





1. OBJACTB IPUMEHEHUA U MECTO B YYEBHOM ITPOIECCE

I'ocynapcrBenHast utorosas arrecrauusi: [logroroeka k ciade M ciada rocyiapCTBEHHOIO
9K3aMeHa SBJSETCS 4YacTbl0 OCHOBHOM MpodecCHOHaNbHOM 00pa3oBaTeIbHOM POrpaMMBI
MOATOTOBKU OakanaBpoB HampapieHust 46.03.02 JJokyMEHTOBEICHHE U apXUBOBEICHHIE, OTHOCUTCS
K 050Ky «['ocynapcTBeHHas aTTeCTaIHs».

B cootBerctBum ¢ I'OC BIIO no nanpasienuto noarotoBku 46.03.02 JlokymeHTOBEEHHE
U apXUBOBEJCHHE U  OCHOBHOW 0Opa3oBaTeNbHOM  MpOrpaMMbl  BbICIIEr0  0Opa3oBaHUS
HanpaBieHus: noarotoBkun 46.03.02 JlokymeHTOBeNeHHE M apXuBOBeneHHe, ['ocymapcTBeHHas
UTOTOBAsl aTTECTAllUsl BBICIIEr0 y4eOHOro 3aBEICHHS SBIIAETCS 005S3aTelbHONW M OCYIIECTBISETCS
1I0CJIE€ OCBOCHHUSI 00pa3oBaTENbHON MpOrpaMMbl B MOJTHOM oObeme. ['ocynapcTBeHHas UTOrOBas
aTTecTalus IMPOBOJUTCS TOCYJApCTBEHHOHM AaTTEeCTAlMOHHON KOMHCCHEW B LIENSX OIpeIeleHHs
COOTBETCTBHUS YPOBHS MOATOTOBICHHOCTH OOYYAIOLIETocs K PEUICHUI0 MPO(eCCHOHATBHBIX 3a7a4
TpeOOBaHUSM COOTBETCTBYIOIIETO TOCYJAapPCTBEHHOIO 00pa30BaTENIbHOIO CTaHAAapTa BBICIIETO
PO EeCCHOHAIBHOTO 00pa30BaHUsI.

locynapcTtBeHHass WTOroBas — arTecTaiysi IO  HampaBieHHro noarotoBku — 46.03.02
JIoKyMEHTOBE/IeHE U AapXUBOBEAECHUE  NPOBOAUTCS B (OpPME  TOCYIApPCTBEHHOIO HK3aMEHa,
MO3BOJISIFOIIETO BBISIBUTH W OLIEHUTH TEOPETHUECKYIO IMOJIOTOBKY K PEHICHUIO MPOQecCHOHATBHBIX
3ajay.

l'ocynapcTBeHHBIN SK3aMEH JOJKEH BBIBUTH YPOBEHb TEOPETHUECKON IOATOTOBKH K
pemeHnio mpo(ecCHOHANBHBIX 33734, TOTOBHOCTh K MPOAOJDKEHHIO OOYYEHHS 10 OCHOBHBIM
00pa3oBaTeNbHbIM MPOrpaMMaM MPo(hecCHOHATBLHOTO 00pa30BaHUs C YYETOM OOMIMX TpeOOBaHMIA,
npeaycMmotperHsix ['OC BIIO mno wnampaBienuto noarotoBku 46.03.02 JlokymeHTOBEACHUE U
apXUBOBEICHHUE.

K cpaue rocynapcTBEHHOro sK3aMeHa JOINYCKaeTCsl JHI0, YCIHEIIHO 3aBEepILIMBLICE B
MOJTHOM 00bEME OCBOCHHE OCHOBHOW 00pa30BaTEIbHON MPOTrpaMMBbl 110 HAIIPABICHUIO MOATOTOBKU
46.03.02 JloKkyMEHTOBEICHHUE U apXHBOBEJACHHE B COOTBETCTBHMM C YYE€OHBIM IIJIAHOM,
pa3paboTaHHBIM B BhICIIEM Y4eOHOM 3aBeeHuu, u TpedoBanusmu ['OC BIIO.

2.CTPYKTYPATHUA

dopma 00ydeHus

Xapaxrepuctuka [ 1A

OuHas 3aouHasn

Hanpasnenne noarotoBku

46.03.02 JlokyMEHTOBEICHHE U apXHUBOBE/ICHHUE

ITpoduib JIOKyMeHTOBeIeHUE U apXUBOBEJICHHUE
OO6pazoBarenbHas IporpaMma bakanaBpuar
Kpanuduxanms AkazeMuyeckuil 0akajiaBp

JucuumirHa 6a30BOi / BapuaTHBHOM dYacTu

00pa30BaTeNbHOM MPOrpaMMbl

['ocynmapcTBeHHas arrecTanus

(DOpMBI KOHTPOJIA

DK3aMeH

I'on monroroBku

Cemectp

KommuecTBO 3a4ETHBIX €MHHIL

KonuuecTBO yacoB Bcero

108

B T.4.:
- JICKIIMOHHBIX

- IPAKTUYCCKUX HIJIM CCMUHAPCKUX

- 1a00PaTOPHBIX

- CAaMOCTOSITEJIbHOM pabOoThI

B T.4. THAUBUAYAJIbHOC 3aIaHUC

HenenrHoe KoMHM4ueCTBO 4acOB




B T. 4.: - ayAUTOPHEIX X x

- CAMOCTOSATENIbHOM pabOThI CTYJCHTA % x

3. TPEBOBAHHUSA K TOCYJAPCTBEHHOM UTOTI'OBOM ATTECTAIIAH

l'ocynapcTBeHHass UTOroBasi arrecTalys MPOBOIUTCA B LEISAX ONPENEIICHHS COOTBETCTBHS
pE3yabTAaTOB OCBOEHHUsI OOYYarOIIMMUCS 00pa30BaTeIbHONW IMPOrpaMMbl BBICHIETO 00pa30BaHUs
COOTBETCTBYIOIIIMM ~ TPeOOBaHHMSAM TOCYJApCTBEHHOIO OOpa30BaTENbHOTO CTaHAApTa  BBICIIETO
poeCCHOHAILHOTO 00pa3oBaHMs 1O HarpaBlieHHIO MmoaAroToBku 46.03.02 JloKyMEHTOBEICHHUE H
apXHMBOBEJICHUE.

B xoze rocynapcTBeHHON UTOrOBOM aTTeCTAllMK CTYJEHT JAOJKEH:

— yMETb CTaBUTh M PEIIaTh HAYYHYIO, HAYYHO-METOJIMYECKYI0, U MPAKTUYECKYIO 3a/lauH,
00OCHOBBIBaTh HX AaKTyaJlbHOCTb, JaBaTb HCTOPUOTPA(PUUYECKYI0 M HCTOYHHKOBEIYECKYIO
XapaKTepUCTHKY;

— 3HaTh, IOHMMAThb W W3Jararb NPOPECcCCHOHANbHBIC 33Ja4d B OOJACTH HAy4dHO-
UCCJIEIOBATEIbCKON JIEATENbHOCTH B COOTBETCTBUM C HAampaBlieHUEM MoArotoBku 46.03.02
JlokyMeHTOBeIeHHE U apXUBOBE/ICHUE;

— YMETb HCIIOJIb30BaTh BO3MOXKHOCTH COBPEMEHHBIX METOJOB JOKYMEHTOBEIYECKHX U
apXMBOBEIUECKUX JJIsl PELICHUS MPAaKTUYECKUX 3a/1a4;

— TBOPYECKM M KPUTHUYECKH OCMBICIUBATh HMH(MOPMALMIO [UIl pEIIEHUS Hay4dHO-
UCCJIEIOBATEIbCKUX U IPOU3BOJCTBEHHO-TEXHOJIOIMUECKUX 3aJady B cdepe NnpodeccuoHaIbHON
NeSITeIbHOCTH;

— CaMOCTOATENIbHO 00pabaThiBaTh, MHTEPIPETUPOBATh M MPEICTABIATh PE3YJIbTaThl
HAy4YHO-UCCIIEIOBATENbCKUX PadoT;

— yMeTh paboTaTh C pa3IMYHBIMU BHJIaMH (THUIIAMU) HCTOYHHUKOB;

— yMeTb apryMEeHTHPOBaTh COOCTBEHHYIO MO3ULIUIO;

— yMEeTh JIeNaTh CaMOCTOSITeNIbHbIE BBIBOJIbI U 0000IIEHUS;

— UMETb HaBbIKM OMOIMOrpaMuecKkoro OMHMCAHUS HCIOJIb3YeMOM JINTepaTypbl U
VCTOYHUKOB.

Ilepeyennb kKoMneTeHUMi, KOTOPHIMH /J0JKHBI OBJIA/IeTh 00y4aloluecsi B pe3yjbrare
OCBOCHHMS OCHOBHOH NpodeccHOHANBbHON 00pa30BaTe/IbHON NPOrpaMMbl, NMPOBEPSEMBbIX Ha
rocy1apcTBeHHOM 3k3ameHe B cootBercTBuu ¢ ¢ ®I'OC BO PO, TOC BO JIHP (mpoekt) mo
HanpasjieHut0 noArotoBku 46.03.02 J[OKyMEHTOBEJEHHME W ApPXMBOBEIEHUE M OCHOBHOMU
npoeCCHOHAIBHONW ~ 00pa3oBaTebHONM  MPOTpaMMBbl  BBICIIETO  OOpa30BaHUs  HaINpaBlIECHUS
noarotoBku 46.03.02 JlokymMeHTOBeleHHE U apXuBOBeleHHE, npoduis: «/lokymeHTOBeneHue u
apXMBOBEICHHE)!

