MUHHCTEPCTBO HAYKH ¥ BBICLIEI'O OBPA3OBAHNA
POCCHUMCKOU ®EJIEPALIMU

desiepaibHOE rOCYIapCTBEHHOE G10/KETHOE 00pa3oBaTeIbHOE YUPEKICHHE
BBICIIEro 0Opa3oBaHUs
«MarHuTOropeKuii rocy 1apCTBEHHbIH TEXHHYECKHH YHUBEPCHTET HM. I".W. HocoBa»

VTBEPXJIAIO
Jlupexrop UI"O
~ T.E. AGpam30H

03.03.2020 r.

PABOYAS IPOI'PAMMA JTUCHUATIAHBI (MOYJIST)

MEK/JIYHAPOAHBIE CTAH/JIAPTbI YITPAB/IEHHA JIOK YMEHTAMHA

HanpaieHue MOArOTOBKH (CTIeIHATbHOCT)
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE

HanpassieHHOCTb (IIPOQHITE/CIENHATH3ALHIS) TPOTPaMMbl
JIOKyMeHTOBe/IeHHe U JIOKYMEHTAIMOHHOE 00eCTIeyeHUE yNpaB/ICHHIs

VpoBeHb BbicIIero oGpasopanus - GakanaBpuar
[IporpamMma MOArOTOBKH - aKaAeMHYECKHH GakanaBpuar

®opma 00ydeHus
3a04Has

Uncturyt/ gakynsrer  WMHCTHTYT ryMaHHTapHOTO obpa3oBaHus

Kadenpa [Tegaroruyeckoro 00pa3oBaHus ¥ JOKYMEHTOBEACHUA
Kype )
Cemectp

MarHuTOropck

2019 rox



PaGouyas mporpaMma COCTaBJieHa Ha OCHOBE ®I'OC BO 1o HampapieHHIO MOArOTOBKH
46.03.02 JIOKYMEHTOBEJIEHUE 1 APXUBOBEJIEHME (yposennb Gakanappuara) (npukas
Muno6prayku Poceuu ot 06.03.2015T. Ne 176)

PaGouas mporpaMva paccMOTpeHa M ofo0peHa Ha 3ace/laHiM xadepsl
[lesarornuecKoro 06pasoBaHMs 1 JI0KYMEHTOBE/ICHHS ) f
4/{ ) C.C. BekanoBa

27.02.2020, npotokon Ne 6 %
PaGoyas mporpamMma 000peHa METOAHYECKOH Kowééﬂ%[ro

3ag. kadenpoi
03.03.2020 r. mporokon Ne 6

[Npencenatess . ~T.E. AGpam3oH

PaGoyas mporpaMma CoCTaBJIeHa: %/
nouent kadenpst [TOu]], kana. Guiioi. HayK / — C.JI. Augpeesa

PenieH3eHT: @
Cr. apxusuct [TAO "MMK", C.A. benobopoosa

L ORPAl







1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- 3HAKOMCTBO CTY/IEHTOB C TPEOOBaHUSMH MEXAYHApPOJHBIX CTAHJAPTOB K YIPABJIECHUIO
JOKYMEHTaMH OpraHu3aluu (JOKYMEHTAJIbHBIM (OHAOM), K OpPraHM3alUU PaOOTHI CIYKObI
JI0-KyMEHTAllMOHHOT'O 00eCIIeueH sl YIIPAaBIEHHs U apXUBHOI'O XPaHEHUS IOKyMEHTOB;

- 3HAKOMCTBO C OTE€UYECTBEHHBIM U 3apYOEKHBIM OIBITOM ITpUMeHeHUsl crangaptoB 1CO
npu OyMa)XHOM, 3JIEKTPOHHOM U CMEIIaHHOM JIOKYMEHTOO000pOTE OpraHn3aLui.

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

JucummmHa MexayHapoaHbple CTaHAAPTBHl YINPABICHUS JOKYMEHTAMHM BXOIMT B
BapHUaTUBHYIO YacTh y4eOHOT0 I1aHa 00pa3oBaTeIbHON IPOrPaMMBI.

Jns  u3ydeHUs  QUCLUIUIMHBL  HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

JIOKyMeHTOBeIeHNE

MopennpoBaHue CUCTEM JOKYMEHTAUN OpraHU3alux

JloKkyMeHTaIlMOHHOE 00ecliedeHe TPYIOBbIX OTHOIIEHU B PO

JloKkyMeHTallMoHHO€E 00€ecledeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

[IpoexTupoBaHue ynpaBieHYECKON JOKYMEHTAlUU OPTaHU3alun

WHdpopmanroHHbIe TEXHOIOIMH B JOKYMEHTOBEICHUH 1 apXUBHOM JIeJie

NudopmannonHoe obecrieueHue yrpaBaecHUsS

[Ipon3BoaCTBEHHAs - MPAKTUKA 10 MOJYYEHHUIO NPOPECCHOHATIBHBIX YMEHHH M OIbITa
poeCCUOHAIBHOMN IS TEIbHOCTH

[IpoekTHas AeATENbHOCTD

[TpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOT0 00eCTIeYeH s YIIPaBICHUs

O06paboTkH U 3a1uTa JOKYMEHTUPOBAHHOW HH(pOpMAIIN

KondunennuanbHoe 1e10nponu3BOCTBO

WNHupopmaiinoHHbIe pecypchl KaApOBOU CITyKObI

J1enonpoun3BoCTBO KOMMEPUYECKUX IPEANPUATHN

BoruucnuTensHas TeXHUKA U NPOrPaMMHUPOBAHUE B JIOKYMEHTAlMOHHOM OOeCreueHUH
YIIPABJICHUS U apXUBAX

JIOKYMEHTBI U JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

3HaHus (YMEHMs, BIIaJIEHUS), IOJyYSHHbIE NPU M3YyYeHUU TaHHOM IUCIMITIMHBI OyxyT
HEOOXOUMBI 17151 U3Y4YEHUSI JUCIUILIINH/PAKTHUK:

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTajaTepCKOM yUeTe

JIOKyMEHTHUPOBAHUE AEATEIbHOCTH HErOCYAapCTBEHHBIX OpraHU3alun

JIOKyMeHTallMOHHOEe ~ OOeclieyeHre yIpaBiIeHUS Ha OPEINpUITHSIX  Pa3IuYHbIX
OpraHu3alMOHHO-TIPABOBBIX (hOpM

J1enonpon3BoACTBO MYHULIUIIANIBHBIX YUPEXKICHUI

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

IIpon3BOACTBEHHAS — IPEAIUIIIIOMHAs IPAKTUKA

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILIMHBI (MOAYJIS) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbrare ocBoeHHS JOUCHUIUIMHBI (Moayns) «MeXIayHapoaHble CTaHAApThI
yIpaBJIeHUS JOKYMEHTaMU» 00YJatOIUIiCs JOKEeH 001a1aTh CISAYIOIUMHI KOMIIETEHIHSMMU:

CrpyKTypHBIi [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETCHIIUU




[1K-5 BnageHueM TEHACHITUSAMHU Pa3BUTHS HHGOPMAIIMOHHO-TOKYMEHTAITMOHHOTO 1
obecrieueHust yIpaBiIeHUsI apXUBHOTO JieJia

3HaTh

TEHJICHIIUW Pa3BUTHSA HHPOPMAIIMOHHOTO U JJOKYMEHTAITMOHHOTO 00ec-
MeYEHUs JeATEIbHOCTH OPraHU3alui;

MEXIyHApOIHBIC OpPraHU3aIluH, 3aHUMAOIIHECs 0000IEeHHEM MUPOBOTO
onbita B oosactu MOY u J10VY;

MEXIyHApOIHBIC JOKYMEHTHI, OTPAKAIOIINE MHUPOBOH OIBIT K Opra-
HU3aUK HHPOPMAITMOHHOTO U JIOKYMEHTAIIMOHHOTO 00€CIIeYeHHUSI JIEN0-
BOH JIEATCIHLHOCTH;

VYmMmern

npuoOperath 3HaHus B oomactu MOV u IOV 3a pybexowm;

KOPPEKTHO BBIPAXATh M apI'yMEHTHPOBAHO OOOCHOBBIBATH CYIIECTBOBAHNE
TEHJICHIIMI Pa3BUTHUSA UHPOPMALMOHHOTO U JIOKYMEHTAIIHOHHOTO
o0ecrieueHHs AeATEILHOCTH 3apyOeKHBIX OpraHU3aLuii;

00cykath crtoco0sl 3¢ (HeKTUBHOTO penieHns MpodiIeM HHPOPMALTMOHHOTO
U IOKYMEHTAIMOHHOTO 00ECIIeYEeHUS ISSITeNbHOCTH OpraHu3auii.

Brnaners

MIPAKTUICCKIMH HaBBIKAMU aHAJIM3a HOPMATHUBHBIX akToOB B chepe IOV u
Hoy;

crocobaMu JJEMOHCTPAIIMHA YMECHHSI aHATM3UPOBATh CUTYAIHIO B chepe
J0Y u U0Y;

00BsicHATH TUIIMYHBIE MoAen  JIOY u MOY B 3aBUCUMOCTH OT crieliu(uKe
JIEIIOBOM JIESATEIbHOCTH OPTaHU3aINH;

[TK-7 ciocoGHOCThIO OLIECHUBATh UCTOPUIO U COBPEMEHHOE COCTOSTHHE 3apyOE’KHOTO OTIbITa
YIIPaBJICHUS JOKYMEHTAMHU M OPTaHU3aLUN UX XPAaHEHUs

3HaTh

OCHOBHBIC MMOHATHUA, UCIIOJIB3YEMEBIC IIPU IMOCTPOCHUHN CUCTEMBI YITPABJICHUA
JAOKYMCHTaMMU;,

HUCTOPHUIO TOABJICHUSA NTOHATHUSA «YIPABJICHUC TOKYMCHTAMM;

CBA3b IIOHATHA,

COBPCMCHHBIC UCTOYHUKHU I/IH(i)OpMaIH/H/I O COCTOAHHU 33py6€)KHOFO OITbITa
YIIpaBJICHHUA JOKYMCHTAMU.

VYmMmern

pacno3HaBaTh 3()PeKTUBHBIE pelIeHUs OT HeAP(EKTUBHBIX MTPH OL[EH-KE
UCTOPHUU M COBPEMEHHOI'O COCTOSTHUS 3apyOE€KHOTO OIbITa yIIpaB-JIeHUs
JOKYMEHTaMU M OpraHu3alliy UX XpaHEHUs;

o0cyxaTh crocoOb! 3(h(PEeKTUBHOTO yrpaBieHUs JOKyMEHTaMU Py
aHAJIN3€ MEXTYHAPOJHOIO OIBITA;

JaBaTh COOCTBEHHbIE 00OCHOBaHHBIE POTHO3BI TPUMEHEHHS 3apy0ek- HOTO
OTbITa YIpaBlieHUs JOKyMeHTamu B Poccun.

Bnanets

HaBBIKAMH aHAJIM3a U COIOCTABIICHUs MEKIyHAPOAHBIX CTAHIAPTOB I10
YIPaBJICHUIO JOKYMEHTAMU U OTE€YECTBEHHOW HOPMAaTUBHOM CPEJIbI;
MIPUHLUIIAMU [IPOCKTUPOBAHUS CUCTEMBI YIIPABICHUS JOKYMEHTAMU 110
MEXIyHApOAHBIM CTaHIapTaM.

[1K-18 BnaseHrneM COBpEMEHHBIMH CUCTEMaMH UHPOPMAIIMIOHHOTO U TEXHUYECKOTO
o0ecrieyeHns JOKYMEHTAIMOHHOTO 00eCIIieYeHHs yIIpaBJIeHHs U yIIpaBJIeHUs] apXUBaMHU




3HaTh

OTIpEIEIICHUS TPOIIECCOB MH(POPMAIIMOHHOTO U TEXHUYECKOTO 00eCTICUeHHSI
JOKYMEHTAIMOHHOTO O0ECTICUEHUS! YIIPaBJICHHUS,

OCHOBHBIE TPEOOBAHUSI MEKIYHAPOIHBIX CTAHAAPTOB K COBPEMEHHBIM
cucTeMaM MH()OPMAIIMOHHOTO U TEXHUYECKOTO 00eCIICUeHUS
JOKYMEHTAIHOHHOTO 00ECIICYCHUs YITPABIICHHS,

MIPUHIIMITBI TIOCTPOSHUS CHCTEM WH()OPMAIIMOHHOTO U TEXHUYECKOTO
o0ecreyeHns: JOKYMEHTAIHOHHOTO 00ECIICYCHHUS YITPABIICHHSL.

YmMmern

BBIACJIATH IIPU3HAKW CYIICCTBOBAHHWA UJIU OTCYTCTBUA CUCTEM UH-
(OpPMaLIMOHHOTO ¥ TEXHUYECKOTO 00eCIeYCHHSI JOKYMEHTAIIOHHOTO
o0ecrieyeHus yrpaBieHUs U yIIPaBICHUS apXUBaAMHU;

HNPOEKTHPOBATH COCTAB METAJaHHBIX JUISI CHCTEM JJOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBIeHHUs;

MOJICIIUPOBATh KPUTEPHU CHCTEM HMH(GOPMAIIMOHHOTO ¥ TEXHUYECKOTO
oOecrieueHHs JOKYMEHTAI[HOHHOTO 00eCTIeUeH sl YITPABJICHUS 110
MEXIyHAPOIHBIM CTAHIAAPTaM.

Brnaners

crocobamu OLICHUBAaHUA 3HAYMMOCTH U HpaKTquCKOﬁ IMPUTroaAHOCTHU
MOJIyYE€HHBIX 3HAHUM;

croco0aMu JEMOHCTPALIMM YMEHHUS aHAJIU3UPOBATh COCTABHYIO YacCTh
CUCTEMBI YIIPaBJICHUS JOKYMEHTAMU, CBSI3aHHYIO C UH()OPMALIMOHHBIM U
TEXHUYECKUM 00€eCIIeYeHUEM JOKYMCHTAlTUOHHOT'O O6€CH€‘I€HI/I$I
yIpaBJICHHUS;

HaBBIKAMHU U METOJIMKaMU 000OIIEHHS pe3yabTaTOB aHalu3a
MEXIYHApOIHBIX CTaHJAPTOB.




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

qyuce:

— KOHTaKTHas padora — 4,4 akaJ. 4acos:
— ayuTopHas — 4 akaJl. yacos;

— BHeaynutopHas — 0,4 aka. yacoB

— caMocTosTeNnbHas pabora — 99,7 aka. yacos;

— MOJTOTOBKA K 3auéTry — 3,9 akaj. yaca
dopma aTTeCTalUy - 3a4ET

AynutopHast s
KOHTaKTHas paborta E 3 ®dopma TeKyILero
=
B aKaJl. 4acax 2] Bun KOHTPOJIS
Pazzen/ Tema 2, (B axaz. acax) = . P Kon
> 3 © | caMOCTOSITENbHOH | yCIIeBaeMOCTH U
JTACIUTUTAHBI N £ . | KoMnereHuuU
g £ paboThI TIPOMEKYTOUHOM
nma0. | mpakr. | 38
Tlex. Z'g aTTecTaluu
3aH. 3aH. | O &
1. PA3JIE]I 1. Hcropus
CTaHOB-ICHUSI W Pa3BUTHA
MEXTyHapOIHOU
CTaHAapTH3alMu B 0O0NIAcCTH
ylnpaB-JI€HUs  JOKYMEH-Talui.
Benymme MEXITyHAPOIHEIE
OopraHuzalnu o
Pemenue Tecta
[Tounck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10
3a/1aHHOM TeMe
abora c
1.1 Wcropust cTaHOBIECHUS (p Tect 1
6ubnunorpaduyec
u pa3BuTHA UM MATEDHATAMI 3auer
MEXITyHapOIHON P ’ KonTponpuas I1K-5, I1K-7,
5 16 I'OCTamm).
CTaHJapTH3ALUU B 00J1aCTH pabota IK-18
CamocrosTenpHOe N
YIIpaBJICHUS .. | UtoroBerii Tect mo
. n3ydeHue y4eOHou
JIOKYMEHTALUN. N Kypcy
Y HAYy49HOHN
JIUTEPATYPBI.
CocraBienue
TaOJINII.
Kontponbnas
paborta.
Wroro no pazneny 16
2. PA3JEJ1 2. Hc-topus
pa3paboT-Ku u o0mas
Xa-paKkTepUCTHKA
MEXTyHAPOIHOTO CTaHmapTa
NCO 15489  «YmpasieHue
JIOKyMEHTa-MH»




Pemenue Tecra
[Tounck nononHu-
TEeJIbHON
nH(opManuy 1o
3a7aH-HOU TeMe Tect 2
2.1 1. HUcropusi co3maHus (pabora c HAomamree
MEAYHAPOIHOTO oubimorpaguuec MPaKTUYECKOE
cramiapra 1SO KHM MaTepuaaM, 3aganue 1 TK-5, TIK-7,
15489-1:2001 «Information 16 TOCTamn). 3auer I1K-18
and  documentation  — CaMOCTOSITeJ'ILHO? Kontponbhas
Records management u3ydeHue yueonoi pabora
Y Hay4HOU Htoroselii TECT 1O
JUTEPATypBI. Kypcy
Cocrasienue
TaOIHII.
KontponbHas
pabora.
Pemenue Tecta
ITouck mormoanu-
TEIbHON
“HPOPMAIIUH T10
3a/1aHHOM TeMe Tecr 2
(pabota c JlomMariHee
2.2 2. PaBora Han pyceKoii oubnnorpaguuec MPaKTUYECKOe
Bepcueit crangapra HMCO 16 KHMFI\(/I)aé?::Aa:II)aMH’ 3a§2€:2§ ! [K-5, TIK-7,
;gisieHTaMHsynpaBﬂeHHe CamocTosiTenpHOe KonTponpuas [IK-18
u3ydyeHue yueOHoH pabota
Y Hay4yHOH jutepa-| UToroselii TeCT mo
TYpBHI. KypCy
Cocrasienne
Ta0HII.
Kontponbhas
pabora.
Pemenue tecra
[Touck nomnonuu-
TEJIbHON
UHPOPMALIUH T10
3a/1aHHOM TeMe Tecr 2
(pabota c JomamHee
2.3 3. ICO 15489 B prty oubnmorpaguuec MPaKTUYECKOE
KAM MaTepuaiaMu, 3aganue 1
IPYTUX  MEXIYHapOIHBIX 18 TOCTawn). 3auer [IK-5, TIK-7,
CTanIapTon 1o CaMocTosiTenbHOe KonTponbuas [K-18
YIPaBJICHUIO IOKYMEHTAMH HayueHMe yueOHOM pabota
W HAyYHOU Wrorosslit TECT 1O
JIUTEPATYPHI. Kypcy
Cocrasienne
TaOHII.
Kontponbnas
pabora.




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

TEJLHON Tect 2
24 4, TToHATHIAHBIN HHPOPMALIUH T10 JloMariHee
ammapar cranaapra ['OCT 3aJaH-HOU TeMe MPaKTUYECKOe
P HCO  15489-1-2007 (pabota c 3amanue 1
MK-5, TIK-7,
«YnpasieHue 1721 | 16 | oubmmorpaduuec 3ager K-18
JIOKyMEHTaMHU. Oo6urme kuM Matepuangamu,| KoHTposipHas
TpeOOBaHUs» U POCCUHCKAs TI'OCTamn). pabora
TEPMHUHOJIOTHYECKas 0a3a CamocTositensHoe | UToroBerit Tect mo
U3y4yeHHue yueOHoi Kypcy
1 HAyYHO JINTEpa-
TYPBL.
CocraBienue
grlehiiig
KonTponpuas
pabora.
HWroro no pazneny 121 | 66
3. PA3IEJ 3. Ob6mas
XapaKTepUCTHKA  COJAEPKAHHS
TOCT P UCO 15489-1-2007 u
T'OCT P MCO 30300-2015
Pemenue tecra
[ouck
JIOTIOJTHUTENBHOM
UHPOPMALIUH T10
3aJIJaHHOH TeMe Tecr 3
31 1 OCHOBHbBIC (pabora c JlomamrHee
monomesms TOCT P HCO s wareponn| e 2
15489-1-2007 121 9 I'OCTawmn). 3auer TIK=S, TIK-7,
«YnpasieHue I1K-18
CaMocTosiTenpHOe KonTponpuas
JIOKYMECHTaMH. Oomue o
TpeGoBaHmD U3y4YeHHE yquGHon pa69Ta
1 Hay9HOU HWToroBeIii TECT 1o
JUTEPATYPBHI. Kypcy
Cocrasienne
TaOHII.
Kontponbnas
pabora.




Pemenue tecta
ITouck goroaHu-
TENBHOM
nH(opManuy 1o

32 2 OCHOBHELC 3a1aHHON TEME Tect 3
nonoxers TOCT P ICO (padora ¢ HAomarizee
30300-2015 «CUBHL. oubimorpaguuec HpaKTquc;oe
KM MaTepuaiaMu, 3a/1aHue
WNudopmarus "u I1K-5, IIK-7,
nokymenranusa.  CucTembl 8,7 TOCTam). 3aucr I1K-18
CaMocCTOsATENBHOE KonrponbHas
yIpaBJicHHUs JOKYMEHTAMHU. o
H3yueHHe yueOHOu pabora
OCHOBHBIE IIOJIOKEHUS M N N
cloBapHY Y HayIHOU WTOroBbIi TECT 110
JUTEPATYPHI. KypCy
CocraBnenue
TabIMII,
KontponbHas
pabora.
Hroro no pazpeny 121 | 17,7
Hroro 3a cemectp 2/41 | 99,7 3a4éT
HToro no gucLuIninHe 2/41 | 99,7 3a4eT TIK-5,1TK-

7,I1K-18




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Hcnone3ytorcss pasiauuHble oOpas3oBareibHble U WH(OPMALMOHHBIE TEXHOJIOTMH B
nporecce OpraHu3anuu y4eOHO-TI03HABATENbHO, Hay4HO-UCCIIEI0BATEIbCKON,
YaCTUYHO-TTIOMCKOBOM, PEMTPOTYKTUBHOM, TBOPUECKOU AESATEIIBHOCTH CTYEHTOB.

