





1. OBJACTB IPUMEHEHUA U MECTO B YYEBHOM ITPOIECCE

I'ocynapcrBenHast utorosas arrecrauus: [loaroroBka k crade ¥ caada rocy1apcTBEHHOTO
9K3aMeHa SBJSETCS 4YacTbl0 OCHOBHOM MpodeccHOHaNbHOM 00pa3oBaTeNbHOM IPOrpaMMBI
MOArOTOBKK OakanaBpoB HampaBieHus: 46.03.02 JJokyMEHTOBEICHHE U apXHUBOBEICHHIE, OTHOCUTCS
K 010Ky «['ocynapcTBeHHas aTTeCTaIHs».

B cootBerctBum ¢ I'OC BIIO no nanpasienuto noarotoBku 46.03.02 JlokymeHTOBEEHUE
U apXUBOBEJCHHE U  OCHOBHOW 0Opa3oBaTeNbHOM  MpOrpaMMbl  BbICHIEr0  0Opa3oBaHUS
HanpaBieHus: noarotoBkun 46.03.02 JlokymeHTOBeNeHHE M apXuBOBeneHHe, ['ocymapcTBeHHas
UTOTOBAasl aTTECTAlMsl BBICIIEr0 y4eOHOro 3aBelCHUS SBISETCS 005S3aTeIbHOW M OCYIIECTBIISETCS
1I0CJIE€ OCBOCHHUSI 00pa3oBaTeNbHON MpOrpaMMbl B MOTHOM oObeme. l'ocynmapcTBeHHas UTOrOBas
aTTecTalus IMPOBOJUTCS TOCYJApCTBEHHOH AaTTeCTAallMOHHON KOMHCCHEHW B LIENSAX OIpeaeieHHs
COOTBETCTBHUS YPOBHS MOATOTOBICHHOCTH OOYYaIOIIETOCSd K PEUICHUIO MPO(ecCHOHANBHBIX 3a7a4
TpeOOBaHUSIM COOTBETCTBYIOIIETO TOCYJApPCTBEHHOIO 00pa30BaTENbHOIO CTaHAApTa BBICIIETO
PO EeCCHOHAIBHOTO 00pa30BaHUsI.

l'ocynapcTBeHHass wTOroBast — arrecTalds [0  HaNpaBiIeHHUIO  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 SK3aMEeH JOKEH BBIBUTH YPOBEHb TEOPETHUECKOH IOATOTOBKH K
pEeIICHUI0 TPOPECCHOHANBHBIX 3a/a4, TOTOBHOCTh K TPOJODKCHHIO OOYYECHHS TIO OCHOBHBIM
00pa3oBaTeNbHbIM MPOrpaMMaM Mpo(ecCHOHaNBLHOTO 00pa30BaHUs C YYETOM OOMIMX TPpeOOBaHMIA,
npeaycMmotperHsix ['OC BIIO mno wnampaBienuto noarotoBku 46.03.02 JlokymeHTOBEACHUE U
apXUBOBEICHHUE.

K cpaue rocymapcTBEHHOro sK3aMeHa JOIYCKAeTCsl JIMIO, YCHEIIHO 3aBEepIUUBIIEE B
MOJIHOM 00bEME OCBOECHHE OCHOBHOW 00pa30BaTeIbHON MPOTrpaMMBbl 110 HAIIPABIECHUIO MOATOTOBKU
46.03.02 JlokyMEHTOBEJICHHE U apXHBOBEJACHHE B COOTBETCTBHM C YYE€OHBIM IIJIAHOM,
pa3paboTaHHBIM B BhICIIEM y4yeOHOM 3aBeneHnu, u Tpedoanusmu 'OC BITO.

2.  HOPMATHUBHBIE CCBIJIKHN

I[Tporpamma rocyiapcTBEHHOM UTOTOBOM aTTeCTallMi COCTABIIEHA B COOTBETCTBHM C:

1. TocymapcTBeHHBIN 00pa30BaTENbHBIA CTaHIAPT BBICIIETO MPO(ECCHOHATLHOTO O00pa3oBaHMs IO
HanpasJeHuto MoAroToBkH 46.04.02 «/lokyMeHTOBEICHNE U apXUBOBEICHNE) BBICILIETO PO(ECCHOHATBHOTO
o0pazoBaHusl [DNEKTPOHHBIA pecypc| : MeHCTByromias penakims mno cocrosHuo Ha 18.06.2018 1. [yTB.
ITpukazom Munuctepctsa obpasoBanus 1 Hayku JloHenkoit HapomnHoit Pecryomuxu ot 13.10.2016 Ne 1069]
// TocynapcTBeHHas: MH(GOPMAIMOHHAS CHCTeMa HOPMATHBHBIX TpaBOBbIX akToB JloHerkod HapomHoii
PecriyOrmkn:  OQMIMATGHBIA caliT . — DOJeKTpOH. TeKCT. JaH. — Pekum pocryma: https:/gisnpa-
dnr.ru/npa/0018-1069-20161013/ (nara obparenus: 02.03.2019). — 3aru1. ¢ sxpaHa.

2.  «llopsmok opraHuzanmM y4eOHOro Tmporecca B 00pa3oBaTeNbHBIX OpraHM3alMsAX —BBICIIETO

npodeccronanmpHoro obpasoBanus Jlorernkoir HapomHoit PecryOmukmy [DnexTpoHHBI pecypc| : [YTB.
[Tpukazom MunucrepcrBa obpasoBanuss 1 Hayku JIHP or 10.11.2017 Ne 1171] // TocymapcTBeHHast
nH(pOpMaIMOHHAas CHCTeMa HOPMAaTHBHBIX MPAaBOBBIX akToB JloHerkoi HapomHoit PecriyOmiku. — DnekTpoH.
nan. — Pexum mocryma:  https://doc.minsvyazdnr.ru/docs/ob-utverzhdenii-poryadka-organizacii-uchebnogo-
processa-v-obrazovatelnyh-organizaciyah-vysshego/ (mata oopamerust: 02.11.2018). — 3aru. ¢ sxpaHa.
3. TOCT 2.105-95. Enunast cucreMa KOHCTPYKTOPCKO# JokyMeHTarmu. O01we TpeOGoBaHusI K TEKCTOBBIM
JoKyMeHTaM [ TekcT] : MeXrocyIapcTBeHHbIN cTaHAapT / MeXTocyIapCTBEHHBIN COBET 1O CTaHIapTH3AIHH,
metposiorun u ceprudukarmu. — Bzamen 'OCT 2.105-79, TOCT 2.906-71 ; BBenen 1996-07-01. — Mocksa :
W3n-Bo cranmapros, 1996. —111, 36, [1] c.

4. I'OCT 7.0.100-2018. Cucrema craHmapToB 1o MH(pOpMAIMH, OHOIMOTEYHOMY U M3IATETIbCKOMY
neny. bubmmorpadwueckas 3anwich. bubmmorpadwdeckoe ommcanve. OOmme TpeOOBaHUS W IPaBHIIA
cocrapienust [Tekcr] : HarmoHanbHbIA craHmapt / DenepanbHOE areHTCTBO MO  TEXHUUYECKOMY



PEryIMpoBaHUIO U MeTposioriu. — M. : M3narensctBo cranmapros, 2018. — 124 c.

5. T'OCT 7.32-2001. Cucrema cranmapToB 1o uWH(pOpMaImy, OMOJMOTEYHOMY W W3IATEIIHCKOMY JICITy.
OO0mme TpeOoBaHMS K THTYJABHOMY JICTYy. OT4eT O Hay4IHO-MCCIIEAOBATeNbCKOl padore. CTpykTypa U
npaBwia odopmiieHust [TekcT] : MEXrocyapcTBeHHbBIM CTaHAapT / MeXrocyIapcTBeHHbId COBET II0
craHaapTu3aimy, Metpornoray u cepradukarmm. — Bzamen TOCT 7.32-91 : Benen 2002-07-01 ; m3a. (OKT.
2006) ¢ m3m. Ne 1, ytB. B mrone 2005 (MYC 12-2005), morpaskoit (TYC 5-2002). — M. : Cranaaptusdopm,
2006.—1I, 17 c.

6. T'OCT P 7.0.5-2008. Cucrema cranmaproB 1o uHGOpMAIH, OUOIMOTCYHOMY M U3/IaTEIILCKOMY JICITY.
bubmiorpadideckas ccpuika. OOnme TpeOoBaHWS W TpaBHJIa COCTaBleHUs [TeKCT| : HAIMOHAJBHBIA
cramapt Poccuiickoit @eneparmun / denepanbHOE areHTCTBO IO TEXHUUECKOMY PETyIMPOBaHHUIO W
Mmetpororun. — Beenen Briepsbie ; BBenieH 2009-01-01. — M. : Crarnapturdopm, 2008. — 111, 19 c.

7. TOCTP 7.0.12-2011. Cucrema crannaproB 1o uH(GopMarmm, OMOIHOTCYHOMY U U3IATEITLCKOMY JCITY.
bubmiorpaddeckas 3armick. CokpariieHre ClIOB U CIIOBOCOUCTAHHI Ha PYCCKOM si3bIke. OO0mme TpeOoBaHus
u npaBwia [Tekcr] : HarmoHanmpHBIM craHmapT Poccuiickoit deneparm / denepaabHOE areHTCTBO IO
TEXHUYECKOMY DEryJIMpOBaHMIO M MeTpornornd. — Beenen Bnepsble ; BBemeH 2012-09-01 — Mocksa :
Cranmaptundopm, 2012. — 111, 23 c.

8. [Tonoxenne o MOpsAKE OpraHU3alMK W MPOBEACHUM [ OCyIapCTBEHHON HMTOrOBOM aTTECTalU
crynentoB B ['OY BIIO «/loHenxuii HaMOHAIBHBIA YHUBEPCUTET» [ DNEKTPOHHBIN pecype] : yTB. [Iprkazom
u. 0. pekropa ot 23.03.2016 Ne 73/05 ¢ u3mMeHeHHsIMH, BHECEHHBIMH TIPUKa30M pektopa ot 23.11.2016 r. Ne
222/05 // JIoHelKuii HAIMOHATBHBIA YHHBEPCUTET : [OQUIMATBHBIA CAWT]. — DJIEKTPOH. JaH. — Pexum
JIOCTYIIa: http://donnu.ru/public/iumu/%D0%9 F%D1%80%D0%B8%
D0%BA%D0%B0%D0%B 7%20%E2%84%9675_05%20%D0%BE%D1%82%2023.03.2016%20%D0%

B3.%20%D0%9E%20%D0%B2%D1%81%D1%82%D1%83%D0%BF%D0%BB%D0%B5%D0%BD%

D0%B8%D0%B8%20%D0%B2%20%D0%B4%D0%B5%D0%B9%%D1%81%D1%82%D0%B2%D0%B
8%D0%B5%20%20%D0%9F%D0%BE%D0%BB%D0%BE%D0%B6%D0%B5%D0%BD%D0%B8%D
1%8F%20%D0%BE%20%D0%BF%D0%BE%D1%80%D1%8F%D0%B4%D0%BA%D0%B5%20%D0
%BE%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D0%B8
%20%D0%B8%20%D0%BF%D1%80%D0%BE%D0%B2%D0%B5%D0%B4%D0%B5%D0%BD%D0
%B8%D1%8F%20%D0%93%D0%98%D0%90%20%20%D1%81%D1%82%D1%83%D0%B4%D0%B5
%D0%BD%D1%82%D0%BE%D0%B2%20%D0%93%D0%9E%D0%A3%20%D0%92%D0%9F%D0%
9E%20%D0%94%D0%BE%D0%BD%D0%9D%D0%A3.pdf (mara obpamenus: 02.03.2019). — 3arm. ¢
9KpaHa.

3. CTPYKTYPATHA : TIOAT'OTOBKA K CIAYE U CJAYA 'OCYJAPCTBEHHOI'O

9K3AMEHA

Xapakrepuctuka I'MA : [loaroroBka K caave u ¢1a4a rocyJapcTBeHHOr0 3K3aMeHa
Hanpasnenne noarotoBku 46.03.02 JIokyMEHTOBEIEHNE U apXHUBOBEJICHHE
OO6pa3zoBarenbHas IporpaMMa OaxanaBpuaT
Kamudukamus aKaJIeMUYECKHil OaKamaBp
brok yaeOHoOrO mana I'ocynmapcTBeHHas arrectanus
DopMBI KOHTPOJIS DK3aMeH

o4Hasi popMa 00ydeHUs 3aoyHas hopma
Ha 0aze o0y4eHus Ha 0aze
Tlokazarenn HOpMAT. YCKOP. HOpMAT.
YCKOP. CPOK
CpOK CpOK CPOK

KosmdecTBo 3a4eTHBIX eInHUIL (KPEITUTOB) 3 3 3 3
I'ox moAroToBKHA 4 2 4 2
Cemectp 8 4 8 4
KonmgecTBo yacoB 108 108 108 108
KonuyecTtBo Henenb 2 2 2 2




4. TPEBOBAHUSA K TOCYJAPCTBEHHOM UTOI'OBOM ATTECTAILIUA

l'ocynapcTBeHHass MTOroBasi aTTecTalsl MPOBOJIUTCS B LEISAX OIPEICIICHUS COOTBETCTBUS
pE3yIbTaTOB OCBOCHHUS OOYYAIOIIMMHUCS 00pa30BaTeIbHONM IPOrpaMMbl BBICIIETO 00pa30BaHUs
COOTBETCTBYIOIIUM  TPEOOBAHUSM TOCYJAAPCTBEHHOTO O0pa30BaTENBHOTO CTAHAAPTA  BBICIIIETO
poeCCHOHAILHOTO 00pa3oBaHMs 1O HarpaBieHUIO MmoaroToBku 46.03.02 JloKyMEHTOBEICHHUE H
apXUBOBEJICHHE.

