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1. HEJH OCBOEHRA AHCIATLIHHBI

1.1 [uzyucuue u yecpoenHe CTYISHTAMH HeODXOAHMON0 KOMIUIEKCA TEOPETHUCCKHX SHAHMI H NPAKTHHYECKHX HABBIKOD B 0BracTH
OpraHH3aIHH pﬂ&(ﬂ'hl C JOKYMEHTAMH H BCACHHKA AENONPOH3IBOACTHA ynpaanmmcckoﬁ JCATEALHOCTH TAMOMKEHHbLIX OPraHoB

2. TPEBOBAHIA K PE3YJIBTATAM OCBOEHHA AMCIUHILIHHbBL

ONK-5:Cr fien 1 ocyuiecT BHYTPHODT XM T X KOMMY i
NK-1:CnocofnocTs 0CYWECTBASITE KOHTPOID 33 cobI T: 0 aatenscrea EADC u zakononaTensersa
Poceuiicicoii ©enep 0T nene

MNK-3:Cnocofnocts K opranmiauuy pafior no pHEmHEIKOHOMINCCKOIT AeNTeTLHOCTH

I3

Tema 1.1 Ipeamer, METO H 3a/1a4H JOKYMEHTO0GOPOTA B TAMOMEHHBIX
opraHax

. Kakue cTasaTes LEIH H 3484H NEpei AN0Npou3soacTeoM?

2 Y710 nOHUMAETE MOJ] HCTOUHMKOM HidopMamnT?

3.Hazorure dynKuHn JOKyMCHTA.

4, HazoBuTe hyHKUHH AENONPOH3BOACTBA.

5 JlafTe KAACCH(PUKALIMIO OKYMEHTOBD.

6.Kﬂltﬂc OCHOBHBIE MPYINIE! JOKYMEHTOB BXOIAT B AJIMHHHCTDATHBHO -
ynpasaen-eckue?

7.Hasuavenne crangapT3alii 4 yHaHKALHH IOKYMEHTOB B
nenonponasogcree?

8 Packpoiite

HMECKYIO CXeMy BeficHHA aenonponssoactsa /Cp/

OTTK-5 IK- |
K-3

JI1 n.2nza
J12.2 123 JI2.4
2.5 12,6

B PE3YALTATE 0CBOCHMA AHCUHILIIHLE UG)"IﬂmlﬂllﬁCH ALIKEH:

3naTe:

o npa_mu\ﬂ BEJICHHA JNenoBoi NepenHcKky | MEHBEIOMCTHCHHOH J‘LEJIDBOﬁ KOPPECMTOHACHITHH;

- OCHOBLI IOKYMCHTHPOBAHHA, OPTAHH3AIHH PABOTH ¢ AOKYMEHTAMH (YTPABIICHHE NOKYMEHTAMN) H ANEKTPORHONO JIOKYMCHTO0G0pOTS,
OCHOBHLIE HOPMATHBHBIC H METO/THYECKHE JIOKYMEHThI 10 BONPOCAM JOKYMEHTAHOHHO-HH(IOPMALIHONHOTO 0Becnevenns,

- [IpaBoBLIC OCHOBLI ICATENLHOCTH H PO OCHOBHbIX MEMAYHAPOLHLIX TOPrOBAIX COMMALEHUH H TOPrOBLIX OPTAHH3ALMI B PEINIAMCHTALMHK H
PerylIEpOBaHHH TOBAPHEIX NOTOKOB

Tema 1.2 Jloxymentanxornoe obecnesense AesTeNbROCTH TAMOKCHHBIX
opranos, OSuke TpeGosanua k Gnankam nokymenTos, Tunonsie
(popuynapet. TpeGopanna k Tekety aoxymenta. Odoprueine
npunoxenuii k noxymenty. Cosmectusie goxymentsi, Cogepianue 1
cTHAb gokyMerTa. TpeGonanus k TekeTy H ohOPMICHHIO CilyKeGH b
noxymeiros. Henons308aune THNOBBIX K TPaapeTHyIX TEKCTOB.
Pa3seneitue A0KyMEHTA HA CMbICTOBBIE YaCTH (BBO/IHYIO H OCHOBHYIO).
Jlenemnne OKYMEHTOR Ha Pa3fAesibl, MOAPA3LEL, TYHKTH, TOAMYHKTHI,
HCMONB30BAHKE HyMepannH ¢ apaboxumu undpamu  Jlex/

OTIK-5 MK- |
NK-3

JILLJT2nzl
Nz20N23 N24
J12.5 J12.6

YMers:

- OopMAATL K COCTABAATE TAMONEHITYIO IOKYMEHTALMIO H OCYLIECTRIIATS BHYTPHOPraH H3AUHOHHLIE H MEKBE/IOMCTREHHBIE KOMMYHHKALLHH,
- CocTaBnsTh pass e BHJLbL YIIpanne H HIIBIX LOKYMCHTOB, CO3IBACMbIX H HCMONb3YEMbIX B MPOH3BOMCTBCHHON IEATCALHOCTH
TAMOKEHHBIX OPIAHOB; OPraiH3oBbBATE paboTy ¢ nokymentamu (LoxyMenroobopor) na ceoem pabouem mecre;

- Onpenensts nosummo Poccniickoii Meaepatuu b OTAENLHBIX MEHAYHAPOAHLIX COrNALICHHAX H B CHCTEME MEXKIYHAPONHbIX OPraHH3aLHE

JTA BLIAB/ICHHA aKTY TX TCH, B K H ,ucﬁcrn)rmu.lem TAMOMEHHOrO 3aKOHOAATAILCTEA

Bnaners:

- HasbixamMn COCTABNEHHA H o(l}opm‘lelmn TAMOWEHHLIX IOKYMEHTOB H OCYLUECTBAEHHA BHYTPHOPrAHH3AUHOHHBIX H MEKBCAOMCTBEHHBIX
KOMMYHH KaUMi;

=, HBBL[KaMH JAOKYMEHTHPOBaHHA yn'pannermccxm'l JEeATENNbHOCTH TAMOIKEHHBIX OPraion K NPOBEACHHA IKCNEPTHILI UEHHOCTH AOKYMENTOR,
- Hansikamu apryMeHTHPOBAHHO H3MAMATh COBCTBCHNYIO TOUKY 3PEHHA B YCTHOH H nHChMenHOH (hopme, Hasbikami paborui ¢
MCHIYHAPOIHbIMH COMAMCHHAME H JIOTOBOPAMH B TAMOKCHHOM JICTe

Tema 1.2 JloxymenTauuonnoe obecneuenne ASATENLHOCTH TAMOKEHNBIX
OpraHos.

O6tuwme TpeGosanun k Granxam aoxymenros. Tunonsie Gopmynapsi.
TpeGosanns k Texcry aokymenta. OdopMaenne npuIoKenni k
nokymenty. CoBMecTHBIC TOKYMEHThI. CONEPKARHE H CTHITh HOKYMCHTA,
TpeGoBanus K TEXCTY B OHOPMICHMIO CiYKEBHBIX IOKYMEHTOR.
Mcnons3opanne THIOBLIX H TPatapernsix Texcros, Pasgenenne
OKYMEHTA Ha CMBICIOBLIE HACTH (BBOANYIO H OCHOBIYIO). [enenue
JIOKYMEHTOB Ha PA3Cb, TONPA3ACN b, TYHKTbI, TOAMYHKTH,
HCMONL3ODaNHE HyMepauun ¢ apabekumn undpamu, ogrotonxa
NPAKTHKO-OPHEHTHPORARIIX fic nwem Microsoft
Office. /Tlp/

OTIK-5 K- 1
TK-3

JiLn.z2nza
220235124
J25N2.6

3. CTPYKTYPA H COJAEPKAHHE JHCHHILIHHEI

Koa Hauvenosanue pasaenon u vem /sua sansTusy Cemecrp/ | Yacos | Komneren- | Jlwreparypa
| sanaTmn Kyne T
Paipen 1. Ocnonbie noHATHA T o pomssoacTsa
1.1 Tema 1.1 TlpegmeT, MeTOA M 328a4H JOKYMeHTOODOPOTA B TAMOIKEHNEIX 3 2 OIK-5 K- 1| JI1.1 J11.2112.1
oprasax. TIK-3 1221023 1124
Beejenue B kype. Heropus pasmeurHs senonpown3souctsa. [pemmer J12,5 12,6

Kypca: CTPYKTYpa, nen ¥ 3anaum. JIoKyMeHT KaK HCTOUHHK
uHpopmaumy, Jloxyment 1 ero dyrkiun, [naccHpurauns 1okyMeHTOB.
Busist gokymentos, CTauIapTHIAUKA K YHHPHKALHA TOKYMCHTOB.
Texuonorus genonpon3soacrea. yuxuun aenonpoussoncrsa. /Jlex/

Tema 1.2 JlokyMENTauHONHOE 06CCHCHCHHE ACATENLHOCTH TAMOMEHHbIX
oprarosy, 1. Kaxue tpeGoanna npeabasiniores k GrankaM fokyMenTon?
2.Kaxue Guaror Tunosbie Gopmyaspbr?

3 Tpebosanuus, MPEABLABNAEMBIC K TEKCTY JOKYMEHTA.

4.Kak othopMIRioTcs NPHAGKEHHR HANPABIAEMbIE C IOKYMERTOM?

5 Kakue tpeGonania npeibasamoT k OOPMICIHHIO COBMECTHBIX
noxymenton?

6.Kakue TpeGopanis NpeALABALIOTCA K CONEPHANMIO H CTHIIO
nokymenta?

7 Kak odiopmistiores cirymeGHbie JokyMeHTb ]

8. Henonb3oBanie THIOBBIX H TPAQapETHLIX TEKCTOB B IOKYMCHTE

9. Passienenue OKYMEHTA HA CMBICTIOBLIC 4ACTH (BBOJHYIO H OCHOBHYIO)
W 4T0 370 #Adt?

10. Jleneune IOKYMEHTOB HA pPasielibl, TONPA3ICNb, MYHKThI,
MOITYHKTI, HCTONLIOBANHE HYMEPAUMH ¢ apabekumi Wrpamu

/Cp/

OTIK-5 MNK- 1
NK-3

JILL m2nzi
22123 J124
25 n2.6

12 Tema 1.1 Tpemer, METOA # 3a/1a4H A0KYMEHTOOGOPOTA B TAMONKEHHBIX 3 2 |OMK-5 M- 1| JIL.1 1120121
opranax. NK-3 N22023 024
Heropus passutrs genonpoussoactsa. [Tpeamer kypea: crpykTypa, nenn JI25 2.6

K 3agaud. JoxyMeHT Kax BeToMiKK Hilopmaunu. Jokyment u ero
dynkunn. Knaceudmrauun aoxymenTon. Buib JoKyMenTOR,
CranaapTHIALkA W YRH(HKALHA A0KyMeHTOB, TeXHONOTHA
nenonponssoacTa. [ToAroTOBKA NPaKTHKO-OPHEHTHPOBARHBIX 3AAAKHIL ¢
wcnonsaosansem Microsoft Office.