OOyueHue HauMHAETCA C TNPUMEHEHHUS TEXHOJOTHH IIeJIeTOaranus, B YaCTHOCTH,
BO3MOKHOCTh TPYIOYCTPOMCTBA HE TOJBKO B TOCYJApPCTBEHHBIX, HO U HErOCyJapCTBEHHBIX
OpraHu3alusaX, 4YTo TpeOyeT CrOoCOOHOCTH 00eceynBaTh JOKYMEHTHPOBAHHUE BCEX IPOIIECCOB
JESTENIbHOCTH OpraHM3alliil U YIpaBJICHHE BCEM [OKYMEHTaJIbHBIM (OHIOM MpHU J1I0OOM
JTOKyMEHTOOOOopoTe (OyMaxKHBIH, JJIEKTPOHHBIN, CMEIIAHHBINH), OPraHU30BHIBATH CHCTEMBI
YIPaBJICHUS JOKYMEHTAMHU 110 MEXAYHAPOIHBIM CTaHIAPTaM.

[Tockonbky manHas npodeccruoHanbHas 3a7ada CIeHaTuCcTaMi Ha MECTax peIIaeTcs ¢
MIOMOILIBI0 TTOMCKOBOI'O M HAy4YHO-UCCJENOBATEIBCKOrO METO/Aa, TO JAaHHAas TEXHOJOIUs
UCTIONB3YeTCST W sl OOy4eHHUsS CTYIEHTOB: MOJb3yACh HOPMATUBOM, OOYYArOIIUMCS HYKHO
ONpPEETUTh MOPSAOK JEHCTBUUA MO €ro UCIOIHEHHUIO. [IonckoBOM METOn OCYIIECTBISIETCS C
npuMeHeHneM cetu MutepHer B mnpaBoBbiX mnopranax «KoncynbranTt I[Dmrocy, «Il'apanTy,
oduIanbHbIM caiiTom denepanbHOi Cly:KO0bl TOCYAapCTBEHHOM CTAaTUCTHKU U Ap. TexHonorus
IIPOEKTOB SBJIIETCS. OCHOBHOM TEXHOJIOTMEN, OpPraHU3yIoIIEed CaMOCTOATEIbHYIO NEATEIbHOCTh
CTYIEHTOB. Pe3ynbpTaTbl CBOMX MOHWCKOB CTYAEHTHI O(opmisaioT B Buae Tabmuisl «Mogenb
ouenku TpeboBanmii [OCT P MCO 15489», xotopasi CKiIaapIBaeTCsl W3 BBIOIHEHUS psla
JOMAIITHUX TBOPYECKUX 3aJlaHUM, KOTOpbIE MPEJICTaBISAIOTCS B HHTEPAKTUBHOW (opme —
IBpUCTHUECKAs Oecepl (3alIuTa), OpraHu30BaHHAs IMIPETIOIaBaTeNIeM: BCE MaTepHalibl aHAIN3a
MEXIYHAPOJHBIX CTAH/IAPTOB O0CYKIAIOTCS.

PedeparuBHas pabora mo3Bossier 6osee yriyoJaeHHO U3YIHTh MPOOJIeMyY UCCIICIOBAHMSI,
pacuiupuTh NMOHMMaHHWE U O0JIACTh CBOMX 3HaHUK. DTO (hopMa CaMOCTOATEIBHOW padoTHI,
(dbopMupyrolas HaBBIKK K CAMOCTOSITEIbHOMY TIOUCKY HOBBIX 3HAHUM U M3JI0’KEHUE MaTepuaa ¢
OTIOPOi Ha MEPBOMCTOYHMK BKJIIOUAET B ceOsl peepupoBaHUs MOHOTpaduil U cTaTeil B HAyYHbBIX
U Hay4dyHO-TIPAKTUYECKUX >KypHajaX, COCTaBleHHE 0030poB. [lyis KOHTpOJs penpoayKTHUBHOMN
JEeSATENIbHOCTH  CTYJIEHTOB  HCIIOJIB3YeTCs  TecTUpoBaHME. TexHoyiorned MOHUTOpPHHIA
pe3yabTaToOB 00pa30BaTENIbHON 1EATEILHOCTH B LIEJIOM SIBJISIETCS 3aUeT.

NHupopmaninoHHO-KOMMYHHKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH 3aKJIIOYAIOTCS B
NPUMEHEHUH CIEeHUAIN3UPOBAHHBIX MPOrPaMMHBIX Cpel UM TEXHMYECKHX CpEACTB paboThl C
uHpopmanuert. MHPpopMalMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOTHH (JIEKIUSA-BU3yaIU3alus —
U3JI0KEHUE  COJIEpXKaHMUA  CONPOBOXKJAAETCS  IMpe3eHTauuedl  (JeMOHCTpanued  y4eOHbIX
MaTepuaioB, WIUTFOCTPATUBHBIX, TPAPUUECKUX).

[IpakTuyeckoe 3aHsATHE B (opMe TMpe3eHTAU — MPEICTABICHUE pe3yJIbTaTOB
MIPOEKTHOM MJIM HCCIEA0BATENbCKON NESTEIBHOCTH C MCIOJIB30BAaHUEM CIEIMATU3UPOBAHHBIX
IIPOrPaMMHBIX CpEZ.

Jist orieHkH OpT(OTNO TPUMEHSAETCS PEUTHHTOBAsI TEXHOJIOTHS OIICHKH 3HAHUH.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4aroImMXcst
[Ipencrasneno B mpuioxxkenuu 1.

7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBneHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas1 IMTEpPaTypa:



Mopeynos, A. ®@. WVHbOpMaIMOHHBIE TEXHOJOTMM B MEHEIKMEHTE .| YYEOHUK JIst
akageMuieckoro OakamaBpuata/ A. d. MoprynoB. — Mocksa : U3narensctBo FOpaidT,
2019. — 266 c. — (Bwicmiee o6pazoBanue). — ISBN 978-5-534-00337-6. — Tekcr
anektponHbiii / DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/433614 (mata
obpamienus: 16.08.2020).

Bomuens, JI. M. Pucku npeAnpuHUMATENIbCKOM JIEITEIHOCTH © yueOHoe mocooue / JI. M.
Boruens, B. B. Bukynuna ; MI'TY. - Maruutoropck : MI'TVY, 2018. - 1 snexkTpoH. onr.
JINCK (CD-ROM). - 3ari. c THUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/
1/1514343/3525.pdf&view=true (marta obparenus: 24.08.2020). - MakpooObekT. - Tekcr
: anexkTpoHHbIN. - ISBN 978-5-9967-1130-7. - Cenenus noctymnusl Takke Ha CD-ROM.

. CucremMa MeHeDKMEHTA KauecTBa Ha MPOMBIIIICHHOM MpeanpuaTuu : yuebnoe nocodbue / 4. C.

Jlumapes, U. FO. Mesun, E. I'. Kacamxuna u np.; MI'TVY. - [2-e u3a.]. - Maraurtoropck : MI'TY,
2017. - 1 onektpon. onrt. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/1137016
/65.pdf&view=true (mata obpamenus: 24.08.2020). - MakpooOBeKT. - TEKCT : 3JIEKTPOHHBIM. -
Ceenenus noctymnHsl Takke Ha CD-ROM.

0) JlonmosiHuTebHAS JIUTEPATYpA:

Anopeesa, C. JI. JIOKyMEHTHPOBaHHE JCSITEIBHOCTH HETOCYIAPCTBCHHBIX OpTraHU3aInii :
yaebHo-MeToamueckoe mocodue / C. JI. AanpeeBa ; MI'TY. - Maraurtoropck : MI'TVY, 2018. - 1
anmektpon. ont. guck (CD-ROM). - 3Barm. ¢ turynm.  okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mara oOpamenus: 24.08.2020). - MakpooObekT. - Tekcr
anekTpoHHEIH. - ISBN 978-5-9967-1157-4. - Cenenus noctynssl Takke Ha CD-ROM.

Amupos, A.P. JlokyMeHTaIlMOHHOE 00ECIIEUCHUE YITPABICHHUS B OpraHu3alusX : yueoHoe nocodue
/ A.P. Amupos, B.I. Muxaitnos. — Ya : BI'TIY umenn M. Axkmysuier, 2009. — 176 ¢. — ISBN

978-5-87978-513-5. — TekcT : 37meKTpOHHBIN // DneKTpoHHO-0nOnroTedynas cucrema «JlaHpy :
[caiit]. — URL: https://e.lanbook.com/book/42213 (nmata oOpamenus: 21.08.2020). — Pexum
JoCTyTa: ISt aBTOPH3. HOJIb30BaTENeH.

https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

bapamsun, C.B. OpraHu3allMOHHO-METOIMYCCKUNA MEXaHH3M OCBOCHHS MPEANPUATUSIMH U
opranuzanusaMu TpeboBanuii crangapToB MCO cepun 9000 : monorpadus / C.B. bapamzun. —
Mocksa : PTA, 2013. — 108 c¢. — ISBN 978-5-9590-0409-5. — TekcT : 31eKTpOHHBIH //
DNEeKTPOHHO-OUOIMOTeUHAs cucremMa «Jlanpy : [caitT]. — URL.:
https://e.lanbook.com/book/74260 (mara obpamenms: 21.08.2020). — Pexum mgocrtyma: s
aBTOpHM3. TIosTb30BaTenei. https://e.lanbook.com/reader/book/74260/?previewAccess=1#1

4, Baiickpobosa, E. C. Cucrema MenemkMenTa kauectsa mo MCO cepum 9000 : yueOHOE
nocobue / E. C. Baiickpo6osa, H. 1. bapeiaukosa ; MI'TY. - Marautoropck : MI'TY, 2015. -1
anektpoH. onrt. jguck (CD-ROM). -  3Barn. ¢ turyn. okpana. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042/
6.pdf&view=true (mara obpamenus: 27.03.2020). - MakpooOsekT. - TEKCT : DIEKTPOHHBIH. -
Ceenenus noctynsl Takke Ha CD-ROM.

5. I[3eoux, B.A. Pa3paboTka CHCTEM MCEHEIDKMEHTAa KadecTBa B COOTBETCTBUU C
MexxayHapoHbM ctannaptoM 1SO 9001:2015 : yuebnoe mocodue / B.A. [zenuk. — Bonrorpan :
Bonrorpaackuit 'AY, 2017. — 132 c. — TekcT : 3eKTpOHHBIN // DIIEKTPOHHO-OMOIMOTEUHAS
cucrema «Jlamp» : [caiir]. — URL: https://e.lanbook.com/book/100848 (mara oGparieHus:
21.08.2020). — Pexum JIOCTyTa: 10 aBTOpU3. I0JIb30BaTENEH.
https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

B) MeTonuyeckue ykazaHus:


https://urait.ru/bcode/433614
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3525.pdf&show=dcatalogues/1/1514343/3525.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/1137016/65.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=65.pdf&show=dcatalogues/1/1137016/65.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://e.lanbook.com/book/42213
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6
https://e.lanbook.com/reader/book/74260/?previewAccess=1#1
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042/6.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=6.pdf&show=dcatalogues/1/1124042/6.pdf&view=true
https://e.lanbook.com/book/100848
https://e.lanbook.com/reader/book/100848/?previewAccess=1#1

CamocrosiTenbHas pabdoTa CTYyIEHTOB By3a: mpakTukyMm /coctaButenu:T.I'.Heperuwna,
H.P.VYpazaeBa, E.M.PazymoBa, T.®.OpexoBa; MarHuToropCKUuUroc.TEXHUYECKUNH  yH-T
nMm.I".M.Hocosa. -Maruuroropck: MI'TY nM.I".1. Hocoaa, 20109.
-1CD-ROM.-3arn.ctutyn.nkpana.-URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara oopamenwus: 28.08.2020). -MakpooO6beKT - TeKCT: 3JEKTPOHHBII.
- Cenenus noctymnsbl Takxke Ha CD-ROM.

Metoauyeckue yka3aHUS IO BBIIOJHEHUIO WHIMBUAYAIbHBIX JOMAIIHUX 3aJaHHM
npecranieHsl B [Ipunoxxenun 1



https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true

r) [Iporpammuoe obecneuenue u UHTepHeT-pecypcebl:

IIporpammHoe o0ecnieuenmne

Haumenosanue I10 Ne torosopa Cpok neiicTBuS IULEH3UU
MS Windows 7
Professional (st N-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (st J-757-17 ot 27.06.2017 27.07.2018
KJ1aCCOB)
MS Office 2007 |, 135 o1 17.09.2007 Gecepouo
Professional
FAR Manager cBOOOHO pacmpocTpaHsieMoe OeccpouHO
7Zip CBOOOIHO PACHPOCTPAHICMOE OeCCpPOUHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHGOPMAIMOHHDBIE CIPABOYHbIE CUCTEMbI

HasBanue pecypca CchbllIKa
HNudopmarmonnas cucreMa - EnrHoe okHO JocTyma K

http://window.edu.ru/

WH(POPMAITMOHHBIM pecypcaM
https://www.rsl.ru/ru/4readers/catalogues/

Poccwuiickas ['ocynapcTBennas oubnanoreka. Karamoru

ouo MI'T ...
ICKTPOHHEIE PeCypCh GrOmOTeKH Y M http://magtu.ru:8085/marcweb2/Default.asp

Hocosa

Poccuiickas ['ocynapctBennas 6ubnnoreka. Karamorn  [https://www.rsl.ru/ru/4readers/catalogues/

DnextponHast 6a3a mepuoauueckux u3manuii East View |https://dlib.eastview.com/
Information Services, OO0 «MIBUC»

9 MaTtepHaJbHO-TEXHHYECKOE o0ecTeyeHne TUCIUTILIHHBI (MOLYJIs1)

MaTepI/IaJ'ILHO-TeXHI/ILIGCKOG o0OecrieueHue JUCIHUIIIIMHBI BKJIIFOYACT:


http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://www.rsl.ru/ru/4readers/catalogues/
https://dlib.eastview.com/

VYdeOHble ayIUTOPUH ISl TIPOBEICHUS TUCTAHIIMOHHBIX 3aHSATHUN JICKIIMOHHOTO THUIIA!
CTOJI KOMITBIOTEPHBIH, CTOJ MUCHMEHHBIN, CTYN O(UCHBIN, TOKYMEHT-KaMmepa EpPsSon, nctoununk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIbHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapaHuTypa (MUKpodOH C MIyMOINOAaBICHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2.

Y4eOHble ayAWTOpHH IS TPOBEACHHS TPAKTUYECKUX 3aHSATUH, TPYNIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAIMH, TEKYIIETO KOHTPOJIS M MPOMEKYTOYHOM aTTECTAIlMU: CTOJ
KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIA, CTYJI OQHUCHBIH, JTOKyMEHT-Kamepa EpSon, wmcrouyHuk
6ecniepedoiinoro nuranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIbHBIN
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MHUKpO(OH ¢ IIyMOmoaBieHreM), 3kpad HacteHHbIH Digis Optimal-C MW
DSOC-11032*2.

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

[lomemenne Ui XpaHeHUS W OPOPHIAKTUYECKOTO OOCIY)KMBaHHUS  y4eOHOTO
000pYIOBaHUS: CTEIUIAXKH JUISI XPAaHEHHS YUCOHO-HATIISAHBIX TOCOOUH U Y4eOHO-METOINIECKOM
JOKYMEHTAIUH.



IIpuioxkenuel

YueOHO-MeToanYecKoe of0ecmeueHue CaMOCTOATEJAbHONH PadoThI
0O0yUaroImuxca

MpakTuyeckoe 3apaHue Ne 1

no aucumnanHe «MexayHapoaHble CTaHA4aPTbl yNpaBaeHUs
AOKYMEHTaMMU»

1. CocTaBUTb TEPMMUHONOTMYECKUIA CNOBAPUK B BUAE Tabnupl, N0/b3yACh
FOCTamu, yKasaHHbIMU B NepeyHe.

MemoduuecKkue pekomeHoayuu

B ctonbey, N2 1 BHOCATCS TEPMUHbBI, KOTOPblE BXOAAT B TEPMUHONOTNYECKME
CNMCcKKM Tonbko ctaHgapTos NCO (FTOCT P UCO 15489-1-2007 u FOCT P UCO
30300-2015). B poccuitcknx tepmuHonormyeckmnx MOCTax (TOCT P 51141-98 u
FOCT P 7.0.8-2013) HeobxoamMmo HanTh cooTBeTcTBYOWMN MCO TEPMUH, ecnu OH
OTCYTCTBYET, TO B HYKHYIO rpady Tabanubl BNINCbIBAETCA CIOBO KOTCYTCTBYETY.
MNocne Tabanubl B BUAE TEKCTA HEOBXOAMMO CAeNnaTb BbIBOAblI O COOTHOLIEHMMN
COCTaBa TEPMUHOB N UX TOTKOBAHMUSAX.

®dopma mabauysl K 3a0aHuUr0 1

ConocTaBUTENbHbIN aHaNU3 TEPMUHOB U Oﬂpe,ﬂ,eﬂeHMI‘/’l

TepmuHbl rOCT P 51141-98 roct P Uco roct P 7.0.8-2013 roct P uUco
15489-1-2007 30300-2015
1 2 3 4 5

2. Nonb3yacb TpebosaHmamm n.5 TOCT P NCO 15489 no naeHTndmnKaumm
HOPMATUBHOM Cpeabl, COCTaBUTb NepeyeHb HOPMATUBHbIX NPABOBbIX aKTOB A4/1A
oAHoOM (Ha BbI6OP) opraHM3aumm (CM. CMUCOK HUMKE).

MemoouyecKue peKkomeHOayuu




pynnunpoBKy akToB, 3agaHHyto TOCT P MCO 15478, chenyeT COXpaHATb
obszatenbHo! na noarotoBkM HopmaTMBHOM Ha3bl onmpanTech Ha H6asy
CNpPaBOYHbIX NPaBoOBbIXx cuctem KoHcynbTaHTlAOC, MapaHT, KogeKc; no sugam
AeATeNIbHOCTM MOXKHO N0/1b30BaTbCA CrIPasoYyHoU uHgpopmayuel "Cpoku
XpaHeHuUAa 00KymeHmos opzaHu3dayul” lNopmana «KoHcynemaHmliatoc»

[neKkTpoHHbIN pecypc]. — Pexkum goctyna:
http://www.consultant.ru/document/cons doc LAW 121777/

Cnuncok opraHusauminl

1.3A0 «PoTop» (HerocyaapcTBeHHan opraHM3aumnsa, OCHOBHOM BUA,
3KOHOMWYECKOM AeATeNbHOCTU — PEMOHT MawuH 1 06opyaoBaHUA; MeCTo
pernctpaumm — r. YHensbuHck);

2.000 «Xonmc» (HerocyaapcTBeHHaA opraHM3aLmsa, OCHOBHOM BUA
3KOHOMMYECKOM AeATeNbHOCTU — YacTHaA AeTeKTUBHAA MU OXPaHHas
AEeATEeNbHOCTb; MeCTo peructpaummn —r. Yda Pecnybi1mkm bawKkopTocTaH);

3.AHO «BeTep cTpaHcTBUIAY (HErocyaapCcTBEHHAA OpraHM3aLmsa, OCHOBHOM
BMA, SKOHOMUYECKOM AeATeNbHOCTU — TypUCTMYECKAA AeATENbHOCTb; MECTO
pernctpaumm — r. CaHkTt-lMeTtepbypr);

4. NN «NBaHoB UN.U.» (OCHOBHOM BMA, SKOHOMUYECKOMN AEATENbHOCTU —
[eaTenbHOCTb NpeanpUATMA 06LWECTBEHHOIO NUTAaHUA MO 0O6CNYKUBAHUIO
TOPXKECTBEHHbIX MEPOMNPUATUIN U NPOYNUM BUAAM OPraHM3auMn NUTAHNA; MECTO
perncrpaumm — r. MarHMToropck).

MpumeyaHue: Ha3gaHue u XapakmepucmuKU 8cex YKa3aHHbIX op2aHu3ayuli
YC/108HbI.

J/lumepamypa

1. I'OCT P 51141-98. TocymapctBeHHblli cTanmapt Poccuiickoit
depnepanuu. Jenonpon3BoICTBO U ApXUBHOE Je10. TepMuHbI U onpeaesieHus. (yTB.
[ToctanoBnennem ['occranmapra Poccum ot 27.02.1998 N 28). [DneKTpoHHBIM

pecypc]. Pexum JoCTymna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW:n=135550

1 I'Ipmmeanme: HasBaHue u XapPaKTEPUCTUKKN BCEX YKA3AHHbIX OpFaHM3aLLMﬁ YC/NOBHbI.


http://www.consultant.ru/document/cons_doc_LAW_121777/
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550

2. ['OCT P 7.0.8-2013 Cuctema ctanaapTOB 10 HH(POPMAIIH,
OUOIMOTEYHOMY U M3/1aTeIbCKOMY Jeny. J(eIonpon3BoACTBO U apXUBHOE JIENO.

Tepmunbl 1 onpeneneHus [neKTpoHHBIN pecypc]. Pexxum nocrtymna:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013

3. ['OCT P UCO 15489-1-2007. HaumoHnanbHblii cTanaapt Poccuiickoi
®eneparnu. Cuctema cTapaapToB 1Mo HHGOpManuu, OUOIMOTEUHOMY H
U31aTeIbCKOMY Jeiy. YIpaBiieHHe JaokymMeHTamu. OOmme TpeOoBaHus (yTB.
[Tpuxazom Pocrexperynmuposanus ot 12.03.2007 N 28-ct) [DnekTpoHHBII pecypc].
Pexunm nocryma: http://base.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=L AW;n=135548

4, ['OCT P UCO 30300-2015 Cucrtema crangapToB 1Mo HH(OpMaIUH,
OubIMoTeuHOMY U u3zaTeabckoMy neny. Muadopmarus u nokymenTarus. CucteMsl
yrpaBieHus: JTokymeHTaMu. OCHOBHBIE TOJIOXKEHUST U cioBapb (yTB. [lpuxazom
PoctexperynupoBanus ot 09.12.2015 Ne 2123-cT) [DnexTponnsiii pecypc] // I'YII

Cranmgaptuadopm. — Pexum JIOCTyIA:
http://protect.gost.ru/document.aspx?control=7&id=202553
S. Jlapun, M.B. YpaBiieHre TOKyMEHTaMU Ha OCHOBE MEXIyHApPOIHOIO

crangapta UCO 15489-2001: meton. nmocodue / M.B. Jlapun, O.U. Prickos;
BHUMIOA. M., 2005, C.5-20.

