEHHUSI JOKYMeHTaAMu ?

a) BblJaya, nepeaya JOKYMEHTa MEXIY COTPYAHUKAMH; BO3BpAT JOKYMEHTOB Ha MECTO MX PACIOJOXKEHUS WIM XPAHEHUS, CPOK
XpaHEHHUS; U3BATUE UX U3 CUCTEMbI YIIPABICHUS JOKYMEHTAMU U 1IEIb U3BATHS;

0) BbIa4a, Iepeaada JOKyMEHTa MEXIy COTPYIHUKAMU; BO3BPAT JOKYMEHTOB Ha MECTO MX PACIIONIOKCHUS HIIH XPAHCHUS; U3bSITHE X
W3 CUCTEMBbI YIIPABJICHUS JOKYMEHTAMH U LEIb U3bITUA

B) BblJlaua, Mepejiaua JOKyMEeHTa MEX 1y COTPYAHUKaMU; BO3BPAT JOKYMEHTOB Ha MECTO UX PACTIOJIOKEHUS WIIH XPAHCHUS, U3BATHE UX
W3 CUCTEMBI YIIPABJICHUS JOKYMECHTaAMU;

T') BblJIa4a, fepeaada JOKYMEHTa MEXK/ly COTPYJIHUKAMM; BO3BPAT JOKYMEHTOB HA MECTO UX PACIIONOKEHUS WIIM XPaHCHUS; U3BATUE UX
W3 CUCTEMBbI YIIPABJICHUS JOKYMEHTAMH; LIEJIb U3bATUS; MHUIIHATOP U3BATHUS, CChIJIKA HA HOPMATUBHBIN JIOKYMEHT.

12. Ilpu ¢u3uYecKOM YHHMUYTOXKEHHH JOKYMEHTOB PEKOMEHIYETCH PYKOBOACTBOBATHLCH ONpedeJeHHbIMH NPHUHIUIIAMU.
Ykaxure HeJOCTAIUNA NPUHIUN. OTBET NUIIKXTE CJI0BAMM.

- YHHUTOKEeHHE T0JI5KHO ObITh CAHKIIMOHMPOBAHHBIM U MPOBOAMTHCSI B COOTBETCTBHM ¢ TPEOOBAHUSIMUA HOPMATUBHOI Ccpebl;

- TOKYMEHTBbI, CBSI3AHHbIC C MPEJACTOANIMMH HJIM NMPOBOAUMBIMHU CYAeOHBIMH Pa30UPATEJIbCTBAMH M PACCICA0OBAHUIMU,
YHUYTOXKATH He CJIeyeT;

- cJieyeT YHHYTOXKATH BCe KONMHUM JOKYMEHTOB, Pa3pelieHHbIX K YHHUYTOKEHHUI0, BKIKYas NMEePCOHAJbHbIE, CTPAXOBble U



pe3epBHbIE KONUM.
13. TOCT P UCO 15489 TtpeOyer, 4T0o0bI B OpPraHM3alMu ObLIM YEeTKO YCTAHOBJIEHBI IMOJHOMOYHSI 1O BBINOJTHEHHUIO
onpeaeJeHHbIX IPOLECCOB YIPABJICHUS JOKYMEHTAMU. Y KasKuTe 3TH NPouecchl.
a) KIaccupuKalus U UHJIEKCUPOBaHUE,
0) sKCrIepTH3a IIEHHOCTH,
B) 0TOOp M nepeiaya JOKYMEHTOB Ha MOCJIEYIONIee XPaHEHNUE WIH YHUUYTOKEHHUE;
I') cocTaBjieHHe U 0(hOPMIIEHHE TOKYMEHTOB
14. Yto0b1 ompeneasaTs TpeOOBAaHMA K NPAKTHKe, 00CJIeJ0BAHMI0, NMPOBEPKe M TECTHPOBAHHUI0 INPOLECCOB YNPABJICHHUS
AOKYMEHTAMHU, He00X0AMMO...
a) IOKyMEHTAIbHO 3aMKCUPOBATH HOPMbI COOTBETCTBYIOIIETO 3aKOHO1ATENIbCTBA, CTAHIAPTOB U MOJIMTUKY OPraHU3aIUy;
0) peryJisipHO IPOXOJIUTH MPOBEPKY BO BHEIIHUX AyJTUTOPCKUX U HA30PHBIX OPTaHaX;
B) OTCJIC)KMBATh U3MEHEHHS B 3aKOHOATEIbCTBE;
I') HA3HAYUTh OTBETCTBEHHBIX 32 MIPOBEJCHUE ayJUTa U MOHUTOpUHTA Y JI.

15.YT100bI COXPAHATH KOPMOPATUBHYIO EJOCTHOCTDH CPe/ibl YpaBjieHUuss HHGopManuei, OpraHu3anum HeoOXoAuMo. ..
a) UMETh TOJILKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OpraHU3alluu;
0) peryyisipHO IPOXOJIUTH MPOBEPKY BO BHEIIHUX aAyJTUTOPCKUX U HA30PHBIX OPTaHaX;
B) oco00oe BHUMaHUE YAENATh BCeM HH(POPMAIIMOHHBIM CHCTEMaM W MpaBujiaM (CTpaTeTUsM, MOJUTHUKAM), TPUMEHSIEMBbIM BHYTpU
OpraHu3aluH,
I') HA3HAYUTh OTBETCTBEHHBIX 32 MMPOBEJICHUE ayUTa U MOHUTOpUHTA Y JI.
16. KeM I0/ZKHBI YyTBEPKAATHCHA BCe pelIeHUs] 0 BKJIKYeHUH NOKYMeHTOB B CY/l m yCTaHOBJIEHHMHM CPOKOB H NMOPSIAKA HX
XpaHeHus?
a) BBICIIIMM PYKOBOJCTBOM;
0) orBeTcTBeHHBIM 32 CY/[;
B) HaJ[30PHBIM OPraHoM, ayAUTOPAMHU;
') ApXUBHBIM OPTaHOM.
17. C KeM [IOJIKHBI COIVIACOBBLIBATBHLCH BCE PeELICHUS O BKJIKYECHHHU JOKYMEHTOB B CHCTEMY YNPABJICHUS JOKYMEHTAMH H
YCTAHOBJICHUH CPOKOB M MOPSAAKA UX XpaHeHus ?



a) BBICIIUM PYKOBOJICTBOM;
0) orBeTcTBeHHBIM 32 CY/I;
B) HAJA30PHBIM OpraHOM, ayAUTOPaMHu;
') apXUBHBIM OPTraHOM.
18. B cayuyae oOHapy»keHUs] HEMPUTOAHOCTH WIN Hed((PeKTHBHOCTH MCHOIbB3YeMOIl CHCTEMbl YNPaBJIEeHUsI JOKYMEHTAMH U
NMPOLECCOB YIPABJIEHUA JOKYMEHTAMH He00X0ANUMO...
a) yauutoxuth CY/JI;
0) monudupoBaTh mporecch Y/I;
B) 3aMeHuTh CY [I;
T') epeTH Ha OYMaXKHBIA TOKYMEHTOOOOPOT.
19. IIporpaMmmbl 00y4eHHUsI YIPABJICHUIO JOKYMEHTAMH J0JKHbI OXBAaThIBATh...
a) POJM U OTBETCTBEHHOCTh BCEX COTPYAHHKOB M MPOYMUX JIHI], OTBETCTBEHHBIX 32 CO3/IaHHE JOKYMEHTOB BO BpeMs UX pabOThI U 3a
BKJIFOYEHUE ITUX TOKYMEHTOB B CUCTEMY YNPABICHUS JOKYMEHTAMH;
0) poJii U OTBETCTBEHHOCTh BCEX PYKOBOJAIINX PAOOTHUKOB;
B) POJIM U OTBETCTBEHHOCTH TOJIBKO BCEX IITATHBIX COTPYIHHUKOB;
T') POJIM U OTBETCTBEHHOCTH TOJILKO BPEMEHHBIX PAOOTHUKOB U JIUII, pa0OTAIOMIMX HA OOIIECTBEHHBIX HaYaIax.
20. Kak cootHocsaTess TOCT P UCO 15489-1-2007 u TOCT P UCO 30300-20157?
a) TOCT P 1CO 30300-2015 ormenun I'OCT P UCO 15489-1-2007;
6) 'OCT P UCO 30300-2015 netamuzupyet u yrounsiet nojoxenust OCT P NCO 15489-1-2007;
B) TOCT P UCO 30300-2015 nukak He cBsazad ¢ [OCT P UCO 15489-1-2007
r) 'OCT P UCO 30300-2015 menser tepmunonoruto 'OCT P UCO 15489-1-2007
KounTposabnast padora

no aucuniuinie «MexayHapoaHble CTAHAAPTHI YNIPABJIEHUS TOKYMEeHTAMM

3ananme 1. CoctaBUTh 0030p MyOIMKALMI MO NEPUOJAUYECKUM U3IAHUAM (ra3eTaM, HaydHO-IPAKTUUYECKUM KypHallaM, COOpHHKaM
HAy4YHbIX TPYIOB U Ap.) 3a nociuennue 10 et o poccutickom u medxncoOyHapoOHOM Onvime YnpaseieHus OOKYMEHMAMU 6 Op2aHu3ayusix,

ynpasusemuvix no mexicoynapoonvim cmanoapmam UCO cepuu 9000 (pasnvix éepcuti).
MeToauveckue yKazaHHus



AHanu3 mnpencTtaBuTh B BUJE TEKCTa 00BEMOM HE MeHee 3-x crTaHul] (0e3 ydeTra CTpaHUIl CCBUIOK) C 0O0s3aTeNbHBIMU
oubmmorpaduyeckrmu cchuikamu Ha uctouHuku. LpudT - 14, Times New Roman, mexctpounsiii uaTepBai -1,5. Bee moss mo 2 oM.
Jlumepamypa u ucmoyruxu

1.Ko3bipeB, B.A., Pa3Butue cuctem menemkMmenta kadectBa / B.A. Ko3swipeB, A.H. Jlucenkos C.B. [Tankun. [log pen.
Kozeipeea B.A. —-M.: ®I'BOY «YMIl XIAT», 2014 , C.9-20. [DnektponHsii pecypc]. Pexum npocrymna:
http://e.lanbook.com/view/book/55404/ 3armn. ¢ skpana.- ISBN- 978-5-89035-708-3

2.MenexMeHT cerofus : [kypHan]| / yupeautens: 3A0 "Usnar. nom "I'pedennukoB” . — 2001- . — M. : I'peGeHHUKOB,
2006-2010 . — Pexxum goctyna : http://elibrary.ru . - Beixogut pa3 B 2 mecsitia . — C.2011 roma J0CTyNeH B 3JIEKTPOHHOM BHJIC .
ISBN otcyrtcTByeT .

3.Menemxment B Poccun u 3a pyOexoM : Bce O TEOPUM M MPAKTUKE YIpaBiIeHUs OM3HECOM, (pMHAHCAMU, KaJpaMHU... :
[xypHan] . —1997- . — M. : ®unnpecc, 2013- . - Beixonur pa3 B 2 mecsina . - ISBN orcyrcTByer.

4.TOCT P HMCO 30300-2015 Cucrema crtangapToB mno wuHpOpMAIUU, OUOIUOTEYHOMY M H3JATEIbCKOMY JICIy.
Nudopmanus u pokymeHrauus. Cucremsl ynpaBieHHUs JoKyMeHTaMHu. OCHOBHbIE NOJOXeHUs M cioBapb (yTB. Ilpukasom

PocrexperynupoBanus ot 09.12.2015 Ne 2123-ct) [Dnextponusiii pecype] / ®I'YII Crangaptuadopm. — Pexxum nmocryma:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

3apanue 2. CocTaBUTh MOJIC/Ib OIICHKU HAJIMYUS B JOKyMEHTax o0s3aTelbHBIX CBOMCTB, TpeOyembix ['OCT P UCO 15489-1-2007.
MeToauueckue yKazaHusi
JlaHHBIE CIeayeT 3aHECTH B TaOJIHUILY.

dopma Tabauibl 1
Moenb OIleHKH HaJIN4us B TIOKYMEHTax o0s3aTenbHbIX cBOMCTB, TpeOyembix ['OCT P UCO 15489-1-2007

ITonoxenue CTaHaapTa CaolicTBa HAOKYMCHTOB IToka3aTenu

I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBaHUAM
Ne 1 HazBaHue) CTaHzapTa

1 2 3

AyTEHTUYHOCTB

JlocToBepHOCTH

IlenocTHOCTH

[Ipuronnocts  1ist
HUCIOJIb30BaHUI



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

B nepBbIif cTOI0€1 BHOCUTCS LMTaTa M3 TEKCTAa YKA3aHHOI'O CTaHAApTa, I'Zleé OrOBapUBAETCs HAa3BaHHOE B cTOJOLE Ne 2 CBOMCTBO
noxkyMeHTa. [lurata 10omKHa CONPOBOXKAATHCA TOUHOU CCHUIKOM.