Ilpogpeccuonanvnvie komnemenyuu (11K):
Criocoben OCYLIECTBIISATh OpraHU3alMOHHOE, JIOKYMEHTAllMOHHOE u

IK-1.
nH(pOpMallMOHHOE 00ecrieueHue AeATEeIbHOCTH PYKOBOAUTENS OPraHnu3allun

TK-2 Crnoco0eH OoCyIIecTBIATh MH(POPMAIMOHHO-aHATUTHYECKYI0 M OPTraHW3alMOHHO-
aJIMUHUCTPATUBHYIO MOAJIEPKKY JESITEIbHOCTH OPraHU3aluu

MK-3 CriocobeH OpraHM30BBIBaTh M OCYIIECTBISATh JOKYMEHTAIMOHHOE oOOecrevyeHue

YIIPABJICHUS OpraHU3aluen

[1K-4 CriocoOeH OCyIIeCTBIISATh PYKOBOJICTBO TOIpa3/ieJICHUEM apXHuBa

Crniocobex OCYILIECTBIIATh aJIMMHUCTPHUPOBaHHE u OpraHU30BbIBATH

[1K-5
JOKyMEHTAIlMOHHOE 00ecredeHre paboThl C EPCOHATIOM

NuaukaTopbl JOCTHXKEHHS] KOMIETEHIUH U pe3yabTaTbl o0y4yeHusi. JlocTmkeHue
KOMIICTEHIIMI OIIEHUBACTCS HA OCHOBE TaKMX WHIUKATOPOB U COOTBETCTBYIOIIMX MM PE3yJIbTAaTOB
oOydeHus:




[Mpodeccnonanbubie
HNapukaTopsl Pe3yabTaThl 00yueHus
KOMIEeTeHINH
3HaeT MPUHIMIGI PAIOHAIGHOTO TIUIAHUPOBAHUSA
pabouero BpEeMEHH B COOTBETCTBHH C
TIK-1.1-1. JIOJDKHOCTHBIMU O0SI3aHHOCTAMU
L 5 OcymecTBisier 3HaeT BUIBI pabOT PYKOBOAMTENS, 00CIYKHBAaEMbIE
IK-1. Crocoben OpPraHM3allHOHHOE | CEKPETAPEM
OCYIICCTBIATE o0ecrieyeHue Ymeer OpraHH30BbIBATH paboumnii JICHb
OpraHu3aluoHHOC, JeSITeTbHOCTH PYKOBOJHUTEIS
AOKYMCHTALIHOHHOC 1 PYKOBOIMTEIS VMeeT BeCTH IIPHUEM TTOCeTHTeNei
WHPOPMALMOHHOE
5 YMeeT mIaHupoBaTh U OPraHU30BHIBATh COBEIIAHUS,
o0ecrieyeHue
MIPUEMBI, BEICTABKH, MIEPETOBOPHI, KOMaHINPOBKU
JICATCIRHOCTH 3naeT mpaBuina OQOPMICHHS pa3HBIX  BUAOB
PYKOBOJUTEIIS IK-1.1-2. P
JTOKyMEHTOB
OpraHu3aluu OcymiecTBisieT
3HaeT nmpaBmia 00pabOTKH KOPPECTIOHACHITII
JIOKyMEHTAIIHOHHOE
N Ymeer o0GOpMIIATb, COCTaBISATh, AHAJIM3HUPOBATH
[IpodeccuonanpHbrit COTIPOBOXICHUE
OKYMEHTBI 110 33JaHUI0 PYKOBOIUTEIISI
craugapt 07.002 JEITENLHOCTHA ilz Y &t 12 A
MEET BECTH IPHEM, PETUCTPAITUIO, PACCHLIK eT
«Crenuanmct 1o PYKOBOIUTEIS PHCM, P Paluo, p Y yaet,
XpaHe
OpPTaHU3ANHOHHOMY U 3p HUC KOPpCCIOHACHIMN
JIOKyMEHTALHOHHOMY HaeT HCTOYHUKH H  (QOpPMBI  MpEICTaBICHHS
o0ecreueHunIo [K-1.1-3. HHGOpMALH
yIIpaBJIeHust IMonnepkuBaet 3HaeT WHOOPMAIMOHHBIE CHCTEMBI, TPUMEHSIEMEIC
oprammsareity, C WHQOPMAIMOHHOE | IPU CONPOBOXKICHUU ACATEILHOCTH PYKOBOAUTEIS
COIIPOBOXICHHE YMeeT npoBoAUTh cOOp W aHaIu3 HHGOPMAIHU AJIS
JeSITeTbHOCTH PYKOBOJHUTEIS
PYKOBOAMTEIS YMeeT ucnonap30BaTh WHPOPMAIIMOHHBIE CHCTEMBI B

npodecCHOHAIBHON eATebHOCTH

IK-2. Cnocoben
OCYILECTBIIST
WH(GOPMAITMOHHO-
AHATTUTUYECKYIO 1
OpraHu3alMOHHO-
aIMHHUCTPATHBHYIO
TOJJIEPIKKY
JeSITeTbHOCTH
OpraHu3aInu

[IpodeccuonanbHbIi
craagapt 07.002
«CrenuanyucT 1o

OpraHU3alUOHHOMY U

JOKYMEHTAllUOHHOMY

00€eCIIeUYeHUTO
YIpaBJICHUS
opra"uzanuein», D

T1IK-2.11-1. YmeeT
MIPOBOJIUTH aHAIU3

3HaeT KOMIIOHEHTHl BHYTPEHHEH M BHEUIHEH Cpelibl
OpraHu3aLNH

3HaeT THUIEI
YIIPABJICHUS

OpraHU3alOHHBIX CTPYKTYp

JEATEIIBHOCTU YMeeT npoBOAUTH aHAIU3 BHYTPEHHEH M BHEIIHEU
OpraHu3alyu Cpelibl OpraHu3aluu
YMeer NOpOBOAMTH  aHAIM3  OPraHU3aLUOHHON
CTPYKTYpPHI YIIPaBJICHUS
3HaeT OpraHu3aluOHHO-MH()OPMAIOHHBIC ACTEKTHI
JIeSITETIbHOCTH OPraHr3alliy
[K-2.1-2. VMeer mpoBOIMTH aHAIU3 UHPOPMAIMK U TOTOBUTH
OGecneunBaer WHPOPMAITMOHHO-aHAIUTHYECKUE MaTePHAIBI
OpraHM3allMOHHO- | VMeeT OpraHU30BBIBATH HCIIOJIHEHHME PELICHUN
AJIMUHUCTPATUBHYIO PYKOBOOAUTENS
ACATCIIEHOCTE Ymeer ($hopmMHpoBaTh nH(MOPMAIMOHHOE
OpraHmsaliuu B3aUMOJICUCTBUE PYKOBOJUTENS C OPraHU3aALUsAMU

I1K-3. Cniocoben
OpTraHHU30BEIBaTh U
OCYIIECTBIATh
JIOKYMEHTAlIMOHHOE
obecrneyenue
YIpaBJICHUS
opranu3anuei

[IpodeccuonanbHbrit
crannapt 07.004
«CrienanucT 1o

[IK-3.11-1. Ymeer
OpraHU30BHIBAThH
JIOKYMEHTHpPOBaHUE
YIpaBIEHYECKON
JIeSITEIbHOCTH B
OpraHu3aryu

3HAET CHUCTEMBI YIIPABICHIECKON TOKyMEHTAITIH

3HaeT BHUbI OpPraHu3allMOHHO-TIPABOBBIX
JAOKYMCHTOB

3HaeT HOPMATHUBHO-METOIMYECKYIO JOKYMEHTAIIUIO,
pETJIaMEHTUPYIOIIYIO BEAEHUE JEIONPOU3BOICTBA

3HaeT MmopAaoK Oq)OpMJ'ICHI/IH AOKYMCHTOB pPa3HbIX
BHUI0B

YmMmeer IIPpOBOJUTL aHaJIUu3 OpraHu3aliMOHHBIX H
HOPMAaTHUBHBIX JOKYMCHTOB, YCTaHaBJIMBAIOIIUX
IpaBuJia CO3aaHus 1 O(l)OpMJ'IeHI/ISI JAOKYMCHTOB

VYmeer MNPOBOJUTH aHAJIM3 CHUCTCM HOKYMCHTAIlUU,




YIPABICHUIO
JIOKyMEHTaIuen
opraHuzanumy», A

COCTaBJIATHh U O(l)OpMJ'ISITL JOKYMCHTBI Pa3HBIX BUJOB

[IK-3.1-2. Ymeer
OpraHMU30BbHIBATh
JOKYMEHT0000pOT
OpraHM3aINN

3HaeT OpUHOUATIEI W (QOPMBI  pPETUCTPALHA
JIOKYMEHTOB

3HaeT TEXHOJOTHI0, (QOPMBI W CPOKH KOHTPOJIS
VCIIOJTHEHHS JOKYMEHTOB

3HaeT TpeOOBaHMA K OpraHu3aIuu
JIOKyMEHTO0000pOTa B OpraHU3aLUH

3Haer TPUHLUIIBI OpraHu3aluu Tpyna
JICTIONPOU3BOJICTBEHHOTO TIEPCOHAIIA

3HaeT TEXHOJOTHMIO W TpaBWIa  OpPTraHU3ALUH
XpaHEHHs JIOKYMEHTOB

YMeeT mNpOBOAWTH aHAIM3 3TaloB  00PabOTKH

BXOJISIINX, UCXOMISIIUX, BHYTPEHHUX JTOKYMEHTOB B
OpraHU3aAIHH

VMeeT COCTaBIISITh CXEMBbI MapuipyToB JOKYMCHTOB

Ymeer IIPOBOJIUTh aHaJIn3 o0Bema
JIOKyMEHT0000pOTa CTPYKTYPHOTO MOJApa3cicHUs
WJIM OpraHu3aniu

YMeeT  MpPOBOAMTH aHamu3  (OpMHUPOBaHUS
WHPOPMAIIMOHHO-CITPABOYHON KapTOTEKH

YMeeT TpOBOJUTH aHAW3 JESATEIHHOCTH CITYKOBI
JA0Y

YmeeT ohopMisITh U HOPMUPOBATH €A ISl CIA4H B
apXWB, MIPOBOJIUTH SKCIEPTU3Y EHHOCTH
JIOKyMEHTOB, COCTaBIISITh HOMEHKJIATYPY A€, OMUCH
JIe