Hnmepuem-pecypcul
1. Koncynsrantllmoc. — Pexxum goctyna: http://www.consultant.ru/
2 .ndopmanrionHo-nipaBoBoit  moptan  «[apant.py». — Pexum
nocrtyna: http://www.garant.ru/

3. Uudopmanmonno-npaBosas cucrema «Koaekcy. — Pexxum nocrtymna:
http://www.kodeks.ru/

MpakTuyeckoe 3agaHue Ne 2

no gucuunanHe « MexKayHapoaHbie CTaHAaPTbl NO YNPaBAEHUIO
AOKYMEHTaMMU»

1. Nonb3yAacb NpegnaraeMblMn UCTOMHMKAMM, COCTaBUTb B BUAE TabAMLbI
mooesb oyeHKU mpebosaHuli FOCT P UCO 15489 no cobnodeHuro npuHyuUnos
noaumukKu 8 obsiacmu ynpasseHus 00KyMeHmamu.

B nepBbI cTonbel, BHOCUTCA UMTaTa U3 TEKCTA YKa3aHHOrO CTaHAapTa, rae
oroBapuBaeTcs Ha3BaHHbIN B cTtonbue N2 2 npuHuun. LintaTta AonKHa
CONPOBOXKAATbCA TOYHOM CCbI/IKOW.

B TpeTtuii ctonbel, BHOCATCA NOKasaTenu (Ha3BaHMA AOKYMEHTOB 1/unu
3anucei o NPou3BeaEeHHbIX 4ENCTBUAX), MO KOTOPbIM MOXHO CYUTb, YTO AaHHbIN
NPUHLUKMN cobntoaaeTca B XoAe ynpaBneHna gokymeHTamu. CheayeT npoaymaTthb U


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

noaobpaTtb Kak MOXHO 6o/bluee KOIMYECTBO BO3MOMKHbIX 4OKA3aTENbCTB,
CBUAETENbCTB COBNOAEHMA KAXKA0ro npuHumMna. K nokasatenam cnegyet
OTHOCWUTb OTBETCTBEHHOCTb A0/IKHOCTHbIX 1ML, MO COBMOAEHUIO KAXKA0TO
NPUHLUMNA U OCHOBHbIe pe3ynbtaTtbl CY/.

Bropoi ctonbeu, Tabamubl He 3aN0NHAETCA N He AO0NONHAETCA.
dopma Tabnmupl 1
Moodenb oyeHKku coomsemcmeusa mpebosaHuam FOCT P UCO 15489-1-2007

no cobaroeHuo NnpuHYyUnos rnosumuku 8 obnacmu yripaesneHuAa

0oKymeHmMamu
MonoxeHue craHgapta FOCT P MpuvHumn MNokasatenu
MCO 15489
cobnoaeHuns
(nyHKT N2 1 HasBaHuMe)
npuHuMna
1 2 3

MpUHLMN SKOHOMWUYECKOW
LenecoobpasHocTu

MpuHUKMN yyeTa
OpraHU3aLMoOHHOM cpeapl

MpMHLMN COOTBETCTBUA
HOpMaTMBHOM cpeae

MpUHLMN COOTBETCTBUA A/10BOM
AesATeIbHOCTU

2. Onupascb Ha TpeboBaHuA ctaHgapTa FOCT P UCO 15489, pa3spaboTaTthb
mMoOesib OYeHKU Kaxool xapakmepucmuku CY/].

[aHHble cneayeT 3aHECTU B Tabaumuy.

B nepsbin cTonbew, BHOCUTCA UMTATa U3 TEKCTA YKA3aHHOIO CTaHA4apTa, rae
oroBapuBaeTca Ha3BaHHaA B cTonbue Ne 2 xapakTepuctuka CY/. Liutata gonKHa
COMPOBOXAATbCA TOYHOM CCbIZIKOWN.

BTopoi ctonbeu, Tabnmubl He 3aN0ONAHAETCA U He AONOIHAETCA.

B TpeTtuii ctonbel, BHOCATCA NOKasaTenu (Ha3BaHMA AOKYMEHTOB U/unu
3anuceit o NponsBeAeHHbIX AENCTBUAX, MEPEYNC/IEHNE OCHOBHbIX Pe3y/1bTaToBs),
MO KOTOPbIM MOXHO cyauTb, YyTo CY/] aocturna Tpebyembix XapaKTEPUCTUK.




B KayecTBe BCmomoraTeibHOro MCTOYHWMKA A4 3anoaHeHua ctonbua Ne 3
nyyuwe mcnonbsosaTtb OCT P UCO 22310-2009 n TOCT P NCO 30300-2015.

dopma Tabnunupl 2

Moodenb oyeHKku coomeemcmeaus mpebosaHuam FOCT P UCO 15489-1-2007

no coomeemcmautro CY/L mpebosaHuam cmaHoapma

MonoxeHue craHgapta FOCT P
MCO 15489 (nyHKT N2 u
Ha3BaHue)

XapakTtepuctukum CY/

lNokasaTenu cooTBeTCTBMA
Tpe6o BaHUNAM CTaHOapTa

1 2 3

HagexxHoctb CY/[

LenoctHocTb CY/[],

CootsetctBue CY/

KomnaekcHoctb CY/L

CucrtemHoctb CY/,

Hcmounuxu u numepamypa

1. TOCT P HCO 15489-1-2007. HauwmonanwHbli cTaHgapt Poccuiickoit

®enepanuu. Cucrema cTaHmapToB Mo uHPOpMaAMU, OUOIMOTECUHOMY H
U3aTeNIbCKOMY Jiey. YTpaBieHue fokymentamu. Ooimue TpedoBanus (yTB.
[Tpuxazom PocrexperymupoBanus ot 12.03.2007 N 28-ct) [DneKTpOHHBIHI
pecypcl]. Pexum IOCTyTaA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

. TOCT P UCO 22310-2009. Uudopmarust 1 moxymeHTarusi. PykoBocTBo
JUIsT  pa3pa0OTYMKOB CTaHJAPTOB, YCTAHABIMBAIONIMX TpeOOBaHUA K
ymnpaenenuto  jgokymentamu  (ISO  22310:2006, Information  and
documentation —Guidelines for standards drafters for stating records
management requirements in standards. -M.: Cranmaptuadopm, 2010.
[DneKkTpOoHHBIN pecypcl]. Pexum JIOCTyMa:
http://files.stroyinf.ru/Datal/58/58314/#i132385

. TOCT P UCO 23081-1-2006. Undopmarusa u moxymentarus. [Ipormecco
yOpaBieHUsl JOKyMeHTaMHu. MeTagaHHble sl AoKymeHTOB. Yacte 1.
[Mpuamuner (ISO 23081-1:2006, Information and documentation - Records
management processes - Metadata for records - Part 1: Principles).-M. :

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



http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548
http://files.stroyinf.ru/Data1/58/58314/#i132385
http://www.norm-load.ru/SNiP/Data1/54/54932/index.htm

4. TOCT P HCO 30300-2015 Cucrema cranmapToB 1o uHMOpMAIIH,
OubnuoTeuHoMy W u3gaTesnbckomy aeny. Mudopmanus v gokymeHTaIusl.
Cucrembl ynpaBieHus JokymMeHTamMu. OCHOBHBIE TOJIOKEHHS U CJIOBaph
(ytB. Ilpukazom PocrtexperymupoBanus ot 09.12.2015 Ne 2123-cr)

[QnekTponnblii pecype] // ®I'VII Crangaptundopm. — Pexum noctyma:
http://protect.gost.ru/document.aspx?control=7&id=202553

5. KopueeB U.K. Ympasnenue moxkymeHtamu : ydeOHUK aiis By30B /IlmieHko
A.B., Ma-mypueB B.A. - UHD®PA-M, 2009. -299 c.
6. Jlapun, M.B. VYmpapieHue n0OKyMEHTaMH Ha OCHOBE MEXIYHAPOIHOTO

crangapta MCO 15489-2001: metox. mocodue / M.B. Jlapun, O.W. Prickos;
BHUMIOA. M., 2005, C.5-20.

MpomexxyTouHbIN TecT No 1

no gucumnanHe «MexxayHapoaHble CTaHAAPTbl yNpaBAeHUA LOKYMEHTAMMN»

1.MpumeHeHUe mexAyHAPOAHbIX CTAaHAAPTOB B OTE4EeCTBEHHOM
AenonpousBoAcTsBe Havyanoch ...

1. B xonue XIX B.
2. B Hayase XX B.
3. B koHIe XX B.
4. B mavane XXI B.
2.Korpa 6bina co3gaHa MexagyHapoaHaa opraHu3sauusa no CTaHAapPTU3aLmm

(International Organization for Standardizations)?

1. B 2001r.
2. B 1986 .
3. B 1947r.
4. B 2007 .

3.bykBbl «MCO (ISO)» Ha mexAayHapoAHbIX CTaHAApPTax 0603HayvaloT:

1. CoKpalleHHOe Ha3BaHMe MeXKAYyHapoAHOW OpraHn3aLmnm
(International Organization for Standardizations)

2. lpeyeckunit KopeHb “iso” 0603HaYaeT «pPaBHbINY,
«COOTBETCTBYHOLLMNY;
3. Mpynny cTaHAAPTOB, NOCBALWEHHbIX YNPaBAEHUIO AOKYMEHTaMU U

apxXxmnBamu,


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

4.

MpuHagneHocTb MeXKayHapoaHOW opraHn3aummn no

cTaHgapTtm3aumm K OOH.

4.B nocnegHue asa gecatunetua pabora ¢ LoKymeHTamu B Poccum usmeHunacb

noa sBavaHuem asyx ¢pakropos. HasoBure ux.

1.
2.
3.

4.

['moGanm3arust SKOHOMUKH.

N3meHeHune o01ecCTBEHHOTO CTPOSI.

[loBcemecTHOE ~ BHEApPEHHWE  KOMIBIOTEPHBIX  HMH(POPMALMOHHBIX
TexHosiorun u MurepHera.

Braeapenue MexxayHapOIHbIX CTaHAAPTOB.

5.410 cnocob6cTBOBANO aKTUBU3AL MU MEXKAYHAPOAHOM CTaHAAPTU3ALUMU U

ceptuduKaumum B 06nactm ynpasneHua AOKyMmeHTamn?

1.
2.
3.

4.

BHenpeHue 351eKTpOHHOTO JOKYMEHTO000pOTA.

CrangapTu3anys MEHEI)KMEHTA.

VYBenuueHne KoJIM4ecTBa SKCIEPTOB, YHACTBYIOIIUX B pa3paboTke
CTaHAapTOB.

W3meHeHus B 3aKOHOIaTEIbCTBE.

6.Hauanom ME)KAyHapOAHOﬁ CTaHAapTU3auuUnN NPUHATO CYUTATD...

1.

2.

3.

4.

1875 r., korga ObLI0 yupexaeHo MexayHapoaHoe 0I0po Mep U BECOB U
npuHsATa MexayHapo/iHas METpu4ecKas KOHBEHIIHS;

1893 r. , korga Obuta 0OpazoBana I'naBHas [Tanata Mep 1 BECOB BO TIJIaBe €
.. MeHpeneeBbIM;

1918 rony, xorna 6wt npussT Jlekper CoBeta Hapoausix Komuccapos
«O BBEIEHUU MEXAYHAPOIHON CUCTEMBI MEP U BECOBY;

1947 1., xorma Hawana pabotaTh MexayHapoaHasi OpraHu3aIus
CTaHIapTU3ALUH.

7.Ha3oBuTe TpU MmexKAyHapoAHble OpraHusaumm No CTaHA4apPTU3aLUMN.

1.
2.
3.
4,

MexayHapoaHasi SJIEKTPOTEXHUUECKAsi KOMUCCHS;
MexayHapoaHasi OpraHud3anus CTaHAapTU3AIUY;
Mexaynapoansiii Coro3 DIeKTpOCBSI3H;
EBponeinicknii HHCTUTYT CTaHAAPTOB 3JIEKTPOCBS3H.

8.B uem cneuuduKa NOHUMaAHUA FNAaBHOM LLeIM NPUMEHEHUA CTaHAAPTA 33

pVGE)KOM, B OT/Indue ot pOCCMVICKOI‘O TONKOBAaHUA Ha3Ha4YeHuUA CTaH,qapTOB?

1.
2.

HopmatuBHoe ennuooOpasue 1eHCTBUN U Pe3yJIbTaTOB IPUMEHEHUS;
HopmaTuBHOE 3akperieHue MUHUMAJIbHBIX TPEOOBAHUM K MPOIYKIUU U
yCIIyram;

[TonyueHne BceoOMX ONTUMAIBHBIX IPEUMMYLIECTB HAa OCHOBE
yJIOBJIETBOPEHMSI TPEOOBAHUH BCEX 3aMHTEPECOBAHHBIX CTOPOH;
JlocTKeHHe HAay4yHO, TEXHOJIOTMYECKU U MPAKTUYECKHM OOOCHOBAaHHBIX
pe3yIbTaToB.



9.HasoBuTe NpaBUIbHYIO NOC/IeA0BaTE/IbHOCTb 3TaNOB pa3paboTku
MeXXAyHapoaHbix ctaHgaprtos UCO.

1. Pabounii mpoekt —IIpoekT komuTera — [IpoekT MeXITyHApPOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKIYHAPOIHOTO CTaHJIapTa —
MexyHapoaHbIl CTaHAAPT — TEXHUYECKUN OTYET.

2. Paboumit mpoekt —IIpoekT komurera — IIpoekT MeXITyHAPOIHOTO
crangapta —OKOHYATENbHBIM MPOEKT MEXKAYHAPOIHOTO CTaHaapTa —
Mex1yHapoIHbIM CTaHIAPT.

3. Pabounit mpoexktr —IIpoektr komurera — [IpoOEKT MEXTyHAPOIHOTO
cTanaapra — MexayHapOoAaHbIM CTaHAapT.

4. TlpoekT MeXIyHapOAHOTO cTaHaapTa — MeXIyHapOaHbIA CTaHIapT
—HanuoHnanpHbIN CTaHIAPT.

10.Yem namepserca 3¢pPeKTMBHOCTb NPUMEHEHUA MEXKAYHAPOAHOro

CTaHaapTa?
1. TlonHo¥ yHH(pUKALKEN MPOIIECCOB OPTaHU3ALUH.
2. CozmanmemM HEOOXOAUMOTO MaKeTa TOKyMEHTOB.
3. OtcyTcTBHEM HapeKaHU cO CTOPOHBI HA30PHBIX OPTaHOB.
4. TlomyyeHHe KOHKYPEHTHBIX IPEUMYIIECTB, MPUOBLIM 3a  CYET

COBCPHICHCTBOBAHUA CUCTCMbI OPraHu3alluu ):[CJIOBOP'I ACATCIIBHOCTMU.
11.B noucke oTeBeTa Ha BOMPOC, B YeM NPUYMHA NI0XOro Kayectsa TOBApoOB U

ycayr, akcneptbl MCO npuwinm K BbIBOAY, YTO OHA 3aK/1l0OYaeTcA Bceraa ...

B HU3KOU MpodhecCroHaIbHOM MOATOTOBKE MEPCOHANIA;
B HU3KOM Ka4y€CTBE ChIPbS;
B HeJlocTaTke (PMHAHCUPOBAHUS,
4. B IJI0XOW OpPraHU3AIMKN MEHEKMEHTA.
12. K KakoW cepum cTaHaapTOB BOoCcXoauT ctaHgapt MCO 15489-2001

WM

«YnpaBneHue AOKyMEHTaMuU»?

1. Cepuu ISO 14000
2. Cepunu ISO 9000
3. Cepuu ISO 10000
4. Cepun 30300
13.YKaxute npasuibHOe NPOAO/KEHUE BbICKasbiBaHUA: «Cuctema

MeHeaXMeHTa Ka4vecTsad — 3TO...»

1. Cucrematnueckass uACHTHGUKAIMS W YIOOPSAOYEHUE  JICIOBOM
NEATEeIbHOCTH U (MJIM) JOKYMEHTOB IO KaTEropusM B COOTBETCTBUH C

JOTUYECKH  CTPYKTYPUPOBAHHBIMM  YCIIOBUSIMH,  METOJaMH W
NpOLEAYPHBIMU MPaBUJIAMH, TPEICTABICHHBIMH B KJIaCCHU(PHUKAIMOHHOM
CUCTEME.

2. Cuctema MEHEI)XKMEHTA JUIsl PYKOBOJICTBA M YIPABIIECHUS OpTaHHU3aIuei
MIPUMEHUTENIBHO K KaYECTBY.



3. COBOKyHHOCTL OCHOBHBIX JIEHCTBUH, HampaBJICHHBIX Ha JOCTH)KCHHUEC
MOCTaBJICHHBIX 3aj1a4 (1IeJIeH, Mo IereH).

4, O0mme HaMEpeHHMs W HaIpaBJeHUS JEATCJIbHOCTH OpraHu3aluyd B
obmactu  KayecTtBa, OQuUIMATLHO COOPMYIMPOBAHHBIE  BBICHIUM
PYKOBOJICTBOM.

14.TpeboBaHMA K cUCTeME MeHeAXXMEeHTa KauecTBa ONUCaHbl B...

1. Cepuu ISO 14000
2. Cepuu ISO 9000
3. Cepuu ISO 10000
4. Cepuu 30300
15.Korga B Poccuu noasuancb nepsble ctaHgaptbl no CMK?

1. B1947r.
2. B1987r.
3. B1997r.
4. B2000T.
16.KaKkoe mecTo 0TBOAUTCA YyNpaBAEHUIO AOKYMEeHTamu B cTaHgapTtax UCO

9000?

1. YnpaBneHue JOKyYMEHTaMH pacCMAaTPUBAETCSd KaK BCIIOMOTaTEIbHBIN
Mpoliecc, 00CYKUBAIOIINI MEHEI)KMEHT.
2. YnpaBieHHWE JOKyYMEHTaMH SIBISIETCS CaMOW  B&XHOM  YacThIO
MEHEKMEHTA.
3. YmpaBneHue JOKyMEHTaMH SIBJISETCS COCTABHOM YaCcThI0 MEHEPKMEHTA.
4. VYmupaBieHue TOKYMEHTaMU HE PAaCCMAaTPUBAETCS U HE ONHUCHIBACTCHI.
17.B uem 3aKN04aETCA YHUBEPCANbHOCTb cTaHZapToB ISO cepun 9000?

1. OHu npumMeHUMBl s JIIOOOW OpraHu3allMd BHE 3aBUCUMOCTH OT
YUCJIEHHOCTHU MepcoHalia, GOopMbl COOCTBEHHOCTH, 3aHUMAEMbIX PHIHKOB,
XapakTepa BBITYCKAEMOM IPOIYKIIUU UIN OKa3bIBAEMBIX YCIIYT.
OHu npeajararoT oJHy OOIIYI0 YHUBEPCAIBHYIO MOJEIh MEHEKMEHTA.
3. YHUBEpPCAIbHOCTh CTAaH/IAPTOB 00ECTICYMBACTCS TEM, YTO B TPEOOBAHUAX
6BIJ'H/I YUYTCHBI MHCHU Pa3HbBIX OKCIICPTOB.
4. YHUBEPCAIBHOCTh TPOSBISECTCS B TOM, YTO JAHHOW cepuud OOOOIIEHBI
TpeOOBaHUSI IPYTUX CEPUN CTAaHIAPTOB.
18.B ocHoBe cTraHaapToB cepumn 9000 Bepcuit 2000 r. u 2015 r. NnexKur...

N

1. KOMIIEKCHBINA MOJIXO/T;
2. CUCTEMHBIH ITOJXO]I;
3. yHUBepCaJbHbINA MOAXOM;
4. TpoIeCCHBIN OAXO/I.
19.0cobeHHOe OTHOLWEHUE K AOKYMeHTauumn ctaHgaptos 9000:2000

onpeapenaeTca Tem, 4To...



1. Ha xaxmom mOpeanpusiTid, B KaKIOW OpraHM3aIllud JOJKHA OBITh HE
TOJIbKO pa3paboTaHa, BHEAPEHA M JICMCTBOBATH CHCTEMa MEHEIKMEHTA
KauyecTBa, HO 33JJOKYMECHTHPOBAHa;

2. YhpapieHue JTOKYMEHTaMH pacCMaTpUBAETCS KakK BCIIOMOTaTeIbHbBIN
IpoIiecC, 00CTYKMBAIOIINI MEHEIKMEHT.

3. YmopaBiaeHue JOKyMEHTaMH  SIBJISIETCS  CaMOM  Ba)XHOM  4acThlO
MEHEPKMCHTA.

4. VYmupaBieHue TOKYMEHTaMU SIBJISIETCS COCTABHOM YacThl0 MEHEIKMEHTA.

20.Moaenb meHeaXMeHTa KauecTBa A0/1XKHa COOTBETCTBOBATb NPUHUMUNAM

CMK. CkonbKko npuHUMnoB orosapusaeTtca B ctaHgapTtax MCO 9000 sepcum 2015
r.

S NPUHIIUIIOB,;
6 MPUHIIUIIOB,;
'/ IPUHIIUIIOB;
4. 8 mpUHIUIIOB.
21.«PUCK-OpUEHTUPOBAHHOE MbILUIEHMEY» NOABUNOCH B CTaHAAPTAX BEPCUM...

wWn e

1. 1987 r.
2. 1994 r.
3. 2000 r.
4. 2015.
22. Kakou TeXxHU4YeCKuit KoMUTeT ABAAETCA FMaBHbIM NO pa3paboTKe cTaHgapTOB

No ynpas/ieHUI0 AOKYMEHTaMK?

1. TK 176 «YnpaBieHue KaueCcTBOM;
2. TK 68 «bankoBckoe 1eno, IeHHbIE OyMaru W Japyrue (DUHAHCOBBIC
YCILYTHY;
3. TK 46 «Mudopmarus 1 JOKyMEHTaIUD,
4. TK 6 «bymara, KapTOH U LEJUTIOI03a».
23.AJokymeHTauma CMK BKaoYaeT cneaylowmii nakeT 4OKYMEHTOB:

1. Muccus opraHm3aifiv, eI W TOJUTHKA OpraHW3allud, PYKOBOACTBO IIO
Ka4eCTBY, TOKYMEHTUPOBAHHbBIE MPOIEAYPHI, JODKHOCTHBIE WHCTPYKIUU U
MIOJIOKEHHUSI O CTPYKTYPHBIX MOAPA3EICHUAX, CTAHAAPThl OPraHU3AINH U
paboure UHCTPYKIUH.

