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[Iporpamma rocy1apcTBEHHOTO dK3aMeHa pa3paboTaHa B COOTBETCTBUU C
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00pa3zoBaHUs IO HampaBIeHUIO TOATOTOBKH 46.04.02. JIOKyMEeHTOBEIEHUE U apXUBOBECHUE,
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[Iporpamma rocyapcTBEHHOIO SK3aMeHa pacCMOTpPEHa U 0JI00peHa Ha 3acelaHuU
kadeapsl Mcropudeckux HayK U apxuBoBeAeHus «22» deBpans 2022 r., mpoTOKOI
Ne 6
[Iporpamma rocynapcTBEHHOIO SK3aMeHa pacCMOTpEHa W 0/00peHa Ha 3aceJaHuu
VYuenoro coBera MHCTUTYTa T'YMaHUTApHBIX U MPUKIAIHBIX HayK, MpoTokosa Ne 8 ot 23 mapra
2022 r.



1. O6umue monoxeHust

1.1.  TIporpamma rocyaapcTBEHHOTO 3k3aMeHa - KOMIUIIEKCHBIN MEXIUCIMILIMHAPHBIN
sk3aMeH  «JloKyMeHTOBeJeHHE U apXUBOBEACHHE» pa3paboTaHa B COOTBETCTBUU C
TpeboBanusimu DenepanbHoro ['ocymapcTBEHHOro 00pa30BaTEIBHOrO CTaHIAPTAa BBICIIETO
obpazoBanust (OI'OC BO) mno nHampaBneHuio mnoarotoBku46.04.02 JlokymMeHTOBEICHHE U
apxuBoBenenre ot 6 mapra 2015 roga Ne 176 u Ilopsinkom mpoBeneHHs] TOCYIapCTBEHHOTO
JK3aMeHa 10 oOpa3oBaTeNbHBIM IIpOrpaMMaM BBICHIETO 00pa3oBaHUSI  — IporpaMmmam
MarucTparypaa, mporpaMmaM CIEHHAIUTETa U MporpaMMaM MarucTpaTypbl, YTBEP:KIEHHOIO
npuka3oM MunuctepcTBa oopasoBanus U Hayku P® ot 29 urons 2015 rona Ne 636.

1.2.  IlporpamMmma TOCYAapCTBEHHOTO »JK3aMEHa pErJIaMEHTUPYET IIeJib, 3aJlayH,
coJiep’KaHue, OpraHU3alUIo0 rOCYJapCTBEHHOTO SK3aMeHa, MOpSAI0K paboThl 3K3aMEHAIlMOHHOMN
KOMHUCCUU U TIOPSJIOK OIEHKH pEe3yJNbTaTOB OCBOCHHUS BBIMIYCKHUKOM 00pa3oBaTelbHON
MIPOTPaMMEI BBICIIIETO OOPa30BAHHUS

1.3.  T'ocynapcTBEHHBIN 3K3aMEH SIBJIIETCSI UTOTOBBIM ATTECTALIMOHHBIM HCIBITAHHUEM,
MIPOBOJIMMBIM B paMKaxX T'OCYJAPCTBEHHOIO 3K3aMEHa BBITYCKHUKOB YHHUBEPCHUTETA, YCIICIIHO
3aBepUIMBIIMX B MOJHOM O0OBEME OCBOCHHE OOpPa30BATEIBHOW MPOTPaMMBI MO HAMPABICHHUIO
MOATOTOBKH I10 HampaBiaeHUIO MOAroToBKU 46.04.02 JlokyMeHTOBEIEHUE U apXUBOBEICHHE.

l'ocynapcTBeHHBIM 5K3aMEeH HE MOXKET OBITh 3aMEHEH TOW WM WHOW OIEHKOH,
MOJIyYEHHON BBITYCKHUKOM B XOJI€ OCBOEHHs 0Opa3oBaTelbHON MporpaMMbl B paMKax
MIPOMEXKYTOUYHON aTTECTALlUU.

l'ocynapcTBeHHBIN 3K3aMEH HOCUT KOMIUIEKCHBIM MEXANCUUILUITMHAPHBIN XapaKTep.

