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IIpeauciiosue
1. ®oHA OLEHOYHBIX CpPEACTB JJIs IPOBEACHUS TEKYIIEW M IPOMEXKYTOYHOW aTTeCTaluH
NpeJHa3HaYeH U YCTaHOBJICHUS! COOTBETCTBUSL YPOBHS IMOJTOTOBKH OOYdYalOMIMXCSl TPeOOBaHUSIM
00pa3oBaTeNbHBIX CTAaHIAPTOB M 00pa30BaTENbHBIX MPOTPaMM IO PEATH3yeMbIM B YHUBEPCUTETE
HaIpaBJIEHUSM MOJATOTOBKHU BbICILIETO 00Opa3oBaHUsL.
2. ®OHJI OLICHOYHBIX CPEJICTB TEKYILIEro KOHTPOJIS U MPOMEXKYTOUHOM aTTecTalliM COCTaBJI€H Ha
OCHOBE TIPOTPaMMBbl JTUCHUIUIMHBI «OCHOBBI JIOKyMEHTOOOOpOTa B TaMOXKEHHBIX OpraHax» B
COOTBETCTBUU C 00pa30BaTeIbHON MporpaMmoin 1o crneruaibHocT 38.05.02 TamokeHHoe Aero.
3. Pazpaborunk I'.B. DnoBa, nouent xadpenpsr MOT/.
4. ®OC paccMOTpeH UM YTBEPKJIEH Ha 3aceJaHuM BblTycKaromen kadeapbl MupoBoil 5JKOHOMUKU U
TaMO>KEHHOTO Jefia
5. Ilposenena nskcmeptuza POC. UneHbl 3KCHEPTHON TpYIIbI, MPOBOJMBIINE BHYTPEHHIOH
AKCHEPTHUY:
[Ipencenarens:
H.IO. Pyns, 3aB. xadenpoit MOT/]
UiieHs!I DKCIIEPTHOM TPYIIIIHL:
M.B. Kakopuna, nouent kadeapst MOT/]
O.B. Hazapos, 3amectutens HavanbHuKa CeBepo-KaBkazckoro
TaMO>KEHHOTO YIPABJIEHUS - HaYaJIbHUK KaJpOBOU CITYKOBI,
MTOJIKOBHUK TAMOKEHHOM CITY>KOBbI

SKCHepTHOG 3aKJIIOYCHHUEC SKCHepTHOG 3aKJIIIOYCHHC!: !l}OHZ[ ONCHOYHEIX CPCACTB IO JUCHUITJIMHE

«OCHOBBI  IOKYMEHTOO0ODPOTA B TAMOXKEHHBIX OPraHax» COOTBETCTBYET  VYCTAHOBJIEHHBIM
TpeOOBaHUIM M MOXKET OBITH MCIIOJIH30BaH B YUEOHOM IIPOIIECCE.
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MHUHUCTEPCTBO HAYKH U BBICHIEI'O OBPA3OBAHUS POCCUMCKOMN ®EJIEPALIIN
denepajibHOE TOCYIAPCTBEHHOE AaBTOHOMHOE 00pa3oBaTeIbHOE YUpeKAeHne
BhICIIEr0 00pa3oBaHUs
«CEBEPO-KABKA3CKHUM ®EJEPAJIbHbIA YHUBEPCUTET»
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Bonpocs! 1151 cobecenoBanus U NPOBEPKH YPOBHSI 00YYEeHHOCTH
10 TUCIUIUIMHE
OCHOBBI I0KYMEHT0000pPOTA B TAMOKEHHBIX OpPraHax

ba3oBblii ypoBeHb

Tema Nel. Pouib, 3HaUECHHE M COAEpPKaAHME 1eJIONPOU3BOACTBA B TAMOKEHHBIX OPraHax.
1. Jlenompoun3BOACTBO - OCHOBHAsI 0OECTIeUrBArONIas (DyHKIHS YITPABICHNSI.
2. HopmaruBHo-MeTomdecKas 6aza JIeNopOr3BOICTBA.

Tema Ne2. /IokyMeHTBI M CHCTEMBI JOKYMEHTALMH B TAMOKEHHbIX OpraHax.
JIoKyMeHTaIus TAMOKEHHBIX OPraHoB.

Cucrembl TOKyMEHTaIIH.

JIOKyMEHT KaK CPEJICTBO YIpPaBJICHHS K OOpaTHOM CBSI3H.

OOmas cxema Kiaccu(UKaIK TIOKYMEHTOB.

OyHKIMU ToOKyMeHTa (MHpOpMaIMOHHAsI, KOMMYHHKAaTUBHAsS, TIPAaBOBAs U JIp.).

agrwNPE

Tema Ne3. TpeGoBanusi K 0pOPMJIEHHIO TOKYMEHTOB B TAMOKEHHBIX OPraHax.
TpeGoBanus k 0popMIIEHUIO JOKYMEHTOB B TAMOKEHHBIX OpraHax.

CriocoObl co31aHus IOKyMEHTOB.

Texuuyeckue cpecTBa COCTABICHUS U U3TOTOBJICHUS TIOKYMEHTOB.

OOmmuit BUT ¥ TIOHATHE PEKBU3HUTOB JIOKyMEHTA.

OOmme TpeboBaHus K 0(hOPMIICHHIO PEKBU3HUTOB JIOKYMEHTA.

TpeboBanus k OlaHKaM JJOKYMEHTOB.

TpeboBaHus K TEKCTaM IOKyMEHTOB.

OcHoBaHMs1 CO3/1aHNS JJOKYMEHTOB B TAMOKEHHBIX OpPraHax.

[IpaBua moaroToBKU U 0QOPMIIEHHSI OTACIBHBIX JOKYMEHTOB B TAMOKEHHBIX OpPraHax.

CoNoOOMWODNE

Tema Ne4. JlokyMeHT0000POT B TAMOKEHHBIX OpPraHax.

[TonsiTHEe 1 0OCOOEHHOCTH JOKYMEHTOO00POTa B TAMOYKEHHBIX OpraHax.

2. CopnepxaHue cTauil JOKYMEHTO000pOTa B TAMOYKEHHBIX OpraHax.

3. Perucrpamusi TOKyMEHTOB

4. Tloctpoenue MHGOPMAIMOHHO-TIOUCKOBBIX CHCTEM B JIEJIOMPOU3BOJCTBE TAMOKEHHBIX
OpPraHoB.

=

Tema NeS. Ilopsiiok BeIOMCTBEHHOIO XpaHEHHMS [JAOKYMEHTOB M OPraHM3alusi HX
AeJONPON3BOJACTBA B TAMOKEHHbBIX OpraHax.

1. Howmenknarypa Jen: Ha3Hau€HHE, CTPYKTYypa.

2. HowmeHnknartypa sien: nopsaox (popMupoBaHHUsL.

3. ®opmupoBaHue €1 B TAMOKEHHBIX OpraHax.

Tema Ne6. Opranmsanusi padoTbl BeAOMCTBEHHOI'0 apXMBa M JIKCIEPTH3a LEHHOCTH



JOKYMEHTOB B TAMOKEHHBIX OPraHax.
1. HaznaueHue u KpUTEPHUU SKCIIEPTU3BI IEHHOCTEN T0KYMEHTOB.
2. IlpoBenenue 3KcrepTr3a IIEHHOCTH JOKYMEHTOB B TAMOKCHHBIX OpraHax.
3. OObecrieueHue COXpaHHOCTH JOKYMEHTOB apXuBa.

Tema Ne7. Opranmsanmuss padoTbl CIY:KObI JOKYMEHTAIIMOHHOTO O0GecmedeHHst
TaAMOKEHHBIX OPTaHOB.
1. 3apmaum u GyHKIMK CITY>KOBI TOKYMEHTAIIMOHHOTO 0OSCIICYCHHS TAMOYKEHHOTO OpraHa.
2. TlpaBa ¥ OTBETCTBEHHOCTh CIYXKObl  JIOKyMEHTAllMOHHOTO  OOCCIICYCHHS W  €¢
B3aMMOOTHOUICHUS C APYTUMH TTOIPA3/ICIICHISIMA TAMOYKEHHOTO OpraHa.

IloBbIlIEHHBIN YPOBEHD

Tema Nel. Pouib, 3HaUeHHE U COAepPKaHME 1eJIONIPOU3BOACTBA B TAMOKEHHBIX OpPraHax.
1 POJ'IB, S3HAYCHUEC U COACPIKAHUC JACIIOMMPON3BOACTBA B TAMOKCHHBIX OpraHax.
2. HopmartuBHO-MeTomuecKast 6a3a JeIonpon3BO/ICTBA B TAMOKEHHOMH CHCTEME.

Tema Ne2. JlTokyMeHTBI M CHCTEMBbI JOKYMEHTALUH B TAMOKEHHBIX OpraHax.
1. TlonsTHe yHH(pHUKAUHU AETONPOU3BOJICTBA.
2. 3amauu v nenu yHu(QUKAIMHA JOKYMEHTOB.
3. YHuuumupoBaHHBIE CHCTEMBI JOKYMEHTAIINH.

Tema Ne3. TpeGoBanusi kK 0poOpMJIEHHIO TOKYMEHTOB B TAMOKEHHbIX OPraHax.
1. JlokymeHTsl WHGMOPMAIMOHHO-CIIPABOYHOW TPYyNmbl W MpaBuia HUX OQPOPMIICHUS B
TaMO>KEHHOM JIeJIONPOU3BO/ICTBE.
Ocob6enHoctr 0opMIICHHS MEXTYHAPOIHON AETOBOM MEPETIHCKH.
OdopmiteHre MPUKA30B U PACTIOPSHKEHUH TAMOKEHHOTO OpraHa
OdopmiteHre UceM U CITy>KEOHOH TIePENUCKH B TAMOYKEHHBIX OpraHax
OdopmiteHre MOJIOKEHNUI U MHCTPYKITHH.
OdopmiteHre MPOTOKOJIOB.
OdopmieHre akToB U JIPYrux HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

NogabkownN

Tema Ne4. J[okyMeHT0000POT B TAMOKEHHBIX OPraHax.
1. Tloxcuer oObeMa JOKyMEHTOOOOPOTA.
2. Pabota ucriosHHUTENCH C TOKYMEHTaMHU.
3. CpoOKH HCIOJHECHUS JJOKYyMEHTOB
4. KOHTpOJIb UCTIOJTHEHUS IOKYMEHTOB B TAMOKEHHBIX OpraHax.

Tema NeS. Ilopsiiok BeIOMCTBEHHOr0 XPAHEHHUSl JAOKYMEHTOB W OpPraHM3anusi HX
JeJIONPOM3BOJICTBA B TAMOKEHHBIX OPraHax.

1. TIpaBuna odopMmieHHE e B TAMOKEHHBIX OpraHax.

2. OmepaTHBHOE XpaHEHHUE TOKYMEHTOB U JIeT B TAMOXEHHBIX OpraHax.

3. AHanu3 cocTaBa HOMEHKJIATYPHI JIe] TAMOXKEHHOTO OpraHa.

Tema Ne6. Opranmsanusi padoTbl BeAOMCTBEHHOI'0 apXMBa M JIKCIEPTH3a LEHHOCTH
AOKYMEHTOB B TAMOKEHHBIX OPraHax.

1. Tlopsmok NOATOTOBKH M IEpegau JOKyMEHTOB B apXHUBBI TAMOKEHHBIX OPTaHOB.

2. OpraHuzanys u y4eT JOKyMEHTOB B apXUBE TAMOXXEHHOTO OpraHa.

3. HayuHo-cnpaBouHBIi anmapar K JOKyMEHTaM apXuBa.

4. Hcnonp30BaHHE JOKYMEHTOB apXMBa TAMOKEHHOT'O OpraHa.

Tema Ne7. Opranmsanus  padorbl  CIy:KObI  JOKYMEHTAallHOHHOIO  oOecrne4yeHHs



TaMOKEeHHbIX OPTraHoOB.
1. B3auMOOTHOIIEHUS CITY>KObI JOKyMEHTAIIMOHHOTO 00ECTICUSHHSI C APYTUMH TIOIpa3IeICHUsIMU
TaMO>KEHHOT'O OpraHa.
2. CoTpyIHHKH OTBETCTBEHHBIE 32 JICJIONPOU3BOJICTBO B TAMOKEHHOM OpraHe.

