бюджетное профессиональное образовательное учреждение 
Вологодской области «Вологодский колледж технологии и дизайна»



УТВЕРЖДЕНО
приказом директора
БПОУ ВО «Вологодский колледж 
технологии и дизайна»
от 31.08.2023 №601








ФОНД КОНТРОЛЬНО-ОЦЕНОЧНЫХ СРЕДСТВ ДЛЯ ГОСУДАРСТВЕННОЙ ИТОГОВОЙ АТТЕСТАЦИИ
АДАПТИРОВАННОЙ ОСНОВНОЙ ПРОФЕССИОНАЛЬНОЙ ОБРАЗОВАТЕЛЬНОЙ ПРОГРАММЫ СРЕДНЕГО ПРОФЕССИОНАЛЬНОГО ОБРАЗОВАНИЯ – ПРОГРАММЫ ПОДГОТОВКИ СПЕЦИАЛИСТОВ СРЕДНЕГО ЗВЕНА ПО СПЕЦИАЛЬНОСТИ

46.02.01 Документационное обеспечение управления и архивоведение






[bookmark: _GoBack]










Вологда
2023

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image1.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image2.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image3.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image4.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image5.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image6.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image7.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image8.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image9.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image10.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image11.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image12.png]

[image: \\192.168.137.1\pub$\4 Методическая служба\для Аникиевой ТА\media\image13.png]

image5.png
'

TlnaunpyeT KapbepHbIH PocT

Briupaet Tin kapbephl

V4acTBYeT B MEPONPUATHAX, CNOCOGCTBYIOMIX KapbepPHOMY POCTY

BriageeT HaBblKaMM CAMOOPTAHHM3ALIMM U PUMEHSAET MX Ha MPAKTHKS

Brageet MeToZaMu caMoo0pascBanys

OK 9. OpHeHTHPOBATLEA B YCIOBHAX
YaCTOH CMEHSI TEXHONOTUH B
MPOQECCUOHATILHOMN NIeATENbHOCTH.

OnpeneaseT —TeXHONOMWH, HCTOAB3YEMblE B  NPOYECCHORATBHOM
AeATENbHOCTH
Onpenenser HCTOUHHKK HHBOPMATITH o TEXHOTOTHAX

poPeccHoHATBHOM 1eATeAbHOCTH

OnpefendeT YCIOBHS U Pe3y/ibTaTel YCISIHOTO MPHMEHSHHS TEXHONOrMH

AHANUIMPYeT NPOU3BOJCTBEHHYIO CHTYALWIO W HA3bIBACT NPOTHBOPEUHS
MEKIY  PEANbHBIMH ¥ WECANBHBIMH  YCTIOBHAMH — Deanusauuu
TEXHONOTHYECKOTO NPOLIECcd

OnpefenseT NPWYMHB HEOOXONMMOCTH CMEHBI TEXHONOTMHM WM UX
YCOBEPIIEHCTBOBAHNA

VKa3bIBaET 3TAmbl TEXHOJJOTMYECKOrO MPOLECCd, B KOTOPBIX MPOUCKOMAT
KM HeoGXOMMMEI HSMEHEHHS

OmnpeaengeT HeoOXOIUMOCTL MONEPHA3ALIA

TeHePUPYET BO3MOKHBI® TTyTH MONEPHUSAITHH

JlaeT pecypCHyi0 OLEHKY pesylI5TaTa MOSEPHH3ALIN (IKOHOMUYECKYIO,
IKOJOTHYECKYIO M T.11.)

CocrasnaeT anroputy (11aH) AeHCTBHI 0 MONSPHH3AUMK

TIX 1.1, KoopaunuposaTs padoty
OpraHu3aluHy (TIPHEMHOH
PYKOBOAMTENA), BECTH NPHEM
noceTUTeNeH.

OcyILECTBICHIE MAPIIPY THAIMH MOCETHTENeH

TIK 1.2. OcymectBaats paSoty no
TNIOATCTOBKE K MPOBEISHHIO
COBRLUAHHIT, IENOBbIX BCTPEH,
OPHEMOB H MPe3eHTauui,

HOETOTDBKE YHACTHHKOB ¥ NIOMEIICHNA K IPOBEIEHHIO COBCLIANNT
(aenoeoi BeTpeun, codpanns v ap.)
CocTaBnenye NpOTOKONA cOBeLlaHKA (IEN0BOH BCTpeUH, COBpaHis ¥ ap.)

TIK 1.3, OcyLecTBs TS NOArOTOBKY
LENOBBIX NOE3M0K PYKOBOAUTENT K
IPYTHX COTPYIHFKOB OPFaHH3ANMIL.

ToAroTOBK? NAKETd KOMAHAUPOBOUHBIX JIOKYMEHTOB,
3axas GUIETOB U FOCTHHHALEL.
HHCTPYKTHPOBAHHE KOMARIMPOBAHHEIX COTPYIHUKOR.

IIK 1.4. OprannsossiBath pabodce
MECTO CeKpeTaps H PYKOBOJUTEIIA.

TIpoextupopanue APM cexpeTaps U pyKOBOAMTENLE

TIK 1.5. OdopMnats u
PETUCTPHPOBATH OPIaHU3ALUOHHO-
PACTIOPARUTENIBHBEIE JOKYMEHTBI,
KOHTPOJIMPOBATE CPOKY HX
HCTOTHEHUS.

Odopmaerue u perucrpaitus OPIT.

[IpenBapuTenbHOe paccMOTpEHIe BXOAAIIMX J0KYMEHTOB,
KoHTponupoBaHKe CpOKOB HCTIONHEHHA JOKYMEHTOB.
CHcTemMaTH3a1ua TOKYMEHTOB 1 GOPMKpPOBaHYe e,
IToaroTopka HOMEHKIATYPEI 6/ OPraHUu3aly

TIK 1.6. OGpaGateiBaTh BXOAAIINE H
HCXOUAITHE TOKYMEHTRI,
CHCTEMATH3HPOBATH HX, COCTAaBIATH
HOMEHKIATYPY A&Nl H POPMUPOBaTh
OOKYMEHThI B J€1a.

Odopmaerue u peructpanns OPJI.

TlpexBapuTENbHOE PACCMOTPEHHES BXONANMX JOKYMEHTOB,
KOHTPONHPOBAHKE CPOKOB HCTIOHEHUA IOKYMEHTOB.
CHeTeMaTH3alMA IOKYMEHTOR U OPMHPOBAHNE JIel.
TIOATOTOBKA HOMEHIKIATYPBI A&l OPrAHHIALME

TIK 1.7, CaMOCTOATENbHO paborath ¢
JIOKYMEHTAMH, COACPHALIUMA
KOHGHIeHUIATBHYIO HEdopMaLITo, B
TOM HHCHE ¢ JOKYMSHTAMH 110
JIATHOMY COCTABY.

[IpoeKTHPOBaHHE OPTAHU3ALMH PAGOTEI ¢ OKYMEHTAMH, HMCIOLLKMU
OTpaHHUEeHNe AOCTYINa B OPTaHH3ALMY {Ha NPSHIPHATHH)

TIK 1.8. OcymecTBIATS TeNehorHOS
06Ty KUBaHHE, IPHHAMATE I
TepenaBats hakcel.

OcylwecTBNeHNe MAPMIPYTH3ALNH IOCETHTeNeH

TIK 1.9. OcymecTenath NOATOTOBKY
7N K nepesase KA apXUBHOE
XpareHue,

TNoaroToBKa A€na K apXUBHOMY XPAHEHHIO,
Co3manke nakeTa J0KyMEHTOB PaGoThl IKCTIEPTHON KOMHCCHU

TIK 1.10. Coctasaats onucH I,
CCYLIECTBIATE NOATOTOBKY A€ K
niepelade B apXHB OPraHU3alnH,
TOCYAAPCTBEHKBIC M My HHIIUNATLHELE
APXHBBL.

TIK 2.1, OcymecTBAATS  SKCHEpTH3Y

OpdeKTHBHOE OCYNICCTRICHNE NOMCKA W KAYECTBCHHBIA aHANW3 HOpM
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NEHHOCTH KOKYMEHTOR B
COOTBETCTBHH C

AEHiCTBYIONIMMH  32KOHOA3TENSHEIME
AKTaMH 1

HOpMATHBAMH.

ACHCTBYIOINErD 3aKOR0AATENBCTRA, PErYIHPYIOIHX NOPAAOK NPOBEACHA
IKCMEPTH3bl BEHHOCTH AOKYMEHTOB

Cobmonerue TpeGoBanM OPraHW3aliliN M TIPOBEACHNA IKCASPTU3H
IEHHOCTH HOKYMEHTOB B COOTBETCTBHY C HOPMATHEHO-TPABOBBIME
aKTaMH

OcpopmieHue J0KyMEHTOB B cOOTBETCTBHH ¢ TpeGosannamn [OCT

MK 2.2, Bectu pabory & cucreMax
3NEKTPORHOTO NOKYMEHTO0G0pOTA.

Bezenue Gasbl JaHHBIX B CHCTEMaX 31€KTPOHHOTO A0KyMeHTooGopoTa
(IRM archiveDoc u ap)

Cobmopenne TpeGosaHuii, NIPEABbIBIAEMBIX K BEASHHUIO SMESKTPOHHOTO
AOKYMEHTo0GopoTa

IK 2.3. PazpaGaThiBaTs 4 BECTH
KnaccHPpuKaTopsl, Tabenu w up.
CRPABOMHMKS 110

JIOKYMEHTM OpraHM3aliiu.

Pe3y)bTaTHBHBLI [I0MCK NPaBOBOH HHGOPMANHA B HHOOPMAIMOHHbIX
cersx

Brazennn nasbixamy 0popmnenns yHUGRIPOBAHHBIX HOpM
JIOKYMEHTALMM

CooTsercTBUE paspabaThiBaCMbIX IWIACCHPUKATOPOB, Tabeneit 1
COPABOYHHKOB N0 POPME W COAEPKAHHIO YCTAHOBNCHHBIM TpeGoBanuaM

IIK 2.4. OGecrieunBaTh
PalHOHAILHOE pasMelueH e
JIOKYMEHTOB B apxuBe (B T,
JIOKYMEHTOB 110 JHYHOMY COCTaBY).

opueM K

Cobmonenue TpeGoBaHWM, IPEAbABIAEMEIX K NPHEMY H PasMEIREHHIO
APXUBHBIX N0KYMEHTOB

Bnagenne Hasblkami 0QOPMACHUS PETHCTPANMOWHOH JIOKYMEHTALIHH B
cootsercreas ¢ rpeGopannaMu FOCT u nubiMu HITA

PasmelleHue apXHBHEIX JOKYMEHTOB B XPARKIIHIIE COMIACHO
HOPMATHBHBIM TPeGOBAHIIM

TIK 2.5. OGecnieansats yaeT ']
COXPAHHOCTD IOKYMEHTOB B 2PXHEE.

CooTBeTCTBUE OPOPMACHUA YUETHBIX AOKYMEHTOB 10 (hopme 1
conepiKanuo TpeGosanuam FOCT

Cobmogenne TpeGoBaHmli K COXPAHHOCTH JOKYMEHTOB B COOTBETCTBHH C
TOCT

11K 2.6, OprauyzoBeIBaTE
VCTIONB30BAHME APXHBHEIX
ZIOKYMEHTOB B HAYHHBIX, CIPABOTHBIX
M PAKTHYECKHX LEIAX.

CoBnioneHye NOPANKA BbAAMK aPXHBHBIX JOKYMEHTOB B COOTBETCTBHH ¢
TIpaBHiaMy OPraHM3AIaM XPaHSHHS, KOMIICKTOBAHYA, Y46Ta H
HCTIONB30BAHHA IOKYMEHTOB ApXs#BHOTO dora PO

MK 2.7. OcymecTenats
OPrani3aLMOHHO-MEFOINHECKOE
PYKOBOACTRO W KOHTPOAL 3a paboToit

DopMHPOBAHKE IAKETA OPraHH3AUAOHHO-METOANYECKOH IOKYMEHTALMY,
OTpeENAIOMEH AeATENEHOCTE APXUBA
BrajieHne HaBBIKAMU COCTABNEHHS U TINOBEPKN YHETHOH JOKYMEHTALMU

apxXuBa Opraluzaluu H 3a | apXHBA OpraHH3aLMH

OpraHuzauuel JQKYMEHTOB B

JERONPOHIBOACTBE.

