MUHUCTEPCTBO HAYKHU 1 BBICIIEI'O OBPA3OBAHU]
POCCUNCKOU OEJIEPAITUN

DenepanbHOE roCyAapCTBEHHOE OI0DKETHOE 00pa30BaTENbHOE YUPEKACHUE
BhICIIEro 06pa3oBaHUs
«MarHuTOropcKui rocyiapCTBEHHBIM TEXHUYECKHH YHUBEPCUTET
um. .M. Hocoa»
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PABOYAS ITPOI'PAMMA JTUCHUTIIJIMHBI (MOIY JIST)

MEK/IYHAPOJHBIE CTAHJAPTbI YIIPABJIEHHA
JAOKYMEHTAIIHEH H APXUBAMH
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HanpaBneHHOCTS (TIpOGHIb/Crienanu3anys) IporpaMMBl
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®opma 06yueHus
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Pa6ouas nporpamma coctasiiena Ha ociose ®I'OC BO - 6akanaBpuar mo
HarpaBlIeHUIo noArotToBky 46.03.02 JlokyMeHTOBEICHUE U apXUBOBEICHHE (IIPHKa3
Muno6prayku Poccun ot 29.10.2020 r. Ne 1343)

PaGoyas mporpaMma paccMOTpeHa M 0o0peHa Ha 3aceJaHu| Kadeaps
ITenarorndeckoro o6pa3oBaHus U JJIOKYMEHTOBECHUS
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JIMcT akTyajam3anuu padoyeil mporpamMmbl

Pabouast mporpamMma rnepecMoTpeHa, 00Cy>keHa u ogo0peHa s peanmsaruu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa u ogo0peHa s peanmsaruu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kageapsl [lemarormueckoro ooOpa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouast nporpaMma rnepecMoTpeHa, 00Cy KeHa 1 og00peHa s peannsaiuu B 2029 - 2030
y4eOHOM roy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0pa3oBaHus U

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouas nmporpamMma rnepecMoTpeHa, o0CykaeHa u ogoopeHa ais peanm3aiuu B 2030 - 2031
yueOHOM rojy Ha 3aceqanuu Kadeapel Ilemarormueckoro o0Opa3oBaHus U

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouas nporpamMma nepecMoTpeHa, 00Cy kaeHa 1 og00peHa s peanm3aiuu B 2031 - 2032
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

IIporokom ot 20 . Ne
3aB. kadeapoii C.C. BenukanoBa




1 lesin ocBOCHUSA TUCHUTIIMHBI (MOYJIA)

- 3HAKOMCTBO CTYJICHTOB C TPECOOBaHHAMHU MEXTYHAPOJIHBIX CTAHIAPTOB K
YIPaBICHHUIO IOKYMEHTAIIUECH M apXHUBaMU OpTraHu3aIuy (JOKYMEHTAIBHBIM U apXUBHBIM
(dhoHIaMu), K OpraHu3aIiKi padoThI CITY>KOBI YIIPABJICHUS JOKYMEHTAMH M apXHUBHOTO
XPaHCHMS JJOKYMEHTOB, 3HAKOMCTBO C OTCUYCCTBCHHBIM M 3aPYOCHKHBIM OIIBITOM
npumMenenus cranaapToB MCO npu OyMakHOM, 3JICKTPOHHOM U CMEIIaHHOM
JOKYMEHTO00O0pOTE OpraHu3aIuil.

2 MecTo 1ucHuILUIMHBI (MOYJIsl) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Jucnunnunaa MexayHapoiHble CTaHAAPTHI YIIPABICHUS JOKYMEHTAUENH U apXUBaMHU
BXOJIUT B 4aCTh Y4EOHOr0 I1aHa (POPMUPYEMYIO yUaCTHUKaMU 00pa30BaTeIbHbIX
OTHOIIEHUN 00pa30BaTeNbHOM NPOrpaMMBl.

JIist u3y4eHus TUCIUTUTMHBI HEOOXOIMMBI 3HAHUS (YMEHHUS, BIIAJCHIS),
c(hOpMHUPOBAHHEIEC B PE3YJIHTATE U3YUCHUS JUCIUILTUH/ TIPAKTHK:

JlokyMeHTalmoHHOe o0ecrieueHue aIMUHUCTPATUBHBIX OTHOLIEHHH B PD

AIMUHUCTpUPOBaHKE PAOOTHI C IEPCOHATBLHBIMU JAHHBIMU

JIOKyMEHTHPOBaHHE JACSITEILHOCTH HETOCYTapPCTBEHHBIX OpPraHu3aIui

HudopmarinonHoe odecrieueHre yrpaBieHUs

HubopMannoHHbIe TEXHOJIOTHH B JOKYMEHTAITMOHHOM OOCCIICUCHUH YITPABJICHUS U
ApPXUBHOM JIeJIC

Opraan3zaninoHHO-UHGOPMAIIMOHHOE 00ecTieueHre AesITETbHOCTH PYKOBOIUTEIS

[TpoekTHas NeATEILHOCTH 110 JIOKYMEHTAIIHOHHOMY O0ECIICUCHHUIO YIIPABICHUS
OpraHu3anuen

[Tpon3BoICTBEHHAS - TPOSKTHAS MTPAKTHKA

CriennanabHbIe CUCTEMBI YYETHON JOKYMEHTAINH

YrpaBiieHre JIEKTPOHHBIMH apXHBAMH

JlokymeHToBeICHUE

[TpoexTupoBaHue ynpaBIeHIECKON JOKYMEHTAIIMH OpTraHU3alluu

[Tpon3BoICTBEHHAS - TPAKTUKA IO MOJIYICHUIO MPO(eCCHOHABHBIX YMCHHI U OTTBITA
poeCCUOHATBHON IEATETLHOCTH

3uanus (yMEHHUS, BIAJICHNUS), IOTYICHHBIE TIPY U3yYCHUN JAHHON JTUCITUTUTHHBI
OyTyT HEOOXOIUMBI JJIS U3yUEHHUSI TACIUTITAH/TIPAKTHK:

ZIOKYMCHTI/IPOBaHI/Ie ACATCIIBHOCTH HETOCYJapCTBECHHBIX opraHmaunﬁ

[TpousBoaCTBEHHAS — MPEIAUILIOMHAS PAKTHKA
Nudopmarnmonnoe obecriedeHue yrnpaBiaeHUs
Opranuzanus 1 TEXHOJIOTUS JOKYMEHTAIIMOHHOTO O0ECTICUeHUs yIPaBICHHS



[IpoekTHas AeSATENbHOCTD M0 TOKYMEHTALIHOHHOMY O0€CTI€UeHHUIO YIIPaBICHHUS
OpraHu3anuein

YnpaieHue 3J1eKTPOHHBIMH apXUBaMHU

[Tpon3BOICTBEHHAS - IPOEKTHAS MPAKTHKA

JlokyMeHTaIus o COLMaIbHO-TICUX0JIOTHYECKOMY PErYJIMPOBAHHUIO B TPYAOBBIX
KOJUIEKTUBAX

JloKkyMeHTaIMOHHOE 00ECTIeYeHHE ICATEIIbHOCTH OPTaHOB MECTHOTO
CaMOYIIpaBJICHHs 1 MYHUIIUIAJIbHBIX OpraHU3alui

KonduneHnuaipHoOe 1eI0MPOU3BOCTBO

[TonroroBka K mpolieaype 3aliMThl U 3alIKUTa BBITYCKHON KBaTH(PUKATUOHHON
paboThl

3 Komnerenuun ody4yaronierocsi, opmupyemMbie B pe3yJbTaTe 0CBOEHMSI

AUCUUIIMHBI (MOAYJIs) U IVIAHUPYeEMbIe Pe3yJibTaThl 00y4YeHUs

B pe3ynbrate ocBOEHUS TUCHUIUIMHEI (MOAYIsl) «MeXIyHapoIHbIe CTaHAapPThI
yHOpaBiIeHUs TOKyMEHTAIMEN U apXUBaMU» 00yJaroIuiics JOHKEeH 00J1a1aTh CIe Iy OIIMMH
KOMITETEHIIUSIMHU:

KO[[ HHAUKATOopa I/IHIII/IKaTOp JOCTHXKCHUS KOMIICTCHIIN

[TK-2 Crioco6eH oCyIIeCTBIATh JOKYMEHTAIIMOHHOE 00ECIICUCHHE YITPaBICHUS
OpraHu3almen

[K-2.1 OpranusyeT u periaMeHTHpPYyeT JOKYMEHTHPOBAHUE YIIPaBICHUECKON
JIESITEJIbHOCTH B OpraHU3aIluu

I1K-2.2 OpranusyeT U peraiaMeHTHPYeT JOKYMEHTOO0OPOT B OpraHu3aIui

IK-2.3 Opranusyer, periaMeHTHPYET ONEpaTUBHOE XpPaHEHUE U
MCIOJIb30BAaHUE JOKYMEHTOB B OpraHu3aluu

[1K-4 CniocobeH pyKoBOJIUTH MPOILIECCOM CKaHUPOBAHUS, BBOJIa U OOPaOOTKHU TaHHBIX B
CHCTEME JIEKTPOHHOT'O apXHBa

I1K-4.1 VYrpasisieT AeATeIbHOCTBIO IO KOHTPOJIIO (YHKIIMOHUPOBAHUs, BBO/Ia U
00pabOTKU JAHHBIX B CUCTEME HJICKTPOHHOI'O apXHBa

I1K-4.2 Pa3paOaTbIBaeT J0KaIbHBIE HOPMAaTHUBHBIE AKTHI 110 BOIIPOCAM
OpraHM3alMH NIPOLIECCa CKAHUPOBAHUS B CUCTEME JIEKTPOHHOI'O apXHUBa

[1K-4.3 Ocy1ecTBIIsSIET CTPaTErH4ecKoe INIAaHUPOBAHKUE U TIOCTPOEHUE

MIPOIIECCOB CKaHUPOBAHUS, BBOJA U 00OPaOOTKH JIAHHBIX B CUCTEME
AJIEKTPOHHOT'O apXMBa




4. CTpyKTypa, 00b€éM U coep:kaHue TUCHUILIHHBI (MOLYJIs1)

OO0mmas TpyJ0€MKOCTh JUCIIUIUIMHBI COCTABISIET 3 3a4eTHHIX enuHuI] 108 akaja. 4acoB, B TOM

YHUCIIE:

— KOHTaKTHas paboTa — 26,4 aKaJ. 4acoB:

— aynuTopHas — 4 akaJl. 4acos;

— BHeayauTOpHas — 22,4 akaj. 4acos;

— caMocCTosATeNIbHas paboTa — 77,7 akaj. 4acos;

— B (hopmMe IPaKTUIECKON MOATOTOBKH — 2 aKaJ. 4ac;

®dopma aTTeCTalMu - 3a4€T C OLEHKOMN

AynutopHast 8w
S e
KOHTaKTHas paboTa = =z DopMa TeKyIero
Paszen/ Tema 2 (B akaj. yacax) g E{ Bun KOHTPOJIS Kox
> & © | caMOCTOATENBHON |  yCIIeBaEMOCTH H
JUCLUATUINHBI M £ « . | xommerenyu
g £ paboTHI MIPOMEKYTOYHOM
Tex. mal. | mpakT. Z 'S aTTeCTalnuu
3aH. 3aH. O &
1. PABJIEJI 1. cropust cTaHOB-
JICHUSI U Pa3BUTHS
MEeXIyHapOIHON
CTaHJapTH3aLUH B 00JIaCTH yrpaB
-JICHHUS JOKYyMEH-TaIHi.
Benymue mexxynapoHsie
OpraHu3allMy 110 CTaHIAPTU3AINN
Pemenne Tecra
ITouck
JIOTIOTHUTENBHOMN
UHPOPMALIUH T10
3aJIJaHHOU TeMe
(pabota ¢
6ubnuorpadpuaec
KHII’VI ¢ Tecr 1
1.1 UcTopust craHOBIIEHUS 1 3auer TIK-2.1, TIK-
. MaTepHaIaMu,
Pa3BHUTHUS MEXKTyHAPOTHOU KonTponpnas 2.2, 1IK-2.3,
4 5 I'OCTawmn).
CTaHAapTH3aIHH B 001acTh pabota TIK-4.1, TIK-
. CamocrosTenpHoe N
yIpaBiieHUs JOKyMEHTaLU. Wrorossiii Tect o | 4.2, [1IK-4.3
n3y4YeHUe Ve
y4aeOHOU 1 ypey
Hay4HOU
JUTEPATYPHI.
CocraBnenue
TaOJIHII.
KonrtposbHas
pabora.
HWroro no pazaeny 5
2. PA3/IEJI 2. Uc-topust
pa3paboT-ku u o0ras xa-
PaKTEpPUCTHKA MEXYHapOIHOTO
cragnapta UCO 15489
«Y1paBieHue JOKYMEHTa-MM
2.1 1. Ucropus coznanus Pemrenue tecra Tect 2 TIK-2.1, TTK-
MEXyHapOJHOTO cTaHfapTa | 4 16 | Ilouck momomHu- Jomainee 2.2, TIK-2.3,
1ISO 15489- TEJbHOU MPAKTUYECKOE TIK-4.1, TIK-




HHPOPMAIHH 0
3a/laH-HON TeMe

(pabota c
oubimorpaduuec
KAM
MaTepHuaJamu, 3aganue 1
1:2001 «Information and C FOCTamu). K 3auer
documentation — Records aMEg;?{:;”;’Hoe O};I;%%J:;Haﬂ 4.2, TIK-4.3
management yueOHoil u Wrorosslii TecT 1o
Hay4YHOU Kypcy
JIUTEPATYPHI.
Cocrasienue
TabnuI.
KonTponbnas
paborta.
Pemenue Tecra
ITouck mormoaHu-
TEIbHON
UHPOPMAIIH 1O
3aJaHHOU TeMe
(pabota ¢ Tecr 2
oubnmorpaguuec Homarnee
. KHM MIPaKTHIECKOe
15489 «Yupasenne 16 FOCTamn). Saer TTK-4.1, TIK-
CaMmocrosTensHoe KonTponbhas -
JTIOKYMEHTaMI» - pabota 4.2,11K-4.3
yueOHOH U Hroroselii TecT no
Hay4JHOMW JHTEpa- Kypcy
TYPBL.
CocraBienue
TaOJIHII.
KonrponbHas
paborta.
Pemenwne Tecta
ITonck monomaHHU-
TEIbHON
uH(popMaIy 10
3aJaHHOU TeMe
(pabota ¢ Tecr 2
oubnnorpaguuec JomaiHee
KAM MIPaKTHIECKOe
2.3 3.MCO 15489 B psany MATepHATAME, sanane 1 121;% i( gﬂé
APYIHX MERAYHAPOATLIX 10 TOCTawn). 3auer R4l Tk,
CTAHAAPTOB 1O YHPABIICHIIO CamocrosiTensHoe KonrtposbHas .
JIOKYMEHTaMH wsyueHme pabota 4.2, TIK-4.3
yueOHOit 1 Urorossrii TecT 1o
Hay4YHOU Kypcy
JIATEPaTyPHI.
CocraBienue
TaOJIHLI.
KonTponbhas
pabota.
PazpaboTtka Teer 2
2.4 4. TlonsTuitHpli anmapar rioccapus K TeMe, Homammee
crangapra OCT P UCO paszneiny, Kypcy, P aKTquCIioe IK-2.1, TIK-
15489-1-2007 «Ynpasnenue 11 npodiieme. 332;22:? 2.2, TIK-2.3,
nokymenramu. OOrine Pemenue Tecta TIK-4.1, T1K-
. Konrponbnas
TpeOOBaHUs» M POCCUHCKAs [Tounck nononuu- 6 4.2, TIK-4.3
TEepMHUHOJIOTHYEcKas Oa3a TEJbHOU pabota

HHPOPMAITHH 10

HToroselii TeCT 110

Kypcy




3aJIaH-HOU TeMe
(pabota c
oubnmorpaduuec
KHM
MaTepHuaIamu,
I'OCTamn).
CamocrosTensHoe
H3ydeHHe
yueOHoil n
Hay4HO JIUTepa-
TYpBHI.
CocraBienue
TaOJIHII.
KonTponbnas
pabota.

HUroro no pazneny

53

3. PA3JIEJI 3. O6m1as
XapaKTepUCTUKA COAEpKaHUA
T'OCT P UCO 15489-1-2007 u
I'OCT P 1ICO 30300-2015

3.1 1. OcHOBHBIE
nosioxkenust TOCT P ICO
15489-1-2007 «Ynpasienue
nokymenramu. OOmiue
TpeboBaHUM

10

Pemenue Tecta
[Tonck
JIOTIOTHUTENBHOMN
HHPOPMAITHH 10
3aJaHHOU Teme
(pabota ¢
oubnnorpaguuec
KUM
MaTepHajIaMu,
I'OCTamn).
CaMocrosTensHoe
n3y4YeHUe
yueOHOit 1
Hay4YHOU
JIUTEPATYPHI.
Cocrasienue
TaOJIHII.
KonrtponbHas
paborta.

Tect 3
Jomanraee
MPaKTUYECKOe
3a7aHue 2
3auer
Konrponbnas
pabota
HToroserii TecT 110

Kypcy

IIK-2.1, IIK-
2.2, TIK-2.3,
I1K-4.1, I1K-
4.2, 11K-4.3

3.2 2. OCHOBHBIC
nonoxenus FOCT P UCO
30300-2015 «CUBW/I.
HNudopmarust u
nmokymenrarus. CHCTEMBbI
YIpaBJICHUs! JOKYMEHTaMH.
OCHOBHBIE TIOJIOKEHUS U
CJIOBaph»

9,7

Pewrenue Tecra
[Touck nononuu-
TEIbHON
uH(popMaIHy 10
3a/laHHOM Teme
(pabota ¢
oubnnorpaguuec
KHM
MaTepHaIaMu,
I'OCTamn).
CamocTosaTenbHOoe
U3yUYCHHE
y4ueOHOM 1
Hay4YHOU
JIUTEPATYPHI.
CocraBienue
TaOJIHII.
KonrtposbHas
pabota.

Tecr 3
JomarrHee
TIPaKTUIECKOE
3a7aHue 2
3auer
KonrtponbHas
pabota
HToroserii TeCcT 110

Kypcy

TK-2.1, TIK-
2.2, TIK-2.3,
TK-4.1, TIK-
4.2, TIK-4.3

HWroro no pazaeny

19,7

Hroro 3a CEMECTP

71,7

3a0

HToro no nucuuIuinHe

77,7

3a4eT C OLIEHKOM




5 Ob6pa3oBaTe/ibHbIEe TEXHOJIOTUH

Hcnonp3yrotes pa3nuyHbie 00pa3zoBaTesibHble U HH(OPMAaLMOHHBIE TEXHOJIOTUHU B
MIPOLIECCEe OpPraHu3aluy yueOHO-T03HABATEIbHON, HAYYHO-UCCIIE0BATEIbCKOM, YACTUUHO-
ITOMCKOBOM, PENPOAYKTUBHOM, TBOPYECKOM AESATEIBHOCTU CTYACHTOB.

OO0yueHne HaYMHAETCs ¢ IPUMEHEHHUS TEXHOJIOTHHU 1LIeJIeToaraHus, B YaCTHOCTH,
BO3MOKHOCTb TPYJIOYCTPOMCTBA HE TOJIBKO B TOCYJaPCTBEHHBIX, HO U HETOCY1apCTBEHHBIX
OpraHm3alusx, 4To TpedyeT crnocoOHOCTH 0OecreynBaTh TOKYMEHTHPOBAHHE BCEX
MIPOLIECCOB JIEATEIHHOCTH OPTaHU3AlUY U YIIPaBJICHHUE BCEM JOKYMEHTAIbHBIM (POHIOM NPU
000M JOKYMEHTO000pOoTe (OyMakKHBIN, SJICKTPOHHBINA, CMEIIAaHHBIH ), OPraHU30BBIBATH
CUCTEMBI YIIPaBJIEHUS JOKYMEHTAMU 10 MEXIYHAPOIHBIM CTaHAAPTAM.

[Tockonbky manHas npodeccuoHambHas 3ajada CrelaJIucTaMi Ha MeCTaxX pelaeTcst
C IOMOLIBIO IOUCKOBOT'O M HAYYHO-UCCIIEOBATEIBCKOIO METOA, TO JaHHAS TEXHOJIOTUs
UCIIOJIb3YETCS U JUIsl O0OYyYEeHHsI CTYACHTOB: MOJIB3YSCh HOPMATHBOM, 00Y4YalOIIUMCS HY>KHO
ONPEIEIUTh NOPAIOK JEHCTBUM 110 €r0 UCHOJIHEHHIO. [ [0MCKOBOM METOT OCYIIECTBISETCS C
npuMeHeHnem cetu MatepHeT B mpaBoBbIX nopranax «Koncynsrant [Lmrocy, «'apant»,
odunmansHeIM caiitom DefepanbHON CITyKObI TOCYJapCTBEHHON CTATUCTHKHU U JIp.
TexHOI0THs MPOEKTOB SBJISETCS OCHOBHOM TEXHOJIOTHEH, OPraHU3YIOIIEH CAMOCTOATEIbHYIO
JeSATEIILHOCTh CTYICHTOB. Pe3ysbTaThl CBOMX MOMCKOB CTYIEHTHI O(OPMIISIIOT B BUIE
tabymibl «Monens oreHkr Tpedoanuii [OCT P MCO 15489y, koTopas CKJIaapIBacTCs 13
BBITIOJIHEHUS Psi/Ia TOMAITHUX TBOPUYECKUX 3aJJaHUM, KOTOPBIC MPECTABIISIOTCS B
WHTEPAKTHBHOU (hopMe — IBpUCTHYECKAst Oece/Ibl (3aIInTa), OpraHu30BaHHAS
MIpEenoiaBaTesieM: BCE MaTepHalIbl aHAJIN3a MEXTYHAPOIHBIX CTAHIAPTOB 00CYKIAOTCSI.

PedeparuBHas padboTa 1mo3BoJisieT 0ojiee yriiy0IeHHO H3YUYHUTh IIPo0IeMy
WCCIICIOBAHMS, PACIIUPUTH IIOHUMAHUE B 00JIaCTh CBOMX 3HAHHMA. DTO opma
CaMOCTOSITEIILHOM pabOThI, (HOPMHUPYIOIIAS HABBIKK K CAMOCTOSTEIILHOMY MTOWCKY HOBBIX
3HaHUH ¥ U3JI0’)KEHHE MaTepuaja ¢ OIopor Ha MEPBOMCTOYHUK BKIIFOUAET B ce0s
pedepupoBanus MOHOTpapUi U cTaTEH B HAYYHBIX U HAYYHO-TIPAKTHICCKUX KypHAIAX,
COCTaBJICHHE 0030pOB. {7151 KOHTPOJIA PENPOIYKTUBHON NEATEILHOCTH CTYJICHTOB
WCIIOJIB3YETCSl TECTUPOBAHUE.

TexHomorne MOHUTOPHUHTA PE3YIHTATOB 00PA30BATEIHLHON IEATEILHOCTH B 1IEJIOM
SIBJISICTCS 3a4eT.

NudopmaninoHHO-KOMMYHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHHU 3aKIFOYAIOTCS
B MPUMEHEHHH CTICIIHAIU3UPOBAHHBIX MPOTPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB PabOTHI C
nHpopmanuen. UudpopmarimoHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTHH (JICKIIUS-BU3YaTU3AIIHS
— U3JI0KEHHE COJIEPKAHMSI COMTPOBOXKIACTCA MPE3CHTAIUEH (JIeMOHCTpaIuel yueOHbIX
MaTepuaioB, WIIIOCTPATUBHBIX, TPaUUECKUX ).