1. Kpurepuu oneHnBaHusI KOMIETEHIIUH
OneHka «OTJIMYHO» BBICTABISETCS CTYAEHTY, €CIM OTBET Ha IIOCTaBJIEHHbIE BOMIPOCHI
[IOKa3bIBa€T IPOYHbIE 3HAHHUS OCHOBHBIX IIPOLIECCOB H3ydyaeMOM IpeaMeTHOW obmacTy,
OTIMYAeTCd TIYyOMHOW W TOJHOTON packpbiTus TeMmbl. CTyOeHT MOKa3blBaeT BIaJICHHUE
TEPMHHOJIOTHYECKHUM aIapaToM, YMEHHE OOBSICHATH CYIIHOCTh SBJIEHUH, MPOIIECCOB, COOBITHIA,
JieNlaTh BBIBOJBI M 000OIIeHHs, JaBaTh apryMEHTHMPOBAHHBIE OTBETHI, NMPUBOAUTH IMPHUMEPHI.
[IpocnexuBaercs JOTMYHOCT M TOCJIENOBAaTENbHOCTb  OTBeTa. T.e.  oOyuarowutics
oemoHcmpupyem 2nyooKue u nPouHvle 3HAHUA NO CeOYVIOUWUM KOMNEMEHYUIM:
I1K-32
- OCHOBHBbIE HOpPMAaTUBHBIE W METOJUYECKHE JOKYMEHThl IO BOIpOCaM TMOATOTOBKU H
opOpMIIEHHSI PA3TUYHOTO pPOAA JOKYMEHTOB (YIpPaBJIEHYECKHX, TAaMOXXEHHbIX U Jp.) H
OpraHu3aI|y JIeJIOMPOU3BO/ICTBA B TAMOKEHHOM OPTaHe;
- Kiaccu(uKanuio 3amuiiaeMoll MHGopMaluy, NMPUHIUIBI U CpPEACTBa 3alllUThI, a TakKke
PEXHUMBI 3alUIIaeMOi HHpOPMAaILIUY, UCTIOIB3yEMON B TAMOKEHHBIX OpraHax;
- 0c0OOEHHOCTH OpPraHU3alMH U CTAAUH JOKYMEHTOO0OpOTa B TAMOKEHHBIX OpraHax.
- TpaBWwia TMOJTOTOBKA U OGOPMIIEHHS BCEX BUAOB OPraHU3AMOHHO-PACHOPSIUTEIbHBIX
JOKYMEHTOB B TAMOXKCHHBIX OpraHax.
- BO3MOJKHOCTH HOBBIX HH(OPMALMOHHBIX TEXHOJIOTUH, HCHOJb3YeMbIX I MOJArOTOBKH,
odopmieHHs, Iepeiau, IOUCKa U XpaHEHUs JOKyMEHTUPYyeMOil HHpopMaIuy;
- B[l YIPABJICHYECKUX JOKYMEHTOB, X POJIM M (DyHKIMM Ha pa3HBIX 3Tanax yHIpaBJIEHYECKOTO
porecca.
I1K-34
- TpeOoBaHUs K 0(DOPMIICHUIO JOKYMEHTOB B TAMOXKEHHBIX OpraHax;
- MOPAJOK BEIOMCTBEHHOIO XPaHEHHUS JOKYMEHTOB M OPraHU3ALMIO MX JEJIONPOU3BOACTBA B
TaMOXEHHBIX OpraHax (HOMEHKJIaTypa aei, GopMupoBaHue Jei, 0popMIIEHUS J1e)
- HA3HAYCHUE U MOPANOK IPOBEIEHUS SKCIIEPTU3bl LEHHOCTU JIOKYMEHTOB B TaMOXKEHHBIX
oprasax.
- OCHOBBI aPXUBHOT'O XPAHEHUS JOKYMEHTAIIMM TaMO>KEHHBIX OPraHOB.
- HOPMAaTHUBHO-METOJMUYECKHUE OCHOBBI OpraHu3anus padoThl CIYXObl JTOKYMEHTAllMOHHOIO
o0ecreyeHns TaMOXKEHHBIX OPraHoB.
Obyuarowuiics 0emMoOHCmpupyem noaHoe ymenue no cieoyioujum KOMnemeHyusm.:
I1K-32
- IPUMEHATHh HA NPAKTUKE OCHOBHBIE HOPMATHUBHBIE U METOAUYECKUE JOKYMEHTBI 10 BOIIPOCAM
MOJATOTOBKHM U 0(OPMIIEHHS PA3IMYHOTO PoJa JOKYMEHTOB M OpraHM3allUy JeJ0NpPOU3BOJICTBA
B TAMOKEHHOM OPIraHe;
- IPUMEHATH HAa NPAKTHUKE HOPMATHUBHBIE U METOJUYECKHE JOKYMEHTBI, PErIaMEHTUPYIOLIUE
OpraHu3aiio  paboThl C  JOKYMEHTaMH, COJEpXallUMH  CBEJIEHHs  OrpaHMYEHHOTO
pacnpoCTpaHEHus;
- aHAJIM3MPOBATH COCTOSHUE JIOKYMEHTOOOOpOTa B ILIE€JIOM M COJEpP)KaHUE €ro OTIENIbHBIX
CTaJIui;
- KJIaCCU(UIMPOBATh JIOKYMEHTAIIIO TAMOKEHHBIX OPT'aHOB.
-HMCI0JIb30BaTh COBPEMEHHBIE CPENICTBA CBS3M, OPraHU3ALIMOHHOW M BBIYMCIIUTEIBHON TEXHUKH
npu paboTe ¢ JOKYMEHTaMH, B TOM 4HCJIe BEIOMPaTh HEOOXOAMMOE MPOrpaMMHOE oOecrieueHne
WM UHPOPMALIMOHHBIE TEXHOJIOTHH.
[1K-34
- peain30BbIBaTh 3a/aud M (QYHKLUHMU CIY)KObI JIOKYMEHTAIIMOHHOTO OOECHeUeHUs] TaMOXKEHHOT'O



oprasa.

- AHAMBUPOBATh OOIIMe TpeOOBaHUS K O(OPMIICHHIO PEKBH3UTOB M BBHIOMPATh HEOOXOAMMEIC IS
KOHKPETHOTO JIOKYMEHTA BUJI OJJaHKA U COCTaB PEKBU3UTOB IOKYMEHTA.

- QHAJIM3HUPOBATh U COCTABIISATH HOMEHKIATYpPY J€J, COCTaB JOKYMEHTOB B OTICNBHBIX Jejax,
BBISIBIISITH HAPYIICHUS B TIpaBmiIax (GopMupOBaHUS U 0(OPMIICHHS TSI,

- TPOBOJUTH IKCIEPTH3Y LEHHOCTH JOKYMEHTOB, TOTOBUTh MX K apPXUBHOMY XPaHCHHIO WJIH
YHHUYTOXKCHHUIO.

Obyuarowuiicss 0emMoHcmpupyem npo4Hoe 81adeHue HABbIKAMU NO CLe0VIOWUM KOMNEMEeHYUSIM.
IK-32

-HAaBBIKOM PEIIEHHs CTAaHAAPTHBIX 33/1a4 MPO(ECCHOHANBHON eI TeIBHOCTH ITyTEM OpPTaHU3aIIH
paboTHI C JOKYMEHTaMH B TAMOXKEHHBIX OpraHax;

-HaBBIKOM 3aIlUTHI CIIy’keOHOM nHOpMaLMy, cosiepxKalieics B JOKyMEHTax.

-HaBBIKOM HCIIOJIb30BAHUS JOKYMEHTAIBHBIX WH()OPMAIIMOHHO-TTOMCKOBBIX CHCTEM.

[1K-34

-METOJIUKOM MPOBEJCHUS BCEX CTAJANM TOKYMEHTOO00OPOTa TaMOKEHHOTO OPraHa;

-TeXHOJIOTHEH (POPMHUPOBAHUS U OPOPMIICHHS JIeTT B TAMOXKEHHBIX OpTaHax;

-HaBBIKOM COCTaBIICHHS M O0(OPMIICHUS BCEX BUIOB YIPABICHYECKUX JOKYMEHTOB TAMOKECHHBIX
OpraHoB.

OneHka «XOpoOLIO» BBICTABISETCS CTYIEHTY, €CIIM OTBET OOHApyXUBAaeT IMPOYHBIE 3HAHUS
OCHOBHBIX TMPOIIECCOB M3y4yaeMoOM MpeIMeTHOM o00iacTH, OTIMYaeTcsl MIyOMHON M MOJHOTOM
paCKpI)ITI/Iﬂ TCMBI. CTy,ZIeHT IIOKA3bIBACT BJIAZICHUC TepMHHOHOFquCKHM annapaTOM, YMeHI/Ie
OOBSCHATH CYINIHOCTh SIBIICHUM, MPOIIECCOB, COOBITHM, NIeNaTh BHIBOJBI W 00OOIICHUS, AaBaTh
apryMEHTHPOBAaHHBIE  OTBETHI, MPUBOAUTH TpPHUMEpPHL. [IpUCYTCTBYeT JOTHYHOCTH H
MOCJIEI0BATEIbHOCTh OTBETA, OJHAKO JOMYCKAIOTCS OJIHA-IB€ HETOYHOCTH B OTBeTe. T.e.
0Oyuarwulics 0eMOHCMpuUpyem 0080JIbHO NOJIHbLE 3HAHUS NO CLEOVIOWUM KOMNEMEHYUSIM.
I1IK-32

- OCHOBHBIC HOPMATHUBHBIE W METOJAMYECKHE JOKYMEHTHI IO BOIPOCAM TMOJATOTOBKH |
0hOpMIICHHSI PA3IMYHOTO poOJia JOKYMEHTOB (yNpaBICHYECKUX, TAMOXEHHBIX W [p.) H
OpraHU3aI|H JIeJIOTPOU3BOJICTBA B TAMOKEHHOM OpraHe;

- kiaccu(ukanuoo 3amun@aeMol WHGOpPMAIUK, TPHHIMIIBI M CPEJICTBA 3alllUThl, a TaKXKeE
PEXKUMBI 3alTUIIIAeMO HH(POPMAIIUH, UCTIOIH3YeMOU B TAMOYKEHHBIX OpPraHax;

- 0COOCHHOCTH OpPraHM3alluy U CTaJANH JTOKYMEHTOO000POTa B TAMOKEHHBIX OpraHax.

- TMpaBWIa TIOATOTOBKM H OQOPMIICHHS BCEX BHJIOB OPraHMU3AIMOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB B TAMOKEHHBIX OpPraHax.

- BO3MOXXHOCTHM HOBBIX HH(OPMALMOHHBIX TEXHOJOTUH, MCIOJB3YEeMbIX Jsl TMOJrOTOBKH,
odopMmIIeHHs], IEpeIaun, IOUCKa U XpaHEHUS JOKYMEHTHpYyeMOoil nH(popMaIuy;

- BUJIBl YIIPABJICHYECKHX JOKYMEHTOB, X POJM M (PYHKUMHM HA pPa3HbIX 3Talax YMpPaBJIEHYECKOTO
Tporiecca.

[1IK-34

- TpeboBaHus K 0(OPMIICHHIO TIOKyMEHTOB B TAMOXXEHHBIX OpraHax;

- TMOPSAOK BEIOMCTBEHHOTO XpaHEHHUs JOKYMEHTOB M OPTraHM3allMI0 MX JEJIONpPOU3BOJACTBA B
TaMO>KEHHBIX OpraHax (HOMeHKJaTypa aein, GopMUpoBaHue Jel, 0POpMICHHS )

- Ha3HAaYeHWE W TMOPSJIOK TMPOBEIEHUS SKCIEPTH3bl IIEHHOCTH JIOKYMEHTOB B TaMOXEHHBIX
oprasax.

- OCHOBBI aPXUBHOTO XPaHEHUS JOKYMEHTAIIMH TaMO>KEHHBIX OPraHOB.

- HOPMAaTHUBHO-METOJMYECKHE OCHOBBI OpraHu3aius paboOThl CIYKOBl JTOKYMEHTAIIMOHHOTO
o0ecreueHNs] TAMOYKEHHBIX OPTaHOB.