K 3.1 OcymecTisTe

MHGOPMAIHOHHYIO paGory o

AOKYMEHTAaM, B ToM ducle ¢ | [IpousBOAMT CKAHHPOBAHME, KONHPOBAaHHE NOKYMEHTOR (WnpopMaunn),
VCTIONBL3OBARNEM OPTTEXHUKH, | OCYWECTRIMCT wonCk wHpopMammu B ceTax ofllero xocTyna w
TIpOTpPaMMHEIX cpelcTe yueTa, | CIeRMATHIHPOBAHHLIX MPOIPAMMAX, TPUMEHACT HPOTPaMMHBIE CPeACTBa

XPaneHUA M TIOMCKA JIOKYMEHTOB H
APYTHX  CHEUMANM3MPOBAHHEIX  §a3
IaHHbIX.

TI0 OpraHK3aLMH ydeTa JokymenTos (Ha Gase Excel, Access)

TIK 32 [MpuHemare Mepsi 10
YTIOPAZIOYEHHED COCTARA AOKYMEHTOB K

TIpEMeHaeT cOBpeMENHbIe METOAM paroHaisaumi IOV u apxusHore

HH)OPMAIHOHHEIX TOTOKOB, | fleNa, TO3BONAOLAE  COKPAllATh  KOJNHIECTBO JOKYMEHTONOTOKOB;
COXPAWCHHMIO KX  KOJMYECTBA M | COCTABJIAET OMNEPOrPAMMBl, MAPLIPYTHBIC KapThl [BHIKEHUS OTHAEARHBIX
ONTHUMHALMN JOKYMEHTOTIOTOKOB | BHIOB ACKYMEHTOR

OpraHU3AIHH,

IIK 3.3 Bectn paGoTy no co3paHuro
CAPaBOTHOTO ammapata  no
JIOKYMEHTAM ¢ UeNblo  ofecnetenus
yAO6HOrO M GBICTPOTO HX MOWCKA.

CocraBnser  CnpaROuHBI  annapar no  LOKyMEHTaM, OTHAeNam,
JIOTKHOCTAM (KAACCH(HKATOPLI, HOMEHKNATYPY HEN, KATAJOTM, ONHUCH H
Hp.) C HCTONB3OBAHHEM BO3MOXHOCTeH MS Excel, Access, a Takke
CeNMANM3HpoBaHbIX cucTem: Otaen xampor, IC: poxymeHTO0GOpOT,
ATNac-NoKyMeRT00G0pOT, ATIAac-apXiB, ADXUB H Ap.

NK 34 TloaroTasmusate RauHele,
HE0BXOMMBIC ans COCTARACHHA
CNpaBOK  HA  OCHOBE  CBENCHHN,
HMCHOIINXCS B NOKYMEHTAX apXUBa.

HaxomuT ganuble B 6a3ax AaHHLIX W CHICIHATH3HPOBAHHELX CHCTEMAX
LIS COCTABJIEHHA CMPABOK (MO 3AUPOCAM), AHATMTUYECKHX CIPABOK (NO
pafoTe OTAENOB), COCTABNAET COpaBKH 06 06beMe AoKyMeHTeoGOopOTa ¢
ucnionbsosammem AVC s o6actu apxusHoro gena w IOV

IK 3.5 Tipuauvars ydacTde B
paspaboTke NOKATTGHEIX HOPMATHBRLIX
AKTOB  OprasH3abii_ no BOIpOCaM

PaspabarteiBaet, cocTaBnaeT H OQOPMIAET JIOKANBHbIE ¥ HODMATHBHEIE
axkTel no oprawvsaiwv JOY M 2pXuBHOTO JNeNa B OpraHM3alltu
{DONOKEHHUST, WHCTPYKUMH, JOIKHOCTHEIG MHCTPYKUMH) HCIIONB3YH
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[OKyMeHTaIHORHOro  ofecneuenus
YNPABJIGHts ¥ APXUBHOTO AeNa.

HOPMATHBHO-CTIPABOUHYIO CHCTeMY «KOHCYMbTaHT TTmocy

TIK 3.6 Mpuaumate yqactue B paGoTe
no noxGopy M PAcCTAHOBKE Kanpos
cnykBu JIOKYMEHTALIMOHHOTO
o0ecreueHns yIPABICHAA A apXuBa
OprauH3aH

Pa3zpabartbisaer knaccupukarop IOMKHOCTEH, MPOBOAUT AHKETHPOBAHUE,
COCTABAAET XPOHOMETPAKHYIO KapTy, ¢ororpadmo paGouero mus,
paccuuteisaey sddexrusuocts BHespenus AUC B OV n apxusHoe
JIeno, COCTABISET NIPOSKT 0GOPYIOBAHKA ABTOMATH3HPOBAMHEIX paboTix
MeCT COTPYIHHKA NI0GOr0 CTPYKTYPHOFO TIONPA3HENCHIS (B 3aBUCHMOCTH
oT cenuduky paGotsl) .

TIK 4.1 TipusuMaTh ¥ PErucTPHPOBATHL:
NOCTYNAKOLIYH KOPPECTIOHACHLIAIO,
HATPABNATE €€ B CTPYKTYPHbIE
TIOAPA3ACTCHHA OPraHU3aLMH

Ha3kiBaeT OCHOBHBIG ITanbl PaBoThl ¢ NOCTYNAOMEH AOKYMEHTAUHEH.
CopTupyer BXOMAMYK KOPPECTIOHICHIMIO, OPOPMIAST MOCTYIIAIOWMEH
AOKYMEHT (HAHGCEHHE CIY:KEGHBIX OTMETOK); MEPEAAeT AOKYMEHTH C
01MeTKON «JIHuHOY HA MCTIONHERNE

K 4.2 PaccMaTpuBaTh A0KYMEHTBL 1
[epeAABATb HX HA UCHONHERHE ¢
YHETOM PE30OLAN PYKOBOAUTENEH
Opranu3auun

PacomatpupacT JIOKYMEHTBL PYKOBOMHTENEM; JANMOHHAET
PETUCTPALIOHHEIE HOPMBI; TIEPENACT AOKYMEHTEI HA HCTIOIREHHE

TIK 4.3 OdopmAsTL perucTpallMOHHEIE
KaApTOYKH M CO3/1aBaTh BARK JATTHLIX.

Pa3paGateiBaeT perncTpalioHHbie (Gopmbl (KYPHANLHOH, KAPTOYHOK),
<dopmupyet Gark JAHHBIX TOCTYNAIOLIEH H OTNPABIAESMON AOKYMEHTAUNY

MK 4.4 Bectu kapToTeKy yueTa
TPOXOKACHUA AOKYMEHTATbHBIX
Matepuanos

CocrapiseT  KaproTeKd — PerncTpalMOHHbIX  (OPM  BOKYMGHTOB;
OCYLLECTBAAET AHANKS IPOXOKACHAR JOKYMEHTANLABIX MATEPHATIOB

K 4.5 OcymecTBnAT KOHTPOJb 38
NPOXOMKIEHUEM AOKYMEHTOB.

OCymIeCTBIAET OCTAHOBKY NOKYMEHTA HA KOHTPONb NyTeM HAHECEHUE
CAYREOHBEX OTMETOK; 3AOIHACT PErUCTPALOHHEIE QOpMBL; OhopMIIeT
HATIOMHHAKAA O CPOKAX UCTIONHEHNUI AOKYMENTa; CHAMAST AOKYMEHTE ¢
KOHTPOJIA, COCTABIRT AHATMTAYECKHE OTYETHl N0  MCIONHEHHBIM
JOKYMEHTAM, COCTABJIAET CIPABKN O JOKYMEHTOMOTOKAX OPTaHH3anAl

TIK 4.6 OTnpaBnath HCIIOMHEHHYIO
JIOKYMEHTALMIO 4APECATAaM ¢
PUMEHCHHEM COBPEMEHHBIX BHIOB
OPraHH3AIMOHHOM TEXHUKML.

HasbiBaeT OCHOBEBIE »1ambl  paGoThl ¢ OTmMpaBfiseMoll  w(unu)
ROCTYNAOMEH, Tpebyioniel OTBETa NOKYMEHTALMEH; CTIOCOBE OTIpaBKH
MCIIONTHEHHOM JOKYMERTALMK afpecataM (M0YTa, (AKC, HIEKTPOHHAS
104Ta)

K 4.7 CocTaBnaTh 1 0HOpMILTE
CryKEGHEIE TOKYMEHTE!, MATCPHANLI ¢
HCHONb30BAHNEM HOPMYIAPOB
JIOKYMEHTOB KOHKPETHBIX BHIOB.

OGBACHAST HA3HAYEHHE OPTaHM3ALOHHO-TIPABOBBIX, PACHOPSAHTEALHEIX,
MHQOPMALIMONHO-CTIPABOUKBIX,  JCNOBOH  NGPENHCKM,  KaAPOBBIX
HOKYMEHTOB; CO3%aeT WIAGMOHB JOKyMEHTOR IO KamkpoH rpyrmme;
obopMASET  NOKYMEHTHI  KakAolf [PYNNEI B  COOTBETCTBHE ¢
TpeGosannamu I'OCTa; 06BACHAET HAa2HAYCHHE U COCTAB IOKYMEHTOR I10
JMGHOMY COCTaBY; OQOPMAACT JOKYMEHTEHl NO MHMHOMY COCT4BY,
dopMupyer THHBIC Aena palOTHUKOB, 3amoaHAeT Tabeab yuera paGouero
BPEMEHH, BEJIET JIHUHYIO kapTodky §.T-2

1K 4.8 ®opmMuposath fena.

HaspiBaer  0coOeHHOCTH — (OPMUPOBAHHS [eN ¢ Y4eTOB COCTaBa
EOKYMEHTOB B HEM; OGBACHACT OGHINE MOPSNOK O(POPMICHHT OGIOKKN
AefIa W NOPAIOK MOCIPOSHHS 3ar0TOBKA Aena

ITK 4.9 Obecneunsats GBICTPBIT
TIONCK HOKYMEHTOB 110 HayyHo-
CTIPABOUHOMY ANNAPATY {KAPTOTEKam)
OpraHM3aLHig. -

OGbAacR#eT HasHAUCHHE HAYYHO-CNPABOYHOre anmapara (KapToTeka)
OPranu3anNy; COCTABILIET NOCTEMNAKHBIE YKa3ATEITH

MK 4.10 CuctemaTH3#pOLATL A
XPAHHTE AOKYMEHTLI TEKYIIEro
apxuBa.

HashiBaeT MPU3HAKA CUCTEMATH3ALHM TOKYMEHTOB B Jena; 00wmACHAET
TIOPANOK OPFaHM3ALMH TEKYH(Er0 XDAHCHUA MET (BOKYMEHTOB) B
CTPYKTYPHBIX TOAPAJENEHUSX; O(OPMIACT 3aBEPHTENBHLE HAATCH,
BHYTPEHHME OTHCH B JENaX; ONDElENseT CPOK XPaHeHUd Jien B
©00TRETCTBIK ¢ TTepeUHAMH THITOBYIX APXMBHDBIX IOKYMEHTOR

TIK 4.11 OfecniedsBarh COXPAHHOCTL
npoxeased cryxeGHOM
JOKYMEHTAUMH.

Bener yuet nepenasaeMbix JOKYMSHTOB WHYTPH OPTaHUSALINN ¢ MOMEHTA
MOCTYTUIEHNS A0 MOMEHTA UCTIONHERMS H OTMPABKY AIPECaTy

MK 4.12 CotoBuTe ¥ Nepenapar,
JOKYMEHTB! Ha APXUBHOE XpancHyie.

