[lOKYMEHT NOANMCaH NpOCTO# 3NeKTPOHHOM NOANMUCHIO
WUHdopmaumsa o Bnagenbue:

®WO: Bopowwunosa Onbra JleoHnaosHa

[lomxHocTb: PekTop

[ata nognucanus: 17.02.2023 17:07:59

Yhnkanshbii nporpammiEd gAAPCTBEHHOE 00PA30BATENBHOE¢ ABTOHOMHOE YUPEKIECHUE BBICIIIETO
4cf44b5e98f1c616308024618ad7 153c8a582b453ec4%56(6%5§&%%_3[%gﬁb1<yp01<0ﬁ SEeT

Anmunnctpanus | Kypcekoit odnactu

«Kypckas akanemust rocy JapcTBEHHON M MyHULIMIAIEHOM CITY OB

Kadenpa BHEIHEIKOHOMUYECKUX CBSI3EH, TAMOKEHHOTO JIena
1 TAMOKEHHOIO Mpasa

YTBEPXJIAIO:
[IpopekTop no
y4eOHO-METOIUYECKOMY
obecredyeHEIo

4 Hukutuna E.A.

« M/ » abugemndg 2021 r.

OCHOBBI JOKYMEHTOOBOPOTA B TAMOKEHHbBIX TOPI'AHAX

MeToanyeckue peKOMEHIAIUH JJIsI CAMOCTOSITENIbHON paboThl, B TOM YHUCIE IS
MOATOTOBKU K MPAKTUIECKUM 3aHITHUIM,
CTyZIEHTOB HamnpasyieHHs: noaArorosku 38.05.02 TamoxxeHHOE 1€710

OYHOH ¥ 3a09HOU (OPMBI 00yUECHUS

Kypck 2021






MeToanueckne YKa3aHnud 1Jisd oﬁyqammnxca 0 OCBOCHHIO JTUCIHITJIMHBI

OCHOBHBIMM BHJAaMW ayAUTOPHOH pabOTHl CTyJEHTAa NOPH W3YYCHHUHU
JUCHMIITMHBL «OCHOBBI JJOKYMEHTOOOOPOTAa B TAMO>KEHHBIX OpraHax» SBISIOTCS
JIEKUMU W TPAKTHYECKHE 3aHATUS. CTYACHT HE UMEET MPaBa MPOIMYCKaTh 3aHATHS
0€3 YBaKUTENIbHBIX TPHYWH.

Ha nexkumsx wznararorcs W pPa3bICHSIOTCS OCHOBHBIE TOHSTUS TEMBI,
CBSA3aHHBIE C HEH TEOPETHMUECKHE W MPAKTUYECKUE MPOOJIEMBI, JAKOTCS
PEKOMEHIAMKU JJIsi CAMOCTOSTENBHON padoThl. B X0a€ JIEKIMKM CTYACHT TOJDKEH
BHUMATENIBHO CIIYIIATH U KOHCIIEKTUPOBATh MATEPHAIL.

H3yuenne Hambosee BaKHBIX TEM WM PA3ACIOB AUCLUUIUIMHBI 3aBEPLIAKOT
NPAKTUYECKUE 3aHITHS, KOTOPble 00ECIEUMBAIOT KOHTPOJIb MOATOTOBIEHHOCTH
CTYJACHTA, 3aKPEIUICHUE Y4YeOHOro Marephaia;, NPUOOPETEHHE ONbITa YCTHBIX
nyOJIVYHBIX BBICTYIUICHHA, BEICHUS AUCKYCCUH, B TOM YHCJIE ApPryMEHTAUUU W
3aIIUTHI BBIABUTAEMBIX OJIOKCHUN U TE3UCOB.

[TpakTH4eCKOMY 3aHATHIO MPEAIIECTBYET  CaMOCTOSATENBHAs —paboTa
CTYJCHTA, CBA3aHHAs C OCBOCHMEM MAaTepHasia, MOJYYCHHOTO HA JICKIUSAX, W
MaTEPHUAJIOB, W3JIO)KEHHBIX B YYEOHWMKAX M YYEOHBIX MOCOOMSX, a TaKKe
JUTEPATYPE, PEKOMEHAOBAHHOM MPENOIABATEIIEM.

[To cornmacoBaHWIO C MPENOJABATENIEM WM IO €ro 33aJaHUK CTYACHTHI
rOTOBAT pedeparsl MO OTACTBHBIM TEMAaM JWUCUUIUIAHBI, BEICTYNAIOT HA 3AHITHAIX
¢ Jnoknagamu. OCHOBY [JOKJIAQIOB COCTABISET, KAaK MPABHIIO, COJAECPKAHUE
NOJATOTOBJICHHBIX CTYIEHTaMU pedepaTos.

KauecTtBo y4eOHOIl paboThl CTYACHTOB NPENMOAABATENb OLICHUBACT IO
pe3yabpTaTaM TECTUPOBAHMWSA, COOECENOBaHUs, PEUICHUIO CHTYALMOHHBIX 3a1a4 U
KEICOB, a TAKXKE MO pe3yJbTaTaM J0KIaI0B.

[IpenogaBaTenb yKe Ha MEPBBIX 3aHATHUSX OOBACHSAET CTYJICHTaM, KaKue
(GopMbl O0y4YEeHMsI CIEIYET MCIONB30BaTh MNPU CAMOCTOATEIBHOM H3YUYEHUH
JUCLMIJIMHBL KOHCIIEKTHPOBAHUE YYEOHOUM JIUTEpaTyphl U JIEKIUU, COCTABIICHUE
CJIIOBApEN MOHATHN U TEPMHUHOB U T. II.

B npouecce o0yueHMs mpenoaaBaTesd MCHOJB3YIOT AKTUBHBIE (DOPMBI
paboTHI CO CTYACHTAMU. YTEHUE JICKIIWIA, MTPUBJICYEHUE CTYACHTOB K TBOPYECKOMY
NPOLECCY HA JIEKIHSX, OTPAOOTKY CTYIEHTAMM NPOMYIIEHHBIX JCKIUHI, y4acTHE B
I'PYNIOBBIX W WHIMBUAYAIBHBIX KOHCYJIBTAUMAX (coOecenoBaHum). Ot (PopMbl
COCOOCTBYIOT BBIPAOOTKE y CTYJECHTOB YMEHHS padoTaTh ¢ Y4YCOHHKOM H
JIUTEpaTypoil. M3yueHue JMTeparypbl COCTABJISIECT 3HAYMTEIBHYK)  YacTh
CaMOCTOSITENIbHOM pabOThl CTyIEHTA. DTO OONBIION TPy, TPEOYIOWMNA yCUITUH U
JKEJNaHus CTyAcHTa. B camom Hawanme paOoOThl HaJ KHUTOH BAaKHO OMPEACIUTH
LEIb W HampaBjeHUe 3TOK padoThl. [IpounTaHHOE ClEayeT 3aKPENUTh B MaMSsITH.
OpHMM HM3 TNPUEMOB  3aKPEIUICHHS  OCBOEHHOTO  Marepuaia  sIBISETCS
KOHCIIEKTUPOBAHUE, €3 KOTOPOro HEMBICIIMMA Cepbe3Has padora Hax
ouTepatypoid.  CHCTEMATHYECKOE KOHCIEKTHPOBAHME MOMOTAcT HAYYUThCS
NPaBWJIbHO, KPATKO M YETKO M3JIaraTb CBOMMH CIOBAMH MPOUYUTAHHBIN MaTeprall.
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CaMOCTOATENBHY O padoTy clieayeT HAYMHATh C MEPBBIX 3AHITHM.
OT 3aHATUS K 3aHATHIO HY)KHO PETYJISPHO MPOYUTHIBATH KOHCIEKT JICKIIMA,
3HAKOMHTBCS C  COOTBETCTBYIOIIMMHM  pa3fciiaMA  Y4eOHWMKA, YWTaTh U
KOHCIEKTUPOBATH JIUTEPATYPY MO KAKI0H TeMe TUCUUILUIMHBL. CaMOCTOSTEIbHAS
paboTa nmaeT CTYJEHTaM BO3MOKHOCTh PAaBHOMEPHO PAaCHpPEICIIATh HArpysKy,
cnocoOCTByeT Oosice TIyOOKOMY M KAQY€CTBEHHOMY OCBOCHMIO Y4E€OHOIO
marepuana. B ciydae He0OX0AMMOCTH CTYACHTHI 00PAIAr0TCs 32 KOHCYJIbTalUER
K MPENoAaBaTeto MO BOMPOCaM JAUCUUIUIMHBI C LETBK) OCBOEHUS M 3aKPEIICHUS
KOMIIETEHIUM.

OcCHOBHasl 1ellb CaMOCTOATENBHOW paboOThl CTYACHTA MNpPU  H3YYCHHH
JUCLMIUIMHBL - 3aKPEMHATh TEOPETUYECKUE 3HAHWS, MOJIYYCHHBIE B IPOLECCE
JEKIMOHHBIX 3aHATUH, a Takke CQPOPMHUPOBATh NPAKTUYECKUE HABBIKU
CaMOCTOSITENIbHOTO aHATM3a 0COOEHHOCTEN TMCUUIUIAHBI.



3axanus AJisi CaMONIPOBEPKH
Tema Ne 1 «Poap W 3HaYeHHe JHCHUILIHHBI B NPO(PEeCcCHOHAJIBLHOH MNOATOTOBKE
CMEeLHAJIMCTA M0 TAMOKEHHOMY ey
TecToBbIE 320aHHA
Bonpoc 1. TamoxeHHOE 1eI0NPOU3BOACTBO — 3TO. ..
Bompoc 2. Ha kakux NpUHOMIIAX CTPOUTCS CHUCTEMa YIPABICHHMsS TAMOXKEHHOH CIy>kOOH B
LIEJIOM, a TAK)KE€ KaXAbIM KOHKPETHBIM TAMOXXEHHBIM OPTaHOM?
Bompoc 3. Ha kakue 2 rpymnmsl A€IUTCS TOKYMEHTOOOOPOT B TAMOXKEHHBIX OPTaHaxX U BO BCEX
OCTaJIbHBIX OpPraHax rocyAapCTBEHHON BJIACTH?
Bonpoc 4. [alite onpeneneHne «ynpaslIeHUIO» B PAMKaX JaHHOW JUCLUIIINUHBL
Bompoc 5. Uro oTHOCHTCS K CyOBEKTaM YIPaBISHHS B TAMOXKEHHBIX OpTraHax’?
Bompoc 6. Uro oTHOCHTCS K 00BEKTaM YIIPABJIEHHS B TAMOXKEHHBIX OpraHax’?
Bomnpoc 7. JIokyMeHT — 3T0. ..
Bormpoc 8. Pojb quctumuinHbl B mpodeccroHanbHON MOATOTOBKE CIIELIUAJIICTA.
Bompoc 9. 3anaun aucuuuMHe B poQeCcCHOHATBHON MOATOTOBKE CIIELIHAUCTA.
Bompoc 10. Kakumu HaBbIKaMH 110 JAaHHOH TUCHUTUIMHE TOJKEH 00J1aaTh BBITYCKHHUK?
Tembl pedepaTos
1. TamoxeHHOE OENONPOU3BOACTBO KaK OTPAXEHUE CHCTEMbl M TEXHOJOTHUH YIPABICHUS
NEeATEbHOCTBI) TAMOXKEHHBIX OPTaHOB.
2. VaopasieHue WHGOPMALMOHHBIMH pPECypcaMH — OJHO U3 OCHOBHBIX HANpaBJICHUIN
JEeATEebHOCTH B TAMOKEHHBIX OPraHaXx.
3. JIOKyMEeHT Kak HMCTOYHUK M HOCHTEeNnb WHpopMmauuu. PyHKUMH IOKyMeHTa. JIBrkeHme
IOKYMEHTHPYeMOH MH(POPMALIUH B CUCTEMaX yIPaBJICHUS.
4. CpolicTBa mHpOpPMaLNH, COIEprKaIleics B JOKyMeHTaxX. BiusiHne CBOWCTB MH(GOpMAIIH HA
Ka4eCTBO MPUHUMAEMBIX YIIPABICHYECKUX PEIICHUH.
Bomnpocel s camonpoBepKH
1. TamoxeHHOE NEeTONPOU3BOACTBO KAK OTPAKEHUE CUCTEMbl M TEXHOJIOTMH YIPaBJICHUS
IESITENbHOCTBIO TAMOXKEHHBIX OpraHoB. HMH(opManmoHHbIe Tporecchl — OCHOBA Iporecca
pazpaboTku u  peamm3anuu  ympasieHdeckoro  pemenus (YP).  HeobxomumocTh
nokymentuposanust YP. Mudpopmaunonnsie pecypesl (MP) xak: skOHOMHYECKast KaTeropwus,
Mpeanochiika 0a3bl 3HAHWN OPTraHU3alWH, 3aJI0r KOHKYPEHTHOro mnpeumyinectsa. lIpaBoBoit
pexum HP.
2. HNHpopmanmoHHast KyJIbTypa TAMOXKEHHBIX OpraHoB. MHpopmauus u nHpOpMaLMOHHBIH
KOHTYp OpraHm3aluy. YmpasieHne HHGOPMAIMOHHBIMH PECypCaMH — OJHO M3 OCHOBHBIX
HaIPaBJIEHUN NEATEIbHOCTH B TAMOXEHHBIX OpraHax. Ponb M 3HaYeHue NeIonpOU3BOIACTBA B
nporecce CO3naHus KOprnopaTuBHbIX HHPpopMaunoHHbIx cuctem (KHC).

