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Pabouas mporpamma cocrtasiiena Ha ocHoe @®I'OC BO - 6akanaBpuar 10 HalpaBlIeHHIO
noaroroBky 46.03.02 JIOKyMEHTOBEIEHHE W apXUBOBeIeHHe (Iprka3 MunoOpHayku Poccnn ot
29.10.2020 . Ne 1343)

PaGouas TmporpaMMa paccMoTpeHa M OIO0peHa Ha ~3acelaHWH  Kajeapsl
INenaroru4eckoro 06pa3oBaHus U JOKYMEHTOBEICHHS i )

15.02.2024, nmpotoxon Ne 6

3as. xadenpoi C.C. Benukanosa

Pa6ouas mporpamma onobpeHa MeToxmaeckoi Komuccuey/ UII'O
20.02.2024 r. mpotoxon Ne 7 ’
Ipencenarens A JI.H. CannukoBa
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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpena, o0cykaeHa u ojgo0opena s peanusaruu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanuzanuu B 2026 - 2027
yueOHOM roay Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadempoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acemanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamszanuu B 2028 - 2029
y4eOHOM roy Ha 3acemannu kaeapsl Ileqarornueckoro oOpa3oBaHus U JOKYMEHTOBEICHHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzanuu B 2029 - 2030
yueOHOM roy Ha 3aceqanuu kageapsl Ilemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom ot 20 1. Ne

3aB. kadenpoii C.C. Benukanoa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 3HAKOMCTBO CTYJICHTOB C TPeOOBaHUSIMH MEXIyHAPOIHBIX CTAaHIAPTOB K YIPABICHUIO
JOKYMEHTAIlMell M apXWBaMH OpraHu3anud (JOKYMEHTAIBHBIM H apXWBHBIM (HOHIAMHU), K
OpraHu3ay padoThl CIIyKObI yIpaBiIeHHs JOKYMEHTaMH U apXUBHOTO XpaHEHUS! JOKYMEHTOB;
3HAKOMCTBO C OTEYECTBEHHBIM U 3apyOeKHBIM OIBITOM mpuMeHeHHus ctanmaptoB MCO mpu
OyMa)KHOM, 3JIEKTPOHHOM U CMEIIAaHHOM JIOKYMEHTOO000pOTE OpraHU3al[Hii.

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

Jucuunnuaa MeXayHapoaHble CTaHJIapThl YIpPaBiICHUS JOKYMEHTAaUUeld M apXUBaMHU
BXOJIUT B 4acTh y4eOHOro IaHa GOPMUPYEMYIO YYACTHUKAMH OOpa30BaTEIBbHBIX OTHOIICHUMN
00pa3oBaTeNbHOI TPOrPaMMBI.

Jns  u3ydeHus ~ JUCUUIUIMHBI  HEOOXOJIMMBbI  3HaHUA  (YMEHMS,  BJAJCHHS),
c(hOpMUPOBAHHBIE B Pe3YJIbTaTe U3yUCHUS TUCIUILINH/ IPAKTUK:

MonenrpoBaHue CUCTEM JOKYMEHTAI[MU OpraHu3aluu

JlokyMeHTaIMoHHOE 00ecledeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

NudopmaninoHHble TEXHOJIOTUH B JOKYMEHTOBEICHUH U ApXUBHOM JIejIe

[IpoekTHas AeATETbHOCTD

[IpakTuKyM 10 COCTABIEHUIO U OPOPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

OO0paboTkH 1 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIIUU

KondunennuansHoe neIonpon3BoCTBO

NudopmaininoHHbie pecypchl KaApOBOM CITYKOBI

J1enornpon3BoICTBO KOMMEPUYECKUX TTPEATNPUATUN

BrruncnuTenbHas TeXHUKAa U MPOTPAMMHUPOBAHUE B JIOKYMEHTALIMOHHOM OOECTIeueHUU
YIPABJICHUS U apXUBaxX

JIOKYMEHTBI ¥ JOKYMEHTOOOOPOT B OyXTaNTepCKOM Y4eTe

AJMUHUCTPUPOBaHKE paOOTHI C IEPCOHAIBHBIMU JAHHBIMU

JIoKyMEeHTHUPOBAaHHE AEATEIbHOCTH HErOCYAapCTBEHHBIX OpraHU3alui

Nudopmannonnoe obecrieueHrne ypaBieHHUs

NudopmannonHple TEXHOJIOTHH B JIOKYMEHTAIIMOHHOM OOECTICYEHUH YIMPaBICHUS U
apXUBHOM JieJie

Oprann3zanoHHO-UH(POPMAIIMOHHOE 00eCTIeYeHHE eATeTbHOCTH PYKOBOIUTES

[IpoekTHass JAeATENBLHOCTh MO JOKYMEHTAllMOHHOMY OOECIEYeHHIO YIpaBICHUS
OpraHu3aruen

[Tpoun3BocTBEHHAS - MPOCKTHAS TIPAKTUKA

CrnennanbHble CUCTEMBI YYETHOM TOKYMEHTAUU

VYrpaBneHue 3JeKTPOHHBIMH apXHUBaMU

JlokyMeHTOBEICHHE

[IpoexTupoBaHue ynpaBieHUECKON JOKyMEHTAIIUU OPraHU3alun

[Ipon3BoaCTBEHHAS - MPAKTHKA MO MOJYYCHHIO TPO()ECCHOHATBHBIX YMEHUN M OMBITA
npohecCHOHANBHOM AeITeTbHOCTH

3HaHus (YMEHUs, BIAAEHUS), MMOTYYCHHbIE MMPU U3YYCHUU TAHHOW TUCIHUIUIMHBI OyIyT
HEOOXOIUMBI JJISI U3YICHUS TUCIUTUTAH/TIPAKTHK:

JIOKYMEHTBI ¥ JOKYMEHTOOOO0POT B OyXTaJaTepCKOM yueTe

JIoKkyMeHTHUPOBaHUE AEATEIbHOCTH HETOCYAapCTBEHHBIX OpraHU3aluii

JIOKyMEHTAIlMOHHOE ~ OOECTICUeHHE YIPABJICHHUS Ha MPEANPHATHSIX  Pa3IAYHBIX
OpTraHU3aIMOHHO-TIPABOBBIX POpM

Jlenonpoun3BoACTBO MYHULIUITATIBHBIX YUPEXKICHUI

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

[Ipoun3BoaCTBEHHAS — IPEAIUIIIIOMHAS MPAKTHKA



HNudopmannonnoe odecrieyeHne ynpaBieHus
Opranu3anys 1 TEXHOJIOTUS JOKYMEHTAI[HIOHHOTO 00ECIICUCHHUS YIIPaBICHUS
[IpoekTHast JAEATENBHOCTH IO JOKYMEHTAI[HOHHOMY OOECIICYCHUIO  YIPABICHHS

Oopranu3amuen

VYnpaBieHue 31eKTPOHHBIMU apXUBAMU
[Ipon3BoicTBEHHAS - IPOEKTHAS IPAKTHKA
JIOKyMeHTalusi 1O COLUAIbHO-IICUXOJOTMYECKOMY PpEryJIMpOBaHUIO B TPYIOBBIX

KOJIJICKTUBAXx

JIOKyMEHTallMOHHOE 00eCIIeUYeHHE AEATEIbHOCTH OPraHOB MECTHOTO CAMOYIIPABICHUS U
MYHHULIMIIAJIbHBIX OpraHu3anui

KondunennuanbHoe 1e10npon3BoCTBO

[TonroToBka K Mporeaype 3aliThl U 3alI1Ta BHITYCKHOW KBATH()PUKALIMOHHOM pabOThI

3 KomnereHnnu o0y4aoiierocs, popMupyemMbie B pe3yabTaTe 0CBOEHUsI

AMCHUIIMHBI (MOYJIS1) M IIJIAHUPYEMbIE Pe3yJbTAThl 00y4eHUs

B pesynbrare ocBoeHHA OUCHUILUIMHBI (Moayns) «MeXIyHapoaHble CTaHAApTHI
YIOpaBJICHUS JOKYMEHTAIlMeH W apXuBaMu» OOydYaroIIMiics AOKEH o0JagaTh CIeAYIOIIUMU

KOMIICTCHLUAMMU

Kon unaukaropa

Nuaukartop 10CTHKEHUS KOMIIETEHIUN

I1K-2 Crioco0eH OCYIIeCTBIATh IOKYMEHTAIIMOHHOE 00CCTICUCHHE YITPABIICHHS OpPraHu3aIuei

[1K-2.1 Opranuszyer W periiaMeHTUPYET JOKYMEHTHPOBAHUE YIIPaBICHUYECKOM
JICSITeIbHOCTH B OpraHU3alUH

[1K-2.2 OpraHu3yeT u perJiaMeHTHPYET TOKYMEHTOO00pOT B OPraHU3aIMH

[1K-2.3 Opranusyer, perjiaMeHTUPYET ONEPaTUBHOE XPaHEHHUE U HCIOJIb30BaHUE

JOKYMCHTOB B OpraHu3annun

[TK-4 Cnioco6eH pyKOBOAUTH MPOLIECCOM CKAaHHUPOBAHUS, BBOJIa U OOPaOOTKHU JaHHBIX B CUCTEME
3JEKTPOHHOI'0 apXHBa

[1K-4.1 VYropaBiser neATenbHOCThI0O MO KOHTPONIIO (DYHKIMOHHPOBAHUS, BBOJA U
00pabOTKHU JIAHHBIX B CUCTEME AJIEKTPOHHOI'O apXUBa

I1K-4.2 PazpaOaTbIBaeT 0KaJlbHbIE HOPMATHUBHBIE AKThI [0 BOIIPOCAM OpraHU3aLUU
poliecca CKaHUPOBAHMSI B CUCTEME AIEKTPOHHOTO apX1Ba

[1K-4.3 OcyIiecTBIISIET CTPATETHYECKOE TUTAHUPOBAHWE M TIOCTPOCHHUE IPOIIECCOB

CKaHHUPOBaHHUSA, BBOJAA U OOPaOOTKH [AaHHBIX B CHUCTEME DJIEKTPOHHOTO
apxXmBa




4. CTpyKTypa, 00bEM H coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsieT 3 3a4eTHBIX enuuuil 108 akax. gacoB, B TOM

YUCJIC:

— KOHTaKTHas pabora — 26,4 akaj. 4acoB:
— ayauTopHas — 4 akaJl. 4acoB;
— BHeayiuTopHas — 22,4 akajl. 4acos;

— caMOCTOsITeNIbHAs paboTa — 77,7 akaJl. 4acos;

— B (hopMe NMPpaKTUYECKOM MOATOTOBKU — 2 aKa/l. yac;

dopma aTTeCTaluy - 3a4ET C OUEHKOMN

AynutopHas 3 =
g e
KOHTaKTHas paboTa o 3 ®dopma TeKyILero
o X Bu KOHTPOJIS
Paznen/ tema 2 (B axaz. Hacax) = A . p Kon
> 3 © | camocrosATenbHOM | ycreBaeMoCTH U
JUCLIATUINHBI = £ . | KoMnereHuuU
g £ paboThI TIPOMEKYTOUHOM
nab. | mpakr. | 5 & ATTeCTAIHH
Jlek. < < 11
3aH. 3aH. | O &
1. PA3JIE]I 1. Hcropus
CTaHOB-ICHUSI W Pa3BUTHA
MEXTyHapOIHOU
CTaHAapTH3almuu B 00IacTH
yhnpaB-JIeHHsT  JTOKYMEH-Talui.
Benymue MEXTyHapO HbIE
OpraHu3alyu o
Pemenue Tecra
[Tonck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10
3aJlaHHOM Teme
abota c
1.1 Wcropust cTaHOBIECHUS 61/16J(11:/10 adpmuce Tect 1 IK-2.1,
u pa3BuUTHA o MaszHaHaMH 3auer [K-2.2,
MEXTyHApOTHOM 4 5 FOCTI; M) ’|  Konrponbhas I1K-2.3,
CTaHJapTH3ALUU B 00J1aCTH ) pabota MK-4.1,
CamocrosTenpHOe .
YIpaBIEHS 6t Urorossrit TecT Mo I1K-4.2,
JIOKYMEHTaIUH. H3YHCHHE YHCHHOH Kypcy IK-4.3
U Hay4yHOH
JUTEPATYPBI.
Cocrasnenue
Ta0JIHNLI.
Kontponbnas
pabora.
Wroro no pazneny 5
2. PA3JEJ1 2. Hc-topus
pa3paboT-Ku u o01mas
Xa-paKkTepUCTHKA
MEXTyHAPOIHOTO CTaHmapTa
NCO 15489  «YmpasieHue

JOKYMCHTA-MW»




Pemenue tecta
ITouck goroaHu-
TENBHOM
nH(opManuy 1o

pabora.

3a7aH-HOU TeMe Tecr 2
2.1 1. Ucropus co3manus (padora ¢ Homarnxee MK-2.1
MEAYHAPOIHOTO oubimorpaguuec MIPaKTUYECKOE HK-2.21
cTaEpapTa 1SO KHM MaTepHajamH, 3aganue 1 HK-2.3]
15489-1:2001 «Information 16 |  TOCTawm). Savier MK-4.1,
and  documentation  — CaMOCTOSITeJ'IIéHO? KOHTp6onLHaﬂ K- 4.2:
n3ydeHue yaeOHon pabora
Records management . HToroBuiii TeCT 10 ITK-4.3
JUTEPATypBI. Kypcy
CocraBienue
TaOIHII.
KontponbHas
pabora.
Pemenue Tecta
ITouck mormoanu-
TEIbHON
“HPOPMAIIUH T10
3a/1aHHOM TeMe Tecr 2
(pabota c JlomariHee K-2.1
2.2 2. PaBora Han pyceKoii oubnnorpaguuec MPaKTUYECKOe HK-2.21
e KHM MaTepHalaMH, 3amanue 1 S
Bepcueit crangapra HMCO 16 TOCTamu). Jauer IIK-2.3,
15489 «Ynpasrierme CamocTosiTenpHOe KouTponpuas IK-4.1,
JIOKYMCHTAMID? u3y4yeHue yueOHoi pabora II_'IIIf(iél
1 Hay9IHOU nuTepa-| Utorossrit Tect mo o
TYPBL. Kypcy
CocraBienue
grleniig
Kontponbhas
pabora.
Pemenue tecra
[Touck nomnonuu-
TEJIbHON
UHPOPMALIUH T10
3a/1aHHOM Teme Tecr 2
(pabora c JomamrHee K-2.1
2.3 3. ICO 15489 B prxy oubnnorpaguuec MPaKTUYECKOE HK-2-21
o KHM MaTepuaiamH, 3amanue 1 o
IPYTUX  MEXIYHapOIHBIX 10 TOCTawn). auer [K-2.3,
CTanapTon 1o CaMocTosiTenpHOe KonTponpuas 1K-4.1,
YIPaBICHUIO JOKYMEHTaMU A pabota HI;(—i.é,
W1 Hay4HOU Urorosslii TeCT 1O TK-4.
JIATEpaTyphl. Kypcy
Cocrasienne
TaOHII.
Kontponbnas




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

pabora.

TEJLHON Tect 2
24 4, TToHATHIAHBIN HHPOPMALIUH T10 JloMariHee
o MK-2.1,
ammapar cranaapra ['OCT 3aj1aH-HOU TeMe MIPaKTHIECKOE K-2.2
P HCO  15489-1-2007 (pabota c 3amanue 1 HK-2.31
«YnpasieHue 11 | 6ubnuorpaduuec 3ager K- 4' 1'
JIOKYMECHTaMH. Oo6urme kuM Marepuanamu, | KoHTposbHas )
N I1K-4.2,
TpeOOBaHUs» U POCCUHCKAs TI'OCTamn). pabora K-4.3
TEPMHUHOJIOTHYECKas 0a3a CamocrosrensHoe | IToroBelit TecT mo '
n3ydeHue yueOHou Kypcy
1 HAay4HO JIUTEpa-
TYPBL.
CocraBienue
grlehiiig
KonTponpuas
pabora.
HWroro no pazneny 53
3. PA3IEJ 3. Ob6mas
XapaKTepUCTHKA  COJAEPKAHHS
TOCT P UCO 15489-1-2007 u
T'OCT P MCO 30300-2015
Pemenue Tecra
[Tonck
JIOIOIHUATEILHOMN
“HPOPMAIIUH TT0
3aJIJaHHOH TeMe Tecr 3
3.1 1. OCHOBHBIC 5 6(pa6°“(‘b° H‘;Mamie TK-2.1,
nonoxenuss TOCT P UCO KHI;I/I ;I;(T)gia;:;; Hp;;aif; 206 I1K-2.2,
15489-1-2007 10 TOCTamm). Sauer IK-2.3,
«YmpaBneHue I1K-4.1,
CaMocTosiTenpHOe KonTponpHas
JIOKyMEHTaMH. Oomue . I1K-4.2,
u3ydyeHue yueOHoi pabota
TpeOOBaHUS» N N I1K-4.3
1 Hay9HOU HWToroBeIii TECT 1o
JIUTEPATYPBI. Kypcy
Cocrasienne
TaOHIL.
KonTponpHas




Pemenue tecta
ITouck goroaHu-
TENBHOM
nH(opManuy 1o

32 2 OCHOBHELC 3aJJaHHOW TeMe Tecr 3
nonoxenns TOCT P UCO (padora ¢ Homatuiee MK-2.1,
30300-2015 «CUBH]L oubimorpaguuec MIPaKTUYECKOE K-2.2
ndopmarms H KHM MaTepHajamH, 3a7aHue 2 HK-2.3]
pMmall 97 | rocCTawm). 3auer e
JokymeHrtanus. Cucremsl IK-4.1,
CamocrosTenbHOE KonrponbHas
yIpaBJicHHUs JOKYMEHTAMHU. 3vaerHe VIeOHoi aGora [1K-4.2,
OCHOBHBIC TIOJIOKCHUS H yi yHee pabo I1K-4.3
cloBapHY Y HayIHOU WTOrOBBIi TECT MO
JUTEPATypBI. Kypcy
Cocrasienue
TaOIHII.
KontponbHas
pabora.
Hroro no pazpeny 19,7
Hroro 3a cemectp 77,7 320
Hroro no aucnumnnuze 71,7 3a4eT ¢ OLIEHKOHN




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

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

OOyueHnue HauyMHAETCS C MPUMEHEHHsS] TEXHOJOTWU LEeJeNojiaraHusi, B YacTHOCTH,
BO3MOXXHOCTh TPYIOYCTPOWCTBA HE TOJBKO B TOCYJApPCTBEHHBIX, HO M HErOCyAapCTBEHHBIX
OpraHu3alysaX, 4YTo TpeOyeT CIOCOOHOCTH 00eCleYnBaTh JOKYMEHTHPOBAHUE BCEX IMPOIECCOB
NESATENIbHOCTH OpraHu3allii M YIpaBICHHE BCEM JAOKYMEHTAJIbHBIM (OHAOM MpH JTHOO0M
JTOKyMEHT00OOopoTe (OyMakHBIH, OSJEKTPOHHBIM, CMEIIAHHBIN), OPraHU30BBIBATH CHUCTEMBI
yIpaBiIeHUs JOKYMEHTaMU 110 MEeXAYHApOAHBIM CTaHIapTaM.