OOGbACHIET JOKYMEHTANLHOE CONPOBOK/ICHHE JTANOB  IIPOBEASHIA
OKCTICPTH3El  LEHROCEW  JOKYMEHTOB, TOATOTABIMBAET OMHCA  ged
(KpaTKOBPEMEHHOTO  XDAHEHHS) K BHIIEGJNCHMIO Ha YHHUTOXKEHHE,
0OPMATET AKTHI HA Tiepefady K YHHATOXKEHMIO [eN; COCTABMIAET ONHCH
JAeN NOCTOSHHOTO, BPEMEHHOFO XPaHeHWA; oopMAAET akTel Iepesadn
IIgN B ApXHB OPFAHU3ALNM, TOCYIAPCTBEHHBIE W MYHAILMNIANLHBIE apXHBLL

TIK 4.13 OGecneumBaTh COXPaHHOCTH
APXABHLIX NOKYMCHTOB B Opranu3ald

TIpunenseT apxuBHOE 3AKOHONATENLCTBO B OGNACTH CO3ZAHET apXUBA
OpraHu3auny; ocoDeHHOCTel pa3sMeleHUS MECT aPXWBHOTO XPaHEHWs
ACKyMEHTOB  (mem); HA3bIBAET  MATepHANBHO-TEXHHYSCKHE ¥
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BCNOMOTaTenbHBIE CDEACTBA XPAHCHMA aen, ofecneymsaiomue ix
COXPAHHOCTH

2. OEHOUYHBIE MATEPUAJIBI JUISI TOCY JAPCTBEHHOM HTOTOBOM
ATTECTATIMA

2.1. Popma npoBeaeHHs FOCYAAPCTEEHHOH HTOTOBOI aTrecTalUN

[OCYAapCTBEHHAN UTOrOBAs ATTECTALMS NPEACTABNACT COBOM NOArOTOBKY U 32IIMTY BBITLYCKHOM
KBATHHKALNORHON PaGoTHL.

TemaTuka BBITYCKHOI KBANH(HKALHOHHON paboThi COOTBETCIBYET COAEPIKAHMIO CIEAYIOIMX
APOGECCHOHANBHBIX MOAYIIEH:

TIM.01. Opranusaums AOKYMEHTALHMOHHOro 0oGECTICCHHs YNpasieHus v (YHKIMOHHPOBAHHS
OpraHu3aLuM,

TIM 02. OpraHusauus apXvBHOH M CNPABOUHO-HH(OPMALMOHHON PaGOTHL NO IOKYMEHTAM
OpraHH3auuH,

TIM 03. OcyluecTBICHHEe JOKYMSHTAUMOHHOrO 00SCneueH s YIPABICHHA M aPXHBHOrO ena
HCHIOJIE30BAHMEM NPOTPAMMHBIX CPEACTB YUETa, XPaHeHHA, 00paboTKH ¥ MOHCKA AOKYMEHTOB,

[IM 04. Boinoauenue paGor 0o OXHONH MAM HECKONLKMM MpPOdeccuAM paboumx, SOLKHOCTIM
CITYRAITHX

TloarotoBka u sauara BKP cnocoGeTByeT CHCTeMAaTH3auuy, PacllMPEHHIO OCBOGHHBIX BO
BpeMsd ofyHeHHs 3HaHHH 1O 00MIENPOPECCHOHANBHBIM ANCIMIVINHAM, TTPOQECCHOHATBHBIM MOIYISM H
3KPEIEHHIO 3HAHMIT BBINYCKANKA 11O CNEUMANLHOCTM YIPH PeINeHUH paspabaThiBaeMbiX B BBITYCKHOH
KBanUdHKAUHOAHOM PaboTe KOHKPETHBIX 33]a4, 4 TAIOKE BBISCASHHIO YPOBHs MOArOTOBKU BEITYCKHUKA K
CaMOCTOATENbHOM paloTe M HAMPaBACHb! HA NPOBEPKY KAYECTBA NOJAY4EHHBIX OCYUAIOINMCA 3HAHMHA 1
yMeHui, cHOPMUPOBAHHOCTH OOIIMX 1 MPOPECCHOHANBHBIX KOMNETEHUMH, NO3BONMIOMIMX PEHIATH
NPodecCHOHANbHBIE 2a1a4H.

Brinonnenne BuityckHoll  kBanudurauyonHoit paGotel (BKP) aBnseTca 3aBepLaroliMM STanoM
B TOArOTOBKE CTIELMANHCTOR U MO3BOJLSET NPONEMOHCTPMPOBATE 3HAHWSA, YMEHMS W HaBBIKH,
nproGpeTeHtbie  3a BpemA OOyueHHA B TPHIOKEHMH K KOHKDETHOHN sajade. B xozle BHINOMHEHUs
BBITYCKHOH — KBATH(UKANMOHHOH paGOThl  CTYAGHT — MCMONB3YET CBOM  3HAHMA B  OBNAcTH
oGUeHayIHBIX, 001e NPOGECCUOHANBHBIX H CTEUHATBHBIX TUCLITITUH, 2 TAIOKe APAKTHYECKUIl OMBIT,
NpHOGpeTertLI B IPoLiecce MPOU3IBOJCTREHHBIX PAKTHK, KyPCOBOrO NPOSKTUPOBAHMA.

Lenu u sa0auu euinycknoil Xeanudurayuornoti pabomu

Uenavu semonresns BKP sensiores:

- 3aKperUIeHHE ¥ CHUCTEMATH3aLM  TPHOOPETEHHLIX  SHAWWH 110 CIeLHANbHOCTH, HX
TIPUMCHEHHS B PEINeHHY KOHKPETHBIX MPaKTHUSCKUX 3a7ad;

- TpHOOpeTeHHMe OMbita  CaMOCTOATSIBHON paloTel ¢ TexHMueckoH wuudopmaumeil,

METORMYECKHMY M HOPMATHBHLIMM JIOKYMEHTaMH, CHELUANLHON uTepaTypoli, COOTBETCTBYXOIUMH
METONAMH M TEXHOJIOTUAMH;

- OBNAJCHHS HOBBIMH METOJLKAMY NPOEKTUPOBAHMA.

B xone noaroropky u namiacanus BKP pemarores cnenytoiie sanaun:

- DasBHTHE TBOPHECKMX CNOCOOHOCTeH, HAaBLIKOB BCACHHA CAMOCTOSTENBHBIX TMPOEKTHO~
KOHCTPYKTOPCKUX PaspaloTok ¥ OBAG/EHHE HEOGXOMMMbIMK METOHKAMH MCCIISAOBAHI NPW PEILleHNH
KOHXPETHOW TEXHHUECKOH 2aaqn;

- PAsBATHE HABBIKOB WCIIONB30BAHKS BHUHCIMTENBHON TEXHUKM N9 TCXHHUECKHX PACyeTOB W
rpadiueckoro opoPMITCHHS X PE3yaLTATOB;

~ HAKOIUIEHHE OTbITa PaGoTe! ¢ HayUHOH, Hay YHO-TeXHUYeCKOH 4 IIaTeHTHON uTepaTypoit;

- 3aKPeIUIeHHe H PACLTUPEHTE HABKIKOB NPOBEICHHS TEXHUKO-OKOHOMUYIECKOTO aHANK3R;

- paspaboTka meponpuATHii 10 OXpaHe TPy U TeXHuKe (e30MacHOCTH, 3aImHTe OKpY)KaroweH
Cpefb! 1 TeXHUUeCKoH 3CTeTuKe;

- BBIACHEHWe TIOATOTOBMCHHOCTH CTYIGHTOR K CAMOCTOATGSIbHON paGoTe B yCNOBMAX
COBPEMEHHOTO DPOW3BOACTBA, NPOTPEcca HAYKH ¥ TEXHNKH, POCTA KYJIBTYPh NPOM3BOACTEA.

B npouecce MOCTAHOBKM M pELICHMA KOHKPETHBIX 3ajad, uccnenyembx B BKP, cryment
ROMAKEH:

- TBOPUSCKH MPHMEHATH TONYYCHHBIE B MPOLECCe 00YUEHHS TEOPETHYECKUE ZHAHM;

- YMeTb 05G0CHOBAT BHIGOP AHATMTUUECKOro annapara HCeC/eLOBaHHS;
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- TIONb30BATLCS HOPMATUBHO-METOMMYECKAMH MATEPHATAMH;

- BLINONHATH OPraH3aLIOHHO-TEXHMYECKHE i SKOHOMUUECKHE PACHEThI;

- YMETb aHANM3NPOBATH NONYUECHHEBIC PE3YARTATHL;

- HAXOAMTH TEXHNKO-3KOHOMHMECKHE PELICHNA HA YPOBHE COBPEMCHHEIX AOCTIKEHUH HAykH W
TEXHUKH M OGOCHOBBIBATL (DPEKTHBHOCTL MPHHMMASMbLY DEINCHUH.

Bomonnenne BKP pomkno GazuposaThCi Ha KOHKPETHBIX MATEPHATIAX NPEeATIHATHA ¢
opraHusaumii. BeINyckHble KBATH(PHKAUHOHHBC PAbOTbl MOIYT TAaKKE HOCHTb MCCAENOBATENSCKUH
XapaKkTep B PaMKaX IPOrPaMM HAYYHBIX KOMISKTHBOE COOTBETCTBYIONISTO TIpoduns.

BKP sBnserca 3aKiIOUHIENbHOW y4eOHOU JICATENbHOCTHIO  CTyAEHTa, B KOTOPOH oOH
CAMOCTOSTENLHO NPHHMMAST PeeHns U 3aTeM MyOmmaHo ux sammmaer. {losTomy B mipouecce
pomostsess  BKP  cryaent  o6si3aH nposiBWTh  TBOPUECKYIO  AKTHBHOCTH,  MHMLMATHBY,
CAMOCTOATENEHOCTD H HyBCTBO OTBETCTBEHHOCTH 33 MPUAATLIC TEXHUYCCKIE PEICHHA, 33 NPABUILHOCTD
Beex Bhtuncnenuii i oopmuennst BKP B cootsetcTsnH ¢ TpeGOBAHNAMHE FOCYAPCTBEHHBIX CTAHAAPTOB.

Ha ocnoBanuy yeniewinod sawitet BKP, cTynesty, 0CBOMBIIEMY OCHOBHYIO NPO(ECCHOHANLHYIO

ofpazoBaTeNbHylI0  NPOrpaMMy  CpeaAHero  npOdeCCHOHANbHOrO — OGpA20BAHHS,  IPHCBAHBAETCA
KBATH(HKALEA TEXHHKA.

Dopmynuposka memor BKP

Tembr BKP onpegenstores o6pasosaTen, ol OpraHH3alneii u NOIDKHS! OTBEUATSH COBPEMEHHBIM
TpeBOBAHHAM PA3BUTHS BEHICOKOTCXHONOMHHUHBEX OTPAC/ICH HAYKH, TEXHNKH, POH3BOACTBA, SKOHOMUKH,
KyJIBTYPBl 1 0Gpa30BaHuA, MMETH NPAKTHKO-OPHEHTHPOBAHHBIH Xapakrep.

TeMaTHKa  BBIMIYCKHBIX  KBANHGDMKALHOHHbIX pafoT paccmarpuBaeTcs Ha 3aceAaHHM
NpeaMETHOH (IMKMOBOH) KOMHCCHH M COIVIACOBBIBASTCH C 3aMECTHTENOM MHPEKTOpa KONICMKa, B
06s13aHHOCTH KOTOPOTO BXOJHT KOHTPOTh MAHHOrO HANPABNEHAN ACATEITHHOCTH,

OBssatenbHpiM  TpeboBaHHEM ABTASTCS COOTBETCTBUE  TEMATWUKH  BLITYCKHOH
KBaNMPUKALMOHHOH PAbOTBI COACPIKAHMIO  OBHOTO HIIH HECKONBKHX MPOMECCHOHANBHEIX MOMYIeH.
CTYAGHT MOMET NPEUTOAKMTL CBOK TOMY BBITYCKHOM KBanMGuKaluoHHoi  paGotsl, ecnu ona
COOTBETCTBYET CNCUHANLHOCTH M TpefoBanuam  DeneparibHoOro rocyaapcTseHHOr0 oGpa3oBaTeNLHOIO
CTAHAAPTA.

Tema BBIMYCKHOI KBaTUdHKAUMOHHONH  paGoTHl HOMKHA GBITh AKTYANBHON H MMETh HAYHHO-
TIPAKTHYECKYIO HANPaBIeHHOCTD.