Tema Ne 2 «DyHKUMH JOKYMEHTA»
TecToBbIe 3a0aHUs
1. - 3TO LeJeBO¢ HA3HAYeHHe, NMPHCYIlee MAOKYMEHTY HEe3aBHCHMO OT TOro
O0CO3HAHA OHA ABTOPOM HJIH HeT.
2. Beigeasior cieayomue (PyHKUHH JOKYMEHTOB: H :
3. YcTaHOBHTE COOTBETCTBHE:

1. O6umme pyHxkumnn A) ynpaBieHYecKas;

b) npasosast;

B) undopmannonnas

2. CriennanpHble PyHKLIUU I') byHKIHSI HCTOPHYECKOTO HCTOYHUKA

J1) conmanbHast

E) koMMyHUKaTHBHAS
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4. Kaxasn byHxums ompeneasieTcsi MOTPeOHOCTHIO B 3ane4aTJeHuH
HH(pOpMALMH € LeJbI0 COXPAHEHHS] U Mepejadyd U MNpHCYIIa BceM 0e3 HCKJIIOYEHHS
AOKymMeHTam?

A) couunasbHas;
b) koMMyHHKaTHBHAS,
B) undopmaunonnas;
I') kynbTypHasL.
5. KommynukaTusHast pyHknusi? (BbIOpaTh Bce NpaBUJIbHbIE 0TBETHI)
A) XpaHUT UCTOPHUYECKHE CBEACHUS O Pa3BUTHU OOIIECTBA;
b) co3nman st neneit ynpaBieHus,
B) nepenaer nadopmaruro BO BpeMEHHU U MTPOCTPAHCTBE;
I') sBnsiercst cpeacTBOM MH(GOPMALTMOHHOHN CBSI3U MEXKTy OPTaHU3aLHUSMH.
6. KynbrypHas ¢pyHkuusa? (BbIOpPaTh BCce NPABWIbHbIE OTBETHI)
A) 3aKperursaeT 1 rnepenaeTt KyJIbTypHbIE TPAJULIH B OOIIECTBE,
b) nepenaer ypoBeHb HAyYHOTO U TEXHHUYECKOTO PA3BUTHUS B OOIECTBE,
B) maer koMM4eCTBEHHYIO XaPaKTEPUCTUKY UH(OPMALIHH;
I') 3akperuisier 1 U3MeHsIeT MPAaBOBbIE HOPMBI M IPABOOTHOLIEHUS B OOIIECTBE.
7. CouuajbHasi pyHKkuus? (BbIOpaTh Bce NpaBHJIbHbBIE OTBEThI)
A) maeT KONINYECTBEHHYIO XapaKTepUCTHKY HH(popMaruy,
b) co3nman st neneit ynpaBieHus;
B) cBsizaH ¢ onpeneneHHON counaabHON NOTPeOHOCTHIO OOIECTBA U TPaKIaH;
I') sBnsiercst xparureneM HHGpOpPMALIUH.
8. IlpasoBas ¢pynknusi? (BbIOPATH BCe NPABUJIbHBIE OTBETHI)
A) nepenaer HHPOPMALIUIO BO BPEMEHU U MPOCTPAHCTBE;
B) cBsizaH ¢ onpeneneHHON cOLMaNbHON NOTPEOHOCTHIO OOIIECTBA U TPaKIaH;
B) maer xonmu4eCTBEHHYIO XaPaKTEPUCTUKY UH(OPMALIHH;
I') 3akperuisier 1 U3MeHsIeT MPAaBOBbIE HOPMBI M IPABOOTHOLIEHUS B OOIIECTBE.
9. Ynpasnenueckasi pyHKuus? (BbIOpATh Bce NPpaBHJIbHbIE OTBEThI)
A) maeT KOJINYECTBEHHYIO XapaKTePUCTHKY HH(popMauy,
B) cBsi3aH ¢ onpeneneHHON coMaNbHON MOTPEOHOCTBIO OOINECTBA U TPasKIaH,
B) 3akperusieT u U3MeHsieT MPaBOBBIE HOPMBI U ITPABOOTHOLIEHHUS B OOIIECTBE;
I') co3nan st nenelt ynpasiieHusI.
10. UcTropuueckas pynkuus? (BbIOpaTh Bce NpaBUJIbHbIE OTBEThHI)
A) 3aKperursieT 1 U3MEHSeT MPaBOBbIE HOPMBI U MPABOOTHOIIEHUS B OOIIECTBE;
b) nepenaer nadopmanuro BO BpeMEHHU U MPOCTPAHCTBE;
B) cBsizaH ¢ onpeneneHHOl counaabHON NOTPEOHOCTHIO OOIIECTBA U TPaKIaH,;
I') MICTOYHMK UCTOPHUECKHUX CBEINEHUI O pa3BUTHH OOIIECTBA.

Tembl pedepaTos
1. dyHKkuMM NOKYMEHTA.
2. IIpobnemMbl MOCTPOCHUS SIEKTPOHHOTO JOKYMEHTOO0OPOTA U MPHHIIUIIBI €70 PEeaTH3aHH.
3. XapakTepHble OIMOKH TP JOKYMEHTHPOBAHMM KOH(PHUIEHIMAIbHOH HH(pOpMaLUH,
CO3JIAI0IINE MPEATIOCHUIKH [T €€ YTEUKU U yTPAThI.
4. OCHOBHBIE CIIOCOOBI U CPENCTBA TOKYMEHTHPOBAHHSI.
5. CrnocoOpl, MeTonbl U (POPMBI 3AIIUTHI AJOKYMEHTOB M UX HOCUTeNeH oT (ambcuduranmu.
6. OnpeneneHre MOJJIMHHOCTH OTTHCKA Me4aTH (LITaMIa) Ha JOKYMEHTE U CIOCOObI 3aIlUThI
NeYaTH OT MOAIENKH.
7. Kpurepun © MeTOAMKAa OTHECEHHMs MJOKYMEHTOB K KAaTeropuu «ais  CIyKeOHOro
TIOJTb30BAHUSTY.

Bomnpoce! a5 caMmonpoBepKH

1. JIOKyMEHT KaK UCTOYHUK U HOCUTEIb HH(OPMALIHH.
2. DyHKIUU JOKYMEHTA.
3. JIBIokeHHe JOKyMEHTHpyeMoH HWHpOpMaLMH B CHCTEMAax yIPaBJICHUS H  €e
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XapPaKTePUCTUKA B 3aBUCUMOCTH OT YPOBHS 0OpabOTKH.

4. CroiictBa uHpopManmu (HMACANTBHOCTb, LEHHOCTh, IIOJIE3HOCTb, AaKTYaJbHOCTb,
IOCTaTOYHOCTD, TOJIEPAHTHOCTD U IP.), COAEPKALIEHCs B JOKYMEHTAX.
5. Bnusinue cBoiicTB MHPOpPMALIMK Ha KAYECTBO MPHUHUMAEMbIX YP.

Tema Ne 3 «HopmaTtusno-meroguueckasi 6aza 10Y B Poccuiickoii @exepaunmn»
TecToBbIE 320aHHA
1. HopmaTtusHo-metoauueckas 6aza JIOY —aro ?
2. HopmaTtuBHo-mMeToandeckas 6asa {0Y sxmouaer?
A) rocyapCcTBEHHBIE CTAHAAPTHI HA JOKYMEHTALHIO,
b) 3akoHonarenpHbIe akThl Poccuiickoit @enepaunu B chepe odpasoBanus;
B) 3akoHonarenpHbIe akThl Poccniickoii @enepaunu B chepe nHOPMAINH U TOKYMEHTALNY,
I') HOpmaTuBHBIE MOKYMEHTBI, PETyJUPYIOIINE OTHOLIEHHWS B OOJACTH 3aIluThl TIpPaB
norpeOuTene.
3. B 3aBHCHMOCTH OT YPOBHSl YTBEpPKACHHSI YHH(PHMUHMPOBAHHBLIC (POPMBI AOKYMEHTOB
pa3aessiloTCs HA YeThIpe KaTeropuu...?
A) rocynapCcTBEeHHbBIE, pETHOHAJIBHBIE, OTpacieBble, CyOBeKTOB PD;
b) rocymapcrBeHHble, oTpacieBble, cyObekToB P®, (OpMBI OKYyMEHTOB OOBEIUHEHUH,
MPEeANPUATHIA,
B) rocynapcreennsie, cyObekToB PD, MecTHBIE, OTpacieBbIe.
4. Bo3BeneHue B HOpPMY, 00513aTeJIbHYI0 AJIsl NPHMEHEHHUsI, ONTHMAJILHBIX NPABHUJ H
TpeOoBaHUH MO pa3padoTke U 0(POpPM/IEHHIO JOKYMEHTOB, NPUHATHIX B YCTAHOBJICHHOM
NnopsiAKe JJis1 BceoO1ero ¥ MHOrOKpaTHOr0 UX MPHUMEHEeHUs B AeJ10Npou3BoacTBe?
A) TeXHUYECKOE PeryInpOBaHHE;
b) ouenka cooTBeTCcTBUS,
B) cranmapTusanus;
I') cepruduxanms.
S. HaubGosiee  MOJHBIM  MEXKOTPAC/JAEBbIM  JOKYMEHTOM 10  OPraHH3ALMH
AOKYMEHTAILIHOHHOI0 o0ecrneyeHHs1 ypaBJieHus siBJjsieTcsi?
A)EI'CJ;
b)'CHAOYVY;,
B) OKIT,;
I TOCT.

6. Kaaccudpuxaropbl TeXHHKO-IKOHOMHYECKOH H COLHAJBbHOH HHPopManmuu — 3TO
9

7.TOCT P 6.30-2003 «Yuu¢uuupoBaHHble CHCTEMbI A0OKYMEHTALIUHW» OTHOCUTCS K?

A) MEXrocy1apCTBEHHBIM CTaHIAPTAM;

b) rocynapcTBeHHBIM CTaHIApTaM,

B) orpacneBriM cTranmapTam;

I') cranmapTam npeanpuATyi, yuUpesKaeHui.

