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1 BBEOEHUE K PABOYEN NMPOrPAMME AUCLIUMNUHbBI
1.1 Uenb aucuunnuHbl: copMUpoBaTh KOMMETEHUMM obydaloulerocs B 06nacTu TeopeTudeckux npobrnem u
MpuKnagHbIX acrnekToB CTaHOapTU3aUMM [OOKYMEHTaLMOHHOro obecrneveHus ynpasneHus AN  COBEPLUEHCTBOBaHMSA

[enonpov3BoacTea.

1.2 3apaum gUCUUNNUHDI:

* N3Y4YUTb OCHOBHbIE MOHSATUSI, UCMONb3yeMbIX NPW NPOBeAEHUN paboT nNo cTaHgapTM3aumm cdepbl 4OY;

* paccMOTpeTb BONPOCHI UCTOpun cTangaptuauumn JOY B PO;

* pacKpbITb HOPMAaTMBHO-NPABOBbLIE OCHOBLI CTaHAapTM3auun JOY;

* pasBMBaTb YMEHUS UCMONb30BaTb POCCUMUCKME W MeXAYyHapoAHble CTaHAapTbl MpM OpraHM3auun 1 nNpoBegeHun
paboT No ynpaBneHno 4OKYMeHTaMu;

* N3yunTb CTaHOapThl, perynupytowme cchepy JOY B PP u 3a pybexom.

1.3 Tpe6oBaHuA K NpeaBapuTeNbLHOM NOAroTOBKe O6y4aloLerocs:

MpenBapuTenbHas NOAroTOBKa NpeanonaraeT co3aaHne OCHOBbI Anst POPMUPOBAHNST KOMMETEHLMIA, yKa3aHHbIX B M.
2, PN U3y4eHUN OUCLUMUMIINH:

[lokyMeHTHasi IMHIBUCTMKA

MpakTrkym no paspaboTke JOKYMEHTOB st KOMMEPYECKMX CTPYKTYP

2 KOMMNETEHLUMN OBYYAIOLWLEIoCs, ®OPMUPYEMbBIE B PE3YJNIbTATE OCBOEHUA OUCLIUMIINHBI

MK-1: Cnoco6eH cocTtaBnsATb U 0hOPMNATL YNPaBNeHYeCcKy JOKYMeHTauuo

3HaTb: cTaHZapTbl M cneuuduydeckue OcoBEeHHOCTM KOPMOPaTUBHOMO YMpPaBIEeHUsl; CUCTEMY OTYETHOCTU YnpaBneHUeB
(MeHeKepoB) nepes akLMOHEpaMu.

YMeTb: JOKYMEHTUPOBaTL pasnuyHbie OpraHn3aLMOHHO-YNpaBneHYecKMe peLleHust.

BnageTb: HaBblkaMy NPOEKTUPOBAHMS [OKYMEHTOB, CMOCOOCTBYHOLLMX KOPNOPATUBHOMY YINPABMEHMWIO OpraHm3aLun.




3 PE3YJIbTATblI OBYYEHUA MO AUCLUMITNHE

HavmeHoBaHue v cogepxaHve pasgenos,
TEM U y4EOHBIX 3aHATUIA

CewmecTtp
(kypc gns 3A0)

KoHTakTHas

paboTta

Jlek.
(4acbl)

Mp.
(4achbl)

CP
(4achbl)

MHHoBAaL.

dopMbl
3aHATUN

Pasgen 1. Teopusa n ncropus
CcTaHAapTM3aunm JOKYMEHTaLMOHHOIo
obecneyeHus ynpasneHus

Tema 1. OCHOBHble NOHATUS (TEXHNYECKUN
pernameHT, TEXHUYeCcKoe perynupoBaHue,
cTaHfapT, cTaHgapTusaums n gp.). CtaHgapt
Kak HoOpMaTUBHbIA AOKYMEHT. O6bekTbl 1
obrnacTtv ctaHgapTm3auun. OBonouns
ctaHgapTtudauun. O6beKTbI CTaHgapTU3aumMm
B 06racTu nHdopMaummn u oKyMeHTaumm
(npouecchl LOKYMEHTMPOBAHNS; PEKBU3UTDI
[OKYMEHTOB; 9NIEKTPOHHbIE AOKYMEHTbI;
MaTepuasbHble HOCUTENW; TEPMUHOIIONNSA).

Tema 2. JlekunoHHoe 3aHaTuHe: Npoueaypa
pa3paboTku 1 yTBEPXKAEHUSA CTaHOAPTOB.
KoHTponb cobntogenna ctangapTos. LecTb
cTaguin pa3paboTkn MexayHapoOHbIX
CTaHOapToB (CTagusi NpPeanoXeHus,
noAaroToBUTENbHAs CTagus, cTagus
KomuTeTa, CTagus BOMPOCOB, CTagus
opobpeHus, ctagusa nyénvkaumm).
OnpegeneHune npobnemsl U NOCTaHOBKA
3agadv paspaboTkm ctaHaapTa. PaspaboTka
TeXHu4eckoro 3agaHusa. PaspaboTka
npoekta cTaHgaptTa u ero nybnvyHoe
ob6cyxaeHue. OnybnvkoBaHWe yBe4OMIEHMS
0 pa3paboTke NpoekTa cTaHaapTa.
MpoBeneHme akcnepTM3bl cTaHdapTa.
OpraHusaums nyéonukauum un
pacnpocTpaHeHne CTaHO4apTOB.

