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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
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o6ecneuenns AO «Hayka i uaHOBamiM» T. MockBa—&4—_ 2 C.A. Beno6oponosa
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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u onodpena s peanmmzanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kaeapel Ilegarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 r. Ne

3aB. kadenpoii C.C. BenukanoBa

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

[Ipotokom ot 20 r. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nporpamma nepecmotpeHa, o0cyxieHa u ogoopena s peanuszauuu B 2027 - 2028
yueOHOM roy Ha 3acenanuu kadeapsr Ilemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena uist peamsanuu B 2028 - 2029
y4eOHOM roy Ha 3acemanuu kaeapsl Ileqarornueckoro 00pa3oBaHus U JOKYMEHTOBEICHHUS

[Iporokom ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2029 - 2030
yueOHOM rojy Ha 3acenanuu kadeapsl [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 . Ne
3aB. kadenpoit C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

— TOJrOTOBKa OakandaBpoB K OpraHuU3alldd U OCYILECTBICHHUIO JESTEIbHOCTH 10
VIPaBICHUIO JOKYMEHTAIIMEH B OpraHM3alysIX JTIOOBIX OPraHMU3AIMOHHO-TIPABOBBIX (GOpPM U
¢dbopM cOOCTBEHHOCTH, BHEAPUBIIUX CUCTEMY MEHEPKMEHTa KaueCTBa.

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

JucuuiuinHa YpasiaeHue JOKyMEHTaMHU U 3alIUCsIMU B CUCTEME MEHEKMEHTa KauecTBa
BXOJHT B YacTh Y4eOHOrO IIaHa (pOpMUPYEeMYIO0 YHYaCTHHKaMH OOpa30BaTENbHBIX OTHOIICHHHA
00pa3oBaTeNbHON IPOrPaMMBI.

Jns  wW3ydeHWs  JUCHUIUIMHBI  HEOOXOOMMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
c(OpMHUPOBAHHBIE B PE3YJIbTATE U3YUCHHSI AUCLHUILINH/ IPAKTUK:

[ToaroroBka Kk cade u cjaua rocy4apCTBEHHOT 0 SK3aMEeHa

IIpon3BoacTBEHHAs — IPEAMUIIIIOMHAs IPAKTUKA

TexHonmoruu BHEIpEHUs, aJanTalUMd U YIPaBJIEHUS CUCTEMaMH 3JIEKTPOHHOIO
JIOKyMEHTOO000pOTa

HNHdpopmanMoOHHbIE TEXHOJIOIMH B JOKYMEHTAllUOHHOM OOECHEeYeHHM YIPaBICHUS U
apXUBHOM JIeJie

Me:x1yHapoiHbIE CTaHAAapPThl YIPABIICHUS TIOKYMEHTALIUEN U apXUBaMU

Opranu3anus 1 TEXHOJIOT U TOKYMEHTALMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

CrnenuanbHble CUCTEMBI YUETHOM TOKyMEHTAlUN

VYpasiieHue 37€eKTPOHHBIMU apXUBaMU

AJMUHUCTpUPOBaHHUE pabOTHI C IEPCOHATIBHBIMU JAHHBIMU

JlokyMeHTOBEICHHE

[IpoekTupoBaHue yrpaBieHUECKON JOKYMEHTAlUU OpraH1u3aluu

[Ipon3BoaCTBEHHAs - MPAKTUKA 10 MOJYYEHHUIO NPOPECCHOHATIBHBIX YMEHHH M OIbITA
PO eCCHOHAIBHON ACSITEIIbHOCTH

DNEKTPOHHBIE ApXUBHBIE IOKYMEHTHI

OCHOBBI ynIpaBJIEHUs] OpraHu3anuen

3HaHus (YMEHUs, BlaJIeHus), MOJTyYeHHbIE IPU U3yYEHUHU JaHHON AUCLUILIMHBI OyayT
HEOOXOAUMBI JUISl U3yYeHUS U CHUIUTNH/TIPAKTHK:

ApPXHUBBI 10 TUYHOMY COCTaBY

Nudopmannonnoe obecrieueHrne ypaBieHHs

WHubopmanroHHbIe pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTHUECKUE ACTIEKThI

ITonroToBka K Mporueaype 3aliThl U 3al11Ta BBITYCKHOW KBaTH()UKALMOHHOM paboThI

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThI 00y4YeHH s

B pe3ynbpTrare 0cBOCHUS TUCHMITIMHBI (MOAYIIA) «YTIpaBleHUE JOKYMEHTaMH U 3aITUCSIMU
B CHUCTEME MEHEKMEHTa KauecTBa» OOyd4arollMics JOKeH o0safarh ClelyroLUMU
KOMIETEHIMSIMU:

KO,Z[ HHJUKATOpa I/IH,I[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMH

VK-1 CriocobeH ocyiiecTBIsATh MOUCK, KPUTUUECKUN aHATIU3 U CUHTE3 HH(POpMaIuH, IPUMEHSITh
CUCTEMHBIH NTOAXO0J1 IJIsl PEILICHUSI IOCTaBJICHHBIX 3a7a4

VK-1.1 AHaJ'II/I3I/IpyeT 3aavy, BBIACIAA €€ 0a30BbIC COCTaBJIAIOMIUEC, paCCMATPpUBACT
U 1npeaiara€tT BO3MOXKHBIC BapUaHTbl PCHICHUA IMOCTaBJICHHOM 3aaa4u,
OLICHUBAA NX JOCTOMHCTBA M HCJOCTATKH

YK-1.2 Omnpenensiet, UHTEPIIPETUPYET U PAHKHUPYET UH(POPMAIIHIO, TPEOYEMYIO JIIs
pelleHrs MOCTaBJIEHHOW 3aJauM; OCYIIECTBISET MOUCK HMH(OpPMALUU IO
PA3JIMYHBIM THIIaM 3aIIPOCOB

YK-1.3 [Ipu o6paboTke nHPOpMaLMK OTIANYAET (PAKTHI OT MHEHUH,




MHTEpIIpEeTalHii, OLEHOK, (GOpMHUpPYET COOCTBEHHBIE MHEHHS U CYXKICHUS,
apryMEHTUPYET CBOM BBIBOJIbI M TOUKY 3pEHHUSI

YK-2 CnocobeHn ompenensTh Kpyr 3agad B paMKax IIOCTaBICHHOW 1€ W BBIOMpATh
ONTHUMAJIbHBIE CIIOCOOBI UX PEUICHUS, UCXOJ U3 JEHCTBYIOIIUX MPABOBBIX HOPM, UMEIOIIUXCS
PECYPCOB M OTPAHUYCHUH

YK-2.1 Omnpenensier Kpyr 3ajad B paMKax I[OCTaBICHHOM €M M Ipejaaraer
Coco0bl  MX pelIeHHsT U  OXKUAAEMbIe pe3yJbTaTbl; OLICHUBAET
IPEJUI0KEHHBIE CIOCOOBI C TOYKHU 3PEHHSI COOTBETCTBHS IIEJTH IPOCKTA

YK-2.2 [Inanupyer peanuzanuio 3aJady B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM
UMEIOIUXCS PECYPCOB U OTPaHUYECHHM, IEHCTBYIOIIMX IPABOBBIX HOPM

YK-2.3 Beinonuser 3agaun B 30HE CBOEH OTBETCTBEHHOCTH B COOTBETCTBUHU C

3aIlJIaHUPOBAHHBIMU PE3YJIbTaTaMKU W HNPCACTABIACT PE3YIbTAThI IIPOCKTA,
npeajaract BO3MOXHOCTHU UX UCIIOJIb30BAHUA W/WIIH COBCPUICHCTBOBAHUA

YK-10 Cnocoben npuHUMaTh 0OOCHOBaHHBIE YKOHOMHUYECKHE PEIICHUS B PA3IMYHBIX 00JIaCTIX

KHU3HCOCATCIIbHOCTH

YK-10.1

IlornMaeT 3KOHOMHUYECKHE 3aKOHBI, KaTCTOPHU U IPUHIHUIIBI, BO3MOKXHOCTH
HX UCII0JIb30BAaHWA B PA3JIMYHBIX obnacTIx KHU3HCACATCIBbHOCTH

YK-10.2

HCHOJH)?;yeT O9KOHOMHYECCKUC 3HAHUA 4 HPHHATHA 000CHOBaHHBIX
OKOHOMMHNYCCKHX pemeHHﬁ B pa3jJIn4YHbIX 001acTIx KHU3HCOCATCIIbHOCTH

IT1K-2 Crioco0eH OCYIIECTBIATH IOKYMEHTAIIMOHHOE 00CCTICUCHHE YITPABJICHHS OPraHu3aIuei

[1K-2.1 Opranuszyer u periiaMeHTUPYET JOKYMEHTHPOBAHUE YIIPaBICHUYECKOMN
JESITeIbHOCTH B OpPraHU3aIIH

I1K-2.2 OpraHu3yeT U perJiaMeHTUPYeT JOKYMEHTOOOOPOT B OpraHu3aluu

[1K-2.3 Opranu3zyer, perjiaMeHTUpYeT ONEPAaTUBHOE XPAHEHUE U MCIOJIb30BaHUE

JOKYMCHTOB B OpraHHu3allun




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)

OO0mias TpyI0€MKOCTb JUCIUTIIMHBI COCTABISAET 3 3a4ETHBIX CIUHH

YUCJIC:

— KOHTaKTHas padora — 34,4 akaj. 4acoB:
— ayuTopHas — 4 akaJl. yacos;

— BHeaynutopHas — 30,4 akaj. 4acos;

— caMocCTosTeNbHAs paboTa — 69,7 aka. 4yacos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,

dopma aTTeCTaluy - 3a4ET C OUEHKOMN

i1 108 akan. yacoB, B TOM

AynuropHas s
KOHTaKTHas paboTa E 3 dopma TEKyIIEero
Pasnern/ Tema 2 (B axaz. acax) & E‘ Brn . KOHTPOIIA Kon
J— = g O [ camocTosTentHof | ycresaemocTH M P —
g £ padoThI MIPOMEKYTOUHOM
Tex. mab. | mpaxT. zZ aTTecTaluu
3aH. 3aH. | QO &
1. YnpaBieHue JOKyMEHTaMU U
3aIHCSIMU B cucreme
MEHE/PKMEHTa KaueCTBa
Amnanus
HOPMAaTUBHBIX
HCTOYHHKOB
Nzyuenue
yOIUKaIHii Mo
TeMe
Amnanus
HPaKTUYECKOU VK-1.1,
AeATENLHOCTH VK-1.2,
opraHu3anui 1no VK-13
3aJaHHBIM IMpakTHyeckoe VK-2. 1:
KPUTEPHIM 3a7aHue VK22
1.1 TlomsTHe o cucreme 5 | 05 23 Ananmmus u KonTponphas VK-2 3'
MEHEKMEHTa Ka4ecTBa ' IPOEKTUPOBAHUE pabora YK-ld 1
nokymentoB CMK |  TectupoBanune YK-10. 2’
IToaroroBka 3auer TTK-2 1 !
PAKTHIECKOMY HK-2.2:
3aHATHIO K2 3
INoaroroska k
TECTHUPOBAHHIO
Beimonnenne
JIOMaIlHeH
KOHTPOJIbHOU
paboThI

ITonroroBka x
3a4eTy




1.2 TIpouecc ympaBieHUs
nokymentamu B CMK u
TpeOOBaHUs K ero
OpraHu3alyu

23

Amnanus
HOpPMAaTHUBHBIX
HUCTOYHHUKOB
Nzyuenue
myOIMKaIHii 1o
TeMe
Amnanus
MIPaKTUYECKOU
JeSITENbHOCTH
OpraHu3anui 1o
3aJJaHHBIM
KpUTEpUAM
Amnanuz u
NIPOEKTHPOBAaHUE

nokymentoB CMK
Ilonroroska
MPAKTUYECKOMY
3aHATHIO
[loaroroska k
TECTUPOBAHHIO
Brinonnenune
JOMaIIHeH
KOHTPOJIbHOU
padoThI
[loaroroska k
3a4ery

IIpaktuueckoe
3a7aHue
KonrtponbHas
pabota
TectupoBanue
3ayer

YK-1.1,
VK-1.2,
VK-1.3,
VK-2.2,
VK-2.3,
VK-10.1,
VK-10.2,
IK-2.1

1.3 Tpouecc ympaBiaeHus
nokymentamu B CMK u
TpeOoBaHUS K ero
OpraHu3aluu

0,5

23,7

Amnanuz
HOpPMaTUBHBIX
HCTOYHHKOB
Nzyuenue
yOIUKaIHii Mo
TeMe
Amnanuz
MIPAKTHUECKOI
JIEeSITEIILHOCTH
OopraHu3anui mno
3aJJaHHBIM
KPUTEPHIM
Ananus u
TIPOEKTHPOBAHNE
nokymentoB CMK
IlogroroBka Kk
MPaKTHUIECKOMY
3aHATHIO
IToaroroBka k
TECTUPOBAHUIO
Brinonnenue
JTOMaIIHeH
KOHTPOJIbHOU
paboThI
IToaroroBka k
3a4eTy

[IpakTuueckoe
3aJaHue
KonrponbHas
pabota
TectupoBanue
3auer

YK-1.1,
VK-1.2,
YK-1.3,
YK-2.2,
VK-2.3,
VK-10.1,
VK-10.2,
IK-2.1

Wroro no pazneny

69,7

Wroro 3a cemectp

69,7

3a0

HToro no gucLUIINHE

69,7

3a4eT C OLIEHKOM




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
OpraHu3alysX, 4YTo TpeOyeT CIOCOOHOCTH O0eCIeYnBaTh JOKYMEHTHPOBAHUE BCEX IMPOIECCOB
NESTENIbHOCTH 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 MutepHer B mpaBoBbix nopranax «Koncynerant Ilmroc», «l'apaHTy,
oduimansHeIM caiitom denepanbHO cay)Obl TOCYIapPCTBEHHON CTATUCTUKH U JIp. TEXHOIOTHUs
IIPOEKTOB SBJIIETCS OCHOBHOM TEXHOJIOTHEN, OPraHU3YIOLIEH CaMOCTOSITENIbHYIO JIEATEIbHOCTh
CTYIEHTOB. Pe3ynbTaThl CBOMX MOUCKOB CTYAEHTHl OGOPMISIOT B Buie Tabmuiubl «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,
(dopMupyro11as HaBBIKK K CAMOCTOSITEIbHOMY MOMCKY HOBBIX 3HAHUM U U3JI0KEHUE 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
IPUMEHEHUN 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-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroIMXcst
[Ipencrasneno B mpuioxxkeHuu 1.

7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHHs POMEKYTOUHOI aTTecTALMI
IIpencraBieHbl B IPUIIOKEHUH 2.



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

a) OcHoBHas TUTEpaTypa:

1. Kopuees, 1. K. JlokymeHTHpOBaHHUE YIPABICHUYCCKON ACATEIHHOCTH : YUSOHUK IS
By30B / . K. Kopnees, A. B. [Tmenko, B. A. Mamrypues. — 3-e u3j., nepepad. u qorm. — MockBa

WM3narensctBo  FOpaiit, 2024. — 438 c¢. — (Bwicmiee oOpaszoBanue). — ISBN
978-5-534-16001-7. — Texkcrt : anekTpoHHbIH // Obpa3zoBaTenbHas iardgopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/536393 (mara obpamicuus: 02.04.2024).

2. KoxeBnukoBa, I'. II. MHpopManmoHHbie CUCTEMBI M TEXHOJOTUU B MApKETHUHTE :
yuebHoe nocobue ais By3oB / I'. T1. Koxeuukosa, b. E. OqunmoB. — Mocksa : M31aTenscTBO
FOpaiir, 2024. — 444 c. — (Briciee obpazoBanue). — ISBN 978-5-534-07447-5. — Tekcr :
snektpounsii  //  O6GpasoBarenpHast  tiardpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/536501 (marta obpamienus: 10.04.2024).

3. Tlpaktuueckuii MeHEIKMEHT KadecTBa . ydeOHOoe mocobme it By3oB / E. A.
[op6armiko [u np.] ; mox penakiueit E. A. T'opbamko. — 4-e u3a., nepepad. u gon. — Mocksa :
WznarensctBo FOpaiit, 2024. — 315 c. — (Bricmiee o6pa3oBanue). — ISBN 978-5-534-17417-5.
— Tekcr : oanekrpounsii // OO6paszoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/533593 (mara obpamenus: 10.04.2024).

0) JlomostHuTEIbHAS JIUTEPATYpA:

1. Cucrema MeHEIKMEHTa KayecTBa Ha MPOMBIIUICHHOM TMPEANPHUSITHU  ydeOHOe
nocobue / A. C. Jlumapes, U. 1O. Mesun, E. I'. Kacatkuna u ap.; MI'TVY. - [2-¢ u3n.]. -
Marnutoropck : MI'TY, 2017. - 1 snektpon. ont. auck (CD-ROM). - 3ari. ¢ Tty skpaHa. -
URL.: https://host.megaprolib.net/MP0109/Download/MObject/20945 (mara oOpareHus:
10.04.2024). - MakpooObekT. - TekcT : aneKTpoHHBIH. - CBeleHHs IOCTYIHBI TaKXke Ha
CD-ROM.

2. Baiickpo6oga, E. C. Cucrema meremxmenTa kagectsa mo MCO cepun 9000 : yueOHOE
nocodue / E. C. Baiickpo6osa, H. 1. bapseimnnkosa ; MI'TVY. - Marautoropek : MI'TY, 2015. - 1
snektpoH. ont. jguck  (CD-ROM). - 3arm. ¢ tutymn.  9kpana. -  URL:
https://host.megaprolib.net/MP0109/Download/MObject/3488 (mata obpamenus: 10.04.2024).
- MakpooObeKT. - TekcT : anekTpoHHbIH. - CBeaeHus 1octynHbl Takke Ha CD-ROM.

3. Boruenb, JI. M. Pucku npennpuHUMaTEIbCKOR IesTeIbHOCTH : mpaktukym / JI. M.
Botuens, B. B. Bukynuna ; MI'TY. - MarauTtoropck : MI'TY, 2019. - 1 31ekTpoH. ONT. JUCK
(CD-ROM). - 3aru. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2385 (mara obpamenus: 10.04.2024).
- MakpooObeKT. - TekcT : anekTpoHHbIH. - CBeneHus noctynHsl Takke Ha CD-ROM.

B) MeTonuyeckue ykazaHus:

CamocrosiTenbHas paboTa CTyIEHTOB By3a : pakThkyM / cocrautenu: T. I'. Heperuna,
H. P. VYpazaesa, E. M. PazymoBa, T. ®@. OpexoBa ; MarHuTOropckuii roc. TEXHUYE€CKUNA YH-T UM.
I'. 1. Hocoga. - Marautoropck : MI'TY um. I'. M. HocoBa, 2019. - 1 CD-ROM. - 3aru. ¢ tutyi.
skpaHa. - URL:  https://host.megaprolib.net/MP0109/Download/MObject/2391  (nmata
obpamenus: 10.04.2024). - MakpooObeKT. - TeKCT : aNIeKTpOHHBIN. - CBEACHUS JOCTYITHBI TAKKE
Ha CD-ROM.

