AHHOTAIUSA TUCHHUILINHEL

HaumenoBanue
JTUACIUTLTAHEI

I[OKYMGHTaL[I/IOHHOG o0OecreyeHre B TAMOKEHHBIX opraHax

Conepxanue

Posib, 3HaueHme u copeprkaHre JOKyMEHTAMOHHOTO 00eCIeUeHUs B TAMOKEHHBIX
opranax. CHCTeMBI JOKYMEHTAllUM B TaMOXEHHBIX OpraHax. Tpe0OoBaHus K
Oo(pOpPMIICHHIO JOKYMEHTOB B TaMOXEHHBIX opraHax. J{oKymMeHTOOOOpOT B
TaMOKEHHBIX opraHax. lIopsJoK BEIOMCTBEHHOIO XpaHEHHUS JAOKYMEHTOB U
OopraHu3anusi HX JeJONPOU3BOACTBA B TaMOXXEHHBIX OpraHax. ApXHBHOE
XpaHEHHE U DJKCIEPTU3a LEHHOCTU JOKYMEHTOB B JOKYMEHTAl[MOHHOM
o0ecrieueHnH TaMOXKEHHBIX opraHoB. Ciyx0a TOKyMEHTallMOHHOTO 00ecredeHus
TaMOKEHHOI'0 OpraHa.

Peanuzyembie
KOMITETCHIIMHT

BrnaneHreM HaBbIKaMHM TPUMEHEHHS B TaMOXKEHHOM jejie MH()OPMAIMOHHBIX
TEXHOJIOTH ¥ CpeAcTB o0ecnieueHus uX (QYHKIMOHHPOBAHUS B  IEJIX
UHGOPMALIMOHHOTO COMPOBOXKACHMS MpodeccroHanbHol aestenbpaoctu (ITK-32).
CrocoOHOCTRIO OOecrnieunBath HH(pOpMammeir B cdepe TaMOKEHHOTO Jelia
rOCY/IapCTBEHHbIC OPraHbl, OpraHu3anuu U oTaAenbHbIX rpakaan (ITK-34).

PesynbraTel
OCBOCHMS
JUCLIUILINHBI
(Motyis)

IIK-32

3HaTh: OCHOBHEIE HOPMATHUBHBIC U MCTOANYCCKHUEC NOKYMCHTEHI IO BOIIPOCaM NNOATOTOBKH
1 0(OpPMIICHHS PA3IMIHOTO POJa JOKYMEHTOB (YIPABICHYECKUX, TAMOKCHHBIX U 1p.) U
OpraHu3aliy JEIONPOU3BOICTBA B TAMOKEHHOM OpraHe; KJIacCH()UKAIUIO 3aliiaeMon
WHQOpPMAaIMK, TPUHIMIBI W CPEACTBA 3alUTH, a TaKKe pPEKUMBI 3allHIIaeMOn
UH(OpPMALINH, HCIONBE3YeMOH B TaMOXKEHHBIX OpraHax; OCOOCHHOCTH OpraHM3allMHd M
CTaaMu JOKYMEHTOOOOPOTa B TAMOKEHHBIX OpraHax. IpaBWia IIOATOTOBKH U 0hOpMIICHHS
BCEX BHUJOB OPraHU3allMOHHO-PACTIOPAAUTCIbHBIX TOKYMCHTOB B TaMOXXCHHBIX OpraHax C
NpUMEHEHHEM  WH()OPMAIIMOHHBIX ~ TEXHOJIOTHH M CPEACTB  OOeCreueHHss  HX
(YHKIMOHUPOBAHMS,  BO3MOXKHOCTH  HOBBIX  HMH(OPMAIIMOHHBIX  TEXHOJOTHWH,
HCIIOJIB3YEMBIX IJId IOATOTOBKH, O(l)OpMJ'IeHI/DI, nepeaayu, IIOMCKa W XPaHCHUA
JOKYMEHTUPYEMOW MH(QOPMAIMH; BUJIBI YIPABIEHYECKUX JOKYMEHTOB, HX POJH U (DYHKIMU
Ha pa3HbIX dTarax ynpaBJIeHIECKOro Mporecca.

