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Pabouas nporpamma cocrasiiena Ha ocHose ®I'OC BO - GakanaBpuar 1o HarpabieHHIKC
noaroroBkn 46.03.02 JlokymeHToBe/ieHle W apxuBoBedeHue (npukaz MunoGpuaykn Poccnn o1
29.10.2020 . No 1343)

Pabouas nporpamma pacemorpena u ojto0pena na saceanunn kade/pb e arornieckor
00pazoBalus 1 JIOKYMEHTOBE/ICHHSI -

30.01.2023, npotokon Ne 5 () i
3aB. kaeapoii 8 g

Pabouas nporpamma 0,100peHa METOAMUCCKOI KOMM%M
14.02.2023 r. nporokoit Ne 6 A e
[1pescenarens T.E. AGpamson

7 J
PaGouast nporpamma cocraniena: %
Jonent kadeapn [HOu/L, kant. gpuioin. nayk —  CJLAnapeena
/

C.C. Benkanose

Perensenr:
Cr. menejukep (B npombiiiennocti) [TAO "MMK"

C.A. benoGopoiosa



JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2024 - 2025
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kageapel Ilegarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
yueOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHSI

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roy Ha 3acefaHuu kapeapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmotpeHa, odcysxieHa u ogoopena s peanuszanuu B 2028 - 2029
y4eOHOM Toly Ha 3acefaHuu kageapsl [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadenpoii C.C. Bemkanosa




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

- 3HAKOMCTBO CTYJICHTOB C TPEOOBAHMSIMH MEXTyHAPOIHBIX CTAHIAPTOB K YIPABICHHUIO
JOKYMEHTalluell M apXuBaMH OpraHu3alud (JOKyMEHTAJIbHBIM M apXUBHBIM (OHAAMHU), K
OpraHu3aIy PadOTHI CITYKOBI yIIPaBICHUS JOKYMEHTAMH U apXUBHOTO XpaHEHUS! JOKYMEHTOB;
3HAKOMCTBO C OTEYECTBEHHBIM U 3apyOexHbIM ONBITOM MpuMeHeHust ctannaproB MCO npu
OyMa)XHOM, SJIEKTPOHHOM U CMEIIIAHHOM JIOKyMEHTOO00pOTE OpraHU3aITHii.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOI POrpaMMbl

JucuumnuHa MexyHapoJiHble CTaHIapThl YIIPaBJIECHUS JOKYMEHTalUel U apXuBaMu
BXOJMT B 4acThb y4e€OHOro IulaHa GOpMHPYEMYI0 yYaCTHUKaMHU 0Opa30BaTeNbHBIX OTHOLIEHUH
00pa30BaTeIbHOM TPOrPaMMBI.

Jns  u3ydeHus  AMCUUIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUsS,  BIAJCHMS),
chOpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHS AUCIUTUTNH/ IPAKTUK:

MogenupoBaHue CUCTEM JOKYMEHTAIUH OpTaHU3allH

JlokyMeHTalMoOHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOILIEHU! B PO

WudopmanroHHbIe TEXHOJIOTHH B JOKYMEHTOBEICHHH 1 apXUBHOM JIeJIe

[IpoekTHast 1€ATEIBHOCTD

[IpakTHKyM 110 COCTAaBICHHUIO U O(POPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

OO0paboTKH 1 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMaLun

KondunennuanbHoe 1e10npon3BoCTBO

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUH

BoruncnuTenbHas TEXHUKA U MPOTPaMMHUPOBAHUE B JIOKYMEHTALIMOHHOM OOECIeUeHUU
yIpaBJIEHUS U apXUBax

JIOKyMEHTBI 1 JOKYMEHTOOO0POT B OyXTalITEpPCKOM yueTe

AJMUHUCTPUPOBAaHKE pabOTHI C IEPCOHAIBHBIMU JaHHBIMU

JIOKYMEHTUPOBaHUE JIEATEIBHOCTH HErOCYIapCTBEHHBIX OpraHU3alii

WNudopmannonHoe odecrieyeHne ynpapieHus

WNHupopmaninoHHble TEXHOJIOTMM B JIOKYMEHTAllMOHHOM OOECTIEYEHUH YIPaBICHUS U
apXUBHOM JI€JIe

Opranu3annoHHO-UH(pOpMAIIMOHHOE 00eCTIeueHHE IeATEIbHOCTH PYKOBOIUTES

[IpoekTHass fAEATENBHOCTh MO JIOKYMEHTAIMOHHOMY OOECIEUYEHMIO YNpaBICHUS
Opra"u3aluen

IIpon3BoacTBEHHAs - IPOEKTHAS IPAKTUKA

CriennanbHble CUCTEMBl YYETHON TIOKYMEHTALIUN

VYnpaBiieHue 3J€KTPOHHBIMU apXUBaMHU

JIOKyMEHTOBEICHUE

[IpoekTupoBaHue ynpaBieHUECKON JOKYMEHTAIUU OpraHU3aluu

[Ipon3BoCTBEHHAs - MPAKTHKA MO0 MOJIYYEHUIO MPO(EeCcCHOHANBHBIX YMEHUH M OIBITa
poeCCHOHAIBHON TSI TETbHOCTH

3HaHus (YMEHUS, BIaJEHUs), MOJTYYSHHbIE MPU U3YYEHUU TAHHOW TUCIUIUIMHBI OyayT
HEOOXOIUMBI JUIsl U3yUSHUS TUCHUILTNH/TIPAKTHK:

JIOKyMEHTBI ¥ JOKYMEHTOO00POT B OyXTalITepCKOM yueTe

JIOKyMEHTUPOBaHUE IEATEIHHOCTH HErOCYIapCTBEHHBIX OpraHU3aIii

JIOKyMEeHTallMOHHOE ~ OOecreueHre YIpaBICHUS Ha MPEANPHUATUAX  Pa3THMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POpM

Jlenonpon3BOACTBO MyHUIIUTIAIBHBIX YUPEKACHUM

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

[Ipou3BoicTBEHHAS — IPEIUIIOMHAs ITPaKTHUKa



NudopmanmonHnoe obecrieueHre ynpaBieHUs
OpFaHI/I3aHI/IH N TCXHOJIOTHA JOKYMCHTAIUOHHOT'O O6CCHC‘ICHI/IH YHOpaBJICHUA
[IpoekTHast JAEATENBHOCTh IO JOKYMEHTAI[HOHHOMY OOCCIICYCHHUIO YIPABICHHS

OpraHu3aluen

VYipasieHue 3JeKTPOHHBIMY apXUBaMU
IIpon3BoacTBEHHAs - IPOCKTHAS IPAKTUKA
JIokymeHTanuuss IO COLMAIBHO-IICUXOJOTUYECKOMY PETYJIMPOBAHUI0 B TPYIOBBIX

KOJVICKTHBax

JloKkyMeHTaIoHHOe 00ecTIedeHue IeSITeIbHOCTH OPIraHOB MECTHOTO CaMOYIIPABICHUS U
MYHHULMIIAJIBHBIX OpraHu3alui

KondunennuanbHoe 1eI10npon3BoCTBO

[ToaroroBka K mpoueaype 3alyThl U 3alIUTa BBITYCKHON KBaTH(DUKAIIMOHHON pabOThI

3 Komnerenuuu ody4yaroierocsi, popMupyemMbie B pe3yabTaTe 0CBOCHUA

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pPe3yJibTaThbl 00y4eHUs

B pesynbrare ocBOeHHS OUCHUIUIMHBI (Moaynst) «MexIyHapoJIHble CTaHAapTh
yOpaBlieHUs] AOKYMEHTAallel M apXuBamu» OOyYaloOlIUICS JOKEeH 007aaaTh ClexyoNMMU

KOMIICTCHIIUSIMU

Kon unaukaropa

I/IH,Z[I/IKaTOp JOCTHIXKXCHUA KOMIICTCHLIM

ITK-2 Crioco6eH 0CYIIECTBISTh JOKYMEHTAIIMOHHOE 00eCIIeUeHIE YIIPABIIEHNS OpraHn3auen

[1K-2.1 OpranuszyeT U perilaMeHTUPYeT JOKYMEHTHPOBAHUE YIIPaBICHUYECKOMN
JESITeIbHOCTH B OPraHU3aINH

I1K-2.2 OprasusyeT U perjiaMeHTHPYET JOKYMEHTOO00POT B OpraHU3alii

[1K-2.3 Opranuzyer, perjiaMeHTUpYeT ONEpPATHBHOE XPAHEHUE U MCIOJIb30BaHUE

JOKYMCHTOB B OpraHu3alnuun

[1K-4 CriocobeH pyKOBOAMTH MPOIIECCOM CKaHUPOBAHMS, BBOJIA 1 00PaOOTKH JaHHBIX B CHCTEME
AJIEKTPOHHOI'0 apXUBa

[1K-4.1 VYnpaBiser IesTeNbHOCThIO 10 KOHTPOJIO (PYHKIIMOHUPOBAHMS, BBOJA U
00pa0dOTKH JAHHBIX B CUCTEME DJIEKTPOHHOI0 apXHBa

[1K-4.2 Pa3pabatbiBaeT 0KaIbHBIE HOPMATHUBHBIE aKThI 110 BOMPOCAM OpPraHU3alun
IIPOLIECCa CKAHMPOBAHKS B CUCTEME DIIEKTPOHHOIO apXHBa

I1K-4.3 Ocy1ecTBiIeT CTPaTernyeckoe IUNIAHUPOBAHUE U MTOCTPOCHHUE IMPOLIECCOB

CKaHHWpOBaHUA, BBOJA U 06pa6OTKI/I JaHHBIX B CHCTCMC JJICKTPOHHOI'O

apxuBa




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh MUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 26,4 akaJ. 4acoB:
— ayIMTOpHAs — 4 aKaJi. 4acoB;
— BHEayAUTOpHAs — 22,4 akaJl. 4acoB;

— caMmocTosTeabHas padboTta — 77,7 akaj. 4acos;

— B (JOpMeE MPaKTHUUECKOM MOATOTOBKY — 2 aKaJl. 4ac;

®dopma aTTecTalluM - 3a4ET C OLEHKOMN

AynutopHas 3 e
KOHTaKTHas paboTa E = Dopma TeKyIIEero
g X Bu KOHTPOJIS
Pazzen/ Tema 2 (B akan. uacax) =l A y p Kox
> 3 ©| caMOCTOSITEIBHOH | yCIieBaeMOCTU U
JTACIUTUTAHBI ) = . | KomMnereHuHUU
g & padoThI MIPOMEKYTOUHOM
Tex. mab. | mpaxT. z'9 arTecTalyy
3aH. 3aH. | O &
1. PA3JEJT 1. Hcropus
CTaHOB-ICHUSI W DPa3BUTHUSA
MEXTyHapOHOM
CTaHIapTH3aui B  obmactu
yHOpaB-JIeHUsT  JOKyMEH-Talui.
Bemymmue MEKTyHapOJHEIE
OpraHu3alyu 110
Pemenue Tecta
[Tounck
JIOTIOTHUTENBHOMN
HHPOPMAIHH 10
3a/laHHOM Teme
abora c
1.1 Wctopust craHOBIEHUS 6H6J(11:/IO adpmuce Tect 1 IK-2.1,
u pa3BUTHS P 3auer I1K-2.2,
. KUM MaTepuaiaMu, i
MEXTyHApOIHON 4 5 TOCTamu) Kontponbhas I1K-2.3,
CTaHJapTH3ALUU B 00J1aCTH ) pabota IK-4.1,
CamocrosTenpHOe N
YIIpaBIEHS St Urorossrit TecT Mo [1K-4.2,
. n3ydyeHue yaeOHou TK-4.3
JTIOKYMEHTAIHH. . Kypcy .
U Hay4YHOH
JIATEPaTypPHI.
Cocrasnenue
Ta0JIHNLI.
KontponbHas
paborta.
HWroro no pazageny 5
2. PA3JIE1 2. HUc-topus
pa3paboT-Ku u o0mast
Xa-paKkTEePUCTHKA
MEXTyHAPOJHOTO CTaHaapTa
NCO 15489  «Ymnpasnenue

JOKYMCHTA-MI»




Pemenue tecta
ITouck goroaHu-
TEIbHOM
UHOPMAIIH 11O

pabora.

3a7aH-HOM TeMe Tect 2
2.1 1. Hcropus co3naHus (pabora c HAomamree IK-2.1
MEKIYHAPOIHOTO oubimorpaguuec MPaKTUYECKOE HK-2.2’
cTaEmapTa 1SO KM MaTepHhallaMH, 3ananue 1 HK-Z.S’
15489-1:2001 «Information 16|  rocTam). Savier TK-4.1,
and  documentation  — CaMOCTOSITeJ'IIéHO? KOHT%OJ‘ILH&SI K- 4.2:
n3ydyeHue yueOHon pabora
Records management W HAyYHOH Wrorosslii TECT 1O [IR-4.3
JIUTEPaTypPHL. Kypcy
CocraBienue
TaOIHII.
KontponsHas
pabora.
Pemenue Tecta
ITouck moroaHu-
TEIbHON
HHPOPMAITHH 10
3a/laHHON TeMe Tecr 2
(pabota c JlomMariHee K-2.1
2.2 2. Paora Hax pyceKoii oubarorpaguiec MPAKTHYECKOE HK-2.2’
T KHM MaTepHaIaMH, 3amanue 1 o
Bepcueit cranmapra MCO 16 TOCTamu). Javer IIK-2.3,
15489 «Ymipasierme CaMocTosiTenpHOe KonTponpuas IK-4.1,
JIOKYMCHTAMID> U3yYeHUE YUeOHOM pabota gllii é’
" Hay4JHOU nuTepa-| UToroBsiit Tect mo o
TYPBHIL. Kypcy
CocraBienue
Ta0HII.
Kontponbhas
pabora.
Pemenue tecra
[ouck nononuu-
TEJIbHON
HHPOPMAIHH 10
3a/laHHOM Teme Tecr 2
(pabora c JlomamrHee MK-2.1
2.3 3. ICO 15489 B pany oubnnorpaguuec MPaKTUYECKOe HK-Z.Z,
T KHM MaTepHaIaMH, 3amanue 1 .
IPYTUX  MEXIYHapOIHBIX 10 TOCTam). 3auer IK-2.3,
CTaniapTon 1o CamMocTosiTenpHOe KonTponpuas 1K-4.1,
YIPaBICHUIO JOKYMEHTaMU A pabota HI;(—Z.%,
W HAyYHOU Wrorosslii TECT 1O TK-4.
JIUTEPATYPHI. Kypcy
Cocrasienne
TaOHII.
Kontponbhas




Pazpabotka
TJIoCcapus K TeMe,
paszaeny, Kypey,
mpobieme.
Pemenue tecra
ITouck momonHu-

pabora.

TEJNbHOU Tect 2
24 4. [ToHsATHITHBIH UHPOPMAITHH 10 JloMariHee
o IK-2.1,
ammapar cranaapra ['OCT 3a1aH-HOM Teme MPaKTUYECKOE K-2.2
P HCO  15489-1-2007 (pabota c 3amanue 1 o
IK-2.3,
«YmnpasieHue /11 | 11 | Gubauorpaduuec 3auer K-4.1
JIOKYMEHTaMH. O6uiue kuM marepuanamu,|  KoHTponpHas e
N I1K-4.2,
TpeOOBaHU» U POCCUHCKAs I'OCTawmn). pabora
. IK-4.3
TEepMHUHOJIOTHYECKas 06a3a CamocrosrensHoe | ITOroBEIi TecT 1o
n3ydeHune yuyeOHou Kypcy
Y HAYYHO JIUTEpa-
TYPBL.
CocraBienue
grleniig
KonTponsaas
pabora.
Hroro no pazgeny /11 | 53
3. PA3ZJET 3. O6mas
XapaKTepUCTUKAa  COJEepIKaHHs
TOCT P UCO 15489-1-2007 u
T'OCT P MCO 30300-2015
Pemenue Tecra
[Tonck
JIOTIOTHATENBHON
HHPOPMAIHH 10
3aJJaHHOH TeMe Tecr 3
31 1. OcHOBHBIE 6 6(pa60Ta(1bc I[(:(Manmel:(e IK-2.1,
nonoxenuss [OCT P CO KHI;[ J:;z;g;a;:;; Hp;;;lf: 206 I1K-2.2,
15489-1-2007 221 1/14 | 10 I'OCTawmn). 3auer MK-2.3,
«YmpasneHue I1K-4.1,
CamMocTosiTenpHOe KonTponpuas
JIOKYMEHTaMH. OOmue . I1K-4.2,
u3y4eHHue yueOHoH pabota
TpeOOBaHUS . N I1K-4.3
1 HAy9IHOU HWToTrOoBEIi TECT 1O
JIUTEPATYPBI. Kypcy
Cocrasienne
Ta0HII.
KonTponpHas




Pemenue tecta
ITouck goroaHu-
TEIbHOM
UHOPMAIIH 11O

32 2 OCHOBHBIC 3aaHHOH TeMe Tect 3
nonoxerns TOCT P YICO 6H6§’£"2§b;qec ng‘;“;;qmegie IK-2.1,
30300-2015  «CUBUJIL, P P MK-2.2,
Vinopmars M KUM MaTepuaiaMu, 3ajaHue 2 K-2.3
9,7 TI'OCTawmn). 3auer o
nokyMmeHTranusa.  CHCTEMBI [1K-4.1,
CamocrosTenbHOE KonrponbHas
YIpaBJICHUS JTOKYMEHTaMHU. o [1K-4.2,
H3ydeHHe yueOHOU pabora
OCHOBHBIC TIOJIOKCHUS H N N I1K-4.3
Y HAY9IHOU WTOTOBBII TECT MO
CJIOBapb)
JIUTEPaTypPHL. Kypcy
CocraBienue
TaOIHII.
KontponsHas
pabora.
Wroro no pazgeny 2/21 /11 | 19,7
HWroro 3a cemectp 2/21 221 | 77,7 320
Hroro no aucrumninuae 221 221 | 77,7 3a4eT ¢ OLIEHKOHI




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

Hcnonp3yroTess pasnuuHble 00pa3oBaTeNbHble M HMH(OPMAIMOHHBIE TEXHOJOTUU B
mpouecce OpraHu3anuu y4eOHO-1103HaBaTEIbHOM, HAy4YHO-HCCIIEI0BATEIbCKOMH,
YaCTUYHO-IIOMCKOBOM, pENIPOLYKTUBHON, TBOPYECKOM EATEIBHOCTHU CTYJEHTOB.

OOyueHue HauuMHAETCs C MPUMEHEHMs] TEXHOJOIMH LeJeNojlaraHusi, B YacTHOCTH,
BO3MOXXHOCTb TPYAOYCTPOWCTBA HE TOJBKO B TOCYJApPCTBEHHBIX, HO M HErOCYyJapCTBEHHBIX
OpraHu3alusx, 4ro TpedyeT CIOCOOHOCTH O0ecreynBaTh JOKYMEHTHPOBAHUE BCEX IPOLECCOB
NEeSITeIbHOCTH OpraHW3allid W YNpaBJIEHUE BCEM JOKYMEHTAJIbHBIM (DOHIOM TMPH JIFOOOM
JOKYMEHTO000poTe (OyMa)KHBIH, 3JEKTPOHHBIM, CMELIAHHBIN), OpPraHU30BBIBATH CHCTEMbI
yIpaBJIeHUS JOKYMEHTaMU 110 MEXAYHAPOAHBIM CTaHAapTaM.

ITockonbKy AaHHas npodeccruoHalbHas 3aJa4ya CHelMAIMCTaMU Ha MECTax pelaercs C
IIOMOILBI0 IIOMCKOBOTO M HAyYHO-UCCIIENOBATEIbCKOIO METOJA, TO JAaHHAs TEXHOJIOIUS
UCTONb3YyeTCsl U Il OOydeHHsl CTYJEHTOB: IOJIb3YSCh HOPMAaTHBOM, OOyYaOHIMMCS HYXXHO
OIPENEIUTDh MOPSAOK NEHCTBUU IO €ro MCIONHEHUIO. [[OMCKOBOM METOX OCYINECTBIAETCS C
npuMeHeHneM cetu MHtepHer B mnpaBoBbix mnopranax «Koncynbrant Ilmoc», «l'apant»,
oduimanbHbIM caiitom denepanbHON cy>KObI TOCY1apPCTBEHHON CTATUCTUKH U JIp. TEeXHOIOrUs
IIPOEKTOB SABJIAETCS OCHOBHOM TEXHOJIOTHEW, OPraHU3YIOIIEH CaMOCTOSTENBHYIO EATENbHOCTD
CTYACHTOB. Pe3ynbTaThl CBOMX MOUCKOB CTYAEHTHl O(GopMIsIFoT B Buae Tabmumbl «Mojensb
onenku tpedboBanuii 'OCT P MCO 15489», koTopas CKJIaIbIBAE€TCSA W3 BBIMOJHEHUS psa
JIOMAITHUX TBOPYECKUX 3aJaHUll, KOTOpbIE NPEJACTABISIOTCS B HHTEPAKTUBHOM (opMme —
IBpUCTHYECKas Oecelpl (3aliMTa), OPraHU30BaHHAs MPENOAaBaTesIeM: BCE MaTepHalibl aHAJIN3a
MEX1yHapOJHBIX CTAHIaPTOB O0CYXKAAIOTCSL.

PedeparusHnas pabota no3possier 6osee yriryOJIeHHO U3YYUTh POOIEeMy UCCIIeOBaHUs,
pacmMpuTh NMOHMMaHWE W 00JacTh CBOMX 3HaHUU. JTO (opmMa CaMOCTOSTENBLHOW paboTHI,
dbopMHpyIOLIas HABBIKK K CAMOCTOSITEIbHOMY IIOMCKY HOBBIX 3HaHUI U U3JI0)KEHUE MaTepuaa C
OTIOpPOii HA TIEPBOUCTOYHHK BKIIIOUYAET B ce0s peheprpoBanusi MOHOTpaduii M cTaTel B HAYYHBIX
U Hay4HO-TIPAaKTUYECKUX JKypHajaX, cOCTaBlieHHe 0030poB. Iyl KOHTPOJS penpoayKTUBHOMN
JESATEIIBHOCTH CTYI€HTOB UCIOJIb3YETCSI TECTUPOBAHME.

TexHosorneld MOHUTOpPUHIA PE3yJIbTATOB O0pPA30BATENILHON JEATENBHOCTH B IEJIOM
ABJIIETCS 3a4eT.

NHupopmaninoHHO-KOMMYHHMKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTMH 3aKII0YAI0TCS B
NPUMEHEHUH CIIEHUAM3UPOBAaHHBIX MPOrPaMMHBIX Cpel M TEXHHYECKUX CPEICTB palboThl C
uHpopmanueit. udopManinoHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUU (JIEKLIUSA-BU3YyaIU3alus —
U3JI0KEHUE COJEpXaHUSA  CONPOBOXKJIACTCA  Ipe3eHTalued  (JeMoHcTpanued  yuyeOHBIX
MaTepuaoB, WIUTFOCTPATUBHBIX, TPAPUUECKUX ).

Hcnonp3yroTcs UCTAaHIMOHHBIE 00pa3oBaTelbHbIE TEXHOJIOTH, pealnu3yeMble C
OpUMEHEHHEM  MH(GOPMAIMOHHBIX U TEJIEKOMMYHHMKAIMOHHBIX  TEXHOJOTMM  Ipu
OIIOCPEI0BAaHHOM B3aMMO/IEHCTBHH 00YYarOIErocs U MeAarornyeckoro paboTHHUKA.

[IpakTnueckue 3aHITHS TPOBOAATCA B (OopME NMPAKTUUECKOW MOJITOTOBKU B YCIOBHAX
BBIMOJIHEHUST O0YYaloIUMKCS BHJIOB pabOT, CBA3aHHBIX ¢ Oyaymed mnpodeccnoHaIbHON
JeSTENIbHOCThIO M HAIpaBlIEeHHBIX Ha (OPMUPOBAHUE, 3aKpPEIJICHHE, Pa3BUTHE MPAKTHUYECKUX
HaBBIKOB U KOMITETEHLIUH 10 Mpoduitto 06pa3oBaTeIbHON MPOrPaMMBI.

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

6 YueOHO-MeTOAUUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI padoThl 00y4arommxcst
[Ipencrasneno B mpuioxxkeHuu 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHH s POMEKYTOUHOI aTTeCTaluN
[IpencraBieHbl B IPUIIOKEHUH 2.



8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCITUTTIMHBI (MO1YJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Moprynos, A. ®. MHpopMalmoHHbIE TEXHOJOTHH B MEHEKMEHTE . YYCOHUK IS
akajeMuyeckoro 0akagaBpuata / A. @. MopryHoB. — Mocksa : U3garenscto FOpaiit, 2019. —
266 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-00337-6. — Tekcr : anekrponnsiii // 9bC
IOpaiir [caiitr]. — URL.: https://urait.ru/bcode/433614 (nara oopamenus: 24.01.2023).

2. Boruens, JI. M. Pucku npeanpuHIMaTeIbCKON ACATEIBHOCTH © yuyeOHoe nocooue / JI.
M. Boruens, B. B. Bukynmuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 a5ekTpoH. onT. IucK
(CD-ROM). - 3ar. c TUTYL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true (mara oOpamenus: 04.01.2023). - MakpooObekT. - Tekcr
anexkTpoHHBIN. - ISBN 978-5-9967-1130-7. - CBenenus noctymnbl Takke Ha CD-ROM.

3. Cucrema MEHE)KMECHTAa KadeCTBa Ha MPOMBIIIJICHHOM TMPEANPUATHN . ydeOHOe
nocobue / A. C. Jlumapes, U. FO. Me3un, E. I'. Kacatkuna u ap.; MI'TVY. - [2-e u3n.]. -
Marnutoropck : MI'TY, 2017. - 1 snektpos. onTt. auck (CD-ROM). - 3ari. ¢ tuTy. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/113701
6/65.pdf&view=true (mara obpamenus: 04.01.2023). - MakpooObeKT. - TEKCT : 3JICKTPOHHBIMHA. -
Ceenenus noctymasl Takke Ha CD-ROM.