T1IK-3.11-3. YmeeT 3HaeT “H(OPMAITUOHHBIC TEXHOJIOTUN TUTS
MPUMEHATH MOJrOTOBKH, 0)OPMJICHHUS M IOUCKA TOKYMEHTOB
UH(QOpPMALMOHHBIE | YMeEeT  HWCIOJb30BaTh B JIOKYMEHTAIHOHHOM
TEXHOJIOTHHU B cepe | obecrieyeHHn  yIpaBJICHHSA nHGOPMAaLMOHHbIE
JIOKYMEHTAIIIOHHOTO | TEXHOJOTUH
obecriedeHust
yIpaBlIeHUS
OpraHu3alyu
3HaeT OCHOBHBIE TIOJOXKEHHS 3aKOHOJATENbHOM
0a3pl, JOKAIbHBIX AKTOB OpraHU3alMd B 00NacTH
ApPXMBHOTO JeNa
3HaeT BUABI apXUBOB, CTPYKTYpy I'A® JIHP
3HaeT NPUHLMIBI ydYeTa AapXWBHBIX JOKYMEHTOB,
BUJIBI YUETHBIX (DOPM; CPOKH W IMpaBUIiIa TPOBEACHUS
IK-4. Cnocoben IIPOBEPKU HAJIUYMSI U COCTOSIHUSL JOKYMEHTOB B
OCYILECTBIIATD apxuBe
PYKOBOJICTBO 3HaeT CTPYKTYpy CHCTEMBl Hay4YHO-CHPABOYHOI'O
HoJpasielieHueM anmapara K JIJOKyMeHTaM apXuBa
apxuBa IK-4.11-1. 3Haer TpeOOBaHHMS K CO3MAHUIO ONMTHMAIIBHBIX
Ananusupyer paboTy | ycioBuil XpaHEHHs! ADXUBHBIX JIOKYMEHTOB
[Tpodeccnonanbuplit apxuBa 3HaeT TpaBHIa KOMIUIEKTOBAaHUS  apxuBa H
crargapr 07.012 NPOBEJIEHHE TPOLEAYPHl  IKCIEPTH3BI  IIEHHOCTH
«Crienuanuct apxuBay, JIOKyMEHTOB
B

3Haer (GOopMBI M IIEM HUCHOJIB30BaHHS aAPXHBHBIX
JIOKYMEHTOB

VYMeerT NpoBOAWTH aHaIW3 pPabOTBl apXUBa, COCTAB
apXuBHOTO (h)OH/IA, €r0 HOPMATHUBHBIX TIOKYMEHTOB

YMeeT MNpoBOAMTH aHAIU3 HAayYHO-CIIPAaBOYHOTO
arnmapara apxuBa

YmMmeer ITPOBOJIUTH aHaJIn3 CHCTEMBI MEp




obecreucHus COXpPAaHHOCTHU MJOKYMCHTOB B apXHBC,
BbISIBJISATH HpO6JIeMBI

Vmeer IIPOBOAWTE aHAJIM3 HCIIOJIB30BaHUA apXHMBHBIX
JOKYMCHTOB

ITK-4.11-2.
Ob6ecrieunBacT
(YHKIIHOHUPOBaHHE
CHCTEMBI apXUBHOT'O
XpaHEHUs I

3HaeT OCHOBBI YIIPABJICHUS apXUBOM

3HaeT npaBuiia 0QOPMIICHHS YUETHBIX U CIIPABOYHO-
MMOMCKOBBIX JJOKYMEHTOB apXuBa

3HaeT ImpaBwjia U MPUHOUIIBLI SKCIICPTU3BI HeHHOCTeﬁ

Opra”Hu3aiu
3HaeT MpaBuia HCITOJTHCHUS 3aIpoCoOB
MoJab30BaTeNIe
VYMeeT COCTaBIISITh W 3aloJIHATh  YYETHBIE

JMIOKyMEHTBI apxuBa; O(GOPMIIATH AOKYMEHTHI ITO
pe3ynpTaTaM TPOBEPKH HAIWMYUS W COCTOSHUS
JIOKYMEHTOB

VYMeeT cocTaBIATh CIIPABOYHO-TIOUCKOBBIE CPEACTBA
K JOKYMEHTaM apXHBa

YMeer OpuUHUMATh JOKYMEHTHI  Ha
XpaHEHUE;  TMPOBOAUTH  SKCIEPTU3Y
JIOKYMEHTOB 1 0POPMIISITh €€ Pe3y/IbTaThI

apXHuBHOE
[ICHHOCTH

YMeeT NpUHUMATh y4acTHE B IPOLECCE HCIOTHEHHS
3aIlpOCOB MOJIb30BaTENEH

ITK-4.1-3.
O0ocHOBBIBaET
PEKOMEHIAINH T10
COBEPIIICHCTBOBAHHIO
paboThI apxuBa

3HaeT BUABl MHOOPMAIMOHHBIX TEXHOJOTUH st
opraHuzaiyy paboThl apXuBa

3HaeT METOOBI U CIOCOOBI
paboThI apxuBa

COBCPIICHCTBOBaHUA

YMmeeT paboTath ¢ MHGOPMAIMIOHHBIMU CHCTEMaMH H

MPOrPaMMHBIMU ~ CPEJICTBAMH, HCHOJIB3YEeMBIMH B
apxuBe
Ywmeer pa3pabaTbIBaTh peKoMeHAaIn 1o

COBEPIIICHCTBOBAHUIO PAOOTHI apXyBa

IIK-5. Cnocoben
OCYIIECTBIISTD
aJIMUHUCTPHUPOBAHKE U
OpraHU30BEHIBATH
JOKYMEHTAIlMOHHOE
obecrnieueHue paboOTHI C
HEPCOHATIOM

IK-5.1-1.
AHanuzupyer
MPOIIECCHl PabOTHI C
MEPCOHAIIOM U HX

3HaeT MpaBOBbIE (YHKIIMOHUPOBAHUS

KaJpOBOH CITyKOBbI

OCHOBBI

3HaeT cocTaB, Ha3HAuYEHHE M INpaBuUia OPOPMIICHUS
KaJpOBOU TOKyMEHTALIUU

AOKYMEHTALMOHHOC | 3yqer  mpomecchl paboThl ¢ MEPCOHAIOM U HX
obecnevenye JOKyMEHTAIHLHOE 00€CTIEUEHHE
YMeeT cocTaBiATh HW  OQOPMIIATH  KaApOBYIO
JIOKYMEHTAITHIO
YMmeerT aHanM3UpPOBaTh JOKYMEHTOOOOPOT KaJpOBOMH
CITyKOBI
Ymeer o0ecrieunBaTh JOKYMEHTaJIbHOE
COTIPOBOX/ICHNE KaJPOBBIX MPOIIECCOB
IK-5.1-2. 3HaeT conepKaHue M CTPYKTYypy WH(GOPMAIIIOHHOTO
ConpoBoXaaeT o0ecrieyeHus yIpaBiIeHUs IEPCOHATIOM
MH(pOPMALOHHOE 3HaeT MH(POPMAIMOHHBIC CHUCTEMBI W TEXHOJIOTHH,

obecnieueHue paboTsI
C MIePCOHATIOM

MIpUMEeHsAeMbIe B paboTe ¢ IepCOHATIOM

VMmeer aHanu3upoBaTh WHPOPMAIHIO O TIEPCOHAITY
U MEPEHOCHUTh ¢ B WH(POPMAIUOHHBIE CHUCTEMbI U
0asbl JaHHBIX

Ymeer pabotath ¢ HHPOPMAITMOHHBIMA CHCTEMaAMH H
0azamMu  JaHHBIX IO BOmpocaMm  obOecredeHus
MIEPCOHAJIOM

YMeeT NONb30BaThCs MOUCKOBBIMH CHCTEMaMH M
WHPOPMAITMOHHBIMH pecypcaMu B 001acTH paboThI ¢




MIEPCOHATIOM

5. KPUTEPUU OLHEHKHU PE3YJIbTATOB CJAYU I'OCYJAPCTBEHHOI'O
9K3AMEHA

Tabmuna 5.1. — Kpurepun onieHKr pe3yabTaToB CAaYM TOCYJAPCTBEHHOTO YK3aMEHa

Onenka no
HOMHUHAJLHOM’ Kpurtepun oneHkH pe3yibTaToOB ¢1a44 rocyJapCTBEHHOI0 JK3aMeHa
mIKaJjge

OTtan4HO Pesynbrar O0O0ydeHHS T[OKa3pIBaeT, 4YTO BBIMYCKHUK CHOCOOCH
WCIONB30BaTh CBEACHUS W3 PA3IMYHBIX HCTOYHHMKOB JUIA  YCIEIIHOTO
UCCIICNOBAaHUA M  IIOMCKA PpEIIEHMH B  HECTAHNAPTHBIX  IPAKTUKO-
OpPUEHTUPOBAHHBIX CUTyauusx. OOyJaroMics MOKa3bIBAET BHICOKHH YPOBEHB
TEOPETUYECKUX U MPAKTUYECKUX 3HAHUM, BUIUT MEXIUCLUILIMHAPHBIE CBA3H.
IIpodeccuonanbHO, rPaMOTHO, HOCIEN0BATENBHO, XOPOILIUM SI3BIKOM H3J1araet
Mmatepuai, GopMyaupyeT BbIBOIBL. Ha BOmpoCH! 4iICHOB KOMHCCHH OTBEYAET
KpaTKO, apryMEHTHUPOBAaHO, YBEPEHHO, MO CYyIIECTBY. JIOCTUTHYTHII ypOBEHb
OLICHKM PE3yJIbTAaTOB OOYYEHUS MO HANpaBICHUIO IOATOTOBKH SIBISIETCS
OCHOBOH 111 ()OPMHUPOBAHMSI KOMIIETCHIIUH, COOTBETCTBYIOIINX TPEOOBAaHUIM
I'OC BIIO.

Xopomio PesynbTaT 00y4eHuUs MOKA3bIBAET, YTO BBITYCKHUK MPOJIEMOHCTPHPOBAT
pe3ysbTaT Ha YpPOBHE OCO3HAHHOTO BIIQJICHUS YYCOHBIM MaTepUallOM U
YUeOHBIMA  YMCHUSMH, HaBBIKAMH W  CIOCOOAMH  JICATEIBHOCTH B
npodeccuoHanbHOW  00nacTh;  crmocoOeH — aHaNM3UpOBaTh, MPOBOIWTH
CpaBHEHHE U OOOCHOBaHME BHIOOpA METOJIOB PEIICHUS 3aJaHUi B MPAKTHKO-
OPUCHTUPOBAHHBIX CUTYaIMsX. BBIMYCKHUK TIOKa3bIBACT JIOCTATOYHBIN
YpOBeHb MPO(PECCUOHANBHBIX 3HAHWW M BIAJACHUN, CBOOOIHO OIEpPHPYET
HOHITUSIMU, METOJIAMU OLICHKH MPUHSTHUS pelieHuid. FiMeeT mpeacTaBieHue o
MEKIUCIUIUTHHAPHBIX ~ CBS3SIX, yMEET  AHATU3UPOBATh  MPAKTHYCCKHE
CHUTYaIIUH, HO JIOMYCKAeT HEKOTOPhIC MOrpeHocTH. OTBET MOCTPOSH JIOTHYHO,
MaTepHajl U3JIaraeTcsi XOPOLUIUM SI3BIKOM, HO TIPH 3TOM JOMYCKaeT HEKOTOpBIE
HEe3HAUUTEbHbIE HETOYHOCTH. Bompockl, 3amaBaembie uineHamu ['AK, He
BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYyTHCHUH.