Hcnonb3yroTest IMCTaHIIMOHHBIE 00pa30BaTeIbHbBIE TEXHOJIOTH, PeaTu3yeMBbIE C
MPUMEHEHUEM UH(POPMAIIMOHHBIX U TeIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTUN TIPU
OTIOCPEOBAaHHOM B3aUMO/ICHCTBUM 00YUaIOIIEToCs U MeIarornueckoro paboTHHUKA.

[IpakTuueckue 3aHATUS POBOAITCS B (hOPME MPAKTUIECKOM MOJTOTOBKH B YCIOBHUAX
BBITIOJTHEHUST O0YJAIOIITUMUCS BUJIOB PabOT, CBA3aHHBIX ¢ Oy IylIei mpodecCHnoHaATbHOM
NeSTETFHOCTHIO U HATIPaBJICHHBIX HA ()OPMHUPOBAHKE, 3aKPEIUICHHUE, PA3BUTHE TIPAKTHICCKUX
HaBBIKOB M KOMIETEHITUH 110 PO U0 00pa3oBaTeIbHON TPOTPAMMBI.

st onteHKH OpT(OINO MPUMEHSIETCS] PEUTUHTOBAsI TEXHOJIOTHSI OIICHKU 3HAHHM.

6 YueOHO-MeToqHYeCKO€E OOecTiedeHHe CAaMOCTOSATEIbHOM padoThl 00yUYaommuXxcst

HpCI[CTaBJ'ICHO B IPUJIOKCHHU U 1.



7 OueHoYHbIe CpeCTBA JJIA MPOBeIeHHsI IPOMEKYTOYHOM aTTeCTAMHU
[IpencraBieHsl B IpUIIOKEHUU 2.

8 YueOHO-MeTOAMUYECKOEe M HH(POPMALIMOHHOE 00ecieYeHue U CHMILINHBI

a) OcHoBHas JIuTepaTrypa:

1. Baiickpo0oBa, E. C. MeTpoJjorus, craHapTH3alus | OIlcHKA COOTBETCTBHUS :
yaebHoe nocobue / E. C. Baiickpo6osa, JI. E. [Tokpamosud ; MI'TY. - MarHuTOTOpCK :
MI'TV, 2017. - 1 anektpoH. ont. auck (CD-ROM). - 3ara. ¢ Tutyi. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/20399 (mara obpamieHus:
31.01.2026). - MakpooObeKT. - TekcT : 37eKTpoHHbIH. - CBeIeH s JOCTYIHBI Takxe Ha CD-
ROM.

2. Aupapeesa, C. JI. Ynpapnenue nHGpOpMaIMOHHBEIME pecypcamu B Poccuiickoit
Denepanun u 3a pyodexxom : yaedbnoe mocobue / C. JI. Auapeesa, H. ®. T'annen ; MI'TY. -
Maruutoropck : MI'TVY, 2017. - 1 anexrpon. ont auck (CD-ROM). - 3ari. ¢ TuTyiL. 3xpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20337 (mata oOpamicHus:
31.01.2026). - MakpooOBeKT. - TekcT : 37eKTpoHHbIH. - CBeIeH s JOCTYIHBI Takxe Ha CD-
ROM.

3. Makamosa, B. H. Meroauka ynpasienus pecypcHbiMu puckamu B UT-ipoekTax :
yueoHoe mocobue / B. H. Maxkamosa, I'. H. UycaButuna ; MI'TVY. - MarauToropck : MI'TY,
2015. - 1 anexrpown. onr. auck (CD-ROM). - 3ara. ¢ tutyin. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/457 (mata oopamenwus: 31.01.2026).
- MakpooOBbekT. - TekcT : anekTpoHHbIiA. - CBefeHus nocTynHbI Takke Ha CD-ROM.

0) lono/iHUTeILHAS JINTEPATypa:

1. Auapeesa, C. JI. JlokyMeHTHpOBaHUE I€ATEIHLHOCTH HETOCYJapCTBEHHBIX
opranuzanuii : yaeoHo-meronudeckoe nocobdue / C. JI. Aunpeena ; MI'TY. - MaraHuToropck :
MI'TY, 2018. - 1 anekrpon. ont. auck (CD-ROM). - 3aru. ¢ Tutyi. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true (1aTa oOparieHus:
31.01.2026). - MakpooOwekT. - Tekcr : anekrponHsiid. - ISBN 978-5-9967-1157-4. -
Ceenenus goctynHbl Takke Ha CD-ROM.

2. bapam3un, C.B. OpranuzainoHHO-METOUYECKIIT MEXaHU3M OCBOCHUS
MPEeANpUATHAME U opraHu3anusamMu Tpedosanuii ctanaaptoB UCO cepun 9000 :
moHorpadus / C.B. ba-pam3un. — Mocksa : PTA, 2013. — 108 c. — ISBN 978-5-9590-
0409-5. — TexkcT : 27IeKTPOHHBII // DIEKTPOHHO-O0NOIMOTeYHas cucteMa «JIaupy : [cailT].
— URL.: https://e.lanbook.com/book/74260 (marta oopamienus: 31.01.2026). — Pexum
J0CTyTa: JJsl aBTOpH3. Tosib3oBarenei. https://e.lanbook.com/reader/book/74260/?
previewAccess=1#1

3. Baiickpo6oBa, E. C. Cucrema menemxmenTta kauectsa o UCO cepun 9000 :
yaebHoe ocobue / E. C. Baiickpo6osa, H. U. bapeimiaukosa ; MI'TY. - MarHuToropcek :
MI'TVY, 2015. - 1 anektpoH. ont. guck (CD-ROM). - 3arn. ¢ Tutyi. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=6.pdf&show=dcatalogues/1/1124042/6.pdf&view=true (maTa oOparieHus:

31.01.2026). - MakpooOBeKT. - TekcT : 37eKTpOHHBI. - CBeIeH sl JOCTYIHBI Takxe Ha CD-
ROM.

4. [Izenuk, B.A. Pa3zpaboTka cructeM MEHEI)KMEHTa Ka4eCTBa B COOTBETCTBUU C
MexayHapoaHbM ctangaptoM SO 9001:2015 : yuebnoe nocobue / B.A. JI3enuk. —
Bonrorpan : Boarorpaackuii 'AY, 2017. — 132 ¢. — TekcT : 27eKTpOHHBII // DIEK-TPOHHO
-Ooubnuoreunas cucrema «Jlauwy : [caiit]. — URL: https://e.lanbook.com/book/100848 (mata
obpamienus: 31.01.2026). — Pexum nocryna: s



https://host.megaprolib.net/MP0109/Download/MObject/20399
https://host.megaprolib.net/MP0109/Download/MObject/20337
https://host.megaprolib.net/MP0109/Download/MObject/457
https://e.lanbook.com/book/74260
https://e.lanbook.com/book/100848

aBTOpHM3. Mmosb30Bareneit. https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

B) MeToauueckue yKazaHusi:

CamocTosTenbHas paboTa CTyJACHTOB By3a : IpakTukyMm / coctapurenu: T. T
Heperuna, H. P. Ypazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuToropckuii roc.
texuuueckuit yH-T uM. . 1. HocoBa. - Marautoropck : MI'TY um. I'. U. Hocosa, 2019. - 1
CD-ROM. - 3arq. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true  (mara oOparmeHus;:

31.01.2026). - MakpooOBeKT. - TeKcT : 37eKTpoHHBIH. - CBeIcHHs JOCTYIHBI Takxke Ha CD-
ROM

MeTtonndeckue yka3aHus 110 BBIIIOJIHEHNUIO HHAUBUAYaIbHBIX IOMAIIHUX 3alaHui
npenacrasiensl B [lpunoxenun 1

r) [Iporpammuoe obecnneuenue u UHTepHeT-pecypcebi:

IIporpammuoe obecnevyenune

HaunmenoBanue .

o Ne norosopa Cpox neicTBUs TMIIEH3UN
7Zip cB00OOIHO pactpocTpanrsemoe [10 0eccpouHo
bpay3sep Mozilla
Eirefox cB00OOIHO pacnipocTpansemoe [10 0eccpouHo
bpaysep Yandex |cBoGonHo pacnpoctpansemoe 110 6eccpoyHo
FAR Manager cB000IHO pacnpocTpansemoe [10 0eccpouHO

IIpodeccnonanbubie 60a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI
HazBanwue kypca Ccblika
DrekTpoHHbIe pecypchl oubmmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocogra P0109/Web

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

Poccuiickas ['ocymapcreennas ouodimoreka. Karanoru
yaap /catalogues/

HanmnonansHas nH(GOpMamOHHO-aHATUTHYECKAS URL:
cuctema — Poccuiickuit nuaekc HayuHoro nutupoBanus | https://elibrary.ru/project_risc.
(PMHII) asp

DJekTpoHHas 0a3a mepuoIuUecKux u3nanuii East View
Information Services, OOO «1IBUC»

https://dlib.eastview.com/

9 MaTepuajibHO-TeXHUYECKOe o0ecneyeHue JUCHUIIMHBI (MO1yJIs1)

MaTepI/IaJ'[BHO-TGXHI/I'-Ie()KOG obOecreyeHne JUCITHUITIIIMHBI BKIIIOYACT:


https://e.lanbook.com/reader/book/100848/?previewAccess=1#1
https://magtu.informsystema.ru/uploader/fileUpload

Y4eOHble ayAUTOPUH [T TPOBEICHUS TUCTAHIIMOHHBIX 3aHATHHN JICKIIMOHHOTO TUTIA:
CTOJI KOMITHIOTEPHBIH, CTOJI MUCHMEHHBIHN, CTYJI OPUCHBIN, TOKyMEHT-Kamepa Epson,
ucrounuk oecrnepedoiinoro nuranuss POWERCOMIMD-1500AP , kamepa BbICOKOTO
pas3pelieHus, KOMITBIOTEpP EPCOHAIbHBIN (THIIO), ipoekTop ViewSonicPJD7526W,
cnimkepon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasi HACTOJbHAS, CTepeorapHUTypa (MUKPO(DOH C ITyMOIOIaBICHUEM ), IKPaH
nHacrennsiii Digis Optimal-C MW DSOC-11032*2.

Y4eOHbIe ay TMTOPHUH IS TIPOBEICHUS MPAKTHUECKUX 3aHSATHIA, TPYIIIIOBBIX U
WH/IMBUyaTbHBIX KOHCYJIbTAIHA, TEKYIIIETO KOHTPOJISI U IPOMEKYTOUYHOM aTTECTAIIMU: CTOJ
KOMITBIOTEPHBIH, CTOJ IMUChMEHHBIH, CTYJ OHUCHBIHA, JOKyMEHT-Kamepa Epson, nctouHuk
oecnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEP MEePCOHANbHBIN (THI6), mpoekTop ViewSonicPJD7526W, ciimkepdon
nacronbHblin Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTHuecKas
HACTOJIbHAS, CTEPEOrapHUTYpa (MUKPOGOH C IIyMOIOIaBICHHEM ), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2.

[TomernieHust 17151 cCaMOCTOSITEIBHON paObOThl 00YYAIONIUXCS: TIEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixoom B IHTEpHET U ¢ TOCTYIIOM B 3JIEKTPOHHYFO
MHGPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCHUTETA.

[Tomernienue Juist XpaHEHHS U TPOPHIAKTHUECKOTO 00CITy)KMBaHUsI Y4eOHOTO
000pYIOBaHUS: CTEIUIAXKHU JJIsl XPAHEHUS] Y4eOHO-HATISTHBIX TOCOOUH U y4eOHO-
METOAMYECKON JOKYMECHTAIUH.



Ipuioxenune 1

Y4ueOHO-MeTOANYECKOE O0ecTIeYeHre CAMOCTOSITEIbHO PadoThl 00y4ar0oIIUXCs

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

1. CocTtaBUTh TEPMHUHOJIOTMUECKHUI CIOBapHK B BUJAE TAOJMIIbI, MOJIb3YSACH
['OCTamu, yka3aHHBIMU B [IEPEYHE.
Memoouueckue pexomenoayuu
B cron6er; No 1 BHOCATCS TEPMHUHBI, KOTOPBIE BXOJSIT B TEPMUHOJIOTUYECKUE
cnucku tonbko cranaaproB MCO (I'OCT P UCO 15489-1-2007 u TOCT P UCO
30300-2015). B poccutickux tepmunogorndeckux ['OCTax (I'OCT P 51141-98 u
['OCT P 7.0.8-2013) Heobxoaumo HaiiTh coorBeTcTBYroIMi UCO TepmuH, eciau oH
OTCYTCTBYET, TO B HYXHYIO Tpady TaOJIHIIbl BIHUCHIBAETCS CIOBO «OTCYTCTBYET».
[Tocne Tabmuupl B BUAE TEKCTa HEOOXOAMMO CIENATh BBIBOABI O COOTHOLICHUU
COCTaBa TEPMUHOB U UX TOJIKOBaHUSIX.
Dopma mabauywl Kk 3a0anuio 1
ConocraBuUTeNbHBIN aHAJIW3 TEPMUHOB U OIIPEIEICHUIM

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

2. Tlonwb3ysce TpeboBanusamu n.5 TOCT P MCO 15489 no unentudukanuu
HOPMAaTUBHOW CpeAbl, COCTABUTh NEPEYEHb HOPMATHBHBIX MPABOBBIX AKTOB JJIs
OJIHOM (Ha BHIOOP) OpraHU3aAIMH (CM. CTUCOK HUXKE).

Memoouueckue pexomenoayuu

I'pynnupoBky aktoB, 3agannyto 'OCT P MCO 15478, cinenyer coXpaHsTh
oOs3aTenbHO! 711 TOATOTOBKM HOPMATUBHOM 0aspl omupaidTech Ha 0a3y
CIIpaBOYHBIX NpaBoBbIX cucteM Koucynprantllmroc, 'apant, Koaekc; mo Buagam
JEATEIIBHOCTH MOYKHO TIOJI30BAThCS cnpasoyunou ungopmayueti "Cpoku xpanenus
ooxymenmos opeanuzayuil” Ilopmana «Koncynomanmllniocy [DNEKTPOHHBIN
pecypc]. — Pexxum moctymna: http://www.consultant.ru/document/cons_doc LAW 121777/

Cnucox opranu3zanmiil

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

2.000 «XonaMmc» (HErocyJapCTBEHHasi OpraHu3aius, OCHOBHOM BHJ

AKOHOMUYECKOM ACATCIIBHOCTHU — YacrtHas ACTCKTHUBHAA U OXpaHHAA ACATCIbHOCTD,

1 I'IpMN\eanme: HasBaHue u XapPaKTEPUCTUKN BCEX YKA3AHHDbIX Opl'aHM3aLl,I/Iﬁ YC/Z1I0BHbI.



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

MecTo peructparuu — r. Y da Pecriyonuku bamkoprocTan);

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

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

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

Jlumepamypa

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

2. I'OCT P 7.0.8-2013 Cucrema ctraHmapToB mo HH(pOpMAIUU,
OMOMMOTEUHOMY U W3/AaTENbCKOMY Jeiy. [[eaomnpon3BoaCcTBO U apXUBHOE

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

3. I'OCT P HCO 15489-1-2007. HamnuoHadbHBIA CTaHAAPT
Poccuiickoit  ®eneparuu. Cucrema cTaHaapToB 1o  HH(OpMaIuw,
OMOMMOTEUHOMY U M3JAaTENbCKOMY JIeNy. YIpaBjieHHE JOKyMEHTaMH.
O6mue TpedoBanus (yTB. [Ipukazom Pocrexperymuposanus ot 12.03.2007 N

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

4, Irroctr p HCO 30300-2015 Cucrema cTaHgapToB IO
uH(popmanuu, OMONMMOTEYHOMY M H3AaresbckoMmy aeny. WHdopmanus u
nokyMeHTanus.  Cuctembl — ympaBiieHHs — JAOKymeHTamH. (OCHOBHBIE
noJioxkeHus u cioBaps (yTB. [Ipukazom PoctexperynupoBanus ot 09.12.2015
Ne 2123-ct) [Dnexrponnsiit pecypc]| / ®T'YII Cranmaptundopm. — Pexxum
Jnocrymna: http://protect.gost.ru/document.aspx?control=7&id=202553

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

Hnmepnem-pecypcoi
1. KoncynbrantlImtoc. — Pexxum moctyna: http://www.consultant.ru/
2 .udopmanonHo-npaBoBoil  moptan «l'apant.py». — Pexum
nocrtyna: http://www.garant.ru/
3. Uudopmanmonno-npaBosas cucrema «Koxaekcy. — Pexxum nocrtyna:
http://www.kodeks.ru/

IIpakTnueckoe 3axanue Ne 2


http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://protect.gost.ru/document.aspx?control=7&id=202553
http://www.consultant.ru/
http://www.garant.ru/
http://www.kodeks.ru/

no Jucuniuinie «MexayHapoaHble CTAHAAPTHI N0 YIIPABJIEHUIO
TOKYMEHTAMI)

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

B nepBriif cTOI0€I] BHOCUTCS 1IMTATa U3 TEKCTa YKAa3aHHOTO CTaHJapTa, Ie
oroBapvBaeTcss Ha3BaHHBIK B croibme Ne 2 mpunnun. Ilutara nmomkHa
COIIPOBOXIATHCS TOUHOM CCHUTKOM.

B Ttperuii cronmbenm BHOCATCS TOKazaTenu (Ha3BaHHUS JOKYMEHTOB W/WIIA
3amrceil 0 MPOU3BENCHHBIX JIEHCTBUSX ), M0 KOTOPBIM MOXHO CYIHUTh, UTO JAHHBIH
MIPUHIIUAT COOJTIOIAeTCSl B XOJI€ yIpaBleHUs JoKyMeHTaMu. ClieflyeT mpoaymMaTh U
nosooparh Kak MOXXHO OoJiblliee KOJMYECTBO BO3MOXKHBIX JIOKA3aTENbCTB,
CBUICTEIHCTB COOIIIOIEHNUS Kaxa0ro npuHiuna. K mokasaremnsm ciaeayeT OTHOCUTh
OTBETCTBEHHOCTh JOJHDKHOCTHBIX JIMI[ TIO COOMIONCHHUIO Ka)XIOTO NpPUHIMIA |
OCHOBHBIE pe3ynbTaThl CY /1.

Bropoii cron0en Tabiuibl HE 3aM0MHIETCS U HE TIONOJIHAETCS.

®opma Tabauib 1

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

no coOI00eHUI0 NPUHYUNOB NOTUMUKU 8 001aCMU YNPABIeHUsL 00OKYMEHMaMu

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

SKOHOMHUYECKOUN
1enecoo0pa3HoCTH

IIpuHiun yyera
OpraHU3alMOHHON CPEbl

[TpuHIMIT COOTBETCTBUSA
HOPMAaTUBHOM cpejie

[TpuHIMIT COOTBETCTBUSA
JIETIOBOM NEATEIIbHOCTH

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

JlaHHBIE CIeAYyEeT 3aHEeCTH B TAOJIUILY.

B nepBrIii cTO10€1] BHOCUTCS IIMTAaTa U3 TEKCTa YKAa3aHHOTO CTaHJapTa, Ie
oroBapuBaeTcs Ha3BaHHas B cToJiOe Ne 2 xapakrepuctuka CY/I. [{urara gomkHa
COIPOBOXKIATHCA TOYHOM CCHUIKOM.

Bropoii cronber TabiuIibl HE 3aMOMHIETCS U HE IOTOJTHICTCS.

B Tpermii ctonmber; BHOcATCS TOKaszaTenu (HAa3BaHUSI JOKYMEHTOB W/WJIH




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

B kadecTBe BCrmomMoraTelbHOr0O MCTOYHMKA JJIA 3aII0JTHCHUA CTOJI6I_I3 Ne 3

ayutie ucnonszoBate 'OCT P UCO 22310-2009 u 'OCT P CO 30300-2015.

dopma TabIUIIEl 2
Mooenv oyenxu coomeemcmaus mpeoosanusm ' OCT P HCO 15489-1-2007
no coomeemcmesuro CYJ[ mpebosanuim cmanoapma

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

Hagexuocts CY /J]

Hemoctaocts CY /]

CootserctBre CY]]

KommniiekcHOCTE
Cvya

Cucremnaocts CY ]I

Hcemounuku u numepamypa

. TOCT P HCO 15489-1-2007. HamwmonanwsHblii cTrangapt Poccuiickoi
®enepanuu. Cucrema cTtaHmapToB mo uH(OpMaiuu, OHOTUOTEUHOMY H
U3JIaTeNIbCKOMY JieTy. YTpaBieHue fokymentamu. Oomue tpedboBanus (yTB.
[Tpukazom PocrexperynmupoBanus ot 12.03.2007 N 28-ct) [DaeKTpOHHBIN

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

. TOCT P UCO 22310-2009. Uudopmarust 1 noxymeHTarusi. PykoBoicTBo
JUIs  pa3pa0OTYMKOB CTaHIApTOB, YCTAaHABIMBAIOIIMX TpeOOBaHUA K
ynpasiennto  gokymentamu  (ISO  22310:2006, Information and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmapturdopm, 2010.

[DneKkTpOoHHBII pecypcl. Pexum JIOCTyTa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

. TOCT P UCO 23081-1-2006. Undopmarusa u moxymentarus. [Iporecch
yOpaBJIEHHUS JOKyMEHTaMH. MeragaHHele s AoKymeHToB. Yacts 1.
[Mpununer (ISO 23081-1:2006, Information and documentation - Records
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Cranmaptuadopm, 2009. [DnexkrtponHblid pecypc]. Pexum mocryna:
http://www.norm-load.ru/SNiP/Datal/54/54932/index.htm

. TOCT P HCO 30300-2015 Cucrema crangaptoB no HHGOPMAIINH,
OuOAMOTEeUHOMY U HW3JaTenbckoMy neny. MHpopmanus v AOKyMEHTAIMs.
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(ytB. Ilpukazom PocrexperymupoBanus ot 09.12.2015 Ne 2123-cr)
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6. Jlapun, M.B. VYmpaBienue I0KyMEHTaMH Ha OCHOBE MEXIyHApOHOTO
crangapta MCO 15489-2001: metox. mocooue / M.B. Jlapun, O.W. Prickos;
BHUNIAI. M., 2005, C.5-20.

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

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

1. B 2001 r.

2. B 1986 .

3. B 1947 r.

4, B 2007 r.

3.bykBb1 «MCO (ISO)» HA MeKTYHAPOIHBIX CTAHAAPTAX 0003HAYAIOT:

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

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

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

4, [IpuHamnexHocTh  MEXIyHapONHOW  OpPraHu3aluu 10

cranaaptuzanuu k OOH.

4.B mnocieaHue aABa JecATWIeTHs padora ¢ gokymMeHTamMu B Poccum
U3MEeHMJIACH MOoJ BJusiHueM ABYX ¢paxkTopos. HazoBure ux.

e ['nmoOamu3amys SdKOHOMUKH.

e ll3meHeHue 0OIIECTBEHHOTO CTPOSI.

e [JloBcemecTHOE BHEJIPEHUE KOMITBIOTEPHBIX MH(POPMAITMOHHBIX

TeXHoJioruu u MaTepHera.

e BHenpeHue MeXIyHApOAHBIX CTAHAAPTOB.

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

1. BHenpenue 351eKTpOHHOTO JOKYMEHTO000pOoTa.

2. Cranmaptuszaiys MEHEKMEHTA.

3. VYBenuueHrue KOJMYECTBA JKCIEPTOB, YYACTBYIOIIMX B  pa3paboOTKe
CTaHJapTOB.

4, N3MmeHeHns B 3aKOHOJATEILCTBE.


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

6.Hauanom MexIyHAPOIHOI CTAHAAPTU3ANNH IPUHATO CYUTATh...