0) JlomostHuTEIbHAS JIATEPATYpA:

1. AwngpeeBa, C. JI. JIOKyMEHTUpOBaHHE JESATCILHOCTH HETOCYAapPCTBEHHBIX
opraHu3anuii : yueoHo-meronuueckoe nocodue / C. JI. Augpeesa ; MI'TY. - Maruutoropck :
MI'TY, 2018. - 1 saekrpon. onrt. auck (CD-ROM). - 3arn. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mara oOpamenus: 04.12.2022). - Makpooobekr. - Tekct
anekTpoHHBIH. - ISBN 978-5-9967-1157-4. - CBenenust noctynHsl Takxke Ha CD-ROM.

2. AmupoB, A.P. JlokyMeHTallMOHHOE OOecreueHHe YIpaBJICHHUs B OpraHU3alUsAX |
yueOHoe nocobue / A.P. Amupos, B.M. Muxaiinos. — Ya : BI'TTY umenn M. Axmysuier, 20009.
— 176 c. — ISBN 978-5-87978-513-5. — TekcT : anekTpoHHbI# // DneKTpoHHO-OUOInOTeYHAS
cucrema «Jlamp» : [caiit]. — URL: https://e.lanbook.com/book/42213 (nata oOpamieHus:
11.12.2022). — Pexum JIOCTYyIIa: JUTSt aBTOPU3. M0JIb30BATENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

3.  bapam3un, C.B. OpraHu3allMOHHO-METOJUYECKUH  MEXaHU3M  OCBOEHUS
NPEANPUATHIMU U opraHu3anusmu TpedoBanuit ctangaptoB MCO cepun 9000 : moHorpadus /
C.B. ba-pam3un. — Mocksa : PTA, 2013. — 108 c. — ISBN 978-5-9590-0409-5. — Tekcr :
SNIEKTPOHHBIN /[ DnexkrponHo-OMOnuoTeynas cucrema «Jlamp» :© [caiit]. — URL:
https://e.lanbook.com/book/74260 (nara oOpamenus: 11.02.2021). — Pexum poctyma: ais
aBTOpH3. oJIp30Bareei. https://e.lanbook.com/reader/book/74260/?previewAccess=1#1

4. Baiickpo6oga, E. C. Cucrema menemxmenta kadectsa no MCO cepun 9000 : yueOHOe
noco6ue / E. C. Baiickpo6osa, H. 1. bapeiaukosa ; MI'TY. - Marautoropck : MI'TV, 2015. - 1
anektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turym.  9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042
/6.pdf&view=true (mara oopamenus: 27.012.2023). - MakpooObeKT. - TEKCT : 3JIEKTPOHHBIM. -
Ceenenus noctymHbl Takke Ha CD-ROM.

5. Jzemuk, B.A. Pa3paboTka cucteM MeEHEI)KMEHTa KauecTBa B COOTBETCTBHH C
mexxayHapoaabiv ctanaaprom SO 9001:2015 : yue6uoe mocobue / B.A. JI3eauk. — Bomnrorparn :
Bounrorpanckuii 'AY, 2017. — 132 c. — Tekcr : 31eKTpoHHBIH // Dnek-TpoHHO-OnbIHoTeYHas
cuctema «Jlaup» @ [caiit]. — URL: https://e.lanbook.com/book/100848 (nmara oOpamieHus:
11.01.2023). — Pexxum goctyna: ajis



aBTOpM3. oJbp3oBareneii. https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

B) MeToanyeckne ykazaHus:

CamocrosiTenbHas padoTa CTYJICHTOB By3a : nmpakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. ¥Ypazaera, E. M. PazymoBa, T. ®@. OpexoBa ; MarHuTOropckuii roc. TEXHUYECKU YH-T UM.
I'. U. Hocosa. - Maraurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3ar. ¢ tuTyn.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara oOpamenus: 28.01.2023). - Makpoobdbekr. - Tekcr
3NIeKTPOHHBIN. - CBefeHus noctynusl Takke Ha CD-ROM

MGTO,Z[I/ILIGCKI/Ie YKazaHus 110 BbIIIOJHCHUIO HWHAWBUAYAJIIbHBIX JOMAIIHHUX 3aHaHHﬁ
rhencrasiieHsl B [ Inunoxennn 1

r) [Iporpammuoe obecneuenue u UHTepHeT-pecypcebi:

IIporpamMmmHoe oGecnieueHue

HaunmenoBaHue .

0o Ne noroBopa CpoK JIeHCTBUS JTUIICH3UN
MS Office 2007 |, 135 o1 17.09.2007 Seccpouno
Professional
7Zip CBOOOTHO 0eccpoyHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHGPOPMANMOHHbIE CIIPABOYHbIE CUCTEMbI

Hassanue xypca CchUIKa
JICKTPOHHAasA a3a IIepu HNYCCKHUX . .
INEKTPO  baz CPHOIMTHECKIX | s //dlib.eastview.com/
n3naaui East View Information Services,
HannonanpHas

uHpopmanonHo-ananutuueckas cucrema|URL: https://elibrary.ru/project_risc.asp
— Poccuiicknii HHJICKC Hay4HOI'O
ITouckoBas cucrema Axkamemus Google
(Google Scholar)

Nudopmannonnas cucrema - Ennnoe okHO
J0cTyna K MHQOpPMAaIMOHHBIM pecypcaM
Poccuiickas ['ocynapcTBeHHas Oubimoreka.

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

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

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

Karayioru
DnexkTpoHHbIe pecypcbl oudarnorexku MI'TVY |https://magtu.informsystema.ru/Marc.html?local
um. [.1. Hocona e=ru

MexnyHapoaHas 0a3a TOJHOTEKCTOBBIX

KypHai10B Springer Journals

ApxuB Hay4HBIX JKypHaJoB

«HarmoHanbHbIN https://archive.neicon.ru/xmlui/

DJIEKTPOHHO-UH(GOPMAILIHOHHBIN
9 MartepHaJIbHO-TEXHHYECKOE o0ecneyeHne TUCIUTILIHHBI (MOLYJIs1)

http://link.springer.com/

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOG oOecrieueHue JUCIHUIIIIMHBI BKJIIFOYACT:



VYdeOHbIe ayAUTOPUU ISl TIPOBEICHUS TUCTAHIIMOHHBIX 3aHSATHUH JIGKIIMOHHOTO THUIIA!
CTOJI KOMIIBIOTEPHBIH, CTOJ MUCHbMEHHBIN, CTYJI O(pUCHBIN, TOKYMEHT-KaMepa EpsSon, nctouHuk
oecnepedoiinoro mnuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3perieHus,
KOMITBIOTEp MEePCOHANBHBIN (TUIO), TipoekTop ViewSonicPJID7526W, cninkepdoH HACTONBHBIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHAS,
cTepeorapHuTypa (MUKpOQOH C MIyMOIMOAaBIeHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2.

VY4eOHblE ayAUTOPUM JUIS TPOBEACHUS NPAKTUYECKUX 3aHATHHA, TPYIIOBBIX U
WH/IMBUYAIBHBIX KOHCYJIBTAIIUH, TEKYIIEro KOHTPOJS ¥ MPOMEXKYTOYHOW aTTECTAIMH: CTOJ
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYy1 O(QUCHBIN, JOKyMeHT-kamepa EpPSOn, umcrouyHuk
oecnepedoiinoro mnuranus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3perieHus,
KOMITBIOTEp MEePCOHANBHBIN (TUIO), TipoekTop ViewSonicPJID7526W, cninkepdoH HACTONBHBIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHA,
cTepeorapHuTypa (MUKpOQOH C MIyMOINOAaBiIcHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2.

[Tomemenuss st caMOCTOATENBHOM — pabOThIl  OOy4YalOIIMXCA:  MEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYINOM B 3JIEKTPOHHYIO
nH(pOPMaAIIMOHHO-00Pa30BATENBHYIO CPEy YHUBEPCHUTETA.

[Tomenienne Juis XpaHeHUS W OPOPHIAKTUYECKOTO OOCITYy)KHBaHUS  y4eOHOTO
000pYIOBaHUS: CTEIUTAXKH JUIS XpaHEHHs YIeOHO-HATTIIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTAIUH.



Ipuioxenune 1

Y4ueOHO-MeTOANYECKOE O0ecTIeYeHre CAMOCTOSITEIbHO PadoThl 00y4ar0oIIUXCs

IIpakTuyeckoe 3axanue Ne 1
Mo JUCHMILTHHE «MeXAyHApOAHbIE CTAHAAPTHI yIIPaBJIeHUSsI
AOKYMEHTaAMW»

1. CocTtaBUTh TEPMHUHOJIOTMUECKHUI CIOBapHK B BUJAE TAOJMIIbI, MOJIb3YSACH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomenoayuu
B cron6er; No 1 BHOCATCS TEPMHUHBI, KOTOPBIE BXOJSIT B TEPMUHOJIOTUYECKUE
ciucku Toipko crangaproB MCO (I'OCT P UCO 15489-1-2007 u 'OCT P UCO
30300-2015). B poccutickux tepmunogorndeckux ['OCTax (ITOCT P 51141-98 u
['OCT P 7.0.8-2013) Heobxoaumo HaiiTh coorBeTcTBYtoIMi UCO TepmuH, ecinu oH
OTCYTCTBYET, TO B HYXHYIO Tpady TaOJIHIIbl BIHUCHIBAETCS CIOBO «OTCYTCTBYET».
[Tocne Tabmuupl B BUAE TEKCTa HEOOXOAMMO CHENAaTh BBIBOJBI O COOTHOIIEHUU
COCTaBa TEPMUHOB U UX TOJIKOBaHUSIX.
Dopma mabauywl Kk 3a0anuio 1
ConoctaBUTEIbHBIN aHAJIW3 TEPMUHOB U OIIPEIEICHUIM

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

2. Tlonwb3ysce TpeboBanusamu n.5 TOCT P MCO 15489 no unentudukanuu
HOPMATUBHOM CPEJIbl, COCTABUTh TMEPEYCHh HOPMATUBHBIX MPABOBBIX aKTOB JIJIS
OJIHOM (Ha BHIOOP) OpraHU3aAIMH (CM. CTUCOK HUXKE).

Memoouueckue pexomenoayuu

I'pynnupoBky aktoB, 3agannyto 'OCT P MCO 15478, cinenyer coXpaHsTh
oOs3aTenbHO! 711 TOATOTOBKM HOPMATUBHOM 0aspl omupaidTech Ha 0a3y
CIIpaBOYHBIX NpaBoBbIX cucteM Koucynprantllmroc, 'apant, Koaekc; mo Buagam
JEATEIIBHOCTH MOYHO TIOJIb30BAThCS cnpasounou ungopmayueti "Cpoxu xpanerust
ooxymenmos opeanuzayuil” Ilopmana «Koncynomanmllniocy [DNEKTPOHHBIN
pecypc]. — Pexxum mocrtymna: http://www.consultant.ru/document/cons_doc_LAW_121777/

Cnucox opranu3zanmiil

1.3A0 «Potop» (HerocynapcTBeHHasi OpraHu3alusi, OCHOBHOW BH]I
SKOHOMMYECKON JAESATEeIbHOCTH — PeMOHT MamuH ¥ 00OpYyJOBaHUS, MECTO
peructpanuu — r. YenssOuHCK);

2.000 «XonaMmc» (HErocyJapCTBEHHasi OpraHu3aius, OCHOBHOM BHJ

AKOHOMUYECKOM ACATCIIBHOCTHU — YacrtHas ACTCKTUBHAA U OXpaHHAA ACATCIbHOCTD,

1 I'IpMN\eanme: HasBaHue u XapPaKTEPUCTUKN BCEX YKA3AHHDbIX opraHmsau,Mﬁ YC/Z10BHbI.



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

MecTo peructparuu — r. Y da Pecriyonuku bamkoprocTan);

3.AHO «Betep cTpaHCTBUI» (HErOCYIapCTBEHHAs OpPraHU3alusl, OCHOBHOM
BUJl SKOHOMHYECKOW JIEATEIbHOCTH — TypUCTHYECKas NEATEIbHOCTh; MECTO
peructpauuu — r. Cankr-IletepOypr);

4. UI1 «MBanoB N.N.» (OCHOBHON BHJ SKOHOMHYECKOM IEATEIHBHOCTH —
JlesTenbHOCTh MPEANPUATHI OOIIECTBEHHOIO MUTAaHUSA 1O O0OCITY>KHMBaHUIO
TOP’KECTBEHHBIX MEPONPUATHIA M NMPOYUM BHUAAM OPTaHU3ALMH MUTAHUS; MECTO
perucTpanuu — r. MarHuToropek).

[Ipumeuanue: Hazeanue u xapaxmepucmuku 6cex YKA3aHHbIX OP2aAHU3AYULL
VCIOBHUL.

Jlumepamypa

1. I'OCT P 51141-98. I'ocynapcTBenHslii ctangapT Poccuiickoit
Oenepanyu.  [[emonpous3BOACTBO M apXMBHOE Jel0. TepMUHBI U
onpenenenus. (yrB. [loctanoBnenunem I'occrannapra Poccun ot 27.02.1998
N 28). [OneKTpOHHBIN pecypcl]. Pexum JOCTyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550

2. I'OCT P 7.0.8-2013 Cucrema ctraHmapToB mo HH(pOpMAIIUH,
OMOMMOTEUHOMY W H3ATENbCKOMY Jely. [[enompon3BoaCcTBO U apXUBHOE

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

3. I'OCT P HCO 15489-1-2007. HanuoHalbHBIA CTaHAAPT
Poccuiickoit  ®eneparuu. Cucrema cTaHaapToB 1o  HH(OpMaIuw,
OMOMMOTEUHOMY W M3JAaTeIbCKOMY JIeNly. YTpaBieHHE JOKyMEHTaMH.
O6mue TpedoBanus (yTB. [Ipukasom Pocrexperymuposanms ot 12.03.2007 N

28-cT) [DIEeKTPOHHBII pecypc]. Pexum JOCTymna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548

4, Irroctr p HCO 30300-2015 Cucrema cTaHgapToB IO
uH(popmanuu, OMONMMOTEYHOMY M H3AaresbckoMmy aeny. WHdopmanus u
nokyMeHTanus.  CucteMmbl — ympaBieHUs — JAoKymeHTamH. (OCHOBHBIE
noJioxkeHus u cioBaps (yTB. [Ipukazom PoctexperynupoBanus ot 09.12.2015
Ne 2123-ct) [Dnexrponnsiit pecypc] // @I'YII Crangaptundopm. — Pexxum
nocryma: http://protect.gost.ru/document.aspx?control=7&id=202553

S. Jlapun, M.B. VrmpaBnenue [OKyMEHTaMH Ha OCHOBE
MexayHaponnoro crangapra HMCO 15489-2001: wmeron. mocobue /
M.B. Jlapun, O.U. Peickos; BHUMUJIAIL. M., 2005, C.5-20.

Hnmepnem-pecypcoi
1. KoncynbrantlIimtoc. — Pexxum moctyna: http://www.consultant.ru/
2 .udopmanmionHo-npaBoBoil  moprtan «l'apaHt.py». — Pexum
nocryna: http://www.garant.ru/
3. Uudopmanmonno-npaBosas cucrema «Koaekcy. — Pexxum nocrtyna:
http://www.kodeks.ru/

IIpakTHuyeckoe 3axanue Ne 2
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https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
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http://www.consultant.ru/
http://www.garant.ru/
http://www.kodeks.ru/

no Jucuniuinie «MexayHapoaHble CTAHAAPTHI M0 YIIPABJIEHUIO
TOKYMEHTAMI)

1. IMonp3ysick mpemaraeMbIMi UCTOYHUKAMHU, COCTaBUTH B BHJE TAOIHIIBI
mooenv oyenxku mpedosanuti I'OCT P UCO 15489 no cobaooenuro npunyunog
HOAUMUKY 8 001aCMU YPABIeHUss OOKYMEHMAMU.

B nepBrIif cTO0€1] BHOCUTCS IIUTATa U3 TEKCTAa YKAa3aHHOIO CTaHJapTa, IJe
oroBapvBaeTcss Ha3BaHHBIK B croibme Ne 2 mpunnun. Ilutara nmomkHa
COIIPOBOXIAThCS TOUHOM CCHUTKOM.

B Ttperuii cronmbenm BHOCATCS TOKazaTenu (Ha3BaHHUS JOKYMEHTOB W/WIIA
3anuceil 0 MPOU3BEICHHBIX IEHCTBUSX ), 0 KOTOPHIM MOYKHO CYJUTh, YTO aHHBIH
MIPUHIIUAT COOJTIOIAeTCSl B XOJI€ yIpaBleHUs JoKyMeHTaMu. ClieflyeT mpoaymMaTh U
noso0parh Kak MOXXHO OOJIblllee KOJMYECTBO BO3MOXKHBIX JI0KAa3aTEIbCTB,
CBUICTEIHCTB COOIIIOIEHNUS Kaxa0ro npuHiuna. K mokasaremnsm ciaeayeT OTHOCUTh
OTBETCTBEHHOCTh JOJKHOCTHBIX JIMI[ TIO COOJIIOJICHUIO KaXKAOTO MPHHIMIA U
OCHOBHBIE pe3ynbTaThl CY /1.

Bropoii cron0en Tabiuibl HE 3aM0MHIETCS U HE TIONOJIHAETCS.

®dopma Tabauibl 1

Mooenv oyenxu coomeemcmeus mpeovosanuim ' OCT P HUCO 15489-1-2007

no coOI00eHUI0 NPUHYUNOB NOAUMUKU 8 001aCmU YIPABIeHUsL OOKYMEHMAMU

[Tonoxenue crangapra ITpuHIMI Iloka3arenn
I'OCT P UCO 15489 COOJIIOIEH U
(mynkT Ne u Ha3BaHUeE) MIPUHITUTIA
1 2 3
[TpunaIMn

SKOHOMHYECKOU
1eJ1eCO000Pa3HOCTH

[IpuHnumn yuera
OpraHU3alMOHHON CPEbl

[TpuHIMIT COOTBETCTBUSA
HOPMAaTHBHOM cpejie

[TpuHIMTT COOTBETCTBUSA
JEIIOBOH JESATEIILHOCTH

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

JlaHHBIE CIeAYyEeT 3aHEeCTH B TAOJIUILY.

B nepBrIif cTo0€1] BHOCUTCS ITMTAaTa U3 TEKCTa YKA3aHHOTO CTaHAApTa, TJIe
oroBapuBaeTcs Ha3BaHHas B cTosiOe Ne 2 xapakrepuctuka CY/l. [{utara nomxHa
COIPOBOXKIATHCA TOYHOM CCHUIKOM.

Bropoii cronber TabiuIibl HE 3aMOMHIETCS U HE IOTOJTHICTCS.

B Tpermii cTomber; BHOCATCS TOKaszaTenu (HA3BaHUSI JOKYMEHTOB W/WJIH




3anucei 0 NPOU3BEICHHBIX IEHCTBUSAX, IEPEUNCIEHUE OCHOBHBIX PE3YJIbTaTOB), 110
KOTOPBIM MOHO Cy1uTh, 4To CY ][ mocturia TpedyemMbIX XapaKTepUCTHUK.

B kauecTBe BCIIOMOraTeIbHOTO MCTOYHMKA JJIsI 3aNOJHEHHs cToiOma Ne 3
ayutie ucnonszoBate 'OCT P UCO 22310-2009 u 'OCT P CO 30300-2015.

dopma TabIUIIEl 2

Mooenv oyenxu coomeemcmaus mpeovosanuim ' OCT P UCO 15489-1-2007
no coomgeemcmsuro CYJ[ mpebosanuim cmanoapma

[Tonoxxenue crangapTa Xapakrepuctuku CY /] [Tokazatenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TPEOOBAHUSM
Ne u Ha3Banmue) CTaHJapTa
1 2 3

Hagexuocts CY /]

Hemnoctaocts CY /]

CootserctBrue CY]]

KommniiekcHOCTD
Cvya

Cucremnaocts CY ]I

Hcemounuxku u numepamypa

. TOCT P HCO 15489-1-2007. HammonanweHblii cTrangapTt Poccuiickoi
®enepanuu. Cucrema cTtaHmapToB mo uH(OpMaiuu, OHOTUOTEUHOMY H
U3JIaTeNIbCKOMY JieTy. YTpaBieHue fokymentamu. Oomue tpedboBanus (yTB.
[Tpuxazom PocrexperynupoBanus ot 12.03.2007 N 28-ct) [DneKTpOHHBIHI

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

. TOCT P UCO 22310-2009. Uudopmarust 1 noxymeHTarusi. PykoBoicTBo
U pa3pabOTYMKOB CTaHAAPTOB, YCTAaHABIMBAIOMIMX TpeOOBaHUS K
ynpaBienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmapturdopm, 2010.

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

. TOCT P UCO 23081-1-2006. Undopmarusa u moxymentarus. [Iporecch
yOpaBJIEHHUS JOKyMEHTaMH. MeragaHHele s AoKymeHToB. Yacte 1.
[Mpununer (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

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

. TOCT P HCO 30300-2015 Cucrema crangaptoB no HHGOPMAIINH,
OuOAMOTEUHOMY W HW3JaTeNbckoMy neny. MHpopmanus u 1OKyMEHTalus.
Cucrembl ymnpaBiieHUs JOKyMeHTaMd. OCHOBHBIE MOJIOKEHHUS MU CIIOBapb
(ytB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Ne 2123-cr)



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

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

5. KopueeB UK. Ympasnenue noxkymeHtamu : yuyeOHHUK aiisg By30B /IlmieHko
A.B., Ma-mypues B.A. - UH®PA-M, 2009. -299 c.

6. Jlapun, M.B. VYmpaBieHue n0OKyMEHTaMH Ha OCHOBE MEXKIYHAPOIHOTO
crangapta MCO 15489-2001: metox. nmocodue / M.B. Jlapun, O.W. Prickos;
BHUNIAI. M., 2005, C.5-20.

[TpomexyTounslii TecT Ne 1
1o JTucuuIunHe « MexyHapoaHble CTaHIapThl YIPABICHUS JOKYMEHTaMU)

1.IlpumeHeHne MEKIYHAPOAHBLIX CTAHAAPTOB B  O0T€4YeCTBEHHOM
J1eJIONPOU3BOACTBE HAYAJIOCH ...
1. B xonme XIX B.
2. B Haudaje XX B.
3. B koHIe XX B.
4. B Hauane XXI B.
2.Korma ObLia  co3gaHa  MeKIyHapoaHasi  OpPraHu3anus 10
cranpapruzauuu (International Organization for Standardizations)?

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

3.bykBb1 «MCO (ISO)» Ha MeKTYHAPOAHBIX CTAHAAPTAX 0003HAYAIOT:

1. CokpamieHHOE  Ha3BaHUE  MEXIYHAapOJHOM  OpraHu3aluu
(International Organization for Standardizations)

2. ['peueckuii KOpPEHb “1s0” 0003HavaeT «paBHBIN»,
«COOTBETCTBYIOIIUIN»;

3. ['pynny cTaHAapTOB, MOCBSILIEHHBIX YIPABICHUIO JOKYMEHTAMU
Y apXUBaMH;

4, [IpuHamnexHocTh  MeEXIyHapOOHOW  OpraHu3aluu 10

cranaaptuzanuu k OOH.

4.B mocieaHue aABa JAecATWIEeTHs padora ¢ jJokymeHtamu B Poccum
U3MEeHMJIACH MOoJ BJusiHueM ABYX ¢paxkTopos. HazoBure ux.

e ['moOamu3amuys JKOHOMUKH.

e ll3meHeHue 0OIIECTBEHHOTO CTPOSI.

e [JloBcemecTHOE BHEJIPEHUE KOMITBIOTEPHBIX HH(pOPMAITMOHHBIX

TeXHoJioruu u MaTepHera.

e BHeapeHue MeXIyHapOAHBIX CTaHIAPTOB.

5.4T10 cnocoO0CTBOBAJI0O AKTHUBU3AIMU MEKIYHAPOAHON CTAHAAPTH3ALUH
U cepruuKaAnUM B 00J1aCTH yIIPABJIEHUS JOKYMeHTAMU?

1. BHenpenue 351eKTpOHHOTO JOKYMEHTO000pOoTa.

2. Cranmaptuszaiys MEHEKMEHTA.

3. VYBenuueHrue KOJIMYECTBA JKCIEPTOB, YYACTBYIOIIUX B  pa3paboTKe
CTaHJapTOB.

4. MN3MeHeHus B 3aKOHOJATEIILCTBE.


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

6.Hauanom MexIyHAPOIHOI CTAHAAPTU3ANNH IPUHATO CYUTATh...

1. 1875 1., xoraa ObUIO yupexkJaeHo MexayHapogHoe OOpo Mep U BECOB U
npuHsATa MexnyHapoHas METpUUeCcKas KOHBEHIIUS;

2. 1893 r. , xorga Obuia oOpa3oBana ['maBHas [lamata Mep 1 BEeCOB BO IJIaBe C
J.1. MeHaeneeBbIM;

3. 1918 roay, korga Obut mpuHAT Jekper Cosera Haponusix Komuccapos «O
BBEJICHUH MEKyHApOIHOU CUCTEMBI MEP U BECOBY;

4, 1947 r., korma Hayaina pabotatb MexayHapoaHas OpraHu3alus
CTaHJAPTU3ALNH.

7.HazoBuTe TPU MEKAYHAPOIHbIC OPrAaHU3AIMHU 110 CTAHAAPTH3ALUM.

1. MexayHapoaHas 3IEKTPOTEXHUUECKAsi KOMUCCHS;

2. MexayHapoiHasi OpraHu3anus CTaHIApTU3ALINY;

3. Mexaynapoanbsiii Coro3 DJIEKTPOCBSI3H;

4. EBponencKkuii THCTUTYT CTaHIAPTOB JIEKTPOCBS3H.

8.B ueMm cneundpuka MOHMMAHUS IVIABHOM 1eJIM NPUMEHEHUS CTaHAapTa
3a pyOexoM, B OTJIHYHE OT POCCHUICKOr0 TOJKOBAHUSI HA3HAYeHHSA
CTAaHAAPTOB?