8. AOKYMEHTOB MNPOBOAUTCSI B HeJsAX COKpPALleHHs] KOJHYecTBAa
NpPUMEHsIeMbIX B YNpPAaBJIeHYeCKOH AesiTeJIbHOCTH [J0KYMEHTOB, THNHM3auMH HX ¢opm,
YCTAHOBJICHHSI €IUHOOOPA3HBIX TpeOoBaHHH K 0()OPMIIEHUIO JOKYMEHTOB, CO31aBAaeMbIX
NPH pelleHUH OJHOTHIHbIX YNPABJEHYECKHX 3124, CHUKEHHIO 3aTPAT Ha NMOATOTOBKY H
00padoTKy NOKYMEHTOB, NOCTHKeHHsI MH(OPMAIMOHHOH COBMeCTHMOCTH 0a3 AaHHBIX,
€03JaBaeMbIX B PA3JIMYHBIX OTPACJISIX esiITeJIbHOCTH.

9. loOKyMeHTALIMOHHOE o0ecrnedeHne ynpaBJieHHs — 3TO:

A) neATeNnpHOCTh ammapaTa YIPaBICHUs, OXBATBIBAIOIIAs BOMPOCHl JOKYMEHTHPOBAHHUS H
OpraHu3alui paboThl C IOKYMEHTaMH B MpPOLECCE OCYLIECTBICHUS WM YIPABICHYECKUX
(hyHKLIHIA,

b) mpaBunbHO OQoOpMIIEHHBIE MOKYMEHTBI, OTPAKAIOIINE BEChb CHEKTP YMPaBICHYECKON
NesTeNbHOCTH MPEANPUATHS,
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B) opraHmzamusi  JOKYMEHTOOOOpPOTa B YUPEXKICHUHU,
I') KOMIJIEKC OCHOBHBIX IOJIOKEHHUH, ONMPENesIOINX U PEerTaMeHTHUPYIOIINUX OpPTraHU3aLHIO
JOKYMEHTHUPYEMBIX NMPOLIECCOB HA MPEAIPUSATHH.
10. CucreMa 1OKyMEHTALHH, CO3AAHHASA 10 eIHHBIM NMPABHJIAM H TPE0OOBAHUSM, — 3TO:
A) yHUULIMPOBAaHHAS CUCTEMA JJOKYMEHTALINH,
B) ETC[;
B) I'OCT;
I') oOBexT nenonpon3BOACTBA.
Tembl pedepaTos

1. HopMaTUBHO-METOAMYECKUE TOKYMEHTHI 110 1EJIONMPON3BOICTBY M APXUBHOMY Y.
2. CnyxObl  AOKYMEHTAllMOHHOTO H  WH(OPMALMOHHO-aHAJIUTHYECKOTO  OOeCredYeHHs
AeSITeIbHOCTH TAMOYKEHHBIX OPTraHOB.
3. Hopmaruueie aktel @TC Poccum, perisaMeHTHpYROIUE MOATOTOBKY U odopmieHue
IOKYMEHTOB, UCIIOJIb3yEMbIX B 1€ATEIbHOCTH TAMOKEHHBIX OPTaHOB.
4. Yaudukanus u CTaHgapTH3aLHsA JOKYMEHTOB. Y HU(UIIMPOBAHHBIE CUCTEMbI JOKYMEHTALUH,
UCTIONB3YEMBIE B IESTEIbHOCTH TAMOKEHHBIX OPTaHOB.

Bonpocel a5 camonpoBepkH
1. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI 110 IEJIONPON3BOACTBY H APXUBHOMY JIEIy.
2. 3aKOHOJATENbCTBO.
3. Crarmapthl (MEXIyHApPOIAHBIE U HALIMOHAJIBHBIE), B TOM YHCIE KIACCH(PUKATOPBI TEXHUKO-
SKOHOMHYECKOHN U COLMAIbHON HH(POPMALIUH.
4. Meronuyeckas U ydeOHas TUTEPaTypa; UX aHAJIN3 U XapaKTEPUCTUKA.

Tema Ne 4 «OcHoBHble mousitusi B chepe 10Y»
TecToBbIe 3a0aHUs
1. Uto Takoe 10KyMeHT?
A) o310 KakoW-1uMOO MarepuaNbHBII HOCUTENb C uHpoOpManued, koropas obnagaer
OTIpEAEICHHBIMUA PEKBU3UTAMH,
B) 5T0 OyMa kHBII TUCT ¢ HAHECEHHBIM Ha HETO MEYaTHBIM TEKCTOM,
B) 3T0 00BEKT MaTepuanibHOrO MHPA, KOTOPBIH COAEPKHUT KaKyK-THOO WH(POPMALIHIO,
HEOOXOomMMYHO 1JIs pabouero mporiecca.
2. Uudopmanus, KOTOpasi HMeeT CTPYKTYPY U COAEPKUTCHA HA HOCUTEJIE — ITO:
A) nokymMeHTHpOBaHHAas! HH(POPMAIIHS,
Bb) odurmanbHbIN JOKYMEHT;,
B) nenompousBoacTso.
3. Ilepenaua wuHdpopMaUUH, KOTOPASI COAEPKUTCA B JOKYMEHTE, B MNPOCTPAHCTBE H
BPEMEHH — 3TO:
A) KOMMyHUKaTUBHAs QYHKLUS JOKYMEHTA,
B) conmanbHas GyHKIUS TOKYMEHTA,
B) nmonutnyeckasi pyHKIHUS TOKyMEHTA.
4. Kakoii u3 yka3saHHBIX [JOKYMEHTOB mnpuoOpeTaeT mNpaBoBYW (yHKUHI0O Ha
onpeaeeHHbIH NPOMEXKYTOK BPEMEHH:
A) IlpoTokon 3acenaHust aTTECTAlIMOHHOW KOMUCCHH,
b) 3axkoms;
B) I1narexxHOE MOpyUYEHHE.
5. B yem 3akir0ouaercss aTpuOYTHBHOCTh 10KyMeHTA?
A) B HaIM4MH B JOKYMEHTE JBYX COCTABJSIOMINX (MaTepuaibHOH M MHGOPMALIMOHHON), 0e3
KOTOPBIX OH CYIIECTBOBATH HE MOKET,
b) B ero mpenHa3zHaYeHHOCTH JIsl IEPEAvH B MPOCTPAHCTBE U BPEMEHH,
B) B TecHOI1 B3aMMOCBSI3U €r0 OTHEJbHBIX 3JIEMEHTOB U MOICUCTEM, KOTOPbIe O0ECIIeUHBAIOT
€ro IeJIOCTHOCTh ¥ COXPAHEHHH CBOWCTB MPU PA3IMYHBIX BHEIIHUX H3MEHEHHSIX .
6. Crioco0HOCTBb AOKYMEHTA NMOBJIeYb 32 c000il MpaBoBbIe MOCJAeCTBHUSI — ITO €ro:



A) ropunuyeckas CUa,
B) ropuauyeckast 3HAYUMOCTb;
B) nocroBepHOCTB.
7. Konust foKymMeHTa — 3T0:
A) 3K3eMIUISIP, KOTOPBIHA MOTHOCTBIO TIOBTOPSIT COAEPIKAHNE TTOATNHHHKA,
b) nmoBTOpHBII SK3eMILISAP MOATHHHUKA,
B) ero sanexrponnast popma.
8. O6s13aTe1bHBIN 3J1eMeHT 0(pOPMIIeHHS JOKYMEHTA HA3bIBACTCSI:
A) peKBU3UTOM;
B) dopmysipom;
B) o6pasuom.
9. PexBH3UT, KOTOPBIH (PpMKCHPYET pelieHHe JTUIA (COrJacue WK HeCorJiacue) mo noBoay
coepKAHUs JOKYMEHTA, HA3bIBAETCS:
A) BU30I;
B) rpuchom;
B) pesomonueii.
10. Kakue ycTaHOBJIeHbI CTAHAAPTHbIE (OpPpMATHI 0JIAHKOB JOKYMEHTOB?
A) A4 u AS;
b) AS u A3;
B) Tonbko A4.
Tembl pedepaTos

1. Vandukauus u CTaHAAPTH3aLUs TAMOXXEHHBIX JTOKYMEHTOB KaK CIEICTBUE YIPOLIEHHS H
rapMOHM3ALUHU TAMOXKEHHBIX MTPOLIEAYD.
2. TaMOxeHHbIE JOKYMEHTbl KaK [IOJICHCTEMAa BHELIHETOPrOBOW [OKYMEHTAlLlUH, UuX
KJIacCU(UKALUS.
3. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKOH U colnanbHON nHpopMaimn. X Ha3HavyeHue U
pOJb B MHPOPMALIMOHHOM 00eCTIeYE€HUH NesITEIbHOCTH TAMOKEHHBIX OPTraHOB.
4. O6mepoccuiickuii knaccupukarop ynpasieHdeckoi nokymentaruu (OKY 1) OK 011-93.
5. YHudpuumpoBaHHass ~ CUCTeMa  OPTaHU3ALMOHHO-PACTIOPSIAUTENBHOH  JTOKYMEHTAuU
(YCOPLD).
6. OcobeHHOCTH TONTOTOBKH W O(OPMIICHHsT COBMECTHBIX IOKYMEHTOB C IByMs U Ooljee
OpraHu3aLusIMu.
7. TpeGoBanus u mpasBmia oQOPMIICHUS HEKOTOPBIX YMPABIEHUYECKUX JOKYMEHTOB: IOTOBOD,
KOHTPAaKT, JOBEPEHHOCTD U JIp.

Bomnpocel s camonpoBepKH

1. [onsitne — TepmuH — nepunnLysA. OCHOBHBIE TEPMUHBI U ONPEACIICHISL.
2. «JlokyMeHT», «opUIHATBEHBIN OOKYMEHTY, «CIyKeOHBIN IOKYMEHTY,
«IOKYMEHTHUPOBAaHHEY, «IopUaNYEcKast cujga  JOKYMEHTay, «JEeNONPOU3BOACTBOY,

«IOKyMeHTaunoHHoe obecrieuenune ynpasnerus (JOY)», «ynpaBieHHe HOKyMEHTaMI»,
«uHpopmanmonHas cucrema (MC)», «uHbopMammoHHOEe obOecreueHne  yIpPaBICHUS,
«MH(OPMALTIOHHBIA MEHEIKMEHT», «3JIeKTpOoHHO-1nppoBas noamuch (JLI)», «3mexTpoHHbIi
nokymeHT (D/1)», «31eKTpOHHOE COOOIIEeHNEeY U 1.

Tema Ne 5. «Opranuszanusi J0KYMEHTAUMOHHOTO W HH(OPMALHOHHO-AHAJIHTHYECKOIO
o0ecreyeHusi yNpaBJjeHYeCKOH AesITeJIbHOCTH TAMOKEHHbIX OPraHOB»

TecTtoBbIe 3a0aHUs
1. le1onpoM3BOACTBO B YNPABJEHYECKOH JeATEJIbHOCTH TAMOKEHHBIX OpPraHoB
npeacTasJisieT co0oii:
A) KoMIUIeKC paboT MO AOKYMEHTHPOBAHHIO, T. €. CO3AAHUI0 U OQOPMIICHHIO YIIPAaBJIEHYECKUX
JOKYMEHTOB M OPTaHU3aluu paboThl C HUMH,
b) crammapTuzanusi JOKyMEHTOB,;



10

B) co3manme ymnopsmoOueHHOro KOMILIEKCA TPaBUI W PEKOMEHJALUH MO  BEACHHUIO
IeJIONPOU3BOACTBA,

I') cucrema nOKyMEHTaUH.