1. 1875 1., xoraa ObUIO yupexkJaeHo MexayHapogHoe OOpo Mep U BECOB U
npuHaTa MexyHapoaHas MeTpuyecKas KOHBEHIHS;

2. 1893 r. , xorga Obuia oOpa3oBana ['maBHas Ilamata mep u BecoB BO riaBe ¢
J.1. MeHaeneeBbIM;

3. 1918 roay, korga Obut mpuHAT Jekper Cosera Haponusix Komuccapos «O
BBEJICHUU MEXKyHAPOIHOM CHCTEMBI MEP U BECOBY;

4. 1947 r., korma Hauaiza paOoTatb MexayHapoaHas OpraHu3aLus
CTaHJIapTU3ALUH.

7.Ha3oBuTe TPHU MEKAYHAPOJAHBbIE OPraHU3AIUN 10 CTAHAAPTH3AIMH.
MexayHapoiHasi 3JEKTPOTEXHUYECKass KOMUCCHS,
MexayHapoaHasi OpraHu3alns CTaHIapTU3AIUY;
MexayHapoaabiii Coro3 DJIEKTPOCBS3Y;
EBponencKuii MHCTUTYT CTaHIAPTOB AIEKTPOCBS3H.
8.B ueMm cneundpuka MOHMMAHUSA IIABHOM 1eJU NPUMEHEHHUs CTAHAApTAa
3a pyOe:koM, B OTJHYHE OT POCCHHMCKOr0 TOJKOBAHUS HA3HAYCHUS

e

CTAaHAAPTOB?

1. HopmartuBHoe enuHooOpasue JeMCTBUN U pe3yJIbTaTOB IPUMEHEHUS;

2. HopmaTnBHOE 3aKperieHne MHHUMAaJIbHBIX TPEOOBAHMNA K MPOAYKIHH M
yCIIyTraM;

3. [ToryyeHne  BceoOmMX  ONTUMAJbHBIX  IMPEUMYIIECTB HA  OCHOBE
yJIOBJIETBOPEHUS TPEOOBAHUMN BCEX 3aMHTEPECOBAHHBIX CTOPOH;

4. JlocTuKeHHEe Hay4yHO, TEXHOJOTMYECKM W MPAaKTUUYECKH OOOCHOBAHHBIX
pEe3yJIbTaTOB.

9.HazoBuTEe NPaBHIBHYI IOCJIEA0BATEJIBHOCTh IJTANOB Ppa3padoTku

Me:xkayHapoansix crangapros UCO.

1. PaGounit npoekt —IlIpoekt komutera — I[IpoeKkT MeEXIyHAPOIHOTO
crangaprta —OKOHYATENbHBIM TPOEKT MEXAYyHApOJHOIO CTaHjapra —
MexyHapoaHbli cTaHAAapT — TE€XHUYECKUN OTYET.

2. PaGounit mnpoekt —IlIpoekt komutera — I[IpoeKT MeXITyHAPOIHOTO
crangaprta —OKOHYATENbHBIM TPOEKT MEXIYyHApOJHOrO CTaHjapra —
MexyHapoIHbIl CTaHAAPT.

3. PaGounit npoekt —IlIpoektr komutera — I[IpoeKT MeXITyHAPOIHOTO
cTangapra — MexIyHapOoaHbIA CTaHIapT.
4, [IpoekT MeXAYyHApOAHOrO craHgapra — MEeXIyHapOIHbIM CTaHIAPT

— HaroHansHbIN CTaHAAPT.
10.Yem wusmepsiercss 3(Q(PEeKTHUBHOCTH NPHUMEHEHHS MEKIYHAPOIHOTO
cranaapra?

1. [TonHoM yHUUKAIFEH TPOIIECCOB OPraHU3AIUH.

2 CoznanueM He0OXO0IMMOro MakeTa JIOKYMEHTOB.

3. OTcyTcTBHEM HapeKaHUI CO CTOPOHBI HAJ30PHBIX OPTaHOB.

4 [lonydyeHre  KOHKYpPEHTHBIX  NPEUMYIIECTB, NPUOBLIM  3a  CYET

COBEPLIEHCTBOBAHUS CUCTEMBI OPTAHU3ALNH JICJIOBOU JIEATEIBHOCTH.
11.B nmoucke orBera Ha BOINPOC, B YeM NPHUYMHA IIOXOI0 KadecTBa
TOBapoB M ycJayr, dkcnepTsl MCO npumim K BbIBOAY, YTO OHA 3aKJII0YAETCS
BCerja ...



e

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

«YrnpasiieHHe JOKYMeHTaMm»?

1.

2
3.
4

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

MCHEIKMEHTA KadeCTBa — 3TO0...»

1.

W

W

Cucrematuueckasi HASHTU(PUKAMS U YIIOPSAI0UCHUE ACIOBOM IEATCIIBHOCTH
u (WIM) JOKYMEHTOB IO KATErOpUSIM B COOTBETCTBHM C JIOTHYECKH
CTPYKTYPUPOBAHHBIMH  YCIOBUSMH, METOJlaMHM U  MPOIEAYPHBIMU
MpaBUJIaMH, MPEJICTABICHHBIMU B KJIACCU(UKAIIMOHHON CUCTEME.
CuctemMa MEHEKMEHTa Il PYKOBOJACTBA W YIPABJICHUS OpraHu3aluen
MPUMEHUTENIHHO K KaUeCTBY.
COBOKYIMHOCTh OCHOBHBIX JECHUCTBUW, HANPAaBICHHBIX HA JOCTHKECHUE
MOCTaBJICHHBIX 3a7a4 (11eIeH, MOoIIeNeit).
OO01mue HaMepeHHS W HaMpaBJICHUS JEATEIIbHOCTH OpraHW3alliid B 00JacTh
KadecTBa, 0QUIHAIBHO CPOPMYTUPOBAHHBIE BHICIITUM PYKOBOJICTBOM.

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

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

16.Kakoe MecTO OTBOAMTCH YNPABJICHHMI0O JOKYMEHTAMM B CTAaHAApPTaxX

HnCO 9000?

1.

2.
3.
4

N

VYhpaBieHue JIOKYMEHTAMHU pPacCMaTpUBAETCA KaK BCIIOMOTaTEIbHbIN
mpoiiecc, 00CYKUBAIOIINI MEHEKMEHT.

YnpasineHne JOKYMEHTAMH SIBJIIETCA CAMOM BaXKHOM YaCThIO MEHEKMEHTA.
VYrpaieHue JOKyMEHTaMH SIBJISIETCSI COCTABHOM YaCThIO MEHEIKMEHTA.
VYrpaieHue J0KyMEHTaMH HE pacCMaTPUBAETCSI M HE OMUCHIBACTCS.

17.B 4eM 3aKJII0492€TCH YHUBEPCAJbHOCTH cTaHaapToB ISO cepuu 9000?
OHU TpUMEHUMBI JJIS JIFOOOM OpraHu3alid BHE 3aBUCUMOCTH OT
YUCJICHHOCTU TMepcoHaa, (popMbl COOCTBEHHOCTH, 3aHUMAEMbIX PBHIHKOB,
XapakTepa BBITYCKaeMOM MPOAYKIIUU UJIU OKA3bIBAEMBIX YCITYT.

OHu npeyaratoT oAHy OOIIYI0 YHUBEPCAIBHYIO MOJIC)Ib MEHEKMEHTA.
YHHUBEPCATBLHOCTh CTAHJIAPTOB OOECIEYUBACTCS TEM, UYTO B TPEOOBAHUAX
OBLTM yYTEHBbI MHEHUS PA3HBIX HKCIIEPTOB.



&

YHUBEpCaTbHOCTh MPOSIBISIETCS B TOM, YTO JAHHOW cepuu 0000IIEeHbI
TpeOOBaHUS IPYTUX CEPHUM CTAaHAAPTOB.

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

19.0co0enHoe OTHOLIEHHME K AOKyMeHTamum cranaapros 9000:2000

ompeeasieTcst TeM, 4T0...

1. Ha kaxioM npeanpusTvu, B KaKI0M opraHu3aliu JT0KHA ObITh HE TOJIBKO
pa3paboTaHa, BHeIpeHa U JACHCTBOBATh CUCTEMA MEHEKMEHTA KauecTBa, HO
3aI0KyMEHTUPOBAHA;

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

3. VYpasneHne TOKyMEHTaMU SIBIIIETCS CaMOM BaXKHOM YaCThIO MEHEKMEHTA.

4 VYrpaBiieHHE TOKYMEHTAMU SABJISIETCA COCTABHOM YACThIO MEHEI)KMEHTA.

20.Moaesib  MeHEI:KMEHTAa KayecTBa [JOJKHA  COOTBETCTBOBATH
npuHuunam CMK. CkoJibk0 NpMHIMIIOB oroBapuBaercs B cranagaprax UCO

9000 Bepcuu 2015 1.

1. S IPUHLHIOB;

2. 6 IPUHIIUIIOB;

3. 7 IPUHLIUIIOB;

4, 8 MPUHIIMIOB.

21.«PUCK-OpMEHTHPOBAHHOE MBbIILIEHHE» MOSABWJIOCh B CTaHAAPTax

W

BepCHH...

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

22. Kakoil TeXHMYECKHMH KOMHTET SIBJISIETCS TJIABHBIM IO pa3padoTke

CTAHAAPTOB 10 YNPABJICHHUIO JOKYMEHTAMHU?

1. TK 176 «YnpaBneHue KauecTBOMY;

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

3. TK 46 «udopmanus u 1OKyMEHTaILIH;

4 TK 6 «bymara, KapTOH U LIEJUTFOJI03a.

23.loxkymenTanusa CMK BrJIro4aeT ciaeAyOMid NaKeT JOKYMEHTOB:

1. Muccust opraHuzanuy, LEIW U TMOJIUTHKA OpPraHU3alud, PyKOBOJICTBO I10
KaueCTBY, JOKYMEHTUPOBAHHBIE MPOLEAYPHI, TOJKHOCTHBIE MHCTPYKLIHHA U
MOJIOXKEHUSI O CTPYKTYPHBIX IMOAPA3ACICHUSX, CTAHAAPTHl OpraHu3aluu 1
paboure UHCTPYKIUH.

2. JIOKyMEHTUPOBAHHbIE  MPOLEAYpPbl, JOKHOCTHBIE  WHCTPYKIUU U
MOJIOKEHUSI O CTPYKTYPHBIX MOAPA3ACNICHUAX, CTAaHAAPThl OPraHU3aluu U
paboure UHCTPYKIUH.

3. [lenrn W NOJWTHKAa OpraHMW3aluy, pPYKOBOJACTBO IO  KaydeCTBY,
JIOKYMEHTUPOBAHHBIE MPOLEAYPHI, JOJKHOCTHBIE HHCTPYKIIMH U TTOJIOKEHUS
O CTPYKTYPHBIX TMOJpa3JeleHus X, CTaHAApThl OpraHu3aluu U padouue



UHCTPYKIIWH;
4. PyKOBOZCTBO 1O KayecTBYy, NJOKYMEHTHUPOBAHHBIE MPOLEAYPHI, CTAHAAPTHI
OpraHu3alyy U padoure HHCTPYKIIHH.

IIpome:xxyTouHbIi TecT Ne 2
o JUCHUILUIHHE «MeKIyHApOAHbIE CTAHAAPTHI YIIPaBJICHUS
TOKYMEHTAMI)

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

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

1. B ABcTpanuu aydnive ceKpeTapHu.

2. ABCTpanus BbICTynuiIa ¢ ”HUIUATUBOM co3nanus [SO 15489.

3. ABcCTpanusi paHbllle Jpyrux BHEAPWIA HAUWOHAIBHBIA CTaHAApT 110
YOPABJICHUIO JTOKYMEHTAMU M €ro MPU3HAIM JIYYIIMM B MEXIYHapOJIHON
IIPaKTUKE.

4. ABcTpanus Bcerja BhINOJIHAET AaHHYI0 QpyHKuuio B TK.

3. Mexxaynapoaunsiii crangapt ISO 15489 Boime ...

B 2-X 4acTsX;

B 3-X 4acTsX;

B 4-X 4acTsXx;

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

R i

1. Toneko 1-as 4yacTsk.

2. Tonbko 2-as 4acTh.

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

5. Kak Obl1 ouenen crangapr ISO 15489 mekayHapoaHbIM
coodmecTreom?

1. CraHgapT 10JIrue roJibl MTHOPUPOBAJICS MEXKIYHAPOIHBIM COOOIIECTBOM.

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

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

MPOTrPaMMHBIM JIOKYMEHTOM, B KOTOPOM TIEPEUMCIICHBI 00s3aTelIbHbIE
aeMeHThl d(Q(PEKTUBHOTO yIpaBieHHUS JOKYMEHTaMmH Jitoboro (opmara, B
JTO0BIX OpraHu3ausax (J000i OpraHu3alMOHHO-TIPABOBOM (HOPMBI, BHIIA
HKOHOMHYECKOU JIeATeTbHOCTH, (POPMBI COOCTBEHHOCTH).

4, Crangapt ISO 15489 Obul mpu3HaH W BBICOKO OIEHEH BCEMH, KpPOMeE
MexayHapoTHOTO COBETa apXHMBOB, TaK KaK OH HE MPUMEHHM B apXHUBHBIX
OpraHu3aIusIX.



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

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

7. lHouemy, mo muenuro B.®D. SAukosoii, MCO 15489 '"craBut kpect'" Ha
J1eJI0NPOU3BOACTBE B CTAPOM MOHUMAHUM?

1. CranpapT Kacaercss BCeX JOKYMEHTOB OpraHu3aluu (a HE TOJIBKO
YIPABJICHUECKHUX ), OTPAKAIOIIUX BCE JECIIOBbIE MPOIECCHI.

2. CrangapTt 0003HauMI HEOOXOIUMOCTh MepecMOoTpa craryca ciaykoel JJOY u
€€ POJIH B JIEATEIIbHOCTH OPraHU3allMU B LIEJIOM.

3. CranaapT He HpeanojaaraeT BO3MOXHOCTH IPUMEHSATh HAllMOHAJIbHBIA OIBIT
yIpaBIeHUS TOKyMEHTAMH.

4. CrangapT TpeOyeT NOJHOM 3aMEHbI BCE HAyYHO-TEPMHUHOJIOTMYECKON 0a3bl
JIEIIONPON3BOICTBA.

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

1. EBponeiickuii UHCTUTYT cTanaapToB 3ekTpocBsizu (ETSI);

2 Mexnaynaponnbiii Coro3 Dnexrpocssizu (ITU);

3. MexnyHnapoanas snekrporexuuyeckas komuccus (MOK/IEC);

4 Mex1yHapOoIHbIi KOHCYJIbTaTUBHBIM KOMHTET IO CTAHAAPTHU3ALHUH CHUCTEM

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

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

10. Kakoii "3 mnepe4yMcJeHHBbIX HHUKEe MEKIYHAPOAHBIX CTAHIAPTOB
NpeIHA3HAYEH /ISl CO3JaHMsl B OPraHu3anusiX CHUCTEM YNpAaBJIeHUS
JOKYMEHTAMH HAa CTPATerH4eCKOM YpPOBHe, TO €CTb Ha YPOBHe
OTBETCTBEHHOCTH M B 30He NPUHSATHS PelIeHU PyKOBOACTBA?

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

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

3. NCO  15489:2001 «Mudopmaumss ©  JOKyMEHTalus.  YIpaBlieHHE
JIOKYMEHTaMn»;

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

11. Kakas mnpo0Ojema/bl BO3HMKJIA/M ¢ BHeapeHueM cranaapra HCO
15489:2001? «Mudopmanus U JOKYyMEHTAUSA. YTIPaBJIeHHe JOKYMEHTAMI» B
Poccun?



[IpoGnema HarMOHAIbHOM crienu(UKU B IPAKTUKE PAOOTHI C TOKYMEHTAMHU.
[TpoGaema HECOBMECTUMOCTH C POCCUICKON 3aKOHOJATEHHON 0a30H.
[IpoGnema orpaHUYEHHOCTH TPUMEHEHUS CTaHAapTA.
[IpobGnema TepMHHOIOTUIECKOTO HECOOTBETCTBHSI.
12. IlepeBoa KakKUX TEPMHUHOB BBI3BAJ HaW0OJbIIHE TPYIHOCTH Y
nepesoxunkos BHUNJIAJI?
1. apXWB;
2. MeTaJaHHbIE;
3. JIOKYMEHT;
4 3aIuCh.
13. KiiroueBoe moHsiTHE «yNpaBJeHHe JOKYMEHTAMMW) B Pa3HbIX CTPaHAX,
B TOM 4ucjae Poccuu, BHI3BAJI0 TEPMHHOJIOTHYECKY0 TUCKYCCHIO. C KaKuMH
U3 NePeYnCJIeHHbIX HUKe MOHATHI €ro CTPEeMUJIHCH OTOXKAECTBJIATH?

e

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

3. yIPaBJICHUE apXUBAMHU;

4. CO BCEMH TIEPEUNCICHHBIMH.

[IpomexyTounsiid TecT Ne 3
MextyHapOIHbIE CTAHAAPTHI YIIPABICHUSA JOKYMEHTAMU

1. K xapakrepucrtukam cucreM ynpasjeHus fokymesramu 'OCT P UCO

15489 oTHocur:
a) JOCTOBEPHOCTh, AYTEHTUYHOCTb, HPHUTOAHOCTb IS HCIOJb30BaHUA,
LETTOCTHOCTB;
0) CHUCTEMHOCTb, KOMIUIEKCHOCTb, ayTEHTUYHOCTh, HPUTOJHOCTH JJIs
VCITOJIB30BAHUS;
B) HaJIEKHOCTh, CHUCTEMHOCTb, COOTBETCTBUE, JIESTUTUMHOCTb, LIETIOCTHOCTb;
1) HAJIEXKHOCTb, LIEIOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHE.
2.PacnpenesieHHOe ynpaBJieHHe JOKYMEHTAMH — ITO...
a) KOHTpoiupyemas H JOKyMeHTanbHO odopmiienHas CVY]I, koropas
croco0Ha NOIEPKUBATh AIbTEPHATUBHBIE BAPUAHTHI Pa3MEILIEHUS TOKYMEHTOB;
0) CY /1, ucnonp3ytoiasi ayTCOPCUHT;
B) CY]l, rae OTBETCTBEHHOCTh 3a JOKYMEHTHI paclpeeneHa MexXa1y BCeMHU
pabOTHHUKaMH OpraHU3aluu;
r) npaBuibHO crnpoekTupoBaHHas CVY][, cooTBeTCTByIOIIas METOJ0JIOTHU
NCO.
3.Bb100p HOcHTE 151 MHPOPMALUH 3ABUCUT OT:
a) CPOKOB XpaHEHHUsI TOKYMEHTOB
0) IPOrHO3UPYEMBIX TUIIOB YPE3BbIYAWHBIX CUTYaLlUH
B) MaTe€pUAJIbHBIX BO3MOKHOCTEN OpraHU3alNH
r) 00beMa IOKyMEHTO000pOTa OpraHU3alINH.

4. I'ne orpakarTrcst cBeieHHs 000 BCexX Onepanusix CUCTeMbI YIIPaBJIeHHUS
JOKYMEHTAMH, KOTOpbIe MOJKHBI ObITh MNPOM3BeIEHbl € KOHKPETHBIM
AOKYMEHTOM?

a) B METaJIaHHBIX O JJOKYMEHTE;



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

5. 9ror Meroxq (M OAMH M3 NPOLECCOB YNPABJEHUS JAOKYMEHTAMH)
NMOMOraeT YCTAHOBUTHb CBSI3b MeEKAY OTAeJbHBIMU JOKYMEHTAMH [JIsl
ol0ecrieyeHust HeNpepbIBHOTO JOKYMEHTHPOBAHHUSA NeSITeJIbHOCTH;
COIVIACOBAHHO NMPHUCBAMBATH MMEHA JOKYMEHTAM B TedeHHe JJIMTEeJbHOI0
BpPEeMEHH; 0Ka3bIBATh IOMOUIb NPH MOMCKE BCEX JOKYMEHTOB, OTHOCSIIIUXCH K
onpeaejieHHONM (YHKUUM MM BUAY /A€J0BOM [AeSITEJbHOCTH; ONpeaeJATh
MOAXOASIIYI0 IS Pa3IM4YHbIX rpynm AOKYMEHTOB 3alIUTy
KOH(PUACHUMAIBLHOCTH, a TaKKe pa3srpaHM4YMBaTL JAOCTYN, MpaBa
MoJib30BaTesieil Ha JOCTYIl UJIM HA NMPOBeJAeHUe NeiCTBUU € ONpeaeJeHHbIMHA
rpynnaMu AOKYMEHTOB; pacnpefejiTb OTBETCTBEHHOCTH IO YNPABJICHUIO
onpeaejJieHHbLIMU TPyNIaMHM JOKYMEHTOB; paclpelejiiTb JAOKYMEHTbI IO
OT/ACJNbHBIM MNPOLEAYPAM B PaMKaxX /J1eJIOBOH [esiTeJIbHOCTH; ONpeaessiTh
COOTBETCTBYIOLIME CPOKM XPAHEHUSI M NACHCTBHUA MO O0TOOPY JOKYMEHTOB Ha
XpaHeHHe WK YHH4YTOokeHue. HazoBure 3ToT MeToa (M mpouecc).

6. KakuM HOpPMATHMBHBIM JOKYMEHTOM B OPraHU3aluM JIOJIKHO
perJiaMeHTHPOBATHCA KOHBEPTHPOBAHUE M MUIPALUs JOKYMEHTOB U3 OJHOI
CHCTEMbI YIIPABJICHUS JOKYMEHTAMH B IPYry10?

a) 'OCTowm;

0) ycTaBOM OpraHu3aliu;

B) MHCTPYKIIMEH MO KOHBEPTUPOBAHUIO U MUTPAIIMH JOKYMEHTOB;

I) OPUKAa30M O KOHBEPTUPOBAHUM M MUTPALUU JOKYMEHTOB W3 OJHOU
CUCTEMBbI YIIPABJIEHUS IOKYMEHTaMU B JIPYTYIO.

7. CYA nonxkHbl ObITH CHPOCKTHPOBAHBI TaK, 4YTOObI [JOKYMEHTHI
COXpaHsJn 4 CBOMCTBAa HE3aBHCHMMO OT JIIOObIX M3MEHEHMH B CHCTeMe Ha
NPOTS’KEHNH BCero Nnepuoaa UX XpaHeHUsl M ucnoJib3oBaHusi. HazoBure 3TH
cBoiicTBa. OTBET BIUIINTE CJIOBAMU
8. TOCT P HUCO 15489 ompenensier, 4T0 «ympaBJieHHE MPOLECCOM
JA0CTyNIa MNpeAyCMATpUBaeT, 4YTO: Aa) JAOKYMEHTBbI pacnpeiejeHbl 110
KATeropusiM B COOTBETCTBHH € MX CTATYCOM /I0CTYNA B ONpeesIeHHOEe BpeMs;
b) 10OKYMeHTBI JOCTYNHBI TOJbKO JIMIAM, 00J12Jal0I[UM NPABOM J0CTyNA K
HHMM; C) 3aCeKpeYeHHbIe JAOKYMEHTbI JH00 NOKYMEHTBbI € OrpaHMYEeHHBIM
JAOCTYIIOM MOIYT ObITH NPOYTEHBbI TOJbKO NMPH HAJMYMU COOTBETCTBYIOLIErO
paspeuieHus». JOMOJHUTE ITOT CIUCOK elle IBYMs MOKAa3aTeJasIMH.

