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Pabouas mporpamma JUCHHILIHHBI «OCHOBBI JIOKYMEHTOOOOPOTa B TaMOXEHHBIX opraHax». Ilo
crneruansHocTH 38.05.02 TaMoxkeHHOE nel1o, cnenuanu3anus « TaMoKeHHEIS IIATSKU W BaJIFOTHBIN
koHTposib» / b.E. lInunes — M.: UMIID um. A.C. I'puboenoBa

PabGouass mporpaMMa JUCHUIUIMHBI COCTaBJI€Ha Ha OCHOBaHMM TpeOoBaHuit DeneparbHOrO
TOCYJapCTBEHHOTO 00pa30BaTeIbHOIO CTAaHAApTa BBICHIETO OOpa30BaHHMA — CIEUUAIUTET II0
crenranbHOCTH 38.05.02 «TamokeHHOE 710, YTBEPKICHHOTO MTPUKa3oM MUHKCTEpCTBA HAYKH U
Bbiciiero oOpaszoBanust Poccuiickoir ®epepaumu ot 25 wHostOps 2020 1. Ne 1453 wu
[Ipodeccuonansuoro cranaapra «Crenuanuct M0 BHEITHEAKOHOMUYECKON NESTETbHOCTH» OT «17»
ntoHs 2019 r. Ne 4091 (3apeructpupoBan MuHucTepcTBOM foctulink Poccuiickoit @eneparuu «11»
utosst 2019 r., peructparmonnsiii Ne 55208).

PazpaboTunku: B.E. llImunes, k. 2. H.
OTBETCTBEHHBIN PELICH3CHT: M.K. YuctsakoBa, KaHAUIAT SKOHOMHUYECKHUX HAYK, JOLICHT,
JeKaH SKkoHoMu4eckoro (akymsrera OAHO BO
«MOCKOBCKHI MCUXOJIOr0-COLIMATLHOTO YHUBEPCUTETA
(D.U.0., yu. cmenens, yu. 36anue, 00JIHCHOCHb)

Pabouast mporpaMma JUCIUILIMHEI PACCMOTPEHA M 0J100peHa Ha 3acelaHuy KadeIphl ayanuTa,
¢buHaHCOB M KpeanTa ««23» nexadps 2024, npotokon Ne 4

/
3aBenyrouiuii kadeapoit Yy /T. B. HoBHKOBA, K. 3. H., JIOIIEHT

CornacoBaHo oT bubnnoreku / % /O.E. Crénkuna/




Paznen 1. llenn v 3a1aum oCBOEHMSI M CIMILJIMHBI

I[envto ocBoenus: mucuuiIMHBl «OCHOBBI JOKYMEHTOOOOPOTa B TaAMOXKEHHBIX OpraHax»
SIBJSICTCS] M3YYCHHE OCHOB JOKYMEHTOO0OPOTa B TAMOKCHHOM JIeJI€.

3adauu TYCIUIIINHLIL:
e hopMuUpOBaHHE TMPEJACTABICHUNA O TPUMEHEHUH TaMOXCHHBIX TIPOLEIYP,
TaMOXEHHBIX IJIATEKEH M OCYIIECTBICHHH TaAMOYKEHHOT'O KOHTPOJIS,
® OBJIAJICHNC HAaBBIKAMH BEICHHUS PEECTPOB JIMI], OCYIISCTBIISIONINX MEATEIHHOCTh B cdepe
TaMOXXCHHOI'O J€JjIa, BEACHUA pGGCTpOB 6aHKOB, HNHBIX er,Z[I/ITHBIX opraHmauHﬁ n CTanOBLIX
opraHu3anuii, OaHKOBCKHWE TapaHTUM W JOTOBOPHI CTPAXOBaHUS KOTOPHIX MPUHUMAIOTCS
TAMOKCHHBIMHU OpFaHaMI/I B KAQUCCTBEC 06€CH€‘I€HI/I$I yHJIaTBI TAMOKCHHBIX HJ'IﬁTG)KGﬁ;

B3MMaHHUH

e hopMUpOBaHHE TPEICTaBICHUA 00 OCHOBHBIX  HAINPaBICHUSX JIOKYMEHTHUPOBAHHS
YIpaBIEeHYECKON AESITEIbHOCTU TAMOKEHHBIX OPIaHOB;

® OBJIQJICHHEC HABBIKAMU COCTABJICHHS IMPOLECCYAIbHBIX JOKYMEHTOB M  COBEpIICHUS
HEOOXOUMBIX  MPOIECCYabHBIX  JCUCTBUWA  TMPU  BBIABICHUU  aJMUHUCTPATUBHBIX

MIPaBOHAPYUICHHUH U MPECTYIIEHUH B chepe TaMOKEHHOTO JIeTIa;

® [10JIy4yeHUE 3HaHUI 00 0COOEHHOCTAX O(POPMIIEHNUS OT/IEIbHBIX BUI0B JOKYMEHTOB;

® OBJIAJICHNEC HAaBBIKAMH NpPUMEHEHHS HMH()OPMAIMOHHBIX  CHCTEM, HH(POPMAITMOHHBIX
TEXHOJIOTUH, MPOrPaMMHO-TEXHHYECKHX CPEACTB 3alIUTHl MH(GOpPMAIMKA B TaAMOKEHHOM JEJIe;
aHalIM3a U BEACHUS TaMOKCHHOW CTATUCTUKU BHEIIHEW TOPrOBJIM U CIELUAIBbHON TAMOKEHHOU
CTaTUCTHUKH;

® [IOJIy4YeHUE NPEACTABICHUN O MOPSIAKE MPOBEACHUS SKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB B

TaMOXXEHHOM Oprase.

Paznean 2. [lnanupyemble pe3yJbTaThbl 00y4YeHUs M0 TUCHHMILINHE, COOTHECEHHBbIE C
IUIAHMPYEMbIMH Pe3yJ1bTATAMM 0CBOEHHUsI 00pa30BaTe/IbHON MPOTrPaMMbl

Kon
®opmyJIMpOBKA
KOMIIETEH NuaukaTopsl 10CTHKEHHUST KOMIIETEH MU
- KOMIIeTeHIIUH

OIIK-2 Cnoco0eH ocymecTBIsATh HOIIK-2.1 OcymectBiser coop u 06paboTKy
coop, 060padoOTKy, aHAIN3 WH(OpMaIKU C UCTIOJIb30BAaHUEM COBPEMEHHOTO
JAHHBIX JJI5l pEeLICHHU S MHCTPYMEHTAPHS JUIsl pelIeHUsI TPOeCCHOHATTBHBIX
npo¢eccCHOHATBLHBIX 32/1a4, 3aj1a4, "HOOPMHUPOBAHUS OPTAHOB TOCYIAPCTBEHHOM
nH(OPMHPOBAHMS OPTraHoOB | BIACTH U 00LIECTBA
rocyJ1apcTBeHHOI BJACTH U HOIIK-2.2 Ncnionb3yeT METO bl aHAJIA3a JAHHBIX
o01mecTBa Ha OCHOBE JUIS pelieHus poeCcCHOHATIBHBIX 33/ad,
MHPOPMALMOHHON U MH(OPMHUPOBAHUSI OPTraHOB TOCYJaPCTBEHHOM BIIACTH
Ondamorpadguveckoi U o011ecTBa ¢ MPUMEHEHHEM HH(POPMALIMOHHO-
KYJbTYpPbI C IPUMEHEHHEM KOMMYHHKAIIMOHHBIX TEXHOJIOTHH U C YUETOM
UHGpOPMALHOHHO- OCHOBHBIX TpeOOBaHUI MH(OPMAITMOHHON
KOMMYHHKAaIHOHHBIX 0€e30MacHOCTH
TEXHOJIOTUH U C Y4eTOM HOIIK-2.3 Vcnions3yeT METOAbI aHATTN3a JaHHBIX
OCHOBHBIX TpeOOBaHM JUTSL IHTEPIPETAIK Pe3yIbTaTOB MOJEIUPOBAHUS
HH(}OPMAITOHHOH IIPU OCYIIECTBICHUH PO ECCUOHATLHON
0e301macHOCTH JIESITEIBHOCTH C Y4€TOM OCHOBHBIX TpeOOBaHUI

MH(POPMALIMOHHOM 6€30MacHOCTH

IIK-1 Cnoco0eH oprann3oBatb HUIIK-1.1 3naeT HOpMaTHUBHBIE IPABOBBIE AKTHI,
padoTy cy0ObeKTOB PETIAMEHTHPYIOIINE BHEITHEAKOHOMUYECKYIO
BHEIIHEIKOHOMHUYECKO JEeSITebHOCTD; MpaBuiia 0(hOPMIIEHUS TOKyMEHTAIIUH
AeATeJJbHOCTH 0 10 BHEIIHETOPTOBOMY KOHTPAKTY; MOPSAIOK
NPOBeIeHUI0 TAMOKEHHBIX JIOKYMEHTOO00pOTa B OpraHu3alun; 0COOEHHOCTH
onepanmii IIEHOOOpa30BaHMs




HIIK-1.2 Ymeer popMynupoBaTh U pacipenemsiTh
3aaa4yu MCKAY COTPYAHHUKAMU MTOAPA3ACIICHUA B
OpraHu3aIy; oleHUBaTh A3 (PEKTUBHOCTD U
COOTBETCTBUE JIOKYMEHTAIIMH KOMMEPYECKHX
NPE/IOKEHHH, 3aITPOCOB YYACTHUKOB
BHEITHEIKOHOMUYECKOU ACATCIIbHOCTHU

Pa3nen 3. MecTo TUCHUIJIMHBI B CTPYKTYype
00pa3oBaTe/IbHOM NPOrPaMMBbI CIIeHUAJINTETA
Huctumuimaa «OCHOBBI  IOKYMEHTOOOOpOTa B TAMOXXCHHBIX OpraHax» Hu3ydaercs B 8
cemecTpe ouHOH (popmbl 0OydeHHs U B 9 cemecTpe 3a04HOM GOpMBI 00yUEHUsI, OTHOCUTCS K biioky
b.1 «ucuummuael (Moxynu)», «OO0s3arenbHas YacTh» O00pa30BaTENBHONW MPOTPAMMBI 10
cnermanbHocT  38.05.02 TamokeHHoe Jeno  (YpOBEHb  CICHHMAIUTET), CIHElUaTu3aIus.
«TamoXeHHBIE TIJIATEKU U BATIOTHBIM KOHTPOJIbY.

Paznen 4. O0bem (TPya0eMKOCTB) U CHUNITHHBI
(o0masi, mo BUaAAM y4eOHOIl padoThl, BUIAM NMPOMEKYTOYHON aTTEeCTALMHU)

TpyaoeMKOCTh JUCHUIIMHBI U BBl Y4eOHOH padoThI
Ha 04HOM (hopMme 00yUeHHsI

[Ipaktuue | KypcoBoe | Camocrtos Texymuii Kontpons,
3.e. | Uroro | Jlekunn CKHE IIPOCKTUDP | TeJIbHAs IIPOMEKYTOUHAs
3aHATUS OBaHHE pabota KOHTPOITH aTTecTanus
8 cemectp
4 144 32 32 71 9 .
3aueT ¢ OLEHKON

HA 3204HOI (popMe 00yUeHH S

[Ipaktuue | Kypcosoe | Camocrtos Texymuii Kontpous,
3.e. | Uroro | Jlexuun CKHe MIPOEKTUP | TelbHas KOHTPOJTD IPOMEKYTOUHAas
3aHATHUS OBaHHUE pabota aTTecTanus
9 cemectp
4 144 4 8 123 9 .
3aueT ¢ OLEHKON

TemaTndyeckui NJIaH JUCHUIIIUHBI

Ounas ¢popma o0ydeHus1

Paznensi / Tembl Jlex | Ilpaktuue | Camocrtos | Teky | Konrtposns, Bcero
1007031 CKHE TeldbHasl | UM | MPOMEXYTOY | YacoB
3aHATHUS pabota | KOHT Hast
poJIb | aTTecTanus
8 cemectp

Tewma 1. OcHOBHBIE
MOHSATHUS U TEPMUHOJIOTHSI
B JJOKYMEHTAIIHOHHOM 8 8 15 31
o0ecreyeHnt yrnpaBIeHHs
JeSITEIIbHOCTBIO
TaMOXXEHHBIX OPraHOB
Tewa 2. 6 6 14 26
JlokymenTupoBanue




MPOU3BOACTBEHHOMN
NCATCIIBHOCTHU
TaMOXEHHBIX OPTaHOB

Tema 3. Opranuzanus
JOKYMEHTO000pOTa
(ynpasnenue 6 6 14 26
JIOKYMEHTaMH ) B
TaMOXXEHHBIX OpraHax

Tema 4. DxcnepTusa
IIEHHOCTHU JOKYMEHTOB

Tema 5. CpencrBa
OpraHU3allUOHHON TEXHUKH,

p HHOH 6 6 14 26
HCITOJIB3YEMOM B paboTe C
JIOKyMEHTaMHU

3ader ¢ OEHKOM 9 9

Hroro nmo pucuunivue 32 32 71 9 144

HA 3204HOI (popme 00yUeHuUs

Paznensr / Temsl Jlex | Ilpaktuue | Camocrtosi | Texy | Kontposs, Bcero
107041 CKHe TelbHAs | UM | MPOMEXYTOY | YacoB
3aHATHUS pabota | KOHT Has

poOJb | arTecTanus

9 cemectp

Tema 1. OcHOBHEIE
MOHSITHS ¥ TEPMUHOJIOTHS
B JJOKYMEHTAI[HOHHOM
o0ecrie4eHn! yrpaBIeHUs
JIeSITeIIbHOCTHIO
TaMOXEHHBIX OPTaHOB

Tewma 2.
JloxkymenTupoBanue
MIPOU3BOJCTBEHHOMN 2 24 26
JeSITeTbHOCTH
TaMO>KEHHBIX OPTaHOB

Tewma 3. Opranuzanus
JOKYMEHTO0000poTa
(ynpaBneHue 2 24 26
JIOKYMEHTaMH) B
TaMOXXEHHBIX OpTraHax

Tewma 4. DxcniepTuza
IIEHHOCTH JOKYMEHTOB

25 25

Tema 5. CpencrBa
OpraHU3alMOHHOMN TEXHHKH, 5 5 o5 29
UCTIOJIb3yeMOH B paboTe ¢
JIOKYMEHTaMHU

3auer ¢ OLEeHKOM 9 9

Hroro mo nucuuniinHe 4 8 123 9 144

CTpyKTypa M coiepKaHHe U CHUTITHHBI

HaunmenoBanue paznesna/

Conepmaﬂne AUCHHUITIMHbI
TEMbI JTUCHUIIJINHBI

Tema 1. OCHOBHBIE IOHATHUS U Pones w 3HayeHWe MUCHMIUIMHBI B TPOdEeCCHOHATLHOM
TCPMUHOJIOTUA B IIOATOTOBKE cricuuaiaucra 10 TAMOXXCHHOMY ACITY.