OCHOBHBIMH ~ KDUTEpUAMY TIPH  BHIGOPe TEMELI  BBHTYCKHON  KkpamudukalWioHHOR paborel
CNYHHT €€ HayyHas W TNPAKTHUECKAn 3HAUMMOCTH, JIMUHAA 3aWHTEPECOBAHHOCTS CTypenTa. [lpn
ITOM HEMATOBAKHO Y4ECTh MECTO MPOXONACHHA HPEIAUINIOMHON HPAKTUKY, B KOTOPOM HMeeTrcs
BO3MOXKHOCTE HanGonee MOnHO cobpaTh HeoGXOAUMEIH MaTepual UK ANIUIOMHOU paboTsl (poekTa).

Kpome Toro, opraHvsauus (NpeanpusTHe, y4UpexaUIeHHe), B  KOTOPOM  MPOBOAMTCR
NPENAMIIOMHAs TPAKTHKA, C Y4ETOM CBOMX TOTPEOHOCTEH MOXET Clenarb 3akas Ha paspafoTky
CTYACHTAMH ONPEIEAECHHLIX TEM B BBITYCKHBIX KBANM(HKALMOHNBIX paboTaX, OPHEHTHPOBAHHBIX HA
KOHKPETHBIE  BOTIDOCHI  IPOM3BOACTBEHHON  JesTenbHOCTH, OnpeseneHe TEMATHKW AWIIOMHBIX
paboT (MPOEKTOB) B 3TOM Cfiyyae OCYLUECTRIAECTEA paboTOMATeIMA.

TIpu se1Gope Temess BKP cnenyer vexomurhb U3 CenyOInX MONOKEHHH, TEMa A0DKHA:

+ COOTBETCTBOBATE NPOQHITIO CTIELIHATILHOCTH;

~ COOTBETCTBOBATE COAEPIKAHMIO OJ(HOTO MM HECKONBKHX NPOBECCHORATEHBIX MOZyNei;

- [IPEACTABIATE MIPAKTHYECKHH HHTEPEC 11 IPSANPUATHIA (opraHu3aiyif) — 6a3 npefauIIoMHol
TIPAKTHKIL,

- COTJIACOBBIBATLCA € BOSMOJKHOCTBIO HAXOASHUA PEambHON MHGOPMALMM M MaTepHalIOB, Ha
OCHOBE KOTOpbix GyzeT paspaGaThiarscst pabota;

- 6617 CHOPMYTHPOBAHHOA KPATKO H ACHO, 563 HANUIIHUX NOAPOGHOCTEH,

BrinonHenHas BEMycknas ksanudUKauuoHtan pabota B HEAOM JOMKHA:
- COOTBETCTBOBATE PaspaboTAHHOMY 3a/]aHHIO;

- BKJIIQYATh QHAJIM3 MCTOMHWKOB 0 TeMe ¢ 000GLICHHAMH H BEIBOJAMH, CONOCTABNEHHUAMH M
OLEHKOH PAsTHUHEIX TOYEK 3PSHEIS;

- TPONEMOHCTPHPOBATE TpeOyemblii ypoBeHb oBMeHAYYHON W CIIEUMANBHON NONrOTOBKW
BHIYCKHHXA, €r0 CTIOCOGHOCTE M YMEHHE NPHMEHATS HA NPAKTHKE OCBOCHHbIE 3HRHMSA, MPAKTHUECKWE
YMenus, 06UIMe 1 IIPOheCcCHORANbHBIC KOMIeTeH WK B cootBeTetsru ¢ GTOC CIIO.

BosmonHa paspaboTka KOMIUIEKCHEIX TeM, COOTBETCTBYIOWUE Pa3eNsl KOTOPbIX COCTARIAIOT
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comepkanne BKP oTAenbHbIX CTYAEHTOB.

Dkcrepruza Ha cooTserciBue Tpebosanmiv OTOC, paspaGorankbix sanannii Ha BKP, ocHoBHBIX
nokasateneil OLEHKH pPe3y/LTATOB BLINOAHEHMA ¥ 3AUIHTLI paCoT, OCYWIECTBIAETCS HA 3aceAaHHu
npenMeTHOH  (LMKIOBOH) KOMHCOWM OGIENpodeccHONANIGHBIX IMCUHIVINE H  podieCCHORATBHbIX
MOAyTei.

Bakpemenue Tem BKP (¢ ykasauneM pyKOBOAWTENEH H CPOKOB BbINOJHEHHA) 32 CTYAEHTAMH
0(OPMIASTCs IIPHKASOM PYKOBOAMTENS 00pa30BATENbHOTO YAPEKASHHUS.

B cooTsercruu ¢ BpibpaHHoH Temoit BKP  onpesenserca paloTa CTyHeHTa B TEueHHe
npepaunnoMHoi mpakTuku. CTYNCHTY BbIAETCH 3ajaHuHe Mo cGOpy Marepuana. YkasaHHaa pabora
060oBIaeTCs B ero OTHETe M0 IPSARMIUIOMHON NPaKkTHKe, KOTOPAs, TAKHM 00Pa3oM, ABASETCS MEPBHIM
paGounm matepuanom ays BKP.

3a0anue Ha GoINYCKIYIO KSUUBURAYHOHHYIO pabomy

BKP 110 ceLpanbHOCTH BLINONHASTCS B B ARIUIOMHOrO POKTa WIH AMIVIOMHOH paboTsl.

Mo yreepIGHHHIM TEMAaM  PYKOBOAHTGNA  BLUIYCKHBIX  KBATH(MKAMOHHBIX paGor
pazpabarblBaloT HHAWBHAYANLHBIE 3a0AHNS MU KAKAOrO CTYAEHTA, KOTOPbie ODOPMIISIOTCA Ha THTIOBOM
Gnanke.

3aganne na BKP saBnseTcs OXHUM W3 OCHOBHBEIX JOKYMEHTOB, ONPEAEIIOMUX NapaMeTpHl ¥
BO3MOXCHOCTH NPOSKTHPYEMOI CHCTEMbI Wi YCTPOKCTRA,

3apanus Ha BKP noanuceeatotes pykosoautesamu paGoT ¥ BHIIAIOTCS CTYACHTY HE NO3IHEE
HEM 33 ABE HEENH 0 HavaNa IPEIUIIOMHOMH IIPAKTHKH.

3afaHud Ha BLIMYCKHYIO KBATM(MKALMOHHYIO PAbOTy COMPOBOKAAIOTCS KOHCYAbTaUHed, B
XOJle KOTOPOH pasbacHAIOTCH HA3HAYCHHE  3aZauM, CTPYKTYpa i 06BeM paGoTEL, MPHHLMIIEL PaspaboTKH
1 0hOpMACHAS, APHMEPHOS PACTIPeSTCHHE BPEMEHH HA BRINOJHEHUC OTACHBHEIX 4acTell BuITyCKHON
KBanuuxkaunonHoll paGorel. BKP BRIMONHAGTCA B COOTBETCTBMM C HHAHBHAYANbHBIM IDIAHOM
TIOAIOTOBKH M BEINOHEHHS.

ObLiee pyKOBOACTBO U KOMTPOSTH 33 XOAOM BEINONHEHHA BHINMYCKHBIX KBATHPHKALMOHHBIX paboT
OCYIISCTRASET 3aMECTHTE/b JUPEKTOPA, 8 COOTBETCIBHH € JOIKHOCTHbIMM OOA3AHHOCTAMH.

[punosenns BKP npueonsrea 8 suie tabnau, rpadMKos, IHAarpam, pacvueTos, JIHCTHHrOB
TIpOTpaMM, —ANrOPUTMOB, KOTOPBIE HE BONLIM B OCHOBHOM TEKCT MOSCHWTEBHON 3aMCKH, HO Ha
KOTOPBIE €CTH CCHUTKH B paGoTe.

OGyuarompiica MOKET IPUMEHATE AUt oQopiieHns JokymeHTauun BKP aBToMaTHMpOBaHHEIE
CHCTEMBI TIPOEKTHPOBAHIA W yripabrienus (CAIIP),

Tpebosarns k oopmnesno BKP nomxubl cootercrsoBath Tpebopanuamu ECTI u ECK]L,
TOCT 7.32.- 2001 «Cucrema cramzapros nmo uudopManyn, GHOIHOTEUHOMY U M3AATENBCKOMY €Y
«OTaer 0 HayyHoO-HCCTenoBaTenbokoll paGoren, N'OCT 7.1. -2003 «bubavorpaduueckas 3ammch.
Butnnorpadweckoe omucanie», FTOCT 7.82.-2001 «Bubnvorpadmueckas 3anuck. bubnmorpaduueckoe
ONHCaHMe DIEKTPOHHBIX PECYPCOB» W (W) APYTHM HOPMATHBHBIM JOKYMEHTaM (B T.4. KOKyMEHTaM
CMK). B Ipunosxeriu 2 TpUBORAUTCS MPUMED PEKOMEHAYeMbIX TpeGoBanuil.

Cocmag euinyckroll Keanuuxayuonnoi pabomst.
O6vem BKP cocrasnser 30-50 cTpanuil He BKIIKOUAS TPUOKEHNA,

Kak yxe Gpiio orMevero, BKP spimonusieTcs 8 srjie QMINIOMHOTO [IPOEKTA KN AUANOMHOM
paborer,

TuTynbHEIH MUCT.

Copepxanne BKP skenatefibHo cAeRaTh SneKTPOHWBEIM ANA yroGeTsa paboTst ¢ Gombimm
00BeMoM TeKCTOBOTO MaTepHana. Mcnons30Banue DEKTPOHHOrO OMIABIEHHS TAKKE JEMOWCTPUPYET
ocoenne obmeli komneTeHIIH «HICMONB30BATL MH(OPMALMOHHO-KOMMYHHKALMORHEIE TEXHONOTHH B
TPOQECCHOHANBHON AERTENBHOCTHY, KOTOPad NIPHCYTCTBYET BO BCEX CHEUHATBHOCTAX, PEATHIYEMBIX KO
DI'OC TpeThero MOKOMSHHS.

BsefieHue  AODKHO  TIDEACTARJATG  XAPAKTEPUCTHKY OOBEKTa HCCAEAOBAHWS, 24  TaKoke
hopMysposiy 1 obocosarme TeMsl BKP,

Ocrosras wacTh BKP siwouaer 5 ceGa: OOBIMHO COCTOMT W3 JBYX PasfeiioB: B HEPBOM
pasfene CONEPKATCA TEOPETHHECKHEe OCHOBH pa3spabaTeiBacMoii TEMBI; BTOPBIM pa3fenom
ABNACTCA MPAKTHYECKAs YaCTh, KOTOPas MPEACTABNCHA Pe3y/IbTaTaMi HCCIeTOBAHIA: AHANH30M
JOKyMEHTAIMH, TabIHNaMy, cxemaMH, Tpaduxamy u T.a. [fpakTuueckas 4acTh MOXKeT GHITB

TpeACTaBlCHa B ABYX paslenax (Oﬂl/lCaHHe ,HO](yMCHTOO60p0Ta H MPeANOKCHHUS TI0
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YCOBEPLICHCTBOBAHHIO CHCTeMBl ympaenesus (pasgen 2), pasmen 3 — SKOHOMHYECKas
3 PeKTUBHOCTD NPEIIOKEHHEIX MEPONPHATHE.

3akmoveHune JI0AAKHO COAePIKaTh BbiSOIB!I K peKOMEHIAUMU O BO3MOKHOCTH HUCTIONB30BAHHS UN#
MpPaKTHYECKOTO NPHUMEHCHN HCCNEIYeMBIX MATEPHANOB.

Crmcox Jiarepatypbl odopmisercs B cootetetsuu ¢ [OCT.

TIpusoKeH s PacnioNaralTes B KOHuE paboTsl.