[TockonbKy nanHas npodeccruoHabHas 33/a4a CHEIHAINCTaMi Ha MECTaxX PeraeTcs C
MOMOIIbI0 TIOMCKOBOTO M HAay4YHO-HCCIEJIO0BAaTEIbCKOTO METO/Aa, TO JaHHas TEXHOJIOTHS
UCTIONB3YeTCs U JUIsl OOy4YeHHsI CTYJCHTOB: IOJIb3YSICh HOPMAaTHBOM, OOYYaIOUIMMCS HYXHO
OTpeAeNIUTh MOPAIOK JEHCTBUM MO ero ucnoiHeHuto. [ToMCKoBO METOA OCYIIECTBISIETCS C
npumeHeHneM cetu HMuteprer B mpaBoBbix nopranax «Koncynerant Ilmroc», «l'apanTy,
oduimansHeIM caiitom denepanbHO cay)Obl TOCYIapPCTBEHHON CTATUCTUKH U JIp. TEXHOIOTHUs
IIPOEKTOB SBJIIETCS OCHOBHOM TEXHOJIOTHEN, OPraHU3YIOLIEH CaMOCTOSITENIbHYIO JIEATEIbHOCTh
CTYIEHTOB. Pe3ynbTaTbl CBOMX IOUCKOB CTYAEHTHI OGOpMISIOT B Buie Tabmuubl «Mojenb
ouenku tpedboBanuili 'OCT P MCO 15489», xoropas ckiaablBaeTCs U3 BBIIOJHEHUS psla
JOMAIITHUX TBOPYECKUX 3aJaHUil, KOTOpBIE NPEICTABISIOTCS B HWHTEPAKTUBHOW ¢opme —
IBpHUCTHYECKasi Oecenbl (3aliMTa), OpraHU30BaHHAs MPENOIaBaTEIeM: BCE MaTepuaibl aHAIM3a
MEXIYHAPOJHBIX CTAH/IAPTOB OOCYKIAIOTCS.

PedeparuBHas pabora mo3Bossier 601ee yriyOIeHHO H3YYUTh IPOOIEeMy HCCIICIOBAHUS,
pacuIupuTh MOHMMaHHWE U O0JIaCTh CBOMX 3HAHUH. JTO ¢dopMa CaMOCTOSATENbHONW PabOTHI,
(dopMupyroL1as HaBbIKK K CAMOCTOSITEIbHOMY MOMCKY HOBBIX 3HAHUM U U3JI0KEHHE MaTepHala C
OMOpPOY Ha MEPBOMCTOYHHK BKIIOYAET B ce0s pedepupoBanusi MoHOrpaduil U cratel B HAyYHBIX
U Hay4yHO-TIPAKTUYECKUX JKypHajiax, cOCTaBlieHue 0030poB. [l KOHTPOJIS PENnporyKTUBHOM
JeSITEIbBHOCTH CTYJEHTOB HCIOJIb3YETCS TECTUPOBAHHUE.

TexHonornel# MOHHMTOPUHIA PE3yabTaTOB 00pa30BAaTENbHON EATENbHOCTH B IEJIOM
ABJISIETCS 3a4eT.

WNHpopMannoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTelbHbIE TEXHOJIOTUH 3aKIIOYAIOTCS B
IPUMEHEHUU CHEeIHMATU3UPOBAHHBIX MPOTPAMMHBIX CPEJl M TEXHUUYECKHUX CpEACTB paboThl C
uHpopmanueil. MHPpopMamoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUN (JIEKLUA-BU3yaIu3alus —
U3JIO)KEHUE  COJEP)KAHUS  COINPOBOXKAAETCS  Mpe3eHTanueidl  (AeMoHCTpanuedl  yu4eOHBIX
MaTepHaloB, MJUTIOCTPATUBHBIX, TPAPHUECKUX).

Hcnonp3yrorcss IUCTaHIIMOHHBIE 00pa3oBaTeIbHbIE TEXHOJOTH, pEaIU3yeMble C
OpUMEHEHHEeM  MH(OPMAIMOHHBIX M TEJIEKOMMYHHMKAIIMOHHBIX  TEXHOJOTMH  NpH
OIIOCPEI0BAHHOM B3aMMO/IEHCTBUY 00YYarOIIErocs 1 MeJaroruueckoro paboTHUKA.

[IpakTHyeckue 3aHATHS TNPOBOJATCS B (pOpME MPAKTHUECKOW MOATOTOBKU B YCIOBHUSAX
BBITIOJIHEHHST O0OYYaroUMMHUCS BHJIOB padoOT, CBS3aHHBIX ¢ Oyaymed mnpodeccruoHambHOM
JeSITeIbHOCThIO M HAIPaBJICHHBIX Ha (POPMHUPOBAHUE, 3aKPEIUIEHUE, Pa3BUTHE MPAKTHUUYECKHX
HAaBBIKOB ¥ KOMIIETEHITUH 110 PO UITI0 00pa30BaTEIHLHON TPOTPaAMMBI.

JU1st o1leHKH OPT(HOJINO MPUMEHSETCS] pEUTHHTOBast TEXHOJIOTHSI OLIEHKU 3HAHUH.

6 YueOHO-MeTOqHUECKOE 00ecTiedeH e CAMOCTOSITeJIbHOW PadoThl 00y4aIINXCS
[Ipencrasneno B npuiioxeHuu 1.

7 OneHoYHbIe cpeICTBA A5 POBeAeHUsI IPOMEKYTOYHOM aTTecTaluu
[IpencraBneHbl B IPUIIOKEHUH 2.



8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE 0O0ecneyeHue TUCIUIIUHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTypa:

1. MopryHoB, A. ®. MadopManMOHHBIE TEXHOJOTHMH B MEHEHKMEHTE . YUYCOHUK IS
akajgeMudeckoro OakaigaBpuata / A. @. Moprynos. — Mockga : U3narensctBo FOpaiit, 2019. —
266 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-00337-6. — Tekcr : anexrponnsiii // DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/433614 (narta obpamenus: 14.04.2024).

2. Botuenp, JI. M. Pucku npeanpuHUMAaTEIbCKOM AeITeNbHOCTH | yueOHoe mocobue / JI.
M. Boruens, B. B. Bukynuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 s5ekTpoH. ONT. JUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514
343/3525.pdf&view=true  (mara oOpamenus: 14.04.2024). - Makpoodnbekt. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1130-7. - CBenenust noctynssl Takxe Ha CD-ROM.

3. Packun, JI. M. Meroauka W MpakTHKa apXUBOBEACHUS . YUCOHHK IJII CPEIHETO
npodeccuonanbHoro oopasosanus / JI. M. Packun, A. P. CokomoB. — 2-e¢ u3a. — Mocksa :
M3narensctBo HOpaiit, 2024. — 416 c¢. — (IIpodeccuonansnoe obpazoBanue). — ISBN
978-5-534-16252-3. — Tekcrt : anexkrponHbiit // Obpa3oBaresbHas mwiardpopma IOpaiit [caiit]. —
URL.: https://urait.ru/bcode/539267 (mara obpamienus: 02.04.2024).

0) JlomostHuTEIbHAS JIATEPATYpA:

1. AmugpeeBa, C. JI. JIoKyMEHTUpOBaHUE JIE€ATEIbHOCTU HErOCYAapCTBEHHBIX
opranu3anuii : yueono-meromudeckoe nocoodue / C. JI. Augpeesa ; MI'TY. - MaruuToropcek :
MI'TY, 2018. - 1 smekrtpon. ont. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true = (mara ooOpamienus: 04.04.2024). - MakpooObekr. - Tekct
anekTpoHHBIN. - ISBN 978-5-9967-1157-4. - Cenenus noctynusl Takke Ha CD-ROM.

2. Baiickpo6oga, E. C. Cucrema meHemkmenTa kadecta mo MCO cepun 9000 : yuebHOE
noco6ue / E. C. Baiickpo6osa, H. 1. Bapsiaukosa ; MI'TY. - Marauroropck : MI'TVY, 2015. - 1
sanektpoH. onrt. guck (CD-ROM). -  3Barm. ¢ Turyn. okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042
/6.pdf&view=true (mara oOpamenus: 27.01.2024). - MakpooObeKT. - TeKCT : 3MEKTPOHHBIH. -
Ceenenus noctynssl Takoke Ha CD-ROM.

3. CucreMa MeHEDKMEHTAa KadyecTBa HA IMPOMBINUICHHOM TMPEANPUATHN : ydeOHOE
nocobue / A. C. Jlumapes, 1. 10. Mesun, E. I'. Kacatkuna u ap.; MI'TY. - [2-e u3n.]. -
Maruutoropck : MI'TY, 2017. - 1 anektpon. ont. auck (CD-ROM). - 3ari. ¢ Tty 3kpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20945 (taTa oOparueHus:
02.04.2024). - MakpooObeKT. - TeKcT : 3neKTpoHHbIi. - CBeZieHus 10cTynHbI Takke Ha CD-ROM.

B) MeTtoguyeckue ykazanus:
CamocTosTenbHas paboTa CTYAEHTOB By3a : npakTukyM / coctaBurenu: T. I'. Heperuna, H. P.
VpazaeBa, E. M. Pazymosa, T. ®@. OpexoBa ; MarHuToropckuii roc. TeXHn4eckuii yu-t um. I'. 1.
Hocoga. - Marautoropck : MI'TY um. I'. 1. Hocosa, 2019. - 1 CD-ROM. - 3aru. ¢ TUTYI. 3KpaHa.
- URL: https://host.megaprolib.net/MP0109/Download/MObject/2391 (xara oOpamieHus:
10.04.2024). - MakpooObeKT. - TekcT : 31eKTpoHHbIN. - CBeieHust 1ocTymHbI Takke Ha CD-ROM.



https://urait.ru/bcode/433614
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://urait.ru/bcode/539267
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042
https://host.megaprolib.net/MP0109/Download/MObject/20945
https://host.megaprolib.net/MP0109/Download/MObject/2391

Mertonuueckrue yKazaHUsS IO BBINOJHEHUID HWHAWBHAYAJIbHBIX JIOMAIHUX 3aJIaHHUI
npezacrasiensl B [Ipunoxenun 1

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcehl:

IIporpammHoe o0ecnieuenmne

HaumenoBanue .

o Ne norosopa CpoK JIeHCTBUS JTULICH3UU
MS Office 2007 |, 135 o1 17.09.2007 GeccpouHo
Professional
7Zip CcBOOOHO 0OECCPOUHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHGPOPMAIMOHHDBIE CIIPABOYHbIE CUCTEMbI

HasBanue xypca Cchuika
ApxuB HAay4YHBIX YKypHaJI0B
«HanupoHansHbIHI https://archive.neicon.ru/xmlui/

9JCKTPOHHO-UH(BOPMAIIMOHHBIH
MexayHaponHasi 0a3a IOJHOTEKCTOBBIX
»KypHanoB Springer Journals
DNEeKTPOHHBIE  pecypchl  OMOIMOTEKU
MI'TY um. I'.1. HocoBa
Poccuiickas l'ocynapcrBenHas
oubnnoreka. Karanoru
Wnpopmannonnas cucrema - Enunoe
OKHO JIOCTyna K HWHGOOPMAIMOHHBIM
ITouckoBas cucrema Axkagemus Google
(Google Scholar)
HammonansHas
WH(POPMAIIMOHHO-aHAUTHYCCKAS URL.: https://elibrary.ru/project_risc.asp
cucrema — Poccuiickuii MHIEKC HAYYHOTO
OnekTpoHHas  0a3a  TEPUOAMYECKUX
usnanmii East View Information Services,
9 MaTepHaJibHO-TeXHHYECKOe o0ecnevyeHne JUCIUILITHHBI (MOaYJIsl)

http://link.springer.com/

https://magtu.informsystema.ru/Marc.html?locale=ru

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

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

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

https://dlib.eastview.com/

MaTepI/IaJ'II)HO-TeXHI/ILIGCKOG o0OecrieueHue JUCIHUITIIIMHBI BKJIIFOYACT:



VYdeOHble ayIUTOPUH ISl TIPOBEICHUS TUCTAHIIMOHHBIX 3aHSATHUN JICKIIMOHHOTO THUIIA!
CTOJI KOMIIBIOTEPHBIH, CTOJ MUCHBMEHHBIN, CTYN O(UCHBIN, TOKYMEHT-Kamepa EpsSon, nctounmnk
6ecniepedoiinoro nuranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapauTypa (MUKpodOH C MIyMOINOAaBICHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2.

VYdeOHblE ayAUTOPUH [UISI TPOBEACHUS MNPAKTUYCCKUX 3aHSATHH, TPYIIOBBIX U
WHIIMBHUIyJIbHBIX KOHCYJIbTAIIMH, TEKYLIETO0 KOHTPOJS M MPOMEKYTOUYHOW aTTECTALUH: CTOJ
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJ OQUCHBIN, JTOKyMEHT-kKamepa EpSon, wmcrouyHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, criukepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
cTepeorapHuTypa (MUKpodOH C IIyMOIOAaBICHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2.

[Tomenienuss JUIsi  CaMOCTOSITENILHOW  pabOThl  OOYYAIONIMXCS:  MEPCOHATbHBIE
komieioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B DIICKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEIBHYIO CPEly YHUBEPCUTETA.

[Momemenne s XpaHeHHs W HPO(PUIAKTHYECKOrO  OOCIYKHBAaHUS — y4eOHOTO
000pYyIOBaHUS: CTEIUIAXKH JUISI XPAaHEHHS YUCOHO-HATIISAHBIX TOCOOUH U Y4eOHO-METOINYECKOM
JOKYMCHTAI[HH.



IMpuioxenue 1

Y4eOHO-MeTOoAUYEeCKOe 0O0ecTedeHHe CAMOCTOAATeILHOIH PadoThl 00y4arouxcst

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

1. CocTaBUTh TEPMHHOJIOTHYECKUN CIIOBAPUK B BUJEC TAONHUIIBI, TOIB3YICH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomernoayuu
B cronbern No 1 BHOCSTCS TEpMUHBI, KOTOPbIE BXOAST B TEPMUHOJIOTUYECKHE
ciucku tosbko cranaaptoB UCO (I'OCT P UCO 15489-1-2007 u 'OCT P UCO
30300-2015). B poccutickux tepmunosoruueckux ['OCTax (I'OCT P 51141-98 u
['OCT P 7.0.8-2013) neobxoaumo HaiiTu cootBeTcTBYtoMI MCO TepMuH, eciiv OH
OTCYTCTBYET, TO B HYXKHYIO Tpady TaOIMIbl BIUCHIBAETCS CIOBO «OTCYTCTBYET).
[Tocne Tabmuipl B BUAE TEKCTa HEOOXOAMMO CHAENATh BBIBOJBI O COOTHOIICHUHU
COCTaBa TEPMUHOB M UX TOJKOBAHUSIX.
Dopma mabauywl Kk 3a0anuio 1
ComnocTaBUTENBHBIN aHAJIN3 TEPMUHOB U ONPEICIICHAN

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

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

Memoouueckue pexomernoayuu

I'pynmupoBky aktoB, 3aganHyro ['OCT P MCO 15478, cienyer coxpaHsaTh
oOsi3atenbHO! [l TOATOTOBKM HOpMAaTHUBHOW 0as3bl omnupaitech Ha 0azy
CripaBouYHbIX MpaBoBbIX cucteM Koucynwerantllmoc, ['apant, Koaekc; mo Buaam
JESATEIIBHOCTH MOYKHO TIOJIB30BaThCS cnpasouno ungopmayueti "Cpoxu xpauerus
ooxymenmos opeanuzayui” Ilopmana «Koncynomanmllniocy [DNEKTPOHHBIN
pecypc]. — Pexxum nocrtyna: http://www.consultant.ru/document/cons_doc LAW 121777/

Cnucox opranu3zanmiil

1.3A0 «Potop» (HerocynapcTBeHHasi OpraHu3alusi, OCHOBHOM BHU]
HKOHOMUYECKON JesTeNbHOCTH — PeMOHT MamuH U 00OpyHOBaHUS; MECTO
perucTpauuu — r. YenssOuHCK);

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

AKOHOMHYECKOU ACATCIIBHOCTU — YacTtHas ACTCKTUBHAA U OXpaHHad ACATCIbHOCTD,

1 I'Ipwweanme: HassaHue u XapPaKTEPUCTUKN BCEX YKA3AHHbIX Opl'aHM3aLI,VII7I YC/NIOBHbI.



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

MecTo peructpamuu — T. Y da Pecnmy6nuku bamkoprocran);

3.AHO «Betep cTpancTBuil» (HErocynapcTBeHHas OpraHu3aius, OCHOBHOMN
BHUJI DKOHOMHYECKON JNEATENbHOCTH — TypucTHUecKas IeATENbHOCTh; MECTO
peructpauuu — 1. Cankr-IletepOypr);

4. UIl1 «MBanoB N.1.» (OoCHOBHOW BHJ SKOHOMHYECKON IEATECIbHOCTH —
JlesiTebHOCTh MPEANPUATUA OOIIECTBEHHOIO TMHUTAaHUSA TI0 O0O0CITYKUBAaHUIO
TOP>KECTBEHHBIX MEPOINPHUATHI U NPOYMM BUJIAM OPTraHU3alUd MUTAHUS; MECTO
peructpanuu — r. MaraHuToropck).

[Ipumeuanue: Hazeanue u xapakmepucmuxu 6cex YKA3aHHbIX OpeaHu3ayuul
VCIIO6HDbI.

Jlumepamypa

1. I'OCT P 51141-98. Tl'ocynapctBeHHsblii crannapt Poccuiickoit
Oenepanuu.  Jlenonpous3BOACTBO M apXMBHOE JAen0. TepMHUHBI U
onpenenenus. (yrB. IloctanoBnenuem ['occtangapra Poccun ot 27.02.1998
N 28). [ DNEeKTPOHHBII pecypc]. Pexum JIOCTyIIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135550

2. I'OCT P 7.0.8-2013 Cucrema craHgapToB 1no HH(OpMaluu,
OMOJIMOTEYHOMY U M3JIaTeNIbCcKOMY Jeny. Jlelonpou3BoICTBO U apXUBHOE

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

3. I'OCT P HCO 15489-1-2007. HamumoHanbHBIM CcTaHIAPT
Poccuiickoii  ®enepanuu. Cucrema cTaHAapToB 10  HH(OpManuw,
OMOMMOTEUHOMY U H3JATEIbCKOMY JIelly. YIpaBi€HUE JOKyMEHTaMH.
O6mrue TpedoBanus (yTB. [Ipukazom PoctexperynupoBanus ot 12.03.2007 N
28-cT) [DNeKTpOHHBIN pecypc]. Pexum JOCTyIa:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

4, Iroctr P HCO 30300-2015 Cucrema cTaHIapTOB IO
uHdopmaruu, OMOIMOTEeYHOMY M H3Aarelbckomy naeny. Mudopmarnus u
nokymeHTtamusi.  Cucrembl  ympaBieHusi  JokymMeHTamu. (OCHOBHBIC
noJsioxkeHus u cioBaps (yTB. [Ipukazom Poctexperynuposanus ot 09.12.2015
Ne 2123-ct) [Dnexrponnsiit pecypc]| // @I'YII Cranmaptundopm. — Pexxum
nocryna: http://protect.gost.ru/document.aspx?control=7&id=202553

S. Jlappun, M.B. VYmnpaBnenue JOKyMEHTaMM Ha OCHOBE
MexayHaponHoro crangapra HMCO 15489-2001: wmerox. mnocoOue /
M.B. Jlapun, O.U. PeickoB; BHUMNJIA/IL. M., 2005, C.5-20.

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

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

IIpakTHyeckoe 3axanue Ne 2


http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550
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http://www.kodeks.ru/

o JUCIMIIIMHE «Memyﬂapoz{mﬂe CTaHIapPThI 110 YIIPpaBJICHUIO
AOKYMEHTAMMN»

1. ITonb3ysce mpengaraeMbIMiU MCTOYHUKAMHU, COCTABUTh B BHUJE TaOIHIIbI
mooenv oyenxku mpebosanuti I'OCT P UCO 15489 no cobarooenuro npunyunog
ROIUMUKYU 8 0011aCMU YAPABTIeHUsT OOKYMEHMAMU.