YaoBaerBsopu- Pesynbrar 0OydeHHsT TOKa3bIBAaeT, YTO BBINYCKHMK 0OO0JagacT

TeJbHO HEOOXOMMOMN CHCTEMOM 3HAHUH U BJIaJIe€T HEKOTOPHIMHU HaBBIKAMU; CIIOCOOEH
MMOHUMAaTh W WHTEPIPETUPOBATH OCBOSHHYIO HH(OPMAINHIO, UYTO SBISETCS
OCHOBOW ycmemHoro (pOopMHpPOBaHWS yMEHHWH W HAaBBIKOB IS PEIICHUS
MPaKTUKO-OPUEHTUPOBAHHBIX 3a/1ad. BBIMYCKHUK MOKAa3bIBACT JOCTATOYHBIC
3HaHUS, HO IPU OTBETE OTCYTCTBYET HOJDKHASL CBSI3b MEXKAY AaHaJIU30M,
aprymeHtauued u BbiBogamu. Ha moctaBnennsle uneHamu ['AK Bompocsl
OTBEYACT HEYBEPEHHO, JOITYCKAET MOTPEITHOCTH.

Heynosaersopu- Pesynprar oOy4ueHHs CBHIETENHCTBYeT 00 YCBOEGHHM HEKOTOPBIX

TeJbHO SIIEMEHTAPHBIX 3HAHUU KIIOYEBBIX BONPOCOB. JlomylieHHBIE OMIMOKK U
HETOYHOCTH IPH YCTHOM OTBETE IOKa3bIBAIOT, YTO BBIMYCKHUK HE OBIAAEI
HEOOXOJMMOM CUCTEMOH 3HaHWH MO0 HANPABICHHUIO TIOATOTOBKH, 3aTPyIHAETCS
NIpU aHaJIu3€ NpPaKTHYECKHX cuTyanui. He MoxeT NnpuBecTH NpUMEpHl W3
peabHOM MpakTHKKU. HenmpaBuibHO OTBEYAeT Ha JONOJIHHUTEIbHBIE BOIPOCHI,
noctapneHHble wieHaMu 'AK, wim 3aTpyaHseTcs ¢ OTBETOM.

HToroBas oIleHKa TOCYAAapCTBEHHOTO 3K3aMEHa OINpeNeNseTcss IMyTeM IepeBoja IaHHBIX
100-0annpHOM mKasbl B 4-X 6aubHYI0 HmKany U mkany no cucreme ECTS (tabi. 3).



Tabmuua 5.2 - Ilopsiaok oueHUBAHUS Y4eOHBIX T0CTHKEHHIT 00yUyaromuxcs

OlLeHKa 1o Ouenka o 100- OrneHka 1Mo rocy/1apCTBEHHOM IIKaJIe
mkane ECTS | OannbHOi mkane | sk3ameH, qudQepeHpPOBaHHbIH 3a4eT 3ayer
A 90-100 5 (OTIIMYHO) 3a4TEHO
B 80-89 4 (xoporo) 3a4TEHO
C 75-79 4 (xoporio) 3a4TEHO
D 70-74 3 (yIOBIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (YAOBJIECTBOPHUTEIHHO) 3a4TEHO
FX 35-59 2 (HEeyIOBJICTBOPUTEIILHO) C HE 3a4TECHO

BO3MOXXHOCTBIO HOBTOpHOfI arrecrauguu

F 0-34 2 (HEeyOBJIETBOPUTEIHHO) C HE 3a4TEHO
BO3MOYKHOCTBIO TIOBTOPHOH C/1auu TpH
YCIIOBUU 00513aTeIHHOT0 Habopa

JOITIOJIHUTCIIBHBIX 0asuoB

5.2. TunoBble KOHTPOJIbHBbIE 3a/IaHUS HJIM HMHbIe MaTepHAJbl, HEOOXOIMMbIE IS
OIleHKH Pe3yJbTATOB OCBOEHHS OCHOBHON NMpodeccnoHaIbHOI 00pa30BaTeIbHOI MPOrpaMMBbl

5.2.1. Illepeuensv 60npocos, bIHOCUMBIX HA 20CYOAPCHMBEEHHDBLIL IK3IAMEH

ABTOMaTU3UPOBAHHBIE TOKYMEHTAlMOHHbIE TexHOoJoruu CO/I.
bubnuorpaduyeckoe onucanue: onpeaesieHue, Ha3HaueHUe U GYHKLUU.
Bune! u knaccudukanys apxuboB. TexHOIOrus XpaHEHHS TOKYMEHTOB.
Bunsl u pesynbTarel 6uM0arorpadguueckoil 00paboTKH JOKYMEHTOB
Bunbl u xapakTepucTiKa CUCTEM NOIAEPKKU MPUHSITHS PEIICHUH.
Buasr ncTouHnKOBOM HHPOpMAITIH.
BrenpeHnue cucteM S3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa Kak MpoekT. OO0ocHOBaHHE
BbIOOpa COJI a1 mpeAnpUsATHIA, OpraHu3aluid, YUpekIeHUH Ha OCHOBE ONPEeNICHHBIX KPUTEPHEB.

8. Heramms3upoBarh OuszHec-mponecc «PerucTpanust U KOHTPOJIb MUCTOTHEHUS BXOISIIMX
JIOKYMEHTOB.

9. HokymeHnT wu wuH(pOpMamus: ONpeneleHWe TOHATHH, (QYHKIWH, CIIOCOOBI
JIOKyMEHTHUPOBAHHS.

10. HoxymeHTabHOE O(OPMIICHUE y4YeTa JICHEKHBIX CPEICTB Ha pACUETHOM CYETe U Kacce
OPEIIpPUATHSL.

11. JdoxymeHTanbHble cUCTEeMBl. JIOKYMEHTHBIE pecypchbl. YHHU(PUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTaI1H.

12. JlokyMeHTHpOBaHHE BO3HUKHOBEHUS M MTPEKPAIICHHUS TPYJOBBIX OTHOIICHHIA.

13. JlokyMeHTHpOBaHME U perjaMeHTalus JesTeldbHOCTH mnpeanpustus. Cucrema
OpraHU3aI[MOHHO-TIPABOBBIX JIOKYMEHTOB.

14. JloxymeHTHpOBaHHE (PMHAHCOBO-XO3AUCTBEHHOMN NEATEILHOCTH MPEIIPUATHSL.

15. JJoxymeHTupOBaHHas HH(pOpMaIUs KaKk 00BEKT HHPOPMAIIMOHHBIX IPABOOTHOIICHUH.

16. JloxymMeHTOOOOpOT OpraHU3alliy, €ro MapaMeTpsl U CIIOCOObI ONTUMHU3ALIUH.

17. JKv3HeHHbIN LMKI CO3/1aHusl, pa3BUTHS M IKCITyaTalluy WH()OPMALIMOHHON CHCTEMBI B
yIpaBJICHUH.

18. 3aronoBok OHOIHMOTrpadUUECKOM 3aITUCH U €TO BHIBI.

19. 3aronoBok MyOIMKYeMOTo JIOKyMEHTa, €ro Ha3Ha4eHUe, COCTaB AJIEMEHTOB M MOPSIA0K
UX PacroJIOKEHUS.

NookrwnpE
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20. 3akoHonaTenpHas pErJIaMEHTAIUsl JOKYMEHTAI[MOHHOTO OOecreueHHs YIpaBICHUs B
Hownernkoit Haponuoit Pecrrybnuke.

21. ladopmarimonHoe oOecredeHne YIpaBICHUS: CTPYKTypa, OpraHu3anus, TpeOOBaHUSI.
Hcnonb30BaHue TOKYMEHTAJIbHBIX CUCTEM M 0a3 IaHHBIX B YIIPABICHHUH.

22. VndpopmanMoHHbBIE pECYPChl: CYIIHOCTD, KJIacCH(PHUKAIN, 0COOCHHOCTH.

23. Knaccudukanus NOKyMEHTOB B mpenenax apxupa. OmpezeneHue IpaHHL] apXHUBHOTO
donma

24. Knaccudukanus M Ha3HauYCHHE MPOTPAMMHBIX IPOAYKTOB CHCTEM 3JEKTPOHHOIO
JIOKyMEHTO000pOoTA.

25. Knaccudukanus M XapakTepucTHKa HH(OPMAIMOHHBIX CHUCTEM C YYE€TOM YpPOBHEH
yIIpaBJICHUS MPEATIPUATHEM.

26. Knaccudukanus nHGOPMAIMOHHBIX CHUCTEM IO XapaKTepy HCIOJIL30BaHHUS M cdepe
NPUMEHEHHS B JOKYMEHTOBEJCHUN U ApPXUBOBEICHHUH.

27. Knaccudukanus BICTOPUUIECKUX HCTOUYHUKOB.

28. Knaccudukamuss cucteM: 1O MPOUCXOKIACHHWIO, TIO CJIOXKHOCTH, IO CTEICHU
U30JIMPOBAHHOCTH OT CpeJibl, 110 XapakTepy (yHKIMOHUPOBAHUS, IO CIIOCO0AM 3a/aHus LeleH, 1o
crocobaM yrnpaBJieHUS.