B xoze rocynapcTBEHHON UTOTOBOM aTTECTAIMK CTYACHT JIOJDKCH:

— YMETb CTaBUTh U PEIIaTh HAYYHYIO, HAYYHO-METOAMYECKYIO, U MPAKTHUUECKYIO 3a/1auH,
000CHOBBIBATh HX aKTYaJbHOCTh, JaBaTh HCTOPUOTPAPUYECKYI0O U HCTOYHUKOBEIYECKYIO
XapaKTEePUCTHUKY;

— 3HaTh, IOHUMATh M H3Jaratb MNpodecCHOHANBHBIC 3a7aud B 0OJACTH HAy4HO-
WCCIIEIOBATEIIbCKOM JICATEIbHOCTH B COOTBETCTBUM C HampaBieHUeM noarotoBku 46.03.02
JlokyMeHTOBEICHUE U apXHUBOBE/ICHHUE;

— yMETh HCIIOJIb30BaTh BO3MOKHOCTH COBPEMEHHBIX METOJOB JOKYMEHTOBEIYECKUX U
APXHMBOBEIUCCKHUX ISl PEIICHUS MPAKTHYECKUX 3a/1a4;

— TBOPYECKM W KPUTHUYECKH OCMBICIMBATH HWH(POPMALMIO [UJII PELICHUS Hay4HO-
WCCJICJIOBATEIILCKAX W TPOU3BOJICTBEHHO-TEXHOJIOTHUSCKUX 3371a4 B cdepe mpodecCHOHATBHON
JeSITEIIbHOCTH;

— CaMOCTOSITEJIbHO 00pabaThiBaTh, WHTEPHPETHPOBATH M TMPEACTABISTH PE3YJIbTATHI
Hay4HO-UCCIIEI0BATENLCKUX padoT;

— yMeTh paboTaTh C pa3IMYHbIMH BHIaMU (TUIIAMU) HICTOYHHUKOB;

— yMETb apryMEHTHUPOBATh COOCTBEHHYIO MMO3HUIIUIO;

— YMETh JIeaTh CaMOCTOSATEIbHBIC BBIBOIBI 1 0000IICHUS;

— HWMETh HAaBBIKM OWOIMOrpaguYeckoro ONHUCAHWS WCIOJIb3YEeMOH JHTEepaTypsl U
HCTOYHUKOB.

Ilepeyenb KoMNeTeHUMi, KOTOPHIMHU AOJIKHBI OBJIAJIeTh 00y4alIuecs B pe3yJbTare

OCBOCHHMS OCHOBHOI npodeccHoHANbHON 00pa30BaTeJIbHON NPOrpaMMbl, NMPOBEPSEMBbIX HA
rocyiapcTBeHHOM 3k3ameHe B coorsercTBuM ¢ ['OC BIIO mno HampaBieHUIO NOATOTOBKU
46.04.02 JlokyMeHTOBEJCHUE W apXUBOBEJCHHE M OCHOBHOH 0Opa30BaTeNbHONW MPOrpaMMbl
BbICHIETO  OOpa3oBaHMs  HampaBlieHHss  HOAroToBkH  46.04.02  JokyMeHTOBEJEHHE WU
apXUBOBEICHUE:

001eKYyJIbTYpPHbIe KOMIIETeHIUH:

— CIIOCOOHOCTh HCIIOJIB30BATh OCHOBBI (punocopckux 3HaHUKW IS (OPMHUPOBAHUSA
MupoBo33peHueckoi mosuimu (OK-1);

— CIOCOOHOCTH K CaMOOpraHu3anuu u camooopasosanuio (OK-7);

— CHOCOOHOCTh K HCHOJIb30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M CPEACTB MOIYYEHHS,
xpanenust, nepepaborku napopmanuu (OK-10);

o0menpogeccuoHaIbHbIE KOMIIETEHLIUM:

— CHOCOOHOCTh HCIIONIb30BaTh TEOPETHUECKUE 3HAHWUS M METOJAbl HCCIIEAOBAaHHUS Ha
npaktuke (OITK-1);

— BIaZeHue 0a30BbIMM 3HAaHUSMH B  00jJacTM  HMHQOPMAIIMOHHBIX  TEXHOJOTHH
(mporpaMMHBIE TPOAYKTHI, UCIOIb3yEMbIE B YIPABICHUU JOKYMEHTAMH, CHCTEMbI 3JEKTPOHHOTO
JOKYMEHTOO00POTa, TEXHOJOTHH CKaHUupoBaHus qokymeHToB) (OI1K-2);

— BJaJieHHe 0a30BBIMHM 3HAHUSAMHU CHCTEM OpPraHOB T'OCYAAPCTBEHHOM M MYHHUIIMIAIbHON
Biactu (OI1K-3);

npodeccuoHaIbHbIe KOMIIETEHIMHU
HAY4YHO-UCCIe006aMENIbCKAA 0eSAMENbHOCHb:

— BJaJeHWE 3HAHWSIMH OCHOBHBIX TMpOOJieM B OO0JIACTH JOKYMEHTOBEICHHS U

apxuBoBenenus (ITK-3);



— CIIOCOOHOCTBH CAMOCTOSITEIIEHO padOTaTh C Pa3IMYHBIMU HCTOYHNKamu nHpopmarmn ([TK-4);

— BJIAJEHHE  TEHACHUMAMU  pa3BUTHS  HMHQPOPMALMOHHO-IOKYMEHTALIMOHHOTO U
obecrieueHus yrpasieHus apxuraoro aena (I1K-5);

— BJaJICHHE NPUHIMIIAMU U METOJaMH CO3/IaHUs CIIPABOYHO-MH(DOPMAITMOHHBIX CPEICTB K
nokymenTam (I1K-10);

— BJAJeHHE HaBbIKaMM pedepupoBaHUS U aHHOTUPOBAHMS HAy4YHOM JIMTEpaTyphl,
HaBBIKAMU peaakTopckoit padots (ITK-11);

— CHOCOOHOCTH BBIABIATH U OTOMPATH TOKYMEHTHI JJIsl pa3HBIX TUIIOB M BUIOB MyOJIMKaLuit
(TIK-12);

— CHOCOOHOCTh ~ BECTHM  HAy4YHO-METOJMYECKYyI0  paboTy B TOCYJapCTBEHHBIX,
MYHHIMIIAIBHBIX apXuBaX U apxuBax opranmusanuii (I1K-13);

MexXHO0102UUeCKaAn 0esAmeIbHOCHb:

— BJAJICHUE HaBBIKAMU MCIIOJIb30BAHUSI KOMIIBIOTEPHOW TEXHUKHM M HH(POPMALMOHHBIX
TEXHOJIOTUH B JJOKyMEHTAI[MOHHOM OoOecrieueH!H yrpasieHus u apxuBHoM jene ([1K-14);

— CHOCOOHOCTh  COBEpIIEHCTBOBATH TEXHOJIOTUM JOKYMEHTAL[MOHHOIO o0OecredeHus
yIPaBJICHUs] U apXUBHOTO Jiesia Ha 0a3e ucnonb3oBaHus cpeacts aromarusanuu (I1K-15);

— BiaaeHue Meronamu 3amuthl nHpopmanuu (I1K-17);

— BJaJICHHE COBPEMEHHBIMU CUCTEMaMH MH(POPMAIIMOHHOTO M TEXHHYECKOTO 00ecreueHus
JOKYMEHTAIMOHHOTO 00ecIieueH sl yrpaBieHus u yrpasienus apxuBamu ([1K-18);

— CHOCOOHOCTh MCIIOJIB30BaTh IpaBHjia MOATOTOBKU YIPABICHUECKUX JIOKYMEHTOB U
Beienus aesaoBoit nepenucku (ITK-19);

— CHocoOHOCTh UCTIONB30BaTh MPABUIIa OPTaHU3AIIMH BCEX 3TANOB pabOTHI C TOKYMEHTaMH,
B TOM 4HcIie apxuBHbIMEU JokymeHTamu (I1K-20);

— BJaJIeHHUE HaBbIKAMU COCTABJICHUS OIMCEH [1ell, MOATOTOBKU Je K Iepeladye B apXuB
OpraHM3aluy, TOCYIapCTBEHHBIN WM MyHHIIMNATbHBIH apxuB (ITK-21);

— CcHocoOHOCTh NPUHUMATh ydyacTHe B padoTe MO MPOBEJEHUIO SKCIEPTU3bl LIEHHOCTU
nokymenToB (ITK-22);

— BJI3JICHUE HaBBIKAMH y4eTa u 00ecIieueHHs COXPAaHHOCTH TOKyMeHTOB B apxuBe ([1K-23);

— BJaJIcHHNE HaBBIKAMH OPTaHHU3AIMH CIPABOYHO-TIOMCKOBBIX CPEICTB M HCIOJIH30BAHMUS
apxuBHBIX TokymeHTOB ([1K-24);

— BJaJIeHHUE HaBbIKAMU MOJIOTOBKHM YIPABIEHYECKHX JOKYMEHTOB U BEICHUS J€IOBOU
nepenucku (ITK-25);

— BJaJeHHE HaBBIKAMH OOPa0OTKH JIOKYMEHTOB Ha BCEX OJTamax JOKYMEHTOO0OpOTa,
CHCTeMaTH3alluH, cocTaBlieHuss HoMeHkarypsl nein (I1K-26);

— BIAJICHUE HABBIKAMH y4eTa U 00eCIIeueHUs] COXPAaHHOCTH JTI0KyMeHTOB B apxuse (I1K-28);

OpP2AHU3AUUOHHO-YNPAGICHYECKAA 0eAMEIbHOCHIb:

— CHocOOHOCTh C€O34aBaTh M BECTM CUCTEMbl JOKYMEHTAI[MOHHOTO o0OecredeHus
yIpaBJICHUs] B OpraHu3aluy Ha Oa3e HoBelimx TexHosoruii (ITK-29);

— CMHOCOOHOCTh OPTaHHM30BBIBATH PA0OTY CIYXKOBI JOKYMEHTAIIMOHHOTO OOecreueHus
yIpaBICHUS U apXuBHOTO XpaHeHus gjokymentos (I1K-30);

— CHocoOHOCTh pa3pabaTbiBaTh JIOKAJIbHbIE HOPMAaTUBHBIE AaKThl W HOPMAaTHBHO-
METOAMYECKHE JTOKYMEHTHl IO BEIACHHMIO HH(OPMAIMOHHO-I0KYMEHTAIIMOHHOTO OOeCTeYeHus
yrpasieHus u apxuBnoro jaena (ITK-31);

— BJaJIeHHE 3aKOHOAATENbHOM M HOPMAaTUBHO-METOAMYECKOW 0a3oif HH(OpMAIIMOHHO-
JOKYMEHTAIlMOHHOTO0 ~ oOecreueHusl  yOpaBieHMs W apXUBHOTO  JeJa, CHOCOOHOCTBIO
OPHEHTHPOBATHLCS B ITPaBOBOM Oa3e cMekHbIX obmacteit (ITK-32);

— 3HaHWe TpeOOBaHMI K OpraHu3amu cekperapckoro oocmyxuBanus (I1K-35);

— BJaJeHHE TNPUHLMIAMHM, METOJaMM W  HOpPMamHM  OpraHM3alM{, XpaHEHHs,
KOMILJIEKTOBAHUS, y4YeTa W HCHOJb30BAHUS APXUBHBIX JIOKYMEHTOB, JOKYMEHTOB JIMYHOTO
npoucxoxaenus (I1K-37);

— BJaJeHHE HaBbIKaMH pabOTBl € JIOKYMEHTaMH, COACpKallMMU  HH(DOPMAIUIO



orpannuenHoro gocryna (I1K-38);
— 3HaHHWE MPUHIUIIOB OPraHU3aIlUH Pa3IMYHBIX THIIOB U BU10B apxuBoB (ITK-39);
— 3HaH#We TPeOOBAaHUI K OpraHM3aMKu 00ECIICYCHHsI COXPAHHOCTU JOKYMEHTOB B apXHBaX

(TIK-40);

— 3HaHHE NPHHIMIIOB OPraHU3aIMy U QyHKIIMOHUPOBaHHs apxuBHOTO ayrcopcunra ([TK-41);
NPOEKMHAA 0eAmeNbHOCHIb:

— BJIaJICHHUC

MpUHIUATIIaMHA n

MCTOAAMH

nH(popMaronHbix nokasarenei (I1K-43);
— BJIAJICHUE METOJaMH MPOBE/ICHHS aHAIIM3a OPTaHU3aIMH JOKYMEHTAIIMOHHOTO 00ECTICUCHHS
YIPABICHHUS ¥ apXHBHOTO XPaHEHHUSI IOKYMEHTOB B KOHKpeTHO# opranu3armu ([TK-46).

YHOPSIIOYEHHUS

CcoCTaBa JOKYMCHTOB H

5. OIIMCAHHE MOKA3ATEJENA U KPUTEPUEB OLIEHVUBAHUS
KOMIIETEHIINU, A TAK)KE HIKAJI OHEHUBAHUSA (KPUTEPUU OLIEHKHU
PE3YJIbTATOB CJAYU I'OCYJAPCTBEHHOI'O DK3AMEHA)

5.1. Onucanue noka3sareJsieil 1 KpUTEpHEB OLIEHMBAHUS KOMIeTEHIHii

Ta6imma 1 — Onucanue nokasarenei u KPUTEPUEB OILICHUBAHUS KOMITCTCHIIHI

Pesynbratel ocBoenus OITOII [TokazaTtenu Kpurepuu
(conmepxanue c(hopMHUpPOBaHHOCTH OIICHWBaHUS YPOBHSA
KOMIIETEHLIMI U KOJAbI KOMIIETEHIINI c(hOpMHUPOBAHHOCTH
(TIOpPOTOBBII YPOBEHB) KOMIETEHIINI
1 2 3

CHOCOOHOCTBIO  HCIOJB30BaTh | BIAJEET NPABOBBIMH 3HAHMSMHU B | 3HAET OCHOBHBIC 3aKOHOAATENIbHBIC
OCHOBBI TIPAaBOBBIX 3HaHWW B | OOJIACTH  JTOKYMEHTOBEICHHMS, | TOKYMEHTHI B oOmacTtu
pa3IMYHBIX chepax | apXUBOBEIICHHS M apXUBHOTO | TOKYMEHTOBEICHHS, apXHBOBEICHUS

nesirenbHOCTH (OK-4)

Jcia

1 apXUBHOTO J€Nla, COOTHOCHUT HX C
IIPAKTUYECKOHN EATEIBbHOCTBIO

CIIOCOOHOCTBIO K | 3Ha€T  OCHOBHBIE  METOJBI, | IPUMEHSET METO/bl, CIIOCOOBI U
UCIIOJIB30BaHUIO OCHOBHBIX | CITIOCOOBI M CPEJICTBA MTOJYUEHUS, | CPEACTBA  HONYyYEHHS, XPaHEHHs,
METO/IOB, CIIOCOOOB U CPEACTB | XpaHEHMUS, nepepaboTKy | mepepadoTku  uHpOpMALMK  [pH
MOJTyYeHus, XpaHeHus1, | HHPOpMaIUH peleHnn MPaKTHUKO-
nepepadboTku uHGopmamuu (OK- OPUCHTHUPOBAHHBIX 3a7[aHUI
10)
CHOCOOHOCTBIO  HCIIOJIB30BaTh | BJIAACET TEOPETUYECKUMH | IPUMEHSIET HCCIIeI0BATEIbCKUE
TEOpeTHYECKHe 3HaHUA U | 3HAaHUSAMHU B o0JacT | METOABI TPH pElIeHUH MPaKTHKO-
METOABl  HWCCIIEAOBaHMS  Ha | JOKYMEHTOBEACHHUS, OPHEHTUPOBAHHBIX 3aJaHNI
npakrtuke (OITK-1) apXMBOBEIECHHUS U apPXUBHOIO