B niepBbIil cTo10€11 BHOCUTCS IIUTaTa U3 TEKCTa YKa3aHHOTO CTaHJapTa, Iie
oroBapvBaercs Ha3BaHHBIK B cToiOume No 2 mpunnumn. I[utata npomkHa
COIIPOBOXJIATHCS TOYHOM CCBHUIIKOM.

B tperuii cronben BHOCATCA MoOKazaTenu (Ha3BaHMUS JOKYMEHTOB H/HIIU
3aMKMCceil 0 MPOU3BEAEHHBIX JIEUCTBHSX), 10 KOTOPHIM MOKHO CY/IHMTbh, YTO JTAHHBII
INPUHIMI COOJIIOAAETCS B XOI€ YIIpaBieHusl foKyMeHTamu. Cienyer npoaymars U
nonoOpaTh Kak MOXHO OoOJblllee KOJWYECTBO BO3MOXKHBIX JOKa3aTeNbCTB,
CBUAETEILCTB COOJIIO/IEHUS Kaxaoro npuHiuna. K nokasarensm ciaenyeT OTHOCUTh
OTBETCTBEHHOCTb JOJDKHOCTHBIX JIMI[ O COOJIONEHUIO KaXI0ro MpHUHLMIA U
OoCHOBHbIE pe3ynbTaThl CY /1.

Bropoii cron0er Tabauipl HE 3aM0JIHAETCS U HE JOTIOJIHSETCS.

dopma Tabnuiml 1

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

1o cOON00EHUI0 NPUHYUNOB NOJUMUKU 8 001ACMU YNPABILEeHUS OOKYMEHMAamu

ITonoxxenue cranmapra [Tpuniun [Tokazarenu
I'OCT P UCO 15489 cOoOIroIeHUSA
(mynkT Ne 1 Ha3BaHUE) MIPUHITUTIA
1 2 3
[TpunImMn

3KOHOMUYECKOMN
1enecoo0pa3HoCTu

[IpuHnumn yuera
OpraHU3alMOHHOU Cpebl

[TpuHIMIT COOTBETCTBUSA
HOPMAaTUBHOM cpejie

[TpuHIMIT COOTBETCTBUSA
JIETIOBOM NEATEIIbHOCTH

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

JlaHHbIC CleyeT 3aHECTH B TaOIUILY.

B miepBbIit cTo16e1r BHOCUTCS ITUTaTa U3 TEKCTa YKa3aHHOTO CTaHIapTa, TJIe
oroBapuBaeTcs Ha3BaHHas B cToioe Ne 2 xapakrepuctuka CY/I. I{urara nomkHa
COINPOBOXKIATHCSI TOYHOM CCHUTKOM.

BTopoii cronber Tabauibl HE 3aMOJIHSIETCS U HE JOTIOJIHSIETCSI.

B Tpernii ctonben BHOcATCS MNoOKas3aTeld (HA3BaHUSI JOKYMEHTOB W/WIH




3aMKCcei 0 NPOU3BEACHHBIX IEUCTBUAX, IEPEUUCIEHUE OCHOBHBIX PE3YyJIbTaTOB), MO
KOTOPBIM MOHO CynuTh, yTo CY ][ nocturia TpedyemMbIX XapaKTepUCTHUK.

B kadecTBe BCIIOMOraTelbHOr0O MCTOYHMKA JJIA 3aII0OJTHCHUS CTOJ'I6Ha Ne 3

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

dopma TabaUIB! 2
Mooenv oyenxku coomeemcmaus mpedosanuam I'OCT P UCO 15489-1-2007
no coomeemcmsuio CY/[ mpeboeanusim cmanoapma

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

Hagexuocts CY /[]

Hemoctaocts CY ]|

CootserctBre CY/]

KommniiekcHOCTE
Ccvya

Cucremuaocts CY]]

Hcemounuku u numepamypa

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

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

. TOCT P MUCO 22310-2009. Undopmanus u gokymMeHTanus. PykoBoacTBo
I pa3pabOTUMKOB CTaHJAPTOB, YCTAHABIMBAIOIIUMX TpeOOBaHUS K
ynpasienuto  gokymenramu  (1SO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Crangaptuadopm, 2010.

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

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

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

. T'OCT P HCO 30300-2015 Cucrema craHgapToB Mo HHPOPMALINH,
OoubnuoTeuHoMy W u3AaTesnbckomy aeny. MHdopmanus v gOKyMeHTaIusl.
Cucrembl ynpaBieHus: AoKymMeHTamMu. OCHOBHBIE TOJIO)KEHHSI U CIIOBaph
(yrB. 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

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

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

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

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

1.IlpuMeHeHne MeXKAYHAPOAHBIX CTAHJAAPTOB B  OTE€4YECTBEHHOM
JAeJIONPOU3BOACTBE HAYAJIOCH ...
1. B konie XIX B.
2. B Havane XX B.
3. B koHIe XX B.
4. B Hauvane XXI B.
2.Korma Obuia  co3gana  MeXayHapoaHasi  OpraHu3anusi 1O
crangapruzanuu (International Organization for Standardizations)?

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

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

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

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

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

4, [IpunagnexHocts  MeEXIyHAapOJHOW ~ OpraHu3alMd 10

crangaptuzanuu kK OOH.
4.B mnociaeanue aBa aecATHJIeTHd padora ¢ gokymMeHTamu B Poccum
U3MEHWJIAch MO/ BiusiHueM AByX ¢paktopoB. HazoBure ux.
1. I'moGanu3amust DJKOHOMHUKH.
2. VI3amMeHeHue 001IeCTBEHHOTO CTPOSI.
3. TloBcemecTHOE  BHEAPEHHUE  KOMIIBIOTEPHBIX  HWH(POPMAIIMOHHBIX
TexHoJioruu u MHTepHera.
4. BHenpeHue MeXIyHApOIHBIX CTaHAapTOB.
5.4T10 cnocoO0CTBOBAJI0O AKTHUBU3AIMU MEKAYHAPOAHON CTAHAAPTH3ALUH
U cepruduKanum B 00,1aCTH yIIPABJIEHUS JOKYMEHTAMU?
1. Braenpenue 3JIeKTpOHHOTO JOKYMEHTO000POTA.
2. CranmapTusamus MEHEI)KMEHTA.
3. YBenuueHue KOJIMYECTBA OKCIEPTOB, YYACTBYIOIIUX B pa3paboTkKe
CTaHJapTOB.
4. VI3meHeHUs B 3aKOHO/IATEILCTBE.


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

6.Hauayiom MeKIyHAPOAHON CTAHAAPTU3ALMU NIPUHATO CYUTATh...

1. 1875 r., korga ObuIO yupexaeHo MexayHapoagHoe O0Iopo Mep U BECOB U
npuHsATa MexayHapoaHasi METpUYecKasi KOHBEHIIUS;

2. 1893 1., xorna Obuta 00pazoBana ['maBHas [1amata Mep ¥ BECOB BO IJ1aBe C
J.1. MeHaeneeBbIM;

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

4. 1947 r., xorma Havaia padotath MexayHapoaHasi oOpraHuzanus
CTaHJapTU3AIUH.

7.Ha3zoBuUTe TPU MEKAYHAPOIHbIE€ OPrAHNU3AIMHU 110 CTAHJIAPTH3AIUMN.

1. MexnyHapoaHasi 31€KTPOTEXHUYECKAsT KOMUCCHS;

2. MexayHapoaHas OpraHu3alis CTaHIapTH3AINNT;

3. Mexaynapoansiii Coro3 DIEKTPOCBS3H;

4. EBpornencKkuii MHCTUTYT CTaHAapTOB AJIEKTPOCBSI3U.

8.B uem cnennduka NOHMMAHUS IIABHOM 1eJIM IPUMEHEHUsI CTaHAApTa
3a pyOexxoM, B OTJIHYHE OT POCCHICKOr0 TOJKOBAHUS HA3ZHAYCHHS
CTAaHAAPTOB?

1. HopmatuBHOe ennHooOpa3ue NeHCTBUN U PEe3yJIbTaTOB IPUMEHEHUS;

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

3. Tlomyuenne BceoONMX ONTHMANBHBIX MPEUMYIIECTB Ha OCHOBE
YAOBJIETBOPEHUS TPEOOBAHUM BCEX 3aMHTEPECOBAHHBIX CTOPOH;

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

9.Ha3oBuTe NPaBWIBHYI0 I0CJEI0BATEJBHOCTh J3TANOB pPa3padoOTKH
MexayHapoaHbix cranaapros UCO.

1. Pabounii mpoekt —IIpoekT komurera — IIpoekT MeXIyHApOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKAYHAPOJHOTO CTaHaapra —
MexayHapOoaHbIi CTaHAAPT — TE€XHUYECKUU OTYET.

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

3. Paboumit mpoekt —IIpoekt komurera — IIpoekT MeEXTyHApOTHOTO
craHgapra — MeXIyHapOaHbI CTaHAApT.

4. Tlpoekt MexIyHapoOAHOTO cTaHaapTa — MeXIyHapoAHbIA CTaHAapT
—HanuoHnaneHbIN CTaHAAPT.

10.Yem wusmepsiercssi 3((PEKTHUBHOCTH NPUMEHEHHS] MEKIYHAPOIHOIO
craHgapra?

1. TonHo# yHU(UKaAIIUEH MPOIIECCOB OPraHU3AINH.

2. Co3naHuemM HEOOXOIMMOTO TTaKeTa JOKYMEHTOB.

3. OTcyTcTBHEM HAapEKaHHM CO CTOPOHBI HAJ30PHBIX OPTaHOB.

4. TlonmyuyeHne KOHKYPEHTHBIX MPEUMYIIECTB, TMPUOBLIM 32  CYET
COBEPIIEHCTBOBAHUS CUCTEMbI OPTaHU3AINH JAECIOBOU €SI TENHLHOCTH.

11.B moucke oTrBeTa Ha BOINPOC, B YeM NPUYMHA IIOXOI0 Ka4decTBa
TOBapoOB M ycIyr, d3kcnepTsl MCO npunin K BbIBOAY, YTO OHA 3aKJII0YAETCS
BCeraa ...



B HU3KOW MpOo(dheccHoHaNbHOM MOATOTOBKE MEePCOHANa;
B HU3KOM Ka4E€CTBE ChIpPbS;
B HeJlocTaTke (PMHAHCHUPOBAHUS;
4. B IUIOXOW OpraHU3ali MEHEI)KMEHTA.
12. K kakoii cepum cranaaproB Bocxoaut cranaapt MCO 15489-2001
«YnpasiieHue J0KYyMeHTaMI»?
1. Cepuu ISO 14000
2. Cepun ISO 9000
3. Cepuu ISO 10000
4. Cepuu 30300
13.Ykaxure npaBWiIbHOe MNPOAO/LKeHHEe BbICKa3biBaHusi: «Cucrema
MEHEe/IKMEHTA Ka4yecTBa — 3T0...»
1. Cucrematnueckass UACHTHGUKANUS W YIOOPSAOYEHUE  JCIOBOM
NESATEIBHOCTH U (WJIM) JOKYMEHTOB IO KaTEropusM B COOTBETCTBUU C

wn =

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

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

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

4. OOmue HaMepeHUss M HalpaBlIEHUA JESATENbHOCTH OpPraHU3allu B
o0jacTH  KayecTBa, OQPUIMANIBHO  C(HOPMYJIUPOBAHHBIE  BBICIIMM
PYKOBOJICTBOM.

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

1. Cepuu ISO 14000

2. Cepuu ISO 9000

3. Cepuu ISO 10000

4. Cepuu 30300

15.Koraa B Poccnu nosiBusinch nepsbie ctangaptbl no CMK?

1. B1947r.

2. B1987r.

3. B1997r.

4. B2000r.

16.Kakoe MecTO OTBOAMTCH YNPABJICHHI0O JOKYMEHTAMHM B CTaHAApPTax
HNCO 9000?

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

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

3. YmpaBieHue 10KyMEHTaMH SBJISETCS COCTABHOM YaCThIO MEHEIKMEHTA.

4. YnpasiieHHE JOKyMEHTaAaMHU HE paCCMAaTPUBAETCS U HE OMUCHIBAETCS.

17.B 4eM 3aKJIH04Ya€TCH YHUBEPCAJbHOCTH cTaHaapToB ISO cepuu 9000?

1. Oun npuMeHMMBI ISl JII0OOOM OpraHu3ali BHE 3aBHUCUMOCTH OT
YHICIIEHHOCTHU MepcoHana, GopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PHIHKOB,
XapaKTepa BBITYCKAEMOW MPOIYKINN UIN OKa3bIBAEMBIX YCIIYT.



N

Onu npeanararoT oHy oOLIYI0 YHUBEPCATBHYIO MOJIEIb MEHEI)KMEHTA.

3. YHHBEpCATbHOCTh CTAH/IAPTOB 00ECIIEUMBAETCS TEM, UTO B TPEOOBAHUSX
OBLITM YYTEHBI MHEHHS Pa3HBIX HKCIIEPTOB.

4. YHUBEpCaJIbHOCTh IPOSBISETCS B TOM, YTO JAaHHOW cepuu OOOOLICHBI
TpeOOBaHUSI IPYTUX CEpUN CTaHIAPTOB.

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

1. KOMILIEKCHBIN MOAXOT;

2. CHCTEMHBIN MOIXO]I;

3. yHHBepcaJIbHBIN OIXO;

4. mpOUECCHBIN MOAXO.

19.0co0eHHOe OTHOLIEHHMEe K JAOKyMeHTanuu craHgapros 9000:2000
onpeaessieTcst TeM, 4To...

1. Ha xaxIoMm NpeanpusiTud, B KaKIO0W OpraHU3alluu JIOJDKHA OBITh HE
TOJILKO pa3paboTaHa, BHEApPEHA M JIEHCTBOBATh CHCTEMa MEHEIKMEHTa
Ka4yecTBa, HO 33JJ0KyMEHTHPOBAHA;

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

3. YmpaBieHue JOKYMEHTaMH  SBJIIETCS  CaMOM  BaXHOM  YacTbiO
MEHEKMEHTA.

4. VYrmpaBieHue JOKYMEHTaMH SIBJISIETCS COCTABHOM 4aCThIO MEHEPKMEHTA.

20.Moxenbr  MeHeMKMEHTa  KayecTBa  [J0JUKHA  COOTBETCTBOBAThH
npuHuunam CMK. CkoJibk0 NnpuHUMIIOB oropapusaercs B cranagaprax UCO
9000 Bepcuu 2015 1.

1. 5 nmpuHUUIIOB;

2. 6 IPUHIINATIOB;

3. 7 IPUHIUIIOB;

4. 8 MpUHITUIIOB.

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

1. 1987r.

2. 1994 r.

3. 2000 r.

4. 2015 .

22. Kakoil TeXHHMYECKMH KOMHUTET SIBJISIETCH TJIABHBIM IO pa3padoTke
CTAHAAPTOB IO YIPABJEHHUIO JOKyMeHTaMu?

1. TK 176 «YnpaBieHue KauecTBOM;

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

3. TK 46 «Mudpopmanus 1 TOKyMEHTALUS»;

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

23.Joxymentanusa CMK BkJII04aeT cjaeAyOMuil NaKkeT J0KYMEHTOB:

1. Muccus opraHu3anuy, LEIW U TOJIUTHKA OpraHU3alld, PYKOBOICTBO IO
KaueCTBY, JOKYMEHTUPOBAHHBIE MPOLEAYPHI, TOJKHOCTHBIE MHCTPYKLIMHA U
MOJIOXKEHUSI O CTPYKTYPHBIX IMOAPA3ACICHUSX, CTAHAAPThl OpraHu3aluu 1
paboune HHCTPYKIUH.

2. JIOKYMEHTUPOBaHHbIE  MPOLEAYpPHl, JOHDKHOCTHBIE  WHCTPYKUIUH U



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

3. enu w moiMTHKa  OpraHu3ald, pPYKOBOJCTBO IO  KayecTBY,
JIOKYMEHTUPOBAHHBIE MPOLEIYPHI, TOJKHOCTHBIC HMHCTPYKIIMH U TTOJIOKEHUS
O CTPYKTYPHBIX TNOJpa3/IeJICHUSIX, CTaHAApThl OpraHU3aluu U padbouune
WHCTPYKIIUY;

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

IIpome:xxyTouHbIN TeCT Ne 2
o JucunIuinHe «MexayHapoaHble CTAHAAPTHI YIIPABJIEHUSs
JTOKYMEHTAMI»

1. Kakomy Texnudeckomy komutery UCO Obli1a mopyuyeHa pa3padoTka
ISO 154897

1. TK 46 «Mupopmanus u JOKYMEHTALH;

2. TK 176 «YnpaBieHue Ka4eCTBOMY;

3. TK 171 «BocnpousBeneHue 10KyMEHTOBY;

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

2.Jlouemy ¢yHKHHE cekpeTapuar ol0ecme4YuBaJ ABCTPAIMHCKHI
HAIIMOHAJIbHBIN OPTraH CTAHAAPTH3ALUM?

1. B ABcTpanuu Jydlire CeKpeTapu.

2. ABcTpanus BeICTyIMJIA ¢ MHUIIMATUBOM co3manus SO 15489,

3. ABCTpanus paHbllle JAPYyTUX BHEJIPWIA HAIMOHAJIBHBIM CTaHIApPT IO
YOPaBICHUIO JIOKYMEHTAMU W €r0 MPU3HAIU JIYYIIUM B MEXIYHAPOIHOMN
MPaKTHKE.

4. ABcTpayiis BCcerja BbINOJHAET JaHHYI0 ¢pyHKuuo B TK.

3. Mexaynapoaunsiii crangapt ISO 15489 Bbime ...

1. B 2-X yacTsx;

2. B 3-X 4acTXx;

3. B 4-X 4acTsx;

4. B 5-Tu HacTsX.

4. Kaxkue/as 4actb/m ISO 15489 ObliM mnepeBeeHbl W NPHHATHI B
Ka4yecTBe HAMOHAJIBHOT0 POCCUICKOrO cTanaapra?

1. Tonbko 1-ast yacTh.

2. Tonbko 2-ast 4acTh.

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

4. Bce yactu.

5. Kak Obl1 oumenen crangapr ISO 15489 mekayHapoaHbiM
coodmecTrBom?

1. CranpapT noarue rojibl MTHOpUpOBaJICs MEKIYHAPOIHBIM COOOIIECTBOM.

2. CranmapT BbI3BaJl HEOJOOpEHHUs, TaK KaK HE YYUTHIBAI OCOOEHHOCTU
JIEJIOMPOU3BOCTBA KaXKIOM CTPAHBI.

3. Cranmapt I1SO 15489 Obul mpu3HAH W BBICOKO OIIEHEH, TaK KaK OH CTal
MPOTPaMMHBIM JIOKYMEHTOM, B KOTOPOM TIEPEUMCIICHBI 00sS3aTelIbHbIE
aeMeHThl d(Q(PEKTUBHOTO yIpaBieHHUS JOKYMEHTaMH Jiroboro (opmara, B



JI00BIX OpraHu3anuax (Jr000i OpraHu3alMOHHO-TIPABOBOM (OPMBI, BHIA
HKOHOMHUYECKOU J1eITeNIbHOCTH, (POPMBI COOCTBEHHOCTH).

4. Crangapt I1SO 15489 Obim mpu3HaH U BBICOKO OIIEHEH BCEMH, KPOME
MexayHapoIHOTO COBETa apXMBOB, TAK KaK OH HE MPUMEHHM B apXUBHBIX
OpraHu3aIusX.

6.Pycckas Bepcust Mmexxaynapoanoro crangapra ISO 15489 nosiBuinacs B
Poccuu...

1. B 2001 rony.

2. B 2002 romy.

3. B 2004 romy.

4. B 2007 rony.

7. lHlouemy, mo MmHeHu1o B.®. SAukosoii, MCO 15489 "craBur kpect'" Ha
JeJIONPOU3BOACTBE B CTAPOM IMNOHMMAHUM?