1. HopmartuBHoe enuHooOpasue JeMCTBUN U pe3yJIbTaTOB IPUMEHEHUS;

2. HopmatnBHOE 3aKperieHue MHUHUMAIbHBIX TPEOOBAHMI K MPOAYKLHH M
yCIIyTraM;

3. [ToryueHne  BceoOMmMX  ONTUMAJIbHBIX  INPEUMYILIECTB HA  OCHOBE
yJIOBJIETBOPEHUS TPEOOBAHUMN BCEX 3aMHTEPECOBAHHBIX CTOPOH;

4. JlocTuKeHHEe Hay4yHO, TEXHOJOTMYECKM W MPAaKTUUYECKH OOOCHOBAHHBIX

pE3yJIbTATOB.
9.Ha3oBuTe NPABWIbHYI0 IOCJEI0BATEJBHOCTh 3TANOB pPa3padOTKH

MexaAyHapoaHbIxX cranaapros UCO.

1. PaGounit npoekt —IlIpoekt komutera — I[IpoeKT MeXITyHAPOIHOTO
crangapra —OKOHYATENbHBIM MPOEKT MEXAYHAPOJHOTO CTaHaapra —
MexyHapoaHbli cTaHAAapT — TE€XHUYECKUN OTYET.

2. PaGounit npoekt —IlIpoekt komutera — I[IpoeKT MeXIyHApOIHOTO
crangapra —OKOHYATENbHBIM MPOEKT MEXAYHAPOJHOTO CTaHaapra —
MexyHapoIHbIl CTaHAAPT.

3. PaGounit npoekt —IlIpoektr komutera — I[IpoeKT MeXITyHAPOIHOTO
craHaapra — MexXayHapOJHbIN CTaHAAPT.

4, [IpoekT MeXAYyHApOAHOrO craHgapra — MEeXIyHapOIHbIM CTaHIAPT
— HarnoHansHbIN CTaHAAPT.
10.Yem wusmepsiercss 3(Q(PEeKTHUBHOCTH NPHUMEHEHHS MEKIYHAPOIHOTO

cranaapra?

1. [TonHoM yHUUKAIFEH TPOIIECCOB OPraHU3AIUH.

2. CoznanueM He0OXO0IMMOro MakeTa JIOKYMEHTOB.

3. OTCyTCTBHEM HAPEKAHMI CO CTOPOHBI HAA30PHBIX OPTAHOB.

4 [lonydyeHre  KOHKYPEHTHBIX  NPEUMYIIECTB, MPUOBUIM 32  CYET

COBEPILIEHCTBOBAHUS CUCTEMbI OPTaHU3ALMH AEIOBOU IEATEIBHOCTH.
11.B nmoucke orBera Ha BOINPOC, B YeM NPHUYMHA IIOXOI0 KadecTBa

TOBAPOB U YCJIYT, 3kcnepThl UCO npunuiv K BbIBOAY, YTO OHA 3aKJIH0YAETCHA
BCeraa ...



e

B HU3KOH PO(heCcCHOHABHOM MTOATOTOBKE MEPCOHANA;
B HU3KOM Kay€CTBE ChIPbS;
B HeJloCTaTKe (PMHAHCHUPOBAHUS;
B IJIOXOM OpraHU3aluy MEHEKMEHTA.
12. K kakoii cepun crangaproB Bocxoaut cranaapt MCO 15489-2001

«YrnpasiieHHe JOKYMeHTaMm»?

1.

2
3.
4

Cepuu SO 14000
Cepuu ISO 9000
Cepuu 1SO 10000
Cepun 30300
13.Ykaxkute npaBujIbHOE MNPOJOJIKeHHE BbICKadbiBaHusA: «Cucrema

MCHEIKMEHTA KadeCTBa — 3TO0...»

1.

W

W

Cucrematuueckasi HASHTU(PUKAMS U YIIOPSAI0UCHUE ACIOBOM IEATCIIBHOCTH
u (WIM) JOKYMEHTOB IO KATErOpUSIM B COOTBETCTBHM C JIOTHYECKH
CTPYKTYPUPOBAHHBIMU  YCIIOBUSIMH, METOJAAMU M MPOLEAYPHBIMU
MpaBUJIaMH, MPEJICTABICHHBIMU B KJIACCU(UKAIIMOHHON CUCTEME.
CuctemMa MEHEKMEHTa Il PYKOBOJACTBA W YIPABJICHUS OpraHu3aluen
MPUMEHUTENIHHO K KaUeCTBY.
COBOKYIMHOCTh OCHOBHBIX JECHUCTBUW, HANPAaBICHHBIX HA JOCTHKECHUE
MOCTaBJICHHBIX 3a7a4 (1[eJIeH, MOoIIeneii).
OO01mue HaMepeHHS W HaMpaBJICHUS JEATEIIbHOCTH OpraHW3alliid B 00JacTh
KadecTBa, 0QUIIHAIBHO CPOPMYTUPOBAHHBIE BHICIITUM PYKOBOJICTBOM.

14. TpeGoBaHuA K cCUCTEME MEHEKMEHTA KaueCcTBa ONUCAHDI B...
Cepuu ISO 14000
Cepuu ISO 9000
Cepuu ISO 10000
Cepuu 30300

15.Koraa B Poccuu nosiBusinch nepssbie crangaprbl no CMK?
B 1947 r.
B 1987 r.
B 1997 r.
B 2000 r.

16.Kakoe MecTO OTBOAMTCH YNPABJICHHMI0O JOKYMEHTAMM B CTAaHAApPTaxX

HnCO 9000?

1.

2.
3.
4

N

VYhpaBieHue JIOKYMEHTAMHU pPacCMaTpUBAETCA KaK BCIIOMOTaTEIbHbIN
IPOLECC, 00CYKUBAIOIINI MEHE)KMEHT.

YnpasineHne JOKYMEHTAMH SIBJIIETCA CAMOM BaXKHOM YaCThIO MEHEKMEHTA.
VYrpaieHue 10KyMEHTaMH SIBJISIETCSI COCTABHOM YacCThIO MEHEKMEHTA.
VYrpaieHue J0KyMEHTaMH HE pacCMaTPUBAETCSI M HE OMUCHIBACTCS.

17.B 4yeM 3aK/II049a€TCH YHUBEPCAJIbHOCTH cTaHaapToB ISO cepuu 9000?
OHU TpUMEHUMBI JJIS JIFOOOM OpraHu3alid BHE 3aBUCUMOCTH  OT
YUCJIIEHHOCTU MepcoHasia, (pOpMbl COOCTBEHHOCTH, 3aHMMAEMbIX PBIHKOB,
XapakTepa BBITYCKaeMOM MPOAYKIIUU UJIU OKA3bIBAEMBIX YCITYT.

OHu npenararoT oJIHy OOIIYI0 YHUBEPCATIbHYIO MOJIENIb MEHEKMEHTA.
YHHUBEPCATBLHOCTh CTAHJIAPTOB OOECIEYUBACTCS TEM, YTO B TPEOOBAHUAX
ObLIIM YYTEHbl MHEHHSI Pa3HBIX IKCIIEPTOB.



&

YHUBEpCaTbHOCTh MPOSIBISIETCS B TOM, YTO JAHHOW cepuu 0000IIEeHbI
TpeOOBaHMS IPYTUX CEPHUIA CTAaHIAPTOB.

18.B ocnoBe cranaapros cepum 9000 Bepcuii 2000 r. u 2015 r. gexur...
KOMILJICKCHBIM ITOIXO/I;
CHUCTEMHBIN MOJIXO0/I;
YHUBEPCAIBHBIN MOJIXON;
IIPOLIECCHBIN MTOAXO.

19.0co0enHoe OTHOLIEHHME K AOKyMeHTamum cranaapros 9000:2000

ompeeasieTcst TeM, 4T0...

1. Ha kaxioM npeanpusTvu, B KaKI0M opraHu3aliu JT0KHA ObITh HE TOJIBKO
pa3zpaboTaHa, BHeIpeHa U ACHCTBOBATh CUCTEMA MEHEKMEHTA Ka4yeCTBa, HO
3aI0KyMEHTUPOBAHA;

2. VYhpaBieHue IOKYMEHTAMH pPacCMaTpUBAETCA KaK BCIIOMOTaTEIbHBIN
npoI1iecc, 00CITyKUBAIOIIUN MEHEI)KMEHT.

3. VYpasneHne TOKyMEHTaMU SIBIIIETCS CaMOM BaXKHOM YaCThIO MEHEKMEHTA.

4 VYpaBieHne TOKyMEHTaMU SIBIIIETCS COCTABHOM YaCThIO MEHEIKMEHTA.

20.Mogeab  MeHeIKMEHTAa  KavyecTBa [I0JKHA  COOTBETCTBOBAThH
npuHuunam CMK. CkoJibk0 NpMHIMIIOB oroBapuBaercs B cranagaprax UCO

9000 Bepcuu 2015 1.

1. S IPUHLHIOB;

2. 6 IPUHIIUIIOB;

3. 7 IPUHLIUIIOB;

4, 8 MPUHIIMIOB.

21.«PHUCK-OpHEHTHPOBAHHOE MBbIILIEHHE» MNOSABWJIOCHh B CTaHAAPTax

W

BepCHH...

1. 1987 r.
2. 1994 .
3. 2000 r.
4, 2015 .

22. Kakoil TeXHMYECKHMH KOMHTET SIBJISIETCS TJIABHBIM IO pa3padoTke

CTAHAAPTOB 10 YNPABJICHHUIO JOKYMEHTAMHU?

1. TK 176 «YnpaBneHue KauecTBOMY;

2 TK 68 «bankoBckoe J1e110, IIEHHbIE OyMaru u Ipyrue (PMHaHCOBBIC YCIYTH;

3. TK 46 «adopmanus 1 JOKyMEHTALIH;

4 TK 6 «bymara, KapTOH U LIEJUTFOJI03a.

23.loxkymenTanusa CMK BrJIro4aeT ciaeAyOMid NaKeT JOKYMEHTOB:

1. Muccust opraHuzanuy, LEeJd U IMOJIUTHKAa OpraHUu3alld, PYKOBOJCTBO IO
KaueCTBY, JOKYMEHTUPOBAHHBIE MPOLEAYPHI, TOJKHOCTHBIE MHCTPYKLIHHA U
MOJIOXKEHUSI O CTPYKTYPHBIX MOAPA3ACICHUSX, CTaHIAPThl OpPraHu3aluu U
paboure UHCTPYKIUH.

2. JIOKyMEHTUPOBAHHbIE  MPOLEAYpPbl, JOKHOCTHBIE  WHCTPYKIUU U
MOJIOKEHUSI O CTPYKTYPHBIX TMOAPA3ACICHUSIX, CTAHIAPThl OpraHu3aluu 1
paboure UHCTPYKIUH.

3. [lenrn W NOJWTHKAa OpraHU3alWHd, PYKOBOACTBO MO  KAayecTBY,
JIOKYMEHTUPOBAHHBIE MPOLEAYPHI, JOJKHOCTHBIE HHCTPYKIIMH U TTOJIOKEHUS
O CTPYKTYPHBIX TMOJpa3[eleHusIX, CTaHAapThl OpraHu3aluu u padouue



UHCTPYKIIWH;
4. PyKoBOZCTBO 1O KayecTBYy, NOKYMEHTHPOBAHHBIE IPOLIEAYPBI, CTaHIAPTHI
OpraHu3alyy U padoure HHCTPYKIIHH.

IIpomexyTounblii TecT Ne 2
o JUCHUILUIHHE «MeKIyHApOAHbIE CTAHAAPTHI YIIPaBJICHUS
TOKYMEHTAMI)

1. Kakomy Texunueckomy komutrery MCO Obli1a mopydena pa3padorka
ISO 154897
1. TK 46 «adopmarus u TOKyMEHTALHS;
2. TK 176 «YnpaBiieHre KaueCTBOM»;
3. TK 171 «BocnipousBeieHre JOKYMEHTOBY;
4, TK 37 «TepmunHonorus (IPUHIUIIBI U KOOPIUHALINS )».

2.Jlouemy (¢yHKHHE ceKpeTapuar o0ecme4YuBaJ ABCTPAIMUACKHI
HAIIMOHAJIbHBIN OPTraH CTAHAAPTH3ALUM?

1. B ABcrpanuu nydiime cekpeTapu.

2. ABcTpanus BICTyIHIa ¢ MHUIIMATHBOM co3nanus SO 15489.

3. ABCTpanusi paHbIlle JPYyTrdX BHEAPWIA HAIUMOHAIBHBIA CTAHAAPT IO
YOPABJICHUIO JOKYMEHTAMH WM €r0 MPU3HAIH JIYUIIHM B MEXTYHApPOIHOMN
TIPaKTHKE.

4. ABcTpanus Bcerja BhINOJIHAET AaHHYI0 QpyHKuuio B TK.

3. Mexaynapoaunsiii crangapt ISO 15489 Boime ...

B 2-X 4acTsX;

B 3-X 4acTsX;

B 4-X 4acTsXx;

B 5-THW 4acTsX.
4. Kaxkue/as 4actb/m ISO 15489 ObliM mnepeBeeHbl W TNPHUHATHI B
Ka4yecTBe HAMOHAJIBbHOT0 POCCHUICKOrO cTaHaapra?

PO

1. Toneko 1-as 4acTse.

2. Tonbko 2-ast 4acTh.

3. Tonbko 2-as 1 3-4 YacTH.
4, Bce gactn.

5. Kak Obl1 ouenen crangapr ISO 15489 mekayHapoaHbIM
coodmecTreom?

1. CranpapT 10Jrue rojibl MTHOPUPOBAJICS MEXKITYHAPOIHBIM COOOIIECTBOM.

2. CranpapT BbI3BaJl HEOAOOpEHMs, TaK KAaK HE YYHUTHIBAJ OCOOEHHOCTH
JIEJIOMPOU3BOCTBA KaXKIOM CTPAHBI.

3. Crangapt I1SO 15489 Obln mpu3HaH W BBICOKO OIICHEH, TaK KaK OH CTaj

MPOTrPaMMHBIM JIOKYMEHTOM, B KOTOPOM TIEPEUMCIICHBI 00s3aTelIbHbIE
aeMeHThl d(Q(PEKTUBHOTO yIpaBieHHUS JOKYMEHTaMmH Jitoboro (opmara, B
JTHO0BIX OpraHu3ausax (J000i OpraHu3alMOHHO-TIPaBOBOM (DOPMBI, BHIA
HKOHOMHYECKOU JIeATeTbHOCTH, (POPMBI COOCTBEHHOCTH).

4, Crangapt ISO 15489 Obul mpu3HAaH W BBICOKO OIIEHEH BCEMH, KpPOME
MexayHapoTHOTO COBETa apXHMBOB, TaK KaK OH HE MPUMEHHM B apXHUBHBIX
OpTraHU3aIHSIX.



6.Pycckas Bepcusi mexayHapoanoro crangapra ISO 15489 nosiuiiacor B
Poccuu...
1. B 2001 rony.

2. B 2002 rony.
3. B 2004 rony.
4 B 2007 rony.

7. llouemy, mo mueHuro B.®D. SAukosoii, MCO 15489 '"craBur kpect'" Ha
J1eJI0NPOU3BOACTBE B CTAPOM MOHUMAHUM?

1. CranpgapT KacaeTrcs BCEX JOKYMEHTOB OpraHu3alud (a2 HE TOJIBKO
YIPaBIEHYECKHX ), OTPAXKAIOLINX BCE AEIOBBIE IPOLIECCHI.

2. Cranaapt 0003Ha4MII HEOOXOIMMOCTh IepecMoTpa cTaryca ciyx0b1 JIOY u
€€ pOJIU B ACATEIbHOCTU OPraHU3ALMH B LIEJIOM.

3. CrangapT He IpearnonaracT BO3MOKHOCTH TPUMEHATh HALIMOHAIBHBIN OIBIT
YIPABJIEHUS TOKYMEHTAMHU.

4. CrangapT TpeOyeT NOJHOM 3aMEHbl BCEM HAyYHO-TEPMHHOJIOTUYECKON 0a3bl
JEJIONPOU3BOACTBA.

8.Kakas eme MexayHapoaHasi OpraHu3alusi 10 CTaHAAPTH3ALUHU
onyosukoBaia oaHoBpemMenHo ¢ MCO cranpapr mno ynpasJiieHUIO
AOKYMEHTAMu?

1. EBpomneiickuii UHCTUTYT CTaHAapTOB teKTpocBsizu (ETSI);

2 Mexaynapoanbsiii Coro3 nekrpocsszu (ITU);

3. MesxayHapoaHas a5eKTpoTexHuueckas komuccus (MOK/IEC);

4 MexayHapoIHbIN KOHCYJIbTATUBHBI KOMUTET MO CTAHAAPTU3AIMHU CUCTEM

kocmuueckux ganHbix (CCSDS)/
9. B kakom rogy MCO wu3MeHHM/Ia KOHUENIUI Pa3padloTKH CBOHX
CTAHIAPTOB M0 YNPABJEHUI0 JOKYMEHTAMHU?

1. B 2004 r.
2 B 2010 .
3. B 2014 r.
4 B 2015 .

10. Kakoii "3 mnepeYMCICHHBIX HHMKE MEXKAYHAPOAHBIX CTAHAAPTOB
NpeIHA3HAYEH /ISl CO3JaHMsl B OPraHu3anusiX CHUCTEM YNpAaBJIeHUS
JOKYMEHTAMH HAa CTPATerH4eCKOM YpPOBHe, TO €CTb Ha YPOBHe
OTBETCTBEHHOCTH M B 30He NPUHSATHS PelIeHU PyKOBOACTBA?

1. NCO/TO 26122:2008 (pen. 2009 wu 2010 rr.) «udopmamus wu
JOKyMEHTAIusl. AHaIn3 padouux MpOoIEeCcCOB, MPUMEHSIEMBIX B OTHOIIEHUHU
JIOKYMEHTOBY;

2. NCO 23081:2004 (pexn. 2006 r.) «Uudopmanus u nokymenrtamus. [Ipoieccot
yIpaBJlieHUs TOKyMeHTaMu. MeTalaHHbIe 7151 JOKYMEHTOBY;

3. NCO  15489:2001 «Mudopmanmst ©  JOKyMeHTalus.  YIpaBieHUE
JIOKYMEHTaMn»;

4. NCO 30300:2011 «Nuadopmanus u nokymenrtanus. CUCTeMbl yIpaBiIeHUS
nokyMeHTaMu. OCHOBHBIE MOJIOKEHUS U CIIOBAPbY.

11. Kakas mnpo0Ojema/bl BO3HMKJA/M ¢ BHeapeHueM cranaapra HCO
15489:2001? «Andopmannss U JOKyMeHTAIUA. YIIPaBJIeHUE JOKYMEHTAMU» B
Poccun?



[IpoGnema HarMOHAIbHOM crienu(UKU B IPAKTUKE PAOOTHI C TOKYMEHTAMHU.
[TpoGaema HECOBMECTUMOCTH C POCCHICKOM 3aKOHOAATEIBPHON 0a30ii.
[IpoGnema orpaHUYEHHOCTH TPUMEHEHUS CTaHAapTA.
[IpobGnema TepMHUHOIOTHYECKOTO HECOOTBETCTBHS.
12. IlepeBoa KakKUX TEPMHUHOB BBI3BAJ HaW0OJbIIHE TPYIHOCTH Y
nepesoxunkos BHUNJIAJI?
1. apXWB;
2. MeTaJaHHbIE;
3. JIOKYMEHT;
4 3aIuCh.
13. KiiroueBoe nmoHsAATHE «yNpaBJeHHe JOKYMEHTAMIW)> B Pa3HbIX CTPAHAX,
B TOM 4ucje Poccuu, BHI3BAJI0 TEPMHHOJIOTHYECKYI0 IUCKyccni0. C KakuMu
U3 NePeYnCJIeHHbIX HUKe MOHATHI €ro CTPEeMUJIHCH OTOXKAECTBJIATH?

e

1. yIIpaBJI€HUE TOKYMEHTOO00POTOM;
2. yIpaBiieHHe UHPOpMaLUeEn;

3. yIPaBJICHUE apXUBAMHU;

4. CO BCEMH TIEPEUNCICHHBIMH.

[IpomexyTounsiid TecT Ne 3
Mex1yHapOoaHbIE CTAHAAPTHI YIPABICHUS TOKYMEHTAMU

1. K xapakrepucrtukam cucreM ynpasjeHus fokymesramu 'OCT P UCO

15489 oTHocur:
a) JOCTOBEPHOCTh, AYTEHTUYHOCTb, NPUTOAHOCTb I HCIOJb30BaHUSA,
LETTOCTHOCTB;
0) CHUCTEMHOCTb, KOMIUIEKCHOCTb, ayTEHTUYHOCTh, HPUTOJHOCTH JJIs
VCITOJIB30BAHUS;
B) HaJIEKHOCTh, CHUCTEMHOCTb, COOTBETCTBUE, JIETUTUMHOCTb, LIEIOCTHOCTb;
1) HAJIEXKHOCTb, LIEIOCTHOCTh, KOMIJIEKCHOCTh, CHCTEMHOCTB, COOTBETCTBHE.
2.PacnipenesieHHOe ynpaBJieHHe JOKYMEHTAMH — 3TO...
a) KOHTpoiupyemas H JOKyMeHTanbHO odopmiienHas CVY]I, koropas
croco0Ha NOIEP>KUBATh AIbTEPHATUBHBIE BAPUAHTHI PA3MEILICHUS IOKYMEHTOB;
0) CY /1, ucnonp3ytoiasi ayTCOPCUHT;
B) CY]l, rae OTBETCTBEHHOCTh 3a JOKYMEHTHI paclpeieieHa MEXIy BCEMU
pabOTHUKAaMU OpraHU3alINH;
r) npaBuibHO crnpoekTupoBaHHas CVY][, cooTBeTCTByIOIIas METOJ0JIOTHU
NCO.
3.Bb100p HOCHTE 151 HHPOPMALIUM 3aBUCHUT OT:
a) CPOKOB XpaHEHHUsI TOKYMEHTOB
0) IPOrHO3UPYEMBIX TUIIOB UPE3BbIUaHBIX CUTYaLlUI
B) MaTe€pUAJIbHBIX BO3MOKHOCTEN OpraHU3alNH
r) 00beMa IOKyMEHTO000pOTa OpraHU3alINH.

4. I'ne orpaxkarrcst cBeAeHHs 000 BcexX ONepanusix CMCTeMbl YIIPaBJICHUS
JOKYMEHTAMH, KOTOpbIe MOJKHBI ObITh MNPOM3BeIEHbl € KOHKPETHBIM
AOKYMEHTOM?

a) B METaJJaHHbIX O IOKyMEHTE;



0) B KOHTPOJIBHBIX MPOTOKOJIAX CUCTEMHBIX IIPOLIECCOB;
B) B YUETHBIX 3aIUCSIX;
I') B )KypHaJIe y4yera.

5. Otor Merox (M OAMH W3 TMPOLECCOB YNPABJEHHUS JOKYMEHTAMM)
NMOMOraeT YCTAHOBUTHb CBSI3b MeEKAY OTAeJbHBIMU JOKYMEHTAMH [JIsl
o0ecneuyeHust HENpPePbIBHOTO TOKYMEHTHPOBAHMS NeSITeJIbHOCTH;
COIJIACOBAHHO NPHCBAUBATHL HMEHA JOKYMEHTAM B Te4deHHe JIUTEJbHOrO
BpPEeMEHH; 0Ka3bIBaTh NIOMOIIb IPHU MOMCKE BCEX JIOKYMEHTOB, OTHOCSIIIUXCH K
onpeaejieHHONM (YHKUUM MM BUAY /A€J0BOM [AeSITEJbHOCTH; ONpeaeJATh
MOAXOASIIYI0 IS Pa3IM4YHbIX rpynm AOKYMEHTOB 3alIUTy
KOH(PUACHUMAIBLHOCTH, a TaKKe pa3srpaHM4YMBaTL JAOCTYN, MpaBa
MoJib30BaTesieil Ha JOCTYIl UJIM HA NMPOBeJAeHUe NeiCTBUU € ONpeaeJeHHbIMHA
rpynnaMu AOKYMEHTOB; pacnpefe/JiTh OTBETCTBEHHOCTH IO YINPaBJICHUIO
onpeJejeHHbLIMH TPyNNaMH JOKYMEHTOB; pacnpeaesitb JOKYMEHThI IO
OTAeJbHBIM MNpOLEIYPaM B PpaMKax [1eJ0BO 1eATeJbHOCTH; OIpeaesiTh
COOTBETCTBYIOIIHE CPOKM XPAHEHUSI M JefiCTBUA MO O0TOOPY JOKYMEHTOB HAa
XpaHeHHe WK YHH4YTOokeHue. HazoBure 3T0T MeToA (M mpouecc).

6. KakyuM HOPMATMBHBIM [IOKYMEHTOM B OPraHu3aldu Jd0JIKHO
perjiaMeHTHPOBATHLCS KOHBEPTHUPOBAHME W MHUTPAIlUSl JOKYMEHTOB W3 OJHOM
CHCTEMbI YIIPABJICHUS JOKYMEHTAMH B IPYry10?

a) 'OCTowm;

0) ycTaBOM OpraHu3alluy;

B) MHCTPYKIIMEH MO KOHBEPTUPOBAHUIO U MUTPAIIMH JOKYMEHTOB;

I) OPUKA30M O KOHBEPTUPOBAHMU M MUTPAMU JOKYMEHTOB W3 OJIHOU
CUCTEMBbI YIIPABJIEHUS IOKYMEHTaMU B JIPYTYIO.