Bropoii cronben Tabauibl He 3aM0JIHAETCS U HE TOTIOJIHSAETCS.

B Tperuii ctonben BHOCSATCA mMoka3zareiau (PEKBU3UTHI, METaJaHHbIE, TOKYMEHTBhl W/WIM 3alHUCe O MPOU3BEACHHBIX JEHCTBUSIX,
MEePEUNCICHUE OCHOBHBIX PE3YyJIbTAaTOB), 0 KOTOPHIM MOKHO CYJIUTh, YTO JOKYMEHTHI 00J1a/1al0T TpeOyEeMbIMU B CTaHAAPTE CBONCTBAMHU.

B kauecTBe BcIOMOraTeNbHOTO MaTepuana A 3anoidHeHus crosnbua Ne 3 crienyeT HCHONb30BaTh CIEAYIOLIME HUCTOYHUKU U

JUTEPaATYypy.

Jlumepamypa u ucmounuxu
1. TOCT P HUCO 15489-1-2007. Hamumonanwsubiii ctanmapt Poccuiickoit ®deneparuu. Cucrema CTaHAapToB 10 HHGPOpPMAIIUH,
OMOIMOTEUHOMY U U3/1aTENILCKOMY Jielly. YrpaBieHue fokymentamu. O0uue tpedoBanus (yrB. [Ipukasom PocrexperynupoBanus ot
12.03.2007 N 28-ct) [OnexTpoHHbIii pecypc]. Pexxum moctyma: http:/base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548
2. TOCT P UCO 22310-2009. Undopmanuss 1 gokymeHTanus. PykoBojacTBO mis pa3paOOTYMKOB CTaHAAPTOB, YCTaHABIMBAIOIIMX
TpeboBanus K ynpasienuio qokymentamu (1SO 22310:2006, Information and documentation —Guidelines for standards drafters for

stating records management requirements in standards. -M.: Craugaptunadopm, 2010. [DaektponHslit pecype]. Pexxum mocryma:
http://files.stroyinf.ru/Datal/58/58314/#i132385

3. TOCT P UCO 23081-1-2006. Uadhopmanus u nokyMeHTarus. [Iporieccel yrpaBieHus JoKyMeHTaMHi. MeTafaHHbIe JJ1s1 JOKYMEHTOB.
Yacte 1. [Mpuanumner (ISO 23081-1:2006, Information and documentation - Records management processes - Metadata for records -

Part 1: Principles).-M. : Cranpaptuadopm, 2009. [DneKTpOHHBIN pecypc]. Pexxum JocTyna:
http://www.norm-load.ru/SNiP/Datal/54/54932/index.htm

4. TOCT P HUCO 30300-2015 Cucrema crangaptoB mo uHbOpManuu, OUOIMOTEYHOMY U H3AATENbCKOMY aeny. Muadopmanus u
nokymenTtanus. CucTemsl yrpaBieHus: fokyMeHTamMu. OCHOBHBIC TIOJIOKEHHS U ciioBaph (yTB. [lpukazom PocrexperymupoBanus OT

09.12.2015  Ne  2123-c1) [Onektponnsiii  pecypc] // @I'YIT  Crammapturdopm. — Pexum  nocrtyna:
http://protect.gost.ru/document.aspx?control=7&id=202553 .

5. Jlapun, M.B. Ynpasrnenue nokymMmeHTaMu Ha OCHOBE MexayHapoaHoro ctangapra MCO 15489-2001: metoa. mocobue / M.B. Jlapus,
O.U. PrickoB; BHUMJIAJL. M., 2005, C.5-20.
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HcTopust BOBHUKHOBEHHUSI MEXIYHAPOTHBIX CTAHIAPTOB B 00JIAaCTH MEHEDKMEHTA KauecTBa.

[ToHATUI «IOKYMEHT» U «3aIIHCh».

MPUHLIMIBL  UACHTU(UKALIMY HOPMAaTUBHOM Cpeibl yIpaBIeHUs JOKyMEHTaMu ?

PazpaboTka moJMTHKYM B 007aCTH YIpaBICHUS JOKyMEHTaMu?

[Ipennoceliky NOSIBIEHUS MEXAYHAPOIHBIX CTAaHAAPTOB B 00JIACTH MEHEIKMEHTA.

CMK kak cuctema ynpaBjaeHHUs] TOPU30HTATbHBIMU IIPOIIECCAMU

[Tonsarue cranmapta B uaTepnperanuu UCO.

OcHoBHble NpUHLUIIEI pazpaboTku crangaptoB UCO.

[Ipouenypa pazpaboTku MexayHapoaHbix ctanaapTos MCO.

[IpenmymiecTBa MCHOIB30BaHUS MeXAyHapoAHbIX cTaHfgapToB MCO B obmactu ympaBieHHs JOKYMEHTaMH W HMH(OPMAIIMOHHOTO MEHEIXMEHTa,
MEHEHPKMEHTA PUCKOB?

[TonsiTHe 0 cucTeMax MEHEPKMEHTa KauecTBa.

[IpuHnune! GopMUPOBAaHUS CUCTEMBI MEHEIXKMEHTA KauecTBa.

TpeboBanus cranmaproB  MCO cepun 9000 k paboTe ¢ JOKYMEHTaAMH .

[IpenmymiecTBa BBEIEHUS CUCTEMBI MEHEKMEHTA KaueCTBA.

JIOKyMEHTaIMs CUCTEMbI MEHEXKMEHTa KaueCcTBa

[lenb NOMUTUKH yIIPaBIECHUS] JOKYMEHTAMU ?

OTBETCTBEHHOCTh 3a YIPABJICHHs JOKYMEHTaMM: 3a HUX IPOEKTUPOBAHHE, BHEAPEHHE M COXPAHHOCTb CUCTEM YIIPaBJIECHUS JOKYMEHTAaMH U HUX
9KCIUTyaTal[MOHHbIE XapaKTEePUCTHKH, 32 OO0ydyeHHue I0JIb30BaTeNeil yINpaBIeHUIO AOKYMEHTAaMH U NPUMEHEHHE CHCTEM YIpaBJIEHUS JOKYMEHTAaMU B
WH/MBUYaJIbHOM PAKTUYECKON AEATEIIbHOCTH.

OTBETCTBEHHOCTh PYKOBOJICTBA OpraHU3allui B 00JaCTH yIpaBIeHUs JOKYMEHTaMU.

@OyHKIMHM U OTBETCTBEHHOCTh a/IMUHUCTPATOPOB CUCTEMbI YIPABJICHUSA?

CBoiicTBa JOKYMEHTOB, oOecrieunBaeMble paboTHUKaMU opranu3auuu. CyTb KaKI0ro U3 CBONCTB.

AYTEHTHUYHOCTb U CIIOCOOBI ee 0OecreueHms..

JIOCTOBEPHOCTD U CIIOCOOBI ee 00eceyeHHU .

L{estocTHOCTB U CTIOCOOBI €€ 00ecTIeyeHHUs.

ITpurogHOCTH JUIS HCHOIB30BAHUS U CIIOCOOBI €€ 00ecrieueHHs.

Tpeb6oanust TOCT P UCO 15489-1-2007 k cuctemam yrnpaBjieHUs: JOKyMEHTaMH. PacKpbITh KaxkJi0e TpeOOBaHHE.

IIpoexTrpoBaHKe U BHEAPEHNUE CUCTEMBI YIIPABJICHUS JOKYMEHTaMHU.

CX0ACTBO M OT/IMYMS B MPHEMax OINpPENeNIEHUs] CPOKOB XpaHeHHs AoKyMeHToB no crtanaapty MCO P 15489-1-2007 u oTeuecTBEHHBIM HOPMATHUBHBIM
aKTaMm.

IIporpamma pa3paboTKU CUCTEMBI YIPABICHUS JOKYMEHTaMH.

MOHMTOPHHT U ayIUT CUCTEMBI YIIPABJICHUS JOKYMEHTAMHU.



30. Ocnosusble TpeboBanust 'OCT P MCO 15489 no o0yveHuto cucreme ynpaBieHUs JOKYMEHTaMH.
31. MexayHapoaHble CTaHAapThI B 0071aCTH apXUBHOTO Jeia
32. JlesitenbHOCT, MEXKTyHAPOTHOTO COBETA APXHMBOB I10 pa3pabOTKe OOIIeH MOJUTHKH YIIPABJICHUS JOKYMEHTAIUCH 1 apXUBaMH

e UToOroBsIii TECT 1O Kypey [/

Bompoc 1

TekcT Bompoca

K xapakrepucrukam cucrem ynpasJjenus 1okymentamu 'OCT P UCO 15489 otHocut:
Bri6epute 0/1uH OTBET:

=

a. JOCTOBECPHOCTh, ayTCHTUYHOCTD, HPUTOJHOCTD I MCIOJb30BAaHUS, [IEJIOCTHOCTD
b. HaaAC)KHOCTb, CHCTEMHOCTB, COOTBECTCTBHC, JICTUTHUMHOCTbD, HCIIOCTHOCTD
C. CHCTEMHOCTb, KOMIIJICKCHOCTh, QyTCHTUYHOCTD, IIPUTOJHOCTDH IJI MCIIOJIb30BaHHUA

d. Ha/IEXKHOCTH, 1IEJIOCTHOCTH, KOMIUIEKCHOCTh, CHCTEMHOCTbL, COOTBETCTBHE
Bomnpoc 2
TekcT Bompoca
Kakomy Texunueckomy komutery MCO Obliia nopydena paspadorka ISO 15489?
BriGepuTe o1MH OTBET:
P
a. TK 37 «TepmuHosorust (IIPUHITUATIBEI M KOOPAMHAITHS )
-~
b. TK 176 «YupasieHnue KaueCTBOMY
-~
c. TK 46 «1ndopmanivs u 1OKyMEHTALIUSD»
-~
d. TK 171 «BocnpousseneHue JOKYMEHTOB)
Bomnpoc 3
TekcT Bompoca
IIpuMeHeHne MeKTYHAPOAHBIX CTAHAAPTOB B 0T€4eCTBEHHOM /IeJI0ONPOU3BOCTBE HAYAJIOCH ...
BriGepute o/1uH OTBET:

=

a. B KoHIlle XX B.


http://newlms.magtu.ru/mod/quiz/view.php?id=303815

¢ b. B Havane XXI B.

=

C. B Hayajie XX B.

d. B xonme XIX B.

Bompoc 4

TekcT Bompoca

Kakoii u3 nepeuncjieHHbIX HHKe MEKIYHAPOAHBIX CTAHIAPTOB NMPeIHA3ZHAYEH JJIsl CO3aAHUS B OPraHU3AIUsX CHCTEM YIPaBJeHUs JOKYMEHTaMH Ha
CTpaTernyeckoM YPOBHE, TO €CTh HA YPOBHE OTBETCTBEHHOCTH H B 30He MPUHATHS PellIeHUil pyKoBoacTBa?