Mip/
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Tema 1.3 TpeGopanua K 10OATOTOBKE H OOPMICHHIO IOKYMENTOB,
Haanavenne v oGnacts npumenenns I'OCT P 6.30- 2003,
YHHOHLHPOBAHHBIC CHCTEMb! LOKYMCHTAIHH. YHHDHUKPOBANKAR
CHCTEMA OPraHM3aAIHONHO- PACNOPAMAHTEILHOM JOKYMCHTALMHE.
Tpebopanua k odopmennic foKyMenTos. JOKYMERT KaK HOCHTCTbL
uitpopmaumu. Cyumocts cueremMbt JokyMenTauuu. Ipasuna
oiopMIeHHs YIPABIEHHECKAX JOKYMEHTOB. PCKBHIHTLI JIOKYMEHTOR,
Tokymentoobopor, ero crpyktypa. [Motoxu goxymentauuy. TexHonorus
| noxymentooGopora, [puem w nepeonauansnas obpaboTka
[nocTynaloumx 1oKyMenTon. IpopepKa MPABKALHOCTH JOCTABKH
xoppecnonieHiun. TIpeBapHTeNbHOS PACCMOTPEHHE JJOKYMCHTOB,
PesyabTaThi PacCMOTPEHHA AOKYMEHTOB. ME(BOPMAIKONHO-IOKCKOBbIE
CHCTEMBI, HCMOMBL3YEMBIC B 0KYMEHTAHOHHOM 0Bece el
JIeATENLHOCTH TAMOKEHKLIX opranos. TTpouenypa noncka. Haanavenue
YUCTA K POrHCTPALiK IOKYMEHTOB. [KOHTPOTL HCMONHEHHA JOKYMEHTOB,
Opranssauus kKoHTpons venoauenns. Pafora menonunreneii ¢
IOKYMEHTaMH. ABTOMETHIHPOBANNAS PErHCTPALMA JIOKYMEHTOB

/lex/

OIK-5 TK- 1
TK-3

J.ma2anzia
N2.27123 Ni24
N251Ji26

1.10

Tema 1.4 Opranu3ausoHHO- PaCNOPANHTENLHBIC AOKYMEHTHL,

3aKoHb!, MOCTAHOBNIENHA, PACTIOPAKEHHS NpasHTenbeTed PO, npukasst 1
YKAJAHHA KAK OCHOBA PACTIOPAAHTETLHON AOKYMENTAHH TAMOKEHHBIX
opranos. Topanok OHOPMICHKA H YTBEPHKICHHS
OpraHE3ALHONHO-PACTOPAAHTENBHBIX JOKYMEHTOB. BHnt
OPraHH3AUHOKHO- PACTIOPAHTCLHEIX JOKYMEHTOB H HX 0COGEHHOCTH.
Tpebosanna k OPOPMIEHHIO H COCTABICHHIO
OpranK3ALUHOKHO-PACTOPAIHTENBHEIX JokyMenToB  [Jlex/

OTTIK-5 TIK- 1
NK-3

JILL 2021
JI2.2 1123 N12.4
J2.5 N12.6

111

Tema |.4 Oprann3atHORHO- PACTIOPAANTENBHEIC JOKYMEHTEL,

3aKOH b1, MOCTAHOBNCHHS, PACTIOPANEHHA NPABHTENLCTEA PD, npHKa3nt u
YKA3AHHA KAK OCHOBA PACNOPAAHTENLHOR JOKYMEHTAUHH TAMOKEHHBIX
opranos. Ilopagok oopminensa H yTeepiaeHus
OprAHK3ALUHOHHO-PACTOPAIHTRILHEIX IOKYMEHTOB, Buant
Oprﬂlﬂiaalﬂlﬂlﬂlo- PACTIOPAIHTE/ILHLIX JIOKYMCHTOB H HX ocobennocTi.
Tpebosanna k OPOPMIEHHIO H COCTABIEHHIO
OpraHKIALHOHHO-PACTOPSAHTEN bHEIX A0KyMenTOB. [Tofrotonka
NPAKTHKO-OPHEHTHPOBAMILIX 3AMANHIE ¢ Mcnonsaosannem Microsoft
Office. /llp/

OTIIC-5 T1K- 1
TNK-3

JILL 221
J122N123 1124
J25 2.6

Tema 1.3 Tpebosanus k MOATOTOBKE W OQOPMIEHHIO JOKYMEHTOS.
Hasnauenue v o6nacts npumenenna TOCT P 6.30- 2003,

Y HHHUKPOBAKHBIC CHCTEMBI HOKYMEHTAUMH. YHHDKIHpOBANHAS
CHCTEMA OPFAHHIAUHOHNO- PACTIOPAAHTC/ILHOR JIOKYMEHTALHN.
TpeGosanusa k ohopMaeHHIO AOKYMEHTOB, JIOKYMEHT KaK HOCHTEE
unpopmanns. CyHocTs CHeTeMbt OKyMerTalmy. [pasuna
olopMIEHHA YHPABNEHYECKHX TOKYMEHTOB. PEKBHIATLI JIOKYMEHTOB.
Toxymentoobopor, ero crpysrypa. Ilotoks gokymentaun. Texnonorsna
nokymentoofopora, IpueM u mepeonaransuan obpaborka
NOCTYNAULHX JI0KyMeHTOB. [TpoBepka npaswILIOCTH AOCTABKK
xoppecnongenuny. [peapapuTensHoe paccMOTPEHHE IOKYMEHTOB.
Peaynuratsl paceMOTperHa goxymentos. Hudopmaunonno-noncKonse
CHCTCMBI, HCMONbB3YEMbIE B IOKYMCHTALMOHHOM 0Becne e i
JIEATCILHOCTH TaMoeHHbIX opranos. ITpoueaypa noncka. Hasnauenue
yMeT M PEFHCTPAIIHH JOKYMEHTOB, KOHTPONL HCMONMHEHHR IOKYMEHTOB.
Opranu3aius KOHTPONA wenonkerns. PaGora ucnommreneit
ROKYMENTAMH. ABTOMAaTHIXPOBAKHAS PCIUCTPALHA AOKYMEHTOB.
ToAroToBKa NPAKTHKO-OPMEHTHPOBAHHbIX 33AAHHHA C HCMONL3OBAHHEM
Microsoft Office. /TTp/

OIMK-5 TTK- 1
NK-3

Ji. i 2nzi
J1220123 N12.4
25 n26

112

Tema 1.4 Opranm )- PAcNOpAAH {bIC JOKYMCHTRL,

1.Kaxne OKYMEHTbI B TAMONEHNEIX OPranax ARAAIOTCA OCHOBARHEM NS
M3[aHKA MPHKA3OB H PACNOPAXKEHMH.

2. PacckacHTe TEXHONOTHIO TTIOPAAKA OOPMIEHAR H YTBEPHICHHS
OpraHH3ALUHONHO-PACTOPATHTETBHEIX JIOKYMEHTOB.

3. [NepeuHciuTe BH/Ibl OPraiH3AUHOHHO- PACTOPAIHTEIBHEIX
[OKYMEHTOB H pacckamute 06 ux 0coBeHHOCTIX.

4 Kaxue npeasaensior Tpefosanms k o(hOpMASHIIO K COCTABNCHHIO
OpraHK3aUHOHHO-PACTOPSIMTENbHBIX AokyMenToB? /Cp/

OITIC-5 MK- 1
TK-3

JILL 27121
J122123 N12.4
N252.6

Tenma 1.3 Tpebosanus k NOATOTOBKE H OPOPMICHHIO AOKYMEHTOR,

1 Kakoe nasuauenne umeer TOCT P 6.30-2003, 1 obnacts ero
npumenenns? Hasnavenne crannapTi3ausi B ACNONPOH3BOJCTBE,

2.Yro Bel nonumMaere nost yREGHUMPOBAINOH CHCTEMOI AOKYMEHTALKH.
Hasnauenne yHuhHKaUHH JIOKYMEHTORT

3 TpeBopanuis k ofOpMIEHHIO AOKYMEHTOB. JIOKYMEHT KAk HOCHTEN:
HHPOPMALHH,

4.I1pasuna ohOpMICHHA YNPABAEHUECKHX AOKYMEHTOB.

5.4ro nonumaere noa peksyantom? Tlepeuncante nabop peksHIHTOR
moBoro (Ha pai BuGop) AOKYMEHTA,

6.YT0 nousMaeTe Mol AOKYMEHTO0BOPOTOM, NCPEHHCIHTE IOTOKH
noxymenroobopora?

7.Yro noummaere nog ofsémomM fokymerToobopora? Packpoiite
Texnonoruio gokymenroobopora. Ilpuem u nepsonauansuas oGpaborka
MOCTYNAIOUIMX JOKYMEHTOB,

8.Kak 0CyuwecTBAACTCA NPOREPKA MPABHALHOCTH AOCTABKE
KOPPECHOHACHITHKT

9. Jlna vero NpOBOAKTCA NPEBAPHTENLHOE PACCMOTPEHHE AOKYMenTon?
10.JIn% 4ero NPOBOAAT Pe3yJbTATH PACCMOTPEHHA OKYMEHTOB?

11. Jins uero pefiercs yueT M perucTpanus soxymenron. Kak seaerca
yMET M PErHCTPALHA M UTO BRNIOYACT B cefR PerncTPpaILHa JOKY MEHTOB?
12. Y10 noMHMACTE NO/ KOHTPONEM HCROXHEHHS AoKyMenTos. Yo
prmovaet 8 cels OPraHH3AIHKS KOHTPONA HCNOMICHHA JOKYMCHTOR.
1310 nounmMaere nox TH3HP Hoil per i
| nokymenTos. Kak ocyuiecTanserca asTOMATH3NPOBANKAA PECHCTPALHS
nokymenron? /Cp/

OIMK-5 IK- |
TK-3

JI. 221
22123 124
n25n26

L.13

Tema |.5 HudopMaukonno-cnpasotnLIe JOKYMEHTEL
HMudopmaunoitno- cnpanouisie A0OKyMenTEL. BryTpenune/sienmue
urpopMaLronHbIe NoTokH. HiropManuonisie noToxH —
HH(BOPMALHOKHKDIC IoKYMEHTE!. Bl cnpaBoMHbX AOKYMEHTOB,
JIOKYMCHTHPOBAHHE ACATENLHOCTH KOMEIHAILHLX opranos. [Topsmok
O(BOpMACHHA H YTBEPIACHHA HH(OPMALMOHHO- CTIPABOYHBIX
noxymenton. OcobensocTs paboTLl © BRCLUNHMM B BHYTPEHHHMH
noxymenramu, [lucsma 1 npasuna ohOpPMICHHS JETODOI NEpPenHCKH 1
MEH TYHAPO/IHOH QTOBOK KOpP tu. T ble (passl,
HenoNB3yeMble B Aenosoii nepennexe. TpeGosanra k odopMnermio v
COCTABACHHIO HH(POPMALHOHKO- CNPaBoMHOH AokymenTany  /Jlex/

OTMIC-5 TTK- 1
TNK-3

JI L 2n2:1
JI22 123 N12.4
N2.5712.6

114

Tema 1.5 HndopMausonio-CipaBoLHbIC JOKYMEHTSL
Mihopmatmonio- cnpasounbie AOKyMenTbl. BHyTpenHne/Hemxe
un(opManuonEsie notokH, Hrdopmaunonnbie noroks —
HH(POPMALHOHHBIC IOKYMEHTLI. BH/IBI CNPABOHHBIX JOKYMEHTOB.
JlokyMeHTHPOBANHE AERTENBHOCTH KOMUICrHANbILIX opranos, [opamok
ohopMelina M yTRepK e s HH(OPMALHONHO- CIPanOYHbLX
sokymenton, OcobennocTH paboTh € AHELUHIMH M BHYTPEHIHMA
nokymenTami. [THebMa K npasuna 0POPMICHHA AENOBOH NEPETHCKH 1
MecAYHAPOAHOI ienonoi koppecnoneniuy. Tunossie dipass,
ucnons3yemsie B Aenopoii nepenucke. TpeGobanua k 0QOPMICHHIO K
COCTABIEHHIO HHPOPMALMOHHO- CNPABOYHOK AOKYMEHTALMH.
TMoAroToBKa MPAKTHKO-CPHEHTHPORAHHLIX 3aaHKH C HCMONLIOBAHKEM
Microsoft Office. /Tlp/

OITIC-5 TIK- 1
MK-3

M ma2nzi
N2.2)123 2.4
Ji25012.6
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Tema 1.5 HudopMauMOHHO-CIIPaBOYHBIE JOKYMEHTHL.