Mertoanyeckie yKa3aHWA 1O BBIIOJHEHUIO HHIUBUAYAJIbHBIX JOMAIIHUX 3aJaHUN
npezcrasieHsl B [Ipunoxkennn 1 u 3



https://urait.ru/bcode/536393
https://urait.ru/bcode/536501
https://urait.ru/bcode/533593
https://host.megaprolib.net/MP0109/Download/MObject/20945
https://host.megaprolib.net/MP0109/Download/MObject/3488
https://host.megaprolib.net/MP0109/Download/MObject/2385
https://host.megaprolib.net/MP0109/Download/MObject/2391

r) [Iporpammuoe odecnneuenne u UHTEepHET-pecypcehl:

IIporpammHoe o0ecnieuenmne

HaumenoBanue N
o Ne noroBopa CpoK IeHCTBHS JTUIICH3UH
MS Office 2007 |, 135 o1 17.09.2007 Gecepoaro
Professional
7Zip CBOOOJTHO PpacHpOCTPaHIECMOE OECCPOYHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI

HasBanue xypca CchbllIKa
DnekTpoHHas 0a3a nepuoauyeckux minanuii East
View Information Services, OO0 «MIBHUC»

HamuonannHas I/IHQ)OpMaHHOHHO'aHaJ'II/ITI/ILIGCKaH

https://dlib.eastview.com/

cuctema — Poccuiickuii ungekc wHayunoro|URL: https://elibrary.ru/project_risc.asp
uutuposanus (PMHII)

[TouckoBas cucrema Axamemusi Google (Google URL: https://scholar.google.ru/

Scholar) ' ' ' '

Poccniicxas  Focynapersenmas  dubmmotexa. https://www.rsl.ru/ru/4readers/catalogues/
Karanoru

OnekTpoHHble pecypcebl 6ubanoreku MI'TY um. https://host. megaprolib.net/MPO109/Web
I".1. HocoBa ' ' '

®denepanbHbIi  00pa3oBaTENbHBIA  MTOPTAI
OxoHomuKa. Conposorus. MeHePKMEHT
9 MaTepuaJibHO-TeXHHYeCKOe 00ecrieueHue TUCIIUITIHHBI (MOTYJIs1)

~ |http://ecsocman.hse.ru/

MarepuanbHO-TEXHHUECKOE 00ecTieueHNe JUCIUTUINHBI BKITFOUAET:

MarepuanbHO-TEXHUYECKOe 00ecTIedeHUe IUCIIUIUTMHBI BKITIOYACT:

VYdeOHble ayJUTOPUU JUIS TPOBENCHHS JWCTAHIMOHHBIX 3aHATHH JICKIMOHHOTO THIIA:
CTOJI KOMITBIOTEPHBIH, CTOJI TUCbMEHHBIN, CTY O(QHCHBIH, TOKYMEHT-Kamepa EPSon, ucrouHmnk
oecniepedoiinoro murtanus POWERCOMIMD-1500AP |, kamepa BBICOKOTO pa3perieHus,
KOMIbBIOTEp MepCOHANBHBIN (TUNO), mpoekTop ViewSonicPJID7526W, cnrkepdoH HACTOIBHBIH
Calisto-620 Plantronics, Be0-xkamepa LogiteachC920, cucrema akycThyeckas HaCTOJbHAs,
crepeorapHuTypa (MUKpPOGOH C IyMOIOIaBIeHHEM), dKpaH HacTeHHbii Digis Optimal-C MW
DSOC-11032*2.

VYueOHbIE ayAWTOPHM Ui TIPOBEACHUS TPAKTUYECKUX 3aHATHH, TPYNIOBBIX W
WH/IMBUYAIbHBIX KOHCYJBTALMH, TEKYIIETO KOHTPOJS W TPOMEKYTOYHOM aTTeCTAIllMH: CTOJN
KOMITBIOTEPHBI, CTOJ THCBMEHHBIH, CTya O(HCHBIN, JOKyMEHT-kamepa EpPSON, ucTouHHK
oecriepedoiinoro murtanus POWERCOMIMD-1500AP |, kamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEp TepCOHabHbIH (THIIO), poekTop ViewSonicPJD7526W, cnimkepdoH HACTONBHBIN
Calisto-620 Plantronics, Be6-xkamepa LogiteachC920, cucrema akycThyeckas HaCTOJIbHAs,
cTepeorapHuTypa (MUKpOGOH ¢ IIyMOIoAaBieHHeM), dkpaH HacteHHbIi Digis Optimal-C MW
DSOC-11032*2.

[TomerieHus 17151 CaMOCTOATENBbHOM paboThI 00yUarOIIKXCsl: IEPCOHATbHBIE KOMITBIOTEPHI
¢ makerom MS Office, Beixomom B UMHTepHET W C JOCTYIIOM B 3JEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

[Momemienne st XpaHeHWss W TPOPHUIAKTHYECKOTO OOCITY)KHBAaHUS  Y4eOHOTO
000py/IOBaHUS: CTEJUIAXKH ISl XpaHEHHsT yueOHO-HATIISAHBIX TOCOOHH U y4eOHO-METOJMYECKOM
JOKYMEHTAITUH.






IIpunoxenne 1
IIpakTHyeckoe 3aHATHE

3annue 1.

[Mone3ysice 1m.7.2 TOCT P 57551-2017/MMCO/TR18128:2014 «Ornenka pUCKOB st
JIOKYMEHTHBIX TPOIIECCOB M CHCTEM», ONPEICIUTE KATETOPUIO JUISl TEPEUYHUCICHHBIX HIKE
HEOJIAronpHUsATHBIX TMOCIEACTBUI B 00JacTH yNpaBieHUs AOKyMeHTamu. JlaHHbIE 3aHecUTe B
Ta0HILy.

IlocaencrBus:

1. Yiep6 nmist pemyrauuu

2. MacmraOHas yTpara, HOBPEXKICHHE W/WIM HECAaHKIMOHUPOBAHHBIA MOCTYyH K
JIOKyMEHTaM

3. OneparuBHas EATEIbHOCTh HE MPEPHIBACTCS; BOCCTAHOBJICHHE JTOKYMEHTOB TpeOyeT
YCUIIHH.

4. OcTaHOBKa OMEpPAaTUBHOM NEATEIbHOCTH; 3aTpaTHbIC U OTHUMAIOIIME MHOTO BPEMEHU
MEPBHI TI0 €€ BOCCTAHOBJICHUIO; TOKYMEHTHI BOCCTAHOBUTH HEBO3MOXKHO.

5. AHOManpHOE HapylIeHHe OrPaHUYECHUN JOCTYIIa

6. [ToBpexeHHE KITIOYEBBIX OINEPATHBHBIX JIOKYMEHTOB HECKOJIBKMX HaIpaBICHUN
JESITEIbHOCTH.

Memoouueckue pexomenoayuu k 3a0anuro 1

[IpounTaiite ykazaHHbli MyHKT crangapra. [loctpoiite Tabmuily, rae B 3arojioBOYHOM
YaCTH MEePSUUCISIFOTCS KATETOPUH HEOJIArONPUATHBIX ITOCIICJICTBU, a B CTPOKH COJICPIKAT
OTHMCaHUE MOCIEACTBUS (U3 CIIUCKA BBIIIE).

3aganue 2.

[Ipountaiite nmratry uz I'OCT P 57551-2017/MCO/TR18128:2014: «Aymenmuunvie,
HaoediCHbvle, Yel0CmHble 0OKYMEHMbl, NPUCOOHbIE K UCNOIb308AHUIO 8 MEYeHUe 8Ce20 Nepuood
8peMenU, NOKa 6 HUX COXpaHsemcs HeobXo0umocms, 0yO0ym CnocoOHbvl Y0081emeopums
nompebrnocmu opeanuzayuu. Pucku uoenmughuyupyromes, ucxoos uz ux 603MOHCHOCMU HAHECTNU
yugepd smum oowuM c8oLicmeam OOKYMEHMO8, 8 pe3yibmame 4e20 OOKYMEHMbl MO2YN Yice He
COOMBEemMcmeo8ams mem yessam, paou KOmopulx OHU ObLIU CO30AHbI.

[Ipoananu3upyiiTe Ball JUYHBIN OMBIT, OMBIT, MOJYYEHHBIM B XOA€ MPOXOXKICHUS
MIPAKTUKHA B OPTaHM3AIWS, W3BECTHBIM BaM OIBIT POJCTBEHHUKOB WJIM 3HAKOMBIX M HAWIUTE
puMep, MOATBEPKAAOIINIA JaHHBINA TE3UC CTaHIapTa.

[TpennoxxuTe BO3MOKHBIE PEIICHUS 10 CMATYCHHIO HUIJTH TIPEOJI0JICHHIO PHCKOB B Oy TyIeM
JUTSL TAHHOW OpraHHU3aIliH.

Memoouueckue pekomenoayuu K 3a0anuI0

[Tpumep MoxeT conmepkarth uHGopMaIUoo 00 yiiepOe HAHECEHHOM OpTaHM3alluH U3-3a
MOTePU OJIHOTO W3 CBOKMCTB JOKYMEHTOB (QyTCHTHYHOCTH, HAJCKHOCTH, I[EIOCTHOCTH
JIOKYMEHTOB, MPUTOJHOCTH MX K HCIOJB30BaHUIO B TE€YEHHE TPEOYeMOro BpPEMEHH); MO0 O
MEPONPHSTHSIX, CHEIHATEHO NPOBEJACHHBIX B OPraHHM3AIMK JUIs MPEIOTBPANICHHS YKa3aHHBIX
PHUCKOB

W3 onmcanus mpuMepa JOJDKHO OBITh SICHO: 0 KAKOM/KaKUX KOHKPETHO JIOKYMEHTAX UCT
pedb, B KaKOW KOHKPETHO BHUJ JENOBOWM JAEATEIbHOCTH OHU (PYHKIHMOHUPYIOT, Kakas
OTBETCTBEHHOCTh BO3JIarajiach Ha JODKHOCTHBIC JIMIIA, JOITYCTHBINME HAHECCHHE yIIepOa, Kakue
MOCTEACTBHYSI ISl HUX M JAHHOW OpraHU3alliy NMeIl OMUCHIBAEMbIi (DaKT.

Tecr
Mogesb MEHEKMEHTA KauecTBa 0/KHA cooTBeTcTBOBAaTh npuHuunam CMK.
Ckonbko npuHIHMnoB oropapusaercs B crangaprax MCO 9000 sepcun 2015 r.

1. 5 NPUHIHNIIOB;
2. 6 NMPUHIINIIOB;
3. 7 IPUHITUTIOB;
4, 8 MPUHIUIIOB

Joxymentanusa CMK BkJ/iouaer cieayrommii maKketT 10KYyMeHTOB:



1. Muccust opraHuzanui, LEId W TOJUTHKA OpraHU3allh, PYKOBOACTBO IO
KayeCcTBY, JOKYMEHTHUPOBAaHHBIE MPOLEAYpPHI, IOJDKHOCTHbIE WHCTPYKLUHUU M TIOJOXKEHHUS O
CTPYKTYPHBIX TIOJIpa3AeIICHUSX, CTAHAAPTHI OPTaHU3AINHN U Paboure HHCTPYKIUH.

2. JIoKyMeHTUpPOBaHHbIE MPOLEAYPHI, JOHKHOCTHBIE MHCTPYKLUU U TOJIOKEHUS O
CTPYKTYPHBIX TIOJIpa3AeICHUSX, CTAHAAPTHI OPTaHU3AINHN U Pabovre HHCTPYKIUH.

3. [{enu u moauTHKa OpraHU3aluu, pyKOBOACTBO IO KaYECTBY, TOKYMEHTHPOBAaHHbBIE
MpoLEeAypbl, AOKHOCTHBIE WHCTPYKIIMM W TIOJIOXKEHUS O CTPYKTYPHBIX MOApPA3ACIICHUSX,
CTaHapThl OPraHu3alK U paboure HHCTPYKIUY;

4, PykoBoncTBO 1O KadecTBy, JOKYMEHTUPOBAHHBIE IMPOLIEAYPHI,
OpraHu3any 1 paboure HHCTPYKLHUH.

IIpu ycraHOB/IeHUM TPaHMI OTBETCTBEHHOCTH OPraHU3alMU 32 PUCKU B 00J1aCTH
CY/ ciexyer y4uThIBaTh:

a) CUCTeMY B3aMMOOTHOILIECHUN C IPYTUMHU OPraHu3alUsIMU U BHEIIHUMHU U BHYTPEHHUMHU
3alHTEPECOBAHHBIMU CTOPOHAMH;

0) mapTHEpCKUE OTHOIICHUS M JOTOBOPHBIC O00S3aTENbCTBA, KACAIOMIMECS IIETIOYeK
MOCTaBOK

Y TIepejavd Ha ayTCOPCUHT psiaa GpyHKINA;

CTaHJapThI

B) BHJI 5)KOHOMHYECKOH EATEIIbHOCTU OpraHu3aluu;
I') BCE HA3BaHHOE BBILIE.

«PI/ICK-OpI/IeHTI/IpOBaHHOC MBINUICHHUE> ITOABUJIOCH B CTaHIapTaX BEPCUH...

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

Ipumepsl Kakux 3amuceii, B KaKoM

pucyHke?

MpeHTndMKaTOP pUcKka

AOKYMEHTEC OpraHm3allid MNPHBEACHLI Ha

4

Hassanwe pucwxa

HecnocobHOTTE YCTaHOBMTE NUUO,. Coanasiuuee QoOKymMeHT

Tvn WKWK MPYNNoBas NPUHaANeMHOCTE PUcka

AdoxyMeHT

Brnageney pycea

CUCTEMHBIR  AAMUHMCTRATOR ANeKTPOHHOR  CucTeMbl
ynpasneHuws JOoKyMeHTamMMn 1 xoHTerdTomMm (EDRMS)

Ddata nepawmiHoR naeHTudMKaymm pucxa

12 oxkTaBpa 2013 ¢

Data nocneagHero obuoaneHma

15 oxTAGpsR 2013 r

OnucaHue

HeBoamMoMHOCTE YCTAHOBMTE, KTO ABMAMNCHA aBTopomM aape-
MCTPMPOBaHHONo JOKyMeHTa

Mposenexsne pucka (OGCTOATENLOTEA, MPH KOTOPLIX PUCK
MOMET MaTepUaANM3IOBATECH)

HeonpegeneHHocTe € TeM, B JEeATENLHOCTH KaKomn HMeH-
HO M3 QenoBLIX NoAgPajfenaeHnid oSpa3oBancA QOKYMeHT

DMUHAHCOBBIA M MHOR yulepS B cny<“ae MaTepuanuiIaLMmn
prcKa

Heuakn@a

BepoRTHOCTE

CpeaHas

MocneacTans

CepoasHpie

CTpaTerus NpenoTepalieHns pucka

MpopecT avanMi W gopaboTey WaGnoHOB OQOKYMEHTOE B
EDRMS-cucTeme

CTparTermA BoagefcTEMA Ha PMCK

MpopecT awankis v gopatoTky waGnoHos QOoKyMeHTos B
EDRMS-cucreme

Mnanosan qata

31 pexabpna 2013 ~©

OTBETCTBEHHEIA 3a NPMHATAS Mep

CUCTEMHLIR  AAMMHWCTPATOP  ANEKTPOHHOR  CHcTeMb
YNPABNSHMSA [OKYMeHTaMMW 1 KoHTeHToM (EDRMS)

[ara NNasHosoro nepecmoTpa

31 auBapa 2014 r

CCLIMKM Ha B3aUMOCBRIAHHLIS DUCKK

312

CTaTyc pUCKa M Mep BoafelicCTBMA Ha Hero

HauaTel AelCTEMA NO CMANeHMWIO PUCKa

Nara nposeerHna NOCITeqHeR OUeHKN prucKa

15 oxTAaGpsn 2013

a) JlokyMeHTUpOBaHHas polielypa «YIpaBlieHue JOKYMEHTaMU;

0) JlokyMeHTHpOBaHHas NpoLeaypa «YIpaBIeHUE 3alUCIMUY;

B) 3alMCH O JOKYMEHTHPOBAaHHOM pHUCKe B PeecTpe pucKkoB opranusanuu;

r) «PyKOBOJCTBO IO Ka4€CTBY»

Kakas npo0Jiema/b1 Bo3HMKJIa/u ¢ BHeApeHneM ctangapra MCO 15489:2001?
«Uupopmanus u 10KyMeHTaAUMs. YIpaBjieHHe J0KyMeHTaMmu» B Poccun?

1. [IpoGnema HarMOHANBEHOM crielU(UKH B IPAKTUKE PAOOTHI C TOKYMEHTAMHU.
2. [IpobGnema HECOBMECTUMOCTH C POCCUHCKON 3aKOHOIATEeILHOM 06a30ii.

3. [IpoGnema orpaHMYEHHOCTH IPUMEHEHUS CTaHAapTa.

4 [Tpo6GiieMa TEPMHUHOJIOTHYECKOTO HECOOTBETCTBHUS.




IlepeBoa KaKHX TEPMHHOB BbI3BAJ HaHM0O/IbIIIHE TPYIAHOCTH Y NMEePeBOTYHKOB
BHUUJIAA?

1. apXHB;

2. M€eTaJaHHEIE;
3. JIOKYMEHT;

4, 3aIIHCh.

KiroueBoe noHsitue «ynpapJjieHue JOKYMEHTAMMW) B Pa3HbIX CTPAHAX, B TOM 4YHCJIe
Poccumn, BbI3BaJI0 TEPMUHOJIOTHYECKYIO JHcKYyccHI0. C KAKMMH U3 NepevyncJIeHHbIX HIKe
MOHATHI ero CTPEMHUJINCH OTOXKIECTBJIATH?

1. yIpaBJICHUE IOKYMEHTOO00POTOM;
2. yIpaBiieHue HH(OpMAIHEH;

3. yIpaBJICHUE aPXUBAMU;

4. CO BCEMH MEPEUNCICHHBIMH.

B yem cnennduka NOHMMAHUS [JIABHOM LeJIM IPUMEHEHHUsl CTAHIApTa 32 py0desKoMm,
B OTJIMYHE OT POCCHIICKOT0 TOJKOBAHUS HA3HAYEHHS CTAHIAPTOB?

1. HopmaTtuBHoe enquHo0Opa3ue AecTBHi U pe3yIbTaTOB IPUMEHEHHUS,
2. HopmaruHoe 3akpemnieHne MUHUMaJIbHbBIX TPEOOBaHUM K MPOYKIUHU U YCIIyTraM;
3. [TomyueHnue BceoOIIMX ONTUMAIbHBIX MPEUMYIIECTB HA OCHOBE YIOBIETBOPEHUS

TpeOOBaHUI BCEX 3aMHTEPECOBAHHBIX CTOPOH;

JlocTHKeHre HayqHO, TEXHOJIOTHYECKH U MPAKTHUECKH 0OOCHOBAHHBIX PE3yJIbTAaTOB

YkakuTe npaBUIbHOE NPOJ0JIKeHUe BbICKa3bIBaHus: «CHcTeMa MeHeKMeHTa
Ka4ecTBa — 3T0...»

1. Cucrematuueckasi UACHTU(UKALMS U YIOPSJIOUEHUE JEI0BOM AESITEIbHOCTU U
(MM) JOKYMEHTOB [0 KaTErOpHsIM B COOTBETCTBUU C JIOTUYECKU CTPYKTYPHUPOBAaHHBIMHU
YCIIOBUSIMHU, METOJIaMHU U IPOLIEAYPHBIMH [TpaBUIIaMHU, IPEACTABIEHHBIMU B KJIaCCU(UKALIMOHHON
cucTeMe.