9. B kakux ciay4dasix JOCTYN K JOKyYMeHTaM WM MHGOpMAalUM O HHX
cJielyeT OrPpAHNYUBATD?

a) Ecniu JoKyMeHTBI coziepKaT nepcoHalbHy0 HHGOPMALIHIO;
0) ecu TOKYMEHTBI COJIEp>KaT KOMMEPUYECKYIO TaliHY;
B) €CJIM JOKYMEHTHI COJIEpKaT CIyXKeOHYI0 HH(POpMaIIHIO;
I') TOCTYIl OTPaHUYUBAIOT KO BCEM JIOKYMEHTaM OpraHu3aliu.
10. «KOHTpPOJIb MECTOHAXO0KACHUS [OKYMEHTa IpeayCMaTpuBaeT



(pukcanuio napaMeTpoB HeOOXOAMMBIX I OTCJAEKHBAHUS JIBUKEHHSA
AOKYMEHTA, K YHCJIY KOTOPBIX OTHOCHUTCS WIAEHTH(UKATOP JTOKYMEHTA, €ro
3aroJI0OBOK, CBeJCHHH O COTPYIHHKe MJIH IOApa3JejieHuH, 00JiagaoumemM
JAOKYMEHTOM, M ...» Brnimiure cjioBaMu HeOCTAIOIIMI mapaMeTp.

11. Kakue 3Ttanbl JBUKEHUS] JOKYMEHTOB CjeAyeT OIrOBOPUTH INpH
COCTABJIECHMH TEXHUYECKOTr0 3aJaHMsl Mepel NPOEKTUPOBAHUEM CHCTEMbI
ylpasBJieHUsl JOKYyMeHTamu ?

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

0) BblJaua, TMepegaya JOKyMEHTAa MEXIy COTpYJHUKAaMH;, BO3BpAT
JIOKyMEHTOB Ha MECTO WX PACIOJIOKEHUS WM XPAHCHUS; U3BSITUE UX U3 CUCTEMbI
YIPaBJICHHS TOKYMEHTAMU U ETh U3bATHS

B) BblJaya, Mepeaadya JOKyYMEHTa MEXAy COTPYJHUKAaMHU; BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKECHUS WIM XPaHEHUS; U3BATUE UX U3 CUCTEMBbI
yIPaBJICHUS TOKYMCHTAMH,

r) BblJaua, Iepegaya JOKYMEHTa MEXIy COTPYJIHHMKAaMH;, BO3BpaT
JIOKYMEHTOB Ha MECTO UX PACIOJIOKECHUS WIM XPaHEHUS; U3BATUE UX U3 CUCTEMBbI
YOpPaBJICHUS JTOKYMCHTAMHU, IIeJb W3BATHS, HWHHUIIMATOP H3BATHSA, CCHUIKA Ha
HOPMATHUBHBIA JOKYMEHT.

12. Ilpu ¢u3uvYeckOM YHHUYTOKEHUH [JOKYMEHTOB pPeKOMEHIyeTcs
PYKOBO/JICTBOBATHCS ONpeAe e HHBIMU MPUHIIUNAMH. Y KAKUTE HEJOCTAIOIIMIA
npuHiun. OTBeT NUIIUTE CJI0BAMM.

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

- JIOKYMEHTBbI, CBSI3aHHbIE ¢ TNPEACTOSINUMH WJIH TPOBOAUMbBIMHU
CyIeOHbIMH PpPa30MpaTeJIbCTBAMU U PACC/IEI0OBAHUSIMH, YHUYTOXATH He
cjaeayer;

- cJeayeT YHUYTOXKATH BCe KOMHUHU [IOKYMEHTOB, pa3pelieHHbIX K
YHHUYTOKEHUI0, BKJII0UYasi IEPCOHAIbHBbIE, CTPAX0OBble U Pe3ePBHbIE KOMUM.

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

a) KnaccuduKaiys ¥ UHIEKCUPOBAaHUE,

0) SKCIepTH3a [ICHHOCTH,

B) OoTOOp W Tepenaya TOKYMEHTOB Ha TIOCIEAYyIOIee XpaHCHHE WIIH
YHUYTOXEHUE;

') cocTtaBieHue U 0hopMIICHUE JOKYMEHTOB

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

a)  JOKyMEHTalIbHO  3aUKCHUpPOBaTh  HOPMBI  COOTBETCTBYIOIIETO
3aKOHOJIATEIbCTBA, CTAHAAPTOB U MOJUTUKY OpTraHU3ALINH;

0) peryaspHO MPOXOJNUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAJT30PHBIX



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

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

a) UIMETh TOJBKO OJIHY aBTOMaTU3UPOBAHHYIO CUCTEMY B OPraHU3aLUN;

0) peryasipHO MPOXOJAUTH MPOBEPKY BO BHEIIHUX ayAUTOPCKUX U HAJ30PHBIX
OpraHax;

B) 0co0o€ BHHMaHHUE YJENsATh BCeM HH(DOPMAIMOHHBIM CHCTEMAM H
npaBuiaM (CTpaTerusM, MOJUTUKAM ), TPUMEHSEMbIM BHYTPU OpraHu3allii,

') HA3HAYUTh OTBETCTBEHHBIX 3a MTPOBEICHUE ayauTa U MOHUTOpUHTra Y /1.

16. KeM 10JI2KHBI YTBEP:KIaThCS BCe PelIeHUs 0 BKJIKYECHUH TOKYMEHTOB
B CY/l 1 ycTAaHOB/ICHHH CPOKOB M NOPAIAKA UX XPAHEHHH?

a) BBICILIMM PYKOBOJICTBOM;

0) orBeTcTBeHHBIM 32 CY/;

B) HAJ30pHBIM OPraHOM, ayJUTOPAMU;

') apXUBHBIM OPTaHOM.

17. C keM J0/LKHBI COIVIACOBBLIBATHCH BCE PEUICHUS O BKJIKYECHHUHU
JOKYMEHTOB B CHCTEeMY yIIPaBJIeHUS JOKYMEHTAMM H YCTAHOBJIECHUHM CPOKOB U
NMOPAIKA UX XpaHeHus ?

a) BBICILIUM PYKOBOJICTBOM;

0) otBercTBeHHBIM 32 CY /I;

B) HAJ30PHBIM OPTaHOM, ayJAUTOPaAMU;

') ApXUBHBIM OPraHOM.

18. B cayuae oOHapy:KeHMSI HENPHUIOAHOCTH WJIH HeIP(PEeKTHUBHOCTH
HCIOJIb3YeMOI CMCTeMbl YIIPABJIEHUS JOKYMEHTAMH H MPOLECCOB YIPABJIECHUS
AOKYMEHTAMH HEO0XO0IUMO...

a) yanutoxutb CY/l;

0) monuduipoBath npouecco Y 1;

B) 3ameHuTh CY /I;

') IeperTH Ha OyMakKHBIN TOKYMEHTOOOOPOT.

19. IIporpammsbl 00y4YeHHs] YNPABJCHHI0 [OKYMEHTAMM [10JIKHBI
O0XBATHIBATh...

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

0) poJii U OTBETCTBEHHOCTh BCEX PYKOBOMASIIUX PAOOTHUKOB;

B) POJIM U OTBETCTBEHHOCTH TOJIBKO BCEX IITATHBIX COTPYAHUKOB;

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

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

a) 'OCT P 1CO 30300-2015 ormenun I'OCT P UCO 15489-1-2007;
6) T'OCT P UCO 30300-2015 pertanu3upyeT U yTOUYHSET MOJOKEHUS
I'OCT P UCO 15489-1-2007,



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

o IMCIOMIIJIMHE «Memyﬂapounble CTaHIapPThI YIIPaBJCHUSA
AOKYMEHTAMM»

3apanue 1. CoctaBuTh 0030p MyOJIMKAIMK MO MEPUOIUICCKUM H3IaHUSIM

(razeraM, HayYHO-TIPAKTUICCKUM KypHaIaM, COOpHUKAaM Hay4IHBIX TPYIOB H Jp.) 32
nocneanue 10 7€t o poccutickom U MeHCOYHAPOOHOM onvime YNPasieHUs
OOKYMEeHMAamMu 8 OpeaHu3ayusx, ynpasisiemvix o MeicOVHapoOOHbIM CIMAHOApPMam
HUCO cepuu 9000 (paznvix sepcuii).

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

y4eTa CTpaHUI] CChUIOK) C 00s3aTeNbHbIMU OHOIMOrpa)uyecKuMH CChUIKAMU Ha
uctounuku. pudt - 14, Times New Roman, mexctpounsiii uatepsan -1,5. Bee
IOJISA 110 2 CM.

Jlumepamypa u ucmoyHuxu

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

2. MeHnemxMeHT cerofus : [kypHan] / yupeautens: 3A0 "U3aar.
nom "I'pedbernnkoB" . — 2001- . — M. : I'pe6ennukoB, 2006-2010 . — Pexxum
noctyna : http://elibrary.ru . - Beixogut pa3 B 2 mecsina . — C.2011 roga
JNOCTYTEH B 21eKTpoHHOM BHze . [SBN oTcyrcTByer .

3. Menemxment B Poccun u 3a pyOexoMm : Bce O TEOpUU U
MpaKTUKE YIMpaBiieHus OW3HecOM, (pUHAHCAMH, KaJpaMu... : [KypHai]| . —
1997- . — M. : ®unnpecc, 2013- . - Boixonut pa3 B 2 mecsana . - [ISBN
OTCYTCTBYET.

4, Iroctr P HMCO 30300-2015 Cucrema cTaHgapToB IO
uHdopmaruu, OMOIMOTEYHOMY M u3Aarenbckomy aeny. Wudopmanus u
nokyMeHTanus.  Cuctembl — ympaBieHUs — JAoKymeHTamu.  OCHOBHBIE
noJsioxkenus u cioBaps (yTB. [Ipukazom PocrexperynupoBanus ot 09.12.2015
No 2123-ct) [Dnextponnsiit pecypc] / ®I'YII Cranmaptundopm. — Pexum
Jocryma: http://protect.gost.ru/document.aspx?control=7&id=202553 .

3aganme 2. CocTaBUTh MOJEIb OLECHKH HAIMYUS B JOKYMEHTAX

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

MeTtoanyeckue yKazaHus
JlaHHbIC CIEyeT 3aHECTH B TAOIUILY.
dopma Tabmuisl 1
Mopenb OlIeHKH HATMYus B TOKyMEHTaX 00s13aTeIbHBIX CBOMCTB, TPEOYEMBIX


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

I'OCT P UCO 15489-1-2007

Ilonoxenue crangapra CBolicTBa JOKYMEHTOB IToka3zarenu
I'OCT P UCO 15489 (myHKT COOTBETCTBUSI  TPeOOBaHUSM
No u HazBanue) CTaHaapTa
1 2 3
AyTEeHTUYHOCTb
JlocToBepHOCTH
IlemocTHOCTD
IIpurognoctes Uit
WCIIOJIb30BAHUS

B mepBrIil cTo6€1 BHOCUTCS ITUTaTa U3 TEKCTa YKa3aHHOTO CTaHIapTa, IIe
oroBapuBaeTcsi Ha3BaHHOE B cToyibre Ne 2 cBoilcTBO AokyMeHTa. Llutata momkHa
CONPOBOKJIATHCSI TOUHON CCBUIKOM.

Bropoii cronben Tabiuibl HE 3aM0MHIETCS U HE TIONOJIHAETCS.

B Tperuii cronberny BHOCATCS MOKazareiau (PEKBU3UTHI, METa/laHHBIE,
JOKYMEHThl W/WIM 3aluced O NPOU3BEIEHHBIX JCHCTBUSX, MEPEUUCICHUE
OCHOBHBIX pPE€3yJbTATOB), IO KOTOPHIM MOXKHO CYAHTb, YTO JOKYMEHTHI 00JIaJatoT
TpeOyeMbIMU B CTaHIapTE CBOMCTBAMU.

B kauecTBe BcoMoraTenbHOro Marepuana AJis 3amojiHeHus: crondna Ne 3
CJIEIyET UCIOJIb30BaTh CIEAYIOIINE HCTOYHUKH U JINTEPATYPYy.

Jlumepamypa u ucmounuxu

1. I'OCT P HUCO 15489-1-2007. HaumoHanbHblii cTanmapt Poccuiickoit
®enepauuu. Cucrema cTaHnapToB mo HH(OpManuu, OHUOIMOTEUHOMY H
U3aTeNIbCKOMY Jieny. YpaBiienue jokymentamu. Oomue TpedoBanus (yTB.
[Tpukazom PocrexperymupoBanusa ot 12.03.2007 N 28-ct) [DaeKTpOHHBIN
pecypcl]. Pexum JIOCTyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548

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

[DneKTpOHHBIN pecypcl]. Pexum JIOCTyTIA:
http://files.stroyinf.ru/Datal/58/58314/#1132385

3. 'OCT P UCO 23081-1-2006. Uudopmaruss u moxymentarusi. [Ipoiecchr
yIpaBIECHUS JOKyMEHTaMH. MeTagaHHbele Uil AOKyMeHTOB. Yacte 1.
[Mpunmuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

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

4. I'OCT P HCO 30300-2015 Cucrema cranmapToB 1Mo uH(pOpMAaIUH,
OuOIMOTEUHOMY U HW3JaTeNbckoMy neny. MHpopmanus U TOKyMEHTalus.
Cucrtembl ympaBiieHUsT TOKyMeHTaMd. OCHOBHBIE TOJIOKEHUS M CIOBaphb
(ytB. Ilpuxazom PocrexperymupoBanus ot 09.12.2015 Ne 2123-cr)
[QnekTponHblil pecype] // ®I'VII Crangaptundopm. — Pexum noctymna:



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://files.stroyinf.ru/Data1/58/58314/#i132385
http://www.norm-load.ru/SNiP/Data1/54/54932/index.htm
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http://protect.gost.ru/document.aspx?control=7&id=202553 .

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

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

Hctopusi BO3HUKHOBEHHS MEXKIYHApOJHBIX CTaHIAPTOB B 00JAacTH MEHEIKMEHTa
KauyecTBa.
[ToHATHIT «TOKYMEHT» U «3aIHChy.
NPUHIUNBL  UISHTU()UKAUN HOPMATHBHOM CpeJibl yIIpaBICHUS TOKyMEHTaMu?
Pa3paboTka moiuTuky B 00JaCTH yIpaBieHUs! JOKYMEHTaMU?
[TpeamnochUIKY MOSBICHUS MEXKAYHAPOIHBIX CTAHAAPTOB B 00JIACTH MEHE)KMEHTA.
CMK kak cuctema ynpaBlieHUsI TOPU30HTAIBHBIMU MTPOLIECCAaMU
[Tonsitue crangapra B uareprperanuu UCO.
OcHoBHbIe NpUHLUIIEI pazpaboTku ctannaptoB UCO.
[Ipouenypa pa3paboTku MexayHapoaHbix cTanaapToB UCO.
[IpeumyIiecTBa UCHONB30BaHUSA MEXIyHapoaHbIX crangaproB MCO B obnactu
yIpaBJICHUS TOKyMEHTaMH U HH()OPMAIIMOHHOTO MEHEDKMEHTA, MEHEKMEHTa PUCKOB?
[TonsiTre o cucreMax MEHE)KMEHTa KauecTBa.
[TpuHIMIBL OPMHUPOBAHUS CUCTEMBI MEHEPKMEHTA Ka4eCTBa.
Tpe6osanus crangaproB MCO cepun 9000 k paboTe ¢ TOKyMEHTaMHU .
[Tpeumy1iecTBa BBEIEHUSI CUCTEMbI MEHEIKMEHTA KaueCTBa.
JlokyMeHTaIusi CUCTEMbI MEHEIKMEHTA KauecTBa
[{enb MONUTUKY yOPaBIEHUS JOKYMEHTaMU?
OTBeTCTBEHHOCTh 3a yMNpaBICHHUS JOKYMEHTAMU: 32 UX MPOEKTUPOBAaHWE, BHEAPEHUE U
COXPAaHHOCTb CHCTEM  YIpaBJIECHHUS JOKYMEHTaMH M MX  SKCIUIyaTalluOHHbIE
XapaKTepUCTHUKH, 32 00yUeHHE MOJIb30BaTeNel yIpaBIeHUIO JOKYMEHTaMU U IPUMEHEHUE
CUCTEM YIPAaBJICHUS JOKYMEHTaMH B MHIMBUYaJIbHON MPAKTUUECKON JAESITEIbHOCTH.
OTBETCTBEHHOCTh PYKOBOJICTBA OpPraHU3alMy B 00JIACTH yNPaBJIECHUS TOKYMEHTaMHU.
@YHKIMHU U OTBETCTBEHHOCTh aIMUHUCTPATOPOB CUCTEMBI YIIpaBJICHUA?
CBoiicTBa TOKYMEHTOB, o0ecreurBaeMble paboTHUKaMH opranu3anuu. CyTh KakI0ro u3
CBOMCTB.
AYTEHTHYHOCTB U CIIOCOOBI €€ 0OecIeueHusl.
JloCTOBEpHOCTH U CIIOCOOBI €€ 00eCTICUeHMS.
LlenocTHOCTB M cIIOCOOBI €€ 0OecTIeYeH U .
[TpuronHOCTH J171s1 UCTIONB30BAHMS U CIIOCOOBI €€ 0OecTieueHUsl.
Tpebosanuss 'OCT P MCO 15489-1-2007 x cucremaMm YIpaBieHHs JOKYMEHTaMH.
PackppITh Kaxx10€e TpeOOBaHUE.
ITpoexTrpoBaHNe U BHEAPEHUE CUCTEMBI YIIPABJICHUS JOKYMEHTAMHU.
CxoncTBO M OTJIMYMS B IpHUEMax OIpe/eseHUs] CPOKOB XpaHEHHs! JTOKYMEHTOB IIO
cranaapty UCO P 15489-1-2007 u oTedecTBEHHBIM HOPMATHBHBIM ~aKTaM.
[Tporpamma pa3paboTKH CUCTEMBI YIIPABIEHUS JOKYMEHTaMH.
MOHUTOPHHT U ayTUT CUCTEMBbI YIIPABJICHUS JOKYMEHTaMH.
Ocnosuble TpeboBanuss ['OCT P MUCO 15489 no oOyueHuto cucreme ympaBiIeHUS
JIOKYMEHTaMH.
MextyHapoHbIE CTaHIApThl B 00JIACTH apXUBHOTO JeNIa
JearenbHOCTh MeXIyHapOJHOTO COBETa apXMBOB MO pa3paboTke OOIIeH MOTUTHKH
yIpaBieHUs JOKyMEHTalel U apXuBaMu

UTOroBsIi TECT MO Kypey [/



http://protect.gost.ru/document.aspx?control=7&id=202553
http://newlms.magtu.ru/mod/quiz/view.php?id=303815

Bormpoc 1

TekcT Bompoca

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

Bri6epute ot OTBET:

d. IOCTOBEPHOCTbH, ayTCHTUYHOCTh, IPUT'OAHOCTS IS MCII0JIb30BaHMA, LICJIOCTHOCTh
b. HaaACKHOCTb, CUCTEMHOCTBH, COOTBETCTBHC, JICTUTHUMHOCTbD, IECJIOCTHOCTD
C. CHCTCMHOCTb, KOMIIJICKCHOCTb, ayTCHTUYHOCTD, IIPUTOJHOCTD JUUISI MCIIOJIb30BAaHU

d. HaIEKHOCTh, IEIOCTHOCTh, KOMIUIEKCHOCTh, CHCTEMHOCTh, COOTBETCTBHUE
Bormpoc 2
Tekct Bompoca
Kakxomy Texuudeckomy komutery MCO 6bL11a mopydena pazpadorka ISO 154897
Br16epute ouH OTBET:

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

d. TK 171 «Bocmpou3BeneHue TOKyMEHTOBY
Bormpoc 3
TekcT Bompoca
IIpuMeHeHre MeKIYHAPOJHBIX CTAHIAPTOB B OTeYeCTBEHHOM /1eJIONPOU3BO/ICTBE
HAYaJI0Ch ...
Bribepure ouH OTBET:

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

d. B konme XIX B.
Bomnpoc 4
TekcT Bompoca
Kaxkoii M3 nepe4yuc/jeHHBbIX HHUKe MEKIYHAPOIHBIX CTAHAAPTOB NpeAHA3HAYeH ISl
CO3/IaHMS B OPTAaHM3ALMAX CHCTEM YIPABJIECHHUS JOKYMEHTAMM HA CTPaTernieckoM ypoBHe,
TO eCTh HA YPOBHE OTBETCTBEHHOCTH M B 30He IPMHSATHS PellieHHil pyKoBoAcTBa?
Bri6epuTe ouH OTBET:

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

a b. UICO 23081:2004 (pen. 2006 r.) «Mubopmarmss u mokymeHrtamus. IIporeccs

YHpaBJICHUA TOKYMCHTAMM. MeTa)IaHHI)Ie JJIs1 JOKYMCHTOB»

© ¢ UCOITO 26122:2008 (pea. 2009 u 2010 rr.) «Mudopmanus U HTOKyMEHTALUS.
Ananu3 paboyux MpoIeccoB, IPUMEHSIEMbIX B OTHOIICHUH JOKYMEHTOBY

a d. UICO 30300:2011 «Mudopmanuss u mokymeHTtanus. CHCTEMbI yHpaBICHHS

nokyMeHTaMu. OCHOBHBIE NTOJIOXKEHUSI U CII0BAPbY
Bompoc 5
Tekct Bompoca
Yem nzmepsiercs 3p(peKTUHBHOCTH NPUMEHEHHUs] ME:KIYHAPOIHOI0 cTaHaapTa?
Bribepurte oquH OTBET:

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

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



CUCTEMBI OPTaHU3AINH JIEIIOBOM e TEIbHOCTH
C. [TonmHo¥# yHH(pUKALHEH MPOIECCOB OpraHU3aAINH

d. CozmanuemM HEOOXOMMOTO TTaKeTa JOKYMEHTOB
Bormpoc 6
TekcT Bompoca
YT00bI COXPAHATH KOPIOPATHBHYIO LEJIOCTHOCTH CPelbl YpaBjienuss uHGopMmaiuei,
OpPraHu3anuM HeoOX0AUMO. ..
Bri6epute ouH OTBET:

a. peryJsIpHO MPOXOAUTH IPOBEPKY BO BHEIIHUX ayIUTOPCKUX M HA30PHBIX OpraHax

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

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

d. IMeTh TOJIBKO OJIHY aBTOMATU3UPOBAHHYIO CHCTEMY B OpraHH3aIuu
Bompoc 7
TexkcT Bompoca
Kakas npoodJiema/pbl BO3HUKJIA/H c BHeJIpeHneM CTaHIapTAa HnCco
15489:2001? «Andopmanus u JoKyMeHTalUs1. Y IpaBJieHUe JokyMeHTamn» B Poccun?
Bri6epure ouH OTBET:

a. [Ipobnema HanOHAIBHOM ce()UKH B IPAKTUKE paOOTHI C TOKYMEHTaMU
b. [TpobaeMa orpaHU4YEeHHOCTH IPUMEHEHHUS CTaHIapTa

C. Hpo6neMa TCPMHUHOJIOTHYCCKOT'O HCCOOTBCTCTBUA

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

Bormpoc 8

Tekct Bompoca

B noucke orBera Ha BONPOC, B 4YeM NPUYMHA IJI0OX0r0 KayecTBa TOBAPOB U YCJYT,
skenepTsl MCO npuiiu K BBIBOAY, YTO OHA 3aKJII0YaeTCs BCeraa ...

Bri6epuTe ouH OTBET:

a. B INIOXOM OopraHu3ali MCHC’KMCHTA
b. B HM3KOM KauecTBe ChIPpbA
C. B HM3KOM HpO(I)eCCHOHaHLHOﬁ MMOATOTOBKE IIEpCOHAJIa

d. B HemocTaTke (PUHAHCHPOBAHHUS
Bomnpoc 9
TekcT Bompoca
KeM 0/KHBI YTBEp:KIAThCSl BCe pellieHdsi 0 BKJIKYeHHH ToKkymMeHToB B CY]l u
YCTAHOBJIEHHH CPOKOB M MOPSIIKA HX XpaHeHus?
BeiOepuTe 0I1H WM HECKOJIBKO OTBETOB:

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

d. orBercTBenHbIM 32 CY /]

Bomnpoc 10

TekcT Bompoca

IlepeBoa KakMX TEPMHHOB BbI3BAJ HAWOOJbIIHE TPYIHOCTH Y TeEePeBOTYHKOB
BHUUJIAA?