CunctemMa KOHTPOrst 3a UCMOSNTHEHMEM
CTaHOapTOB pasHbIX BUAOB.
OTBETCTBEHHOCTL 3a HecobnaeHue
CTaHOapTOB.

Tema 3. YHucmkaumsa JOKYMEHTOB B
CoseTtckon Poccumn. CosgaHne nepBbix
CTaHOapToB, NCMOMNb3yEMbIX B
penonpoussoacTse. NonbiTka
COBEpPLLUEHCTBOBAHMUS CTUMSI paboTbl
rocyapCTBEHHOro annaparta ynpaBreHus n
[enonpon3BoAacTBa agMUHUCTPATUBHLIMU
MeTogaMu: NapTUHbIE U
npaBUTENbCTBEHHbIE NOocTaHoBneHns 1960-
1980-x rr. MeToguyeckune paspaboTkm F'AY
CCCP 1960-x rr. no opraHmsaumm n
TEXHOMOrM1 A4enonpon3BoacTea.
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Tema 4. lekunoHHoe 3aHaTMe: Co3gaHne n
BHeapeHne OCHOBHbIX NOnoXxeHnn EgnHon
rocyaapCTBEHHOWN CUCTEMDbI
[Eenonpons3BoACTBa B YUYPEXKAEHUNAX U
opraHmsaumsax. OnbIT NPUMEHEHNS B
YYPEXAEHMAX PA3TTUYHBLIX YPOBHEN
yrnpaBneHus. AKTMBu3aums
COBEPLLEHCTBOBAHMSA 4ENONPON3BOACTBA B
1970-1980-¢e rr. Pa3BuTue TeopeTmyecknx un
NpUKNagHbIX UcCrefoBaHnin B ob6nactu
COBEPLUEHCTBOBAHWSA JOKYMEHTALNOHHOIO
obecneyveHuns ynpaeneHus. PopmmpoBaHue
KOHLIeNLUMm JOKYMEHTaLNOHHOIro
obecneyeHns ynpaeneHusi 1 paspaboTka
npoekta EgnHon rocynapCcTBEHHOW CUCTEMBI
[OKYMeHTaUNoHHOro obecneveHus
ynpaeneHua (EFCOOY), NocyaapctBeHHON
CUCTEMBI AOKYMEHTaLUMOHHOro obecneyeHus
ynpaeneHua (FTCOOY). Pone YCOPL, EFC[,
FCOQY B pa3uTuKn ctaHgapTnsaumm JOY B
CCCP

Utoro B cemecTpe (Ha kypce ansa 3A0)

nn

KoHcynbTaumm n npoMmexyTodHas atTectauus
- HeT

32

Pasgen 2. MexayHapoaHasa ctaHgapTmsaums
B 06nacTu ynpaBneHus JOKyMeHTamu

Tema 5. Mpobnembl ynpaBneHus
MMPOBbLIMU

WH(OPMaLIMOHHBLIMK  pecypcaMmu  ”
pokymeHTamu. O6wme TeHaeHuun
HOpMaTUBHO-NPaBOBOro peryrnMpoBaHus
[OKYMEeHTaLMOHHOro obecneveHus
yrpaBneHUs B pasBuUTbIX 3apyOeXHbIX
ctpaHax u CHI'. OcHOBHble NONOXeHMWS
MeXAyHapOaAHbIX HOPMaTUBHO-NPAaBOBbLIX
aKToB Nno Bornpocam nHdopmaLmm u
JokymeHTauun. MexayHapoaHble
opraHusaumu, 3aHumMatoLuecs npodnemamm
yrnpaBneHusa JoKyMeHTaMu u
WHpopMaUnOHHLIMKM  pecypcamn. KomuteT
no Aenonpou3BOACTBEHHbIM [OKYyMeHTam B
anekTpoHHon cpegde npu MCA. LleHTpbl
MeXayHapoaHOW cTaHAapTM3auuu:
MexayHapoaHas opraHusaums no
ctaHgapTtusauumn — NCO (ISO),
MexayHapoaHasi aneKTpoTexHm4eckas
komucecums — MK (IEC), MexayHapoaHbIN

Tema 6. PernoHanbeHble cTaHaapThbl.
PervoHanbHble opraHnsauum no
cTaHgapTusauun: EBponenckuin KOMUTET NO
ctangaptusaumm (CEH), EBponenckuii
KOMUTET Mo cTaHgapTusauum B
anektpotexHuke (CEHJINEK), EBponevickun
WHCTUTYT N0 CTaHgapTM3aunm B obnactu
TenekommyHukaumm (ETSI) n gp.
«PekomeHaaumm 0THOCUTENLHO MNOMUTUKA B
obnactu ctaHgapTmsauumn» EBponerickon
akoHoMuyeckon kommceun OOH (PKeHesa,
1996 r.).

OeatencHocTe cTpyktyp CHIC no
COBEPLLEHCTBOBAHWIO  ynpaBneHus
AokyMmeHTamu. [1paBoBble 1 HOPMATUBHbBIE
akTbl cTpaH CHI™ B chepe
OOKYMeHTaunoHHoro obecneveHuns
yrnpaBneHus, oblme TeHaeHuun n
pasnuyHble Noaxoapl.
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Tema 7. OCHOBHblE MeXOyHapOAHbIE
opraHusauuu, paspabaTbiBaloLLne cTaHaapThl
B cchepe AOKYMEHTaLmMn 1 ynpaeneHus
nokymeHTamu. CtaTyc, CTpyKTypa, Lenu m
OCHOBHblE HanpaBleHns LeATeNbHOCTU
MexayHapoaHoW opraHusaums no
craHgaptuzauun (MCO). DyHKumm
pa3nuyHbix kKomutetoB WCO. T[loHsaTue,
HasHa4yeHue 1 Buabl ctaHaapTos VCO.
Mopsipok paspaboTkn ctaHgaptoB NCO.
TexHunyeckmi komuteT No 46
«MHpopMauma 1 JOKyMeHTauusi» W ero
nogkomuteTobl. [leatensHocTb cTpykTyp CHIT
no ctaHgapTM3aumm JOKyMeHTauum n
ynpaBneHus JOKyMeHTamu.