2. CucremMa MEHE)KMEHTa JJIs pYKOBOJACTBA U YIPABJICHUS OpraHu3aluen
IPUMEHUTEIBHO K KaUeCTBY.

3. COBOKYNTHOCTh ~ OCHOBHBIX ~ JEMCTBMI, HAaNpaBIECHHbIX Ha  JOCTHKEHHE
NOCTaBJIEHHBIX 3a/1a4 (1ieei, noaueneil).

4. OOmue HaMmepeHHs W HallpaBJICHUs JAEATEIbHOCTM OpraHu3aluu B o01acTu
Ka4yecTBa, 0HUIHATIBLHO CPOPMYIHPOBAHHBIE BBICIIUM PYKOBOJCTBOM.

TpeGoBanus Kk cucreMe MeHeI)KMEHTAa KauecTBA ONUCAHBI B...

1. Cepuu ISO 14000

2. Cepuu ISO 9000

3. Cepuu ISO 10000

4, Cepuu 30300

Korna B Poccnn nosiBuiinch nepssie cranaaptel mno CMK?

1. B 1947 r.
2. B 1987 .
3. B 1997 .
4. B 2000 .

ITOT MeTOA (M OAMH U3 MPOLECCOB YIIPABJICHHUS JOKYMEHTAMH) IOMOTaeT
YCTAaHOBHUTB CBSI3b MEKAY OTAEJbHBIMH JOKYMEHTAMHU VI 00ecnedeHHs HepepbIBHOIO
AOKYMEHTHPOBAHMS IEATEJIbHOCTH; COIJIACOBAHHO NIPHCBANBATH MMEHA JOKYMEHTAM B
TeYeHHUe JJIUTEIbHOr0 BpeMEeHH; 0KA3bIBATH IOMOILIb IIPH MIOUCKE BCeX JOKYMEHTOB,
OTHOCSIIIIUXCH K ONpeAeIeHHOH QYHKIMU MU BUAY A€JI0BOM AeATeIbHOCTH; ONpPeaesATh
MOAXOJSANIYIO JJISl PA3JIMYHBIX TPYNI JOKYMEHTOB 3aIIUTY KOH(PHICHIIHAJBHOCTH, a TAKKe
Pa3rpaHM4YUBaTh 10CTYII, IPABA M0Jb30BaTeJel HA JOCTYI HJIM HA NPOBeeHUe AeCTBUI ¢
omnpeeIeHHBIMH I'PYNIIAMHU JOKYMEHTOB; pacnpeaeasTh 0TBeTCTBEHHOCTH 110 YIIPABJICHHIO
omnpeJeJIeHHBIMH IPyNIIaMU JOKYMEHTOB; pacnpeaeasiTh J0KYMEHThI M0 OT/Ae1bHbIM
NnpoueaAypaM B paMKax /1e/10BOi AeATeJIbHOCTH; ONPeAeIsTh COOTBETCTBYIOIIUE CPOKH



XpPaHeHUs U JeicTBHSA N0 0TOOPY JOKYMEHTOB Ha XpaHeHUe Ui YHHUYTOoKeHue. HazoBure
3TOT MeTo/ (U mpouecc).

Yro cnoco0cTBOBAJIO AKTUBHU3AIUN MEKIYHAPOIHON CTAHIAPTH3ANUM U
cepTuUKANNH B 00,1aCTH yIIPABJIeHUS JOKYMEHTAMHU?

1. BHenpeHue 351eKTpOHHOTO JOKYMEHTO000pOTA.

2. Crangaptuzanys MEHEI)KMEHTA.

3. VYBenuueHue KoJIMYecTBa SKCIEePTOB, YUACTBYIOIIMUX B pa3pabOTKe CTaHAApTOB.

4, W3meHeHus B 3aKOHO/IATEIbCTBE.

K kakoii cepuu cranaapToB Bocxoaut crangapt MCO 15489-2001 «YnpaBJienue
AOKyMeHTaMu»?

5. Cepuu ISO 14000

6. Cepuu ISO 9000

7. Cepuu ISO 10000

8. Cepuu 30300

Kakoe MecTo oTBOIMTCH YyNIpaBJIeHUIO J0KyMeHTaMu B ctangaprax UCO 9000?

1. VYipasineHne NOKyMEHTaMH pPacCMAaTPUBACTCS KaK BCIIOMOTATENbHBIM IIpOIECC,
00CYXHMBAIOIUI MEHEIKMEHT.

2. VipaineHue JOKyMEHTaMU SBJISETCS CaMOM BaXKHOM YaCThIO MEHEKMEHTA.

3. VYpasieHue 10KyMEHTAMH SIBIISIETCS COCTABHOM YaCTbI0 MEHEIDKMEHTA.

4. VYipasineHue JOKyMEHTaMHU HE pACCMATPUBAETCS U HE OIIMCHIBACTCSI.

Kakum HOpMAaTHBHBIM JOKYMEHTOM B OPraHM3AaIMH J0JI’KHO PErjIaMeHTHPOBAThLCS
KOHBEPTHPOBaHUE U MUTPaLUs JOKYMEHTOB U3 O/IHOI CHCTEeMBbI YIIPABJICHUS JIOKYMEHTAMM
B Ipyryro?

a) 'OCTowm;

0) ycTaBOM OpraHusaluy,

B) MHCTPYKIMEH 10 KOHBEPTUPOBAHUIO U MUTPALIUU JOKYMEHTOB;

I') IPUKa30M O KOHBEPTUPOBAHUHU U MUTPALIUU JTOKYMEHTOB U3 OJTHON CHUCTEMBI
yIpaBiIeHUs TOKYMEHTaMU B JPYTYIO.

CY ]l nonxHbI ObITH CIPOCKTHPOBAHBI TAK, YTOObI JOKYMEHTbI COXpPaHsAIu 4
CBOICTBA HE3aBHCHMO OT JIIOOBIX H3MEHEHHUI B CHCTeMe HA NMPOTSKeHUH BCero nepuoaa ux
XpaHeHus1 M ucnoab3oBanus. HazoBure 3Tn cBoiictBa. OTBEeT BIUIINTE CJI0BAMHU
I'OCT P UCO 15489 TpedyeT, 4T00BI B OpraHn3anuu ObLJIM YeTKO YCTAHOBJICHBI
MOJTHOMOYMS 10 BBINOJHEHHUIO ONpe/ie/IeHHbIX NPOLECCOB YNPaBJIeHUs J0OKYMeHTaMu.
YkaxuTe dTH NPOLECCHI.

a) KiaccuuKalus U HHIEKCUPOBaHUE,

0) sKcIiepTH3a IEHHOCTH,

B) 0TOOp M mepeaaya J0KyMEHTOB Ha MOCIeYIoLIee XpaHEHUE WM YHUUTOKEHUE;

I') coCTaBlieHUE U 0(hopMIIeHHE TOKYMEHTOB

Yro0bI ONpeesiTh TPeOOBAHUSA K NPAKTHKE, 00C/1eI0BAHUIO0, IPOBEPKe U
TeCTHPOBAHMIO NIPOLECCOB YIIPaBJICHUsI JOKYMEHTaMH, HE00X0UMO...

a) TOKyMEHTaJIbHO 3a(pUKCUPOBATH HOPMbI COOTBETCTBYIOIIETO 3aKOHOAATEIHCTBA,
CTaH/apTOB U MOJUTUKY OPraHU3aLNN;

0) peryssipHO MPOXOIUTH MPOBEPKY BO BHEIIHUX AyJAUTOPCKUX U HA/J30PHBIX OpraHax;

B) OTCJIE)KMBATh U3MEHEHNUS B 3aKOHOAATEIIbCTBE;

') HA3HAYUTh OTBETCTBEHHBIX 3a MPOBEACHUE ayIuTa 1 MOHUTOpUHTa Y /1.

Y100bI COXpaHATH KOPNOPATHBHYIO LEJOCTHOCTH CPeAbI YIIPABJICHHUS
uHpopmanmei, OpraHu3anuu He0OX0AUMO...

a) UMETh TOJIBKO O/IHY aBTOMAaTU3UPOBAHHYIO CHCTEMY B OPTraHU3alIH;

0) peryssipHO MPOXOIUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAA30PHBIX OpraHax;

B) 0c000€ BHUMAaHUE YAENATh BCeM HHPOPMALIMOHHBIM CUCTEMaM M IIpaBUIIaM
(cTparerusiM, MOJUTHKAM ), TPUMEHSIEMbIM BHYTPH OpraHU3alllu,



') HA3HAYUTH OTBETCTBEHHBIX 32 MPOBEACHHUE ayIuTa 1 MOHUTOpUHTA Y /1.

KeM 10/KHBI YTBEPKIAaThCHA BCe PellIeHUs 0 BKJIKYeHUH J0KYyMeHTOB B CY ]l n
YCTAHOBJIEHHH CPOKOB U MOPSIAKA UX XPaHeHHs ?

a) BBICIIMM PYKOBOJCTBOM;

0) orBercTBeHHBIM 32 CY/I;

B) Ha/I30PHBIM OPraHOM, ayJUTOPaMH;

') apXUBHBIM OPTaHOM.

C KkeM J0JIKHBI COTJIACOBBIBATHLCS BCe pPellleHHs 0 BKJIIOYEHHHU JOKYMEHTOB B
CHCTEMY YNPAaBJIEHUsI JIOKYMEHTAMHU U YCTAHOBJIEHUH CPOKOB U MOPSIIKA UX XpaHeHus ?

a) BBICIIMM PYKOBOJCTBOM;

0) orBercTBeHHBIM 32 CY/I;

B) Ha/I30PHBIM OPTaHOM, ayJUTOPaMH;

') apXUBHBIM OPTaHOM.

B ciayyae oOHapy:KeHHsI HEIPUTOAHOCTH WJIN HeI(PPeKTUBHOCTH UCIIOJIb3YyeMO
CHCTEMbI YIIPaBJIeHHs IOKYMEHTAMH U MIPOLeCCOB YIPABJIEHUS JOKYMEHTAMHU
HE00X0ANUMO...

a) yauutoxxuth CY/l;

6) monudunuposats npoueccs Y /l;

B) 3ameHuTh CY/I;

T) epeiT Ha OyMaXkKHBIN TOKYMEHTOOOOPOT.

IIporpammbl 00yuYeHHs1 YIPABJIEHHIO IOKYMEHTAMH J0/KHbI OXBATBHIBATb. ..

a) pOJIU M OTBETCTBEHHOCTh BCEX COTPYAHUKOB U MPOYMX JIHII, OTBETCTBEHHBIX 32
CO3/1aHHE€ JJOKYMEHTOB BO BpeMsl UX paOOThI U 3@ BKIIOYEHHE ITUX JJOKYMEHTOB B CUCTEMY
yIpaBIeHUS TOKYMEHTaMH,

0) poJIi ¥ OTBETCTBEHHOCTH BCEX PYKOBOJSAIIMX PAaOOTHHUKOB;

B) POJIM U OTBETCTBEHHOCTH TOJIBKO BCEX IITATHBIX COTPYAHHUKOB;

I') POJIM U OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX pAOOTHUKOB U JIULI, pabOTAOLIUX Ha
OOIIECTBEHHBIX HaYaJIax.

Kakas npo6Jiema/bl Bo3HUKIa/U ¢ BHeaApeHueM cranaaprta UCO 15489:2001?
«MHpopmanus U JOKyMeHTANMA. YIIpaBjieHHe JOKyMeHTaMm» B Poccnn?

1. [Tpo6GiieMa HalMOHAIBHON cEU(UKN B IPAKTHKE pabOThI C JOKYMEHTaMHU.
2. [Tpobrnema HECOBMECTUMOCTH C POCCUICKON 3aKOHOATENbHOM 0a30ii.

3. [TpoGiiemMa orpaHMYE€HHOCTH IPUMEHEHHUS CTaHAapTa.

4. [Tpobnema TEpMUHOIOTMYECKOTO HECOOTBETCTBHS.

Kakas npo6.iema/bl Bo3HUKIa/U ¢ BHeaApeHueM crangapra MCO 15489:2001?
«MHpopmanus 1 JOKyMeHTANMA. YIIpaBjieHHe JOKyMeHTaMm» B Poccnn?

S, [Tpo6GiieMa HalMOHAIBHON cEU(UKN B IPAKTUKE paOOTHI C JOKYMEHTaMHU.
6. [Tpobrnema HECOBMECTUMOCTH C POCCUICKON 3aKOHOaTeIbHOM 0a30ii.

1. [TpoGiiemMa orpaHMYE€HHOCTH IPUMEHEHHUS CTaHAapTa.

8. [Tpobnema TEpMUHOIOTMYECKOTO HECOOTBETCTBHS.

Kakas npo6.iema/bl Bo3HUKIa/U ¢ BHeaApeHueM cranaaprta UCO 15489:2001?
«MHpopmanms U JOKyMeHTaAnMsA. YIIpaBjieHHe JOKyMeHTaMu» B Poccnn?

9. [Tpo6iiema HalMOHaIBHON cEU(UKN B IPAKTHKE pabOTHI ¢ JOKYMEHTaMHU.
10. [Tpobrema HECOBMECTUMOCTH C POCCUHCKON 3aKOHOaTeIbHOM 0a30ii.

11. [Tpo6GiiemMa orpaHMYEHHOCTH IPUMEHEHUS CTaH1apTa.

12. [Tpobnema TepMUHOIOTMYECKOTO HECOOTBETCTBHS.

IIpu pu3nyecKOM YHHYTOKEHUH TOKYMEHTOB PEKOMEHYETCH PYKOBOACTBOBATHCS
onpeaeJeHHBIMA NPHHIUNIAMHA. Y KAKUTE HeAOCTAOIMMA NpuHIMI. OTBeT NUIINTe
CJIOBAMH.

- YHMYTOKEHHE JOJIKHO ObITh CAHKIIMOHUPOBAHHBIM M IIPOBOJAUTHCSH B
COOTBETCTBHMH € TPeOOBAHUSIMH HOPMATUBHOM Cpe/bl;

- JOKYMEHTBI, CBSI3aHHbIE ¢ NPEeACTOSIIMMH HJIH NPOBOANMBIMH Cy1eOHbIMH
pa3oupaTeIbCTBAMH U Paccjiel0BAHUAMH, YHHYTOKATH He CileayeT;



- cJlelyeT YHUYTOKATh BCe KONMUM IOKYMEHTOB, Pa3pellleHHbIX K YHUYTOKEHHIO,
BKJIIOYAs MIePCOHAJIbHBbIE, CTPAXOBbIe H pe3epBHbIE KOMHNH.

B kakuX ciy4asix JOCTYIl K JOKYMEHTaM MM HHGOPMaLMU 0 HUX cJeayeT
OrPaHU4YMBATH?

a) Ecrin mokyMeHTBI coiepikaTt IepCOHAIBHYIO HH(OPMAIIHIO;

0) eciii JOKYMEHTHI COJIepKaT KOMMEPUECKYIO TaitHy;

B) €CJIM IOKYMEHTHI COJIepKaT CIy)KeOHYI0 HH(POPMAIIHIO;

T') JOCTYI OTPAaHUYHUBAIOT KO BCEM JOKYMEHTaM OpPTaHU3AIHH.

«KoHTPOJIb MeCTOHAXO0KIEHNUSI TOKYMEHTA MpeaycMaTpuBaeT GUKCAIUIO
napaMeTpoB HEOOXOAMMBIX JIJIsl OTCJIEKUBAHNS IBHKEHUS JOKYMEHTA, K YHCJIY KOTOPBIX
OTHOCHTCS MIEHTH(PUKATOP JOKYMEHTA, ero 3aroji0OBOK, CBeIeHH 0 COTPYTHUKE HIIH
nojipasjiesieHuu, 06.,1a/1a101eM JOKYMEHTOM, H ...» BnummTe cjioBaMu He0CTAIOMIM A
napamerp.

Oco0eHHOe OTHOLIEHHE K TOKyMeHTauuu cranaapTos 9000:2000 onpenensiercs Tem,

4To...

1. Ha xaxmom mnpeanpuatvd, B KaXJOHl OpraHuzalldd JOJDKHA OBITh HE TOJIBKO
pazpaboTaHa, BHEIpPEHa W  JEWCTBOBaTh CHCTEMa  MEHEKMEHTa  KadecTBa, HO
3aI0KyMEHTHUPOBAHA;

2. VYnpaBnenue JOKYMEHTaMU PacCMaTPHUBACTCS KaK BCIOMOTATENIbHBIN IPOLIECC,
00CTYKUBAIOLIUI MEHEKMEHT.

3. YnpasieHue JOKYMEHTaMU ABJISIETCA CAMOUM BaKHOW YaCThI0 MEHEIPKMEHTA.

4. VYrpaBieHue JOKyMEHTAMHU SIBJISIETCS COCTABHOM YaCTbI0 MEHEPKMEHTA.

Kakue 3Tansl 1BMKeHHS JOKYMEHTOB CJieyeT OrOBOPHUTH NPHU COCTABJICHUH
TeXHHYECKOro 3a/IaHMs Nepe] NPOeKTHPOBAHUEM CHCTeMbl YIIPABJIEHUs JOKYMeHTaMu?

a) BblJaua, epeaaya JOKyMeHTa MKy COTPYIHUKAMU; BO3BPAT JOKYMEHTOB Ha MECTO
UX PACIIOJIOKEHMSI WIIM XPAaHEHUs; CPOK XPAHEHUS; U3bATUE UX U3 CUCTEMBbI YIIPaBJICHUS
JOKYMCHTAMH U LCJIb U3BATUA,

0) BpIIaua, epegaya J0KyMeHTa MeXy COTpYIHHUKaMH; BO3BpaT JOKYMEHTOB Ha MECTO
HX PACIIOJIOKCHHUA UJIU XPAHCHHA, U3BATHEC UX U3 CUCTCMBI YIIPABJIICHHUA JOKYMCHTAMU U LCJIb
U3BATUSA

B) BblJIa4a, Ilepeiada JOKyMEHTa MeX/1y COTPYAHUKAaMU; BO3BpAT JTOKYMEHTOB Ha MECTO
UX PacCIOJIOKEHUS WIN XPAHEHUS; U3BSATHE UX U3 CUCTEMBI YIIPABIECHUS JOKYMEHTAMU;

I') Bblj1aya, 1epejiaya J0KyMEeHTa MeXAy COTPYIHUKaMU; BO3BpaT TIOKYMEHTOB HAa MECTO
UX PacIOJIOKEHUS WIN XPAaHEHUS; U3BATHE UX U3 CUCTEMBI YIIPABICHUS JOKYMEHTAMM; LIETb
HU3BATUA; MHUIIUATOP U3BATHA, CChLIIKA HAa HOpM&THBHBIfI AOKYMCHT.

IIpu ¢pu3nyeckoM YHHYTOKEHHH JOKYMEHTOB PEKOMEHYeTCsl pyKOBOACTBOBATHCH
onpeaeJeHHbBIMU NPUHUUIIAMH. YKaKUTe HeJocTaommii npuHuun. OTeer nummre
CJI0BaMH.