JTOKYMEHTALMOHHOM
o0ecreYeHnn yIpaBIeHHs
IESATEIBHOCTBIO TAMOKEHHBIX
OpraHoB

TamoxeHHOe 1eonpOn3BOJCTBO KaK OTPaKEHHE CUCTEMBI U
TEXHOJIOTUM  YIPABJICHUS JIEATEIBHOCTBIO TaMOXKEHHBIX
opranoB. MHpopmanioHHbIe MPoLecChl — OCHOBA Mpoliecca
pa3paboTKy U peanu3anuu yrnpasieHdeckoro pemenus (YP).
Heo6xomumocTs moxkymeHtupoBanus YP. JlokymMeHT kak
UCTOYHMK W HocuTenb  MHpOpMauuu.  JIBrkeHue
JOKYMEHTUpPYeMOi nH(OpMalMy B CHCTEMax YIpaBIECHUS U
€e XapaKTepUCTHKAa B 3aBHUCUMOCTH OT YPOBHS 0OpabOTKH.
HopmartuBHo-mMeToanueckue JIOKYMEHTBI 1o
JIEJIONPOU3BOJICTBY U ApXUBHOMY neny: a)
3aKOHOAATENbCTBO; ©) cTaHAapThl (MEXIyHapOJIHBIE H
HaIlMOHAJIFHBIE), B TOM YHCJIE KIACCU(PUKATOPHI TEXHUKO-
SKOHOMHMYECKOM M  couuansbHOW  uHPOpManuu;  B)
MeToAMYEeCKass W y4yeOHas JuTepaTypa; HUX aHAIU3 |
xapaktepuctuka. llonarue — TepMuH — JHeUHHULUA.
OCHOBHBIE TEPMHHBI U  ONPEACICHUSA:  «IOKYMEHT»,
«O(GUIUATBHBIA  JOKYMEHT», «CIY>KEOHBIH JOKYMEHT»,
«IOKYMEHTHPOBAaHUE», «IOpUAMYECKAs CHJAa ITOKYMEHTa»,
«IIETIOMPOU3BOJICTBO», «IOKYMEHTAllMOHHOE oObecredyeHue
ynpasiaenust  (JAOVY)»,  «ymnpaBieHue  JTOKyMEHTaMu»,
«uHpopmanmonnas cucrema (MC)», «wmHpopmamnronHoe

obecrieyeHne yIpaBIEHUSN», «MH(}OPMALIMOHHBIN
MEHEJDKMEHT», «3JeKTpoHHO-LU(ppoBas noanuck (SLIT)»,
«QIIEKTPOHHBIN JOKYMEHT O )», «QIIEKTPOHHOE

COOOIICHUEY U JP.

Tema 2. JlokymeHTHpOBaHUE
MIPOU3BOJCTBEHHOMN
NESTETLHOCTH TAMOXKEHHBIX
OpraHoB

IIpaBoBoe oOecneueHue mnpouecca JOKYMEHTHPOBAHUS.
JIOKyMEeHT Kak ciueiactBue coObitus. OcHoBaHUS — JUIS
CO3/1aHUS IOKYMEHTOB B OpraHM3allK. 3aBUCUMOCTb BUAA U
COCTaBa M3JAaBAEMBIX JOKYMEHTOB OT KOMIIETEHUHMH W
MTOJIHOMOYUI OpTraHu3aliy, OPSAIKa pa3pelIeHts BOIIPOCOB,
Kpyra peliaeMblX BOIPOCOB M JAPYrHMX  (PaKTOpOB.
HopmaruBubie mpasoBble aktel DTC (I'TK) Poccun,
periIaMeHTHPYIONUe MOPSA0K MOATOTOBKUM U O(GOpPMIICHUS
JIOKYMEHTOB, UCIOJB3YEMBIX B JESITEIbHOCTH TaMOXEHHBIX
OpraHoB, UX Kiaccu¢ukanus, xapaktepuctuka. CHCTEMBI

JIOKYMEHTalWH, HCTIOJIb3yEeMbIE B JESATETbHOCTH
TAMO>KEHHBIX OpraHoB. YHU(DUKAIMS ¥ CTaHIAPTU3ALMS
JOKYMEHTOB U UWH(MOpPMAIMU — OJHO W3 TJIABHBIX

HanpasiieHu#l B JIOY. JIokyMEeHTHpPOBaHUE YIIPABIECHYECKOU
NESITEIbHOCTH TaMOXKEHHBIX OpraHoB. YIpaBlIEHYECKHE
JOKYMEHThl Kak MHCbMeHHas ¢opma YP, wux Bumsl,
KJIacCU(pUKAIIHS. OO6mepoccuiickuit KJaccudukrarop
ynpaBineHdeckoi ngokymentanmu (OKY][) OK 011-93.
TpeboBanust u  mpaBwia  OGOPMIIEHUS  HEKOTOPBIX
YOpaBIE€HYECKUX  JIOKYMEHTOB:  JIOTOBOpP,  KOHTpAKT,
noBepeHHocth M Ap.  OcobenHoctd  odopmileHUS
JIOKYMEHTOB, HCIOJIb3YEMBIX B MEXIYHAapOAHOW MpaKTHUKE
BHEITHEOKOHOMUYECKONH  JiesaTenbHOCTH.  KoMMepueckas
(menoBast) mepenucka. MeXIyHapoJaHble — CTaHIAPTHI,
UCTOJb3yeMble  NpPU  MOATOTOBKE M O(OpPMIIEHUH
KOMMEPYECKOUN MEPENUCKHU.

Tema 3. Opranuzanus
JOKYMEHTO0000poTa

Opranu3anus JIOKyMEHTO000pOoTa (ympaBnenue
JOKYMEHTaMH) B TAMOXXEHHBIX opranax. JJokyMeHToo00poT




(ympaBneHue JOKyMEHTaMu) B
TaMOXXCHHBIX OpraHax

B TaMOXXEHHOM OpraHe: cojepkaHue (IJOKyMEHTOIIOTOKH),
JTambl, cpeacTtBa MoxaenupoBaHus. OOBEKTUBHBIE U
CyOBeKTHBHBIE (aKTOpPBl pocTa JOKYMEHTOOOOpOoTa B
TaMOKEHHBIX opraHax. OcHOBHBIE TIPUHIIAITBI
palMoHaIM3auyl  JOKYMEHTOO0OpOoTa B TaMOXXEHHOM
oprane. JlokymMeHTanbHble HWH(GOPMAIIMOHHO-TIOMCKOBBIE
cuctembl (JIAUIIC). Tlonstue «uHOpPMAIMOHHO-TIOUCKOBAS
cucrema» (UIIC). Knaccudpukanus UIIC (mokyMeHTaIbHbIE,
(hakTorpaduueckue; TpaAUIIHOHHBIC, AJICKTPOHHBIC).
Peructpanus poxkymeHtoB — ocHoBa cosznanHus JUIIC.
OcoOeHHOCTH OpraHu3aly padoThl ¢ HEKOTOPHIMU BUIAMHU
TOKyMeHTOB. OCOOEHHOCTH OpraHn3aluH AETIOMPOU3BOICTBA
mo paboTe ¢ YCTHBIMM U HHCHbMEHHBIMU OOpalleHUSIMU
rpaxnad. Paccmorpenume 1o cymecTtBy, TpeOoBaHUS,
npenbsiBiIsieMble K pemienuto.  [lpuem  rpaxnas.
WNudopmaruzanus B chepe JJOY. Cosepiencroanue JJOY
- OIHAa W3 TPEONOCBUIOK co3/aHusi (MOJEPHHU3AIUH)
KopriopaTiuBHON uHpopmannonnoir cucremsl (KHUC) B
TaMO>KEHHOM OpraHe.

Tema 4. DxcriepTu3a IEHHOCTH
JOKYMEHTOB

HomeHnxiarypa nen, ee BHABIL, pOJIb W HAa3HAYCHHE B
JEATEIIBHOCTH OpraHU3alNH, cxema IIOCTPOEHUS.
TpeboBanusi, npeabsBisieMble K 3arosioBkam aei. [IpuzHaku
3aBeneHusa Jen. Knaccudukanmonnesle eauHuibl. Cpoku
XpaHeHus Jen. IlepedHn T0KyMeHTOB C yKa3aHHUEM CPOKOB HX
XpaHEHUS: BUJBI, HA3HAYEHUE, IOPSNOK HCIOIb30BAHUS.
OcHoBable TpaBwia GopmupoBanust nein. CucreMaThu3anus
JOKYMEHTOB  BHyTpu gena. Ilopsanok  mpoBeaeHus
9KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB B TaMOXXE€HHOM OpraHe.
ApxusHblit pona Poccuiickoit denepannu, ero pois B Jene
COXPAHHOCTH KYJIbTYPHOI'O M Hay4YHOT'O HAcJeAUs CTPaHbI U
cocTaB. Buuapl apxuBOB, HMMEIOIIMXCA B TaMOXXEHHBIX
OpraHax, WX 3a/ladyi U (yHKIMH, COCTAaB apXUBHBIX (POHIIOB.
Ilonsatue «apxuBa» ¢ Touku 3penus HWT. IlpuHnumsl,
KpUTEPUM U OTalbl 3KCIEPTH3bl IIEHHOCTH JOKYMEHTOB
TaMOKEHHBIX OpraHoB, B ToM uncie J/1. [lopanok nepenaun
JIeNT B apXHB TaMOXKEHHOTO opraHa. OCOOEHHOCTH mepenadn
B apXMB TaMOYKEHHOI'0 OpraHa TaMO>KEHHBIX JEKJIapalui U
JOKYMEHTOB K HHUM, Jel 00 aJAMMHHUCTPaTHUBHBIX
IIpaBOHAPYUIEHUSX, JIMUHBIX €] U Ap. Boiemka, u3bsaTue nen
13 apXUBa TAMOXEHHOT'0 OPTaHa.

Tema 5. Cpencrsa
OpraHU3alMOHHON TEXHUKH,
UCMOJIb3yeMOl B paboTe ¢
JOKYMEHTaMU

Knaccugukanuss cpeactB OpPrTeXHUKM U HMX OCHOBHBIC
xapakTepucTuku. CpesicTBa Majoil OpPrTEXHUKU KaK 3JIEMEHT
KyJIbTypsl  yopaBieHueckoro Tpyna. Kiaccudukarms
CPEICTB OpPITEXHUKHM M HMX OCHOBHBIE XapaKTEPUCTUKH.
OCOOEHHOCTH HCIIONB30BAaHUS 3JEKTPOHHOM, TenerpadHoii,
TeneTainHo,  gakcumMuiabHOW — cBs3u.  [lommuHHOCTH
NepeaBaeMbIX CpeJICTBAMH DJIEKTPOHHOM, TeserpagHoH,
TeneTalHoM, (HakCUMUIBHOM CBSA3M TOKYMEHTOB, NpaBuia
UX TOATOTOBKM M Tpoleaypa Iepegadu/mpuemMa B
TaMO>XEHHBIX OpraHax.




3aHATHS CEMHMHAPCKOI0 THIIA
(IIpakTnyeckue 3aHATHUS)

OO0mue pekoMeHJAIMKM IO MOJArOTOBKE K MPaKTUYECKUM 3aHATUsAM. llpu monaroroBke K
paboTe BO BpeMs MPOBEACHHS 3aHATHIA MPAKTHYECKOTO THMA CIEAyeT OOpaTUTh BHUMAHHE HA
CJIEyIOIIMe MOMEHTBI: Ha MPOLecC MPeIBaPUTENbHOI MOArOTOBKH, Ha pabOTy BO BpeMs 3aHATHUSA,
00pabOTKy MOJIYYEHHBIX PE3ylIbTaTOB, MCIPABICHHUE MOJYUCHHBIX 3aMedanuid. [IpenBapurenpHas
MOJrOTOBKA K Y4eOHOMY 3aHATHIO MPAKTUYECKOTO THUIIA 3aKJIFOUACTCS B U3YUYEHUU TEOPETUUECKOIO
Marepuaia B OTBEICHHOE JUIsl CAMOCTOSATEIbHOM paOOThl BpeMsl, 03HAKOMJICHHE C UHCTPYKTUBHBIMU
MaTepuagamMH ¢ LEeIbI0 OCO3HAHUS 3a/1a4 3aHATHUS.

PabGora BO BpeMs NpOBENCHHUS 3aHATHS MPAKTHUYECKOrO THUIA BKIIOYAET HECKOJBKO
MOMCHTOB: a) KOHCYJIbTUPOBAHHE OOYYAIONIMXCS MPENOJaBATEISIMA C LEIbI0 MPEIOCTABICHUS
ucyepneiBarolied  uHboOpManuu, HEOOXOIUMOM Uil ~ CaMOCTOSITEIBHOTO  BBINOJIHEHHS
IIPEIOKEHHBIX IpernojaBaTesieM 3ahay; 0) CaMOCTOSTENbHOE BBIIIOJIHEHUE 3aJlaHui COIIACHO
0003HaUYCHHON y4eOHOM MPOrpaMMOl TEMaTHUKH.

Tema 1. «OCHOBHBIE IOHATHSA U TEPMUHOJIOTUS B JOKYMEHTALIMOHHOM O0ecrneYyeHumn
yupasJjieHus (JOY) 1eTeJIbHOCTHI0 TAMOKEHHBIX OPraHOB.»
Bonpocel u/unu 3a0anusn
. TamoxeHHOE 1€TONPOU3BOICTBO KaK OTPAKEHNE CUCTEMBI M TEXHOJIOTUH YIIPABIICHUS.
. MudopmanronHsie mporeccsl — OCHOBA IMpoliecca pa3padoTKH U peain3alii PeleHus.
3. JIOKyMeHT KaK HCTOYHUK W HOCHTEIb HHPOPMAITHUH.

N -

Tema 2. «/lokyMeHTHPOBAHHE MPOU3BOICTBEHHOM AeATEJIBLHOCTH TAMOKEHHBIX
OpraHoB»
Bonpocel u/unu 3ad0anusn
. OcHOBaHUS AJIsl CO3/1aHUs JOKYMEHTOB B OpraHU3alUU.
. 3aBUCUMOCTb BHJIa M COCTaBa M3/1aBa€MbIX JJOKYMEHTOB OT TTOJJHOMOYHIA OpraHU3aIiH.
3. CucteMbl TOKyMEHTAILlUU, UCTIOTIb3yeMbIe B AEITEIbHOCTA TAMOXKEHHBIX OPTaHOB.