7. CYA nonxkHbl ObITH CHPOCKTHPOBAHBI TaK, 4YTOObI [JOKYMEHTHI
COXpaHsJin 4 CBOMCTBAa HE3aBUCHMO OT JIIOObIX M3MEHEHHIl B CHCTEMe HAa
NPOTSZKEHNH BCEro NMepuojaa ux XpaHeHUs M ucnoJb3oBaHus. HazoBure 3T
cBoiicTBa. OTBET BIUIINTE CJIOBAMU
8. TOCT P HUCO 15489 ompenensier, 4T0 «ympaBJieHHE MPOLECCOM
A0CTYNa MpeAyCMaTPUBAaeT, 4YTO: Aa) [JIOKYMEHTBhI pachnpejejeHbl 0
KATEeropusiM B COOTBETCTBHM C UX CTATYCOM JI0CTYNA B ONpeeeHHOe BpeMsl;
b) 10OKYMeHTBI JOCTYNHBI TOJbKO JIMIAM, 00J1a1al0IIUM NMPAaBOM J0CTyNa K
HMM; C)3aCeKpeYeHHbIe JOKYMEHTbI JIM00 JOKYMEHTbl € OIrPAaHHMYE€HHBIM
AOCTYIIOM MOTYT OBbITh NMPOYTEHbI TOJbKO MPH HAJIUYUHM COOTBETCTBYIOLIErO
pa3pemienus». J[onoJHUTE 3TOT CMIUCOK ellle ABYMS NMOKAa3aTeJIsIMH.

9. B kakux ciaydasix J0CTyNn K JOKyMeHTaM WJM HH(OpMAIUUM 0 HHUX
cJielyeT OrPpAHNYUBATD?

a) Ecnu 1OKyMeHTHI coJiepKaT epcoHaIbHy0 HH(POpMAITUIO;
0) eciu IOKYMEHTBI COJIepKaT KOMMEPUECKYIO TalHYy;
B) €CJIM JOKYMEHTHI COJIEpKaT CIyXKeOHYI0 HH(POpMaIIHIO;
I') IOCTYIl OTPAHUYUBAIOT KO BCEM JJOKYMEHTAM OpraHU3al1u.
10. «KoHTpPOJIb MECTOHAXOXKJAEHUSI JOKYMEHTAa IpeaycMaTpuBaeT



(pukcanuio napaMeTpoB HeOOXOAMMBIX I OTCJAEKHBAHUS JIBUKEHHSA
AOKYMEHTA, K YHCJIY KOTOPBIX OTHOCHTCH WAEHTH(HUKATOP JTO0KYMEHTAa, €ro
3aroJI0OBOK, CBeJCHHH O COTPYJIHHUKEe MJIH TMOAPa3JejeHNH, 00JaJaromemM
JAOKYMEHTOM, M ...» Brnimiure cjioBaMu HeOCTAIOIIMI mapaMeTp.

11. Kakue 3Ttanbl JBUKEHUS] JOKYMEHTOB CjeAyeT OIrOBOPUTH INpH
COCTABJIEHMH TEXHUYECKOr0 3aJaHMsl Iepel INPOEKTHUPOBAHMEM CHCTEMBbI
ylpasBJieHUsl JOKYyMeHTamu ?

a) BblJaya, IMepedada JOKYMEHTa MEXIy COTpYAHUKAaMH;, BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACHOJOKEHUS WIH XPAHEHUS; CPOK XPAHEHUS; UIBSITUE
WX U3 CUCTEMBI YIIPABJICHUS JOKYMEHTAMU U LIEeTb U3bATHUS,

0) BblJaua, TMepegaya JOKyMEHTAa MEXIy COTPYJHUKAaMH;, BO3BpaT
JIOKyMEHTOB Ha MECTO WX PACIOJIOKEHUS WM XPAHEHUS;, U3bITHE UX U3 CUCTEMbI
YIPaBJICHHS TOKYMEHTAMU U ETh U3bATHS

B) BblJaya, Mepeaadya JOKyYMEHTa MEXAy COTPYJHUKAaMHU; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHUS WU XPAHCHUS; U3BITHE UX U3 CUCTEMBI
yIPaBJICHUS TOKYMCHTAMH,

r) BblJaua, Iepegaya JOKYMEHTa MEXIy COTpyJHHUKaMH; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIOJIOKECHUS WIM XPaHEHUS; U3BATUE UX U3 CUCTEMBbI
YOPaBJICHUS JTOKYMCHTAMHU; IIeJb W3BATHS, HWHHUIIMATOP H3BATHS, CCHUTKA Ha
HOPMATHUBHBIA JOKYMEHT.

12. Ilpu ¢u3uvYeckOM YHHUYTOKEHUH [JOKYMEHTOB pPeKOMEHIyeTcs
PYKOBO/JICTBOBATHCSI ONpeAe e HHBIMI MPUHIUNAMH. Y KAaKUTE HeJO0CTAIOIIMIA
npuHiun. OTBeT NUIIUTE CJI0BAMM.

- YHMYTOK€HHE T0JKHO ObITh CAHKIMOHUPOBAHHBIM U NMPOBOAUTHCS B
COOTBETCTBUM € TPeOOBAHUSIMH HOPMATUBHOI cpe/bl;

- JIOKYMEHTBbI, CBSI3aHHbIE ¢ TNPEACTOSINUMH WJIH TPOBOAUMbBIMHU
CyIeOHbIMH PpPa30MpPaTeJbCTBAMU U PACCICIOBAHUIMM, YHHYTOXATH He
cjaeayer;

- cJeayeT YHUYTOXKATH BCe KOMHUHU [IOKYMEHTOB, pa3pelieHHbIX K
YHHUUYTOKEHUI0, BKJII04Yasi IEPCOHAJIbHbIE, CTPAX0OBbIe U Pe3epPBHbIE KOIUM.

13. TOCT P UCO 15489 tpedyer, 4T00bI B OPraHu3alvu ObLIA YETKO
YCTAHOBJIEHbI MOJHOMOYHS 10 BBINOJHEHHIO OINpeJeJeHHbIX IPOLEecCoB
ylpaBJieHUsI TOKYMEHTAMU. Y KaKUTEe ITH MPOIECCHI.

a) KnaccuduKaiys ¥ UHIEKCUPOBAaHUE,

0) SKCIepTH3a [ICHHOCTH,

B) oTOOp W Tepenada JTOKYMEHTOB Ha TIOCIEAYIOIee XpaHCHHE WIIH
YHUYTOXEHUE;

') cocTtaBieHue U 0hopMIICHUE JOKYMEHTOB

14. Yro0b1 omnpeaeasit TPeOOBAHUS K MNPAKTHKe, 00C/JIeJ0BAHMIO,
NMpoBepKe W TECTUPOBAHHUIO TPOIECCOB YyIPaBJIEeHUS] JOKYMEHTAMHU,
HEe00X0AMMO...

a)  JOKYMEHTaJIbHO  3a(UKCUPOBaTh  HOPMBI  COOTBETCTBYIOILETO
3aKOHOJIATEIbCTBA, CTAHAAPTOB U MOJUTUKY OpTraHU3ALINH;

0) peryasipHO MPOXOAUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAJ30PHBIX



Ooprasax;
B) OTCJICKMBATh U3MEHEHUS B 3aKOHO/IaTEIILCTBE;
I') HA3HAYUTh OTBETCTBEHHBIX 3a MPOBEJACHUE ayAUTa 1 MOHUTOpUHTA Y /.

15.9T100b1 COXpaHATH KOPNOPATHBHYI0 LEJOCTHOCTH CPeAbl yIPaBJIeHHUSA
uHopManmen, OpraHu3anuu He00X0AUMO. ..

a) UIMETh TOJBKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OPraHU3aLUN;

0) peryasipHO MPOXOJAUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAJA30PHBIX
OpraHax;

B) 0co00€ BHHMaHHUE YJIEIATh BCeM HWH(MOPMAIMOHHBIM CHUCTEMaM U
npaBuiaM (CTpaTerusM, MOJUTUKAM ), TPUMEHSEMbIM BHYTPU OpraHu3allii,

') HA3HAYUTh OTBETCTBEHHBIX 3a MPOBEICHKUE ayuTa U MOHUTOpHUHTa Y 1.

16. KeM 10JI2KHBI YTBEP:KIAThCS BCe PelIeHUs 0 BKJIKYCHUH TOKYMEHTOB
B CY/l u ycTaHOBJICHHMH CPOKOB M MOPAJKA UX XpaHeHUs?

a) BBICILIMM PYKOBOJICTBOM;

0) orBeTcTBeHHBIM 32 CY/;

B) HAJ30pHBIM OPraHOM, ayJUTOPAMU;

') apXUBHBIM OPTaHOM.

17. C keM J0/LKHBI COIJIACOBBIBATLCH BC€ PEUICHUS O BKJIKYECHHUHU
JOKYMEHTOB B CHCTEeMY yIIPaBJIeHUS JOKYMEHTAMM H YCTAHOBJICHUHM CPOKOB U
NMOPAIKA UX XpaHeHus ?

a) BBICILIUM PYKOBOJICTBOM;

0) otBercTBeHHBIM 32 CY /I;

B) HAJ30PHBIM OPTaHOM, ayJAUTOPaAMU;

') ApXUBHBIM OPraHOM.

18. B cayuae oOHapy:KeHHMsI HENPHUIOAHOCTH MM Hed(PekTHUBHOCTH
HCIOJIb3YeMOI CMCTeMbl YIIPABJIEHUS JOKYMEHTAMH H MPOLECCOB YIPABJIECHUS
AOKYMEHTAMH HEO0XO0IUMO...

a) yanutoxutb CY/l;

0) monuduipoBath npouecco Y 1;

B) 3ameHuTh CY /I;

') IeperTH Ha OyMakKHBIN TOKYMEHTOOOOPOT.

19. IIporpammbl O00y4YeHUs] YNPABJEHHIO [TOKYMEHTAMH IOJIKHBI
O0XBATHIBATh...

a) poAM M OTBETCTBEHHOCTb BCEX COTPYIHHKOB U NPOYUX JIHIL,
OTBETCTBEHHBIX 3a CO3/IaHHE JOKYMEHTOB BO BpeMsl UX PaOOTHI U 3a BKIIOYCHHE
ATUX JTOKYMEHTOB B CUCTEMY YIPABJICHUS JOKYMEHTAMU;

0) poJii U OTBETCTBEHHOCTh BCEX PYKOBOISIINX PAOOTHUKOB;

B) POJIM U OTBETCTBEHHOCTH TOJIBKO BCEX IITATHBIX COTPYAHUKOB;

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

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

a) 'OCT P 1CO 30300-2015 ormenun I'OCT P UCO 15489-1-2007;
6) T'OCT P UCO 30300-2015 peranu3upyeT U yTOUYHSET MOJOKEHUS
I'OCT P UCO 15489-1-2007,



B) 'OCT P UCO 30300-2015 nukak He cBsizan ¢ ['OCT P MCO
15489-1-2007
r) 'OCT P UCO 30300-2015 mensier tepmunosioruto [[OCT P NCO
15489-1-2007
KounrpouabHas padora

o TMCIOMIIJIMHE «Memynaponnble CTaHIapPThI YIIPaBJCHUSA
AOKYMEHTAMM»

3apanue 1. CoctaBuTh 0030p MyOJIMKAIMN MO MEPUOIUICCKUM H3IAHUSIM

(razeraM, HayYHO-TIPAKTUICCKUM KypHaIaM, COOpHUKAaM HayIHBIX TPYIOB H Jp.) 32
nocneanue 10 7€t o poccutickom U MeHCOYHAPOOHOM onvime YNPasieHUs
OOKYMEeHMAamMu 8 OpeaHu3ayusx, ynpasisiemvlix o MeicOVHapoOOHbIM CIMAHOapmam
HUCO cepuu 9000 (paznvix sepcuii).

MeTtoauyeckue yKkazaHusi
AHanu3 npeAcTaBUTh B BUJE TeKCTa 00beMOM He MeHee 3-Xx crtaHul (0e3

y4eTa CTpaHUI] CChUIOK) C 00s3aTeNbHbIMU OHOIMOrpa)uyecKuMH CChUIKAMU Ha
ucrounuku. [lpudt - 14, Times New Roman, mexxctpounslii uaTepBai -1,5. Bee
IOJISA 110 2 CM.

Jlumepamypa u ucmoyHuxu

1. Ko3ssipes, B.A., Pa3Butue cucrem MeHeIKMEHTa KadecTBa /
B.A. Ko3bipes, A.H. JIucenkos C.B. ITankun. [Tox pea. Kossipera B.A. —M.:
OI'bOY «YMII XKIAT», 2014 , C.9-20. [DOnextpoHHbIi pecypc]. Pexum
noctyma:  http://e.lanbook.com/view/book/55404/ 3arn. ¢ oskpana.- ISBN-
978-5-89035-708-3

2. MenemxMeHT cerofus : [kypHai| / yupeautens: 3A0 "Uznar.
nom "I'pedbernnkoB" . — 2001- . — M. : I'pe6ennukoB, 2006-2010 . — Pexxum
nocryna : http://elibrary.ru . - Beixomut pa3 B 2 mecsna . — C.2011 roxa
JNOCTYTEH B 21eKTpoHHOM BHze . [ISBN oTcyTcTByeT .

3. Menemxment B Poccun u 3a pyOexoMm : BCe O TEOpUU U
IpaKTUKE YINpaBiieHus OW3HecOoM, (pUHAHCAMH, KaJpaMu... : [KypHai]| . —
1997- . — M. : ®unnpecc, 2013- . - Bexogut pa3 B 2 mecsna . - ISBN
OTCYTCTBYET.

4, Iroctr P HMCO 30300-2015 Cucrema cTaHgapToB IO
uHdopmaruu, OMONMMOTEeYHOMY W H3AaTtelbckomy naeny. Madpopmanus u
nokymeHtanusi.  Cucrembl  ympaBieHuss — JokyMmMeHTamu.  OCHOBHBIE
noJsioxkenus u cioBapb (yTB. [Ipukazom Pocrexperynuposanus ot 09.12.2015
No 2123-ct) [Dnextponnbiit pecypc] / ®I'YII Cranmaptundopm. — Pexum
nocryma: http://protect.gost.ru/document.aspx?control=7&id=202553 .

3aganme 2. CocTaBUTh MOJEIb OLECHKH HAIMYUS B JOKYMEHTAX

o0s3aTenbHbIX CBOUCTB, Tpedyembix 'OCT P MCO 15489-1-2007.

MeTtoanyeckue yKazaHus
JlaHHbIC CIIEAYET 3aHECTH B TAOIHILY.
dopma Tabmuisl 1
Mopenb OIIeHKH HATM4Ius B TOKyMEHTaX 00s13aTeIbHBIX CBOMCTB, TPEOYyEeMbIX


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

I'OCT P MCO 15489-1-2007

Ilonoxenue crangapra CBoiicTBa JOKYMEHTOB ITokaszarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TPEOOBAHUSM
No u HazBanue) CTaHJlapTa
1 2 3
AyTEHTUYHOCTb
JlocToBEepHOCTH
IlemocTHOCTD
IIpuromgnocts i
WCIIOJIb30BAHUS

B nepBriif cTOI0€1] BHOCUTCS 1IMTATa U3 TEKCTa YKAa3aHHOTO CTaHJapTa, Ie
oroBapuBaeTcsi Ha3BaHHOE B cToyibre Ne 2 cBoilcTBO AokyMeHTa. Llutata momkHa
CONPOBOKJIATHCSI TOUHOU CCHIIKOM.

Bropoii cronben Tabiuibl HE 3aM0MHIETCS U HE TIONOJIHAETCS.

B Tperuii cronbeny BHOCATCS MoOKazarenu (PEKBU3UTHL, METaJaHHbIC,
JOKYMEHThl W/WIM 3aluced O NPOU3BEIEHHBIX JCHCTBUSX, MEPEUUCICHUE
OCHOBHBIX pPE€3yJbTATOB), IO KOTOPHIM MOXKHO CYAMTb, YTO JJOKYMEHTHI 00J1a1al0T
TpeOyeMbIMU B CTaHIapTE CBOMCTBAMU.

B kauecTBe BcoMoraTenbHOrO Marepuana Jjis 3anojHeHus crosudna Ne 3
CJIEIyET UCIOJIb30BaTh CIEAYIOIINE HCTOYHUKH U JINTEPATYPYy.

Jlumepamypa u ucmounuxu

1. I'OCT P HCO 15489-1-2007. HaumonanbHblii cTanmapt Poccuiickoit
®enepauuu. Cucrema CTaHAApTOB MO HHPOpMaALUU, OUOIMOTEUHOMY H
U31aTeNIbCKOMY JieTy. YpaBienue fokymentamu. Oomue TpedoBanus (yTB.
[Tpuxazom PocrexperynupoBanus ot 12.03.2007 N 28-ct) [DneKTpOHHBIHI
pecypcl]. Pexum JIOCTyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548

2. I'OCT P UCO 22310-2009. Uudopmarust u gokymeHTaius. PykoBoacTBo
U1 pa3pabOTUMKOB CTaHAApPTOB, YCTAHABJIMBAIOIIMX TpeOOBaHUS K
ynpaBienuto  gokymentamu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmapturdopm, 2010.

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

3. I'OCT P UCO 23081-1-2006. Undopmarus u moxymentarusi. [Iporecco
yIpaBIECHUS JOKyMEHTaMH. MeTagaHHble Uil AOKyMeHTOB. Yactp 1.
[Mpunmuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

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

4. I'OCT P HCO 30300-2015 Cucrema cranmapToB 1Mo uH(pOpMAaIUH,
OuOIMOTEUHOMY U HW3JaTeNbckoMy neny. MHpopmanus U TOKyMEHTalus.
Cucrembl ynpaBieHus: JokymMeHTamMu. OCHOBHBIE TOJIOKEHHS U CIOBaphb
(ytB. Ilpuxazom PocrexperynupoBanus ot 09.12.2015 Ne 2123-cr)
[OnexTponHbIii pecypc] // ®I'VII Crangaptundopm. — Pexxum nocryna:



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

Jlappun, M.B. VYmnpaBneHue HOKyMEHTaMH HAa OCHOBE MEKIYHApPOJHOIO
crangapta MUCO 15489-2001: metoa. mocodue / M.B. Jlapun, O.U. PrickoB;
BHUMIA. M., 2005, C.5-20.

Bonpocsl k 3a4eTy no qucuuiinHe «MesayHapoaHble CTAHIAPTHI YIIPaBJIeHUA
AOKYMEHTaMW»

Hctopusi BO3HUKHOBEHHMS MEXKIYHApOJHBIX CTaHJApPTOB B O0JIACTH MEHEKMEHTa
KauyecTBa.
[ToHATHIT «TOKYMEHT» U «3aIHChy.
NPUHIUNBL  UISHTU()UKAUN HOPMATHBHOM CpeJibl yIIpaBICHUS TOKyMEHTaMu?
Pa3paboTka moiuTuky B 00JaCTH yIpaBieHUs! JOKYMEHTaMU?
[TpeamnockUIK MOSBICHUS MEXTYHAPOIHBIX CTAHAAPTOB B 00JACTH MEHEKMEHTA.
CMK kak cuctema ynpaBiieHUs] TOPU30HTAIbHBIMU IPOLECCAMHU
[Tonsitue crangapra B uareprperanuu UCO.
OcHoBHbIe NpUHLUIIEI pazpaboTku ctannaptoB UCO.
[Ipouenypa pa3paboTku MexayHapoaHbix cTanaapToB UCO.
[IpeumyIiecTBa UCHONB30BaHUSA MEXIyHapoaHbIX cTannaproB HMCO B obnactu
yIpaBJICHUS TOKyMEHTaMH U HH()OPMAITMOHHOTO MEHEPKMEHTA, MEHEKMEHTa PUCKOB?
[TonsiTre o cucreMax MEHE)KMEHTa KauecTBa.
[TpuHIMIBL OPMHUPOBAHUS CUCTEMBI MEHEPKMEHTA Ka4eCTBa.
Tpebosanus crangaproB MCO cepun 9000 k paboTe ¢ TOKyMEHTaMHU .
[Tpeumy1iecTBa BBEIEHUSI CUCTEMbI MEHEIKMEHTA KaueCTBa.
JlokyMeHTaIusi CUCTEMbl MEHEIKMEHTa KauecTBa
[{enb MONUTUKY yOPaBIEHUS JOKYMEHTaMU?
OTBeTCTBEHHOCTh 3a yMNpaBICHHUS JOKYMEHTAMU: 32 UX MPOEKTUPOBAaHWE, BHEAPEHUE U
COXPAaHHOCTb CUCTEM  YIpaBJICHHUS JIOKYMEHTaMM M HMX  OKCIUIyaTalluOHHbIE
XapaKTepUCTHUKH, 32 00yUeHHE MOJIb30BaTeNel yIpaBIeHUIO JOKYMEHTaMH U IPUMEHEHHE
CUCTEM YIPAaBJICHUS JOKYMEHTaMH B MHIMBUYaJIbHON MPAKTUUECKON JAESITEIbHOCTH.
OTBETCTBEHHOCTh PYKOBO/ICTBA OpPraHU3alMy B 00JIACTH YIPABJICHUS JOKYMEHTaMH.
@YHKIMHU U OTBETCTBEHHOCTh aIMUHUCTPATOPOB CUCTEMBI YIIpaBJICHUA?
CBoiicTBa TOKYMEHTOB, o0ecreurBaeMble paboTHUKaMu opranu3aunu. CyTh Kaka0ro u3
CBOMCTB.
AYTEHTHYHOCTB U CIIOCOOBI €€ 0OecIeueHusl.
JloCTOBEpHOCTH U CIIOCOOBI €€ 00eCTICUeHMS.
LlenocTHOCTB M cIIOCOOBI €€ 0OecTIeYeH U .
[TpuronHOCTH J171s1 UCTIONB30BAHMS U CIIOCOOBI €€ 0OecTieueHUsl.
Tpebosanuss 'OCT P MCO 15489-1-2007 x cucremaMm YIpaBieHHs JOKYMEHTaMH.
PackppITh Kaxx10€e TpeOOBaHUE.
ITpoexkTrpoBaHNe U BHEAPEHUE CUCTEMBI YIIPABJIECHUS JOKYMEHTAMHU.
CxoncTBO M OTJIMYMS B IpHUEMax OIpe/eseHUs] CPOKOB XpaHEHHs! JTOKYMEHTOB IIO
cranaapty UCO P 15489-1-2007 u oTedecTBEHHBIM HOPMATHBHBIM ~aKTaM.
[Tporpamma pa3paboTKH CUCTEMBI YIIPABIEHUS JOKYMEHTaMH.
MOHUTOPHHT U ayTUT CUCTEMBbI YIIPABJICHUS JOKYMEHTaMH.
Ocnosuble TpeboBanuss ['OCT P MUCO 15489 no oOyueHuto cucreme ympaBiIeHUS
JIOKYMEHTaMH.
MextyHapoHbIe CTaHIapThl B 00JIACTH apXUBHOTO JeNa
JearenbHOCTh MeXIyHapOJHOTO COBETa apXMBOB MO pa3paboTke OOIIeH MOTUTHKH
yIpaBieHUs JOKyMEHTalel U apXuBaMu

UroroBslii Tect mo kypcy /
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Bormpoc 1

TekcT Bompoca

K xapakrepucruxkam cucrem ynpapienusi aokymenramu I'OCT P HCO 15489
OTHOCHT:

Bri6epute ot OTBET:

d. IOCTOBEPHOCTbH, ayTECHTUYHOCTh, IPUTOAHOCTD JJISI MCIIOJb30BaHU, LICJTOCTHOCTh
b. HaaACKHOCTb, CUCTEMHOCTBH, COOTBETCTBHC, JICTUTHUMHOCTbD, HCIIOCTHOCTD
C. CHCTCMHOCTb, KOMIIJICKCHOCTb, ayTCHTUYHOCTD, IIPUTOJHOCTD JUUISI MCIIOJIb30BAaHU

d. HaZIEKHOCTh, IEIIOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHE
Bormpoc 2
Tekct Bompoca
Kakomy Texunueckomy komurery MCO ObL1a mopy4yena paspadorka ISO 15489?
Bri6epure ouH OTBET:

~
a. TK 37 «Tepmunosnorust (IpuHIMIBI 1 KOOPAUHALINSA)»
~
b. TK 176 «YnpaBieHne Ka4eCTBOM»
~
c. TK 46 «ndopmarus 1 TOKyMEHTALIH»
~

d. TK 171 «Bocmpou3BeneHue TOKyMEHTOBY
Bormpoc 3
TekcT Bompoca
IIpuMeHeHMe MeKIYHAPOAHBIX CTAHIAPTOB B OTe4eCTBEHHOM /IeJIONIPOU3BO/ICTBE
HAYaJI0Ch ...
Bribepure ouH OTBET:

a. B KOHIIE XX B.
b. B Hauane XXI B.
C. B Hayasie XX B.

d. B konme XIX B.
Bomnpoc 4
TekcT Bompoca
Kaxkoii M3 nepe4yuc/jeHHBbIX HHUKe MEKIYHAPOIHBIX CTAHAAPTOB NpeAHA3HAYeH ISl
CO3/IaHMS B OPTaHM3ALUAX CHCTEM yIPaBJIeHHUSA JOKYMEHTAMH Ha CTPaTern4yeckoM YPOBHe,
TO eCTh HA YPOBHE OTBETCTBEHHOCTH M B 30He IPMHSATHS PellieHHil pyKoBoAcTBa?
Bri6epuTe oiuH OTBET:

© a MCO 15489:2001 «MHpopmanus 1 ToKyMeHTalus. YpaBiIeHHe JOKYMEHTaMu

a b. UICO 23081:2004 (pen. 2006 r.) «Mubopmanus u aokymeHTtaius. [Ipoieccs

YHpaBJICHUA TOKYMCHTAMM. MeTa)IaHHI)Ie JJIs1 JOKYMCHTOB»

© ¢ UCO/ITO 26122:2008 (pea. 2009 u 2010 rr.) «Mudopmanust u AOKyMEHTALMSL.
Ananu3 paboyux MpoIeccoB, IPUMEHSIEMbIX B OTHOIICHUH JOKYMEHTOBY

a d. UICO 30300:2011 «Mudopmanus u mokymeHrtanus. CHCTEMBI YHpaBICHHS

nokyMeHTaMu. OCHOBHBIE NTOJIOXKEHUSI U CII0BAPbY
Bompoc 5
Tekct Bompoca
Yem nzmepsiercs 3pPeKTUHBHOCTH NPUMEHEHHUsI Me:KIYHAPOAHOI0 cTaHaapTa?
Bribepurte oquH OTBET:

a. OTC}/TCTBI/ICM HapCKaHI/Iﬁ CO CTOPOHBI HAA3O0PHBIX OPTaHOB

b. [Tomy4yeHne KOHKYPEHTHBIX MPEUMYIIECTB, MPUOBUIM 3a CUET COBEPIICHCTBOBAHUS



CUCTEMBI OPTaHU3AINH JIEIIOBOM e TEIbHOCTH
C. [TonmHo#t yHH(UKaLIHEH MPOIECCOB OPraHU3aAINH

d. CozmanuemM HEOOXOMMOTO TTaKeTa JOKYMEHTOB
Bormpoc 6
TekcT Bompoca
YT00bI COXPAHATH KOPIOPATHUBHYIO I[EJIOCTHOCTH Cpe/bl yIpaBjeHus uHgopmanuei,
OpPraHu3anuM HeoOX0AUMO. ..
Bri6epute ouH OTBET:

a. pEryJIsIpHO MPOXOAUTH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX M HAJ30PHBIX OpraHax

b. ocoboe BHHMaHWE yAeNATH BCeM HH(POPMALMOHHBIM CHCTEMaM U MpaBHIAM
(cTpaTerusiM, NOJIUTHKAM), IPUMEHSIEMbIM BHYTPU OpraHU3alUU

C. Ha3HAYMTh OTBCTCTBCHHBIX 3a IIPOBCACHUC ayJTa U MOHUTOPUHIA yI[

d. IMeTh TOJIBKO OJIHY aBTOMATU3UPOBAHHYIO CUCTEMY B OpraHH3aInN
Bompoc 7
TexkcT Bompoca
Kakas npoodJiema/pbl BO3HUKJIA/H c BHeJIpeHneM CTaHIapTAa HnCco
15489:2001? «Andopmauus u JoKyMeHTalUs1. YIpaBJieHUe JoKyMeHTamn» B Poccun?
Bri6epure ouH OTBET:

a. [Ipobnema HarOHANBHOW cIeU(UKH B TIPAKTUKE PaOOTHI C TOKYMEHTAMHU
b. [TpobaeMa orpaHU4YEeHHOCTH IPUMEHEHHUS CTaHIapTa

C. Hpo6neMa TCPMHUHOJIOTHYCCKOT'O HCCOOTBCTCTBUA

- o . o o
d. Hpo6neMa HCCOBMCCTHUMOCTH C POCCUHMCKOH 3aKOHOJAAaTCIbHON 6a3oit

Bormpoc 8

Tekct Bompoca

B noucke orBera Ha BONpOC, B YeM NPUYMHA IJIOXOT0 KayecTBa TOBAPOB M YCJYT,
skenepTsl MCO npuiiu K BBIBOAY, YTO OHA 3aKJII0YaeTCs BCeraa ...