Bri6epute 0/1uH OTBET:

-~
a. UCO 15489:2001 «Mudopmarus u JOKyMEeHTAIHs. Y TIPaBICHHE TOKYMEHTAMMU»
-~
b. LUCO 23081:2004 (pexn. 2006 r.) «Mudopmarus u gokymenTanus. [Iporieccsl yrpaBieHus TOKyMeHTaMU. MeTalaHHbIE IS TOKYMEHTOBY
-~
c. UCO/TO 26122:2008 (pexn. 2009 u 2010 rr.) «MuDOpManus u JOKyMeHTaus. AHaIU3 pabovYrX MPOIECCOB, MPUMEHSIEMBIX B OTHOIIIEHUHU IOKYMEHTOBY

-~
d. UCO 30300:2011 «Mudopmanus u gokymentarus. CucreMsl yupaBieHHus J0KyMeHTaMu. OCHOBHBIE MOJIOKEHHS U CIIOBAPH

Bompoc 5

TekcT Bompoca

Yem nzmepsiercs 3 (peKTUBHOCTH NPUMEHEHUS MEKITYHAPOAHOI0 cTaHaapra?
Bri6epute 0/1uH OTBET:

—

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

b. HOHY‘IGHI/IC KOHKYPCHTHLIX ITPEUMYILICCTB, HpI/I6LIJ'II/I 3ad CHCT COBCPIICHCTBOBAHUA CUCTCMbI OpraHnu3alunu JICIIOBOM NEeATEILHOCTH

C. [lonHo¥ yHuduKanuen mpoueccoB opraHu3aluu
-~
d. Cozmanuem HEOOXOAMMOTO TTaKeTa JOKYMEHTOB
Bomnpoc 6
TekcT Bompoca
YT100bI COXPAHATH KOPHOPATHBHYIO LEJTOCTHOCTH CPe/ibl yIIpaBaeHUsA HHGOpManuei, OpraHu3anuyu HeodXoauMo. ..

Bribepure o 1H OTBET:

a. peryJsipHO MPOXOAUTH ITPOBEPKY BO BHELIHUX ayJUTOPCKUX U HAJ30PHBIX OpraHax

b. ocoboe BHUMaHME YACIATH BCEM I/IH(l)OpMaL[I/IOHHLIM CUCTCMaM U IIpaBUJIaM (CTpaTeF UsIM, HOHI/ITI/IKaM), MIPUMCHSACMBIM BHYTPU OPraHu3aliuu

C. Ha3HA4YUTh OTBETCTBCHHBIX 3a IIPOBCACHUC ayIMTa U MOHUTOPUHIa yI[



r'
d. “IMeTh TOJIBKO OHY aBTOMAaTU3HUPOBAHHYIO CUCTEMY B OpraHusanuu

Bomnpoc 7

TekcT Bompoca

Kakas npo0Jiema/pl Bo3Hukaa/um ¢ BHeapenneMm crangapra UCO 15489:2001? «Mupopmanusa U AOKyMeHTanus. YNpapjieHHe JOKYMEHTaMW» B
Poccun?

Br16epute 0/1uH OTBET:

a. [Ipobnema HalMOHAJIBHOM crIeU(PUKH B IPAKTUKE PpabOThI C JOKYMEHTAMHU
b. [Ipo6aema orpaHUYEeHHOCTH IPUMEHECHHUS CTaHIapTa
c. [Ipobiema TepMHHOJIOTHYECKOTO HECOOTBETCTBUS

d. [TpobaemMa HECOBMECTUMOCTH C POCCHIICKOI 3aKOHOAATEIbHOM 0a30i
Bompoc 8
TekcT Bompoca

B noucke oTBeTa Ha BONPOC, B 4YeM NPUYNHA JI0X0T0 Ka4eCcTBAa TOBAPOB M YCJyT, 3kcnepTbl UCO npunuim Kk BbIBOAY, YTO OHA 3aKJ/II04YaeTcs BCeraa

BriGepute ouH OTBET:

a. B INIOXOM opraHru3alv MCHCPKMECHTA
b. B HM3KOM KauecTBe ChIPbA

C. B HU3KOH MpodeccuoHaNbHON MOArOTOBKE MepcoHana
‘ d. B HemocTaTKe (PUHAHCHPOBAHUSI
Bompoc 9
TexkcT Bompoca
KeMm 10/12kHBI YTBEPKIATHCH BCe PelIEHUS 0 BKIKYEeHNH T10KYMeHTOB B CY /] 1 yCTAaHOBJICHUM CPOKOB U NMOPAIKA UX XPAHEHUA?
Bri6epuTe 0IuH MM HECKOJILKO OTBETOB:
-

a. apXUBHBIM OPTraHOM
b
. BBICILIUM PYKOBOJICTBOM

= C. HQJ30PHBIM OPraHOM, AyAUTOPaAMU
-

d. otBercTBeHHBIM 32 CY ][]



Bomnpoc 10

TekcT Bompoca

IlepeBoa KaKMX TEPMHHOB BbI3BAaJ1 HAU0OJIbIINE TPYAHOCTH y nepesoguunkos BHUUJIA J1?
Bribepure 0IMH WM HECKOJIBKO OTBETOB!

-
d. METaJJaHHEBIE

" b, sammcs
C. IOKyMCHT

| apXuB

Bompoc 11

TekcT Bompoca

K kakoii cepun cranaapToB Bocxoaut crangapt MCO 15489-2001 «YnpaBieHue 10KyMeHTaAMMW»?
BriGepute ouH OTBET:

" & Cepnn ISO 14000
b. Cepuu 30300
c. Cepuu ISO 9000

d. Cepun ISO 10000
Bomnpoc 12
TekcT Bompoca
C keM J0JIKHBI COTJIACOBBIBATHLCS BCe pellleHHs] 0 BKJIKYEHUHM JTOKYMEHTOB B CHCTEeMY YNpPaBJIeHUS] JOKYMEHTAMHU H YCTAHOBJIEHHHU CPOKOB H
NMOpPsAKA UX XpaHeHus ?
Bri6epuTe 01uH MM HECKOJIKO OTBETOB:

a. oTBeTcTBeHHBIM 3a CY []
-
b. HaI3OPHBIM OpPraHOM, ayTUTOPAMH
C. apXUBHBIM OPTraHOM

d. BBICIIUM PYKOBOJACTBOM
Bomnpoc 13
Tekcr Bompoca



KiroueBoe nonsitne «ynpasjeHue JOKYyMEHTaAMHW» B Pa3HbIX CTPaHaX, B TOM uncie Poccun, BbI3BaJI0 TEPMUHOJIOTHYECKYI0 AucKyccni0. C KakuMH
U3 NepeYHcIeHHbIX HUKe MOHSITHH ero CTPeMUJINCh O0TOXKIeCTBIATh?
Bribepure oauH OTBET:
-~
d. YIIpaBJICHUEC apXHUBaMH

b. ynpaBiierne TOKyMeHTO000pOTOM
C. ynpaBiieHHe HHPpOopMaIuen

d. co BceMu nepeunciieHHBIMU

Bompoc 14

TekcT Bompoca

YkaxuTe NpaBUJIbHOE MPOAOJIKEeHNE BbICKAa3bIBaHUA: «CHCTEeMa MeHeKMEeHTAa Ka4ecTBa — 3T0...»
Br16epute 0/1uH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JICHCTBHUH, HAIIPABJICHHBIX HA JIOCTH)KCHHUE MTOCTABICHHBIX 3a/1a4 (IIeJIeH, MO aIesei )
b. Cucrema MeHeKMEHTA U1l PYKOBOJCTBA U YIIPABJICHUS OPraHU3aIiel IPUMEHHUTEIBHO K KAUeCTBY
¢. O0mue HaMepeHUs U HaMpaBJIEHUS AEATEIHFHOCTH OPTaHU3aIlii B 00J1aCTH KadyecTBa, O(pUIIMaTIbHO CHOPMYITMPOBAHHBIEC BHICIITUM PYKOBOJICTBOM

d. Cucremarudeckass uaeHTH(UKAIMS U YIOPSAJIOUCHHE JCIOBON NEATEIBHOCTH U (MJIM) JOKYMEHTOB 10 KAaTErOPUsIM B COOTBETCTBHH C JIOTMYECKU
CTPYKTYPHUPOBAHHBIMH YCIIOBUSMH, METOJJAMH U MPOLIETYPHBIMU IIPABUIIAMH, MPEACTABICHHBIMU B KJIACCU(PUKAIMOHHON CHCTEME.
Bomnpoc 15
TekcT Bompoca
YTo0bI OnpeaesiTh TPeOOBAHUS K MPAKTHKE, 00C/IeJ0BAHNIO, IPOBEPKE U TECTUPOBAHHUIO MPOLIECCOB YNPABJIEHUS JOKYMeHTaMH, He00X0ANMO...
Bri6epute 0/1uH OTBET:

d. pEeryJIipHO IIPOXOJUTH NPOBEPKY BO BHCIIHUX ayJUTOPCKUX M HAA30PHBIX OpraHax
b. AOKYMCHTAJIBHO SaQ)HKCHpOBaTB HOPMBI COOTBETCTBYIOIICTO 3aKOHOAATCIILCTBA, CTAHAAPTOB U IMOJIMTUKY OpTraHHU3allnun
C. OTCJIC)KMBATh U3MEHCHHS B 3aKOHOJATCJILCTBE

d. Ha3HAYKUTH OTBETCTBEHHBIX 32 MPOBEICHUE ayIUTa K MOHUTOpHHTra Y J]
Bomnpoc 16
TekcT Bompoca
B ciaydyae o0Hapy:KeHUs] HENPUTOJAHOCTH WM HeI(P(PEKTUBHOCTH HCNOJIb3yeMOH CHCTeMbl YIPABJICHHS JOKYMEHTAMH M IPOLECCOB yNPABJICHUS



AOKYMEHTAMH He00X0AMMO...
Bribepure oauH OTBET:

=

a. mepeiTH Ha OyMakKHbIH JOKYMEHTOOO0POT
=
b. yanuroxute CY/]

=

C. 3amenuth CY][

d. Mmoau¢uimpoBars npouecchl Y|
Bompoc 17
TekcT Bompoca
TpeOoBaHus K cUCTeMe MEHEIKMEHTAa Ka4ecTBAa ONMCAHDI B...
Br16epute 0/1uH OTBET:

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

d. Cepun ISO 10000
Bomnpoc 18
TekcT Bompoca
IIporpammbl 00y4eHHs1 YIPABJEHHIO JOKYMEHTAMU JA0/ZKHbI OXBATbIBATh...
Bri6epute 0/1uH OTBET:

=

d. POJIM M1 OTBETCTBCHHOCTDH TOJILKO BPEMCHHBIX pa6OTHI/IKOB u J1nn, pa60Tamu1Hx Ha 06H_IGCTB6HHBIX Hadajiax
e
b. POJIM 1 OTBETCTBCHHOCTL BCCX COTPYAHHUKOB U IPOYUUX JIUL, OTBETCTBCHHLIX 3a CO3JaHUC JOKYMCHTOB BO BPEMS UX pa6OTBI N 3a BKIIIOYCHUC OTUX
AOKYMCHTOB B CUCTCMY YIIPABJICHUS JOKYMCHTAMUA

=

C. POJIX ¥ OTBETCTBEHHOCTh TOJIbKO BCEX LITATHBIX COTPYIHUKOB
“ 4 POJIM U OTBETCTBEHHOCTh BCEX PYKOBOAALINX paOOTHUKOB
Bomnpoc 19
TekcT Bompoca
Korna B Poccnu nosisuiuch nepsbie cranaaptsl no CMK?
Bribepute ouH OTBET:



a. B2000r.
b. B 1997r.
c. B1947r.

d. B 1987r.
Bomnpoc 20
TekcT Bompoca
Kak cootHocsitess TOCT P UCO 15489-1-2007 u TOCT P UCO 30300-2015?
Bri6epute 0/1uH OTBET:

© a TOCT P HICO 30300-2015 neranm3upyeT u yrounseT nmonoxxkenuss [OCT P UCO 15489-1-2007
b. TOCT P MCO 30300-2015 mensier repmunooruio 'OCT P UCO 15489-1-2007
c. TOCT P UCO 30300-2015 ormenus 'OCT P ICO 15489-1-2007

d. TOCT P MCO 30300-2015 nukaxk e csizan ¢ [OCT P MCO 15489-1-2007
Bompoc 21

TekcT Bompoca

Kaxkoe MecTO 0OTBOAMTCS yNpaBJeHUIO JoKyMeHTamu B ctangaprax UCO 9000?
Bri6epute 0/1uH OTBET:

=

I
o

-

a. praBJ’IeHI/Ie JOKYMCHTaMH pacCMaTpUBACTCA KaK BCIIOMOTaTEIbHBIN mponecc, O6CY)KI/IBaI-OH_II/II71 MCHCIXKMCHT
- o o
b. praBHCHI/IC JOKYMCHTAMH ABJIACTCA CaMOU BAX)KHOU YaCTbIO MCHCKMCHTA

—

C. YipaBieHue JOKyMEHTaMH SBJISIETCS COCTAaBHON YacTbh0 MEHEIPKMEHTA
o~
d. YopaBneHue JOKyMEHTaMH HE PACCMATPUBACTCS U HE OMUCHIBACTCS
Bomnpoc 22
TekcT Bompoca
B 4em 3aki04aercsi yausepcaiabHOCTh cTanaapToB ISO cepun 9000?