2. [ean npoBeieHUs TOCYIAPCTBEHHOT0 IK3aMeHa

[ocynapcTBeHHBIM 9K3aME€H MPOBOAMTCS B IEIAX ONPEICICHUS COOTBETCTBUS
pEe3yNbTaTOB  OCBOGHMSI ~ OOyYaIOIIMMHUCA  OCHOBHOM  00Opa3oBaTeNbHOM  MPOrpaMMbI
IUTAHUPYEMBIM  pe3yJbTaTaM OCBOCHHS, C(HOpMYIHpOBAaHHBIM B OOILIEH XapaKTEepPUCTUKE
o0pa3oBaTeNpHOW  HpPOTrpaMMbl, W  TpeOOBaHUAM  (eIepaibHOTO  TOCYAapCTBEHHOTO
00pa30BaTEeNBLHOTO CTaHAApPTA 0 HAMpaBICHHUIO MOATOTOBKH 46.04.02 JlokyMEeHTOBEICHUE U

apxuBoBeneHue ot 6 mapta 2015 roga Ne 176.

3. 3agaum, penraeMbie B X0/le FOCYAaPCTBEHHOI0 IK3aMeHa
B xoJe rocy1apcTBEHHOTO 3K3aMeHa HEOOXOJUMO:
a) TPOBEPUTh Y BBHIIMYCKHUKA YPOBEHb C(HOPMUPOBAHHOCTH OOIIEKYJIbTYPHBIX,

obmenpodeccHOHaTBHBIX U TPO(ECCHOHATBHBIX KOMITCTEHIIHIA:



PesyabraThl
0CBOCHUsI 00pa30BaTeIbHOM

IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB
10 UTOTaM NPOXO0KACHUSI TPAKTHKHA

MPOrpamMmbI (8 yensix hopmuposanus HA36aAHHOU KOMNEMEHYUl)
JloKeH 3HAaTh: OCHOBBI (PHITOCO(GHUH METOIOIOTHIO TIO3HAHUS ITOJTUTHYECKON
€aJIbHOCTH; HCTOPHIO U (DHIIOCO(DHUIO HAYKH, TECOPHIO U METOIOJIOTHIO

OK-1 criocobroctbio | P ’ P b b YiH, Teop A

HAYYHOT'O TIO3HAHUSL.
HCIIOJIB30BAaTh OCHOBBI .

N YMeTh: UCIOJIb30BaTh OCHOBBI (DUITOCOPCKUX 3HAHUH [Tt (POPMUPOBAHHSI

¢unocodckux  3HAHMU Ui .

MHUPOBO33PEHYECKOMN MO3UIIUH
(dopmupoBaHUS

MHpOBOBSpCH‘ICCKOﬁ IIO3UINH

BiasieTh: HABBIKOM W YMEHHAMH B YIIPABICHAY KOJUIEKTHBOM; METOIAMH
OIICHKH Ka4yeCcTBa Pe3yJIbTaTOB AESITEIBHOCTH; CIOCOOHOCTBIO K JICIIOBBIM
KOMMYHHUKAIHMSM PO ecCHOHATIBLHOM cdepe.

OK-2¢11ocoOHOCTBIO

AHAJIM3UPOBATH OCHOBHBIC
9Tallbl n 3aKOHOMCPHOCTHU
HUCTOPUYCCKOTO pa3BUTUA

obmiectBa st GOpMHUPOBAHUS
rpaXKIaHCKOM MO3UIINH

3HAaTh: MOHATUMHBIN arnmnapar UICTOYHUKOBEACHHUA B €0 ICJIOCTHOCTU,
OCHOBHBIE METO/I0JIOTMYECKUE IPUHINIIBI aHAJIN3a HCTOPHUUECKOTO
WCTOYHHKA; CIIEU(UKY HUCIIONB30BaHMS B HICTOYHUKOBEAYECKOM aHAIN3E
HCTOPUYECKHX, (priocodcknx 1 00IIeHayYHBIX TIPHHIUIIOB, METO/IOB,
MIOJIX0/IOB; OCHOBHBIEC TECHICHIINN Pa3BUTHSI COBPEMEHHOM TEOPUH U MPAKTUKU
HCTOYHHKOBE/ICHHSI.

YMeTh: HCHOIB30BaTh OCHOBHI (prtocopckux 3HAHUH sl HOPMUPOBAHHS
MHPOBO33PEHUECKOH MO3ULIMU

Brnanets : mpuemMaMu HCTOYHUKOBEIYECKOTO aHANIN3a; OTJaBasi IPHOPUTETHI
MHTEPIIPETalUI HCTOPUUECKOTO NCTOYHNKA; OCHOBHBIMH IIPHEMaMH PabOTHI €
OCHOBHBIMHU BHJAMHU UCTOPHUICCKUX UCTOYHUKOB.