Hpﬂ BBINOJIHCHUM HHHOBALMOHHBIX HIIH peabHbIX AMILTOMHBIX TIPOSKTOR  CTPYKTYpa H
COOCpKaHHe TOACHUTENLHOR 3ANUCKHA MOryT W3MEHATLCH PYKOBOAUTCIEM JARNIOMHOTC
NPpOSKTHPOBAHHA, HCXOIA M3 TOCTaBJieHHbIX NEpen CTYACHTOM 33434,

B OTASNMBHBIX CNYHAAX AWUNJNOMHBIE TNPOEKTBl, TeMarHKa KOTOPBIX Tpe6ye'r KOJNHEKTHUBHBIX
VOIUIHH B MCCNENOBAKVM NIOCTABIOHHOM 3a]a4K, MOTYT pa3pabaThlBaThes Tpymnnod obyuatomuxcs. [Tpy
2TOM MHONBHIOYAIBHBIC 337aHAA BBLAAIOTCA KOXKIOMY oquaiomeMycﬂ €O CTPOTO perlaMeHTHPOBAHHBIM
MepetHeM BOTPOCOB, HCKIIHAKIMM UX 1yGNUpoBaHHE Y HECKONBKHX OGYHAOLUMXCS ONHOBPEMERHO.
Tlps sawure KOMIEKTHBHO BBINOJHEHHOTO AMIIOMROTO NpoekTa/paGoTel kaxaslii o6yuatommiics
AQITKEH BBICTYNHTE ¢ HOKIATOM W 3aIUTHTE BBIMOIHEHHYIKD MM 4HacTh. Pewenue Focynapc‘rneﬂﬂoﬁ
aTl‘eCTBL{HOHHOﬁ KOMHCCHX TIO Pe3yNpTaTaM 3alnTel AUIIOMHOrO ﬂpOeKTa/paﬁOTH TPHHHUMAETCA
HHIWUBUAYATLHO If17 KaXI0ro OGYqQ!OLuETOCSl.

Sauguma einyckHOW KearuuxayuonHot paboniet

Llens saumrei BKP ~ yCTAHOBNEHHE COOTBETCTBHA pPe3YNLTATOB OCBOGHHA CTYACHTAMH
obpasosatessHbIx nporpamm CIIO cootsercTByrommM TpeGosanmam GIOC CIIO.

JHns sawmtel BKP crymenr ofssan mpencrasute B [OCYIApCTBEHHYK SK3AMCHAUMOHHYIO
xomuccHio  (TOK):  BBIMYCKHYIO KBaTMGHKAIMOHHYIO paGoTy, NOMMMCAHHYKO —PYKOBOAHTENEM,
KOHCYJIBTAHTAMH YW PELIEH3GHTOM; THCEMEHHBIE OT3BIB H PELEH3MIO PYKOBOAWTENA H PElIeH3CHTA;
JIeMOHCTPAUHOHHBIE MATEPHAIL!.

B ommme pykosoamtens BKP yxaswiparoTcs XapakTephbie ocoGenHocTH paboThl, ee
JOCTONKCTBA H HENOCTATRH, & TaKKe OTHOMeHHe o8yuaiollierocs k BenonHenno BKP, nposeneHkbie (He
TPOSIBIEHHBIE) HM CNOCOSHOCTH, OUSHUBAIOTCS YPOBEHB OCBOGHHA OOIIMX M NPOQECCHOHANBEBIX
KOMITETEHIMH, 3HAHMS, yMEHMs 00yYAIOUIEroca NPOIEMOHCTPHPOBAHHEIE UM MpH BeIMonHeHHH BKP, a
TAKKE CTETEHb CaMOCTOATEBHOCTH OOY4alOIIerocs M ero NWYHBIA BKIAA B PACKPEITHe rpoGiem #
paspaloTKy MpennokeHHHd N0 WX pemieHHio. 3aKaHYMBaeTcs OTSHIB BHIBOIOM O BO3MOXKHOCTH
(HeBO3MOXHOCTH) momtycka BKP  satqure.

BKP rnomnexar ofasaTenbHOMy pelensipoBanimio, COCTAB PELCHSGHTOB yTBEPIKAAETCS
TPUKA30M AHPEKTOPa U3 HHC/IA CHELHANUCTOR NPEANPUSTHH, YIPEKICHHH COOTBECTBYIOMIEro MpobHas.
B kauecTBe peieH3eHTOB MOTYT NPHBICKATHCA TAIOKe perofasarens Apyrux CCYzoB win BY3os.

Bremnee perensupopanne BKP npoBoaMTcs ¢ LB O0eCTIeYeHIE OGBHEKTUBHOCTH OUCHKH
Tpyna sbimyckHika. Penensentsr BKP onpenenstores He nosauee, 9eM 3a MECAL] 0 3ANHTEL.

Peuensna Ao/MKHA  BKTIOYATE: 3aKTIOYEHHE O Co0TBeTCTBHM BKP 3asBlIeHHON TeMe U 3afaHKIo
Ha Hee; OUCHKY KauecTsa BBIIONHEHMs Kawaoro pasgema BKP; ouenky cremenn paspaGotku
TIOCTABJISHHBIX BOTPOCOB M NPAKTHYECKOH 3HAYMMOCTH paboTsl; oSLIyio OUEHKY Ka4eCTBa BHIIOMHEHHS
BKP.

Conepanue pelieHsHy T0BOIUTCA N0 CBEfeHHs OOYHaloIerocs He NO3AHES, YeM 3a ABd [AHS A0
3aATB! PaBOTHL.

Buecenve namenernit B BKP nocne ronyueHus peLiessty He NOMyCKaeTes.

OT3bIB pyKOBOAUTENS 1 penetsus Ha BKP ohopMrsioTes Ha crelMatbHbIx Glankax.

Cryment o sauwmtet BKP nomkeH 03HAKOMHTECS ¢ pelleH3Mel M NOATOTOBHTE OTBETHI Ha
YKa3aHHbIE B Hell 3aMedaHs.

CTyHeHT MOXET TMpeICTABMTH JOMOJAHHTEIbHOE KpaTkoe comepikakue BKP na omom s
HHOCTPAHHBIX A3BIKOB, KOTOpOE OrNAWASTCS HA 3allUTe M MOXET CONPOBOKIATHCS BONPACAMH K
CTYIEHTY Ha DTOM JKe S3bIKe.

3alKTa NPOU3BOIMTCA B COOTBETCTBHM C AEHCTBYIOLNMMH HHCTPYKUMOHHEIMH MaTepHATAMH.
CTyzeHT pOTyCKaeTeA K 3AIUTE BBIMYCKHOM KBAMU(HKALMOHHOH paBOTEl PellleRHeM MeNaroTHISCKOro
coBeTa.

Ha samurte cTynIenT BBICTYNAET © 10 MMHYTHbIM IOKTAAOM, B KOTOPOM H3NAraeTCs OCHOBHOE
coneprkanue paSorsl. Ocofoe BHUMAHME CNGIyeT YIENMTH OPUTHHATEHBIM pe3ylbTaTaM paGoTs.
Hownax  nomked WILMOCTPHPOBATECA —NPSACTABICHHBIM [PAQHUECKEM M AEMOHCTPALHOHHBIM
marepnaioM. Ha ce miakarel, npescrasaseMsle B TIK, HeoBxonuma cCrUTKa B XOA€ NOKIATA.

12




image12.png
AR

Tlo OKOHYAHWH JOKJTaJA CTYASHTY HeoGXOMMMO OTBETHTh Ha Bompocsl wieHo I'DK. Ilpu
OTBETAX HA BOMPOCH JOMYCKAETCA MCIMONB30BAHHE KAK TIPOTPAMMHEIX CPEHCTB, TAK M MOACHHTENBHON
3aNUCKH. 3AKNOUMTEIBHAS JACTH 3UIKTH CBONUTCH K TOMY, 4TO cekperaph 'K 3aunThiBaet oT3biBb
PYKOBOZMTENA ¥ pelieHseHTa. CTyACHTY MPEAOCTABIIETCS BO3MONHOCTH OTBETHMTh HA 3aMEUaHMS
peiensenra. Ha srom sammta sakanumsaercs. LenecooGpasHo BHIIONHUTE MPE3EHTAMIO BEITYCKHOH
paboThl Ha KOMNBIOTEPE ¢ NPHMEHEHHEM MyIbTHMEINA TEXHOLOTH,

Ouenka BKP ornamaeTes nocie o6cyKIeHHA TOCYIapCTBEHHON SK3aMEHAIMONHOM KoMUCccHelt
pesyabTaToB paboThi W OTBETOB CTyAeHTa.  IIPeiycMaTpuBAIOTC# OLEHKH "OTIHYHO", "Xopowo",
"y IOBNETBOPHTENEHO", "HeYHOBNeTBOPHTENbHO", [laee KOMHCCHEH oryalllaercs TPHHATHE PElISHHA O
HPHCBOGHWH BEITYCKHUKAM KBATH(HKAIMM IO CHEMHATBHOCTH M BEIFAYS HHIUIOMOB,

Bacemarua ['ocymapetBesHOl IK3aMEeHALMOHHOH KOMACCHY NPOTOKOMHPYIoTCs. CTYNEHTHI, He
JomymenHsie Kk samute BKP mmu momyunemue OLCHKY "HEYNOBJIETBOPHTENHHO", MOMYHYAOT
AKAZIEMIUYECKYIO CNIPABKY YCTAHOBASHHOTO oOpasua. Jomyckaercd moBTOpHas s3amura  paCoTHl He
paHee qeM Yepes wecTh mecaes. CTYACHTAM, HE NPOXONMBUIMM 3AIUHTY MO YBAKWTENBHOM NpUHHE,
YANMHASTCS CPOK 06yueHus Ha neproi ne 60ee OMHOTO roAa.

B Tex cmyuasx, xorma samura BKP npussaerca HeyaopnersoputensHof, [DK ycranasnupaer,
MOMKET ¥ CTyAeHT TPeJCTABHTh K IOBTOpHOH 3ammte Ty ke BKP ¢ pmopaGoTkoi, ompenensemoi
KOMHCCHeH, HIH ke 06a3aH pa3paGoTaTs HOBYIO TEMY.

Tlocne 3ammTe! Bee Matepuansl BKP caioTes B MeTomuaeckuii kaGuHeT 111 XpaHeHus.

Kpumepuu oyenxu 6unyckroi K8amQuKQUoRHoi pabomsl

Brimycknan ksanvdmkanuoHnas paGora, npencrapnestas [OK oneHusactes no rrubauisHON
cHeTeMe.

Oyenka «omauyHo» BHICTABIACTCA B CITy4asx, xoraa BKP:

- HOCHT HCCEHOBATENLCKHH XapakTep, CONEPIKUT TIPAMOTHO USJIONKEHHBIC TEOPETHUESCKHE
TOMOKEHHA, SKOHOMHYECKIH pacuer, KPHTHYECKHH pa3Gop NMPaKTHYECKOro OMBITA (10 HCCHEAYEMOH
np06neMe, XapaKTepu3yercs JIOTHYHBIM, MOCHEAOBATIBHBIM H3MOXCHACM Marcpurana <
COOTBETCTBYIOLUMMH BBIBOZAMH H 0BOCHOBAHHBIMH NPSIVIOKEHUAMHE,

- UMEeT M0JI0KUTE/IbHbIS OT3bIBEI PYKOBOANTENS UIIOMHON paGoTEI (IPOEKTa) U PELICHICHTA,

- mpu sammre paGoTHl CTYAGHT TOKa3hIBAET MIYGOKOS 3HAHHE BOIPOCOB TEMBI, CBOGOAHO
ONEpHPYeT AAHHBIMH WCCEZIOBAHMA, BO BPEMSA AOKIAIA MCTIONB3YeT WIMIOCTPATHBHBIN (Talmiupl,
CXEMEL, rpadHKK M T.I1.) WK PAINATOUHBI MATEPHAT, JIETKO OTBETAET Ha HOCTABIEHHBIC BOMPACHL.