Bribepute o 1H OTBET:

=

a. yHI/IBCpC&HBHOCTB CTaHapTOB obOecrieunBaeTCs TEM, 4TO B Tpe6OBaHI/I$IX ObLIH YYTCHBI MHCHUA Pa3HbIX OKCIICPTOB

=

b. Oun npeajiararoT OJHy 06H_Iy10 YHUBCPCAJIBbHYIO MOJCIIb MCHC/PKMCHTA



€. OHM IPUMEHHUMBI /IS JTF000H OpraHM3aluy BHE 3aBUCHMOCTH OT YMCIIEHHOCTH TepCOHala, (OPMBI COOCTBEHHOCTH, 3aHIMAEMBIX PHIHKOB, XapaKkTepa
BBIITYCKa€MOW MPOAYKLIUH WIIA OKa3bIBAEMBIX yCIIyT

d. YHUBEpCaIbHOCTh MPOSBIISICTCS B TOM, YTO JJAHHON cepuu 0000I1IeHbI TPeOOBaHUS APYTUX CEPUIl CTAHIAPTOB
Bomnpoc 23
TekcT Bompoca

Oco0enHoe oTHOIIEHUE K JoKyMeHTauuu cranaapToB 9000:2000 onpeaensiercs TeM, YTO...
Br16epute 0/1uH OTBET:

—

a. YrpaBieHue TOKyMEHTaMU pacCMaTPUBAETCsI KaK BCIIOMOTATENIbHBIN MPOI1iecc, 00CTyKUBAIOITUN MEHEDKMEHT
i'“ o o
b. YrpaBneHue 10KyMEHTaMH SIBJIIETCS CaMOW BaKHOM 4acThIO MEHEIKMEHTA
r- o v
C. Ha xaxxiom mpennpusiTiu, B KaKI0M OpraHu3alliy JT0JDKHA OBITh HE TOJBKO pa3paboTaHa, BHEAPEHA U JICHCTBOBATH CHCTEMa MEHEPKMEHTA KaueCTRBa,
HO 33/I0KyMEHTUpPOBaHa

—

d. YmpaBieHnue JOKyMEHTaMH SIBJISIETCS COCTABHOM 4acThiO MEHEHDKMEHTA
Bompoc 24
TekcT Bompoca
PacnpenesienHoe ynpaBJ/ieHHe JOKYMEHTAMH — 3TO...
Bri6epute 0/1uH OTBET:
-~
a. CY/l, rne oTBETCTBEHHOCTD 32 IOKYMEHTHI pacipe/iesieHa MexX/1y BCeMH paOOTHUKAMU OpraHU3aI|H
-~
b. mpaBuibHO cripoekTrpoBannas CY /I, coorBercTByromas metoaoaoruu NCO

=

C. KOHTpoJIupyeMas ¥ ToKyMeHTaiabHO odopmienHas CY /], koTopas criocoOHa o iep>KUBaTh ajlbTePHATUBHBIC BAPUAHThI pa3MeEIleHUs] JOKYMEHTOB
‘ d. CY /1, ucnonb3yroiias ayTCOPCUHT
Bomnpoc 25
TekcT Bompoca
IHouemy GpyHKIMM ceKpeTapHaT 00ecneYnBaJl aBCTPAJIMIACKNNA HAMOHAJILHBIN OPraH cTaHgapTH3aun?
Bribepute o 1H OTBET:

—

a. ABcTpanus BbICTyNUJAa ¢ HHULIMATUBOU co3ganus [SO 15489

b. ABCTpaJ'II/IH PpaHbIIC APYTHUX BHEAPUIIA HallMOHAJIbHBIM CTAHAAPT IO YIIPABJIICHUIO JOKYMCHTAMU U €0 IIPpU3HAJIN JIYyUYIIUM B MC)KI[yH&pO,Z[HOfI IIPAaKTHUKE

C. ABcTpaius Bcerzia BBIMOJTHAET AaHHy0 pyHkuuio B TK



“ 4B ABCTpanuu JIy4iune ceKkpeTapu

Bomnpoc 26

TekcT Bompoca

Korna 0b11a co3nana MexnyHapoanas opranusanus no cranaapruzanuu (International Organization for Standardizations)?
Br16epute 0/1uH OTBET:

© aB19%7r
b. B 2007 r~.
c.B 1986 .

d. B2001r.
Bomnpoc 27
TekcT Bompoca
«PuCK-OpHEeHTHPOBAHHOE MbILILJIEHHE» MOSIBUJI0CH B CTAHIAPTAX BEPCHM...
BriGepute onuH OTBET:

© 42015
b. 2000 T.
c. 1987 .

d. 1994 r.
Bomnpoc 28
TexkcT Bompoca
Kakoii TexHMYeCKHil KOMUTET SIBJISAETCS [VIABHBIM 110 pPa3padoTKe CTAHIAPTOB MO YNPABJICHUI0 JOKYMeHTamMu ?
Bri6epute 0/1uH OTBET:

f

f

-

r

a. TK 176 «YnpaBieHne ka4eCTBOM»

r
b. TK 6 «bymara, KapTOH | [EILTIONI03a»

o~
c. TK 68 «baHnkoBcKoe €710, [IeHHbIe OyMaru U Apyrue (prHaHCOBbIE YCIYTH»

¢ d. TK 46 «Mudop™MaIis 1 JOKYMEHTAIIHSD

Bomnpoc 29
TekcT Bompoca



Joxymentanusa CMK Bk/ouaer cieayroimii mnakeT 10KyMeHTOB:
Bribepure oauH OTBET:

a. ]_IGJII/I M TIOJIMTUKA OpraHu3annyv, PYKOBOJACTBO IO Ka4dC€CTBY, AOKYMCHTUPOBAHHLIC IPOUCAYPbI, AOJDKHOCTHBIC HWHCTPYKLOUHW W IIOJIOKCHHUA O
CTPYKTYPHBIX IMOAPA3ACICHUAX, CTAHAAPThI OpraHru3alun 1 pa60tme HHCTPYKI U

b. JlokyMeHTHpOBaHHBIE MPOLEAYPHI, TODKHOCTHBIC HHCTPYKIIUH U MOJIOKEHHUS O CTPYKTYPHBIX MOIPA3ICICHUSIX, CTAHIapThl OPraHU3alMi U pabodne
WHCTPYKIUHU

C. PykoBoACTBO 1O KauecTBy, JOKYMEHTHUPOBAHHBIE MTPOLIEYPHI, CTAHIAPTHl OPraHu3aluy U paboune HHCTPYKIIUU
¢ d Mpuccus opranu3anvu, OCjiIu U IMOJJUTUKA OpraHu3aliuv, PYKOBOJACTBO IO KA4YC€CTBY, JOKYMCHTUPOBAHHEBIC IPOUCAYPhI, JOJDKHOCTHBIC MHCTPYKIUH U
IMOJIOKCHUA O CTPYKTYPHEBIX NOAPA3ACIICHUAX, CTAHAAPThI OpraHu3ali U pa60q1/1e HHCTPYKIINHN
Bormpoc 30
TekcT Bompoca
Bb10op HOcHTe 151 HH(pOPMAIIMU 32ABUCHUT OT:

BBI6epI/ITe OJWH HJIM HECKOJIBKO OTBCTOB:

d. MaTepHaAJIbHBIX BO3MOKHOCTEH OpraHuvsanuu
r

-

b. 06beMa JOKyMEHTO000pOTA OpraHU3aIMH
C. MPOTHO3UPYEMBIX TUIIOB YPE3BBIYANHBIX CUTYaLIUid

d. CpOKOB XpaHEHHUS TOKYMEHTOB
Bomnpoc 31
TexkcT Bompoca
Kakmne/as yacte/u ISO 15489 Ob1i1M nepeBeieHbI M IPUHATHI B KAYeCTBE HALMOHAJIBLHOIO POCCHIICKOI0 CTAaHApPTAa?
Bri6epute 0/1uH OTBET:

a. Toapko 2-ag u 3-9 yacTu
b. Bce wactu

C. Toapko 2-ag 4yacThb

d. Tonbko 1-as yacTh
Bomnpoc 32
TekcT Bompoca



Y10 cioco0CcTBOBAIO AKTHBH3AIUM MEKIYHAPOIHOM CTAaHAAPTHU3ALNHU U cepTUUKALNH B 00J1aCTH YIIpaBJIeHUs JOKYMeHTaMu ?
Bribepure 01MH WM HECKOJIBKO OTBETOB:

-
a. CranmapTu3anusi MEHEIKMEHTA

-
b. YBenndeHue KoIM4ecTBa SKCIIEPTOB, YUYACTBYIOIINX B pa3pabOTKe CTaHIapTOB

-
-

C. BHenpeHnue aneKTpoHHOr0 JOKYMEHTO000poTa

d. I3MeHeHus B 3aKOHOIATEIILCTBE

Bormpoc 33

TekcT Bompoca

Kakum HOpMaTHBHBIM JOKYMEHTOM B OPraHHU3alUH J0JKHO PerjJaMeHTHPOBAThHCS KOHBEPTHPOBaHUE U MUTPALMA JOKYMEHTOB U3 OJHOM CHCTEMBbI
ylnpaBJeHHUsl JOKYMEHTaAMH B Apyryw?