29. KoMMyHUKaIMOHHAsI TOJUTHKA B MApPKETUHI€ HHPOPMALMOHHBIX MPOYKTOB U YCIYT.

30. KommiekToBaHHe TOCYNApCTBEHHBIX AapXWBOB JOKyMEHTaMH [ OCyZapCTBEHHOTO
ApxusHoro (oHfa.

31. Kputepun BbineneHus: KOHQUACHIMAIBHBIX JOKYMEHTOB M3 OOIIEro TOTOKa
HOCTYMAOUIUX JTOKYMEHTOB.

32. Mexaynapoanslii ctannaptHeiii Homep kaurn (ISBN). ABropckuii 3HaK.

33. MeHeKMEHT U MapKEeTUHT B apXUBax

1. Mecro U poib LEHOBOH TONHUTUKMA B KOHILEMIIMH MapKeTHHTa WH(MOPMAIMOHHBIX
HPOAYKTOB U YCIIYT.

34. MeToauKa cOCTaBJICHUsI HOMEHKIATYPHI JEII.

35. MeToab!l ¥ TOPU30HTHI INIAHUPOBAHUS XO3IHCTBEHHOM EATETbHOCTH MPEIIPUSATHSL.

36. Moaens B3auMoeCcTBHSI OTPHITHIX cucteM OSI.

37. MotuBanus 1 MOTUBAI[MOHHBIH MpOILIECC.

38. Haznauenue u ocHoBHble pyHKIH MRP-cucrem. Ctpykrypa MRP-11 cucrem.

39. HayuHo-cripaBOYHBIH anmapar J10KyMEHTaTIbHON MyOIUKAIIH.

40. HayuHo-cripaBOUYHBIN ammapar JOKYMEHTAIBHOH MyOInKaIny.

41. HopMaTuBHO-TIpaBOBass M HOPMAaTHUBHO-METOAMYECKass 0a3za JeJONpOMU3BOJCTBA B
Honernkoit Haponuoit Pecriyonuke.

42. HopMaTHBHO-TIPAaBOBbIE aKThl, OTPAHUYMUBAIOLIME JOCTYI K apXUBHBIM JJOKYMEHTaM.

43. OOOCHOBAaTh TEXHOJOTMYECKHE ¥ OPraHW3alMOHHBIC TPEHMYILIECTBA AIIEKTPOHHBIX
JIOKYMEHTOB.

44. OObscHUTE, KAKME OCHOBHBIE HANIPABICHUS Pa3BUTHUS JEIONPOU3BOJICTBA CIOKUINCH B
CCCP.

45. Onumure ¥ IeTaau3upynTe OuzHec-mporecc «Perucrparus U KOHTPOIh UCIIOTHEHUS
BXOJISIIIUX JOKYMEHTOB.

46. OcHOBHBIE HANPABJICHUSI COBEPIICHCTBOBAHMS HH()OPMAIIMOHHOH IS TETBEHOCTH.

47. OcHOBHbIE 3Tallbl PEUMHXMHUPHUHTA OM3HEc-TporieccoB (oOmue moHsTus). OCHOBaHUS
JUIsL Hayasia paboT M0 peuHKUHUPHUHTY.

48. OcoOeHHOCTH AeNmOBOM mepenuckd. Buasl mmcem. Benenue snekTpoHHOH 1enoBoi
TIEPEICKH.

49. Oco0eHHOCTH AOKYMEHTAIBHOTO O(QOpPMIICHHS OIEpaluii M0 HAYMCICHUIO M BHIIJIATe
3apa0OTHOM TIIaTe.

50. OcoGeHHOCTH U BUIbI HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

51. OcobenHoct HHPOPMAITMOHHOTO MAPKETHHTA.

52. OCoOGEHHOCTH COCTaBJIEHUS] COBMECTHBIX MPUKA30B.
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53. Oc¢opmiienue KOmuil ¥ BBIMUCOK U3 CIYKEOHBIX TOKYMEHTOB.

54. OxapakTepu3oBaTh COCTABIISIONIHE AIIEMEHTHI CHCTEMBI AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa M TEepevyeHb BOIMPOCOB, KOTOPHIE pEIIAIOTCS Ha KaXIOM U3 ypPOBHEH
yIIpaBJICHUS.

55. Tlonsarue, cBoiicTBa, MPU3HAKU U (DYHKIIUU JTOKYMEHTA.

56. IIpaBoBbIC OCHOBBI PACCEKPEUYMBAHUS APXUBHBIX JJOKYMECHTOB.

57. IlpuBecTH XapaKTEPUCTUKY M HPHUMEPHI CHCTEM, KOTOpPBHIE HAXOAATCS B PEKHMAX
pa3BUTHS U QYHKIIMOHUPOBAHHUSI.

58. Ilpunoxenus kK nmpukazam: opOPMICHHE CCHUIOK U OTMETOK, BHECEHHE N3MEHCHHIA.

59. [IpuunHBI BOSHUKHOBEHHS U 0COOEHHOCTH KOMIIAaHUW HOBOTO THIIA.

60. IIpodeccronanbHble 3a1a4yd, KOTOPbIE JODKEH KOMIIETEHTHO pelath OakamiaBp
JIOKYMCHTOBE/ICHUS 1 apPXUBOBEIICHHSI.

61. Coop u obpaboTka mHPOpPMANMK TPU TUIAHUPOBAHUH ACSITEILHOCTH OpraHU3alluu U
NPUHSATHH YIIPABICHYSCKUX PEIICHUH.

62. CocraB u kiaccuuKamus YIpaBIICHYCCKUX TOKYMEHTOB. COBpEMEHHBIC CIOCOOBI
JOKYMCHTHUPOBAHUS YIIPABICHYCCKOHN JICATEILHOCTH.

63. Crpykrypa ynpasierus HTepHET U KIIMEHT-CepBEpHas apXUTEKTypa CETH.

64. CtpykTypHas CBS3HOCTh TEKCTa JICJIOBOTO JOKYMEHTAa: IIOHITHE, Ha3HAYCHUE,
PUMEPHI.

65. CymHOCTb U OCOOCHHOCTH JOKYMEHTHOW KOMMYHHKAIIHH.

66. CymHOCTb U cojiepKaHUe OCHOBHBIX (DYHKITUI yIIpaBJICHUSI.

67. TaiiM-MEHEDKMEHT KaK CHCTEMa YIPABJICHUSI BpEMEHEM PYKOBOIUTEIIS.

68. dakToppl, MPUBOMAIIME K YTpaTe H TOBPEXKICHUSIM JOKyMeHTOB. (OOecrnedeHue
COXPaHHOCTH apXUBHBIX JOKYMEHTOB.

69. ®axThl, CBUACTENBCTBYIOIIME O CYOIECTBOBAaHHHM Yy YEIIOBEUECTBA MAarHUTHO-
WH(POPMAIIMOHHOM 3aBUCUMOCTH.

70. XapaktepHucTuKa ypoBHEH peanu3anun nH(HOPMAIIMOHHON 0€3011acHOCTH.

71. XapakTepHuCTHKa, Ha3HauU€HHE, OCHOBHbIE KOMIIOHEHTHI HH(OPMAIIMOHHOM TEXHOJIOTHU
00pabOTKHU JaHHBIX.

72. Ienu u popMbI UCTIOIB30BAHUS APXUBHBIX JOKYMEHTOB.

73. Lenu, METONBI ¥ TIOJXO/IBI B YIIPABIEHYECKOM aHAIIN3E.

74. DxcnepTH3a LEHHOCTH JJOKYMEHTOB: LIEJIH, 337ja4i U METO/Ibl €€ IPOBEICHUS.

75. IlpoBecTn aHalM3 CUCTEMBI AJIEKTPOHHOTO JOKyMEHTOoOOpoTa. Pesynbrar 3aHectu B
TabNuILy.

[Tpuznak Tun o6bexra o O6ocHoBaHMe

I KJIacCU(pUKaLUU MIPU3HAKY MIPUHAUIEKHOCTH

HpOBCCTI/I OIMUCAHUC CUCTEM, TPHUBOAA MTOJHBIC OTBCTHI HA CIICAYIOIIUC ITYHKTBI:

- ompeAeNeHUe OCHOBHOU Ieu (QYHKIIMOHUPOBAHUS CUCTEMBI,
- aHaJIN3 CUCTEMBI 110 BCEM OCHOBHBIM IIPU3HAKAM;
- ompeAeNeHue MoJIe3HOCTH (TOTPEOHOCTH) CHCTEMBI JIJIs 00IIecTBa (4eJI0OBEKa).

522 Tunoevle  NPaKmMuUKO-OpUEHMUPOBAHHbBIE  3A0AHUA,  GLIHOCUMbIE  HA
20¢y0apcmeenHblil IK3aMeH

3aoanue 1. Onpenenure BUA JIEIOBOrO MUChbMA MO (YHKIHOHAIHLHOMY HA3HAYEHUIO, IO
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CTETIEHHU JIOCTYITHOCTH cojJepXalieiics B HeM nHpopmanuu, mo oobeMy, 1Mo BUIy UHGopManuu, no
KOMITO3UIIUH, IO CTHIIIO U3JI0KEHUS.

3aoanue 2. Yxaxure HETOYHOCTH B O(OPMIICHUH MH(POPMALMOHHON M CIy)eOHOW yacTu
JIeJI0OBOTO MHUChMa.

3aoanue 3. OTpenakTupyiTe BBICKA3bIBaHUS OQUIIUATBHO-IACIOBOTO CTHIIS. YKAKUTE BUJ
PEUYCBOM OITHOKH.

3aoanue 4. Onummre CTPYKTYypy (KOMIMO3UIIMIO) JIEIOBOTO TMHChbMA, BBIJCIHUTE
COCTaBJIAOLIME NH(OPMALIMOHHOMN U CITY>KEOHOH YacTH.

3aoanue 5. Packpoiite aOOpeBUATypy U YKQKUTE IMOJHOE HaWMMEHOBaHHE (eleparbHbIX
OpPraHOB UCHOJHUTEIBHOM BIACTH.

3aoanue 6. Haiinure ommOKy B 3amucH 00 YBOJBHEHUHM, BHECEHHBIE B TPYIOBYIO KHHKKY
pabOTHUKA, YBOJEHHOTI'O 3a [OSIBIIEHUE HAa pPa0OTEe B COCTOSIHUU AJIKOT'OJIBHOT'O ONbSHEHHUS.

3aoanue 7. Haiinure omMOKM B JIOKJIAJHON 3alMCKEe O NEpeBOje pabOTHUKA C OAHOM
JIOJDKHOCTH Ha JIPYTYIO U BHECEHUU U3MEHEHUH B LITATHOE PACIUCAHUE.