- YHMYTOKeHHEe JOJIKHO ObITh CAHKIIMOHUPOBAHHBIM M IIPOBOAUTHCH B
COOTBETCTBHMH € TPeOOBAHUSIMH HOPMATHBHOI Cpeabl;

- IOKYMEHTbI, CBI3AHHLIC C MPEACTOAIIMMHU WIN TPOBOAUMBIMHA Cy)]CﬁHblMI/l
pa30upaTeIbCTBAMHU U PACCIEI0BAHUSIMH, YHHUTOXKATH He CJIeyeT;

- CJIEAYET YHUUITOKATDH BCE KOIMUMA TOKYMEHTOB, Pa3pelICcHHbIX K YHUITOKCHUIO,
BKJIIOYAsl IEPCOHAIbHbIE, CTPAXOBbIC U pe3epBHbIC KOMUH.

I'OCT P UCO 15489 onpenensier, YTO «ynpasJjieHHEe MPOLECCOM 0CTyNa
NnpeaycMaTpuBaeT, YTo: a) JOKYMEHTbI pacnpe/e/ieHbl 10 KATErOPUsAM B COOTBETCTBHH C UX
CTATyCOM /IOCTYNIA B ONpe/ieJIeHHOe BpeMsi; D) JOKYyMeHTBI 10CTYNHBI TOJbKO JHIAM,
00/1212101IM NPABOM JI0CTYNA K HUM; C) 3aCeKpeYeHHbIe IOKYMEHThI JIH00 TOKYMEHTBI ¢
OrPaHUYECHHBIM JOCTYIIOM MOTYT ObITh NPOYTEHbI TOJBKO NPH HAJIHYUH
COOTBETCTBYIOLLEr0 paspemeHus». /[0OJHATE 3TOT CNUCOK elle ABYMs I0KAa3aTeIsIMH.



B kakux ciayyasix J0CTyn K JOKYMeHTAM M/ HH(OPMALIMH 0 HUX cJeayeT
OrPaHUYMBATH?

a) Ecnu mokyMeHThI coiepKat nepcoHanbHyI0 HH(OPMAILUIO;

0) ecii TOKYMEHTHI COIEP>KaT KOMMEPUYECKYIO TaifHy;

B) €CJIM JIOKYMEHTHI COJIepKaT CIIy>KeOHYI0 HH(POPMAIIHIO;

I') JOCTYHI OTPaHUYUBAIOT KO BCEM JOKYMEHTaM OpPTaHU3aIIH.

«KOHTpOJIb MeCTOHAXO0K/IeHUS JOKYMEHTA Mpe1ycMaTpuBaeT (puKCcal U0
napaMeTpoB HEOOXOAMMBIX /IJIsl OTCJIKUBAHMS IBHKEHUS JOKYMEHTA, K YHCJITY KOTOPBIX
OTHOCUTCH MIEHTU(PUKATOP JTOKYMEHTA, ero 3aroJi0OBOK, CBeJeHUIl 0 COTPYIHUKE HJIU
nojapasjeeHuu, 00/1a1aK01eM J0KYMEHTOM, H ...» Bnuiure c1oBaMH He0CTAIOLIN A
napamerp.

KounTtposabHas padora

3aganue 1. CaMOCTOSTENIBHO COCTaBbTE 3aIUCh B PeecTpe pucKoB naHHOM KoMnaHuu. B
KaueCTBE JOKYMEHTHPYEMOTO PHCKAa BO3BMHUTE PHUCK (B OOJACTH YIpaBICHHUS TOKYMECHTaMH,
JOKYMEHTHBIMH IIPOLIECCAMU WIIM apXUBaMH ), OMUCAaHHBIN BaMu B [IpakTuueckom 3aganuu 2.

Memoouueckue pekomenoayuu K 3aoanuto 1

M3yuure nm. 5.1 TOCT P 57551-2017/MCO/TR18128:2014 «OueHka pUCKOB IS
JOKYMEHTHBIX TIporieccoB W cucremM» u [lpumoxkenne A.l1  «[Ipumep 3amucu o
JIOKYMEHTHPOBAHHOM PHUCKE B peecTpe puckoBy. Elie pa3 npoananuszupyiite ciydaid, OnucaHHbIN
B [IpakTHdeckoM 3amaHuu 2, OPUCHTHPYICHh Ha Tpadbl TaOHIBI B e¢ JeBoi yacTu. [loBTOpuTE
CTPYKTYpy Tabnuiibl A.1, mpeAcTaBIeHHYIO B JaHHOM CTaHAApTE, U 3aIOJHUTE €€ MPaBYIO YacTh.

3aganue 2. lIpoananmsupyiite noxkymentsl CMK, mpezncraBiieHHbIE B IPUIIOKEHUU K
KOHTpOJIbHOM pabore (Muccuss opranuzauuu. llenm u nomuTuka B 00JaCTH  KauyecTBa.
PykoBozncTtBo 1o kadecTtBy. JloKyMeHTuUpoBaHHas mponenypa. CraHaapT oOpraHu3aium).
OTBeTbTE HAa BONPOCHI:

1. Pacnoniosxure npeuioKeHHbIE TOKYMEHTBI B HEPAPXUYECKOM MOPSAIKE, T.€. OT TJIaBHBIX
K BTOPOCTETIEHHBIM.

2. K kakoif cucrteme, Tpymmne U MNOATPYIIe JAOKYMEHTOB JOKYMEHTAIbHOrO (oHIa
OopraHu3aIu OyAayT OTHOCUTHCS TaHHBIC JOKYMEHTHI?

3. Kaxkas cnenuguka B opopminenuu nokymenrauuu CMK Bam 6pocuiace B riasza?

4. Otnocsres au jokyMmenTtanuss CMK k nokymentam ApxusHoro gonja P®? Kak Bl 310
onpeneauiun?

Bonpocel Kk 3a4eTy ¢ OLEHKOH

1. [TonsiTve cucTEMbl MEHEI)KMEHTA Ka4eCTBA B OpraHU3aluu.

2. CewmetictBo crangapros CO 9000 u 14000.

3. KommuiekcHbIi MOAX0A K YHpPaBIEHUIO KadecTBOM. BceoOmiee ynpaBieHue
kauectBoM (Total Quality Management, TQM). Merononorus Jpmunra—Illyxapra.

4. [TpuHIMIIBI CHCTEMBI MEHE)KMEHTA KayecTBa.

S. [lonsiTue «ynpaBiaeHUs: JOKyMEHTaMU»

6. [TonsiTve «ynpaBieHUE 3aMUCAMUY.

7. AyYTEeHTUYHOCTb,  JOCTOBEPHOCTb,  LIEJOCTHOCTb WM  NPUTOJHOCTb  JUIA
MCIOJIb30BaHUA.

8. Ponp nOKyMEHTOB Kak BaKHEMILIEro MHCTPYMEHTA JEJIOBOH JAEATEIBHOCTU H
dbopmupoBanust HHHOPMAIIMOHHBIX AKTHBOB.

9. Bo3MoxHOCTH XpaHEHUs U UCTIOJIb30BaHUS TIOKYMEHTOB B IIU(POBOIi cperie.

10. Cucrema ynpaBieHUS JOKYMEHTAaMH, BBIXOJSIIMX 3a PAMKH TPaJIUIMOHHBIX

OpPTaHHM3AI[MOHHBIX TPaHUIl. YTpaBleHUE JOKYMEHTaMH B COBMECTHON M MHOTOYPOBHEBOI
paboueii cpene.



11. CpenctBa ynpaBiieHUs JOKYMEHTaMH, HE3aBUCHUMBIE OT JPYIMX KOMIIOHEHTOB
JIOKYMEHTHBIX CHCTEM.

12. [Tepuonuyeckoro aHamusa JEJIOBOM JEATEIILHOCTU U €€ KOHTEKCTa C LENbIO
OIpeieNIeHus 11eJeco00pa3HOCTH, COCTaBa IOKYMEHTOB U 00beMa UX METAJaHHBIX IPH BBOJAE B
JIOKYMEHTHYIO CUCTEMY.

13. VYrpaBieHus puckamMu MpH pa3paboTKe CTpaTeruil ynpaBieHHs TOKYMEHTaMH U
UCTIOJIb30BaHUH MOJX0/1a K YIIPABICHUIO TOKYMEHTaMH, KOTOPBIH MO CYTH MPECTaBISET COO0M
CTpPATETHI0 YIPaBICHUs PUCKAMHU.

14. Merton aHanM3a MOTCHIMAIBHBIX MOCIEACTBHI HEOIArONPUSTHBIX COOBITUH IS
JTOKyMEHTHBIX TporeccoB u cuctem 1o 'OCT P 57551-2017 /MCO/TR18128:2014.

15. OreHKa pUCKOB I IOKYMEHTHBIX MPOIIECCOB U CUCTEM KakK 00s3aTeIbHAas 9aCTh
o011ero npoiiecca yrnpapieHUs] pUCKaMH OpraHU3aIuu.

16. OrnpezenieHre MPUOPUTETOB MPU OICHKE PUCKOB YIPaBICHUS JOKYMEHTAMH U
3aMucAMU

17. OTpakeHue cxembl KIACCH(HUKAIMKA JAEJOBBIX OINEpaluil B  YIpaBICHUH
JIOKYMEHTalUEH.

18. HoxazarensctBo B CMK. JlokymMmeHTHpOBaHUE TpaH3aKIUU (JEIOBOM OTMIEPALINH ).

19. Wnentudukanuss pHUCKOB, YIPOXKAIOUIUX YCHEIIHOMY (DYHKIIMOHUPOBAHUIO
OpraHu3aIiu.

20. VmpaBneHue pHUCKaMH, YrpOXKamOMMMH  YCHEIIHOMY  (YHKIIMOHUPOBAHUIO
OpraHu3aIu

21. OTBETCTBEHHOCTH CIELUATNCTOB OPTaHU3allUU TI0 YIPABICHUIO JOKYMEHTaMH 32

I/IIIGHTI/I(l)I/IKaHI/IIO U YIpPaBJICHUC PHCKaMH, OTHOCAIIHMMUCA K JOKYMCHTHBIM IIpoLi€eCCaM U
CHUCTCMAaM.

22. JloKyMeHTUpOBaHUE JEATEIbHOCTH OpraHM3allMd KaK CTpaTerudyeckuil crocod
pearupoBaHus Ha PUCKH [l OCHOBHOM JI€JI0BOM JI€ATEIbHOCTH.

23. AHanuza TpeOoBaHMM M MOTpeOHOCTEN OpraHu3alMi B JOKYMEHTaX B acIIEKTe
PHUCK-OpPUEHTUPOBAHHOTO MOIX0/A.

24, Buenpenre MUHUMaJIBHOTO MU ONTHMAaJIbHOrO HaboOpa Mep, 0OeCTeYMBAIOLIUX
CHCTEMaTHUYECKOE yIpaBlieHHE JOKYMEHTaMHU U KOHTPOJIb HaJl HUMH.

25. CootBercTBUE MEp U CpeAcTB obOecredeHusi MH(OPMALMOHHOW Oe30MacHOCTH,

omucanHeix B UCO/MDBK 27001, u monoxenuii cranmapra ['OCT P 57551-2017/ISO/TR
18128:2014

26. [TpoexTrpoBaHue JOKYMEHTOB KaK JOKYMEHTHBIA IIPOLECC

27. Cozianue 10KyMEHTOB U BHEIPEHUE IOKYMEHTHBIX CUCTEM

28. Metananneie. OnpeneneHue cocTaBa METalaHHbIX JUIsl JOKYMEHTOB, BBOJUMBIX B
CV .

29. Hcnonp30BaHnE JOKYMEHTOB U JOKYMEHTHBIX CUCTEM.

30. [Tonnep>kaHue MPUTOAHOCTH K HCIOJIB30BAHMIO JOKYMEHTOB B JTOKYMEHTHBIX
CUCTEMAX.

31. YHu4TOXKEHHE JOKYMEHTOB JIN0O UX Mepeaaya Ha apXUBHOE XpaHEHHE.

32. [TonsiTMe 3anmucHM  NPUMEHUTENBHO K  YOPABIEHUIO JIOKyMEHTaUWeHd U
JIOKYMEHTHBIMH CHCTEMaMHU.

33. Pa3paboTka 1 BHeipeHHE TOJIUTUKU YIIPABICHHS JOKYMEHTaMU.

34. OTBeTCTBEHHOCTH B 00J1aCTH yNpaBICHUs TOKYMEHTAMHU U 3aMUCSMHU.

35. JIoKyMEHTHPOBaHHBIE NTPOLIETYPhl KAK HOPMATUBHBIN JTOKAJIBHBIA aKT.

36. Knaccudukanust u uanekcupoBanre 10kyMmeHToB B CY /1.



ITpunoxxenune 2

OuneHoYHBIE CPeICTBA MPOMEKYTOUHOMH aTTeCTALMYU MO JUCIUIIIHHE

Kon Muaukatop AOCTKEHUS
O1eHOYHBIE CPEICTBA
HHAWKATOpa KOMIICTCHIIUN
YK -1 Cnocoben ocymecTBIATh NOMCK, KPUTHYECKHIT aHAIN3 U CUHTe3 HHOpMAauH,
MPUMEHATHh CMCTEMHBII MOAXO0/ AJIs pellleHusi MOCTABJIEHHBIX 32124
YK 1.1 AHamm3upyer  3amady, IIpakTH4Yeckoe 3a1anmne
BBIJIEIISAS ee 0a30BbIC 3ananne 2. Ilpouwtaiite muratry u3 ['OCT P
COCTAaBJISIONINE, 57551-2017/MCO/TR18128:2014:

[paccMaTpuBaeT ¥ MpeiJiaracTt
BO3MOYHBIC BapHaHTH]
perieHus MOCTaBJICHHOM
3anauu, OIICHUBAS nX
TOCTOWHCTBA M HETOCTATKH

«AyTEHTHYHBIE, HaJIe)KHbIE, LIEJIOCTHBIE
JIOKYMEHTBI, TPUTOAHBIE K HCIOJb30BAaHUIO B TEUYEHUE
BCETO

nepuoja BPEMEHH, II0Ka B HHUX COXPaHAETCS
HEOOXOIMMOCTh, OyAyT CIIOCOOHBI  YAOBIETBOPHUTH
MOTPEOHOCTH OpraHu3aluy. PUCKU UACHTUDUIUPYIOTCS,
UCXO0JSl U3 UX BO3MOXKHOCTH HAaHECTH YIIEPO 3TUM OOLINM
CBOWCTBaM JOKYMEHTOB, B PE€3yJbTaTe YEro NOKYMEHTHI
MOTYT YK€ HC COOTBETCTBOBATH TEM LECIAM, paal KOTOPBIX

OHHM OBLIN CO3JaHbBI.

[Ipoananu3upyiiTe Balml JHYHBIA ONBIT, OIBbIT,
HOJIy‘ICHHLIﬁ B Xoae MMPOXOXKACHUA MMPAaKTHUKH B
opranu3anus, M3BECTHBIM BaM OIIBIT POACTBECHHUKOB HJIN
3HAKOMBIX U HAUTE PUMED, OATBEPKAAOIIHNA JaHHBIN
TE3UC CTaHapTa.

HpeILHO)KI/ITC BO3MOXHBIC PCHICHHUA IO CMATYCHUIO
WIH TPEOJOJCHUIO PUCKOB B OYAyIIeM JUIsl JaHHOU

OpraHu3alyH.

Tecr

Monear MeHEI:KMEHTa KayecTBa JIOJIKHA
coorBercTBoBaTh  mpuHmunam CMK. CkoJubko
NPMHIUIIOB oropapusaercs B cranaaprax UCO 9000
Bepcum 2015 r.

5. 5 MPUHIIATIOB;

6. 6 MIPUHIINTIOB;

1. 7 IPUHLUIIOB;

8. 8 IpUHIINTIOB

Joxkymentanua CMK
naKeT JOKYMEHTOB:

BKJIIOYAET CJedyIolui

S. Muccus OpraHus3aluu, LeJId U IOJIUTHKA
OpraHu3alluy, PYKOBOJCTBO 1o Ka4eCTBY,
JIOKYMEHTUPOBAHHbIE IpOLIEYPHI, JIOJDKHOCTHBIE
MHCTPYKLIUU u IIOJIOKEHUS 0 CTPYKTYPHBIX
MOJpa3eNCHUAX, CTaHIApThl OpraHu3aluu u paboume
MHCTPYKLUH.

6. JloxymeHTHpOBaHHbIE MIPOLIETyPHI,

JOJDKHOCTHBIC MHCTPYKIIUU U ITOJIOKECHUSA O CTPYKTYPHBIX
noAapasaciCHUAX, CTAHAAPTbBI OpPraHU3allui " pa6que

MHCTPYKLUH.
7. Henn w©  nmoauTuka  OpraHU3aLMM,
PYKOBOACTBO 11O  KAaueCTBY, JOKyMEHTHUPOBAaHHBIE

MPOLEAYPHI, JODKHOCTHBIE WHCTPYKIIUU M TIOJOXESHHS O
CTPYKTYPHBIX TOJpPAa3ICICHUAX, CTAHAAPThI OpraHU3aIUU
1 paboyue HHCTPYKIIUH;

8. PykoBoacTBo o
JIOKYMEHTUPOBAHHbBIC MPOLIEAYPHI,
OpraHu3alyy U padoyre HHCTPYKIUH.

Ka4eCTBY,
CTaHJ1apThl




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

IIpn ycTraHoB/JeHUM T'PAaHULl OTBETCTBEHHOCTH
opranm3anum 3a pucku B obgactu CY]/ caemyer
YUYHUTBHIBATH:

a) CHCTeMy B3aWMOOTHOIIEHWH C  JOpYTHUMH
OpraHu3aliiMd ¥  BHEIIHUMH W  BHYTPCHHUMH
3aWHTEPECOBAaHHBIMU CTOPOHAMH;

0) mapTHEpCKWE OTHOIICHWS W JIOTOBOPHBIC
00513aTeNBCTBA, KACAIOLINECS IEMOYEK MMOCTABOK

W Tepeaun Ha ayTCOPCUHT psiaa QyHKINH;

B) BUJ 9KOHOMHUYECKOH JIeSITeTHOCTH
OpraHu3alyH;

T') BCe Ha3BaHHOE BHIIIIE.

Kountpoasnas padora
3aganue 1. CaMOCTOATENBHO COCTaBbTE 3alUCh B
Peectpe puckoB gaHHONW KoMmaHuu. B kadecTse
JIOKyMEHTHUPYEMOTO pHCKa BO3BMHUTE DPHUCK (B 00JacTH
yHpaBiIeHUs] JOKYMEHTaMHU, JOKYMEHTHBIMU INPOLIECCaMU
WIM apXuBaMH), ONHUCaHHbIM Bamu B IlpakTHyeckom
3a1aHUH 2.

Bomnpocel k 3a4eTy ¢ OLICHKOH

MeTon aHamm3a NOTCHOHANIBHBIX IIOCICICTBHM
HEOJArONPUATHBIX COOBITHH TSI TOKYMEHTHBIX

MPOLECCOB u CHUCTEM o I'oCT P
57551-2017/MCO/TR18128:2014.

OrneHka pHUCKOB I JOKYMEHTHBIX MPOIECCOB U
CHUCTEM Kak o0s3arenbHas YacTh OOIIEro Ipolecca
YIIpaBIEHHS PUCKAMHU OpraHU3aIuH.