3HaTh: TEOPETUYCCKNE OCHOBBI OpraHU3anu yIIpaBJIC€HUA 1 SKOHOMUKA

OK-3 CIIOCOOHOCTBIO | apXHMBHBIX YUPEKICHHUN;
UCIIOJIb30BATh OCHOBBbI | YMETh: HCIOJIb30BAaTh OCHOBBI SKOHOMUYECKHMX 3HAHHUH B Pa3lIMuHbIX chepax
SKOHOMHWYECKMX 3HAaHMH B | JEATEIBHOCTH
Pas3INIHBIX cepax | Bnagers: MeTonamu pa3paboTKH JIOKATBHBIX HOPMATHBHBIX aKTOB,
JIeSITENIEHOCTH HOPMAaTHBHO-METOIMYECKHX, TJIAHOBBIX, OTYETHBIX JTOKYMEHTOB.
OK-4 CHOCOOHOCTBIO | 3HATh: TEOPETUYECKUE PABOBbIE OCHOBBI OPraHU3AIMH YIIPABICHUS
UCIIOJIb30BATh OCHOBBI | YUpPEXICHUIL;
IIPaBOBBIX 3HAHUH B YMeTh: HCIOJIB30BATH TPABOBHIC OCHOBBI B Pa3JIMUHBIX Cepax NesaTeIbHOCTH
Pa3INYHBIX cdepax | Brmanmers: MeTogaMu pa3paboTKH JIOKAIBHBIX HOPMAaTHBHBIX aKTOB,
JIeSITENbHOCTH HOPMAaTHBHO-METOIMUYECKHX, IJIAHOBBIX, OTYETHBIX JIOKYMEHTOB.
JlomkeH 3HaTh: HOPMBI YCTHOTO U IIHCBMEHHOTO JIUTEPATypHOTO SI3bIKa,
0COOEHHOCTH ¥ OCHOBHBIE CPEJICTBA O(HINAIBHO- AEIOBOTIO CTHIIS PYCCKOTO
OK-5 CIOCOOHOCTBIO K | JIUTEpaTypHOTO S3bIKA; OCHOBHBIE TPEOOBaHMS K KOMMYHHKALIUH B I€JIIOBOI

KOMMYHUKalLIMU B YCTHOH U
MMUCbMEHHOM hopmax Ha
PYCCKOM M HMHOCTPaHHOM
SI3BIKAX JUIS PEIICHHUS 33129
MEXITUYHOCTHOT'O u
MEXKYIBTYPHOTO
B3aHMOJCHCTBHSI

cpejie, a Tak)Ke OCHOBHbBIC 0COOSHHOCTH TAaKHX BHUIOB JIEIOBOTO OOIICHHUS, KAK
JISTIOBOE COBEII[aHuE, JeIoBas Oecena, Tene(OHHBIN pa3roBop, MePeroBopsI
YMETh: TPAMOTHO COCTABIISITH JIOKY- MEHTBI C y4ETOM JINTEPATYPHOH HOPMBI U
0COOCHHOCTEW CTUIIS; MOJATOTOBUTH M IPOBECTH JIFO00# BUJT IEIOBOTO
o01IeHNs

BJIJIETh: CIIOCOOHOCTHIO K KOMMYHHKAI[MH B YCTHOM M MUCbMEHHOU (hopmax
Ha pyCCKOM nu I/IHOCTpaHHOM SA3bIKAX JId pemeHMa 3a1a4 MCKJIMYHOCTHOI'O U
MEKKYJIbTYPHOTO B3aUMOJIEUCTBUS

OK-6 crioco6HOCTEIO paboTaTh
B KOJUICKTHBE, TOJEPAHTHO
BOCHPHHUMAs  COLMAJIBHBIC,
ITHHYECKHE,
KOH(ECCHOHATbHEIC "
KYJIbTYPHBIC Pa3IHIust

3HaTh: CYIIHOCTb, JIOTUKY, TUIIbI, 0COOCHHOCTH ¥ JJMHAMUKY MOJeIIeH
OPraHHU3aIIOHHOTO TIOBE/ICHHSI.