2. JIOKyMEHTHUPOBaHHBIC  MPOLEAYPHI, JODKHOCTHBIE  WHCTPYKIUU |
MIOJIOKEHHUSI O CTPYKTYPHBIX MOAPA3CICHUAX, CTAHAAPTHl OPTaHHU3AINH U
paboure HHCTPYKIUH.

3. enu ¥ moOJAMTHKA  OpraHM3allM, PYKOBOJACTBO IO  KauyecTBY,
JIOKYMEHTUPOBAHHBIE MTPOLEAYPHI, TOJKHOCTHBIE HHCTPYKIIUU U MOJOKESHUS
O CTPYKTYPHBIX TMOAPA3JEICHUAX, CTAaHAAPThl OpraHu3aluu M padoune
UHCTPYKIUY;

4. PykoBOACTBO MO KAa4yeCTBY, NOKYMEHTHPOBAHHBIEC MPOIEIYpPbI, CTaHIAPThI
OpraHu3aluy U paboure UHCTPYKIUH.



MpomerKyTouHbIii TecT N2 2

no aucumnanHe «MexxXayHapogHble CTaHAAPTbl yNPaB/ieHUA AOKYMEHTaMU»

1. Kakomy TexHuueckomy Komutety MCO 6bina nopyuyeHa paspabortka ISO
154897

1. TK 46 «udopmaiius u JOKyMEHTALIH,
2. TK 176 «YnpaBieHue Ka4eCTBOMY;
3. TK 171 «BocnpousseaeHrue 10KyMEHTOBY;
4. TK 37 «Tepmunonorus (IpUHIMIIBI U KOOPUHAIIUS ).
2.Mouyemy pyHKLMMU ceKpeTapuaT obecneunsan aBCTPAIMACKUIA HAaLMOHANbHbIN

opraH Cta H,qap'msau,uu?

1. B ABcTpanuu Jydlire CeKpeTapu.

2. ABcTpanus BeICTynuiIa ¢ mHUIMAaTHBOU co3maanus 1SO 15489,

3. ABCTpanus paHbllle IpyTruX BHEAPUIIA HAIMOHAIBHBIN CTAaHAAPT 1O
YIPABJICHUIO JOKYMEHTAMH U €T0 MPU3HAIIN JTYUIIUM B MEXITYHAPOIHON
MIPAKTHKE.

4. ABcTpayius Bcerjia BhIOJMHAET qaHHyo ¢yHkiuio B TK.

3. MexpgyHapoaHblii ctaHaapT ISO 15489 Bbiwen ...

1. B 2-X yacTix;
2. B 3-X 4acTdXx;
3. B 4-X yacTix;
4. B 5-Tv 4yacTsXx.
4. Kakune/as yactb/m ISO 15489 6binmn nepeseseHbl U NPUHATLI B KauecTse

HaUWMNOHA/NIbHOIo pOCCMﬁCKOFO CTaH,qapTa?

1. Toupko 1-ast yacTsb.
2. Tonwpko 2-ast 4acTh.
3. Tompko 2-asg u 3-s1 yacTH.
4. Bce ygactu.
5. Kak 6bin oueHeH ctaHaapT ISO 15489 mexkayHapoaHbiMm coobuectBom?

1. CranmapT IOJITHE TOJIBI HMTHOPUPOBAJICS MEKIYHAPOIHBIM COOOIIECTBOM.

2. Cranpaapt BbI3BaJI HEOAOOPEHMS, TAK KaK HE YUUTHIBAI OCOOCHHOCTH
JICIONPON3BOCTBA KAXKIOW CTPaHBbI.

3. Cranpapt ISO 15489 6bu1 pU3HaH U BBICOKO OLIEHEH, TaK KaK OH CTall
MPOrpaMMHBIM IOKYMEHTOM, B KOTOPOM MEPEUUCIICHbI 003aTEIbHbIC
aneMeHThl 3 (PEKTUBHOTO yIpaBiIeHUs TOKYMEeHTaMu Jroboro ¢popmara, B
JOOBIX OopraHu3anusax (JIro0oi opraHu3almoOHHO-TIPaBOBOM (POPMBI, BUIA
HKOHOMUYECKOM JEATEIBHOCTH, (POPMBI COOCTBEHHOCTH).



4. Crangapt ISO 15489 Obut mpu3HaH U BEICOKO OIEHEH BCEMH, KPOME
MexayHapOoIHOTO COBETa apXMBOB, TaK KaK OH HE MPUMEHUM B apXUBHBIX
OpraHu3aIusX.

6.Pycckan Bepcua mexkayHapoaHoro craHaapta 1ISO 15489 noasunach B

Poccum...

1. B 2001 rony.
2. B 2002 romy.
3. B 2004 roxy.
4. B 2007 rony.
7. Nouemy, no mHeHuto B.®. AHKoson, MCO 15489 "cTaBuT Kpect" Ha

AEeNonpon3BoACTBE B CTapOM NOHUMaHUU?

1. CranpmapT Kacaercsi BceX JOKYMEHTOB OpraHu3aliu (a He TOJIBKO
yIPaBICHYECKHX ), OTPAXKAIOUINX BCE ACTOBBIC MTPOIECCHI.

2. Cranmapt 0003HAUMI HEOOXOIUMOCTH TIEpecMOoTpa ctaryca ciyx0osr JI0Y u
€€ pOJIK B ACATEILHOCTH OPTaHU3AINH B LIEJIOM.

3. Cranmapt He TpearonaraeT BO3MOKHOCTH MPUMEHSITh HAITMOHATBHBIN OITBIT
yIpaBICHUS TOKYMEHTAMH.

4. Crangapt TpeOyeT NOJIHOM 3aMEHbI BCEl HAyYHO-TEPMHUHOJIOTHYECKON 0a3bl
JIEIIONPOU3BOICTBA.

8.Kakas ewe mexxayHapoaHaa opraHM3auma No CTaHAAPTU3aALUN

ony6aunkoBana ogHoBpemeHHO ¢ MCO cTaHgapT No ynpaB/eHUIO
BOKYyMeHTamun?

EBpomneiickuii MHCTUTYT CTaHAapTOB AyekTpocBsizu (ETSI);
Mexaynaponanbiii Coro3 Onekrpocsszu (ITU);

MesxayHapoaHas anektpoTexHudeckas komuccus (MOK/IEC);
MexnyHapOIHbIM KOHCYJIbTATUBHBIN KOMUTET MO CTAaHAAPTU3ALUN CUCTEM
kocMmuueckux gaHHbIx (CCSDS)/

9. B kakom rogy UCO nameHunna KoHuenuuio pa3paboTkm cBOMX CTaHAAPTOB NO

H~wnh e

ynpaB/ieHUIo AOKYMeHTamn?

1. B2004r.
2. B2010r.
3. B2014r.
4. B2015r.
10. Kako# 13 nepeuncaeHHbIX HUXKe MeXAYHapOAHbIX CTaHAAPTOB

npeaHasHayeH AnA Co34aHMA B OpraHU3aLUAX CUCTeM yrpaBieHua
AOKYMEHTAMM Ha CTpaTerMyecKom ypoBHE, TO eCTb Ha YPOBHE OTBETCTBEHHOCTU
M B 30HE NPUHATUA peLLeHUIt pyKoBoacTBa?

1. UICO/TO 26122:2008 (pen. 2009 wu 2010 rr.) «Mudopmanus u
JOKYMEHTaIusl. AHanu3 pabodux MPOIECCOB, MPUMEHIEMBIX B OTHOIIICHUHU
JIOKYMEHTOBY;



2. UCO 23081:2004 (pexn. 2006 r.) «udopmarus u qokymerTarus. [Iporeccer
yIpaBJEHUs TOKyMeHTaMu. MeTalaHHbIe 1711 JOKYMEHTOBY;
3. UCO 15489:2001 «Mudopmamuss W  JOKyMEHTalus.  YIpaBlCHUC
JTIOKYMEHTaMU»;
4. CO 30300:2011 «Mudopmarus u nokymeHtanus. CuCTeMbl yIpaBIeHUS
nokyMeHTaMu. OCHOBHBIE MOJIOKEHUS U CIIOBAPHY.
11. Kakasa npo6nema/bl BO3HUKNA/M C BHeagpeHUem ctaHgapTa MCO 15489:2001?

«MHpopmauyma n poKymeHTaumA. YnpasneHme AoKymeHTamm» B Poccnmn?

1. TIpoGiema HaMOHATBHOH CTIEU(UKHU B MIPAKTHKE paObOTHI C JOKYMEHTAMHU.
2. IIpobiema HECOBMECTUMOCTH C POCCUHCKOM 3aKOHOJATEIbHOM 0a30ii.
3. IIpobnema orpaHHUEHHOCTH TPUMEHEHHUS CTaHAapTa.
4. TlpobGsiema TEPMUHOJIOTMYECKOTO HECOOTBETCTBHSI.
12. NepeBoA KaKUX TEPMUHOB Bbi3BaN HaubonbLine TPYAHOCTU Y

nepesogunkos BHUMOAA?

1. apxwus;
2. MeTaJaHHBIE;
3. JIOKYMEHT;
4. 3ammucek.
13. KnloueBoe NoHATHE «ynpaBaeHne A0KYMEHTaMM1» B Pa3HbIX CTPaHax, B TOM

uncne Poccuum, BbI3BaNO TEPMUHONOMMUYECKYIO AUCKYCCUIO. C KaKMMK U3
nepeyncieHHbIX HUXKe NOHATUIA ero CTPEMUAUCH OTOXKAECTBNATL?

1. ympaBieHue TOKYMEHTOOOOPOTOM;
2. ympasieHue uHpopmalmei;

3. yIOpaBJICHHE apXUBaMU;

4. co BceMHU MepPEUYHCICHHBIMU.

MpomerKyTouHbIn TecT No 3

Me»(,u,yHapop,Hble CTaHAApPTbl ynpasaeHna A4OKYMeEHTaMU

1. K xapakrepuctukam cucrtem ynpasneHua gokymeHtamum FOCT P UCO 15489
OTHOCMT:

a) 4OCTOBEPHOCTb, ayTEHTUYHOCTb, NPUIOAHOCTb A1 UCNO/b30BaHMUA,
LEeNOCTHOCTb;

6) CUCTEMHOCTb, KOMMNIEKCHOCTb, ayTEHTUYHOCTb, MPUrOAHOCTb A/1A
MCMNONb30BaAHUSA;



B) HaAEXHOCTb, CUCTEMHOCTb, COOTBETCTBUE, IETMTUMHOCTb,
LEeNOCTHOCTb;

A1) HaAEeKHOCTb, LLe/IOCTHOCTb, KOMM/IEKCHOCTb, CUCTEMHOCTb, COOTBETCTBME.
2.PacnpepeneHHoe ynpaBneHue 4OKYMEHTamMu — 3T0...

a) KOHTpPO/IMpYyeMan U AOKYMeHTanbHOo odopmneHHan CY/[, KoTopas
cnocobHa noaAep*KMBaATb a/IbTEPHATMBHbIE BaPUAHTbI Pa3MeELLEHUA A OKYMEHTOB;

6) CY/l, ncnonb3ytowiaa ayTCOPCUHT;

B) CY/l, rae oTBETCTBEHHOCTb 33 JIOKYMEHTbI pacnpeaesieHa mexay Bcemu
PaboTHMKaMK opraHM3auuy;

r) NnpaBUAbHO cNpoeKkTUpoBaHHan CY/[, cooTBETCTBYIOWAs METOA40/10MMN
nCO.

3.Bbi6op Hocutena uHpopmauum 3aBUCUT OT:
a) CPOKOB XpaHEHMA AOKYMEHTOB
6) NPorHo3MpyembIx TUNOB Ype3BblYaNHbIX CUTYyaLUI
B) MaTepuanbHbIX BO3MOXHOCTEN OpraHn3aLmnm
r) o6bema A4OKyMmeHTo060opOTa OpraHM3aLnm.

4. ['pe oTpakalTca cBegeHua 060 Bcex onepaymnax CMCTEMbI yrpaB/ieHUA
AOKYMEHTaMM, KOTopbie A0/13KHbI 6bITb NPOU3BeAEeHbl C KOHKPETHbIM
BOKYMEHTOM?

a) B MeTafaHHbIX O OKYMEHTE;

6) B KOHTPONbHbIX MPOTOKOMAX CUCTEMHbIX NPOLLECCOB;
B) B YYETHbIX 3aNucAXx;

r) B XKypHasne y4yeTa.

5. 3ToT meToA (M OAUH U3 NPOLLECCOB YNPABNEHUA AOKYMEHTaMU) nomoraeT
YCTAaHOBUTb CBA3b MeXK4y OTAEe/NIbHbIMU AOKYMEeHTamu ana obecneyeHus
HenpepbIBHOrO AOKYMEHTUPOBAHUA 4eATe/IbHOCTU; COr1acOBaHHO NPUCBAUBaATb
MMEHa A0KYMEHTaM B TeUeHue A/IMTe/IbHOro BpeMeHU; OKa3biBaTb MOMOLLb
NpU NOUCKe BCeX AOKYMEHTOB, OTHOCALLUXCA K onpegenieHHoN GyHKLUM nnu
BUAY AEN0BOM AeATe/IbHOCTU; onpeAenaTb NOAX0AALLYI0O ANA PAa3/IMYHbIX rpynn



AOKYMEHTOB 3aluTy KOHPUAEHLMNANbHOCTH, a TaKXKe pa3rpaHUYUBaThb JOCTYN,
npaBa No/ab30BaTeie Ha AO0CTYN UK HA NpoBeAeHUE AeACTBUM C
onpeaeneHHbIMU rpynnamm AOKYMEHTOB; pacnpeaenaTb OTBETCTBEHHOCTU MO
ynpaB/ieHUIo onpeaeneHHbIMU rpynnamu 4OKYMEHTOB; pacnpeaenaTb
AOKYMEHTbI N0 OTAE/NbHbIM NpoLeAypaM B paMKax AeN0BOi AeATe/IbHOCTH;
onpeAaensaTb COOTBETCTBYIOLME CPOKU XPAaHEHUA U AeiAcTBUA No oTbopy
OOKYMEHTOB Ha XpaHeHUe UM YHUUTOXKeHue. HasoBuTe 3ToT meTtop, (u
npouecc).

6. Kakum HopmaTUBHbIM AOKYMEHTOM B OpraHu3aLuu 4,0/1>KHO
pernameHTUpPOBaTbCA KOHBEPTUPOBAHME U MUTPALUA AOKYMEHTOB U3 OOHOM
CUCTEMbI YyNpaB/eHUA A0KYMEeHTaMU B apyryio?

a) FOCTom;
6) ycTaBOM OpraHusaumu;
B) MHCTPYKLMEN NO KOHBEPTUPOBAHMIO U MUTPALMU LOKYMEHTOB;

r) NPUKA30OM O KOHBEPTUPOBAHMUU U MUTPALLUN AOKYMEHTOB U3 OAHOM
CUCTEeMbI YNpaBAEHUA JOKYMEHTAaMN B APYTYIO.

7. CY[, AONXKHDbI 6bITb CMPOEKTUPOBAHbI TaK, YTO6bl AOKYMEHTbI COXPaHANM 4
CBOWCTBA HE3ABUCUMO OT N106bIX USMEHEHMIA B CUCTEME HA NPOTAXKEHUUN BCETO
nepuoaa Ux XpaHeHUa U UCNoNb3oBaHUA. HasoBute 3T ceoiictBa. OTBET
BNULLXTE CNOBaMMU

(corieeereiniereie e )

8.TOCT P UCO 15489 onpepenserT, UTo «ynpaBaeHMe Npoueccom Aocrtyna
npeaycMmaTpUBaET, YTO: a) AOKYMEHTbI pacnpeaeneHbl No KaTeropuam B
COOTBETCTBUM C UX CTAaTyCOM A0CTyMNa B onpegeneHHoe Bpems; b) AOKyMeHTbI
BOCTYNHbI TONBKO nUam, 061agatowmm NpaBom A0CTYNA K HUM;

C) 3aceKpeuyeHHble AOKYMEHTbl AMO60 AOKYMEHTbI C OrpaHUYEHHbIM A0CTYNOM
MOryT 6bITb NPOYTEHbI TO/IbKO NPU Ha/IM4YUN COOTBETCTBYIOLLLETrO pa3peLueHun».
[ ononHuTe 3TOT CMUCOK eLle ABYMA NOKas3aTenamm.

9. B KaKu1x cnyyaax AocTyn K AOKYMEHTam uam uHpopmauum o HUX cnepyet
OrpaHMuYmMBaTh?



a) Ecnm fOKYMEHTbI coiepKaT NepcoHanbHyo MHGOPMaLMIo;
6) ecnn 4OKYMEHTbI COAEePKAT KOMMEPYECKYHO TalHYy;

B) €CNM JOKYMEHTbI COAEPKaT CYKebHYI MHGopMaLmio;

r) 4OCTYNn OrpaHMYMBAIOT KO BCEM AOKYMEHTaM OpraHu3aumu.

10. «KOHTPONb MEeCTOHaX0XAEeHUA AOKYMEHTA NpeaycMmaTpuBaeT GUKcaLmio
napameTpoB HEO6XOAMMbIX ANA OTCAEXKUBAHUA ABUKEHUA [OKYMEHTA, K Uuncny
KOTOPbIX OTHOCUTCA UAEHTUPUKATOP AOKYMEHTA, ero 3aroNoBOK, CBeAeHU 0
COTPYAHUKE UK noapasaeneHum, obnagaowem 40KYMEHTOM, U ...» Bnuwure
CNOBaMM HeA0CTAlOWMUIA NapameTp.

11. Kakue aTanbl ABUXEHUA [OKYMEHTOB CaeAyeT OroBOPUTb NPU COCTaBNIEHUMN
TeXHUYECKOro 3a4aH1A nepea NPOeKTUPOBaHUEM CUCTEMDI YNPABIEHUA
DOKYMeHTammn?

a) Bblda4a, nepefadya JOKYMEHTa MexXay COTPYAHUKaMWU,; BO3BPAT
AOKYMEHTOB Ha MECTO UX PaCNoONOoKEHUA NN XPAHEHUA; CPOK XPaHEHUA; N3BATUE
UX N3 CUCTEMBDI YNpaBAeHUA OOKYMEHTaMUN U UEJTb USDBATUA,

6) BblAaya, Nnepegaya AOKYMEHTA MeXAay COTPYAHMKaMK; BO3BpaT
AOKYMEHTOB Ha MECTO MX PAaCnONOXKEHUA UM XPAHEHUSA; U3BATUE UX U3 CUCTEMDI
yrnpaB/ieHMA AOKYMEHTaMN U LeNb U3bATUSA

B) BblAaya, Nnepeaaya AOKYMEHTa MeXAay COTPpyAHUKamMM; BO3BpaT
[OKYMEHTOB Ha MECTO MX PACnONOXKEHUA NN XPAHEHUSA; U3BATUE UX U3 CUCTEMDI
yrnpaB/eHMa AOKYMEeHTaMu;

I') Bblda4a, nepenadya AOKYMEHTa MexXay COTPYAHUKaMWU,; BO3BPAT
AOKYMEHTOB Ha MECTO UX PaCNONOoKEHUA NN XPAHEHUA; U3DBATUE UX U3 CUCTEMDI
ynpasaeHNA JOKYMEHTaMWU, LUeslb N3bATUA, UHNLUMATOP U3BATUA; CCbIJIKA Ha
HOpN\aTMBHbIﬁ AOKYMEHT.

12. NMpwu pu3nyecKom yHUUTOXKEHUUN AO0KYMEHTOB peKomeHAayeTca
PYKOBOACTBOBATLCA ONpeae/ieHHbIMU NPUHLUUNAMN. YKaXKUTe He40CTalowWmit
npuHumn. OTBET NUWIKNTE CI0BaMMU.

- YHUUTOXKEeHUE A0NXKHO 6biTb CAHKLLMOHMPOBAHHbIM U NPOBOAUTLCA B
COOTBETCTBUM C TpeboBaHMAMM HOPMATUBHOMU Cpeabl;



- AOKYMEHTbI, CBA3aHHble C NPeACTOALMUMMU UIN NPOBOAUMbIMU
cyAebHbiMmK pa3bupatenbCcTBamm U paccief0BaHUMAMMU, YHUUTOXKATb He
cnepyer;

- cnepyet YHUUTOXKATb BCe KONMUU AOKYMEHTOB, Pa3peLlleHHbIX K
YHUUTOXEHUIO, BK/Z1IOYaA NepCoHa/IbHble, CTPaxXoBble U pe3epBHbIe KONMUN.

13. TOCT P UCO 15489 TtpebyeT, utobbl B OpraHnsaumnm 6biam 4eTko
YCTaHOB/IEHbI NO/IHOMOUYMA MO BbINOJIHEHUIO ONpeaeeHHbIX NPoL,EeccoB
ynpaBneHuUa A0KYMeHTaMU. YKaXKuTe 3T npouecchl.

a) KnaccMPuKaums U MHOEKCMPOBAHME,
6) aKcnepTM3a LLEHHOCTH,

B) OTO6OP M Nepenaya AOKYMEHTOB Ha Noc/eaylolLee XpaHeH e nam
YHUUYTOMEHUE;

r) coctaBneHne u opopmMmaeHne JOKYMEHTOB

14. Yto6bl onpepenatb Tpe6oBaHUA K NpaKTUKe, 06cnea0BaHUI0, NPOBEPKE U
TECTUPOBAHMUIO NPOLLECCOB YyNpaBAeHUA A0KYMEHTaMU, Heo6XoaMMO...

a) AOKYMEHTA/IbHO 3a(|)MKCI/IpOBaTb HOPMbI COOTBETCTBYHOLLETO
3aKOHO4aTeNNbCTBa, CTaHAAPTOB U NOJIUTUKY OPraHn3auuu,

6) perynsapHo NpoxoAuTb NPOBEPKY BO BHELLIHUX ayAUTOPCKMX U HAA30PHbIX
opraHax;

B) oTcnexXXmsatb UaMmeHeHNA B 3aKOHO4aTE/1IbCTBE,;

I') Ha3Ha4YNTb OTBETCTBEHHDbIX 3a NpoBegeHne ayanta 1 MOHUTOPUHTA Y.