2. Boigesisil0TCSl TPH OCHOBHBIE 3a/1a4H, pemaembie B aejonpoussoactse (JJOY):

A) IOKyMEHTHpOBaHHUE, OpraHusauusi padboTbl ¢ AOKYMEHTAMH B MPOLECCE OCYIIECTBICHHS
yIPaBJICHUS, CHCTEMATH3ALUs apXUBA JOKYMEHTOB;

b) nokymeHTHpOBaHWE, NMPUHATHE PELICHUS MO CHUCTEMATH3alUH IOKYMEHTOB, Iepenada |
XpaHeHne HHPOpMaLnY;

B) ¢ukcanms yueTHBIX U OTYETHBIX MMOKa3aTenei, coop nHpopmManmm, TOKyMEHTHPOBAHUE,

I') cucrematmsamust apxuBa HOKYMEHTOB, aHaimu3 TpeOyeMbIX MOKYMEHTOB, Iepenada M|
XpaHeHne HHPOPMALHH.

3. IIpouecc NpHHATHS YIPABJCHYECKOI0 PelIeHHsI BKJIIOYAeT:

A) ¢puxcauns napopmanny; nepenada U XpaHeHHe HHPOPMALNY;

b) mnonyuenme wH(poOpMaNMM, TNPHUHATHE pEIICHUS, MOATOTOBKA OKYMEHTOB, Iiepenaqa
IOKYMEHTAIUH Ha XPaHEHHE,

B) nony4enne nadopmarum; ee nepepabOTKy; aHAIN3; TOATOTOBKY U MPHHSITHE PEIICHUS,

I') nepepaborka uHpopmanmu; ¢Pukcanus HHOOPMALUK B JAOKYMEHTHI, NMPUHITHE PEIICHUS,
nepenaya u XpaHeHne HHQOPMAaLUH.

4. Ha ocHoOBe 4ero TaMmo’kKeHHbIe OPraHbl OPraHU3yI0T U BeAYT JAeJIONPOU3BOACTBO?

A) Tonpko B cootBercTBuu ¢ Ilpukazom @TC Poccun ot 09.07.2014 Ne 1331 «O Tumosoii
WHCTPYKLHHU IO AEJIONPOU3BOACTBY M padoTe apXwBa B TAMOXXEHHBIX OpraHax Poccuiickoii
Denepaunny,

b) Tompko B COOTBETCTBMH C TpaBHJIAMHU JEJONMPOM3BOIACTBA B (pelepalibHBIX OpraHax
UCTIOJIHUTENIbHOH BJIACTH,

B) uHCTpyKUMHM pPYKOBOAHMTENS] TAMOXXKEHHOrO OpraHa, a TaK JKe€ JOKYMEHTOB B cdepe
uH(pOpPMaLNK, TOKYMEHTALIUH, aPXUBHOTO JIeNa,

I') mHOMBUAYaNbHBIX HHCTPYKLHUH, a TaKkKe OPYruX MPaBOBBIX AKTOB M OPraHU3alMOHHO-
METOAMYECKHIX TOKYMEHTOB B chepe HHPOpMaLH, TOKYMEHTALIUH, aPXUBHOTO JIeTIa.

5. Kakas pyHKIHSI OTHOCUTCH K 00IUM (PYHKIHAM AOKYMEHTA:

A) o0wmexynbTypHas;

b) undpopmaunonnas;

B) npaBoBas;

I') ynopsinounsaromasi.

6. CucreMa JOKYMEHTAIIHH B TAMOKEHHBIX OPraHAX MOHUMAETCS KaK:

A) COBOKYITHOCTBIO B3aHMMOYBSI3aHHBIX IOKYMEHTOB, NMPUMEHSEMBbIX B 00JAaCTH OpPraHU3aLNH
IESITEIbHOCTH TAMOXKEHHBIX OPTaHOB;

b) cOBOKYMHOCTb PEKBH3UTOB JOKYMEHTALIMH TAMOXKEHHBIX OPTaHOB;

B) nokymeHT, conepskaiuii nepBUYHY0 HH(OPMALHUIO;

I') cucrema mokyMeHTalMH, CO3AaHHAS TI0 €IUHBIM MPaBUJIaM U TPEOOBAHUSM.

7. OTBeTCTBEHHOCTh 34 OPraHU3allMI0 H BeJdeHHe [eJIONPOM3BOACTBA B IVIABHBIX
ynpasJjenusix ®TC Poccun u camocrositesibHbIX otaeax DTC Poccun:

A) Bo3naraercs Ha YIIpaBJieHUE JellaMy,;

b) Bo3maraercst Ha Ha4aJIBPHUKOB 3THX MOZPA3ACICHUH,

B) Bo3maraercs Ha COTPYAHUKOB, HAPYLIMBIIMX TPaBUJa OPTraHU3aLMH W BENCHUS
IeJIONPOU3BOACTBA,

I') oTBETCTBEHHOCTD 32 OPTAHU3ALMIO W BEACHNE JIEIONMPON3BOCTBA HE IPENyCMOTPEHA.

8. PaGora ¢ cekpeTHbIMH JOKYMEHTAMH, IH(POTETerpaAMMAMHU, APYTHMH TOKYMEHTAMH
OrPAaHUYEHHOr0 J0CTYyNna, a Takxe o0paldoTka cexpeTHoil M apyrod wuHdopmauun
OrPAaHUYEHHOTI0 J0CTYNA OCYIIeCTBIAIOTCS:

A) B COOTBETCTBHH CO CIIEUANbHBIMUA HHCTPYKLUSIMU,

b) B o0OpryHOM mOpsITKE;

B) B cooTBETCTBHY € YKa3aHUSMU PYKOBOAHUTEIS,
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I'’) B cooTBercTBUM C  OTHEIBHBIMH HOPMAaTHUBHO-IIPABOBBIMU aKTaMHu OTC
Poccun.
9. Heaso pa3Butusi HHPOPMALHOHHO-AHAJIUTHYECKOr0 oO0ecmevYeHHs] TaMO:KeHHBIX
OPraHoB sIBJISIETCS:
A) AIBIISI€TCSI MOBBILIEHUE ONEPATHBHOCTH U KAUeCTBA MPUHSTHS YITPABIEHUECKUX PELICHHI,
b) ofecneuenne enumHOOOpasHOro moaxoma mnpud  (POPMHUPOBAHUM U HCHOJIB30BAHUU
UH(POPMALIMOHHBIX PECYPCOB TAMOYKEHHBIX OPTaHOB,;
B) coBepmeHcTBOBaHME CcHUCTeMBbl HH(POPMAILMOHHOrO B3auMoneicTeusa DenepaabHON
TAMOKEHHOH CITyKObI C OpraHaMH roCyIapCTBEHHON BIIACTH, OPTaHU3ALMSIMH U TPaKIaHAMH,
I') Bce BepHO.
10. Yro HE otHocuTCE K 3agadaM B 00JacTH HH(OPMALHOHHO-AHAJIUTHYECKOE
o0ecreuyeHue JesiTeJIbHOCTH TAMOKEHHbIX OPraHoB?
A) mepecMOTp mMOOXOAOB K (OPMHUPOBAHMIO TIIOKA3aTeNeH TaMOXXEHHOW CTATHCTUKU 10
TOBapHOU CTPYKTYpE;
B) conetictBue B (opMupoBaHHK WHPOPMALMOHHOTO MPOCTPAHCTBA C YYETOM MHOTpPeOHOCTEH
rpakaaH v oOIIeCTBa B MMOJYYEHHH KaY€CTBEHHBIX U IOCTOBEPHBIX CBEIECHUIA,
B) cospmanme cucTeMBI CTATUCTUYECKUX IIOKas3aTeNied, HEeOOXOOMMBIX MJisi KOHTPOINS 3a
peanmzanyedd M OLEHKOH 3(Q(EKTUBHOCTH Mep IO NPOTHBOACHCTBHIO 3KOHOMHUYECKUM
CaHKLUSM, BBEIEHHBIM B OTHOLIEHUH Poccutickoit @eaepanuu;
I') xpaHenne u HaKOIUIeHHEe MH(OPMALIH U ITABHBIM CPEICTBOM O0ECIIEUeHHsI €€ JOCTYITHOCTH
B T€UE€HHE HEKOTOPOIO MPOMEXKYTKa BPEMEHU.
Tembl pedepaTos

1. MadopMannoHHbIe AOKYMEHTHI U TPEOOBAHMSI, MPEABSBISIEMbIE K UX OOPMIICHUIO.
2. DTanbl TOATOTOBKH CITyKeOHBIX TOKYMEHTOB.
3. JlokyMeHTOO0OpOT B TaMOXXEHHOM OpraHe: coiepkaHue (IOKYMEHTONOTOKH), JTallbl,
CpenCTBa MOJEIUPOBAHMUSI.
4. OObekTUBHBIE W CYOBEKTHBHBIE (PAKTOPBI POCTa ITOKYMEHTOOOOPOTAa B TAMOXKEHHBIX
opraHax.
5. OCHOBHBIE TPUHIUIBI PAMUOHAIM3ALMN JOKYMEHTOOOOpPOTa B TAaMOXXEHHOM OpraHe.
CucTeMHBIH MOAXON K YIPABIEHHUIO TOKYMEHTAMU B OpraHU3aLllu.

Bomnpocsl aas camonpoBepKH

I. CayxObl TOKYMEHTAIIMOHHOTO M HWH()OPMALIMOHHO-aHAJIUTHIECKOTO OOeCTIeUeHHSI
AESITeIbHOCTH TAMOKEHHBIX OPTraHOB.

2. 3amaun, pyHKIUH, COCTaB TOKYMEHTOB, HH(POPMALIMOHHBIE B3aUMOCBSI3H.

3. [IpoGnembl KOOpAUHALIMY B3aUMOJEHCTBUS U MyTH UX PELICHMUS.

Tema Ne 6 «IIpaBoBoe oGecrieueHue npouecca 10KyMeHTHPOBAHUS)
TecToBBIE 3a0aHHA
1. Ha3oBuTe HOPMATHUBHBINI JOKYMEHT, HA OCHOBAHUHM KOTOPOro odgopmiasirorcs
noxymentosl OP/I:
A) MHCTPYKIHS 11O JEJIOIPOU3BOICTBY,
Bb) 'OCT P 6.30-2003;
B) nonoxenue 06 apxuBHoM (oHne PD;
I')TOCT 16.48.7-70.
2. K 0CHOBHBIM A0KYMEHTAaM, perjiaMeHTHPYIuM padoty cayx0b1 IOY, oTHoCsTCS:
A) OCHOBHBIE TIpaBHIIa Pa0OTHI APXUBOB OPraHU3ALINY,
Bb) 'OCT P 6.30-2003;
B) uHCTpYKLIMS IO AETOMIPOU3BONICTBY;
INTOCT P 51141-98.
3. KakumM HOpMATHBHO NPABOBBIM AKTOM YCTAHABJHUBAETCS] IPABOBOIl PeXKUM CO3AaHMS,
XpaHeHHs M MCIO0Jb30BaHusI HH(popmanuu:
A) ®@enepanbHbIM 3aK0OHOM Ne24-D3;
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b) TIlocranoBnenne IlpaBurensctea P Nel009;

B) 'OCT P 6.30-2003;

I') Hu ogaMM U3 epednCIIeHHBIX.

4. EAMHCTBO NPaBHJI IOKYMEHTHPOBAHHUS HA BCeX YPOBHSAX YNPABJIeHHUsI 00ecneunBaeTcsi
npuMeHeHHeM: (MoKeT ObITh HECKOJIbKO BADHAHTOB 0TBETA)

A)TOCT;

B) VCII;

B) PCT;

N Ircaoy.