1. Kakoe nasnadcune HMEIOT HIPOPMAITHC p 1e IOKYMEHTHIT
2.Yr0 Bbi NOHHMAETE [I0] BHYTPEHHHMH/BHELIHHMHE HH(DOPMALHOHHLIMK
OTOKaMH.

3.Kax But nounmaere HHGOPMALHOHHBIE MOTOKH — HH(OPMAUMOHELIE
MOKYMEHTBIL,

4.Tlepeuncanre Buk! HEPOPMAUHOHHO- CIPABOUNLIX AOKYMEHTOB H
pacckaxuTe 06 ux ocobeHHOCTAX.

S_PaCCKMHTG' KaK JOKYMEHTHPYCTCA KOMNCIHANBHAA NEATCILHOCTL
TAMOMEHHBIX OPraHOB,

6.PacckaXuTe TEXHONOrHIO NOPAAKA COCTABICHHA, OOPMICHHA K
yTBEpIEAeHH HI(OPMALHONHO- CIIPABOMHLIX JOKYMEHTOB,

7 Kaxkue cyuecrnyior ocobennocti paGoTsi ¢ BHEUNKMH K BIEYTPEHHUMH
HH(POPMALKONHO-CIPABOYHBIMH JOKYMEHTAMH.

8. PacciicnTe 0 npasuiax ohopMICHHA AETOBOH NEPCIHCKH H

MesK yHapoaHoil aenopoii koppecnonaenuun. Tunosbie (passt,
HCTIONB3YCMbIC B JIETOBON Nepenucke,

9.Kakwue tpeGosanns npensasnmor k odopmaenuio mucem? /Cp/

OIIK-5 TIK- 1
NK-3

JILn i 2n2.1
J122N123 124
J12.5 12,6

21

Tema 2.1 ToHckopas cHCTEMA JIOKYMEHTOB K COBPEMEHHLIE TEXHONOIHH,

|MpHMEHAEMBIC B JCMOMPOH3ROACTEE TAMOKEHHLIX OPraHoD.

Mpumenexue HI(OPMALHOHHO-NOUCKOROH CHCTEMBL, HCTIONL3YEMOiE B
JMOKYMEHTAUHOHHOM OBECTICHEHHH JICATENBROCTH TAMOKEHHBIX OPraHoB.
Tpoueaypa noncka goxymentos, Npumenenne CYB/] (cnerema
ynpapienns Gazamu gaxieix). COBPEMEHHBIE CHCTEMBE ABTOMATHIALHH

|AenonpoH3BOACTBA. !’Iporpnmmihle KOMIUTEKCHI K Hlld}DDMﬂl.ﬂ{QHll’htE

TEXTONOrHH. ABTOMATHIHPOBAHHAK PErHCTPALMA JOKYMEHTOB.
Hcnonwaosanue MK b nenonpoussoacrse. [puem 1 neproHayanLHas
o6paborka nocrynaloumx jokymentos. [Ipeanapurensuoe
paccMOTPEHHE IOKYMEHTOB, PesynsTarsl pacCMOTPEHHA HOKYMEHTOB,
CreusansHbie POrPaMMbl, HCTONB3YEMbIE B TAMONCHHLIX OPra’ax npH
OofOPMIEHKH TAMOKEHHOH ACKNAPALHH. DRCKTPOHHOE
nexknapuposanye. [IpHMeHCHNE COBPEMEHHON OPITEXHHKH B
JENONPOHIBOICTBE

Mex/

OITIC-5 TIK- 1
MK-3

JILL ITL.2712.1
227123 2.4
N2.5N2.6

Tema 1.6 [loxymMeHTLI IO THYHOMY COCTABY.
Kagposas JOKYMEHTAUHS B TAMOXeHHLIX oprarax. Ocobennocrn
KaapoBOH JokymMenTaink. OdopMicHne 1 yTBepKAeHHE KAIPOBBIX
HOKYMEHTOB i TpeGoBaHus & HX ohopMIeHKIO. BHist 10KyMeHTOR
OTHOCALIKXCA K IOKYMEHTAM N0 AH4HOMY coctasy. CoorHomenne
KAJIpOBLIX AOKYMEHTOB ¢ OPraHHIAMHOHHO -PACTIOPAAKTENLHIMK K
popmaiHonHo- cnpaBodHbiMK JloKymMenTamH, [onowenns Tpynosoro
Kosekea, KacalowHecs Kauponbix JOKyMenTos. JokyMeHTsl,
oTpasIonKHe pe3yabTaTh TPyAa paboThukon. Benene TpyaoBbIxX

[ximwex. Oopmnenne nuunsix aen. Beaenue nuunnix kaproyex, Cxema

(IBHOKCHHA MEPCOHANA M BOIHHKAIOMIHE NPH 3TOM MPOLEAYPHE B
| moxymenThl. Coctannenne muunbIx gokymentos  /few/

OIK-5 TTIK- 1
NK-3

JIL L a2nzd
Ji22J123 1124
N2.5712.6

117

Tema 1.6 JlokyMenTb! IO THYHOMY COCTABY

Kappopan gokymenrauus B taMoxcentbix opranax. Ocobennoern
kagposoii noxkymentauns, Odopmuenne 1 yTeepiaeHHE KAAPOBLIX
nokymenTon u TpeSoBamus k ux oopmacnuio. Buaet noxyMenTon
OTHOCALHXCA K JIOKYMEHTAM N0 JH4HOMY cocTtany. CooTHOWEHHE
KAAPOBBIX AOKYMCHTOB € OPraHH33WHONHO -PACTIOPAIHTENLHBIMH K
HiOPMALHORHO- CNPABOMHLIMK AoKyMekTamu. [Tonoxenns Tpynosoro
Konexca, kacaloujHecs KaapoBbiX AOKyMeHTOB. JlokyMenTsl,
OTPAKAIOUIHE PE3YLTATL TPyAa paborinkos. Beaenue Tpyaossix
kawiek. Oopmnenne nuunsix gen. Begenne muunsix kaprosex. Cxema
IIBHACCHHA MTEPCOHATA H BOSHHKAIOUHE NIPH 3TOM TIPOLELYPLI K
nokymentut. Cocrasnense nuuunix gokymenton. [oaroronka
NPaKTHKO-OPHEHTHPOBAHMLIX 3AIAHHil € MenonL3osannem Microsoft
Office. Mp/

OITH-5 MK- |
MK-3

Ji.aarzanza
N2.2/123 1124
Ji25 2.6

22

Tema 2.1 Tloxckopas CHCTEMA AOKYMENTOB M COBPEMEHHBIC

[ TEXHONOMHH, anMel-[ﬁ(‘.Ml:lc B JEIONPOHIBOACTHE TAMMKEHHLIX OPradHOB.
TMprm uudop CHCTEMB, yemoit B
JIOKYMEHTAUHOIHOM OBECTICHEHHH HEATENLHOCTH TAMOKCHHBIX OPraKOoB.
Mpoueypa noxcka nokymentos, Mpumenenne CYBJ] (cncrema
ynpasicins Gasamu fakibx). COBPEMEHHBIE CHCTEMBI ABTOMATHIAUKK

|nenonpoussoscrsa. Mporpammisbic KOMIUIERCH! # RH(OPMALMOHHbIE

TEXHOMOTHK, ASTOMATHIHPOBAHHAK PEMHCTPALMA JOKYMEHTOB.
Henonszosanue IK s genonponssogctoe, [Ipuem u nepronavanbuas
ofipaorka noctynaioumx aokymentos. [peapapurensioe
paccMOTpelHE JOKYMEHTOB. PeaybTarsl PAacCMOTPEHHA JOKYMEHTOB.
CReuHATbHEIC NPOrPAMMEL, HCTIONB3YEMbIC B TAMOIKEHHLIX OPrasax npu
ohopMIICHIH TAMOKEHHOH JIeRnapainy. DNeKTPOHHOE IeKNapHPOBAHHC.
TpuMeHesHE COBPEMEHHOH OPITEXHHKH B J1eONPOHIBOACTBE,
ToaroToBka NPaKTHKO-OPHERTHPOBAHNLIX IAMAHHHE C HCMONLIOBAHHEM
Microsoft Office.

Mip/

OIK-5 MK- 1
NK-3

JIL1 2020
22023 24
N25 126

1.18

Tema 1.6 JlokyMeHTHE TIO JIHHOMY COCTaRY.

1. TpeBosanna k 0QOPMICHHIO i BEACHHIO KAAPOROH JOKYMEHTALHK B

| TAMOKEHHBIX OpraHax.

2.HazonuTe, KaKHe HMEIOTCA 0CODEHHOCTH BEJCHHA KAAPOBOi
JTOKYMEHTAUHK B TAMOKCHHBIX OpraHax.

3.PaceKakuTe O NOPAAKE OOPMICHHS H YTBECPHCGICHHA KAAPOBBIX
IOKYMEHTOB.

4.TlepeuHCAHTE B/ OKYMEHTOB 11O IHMHOMY COCTaBY M TpeBoBanus K
WX O)OPMIICHHIO.

5.B KaKHX JOKYMEHTaX OTPAKAIOTCA Pe3yNbTaTh! TpyAa paboTumka.
6.PackpoiiTe cogepianie i Ha3HAYCHHE TPYALOROH KIHIAKH.

7.Yro But nonumaere nog axunsiM genon. TpeGosanus k odopmienuso.
8.PackpoiTe cofilep/RaNHe JTHYHOM KAPTOMKH.

9.CxeMa JBIOKEHHA TEPCONATIA H BOZHHKAIOUIHE MPH 3TOM NPOILEYPhl H
noxymentsl /Cp/

OTIK-5 K- 1
MK-3

J.1mn.z2nzi
JI220123 N2.4
25 N2.6

23

Tema 2.1 T[loHCKOBaA CHCTEMA OKYMENTOB H COBPEMEHHLIC
TEXHONOTHH, MPHMEHACMBIE B ACNONPOHIBOACTAE TAMOKEHHBIX OPraHOB,
1P Te, KaK np TCs HH(OPMALIHOHHO-NIOKCKOBAA CHCTEMA,
MCMOMb3yeMas B JOKYMEHTALHONINOM ofecneveny AeATeNbHOCTH
TAMOYKCHHBIX OPTaHOB.

2.Ipouenypa noucka aokymentos, Npumenenne CYB/L (cucrema
ynpapnenus Ga3amMu JaHHbIX).

3.ICakue HCMONB3YIOTCA COBPEMENIILIE CHCTCMB! ABTOMATHIAIHK
JICTONPOH3BOACTRA, NPOTPAMMHBIC KOMILIEKCHI M HipopMalHOHHbIe
rexnonoruu? Packpetts Ha npumepe Oduenoro npunoxkenns Microsoft
Office.

4.Kak oCcyuiecTBIseTCs aBTOMATHIHPOBAIHAN PeCHCTPALMA JIOKYMEHTOR.
5.Kai ucnonspayiores ITK B genonponssosctae? OcyLiecTsaeHue npuema
H NEPBOHAYANLHOM 06PaGOTKH NOCTYNAIOUIHX JOKYMEHTOB,

6. PacckaiknTe, KK OCYDIECTRINETCH NPEABAPHTEILHOE PACCMOT PEHHE
JIOKYMEHTOB, Pe3yNbTaThl paccMOTPenHs IOKYMEHTOB,

7 Kaxue coeLanbHbe NPOrpaMmbl, HCMOML3YIOTCA B TAMOKCHHAIX
Oprasax npH ooOPMACHHH TAMOKCHHOH NSKTAPAUHH,

8 Kak ocyuiecTsasercs aNexKTpolioe AeKIapUPOBAHHE.

9.TIpuMeHenne COBPEMENHOH OPITEXHHKH B JIENONPOH3BOACTBE

/Cp/

OIIK-5 TIK- |
MNK-3

.1 1,212
J22n23 N2.4
25 n2.6

Painen 2. Texuonornas pabors! ¢ J0KYMEHTAMN B TAMOKEHHBIX
opranax




YIT; 38,05.02_L.plx

crp.9

VII: 38.05.02_Lplx

erp. 10
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Tema 2.2 HoMeHKnaTypa fen H NOATOTOBKA JOKYMEHTOB Ha ApXHBHOC
XPaHEHHE.