Jena

OCO3HAaHUEM COILIMaJIbHOM
3HAYUMOCTH CBOEW  OymyIiei
npodeccu, o0naganuem
BBICOKOM MOTHBaIei K
BBITTOJTHEHHIO
npohecCHOHATBHON

nestenbHocTH (BK-1)

3HACT HCTOPUI0O M COBPEMCHHOC COCTOAHUC, OCO3HACT COLMATIBHYIO

3HAYUMOCTD cBoOeH

npodeccum;

COACPIKAHUC, 0COOEHHOCTH |

cnenn(uKy COBPEMEHHOTO IOKYMEHTOBETYECKOT0 00pa3oBaHMs

W3JaracT OCHOBHBIE OJTamlbl pPa3BHTUS MPO(deccHd JOKYMEHTOBENA,
NPUBOJIUT JaThl, KOHKPETHBIE (aKThl, COCOOCH A0Ka3aTb 3HAYMMOCTh
cBoell mpodeccMd Ha KOHKPETHBIX HCTOPUYECKHX W COBPEMEHHBIX

npuMepax

Hayquo-uccneooeameﬂbCKaﬂ 0eamenbHOCHb

BJIaJICHHEM
MH(POPMALUOHHO-
AQHAJIUTHYCCKON JICATEIBHOCTH H
CIIOCOOHOCTBIO TPUMEHSTh HX B
npodeccuonansHoit cepe (I1K-
2)

OCHOBaMH

3HAaeT OCHOBBI WH(OPMAITIOHHO-
AHAIUTUYECKOHN EATEINbHOCTH

MIPUMEHSET 3HaHNE OCHOB
nH(OPMAIMOHHO-aHATUTUIECKON
EATENLHOCTHA pu pereHnn
MPAKTUKO-OPUEHTHPOBAHHBIX
3aJIaHuI




[Mponomxenune A tadi. 1

1 2 3
BJIQJICHHEM 3HAHUSIMH OCHOBHBIX | BOCIIPOM3BOIMT OCHOBHBIE | 1aeT 3aKOHOJATEIFHO U HOPMATHUBHO
npobiem B 005acT! | MOHATHS " HEePEUNCIISAeT | YCTaHOBICHHbIC OIIpe/ieeHHs
JOKYMEHTOBEICHHUS U | OCHOBHBIE MPOOJIEMBI B 00nacT | 0a30BBIM TMOHATHSM B 00JacTu
apxuBoseaenus (I1K-3) TEOPHH JTOKYMEHTOBEIECHHS H | TEOPUM  JOKYMEHTOBEICHUS U
apXHWBOBEICHUS apXHWBOBEICHMUS, XapaKkTepu3yeT
OCHOBHBIC TIPOOJIEMBI B 00JacTH
JOKYMEHTOBEICHUS u
apXMBOBEICHHSA, COOTHOCHT HX C
MPAKTHYECKON ISSITEEHOCTHIO
BJIaJICHUEM TEHICHIMSMH | 3HAET TEHACHUUH Pa3BUTHA | HAa3bIBACT TEHACHLUWU  Pa3BUTHSA
pa3BUTHSA MHQOPMAIIMOHHO- | HHPOPMAIIIOHHO- nHPOPMALUOHHO-
JTOKYMEHTAIlHOHHOTO U | JOKyMEHTallMOHHOTO U | JOKyMEHTallMOHHOTO M 00eCTICUeHHs
obecnieyeHust yIpaBiIeHHUs | oOecTiedeHHs yIpaBJIeHUs | YIpPaBICHUS  apXUBHOTO  JIela,
apxuBHoro aeina (ITK-5) apXMBHOTO JIeJia MOAKPETIISS puMepamMu
MPAaKTHYECKON IESTEIbHOCTH
BJIaZICHUEM HaBbIKAMH | 3HA€T OCHOBBI  COCTABJICHHS | NMPUMEHSET 3HAHHUSA OCHOB
COCTaBIICHHS oubnuorpaduieckux U | cocTaBleHus OMOIMOrpadUeCcKuX U
OoubmorpaduuecKux U | apXUBHBIX 0030pOB apXMBHBIX 0030pPOB TIpPU pEIICHUH

apxuBHbIX 0030poB (ITK-9)

COOTBETCTBYIOIIUX MPaKTUKO-
OPHECHTHPOBAHHBIX 3aJaHUI

CIIOCOOHOCTBIO  BBISBIATE U
orouparb  JAOKYMEHTBI IS
pa3HbIX  THIIOB W  BHIOB
nyomukanmii (ITK-12)

3HAE€T OCHOBHBIE THUIIBI U BUBI
JIOKYMEHTOB

[IPUMEHSET 3HAHHSI OCHOBHBIX THUIIOB
U BUJOB JIOKYMEHTOB IIPU PELICHUU
COOTBETCTBYIOILIUX MIPaKTUKO-
OPUEHTHUPOBAHHBIX 3aJJaHUI

CIOCOOHOCTBIO BECTH HAy4HO-

METOAMYECKYIO paboty B
rOCYJapCTBEHHBIX,
MYHUIMINANBHBIX ~ apXuBax U

apxuBax opranuzanuii (ITK-13)

3HAa€T OCHOBHBIC HAaIPABIICHUS
Hay4YHO-METOANYECKOI paboThl B
roCyJ1apCTBEHHBIX,
MYHUIMIAIBHBIX ~ apXWBaxX U
apXMBax OpraHU3aALMN

PacKpbIBa€T OCHOBHBIE HAIIPABIICHUS
HAay4YHO-METOAMYECKOH paboThl B
rOCyapCTBEHHBIX, MYHHUIMIAIbHBIX
apxXuBaX W apXWBax OpraHU3aIui,
MOJIKPETISS MpUMepamMu
MPAKTUYECKOH EATEIBHOCTH

Texnonozuueckasn oesamenvnocms

BJIaJICHUEM HaBBIKAMH | BIajceT 3HAHUSIMU | TIPUMEHSET 3HAHUS
WCTIOJNb30BaHMUS KOMITBIOTEPHOH | MHPOPMALIMOHHBIX TEXHOJIOTHI | MHPOPMAIIMOHHBIX TEXHOJOTHH B
TEXHUKA W HMHPOPMAIMOHHBIX | B JOKYMEHTAIIMOHHOM | JOKYMEHTAllUOHHOM  O0eCTIe4eHHH
TEXHOJIOTHI B | oOeclieueHNH  YMIpaBJICHUS W | YIPaBICHHUS M apXWBHOM Jiele TMpH
JOKYMEHTAIIHOHHOM aApXUBHOM JIelie peleHnn COOTBETCTBYIOIINX
o0ecrieyeHnn  ympaBieHUS U MPaKTHKO-OPHEHTHPOBAHHBIX
apxusHoM geie (ITK-14) 3aJaHNi
CIOCOOHOCTBIO BIaJIe€T 3HAHUSAMH OCHOBHBIX | TIPUMEHSET  3HAHUS  OCHOBHBIX
COBEpIICHCTBOBATh TEXHOJIOTUH | TEXHOJIOTMYECKAX  TPOIIECCOB | TEXHOJIOTUYECKUX MPOIIECCOB
JOKYMEHTAIlMOHHOTO JOKYMEHTAIIHOHHOTO JOKYMEHTAIIMOHHOTO  00ecreueHHs
oOecriedeHUs]  ympaBlieHWs © | oOeCliedeHus]  YIpaBJICHUS W | YIOpPaBICHUS W apXWBHOTO JieNia Ha
apXMBHOTO  Jiena Ha  0ase | apxuBHOTO Jena Ha  Oase | Oaze UCTIONIb30BaHMS  CPEJCTB
WCTIOJBb30BaHUS CPEACTB | UCHOIB30BAHUS CPEACTB | aBTOMATH3allMM  NpPU  PELICHUU
asromatu3anuu (I1K-15) ABTOMAaTH3aLUU COOTBETCTBYIOIINX MPaKTUKO-
OPHCHTUPOBAHHBIX 33J]aHUH
BJIaJICHHEM METOJaMH 3allliThl | BIaJeeT 3HAHUSMH METOJOB | Ha3bIBaeT OCHOBHBIE METO/IbI
nnpopmanun (I1K-17) 3alUTHl UHPOPMALTUH 3aLUTHI nHpOpMaLUH
MPUMEHUTENBHO K Pa3lW4HbIM

BHJIaM JOKYMEHTOB U 0a3 JaHHBIX
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[Tponmomwkenne b tadm. 1

1 2 3

BJIaJICHUEM COBPEMEHHBIMH | BIIAJCET 3HAHUSIMU | HCHOJB3YeT 3HAHUS COBPEMEHHBIX
cucreMaMd HH()OPMAIIMOHHOTO | COBPEMEHHBIX CHCTEM | CUCTEM HHPOPMALTUOHHOTO u
U TEXHUYECKOro olecnedeHus: | nHPOPMALMOHHOTO U | TEXHUIECKOTO oOecrieueHust
JNOKYMEHTAIlMOHHOTO TEXHUYECKOTO obecrieueHus | JOKYMEHTAIllMOHHOTO  00ecreueHus
oOecriedeHUs]  yMpaBleHUS H© | JOKYMEHTAlHOHHOTO yIpaBIeHUS u yTIpaBIICHUS
ynpasinenus apxuBamu (I[1K-18) | oGecrieuenusi  ymnpaBieHUss W | apXUBaMu npu peueHnn
yIpaBJIeHUs apXUBaMHU COOTBETCTBYIOIIUX IPaKTUKO-

OPHEHTHPOBAHHBIX 3aJaHUI
CIOCOOHOCTBIO  HCHONB30BaTh | BIAAEET  3HAHUSAMH  TPaBWI | MCHOJIB3YET odunansHbIe "
IIpaBuiIa MNOJATOTOBKY | MOATOTOBKM  YIPABIEHYECKUX | HOPMAaTHBHbIE JOKYMEHTHI,
YIPaBJIEHYECKUX JOKYMEHTOB U | IOKYMEHTOB M BEICHHUS JEJIOBOH | PETVIAMEHTUPYIOIUE  IOATOTOBKY
BEJCHUS JICJIOBOH TEPENUCKH | MEPENHCKH yIpaBleHUYECKUX  JOKYMEHTOB U

(TIK-19) BEJICHHUE JIENIOBOM MEPENHCKU
CIOCOOHOCTBIO  HCHOJNB30BaTh | BIAACET 3HAHMSIMU OCHOBHBIX | MCHOJB3YET 3HAHUS IIPaBUII
[paBWIa OpraHW3alldik  BCEX | ITaoOB pabOTHI C JOKYMEHTAaMH, | HOATOTOBKM  PA3JIMYHBIX  BUAOB
3TarnoB paboTHl ¢ JOKYMEHTaMH{, | B TOM  4YHCIE€ apXUBHBIMH | JOKYMEHTOB C Yy4YeTOM CTaJud HX
B TOM 4YHCIE€ apXWBHBIMHU | JOKYMEHTaMH CO3JIaHUS npu peleHnn
nokymentamu (ITK-20) COOTBETCTBYIOIIHX MIPaKTHKO-

OPHECHTHUPOBAHHBIX 3aJaHUI
BJIaJICHUEM HaBBIKAMH | 3HAET TpeOoBaHUs K | IpUMCHSIET OCHOBHBIE  IpaBUIIa
COCTaBICHHS  ONHCEH  JeJ, | coOepKaHulo U OQOPMIICHHUIO | IIOATOTOBKH JIeJI K IIepeade B apXuB
MOJArOTOBKU €1 K Iepelade B | OMMCH [IeJI, OCHOBHBIC INPaBWJA | OpraHU3allMy, roCyJapCTBEHHBIN
apXxuB OpraHu3aluy, | MOJArOTOBKM el K Iepeiadye B | WIM MYyHUIUNAIBHBIA apXWB MpU
rOCyJapCTBEHHBIN WIN | apXuB OpraHu3allyy, | peleHHH COOTBETCTBYIOIINX

myHuunanbHbiii apxus (ITK-21) | rocymapcTBeHHbI#H WY | IPAKTUKO-OPUEHTUPOBAHHBIX

MYHUIUTIIAIBHBINA apXUB

3alaHuN

CIOCOOHOCTBIO MPUHAMATh | BIAJACET 3HAHUSAMHM OCHOBHBIX | MOJKPEIUISCT 3HAHHWS  OCHOBHBIX
y4dacTue B pabote 1o | KpUTEpUEB [EHHOCTH | KPUTEPHEB IICHHOCTH Pa3IHYHbIX
MPOBE/ICHHUIO SKCHEPTU3bI | PA3IMYHBIX BUJOB JOKYMEHTOB | BUJIOB  JIOKYMEHTOB  MpPHUMEpPaMHU
1eHHoCcTH TokyMeHToB (ITK-22) MPAKTUYIECKOMN NEeATeTLHOCTH
BJIQJICHUEM HAaBbIKAMH Yy4eTa W | BJaJeeT 3HAHUSIMU OCHOBHBIX | HPUMEHSET oduIaIbHbIC u
obecrieyeHus COXPaHHOCTH | MPaBHJ U TPEOOBAHUU K YUETy M | HOPMATHBHbBIE JIOKYMEHTHI,
nokymentoB B apxuBe (ITK-23) | oGecrieueHuno COXPAHHOCTH | perjaMEHTHPYIOIINE yueT u
JIOKYMEHTOB B apXHBE oOecrieueHue COXPaHHOCTHU
JIOKYMEHTOB B apXWBE MPH PEIICHUH
COOTBETCTBYIOIIUX MPaKTUKO-
OPUEHTUPOBAHHBIX 33JJaHUI
BJIAJICHUEM HaBbIKAMH | BJaJ€eT 3HAHUSIMU OCHOBHBIX | NIPUMEHSET  3HAHUS  OCHOBHBIX
OpraHu3aluu CTIPABOYHO- | CIIPABOYHO-TIOUCKOBBIX CPEJICTB | CIIPABOYHO-TIOMCKOBBIX CpelcTB
MOUCKOBBIX Cpe/CTB U | apXUBHBIX JOKYMEHTOB ApXUBHBIX JIOKYMEHTOB npu
HCIIOJIb30BaHUS APXUBHBIX pelieHun COOTBETCTBYIOIIHMX

nokymentoB (TTK-24)