5. Kommiekc OCHOBHBIX MOJIO)KEHUH, ONpeAeNSIIOIHX H  PerIaMeHTHPYHIHX
OPraHH3ALMIO IOKYMEHTALHOHHBIX MPOLECCOB - 3TO:

A) cucreMa TOKyMEHTAINH,

B) ET'C/;

B) nokymeHTanmoHHOe o0ecrieueHre yrpaBJIeHUs,

I') CTaHAAPTH3ALIHSL.

6. EI'CJI - 3T0:

A) COBOKYITHOCTb PEKBHU3HUTOB, YCTAHOBJIEHHBIX B COOTBETCTBHH C (POPMYIIIPOM TOKYMEHTA,

b) xoMmieKC OCHOBHBIX IOJIOKEHHUH, ONMPENesIOINX U PEerTaMEeHTHPYIOIUX OPTaHU3aLHIO
JOKYMEHTAILMOHHBIX TPOLIECCOB,;

B) coBOKYyITHOCTB JOKYMEHTOB, IPUMEHSIEMBIX B OTPENEICHHON chepe AeTeNbHOCTH,

I') nmesTenpHOCTH ammapara YHpPAaBJIEHHs, OXBATHIBAIOINAS BONPOCHl IOKYMEHTHPOBAHHS U
opra’u3anuu padboThl ¢ JOKYMEHTAMH.

7. - 3TO MPHBeJEHHbIE K MAKCHMAJIBHO BO3MO:KHOMY €IHHOO00pa3ui0 (popmbl
AOKYMEHTOB, O0beAHHEHHbIE B OCHOBHBbIE¢ OOLIeyNpaBJ/ieHYeCKHe (PYHKIHOHAJIBHbIE
CHCTEMBbI U NPeIHAZHAYEHHbIE ISl HCIO0JIb30BAHHS BCEMH OPraHU3aLUsIMU.

8. = 3TO0 3alIUCh I/IH(l)OpMaHI/II/I HA Pa3/IHYHbIX HOCUTCJIAX IO YCTAHOBJICHHBIM
NnpaBuHjIaM.

9. - 9TO KOMILJIEKC OCHOBHBbIX l'lO.]'lO)KCHI/Ii/i, onpeaeasarmux H
PErJIAMEHTHPYIOIIUX OPraHu3ALHUI0 JOKYMEHTALIHOHHBIX MPOLIECCOB.

10. - 3TO CBOMCTBO O(PHUIHAIBLHOIO J0KYMEHTa, coo01aemMoe eMy AeiCTBYIOIHM

3aKOHOAATEJIbCTBOM, KOMIIETEeHI[HeH H31ABIIero ero OpraHa U yCTaHOBJIEHHBIM MOPSAKOM
opopmaenus.
Tembl pedepaTos

1. Ilonsstne  «uHpOpMarmoHHo-onckoBass  cucrema»  (MUIIC).  Knaccudpukaums u
npuHIUnHagbHas cxema padbotst UIIC.
2. JUIIC, wucnonbp3yeMble B JEATENbHOCTH TAaMOKEHHBIX OpraHOB. MX Ha3Hau€HUe W
(yHKIMOHAIBHBIE BO3MOKHOCTH.
3. Kommepueckue CIIPaBOYHBIE CUCTEMBI [IPaBOBOrO Xapakrepa («I"apanTY,
«Koncynprantllmroc» u ap.): opULIMANBHOCTb, AKTYaJlbHOCTb, IMOJHOTA W IOCTOBEPHOCTH
UH(pOpPMAaLIUY, CONEPIKAIIEHCS B HUX.
4. OcoOeHHOCTH OpraHW3alUU [EJNONPOU3BOACTBA B TAaMOXKEHHBIX OpraHax mo pabore ¢
YCTHBIMU U TUCbMEHHBIMH OOpaIeHHsIMH TPaKIaH.
5. Tlopsnok U CPOKU PaCCMOTPEHUS 3asBJICHUN TPaKIaH B ClIydae 00KaJIOBAHUS UMH PEILEHHS,
neiicTeus (0e3aeiCTBIS) TAMOYKEHHBIX OPTaHOB.
6. Opraamzaumu paboOTBl C MOOKYMEHTaMH, COAEPIKAIIMMU KOMMEPUYECKYI0, CIyXeOHYIO,
rOCYAapCTBEHHYIO TaliHy, KOH(pUIEHIHATBHYIO HH)OPMAILTHIO.

Bomnpocel a5 camonpoBepKH

1. JlokymeHT Kak caencrtsue coObitusi. OCHOBaHHSI JUII CO3JAHUST JOKYMEHTOB B
OpraHU3aLNH.
2. 3aBUCHUMOCTD BHUJIa U COCTaBA U3/1aBAEMbIX JOKYMEHTOB OT KOMITETCHIIMH U MTOJTHOMOYHUHN

OpraHM3alliy, MOpsiAKA paspelleHUss BOIPOCOB, Kpyra pelaeMbIX BONPOCOB U APYIHX
(bakTopoB.
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3. Hopmarusabsie mpasoBblie aktel @TC (I'TK) Poccum, permameHTHUpPYIOIINE MOPSIOK
NOATOTOBKH U O(OpPMIIEHHS IOKYMEHTOB, HCIIOJNBb3YEMBIX B JESITEIBHOCTH TaMOXKEHHBIX
OPTaHOB, UX KJIACCU(UKALIUS, XapaKTEPUCTHKA.

Tema Ne 7 «CucreMbl JOKYMEHTALIMH, HCHOJIb3yeMble B /eSITeIbHOCTH TAMOKEHHBIX
OpraHoB»
TecToBbIe 3a0aHUs
1. Kak pacnonarapTcsi PpeKBH3HUTBI JAOKYMEHTA NpPH LEHTPOBAHHOM cnocode HX
pa3memeHus?
A) Havano u KOHel KaXAOH CTPOYKH pPEKBU3UTA pPABHO YNAJICHbI OT TPAHMULl 30HBI
PacMoJIOXKEeH!s] PEKBU3UTOB;
b) Kaxnas ctpoka peKBU3NUTa HAUMHAETCS OT JICBOH IPaHULIBI 30HBI PACTIONOKEHUS] PEKBH3HUTOB.
2. I'pu¢ yTrBep:RACHHS JOKYMEHTA PACHOJIATAIOT:
A) B IpaBOM HIDKHEM YTJIy TOKYMEHTA;
b) B 1eBOM HMKHEM YIJIy TOKYMEHTA;
B) B mpaBOM BepxHEM yTily JOKyMEHTA.
3. Ilpy nmoanmMcaHUM JAOKYMEHTA HECKOJbKHMMH AO/LKHOCTHBIMH JIMUAMH HMX MHOANHCH
pacmojararT:
A) Ha OTHOM YPOBHE;
b) omny nox npyroii, B mocnenoBaTeIbHOCTH, COOTBETCTBYIOIIECH 3aHUMAaeMOMH
JomxHocTH;
B) B npon3BoIEHOM HOpSIIKE.
4. Korpa npu HanMCaHMH [JOKYMEHTOB HCIHOJIb3YIOT COKpPAalleHHOe HAa3BaHHe
opranuzanuu?
A) 10 YCMOTPEHUIO COCTABUTEINS JOKYMEHTA,
b) xorza oHO 3aKperIeHo B yUPEIUTENbHBIX TOKYMEHTAX OpPraHU3alny,;
B) npu mo0Obix oOcTOSITENBCTBAX.
5. HaumeHoBaHHe OPraHU3ALMH HA HHOCTPAHHOM SI3bIKe BOCIIPOM3BOASIT HA AOKYMeHTe:
A) KOrZ1a OHO 3aKPEIUICHO B YCTaBe OpraHHU3allHy,;
b) mo ycMoTpennto cocTaBUTENs TOKYMEHTA,
B) npu anpecoBaHny 1OKyMEeHTa HHOCTPAHHOMY TapTHEPY.
6. OTMeTKAa 1)1 ABTOMATHYECKOr0 MOMCKA JOKYMEHTA CTABUTCSI:
A) B rpaHUIaX HIKHETO IMOJIS TOKYMEHTA;
b) B rpaHMLIax BEPXHETO OIS JOKYMEHTA,
B) Ha o6opoTHOIT cTOpOHE EPBOTO JIHCTA.
7. OTMeTKA 0 3aBepeHHH KONHHU A0KYMEHTA CTABUTCSH:
A) Boite pexksmura «Ilonmucey;
b) Huxe pexksmsura «llonmucey;
B) B mpaBOM BepxHEM yTily JOKyMEHTA.
8. Kak Ha3biBaeTcsi COBOKYNHOCTb JOKYMEHTOB, C(OPMHPOBAHHBIX MO KaKOMY-J1H00
NPHU3HAKY, [OMELIeHHbIX B TBepAYI0 000J104KY, O(OpM/IeHHYI0 MO OIpeAeJeHHbIM
npasuaam?
A) marka,;
b) neno;
B) xopobka.
9. Kakoii 10KyMeHT He BKJIIOYAETCS] B HOMEHKJIATYPY Aes?
A) yupenuTenbHble TOKYMEHTH,
b) Hay4HO-TeXHUYECKUE TOKYMEHTBI,
B) npukassl o TUYHOMY COCTaBY.
10. Kak mHa3piBaeTcsi TecT ¢ YHM(PUIHPOBAHHOH NOCTOSIHHOH HHopManuel H
NMPOMYCKAMM /ISl 3AMOJIHEHHsI epeMeHHoi nHpopmaumnen?
A) Tpadaper;
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b) Tabnnua;
B) Gnank.
Tembl pedepaTos

1. OcHoBHbIC TpUHIHIIBI aBTOMAaTH3aMK B cepe IOY. DneMeHTHl U CHCTEMBI 3JIEKTPOHHOTO
IOKYMEHTO000pOTa, UX BO3MOXKHOCTH.
2. ®TC Poccun B cOCTaBe «3JIEKTPOHHOIO IPAaBUTENbCTBA». IMyTH MHTErpaluud U
COBEPLIEHCTBOBAHUS B3aUMOJEICTBUS C IOCYJapCTBEHHBIMH OpPraHaMH U XO3AHCTBYIOLIUMHU
cyOBbeKTamu.
3. ABTomMaru3auus JAENONPOM3BOACTBA B TAaMOXKEHHBIX OpraHax — Kak OTpakeHue
COBEPLIEHCTBOBAHUS TAMOKEHHOTO aIMUHHUCTPUPOBAHMSI.
4. DeKTpOHHOE eKJapupOBaHue: MPABOBOM U OpraHU3aLMOHHBII aClIeKThI.
5. CpenctBa Majol OpPITEXHUKH Kak »3JEMEHT KyJbTypbl YIIPaBJIEHUECKOro Tpyha.
Knaccupukanus cpencTs OPrreXHUKH U IX OCHOBHBIE XapaKTEPUCTHKH.
6. OcoOeHHOCTH HCIONMB30BAHUS SJIEKTPOHHOH, TenerpadHOH, TeneralnHOH, (HaKCHUMHIbHON
cBsA3u. IloAnMHHOCTD JOKYMEHTOB, NEpeaBaeMbIX JAHHBIMU CPEACTBAMHU CBSI3U.