Oyenxa «xopouio) BEICTABIETCA B CITyHasx, korga BKP:

- HOCHT WCCNENOBATENbCKMH XADAKTEP, CONCPHHMT FPAMOTHO MANOMKEHHBIC TEOPETHUECKHE
TIOJIOYKEHHS, SKOHOMMYECKUH PacyeT, KPHTHHYECKHH Ppasbop MPaKTHUeCKOro OMbITa 10 WCCHefyeMoit
npoﬁneMe, XapakTepu3yeTca TIOCTCAOBATE/IPHbIM HM3JIOKCHHEM MaTepuaid ¢ COOTBETCTBYIOLUMME
BBIBOJAMU, HO HE BIIONHE 0GOCHOBAHHBIMY TIPEINOREHUAMY,

- UMEET MOJIOXKATE/BHEIE OT3IBBI PYKOBONHTEIA AUIIOMHOM paGoTHI (POEKTa) U PELCH3CHTa;

= MOpH 3anure paGOTBl CTYAEHT MOKa3pIBACT 3HAHUE BONPOCOB TEMBI, ONEPHUPYET AAHHBIMH
WCCISNOBAHNSA, BO BpeMs HOKIAZAa HMCIONB3YET WLTOCTPATHRHEA (Talimmitet, cxeMmsy, rpaduky ¥ T.0L)
HIH PasiaTOUuHbI MaTepHal, 663 0COOBIX 3aTPYAHSHHI OTBEUACT HA TIOCTABIICHHbIE BONPOCHL,

Oyenxa «ydoenemeopumensioy BEICTARIAETCA B Ciydadx, Koraa BKP:

- HOCHT HCCJIeIOBATEIbCKUH XapaKTep, COACPIKHT TPAMOTHO H3JIONEHHBIS TEOpETHUSCKUE
TOJICXKEHHA, GampyeTcsi Ha TPaKTHYECKOM MAarepHane, HO OTANYACTCA MOBEPXHOCTHHIM AHATH3OM
NPaKTHYECKOTO onbITa o HCCHCH)’CMOFI npo6neMe, XapakrepusyeTrca HENOCAEA0BATEe/IbHBIM
H3NOKEeHHEM MaTepuaia u HEe0BOCHOBAHHBIME TIpEAJIOKeHHAMH;,

- B OT3BIBAX PYKOBOAMTENS JMILIOMHOM paGoTH (MPOeKTa) M pelicH3eHTA HMEIOTCA 3aMEUaHust o
COZNEPHKAHHIO PaDOTEL H METOAAM HCC/ICAOBAHHA;

- mpe sampre paloTHl CTYASHT TIPOABNSET HEYBEPEHHOCT, NOKA3blBaeT cnafoe 3HaHMe
BOMPOCOB  TEMBI, HE J@€T NOJNHOIO, APTyMEHTHPOBAHHOIO OTBETAa Ha 3ANAHHBIC BOTPOCHI,
PU!HIOCTP&THBHB[ﬁ MaTepuall NOAroTOBJIEH HCKAYSCTBEHHO.

Oyenxa «neydo6nemeopumensroy BBICTABIIETCA B CIyuasx, korna BKP:

- HEe HOCHT HCCIIEAOBATEAbCKOIO Xapakrepa, He COACPAKUT aHAJIU3a MPAKTHHECKOro ONbITa
MO HCCNEAYeMOH NpoOMeMe, XapakTepHsyeTCd HEMOCICAOBATEIBHBIM H3NOKEHHEM MATepUala, He
HMEET BLIBOIOB JINGO OHH HOCAT AeKIapaTHBHBEH XapaKrep;

~ B OT3BIBAX DYKOBOAMTENS JMMIOMHOH paGoTsl (IPOGKTA) H PElCHIEHTa HMEIOTCA
KPHTHYECKHE 3aMEYAHIUS;
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- TpH 3awmTe PAGOTHI CTYAEHT 3ATPY/AHAETCA OTBEYATH HA IOCTABIEHHAIE BOIIPOCH! IO TeMe, He

3HAET TEOPUH BONPOCA, NPH OTBETE AOMYCKAer CYINECTBEHHBIC OWMGKM, HWIUTIOCTPATUBHBIH MaTepHan
K 3aLUUTE HE ITOEOTOBNICH.

Tlepevenn BOUPOCOB, BLIMOCHMEIX HA FOCYAAPCTBEHHYIO NTOTOBYIO ATTECTANAIO [PYINIbI
cnennanbuoctTs 46.02.01 «JlokymenTanuonnoe ofecneuenne yNpapiesns 0 apXHBOBeJeHIE)

1. B KakoM HOPMATHBHOM JOKYMEHTG 3aKpEIUieHbl NpaBiwia O(OPMICHHA PEKBHIHTOB #
onpenencHb! BHI(b! GIaHKOR OKYMEHTOB?

2, Jaitre nouatuc «JlokyMeHTo0GOpoT.

3. Kakue GOPMbI perncTpaLii JOKYMEHTOB CYIHECTBYEOT ¥ O Y€ro OHM 3aBHCAT?

4, Kaxoif nOKallbHO-IPABOBON AKT ONPENE/IsSeT NoOpAAoK paboTel ¢ AOKyMEHTaMU?

5. Kakoli JOKYMEHT SBJIACTCA OCHOBHBIM YUPEAUTEABHBIM IS FOPUAUYECKOTO Nuua?

6. Kaxue Buzs nepeoaa Ha apyryro pabory cymecrsyor?

7. Kakue AOKyMeHTbI HeoOXOMHMLI [UIA 3aKIOUEHWA TPYAOBBIX NPABOOTHOUIEHHH MExIy
PabOTHAKOM H paGoTOAATEIEM (JINUHBIE U TIO JTUHHOMY COCTaBY)?

8.  Kakue Tpebosatus neoGxoauMo cobmopars npy odopmienin JomKHOCTHON HHCTPYKUHAK?

9. Haitre norarue «Homeuxnarypa aem.

10. Kakum HOpMATUBHBIM NOKYMEHIOM, perjameHtupyeTca pabouee BpeMs U BpeMsA OTABIXa
BCEX paGoTHUKOB OpranusauMu?

11. Kaxkum 0o6pa3soM BHOCATCA H3MOHEHMs B TPYHOBYIO KHWKKY (pasmenax «Ceemenna o
paboTruKe» - hamuwuu, «Crenenus o paboTen - He HPASWILHO YKABAHA Oama yeonsHenus)?

12. TlepeuMcnnTe OCHOBHBIE OSYAlBl JOKYMEHTANIbHOTO  COMNPOBOXKAEHHA IIPEKPAINCHHS
TPYAOBOTO JOroBopa (B CBA3M ¢ COKPAMIEHMEM NOMKHOCTH PaBOTHHKA)

13. [aitte DOHATHE KAPXUBHBIN JOKYMEHT)

14, Maitre ioHATHE «ApXHBHBLH HOHI

15. HazobuTe OCHOBROH (belepanbHBIH 3aK0HM B 0GNacTH apxusHoro Aena 8 PO B HacToOsLIce
BpeMs

16. [aiire monsTue «OOeCneYeHne COXPAHHOCTH APXMBHBIX JIOKYMEHTOB)

17. Kommueke Kakux AEHCTBAH BXOAAT B MOHATHE «OGeCHEYeHHE COXPAHHOCTH APXHBHBIX
NOKYMEHTOB»?

18. Kakue CTpYKTYpHBIE DTEMEHTH BbIAENAIOTCA B CHCTEME HAYYHO-CIIPABOYHOTO annapara?

19. Uro sBNAETCA KENUHULIEH XPaHEHAN) B apXnBe?

20. Yro aspgercs «apxuBHbiM BOHIOM» JUIA APXMBHBIX YHPeRKICHMWH, a 4TO - JUia apxusa
Opravu3alMH (KaK caMOCTOATENbHOTO CTPYKTYPHOIO NOJpasnencHus)?

21. HazosuTe OCHOBHBIE BHIBI apXHBOB

22. Kaxvie Buapl myTeponuTeneii cymecteyor?

23. Kaxue neficTeist HeoOXOAHMO MPOAENaTh C UeNbio MOArOTOBKH NEPefayd JIMMHOTO AeNa
YBONEHHOTO paGOTHHKA Ha apXMBHOE XpaHeHue?

24. Kaxue JeWCTBAS NPENONaraeT CHCTEMATHIALNA NOKYMEHTOB fena?

25. Kaxum o6pa3om MpOBOJMTCS HyMepauys NWCTOB [ena, [IONrOTABIMBAEMOTO K CHAYE HA
apXMBHOE XpaxeHue?

26. Ha OCHOBaHMW KAKOIO JOKYMEHTA, OCYIIECTRAAGTCS YCTAHOBIEHHE CPOKOB XPAHGHHS
3aBOMMMBIX €]l OPraHu3auui?

27. Kakue OCHOBHBIC CPOKH XPAaHEHHS €A yCTAHOBIEHDI?

28. C kaKoi UemLIo HeOOXOMMMO NPOBOAHTE JKCIIEPTH3Y LEHHOCTEH AOKYMEHTOB?

29. Kaxwie CyIIECTBYIOT BHABI HOMEHKNATYPbL A&7

30. OcHOBOH Kakoro nMpu3Haka 3aBEICHMA 16 ABNAETCA - BBIMENEHAE JeN 1O Aate, K KOTOPo
OTHOCATCA AOKYMEHTBI iena?

31. Kaxue ¢popmbl HCNONLI0BAHNS 2PXMBHBIX JOKYMEHTOB CYLUECTBYIOT?

32. [aliTe noHATHE «INEKTPOHHBIIT JOKYMEHT»

33. C noMoupio Yero OCymICCTBAETCS NOANKCH MIEKTPOHHOTO 0KyMEHTa?

34. Kaxue NpuKTaZHeie POrpaMMbI TIO3BONAIOT COKPATUTH 3ATPATHI PaGOUero BpeMeHu s
ABTOMATH3ALMY TOKYMeHTOOGOpoTa?

35. UTO BXOJHT B COCTAB IEPCOHANBHBIX TAHHBIX?
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1. MACTIOPT ®OH/IA OITEHOYHBIX CPEACTB /ISl TOCY JAPCTBEHHOM HTOMOBOM

ATTECTAIHHA

1.1. Pesyabrarst ocoenns OITOIL no enennanbHOCTH
46.02.01 JIokyMeHTaupuorHoe ofecneeHye YIPABICHUS ¥ apXUBOBENCHHE

1.1.1. Bnaps npothecCHOHANLHOH TeATeNbHOCTH
BIIJ.01 Opranusauns AOKYMEHTALHOHHOTO OGECTICUEHUS YTPaBeHHs H (QYHKUMOHUPOBAHUSL

OpraHU3aLuy.

BIII.02 OpraHH3amus apXMBHOH M CHpPABOYHO-MHAOPMALMOHHOH pafoTHL MO JOKYMEHTaM

OpraHH3aLHH.

BIIZ.03 OcymecTeienye TOKYMEHTALHOHHOTO 0fecTieueH s YNpasieHHs U apXUBHOTO Jena ¢
HCTONB30BAKKEM IPOIPAMMHBIX CPEICTB yueTa, Xpanerus, 0GpaloTK) U MOKCKa JOKYMEHTOB.
BIT/1.04 Beinondehne paSoT no OAHOW MM HECKONBKHMM TpodeccHsM paboduX, NOHKHOCTAM

CIYHKALTUX

1.1.2. ITpodeccnosanbabie 1 oGMIHe KOMIETEHIUEK
B pesynbTaTe OCBOSHHA MPOrpaMM MPOthecCHOHATBHBIX MOIyNeH y 06y arommxes AOMKHE GBITh
©HOPMHPOBAHE! CEAYIOLHE KOMIETEHLIUH.