N -

Tema 3. «Opranmsanus 10KyMeHT0000poTa (YpaBJIeHHE JOKYMEHTAMH) B
TaMO’KEeHHBbIX OPraHax»
Bonpocwvi u/unu 3a0anusn
. JJokyMeHTOO00pOT B TAMOKEHHOM OpraHe: coJiepkaHue (JIOKyMEHTOIIOTOKH ).
. OObeKTHBHBIE U CYOBEKTUBHBIE (PaKTOPBI pOCTa TOKYMEHTO000pOTA.
3. OCHOBHBIEC IPUHITUIIBI PAITIOHAIN3AINH IOKYMEHTOO00POTa B TAMOKEHHOM OpTraHe.

N -

Tema 4. «IKcnepTH3a HEHHOCTH JOKYMEHTOB)
Bonpocwvt u/unu 3a0anusn
. CucreMaruzanus JOKyMEHTOB BHYTPH JIeJa.
. Ilopsimok mpoBeneHHs SKCIEPTU3bI IIEHHOCTH IOKYMEHTOB B TAMO>KEHHOM OPTaHe.
3. ApxuBHbId (oI Poccuiickoii Deneparuu, ero pob.

N -

Tema 5. «CpeacrBa opraHM3allHOHHOI TeXHUKH, HCIIOJIb3yeMble TP padoTe ¢
AOKYMEHTAMID)
Bonpocwt u/unu 3a0anusn
. Cpencrsa Maoil OpPrTeXHUKH KaK IEMEHT KYJIbTYpbl YIPABJIEHYECKOTO TPYa.
. Kitaccudukanus cpects OprreXHUKU U MX OCHOBHBIE XapaKTePUCTHKU.
3. OcoOeHHOCTH UCTIOIb30BaHU IJIEKTPOHHOM, TenerpadHoil, TeneTalnHoi cBA3M.

N -

Pa3nea 5. YueOHo-MeTOaMYecKoe oOecniedeHHEe CAMOCTOSTeIbHOI padoThl
o0yyaromuxcs 1o JMCUHILINHE
Hapsiny ¢ 4ureHuem JIeKIUH YW INPOBEACHUEM IIPAKTUYECKUX 3aHATUH HEOTHEMIIEMbBIM
JIEMEHTOM Y4eOHOro Ipolecca SBIAETCS camocmosmenvhas paboma. llpu camMocToATENbHON



paboTte gocTuraercsi KOHKpETHOE YCBOEHHE y4eOHOro MaTepuasa, pa3BUBAIOTCS TEOPETHYECKHE
CIIOCOOHOCTH, CTOJIb Ba)KHBIE JJIS1 YCIIEUTHON MOATOTOBKU M 3aIUTHI BHITYCKHON paboTsl. DopMbl
CaMOCTOATENILHON paboThl, 00yd4aeMbIX MOTYT OBITH pazHooOpa3HbIMU. CaMoCTOsSTEeNbHAs paboTa
BKJIIOYAET: H3YYEHHE JIMTepaTypbl, BeO-pPECypcoB, OIICHKY, OOCYXJIEHHE U pPELEH3UPOBAHHE
nyOJIMKYyeMbIX CTaTel; OTBEThl Ha KOHTPOJBHBIE BOIPOCHI; pEUICHHE 3aay; caMOTECTUPOBAHHE.
Brimmonnenune Bcex BUIO0B CaMOCTOSITECILHOU pa6OTBI YBA3BIBACTCA C UBYUCHUCM KOHKPCTHBIX TCM.

Tunosble 3a1aHus AJI1 CAMOCTOATEIBHOW pabOThl U MPUMEpHasi TeMaTUKa KypCOBBIX padboT
(IPOEKTOB), MPEIYCMOTPEHHBIX y4eOHBIM IUTAHOM, MTPEICTABICHBI B (POH/IE OLIEHOYHBIX CPEJCTB 110
JTUCIUIUIAHE.

5.1. UaauBuayasabHble 3aaHNUs 1JIs KYPCOBBIX padoT

KprOBaSI pa60Ta IIO3BOJISICT BBIABUTH CTCIICHb BJIAACHUA 6a3OBLIMI/I SHAHWUAMU, YMCHUAMU
HEOOXOMUMBIMU JUIsl OOY4YEeHHs, M ONPENCIUTh YpPOBEHb BJAJICHUS HOBBIM MaTEpPHAIIOM.
PekoMeHganuu mo moAroToBke, OPOPMIICHHIO ¥ 3aIIUTE KYPCOBOH pabOTHI (KypCOBOTO MPOEKTA),
MPeyCMOTPEHHON yueOHBIM IIJIAHOM, U3JI0’KEHBI B METOIMYEeCKUX YKa3aHHIX 110 COOTBETCTBYIOIIEH
AJUCHUITIIINHE

5.1.1. IlpuMepHas TeMATHKA KyPCOBBIX padoT (NPOEKTOB)
Kypcosas paboma ne npedycmompena y4eoHvlM nIAHOM.

Pa3nes 6. OueHo4Hble M MeTOANYECKHE MATepHaJIbI 10 00pa30oBaTe/IbHON NporpaMmme
(¢poH OLIEHOYHBIX CPEACTB) [JIsl MPOBEAeHHU TeKYIEero KOHTPOJIsl yCIeBaeMoCTH U
NMPOMEKYTOYHOM aTTecTallun

B mnpomecce ocBoeHus y4uyeOHOW NUCUUIUIMHBI 71 OLEHUBAHUS CHOPMHPOBAHHOCTHU
TpeOyeMBIX KOMIIETCHIIUH UCTIOIB3YIOTCS OIEHOYHBIC MaTepHAaIIbl ((DOHIBI OIIEHOYHBIX CPEICTB).

TunoBble TecTOBbIC 3aJaHUs, TUIIOBbIE NMPAKTHUECKUE 3aJaHUs, TUIOBBIC 3aaHUS IS
KOHTPOJIBHBIX pPa0OT, MaTepualbl IS OIEHKH pPE3yJbTaTOB MPOMEKYTOYHOM aTTecTaluu |
MaTepuabl sl JAMAarHOCTUYECKOW paboOThl MpeAcTaBlieHbl B (OHJE OICHOYHBIX CPEICTB IO
JTUCITUTITUHE.

6.1. MaTepuaJibl /151 OLEHKH Pe3yJIbTATOB MPOMEKYTOYHOM aTTecCTAIlUN

Ilepeyennb BOpocoB /11 NOATOTOBKM K IPOMEKYTOUHOM aTTecTtanuu (3ader ¢
OLIEHKO¥)
. TamoxeHHO€ JeTONpPON3BOCTBO KaK OTPAKEHUE CUCTEMbI U TEXHOJIOTHH YIPaBICHUS.
. IHpopmManmoHHble Ipoleccsl — OCHOBA MpolLiecca pa3paboTKU U peaau3aliy peleHus.
. JIOKyMEHT KaK UCTOYHHUK U HOCUTENb HH(OPMALIUH.
. OcHOBaHMsI JUI CO3/1aHUS IOKYMEHTOB B OpraHU3al1H.
. 3aBUCHUMOCTh BUJa U COCTaBa M3/1aBa€MbIX JJOKYMEHTOB OT MOJIHOMOYMN OpraHU3aIiy.
. CucteMbl TOKYMEHTAlLlMH, UCIIOIb3yEMBbIE B I€ATEIILHOCTH TAMOKEHHBIX OPTaHOB.
. JIOKyMeHTOOOOPOT B TAMOXXEHHOM OpraHe: cojiepKaHue (JOKYMEHTOIIOTOKH).
. OOBbeKTUBHBIE U CYyOBEKTHBHBIE (DAKTOPHI pocTa TOKYMEHTOO0OpOTA.
. OCHOBHBIE IPUHLHUIIBI PAllMOHATU3AUHN TOKYMEHTOO00pOTa B TAMOKEHHOM OpraHe.
. Cucremaru3zanus TOKyMEHTOB BHYTpPH Jefa.
. [opsimox mpoBeAeHNs SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB B TAMO>KEHHOM OpTaHe.
. ApxuBHblil pona Poccuiickoii @enepanuu, ero posb.
. CpeactBa Majioil OPrTEXHUKU KaK DJIEMEHT KYJIbTYphl YIIPABICHUYECKOTO TPYAA.
. Knaccugukarus cpecTB OprreXHUKH U UX OCHOBHBIE XapaKTEPUCTHKH.
. Oco0eHHOCTH UCIIONIb30BAHUS AJIEKTPOHHOM, TeJerpapHoi, TeJeTalTHON CBS3H.
. BeIcBOOOX IeHE BpEMEHHU COTPYIHUKOB M YIy4IlIEHUE KauecTBa yIpaBICHUS.
. Ucknrouenne norepu JOKYMEHTOB U KOHTPOJIb IPOXOXKAEHUS TOKYMEHTOB Ha BCEX CTa/IUsX.
. ABTOMaTHUYECKOE CO3/IaHHE U TOJIep’KaHUE aKTyaTbHOCTH 0a3bl HOPMATUBHBIX TOKYMEHTOB.
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19. DddexTrBHAsS coBMecTHas paboTa ¢ JOKYMEHTaMHU U MOBBILICHHE TPOU3BOJUTENILHOCTH TPyia
COTPYHHKOB.

20. KocBeHHBIN T0OXOJ B TOCYJApPCTBEHHBIN OIOKET OT SKOHOMHHM BPEMEHHBIX W MaTepHATbHBIX
peCypcoB.

21. YckopeHue npoBeieHusl TAMOKEHHBIX OINepalliii U YIIPOIIEHUE MPOLEIYP.

22. OOs3aTenbHOE MPEeNBApUTEIIbHOE HHPOPMUPOBAHHWE O TOBAapaX W COKPAIICHHE BPEMCHH
MOTPAaHUYHOTO KOHTPOJIS.

23. NadopMarimoHHBIH OOMEH MEXIY TAMOKEHHBIMH U APYTUMHU KOHTPOJIUPYIOIUMHU OPTaHaAMHU.
24. MeXBeIOMCTBCHHBI JJICKTPOHHBIA JOKYMEHTOOOOPOT M Tepenada JOKYMEHTOB IIO
3alUIIEHHBIM KaHAJIaM.

25. Bo3MOXHOCTh yHal€HHON paboThl ¢ NOKyMEHTaMu W 3(PQGEKTUBHAS OpraHu3anus padoyero
npotrecca.

26. DIEKTPOHHBIN apXUB U XpPAaHEHHE JOKYMEHTOB.

27. Texuudeckas mojAep>kka 1 OOHOBJICHHE CUCTEMbI AJIEKTPOHHOTO JJOKYMEHTO000pOTa.

28. Pa3paboTka Ha 3aKa3 U AEMOBEPCHH CUCTEM JIEKTPOHHOT'O JJOKYMEHTOO00POTA.

29. ABToMaTtu3anus JeIONPOU3BOJCTBA U AIEKTPOHHBINA JOKYMEHTOOOOPOT.

30. CokpallieHue CpoOKOB MOATOTOBKH, IPOXOKICHHS U UCIIOJHEHUS TOKYMEHTOB.

Kparkast xapaKkTepuCcTHKA 0TBETOB (KJIIOYH):
1. TamokeHHOE EIONPOU3BOACTBO KAK OTPAKEHUE CUCTEMBI U TEXHOJIOTUH YIIPABJICHUS

TamoxxeHHOe JACIOIMPOU3BOJACTBO IIPCACTABIIACT coOoi COBOKYIIHOCTb IMPOLECCOB CO3daHU,
O6pa6OTKI/I, XpaHCHUA W HCIIOJb30BAHUA IOOKYMCHTOB B TaMOKXCHHBIX OpraHax. OHo sBisAETCS
OTPAXXCHUCM CHUCTCMbI YIPABJICHUA, IIOCKOJIBKY CTPYKTYpAa JOKYMCHTALIUU, ITOPAAOK IIPOXOKACHUA
AOKYMCHTOB, BU/BbI n3aaBacMbIX pacnnopAAUTCIbHBIX JOKYMCHTOB COOTBCTCTBYIOT
OpFaHHSaHHOHHOﬁ uepapxmu, paclipecacaCHuro MMOJTHOMOYMM M OTBETCTBEHHOCTHU. TEXHOIOTrUs
YHOpaBJICHUA TAKXE HAXOAWUT CBOC BBIPAKCHHUEC B ACIOIMMPOM3BOACTBE: CTCIICHb aBTOMATU3allHU,
CKOpPOCTb ABUKCHUA NOKYMCHTOB, CIIOCOOBI KOHTPOJIA UCIIOJIHCHUSA ITOKA3bIBAKOT YPOBCHBL 3PCIIOCTU
YIOPaBJICHYCCKUX ITPOLECCOB. COBepIHGHCTBOBaHI/Ie ACJIOMPOU3BOJACTBA HAIIPSAMYIO BJIMACT Ha
KaueCTBO YIIPABJICHUA.

2. I/IHCI)OpMaI_[I/IOHHBIC IMponIeCChl — OCHOBA ITpoLecca pa3pa60TKH " peajin3allu pCUICHUsA

WNHpopManMoHHbIE NPOLECCH SABJISAIOTCS OCHOBOHM pa3pabOTKM M pealu3aly YIpaBIeHYECKHX
pemienuii. COop wuHpOpMAIMM TO3BOJSET BBIABUTH MpoOJIeMy, aHaau3 HWHGOpPMaLUU JaeT
BO3MOKHOCTb MOHSTH NMPUUYUHBI M OLEHUTh AJIbTEPHATHBBI, Nepeaya HHPOpMaLUU 00ecriednBaeT
KOMMYHHKAIMIO MEX]Y y4YaCTHHUKaMH, XpaHEeHHEe MHQOpMalUM co3faeT 0a3y A MOCIeIyoMIHNX
pemenunii. be3 gocToBepHO M cBoeBpeMeHHOW wMH(popMmanuMM J00oe pelieHue  Oyzer
He0OOCHOBAaHHBIM. B TaMOXeHHBIX opraHax MH(POpPMAIMOHHbIE MPOIECCH] BKIIOYAIOT MOCTYIIEHUE
JaHHBIX W3 JeKJapanuii, 6a3 JaHHBIX NPABOOXPAHUTENLHBIX OPraHoOB, OT y4yacTHUKOB BO/JI.
O6paboTka 310 MH(pOPMAIIUU B IIEHTPAX EKTPOHHOIO JEKIAPUPOBAHUS MPUBOIUT K MPUHSATHIO
peLIeHHI O BBITYCKE TOBAPOB.