15.4106b1 COXpPAHATb KOPNOPATUBHYIO LLE/IOCTHOCTb Cpeabl ynpaBaeHUs
uHdopmayuei, opraHusaumMm Heobxogumo...

a) UMeTb TO/IbKO OZIHY aBTOMaTU3MPOBAHHYIO CUCTEMY B OpraHmM3auuu;

6) perynspHoO NpoxoAuTb NPOBEPKY BO BHELLIHUX ayAUTOPCKUX U HAA30PHbIX
opraHax;



B) ocoboe BHMMaHMWe yaenaTb Bcem MHGOPMALMOHHbBIM CUCTEMAM U
npaBunam (cTpaternam, NOJNTUKAM), NPUMEHAEMbIM BHYTPU OPraHn3aumm,

I') Ha3Ha4YNTb OTBETCTBEHHDbIX 3a NpoBegeHne ayanta 1 MOHUTOPUHTA ya.

16. Kem gonXKHbl yTBEpPXAaTbCA BCe peLueHnA 0 BKAYEeHUN A0KymeHToB B CY/]
M YCTAHOB/JIEHUU CPOKOB 1 NOPAAKA UX XPaHEeHUA?

a) BbICLUMM PYKOBO/ACTBOM;

6) oTBeTCTBEHHbIM 33 CY/;

B) Ha430PHbIM OPraHOM, ayaAUTOPaMMU;
r) apXMBHbIM OpPraHoMm.

17. C Kem J,0/1KHbl COrNacoBbIBaTbCA BCe peLleHUs O BKIIOYEHUU JOKYMEHTOB B
cucTemy ynpaBaeHua AOKYMEHTaMU U YCTAaHOB/IEHUM CPOKOB M NopAagKa ux
XpaHeHua?

a) BbICLLMM PYKOBOACTBOM;

6) oTBeTCTBEHHbIM 33 CY/;

B) HaZ130PHbIM OPraHoOM, ayANTOPamMu;
r) apXMBHbIM OpPraHoM.

18. B cnyyae o6HapyXeHnAa HenpurogHocTU unm HeapPeKTuBHOCTH
MCNOIb3yeMOW CUCTEMbI YNPaB/IeHUA AOKYMEHTaMM U NPOL,ECcCOB ynpaB/ieHUn
AOKYMeHTaMu Heobxoamumo...

a) yHnuToKuntb CY/;
6) moanduumposaTtb npoueccol Y/,
B) 3ameHuTb CY/[;
r) nepenTn Ha ByMaXKHbI 4OKYMEHTO060pOoT.
19. Nporpammbl 06y4yeHUA ynpaBAeHUIO0 AOKYMEHTAaMM A,0/1KHbI OXBATbIBATh...

a) PO/N N OTBETCTBEHHOCTb BCEX COTPYAHUKOB U NPOYNX nnu,
OTBETCTBEHHbIX 3a CO34aHNE AOKYMEHTOB BO BpeEMA UX pa60TbI U 3a BK/IlOYHEHUNE
9TUX AOKYMEHTOB B CUCTEMY YNPaBAeHNA JOKYMEHTaMU;

6) PO/N N OTBETCTBEHHOCTb BCEX PYKOBOAALLUNX pa6OTHMKOB;



B) PO/IN M OTBETCTBEHHOCTb TO/IbKO BCEX LUTAaTHbIX COTPYAHMKOB;

I') PON N OTBETCTBEHHOCTb TOJ/IbKO BPEMEHHbIX pa6OTHMKOB n anuy,
pa6OTa}OLLI,MX Ha O6LLI,E‘CTB€HHbIX Ha4danax.

20. Kak cooTHocatca TOCT P UCO 15489-1-2007 n TOCT P UCO 30300-2015?
a) FOCT P NCO 30300-2015 otmeHunn TOCT P UCO 15489-1-2007;

6) FOCT P MCO 30300-2015 getanusumpyeT 1 yTouHseT nonoxkeHus FOCT P
NCO 15489-1-2007;

8) TOCT P MCO 30300-2015 Hukak He cBasaH ¢ TOCT P NCO 15489-1-2007

r) FOCT P NCO 30300-2015 meHsieT TepmuHonoruto FOCT P UCO
15489-1-2007
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Mogenb OUEHKN HaNNumnA B LOKYMEHTAxX 06s3aTeNbHbIX CBOWCTB,
Tpebyembix TOCT P NCO 15489-1-2007

MonoxxeHwne ctaHgapta NOCT P CBolicTBa AOKYMEHTOB lNoKa3aTenm cooTBETCTBUA

MCO 15489 (nyHKT N2 u TpeboBaHMAM CTaHAapTa
Ha3BaHue)

AYTEHTUYHOCTb

JocTtoBepHoCTb

LlenocTHoCTb

MpurogHocTb AnA
NCMNoNb30BaHKUA

B nepsbIli cToNbel, BHOCUTCA UMTaTa U3 TEKCTA YKa3aHHOro cTaHAapTa, rae
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Bonpocbl K 3aueTy no gucunnanHe « MexayHapogHble CTaHAAPTbl yNpaB/ieHUA 4OKYMEHTaMMU»

© o0 NoU A WD

[EN
o

NcTopuA BOSHMKHOBEHMA MeXAYHAPOAHbIX CTaHAApPTOB B 06/1aCT MeHeAKMeHTa KayecTBa.
MOHATUI «AOKYMEHT» U «3aNUCby.

NPUHLMNbI  MAEHTUDUKALMM HOPMATUBHOM Ccpeapbl YNPaBAEeHUA AOKYMEHTAMMU?
Pa3paboTKa NOAUTMKM B 061aCTU yNpaBAeHUA OKYMEHTaMNU?

MpeAnocbIIKM NOSABAEHUS MEXAYHAPOAHbIX CTaHAAPTOB B 06/1aCTM MeHegKMEHTa.

CMK KaK cuctema ynpaBieHWA ropu3oHTaIbHbIMMU NPOLLEeCCaMM

[Tonsitue crangapra B unrepnperanuu UCO.

OcHOBHbIe NpuHUKNbI pa3paboTkm ctaHgapTos NCO.
Mpoueaypa pa3paboTkn mexayHapoaHbix ctaHaapTos UCO.

. [IpeumytecTBa UCTIOIB30BaHUS MEXAyHApOHBIX cTanaapToB MCO B obnacTu

yHpaBJICHUA NOKYMCHTAMHU U I/IH(bOpMaI_[I/IOHHOl"O MCHCIP)KMCHTA, MCHC/IPDKMCHTA pI/ICKOB?

. IlonsiTue o cucremMax MEHEPKMEHTA KayecTBa.
12.
13.
14.
15.
16.

[TpuHIMIBI POPMHUPOBAHUS CUCTEMBI MEHEPKMEHTA KayecTBa.
TpeboBanus cranmaproB  CO cepun 9000 k paboTe ¢ JOKyMEHTaMH .
HpeI/IMYH_IeCTBa BBC€ACHUS CUCTEMbI MCHCIKMCHTA Ka4€CTBA.
,ﬂ,OKyMEHTaLI,Mﬂ CUCTeMblI MeHedXMeHTa Ka4yecCTBa

L|,e}'lb NOJINTUKHN YyNpPaBIeHUA ,CI,OKyMEHTaMM?


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

17.

18.
19.
20.

21.
22.
23.
24.
25.

26.
27.

28.
29.
30.

OTBETCTBEHHOCTb 3@ YMPABAEHMA [AOKYMEHTAMM: 3a WX MPOEKTUPOBAHWE, BHEApPEHME W
COXPaHHOCTb CUCTEM YNPABAEHMA OOKYMEHTAMU U UX IKCNNYATALMOHHbIE XapaKTEPUCTUKKU, 3a
obyyeHne nonb3oBaTenei ynpaBAEHUIO AOKYMEHTAMM U MPUMEHEHME CUCTEM YNpaB/eHuA
OOKYMEHTaMM B UHAMBUAYANbHON NPAaKTUYECKOM AeATENBHOCTMY.

OTBETCTBEHHOCTb PYKOBOACTBA OpraHmnsaumm B 061acTv ynpasaeHUs OKYMEHTaMMU.

®PYHKUMM U OTBETCTBEHHOCTb aAMMUHUCTPATOPOB CUCTEMbI YPABNEHMA?

CeolicTBa [O0OKYMeHTOB, obecrneuymBaemble pPabOTHMKamu opraHusaumn. CyTb Kaxaoro us3
CBOWCTB.

AyTEHTUYHOCTb U cnocobbl ee obecneyeHms.

JocToBepHOCTb M cnocobbl ee obecneyeHus.

LlenocTHoCTb M cnocobbl ee obecneyeHus.

MpurogHoOCTb AR NCNONB30BAHMA M CNOCObbI ee obecneyeHuUs.

TpeboBaHua FOCT P UCO 15489-1-2007 K cucTemMaM ynpaB/eHUA OOKYMeHTaMWu. PacKkpbiTb
Karkaoe TpeboBaHue.

MpoeKTMpoBaHWE U BHEAPEHNE CUCTEMbI YIPABAEHUA LOKYMEHTAMMU.

CxoAcCTBO M OTINUMA B NpUeMax onpeaenieHMAa CPOKOB XPaHEHUA OOKYMEHTOB MO CTaHAApTy
MCO P 15489-1-2007 n oTe4ecTBEHHbIM HOPMATMBHbLIM  AKTaM.

Mporpamma pa3paboTKM CUCTEMbI YNPABAEHUA LOKYMEHTAMM.

MOHUTOPWHT M ayauT CUCTEMbI YNPaB/ieHNA OKYMEHTaMM.

OcHoBHble TpebosaHua TOCT P MCO 15489 no obyyeHUI0 cucTeme ynpaBaeHUa AOKYMEHTaMMU.

WUTOrOBbI KOHTPOb /

NTorosbIv TecT no kypey /

NpocmoTp

Bonpoc 1

TeKcT Bonpoca

K xapakrepuctukam cucrem ynpasneHua aokymeHtamum FOCT P UCO 15489 otHOoCUT:

BbibepuTe 0AMH OTBET:

I~
a. LOCTOBEPHOCTb, ayTEHTUYHOCTb, MPUTOAHOCTb A1 UCNO/b30BaHUA, LLeIOCTHOCTD
=
b. HageKHOCTb, CUCTEMHOCTb, COOTBETCTBME, NEFUTUMHOCTb, LLeIOCTHOCTD
I~
C. CUCTEMHOCTb, KOMMJ/IEKCHOCTb, ayTEHTUYHOCTb, NPUTOAHOCTb A1 UCNONb30BaHMA
d. HageKHOCTb, LENIOCTHOCTb, KOMMAEKCHOCTb, CUCTEMHOCTb, COOTBETCTBUE
Bonpoc 2

TeKcT Bonpoca

Kakomy TexHnuyeckomy Komurtetry UCO 6bina nopyyeHa paspabortka ISO 15489?

BbibepuTe o4MH OTBET:

a. TK 37 «TepmuHonorus (MpUHLMNbI M KOOPAMHALMA)»


http://newlms.magtu.ru/mod/quiz/view.php?id=303815
http://newlms.magtu.ru/mod/quiz/startattempt.php?cmid=303815&sesskey=OCpvbdKCEm

I~
b. TK 176 «YnpaBneHne Ka4yecTBOM»

c. TK 46 «MHpopmaLma n AOKyMEHTALMNAN

d. TK 171 «BocnpousBeaeHne 4OKYMEHTOBY
Bonpoc 3
TeKcT Bonpoca
MpumeHeHUe MmeXKAYHapPOAHbIX CTAHAAPTOB B OTEYECTBEHHOM Ae/10NPOU3BOACTBE HAYaNocCh ...
BbibepuTe oguH OTBET:

r'
a. B KoHUe XX B.

-
b. B Hauane XXl B.

C. B Hayane XX B.

d. B KOHLe XIX B.
Bonpoc 4
TeKcT Bonpoca

KaKoii u3 nepeuncieHHbIX HUXKe MeXAYHapoaHbIX CTaH4apPTOB NpeAHasHauyeH gns co3paHua B
OpraH13auuAx CUCTEM yNpPaB/eHUA A0KYMEHTAMMU HA CTPAaTeErMyeCKOM YpOBHe, TO eCTb Ha YPOBHe
OTBETCTBEHHOCTU U B 30HEe NPUHATUA peLleHnii pyKoBOACTBa?

Bbibepute oaAnH OTBET:

a. UCO 15489:2001 «NHbopmauma U AOKYMeHTaUMA. YNpaBaeHNe OKYMEHTAMMU»

I~
b. NCO 23081:2004 (pea. 2006 r.) «MHbopmauua n AokymeHTaums. MNpouecchl ynpasaeHus

OOKyMeHTaMu. MeTagaHHble AN AOKYMEHTOB»

c. UCO/TO 26122:2008 (pea. 2009 1 2010 rr.) «MHPOpMaLMA N AOKYMEHTaLMA. AHaNU3 paboumnx
NPOLLeCCOB, MPUMEHAEMbIX B OTHOLIEHUN [OKYMEHTOB»

d. NCO 30300:2011 «MHPopmaLma n AokymeHTaumsa. CucTembl ynpaBaeHUA OKYMEHTaMM.
OCHOBHblEe MNONMOXKEHUA U CNOBAPLY

Bonpoc 5
TeKcT Bonpoca
Yem uamepsetcs apPeKTMBHOCTb MPUMEHEHUA MeXKAYHAPOAHOro cTaHAapTa?

BbibepuTe ogMH OTBET:



a. OTCVTCTBVIeM Hape}(aHMﬁ CO CTOPOHbI HAA30PHbIX OpraHoB

b. Mony4yeHUe KOHKYPEHTHbIX NPENMYLLECTB, NPUObLIAKU 33 CYET COBEPLLEHCTBOBAHUSA CUCTEMBI
opraHusaummn AeNoBOI AeATeNbHOCTU

c. NonHoi yHMdUKaumen npoueccos opraHn3aumnm

d. Co3gaHnem Heob6XxoAMMOro nakeTa AOKYMEHTOB
Bonpoc 6
TeKcT Bonpoca

YT06bl COXpaHATb KOPNOPATUBHYIO L,e/IOCTHOCTb Cpeabl ynpasaeHua uHbopmaumei, opraHusaumum
Heobxogumo...

BbibepuTe ogMH OTBET:

a. PEryaspHO NPOXOANTb NMPOBEPKY BO BHELIHUX ayAUTOPCKUX U HAA30PHbIX OpraHax

b. ocoboe BHMMaHMe yaenaTb Bcem MHGOPMALMOHHBIM CUCTEMAM U NpaBuaam (CTpaTerusam,
NOANTUKAM), NPUMEHSAEMbIM BHYTPU OpraHu3aLmm

C. HA3Ha4YUTb OTBETCTBEHHbIX 3a NpoBeAeHNe ayanuTa U MOHUTOPUHIa ya

d. MmeTb TONbKO OAHY aBTOMATU3UPOBaHHYIO CUCTEMY B OpraHu3aLmm
Bonpoc 7
TeKkcT Bonpoca

Kakasa npo6nema/bl BO3HUKNA/M ¢ BHegpeHuem ctaHgapTta MCO 15489:2001? «UHPopmauma n
AOKYMeHTauums. YnpaBaeHue goKymeHTamu» B Poccun?

BbibepuTe 04MH OTBET:

e o

a. Npobnema HaunoHanbHOM cneundrKK B NpakTUKe paboTbl C AOKYMEHTaMM
-

b. Mpobnaema orpaHNYEHHOCTU NPUMEHEHMSA CTaHAAPTA
-

c. Mpobnema TePMUHONOTNYECKOTO HECOOTBETCTBUA

d. Npobnema HECOBMECTUMOCTU C POCCUIMCKOM 3aKOHOZATeIbHOM 6a3oi
Bonpoc 8

TeKcT Bonpoca

B noucKe oTBeTa Ha BONPOC, B YeM NpUYMHA NIOXOro KavyecTsa TOBapoB U ycayr, akcnepTtbl UCO
NPULLU K BbIBOAY, YTO OHA 3aK/IIO4aeTcA BCeraa ...



BbibepuTe 04MH OTBET:

a. B N0XxoM OpraHnsaunm meHeaXMeHTa

b. B HU3KOM KauecTBe cbipbs

C. B HU3KOM ﬂpOd)ECCMOHaI'IbHOI\;I noAaroToBKe NepcoHana

d. B HegocTaTke pUHaAHCMpPOBaAHUA
Bonpoc 9
TeKcT Bonpoca

Kem p0nKHbI yTBEPXKAaTbCA BCe PeLleHUA O BKAKYEHUU AO0KYMeHTOB B CY/[], U yCTaHOBNEHUUN CPOKOB
M nopAgKa UX XpaHeHUA?

Bbl6epMTe OANH NN HECKOJIbKO OTBETOB:

d. aPXUBHbIM OpPraHOM

b. BbiCLUIMM pyKOBOACTBOM

C. HaA30PHbIM OpraHOM, ayauntTopamum

d. oTBeTCTBEHHbIM 3a CY/]
Bonpoc 10
TeKkcT Bonpoca
MepeBoa KakMX TEPMUHOB Bbi3Basl HAMbOOIbLUMeE TPYAHOCTU Y NnepeBogunkos BHUNOAL?

BblﬁepMTe OAUH NN HECKO/IbKO OTBETOB!:

d. Me€TadaHHble

b. 3anucob

C. OOKYMEHT

d. apxus
Bonpoc 11
TeKcT Bonpoca
K KaKoii cepumn ctaHaapToB Bocxogut ctaHgapT UCO 15489-2001 «YnpasaeHue JOKYMEHTaMU»?

BbibepuTe ogMH OTBET:



a. Cepuun 1SO 14000

b. Cepun 30300

c. Cepumn I1ISO 9000

d. Cepun ISO 10000
Bonpoc 12
TeKcT Bonpoca

C Kem A,0NKHbl COrNacoBbIBaTbCA BCE peweHuna O BK/IlYeHUN AOKYMEHTOB B CUCTEMY ynpaBaieHUA
AOKYMEHTaMUN U YCTAaHOBJIEHUN CPOKOB U NOopAAKa UX XpaHEHMﬂ?

Bbl6epMTe O4NH NN HECKOJIbKO OTBETOB:

a. oTBeTCTBEHHbIM 3a CY/]

-
b. Haa30pHBIM OpraHOM, ayaAnTOpPamM
C. aQPXMBHbIM OPraHoOMm
d. BbICLLMM pPYKOBOACTBOM

Bonpoc 13

TeKkcT Bonpoca

KnioueBoe noHATHE «ynpaB/ieHMe A0KYMEHTaMMU» B Pa3HbIX CTPaHaXx, B TOM uncne Poccuu, Bbi3Baio
TEPMUHONOTUYECKYHO ANCKYCCUIO. C Kakumu u3 nepevyncaieHHbIX HUXxe NOHATUM ero CTpeMununamncb
OTOXAECTBNATb?

BbibepuTe 04MH OTBET:

d. ynpasaeHune apxmBamu

b. ynpasneHune gokymeHToo60poTom

C. ynpaBneHune nHbopmaumen

d. co Bcemun nepeuncieHHbIMu
Bonpoc 14
TeKcT Bonpoca
YKaxute npasuibHOe NPOAOKEeHNE BbICKasbiBaHUA: «CUCTeMa MeHeAXKMeHTa KayecTea — 3T0...»

BbibepuTe ogMH OTBET:



a. COBOKYMHOCTb OCHOBHbIX A€MCTBUIA, HaNpPaB/ieHHbIX Ha AOCTUXEHME NOCTaBAEHHbIX 33434
(uenen, nogueneit)

b. CucTema meHeaKMeHTa ANA PYKOBOACTBA U YNpPaB/ieHUA opraHu3aumein NpuMeHUTENbHO K
Kayecrsy

c. Obuime HamepeHUa 1 HanpaB/eHWA AeATe/IbHOCTU OpraHn3aumm B 061acTn KavecTsa,
odunumManbHO cPOPMYNMPOBAHHbIE BbICLLIMM PYKOBOACTBOM

d. CuctemaTmnyeckas ngeHTMbUKaLUA 1 ynopsaaodeHe AeN0BOM AeATeNbHOCTU U (Mn)
OOKYMEHTOB MO KaTeropmMam B COOTBETCTBUM C JIOTUYECKU CTPYKTYPUPOBAHHbBIMW YCIOBUAMMU, METOZAMM
W NpoueaypHbIMKU NPaBuAaMn, NPeLCTaBAEHHbIMU B KNacCMPUKALMOHHOM cnucteme.

Bonpoc 15
TeKcT Bonpoca

YTo6bI onpeaenaTtb TPEGOBaHMﬂ K NPaKTuKe, 06CI1€AOBaHMIO, npoBepke n TeCtTMpoBaHUIO npoueccos
ynpaB/ieHnAa AOKYMEHTaAMM, HEO5XOAMMO...

BbibepuTe 0AMH OTBET:

a. perynapHo NpoxXoanTb NPOBEPKY BO BHELLUHUX ayAUTOPCKMX M HaA30PHbIX OpraHax

b. AOOKYMEHTA/IbHO 3a¢MKCMpOBaTb HOPMbI COOTBETCTBYHOLW,ErO 3aKOHOAATENIbCTBA, CTAHAAPTOB U
NONINTUKY OpraHn3auunmn

C. OTCNneXnBaTb UISMEHEHNA B 3aKOHOOATENbCTBE

d. Ha3HaYMTbL OTBETCTBEHHbIX 3@ NPOBEAEHME ayaANTa U MOHUTOPUHIa Y/
Bonpoc 16
TeKcT Bonpoca

B cnyyae o6HapyKeHUA HENPUrog4HOCTU AN HeahPEKTUBHOCTU MCNOJIb3YEMOI CUCTEMbI yNpaB/ieHUA
OOKYMEHTaMM 1 NPOLLECCOB YNpPaBAeHUA AOKYMeHTamMmu Heo6Xxoaumo...

BbibepuTe 0AMH OTBET:

T_' o o
a. NepeinTn Ha BymakHbI LOKYMEeHTO060pOoT
b. yHUUTOXUTL CY[

C. 3ameHunTb CY/L

d. moanounumposaTthb npouecchbl Y/

Bonpoc 17



TeKcT Bonpoca
TpeboBaHUA K cucTeme MeHeAKMeHTa KauecTBa ONUCaHbl B...