YMeTh: aHaTM3UPOBaTh OCHOBHBIE ATAIlbl M 3aKOHOMEPHOCTH UCTOPHUYECKOTO
pa3BuTHs 001IecTBa A1 GOPMUPOBAHUS IPAKIAAHCKON MTO3ULIUH

BiiageTp: HaBBIKaMU Ka4eCTBEHHOT'O aHANIN3a YPOBHS Pa3BHTHS, COCTOSHHS U
JMHAMHUKH KOJUIEKTHBOB, a TAK)KE MOBEJICHYSCKIX U COLMATBHBIX NMATOJIOTHH.

3HaTh: CYHIHOCTb, JIOTUKY, TUIIbI, 0COOEHHOCTH U JAUHAMUKY Moueneﬁ

OK-7 CIOCOOHOCTBIO K | OpraHM3allMOHHOIO OBEJECHUS.

caMOoOpraHu3alyu U | YMeTb: pemaTh BOIIPOCHl CaMOOPraHU3ally U caMo00pa3oBaHus
caMo00pa30BaHHUIO BiageTs: ciOCOOHOCTBIO K CAMOOPTaHU3aLUK H CaMOOOPa30BaHHIO

OK-8 CHOCOOHOCTBIO | 3HATh: METOJIBI M CPEICTBA (PH3HUYECKOH KyJIbTYPHI

UCIIONIB30BAaTh ~ METOABI W | YMeTh: IPUMEHSTH Ha IPAKTUKU Pa3JIMIHbIC 3TH METOIbI

cpeacTBa ¢m3nueckoil | Bianers: criocoOOHOCTHIO HCIONB30BAaTh METOABI U cpelcTBa (pruznueckon
KyJbTypbl Julsi 00eCleueHHs | KyJIbTYpbI JUlsi 00eCIieueH s MOIHOEHHOM COLMAIBHON U POECCHOHABHOIM




MOJHOIEHHON COLMAJIbHON U

JACATCIBbHOCTU

npodecCHOHATBHON

JIESITEIbHOCTH

OK-9 TOTOBHOCTBIO

MOJIb30BATHCS OCHOBHBIMHU | 3HATh: METO/IbI 3AIUTHI IPOU3BOJICTBEHHOI0 MIEpCoOHAA

METOIaMHU 3aI0UTE | YMETh: IPUMEHSThH HA MPAKTUKE METO/IbI 3aIUThI IPOU3BOJICTBEHHOIO
MIPOU3BOICTBEHHOTO nepcoHaa

NepCoOHAIa U HACCIICHUA OT

BHa[[eTb: TOTOBHOCTBIO ITOJB30BATHCSA OCHOBHBIMU MCTOJJaMH 3alllUThI

BO3MOXKHBIX ITOCJIEACTBHI | MPOM3BOJICTBEHHOTO MEPCOHATA U HACENEHUS OT BO3ZMOXKHBIX ITOCIIEICTBUH
aBapuil, Karactpod, | aBapuii, KaTacTpod, CTHXHHHBIX OEJICTBUHA
CTUXHUIHBIX O€ICTBUHA

3HaTh: METOMBI U CIIOCOOBI MOIyYEHHUs, XpaHEHHS, IIepe a60TKI/l HH@OpMalluu
OK-10  cmocoOHOCTBIO K A Y » XP » 1epepanoT (bopman

ITyTEM UCIIOIb30BaHMS HOBBIX MH(OPMALIMOHHBIX TEXHOJIOTHI
HCIOJIb30BAHUIO OCHOBHBIX

YMeTh: UCHOIB30BATh 3TU METOJIb] HA IPAKTHUKE
METOJIOB, CIIOCOOOB M CPEICTB

Brnanets: ciocoOHOCTBIO K HCIOJIB30BAaHNIO OCHOBHBIX METO/IOB, CIIOCOOOB 1
TIOTy4EHHS, XpaHEHMS,

nepepaboTku MHPOpMAIIH

CPE/ICTB IOIY4EHHS, XpaHCHUS, IepepadOTKH HHPOPMAITUU

OK-11 CHOCOOHOCTBIO
YBOXKHUTEIBHO U OepexHO
OTHOCHUTBCSI K HUCTOPHYCCKOMY

3HaTh: OCHOBHBIE COOBITHSA U Ipolecchl OTeYeCTBEHHON HCTOPUH,
0CO3HaBaTh PoJIb U MecTO Poccuu B HCTOPHUHM 4eTI0BEYECTBA U B COBPEMEHHOM
MHpE