Bonpocel aas camonpoBepKH
1. VHudukauus u CTaHAapTH3aUMs IOKYMEHTOB M HH(POpPMALMM — OOHO M3 TIJIABHBIX
HanpasyeHuii B JIOY.
2. Cuctembl ¥ YHHUQUIUPOBAHHbIE CHUCTEMBbI JOKYMEHTALWH, HCIOJb3yeMbIE B
NesATeNbHOCTH TAMOKEHHBIX OPraHOB, UX XapaKTePUCTHUKA, COCTaB, B3aUMOINPOHUKHOBEHHUE.
3. TamoxeHHbIE NOKYMEHTBl KaK IIOJCHUCTEMa BHELIHETOPIOBOM [OKyMEHTallUM, UX
kjaccupukanus. YHAQUKAIUS U CTAHAAPTU3ALMS TaMOXKEHHBIX TOKYMEHTOB KaK CIIEICTBHE
YIPOLIEHUs] U TAPMOHU3AL[MN TAMOXXEHHBIX MTPOLIEAYD.
4. Knaccudukaropbl TEXHUKO-3KOHOMHUYECKOH U couuanpHoW uHpopmaumu. Ux
Ha3HauU€HHe U POojb B MHOOPMALIMOHHOM O0ECIEUeHUH NESTeIbHOCTH TAMOXKEHHBIX OpPTaHOB,
KJIacCU( UKL

Tema Ne 8 «/lokymMeHTHpOBaHHE YIIPABJIEHYECKOI 1eATEIbHOCTH TAMOKEHHBIX OPTraHOB»
TecToBbIC 3a1aHUSA

1. Uto TaKkoe JOKYMEHTHPOBaHHE?

A) CoBOKYMHOCTh O(ULIMATBPHO MPU3HAHHBIX TOKYMEHTOB, COCTABJIEHHBIX MO OMPEACNICHHOM

dbopMe U comepKaIiX IPeayCMOTPEHHYIO HH(POPMAIIHIO;

Bb) O0bexT MHPOPMALIMOHHOIO B3aMMOACHCTBHS B COLMAJILHON cpene, NMpeaHa3HauYeHHbIN s

(hOpMaTbHOTO BBIPAKEHUS COLIMATBHBIX OTHOIIEHUH MEKAY APYTUMU OOBEKTAMHU 3TON CPEIbI;

B) ®ukcanus nHpopMaluy Ha MAaTEPHUATBHBIX HOCUTEJISIX B YCTAHOBJICHHOM TOPSIIKE.

2. YTo Takoe aeJ10nponu3BoOACTBO?

A) JesitenpHOCTH, OOecrneunBaromasi co3naHue O(UIMATbHBIX TOKYMEHTOB M OPraHU3aLUIo

paboThI C HUIMH B TAMOKEHHOM OPTaHE,

b) AnmunancTpatiBHO cyaeOHOe pa3dupaTeNibCTBO MO MOBOAY KaKOro-HUOy b coObIThs, (paxTa,

cyneOHBbIH TTpolLiecc;

B) 310 COBOKYMHOCTh JOKYMEHTOB (WJIM OJWH MOKYMEHT), OTHOCSIIUXCS K OZHOMY BOIPOCY

WJIM YYaCTKY AEATEIbHOCTH.

3. IIpaBujIbHO JIM cjieayollee yreep:kaenue?

TamoxeHHbIe TMOCTHI (B COCTaBE TAaMOXKHU) HMEIOT TPABO HW3JaBaThb IIPABOBBIC AaKThI

HEHOPMATHUBHOTO XapakTepa (pacropsnKeHUs], MOJIOXKEHUs], MpaBUjia, MHCTPYKLHMH), a TaKKe

WHbI€ TOKYMEHTBI 10 BONPOCAM, OTHECEHHBIM K KOMIIETEHLIMH TAMOKEHHOTO MTOCTA.

A) Her;

b) Ja.

4, IlpaBUabLHO JIM CJeAyolIee YTBep:KAeHHe?

TamokeHHbIe OpraHbl (perrMOHalibHbIE TaMOJKEHHbIE YIpaBlIeHHs, TaMOXXHHU, a TakKkKe

TaMOXKEHHBIE TIOCTBI CO CTaTyCOM IOPUAMYECKOrO JIMLA) W3AA0T [PABOBBIC  AKTHI
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HEHOPMATUBHOTO XapakTepa (puKasbl, PACIOPSIKEHUS, MOJIOKEHMUS, npaBua,
WHCTPYKIHH), & TAKXKE WHBIE TOKYMEHTBI B COOTBETCTBUU C YCTAHOBJICHHON KOMIIETCHLIUEH.

A) Her;

b) Ja.

5. IIpaBuabLHO JIM CJeAyolIee YyTBep:KaAeHne?

Pazpemeno w3roroBneHue OnaHKOB C BocmpomsBedeHWeM [ ocymapcTBeHHOro repda
Poccuniickon ®@enepannn ¢ HCMONb30BAHUEM CPEACTB BBIYUCIUTEIbHON TEXHUKH.

A) Her;

b) Ja.

6. IlpaBuabHO JH cjeayoliee yrBep:KaeHue?

Anpecar — mosHOe OQUIIMANBHOE U COKPALIEHHOE HAMMEHOBAHUE OPTaHWU3aLUU WK (haMUJIHS,
WHHULMAJIBI JIULA - OJy4YaTes TOKYMEHTA.

A) Her;

b) Ja.

7. BcTaBbTe MpONyieHHOE CJI0BO

OnexkTpoHHOE coolmeHne — wuHpOpMalMs, TepedaHHas WU TOJy4YeHHAasl IOJIb30BaTeNieM

CeTH.
A) UadpopMamOHHO-TEIEKOMMYHHUKALIMOHHOI;
b) KomrmbroTepHoit;
B) JlokanbHoii.
8. BcraBpTe NPONYIIEHHOE CJIOBO
ApXHB TaMOXEHHOT'O OpraHa - CTPYKTYPHOE MOApa3AeiieHHe, OCYLISCTBIISIOIIEE ,
KOMIUIEKTOBAHHE, YYET U UCTIOJIb30BAHNE APXUBHBIX JOKYMEHTOB.
A) Pacnipoctpanenue;
b) JokymeHTHpOBaHUE,;

B) Xpanenne.
9. BcraBpTe NPONYIIEHHOE CJIOBO
PexBusnT JOKyMEHTA - 3JIeMEeHT O(OPMIICHUSI TOKYMEHTA.

A) HeoOsi3aTenbHbIif,
Bb) O6si3aTesbHblif;
B) Heucnonb3yeMbiid.
10. Kaxkum npuka3zoMm perjiaMeHTHPYeTCsl JOKYMEHTHPOBAHHE YNPAaBJIEHYECKOH
AesITeJIbHOCTH TAMOKEHHBIX OPraHos?
A) Ot 10 gexabps 1999 r. Ne228;
B) Ot 9 urona 2014 r. Ne 1331;
B) Ot 18 aBrycra 2018 r. Ne764.
Tembl pedepaTos

1. HopmaruBubeie aktel @TC Poccum, persaMeHTHpYyOIHE MOATOTOBKY U odopmieHHe
JOKYMEHTOB, MCIIOJIb3YEMBIX B J€STEIbHOCTH TAMOKEHHBIX OPraHOB.
2. Vaudukanus u CTaHgapTH3aUHs JOKYMEHTOB. Y HU(UIIMPOBAHHBIE CUCTEMbI JOKYMEHTALUH,
HCIIOJIb3YEMBIE B AEATEIbHOCTH TAMOKEHHBIX OPTaHOB.
3. YHuuKkauus M CTaHAAPTH3ALUS TaAMOXXEHHBIX TOKYMEHTOB KakK CJEICTBHE YNPOLICHUS U
rapMOHM3ALUHU TAMOXKEHHBIX MTPOLIEAYD.

Bomnpocel a5 camonpoBepKH
1. YnpaBieHYeCKHe TOKYMEHTBI Kak MuchbMeHHas opMa YP, nX BUABI, KIaCCHU(PHUKALIHSL.
Obmepoccutickuii  knaccudukarop ymnpasieHdeckoir aokymentanuun (OKY][) OK 011-93.
TpeboBanust u mpasmia OPOPMIICHHS HEKOTOPBIX VIPABICHYECKUX JTOKYMEHTOB. IIOTOBOD,
KOHTPaKT, JOBEPEHHOCTD U JIp.

2. YHupuuupoBaHHas CHCTEMa OpPraHM3aLHMOHHO-PACIIOPAIUTENbHON — JTOKYMEHTALHH
(YCOPL). ITpasosast ocHoBa ucnonb3osanust ['OCT P 6.30-2003.
3. Onpenenenue oOpraHu3alMOHHO-pacnopsauTenbHoro nokymenta (OPJl). Bumger u

pasHoBunHoctu OP/L.
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4. bnanku OPJ1 51 TpeOOBaHUs, TpEObsIBIsAEMBbIE K  HX  OQOPMIIEHHIO,
WU3TOTOBJICHUIO U XPAaHEHHUIO.

5. Pexsusutel OP/] v npaBuna nx odopmiteHus.

6. CTpykTypa pekBu3UTa «TeKCT» B pa3nudyHbix OPJ] (monokeHne o TAMOKEHHOM Oprase,

aJIMAHUCTPATHBHBIA pPErJIAMEHT, IMOJIOKEHHE O CTPYKTYPHOM TMOAPA3JENIEHUH, TOJKHOCTHOM
periaMeHT, MpUKa3 MO OCHOBHOH NEATENbHOCTH M Ap.). TpeOoBaHHUS K CTUMIO H3JIOKEHUS
PEKBU3UTA KTEKCT.

7. MUadopMaLnoHHbIE JOKYMEHTHI U TPEOOBAHMSI, MPEABABIISIEMbIE K HX OQOPMIICHHUIO.

8. Drambl MOATOTOBKU CIHyXEOHBIX AOKYMEHTOB (cOop wmH(pOpMaLMy, aHAIN3, MOArOTOBKA
NPOEKTAa, BEIOOP BapHUaHTA PELICHUs], BU3UPOBAHHE, IIOAMNCH HIIH YTBEPKICHHUE).

9. OcoOeHHOCTH TOATOTOBKHM W O(QOPMIIEHHS COBMECTHBIX IOKYMEHTOB C ABYMs U Ooljee
opranmsauusivu. [loxroroBka u odopmiieHne teneoHOrpaMM, 3THKA BEACHUS TenedOHHBIX
IIepETrOBOPOB.

Tema Ne 9 «OcobenHocTH 0(popMIeHHST NOKYMEHTOB, HCIOJb3YeMbIX B MeXKIYHAPOIAHOI
NPAKTHKE BHEIIHEIKOHOMHYECKOH AeATeIbHOCTH»
TecToBbIe 3a0aHUSs
1. OCHOBHBIM NPU3HAKOM BHELIHEIKOHOMHUYECKOI CAEJTKH SIBJISIETCS
A) HaxOXJIeHHEe KOMMEPYECKHUX MPEANIPHUITHH CTOPOH B PAa3HBIX FOCYAAapCTBAX;
b) nepeceuenne npeaMeToM CAETKH I'PaHHLIBI TOCYAapCTBa,
B) mnaresx B BaJIOTE, SBJISAIOIIEHCS HMHOCTPAHHOMN IS OMHON U3 CTOPOH.
2. Bua 1e10BOro NUCbMa, KOTOPOE CO3AAETCSl B TOM CJIydae, KOraa He yAaeTcs ¢ MOMOLIbI0
MEePeroBoOpoB HMJIH JHYHOr0 KOHTAKTA MNOJYYHTh HEO0OXOAHMMBbIH OTBET WIH J00HTBHCS
NPUHATHS HY?>KHOT'O pPeleHus:
A) I'apanTniinoe TUCHMO;
b) nmucemMo-HanmoMUHAHUE;
B) GnaromapcTBeHHOE MHCHMO;
I') nucemMo-npurnameHme.
3. Bua nenoBoro mucbMa, CO3AAKIErocs ¢ LeJbI0 MOOYAHUTH aapecaTa K KaKoMy-jaubo
JAE€HCTBHIO:
A) IMucemo-npocs0a;
b) mucemo-oTKa3;
B) GnaromapcTBeHHOE MTHCHMO;,
I') rapanTuiiHOE MICHMO.
4. Buag penoBoro mnucbMa, KOTOpPOE COCTABJISIETCS [JIsi  COOOIIEHHs] aapecaty o
HANIPABJICHHU KAKUX-JIH00 JOKYMEHTOB, MATEPHAJIBHBIX LIEHHOCTEIi:
A) I'apanTuiinoe MUCHMO;
b) mucemo-3anpoc;
B) compoBonuTensHOE MHCHMO;
I') mucemo-npurnameHue.
S. Bua f[e0oBOro mucbMa, KOTOpOe COAEP:KUT 3asiBJIeHHE NPOAABLA, JKCHOPTEpPa o
JKEJIAHUH 3AKJIIOYUTH CEJIKY ¢ YKA3AHHEM ee KOHKPEeTHBIX YCJIOBHH:
A) IMucemo-3anpoc;
b) mucemo-npennoskenue (odeprta);
B) nucemo-HanmoMuHaHueE;
I') xonaraiicTBo.
Bonpoc 6. Buag ne10BOro mnucbMa, COCTABJASIEMOr0 B CJy4ae NPHHATHA YCJIOBHH
NPEAIOKEHUS] AAPECAHTOM, MOCJIE Yero CAeJIKA CYUTACTCS 3aKJII0YeHHOM:
A) ITucemo-oTBeT (aKLENT);
b) rapantuiinoe nucbMo;
B) 6naronapcrBeHHOE TUCHMO;
I') mucemMo-npurnameHme.