Cocrasnense HOMCHKAATYPM jien H opMEpoBanie gen. OcobennocTr
topmuponanus aen. Mogrorosxa A6 K MOPAJIOK MEPEAAH JIET B ADXHB,
Hymepauus nucron aend. COCTABACHHE 3aBEPHTENBHON HAITHCH.
Cocrannense BHyTPCHHEH OMHCH IOKYMCHTOB Aena. XpaHeHHe el B
TekyueM aenonponssoncrse. OdopmieHne fen BpeMeHHOro 1
NOCTORHHOrO XpaneHua. DKCNEPTH3A UECHHOCTH YNPABNeHYCCKHX
nokymerTon. [opsjok Beinary gen u3 apxupa. PyHKUHH apXuBOB
TAMOMKEHHBIX OPraHOB, 3a/1a4H roCYAapPCTREHHBIX APXHBOB,
Onpejenckue UEHHOCTH AOKYMCHTOB C liensio orfopa Ha
rOCYAAPCTBEHHOE XPAHEHHE H YCTAHOBACHHA CPOKOB XPAHCHHA.
Co3zpanne DKCNEPTHLIX KOMHCCHH. (DyHKLMK I MPADA SKCNCPTHOMH
KkoMHuCeCHH. CPOKHK NpoBeaAcHHS DKCNEPTHIL! HEHHOCTH IOKYMEHTOR.
OrBop SOKYMEHTOB A NOCTOAHNOrO Xpanerna. Omverka «DTTK».
lMogumBska BHOBL CHOPMHPOBANILIX JEN

/Nex/

OI1K-5 MK- 1
TK-3

JL1n.2nz.a
N2.2123 124
Nz5n26

25

Tema 2.2 Homenxnatypa f€n H NOArOTOBKA JIOKYMCHTOB HA ADXHBHOE
XPAHCHHE.

CocraBnesue HOMEHKNATYpSI aen # topmupopanue fen. Ocobennocti
(ropmuposania gen. IToAroToBKa 16N H NOP#/IOK NEpENa H JI&n B ApXHA,
Hywmepaups nucros gend. COCTABICHHE 3ABCPHTENLHON HAINHCH.
CocrasjieHHe BHYTpeHHEH OMHCH JOKYMEHTOB Aena. Xpanenue jen B
TekyuieM genonponasoacree. Odop zient Bp 0 H
MOCTOANHOrO XPAHEIHsL. DKCNEPTH3A UICHHOCTH YNPABTEHYCCKHX
nokymenton. TTopaaok BLAHH Uei H3 ApXHBA. PYHKIHH APXHBOR
TAMOKEHHBIX OPraHoB. 3aiauH rocyAapCTBEHHbIX APXHBOB,
OnpefiencHie IEHHOCTH IOKYMEHTOB € UeTsio oTGopa i
rOCYAAPCTECHHOE XPAHCHHE W YCTAROBNEHHA CPOKOB XPANCHHA.
Cosganne Dxenepruix kOMHCCHHA. QyHKIHE H TPABA 3KCTICPTHOH
komuccui, CPOKK nposesenss DKCIePTHIL! UCHHOCTH JOKYMEHTOB,
Orbop nokyMenToB juis noctoxrnore xpanennd. Ommerka « 911K,
[Monumeka sobb cpopmupopannsix gen, Moaroroska
NMPAKTHKO-OPHEHTHPORAHKBIX 3a/IAHHHA ¢ Henons3oBakHeM Microsoft
Office.

mp/

OTI-5 K- 1
nK-3

I m2n2.1
220523 124
JI2.5 12,6

27

ysacrurxos BOJL

BONPOCOB.

yuactHukamu B3,

[Cp/

Tema 2.3 Tlopagox paBoThl ¢ NHCEMEHHLIMH M YCTHLIMM OGPALIEHHAMH
(kanobamu) rpaskan ¥ yuacrunkos B3] B TamokeHILIe Oprasbl.

| Kak oprams3yercs IenonpoH3po/cTi0 B TAMOKEIIELX Opranax no
paboTe ¢ NPEUTOMCHHAMH, 3AABICHUAMHN H xkatobamu rpasican u

2.Kaxue rpebopanus npeabARNAIONCS UK PEIISHHSA PACCMATPHBACMLIX

3.Kax ocytuiecTonseTcs npueM i perHeTpauns obpautesui rpaxan u
YIaCTHHKOB Bgﬂ B TAMOMCHHBIC OPraHbL.

4 PacckaicuTe 0 MOPAAKE H Cpokax 06Kanopanms NoCTaAHOBNCHHH O
HATOMCHHH BIBICKAUHHA, O IONOAHHTE/ILHOM POK3BONICTEE, O
HAPYLICHHH TAMOKCHHBIX TPABKI H T.JL, B COOTBETCTRHH ¢ TpyaosbIM
Konexcom Poccuiickoii Pefepatiun.

5.Kakue ycTaHOREHEI ANA PELICHHSA TAMOXKEHHBIMH OPrAHaAMHK CPOKK
NOAAYH H PACCMOTPEHHS 3ARBNCHUH 1 obpatennii rpaxkaanaMn M

6.Kax (jopMHpYIOTCA  H XPAHATCA AENA NO NPELTOKCHHAM, 3AXBNCHHAM,
seanobam rpaieaan u yuactuukos BOJL

OTTIC-5 TIK- 1 JT1.1 J11.2012.0
MK-3 22023 N2.4

N25712.6

28

Dxaamen/

OITK-5 TIK- 1] J11.1J11,2712,1
NK-3 N22J123 124

N12.512.6

4, @OH ONEHOYHLIX CPEACTB

CrpykTypa ¥ cogepratue GoH/i OUeHOUHBIX CPEACTS UTA NPOBEICHHA TEKYLICH H NPOMEKYTOHIIOH ATTECTAIMK NPEACTABNCHb! B
Mpunoxenny | k paboueii nporpaMme AHCIMILTHHBL

5. VIEBHO-METOMMYECKOE H HHOOPMAIHOHHOE OBECTIEMEHHE AHCIAILTHHLE

5.1. Ocnosuan nurepaTypa

26

Tema 2.2 HomerxnaTypa Jen B NOArOTOBKA JOKYMEHTOB HA APXHBHCC
XpaHeHHe.

1. PackpoiiTe copepxarue H Ha3lauenHe HOMEHKIaTypbl e
2.Pacckaxcute 06 0cobeHHOCTAX (POPMHPOBAHMR /ICN K MOATOTOBKH AeT
LTS IepeAayus B apXHB.

3.Kak Benéres nymepauns nucron aena? Kak cocrapnnercs
3ABCPHTENLHAR HALMHCH.

4.Cak cocrannsercs BiYTPCHHAA OMHCh IOKYMCHTOB JIeNa.
5.PaccxkakuTe O XPAHEHHH IEN B TCKYLIEM JENONPOHIBOACTEE,
6.Pacckaxute 06 ohopMIEHHH €N BPEMEHKOIO H MOCTOSHHOO
XPAHEHHSA.

7.Yre Bt nouHMaeTe 110/] IKCHEPTH3OH LEHROCTH YNPARTEHYECKHX
noxkymentos?

8.Topanok BuIAA4H fien 3 apxupa, PyHKUMH APXHBOB TAMOKENHBIX
oprasos. 3aja4H rocyAapCTRERNLIX aPXKBOB,

9.0npepnenenye UEHHOCTH AOKYMEHTOB € LeaLi0 01O0pa Ha
rOCY/IAPCTBCHHOE XPAHEHHE H YCTUHOBNEHHA CPOKOB XPAHCHHKA,

10.C xkaxo# uensio CO3AAI0T IKCNEPTHLIE KOMHCCHH. DYHKIMH H npasa
axenepTHOR komuccHK, CPOKH NPOBEeH HA JKCNEPTHUIL! LIEHHOCTH
noxymentosn. Uro osnauaer ormerka «3MMK».

11.Kak ofopMisioTes # NOAUHBAIOTCA BHOBb CHOPMHPOBAIHBIE JlENa
/Cp/

OITK-5 TTK- 1
NK-3

JiL1 i 2nz.l
22023124
J2.5 2.6

Burmiok B. B, Heraes O,
B.

Menua, 2017

ABTODBI, COCTABHTENH 3arnasre HaparenscTBo, rog Konuw-no
JIl.1  |@enopenko K. I1., OB wii 1 TAMONE HHBIT MEHCIKMERT: yucOnnx Mockna, Bepnnn: [upewr- | https:/biblioclub.ru/inde
Bimiok B. B, Heraes O. Mensa, 2018 x.php?
B. page=book&id=486378
HeOTPAHHHMCHHBI AoCTyn
IUIA 3APErHETPHPOBAHHBIX
nosL3oBaTeneit
.2 |Crenanosa, E. H, CucTema 3nexTpoIoro qokymenTooGopora Mocksa: Aii [T Ap Menua, | hitp:/fwww.iprbookshop.r
(0Bnaunoe pewenne): yuebroe nocobue 2021 w101357. html
Heorpanmuye HHBIH aocTyn
JANA 33PErHCTPHPOBANHBLIX
nons3osareneii
5.2. JononnwrensHas aurepaTypa
ABTOpBI, COCTARHTENH 3arnasue Haparenncrro, rog Konuu-no
Ji2.1 |[onosa JL X. JlenonponseoncTso b TamMomeHHbIX opranax: yueb.  |Pocton W/l Hag-so PIOY 47
nocobue "PHHX", 2010
22 [Mumnu M. B, Munin  [3auurra konduaesimansnoii undopmaunn npy HosocuBupek: https:/biblioclub.ru/inde
anerrponnom aoxymenroofopore: yuednoe nocobue (HonockBupekuit x.php?
roCyAapCTBEHHBI page=booké&id=228779
TEXHHYECKHT YHHBEPCHTET, HeorpaHHYEHHb nocTyn
2011 2R 3APETHCTPHPOBAHNBIX
nonb3oBareneit
JI23 | @enopenxo K. I1,, Tamoske HHB1 it MEHSKMENT: yeGusk Mocxksa, Bepnuu: Jupesr- | hitps:/biblioclub.ru/inde

x.php?
page=book&id=473316
HEOTPAHHMEHHBIT AloCTYM
1R 3APErHCTPHPOBAHHBIX
nons3oBarenei




YIT: 38.05.02_1.ph crp. 11

ABTOpBI, COCTABHTENH 3arnasre Haparenscrso, rog Konuu-so
J124 |NyswnaT. B, Ochonsl foxymenTooGopota b Tamoxkentbix oprauax: | Tiomews: TioMenckui https:/biblioclub.rufinde
Pewernuxona C, C. yucGoe nocobue rocyapCTBeHHBIH x.php?
ynunepeuter, 2016 page=booké&id=567333
HEOTPAHHYCHHBIH NOCTYN
I 3APETHCTPHPOBARHBIX
nons3lopaTenei
JI25 [Pomanenxo, M. I, CHCTeMBI ANIEKTPOHHOIO A0KymeHTooGopoTa: Crapponons: Cenepo- hitp//www.iprbookshop.r
yuebnoe nocobue (naBopatopuuiii npaxTiKRyM) Kaskasckuit degepansubii u/92745.html
yumpepcurer, 2019 HEOTPAHMMEHHBIH JIOCTYT
JU% 32PEFHCTPHPOBAHHLIX
NONL30BATENSH
2.6 Poce HitCKitH SKOHOMIMECKHIT IYPHA; JypHa Mockba: AK3AEMHA hitps:/biblicclub.rufinde
Ta u Gu3nec- x.php?
amMuHcTpHponanus, 2020 page=booké&id=595810
HEOTPAHHYE HHBIH I0CTY N
K 3APErHCTPHPOBAHNBIX
nonL3oBaTENEH