TaGnuua 1
TIpogheccHoHABHEIEC KOMIETSHUHA
Monayns YIpodeccHonanbLHbIe KOMIETEHOHY
IIM.0L.  Oprammsauns | [IK 1.1. Koopaunnposath padoTy opraHusalmy (NpueMHOH DYKOBOZWTENS), BECTH
[HOKYMEHTALMOHHOTO TIPHEM NOCETHTEEH.
obecreueH TIK 1.2. OcymecTansts paGoTy IO MOATOTOBKE H MPOBENEHIIO COBEIIAHHH, OENOBBIX
YIpABIeHHA | BCTped, TIPHEMOB H MPE3eHTAI.
YHKLIHORHPOBAHILT TIK 1.3. OcywecTBiath TOATOTOBKY HEMOBBIX NOS3TOK PYKOBOAMTENS U APYTHMX
OpraHHIAKK COTPYAHMKOB OPrAHKIAUAH.
TIK 1.4, OprannsoBsisath paGoUuee MECTO CEKPETAPA U PYKOBOAKTENS.
NK 1.5, Odopmnars M perHcTpUpOBaTE  OPraHM3allMOHHO-PACTIOPSTHTEIbHEIC
JOKYMEHTEI, KOHTPONMPOBATE CPCKH HX UCTIOIHEHHUS,
IIK 1.6. O6pabaTeiBaTh BXOMALIME H HCXOMNAMME JOKYMEHTLI, CHCTEMATH3UPOBATE WX,
COCTABJIATS HOMEHKIIATYDPY HeNl ¥ GOPMHPOBATE TOKYMEHTHI B €N,
MK 1.7 CamocrosTentho  pafoTath ¢ AOKYMEHTAMH,  COACPXAIHMY
KOHHICHUMANEHYIO HEGOPMALMIO, B TOM YHCIE ¢ IOKYMEHTAMM M0 NTUMHOMY COCTARY.
MK 1.8. Ocywiectiath Tesedonnoe 06Ty KUBAHUE, IPHHUMATD M NIEPEaBaTh $AKCH.
TTK 1.9. OcymecTBnaTh NOArOTOBKY A€M K Nepeate Ha apXMBHOC XPaHEHHe.
TIK 1,10. CocTaBasTh ONMUCH A€, OCYLUISCTBIATE OArQTORKY A€l K Iepeiaye B apXUB
OPratf3auny, rocyJapCcTBEHHbBIE U MYHMIMITANLHBIE APXHBEL.
MK 1.11. BelaasaTh B COOTBETCTBHH ¢ NOCTYNAIOUINMHE 3aNPCCAME aPXHBHEIE KOUH U
JOKYMEHTBL
IIM.02.  Oprasmsamas | [1K 2.1. VyacteoBaTS B paGoTe No 3KCNEpTHIE UEHEOCTH IOKYMEHTOB B COOTBETCTBHH C
aPXHBHOH W CIIPaBOWHO- | NEHCTBYIOLIMMH 3AKOHONATENBHEIMH aKTaMN i HOPMATHBAMAL.
uHpopMaIMOHHOH TIK 2.2. BecTu paGoTy B CHCTEMAX 3MEKTPOHHOIO JOKYMEHTA0G0poTa.
padoThl Mo foxymeHTaM | TIK 2.3. PaspabatbiBaTs ¥ BECTH KIaCCH(UKATOPEL Tabely K HHBIE CIPABOYHHKU M0
DOpTarM3allii JOKYMEHTAM OpraHv3aliy.

TIK 2.4. ObecneuuBats ApreM H PARHOHATbHOE pasMEIUEHHE JOKYMEHTOR B apxuse (B
TOM YHCe IOKYMEHTOB 10 THUHOMY COCTABY).

TK 2.5 OBecneumBaTs yHeT H COXPAHAOCTH LOKYMEHTOR B 4PXUBE.

TIK 2.6. OpraumsossiBaTh WHCTONB3OBAHHE APXUBHEIX JOKYMEHTOB B HAy4HBIX,
CMPABOYHBIX H TIPAKTHHECKKX TeIAX.

TIK 2.7. OcymecTBasth OPTAHU3ALIOHHO-METOANYECKOE PYKOBOMICTBO U KOHTPOME 3a
PaboTo#t apxuBa OPraHM3ANMY U 32 OpraEu3anyell JOKYMEHTOB B IIONPOU3BOACTEE.

TIM.03. OcyluecTBieHHe
[IOKYMEHTATHOHHOTO
obecneueHs
VIPaBISHNS
apXUBHOTO  fena ¢
HCMONB30BAHMEM

TIK 3.1. Ocymecysnats HHGOPMALMOHHYHO paboTy MO AOKYMEHTaM, B TOM WHcCTe ¢
WCTIONb30BAHHEM OPITEXHUKH, MPOrPaMMHBIX CPEACTB Y9eTa, XPaHGHHS M [OWCKA
IOKYMEHTOB U APYTHX CTeLMatH3dpoRaHHbIX §a3 JaHHBIX.

cocTaBa
KOMAYECTBA U

MK 3.2, T[lpuEEMaTs Mepsl IO  YROPALOMEHIIO
VHOPMALMONHEIX  [IOTOKOB, COKPAGHMI0  HX
[OKYMEHTONOTOKOB OPTAKH3AIMH.

DOKYMEHTOB M
ONTUMU3AITHY
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NpOTPaMMHBIX ~ CPEACTB
yaera, XPAHCHHS,
obpaboTKE W TOHCKA
HOKYMEHTOB

TIK 3.3. Bect pafoTy Ho CO343HMIO CIPABOYHOTO ANIAPATA 1O JOKYMEHTAM ¢ LN
obecneuenns yno6Horo u GhICTPOro X noucka.

MK 3.4, TloAroTaBMHBATH JAHHbIS, HEOOXOAUMEIE ATIA COCTABIEHHA CIIPABOK HA OCHOBE
CBEJICHHH, UMCIOWINXCA B JIOKYMEHTAX apXuBa.

TK 3.5. TlpunumaTh y4actae B paspaboTke JIOKANbHBIX HOPMATHBHBIX aKTOB
OpraHu3aLMM [0 BONPOCAM AOKYMEHTAIHOHHOrO OGECHEYeHWS YNPABNCHHS U
apxuBHOTO Zena.

TIK 3.6. TIprHuMaTs ydactue B pafoTe N0 MOAGOPY M PacCTAaHOBKe KAAPOB CITyxGEl
JOKYMEHTALMORHOTO 0GECTICEHU YIPABNEHNS i APX¥BA OPFAHUIATIHN,

TIM.04.  Brinomuenne | 1K 4.1 JIpuHUMAaTh ¥ PECHCTPHPOBATS NOCTYTIAIONIYIO KOPPECTIOHACHIIIO, HATIPABIATD
paGoT N0 OAWOH WAHW | ee B CTPYKTYPHEI® NOAPA3NeNSHHS OPraHH3ai
HECKOJIbKHM
podhecchaM  paboux, TTK 4.2 PaccMaTpuBaTh JOKYMGHTEL H ICPEAARATb HX Ha UCTIONHEHH® € YUETOM
> | Pe30MIOLIN PYKOBOAMTEIEH OPTANHIALIME
HOMAROCTM CHYKALHX. 2 A PYROBOM p 0

TIK 4.3 OGopMILTb PEFHCTPALHOHHbIE KAPTOUKHU W CO3AaBaTh GaHK KAHHBIX,

TIK 4.4 BecTu KapToTeKy y4eTa NPOXOKIESHA IOKYMEHTATBHEIX MAaTePHAIOB

TIK 4.5 OcymecTBAATE XOHTPOJIb 32 NPOXOXACHHEM NOKYMEHTOB,

T1K 4.6 OTnpaBnATh HCHOMHEHHYIO IOKYMEHTALWMIO 4EpecaTay ¢ MPUMCHEHHEM
COBPEMEHHBIX BHAOB OPFAHH3ALMOHKOMN TEXHUKY.

TIK 4.7 CocTaBiats 1 0GOpMIATS ClIy)KeGHEIS TOKYMEHT], MaTePHAIL ¢
HCHOMBIOBAHAEM GOPMYIAPOB NOKYMEHTOB KOHKDETHEIX BUAIOB,

1K 4.8 ®opmupoBath Aena.

FIK 4.9 O6ecneanBath GbICTPHII HOUCK AOKYMEHTOB O HAYYHO-CTIPABOYHOMY
anmapary (KapToTekaM) OPTAHH3AIHH.

TIK 4.10 CucreMaTH3RPOBATE U XPAHHTH IOKYMEHTRE TEKYIIEro apXUBa.

TIK 4.11 OGecneunsath COXPaHHOCTH HPOXOAATIEH cykeGHOH JOKYMEHTAIHH.

TIK 4.12 ToTOBHTS U NEPENABATs JOKYMEHTEl KA aPXABHOS XPAHEHHS,

TIK 4.13 O6ecneunBars COXPAHHOCTD APXUBHBIX JOKYMEHTOB B OPTAHH3ALIAN

Tabnua 2

Oblye KOMTICTeHITHA

Ofwre KOMIETEHNHH
OK 1. IToHMMATh CYIIHOCTh H COLMANBHYIO 3HAYMMOCTh cBoelf OGyAywlel npodeccud, MpoABNATL K Hel
YCTOMIHBEIH HHTEPEC.
OK 2. OpraHmsoBbiBaTb COGCTBEHHYIO JEATENBHOCTH, ONPENENATh METONB M CIOCOOBl  BBIMONHEHIA
NpPOheccHORANBHEIX 32124, OUEHHBATE UX 3P HEKTHBHOCTD K KAYSCTRO.
OK 3. Pemats npo6neMbl, OleHHBATE PHCKU H NIPURAMATH PSIICHHS B HECTAHAAPTHEIX CHTYAIHAX.
OK 4. OcymecTaATh NOWCK, aHANU3 W OIEHKY WH{OPMALUM, HEOGXONMMOH i TOCTAHOBKH M DEHIeHHA
TPOHECCHOHANBHBIX 38144, NPOYECCHOHAIBHOTO ¥ INIHOCTHORO PA3BHTHA,
OK 5. Hcnoms3oBaTh  HHQOPMANKOHHO-KOMMYHHKALHOHHEIE
NpodeCCHOHANBHON ZeATEARHOCTH.
OK 6. PaGoTaTh B KONIEKTHBE H KOMAHZE, 0OeCeuuBaTh ¢¢ CIUIOYCHNE, >(peKTHBRO OBWATECA ¢ KOJUIEraMH,
PYKOBOACTBOM, MIOTPEOHTEIAMIL
OK 7. CTaBUTb LeNH, MOTHBHPOBATD JIGATEABHOCTh [IONYHHCHHBIX, OPTAHH30BBIBATE U KOHTPOIHPOBATE UX PaboTy
© NPUHATHEM HA C60A OTBETCTBEHHOCTY 33 Pe3YNLTAT BLIIONHEHHR 3 aHHiL.
OK 8. CaMOCTOSITENbHO OMPENeNATh 38/IaYM NPODECCHORANBHOTO ¥ JMYHOCTHOO PA3BHTHA, 3aHAMATECA
©am000pasoBafyeM, OCO3HAHHO NIAHHPOBATD TIOBLIICHHE KBANH{MKALMH,
OK 9. BhITb rOTOBLIM K CMEHE TeXHONOTHH B NPOECcCHOHAIBHOM IeSTENbHOCTH.

TeXHOTIOTHH i COBEPUICHCTBOBAHHA

Tabnuma 3
Tlokazaresan OLEHKH CPOPMUPOBAHHOCTH 06LLll/lX H npocbeccnonansﬂmx KOMl'leTeHLlPlﬁ

Komnerennnu OcHoBHBIE NOKA3ATeH ¢HOPMUPOBAHHOCTH

OK 1. IToHMMaTh CYIMHOCT TlposeaseT wHTepec K MPOGSCCHU/CIIGLMAIBHOCTH B TIPOLESCe yueGHON
COMEANLHYIO SHAUUMOCTE CBOCK “NeATENBHOCTH.

Gynyrueit NpodeccHt, IPOABIATS K V4acTByeT B NPOGECCHOHANLRO-TPYIOBBIX MEPONDHATHSAX,

Helt YOO BB HHTEpeC Kadecrsenno BRINONHACT ECe MPOdECCHOHANLHO-OPHEHTHDPOBAHHEIS
3amaHus.

ApTymMeHTHpYET CBOI BBIGOP B IPOGECCHOHANBHOM CAMOOTIpENIeNeHUH

Onpenenser coLNaibHyI0 3HATUMOCTS NPOGECCHOHATLHON AeATENBHOCTH

BLINONKAET camMoaHaNH3 TPOdeCCHOHANLHON IPUTORHOCTH

OnpeiensieT OCHOBHETE BI/LL KeATENILHOCTH HA PaGovieM MECTe H
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HeoGXonuMele OpyauA Tpya

Onpe/ienseT NepCIeKTUBS! PA3BATHA B PodiecCHOHANbHON cdepe

M3yvaer ycIoBas Tpyia M BRIABHIAeT MPENICKEHAS 1O HX YIyIIICHHI0

OnpeesiseT NONOKHUTENbHEIS U OTPHIATENbHBE CTOPOHET Apodeccut

OmnpenenseT S:unkalfinie u KOHEHbIE JKUSHEHHBIE UETH B
TPOGECCHOHANBHOM IEATETbHOCTH

QupeneaseT MyTH pealsiIaliiy KU3HEHHBIX IIAHOB

YHacTByeT B MEPOIPUATHAX CTIOCOGCTBYIOIUX TPOGSCCHOHANBHOMY
PasBUTHIO

OnpesieNseT NepcleKTHBE! TPYA0YCTPOHCTB

OK 2. Oprauu3oBLIBaTh COOCTBEHHYIO
IEATEIIBHOCTD, BRIGHPATD THIIOBbIE
METOmbl ¥ CIOCOOBI BBIOIHEHHA
NPOeCCAOHANBHBIX 331a4, OUEHNBATL
¥X 3POEKTHBHOCTD U KAMECTBO.