Obyuarowuiica 0emoHcmpupyem 00CMamoyHoe ymenue no cieoyioujum KOMnemeHyusm:
IK-32



- IPUMCHATL HAa MPAKTUKC OCHOBHBIC HOPMATUBHBIC U MCTOANYCCKUC NOKYMCHTEI IO BOIIPOCaM
MOATOTOBKH U O(DOPMIICHUS PA3IUYHOTO POJia JOKYMEHTOB M OpraHU3alluu JCIOTPON3BOACTBA
B TAMO>KEHHOM OpPTraHe;

- INPUMCHATH Ha IMPAKTHUKEC HOPMATHBHBLIC U MCTOAWYCCKUC NOKYMCHTBI, PCTJIAMCHTUPYIOIIHC
OpraHm3aluilo  paboThl C  JOKYMEHTaMH, COJEPKallUMH  CBEICHHS  OTPAHHYCHHOTO
pacmipoCTpaHeHUS;

- aHAIM3HMPOBATH COCTOSIHUE JOKYMEHTOOOOpOTa B IIEJIOM W COJEP)KAaHHE €ro OTAEIHHBIX
CTaJIui;

- KJIaCCU(UIMPOBATh JIOKYMEHTAIIIO TAMOYKEHHBIX OPTaHOB.

-UCIIOJIb30BAaTh COBPEMCHHBLIC CPCACTBA CBA3H, OpFElHH?;ElHHOHHOfI U BBIYHUCIIUTEILHOU TEXHUKU
pu paboTe ¢ JOKyMEHTaMH, B TOM YHUCJIe BRIOMPATh HEOOX0MMOE TIpOrpaMMHOE OOecTieueHue
1501051 I/IH(bOpMaIII/IOHHBIC TEXHOJIOTUU.

[K-34

- pealm30BbIBATh 337a4d U (YHKIMH CIY>KOBI JIOKYMEHTAIIMOHHOTO OOECHEUCHUS] TaMO>KEHHOTO
oprasa.

- aHaIM3UpOBaTh OOIMIME TPeOOBaHUA K O(GOPMIICHHIO PEKBU3UTOB M BHIOMPATh HEOOXOIUMBIE ISt
KOHKPETHOTO JIOKYMEHTA BHJI OJTaHKA W COCTaB PEKBU3HUTOB JIOKYMEHTA.

- AHAJIM3UPOBATH W COCTABJIATH HOMCHKIIATYPY A€, COCTaB JOKYMCHTOB B OTACJIBHBIX JICJIaX,
BBISIBIISITH HApYyLIEHUS B IpaBuiiax GopmMupoBaHus U 0(OpMIICHUS JIEIT;

- OPOBOJAUTH JKCICPTH3Y HEHHOCTHU NOKYMCHTOB, TOTOBUTH HX K APXMBHOMY XPaHCHUIO HIIN
YHUUYTOKEHUIO.

Obyuarowuiica demoncmpupyem noiHoe 61a0eHue HagblKamu no CleoVIouuM KOMNemeHYUsIM.
I1K-32

-HaBBIKOM pEIlIeHUs CTaHAAPTHBIX 3a/1a4 MPOPECCUOHATBHON AESITENFHOCTH IyTEM OpraHu3aluu
paboThl ¢ JOKYMEHTAMH B TAMO>KEHHBIX OpraHax;

-HaBBIKOM 3aIlUTHI CIIy>ke0HOM nHpOpMalyu, coaepkaueiics B JOKYMEHTaXx.

-HaBBIKOM HCIOJIb30BaHUS JOKYMEHTAIbHBIX HH(OPMALIMOHHO-TTOMCKOBBIX CHCTEM.

[1IK-34

-METOJIMKOI MPOBeIeHUs BCEX CTAANM TOKyMEHTOO00OpOTa TaMOXKEHHOTO OpraHa;

-TexHoJioruen (opMUPOBaHUA U OPOPMIICHHUS JeJl B TAMOKEHHBIX OpraHax;

-HaBBIKOM COCTaBJICHHS U O(pOPMIIEHHUSI BCEX BUOB YIPABICHUECKUX JOKYMEHTOB TaMO>KEHHBIX
OpraHoB.

Ouenka «yJa0BJICTBOPHUTEIBHO» BBICTABIIACTCA CTYINCHTY, €CIM OTBET CBHJETEIBCTBYET O
3HaHUU TMIPOLECCOB H3yyaeMON MpeIMEeTHOM 00j7acTH, OTIMYAIOIIUXCS HEI0CTaTOYHOM
[NIyOMHONW M IOJIHOTOM PacKphITUs TEMbl, 3HaHHMEM OCHOBHBIX BOIPOCOB TEOpPUH, HO Ci1abo
c(OpMHUPOBAHHBIMU HAaBBIKAMU aHAJIN32a ABJICHUH, POLIECCOB, HEAOCTATOUYHBIM YMEHUEM J1aBaTh
apryMeHTHpPOBaHHbIE OTBETHL. JlOMycKaloTCs HECKOJIBbKO OIIMOOK B COJEpXKAHUU OTBETA.
Obyuarowuiics 0emoHcmpupyem ciabvie 3HaHus no c1e0yIouUM KOMNEMeHYUM:

I1K-32

- OCHOBHBIE HOpPMAaTUBHBIE M METOJUYECKHE JOKYMEHTHl II0 BOIpOCaM IOATOTOBKH H
oQopMIICHHS PA3JIMYHOTO pojJa JOKYMEHTOB (YNpaBIEHYECKHX, TAaMOKEHHBIX U [Ip.) H
OpraHM3aliy JIeIO0IPON3BOICTBA B TAMOKEHHOM OPIaHE;

- KJIacCU(pUKALMIO 3aluinaeMoil MHQOpPMalUy, MPUHLHUIBL U CPEACTBA 3aIUTHI, a TaKkKe
PEXUMBI 3alMIIIaeMOi HH(OpMAIUU, UCIIONIb3YEMOH B TAMOKEHHBIX OpIraHax;

- 0COOCHHOCTHU OpPraHU3alMy U CTAAUU JOKYMEHTO000POTa B TAMOKEHHBIX OpraHax.

- TpaBWiIa TOJTOTOBKM U O(OpPMIICHHS BCEX BHJIOB OpPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB B TAMO>KEHHBIX OpraHax.

- BO3MOKHOCTH HOBBIX HH(OPMALIMOHHBIX TEXHOJIOTUH, HCHOJb3YeMBIX Ui MOJATrOTOBKH,
odopmieHHs, TIepeiau, IOUCKa U XpaHEeHUs1 JOKYMEHTUpyeMoil nHdopMaImu;

- BHUJbI YIPABJICHYECKUX JIOKYMEHTOB, MX POJMM M (PYHKIMM HA pa3HBIX 3Tarax YIpaBJIEHYECKOTO
porecca.



[K-34

- TpeboBaHus K 0()OPMIICHHIO IOKyMEHTOB B TAMOXXEHHBIX OpPraHax;

- MOPSZOK BEIOMCTBEHHOTO XpaHEHHUsS JOKYMEHTOB M OPTaHM3AIMIO MX JIEJIONMPOU3BOJICTBA B
TaMOXXEHHBIX OpraHax (HOMEHKJIaTypa aei, GopMupoBaHue e, 0(opMIICHUS JeN)

- Ha3HAYCHWE W TMOPSJIOK IMPOBEICHUS SKCIEPTH3bl IICHHOCTH JIOKYMEHTOB B TaMOXXEHHBIX
opraHax.

- OCHOBBI aPXUBHOTO XPAHCHUS JOKYMEHTAIIMH TaMOKCHHBIX OPTaHOB.

- HOPMAaTHUBHO-METOJMYECKHE OCHOBBI OpraHu3aius pabOThl CIIY)KOBI JTOKYMEHTAIIMOHHOTO
o0ecrieyeHns TAMOKEHHBIX OPTraHOB.

Obyuarowuticss 0eMOHCmMpUpyem no8epXHOCMHOE YMeHUe No C1eOYIOUWUM KOMNEMEHYUAM.
IK-32

- MPUMEHSATH Ha MPAKTUKE OCHOBHBIC HOPMATHUBHBIC W METOJMYECKHE JJOKYMEHTHI TI0 BOTIPOCaM
MOATOTOBKH M O(OPMIICHHS PA3IMIHOTO POJa JOKYMEHTOB M OPraHM3alUH JEeJIOTPOU3BOICTBA
B TaMO>KEHHOM OPTaHE;

- TIPUMEHATHh HA TPAKTHKE HOPMATHBHBIC W METOIAMYECKHE TOKYMEHTBI, PErIAMEHTUPYIOIIHE
OpraHu3anuio  padoThl C  JOKYMEHTaMH, COJCPXKAIIUMH  CBEIEHHsS  OrPaHHYEHHOTO
pacrpocTpaHeHus;

- aHAIM3HMPOBATH COCTOSIHUE JIOKYMEHTOOOOpOTa B IIEJIOM W COJIEpP)KaHHUE €ro OTICIbHBIX
CTaIuM;

- KJIACCU(UIMPOBATh JIOKYMEHTAIIUFO TAMOKEHHBIX OPTaHOB.

-HCIIOJIh30BaTh COBPEMEHHBIC CPEJICTBA CBSI3U, OPTaHU3AIIMOHHOW M BBIYUCIIUTEIIPHON TEXHUKH
npu paboTe ¢ TOKYMEHTaMH, B TOM YHCIIe BEIOMPaTh HEOOXOIMMOE MPOTpaMMHOE OOecTiedeHne
WA WHPOPMAIIMOHHBIC TEXHOJIOTHH.

[1K-34

- pealm30BbIBaTh 337a4d W (YHKIMH CIY)KOBI JIOKYMEHTAIIMOHHOTO OOECICUCHUSI TaMO>KEHHOTO
oprasa.

- aHaIM3UpOBaTh OOIMME TPeOOBaHUS K O(GOPMIICHHIO PEKBU3UTOB M BHIOMpATh HEOOXOAUMBIE ISt
KOHKPETHOTO JIOKYMEHTA BHJT OJJaHKA W COCTaB PEKBU3UTOB IOKYMEHTA.

- aHAJIM3UPOBATh M COCTABIIATH HOMCHKIATYpPY JEJ, COCTaB JIOKyMEHTOB B OTJCJIBHBIX JIENax,
BBISIBJISITH HAPYIICHUS B TIpaBUiIax GopMUpoBaHUS U 0POPMIICHHUS JET;

- TMPOBOJMTH AKCHEPTH3Y IEHHOCTH JOKYMEHTOB, TOTOBUTh MX K APXUBHOMY XPaHCHHUIO WIIH
YHUYTOKCHUIO.

Obyyarowuiics  deMoHcmpupyem He NOJHOe  GlA0eHUe HABLIKAMU no  credyrouum
KOMNEmeHYUsIM:

I1K-32

-HAaBBIKOM PEIICHHsI CTAaHAAPTHBIX 3aJ1a4 PO(HECCHOHANIBHOM NESITEIBHOCTH ITyTEM OpPTaHU3aIH
paboThI C JOKYMEHTaMH B TAMOXKEHHBIX OpraHax;

-HaBBIKOM 3aIUTHI CIY>KEOHOU MH(OPMAIIUH, COJICPIKAIICHCS B JOKYMEHTAX.

-HAaBBIKOM HCIIOJIb30BaHUS IOKYMEHTAIbHBIX HHPOPMAIIMOHHO-TIOUCKOBBIX CUCTEM.

I1K-34

-METOJIMKO MPOBeIeHUs BCEX CTAANM TOKyMEHTOO00OpOTa TaMOXKEHHOTO OpraHa;

-TexHoJoTuen GopMUPOBaHUS U OPOPMIICHHUS JeNl B TAMOKEHHBIX OpraHax;

-HaBBIKOM COCTaBJICHUS U O0(hOpPMIIEHUS BCEX BUAOB YIPABICHUECKUX JOKYMEHTOB TaMOKEHHBIX
OpraHoB.