3aoanue 8. Odpopmute HEOOXOIUMBIE TOKYMEHTHI Ha OT3BIB 3asBICHHUS 00 YBOJIIbHEHUH.

3aoanue 9. Haiinure om0k, TONMyLEeHHbIE TPU 0(hOPMIIEHUN YBeAOMIIEHUS! paOOTHHKA O
BPEMEHM HayaJla OTIIyCKa.

3aoanue 10. Haiinute ommOKM, AONYIIEHHBIE IPU COCTABICHUU CIIY>KEOHOr0 MUCbMA
YBOJIEGHHOMY COTPYJHHUKY O BbIJJa4€ TPYJOBON KHHUKKH.

3aoanue 11. Haiingure ommOku npu o(OpMIICHUHU 3asBICHUS O IEpeHOCe OTIYCKa Ha
JIPYTrOf CPOK.

3aoanue 12. Yxaxure, Kakue OMMOKU ObUIM JOMYLIEHbI IpU OGOPMIICHUH NpUKaza 00
YBOJIbHEHUU pa0OTHHKA B CBA3HU C COKPAILIEHUEM IIITATOB.

3aoanue 13. VYxaxure, Kakue HEOOXOIUMbIE PEKBU3UTHI OBbUIM MPONYLIEHbl MpU
odopMIIEHHUU PEIICHHS 00IIEro cOOpaHus OpraHnu3aiuu (YIpexaeHus).

3adanue 14. Ykaxute, Kakue M3 IEPESUUCICHHBIX COOpaHWM, COBEIIAHWM, 3acelaHui
HOJIeXKAT 0053aTEIILHOMY MPOTOKOIMPOBAHUIO.

3aoanue 15. Haiimute omumOKM, AONYIIEHHBIE IPH COCTaBIECHUHU Telle()OHOTPAMMBI,
HE0OXOMMON B KOHKPETHOW yNpaBIEHUECKON CUTYaI1H.

3aoanue 16. PacctaBbTe B MPaBWIBHOW MOCIIEA0BATENILHOCTH ITAIbl COCTABIEHHUS CBOJIHON
HOMEHKJIATyphI JIeJ:

1. CornacoBanue MpoeKTa CBOAHON HOMEHKJIATYpPHI I C JINLIOM, OTBETCTBEHHBIM 32 apXUB

2. CocTaBiieHHE MPOEKTa CBOJTHON HOMEHKIIATYPHI JIETT

3.IToanucanue cBOJHOW HOMEHKIIATYPHI A€l PYKOBOJIUTENEM CIIYKObl JOKYMEHTALMOHHOTO
oOecrnieueHus yrpaBiIeHUs

4. YTBepKieHUE CBOJHOM HOMEHKIIATYPHI 1€ PyKOBOIUTEIEM OpraHU3aluu

5. CocTaBrieHre HOMEHKIIATyphl €)1 CTPYKTYPHOI'O OIpa3esieHus

6. Perucrpanus cCBOIHOI HOMEHKJIATYPHI €T

7. CornacoBaHM€ NpPOEKTa CBOJHON HOMEHKJIATYpbl JI€d C HKCIEPTHO-IIPOBEPOYHOM
KOMHCCHEN apXMBHOI'O OpraHa

8. CormacoBaHve MpPOEKTa CBOJHOM HOMEHKJIATYPBl 1€l C OSKCHEPTHOW KOMHCCHEU
OpraHu3anuel (LeHTpaIbHONW SKCIIEPTHON KOMHUCCHEN)

3aoanue 17. CpencrBamu TekcToBOro mpoieccopa Word cOCTaBUTh CIIOXKHBIA MpPHUKa3 1O
anuHoMy coctaBy OOO «Bektop»: npuHATh Ha paboTy Oyxrantepa 1 kareropuu Msanory K. C.;
nepeBecty Tokapesa M.K., 3x0HOMHCTA, HA JOJDKHOCTh MAPKETOJIOra B CIIydae IPOU3BOACTBEHHOM
HeoOxoauMocTH Ha 1 mecsw; o0baBUTh OnaronapHocts Kazannesy B.B., cnennanucty miaHoBOro
oTAeNa, 3a ydJacThe B TOATrOTOBKE BbICTaBKH «TexHuka-2015»; BBIHECTH AMCUUILUIMHAPHOE
B3bICKaHHE B (OpPME BBIFOBOPA 3a CHCTEMATHYECKOE OMNO3/laHHEe Ha paboTy 3JEeKTpociiecapro
ITetpoy M. HW.; yBomute Ilpouenko E.B., knagoBummka, B CBSI3M C CHUCTEMaTUYECKUM
HEBBINIOJTHEHHEM paOOTHUKOM CBOMX 00s3aHHOCTEH 0e3 yBaKUTENbHBIX MPUYMH, BO3JIOXKEHHBIX Ha
HEro TPYIOBBIM JOTOBOPOM.

3aoanue 18. TlpoBectn cpaBHUTENbHBIN aHanu3 cucreMm "BY3" u "TOPOJ", ykazath ux
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CBSI3U C OKPY’)KAIOIIEH cpeioil, BXOAHBIE U BHIXOAHBIEC TAPaMETPbl, BO3MOYKHbBIE COCTOSIHUSL CUCTEM,
nojcuctemMbl. OXapakTepu3yuTe CUCTEMBbI C YU€TOM KpUTEpHEB Kiaccu(UKaIIIH.

3aoanue 19. CpencrBamu TekcToBOTO nporeccopa Word opopmure ciyxeOHOE THCHMO, B
KOTOpOM HUJEeT peub O HampaBieHun naptHepam — OOO «Bektop» — MOANHMCAHHOTO H
CKperyIeHHOro mevarbio joroopa Ne 2013-25-07 ot 24.04.2015 ¢ mpoTOKOJIOM pa3HOTJIACHIA.
BripaxkaeTcst mpocs6a moamnucarh MpOTOKOJI Pa3HOITIACUH, CKPENUTh MeYaThl0 U OJUH SK3EMILIAP
BBICJIaTh B Balll ajpec B TeueHue 10 guei.

[Tpunoxenus: 1) noroBop B 2 9k3. (Ha 6 JMcTax); 2) MPOTOKOJ pasHoriIacuii B 2 7k3. (Ha 2
JUCTAX).

3aoanue 20. Coznate GopMy KypHajga pEerucTpanvd KOppecrnoHAeHIUH (rmucem) B MS
Office Excel, coxmepxamyro ciemyonme o0s3arenabHble  Tpadpl:  jgara  HOCTYIJICHHSA,
PETrUCTPALlMOHHBIA HOMEp, KOPPECHOHJEHT (aBTOp JOKyMEHTa), JaTa U HOMEp JOKyMEHTa
(ucxomsmuii), BUA JOKYMEHTA, KPaTKOE COJepKaHUEe JOKYMEHTA (3ar0J0BOK), PE30JIIOIHSI, OTMETKA
O BBITIOJIHEHUU JIOKYMEHTA.

3aperucTpupoBaTh  MUCHMO-TIPEAJIOKEHHE,  MHCHMO-3allPpOC,  MUCBMO-TIPOCEOYy €
PE30IIONMSIMA T€HEPATILHOTO TUPEKTOPA, 3aMECTUTENSI TeHEPAIbHOTO JUPEKTOPa, KOMMEPUYECKOTro
JMPEKTOpPa COOTBETCTBEHHO.

OcyimecTBUTh (PHIBTPAIMIO JAaHHBIX JKypHalla PErHUCTpallid, KOTOpas IMOMOXET HaWTh
NUChbMa, OTOOpPAHHBIE 1O PA3NUYHBIM KPUTEPHSIM: 1O BHUIY JOKYMEHTA, 10 KOPPECIOHIEHTY, B
COOTBETCTBUU C PE3ONIONUAMHU JODKHOCTHBIX JHIl. [IpoBEeCTH MHOTOypOBHEBYIO (DHIIBTPAIUIO
JAHHBIX, OCYIIECTBISIONIYIO MOMCK BCEX JIOKYMEHTOB C PE30JIIOLMEH TeHepalbHOTO JWPEKTOPA,
nonydeHHbIX 11.05.2016, u OTCOpTHpPOBAaHHBIX B YKa3aHHOM IMOpSAKE: C Hadajla — MHUCbMa-
NPEIOKEHHS, 3aT€M — IIMCbMa-3aIpOChl, B KOHIIE — MMChMa-TIPOCHOBI.

3aoanue 21. Odopmure 3asBlieHHE CEKpeTaps COTJAacCHO pacCMaTpPUBAaEMOW CHUTYaIUU.
JIOKyMEHT JOJDKEH COAep)KaTh BCE HEOOXOIMMBIE PEKBHU3HTHI, KOTOPHIE OTOOPaKArOT OCHOBHBIC
sTanbl paboThl ¢ JaHHBIM JOKyMeHTOM. Ompenenute, 00si3aH JH PYKOBOJIWUTENb OpPTaHU3AlUU
IPEJOCTABIIATh pAOOTHUKAM YacTh €KErOHOTO OIUIAYMBAEMOT0 OTITYCKa 110 MX MPOChOE; MOKET JIN
pabOTHUK MPOCHUTH U MOJIYYUTh YacTh OTIYCKA B PA0OUYMX JHAX.

Cexperapp Kortoa M. C., paboraromas B 3A0 «IIpoMcBs3by», oOpaTuiach K JTUPEKTOPY
opranuzaiun ['yzeeBoil JI. A. ¢ mpocbOoif 0 MpenoCTaBIEHUM € YacTH €KEroJHOro OTIyCKa
MIPOJIOJDKUTENBHOCTRIO 5 mHeH, ¢ 21 mo 25 maprta 2016 . Borpoc 06 oTiycke ObUT COTJIACOBAH C
HayalbHUKOM cekperapuata Mopo3oBoit O. A. PykoBoauTtenb OpraHu3al HE COTJIACHIICA C
IPEJIOCTaBIEHUEM OTITYCKa B YKa3aHHBIN CEKpeTapeM MepHo/, T. K. OH OXBAThIBAJ TOJIBKO pabodne
JTHU U HE BKJIIOYAJl BBIXOHbIE THH, KOTOPbIE TaKXkKe BXOJAT B €KETOJHBIN OIIaYMBAEMBbIH OTITYCK.