OmnpeaeneHue NPUOPUTETOB IMPU OLIEHKE PHUCKOB
yIpaBIeHHs JOKYMEHTaMH U 3aITUCIMHU

VK 1.2

Onpenenser,
MHTEPIIPETUPYET U PAHKHUPYET|
MH(pOpPMAIIUIO, TPeOYEMYIO s
[pEIIEHNUS MOCTaBJICHHOM
3a/1a4ur; OCYIIECTBISIET TTOUCK
MHGOPMAIIUK TI0  Pa3IMYHBIM
TUITaM 3aIpOCOB

IIpakTH4yeckoe 3aganmne
3annue 1.
[Tonw3yscs m.7.2 rocr P
57551-2017/UCO/TR18128:2014 «OueHka pPUCKOB st
JIOKyMEHTHBIX TIPOIIECCOB W CHUCTEM», OTpEACIUTe
KaTErOPHIO JJIs MEPSUNCIICHHBIX HMKE HEOIaronpusiTHBIX
MOCJEACTBUA B 00JacTH YIpPaBJICHUS JOKYMEHTaMH.
JlaHHbIe 3aHecHTE B TAONHILY.
IHocaencrBus:
1. Ymep0 mis penytanuu
2. MacmraOHas  yTpata, HOBPEXKICHUE  W/WIH
HECaHKITMOHUPOBAHHBIN JOCTYII K JIOKYMEHTaM
3. OnepartuBHas  JEATCIILHOCTb  HE  NPEPHIBACTCS;
BOCCTAHOBJICHHE JIOKYMEHTOB TPEOYET YCHIIUH.
4. OcTaHOBKa ONEPATUBHOW JEATEIHHOCTH; 3aTPaTHBIC H
OTHAMAIOIIIUE  MHOTO  BPEMEHH  MeEphl 10  €e
BOCCTAaHOBJICHUIO; JIOKYMEHTBI BOCCTaHOBHTH
HEBO3MOKHO.
5. AHOManpHOE HApyIIEHUE OTPaHUYEHHUH TOCTya
6. [ToBpexxeHHe KIIIOYEBBIX OMNEPATHUBHBIX JOKYMEHTOB
HECKOJIbKMX HalpaBJICHUH EATEIbHOCTH.




Kon
WHIUKATOpa

I/IH,Z[I/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

Tecr
«PHUCK-OpHEHTHPOBAHHOE
NMOSIBWJIOCH B CTAHAAPTAX BEPCHH. ..

MBIIIIJICHHUEC»

5. 1987 1.
6. 1994 r.
7. 2000 T.
8. 2015 r.

IIpuMepsl Kakux 3amuceil, B KAKOM JOKyMeHTe
OpraHN3anMy NpUBeAeHbI HA PpUCYHKe?

MneHTHDHKATOP pUcKa 4

Ha3ssanwe pucka HecnocoBHOCTE YCTAHOBMTE NALO, CO3 aBLIeE JOKYMEHT

Tan WMNK rRYNNoBas NPUHAANEMHOCTE PUCKa LokymMenTsl

CUCTEMHLIA  SAMMHACTPETOP  GNEKTPOHHOA  CHCTeMbl

Bnagene prcka YNPaBNeHUst FIOKYMEHTAMN 1 KOHTEHTOM (EDRMS)

[laTa Nepsu-HOR WAEHTUMKALMM pUCKa 12 oKTABpA 2013 ¢

[lara nocneawero obHoBneHua 15 okTAGpA 2013 1

HeBoaMoXHOCTL YCTaHOBHTL, KTO ABNANCA aBTOPOM dape-

e
Onucative FUCTPMPOBAHHOTO AOKyMEHTa

MposBnexne pucka (0BCTOATENLCTBA, NPU KOTOPBIX pUcKk | HEOMPeAENeHHOCTL ¢ TeM, B A8ATENLHOCTH KaKorD WMBH-
MOMET MaTepUanuIoBaTsCA) HO U3 fencBsix NoApa3feneHuil 0Bpaiosanca AOKyMeHT

DUHAHCOBBIA ¥ WHOW yLiep6 B cryyae MaTepuanulalnm

prcka Huskni

BeposTHOCTL Cpeanran

MocneacTena CepbesHbie

MNpoBecTw ananua u gopaboTky WabnoHos JOKYMEHTOB B

Crpaterus npeaoTepalyeHys pucka EDRME crerouts

MpopecTw ananua u fopaboTky WaGnoHoB JOKYMEHTOR B

CTpaterus Bo3neiCTBIA Ha PHCK EDRMS-chcreme

MNnaxosas nata 31 pexaBps 2013 1

c o0 W o
OTeeTcTBeHHIA 33 NpUHATHE Mep anl . P (EDRMS’;“CYEMH

[laTa NnanoBoro nepecmoTpa 31 anpapa 2014 1

CCwinKk Ha BIaMMOCRAIAHHEIE PHCKH 312

Craryc pucka u Mep Bo3eHCTBHA Ha Hero HauaTbl AERCTBUA NO CMAMEHMIO pUCKa

15 okrabpa 20131

[laTa npoBeneHus nocneaHen oLieHKkH packa

a) JlokyMeHTHpOBaHHas Mpoleaypa «YIpaBieHue
JTIOKYMEHTaMm»;

0) oxymeHTHpOBaHHas Npoueaypa «YIpaBieHUE
3aMUCIMUY;

B) 3aIlUCH O JOKYMEHTHPOBaHHOM pHcke B Peectpe
PHUCKOB OpraHU3aluy;

) «PyKOBOJICTBO 11O Ka4eCTBY»

Koutpoabnas pa6ora

3aganue 2. Ilpoanamusupyiite nokymeHtsl CMK,
NpeJCTaBIeHHbIE B MPHIOKEHUH K KOHTPOJIBHOU padoTte
(Muccus opranmzaunu. llenm um mosmTtuka B obnactu
Ka4yecTna. PykxoBoxcTBo o Ka4yecTBYy.
JlokyMeHTHpOBaHHast npouenypa. Crangapt
opranuzaiun). OTBeTbTe HA BONPOCHI:

1. Pacnonoxwure mnpemyioXeHHbIE NOKYMEHTHI B

MepapXuyeckoM  TOpsiAKe, T.e. OT TJaBHBIX K
BTOPOCTETIEHHBIM.

2.K kakoii cucreme, rpymnine W NOATpyIIe
JIOKyMEHTOB JIOKYMEHTaJbHOTO (POHAQ OpraHU3auu

OyZyT OTHOCUTHCS JJAHHBIC JIOKYMEHTHI?

3. Kakas cnennduka B opopmiieHNH TOKyMEHTALTUH
CMK Bam G6pocunachk B riaza?

4. Otnocsitcst . gokymeHramus CMK  k
JnokymeHTtaM ApxuBHoro Qonga P®? Kak Bbl 31O
onpenenunu’?

Bomnpocel k 3a4eTy ¢ OLIEHKOH
IlonsiTe cucTeMBl MEHEI)KMEHTa KayecTBa B
OpraHu3aIyH.




Kon

WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

CewmetictBo cranaaptoB MCO 9000 u 14000.

KommyekcHbIH MoAX0 ] K yNpaBleHHIO Ka4eCTBOM.
Bceobmee ymnpaenenme kadectBom (Total Quality
Management, TQM). Metononorus Jpmuara—IllyxapTa.

[TpuHIMITEI CHCTEMBI MEHEIKMEHTA KauecTBa.

AYTEHTHYHOCTB, JOCTOBEPHOCTB, LEIOCTHOCTh H
HPUTOJHOCTH JUIS HCIIOJIB30BAHMS.

Ponp MOKYMEHTOB Kak BayKHEWIIETO0 MHCTPYMEHTa
JIENIOBOM JESITeNbHOCTH u (hopmupoBanus
UH()OPMATMOHHBIX aKTHBOB.

Bo3moxHOCTEld HWCHONB30BaHUsl JOKYMEHTOB B
g poBoii cpene.

VK 1.3

TOUKY

[Ipu o6pabotke wHPOpPMALHY
oTMgaeT (akTel OT MHEHHH,
MHTEpIPETaLni, OLICHOK,
(bopMupyeT COOCTBCHHBIC]
MHEHUS " CY)KICHUS,
APTYMEHTHUPYCT CBOU BbIBOJBI U

IIpakTH4yeckoe 3aganue
3agnme 1.

[Tonw3yscs m.7.2 rocr P
57551-2017/MCO/TR18128:2014 «OueHka pHCKOB IS
JOKYMEHTHBIX IPOLIECCOB M CHCTEM», OIpPEIeNnTe
KaTCeropuro 1Jid nepeYrCICHHbIX HUKE HC6H3FOHpI/I$ITHI)IX
MOCJIEACTBUH B 00NacTH ympaBieHHS TOKYMEHTaMHU.
[anHble 3aHecuTe B TAOIHULLY.
HocnencrBus:
1. Ymep6 ans penyrauuu
2. MacmrabHass  yTpata, TOBpEXIEHHUE  W/WIH
HECaHKLIMOHUPOBAHHBIN TOCTYII K JOKyMEHTaM
3. OmepatuBHasi  JESATETBHOCTh  HE  NPEPBIBACTCS;
BOCCTaHOBJICHUE JJOKYMEHTOB TpeOyeT YCHITHi.
4. OcTaHOBKa ONEPAaTHUBHOM JESITEIbHOCTH; 3aTpaTHbIE U
OTHHUMAIOIHEe MHOTI'O BPEMCHU MCEPLI 10 €e
BOCCTaHOBJICHUIO; JOKYMEHTBI BOCCTaHOBHTH
HEBO3MOJKHO.
5. AHOMaJbHOE HapyLIeHUE OrpaHUYECHUH T0CTyma
6. [ToBpexieHre KIIFOYEBBIX OINEPATHBHBIX JOKYMEHTOB
HECKOJIbKHX HAIpPAaBICHUH JesTeIbHOCTH.

Tecr
Kakas npo0siema/bl BO3HMKJIA/M ¢ BHeApPeHHEM
crangapra HMCO 15489:2001? «Hudpopmanuss u
AOKYMEHTauusi. YIOpaBjieHHe JAOKYMEHTaAaMH» B
Poccun?

13. [IpoGiiemMa HalMOHANBHOW CHEIUPUKU B
MPaKkTUKe paboThI C JOKyMEHTaMHU.

14. [Ipobrema HECOBMECTUMOCTH c
POCCHICKO# 3aKOHOIATEIHLHOM 0a30H.

15. [Ipobnema orpaHMYEHHOCTH MPUMEHEHUS
CTaHJapTa.

16. [Mpobnema TEPMHUHOJIOTUIECKOTO
HECOOTBETCTBUSI.

IlepeBon KaKMX TEPMUHOB BbI3BAJI HAUOOIbLINE
TpyaHocTH y nepeBoguuxkoB BHUUIAJL?

5. apXuB;

6. MeTaJaHHEIC,
7. JIOKYMEHT;

8. 3aIUCh.

KiiouesBoe TIOHSITHE «ynpaBJieHHe




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

AOKYMEHTAMH» B Pa3HbIX CTPaHAX, B TOM YHCJIE
Poccuu, BHI3BATI0 TEPMUHOJIOTHYECKYIO qucKycculo. C
KaKHMH W3 MepevyUCJeHHbIX HUKe TOHATHH ero
CTPEMUWINCH OTOKIECTBIATH?
5. YHpaBICHUE JOKYMEHTOO00POTOM;
6. yrpasiieHre UHGOpMaIuen;
7. yIpaBiIeHHe apXUBaMu;
8. CO BCEMU NEPECUUCTCHHBIMHU.

Kontposannasi padota

3ananne 1. CaMOCTOATENBHO COCTaBLTE 3aMKCHh B

Peectpe puckoB ganHOM KkommaHuu. B kaudecTBe
JIOKyMEHTHPYEMOTO pHCKa BO3BMHUTE DPHCK (B 00JacTH
yHIpaBlIeHus] JOKYMEHTaMH, TOKYMEHTHBIMU IPOIIECCaMHU
WIM apXuBaMH), ONHUCaHHbIM Bamu B IlpakTHyeckom
3aaHuu 2.

Bomnpocel k 3a4eTy ¢ OLICHKOH
Cuctema ympaBieHHs] TOKyMEHTaMH, BBIXOJSIINX
32 paMKH TPaJWLHOHHBIX OPTaHU3aLMOHHBIX TPaHUL.

VYnpaBneHue  AOKYMEHTaMHM B COBMECTHOM U
MHOTOYPOBHEBOH paboueii cpefe.
Cpenctsa yIpaBJICHUS JOKYMEHTaMH,

HE3aBHCHUMBIE OT JIPYyTMX KOMITOHEHTOB JOKYMEHTHBIX
CHCTEM.

[Tepuoauueckoro ananu3a 1€J1I0BOM AEATEIbHOCTH U
ee KOHTEKCTa C IEeNIbI0 OIPEeIeIeHUs eIeco00pa3HOCTH,
COCTaBa JIOKYMEHTOB U 00beMa X METaIaHHBIX IPH BBOJIC
B JOKYMEHTHYIO CHCTEMY.

YK-2 CnocoGen omnpenensitb Kpyr 3aJad B paMKax IOCTABJICHHOM WeJIH M BbIOMpaTh
ONTHUMAJbHBIE CNOCO0BI X pelIeHUsl, UCXO0Asl W3 AefCTBYOINMX INMPABOBBIX HOPM, HMEIOLIUXCH
pecypcoB U OrpaHuYeHu i

YK-2.1

Onpenensger Kpyr 3agad B
[pPaMKax IOCTAaBJICHHOW LENU U
mpemaraeT  crmocoObl  UX
[PCIICHUA OXHNIaEMBIC]
[PEe3yIIBTATHI; OIIEHUBAET
[pPEUIOKEHHBIE  CIIOCOOBI ¢
[TOYKU 3pCHHA COOTBETCTBUSA
[IeTTH [IPOEKTa

n

IIpakTH4Yeckoe 3aganne

3apnanme 2. Ilpountaitte nurary uz I'OCT P
57551-2017/MCO/TR18128:2014: «Aymenmuunvie,
HaoedcHvle, YeNOCMHble OOKYMEHMbl, NpueooHbie K
UCNONIL308ANUIO 8 MeYeHUe 8Ce20 Nepuooda 8pemMeHu, NoKa
8 HUX COXpaHsemcsi HeobXo0umocms, 06YOym CHOCOOHbBL
yooenemeopums nompebnocmu  opzanuzayuu. Pucku
UOeHMUGUYUPYIOMCs, UCX00SI U3 UX  BO3MOICHOCU
Hanecmu ywepo smum oowum ceoucmeam 0OKYMeHmos, 6
pesyibmame  yYeco  OOKYMEHMbl  MO2Ym — yiyce  He
COOMEEMCmME08amy mem Yeasam, paou KOmopvlx OHu Oblau
C030aHbL.

[Ipoananu3upyiiTe Baml JMYHBIA OMBIT, OIBIT,
MONMYYEeHHBIH B  XOJ€ TMPOXOXKICHHS TIPAKTUKA B
OpraHu3alys, U3BECTHBI BaM OMBIT POJICTBEHHUKOB WIIH
3HAKOMBIX M HalAUTE IPUMED, NOATBEPK IO TaHHBIH
TE3UC CTaHJapTa.

[penyioxxuTe BO3MOXKHBIC PEIICHHSI IO CMSTYCHUEO
WIA TPEOJOJCHUI0 PUCKOB B OyaylleM Ui JaHHOU
OpraHu3alHy.

Tect




Kon

WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

B 4yem cneumpuka nmoHMMaHuUsl TJIABHOH e
NMpPHUMEHEeHUs] CTaHJapTa 3a pydeskoM, B OTJIHYHE OT
POCCHIICKOr0 TOJIKOBAHUS HA3HAYEHHUS CTAHIAPTOB?

4, HopmatuBHOe eamHOo00pasme AeHCTBUI 1
pe3yabTaTOB IPUMEHEHUS;

5. HopmarueHoe 3aKpeTUICHHE
MUHUMAIIbHBIX TPEOOBaHU K MIPOITYKITH U yCIyTraMm;

6. [lony4yenue BceoOIMX  ONTHMATBHBIX
NPEUMYIIECTB Ha OCHOBE YJOBJIECTBOPEHHs TpeOOBaHHM
BCEX 3aMHTEPECOBAHHBIX CTOPOH;

HocTmxeHnne  HayyHO,  TEXHOJOTMYECKH U
MPaKTUYEeCKH OOOCHOBAHHBIX PE3YyIbTaTOB

KonTtposannasi padota

3apanme 2. I[Ipoananuzupyiite nokymeHTsl CMK,
NpeCcTaBICHHbIE B MPHUIOKEHUN K KOHTPOJIBHOU padoTte
(Muccust opranmzauuu. llenm u monmTHka B o0imactu
Ka4yecTBa. PykoBoacTBO o KadecTBY.
JloxyMeHTHpOBaHHAS nporeaypa. Crangapt
opranuzanun). OTBeThTE HA BONPOCHI:

1. Pacnonoxure mnOpeanoXKeHHbIE IOKYMEHTHI B
WepapXuyecKoM TOpsAKe, T.e. OT TJHaBHBIX K
BTOPOCTETIEHHBIM.

2.K xakoii cucreme, Tpylmne W TOATPYIIIE
JIOKyMEHTOB JIOKYMEHTaJIbHOTO (OHIa OpraHu3arun
OyZyT OTHOCUTBCS JJAHHBIC IOKYMEHTHI?

3. Kakas cnenuuka B opopMireHUH JOKyMEHTALUH
CMK Bam G6pocuinacs B rinaza?

4. Otnocsaitcss  nu gokymenrtanus CMK  k
JokymMeHTaM ApxuBHoro ¢onma P®? Kak Bbl 31O
onpeneauu’?

Bomnpocel k 3a4eTy ¢ OLIEHKOMH

[lonsiTe «ynpaBiaeHHUs] JOKYMEHTaMID)

[onsiTre «ynpaBlIeHHE 3aMACIMI.

OtpaxkeHue CcxeMbl KiIacCU(HUKALUK  JIEIOBBIX
onepaunuid B yIpaBJIeHUH JTOKYMEHTALUEH.

HoxazatensctBo B CMK: JlokymeHtauus o
TpaH3aKIUH (IEIIOBOW OIepaInn).

YK-2.2

[[nanupyer peanuzanuio 3aaadyl
B 30HE CBOEN OTBETCTBEHHOCTH|
C Y4e€TOM NUMCIOIINXCH]
[peCypcOB U OTpaHUYEHHUU,
e CTBYIOLIUX MPABOBBIX HOPM

IIpakTH4Yeckoe 3aganmne

3aguue 1. TIlome3ysce 172 TOCT P
57551-2017/UCO/TR18128:2014 «OneHKa pUCKOB s
JIOKyMEHTHBIX TPOIIECCOB W CHUCTEM», OIPEACIUTE
KaTErOPHIO IS MEPEUNCIICHHBIX HMKE HEOIaronpusiTHbIX
MOCJAEACTBUA B 00JacTH YIPaBJICHUS JOKYMEHTaMH.
PesynbraTer aHanm3a rnpecTaBbTe B BUJIE TAOIHIIBI.