MexgyHapogHble 3TU4eckue w
npodeccuoHansHble TpeboBaHua K
yrnpaBnsowWmMM gokymeHtaumen. Obuwas
XapakTepucTuka oCHOBHbIX cTaHgapTos VCO.
MpegHasHaveHne craHgapta WNCO 15489-
2001 «WHbopmauns 1 gOKyMeHTauus —
YnpaBneHve [OOKYMEHTaMm». OcHoBHble
npoueccbl paboTbl C AOKYMEHTaMu B
cucteme ynpasneHus. Obuwas
XapakTepucTuka MexgyHapogHoro
craHgapta MICO 23081 «MHdbopmaumsa u
[OoKymeHTauus — Npouecckbl ynpaBneHus
OoKyMeHTamn — MeTafaHHble [0OKYMEHTOB.
Tunbl MeTagaHHbIX». CoctaB "
HasHayeHune

MeTafaHHbIX 3MEKTPOHHOIO JOKYMEHTa.
OTKpbITble  cTaHgapTel B cdepe
OOKyMeHTauum un  uHcopmaumn.
Mpobnembl LenecoobpasHocTH "
npaKkTuKu

BHEOPEHUA MeXOYyHapOAHbIX CTaHAapToOB B
Poccuickon npaktuke ynpasneHus
OOKyMeHTauuen.

OcHoBHOE HasHaveHue cTaHgaptoB WCO
cepuin 9000. OcHoBHble TpeboBaHMsA K
OOKYMEHTauunm CUCTEMbl MEHeKMeHTa
kayectBa (CMK). JokymeHTUpOBaHHbIE
npouenypbl. CTpykTypa [OKymMeHTauum
CMK. 3HauyeHue pokymeHTaumm CMK.
Pabouve [oOKymeHTbl. YnpaBrieHue
npoLeccoM LOKYMEHTMPOBaHWS. 3anncy —
cneundgudeckmn Bua gokymeHtoB CMK.
Ynpaenexue 3anucamu. Cepusi cTaH4apToB
MNCO 14000, nx Ha3Ha4YeHne 1 OCHOBHOE
cogepxaHue. NMoHaTns  «cuctema
akonormyeckoro - MeHemxkmeHta» (COM),
«CUCTEMBI YNPaBMEHNsT OKPY>KaKOLLLEN
cpepoi» (CYOC). [oKyMeHThI,
pernameHTMpyoLne npouenypbl BHEOPEHUS
3KOJIOTMYECKOTO MEHEDKMEHTA.

10

HU




Tema 8. MexagyHapoaHass cTtaHgapTusaums
n eé uenn. OCHOBHblE HOPMATMBHbIE aKTbl
no ctanHgaptm3aumm. OCHOBHble
MeXOyHapOAHble opraHM3auum,
paspabaTbiBatoLine cTaHgapThbl

MonoxeHve o 3awmTte uwHPOpMauMn B
ctaHgaptax MCO 15489 wn WCO 17799-
2000 «WHdpopmaums mn TexHonoruu -
MpakTuyeckoe PYKOBOACTBO no
yrpaBreHuo

WHpopMaumoHHoM 6esonacHocTbio»; ISO/IEC
27001:2005 «WHdopmaLNOHHbIE
TexHonormm - Metogbl obecneyeHus
BesonacHocTn - CucTembl  ynpasneHus
WHpopMaunoHHoM 6e30NacHOCTLIO -
TpeboBaHus» MICO/MIK 27002:2005
«MHdopmaumoHHble TexHonorun. Cpeactea
obecneyeHus. CBoA NpakTUKK Ans
MEHEePKMEHTa NHPOPMaLIMOHHON

Pasgen 3. HaunoHanbHasa ctaHgapTmMsauns B
obnactn 4OY

HU

Tema 9. JlekunoHHoe 3aHATuMe: [NoHATHe
«HaumoHankeHbIN cTaHaapT». OcobeHHOCTH
HaLMOHanbHOM CTaH4apTM3auun.
MexayHapoaHble CTaHAapThbl Kak OCHOBaA
HauMoHanbHbIX CTaH4apToB. [pakTuka
pa3paboTku HaLNOHarbHbIX CTaH4APTOB C
Y4€TOM TpeboBaHUI MeXayHapPOaHbIX U
HauMoHanbHbIX ocobeHHocTeln. CornailieHne
«O npoBeaeHnn cornacoBaHHOM NONUTUKN B
obnactu cTtaHgapTM3auumn, METPOSOTN U
ceptudukaumnm» (1992 r. ¢ sSMeHeHUaAMMU 1
[OMOMHEHNAMM) CTPaH-y4acTHUL,.
HopmatueHo-npaBoBasi 6asa
cTaHgapTtusaumm B Poccuinckon
denepaumn. PegepanbHbii 3akoH «O
TEXHUYECKOM perynumpoBaHum» ot 27.12.2002
r. No 184-®3 (c usmeHeHusMn n
[OMOMHEHMAMM) — 3aKOH O HaLMOHanNbHOM
cucTeme CTaHgapTU3aumm.