5.3 Mpodx NbHbIE 6a361 x 1 mnd CrpPABOYHBIE CHCTEMBI

I Basu mammuix Poccrara https://gks.nu/databases
2 bBasw gaHubix Pocroncrara https://rostov.gks.rw/folder/56777, hitps://rostov. gks.ru/folder/29957
3 Tapaur https://www_parant.ou/

4 Koncynbtant+
5 Lentpansias Gasa craruerudeckux ganubix hitps://www. gks.rw/dbscripts/cbsd/dbinet cgi
6. Bazw paunuix Gepepansuoii TamonsenHoit cmyx06wr https://customs. gov.ru
7. Mopran sreuHe3KOHOMINecKko#H kropmaumi hitp://www.ved.gov.ru
8. Tamowenno-norucTHeckuit nopran "Bupryamsnas tamonus” http://veh.ru
5.4, Mepeuens nporpammuoroe obecnesennn

Microsoft Office

55. Y‘{CGIIB-METUJ:IH‘IECK"G MATEPHANLI AN5 CTY/ACHTOB C OrpaHmIcHILIMA BO3IMOZKHOCTAMH JI0POBLS
TpK HEo6XOAUMOCTH MO 3AABIEHHIO ODYHAIONIErOCs € OTPaNHYEHHBLIMK BO3MOMHOCTAMH 310POBbA y4eGHO-MEeTOMMUeCKHE MATEPHANL
NPEAOCTABAAIOTCA B (JOpMAX, AfANTHPOBAHHBIX K OTPAHHMEHHAM 310POBLA H BOCIPHATHA urthopmauks, [List IHIL ¢ HAPYWEHHAMK 3PCHEA: B
hopme ayauodaiina; 8 neuatroii dopme ysenuueHnsiM wprpron. [ina mui ¢ HapywenuaMu ciyxa: 8 (hopME JEKTPOHKOTO MOKYMEHTA, B
newatiroi iopMe. JU14 NHIL € HADYUICHKAMH ONIOPHO-ABAIATEILHOIO AIMApATa; B (JOPME INEKTPOHNOrO LOKYMEHTA, B neyarroi dopme,

6. MAT.EPHA..‘iI-I{O—TEXI-IH‘IECKOE OBECNEYEIRHE JANCIHILTARDLI (MOJIY.IA)
TIOMELICHKA 1R NPOBEAEHHA BCCX BH/IOB PaboT, IPEAYCMOTPEHHBIX YUeOHBIM I1AHOM, YKOMIUTEKTOBANH HeoGX0MMOi
crieuManuagponanioi yuebnoi Mefensio i TEXHHYECKHMMU CPEACTBAMK ofyuenns. [lis npoBeACHHA NCKITHOHHBIX 3aHATRIL HCMONB3yeTCR
neMoncTpaunonnoe ofiopyAosaine

7. METOJIHYECKHE YKAZAHHA 115 OBYHAIOUIXCA 110 OCBOEHHIO JHCHHILTHHLT (MOLY.IH)
MeTogH ECKHE YRA3HHA NO C 0 I IPEACT 1 8 [prnokensn 2 k paGove NPorpaMMe IHCUHIVTAILL




1. Onucanme mnokasaTeyiell M KPHTEPHEB OLEHHBAHHS KOMIIETEHUMH Ha

DoHJ 0LEHOYHBIX CPeJCTB

[Mpunoxenue 1

Pa3IHYHBIX 3TANAX HX (POPMHPOBAHHS, ONMHCAHHE IIKAJ OUCHHBAHHS

1.1 [Moka3zarenu 1 KPUTEPUH OLICHUBAHKS KOMIETEHLIWI:

3VH, cocrapnsaoume
KOMIIETEHIIHIO

[MokazaTenu
OLIEHMBaHHA

Kpurepun oleHHBaHNA

Cpencrtea
OlIEHNBAHKA

OIIK-5: CrnocobeH K 0CyLECTRICHHIO BHYTPHOPraHH3alHOHHEIX H
MEXBEJIOMCTBEHHBIX KOMMYHHKALMI

Bnadems:

HaBbIKAMH
COCTaBJICHHA H
odopmnenus
TAMOKEHHBIX
JIOKYMEHTOB 1%}
OCYIECTBIEHH
BHYTPHOPraHH3alHOH
HBIX "
MEKBEIOMCTBEHHBIX
KOMMYHHKalHH

JlemoHcTpHpyeT
HAaBBIKM COCTARJIEHMS
7} odopmaenns
TAMOXKEHHBIX
JNOKyMeHTOB, cbopa H
obpaboTku
HeobxoaumMoit
uHpopManK npH
BBINIOJIHEHHH
MPaKTHKO-
OPHUEHTHPOBAHHBIX
3aJaHHi

CaMOCTOATEILHOCTE,
TOJIHOTA H
COMEPIKATETLHOCTh
BEITIOJIHEHHOTO
3a/1aHKs, cTeneHsb
o06061meHns %}
CHCTEMATH3ALHH
JIaHHBIX, HanngHe
chopmMyTHpOBaHHBIX
BBIBOJIOB

[TpaxThko-
OpPHEHTHPOBA
HHEIE
samanus  (1-
4)

IK-1: CniocoGHOCTE OCYIIECTRIATE KOHTPOIIB 38 COO/I0IEHHEM TAMOMEHHOTO
sakoHomarenscTea EADC u 3akoHoarenscTa Poccuiickoi @enepanun o
TaMOYKEHHOM JIENE

3uame: OrBevaer na | [TonnoTa, noruyHoCTS, | Tects! (6-10)
npasuna BEI€HHA | BOIIPOCEI, rPaMOTHOCTB 1% Bonpocm K
JIeJI0BOiA MEPENHCKH 1 | neMOHCTPHpYs COOEPKATENBHOCTD sk3ameny (7-
MG)KBCI}’OMCTBGHHOH 3HAHHE MPaBHI H3J102KEHUA 59)
JETIOBOH BeJeHHA nenogol | Marepuana; YMEHHE
KOPPECMNOHIeHIHH HepenycKHy w | IDUBOIMTE  [IPUMEpBI;
MEXKBEIOMCTBEHHOH | COOTBETCTBHE
IENOBOH NpeacTapleHHOH B
KOppecrnoHeHuuy; | OTBETaX uHpopMaLuH
06LEM  BHIMONMHeHus | MATEpHATaM  JleKui,
TECTOB. PEKOMEHI0BAHHOH
yueOHOH nHTeparyphl
1%} HOPMAaTHBHO-
NpaBOBBIM aKTam;
NpaBUIBLHOCTE  OTBETA
TECTOB.
VYatems: Hurepnperupyer Hsnoxenue marepuana | [TpakTuko-
oopMIATE 1 | npaBuna ogopmienns | ¢ TPOSIBJICHHEM | OPHEHTHPOBA
COCTABIIATh u COCTaBIIEHHA | MTYOOKHX 3HaHHH, | yEEIe
TaMOKEHHYIO TAMOXKEHHOI YMEHHE [OJNb30BATECS | sanapma  (1-
JOKYMEHTALHFO W | JOKYMEHTAaUHH MpH | HAY4HOid, yueOHOH 4)
OCYLUECTBIIATh BBINOJHEHHUH JIATEpaTypoH,
BHYTPHOPraHM3alMOH | IPaKTHKO- HOpPMaTHBHO-
HEIE H | OpPHEHTHPOBAHHBIX NpaBOBBIMH
MEKBENOMCTBEHHBIE | 3anaHui. JIOKYMEHTaMH,
KOMMYHHKalHH NPUBOANTL TPUMEPEI;
NpPaBUILHOCTH "
NOJIHOTA  BHINOTHEHHS
NpaKTHKO-
OPHEHTHPOBAHHBIX
3aaHMil.

Bnams: OTgeyaer Ha [NonHota, noruadocrs, | Tecrsi (1-5)
OCHOBE! BOTIPOCEI, HCTIONE3YS | TPaMOTHOCTD 1| Bomnpock k
JIOKyMEHTHPOBAHHs, | CHEeUHaNbHYIO COJIEPIKATENBHOCTD ak3zameny (1-
opraHuzaupn paboTel | TEPMUHOIOTHIO M3NOMKEHHS 12,19-59)
C JIOKyMEHTaMH JUCUHIUIHHEL, maTepuana;  yMeHHe

(ynpaenenue JIEMOHCTPHpPYs NPHBOAWTL MPHMEDDI;
JOKYMEHTaMM) U 3HAHKE MPaBHJI COOTBETCTBHE

3JIEKTPOHHOTO oopMneHns TIpe/ICTaBIeHHOH B
JOKyMEHT0000pOTa; | NOKYMEHTOR, oTBeTax HH(pOpPMaUHH

OCHOBHBIE oubanorpaduu, MarepuanaM JeKuuid u
HOPMAaTHBHLIE H NpUMEHEHHS PeKOMEHIOBaHHOI

METOAHYECKHE HH{(OpMaLIHOHHO- ydeOHOH nHTEpaTyphl;

JIOKYMEHTBI 10 KOMMYHHKATHBHBIX | IPaBHILHOCTE OTBETA

BOTpPOCaM TEXHONOrHi; 00bEM | TECTOB.

JOKYMEHTALMOHHO- | BLIMOJHEHHS TECTOB.

HH(}OPMALTHOHHOTO

obecnedyeHus

Vmemo: JlemoHcTpHpyeT Hznoxenne [MTpakTHko-
COCTaBIATh cB0o0O/IHOE BJafieHHe | MaTepHana, C | OpHEHTHpOBA
Pa3nHYHEIE BHIbI KaTeropHaibHbIM MpOsABIEHHEM HHBIE
YTpaBleHYeCKHX H annapatoM B obnactH | rmy0oKkux 3HaHWi, | 3ananaua  (4-
HHBIX IOKYMEHTOR, npasun oopMIeHMs | yMEHHE TOJIB30BaTHCA | §)
cO3JaBaeMBIX H JIOKYMEHTOB, HayyHoH M yueOHOM
HCIIOJIL3YEMEIX B 6ubnuorpaduu, JINTEpaTypoH,

MPOM3BOACTBEHHON | MPUMEHEHHUs NPHBOAXTE TIPHMEPEI,
IesATeNbHOCTH uHpopMaLHOHHO- TNPaBUILHOCTE H
TAMOKEHHBIX KOMMYHHKATHBHBIX | [IOJHOTA BBINOJHEHHA