Bbibepute 0aMH OTBET:

a. Cepuu 1SO 9000

b. Cepnn 30300

c. Cepun I1SO 14000

d. Cepum ISO 10000
Bonpoc 18
TeKcT Bonpoca
Mporpammbl 06yuyeHUA ynpasieHUIO 4OKYMEHTAaMU A0MKHbI OXBATbIBATb...

BbibepuTe 0AMH OTBET:

d. POJ/IN N OTBETCTBEHHOCTb TOJ/IbKO BPEMEHHDbIX pa6OTHMKOB n nnuy, pa60TaIOLLI,MX Ha O6LLI,€CTB€HHbIX
Ha4anax

b. ponn n oTBETCTBEHHOCTbL BCEX COTPYAHUKOB M NMPOYMX /1L, OTBETCTBEHHbIX 3a CO3AaHue
[OKYMEHTOB BO BPeMA MX paboTbl 1 33 BKAOYEHME ITUX AOKYMEHTOB B CUCTEMY YNpaB/ieHUA
OOKyMeHTaMu

C. PO N OTBETCTBEHHOCTb TOJIbKO BCEX LUTATHbIX COTPYAHUKOB

d. ponun 1 oTBETCTBEHHOCTb BCEX PYKOBOAALLMX PAaOOTHUKOB
Bonpoc 19
TeKcT Bonpoca
Korpa B Poccuun noasunucb nepsble cTaHgapTbl no CMK?

BbibepuTe 0AMH OTBET:

a.B2000r.

b.B 1997 r.

c.B1947r.

‘ d.B1987r.

Bonpoc 20



TeKcT Bonpoca
Kak cooTtHocarca FOCT P UCO 15489-1-2007 u FOCT P UCO 30300-2015?

Bbibepute 0aMH OTBET:

r'
a. FOCT P MCO 30300-2015 getanusunpyet u ytouHAaeT nonoxerHuma NOCT P UCO 15489-1-2007

b. TOCT P MCO 30300-2015 meHsaeT TepmuHonoruto FOCT P NCO 15489-1-2007

c. FOCT P NCO 30300-2015 otmeHwnn FTOCT P NCO 15489-1-2007

d. TOCT P MCO 30300-2015 Hukak He cBasaH ¢ TOCT P NCO 15489-1-2007
Bonpoc 21
TeKcT Bonpoca
Kakoe mecTo oTBOAMUTCA YNpaB/AEHUIO JOKYMEHTamMmu B cTaHgapTax MCO 9000?

BbibepuTe 0AMH OTBET:

a. yl'lpaB}'IEHME AOKYMEHTAMU PACCMATPUBAETCA KaK BCMOMOraTe/IbHbIl npouecc, 06CY)-|-(VIBalOLLI,VIﬁ
MeHeaXMeHT

b. YnpaBneHune fLOKyMeHTaMK ABNAETCA CAaMOW BaXKHOM YacTblo MeHeAKMeHTa

C. YnNpaBsieHne JOKYMEHTaMK ABNAeTCA COCTaBHOM 4acTbto MeHeaXMeHTa

d. YnpaBneHve gOKyMeHTaMM He PacCMaTPMBAETCA U HE ONUCbIBaeTCA
Bonpoc 22
TeKkcT Bonpoca
B uem 3aKnOYaeTCA YHUBEPCaNbHOCTb cTaHAapToB I1SO cepumn 9000?

BbibepuTe 0AMH OTBET:
a. YHMBEPCaNbHOCTb CTaHA4APTOB 06eCcneynmBaeTcs Tem, YTo B TpeboBaHUAX BblIM yUTEHbI MHEHUA
pa3HbIX 3KCMepToB

b. OHM NpepnaraoT o4HY 06LLYI0 YHUBEPCANbHYIO MOAE/Ib MEHEKMEHTA

c. OHM NpUMEHUMbI Ans o060 OpraHn3auMm BHE 3aBUCMMOCTUN OT YUC/IEHHOCTU NepcoHana,
¢$bopmbl COBCTBEHHOCTU, 3aHMMAEMbIX PbIHKOB, XapaKTepa BbiNyCcKaeMoi NPOoAYyKLMM NAM OKa3blBaeMbIX
ycnyr

d. YHMBepcanbHOCTb NPOABASETCA B TOM, YTO AaHHOM cepum 0606LeHbl TpeboBaHUs ApYyrux cepuit
CTaHZAPTOB



Bonpoc 23
TeKcT Bonpoca
OcobeHHOe OTHOLLUEHUE K AOoKYMeHTauuu ctaHgapTos 9000:2000 onpegenaerca TeM, uTo...

Bbibepute oaMH OoTBET:

a. YnpasneHne OKYMEHTaMM PacCMaTPUBAETCA KaK BCMOMOraTe/ibHbIi npouecc, 06Ccay<unsatoLmi
MeHeaXMeHT

- o o
b. YHpaBneHme AOKYMEHTaMU ABNAETCA CaMOU BaXKHOU YaCTbO MEHEAXKMEHTA

C. Ha Kakgom npeanpuatum, B Kaxao0n opraHnsaummn 4o/xKHa 6biTb He TOIbKO pa3paboTtaHa,
BHeApeHa 1 AeCTBOBaTb CUCTEMa MeHea)XMeHTa KauyecTBa, HO 3a40KYMeHTUpoBaHa

C o
d. YHpaBneHme AOKYMEHTaMU ABNAETCA COCTAaBHOU YaCTbiO MeHEAXMEHTA

Bonpoc 24
TeKcT Bonpoca
PacnpeaeneHHoe ynpaBaeHue AOKYMEHTaMU — 3TO...

Bbibepute oaAnH OTBET:

a. CY[, roe oTBeTCTBEHHOCTb 33 AJOKYMEHTbI pacnpeseneHa MexKay Bcemun paboTHMKamu
opraHmMsauum

b. npaBuabHO cnpoeKkTnpoBaHHan CY/[, cooTseTcTBytowWwan metogonorum NCO

C. KOHTPO/IPYEMan N AOKYMeHTanbHO odopmneHHaa CY/, KoTopaa cnocobHa noaaepXueatb
a/IbTEePHATMBHbIE BAPUAHTbI pa3MeLLLeHMA OKYMEHTOB

d. CY/[], ncnonb3sytoLian ayTCOPCHHT
Bonpoc 25
TeKcT Bonpoca

Mouemy pyHKLUM ceKpeTapuaT obecneunBan aBCTPAANIACKUA HaLMOHaNbHDI OpraH
cTaHpapTusayum?

BbibepuTe 0AMH OTBET:

a. ABCTpanua BbICTYNUAA C UHULUMATUBOM co3aaHma I1SO 15489

b. ABCTpanus paHblue APYrMX BHEAPWUAA HALMOHA/bHBIW CTAaHAAPT NO YNpPaBAEHUIO AOKYMEHTaMM U
€ro Npu13HaaAn AyULWNM B MeXAyHapoaHOW NpaKkTUKe



c. ABcTpanvsa Bceraa BbINoNHAET AaHHYo dyHKuMto B TK

=
d. B ABCTpanmm ny4dwime cekpeTapu

Bonpoc 26
TeKcT Bonpoca

Korga 6bina cosgaHa MexKayHapoaHasa opraHusauua no ctaHaaptusauum (International Organization
for Standardizations)?

Bbibepute 0aMH OoTBET:

‘ a.B1947r.

b. B 2007 .

c.B1986r.

d.B2001r.
Bonpoc 27
TeKcT Bonpoca
«PUCK-OprMeHTUpPOBaHHOE MbILL/IEHUE» NOABUAOCH B CTaHAApPTaX BEPCUM...
BbibepuTe oaAnH OTBET:

( a.2015r.

© b.2000r.

c. 1987 r.

( d. 1994 r.

Bonpoc 28
TeKcT Bonpoca

KaKkoit TeXHMUYeCKUit KoMUTET ABNAETCA [MAaBHbIM NO pa3paboTKe CTaHA4APTOB N0 YyNPaBAEHUIO
AOKYMEHTaMun?

BbibepuTe 0AMH OTBET:

a. TK 176 «YnpaBneHne KayectBom»

I~
b. TK 6 «bymara, KapToOH 1 Lenna03a»



-
c. TK 68 «baHKOBCKOE Aeno, LeHHble Bymaru 1 gpyrne GUHAHCOBbIE YCAYTU»

d. TK 46 «MHPopMaLma N AOKYMEHTALMAY
Bonpoc 29
TeKcT Bonpoca
[DokymeHTauusa CMK BKAlovaeT cnegytowmii nakeT AOKYMEHTOB:

BbibepuTe 0AMH OTBET:

a. Llean 1 noantuka opraHMsaLmmn, pyKoBOACTBO MO KauecTBy, 4OKYMEHTMPOBaHHbIE NpoLeaypsl,
AONIKHOCTHbIE MHCTPYKLMMN M NONOMKEHNA O CTPYKTYPHbIX NOApa3ae/ieHnaX, CTaHA4apTbl OpraHn3aumm u
paboune MHCTPYKLUK

b. [JokyMeHTUpOBaHHbIE NPOLLEAYPbI, AONKHOCTHbIE MHCTPYKLUMWN U MONOMKEHUA O CTPYKTYPHbIX
noApaszeneHunnx, CTaH4apPTbl OpraHn3aumm n paboume MHCTPYKUUU

. PYKoBOACTBO MO KauyecTBy, AOKYMEHTUPOBAHHbIE NPOLEeAYpbl, CTaHAAPTbI OPraHn3aumun u
paboune NHCTPYKUmK

d. Muccus opraHusaumm, Leau u NoANTUKa oOpraHM3aumm, PYKOBOACTBO MO KayecTsy,
AOKYMEHTUPOBAHHbIE NPOLLeAypbl, SONKHOCTHbLIE MHCTPYKLMKU U NONOMKEHUA O CTPYKTYPHbIX
noapasaeneHusax, CTaHAaPTbl OpraHn3aLumn u paboune MHCTPYKL MUK

Bonpoc 30
TeKkcT Bonpoca
Bbibop Hocutena nHpopmayum 3aBUCUT OT:

BblﬁepMTe OAUH NN HECKOJIbKO OTBETOB:

d. MaTepunanbHbIX BO3MOXKHOCTEM opraHnsauunun

-
b. 06bema AOKYyMeHTOOb6OPOTa OpraHM3aLmm
C. NPOTrHO3MpPYEMbIX TUNOB YPe3BbI4YaANHbLIX CUTYaLMIA
d. cpoKOB XpaHeHUA JOKYMEHTOB

Bonpoc 31

TeKcT Bonpoca

Kakue/as uactb/m 1SO 15489 6binn nepeseeHbl U NPUHATbI B KAYeCTBE HaLMOHa/IbHOrO POCCUACKOro
cTaHpapra?

BbibepuTe 0AMH OTBET:



a. TonbKko 2-as un 3-a 4yactn

b. Bce yactu

c. TonbKo 2-adA 4yacTb

d. TonbKo 1-as yactb
Bonpoc 32
TeKcT Bonpoca

Y10 cCNOCO6CTBOBANO AKTUBM3ALUUN MEKAYHAPOAHON CTaHAAapTU3auMu u ceptuduKkaumm B obnactm
ynpaBneHUs fOKYMeHTaMU?

Bbl6epMTe O4NH NN HECKOJIbKO OTBETOB:

a. CTaHgapTM3auUmMa MeHeasKMeHTa

-
b. YBennueHune konnuectsa sKCnepTos, y4acTBYOLWMX B pa3paboTke CTaH4aPTOB
-
. BHeapeHMe 3n1eKTPOHHOro fOoKYMeHToobopoTa
-
d. U3ameHeHMA B 3aKOHOAATENBCTBE
Bonpoc 33

TeKkcT Bonpoca

KakMm HOpMaTUBHbIM AOKYMEHTOM B OPraHU3aunm AOKHO PerfiaMeHTUPOBaTbCA KOHBEPTUPOBaHUE
M MUrpauua 4OKYMEHTOB U3 OAHOI CUCTEMbI YNIPaBAeHUA 40KYMeHTaMu B Apyryto?

BbibepuTe 0AMH OTBET:

d. YCTaBOM OpraHunsauunu

b. NpMKa3om 0 KOHBEPTUPOBAHUU U MUTPALUMN AOKYMEHTOB U3 OAHOMN CUCTEMBI YIPABAEHUS
AOKYMEHTaMM B ApYryto

c.TOCTom

d. MHCTPYKUME NO KOHBEPTUPOBAHMIO U MUTPALLUWN LOKYMEHTOB
Bonpoc 34
TeKcT Bonpoca

Mouemy, no mHeHuto B.®. AHKoBol, MCO 15489 "cTaBUT KpecT" Ha AeN10Npon3BOACTBE B CTapOM
NOHUMAHUU?



BbibepuTe 0AUH NN HECKOJIbKO OTBETOB:
a. CtaHgapT TpebyeT No/IHOM 3aMeHbl BCEN Hay4HO-TEPMUHO/IOTMYECKon H6asbl 4eN10NPon3BOACTBA

b. CtaHpapT He NnpegnonaraeT BO3MOXKHOCTM NPUMEHATb HaLMOHaNbHbIM OMNbIT yNpaBAeHUA
OOKYMEHTaMM

¢. CtaHgapT 0603Ha4YnN HeobX0AMMOCTb NepecMmoTpa cTaTyca caybol JOY v ee ponu B
AeATeNbHOCTM OpraHM3aLMm B LLeJIoM

d. CTaH4apT KacaeTca BCex JOKYMEHTOB OpraHU3aumn (a He TONbKO YNPaBAEHUYECKMX), OTPasKatoLLMX
BCe [e/10Bble NPOoLEecchl

Bonpoc 35
TeKcT Bonpoca
HasoBuTe Tpu mexkayHapoaHble opraHusauum no ctTaHaapTUusaumm

Bbl6epMTe O4ANH NN HECKOJIbKO OTBETOB:

-

a. MexayHapoaHasa 31eKTpoTEXHMYECKan KOMUCCUA
r o

b. EBpONencKkmit MHCTUTYT CTaHAAPTOB 3NEKTPOCBA3N
-

c. MexayHapoaHas opraHusaums cTaHaapT1saumnm
=

d. MexayHapoaHblit Coto3 INeKTpocBa3n



OIlCHO‘IleIe CpeAacTBa A1 IPOBEeACHUA HPOMC)KYTO‘IHOﬁ aTrrecranuu

IIpuioxkenune2

CrpyKTypHBII
JJIEMEHT

KOMIICTCHII N

[Tnaaupyemblie pe3yiabTaThl O0ydeHUS

O1neHOYHBIC CPEACTBA

IIK-5

BJIAJCHUEM TCHACHIUAMU Pa3BUTHUSA I/IH(l)OpMaIII/IOHHO-Z[OKyMeHTaIII/IOHHOFO H o0ecreyeHns YupaBJICHUA apXUBHOI'0 J1€Jia

3HaTh

MeHOeHYUU pas3sumus UHGOPMAYUOHHO20 U OOKYMEHMAYUOHHO20
obecneuenus: 0essmenbHOCIMuU OPeaAHU3AYULL,

MENCOYHAPOOHblE — OpeaHu3ayul, 3aHumalowuecs 006006uenuem
Muposozo onvima 6 ooracmu U1OY u J[OY;

MeAHCOYHAPOOHble OOKYMEHMbl, Ompaxicarowue Muposol onvim K
opeanusayuu UHDOPMAYUOHHO2O u O0OKYMEeHMAaAYUOHHO20
obecneuenus 0eno8olU 0esamelbHOCmU,

=

No ok

10.

Bomnpocs! k 3a4ery
ITonsiTve 0 cucreMax MEHEKMEHTA KaueCTBa.

[Mpuntunel  GOPMHUPOBAHUS  CHUCTEMBl  MEHEKMEHTa
Ka4ecTBa.

Tpe6oBanust cranmaproB  HCO cepum 9000 x pabote ¢
JOKYMEHTaMH .

[IpeumyriecTBa BBEIEHUS CUCTEMBl MEHEIKMEHTA KaueCTBa.
JlokyMeHTanus CUCTEMbI MEHEKMEHTA KauecTBa
[{enb MONUTHKY ypaBiIeHUS JOKyMEHTaMU?
OTBETCTBEHHOCTh 3a YIpPaBJIECHHA JIOKYMEHTAMH: 3a HX
IIPOEKTUPOBAHHUE, BHEAPEHUE M COXPAHHOCTb CHCTEM
yIOpaBieHUs JOKYMEHTAaMH M HUX OJKCIUlyaTallUOHHbIE
XapaKTepUCTHUKH, 32 00yUYeHHUE IMOJIb30BaTEIeH yrpaBIeHUIO
JOKyMEHTaMH ¥  INPUMEHEHUE CHUCTEM  YIPaBJICHHUS
JIOKYMEHTaMHU B WHJVBHTyaJIbHOU IIPaKTUYECKON
JIESITEIBHOCTH.
OTBETCTBEHHOCTh PYKOBOJCTBA OpraHU3allud B 00JacTH
yIpaBiaeHUS JOKYMEHTaMH.
OYHKIIMM U OTBETCTBEHHOCTh aJIMUHUCTPATOPOB CHCTEMBI
ynpaBieHus?
CBoiicTBa JOKYMEHTOB, oOecrednBaeMble pPabOTHUKAMU
opranuzanuu. CyTh Ka)XJ0r0 U3 CBOMCTB.

Hrorosnliii TeCT 110 KypCy




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

Bomnpoc 1
Tekct Bompoca
K xapakrepucrukam cucrem ynpasienus 1okymenramu 'OCT
P UCO 15489 oTHocur:
Br16epute oauH OTBET:

a. TOCTOBEPHOCTh, AYTEHTUYHOCTb, IPUTOHOCTD JUISI
UCII0JIb30BaHUs, LEJIOCTHOCTh

b. HaJIEKHOCTh, CUCTEMHOCTB, COOTBETCTBHE, JISTUTUMHOCTD,
L[EJIOCTHOCTh

C. CUCTEMHOCTb, KOMIUIEKCHOCTh, ayT€HTUYHOCTh, IPUTOJHOCTh
JUTSL UCTI0JIb30BAHMUS

d. HaZEe)KHOCTb, IETOCTHOCTD, KOMIUIEKCHOCTh, CHCTEMHOCTb,
COOTBETCTBUE
Bonpoc 2
Tekct Bompoca
Kakomy Ttexunueckomy komurery MCO Obl1a mopy4yeHna
pa3paborka ISO 15489?
Br1bepute oauH OTBeET:

a. TK 37 «Tepmunomnorus (MpUHIUIBI 1 KOOPAUHALINSA)»

b. TK 176 «YnpaBieHue KauecTBOM

c. TK 46 «1ndopmanus u 10KyMeHTALIMSD

d. TK 171 «BocnpousBeeHre JOKYMEHTOB
Bonpoc 3
Texcm eonpoca
Ilpumenenue mexcoOyHapoOHbIX CHAHOAPMOE 6 OMEUeCMEEHHOM
0e10npou3600cmee HavauNoch ...
Bribepute oauH OTBeT:

a. B KOHIlEe XX B.




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

b. B Hayane XXI B.

¢. B Hagasie XX B.

d. B xonue XIX B.

Bomnpoc 4

Tekct Bompoca

Kakoii u3 nepe4ncieHHbIX HHKe MeKIYHAPOAHBIX CTAHIAPTOB
NnpefAHa3HA4YeH JUIA CO3JaHHSI B OPraHM3alusX CUCTEeM
yIpaBJieHHs IOKYMEHTAMH HAa CTPaTern4ecKoM YPOBHe, TO €CTh
HA YPOBHE OTBETCTBEHHOCTHM M B 30He NPUHATHSA pPelleHHit
pyKoBojacTBa?

Br1bepute oauH OTBeET:

a. UCO 15489:2001 «1upopmanius u 1oKkyMeHTalus. Y IpaBlieHue
JIOKyMEHTaMMU»

b. UCO 23081:2004 (pexn. 2006 .) «uDOopmaIus 1 JOKyMEHTAITHSI.
[Ipoueccel ynpaBineHus JoKyMeHTaMUd. MeTaiaHHbIe JU1s
JIOKYMEHTOB

c. UCO/TO 26122:2008 (pex. 2009 u 2010 rr.) «adpopmarus u
JoKyMeHTalus. AHanu3 pabo4ux MpoIeccoB, IPUMEHSIEMBIX B
OTHOLIEHUH JOKYMEHTOB)

d. UCO 30300:2011 «1udopmarus u nokymentamusi. CucTeMbl
ynpapieHus JokyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U CIIOBaPh)
Bomnpoc 5
Tekct Bompoca
Yem usmepsiercs 3PpPeKTHBHOCTH IPUMEHECHUS
MEKIyHApPOAHOro crangapra’?