Tema 10. KoHuenums pa3suTtus
HauMoHanbHON cUCTeMbl CTaHdapTM3auum
Poccuiickon ®epgepaunn Ha nepuog go 2027
roga. PegepanbHoe areHTCTBO Mo
TEXHUYECKOMY PeryrnmpoBaHuio 1 METPOormmn
(PocTexperynupoBaHue) Kak HauMoOHanbHbIM
opraH no ctaHgapTv3aunm, ero PyHKLMK.

nn

Tema 11. CemmHapkoe 3aHsATHE:
YHUULMPOBaHHbIE CUCTEMbI AOKYMEHTaLMN
(YCO n YCOP[) n yHMduuUmMpoBaHHbIe
dopmMbl okymeHToB (YO[) Ha
TPaAMLUMOHHBIX U AMEKTPOHHbBIX HOCUTENSX.
AHanu3 n ucnonb3oBaHve cTaHgapTa 4ns
CO30aHns JOKYMEHTOB pa3HOro Tvna v Buga
B8 JOV.

HU

Tema 12. Anbbom yHumLmpoBaHHbIX hopm
AokymeHToB. ObLepoccumnckue
knaccudukatopbl nHpopmaumm (OKYL).
MoHaTne naeHtTudpukaumn. LLtpuxosoe
KOOMpOBaHue

ra

Pasgen 4. CoBpemeHHasi npakTuka
cTaHgapTtusauum B obnactmn 1OY

HU




Tema 13. JleKunoHHoe 3aHATUE:
CraHgapTu13aumns TEPMUHOB U onpeaeneHnii
B obnacTtu JOKyMeHTaLUUoHHOro obecneveHus
ynpaeneHus n apxmsHoro gena. FOCT P
7.0.8-2013. HauunoHanbHbI cTaHaapT
Poccuiickon ®epepauun. CUBN[.
[lenonpon3BoacTBO U apXnBHOE OENO.
TepMuUHbI 1 onpefeneHus. OBonLms
TEpPMUHOB U onpeaeneHunin B obnactn JOY n
apxvBHoro gena. lNpobnema 3aMMCcTBOBaHUS
1 nepeBofa MexayHapoaHOW TEPMUHONOMUN
B 06racTu ynpaneHus 4OKyMEeHTaMu.

Tema 14. CtaHgapTusauusa coctasa 1 opm
OOKYMEHTOB. YHMMULMPOBaHHbIE CUCTEMBI
OOKyMeHTauum n yHnmumpoBaHHble hopMbl
[OKymeHTOoB. ObLepoccnmncknii
knaccmudukaTop yrnpaBneH4eCcKkon
nokymeHTaumn. CtaHgaptmsaums
odopmneHus gokymentoB. F[OCT P 6.30-
2003 u

FOCT P 7.0.97-2016

nn

Tema 15. CemmnHapckoe 3aHATHE:
CraHgapTu3auusa ynpaBneHus JOKyMeHTamm
M cucteM ynpaeneHus gokymeHtamu. FOCT P
NCO 15489-1-2007 CUBMI. YnpasneHne
nokymeHTamu. O6wue Tpebosanuda. FOCT P
NCO 23081-1-2008 CUBUN. Mpouecchi
yrnpaBneHus AokymeHTamu. MeTagaHHble Ans
pokymenToB. YACTb 1. MpuHumnel.  TOCT P
NCO 54471-2011/1ISO/TR 15801:2009
CuncTembl aneKTpOHHOro JoKymMeHToobopoTa.
YnpasneHue gokymeHTtaumen. MHcdopmaums,
CcoxpaHsieMasi B 31IEKTPOHHOM BUAE.
PekomeHaaumm no obecneyeHmnto
[OCTOBEPHOCTU U HALEXHOCTMU.
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Tema 16. TOCT P 53898-2013.
HauuoHanbHbIn cTaHgapT Poccuiickon
denepaumm. CUCTEMbI INEKTPOHHOIO
[oKymeHToobopoTa.

BsanmopgencTteue cuctem ynpasneHus
OOKymMeHTamu. TexHunyeckne TpeboBaHna K
anekTpoHHoMy coobueHuto. FTOCT P 54989-
2012 /1ISO TR 18492:2005 Obecne4veHune
[ONroBpEMEHHON COXPAHHOCTM 3IEKTPOHHbIX
pokymeHnToB. FOCT P NCO 30300-2015.
HauunoHanbHbI cTaHaapT Poccuinckon
depepauymmn. CUBNL NHdopmaums n
JokymeHTaumsa. CuctemMbl ynpasneHus
[oKkymeHTamu. OCHOBHbIE MOJTOXEHUS U
cnoeapb. [OCT P NCO 30301-2014.
HauunoHanbHbIn cTaHgapT Poccuinckon
depepauumun. MIHpopmaums n JOKyMeHTaLms.
Cuctembl MeHeaXXMEHTa 3anucen.

ra

Wtoro B cemecTpe (Ha kypce ang 3A0)
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KoHcynbTaumu 1 npoMexyToyHasi atTectauus
(Ok3ameH)

93

36,5

6,5

Bcero koHTakTHas paborta n CP no
AUCLUUNIIMHe

48,5

131,5

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTupoBaHue y4eGHbIM NiaHoOM He NpeaycMOTPEHO