3. I[OKyMCHT KaK UCTOYHHUK M HOCHUTCJIb I/IH(I)OpMaL[I/II/I

JIOKYMEHT SBJISIETCS OJHOBPEMEHHO HWCTOYHMKOM HMH(OpPMALUU, TO €CTh MECTOM, OTKYyJAa
nH(popMalKsg UCXOAUT, U HOCUTENIEM, MaTEpUATIbHBIM 00BEKTOM, HA KOTOPOM OHa 3aUKCUpPOBaHA.
Kak ncTounuk, JTOKyMEHT HMEET aBTOpa U CO3/1aH JJIs lepeaauu cBeeHuil. Kak HocuTenb, TOKyMEHT
MOKET OBbITh OyMa)KHBIM, JJIEKTPOHHBIM, (oTorpaduueckuM. B TamokeHHOM Jene JTOKyMEHT
CIIY’)KMT JI0Ka3aTe€IbCTBOM: TaMOXEHHas JeKjapanus, KOHTPAKT, WHBOWC, TPaHCIOPTHBIE
JOKYMEHTBI, aKT JOCMOTpa. DJIEKTPOHHBIN JOKYMEHT UMEET IOPUANYECKYI0 CHIIy NpPU HAJIW4YUU
3JIEKTPOHHOHN MoAnucH. Ponb JOKyMeHTa KaKk HICTOUHUKA M HOCUTEJIS OTIpeieNsieT TpeOOBaHUs K €ro
HOJUIMHHOCTH.
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4. OcHoBaHMA 1715 CO3/1aHUsl JOKYMEHTOB B OpraHU3alun

OcHoBaHMs JUIsl CO3JaHUSl JOKYMEHTOB JENSTCSI Ha BHYTPEHHUE U BHEIIHHME. BHyTpeHHue
OCHOBaHUS: HEOOXOAMMOCTh 3a(UKCHUPOBATh YIPABICHUYECKOE PELICHHUE, MPHKa3, PACIOPSKEHUE;
HEOO0X0AUMOCTh 3a(UKCUPOBATh XOJ M PE3yJbTaThl MPOU3BOACTBEHHBIX MPOIECCOB, AKTHI,
MPOTOKOJIbI;  HEOOXOAMMOCTh  OOECIeYUTh  B3aUMOJACWCTBHE  MEXKAY  CTPYKTYPHBIMU
[IO/IPA3JCIICHUsAMHY, CIy’KEOHbIE 3aluCKu. BHeEIIHWE OCHOBAaHHMA: IOCTYIUIEHUE 3alpoCcOB OT
BBIIIECTOSIIIUX OPraHoOB, OT TpakJaH, OT OpraHu3alui; HEOOXOIHMMOCTh OTBETUTh Ha 3aIlpoc;
UMIIEpaTUBHbIE TpPeOOBAaHUS 3aKOHOJATENbCTBA, OOS3BIBAIOIIUE CO3/1aBaTh OMpECIICHHBIC
JOKYMEHTBI, HalpuMep, TAMOXKEHHYIO Jekiapaiuio. OCHOBaHHWEM TaKXKe SBISETCS IUIaH pabOThI
OpraHu3alyu.

5. 3aBUCUMOCTD BHUJIa U COCTaBa U3gaBa€MbIX JOKYMCHTOB OT IMOJTHOMOYHH OpraHru3annuunu

Bun u cocraB mu3gaBaeMbIX JIOKYMEHTOB HANpsSAMYKO 3aBUCAT OT ITOJHOMOYHMH OpraHu3aliu.
Beiecrosiie  opraHbl  M3JaH0OT HOPMATHUBHBIE IPABOBBIE AKThI, MPHUKA3bl, PACHOPSHKEHUSA.
Opranu3zaiuu, HaJelleHHbIE KOHTPOJbHBIMU (DYHKIMSIMU, U3AIOT aKThl MPOBEPOK, MPEIITHUCAHMUS.
Opranbl, OKa3bIBaIOIINE TOCYAAPCTBEHHBIC YCIYTH, BBIJAIOT Pa3peIINTEIbHbIC JOKYMEHTHI, CITPAaBKH,
pemienusi. B tamoxenHoi cucreme ®TC Poccum m3pmaer mpukasbl M pacHOpPsKEHUs, TaMOXKHHU
BBIITYCKAIOT PEIICHUs O KIacCH(HUKAIIMKA TOBAPOB, TAMOKCHHBIE MIOCTHI — TPEOOBAHUS O BHECCHHUH
W3MEHEHUH B Jekiapanuio. Uem mmmpe MOITHOMOYHS, TEM pa3HOOOpa3Hee BUIbI JOKYMEHTOB.
KOpuanueckast cuna TOKyMEeHTa COOTBETCTBYET CTaTyCy OpraHa.

6. Cucremnl AOKYMCHTAIUHU, UCIIOJIb3YCMBIC B JACATCIbHOCTH TaAMOKCHHBIX OpPTraHOB

B ACATCIIBHOCTH TAaMOKCHHBIX OPraHOB HMCIIOJIB3YIOTCA CICAYIOIIUEC CUCTEMBI JOKYMCHTAIIWU.
OpraHI/ISaHI/IOHHO'paCHOpHI[I/ITCJ'IBHaSI2 YCTaBbI, ITOJIOKCHUS, NPUKA3bI, PACIIOPSIKCHUSA, YKAa3aHUA.
IInanoBasi: IUIaHEI pa6OTI>I, nporpamMmMbl  Pa3BUTHUA. OT4YeTHO-CTATUCTUYCSCKAsA: OTYETHl O
ACATCIIbHOCTHU, CBOIKH, CIIPABKH. duHaHCOBas: ILIATEKHEIE MopydcHusa, CYCTaA, 6IO,H)KCTLI.
KaI[pOBaSII JIMYHBIC [O€jia, MPHUKAa3bl O HA3HAYCHUMU. CHGIII/IaJ'IBHaSI TaMOXCHHasA OOKYMCHTaIUA:
TaAMOKCHHBIC NCKJIApalluv, TPAH3UTHBIC ACKIIapalluH, AKTbl TAMOXCEHHOI'O AOCMOTpA, OTYCTHI O
pe3yibTaTax TaMOKCHHOI'0O KOHTPOJIA. I[OFOBOpHafl JAOKYMCHTAlWA: KOHTPAKTBI, COTJIAllICHUA. Bce
CHUCTCMBbI B3aUMOCBSA3aHbI U PCTIIAMCHTHPYIOTCA.

7. JJOKyMEHTOOOOPOT B TAMOXXEHHOM OpraHe: cojiepkKaHue (JOKYMEHTOIOTOKH )

JIOKyMEHTO0O0POT B TAMO>KEHHOM OpraHe MpeJcTaBisieT co00i IBUKEHNE JOKYMEHTOB C MOMEHTA
UX CO3JIaHUSl WIM TOJIyYE€HHUs [0 3aBEpLIEHUS HCIOJIHEHHMsS] WU OTHpaBKU. J[OKYyMEHTONOTOKH
KJIaCCU(UIIUPYIOTCS 110 HANPABJICHHUIO: BXOASAIINE JOKYMEHTHI, MOCTYMAIOIIME U3BHE; UCXOAIINE
JOKYMEHTBI, OTIIPaBJIsieMble U3 OpraHa; BHyTPEHHHE TOKYMEHTHI, IUPKYJIUPYIOLIHE BHYTPU OpraHa.
ITo conepxaHui0: pacrnopsaUTeIbHbIE, WH(POPMAIMOHHO-CIIpaBOYHbIe, oT4yeTHble. Ilo cmocoly
nepenaun: OyMakHble, JJIEKTPOHHbIE. BXopsiine TOKYMEHThl PEruCTpUPYIOTCS, NEpenaroTcs
PYKOBOIUTENO NJIsl PE3OJIIOLMM, 3aTeEM HCHOJIHMUTEN0. Mexonsdmue NpoXOAsT COIVIacOBaHUE,
MOJNUCHIBAIOTCS, PETUCTPUPYIOTCS, OTMPABIAIOTCA. DP(HEKTUBHBIA JTOKYMEHTOOOOPOT YCKOpSET
IIPUHSTHE PELLICHUM.

8. OOBbEKTHBHBIE U CYOBEKTUBHBIE (PaKTOPBI pOCTa TOKYMEHTO000pOTa
Poct nokymeHnTooO0opoTa 00yclnOBIEH OOBEKTUBHBIMH M  CYOBEKTUBHBIMU  (haKTOpPaMH.
OObeKkTHBHBIC (DAKTOPHI: yBEIWYEHHE OO0ObEMa BHEIIHEAKOHOMHUYECKON ESATEIbHOCTH, YHCIa

yuacTHUKOB BDJI, konMyecTBa TOBapHBIX MApTHil; YCIO)KHEHHE 3aKOHOATENbCTBA, Tpedyroliee
JOTIOJIHATENBHBIX JTOKYMEHTOB; BHEIPEHHE HOBBIX IPOLECAYp, HAIpHUMEp, INPEABAPUTEIBHOIO
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MH(OOPMUPOBAHMS; POCT YHCIEHHOCTH TaMOXXEHHbIX oOpraHoB. CyObeKTHBHbIE (DAKTOPHI:
n30bITOYHAsT TPeOOBATENFHOCTh K JOKYMEHTaM CO CTOPOHBI MHCIIEKTOPOB; HEKOMIIETEHTHOCTb
yuactHuKOB BDOJI, BbI3bIBatomias HMCIpaBieHHs U MOBTOPHYIO MOjady; ciiabas aBTOMAaTU3allMs,
npuBoAsmias K  ayOnupoBaHuio;  OropokpaTtuyeckas —KyiabTypa. bopsba ¢ HM3IMIIHEM
JOKYMEHTOOOOPOTOM — 3aJ1aua yIpaBIeHUsI.

9. OcHOBHBIE IMPUHIUIIBI pAllMOHAJIN3alIUH ,Z[OKYMCHTOO60p0Ta B TAMOXCHHOM OpraHe

Panmonanmsamust JOKyMEHTOOOOpOTa OCHOBaHAa Ha NPUHIMIAX. 3aKOHHOCTh: BCE JIOKYMEHTHI
JOJDKHBI COOTBETCTBOBATH 3aKOHOJATENbCTBY. MUHHMMH3AIMS 4YUCIA JOKYMEHTOB: HCKIIOYCHHE
M30BITOYHBIX M nyOonupyronmx. Cranpaptusanus OnaHKoB W (Qopm: yHH(HKanus obierdaer
oOpabotky. Onrummzanus MapHmIPyTOB JBIDKEHHS JOKYMEHTOB: HCKIIOYEHHE JIMIITHHX
cornacoBanui. IlapajenpHoe — corylacoBaHue  BMECTO — IOCIENOBATENBHOrO.  BHenpenue
ANIEKTPOHHOTO  JOKyMeHTooOopora.  KoHTponms  cpokoB — wcnomHeHusa.  Permamenrarus
OTBETCTBEHHOCTH. PaninoHanbHbII TOKYMEHTOOOOPOT COKpAIIaeT BpeMs U U3ACPIKKH.

10. Cuctemaru3zanus TOKyMEHTOB BHYTPH Jieja

CucremaTuzanusi JOKyMEHTOB BHYTPU Jlela — OTO HUX TPYNIUPOBKA B OIpENEICHHON
rocse0BareaIbHOCTH. OCHOBHBIE MPaBUIIa: JOKYMEHThI IOMELIAIOTCS B JEJI0 B XPOHOJIOTMYECKOM
IOPsIAKE, IO JaTaM IOCTYIUICHHs WM COCTaBJIeHUsA. [JOKyMEHTBI-OCHOBAHMS U IOKYMEHTBI-OTBETHI
rpynnupyrorcss Bmecte. [lpukaspl rpynnupyroTcss OTAEIBHO OT HPOTOKOJIOB. BHyTpu TOMa
JOKYMEHThl HyMmepytoTcs. Ha o0noxkke paena ykaspiBaeTcst KpaiiHue narbl. CucTeMaru3anus
objeryaer MOMCK. B TaMOXXEHHBIX Jenax CUCTeMaTH3alus BakHA JUIsi OBICTPOro JOCTyHa K
nexnapanusaM. CymecTByrOT MHCTPYKIIMH T10 JI€JIONPOU3BOJICTBY.

11. Ilopsimok mpoBeaeHUs SIKCIEPTU3BI HEHHOCTH JOKYMEHTOB B TAMOYKEHHOM OpraHe

DKcnepTu3a HEHHOCTH IOKYMEHTOB — 3TO OIPEETIeHHE CPOKOB XpPaHEHUs JOKYMEHTOB U 0TOOp MX
Ha IIOCTOSIHHOE XpaHEHWE WU YyHUYTOXKeHue. [IopsAnok NpoBeneHus: CO3HAeTCs DKCIEpTHasd
KOMHCCHSI M3 COTPYIHHMKOB TaMOXXEHHOTO opraHa. [IpoBOAMTCS IMONMCTHBIA NPOCMOTP J€N 3a
onpeaeneHHbld nepuoj. OLEHNBAaeTCs 3HAYUMOCTh JJOKYMEHTOB C TOUKH 3PEHHs HayKu, UCTOPHH,
MIPAKTUYECKON NeATeIbHOCTU. [JOKyMEHTHI MOCTOSHHOTO XpaHEHUs OTOMparoTcs AJis Mepefadd B
apxuB. JIOKyMEHTbl BpPEMEHHOIO XPAaHEHHUS OCTABIIAIOTCS HAa MECTE€ WIM YHUYTOXAKTCS I10
uctedeHun cpoka. CocTaBiSIOTCS OMMCH Jied. AKT O BBIIECJICHUN K YHUUTOXKEHHUIO YTBEPKAAETCS
PYKOBOIUTENEM. DKCIIEPTU3A IPOBOJUTCS €KETOHO.

12. ApxuBHblii ¢poHJ Poccuiickoit denepannu, ero posb

ApxuBHblii ponn Poccuiickoit denepanuu mnpenctaBiseT coOOH COBOKYHMHOCTh JOKYMEHTOB,
OTPa)KAIOIINX UCTOPHUIO CTPAHBI, IMEIOIINUX UCTOPHYECKOE, HAYYHOE, COLUAIBHOE, JKOHOMUYECKOE,
IIOJINTUYECKOE U KYJIbTYpHOE 3HayeHUe. Ero poisib 3aKiro4aeTcs B COXpPAaHEHUU HALMOHAJIbHOU
namsiTH, OOECleYeHUH NPEEeMCTBEHHOCTH TIOKOJEHHM, NpPeJOCTaBICHUH J0Ka3aTelIbCTB IpaB
rpaXkJaH U IOPUAMYECKHUX JIUL, 00ECIIeYeHNH Hay4HBIX HccieqoBanuil. B ApxuBHbIi (GoHI BXOIAT U
JOKYMEHTBI TaMOXXEHHBIX OPraHoOB: CTapble JEKJIapaluu, NpHUKas3bl, oT4eThl. YacTb ApPXHBHOIO
¢doHIa XpaHUTCS B BEIOMCTBEHHBIX apXWMBaX, YacTh IEpEeNaeTcsi B TOCYAAPCTBEHHBIE APXUBBI
I'ocymapcTBO rapaHTUPYET COXPAHHOCTb.