17

7. Bua  KoOMMepUecKOro JOKYMEHTa, MNpPeACTABJISIIONIEro codoii o0pamenne Jmma,
HKeJAWINEro 3aKJIIYHTD CIeJKY, ¢ IPOoch00i AaTh MOAPOOHYI0 HHPOPMALHIO 0 TOBape U
HANIPABHUTH MpeNJIo’KeHNe HA MOCTABKY TOBapa:

A) IIucemo-u3BeIICHUE,

B) odepra (npemnokenne);

B) mucemo-3anpoc;

I') mucemMo-npurnameHme.

8. Bua ne10BOro mmcbpbMa, COCTABJISIEMOrO € LEJbI0 TOATBEP:KAEGHHS] OMNpeneeHHbIX
o0eaHMil HJIM YCJIOBHH OCYIIeCTBJICHHUSI CEJKHU:

A) IMucemo-3anpoc;

b) nucemMo-HanmoMuHaHUE;

B) compoBonuTensHOE MHCHMO;

I') rapanTuiiHOE MICHMO.

9. - JejioBOe MHCbMO, MpeACcTaABJisiiONIee COO00H ABTOPCKMII TeKCT,
HANHCAHHBII B BHAe (POPMATBHO-JIOTHYECKOT0 HJIH 3THKETHOT0 TEKCTAa, BKIKYAOLIEro,
KAK NPABWJIO, 3JEMEHTbl NMOBECTBOBAHHSI (HCTOPHI0 BOMNPOCA), STHKETHYI PaMKy H
pedeBoe AeHcTBHE.

A) HeperinaMeHTHPOBAHHOE MTUCHMO;

b) pernamMeHTHpPOBaHHOE TUCHMO;

B) nucemo-nipock0a;

I') rapanTuiiHOE MICHMO.

10. - AOKYMEHT, KOTOPBIH O(OpMJsieT, PerucTpHupyer 3aKJII0YeHHE H
BBINOJHEHHE KOMMEPYECKOH CIeJIKH, T. €. IMpeABapsieT COCTABJEHHE KOHTPAKTA
(zoroBopa) u ABJsSIETCS JOKYMEHTOM, PEryJTHPYIOLIHM X0/ €ro HCIOJHEHMHSI.

A) CnyxebHoe (1e0B0€) MUCHMO;

b) pernamMeHTHpOBaHHOE TUCHMO;

B) xommepueckoe mucpMo;

I') HepernaMeHTHPOBAHHOE MMUCHMO.

Tembl pedepaTos

1. OCHOBHBIC TPHHLMUIBI PALUOHAIM3ALMHA JOKYMEHTOOOOpPOTA B TAaMOXXEHHOM OpTaHe.
CucTeMHBII MTOIXOA K YIPABJICHUIO JOKYMEHTAMH B OPraHU3aLNH.
2. Ilonsatne  «uH(pOpManmoHHo-onckoBass  cucrema»  (MUIIC).  Knaccupukaums u
npuHIUnHagbHas cxema padotst UIIC.
3. JUIIC, wucnonp3yeMble B MOESITEIbHOCTH TAMOXKEHHBIX OpPraHOB. WX Ha3HAYeHUE U
(yHKIMOHAIBHBIE BO3MOXKHOCTH.
4. Kommepueckue CIIPaBOYHBIE CUCTEMBI [IPaBOBOrO Xapakrepa («I"apanTy,
«Koncynprantllmoc» u ap.): OopUIHANBHOCTb, aKTYaJIbHOCTb, MOJHOTA U JOCTOBEPHOCTH
UH(pOPMAaLIUH, CONEPIKAIIEHCS B HUX.
5. OcoOeHHOCTH OpraHu3aluy AEJONMPOU3BOICTBA B TaMOKEHHBIX OpraHax Io pabore ¢
YCTHBIMU U TUCbMEHHBIMH OOpaINEeHISIMH IPakIaH.
6. Topsimok M CPOKH PacCMOTPEHMS 3asABJICHUH IPAKIAH B Clydae 00KaJIOBAHUS UMH PEILEHHUS,
neiicteus (0e3aeiCTBIS) TAMOYKEHHBIX OPTAaHOB.

Bomnpocel a5 camonpoBepKH
1. Kommepueckast (menmomasi) mepernmcka. Knaccudukanms KOMMEPYECKHUX — ITHUCEM
(IpennoroBOpHEIE, MPETEH3MOHHbBIE, rapaHTHIHbIE, PEKJIAMHBIE U Ap.), IPABOBbIE OCHOBAHHUS UX
MOJITOTOBKH, OCOOEHHOCTH O(OPMIICHHS], CTPYKTYpa TEKCTA.

2. MexnyHaponHble CTaHAApPThl, HCHOJb3yeMble IPH TIOATOTOBKE U OPOPMIICHUH
KOMMEPYECKOH MEePEnUCKH.
3. Ilogroroska, npoBeaeHNEe U JOKYMEHTUPOBAHUE 3aC€AAHUIN KOJUIETHAIBHBIX OPTaHOB U

MPOU3BOACTBEHHBIX COBeH_[aHI/Iﬁ B TAMOXXCHHBIX OpraHax.
4. CocrapjeHne TaMOXKEHHBIX AOKYMECHTOB Ha MHOCTPAHHBIX A3bIKAX.
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b) Ha 3amecTurens HauyalbHUKA TAMOXKEHHOTO OpPTaHa,
B) Ha HayanbpHUKA CTPYKTYPHBIX MOAPA3AEICHUH.
9. Ha xoro Bo3Jjiaraercsi HemocpeJicTBeHHOe Be/JleHHEe [eJIONPOU3BOACTBA B CTPYKTYPHOM
noapaszaejeHun?
A) Ha HauanbHUKa CTPYKTYPHBIX MOAPA3ACICHHI;
b) Ha nomxHocTHOe o (paboTHuKa);
B) Ha 3amecTuTens HadalbHUKA.
10. Ilopsiaok padboThI ¢ JOKYMEHTAMH, COAePKAINMHI KOH(PUAeHIHATBHYI0 HH(popMalulo,
peryjaupyercsi oTAeJbHbIM NpaBoBbiM akToM PTC Poccun nin o01IMMH HOPMATHBHO-
npasoBbiMu akTamu ®TC Poccun?
A) OtnenpHbIM npaBoBbIM akToM @ TC Poccuy,
b) O6uumu HopmatusHO-nipaBoBbiMH akTamu @TC Poccun.
Tembl pedepaTos

1. Ilonsitue  «uHpopmanmonHo-mouckosass  cucrema»  (MIIC).  Knaccupukaums u
npuHIUnHagbHas cxema padorst UIIC.
2. JUIIC, wucnonbp3yeMble B JEATENbHOCTH TAaMOKEHHBIX OpraHOB. MX Ha3Hau€HUe W
(yHKIMOHAJIBHBIE BO3MOKHOCTH.
3. Kommepueckue CIIPaBOYHBIE CUCTEMBI [IPaBOBOTO Xapakrepa («I"apanTY,
«Koncynprantllmroc» u ap.): opULIMANBHOCTb, AKTYaJbHOCTh, IOJIHOTA MU JOCTOBEPHOCTH
uH(pOpPMaLINH, COEpIKAIIEHCS B HUX.
4. OcobeHHOCTH OpraHM3allMM JEJIONPOU3BOACTBA B TAMOXKEHHBIX OpraHax 1o padore ¢
YCTHBIMU U TUCbMEHHBIMH OOpaIeHHsIMH TPaKIaH.
5. Tlopsnok 1 CPOKU PACCMOTPEHUS 3asBJICHUN TPAKIaH B CIydae 00XKaJOBaHUS MU PEIUEHHUS,
neiicTBus (0e3aeiCTBIUS) TAMOYKEHHBIX OPTaHOB.

Bomnpocel aas camonpoBepKH
1. IMoustne «unpopmanmonno-nouckosass cucrema» (MIIC). Knaccupukanus HIIC
(moxymenranbHble, (akTorpaduueckmne; TpPaAMLIMOHHBIC, 3JIEKTPOHHBIE). Perucrpanus
IOKyMEHTOB — ocHOBa co3nanus JIUTIC.
2. [puaumnmaneHast cxema padorer UIIC (mouckoBeiii 0Opa3 MOKYMEHTa, MOHCKOBBIH
o0Opa3 3ampoca, TOHUCKOBOE MPEAINUCAHHE, XPAHMJIHUINA ITOMCKOBBIX O0pa3soB W 3ampocoB,
uH(pOpPMaUMOHHBINA ouckoBeIi s3b1Kk (UIIA), mHAEKCHpOBaHUe, POLeAypa TIOUCKA, BBIXOAHAS
¢dopma). Jluaresuctrueckoe obecneuenne UIC (pyOpukaTopel, KiacCHPHUKATOPhI, T€3aypyChl U
T.IL).
3. OddexruBnocts padotel UTIC: peneBaHTHOCTh, TOUHOCTb, MOJIHOTA, IEPTUHEHTHOCTb.
4. JUIIC, ucnione3dyemble B AesiTenbHOCTH TaMoxkeHHbIX opraHos: KIIC «YKU/I-2», KIIC
«Tamoxnss u mpaBo» u ap. McTopus M KOHLENUUS CO3JaHMs, HA3HA4YEHHE, YCJIOBUS
UCTIOJIB30BAHUS, IEPCIIEKTUBBI PA3BUTHS, (PYHKLIMOHAIBbHbBIE BO3MOXKHOCTH.
5. Kommepueckne  cmpaBodHble — CHCTeMbl  IpaBoBOoro  xapakrepa  («["apaHty,
«Koncynprantllmroc», «Komekc», «HOCHUC» wu gnp.) kak pasHoBugHocte JIUTIC:
o(pUIMaNBbHOCTh, aKTYyaJbHOCTb, MOJHOTA M JOCTOBEPHOCTh MH(OPMALMH, CONEPKAIIHUNCS B
HUX.