Iocneocmesus:

1. Ymep0 mist penytanuu

2. MacmrabHas yTpaTta, TOBPEXIEHUE W/WIN
HECaHKITMOHUPOBAHHBIN JOCTYII K JIOKYMEHTaM

3. OnepatuBHas JEATEIBHOCTh HE IIPEPHIBACTCS;
BOCCTAHOBJICHUE JIOKYMEHTOB TPEOYET YCUITUH.

4. OcTaHOBKa OHepaTHBHOfI ACATCIIBHOCTH,
3aTpaTHBIC U OTHHUMAIOUIKME MHOTO BPEMCHHU MCPLI 110 €€
BOCCTAaHOBJICHHUIO, JOKYMCHTBI BOCCTaAaHOBHUTH

HCBO3MOXXHO.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

5. AnomannHO€e HapyumieHue OFpaHI/I‘ICHI/IfI AO0CTyIIa

6. [ToBpexnenue KJIFOYEBBIX OTIEPATUBHBIX
JTOKyMEHTOB HECKOJIbKUX HAIpPaBICHUN AEITEIHHOCTH.
Tect
Ykaxknure NpaBUJbLHOE MPOJOJIKEHN e

BbIcKa3biBaHus: «CHcTeMa MeHe:KMEHTa KavyecTBa —
3TO...»

5. Cucrematuueckas uiacHTHU(QUKAIMA |
VHOPSIOUYCHUE  JICNIOBOM  JCATENBHOCTH W (WIN)
JIOKYMEHTOB I10 KaTEropusM B COOTBETCTBUU C JIOTHUYECKH
CTPYKTYPUPOBAaHHBIMU  YCJIOBUSIMHU,  METOJaMU  H
MPOLEAYPHBIMU  TPAaBWIAMHU, MPEJACTABICHHBIMUA B
KJTacCU(DUKAITMOHHON CHCTEME.

6. Cucrtema MEHEI)KMEHTA JIJIs1 PYKOBOJCTBA
Y yOPpaBJIEHUSI OpTaHU3alUEN IPUMEHUTEIBHO K KaYECTRY.
7. COBOKYITHOCTh ~ OCHOBHBIX  JICHCTBHIA,

HANpaBJICHHBIX Ha JOCTI)KCHHE IIOCTABICHHBIX 337134
(ueneit, momuenei).

8. OOmye HaMepeHusT W HaNpaBJICHUS
NeATeIbHOCTH ~ OpraHu3alii B 00JIaCTH  KaydecTsa,
opUIHATEHO chopMyTHUpOBaHHbBIE BBICIITUM
PYKOBOJICTBOM.

TpeGoBaHMs K cUCTeMe MEHeI)KMEHTa KayecTBa
ONMCAHBI B...

9. Cepunt ISO 14000
10. Cepunt ISO 9000
11. Cepun ISO 10000
12. Cepunt 30300

Korna B Poccun nosiBujMch nepBble CTAHAAPTHI
no CMK?

5. B 1947 r.
6. B 1987 r.
7. B 1997 r.
8. B 2000 r.

ITOT MeTOA (M OOMH W3 MPOLECCOB YNPaBJIEHHUS
AOKYMEHTAMM) MOMOraeT YCTAHOBUTH CBSI3b MEXKAY
OTACJBHBIMH  JOKYMEHTAaMH [JJs1  o0ecreveHust
HENpPEePHIBHOIO [AOKYMEHTHPOBAHMS JesITeIbHOCTH;
COIJIACOBAHHO TPHMCBAMBATH HMMEHAa [IOKyMeHTaM B
TeYeHHe JJIMTEeJbHOr0 BpeMeHHM; OKA3bIBATh NMOMOLIb
NpPUH IOHUCKe BCeX JOKYMEHTOB, OTHOCSIIUXCH K
onpeaejeHHoil  QyHKOUMM MJIM  BHMAY  J1eJ0BOW
AeATEeJbLHOCTH;  ONpelesiTh  NOAXOAAIIYI0  JJIsl
Pa3IHYHBbIX rpynn JOKYMEHTOB 3alIUTy
KOH(HIEHIHAJBHOCTH, a TAaK/Ke pPa3rpaHNYMBATH
AOCTymN, MpaBa NoJb30BaTejlell Ha JOCTYN HMJIH Ha
NMpoBe/leHNe IeCTBUI ¢ ONpeeIeHHBIMH TIPyNIaMu
AOKYMEHTOB; pacnpeeiasiTb OTBeTCTBEHHOCTH 110
yIpaBJIeHHIO onpeneJeHHbIMH rpynnamMu
AOKYMEHTOB; pacnpeneasitb JOKYMEHTBI no
OTAeJbLHBIM NpoOULEeAypaM B paMKax [1eJOoBOM
AeATeJbLHOCTH; ONpeesiTh COOTBETCTBYIONINE CPOKH
XpaHeHUs] M JAelicTBHSI MO OTOOPY IOKYMEHTOB Ha
XpaHeHHe WU YHHUYTO:XeHue. HazoBute 3T0T MeTox (M
npoiecc).




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

KountposanHasi padota

3aganue 2. IIpoanammsupyiite noxkymentsl CMK,
MPEJICTABJICHHBIC B MPHJIOKEHUH K KOHTPOJIBHON pabote
(Muccus opramm3aruu. llemn W momuThka B 0o0MacTH
Ka4yecTBa. PykoBoacTBO 1o KadecTBY.
JlokyMeHTHpOBaHHAS nporeaypa. Crannapt
opraam3anuu). OTBETHTE Ha BOTPOCH:

1. Pacnonoxure mnOpeanoXeHHblE IJOKYMEHTHI B

UepapXUyeckoM TOpsiAKe, T.e. OT TJaBHBIX K
BTOPOCTETICHHBIM.
2.K kakoit cucreme, Tpymnne W TOATPYyIIe

JOKYMEHTOB JIOKYMEHTalbHOro (OHOA OpraHu3aliu
OyZyT OTHOCUTBCS JaHHBIC TOKYMEHTHI?

3. Kakas cnenuuka B opopMiteHUH JOKyMEHTALUH
CMK Bam G6pocuinacs B riaza?

4. OtHocsaTcss  Jm jgokymeHramus CMK
nokyMeHTaM ApxuBHoro ¢onma P®? Kak Bel 31O
onpeneauu’?

Bonpocel k 3a4eTy ¢ OLIEHKOMH

PazpaboTka u BHeApeHHE MOTUTHKU YIPABICHUS
JOKYMEHTaMH.

OTBETCTBEHHOCTh B
JIOKYMEHTaMH U 3aIUCsIMHU.

[IpoekTrpoBaHue TOKyMEHTOB KaK JOKYMEHTHBIN
nporecc

CooTBeTcTBHE MEP U CPEACTB OOECIeUeHUs
WHPOPMAIMOHHONW  0E30MacHOCTH,  ONHCAaHHBIX B
NCO/MDK 27001, u monoxenuit cranmapra 'OCT P
57551-2017/ISO/TR 18128:2014

OTBETCTBEHHOCTD CIIEIIUAIMCTOB OpTraHU3aINH 110
VOPaBIEHUIO JOKYMEHTaMH 32 WICHTUQHUKALHIO H
yIpaBlieHHE PHUCKAMH, OTHOCAIIMMHUCS K IOKYMEHTHBIM
MpoleccaM U CHCTEMaM.

Onpenenenue TPUOPUTETOB TIPU OLIEHKE PUCKOB
yhpaBlieHHs JOKYMEHTaMHU 1 3aIlUCSIMU

objacTn  ympaBiIeHUS

YK-2.

BrimonHgeT 3agauyd B 30HE
CBOE€Hl  OTBETCTBEHHOCTH B
COOTBCTCTBUU C
3ariaHUPOBAaHHBIMU

[pe3yiIbTaTaMu U TIPEICTaBIISCT]
[pE3yIbTaThI MPOEKTA,
[peasiaracT BO3MOXKHOCTH HX
FICITOJIb30BaHUS W/ uin
COBepHIeHCTBOBaHI/ISI

IIpakTH4Yeckoe 3aganne

3aganue 2.

[Ipouwnraiite LIATATy
57551-2017/UCO/TR18128:2014: «Aymenmuunvie,
HaoediCHble, YeloCcmHble OOKYMeHmbl, HpU2oOHble K
UCNONIL30BAHUIO 8 MeYeHUe 8ce20 NePUodd 8pemMeHtl, NoKa
8 HUX coxpamsemcs HeoOX00umocmv, OyOym CHOCOOHbL
yoosiemgopumes nompebHocmu  opeanuzayuu. Pucku
UOEHMUDUYUPYIOMCSL, UCX008 U3 UX  BO3MONCHOCMU
Hanecmu ywepo smum oowumM ceoucmeam 0OKYMeHmos, 6
pe3yibmame  4e20  OOKYMEHMbl — MO2Ym — yjyce He
COOMBEMCmME08amMb MeM Yeisim, paou KOmopvlx OHu ObLiu
CO30aHbI.

[Ipoananu3upyiiTe Ball JWYHBIA OIBIT, OIIBIT,
MONYYEHHBIH B  XOJ€ TMPOXOXKICHHS IPAKTUKA B
OpraHu3alys, U3BECTHBI BaM ONBIT POJICTBEHHHUKOB WM

u3 I'OCT P




Kon Mnaaukatop oCTKEHUS
WHIUKATOpa KOMIIETEHIHHA

OneHo4Hble CpeacTBa

3HAKOMBIX M HAWUTE TIPUMED, TIOTBEPKAAIONTHI JaHHBIH
TE3UC CTaHIapTa.

[IpemiokuTe BO3MOXKHBIE PEIICHUS 110 CMATICHHIO
WIA TIPEOJOJICHUIO PUCKOB B OyAyIleMm Uil NaHHOU
OpraHU3alNuU.

Tecr

B yem 3akiil0ovaercss  YHMBEPCAJILHOCTH
crangapros ISO cepuu 9000?

1. Ouu TIPUMEHUMBI TUTA JIFO00H
OpraHu3aliii BHE 3aBHCHMOCTH OT  YHCJICHHOCTH
nepcoHasna, (OpMBI  COOCTBEHHOCTH, 3aHUMAaCMBIX
PBHIHKOB, XapakTepa BBITyCKAEMOW TPOMYKIIMK HITH
OKa3bIBAEMBIX YCIIYT.

2. OHu  mpemjaralor  OgHy  OOIIyIO
YHHUBEPCATBHYIO MOJIENIb MEHEPKMEHTA.
3. YHHUBEpCATLHOCTh CTaH/IapTOB

obecrieynBaeTCsl TeM, 4YTO B TPEOOBAaHUSAX OBLIM yUYTCHBI
MHEHUS pa3HBIX SKCIEPTOB.

4. YHHUBEpPCATBbHOCTh TMPOSBISIETCS. B TOM,
YTO NaHHOW cepuu 0000IIeHBI TPeOOBaHHS APYTUX CEPHUil
CTaH/1apTOB.

B ocnoBe crangapros cepun 9000 Bepcuii 2000 r.
u 2015 r. nexuT...

1. KOMILIEKCHBIH ITOAXO0I;
2. CHCTEMHBIH ITOAXO0I;

3. YHHUBEPCANBHBIHN ITOIXO/T;
4, MPOUECCHBIN MOJXO/I.

Kountpoabnas padora
3apnanne 1. CaMOCTOATENBHO COCTaBbTE 3aMKCh B
Peectpe puckoB JgaHHOW KoMIaHuu. B  kadecTBe
JIOKyMEHTUPYEMOTO pHCKa BO3BMHUTE DPHUCK (B 00JIACTH
YIOPABICHUS] JOKYMEHTaMH, JOKYMEHTHBIMU MPOLECCaMU
WIM apXuBaMH), ONMHCAHHbIM Bamu B IlpakTHyeckom
3aaHuH 2.

Bomnpocel k 3a4eTy ¢ OLIEHKOMH

37. CootBercTBHE Mep u CPEICTB
obecrieueHus WH(POPMAITMOHHOM Oe3oracHoOCTH,
ormrcanHbix B MICO/MDK 27001, u monmoskeHu#t cranaapTa
I'OCT P 57551-2017/1SO/TR 18128:2014

38. OTBETCTBEHHOCTD CHELHAIUCTOB
OpraHu3allMd 1O  yNPaBICHHUIO JOKYMEHTaMH  3a
WICHTHU(QHUKALUIO U YIIPaBIeHHE PUCKAMH, OTHOCSIIUMHCS
K JJOKYMEHTHBIM TPOIIeCCaM U CHCTEMaM.

39. OnpexesneHne NPUOPUTETOB HPU OLIEHKE
PHCKOB YIIPaBJICHUS TOKYMEHTAMH U 3aIUCIMH
40. OmnpeneneHre MPUOPUTETOB NMPHU OIIEHKE

PUCKOB YIIpaBJICHUSA JOKYMCHTAMHU U 3alIUCAMUA

YK-10 CnocodeH npuHMMAaTh O0GOCHOBAHHBbIE JKOHOMHYECKHE PpelIeHHsi B Pa3IH4YHbIX

o0JIacTax AKHU3HEACATCIbHOCTH

VK-10 [[Torumaer 3KOHOMHUYECKHUE]
A BaKOHBI, KaTeropuu u

IIpakTH4Yeckoe 3agaHmne
3agnue 1.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

MMPUHIAIIBI, BO3MOXHOCTHU HX
MCIIOJIb30BaHWA B Pa3JIMYHBIX
o0IacTsIX KUBHCACATCIbHOCTH

[Tonp3ysce m.7.2 rocrt P
57551-2017/MCO/TR18128:2014 «OueHka pHUCKOB IS
JIOKYMEHTHBIX ~TIPOIIECCOB M CHCTEM», OIPEIEINUTE
KaTErOPHIO IS MEPEUNCIICHHBIX HIKE HEOIaronpusITHBIX
MOCIEACTBUA B O00JAcTH YIpPaBICHUS JOKYMCHTaMH.
PesynbTarhl aHanmm3a npencTaBbTe B BUJC TAOTHIIBL.

IlocaeacTBusi:

1. Yep6 mis pernyranuu

2. MacwmtabHass yTpara, MOBPEXKICHUE W/HIH
HECAHKIIMOHUPOBAHHBIN JIOCTYII K JJOKyMEHTaM

3. OneparuBHas ACATEIBHOCTh HE MPEPHIBACTCS,
BOCCTAHOBJICHUE JIOKYMCHTOB TPEOYET YCHIIUH.

4. OcraHoBKa OTICpaTUBHOM NESATEITHLHOCTH;
3aTpaTHbIC U OTHUMAIOLINE MHOTO BPEMEHU MEPHI IO €e
BOCCTAaHOBJICHUIO; JIOKYMEHTBI BOCCTaHOBHTH
HEBO3MOKHO.

5. AHOMaBpHOE HApyIIEHHE OTPAHUMYSHHI JOCTYTIa

6. [ToBpexenue KJIFOUEBBIX OIlEpaTUBHBIX

JOKYMCHTOB HCCKOJIBKHX HaHpaBJIeHI/Iﬁ JACATCIIBHOCTU.

Memooduueckue pexomenoayuu x 3a0anuro 1
IIpounTaiite  yKasaHHBIA IYHKT  CTaHAapTa.
[loctpoiite Tabmuily, TAE B 3aroJOBOYHOH 4YacTH
MEPEUUCIIIOTCS KaTeropuu HeOJIaronpusTHBIX
NOCIEACTBUN, a B CTPOKM COJAEpXKAaT  OIMCaHHE
MocieACcTBUA (U3 CIMCKa BhIIIIE).

Tect
Yem uzmepsiercss 3¢GpPeKTHBHOCTE NPUMEHEHHUS
MEKIYHAPOJAHOI0 CTaHAapTA?

1. [lomuoit  yHuduKkanueldr  MPOIECCOB
OpraHu3alyu,

2. Co3nmanueM HEOOXOUMOTO aKeTa
JIOKYMCHTOB.

3. OTCYTCTBHEM HapeKaHUH CO CTOPOHBI
HaJ30PHBIX OPTraHOB.

4, [Monyuenue KOHKYPEHTHBIX

NPEUMYIIECTB, NPHUOBIIM 32 CUYET COBEPILICHCTBOBAHMS
CHCTEMBI OpTaHU3aIUuH JIETOBON e TETFHOCTH.

B noucke orBera Ha BONpPOC, B YeM NPHYHMHA
IUIOX0r0 Ka4eCcTBa TOBapOB M YCJIYr, akcneptsl HCO
NMPUILIH K BHIBOAY, YTO OHA 3aKJII0YaeTcHA BCeraa ...

1. B HU3KOH NpoecCUoHALHOM MOJIrOTOBKE
[IEPCOHAIIA;

2. B HA3KOM Kauy€CTBE ChIpPbS;

3. B HeJlocTaTke (PMHAHCUPOBAHUS;

4. B IUIOXOM OpraHu3alui MEHEPKMEHTA.

KonTtpoasnas padora
3aganme 1. CaMOCTOSITENFHO COCTaBbTE 3alWCh B
Peectpe puckoB ganHHOM KommaHuu. B kaudecTse
JIOKyMEHTHPYEMOTO pHCKa BO3BMHUTE DPHUCK (B 0OyacTu
VIIpaBJICHHUS] JOKyMEHTaMH, JOKYMEHTHBIMU TIPOIIECCaMHU
WIH apXWBaMH), OINHUCAHHBIM BamMu B llpakTuyeckom
3aJaHuu 2.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

Bomnpocsl k 3a4eTy ¢ OLeHKOI

AYTEeHTHYHOCTH, JTOCTOBEPHOCTH, IIEIOCTHOCTH H
MIPUTOTHOCTH JJISI MUCTIONH30BAHUSI.

Posib TOKYMEHTOB Kak Ba)KHEWIIIETO MHCTPYMEHTA
JIeITOBO# JIeSITeTEHOCTH u (hopmupoBaHus
MH(GOPMAITMOHHBIX aKTHBOB

OnpeneneHue MPUOPUTETOB TMPU OIEHKE PUCKOB
YIpaBICHUS JOKYMEHTaMH U 3aITUCIMU

OTpakeHHE CXEMBl KJIACCH(PHUKAIIUKA  ETOBBIX
oTiepaIfii B ypaBICHUN JOKYMCHTAIUCH.

HoxazatensctBo B CMK: JlokyMmeHTanus o
TPpaH3aKITUH (IETIOBOH OIICPAIIHH).

YK-10.2

I/IcnonmyeT OKOHOMMYECCKHCE]

IIPUHATUS

o0acTax

3HAHUS JUIS
000CHOBaHHBIX
PKOHOMHUYECKUX PCEIICHHUH B
[pa3ITMYHBIX
PKU3HEIEATEIIbHOCTH

IIpakTHyeckoe 3aganune

3aganmue 2.
IIpounTaiite LIATATy u3 I'oCT P
57551-2017/UCO/TR18128:2014: «Aymenmuunbvie,

HaoedicHble, YeNOCMHble OOKYMEHMbl, NpUeooHble K
UCNONIL308ANUIO 8 MeYeHUe BCe20 Nepuood 8pemMeHu, NoKa
8 HUX CcOoXpausemcs Heobxo0umocms, 06YOym CHOCOOHbL
yoogiemsopums nompedHocmu  opeanuzayuy. Pucku
UOCHMUPUYUPYIOMCS,  UCX00sT U3  UX  BO3MONCHOCHU
Hanecmu ywep6 smum oouum coUCmMEam 0OKYMeHmMOo8, 8
pe3yibmame  4e20  OOKYMEHMbl  MO2Ym — yice He
coomeemcmeosams mem yesam, paou KOmopvlx OHu Obiau
€030anbl.