BriOepute 0JiMH UK HECKOJIBKO OTBETOB:



" a METaIaHHbIC
" b. 3ammcs
S JTOKYMEHT
T apXxuB
Bompoc 11

TekcT Bompoca

K xakoii cepum crangaproB BocxoauT crangapr MCO 15489-2001 «Ynpasiienue
AOKYMEHTaMu»?

Br16epute ouH OTBET:

& Cepun ISO 14000
“ b, Cepuu 30300

¢. Cepuu ISO 9000
-

d. Cepuu ISO 10000
Bormpoc 12

TekcT Bompoca
C KeM J0JIKHBI COTJIACOBBIBATHCS BCE PELIEHUS 0 BKJINYEHUHN JOKYMEHTOB B CHCTEMY

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

-
a. orBeTcTBeHHBIM 32 CVY /|

b. HaM3OPHBIM OpraHoOM, ayAUTOpaMu
C. ApXUBHBIM OPraHOM

d. BBICIINM PYKOBOJICTBOM
Bomnpoc 13
TekcT Bompoca
KioueBoe nmonsitne «ymnpapjieHHe JOKYMEHTAMH» B Pa3HbIX CTPaHAX, B TOM YHCJIe
Poccun, BbI3BAJI0 TEPMUHOJIOTHYECKYI0 JUCKYyccHI0. C KaKMMM U3 NepevyrcJeHHbIX HUKe
TOHATHH €ro CTPEeMHUJIMCh OTOXKACCTBJIATD?
Bri6epuTe ouH OTBET:

d. YIpaBJICHHUC apXUBaMH
b. ynpasnenue 10KyMeHTOOOOPOTOM
C. ynpaBieHue HHpopMaIei

d. co Bcemu nepeunCICHHBIMU
Bomnpoc 14

TekcT Bompoca
VYkaxute npaBHIbHOE NPOAOJIAKEHHE BbICKa3biBaHMs: «CHcTeMa MeHeIKMEeHTa

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

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

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

MMPUMCHHUTCIILHO K KaUCCTBY

c. O0mue HaMepeHUs U HaITPaBJICHUS IeATeIbHOCTH OPTaHU3aIlMY B 00JIACTH KauecTBa,
ouIanTbEHO cPOPMYTUPOBAHHBIC BHICIIUM PYKOBOACTBOM

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



JIOKYMEHTOB MO KaTe€ropusiM B COOTBETCTBUM C JIOTMYECKU CTPYKTYPUPOBAHHBIMU YCIIOBUSMH,
METOJIaMH | MPOIIECTyPHBIMH MTPABUIIAMHU, TIPEICTABICHHBIMH B KJIACCU(DUKAIIMOHHOW CUCTEME.

Bormpoc 15

Tekct Bompoca

Yro0bl ompenesite TpPeOOBAHUS K INPaKTHKe, 00C/IeI0BAHMIO, IPOBepPKe U
TeCTUPOBAHMIO MPOLECCOB YNPABJEHUA JOKYMEHTAMH, HE00X0AMMO...

Bri6epute oauH OTBET:

a. peryJsipHO MPOXOAUTH IPOBEPKY BO BHEUIHUX ayIUTOPCKUX M HA30PHBIX OpraHax

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

C. OTCJICKHBATh N3MCHCHUS B 3aKOHOAATCIILCTBE

d. Ha3HAYNTH OTBETCTBEHHBIX 3a MPOBEICHHE Ay AUTa U MOHUTOpPHUHTA Y []
Bomnpoc 16
TexkcT Bompoca
B ciaydae oOHapy:keHMsl HENPHUIOJHOCTH MJIH HeIPPEKTHBHOCTH HCIOJIb3yeMOM
CHCTeMbl YyNpaBJeHHs [JOKYMEHTAMH M I[POLECCOB YNpaBJeHHS JOKYMEHTAMH
He00X0aUMO...
Bri6epute ouH OTBET:

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

d. mogudunmpoBath mpouecch Y]]
Bompoc 17
Tekct Bompoca
TpeOoBaHMs K CHCTeMe MEHEIKMEHTA Ka4eCTBA ONMCAHDI B...
Bri6epute of1H OTBET:

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

d. Cepuu ISO 10000
Bomnpoc 18
TekcT Bompoca
IIporpamMmbl 00y4eHusi yIPABJICHHIO JOKYMEHTAMH J10JKHbI OXBATbIBATh...
Bri6epuTe ouH OTBET:

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

b. posu ¥ OTBETCTBEHHOCTh BCEX COTPYJHHMKOB M MPOYHUX JIMIl, OTBETCTBCHHBIX 32
CO3/1aHHE JIOKyMEHTOB BO BpeMsl UX paboThl M 3a BKIIOUEHHE STHUX JIOKYMEHTOB B CHCTEMY
yIpaBJI€HUS JOKYMEHTAMH

C. POJIN U OTBETCTBEHHOCTD TOJIBKO BCEX MITATHBIX COTPYAHHNKOB

d. posii ¥ OTBETCTBEHHOCTh BCEX PYKOBOJISAIIMX PAOOTHUKOB
Bomnpoc 19
Tekct Bompoca
Koraa B Poccun nosiBuiiuch nepBbie cranaaptbl no CMK?
Bri6epute oguH OTBET:



© a.B2000r.
© b.B1997r.
© CB1947r.
© d.B1987r.
Bomnpoc 20

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

Bribepute ot OTBET:
a a. 'OCT P NCO 30300-2015 nmeranuzupyet u yrounsier nosoxenus ['OCT P UCO
15489-1-2007

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

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

Bormpoc 21

TekcT Bompoca

Kakoe MecTo oTBOAMTCS YIPaBJIeHHIO JoKyMeHTamu B ctangaprax UCO 9000?
Bri6epute ouH OTBET:

~

a. YrpaBlleHHE JOKYMEHTaMU pacCMaTpUBaeTCs KAaK BCIOMOTaTENbHBIM IpOLECC,
00CYKUBAIOIINUN MEHEPKMEHT

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

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

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

b. Ouu npeyTararoT oHy OOIIYI0 YHUBEPCAIBHYIO MOJIEIh MEHEKMEHTA

C. Onu MPUMCHUMBI JId JIIO0OH opraHu3alvii BHE 3aBHCHMOCTHU OT YHCIICHHOCTHU
nepcoHala, (bOpMLI CO6CTBCHHOCTI/I, 3aHUMACMBIX PBIHKOB, XapaKTepa BBIHYCKaeMOﬁ MpoaAyKIHHU
HJIM OKa3bIBACMBIX YCIIyT

d. YHUBepCaIbHOCTh MPOSBISAETCS B TOM, YTO JaHHOW CepHH O00OOILICHBI TPEOOBaHMUS
JIPYTUX CEpHUN CTaHJIapTOB
Bomnpoc 23
TekcT Bompoca
OcoGenHoe oTHOmIeHHe K JokyMeHTauuu cranaapros 9000:2000 onpenesnsiercs Tem,

4TO0...
Bribepute ouH OTBET:

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

b. Ynpasnenue 10KyMEHTaMH SIBIIAETCS CaMON BaKHOM 4acThIO MEHEKMEHTA

c. Ha xaxmaom MpeanpusaTu, B Kaxxgoi opraHu3alvu OOJIKHA OBITh HE TOJBKO
pa3pa60TaHa, BHCpCHA U )IGP'ICTBOBaTI) CUCTEMA MCHCIPKMCHTA Ka4€CTBA, HO 3aIOKYMCHTHUPOBAaHa



. o
d. praBHCHI/Ie AOKYMCHTaMU ABJISICTCA COCTABHOU YaCTbIO MCHCI?KMCHTA

Bormpoc 24

Tekct Bompoca

PacnpenesienHoe ynpaBJieHUe JOKYMEHTAMH — 3TO...
Br16epute ouH OTBET:

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

b. mpaBuibHO cipoektupoBanHas CY /I, coorBercTBytoIas meroonoruu MCO

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

~
d. CY/I, ucronb3yrolas ayTCOPCHHT

Bomnpoc 25

TexkcT Bompoca

I[Hoyemy pyHKIMU ceKpeTapuaT 00ecneYnBaj ABCTPAJINHCKUI HAIIMOHAJIBHBINA OPraH
cTaHjgapTusanum’?

Bri6epure ouH OTBET:

a. ABcTpanius BeICTyIUJIa ¢ MHUUMATUBOM co3fanus ISO 15489

b. ABCTpaJ'II/IH paHbIIC APYTHUX BHEApPHUIIA HaHHOHaHBHLIﬁ CTaHOapT II0 YIPaBJICHUIO
JOKYMCHTaMHU U €10 IIPU3HAJIA JTYy4YlIUM B MG)KIIYHaPOIIHOﬁ IIPAaKTUKE

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

~
d. B ABcTpasiuu Jaydiiue ceKpeTapu

Bomnpoc 26

TexkcT Bompoca

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

Bri6epuTe ouH OTBET:

© aB19%47r.
© b.B2007r.
© C.B1986T.
© d.B2001T.
Bomnpoc 27

Tekct Bompoca
«PHCK-OpMEHTHPOBAHHOE MbILIJICHHE» MOSIBUJIOCH B CTAHAAPTAX BEPCHUH. ..

Bri6epuTe ouH OTBET:

© a2015r
“ b.2000T.
© 1987
© d.1994r.
Bompoc 28

Tekcr Bompoca

Kakoii TexHHYeCKHil KOMHUTET SIBJISIETCH T[JIAaBHBIM IO pa3padoTke CTAHAAPTOB IO
YIPaBJICHHUIO NOKYMeHTAMH ?

Bri6epute ouH OTBET:

~
a. TK 176 «YnpasineHne kauecTBOM»



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

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

a d. TK 46 «MudopmMarus 1 JOKyMEHTAIHS

Bonpoc 29

TekcT Bompoca

Joxymentanuss CMK BkiIouyaer cjieayomuii nakeT J0KyMEHTOB:
BriOepure oquH oTBET:

a. llenn m mosMTHKa OpraHu3alny, PyKOBOACTBO II0 KAYECTBY, JOKYMEHTHPOBAHHBIE
IPOLEAYpPHl, JOJDKHOCTHBIE HMHCTPYKIMM M IOJIOKEHHUS O CTPYKTYPHBIX IOJpa3AeieHUsX,
CTaHJApThl OPraHU3aLUK U pabouyre UHCTPYKLIUU

b. lokyMeHTHPOBaHHbIC MPOIEAYPbI, TODKHOCTHBIE WHCTPYKIHMH U MOJOXKEHHUS O
CTPYKTYPHBIX TTOJIpa3elIeHUsX, CTAHAAPThI OPTraHU3aIUN U pabovre HHCTPYKIIUN

C. PykoBOACTBO 1O KayecTBY, JAOKYMEHTHUPOBAHHBIC MNPOLEAYPHI, CTaHAAPTHI
OpraHu3anuu U paboune HHCTPYKLUUU

~
d. Muccust opraHu3zaium, el ¥ HOJIUTHKA OPraHU3aIiK, PYKOBOJICTBO 10 Ka4eCTBY,

JIOKYMEHTHUPOBAHHbIE TPOLEAYPHI, JOJKHOCTHBIE MHCTPYKIMU U TMOJOXKEHHUSI O CTPYKTYPHBIX
Mo/pa3IeNICHUsX, CTAaHAAPThI OPTaHU3alMU U paboyne HHCTPYKIIUU

Bormpoc 30

TekcT Bompoca

Bo10op HocuTe st MH(OPMAIIUY 3aBUCHUT OT:

BriOepute 0/1MH WU HECKOIBKO OTBETOB:

r .

a. MaTepUAIIbHBIX BO3MOXKHOCTEH OpraHu3aIiuu
-

b. 06beMa TOKYMEHTO0OOPOTA OpraHU3aIUN
-

C. IPOTHO3UPYEMBIX THIIOB UpE3BbIYaHBIX CUTyallUl

d. cpOKOB XpaHEHUS TOKYMEHTOB
Bomnpoc 31
TekcT Bompoca
Kakue/as 4wacre/m ISO 15489 Oblim mepeBegeHbl W NPHHATHI B KadecTBe
HAIMOHAJBLHOI'0 POCCUIICKOro cTanaapra?
Bribepure ouH OTBET:

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

d. Tombko 1-ast 4acTh
Bomnpoc 32
TekcT Bompoca
Yto CcnmocoOCTBOBAJIO AKTHBHM3ALMM  MEXKIYHAPOJHOH  CTAHJAPTH3ALMM W
cepTUUKANMHU B 00/1aCTH YIIPABJICHUS JOKYMEHTAMHU?
Bribepute 01MH UM HECKOJIBKO OTBETOB:

-
a. CrannapTu3anus MEHEeDKMEHTa

-
b. YBenuueHue KoaruecTBa SKCIEPTOB, YUACTBYIOIIUX B pa3pabOTKe CTAHIAPTOB
C. Buenpenue 31eKTpOHHOTO TOKyMEHTOO000pOTa

-

d. I3MeHeHus: B 3aKOHOAATEIIbCTBE
Bompoc 33



TekcT Bompoca

KakuM HOPMATHBHBIM JOKYMEHTOM B OPraHU3alMH T0JKHO PerjaMeHTHPOBATHCS
KOHBEPTHPOBAHUE M MUTPALIMS JOKYMEHTOB U3 OJIHOI CHCTEeMbI YIIPABJIEHUS TOKYMEHTAMH
B Ipyryr?

Bri6epute ot OTBET:

d. YCTaBOM OpraHHu3aluHu

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

© . TOCTom

d. MHCTpYKIHKEH 10 KOHBEPTUPOBAHUIO U MUTPALIMU IOKYMEHTOB
Bormpoc 34
TekcT Bompoca
ITouemy, no wmHenuro B.®.SAnkosoii, HCO 15489 'craBur Kkpect" Ha
J1eJIONPOU3BO/ICTBE B CTAPOM NOHUMaHUHU?
BriGeprTe 01uH WM HECKOJIBKO OTBETOB:

a. Cragmapt TpeOyeT IOJHOH 3aMEHBI BCEH HAYYHO-TCPMUHOJIOTHYECKON Oa3bl
JIeITOTIPOU3BO/ICTBA

b. Cranmapr He mnpeamnosaraeT BO3MOXHOCTH TMPHUMEHSATh HAIIMOHAIBHBIA OIBIT
YIIPaBJICHUS JOKYMEHTaMU

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

= d. Cranmapt Kacaercst BceX JJOKYMEHTOB OpraHU3alny (2 He TOJBKO YIPAaBICHUYECKHX ),
OTPaKAIOIIKX BCE JEIIOBBIE IIPOLIECCHI

Bomnpoc 35

TekcT Bompoca

Ha3oBuTe TpH MeKAyHApOAHbIC OPTAaHU3AIMH 10 CTAHAAPTH3ALMHA

Bri6eprTe 01uH WM HECKOJIBKO OTBETOB:

a. MexayHapoaHasi 2J1€KTPOTEXHUYECKass KOMUCCHS

[ . .

b. EBporeiickuii HHCTUTYT CTaHIAPTOB 3JIEKTPOCBSI3U
-

C. MexiyHapoHast opranu3anus CTaHJapTU3aLuu
-

d. Mexnynapoansiii Coro3 DIeKTpocBs3u



OueHovHbIe CpeACTBA J1JIsl MPOBeeHHUsI MPOMEKYTOUHOMH aTTecTAlMU

IIpuioxenne 2

Kon NuHaukaTop 10CTHKEHUSI KOMITEeTEHIMH OueHo4yHbIE CpecTBA
HHANKATOPA
IT1K-2 Cnioco0eH 0CylecTBJIASATH IOKYMEHTAIIMOHHOE 00ecreyeHne YIpaBJeHusl opranuzanuei
Bompocsl k 3a4ery
6. [TonsiTre o cucreMax MEHE)KMEHTA KauecTBa.
7. [TpuntMnIBl GOPMUPOBAHUS CUCTEMBI MEHEIKMEHTA KaueCTBa.
8. TpeboBanust crangaproB  HWCO cepun 9000 k pabore c
JIOKYMEHTaMH .
9. [Ipeumy1iecTBa BBEIEHUS CUCTEMBI MEHEI)KMEHTA KaueCTBA.
10. JlokyMeHTaIusi CUCTEMbl MEHEJ[KMEHTa KauecTBa
11. Llenb MONUTHUKY yIpaBIEHUS JOKYMEHTaMU?
12. OTBETCTBEHHOCTh 3a YNpPaBICHWS JOKYMEHTaMH: 3a HX
IIPOEKTUPOBAHNE, BHEAPEHUE U COXPAHHOCTh CUCTEM YIIPABJICHUS JOKYMEHTaMU
U MX OKCIUTyaTallMOHHbIE XapaKTePUCTHKH, 3a OOydeHHUe I0JIb30BaTeNei
YIOPaBIEHUIO JOKYMEHTaMH U IPUMEHEHNE CUCTEM YNPABICHUS TOKYMEHTAMHU B
Opranu3syer U peraaMeHTHpPYeT JOKYMEHTUPOBaHUE N o
[K-2.1 WHAVBUAYAIbHON PAKTUYECKOM EATENBHOCTH.

YIPaBJIEHYECKON JESTEIbHOCTH B OpraHU3aluu

13. OTBETCTBEHHOCTh  PYKOBOJACTBA OpraHu3alud B  oOjacTtu
yHpaBiIeHUs T0KyMEHTaMH.

14. @OyHKIIMM W OTBETCTBEHHOCTh AJMHHHUCTPATOPOB CHUCTEMBI
yIpaBsiieHus?

15. CpoiicTBa  JOKYMEHTOB, oOecnedynBaeMble  pabOTHUKaMU

oprau3auu. CyTb KaK0Ir0 U3 CBOMCTB.
HTorosmplii TeCT 10 Kypcy
Bompoc 1
Tekct Bompoca
K xapakrepucrukam cucrem ynpasJjenusi 1okymednramu 'OCT P
HCO 15489 oTHocur:
Bri6epuTe 01H OTBET:




a. JIOCTOBEPHOCTb, Ay TEHTUYHOCTb, IPUTOJHOCTD JIJISl UCIIOJIb30BAHUSA,
LEJIOCTHOCTh
b. HaEKHOCTh, CHCTEMHOCTH, COOTBETCTBUE, IETUTUMHOCTb,
LEJIOCTHOCTh
C. CUCTEMHOCTb, KOMIUIEKCHOCTh, @y TEHTUYHOCTh, IPUTOHOCTD ISt
HCIIOJIb30BaHUS
d. HaJEKHOCTB, LIETOCTHOCTD, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBHUE
Bonpoc 2
TexkcT Bompoca
Kakomy Texuuuyeckomy komutery MCO Obli1a mopyuena pa3padorka
I1SO 154897
Br16epute o1H OTBET:
a. TK 37 «Tepmunonorus (MIPUHITUAIIBEI K KOOPAMHAITUSA )
b. TK 176 «YnpaBieHue Ka4eCTBOM»
c. TK 46 «Mudopmanus u 10KyMeHTAIHD
d. TK 171 «BocnpousBenenue 10KyMEHTOB»
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexicoyHapoOHbixX CMaHOapmos 6 Ome4ecmeeHHoM
0e10npou3600cmee Havanoch ...
Bribepute o1H OTBET:
a. B KoHIEe XX B.
b. B Hayane XXI B.
c¢. B Hagasie XX B.
d. B xonue XIX B.
Bomnpoc 4
Tekct Bompoca
Kakoii H3 mepeyMciIeHHBIX HHMKE MEKIYHAPOAHBIX CTAHIAPTOB
NpeHA3HAYeH /JIs1 CO3JaHMS B OPraHU3alUMAX CHCTEM YIpaBJIeHHUS
AOKYMEHTAMH HAa CTPaTerHyeckoM YpPOBHe, TO €CTb Ha YPOBHe
OTBETCTBEHHOCTH U B 30He NPUHSTHS pellieHHii pyKoBoACTBA?
Bribepute oJ1H OTBET:




a. UCO 15489:2001 «upopmanust u JOKyMEeHTaMs. Y IpaBIeHUE
JIOKYMEHTaMN»
b. UCO 23081:2004 (pex. 2006 r.) «ubopmanus u T0KyMEHTAIIHS.
[Tponeccel ynpaBieHust 1OKyMeHTaMU. MeTaiaHHbIe 17151 JOKYMEHTOB
c. UCO/TO 26122:2008 (pexn. 2009 u 2010 rr.) « adopmarus u
JOKyMeHTalus. AHanu3 paboyux MpoLeccoB, IPUMEHAEMbIX B OTHOILICHUH
JIOKYMEHTOB)
d. UCO 30300:2011 «1udopmanus u nokymenranus. CucTeMsl
yOpaBiieHus JoKyMeHTaMu. OCHOBHbBIE TIOJIOKEHUS U CIIOBaph»
Bompoc 5
Tekct Bompoca
YeMm nzmepsiercst 3p(PeKTUBHOCTb NPUMEHEHHUS MEKAYHAPOAHOIO
crangapra?
Bribepure ouH OTBET:
a. OTCcyTCTBHEM HapeKaHUI CO CTOPOHBI HAJ30PHBIX OPraHOB
b. [TonyyeHne KOHKYPEHTHBIX IPEUMYILECTB, IPUOBLIH 32 CUET
COBEPUICHCTBOBAHUS CUCTEMBI OpraHU3aIUH JIEJI0BOM 1€ATEIbHOCTH
c. [TonHo#i yHuukanuei mporeccoB opraHu3anuu
d. Co3nanuemM HEOOXOAMMOIO AaKeTa JOKYMEHTOB
Bomnpoc 6
Tekct Bompoca
Y100BI COXpPAaHATH KOPNOPATHBHYIO LEJIOCTHOCTH CPEABI YIIPABJICHHUSA
uHpopManmei, OpraHu3anu HeoOX0AuMO. ..
Bribepure ouH OTBET:
a. PeryJIsIpHO NMPOXOJUThH IPOBEPKY BO BHEITHUX ayJUTOPCKUX U
Ha/I30pHBIX OpraHax
b. oco0oe BHMMaHUE yIeIsATh BCEM HH(POPMAIIMOHHBIM CUCTEMaM U
npaBuiaM (CTpaTerusM, HOJUTUKAM), TPUMEHSEMbIM BHYTPU OpTraHU3aIIH
C. HA3HAYUTh OTBETCTBEHHBIX 3a IIPOBEJIEHUE ayJUTa U MOHUTOpUHTA Y []
d. ©MeTh TOJIBKO OJIHY aBTOMAaTHU3UPOBAHHYIO CUCTEMY B OpraHU3aIlH
Bomnpoc 7
Tekct Bompoca
Kakasi npo0Jiema/bl BO3HMKJIA/M ¢ BHeapenueM cranaapra MCO