Ouemca «HEYIAOBJIETBOPHUTEJIbHO» BBICTABIACTCA CTYACHTY, €CJIM OTBET MOKA3bIBA€T 3HAHUC
TOJIBKO OTHACJIBHBIX IMPOLICCCOB I/13y‘-IaeMOI7I HpeHMeTHOﬁ 06J13.CTI/I, HC OTIINYACTCS PACKPBITUCM
TEMbI, HC3HAHHUCM BOIIPOCOB TCOPHHU, HCC(bOpMI/IpOBaHHBIMI/I HaBBIKAMU aHalu3a SBJICHUM U
nponeccoB, HCYMCHUCM JI€JIaTh APTYMCHTHUPOBAHHLIC BbIBOJAbI, OTCYTCTBHUEM JIOTUYHOCTH U

nocie0BaTeabHOCTH B 0TBeTE. T.€. oOyuarowuiica ne snaem:
I1K-32



- OCHOBHBbIE HOPMATHUBHBIE M METOJMYECKHE JOKYMEHTHI II0 BOIPOCaM TMOJrOTOBKH U
oQOopMIICHHS PA3JIMYHOTO poOJa JOKYMEHTOB (YIPaBICHYECKHX, TAaMOXKXEHHBIX MU [p.) H
OpraHu3aIuy JeJIOTPOU3BOACTBA B TAMOKEHHOM OpraHe;

- KJIAacCH(HKALMIO 3alluInaeMold WH(POPMALWHU, MPUHLUUIB M CPEACTBA 3aIUTHI, a TaKXKe
PEKUMBI 3alMIIIaeMOi HH(OPMAIMH, UCIIOJIb3YEMOH B TAMOYKEHHBIX OpraHax;

- 0COOCHHOCTH OpPraHU3aIMH U CTAIUH JOKYMEHTO000POTa B TAMOKEHHBIX OPraHaXx.

- TpaBWIa TOJATOTOBKM W O(GOpPMIICHHS BCEX BHJOB OPraHU3AIMOHHO-PACTIOPSIUTEIHHBIX
JTOKYMEHTOB B TAMOYKEHHBIX OpraHax.

- BO3MOKHOCTH HOBBIX HH(OPMALMOHHBIX TEXHOJIOTHUH, HCHOJB3YEeMBIX Ui TOArOTOBKH,
odopmIeHHS, TIepeiaun, TIOUCKA ¥ XPaHEHUs JOKYMEHTUPYeMOil HH(opMaIyu;

- BHIpI YIPABIECHYECKUX JIOKyMEHTOB, MX POJM M (PyHKIMM Ha pa3HBIX dTamax yIpaBJIEHYECKOTO
nporecca.

[1K-34

- TpeboBaHUs K 0POPMIICHHIO JOKYMEHTOB B TAMOXKEHHBIX OpraHax;

- TOPSJIOK BEOMCTBEHHOTO XPAaHEHUS JTOKYMEHTOB M OPTraHU3AIMIO MX JIEJONPOU3BOJICTBA B
TaMOXEHHBIX OpraHax (HOMEHKJIAaTypa Jiei, GopMUpOBaHUE Jei1, 0(OPMIICHHUS JIEN)

- Ha3HAuCHHWE W TIOPSIOK MPOBEIEHHS AKCIEPTH3Bl IEHHOCTH IOKYMEHTOB B TaMO>KEHHBIX
opraHax.

- OCHOBBI apXMBHOTO XPaHEHUS TOKYMEHTAIIMU TaMOKEHHBIX OPTaHOB.

- HOPMAaTHBHO-METOJMYECKHE OCHOBBI OpraHW3aIis pPadOTHI CIYKOBI JTOKyMEHTAIIMOHHOTO
obecrneyeHrs TaMOKEHHBIX OPT'aHOB.

Obyuarowuiics ne OeMOHCMpUpyem ymeHue:

I1K-32

- IPUMEHSATH Ha MPAKTUKE OCHOBHBIE HOPMATHUBHBIE U METOJUYECKHUE JOKYMEHTBHI IO BOIIPOCaM
MOATOTOBKH M 0(DOPMIICHUS PAa3IUYHOTO poJia TOKYMEHTOB M OpraHU3alliy JIEJIO0MPOU3BOJICTBA
B TaMO>KEHHOM OpPTraHe;

- IPUMEHATHh HA MPAKTUKE HOPMATHBHBbIE U METOAMYECKHE TOKYMEHTHI, PErIaMEeHTUPYIOIINe
OpraHu3anuilo  paboTel C  JOKYMEHTaMH, COJEp)KallUMH  CBEICHHUS  OTPAaHHUYEHHOTO
pacrnpocTpaHeHus;

- aHATU3UPOBATh COCTOSHHUE JOKYMEHTOOOOpOTa B LEJIOM U COJAEPKAHHE €ro OTHAEIbHBIX
CTaIui;

- KI1acCU(PUIMPOBATh TOKYMEHTAIMIO TAMOKEHHBIX OPraHOB.

-ICMOJIb30BaTh COBPEMEHHBIE CPE/ICTBA CBSI3U, OPraHU3aMOHHON M BBIUYMCIUTEILHOM TEXHUKHU
pu paboTe ¢ JOKyMEHTaMH, B TOM YHCJIe BRIOMPaTh HEOOX0MMOE IporpaMMHOe oOecrieueHue
WM UH(POPMAIIMOHHBIE TEXHOJIOTHH.

[1K-34

- peanu3oBbIBaTh 334a4d U (PyHKIMHU CIIyKObl JTOKYMEHTAlIMOHHOTO OOECHEYEHHs TaMOXKEHHOTO
opraHa.

- aHaIM3UpOoBaTh OO0IIMEe TPeOOBaHMS K O(GOPMIICHHIO PEKBH3UTOB M BHIOMpATh HEOOXOAUMBIC IS
KOHKPETHOTO JIOKYMEHTA BUJI OJTaHKa U COCTaB PEKBU3UTOB JOKYMEHTA.

- aHaJM3UPOBaTh M COCTABJISATh HOMEHKIATYpY eI, COCTaB JOKYMEHTOB B OTJENbHBIX JAeNax,
BBISIBIISITH HApPYIIECHUS B IpaBuiiax popmupoBaHus U 0(GopMIICHHUS JIeT;

- TPOBOJUTH IKCIEPTH3Y LIEHHOCTH JOKYMEHTOB, TOTOBUTh MX K apXUBHOMY XPaHEHHIO WM
YHUUYTOKEHHUIO.

Obyuarowuiics He 61a0eem HABLIKAMU.

ITK-32

-HaBBIKOM PEIICHUs CTAaHAAPTHBIX 3a]1a4 MPOPECCHOHATBHON AeSITENFHOCTH IyTeM OpPraHu3alun
paboThI ¢ JOKYMEHTAMH B TAMOYKEHHBIX OpraHax;

-HaBBIKOM 3aIUTHI CIY)KeOHON HH(pOpMaIuK, coJiepKalieiics B JOKyMEHTaXx.

-HaBBIKOM HCIOJIb30BaHUS JOKYMEHTAIBHBIX HH(OPMAIIMOHHO-TTOMCKOBBIX CHCTEM.

[1K-34

-METOJIMKOH MPOBEAECHUS BCEX CTAANN JOKYMEHTO000POTa TaMOXXEHHOTO OpraHa;



-TeXHOJIOTHEH (OPMHUPOBAHUS U OPOPMIICHHS JeT B TAMOXKEHHBIX OpTaHax;
-HAaBBIKOM COCTaBIICHHS M 0(OPMIICHUS BCEX BUIOB YIPABICHYECKUX JOKYMEHTOB TAMOKEHHBIX
OpraHoB.

ITo pe3ynpTaraM HpPOXOKAEHHUS BCeX COOECENOBAHUI B TEUEHUH CEMECTpa, a TaK KXKe
BBITIOJTHEHHUIO BCeX GopM padoT, MpeayCMOTPEHHBIX TPOTPAMMOH, CTYACHT MOJTYYaeT 3a4erT.

Oyenka «3aumeHo» BBICTABISACTCA CTYAEHTY, €CIH CTYIEHT PpEryisipHO IIOCeal
MPAaKTUYECKUE 3aHATHs, MpoIIea coOeceqoBaHMsA 1O BCEM TeMaM HpPOTPaMMBbl TUCIHILIMHEL,
BBITIOJIHWJI M 3alUTHI BCE IMPEIyCMOTPEHHBIE MPOTPAMMON MUCHMEHHBIE CAaMOCTOSITEIbHBIC
paboThI, UMEET MOJIOKHUTETBHBIE PE3yIbTAThl TECTUPOBAHUSI.

Oyenka «He 3aumeHo» BBICTABIISIETCS CTYJEHTY, €CJIU OH IpomycTui 0onee 40% 3aHaTuii 1o
JIMCUMIUIMHE, HE Tpolen co0eceqoBaHWE MO BCEM WM OTACIBHBIM TEMaM IPOTPaMMbI
JMCUMIUIAHBI, HE BBIMOJHWJI WIH BBIMOJHWI, HO HE 3alIUTHJI MUCHBMEHHBIE CaMOCTOSTEIbHBIC
paboThI, UMEET OTPHUIIATEIbHBIE PE3YIIbTAThl TECTUPOBAHHUSL.

2. OnucaHye MWIKAJIbl OLEHUBAHUSA
MaxkcuManbHO BO3MOKHBIM Oaiil 3a BeCh TEKYIIUMH KOHTPOJb YCTaHABIMBAETCS paBHbIM 55.
Tekyiee KOHTPOIbHOE MEPOIPHUATHE CUUTAECTCA CIAHHBIM, €CIHM CTYACHT IMOJY4MJI 32 HEro He
MeHee 60% OT YCTaHOBJICHHOTO JUISI OTOTO KOHTPOJST MaKCHMaJbHOTO Oayia. PeHTHHTOBBIN
0aJu1, BBICTABIISIEMBII CTYJIEHTY 3a TEKylllee KOHTPOJIBHOE MEPONPUATHE, CJTAHHOE CTY/IEHTOM B
YCTaHOBJIEHHBIE TPa(UKOM KOHTPOJIbHBIX MEPONPHUSITHH CPOKH, ONpEeAeNsieTcs CIeAYIOUUM
o0pazom:

YpoBEeHb  BBINOJHEHUS KOHTpOJbHOTO | PeliTunroBsiii Oamn (B % OT MakCUMalIbHOTO
3aaHusI Oayiyia 32 KOHTPOJIBHOE 3aJIaHUE)

OTAMYHBINA 100

Xopomuid 80

Y 10BAETBOPUTEIBHBIH 60
HeynonerBopuTenbHBII 0

3. MeToauyeckne MaTepuaJibl, ONpe/esionye Npoueaypbl OlleHNBAHUS 3HAHUI, yMeHH,
HABBIKOB M (HJIN) ONbITA JIeSITEIbHOCTH, XaPAKTePU3YIOIIHX 3TaNbl (JOPMHUPOBAHNUS
KOMIIeTCHI M.

[Iponiemypa mpoBeneHHUs AaHHOTO OIIEHOYHOTO MEPOIPHSITUSI BKIFOYAET B CeOsl MOATOTOBKY K
co0eceJOBaHUIO (HAIMCAHUE KOHCIIEKTa 10 TeME 3aHSATHS) M OTBET HA IOCTABIICHHBIC BOIIPOCHL.
[IpoBepsieT OCBOGHHE CICIYIONIMX KOMIICTCHIIMA: BJIAJICHUEM HaBbIKAMH TIPUMCHCHUS B
TAMOXXCHHOM  Jielie  MH()DOPMAIMOHHBIX  TEXHOJOTMH W  CPEICTB  OOECleYeHUs  uX
(GYHKIIMOHMPOBAHUS B LENAX HWHGOPMAIIMOHHOTO  COMPOBOXKICHHUS NPOQPECCHOHATBLHON
nesrenpHocTH (ITK-32); cnocobHOCTRIO 0OecneunBaTh HHGOpManueid B cepe TaMOKEHHOTO

JieJ1a TOCY/IapCTBEHHBIC OPraHbl, OPraHU3alluK U OTAeIbHbBIX Ipakaan ([TK-34).

3amaHus U1 TOBBIIICHHOTO YPOBHSI OTJIMYAIOTCS OT 0a30BOr0 TEM, YTO COJEpKaT
BOMPOCHI, OTBETH Ha KOTOPHIE TMO3BOJSIOT JAEMOHCTPUPOBATH 3HAHWE HE TOJBKO OCHOBHOM
CHeIHalbHOM JUTEpaTyppl B paMKax Y4eOHOTO METOJMYECKOro KOMIUIEKCa, HO U
JOTIOTHUTEBHBIX HMCTOYHUKOB WHGpopManuu. [Ipu BhIMOTHEHWH 3aJaHUN TMOBBIIIEHHOTO
YPOBHS, CTYACHT MOKET OoJiee TITyOOKO MPOSIBUTH AaHATTUTHYECKHUE CITIOCOOHOCTH, CHOPMUPOBATH
CBOIO TOUKY 3pEHHUS Ha U3y4aeMblii BOIIPOC.