BeiGepure ofuH OTBET:
a. OTCcyTCTBHEM HapeKaHUI CO CTOPOHBI HAJI30PHBIX OPraHOB
b. [TonyyeHne KOHKYPEHTHBIX IPEUMYILECTB, MPUOBLIH 3a CUET




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

COBEPILEHCTBOBAHUS CUCTEMbI OPIaHU3aLUU JIEJIOBOM 1€ TEIbHOCTH

c. [TonuHo# yHuUKaIHeH MPoLecCoB OpraHu3aiuu

d. Co3ganuem HEOOXOMMOTO MaKeTa JTOKyMEHTOB
Bomnpoc 6
Tekct Bompoca
Y100bI COXpaHATH KOPNIOPATHBHYIO LEJOCTHOCTD CPe/bl
ynpasJjeHus uHGpopmanuei, opranu3anum Heo0X0AuMo...
Br16epute oauH OTBeET:

a. pEryJIsIpHO MPOXOJUTH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX U
Ha/I30pHBIX OpraHax

b. ocoboe BHUMaHUE yIEIATh BCeM UH(OPMAIIMOHHBIM CUCTEMaM U
IpaBwiaM (CTpaTerusM, NOJUTHKAM), IPUMEHSEMBIM BHYTpU
OpraHu3aluu

C. HA3HAYUTh OTBETCTBEHHBIX 32 IIPOBEJCHUE AyIUTa U
MOHUTOpHHra Y J|

d. ©MeTh TOJBKO OJIHY ABTOMAaTU3UPOBAHHYIO CUCTEMY B
OpraHu3aluu
Bomnpoc 7
Tekct Bompoca
Kakas npo0Jiema/bl Bo3HMKJIa/H ¢ BHeApeHueM cranaapra UCO
15489:2001? «HWudopManusi ¥ JOKYMEHTaUus. YIpaBJieHHe
AoxkymeHramm» B Poccun?
BeiGepure ofuH OTBET:

a. [IpoGnema HanmoHaNbHOM crienu(UKU B IPaKTUKE PabOTHI C
JIOKyMEHTaMU

b. [Ipobnema orpaHMYEeHHOCTH IPUMEHEHHUS CTaHapTa

c. [IpoGnema TepMUHOIOTHYECKOTO HECOOTBETCTBUS

d. IIpobrema HECOBMECTUMOCTH C POCCUICKON 3aKOHOAATEIbHOM




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

6azoit
Bormpoc 8
Tekct Bompoca
B noucke oTBeTa Ha BONPOC, B YeM NPUYNHA IUIOX0I0 Ka4YecTBa
TOBAPOB U YCJIyT, 3kcnepTbl UCO npunwin Kk BLIBOAY, YTO OHA
3aKJII0YAeTCs BCerja ...
Bribepute oauH OTBeET:
a. B IJIOXOM OpraHu3aluu MEHEeKMEHTa
b. B HU3KOM KaueCTBE CHIPbS
C. B HU3KOH npodeccHoHaNbHON MOATOTOBKE IIepCcoHala
d. B HEMOCTaTKE (PMHAHCHPOBAHUS
Bormpoc 9
Tekct Bompoca
KeMm 10/KHBI yTBEPKIATHCS BCe PellIeHUs 0 BKIKYEeHHH
noxkymeHToB B CY/l M ycTaHOBJICHUH CPOKOB U NOPSAKA X
XpaHeHus?
Br16epute o1H UM HECKOJIBKO OTBETOB:
a. apXUBHBIM OPTraHOM
b. BBICIIMM PYKOBOJCTBOM
C. HaJI30pPHBIM OpPraHOM, ayAUTOPAMHU
d. otBercTBeHHBIM 32 CY ]|
Bonpoc 10
Tekct Bompoca
Ilepe6oo kakux mepmunos 6v136a71 HAUOOIbUILE MPYOHOCHU Y
nepeeoouuxoe BHHHU/TA/]?
Bri6epute oiH UM HECKOIBKO OTBETOB:
a. MeTaJlaHHbIE
b. 3anuce




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

C. JOKYMEHT
d. apxuB

VYMeTs:

npuobpemamsw 3uanus 6 ooracmu MOY u JIOY 3a pybesicom;
KOPPEKMHO ~ Gblpadicamsv U  ApeyMeHMUPOBAHO 0OOCHOBbIBANb
cywecmeoganue MeHOeHyull pazeumusi UHQGOPMAYUOHHO2O U
OOKYMEHMAYUOHHO20 o0becnedeHuss 0esameilbHOCmU 3apy0edcHbiX
OpeaHu3ayuli,

obcyscoams  cnocobvl  Ihekmusnoco  peutenus — npoodrem
unopmayuonnoco U OOKYMEHMAYUOHHO20  0becnedeHus

oesmenbHoCmu OPZGHLL?CIMMZZ.

IIpakTuueckoe 3axanue Ne 1
2. Tonw3ysicb TpeboBanusamu .5 'OCT P UCO
15489 mno wuneHTHdUKAIMA HOPMATHBHOM  CpEJbI,
COCTaBUTh MEPEUYCHh HOPMATUBHBIX MPABOBBIX AKTOB JJISI
OJIHOM (Ha BHIOOP) OpraHU3aIMH (CM. CTUCOK HUXKE).
Memoouueckue pexomenoayuu
I'pynnupoBky akrtoB, 3agannyro ['OCT P HCO
15478, cnenyeT coxpaHaTh 00s3aTenbHO! J{J1s MoAroToBKU
HOpMATUBHOM 0a3bl oOmupaiTech Ha 0a3zy CIPaBOYHBIX
npaBoBbix cucteM Koncynwrantllntoc, ['apant, Konekc;

Mo  BHUAAM  JCATEJIBHOCTH  MOXHO  TOJIb30BaThCS
cnpasounotl ungopmayuetl "Cpoku Xxpaunerusi OOKyMeHmMo8
opaanuzayuu " llopmana «KoncynomanmlIInocy
[OnekTpoHHBI  pecypc]. —  Pexum  pocryna:

http://www.consultant.ru/document/cons doc LAW 121777/

Cnucok opraHI/BauI/Iﬁ2
1.3A0 «Potop» (HerocyaapcTBeHHasi OpraHu3anus,
OCHOBHOM BHJ PKOHOMHYECKON OEATEILHOCTH — PeMOHT
MamuH ®  00OpYIOBaHHSA, MECTO pErucTpaluu —
r. YensaOuHCK);

z IIpumeuanue: Hazpanue u XxapakTepUCTUKHU BCEX YKA3aHHBIX OpPraHU3AINil YCIOBHBI.



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

CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
KOMIICTCHIIHH HnaHpreMble PE3YIIBbTAThI O6yLIeHI/I5[

2.000 «XoaMme» (HerocynapcTBeHHas
opra’usanus, OCHOBHOM BU]I DKOHOMHYECKON
JNeATeIbHOCTH — YacTHas JETEKTUBHAs M OXpaHHasd
NEATEIIbHOCTh; MECTO peructpauuu — r. Yda PecrnyOnuku
bamkopTtocran);

3.AHO «Betep cTpaHCTBUI» (HETOCyAapCTBEHHAS
opra’usanus, OCHOBHOM BU]I SKOHOMHMYECKON
JeAaTellbHoCTH — Typucthdeckas IeATENbHOCTb, MECTO
peructpauuu — r. Cankr-IletepOypr);

4. HII «Banos U.N.» (ocHOBHOI BU/]T
DKOHOMUYECKOM  JACATENIBHOCTH  —  JlesSTenbHOCTh
MpEeaNPUATUN 0OIIIECTBEHHOTO MATAHUS o
00CITy’>KUBAHUIO TOPYKECTBEHHBIX MEPOIPUSITUNA U MPOYUM
BHJIAaM OPTraHU3alMU MHUTAHUSA, MECTO PETHCTPALMU — T.
Marsnurtoropck).

[Ipumeuanue: Hazeanue u xapaxmepucmuku 6cex
VKA3AHHbIX OP2aHU3aAYULL YCIO0GHDL.

BJ]a,Z[CTBI npakmu4eCKUMU HasoblKamu analusad HOpmMamueHblx adKmoe 6 cgbepe

OV u UOY;

cnocobamu 0eMOHCMpayuu yMeHus aHaIu3uposams CUmMyayuro 8
cghepe JIOY u HOY;

00vscHamb munuynvie mooenu OV u UOY 6 3asucumocmu om
cneyughuku 0enosoll dessmenbHOCmuU OP2aAHU3AYUU;

KounrpouabHas padora

3aganue 2. CocTaBUTh MOJEHb OICHKH HAJIUYUS B
JIOKyMEHTaxX 00s3aTesIbHbIX CBOMCTB, TpebyeMbix 'OCT P

NCO 15489-1-2007.
MeTtoanyeckue yKasaHus




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
KOMIIETEHIIHH ITnanupyemble pe3yabTaTbl 00y4eHUs
I[aHHLIG CJICOYCT 3aHCCTU B Ta6JII/IHy.
dopma Tabsmis! 1
MO,ZIGJII) OOCHKH HAJIN4YUA B JOKYMCHTAX
o0s3aTenbHbIX CBOUCTB, TpeOyembix ['OCT P CO
15489-1-2007
[Tonoxenue CaoiicTBa ITokazarenu
craggapra ['OCT JOKYMEHTOB COOTBETCTBUS
P HCO 15489 TpeOOBaHUSAM
(myskr Ne m CTaHzapTa
Ha3BaHUE)
1 2 3
AyTEHTHUYHOC
Th
JocToBepHOC
Tb
IlenoctHOCTh
[IpurognocTs
IS
HCIOJIb30BaHUS
CIIOCOOHOCTHI0 OLICHUBATH MCTOPHI0 M COBPEMEHHOE COCTOSIHHE
IIK-7 3apy0e:kHOro ombiTa ynpaBjieHHSl JOKYMEHTAMH W OPraHM3alMH HX

XpPaHeHust

3HaTh

OCHOGHblE NOHAMUA, UCHONb3YeMble NPU NOCMPOEHUU CUCHEMbl
Ynpaegnenus 00OKyMeHmamu,

Bonpocsl k 3auery
1. Hcropus BO3HHMKHOBEHMS MEXAYHAPOIHBIX CTAHJApTOB B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

ucmopuro nosAe6JleHUsl NOHAMUS «ynpaejlenHue 00KyM6Hmamu»;

CB43b NOHAMUA,

COBPEMEHRHbLE UCMOYHUKU qubopmat;uu 0 cocmosArRuu 3Clpy6€9fCH020
onslma ynpaejieHus OOKyMeHmaMu.

00J1acTH MEHEKMEHTA KauecTBa.
2. TloHATHH «TOKYMEHT» U «3aIHCh.

3. Ipunuunst UICHTU(QHUKAIIMA ~ HOPMATUBHOW  CpEabl
yIpaBJIeHUs TOKyMEHTaMu?
4. Pa3zpaboTka  MOJIUTUKM B O0JACTH  YNPABICHUS

JIOKyMEHTaMu?
5. Ilpeamochuiku MOSBICHUS MEXAYHAPOJHBIX CTAaHAAPTOB B
001aCTH MCHCKMEHTA.

6. CMK KaK CHCTEMa YIPABICHHUS T'OPU30HTAJIbHBIMU
nporeccaMu

7. Tlonstue cranmapra B unrepnperamnuu MCO.

8. OcHoBHbIe TpUHIUIBI pazpaboTku ctangapTos MCO.

9. Tlpomemypa pa3paboTku MeXAyHApOHBIX cTangapToB UCO.

10. IIpeumymiectBa MCIOJIb30BAHUS MEXTYHAPOIHBIX
cranaaptoB MCO B oOnacTu ympaBlieHUs JOKYMEHTaMHU U
MH(POPMALIMOHHOTO MEHEIKMEHTA, MEHEIKMEHTA PUCKOB?

HTorosplii TeCT 10 Kypcy

Bomnpoc 1
Tekct Bompoca
K kakoii cepuu cranaaptoB Bocxoaut crangapt UCO
15489-2001 «YnpasJjieHne 10KyMeHTaAMU»?
BriGepure ouH OTBET:

a. Cepun ISO 14000

b. Cepun 30300

c¢. Cepuu ISO 9000

d. Cepuu ISO 10000
Bompoc 2
Tekct Bompoca
C keM J0/KHBI COTJIACOBBIBATHCS BCE PellleHUs] 0 BKIIOYEeHUH




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

JOKYMEHTOB B CHCTEMY YIIPaBJICHUS JOKYMEHTAMH H
YCTAHOBJICHMH CPOKOB H NOPSIAKA UX XpPaHEeHHs ?
BriGepute oauH MM HECKOIBKO OTBETOB:

a. orBeTcTBeHHBIM 3a CVY /|

b. HaZI30PHBIM OPraHOM, ayTUTOPAMHU

C. ApXMBHBIM OPraHOM

d. BBICIIMM PYKOBOJCTBOM
Bormpoc 3
Tekct Bompoca
KiroueBoe nousitue «ynpasJjeHue JOKyMEeHTaMi» B Pa3HbIX
cTpaHax, B TOM 4ncie Poccuu, BbI3BA10 TEPMHUHOJIOTHYECKYIO
auckyccuro. C KakuMH U3 NepevHcJIeHHbIX HUKe NOHATHI ero
CTPEMUJINCH OTOXKAECTBJIATD?
Br1bepute oauH OTBeET:

a. yIpaBJICHUE apXUBAMU

b. ynpasiieHue J0KyMEHTOO00pOTOM

C. yIpaBJieHue UHpopMaIei

d. co Bcemu nepeuncieHHbIMU
Bompoc 4
Tekct Bompoca
YkaxkuTe npaBuiIbHOE MPOI0JKEHHE BICKA3bIBAHUS:
«Cucrema MeHEXKMEHTA Ka4ecTBa — 3TO...»
BeiGepure ofuH OTBET:

a. COBOKYITHOCTh OCHOBHBIX JICHCTBHI, HAalIpaBJI€HHBIX Ha
JOCTH>KEHUE MTOCTAaBJICHHBIX 3a/1a4 (1ieneit, moueneii)

b. Cucrema MeHeKMEHTA JUIsl PYKOBOJICTBA U YIIPABJICHHS
OpraHu3anyeil NpUMEHUTEIbHO K KaUeCTBY

c. O0ure HaMepeHus U HalpaBJIeHUs JeATeIbHOCTH OPraHU3ali1 B




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

o01acTi KauecTBa, opuLuaIbHO cHOPMYIUPOBAHHBIE BEICIINM
PYKOBOJICTBOM

d. Cucremarnueckasi HICHTH(PUKALNS U YIOPSIOUEHHE JeTOBOM
JEeSATEeIbHOCTH U (W) JOKYMEHTOB IO KaTEropusiM B COOTBETCTBUU
C JIOTUYECKU CTPYKTYPUPOBAHHBIMH YCIIOBUSMHU, METOJAMH U
IPOLEAYPHBIMU IIPaBUIIAMU, NIPEACTABIEHHBIMU B
KJ1acCU(UKALMOHHON CHUCTEME.
Bomnpoc 5
Tekct Bompoca
Yto0bI onipenesisitb TPeOOBAHUS K PAKTHKE, 00C/I€I0BAHUIO,
NpOBepKe U TeCTHPOBAHUIO NIPOLECCOB YIIPABJICHHUS
AOKYMEHTaMH, He00X0AUMO...
BeiGepure ofuH OTBET:

a. PeryJIsipHO NMPOXOJAUThH IPOBEPKY BO BHEIIHUX ayJUTOPCKUX U
HAJ30pHBIX OpraHax

b. TOKyMeHTaIbHO 3a(UKCUPOBATH HOPMBI COOTBETCTBYIOIIETO
3aKOHOJATEIbCTBA, CTAHAAPTOB U MOJIUTUKY OpPraHU3alluU

C. OTCJIE)KUBATh U3MEHEHUS B 3aKOHO/1aTEIbCTBE

d. Ha3HAYUTH OTBETCTBEHHBIX 32 MPOBEICHUE AyAUTA U
MoHuTOpHHra Y /1.
Bomnpoc 6
Tekct Bompoca
B ciyuyae o0Hapy KeHHsI HENIPUTOAHOCTH WIN HeI(PPEKTUBHOCTH
HCI0JIb3yeMOM CHCTeMbl YIIPABJIeHHUs JOKYMEHTAMHU H
NMPOLECCOB YNPaBJICHUs JOKYMEHTAMH He00X0AuMO...
BeiGepure ofuH OTBET:

a. mepeiTH Ha OyMaKHBIA JJOKYMEHTOOO0POT

b. yanutoxuts CY




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c¢. 3ameHuts CY /[]
d. MmomudummpoBats npoueccer Y /1.
Bonpoc 7
TexkcT Bompoca
TpeOGoBanus K cucTeMe MEHeIKMEHTA Ka4ecTBA ONHMCAHBI B...
Br1bepute oauH OTBeET:
a. Cepuu ISO 9000
b. Cepun 30300
c. Cepuu ISO 14000
d. Cepuu ISO 10000
Bormpoc 8
Tekct Bompoca
IIporpammbl 00yuYeHHs1 YIPABJIEHHIO TOKYMEHTAMM J10/KHbI
0XBaThIBATD...
Br1bepute oauH OTBeET:
a. POJIM M OTBETCTBEHHOCTh TOJIBKO BPEMEHHBIX pAOOTHUKOB U JIMIL,
paboTarmKX Ha OOIIECTBEHHBIX HavYallax
b. posiu ¥ OTBETCTBEHHOCTh BCEX COTPYAHUKOB U MIPOYMX JIMIL,
OTBETCTBEHHBIX 3a CO3/JaHHE JOKYMEHTOB BO BpeMs MX pabOThI U 3a
BKJIFOUEHUE 3TUX JOKYMEHTOB B CUCTEMY YIPABICHUS TOKYyMEHTaMU
C. POJIK ¥ OTBETCTBEHHOCTh TOJILKO BCEX IITATHBIX COTPYIHUKOB
d. posi ¥ OTBETCTBEHHOCTh BCEX PYKOBOJASALINX PAOOTHHKOB
Bormpoc 9
Tekct Bompoca
Korna B Poccun nosiBuinch nepsbie cranaaptsl mo CMK?
BeiGepure ofuH OTBET:
a. B 2000 r.
b. B 1997 r.




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c.B1947r.

d. B 1987 r.
Bonpoc 10
TexkcT Bompoca
Kak cootnocsitest TOCT P UCO 15489-1-2007 u T'OCT P UCO
30300-20157
Bribepute oauH OTBeET:

a. 'OCT P UCO 30300-2015 neranusupyer u yTOUHSIET
nonoxenus [OCT P UCO 15489-1-2007

b. TOCT P UCO 30300-2015 mensier repmunonoruto ['OCT P
NCO 15489-1-2007

¢.TOCT P UCO 30300-2015 ormerun TOCT P UCO 15489-1-2007

d. TOCT P MCO 30300-2015 nukaxk =e cesizan ¢ [OCT P UCO
15489-1-2007
Bomnpoc 11
Tekct Bompoca
Kakoe MecTo 0TBOAMTCH YNIPABJIEHUIO TOKYMEHTAMM B
crangaprax UCO 9000?
Bri6epute oguH OTBET:

a. YrpaBlieHHE TOKYMEHTaMHU pacCMaTPUBAETCS KaK
BCIIOMOTaTEJIbHBIN TTPOIIeCcC, 00CYKUBAIOIINI MEHEKMEHT

b. YrpasneHue JOKyMEHTaMU SIBJISIETCS CaMOU BaKHOM 4acThIO
MEHEKMEHTa

c. YrpaBieHHe TOKYMEHTAMH SIBJSIETCSI COCTABHOM YaCThIO
MEHEKMEHTA

d. YopaBieHnue 1oOKyMeHTaMH HE pacCMaTPUBACTCS U HE
OTIUCBHIBACTCS
Bomnpoc 12




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

TekcT Bompoca
B uyem 3ak/il04aeTcsi yHUBepcaJbHOCTh cTanaapToB ISO cepun
90007
Bribepute oauH OTBeET:

a. YHUBEPCAIIbHOCTh CTAaHJIAPTOB 00ECIIEYMBACTCS TEM, YTO B
TpeOOBaHUAX OBLIIM YYTCHBI MHEHUS Pa3HBIX 3KCIIEPTOB

b. OHu nipennararoT oHy OOIIYI0 YHUBEPCAIbHYIO MOJIETh
MEHEDKMEHTA

¢. OHU TPUMEHHUMBI 151 JTI000H OpraHU3aIli BHE 3aBUCHIMOCTH OT
YHCIEHHOCTHU NIepcoHala, opMbl COOCTBEHHOCTH, 3aHUMAaEMBbIX
PBIHKOB, XapaKTepa BITyCKAEMOM MPOAYKIIUHU HITH OKa3bIBAEMBIX
yciyr

d. YHHMBepcanbHOCTh NPOSBISETCSA B TOM, YTO IaHHOW Cepuu
0000111eHBI TpeOOBaHUS IPYrUX CEPUM CTaHAAPTOB

YMmeTs

pacnoznasams d¢hpexmuenvle peulerusi om HedImh@HEeKMusHvIX npu
OYeHKe UCMOPUU U COBPEMEHHO20 COCMOSIHUSL 3aPYOe’CHO20 ONbIma
VApasieHuss 00OKYMEeHMAaMU U OPaAHU3AYUY UX XPAHEHUSL,
oocyacoams cnocodwvl d¢hpexmusnoco ynpasieHus 0OKyMeHmamu
npuU aHAIU3€e MENCOYHAPOOHO20 ONbIMA;

oasamsb cobcmeeHuvie 0OOCHOBAHHbBIE NPOSHO3bL NPUMEHEHUS
3apybescHo2o onvima ynpasierus 0oKymenmamu ¢ Poccuu.

1. CocTaBUTh TEPMUHOJOTHYECKUI CIIOBAapPUK B BUJIE

Tabnuipbl, nosb3yach 'OCTamu, ykazaHHBIMU B IEPEUHE.
Memoouueckue pexomernoayuu

B cronbenyr Ne 1 BHOCATCS TEpMHUHBI, KOTOpPBIE
BXOJISIT B TEPMHUHOJIOTMYECKUE CITUCKH TOJIBKO CTaHAAPTOB
NCO (I'OCT P HUCO 15489-1-2007 u I'OCT P UCO
30300-2015). B  poccuickuX  TEPMHHOJOTHYCCKUX
['OCTax (I'OCT P 51141-98 u T'OCT P 7.0.8-2013)
HeoOxoaumo HalTh coorBercTBytouii MMCO TtepmuH,
€CIM OH OTCYTCTBYET, TO B HYXHYIO rpady TaOIuIbI
BIIMCBHIBACTCSI CIIOBO «OTCYTCTBYeT». llocnme Tabmuipsl B
BUJIE TEKCTa HEOOXOJAMMO  clieJaTh  BBIBOABI O




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS

KOMIICTCHIINU
COOTHOIIIEHHH COCTaBa TEPMUHOB U X TOJIKOBAHUSX.
Dopma mabauywl k 3a0anuio 1
CornocTaBuTENbHBIN aHATU3 TEPMUHOB U
ONPEACTICHHUIN

Tep ro rocCrt ro roc

MHHBI CTP P UCO CTP TPUCO

51141-98 | 15489-1-2007 | 7.0.8-2013 | 30300-2015

1 2 3 4 5
Brnaners HABbIKAMU ~ AHANU3A U CONOCMABNEHUS  MEeNCOYHAPOOHBIX KonTpoabHasi padora

CManoapmos8 no YnpagieHuro OOKYMEHMAMU U OMme4yecmeeHHOl
HOpMamueHOU cpeovl,

NpUHYUNAMU NPOEKMUpPOBAHUSL cucmembl VIPAaGIeHUs.
OOKYMEHMAaMU NO MeHCOYHAPOOHBIM CIMAHOAPMAM.