5. ®OHJ, OLIEHOYHbLIX CPEACTB ANA NPOBEAEHUSA NPOMEXYTOYHOW ATTECTALIMA
5.1 OnucaHue nokasaTternien, KpUTepueB M CUCTEMbI OLIEHMBAHUA Pe3yrbTaToB 00yYeHus

5.1.1 NMokasaTtenu oueHUBaHUA

Kon HanmeHoBaHWe oLeHOYHOro
MokasaTenu oueHnBaHWsa pesynbTaToB 06yyeHus
KOoMMneTeHuun cpeacTea
- ONUCbIBaET CTaHAAPTM3aUMIO Kak AesaTenbHOCTb N0 YCTaHOBEHNIO
npaBum U XapakTepPUCTUK B LeNsSX KOPNopaTUBHOMO ynpasneHus
P p. P H priop ynp Bonpochkl gns

OOKYMeHTamu;

MK-1 - KOPPEKTHO onpefernseT NHPOPMaLMOHHbIE PECYPChI MEXOYHaPOAHbIX cobecepjoBakus, TECTOBLIE ¥

. NPaKkTUKO-OPUEHTUPOBaHHbIE

OpraHoB cTaHgapTusaumu, sanaHns
- CaMOCTOATENbHO co34aeT AOKYMEHTbI ANs opraHnsaumm, y4ntblBasi '
MexgyHapogHble U POCCUNCKME CTaHOapThI.

5.1.2 Cnuctema v Kputepmm oLeHNBaHUA

LWkana oueHnBaHns

Kputepuun oueHnBaHns cpopMMpOBaHHOCTU KOMMETEHLNIA

YcTHOoe cobecenoBaHue

MncbmeHHas paboTta

5 (oTnnyHO)

lMonHbIN, Nc4YepnbiBaOLWNN OTBET, SIBHO
OEMOHCTPUPYIOLWMIA rNy6oKoe NOHUMaHue
npegmeTa v LUMPOKYH apyanumio B
oueHuBaeMon obnactu. Kputnyeckuin,
OpUr1HarnbHbIA NOAXOA K
mMaTepuany.YuutbiBatoTca 6annsl,
HaKOMNIIEHHbIE B TEYEHNE ceMecTpa.

4 (xopoLuo)

OTBeT cTaHAapTHbIN, B LLENOM
KayeCTBEHHbI, OCHOBaH Ha BCEX
06513aTeNbHbIX UCTOYHMKAX MHOPMaLNK.
MpucyTcTBYOT HEGONbLUME Npobensbl B
3HaHUSIX NN HECYLLLECTBEHHLIE
OLINGKN.YunTbIBaOTCS Oannsl,
HaKOMIEeHHbIE B TEYEHNE CEMeCTpa.

3 (yooBneTBOPUTENBLHO)

OTBET HENornHbI, OCHOBaHHbIN TONMbLKO Ha
NEKLMOHHbIX MaTepuanax. [Npy noHnmaHum
CYLLHOCTM NpegmeTa B LefioM —
CyLLLeCTBEHHbIE OWMOKKN nnmn npobensl B
3HaHWSIX cpa3y MO HECKONbKUM TeMam,
He3HaHue (nyTaHuua) BaXKHbIX
TEPMMHOB.YuUnThIBaOTCS Gannbl,
HaKOMMNEHHbIE B TEYEHNE CEMECTpa.

2 (HeyOoBnNETBOPUTESNBbHO)

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomoLLM ak3ameHaTopa. HesHaHne
3HAYUTENBHOWM YacTy NPUHUUNMANBHO
BaXXHbIX 311IEMEHTOB ANCLIUNIUHBI.
MHorouncneHHble rpybble owmnbku.
MonbiTka cNcbiBaHUS, UCMONb30BaHNUS
Hepa3speLUeHHbIX TEXHUYECKNX YCTPONCTB
W NONb30BaHKSA NOACKA3KOW APYroro
Yyenoseka (BHe 3aBUCUMOCTU OT
YCMELIHOCTY Takon nonbITkM).He
yunTbIBaloTCs 6ansbl, HakonneHHbIe B
TeuveHue cemecTpa.

5.2 TunoBble KOHTPOJIbHbI€ 3a4aHNA UNTN UHbIe MaTepuanbl, HeobXxoaMMbIe ANA OLEHKU 3HaHUMN, YMeHVIVI,

HaBbIKOB U (UNK) onbiTa AeATeNbHOCTU
5.2.1 MNepeyeHb KOHTPOSIbHbLIX BONPOCOB

Ne n/n | dopmMynmMpoBKM BONPOCOB
Kypc 4
1 Ponb ctaHaapTm3aumm B MHopmaumoHHoM obLecTse. Llenn ctaHgapTmMsaumm. Xapaktepuctuka yHKLui
cTaHgapTusauuu.
O6bekTbl 1 0bnact ctaHaapTusaumm. O6beKTbl CTaHAAPTU3aLMK B 00racTv MHoOpMauum u AoKyMeHTaumm
2 (npouecchl AOKYMEHTUPOBAHWS; PEKBU3UTLI JOKYMEHTOB; NEKTPOHHbIE AOKYMEHTbI; MaTepuanbHble HOCUTENN;
TEPMUHONOTNS).




Mpoueaypa paspaboTku U yTBepXaeHUa ctaHaapTos. KoHTponb cobnogeHuss craHgapTos. CTagum

3
pa3paboTkn MeXayHapoOHbIX CTaHO4apPTOB.