Bri6epuTe ouH OTBET:

a. B INIOXOM OopraHru3alv MCHCP’KMCHTA
b. B HM3KOM KauecTBe ChIPpbA
C. B HM3KOM HpO(I)eCCHOHaHLHOﬁ MMOATOTOBKE IIEpCOHAJIa

d. B HemocTaTke (PMHAHCHPOBAHHUSI
Bomnpoc 9
TekcT Bompoca
KeM 0/KHBI yTBEp:KIAThCSl BCe pellieHUs] 0 BKJIKYeHHU ToKymMeHToB B CY]l u
YCTAHOBJIEHHH CPOKOB M MOPSIIKA X XpaHeHusi?
BeiOepuTe 0I1H WM HECKOJIBKO OTBETOB:

-
a. ApXUBHBIM OPraHOM
a b. BBICIIMM PyKOBOJICTBOM
-
C. HAI30PHBIM OPraHOM, aAyJUTOPAMHU
-

d. orBercTBenHbIM 32 CY /]

Bomnpoc 10

TekcT Bompoca

IlepeBoa KakMX TEPMHHOB BbI3BAJ HAWOOJbIIHE TPYIHOCTH Y TeEePeBOTYHKOB
BHUUJIAA?

BriOepute 0JiMH UK HECKOJIBKO OTBETOB:



d. METaJaHHbIC

-
I b. 3ammce
-

C. JOKyMEHT
-

d. apxuB
Bompoc 11
TekcT Bompoca
K xakoii cepum crangaproB BocxoauT cranaapr MCO 15489-2001 «Ymnpasiienue
AOKYMEHTaMu»?
Br16epute ouH OTBET:

& Cepun ISO 14000
“ b, Cepuu 30300

¢. Cepuu ISO 9000
-

d. Cepuu ISO 10000

Bormpoc 12

TekcT Bompoca

C KeM J0JIKHBI COTJIACOBBIBATHCS BCE PELIEHUs 0 BKJINYEHUHN JOKYMEHTOB B CHCTEMY

YHnpaBJI€HUA NOKYMCHTAMHU H YCTAHOBJICHUU CPOKOB M NMOPAIKA UX xpaﬂemm?
BLI6epI/ITC OAHMH HNJIN HCCKOJIBKO OTBCTOB!:

a. orBeTcTBeHHBIM 32 CVY /|
b. HaI30PHBIM OpPraHOM, ayAUTOPAMH
C. apXMBHBIM OPTaHOM

d. BBICIINM PYKOBOJICTBOM
Bomnpoc 13
TekcT Bompoca
KioueBoe nmonsitne «ymnpapjieHHe JOKYMEHTAMH» B Pa3HbIX CTPaHAX, B TOM YHCJIe
Poccun, BbI3BAJ10 TEPMHHOJOTHYECKYI0 JUCKYyccHI0. C KaKMMH M3 NepevrcIeHHbIX HUXKe
TOHATHH €ro CTPEeMHUJIMCh OTOXKACCTBJIATD?
Bri6epuTe ouH OTBET:

d. YIpaBJICHHUC apXUBaMH
b. ynpaBneHue 10KyMeHTOOO0POTOM
C. ynpaBieHue HHpopMaIei

d. co Bcemu nepeunCICHHBIMU
Bomnpoc 14

TekcT Bompoca
YkaxutTe nNpaBHJIbHOE NPOAOJIAKEHHE BbICKa3biBaHMsA: «CHcTeMa MeHeIKMEHTA

Ka4ecTBa — 3TO...»
Bribepute ouH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JCHCTBHIA, HAIIPABIEHHBIX HA TOCTHKEHUE MOCTABICHHBIX
3amay (meneu, moamesnei)

. o
b. Cucrema MCHC/DKMCHTA JJII PYKOBOACTBA MW YIIPABJIICHHA OpPraHU3anucu

MMPUMCHHUTCIILHO K KaUCCTBY

c. O0mue HaMepeHUs U HaITPaBJICHUS IeATeIbHOCTH OPTaHU3aIlMY B 00JIACTH KauecTBa,
ouIaTbHO cPOPMYITUPOBAHHBIEC BBHICIIUM PYKOBOJCTBOM

d. Cucremarnueckas HIACHTU(DHUKALUS U YIIOPSI0UCHHUE IETIOBOM IS TEIBHOCTH U (HJIH)



JIOKYMEHTOB MO KaTe€ropusM B COOTBETCTBUU C JIOTUYECKH CTPYKTYPUPOBAHHBIMU YCIIOBUSMH,
METOJIaMH | MPOIIECTyPHBIMH MTPABUIIAMHU, TIPEICTABICHHBIMH B KJIACCU(DUKAIIMOHHOW CUCTEME.

Bormpoc 15

Tekct Bompoca

Yro0bl ompenesite TpPeOOBAHUS K INPaKTHKe, 00C/IeI0BAHMIO, IPOBepPKe U
TeCTUPOBAHUIO MPOLECCOB YIPABJIEHUS JOKYMEHTAMHU, HE00X0AUMO...

Bri6epute oauH OTBET:

a. peryJsipHO MPOXOAUTH IPOBEPKY BO BHEUIHUX ayIUTOPCKUX M HA30PHBIX OpraHax

b. JAOKYMCHTAJIbHO Sa(bl/IKCI/IpOBaTB HOPMBI COOTBETCTBYIOLICIO 3aKOHOOATCIILCTBA,
CTaHAapTOB U MOJMUTHUKY OpraHU3allun

C. OTCJICKHBATh N3MCHCHUS B 3aKOHOJATCIIbCTBE

d. Ha3HAYNTH OTBETCTBEHHBIX 3a MPOBEICHHE Ay AUTa U MOHUTOpPHUHTA Y []
Bomnpoc 16
TexkcT Bompoca
B cayyae oOHapy:keHMSl HENPHUIOJHOCTH MJIH HeIPPEKTHBHOCTH HCHOJb3yeMOi
CHCTeMbl YyNpaBJeHHs [JOKYMEHTAMH M I[POLECCOB YNpaBJeHHS JOKYMEHTAMH
He00X0aUMO...
Bri6epute ouH OTBET:

a. mepeiTi Ha OyMa)kHBIH TOKYMEHTO00OpOT
b. yauuroxuts CY /]
C. 3ameHuTh CY ][

d. moxudunmpoBars npouecchl Y|
Bompoc 17
Tekct Bompoca
TpedoBaHus K cMCTeMe MEHEAKMEHTA Ka4eCTBa ONMCAHBI B...
Bri6epute of1H OTBET:

a. Cepuu ISO 9000
b. Cepun 30300
c. Cepun ISO 14000

d. Cepuu ISO 10000
Bomnpoc 18
TekcT Bompoca
IIporpamMmbl 00y4eHusi yIPABJICHHIO JOKYMEHTAMH 10JKHbI OXBATBIBATh...
Bri6epuTe ouH OTBET:

a. pOJIU ¥ OTBETCTBEHHOCTH TOJILKO BPEMEHHBIX Pa0OTHUKOB U JIHI, pabOTAIOMIMX Ha
0OIIIECTBEHHBIX HAYAJIAX

b. posu ¥ OTBETCTBEHHOCTh BCEX COTPYIHHMKOB W MPOYHMX JIMIl, OTBETCTBCHHBIX 3a
CO3/1aHHE JIOKYMEHTOB BO BpeMsl UX paboThl M 3a BKJIIOUYEHHE J3THUX JIOKYMEHTOB B CHCTEMY
yIpaBJI€HUS JOKYMEHTAMH

C. POJIN U OTBETCTBEHHOCTD TOJIBKO BCEX MITATHBIX COTPYAHHNKOB

d. posii ¥ OTBETCTBEHHOCTh BCEX PYKOBOJSIIMX PAaOOTHUKOB
Bomnpoc 19
Tekct Bompoca
Koraa B Poccun nosiBuiiuch nepBbie cranaaptbl no CMK?
Bribepure ouH OTBET:



© a.B2000r.
© b.B1997r.
© . B1947r.
© d.B1987r.
Bomnpoc 20

TekcT Bompoca
Kak cootnocsarcs 'OCT P UCO 15489-1-2007 u T'OCT P UCO 30300-2015?

BriGepuTe ouH OTBET:

a a. 'OCT P NCO 30300-2015 neranuszupyeT u yrounser nosioxenus ['OCT P MCO
15489-1-2007

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

d. TOCT P MCO 30300-2015 nukak He cszan ¢ [OCT P UCO 15489-1-2007

Bormpoc 21

TekcT Bompoca

Kaxoe MecTo oTBOAMTCS YIPaBJIeHUIO J0OKyMeHTamu B ctangaprax UCO 9000?
Bri6epute ouH OTBET:

~

a. YrpaBlleHHE JOKYMEHTaMH pacCMaTpUBACTCA KaK BCIOMOTAaTENIbHBIA IIpoLEce,
00CYKUBAIOIINUN MEHEPKMEHT

b. praBHeHI/IC AOKYMCHTaMU SABJISICTCS caMOM Ba)KHOM YacThIO MCHCI?KMCHTA
C. YHpaBHeHI/IC JOKYMCHTaMU ABJIACTCA COCTaBHOM YaCThIO MCHCIPKMCHTA

d. Yopasienue J0KyMEHTaMH HE pacCMaTPUBACTCS U HE OMHCHIBACTCS
Bomnpoc 22
TekcT Bompoca
B 4em 3aki04aercs yHuBepcaabHOCTh cTaHAapToB ISO cepun 9000?
Bri6epuTe ouH OTBET:

a. YHUBEPCAIBHOCTh CTaHAAPTOB OOECIEYMBAETCA TEM, YTO B TpeOOBaHMIX OBLIH
YUTEHbI MHEHHUSI PA3HBIX KCIEPTOB

b. Onu npeyTararoT oHy OOIIYI0 YHUBEPCAIBHYIO MOJIEIh MEHEKMEHTA

C. Onu MPUMCHUMBI JId JIIO0OH opraHu3alvii BHE 3aBHCHMOCTHU OT YHCIICHHOCTHU
nepcoHala, CI)OpMLI CO6CTB€HHOCTI/I, 3aHUMACMBbIX PBIHKOB, XapaKTCpa BLIHYCKaCMOﬁ mpoayKIuu
HJIM OKa3bIBACMBIX YCIIyT

d. YHUBepCaIbHOCTh MPOSBISAETCS B TOM, YTO JAHHOW CepHH 00OOLICHBI TPEeOOBaHUS
JIPYTUX CEpHUN CTaHJIapTOB
Bomnpoc 23
TekcT Bompoca
Oco0enHoe oTHOMIEHHE K JoOKyMeHTauuu cranaapros 9000:2000 onpenesasiercs Tem,

4TO0...
Bribepute ouH OTBET:

a. YrpaBieHue [OKyMEHTaMH pacCMaTpUBAeTCs KaK BCIIOMOTATEeNbHBINA Mpolecc,
00CITy>)KHBAIOIINIA MEHEDKMEHT

b. Ynpasnenue 10KyMEHTaMH SIBIIAETCS CaMON BaKHOM 4acThIO MEHEKMEHTA

€. Ha kaxjaoM mnpeanpusTuu, B KaKIOH OpraHU3alMyd JO0JDKHA OBITh HE TOJIBKO
pa3paboTaHa, BHEJpeHa 1 JICHCTBOBATh CUCTEMa MEHEKMEHTA Ka4eCTBa, HO 3aI0KyMEHTHPOBaHA



. .
d. praBHCHI/Ie AOKYMCHTaMU SABJISICTCS COCTABHOU YaCTbIO MCHCI’KMCHTA

Bormpoc 24

Tekct Bompoca

PacnpenesienHoe ynpaBJieHUe JOKYMEHTAMH — 3TO...
Bri6epute ouH OTBET:

a.CY]l, rzme OTBETCTBEHHOCTb 3a JOKYMEHTBl paclpeielieHa MEX]Iy BCEMHU
pabOTHUKAaMU OpraHu3aluu

b. npaBuibHO cipoektupoBanHas CY /], coorBercTBytomas merogonorun MCO

C. KOHTpoJupyemass M JOKyMeHTaidbHO odopmiennas CY]l, koropas crocoOHa
HO/JICP)KUBATh AIbTEPHATUBHBIC BAPHAHTHI Pa3MELICHHS JOKYMEHTOB

~
d. CY/I, ucronb3yrolas ayTCOPCHHT

Bomnpoc 25

TexkcT Bompoca

IHoyemy pyHKIMHU ceKpeTapuaT 00eceYHBaJ ABCTPAJIMHCKHI HAIIMOHAJBLHBIN OpraH
cTaHjgapTusanum’?

Bri6epure ouH OTBET:

a. ABcTpayius BeICTyNujIa ¢ UHUIIMATUBOM co3fanus ISO 15489

b. ABCTpaJ'II/IH paHbIIC APYTHUX BHEApPHUIIA HaHHOHaHBHLIﬁ CTaHOapT II0 YIPaBJICHUIO
JOKYMCHTaMHU U €10 IIPU3HAJIA JTYy4YlIUM B MG)KIIYHapOI[HOfI IMPAKTUKE

C. ABcTpanus Bcer/a BhIMONHACT AaHHYyI0 ¢yHKIuio B TK

~
d. B ABcTpasiuu Jaydiiue ceKpeTapu

Bomnpoc 26

Tekct Bompoca

Korna oObu1a co3gana MexkayHapoaHasih OpPraHu3amusi 10 CTAHAAPTH3ALMU
(International Organization for Standardizations)?

Bri6epuTe ouH OTBET:

© aB1947r.
© b.B2007r.
© C.B1986T.
© d.B2001T.
Bomnpoc 27

Tekct Bompoca
«Puck-opreHTHPOBAaHHOE MBIILJIEHHE)» MOSIBUJIOCH B CTAHAAPTAX BEPCUH...
Bribepute oauH OTBET:

© A 2015
b. 2000 .
c. 1987 1.

d. 1994 r.
Bompoc 28
Tekcr Bompoca
Kakoii TexHHYeCKHIl KOMUTET SIBJsSIETCS TJIABHBIM IO pa3padoTke CTAHAAPTOB IO
YIPaBJICHHUIO NOKYMeHTAMH ?
Bri6epute ouH OTBET:
~

~
~

~

a. TK 176 «YnpaBieHue Ka4eCTBOM



~
b. TK 6 «bymara, kKapTOH U IIEJUTIOI03a»

~
c. TK 68 «bankoBckoe /€710, IICHHbIE OyMaru u Jpyrue (PMHAHCOBBIE YCITyTH

a d. TK 46 «MudopmMarus u J0KyMEHTAIHSD

Bonpoc 29

TekcT Bompoca

Joxymentanuss CMK Bkiouaer cjieayommii nakeT JOKYMEHTOB:
BriOepure oquH oTBET:

a. llenn m mosMTHKa OpraHu3alny, PyKOBOACTBO II0 KAYECTBY, JOKYMEHTHPOBAHHBIE
IPOLEAYPHl, JOJDKHOCTHBIE MHCTPYKIMM M IOJIOKEHHS O CTPYKTYPHBIX IOAPAa3IEICHUSIX,
CTaHJApThl OPraHU3aLUK U pabouyre UHCTPYKLIUU

b. lokyMeHTHPOBaHHbIC MPOLEAYPbI, TODKHOCTHBIE HWHCTPYKIMA U MOJOXKEHHS O
CTPYKTYPHBIX MTOJIpa3AelICHUsX, CTAHAAPTHI OPTraHU3aIUN U Pabovre HHCTPYKIIUN

C. PykoBOACTBO 10 KayecTBy, JOKYMEHTHUPOBAHHBIE MPOLEAYPBI, CTaHAAPTHI
OpraHu3anuu U paboune HHCTPYKLUUU

~
d. Muccust opranu3saium, 1eii ¥ NOJIUTHKA OPTaHU3aluK, PyKOBOJCTBO 1O KayeCTRY,

JIOKYMEHTHUPOBAHHbIE TPOLEAYPHI, JOJKHOCTHBIE MHCTPYKIMU U TMOJOXKEHHUSI O CTPYKTYPHBIX
Mo/pa3AeNIeHUsIX, CTAaHAAPThI OPraHU3aluU U paboyne UHCTPYKIIUU

Bormpoc 30

TekcT Bompoca

Bo10op HocuTe st MH(OPMAIIUY 3aBUCHUT OT:

BriOepute 0/1IMH MM HECKOIBKO OTBETOB:

a. MaTepHalIbHbIX BO3MOKHOCTEH OpraHu3alnuu
b. 06bemMa T0KyMEHTO0O0pOTa OpraHU3aInuH
C. IPOTHO3UPYEMBIX THIIOB UpE3BbIYaHBIX CUTyallUl

d. cpOKOB XpaHEHUs TOKYMEHTOB
Bomnpoc 31
TekcT Bompoca
Kakue/as 4yacrb/m ISO 15489 Oblium mepeBeseHbl M NPHHATHI B KadecTBe
HAIMOHAJBLHOI'0 POCCUIICKOro cTanaapra?
Bribepure ouH OTBET:

a. Tonbko 2-ag u 3-9 yactu
b. Bce wactu
c. Tonpko 2-as yacThb

d. Tombko 1-ast 4acTh
Bomnpoc 32
TekcT Bompoca
Yto CcnmocoOCTBOBAJIO AKTHBHM3ALMH  MEXKAYHAPOAHON  CTaHJAPTH3aUMH H
cepTUUKANMHU B 00/1aCTH YIIPABJICHUS JOKYMEHTAMHU?
Bribepute 01MH UM HECKOJIBKO OTBETOB:

-
a. CrannapTu3anus MEHEeDKMEHTa

-
b. YBenuuenue KoaruecTBa SKCIEPTOB, YUACTBYIOIIUX B pa3pab0TKe CTaHIapTOB
C. BHenpeHnue 31eKTpOHHOTO TOKYMEHTO000pOTa

-

d. I3MeHeHus: B 3aKOHOAATEIIbCTBE
Bompoc 33



TekcT Bompoca

KakuM HOPMATHBHBIM JOKYMEHTOM B OPraHU3alMH T0JKHO PerjaMeHTHPOBATHCS
KOHBEPTHPOBAHUE U MUT'PALIMS JOKYMEHTOB U3 O/IHOI CHCTeMbI YIIPABJIEHUS JOKYMEHTAMH
B Ipyryr?

Bri6epute ot OTBET:

d. YCTaBOM OpraHHu3aluHu

b. IIPUKa30OM O KOHBCPTUPOBAHHHN KW MHUI'PALIUK JOKYMCHTOB U3 OI[HOﬁ CHCTCMbI
yYHOpaBJICHUA NOKYMCHTAMH B JIPYTYIO

© . TOCTom

d. uHCTpyKIIKEH 110 KOHBEPTUPOBAHHIO M MUTPAILIUU JJOKYMEHTOB
Bormpoc 34
TekcT Bompoca
Ilouemy, mno mHeHuro B.®D. SAunkoBoii, HNCO 15489 'craBur kpect" Ha
eJIONPON3BO/ICTBE B CTAPOM MOHUMAHHHU?
BriOepute 0/1IMH WU HECKOIBKO OTBETOB:

a. Cragmapt TpeOyeT IOJHOH 3aMEHBl BCEH HAYYHO-TCPMUHOJIOTHYECKON 0a3bl
JIeITOTIPOU3BO/ICTBA

b. Cranmapt He mnpeamosaraeT BO3MOXHOCTH IMPHUMEHATh HAIIMOHAJIBHBIA OITBIT
YIIPaBJICHUS JOKYMEHTaMU

. Crannapt 0603HauMII HEOOXOUMOCTh IIepecMOoTpa craryca ciayk0s1 JIOY u ee ponu
B JICATEILHOCTH OPTaHU3allUU B 1IEJIOM

d. Cranmapt kacaeTrcst BceX JJOKYMEHTOB OpraHU3allnH (2 He TOJIBKO YIIPABICHUCCKUX),
OTPaKAIOIIKX BCE JEIIOBBIE IIPOLIECCHI
Bomnpoc 35
TekcT Bompoca
Ha3oBuTe TpH MeKAyHApOAHbIC OPTAaHU3AIMH 10 CTAHAAPTH3ALMHA
Bri6eprTe 01uH WM HECKOJIBKO OTBETOB:

a. MexayHapoaHasi 2J1€KTPOTEXHUYECKass KOMUCCHS

N N

b. EBpomneiickuii MHCTUTYT CTaHAapPTOB AJIEKTPOCBS3H
-

C. MexxyHapoHas opraHu3anus CTaHAapTU3aluu
-

d. Mexnynapoansiii Coro3 DIeKTpocBs3u



OueHovHbIe cpeaCcTBA J1JIsl MPOBeIeHHUsI MPOMEKYTOUHOMH aTTecTAMU

[Mpuiaoxenne 2

Kon HNuankaTop A0CTHXKEHUs] KOMIIeTeHIIMU OueHo4HbIe CpecTBa
HHIUKATOPA
IIK-2 CriocodeH 0cylecTBASTH JOKYMEHTAIIMOHHOE 00ecnieyeHne ynpaBJeHusl Opranu3anuei
Bomnpocsl k 3a4ery
6. [TonsTHE O cHCTEMax MEHEIKMEHTA KaueCTBa.
7. [TpuHIMIBI GOPMHUPOBAHUS CUCTEMbI MEHEPKMEHTA KayecTBa.
8. TpeboBanus crangaproB  HWCO cepun 9000 k pabore c
JIOKYMEHTaMH .
9. [TpenmymiecTBa BBEACHUS CHCTEMBI MEHEDKMEHTA KaueCTBA.
10. JlokyMeHTaIus CUCTEMbl MEHEPKMEHTa KauecTBa
11. [lenb MONUTHKY yHpaBIeHUS JOKYMEHTaMH?
12. OTBETCTBEHHOCTh 3@ YNpaBlIeHUs JOKyMEHTaMM: 3a HX
MPOEKTHPOBAHNE, BHEJPEHNE U COXPAHHOCTh CUCTEM YIIPABICHHUS JOKYMEHTaMHU
U MX OKCIUTyaTallMOHHbIE XapaKTePUCTHKH, 3a OOydeHHUe I0JIb30BaTeNei
YIPaBJICHUIO JOKYMEHTAMH U TPUMEHEHHE CCTEM YIPABICHHS JOKYMEHTaMH B
OpraHu3yeT 1 periiaMeHTHPyeT JOKYMEHTHPOBaHHUE o o
IK-2.1 VH/IMBUYaIbHOM MPaKTUYECKON JeATeIbHOCTH.

ynpaBnquecxoﬁ ACATCIIbHOCTU B OpraHU3aliuiu

13. OTBETCTBEHHOCTh  PYKOBOJACTBA OpraHu3aluu B  o0jacTtu
yIpaBJIeHUs TOKyMEHTaMH.

14. @OyHKIIMM W OTBETCTBEHHOCTh AJMHHHUCTPATOPOB CHUCTEMBI
ynpaBsiieHus?