OpraHoB; TEXHOJOTHi TP | IPaKTHKO-

OpraHH30BBIBATh BBHINOJIHEHHH OpPHEHTHPOBAHHBIX




paboty ¢ [PaKTHKO- 3a7aHui.
JIOKyMEHTaMH OpUEHTHPOBAHHBIX
(moxymenToo6opoT) |3amaHuH.
Ha cBoeM pabouem
MecTe
Bnademu: JeMmoHCTpHpYET CamocrosaTensHocTh, | [TpakTHKO-
HaBLIKaMH HaBbIKM paboTel B | MOJHOTA M | OpHeHTHpOBa
JNOKYMEHTHPOBaHMs | roOanbHBIX colepIKaTelbHOCTh HHbIE
yHpaBJeHYecKoM KOMTBIOTEPHBIX BBINIOJIHEHHOTO 3amanus  (4-
JEeSTeTbHOCTH ceTsax, cbopa | 3amanmusl, 8)
TAMOXKEHHBIX obpaboTiu 000CHOBaHHOCTh
Opratos H HeoOXoMHUMOii obpaienns K
NpOBENEHHS AHbOpMALHN NpH | paziAIHEIM Hazam
9KCMEePTH3EI BHIMOJIHEHHN JIaHHBIX, cTeneHk
LIEHHOCTH NPaKTHKO- 0600LweHws H
JOKYMEHTOB OpHEHTHPOBAHHBIX CHCTEMaTH3alHK
3a1aHuit. JIaHHBIX, Hanuuue
chopMyIHpPOBAHHBIX
BBLIBOJIOB.
IMK-3: CnocoGHOCTS K OpraHu3auuy paboT no BHELIHEIKOHOMHYECKOH NedTelbHOCTH
Bname: OrBeyaer Ha [Monnora, jgoruyHocts, | Tectsr (11-
MpaBOBhIE  OCHOBBI [ BOMPOCH, rpamoTHOCTD " 15)
JEATENEHOCTH K POJIb | neMOHCTpHpYA COJIEpIKaTENLHOCTh Bompocs k
OCHOBHBIX 3HAHKE MPABK H3TTOXEHWA IK3aAMEHY
MesKIOyHapOoAHBIX NOCTPOEHHS marepuana;  yMeHHe (13-18, 60-
TOPrOBEIX B3AMMOOTHOLICHHE NPUBOJUTL MPUMEPSI; 755
CorialieHuH 51 YYACTHHKOB Bgﬂ c COOTBETCTBHE .
TOPrOBBIX T NpeICTaBIIeHHOH B
opraHmsaumii B opraHami; 06bEM OTBETAX HH(IJGpMauHuH
perjlaMeHTalmH a MarepHanam  JIeKuu#,
peryjiupoBaHiuH RIS ERE R PEKOMEHJIOBaHHOH
TOBapHBIX NOTOKOR yueOHO# JsMTEparypsl
H HOPMAaTHBHO-
NpaBOBEIM aKTam;
NpaBHILHOCTL OTBETa
TECTOB.
Vmemo: Harepnperupyet Hznoxenue IMpakTHKo-
OMpeneNaTh MO3HLHIO | colepiKaHue Marepuaia, C | OpHEHTHPOBA
Poccuiickoii HOPMAaTHBHO- POsIBIIEHHEM HHbIE
denepanun B | npaBoByio 6a3y B ry6oKHx 3HAHUM, | 3ayanms  (6-
OTZIENBHBIX obnacTu YMEHHE TOJIb30BaTECH | ()
MEK Ty HapOIHbIX TAMOIKEHHOTO Hena Hay4HOH, yueOHO#i
COMNAWERWAX M B | nhy ppnontenun JIATEpaTypoi,
cucreme MpAKTHKO- HOPMaTHBHO-
MEKOYHAPOAHBIX NPaBOBLIMH

opraHu3aiui LUl | OpPHEHTHPOBAHHBIX JIOKYMEHTaMH,
BBIABNEHHS 3a/IaHHi. NPHBOJUTE TNPHMEPBI;
AKTYaJTBHBIX NpaBHIBHOCTh H
TeHIeHIUH B [OJIHOTA BBHIMOTHEHUS
H3MEHEHHH [IPAaKTHKO-
JIeHCTBYIOLIEro OPHEHTHPOBAHHBIX
TAMOYKEHHOTO 3a/1aHui.
3aKOHO1aTeNbCTRA
Biademo: JleMOHCTpHpYeET CamocToATeNbHOCTh, | [TpakTHKO-
HaBEIKaMH HaBLIKH KOHTpOJIA | [IONHOTA n OpHEHTHPOBA
apryMeHTHPOBaHHO JOKYMEHTOB H | COOCPAKATEIIEHOCTD HHBIE
W3/1araTh CBElleHH, TOJIaHHBIX | BLINOJIHEHHOTO sananus  (6-
COSCTBBHHYI-O Tquy ang COBCPH]GHHS! 3aaHu, CTENEHb 10)
3pEHNs B YCTHOM 1 TAMOKEHHBIX 06001eHus "
nuchMeRHoH dopme, | ONEPALNH, cbopa U |cHCTEMaTH3alUH
HABBIKAMH PABOTE! © 06paboTKH 3 JIaHHBIX, Hanu4ue
HeobXonHMOoH chopMynupoOBaHHEIX
MEXKly HApOJTHEIMH
g I nHpopmanun TNpH | BEIBOJIOB.
BBINOJTHEHHH
JIOTOBOpaMH B HIPAKTHKO-
TaMOXKEHHOM Jene OPHEHTUPOBAHHBIX
3a7jaHui.
1.2 HIkansl oeHHBAHUA:
TekywHii  KOHTPOJIL  YCHEBAEGMOCTM M TIPOMEKYTOUHAs  aTTecTalus

OCYIHECTBJISETCH B paMKax HAKONMTENbHOW OanmbHo-peiiTMHroBo#l cucremsl B 100-

OannbHOH WKane:

84-100 dannos (OLEHKa KOTIHYHON)

67-83 6annoB (OLEHKA «XOPOLLOY)

50-66 Gannoe (OLEHKa YAOBIETBOPHTENLHO)
0-49 Hannos (oLeHKa HeyNOBIETBOPHTEIHHO)

2. TunoBsie

JUIL  OLeHKH 3HaHMIL, YMeHMi,

KOHTPOJLHbIE 33JaHHs WIM HHBIE MaTepHaibl, HeoOXoJUMbIe
HABBIKOB M (MJH) ONBLITA JeATEJbLHOCTH,

XapaKTepH3YIOMIUX 3Tanbl (POPMUPOBAHHA KOMIIETEHLHII B npoLecce OCBOCHHS
o0pazoBaTelbHOI NPOrpaMMbl

Bonpoce! K 3K3aMeHy

1.Lenu ¥ 337241 OENONPOM3BOICTEA

2.YTo noHMMaeTe 1o HCTOYHHKOM MHQOpMauun?
3. JokymeHT 1 QyHKIMH JOKYMEHTA

4 (>yHKIMHE JENONPOH3BOACTBA



5.ITpu3naky knaccupuKauuy JOKyMeEHTa

6.0OCHOBHEIE AAMUHHCTPATHBHO-Y NIPABIEHYECKHE OKYMEHTHI

7.Ha3znagenue cTaHoapTH3aluy H YHHQHKALHUK B IENONPOH3BOJICTEE

8.Texnonorndeckas cXema BeJIeHHA Jel0NpoM3BOACTBA

9.bnaHKH NOKYMEHTOB H X PEKBHU3HTEI

10.Dopmynsp obpasew JOKYMEHTOB

11.TpebGoBanus, NpeIbaBIseMBIe K TEKCTY HOKYMEHTa

12.0dopmnenne NprIoKeHHs HanpaBIsIeMoro ¢ J0KYMEHTOM

13.TpeboBanus npeabapiasemMble K OQOPMIEHHIO COBMECTHEIX IOKYMEHTOR

14. Tpe6oBanus npeabsBiieMble K CONEPIKAHMIO U CTHIIO JIOKYMEHTA

15.0¢opmnenne ciykeOHBIX JOKYMEHTOB

16.Hcronp30BaHKe THIOBBIX U Tpa)apeTHBIX TEKCTOB B IOKYMEHTE

17.Paznenenne NOKyMEHTA Ha CMBIC/IOBLIE 4acTH (BBOJHYIO M OCHOBHYIO)

18.lenenne NOKYMEHTOB Ha pasieibl, NOAPasAeNbl, NYHKTHI, MOAMYHKTHI,
HCII0JIb30BaHME HyMepalHH ¢ apabckuMy nudpamMu

19.Haznauenne 'OCT P 6.30-2003, 1 obnacTh €ro npuMeHeHus.

20.CranpapTuzauus ¥ yHH(QHKauus B OeNONPOM3BOACTBE. YHH(QHIMpOBaHHAA
CHCTEMA IOKYMEHTALUH

21.Tpebopanus &k odopMmieHH0 AOKYMEHTOB. JIOKYMEHT Kak HOCHTeEb
uHbOpMaLHH.

22 IlpaBuna oopMiaeHns ynpaeleH4eckHX JOKYMEHTOB,

23.0Onpenenenne pekBu3uT. [lepedncnnTs Habop peKBU3UTOB JIH0O0r0 NOKYMEHTA.

24 JTokyMeHT0000pOT, NOTOKH JOKYMEHTO000pOoTa

25.00bEM noxymenTroobopoTa

26.Texnonorus gokymentoobopora. [lpmem u nepBoHauansHas o6paboTka
NOCTYNALUIKUX JOKYMEHTOB.

27.INponece OCYIIECTBIIEHNA TIPOBEPKH NPaBUIBHOCTH JOCTaBKH
KOPPECTIOHACHLIHH

28.[Tpouecc npoBeNeHMs PENBAPHTENLHOIO PaCCMOTPEHHS AOKYMEHTOB

29.Yder W perMcTpaups [OKYMEHTOR, H9TO BKMouaer B ceba perucrpaums
nokymentos30. KonTpone ucnonHenus JgokymenToe. UYrto Brmouaer B cebs
OpraHu3alyi KOHTPOJA HCMOJHEHHA JOKYMEHTOB

31.Yro moHHMMaETE M0Ji aBTOMAaTH3MPOBAHHOMN perucTpanueii

jJokyMmeHTOB. Kak  OCyllecTBIseTcs — aBTOMAarH3MpOBaHHAs  PerHcTpaLus
JOKYMEHTOB

32.Kakue NOKYMEHTHl B TaMOXXEHHBIX OpraHax SABIAIOTCA OCHOBAaHWEM A
M31aHKuA NPUKA30B H PacropsuiKeHuit

33.Tlopanok odopmiieHHs M YTBEPIKIEHHS OpraHM3alOHHO-PACIIOPAOUTEILHBIX
JIOKYMEHTOB

34.Bunsl opraHu3alMOHHO-PacTIOpPAAUTENbHEIX JOKYMEHTOB M X 0COOEHHOCTH

35.Kakue npembaBmsioT TpeboBaHMs K 0hOPMIEHHIO M COCTABJIEHHIO
OpraHU3alHOHHO-PACTIOPAIUTENEHBIX IOKYMEHTOB

36.Haznauenne MHQOPMaLHOHHO-CNIPABOYHEIX AOKYMEHTOR

37.BHyrpeHHHe/BHEIIHNE MHQOPMALIMOHHEIE NOTOKH. MHbOpMaLHOHHbIE MOTOKH
— UH(OPMALMOHHBIE JOKYMEHTHI

38.Buns! nH(GOpPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB M MX 0COOEHHOCTH

39 JJokyMeHTHPOBAaHHE KOJUIETHANTLHOH eATEeNLHOCTH TAMO)KEHHBIX OPraHoB

40.JTopsanok cocraeneHus, oQOpPMIEHHI M YTBEPKAEHHS HH(OPMAUMOHHO-
CrpaBOYHBIX JOKYMEHTOB

41.Jlpasuna odopmieHua OcNOBOH MEPENHMCKM W MEXAYHApOOHOH JenoBoi
KoppecrnonaeHund, Tunossle passl, HCNONbL3YEMbIE B ACNOBOI Mepentcke

42.TpeboBanus npebspisiemMble K opopMIeHHI0 nicem. Buapl nucem.