Jlis  TOATOTOBKM K JaHHOMY OIICHOYHOMY MEPOIPHITHIO HEOOXOIUMO H3Y4YHTh
WMCTOYHUKHA WH(GOPMALMU TIO0 TEME MPAKTUYECKOTO 3aHSATHS, OCHOBHBIM M3 KOTOPBIX SBISETCS
KOHCIIEKT JICKIIMH, OCHOBHYIO, JOTMOJHHUTEIBHYI0O M METOJMYECKYIO JHUTEpaTypy, a TaKkKe
MIPOU3BECTH KOHCIIEKTUPOBAHUE U3YUCHHBIX UCTOYHUKOB HH(popMmanmu. KoHCTIEKT ToJKeH ObITh
JIOTUYHBIM, IEIOCTHBIM, CIHOCOOHBIM MpPH OOpalIeHUHd K HEMYy BBI3bIBATH B MaMSTH BeCh
WCXOJHBIA MaTepua.

Kputepuu orieHMBaHMS KOHCIIEKTA:



- KPaTKOCTb;
- siCHasl U 4€TKasi CTPYKTypU3allisl MaTepuaa;

- coiepKaTeNbHasi TOYHOCTB;

- OPUTHHAIBHOCTH 00Pa0OTKH aBTOPCKOTO TEKCTA.

[Ipn moAroToBkKe K OTBETY CTYAEHTY MPEJOCTaBISAETCS MPABO MOJIb30BAHUS MOATOTOBICHHBIM
KOHCIIEKTOM.

[Ipu oTBeTE OLIEHUBAIOTCS:

- IPaBWIbHOCTh OTBETA Ha BOIIPOC;

- COJIepKaHUE 1 MIOJIHOTAa OTBETA Ha IIOCTABJICHHBIE JIONIOJIHUTEIILHBIE BOIPOCHI;

- JIOTHKa U3JIOKEHUs MaTepraia BOIpoca;

- YMEHHUE YBA3bIBATH TEOPETUUECKUE U TPAKTHUECKUE aCTIEKThI BOIIPOCA;

- KyJIbTypa YCTHON PEYH CTYACHTA.

[Ipyu npoBepke 3amaHusi  OLEHUBAIOTCS YMEHHE aHAJW3UpPOBaTh CUTYAIMI0 U HAXOJUTh
ONTUMAJILHOE KOJIMYECTBA PELIEHUIN IMpPH HAUMCICHUM TaMOYKEHHBIX IUIATEXKEW B pa3IMYHbIX
TaMOXEHHBIX TPOIIeypax; YMEHHE paboTaTh ¢ HHGOPMAIMEH, B TOM YUCIIe HEOOXOIUMOM IS
YTOYHEHHUS] OTBETa; YMEHHWE MOJENUPOBaTh PEIICHHUS B COOTBETCTBUHM C 33JaHUEM, HaBBIKU
YETKOTO0 U TOYHOTO H3JI0KEHHs] COOCTBEHHOU TOYKHM 3pEHHS B YCTHOW M MUCBMEHHOW ¢opme,
yOeIUTEeIbHOTO OTCTauBAHUS CBOEH TOUKH 3PEHUS.
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MHUHUCTEPCTBO HAYKH U BBICHIET'O OBPA3OBAHMSI POCCUMCKOM ®EJEPAIIUA
denepajbHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00pa3oBaTesIbHOE YUpekaeHue
BhbICIIEr0 00pa30BaHUs
«CEBEPO-KABKA3CKHUM ®EJEPAJIbHbIA YHUBEPCUTET»
HucTuTyT cepBuca, Typu3Ma u au3aiiHa (puanan) CKOY B r. [IaTuropcke

KoMIJIeKT THIOBLIX 3aaHUH
1o AucHUIuIHEe «OCHOBBI JOKYMEHTO00OPOTa B TAMOYKEHHBIX OpraHax»

Ba3oBblii ypoBeHb
3aganue 1. Ha npencraBieHHON cxeme pPAcloOXEHHs PEKBU3UTOB Ha OJaHKE JOKYMEHTOB
TaMOKEHHBIX OPraHoB TMOANUIINTE Ha3BaHUS PEKBU3UTOB 0OmIero repboBoro OnaHka
TaMOXKeHHOTro opraHa (Pa3zmartounblii martepuan: oOIIas cxeMa pacloJIOKEHHsS pPEKBU3UTOB
JIOKYMEHTOB TaMOXKEHHBIX OPTaHOB).

3aganme 2. Ha mpencraBieHHOM CXeMe pPAacIoOJIOKEHHsS PEKBHU3UTOB Ha OJaHKE TOKYMEHTOB
TaMOXXCHHBIX OPraHOB IOAMUINNUTEC Ha3BaHHUA PECKBU3HUTOB OJaHKa MUchbMa TaMOYKEHHOIO oprasHa
(Pa3maTouHbIil MaTepua: o0mas cxemMa pPacroyIOKEHUSI PEKBU3UTOB JTOKYMEHTOB TaMOXXCHHBIX
OpPraHoB).

3aganme 3. Ha mpencraBieHHOM cXeMe DPAacIoOJIOKEHHS PEKBU3UTOB Ha OJaHKE NOKYMEHTOB
TaMOXCHHBIX OPTaHOB MOIUIINTE HA3BaHUS PEKBU3UTOB OJIaHKA TPUKa3a TAMOXCHHOTO OpraHa
(Pazmarounblit MaTepHat: 0o0IIas cXeMa PACIOIOKEHHS PEKBU3UTOB JOKYMEHTOB TaMOXEHHBIX
OpPraHoB).

3aganue 4. Ha mpencraBieHHOM CXeMe pacloJIOKEHUsI PEKBU3UTOB Ha OJaHKE TOKYMEHTOB
TaMO>KEHHBIX OPTaHOB MOAMUILIUTE Ha3BaHUs PEKBU3UTOB OJIaHKA PACIOPSHKEHUS TAMOXKEHHOTO
oprana (Pa3matounblii MaTepuana: oOIMas cxema pPacIoJI0KEHHS PEKBU3UTOB JOKYMEHTOB
TaMO>KEHHBIX OPraHOB).

3aganue 5. Ha mpencraBieHHOM cXeMe pacloJiOKEHUs PEKBU3UTOB Ha OJaHKE JOKYMEHTOB
TaMOXCHHBIX OPTaHOB MOJIHUIINTE HA3BaHUS PEKBU3UTOB OJIaHKA MPUKa3a TAMOXXCHHOTO OpraHa
(Pazmarounblii MaTepHai: 0o0IIas cXeMa PaCIOI0KEHHS PEKBU3UTOB JOKYMEHTOB TaMOXEHHBIX
OpPraHoB).

3apganme 6. Paccmorpute xonuu [Ipuka3oB pykoBoauTeneil TaMo>keHHBIX opraHos. [lognumuTe
Ha3BaHUE PEKBU3UTOB JIOKYMEHTOB. Ha3oBuTe THi OnaHKa, UCMOJIB30BAaHHOTO Il 0(hOPMIIEHUS
nokymeHnrta. Haiigure u oOocHyiite omubku B odopmieHMH A0KyMeHTOB (Pa3naTounsrii
MaTepHall: KON JOKyMEHTOB TaMOKEHHBIX OPTaHOB).

3aganme 7. Paccmotpure komuu Ilucem TtamoskeHHBIX opraHoB. [loxnmuimumTe Ha3BaHHE
PEKBU3UTOB JIOKyMEeHTOB. Ha3zoBuTe Tun OnaHKa, HUCHOJIB30BAHHOTO Ui O(QOPMIICHHS
nokymeHnrta. Haiiaure u oOocHyiite omuOku B odopmieHun aokyMeHTOB (Pasznatounsrii
MaTepHall: KON JOKyMEHTOB TaMOKEHHBIX OPTaHOB).

3a;[afme 8. PaCCMOTpI/ITe KOITMH CJ'Iy>KC6HBIX 3anucok. IloamuimTe Ha3BaHHE PECKBU3UTOB
AOKYMCHTOB. HazoBute TuI 6J'IaHKa, HCIIOJIB30BAHHOT'O IJIA O(I)OpMJIeHI/I}I JAOKYMCHTA. Haiigute



u o0ocHyhTe omuOku B odopmieHuH JOKyMeHTOB (Pa3garounblii martepuan: KomHH
JIOKYMEHTOB TaMOKEHHBIX OPraHOB).

3amanue 9. CoCTaBUTh JODKHOCTHYIO HHCTPYKIIMIO CTAPIIEro HHCIIEKTOPA OTAEa OpraHu3aluu
TaMOKEHHOI0 KOHTpoJii MuHepanoBojackoil TamoxkHU (CeBepo-KaBKa3CKOr0 TaMOXKEHHOIO
ynpaieHust IlaBnoBa H.A., HauwanbHuk MuHepasoBOACKOW TaMOXXHU - TIeHepaj-mMaiop
TaMOKEHHON ciyx0bl bpeycoB Anekceil BHUKTOpoBHY, OCTaJlbHblE PEKBU3UTHI YKAKUTE
CaMOCTOSITENBHO.

3aganme 10. CocraBpre M ommmute cxemy odopmienus [lucbma HavyanpHHKa YUTHHCKOM
TaMOKHM - TeHepal-Maiiopa TaMo)XeHHOW ciyx0bpl lBanoBa IBana AnekcaHnpoBuya
MOJTYMHEHHBIM TaMOXHE TaMOXXEHHBIM TIOCTaM II0 BOTMPOCY HWCHOJHEHHs PacropsbkeHus
JlambHEeBOCTOYHOTO TaMoOKeHHOro ympaeneHust Ne 14-42/3371 ot 15.12.2019 r «O
MIPEOCTABICHUN OTYETHOCTH 10 OPTaHU3AIMH TPOBEPOK JACATEIHHOCTH TAMOKEHHBIX CKIIaI0B»
(PazpatouHslif MaTepuai: TEKCT PaCHOPSLKEHNS).

3aganue 11. PaccmoTpuTe MakeT Jena CTPYKTYpHOro mnojpasfeneHud. lIpoanamusupyiite
COCTaB JOKYMEHTOB U MPAaBWJIBHOCTH €ro ogopmiieHus. BpisiBuTe U 00OCHYiITE HapylleHHs B
npaBuwiax QopmupoBaHus u odopmienus nena (Pa3marounslii maTepuan: MakeThl el
CTPYKTYPHBIX MOJIPA3ICICHUN TAMOKCHHBIX OPTaHOB).

IloBbIlIEHHBIH YPOBEHD

3apanme 1. CdopmupyiiTe cxXxeMy IKH3HEHHOTO IHMKJIAa W TMPOXOXKACHHUS  CTaaui
JOKYMEHTOOOOpOTa BXOJALIET0 JIOKyMeHTa — [IMCbMO pEruoHajIbHOrO TaMO>KEHHOTO
ynpasieauss Ne 19-06/457 «llosicHenus K WCMoyib30BaHUIO MHCTPYKIIMKM TIO OXpaHe TpyAay.
CxeMy HY)XHO OPOPMHUTDH C MOSICHEHUSMHU U pa300pOM BCEX OMEpanuii MPOUCXOIANINX HA TOU
WJIM UHOM CTaJluu IOKYyMEHTO000pOoTa.

3apanne 2. CdopmupyiTe cXeMy IKU3HEHHOTO [HMKIA W  TPOXOXKICHUS  CTaIuil
JOKYMEHTOOOOpOTa BHYTPEHHEro JOKyMeHTa TaMOXHH CiyxeOHas 3amucka HayalbHHKA
oTHena KaJpoB IO Bompomly ¢GOPMUPOBAHHS IITATHOTO PACIUCAHUS  CTPYKTYPHBIMH
MoApa3JeIeHusAMU TaMOXKHHU. CxemMy HYXHO O(OPMHUTH C MOSICHEHHSIMH U Pa3bopoM Bcex
orepanuil MpOUCXOIAINX HA TOW WM UHOU CTaJlH TOKYMEHTOO000pOTa.

3apanme 3. Bam HeoOxoaumo Haith [IpoTokos 3aceqaHus aTTeCTallMOHHONW KOMHCCHH HOMED
37-02/456. PaccmoTpuTe HOMEHKJIATYpy A€l TaMOXKEHHOro oprana. HasoBute Homep 1nena B
KOTOpPOM BbI OyzieTe UCKATh 3TOT AOKYMEHT. OMUIINTE CXEMY HCIOIb30BaHUSI JOKYMEHTAIbHBIX
MH(OPMALIMOHHO-TIONCKOBBIX ~ cHUCTeM B JaHHOM cinydae (Pa3marounslii  marepual:
HOMEHKJIATypa JIeJ1 TAMOKEHHOTO OpraHa).