Br16epute 0/1uH OTBET:

a. YCTaBOM OpraHu3aluu
b. mprka3oM 0 KOHBEPTUPOBAHUU M MHUTIPAIIMH JOKYMEHTOB U3 OJIHOW CHCTEMbI YITPABJICHHUS TOKYMEHTAMHU B IPYT'yIO
c. TOCTom

d. HHCTpYKIIMEH 0 KOHBEPTUPOBAHUIO U MUTPAIIMU TOKYMEHTOB
Bompoc 34
TekcT Bompoca
Mouemy, mo muennio B.®. SAukosoii, UCO 15489 "craBuT KpecT' Ha 1eJ10MPOU3BOACTBE B CTAPOM NOHUMAHUH?
Bri6epuTe 01uH MM HECKOJIKO OTBETOB:
-

-

a. CTaHI[apT Tpe6yeT MOJIHOM 3aMEHbI BCeit HaquO'TepMHHOHOFquCKOﬁ 0a3ml ACJIOIIPOU3BOACTBA

b. CTaHI[apT HC IIpcAnojiaract BO3MOXHOCTH IPUMCHATDb HalMOHAIBLHBLIA OIBIT YIipaBJICHHUA JOKYMCHTaAMHU

r
C. CTaH,[[apT 0003HaYNIT HCO6XOI[I/IMOCTB nepecmMoTpa craryca CJ'Iy>K6I:>I Z[Oy H €€ pOJIM B ACATCIBbHOCTU OPraHU3aluu B IICJIOM

r
d. CTaH,[[apT KacaceTCd BCCX NOKYMCHTOB OpraHU3aluu (a HC TOJIBKO praBJIeH‘{eCKI/IX), OTpa)xKaromux BCC NCJIOBLIC ITPOLECCHI

Bomnpoc 35

TekcT Bompoca

Ha3soBuTre TpH MeKIYyHAPOAHBbIE OPraHU3AIMH 110 CTAHIAPTU3ALMHU
Bribepure 01MH UM HECKOJIBKO OTBETOB:



B .

a. MexayHapoiHast 2JIeKTPOTEXHUYECKAask KOMUCCUS
b. EBpornelickuii ”HCTUTYT CTaHIAPTOB AIIEKTPOCBS3U
C. MexnyHapo1Hast OpraHu3anus CTaHIapTH3aLluu

d. Mexayrapoabiii Coro3 DIIeKTpOCBs3U



OneHouHble cpeacrea AJisi MpoBEACHUSA l'lpOMC)KyTO‘lHOﬁ arreCcranmmu

IIpunoxenne 2

Kon NHaukaTop A10CTHKEHUS KOMIIETEeHIIUH OueHo4HbIe CPeACTBA
HHINKATOpA
IIK-2 Cnoco6eH oCcymecTBIASITh TOKYMEHTAIIMOHHOE 00ecnieyeHne YPaBJIeHusl OpraHu3anmei
Bomnpocs! k 3a4ety
1. [TonsATHE O CHCTEMax MEHEKMEHTA KauecTBa.
2. [TpuHIHITEI POPMUPOBAHUS CUCTEMBI MCHEKMEHTA KauecTRa.
3. TpeboBanust crangaproB  MCO cepun 9000 k pabote c
JOKYMEHTaMH .
4. [IpeumyiiecTBa BBEACHUS CUCTEMbI MEHEIKMEHTA KaueCTBa.
5. JlokyMeHTaIs CUCTEMBbI MEHEeDKMEHTa KauecTBa
6. [{enb NOMUTHKY yIPABICHUS JOKYMEHTAMM ?
7. OTBETCTBEHHOCTh 32 yIpaBJCHHS JOKYMEHTaMHU: 3a uX
MPOEKTUPOBAHKE, BHEAPEHUE U COXPAHHOCTh CUCTEM YIIPaBJICHUS TOKyMEHTaMU
U UX OKCIUTyaTallMOHHBbIE XapaKTEpPUCTUKHU, 3a OOydeHHE MOJb30BaTesel
OpraHusyer i perIaMeHTHpyeT JOKyMCHTHPOBAHHE YNPABICHHIO T0KYMEHTAMHU H IPHMEHEHHE CHCTEM YIPaBJICHU JOKyMEHTaMH B
[K-2.1 UHAUBUAYAIbHON MPAaKTUYECKOM 1A TEIbHOCTH.

ynpaBHeH‘ICCKOﬁ ACATCIIBHOCTH B OpraHu3alniu

8. OTBETCTBEHHOCTh  PYKOBOJCTBA OpraHu3allid B  00JacTH
yIpaBICHUS TOKYMEHTaMHU.

9. OYHKIIMM U OTBETCTBEHHOCTh aJMUHHUCTPATOPOB CHCTEMBI
yHOpaBICHUS?

10. CpoiicTBa  JOKYMEHTOB, oOecmednBaeMble  paOOTHUKAMHU
opranuzaiuu. CyTb Ka)Ja0ro U3 CBOMCTB.

Hroroseiii TeCT 110 KypCcy

Bompoc 1

TekcT Bompoca

K xapakrepucrukam cucrem ynpasienus 1okymenramu 'OCT P
HNCO 15489 orHocHuT:

Bri6epuTe olMH OTBET:




a. IOCTOBEPHOCTb, AyTEHTUYHOCTb, IPUTOJHOCTD VISl UCIIOJIb30BAHUS,
1IEJI0OCTHOCTD
b. HAEIKHOCTh, CHUCTEMHOCTH, COOTBETCTBUE, JISTUTUMHOCTb,
1IEJIOCTHOCTD
C. CUCTEMHOCTh, KOMIUIEKCHOCTh, ayTEHTUYHOCTb, MIPUTOTHOCTH IS
HCIIOJIH30BaHUS
d. HaJIeKHOCTB, 1IETOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBHUE
Bonpoc 2
TekcT Bompoca
Kakomy Texunueckomy komurery MCO Obli1a mopyyeHa pa3padorka
ISO 154897
Bri6epute oiuH OTBET:
a. TK 37 «Tepmunonorus (IpUHITATIBEI U KOOPIUHALIHS )
b. TK 176 «YmpaBieHue kaueCTBOM»
c. TK 46 «Madopmarus u TOKyMEHTAIIAS
d. TK 171 «Bocnpou3sBenenrne 10KyMEHTOBY
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexcoynapooHvix cmanoapmos 6 OmeuecnmeeHHoOM
0e10npou3800cmee Havanoch ...
Bri6epute oiMH OTBET:
a. B KOHIIE XX B.
b. B Hayane XXI B.
c. B Havasne XX B.
d. B xoH1te XIX B.
Bomnpoc 4
TekcT Bompoca
Kakoii wu3 mnepe4mMc/ieHHBIX HHXKe MEKIYHAPOAHBIX CTAaHAAPTOB
NpeIHa3Ha4YeH /JIsl CO3JaHMS B OPraHM3aUMAX CHCTEM YIpaBJeHHUS
JOKYMEHTAMHM Ha CTpPaTern4eCcKOM YPOBHe, TO €CTb Ha YPOBHe
OTBETCTBEHHOCTH U B 30He NPUHSATHS PellleHuii pyKoBocTBA?
Bri6epuTe olMH OTBET:




a. UCO 15489:2001 «Mudopmanus 1 TOKyMeHTaus. Y IpaBIcHUE
JIOKyMEHTaMU»
b. UCO 23081:2004 (pexn. 2006 r.) « AapOpManus 1 TOKYMEHTAIHSL.
[Ipouecchl ynpaBnenus JokyMeHTaMHu. MeTailaHHbIe JUIsl TOKYMEHTOBY
c. UCO/TO 26122:2008 (pen. 2009 u 2010 rr.) «Mudopmanus u
JOKyMeHTanus. AHanu3 pabo4ux MpoIeccoB, MPUMEHAEMbIX B OTHOIIEHUN
JIOKYMEHTOB»
d. UCO 30300:2011 «1udopmanus u nokymeHTanus. CUCTEMBI
ynpaBiaeHHUs J0KyMeHTaMU. OCHOBHbIE TIOJIOKEHUS U CIIOBAph»
Bompoc 5
TekcT Bompoca
Yem usmepsiercs 3(p(PeKTHBHOCTH NPUMEHEHUS MEKIYHAPOIHOI 0
crangapra?
Bri6epute ouH OTBET:
a. OTcyTCTBHEM HapEeKaHUU CO CTOPOHBI HAA3OPHBIX OPraHOB
b. [TonyueHne KOHKYpEHTHBIX PEUMYILECTB, IPUOBLIN 32 CUET
COBEPILEHCTBOBAHUS CUCTEMbI OPraHU3aliN JEI0BON NEATEIbHOCTH
c. [lomHo# yaudukanuei mpoIeccoB OpraHu3anun
d. Cozmanuem HEOOXOAUMOTO TTaKeTa T0OKyMEHTOB
Bomnpoc 6
TekcT Bompoca
YT00bI COXpAaHATH KOPINOPATHBHYIO LEJIOCTHOCTD Cpe/ibl YIIPaBJIeHHUS
uHopManuei, OpraHu3anuyu Heo0X0UMO...
Bri6epute oiMH OTBET:
a. peryasipHO IPOXOJAUTh IPOBEPKY BO BHEIIHUX ayIUTOPCKUX U
HaJ30pHBIX OpraHax
b. ocoboe BHUMaHHE yIeNnsATh BCEM HH(OPMAILIMOHHBIM CUCTEMaM U
mpaBWiIaM (CTpaTerusiM, IOJUTHKAM ), IPUMEHIEMbIM BHYTPH OpPTaHU3alMH
C. Ha3HAYUTbh OTBETCTBEHHBIX 32 IIPOBEJCHHE ayIUTa U MOHUTOpUHTA ¥ /|
d. IMeTh TOJBKO OJHY aBTOMAaTU3MPOBAHHYIO CHCTEMY B OpTraHH3aluU
Bonpoc 7
TekcT Bompoca
Kakasi npo0saema/bl BO3HHKJIAa/M ¢ BHeapeHueMm cranpapra MCO




15489:2001? «Undpopmauus u JOKyMeHTALMS. Y IPaBjieHHe JOKYMEHTAMM
B Poccun?
Br16epute oiuH OTBET:
a. [Ipobnema HanMOHABHOW cIeNU(UKA B TIPAKTHKE pabOTHI C
JIOKyMEHTaMU
b. [IpoGnema orpaHMYE€HHOCTH IPUMEHEHHUS CTaHAapTa
c. [IpoGnema TepMHUHOIOTMYECKOTO HECOOTBETCTBHS
d. [TpobremMa HECOBMECTUMOCTHU C POCCUMCKON 3aKOHOAATEIILHON 0a30i
Bompoc 8
TekcT Bompoca
B noucke oTBeTa Ha BONPOC, B YeM NPUYHHA IUIOX0r0 Ka4yecTBa
TOBapoB M ycayr, 3kcneptbl MCO npunuiu K BLIBOAY, YTO OHA
3aKJjII04aeTcs Beerjaa ...
Bri6epute ouH OTBET:
a. B IJIOXOM OpraHu3aiuy MeHeKMEeHTa
b. B HU3KOM KauecTBE ChIPbS
C. B HU3KOM MpohecCHOHATBHOM IMOArOTOBKE TIEpCcoHasa
d. B HemocTaTke (PHMHAHCHUPOBAHMS
Bomnpoc 9
TekcT Bompoca
KeM 10/1:KHBI YTBEP:KIAThCS BCe PellleHHs 0 BKJIIOYEeHHHU TI0KYMEHTOB
B CY/l ¥ ycTaHOBJICHHH CPOKOB M NOPSIAKA UX XpaHeHus ?
Br16epuTe 01MH MM HECKOJIBKO OTBETOB:
a. apXUBHBIM OPTaHOM
b. BBICIIMM PYKOBOJCTBOM
C. HaJJ30PHBIM OPraHoM, ayJIUTOpaMu
d. otBercTBeHHBIM 32 CY ]|
Bonpoc 10
TekcT Bompoca
Ilepesood KaKkux mepmunoeé 6v136a1 HAUOOIbUIUE MPYOHOCIMU Y
nepeeoouuxkoe BHHH/TA/]?
Br16epuTe 0IMH WM HECKOJIBKO OTBETOB:
a. MEeTaJaHHbIC




b. 3anmce
C. JOKYMEHT
d. apxuB

[1K-2.2

Opranusyer u perjaMeHTHpyeT JOKYMEHTOO0O0pOT B
OpraHu3aluu

IIpakTuyeckoe 3aganue Ne 1
2. IMonw3zysices TpedoBanusimu 1.5 'OCT P UCO 15489 no nnentudukanuu
HOPMATHBHOM Cpejibl, COCTABUTH MEepEeUeHbh HOPMATUBHBIX MPABOBHIX AKTOB JJIsI
0/1HO (Ha BbIOOP) OpraHu3aluu (CM. CIIMCOK HUXKE).
Memoouueckue pexomenoayuu
['pynnupoBky aktoB, 3anannyo 'OCT P UCO 15478, cienyer coxpaHsiTh
oOsi3arenpbHO! J[71 MOATOTOBKM HOPMATHBHOW 0a3bl omupaiiTech Ha 0a3y
crpaBOYHBIX IpaBoBbIX cucteM Koncynerantllmoc, ['apanT, Koneke; mo Bugam
JESTETPHOCTH MOXHO TIOJIB30BaThCS  cnpasounol  ungopmayueti "Cpoxu
xpanenusi  0oxymenmoe opeanuzayuu” Ilopmana «Kouncynomaumllniocy
[DneKTpOHHBIN pecypc]. - Pexum JIoCTyma:
http://www.consultant.ru/document/cons_doc_LAW_121777/

CIIMCOK OpraHM3aIHii’

1.3A0 «Potop» (HerocymapcTBeHHas OpraHM3amMs, OCHOBHOW BH/]I
SKOHOMHMYECKON JAeSITeNbHOCTH — PeMOHT MamuH U 00OpyIOBaHUS; MECTO
peructpanuu — r. YemsiOnHCK);

2.000 «Xommc» (HErocymapcTBeHHasi OpraHu3alus, OCHOBHOM BHI
SKOHOMUYECKOW JedTelIbHOCTH — YacTHas JeTeKTHBHas M OXpaHHas
NesITeNIbHOCTh; MECTO peructpanuu —I. ¥Yda Pecnyonuku bamkoprocran);

3.AHO «Berep crpaHcTBHil» (HErocymapcTBeHHas OpraHHU3aIus,
OCHOBHOM BHJI 5)KOHOMHYECKOU JEeATENbHOCTH — TypucTUYECKast 1eATEeIbHOCTB;
MecTo peructpauuu — r. Cankr-IlerepOypr);

4. VIl «MBanoB M.1.» (0OCHOBHOH BHJ 3KOHOMHYECKON ACSITCIBHOCTH —
JlesTenbHOCTh MpEAnpUATH OOIIECTBEHHOTO MUTAHHUS MO O0O0CTYKHBAHUIO
TOP)KECTBEHHBIX MEPOIPUATUN U MPOYUM BHUJIaM OpPraHU3ALMH MMUTAHUS; MECTO
perucTpanuu —r. MarHuToropck).