43.TTopanok odopMneHHs W BeeHHS KaJpOBOH NOKYMEHTAUMH B TaMOKEHHBIX
opraHax

44.0OcobeHHOCTH BeeHUs KaZIpOBOi NOKYMEHTALMH B TAMOXKEHHBIX OpraHax

45.Buap! JOKYMEHTOB IO JINGHOMY COCTaBY W TpebOoBaHHA K HX 0(hOpPMIIEHHIO

46.JJOKyMEHTEI OTPaXKAIOIIHE Pe3yNLTaThl TPyAa paboTHHKA

47.CopeprkaHie W Ha3HAYEHHUE TPYAOBOH KHIKKH, TpeboBanus K €€ odopMnennio

48.JInanoe neno. Tpeboranus k oopMIeHHIO

49. AHKeTa MW MY HBIH JTHCTOK N0 y4ETY KaapoB

50.Coneprxanne kaprouku T-2

51.CxemMa MOBWXKEHMSI MNEpCOHANa M BO3HHMKAIOWIME MPH 3TOM MPOUEOYpPHl M
JIOKYMEHTBHI

52.MujopManHOHHO-NIOMCKOBAs CHCTEMa, MCTob3yeMas B JIOKYMEHTALHMOHHOM
obecrneueHUH JEATEIbHOCTH TAMOKEHHBIX 0praHos. [Tpouenypa noucka NOKyMEHTOR

53.CoBpeMeHHblE CHCTEMbl aBTOMATH3alUH JEJONPOH3BOJACTBA, MPOrpaMMHLIE
KOMILIEKCH H HH(OPMAUHOHHBIE TEXHOIOTHH

54.ABTOMaTH3MPOBaHHAs PErHCTPALIMs AOKYMEHTOB

55.Mcnonb3opanuen [1K B nenonpouseoncTee

56.Crneupanbiple NpOrpaMMbl, HCIONB3YEMBIE TAMOMEHHLIMH OpraHamMH npH
odopMaeHHN TaMOXKEHHOH feKnapaiyn

57.0cy1ecTBICHHE JIEKTPOHHOIO NeKIapHpOBaHus

58.IlpameHenne COBpeMEHHON OPITEXHHKN B JIC/IONPOH3BOACTEE

59.Coneprkanne W Ha3HAYEHHE HOMEHKJIATYpbI JEn

60.0co6ennocTr hopMUpOBaHHA e ¥ MOATOTOBKH JIeN JIA Mepefad B apXuB

61.Benenue Hymepanuu aucToB gena. CocraplieHHe 3aBepUTEBHON HaMHUCH

62.CopepaxaHue U COCTABJICHHE BHYTPEHHEH OIHcH NOKYMEHTOB Jena

63.XpaneHne [es B TeKy1eM OeI0NpoU3BOACTBE



64.0¢opmieHue e BPEMEHHOTO H NOCTOAHHOTO XPaHEH!A.

65.DKcnepTH3a HEHHOCTH YIIPABJIeHYECKMX JIOKYMEHTOB

66.[Mopsmok BeIAUM el M3 apxuBa. OYHKUMH apXHBOB TAMOXKEHHBIX OPraHoE.
3aja4m rocy/lapCTREHHBIX aPXHUBOB

67.0npeneneHne LEHHOCTH [OKYMEHTOB ¢ LENbi0 0TOOpa Ha rocylJapCTBEHHOE
XpaHeHHe M YCTaHOBIIEHHA CPOKOB XPaHEeHHs

68.Ha3nauenue 3xcnepTHOH KOMHCCHH. DYHKLIMH H NpaBa dKCEPTHOM KOMHCCHH.
CpoK# npoeeenns DKCICPTH3BI LIEHHOCTH JOKYMeHTOB. OTMeTka «OITK.

69.0dopmiierne ¥ NOAMHKBKA BHOBb CHOPMHPOBAHHEIX JIEN

70.Ipouecc opranu3auuy JeI0NpoOU3BOICTEA B TAMOKEHHBIX OpraHax no pabore ¢
npeIoKeHHAMH, 3asBIICHHAMHM H Jkanodamu rpaxaH u ydactHukos BO]I

71.TpeGoranus, npeqbaBiseMble 1A PELIEHAs PAcCMaTPHBAEMBIX BOMPOCOB

72.00lpueM W perdcTpauus ofpaieHuit rpaxgiad M ydacTHukoB BDJl B
TaMOKEHHBIE OpPraHbl

73.TTopanok 1 cpokH 0DIKANOBAHK NOCTAHOBIEHHH O HANOKEHUH B3BLICKAHHI, O
JIOTIOJIHUTENBHOM TPOH3BOJICTBE, O HApyWIEHHH TaMOXKEHHBIX TNpaBul M TJ., B
cooTeercTBuH ¢ Tpynoseiv Kozsexcom Poccuiickoi Penepannu

74.Cpoku mopmayd Ul PaccMOTPeHHs M pelIeHHs TaMOMKEHHLIMM OpraHamu
3agBJIeHHii, o0OpalieHuii rpokaan v ygactHukoB BOJ]

75.opMHUpOBaHKe ¥ XpaHEHHE Nen Mo MNPELIOKeHHIM, 3adBleHHAM, anodam
rpaxzad 1 ygacTHuKkoB BO]]

DK3aMeHAUMOHHBI GMIET COCTOMT M3 JBYX TEOPETHYECKMX BONPOCOB M OJHOIO
NpPaKTHKO-OPHEHTHPOBAHHOIO 3alaHus M3 MepedHs MPakTHKO-OPHEeHTHPOBAHHEIX
3aflaH|i ans TeKyllei aTTecTaluH.

Kpurepnu oueHHBaHus:

- 84-100 6annoB (ONEHKA «OTIMYHOY») - WINOKEHHBIH Marepuan (akTHYecKu
BEpEH, HANTHYHE MTyO0KHX HCUEPNBIBAIOLINX 3HAHUI B 06bemMe NpoineHHo# nporpamMmbl
JMCUMIUTHHEI B COOTBETCTBHM C [OCTaBJIEHHBIMH NPOrpaMMoil Kypca LENIMH H
3a1ayamMu 00yueHHs; NpaBWIbHbIE, YBEPEHHbIE NEHCTBHS N0 NPHUMEHEHHIO MOTYyYEHHBIX
3HAHHI1 HAa NpaKTHKe, rPaMOTHOE M JIOTHYECKH CTPOHHOE HM3JIOMKEHHE MaTepHana npu
OTBeTE, YCBOCHHE OCHOBHO#M M 3HAKOMCTBO C JOIOJIHUTENBHO JIMTEPaTypOi;

- 67-83 GautoB (OLIEHKA «XOPOIIO») - HATHYHE TBEPABIX H AOCTATOYHO MOJIHBIX
3HaHuWil B o0beMe npolaeHHOH NporpaMmbl JHCHMILIMHEL B COOTBETCTBHM C LENAMH
0o0y4eHHs, MpaBHNbHbIE JEHCTBHA N0 NPHUMEHEHWIO 3HAHHH Ha MpakTHKe, YeTKoe
M3N0KEHHE MaTepHana, AOMYCKAIOTCS OTHENbHbIE JIOTHYECKHE H CTHIMCTHYECKHE
MOTPElIHOCTH, 00yJaroIuiica YCBOHI OCHOBHYIO JIMTEPATYpy, PEKOMEHIOBAHHYIO B
paboueli mporpamMme JUCLHIUIHHBL;

- 50-66 ©annoB (OLEHKA YJOBICTBOPHTENBHO) - HaNM4@e TBEPHIBIX 3HAHWHA B
o6bemMe NpoiAeHHOT0 Kypca B COOTBETCTBHH € LIEIIMH 00Y4EHUs, H3JIOAEHHE OTBETOB ¢
OTHENLHBIMA  OLIMOKAMH, YBEPEeHHO WCNpPaBlICHHBIMM TIOCNE  JIOMOJIHHTENBHEIX
BONPOCOE; NpaBMIbHBIE B LIETIOM ASHCTBHS M0 NPUMEHEHHUIO 3HaHUH Ha NPAKTHKE;

- 0-49 6amnos (OLEHKa HEYIOBIIETBOPHTEINBEHO) - OTBETHI HE CBA3aHBI ¢ BOMPOCAMH,
Hanuype TpyOBIX OmMOOK B OTBETE, HEMOHHMAHWE CYLIHOCTH H3N1araeMoro BOIpoca,
HEYMEHHE TIPHMEHATH 3HAHMA Ha TPaKTHKE, HEYBEPEHHOCTh M HETOYHOCTh OTBETOB Ha
JIONOJIHUTENbHBIE ¥ HABOALIME BONPOCEHL.

Tectbl

1. Npasuna odopviieHHs PEKBH3MTOB OPraHH3aNHOHHO-PACOPAAMTENLHBIX
JIOKYMEHTOB H3JI0KeHbI B COOTBETCTBHH ¢ TPeOoBaHHAMM:

1.1. T'OCT 6.38-90

1.2. TOCT P 6.30-97

1.3. TOCT P 6.30-2003

1.4. TOCTP51141-98

1.5. TOCT 17914-72
2. TOCT xotopbiii Hcnoab3yeress Mpd  OQOPMIEHHH OpraHH3aNUOHHO-
PACIOpPAIUTENLHBIX JOKYMEHTOB COXEPIKHT:

2.1. 31 pexBH3UT
2.2. 30 pexBH3HMTOB
2.3. 29 peKBH3HTOB
2.4. 28 pexBH3UTOB
2.5. 26 peKBH3HTORB
3. K opraHH3aLHOHHO-PACHOPAAMTEIbLHBIM J0KYMEHTAM 0THOCATCH:
3.1. nucemo
3.2. npuka3s
3.3. npoTokon
3.4. IITAaTHOE pacnucaHue
3.5. NO/KHOCTHAA HHCTPYKLHS
4. K napopManHOHHO-CIIPABOYHBIM JOKYMEHTAM OTHOCHTCS:
4.1. NpOTOKOI
4.2. TpynoBas KHIKKa
4.3. nonoKeHHe
4.4, axr
4.5, nicEMO
5. K pokymMeHTaM IO JHYHOMY COCTABY OTHOCSTCSL:
5.1. pemenue



5.2. ykazaHue
5.3. TpynoBO# KOHTPaKT
5.4. 3asBrIeHHE
5.5. npHKa3s 1o TMYHOMY COCTaBY
6. PexBH3HTHI, OTHOCHIIMECS K 3ar0JIOBOMHOM YACTH JOKYMeHTA:

6.1. 1
6.2. 6
6.3. 27
6.4. 15
6.5. 18

7. PeKBH3HTBI, OTHOCAIIHECS K COAEPKATEILHOH (0CHOBHOI) YACTH JOKYMEHTA:
71 9
72. 10
73 19
74. 18
T8 21
8. PeKBH3IHMTHI, OTHOCHLIHECH K 3aKTI0YHTEILHON YaCTH JOKYMEHTA:

8.1. 20
32 21 .
83. 22
84. 16
8.5. 25
9. PeKBH3NTHI, 0THOCANIHECH K BCIMOMOTATE IbHbIM:

91 17
9.2. 18
9.3. 26
94. 28
9.5. 30
10. ®opMaThl, pa3pemeHHble K NPUMEHEHHIO B JeI0NPOH3BOJACTBE:
10.1. A-5
10.2. A-4
10.3. A-3
10.4. A-6
10.5. A-7
11. IoKyMeHTONOTOKH, o0fpa3yomme J0KyMeHT0060poT:

11.1. BHYTpeHHHE
11.2. ucxopsiue
11.3. Bxomsauiue

11.4. cpounsie
11.5. HecpogHble
12. CpoxH MCrNoIHEHHS JOKYMEHTOB:

12.1. 10 pueii
12.2. 14 pueit
12.3. 5 nueit
12.4. 7 pueit
12.5. 2 ngus

13. Cpoxu XpaHeHus! Je:

13.1. po 10 ner
13.2. MOCTOAHHO
13.3.  cewuue 10 ner

13.4. Sner
13.5. 3 roapa
13.6. 1 ron

14. CpokH npopeieHHs IKCNePTH3bI LIEHHOCTH JOKYMEHTOR:

14.1. omuH pa3B2roma

14.2. exerogHo

14.3. opnuH pa3s B moaroja

14.4. opauH pas B 3 roga

14.5. opgun pas B 5 ner
15. CobpemMeHHble KOMOBHTEpPHBIe TexHoaoruu (APMbl) npumeHsiemble
TAMOKEHHOM Ae/I0NPOH3BOICTBE:

15.1. Kacro

15.2.  KOHTpONB

15.3. cucrema AUCT

15.4. TamMOXKEHHBIH MHCIEKTOp
15.5. KOHCYJBTaHT IUTIOC

15.6. rapaur

HHC’prK[ll‘IH MO0 BBITOJIHEHHIO:

B

BupmarensHo mpowuTaiite TecroBelii  Bonpoc. B mpednaraeMbix  Tecrax

CaMOKOHTPOJIA COACPAATCS OOHUH HITH HECKOIBKO INPABUIILHBIX OTBETOB. O6BenuTe HX.