3apanme 4. CocTaBbTe MUCHMO — IpUIJIALIEHUE 00BeANHEHHs «DKcrnoueHTp» r. CTaBpomnoib
np. Crpouteneit, 5/2, nupexkrop Mpanko Jlronmuna BukTopoBHa, ¢ MpeaoKeHUEM NPUHSTH
ydacThe B HH(OPMAIMOHHO-NIPAKTUYECKOM MeponpHusaTUH «OTKpBITas TaMOXHs», KOTOPOe
oyner mpoxomuth 20 HosOps 2020 roma Ha 0a3ze MHHEPANTOBOACKOW TaMOXKHU. AJpec
nposenenus: 357205, yn. Coserckas, n. 150, r. Munepanbnbie Boasl, MuHepanoBoackuii
paiion, CraBpornonbckuii kpaid. Ten :8 (8792) 295-228 daxc: 8 (8792) 295-206 Anpec
ANEKTPOHHOU mouThl: MNvodo@sktu.customs.ru. B tekcTe HE0OX0AMMO yKa3aTbh, YTO y4acTHE B
9TOM MEPOIIPUATHH MO3BOJIUT 03HAKOMUTHCS C HOBUIECTBAMH B TAMOYKEHHOM 3aKOHOIaTENbCTBE,
U3YYUTh OCOOEHHOCTHM TaMOXEHHOM HH(PacTpyKTyphl pETHOHA, TO3HAKOMMTICA C



TaMOXXCHHBIMH MPEJICTABUTEIISIMU U IOPUCTAMH 10 BOIPOCAM TaMOKEHHOTO JIeJ1a, OOMEHSATHCS C
JIPYrUMH YYaCTHUKaMU MEPONPUATHS UH(GOpMAIHei.

3apanue 5. Odgopmure akT 00 yCTAaHOBICHHOM DPACXOKJICHHH IO KOJUYECTBY M KadeCTBY B
COOTBETCTBHUH CO CIEAYIOMUME ycioBusiMu: 1o moroBopy nocraBku oT 15 HostOpst 2017 1. Ne 24
MunepanoBoickas TamoxHs ipuodpena y OO0 "Ilaccus" 50 cTonos o 1nieHe 1652 py6./mr. (B
tom guciie HJIC - 252 py6.). O6miast CTouMOCTh TapTud CTOJIOB coctaBmia 82 600 pyo. (B ToM
gucie HIAC - 12 600 py6.). MwuHepansoBoiCKash TaMOXKHS MOJIy4nJia  CIETYIOIINE
TOBApPOCOIPOBOIUTEIILHBIC JTOKYMEHTHI: TOBapHYIO HakJIaJHyl OoT 5 mekabpst 2018 r. Ne 37;
cuerdaktypy ot 5 mexadbps 2018 r. Ne 132. 5 nexabpst 2017 rona cTobl OBUTH JOCTABICHBI IO
aapecy MunepanoBojckoi TamoxHu: 357205, yn. Coserckas, A. 150, r. Munepansubie Bopl,
MunepanoBoackuii paiion, CraBpononabsckuii kpaii. [Ipu pasrpyske ToBapoB Oblja oOHapy»)eHa
Hegocrava 10 crosios.

3aganue 6. PaGora co crpaBoYHO-TIPaBOBOM cucTeMOl «TamoKeHHBIE JOKYMEHTBHI) IaKeTa
MPUKIAIHBIX IporpaMM AnbTa MakcumyMm.

1. Haiinute Ilpukaza ®TC Poccun Nel331 ot 9 wmrons 2014 r. «O0 yTBep>KIEHUM THUIIOBOM
MHCTPYKUMHU 110 JIeJONPOU3BOJCTBY M paboTe apxuBa B TaMOXEHHBIX opraHax Pdy.
3akoHcnekTupyirte 1m.4.3.11 Unctpykuuu. Haliaure u 3akoHCHIEKTUPYITE MpaBuia opopMIIeHUs
npuiokeHui K [Ipukazam.

2. Haiinute u 3akoHcnekTupyiTe Ha3BaHus Bcex akToB Komuccum EADC no Bompocam
OIpeNeNeHUs, KOHTPOJIS U KOPPEKTUPOBKU TAMOKEHHON CTOMMOCTH BBO3UMBIX TOBAPOB.

3. Haiigute W 3aKOHCHEKTUPYWUTE Ha3BaHUA JOKYMEHTOB PETrIAMEHTUPYIOIIUX TMOPAIOK
MOCTYIUJIEHUS Ha CIY’)KOy B TAMOXKCHHBIE OPTaHBI.

3aganue /. CocraBbTe CHy)Ke€OHO€ MHCbMO-HAallOMUHAHUE IO CIEAYIOIIUM JaHHBIM: aBTOP

MUchbMa — OTAENl OpraHu3alUd TaMOXEHHOTO KOHTPOJs MMHEpanoBOJICKONH TaMOXKHU;
MOAMUCHIBAET MHCHbMO  HAYAJIBHUK  OTHENa  OpraHu3aldd  TaMOKEHHOTO  KOHTPOJIA
MuHepanoBOJICKOM TaMOXXHU — KallUTaH TaMOXeHHOHW ciy:kObl Bomoxo W.B.; anmpecar:

nupexktop TOO «JIMIEP» CokonoB A.H.; anpec: yin. Ocroxenka, 1.9; Mocksa; 142274; OKIIO
04956728; OI'PH 1056600849824; MHH/KIIIT 2508022310/624002004. 22 Tlucemo siBisieTcs
HallOMMHAHUEM O TOM, YTO HEOOXOJMMO MPEJOCTaBUTH JIOTMOIHUTEIbHBIE CBEACHUS O CPOKax
XpaHEeHHs Ha TAMOXKEHHOM CKJIaJie TapThu Medenu 1mo koHTpakty Ne25 ot 14.02.2018.

3aganue 8. Ha ocHOBe aHanm3a CTPYKTYphl TaMOXHH M HOMEHKIATYPbI JeNl 3a MPOLUIbII
MIEPHO/JI, COCTaBbTE HOMEHKJIATYpPy JeJd TaMOXXEHHOTrO opraHa Ha Oyaymiui KajJeHAapHBIA TOJ
(Pazmatounslii Marepuan: HOMEHKJIAaTypa JAel MUHEpaIoBOJICKONW TaMOXHHU, CTPYKTypa
MUHEPAJIOBOJICKON TAMOXKHH).

3aganue 9. Pabota co cnpaBo4HO-TIpaBOBOM cuctemMoil «TaMmokeHHbIE TOKYMEHTBI» MaKeTa
NpUKIaaAHEIX TporpamMm AnbTa MakcumyM. Haiinure Ipuka3 @TC Poccun ot 30 okta6psa 2006
roga Nel062 «o6 obecrneueHun Oe30macHOCTH HWHPOPMAIMK TpU  HUHOOPMAIMOHHOM
B3aMMO/ICIICTBUN TaMOKEHHBIX OPTAaHOB C YYaCTHUKAMHU BHELIHEIKOHOMUYECKOU J1€ATEIbHOCTU
U ceTsMHU o0111ero nosp3oBaHus». [Ipoananusupyiite conepxxanue [lonoxxenus no odecrnedeHn o
0e30macHOCTH HMHQOpPMAIMKU TMPU HMCIOIB30BAaHUM HH(POPMAIIMOHHO-BBIUUCIUTEIBHBIX CeTel
o011ero Nmojp30BaHUs B TaMOXKEHHBIX opraHax Poccuiickoit denepannu. Kparko nzobpasure B
CXeMaTU4eCKOM BHJAE JeHCTBHS 1o obecreyeHuio Oe3omacHOCTH HH(opManuu mpu
WCIOJIb30BaHUN  MH(OPMAIIMOHHO-BBIYUCIUTENLHBIX ~ CeTel  OOIIero  MOJb30BaHHS B
TaMOKEHHBIX opraHax Poccuiickoit @enepanuu.

3a;[afme 10. PaCCMOTpI/ITC O6p2[3]_U:I Pa3JIMUHBIX HJOKYMCHTOB TAaMOXCHHBIX OPraHOB.
OHpe,Z[eJ'II/ITC CPOKH HX OICPAaTUBHOI'O0 XpaHCHHA. HpOBCIII/ITC SKCIIEPTU3Y LNCHHOCTHU JTUX



JTOKYyMEeHTOB. OImpeaenuTe CpoKd HX apxXxuBHOro XpaHeHus (Pasmarounblii marepuail: KOIMHH
JIOKYMEHTOB TaMO>KEHHBIX OPT'aHOB).

1. Kputepuu oneHMBaHUsI KOMMETEHIUI
OneHKa «OTJIMYHO» BBICTABIISETCS CTYIACHTY, €CIIH B XOJIC BBIIIOJIHEHHUS 3a/IaHUH, OH ITOKA3bIBACT
CIOCOOHOCTh K aHamM3y WH(OpMAIMK, BBISBICHHIO MPOOIEMHBIX MOMEHTOB CHTYAIIHH,
NPUMEHEHUIO TIOJTYYCHHBIX 3HAHWHA Ha TPaKTUKE. 3aJlaHie BEPHO PACTOJIKOBAHO, BBIOJHEHO
MPaBWJIBHO C TIIyOOKMM aHAM30M U 0OOCHOBAaHUE MPOOIEMHBIX CTOPOH M OMIMOOK.  Pesynprar
BBITTOJTHEHHS 33/ITAaHUH TIOKAa3bIBACT NOJIHOE YMeHUe N0 CAe0VIOWUM KOMNEeMEeHYUAM.
IK-32
- IPUMEHSTH Ha MPAKTHKE OCHOBHBIE HOPMATHBHBIE M METOJMUYECKHE IOKYMEHTHI 110 BOIIPOCAM
MOATOTOBKH M O(OPMIICHHS PA3IMIHOTO POJa JOKYMEHTOB M OPraHM3alUH JEeJIOTPOU3BOICTBA
B TAMO>XCHHOM OpTaHe;
- TIPUMEHATHh HA TPAKTHKE HOPMATHBHBIC W METOIAMYSCKHE OKYMEHTBI, PErIAMEHTUPYIOIIHNE
OpraHu3anio  padoTel C  JOKYMEHTaMH, COJCpPKAIUMH  CBEIEHHUS  OTPAHUYECHHOTO
pacrpocTpaHeHus;
- aHAIM3HPOBATH COCTOSHUE JIOKYMEHTOOOOpOTa B IEJIOM M COJIEpP)KaHHUE €ro OTICIbHBIX
CTaIuM;
- KIIACCU(UIMPOBATh JIOKYMEHTAIIUIO TAMOKEHHBIX OPTaHOB.
-HCIIOJIb30BaTh COBPEMEHHBIE CPEICTBA CBSI3M, OPraHU3AIMOHHONW W BBIYUCIUTEIFHONW TEXHUKH
pu paboTe ¢ TOKYMEHTaMH, B TOM YHCIIe BEIOMPATh HEOOXOIMMOE MPOTpaMMHOE OOecTiedeHne
WA WHPOPMAIIMOHHBIE TEXHOJIOTHH.
[1IK-34
- pealm30BbIBaTh 337a4d W (YHKIMH CIY)KOBI JIOKYMEHTAIIMOHHOTO OOECICUCHUSI TaMO>KEHHOTO
opraHa.
- aHaIM3UpOBaTh OOIME TPeOOBaHWS K O(GOPMIICHHIO PEKBM3UTOB U BHIOMpAaTh HEOOXOIUMBIC IS
KOHKPETHOTO JIOKYMEHTa BUJI OJTaHKa U COCTaB PEKBU3UTOB JOKYMEHTA.
- aHaJM3UpPOBaTh M COCTABJISITh HOMEHKIJIATYPY Jel, COCTaB JOKYMEHTOB B OTIENbHBIX JeNax,
BBISIBIISITH HAPYLIECHUS B IpaBuiiax GopmMupoBaHus U 0(OpMIICHUS JIEIT;
- IPOBOJUTH IKCIEPTH3Y LIEHHOCTH JOKYMEHTOB, FOTOBUTh MX K apXUBHOMY XPaHEHHIO WM
YHUUYTOKEHHUIO.
Obyuarowuiica demoncmpupyem npoyHoe 61a0eHUe HABLIKAMU NO CLeOVIOUUM KOMNEMEHYUIM.
[1K-32
-HaBBIKOM pEIIEHUs CTaHAAPTHBIX 3a/1a4 MPOPECCUOHATIBHON JeSITENFHOCTU IyTeM OpPraHu3aluu
paboThl ¢ JOKYMEHTaAMH B TAMO>KEHHBIX OpraHax;
-HaBBIKOM 3aIlIUTHI CIIy>KeOHOM nHpOpMaLMK, coliepKalieics B JOKyMEHTax.
-HaBBIKOM HCIOJIb30BaHUS JOKYMEHTAIbHBIX HH(OPMAIIMOHHO-TTOMCKOBBIX CHCTEM.
[1K-34
-METOJIMKO MPOBEIEHUsI BCEX CTAAUNA JOKYMEHTOO00OpOTa TaMO>KEHHOTO OPraHa;
-TexHoJioruer GopMUPOBaHUA U OPOPMIICHHUS A€l B TAMOKEHHBIX OpraHax;
-HaBBIKOM COCTaBJICHUS U O(DOpPMIIEHUS BCEX BUIOB YIPABICHYECKUX JOKYMEHTOB TaMOKEHHBIX
OpraHoB.