15. CBoiicTBa  JOKYMEHTOB, oOecneynBaeMble  pPabOTHUKAMH

oprau3aiuu. CyTb KaKA0I0 U3 CBOMCTB.
HToroswlii TeCcT 0 Kypcy
Bompoc 1
Tekct Bompoca
K xapakrtepucrnkam cucrem ynpasiaenus fokymentamu 'OCT P
HNCO 15489 orHocur:
Bribepute 0JMH OTBET:




a. JIOCTOBEPHOCTb, Ay TEHTUYHOCTb, IPUTOJHOCTD JIJISl UCIIOJIb30BAHUSA,
LEJIOCTHOCTh
b. HaEKHOCTh, CHCTEMHOCTH, COOTBETCTBHUE, IETHTUMHOCT,
LEJIOCTHOCTh
C. CUCTEMHOCTb, KOMIUIEKCHOCTh, @y TEHTUYHOCTh, IPUTOHOCTD ISt
HCII0JIb30BaHUS
d. HaJEKHOCTB, LIETTOCTHOCTD, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBHUE
Bonpoc 2
TexkcT Bompoca
Kakomy Texuuueckomy komutery MCO Obli1a mopyuena pa3padorka
I1SO 154897
Br16epute o1H OTBET:
a. TK 37 «Tepmunomnorus (MpUHIUIBI 1 KOOPAMHALINSA)»
b. TK 176 «YnpaBiieHre KauecTBOM
c. TK 46 «Mudopmarnius u JOKyMEHTAIHD
d. TK 171 «BocnpousBenenue 10KyMEHTOB»
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexncoynapoOHvlX CManOapPmMos ¢ ome4ecnmeeHHoM
denonpou3zeoocmee Havanocy ...
Bribepute o1H OTBET:
a. B koH1Ie XX B.
b. B Hayane XXI B.
c¢. B Havane XX B.
d. B konme XIX B.
Bomnpoc 4
Tekct Bompoca
Kakoii u3 mepeyMciIeHHBIX HHMKE MEKIYHAPOAHBIX CTAaHAAPTOB
NpeIHA3HAYEH /JIf1 CO3JaHMS B OPraHM3alMsX CHCTeM YIPaBJIeHHUS
AOKYMEHTAMH Ha CTPaTerH4eCcKOM YpPOBHe, TO eCTb Ha YPOBHe
OTBETCTBEHHOCTH M B 30He MPUHSATHS pPellleHHii pyKoBoaACTBA?
BriGepuTe ouH OTBET:




a. UCO 15489:2001 «Mupopmanus u 1oKyMeHTanus. Y IpaBiIeHUE
JIOKYMEHTaMN»
b. UCO 23081:2004 (pex. 2006 r.) «ubopmanus u TOKyMEHTAIHS.
[Tponeccel ynpaBieHust 1OKyMeHTaMU. MeTaiaHHbIe 17151 JOKYMEHTOB
c. UCO/TO 26122:2008 (pexn. 2009 u 2010 rr.) « adopmarus u
JOKyMEHTalus. AHaNIU3 paboyux MpoIeccoB, IPUMEHSIEMbIX B OTHOLICHUU
JIOKYMEHTOB)
d. UCO 30300:2011 «1udopmanus u nokymenranusa. CucTeMsl
yOpaBiieHus JoKyMeHTaMu. OCHOBHbBIE TIOJIOKEHUS U CIIOBaph»
Bompoc 5
Tekct Bompoca
YeMm nzmepsiercst 3p(PeKTUBHOCTb NPUMEHEHHUS MEKAYHAPOAHOIO
crangapra?
Bribepure ouH OTBET:
a. OTCcyTCTBHEM HapeKaHUI CO CTOPOHBI HAJ30PHBIX OPraHOB
b. [TonyyeHne KOHKYPEHTHBIX IPEUMYILECTB, TPUOBLIH 3a CUET
COBEPUICHCTBOBAHUS CUCTEMBI OpraHU3aIUH JIEJI0BOM 1€ATEIbHOCTH
c. [TonHo#i yHuukanuei mporeccoB opraHu3anuu
d. Co3nanuemM HEOOXOAMMOIO AaKeTa JOKYMEHTOB
Bomnpoc 6
Tekct Bompoca
Y100bI COXpPAaHATH KOPIIOPATHBHYIO LEJOCTHOCTH CPEAbI YIIPABJICHHUS
HHpopmanuel, Opranu3anuy He00X0AUMO...
Bribepure ouH OTBET:
a. PEryJIsIpHO NMPOXOJUThH IPOBEPKY BO BHEITHUX ayJUTOPCKUX U
HAJ30pHBIX OpraHax
b. oco0oe BHMMaHUE yIeIsATh BCEM HH(POPMAIIMOHHBIM CUCTEMaM U
IIpaBWIaM (CTpaTerusM, NOJUTHKAM), IPUMEHSAEMBIM BHYTPU OpraHU3aLNH
C. HA3HAYUTh OTBETCTBEHHBIX 3a IIPOBEJIEHUE ayJUTa U MOHUTOpUHTA Y []
d. UMeTh TOJBKO OJIHY aBTOMAaTH3UPOBAHHYIO CHCTEMY B OpraHU3aIlH
Bomnpoc 7
Tekct Bompoca
Kakasi npo0Jsiema/bl BO3HUKJIA/M ¢ BHeapeHuem crangapra UCO




15489:2001? «Andopmanus U JOKyMeHTalus. YpaBjaeHHe JOKyMEHTaMU»
B Poccun?
Bribepure ouH OTBET:
a. [Ipobnema HalMOHaIBHON crieln(UKN B IPAKTUKE pabOTHI C
JIOKyMEHTaMU
b. [Ipobnema orpaHMYeHHOCTH IPUMEHEHUS CTaHAapTa
c. [Ipobnema TepMUHOIOTNYECKOTO HECOOTBETCTBUS
d. IIpo6iieMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIbHOM 0a30i
Bompoc 8
TexkcT Bompoca
B noucke oTBeTa Ha BONpocC, B YeM NPUYMHA IJIOXOI0 Ka4ecTBa
TOBApPOB H ycayr, d3kcnepTsl HCO npumim K BbIBOAY, YTO OHA
3aKJII04aeTCs BCeraa ...
Bribepure ouH OTBET:
a. B IIJIOXOM OpraHu3alliy MEHeKMEHTa
b. B HU3KOM KauecTBE ChIPbs
C. B HM3KOH NpogeccuoHaNbHON NOAr0TOBKE MEpCOHaa
d. B HETocTaTKe (PMHAHCHPOBAHUS
Bompoc 9
Tekct Bompoca
KeM p0/1:kHBI yTBepKIATHCSI BCe PellieHHs] 0 BKJIIOYEHUH JOKYMEHTOB
B CY/l ¥ ycTaHOBJICHMH CPOKOB M MOPAAKA UX XpPaHeHHUs1?
Bri6epuTe 01MH UM HECKOJIBKO OTBETOB:
a. apXMBHBIM OPTaHOM
b. BBICIIMM PYKOBOJCTBOM
C. HaJI30pHBIM OpPraHOM, ayAUTOPAMHU
d. otBercTBeHHBIM 32 CY []
Bonpoc 10
Tekct Bompoca
Ilepesod KaKkux mepmunoe 6v136an HAUOOILUIUE MPYOHOCHU Yy
nepeeoouuxkoe BHUH/IA/]?
Bribepute o1H WM HECKOJIBKO OTBETOB:
a. METaJaHHbIE




b. 3anuch
C. JIOKYMEHT
d. apxuB

I1K-2.2

Opranu3syeT U peraaMmeHTUpYyeT JOKYMEHTOO0O0pOT B
OpraHu3aluu

IMpakTnyeckoe 3ananue Ne 1
2. IMomw3aysicek TpedoBanusmu 1.5 TOCT P UCO 15489 no unenTudukanim
HOPMAaTUBHOMI Cpellbl, COCTaBUTh MEPEYeHb HOPMATHUBHBIX MPABOBBIX aKTOB JJIs
0J1HOM (Ha BbIOOP) OpraHu3aluu (CM. CIIUCOK HUXKE).
Memoouueckue pexomenoayuu
['pynmupoBky aktoB, 3aaannyo ['OCT P UCO 15478, cinexyer coxpaHATh
oOs3arensHo! [l MOATOTOBKM HOPMAaTHBHOM 0a3bl omupaiTech Ha 0azy
crpaBouHbIX MpaBoBbIX cucteM Koncynwerantllntoc, ['apant, Kogekc; mo Buaam
JESTEIbHOCTH MOYXHO TIOJIb30BaThCs  cnpasoyHou ungopmayueti "Cpoku
Xpanenuss  0okymenmog opeanuzayui” Ilopmana «Kouncynomanmliniocy
[DneKTpOHHBIN pecypc]. Pexum JOCTyIa:
http://www.consultant.ru/document/cons doc LAW 121777/

CIMCOK OpraHH3aInii>

1.3A0 «Potop» (HerocymapcTBeHHasi OpraHM3alvs, OCHOBHOW BHJ
HSKOHOMUYECKON NeATenbHOCTH — PeMOHT MamumH u 00OpyaOoBaHUS; MECTO
peructpanuu — r. YeiasiOuHck);

2.000 «Xommcy (HerocygapcTBeHHasi OpraHu3aiusi, OCHOBHOM BHJ
DKOHOMHYECKON JedATenbHOCTH — YacTHas JETEKTHBHAasT M OXpaHHas
NeSITeNIbHOCTh; MECTO peructpanuu — r. ¥Yda PecnyOnuku bamkoprocran);

3.AHO «Berep crpaHcTBUi» (HErocyJapCTBEHHAass OpraHu3alus,
OCHOBHOM BHJT 5)KOHOMHYECKOW AEATENBHOCTH — TypHCTHUECKas EATEIbHOCTB;
mecto peructparnuu — r. Cankr-IlerepOypr);

4. UIT «1BanoB U.N.» (oCHOBHO# BUJ SKOHOMHUYECKOW ACSATEIHHOCTH —
JleaTenbHOCTh TMpEeNnpusATHil OOLIECTBEHHOIO0 MHUTAHUSA MO OOCITY>KHBAaHUIO
TOPKECTBEHHBIX MEPOIPHUATHI U MPOUYUM BHAAM OpPTaHU3ALMU TUTAHUS, MECTO
perucrpanuu — r. MarHuToropcek).

[Tpumeuanue: Hazsanue u Xxapakmepucmuki 6cex YKa3aHHblx OpeaHu3ayuil

2 HpI/IMe‘laHI/ICI Haspanwue u XapaKTCPUCTHUKHU BCEX YKAa3aHHBIX OpFaHI/BaHI/Iﬁ YCJIOBHBI.



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

YCIO6HDbL.

KonTpoabnas padora
3aganue 2. CocTaBUTh MOJEIb OLEHKM HAIWYUSA B JOKyMEHTax
o0s3arenbHbIX cBOMCTB, TpeOyembix ['OCT P MCO 15489-1-2007.
MeTtoanyeckue ykazaHus

JlaHHbIe cieqyeT 3aHeCTH B TaOJIuULLy.

®dopma Tabnuist 1
Moenp OLeHKH HaJIU4Yus B JOKYMEHTaxX 00s3aTeIbHbIX CBOMCTB,
tpebyembix ['OCT P MCO 15489-1-2007

ITonoxenue CaoiicTBa IToka3zaTtenu
[IK-2.3 Oprauusyer, periaMeHTUpYeT onepaTtuBHoe xpanenue | | crangapra ['OCT P AOKYyMCHTOB COOTBCTCTBHU
' U HCTIOJIb30BaHNE JOKYMCHTOB B OpTaHU3aI[MU HCO 15489 (mynkr Ne TpeOOBaHUAM
Y Ha3BaHUE) cTaHaapra
1 2 3
AYTEeHTHUYHOCTb
JlocToBEpHOCTH
IlenoctHOCTH
[TpurognocTe s
MCII0JIb30BaHUs
I1K-4 Crioco0eH pyKOBOAUTD NPOLECCOM CKAHHPOBAHUSI, BBOAA M 00pPa0OTKH JAHHBIX B CHCTEMe 3JIeKTPOHHOI0 apXHMBa

Bomnpocsl k 3auery

7. Hctopuss BO3HUKHOBEHHMS MEXAYHAapOJHBIX CTaHIApTOB B

o0yacTu MEeHEePKMEHTa KayecTBa.
VYrpaBiser AeSITeTbHOCTBIO 110 KOHTPOITIO .
8. IToHATHI «TOKYMEHT» U «3alKChy.
I1K-4.1 (YHKIMOHMPOBAHUS, BBOAA U 00paOOTKHU TaHHBIX B CUCTEME .
9. [TpuHIMOBl MIEHTH(UKALMUT HOPMATUBHOW CpeJlbl YIpPaBICHUs
NIEKTPOHHOTO apXUBa
JIOKyMeHTaMu?
10. Pa3zpaboTka monuTuky B 00J1aCTH yIPABJICHHS TOKYMEHTAMHU?

11. [IpeanocbuUIKd  TOSBJICHHUS MEXKIYHAapOAHBIX CTaHIApPTOB B




00J1aCTH MEHEKMEHTA.

12. CMK kak cucrteMa ynpaBJIeHHUs TOPU30HTAIBHBIME ITPOIIECCAMHU
13. [Tonsitue crangapra B unreprperanuu UCO.

14. OcHoBHBIE MPUHIKIIBI pa3padboTku ctanaapToB MCO.

15. ITpouenypa pazpadboTku MexayHapoaHbix cranaapTos MCO.

16. [TpeumymiecTBa HCIOIB30BAHHUS MEXIYHAPOIHBIX CTaHIAAPTOB

NCO B obnacTu ynpaBiaeHus: TOKyMEHTaMU U HH()OPMAITMOHHOTO MEHEIKMEHTA,
MEHEI)KMEHTa PUCKOB?
HTorosmblii TeCT 10 Kypcy
Bomnpoc 1
Tekct Bompoca
K kakoii cepun cranaaproB Bocxoaut cranaapt MCO 15489-2001
«YrnpasjeHue J10KyMeHTaAMU» ?
Bribepute o1H OTBET:
a. Cepuu ISO 14000
b. Cepunu 30300
c¢. Cepuu ISO 9000
d. Cepuu ISO 10000
Bompoc 2
Tekct Bompoca
C keM [10JIKHBI COTJIACOBBIBATHCS BCE PelIEeHUS 0 BKIKYEHUH
AOKYMEHTOB B CHCTEMY YIIPABJICHHS JOKYMEHTAMH M YCTAHOBJIEHUHU CPOKOB
U NMOPSAAKA UX XpaHeHus?
Bri6epute 01MH UM HECKOIBKO OTBETOB:
a. orBeTCcTBEHHBIM 3a CY /|
b. HAI30pPHBIM OPTaHOM, ayAUTOPAMU
C. QpXUBHBIM OPTaHOM
d. BBICIIUM PYKOBOACTBOM
Bomnpoc 3
Tekct Bompoca
KitoueBoe nonsitue «ynpasjeHue JOKyMeHTAMI» B Pa3HbIX CTPaHAX,
B TOM umnciie Poccnu, BbI3BaJ10 TEPMUHOJIOTHYECKYIO T CKYyccuio. C kKakuMu
U3 NepevyrcJIeHHbIX HUKe MOHATHI ero CTpeMHJINCh 0TOK/IeCTBIAATh?




Bribepure ouH OTBET:
a. ylpaBJIEHUE apXUBaMHU
b. ynpaBieHue 10KyMEHTO000pOTOM
C. ynpasieHue uHdopmaruen
d. co Bcemu nepeyrcIeHHBIMU
Bonpoc 4
Tekct Bompoca
YkaxxkuTe NpaBUJIbHOE NPOI0JIKeHHE BhICKa3bIBaHUA: «CHcTeMa
MeHEeI)KMEeHTAa KauyecTBa — 3TO...»
Bribepure ouH OTBET:
a. COBOKYITHOCTh OCHOBHBIX JICHCTBHI, HAIIPABJICHHBIX HA JTOCTHKCHHE
IIOCTaBJIEHHBIX 3a/1a4 (1ieeil, noaueneil)
b. Cucrema MeHeKMEHTa [T PyKOBOJICTBA U YIPABJICHUS OpraHU3amuei
NPUMEHUTEIBHO K KaUeCTBY
c. OOue HaMepeHMsl U HallpaBJICHUs JESITeIbHOCTH OpraHU3aluu B
001acTH KauecTBa, opuLuanbHO chOpMyTUPOBAHHbIE BHICITUM PYKOBOJICTBOM
d. Cucremarnueckas MIeHTU(UKALNA U YIIOPSIIOUYEHUE 1ET0BON
JeSITeIbHOCTH U (WJIN) JOKYMEHTOB I10 KaTErOpUsAM B COOTBETCTBUH C JIOTHUECKU
CTPYKTYPHPOBAHHBIMHU YCIOBUSIMH, METOAAMH M MPOLEAYPHBIMA TIPAaBUIIAMH,
IPEe/CTaBICHHBIMU B KJIacCU(UKATMOHHON CHCTEME.
Bomnpoc 5
Tekct Bompoca
Yrto0bI OnpeaesiTh TpeOOBAHUSA K NPAKTHKe, 00C/1e10BaAHHIO,
NpoOBepKe M TeCTHPOBAHMIO MPOLECCOB YIIPABJIEHUS T0KYMEHTAMU,
HEe00X0AUMO...
Bribepure o1H OTBET:
a. PETYJSPHO MPOXOANUTH MPOBEPKY BO BHEITHUX ayJAUTOPCKUX U
Ha/I30pHBIX OpraHax
b. TOKyMeHTalbHO 3a(pUKCHPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHAAPTOB U MOJUTUKY OpraHU3aLUuU
C. OTCJIEKUBATh U3MEHEHMSI B 3aKOHOIATEIbCTBE
d. Ha3HAYUTH OTBETCTBEHHBIX 3a IPOBEACHUE ayTUTa U MOHUTOpUHTA Y /1.
Bomnpoc 6




Tekct Bompoca
B cayuyae oOHapy:KeHMsI HEPUTOXHOCTH UJIM HEI(P(PEKTUBHOCTH
HCIO0JIb3YeMOil CCTeMbl YIIPaBJICeHUS IOKYMEHTAMH 1 NPOLeCCOB
ylpaBJ/ieHHs TOKYMEHTaAaMH He00X0AUMO...
Bribepure ouH OTBET:
a. mepetu Ha OyMaXHBIH JOKYMEHTOOOO0POT
b. yanutoxuts CY J{
c. 3ameHutb CYJI
d. MmomudummpoBats npomecce Y /1.
Bompoc 7
Tekct Bompoca
TpebGoBanus K cucTeMe MEHEIKMEHTA Ka4eCcTBA ONMUCAHBI B...
Br16epute o1H OTBET:
a. Cepuu ISO 9000
b. Cepunu 30300
c. Cepun ISO 14000
d. Cepuu ISO 10000
Bompoc 8
Tekct Bompoca
IIporpaMmmbl 00y4eHUs1 YIPABJICHUIO JOKYMEHTAMM 10JKHbI
0XBATbIBATh...
Bribepure o1H OTBET:
a. pOJIM ¥ OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX PAOOTHUKOB U JIMII,
paboTaronux Ha 0OIIEeCTBEHHBIX Havanax
b. posi 1 OTBETCTBEHHOCTh BCEX COTPYAHUKOB U MPOYMX JIMII,
OTBETCTBEHHBIX 3a CO3/JaHHE JOKYMEHTOB BO BpeMs UX paOOThI U 3a BKIIIOYEHHE
3TUX JOKYMEHTOB B CUCTEMY YIIPABIIEHUS JOKYMEHTaMHU
C. POJIM ¥ OTBETCTBEHHOCTh TOJIbKO BCEX IUTATHBIX COTPYIHUKOB
d. ponu ¥ OTBETCTBEHHOCTH BCEX PYKOBOISAIINX PaOOTHHUKOB
Bompoc 9
Tekct Bompoca
Korna B Poccnu nosisuinch nepsbie ctanaaptel mo CMK?
BriGepuTe ouH OTBET:




a. B 2000 r.
b. B 1997 r.
c. B 1947r.
d. B 1987 r.
Bomnpoc 10
TexkcT Bompoca
Kak cootnocsitess TOCT P UCO 15489-1-2007 u 'OCT P UCO
30300-20157?
Br16epute o1H OTBET:
a. 'OCT P UCO 30300-2015 netanusupyet U yTOUHSET MOJIOKEHUS
I'OCT P UCO 15489-1-2007
b. TOCT P UCO 30300-2015 mensier repmunonoruto 'OCT P UCO
15489-1-2007
c. TOCT P MCO 30300-2015 ormenun 'OCT P UCO 15489-1-2007
d. TOCT P MCO 30300-2015 nukax He cBsizan ¢ ['OCT P UCO
15489-1-2007
Bompoc 11
Tekct Bompoca
Kakoe mecTo oTBOANTCS YIIPABJIEHHIO JOKYMEHTAMH B CTAHAapTax
HNCO 9000?
Bri6epute o1H OTBET:
a. YIpaBiieHHE JOKYMEHTaMH pacCMaTpUBAETCsl KaK BCIIOMOTaTeIbHBIN
poriecc, 00CYKUBAIOIINI MEHEKMEHT
b. YnpaBieHue 10KyMEHTaMH SIBISIETCS CaMOil BaKHOU 4acThIO
MEHEI)KMEHTa
c. YrpaBiieHHE TOKyMEHTAMH SIBISIETCSI COCTABHOM YaCThI0 MEHEKMEHTA
d. Yopasrenue 10kyMeHTaMH HE pacCMaTPUBAECTCS U HE OMHUCHIBACTCS
Bomnpoc 12
Tekct Bompoca
B yem 3aki04uaercs yHuBepcaabHOCTh cTaHAapToB ISO cepun 9000?
BriGepute oquH OTBET:
a. YHUBEpCAIbHOCTh CTaHAAPTOB 00ECIIEYMBACTCS TEM, UTO B
TpeOOoBaHUSAX ObUIH YYTEHBI MHEHHS Pa3HbBIX IKCIIEPTOB




b. OHM npeyIararoT OJHy OOIIYI0 YHUBEPCATbHYIO MOAETh MEHEKMEHTA

¢. OHM IPUMEHHUMBI JJ1s1 JTF0O0H OpraHu3aly BHE 3aBUCUMOCTH OT
YHCIEHHOCTHU TIepcoHaa, (hOpMbI COOCTBEHHOCTH, 3aHUMAEMBIX PBIHKOB,
XapakTepa BBITYCKaeMOU MPOIYyKIUHU WK OKa3bIBAEMbIX YCIyT

d. YHUBEpCaTbHOCTH MPOSIBIIICTCS B TOM, YTO JJAHHON cepuu 0000IICHBI
TpeOOBaHUs APYTUX CEPHUI CTaHIApTOB

1. CocTaBUTh TEPMUHOJIOIMUECKUN CIOBAPUK B BUJE TaOIUIIbI, MOJIb3YSCh
I'OCTamu, yKka3aHHBIMU B IIEPEYHE.
Memoouueckue pexomenoayuu
B crombennr Ne 1 BHOCATCS TEpMHHBI, KOTOpble BXOIAT B
TEPMHHOJIOTMYECKHE CIUcKku Tonbko crangaproB MCO (I'OCT P HCO
15489-1-2007 wu TOCT P HCO 30300-2015). B  poccuiickux
tepmunosiornueckux ['OCTax (I'OCT P 51141-98 u I'OCT P 7.0.8-2013)
Heo0xouMo HalTu cooTBeTcTBYOmUI NCO TepMuH, eciii OH OTCYTCTBYET, TO B
HY’KHYI0 Tpady TaOJIUIbl BIUCHIBAETCS CIOBO «OTCYTCTBYET». [locie Tabauis! B
BUJIE TEKCTAa HEOOXOMMO CJIeNaTh BBIBOBI O COOTHOIIEHUH COCTaBa TEPMUHOB U
UX TOJIKOBAHHUSX.
@opma mabauywel k 3adanuio 1
ConocraBuUTeIbHBIN aHAJIN3 TEPMUHOB U ONpeAeTIeHUI

Tepmun roc rocrt rocrt I'ocCT
bl TP P HUCO P 7.0.8-2013 P UCO
51141-98 | 15489-1-2007 30300-2015
1 2 3 4 5

KonTtpoabsHnas padora

3apanue 1. CoctaBuTh 0030p MyOIUKAIMI IO IEPUOTUIECKUM U3TAHUSIM
(razeraM, Hay4YHO-TIPAaKTHUYECKUM >KypHajiaM, COOpDHUKAM Hay4YHBIX TPYIOB U
np.) 3a nocnennue 10 et o poccutickom u MexicOyHapoOHOM onvime YNpaeieHusl
OOKYMEHMAMU 8  OP2aHU3AYUAX,  YNPABIAEMbIX N0  MeHCOYHAPOOHBIM
cmanoapmam UCO cepuu 9000 (pasmuvix eepcuii).

Meroanuyeckue yKa3aHus
AHanu3 NpeJCcTaBUTh B BHJIE TEKCTa 00BEMOM He MeHee 3-X crtaHuIl (0e3




y4deTa CTPaHHUI[ CCBUIOK) C 00s3aTeIbHBIMI OMOIHOrpauuecKUMHU CCHUIKAMHU Ha
ucrounuku. [lpudt - 14, Times New Roman, mexxctpounsiii uatepsai -1,5. Bee
10JIS 11O 2 CM.

[1K-4.2

Pa3pa6aTBIBaCT JIOKAJIbHBIC HOPMATUBHBIC AKTBI 110
BOIIpoCaM OpraHu3allvi IMpouecca CKAaHUPOBAHUA B CUCTEMC
QJICKTPOHHOI'O apXHBa

BOl'[pOCI)I K 3a49€Ty

S. AYTEHTHYHOCTB M CIIOCOOBI ee obecrieueHusl.

6. JIoCTOBEpHOCTH M CIIOCOOBI €€ 00ECTICUCHHS.

7. [{e0CTHOCTD U CITOCOOBI €€ 00eCIIeUeHUSI.

8. [TpuromHOCTH AJIS UCTIOIB30BAHUSI U CTIOCOOBI €€ 00eCIIeYeHUsI.

9. Tpe6oBanuss T'OCT P HCO 15489-1-2007 x cucremam
yIpaBJICHUs TOKyMEHTaMH. PacKpbITh Kaxkaoe TpeOoBaHuE.

10. [TpoexTHpoBaHHe W  BHEJPEHHE  CUCTEMbl  YIpPaBJICHUS
JOKYMEHTaMH.