[Ipumeuanue: Hazsanue u xapakmepucmuku 6cex yKa3aHHbIX OpeAHU3AYUTL

2 HpI/IMG‘{aHI/ICZ Ha3zBanwne n XAPAKTCPUCTUKHN BCEX YKA3aHHBIX OpFaHI/I3aIII/II>’I YCJIOBHBI.



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

YCl06HbL.

KonTposbHas padora
3ananue 2. CocTaBUTh MOJEIb OLEHKM HAJIWYUS B JIOKyMEHTax
o0s3arenbHBIX cBOKCTB, TpeOyembrx [OCT P UCO 15489-1-2007.
MeTtoanyeckue yKa3aHus

JlaHHBIE CcIEeIyeT 3aHEeCTH B TaONuIy.

®dopma TadauIen 1
Moperns OlleHKH HaJ YIS B IOKYMEHTaX 00s3aTeIbHBIX CBOWCTB,
tpedyempix ['OCT P MCO 15489-1-2007

[Tonoxenne CaoiicTBa [TokazaTenu
[K-2.3 Opranusyer, perilaMeHTHPYET onepatiuBHOe Xpanenue | | cranmapra ['OCT P JTOKYMEHTOB COOTBETCTBHS
' U HCIIOJIB30BaHKE JOKYMEHTOB B OpraHU3aIii NCO 15489 (mynkr Ne TpeOOBaHUIM
Y Ha3BaHUE) cTaHjapTa
1 2 3
AYTEHTUYHOCTh
JocTroBepHOCTH
[lenocTtHOCTD
[Tpurognocts st
MCII0JIb30BaHUS
IIK-4 Cnioco0eH pyKoBOAMTH MPOLECCOM CKAHUPOBAHNS, BBO/Ia H 00pa00TKH JAHHBIX B CHCTEMe 3JIEKTPOHHOI0 apXuBa

Bonpocsl k 3auery

1. Hcropust BO3HMKHOBEHHS MEXIYHApOJIHBIX CTaHJApTOB B

00J1aCTH MEHEPKMEHTa KauecTBa.
VYnpasiser AeATeNbHOCTBIO 0 KOHTPOJIIO .
2. [ToHATHI «TOKYMEHT» U «3aITUChY.
[1K-4.1 (yHKIMOHUPOBAHUS, BBOJA U 00paOOTKU JaHHBIX B CUCTEME .
3. [TpuHIUOBl UIEHTU(UKALMUT HOPMATUBHOW CpeJbl yIpaBJICHUS
AJIEKTPOHHOTO apXHUBa
JOKyMEHTaMu?
4. Pa3paboTka monuTHKU B 006JaCTH yIPaBICHUS JOKYMEHTaMu?

5. HpCI[HOCBI.HKI/I NOABJICHUA MCKIYHAPOAHBIX CTAHAAPTOB B




00J1aCTH MEHEKMEHTA.

6. CMK kak cuctema ynpapiieHUs! TOPU30HTAIbHBIMU ITPOLIECCAMHU
7. [Tonsitue crangapra B untepnperauuu MCO.

8. OcHoBHble TpUHLIKIIEI pa3paboTku ctanaaptoB NCO.

9. [Tpouenypa pazpaboTku MexayHapoaHbix ctanaapTos MCO.

10. [IpeumyiiecTBa HMCHOJB30BAaHUS MEXIAYHAPOJHBIX CTAHJIAPTOB

HCO B o6nactu ynpaBiaeHus: JOKyMEHTaMU U HHPOPMAIIMOHHOTO MEHEKMEHTA,
MEHE[KMEHTa PUCKOB?
HTorosblii TeCT 0 Kypcy
Bomnpoc 1
TekcT Bompoca
K kaxkoii cepuu cranaapToB Bocxoaut crangapt MCO 15489-2001
«YrnpasjeHue J10KyMeHTaMu» ?
Bri6epute ouH OTBET:
a. Cepuu ISO 14000
b. Cepuu 30300
¢. Cepuu ISO 9000
d. Cepun ISO 10000
Bomnpoc 2
TekcT Bompoca
C KeM J0JIKHBI COTJIACOBBIBATHCS BCE PellIeHUs 0 BKJIIOYEHHHU
JOKYMEHTOB B CHCTeMY YIIPABJICHUS JIOKYMEHTAMH M YCTAHOBJICHNH CPOKOB
U MOPAIKA UX XPaHeHus ?
Br16epuTe 01MH WM HECKOJIBKO OTBETOB:
a. oTBeTCTBEeHHBIM 32 CVY ]|
b. Ha30PHBIM OPraHoOM, ayJUTOPaAMU
C. QpXMBHBIM OPTraHOM
d. BBICIIUM PYKOBOACTBOM
Bompoc 3
TekcT Bompoca
KiaroueBoe noHsiTue «ynpapJjieHue JOKyMEHTAMI» B Pa3HBIX CTPAHAX,
B TOM 4ncJie Poccun, BbI3BaJ10 TEPMUHOJIOTHUYECKYI0 T cKYyccHio. C kakuMu
U3 NMepPeYrCcIeHHbIX HUKe OHSTHI ero CTPEeMHJINCh O0TOKIECTBIATD ?




Br16epute ouH OTBET:
a. yIpaBlieHHE apXHUBaMH
b. yrpaBieHue T0KyMEHTOO000pOTOM
C. yIpaBiieHHE WHpopMaImei
d. co BcemMu nepeyncieHHbIMU
Bompoc 4
TekcT Bompoca
YkaxuTe npaBuJibHOE MPOAOJKeHUE BbhICKa3bIBaHuA: «Cucrema
MeHeI)KMeHTa KauyecTBa — 3TO...»
Br16epuTe oiuH OTBET:
a. COBOKYITHOCTh OCHOBHBIX JICHCTBHIA, HAIIPABJICHHBIX HA IOCTHXKCHHE
MOCTABJIEHHBIX 3a7au (1ieseH, mouesnei)
b. Cucrema MeHeKMEHTA [T PYKOBOJICTBA U YITPABJICHUS OpraHN3alneH
MPUMEHHUTEIBHO K KaueCTBY
c. O0uirie HaMepeHusl ¥ HalpaBJIEHUS AESITeTbHOCTH OpraHU3aIiy B
obnacTy kadecTBa, 0(GUIHATLHO CHOPMYITUPOBAHHBIC BHICIITUM PYKOBOJICTBOM
d. Cucremaruueckast uIeHTUGUKALUS U YIOPSAIOUYCHHE JIET0BOM
JEeSITeIbHOCTH U (UJTH ) JOKYMEHTOB IO KaTerOPHUsIM B COOTBETCTBUU C JIOTHUECKU
CTPYKTYPUPOBAHHBIMU YCIOBUSIMH, METOJIAMU U MPOLIETyPHBIMU MTPaBUIIAMU,
MPEJICTaBICHHBIMU B K1acCU(UKAIIMOHHON cucTeMeE.
Bomnpoc 5
TexkcT Bompoca
Yto0bI OnpeesisiTb TPeOOBAHUS K NMPAKTHKE, 00C/1€0BAHMIO,
NpoOBepPKe M TECTUPOBAHMIO MPOLECCOB YNPABJIEHNUS IOKYMEHTAMH,
HE00X0INMO...
Bri6epute oiMH OTBET:
a. PETyJISIpHO NMPOXOAUThH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U
HA/I30PHBIX OpraHax
b. TOKyMEHTaJIbHO 3a(UKCUPOBATH HOPMBI COOTBETCTBYIOILIETO
3aKOHOJIaTeNCTBA, CTAHJAPTOB U MOJIUTUKY OpraHU3aluu
C. OTCJICKUBATh U3MEHEHHsSI B 3aKOHOIaTEILCTBE
d. Ha3HAYUTH OTBETCTBEHHBIX 3a MPOBEACHUE ayAUTa 1 MOHUTOpHHTA Y /1.
Bomnpoc 6




TekcT Bompoca
B ciryuae o0Hapy:KeHHs] HENIPUTOJTHOCTH MU Hed(p(peKTUBHOCTH
HCII0JIb3yeMOii ccTeMbl YIIPABJIeHHs JOKYMEHTaMH M NPOLeccoB
yIpaBJieHHs JOKYMEHTAMHM He00X0IMMO...
Br16epute oiuH OTBET:
a. mepeiTi Ha OyMa)kHbIN JOKYMEHTOO0O0POT
b. yanutoxkuts CY ]|
c. 3amenutb CY/|
d. momudunmrpoBats porecchl Y /1.
Bompoc 7
TekcT Bompoca
TpeOoBaHMsl K cHCTeMe MEHEIKMEHTA Ka4eCTBA ONMCAHDI B...
Bri6epute oiuH OTBET:
a. Cepuu ISO 9000
b. Cepuu 30300
c. Cepuu ISO 14000
d. Cepun ISO 10000
Bomnpoc 8
TekcT Bompoca
IIporpaMmmbl 00y4eHUs YIIPABJICHUIO JOKYMEHTAMH 0JIKHbI
0XBATBIBATh...
Bri6epute oiMH OTBET:
a. pOJIM ¥ OTBETCTBEHHOCTH TOJIBLKO BPEMEHHBIX PAOOTHUKOB U JIHII,
paboTaronux Ha 00IIEeCTBEHHBIX Havazax
b. poiu ¥ OTBETCTBEHHOCTh BCEX COTPYIHUKOB U MPOYHX JIUILI,
OTBETCTBEHHBIX 32 CO3JJaHHE JOKYMEHTOB BO BpeMs UX PabOTHI U 32 BKIIOYCHHE
9TUX JOKYMEHTOB B CUCTEMY YIPABJIEHUS JOKYMEHTaMHU
C. POJIM M OTBETCTBEHHOCTD TOJIbKO BCEX LITATHBIX COTPYAHUKOB
d. posiu ¥ OTBETCTBEHHOCTh BCEX PYKOBOJIAIINX paOOTHUKOB
Bomnpoc 9
TekcT Bompoca
Korna B Poccun nosisuiinch nepsbie cranaaptel mo CMK?
Bribepure o1uH OTBeT:




a. B2000r.
b. B 1997r.
c.B1947r.
d. B 1987 .
Bormpoc 10
TekcT Bompoca
Kak cootnocsitess TOCT P UCO 15489-1-2007 u 'OCT P UCO
30300-20157
Br16epute oiuH OTBET:
a. 'OCT P CO 30300-2015 netanusupyeT U yTOUHSET NOJIOKEHUS
I'OCT P UCO 15489-1-2007
b. 'OCT P MCO 30300-2015 mensier Tepmunosioruto ['OCT P UCO
15489-1-2007
c. 'OCT P UCO 30300-2015 ormenun I'OCT P UCO 15489-1-2007
d. TOCT P 1CO 30300-2015 nuxak nHe cszan ¢ TOCT P NCO
15489-1-2007
Bomnpoc 11
TekcT Bompoca
Kakoe MecT0 0TBOIUTCSI YIIPABJICHHIO IOKYMEHTAMH B CTAHAAPTAX
HUCO 9000?
BeiOepute oquH OTBET:
a. YrpaBieHue T0KyMEHTaMU PaccCMaTpUBaeTCs KaK BCIOMOTaTEeJIbHbIN
npoiiecc, 00CYKUBAIOLINI MEHEKMEHT
b. YnpaBieHue 10KyMEHTaMu SBJISIETCS CaMOl BaXKHON 4acThIO
MEHEDKMEHTa
c. YrpaBieHue JOKYMEHTaMH SBJISIETCS COCTAaBHOM YacThiO MEHEDKMEHTA
d. YnpaBnenue JOKyMeHTaMH HE pacCMaTPUBACTCS M HE ONUCHIBACTCS
Bompoc 12
TekcT Bompoca
B 4em 3aki04aeTcst yHuBepcaabHOCTh cTaHAapToB ISO cepun 9000?
Bribepure o1uH OTBET:
a. YHUBEpPCAJIIbHOCTh CTaHAAPTOB 00ECIIEYMBAETCS TEM, UTO B
TpeOOBaHUSAX OBUIM YYTEHbI MHEHUS Pa3HBIX 9KCIEPTOB




b. OHU npeIararoT 0IHy O0IYI0 YHHBEPCATHHYIO MOICTh MCHEKMCHTA

¢. OHM TPUMEHHUMBI JIJIs JTF000H OpraHu3aly BHE 3aBUCUMOCTH OT
YUCIIEHHOCTH IepcoHana, (hOpMbl COOCTBEHHOCTH, 3aHIMACMBIX PBIHKOB,
XapakTepa BBITYCKAeMOU PO TyKITUH HIIA OKa3bIBAEMBIX YCIIYT

d. YHUBEpCATLHOCTH MIPOSIBJISIETCS] B TOM, UTO JIAHHOW CEpPUH 0000IIEHbI
TpeOOBaHUs APYTUX CEPHUI CTAaHIAPTOB

1. CocTaBUTh TEPMUHOJIOTMUECKUN CJIOBAPUK B BUJIE€ TAOIUIIBI, TOJIb3YACH
I'OCTamu, yka3aHHBIMH B IIEpEUHE.
Memoouueckue pekomernoayuu
B crombery Ne 1 BHOCATCS TEpMHHBI, KOTOpbIE BXOJAAT B
TEPMUHOJIOTHYECKHE CIMHUCKU Toibko crangaproB MCO (I'OCT P HCO
15489-1-2007 w T'OCT P HCO 30300-2015). B  poccuiickux
tepmunosiornueckux ['OCTax (I'OCT P 51141-98 u T'OCT P 7.0.8-2013)
HeoOxoauMo HaiTh cooTBeTcTBYIONMN MCO TepMuH, €ciiu OH OTCYTCTBYET, TO B
HYXKHYIO rpady TaOIUIbl BIUCHIBAETCS CIOBO «OTCYTCTBYeT». [locie Tabmuiis! B
BU/JIE TEKCTAa HEOOXOAUMO CJIeNaTh BBIBOJIBI O COOTHOUIEHHH COCTaBa TEPMUHOB U
UX TOJIKOBAHMSIX.
Dopma mabauysl k 3a0anuro 1
ConocraBUTENIbHBIN aHAIN3 TEPMUHOB U OIIPEIEICHUN

Tepmun IocC rocrt rocrt rocr
bl TP P UCO P 7.0.8-2013 P UCO
51141-98 | 15489-1-2007 30300-2015
1 2 3 4 5

KonTpoasHnas padora

3apanue 1. CoctaButh 0030p MyOIMKaLK MO0 MEPUOJUUECKUM H3AaHUSIM
(razeTaM, Hay4yHO-IIPAKTUYECKUM >KypHajlaM, COOpPHHKaM Hay4yHBIX TPYJIOB U
ap.) 3a nocnennue 10 et o poccutickom u MeicoOyHapoOHOM onvime ynpagieHus
OOKYMEHmMamu 8  Op2aHU3AYUAX,  YAPAGIAEMbIX N0  MeAHCOYHAPOOHBIM
cmanoapmam UCO cepuu 9000 (pasznovix gepcuil).

MeToauyeckue yKasaHUus
AHanu3 npeAcTaBuTh B BUJE TEKCTa 00beMOM He MeHee 3-x ctaHull (0e3




ydeTa CTPaHUI] CChUIOK) C 00s3aTeIbHBIMU OMOTUOTpaGUIECKUMHU CChUTKAMH Ha
ucrounuku. [lpudr - 14, Times New Roman, mexxctpounslii uaTepsai -1,5. Bee
0JIS 0 2 CM.

[1K-4.2

P33pa6aTI>IBaeT JIOKAJIbHBIC HOPMATUBHBIC AaKTbhI 110
BOIIpOCaM OpraHu3aliv Mmponecca CKaHUPOBAHUA B CUCTEMC
QJICKTPOHHOT'O apXuBa

Bonpocsl k 3a4ety

1. AYTEeHTUYHOCTb U CHIOCOOBI ee 00ecreYeHUs.

2. JIOCTOBEPHOCTD 1 CIIOCOOBI €€ 00CCTICUCHHMS.

3. [{emoCcTHOCTE M CIIOCOOBI € 00eCIICUeHHUS.

4, [TpuroaHOCTH JIJIs1 UCIIOJIB30BAHMS U CIIOCOOBI €€ 00eCIIeYCHHMS.

5. TpeboBanuss T'OCT P HMCO 15489-1-2007 x cucremam
yIpaBIeHUS JOKyMEHTaMU. PacKphITh Kaxk/10€ TpeOOBaHUE.

6. [IpoekTupoBaHre ¥  BHEAPEHUE  CHUCTEMBI  YIpPaBIICHUS
JOKyMEHTaMHU.

7. CXOJICTBO M OTIWYHS B MIPHEMaxX OMPEeNIEHUsI CPOKOB XPaHEHUS

nokyMeHToB mo cranmapry HWCO P 15489-1-2007 u oTedecTBEHHBIM
HOPMATHBHBIM aKTaM.
8. [TporpamMma pa3pabOTKH CHCTEMBI YIIPABICHUS JOKYMEHTAMHU.




9. MOHUTOPHHT U ayJTUT CUCTEMBI YIIPaBICHUS JOKYMEHTAMHU.
10. OcHoBuble TpeboBanus ['OCT P UCO 15489 mno obOydenuro
CUCTEME YIPABJICHUS JTOKYMEHTAMU
HTorosplii TeCT 110 Kypcy
Bomnpoc 35
TekcT Bompoca
Ha3zoBute Tpu MexIyHaApOAHbIE OPraHU3AIUM MO CTAHAAPTU3AIUN
Br16epuTe 0/1MH WM HECKOJIBKO OTBETOB:
a. MexayHapoaHas 31eKTpOTeXHUYECKasi KOMUCCUS
b. EBponelickuif HHCTUTYT CTaHJApTOB AJIEKTPOCBSI3U
c. MexayHapoaHasi opraHuzaius CTaHAapTH3aUH
d. Mexaynapoansiii Coro3 DIIeKTpOCBsI3U
Bonpoc 34
Texcm eonpoca
Ilouemy, no muenuro B.@. HAukosoit, HCO 15489 ""cmasum kpecm' na
oenonpou3zeoocmee 6 Cmapom ROHUMaHuu?
Br16epute 01H UM HECKOJIBKO OTBETOB:
a. CranmapT TpeOyeT MOJHOM 3aMEHBI BCEH HAyYHO-TEPMUHOJIOTMIECKOM
0a3bl JEI0MPOU3BO/ICTBA
b. CtanaapT He mpearnoJiaraeT BO3MOKHOCTH PUMEHSTh HallMOHAJIbHBIH
OIIBIT YIPABJICHUS JOKYMEHTAMHU
c. CranmapTt 0003HaUMI HEOOXOJIMMOCTh MEPECMOTpa CTaTyca CIY>KObI
JOYVY u ee ponu B AeATENbHOCTHA OpPraHU3alu B UEJIOM
d. Crangapt kacaeTcsi BceX JOKYMEHTOB OpraHu3aluu (a He TOJIBKO
Bompoc 33
TexkcT Bompoca
KakuM HOpMATHMBHBIM [IOKYMEHTOM B OpPraHuU3alMu J0JKHO
periaMeHTHPOBATLCS KOHBEPTHPOBAHHME M MHUIpPanusi JTOKYMEHTOB W3
OJIHOI CHCTEeMBbI YIIPABJICHHUS JOKYMEHTAMH B IPYryio?
Bri6epute oiMH OTBET:
a. YCTaBOM OpraHu3aluu
b. mpuka3zoM O KOHBEPTUPOBAHHUHM M MHTPAIMHU JOKYMEHTOB W3 OJHOMU
CHUCTEMBI YIIpaBJIEHUsI JOKYMEHTaMU B IPYTYIO




c. 'OCTom
d. uHCTpyKIMEH 10 KOHBEPTUPOBAHHUIO M MUTPAIIMH JTIOKYMEHTOB
Bonpoc 32
Texcm eonpoca
Ymo cnocoocmeosano aKmueuzayuu MeHcOyHapoOHoul
cmanoapmusayuu u cepmupurayuu é 00aacmu ynpagienus 0oKymenmamu?
BriGepuTe 0IMH WU HECKOJIBKO OTBETOB:
a. CrangapTu3anys MEHEKMEHTa
b. VBenuueHue KOJIMUYECTBA OSKCIEPTOB, YYACTBYIOUIUX B pa3zpaboTke
CTaH/IapTOB
c. Buenpenue 31eKTpoOHHOTO TOKyMEHTOOOOpOTa
d. 3MeHeHus B 3aKOHOAATEIbCTBE
Bonpoc 31
Texcm eonpoca
Kakue/aa uacmv/u ISO 15489 ovinu nepesedenvt u npunamol 6
Kauecmee HayUOHANbHO20 POCCUTICKO20 cmandapma?
Bri6epute ouH OTBET:
a. Tonpko 2-as u 3-1 yactu
b. Bce wactu
c. Tonpko 2-as yactb
d. Tonmpko 1-as yacTh
Bonpoc 30
Texcm eonpoca
Br16op HOcuTens nundopmaluy 3aBUCHUT OT:
Br16epuTe 0/IMH WM HECKOJIBKO OTBETOB:
a. MaTepHalIbHbIX BO3MOKHOCTEH Opranu3aiuu
b. 00beMa JOKyMEHTO000POTa OpraHu3aLUuH
C. MPOTHO3UPYEMBIX TUIIOB YPE3BBIYAMHBIX CUTYALIUN
d. cpokOB XpaHEHUS TOKYMEHTOB
Bompoc 29
TekcT Bompoca
Joxkymentanuss CMK Bk/II04aeT cieayommii NakeT JOKyMEHTOB:
Bri6epuTe olMH OTBET:




a. llentm w monMTHKA OpraHU3alMH, PYKOBOJCTBO IO Ka4yeCTBY,
JOKYMEHTHUPOBAHHBIC MPOLEAYPHI, TOLKHOCTHBIE MHCTPYKIIMHU U TOJIOXKEHHUS O
CTPYKTYPHBIX  TOJApA3JICTEHUSAX, CTaHAApPThl OpraHM3aluu ©  padbouue
WHCTPYKIUU

b. JIOKyMEHTHpOBaHHBIC MPOIEAYPHI, IOHKHOCTHBIE HWHCTPYKIIUU U
MOJIOKEHUS O CTPYKTYPHBIX TMOAPA3ACICHUSX, CTAaHAApTHl OpraHU3aIlu |
pabourie UHCTPYKLUU

c. PykoBOACTBO 1O KadecTBy, JTOKYMEHTHPOBAHHBIE TPOIEAYPHI,
CTaHJAPTHl OPraHU3AIMHN U paboure WHCTPYKITNH

d. Muccust opranuzanuu, ey U TMOJIUTHKA OPTaHU3aluH, PYKOBOJICTBO
M0 KadeCTBY, JTOKYMEHTUPOBAHHBIE MPOIIEAYPHI, TODKHOCTHBIE MHCTPYKITUU H
MOJIOKEHUS O CTPYKTYPHBIX TMOJAPA3ACICHUSX, CTAaHAAPTHl OpraHU3AIMH |
pabourie UHCTPYKLUU

Bomnpoc 28

TekcT Bompoca

Kakoii TexHH4eckuil KOMUTET SIBJsieTCSl TJIAaBHBIM IO pa3padoTke
CTAHAAPTOB MO YNPABJIEHUIO JOKYMeHTaMu?