MPAKTUKO-OPUEHTUPOBAHHBIX
3aJIaHuI

BJIaICHHUEM HaBbIKaMH BJIacE€T 3HAHUAMHU IpaBuJI HCIIOJIB3YET O(bI/IHI/IaHI)HI)Ie u
IIOATOTOBKHN YHOpaBJICHYECKUX | TOATOTOBKH YHOpaBJICHYECKUX | HOPMATUBHBIC JOOKYMCHTEI,
JOKYMEHTOB M BEJICHHS JISJIOBOM | JOKYMEHTOB M BEICHUs AEJIOBOH | PErIaMeHTHPYIOLIHE  MOATOTOBKY
nepenucku (ITK-25) MEPETUCKH VIPaBICHUYECKUX  JOKYMEHTOB H
BEJICHHUE JIENIOBOM NEPENHCKU
BJIaACHHUEM HaBbIKaMH BJIagc€T 3HAHUAMHU IpaBull HCIIOJIB3YET O(bI/IHI/IaHI)HI)Ie u
00pabOTKH JOKYMEHTOB Ha BceX | 00pa0OTKM JTOKYMEHTOB Ha BCEX | HOPMaTHBHEIC JIOKYMEHTBHI,
JTamnax JIOKyMEHTO000pOTa, | ATamax JIOKyMEHTO000pOTa, | periiaMeHTHPYIOIINE 00paboTKy
CHCTEMaTH3alliH, COCTABJICHUs | CUCTEMATHU3allii, COCTABIICHHS | IOKYMEHTOB Ha  BCEX  OJTamax
HomeHknatypsl aen (ITK-26) HOMEHKIIATYPBI A€l JOKyMeHTo00o0poTa, a TaKxe
CHCTEMaTH3aIHIo, COCTaBJICHHE

HOMEHKJIATYPHI JelT
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[Iponomxenue B Tab1. 1

1 | 2 3
Opzanuzauuonno—ynpaeﬂenltecxa}l 0eamenbHOCmb
CHOCO6HOCTI>}O cO31aBaTh u BJIaACECT 3HAHUAMU CUCTEM NMOAKPETIIIACT 3HAHUA CUCTEM
BECTHU CHUCTCMBI | JOKYMCHTAIUOHHOI'O AOKYMCHTAIMOHHOI'O OGGCHG‘ICHI/M
AOKYMCHTAILIMOHHOT'O oOecrieyeHnst YIpaBJICHUA B | YOpaBJICHUA B OpraHMU3alMu Ha Oase
06CCHe‘leHI/I}1 YIIpaBJICHUA B | OpraHnuvsanuvu Ha 6a3e HOBEUINNX | HOBEHUINNUX TEXHOJIOTUH nmpuMepamMmu

OpraHM3anuy Ha 0a3e HOBEHIINX
texnomoruii (ITK-29)

TEXHOJIOTUH

HpaKTH'-ICCKOﬁ JACATCIBHOCTH

CITOCOOHOCTBIO OpPraHu30BbLIBATH

pabory CITYKOBI
JOKYMEHTAIIHOHHOTO

oOecrieyeHus]  yIpaBlICHHS U
apXUBHOTO XpaHEeHHUs

nokymenToB (ITK-30)

BJIAACCT 3HAHUAMU OpPraHUu3alnun

CIy’)KOBl ~ JJOKYMEHTAalMOHHOTO
o0ecriedyeHus1  yOpaBieHUS U
ApPXUBHOTO XpaHEHUs
JIOKyMEHTOB

MOJKPEIUIieT 3HAHUSA OpraHu3aluu
CITY>KOBI JTOKYMEHTAallMOHHOTO
obecnieueHust yIpaBlIeHUS u
apXMBHOTO XPAHEHUS JOKYMEHTOB
puMepamMu MIPAKTHYECKOU
JIeSITENIBHOCTU

CIIOCOOHOCTBIO  pa3pabaThIBaTh

BJIagCCT 3HAHWAMH ITOATIOTOBKH

IIPUMCHACT 3HaHUA IIOATOTOBKHU H

JIOKaJIbHbIE HOPMATHBHBIE aKThl | U W3IaHUS JIOKAJBbHBIX | U3AaHUSA JIOKAIBHBIX HOPMATHUBHBIX
u HOPMATHUBHO-MCTOANYCCKHUEC | HOPMATUBHBIX aKTOB " | aKTOB 1 HOPMATHUBHO-MCTOANYCCKUX
JOKYMCHTBI 1o BCACHUIO | HOPMATUBHO-METOJUUYCCKUX JOKYMCHTOB, PEriIaMCHTUPYIOIUX
nH(GOPMAITMOHHO- JTOKyMEHTOB, BeJICHHUE WH(POPMAITIOHHO-
AOKYMCHTAlIMOHHOI'O PEriIaMCHTUPYIOIIUX BC€ACHUC | JOKYMCHTALIUOHHOI'O OGCCHC‘IGHI/IH
oOecriedeHus]  ympaBieHHs © | HHPOPMAIMOHHO- YIpaBJIEHHUS U apXUBHOIO [J€Ja, IIpU
apxusHoro aena (ITK-31) JIOKYMEHTAI[HOHHOTO perieHnu COOTBETCTBYIOIIHIX
oOecrieyeHUs!  YOPaBICHUS U | IPAKTUKO-OPHEHTHPOBAHHBIX
apXMBHOTO JIefia 3aJaHAN
BJIaJICHUEM 3aKOHOJATEIBHOW W | BIajceT 3HAHUSIMU | TIPUMEHSET 3HAHUS
HOPMAaTHUBHO-METOANYECKOU 3aKOHOIaTEIbHOU U | 3aKOHOJATEIbHOM ¥ HOPMAaTHUBHO-
0azoii WH(GOPMAITMOHHO- | HOPMAaTHBHO-METOINIECKON METOINIECKON 0a3sr
JIOKYMEHTAITMOHHOT'O ba3oit MH(GOPMAITMOHHO- | ©H(POPMAITMOHHO-
oOecriedeHus]  yNpaBieHUA H | JOKYMEHTAlHOHHOTO JOKYMEHTAIllMOHHOTO  00ecreueHus
apXMBHOTO [IeNla, CIOCOOHOCTBIO | OOECIIeYeHUs]  YNpaBIECHUs U | YIPABJICHUS M apXUBHOI'O Je€ia, IpU
OPHUCHTUPOBATLCA B HpaBOBOﬁ APXUBHOTO A€jia, OpPUCHTUPYCTCA | PCIICHUN COOTBCTCTBYIOIIINX

0aze cMmexHbix obmacteir (ITK-

B TMIPaBOBOHl 0aze CMEXHBIX

IMPAKTUKO-OPHUECHTUPOBAHHBIX

32) obOnacreit 3aTaHU M
3HAHUEM TpeOOBaHMIA K | BaJeeT 3HAHHMAMHU TPEOOBAHMI | MOJIKPEIUISICT 3HAHUS TPEOOBAHHUN K
OpraHHu3aIuu CEKPETAapCKOro | K OpraHu3alid CEKPeTapCKOoro | OpraHu3aiuu CEKPETapCKOro
obcayxuBanus (ITK-35) o0cIyXKUBaHUS 00CITyKUBaHHS MpUMepamMu
MPAKTUICCKON JIeITEIbHOCTH
BJIQJICHUEM HaBbIKaMH PaOOTHI C | BiajeeT 3HAHUSAMHU | yYMeEeT MPUMEHHUTh 3HAHNE
JOKYMEHTaMH¥,  COJEpXalliMH | HOPMaTHBHOM 6a3nl U | HOpMATUBHOW 0a3bl U OCOOCHHOCTEH
WHPOPMAIIMIO  OTPAHUYEHHOTO | OCOOCHHOCTEH paboThI ¢ | paboThI c JIOKYMEHTaMH,
nocrymna (ITK-38) JIOKyMEHTaMH,  COJAEPXKAIINMH | COAEPIKAIIMH WH(pOPMAITIIO
WHPOPMAIIUI0  OTPAaHUYEHHOTO | OTPAHUYCHHOTO JIOCTYTIA, npu
JlocTyna perieHun COOTBETCTBYIOIIHIX
MIPaKTUKO-OPUEHTHUPOBAHHBIX
3aJIaHHAI
3HAHUEM MPHUHLIMIIOB | BaJ€eT 3HAHMSIMH NPUHIUIOB | MOJAKPEIUIAECT 3HAHUA HPUHIUIIOB

OpTraHU3alii Pa3IMYHBIX THUIIOB
u BuoB apxuBoB (I1K-39)

OopraHu3anui pa3jJInvHbIX TUIIOB
1 BUJOB apXHUBOB

OpraHu3anun pa3jinvdHbIX TUIIOB U
BUIOB ApXUBOB npumMepamMu
HpaKTquCKOﬁ JACATCIBHOCTH

3HAHUEM TpeboBaHUil K
OpraHH3aLNN obecriedeHust
COXPaHHOCTH JIOKyMEHTOB B

apxuBax (ITK-40)

BIIaJIeeT 3HAHUAMHU TPeOOBaHMIA
K OpraHu3anuud obOecreyeHus
COXPAaHHOCTHU JOKYMCHTOB B
apxuBax

MTOAKPETUIAECT 3HaHUA TpeOOBaHUN K

OpraHu3aluu oOecrieueHust
COXPAHHOCTH JIOKYMEHTOB B apXUBaX
IIpUMEPAMU MIPaKTUYECKON

ACATCIIBHOCTHU
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[Mponomxenwne I” Tabi. 1

1 2 3
3HAHHEM MPUHIUIIOB | BJIJEET 3HAHUAMM MPUHIUIOB | MOAKPEIUIICT 3HAHUS PUHIIUIIOB
OpraHM3alNN U | OpraHu3aluu Y | opranm3anvyd ¥ (QyHKIHOHUPOBAHHS
(hYHKIIMOHUPOBAHUS apXUBHOTO | (DYHKIIMOHUPOBAHUS ApPXWBHOTO | QpXMBHOT'O ayTCOPCHHTa MPUMEPaMU

ayrcopcunra (ITK-41) ayTCOPCHHTA MPAKTUYECKOH AeATEIbHOCTH
3HATh 0COOEHHOCTH | BNaieeT 3HAHUSAMH CHCTEMBI M | Ha3bIBaeT OCHOBHBIE OpraHsbl
rOCy1apCTBEHHOTO U | ocoOeHHOCTeH rOCY/IapCTBEHHOTO "
MYHUIHIATBHOTO  YOPAaBJICHUS | TOCYJapCTBEHHOTO U | MyHHLIMIATBHOTO yIpaBlIeHUS
Yensbunckoit obnactu (BK-3) MYHUIMIIAIBHOTO  ympaBieHus | YensOuHckon obnacry,

UensOnHCKOM 0071aCTH XapaKTepu3yeT chepy ux

KOMITCTEHIINI
Ilpoexmnasa deamenvHocms

BIaJeHHEM TNPUHOUMIAMHA U | BilajeeT 3HAHWUSMH NPUHIMIOB | XapaKTepU3yeT TPUHIIMITBI u
METOJlaMH YIOPSIIOYEHUSI | ©  METOJOB  YIHOPSAOYCHHS | METOABI  YIOPSIOYCHHS — COCTaBa
cocTaBa JTOKYMEHTOB U | cocTaBa TOKYMEHTOB U | JOKyMEHTOB ¥ HH(OPMAIMOHHBIX
WHPOPMALMOHHBIX TOKa3arenel | MHPOPMALIMOHHBIX MTOKa3aTeNiel | mokaszarenei
(TTIK-43)
BIIaZICHUEM METOJaMH | BIIQJICCT 3HAHUSMU  METOJOB | TPHMEHSET 3HAHUS METOJIOB
MPOBEACHUS aHanu3a | IpOBEICHHUS aHajM3a | MpOBEJCHHUS aHalli3a OpraHUu3aluu
OpTaHu3aluu OpraHu3aluu JOKYMEHTAIIHOHHOTO  00eCIeUeHHs
JTOKYMEHTAIIMOHHOTO JOKyMEHTAI[HOHHOTO YIIPaBJICHUS W apXUBHOTO XPaHEHHS
oOecrieyeHUs]  ympaBleHHS ¥ | OOCCIICUCHUS]  yIpPaBIEHHS H | JTOKYMEHTOB B KOHKPETHOM
ApXHUBHOTO XpaHEHUS | apXUBHOTO XpaHEHUs | OpraHu3aliH, npu peleHnn
JOKyMEHTOB B  KOHKDETHOH | JOKyMEHTOB B  KOHKPETHOH | COOTBETCTBYIOLIHX HPaKTHKO-
opranu3zaimu (ITK-46) OpraHU3aInn OpPHEHTHPOBAHHBIX 33JaHUH

5.2. lllkana oueHnBaHusi (KPUTEPHUHU OIEHKH Pe3yJbTATOB CIAYH TroCyIapCTBEHHOI0

IK3aMEeHa)

Ta6n1/1ua 2— KpI/ITepI/II/I OLICHKHU PE3YJIbTATOB CAAYU I'OCYJAPCTBCHHOT'O 3K3aMCHaA

Onenka mno
HOMHHAJIBLHOM
miKaje

KpuTepun oneHKkH pe3yjbTaTOB CAA4H TOCYIapCTBEHHOI0 IK3aMeHa

OT1In4HoO

Pesynbrar
UCIIOJIb30BaTh CBEICHHS W3
WCCIIEJIOBAHUS U

O6y‘l6HI/I$I IIOKa3bIBAcCT,

IIOHCKa

Pa3IUYHBIX HCTOYHUKOB I  YCHEIIHOIO
peluieHnii B

YTO  BBIITYCKHHK CII0COOCH

HECTaHAAPTHBIX  NPAKTHKO-

OpPUEHTUPOBAHHBIX CUTyauusix. OOy4aroUIMiACs MOKa3bIBAaeT BHICOKUH YPOBEHB
TEOPETUUECKUX U MPAKTHYECKUX 3HAHUN, BUIUT MEKIUCUUIUIMHAPHBIE CBSI3U.
[MpodeccnonanbHO, PaMOTHO, OCIE0BATENBHO, XOPOIINM SI3BIKOM U3JIaraet
Matepuai, GOpMyJIUpyeT BBIBOJBL. Ha BONMpPOCH 4JICHOB KOMHCCHU OTBEYaeT
KpaTKO, apryMEHTHUPOBAHO, YBEPEHHO, MO CyIIEeCTBY. JIOCTUTHYTHI YpOBEHb
OIIEHKH pE3yNbTaTOB OOy4YEHHWs IO HAMpPaBICHUIO TOATOTOBKU SBIISETCS
OCHOBOU Ut (POPMHUPOBAHUSI KOMIIETEHIINH, COOTBETCTBYIOIINX TPEOOBAHHIM
I'OC BIIO.