13. CpencTBa Majioil OPTTEXHUKH KaK 3JIEMEHT KYJIbTYphI YIIPaBIEHYECKOTO TPY/Ia
CpencTBa Majoll OPITEXHHMKH BKJIIOYAIOT KOMIIBIOTEPBI, MPHUHTEPBI, CKAHEPBI, KOMHPOBAIbHBIC

anmaparbl, JIaMUHATOpPbI, NEPEIUIETYNKH, YHUYTOXUTEenu Oymar, mpeaepbl. OHHU  SBISIOTCS
3JIEMEHTOM KYJIbTYPbI YIIPABICHUYECKOr0 TPY/1a, TAK KaK MOBBIILIAIOT IPOU3BOJAUTEIBHOCT, KAYECTBO
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o(hopMIIeHHS TOKYMEHTOB, KOM(OPT padoTsl. Hamnane coBpeMeHHOM OPTrTEXHUKN CBUACTEIBCTBYET
0 CTPEMJICHUH OpraHu3aiuu K 3¢(hekTuBHOCTH. be3 OprreXHuK HEBO3MOXKHO OBICTPOE CO3JJaHHuEe U
pPa3MHOKEHHE JTOKYMEHTOB. B TaMOXEHHBIX OpraHax CKaHEphl W TPHHTEPHl HEOOXOAWMBI IS
paboThI ¢ ACKIAPALUIMH.

14. Knaccuduxkanus cpeacTB OPrTeXHUKUA U UX OCHOBHBIE XapaKTEPUCTUKU

CpencrtBa OPITEXHHKH KIACCUUIUPYIOTCS MO (QYHKIMOHAIBHOMY Ha3HaueHuto. CpencTa
COCTABIICHUSI W HM3TOTOBJIICHUS JIOKYyMEHTOB: KOMIIBIOTEPBI, TPUHTEPBI, CKAHEPHI, KOIHPHI.
XapaKkTepUCTUKHU: pa3pelieHne, cKopocTh nedat, ¢opmar. CpernctBa oOpabOTKH TOKYMEHTOB:
JAMUHATOPBI, MEPETUICTYNKHU, OPOIIIOPOBIIMKH. XapaKTePUCTHKU: (Gopmar, cKopocThb. Cpencrsa
XpaHEHUsI U TIOWCKA: CTEJUIAXKH, KapTOTEKH, CKaHEphl IMITPHX-KOAOB. CpeicTBa YHHUTOXKCHHS:
mpeiepbl. XapakTEepUCTUKH: YPOBEHb CEKPETHOCTH, MIMPHHA pe3ku. CpecTBa TEICKOMMYHUKAIIHH:
TenedoHbI, pakchl.

15. OcobeHHocTH UCTIOIB30BAHUS DIIEKTPOHHOM, TenerpadHoi, TeneTaillmHON CBS3H

DJEeKTPOHHAs CBsI3b, IEKTPOHHAs IouTa, Haubojiee paclHpocTpaHeHa, TpeOyeT CeTH HHTEPHET,
MO3BOJISIET TepefaBaTh (aiapl, MMEET HE BCEr/la TapaHTHMPOBAaHHYIO JO0CTaBKy. B TamoxHe
UCIOJIb3YyeTCs 3alllMIIeHHas 3JeKTPOHHAs CBsA3b. TenerpadHas cBA3b NepeaeT TeKCT 10 MPOBOIAM,
HCIOJIB3YETCS PEKO, OTIINYACTCA JOKYMEHTAIBHOCTBIO, HO HU3KOM CKOPOCThIO. Tenerainnas cBs3b,
TeJNeKkc, mepenaer OyKBEHHO-IM(POBYI HH(OpPMAIMIO MO KaHajlaM CBA3HM, OOecleyrBaeT
MOJITBEPK/ICHUE JOCTABKH, UCIIONB3YETCS ISl CPOUHON mepeaadn opuiuuaibHbIX coodmennid. [ms
TaMOXHH XapaKTEPHO HCIIOJIIB30BAHME CIECLMAIM3UPOBAHHBIX 3aKpBITBIX KAHAJIOB  CBA3M,
MHTETPUPOBAHHBIX B €IMHYIO CETh.

16. BeicBOOOXIeHIE BPEMEHU COTPYIHUKOB H YIyUIIEHUE KaueCTBa YIIPaBICHUS

BricBOOOXKI€eHNE BpEMEHU COTPYIHUKOB M yIy4IIeHHE KaueCcTBa yIpPaBICHUs JOCTUTAETCS 3a CUET
aBTOMATH3AIIMY PYTHHHBIX OIEPAIUii, UCKIFOUYEHUS IIOBTOPHOTO BBOJIA IAHHBIX, YCKOPEHUS TIOUCKA
nHpOpMaIUK, COKpalIeHHs BPEMEHH Ha COMVIACOBAaHME W TMOANUCH. [Ipu sIeKTpOHHOM
JOKYMEHTOO0OPOTE COTPYIHUK TPATUT MEHbIIE BPEMEHU HAa PETHCTPAIIMIO U MOMCK. YIIydIlICHHE
KaueCTBa BBIPAXACTCAd B CHUKCHHUM YHCJIA OIIII/I6OK, CBSI3aHHBIX C YCJIOBCYCCKUM q)aKTOpOM, B
MPO3PaYyHOCTH  TPOXOXKICHUS JOKYMEHTOB, B  BO3MOXXHOCTH  OIEPAaTHMBHOTO  KOHTPOJIS.
BricBOOOXKIEHHOE BpeMsI HAIPaBIISIETCS HAa aHAIU3 M Pa3BUTHE, a HE HA PYTUHY. DTO MOBBIIIAET
0011yt0 3¢ (HEeKTUBHOCTS.

17. UckmroueHue IMOTECpU JOKYMCHTOB U KOHTPOJIb HPOXOXKACHUA JOKYMCHTOB HAa BCCX CTAAUAX

HckmroueHne noTepu AOKYMEHTOB U KOHTPOJIb IPOXOXKACHUS JOCTUTAOTCS C IOMOIIBI0 CHCTEM
AJEKTPOHHOTO IOKYMEHTOO0O0pOTa U HaJUIeKaIlel opraHu3alinn 6yMa)XxHOTO JIeJI0Mpon3BoicTBa. B
AJIEKTPOHHON CHUCTEME JIOKYMEHT HMEeT YHUKAIbHBIM WACHTH(PHUKATOpP, >XypHaJ PETrUCTpaluH,
HCTOPUIO NIBIKEHUH. PykoBonuTenb BUIUT, Y KOTO HAaXOAUTCS JOKYMEHT, CKOJIbKO BpeMmeHu. Ha
OyMa)XHOM JIOKyMEHTE (UKCUPYIOTCA JaThl MOJydyeHHs U mnepeaayd. JKypHaubl perucrpaiuu,
peectprl. KonTponbHble cpoku. OTBETCTBEHHOCTD 32 COXpaHHOCTh. HarmoMuHauust 1 ackananus npu
HapyLIEHUH CPOKOB.

18. ABTOMaTH4eckoe Co37aHue U MOAJEPKaHUE aKTYaTbHOCTH 0a3bl HOPMATHBHBIX JIOKYMEHTOB
ABTOMAaTHYECKOE CO3JaHUE U TMOJJIeP)KAHHE AaKTyaJdbHOCTH 0a3bl HOPMATHUBHBIX JIOKYMEHTOB
BO3MO>KHO ITPH UHTETpallii HHPOPMAIIMOHHOM CHCTEMbI TAMOYKEHHOTO OpTraHa ¢ MpaBOBBIMU 0a3aMu

naHHbIX, HanpuMep, KoncynprantlImtoc. IIpu noctynieHnn HOBBIX 3aKOHOB MIJIM ITPUKA30B CHCTEMA
oOHoBisieT 0a3zy. COTpyIHHUKHM TOMYy4YalOT JOCTYNl K aKTyalbHbIM BepcusiM. OTcliexuBaHUE
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W3MEHEHUH, YBEIOMJICHHE O HOBBIX Bepcusax. Mcropusa mameHeHuid. VckiroueHrne MCroiab30BaHus
ycTrapeBmnx HopM. CHHKEHHE PUCKaA OIHUOOK.

19. DddexTrBHAL coBMecTHast paboTa ¢ JOKYMEHTaMH U MOBBILICHNE POU3BOJUTEIBHOCTH TPYIa

OddexTuBHas coBmecTHas pabota C  JOKYMEHTaMH  00eCredYmBacTCcss  BO3MOKHOCTHIO
OTHOBPEMEHHOIO JOCTyNla HECKOJIBKHX COTPYJHUKOB K JOKYMEHTY, pa3srpaHU4YCHHEM IIpaB,
¢dbyHKIMEH KOMMEHTapreB, COTJIACOBAHUS B AJIEKTPOHHOM BHUJIE, ylaneHHoW padotoii. [ToBeimaercs
IIPOU3BOJUTENIBHOCTD 3@ CYET COKpAILICHHWS BPEMEHU Ha Iepejady JOKyMEHTa, Ha O)KMJAHUE, Ha
pY4YHOE COIIacoBaHue. ABTOMaTUYECKUIM KOHTPOJIb BEPCUM UCKIIIOYAET MTOTEPIO MPaBOK. B TamoxxHe
COBMECTHas paboTa akTyaslbHa MPU PACCMOTPEHHUH CIOXKHBIX ACKJIapanuil, TpeOYIOIHNX yJ4acTus
HECKOJIBKUX OTZEJIO0B. DJIEKTPOHHOE B3aUMOJIEHCTBUE YCKOPSET BBITYCK.

20. KocBeHHBIN 10XOJl B TOCYJAapPCTBEHHBIN OIOJKET OT SKOHOMHHM BPEMEHHBIX U MaTepHAIbHBIX
pecypcoB

KocBennsiif 10x04 B TOCYAapCTBEHHBIM OIOKET OT SKOHOMHUHM BPEMEHHBIX W MaTePHAIbHBIX
PECYPCOB MPHU BHEJIPEHHUH DJIEKTPOHHOTO JOKYMEHTOOOOpPOTa U aBTOMATH3allMU CKIIAJBIBACTCS U3
HECKOJIbKMX KOMIIOHEHTOB. OKOHOMHSA Ha Oymare, KapTpHKax, aMOPTH3alUU OPTITEXHUKH.
DOkoHOMHS paboyero BpeMEHH COTPYAHHUKOB, KOTOPOE€ OHM MOTYT HAalpaBUTh Ha IPYTrHe 3aaayd,
MOBBIIIAS OOIIYIO MPOU3BOJUTEIIEHOCTD. Y CKOPEHUE TaMOKEHHBIX ONEpalldid MO3BOJISET OM3HECY
ObICTpee BBOJUTH TOBapbl B 00OPOT, YTO YBEIMYMBAET HaJorooOiaraemMyro 0a3y M yCKOpsieT
nocTyruieHne HanoroB. CHIDKEHHE KOPPYIIIMH KOCBCHHO YBEIMYMBACT OFOKET. DT 3PQPEKTHI
TPYIHO U3MEPUTH, HO OHU PEaIbHBI.

21. YckopeHue npoBeACHHS TAMOKEHHBIX OIepallfil U YIpoIeHue MPoIeayp

VYcKkopeHne NMpOoBENEHUSI TaMOKEHHBIX OINEpalUil M YINPOIIEHUE MPOLEAYpP AOCTUIAETCSA 3a CUET
ANIEKTPOHHOTO  JICKJIApDUPOBAHUS, MPEIBAPUTENLHOTO  HWHGOOPMHUpPOBAHMS, aABTOMATUYECKOU
pEruCTpalMy JAeKJIapalyii, IPUMEHEHUsI CUCTEMBI YIPABJICHUS PUCKAMHU, BBITyCKa J0 MOJA4u
JeKIapauu. OJEKTPOHHBIH JOKYMEHTOOOOpOT HcKitouaeT ouepenu. llomaua nexnapauuu
yraneHHo. CoOKpallleHue BPEMEHHU BBIIIYCKAa C HECKOJIBKHMX JHEW IO OJHOrO vaca. YIPOUICHHE
KacaeTcsl COKpaIIEHHs MepedHs JOKYMEHTOB, IPEIOCTAaBIEHUS JOKYMEHTOB B 3JIEKTPOHHOM BHJE,
pacupeHust 6e30TKa3HOIo BBITYCKA.

22. OO6s3aTenbHOE MpenBapuTeNbHOE WHGOPMHPOBAHHE O TOBapaX M COKpAIIEHHWE BpPEMEHHU
MOTPaHUYHOTO KOHTPOJIS

OO0s3aTenbHOE TIpeABapUTENIbHOE WH(DOPMUPOBAHUE O TOBapax, MPUOBIBAIONIINX HA TaMOXKEHHYIO
TEPPUTOPUIO, TpeOyeT OT MepeBO3UYMKa NPEIOCTABICHHUS CBEACHHH O TOBape, TPAaHCIOPTHOM
cpenctBe a0 (akTuyeckoro mnpuObITHS. OTH JaHHBbIE 00pabaThIBalOTCS TaMOXHEH 3apaHee,
MIPOBOJIUTCSI aHAJINU3 PHUCKOB, OIpeNeNseTcss HeoOXOIUMOCTh JocMoTpa. K MomeHTy npuObITHs
pelIeHrne MOXET OBITh YK€ TOTOBO. TPpaHCIIOPTHOE CPEICTBO MPOXOAUT TPaHUIly 0€3 OCTAaHOBKU WIIH
C MUHUMaJIbHOH 3ajepkkoi. CokpallleHue BpEMEHHM MOIPAaHUYHOIO KOHTPOJIS C 4acOB JO MHHYT.
[IpenBaputenbHOe MHPOPMUPOBAHUE — OJIHA U3 KIIOYEBBIX MEP MO YIPOILIEHHUIO TOPTOBIIH.