[Ipoananu3upyiiTe Ball JHUYHBIA OMNBIT, OIBbIT,
MONMYYEeHHBIH B  XOJ€ TMPOXOXKICHHS IPAKTUKA B
OpraHu3alys, U3BECTHBI BaM OMBIT POJICTBEHHUKOB WIIH
3HAKOMBIX M HalTUTE IPUMED, TIOATBEPKAAIOIINIA TaHHBIN
TE3HC CTaHIapTa.

[penynoxxute BO3MOXKHBIEC PEIICHHSI IO CMSTYCHUEO
WIN TPEOJOJIICHHIO PUCKOB B OyaymieM Uil JaHHOW
OpraHM3aIHH.

Tect

Kaxkum HOPMATHBHBIM JOKYMEHTOM B
opraHmu3aunuu JOJIZKHO perjiaMmeHTHPOBATHLCS
KOHBEPTHPOBAHUE U MUTPalMsl JOKYMEHTOB U3 OJHOI
CHCTEeMbI YIPaBJIeHHs JOKYMEHTaMH B IPYryio?

a) 'OCTowm;

0) yCTaBOM OpTaHU3AIIHH;

B) MHCTPYKIIMEH IO KOHBEPTUPOBAHUIO U MHUTPALIUN
JIOKYMEHTOB;

I) TMpHUKa3oM O KOHBEPTHPOBAHWHM W MHTPALUN
)IOKYMGHTOB n3 OZIHOﬁ CUCTCMBI ynpaBneHI/m
JIOKyMEHTaMU B APYTYIO.

CY]Jl nonxHbl OBITH CHPOEKTHPOBAHBI TaK,
4yTOoObI  JOKYMEHTHI  cOoXpaHsiiu 4  CcBoOiicTBa
He3aBHCHMO OT JIIOOBIX H3MEHEHHH B CHCTeMe Ha
NMPOTS’KEHWH BCero Mepuoaa MX XpaHeHHsd U
Hcnoan3opanusa. Ha3zoBure 3TH cBolictBa. OTBer
BIIMIIUTE CJIOBAMH




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

I'oCT P HCO 15489 Ttpebdyer, 4TOOBI B
OpPraHu3anui ObLUIH Y€TKO YCTAHOBJIEHBI MOJTHOMOYHS
no BBINOJTHEHUIO onpeeJeHHbIX Nnpoueccon
yIpaBjeHUs] JOKYMEHTaAMHU. Y KaKUTe ITH MPOoIecChl.

a) knaccu(uKaya U HHACKCHPOBaHHE,

0) SKCTIepTH3a IEHHOCTH,

B) 0TOOp 1 TIepeiada TOKyMEHTOB Ha TIOCIeIyolee
XpaHEHHUE WM YHHUTOKCHHE,

T') COCTaBJIeHHE B 0POpMIIEHUE JOKYMEHTOB

Kakasi mpo6Jiema/bl BO3HHKJIA/M ¢ BHeIpPEeHUEM
crangapra HMCO 15489:2001? «HUudpopmanuss u
MOKYMEHTAUHA. YTIpaBjieHHe JTOKyMEHTaMH» B
Poccun?

17. [IpoGmema HAI[MOHATBHOMN
cnenr(UKU B MPAKTUKE pabOTHI ¢ JOKYMEHTaMH.

18. [Ipobnema HECOBMECTHMOCTH C
pOCCHICKOI 3aKOHOAATENBHOM 0a301.

19. [Tpobnema OTpaHUYEHHOCTHU
IMPUMCHCHUSA CTaHdapTa.

20. [IpobiieMa TEPMHHOIOTHYECKOTO
HECOOTBETCTBHSL.

Kountpoasnas padora

3agnme 1.

[Tonw3ysce n.7.2 roct P
57551-2017/MCO/TR18128:2014 «OueHka pHCKOB IS
JMIOKyMEHTHBIX TIPOIIECCOB W CHUCTEM», ONpPEIeInTe
KaTErOPHIO JJIs MEPSUNCIICHHBIX HMKE HEOIaronpusiTHBIX
MOCJEACTBUA B 00JacTH YIpPaBJICHUS JOKYMEHTaMH.
Pesynprarer aHanmza rpencTaBbTe B BUJIE TAOIHIIEI.

IlocaencrBusn:

1. Yiiep0 s pernyranuu

2. MacmrTabHass yTpaTa, TOBpPEXIEHHE W/WIN
HECaHKITMOHWPOBAHHBIN JOCTYII K JIOKYMEHTaM

3. OnepatuBHas JACATEIBHOCTh HE IPEPHIBACTCS;
BOCCTAHOBJICHUE JIOKYMEHTOB TPEOYeT YCHIIUH.

4. OctraHoBKa OTIePaTHUBHOM NeSITENbHOCTHY;
3aTpaTHbIE U OTHUMAIOLIME MHOTO BPEMEHU MEPHI 110 ee
BOCCTaHOBJICHUIO; JIOKYMEHTBI BOCCTaHOBHTH
HEBO3MOJKHO.

5. AHOMaJbHOE HapyILIeHHEe OrpaHMYECHUH 10CTyIa

6. [ToBpexeHne KITFOUEBBIX OTIePaTHUBHBIX

JOKYMCEHTOB HECKOJIBKHX HaHpaBJ'[eHI/Iﬁ JACATCIIBHOCTH.

Bonpoce! k 3a4eTy ¢ OLIEHKOMH

Wnentudukanus PYCKOB, YIPOYKAFOIINX
yCIIEMIHOMY (PYHKIIHOHUPOBAHHUIO OPTaHU3AIIH.

VYnpapieHne puckaMu, YrposKaroIUMH YCIEITHOMY
(GYHKIIMOHUPOBAHUIO OpPTaHH3aIIUH

OTBETCTBEHHOCTh CHELMAINCTOB OpraHU3alyH 0
YIPaBJICHUIO JOKYMEHTaMH 32 UIEHTU()UKALHIO

n YIIpaBJICHUEC pUucCKamu, OTHOCAIINMHUCA K
JIOKyMEHTHBIM TIpOIleccaM M CHCTEMAaM.

JIOKyMEHTHpOBaHUE JIEATEIBHOCTH OpraHU3aluu
KaK CTpaTernyecKuii cnocod pearnpoBaHus HAa PUCKHU I




Kon

HH}II/IK&TOD JOCTHKCHUS

OneHo4Hble CpeacTBa

HUHIUKATOpa KOMIIETCHLIUU
OCHOBHOI1 JIeTIOBOH JIeSITEbHOCTH.
AHanuza TpeOoBaHMI u norpeGHOCTEN
OpraHu3alyu B JOKYMEHTax B acreKTe
PHUCK-OPUEHTUPOBAHHOTO MOAXOA.
BHeapenne MHHUMalbHOTO H  ONTHUMAJIBHOTO
Habopa Mep, OOECIEUYMBAIONIUX  CHCTEMaTHYECKOE
yhpaBlieHHE JOKyMEHTaM{ U KOHTPOJIb HaJl HUMHU.
IK-2 CnocofeH  ocymiecTBJSITb  JOKYMEHTALMOHHOEe  o0ecmedeHUe  ymnpaBJieHUs
opranmusaunmei
[1IK-2. [Opranusyert u periaMeHTHPYeT IpakTnyeckoe 3axanue

1

TOKYMCHTHPOBaHUC
praBJ’IeH‘IeCKOﬁ JCATCIBHOCTH
B OpraHn3alnu

3aganue 1. CaMOCTOSTEILHO COCTaBbTE 3aIIMCh B
Peectpe puckoB gnaHHON kommaHuu. B kadectBe
JIOKyMEHTUPYEMOT'O pPHUCKAa BO3BMHUTE PHUCK (B 00JIaCTH
yHOpaBlIeHus] JOKYMEHTaMH, TOKYMEHTHBIMU IPOIIeCCaMi
WIH apXuBaMH), OMHCAHHBIM BamMu B llpakTmyeckom
3aJaHuy 2.

Tect

Yro CIoco0CTBOBAJIO AKTHBH3AIHHA
MEKIYHAPOAHOI CTAHIAPTU3ANNU H CePTH(PUKAIINH B
00J1aCTH yIIpaBJeHUsl JOKyMeHTaMu ?

5.  Baenmpenwne AIIEKTPOHHOTO
JIOKYMEHTO000pOTA.

6. CrannapTuzanys MEHEKMEHTA.

7. VYBennuenue KOJIMYECTBA
9KCIEPTOB, YYacTBYIONMX B pa3paboTke
CTaHJIapTOB.

8. V3MeHeHus B 3aKOHO/IaTENILCTBE.

K kakoii cepyu cTaHIAPTOB BOCXOAUT CTAHAAPT
HCO 15489-2001 «YnpaBijieHre JOKyMEeHTaMu»?

13. Cepun ISO 14000
14. Cepuu ISO 9000
15. Cepun ISO 10000
16. Cepun 30300

Kakoe  Mecto  oTBOAMTCS  ynpaBJIeHHIO
aoxkymeHnTtamu B crangaprax MUCO 9000?
5. VYmpasnenue JIOKyMEHTaMHt
paccMaTtpuBaeTcsl Kak ~ BCHOMOTATENbHBIH
mporecc, 00Cy>KUBAIOIUI MEHEKMEHT.

6.  Ympaenenue JIOKYMEHTaMH
SIBJISIETCS camMoi BayKHOM 4acThbIO
MCHEDKMCHTA.

7. VYnpasnenue JIOKyMEHTaMH

SIBJISICTCS COCTABHOM YaCThI0 MEHE/PKMEHTA.
8.  VmpaBnenwe JOKyMEHTAMH He
paccMmaTpuBaeTCs U HE OTUCHIBACTCHL.

Yr1o06bl onmpenesisitb TpeGOBaHUs K TNPAKTHKE,
o0c/1e10BaHNI0, TPOBEPKE H TECTHPOBAHMIO NPOLECCOB
ynpaBJieHHsI JOKYMeHTaMH, He00X0IHMO...

a)  JOKYMEHTaJbHO  3a(MKCHpOBaTH  HOPMBI
COOTBETCTBYIOLIIETO 3aKOHOAATEIbCTBA, CTAHIAPTOB U
HOJIUTHKY OpTraHH3aLIH;

0) peryJsipHO NPOXOJUTH MPOBEPKY BO BHELIHUX
ayJIMTOPCKUX M HA30PHBIX OpraHax;

B) OTCJIC)KUBATH M3MEHEHHS B 3aKOHO/IaTEIIbCTBE;




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

I) Ha3HAUYUTh OTBETCTBEHHBIX 3a MPOBEACHUE
ayauTa 1 MOHUTOpUHra Y /1.

Y1006b1 COXPAaHATH KOPIOPAaTUBHYIO
LEJIOCTHOCTE  CPeAbl  yNpaBJeHUS HH{poOpManuei,
OpraHu3auvu HeoOX0aUMO. ..

a) HMETb TOJBKO OIHY AaBTOMAaTHU3UPOBAHHYIO
CHCTEMY B OpraHH3aluH;

0) perynsipHO HPOXOJUTH MPOBEPKY BO BHEIIHUX
ayJUTOPCKUX U HAA30PHBIX OpraHax;

B) ocoboe BHUMaHHUE YIENATh BCEM
WHQOPMALIMOHHBIM CHCTEMaM M MpaBWiIaM (CTpaTeTHsIM,
MOJIMTUKAM ), IPUMEHEMBIM BHYTPH OpTraHU3allNY,

I) Ha3HAUWThb OTBETCTBEHHBIX 3a IIPOBEACHHUE
ayuTa 1 MOHUTOpUHra Y /1.

Kem n0xkHBI yTBep:KAaThCSl BCE peLIEHUS] O
BKJIKYeHHH A0KyMeHTOB B CY/l m ycraHoBjieHMH
CPOKOB M MOPSAKA UX XpaHeHus1?

a) BBICIIMM PYKOBOJICTBOM;

0) oTtBeTcTBeHHBIM 3a CY [[;

B) HaJ30PHBIM OPI'aHOM, ayIUTOPAMHU;

') apXUBHBIM OPTaHOM.

C KeM J0JIKHBI COIJIACOBBIBATHCS BCe PelleHMs]
0 BKJ/JIOYEHMH JAOKYMEHTOB B CHUCTEMY YHpPaBJIEHUS
AOKYMEHTAMH H YCTAHOBJIEHHHM CPOKOB M MOPS/IKA UX
XpaneHusi?

a) BBICIIMM PYKOBOJACTBOM;

0) orBeTcTBeHHBIM 32 CY/I;

B) HaJ30PHBIM OPT'aHOM, ayJIUTOPaAMHU;

I') apXMBHBIM OPTraHOM.

B cayyae oOHapyskeHHsI HENPUTOAHOCTH WJIM
HeIPPEeKTUBHOCTH HCI0JIb3yeMOit CHCTEMBbI
yHpaBJjieHHs] JOKYMEHTAMHM U NPOLECCOB YNPAaBJIEHHA
AOKYMEHTAMH He00X0AMMO. ..

a) yauutoxuts CY/1;

0) MmoauuIMpoBaTh nporecch Y/I;

B) 3ameHuTh CY /];

T) IepelT! Ha OyMaXKHBIN IOKyMEHTOO0O0POT.

Iporpammel 00yueHust yHpaBJeHUI0
AOKYMEHTAMH JAO0JIKHbI 0XBATHIBAT. ..

a) pOJM U OTBETCTBEHHOCTHh BCEX COTPYAHUKOB U
MPOYMX JIMII, OTBETCTBEHHBIX 32 CO3J]aHHE JIOKYMEHTOB BO
BpeMsi UX paboThl M 32 BKIIIOYCHUE DTHX JIOKYMEHTOB B
CHCTEMY YIPaBJICHUS JOKYMEHTaAMH;

0) pomM W OTBETCTBEHHOCTh BCEX PYKOBOISIINX
pabOTHHKOB;

B) POJIM U OTBETCTBEHHOCTb TOJIBKO BCEX LITATHBIX
COTPYIHUKOB;

T) pOIM U OTBETCTBEHHOCTh TOJBKO BPEMEHHBIX
paOOTHUKOB W JUI, PabOTaOMMX Ha OOIIECTBEHHBIX
Hayanax.

Kakasi npo0siema/bl BO3HMKJIA/U ¢ BHeApeHHEM
crangapra HCO 15489:2001? «Undopmanus u
AOKYMeHTauusi. YIpaBjieHHe JOKYMEHTAMH» B
Poccun?




Kon

WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

21. [Tpobnema HaIlMOHAIBHON
crnie(UKy B MpaKkTHKE pabOThI C JOKYMEHTaMHU.

22, IIpoGiieMa HECOBMECTHMOCTH C
POCCHICKO# 3aKOHOMATEILHOM 0a30i.

23. [Tpobnema OTPaHUYEHHOCTH
MPUMEHEHUS CTaHapTa.

24, [IpobiieMa TEPMHHOIOIHYECKOIO
HECOOTBETCTBUSI.

Kontposannasi padota

3aganue 2. IIpoanamusupyiite nokymentsl CMK,
NpeCTaBlICHHbIE B MPHUIOKEHUH K KOHTPOJIBHOHN padoTte
(Muccus opramm3aruu. llemn W moimuThka B 00MacTH
Ka4yecTna. PyxoBoxcTso 1o Ka4ecTBY.
JlokyMeHTHpOBaHHasI nporeaypa. Crangapt
opranuzanun). OTBeTHTE HA BONPOCHI:

1. Pacnonoxure mnOpeanoXKeHHbIE IOKYMEHTHI B
UEpapXUUeCKOM  MOpsaKe, T.e. OT THaBHBIX K
BTOPOCTETICHHBIM.

2.K «xakoii cucreme, Tpylmne W TOATPYIIIE
JOKYMEHTOB JIOKYMEHTalbHOro (hOHOA OpraHu3aliu
OyZyT OTHOCUTBCS JJaHHBIC TOKYMEHTHI?

3. Kakas cniermuduixa B opopmIiIeHUH JOKYMEHTAIINN
CMK Bam Gpocuinacs B riaza?

4. OtHocsaTcss  Jm jgokymeHramus CMK
JokyMeHTaM ApxuBHoro ¢onma P®? Kak Bbl 31O
onpeneauu’?

Bomnpoce! k 3a4eTy ¢ OLIEHKOMH

Meranannsie. OnpeneneHue cocTaBa METaJaHHbBIX
JUISl JIOKYMEHTOB, BBOAUMBIX B CY /1.

Hcnonp3oBaHne JOKYMEHTOB M JTOKYMEHTHBIX
CUCTEM.

[lognep:xaHue MNOPUTOTHOCTH K HUCHOJB30BAHUIO
JIOKyMEHTOB B TOKYMEHTHBIX CHCTEMaXx.

YHHAYTOXKEHUE JOKYMEHTOB JIMOO WX Tepepadya Ha
apXHUBHOE XPaHEHUE.

[lonsiTue 3amyMcu MPUMEHUTENBHO K YIPABICHUIO
JIOKyMEHTAIeH U TOKYMEHTHBIMHU CUCTEMAaMHU.

Pa3paboTka W BHeapeHWE TOIUTHKH YIIPABICHUS
JIOKyMEHTaMHU.

OTBETCTBEHHOCTh B O0JIacCTH  yIIpaBJICHUS
JIOKyMEHTaMH U 3aITHCSIMHU.

JloKyMeHTHpOBaHHbIE MPOLETypPhI Kak
HOPMAaTHUBHBIN JIOKAJIbHBIN aKT.

Knaccudukanus u MHIEKCHPOBaHUE JOKYMEHTOB B
CY .

[IK-2.2

OpraHu3yer U peryiaMeHTHPYET|
ITOKYMEHTO000POT B
OpraHU3aIny

IIpakTH4eckoe 3axanne

3agnue 1.

[Tonw3ysch m7.2 rocr P
57551-2017/MCO/TR18128:2014 «OueHka pHUCKOB IS
JIOKyMEHTHBIX TPOIIECCOB W CHUCTEM», OIPEACIUTE
KaTErOPHIO IS MePEUNCIICHHBIX HMKE HEOIaronpusaTHBIX
MOCJAEACTBUA B 00JacTH YIPaBJICHUS JOKYMEHTaMH.
PesynpraTel aHanm3a npeycTaBbTe B BUJIE TAOIHIIBI.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

IMocaencTus:

1. Ymep6 mis pernyranuu

2. MacmrabHasi yTpaTa, TOBpEeXIEHHE W/WIN
HECAHKIIMOHUPOBAHHBIN JIOCTYII K JIOKyMEHTaM

3. OneparuBHas ACATEIBHOCTh HE TMPEPHIBACTCS;
BOCCTaHOBJICHUE JJOKYMEHTOB TpeOyeT YCHITHI.

4. OctraHoBKa OTICpaTUBHOM NESATEITHLHOCTH;
3aTpaTHbIC U OTHUMAIONIME MHOTO BPEMEHHM MEPHI 10 €¢
BOCCTAHOBJICHUIO; JIOKYMEHTBI BOCCTaHOBHTH
HEBO3MOXKHO.