15489:2001? «Andopmanus U JOKyMeHTalus. YpaBjaeHHe JOKyMEHTaMU»
B Poccun?
Bribepure ouH OTBET:
a. [Ipobnema HalMOHaIBHON crieln(UKN B IPAKTUKE pabOTHI C
JIOKyMEHTaMU
b. I[Ipobiema orpaHMYeHHOCTH IPUMEHEHUS CTaHapTa
c. [IpoGrema TepMHUHOIOTHYECKOTO HECOOTBETCTBUS
d. IIpo6iieMa HECOBMECTUMOCTH C POCCHIICKOM 3aKOHOIATEIbHOM 0a30i
Bompoc 8
TexkcT Bompoca
B noucke oTBeTa Ha BONpocC, B YeM NPUYMHA IJIOXOI0 Ka4ecTBa
TOBApPOB H ycayr, d3kcnepTsl HCO npumim K BbIBOAY, YTO OHA
3aKJII04aeTCs BCeraa ...
Bribepure ouH OTBET:
a. B IJIOXOM OpraHu3alluy MEHEKMEHTA
b. B HU3KOM KauecTBE ChIPbs
C. B HM3KOH NpogeccuoHaNbHON NOAr0TOBKE MEpCOHaa
d. B HETocTaTKe (PMHAHCHPOBAHUS
Bompoc 9
Tekct Bompoca
KeM n0/1:kHBI yTBepKIATHCSI BCe PellieHUs] 0 BKJIIOYEHNUH JOKYMEHTOB
B CY/l ¥ ycTaHOB/ICHMH CPOKOB M MOPAJKA UX XpaHeHHUs1?
Br16epuTe 01H UM HECKOJIBKO OTBETOB:
a. apXMBHBIM OPTaHOM
b. BBICIIMM PYKOBOJCTBOM
C. HaJI30pHBIM OpPraHOM, ayAUTOPAMHU
d. otBercTBeHHBIM 32 CY []
Bonpoc 10
Tekct Bompoca
Ilepesoo KaKkux mepmunog v136an HAUOOILUIUE MPYOHOCHIU Y
nepeeoouuxkoe BHHH/TA/]?
Bribepure o1H WM HECKOJIBKO OTBETOB:
a. MeTaJlaHHbIE




b. 3anuch
C. JIOKYMEHT
d. apxuB

I1K-2.2

Opranu3syeT U peraaMmeHTUpYyeT JOKYMEHTOO0O0pOT B
OpraHu3aluu

IMpakTnyeckoe 3ananue Ne 1
2. IMomw3aysicek TpedoBanusmu 1.5 TOCT P UCO 15489 no unenTudukanim
HOPMAaTUBHOM CpeJlbl, COCTaBUThH MEPEUeHb HOPMATHUBHBIX NMPABOBBIX aKTOB JJIs
0/IHOM (Ha BBIOOP) OpraHu3anuu (CM. CIUCOK HUXKE).
Memoouueckue pexomenoayuu
['pynmupoBky aktoB, 3aaannyo ['OCT P UCO 15478, cinexyer coxpaHATh
oOs3arensHo! [l MOATOTOBKM HOPMAaTHBHOM 0a3bl omupaiTech Ha 0azy
crpaBouHbIX MpaBoBbIX cucteM Koncynwerantllntoc, ['apant, Kogekc; mo Buaam
JIEATETLHOCTH MOXKHO TIOJIb30BAaThCS  cnpasounoll  ungopmayueti "Cpoxu
Xpanenuss  0okymenmog opeanuzayui” Ilopmana «Kouncynomanmliniocy
[DneKTpOHHbIN pecypc]. - Pexxum J0CTyIa:
http://www.consultant.ru/document/cons_doc LAW 121777/

CIMCOK OpraHH3aInii>

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

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

3.AHO «Berep crpaHcTBUi» (HErocyJdapCTBEHHass OpraHu3aLus,
OCHOBHOM BHJI 5)KOHOMHMYECKOU AEATENBHOCTH — TypHCTHYECKas EATEIbHOCTD;
mecto peructparnuu — r. Cankr-IlerepOypr);

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

[Tpumeuanue: Hazsanue u xapakmepucmukuy 6cex yKa3aHHblX Op2anusayuil

2 HpI/IMe‘{aHI/IGI HasBanwme u XapPAaKTCPUCTHUKHU BCEX YKAa3aHHBIX OpFaHI/IBaHI/Iﬁ YCJIOBHBI.



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

YCIO6HDbL.

KonTpoabnas padora
3aganue 2. CocTaBUTh MOJEIb OLEHKM HAIWYUSA B JOKyMEHTax
o0s13aTenbHbIX cBOKCTB, TpeOyembix 'OCT P ICO 15489-1-2007.
MeTtoanyeckue yKazaHus

JlaHHble crieyeT 3aHeCTd B TaOJHILY.

®dopma Tabnuist 1
Mogenb OlleHKH HAIUYHS B TOKYMEHTaX 00s3aTeIbHBIX CBOMCTB,
tpebyembix ['OCT P MCO 15489-1-2007

ITonoxenue CaoiicTBa IToka3zaTtenu
[IK-2.3 Oprauusyer, periaMeHTUpYeT onepaTtuBHoe xpanenue | | crangapra ['OCT P AOKYyMCHTOB COOTBCTCTBHU
' 1 UCIOJIb30BaHUE IOKYMEHTOB B OpraHU3aluu NCO 15489 (myHKT Ne TpeOOBaHUAM
U Ha3BaHUE) cTaHaapra
1 2 3
AYTEeHTHUYHOCTb
JlocToBEpHOCTH
IlenoctHOCTH
[TpurognocTe s
MCII0JIb30BaHUs
I1K-4 Crioco0eH pyKOBOAUTH NPOLECCOM CKAHHPOBAHUSI, BBOJAA M 00pPa0OTKH JAHHBIX B CHCTEMe JIEKTPOHHOI0 aPXHMBa

Bomnpocsl k 3auery

7. Hctopuss BO3HUKHOBEHHMS MEXAYHAapOJHBIX CTaHIApTOB B

00J1aCTH MEHEPKMEHTA KaueCcTBa.
YpasiseT AeATEIbHOCTBIO 110 KOHTPOJIIO .
8. IToHATHI «ZOKYMEHT» U «3alKChy.
I1K-4.1 (YHKIIMOHMPOBAHUS, BBOA U 00paOOTKHU TaHHBIX B CUCTEME .
9. [TpuHuMnbl MAEHTU(UKALUY HOPMATUBHOM CpeJlbl YIpaBJICHUS
2JIEKTPOHHOTO apXHUBa
JIOKyMeHTaMu?
10. Pa3paboTka monuTuku B 00JaCTH yIPaBlIE€HUS JOKYMEHTaMU?

11. HpeI[l'IOCLIJIKI/I MOABJICHUA MCKIAYHAPOAHBIX CTAHAAPTOB B




00J1aCTH MEHEKMEHTA.

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

14. OcHoBHBIE MPUHIKIIBI pa3padboTku ctanaapToB MCO.

15. ITpouenypa pazpadboTku MexayHapoaHbix cranaapTos MCO.

16. [TpenmymecTBa HCIOIB30BAHHUS MEXIYHAPOIHBIX CTaHIAPTOB

NCO B obnacTu ynpasieHus JOKYMEHTaMHU U HH()OPMAIIMOHHOTO MCHEIKMEHTA,
MEHEI)KMEHTa PUCKOB?
HTorosmblii TeCT 10 Kypcy
Bomnpoc 1
Tekct Bompoca
K kakoii cepun cranaaproB Bocxoaut cranaapt MCO 15489-2001
«YnpaBJjieHue 10KyMeHTaMu» ?
Bribepute o1H OTBET:
a. Cepuu ISO 14000
b. Cepuu 30300
c¢. Cepuu ISO 9000
d. Cepuu ISO 10000
Bompoc 2
Tekct Bompoca
C KeM JT0JIKHBI COTJIACOBBIBATHCS BCE PElIeHUsI 0 BKIKYEHUH
JOKYMEHTOB B CHCTEMY YIIPaBJIeHUsl JOKYMEHTAMHU U YCTAHOBJIEHHH CPOKOB
U MOPSIAKA UX XpaHeHus ?
Bri6epute 0MH UM HECKOIBKO OTBETOB:
a. orBeTcTBeHHBIM 32 CY ][]
b. HAI30pPHBIM OPTaHOM, ayAUTOPAMU
C. apXHBHBIM OPTAaHOM
d. BBICIIUM PYKOBOACTBOM
Bomnpoc 3
Tekct Bompoca
KiroueBoe nmonsitue «ynpapjeHue JOKyMeHTaAMI» B Pa3HbIX CTPaHAX,
B ToM uncJjie Poccun, BbI3BA10 TEPMUHOIOTHYECKYIO THCKYccHI0. C KaKUMU
U3 MepeYrCJIeHHBIX HUKE MOHSITHH ero CTPEMUJINCH 0TOKIECTBISATH?




Bribepure ouH OTBET:
a. yIpaBlieHUE apXUBaMH
b. ynpaBieHue 10KyMEHTO000pOTOM
C. ympaBiieHue nHpopmalmei
d. co Bcemu nepeyrcIeHHBIMU
Bomnpoc 4
Tekct Bompoca
YkakuTe NpaBWIbHOE MPOJOKeHHE BbIcKa3bIBaHus: «Cucrema
MeHEeI)KMEeHTAa KauyecTBa — 3TO...»
Bribepute o1H OTBET:
a. COBOKYITHOCTh OCHOBHBIX JICHCTBHI, HAIIPABJICHHBIX HA JTOCTHKCHHE
MOCTaBIICHHBIX 3a7a4 (1enel, moreneil)
b. Cucrema MeHeKMEHTa [T PyKOBOJICTBA U YIPABJICHUS OpraHU3amuei
MPUMEHHUTEIHHO K KaUeCTBY
c. O0mue HaMepeHus ¥ HAIPaBJICHUS ACATEIbHOCTH OPraHU3aINH B
o0racTu KkauecTBa, o(pUuraIbHO CHOPMYIUPOBAHHBIE BBICIIUM PYKOBOJICTBOM
d. Cucremarnueckas MIeHTU(UKALNA U YIIOPSIIOUYEHUE 1ET0BON
JeSITeIbHOCTH U (WJIN) JOKYMEHTOB I10 KaTErOpUsAM B COOTBETCTBUH C JIOTHUECKU
CTPYKTYPHPOBAHHBIMHU YCIOBUSIMH, METOAAMH M MPOLEAYPHBIMA TIPAaBUIIAMH,
IPEe/CTaBICHHBIMU B KJIacCU(UKATMOHHON CHCTEME.
Bomnpoc 5
Tekct Bompoca
YTo0b1 onpeaenssTh Tpe0OBaHHUS K MPAKTHKE, 00C/IeJ0BAHHUIO,
NpoOBepKe M TeCTHPOBAHMIO MIPOLIECCOB YIIPABJIEHUS J0KYMEHTAMH,
Heo0X0AUMO...
Bribepure o1H OTBET:
a. PETYJSPHO MPOXOANUTH MPOBEPKY BO BHEITHUX ayJAUTOPCKUX U
Ha/I30pHBIX OpraHax
b. TOKyMeHTalbHO 3a(pUKCHPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHAAPTOB U MOJUTUKY OpraHU3aLUuU
C. OTCIIC)KMBATh M3MECHEHUS B 3aKOHO/IATEIILCTBE
d. Ha3HAYUTH OTBETCTBEHHBIX 3a IPOBEACHUE ayTUTa U MOHUTOpUHTra Y 1.
Bomnpoc 6




Tekct Bompoca
B cayuyae oOHapy:KeHMsI HEPUTOXHOCTH UJIM HEI(P(PEKTUBHOCTH
HCIO0JIb3YeMOil CCTeMbl YIIPaBJICeHUS IOKYMEHTAMH 1 NPOLeCCOB
ylpaBJ/ieHUs JOKYMEHTAMH He00X0AUMO...
Bribepure ouH OTBET:
a. epetu Ha OyMakXHBIN JOKYMEHTOOOOPOT
b. yanutoxuts CY 1l
c. 3ameHutb CYJI
d. MmomudummpoBats npomecce Y /1.
Bompoc 7
Tekct Bompoca
TpebGoBanus K cucTeMe MEHEIKMEHTA Ka4eCcTBA ONMUCAHBI B...
Br16epute o1H OTBET:
a. Cepuu ISO 9000
b. Cepun 30300
c¢. Cepuu ISO 14000
d. Cepuu ISO 10000
Bompoc 8
Tekct Bompoca
IIporpamMmbl 00y4eHus1 yIPABJICHHIO JOKYMEHTAMH 10/ZKHbI
0XBATbIBATh...
Bribepure ouH OTBET:
a. pOJIM ¥ OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX PAOOTHUKOB U JIMII,
paboTaronux Ha 0OIIeCTBEHHBIX Havanax
b. posiu 1 OTBETCTBEHHOCTh BCEX COTPYAHUKOB U MPOYMX JIMIL,
OTBETCTBEHHBIX 3a CO3/JaHHE JOKYMEHTOB BO BpeMs UX paOOThI U 3a BKIIIOYEHHE
3TUX JOKYMEHTOB B CUCTEMY YIIPABIIEHUS JOKYMEHTaMHU
C. pOJIM ¥ OTBETCTBEHHOCTD TOJIBKO BCEX IUTATHBIX COTPYIHUKOB
d. poJi U OTBETCTBEHHOCTh BCEX PYKOBOISIINX PAOOTHUKOB
Bomnpoc 9
Tekct Bompoca
Korna B Poccnu nosisuiuch nepsbie cranaaptsl mo CMK?
Bribepute oJ1H OTBET:




a. B 2000 r.
b. B 1997 r.
c. B 1947r.
d. B 1987 r.
Bomnpoc 10
TekcT Bomnpoca
Kak cootHocaTess TOCT P UCO 15489-1-2007 u TOCT P UCO
30300-20157?
Br16epute o1H OTBET:
a. 'OCT P UCO 30300-2015 netanusupyet U yTOUHSET MOJIOKEHUS
I'OCT P UCO 15489-1-2007
b. TOCT P UCO 30300-2015 mensier repmunonoruto 'OCT P UCO
15489-1-2007
c. TOCT P MCO 30300-2015 ormenun 'OCT P UCO 15489-1-2007
d. TOCT P MCO 30300-2015 nuxax we csizan ¢ [OCT P UCO
15489-1-2007
Bompoc 11
Tekct Bompoca
Kakoe mecTo oTBOANTCS YIIPABJIEHHIO JOKYMEHTAMH B CTAHAapTax
HNCO 9000?
Bri6epute o1H OTBET:
a. YrpaBieHue T0KyMEHTaMH paccMaTpuBaeTcsl Kak BCIIOMOTaTeNIbHbIH
mpoiiecc, 00CYKUBAIOIINI MEHEKMEHT
b. YnpaBieHue 10KyMEHTaMH SIBJISIETCS CaMOil BaKHOU 4acThIO
MEHEI)KMEHTa
c. YrpaBiieHue TOKyMEHTAMH SIBJISIETCSI COCTABHOM YacThI0 MEHEKMEHTA
d. Yopasrenue 10kyMeHTaMH HE pacCMaTPUBAECTCS U HE OMHUCHIBACTCS
Bomnpoc 12
Tekct Bompoca
B 4em 3aki0yaercs yHuBepcaabHOCTh cTaHAapToB ISO cepun 9000?
Bribepute o1H OTBET:
a. YHHBEpCAJIbHOCTh CTaHAAPTOB 00ECIIEYMBAETCS TEM, UTO B
TpeOoBaHUSAX ObUIN YYTEHbI MHEHHS Pa3HbBIX IKCIIEPTOB




b. OHM npeyIararoT OJHy OOIIYI0 YHUBEPCATbHYIO MOAETh MEHEKMEHTA

¢. OHM IPUMEHUMBI JJ1s1 JTF0O0N OpraHM3alyi BHE 3aBUCUMOCTH OT
YHCIEHHOCTHU TIepcoHaa, (hOpMbI COOCTBEHHOCTH, 3aHIMAEMBIX PHIHKOB,
XapakTepa BBITYCKaeMOU MPOIYyKIUHU WK OKa3bIBAEMbIX YCIyT

d. YHUBEpCaTbHOCTH MPOSIBIIICTCS B TOM, YTO JJAHHON cepuu 0000IICHBI
TpeOOBaHUS APYTUX CEPHUIl CTaHIAPTOB

1. CocTaBUTh TEPMUHOJIOTMYECKHI CIOBAPHUK B BUAE TAOIHIIBI, MTOJIB3YSACH
I'OCTamu, yKka3aHHBIMU B IIEPEYHE.
Memoouueckue pexomenoayuu
B crombennr Ne 1 BHOCATCS TEpMHHBI, KOTOpble BXOIAT B
TEPMHHOJIOTMYECKHE CIUcKku Tonbko crangaproB MCO (I'OCT P HCO
15489-1-2007 wu TOCT P HCO 30300-2015). B  poccuiickux
tepmunosiornueckux ['OCTax (I'OCT P 51141-98 u T'OCT P 7.0.8-2013)
Heo0xo1uMo HaiTu cooTBeTcTBYOmUI NCO TepMuH, eciii OH OTCYTCTBYET, TO B
HY)KHYI0 Tpady TaOIHIIbI BIUCHIBAETCS CIOBO «OTCYTCTBYeT». [locie Tabnuis! B
BUJIE TEKCTAa HEOOXOMMO C/IeNIaTh BBIBOBI O COOTHOIIEHUH COCTaBa TEPMUHOB U
UX TOJIKOBAHHUSX.
@opma mabauywel k 3adanuio 1
ConocraBuUTeIbHBIN aHAJIN3 TEPMUHOB U ONIpeAeTIeHUI

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

KonTtpoabsHnas padora

3apanue 1. CoctaBuTh 0030p MyOIUKAIMI IO IEPUOTUIECKUM U3TAHUSIM
(razeraM, Hay4YHO-TIPAaKTHUYECKUM >KypHajiaM, COOpDHUKAM Hay4YHBIX TPYIOB U
np.) 3a nocnennue 10 et o poccutickom u MexicOyHapoOHOM onvime YNpaeieHusl
OOKYMEHMAMU 8  Op2aHU3AYUAX,  YNPABIAEMbIX N0  MeHCOYHAPOOHBIM
cmanoapmam UCO cepuu 9000 (pasmuvix eepcuii).

Meroanuyeckue yKazaHus
AHanM3 npeCcTaBUTh B BUJIE TEKCTa 00BEMOM HEe MeHee 3-X ctanuIl (0e3




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

[1K-4.2

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

BOl'[pOCI)I K 3a49€Ty

S. AYTEHTHYHOCTB M CIIOCOOBI ee 0OecrieueHusl.

6. JloCTOBEpHOCTH U CITOCOOBI €€ 00ECTICUECHHSI.

7. LlenocTHOCTB M cIIOCOOBI €€ 00ecTIeYeHHUS.

8. [TpuroaHOCTH 17151 UCTIOIB30BAHUS U CIIOCOOBI e oOecrieueHusl.

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

10. [TpoexTHpoBaHHe W  BHEJPEHHE  CUCTEMbl  YIpPaBJICHUS
JOKYMEHTaMH.

11. CX0ACTBO M OTJIMYMS B IpUEMax OINpe/IeIeHUs] CPOKOB XpaHEHUs

nokymeHToB 1o craHmapty HMCO P 15489-1-2007 w oTe4eCTBEHHBIM
HOPMAaTUBHBIM aKTaM.
12. [TporpamMMma pa3pabOTKH CUCTEMBI YIIPABJIEHUS JOKYMEHTaMHU.




13. MOHUTOPUHT U ayJIUT CUCTEMBI YIIPABICHUS JOKYMEHTAMHU.
14. OcnoBubie TpeOoBanuss 'OCT P MCO 15489 mo oOyueHuro
CHUCTEME yNPaBIICHUS TOKYMEHTaMU
HUToroswplii TeCT 10 Kypcy
Bormpoc 35
TekcT Bomnpoca
Ha3oBuTe Tpu MeKIyHAPOAHbIE OPraHU3AIMH M0 CTAHAAPTHU3ANMHU
Bri6epute 01MH UM HECKOJIBKO OTBETOB:
a. MexryHapoHas 3JIeKTPOTEXHUYECKast KOMUCCHS
b. EBpomneiickuii HHCTUTYT CTaHIapPTOB AIEKTPOCBSIZH
¢. MexxnyHapo/iHast Opranu3anus CTaHIapTU3alun
d. Mexnynapoanbiit Coro3 DIeKTpoCBsI3u
Bonpoc 34
Texcm eonpoca
Houemy, no muenur B.@. HAnkoeoit, HCO 15489 "cmaeum kpecm'' na
denonpouszeoocmee 6 Cmapom noHumanuu?
BriGepuTe 01uH UM HECKOJIBKO OTBETOB:
a. Crapaapt TpeOyeT MOJTHON 3aMEeHbI BCel Hay4YHO-TEPMUHOIOTUYECKOM
0a3bl 1eTOMPOU3BOJICTBA
b. CtangapT He MpeAnonxaracT BO3MOXKHOCTH MPUMEHSTh HAIlHOHATBHBIN
OTIBIT YIIPABJICHUS JOKYMEHTAMH
c. Crapmapt 0003HAUYMI HEOOXOAMMOCTH MEPECMOTpA CTATyca CIYKOBI
JIOVY u ee ponu B AeATENBHOCTH OPraHU3alluH B LIEJIOM
d. Cranmapt kacaercst BceX JOKYMEHTOB OpTaHU3aliH (a He TOJIBKO
Bormpoc 33
Tekct Bompoca
KakumM HOpMATHMBHBIM JIOKYMEHTOM B OPraHH3alMU JIO0JKHO
pPerjaMeHTHPOBATHLCSI KOHBEPTHPOBAHME W MUTPaNusl JOKYMEHTOB M3
OJIHO¥i cHCTeMBbI YNIPaBJIeHHsI JOKYMEHTAMU B IPYryio?
Bribepute o1H OTBET:
a. yCTaBOM OpTraHU3aIuu
b. mprKa3zoM O KOHBEPTHPOBAHUM U MUTPAIUU JOKYMEHTOB M3 OJHOI
CHCTEMBI YIIPaBJICHUS TOKYMEHTAMHU B JIPYTYIO




c. 'OCTom
d. uHCTpYKLIMEH IO KOHBEPTHUPOBAHUIO U MUTPAIIUU JOKYMEHTOB
Bonpoc 32
Texcm éonpoca
Umo cnocoocmeosano aKmueusayuu MeHcOYHapoOHoul
cmanoapmu3ayuu u cepmuukayuu 8 od1acmu ynpasieHus 0oKymenmamu?
Bribepure o1H WM HECKOIBKO OTBETOB:
a. CtanmapTusaiys MEHEeHKMEHTa
b. VYBenuueHue KOIMYECTBA HKCIEPTOB, YYACTBYIOIIUX B pa3pabOTKe
CTaH/IapTOB
c. BHenpeHnue 31eKTpOHHOr0 T0KyMEHTO000poTa
d. U3meHeHus B 3aKOHOAATETHCTBE
Bonpoc 31
Texcm eonpoca
Kakue/aa uacmv/u ISO 15489 oviiu nepesedenvt u npunamol 6
Kauecmee HAYUOHAIbHO20 POCCUIICKO20 cmaHnoapma?
Br16epute o1H OTBET:
a. Tonbko 2-ag u 3-51 yactu
b. Bce yactu
c¢. Tonpko 2-ast yacthb
d. Tonbko 1-as yacTh
Bonpoc 30
Texcm eonpoca
Br16op HOcuTens nHpopMaliuu 3aBUCUT OT:
Br16epuTe 0MH UM HECKOJIBKO OTBETOB:
a. MaTepUaJIbHBIX BO3MOXKHOCTEN OpraHu3aIuu
b. o6beMa JOKYMEHTO0O0pOTa OpraHU3aIuH
C. IPOTHO3UPYEMBIX THUIOB YPE3BbIYAHHBIX CUTyallUN
d. cpoKOB XpaHEHHS TOKYMEHTOB
Bomnpoc 29
Tekct Bompoca
Joxkymentanuss CMK BriI04aeT cjefyommii nakeT J0KyMEHTOB:
Bribepute oJ1H OTBET:




a. llemm ¥ mOMUTHKA OpraHM3alUHd, PYKOBOJACTBO IO KadecTBY,
JIOKYMEHTHPOBaHHbIE IPOLIEAYPHI, JOJKHOCTHBIE MHCTPYKLUHN U TOJIOKEHHS O
CTPYKTYPHBIX IOJpAa3/eNeHUsX, CTaHIApThl OpraHu3almud W  pabouue
UHCTPYKLIHUU

b. JlokyMeHTHpOBaHHBIE MPOLENYPHl, IODKHOCTHBIE HWHCTPYKLIHUU U
HOJIOKEHHUST O CTPYKTYPHBIX MOJpPA3/ENEHUsX, CTaHAAPTHl OpraHu3aluu U
paboune HHCTPYKLIUU

c. PykoBoacTBOo 1Mo KauyecTBy, JOKYMEHTHPOBAaHHbIE IPOLEAYPSI,
CTaHJAPTHI OPTaHU3AIUH U pad0vYre UHCTPYKIIUU

d. Muccust opranuzanuu, el U MOJUTHKA OpraHu3aluu, pyKOBOACTBO
M0 Ka4eCTBY, JOKYMEHTHPOBAaHHBIC MPOLEAYPHI, TOHKHOCTHBIE HHCTPYKLIUU U
IOJIOKEHUS O CTPYKTYPHBIX MOJpPA3/ENEHUsIX, CTaHAAPTbl OpraHu3aluu M
paboune HHCTPYKLIUU

Bomnpoc 28

Tekct Bompoca

Kakoii TexHHYeCKHiI KOMHUTET SIBJISIeTCS TJIABHBIM IO pa3padoTke
CTAHIAPTOB IO YNPABJIEHUIO JOKYMEeHTaAMHU?