Bri6epute ouH OTBET:

a. TK 176 «YnpaBieHue Ka4eCTBOM

b. TK 6 «bymara, KapTOH U IIEJUTFOJIO32)

c. TK 68 «baHkoBckoe neino, meHHble Oymaru u Jpyrue (puHAHCOBBIC
YCIyTU»

d. TK 46 «udopmanus u JOKyMEHTAIHS»

Bompoc 27

TexkcT Bompoca

«PuCK-OpHeHTHPOBAHHOE MBbIILIEHHEe» MNOSIBUJIOCH B CTaHAapTax
BEPCHH...

Bri6epute oMH OTBET:

a. 2015 .

b. 2000 r.

c. 1987 r.

d. 1994 r.

Bonpoc 26




TekcT Bompoca
Korma oObuia cozgana  MesxayHapoaHasi  OpraHusanusi 1O
cranaaprusanuu (International Organization for Standardizations)?
Br16epute oiuH OTBET:
a. B 1947r.
b. B 2007 r.
c. B 1986.
d. B 2001 r.
Bomnpoc 25
TekcT Bompoca
IHouemy ¢yHKUMH ceKkperapuar o0ecne4YuBaJ AaBCTPAJIMHCKUH
HAIMOHAJILHBINA OPraH cTaHgapTuzauumu’?
Bri6epute oiuH OTBET:
a. ABcTpanus BbIcTynuia ¢ nHUIKaTuBor cozaanus [SO 15489
b. ABcTpanus paHblle APYrux BHEApWiIa HAIMOHAJIBHBIA CTAaHAAPT IO
YIOPABJICHUIO JOKYMEHTAMH M €ro IPU3HAIW JIYYIIHUM B MEXIYHAapOIHOU
IIPaKTUKE
c. ABcTpaliis Bcer/ia BBITIOJIHAET naHHyto GyHkmuio B TK
d. B ABcTpaiuu ny4iime cekpeTapu
Bonpoc 24
TekcT Bompoca
PacnpenesieHHOe ynpaBJieHHe JOKYMEHTAMH — 3TO...
Bri6epute oiMH OTBET:
a. CY]I, rae OTBETCTBEHHOCTD 3a IOKYMEHTBI pacipe/ieieHa MeK1y BCEMU
pabOTHUKAMU OpraHU3aINH
b. npaBuibHO cipoekTupoBanHas CY ]I, cooTBETCTBYIOIIAs METOA0JIOTHH
14(6(0)
C. KOHTpoiupyeMas U JoKyMeHTanbHO odopmienHas CY]l, koropas
CIoCOOHA MOAJIEP>KUBATH ATbTEPHATHUBHBIE BAPHAHTHI pa3MEIIeHUS TIOKYMEHTOB
d. CY]1, ucnonp3yromas ayTCOpCUHT
Bompoc 23
TekcT Bompoca
Oco0eHHOe OTHOHMIEHHWE K JoKymMeHTauuu cranaapros 9000:2000




onpejaeasiercs TeM, 4ro...
Bri6epute ouH OTBET:

a. YmpaBieHuE JTOKYMEHTaMHU PAacCMaTpHUBAETCsl KaK BCIOMOIATEIbHBIN
poiiecc, 00CIYKMUBAIOIIUM MEHEKMEHT

b. VYmpaBnenue [AOKYMEHTaMH SBJSIETCS CaMOW BaXXHOM YacCThIO
MEHEI)KMEHTA

c. Ha kaxxnoM mpeanpusituy, B KaXJI0M OpraHu3allMM J0KHA OBbITH HE
TOJIBKO pa3paboTaHa, BHEAPEHA U IEHCTBOBATh CUCTEMA MEHEIKMEHTA KauecTBa,
HO 33/I0KyMEHTHpPOBaHa

d. YnpaBieHue JOKyMEHTaMU SIBJISIETCSI COCTABHOM YacThIO MEHEPKMEHTA




[1K-4.3

OcylecTBiseT CTpaTeTHYecKoe IUIAHUPOBAaHHE U
MMOCTPOCHHUE IMPOIIECCOB CKAaHUPOBAHUS, BBOJA U 00pabOTKH
AaHHBIX B CUCTCME BJICKTPOHHOT'O apXHBa

IpakTuyeckoe 3aganue Ne 2

1. TTosp3ysichk mpeaaraeMbIMU UCTOYHUKAMHU, COCTABUTh B BHJIE TAOJHIIbI
mooenv oyenxu mpebosanuii I OCT P UCO 15489 no cobriodenuio npunyunos
ROAUMUKY 8 001acmu YNpaenenus 0OKyMeHmamu.

B niepBrIii cTONM0E1] BHOCUTCS ITMTATa U3 TEKCTAa YKa3aHHOTO CTaH/IapTa, TIe
oroBapuBaeTcss Ha3BaHHbII B crosdne Ne 2 mpunuun. Ilurtara pomkHa
COIPOBOXKIAATHCA TOUHOW CCBHUIKOM.

B tpetuii cronber; BHOCATCA MoKazarenu (Ha3BaHUS JOKYMEHTOB W/WIIN
3amMceid O TMPOU3BEACHHBIX IEMCTBUSIX), MO KOTOPHIM MOXHO CYIUThb, YTO
JaHHBIA MPUHIMI COOJIIO/IaeTCsl B XOJ€ yIpaBieHus AokymeHTamu. Crenyer
npoaymMaTh M Tojao0paThb Kak MOKHO OoJibIlliee KOJIMYECTBO BO3MOYKHBIX
JI0Ka3aTeNbCTB, CBUJETENLCTB COOMIOICHN Kaxkaoro npuHnumna. K nokazarensm
ClIeyeT OTHOCHUTb OTBETCTBEHHOCTh JOJDKHOCTHBIX JIMI[ IO COOJIIOJIEHUIO
Ka)XJI0T0 PUHIIUAINA U OCHOBHBIE pe3yabTaThl CY /1.

Bropoii cronber TabauIbl HE 3aNIOTHAETCS U HE JOTIOJIHSAETCS.

dopma Tabauisn 1
Mooenv oyenxu coomsemcmesus mpevosanusm I'OCT P HCO
15489-1-2007
1O cOONI00EHUI0 NPUHYUNO8 NOJIUMUKY 8 001ACMU YNPABIeHUs

0OKyMeHmamu
ITonoxxenue [Tpuniun IToka3zarenu
crangapta ['OCT P coOIIroIeHust
HNCO 15489 MPUHITUIIA
(myHKT Ne u
Ha3BaHUC)
1 2 3
[TpuHIUI
SKOHOMHYECKOH
11e1€c000pa3HOCTH
ITpuHuun yyera
OpraHu3alMOHHON CpeIbl
[TpuHIUI
COOTBETCTBHUS




HOPMaTUBHOM Cpeie
[TpuHIMI
COOTBETCTBHS JICIIOBOM
JIeITEIIbHOCTH

IpakTuyeckoe 3aganue Ne 2

2. Onwmpasicsy Ha TpedoBanus crangapta ['OCT P UCO 15489, pazpaborath
Mmooenv oyenku kaxcoot xapaxmepucmuku CY/].

JlaHnHbIe clieyeT 3aHECTH B TAOJIHUITY.

B niepBrIii cTOM0ET] BHOCUTCS ITMTATa U3 TEKCTAa YKa3aHHOTO CTaH/IapTa, Te
oroBapuBaeTcsi Ha3BaHHass B crojbme Ne 2 xapaktepuctuka CY]l. Ilurara
JIOJKHA COMTPOBOKAATHCS TOYHOM CCHUIKOM.

Bropoii cronber TabauIbl HE 3aM0JIHAETCS U HE IOTIOTHSIETCS.

B tperuii cronberr BHOCATCS mMoKa3arenu (Ha3BaHHs JOKYMEHTOB W/HIIH
3anuced 0 MPOU3BEICHHBIX IEHCTBUAX, IEPEUHCICHIE OCHOBHBIX PE3y/IbTaTOB),
0 KOTOPBIM MOXKHO CyauTh, 4To CY ][ mocTuriia TpeOyemMbIX XapaKTepUCTHK.

B xauecTBe BClOMOTaTenbHOTO0 MCTOYHHKA Ui 3aMOJHEHHs cTonoma Ne 3
ayamie ucnosb3oBate TOCT P UCO 22310-2009 u 'OCT P MUCO 30300-2015.

dopma TabnuIp! 2
Mooenv oyenxu coomsememesusi mpebosanusm I'OCT P UCO
15489-1-2007

no coomsemcmeuro CVJ[ mpebosanusim cmanoapma

[Tonoxenne XapaKkTepuCTUKU [Tokazarenu
crangapra ['OCT P | CYI COOTBETCTBUSL
HCO 15489 (myHkt No TpeOOBaHUSAM
1 Ha3BaHUE) cTaHJapTa

1 2 3
Hagexnocts CY /]
Hemoctrocts CY ]|
CooTBercTBHE
Cy/[J
KommiekcHOCTh




CV]

Cucremaocts CY ]I




0) Ilopsinoxk NMpoBedeHUs] NMPOMEKYTOYHOH aTTECTAIMH, NMOKA3aTeJId M KPHTEPUH
OllCHUBAHMS:

[Mpomexyrounast —arrecranus 1Mo AuciMIUIMHE «MEXIyHapOJHbIE  CTaHIAPTHI
YIpaBJCHUS JOKYMCHTAIlMEH M apXUBaMM» 3a4eT C OLCHKON BKIIIOYAET OLEHKY TEKYILEro H
UTOTOBOT'O TECTHPOBAHMSI, IPAKTUYECKUX JIOMAIIHUX 3aJaHUU.

Kpurepuu oueHku (8 coomgeemcmeuu ¢ opmupyemvimu KOMHEMeHYusmu u
NIAHUPYEMbIMU PE3YTbMamami. 00y4eHus):

— HA OYEHKY «3aUmeHO0» — CMYOeHm O0JHCeH NOKA3amb NOPO208bill YPO8eHb 3HAHUU (Ha
VPO8He 80CNpoU36edeHUs U 00BbACHEHUS UHDOpMayuu, UHMELLIEeKMYdlbHble HABbIKU peuleHus
npoOCMulX 3a0ay),;

— HA OYEeHKY «He 3aUmeHO0» — CMYOeHm He MOJCem NOKA3amb 3HAHUSA HA YPOBHe
80CHpOU3BEOCHUS U OOBACHEHUs UHGOpMayul, He MOoxicem NoKA3amv UHMENIeKMYalbHble
HABbIKU peeHUss NPOCMblX 3a0ad.

JuddepennmpoBanHast OLEHKA BHICTABIISICTCS HA 3a9€Te C OLIEHKOW B COOTBETCTBHHU CO
CIIEIYIOLIMM TIPOLEHTHBIM COOTHOILICHUEM OT BBIMOJIHEHHOTO 00beMa MPAKTHYCCKUX 3aJaHHN
TEKYIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «YIOBIETBOPUTEIBHO» (3 Oayia)

75-90% - 3auteHO «xopomioy (4 Oamra)

90-100% - 3auTeHO «OTIMYHO» (5 6AITOB)

— HA OLIEHKY «He 3auTeHo» (2 6ayma u 1 Gamn).
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