Xopomuro

PesynbTaT 00y4eHuUs MOKa3bIBAET, YTO BHITYCKHUK IPOJEMOHCTPHPOBAI
pe3yinbTaT Ha YPOBHE OCO3HAHHOTO BIAJACHHS Y4YEOHBIM MaTepuagoM H
yueOHBIMA  YMEHUSMH, HaBbIKAMH W  cloco0aMHu  JICATENBHOCTH B
npodeccuoHanbHOW — 00nacTu;  crmocoOeH — aHaNM3UpOBaTh, MPOBOAMTH
CpaBHEHHE U OOOCHOBaHHE BHIOOpA METOJIOB PEIICHUS 3aJIaHUi B MPAKTHKO-
OPUCHTUPOBAHHBIX CUTYalMsIX. BBIMYCKHUK TIOKa3bIBa€T JIOCTATOYHBIN
ypoBeHb TNpO(heCcCHOHAJBHBIX 3HAHWU W BIaJEHHH, CBOOOIHO ONEPUPYET
MOHATHSMH, METOJaMU OLEHKH NMpUHATHA perieHuil. meer npencrasnenne o
MEXKJIUCIUIUTMHAPHBIX ~ CBSA3SIX, yMEET  AaHAU3UPOBATh  MPAKTHYECCKHE
CUTYyallH, HO JOITyCKAaeT HEKOTOPbIE MorpeiiHocTH. OTBET HOCTPOEH JIOTUYHO,
MaTepHajl U3JaracTcsi XOPOILIUM SI3BIKOM, HO TPH 3TOM JOMYCKAaeT HEKOTOpHIE




HE3HAUUTEIbHBIE HETOYHOCTH. Bompocsl, 3amaBaembie uneHamu ['AK, He
BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYTHEHHM.

YnosaerBsopu-
TeJbHO

Pesynprar 00y4eHHs TOKa3bIBa€T, 4YTO BBITYCKHUK 0OJamaer
HEO0O0XOMMOH CHCTEMOM 3HAHUH U BJIaJICET HEKOTOPHIMH HaBBIKaMU; CIIOCOOEH
MMOHMMAaTh W WHTEPIPETUPOBATH OCBOSHHYI0 HH(OPMANHNIO, YTO SBISETCS
OCHOBOW ycmemHoro (pOpMHpPOBaHHS YMEHHH W HABBIKOB I PEIICHUS
MPaKTUKO-OPUEHTUPOBAHHBIX 3a/Jau. BBIMYCKHUK MOKa3bIBACT JOCTATOYHBIC
3HaHUS, HO TPU OTBETE OTCYTCTBYET [OJDKHAS CBS3b MEXIY aHaU30M,
aprymeHTauued u BbiBogamu. Ha mnocraBnensnsle uneHamu ['AK Bompocsl
OTBEYAET HEYBEPEHHO, JOMYCKaeT MOTPENTHOCTH.

Heynosaersopu-
TeJbHO

PezynbTar O00ydeHUs CBUAETENBCTBYET OO0 YCBOGHHMH HEKOTOPBIX
3JIEMEHTApHBIX 3HAHUI KIIOYEBBIX BONPOCOB. JlomyIieHHBbIE OIIMOKM U
HETOYHOCTH IPU YCTHOM OTBETE IMOKA3bIBAIOT, YTO BBHITYCKHHK HE OBJIAJel
HEOOXOIUMOM CHCTEMOH 3HAHWI 10 HANPaBICHUIO MOJITOTOBKHU, 3aTPyIHIETCS
MpU aHaju3e MNpaKTHUYeCKUX cuTyauuid. He MoxeT mpuBecTH npumepsl u3
peanbHOl mpakTuky. HempaBuiabHO OTBEdYaeT HA JOIIOJHUTENIBHBIE BOIPOCHL,
noctanieHHble wieHaMu ['AK, unu 3aTpyaHseTcsi ¢ OTBETOM.

6. KPUTEPUU OLIEHUBAHUA
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HToroBas oleHKa TOCYAAapCTBEHHOIO 3K3aMEHa OIPENeNseTCsl MyTeM IepeBoja IAHHBIX
100-0annbpHOM 1mIKasbl B 4-X 6auibHY0 mKaiy u mkany no cucreme ECTS (tabu. 3).

Tabnuna 3 - lllkana coorBeTcTBHS 0a/1/10B rocy1apCTBEHHOI HIKAaJIe

Onenka Omnenka nmo 100- OueHka 1o rocyapcTBeHHOM 1IKAaJie
1o mKaJe 0aJIJIbHOM 1IKaJe (3x3aMeH, Tu(pPpepeHIMPOBAHHBIN 3a4eT)
ECTS
A 90-100 5 (OTIUYHO)
B 80-89 4 (xoporo)
C 75-79 4 (xoporo)
D 70-74 3 (YAOBJIETBOPUTENBHO)
E 60-69 3 (YIOBJIETBOPHUTEIHHO)
FX 35-59 2 (HeyIOBJICTBOPUTEIHHO)
C BO3MOXHOCTBIO ITOBTOPHOM CHa4H
F 0-34 2 (HeyIOBJIICTBOPUTEIHHO)
C BO3MOKHOCTBIO TIOBTOPHOH C/Ia4y¥l MPH yCIIOBHH
00s13aTeTbHOTO HAOOpa AOTOTHUTEIBHBIX OAJITIOB

5.3. TunoBble KOHTPOJIbHBbIE 33a/[IaHUSl WJIM HHbIe MAaTepHAJIbl, HEOOXOAUMbIE JIsl
OLIEHKHU Pe3yJIbTATOB 0CBOEHHSI OCHOBHOM NMPOo(ecCHOHATBLHO 00pa30BaTeJIbHOM MPOrPpaMMBbI

5.3.1. Ilepeuensv 60npocos, 8bIHOCUMBIX HA 20CYOAPCMEEHH LI IK3AMEH

NookowhE

ABTOMaTH3UPOBAHHBIE TOKyMEHTAllMOHHbIE TexHoJoruu CO/I.
bubnuorpaduueckoe onucanue: onpeaeeHue, Ha3HaueHUE U GYHKLUH.
Bunp! u knmaccudukanus apxuBoB. TeXHONOTHSI XpaHEHUS TOKyMEHTOB.
Bunsl u pesynbTarel 6nbarorpaguueckoit 00paboTKH JOKYMEHTOB
Bupl 1 xapakTepruCTHKa CUCTEM TOICPIKKH TTPHHSATHS PEIICHUH.
Buas! ucrouHnkoBoi HHGpOpMALIUK.

BHeznpenue cucteM 3J€KTPOHHOTO JOKYMEHTO00OpoTa Kak mpoekT. OOocHOBaHME
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BbIOOpa COJI 11 mpeAnpUsATHIA, OpraHU3alMi, YIPEKICHUNA HAa OCHOBE OIPEeICHHBIX KPUTEPHEB.

8. JeranmuzupoBaTth OuszHec-mpouecc «Perucrpanus ¥ KOHTPOJIb MCIIOIHEHUS BXOJSIINX
JIOKYMEHTOB.

9. JlokymeHT u uHpOpMaNUi: ONPEACICHHE IOHATHH, (OYHKIWH, CIIOCOOBI
JOKYMEHTHPOBaHUSI.

10. JoxymeHTanbHOE oopMIIEHHE yueTa JEHEKHBIX CPEACTB HAa PACUETHOM CUETE U Kacce
NPEIIPUSATHSL.

11. JdoxymeHTanbHble cHCTeMbl. JIOKYMEHTHBIE pecypchbl. YHU(GUIUPOBAHHBIE CHCTEMbI
JOKYMEHTAIUH.

12. lokyMeHTHpOBaHKE BOZHUKHOBEHUS U MPEKPAIICHUS TPYAOBBIX OTHOLICHHH.

13. JlokyMEeHTHpOBaHME U perjaMeHTalus JesATeIbHOCTH mpeanpusatus. Cucrema
OpraHU3aI[IOHHO-TIPABOBBIX JIOKYMEHTOB.

14. loxymeHnTHpoBaHHe (PMHAHCOBO-XO3IHCTBEHHOM NS TEIBHOCTH MPEIIPUSITHS.

15. JlokymeHTHpOBaHHAas HHPOpMALIHS KaK 00BEKT HH(OOPMAITMOHHBIX TTPABOOTHOIICHH.

16. JlokymMeHTOOOOpOT OpraHHU3allH, €ro MapaMeTphl U CIIOCOObI ONTHMHU3AIIUH.

17. JKu3HeHHBIN LMKI CO3/IaHusl, PA3BUTUS U SKCILTyaTallud UHPOPMAIIMOHHOW CUCTEMbI B
yIIpaBJICHUH.

18. 3aromnoBok 6ubOIMOrpadUUECcKOit 3aMUCH U €TO BUIBL.

19. 3aronoBok mMyOIMKYyeMOro JOKYMEHTA, €r0 Ha3HaueHHUE, COCTAB JIEMEHTOB U MOPSIOK
UX PaCIOJIOKEHUSI.

20. 3akoHonaTenpHas pErJIAMEHTAIUsl JAOKYMEHTAI[HOHHOTO OOecreueHus YIpaBICHUs B
Honeukoit Hapognoit PecniyOnuke.

21. adopmarimonHoe 00eCIieYeHHEe YIPaBJICHUS: CTPYKTypa, OpraHu3aius, TpeOOBaHUSI.
Hcnonp30BaHne JOKYMEHTAIBHBIX CUCTEM U 0a3 JaHHBIX B YIIPABJICHHH.

22. VndpopmanoHHbIE pECYpChl: CYIIHOCTD, KJIAaCCH(PHUKAIH, 0COOCHHOCTH.

23. Knaccudukamus AOKyMEHTOB B mpeaenax apxuBa. OmpezesieHHe TpaHULl apXUBHOTO
donga

24. Knaccuukanus M Ha3HauyeHHE MPOTPAMMHBIX MPOAYKTOB CHCTEM 3JEKTPOHHOTO
JIOKyMEHTO000pOoTA.

25. Knaccuukanus M XapakTepucTHKa HH(OPMAIMOHHBIX CUCTEM C YYETOM YpOBHEH
YIIPaBJICHUS TPEATIPHITHEM.

26. Knaccudukanus MHGOPMAIMOHHBIX CHUCTEM IO XapaKTepy HCIOJIb30BaHUS U cdepe
NPUMEHEHHS B JOKYMEHTOBEJICHUN ¥ apPXHUBOBEICHUH.

27. Knaccudukanus HCTOpUYECKUX UCTOUHUKOB.

28. Knaccudukarmuss cucteM: 1O TMPOUCXOKIACHHWIO, TIO CJIOXKHOCTH, IO CTEICHU
U30JIMPOBAHHOCTH OT CpeJibl, 110 XapakTepy (yHKIMOHUPOBAHHUS, [0 crloco0aM 3afaHus Leliel, no
crocobaM yrnpaBJieHUs.

29. KoMMyHUKaIIMOHHAs! TOJUTHKA B MApKETUHT€ HHPOPMALIMOHHBIX MPOTYKTOB U YCIYT.

30. KommuiekToBaHWE TOCYIApCTBEHHBIX AapXWBOB JOKyMEHTaMH [ OCyZapCTBEHHOTO
ApxuBHoro ¢oHsa.

31. Kputepun BbImeneHus: KOH(QWACHIMAIBHBIX JOKYMEHTOB M3 OOIIEro TOTOKa
MOCTYMAIONINX JTOKYMEHTOB.

32. MexayHapoaHslid ctangapTHeiii Homep kaurH (ISBN). ABTOpckuii 3HaK.

33. MeHeKMEHT 1 MapKEeTUHT B apXUBax

1. Mecrto W poib I[IEHOBOM TOJHTUKKA B KOHICHIIMH MapKeTHHTa WH(OPMAIIMOHHBIX
HPOAYKTOB U YCIIYT.

34. MeToanKa cOCTaBICHUSI HOMEHKIATYPHI JeTI.

35. MeToab!l ¥ TOPU30HTHI TNIAHUPOBAHUS XO3IUCTBEHHOMN NESTEILHOCTH MPEAIPUATHS.

36. Moaens B3auMOoeHCTBHSI OTPHITHIX crcteM OSI.

37. MotuBanus 1 MOTUBAIMOHHBIH MpoIiecc.

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

39. HayuHo-cripaBOYHBIH anmapat J0KyMEHTaTbHON MyOIUKAIIH.
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40. HayuyHo-cripaBOUYHBIH anmapar JOKYMEHTAJIbHOMW MyOJINKalny.

41. HopmaTuBHO-TIpaBOBasi M HOPMAaTHBHO-METOJIWYECKas 0asza JelIONpOM3BOJCTBA B
Honenkoit Haponnoit Pecriybmnuke.

42. HopmaTHBHO-IIPaBOBbIE aKThl, OTPAHUYMBAIONINE IOCTYI K ApPXUBHBIM JIOKyMEHTaM.

43. O0GoCHOBAaTh TEXHOJIOTMYECKHE M OPraHM3alMOHHBIC MPEUMYIIECTBA 3JIEKTPOHHBIX
JIOKYMEHTOB.

44. OObscHUTE, KAKME OCHOBHBIE HAIIPABJIEHUS PA3BUTHUS JEIONPOU3BOJICTBA CIOKUINCH B
CCCP.

45. Onumure U Jeranu3upyite OuszHec-npouecc «Perucrpainus U KOHTPOJIb UCIIOTHEHUS
BXOJIALINX JJOKYMEHTOB.

46. OCHOBHBIE HAMIPABJICHHS COBEPIICHCTBOBAHUS MHPOPMAIIMOHHOH JIeATEITHHOCTH.

47. OcHOBHBIE 3Tanbl PEMHXHHUPHUHTA OM3HEC-TporeccoB (o0mue moHsATHs). OcHOBaHUS
JUIs Hadana paboT MO penH)KUHUPUHTY.

48. OcobeHHOCTH IeJ0BOM Tepenucku. Buapl mmcem. BemeHune 31eKTpOHHOM JeIOBOM
MIEPETIACKH.

49. OcoOeHHOCTH TOKYMEHTAIbHOrO O(OpMIICHHS ONepaluil M0 HAYUCICHUIO W BBIILIATE
3apabOoTHOM 1IaTe.

50. OcobeHHOCTH ¥ BUIbI HH(POPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

51. OcobeHHOCTH MHPOPMAITMOHHOTO MapKETHHTA.

52. OCcOOEHHOCTH COCTaBJICHUSI COBMECTHBIX MPUKA30B.

53. OdopmiieHre KONTUI ¥ BBITUCOK U3 CITY>KEOHBIX JIOKYMEHTOB.

54. OxapakTepu3oBaTh COCTaBJISAIOLIHE 3JIEMEHTBI CHCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTOO0OpOTa U IIE€peYeHb BONPOCOB, KOTOPBIE PEIIAIOTCA Ha KaXIAOM U3 YpOBHEH
yIIpaBJICHUSL.

55. IlonsTue, cBOKCTBA, NPU3HAKY U (PYHKLIUU JOKYMEHTA.

56. IIpaBoBbIe OCHOBBI paCCEKPEUMBAHUS APXUBHBIX JJOKYMEHTOB.

57. IlpuBecTH XapaKTEPUCTUKY W TPHUMEPHI CHCTEM, KOTOpBIE HAXOIATCS B PEXHUMAax
pa3BUTHS U GYHKLIIMOHUPOBAHMUSL.

58. Ilpunoxenus kK mpukazam: oQpOpPMIICHHE CCBUIOK M OTMETOK, BHECEHHE N3MEHEHU.

59. IIpuunHbI BOSHUKHOBEHHS U 0COOEHHOCTH KOMIaHUH HOBOT'O TUIIA.

60. [IpodeccuonanpHble 3a7add, KOTOpPHIE OJDKEH KOMIIETEHTHO pemaTth OakaiaBp
JIOKYMEHTOBE/ICHUS U apXUBOBEJICHHS.