Ouemca «X0pouio» BBICTABJAACTCA CTYACHTY, €CJIM B XOA€ BbIINOJIHECHUA 3a,I[aHPII>i, OH
TTOKa3bIBACT HCIJIOXYIO CIOCOOHOCTH K AHAJIIN3y I/IH(I)OpMaI_[I/II/I, BBIABJICHHUIO HpO6J'ICMHI>IX MOMCHTOB
CI/ITyaLII/Iﬁ, MPUMCHCHUIO TIOJTYYCHHBIX 3HaHUI Ha IMPAKTHKCE. BaHaHI/Ie BCPHO PACTOJIKOBAHO,
BBITIOJTHCHO IIPABUJIBHO C XOPOIIMM aHAJIU30M U 000CHOBaHHEM Hp06JICMHBIX CTOPOH U OIINOOK.
O,Z[,HaKO Ha6J'IIOJIaIOTCSI HE3HAUUTENbHBIE HEeTOYHOCTH. OOOCHOBAaHHE HCAOCTATOYHO Pa3BCPHYTOC.

PC3YHLT3T BBITNIOJIHEHMS 3aJJaHMi TTOKa3bIBAET xopouiue ymernusd no CJZQ())/?OWUM KomMnemeryusim.
I1K-32



- IPUMEHSTH Ha MPAKTUKE OCHOBHBIE HOPMATHUBHBIC U METOJMYECKHE JOKYMEHTHI TI0 BOTIPOCaM
MOATOTOBKH U O0(DOPMIICHUS PA3IUYHOTO POJia JOKYMEHTOB M OpraHU3alluu JIEIOMPOU3BOJICTBA
B TAMO>KEHHOM OpPTraHe;

- IPUMEHATH HA TPAKTUKE HOPMATHBHBIC U METOJAMYECKHE TOKYMEHTHI, PErIAMEHTUPYIOIIHE
OpraHm3aluilo  paboThl C  JOKYMEHTaMH, COJEPKallUMH  CBEICHHS  OTPAHHYCHHOTO
pacrpocTpaHeHus;

- aHAIM3HMPOBATH COCTOSHUE JIOKYMEHTOOOOpOTa B IIEJIOM M COJIEP)KaHHUE €ro OTICIBbHBIX
CTaJIui;

- KJIaCCU(UIMPOBATh JIOKYMEHTAIIIO TAMOYKEHHBIX OPTaHOB.

-HMCIIOJIh30BaTh COBPEMEHHBIC CPEJICTBA CBSI3U, OPraHU3AIIMOHHOW M BBIYUCIIUTEIIFHON TEXHUKH
pu paboTe ¢ JOKyMEHTaMH, B TOM YHCJIe BEIOMPATh HEOOXOIUMOE ITporpaMMHOe oOecrieueHne
WM HH()OPMAIIMOHHBIC TEXHOJIOTHH.

[K-34

- pealm30BbIBATh 337a4d U (YHKIMH CIY>KOBI JIOKYMEHTAIIMOHHOTO OOECHEUCHUS] TaMO>KEHHOTO
oprasa.

- aHaIM3UpOBaTh OOIIKE TPeOOBaHUS K O(POPMIICHHIO PEKBH3UTOB U BBIOMpATh HEOOXOIMMBIC IS
KOHKPETHOTO JIOKYMEHTA BHJT OJJaHKA W COCTaB PEKBU3UTOB JIOKYMEHTA.

- aHaJM3UPOBATh M COCTABJIATh HOMEHKJIATYPY JCJN, COCTaB JJOKYMEHTOB B OTJCNBHBIX JeJax,
BBISIBIISATH HAPYIICHUS B TIpaBmiIax GopMHUpOBaHUS B 0(OPMIICHHS IS,

- TPOBOJUTH SKCIEPTH3Y IEHHOCTH JOKYMEHTOB, TOTOBUTh MX K apXHBHOMY XPaHCHHIO WIIH
YHUYTOXKCHHIO.

Obyuarowuiics  demMoHcmpupyem 00CMAMOYHOe 61a0eHUue HABLIKAMU no  cueoylwum
KOMNemeHyusim.

[1K-32

-HaBBIKOM pEIIeHUs CTaHAAPTHBIX 3a/1a4 MPO(PECCUOHATBHON AeSITENbHOCTH IyTEM OpPraHu3aluu
paboThl ¢ JOKYMEHTAMH B TAMO>KEHHBIX OpraHax;

-HaBBIKOM 3aIlUTHI CIIy:keOHOM nHpOpMaLMy, coliepKaiieics B JOKyMEHTax.

-HaBBIKOM HCIOJIb30BaHUs JOKYMEHTAIbHBIX HH(OPMALMOHHO-TTOMCKOBBIX CHUCTEM.

[1IK-34

-METOJIMKOI MPOBEIEHUS BCEX CTAAUN JOKYMEHTOO00pOTa TaMO>KEHHOTO OPraHa;

-TexHoJioruer (opMUPOBaHUA U OPOPMIICHHUS A€l B TAMOKEHHBIX OpraHax;

-HaBBIKOM COCTaBJICHUS U O(DOpPMIICHUS BCEX BUIOB YIPABJICHYECKUX JOKYMEHTOB TaMOXKEHHBIX
OpraHoB.

OuneHka «y10BJIETBOPUTEIbHO» BbICTABJISIETCSH CTYIEHTY, €CJIM B XO/I€ BBIIIOJIHEHUS 3aJaHUH,
OH TOKa3bIBaeT cJal0yl0 CIIOCOOHOCTh K aHAIM3y WH(POPMAIMH, BBISBISET HE BCE MPOOJIEMHBIC
MOMEHTBI Y4eOHBIX CHTYyaluif, c1abo0 MpUMEHSeT TMOJydeHHbIE 3HAHHMS Ha MpaKTHKe. 3a/laHue
PacTOJIKOBaHO, HO BBITIOJTHEHO MOBEPXHOCTHO Oe3 000CHOBaHMSI MPOOJEMHBIX CTOPOH M OIIHOOK.
Pesynbrat BBINOTHEHHS 33/1aHHI TIOKA3bIBACT Cllaboe yMeHUue No Cledyrouum KOMNemeHyusm:
[1K-32

- IPUMEHATH Ha NPAKTUKE OCHOBHBIE HOPMATHUBHBIE U METOJIMYECKUE JOKYMEHTHI 110 BOIIPOCaM
MOATOTOBKH U O0(hOPMIIEHUS Pa3IUYHOTO pojia JOKYMEHTOB M OpraHHu3alvy JeT0NpON3BOACTBA
B TAMO>KEHHOM OPraHe;

- NPUMEHATH HAa NPAKTUKE HOPMATUBHBIE U METOAUYECKHE JOKYMEHTBI, PETJIAMEHTUPYIOLIUE
OpraHm3anuilo  paboTel C  JOKYMEHTaMH, COJEpKallUMH  CBEICHHS  OTPAaHHUYEHHOTO
pacnpoCcTpaHEeHus;

- aHaTU3HUPOBATh COCTOSHHE IOKYMEHTOOOOpOTa B IIEJIOM M COJACpKAHHE €ro OTAETbHBIX
CTaJIui;

- KITacCH(UIIMPOBaTh JTOKYMEHTAIMIO TAMOKEHHBIX OPraHOB.

-UCIIOJIb30BaTh COBPEMEHHBIE CPEJICTBA CBSA3H, OPraHU3ALMOHHON M BBIYMCIMUTEIBHON TEXHUKHU
pu paboTe ¢ JOKyMEHTaMH, B TOM YHUCJIe BRIOMPAaTh HEOOXOMMOE TIPOrpaMMHOE OOeCTIedeHHE
WM HH(POPMAIIMOHHBIE TEXHOJIOTHH.



[1K-34

- peanM30BBIBaTh 33Ma4d U (DyHKIMH CITYKOBI JIOKyMEHTAlIMOHHOTO OOECIEYCHHS TaMOYKCHHOTO
oprasa.

- aHAMB3UPOBATh OOIIMe TpeOOBaHUS K O(OPMIICHHIO PEKBH3UTOB M BBHIOMPATh HEOOXOAMMEIC IS
KOHKPETHOTO JIOKYMEHTA BI/I OJJaHKA U COCTaB PEKBU3UTOB JIOKYMEHTA.

- QHAJIM3HUPOBATh U COCTABIIATH HOMEHKIATYpPY JeJ, COCTaB JOKYMEHTOB B OTACIBHHBIX JeEiax,
BBISIBIISITH HAPYIICHUS B TIpaBmiiax GopmupoBaHus v 0(GOpMIICHHS JIeT,

- TPOBOJUTH JKCIEPTH3Y LEHHOCTH JOKYMEHTOB, TOTOBUTh MX K apXUBHOMY XPaHCHHIO WIIH
YHHUYTOXKCHHUIO.

Obyuarowuiicss demoncmpupyem ciaboe 81a0enHue HA8bIKaMUu no Cle0yIouWUM KOMNEMeHYUIM:
I1K-32

-HAaBBIKOM pEIIeHHsI CTAaHAAPTHBIX 3a/1a4 TPO(HECCUOHATBHOM eI TETFHOCTH ITyTEM OpPTaHU3aIIH
paboThI ¢ JOKYMEHTAMH B TAMOYKCHHBIX OpraHax;

-HaBBIKOM 3aIlUTHI CIIy’keOHOM HHOpMaLMy, coJiepKalieics B JOKyMEHTaXx.

-HaBBIKOM HCIIOJIb30BaHUS JOKYMEHTAIBHBIX HH()OPMAIMOHHO-ITOMCKOBBIX CHCTEM.

I1K-34

-METOJIUKOM MPOBEJCHUS BCEX CTAIMI JOKYMEHTOOO0POTa TaMO>KEHHOTO OPTaHa;

-TexXHoJIoTHEeH (JOPMUPOBAHUS U OPOPMIICHHUS JeJT B TAMOKEHHBIX OpraHax;

-HaBBIKOM COCTABJICHHUS M O(DOPMIICHUS BCEX BUIOB YIPABJICHYECKUX JOKYMEHTOB TAMOYKEHHBIX
OpraHoB.

OneHka «HeyJI0BJEeTBOPUTEIHLHO» BBICTABJAETCH CTYAEHTY, €CIH B XOJE BBIOJHEHUS
3a/laHil, OH HE TOKa3bIBa€T CHOCOOHOCTh K aHAJIW3y HMH(OPMAIMH, BBIABIECHHIO MPOOJIEMHBIX
MOMEHTOB CHUTYallUl, NPUMEHEHUIO IIOJIYYEHHBIX 3HAaHMH Ha INpaKTUKE. 3aJaHue HEBEPHO
pPacTOJIKOBaHO, BBHITIOJIHEHO C TPyObIMH OmMOKamMu 0Oe3 O0OOCHOBaHMSI MPOOJIEMHBIX CTOPOH.
Pe3ynbTar BHINOIHEHNS 3a1aHUH [TOKA3bIBAET NOJHOE HEYMeHUe Cmyoenma.