KpurepuH oueHIBAHHA:

©19-20 0annoB BBICTABNAETCA, €CNH CTYAEHT TMOKa3al HaM4YHe TIITyOoKuX
HCUYEPNBIBAIOLIMX 3HAHMHA B 00BEMEe NpPOMIEHHOM MpOrpaMMbl AUCLMIIIMHLI Aan
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NpaBHIIbHBIE OTBETHI Ha TECTOBBIE 3ajjaHMA B pasmepe He MeHee 90% mpaBHIBLHBIX
OTBETOB.

©16-18 GannoB BLICTABISIETCHA, CCIH CTYNEHT [OKAasal HATHYHEe TBEPABIX M
JNIOCTATOYHO TMOJHBIX 3HAHMHA B oObeMe NpoliAeHHOH NpOrpaMMBl AHCLMIUIHHBI B
COOTBETCTBHMH C liensiMi o0yueHHs; Aan NpaBWIbHbIE OTBETHl HA TECTOBBIE 3alaHMA B
pazmepe He MeHee §0% NpaBHILHLIX OTBETOR.

©10-15 GannoB BLICTABNAETCH, €CJIM CTYJEHT IOKa3ajl HaIMYHE A0CTATOYHLIX
3gaHuii B o0BeMe NPOMIEHHOro Kypca B COOTBETCTBHM C LEMAMH oOydeHus, jJan
npaBHIbHbIE OTBETHI Ha TECTOBBIE 3alaHus B pasmepe meHee 80%, no ne menee 50%
NPaBUIBHBIX OTBETOB.

e 1-9 Ga/uta BBICTABNSETCH, €CIH CTYAEHT Jan meHee 50% npaBIILHLIX OTBETOB
Ha TECTOBBIE 3aJaHHI.

ﬂpamnxo-opnen‘mponauume 3aJaHHusA

1. CocraBuTh OM1aHK NpHKa3a TAMOMKEHHBIX OPTaHOR

2 CocTaBuTL O1aHK pacnopspkKeHHs TAMOKEHHOro opraHa

3. Cocraeuts OnaHK NHCEMa TAMOKEHHOI'O OpraHa

4, CocraeHThb MpOTOKO 3acenanua TamoxcenHoro lNocra

S CocTaBHTh ONKCh JIeJ1 TAMOXKEHHOT0 OpraHa

6. Cocrasuth npuka3 HavanbHHKa TaMOXKEHHOIO OpraHa O NpeMHpOBaHUH
COTpPYIAHHKOR

78 CocraeuTh npuka3 HavansHika TaMOKEHHOTO OpraHa 0 KOMaHAMPOBaHWH
COTPYIHHKOB

8. Cocraeuth npukas HavaneHuka © nepenave IOJHOMOYHE HAa Bpems
OTCYTCTBHs 3aMecTUTeN0 HavyanbHHKa TaMOXKEHHOTO 110CTa

9. CocraBuTh HOMEHKIIATYPY A€ TaMOXKEHHOro 1ocTa

10. CocraBuTh nnaH-rpadMK apXuBa TaMOKEHHOTO OpraHa ¢ yKasaHHeM Beex
HeoOXOIUMBIX 3JIEMEHTOB

KpuTepum oLeHHBAHMA:

CTyneHT MOKeT BBINONHUTE Bee 10 NpakTHKO-OpPHEHTHPOBaHHBIX 3anaHni. OnHo
MPaKTHKO-OPUEHTHPOBAHHOE 3afaHue oueHuBaercs B 8 Oamnos. MakcuMaibHOe
KOJIMYeCTBO HanoB, KOTOPOE MOXKET MOMyYUTh CTYHEHT — 80 6amos.

e 7-8 6annoB BBHICTABNAETCA, €CIM CTYAEHT MOKazal Haluyue nIyGoKux
MCUEPIBIBAIOLIMX 3HAHMUI B 00’beMe NpoiieHHOH NporpamMMe! AUCLMIUIMHLL; MPABMIBHO
BBINOJIHKI NPaKTUKO-OPUEHTHPOBAHHOE 3allaHye, NEMOHCTPHpPYs BBEICOKYIO CTENEHb
BJIafieHus npodeccHOHaNbHBIM HHCTPYMEHTapHEM
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e 5-6 0a/UIOB BLICTABNAETCS, €CIIM CTYHGHT IOKasal HajJlWdWe TBEepOblX H
JIOCTATOYHO [MOJIHBIX 3HaHWH B o0beMe NpoJeHHOH NporpamMMbl JUCLMIUIMHEL B
COOTBETCTRHH C LIEJIAMH 00yU€HH; BLINOJHII NPAKTHKO-OPHEHTUPOBAHHEIE 3aJlaHus C
He3HAYMTETBHEIMM  HEJO4YeTaMH, [EMOHCTPHPYS BBICOKYIO CTENeHb BIaJeHHs
npoeCCHOHANBHEIM HHCTPYMEHTapHeM

e 3-4 0anqoB BRICTABIAETCA, €CIHM  CTYNEHT BBINOIMHWI  NpPaKkTHKO-
OPHEHTHPOBAaHHOE 3aJaHMe, [PH 3TOM JEMOHCTPHPYs OrpaHHYEHHYIO CTereHb
BJIafieHHa MpodeccHoHanbHBIM HHCTPYMEHTApHEM.

e 1-2 0ajloB BBICTABJIAETCA, €CIAH CTYAEGHT HE BBHINOJHWI MPaKTHKO-
OPHEHTHPOBAHHOE  3alaHMe, MAEMOHCTPHpPYsS  HeEBlajeHHe npodecCHOHANLHEIM
HHCTpYMEHTapHeM

3. MeroauyeckHe MaTepHaNbl, ONpelesiolHe MNPOUEIYPbl OLEHHBAHHA
3HAHMI, YMeHHii, HABBLIKOB H (MJIH) ONLITA AEATENLHOCTH, XapAKTePH3YHUIHX
aTans! GopMUPOBAHHS KOMIETEHIMH

[Tpouenypel OLeHMBAaHHA BKIOYalOT B cedd TeKywHHd KOHTpPoONE M
MPOMENCY TOYHYIO aTTECTaLHI0.

Texymuii KOHTPOJIL YCOEBAEMOCTH MPOBOIAHTCA C MCMOJIL30BAHUEM OLIEHOYHBIX
CpeNCTB, TPENCTABIEHHBIX B M. 2 JaHHOrO TMpWIOKEHHd. Pe3ysLTaTel TEKyMIero
KOHTPO/A AOBOAATCA 10 CBEHEHHA CTYACHTOB 0 NPOMENKYTOUHOHR aTTeCTaluu.

IpoMexkyToUHAs aTTECTALMS NPOBOAUTCA B JOpPMeE IK3aMeHa.

Dk3aMeH nNpoOBOAMTCA 1O pPACMUCAHMIO TNPOMEKYTOYHOH aTTecTaluM B
nucbMeHHOM Bune. KoludecTBO BOMPOCOB B 3K3aMEHALMOHHOM 3afaHuu — 3 (2
TEOPEeTHYECKHX BOMPOCA M OJHO NpPaKTHKO-OpUEeHTHpoBaHHOe 3ananue). [Iposepka
OTBETOB M OOBABIEHHE PE3yIbTATOR MNPOM3BOLMTCA B IEHb JK3aMeHa. Pe3ynbTarhl
aTTeCTalMK 3aHOCATCA B 3K3aMEHALIMOHHYIO BEAOMOCTE H 3a4ETHYI0 KHWKKY CTYIEHTA.
CTyneHThl, He NPOoLIeAIIHE MPOMENKYTOUHYIO aTTECTalMIO 110 rpaduKy CECCHH, NOJDKHE]
JIMKBHAHPOBATh 33l0JDKEHHOCTE B YCTAHOBJIEHHOM MOPAAKE



IIpunoxenue 2

METOAUYECKHE YKA3ZAHMS 110 OCBOEHUIO JTUCIHUATTJINHBI

VY4eOHBIM IIIaHOM IPeLYCMOTPEHEI ClIeIYIOIIHe BH/IBI 3aHATHIA:

- JIEKITUH;

- IPaKTUYECKHEe 3aHITH.

B Xozie NEKIMOHHBIX 3aHATHI PacCMaTPUBAIOTCS CYITHOCTB, COAEPIKAHUE H
3a/laydl YIIpaBIE€HHs B TaMOXXEHHBIX OpraHax; MeTOHOJIOTHYeCKHe IOIXOBI K
YIPaBICHUIO TaMOXXEHHBIM [eJI0M; TaMOXXE€HHAs OpraHu3alns Kak OO0BEeKT H
CYOBEKT yIIpaBIICHHUS.

B xXonme mpakTH4ecKkuX 3aHATHM yriyOIsSIOTCS M 3aKpeIsioTcs 3HAHUA
CTYJIEHTOB IIO PSIIy PACCMOTPEHHBIX Ha JIEKIMAX BOIPOCOB, Pa3BUBAIOTCS HABBIKU
OIpeie/ieHHs] MecTa X pOJIM CUCTEMBI TaMOXXEHHBIX OpPTaHOB B CTPYKType
rocyJapCTBEHHOTO  YyIpPAaBJIEHWS;  BhIOOpa  pelleHWd 1O  yIPaBICHUIO
HEeATeIbHOCTBIO ~ TaMOXHM  (TaMOXEHHOI'o II0cTa) U WX  CTPYKTYPHBIX
nojipa3fieneHuii; pa3paboTKy IporpaMM pa3BUTHs TAMOYKHH (TaMOKEHHOT'O IIOCTa)
¥ OpraHU3alU INIAHUPOBAHUS JEATENBHOCTH UX CTPYKTYPHBIX ITO/Ipa3IelICHUH.

[Tpy moAroToBKE K IPAKTUYECKUM 3aHITHUAM KaXKIbIi CTYJIEHT HOJIKEH:

— U3Y4YUTh PEKOMEH/I0BAaHHYIO yueOHYIO TUTEPATYPY;

— U3YYHTh KOHCIIEKTHI JIEKIIH;

— IIOArOTOBUTEH OTBETHI HA BCE BOIPOCHI 110 U3y4aeMOU TEMe.

B mporecce MOArOTOBKM K IPaKTHUYECKHM 3aHATUSIM CTYAEHTBl MOTYT
BOCIIOJIE30BATECS KOHCYJIBTALUSAIMY IIPETI01aBaTEIs.

Bompocsl, HEe paccMOTpeHHBIE Ha JEKIMSIX U NPaKTUYECKUX 3aHATHSIX,
TOJDKHBI OBITH M3y4eHB! CTYIEHTAMH B X0Jle CaMOCTOSATeNbHOM paboTel. KoHTpons
CaMOCTOSITENIBHOM  paboThl CTyAeHTOB Hax ydeOHOW IporpaMMoil  Kypca
OCYILIECTBIISIETCS IIOCPENCTBOM TECTHPOBaHM. B Xo/e caMOoCTOSATEIbHOU paboThI
KaXOBId CTYIEeHT o0s3aH IIPOYUTATE OCHOBHYHO X 1O BO3MOXHOCTH
NOIOJIHUTENBHYIO JUTepaTypy II0 H3y4aeMOW TeMe, [OTOJIHHTH KOHCIIEKTHI
JIeKIUHA HEeNOCTAIOIMM  MAaTepHalloM, BBINHUCKAMM W3 PEKOMEHIOBaHHBIX
IIEPBOMCTOYHUKOB. BBIZEIUTh HENOHATHBIE TEPMUHEI, HAWTH WX 3HAYECHHE B
SHIUKIIONEIUUECKUX CIIOBAPSX.