YMeTb: aHaIM3UPOBaTh OCHOBHBIE 3TAlbl U 3aKOHOMEPHOCTU UCTOPUIECKOTO

HACNEAUI0 U  KyIbTYPHBIM | pasBHUTHs 00mIeCTBa IS YOPMHUPOBAHUS TPAXKIAHCKOM TTOZHITHH
TPATULIUSIM BiageTs: CmOCOGHOCTBIO YBAKUTEIBHO M OEPEIKHO OTHOCUTHCS K
HCTOPHIECKOMY HACIIEANIO U KYJIBTYPHBIM TPaIUIIHSIM
3HaTh: METOBI U criocoOb1 JJOY
OIIK-1 CHOCOOHOCTBIO | YMETh: UCMOJIb30BAHUE ITUX METOJIOB Ha MPAKTUKE B CBOEH
UCIIOJIb30BATh TEOPETUYECKUE | MPO(ECCHOHAIBHOMN e TEIbHOCTH
3HaHHUS u MeTonbl | BiasieTs; CrioCOOHOCTHIO UCIOB30BATh TEOPETHUECKUE 3HAHHS U METO/IBI

HCCJICAOBAHNA Ha IPAKTHUKE

HCCJIICAOBAHUA HA IPAKTHUKC

OIIK-2

Bnanets 6a30BbIMH 3HAHUSIMA
B 00J1acTi HH(POPMAIIMOHHBIX
TEXHOJOTHH (TIporpaMMHbIe
MPOJYKTHI, HCIIOJIb3YEMBIC B
YIIPaBJICHUH JOKYMEHTaMH,
CHCTEMBI QJICKTPOHHOTO
JIOKYMEHTO000pOTa,
TEXHOJIOTUY CKaHUPOBAHUS
JIOKyMEHTOB)

3HaTh: METOJIBI ¥ CLIOCOOBI Pa0OTHI C TEXHOTPOHHBIMU OKyMeHTamu, CO/1,
9JIEKTPOHHBIMH apXHBaMH

YMeTh: IpUMeHsATh HHPOpMaIMOHHBIE TexHoIoruH B JJOY U apxuBHOM Jsiene
Bnaners: 6a30BbIMU 3HAHUSIMU B 00J1aCTH MH(OPMAITMOHHBIX TEXHOJIOTHH
(mporpaMMHbIE IPOYKTHI, HCIIOJIb3yEMBIC B YIIPABICHUH JOKYMEHTaMH,
CHCTEMBI SJICKTPOHHOT'O JOKYMEHTO000POTa, TEXHOJIOTHH CKAaHUPOBaHHS
JIOKYMEHTOB)

OIIK-3 Bnanenuem 0a30BbIMHU
3HaHUSIMM ~ CHCTEM  OpraHOB
roCyJJapCTBEHHOM u
MYHHUIIMNAJIBHON BIACTH

3HaTh: METOJIBI ¥ CIIOCOOBI Pa0OTHI OPraHOB TOCYIAPCTBEHHOH BIaCTH
YMeTh: IPUMEHSTh 3TH cr1ocoObl ¥ TexHosoruu B JIOY u apxuBHOM Jiene
Bnaners: 6a30BbIMH 3HAHUSIMU B 00JIACTH TOCYIAPCTBEHHOTO U
MYHULUIIAIBHOTO YIIPaBJICHHUS

OIIK- 4

Bnanets HaBbIKAMU
HCIOJIb30BaHUS
KOMIIBIOTEPHOW TEXHUKU U
WH(POPMAIIMOHHBIX

TEXHOJIOT UM B TOUCKE

HCTOYHUKOB W JIUTEPATYPBI,
HCIOJIb30BAHUH TIPABOBBIX 0a3
JAHHBIX, COCTaBJICHAH
oubnmorpaduueckux "
ApXUBHBIX 0030pOB

3HaTh: METO/IbI U CIIOCOOBI pabOTHI C TEXHOTPOHHBIMH ToKyMeHTaMu, COJI,
3JIEKTPOHHBIMHU apXUBaMHU

YMeTh: IpUMeHsATh HHPOpMaIMOHHBIE TexHoIoruH B JJOY U apxuBHOM jiene
Bnaners: HaBbIKAMH UCIOIB30BAHUS KOMIIBIOTEPHOW TEXHUKH U
MHQOPMAIMOHHBIX TEXHOJIOTHH B TOMCKE NCTOYHUKOB U JINTEPATYPHI,
WCIIOJIb30BaHUH IIPABOBBIX 0a3 JaHHBIX, COCTaBICHUU OMONMMorpaguyeckux u
apXMBHBIX 0030pOB