Onpenenser ueb i NOPATOK paboThL.

Heronsayer 8 paGore MONYUEHHEIS PAHES SHAHMS W YMEHUA.

PaunoHaIbHO pacnpeenieT BPeMA Npu BHINOMHEHUK paboT.

TIporso3upyeT pesy/IsTaThl BBITIONHEHHA LEATEIbHOCTH B COOTBETCTBHA
< 3apadeit

Haxoaur criocobl i METOIBL BPITIONHEHHS 381891

Brictpausaer mian (aporpaMMy) JesTenbHEOCTH

TlooGupaeT pecypesl (MHCTPYMEHT, HHQOPMAINIO K T.IL) HeOOXOMMMbIE
JUIT_peLieHIs 3anaqu

AHANMINPYET NEHCTBAS HA COOTBETCTBHE ITANOHY (HOPMaM) OLSHKH
PE3YLTATOB AEATEALHOCTI

AHATHIUPYET PE3YNbTAT BBIIONHAEMBIX NefCTBHM U BHIABIACT MPHUUHEL
OTKJIOHEHU{ OT HOPM (3ITANIOHA)

OnpeieniseT MyTH YCTPAHEHHS BEIABNCHHEIX OTKIOHEKHIT

Obobuiaet pe3yNbTaT AEATENBHACTH.

OK 3. TIpHHIMATh pelleHNs B
CTAHIAPTHBIX ¥ HECTAHAAPTHBIX
CHTYALHAX U HECTH 3a HHX
OTBETCTBEHHOCTD.

O1leHMBAST CHTYAIIO B COOTBETCTBUY ¢ MOCTABNEHHOM 3amaded.

TIPOABIAET CAMOCTOATANBHOCTS B TIPHEATHI ONTHMATBHEIX PETICHHH B
CTAHNADTHBIX W HECTAHAAPTHBIX CHTYALMAX.

i KOHTPOAUPYET i KOPPEKTHPYET SeSTENbHOCTE B COOTBETCTBHM ¢
HOPMATHBHOR NOKYMEHTALHEH.

HeceT OTBETCTREHHOCTL 3a CBOM TPYI.

OnuCEIBAST CHTYAMIO 1 HABBIBAET IPOTHBOPEHUS

OueHUBaET BPUMEHb BOSHHKHOBEHH CHTYALHH

Onpenenser cyGbeKTOB BIAMMONSHCTBHA B BOSHUKIICH CHTYALIHH

HaxofuT myTi peiekus CUTY it

TonGupaeT pecypebl (HECTPYMERT, HHPOPMALMIO N T.IL) HEOOXOmUMbIE
A1 paspelleHns CHTYaUHH

| [IpOTHO3MpYET PasBUTHE CHTYALUY

OprasusyeT B3aUMOTEHCTBYE CYOhEKTOB-YHACTHHKOB CHTYAIIN

Bepet Ha ce(s OTBETCTBEHHOCTD 38 IPHHATOS PRILeHUE

OK 4. OcymecTsIaTs TOUCK H
MCTIONb30BAHUE MHPOPMALIKH,
aeobxonmMolt Mt >hdexTiRHOrO
BBINONHEHUA MPOGhECCHOHANEHBIX
3871, NPOGECCHOHATLHOTO
JTHYHOCTHOTO PasBUTHUR,

Or6upaer undiopMauuio 118 3 GEKTHBHOrO BEINOMHEHNA 3a1a1.

TlonyyaeT HOMOARHTENEHYHO HEQOPMALIIIO A% PACLIMPEHIA KPYro3opa B
TPOPECCHOHATLHON AITEABHOCTH ¥ NIMHOCTHOIO Pa3BUTHA.

Brigenaer mpadieccHonasHO-3KATHMY0 REGOPMAIHMIO (B PaMKax cBoelt
nipodiecchn)

Bbiaenet nepeuens NpoGIeMHLIX BONPOCOB, HHQOPMALHEH [0 KOTOPLIM
He Briafeer

3azaeT BONPOCH, YKA3EIBAOIIHE Ha OTCYTCTBUE MHPOPMALIUH,
HeOBXOMMMOMN [JIsi pellleHus 3aa4u

Tonpsyercs pasHooGpasHON CHPABOUHON TUTEPATYPOH, 2NEKTPOHHBIMA
pecypcamu

Haxozut B TekcTe sanpamusacmyto HHGOPMALG (OTIpesieneHue, AaHHbLE
U TOL)

ConocTapnset MuGOPMALMIO U3 PAITIFHBIX HCTOYHHKOB

Onpenenset cooTBETCTBHE HHQOPMALIH NOCTABNEHHON 3a0aue
Knacenduuupyer u 06odmaet HHpopMaLo

OUeHMBACT MONKOTY K JOCTOBEPHOCTD MEGOPMALUU

OK 5. Ficnons3osath
HH)OPMALHOHHO-
KOMMYHUKALHOHHLI® TEXHONOTHH B

PaLHOHANBHO HCTIONE3yeT MHQOPMAIIHOHHO-KOMMYHHKALIMOHHELE
TeXHOJIOTHY [ HayqHOM OpraHu3aliil CBOSTG TPyAa B clepe
TpodecCHORANBHOM IeATEILHOCTY
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NpodheCcCHOHATBHOMN IeATeNbHOCTH.

Ocymectanser nouck uadopManmme B cetw WHTEpHET W pasauvHBIX
DACKTPOHHBIX HOCHTENAX

M3priexaeT MBGOPMALITO C INEKTPONHBIX HOCHTENEH

Hcnonbsyer cpeactea UT ana 06paboTka u Xpanenna nudopmarm

TIpeactapiter HHGOPMAIMIO B PANAYHLIX (OPMax © HCIOBIOBAHHEM
Pa3sHOOBPAIHORD NPOIPAMMEOLO 0ECTICHEHIA

Haxomur, 06paGarTsipact, XPAHUT U EPEHACT UHGOPMALHIO ¢ IOMOLIBI0
MYNBTAMEIHHHBIX CPEACTE HEGOPMALMOHHO-KOMMYHUKATHBHEIX
TEXHOIOrHH.

VMeeT 0003HAHO BOCTIPHHIMATh HHPOPMAIMO, PACTIPOCTPAHAEMYIO IO
kanasam CMIA

CIpeMHTCS  KPHTHYECKH — OCMBICNHBATEL
NPHEMEHATH WX JUIA PACIIAPEHAN CEOUX SHAHUH

NOJNYUESHHble  CBENEHUSA,

OK 6. PaGoTaTs B KOJUIEKTHBE B
KoMaH7e, 3upeKTUBHO OGIIATECS ¢
KOJUICTaMH, PyKOBOACTBOM,
TOTPeOHTENAME.

Briageer npodeccHOHANEHOH IEKCHKOH, IPUMERAST NPHEMBI
CAMODETYJISIIEHH NOBS/IEHHA B NPOLIECCE MENUTHIHOCTHOTO OfmeHus,

OxasblBaeT NOMOLLL Y4ACTHUKAM KOMAHAEL.

Brinonaser 0GA3aHHOCTH B COOTBETOTRUH ¢ PACTIDEACTCHHEM TPyNNOBOH
HeATENbHOCTH,

'V CTaHABIMBACT MOIMTHBHENT CTHIE OOmeHus

BriGupaet cTimb 0GMEHHs B COOTBETCTBHM ¢ CHTyaumelt

TlpusHaeT 4yikoe MueHUe

Tpu HeOGX0/MMOCTH OTCTAMBAET COGCTBEHHOS MHEHNE

TIpHHEIMaeT KPUTHKY

Beper aenoByio Gecey B COOTBETCTBHH ¢ STHHISCKHMHE HOPMAM¥

CobmoaaeT odUIHATLHbIH CTHIb IPH OYOPMICHIE AOKYMEHTOB

CocTaBNART OTICTHE B COOTBETCTBUM ¢ 3aIPOCOM M NIPSALABIACMBIMA
TpeGOBAHHAMHE

OdopmaseT 10KYMEHTHL B COOTBETCTBHIL ¢ HOPMATHBHBIMH AKTAMH

BEINOIHAET MHChbMEHHBIE H YCTHBIC PEKOMEHAAIHH PYKOBOJICTBA

Obuiaercs 10 TenedORY B COOTBETCTBHU ¢ ITHUECKAMH HOPMaMH

Crocofen k sMmaTuy

Opranmsyer KOMWIEKTHBHOE 06CYXAEHHE paGodel CHTYaltnn

OK 7. BpaTh Ha ¢e0 OTBETCTREHHOCTE
3a paGoTy WIeHOB KOMAH/IE!
(MOXYHHERABIX), PE3yIIBTAT
BBINONHEHNSA 320AHHH.

Hpoﬂ!me'r OUCBMIUTHENPOBAHHOCTh U 00A3aTeIBHOCTD 32 KAUSCTBO
HCTIOTHEHHS PafoTl.

T'pamoTHO pacnpexesiseT 06A3aHROCTHA MIPH AOCTHKCHHM NOCTABICHAOH
LSSAH.

OCyLISCTBIACT CAMOKORTPOMD i KOHTPOMS 32 BHNOTHERHEM IPHHATHIX
PpemeHuH,

OTUMTEIBACTCA 33 PE3YNLTATE pabOTh Mepel co60i K APYriMu.

TpeGyeT BrNONHeHHA 00A3aTEABCTE OT €e0% 1 WISHOB XOMAaHABL.

Hauernier Ha pesyIbTar.

TIpoBOAUT COBSWIAHAS

CTaBuT 3a1aTH Mepes] KOIEKTHBOM

Tlp HeoGX0MUMOCTH aPTYMEHTHPYET CBOKO MOSHIAIO

KOHCTPYKTUBHO KPHTAKYET ¢ yIeTOM CHOKUBIIEHCA CHTYAUHH

Opraunsyet paGoTy 110 BEUIOHCHIIO 3a1AHUA B COOTBETCTBHH C
HHCTPYKIASMH

OpraHH3yeT IeTeNbHOCTS 0 BRIABICHHIO PECYPCOB KOMAHL

VwaactsyeT B pa3paGoTke MEPONPUATHIA 110 YIyUIIEHHIO YCNOBHA paGoTs!
KOMaHIb!

OK §. CaMOCTOATENbHO ONpenensTh
32J1a9H TIPOGHECCHOHANEHOTO H
JMEOCTHOYO PAIBHYIS, 3aHHMATHCS
©aMO0GPa3OBAHHEM, OCO3HAHHO
IIAHKPOBATS HOBLINIEHHE
KBATHBHKALGH.

Brinosmset 663 NOCTOPOHHEH MOMOIIM U AOMNEPKKH AOTONHHTENEHbIE
38/JARHA_TIPH H3YYCHHH AMCIHIUTAHEL

TipostBnAeT MHYHYIO OTBETCTBEHHOCTS H 3aHHTEPECOBAHHOCTb B
TOBBIIEHUH YPOBHA MPO(eCCHOHANBHOM KOMIETEHTHOCTH.

AHaT3UPYeT cOBCTBEHHbIE CUMBHBIE H ¢1abble CTOPOHbL

Onpenenser NepcneKTHBL po(eccHOHANLHOTO 1 NIFHOCTHOTO PasBHTHA

ARBanusupyeT CymecTBYOLIKE MPENATCTBHA A1 KAPbEPHOTO POCTa

Coctasaet mporpaMiy caMOpasBUTHA, CaMo0GpasoBanns

Onpenenser ITank! IOCTHXEHHA OCTABICHHEBIX Letelt

Onpezenser HeoOXOMMMble BHEWHHE H BHYTPEHHME DECYPCHl MIA
JOCTIRKEHU menedt
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