3aganme 1. CoctraBuTh 0030p MNyOIMKaMiA TIO
MEePUOINYECKUM U3JIaHUSIM (razeram,
HayYHO-TIPAKTHYCCKUM >KypHaiaM, COOpPHUKAM HayYHBIX
TPYIOB U J1p.) 3a nocinenHue 10 jeT o poccuiickom u
MeNCOYHAPOOHOM Onbvlime YNpaeieHus OOKYMEeHMAaMu 8
OpeauHu3ayusax,  YApPAaeusaemMvlx  No  MeHCOYHAPOOHLIM
cmanoapmam UCO cepuu 9000 (pazuwix sepcuii).

MeTtoauyeckue yKkasaHus

AHanmu3 TpeNCTaBUTh B BUAEC TEKCTa 00BEMOM HE
MeHee 3-x cranui (0e3 ydera CTpaHUI[ CCBUIOK) C
oOs3aTebHBIMU ~ OUOIMOTpaUIECKUMH  CCHIJTKAMH  Ha
ucrounukn. pudpr - 14, Times New Roman,




CTpyKTypHBI
3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU
MEXCTPOUHBIN uHTEepBai -1,5. Bee moss no 2 cm.
BJIaJICHHEM COBPEMEHHBIMH CHCTeMAMH HH(OPMAIMOHHOTO W
IIK-18 TEXHHYECKOro olecneyeHUsi JOKYMEHTAIIMOHHOIO olecrne4eHust

YupaBJicHUs U YIIPABJICHUS apXUBaMHu

3HaTe

onpedeneHuss Npoyecco8 UHMOOPMAYUOHHO2O0 U MEXHUYECKO2O
obecneyeHusi 00OKyMeHmMayuoHH020 0becneueHus ynpasieHus;
OCHOBHblE  MPeDdO8aAHUSL  MEHCOYHAPOOHBIX  CMAHOAPMO8 K
COBDEMEHHbIM CUCEMAM UHDOPMAYUOHHO20 U MEXHUYECKO20
obecneyeHusi 00OKyMeHMayuoHH020 0becneueHus ynpasieHus;
NPUHYUNBL  NOCMPOeHUs.  cucmem  UHQPOPMAYUOHHO20 U
MeXHUYEecKo20 obecneuenus OOKYMEHMAYUOHHO20 0becnedeHus
VAPAGIeHUsL.

el

Bomnpocs k 3auery
AYTEHTHYHOCTH M CIIOCOOBI e 00ecIieueHusl.
J10CTOBEPHOCTH | CITOCOOBI €€ 00eCTICUeHUSI.
[emocTHOCTH M cIOCOOBI €e 0OecTIeUeHHUs.
[IpurogHOCTh Ui WMCHOJB30BAHUA H
obecrieueHus.
Tpeboanuss 'OCT P HCO 15489-1-2007 x cucremam
yIpaBJICHUS IOKyMEHTaMH. PaCKpbITh KaXK10e TpeOOBaHUE.
[TpoekTHpoBaHWE ¥ BHEAPEHHE CHUCTEMbI YIPABICHUS
JIOKYMEHTaMHU.
CXOICTBO M OTJIMYMS B TpHEMax OIPEIEICHUsI CPOKOB
XpaHeHHus JoKyMeHToB 1o cranaapty MCO P 15489-1-2007
U OTEUYECTBCHHBIM HOPMATHBHBIM aKTaM.
[Tporpamma pa3paboTKu CHCTEMBI
JIOKYMEHTaMHU.
MOHUTOPHHT U ayJUT CUCTEMBI YIIPABJICHUS TOKYMEHTAMH.

cnocoObl  ee

yTpaBJIeHUS

10. OcnoBusle TpedoBanus I'OCT P UCO 15489 no obyuenuro

CHUCTEME YIPABJICHUS TOKYMEHTAMHU
HTorosblii TeCT 10 Kypcy

Bompoc 35

Tekct Bompoca

Ha3zoBurte Tpu MexXIyHApOAHBbIE OPraHU3ALUH 10




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

CTaHAAPTU3AIUH
Br16epuTe o1H MITH HECKOIBLKO OTBETOB:
a. MexayHapoaHast dJICKTPOTEXHUUYECKAsT KOMHUCCHSI
b. EBpomneiickuii HHCTUTYT CTaHIaPTOB AJIEKTPOCBSIZU
c. MexxayHapoaHasi OpraHu3aiis CTaHAapTU3aluu
d. Mexnynapoasbiii Coro3 DIeKTPOCBsI3U
Bonpoc 34
Texcm eonpoca
Ilouemy, no muenur B.®. HAukoeoii, HUCO 15489 ""cmasum
Kkpecm'' na oenonpouszeoocmee 6 cmapom noHumanuu?
Br16epuTe o1H HITH HECKOJIBKO OTBETOB:
a. Cranmapt  TpeOyer  TOJHOW  3aMEHBl  BCeH
HAyYHO-TEPMHHOJIOTHYECKON 0a3bl JeTOMPON3BOICTBA
b. Cranmapt He mnpeamnojiaracT BO3MOXHOCTH TPUMEHSTH
HAI[MOHAJILHBIN OIBIT YIIPABJICHUS JOKYMEHTaMHU
c. Crangapt 0003Ha4YMIT HEOOXOIMMOCTh TIEPECMOTpa cTaTyca
cyx0s1 JIOY u ee poiu B ACATENHHOCTH OPTaHU3AIUH B 1IEJIOM
d. Crangapt kacaercsi BceX JOKYMEHTOB OpraHu3aluu (a He
TOJIBKO
Bormpoc 33
Tekct Bompoca
Kakum HOpPMATHMBHBIM [IOKYMEHTOM B OpPraHU3aluu
JAOJIKHO PerjiaMeHTHPOBATHCS KOHBEPTHPOBaHHE W MHUTPAaLHs
JOKYMEHTOB M3 OIHOI CHUCTeMbl YNPAaBJIEHHUS TOKYMEHTAMH B
Apyryio?
Bribepute oauH OTBET:
a. yCTaBOM OpPTaHU3aIUU
b. mprKa3zoM 0 KOHBEPTUPOBAHUU U MUTPAIIMH TOKYMEHTOB U3




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

OJIHOH cHCTEMBI YIpaBieHUsI JOKYMEHTaMH B IPYTYIO
c. 'OCTom
d. wWHCTpyKIHMEW 10 KOHBEPTHPOBAHUIO W MHUIPALUH
JIOKyMEHTOB
Bonpoc 32
Texcm eonpoca
Ymo cnocodcmeosano axKmueuzayuu MmexHcoyHapooOHou
cmanoapmusayuu u cepmuukayuu 6 odaacmu ynpaeieHus
O0oKymenmamu?
Bri6epute o1H UM HECKOJIBKO OTBETOB:
a. CtangapTu3anys MEHEKMEHTA
b. VBenuueHue KoIMYECTBA HKCIEPTOB, YYAaCTBYIOUIUX B
pa3paboTKe CTaHAapTOB
c. BHenpenue 31eKTpOHHOT0 TOKYMEHTO000pOTa
d. U3meHeHus B 3aKOHOAATEIHCTBE
Bonpoc 31
Texcm eonpoca
Kakue/aa wacmuv/u ISO 15489 6v1nu nepesedenst u npunamaol
6 Kauecmee HayUuOHAIbHO20 POCCUIICKO20 cmaHnoapma?
Br1bepute oauH OTBeET:
a. Tonbko 2-ag u 3-1 yactu
b. Bce uactu
c. Tonpko 2-as yactb
d. Tonpko 1-as yacTe
Bonpoc 30
Texcm eonpoca
Br160op HocuTens nHpopMauu 3aBUCUT OT:
BeiOepute oMH MM HECKOJIBKO OTBETOB:




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

a. MaTepHalIbHBbIX BO3MOKHOCTEH OpraHu3aluu

b. o0beMa JOKYMEHTO0O0POTa OPTaHU3AIHH

C. IPOTHO3UPYEMBIX THUIIOB YPE3BbIYAHBIX CUTYaIHH

d. cpokoB XpaHeHHs TOKYMEHTOB

Bomnpoc 29

Tekct Bompoca

Joxkymentanuss CMK BkiIOYaer cielywIIMii IakKer
JAOKYMEHTOB:

Br16epute oauH OTBET:

a. llenm ¥ mnonuTHKa OpraHMU3allld, PYKOBOJCTBO IO
KauecTBy, JOKYMEHTUPOBAHHbIE  NPOLEAYPHl, JOJLKHOCTHBIE
MHCTPYKLIMU U TIOJOXKEHHUSI O CTPYKTYPHBIX MOJpa3fesieHusX,
CTaHJApThl OPraHU3aLUK U pabouyre HHCTPYKLUU

b.  JIOKyMEHTHpOBaHHbBIE  MPOLEAYpPbI, JOHKHOCTHBIE
MHCTPYKLIMU U TIOJIOXKEHHUS O CTPYKTYPHBIX HOJpa3eseHusX,
CTaHJapThl OPraHU3aLUK U pabouyre HHCTPYKLUU

c. PykoBoactBO 1O KauecTBy, JOKYMEHTHPOBAHHBIE
MPOLEAYpPHI, CTAHIAPTHI OPTaHU3alMU U paboune HHCTPYKIUU

d. Muccust opraHuzanuu, LeId ¥ HOJIUTHKAa OpraHHu3alluy,
PYKOBOJACTBO IO KauecTBY, JOKYMEHTHPOBAHHBIE MPOLEIYpPHI,
JTOJKHOCTHBIE MHCTPYKIIMM M TOJOXEHHS O CTPYKTYPHBIX
MOJpa3/IeIeHUsIX, CTaHAapThl OpraHu3aluy U paboune HHCTPYKIUH

Bomnpoc 28

Tekct Bompoca

Kakoii TexHu4yeckMii KOMHTET SIBJsieTCS TJABHbIM 110
pa3padoTKe CTAHAAPTOB N0 YNPABJICHUIO JOKYMEHTAMM ?

Bribepute oauH OTBeT:

a. TK 176 «YnpaBiieHne Ka4eCTBOM»




CTpyKTypHBI
JJIEMEHT
KOMITETCHIIUHI

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

b. TK 6 «bymara, KapTOH M LEJLTIOJI03a
c. TK 68 «baHkoBckoe €0, IEHHbIE OymMard U Apyrue
(UHAHCOBBIE YCITYTH
d. TK 46 «Madopmanus u TOKyMEHTaIUD»
Bomnpoc 27
Tekct Bompoca
«PUCK-OpHEeHTHPOBAaHHOE MbILLICHHE» IOSBUJIOCH B
CTAaHJAApPTaX BePCHH...
Br16epute oauH OTBET:
a.2015r.
b. 2000 r.
c. 1987r.
d. 1994 r.
Bomnpoc 26
TekcT Bompoca
Korna Obl1a co3nana MexayHapoaHasi OpraHu3anms 1o
CTAHAAPTU3ALMHU (International Organization for
Standardizations)?
BeiGepure ouH OTBET:
a. B 1947 r.
b. B 2007 r.
c. B 1986 .
d. B 2001 r.
Bompoc 25
Tekct Bompoca
Houemy byHkuun ceKperapuar o0ecnequBa
aBCTPAIMHCKUI HAIIMOHAIbHBIN OPraH cTaHAaApTH3ALMU?
BriOepure ofuH OTBET:




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

a. ABcTpanus BBICTYNWJIa C MHUIMATHUBOM co3ganus [SO
15489
b. ABcTpanust paHbllleé APYrUX BHEAPWIA HAIMOHAIBHBINA
CTaHJAApPT 110 YNPaBICHUIO TOKYMEHTAMH U €r0 NIPU3HAIN JIy4IIUM B
MEXIYHAPOAHOU IPAKTUKE
c. ABcTpanus Bcera BhIoNMHAET Januyo Gynkuio B TK
d. B ABcTpanuu nyumiue cekperapu
Bonpoc 24
Tekct Bompoca
PacnipenesienHoe ynpasJjieHHe JOKYMEHTAMH — 3TO...
Br16epute oauH OTBET:
a. CY]l, rie oTBETCTBEHHOCTh 3a JIOKYMEHTBI pacipe/eseHa
MEXy BCeMH paOOTHUKAMU OpraHU3aIiu
b. mpaBunbHO cnpoektupoBanHas CY]l, cooTBeTcTByroIIas
metonosorun UCO
C. KOHTpoJupyeMasi U JOKyMeHTalbHO odopmienHas CY/],
KOTOpasi CIOCOOHAa NOJJEpKUBAaTh albTEPHATHUBHBIE BapUaHTHI
pa3MeIieHns JOKyMEHTOB
d. CY I, ucnionp3yromias ayTCOPCUHT
Bomnpoc 23
TekcT Bompoca
Oco0eHHOe OTHOIIEHME K [JAOKYMEHTALMH CTaHIAPTOB
9000:2000 onpeneJisieTcsi TeM, 4TO...
Bri6epute oauH OTBeET:
a. YmpaBieHHE JOKyMEHTAaMM paccMaTpuUBaeTcs Kak
BCIIOMOTaTeNbHBIN Mpo1IecC, 00CITYKUBAIOLINI MEHEKMEHT
b. VYmpaBneHue MOKyMEHTaMH SIBJISETCS CaMOW BaKHOU
4acTbIO MEHEPKMEHTA




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

c. Ha xaxoM npeanpusiTuy, B KaKA0H OpraHU3aIiy J0JDKHA
ObITh HE TONBKO pa3zpaboTaHa, BHEJApEHA M JIEHCTBOBATh CHCTEMa
MEHEKMEHTa KauecTBa, HO 3aJJ0KYMEHTHPOBaHA

d. YnpaBieHue JIOKyMEHTaMHU SIBISETCS COCTaBHOM 4YacThIO
MEHEHDKMEHTA

YmeTs

8bLOEIAMb NPUSHAKU CYWECBOBAHUSL UTU OMCYMCMEUSL CUCTEM
UHGOPMAYUOHHO2O u obecneuenus
OOKYMEHMAYUOHHO20 o0becnedenus YNpasieHus U YNpaeieHus

MmMexXHu4YecKkoco

apxueamu,
NpPOeKmupo8ams cocmas MemaodanHvlx o4 cucmem
OOKYMEeHMAayuoHH020 0becneyeHus ynpaeieHus,

MoOdenupoeams  Kpumepuu cucmem  UHDOPMAYUOHHO20 U

MEeXHUYECK020 obecneyenus O0OKYMEHMAYUOHHO20 0becnedeHus
VNPAaBAeHUsL NO MeNCOYHAPOOHIM CIAHOAPMAM.

IIpakTnueckoe 3aganmne Ne 2

1. Tlonw3ysdce mpemsiaraéMbIMA HCTOYHUKAMHU,
COCTaBUTh B BUJIE TAOIUIBI MOOeNb OYeHKU mpebo8aHuli
I'OCT P HCO 15489 no cobmooeHuro npunyunos
NOIUMUKYU 8 00]1aCMU YNPABTIeHUSI OOKYMEHMAMU.

B mnepBeiit cTONOEI] BHOCHUTCS IIMTaTa W3 TEKCTa
YKa3aHHOTO CTaHJIapTa, IIe¢ OrOBapUBAETCS Ha3BaHHBIN B
crosbne Ne 2 npunuun. [{utata 10mKHA COMPOBOXKAATHCS
TOYHOU CCBUIKOM.

B Tpetuii cTonben BHOCATCS MoKa3zateiu (Ha3BaHUS
JOKYMEHTOB  W/WJW  3amucedl 0  TPOU3BEICHHBIX
JEUCTBUSAX), IO KOTOPBIM MOHO CYJIUTh, YTO JaHHBIN
MIPUHIINAI COOTIOJIAETCS B XO/€ YIIPABIICHUS IOKYMEHTAMH.
Crnenyer mpoayMarh W moa00paTh Kak MOXHO OOJbIlee
KOJIMYECTBO BO3MOXKHBIX JOKa3aTEIbCTB, CBUICTEILCTB
coOmroieHns Kaxkaoro npunnuna. K mokazarensm ciemyer

OTHOCUTH OTBETCTBEHHOCTb JIOJDKHOCTHBIX JIMI[ IO
COONIONIEHUI0  KaXJOr0  TPHUHIMIA W OCHOBHBIC
pesynbTatel CY /1.

Bropoit ctonbGer; Tabmuilkl HE 3amoOHSIETCS U HE




CTpyKTypHBI
JJIEMEHT

KOMIICTCHIIUN

[Tnanupyemble pe3yiabTaThl O0yYeHHS

OneHouHBbIE CPEICTBA

JOITOJIHACTCA.

dopma Tabsmis! 1

Mooenv oyenku coomeemcmeust mpedosaHUusIM
T'OCT P HUCO 15489-1-2007
1o cOOM00EHUI0 NPUHYUNOSE NOJUMUKU 8 001aCTU
ynpasieHust 00OKyMeHmamu

[Tonoxxenue [Tpunimn [Tokazarenu
craanapra [OCT COOJTFOICHHUS
P UCO 15489 MPUHLINIA

(myHKT Ne n
Ha3BaHUE)
1 2 3
[Tpunamn
SKOHOMHUYECKOU
1eJ1eCO000pa3HOCTH

[IpuHnun yuera
OpraHU3alMOHHON
Cpelsl

[Tpuanun
COOTBETCTBHUS
HOPMAaTUBHOM Cpelie

[Ipuanun




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU
COOTBETCTBUS JEJTOBOM
NEeSATEIbHOCTH
Bnanets cnocobamu OYEHUBAHUA  3HAYUMOCMU u NpaKmu4ecKou HpaKTI/IlICCKOC 3aganue Ne 2

npueodHocmu NnoJly4€eHHbLX 3’HCZHL[ZZ,'

cnocobamu aeMOHCWlpClL;MM YMERUA aHaiusuposamsb coCmasH)ro
yacmb cucmemvl  ynpaejieHus 00KyMeHmamu,
qu)OpMaL{MOHHblM u mexHu4YecKum
aOKyMeHmal/!MOHHOZO obecneyenus ynpaejaeHusl,

CBA3AHHYIO  C
obecneuenuem

HABLIKAMU U MemoOuKamu 00600weHust pe3yibmanmos
MeHCOYHAPOOHBIX CIAHOAPMOS.

aHaiusa

2. Onwupasice Ha TpeboBanus crangapra ['OCT P
NCO 15489, pazpabotath MmoOdenb OYeHKU Kaxcoou
xapaxmepucmuxu CY]/].

JlaHHBIE CIeAyeT 3aHECTU B TaOJIUILY.

B mnepBbiii cTonber; BHOCHTCS LHMTaTa W3 TEKCTa
YKa3aHHOTO CTaHJapTa, IJle OroBapuMBaeTCs Ha3BaHHAS B
cronbrie Ne 2 xapakrepuctuka CVY][. Ilurata momxHa
COITPOBOXJIATHCS TOYHOM CCHUIKOM.

Btopoit cronber; TaGauIbl HE 3alONHSICTCS W HE
JIOTIOJTHSIETCSI.

B Tpertwii cTonber; BHOCATCS ToKa3arenu (Ha3BaHUs
JIOKYMEHTOB W/WJIH 3aIKCEH O MPOU3BEACHHBIX JIEUCTBUSIX,
MEPEUYUCIICHNE OCHOBHBIX PE3YJIbTAaTOB), MO KOTOPHIM
MOXHO cymuth, dYto CVY][ nocturia TtpedyembIx
XapaKTEePUCTHUK.

B kauecTtBe BCIIOMOraTeIbHOTO HWCTOYHUKA A
3anoyiHeHus1 ctonbma Ne 3 myumie ucnosnas3oBatsh ['OCT P
NCO 22310-2009 u TOCT P NCO 30300-2015.

®dopma TabauIbl 2

Mooenv oyenku coomsemcmesusi mpebosaHusm
I'OCT P HCO 15489-1-2007




CTpyKTypHBI

3JIEMEHT OueHouHbIE CpeACTBA
[Tnanupyemble pe3yiabTaThl O0yYeHHS
KOMIICTCHIINU

no coomsemcmeutro CYJ/[ mpebosanuam cmanoapma

[Tonoxxenue XapakTepuCTUKU [Tokazarenu
craugapra ['OCT | CY /] COOTBETCTBUS
P HCO 15489 TpeOOBaHUSAM
(myskr  Ne wm cTaHjapra
Ha3BaHUE)
1 2 3

Hanexnocts CY ]I

enoctaocts CY /]

COOTBETCTBUE
CYl

KomiiekcHOCTE
Ccvy /[

CHUCTEMHOCTE
CY]l




0) Ilopsaiok nMpoBeAeHUsI MPOMEKYTOUHON ATTECTAUM, OKA3ATEeJ I U KPUTEPUH OLlEHUBAHUS:
HpOMexcyTqua;{ arrecranguida 1o AUCIUIIIINHE ((MG)KILYHapOI[HBIG CTaHJapThI YIIPABJICHUA JOKYMCHTAMU) BKJIHOYACT OLUCHKY TCKYIICTO U UTOIOBOI'O

TECTUPOBAHUS, OLIEHKY KOHTPOJIBHOM PadOThl M MPAKTHYECKUX JOMAIIHUX 3aJaHuil. J{JIs OIEHKH «3a4TeHO» - O KXo opmMe 0TIETHOCTH HEOOXOANMO
IIOJIy4UTh HE MeHee 65%.

Kputepuu onieHku (6 coomsemcemeuu ¢ ghopmupyemvimu KOMREMeHYUsMU U NIAHUPYeMbIMU Pe3VIbmamamu 00yyeHus):

— HA OYEHKY «3aUmeHOo» — CmyoeHm OO0JCeH NOKA3amb NOPO20sbill YPOGEeHb 3HAHULL (HA YPOBHE 80CNPOU38eOeHUs U 0ObACHEHUS UHGopmayul,
UHMeILIeKMY albHble HABbIKU peuleHUsl NPOCMbIX 3a0ay);

— HA OYEHKY «(He 3aUMEH0» — cmy()eHm HeE MOoaicenm nokasantb 3HAHUs HA ypoeHe eocnpous'ee()eHuﬂ U 0OvACHEeHUSA qu)opmauuu, He Mooafcem noKkasamo
UrRmellieKmyajlbHble HA6bIKU PEeUEHUS NPOCMblX 3a0ad.