23. ndpopManimoHHbIN OOMEH MEXAY TaAMOKEHHBIMU U APYTUMHU KOHTPOJIMPYIOLUIUMHU OpraHaMu

NudopmanoHHsli 0OMEH MEXJIy TaMOKEHHBIMH W JPYTMMU KOHTPOJMPYIOIIMMHU OpraHaMH,
TakuMu Kak Poccenbxo3nanzop, PocrnoTpebHan3op, TpaHCHOPTHAs HHCHEKIUS, OCYLIECTBISETCS
4yepe3 €AUHYI0 MEKBEIOMCTBEHHYIO CHCTEMY JIEKTPOHHOTO B3aMMOZCHCTBHs. TaMOXKHs mosydaer
OT HHMX HMH(OPMAIMIO O BBUIAHHBIX pa3peUICHUsX, CepTHU(HKATAX, JHULEH3UAX, pPEe3yJbTaTax
IIPOBEPOK. B cBOIO ouepens, mepenaeT CBEACHUS O BBITYCKE TOBAapOB. JDTO MO3BOJIAET MPOBOIAUTH
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COBMECTHBII KOHTpPOJIb 0€3 Yy4acTHsl 4YeJOBEKa, «OJHO OKHO». ODKOHOMHS BPEMEHH, CHUKEHUE
aJIMUHUCTPATUBHOM Harpy3KH, NoBbIIeHUE 3((HEKTUBHOCTH KOHTPOJIA.

24. MeXBEJOMCTBEHHBIH 3JIEKTPOHHBIA JOKyMEHTOOOOpOT U TIepegada JIOKyMEHTOB IO
3aIUIIEHHBIM KaHaJIaM

MeKBeTOMCTBEHHBIH DJIEKTPOHHBII JOKyMEHTOOOOPOT — 3TO OOMEH HOPHIMYECKH 3HAYUMBIMU
JTOKYMEHTaMH MEXKAYy OpraHaMH TOCyJapCTBEHHOW BIIACTH B 3JeKTpoHHO# (opme. I[lepemaua
OCYILIECTBIISICTCS 10 3alIMIICHHBIM KaHaJaM CBSI3H C HCIOJIb30BaHHEM KPUITOrPapHISCKUX CPEICTB
U JJIEKTPOHHO# moamucu. Vckimroyaercss BO3MOXKHOCTh IepexBaTra M IMOJJICIKU. B TaMOXeHHOI
cdepe 3To 0omen ¢ PHC, MBJI, ©CB, Poccratom. [To3Bomsier 3anpammBaTth U MOIy4aTh JOKYMEHTHI
IJIsL TIPOBEPOK. 3allMINCHHBIC KaHAIbl — YCIOBUE PadOThI C JAHHBIMH OIPAaHUYCHHOIO JIOCTYIIA.
Enunas cucrema ¢ neHTpaMu mugpoBaHusl.

25. Bo3MOXHOCTh yAan€HHOW paboThl ¢ MOKyMEHTaMu W d(PQGEKTUBHAS OpraHu3anus padoyero
nporiecca

Bo3MokHOCTB ynaneHHOH paboThl ¢ JOKYMEHTaMM yepe3 3aliuilieHHbIe BeO-unTepdeiicsl uam VPN
MIO3BOJISIET COTPYAHUKAM pPabOTaTh U3 JOMA, U3 KOMaHIAUPOBKH, C MOOWJIBHBIX YCTPOMCTB. OTO
HOBBIIIAET THOKOCTh. DPdeKkTuBHAs opraHu3anus padouero nporecca BKIOYAET aBTOMATHYECKYHO
MapLIpyTU3aLNI0 JOKYMEHTOB, HAallOMMHAHHUS, KOHTPOJb BEPCHUH, COBMECTHOE DPEIAKTHPOBAHMUE.
PesepBHOoe komupoBaHue. YpaaneHHas paOoTa akTyajbHa s PYKOBOJACTBA, JJSI MHCIIEKTOPOB,
OCYILIECTBIISIOLINX Bbl€3JHbIE TPOBEPKU. TpedyeT cTporoil ayreHTUPUKAILIMN U 3alUTh] JaHHBIX.

26. DNEKTPOHHBIN apXUB U XpaHEHHE JTOKYMEHTOB

DONEeKTPOHHBIM apXWB TMPEACTaBISET COOOW CHUCTEMY XpPAaHEHHUS JJIEKTPOHHBIX JIOKYMEHTOB,
00ecTeYnBaOIIyI0 UX COXPAaHHOCTh, MOUCK M AOCTYH. JIOKYMEHTBI COXPAHSIOTCS B OPUTHHATIBHOM
¢dopmare, ¢ MeragaHHbIMU. (OOecrnieunBaeTcsi PE3EpPBHOE  KONMMPOBAHHE, 3allMTa  OT
HECAHKIIMOHMPOBAHHOTO JIOCTYIIA, JI0JIFOBPEMEHHOE XpaHeHHe. B TaMoXHe 3JeKTPOHHBIE apXUBBI
cojiep KaT MHJUTHOHBI JIEKJIapainii, CKaHbl TOKYMEHTOB. [orck 1o HoMepy JeKIapalyH, 1Mo 1aTe, 1o
yuacTHUKY B3]l ocymiecTBisieTcs 3a CeKyH]Ibl. XpaHEeHHe 3aHMMaeT MEHbIIEe MecTa, yeM Oymara.
YHUYTOXKEHNE 6YMa)KHI)IX OpUIrMHAJIOB BO3MOXHO IIOCJIC IIE€pPEBOJa B BHGKTPOHHBIfI apxuB "
YTBEP)KICHUS HHCTPYKIIHUH.

27. TexHnyeckas MOoAACPIKKA U OOHOBJICHHUE CHCTEMBI SJICKTPOHHOI'O I[OKYMGHTOO6OPOT8.

TexHuueckas mojaepXka U OOHOBJIEHHE CUCTEMBI 3JEKTPOHHOTO IOKYMEHTO0OO0pOTa SIBIISIOTCS
HEOOXOMMBIMU YCJIOBUSIMH €€ cTaOuiapHOM pabotTel. [lopmepika BKIIIOYAeT KOHCYJIbTALUU
HoJb30BaTeNel, pelleHue npolieM ¢ JOCTYIOM, BOCCTaHOBIEHUE mocie cboeB. OOHOBIEHUE
BKJIIOUAET YCTAaHOBKY HOBBIX BepcHid, 100aBieHue (QyHKIUH, ycTpaHEHHE OIIMOOK, aJanTaluoo K
M3MEHEHMSM 3aKOHOJATeNbCTBA, K HOBBIM (opMaM JOKyMeHTOB. OOHOBJIEHUS TECTHPYIOTCS Ha
TECTOBOM KOHType. B TaMOXeHHBIX opraHax MNOJJEpKKa ocymecTsiserca mratHbiMu WT-
CHeLMAINCTaMH WX NOApAIIMKaMu. be3 moaepxku cuctema ObICTPO ycTapeBaerT.

28. Pa3zpaboTka Ha 3aKa3 U JJEMOBEPCUH CHCTEM DIIEKTPOHHOTO JJOKYMEHTO000pOoTa

Pa3paboTka Ha 3aKa3 CUCTEM DJIEKTPOHHOTO JIOKYyMEHTO000pOTa 03HAYAET CO3aHNE POTPAMMHOTO
MPOJYKTA MOJT YHUKAJbHBIE 33Ja4l KOHKPETHOIO OpraHa. YUYUThIBAETCS CHEM(pUKa TAMOXKEHHOTO
JIeTIOTIPOU3BOICTBA, TPpeOOBaHUA K 3allUTe MHPOPMAIIUU, HHTETPALUs C CYLIECTBYIOIIUMHU Oa3aMu
JTaHHBIX. JleMoBepcHsl — 3TO TECTOBBIM JTOCTYIl K CUCTEME Ha OTPAHMYEHHBIN CPOK, MO3BOJISIOIINM
OLIEHUTh (PYHKIIMOHAIBHOCTh, MHTEpdENc, CKOpocTh. JleMoBepcur HCHONB3YIOTCS TpU BbIOOpE
MOCTaBIIMKA. 3aKa3Has pa3paboTKa TOpoKe, YEM afanTalus TUIIOBOTO PEIICHUS.
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29. ABToMaru3anus IEIONPOU3BOJCTBA U AICKTPOHHBINA JOKYMEHTOO00POT

ABTOMaTH3aIMs JISIOMPOU3BOJCTBA MPEIIOJIAracT HCIOIB30BAHUE MPOTPAMMHBIX CPEICTB IS
perucTpanyy JOKYMEHTOB, KOHTPOJSI WX JBIKCHHS, (OPMHPOBAHUS €I M HOMEHKJIATYPHI.
DNEKTPOHHBINA JOKYMEHTOO0OPOT — 00JIee MIMPOKOE MOHSATHE, BKIIOYAIOIIEE U aBTOMATU3AIINIO, U
IOPUINYECKH 3HAYUMBI OOMEH TOKYMEHTaMH B 3JICKTPOHHOH (hopme. ABTOMATH3AIUS MOKET ObITh
BHYTPH OJHOW OpraHW3alii, a D3JIEKTPOHHBIH JOKYMEHTOOOOPOT — MEXKAY OpTaHHU3AIMsIMHU.
ABTOMaTH3AIMS YIIPOIIAET XKU3Hb KAHIEISAPUH. DIIEKTPOHHBIN JOKYMEHTOOOOPOT MEHSIET KYIbTYPY
paboTHI.

30. COKpaI_HeHI/Ie CPOKOB IMOATOTOBKH, ITPOXOXKACHUA U UCITIOJTHCHHUA JOKYMCHTOB

COKpaI_HeHI/Ie CPOKOB IMOATIOTOBKH, IPOXOXKACHNA U UCIIOJTHCHUA JOKYMCHTOB JOCTUI'a€TCA 3a CUCT
SJICKTPOHHOI'O I[OKYMCHTOO60p0Ta u aBToMaTu3amuu. IloaroroBka YCKOPACTCA 3a CUCT
HUCIIOJIB30BaHUA H_Ia6J'IOHOB, ABTOMAaTHYCCKOI'O (1)0pMI/IpOBaHI/I$I 4acTHu PCKBHU3UTOB. HpOXO)I(I[eHI/Ie
YCKOPACTCA 3a CUYCT HCKITOYCHHA KypbepCKOI\/JI AOCTaBKH, IMapajuICIbHOTO COrJlaCOBaHUs,
ABTOMATUYCCKOTO MAapmpyTU3npOBaAHUA. Hcnonnenue YCKOPACTCA 3a CUCT HaHOMHHaHHﬁ,
BO3MOXXHOCTH 6I)ICTpOFO IIOMCKa, YAAJICHHOI'0 I0CTYIIA. Hror — MHOI'OKpPaTHOC COKpall€HUC
BpCMCHHU. I[J'IH TaMOXXHHU 3TO IIPAMOC BJIIMSIHHUEC HA CKOPOCTDH BbIITYCKA TOBAPOB.

6.2. OleHuBaHNe 0TBETOB HA BONPOCHI U BbINOJHEHUS 32JaHUI POMEKYTOUYHOM aTTecTAlHH
ITpu ouieHKe 3HAHUH YYUTHIBACTCSA YPOBEHb CHOPMUPOBAHHOCTU KOMITETEHIIUMA:

1. YpoBeHb YCBOCHHSI TEOPETUYECKHX MOJOXKECHUN AMCHUILUIMHBI, TPABMIBHOCTD (HOPMYITHPOBKU
OCHOBHBIX IOHATHH U 3aKOHOMEPHOCTEHA.

2. YpoBeHb 3HaHUS (PAKTUUECKOTO MaTepuana B 00beMe IporpaMMBbl.

3. Jloruka, cTpykTypa U I'paMOTHOCTb M3JI0’KEHHS BOIIPOCA.

4. YMeHue cBs3aTh TEOPHIO C MPAKTUKOM.

5. YMmenue nenatbh 0000IICHUS, BRIBOIBL.

IIIkaJjia OeHUBAHKMSA HA IK3aMeHe, 3a4eTe ¢ OLCHKOH

Ounenka KpuTtepuu BbicTaB/IeHUS] OLEHKHU
OTinyHO OO0yyaromuiicst T0JIKeH:
- MPOAEMOHCTPUPOBATH TNyOOKOE M INPOYHOE YCBOGHHE 3HAHUI
IIPOrpPaMMHOT0 MaTepHaa;
- HCYEpIBIBAaIOLIE, IOCIEA0BATENbHO, TPAaMOTHO M JIOTMYECKH
CTPOMHO U3JI0KUTh TEOPETUUECKUN MaTepHall,
- IPaBUIILHO (OPMYIIMPOBATH ONPEICICHHS;
- TIPOJAEMOHCTPUPOBATh YMEHHUS CAMOCTOSITENbHOM paldoThl ¢
JIUTEPaTypoi;
- YMETb CJIeNaTh BBIBOJIBI 110 U3JIaraéMoMy MaTepuaiy.
Xoporo OO0yuaromuiics JOKeH:
- MPOJIEMOHCTPUPOBATH JOCTATOYHO IMOJHOE 3HAHUE MPOrPAMMHOTO
MaTepuana;
- IPOJIEMOHCTPUPOBATH 3HAHUE OCHOBHBIX TEOPETUUECKUX MTOHSTHIA;
- JIOCTaTOYHO MOCJEN0BATENbHO, TPAMOTHO U JIOTUYECKH CTPOMHO
u3Jarath MaTepua;
- IPOJIEMOHCTPUPOBATh YMEHUE OPUEHTUPOBATHCS B JINTEPATYPE;
- yMeThb cjAenaTh JOCTaTOYHO OOOCHOBaHHBIE BBIBOJBI IO
M3JIaraéMOMY MaTepuaiy.
Y 10BII€TBOPUTEIIHHO OO0yuaromuiics T0HKeH:
- IPOAEMOHCTPHUPOBATH O0IIIEE 3HAHUE U3YYaeMOT0 MaTepUaa;
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- MOKa3aTh 0011ee BIaJCHNE TOHATHIHHBIM anmnapaToM AUCIUTIINHBL,
- YMETb CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpPOH H3JIaraeMoro

BOIIPOCA;
- 3HaTh OCHOBHYIO PEKOMEHIYEeMYI0 MpOTrpaMMON y4yeOHYIO
JUTEPaTypy.

HeynosnerBopurensHo OO0ygaronuiicst IEMOHCTPUPYET:

- HE3HAHHE 3HAYUTEIIBHOM YaCTH IPOrPAMMHOI0 MaTepUaa;

- HE BJIaJICHUE ITOHATUIHBIM alapaToM JUCHUILINHBI;

- CyLIIECTBEHHbIE OUIMOKU IPU M3JI0KEHUH YU€OHOT0 MaTepuana;

- HEyMEHUE CTPOUTb OTBET B COOTBETCTBUM CO CTPYKTypOH
U3J1araeMoro BOIIpOCa;

- HEYMEHHE JIeJ1aTh BBIBOJBI 110 U3J1araéMOMY MaTepHually.