3aoanue 22. C nomoisto Microsoft Word cripoextupoBaTh 00mIMii OJ1aHK ¥ OJIAaHK MHUChMa
KOHKPETHOW OpraHu3alMy C YIJIOBBIM M MPOAOJBHBIM PACIOJOKEHUEM PEKBU3MTOB Ha (opmare
A4.

Ha ocHOBe OCHOBHBIX OJIAaHKOB CIIPOEKTUPOBATh BCIIOMOTaTeNIbHbIE OJAHKU: KOHKPETHOTO
BUJAa JOKYMEHTa OpTaHU3alliH;, CTPYKTYPHOTO TIOApAa3JeNieHHs] KOHKPETHOW OpraHW3alllu;
JOJDKHOCTHOTO JIMLA OpraHU3alHu.

5.3. Meroauyeckue MaTepuaibl, ONpeIeJfOIINe TNPOUeIYPY OLEHUBAHUS
pe3yJbTATOB OCBOEHHMSI OCHOBHOM NMPo¢eCcCHOHAIBbHOI 00pa30BaTEeILHON POrPaAMMBbI

1. B mepuoa MOArOTOBKM K TOCYAApCTBEHHOM WTOTOBOM aTTECTAIlMd U €€ IPOBEICHUS
HEO0OXO0IUMO HCIONIb30BaTh (DOH/I OIICHOYHBIX CPE/ICTB:

— TIEPEYCHbh KOMIIETEHIINH, KOTOPHIMU JOJDKEH OBJIAJIETh OOYJYaIOIUNUCS B pPE3yJbTaTe
OCBOEHHSI OCHOBHOU MpodeccHOHANBHON 00pa30BaTeIbHOM MPOTPAMMBEI;

— ONHMCAHHME TOKa3aTeled W KPUTEPUEB OICHMBAHUA KOMIICTCHIIMH, a TaKKe IIKal
OIICHUBaHUSI (KPUTEPUH OLIEHKH PE3YJILTATOB CAAYH TOCYAapPCTBEHHOTO IK3aMEHA);

— THUTIOBBIE KOHTPOJBHBIC 3aJaHUsl WM WHBIE MaTepuajbl, HEOOXOIUMBIC NJIsi OIECHKH
PE3yIAbTaTOB OCBOCHHS OCHOBHOM MPOGeCCHOHATLHOM 00pa30BaTeIbHOM MPOrpaMMBI).
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3. K rocynapcTBeHHOI MTOTOBO# aTTecTallvy JAOMYCKaeTcs 0Oydaronuiics, He UMEIOIINH
aKaJeMUYeCKON 3aJ0JDKEHHOCTM M B TIOJHOM OOBbEME BBINOJHUBLUIMKA Y4eOHBI IUIaH WU
WH/IMBUYAJIbHBIA y4eOHBIM TUIaH MO COOTBETCTBYIOLIEH 00pa3oBaTeNbHOM NMpOrpaMMe BBICIIETO
o0OpazoBaHwUs.

4. Bo BpeMs TOCy1apCTBEHHOI'O 9K3aMEHA UCIIOJIb3YHOTCS:

— KOIIMH BCEX IPUKA30B, CBA3aHHBIX C FOCY1apCTBEHHON UTOINOBOM aTTeCTallueN;

— IalKa Ha KaXJ0ro oOydarollerocs, IOMYUIEHHOIO K TIOCYJapCTBEHHOMY JK3aMEHY,
coJepKalas 3a4eTHYI0 KHUXKKY, JUUHYIO M y4eOHYI0 KapTOUKH, MaTepualibl U3 MOpTHOIMO U T.
.);

— Iporpamma rocyZapcTBEHHON UTOrOBOM aTTeCTallly;

— KOMIUIEKT OJJaHKOB OMJIETOB TOCYJapCTBEHHOTO K3aMeHa (YCTaHOBJICHHOTO 00pasia) u
HPUIIOKEHUS K HUM, IOJrOTOBJIEHHBIE HA OCHOBE (DOH/1a OLIEHOYHBIX CPE/CTB;

— OIMCAHUE IIKaJIbl OLICHUBAHUS;

— 3K3aMEHAlMOHHAs BEJOMOCTb I'OCYJapCTBEHHOT'O YK3aMEHA;

— CIIPaBOYHbIE, METOIMYECKUE U UHBIE MaTEpUAJIbI;

— OJIaHKM JUIs YCTHOT'O OTBETA.

6. PEKOMEHJALIUU OBYYAIOIMMCS IO NOATOTOBKE K
TOCYJIAPCTBEHHOMY DK3AMEHY

l'ocynapcTBeHHBIN SK3aMEH IMPOBOAUTCA MO OMiIeTaM, COJIEpKalluM BOIPOCHl U 3aJJaHUS
no aucuumiauHam: «/{oxkymeHtoBeneHue», «ApxuBoBencHHE», «OpraHmszanuss U TEXHOJIOTHUSA
JOKYMEHTAallMOHHOTO  OOEeCHeYeHus  yNpaBiIeHUs»,  «JNEKTPOHHBIA  JOKYMEHTOOOOPOT»,
«upopmanonHast 06e30macHOCTb W 3amuTa HHGopMauum», «OpraHuszalnus CEeKpeTapcKoro
oOciyxuBaHus», «KaapoBoe 1eI0MpOU3BOICTBO U apXUBbI JIOKYMEHTOB I10 JIMYHOMY COCTaBY»,
pe3yibTaThl OCBOEHHS KOTOPBIX MMEIOT ONpeeNsiollee 3HaueHue A NpodecCHOHaIbHON
JESITEIbBHOCTH BBIITYCKHUKOB.

['ocymapcTBeHHBIH 5K3aMeH NpoBoAUTCA ycTHO. Kaxaplii Omier Ha rocynapcTBEHHOM
9K3aMEHE COJAEpKHUT JIBa TEOpEeTUYEeCKHMX Bompoca M3 H. 5.3.1 W JBa TUINOBBIX NPAKTHKO-
OPUEHTUPOBAHHBIX 3aJaHMsI, TUIIBI KOTOPBIX YKa3aHBbI B II. 5.3.2 HACTOALIEH POrpaMMBl.

JlJ1 TOATOTOBKHM YCTHOTO OTBETA 10 OMJIETY rOCYAapCTBEHHOTO 3K3aMeHa 00y4aroemMycs
oTBOAUTCS He Oonee 1 yaca, Ha oTBeT 1o Ouiery — 10 30 MUHYT.

Pe3ynbTrarhl rocylapCTBEHHOIO 3K3aMEHa ONPENENAIOTCS  OLIGHKaMHM  «OTJIMYHOY,
«XOpOILO», «YIOBIETBOPUTEIBHOY», «HEYNOBJIETBOPUTENBHO». OLEHKH «OTIMYHO», «XOPOIIO»,
«YAOBIIETBOPUTENIBHO» O3HAYAIOT YCIEHUIHOE TPOXOXKAECHUE TOCYAAPCTBEHHOIO0 »HK3aMeHa U
SBJISIIOTCSI OCHOBAHUEM Ul JIONycKa OOY4Yarolerocs K 3allluTe BBITYCKHOM KBaJM(UKALMOHHON
pabotsl. 1llkana oneHrnBanus (KpUTEPUH OLIEHKH PE3YNIbTaTOB CAUYM TOCYJaPCTBEHHOIO 3K3aMEHA)
IpeJCcTaBjeHa B 1. 5.2 HACTOALIETO U3/IaHMs.

Jlnst ycnemHoW caadd TOCYIAapCTBEHHOTO HK3aMeHa OOy4YaroIIMCs OJDKEH MOCETHUTh
IPEIPK3aMEHALIMOHHYI0 KOHCYJIBTALMIO IO BOIPOCAaM IPOrpaMMbl IOCYAAPCTBEHHOTO 3K3aMEHA.
[Ipenpk3amMeHallMOHHAsT KOHCYJbTAIMsl BKJIIOYAETCS B PACIHCAHUE TOCYIapCTBEHHON HTOrOBOU
aTTecTaluu, KOTOPOE YTBEPKAAETCS HE MMo3Hee yeM 3a 30 KaJeHJapHbIX JHEH 0 JHS IPOBEICHUS
roCcy/1apCTBEHHOTO SK3aMeHa.

IloaroroBKy K roCyAapCTBEHHOMY DJK3aMEHY CJEIyeT HauMHAaTh C O3HAKOMIIEHHS C
IPOrpaMMOIl TOCYIapCTBEHHOI'O 3K3aMeHa, KOTopasi TOBOJIUTCS JI0 CBEJCHHS OOydaroluXcsl He
NO37HEE YeM 3a 6 MECSIIEB /10 Hayaja rocyAapCTBEHHOM UTOTOBOM aTTECTAalUH.

[Ipu moaroToBKe K OTBETY Ha BOIPOCHI OMIIETa TOCYJapCTBEHHOI'0 SK3aMeHa B OJIaHKe st
YCTHOTO OTBE€TAa HEOOXOJUMO COCTaBUTh PAa3BEpHYTHIA IJIaH, OPUEHTUPYSACh HA MaTepHallbl
nporpammel. [Ipu HeoOxonuMocTH OTHENbHBIE (ParMEHThl OTBETA MOYKHO MPHUBECTH IMOJHOCTHIO
(HampuMep, OIpeJesIeHUs] UCIIONb3YeMbIX MOHATHI). OTBET Ha BONpoc OuseTa HY)KHO HaYMHATH C
00LINX MOJIOKEHUH U MOCTENEHHO NEPEXO0IUTh K 3HAYMMbIM JIETaJIsIM.