11. CX0ICTBO M OTIAMYMS B IPUEMAX OINPEAEICHUS CPOKOB XPAHEHHUS

nokymeHToB 10 craHmapty HMCO P 15489-1-2007 u oTe4eCTBEHHBIM
HOPMATHUBHBIM aKTaM.
12. [Tporpamma pa3pabOTKH CHCTEMBI YIIPABJICHHS JOKYMEHTAMH.




13. MOHHTOPHHT ¥ ayJUT CUCTEMBI YIIPABICHUS JOKYMCHTAMHU.
14. OcnoBubie TpeOoBanuss 'OCT P MCO 15489 mo oOyueHuro
CUCTEME yIPaBICHUS JTOKYMEHTAMH
HToroswlii TeCcT 0 Kypcy
Bormpoc 35
TexkcT Bompoca
Ha3oBuTe Tpu MeKIyHAPOAHbIE OPraHU3AIMH MO CTAHAAPTHU3ANMHU
Bri6epute 01MH UM HECKOJIBKO OTBETOB:
a. MexxayHapoiHas JIeKTPOTEXHHYECKasi KOMUCCHS
b. EBpomneiickuii HHCTUTYT CTaHIapPTOB AIEKTPOCBSIZH
c. MexxayHapoaHasi OpraHu3aiis CTaHAapTU3aluu
d. Mexnynapoanbiit Coro3 DIeKTpoCBsI3u
Bonpoc 34
Texcm eonpoca
Hlouemy, no muenuro B.®@. Anxosoit, HCO 15489 "cmaeum kpecm'' na
0es10npou3800cmee 6 Cmapom NOHUManuu?
Br1OepuTe 01MH HITH HECKOJILKO OTBETOB:
a. Ctapaapt TpeOyeT MOJTHON 3aMEeHbI Bcell HayYHO-TEPMUHOIOTUYECKOM
0a3bl 1eTOMPOU3BOJICTBA
b. Ctangapt He mpeanonxaracT BO3MOKHOCTH IPUMEHSATh HAllMOHAIBHBII
OTIBIT YIIPABJICHUS TOKYMEHTAMHU
c. Crangapt 00603HaYMI HEOOXOJMMOCTh MEPECMOTpa cTaryca CIyXObI
JOY u ee ponu B 1€ITEIBHOCTH OPTaHU3AIMH B LIEJIOM
d. Cranmapt kacaercst BceX JOKYMEHTOB OpTaHU3alHH (2 HE TOJIBKO
Bomnpoc 33
Tekct Bompoca
KakumM HOpPMATHMBHBIM JOKYMEHTOM B OPraHM3alHH 0JIKHO
pPerjaMeHTHPOBATHLCSI KOHBEPTHPOBAHME W MUTPaNusl JOKYMEHTOB M3
OJTHOM CHCTeMBbI YIIPaBJIeHHS JOKYMEHTAMH B JIPYIyr0?
Bribepure ouH OTBET:
a. yCTaBOM OpraHHU3aluu
b. mprKa3oM O KOHBEPTHPOBAHUM U MUTPAIUU JOKYMEHTOB M3 OJHOMI
CUCTEMBI YIIPaBJICHUsI TOKYMEHTAMHU B JPYTYIO




c. 'OCTom
d. uHCTpYKLIMEH IO KOHBEPTHUPOBAHUIO U MUTPAIIUU JOKYMEHTOB
Bonpoc 32
Texcm éonpoca
Umo cnocoocmeosano aKmueuzayuu MeHCOYHAPOOHOI
cmaunoapmu3ayuu u cepmupukayuu ¢ od1acmu ynpagienus 0OKymenmamu?
BriGepuTe 01MH MM HECKOJIBKO OTBETOB:
a. CtanmapTusaiys MEHEeHKMEHTa
b. VYBenuueHue KOIMYECTBA HKCIEPTOB, YYACTBYIOIIUX B pa3pabOTKe
CTaH/IapTOB
c. BHenpeHnue 31eKTpOHHOr0 T0KyMEHTO000poTa
d. U3meHeHus B 3aKOHOAATETHCTBE
Bonpoc 31
Texcm eonpoca
Kakxue/aa uacmo/u ISO 15489 ovinu nepesedenvt u npunamol 6
Kauecmee HAYUOHAIbHO20 POCCUIICK020 cmandapma?
Br16epute o1H OTBET:
a. Tonbko 2-ag u 3-51 yactu
b. Bce yactu
c¢. Tonpko 2-ast yacthb
d. Tonbko 1-as yacTh
Bonpoc 30
Texcm éonpoca
Br16op HOcuTens nHpopMaIliy 3aBUCUT OT:
BriGepuTe 01MH MM HECKOJIHBKO OTBETOB:
a. MaTepUabHbIX BO3MOXKHOCTEH OpraHu3aluu
b. o6beMa JOKYMEHTO0O0pOTa OpraHU3aIuH
C. IPOTHO3UPYEMBIX THUIOB YPE3BbIYAHHBIX CUTyallUN
d. cpoKOB XpaHEHHS TOKYMEHTOB
Bomnpoc 29
Tekct Bompoca
Joxymentanuss CMK BkiIIO4YaeT cjeayomuil naKkeT JOKyMEHTOB:
BriGepuTe ouH OTBET:




a. llenm u mnonuruka oOpraHu3alvy, pPYKOBOJACTBO IO KauyecTBY,
JIOKYMEHTHPOBaHHbIE IPOLIEAYPHI, JOJKHOCTHBIE MHCTPYKLUHN U TOJIOKEHHS O
CTPYKTYPHBIX IOJpAa3/eNeHUsX, CTaHIApThl OpraHu3almud W  pabouue
UHCTPYKLIHUU

b. JlokyMeHTHpOBaHHBIE MPOLENYPHl, IODKHOCTHBIE HWHCTPYKLIHUU U
IOJIOKEHUS O CTPYKTYPHBIX MOJpPA3/ENeHUsIX, CTaHAAPThl OpraHu3aluu M
paboure HHCTPYKLIUU

c. PykoBoacTBOo 1Mo KauyecTBy, JOKYMEHTHPOBAaHHbIE IPOLEAYPSI,
CTaH/apThl OpraHU3aly U padoune UHCTPYKLIUU

d. Muccust opranuzanuu, el U MOJUTHKA OpraHu3aluu, pyKOBOACTBO
10 Ka4yeCTBY, TOKYMEHTHPOBAHHbBIE MPOLEAYPHI, TOJKHOCTHbIE MHCTPYKIUU U
HOJIOKEHHUS O CTPYKTYPHBIX MOJPA3/EIeHUsAX, CTaHAApThl OpraHu3aluu u
paboune HHCTPYKLIUU

Bomnpoc 28

Tekct Bompoca

Kakoii TexHMYeckuii KOMMTET SIBJsieTCs IVIaBHBIM 10 pa3padoTke
CTaHJAaPTOB 110 YIPABJIEHHUIO TOKYyMeHTaAMu ?

Bribepure ouH OTBET:

a. TK 176 «YnpaBneHue kaueCTBOM»

b. TK 6 «bymara, KapTOH U LIeJUTION03a»

c. TK 68 «bankoBckoe neno, 1eHHble Oymard u Apyrue (pUHaHCOBBIE
YCIYyTH»

d. TK 46 «Madopmanus 1 TOKyMEHTaLUs»

Bomnpoc 27

Tekct Bompoca

«PUCK-OpHEeHTHPOBAHHOE MBbIILJIEHHEe» TMOABUJIOCH B CTaHAApTax
BEepCHH...

Bribepure o1H OTBET:

a. 2015 r.

b. 2000 r.

c. 1987 .

d. 1994 r.

Bomnpoc 26




Tekct Bompoca
Korma Obi1a co3gana  MeskayHapoaHasi  OpraHu3amusi 1o
cranaapruzanun (International Organization for Standardizations)?
Bribepute o1H OTBET:
a. B 1947 r.
b. B 2007 r.
c. B 1986.
d. B 2001 r.
Bompoc 25
TexkcT Bompoca
Ilouemy d¢yHkunu cexkperapuar ofecnedyuBaj aBCTPAJIUHCKHUI
HAIIMOHAJILHBIN OPraH CTAaHAAPTU3AIUU?
Br16epute o1H OTBET:
a. ABCcTpaslus BBICTYIIHJIA ¢ MHULMATUBOU co3anus [SO 15489
b. ABcTpanus paHbllieé JPyrMX BHEIpHUJAa HAMOHAJIbHBIA CTaHAApPT IO
YIOPaBICHUIO JOKYMEHTAMH M €ro NpPU3HaIW JIy4YIIMM B MEXIYHapOIHOU
MpaKTUKE
c. ABcTpanusi Bcera BBIMOJNHAET AaHHYI0 (yHKIuo B TK
d. B ABcTpanuu gyumine cekperapu
Bomnpoc 24
Tekct Bompoca
PacnpenesienHoe ynpasiieHue JOKYyMeHTAMH — 3TO...
Brib6epute o1H OTBET:
a. CY ], rae oTBETCTBEHHOCTH 32 JIOKYMEHTHI paclpeesieHa MeX/1y BCEMU
pabOTHUKaMU OpraHU3aIlH
b. mpaBunbHO cipoekTupoBanHas CY I, cCOOTBETCTBYIOIAs METOI0JIOTUU
NCO
C. KOHTpoJupyemas U AoKyMeHTanbHO odopmieHHas CVY], xotopas
CrocoOHa Mo/AJIePKUBATh AIbTEPHATUBHBIE BAPUAHTHI pa3MeIlleHUs JOKYMEHTOB
d. CY/l, ucnionp3ytomias ayTCOPCUHT
Bomnpoc 23
Tekct Bompoca
Oco0eHHoe OTHOMIEeHHE K JA0KymMeHTauuu craHgaproB 9000:2000




omnpeaeJsercs TeM, 4To...
Bribepute o1H OTBET:

a. YIpaBlieHHE JTOKYMEHTAMH PACCMATPUBAECTCSA KaK BCIIOMOIaTEIbHBIN
poLecc, 00CITyKUBAIOIIUNA MEHEI)KMEHT

b. VYmopaBrneHue TOKyMEHTAMHU SBJISETCS CAaMOW BaXKHOM 4YacThiO
MEHEKMEHTA

c. Ha kaxxnoM mpeanpusTuu, B KaXI0H OpraHU3aIlH JOJDKHA OBITH HE
TOJIbKO pazpaboTaHa, BHEAPEHA U IEHCTBOBATh CUCTEMA MEHEKMEHTa KauecTBa,
HO 33JJOKyMEHTUPOBaHa

d. YrpaieHue 10KyMEHTaMH SBJISIETCS COCTABHON YaCThi0 MCHEKMEHTA




[1K-4.3

OcyIiecTBiIIET ~ CTPATETHYECKOE IUIAHUPOBAHHE U
MMOCTPOCHHE TMPOIIECCOB CKAaHMPOBAHUS, BBOJIA U 00pabOTKH
JTAHHBIX B CUCTEME JIEKTPOHHOTO apXHBa

IIpakTuyeckoe 3a1anue Ne 2

1. TTonp3ysich mpeniaraeMbIMi UCTOYHUKAMH, COCTAaBUTh B BHJIE€ TaOJIUIIbI
mooenv oyenxu mpedosanuit I OCT P UCO 15489 no cobarodenuio npunyunos
HOIUMUKU 8 001aCcmU YNPABTIeHUs. OOKYMEHMAMU.

B niepBbIii cTOIOCI] BHOCUTCS [TUTATa U3 TEKCTA YKA3aHHOTO CTaHAApTa, T1Ie
oroBapuBaeTcs Ha3BaHHbIM B cronbne Ne 2 mpunnumn. llutara pomkHa
COINPOBOXKAATHCA TOYHOM CCHUIKOM.

B Tpertuii cronber; BHOCATCS Moka3aTenu (Ha3BaHUS AOKYMEHTOB W/WIU
3amuceld O TMPOW3BENEHHBIX JICUCTBUSAX), MO KOTOPHIM MOXKHO CYIUTh, YTO
JAHHBIA MPUHIMII COOJIIO/IaeTCS B XOJIe ympaBleHUs AokyMmeHTamu. Cremyet
IpoayMaTh W TOM00paTh KaK MOXKHO OOJIbIIEe KOJHMYECTBO BO3MOXKHBIX
JI0KA3aTeNbCTB, CBUACTENHCTB COOMIOICHUS KaKaoro npuHnumna. K nokazarensam
CIIETyeT OTHOCHUTh OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMI[ TIO COOJIFOJICHUIO
Ka)KJ0T0 MPUHIINIIA U OCHOBHBIE pe3ynbTaTel CY /1.

Bropoii cronber TabauIbl HE 3aNI0JHSAETCS U HE JOIMOJIHAETCS.

dopma Tabnuisl 1
Mooenv oyenxu coomeemcmeus mpebosanusim I OCT P UCO
15489-1-2007
1o cobn00eHUI0 NPUHYUNOE NOTUMUKY 8 001ACMU YNPABIeHUs

JoKyMeHmamu
ITonoxenue [TprHIMD [Tokaszarenu
cranaapta [OCT P COOIOICHHU S
NCO 15489 MIPUHIAIIA
(myHKT Ne
Ha3BaHUE)
1 2 3
[Tpunmn
SKOHOMUYECKON
11e71€CO00Pa3HOCTH
IIpuHnun yuera
OPraHU3aIMOHHON Cpebl
[Tpuanun
COOTBETCTBHS




HOPMaTUBHOM Ccpejie
[TpuHIMn
COOTBETCTBUS JCIIOBOM
JIeSITEIIbHOCTH

IIpakTuyeckoe 3a1anue Ne 2

2. Onupasicy Ha TpeboBanus crangapta 'OCT P UCO 15489, paspaborats
Mmooenv oyeHku kaxcoou xapakmepucmuku CY/].

JlaHHble crieyer 3aHeCTd B TaOJHILY.

B niepBbIii cTOJIOCI] BHOCUTCS ITUTATa U3 TEKCTA YKA3aHHOTO CTaHAApTa, TJIe
oroBapuBaeTcs Ha3zBaHHas B cronbue Ne 2 xapakrepuctuka CVY]I. Ilurara
JIOJ>KHA COITPOBOXKAATHCSA TOYHOM CCHUIKOM.

Bropoii cTonber TabauIbl HE 3aTIOTHSAETCS U HE JOTOIHAETCS.

B tperuii cronben BHOCATCS MOKa3aTedu (Ha3BaHHS JTOKYMEHTOB W/WIIU
3anucel 0 MPOU3BEECHHBIX ACHCTBUSX, IEPEUNCICHUE OCHOBHBIX PE3YJIbTATOB),
M0 KOTOPBIM MOKHO CyuTh, yTo CY ]I mocTturia TpeOyeMbIX XapaKTEPUCTHK.

B xadecTBe BCrlOMOraTeabHOTO UCTOYHHKA JJIs 3arOJHEeHHs cToaoma Ne 3
ayue ucnonszoBath [OCT P UCO 22310-2009 u T'OCT P MCO 30300-2015.

dopma Tabnuib 2
Mooenwv oyenxu coomeemcmeus mpeoosanusim I OCT P UCO
15489-1-2007
no coomeemcmesuio CYJ[ mpebosanusim cmanoapma

[Tonoxxexnue XapakTepucTUKU ITokaszarenu
craggapra [OCT P | CY][] COOTBETCTBHUA
NCO 15489 (myHkt Ne TpeOOBaHUAM
Y Ha3BaHUE) CTaHJlapTa

1 2 3

Hanexnocts CY/]

Ilenoctrocts CY /]

CooTtBeTcTBHE
CV]

KoMIIeKCHOCTD




CY]I

Cucremuocts CY ]|




0) Ilopsinoxk mpoBeaeHHs] MPOMEKYTOYHOW aTTeCTAMU, NMOKA3aTeJM W KPUTEPUH
OlleHUBAHMUS:

[IpomexyTouHas arTecTanus MO JUCHUIUIMHE «MexXIyHapoAHbIE CTaHIAPTHI
yIpaBJIeHUs] JOKYMEHTAIlMe M apXuBaMH» 3a4eT C OICHKOM BKIIOYAET OLIEHKY TEKYLIETO U
UTOTOBOT'O TECTUPOBAHUS, IPAKTUYECKUX JTOMAITHUX 3a/IlaHUM.

Kpurepun ouenku (6 coomeemcmeuu ¢ ghopmupyemvimu KOMHEMEHYUAMU U
NIAHUPYeMbIMU pe3yibmamamu 00yyeHus):

— HA OYEHKY «3aumeH0» — CMYyOeHm 00JIHCeH NOKA3AMmb NOPO208blll YPOGeHb 3HAHUU (Ha
VposHe 8ocnpouzgedeHuss U 00bACHEeHUs UHGOpMayul, UHMELIeKmM)albHble HABbIKU DeuleHUsl
NPOCMbIX 340a4);

— HA OYEeHKY «He 3aUmeHO0» — CMYOeHm He MOJcem NOKA3amb 3HAHUS HA YPOGHE
80CHpousBeOeHUss U O0OBACHEHUs UH@OpMAayUulU, He MOodCcem NoKA3amb UHMENIeKMYalbHble
HABbIKU peuleHUsl NPOCMbLX 3A0ay.

Ju¢depeHupoBaAHHAN OLEHKA BBICTABIISICTCS HA 3a4ETE C OLICHKOM B COOTBETCTBUU CO
CJIEYIOIIMM MPOLEHTHBIM COOTHOLICHHEM OT BBIIOJHEHHOTO 00beMa MPAKTUYECKUX 3a/laHui
TEKYIINX U HTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yAOBIETBOPUTEIBLHOY (3 Gaa)

75-90% - 3auTeHO «XxO0poIo» (4 6ana)

90-100% - 3auTeHO «OTIMYHOY (5 OaLIOB)

— HA OLIEHKY «He 3auTeHo» (2 6amna u 1 6amn)



Ipuioxkenue 3
MeToanyeckue yKazaHus JJIsl CAMOCTOSITEIbHOM PadoThI CTY1€HTOB

B mporecce BBIOTHEHHS CAaMOCTOSTENBHOW PAa0OTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPMHMMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpaisx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOSATENIBHO M3BJIEKask U3 HUX I0JIE3HbIE CBEIECHUS U
opopmisii MX B BHJE TE3MCOB, KOHCIEKTOB, CHUCTEMAaTH3UpPOBaTh MH(GOpPMAIMIO B BUJE
3aIl0JIHEHU TaOJIMILl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIAaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO B MHUCBMEHHOM TEKCTE;, aHAJIM3UPOBATH SIBJICHUS; OINPEAEIATH CBOIO
MO3HIIMIO K TTOJYYEHHBIM Ha 3aHATHUAX CBEICHUSAM, YETKO (pOpMYIIMpOBaTh €€; apryMEeHTHPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXICHMS; OCYILIECTBIATh CaMOAHAJIM3.
HeoOxonuMo y4yuThbCsl BIaJeTh YCTHOM M NMUCBMEHHOW PEuUbl0; BECTH JUAJIOT; y4acTBOBaTh B
JUCKYCCUM; PpacKpblBaTb COAEp)KaHUE M3yyaeMoil mpoOjaeMbl B MOHOJIOTUYECKOH peuw;
BBICTYIIaTh C COOOLIECHUSMHU U JIOKJIAZIaMU.

IloaroroBka k mNMpakTHYecKMM 3aHATHSAM. CeMHHAp — OJUMH W3 OCHOBHBIX BHJOB
IPAKTUYECKHUX 3aHATUN 110 TYMaHUTApHBIM AucuuiInHaM. OH MpeiHa3HayeH A1 yIiIyOJIeHHOTO
U3y4YeHHs OTIENBHBIX TeM M KypcoB. I1o ¢opme mpoBeneHusi ceMHUHApBI OOBIYHO TMPEACTABISIOT
co0oii perreHne 3aaa4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIOYAETCSI, IPEXK/IE BCETO, B OCBOEHUU TOTO TEOPETHUYECKOIO
MarepHaja, KOTOpbld BBIHOCUTCS Ha oOcykaeHue. Jias 3Toro Heo6XoaIuMO B MEPBYIO OYEpeb
HepevynTaTh KOHCIEKT JEKIMU WIN pa3zelbl yueOHHUKa, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKoMeHJOBAaHHOM JHUTEpaTypbl HEOOXOIUMO cHellaTh MaKCHUMalbHO
TBOPUYECKN — HE MPOCTO YKJIAAbIBas B MaMATb HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILUBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTa.

Ecnu cemunap mnpencraBieH [JOKJIaJaMH, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHHE JISXKUT Ha Jokiaquukax. Kak cienars 3To ycnemHo cMoTpuTe B paszene «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHUKOB CEMUHapa HE JOJDKHAa ObITh maccuBHOW. CTYIEHTHI,
IIPOCITylIaB AOKJAJ, 3alUCBIBAIOT KPATKO IJIABHOE €ro COACPKAHHME WM 33JA0T BBICTYHAIOLIEMY
yTOUHSAOLIME BorpocoB. UeM Oojiee 0OCHOBATENbHOM ObUIa JOMAIIHAS MMOATOTOBKA MO TEME, TEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS TBOpPYECKAs, CAMOCTOATEIbHAs MBICIb, JA€TCs BO3MOXKHOCTH  BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mno mnmaHy mnpencraBnger coOoi  3apaHee MOJATOTOBIEHHOE COBMECTHOE
00-Cy>KZIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 YUYaCTHUKOB. JTa (popma noTpeOyeT OT CTyJAEHTOB He
TOJIBKO XOpOILIEH CaMOCTOSITETbHOW MPOpPaObOTKH TEOPETHYECKOro Marepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTMBHOM JAMCKYCCHM: KPAaTKO, YETKO U SCHO (OPMYJIMPOBATH M H3Jaratb
CBOIO TOYKY 3pEHMs INEpel COKypPCHHKaMM, OTCTauBaTh IIO3ULMI0 B HAy4YHOM CIIOpE,
MIPUCOEANHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM yYaCTHUKAM.

Pedepar — camblii pocTOi U HaUMEHEe CaAMOCTOSITENbHBIA BHJI MMCbMEHHON PabOTHI.
CyTb €ro COCTOUT B KpPaTKOM H3JI0XKEHHH COJIEpKallMXCsS B Hay4YHOH JUTepaType B3IJIAI0B U
uaen o 3amanHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTA U HOBU3HBI. B HeM olleHuBaeTcs
YMEHHE CTyJleHTa paboTaTh C KHHUIOW: BBIACNATH M (POpMYIHpOBaTh MpoliemMy, OTOMpaTh
OCHOBHbBIE TE€3HCHl U BCIIOMOTaTeIbHbIE JAHHBIE, JIOTHYECKH BBICTpauBaTh MaTepHall, TpaMOTHO
0(OPMIIATh HayUHBIN TEKCT.



CrynenTtam npeayiaraeTcs JaBa Buja pedepatHeix padoT:

PedepupoBanue HayuyHOW JHUTEpaTyphl MPEICTABISAET COOOM COKPAILICHHOE H3IIOKEHHE
COJIepKAaHUsI CTaThU WMJM KHUTM C OCHOBHBIMHM CBEIEHUSMH W BBIBOJAMHU. Takue pedepars
aKTyaJbHBI TOTJIa, KOT/Ia B IOPUIMYECKAX MCTOYHHKAX MOSBISETCS HOBBIH TEOPETHUECKUH WU
NpakTUYeCKHid MaTepuan 1o wu3ydaemoir Tteme. Ot cTyaeHta TpeOyercsi, BHHMATEIBHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMAJIbHO TOYHO U MIOJTHO MEPEIaTh €ro cojepikaHue.
Jns storo uenecoobpazHo BbIOpaTh (opMy MOCHEIOBATENIHHOTO H3JIO0XKEHHUS MPOUYUTAHHOU
KHUTH, HE MCHSs e¢ OOIui IutaH W CTPYKTypy (TJaBbl, pa3ziensl, naparpadsl). Heooxomaumo
COXPAaHUTh JIOTMKY IIOBECTBOBAaHUS M IM03a0OTUTHCS O CBS3HOCTU TeKCTa. ABTOPCKHE,
OpPUTHMHAIBHBIE U HOBATOPCKWE MBICIM U WJCH JydIle NepeAaBaTh HE CBOMMH CIIOBaMH, a C
noMmoIipio uTHpoBanus. O0seM pedepara OyneT OmpenensaThes COACpKaHHEM HCTOYHUKA, a
TaK)Ke €ro Hay4HOH M IpaKkTU4YecKoi 1eHHocThio. Ho B 11000M ciyuae mpenrnodreHue oTAaeTcs
KPaTKOCTH U JIJAKOHMYHOCTH, YMEHHUIO OTOMPATh TIIAaBHOE U OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Teme  mpencrtaBisier 0030p HAyYHBIX B3MVISJIOB M KOHLEMIMUH IO
po0JIEMHOMY BOIIPOCY B M3y4aeMOi TeMe.

- Ecniu Bam mpenmnokeHa Tema Takoro pedepara Ha BBHIOOP, TO MPEANOYTEHHUE CIEAYEeT
OTJIaTh TOM, KOTOpasi AJis1 Bac MHTepecHa WiK 3HakoMa. OHa He JTOJKHA ObITh OYEHb CIOKHOM U
00BEMHOM, B IPOTUBHOM ciy4ae pedepar Oy1eT HaloOMUHATh KypCOBYIO paboTy.

- Hnsa moarotoBku pedepara CTyA€HTY HEOOXOIMMO CamMOMy WIH C YYacTHEM
npenoiaBarelis nojaoopark UCTOUYHUKH UHpopMmaruu. Crenyer mo3aboTUThCs, YTOOBI B BallleM
CIHCKE OKAa3aJMCh HE CIlIydailHble, a [EeHHbIe B HMH()OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIMIOJTHUTH paboTy, OOpaTUBIINCH U K OJHOMY MCTOYHHKY — IOCOOHMIO, MOHOTpaduH,
uccienoanuio. Ho mydiie, eciiu Bbl 00paTuTECh K JBYM-TPEM HAYUHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOIEMY C HECKOJIBKIX TOUEK 3PEHUS M BBICKA3aTh TUYHBIE IPEATIOYTCHHUS.