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

2. Cranmapt 0003Ha4YMII HEOOXOIUMOCTh IIepecMoTpa craryca ciyxon JIOY u
€€ POJIM B I€ATEIILHOCTH OPraHU3alliU B LIEJIOM.

3. Cranaapt He mpejnojaracT BO3MOXKHOCTH MPUMEHSTh HAIIMOHAIBHBINA OIBIT
YIPaBJIEHUS TOKYMEHTAMHU.

4. Cranpapt TpeOyeT MOJHON 3aMEHbI BCEl Hay4YHO-TEPMUHOJIOTUYECKOMN 0a3bl
JeJI0NPOU3BOCTBA.

8.Kakas eme MexayHapoAHasi OpPraHM3alus 10 CTAHAAPTH3ALMH
onyosukoBaia oaHoBpemMenHo ¢ MCO cranpapr mno ynpasiieHUIO
AOKyMeHTaMu?

1. EBpormelickuii HHCTUTYT cTaHAapTOB 3JekTpocssizu (ETSI);

2. Mexnynapoansiii Coro3 Dnexrpocsssu (ITU);

3. MexayHapoaHas sJekTpoTexHuueckas komuccus (MOK/IEC);

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

9. B kakom rogy MCO wu3dMeHHMIa KOHUENIUI0 Pa3padloTKH CBOUX
CTAHIAPTOB MO YNPABJEHUIO TOKYMEHTAMHU?

1. B2004r.

2. B2010T.

3. B2014r.

4. B2015r.

10. Kakoii W3 mnepeYHMCICHHBIX HHMKE MEKAYHAPOAHBIX CTAHIAAPTOB
NpeJHa3HA4YeH Ui CO3[aHUsI B OPraHM3alMAX CHCTEM YyIpaBJIeHUSA
JOKYMEHTAMH Ha CTpPpaTern4eckOM YpPOBHe, TO eCTb Ha YyPOBHe
OTBETCTBEHHOCTH U B 30He NIPUHSTHUS pPellleHNi PyKoBoAcTBA?

1. UICO/TO 26122:2008 (pea. 2009 wu 2010 rr.) «udbopmarus wu
JOKyMEHTaIusl. AHaM3 paboynx MPOIEeCCOB, MPUMEHSIEMBIX B OTHOIICHUU
JOKYMEHTOBY;

2. CO 23081:2004 (pexn. 2006 r.) «MUudopmarus u qokymenTarus. [Iporeccer
yIpaBJieHUs TOKyMeHTaMu. MeTalaHHbIe JIJ1s1 JOKYMEHTOBY;

3. UICO  15489:2001 «Mudopmamuss W  JOKyMEHTAalMs.  YTPaBJICHUC
JIOKYMEHTaMU»;



4. CO 30300:2011 «Mudopmanusa u gokymentamus. CUCTEMbI YIIpaBICHUS
nokyMeHTamMu. OCHOBHBIE MOJIOKEHUS U CIIOBAPhY.

11. Kakas mnpo0Ojema/bl BO3HHMKJA/M ¢ BHeapenueMm cranaapra HCO
15489:2001? «MudopmManus U JOKYMEHTAIUS. YIIPaBJIeHHEe JOKYMEHTAMI» B
Poccun?

1. IIpoGaema HaIMOHAILHOM crielU(UKHU B IPAKTUKE PAOOTHI C IOKYMEHTaAMHU.
2. TlpoGiaeMa HECOBMECTHMOCTH ¢ POCCUHCKOM 3aKOHOIaTEILHOM 0a30ii.

3. IIpobnema orpaHHUEHHOCTH MTPUMEHEHUS CTaHAapTa.

4. TlpoGnema TEPMUHOIOTHYECKOTO HECOOTBETCTBHSI.

12. IlepeBoa KakKHX TEPMHUHOB BBI3BAJ HaW0OJbIINE TPYIHOCTH Y

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

13. KiiroueBoe NMoOHsAITHE «yNPAaBJIeHHE JOKYMEHTAMI)> B Pa3HbIX CTPaHAX,
B TOM 4ucjie Poccuu, BbI3BAJI0 TEPMHUHOJIOTHYECKYI0 TUCKYCCHIO. C KaKuMH
U3 NepPeYnCJIeHHbIX HUKE MOHATHI ero CTPEeMUJIHCh 0TOXKAECTBJIATH?

1. ynpaBieHue JOKyMEHTOOOOPOTOM;
2. ymnpaBieHue HHpOpMaIHe;

3. yIOpaBJICHHE apXUBaAMU;

4. Cco BCEMHU MEPEUNCICHHBIMH.

[TpomexyTounblii TecT Ne 3
MexayHapoaHble CTaHIAPTHI YIIPABICHUS JOKYMEHTAMU

1. K xapakrepucrukam cucreM ynpasjeHus fokymesramu I'OCT P UCO
15489 oTHocur:
a) JOCTOBEPHOCTh, AYTEHTUYHOCTb, NPUTOAHOCTb U HCIOJb30BaHUA,
LEJI0CTHOCTH;
0) CHCTEMHOCTb, KOMIUIEKCHOCTh, ayT€HTUYHOCTb, MPUTOJHOCTh JUIS
VCITOJIb30BAHUS;
B) HaJIEKHOCTh, CHUCTEMHOCTb, COOTBETCTBUE, JIESTUTUMHOCTb, LIETIOCTHOCTb;
1) HAJIEXKHOCTb, LIEJIOCTHOCTh, KOMIJIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHE.
2.PacnpenesieHHOe ynpaBJieHHe JOKYMEHTAMH — ITO...
a) KOHTpoiupyeMmMas u JokyMmeHTaidbHO odopmiennas CY]l, kortopas
crocoOHa MOIEPKUBAThH AJIbTEPHATUBHBIE BAPUAHTHI Pa3MEIICHHS TOKYMEHTOB,;
6) CY I, ucrionp3yrorasi ayTCOPCUHT;
B) CY /I, rie oTBETCTBEHHOCTD 3a JIOKYMEHTBI paclpeieieHa MEeXy BCEMHU
pabOTHUKAaMU OpraHU3alINH;
r) npaBUibHO crnpoekTupoBaHHas CVY][, cOOTBETCTBYIOIIAsT METOJOJIOTHH
HCO.
3.Bb100p HocHuTe st ”HPOPMALIUM 3ABUCUT OT:
a) CPOKOB XpaHEHUS JJOKYMEHTOB
0) IPOrHO3UPYEMBIX TUIIOB UpE3BbIUalHBIX CUTYaLlUI
B) MaTE€pUAJIbHBIX BO3MOKHOCTEN OpraHU3aliH



r) 00beMa IOKYMEHTO000pOTa OpraHU3aIINH.

4. I'me oTpakarorcs cBeJeHusi 000 Bcex oNepanusix CMCTeMbl YIIPpABJIeHHUS
JOKYMEHTAMH, KOTOpPbIe [IO0/LKHBI OBbITH TMPOM3BEAEHbI € KOHKPETHBIM
TOKYMEHTOM?

a) B METQ/IaHHBIX O JJOKYMEHTE;

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

I') B JKypHaJIe y4erTa.

5. Otor Merox (M OAMH W3 TMPOUECCOB YNPABJEHHUS [TOKYMEHTAMM)
IOMOraeT YCTAHOBUTH CBSI3b MEKIY OTAeJbHBIMU JOKYMEHTAMH ISl
o0ecneuyeHust HENpPePbIBHOTO TOKYMEHTHPOBAHMS NesITeJIbHOCTH;
COIJIACOBAHHO NPHCBAMBATHL HMEHA JOKYMEHTAM B Te4deHHe JIUTEJIbHOrO
BpPEeMEHHU; 0Ka3bIBATh MOMOIIb NPHU MONCKeE BCEX TIOKYMEHTOB, OTHOCSIIIIUXCH K
omnpeae/ieHHONM (YHKUUM WM BUAY /A€JOBOM [AeSITEJbHOCTH; ONpeaeATh
MOAXOASIIY 0 IS Pa3IMYHbIX rpyni JOKYMEHTOB 3alIUTy
KOHPUACHIMAJIBLHOCTH, a TaK/Ke pa3srpaHUM4YMBaTL JAOCTYN, MpaBa
N0JIb30BaTe/ el Ha JOCTYIl WM HAa NPOBEACHUE ACHCTBUH € ONpeeIeHHbIMU
rpynnaMu AOKYMEHTOB; pacnpefejJiTb OTBETCTBEHHOCTH MO YINPaBJICHUIO
ompeJeJeHHbIMH TPYNIIAMH JOKYMEHTOB; pacnpeaesitb JOKYMEHTbI IO
OTACJbHBIM MNpOLEIYPaM B PaMKax [1eJ0BOH [eATeJbHOCTH; OIpeaessiTh
COOTBETCTBYIOIIHE CPOKM XPAHEHHUSI M JefiCTBUA MO OTOOPY JOKYMEHTOB Ha
XpaHeHHe WK YHH4YTOokeHue. HazoBure 3ToT MeToxa (1 mpouecc).

6. KakuM HOPMATMBHBIM [OKYMEHTOM B OPraHu3aldu JdO0JIKHO
perjiaMeHTHPOBATHLCS KOHBEPTUPOBAHUE U MUTPALUs TOKYMEHTOB M3 OHOI
CHUCTEMbI YIIPABJIE€HUS JOKYMEHTAMH B IPYryro?

a) 'OCTowm;

0) ycTaBOM OpraHu3aIiu;

B) MHCTPYKIIMEH MO0 KOHBEPTUPOBAHUIO U MUTPAIIUH TJOKYMEHTOB;

I) OPUKAa30M O KOHBEPTUPOBAHMU M MUTPAUU JOKYMEHTOB W3 OJIHOW
CUCTEMBI YIIPABJIEHUS TOKYMEHTaMU B JIPYTYIO.

7. CYA noaxkHbl ObITH CHPOCKTHPOBAHBI TAaK, YTOObI [JOKYMEHTHI
COXpaHsUIn 4 CBOIICTBA HE3aBUCHUMO OT JIKOOBIX M3MEHEHMH B CHCTeMe Ha
NPOTSIZKEHNH BCEro NMepuojaa ux XpaHeHUs M ucnoJb3oBaHusi. HazoBure 3T
cBoiicTBa. OTBET BIUIINTE CJIOBAMU
8. TOCT P HCO 15489 ompenenasier, 4T0 «ymnpaBJieHHE IMPOLECCOM
A0CTYNa MpeAycCMAaTPUBAaeT, 4YTO: Aa) [JIOKYMEHTBhI pacrnpejejeHbl [0
KATEeropusiM B COOTBETCTBUM C UX CTATYCOM /JIOCTYyNAa B olpe/ieleHHOe BpeMsi;
b) JOKyMeHTBI JOCTYNHBI TOJbKO JHUIAM, 00/1aIaI0IIUM MPAaBOM JI0CTYyNa K
HMM; C)3aCeKpeYeHHbIe JOKYMEHTbI JIM00 JOKYMEHTbl € OIrPaHHMYE€HHBIM
AOCTYIIOM MOTYT OBbITh NMPOYTEHbI TOJbKO NMPH HAJIUYUM COOTBETCTBYHOLIETO
pa3peuieHus». J[onoJHUTE 3TOT CMUCOK ellle ABYMS NMOKAa3aTeJsIMH.

9. B kakux ciaydasix JOCTyN K JOKyMEHTaM MJIM HMH(OpPMAUM 0 HHUX
cjeayeT OrpAaHUYNBATD?



a) Ecnu noxkyMeHTBI coiepkaT nepCcoHaATbHYI0 HHGOPMAIIHIO;

0) ecnu TOKYMEHTHI COJIep>KaT KOMMEPUYECKYIO TalHY;

B) €CJIM IOKYMEHTHI COAEPKAT CIIYKEOHYI0 HHPOPMAIIHIO;

I') TOCTYIl OTPAaHUYUBAIOT KO BCEM JIOKYMEHTAM OpTraHU3aIUu.

10. «KoHTpPOJIb MECTOHAXOKJAEHUSI JOKYMEHTAa IpeaycMaTpuBaeT
(pukcanuio napaMeTpoB HeOOXOAMMBIX /ISl OTCJAEKMBAHUS IBHKEHHS
JOKYMEHTA, K YHUCJIY KOTOPbIX OTHOCUTCH WAEHTU(HUKATOP TOKYMEHTA, €ro
3aroJIOBOK, CBeJleHMHl 0 COTPYAHUKe WJIN NOApa3JesieHNH, 00J1aJar0eM
JTOKYMEHTOM, M ...» BrnuinTe cJi0BaMU HeI0CTAKOIIMH MapaMeTp.

11. Kakme 3Tanbl IBHKEHHUS JOKYMEHTOB CJieyeT OrOBOPUTH MpH
COCTABJIECHMH TEXHUYECKOTr0 3aJaHMsl Mepel NPOEKTUPOBAHUEM CHCTEMbI
yIpaBJeHUA JOKyMeHTamu ?

a) BblJAa4a, I[epegaya JOKYMEHTa MEXKIYy COTPYJHUKaMHU; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIOJIOKEHHS UM XPAHEHHUS; CPOK XPAHEHHUSI; U3BSATHE
UX U3 CUCTEMBI YIIPABIICHUS JOKYMEHTAMH U 1€JIb U3bATHS;

0) Bblaua, TMepegada JOKyMEHTa MEXIy COTpYAHUKAaMH;, BO3BpaT
JIOKYMEHTOB Ha MECTO UX PAaCIIOJIOKEHUS WM XPAHEHHUS; U3BATHE UX U3 CUCTEMBI
YOPaBJIEHUS TOKYMEHTAMU U LIE€JIb U3BATUS

B) BbIJaya, Iepefadya JOKyMEHTa MEXIy COTpyJAHUKaMH;, BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIOJIOKECHUS WM XPAaHEHUS; U3BATUE UX U3 CUCTEMBbI
yIpaBJieHUs TOKYMEHTAMU;

r) BblJaua, Iepegaya JOKYMEHTa MEXIYy COTPpyJHHUKaMH; BO3Bpar
JIOKYMEHTOB Ha MECTO UX PACIOJIOKECHUS WM XPAaHEHUS; U3BATUE UX U3 CUCTEMBbI
yOpaBieHUsl JOKYMEHTaMU; IeJib HU3bITHS, HUHUIIMATOP H3BATHUS; CChUIKA Ha
HOPMATUBHBIN IOKYMEHT.

12. Tlpm ¢u3nYecKOM YHHUYTOKEHHUH [IOKYMEHTOB PEKOMEHIyeTCsl
PYKOBOJACTBOBATHCH ONpPeAeJeHHBIMH NPUHIMIIAMH. YKAKUTE HET0CTAKIIMI
npuHuun. OTBeT NUIINTE CJIOBAMHU.

- YHHYTOKEHHE T0JIKHO ObITh CAHKIMOHMPOBAHHBIM M NMPOBOAUTHLCH B
COOTBETCTBUM € TPeOOBAHUAMHU HOPMATUBHOM Cpe/bl;

- JOKYMEHTBI, CBSI3aHHbIe C MNPEACTOSAIIUMH WJIM MPOBOAMMBIMH
Cy1eOHbIMU Ppa30upaTeibCTBAMH U PaCCIeJOBAHUAMH, YHHUYTOXKATH He
cjaeayer;

- cJeayeT YHUYTOXKATH BCE KONMUM [IOKYMEHTOB, pa3pelleHHbIX K
YHUUYTOKEHUIO, BKJII0Yas IEPCOHAIbHBbIE, CTPAX0Bbie H Pe3ePBHbIE KOMUM.
13. TOCT P UCO 15489 tpedyer, 4TO0bLI B OPraHu3alvu ObLIM YETKO
YCTAHOBJIEHbI TOJHOMOYHS 10 BBINOJHEHHIO OINpeleJeHHbIX TMPolecCOB
YIPaBJIEeHUA JOKYMEHTAMH. Y Ka:KUTe ITH NMPOLECChI.

a) KnaccuduKaiys ¥ UHICKCUPOBAaHUE,

0) SKCIepTH3a [ICHHOCTH,

B) OoTOOp HW Tepenada JOKYMEHTOB Ha TIOCIEAYIOIIee XpaHCHHWE WIIH
YHUUYTOKEHUE;

T') cocTaBJieHUE U 0(pOpMIICHHE TOKYMEHTOB

14. YrTo6b1 omnpeaenasitb TPeOOBAHUS K MNPAKTHKeE, 00C/IeJ0BAHMIO,



NMpoBepKe W TECTUPOBAHWIO MPOIECCOB YIPaBJICHUS JOKYMEHTAMHU,
HEe00XO0IUMO...

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

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

B) OTCJIC)KMBATh N3MEHEHUS B 3aKOHO/IaTEIILCTBE;

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

15.9T100b1 COXpaHATH KOPHOPATHBHYIO LEJOCTHOCTh CPe/Abl yIIPaBJIeHHUSA
uHopManMen, OpraHu3anuu He00X0AUMO. ..

a) UIMETh TOJBKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OPraHU3aLUU;

0) peryispHO MPOXOJAUTH MPOBEPKY BO BHENIHUX ayAUTOPCKUX U HAT30PHBIX
OpraHax;

B) 0co00€ BHHMaHHE YJIEIATh BCEM HWH(MOPMAIMOHHBIM CHUCTEMaM U
npaBuiaM (CTpaTerusiM, MOJUTUKAM ), TPUMEHSEMbIM BHYTPU OpraHU3aIlii,

I') HA3HAYUTh OTBETCTBEHHBIX 3a MPOBEICHUE ay/IUTAa © MOHUTOpPUHTA Y /]

16. KeM 10JI2KHBI YTBEP:KIAThCS BCe PelIeHUs 0 BKJIIOYEHUH TOKYMEHTOB
B CY/l u ycTaHOBJICHNMH CPOKOB M NMOPAIKA UX XPaHeHUs ?

a) BBICIIIUM PYKOBOJICTBOM;

0) orBeTcTBeHHBIM 32 CY/;

B) HAJ30pHBIM OPraHOM, ayJUTOPAMU;

') apXUBHBIM OPTaHOM.

17. C keM JOJ/IKHBI COIJIACOBBLIBATLCH BCE PEUICHUS O BKJIKYECHHUHU
JOKYMEHTOB B CHCTEeMY YIIPaBJIeHUS JOKYMEHTAMM H YCTAHOBJIEHUHM CPOKOB U
MOPAIKA UX XpaHeHus?

a) BBICIIMM PYKOBOJACTBOM;

0) orBercTBeHHBIM 32 CY/I;

B) HAJ30PHBIM OPraHOM, ayAUTOPaAMU;

') ApXUBHBIM OPraHOM.

18. B cayuae oOHapy:KeHMSI HENPHUIOAHOCTH MM Hed(deKTUBHOCTH
HCIOJIb3yeMOil CHCTeMbI YIIPABJIEHHUS JOKYMEHTAMH U MIPOLECCOB YIIPABJICHUS
JOKYMEHTAMH HEOOXO0TUMO...

a) yHnuToxuth CY/JJ;

0) MmonudumpoBath npouecco Y 1;

B) 3amenuth CY/l;

I) epeiTy Ha OyMa)KHbIN T0OKYMEHTOOOOPOT.