BakHpIMM mOKa3aTeNs MU IPaMOTHOTO OTBETA HA FOCYJAPCTBEHHOM DK3aMEHE SIBIISIIOTCS:
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CTPYKTYPUPOBAHHOE M UYETKOE HM3JI0KEHHE TEOPETUUYECKOr0 Marepuasia, BBIPaKEHHAs aBTOPCKAs
MO3UIMS, JEMOHCTpalUsi I[OMCKAa pElIeHUH B HECTaHAAPTHBIX MPAKTHUKO-OPHUEHTUPOBAHHBIX
CUTYyalUsX, JJOTUYHOCTb, YETKOCTh TNPHU OINPEICICHUHN HCIOIb3YEMbIX MOHSATUNA, YMEHHE JeNaTh
BBIBO/IbI; CTUJIICTHYECKU I'PAMOTHAS PEUb.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHWE I'OCYJAPCTBEHHOM
HUTOTOBOM ATTECTALIMA

HpI/I IMPOBCACHUHA I'OCYJAPCTBEHHOI'O 3K3aMC€HA CTYACHTEI UCIIOJIb3YIOT!

y4eOHYI0 ayAMTOPHUIO [UIsl TIPOBENEHUS 3aHATUN JIGKIIMOHHOTO THUIA, MPAKTUYECKUX
3aHATHH, TEKYLIEro KOHTPOJS M IpoMexyTrouHoi arrectauuu (ayn. Ne 110, r. Jlonenk, yi.
YemtockuuieB, 1. 198a), ocHameHHyr0 KOMIUIEKTOM y4eOHOW MeOenu Ha 80 mocaJovHBIX MECT,
KOMIUIEKTOM pabodero Mecra mperoaaBarelisi, MEJIOBOM JOCKOH, TeneBu3zopoM (1 mrt.), HoyrOykom
(1 mt.).

8. PEKOMEHAYEMAS JIMTEPATYPA

Ne HanmeHnoBanue Koa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOMH
B Ou0JMoTeKe BepCUH B
JdonHY 9bC

OcHoBHas IMTEpaTypa

1. | Mamenko, H. E. ApxuBoBeaenue [DIeKTpOHHBIN - +
pecypc] : yuebHoe mocobue / H. E. Mamenko ; [OY
BIIO  "JloHeukuii HalMOHAIbHBIA  YHMBEPCUTET',
dakynpTeT ~ MaTeMaTHKH W HH()OPMAIMOHHBIX
texHonoruii, Kadenpa wuHPOpMaMOHHBIX cuUcCTEM
ynpasienus. - JJonenk : JouHY, 2019. - DnexrpoHHbIe
TeKcToBbIe naHHble (1 daiin).

2. | ApxiBO3HABCTBO : Migpyd. JIs CTyA. icT. (-TiB BHIIL. 29 -
HaBy. 3akn. / I'. B. bopsk, JI. A. JlyOposina, f. C.
Kamakypa Ta in. ; 3a pea. f. C. Kanakypwu, 1. b. Marsm ;
Jlepx. KOM. apxiBiB YKpaiHM ; YKpaiHCBKUN H.-1. 1H.T
apxiBHOI CIIpaBU Ta JOKYMEHTO3HaBCTBa. - Bua. 2-re. -
Kwuis : BJ] "KM Axanemis", 2010. - 354 c.

3. | Hdemun, FO. M. [lenonpounsBomctBo : [logaror. cmyxe0. 2 -
nokymentoB / 0. M. Jlemun. - 2-e uza. - CII6. u ap :
ITutep, 2005. - 224 c.

4. | Kymnapenko, H. H. JlokymenroBenenue : [Yueb. mis 42 -
cTyneHToB By30B KyneTypsl]| / H. H. KymHapenko. - 6-¢
n31. - K. : 3uanns, 2005. - 459 c.

5. | MManexa, 0. I. 3arampbHe TOKyMEHTO3HABCTBO : HaBHY. 30 -
noci6. ans cryn. By3iB / HO. I TTanexa, H. O. Jlemim. - K.
: Jlipa-K, 2008. - 394 c.

6. | llIBernoBa-Boaxka, I'. M. JIokyMEHTO3HABCTBO : HaBY. TMOCIO. 30 —
/T". M. IlIBenioBa-Boaxka. - K. : 3aanns, 2007. - 398 c.

JlonoJIHUTeIbHAS JIUTepaTypa

7. | llemoBoe muchMoO : yueOHO-cripaBoYHOE Ttocooue / U3nm.- 1 -
toprosasi kopnopanus "Jlamkos u K" ; aBr.-coct. . H.
Kysnenos. - M. : Jlamkos u K., 2007. - 194,[1] c.
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8. | ABrokparoB, B. H. Teopernueckue mpoOIeMBbI 2 -
oTeyecTBeHHOTO apxuBoBeneHus : [Coopauk] / B. H.
Astokparos ; Coct. T. M. Xopxopauna. - M. : Poc. roc.
ryMaHuT. yH-T, 2001. - 392 [2] c.

9. | Bacunmbuenko, M. M. OpranizamiitHo-QyHKITIOHAIbHI 1 -
Tpanchopmanii apxiBiB y Cy4acHOMY COLiaJbHO-
KOMYHIKAI[IHHOMY cepeAoBHIIi : aBToped. auc. Ha 3700.
HayK. CTyI. KaHA. HAyK 13 COI. KOMYHIKamii /
Bacwibuenko Mukona MukomnaiioBud ; XapKiBCbKa
JepiK. aKkaja. KyapTypH. - Xapkis, 2014. - 20 c.

10. | I'mymko, T. M. Ictopist apxiBHoi cmpaBu B JloHOaci y 1 -
1920 - 1930-x poxkax : Jluc. Ha 3700. HayK. CTYII. KaH].
ict. Hayk (07.00.01) / Jlonensk. Ham. yH-T ; Hayk. xep.
Tposia M. I1. - lonenpk, 2001. - 234 c.

11. | Excrieptu3a I[iHHOCTI  JOKYMEHTHHUX Ham'siTOK : 1 -
mporpamMa Ta HaBY.-METOJl. MaTepiand 10 Kypcy s
cTya. 3 HanpsiMy "KHuroznaBctBo, 6167110T€KO3HABCTBO 1
oi6miorpadis" / [aBT.-ykmam. I 5. JlocieBchkwmii]| ;
XapkiBcbKa JEpK. aKkaja. KyJIbTypH ; XapKiBChbKa JEpiK.
Hayk. 0-ka imM. B. I'. Koposnenka. - Xapkis : Cara, 2013. -
310 c.

12. | Xopxopauna, T. U. Poccuiickas Hayka o0 apxuBax : 2 -
ucropus. Teopus. Jlroqu / T. U. Xopxopauna ; Poc. roc.
rymanurap. yH-T. - M. : PITY, 2003. - 525 c.

13. | BmacoBa, E. E. CoBpemeHHBIi [€JOBOM JOKYMEHT : 1 -
Opranu3anysi JITIONPOM3BOJICTBA U JJOKYMEHTOO0OpOTa Ha
npennpusituu / E. E. Brnacoa. - X. : Koncyner, 2004. - 212 c.

14. | lIBeunoBa-Boaka, I'. H. O6mas Teopust JOKyMeHTa U 4 -
KHUTH : yyeOHoe mocobue / I'. H. IlIBenoBa-Bojxa. -
Mockga : Pribapu ; Kues : 3nanns, 2009. - 487 c.

15. | [Tanexa, 1O. 1. JlokymeHTyBaHHA B MIANPHEMHMIIBKIN 20 -
cdepi (31 3pa3kaMu CydyacHUX JIOKYMEHTIB) : HaBY. MOCI0.
g Buil. HaBy. 3aki. / FO. 1. ITanexa. - Kuis : Jlipa-K,
2010. - 509 c.

16. | EnmzaBeruna, T. M. [lenonpon3BoACTBO Ha KOMITBIOTEPE 2 -
: [Coct. noxymentoB. Opr. paboTsl. Benenue yuera] / T.
M. EnuzaBetuna, M. B. JlenucoBa. - 3-¢ m3a. - M. :
Kynuu-o6pas ; CII6. : Iurep, 2005. - 299 c.

17. | JlenompousBoacTBO : 00pas3Iibl, JIOKYMEHTHI, 1 -
opranmuzanus u TexuHonorus pabotsl / [B. B. I'anaxoB u
np. ; mox pen. U. K. Kopneesa, B. A. Kynpsiesa]. - Uzn.
3-e. - Mockaa : [Ipocnekr, 2015. - 479 c.

9. HHOOPMALHNOHHBIE PECYPCBI

http://archives.rumethodics/ — caiit ®enepanbHOro apXUBHOTO AreHTCTBA.

http://e.sekretariat.ru/ — caiitT snekTpoHHOI Bepcum xypHana «CIpaBOYHUK CEKpeTaps |
oduc-MeHeKepay.

http://www.delo-press.ru — caiit xypHana «J{e1onponu3BOACTBO M JOKyMEHTOOOOPOT Ha
TPEATTPUSTHI.

http://www.funnycong.ru/ — JIenonpou3BoaCTBO (CallT MaTepHAIIOB).

http://www.kadrovik-praktik.ru — caiit MmaTepuaaoB 1Mo KaapoBOMY JACIOMPOHU3BOICTBY.



http://archives.rumethodics/instr–office–works.html
http://www.top-personal.ru/
http://www.delo-press.ru/
http://www.funnycong.ru/
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http://www.kdelo.ru/ — caiit sxxypHana «KagpoBoe nemoy.

http://www.profiz.ru/sr/ — caiit xypuana «Cekperapb-pehepeHT».

http://www.sekretariat.ru/forum/forumi/topic781/messages — PRO-/Ienonpou3BoacTso u
CO/1 (moptaut mist pykoBoauteneit cimy:x0 JIOY u cexperapeii Bcex ypoBHEH ).

http://www.sekretarskoe-delo.ru — caiit xxypnana «CekperapcKoe Jeiom.

http://www.top-personal.ru — caiit xypHana «YpaBiecHHE IEPCOHATIOM.
http://www.top-personal.ru/officeworks — caiit sxypHaina «Jleaomponu3BoacTBoy.

10. MIPOTPAMMHOE OBECIIEYHEHUE

1. Windows 7 PRO (xoprioparusHas suiensus JOHHY Ne 46484614)

2. Microsoft Office (kopnoparuBnas nutensust JJOHHY Ne 46472919)

3. Microsoft Visual Studio (auuensust mporpammbel DreamSpark st BbICHIMX y4eOHBIX
3aBECHUI)

4. Anruupyc Kacnepckoro, Adobe Acrobat Reader, XxPDF (muuenszun  GPL, Apache,
BSD mi1st cB0OOOAHOTO MPOrpaMMHOTO OOSCIICUCHHUS ).


http://www.kadrovik.ru/
http://www.profiz.ru/sr/
http://www.sekretariat.ru/forum/forum1/topic781/messages
http://www.sekretarskoe-delo.ru/
http://www.top-personal.ru/