4 Pa3paboTka TeXHUYeCcKoro 3apaHus.

5 Buapl nybnvkauuun ctaHgapTos.

6 Cuctema KOHTPONS 3a UCNOSTHEHNEM CTaHAAPTOB pa3Hblx BMAOB. OTBETCTBEHHOCTL 3a HecobnogeHve
CTaHOapToB.

7 YHudpmkauusa gokymeHto B CoeTckon Poccun. Pone YCOP[, EFCL, FCOOY B passuTum ctaHgapTusaumm
OOy B CCCP

8 MeTopgunyeckne paspabotku FTAY CCCP 1960-x rr. no opraHu3auumn n TEXHOMOrMn 4enonpov3BoacTBa.

9 AKTMBM3aLMs COBEPLUEHCTBOBaHUA aenonpounssoacrea B 1970-1980-e rr.
Obwue TeHOeHUMM HOPMaTMBHO-MPABOBOro PerynnpoBaHus AOKYMeHTauuoHHOro obecnevyeHns ynpaBneHns

10 B pa3BuTbIX 3apybexHbix cTpaHax u CHI. OCHOBHbIe NONOXeHWA MeXayHapOaHbIX HOPMaTUBHO-NPaBOBbIX
aKTOB M0 Bonpocam MHopMauun N AoKyMeHTaLuu.

11 MexxayHapoaHble opraHm3aunn, 3aHumarLmecst npobnemamu  ynpaeneHust LOKyMeHTamn U
WHOPMALMOHHBIMK  pecypcamMm.

12 lMpaBoBble N HopMaTuBHbIE akTbl cTpaH CHI™ B chepe fokyMeHTaumoHHOro obecnedeHmns ynpasneHus, obuue
TEHOEHUUN 1 pasnuyHble Noaxoabl.

13 MexgyHapogHaa ctaHgaptusauma u e€ uenn. OCHOBHblE HOPMaTUBHbIE aKTbl MO CTaHO4APTU3aLMM.

14 Crartyc, CTpyKTypa, Lileniv 1 OCHOBHble HanpaeneHusa gedatenbHocTn MexayHapogHoW opraHusaums no
ctaHgaptnsaummn (UCO). DyHkuum pasnuyHbix komutetoB WCO.

15 Obwasa xapakTepucTka ocHOBHbIX cTaHgaptos MCO.

16 OTKpbITble  CcTaHdapTbl B cdepe [AoKyMeHTaumm U uHpopmaummn. [Mpobnembl uenecoobpasHoCTU WU
NPakTUKM BHEOPEHUs MeXAyHapOAHbIX CTaHAapToB B Poccuinckon npakTuke ynpaeneHns 4OKyMeHTaunen.

17 OcHoBHOe HasHadeHue crtaHgaptoB WCO cepuint 9000.

18 Cepus ctangaptoB MCO 14000, nx HasHa4yeHMe U OCHOBHOE coaepKaHue.

19 MonoxeHne o 3awwute uHGopmauum B cTaHgaptax WCO.

20 MoHATNEe «HauMoHanbHbIN cTaHaapT». OCOBEHHOCTN HaLMOHaNbHOW CTaHA4apTU3aUun.

21 HopmatuBHo-npaBoBass ©0asa craHgapTusaumm B Poccuickon ®egepaumn. KoHuenuus passutus
HauMOoHanbLHON cucTembl cTaHaapTmaaumm Poccuinckon ®epepaumm Ha nepuog go 2027 roga.

22 depepanbHOe areHTCTBO MO TEXHMYECKOMY perynmpoBaHuio u meTponorum (PoctexperynupoBaHue) kak
HauUMOHarbHbIA OpraH No cTaHg4apTM3auun, ero yHKLMK.

23 Anbbom yHUdMLMpoBaHHLIX hopm AokyMeHTOB. ObLiepoccuiickue knaccudukatopbl nHgopmaumm (OKYL).
MoHaTne nageHtTudpmkauyun. Ltpuxosoe kogupoBaHue
CraHgapTusaums TEpMUHOB M onpeaeneHuin B 006nacTn AOKYMEHTaUNMOHHOro obecnevyeHuns ynpaBneHus .

24 Mpobnema 3anMCTBOBaHMSA 1 NepeBoda MeXAyHapOaHOW TEPMUHOMNOMMKN B 06nactu ynpaeneHus
OOKYyMeHTamum.

25 CraHgapTtusauums coctasa n popm gokymeHTtoB. F[OCT P 6.30-2003 n FOCT P 7.0.97-2016.

26 CraHgapTusaums ynpaBneHus JOKYMEHTaMu U1 CUCTEM yNpaBreHnss 4OKYMEHTamu.




5.2.2 TunoBbIe TecTOBbIe 3aAaHusA

1.4YT10 O03HavyaeT Hagnucb «e-Russiax:

a) knaccudukatop TICUY,;

0) BHELWHMI nNpU3HaK nepexoda cTpaHbl K UHpopMaLMOHHOMY O6LLECTBY;
B) PEKBU3UT MEXAYHAPOAHOro nNMcbma.

2. MexxgyHapogHOMY  ynpaBneHuio [OKyMeHTamu cnocobcTBoBanu:

a) cornaweHusa o csoboaHou Toproene B EBpone (EC 1992), CesepHon Amepuke (NAFTA) n no Bcemy mupy
(GATT);

6)cosgaHne MAIAT3, BTO, MOINC, MOMB, MO3M, NKAO;

B)BHEApPEHNE MOAENbHbIX 3aKOHOB B CTpaHax CoOOPYXeCcTBa Hauuii;

r) BO3HWKHOBEHME PbIHOYHbIX AKOHOMMYECKUX cucTeM B BocTouHow EBpone, A3un u JlatuHckon AMepuke;

A) UHTepHeT n gpyrue rnobanbHble MHpOPMaLMOHHbIE TEXHOMNOTUH.