19. IIporpammbl 00y4YeHHs] YNPABJEHHIO [TOKYMEHTAMM IOJIKHBI
0XBATBIBAT...

a) pOJIM W OTBETCTBEHHOCTh BCEX COTPYJHUKOB W MOPOYUX JIHII,
OTBETCTBEHHBIX 32 CO3/IaHWE JIOKYMEHTOB BO BpEeMs MX pabOThI U 3a BKIIIOUCHHE
ATUX JTIOKYMEHTOB B CHCTEMY YIPABJICHUS JOKYMEHTAMU;

0) poJii U OTBETCTBEHHOCTh BCEX PYKOBOASIINX PAOOTHUKOB;

B) POJIM U OTBETCTBEHHOCTh TOJBKO BCEX IITATHBIX COTPYIHUKOB;

I) pOJIM W OTBETCTBEHHOCTHh TOJBKO BPEMEHHBIX PAOOTHUKOB U JIHII,
paboTaromuyx Ha 0OIMEeCTBEHHBIX HavYaJIax.



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

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

6) TOCT P UCO 30300-2015 peranu3upyeT U yTOYHSET MOJOKECHUS
I'OCT P UCO 15489-1-2007,

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

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

KounrpouabHas padora

o IMCIOMIIJIMHE «Memyﬂapouﬂble CTaHIapPThI YIIPAaBJCHUSA
AOKYMEHTaAMHN»

3aganme 1. CocraButh 0030p MyOJIUKAIMKA MO MEPUOAUMYECKUM H3TAHUSM
(razeTam, HAy4YHO-TIPAKTUYECKUM >KypHaIaM, COOpHUKAM Hay4YHBIX TPYIOB U JIp.) 3a
nocienuue 10 neT o poccutickom u MeHCOYHApOOHOM Onvime YNPAGLeHUs
OOKYMEHmMaMu 8 Op2aHu3ayusx, Ynpasisemblx no MeiCcOyHApOOHbIM CMAHOAPmMam
HUCO cepuu 9000 (paznvix sepcuii).
MeToanueckue yKazaHus
AHanu3 npeAcTaBUTh B BUJE TEKCTa 00beMOM He MeHee 3-Xx crtaHul (0e3
ydeTa CTpaHUl] CChUIOK) C 00s3aTelIbHbIMU OMOIMOTrpaUueCKUMHU CChIJIKAMH Ha
ucrounuku. [lpudt - 14, Times New Roman, mexxctpounsiit uaTepBai -1,5. Bee
TIOJISI 11O 2 CM.
Jlumepamypa u ucmouHuku
1.Ko3eipeB, B.A., Pa3Butne cucreM MeHEIKMEHTAa KauyecTBa /
B.A. Ko3zsipes, A.H. JIucenkoB C.B. ITankun. ITox pea. Ko3sipea B.A.
—M.: ®I'BOY «YMI XKIT», 2014 , C.9-20. [DnekTpoHHBIN pecypc].
Pexxum poctyma: http://e.lanbook.com/view/book/55404/ 3ari. ¢ 3KpaHa.-
ISBN- 978-5-89035-708-3
2.MenemxMeHT ceroans : [kypHan] / yapenurenb: 3AO "U3nar.
nom "I'pebennukoB" . — 2001- . — M. : I'pebernukon, 2006-2010 . —
Pexxum nocryma : http://elibrary.ru . - Beixoaut pa3 B 2 mecsina . — C.2011
roja AOCTYMEH B JIEKTPOHHOM Bujie . ISBN oTcyTcTBYyeT .
3.Menemxment B Poccum u 3a pyOexoMm : Bce O TEOpUU H
PaKTUKE yIpaBieHUs On3HecOoM, (PMHAHCAMHU, KaJIpaMHu... : [KypHa] . —
1997- . — M. : @unnpecc, 2013- . - Boeixonur pa3 B 2 mecsaua . - ISBN
OTCYTCTBYET.
4.TOCT P HCO 30300-2015 Cucrema cTaHIapTOB IO
uH(popmaruu, OUOIMOTEYHOMY U M3aTeNbcKoMy aeny. Mudbopmarus u
nokyMeHTausi. CucTeMbl yhOpaBieHUs JTOKyMeHTaMu. (OCHOBHbBIE
nonoxxkenus:s u cioBapb (yrB. Ilpumkazom PocrtexperynupoBanusi oT
09.12.2015 Ne  2123-ct) [DnekTtpoHHbIi pecypc] [/  ®I'VII
CrannaptuHdopm. — Pexum JOCTyma:
http://protect.gost.ru/document.aspx?control=7&id=202553 .



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

3amanue 2. CocraBUTh MOJENIb OIEHKM HAJIMYUS B JOKYMEHTax
o0si3aTenbHbIX cBOMCTB, TpeOyembix 'OCT P UCO 15489-1-2007.
MeToanyeckue yKazaHus
JlaHHBIE CIeAyeT 3aHEeCTH B TAOJIHUILY.
®dopma Tabauibl 1
Mojenb OLIeHKH HAIM4Hs B IOKYMEHTaX 0053aTeIbHBIX CBOMCTB, TPEOYEMBbIX

I'OCT P MCO 15489-1-2007

Ilonoxenue crangapra CBolicTBa JOKYMEHTOB IToka3arenn
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TpeOOBAHUAM
No u HazBanue) CTaHJapTa
1 2 3
AyTEeHTHYHOCTh
JlocToBEpHOCTD
LlemocTHOCTH
[Ipuromgnoctes it
WCIIOJIb30BAHUS

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

Bropoii cronben Tabnuibl HE 3aMOMHIETCS U HE IONOJIHAETCS.

B Tperunii cronben BHOCATCA TNOKa3zartenu (PEKBU3UTHI, METaJaHHBIE,
JIOKYMEHThl W/WIM 3alliUCe O TMPOU3BEACHHBIX JCHCTBUAX, IMEpPEUHUCIICHUE
OCHOBHBIX PE€3YJIbTaTOB), MO KOTOPHIM MOKHO CYAHUTh, YTO JOKYMEHTHI 00JIaJal0T
TpeOyeMbIMU B CTaHJAPTE CBOWCTBAMHU.

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

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

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

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

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

3. TOCT P UCO 23081-1-2006. Muadopmanust u nokymeHnrtanus. [Iporecco
yOpaBJEHUsl JOKyMEHTaMH. MeTagaHHble Uil AOKymMeHTOB. Yacte 1.
[Mpunmuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1. Principles).-M. :
Cranmaptuadopm, 2009. [DnexkTpoHHBIM pecypc]. Pexum pocrymna:



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://files.stroyinf.ru/Data1/58/58314/#i132385
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I'OCT P HMCO 30300-2015 Cucrema craHmapToB no uH(opMammm,
OMOIMOTEYHOMY M HW3JaTeNbckoMy eny. MHpopManus U TOKyMEHTAIHs.
Cucrembl ynpaBieHHus JOKyMeHTamMu. OCHOBHBIE TOJIOKEHHS W CIOBaphb
(yrB. Ilpmkaszom Pocrexperymmpoanus ot 09.12.2015 Ne 2123-cr)

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

Jlapun, M.B. VYmpasneHue NOKyMEHTaMH HAa OCHOBE MEKIYHAPOIHOIO
crangapta MCO 15489-2001: metoa. nmocodue / M.B. Jlapun, O.U. PrickoB;
BHUNJIA. M., 2005, C.5-20.

Bonpocs! K 3a4eTy o AucuMInHe «MexXayHapoaHble CTAHAAPTHI YIPaBJeHUsA
JAOKYMEHTaMH»
Hcropuss BO3HMKHOBEHHSI MEXIYyHApOJHBIX CTAaHAAPTOB B 00JacTH MEHEIKMEHTa
KayecTBa.
[TOHATHI «TOKYMEHT» U «3aIIHUCh».
OPUHIUNBL  UJIEHTU(UKAMU HOPMATUBHOM CpeJibl yIIpaBJIeHUs TOKyMeHTaMu ?
Pa3paboTka MoymMTHKY B 00JaCTH YIPaBICHHUS JOKYMEHTAMU?
[TpeanocsUIKy MOSBIEHUS MEXAYHAPOIHBIX CTAaHIAPTOB B 00JACTH MEHEKMEHTA.
CMK «kak cucteMa ynpaBjeHHs TOPU30HTAILHBIMU IIPOLIECCAMU
[Tonstue crannapra B unrepnperanuu MCO.
OcHoBHble npuHLUIIBEI pazpaboTku crangaptoB UCO.
[Tponenypa pa3zpaboTku MexxayHapoaHbIX cranaapToB UCO.

. [IpenmytiecTBa WMCHOIB30BaHUS MEXKIyHApoaHBIX craHmaproB MCO B obnactu

yIpaBJIeHUs TOKyMEHTaMU U MH()OPMAIIMOHHOT'O MEHE/PKMEHTA, MEHE/DKMEHTa PUCKOB?
[TonsiTHE O cHCTEMaxX MEHEIKMEHTA KayeCTBa.

[TpuHIMIBI POPMHUPOBAHUS CUCTEMBI MEHEIPKMEHTA KayecTBa.

TpeboBanus crannaptoB MCO cepun 9000 k paboTe ¢ JOKyMEHTaMH .

[Tpeumy1iecTBa BBEICHUS CUCTEMbl MEHE/DKMEHTA KauecTBa.

JloKyMeHTaIus CHCTeMbl MEHE/DKMEHTa KaueCcTBa

Llenb NOAUTUKY yIIPaBICHUS JOKYMEHTaMU?

OTBETCTBEHHOCTH 3a YIPABJICHUS JOKYMEHTAMH: 32 MX MPOCKTHPOBAHWE, BHEIPEHUE U
COXPaHHOCTh CHCTEM  YIpAaBJICHUS JOKYMEHTaMH M HMX  3KCIUTyaTallUOHHbIE
XapaKTEPUCTHKH, 32 00yUSHHE TTOTb30BaTENICH YIIPaBICHUIO TOKYMEHTaMH U IPIMEHEHHUE
CHCTEM YIpPaBJICHUS JOKYMEHTAaMH B UHIUBHyaIbHON MPAKTHUECKON JAESITEIbHOCTH.
OTBETCTBEHHOCTH PYKOBOJICTBA OPTaHU3AIMU B OOJIACTH YIIPABICHUS TOKYMEHTAMH.
@DyYHKIUU U OTBETCTBEHHOCTh a/IMUHUCTPATOPOB CUCTEMBI YIIPaBICHUSA?

CBolicTBa JOKyMEHTOB, o0ecrieurBaeMble pabOTHUKaMU opraHu3anuu. CyTh KaXJ0ro u3
CBOMCTB.

AYTEeHTUYHOCTb U CIOCOObI ee 00ecreYeHHU .

JloCTOBEPHOCTH U CIIOCOOBI €€ 00eCIeueHHS.

[HemocTHOCTE B cIOCOOBI €e 0O0eCTIeUeHHS.

[TpUrogHOCTH I UCTIOIB30BAaHUS U CLIOCOOBI ee oOecreueHusl.

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

[TpoexTrpoBaHUE ¥ BHEAPEHUE CUCTEMBI YIIPABICHUS TOKyMEHTAMHU.

CXOACTBO M OTIMYMS B TpUEMax OIPEEeNIEHUs] CPOKOB XPaHEHUs JIOKYMEHTOB IO
craugapty UCO P 15489-1-2007 u oTeueCTBEHHBIM HOPMATHUBHBIM ~ aKTaM.

[Tporpamma pa3pabOTKH CUCTEMBI YIPABICHUS JOKYMEHTaMH.

MOHUTOPHHT ¥ ayJUT CUCTEMBI YIIPABICHUS TOKYMEHTAMHU.

Ocnosuble TpeboBanus ['OCT P MCO 15489 mo oOyueHUIo cUCTeMEe YIpaBiICHUS
JIOKYMEHTaMH.


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

31. MexayHapoaHble CTaHIapThl B 00J1aCTH apXUBHOTO Jienia
32. llestenbHOCTh MEXKIyHApOAHOTO COBETAa apXHMBOB MO pa3padOTKe OOIICH IMOTUTHKA
yIIpaBJICHUS TOKyMEHTAlUEH 1 apXUBaMH

e MUrToroBslii TeCT 110 Kypey [/

Bompoc 1

TekcT Bompoca

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

Bribepure ouH OTBET:

d. JOCTOBCPHOCTb, ayTCHTUYHOCTD, IPUT'OAHOCTD JIJIsI HCIIOJIb30BAHHUS, IEJIOCTHOCTD
b. HaaACKHOCTb, CUCTEMHOCTbH, COOTBETCTBUEC, JICTUTHUMHOCTbD, HCJIOCTHOCTh
C. CHCTEMHOCTb, KOMIIJICKCHOCTb, AYyTCHTUYHOCTD, IIPUTOJHOCTD JJI UCIIOJIb30BaHU A

d. HaIe)KHOCTD, IETOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTD, COOTBETCTBHE
Bompoc 2
TekcT Bompoca

Kakomy Ttexunueckomy komurery MCO Ob11a mopy4ena paspadorka ISO 15489?
Bri6epute ouH OTBET:

¢ a. TK 37 «Tepmunonorus (IpUHUUIBI U KOOPAUHALINSA)»

© b TK 176 «YTpaBlieHUE Ka9eCTBOM)

( c. TK 46 «Mudopmarus u TOKyMEHTAIUS»

o d. TK 171 «Bocmpou3BeneHre JOKYMEHTOBY

Bompoc 3

Tekct Bompoca

IIpumeHeHre MeKAYHAPOAHBIX CTAHAAPTOB B OTE4YeCTBEHHOM [1eJIONPOMU3BO/JCTBE
HAYaAJIOCh ...

Boi6epuTe ouH OTBET:

a. B KOHIIE XX B.

o b. B Hauane XXI B.

C. B Hayasle XX B.

S d. B konue XIX B.
Bomnpoc 4
TekcT Bompoca

Kakoii U3 nmepeuncieHHBIX HHMKE MEKIYHAPOIHBIX CTAHAAPTOB MpeIHA3HAYEH JIf
CO3/1aHMS B OPraHM3ALUAX CHCTEM yIPaBJIeHHUS JOKYMEHTAMH Ha CTPaTernyeckoM YPOBHe,
TO €CTh HA YPOBHE OTBETCTBEHHOCTH U B 30HE MPUHATHS PellleHnii PpyKoBOACTBAa?

Bribepute oauH OTBET:

-

a. UCO 15489:2001 «Mudopmarus u JOKyMeHTAIMs. Y TIPABICHUE TOKYMEHTAMM
.
b. UCO 23081:2004 (pex. 2006 r.) «HUudpopmarmst u gokymeHTtarusa. IIporeccs

YIpaBJICHUA TOKYMCHTAMM. MeTa)IaHHI)Ie IJI1 JOKYMCHTOB»

© ¢ MCO/TO 26122:2008 (pea. 2009 u 2010 rr.) «Mupopmanus U JOKyMEHTALHS.
Ananu3 paboyux MpoIeccoB, IPUMEHSIEMbIX B OTHOIICHUH JOKYMEHTOBY

O d. UICO 30300:2011 «Mudopmanmss u mokymeHTtanusi. CHCTEMBI yIpaBlICHHS


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

JokymMeHTaMu. OCHOBHBIE TOJIOKEHUS U CIIOBAPH
Bormpoc 5
Tekct Bompoca
Yem nzmepsiercsi 3pPpeKTUBHOCTH MPUMEHEHUS MEKIYHAPOAHOI0 CTaHaapra?
Bribepure ouH OTBET:

a. OTCcyTCTBMEM HapeKaHUI CO CTOPOHBI HAJI30PHBIX OPraHOB

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

C. [TonmHo# yHudUKamen mporeccoB opraHu3aIum

d. Cozmanuem HEOOXOJMMOTO TTaKeTa JOKYMEHTOB
Bormpoc 6
TekcT Bompoca
YTo0bI COXPAHATH KOPIOPATUBHYIO LEJIOCTHOCTH Cpelbl yIpaBJjeHusi HHpopManuei,
OpraHu3any Heo0X0AMMO...
Bribepute oauH OTBeET:

d. pEeryJsIpHO MPOXOAUTH IPOBEPKY BO BHCIIHUX AyJUTOPCKUX U HAA30PHBIX OpraHax

s
b. ocoboe BHUMaHHE YACIATE BCEM I/IH(1)OpMaI_II/IOHHBIM CUCTCMaM U IIpaBUJIaM

(cTparerusiM, MOJUTHKAM), TPUMEHSIEMbIM BHYTPH OpPraHU3alluu

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

s
d. UMeTh TONBKO OIHY aBTOMAaTU3HUPOBAHHYIO CUCTCMY B OpraHU3alluH

Bompoc 7

TekcT Bompoca

Kakas npoodJiema/pl BO3HUKJIA/H c BHE/IpeHUEM cTa”Haapra nCco
15489:2001? «Mudopmanusi ¥ TOKyMeHTALUsA. YIpaBjieHne JoKyMeHTaMu» B Poccuu?

BeiGepute oauH OTBET:

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

d. ITpoGsemMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIbHOM 0a301
Bomnpoc 8
TekcT Bompoca
B nmomcke orBera Ha BONPOC, B 4YeM NPHYHHA IJIOX0r0 Ka4eCcTBAa TOBAPOB M YCJYT,
skcnepTsl MCO npuiuin K BHIBOY, YTO OHA 3aKJIIOUYAeTCs BCeraa ...
BeiGepute oauH OTBET:

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

d. B HemocTaTke (DUHAHCHPOBAHHUSI
Bompoc 9
Tekct Bompoca
Kem [n0/1kHBI yTBep:KIaThCsl BCe pellleHUs 0 BKJIKYeHUM A0KyMeHTOB B CY/l m
YCTAHOBJIEHMH CPOKOB M MOPSAKA UX XpaHeHus ?
Bri6epute oauH UM HECKOJIBKO OTBETOB:
-
a. apXUBHBIM OPTaHOM

=
b. BBICIIIMM pPYKOBOJICTBOM



Y HAJ30pHBIM OPraHOM, ayIUTOpaMHU

a d. orBercrBennbM 3a CY /]

Bomnpoc 10

TekcT Bompoca

IlepeBon KakKHX TEPMHMHOB BbI3BAJ HaMOOJbIIME TPYIAHOCTH Y MepPeBONYMKOB
BHUUIAL?

BriOepuTe 01MH WM HECKOJIBKO OTBETOB:

d. METaJlaHHEIC

" b. samuce
C. JOKyMEHT
d. apxuB
Bompoc 11

TekcT Bompoca
K kakoii cepuu crangaproB Bocxoaut cranaapt MCO 15489-2001 «Ynpasiaenue

AOKyMeHTaMu»?
Br16epute oquH OTBET:

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

d. Cepuu ISO 10000

Bormpoc 12

TekcT Bompoca

C KeM J0JIKHBI COTJIACOBBIBATHCS BCE PELICHUS 0 BKJINYEHUH JOKYMEHTOB B CHCTEMY
ylnpaBjieHHs JOKYMEHTAMH U YCTAHOBJIEHHH CPOKOB M NMOPSAKA UX XPaAHEHUs1?

Bri6epute oauH UM HECKOIBKO OTBETOB:

-

a a. oTBeTCcTBeHHBIM 32 CY []
= b. Hag30pHBIM OPraHOM, ayAUTOPAMH
-

C. ApXUBHBIM OPraHOM

d. BBICIIMM PYKOBOJICTBOM
Bomnpoc 13
Tekct Bompoca
KaioueBoe nonsirne «ynpapjieHHe JOKYMEHTaMH» B Pa3HbIX CTPaHaX, B TOM YHCJe
Poccun, BbI3BAI0 TEPMHHOJOTHYECKYIO THCKYCCHI0. C KaKMMHU U3 MepevncaeHHbIX HUKe
NOHSTHII €ro CTPEMHINCH OTOXKIECTBISITH?
BriGepure ouH OTBeET:

a. yrpaBJeHUE apXHUBaMHU
b. ynpaBnenue 10KkyMeHTO000pOTOM

C. ynpaBiieHue HHpopMaIei

© d. co cemu HIePEYNCICHHBIMU

Bonpoc 14

TekcT Bompoca

VkaxkuTe NpaBHIbLHOE NPOJOJLKeHHEe BbIicKa3biBaHus: «CucTeMa MeHEIKMEHTA
Ka4ecTBa — 3TO...»