I1K-32

- IPUMEHATh Ha MIPAKTUKE OCHOBHBIC HOPMATHUBHBIE M METOAMUYECKHE JOKYMEHTHI 10 BOIIPOCaM
MOJATOTOBKHM M O0(OPMIIEHHS PA3IMYHOTO poJa JOKYMEHTOB M OpraHU3aLUU JeJI0NPOU3BOJCTBA
B TaAMO’>XEHHOM OPIaHe;

- IPUMEHSTHh Ha MPAKTHUKE HOPMATHBHBIE M METOAMYECKHE OKYMEHTBI, perjaMeHTUpPYIOIne
OpraHu3anuil  paboTel C  JOKYMEHTaMH, COJCpXKAallUMH  CBEJIEHHs  OrPaHHMYEHHOIO
pacrpocTpaHeHus;

- aHaJIM3MPOBATH COCTOSHHUE JIOKYMEHTOOOOpOTa B LIEJIOM M COJCp)KAHUE €ro OTAEIbHBIX
CTaJui;

- KJIaCCU(UIMPOBATh JIOKYMEHTALIIO TAMOKEHHBIX OPIaHOB.

-HCII0JIb30BaTh COBPEMEHHBIE CPEACTBA CBSI3M, OPraHU3ALMOHHONW U BBIUYUCIUTEILHONW TEXHUKU
pu paboTe ¢ JOKYMEHTaMH, B TOM 4HCJIe BBIOMPaTh HEOOXOAUMOE MPOrpaMMHOe obecrieueHne
WM UHPOPMALIMOHHBIE TEXHOJIOTHH.

I1K-34

- peaM30BbIBaTh 3aJauyd M (QYHKIMH CIY>KObl JOKYMEHTAlMOHHOTO OOECIEeUeHHs TaMOKEHHOTO
oprasa.

- aHaIM3MpOBaTh OOLIME TpeOOBaHUS K O(QOPMIICHHIO PEKBH3UTOB M BBIOMPATh HEOOXOAMMBIE JUIS
KOHKPETHOT'O JIOKyMEHTa BU/1 OJJaHKa U COCTaB PEKBU3UTOB JIOKYMEHTA.

- QHAJIM3UPOBATh U COCTABIIATH HOMEHKIATYpPY JeJ, COCTaB JOKYMEHTOB B OTAEIbHBIX JENaX,
BBISIBJIATH HapyIICHUs B IpaBuiIax GopMupoBaHus U opopMIICHUS JET;

- MPOBOJMTH IKCHEPTH3Y LEHHOCTH JOKYMEHTOB, TOTOBUTh MX K apXMBHOMY XPaHEHHUIO WIH
YHUYTOKEHHUIO.

Obyuarowuiicsi 0eMoHCmpupyem omcymcmeue 671a0eHUs. HABbIKAMU

I1K-32

-HAaBBIKOM pEIIEHHs CTaHAAPTHBIX 3a/1a4 MPO(ECCHOHANBHON JeITeIbHOCTH ITyTEM OpTraHU3aIlH
paboThI C JOKYMEHTaMH B TAMOXKEHHBIX OpraHax;



-HaBBIKOM 3aIUTHI CIYy)KeOHON HH(POPMaIIUH, coJiepKaleiics B JOKYMEHTaX.

-HAaBBIKOM HCIOJIB30BAHUS TOKYMEHTAIBHBIX HH(POPMAIIMOHHO-TIOUCKOBBIX CUCTEM.

[1K-34

-METOIMKOM MPOBEICHUS BCEX CTAIHIA TOKyMEHTOO0OpOTa TaMOYKEHHOTO OpraHa;

-TeXHOJIOTHEH (OPMHUPOBAHUS U OPOPMIICHHS JeTT B TAMOXKEHHBIX OpTaHax;

-HaBBIKOM COCTaBJICHHSI 1 0()OPMIICHUS BCEX BUIOB YIPABICHUECKUX TOKYMEHTOB TaMOKEHHBIX
OpraHoB.

3.0nucanue MKAJIbI OLeHNBAHUS

MakcumanbHO BO3MOKHBIN 0a/ul 3a BECh TEKYIIUW KOHTPOJb YCTAHABIMBACTCS pPaBHBIM S5.
Tekyliee KOHTPOJIbHOE MEPOTIPHUITHE CUUTACTCS CHAHHBIM, €CJIA CTYACHT TOJIYYHII 32 HEro He
Menee 60% OT YCTaHOBJIGHHOTO JUISI 3TOTO KOHTPOJST MaKCHMaJbHOTO Oaiia. PeHTHHTOBBIN
0aJiy1, BBICTABJISIEMBIN CTYICHTY 3a TEKYIIEe KOHTPOJIBbHOE MEPOIPHUSITHE, CIAHHOE CTYJACHTOM B
YCTaHOBJICHHBIE TpPaUKOM KOHTPOJIBHBIX MEPONPHUATUM CPOKU, OMPEICISIETCS CIEIYIOIUM
o0pazom:

YPOBEHB BBINIOJIHEHUS! KOHTPOJIBHOTO Pelitunrossiii  Gayn B % ot
3a/TaHusT MaKCHUMaJILHOTO 0ajia 3a KOHTPOJLHOE 3aJJaHue)
OTIHYHBIH 100
Xopommii 80
Y 1OBIETBOPUTEIEHBIN 60
HeynoBneTBopHUTEIbHBIIH 0
3. Meroanueckue MaTepuaJibl, OIpeaessiiole MNpoueAypPbl OUECHUBAHUS 3HAHUM,

YMeHHiHl, HABbIKOB M (WIH) ONbITA [AeATEJbHOCTH, XAPAKTEPHU3YIOIIMX JTaMbI
¢dopmMupoBaHUs KOMIIETEHIHH

[Iponieypa mpoBeIeHUS JaHHOTO OIICHOYHOTO MEPOIPUSATHS BKIIOYAET B ceOs MOTydeHUE
CTY/ICHTAMH 3a/I1a4¥ U €€ pEIICHUE C MUChMEHHBIM 0(OPMIICHHEM pe3yabTaToB. 3aadyll MOTYT
pemaThCsi HETMOCPEACTBEHHO HAa 3aHATUH, WJIM CaMOCTOSITEIPHO B XOJ€ MOATOTOBKH K
MPAKTUYECKOMY 3aHSATHIO. DTO ONpeIeNsieT mpenoaaBatesb. s MOArOTOBKH K PEUICHHUIO
3aJaud HEOOXOMMO BHUMATEIbHO M3YYHThH JICKIIMOHHBIA MaTepHai, a TaK )K€ HOPMATHUBHBIC
WCTOYHHUKH, BCTIOMHHUTH ()OPMYIIBI PACYETOB M METOIMKY MCUYHCICHUs. Pemenue 3amad tpedyer
AQHAJTMTHYECKOTO MBITIICHHS, @ TaK K€ TOYHOCTH BBIYMCIUTEIBHBIX JeHCTBHMA. MTOTH perieHus
3amaun  0(OPMIIIOTCS MHCHMEHHO W OTAAIOTCS MPENoJaBaTellio Ha OIEHKY. B ciyuae
HEOOXOJMMOCTH TIPETOAaBaTeNb MPOBOJAUT COOECEIOBaHWE, B XOJI€ KOTOPOTO YTOYHSETCS
JIOTHKA PEIICHUS 3a/1a4 U TIIyOuHa IEMOHCTPUPYEMBIX CTYJCHTOM 3HAHHIA, YMCHHI U HABBIKOB.

[Ipemiaraembie  CTyIEHTY 3alaHHsl TO3BOJISIIOT TPOBEPUTH BIIQJICHUEM HABBIKAMU
MPUMEHEHHsI B TAMOYKCHHOM Jielie WH(MOPMAIIMOHHBIX TEXHOJIOTHI M CPEJICTB 00ECIeUeHHs X
(GYHKIIMOHMPOBAHUS B LENAX HWHGOPMAIIMOHHOTO  COMPOBOXKICHHS POPECCHOHATBLHON
nestenbHOCTH (ITK-32); cmocoOHOCTRIO oOecneurBaTh HMHGOPMAIKEH B cepe TaMOKEHHOTO
JieJ1a TOCY/IapCTBEHHBIC OPraHbl, OPraHU3alluK U OTAeabHbBIX rpaxaan (ITK-34).

3ananus sl TOBBIIIEHHOTO YPOBHS OTJIMYAIOTCS OT 0Aa30BOTO TE€M, YTO ISl UX PEIHICHHUS
HEOOXOIMMBI KOMILJIEKCHBIE JIEHCTBUS, CBS3aHHBIE C aHAJIM30M MPEUIOKEHHOW CUTyallud W
BBISIBICHHEM METOJMKH BBIMOJHEHUs 3agaHus. [loMMMO TOrO /Ui BBINIOJHEHUS 3aJaHUs
MOBBIIIEHHOTO YPOBHS CTY/ACHT JIOJDKEH HE TOJIBKO MPUMEHUTDH MOJTYYCHHbIE 3HAHUS, YMEHUS U
HaBBIKU, HO U CBOU TBOPUYECKUE U aHATTUTHYECKHUE CIIOCOOHOCTH.

Jlis  TOATOTOBKM K JaHHOMY OIICHOYHOMY MEPOIPHITHIO HEOOXOIUMO H3Y4YHTh
WMCTOYHUKHA WH(GOPMAILMU TI0 TEME MPAKTUYECKOTO 3aHSATHS, OCHOBHBIM M3 KOTOPBIX SIBISETCS
KOHCIIEKT JICKIIMHM, a TaK >K€ OCHOBHYIO, IOIMOJHHUTEIBHYI0O M METOJMYECKYIO JHTepaTypy,
HOPMAaTUBHO-TIPaBOBYI0 0a3y. IIpexae deM BBINOTHUTH 3aJaHue, HEOOXOIUMO HaWTH MyTh
pEIIeHNs U COCTABUTH IJIaH BBIOJIHEHUS, T.€. IPOU3BECTH CaMOCTOSTENbHBIN pa30op 3amaHusl.
Pesynbratel odopmisitoTcss mHChbMEHHO. KOHCHEKT BBIMOTHEHHS 3aJaHus JOJDKEH OBITh
JIOTUYHBIM, I[EJIOCTHBIM, CLIOCOOHBIM TpY 00pallleHuH K HEMY MM0Ka3aTh JIOTUKY Pa3MBIIIJICHHUNA U



METOUKY BBINIOTHEHUsA. Heo6xoaumo oopMiiaTh 000CHOBAaHUE BCEX NEHCTBHUI B BHJIE CCHUIOK
Ha HOPMATUBHO-IIPABOBBIE UCTOYHHUKH, COOCTBEHHBIX BEIBOJIOB.
Kputepuu onieHuBaHusi KOHCTIEKTA BBIOJIHEHUS 3aJaHUS:
- TIOCJIEIOBATEILHOCTD U PAMOHAIIBHOCTD BHITIOJTHEHHS;
- sicHasl U YETKask CTPYKTYPHU3aLIUs;
- TOYHOCTH BBITIOJIHEHUS;
- TIOJTHOTa 00OOCHOBAHUS ICHCTBUN M OTBETOB.
Koncnekr pemenusi mepemaeTcsi MperojaBareio Ha MpoBepky. llpemonmaBarens MokeT
JOTIOJIHUTEIHLHO MPOBECTH COOECEI0BAHUE 110 METOUKE PACUETOB U JIOTUKE BHIBOJIOB CTY/CHTA.
[Ipu oTBeTE OLIEHUBAIOTCS:
- IPaBWILHOCTH OTBETA Ha BOIIPOC;
- CoJIepyKaHue U MOJTHOTAa OTBETA HA TIOCTABJICHHBIE JIOTIOJTHUTEILHBIE BOIPOCHI;
- JIOTHKa M3JIOKEHUSI MaTepraa;
- YMEHUE yBS3BIBATb TEOPETUIECKUE U MPAKTUIECKUE ACTIEKThI BOIIPOCA;
- KyJIbTypa YCTHOM peYH CTYJEHTA.
[Ipn  BBIMONHEHWM 3aJaHUNW  MOXHO  TOJB30BAThCS  CIIPABOYHO-TIPABOBOM  CHUCTEMOI
«TamosxeHHbIE JOKYMEHTBI» MaKeTa MPUKIAAHBIX TporpaMm Asbra Makcumym
OLECHOYHBIN JTUCT «..veennnn... Ne
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