IIIxana oneHNBaHUA HA 3a4YeTe

Ouenka Kpurtepun BbicTaB/ICHUS] OLICHKHU

OOyuaromuiicss JOMKEH: YMETh CTPOUTH OTBET B COOTBETCTBUHU CO
CTPYKTYpPO#l M3JaraeMoro BOIPOCa; MPOJEMOHCTPUPOBATH MPOYHOE,
JOCTAaTOYHO IOJTHOE YCBOEHHE 3HAHUHM MPOTPAaMMHOTO MaTepHala,
MPOJIEMOHCTPUPOBATh 3HAHUE OCHOBHBIX TEOPETHYCCKUX MOHSTHIA,
«3a4TeHO» NpaBWIBHO  (HOPMYITHpPOBATH  OMpPENENICHHs;  IOCIEI0BATENBHO,
rPaMOTHO M JIOTHYECKH CTPOHHO H3JIOKUTh TEOPETUUYCCKHIA
MaTepuai; MPOJAEMOHCTPUPOBATh YMECHHS CAMOCTOSTEIBHOU PaboThI
C JIUTEPaTypOii; yMETh ClIeNIaTh IOCTATOYHO OOOCHOBAHHBIC BBHIBOJIBI
110 U3JIaraeMoMy MaTepHay.

OOyuarouuiics JIEMOHCTPUPYET: HE3HAHWE 3HAYMUTEIBHOM YacTu
IIPOrPaMMHOIO MaTEepHUaJIa; HE BIIAJICHUE ITOHATUHHBIM ammaparoMm
JUCLUIUIMHBL, CYIIECTBEHHBIE OIIMOKH IPH H3JI0KEHUH Y4eOHOTro
MaTrepuana; HEyMEHHE CTPOUTh OTBET B COOTBETCTBUHU CO CTPYKTYpPOH
U3JIaraeMoro BOIIPOCa; HEYMEHME JENIaTh BBIBOJIBI 110 U3JIAraeMOMY
MaTepuaity.

«He 3aureno»

MeToauyecKkue MaTepUAaJbl, ONIpeaesIsIIolIUe MPoeyPy OlleHNBAHUs C(POPMUPOBAHHBIX
KomnereHuuii B coorBercTeuu ¢ OOII

Kauecmeéo  3nanuii  XapakTepu3yeTcsi  CIIOCOOHOCTBIO  OOyYaromierocss  TOYHO,
CTPYKTYPUPOBAHHO U YMECTHO BOCIIPOU3BOJIUTH HH(GOPMAITHIO, TTONYYEHHYIO B MTPOLIECCE OCBOSHUS
JUCIUIUIMHB, B TOM BHJIE, B KOTOPOM OHa ObUIa H3JIO)KCHa B Yy4eOHOM W3JIaHWUU WIIH
MpernojaBaTesieM.

YMeHus, Kak MpaBuio, (GOPMHUPYIOTCS HA 3aHATHUAX CEMHUHAPCKOrO THIMA. 3aJaHus,
HampaBlICHHbIE HA OILIGHKY yMEHUW, B 3HAYUTEIBHOW CTENeHH TPeOyIoT OT oOydaromerocs
MIPOSIBJICHUSI CTEPEOTUITHOCTH MBIIUICHUS, T.€. CIOCOOHOCTH BBIMOJHUTH pabOTy MO 00pasiam, ¢
KOTOpPBIMH OH paboTan B mporecce odydenus. [IpemogaBarens ke OIEHUBAET CBOEBPEMEHHOCTh H
MIPABWIBHOCTH BBIITOJTHCHUS 33 IaHUS.

Haebiku MOXHO TPAKTOBAaTh KaK aBTOMATU3UPOBAHHBIE YMEHUS, Pa3BUTHIE U 3aKPEIIJICHHBIE
OCO3HAHHBIM CAMOCTOSATEIBHBIM TPyJAOoM. HaBbikn (QOpPMHPYIOTCS TIpH  CaMOCTOSTEIIBHOM
BBITIOTHEHUH 00YUYaOIUMUCS IPAKTUKO-OPUECHTHPOBAHHBIX 33/IaHUH, MOJICTHPYIOIINX PEIICHUE UM
MIPOU3BOJICTBEHHBIX M COIMMOKYJIBTYPHBIX 33J1a4 B COOTBETCTBYIOMIEH 00acT TpodheCCHOHATHEHON
JesITeIbHOCTH, KaK MPaBHUIIO, TP BHITIOTHEHUH JOMAITHUX 33JJaHUI, KYPCOBBIX TIPOEKTOB (paboT),
HAy4YHO-HCCIIEIOBATEIIbCKUX PadOT, MPOXOXKICHUH TPAKTHK, MpU paboTe WHIWBHIYAILHO WU B
COCTaBe TPYIIIBI U T.1.

Yemmuwtit onpoc — >to nporieypa, OpraHu30BaHHas KaK CrelnanbHas Oecela mperoaaBaTeris
c rpynmnoii oOyuaromuxcst ((QpPOHTANBHBI OMPOC) WIM C OTACTBHBIMH OOYYAIOUTUMUCS
(MHOUBHUIYaTbHBIH OMPOC) C IENBI0 OLEHKH CPOPMHUPOBAHHOCTH Y HUX OCHOBHBIX TMOHATHH WU
YCBOCHHS Y4eOHOTO MaTepHasa. Y CTHBIM OIPOC MOXKET MCIIOIb30BAThCSI KAaK BU KOHTPOJIS U METO/I
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orlecHUBaHUs (GOPMHUPYEMBIX KOMIETEHIMN (KaK U KadecTBa UX (POpPMHUpOBaAHUS) B paMKaxX CaMbIX
pa3HbIX (POpPM KOHTPOJIS, TAKUX KaK: coOece1oBaHNe, KOJUIOKBUYM, 3a4€T, 9K3aMEH 0 TUCLIUTUIMHE.
Yernbiit onpoc (YO) 1mo3BoJIsIeT OIEHUTh 3HAHKS M KPYro30p 00y4aromerocsi, YMEHUe JTOTUYECKH
IIOCTPOUTH OTBET, BJIAJCHHE MOHOJIOTMUECKON PEUbl0 M MHBIE KOMMYHUKATHBHbIE HaBbIKU. YO
oOnamaer OOJMBIIMMH  BO3MOXKHOCTSIMM  BOCIUTATEIbHOIO  BO3JEHCTBUS  NPENOJABATEIS.
BocnuratensHast ¢yaknus YO uMeeT psa BaXHBIX aCIEKTOB: MPO(ecCHOHANBbHO-3TUYECKUN H
HPABCTBEHHBIH AaCMeKThl, AMJIAKTUYECKUU (CHCTEeMaTH3alusi MaTepuana Opu OTBeTe, Jydllee
3allOMMHAHUE MaTepuaja IpU MHTEJUIEKTYaJIbHONM KOHLIEHTpAlMM), YMOLMOHAIBHBIN (pagocTh OT
YCHELIHOT0 NPOoX0oXxaAeHUus codecenoBanus) u ap. Odyuaromas GyHkiuss YO COCTOUT B BISIBICHUU
netaneil, KOTopble MO KaKMM-TO MPUYMHAM OKa3ajJUCh HEAOCTATOYHO OCMBICICHHBIMU B XO7€
y4eOHBIX 3aHATHH U TPU MOATOTOBKE K 3a4€Ty WM Kk3aMeHy. YO o0nagaeT Takke MOTHBHPYIOIIEH
GbyHKIMEH: MpaBMIIBHO OpraHU30BaHHBIE coOeceoBaHME, KOJUIOKBUYM, 3au€T U 3K3aMEH MOTYT
CTUMYJIMPOBATh YUEOHYIO AESTEIbHOCTD CTYJEHTA, €0 y4acTHE B HAYYHOH padoTe.

Tecmul sBIAIOTCS TIpocTeiield GopMoil KOHTPOJIS, HAIIPABICHHON Ha MPOBEPKY BIIAJCHHS
TEPMUHOJIOTHYECKUM  almnapaToM, COBPEMEHHBIMH HWH(POPMALMOHHBIMU TEXHOJOTUSMH U
KOHKPETHBIMU 3HAHHUSIMH B 001acTu (yHIAMEHTAIBHBIX U MPUKIAJAHBIX JAUCHUIUIMH. TecT MOXKeT
IIPEIOCTABIIATh BO3MOXKHOCTh BBbIOOpa M3 IEPEUYHS OTBETOB (OAMH WJIM HECKOJIBKO IMpPaBHIIbHBIX
OTBETOB).

Cemunapckue 3anamus. OCHOBHOE Ha3HAUEHHWE CEMUHAPCKUX 3aHSITUN MO JAUCHUIUIMHE —
o0ecniedynTh TIyOOKOE YCBOEHHE OOYYarOIIMMHCS MaTepUaoOB JICKIHM, NPUBHUBATh HABBIKU
CaMOCTOSITENILHOM pabOThI € JINTEpaTypoi, BOCIIUTHIBATh YMEHUE HAXOAUTh ONITUMAJIbHbIE PELICHUS
B YCIOBHUSX W3MEHSIOMIUXCA OTHOIICHUH, (QOPMHUPOBATH COBPEMEHHOE MpodecCuoHaIbHOe
MbIlIEHHE oOyvaronuxcd. Ha ceMHMHapCKuX 3aHSTHUSIX IMPENoJaBaTeslb IPOBEPSIET BBINOJIHEHUE
CaMOCTOSITENIbHBIX 3aJaHUil M KaueCcTBO YCBOCHHUS 3HAHUM, YMEHHH, Ompenenser ypOBEHb
c(hOPMUPOBAHHOCTH KOMITCTEHITUH.

Pa3nen 7. MeTtoguyeckne yKazanus JJsi 00y4aOUIUXCSl 10 OCHOBAHUIO THCHMILINHBI

OcBoenue oOyuarouMcs y4dyeOHOM TUCHMIUIMHBI IpeanojaraeT H3ydeHHEe MaTepuasioB
JUCHUIUIMHBI HA ayAUTOPHBIX 3aHATHSIX U B XO€ CAMOCTOSATENbHONU pabOThl. AyIUTOPHBIE 3aHATHUS
npoxoaar B (opMe JeKIHi, ceMUHApoB M MpakTHUecKuX 3aHsATuil. CamocTosTenbHas pabora
BKJTFOYAET pa3HOOOPa3HbIN KOMIUIEKC BUJIOB U (hOpM pabOThI 00YJArOIITHXCSI.

Jlis ycnemHoro ocBO€HHs y4eOHOW AMCHUIUIMHBI M JOCTHXKEHMsI MOCTaBJIEHHBIX Iesei
HEoOXOIMMO BHHMMATEIbHO O3HAKOMHUTBCS C HacTosimied pabodeidl mporpammbl  ydueOHOM
aucuuIuinHel. Cienyer oOpaTUTh BHUMaHUE HA CIIMCOK OCHOBHOM U JIOTIOJIHUTENILHON JIUTEPATYPHI,
KOTOpasi MMeeTcsl B JJIEKTPOHHOW OuOIMOoTeuHOM cucreMe YHuBepcutera. JTa HHpopmanus
HEo0X0/AuMa JUIsl CaMOCTOATENbHOM paboThl 00ydJaroerocs.

[Ipy MOArOTOBKE K ayAMTOPHBIM 3aHATHUSIM HEOOXOAMMO MOMHHUTH OCOOEHHOCTH KaXKJOM
(bopMBI €ro MpoBeACHHUS.

[TonroroBka Kk yueOHOMY 3aHATHIO JEKIUMOHHOTO THUMa. C 1enblo o0ecreueHus: yCIenHoro
o0y4yeHHs O0OydJaroUIMiics TOJDKEH T'OTOBUTBHCS K JIEKIMM, MOCKOJbKY OHA SIBIISIETCS BaskHEHIIeH
(dbopMoil opranuzanmy yueOHOro Mpolecca, MOCKOJIbKY: 3HAKOMUT C HOBBIM Y4€OHBIM MaTE€pHAIIOM;
pa3bsCHAET yueOHbIe 3JIEMEHTHI, TPYIAHbIE JJIsi TOHUMAaHUS; CUCTEMaTHU3UPYyeT YUeOHBIN MaTepual;
OpUEHTHPYET B yueOHOM Ipoliecce.

C 371011 11eNbI0: BHUMATEIBHO MPOYUTANTE MaTeEpUal NPEablIyLIEH JIEKIMHU; 03HAKOMBTECH C
y4eOHBIM MaTepUaIOM MO YUEOHUKY U YUeOHBIM TOCOOUSIM ¢ TEMOW IPOYUTAHHOM JIEKIIUN; BHECUTE
JIOTIOJIHEHUSI K IIOJIyYEHHBIM paHee 3HAHMSM IO T€ME JIEKLHMU Ha MOJSIX JIEKIWOHHOW TETpalu;
3aMUIIUTE BO3MOXHBIE BOMPOCHI, KOTOpbIE BBl 3aJaJUTe JIEKTOPY Ha JIEKUUU IO MaTepuaily
U3Y4YEHHOH JIEKLUU; ITOCTAPANTECh YSICHUTh MECTO U3y4aeMOW TEMbI B CBOEH IOJArOTOBKE; Y3HANTE
TeMy MpEACTOsIIeN JeKIUU (110 TeMaTUYeCKOMY IUIaHy, MO0 MH(OpMalMK JIEKTOpa) U 3alUIINTe
uH(pOpMaINIo, KOTOPOH BbI BlIajiIeeTe 10 JaHHOMY BOIIPOCY

[TpenBapuTenpHas MOArOTOBKA K Y4€OHOMY 3aHSATHIO CEMHUHAPCKOTO THIIA 3aKJIOYaeTCs B
M3YYEHUH TEOPETHYECKOr0 MarepHuaja B OTBEIEHHOE [UII CaMOCTOSTEIbHOH paboThl Bpems,
O3HAKOMJIEHHE C MHCTPYKTUBHBIMU MaTepHallaMHt C LI€JIbI0 OCO3HAHUSA 3aa4 3aHSTHS.
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CamocrositenbHass pabota. Jlist Gonee yriyOJaeHHOTO WM3yYeHUS TEMBl 3afaHus s
CaMOCTOSITENIbHOU pabOThl PEKOMEHIYETCSl BBIMOJIHATH MapajuleIbHO C W3YUYEHHEM JaHHOW TEMBI.
[Ipu BBITIONIHEHUY 3aJJaHUI 110 BO3MOYKHOCTH UCIOJIB3YHTE HATJIAIHOE MTPEICTaBICHIE MaTepHana.