Bribepure oauH OTBET:



a. COBOKYITHOCTb OCHOBHBIX JI€HCTBHI, HAIIPaBIEHHBIX HA JOCTUKEHHE MOCTABIEHHBIX
3aj1au4 (1enei, moaenei)

{ o
b. Cuctema MeHEIKMEHTa JJIsi PYKOBOACTBA M  YNpPABJICHHsS OpraHU3alueit

IMPUMCEHHUTCIILHO K KAUYECTBY

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

d. Cucremarnueckasi UICHTU(GUKALNS U YIOPSIOYCHHE ACTOBOM AATEIBHOCTU U (HJIH)
JIOKYMEHTOB I10 KaT€ropusiM B COOTBETCTBUU C JIOTUYECKU CTPYKTYPUPOBAHHBIMHU YCIIOBUSIMU,
METOAAaMU U MPOLEAYPHBIMU IIPABUIIAMH, NIPEJICTABICHHBIMH B KJIACCU(PUKALIMOHHOM cucteme.

Bompoc 15

TekcT Bompoca

Yro0bl ompenensitTe TpPeOOBaHUSI K IPaKTHKe, 00CIeI0BAHMIO, IIPOBepKe U
TeCTHPOBAHHUIO NIPOLIECCOB YIIPABJIEHUS JOKYMEHTAMHU, He00X0IHMO...

Boi6epute ouH OTBET:

a. peryJiIpHO MPOXOIUTh IIPOBEPKY BO BHEIIHUX ayIUTOPCKUX U HAJA30PHBIX OPraHax

b. nokymenTanbHO 3aUKCUPOBATH HOPMBI COOTBETCTBYIOIETO 3aKOHO/ATEIbCTBA,
CTaH/IapTOB U MOJUTUKY OpraHu3aluu

C. OTCJIC)KUBATh U3MCHCHUS B 3aKOHOAATCILCTBE

d. Ha3HAYUTH OTBETCTBEHHBIX 3a MPOBEICHHE ayTUTa U MOHUTOpUHTA Y ]|
Bomnpoc 16
TexkcT Bompoca
B cayyae oOHapy:keHMSI HENPHUIOJHOCTH MJIH HeIPPEKTHBHOCTH HCIOJIbL3yeMOM
CHCTeMbl yNpPaBJeHHUS [JOKYMEHTAMH M TMPOLECCOB YyNpaBjeHHs JOKYMeHTaMH
He00X0aUMO...
Bribepute oauH OTBET:

a. meperTH Ha OyMaXKHBIH TOKyMEHTOO0OpOT

“ o, yHUUTOXKHUTE CY []

C. 3ameHuTs CY ]|

d. MmommdumpoBats npouecchl Y /|
Bomnpoc 17
TekcT Bompoca
TpeboBaHus K cucTeMe MEHEI)KMEHTA Ka4ecTBA ONMCAHBI B...
Boi6epute ouH OTBET:

© & Cepun 1SO 9000
b. Cepun 30300
c. Cepun ISO 14000

d. Cepum ISO 10000
Bonpoc 18
TekcT Bompoca
IIporpammbl 00yUYeHHs1 YIPABJIEHHUIO TOKYMEHTAMM 10/ZKHbI OXBATHIBATD...
Bribepute oauH OTBET:

-

d. poJIn U OTBETCTBCHHOCTh TOJIBKO BPEMCHHBIX pa60THI/IKOB n JIAII, pa6OTaIOHII/IX Ha
06H.ICCTB€HHLIX Hadajiax

b. pojin 1 OTBCTCTBCHHOCTb BCCX COTPYAHHUKOB MW TIPOYUX JIHI[, OTBCTCTBCHHBIX 3a
CO31aHNC OTOKYMCHTOB BO BpEMsS HX pa6OTBI H 3a BKIIIOYCHHE O3THUX AJOKYMCHTOB B CHUCTEMY



YIIPABJICHUS JOKYMEHTaMHU

C. poJIM M OTBETCTBCHHOCTH TOJIBKO BCEX IITATHBIX COTPYJAHHUKOB

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

A B2000T.
b. B 1997 1.
c.B 1947 1,

d. B1987r.

Bormpoc 20

TekcT Bompoca

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

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

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

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

TekcT Bompoca

Kaxkoe MecTo oTBOAMTCS YIpaBJIeHHI0 JokyMeHTamu B ctangaprax UCO 9000?
Boi6epuTe ouH OTBET:

I
I
I

-

-

a. YrpaBiieHHe JTOKYMEHTAMH pPacCMaTPUBACTCS KaK BCIIOMOTATEIbHBINA IPOIIeCC,
00CYXKUBAIOIINI MEHEKMEHT

b. YrpaBneHue 10KkyMeHTaMH SIBIISECTCS CaMO BaKHOM 4acThIO MEHEKMEHTA

C. YHpaBHGHI/Ie JOKYMCECHTaMU ABJIACTCA COCTaBHOM YaCThIO MCHCIPKMCHTA

© o, VYnpasieHne TOKyMEHTaMH HE pacCMaTPUBACTCS U HE OMMCHIBACTCS
Bomnpoc 22

Tekct Bompoca

B uem 3akJ/ouaercs yHuBepcaiabHocTh cTanaapTos ISO cepuu 9000?

BeiGepute oauH OTBET:

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

b. Onu mpesyiararoT oIHy OOIIYI0 YHUBEPCATHHYIO MOJIC)Ib MEHEKMEHTA

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

i o
d. YHI/IBepC&]’ILHOCTB MMpOABJIACTCA B TOM, YTO JAHHOU CCpUU O606II_ICHLI TpC6OBaHI/ISI

JIPYTUX CEpUMl CTaHIAPTOB

Bomnpoc 23

TekcT Bompoca

Oco0enHoe oTHOMIEHHE K JoKyMeHTauuu cranaapros 9000:2000 onpenesnsiercsa Tem,
4qTo...



Bribepure ouH OTBET:

a. YpaBieHUE [TOKYMEHTAMH paccMaTpUBAETCs KaK BCIIOMOTaTENbHBIN IPOLECC,
00CITy’)KUBAIOIINIA MEHEKMEHT

i o o
b. praBJ’IeHI/Ie JOKYMEHTAMMU SBJISICTCA CaMOHX Ba’>XHOU YaCThbIO MCHEIXKMCHTA

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

pa3pa60TaHa, BHEIpCHA U ,HCI;'ICTBOBaTB CUCTEMA MCHCIPKMECHTA Ka4€CTBA, HO 3aIOKYMCHTHPOBAHA

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

s
d. Cyj_—[, A€ OTBETCTBEHHOCTh 3a JOKYMCHTBI paclnpeacicHa MCEXKAY BCEMHU

pabOTHUKAMU OpraHU3alUH

b. npaBunbHO cipoextupoBannas CY /], coorerctByromas merogonorun MCO

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

© o, CVY /1, ucnonp3ymomas ayTCOPCUHT

Bomnpoc 25

Texkct Bompoca

IHoyemy pyHKIHU ceKpeTapuaT 00ecneYnBaj ABCTPAJINHCKHI HAIIMOHAJIBHBINA OPraH
cTaHgaprusanum’?

Bri6epute ouH OTBET:

a. ABcTpayus BBICTYIUJIA ¢ MHULMATUBOM co3nanust ISO 15489

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

C. ABcTpanus Bcerja BhIIOIHET AaHHY0 QyHkuio B TK

© 4B ABCTpaJIMH JTyYIIHE CEKPEeTapH

Bomnpoc 26
TekcT Bompoca

Korna Obuia cozpana MeskayHapoaHass oOpraHu3anusi 10  CTaHAapTH3ALUH
(International Organization for Standardizations)?
BeiGepute ouH OTBET:

© aB1947r.
b. B 2007 r.
c.B 1986 T.

d. B2001 r.

Bompoc 27

Tekct Bompoca

«PHCK-OpMEHTHUPOBAHHOE MBINLICHHE» MOSABUJIOCH B CTAHAAPTAaX BEPCUM...
Bribepure ouH OTBET:

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

-

-

-



Bomnpoc 28

TekcT Bompoca

Kakoii TexHMYeCKHIi KOMHTET SIBJIsIeTCSl TVIABHBIM IO pPa3padoTKe CTAHIAPTOB 1O
yHpaBJIeHUIO TOKYMEeHTaMu?

Bribepure ouH OTBET:

¢ a. TK 176 «YnpaBiieHue ka4eCTBOM»

-~
b. TK 6 «bymara, KapTOH U IeJUTI0I03a

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

o d. TK 46 «MudopMarus 1 JOKYMEHTAIHS

Bomnpoc 29

TekcT Bompoca

Joxymentanuss CMK BkiIoO4aer cjieAyomuii nakeT J0KyMEHTOB:
BeiOepute oauH OTBET:

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

s
b. I[OKYMGHTI/IPOBaHHLIC npoueaypbl, AOJZKHOCTHBIC HHCTPYKIIMU W IIOJIOKCHHA O

CTPYKTYPHBIX ITOAPA3ACIICHUAX, CTAHAAPTBI OPraHnu3aluu U pa601nzle HHCTPYKIUHA

s
C. PYKOBOI[CTBO o KadeCTBy, HAOKYMCHTHUPOBAHHBIC HNPOUCAYPbI, CTaHAAPTHI

OpraHu3anuu 1 padoune HHCTPYKLIUU

d. Muccust opranu3zaimm, e ¥ NOJUTHKA OPTaHU3aluK, PYKOBOJACTBO 110 Ka4eCTRBY,
JOKYMCHTHPOBAHHBIC MPOLCAYPHI, AOJDKHOCTHBIC MHCTPYKIHU H IOJOXKCHUA O CTPYKTYPHBIX
MoJIpa3ieNieHusIX, CTAaHAAPThl OpraHU3aK U pabodre HHCTPYKLIUU

Bompoc 30

Tekct Bompoca

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

N .
a. MaTepI/IaHBHBIX BO3MOXHOCTECHU OpraHH3aHI/II/I
"
. 00beMa JIOKyMEHT0000pOTa OpraHu3aH
N o .
C. HpOFHO3I/IpyeMBIX THUIIOB I-IpC3B]':>I"I€lI/IHI>IX CI/ITyaHI/II/I
-

d. cpokoB XpaHeHHsI JOKYMEHTOB

Bomnpoc 31

TekcT Bompoca

Kakue/as 4wacre/m ISO 15489 Oblim mepeBegeHbl W NPHHATHI B KayecTBe
HAIMOHAJBLHOI'0 POCCUIiCKOro cTanaapra’?

Bribepure ouH OTBET:

a. Tonpko 2-ag u 3-9 yactu
b. Bce wactu
C. Tonbko 2-ast yacTh

d. Tonbko 1-ast yacThb
Bomnpoc 32
Tekct Bompoca
Yto cmocoO0CTBOBAJI0O AKTHBHM3AIMH  MEXKIYHAPOJHOH  CTAHIAPTH3AUMM H
cepTuGUKATHMA B 00J1ACTH yNIPaBJIeHUS JOKYMEHTaMu ?
BoibepuTe OMH WM HECKOIBKO OTBETOB:



-

a. CrangapTu3anys MCHEKMEHTA

-

b. YBennuenue xonuuecrna OKCIICPTOB, YY4AaCTBYIOIIUX B pa3pa60TKe CTaHIapTOB

-

C. Buenpenue 31eKTpOHHOTO TOKYyMEHTOO00pOTa

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

d. YCTaBOM OpraHM3alin

- o
b. mprka3oM O KOHBEPTUPOBAHWU W MHIPAIMU JOKYMEHTOB M3 OJHOW CHCTEMBI
YIIPABJICHUS JOKYMEHTAMHU B IPYTYIO

© ¢.TOCTom

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

- 5 . .
a. Cranmapt TpeOyeT IOJHOM 3aMEHbl BCEH Hay4YHO-TEPMHUHOJOTHYECKON Oa3bl

JACJIOITPOU3BOJACTBA

N .
b. Ctangapr He mnpeanojaraeT BO3MOXKHOCTH IPUMEHSTh HAI[MOHAIBHBIA OIBIT
YIIPaBJICHUS JOKYMEHTaMHU

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

d. Cranmapt KacaeTcs BceX JOKYMEHTOB OpraHHu3aIui (a He TOJBKO YIPaBICHUECKUX),
OTpa)karolUX BCE JICJIOBBIE MPOLIECCHI
Bompoc 35
Tekct Bompoca
Ha3zoBuTe TPU MeKIYHAPOAHBbIE OPTraHU3AIUY 110 CTAHAAPTU3ALUU
Bri6epute oauH UM HECKOIBKO OTBETOB:

-
a. MexxnyHapoaHas 2JIEKTPOTEXHUYECKast KOMUCCUS
b. EBponeiicKmii HHCTUTYT CTaHJAPTOB AIIEKTPOCBSI3H

-
C. MexxyHapoHass OpraHu3anus CTaHJapTH3aLUN

-

d. Mexnayrapoauabiii Coro3 DIeKTPOCBA3U



OIIeHO‘leIe cpeacrea Jid MpoBEeACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTalluMn

IIpunoxenne 2

Kon Nuaukarop 10CTHKEHUSI KOMITeTeHIMH OueHo4yHbIE CpeCcTBA
HHIMKATOPA
IIK-2 Cnioco0eH 0CylecTBIASTH JOKYMEHTAIIMOHHOE 00ecneyeHne YpaBJeHusl Opranuzanme
Bonpocsl k 3auery
1. [TonsiTHe 0 cucTeMax MEHE)KMEHTa KauecTBa.
2. [TpuHIMIBL POPMHUPOBAHUS CUCTEMBI MEHEPKMEHTA KaueCTBa.
3. TpeboBanust crangaproB  HWCO cepun 9000 k pabore c
JIOKYMEHTaMH .
4. [IpenmyriecTBa BBeIEHUS CUCTEMbl MEHEI)KMEHTA KaueCTBa.
S. JlokymeHTaIus CUCTeMbl MEHEHKMEHTA KauecTBa
6. L{enb MONMUTUKH ypaBIEHUS JOKyMEHTaMu?
7. OTBETCTBEHHOCTh 3a yNpaBIE€HUS JOKYMEHTaMHU: 3a HX
MIPOEKTUPOBAHUE, BHEAPEHNUE U COXPAHHOCTh CUCTEM YIIPaBJICHUS JOKYMEHTaMHU
U UX OKCIUTyaTallMOHHBIC XapaKTePUCTUKH, 3a OOydeHHUE IOJIb30BaTeeH
YIPaBJICHUIO JOKYMEHTAMU U IPUMEHEHUE CUCTEM YIPABJIEHUS JOKYMEHTaMH B
Opranusyer u periiaMeHTHPYET T0KYMEHTUPOBAHUE . o
IK-2.1 WHJUBUIYAIbHOW MPAKTUUECKOU JIEeATETLHOCTH.

YIPaBJICHUYECKOM IeITEIbHOCTH B OpraHu3aIiu

8. OTBETCTBEHHOCTh  PYKOBOJICTBA OpraHu3alud B  o0JacTu
yIpaBiIeHUS TOKYMEHTaMH.

9. @OYHKIMM ¥ OTBETCTBEHHOCTHb aJMHHHCTPATOPOB CUCTEMBI
ynpaBieHus?

10. CBoifcTBa  JTOKyMEHTOB, oOecnednBaeMble  pabOTHHKAMU
opranuzauu. CyTh KaXJ0Tro U3 CBOMCTB.

Hrorosnliii TECT 10 KypCy

Bompoc 1

Tekct Bompoca

K xapakrepucrukam cucrem ynpasJjeHusi JokymMmenramu 'OCT P
HCO 15489 oTHocur:

Br16epute oauH OTBeT:




a. TOCTOBEPHOCTh, AyTEHTUYHOCTb, IPUTOTHOCTD VISl UCTIOIb30BaHMS,
LIEJIOCTHOCTh
b. HaEKHOCTh, CHCTEMHOCTb, COOTBETCTBUE, IETUTUMHOCTbD,
LIEJIOCTHOCTh
C. CHCTEMHOCTb, KOMIUIEKCHOCTb, ayTEHTUUYHOCTb, IPUTOJAHOCTH JIJIs
MCII0JIb30BaHUs
d. HaZE)KHOCTD, LIETOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBUE
Bonpoc 2
Tekct Bompoca
Kakomy texnnueckomy komurery MCO Ob11a mopy4yeHna pa3padorka
ISO 154897
Bribepute oquH OTBeET:
a. TK 37 «Tepmunosnorus (IpuHIUIBL 1 KOOPAUHALINA)»
b. TK 176 «YmpaBneHue kaueCTBOM
c. TK 46 «Mudopmanus 1 TOKyMEHTALUS
d. TK 171 «Bocnpou3sBeieHre JOKYMEHTOB
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexcoynapoonvix cmanoapmos 6 omeuecnmeeHHom
0e10npou3600cmee HA4auioch ...
Bribepute oauH OTBET:
a. B koHIle XX B.
b. B Hauane XXI B.
c¢. B Havane XX B.
d. B xonne XIX B.
Bormpoc 4
Tekct Bompoca
Kakoii u3 nepedmncieHHbIX HMKe MEXKIYHAPOIHBIX CTaHAAapTOB
NpeJHA3HAa4YeH [JIsl CO3IaHMSl B OpPraHU3alMsX CHCTEeM YIpPaBJIeHHSA
AOKYMEHTAMH Ha CTPaTerH4eCKOM YpPOBHe, TO eCTb Ha YpPOBHe
OTBETCTBEHHOCTH U B 30He NMPUHATHS pPellleHnii pyKoBoICTBA?
Bri0epure Of1H OTBET:




a. UCO 15489:2001 «Mudopmarus u JoKyMeHTAIUA. Y IPaBICHUE
JIOKyMEHTaMMU»
b. UCO 23081:2004 (pex. 2006 r.) «MHpOpMaLIHsI ¥ TOKYMEHTAIIHS.
ITpouecce! ynpaBiaeHus 10KyMeHTaMU. MeTajaHHble 1Ji JOKYMEHTOBY
¢. UCO/TO 26122:2008 (pexn. 2009 u 2010 rr.) «Madopmanus u
JOKYMEHTaIus. AHAINU3 paboyuXx MpoIecCcoB, MPUMEHSEMBIX B OTHOIICHUH
JIOKYMEHTOB)
d. UCO 30300:2011 «udopmarus u nokymeHTanus. CHCTEMBbI
yrpaBieHus JokyMeHTaMu. OCHOBHbBIE TIOJIOKEHUS U CIIOBAPh)
Bomnpoc 5
TexkcT Bompoca
Yem nzmepsiercs 3p(peKTUBHOCTH NIPUMEHEHHUsI Me:KIYHAPOHOIO0
cranjapra?
Br1bepute oauH OTBeET:
a. OTcyTCcTBHEM HapeKaHUI CO CTOPOHBI HAJJ30PHBIX OPraHOB
b. [Tonyyenne KOHKYPEHTHBIX MPEUMYILECTB, TPUOBLIH 32 CYET
COBEPUICHCTBOBAHUS CUCTEMBI OPraHU3ALMH JIETI0BOM EATEINbHOCTH
c. [lonHo# yHU]UKAILIHEH MPOIECCOB OpraHU3aIUN
d. Co3ganuemM HEOOXOJMMOTO MaKeTa JTOKyMEHTOB
Bormpoc 6
Tekct Bompoca
Y100bI COXpaHATH KOPINOPATUBHYIO LEJIOCTHOCTH CPe/ibl YIIPABJICHUSA
HH(popManue, OpraHu3anuu Heo0X0AuMO. ..
Br1bepute oauH OTBeET:
a. peryJisipHO MPOXOJIUTh MPOBEPKY BO BHEIIHUX ayJIUTOPCKUX U
HAJ30pHBIX OpraHax
b. ocoboe BHUMaHHE yIEIATh BCEM HH(OPMAIIMOHHBIM CUCTEMaM U
npaBujIaM (CTpaTerusM, MOJIUTUKAM ), IPUMEHIEMBIM BHYTPH OpraHU3aIIN
C. HA3HAYUTh OTBETCTBEHHBIX 32 MIPOBEACHHUE ayAUTa U MOHUTOpUHTA Y /]
d. UMeTh TOJBKO OJJHY aBTOMATU3UPOBAHHYIO CUCTEMY B OpraHU3aluu
Bomnpoc 7
Tekct Bompoca
Kakas mnpo0aema/pl BO3HHKJIA/M ¢ BHeapeHuem cranpapra MCO