Bribepure ouH OTBET:

a. TK 176 «YnpaBneHue kaueCTBOM»

b. TK 6 «bymara, KapTOH U IIeJUTIONI03a»

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

d. TK 46 «Muadopmarus 1 TOKYMEHTALIHS

Bomnpoc 27

Tekct Bompoca

«PUCK-OpHEeHTHPOBAaHHOE MBbIIJIEHHE» MOSBHJIOCHh B CTaHIAapTax
BepPCHUH...

Bribepure o1H OTBET:

a. 2015 r.

b. 2000 r.

c. 1987r.

d. 1994 r.

Bomnpoc 26




Tekct Bompoca
Korma Obi1a co3gana  MeskayHapoaHasi  OpraHu3amusi 1o
cranaapruzanun (International Organization for Standardizations)?
Bribepute o1H OTBET:
a. B 1947 r.
b. B 2007 r.
c. B 1986 .
d. B 2001 r.
Bompoc 25
TexkcT Bompoca
Ilouemy d¢yHkunu cexkperapuar ofecnedyuBaj aBCTPAJIUHCKHUI
HAIIMOHAJILHBIN OPraH CTAaHAAPTU3AIUU?
Br16epute o1H OTBET:
a. ABcTpayiis BbICTyIIUJIa C UHUIIMATUBOM co3aanus ISO 15489
b. ABcTpanus paHbllie JPYTHX BHEIPHWIA HAIIMOHAJIBHBIA CTAaHAAPT IO
YIOPaBICHUIO JOKYMEHTAMU M €ro NpH3HaIu JIy4YIIMM B MEXIYHapOIHOH
MpaKTUKE
c. ABcTpanusi Bcera BBIMOJNHAET AaHHYI0 (yHKIuo B TK
d. B ABcTpanuu myuiive cekpetapu
Bomnpoc 24
Tekct Bompoca
PacnpenesienHoe ynpasiieHHe JOKYMEHTAMH — 3TO...
Bri6epute o1H OTBET:
a. CY/l, rae oTBETCTBEHHOCTbD 32 IOKYMEHTHI pacipeiesieHa MeK 1y BCEMU
pabOTHUKAaMU OpraHU3aliH
b. mpaBunbHO cipoektupoBanHas CY /I, cooTBeTCTBYIOIIAs METOAOIOTHU
nco
C. KOHTpoJupyemas U AoKyMeHTanbHO odopmieHHas CVY], xotopas
crocoOHa MOAIePKUBATh aJTbTEPHATUBHBIC BAPHAHTHI Pa3MEIEHUS TOKYMEHTOB
d. CY ]I, ucnionp3yroias ayTCOPCUHT
Bompoc 23
Tekct Bompoca
Oco0eHHOE OTHOLICHHME K JOKYMeHTauuu crangapros 9000:2000




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

a. YIpaBlieHHE JTOKYMEHTAMH PACCMATPUBAECTCSA KaK BCIIOMOIaTEIbHBIN
MpOoLECcC, 00CTYKUBAIOIIUNA MEHEIKMEHT

b. VYmopaBrneHue TOKyMEHTAMHU SBJISETCS CAaMOW BaXKHOM 4YacThiO
MEHEKMEHTA

c. Ha kaxxnoMm mpeanpusaTvu, B KaXKI0H OpraHU3alliy JOKHA OBITh HE
TOJIbKO pazpaboTaHa, BHEAPEHA U IEHCTBOBATh CUCTEMA MEHEKMEHTa KauecTBa,
HO 33JJOKyMEHTUPOBaHa

d. YnpaBneHue JOKyMEHTaMU SIBJISIETCSI COCTABHOM YaCThI0 MEHEKMEHTA




[1K-4.3

OcyluecTBie€T CTpPaTerM4eckoe IUIAHHPOBaHHE U
MOCTPOSHHE MPOIIECCOB CKAHWPOBAaHUS, BBOAA U 00pabOTKU
JAHHBIX B CUCTEME JIEKTPOHHOTO apXH1Ba

IIpakTuyeckoe 3a1anue Ne 2

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

B niepBbIii cTOIOCI] BHOCUTCS [TUTATa U3 TEKCTA YKA3aHHOTO CTaHAApTa, T1Ie
OroBapuBaeTcs Ha3BaHHBIM B cronOune Ne 2 mpunnumn. Ilurata pomxHa
COIIPOBOXKAATHCA TOYHOM CCHUIKOM.

B Tpertuii cronber; BHOCATCS Moka3aTenu (Ha3BaHUS AOKYMEHTOB W/WIU
3amuceil O TMPOM3BEICHHBIX JIEUCTBUIX), MO KOTOPHIM MOXHO CYIUTh, YTO
JAHHBIA MPUHIMIT COOJIIOJIaeTCs B XOJe ympaBieHus AokyMeHTamu. Cremyer
IpoayMaTh W TOM00paTh KaK MOXKHO OOJIbIIEe KOJHMYECTBO BO3MOXKHBIX
JI0KA3aTeNbCTB, CBUACTENHCTB COOMIOICHUS KaKaoro npuHnumna. K nokazarensam
cleayeT OTHOCHTh OTBETCTBEHHOCTh [OJDKHOCTHBIX JIUI[ IO COOJIIOJICHUIO
Ka)KJ0r0 MPUHIIMIIA U OCHOBHBIE pe3ynbTaThl CY /1.

Bropoii cTonber; TabmuIbl He 3aM0IHASTCS U HE JOMOTHSETCS.

dopma TabnuIs! 1
Mooenv oyenxu coomeemcmeus mpebosanusim I OCT P UCO
15489-1-2007
1o coba00eHUI0 NPUHYUNOE NOTUMUKY 8 00ACMU YNPABTIeHUs

JoKyMeHmamu
[Tonoxxenue [Tpunamn [Toxazarenu
cranaapta ['OCT P COOTIOICHHUS
NCO 15489 NPUHIINIIA
(myHKT Ne 1
Ha3BaHUE)
1 2 3
[TpunIMn
SKOHOMUYECKON
11e71eC000Pa3HOCTH
[Tpunnumn yuera
OpraHU3alMOHHON Cpebl
[Tpuamn
COOTBETCTBHSI




HOPMaTUBHOM Ccpejie
[Tpunimn
COOTBETCTBUS JCIIOBOM
JIeSITEIIbHOCTH

IIpakTuyeckoe 3a1anue Ne 2

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

JlanHble crieqyer 3aHecTd B TaOIHILy.

B niepBbIii cTOJIOCI] BHOCUTCS ITUTATa U3 TEKCTA YKA3aHHOTO CTaHAapTa, T1Ie
oroBapuBaeTcs Ha3zBaHHas B cronbue Ne 2 xapakrepuctuka CVY]I. Ilurara
JIOJ>KHA COITPOBOXKAATHCSA TOYHOM CCHUIKOM.

Bropoii cronben TabauIbl HE 3aNIOTHSAETCS U HE AOTMOJIHACTCS.

B Tperwmii cronmben BHOCATCS ToKa3aTenu (Ha3BaHUS JOKYMEHTOB H/WIIN
3anucel 0 MPOM3BEICHHBIX JACUCTBUAX, IEPEUNCIIEHUE OCHOBHBIX PE3yJIbTAaTOB),
0 KOTOPBIM MOXHO CyauTh, uTo CY ][ nocturiia TpedyeMbIX XapaKTepUCTHK.

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

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

ITonoxenue XapaKkTepucCTUKU IToka3zarenu
craggapra [OCT P |CY][] COOTBETCTBUS
NCO 15489 (myHkt Ne TpeOOBaHUAM
Y Ha3BaHUE) CTaHJlapTa

1 2 3
Hanexnocts CY/]
Ilenoctaocts CY /]
CootBercTBHE
cya
KomMIiekcHOCTh




CY]I

Cucremuocts CY ]|




0) Ilopsinok mpoBeaeHHs] MPOMEXKYTOYHOW aTTeCTAUMH, MOKA3aTeJd M KPHUTEPHH
OlleHUBAHMUS:

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

Kpurepun oueHku (6 coomeemcmeuu ¢ hopmupyemviMu KOMHEMeHYuamu u
NIAHUPYeMbIMU pe3yibmamamu 00yyeHus):

— HA OYEHKY «3aUmeH0» — CMYOeHm O0JIHCeH NOKA3AMmb NOPO208blll YPOGeHb 3HAHUU (Ha
VposHe 8ocnpouzgedeHuss U 00bACHEeHUs UHGOpMayul, UHMELIeKmM)albHble HABbIKU DeuleHUsl
NPOCMbIX 340a4);

— HA OYEeHKY «He 3aUmeH0» — CMYOeHm He MOJCem NOKA3amb 3HAHUS HA YPOGHE
80CHpOU3BEOCHUS U OOBACHEHUS UHGOpMAYUU, He MOMCem NOKA3AMb UHMENLIEeKMYalbHble
HABbIKU peuleHUsl NPOCMbLX 3A0ay.

JuddepeHupoBaHHAN OLEHKA BBICTABIISICTCS HA 3a4ETE C OLICHKOM B COOTBETCTBUU CO
CJIEYIOIIMM MPOLEHTHBIM COOTHOLICHHEM OT BBIIOJHEHHOr0 00beMa MPAKTUYECKUX 3a/laHui
TEKYIINX U HTOTOBBIX TECTOB:

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

75-90% - 3auTeHO «XxO0poIo» (4 6ama)

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

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



Ipuioxkenne 3
MeToanuyeckue yKazaHus JJIs1 CAMOCTOATEIbHON padoThI CTY/IeHTOB

B mporecce BBIOTHEHHUS CAaMOCTOSTENBHOW PAaOOTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPHHMMATh CBEJICHUS Ha CIyX, (PUKCHpPOBATh WH(POPMALMIO B BHUJE 3alUCEH B TETpalsX,
paboTaTh ¢ MUCBMEHHBIMU TEKCTaMH, CAMOCTOSITEIbHO U3BJIEKAs U3 HUX I10JIE3HBIE CBEACHUS U
opopmisii MX B BHAEC TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpPOBAaTh WH(POPMAIMIO B BHIE
3aI10JHEHU TaOJIMLl, COCTABIEHHs cXxeM. Ba)kHO Hay4YHUThCS BBLACIATH IVIABHBIE MBICIIH B JIEKIIUU
npenojaBarens JMOO B MHUCBMEHHOM TEKCTE; aHAJIW3UPOBATh SIBJICHUS; ONPENENISATh CBOIO
HO3MIIMIO K MOJIyYEHHBIM Ha 3aHATUAX CBEICHHSIM, YETKO (POPMYJIUPOBATh €€; apIyMEHTUPOBATh
CBOI0O TOYKY 3pEHHUsS: BBICKA3bIBATh OLICHOYHBIC CYXICHMS; OCYLICCTBIATh CAaMOAHAIU3.
HeoOxonuMo y4uuThbCsl BIaJ€Th YCTHOM M IMCBMEHHOW PEUYbl0; BECTH JUAJIOT; y4acTBOBATh B
JUCKYCCHM; pAaCKpbIBaThb COJEp)KaHUE H3ydaeMOM MpoOieMbl B MOHOJIOTMUECKON peuu;
BBICTYIIaTh C COOOIICHUSIMU U JJOKJIaJaMHU.

IHoaroroBka k mpakTHyeckuM 3aHATUSAM. CeMHHAp — OJMH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUH MO0 TYMaHUTApHBIM AucuuimnHaMm. OH MpeIHa3HaueH A yriTyOJIeHHOTO
W3YYEHHUs OTJENbHBIX TeM U KypcoB. [lo ¢opme mpoBeneHns ceMuHapbl OOBIYHO MPEICTABISIOT
co0o0ii perieHue 3aaa4, o0CykIeHUE T0KIa10B, Oecey Mo MIaHy WM JUCKYCCHIO 10 IpobieMe.

[ToaroroBka K 3aHATUSM 3aKJIHOYAETCS, IPEXK/IE BCErO, B OCBOCHUHU TOTO TEOPETHUYECKOTO
Marepuaia, KOTOPhId BEIHOCUTCA Ha oOcyxaeHue. s 3Toro HeoOX0aMUMO B MEPBYIO OYEpEh
NepeYnTaTh KOHCIEKT JEKIIMU WIH pa3elibl Y4eOHHKA, B KOTOPBIX MIPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanusa. M3yyeHne pekoMEeHJ0BaHHOM JIUTEPATypbl HEOOXOJUMO cJieNaTh MAaKCHUMAaJIbHO
TBOPYECKH — HE MPOCTO YKJIA/AbIBasi B MaMATh HOBbIE CBEACHMS, a OCMBICINBASL U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXKHO C IIOMOIIBIO 3aIMCEH, BBIMMCOK MM TE3MCHOIO
KOHCIIEKTA.

Ecin cemunap mnpeincraBieH [JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJEHUE JIEXKUT Ha JOKJIaquuKkax. Kak cenars 9To yCnemHso cMoTpuTe B pasaeie «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHHUKOB CEMUHapa He JOJKHA ObITh MaccUBHOW. CTyIEHTHI,
IIPOCITYIIAB JOKJIAJ, 3alMChIBAIOT KPAaTKO INIABHOE €0 COAEPKAHWE M 3aJal0T BBICTYIANOIIEMY
yTOUHSIOLIME BONpocoB. Uem Oosiee ocHOBATENbHOM Oblja JOMAIIHSS TOANOTOBKA MO TEME, TEM
aKTUBHEE MPOUCXOAMUT OOCYXKIAeHHe NpoOiieMHbIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS TBOpPYECKAs, CaMOCTOATEIbHAs MBbICHIb, JAcTCd BO3MOXHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUaHUs.

becena mo mmaHy mnpezacraBiser coOoil  3apaHee IMOJATOTOBJIEHHOE COBMECTHOE
00-Cy>XJIEHHE BOIIPOCOB TEMBI KaXKbIM U3 YUaCTHHKOB. JTa (popMa morpedyeT OT CTy/I€HTOB He
TOJIbKO XOpOILIEH CaMOCTOSITENbHOM MPOpPaObOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTMBHOW JHUCKYCCHUH: KPaTKO, YETKO U SICHO (pOpPMYJMPOBATH M U3JArarhb
CBOIO TOYKY 3pEHHs] Mepell COKYpPCHHKaMH, OTCTauBaTh IIO3UIMI0O B HAy4YHOM CIIOpE,
MPUCOEAUHSITHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM YYaCTHUKAM.

PedepaTt — camplii mpocTOl 1 HAUMEHEE CaMOCTOSTEIIbHBIA BUJ] MMCHbMEHHON PaOOTHI.
CyTp €ro COCTOMT B KpPaTKOM H3JI0KEHHM COJEPKalUXCs B HAy4YHOHN JUTEpaType B3IJIAJO0B U
ujei no 3ajaHHol TeMe. Pedepar He TpeOyeT OpUrHHAIILHOCTH M HOBU3HBL. B HeM orieHuBaeTcst
YMEHHE CTyJIeHTa paboTaTh C KHHUIOW: BBIACNATH W (OPMYIHUPOBATH IMpoOiieMy, OTOMpATh
OCHOBHBIE TE€3MCHl U BCIIOMOTaTEIbHBIE JAHHBIE, JIOTUYECKH BBICTpanBaTh MaTepuall, IpaMOTHO
0(QOpPMIISITh Hay4HBIH TEKCT.



CrynenTtam mpeajiaraeTcs aBa Buaa pedepatHbix padoT:

PedepupoBanne HaydHOU JIUTEpaTyphl MPEICTABISIET COOOM COKpAIIEHHOE H3JI0KCHHUE
COJIep’KaHUsl CTaTbU MM KHUTM C OCHOBHBIMHU CBEJCHHSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJIbHbI TOT/Ia, KOT/la B IOPUIMYECKUX MCTOYHHUKAX MOSBISETCS HOBBIM TEOPETHUECKUI WK
OpaKTUYeCKUd MaTepuan 1o wusydaemoil Tteme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAKOMUBIIKCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U TOJIHO MEpeaTh €ro CoJepKaHue.
Jns sroro uemnecoobpazHo BbIOpaTh (OpMY MOCIEAOBATEIBHOTO HU3JI0KEHUS MPOYUTAHHOU
KHUTH, HE MEHsSS ee OOMMU TUlaH M CTPYKTYpY (Tn1aBbl, pasnensl, naparpadsr). Heodxoammo
COXPAaHUTH JIOTMKY IIOBECTBOBAaHUS M IM03a00TUTHCS O CBSI3HOCTU TeKCTa. ABTOPCKHE,
OpUTHHAJIbHBIE ¥ HOBATOPCKHE MBICIM M WACU Jydlle MepefaBaTb HE CBOMMH CJIOBAaMH, a C
nomouiblo muTHpoBanus. O0beM pedepata Oyaer ompenenarTbes COoAepKaHHEM HCTOYHUKA, a
TaK)Ke ero Hay4yHOW M IMpaKTHYeCKO# 1eHHOCThI0. Ho B 11000M ciiyyae mpeanovreHue oTAaeTcs
KPaTKOCTH U JIJAKOHMYHOCTH, YMEHHUIO OTOUPATh TTIAaBHOE U OCBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

Pedbepar mo Teme  mpencraBiser 0030p HAyYHBIX B3IJISIOB W KOHIICTIIHHA TIO
poOJIeMHOMY BOIIPOCY B M3y4aeMOi TeMe.

- Ecnn Bam mpeuioskeHa Tema Takoro pedepara Ha BBIOOP, TO MPEANOYTEHUE CIEAYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpECHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHb CIIOXKHON U
00BEMHOIA, B TPOTUBHOM ciyuae pedepar Oy1eT HalmoOMUHATh KypCOBYIO paboTy.

- Jnga moarotoBku pedepata CTyA€HTY HEOOXOAMMO CaMOMy WJIH C Yy4acTHEM
npenoAaBarens moaoopate uCTouHUKU uHpopmanuu. Creayer 1mo3ab0TUThCS, YTOOBI B BallleM
CIIUCKE OKa3ajJHhCh HE CIy4aiiHble, a IIecHHble B WH(GOPMALMOHHOM IIJIaHe KHHUTU. MOXHO
BBIIIOJHUTH pabOTy, OOpaTUBLIMChL U K OJHOMY MHCTOYHHUKY — IOCOOMIO, MOHOrpaduu,
uccnenoBanuo. Ho mydie, ecinn BbI 0OpaTHTECh K ABYM-TPEM HAyYHBIM TPYAaM — 3TO MO3BOJIHT
NPEJCTaBUTh MPOOIIEMY C HECKOIBKUX TOYEK 3PEHUS U BBICKA3aTh JTMYHBIE MPEATOYTCHHS.

- OIHUM U3 TJIaBHBIX KPUTEPHUEB OLIEHKH pedepara OyIeT COOTBETCTBUE €0 COACPKaHUS
3agBleHHONM TeMme. [l 3Toro Oerjgo O3HAKOMHUBIIMCH C IE€PBOMCTOYHHKAMHU COCTAaBbTE
MpeIBapUTeNbHbIN TaH Oynaymero pedepara, 0003HaYMB B HEM MPHHIMIIAAIBLHO Ba)KHbIE
MOMEHTBI U 3Tanbl ocBelleHus npobsemsl. [locie Toro, kak y Bac mosBsTcs pabouue 3amucH 1o
pe3ynbTaTaM H3Y4YeHHsS HAyuyHOUW JuTepaTypbl M oOmIMpHas HMHGOpMAIMsS MO TEME B IEJIOM,
MOXXHO OyJeT CKOppeKTUpoBaTh oOmui miaaH pedepara. Crapaiitech nmpu padboTe HaJg HUM
THIATEIEHO HW30aBIATHCS OT «H3JIMIIECTB»: BCAKOTO poja aOCTPaKTHBIX PACCYKIACHUH,
Ype3MEepHBIX MOJPOOHOCTEH M MHOTOYHCIIEHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOT» TEMY WA
YBOJAT OT HEE.

CrpykTypa pedepara BKIO4aeT B ceOs BBeJeHHE, OCHOBHYIO 4acTh U 3akitoyeHue. Bo
BBeJICHUU (POPMYIUPYIOTCA LEMH W 3agaud paboThl, ee akTyanbHOCTh. OCHOBHas 4YacThb
npeCcTaBisieT coO00i MmociaeoBaTeIbHOE U aPTYMEHTHPOBAHHOE M3JI0KEHUE PA3JIUYHBIX TOUEK
3peHHst Ha MpolOiieMy, €e aHajiu3, MpearoiaraeMble MyTH pelleHus. 3akioyeHue o00o0maer
OCHOBHBIE MBICITH HJIM OOOCHOBBIBAET IMEPCIIEKTUBBI JaTbHEUIIETO MCCIeTOBaHUS TeMbl. Ecim
pedepar moctatoyHO OOBEMEH, TO TOTpPeOyeTcs pa3fe/ieHHe TEKCTa Ha pasfeibl (TJIaBbl,
naparpadsl). MmocTpaTuBHBIN MaTeprall — TaOIHIIbI, CXEMBI, TPaQUKH — MOTYT PacIoyiaraThCs
KaK BHYTPH OCHOBHOMW 9acCTH, TaK ¥ B pazzene «lIpuioxeHuey.

O6bem pedepaTa 3aBUCUT OT IIEJIEH U 3ajad, peniaeMbiXx B pabotre — oT 5 10 20 cTpaHuiy
MAIIMHOMUCHOTO TEKCTa uepe3 JIBa WHTepBasa. Eciau B 3alaHuu, BBIJAHHOM MpENoAaBaTelieM
00BbEM HE OrOBapUBaACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11eJIeCO00Pa3HOCTH.

B pedepare B 00si3aTenbHOM MOPSAKE Pa3MEMIAIOTCS TUTYIBHBIA JUCT, IJaH WIA
OrJIaBJIeHHE PabOThl, a TAKKE CIIUCOK UCIIOIb3YEMO JIUTEPATYPHI.



OO6bpuHO pedepar MOXKET 3a4YMTHIBACTCS KaK MHUChMEHHas paboTa, HO HEKOTOPHIC
NpenoiaBaTeNI MPAaKTUKYIOT MyOJMYHYIO 3ammTy pedeparoB WM HX «O3ByYHMBaHUE» Ha
CEMHHAPCKHX 3aHATHSIX. B 3TOM ciydae He00X0AUMO MPUIIOKUTH JOTOTHUTEIBHBIC YCHITUS IS
MOJIrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTtepuaiaM pedeparHoii paboThI.