OIIK-5 BnamenueM 3HaHUSIMH
B o0sactu TIPABHIT
myOIUKauu HUCTOPUYCCKHIX
HCTOYHHUKOB M OIEPATUBHOIO
W3/IaHUsI IOKYMEHTOB

3HaTh: METOJIBI ¥ CIIOCOOBI PA0OTHI C HICTOPHUYECKUMH UCTOYHUKAMHU
YMeTh: MpUMEHSTh 3TH IpaBuia U MeTosIB IOY u apXuBHOM zene
Bnaners: 3HaHUSIMU B 00J1aCTH TIPaBHJI Ty OJIMKALIMY UCTOPUUECKHX
HCTOYHHMKOB U OIIEPAaTUBHOIO U3JaHHA JOKYMEHTOB

OIIK-6

3HaTh: METOABI U CIIOCOOBI pabOTHI C TEXHOTPOHHBIMH ToKyMeHTaMu, COJI,




CIOCOOHOCTBIO pewiars | 3JEKTPOHHBIMHU apXHBaMU

CTaHAApTHBIE 3a1aull | YMETh: IPUMEHATh nHpopMannoHHble TexHosoruu B JIOY u apxuBHOM Jiene
npodecCHoHaNbHON Brnaners: criocoOHOCTEIO pemaTh CTaHIapTHBIE 33/1a41 IPOeCcCHOHATILHOM
JICATEIbHOCTH ~ Ha  OCHOBE | JICSITEIBHOCTH Ha OCHOBE MH(OPMAIIMOHHOW 1 OMOIHorpaduieckol KynbTypbl
nH(OPMaIMOHHON U | C MpUMeHEeHHeM MH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH U C
oubmmorpaduyeckoit YYeTOM OCHOBHEIX TpeOoBaHUN MHPOPMAITMOHHON 6€30IacHOCTH

KyJIbTypbl C TpPHMCHCHHEM

HHPOPMAITIOHHO-

KOMMYHHKAIIHOHHBIX

TEXHOJOTUH M C  y4eTOM

OCHOBHBIX TpeOOBaHMIA

nH(OpPMaIMOHHON

0e30I1acHOCTU

TIK-1 CIOCOOHOCTRIO | 3HATh: HAYYHBIE METO/IbI TO3HAHUS

NPUMEHSATh HAYYHBIE METOJIbI
NP UCCJIEJOBAaHUM OOBEKTOB

YMeTh: BbIZIC/IATH 00BEKTEI nuccjeJoBaHusd U MIPUMEHATH K HUM
COOTBETCTBYIOIIUEC METO/AbI TIO3HAHU

npodeccHoHaNbHON Brnazmers: cmtocOOHOCTBIO TPUMEHSTH HAYIHBIE METOBI TIPH HCCIIEIOBAHUH
JIEATENbHOCTH 00BEKTOB IPO(ECCHOHANBHOM JCSITEIHBHOCTU

I1IK-2 BianeHuemM ocHOBaMu 3HaTh: METO/IbI U TIOJXO/IbI K IPOBEICHUIO HH(OPMAIIMOHHO-aHATUTHYCCKOM
WHPOPMAIIMOHHO- JIeATEIIbHOCTH

aHAITUTUYECKON JACATCIbHOCTU
1 CIIOCOOHOCTBIO MMPUMCHATH

YMeTb: NPUMEHATh UX Ha MPAKTUKE
Bnazgers: ocHOBaMu HH(DOPMAIIMOHHO-aHATUTHYCCKOM JCITEIBHOCTH U

uX B Npo)eCCHOHANBHOM | CIOCOOHOCTBIO MPUMEHSTh UX B PO ecCHOHABHOU chepe

chepe

IMIK-3 BrnageHueM 3HaHHUAME | 3HATh: COBPEMEHHbBIC TCHICHIMH B 00JIaCTH JOKYMEHTOBEICHUS U

OCHOBHBIX TIPOOJIEM B OOJIACTH | apXMBOBEACHUS

JIOKyMEHTOBEICHHUSI U | YMETb: OLEHUBATh OCIEICTBUSI M3MEHEHUsI BHYTPEHHEH U BHELIHEH Cpeibl

apXHUBOBEICHUS Brnaners: 3HaHUSIMUA OCHOBHBIX MPOOJIEM B 00JIaCTH JOKYMEHTOBEACHHS U
apXHMBOBEICHUSI

IK-4 CIIOCOOHOCTBIO | 3HATh: OCHOBBI PA0OTHI C Pa3TMYHBIMH HCTOYHUKAMHU HH(DOPMAIIHH

CaMoCTOATENILHO paboTaTh ¢ | YMeThb: 0TOMPATh HHPOPMAIHMIO 110 ITpoliieMe, NPOBOIUTH €€ aHAIN3 U