15489:2001? «Mudopmanus ¥ JOKyMeHTANMsA. YTIPaBJeHUE TOKYMEHTAMM»
B Poccun?
Bribepute oauH OTBET:
a. [Ipobnema HaIMOHAIBHON crieU(UKN B TIPAKTHUKE pabOTHI C
JIOKyMEHTaMu
b. [Ipobnema orpaHUYEeHHOCTH IPUMEHEHUS CTaHapTa
c. [IpoGnema TepMUHOIOTHYECKOTO HECOOTBETCTBUS
d. [IpoGiemMa HECOBMECTHMOCTH C POCCUKCKON 3aKOHOIATEIBbHON 0a30i
Bomnpoc 8
Tekct Bompoca
B noucke oTBeTa Ha BONPOC, B YeM NPUYNHA IUIOX0I0 Ka4ecTBa
TOBapoOB H ycayr, 3kcnepTsl UCO npuiin K BbIBOAY, YTO OHA
3aKJII0YAeTCsl BCera ...
Br1bepute oauH OTBeET:
a. B IJIOXOM OpraHu3aluu MEHeHKMEHTa
b. B HU3KOM KaueCTBE CBHIPbs
C. B HU3KOH NMpodeccHoHaIbHOM MOJrOTOBKE MEpCoHaIa
d. B HegocraTke (PMHAHCUPOBAHUS
Bormpoc 9
Tekct Bompoca
KeM n0/1kHBI yTBEPKIATHCS BCE PEIICHUS 0 BKIIOYEHUH JOKYMEHTOB
B CY]/l ¥ ycTaHOBJIEHMH CPOKOB M MOPAAKA UX XpaHeHus1?
BeiGepute oaMH MM HECKOIBKO OTBETOB:
a. apXUBHBIM OPTaHOM
b. BBICIIMM PYKOBOJICTBOM
C. HaJI30pPHBIM OpPTaHOM, ayAUTOPAMHU
d. otBercTBeHHBIM 32 CY /]
Bonpoc 10
Tekct Bompoca
Ilepe6oo kakux mepmunos vl36a1 HAUOOIbUILE MPYOHOCHIU Y
nepesoouuxoe BHUHJIA/]?
Br16epute o1H UM HECKOJIBKO OTBETOB:
a. METaJlaHHbIE




b. 3ammce
C. IOKYMEHT
d. apxuB

[1K-2.2

OpraHusyeT 1 perilaMeHTUpYeT JOKYMEHTOO00pOT B
OpraHu3auu

IIpakTuyeckoe 3axanue Ne 1
2. [Monw3ysce TpedoBanusmu 1.5 'OCT P UCO 15489 no nnentudukanmum
HOPMATUBHOM CpeJlbl, COCTAaBUThH MEPEYCHh HOPMATUBHBIX MMPABOBBIX aKTOB JJIS
OJIHOM (Ha BBIOOP) OpraHu3aIiu (CM. CIIMCOK HUXKE).
Memoouueckue pexomenoayuu
I'pynnupoBky aktoB, 3anannyro I'OCT P UCO 15478, cnenyer coxpaHATh
obs3arensHo! JIJIs MOATOTOBKM HOPMATHBHOW 0a3bl omupaiTech Ha 0asy
crpaBo4HbBIX paBoBbiX cucteM Koucynsrantllmtoc, ['apant, Koaekc; mo Bumam
JESTEIIBHOCTH MOXHO TIOJIB30BAThCA  cnpasoynou ungopmayueti  "Cpoku
Xpanenus  O0okymenmos opeanuzayuu” Ilopmana «Koncynomanmllnocy
[D5eKTpOHHBIN pecypcl]. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 121777/

Crucok OpraHI/I3aI_II/II712

1.3A0 «Potop» (HerocynapcTBEHHAass OpraHu3aIus, OCHOBHOW BHU]I
HKOHOMHUYECKOW JedTelnbHOCTH — PeMOHT MamuH U 00OpyJOBaHUS; MECTO
peructpauuu — r. YemnsiOnHeK);

2.000 «XonMmc» (HerocyaapcTBeHHash OpraHM3alus, OCHOBHOM BHJ
SKOHOMUYECKON jedarenbHOCTH — YacTHas JETEeKTHBHAsT M OXpaHHas
NeSITeIbHOCTh; MECTO perucrpauuu — . Y dpa Pecnybnuku bamkoprocran);

3.AHO «Betep crpaHcTBHil» (HErocylapCTBeHHas OpraHM3alus,
OCHOBHOH BHJI 5KOHOMHYECKOHN JNEATEIBHOCTH — TypuUCTHYECKas AESATEIbHOCTD;
MecTo peructpauuu — r. Cankr-IlerepOypr);

4. UIT «MBanoB 1U.1N.» (OCHOBHOH BHJ 3KOHOMUYECKOUN NESATEILHOCTU —
JesTenbHOCTh NpeAnpuATHN OOIIECTBEHHOIO NUTaHHUS MO OOCTYXHUBaHUIO
TOPYKECTBEHHBIX MEPOIPHUATHI U NPOUYUM BHJIaM OpPTaHU3ALUK IUTAHUSA; MECTO
perucrpanuu — r. MarHuToropck).

ITpumeuanue: Hazsanue u xapakmepucmuku 6cex YKa3aHHvlX OpeaHu3ayuil

2 IIpumeuanue: HazBanue u XapaKTEpUCTUKU BCEX YKAa3aHHBIX OPTaHU3allui yCIOBHBI.



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

VCII06HBbL.

KouTtpoasHas padora
3ananme 2. CocTaBUTh MOJEIb OIEHKM HAIW4YUS B JIOKYMEHTax
o0s3aTenbHBIX cBOMCTB, TpeOyembix ['OCT P MCO 15489-1-2007.
MeToanueckue yKazaHust

JlaHHbIE clieyeT 3aHECTH B TAOJIHILY.

dopma TabnuIs! 1
Moienb OleHKH HATHYUS B JIOKYMEHTAX 00s3aTeIIbHBIX CBOWCTB,
tpedyembix ['OCT P MCO 15489-1-2007

[lonoxenue CaoiicTBa [Toxazarenu
[K-2.3 Opranu3syer, perjaMeHTHpYyeT onepaTHBHOE XpaHenue | | cranmapra T'OCT P JIOKyMEHTOB COOTBETCTBHUS
' ¥ UCIIOIb30BaHUE JOKYMEHTOB B OPTaHU3alluK NCO 15489 (myHkT Ne TpeOOBaHUAM
U Ha3BaHHE) cTaHJapTa
1 2 3
AYTEHTHYHOCTb
JlocToBepHOCTH
[lenocTHOCTH
[TpuronHocTs nus
MCIIOJIb30BaHUs
I1K-4 Cnioco0eH pyKOBOAUTD NMPOLECCOM CKAHHPOBAHUSI, BBOJAA H 00pPadOTKH JAHHBIX B CHCTEMe 3JIeKTPOHHOI0 apXMBa

Bonpocsl k 3auery

1. Hctopusi BO3HUKHOBEHHMS MEXAYHApOIHBIX CTaHAApTOB B

00J1aCTH MEHEKMEHTA KauecTBa.
VYpaBiseTr AeATEIbHOCTBIO 110 KOHTPOJIIO .
2. [ToHATHI «IOKYMEHT» U «3aIHUChHY.
[1K-4.1 (GyHKIIMOHUPOBaHMSI, BBOJAa U 00paOOTKU JaHHBIX B CUCTEME .
3. [TpuHIMnBl  MAEHTHU()UKALMKE HOPMATUBHOW Cpeibl YIpaBIeHHUs
AJIEKTPOHHOTO apXHBa
JTIOKyMeHTaMu?
4. Pa3paboTtka momuTHKH B 001aCTH YIpPaBICHUS JOKYMEHTaMH?

5. IIpeanocbUIKM  TOSBICHHS MEXJIYHAapOAHBIX CTAaHJApPTOB B




obnactu MCHCI’)KMCHTA.

6. CMK kak cuctema ynpapiaeHHs TOPU30HTAIBHBIMU POIIECCAMU
7. [Tousitue crannapra B untepnperanuu MCO.

8. OcHoBHBIE TPUHIMIIBI pa3paboTku crangapToB UCO.

9. [Tponienypa pazpaboTku MexayHapoaHbIx cTanaapToB NCO.

10. [IpeumymiecTBa HMCHOIb30BAaHUS MEXKIAYHApPOIHBIX CTaHAAPTOB

NCO B obsacTu ynpaiaeHHs JOKyMEHTaMU U HH(OPMALIMOHHOI'O MEHEKMEHTA,
MEHE[KMEHTA PUCKOB?
HToroBblii TEeCT M0 KypCy
Bomnpoc 1
TexkcT Bompoca
K kaxkoii cepuu cranaaproB Bocxoaut crangapt UCO 15489-2001
«YnpasJjieHHe JOKYMEHTaMu»?
Br1bepute oauH OTBeET:
a. Cepuu ISO 14000
b. Cepun 30300
c¢. Cepuu ISO 9000
d. Cepun ISO 10000
Bomnpoc 2
Tekct Bompoca
C KeM 10JIKHBI COTJIACOBBIBATHCS BCE PeIICHUs] 0 BKIIYCHHH
JAOKYMEHTOB B CHCTeMY YIIPaBJIeHHs] JOKYMEHTAMHU U YCTAHOBJICHHH CPOKOB
W NMOPSIAKA UX XpaHEeHHus ?
Br16epute o1H UM HECKOJIBKO OTBETOB:
a. oTBeTcTBeHHBIM 32 CY ]|,
b. HaI30pHBIM OPTaHOM, ayIUTOPaAMHU
C. AapXMBHBIM OPraHOM
d. BBICIIMM PYKOBOJCTBOM
Bormpoc 3
Tekct Bompoca
KiroueBoe nonsitue «ynpasJjeHue J0KyMeHTaMH» B Pa3HbIX CTPAHAX,
B TOM 4ucJjie Poccuu, BbI3BAJ10 TEPMHHOJI0THYECKYIO AUcKyccuio. C kakuMu
W3 NepPeYrCcIeHHBIX HUKe MOHSITHH ero CTPeMIINCh OTOKAECTBJIATD?




BeiOepure ouH OTBET:
a. yrpaBJIeHUE apXUBaMHU
b. yrpaBieHne JOKyMEeHTOO00pOTOM
C. ynpanieHnue uapopmarmen
d. co Bcemu nepeuyrciIeHHbIMU
Bormpoc 4
TekcT Bompoca
YkaxuTe npaBuJibHOE MPOAOJIKeHHE BbhICKa3bIiBaHuA: «CHcTemMa
MEHEeIKMEeHTAa Ka4ecTBa — 3TO...»
Br1bepute oauH OTBeET:
a. COBOKYITHOCTb OCHOBHBIX JIEUCTBHI, HAIPaBIEHHBIX HA JTIOCTHKEHHE
[IOCTaBJICHHBIX 3ajau (1enel, noirenei)
b. Cucrema MeHeKMEHTa I pyKOBOJICTBA U YIIPaBJICHUS OpraHU3aLueil
NPUMEHHUTEIBHO K KaUeCTBY
c. O0mue HaMepeHus U HalpaBJIeHUs AEATEIbHOCTH OpraHU3aluy B
o0acT KauecTBa, opunruanbHO cHOPMYTHPOBAHHBIE BEICIIMM PYKOBOJICTBOM
d. Cucremarnydeckast HACHTH(QUKALNS U YIOPSIOUEHHE JeT0BOM
JEeSITETFHOCTH U (WIIN) JJOKYMEHTOB IO KaTETOPHUsM B COOTBETCTBUH C JIOTHUECKU
CTPYKTYPUPOBAHHBIMHU YCIOBUSMH, METOAAMHU U MPOLIEAYPHBIMU IPAaBUIAMH,
NPEJICTaBJICHHBIMU B KJIacCU(UKAITMOHHON CHCTEME.
Bompoc 5
Tekct Bompoca
Yr1o0bI ONIpeessiTb TPeOOBAHUA K NPAKTHKE, 00C/I¢10BAHHIO,
NMpoBepKe H TECTHPOBAHUIO MPOLECCOB YIPABJIEHHUA JOKYMEHTAMHU,
HE00X0IMMO...
Bribepute oauH OTBET:
a. PEryJsIpHO MPOXOAUTH MPOBEPKY BO BHEIITHUX ayJAUTOPCKUX U
HA/I30pPHBIX OpTraHax
b. TOKyMeHTalIbHO 3a(UKCHPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJATEIhCTBA, CTAHAAPTOB U IMOJIMTUKY OPTaHU3aAIUH
C. OTCIIC)KMBATh U3MEHEHUS B 3aKOHO/IATENILCTBE
d. Ha3HAYUTH OTBETCTBEHHBIX 32 MIPOBEICHUE ayJUTa U MOHUTOpUHTA Y 1.
Bormpoc 6




TekcT Bompoca
B ciiyuae oOHapy:keHMsI HENPUTOAHOCTH WM HedPeKTUBHOCTH

UCI0JIb3yeMOM CHCTeMbl YIIPaBJIeHHUs JOKYMEHTAMH U IIPOLecCOB
yIpaBJieHHs JOKYMEHTAaMH He00X0AUMO...

Bribepute oauH OTBeET:
a. IeperTH Ha OyMakKHbIN JOKYMEHTOOOOPOT
b. yanutoxkuts CY]]
c. 3ameHuTh CY ]|
d. mogudunmposats npomecco Y.
Bonpoc 7
TexkcT Bompoca
TpeGoBanus k cucTreMe MEHEIKMEHTA KAa4eCTBA ONMCAHBI B...
Bribepute oquH OTBeET:
a. Cepuu ISO 9000
b. Cepuu 30300
c. Cepun ISO 14000
d. Cepun ISO 10000
Bormpoc 8
Tekct Bompoca
IIporpaMmbl 00yueHUs1 YIPABJIEHHIO JOKYMEHTAMH J0JKHbI

OXBaTbIBaTh...

Bribepute oauH OTBET:
a. POJIM U OTBETCTBEHHOCTh TOJILKO BPEMEHHBIX PAOOTHUKOB U JIULI,

paboTarmuX Ha OOIIECTBEHHBIX HavYallax

b. POJin 1 OTBETCTBCHHOCTH BCEX COTPYIAHUKOB U ITPOYHUX JIUIL,

OTBCTCTBCHHBIX 34 CO3JaHUEC JOKYMCHTOB BO BPEMs UX pa6OTI>I 1 3a BKIIIOUCHUC

9TUX JOKYMCHTOB B CUCTEMY YIIPABJIICHUA JOKYMCHTAMU

C. pOJIK ¥ OTBETCTBEHHOCTh TOJILKO BCEX IITATHBIX COTPYIHUKOB
d. posiy 1 OTBETCTBEHHOCTH BCEX PYKOBOJSAIIMX PaOOTHUKOB

Bomnpoc 9

Tekct Bompoca

Korna B Poccuu nosiBuiuch nepsbie cranaaptbl no CMK?

Bri0epure Of1H OTBET:




a. B2000 r.
b. B 1997 r.
c. B1947r.
d. B 1987 .
Bomnpoc 10
Tekct Bompoca
Kak cootHocsitess TOCT P UCO 15489-1-2007 u TOCT P UCO
30300-2015?
Bribepute oauH OTBeET:
a. TOCT P 1CO 30300-2015 netanu3upyer 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 ormenus 'OCT P MCO 15489-1-2007
d. TOCT P MCO 30300-2015 nukax He cBsizan ¢ 'OCT P UCO
15489-1-2007
Bonpoc 11
Tekct Bompoca
Kakoe MecTO 0TBOAMTCS YNIPABJICHUIO JOKYMEHTAMH B CTAHAAPTAX
HUCO 9000?
BeiGepure ofuH OTBET:
a. YrpaBieHue JOKYMEHTaMH pacCMaTpUBAETCsl KaK BCIIOMOTaTeIbHBIN
npoiiecc, 00CyKUBAIOLINI MEHEKMEHT
b. Ynpasienne 10KyMEHTaMHU SBJISIETCSI CAMOM BaXKHOM YaCThIO
MEHEIKMEHTA
C. YrpaBiieHue JOKyMEHTaMU SIBJISIETCS COCTAaBHOM YacThI0 MEHEKMEHTA
d. YnpaBnenue 10KyMEHTaMU HE pacCMaTpUBACTCS U HE ONMMCHIBAETCS
Bormpoc 12
Tekct Bompoca
B uem 3aki0uaercs yHuBepcaabHocTh cTanaapToB ISO cepuu 9000?
BriGepure ofuH OTBET:
a. YHUBEpCAIIbHOCTh CTaHJAPTOB OOECIIEUNBAETCS TEM, UTO B
TpeOOBaHUSX ObUTH YITCHBI MHEHHS PA3HBIX SKCIIEPTOB




b. OHu npeiaratoT oAHy OOIYI0 YHUBEPCAIbHYIO MOJIEIb MEHEI)KMEHTA

¢. OHU IPUMEHUMBI 151 JII000M OpraHU3aIlli BHE 3aBUCIMOCTH OT
YHCIEHHOCTHU NIepcoHala, GopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PHIHKOB,
XapakTepa BbIITYCKaeMOW MPOAYKIIMH UIIN OKa3bIBAEMBIX yCIyT

d. YHuBepcanbHOCTH MPOSBIIAETCS B TOM, YTO JIaHHOM cepuu 0000IIeHbI
TpeOOBaHUs APYTUX CEPUM CTaHIApTOB

1. CocTaBUTh TEPMUHOJIOTMUYECKUN CIOBAPUK B BUIE€ TAOJIUILIBI, MOIB3YSCh
I'OCTamu, yka3aHHBIMH B IIEPEUHE.
Memoouueckue pexomenoayuu
B crombenm Ne 1 BHOCATCS TEPMHHBI, KOTOpBIE BXOISAT B
TEPMHHOJIOTHYECKHE CIUcKu Tonbko crangaproB MCO (I'OCT P HCO
15489-1-2007 wm  T'OCT P HCO 30300-2015). B  poccuiickux
tepmunosornueckux ['OCTax (TOCT P 51141-98 u T'OCT P 7.0.8-2013)
HeoOxoauMo Haiftu cootBeTcTBYIOMI NCO TepMUH, €cli OH OTCYTCTBYET, TO B
HY>KHYIO rpady TabIuIbl BIIUCHIBACTCS CIOBO «OTCYTCTBYET». [locie Tabmuis! B
BUJIC TEKCTa HEOOXOMMO CJIeNIaTh BEIBOBI O COOTHOIICHWH COCTaBAa TEPMUHOB U
UX TOJIKOBAHHUSX.
@opma mabauywvl K 3a0anuto 1
ConocTaBUTENbHBIN aHAJIN3 TEPMUHOB U ONIPEACICHUI

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

KonTtpoabsHnas padora

3ananme 1. CoctaButh 0030p MyOIMKAIMNA 110 MEPHUOAUMUECKUM H3AAHUSAM
(razeTaM, HayYHO-TIPAKTUYECKHM >KypHaJIaM, COOPHHKAM HAyYHBIX TPYAOB H
np.) 3a nocnennue 10 et o poccutickom u MexicOyHapoOHOM onvime YNpaeieHusl
OOKYMeHmamu 6  OpeaHu3ayusax, Ynpaenisaemvlx Nno  MeiCOVHAPOOHBIM
cmandapmam UCO cepuu 9000 (paznuvix eepcuii).