3. TepmuH “ynpaBneHue JOKyMeHTaLmen” 3apognncs:

a) npwv paspaboTke «[eknapauun TbicsdeneTus»;

6) B CLWA nocne BTOpON MMPOBON BOWHbI;

B) B XO4e WHTEHCMBHOIO NpUMeHeHust HpopMaLMoHHbIX TexHonormn B CLUA.

4. Kakoe yupexgeHune npefctasnset Poccunckyto Pegepauuio B MexayHapoaHbIX opraHMsaumsx,
OCYLLECTBNSALINX AeATENBbHOCTb B 0O6NacTu ctaHgapTM3aumm:

a) Bcepoccumckuim MHCTUTYT Hay4YHO-TEXHUYECKOM HOpMaLMu;

6) PenepanbHOE areHTCTBO NO TEXHUYECKOMY PEryrnmpoBaHunio u metposnorumn (PoctexperynupoBaHue);

B) TEXHUYECKUI KOMUTET;

r) Coset ®egepaumn.

5. Kakow cTtaTtyc nmeroT MmexxayHapogHble ctaHaapTbl ISO?
a) obsa3aTenbHbl AN BCEX CTpaH-y4aCTHUKOB;

6) ABNAIOTCS OCHOBOW AN HaLMOHanbHbIX CTaHAAPTOB;

B) Heobsi3aTenbHbI;

r) UMEOT peKoMeHAATENbHBIN XapaKTep.

6. KTo npuHMMaeT v yTBepxxaaeT MexXrocyaapCTBEHHble cTaHAapThl cuctemsl CUBN?
a) PocTexperynupoBaHue;

6) MMHUCTEPCTBO CBA3N N MACCOBbLIX KOMMYHUKALUIA;

B) CoBellaHune rnas rocygapcta-yneHos CHr;

r) MexrocygapcteeHHbIn CoBET Mo cTaHg4apTM3aLMKn, METPOSIOrMM U cepTudmKaumn.

7. Kakne OKyMeHTbI U3 NepeyncrieHHbIX He OTHOCHATCA K JOKYMeHTaM B obnactu ctaHgapTm3aumm,
ucnonb3yembiM Ha Tepputopuun P®:

a) MexayHapoaHble cTaHOapThl;

6) HaumoHanbHble CTaHOAPThI;

B) obLlepoccuinckme knaccnmkaTopbl TEXHUKO-3KOHOMUYECKOW 1 CoLManbHON MHopmMaumm;

r) cTaHAapTbl opraHusauuu.

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIe 3aAaHusA (3agayu, Keuchbl)

1. Mepeuncnute NpMHUMNUanNbHbIE OCHOBbI MPUHATUS PeLLEHUs O HEOOXOAMMOCTH pa3paboTKu TEXHNUYECKOTO
pernameHTa.

2. MNMepeuncnute oCHOBHLIE NpaBa NOTPEOUTENEN JOKYMEHTOBEAYECKMX U apXMBHbIX paboT 1 yCryr.

3. Mepeuncnute n npoaHanuanpymnte o0693aHHOCTU UCMNONMHUTENEN JOKYMEHTOBEAYECKMX U apXUBHbLIX paboT
W ycnyr.

4. Hapucynte cxemy UeNnen TEXHUYECKOrO pPerynMpoBaHus No rocygapCTBEHHOMY PEryriMpoBaHuio Yepes
TEXHUYECKNE SNIEMEHTHI.

5. Hapucyite cxemy uUenen TEXHUYECKOro perynimpoBaHus.

6. Hapucyite cxemy uUenen TEXHUYECKOro perynmpoBaHus Mo CaMoperynMpoBaHMio  Yepe3 HauuMoHarbHble
cTaHgapTbl W CTaHOapTbl OpraHM3auni.

7. CocTaBbTe 3asiBKy Ha cepTudukaumio.

8. Onpepennte MeponpusTUa NO BHEAPEHMIO CTaH4apTa B NpakTUKy paboTbl NpeanpusitTusl, Ha KOTOPOM Bbl
paboTtaeTe.



5.3 MeToaunuyeckue maTepuansl, onpegensiowme npoueaypbl oLeHUBaHUA 3HaHUA, YMEeHUI, BriaaeHuin (HaBbIKOB

1 (MNn) NpPaKTUYECKOro onbiTa AeATeNIbHOCTH)

5.3.1 YcnoBus gonycka oGy4atoLlerocsi K NpoMeXXyTo4yHOW aTTecTauumu U nopsiaoK NMMKBUAAUUN akaaeMn4eckomn

3a40J1XKeHHOCTU

lMpoBegeHne NpomMexyTo4HON aTTecTaummn pernameHTMpoBaHO fokanbHbIM HOpMaTMBHbIM aktom CMGIMYMNTA
«lMonoxeHne 0 NPOBEAEHNM TEKYLLETO KOHTPOSIS YCNEBAEMOCTU 1 NMPOMEXYTOYHOM aTTecTaumm oby4varoLwmxcs»