IlonrotoBka K 3auery, o5k3amMeHy. K 3adery, »5K3aMeHy HEOOXOIMMO TOTOBHUTCA
L[EJICHANIPABICHHO, PETYJISIPHO, CUCTEMAaTHUYECKH M C NEpBBIX JHEH 0O0ydyeHHus Mo JaHHOU
JAUCHUIIIINHE. IToneITKH OCBOMTH yqe6Hyfo JAUCHUIINIMHY B IHICPUOJ 3a‘IeTHO-3KSaMeHaHI/IOHHOﬁ
CECCHHM, KaK MPaBUJIO, IPUHOCAT HE CIIUIIKOM yJIOBJIETBOPUTEIbHBIC pe3ynbTathl. [Ipu moaroroke
K 3ayeTy oOpaTWTe BHUMAaHHE HA 3aLIUTy MPAKTHUYECKUX 3aJaHUN HA OCHOBE TEOPETHUYECKOIO
Matepuaia. [Ipu moaAroToBke kK sK3aMeHy MO TEOPETUYECKOM YacTH BBIACIUTE B BOIIPOCE IJIaBHOE,
CyUIECTBEHHOE  (MOHSATHS, MpPHU3HAKW, KiIaccupUKaUUd ¢ 1p.), MPUBEAUTE MPUMEPHI,
WUTIOCTPUPYIOIINE TEOPETHUECKUE TTOT0KEHUSI.

Paznen 8. YueOHo-MeTOAM4YecKoe 1 HH(poOpMALIMOHHOE 00ecTiedeHne TN CHUIITUHbI

Ocnoenas numepamypa

1. MartBeeBa, B. A. JlokyMeHTallmOHHOE 00eCIieYeHHEe YIIPABICHUSI B TAMOKEHHBIX OpraHax
(c mpuMeHEeHHEM 3JIEKTPOHHOTO 00y4eHwus). B 2 gwactax. U.1: kypc nekuwmii / B. A. MaTtBeeBa. —
Mocksa: Poccuiickas tTamoxxenHas akaaemus, 2020. — 178 ¢. — ISBN 978-5-9590-1131-4 (u.1),
978-5-9590-1130-7. — Texkcr: anekrponnsiii // Lludposoit oopazoBatensHbIil pecypc IPR SMART:
[caiiT]. — URL.: https://www.iprbookshop.ru/105676.html

2. Bonkop B.®. YpapieHrue TaMOKEHHBIMUA OpraHaMu: yueOHoe mocoore / Boiakos B.®D.,
PynakoBa E.H. — Canxkr-Iletep6ypr: Untepmenus, 2021. — 276 ¢. — ISBN 978-5-4383-0220-9.
— Texcr: anexrponnsbli // Ludposoit odbpaszoBarenbubiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/103996.html

3. Adanaceesa, T. JI. JlokyMeHTaITMOHHOE OOECTICUCHHE B TAMOKCHHBIX OpraHax : yueOHoe
nocobue s By3oB / T. JI. AdanaceeBa. — Cankr-IletepOypr : Tpounkuii moct, 2026. — 212 C.
— ISBN 978-5-4377-0211-6. — Texct : anekrponnsrii // Lludpooit oOpazoBarenbHblil pecype IPR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/155163.html

/Jlonoanumenshan numepamypa

1. Yaneiruaa, M. A. OCHOBBI JOKYMEHTOOOOpPOTa B TaMOXKEHHBIX OpraHax: ydeOHOe
nocodue / M. A. Harueiruna, B. B. KoBapga. — Canxkr-IlerepOypr: Untepmenns, 2017. — 282 c.
— ISBN 978-5-4383-0076-2. — Tekcrt: anekrponnslii // Lndpooii o6pazoBarenbHblil pecypc IPR
SMART: [caiiT]. — URL: https://www.iprbookshop.ru/82264.html/

2. Muxeenko, O. B. OCHOBBI TOKyMEHTOOOOpPOTa B TaMOXEHHBIX opraHax. [IpakTukym:
yuebHoe nocodue ais By3oB / O. B. Muxeenko, H. B. I'nymak, O. B. I'mymak. — Cankr-IletepOypr:
WNnrtepmenus, 2019. — 168 ¢. — ISBN 978-5-4383-0173-8. — Tekcr: snextponHsli // Ludposoii
obpazoBatensHbIil pecypc IPR SMART: [caiit]. — URL.: https://www.iprbookshop.ru/85762.html

3. Adonumn, I1. H. UndopmarnmonHoe obecriedyeHre B TaMOKEHHBIX opraHax : ydeOHuk / I1.
H. Adponun. — Cankr-IlerepOypr : UaTtepmenns, 2019. — 228 c¢. — ISBN 978-5-4383-0175-2. —
Texct : anexkrponnsiit // LudpoBoit obpazoBatensubii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/85760.html

8.1. TpeGoBanus kK MaTEPHAIBHO-TEXHHYECKOMY U YU4eOHO-METOANYECKOMY
olecre4yeHn10 MPOrpaMMBbl CIIEHUATUTETA

8.1.1. YHuBepcUTET pacmojiaraeT MaTepHaIbHO-TEXHUYECKOW 0a30i, COOTBETCTBYIOIIECH
JEUCTBYIOIUM MPOTHBONOXKAPHBIM MpPaBUIaM U HOpMaM M 0OecrednBarolleil MpoBeJeHHE BCeX
BUJOB JIUCUUIUIMHAPDHOW U MEXKIUCIUIUIMHAPHON TIOJrOTOBKHM, MPAKTUYECKOM W Hay4yHO-
UCCIIEI0BATENLCKON PaboT 00yJaromuXcs, MPeAyCMOTPEHHBIX YU€OHbBIM IIJIAHOM.

[TomereHust MpeaCTaBIAIOT cOO0N yuyeOHbIEe ayJUTOPUH JIJIsl POBEACHUS YUE€OHBIX 3aHATH,
MPEJYCMOTPEHHBIX MPOrpaMMOIl CIelUaNUTeTa, OCHALICHHbIE 00OPYJIOBAaHHMEM M TEXHUYECKHUMHU
cpeAcTBaMU OOydeHMsI, COCTaB KOTOPBIX ONpeAessercs B pabodyMx IporpamMmax JUCLUIUIMH
(Monymneit).

B VHuBepcurere MMEIOTCS CHENUAIM3UPOBAHHBIE ayJIUTOPUHU Ul NPOBENCHUS 3aHATUH I10
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MH(OPMALIMOHHBIM TEXHOJIOTHSIM.

[ToMemieHust Ui CaMOCTOSITEIBHON pPabOThI OOYYAIOUIMXCS OCHAIICHB KOMITbIOTEPHOM
TEXHUKOW C BO3MOXKHOCTHIO MOJKIOUYeHHs K ceTd "HMHTepHer" m olecrieueHWEM IOCTyIa K
ANEKTPOHHOU WH(POPMAITMOHHO-00pa30BaTEIBLHOM cpelie Y HUBEPCUTETA.

JJieKTpoHHasi HHGOPMANIMOHHO-00pa3oBaTeIbHas cpela Y HUBePCUTeTa BKJKOYAeT:

1. Odwunmaneueiii caiit YauBepcuteta (https://www.iile.ru/)

2. DnexTpoHHas HMH(pOpPMAIMOHHO-00pazoBaTenbHas cpena «1C: YHUBEpCUTET» TOTOBOP OT
10.09.2018 1. NeITPKT-18281 (6eccpouno)

3. IIporpammsl pist DBM. Cucrema aucraniionHoro ooyduenus «Mirapolisy - JIureH3noHHbIIH
norosop Nel07/06/24-x ot 27.06.2024 (Cnenudukanus x JIMIEH3MOHHOMY JIOTOBOPY
Nel07/06/24-x ot 27.06.2024, cpox neiictBus c¢ 02.07.2025 mo 01.07.2026 r.)
https://impe.Ims.mirapolis.ru/mira/

4. Tlporpamma mas DBM. Bupryansaas komuata «Mirapolisy - JIMIECH3HOHHBIA I0rOBOP
Nel107/06/24-x ot 27.06.2024 (Cnenudukanus k Jinnenznonnomy goroopy Nel(07/06/24-x
oT 27.06.2024, CpOK NEeNCTBUSA c 02.07.2025 o 01.07.2026 T.)
https://impe.Ims.mirapolis.ru/mira/

5. Cucrema tectupoBanus INDIGO nmunensunonnoe cornamenue (JJorosop ot 07.11.2018 r.
NeJ1-54792, nomonamrensHOe coriamenue Ne J1-5479/6 o mposoHramuu I0TOoBOpa 10
01.06.2026r.) http://212.48.35.211:85/

8.1.2. VYHuBepcurer obOecrneueH HEOOXOAMMBIM KOMILIEKTOM JIMIIEH3MOHHOTO U CBOOOAHO
pacipoCTpaHseMOro MPOrpaMMHOTO OOecredeHusl, B TOM YHWCJIe€ OTEYECTBEHHOTO IMPOM3BOJCTBA
(cocTaB omnpezensercs B pabouux nporpaMmmax JUCIUILIMH (MOIyJei) ¥ OUIEKUT OOHOBJIEHUIO IPU
HEOOXOUMOCTH).

IlepeyeHb JHIEH3HOHHOTO MPOIPAMMHOI0 00ecnevYeHusi, B TOM YHCJie
0TE€YeCTBEHHOT0 MPOU3BO/ICTBA:
1. Omnepanronnas cuctema «ATiaant» - Atlant Academ ot 24.01.2024 r. (6eccpouHo)
2. AntuBHpycHOe mporpamMHoe obecrieuenue Kaspersky Endpoint Security mns Ousneca —
Pacmmpennsiii Russian Edition noroop-odepra Ne Tr000941765 ot 16.10.2025 r.

8.1.3. OOyuwaromumcst  oOecrmeyeH  jgocTyn  (YAalJeHHbI  JOCTYH) K  COBPEMEHHBIM
npodeccnoHanbHbIM 0a3aM JaHHBIX M HHPOPMAIIMOHHBIM CIIPAaBOYHBIM CHCTEMaM, COCTaB KOTOPBIX
orpejiessgeTcs B pabounx mporpamMmax JUCHUILIIH (MOIyJei) 1 0OHOBIISETCS PU HEOOXOJUMOCTH,
HO HE peXe OJJHOTO Pa3 B TOJ.

IlepeuyeHn coBpeMeHHBIX MPO(eCcCHOHAIBLHBIX 023 JAHHBIX H
HH(OPMANMOHHBIX CIPABOYHBIX CHCTEM:

1. Undopmaunonno-nouckonas cucrema «Koucynprant Ilmoc» - [orosop NeMU-BUII-
79717-56/2022 (6eccpodHO)

2. DnekTpoHHO-OMOMMOoTeYHass cucteMa IPRsmart mumensuonssit qorosop ot 01.09.2024 r.
Nel11652/24C (cpok neiictBust g0 31.08.2027 r.) https://www.iprbookshop.ru/

3. Hayunas snekrponnas oudmmoreka eLIBRARY imnensuonnsiii goroop SCIENC INDEX
Ne SIO -3079/2026 ot 30.01.2026 r. (cpok aeiictBus g0 29.01.2027r.) https://elibrary.ru

8.1.4. OOyuarommecs u3 uucina uHBaIMIOB M Jul ¢ OB3 oOecneueHbl 3IIEKTPOHHBIMHU
00pa3zoBaTeTFHBIMU pecypcaMu B popMax, aaanTHPOBAHHBIX K OTPAHUYCHUSIM HX 370POBBSI.

Pazjnen 9. MaTepuajibHO-TeXHUYeCKOe o0ecnedeHne 00pa3oBaTe/ILHOIO NMpoiecca
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VYueOHas ayIuTOpHS JJIs TPOBEACHUS
3aHATHH JIEKIIMOHHOT'O TUIIA, 3aHITHH
CEMHHApPCKOI0 THMA, TPYIIOBBIX U
VWHJIUBUYAJIbHBIX KOHCYJIbTALIHM,
TEKYIIEro KOHTPOJISA U IPOMEKYTOUHON
aTTecTaInn

OOopyznoBaHue:  CHelUaIM3UpOBaHHAs  MeOenb
(Mebenb ayauTopHas (CTONBI, CTYNbs, JOCKa
ayIUTOpHAsl HaBECHasl), CTOJ MPENoJaBaTels, CTYI
npenoaaBaTes.

TexHuuyeckue cpeacTBa 00yYeHHs: IePCOHABHBIH
KOMITBIOTEP; MYJIbTUMEIUITHOE 000pyI0BaHHE
(IpoeKTop, KpaH).

Ilomemnienue It caMOCTOSATEIBHOU
paboThI

Criernanu3upoBaHHas MeOenb (CTOMbI, CTYIb),
IIepCOHAIIbHBIE KOMITBIOTEPHI C BO3MOXKHOCTHIO
NOJKIIIOUeHUs K ceTd «HTepHeT» n obecriedeHnemM
JIOCTYTIa B 3JIEKTPOHHYIO HH(OPMAITHOHHO-
00pa3oBaTeNIbHYIO Cpely Y HUBEPCUTETA
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JIMCT UBMEHEHMI
AxtyaausupoBaHnsl B 2024 roay (pewenue Yuenoro coseta 26.12.2024r., nporokon Ne3):
- [IepeyeHb OCHOBHOM M IOTIOJIHUTEIBHOU JIUTEPATYPHI;
- [lepeyenp HHGOPMALIMOHHBIX TEXHOJIOTHIA, HCIIOIB3YEMbIX IIPU OCYIIECTBICHUH
00pa30BaTeNpHOro Mpolecca Mo JUCIUILINHE,;
- KoMIIIeKT JIMIIEH3MOHHOTI0 TPOrPaMMHOI0 00ECTIEUEHUSI.

AxtyagusupoBanbl B 2025 roay (pewenue Yuenoro coseta 23.12.2025r., npotokon Ne3):

- [IlepeyeHb OCHOBHOM M JIOTIOJHUTEIBHOM JIUTEPATYPHI;

- [lepeuenpb nHGOPMALIMOHHBIX TEXHOJIOTHI, UCIIOIB3YEMBIX IIPU OCYIIECTBICHUU
00pa3zoBaTEeNBHOIO MPOIIecca M0 TUCIHUILIHHE;

- KoMIIeK T IMIIeH3MOHHOTO TPOTrPAMMHOT0 O0ECIICUEHUS.
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