MeToanyeckue yKasaHus
AHaJIM3 NpeJCTaBUTh B BUJE TEKCTa 00beMOM He MeHee 3-x cranull (0e3




ydeTa CTPaHHUIl CChIIIOK) ¢ 00s13aTeIbHBIMU OMOIMOTpaMUeCKMMU CChIIKAMHU Ha
ucrounuku. [lpudr - 14, Times New Roman, mexcrpounsliii uatepsai -1,5. Bee
TIOJISL 11O 2 CM.

I1K-4.2

Pa3pa6aTI>IBa€T JIOKAJIBHBIC HOPMATUBHBIC AaKTbI 110
BOIIpOCaM OpraHU3allui MpoLEecCa CKAHUPOBAHUA B CUCTEMC
QJICKTPOHHOI'O apXHBa

Bonpocsl k 3auery

1. AYTEeHTUYHOCTb U CIIOCOOBI €€ 00ecredeHusl.

2. JlocTOBEpPHOCTH U CIIOCOOBI €€ 00eceueHHs.

3. [lemocTHOCTD M cIOCOOBI €e 0OecTIeueHHUs.

4. [TpurogHOCTH U1 UCHOJIB30BAHUS M CIIOCOOBI €e 0OeceueHusl.

S. Tpeboanuss ['OCT P HCO 15489-1-2007 k cucreMam
yIIpaBJICHUS TIOKYMEHTaMHU. PackpbITh Kaxa0e TpeOOBaHHE.

6. [IpoexkTupoBaHuEe W  BHEAPEHUE  CHUCTEMBl  YIPaBJICHUS
JIOKYMEHTaMH.

7. CX0JIICTBO M OTAMYHUS B IpUEMax OINpeAeNIeHUs] CPOKOB XpaHEHUS

nokymeHToB 1o crangapry HMCO P 15489-1-2007 u  OTe4eCTBEHHBIM
HOPMATHBHBIM aKTaM.
8. ITporpamMma pa3pabOTKN CHCTEMBI YIPABICHUS JOKYMEHTAMH.




9. MOHUTOPUHT U ayJJUT CUCTEMBI YIIPABJIEHUS JOKYMEHTaMHU.
10. OcnoBubie TpeboBanus ['OCT P MCO 15489 mo obOydenuto
cUCTeME YIpaBJIeHUs JOKYMEHTaMU
Hrorospiii TeCT 110 Kypcy
Bomnpoc 35
Tekct Bompoca
HazoBuTe TpH Me:KIyHAPOIHbIC OPTAaHU3ALMH 110 CTAHAAPTH3ALNHU
Br16epute 01H UM HECKOJIBKO OTBETOB!
a. MexxayHapoiHas 3J1eKTPOTEeXHUUECKasi KOMUCCHS
b. EBponeiickuii ”HCTUTYT CTaHAAPTOB DIIEKTPOCBSI3U
c. MexxayHapoaHas opraHu3aiysi CTaH1apTU3aluu
d. Mexnynapoasbiii Coro3 DIeKTpOCBSI3U
Bonpoc 34
Texcm eonpoca
Ilouemy, no muenur B.®. Aukoesoit, HCO 15489 ""cmagum kpecm' na
oenonpou3eoocmee ¢ cmapom NOHUMAHUU?
BeiGepute oaMH MM HECKOIBKO OTBETOB:
a. Crannapt TpeOyeT MOoJHOM 3aMEHBI BCE HayYHO-TEPMUHOIOTHIECKOM
0a3bl 1eI0NPOU3BOJICTBA
b. Cranmapt He mpearnonaraeT BO3MOXHOCTH TPUMEHSTh HAIITMOHAIbHBIN
OTIBIT YIIPaBJICHUS IOKyMEHTaMU
c. Cranmapt 00603HauUMI HEOOXOAMMOCTH IEPECMOTpa CTAaTyca CIYKOBI
JIOVY u ee ponu B JeATENBHOCTH OPraHU3aluu B LIEJIOM
d. Crannapt kacaercst BceX JOKYMEHTOB OPraHU3aluU (a HE TOJIBKO
Bomnpoc 33
Tekct Bompoca
KakuM HOpPMATHBHBIM [IOKYMEHTOM B OPraHU3alUM I0JIKHO
perjiaMeHTHPOBATLCSI KOHBEPTHPOBAHME W MHUIPalUsl JAOKYMEHTOB M3
OJHOM CHCTEMBbI YIIPABJICHUS JOKYMEHTAMH B IPYryo?
Bribepute oauH OTBeT:
a. yCTaBOM OpraHU3aluu
b. mprka3zoM O KOHBEPTHUPOBAHUM M MUTPALMU JOKYMEHTOB M3 OJHOI
CHCTEMBI yIIpaBJICHUS JOKYMEHTAMHU B IPYTYIO




c. 'OCTom
d. uHCTpYKIIMEH TT0 KOHBEPTHPOBAHHUIO M MUTPAIIUU JOKYMEHTOB
Bonpoc 32
Texcm eonpoca
Umo Ccnocoocmeosano aKmueuszayuu MeHCOYHAPOOHOUL
cmanoapmu3sayuu u cepmupukayuu ¢ od1acmu ynpaeienus 0OKymenmamu?
Bri6epute o1H UM HECKOJIBKO OTBETOB:
a. CtangapTu3anys MEHEKMEHTA
b. VYBenuueHue KOIMYECTBA JKCIEPTOB, YYACTBYIOIIHUX B pa3pabOTKe
CTaH/1apTOB
c. BHenpenue 31eKTpOHHOTO TIOKYMEHTOO000pOTa
d. I3MeHeHus B 3aKOHOAATENbCTBE
Bonpoc 31
Texcm eonpoca
Kakxue/aa uwacmv/u ISO 15489 o0vinu nepesedenvt u npunamol 6
Kayecmee HAUUOHAIbHO20 POCCUIICKO20 cmandapma?
Bri6epute oquH OTBET:
a. Tonbko 2-as u 3-5 yactu
b. Bce wactu
c. Tonbko 2-as yactb
d. Tonpko 1-as yacTh
Bonpoc 30
Texcm eonpoca
Br160op HocuTens nHpopMauu 3aBUCUT OT:
Bri6epute of1H UM HECKOIBKO OTBETOB:
a. MaTepUaIbHBIX BO3MOXKHOCTEH OpraHu3aIiuu
b. 00bemMa JOKYMEHTOOO0POTa OpraHU3aLUuU
C. IPOTHO3UPYEMBIX THIIOB YPE3BBIUAWHBIX CUTYAITUN
d. cpoKOB XpaHeHHUs JOKYMEHTOB
Bormpoc 29
Tekct Bompoca
JNoxkymentanusi CMK BkJjII0ouYaeT cjielylOIuii MaKkeT J0KYMEHTOB:
Brib6epute ofuH OTBET:




a. llenmm ¥ mnonuTHKAa OpraHu3alud, PYKOBOJACTBO IO KadecTBY,
JIOKYMEHTHUPOBAHHBIE MPOLENYPHI, TOJKHOCTHbIE MHCTPYKIIMH U TOJOXKEHUS O
CTPYKTYPHBIX  IOJpAa3/eNeHusIX, CTaHJapThl OpraHu3alud U  pabouue
UHCTPYKLIUU

b. JlokyMeHTHpOBaHHBIE HPOLENYPHl, AOJDKHOCTHBIE HHCTPYKLUUH MU
IIOJIO)KEHUSI O CTPYKTYPHBIX MOJPA3/IEiICHUSIX, CTaHAApThl OpraHU3allUd U
paboune HHCTPYKIUU

c. PykoBoacTBO 1o KauecTBy, JOKYMEHTHPOBAHHBIE IPOLETYpPHI,
CTaHJAapThl OPraHU3aLUK U pabouyre UHCTPYKLUU

d. Muccust opranu3zamnyu, ey | MOJUTHKA OPTraHu3alud, PyKOBOJICTBO
[0 KauyecTBY, JOKYMEHTHPOBAaHHbIE MPOLENYPhl, JOHKHOCTHBIE MHCTPYKIUH U
MOJIO)KEHUS O CTPYKTYPHBIX MOJPA3AEICHUSIX, CTaHIApPThl OpraHU3alMd U
pabouue HHCTPYKIUU

Bomnpoc 28

TexkcT Bompoca

Kakoii TexHmyeckuii KOMHUTET SIBJIsieTC IJIaBHbIM 10 pa3padoTke
CTAHAAPTOB 110 YIPABJICHHIO JOKYMeHTaAMH ?

Br1bepute oauH OTBeET:

a. TK 176 «YnpaBiieHne Ka4eCTBOM»

b. TK 6 «bymara, kapTOH U LEJTI0I03a»

c. TK 68 «bankoBckoe 1eno, LieHHble Oymard M apyrue (hpuHaHCOBBIE
YCIyTU»

d. TK 46 «Madopmanus u TOKyMEeHTaIUD»

Bomnpoc 27

Tekct Bompoca

«PuCK-OpHeHTHPOBAHHOE MbILLJIEHHE» MOABWJIOCH B CTaHAapTax
BEPCHH...

Bribepute oauH OTBeT:

a.2015r.

b. 2000 r.

c. 1987 .

d. 1994 r.

Bomnpoc 26




TekcT Bompoca
Korna ©Obuia cospana  MexayHapoaHasi  OpraHM3anmMs IO
cranaaprusanuu (International Organization for Standardizations)?
BriGepure ouH OTBET:
a. B 1947 r.
b. B 2007 r.
c. B1986.
d. B 2001 r.
Bomnpoc 25
Tekct Bompoca
Iloyemy ¢yHKuMH cexkperapuar o0ecne4yMBaJ ABCTPAJIUMCKHI
HAIMOHAJILHBIH OPraH CTaHAapTU3aluu?
Bribepute oquH OTBeET:
a. ABcTpasius BBICTYIWJIA ¢ MHUIMATUBOM co3anus ISO 15489
b. ABcTpanus paHbllie JPYTHX BHEIpHUIA HAIIMOHAJIBHBIA CTAaHAAPT IO
VIOPaBICHUIO JOKYMEHTAaMM W €ro MNpU3HAIU JIyYIIMM B MEXAYHapOIHOU
MIPaKTUKE
c. ABcTpanusi Bcerja BbINOJIHSET JaHHYI0 (QyHKIUI0 B TK
d. B ABcTpanuu nydiive cekpeTapu
Bonpoc 24
Tekct Bompoca
PacnpenesienHoe ynpasJieHue JOKYMeHTAMH — 3TO...
BeiGepure ouH OTBET:
a. CY ], roe oTBETCTBEHHOCTb 32 JIOKYMEHTHI paclpeziesieHa MeX/1y BCeMU
paboTHUKAaMU OpraHU3aINH
b. npaBmibHO cripoekTupoBaHHasi CY /[, COOTBETCTBYIOIIAs] METOIOJIOTHU
NCO
C. KOHTpoJupyeMas W JAoKyMeHTalibHO odopmienHas CVY]l, xoTopas
croco0OHa MoJIepKUBaTh allbTepHATHUBHbBIE BAPHAHTHI Pa3MELICHUs JOKYMEHTOB
d. CY /], ucnionp3yroias ayTCOpCUHT
Bomnpoc 23
TekcT Bompoca
Oco0eHHOEe OTHOLIEHWE K JOKyMeHTauuu crangapros 9000:2000




ompenessieTcsi TeM, 4YTO...
BriGepure ofuH OTBET:

a. YmpaBieHHEe TOKYMEHTAMH PAaCCMAaTPHUBAETCS KaK BCIIOMOTATEIbHBIN
poliecc, 00CIyKMUBAIOIIUN MEHEHKMEHT

b. VYmpaBieHue JOKyMEHTaMH SIBISICTCS CaMOM BaKHOW YacCThIO
MEHEDKMEHTA

c. Ha xaxxnoM mpeanpusTuu, B KaXKIOW OpraHW3aluu J0DKHA OBITh HE
TOJILKO pa3paboTaHa, BHEIPEHA U ICHCTBOBATH CUCTEMa MEHEKMEHTA Ka4ecTBa,
HO 33JJOKYMEHTHPOBaHa

d. YrpaBnieHue TOKyMEHTaMH SIBJISIETCS] COCTaBHOM YaCThIO MEHEDKMEHTA




I1K-4.3

OCYH_IGCTBJIHGT CTPATCTUYCCKOC  IIJIAHUPOBAHUC U
IIOCTPOCHUE ITPOLECCOB CKAHUPOBAHHUA, BBOJAA U O6pa6OTKI/I
AAaHHBIX B CUCTCME J3JICKTPOHHOT'O apXHUBa

IMpakTnyeckoe 3axanue Ne 2

1. [Tonp3ysich mpeanaraeéMbIMU UCTOYHUKAMHU, COCTABUTD B BUJIE€ TAOIHUIIBI
mooenv oyenxu mpedosanuti I'OCT P UCO 15489 no cobarodenuro npunyunos
NOMUMUKU 8 00AaACMU YNPAGNeHUs: OOKYMEHMAaMU.

B nepBslii cron6en BHOCHTCS IMTaTa U3 TEKCTa yKa3aHHOTO CTaHapTa, Iae
OroBapuBaeTcsi Ha3BaHHbIM B cronbme Ne 2 mnpuHnun. Ilurata pomkHa
COIIPOBOKIATHCS TOYHOM CCBIIKOM.

B Tpermii cronbern BHOCATCS Moka3aTenu (Ha3BaHUS TOKYMEHTOB H/HIU
3amucel 0 NPOM3BEAEHHBIX NEHCTBUAX), MO KOTOPBIM MOXKHO CYIUTb, 4YTO
JAHHBIA MPUHLMII COOJIOJIaeTCsl B XOJIe yNpaBieHUs AoKkyMeHTamu. Crenyer
opoayMaTh M MOA0OpaTh Kak MOXKHO Oouibliiee KOJMYECTBO BO3MOKHBIX
JI0Ka3aTeNbCTB, CBUAETEILCTB COOII0IEHNS Kaxxaoro npuHuumna. K nokasarensam
cieflyeT OTHOCUTb OTBETCTBEHHOCTb JOJDKHOCTHBIX JIMI[ IO COOJIIOJCHUIO
KaKJ0ro MPUHIIMIIA U OCHOBHBIE pe3ynbTaThl CVY /1.

Bropoii cTonGer; TabnuIbl He 3aM0JIHAETCS U HE JOMOJIHIETCS.

®opma Tabnuis 1
Mooenwv oyenku coomsemcmesus mpebosanuam I OCT P HCO
15489-1-2007

no cobnooenuo NPpUHYUNO6 noJaumuKku 6 obnacmu ynpaeJjaeHusl

0OKyMeHmamu
ITonoxenue [TpuHIHD ITokaszarenu
crangaptra 'OCT P COOIrOIeHUSA
NCO 15489 IIPUHLINIIA
(myHKT Ne u
Ha3BaHUE)
1 2 3
[Tpuamn
SKOHOMHUYECKON
11e71eco000pa3HOCTH
[IpuHnnn yuera
OpraHU3aIlMOHHON CpeIbl
[Tpunmn
COOTBETCTBUS




HOPMaTHUBHOM cpeze
[Tpuaimn
COOTBETCTBHS JICJIOBOM
JeATEeILHOCTH

IMpakTnyeckoe 3axanue Ne 2

2. Onupasce Ha TpeboBanus crangapta 'OCT P UCO 15489, pazpaborathb
Mooens oyeHku Kadicoot xapakmepucmuku CY/.

JlaHHBIE CllelyeT 3aHECTH B TaOIIUILy.

B niepBbIii cronber BHOCHTCS UTaTa U3 TEKCTa YKa3aHHOTO CTaHapTa, I71e
oroBapuBaeTcs Ha3zBaHHas B cronbme Ne 2 xapakrepuctuka CYJI. Ilurara
JIOJDKHA COMPOBOXKIATHCS TOYHOM CCBUIKOM.

Bropoii cTonber TabmuIBpl He 3aM0HASTCS U HE JOMOTHSIETCS.

B tperuit cronben BHOCSATCSA mMoKa3aTend (Ha3BaHHUsS AOKYMEHTOB W/WIIU
3amucei 0 MPOU3BEICHHBIX JICHCTBHAX, IIEPEUNCIICHIE OCHOBHBIX PE3YJIbTaTOB),
0 KOTOPBIM MOXKHO cyiuTh, yTo CY /] nocturia TpedyeMbIX XapaKTepUCTHK.

B kauecTBe BCioMoraTeiabHOr0 HCTOYHUKA JUTS 3aroTHEHUs cTonona Ne 3
ayume ucnonszoBath [[OCT P UCO 22310-2009 u I'OCT P UCO 30300-2015.

®dopma TabuIb! 2
Mooenwv oyenxu coomsemcmesus mpebosanuam I OCT P HCO
15489-1-2007

no coomsemcmeuio CYJ[ mpebosanusim cmanoapma

[Tonoxenne XapaKkTepucTUKU ITokaszarenn
cragapra ['OCT P | CY/[] COOTBETCTBUSA
HNCO 15489 (myHkT Ne TpeOOBaHUSIM
Y Ha3BaHUE) cTaHjapra

1 2 3
Hanexnocts CY /]
[emoctHocth CY /]
CooTtBercTBHE
Ccya
KomniekcHoCTh




CV]

Cuctemuocth CY][




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

[IpomexyrouHnass arrectanus 10 JgucHUIUIMHE «MEXIYHApOJHBIE CTaHIAPTHI
yIpaBiaeHUs JOKYMEHTAlMel M apXuBaMU» 3a4eT C OLIEHKOM BKIJIIOYAET OIEHKY TEKYIIero u
UTOTOBOTO TECTUPOBAHUS, MPAKTUYCCKUX JTOMAITHUX 3a/IaHUH.

Kputepun oueHku (8 coomeemcmsuu ¢ opmupyemvimu KOMHEMEHYUIMU U
NIAHUPYEMbIMU Pe3VTbmamamu 00y4enus):

— HA OYEHK)Y «3aUmeHn0» — CyOeHm OO0JIHCeH NOKA3amb NOPO20Gblll YPOBEHb 3HAHULL (HA
YpO8HEe B0CHpOU3BEOeHUs U O00BACHEHUs UHGOpMaAYUU, UHMENLIEKMYalbHble HABbIKU pDeuleHUs
npPOCMuIX 3a0a4);

— HA OYEHKY «He 3aUmeH0» — CMYOeHm He MOJcem NOKA3aMb 3HAHUSA HA YPOGHE
socnpousgedenus U O0O0bACHeHUs UHGOpMAyuU, He MOdcem NOKA3amv UHMEIIeKmM)yalbHble
HABBIKU peueHUsi NPOCMbIX 340ay.

JAunddepeHuupoBaHHast OLlEHKA BBICTABIISIETCS HA 3aYETE C OLIEHKON B COOTBETCTBUU CO
CIICTYIOIIUM TPOIEHTHBIM COOTHOIICHHEM OT BBIIOJIHEHHOTO 00beMa MPAaKTHYECKUX 3aJaHUN
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yIOBICTBOPUTEILHOY (3 Oasa)

75-90% - 3auTeHo «xopormioy (4 6amna)

90-100% - 3auTeHO «OTINYHOY (5 OaIOB)

— HAa OLIEHKY «He 3a4TeHo» (2 6ayna u 1 6amn)