5.3.2 ®opma npoBeaeHUsi MPOMEXYTOYHOM aTTecTauum No gUucumninHe

YcTHas +

[NMncbmeHHas

KomnbloTepHoe TecTupoBaHue

5.3.3 OcobeHHOCTU NpoBeAeHUs MPOMEXYTOYHOM aTTecTaumMm No gUcuuniimHe

NHas

6. YYEBHO-METOOMYECKOE N UH®OPMALIMOHHOE OBECMNEYEHUE OAUCLUUNIIUHDI
6.1 YyebHas nutepartypa

ABTOp

3arnasue

MN3paTenbcTBO

| [oa nspaHnsa |

Ccblinka

6.1.1 OcHoBHas y4ye6Has nuTepaTypa

CemeHos, W. B. MeTponorus, Mocksa: Poccuimckuin https://www.iprbooks
cTaHgapTusaums u YHUBEPCUTET TpaHcnopTa 2021 hop.ru/115857.html
cepTudmkaums (MUAT)

JlomakuHa, O. B., MeTpornorus un Tamb6os: TamboBcKuit https://www.iprbooks

MankuH, M. A, CTaHgapTusauma rocy4apCTBeHHbIN 2021 hop.ru/123029.html

LLlecTakos, K. B. TEXHUYECKUN

yHuBepcuteT, O6C ACB

6.1.2 [lononHuTenbHaa y4yebHas nutepatypa

JlereaunHa .. CraHgapTtusauus, http://publish.sutd.ru/
cepTudukaumsa n cre.: crierynt 2018 tp_ext_inf_publish.ph
MeTposorns p?id=201857

Pagkesuy, A. M., MeTponorus, c B http://www.iprbooksh

Cxnptnaggse, A. I, CTaHgapTu3auma un aparos: By3oBCkoe 2019 op.ru/79771.html

Jlaktnonos, b. U. cepTudmkauus oGpasoBaHue

KopluukoBa, J1. A. MHdopmaumoHHble Hosocnbupck: https://www.iprbooks
TEXHONOIMN " Hosocnbupckuin hop.ru/91211.html
CTaHAaapTnsaums rocyapCTBEHHbIN 2018

TEXHUYECKUIN
YHUBEPCUTET

Apxanosa B. B. CraHgapTtusauus. http://publish.sutd.ru/
MpakTnyeckne paboTol cre.: crierynt 2019 tp_ext_inf_publish.ph

p?id=2019198

BunbuunHckas-byteHko | CtaHgapTtmnsaums http://publish.sutd.ru/

M. 3., BaHwukosa I". AOKYMEHTaLNOHHOro CaHkr-lMNeTepbypr: 2020 tp_ext_inf_publish.ph

n.

obecneyeHus: ynpaBneHus u

apxvBHOro Aena

crnerynta

p?id=202037

6.2 NMepeyeHb NpodreccuoHanbHbIX 6a3 AaHHLIX U UHOPMaLMOHHO-CNPABOYHLIX CUCTEM




1. MpodreccnonaneHbIn pr-noptan Sovetnik.ru:  http://Amww.SOVETNIK.ru

2.depepanbHoe apxuBHoe areHCTBO: http://archives.ru/ (npoeccmoHanbHbIN canT)

3. ApxuBbl Poccun. [IMopTan ®egepansHOn apxmBHOM cnyxbbi]; [OneKTpoHHbI pecypc] .— Pexum goctyna:
www.rusarchives.ru,

4 .Bcepoccuickmnii Hay4yHo-uccrnegoBaTenbKun MIHCTUTYT AOKYMEHTOBEAEHMS U apXMBHOro aena
(BHNMOAL) /BHUWOAL - Pexxum goctyna: www.vniidad.ru, ceobogHbIn. — 3arn. ¢ akpaHa.

5. KoHcanTuHroBas rpynna « Tepmukax». [HopmaTuBHo-npaBoBasi 6a3a AaHHbLIX N0 4eNonpon3BOACTBY,
[OKYMeHTO060opoTy 1 apxuBHomy geny] / «Tepmuka» - Pexxum goctyna: http://www.termika.ru/Catalog/catalog.html,
cBOGOOHbIN. — 3arn. ¢ akpaHa.

6.0pumumnansHein cant NCO [SnekTpoHHbI pecypc] — Pexum goctyna: www.ISO.com, ceoboaHbin. — 3arn. ¢
3KpaHa.

7. ®epepanbHoe areHTCTBO MO TEXHWUYECKOMY perynmpoBaHuio 1 MeTPONormm

POCCTAHOAPT [OnekTpoHHbIn pecypc] — Pexwum goctyna: www. GOST.ru, cBobogHbIn. — 3arn. ¢ akpaHa

8.MHdopmaumnoHHo-NpaBoBas cuctema «KoHcynbTaHT +»: http://www.consultant.ru

9.MHdopmaumoHHo-npaBoBas cuctema «lapaHT»: http://www.garant.ru

6.3 NMepeyveHb NULEH3NOHHOIO U CBOBOAHO pacnpoCTPaHAeMOoro NporpamMmmHoro oéecnevyeHus
MicrosoftOfficeProfessional
CrIC KoHcynbTaHTlntoc

6.4 OnncaHme maTepmanbHO-TEXHMYECKOMN Oa3bl, HEOOXOoAMMOW ANA ocyLlecTBIeHMA o6pa3oBaTeNibHOro
npouecca no AMcumnnuHe

Ayautopus OcHaleHne

MynbTuMegunHoe obopyaoBaHue, crneunanmanpoBaHHas mebenb, Jocka
JlekumoHHas Y Py P

ayautopust
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