YMeThb: IMPUMCHATH Ha MPAKTUKE OCHOBHBIC HOPMATHUBHBIC U METOANYCCKUE JOKYMCHTHI
110 BOIIpoCaM MOATOTOBKH U O(bOpMHeHI/ISI Pa3IM4YHOro poJa JOKYMEHTOB U OpraHU3alun
JITIONPON3BOJICTBA B TAMOXXCHHOM OpraHe C NpUMEHEHHEM HH()OPMAIMOHHBIX
TEXHOJIOTHH U CPEICTB 00ecneYeHust MX (YHKIIMOHUPOBAHHMS; aHATM3HPOBATh COCTOSHNE
JIOKYMEHT0000pOTa B IEJIOM M COJIEP)KaHUE €ro OTIENbHBIX CTaIHif; HCIIOJIb30BATh
COBpPEMCHHBLIC CpCJCTBA CBA3H, OpFaHH3aHHOHHOI>'I A BBIYHCIMTEILHON TEXHHKU nmpu
paboTe C JOKyMEHTaMH, B TOM 4YHCJIE BBIOMpaTh HEOOXOAWMOE IPOrpPaMMHOE
oOecrieueHre WM HHPOPMAIIMOHHBIE TEXHOJIOTHH,

Biagernh: HaBBHIKOM pEIICHUS CTAaHIAPTHBIX 3a1ad NpOQecCHOHAIBHON AeATeTbHOCTH
IOyTeM OpraHu3aliyu padOTHl C JOKYMEHTaMH B TaMOKCHHBIX OpraHax; HaBBIKAMHU
NPUMEHEHUS B TAMOXXCHHOM Jene WH()OPMAIMOHHBIX TEXHOJOTHMH W  CpPEICTB
oOecrieueHus UX (YHKIMOHUPOBAHUS B HEJIAX UHOOPMAIIHOHHOTO U JOKYMEHTAIIMOHHOTO
COIIPOBOK/ICHUSI TPOECCHOHANBHON AEATENFHOCTH.

MK-34

3HaTh: TpeboBaHMSA K O(OPMIIECHHIO JOKYMEHTOB B TaMOXKE€HHBIX OpTaHax; IOPSIOK
BECAOMCTBCHHOI'0O XpaHCHUA JOKYMCHTOB M OpraHu3alyvio HX JCJIO0IPOU3BOACTBA B
TaMOXXCHHBIX OpraHax (HOMEHKiIaTypa ze’, (opMHpoBaHHE aed, Oo(QOpMIICHUS Hen);
Ha3HAUYCHUEC U MOPAJOK NPOBEACHHSA SKCIICPTHU3bI HEHHOCTU JOKYMCHTOB B TaMOXXCHHBIX
opraHax; OCHOBBI apXHMBHOI'O XpaHCHUA JOKYMCHTAIlUM TaMOXXCHHBIX OpPIraHOB;
HOPMAaTUBHO-METOJMUECKUE OCHOBBI OpraHU3anus paboThl CIIyKObl JOKYMEHTAIlMOHHOTO
o0ecreyeHns! TAMOKEHHBIX OPraHoB.

YMeTb: peann3oBbIBaTh 330349 M (DYHKIMH CITY>KOBI JOKYMEHTAIIMOHHOTO OOECTIeUeHHs
TAMOXKEHHOI'O OpraHa; aHaIM3UpOBaTh OOwIMe TpeOOBaHUS K OGOPMIICHHIO PEKBUSUTOB U
BBIOMpaTh HEOOXOOUMBIE Il KOHKPETHOIO JOKYMEHTAa BHI OJlaHKA M COCTaB PEKBH3HTOB
JIOKyMEHTa;, aHAJM3UPOBATh W COCTABJIATH HOMEHKJIATYPY Jell, COCTaB JIOKYyMEHTOB B




OTIENBHBIX JleNaX, BBUBIIATH HApyLICHUS B NpaBuiax (GopMupoBaHus U 0GOpPMIICHHS
JieJl; TPOBOMUTH OHKCIEPTU3Y ILIEHHOCTH JOKYMEHTOB, TOTOBUTb HX K apXUBHOMY
XPaHEHUIO WIN YHUYTOXKEHHUIO;

Biagern: MeTOAMKOW MPOBEACHUS BCEX CTaaWi JOKYMEHTOOOOpOTa  TaMOXXEHHOTO
opraHa; TexHojoruei GopmupoBaHusi U OGOPMICHHS [€1 B TAaMOXCHHBIX OpraHax;
HaBBIKOM COCTaBIECHUS U O(GOPMIIEHHS BCEX BHIOB YNPABICHUECKUX IOKYMEHTOB
TaMOKEHHBIX OPTraHOB.

TpynoémMkocTs, 3.e. | 3
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