Tema Ne 11 «Homenkaarypa paen. Ilopsinok mnpoBeaeHHsi 3KCHEpPTH3bI LEHHOCTH
AOKYMEHTOB B TAMOKEHHOM OpraHe»
TecTtoBbIe 3a0aHUs
1. Homenkaartypa gea - 310:
A) IlepeueHb TOKYMEHTOB, 3aBOAUMBIX B AEJIOMPON3BOICTBE TAMOKEHHOT'O OPTaHa,
b) Cucremarn3upoBaHHBIA TIepeUeHb 3aroJIOBKOB [IeJI, 3aBOIMMBIX B JEJONPOH3BONCTBE
TaMOKEHHOI'O OpraHa, C YKa3aHUEeM CPOKOB UX XPaHEHUS,
B) Crincokx HauMeHOBaHMSI [eJ1, 3aBENEHHBIX B EONPONU3BOACTBE TAMOKEHHOTO
OpraHa u NOJJIeXKAIKX Nepefade B apXUB.
2. B HOMeHKIaType AeJ1 JOKYMEHTbI CHCTEMATH3HPYIOTCS:
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A) Ilo BuIam TOKyMEHTOB,;
b) o conepxanmo;
B) Ilo cpokam xpaHeHus,
I') Bce BrIIenepeyncieHHbIE.
3. 3aroJi0BOK J1eJia B HOMEHKJIATYpe el 0OTPaxaeT:
A) UHpOopMaIOHHYIO HAIIOTHEHHOCTh JOKYMEHTOB, COIEPIKAIINXCS B ACIE,
b) Ha3zHaueHue 1OKyMEHTOB, COlEPIKAIIUXCS B ACIIE,
B) 3HaunMOCTh JOKYMEHTOB, CONEPIKAIIUXCA B ACIIE,
I') CocraB 1 BUIbI JOKYMEHTOB, COACPIKAIIUXCS B JEIe.
4. CBogHasi HOMEHKJIATYPA JeJ1 TAMOKEHHOI0 OPraHa siBJisieTcsl PA3HOBHAHOCTHIO:
A) IIpuMeHpHOI HOMEHKJIATYPHI [IET;
b) TunoBoit HOMEHKJIaTyphI e,
B) ManuBHayanbHON HOMEHKIIATYPBI Je.
5. Kem yTBep:kaaeTcsi CBOAHASI HOMEHKJIATYPA AeJ opraHuzauuu?
A) PykoBoaureneM TaMOKXEHHOTO OpPTaHa,;
b) PykoBonurenem ciyskObl 1EIONMPON3BOICTBA;
B) CBonHas HOMEHKJIaTypa 1€ OPraHu3alii HE YTBEPIKAAETCS,
I') PykoBoauTeneM BhILIECTOSIIEH OpraHU3aHH.
6. JDKcnepTH3a LEHHOCTH A0KYMEHTOB — 3TO
A) BoccraHoBieHHE NepBOHAYATIBHBIX CBOWCTB M BHEIIHUX MPU3HAKOB apPXHUBHOTO TOKYMEHTA;
b) O100p HOKYMEHTOB Ha rOCYAApCTBEHHOE XPAHEHHE UM YCTAHOBIIEHHE CPOKOB MX XPAHEHUS
Ha OCHOBE MPUHATHIX KPUTEPHUEB,;
B) Obecneuenne GpU3NKO-XUMUYIECKOH COXPAHHOCTH TOKYMEHTOB U HX Y4YET.
7. HenTpanbHas 3kcnepTHas komuccus (I{IK) — 3To komuccus, coznaBaemasn:
A) B TaMOXeHHBIX OpraHax;
b) Tonbko B @TC Poccun;
B) B rocynapcTBeHHOM apXxuBe;
I') Bo Bcex BhIIENIEPEUHCIEHHBIX CTPYKTYpax.
8. OcHoBHBIE 327a4H IKCNEPTHOH KOMHCCHH TAMO’KEHHOI0 OpraHa:
A) B3zamMopnelcTBHEe C TEPPUTOPUANTBHBIMA M MPOQPWIBHBIMA TaMOXXEHHBIMH OpPTaHaMHU
WHOCTPAHHBIX TOCYIAPCTB B LEJAX OOECIIEUeHUSI U Pa3BUTHs IPUTPAHUYHOTO, PErHOHAIBHOTO U
MHBIX HalpaBJIeHUI TaMOXKEHHOI'O COTPYAHUYECTBA,;
b) DOxkcneptu3za LEHHOCTH NOKYMEHTOB Ha CTaAMH JAEJONMPOH3BOICTBA IPH COCTABJICHUH
HOMEHKJIaTypBI AeJT U B IpoLiecce GOpMHUPOBAHUS €T,
B) Otbop w mnoxaroropka [OOKYMEHTOB K TIepenade Ha [OCTOSHHOE XpaHEHUE B
roCyapCTBEHHBIN apXUB,
I') OGecnieueHne mpoBenEeHNsT MEXKYHAPOIHBIX CEMHHAPOB, COBEIIIAHNH, 3aCeJaHIi KOMUTETOB
u pabounx rpym, opranuszyeMbix @TC Poccun B pernone pesrensaoctu CTY.
9. IlepBbIii 3TaN IKCNEPTH3bI HEHHOCTH JOKYMEHTOB OCYIIeCTBJISAETC:
A) Ha craguu moaroToBKH A€ IS Mepeadyy B BEIOMCTBEHHBIN apXHB,
b) Ilpu perucrpauny NOCTyNAOIIUX B yIPEKIECHHUE TOKYMEHTOB,;
B) Ha cTanuu moaroToBKy Ae AJis epelayi Ha TOCYJapPCTBEHHOE XPAHEHHE,
I') Bcé BrienepednciieHHOe OTHOCUTCS K TIEPBOMY 3Tarly.
10. Cpoxu npoBeaeHHsI IKCIEPTH3bI LIEHHOCTH A0KYMEHTOB:
A) OnuH pa3 B 1Ba rona,;
b) ExxeronHo;
B) OnuH pa3 B nonrona;
I') Onun pas B 3 roga.
Tembl pedepaTos
1. Homenknatypa nen, ee BUAbL pOJib U Ha3HA4deHHE B JEATENbHOCTH OpPraHM3alLUM, CXema
MOCTPOEHUSI.
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2. Ilopspoxk  mepenauv A€l B apXUB  TAMOXKEHHOIO oprasa. Ocobennoctu
nepenayd B apXyuB TAMOXKEHHOTO OpraHa JAeKJapaluil Ha TOBapbl U JTOKYMEHTOB K HUM, A€l 00
aJIMAHUCTPATHBHBIX NPABOHAPYLICHUSX, JIMIHBIX AT U AP.
3. CosepmiencrsoBanue JIOY u cozmanue (MOAepHU3ALMSA) KOPIMOPATHBHON MHPOPMALIMOHHON
cucremsl (KMC) B TaMOXXE€HHOM Oprase.

Bomnpocsl s camonpoBepKH

1. HowmeHnknartypa nen, ee BUAbL, pOJb U HA3HAYEHUE B NEATEIILHOCTH OPraHM3aLUU, CXeMa
MOCTPOCHHS].

2. TpeboBanmst, mnpeabsBiIsieMble K 3arosoBkam nen. [Ipu3sHaku 3aBeneHust e
KnaccnpukaunoHHble €AMHULIBL

3. Cpoxu xpanenus gen. IlepeuHu 1OKyMEHTOB C yKa3aHHEM CPOKOB UX XPaHEHMUs: BUIBI,
Ha3HA4YEHHE, OPSIAOK UCIOIb30BAHMUS.

4. OcuoBHbIe TpaBmia popmuposanus aen. CucreMaTusanus TOKyMEHTOB BHYTPH e

5. ApxusHblil poHn Poccmiickoit @enepaninu, ero poib B Jejie COXPAHHOCTH KYJIBTYPHOTO

Y Hay4yHOrO Hacjequs CTpaHbl U COCTaB. BUIbl apXHUBOB, HMEIOLINXCS B TAMOKEHHBIX OpraHax,
ux 3amadu U QyHKIUH, coctaB apxuBHBIX (oHOoB. IlonsaTue "apxmusa" ¢ Toukm 3penus UT.
IIpuHLUOEL, KPUTEPUHN U BTalbl SKCIEPTU3bl LIEHHOCTU JOKYMEHTOB TaMOXXEHHBIX OpPraHOB, B
ToM uucie D/1.

6. OkcneptHble komuccun (JK) TaMOXEHHBIX OpPraHOB: 3a1aud, (PYHKLUH, OpPraHH3aLus
padotbl. IlomHOMOUMST 3KCHEpTHO-TpoBepouHbIX Komuccuit (DI1K) apXuBHBIX yUpeKACHUH.
Odopmienne pe3yabTaToB SKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB.

7. Iopsinok mepenaydu Aen B apXUB TAMOXKEHHOTO oprana. OCOOEHHOCTH Mepenayn B apXUB
TAMOKEHHOTO OpraHa TaMOXKEHHBIX JeKJapaudii M JOKyMEHTOB K HHM, nael1 00
aAMUHHMCTPATUBHBIX MPAaBOHAPYLIEHUSIX, JIUYHBIX Aell U Ap. BrieMka, usbsaThe aen U3 apxuba
TaMOKEHHOI'O OpTraHa.

Y4eOHasi iuTeparypa, He00X0AUMAs AJIs1 CAMOCTOSITE/ILHO MOATOTOBKH K
3AHATHAM

1. OcHoBHas yueOHas JuTeparypa
1. MatseeBa, B. A. OcHOBbI HOKYyMEHTOOOOPOTa B TAMOXKEHHBIX OpraHax [DJeKTPOHHBIN
pecypc] : yudeOHo-HarnmsigHoe mocoOue um mpaktukym / B. A, MarBeeBa. — DJEKTpPOH.
TEKCTOBbIe JlaHHble. — M. : Poccuiickasi TamoxkeHHasi akagemusi, 2016, — 134 ¢. — 978-5-
9590-0922-9. — Pexum noctyna: http://www.iprbookshop.ru/84844 html

2. lonoJIHUTEJIbHAA yueOHasi TUTepaTypa

1. Xavarpsin, I'. A. OpraHusauus ¥ CONPOBOKACHHE 3JIEKTPOHHOTO NOKyMeHTooOOpoTa !
yueOnuk /I'. A. XaudatpsiH, U. B. Ky3nenosa. — Caparos : IIpodobpaszosanue, 2020. — 156 c.
— ISBN 978-5-4488-0877-7. — TeKcT : 3NeKTPOHHBIN // DNeKTPOHHO-ONOINOTEUHasT CUCTEMa
IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/97086.html . — Pexxum mocryna:
JJIs1 aBTOPU3UP. TOJIb30BaTEIIEH

2. MarseeBa, B. A. JlokyMeHTalIMOHHOE OOECIIeUeHNne YIIPaBIeHHs B TAMOKEHHBIX OpraHax (c
NPUMEHEHUEM 3JIEKTPOHHOro obyuenus). B 2 wactsax. U.1 : xypc nekumii / B. A. MareeBa. —
Mocksa : Poccutickas TamoxenHast akamemusi, 2020. — 178 ¢. — ISBN 978-5-9590-1131-4
(1.1), 978-5-9590-1130-7. — TekcT : 3NeKTPOHHBIH // DnexkTpoHHO-OnbmmoTeunas cucrema IPR
BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/105676 html . — Pexxum pocryna: st
aBTOPU3HP. MOJIB30BATENEH
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Pecypcbl HH(POPMALIHOHHO - TEJIEKOMMYHHKALUNOHHOI ceTH «HTEepHET», HE00X0AUMBbIE
AJIS OCBOEHHSI AUCHUTIIJIMHbBI

www.customs.ru - Odpunmanbabiii caiit @enepaibHON TaMOXKEHHOH Ty k0ObI Poccutickoit
denepaunu.
www.nalog.ru - Opunmaneasiii caiit ®HC Poccun.
Www.eurasiancommission.org - Oduruanbabiii caliT EBpa3suiickoit 5KOHOMHYECKOH KOMHCCHU.
www.customsspec.ru - MHpopMamoHHO-aHATUTHYECK M TopTall «CrenuanucT TaMOXEHHOTO
aenay.