IIpe3eHTanmusi — COBPEMEHHBIA CIOCOO YCTHOTO WM MHCHMEHHOTO MPEICTaBICHUS
UH(POPMALIUHU C UCTIOIB30BAHUEM MYJIbTUMEIUIHHBIX TEXHOJIOTHH.

Cy1iecTByeT HECKOJIbKO BAPHAHTOB MPE3ECHTALINH.

. ITpesenTanys ¢ BEICTYIUICHUEM JOKJIA4MKa
. IIpe3eHTanys ¢ KOMMEHTapUsAMU AOKJIAUUKA
. [IpesenTanyss  aas  CaMOCTOATEINBHOIO  IPOCMOTPA,  KOTOpas  MOXKET

JEMOHCTPHUPOBATHCS Mepel] ayAUTOpHel 6e3 yuacTs T0KIa 4uKa.
[TonroToBka mpe3eHTalMK BKIIOYAET B ce0s1 HECKOJIBKO 3TAIOB:

1. [InanupoBaHue Npe3eHTALUU
OT OTBETOB Ha ATH BOMPOCH OYJIET 3aBUCETHh BCE OCTPOCHHUE NPE3CHTAIINN:

. KaKOBO TPEAHA3HAYCHWE W CMBICT MPE3CHTAIlMH (IEMOHCTpAIHs PE3yIbTaTOB
HAy4YHOU paboThl, 3al1UTa JUIUIOMHOTO MMPOEKTA U T.J.);

o KaKyl0 poib OyJIeT BBINOJHATH MPE3CHTAlUs B XOJE  BBICTYIJICHUS
(compoBOXKIEHHE JOKJIa/1a UK €r0 WUTFOCTPAIHs);

. KaKoBa LieJb Npe3eHTaluu (MH(popMupoBaHue, yOexKA€HUE NI aHaIU3);

. Ha Kakoe BpeMs paccuuTaHa mpe3eHTauus (KopoTkoe - 5-10 MuHyT win
IPOJOHKUTENbHOE - 15-20 MUHYT);

. KaKoB pa3Mmep M cocTaB 3putenbckor ayautopuu (10-15 genosex wnu 80-100;

MPEMNo/IaBaTeln, CTYICHTHI WJIM CMEIICHHAS ayUTOPHUS).
2. CtpykTypupoBanue uHpopMauu

o B Ipe3eHTAllMM He JO0JbKHa ObITh MeHee 10 cnaiifoB, a o0riee WX KOJIUYECTBO
npesbimath 20 - 25.

J OCHOBHBIMHM TPUHIIMIIAMH TIPH COCTaBJICHUM TPE3CHTAIIMU JIODKHBI OBIThH
SICHOCTb, HAIISITHOCTD, JIOTUYHOCTh U 3alIOMUHAEMOCTh;

o Mpe3eHTalusl TOJKHA UMETh CIICHapUi U YETKYIO0 CTPYKTYpy, B KOTOpOHl OymyT
OTpa’keHbI BCE IPUUMHHO-CIIECTBEHHbIE CBSI3H,

. pabota Haj Tpe3eHTalueld HAYMHAETCS TOCe TIIATENbHOTO OOIyMBIBAaHUSA W

HaltMCaHus TCKCTa JOKJiaaa, KOTOpBIfI HCO6XOI[I/IMO p8.36I/ITB Ha (l)paFMeHTBI 1 0003HAYUTH
CBsA3aHHBIC C KAXK/BIM U3 HUX 3aJa4u U HGfICTBHSI;

. MEpBbI MIar — 3TO ONpeJAeNieHHe TJIaBHOW WJEeH, BOKPYT KOTOpOW Oyner
CTPOMUTHCS IIPE3CHTALMS;
. yacTh WHGOPMAllMd MOXXHO TEpPEeBeCTH B JBa THUIA HATJSAHBIX TMOCOOMIA:

TEKCTOBBIE, KOTOPBIE MOMOTYT CIyIIATENsIM CIEIUTh 32 XOJOM Pa3BEPTHIBAHUS apTYMEHTOB U
rpadguyeckre, KOTOpblE WJUIIOCTPUPYIOT TIJIaBHbIE IYHKTHl BBICTYIUICHMSI W CO3JAIOT
HMOIIMOHAIbHEIE 00pa3kI.

° CIOXKETBl TMPE3CHTAIMU MOTYT pPa3bsCHATh WM WIUIIOCTPUPOBATH OCHOBHBIE
TIOJIO’KEHUS JIOKJIaJa B CaMbIX Pa3HOOOPA3HBIX BapHaHTAX.

OdeHb BaXKHO HAWTH TPABWIBHBIN OamaHc MeEXAY peublo JOKJIaJ4huKa |
CONPOBOXKAAIOIIUMH €€ MYJIbTUMEININHBIMU 3JIEMEHTAMMU.

Jl1is aTOTO 1IETIecO00pa3Ho:

. OTIPEICITUTE, YTO OyIET MPEACTABICHO HAa KAXKIOM Cliaiijie, 9To OyAeT B 3TO BpeMst
TOBOPHUTHCSI, KaK OyAET cAeNlaH Mepexo] K CIeAYIIIeMy Claiay;

° camble BaXXKHBIC HJIEW W MBICIIA OTPA3UTh M Ha Claiifjax ¥ MPOU3HECTH CIOBaMH,
TOTJ1a KaK BTOPOCTETICHHBIE — JTN00 CIIOBaMU, JIMOO Ha Claiiax;

° nH(GOPMAIIIO Ha ClIalifiaX MPEJCTaBUTh B BUJC TE3UCOB — OHH COIMPOBOXKIAIOT
MOJIPOOHOE M3II0KEHUE MBICIIEH BBICTYIAIOIIETO, @ HE HA000POT;



o JUISL pa3bsICHEHUS TMOJIOXKEHUN JTOKJIa/la UCIOIb30BaTh Pa3HbIEe BUJbI CIANWIOB: C
TEKCTOM, ¢ TabIunamu, ¢ JuarpaMMamu;

J ar00asi Mpe3eHTanusl J0JDKHA MMETh COOCTBEHHYIO JIpamMaTypruio, B KOTOPOMH
€CTb:

«3aBs3Kay - NpoOyXKICHUE MHTEepeca ayAUTOPUH K TeMe COOOIIeHus (SIPKUil HarJIsIHbIH

npumep);

«pa3BUTHEY - IEMOHCTPAIUS OCHOBHON HH(OPMAIIMH B JIOTMYECKOH [TOCIIEI0BATEILHOCTH
(uepemoBaHNE TEKCTOBBIX U rpa)uyecKux ClaiiioB);

«KYJTbMUHAIUS» - TPEACTAaBIEHHE CamMoro TJaBHOTO, HOBOTO, HEOXUIAAHHOTO
(SMOITMOHATIFHBIN PEUEBOM HITM WILTIOCTPATUBHBIN 00pa3);

«pa3Bsi3ka» - (popMyIHpoBaHUE BHIBOJOB MM MPAKTUYECKUX PEKOMEHIAINI (BUICOPSN).

3. OdopmieHue nmpe3eHTauu

OdopMieHne nMpe3eHTaIK BKIIOYAET B ce0s CICAYIONTYI0 0053aTeNbHYI0 HH(OPMAIIUIO:

THUTYyJIBHBIN JTUCT

- IPEJICTABISAET TEMY JOKJa/a U UM aBTOpa (UM aBTOPOB);

- Ha 3alluTe KypcOBOW WJIM IUIUIOMHOH paOoThl yKa3blBaeT (paMUIMIO U MHHULUAJIBI
HAY4YHOI'O PyKOBOAMTEIISI MIIM OpraHU3aliH;

- Ha KOH(epeHLusAX 0003HavaeT JaTy U Ha3BaHUE KOH(EPEHIUH.

[Inan BBICTYILIEHUSA

- (hopMynupyeT OCHOBHOE cofiepkaHue okiazna (3-4 myHKTa);

- (huKcupyeT MOPSAIOK N3I0KESHUS HHPOPMALINY;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMAIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKThI COOOLICHHUS;

- MOJKET MPEJICTABIIATh CAMOCTOSTEIbHBIN BapUaHT JIOKJIA/1a;

3aBepuicHMe

- 000011aeT, MOABOAUT UTOTH, CYMMHUPYET HH(POPMALIUIO;

- MO’KET BKJIIOUYATh CIIUCOK JIUTEPATYPHI K JOKIIAY;

- COJICPKUT CJIOBa 0J1aroJlapHOCTH ayIUTOPHH.

4. lnzaiin npe3eHTanuu

TexkcroBoe oopmieHue

. He crout 3anonssaTh cinai]l cIMmKoM O00JIbIIUM 00BEMOM HH(POPMAIUH - JIy4Ile
BCET0 3allOMHHAI0TCS He 6osiee 3-X (pakToB, BHIBOJIOB, ONPEIEICHUH.

) OnTumanbHOE YMCIIO CTPOK Ha crnaiige — 6 -11.

o Kopotkue ¢pa3pl 3anmomMuHaoTCs BHU3yanbHO Jyumie. [IyHKTBI mepedHedl He
JIOJIKHBI IIPEBBIIIATH IBYX CTPOK Ha (pasy.

. HauGonpmrast 3¢p(HeKTUBHOCTh JOCTHTAETCS TOT/A, KOTJA KIIIOYEBBIC ITYHKTHI
0TOOpaXkaroTCs 10 OTHOMY Ha KaX/I0M OTJIEIIbHOM Claiijie

. Ecnu TekCT COCTOMT M3 HECKONbKHX ab3aleB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyIO CTPOKY U MHTEpBAJI MeX 1y ab3ariamu.

. KiroueBsie ciioBa B ”HGOPMaIIMOHHOM OJI0KE BBIIEISIFOTCS LIBETOM, IPU(TOM HIIH
KOMITO3UIIUOHHO.

J Wudopmannio mnpeanodTuTenbHee pacrojaratb TOPU3OHTaIbHO, Haubosee
BaXXHYIO - B LIEHTPE DKpaHa.

. He crnenyer 3m0ynoTpebnasTh OOJBIIMM KOJIMYECTBOM IMPEUIOTOB, HApEUMid,
IpujiaraTeabHbIX, BBOJHBIX CIIOB.

J [MudpoBble MaTepuansl JIydllle NMPEACTaBUTH B BHUJAE TpapUKOB U AMATPAMM —
TaOIUIBI ¢ HU(GPOBBIMU TaHHBIMHU Ha CJIaiifie BOCTPUHUMAIOTCS IJI0XO.

o Heo6xoauMo oOpatuTh BHUMaHHE HAa IPaMOTHOCTh HamucaHus TekcTa. OmuoKu

BO B€Cb 3KpaH MPOU3BOAAT HEIPUATHOEC BIICUATIICHHUC



[pudroBoe opopmienue

o Ipudrer 0e3 3aceuek (Arial, Tahoma, Verdana) uurarotcs jierde, ueM rpoTECKH.
Henb3st cMemmBaTh pa3iuyHble TUIBI LIPUPTOB B OJHOMN MPE3EeHTALNH.

J HIpudroBoii KOHTpAcT MOXKHO CO3JaTh IOCPEICTBOM pa3Mepa uipudTa, €ro
TOJIIIMHBI, HAYepTaHusl, (POPMBI, HATIPABIICHUS U IBETA;

J Jns 3aronoBka roautcsi pasMep mpudta 24-54 myHkra, a s Tekcra - 18-36
ITyHKTOB.

J Kypcus, noaguepkuBanue, ;UpHbINA MWPUQT UCIIOIB3YIOTCS OIPaHUYEHHO, TOJIBKO
JUIl CMBICJIOBOTO BBIJICJIEHUS! ()ParMEHTOB TEKCTA.

J JlJ11 OCHOBHOT'O T€KCTa HE PEKOMEH/IYIOTCSI IPOIIMCHBIE OYKBBI.

LIBeToBOE OOpMIICHHE

o Ha onHoMm craiine He ucnosb3yeTcs 6osee Tpex LBETOB: (POH, 3aroJ0BOK, TEKCT.

o I{BeT mpudTa u uBer GpoHa JOIKHBI KOHTPACTUPOBATh — TEKCT JOJKEH XOPOIIO
YUTAThCS, HO HE pe3aTh IJiasa.

. s poHa nmpeAnodTuTEN HEE XOIOAHBIE TOHA.

. Cy1iecTByIoT He codyeTaeMble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO Y3HATh B
CIICLIMAIbHOM JIUTEPATYpE.

. UepHblil 1IBET MMeET HEraTUBHBIM (MpayHbli) MoATEKCT. benblii Ha depHOM
YUTAETCS IUI0XO.

o Ecnu npesenTanyst 6osiblias, TO €CTh CMbICT Pa3ieiuTh €€ Ha YacTU C IOMOIIBIO
LIBETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh pa3Hblil SMOIIMOHAIbHBINA HACTPOM.

. Hemnb3s Be1Oupath (hOH, KOTOPBII CONEPKUT aKTUBHBIA PUCYHOK.

Kommnozumnmonnoe oopmieHue

J Crnenyer coOmronaTh enuHbBId CTHIB odopmieHus. OH MOXET BKIIOYAThH
oIpeIeTICHHBIH MPHUPT (TapHUTYpa U LBET), (OH LBETa WIH (POHOBBIA PUCYHOK, IEKOPATUBHBIH
3JIEMEHT HeOOJIBIIOro pa3Mepa ! T.1.

. He npuemnemsl cTiiiy, KOTOpble OyyT OTBJIEKATh OT MPE3EHTALUH.

. KpymHbie 00beKThl B KOMIO3UIIUH CMOTPATCS HEBAXKHO.

. BcnomoratensHas  uHQOpManus  (YOpaBisiOIIMEe  KHOMKH) HE  JOJDKHA
npeo0IagaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpaIuei).

. Jlnst cepbe3HOW Mpe3eHTAIlUU OTOMPAIOTCS MIAOJIOHBI, BHITIOJIHEHHBIE B JIEJIOBOM

CTHIIE.
AHUMaIMoHHOe 0OopMIICHHE

o OcHOBHas pojb aHUMALMU — JO3UPOBaHMUA HHOpMaruu. AyIUTOpus, Kak
OpaBUJIO, Jyyllle BOCHPUHHMAET WHGOPMALMIO NOPUHUSIMH, HEOOJIBIIUMH 3pUTETBHBIMU
dbparmeHTamMH.

. AHUMaNMs WCIONB3yeTcs Ui TPUBJICUCHHS BHUMAHHUA WIHM JIEMOHCTPALIUU
pa3BUTHSI KaKOro-Imb0 mpolecca

o He crout 3moynotpe6iisTh aHUMAaMOHHBIMU 3(p(pekTaMu, KOTOpbIE OTBIEKAIOT OT
COJIep KaHMUs WIIM YTOMJISIFOT TJIa3a YHTAIOMIETO.

J OCOOCHHO HEXeNmaTeNbHO YacTOe WCIOJb30BaHUE TaKUX AHWUMAIlMOHHBIX
3¢ PEeKTOB KaK BBUIET, BpallleHHEe, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3ByKOBOE OpopMIIEHHE

. My3bIKanbHOE CONpPOBOXKIECHUE TNPU3BAHO OTPa3uUTh CYTh WU TNOJYEPKHYTbH
OCOOEHHOCTH TEMBbI claiila WM Bced Mpe3eHTalluu, CO3[aTh OMPENEICHHbIN 3MOIMOHAIbHBIN
HAaCTPOM.

L4 My3LII(y I_IC.IIGCOO6p8.3HO BKJIFOYAaTb TOraga, Korga MNpe3cHTauuss HACT 0e3
CJIOBCCHOI'O COITPOBOXKIACHUA.
L4 3BYKOBOG COMMPOBOKACHUC UCIIOJIB3YCTCA TOJIBKO IO HCO6XOZ[I/IMOCTI/I, IMMOCKOJIbKY

JaXe C];)OHOBaSI TUXasd My3bIKa CO31acT M3IUITHAN IIyM U MEIIACT BOCIIPUATHUIO COACPKAHUA.



J Heo6xoanMo BBIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLIT CIIBIIIIAH BCEM
CITyIIaTesieM, HO He ObUT OTTyIIHTEIEHBIM.
I'paduueckoe opopmieHue

. Pucynku, ¢ororpaduu, auarpaMMmbl TPH3BaHbl  JIONOJHUTH  TEKCTOBYIO
uH(pOpPMAIIHIO UK TepeaaTh e€ B 00yiee HATTISAHOM BH/IE.

° Henp3s mpenctaBisTh pUCYHKH U (OTO IUIOXOTO KA4eCTBA MM ¢ MCKAKEHHBIMH
IIPOITOPILIUSIMH.

° KenarenpbHo, dYTOOBI H300pakeHHE OBUIO HE CTOJBKO (DOHOM, CKOJIBKO
WUTIOCTPAIMEH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI IOMOYb IO-HOBOMY IOHSATH M
PaCKpBITh €TO0.

o Crnenyer m30eraTb HEKOPPEKTHBIX MIUIIOCTPALUil, KOTOpPHIE HENPAaBUIBHO HIIH
JIBYCMBICJIEHHO OTPa)Kat0T CMbICII HH(POPMALIUH.
J Heo6xonumo 1o3ab0TUTECS O PaBHOMEPHOM M PallMOHAIBHOM HCIOJIb30BaHUU

MIPOCTPAHCTBA HA CJIAi/Ie: €CITU TEKCT MEPBUYCH, TO TEKCTOBOHM ()parMeHT pa3MeINIaeTcs B IEBOM
BEpPXHEM YTy, a rpaduuecKkuii pUCyHOK BHU3Y CIpaBa U HA000POT.

° WnmocTpaniii  peKOMEHIYETCS  COMPOBOXKAATh  MOSCHUTEIBHBIM — TEKCTOM.
[Toanucu k KapTHHKaM Jydllle BBIOJHATH COOKY WJIM CHU3Y, €CIUM 3TO TOJBKO HE Ha3BaHUE
caMoro cliaunna.

° Ecnu rpadudeckoe n3obpakeHue HCMIONb3yeTcs B KauecTBe (OHA, TO TEKCT Ha
9TOM (hOHE JTOJKEH OBITh XOPOIIIO YUTACM.

TaOauIBI U CXEMBI

. He crout BcTaBmATh B mpe3eHTANMI0 OOJIbIINE TAOMUIBI — OHH TPYAHBI IS
BocrpusThs. Jlydine 3aMeHUTh uX rpaduKkamMu, TOCTPOCHHBIMHA HA OCHOBE 3THUX TAOJHII.

. Ecnu Bce ke TabnmuIly MOKa3aTh HAJ0, TO CIEAYET OCTaBUTh KaK MOXXHO MEHBIIE
CTPOK M CTOJIOL0B, 0TOOPAB U Pa3MECTUB TOJIKO CaMble BaXKHbIE JTaHHBIE.

o [Tpyu ncnonbp30BaHUMU CXeM Ha ciaijiax HeoOXOAMMO BBIPOBHAThH PsAIbl OJIOKOB
CXEMBbI, pacCTOSTHUE Mexay Ojokamu, A00aBUTh COEIWHUTENIbHBIE CXEMbl IPU IOMOIIU
UHCTPYMEHTOB ABTODUTYD,

o IIpy co3maHMM CXEM HY)KHO YUYUTBIBATH CBSI3b MEKIY COCTaBHBIMM YaCTSMU
CXEMBbI: €CJIM OHU PaBHO3HAUHBI, TO 3aIIOJIHAIOTCS OJTHUM HIPUPTOM, POHOM U TEKCTOM, ECIIH €CTh
nepBOCTENeHHas MH(OpMaIus, TO OHAa BBLAEISAETCS OCOOBIM CHOCOOOM C  TOMOIIBIO
OpraHU3aI[MOHHBIX AHATPAMM.

Aynuo- ¥ BUaeoopopmiIeHre

. Buneo, kuHO M Tene marepHuaibl MOTYT OBITh HCIOJB30BAHBI TOJTHOCTBIO HITH
(parMeHTapHO B 3aBUCUMOCTH OT Li€JIeH, KOTOpbIE IPECIIEIYIOTCS.

o [TpomomkUTENLHOCTD (prIbMa HE TOJIKHA MPEBbIATh 15-25 MUHYT, a pparMeHTa
— 4-6 MUHYT.

o Henb3st ucnonb3oBaTh JBa (uiibMa Ha OJHOM MEPONPUATHH, HO I0Ka3aTh

¢dbparMeHTH! U3 ABYX (PUIBMOB BIIOJIHE BO3MOXKHO.

IHoaroroBka Kk 3a4éty. ['0TOBUTHCS K 3a4€Ty HYKHO 3apaHee U B HECKOJIBKO 3TanoB. /s
3TOrO:

. IIpocmarpuBaiiTe KOHCHEKTBHI JIEKIMM cpa3y NOCHe 3aHATHM. OTO IOMOXKET
pa3o0paThCs ¢ HEMOHATHHIMM MOMEHTAMH JIEKIIMM U BOSHUKIIMMH BOIIPOCAMHU, MTOKA €II1e JEeKIHS
CBEa B MMAMSITH.

o berno mnpocmarpuBaiTe KOHCHIEKTHI A0 Hadajga CIEAYIOMETO 3aHATHA. OJTO
MO3BOJINT «OCBEKUTBH» TMPEIABIAYIIYI JEKLIUI0 M TMOATOTOBUTHCSA K BOCHPHUATHIO HOBOIO
MaTepuana.

. Kaxyro Heneno oTBoAuTe BpeMs JUIsl HOBTOPEHUS MIPOMICHHOIO0 MaTepuraa.

HenocpencTBeHHO npy MOATOTOBKE:

o Ynopsao4ubTe CBOM KOHCIIEKTBI, 3aIIMCH, 3aaHMUS.

o [TpukuHbTE Bpems, HEOOXOAMMOE BaM JUIsl MOBTOPEHUS KaXIoW dacTH (Oi0Ka)
MaTepHrana, BBIHOCUMOTO Ha 3a4erT.



. CocraBbTe pacMCaHMe ¢ yU€TOM CKOPOCTH IIOBTOPEHUS MaTepuaa, sl 4ero

J Pasnenute Bompocel A 3a4€ra Ha 3HAKOMbIE (IO JIEKIMOHHOMY KypcCy,
CEeMMHapaM, KOHCIIEKTUPOBAHUIO), KOTOpPbIE MOTPEOYIOT JIMIIbL OBTOPEHHUS] U HOBBIE, KOTOpPbIE
IIPUJIETCS OCBAMBATh CaMOCTOATENbHO. HauHKTe ¢ TEM XOpOLIO BaM U3BECTHBIX U 3aKPENUTE UX C
IIOMOIIIbI0 KOHCIIEKTAa M y4eOHMKA. 3aTeM IONOJHUTE CBOM TEOpEeTHYeCKUi Oaraxk HOBBIMHU
3HAHUSIMH, 00513aTEIBHO BOCIIOIB30BABIINCH PEKOMEH/I0BAaHHOH JTUTEPATypPOil.

J [TpaBWJIbHO HCIIOJIB3YHTE KOHCYJIbTALMM, KOTOpBIE MPOBOJAUT IPENOJABATEINbD.
[Ipuxoaure Ha HUX € 3apaHee NMPOpPabOTaHHBIMU CAMOCTOSITEIBHO BollpocamMu. Bbl Moxkere
IOJIyYUTh Pa3bsICHEHHUE 10 ITOBOJY CIOXHBIX, HE 10 KOHIIA TIOHATHIX TEM, HO HE pacCUUTHIBANTE
BO BpeMsI KOHCYJIbTALMU HAa UCUEPIIBIBAIOILYI0 MH()OPMALMH 10 COIEPKAaHUIO BCErO Kypca.