61. Coop u obOpaboTka mHpOpPMAMK TIPU TUIAHUPOBAHUH JACSITCILHOCTH OpraHU3alluu U
HNPUHATHH YTIPABJIEHYECKUX PEIICHUI.

62. CoctaB W KiaccuUKaIUs YIPABICHYSCKUX JTOKYMEHTOB. COBpEMEHHBIC CIOCOOBI
JIOKYMEHTHPOBAHUS YIPABICHYECKOH 1€ TeIbHOCTH.

63. Crpykrypa ynpasinerus HTepHET U KIIMEHT-CepBepHas apXUTEKTypa CETH.

64. CTpykTypHas CBS3HOCTb TEKCTa JI€JIOBOrO JOKYMEHTAa: IIOHATHE, Ha3HAuyeHUe,
IPUMEDHI.

65. CymHOCTh U OCOOEHHOCTH JOKYMEHTHOW KOMMYHHKAIIHH.

66. CymHOCTb U co/iep’)KaHie OCHOBHBIX (DYHKITHI yIIpaBIeHUSI.

67. TaiiM-MEHEKMEHT KaK CHCTeMa YIpaBJICHUS BpEMEHEM PYKOBOIUTEIIS.

68. daxToppl, TPUBOMANIME K yTpaTe W TOBPSKICHHSIM JTOKyMeHTOB. ObecneueHue
COXPaHHOCTH apXUBHBIX TOKYMEHTOB.

69. ®axThl, CBUACTENBCTBYIOMIME O CYIOIECTBOBAaHHMH Yy YEIIOBEYECTBA MAarHUTHO-
UH(POPMAIIMOHHOM 3aBHCHMOCTH.

70. XapakTepHucTHKa ypOBHEH peann3aiui HH(HOPMAIIMOHHON 0€301TacHOCTH.

71. XapakTepuCTHKa, Ha3HauU€HHE, OCHOBHbIE KOMIOHEHTH! HH(OPMAIIMOHHON TEXHOJIOTHU
00pabOTKHN JaHHBIX.

72. lenu u popMbI UCTIOIB30BAHUS APXUBHBIX JOKYMEHTOB.

73. Llenwn, METOIIBI M TIOAXO/IBI B YITPABICHYECKOM aHAIIH3E.

74. DxcrepTH3a LEHHOCTH JOKYMEHTOB: LIEJIH, 337a4i U METObI €€ IPOBEICHUS.
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75. IlpoBecTn aHAlIM3 CUCTEMBI 3JIEKTPOHHOTO JAOKyMEHTOOoOOpoTa. Pesymbrar 3aHecTn B
Ta0HILy.

[Tpuznax Tun o6bekTa mo O6ocHOBaHHNE
i Kiaccuukanum NPU3HAKY MPUHAIIC)KHOCTH

HpOBCCTI/I OIMMCAHUEC CUCTEM, IIPHUBOJA ITOJIHBIC OTBETHI HAa CIICAYIOIINUEC ITYHKTHI:

- ompejeNieHHe OCHOBHOM ey (QYHKIITMOHUPOBAHUS CHCTEMBI;
- aHaJIU3 CHCTEMBI [0 BCEM OCHOBHBIM IPU3HAKAM;
- ompejesieHHe MOJIE3HOCTH (MMOTPEOHOCTH) CUCTEMBI JIJIs1 00IIIeCTBa (YEIOBEKa).

5.3.2 Tunoevle  NPaKMUKO-OPUEHMUPOBAHHbBIE  3A0AHUA,  GbLIHOCUMbBIE  HA
20¢y0apcmeenHblil IK3aMeH

3aoanue 1. Onpenenure BUJ JEJIOBOrO NMUChbMa MO (PYHKIMOHAIBHOMY HAa3HAYEHUIO, IO
CTENEHHU JJOCTYIHOCTH cojJepxalleiics B HeM nHpopmauuu, no oobeMy, 1o BUay UHGopmanuu, no
KOMIIO3HUIMH, [10 CTUJIIO U3JI0KEHUSI.

3aoanue 2. YxaxuTe HETOYHOCTU B opopmiieHUH HH(DOPMALIMOHHON U CIIy>)KeOHOM YacTu
JIEJIIOBOTO MHChMA.

3aoanue 3. OTpenakTupyiTe BBICKa3bIBaHUSI O(QUIIHUATBHO-IACIOBOTO CTUIIS. YKAKUTE BUJ
peyeBoil OIIMOKHU.

3aoanue 4. Onummre CTPYKTYpy (KOMIIO3UIMIO) JEJIOBOTO IHUCbMa, BBIJCIUTE
COCTaBJISONME HHPOPMAITMOHHOHN U CITyKEOHOH JacTH.

3aoanue 5. Packpoiite ab0peBHaTypy M YKaXKUTE IOJIHOE HAaUMEHOBaHME (elepatbHbIX
OpraHOB HUCIOJIHUTEIBHOMN BIIACTH.

3aoanue 6. Haiinure ommOKy B 3amucH 00 YBOJBHEHUH, BHECEHHBIC B TPYJIOBYIO KHUXKKY
pabOTHUKA, YBOJIEHHOT'O 32 MOSIBIIEHHE HA padOTe B COCTOSIHUM aJIKOTOJIbHOTO OTbSTHEHUSI.

3aoanue 7. Haiimure ommOKM B IOKIATHOM 3alMCKe O MEpeBojie paboOTHHKA C OJHOM
JOJIKHOCTH Ha JIPYT'YIO0 U BHECEHUH U3MEHEHHH B IITATHOE pacIUCaHHe.

3aoanue 8. Opopmute HeOOXOIUMBIE TOKYMEHTHI Ha OT3bIB 3as1BJICHUS 00 YBOJIbHEHUH.

3aoanue 9. Haiinure ommOKM, JOMYyIIEHHbIE IPU OQOPMIIEHUN YBEOMJIEHUSI paOOTHHUKA O
BpEMEHU Hayajia OTITyCKa.

3aoanue 10. Haiinute ommOKM, AONYLIEHHbIE NPU COCTABIECHUU CIY>KEOHOrO MHHUChMa
YBOJIEHHOMY COTPYIHHUKY O Bblaue TPYJAOBON KHUKKU.

3aoanue 11. Haiimute ommbOku npu oQOpMIICHHHM 3asBICHHS O IMEPEHOCE OTIyCKa Ha
JIPYro# CpoK.

3aoanue 12. Yxaxure, Kakue OMMUOKKA ObUIM JOMYIIEHBI NMpH O(QOpPMIIEHHUH TpHUKa3a 00
YBOJIBbHEHUHU paOOTHHUKA B CBS3U C COKPAILIEHUEM ILTATOB.

3aoanue 13. VYxaxure, Kakue HEOOXOTUMBIE PEKBU3UTHI OBUTH MPOMYIICHH TpH
oopmIIeHHH pelIeHus 00IIero coopaHust OpraHu3aluu (YUpexaeHus).

3aoanue 14. Yxaxute, Kakue W3 IEPEUUCICHHBIX COOpaHW, COBEUIAHWH, 3acelaHui
noJyIexar 00s3aTeIbHOMY TPOTOKOJIMPOBAHHUIO.

3aoanue 15. Haiigute ommOKu, JOMYIIEHHBIE IPU COCTaBICHHHM Tesie()OHOTrpaMMBl,
HE00X0/IMMO B KOHKPETHOHN YIPaBIEHYECKON CUTYallUH.

3aoanue 16. PaccTaBbTe B IPABHIILHOM OCIIEAOBATEIIHHOCTH 3TAIBI COCTABJICHHS CBOJIHOMN
HOMEHKJIATypHhI Je:

1. CornacoBaHue NMPOEKTa CBOAHONW HOMEHKIIATyphI JIEJ € JIMIIOM, OTBETCTBEHHBIM 3a apXUB

2. CocraBieHHE TPOEKTA CBOAHON HOMEHKJIATYpPBI 1€l

3.ITopnucanue cBOJHOW HOMEHKIIATYPHI A€l PYKOBOJIUTENEM CIIy:KObl JOKYMEHTALlMOHHOTO
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oOecrieueHus yrpaBieHUs

4. YTBepKIeHHE CBOAHON HOMEHKIATyphI €]l PYKOBOJUTEIEM OpraHU3aliu

5. CocTaBieHHE€ HOMEHKIIATYPBI JIe]l CTPYKTYPHOI'O ITOIpa3iesIeHUs

6. Peructpanusi CBOgHON HOMEHKIATyphl Je

7. CornacoBaHM€ NpPOEKTa CBOJHON HOMEHKJIATYpbl J€J1 C JKCIEPTHO-IIPOBEPOUYHOU
KOMMCCHEl apXUBHOIO OpraHa

8. CornacoBaHue NpPOEKTa CBOJHOM HOMEHKJIATYypbl 1€l C 3KCHEPTHOM KoMuccuen
opraHu3aryei (IeHTpaJIbHON SKCIIEPTHOU KOMHCCHEH )

3aoanue 17. CpencrBamMu TEKCTOBOTO mporieccopa Word COCTaBUTH CIOXKHBIN MPUKA3 MO
augHoMmy coctaBy OOO «BekTop»: npuHATh Ha padoTy Oyxranrepa 1 xareropum MBanomy K. C.;
nepesectu Tokapesa M.K., 3x0HOMHKCTA, HA JOJDKHOCTh MAPKETOJIOTA B Cllydae IMPOU3BOJACTBEHHOU
HeoOxoaumocTH Ha 1 mecdw; o0bsaBUTh OnaronapHocts Kazannesy B.B., cnennanucty niaHoBoro
oTJeNla, 3a ydacThue B MOJAroToBKe BbICTaBKM «TexHuka-2015»; BBIHECTH HUCHUILUIMHAPHOE
B3bICKaHME B (OpME BBI'OBOPA 3a CHCTEMATHYECKOE OIO3JaHUE Ha paboTy 3JIEKTpOCecapro
ITetpoy M. HW.; yBomute Ilpouenko E.B., knagoBummka, B CBSI3M C CHUCTEMaTUYECKUM
HEBBINIOJHEHUEM paOOTHUKOM CBOMX 00s3aHHOCTEH 0e3 yBaKUTENbHBIX NPUYMH, BO3JIOXKEHHBIX Ha
HEro TPYIOBbIM JOTOBOPOM.

3aoanue 18. Ilposectu cpaBHUTeNnbHbIN ananu3 cucrem "BY3" u "TOPO/", ykazate ux
CBSI3M C OKpY)Karollel cpesoi, BXOIHbBIE U BBIXOAHbBIE TAPAMETPBI, BOSMOXHBIE COCTOSIHUSI CUCTEM,
noacucreMbl. OXapakTepu3yHTe CUCTEMbI C YYETOM KPUTEPUEB KJIaCCHU(PUKALIUU.

3aoanue 19. CpencrBamu TekcToBoro npoueccopa Word opopmure ciry>keOHOE MUCHMO, B
KOTOPOM HJeT pedyb O HampaBieHuu mnaptHepam — OOO «Bektop» — MNOANUCAHHOTO U
CKperyIeHHOTo mevarbio joroBopa Ne 2013-25-07 ot 24.04.2015 ¢ mpoTOKOJIIOM pa3HOTJIACHIA.
Beipaxaercst npockba noanucaTh NPOTOKOJ PAa3HOTIACUN, CKPENUTh MEeYaThio U OAUH 3K3EMILISIp
BbICJIaTh B Balll ajpec B TeueHue 10 guei.

[Tpunoxenus: 1) noroBop B 2 9k3. (Ha 6 JMcTax); 2) MPOTOKOJ pa3Horiacuii B 2 7k3. (Ha 2
JUCTAX).

3aoanue 20. Coznate ¢GopMy >KypHajla perucTpaliil KOppecrnoHJeHuuu (mucem) B MS
Office Excel, conepxamgyto cienymomue oOs3arenbHble rpadpl:  JaTa  [MOCTYIUIEHHUS,
PETUCTPAllMOHHBI HOMEp, KOPPECHOHIEHT (AaBTOp JOKYMEHTa), JaTa W HOMep JOKyMEHTa
(ucxondimii), BUJ TOKYMEHTa, KpaTKOE COo/iepKaHHE JOKYMEHTA (3aroJIoBOK), pe30JIIOIHs, OTMETKA
O BBIIIOJIHEHUH IOKYMEHTA.

3aperucTpupoBaTh  MUCBMO-TIPEAJIOKEHUE,  MUCbMO-3alpoc,  MUCBMO-TIPOCHOY  C
PE30JIIOLMSIMA T€HEPATIBHOTO JTUPEKTOPA, 3aMECTUTENS T€HEPAIBHOIO JUPEKTOPA, KOMMEPYECKOIO
JUPEKTOpPa COOTBETCTBEHHO.

OcymiecTBUTh (DUIABTPALMIO JAHHBIX JKypHaJla PErucTpaldd, KOTOpas IOMOXKET HaWTH
MUCbMa, OTOOpPaHHBIE MO PA3IUYHBIM KPUTEPHUSM: MO BUIY JOKYMEHTA, MO KOPPECIOHACHTY, B
COOTBETCTBUHM C PE30JIOUMAMHU JODKHOCTHBIX JHL. [IpoBecTH MHOroypoBHEBYIO (PUIBTpAIHIO
JTAaHHBIX, OCYILECTBIISIIOLIYIO TMOUCK BCEX JIOKYMEHTOB C PE30JIIOIHE reHepalbHOro AMPEKTOpaA,
nosyuyeHHbIX 11.05.2016, 1 OTCOPTUPOBAaHHBIX B YKa3aHHOM IOpAJKE: C Hayajga — MHCbMa-
MpeJIoKEHHS, 3aTEM — MMMCbMa-3aMpoChl, B KOHIIE — MUCbMa-IIPOCHOBI.

3aoanue 21. Odopmute 3asBICHHE CEKpPETapsl COIIACHO PACCMATPUBACMOM CHUTYaIUH.
JIOKyMEHT JOJKEeH cojepkaTbh BCe HEOOXOAMMbIE PEKBU3UTHI, KOTOPbIE OTOOpakal0T OCHOBHBIE
aTanbel paboThl C JaHHBIM JOKyMeHTOM. Ompenenute, 00s3aH JU PYKOBOAMUTENb OpraHU3aLUU
MPEIOCTaBIATh PAOOTHUKAM YacCTh €KEr0JJHOTO OIUIAYMBAEMOr0 OTIyCKa 10 UX MPOChOe; MOXKET JIU
pabOTHUK MPOCHUTH U MOJIYYUTh YacTh OTITYCKA B PA0OOYMX JHAX.