- OHUM U3 IJIaBHBIX KPUTEPUEB OLIEHKU pedepara OyJeT COOTBETCTBHUE €r0 COACP KaHUS
3agBleHHONM TeMme. [l 3Toro Oerjgo O3HAKOMHUBIIMCH C IE€PBOMCTOYHHKAMHU COCTAaBbTE
MpeABapUTENIbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPHUHIIUIUAIBHO BaKHbBIC
MOMEHTBI U 3Tarbl ocBenieHus npoodiemsl. [locie Toro, kak y Bac mosBsITcs pabouune 3arucH 1o
pe3yibTaTaM M3Y4eHHUs HAydyHOW IUTEparypbl W oOmmMpHas MHPOpPMALUS MO TEME B IEIIOM,
MOXXHO OyJeT CKOppeKTUpoBaTh oOmui miaaH pedepara. Crapaiitech mpu padboTe HaJg HUM
THIATENTFHO M30aBIATHCS OT «HM3JIMIIECTBY»: BCAKOTO poja abCTPaKTHBIX PacCyKICHH,
Ype3MEPHBIX MOAPOOHOCTEH M MHOTOUUCIIEHHBIX NMPUMEPOB, KOTOPbIE «Pa3MbIBAIOT» TEMY HIIU
YBOZAT OT HEE.

CrpykTypa pedepara BKIO4aeT B ceOs BBeJCHHE, OCHOBHYIO 4acTh U 3akitoyeHue. Bo
BBEJICHUU (POPMYJIUPYIOTCA LENM W 3aJaud paldoThl, €€ akKkTyaJbHOCTb. OCHOBHasi 4acTh
NpeCTaBIsIeT COO0M MOCIeI0BaTEebHOE U apTyMEHTHPOBAHHOE M3JIOKEHUE PA3JIMYHBIX TOUYEK
3peHusi Ha TpoOJeMy, ee aHajau3, MpeanojaraeMple MyTH pelieHus. 3aKiIrdeHue o0oOmaer
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET TMEPCIEKTUBBI NANTbHEHIIEro HccieqoBanusl TeMbl. Ecium
pedepar nocraToyHo 0OBEMEH, TO MOTpedyeTcs pas3/eleHHue TEeKCTa Ha pasjeisl (TJIaBbl,
naparpadsl). mrocTpaTuBHBIN MaTepuan — TaOJIUIIbI, CXeMBI, TpaUKu — MOTYT pacriojaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak ¥ B pazfene «lIpumoxeHue».

O06mwem pedepara 3aBUCUT OT IIeJIeH U 3ajay, perraeMslx B pabote — oT 5 10 20 cTpaHuI
MAIIMHOIIMCHOTO TEeKCTa 4Yepe3 JBa WHTepBaia. Ecim B 3aaHWM, BBITAHHOM IIPETIOIaBaTEIIeM
00BEM HE OrOBapUBACTCSI, TO CIEAYET HCXOAUTh U3 Pa3yMHOH IIeTIeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM MOPSAKE Pa3MEMIAOTCS TUTYJBHBIA JIUCT, TUIAH WA
OTJIaBJICHHE Pa0OTHI, @ TAKXKE CITUCOK UCTIOIH3yEeMOM JTUTEPATYPHI.



OO6bpuHO pedepar MOXKET 3aYMTHIBACTCS KaK MHUChMEHHas paboTa, HO HEKOTOPHIC
NpenoJiaBaTeNI MPAaKTUKYIOT MyOJMYHYI0 3alMTy pedeparoB WM HX «O3ByYHMBAaHUE» Ha
CCMUHAPCKUX 3aHATHAX. B sTom cjiydac HGO6XOHI/IMO MMPUITIOKUTH OOIOJHUTCIBHBIC YCUIIUS IJIA
MOJITOTOBKH MyOJMYHOTO BRICTYIUICHHUS IO MaTepuaiam pedepaTHoi paboTHI.

IIpe3eHTanmusi — COBPEMEHHBIA CIOCOO YCTHOTO WM MHCHBMEHHOTO MPEICTaBICHUS
UH(POPMAIIUHU C UCTIOIH30BAHUEM MYJIbTUMETUIHHBIX TEXHOJIOTHIA.

Cy1ecTByeT HECKOJIbKO BAPUAHTOB IPE3CHTAILINH.

. IIpe3eHTanus ¢ BBICTYIUICHUEM JOKJIAIUUKa
. IIpe3eHTanys ¢ KOMMEHTapUsAMU JOKIAUUKa
. IIpesenTanmst  mas  CaMOCTOSITENIBHOTO — IIPOCMOTpa,  KOTOpas ~ MOXET

JIEMOHCTPHPOBATHCS TIepe/1 ayIUTOpUeit 06e3 yuacTus JOKIa 4HKa.
ITonroToBka mpe3eHTaly BKIOYAET B €051 HECKOJIBKO 3TaIlOB:

1. IInanupoBaHue Npe3eHTaIuN
OT 0TBETOB HA 3TH BOMPOCHI OyAET 3aBUCETh BCE OCTPOCHUE PE3CHTALIUU:

J KaKOBO TPEAHA3HAYCHHE W CMBICT MPE3CHTAIH (JIEMOHCTpAIHs PE3yIbTaTOB
HaY4YHOH paboThl, 3aIUTa JUITIOMHOTO MTPOEKTA U T.1I.);

J KaKyl0 pojb OyJeT BBIIOJNHATH TPE3CHTAMS B XOJE€ BBICTYIUICHHS
(compoBOXk/IeHHE JJOKJIA/1a WK €r0 UILTIOCTPAaLus);

o KaKOBa 11eJ1b Npe3eHTaluu (MHPOpMHUpOBaHUE, yOeXKIeHHe NI aHATIU3);

o Ha Kakoe BpeMs paccuMTaHa Ipe3eHTanus (KopoTtkoe - 5-10 MuHYT wuiau
IPOJODKUTENBHOE - 15-20 MUHYT);

J KaKoOB pa3Mep M cocTaB 3pHuTeibckoi ayautopuu (10-15 gwenmosexk mmm 80-100;

IPEernoJIaBaTesu, CTYCHThl WM CMELLICHHAs Ay JUTOPUS).
2. CtpykTypupoBaHue HHPOpMauu

J B TpPE3CHTAIlMM HE JOJDKHA ObITh MeHee 10 cmaiifioB, a obmiee MX KOJIMYECTBO
npesbimaTh 20 - 25.

o OCHOBHBIMHM TPUHLUUIAMH HpPU COCTABIECHUM MPE3CHTAMM JOJDKHBI OBITH
SICHOCTB, HATJISHOCTb, JIOTHYHOCTH 1 3aTIOMUHAEMOCTB;

. MPe3CHTAIMsI JOJDKHA UMETh CLIEHApUH M YETKYIO CTPYKTYpY, B KOTOpPOH OyayT
OTpa’keHbl BCE MPUUYUHHO-CIIC/ICTBEHHBIE CBSI3H,

o paboTa HajJ Npe3eHTalMedl HauWHAeTCs IOCie THIATEIbHOTO OOJYMBIBaHUS H

HalMCaHWsl TEKCTa JOKJaZa, KOTOPbIH HEOOXOIMMO pa30UTh HAa (parMeHThl U 00O03HAYUTh
CBSI3aHHBIE C K&K/JBIM U3 HUX 337a4U U IEHCTBUS;

. HEepBbIM IIar — 3TO ONpeAeieHHe IJIaBHOM HuAeH, BOKPYI KOTOpOH Oyner
CTPOUTHCS MPE3EHTALUS;
J yacTb HMH(OpPMALMM MOXKHO TE€PEBECTH B JBa THUIA HAIJSAIHBIX IOCOOMH:

TEKCTOBBIE, KOTOPBIE MOMOTYT CIyIIATENsIM CIEIUTh 32 XOJOM DPa3BEPTHIBAHUS APTYMEHTOB U
rpadguyeckre, KOTOpble WJUIIOCTPUPYIOT TJaBHbIE€ IYHKTHl BBICTYIJIEHUSS U  CO3/al0T
HMOIIMOHAIIbHEIE 00pa3kI.

o CIOXKETBl TPE3CHTAIMd MOTYT pPa3bsCHATh WM WJUTIOCTPUPOBATH OCHOBHBIE
MIOJIOKESHHS JOKJIa/1a B CAMBIX pa3HOOOpa3HBIX BapHAHTAX.

OdeHb BaXHO HAWTH TPABWIBHBIM OamaHc MeEXAY peublo JOKJIaa4uKa |
CONPOBOXKAAIOIIUMH €€ MYJIbTUMEININHBIMU 3JIEMEHTAMMU.

Jlist 3TOT0 11eIeco00pa3Ho:

o OTIPEIeNIUTh, YTO OyAeT MPEACTaBIEHO HAa KAXKIOM claiiie, uTo OyAeT B 9TO Bpemst
TOBOPUTKCS, KaK OyJIeT CAETaH Mepexo/] K CIeIyIoIeMy ClIaiay;

L CaMbI€ BAXXHBIC UACU U MBICIIN OTPa3vuTh U HA Cﬂaﬁﬂax " IIPOU3HECTU CJIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — JIM0O0 coBaMH, JTHO0 Ha claiiax;

o uH(pOpMaIIMIO Ha CllaliflaXx MPEACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYMAIOIIETO, a HE HA000POT;



o JUISL pa3bsiCHEHHUS TMOJIOXKEHUN JIOKJIa/la UCIIO0Nb30BaTh Pa3Hble BUJIBI CIIAWJIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ JrarpaMMaMH;

. mo0asi Mpe3eHTausl JOJDKHA MMETh COOCTBEHHYIO JIpamMaTypruio, B KOTOPOH
€CTb:

«3aBsi3Ka» - MPOOYKJIEHUE WHTEpeca ayJIMTOPUHN K TEME COOOIICHUS (SIPKUM HarJIsiTHbII

npumMep);

«Pa3BHUTHE» - IEMOHCTPAIUSI OCHOBHON HH(OPMAIUH B JIOTHUECKOH IMOCIICIOBATETLHOCTH
(uepenoBaHUE TEKCTOBBIX U IPAPUUCCKUX CIIANJIOB);

«KyITbMUHAIUSD» - TPEACTABICHUE CaMoOro TJaBHOTO, HOBOTO, HEOKUIAHHOTO
(3MOLIMOHAIEHBIN pEYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pasBsi3ka» - popMyTMpOBaHUE BHIBOJAOB MM MPAKTUICCKUX PEKOMEHIAIUHN (BHUACOPS).

3. OdopmieHue npe3eHTauu

OdopmiieHne nmpe3eHTay BKIIOYaeT B ce0s1 ClIeAYIONIYI0 0053aTelIbHY0 HH(POPMALIHIO:

TUTyIBHBIN TUCT

- IPEJICTABISAECT TEMY JOKJIa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3al[UTe KypCOBOM WJIM AMIUIOMHON pPabOThI yKa3blBaeT (PaMUIMIO M HWHUIIUAJIBI
HAy4YHOT'0 PyKOBOJUTEJIS WM OpraHU3aluy;

- Ha KoH(epeHuusAX 0003HaYaCT ATy U Ha3BaHUE KOH(EPEHINH.

[Inan BeICTYILIEHUSA

- (hopMyupyeT OCHOBHOE cofiep)kaHue Jlokiazna (3-4 myHKTa);

- (huKcupyeT NopsAI0K U3I0KEHU HHPOPMALINY;

ConeprkaHue pe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMAIHIO;

- WUTFOCTPUPYET OCHOBHBIE ITYHKTBI COOOILIEHUS;

- MOXKET IIPEJICTaBISATh CAMOCTOATEIbHBIN BapHAHT JJOKJIA/a;

3aBepiieHne

- 0000111a€eT, MOABOIUT UTOTH, CYMMHPYET HH(POPMAIIHIO;

- MO>KET BKJIFOUATh CIIMCOK JIMTEPATYPhI K TOKIaNY;

- COJIEPKUT CJI0Ba 0J1aro/JapHOCTH ayAUTOPUH.

4. Jln3aitH npe3eHTauuu

TexcroBoe oopmienue

o He cTouT 3amonHsATh cnaii CIMMIKOM OOJBIIMM 00beMOM MH(OpMAINH - JTydIle
BCEro 3allOMHHAaI0TCs He Oosiee 3-X (pakToB, BEIBOJIOB, ONPEIEICHHIM.

J OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

. Kopotkue ¢pasbl 3anmoMuHarOTCS BH3yalnbHO Jiydmie. [ITyHKTBI TiepedHedl He
JIOJDKHBI ITPEBBIIIATH JIBYX CTPOK Ha (pa3y.

o Haubonpmas 3¢ (ekTHBHOCTh JOCTUraeTcsi TOrJa, KOrJa KIIIOYEBbIE ITyHKTHI
0TOOpaKaIOTCS 10 OTHOMY Ha KaXK/IOM OTJIEITBHOM ClIaijie

. Ecin TekcT cocToMT M3 HECKOJNBKMX a03aleB, TO HEOOXOJUMO YCTaHOBHUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX 1y a03alamH.

o KnroueBbie croBa B nH(GOpMAIIMOHHOM OJIOKE BBIIENAIOTCS LIBETOM, IIPU(TOM HITH
KOMITO3UITOHHO.

o Wudopmanuio TpeArnmodTuTeNIbHEe pacroyiaraTh TOPU30HTAJIbHO, Hamboee
Ba)XHYIO - B IICHTPE YKpaHa.

o He crnenyer 3moynoTpeOisiTh OONBIIMM KOJMYECTBOM TIPEJIOTOB, HAapEUWH,
npusaraTeIbHbIX, BBOJHBIX CJIOB.

o [udpoBbie MaTepualbl Jydlle NPEACTaBUTh B BHJE I'padUKOB U JHarpamm —
TaOIUIIBI ¢ HU(PPOBBIMU JTaHHBIMHU HA CJIaiiic BOCTIPUHUMAIOTCS TIIOXO.

. HeoOxoaumo oO6paTuTh BHUMaHHE HA IPaMOTHOCTh HamucaHus Tekcta. Ommoku

BO BCChb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHUC



[pudroBoe opopmieHue

o [Ipudter 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jerde, 4eM rpoTECKH.
Henb3st cMemmBaTh pa3ianyHble TUITBI IIPUGTOB B OJHON MPE3EHTALINH.

J HIpudroBoii KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pa3Mepa HpudTa, ero
TOJILIMHBI, HauepTaHus, (POPMBbI, HAIIPABJICHUS U 1[BETA;

. Jlns 3arosoBka romutcs pasMep mpudra 24-54 myHkTa, a s Tekcra - 18-36
IIYHKTOB.

o Kypcus, noguepkuBanue, UPHBINA MPHU(T UCTIONB3YIOTCS OIPAaHUYCHHO, TOIBKO
JUTSL CMBICIIOBOTO BBbIJIeNIeHUs (DparMEHTOB TEKCTA.

J J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHTYIOTCS POMHUCHBIE OYKBBHI.

[{BeToBOE OopMIIEHHE

J Ha ognom cnaiine He ucmonb3yercst 0ojiee Tpex LBETOB: (POH, 3aroJI0BOK, TEKCT.

J L{BeT mpudTa u nBer GpoHa TOKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTAThCA, HO HE pe3aTh IJiasa.

o s pona npeanoyTUTENbHEE XOJIOAHBIE TOHA.

o CymiecTByIoT He couyeTaemble KOMOMHaNUU 1[BeToB. OO0 3TOM MOXKHO Y3HATh B
CIICLIMAIbHOM JIUTEPATYpE.

. UepHblil 11IBET MMeET HEraTUBHBIM (MpayHbli) moAaTeKCT. benblii Ha depHOM
YUTACTCS III0XO.

. Ecnu npesenTarmst 60JbInas, TO €CTh CMBICT Pa3/IeuTh €€ Ha YacTh C MOMOIIBIO
[[BETa — Pa3HBbIN [[BET CIOCOOEH CO3/AaBaTh Pa3Hblil SMOIMOHATBHBINA HACTPOA.

o Henb3s BbIOUpaTh QOH, KOTOPBIN COAEPIKUT AKTUBHBINA PUCYHOK.

Kommosurmonnoe oopmieHue

o Cnenyer coOmtomath eauHbli CTWiIb odopmiieHus. OH MOXET BKJIIOYATh
ornpeeeHHbI MPUQT (TapHUTYpa U 1BET), (JOH 1BeTa Uiu (DOHOBBIA PUCYHOK, IEKOPATUBHBIN
3JIEMEHT HeOOJIBIIOro pa3mMepa u T.1.

o He npuemiemsl cTUIIM, KOTOpbIe OYAYyT OTBJIEKATh OT MPE3EeHTAIUH.

o KpymHble 00bEKThI B KOMIIO3UILIUU CMOTPSITCSI HEBAXKHO.

. BcnomorarensHass  uHpopMmanus  (yOpapisiollMe  KHONKW) HE  JOJDKHA
npeo0iagaTh HaJ OCHOBHOMU (TEKCTOM M MJUTIOCTpaLueil).

o s cepbe3HOll mpe3eHTanuy OTOMpPAOTCs MIA0JIOHBI, BBIIIOJHEHHBIE B JEJIOBOM

CTHJIE.
Anumarmonnoe oopmieHue

J OcHoBHasi pojib aHMMAllUM — JO3UPOBaHUS HHPOpMAUU. AyAUTOpHUS, Kak
MpaBUIIO, Jydllle BOCIPUHUMAEeT WH(OPMALUIO TOPUHUSIMH, HEOOJIBIIUMU 3PUTEIBHBIMU
dparmeHTamMH.

J AHUMAITUS UCTONB3YeTCS JUISl TIPUBJICUYCHUS BHUMAHUS WIH JEMOHCTPAIHH
pa3BUTHSL KAaKOTro-JIMO0 mpoliecca

. He ctout 3moynotpe6niars aHuMaImoHHBIME 3 QeKTamu, KOTOPhIE OTBICKAIOT OT
COJIepKaHUs WIIH YTOMIISIOT TJIa3a YMTAOIIETO.

. Oco0eHHO HEXeNnaTeTbHO YacTOe WCIIOJIb30BAaHWE TaKUX aHUMAI[MOHHBIX
3¢ (PeKxToB KaKk BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE TOSIBJICHUE TEKCTA.

3ByKoBO€ 0popMIICHHE

J My3bIKaJIbHOE CONPOBOXKJIEHUE IPU3BAHO OTPA3UTh CYThb WM IOAYEPKHYTH
0COOEHHOCTH TEMBI Cllaiiia MM BCel NMpe3eHTalluH, CO3/aTh ONpPEIETIeHHBIH 3MOIMOHATBHBIN
HAaCTpOM.

J My3bIKy 1enecooO0pa3HO BKIIOYaTh TOTJa, KOrjga mpe3eHTauus uaer 06e3
CJIOBECHOT'O COIIPOBOK/IEHUS.
o 3BYKOBOE COMPOBOKICHUE UCTIOIB3YETCS TOJIBKO MO HEOOXOIUMOCTH, TIOCKOJIBKY

Jaxe (bOHOBaH TUXad My3bIKa CO31aCT U3JIMIITHUN IIyM U MEIIACT BOCIIPUATHUIO COLACPIKAHU.



J Heo6xoanMo BBIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
CIIyIaTeneM, HO He ObLT OTTyIIUTEbHBIM.
I'paduueckoe opopmiaeHune

. Pucynku, ¢ororpadum, pauarpamMmbl TPU3BAaHBI  JOMOJHUTH  TEKCTOBYIO
uH(OpMAIHIO WK TIepeaaTh e€ B 0ojiee HarJIsAHOM BH/IC.

. Henb3st npencTaBisiTh pUCYHKH M (OTO IJIOXOT0 Ka4eCTBa MJIM C MCKaKCHHBIMU
[PONOPLIUAMH.

J XKenarensHo, 4YTOOBI U300pakeHHE OBUIO HE CTOJIBKO (POHOM, CKOJIBKO
WUTIOCTPALMeH, PaBHOIM IO CMBICIYy CaMOMY TEKCTY, YTOObI NOMOYb I10-HOBOMY IOHSTH H
PACKpBITH €ro.

J Crnenyer m30eraTb HEKOPPEKTHBIX HIUIIOCTPALUH, KOTOpPHIE HENPAaBUIBHO HITH
JIBYCMBICJICHHO OTPa)Kat0T CMBICII HHPOPMALIUH.
J Heo6xonuMo 1mo3a00TUTBCS O PaBHOMEPHOM M PAIlOHAIBHOM HCIOJIb30BAHUU

IIPOCTPAHCTBA HA CJIaiJie: €CIM TEKCT IMEPBUYCH, TO TEKCTOBOM ()parMEHT pa3MeIaeTcs B JIECBOM
BEPXHEM YTITy, a rpauecKuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

. WnmocTpaniii - peKOMEHIYEeTCS  COMPOBOXKIATh  MMOSCHUTEIBHBIM — TEKCTOM.
[Moanucu K KapTHHKAM JIy4YIlEe BBITOJIHITH COOKY HMJIM CHHU3Y, €CJIM 3TO TOJBKO HE Ha3BaHUE
caMoro ciamima.

. Eciu rpadudeckoe m3o0pakeHHEe WCIONB3yeTcs B KadecTBe ()OHA, TO TCKCT HA
3TOM (DOHE JTOJDKEH OBITh XOPOIIIO YUTACM.

TaOnuipl ¥ CXEMBI

o He crout BCTaBIATH B Npe3eHTALUIO OOJbLIME TAOIUIBI — OHU TPYIHBI IS
BocrpusThs. Jlydine 3aMeHUTh uX rpaduKkamMu, MOCTPOCHHBIMHA HAa OCHOBE 3THUX TAOJHII.

J Ecnu Bce ke TabnuIly MoKaszaTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK H CTOJIOIIOB, 0TOOPAB U Pa3MECTHB TOJILKO CAMbIE Ba)KHbIC JaHHEIE.

J [lpr mcnonbp30BaHMU CXEM Ha claiinax HeoOXOAMMO BBIPOBHATH PSIbI OJIOKOB
CXEMBI, pacCTOSIHHE MeXJ1y OJoKaMH, JOO0aBUTh COEAMHUTENbHBIE CXEMbl TNPU MOMOIIU
UHCTPYMEHTOB ABTOQUTYD,

J [Ipy co3maHuMK cXeM HY)KHO YYUTBIBATH CBSI3b MEXKIY COCTaBHBIMHM YacTAMU
CXEMBI: €CIIM OHM PaBHO3HAYHBI, TO 3aMOJHSAIOTCS OJTHUM HIPUGPTOM, (POHOM U TEKCTOM, €CIIH €CTh
nepBocTeneHHass HWHQoOpManus, TO OHA BBIACIAETCS OCOOBIM CHOCOOOM C IOMOIIbIO
OpraHU3aLMOHHBIX TUArPaMM.

Aynauno- 1 BuseoopopmiieHre

o Buneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BAaHBI MOJHOCTBIO HIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPbIE IPECIIEIYIOTCS.

. [TponomxutensHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenTta
— 4-6 MUHYT.

o Henb3st ucnonb3oBaTh JBa (MiIbMa Ha OJHOM MEpPONPUSATHH, HO IOKa3aTh

(bparMeHTs! U3 ABYX (PUIHMOB BIOJIHE BO3MOXKHO.

IHoaroroBka Kk 3a4éty. [ OTOBUTHCS K 3a4€TY HYKHO 3apaHee U B HECKOJIBKO ATanoB. J{is
3TOrO:

. ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y IOCIE 3aHATHH. DTO IOMOXET
p3306paTI)CSI C HCIMMOHATHBIMHW MOMCEHTAMH JICKIIUHU Y BO3HUKIIMMHU BOITPOCAMH, ITOKa CIIC JICKIHA
CBEXKa B ITAMSATH.

. berno npocmaTtpuBaiiTeé KOHCHEKTHI O Hayajga CIEAYIOIIEro 3aHATHA. JTO
IMMO3BOJIUT «OCBCKUTH» MNPCABIAYIIYIO JICKOWUIO W IIOATOTOBUTHCA K BOCIIPUATHIO HOBOI'O
Marepuana.

. Kaxayro Henemno oTBoAUTE BpeMsI U1l IOBTOPEHUS TPONHEHHOIO MaTepraia.

HGHOCPGHCTBGHHO IIpU MMOATOTOBKE:

L YHOPSI)IO'-II)TC CBOM KOHCIICKTHI, 3aIlMCH, 3a1aHu1.



. [TpukuHBTE BpeMs, HEOOXOAMMOE BaM JJisi TIOBTOPEHUS KaXKIoW dacTu (0Joka)
MaTrepuaia, BBIHOCUMOTO Ha 3a4er.

J CocraBbTe pacicaHMe ¢ yU€TOM CKOPOCTH IIOBTOPEHUS MaTepuaa, sl 4ero

. Paznenure Bompochl g 3au€ra Ha 3HAKOMble (MO JIEKIIMOHHOMY KYpCY,
ceMHUHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHHUS U HOBBIE, KOTOPbHIE
MPUAETCS OCBaMBATh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOII0 BaM U3BECTHBIX U 3aKPEIIUTE UX C
MOMOUIbI0 KOHCIEKTa M y4eOHUKA. 3aTeM MOMOJHUTE CBOM TEOpeTHUECKUH Oara’k HOBBIMU
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

. [IpaBUABHO HCMONB3YHTE KOHCYJbTALIUHU, KOTOpHIE MPOBOAUT IIPEMOJIaBATENb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Mokere
MOJIYYUTh Pa3bICHEHHE 10 TTOBOY CJIOKHBIX, HE JJO KOHIIA MOHATHIX TEM, HO HE PACCUUTHIBANTE
BO BpeMs KOHCYJIbTAI[MU Ha HCYEPIIBIBAIOIIYI0 HH(OPMALIUK MO COAEPKAHUIO BCETO Kypca.