pa3JIMIHbIMHA HUCTOYHUKaAMHN CTPOUTH HAa €ro OCHOBE JIOTUYCCKNUE BHIBOAbI

uHpOopMaIIU Bnasets: CIOCOOHOCTBIO CAMOCTOATEIILHO PA0OTATh C PA3THYHBIMU
HUCTOYHHKAMHU HHPOPMAIMU

IIK-5 BIaJCHUEM | 3HaTh: METObI YIIPABIICHUS, NPUMEHsIeMble B MH(OPMAIIMOHHO-

TEHICHIIUSIMH Pa3BUTHS | JOKYMEHTAIIMOHHOM JAESTEIFHOCTH H ADXUBHOM JeIie

nH()OPMALNOHHO- YMeTb: yCTaHaBIUBATh TCHACHUIUYU Pa3BUTHL

JIOKYMEHTAIHOHHOTO U | Braserp TCHICHIMSAMY Pa3BUTHsI HHPOPMAIIMOHHO-TOKYMEHTAIHOHHOTO U

obecneyeHus YIPaBICHUS | oOecriedeHusl yIpaBIeHHUs apXUBHOIO Jiesia

apXHUBHOTO Jiena

T1IK-6 CIOCOOHOCTBIO | 3HATh: METOJ] IKCIICPTHBIA OLICHKU

AHAJIM3UPOBATHL CUTYyaAllUIO Ha YMmern: MPUMEHATDH €0 Ha IMPaKTUKE

PBIHKE nH()OPMALMOHHBIX | BraneTs clocOOHOCTHIO aHATU3UPOBATH CUTYAILUIO HA PhIHKE

OPOJYKTOB W YCIyr, JIaBaTh | MHPOPMALMOHHBIX MPOLYKTOB U YCIYT, 1aBaTh SKCIEPTHYIO OLCHKY

9KCIIEPTHYIO OLICHKY | COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOO0POTA 1 BEICHUS

COBPEMEHHBIM CHCTEMaM | 3JIEKTPOHHOI'O apXUBa

AIIEKTPOHHOTO

JIOKYMEHTOO00pOTa 1 BE/ICHHS
AJIEKTPOHHOT'O apXHBa

[1K-7 CIIOCOOHOCTBIO
OIIEHUBATh HUCTOPHIO u
COBpPEMEHHOE COCTOSTHHE
3apy0eKHOTO OITbITA

yopaBJieHHUd JOKYMCHTAMH U
OpraHu3anuvy uxX XpaHCHHUs

3HaTh: UcTOpHIo 3apydexnoro onsita JOY

YMeTh: aHAN3UPOBATh 3apyOEeIKHBIN OIBIT

BnaseTs cIOCOOHOCTEIO OIICHUBATh UCTOPHIO U COBPEMEHHOE COCTOSTHHE
3apyOCIKHOTO OIIBITA YIIPABICHHUS JOKYMCHTAMU W OPTaHU3AIMH UX XPAHCHUS

ITK-8 CIOCOOHOCTBIO | 3HATh: METOJIBI IIPOBEICHHS SKCIICPTH3BI IICHHOCTH JTOKYMEHTA
aHaJIM3UPOBATh [IEHHOCTh | YMETh: UCIIOJIb30BATh 3TH 3HAHUS Ha IPAKTHUKE

JIOKYMEHTOB C 1eNbl0 UX | Bianers criocoOOHOCTBIO aHAM3UPOBATh EHHOCTH JOKYMEHTOB C LIEJBI0O HX
XpaHeHHs XpaHeHHsI