Cexperapp Kortoa M. C., paboraromas B 3A0 «IIpoMcBsa3b», oOpatmiiach K AUPEKTOPY
opranuzaiuu ['yzeeBoil JI. A. ¢ mpockOoOil O MpenOCTaBIEHUM €H YacTH €KEroJHOro OTIYyCKa
MIPOJIOJDKUTENBHOCTRIO 5 mHeH, ¢ 21 mo 25 maprta 2016 . Borpoc 06 oTmycke ObUT COTJIACOBaH C
HavyaJbHUKOM cekperapuata Mopo3osoii O. A. PykoBoauTens opraHMs3alid HE COIIACHICS C
MIPEIOCTAaBIIEHUEM OTITYCKa B YKa3aHHBIM CEKpeTapeM Mepuoj, T. K. OH 0XBaTbIBal TOJIbKO padoune
JTHU U HE BKJIIOYAJ BBIXOJHBIE JHHU, KOTOPBIE TAKKE BXOASAT B €KETOAHBIN OIJIaYUBAEMBII OTITYCK.
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3aoanue 22. C nomompio Microsoft Word cipoektupoBaths 00mImii 01aHK ¥ OJJaHK MHUCbMa
KOHKPETHOW OpraHHM3all{ C YIJIOBBIM M IPOJIOJBHBIM PACIOJIOKECHHEM PEKBU3UTOB Ha (opmare
A4,

Ha ocHOBe OCHOBHBIX OJIAHKOB CIIPOCKTHPOBATh BCIIOMOTaTEIbHbIC OJIAHKU: KOHKPETHOTO
BUJIa JIOKYMECHTa OpraHU3alli¥; CTPYKTYPHOTO [OJpAa3/ieieHHs] KOHKPETHOW OpraHM3alliH;
JIOJDKHOCTHOTO JIMIIA OpraHU3alHiu.

5.4. Meroauueckne MaTepuajibl, ONpeeJsiiolIMe TNPOUEAYPY OLEHMBAHMA
pe3yJbTaTOB 0CBOCHMS OCHOBHOM NMpodeccHoOHAIbHOI 00pa3oBaTe/IbHOI POrpaMMbl

1. B nepuoa mMoJAroToBKM K TOCYAapCTBEHHOM WTOTOBOM aTTECTallMd M €€ MPOBEACHUS
HE00XO0IUMO HCIOJIb30BaTh (DOH/I OIICHOYHBIX CPE/ICTB:

— TepeYeHb KOMIIETECHINH, KOTOPBIMH JOJDKEH OBJaJeTh OOYYaIOUIMiCS B pPE3yJIbTare
OCBOEHHSI OCHOBHOI npodeccuoHanbHON 00pa30BaTeIbHOM MPOTrPaAMMBI;

— OIHMCaHWe IOoKa3zaTeled M KpUTEpPHUEB OIICHMBAHMSI KOMIIETEHIMI, a TaKkke ILIKal
OLICHUBAHUSI (KPUTEPUH OLIEHKH PE3YJIbTATOB CAAYH TOCYAapPCTBEHHOTO IK3aMEHA);

— TUIOBBIE KOHTPOJIbHBIE 3aJlaHUsl WJIM WHbIE MaTepualibl, HEOOXOIUMBbIE I OLICHKU
PE3yAbTATOB OCBOECHHS OCHOBHOM MPOGheCCHOHATLHOM 00pa30BaTeNbHOM MPOrpaMMBl).

3. K rocyngapcTBeHHOM MTOTOBOI aTrTecTaly J0MYyCKaeTcs 00ydaroluics, He UMEOLIHMA
aKaJeMHYECKONH 3a/JI0JDKEHHOCTH M B IOJIHOM OOBEME BBIMOJIHUBIIMKA Y4YeOHBIM IUIaH WU
WH/IMBUYAJIbHBIA y4eOHBIA TUTaH MO COOTBETCTBYIOLIEH 00pa3oBaTeNbHON MpPOTrpaMMe BBICIIETO
obOpazoBaHwUs.

4. Bo BpeMsi TOCy1apCTBEHHOT'O 3K3aMEHa UCIOJIb3YIOTCS:

— KOIIMU BCEX MPHUKA30B, CBSI3aHHBIX C TOCYJapCTBEHHON UTOTOBOM aTTecTaluei;

— Mamka Ha KaXJ0ro oOydarollerocs, JOMYUIEHHOIO K TOCYJapCTBEHHOMY JK3aMEHY,
coJieprKaliasi 3a4eTHYI0 KHIDKKY, JIMUYHYIO U Y4eOHYI0 KapTOUYKH, MaTepHalibl U3 MOpPTHOIHUO U T.
1);

— Iporpamma rocyZapcTBEHHON UTOrOBOM aTTecTaluy;

— KOMIUIEKT OJIaHKOB OMJIETOB rOCYJapCTBEHHOTO dK3aMeHa (YCTaHOBJICHHOTO 00pasiia) u
NPUIIOKEHUS K HUM, TIOJrOTOBJIEHHBIE HA OCHOBE (DOH/1a OLIEHOYHBIX CPE/ICTB;

— OIKCaHUE IIKaJIbl OLECHUBAHUS;

— 3K3aMEHAILlMOHHAs BEJOMOCTb TOCYJapCTBEHHOT O IK3aMEHA;

— CIIPaBOYHbIE, METOIUYECKUE U UHbIE MaTEpUAJIbI;

— OJIaHKHM JUIs YCTHOTO OTBETA.

6. PEKOMEHJALIUU OBYYAIOIMMCS IO NOATOTOBKE K
TOCYJIAPCTBEHHOMY DK3AMEHY

lNocynapcTBeHHBIN 3K3aMEH MPOBOAMTCS MO OMJIETaM, COJEp KAIlUM BOIMPOCH U 3aJIaHUs
no avcuuimHam: «/{oxkymeHToBeneHue», «ApxuBoBeAeHHE», «OpraHuszanyss W TEXHOJOTHUS
JOKYMEHTAIlMOHHOTO  O0ECNe4YeHus  YNpaBIeHHUA»,  «OJIEKTPOHHBIH  JTOKYMEHTOOOOpOT»,
«npopmanonHast 0e30MacHOCTh W 3amuTa HHpopManum», «OpraHuszanus CeKpeTapcKoro
oOciy)xuBanus», «KagpoBoe Nen0onpon3BOACTBO M APXUBBI JOKYMEHTOB IO JMYHOMY COCTaBY»,
pe3ysbTaThl OCBOCHHS KOTOPHIX MMEIOT ONpeAessioniee 3HaueHue s MpodhecCHOHATbHON
ACATCIIBHOCTH BBIITYCKHUKOB.

['ocynapcTBeHHBINH HK3aMeH NpoBOAUTCA ycTHO. Kaxaplii Ominer Ha rocynapcTBEHHOM
9K3aMEHE COJEPKUT JiBa TEOPETUYECKHX Bompoca w3 m. 5.3.1 W 1Ba TUNOBBIX NPAKTHKO-
OPUEHTUPOBAHHBIX 3aJjaHMsI, TUIIBI KOTOPBIX yKa3aHBbI B I1. 5.3.2 HACTOALIEH NPOrpaMMBl.

Jl1 OATOTOBKH YCTHOT'O OTBETA 110 OUJIETY rOCYAapCTBEHHOIO SK3aMeHa 00yJaroeMycs
oTBOAUTCS HE Oonee 1 yaca, Ha oTBeT 1Mo Omiery — 10 30 MUHYT.

Pe3ynbrarel rocymapCTBEHHOIO DK3aMEHa  ONPENCIAIOTCS  OLIGHKAMHM  «OTJIMYHOY,
«XOpOILO», «YIOBIETBOPUTEIBHOY», «HEYIOBJIETBOPUTEIBHO». OLEHKH «OTIMYHO», «XOPOILIO»,
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«YIOBJIETBOPUTEIHLHO» O3HAYAIOT YCHEIIHOE MPOXOXKIECHUE TOCYAApCTBEHHOTO »JK3aMeHa W
ABIIIOTCS OCHOBAaHHMEM JUIsl JIONycKa OOy4aromlerocsl K 3alluTe BBIMYCKHON KBalu(UKAIIMOHHOM
pab6ortsl. lllkana oreHuBaHus (KpUTEPUH OILICHKU PE3yJIbTATOB CIaYd rOCY/IapCTBEHHOTO HK3aMEHa)
MPEJICTaBJICHA B I1. 5.2 HACTOSILEr0 U3/IaHus.

JlJis ycmemrHoW caadd TOCYJapCTBEHHOTO AK3aMeHa OOYYaloIIUACS JTOJKEH IMOCETHTh
MpePK3aMEHAIMOHHYI0 KOHCYJITALUIO MO BOMPOCAaM IMPOTrpaMMbl IOCYAAPCTBEHHOTO 3K3aMEHa.
[Ipendk3amMeHalMOHHAasT KOHCYJIbTAlUsl BKIIIOYACTCS B PACIMCAHME TIOCYAAPCTBEHHOM WTOTOBOU
aTTecTald, KOTOPOe yTBEpKAaeTcs He no3aHee yeM 3a 30 KaneHJapHbIX AHEH 10 AHS MPOBEACHUS
roCy/1apCTBEHHOTIO SK3aMEHa.

[loaroToBKy K rocyAapCTBEHHOMY O5K3aMEHy CjelyeT HauMHAaTh C O3HAKOMJICHHS C
POTPaMMOI TOCYAAPCTBEHHOTO 3K3aMEHa, KOTOpas JOBOJAUTCS IO CBEJACHHUS OOYYaIOUINXCS HE
no3JHee 4eM 3a 6 MecsIIeB /10 Hauaia rocyAapCTBEHHOM UTOTOBOM aTTeCTallUH.

[Tpu moAroTOBKE K OTBETY HA BOIPOCHI OHMJIETa TOCYIaPCTBEHHOTO SK3aMeHa B OJIAHKE st
YCTHOTO OTBETa HEOOXOJIMMO COCTaBUTh pa3BEpHYTHIN IUJIaH, OPHUEHTUPYACh Ha MaTepHalbl
nporpamMmsbl. [Ipu HEOOXOTUMOCTH OTIENbHBIE (PAarMEHTHl OTBETa MOKHO MPHUBECTH ITOJHOCTBHIO
(HampuMmep, onpeAeNeHus] UCIOIb3yeMbIX MOHATHIT). OTBET Ha BOMPOC OuiieTa HY>KHO HAa4YHWHATH C
06HII/IX MOJ0KEHUH M IOCTETICHHO NepEXOaUTh K 3HAYMMbBIM ACTAJIAM.

BaxkupiMu mokazaTenssMu TpaMOTHOTO OTBETa HAa TOCYJApCTBEHHOM HDK3aMEHE SIBIISIIOTCS:
CTPYKTYPUPOBAHHOE M UYETKOE HW3JIOKCHHE TEOPETHUUECKOr0 MaTepHuayia, BBIPaKEHHAs aBTOPCKas
MO3UIMS, JEMOHCTpalusi I[OMCKAa pEIIEHUH B HECTaHAAPTHBIX MPAKTHUKO-OPHEHTUPOBAHHBIX
CUTyalusx, JOITMYHOCTb, YCTKOCTb HpPHU OIPCACICHUU HCIIOJIb3YCMbIX HOH?ITI/If/'I, YMCHHE [OCJIaTh
BBIBO/IbI; CTUJTUCTHYECKU IPAMOTHAS PEYb.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHE I'OCYJAPCTBEHHOM
UTOI'OBOM ATTECTALIMA

HpI/I MMPOBCACHUHN I'OCYAAPCTBECHHOI'O 3K3aMCHA CTYICHTBI UCIIOJIb3YIOT:

y4eOHYI0 ayIuTOPHIO [UIl TPOBEJIEHHsS 3aHATHH JEKIMOHHOIO THUIA, MPAKTUYECKUX
3aHATHM, TEKYyLIEro KOHTPOJII M MpoMexyTrodHou arrecrauuu (ayn. Ne 110, r. Jlonenk, yi.
YenrockuHIes, A. 198a), ocHaIIEHHYI0O KOMIUIEKTOM ydeOHOH mebenu Ha 80 mocaJouyHBIX MECT,
KOMIUIEKTOM pabodero Mecra mpernojaBaresisi, MEeIOBOM J0CKOH, TeneBu3zopoM (1 mrT.), HoyrOykom
(1 mt.).

8. PEKOMEHAYEMAS JIMTEPATYPA

Ne HaunmeHnoBanue Koa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B Ou0JIMoTeKe BepCUH B
JouHY IBC

OcHoBHas JuTepaTypa

1. | Mamenko, H. E. ApxuBoBenenue [DIeKTpOHHBIN - +
pecypc] : yuebHoe mocobue / H. E. Mamenko ; [OY
BIIO "lomeuxknii  HalMOHAJIBHBIA  YHHUBEPCHUTET',
@dakynbTeT  MaTeMaTHUKM M WH(POPMAIMOHHBIX
texHonoruii, Kadenpa wuHPOpMaLMOHHBIX cucTEM
ynpasnenus. - onenk : lonHY, 2019. - DnexTpoHHbIE
TEeKCTOBBIC MaHHbIE (1 daiin).
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ApPXIBO3HABCTBO : MIAPYY. JJIS CTYyH. iCT. ()-TiB BHIILL.
HaBy. 3akin. / ['. B. bopsxk, JI. A. Jlyoposina, S. C.
Kamakypa Ta in. ; 3a pea. f. C. Kanakypwu, I. b. Marsi ;
Jlepx. koM. apxiBiB Ykpainu ; YKpaiHCBKUH H.-I. 1H.T
apxiBHOI CIIpaBU Ta JOKYMEHTO3HAaBCTBa. - Bua. 2-re. -
Kuis : B/l "KM Axagemis", 2010. - 354 c.

29

Hemun, 0. M. JlenmonpousBoxactso : Iloaror. cmyxeo0.
nokymentoB / 10. M. Jlemun. - 2-e u3g. - CII6. u 1p :
[Tutep, 2005. - 224 c.

Kymnapenko, H. H. JlokymenroBenenue : [Yueb. mis
CTyZIeHTOB BY30B KyibTyphl| / H. H. Kymnapenko. - 6-¢
n3a. - K. : 3uanns, 2005. - 459 c.

42

[Tanexa, FO. 1. 3aragpHe JOKYMEHTO3HABCTBO : HAaBY.
noci6. ans cryn. By3iB / HO. 1. TTanexa, H. O. Jlemim. - K.
: Jlipa-K, 2008. - 394 c.

30

[IIBenoBa-Bogka, I'. M. JIoKyMEHTO3HABCTBO : HABY. TIOCIO.
/T'. M. llIsentoBa-Boaxka. - K. : 3uanms, 2007. - 398 c.