5. AHOMabHOE HAPYIIICHHE OTPAHUYCHHI JOCTYIIa

6. [ToBpexnenue KITFOUEBBIX OTICpaTUBHBIX

JAOKYMCHTOB HECKOJIBKUX HaHpaBJ'IeHI/Iﬁ JCATCIBPHOCTH.

Tecr
Oco0eHHoe OTHOIIEHHWEe K JAOKYMeHTAUMH
cranaaptos 9000:2000 onpeaensiercs TeM, 4To...

5. Ha xaxIoM TnpeanpusTtuu, B
KQKIO0H OpraHu3aluy JODKHA OBITh HE
TOJIBKO paspaboraHa, BHEZIpEeHA u
JeHCTBOBATh cucrema MEHEDKMEHTa
Ka4ecTBa, HO 3aI0OKYMEHTHPOBAHaA,

6.  Ynpaeienue JOKYMEHTaMU

paccMaTpuBaeTCsi KaK  BCIIOMOTATENIbHBIN
npotiecc, 00CTyKUBAIOIINI MEHEKMEHT.

7. Ympaenenue JIOKyMEHTaMH
SIBIIAETCS camMoi BaKHOU 4acTbIO
MEHEPKMEHTA.

8.  VYmpaenenue JIOKYMEHTaMH

SIBJISIETCSI COCTABHOM YaCThIO MEHEIKMEHTA.

Kakue 3Tanbl JIBH:KeHUS] TOKYMEHTOB cleAyeT
OTOBOPHUTH NPH COCTABJICHMN TEXHUYECKOr0 3aJaHusl
nepex NPOEKTHPOBAHMEM CHCTeMbl YIpPaBJIeHMS
AOKyMeHTaMu?

a) BBlJaya, Iepenada  JOKYMEHTa  MEXAY
COTPpYAHUKaAMH; BO3BpaT JOKYMCHTOB Ha MCECTO HUX
PAacIIONIOKEHNST WIIM XPaHEHUs; CPOK XPaHEHHS; M3bITHE
UX U3 CHCTEMbl YIPaBICHUs IOKYMEHTaMH U LEJb
U3BATHUS,

0) Bblmauya, 1mepejada  JOKYMEHTa  MEXIy
COTpPYAHUKAaMH;, BO3BpaT JOKYMEHTOB Ha MECTO HX
PacCIioyIOKCHUA WJIN XPaHCHUA; U3BATHEC UX U3 CUCTCMBI
yHpaBJICHUA JOKYMCHTaMU U LECJIb U3BATUA

B) BblJaya, Iepeaada  JOKYMEHTa  MEXKIy
COTPpYAHUKaAMH; BO3BpaT JOKYMCHTOB Ha MCECTO HX
PacCIioJIOKCHUA WJIN XpPaHCHUA; U3BATHEC UX U3 CUCTCMBI
YIPaBIEHUs JOKYMEHTaMU;

r) BblAaya, Ieperadya  JOKYMEHTa  MEXIy
COTPpYAHUKaAMH,; BO3BpaT JOKYMCHTOB Ha MCECTO HX
PacToIOKEHHUST UM XPAHEHUS; U3BATHE MX M3 CHUCTEMBI
YIpPaBIEHUS] TOKYMEHTaMH; ILElb HU3BATHUS, WHULUATOP
U3BbATHA, CCBIJIKA Ha HOpMaTI/IBHHﬁ JOKYMCHT.

Ilpu ¢usnyeckoM YHMUYTOXKEHHUM JTOKYMEHTOB
PeKOMeHyeTcsl PYKOBOACTBOBATHLCSI ONpele/IeHHbIMHA
NPUHOMIAMHU. YKaKUTe HeJOCTAIOIIMI NPUHINUIIL.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

OTBeT NUIIKTE CJIOBAMH.

- YHHYTOKeHHe HOJIKHO OBITH
CAHKUMOHHPOBAHHBIM M POBOAMTHCS B COOTBETCTBUHU
¢ TPeGOBAHUSIMM HOPMATHBHOI cpelbl;

- JIOKYMEHTbI, CBAI3aHHbIE ¢ MPEICTOSIIMMH HIA
NPOBOIMMBIMM CyAeOHBIMH pa30oupaTe]bCcTBAMH U
pacc/ieloBaHMsIMH, YHHUYTOKATh He cJIefyeT;

- cjeayeT YHHYTOXKATh BCe KONMUH JOKYMEHTOB,
pa3pelmeHHbIX K YHHYTOKEHHIO, BKJIIOYAs
IIePCOHAIbHbBIE, CTPAX0OBbIe M pe3epBHbIe KONMUH.

KonTtpoannas padora

3aganue 2. IIpoanammsupyiite noxkymentsl CMK,
NPEICTaBICHHBIE B MPUJIOKEHUN K KOHTPOJIBHOM padote
(Muccust opranmzauuu. llenm u monuTthka B o0nactu
KayecTBa. PykoBoacTBo 1o KauyecTBY.
JoxymeHTHpOBaHHAs npouenypa. Cranpapt
opranuzanun). OTBeThTE HA BONPOCHI:

1. Pacmnonoxwure mnpeasokeHHbIE TOKYMEHTHI B
UEPapXHMYECKOM  MOpsiiKe, T.6. OT TIJaBHBIX K
BTOPOCTETICHHBIM.

2.K kakoii cucreme, Trpymnne W MOIATpYIIe
JOKYMEHTOB JIOKYMEHTalbHOro (OHOA OpraHu3aliu
OyZyT OTHOCUTBCS JAHHBIC TOKYMEHTHI?

3. Kakas cnenuuka B opopMireHUH JOKyMEHTALUH
CMK Bam G6pocunachk B rinaza?

4. OtHocarcss 1w pokymeHramuss CMK
JokymMeHTaM ApxuBHoro ¢onma P®? Kak Bbl 31O
onpenenmim’?

Bomnpocel k 3a4eTy ¢ OLEHKOMH

Pa3zpaboTka W BHEIpEHUE IMOJUTHKH YIpPaBICHUS
JIOKyMEHTaMH.

OTBeTCTBEHHOCTs B 00JacTH  ympaBlieHHS
JOKYMEHTaMH U 3alHCSIMH.

JloxyMeHTHpOBaHHbBIE MPOLIEAYPBI Kak
HOPMAaTHUBHBIN JIOKAJIbHBIN aKT.

Knaccudukanys u MHIEKCUPOBaHUE JOKYMEHTOB B
CYI.

[K-2.

Opranusyer,
[pErIIaMEHTHPYET OIEPaTHBHOE
XpaHEeHHE | HCIIOJIb30BaHHUE]
TOKYMEHTOB B OpraHU3aLuH

IIpakTH4Yeckoe 3aganmne

3agnue 1.

[Tonb3ysce m.7.2 IocCTt P
57551-2017/MCO/TR18128:2014 «OueHka pHUCKOB IS
JMIOKYMEHTHBIX TIPOIIECCOB W  CHUCTEM», OIpPEICITUTE
KaTETOPHIO TSI TIEPEUNCIICHHBIX HIDKE HEOIarompusITHBIX
MOCIEACTBUA B O0OJNACTH YIpaBIICHUS JOKYMEHTaMH.
Pe3ynpTaThl aHamM3a MpeaCTaBbTe B BUAC TAOIHITHL.

IHocaencrBus:

1. Ymep06 juis permyranun

2. MacmrabHas yTpaTa, TOBpPEXIECHUE W/WIN
HECaHKITMOHUPOBAHHBINA JOCTYH K JOKYMEHTaM

3. OneparuBHas [AEATEIHHOCTh HE IMPEPHIBACTCS,
BOCCTAHOBJICHUE JIOKYMEHTOB TPEOYET YCHITUH.

4. OctaHOBKa ONEepaTUBHOMN JIESATEIbHOCTH;
3aTpaTHBIC U OTHUMAIOIIAE MHOTO BPEMEHH MEpPHI 1O €€
BOCCTaHOBJICHUIO; JIOKYMEHTBI BOCCTaHOBUTh




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

HEBO3MOKHO.
5. AHOMaIbHOE HAPYIIICHHE OTPAHUYCHHI JOCTYIIa
6. [ToBpexaeHue KITFOUEBBIX OTIEpaTHBHBIX

JAOKYMCHTOB HECKOJIBKUX HaHpaBJ'IeHI/Iﬁ JCATCIBPHOCTH.

Memooduueckue pexomenoayuu Kk 3adanuto 1

[IpounTaiiTe  yKa3aHHBIA HOYHKT  CTaHAapTa.
[Moctpoiite Tabmuily, TAe B 3aroJOBOYHOH 4YacTH
MEPEUUCIIAIOTCS KaTeropuu HEeOJIar ONPUSATHBIX
MOCNEACTBANA, a B CTPOKH COIEpXKaT  OIMCaHHe
MOCJIEACTBUS (U3 CIHCKA BBILIE).

3agnme 1.

[ome3ysice m.7.2 IoCT P
57551-2017/UCO/TR18128:2014 «OneHka pHUCKOB s
JOKYMEHTHBIX TpPOIECCOB M CHCTEM», OIpPEIENnTe
KaTEerOPHIO IS MEPSUNCIICHHBIX HUKE HEOIaronpusiTHBIX
MOCNEACTBAA B OONACTH YIPaBICHUS JTOKyMEHTaMH.
PesynbTaThl aHanmM3a MpecTaBbTe B BUAC TAOIUIBI.

IHocnencrBus:

1. Ymep6 s permyranun

2. MacmrabHass yTpaTa, TOBpPEXIEHHE W/WIN
HECaHKIIMOHUPOBAHHBIN JOCTYII K JIOKYMEHTaM

3. OnepatuBHasl AEATEIHHOCTh HE IPEPHIBACTCS,
BOCCTaHOBJICHHE JIOKYMEHTOB TPEOYET YCHUITHH.

4. OctaHOBKa OIepaTUBHOMN NEeSTeNbHOCTH;
3aTpaTHble U OTHHMAIOLINE MHOTO BpPEMEHH MEphI 10 ee
BOCCTaHOBJICHUIO; JOKYMEHTBI BOCCTAHOBUTD
HEBO3MOKHO.

5. AHOMaJbHOE HapyIIEHHE OTpaHHYEHUH JOCTyTa

6. [loBpexneHue KITFOUEBBIX OTIEepaTHUBHBIX

JAOKYMCHTOB HCCKOJIBKHUX HaHpaBJ’IeHI/Iﬁ JACATCIIBHOCTH.

Memoouueckue pexomenoayuu Kk 3a0anuro 1

[IpounTaiiTe = yKa3aHHBIA MOYHKT  CTaHAapTa.
IMoctpoiite Tabiuily, TIAE B 3arojOBOYHOH 4YacTH
MEPEUNCIISIOTCS KaTeropuu HEeOJIarONPUSATHBIX
MOCNEACTBUNA, a B CTPOKA COAEpKaT  OIMCaHWe
MOCJIeICTBUSA (M3 CITMCKA BBIIIIE).

3agnue 1.

[Tonb3ysce m.7.2 IocCTt P
57551-2017/UCO/TR18128:2014 «OneHKa pUCKOB IS
JOKYMEHTHBIX ~TPOIIECCOB M  CHCTEM», OIpPEJENNTe
KaTeTOPUIO JJIsl IEPEUNCIICHHBIX HU)KE HEOIaronpusaTHbIX
MOCJIEACTBUHA B 00JacTH ympaBieHHS TOKYMEHTaMHU.
Pe3ynbTaThl aHamM3a MpeACTaBbTe B BUAC TAOTHUITHL.

Ilocnedcmeus:

1. Ymep06 juis permyranun

2. MacmrabHas yTpaTa, TOBPEXIEHUE W/WIN
HECAHKIIMOHUPOBAHHBIN JIOCTYII K JIOKyMEHTaM

3. OnepatuBHas AEATEIHHOCTh HE IPEPHIBACTCS,
BOCCTaHOBJIEHUE JOKYMEHTOB TpeOyeT YCHIIHUi.

4. OctaHOBKa ONEepaTUBHOMN JIESATEIbHOCTH;
3aTpaTHble ¥ OTHHMAIOIINE MHOTO BPEMEHH MEpHI 10 ee
BOCCTAHOBJIEHUIO; JIOKYMEHTBI BOCCTaHOBUTh

HCBO3MOXXHO.




Kon
WHIUKATOpa

I/IH)II/IKaTop JOCTHKCHUS
KOMIICTCHIIUH

OneHo4Hble CpeacTBa

5. AnomannHO€e HapyumieHue OFpaHI/I‘ICHI/Iﬁ AO0CTyIIa
6. HOBpe)KI[CHI/Ie KIFOYCBEBIX OINCPaTUBHBIX
JAOKYMCHTOB HECKOJIBKUX HaHpaBJ’IeHI/Iﬁ JCATCIBPHOCTH.

Memoouueckue pexomenoayuu xk 3a0anuro 1
[IpounTaiiTe  yKa3aHHBIA HOYHKT  CTaHAapTa.
[loctpoiite Tabmuily, TAE B 3aroJOBOYHON YacTH
MEPEYUCIIAIOTCS KaTeropuu HeOIaronpUsATHBIX
MOCNEACTBUNA, a B CTPOKH COJAEpKAaT  OIUCaHUE
MOCIIeICTBUSA (M3 CITMCKA BBIIIIE).

Tecr

IrocCt P HCO 15489 onpeneasier, 4TO
«yIpaBiieHHe MpoLeccoM A0CTYNa NpeaycMaTpUBaeT,
4YTO: a) JOKYMEHTHI pacnpeaeeHbl 0 KaTeropusiM B
COOTBETCTBHH € MX CTATYCOM /IOCTYIIa B oNpe/iejieHHOe
Bpemsi; b) [IOKYMeHTBHI [JOCTYNHbI TOJbKO JIMLAM,
o01agaommMM NnpaBoM J0cTyna K HHM;
C) 3aceKpedeHHbIe JAOKYMEHTHI JH00 JIOKYMEHTBI C
OrPAHUYEHHBIM [JOCTYIIOM MOIYT OBbITH IPOYTEHBI
TOJbKO npu HAJIMY UM COOTBETCTBYIOLLEr0
paspemieHus». /[omoJiHUTE 3TOT CNHMCOK emie JByMs
NoKa3aTeJsiMH.

B kakux caydasix AOCTYNn K AOKYMeHTaM WJIM
HH(OPMALMH 0 HUX cJIeyeT OTPAHNYUBATH?

a) Ecnum nokymMeHTBI cozepikaT INEepCOHATIBbHYIO
UHOPMAIHIO;

0) ecnu JOKYMEHTHI COZEpKaT KOMMEPUYECKYIO

TaliHy;

B) €CIM JIOKYMEHTHl COAEp)KaT CIIy>KEOHYIO
UHOPMAIHIO;

I) JOCTYNl OIpaHMYUBAIOT KO BCEM IOKYMEHTaM
OpraHu3alHy.

«KoHTpoib  MecTOHAXOXkIEeHHS  JOKyMeHTa
npeaycMaTpuBaeT (pukcanuio napaMeTpoB
HEOOXOAMMBIX  UISl  OTCJEKUBAHMSA  JIBMKEHMS
AOKYMEHTa, K  4YHMCJIY  KOTOPBIX  OTHOCHTCH

HIEHTU(PUKATOP TOKYMEHTA, €ro 3aroji0BOK, CBeJeHH i
0 COTPYAHHKEe WIM WOApa3ieleHuHn, 00Ja1aronemM
AOKYMEHTOM, U ...» Bnummre c10BaMH HeJOCTAIOLIUM
napamerp.

.)

KonTpoabnas padora

3aganue 1. CaMOCTOATENBHO COCTaBBTE 3aNHCh B
Peectpe puckoB JaHHOW KoMIaHuu. B kadecTBe
JOKYMEHTUPYEMOI'0 pPHCKa BO3bBMHTE PHCK (B 00jacTH
YIpPaBIEHUs] JOKYMEHTAMH, JOKYMEHTHBIMHU NPOLIECCaMU
WIH apXuBaMH), ONHCAHHBIM BamMu B llpakThdyeckom
3a/laHuu 2.

Bomnpocel k 3a4eTy ¢ OLIEHKOH

Hcnonw3oBanne JOKYMCHTOB MW JOKYMCHTHBIX
CHCTEM.

TlopnepxkaHve OPUTOJHOCTH K HCIIOJIB30BAHUIO




Kon Mnaaukatop oCTKEHUS

OneHo4Hble CpeacTBa
MHIUKATOpa KOMITICTEHIINT

JIOKyMEHTOB B JJTOKYMCHTHBIX CHCTEMaX.
YHUYTOXKEHUE JOKYMEHTOB JINOO X Tepeada Ha
apXUBHOE XpaHCHUE.
VYnpasnenue pHCcKaMu, YTPOXKAIOIIMHA
YCHEIHOMY (PYHKIIMOHHUPOBAHHUIO OPraHU3aI[UH
Bo3MOXHOCTH  XpaHEHHsT W HCIIOJIH30BaHUS
JIOKyMEHTOB B ITN()POBOIi cpere.

0) Ilopsinoxk mpoBeaeHHMs] MPOMEXKYTOUYHOH ATTECTALMM, NMOKA3ATEeJd M KPUTEPHHU
OlleHUBAHMS:

[TpomesxyTouHas aTTecTalus 1Mo JUCIUILUINHE «Y TIpaBiIeHUEe JOKYMEHTAMH U 3alTUCSIMA
B CHCTEME MEHE/PKMEHTA KaueCTBa» 3a4eT C OLIEHKON BKJIFOYAET OICHKY TEKYIIETO U UTOTOBOTO
TECTUPOBAHUS, MPAKTHYECKUX JOMAITHUX 3aaHUH.

Kpurepun oueHku (8 coomeemcmeuu ¢ opmupyemviMu KOMHEMeHYUsMu U
NIAAHUPYEMBIMU PEe3YTbmamamu 00yYeHus):

— HA OYEHKY «3aUmeH0» — CMYyOeHm O0JIHCeH NOKA3Amb NOPO208bill YPO8eHb 3HaAHULL (Ha
VPOBHE B0CHPOU3BEOCHUSl U OOBACHEHUS. UHMOpMAYUU, UHMELIEKMYAIbHblEe HABIKU DeuleHUs!
NPOCMbIX 3a0a4);

— HA OYEHKY «He 3a4MeHO0» — CMYOeHm He MOJICem NOKA3amb 3HAHUS HA YPOBHE
80CHpOU3BEOCHUS U OOBACHEHUS UHGOpMAYUU, He MOodicem MNoKA3amb UHMENIeKMYalbHble
HABbIKU PEUeHUst NPOCMbLX 3a0at.

JNuddepeHunpoBaHHAs OLIEHKA BHICTABIISETCS HA 3a4€Te C OIEHKOH B COOTBETCTBUH CO
CJICAYIOIIMM TIPOIICHTHBIM COOTHOIIEHHEM OT BBIIIOJHEHHOTO 00beMa MPAKTUYCCKUX 3aJaHHN
TEKYIIUX U HTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yIOBIETBOPUTENBHOY (3 Oaia)

75-90% - 3auTeHO «xOpoIIo» (4 Oaa)

90-100% - 3auTeHO «OTIUYHOY (5 OaIOB)

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