30

JlonoIHUTEIbHASL JIUTEpaTypa

JlenmoBoe muchMoO : yueOHO-cipaBoYHOE mocodue / M3.-
toproBasi koprnopauus "JlamkoB u K" ; aBt.-coct. U. H.
Kysnernos. - M. : Jlamkos u K., 2007. - 194,[1] c.

AsrokpatoB, B. H. Teoperuueckue mnpoOieMbl
oTeyecTBeHHOTro apxuBoBeneHus : [Coopuuk]| / B. H.
Astokparos ; Coct. T. U. Xopxopauna. - M. : Poc. roc.
rymanuT. yH-T, 2001. - 392, [2] c.

Bacuwipuenko, M. M. OpranizamiifHo-QyHKIIIOHATbHI
TpaHchopMallii apxiBiB y Cy4yaCHOMY COLIaJIbHO-
KOMYHIKaI[IHHOMY cepefoBHUILl : aBToped. auc. Ha 37100.
HayK. CTYyI. KaHJ. HayK 13 COL. KOMYHIKauid /
Bacunpuenko Mukona MuxonaiioBuu ; XapKiBcbKa
JepK. akaj. KyJapTypH. - Xapkis, 2014. - 20 c.

10.

I'mymiko, T. M. Icropia apxiBHoi cnpaBu B JloHbOaci y
1920 - 1930-x poxkax : Jluc. Ha 3700. HayK. CTYIl. KaH].
ict. Hayk (07.00.01) / Jonensk. Ham. yH-T ; Hayk. kep.
Tposin M. I1. - lonenspk, 2001. - 234 c.

11.

Excriepru3a IIHHOCTI  JIOKYMEHTHHUX  IaM'siITOK
nporpamMa Ta HaBY.-METOJl. MaTepiald 10 Kypcy s
CTyn. 3 HanpsaMy "KHHUT03HABCTBO, 610,110TEKO3HABCTBO 1
6i0morpadis" / [aBT.-yximan. 1. . JlocieBcekuii] ;
XapkiBcbKa JEpXK. akall. KyJbTypu ; XapKiBCbKa JEpiK.
Hayk. 0-ka iM. B. I'. Koponenka. - XapkiB : Cara, 2013. -
310c.

12.

Xopxopauna, T. W. Poccuiickas Hayka 00 apXxuBax :
uctopus. Teopus. Jlroqu / T. Y. Xopxopauna ; Poc. roc.
rymanutap. yH-T. - M. : PITY, 2003. - 525 c.

13.

BrmacoBa, E. E. CoBpeMeHHBI1 [1€l10BOM JTOKYMEHT
Opranu3anysi JIeTONpPOM3BOJCTBA U JJOKYMEHTOO0OpOTa Ha
npeanpusituu / E. E. Bracosa. - X. : Koncymet, 2004. - 212 ¢.

14.

[lIBenoBa-Boaka, I'. H. OOmas Teopust AOKyMeHTa U
KHMrU : ydeOHoe mocobue / I'. H. IlIBenosa-Bonka. -
Mocksa : Peibapu ; Kues : 3nanns, 2009. - 487 c.
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15. | IManexa, 1O. 1. JlokyMeHTYBaHHS B MiANMPUEMHHUIIBKIN 20 -
cdepi (31 3pa3kaMy CydacHHX JOKYMEHTIB) : HaBY. MOCiO.
st Buil. HaBd. 3aki. / FO. L. Tlanexa. - Kuis : Jlipa-K,
2010. - 509 c.

16. | EnuzaBeruna, T. M. Jlenonpou3BOACTBO Ha KOMITBIOTEPE 2 -
: [Coct. mokymenToB. Opr. padotel. Benenue yuera] / T.
M. Emm3zaBetuna, M. B. [leancoBa. - 3-¢ m3a. - M. :
Kynui-o6pas ; CII6. : Iurep, 2005. - 299 c.

17. | JlenompousBoacTBO : 00pa3iipl, JIOKYMEHTHI, 1 -
opranm3anus u TexHosorus padotsl / [B. B. T'anaxos u
ap. ; nox pen. . K. Kopueesa, B. A. Kyapsesa]. - U3n.
3-e. - Mockaa : IIpocnekr, 2015. - 479 c.

9. ”TH®OPMALIMOHHBIE PECYPCBbI

1 ['ocynapcTBeHHBIN 00pa3oBaTeNbHbINA CTaHAAPT BICHIETO NPO(eccHoHaTIbHOro 00pa3oBaHus 10
HampapiieHut0  noarotoBku  46.04.02  «JlokymeHTOBeA€HME UM apXHWBOBEICHUE»  BBICIIETO
npo(heCCHOHATTHHOTO 00pa3oBaHusl [ DNEKTPOHHBIN pecypc] : ISUCTBYIOIAs PEIaKIrs 10 COCTOSIHUIO Ha
18.06.2018 r. [yTB. [Ipukazom MunrncrepcTBa obpazoBanust u Hayku Jlonerkoit HaponHoit Pecnyonmku
ot 13.10.2016 Ne 1069] // TocynapcTBeHHas MH(GOpPMAIMOHHAS CHCTEMa HOPMATHBHBIX ITPABOBBIX aKTOB
Honenxoit Haponnoit PecriyOmnuku: odumanbHbId calT . — DJIEKTPOH. TEKCT. JaH. — PexxuM gocrtyma:
https://gisnpa-dnr.ru/npa/0018-1069-20161013/ (nara obpamienus: 02.03.2019). — 3ar. ¢ skpaHa.

2.  lopsmok opranuzaimu y4eOHOro mporiecca B 00pa3oBaTeNbHBIX OpPraHU3AIMAX BBICIIETO

npoeccuoHabHOrO 0oOpazoBanus Jlonenkoit Haponuoii PecrryOmikmy [DnekTpoHHbI pecype] @ [yTB.
[Tpuxaszom MunuctepctBa oOpaszoBanus U Hayku JIHP ot 10.11.2017 Ne 1171] // T'ocynapcTBeHHast
MH(OpMAIIMOHHAsT CUCTEMa HOPMATHBHBIX IpaBOBbIX akToB Jloneukoit Hapomnoii PecnyOmuku. —
OnektpoH. gaH. — Pexwum jgocryma:  https:/doc.minsvyazdnr.ru/docs/ob-utverzhdenii-poryadka-
organizacii-uchebnogo-processa-v-obrazovatelnyh-organizaciyah-vysshego/ (mara oOparteHus:
02.11.2018). — 3aru1. ¢ 3KpaHa.
3. TOCT 2.105-95. Engunas cucrema KOHCTPYKTOpCKOW mokyMeHTamuu. OOmme TpeOoBaHUS K
TEKCTOBBIM JOKyMeHTaM [TeKcT] : MeXrocyapcTBEHHbIN cTaHaapT / MeXrocyaapcTBEHHBI COBET I10
cTanaaptu3anyu, merposoruu u ceprudukarmmu. — Bzamen ['OCT 2.105-79, T'OCT 2.906-71 ; BBeneH
1996-07-01. — Mocksa : M3a-Bo cranmapros, 1996. — 111, 36, [1] c.

4. I'OCT 7.0.100-2018. Cucrema craHmaptoB 1o wuHpOpMaImy, OHOIMOTEUHOMY W
u3zatenbecKkoMy aeny. bubmmorpadudeckas 3amuck. bubnuorpaduueckoe onrcanue. OO1me TpeboBaHHS
1 mpaBuiIa coctaByieHus [ TekcT| : HarpoHaIbHBIN cTanaapT / DenepaibHOe areHTCTBO 10 TEXHUYECKOMY
peryImpoBaHuio 1 Metposoruu. — M. : M3narenscTBo ctanaapros, 2018. — 124 c.

5. T'OCT 7.32-2001. Cuctema cranaapToB 1o uHGopMaIuy, OMOIMOTEYHOMY U U3IaTEIILCKOMY JICIY.
OOmmme TpeGoBaHMS K TUTYJIbHOMY JIMCTY. OTYET 0 HaydyHO-UcCleoBaTeNbekoi padote. CTpykTypa U
npaBuia opopmiieHnst [TeKcT| : MeXrocylapCTBEHHbI cTaHIapT / MeXrocylapCTBEHHBI COBET IO
CTaHIapTH3aIMK, MeTposiorud U ceprudukaimu. — Bsamen 'OCT 7.32-91 : BBenen 2002-07-01 ; uzn.
(oxT. 2006) ¢ m3m. Ne 1, yrB. B mrone 2005 (MYC 12-2005), mompaskoit (MYC 5-2002). — M. :
Crannapruadopm, 2006. —11, 17 c.

6. TOCTP 7.0.5-2008. Cucrema craHIapToB 1O WH(OpPMAIUH, OHOIMOTCIYHOMY WM H3/IATEITECKOMY
neny. bubmmorpapuyeckas ccpuika. OOmme TpeOoBaHMS M IpaBWia cocraBieHus [Texcr]
HaIMOHANBHBINA cTaHnapt Poccuiickoit ®denepanmu / denepambHOE areHTCTBO MO TEXHUYECKOMY
peryaMpoBaHuIo U MeTposiorud. — Beenen Brmepsble ; BBeneH 2009-01-01. — M. : Crannaptundopm,
2008. 111, 19 c.

7. TOCTP 7.0.12-2011. Cucrema ctannaproB no uHpopManuu, OMOIMOTEYHOMY M H3JaTeIbCKOMY
neny. bubmiorpaduyeckas 3amuch. CokpalieHre CJI0B U CIOBOCOYETAaHUN Ha PYCCKOM si3bike. OOrime
TpeboBanus u mpaBwia [TekcT| : HammoHambHBIA cTaHmapT Poccuiickoii @enepamwiu / denepanbHOe
areHTCTBO IO TEXHUIECKOMY PETYJIMPOBAHHIO U METpoJIorun. — BBeieH Briepshie ; BBeneH 2012-09-01 —
Mocksa : Crangaptungopm, 2012. — 111, 23 c.
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8. IlonmoxeHne 0 mopsaKe OpraHu3aly U MPOBEIACHUU [ 0CyapCTBEHHON UTOIOBOM aTTEeCTALUU
cryaeHtoB B ['OY BIIO «/loHenkunii HallMOHAIbHBIA YHUBEPCUTET» [DJIEKTPOHHBIA pecypc| : YTB.
I[Npukazom u. o. pekropa ot 23.03.2016 Ne 73/05 ¢ u3MeHEHUSAMH, BHECEHHBIMU MIPUKA30M PEKTOPA OT
23.11.2016 1. Ne 222/05 // Jlonenkwii HallMOHATIBHBIN YHUBEPCUTET : [O(HUIMATBHBINA CAT]. — DIIEKTPOH.
JIaH. — Pesxxum JOCTYyTIA: http://donnu.ru/public/umu/%D0%9
F%D1%80%D0%B8%D0%BA%D0%B0%D0%B7%20%E2%84%9675_05%20%D0%BE%D1%82%
2023.03.2016%20%D0%B3.%20%D0%9E%20%D0%B2%D1%81%D1%82%D1%83%D0%BF%D0
%BB%D0%B5%D0%BD%D0%B8%D0%B8%20%D0%B2%20%D0%B4%D0%B5%D0%B9%D1%
81%D1%82%D0%B2%D0%B8%D0%B5%20%20%D0%9F%D0%BE%D0%BB%D0%BE%D0%B6
%D0%B5%D0%BD%D0%B8%D 1%8F%20%D0%BE%20%D0%BF%D0%BE%D1%80%D1%8F%
D0%B4%D0%BA%D0%B5%20%D0%BE%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B
7%D0%B0%D1%86%D0%B8%D0%B8%20%D0%B8%20%D0%BF%D1%80%D0%BE%D0%B2%
D0%B5%D0%B4%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%93%D0%98%D0%90%20%20%
D1%81%D1%82%D1%83%D0%B4%D0%B5%D0%BD%D1%82%D0%BE%D0%B2%20%D0%93
%D0%9E%D0%A3%20%D0%92%D0%9F%D0%9E%20%D0%94%D0%BE%D0%BD%D0%9D%D
0%A3.pdf (nata obpamenus: 02.03.2019). — 3arm. ¢ skpaHa.

10. UYHOOPMAIIMOHHBIE PECYPCbI

http://archives.rumethodics/ — caiit ®enepanbHOro apXUBHOIO areHTCTBA.

http://e.sekretariat.ru/ — caiit siekTpoHHO# Bepcuu xypHaia «CIPpaBOYHHK CEKpeTaps H
oduc-MeHeKePay.

http://www.delo-press.ru — caiit xypHaia «J{e10npou3BOACTBO M JOKYMEHTOOOOPOT Ha
HPEATTPUSTHI.

http://www.funnycong.ru/ — Jlenonpou3BoacTBO (CaliT MaTEPUAIIOB).

http://www.kadrovik-praktik.ru — caiitr MmarepuaioB 1o KaapoBOMy JIEIOMPOU3BO/ICTBY.

http://www.kdelo.ru/ — caiit sxypHana «KagpoBoe memoy.

http://www.profiz.ru/sr/ — caiit )xypuana «CekpeTrapb-pedepeHT».

http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/lenonpou3BoacTBO U
CO/1 (moptaun mist pykoBoauteneit cimy:x0 JIOY u cexperapeii Bcex ypoBHEH ).

http://www.sekretarskoe-delo.ru — caiit sxypuana «Cekperapckoe Aeno».

http://www.top-personal.ru — caiit xypHana «YnpaBieHHe IEPCOHATIOMY.
http://www.top-personal.ru/officeworks — caiit xypHana «J{enomnpon3BoacTBo».

11. MIPOIT'PAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (xopmoparuBHrasi juiensust JOHHY Ne 46484614)

2. Microsoft Office (kopnoparusnas smnensus JOHHY Ne 46472919)

3. Microsoft Visual Studio (nuuensust mporpammbel DreamSpark mis Bbicmux y4eOHBIX
3aBeJIeHUH)

4. AntuBupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (munensun GPL, Apache,
BSD st cBOOOTHOTO MPOTPaMMHOTO 00ECTICUCHHS ).

12. ©ICIIOJIb30BAHHUE 3JIEKTPOHHOI'O OBYUYEHUSI
U TUCTAHIIMOHHBIX OBPA3OBATEJIbHBIX TEXHOJIOT U

DHUO npenooasamens
U 8U0 IJ1IEKMPOHHO20 63AUMOOEICMEU
npenooagamenb-cmyo0eHm no OUCYUnJIune
Mamenko H.E.:
O6nako (https://cloud.mail.ru/public/2rxR/SBTyWLrOV/),
e-mail (n.mashchenko@donnu.ru)

Jucyunauna unu opyzoi
6uo yueoHoil padbomul

I'ocynmapcTBeHHas UTOroBast
aTTecTalus
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