IIK-9 BnageHueM HaBHIKAMM | 3HATh: METOAMKY MPOBeACHHs OUOIHOrpaduIecKix 0630poB

COCTaBIICHUS YMeTh: coCTaBIsATh TEKCTHI OMbOIHOrpaduuecknx 0030poB

6ubmorpaduueckux u

Bragets HaBBIKaMu cOCTaBJICHUS OMOIHOrpadUIeCKUX U apXUBHBIX 0030pOB




apXHUBHBIX 0030pOB

TIK-10 BJIaJICHUEM
NPUHIMIIAMA U METOJaMHU
CO3JaHUs CIIPaBOYHO-

MH(OPMAIMOHHBIX CPEJICTB K
JIOKyMEHTaM

3HaTh: METO/IbI CO3/IaHUsI CIIPAaBOYHO-UH(DOPMALIMOHHBIX CPEJCTB K
JOKyMEHTaM

YMeTh: HCIOJIb30BATh UX HA PAKTHKE

BrageTs npuHIMIIAME ¥ METOZAMH CO3/IaHUS CIIPABOYHO-MH(POPMALTUOHHBIX
CPEICTB K JOKYMEHTaM

TIK-11 BiageHneM HaBBIKAMHU

3HaTh: METO/IbI pehepHpPOBAHHS 1 AHHOTUPOBAHHUSI

pedepupoBanus U | YMETb: OCYIIECTBISTh PEAAKTOPCKYIO paboTy

AHHOTHUPOBAHUSA Hay4HOU | Bnazerh HaBblkamu pedeprpOBaHHs M aHHOTUPOBAHUS HAy4YHOU JINTEPATYPBI,
JINTEPATYPHI, HaBBIKAMHU | HaBBIKAMHU PEAAKTOPCKOI paboThI

PElaKTOpCKON paboThI

TIK-12 CIIOCOOHOCTBIO | 3HATH: TUIOJIOTHIO ITyOIHKANit

BBISIBIIATH u oTOMparh | YMeTb: OTOUpaTh JOKYMEHTHI IJIs Iy OnuKanuii

JTOKYMEHTBHI JUI Pa3HbIX THIIOB
Y BUJIOB ITyOIMKaIMi

Bnanets ciocoOHOCTBIO BBISBIISITH U OTOUPATh JOKYMEHTBI IS Pa3HBIX THIIOB
1 BUJIOB ITyOIMKaui

IIK-13 cmnocoOHOCTBIO BeCTH
Hay4YHO-METOIMYECKYI0 paboTy
B TOCY/IapCTBEHHBIX,
MYHHUIIMNAIBHBIX apXUBaxX U
apXMBax OpraHU3aluil

3HaTh: HOJXO/IbI K IPOBEICHUIO HAYYHO-UCCIICIOBATEIbCKON paboTHI,
cranaaptst HUP

YMeTb: NOAroTaBIMBaTh HAYYHbBIE OTYETHI

Bnasets cioCOOHOCTEIO BECTH HAYYHO-METOTUYECKYIO paboTy B
rOCyIapCTBEHHBIX, MYHUIIMIIAIGHBIX APXHUBAX U apXHUBaX OpraHU3alui

IK-29 CHOCOOHOCTBIO | 3HATh: METOJIBI M CIIOCOOBI PA0OTHI C TEXHOTPOHHBIMU JOKyMeHTamu, CO/1,
C0371aBaTh ¥ BECTH CUCTEMBI AJIEKTPOHHBIMHU aPXUBAMHU

JIOKYMEHTAIIMOHHOTO YMeTh: mpuMEHAITh HHPOPMaMOHHBIC TeXHOJIorHA B JJOY U apXUBHOM [ieie
obecrieueHus ynpasieHus B Brnanets: ciocOOGHOCTBHIO CO3/1aBaTh U BECTH CHCTEMBI JIOKYMEHTAIIMOHHOTO
OpraHu3auu Ha 6aze | obecrieueHus yIpaBlIeHHs B OPraHU3alMK Ha 0a3e HOBEHIIMX TEXHOIOTHI
HOBEMININX TEXHOJIOTHIA

TIK-30 CIOCOOHOCTBIO | 3HATh: TPEOOBAHUS K OpPraHU3aIXU KaJIPOBOTO JEIIONPOU3BOICTBA,
OpraHU30BBIBATH paboTy | OpraHU3AIMIO U METOAUKY YIPABJICHUS HETOCYIAPCTBEHHBIMU apXUBAMH

CIy)OBl  TOKYMEHTAIIMOHHOTO
obecrnieueHsI yIIpaBICHUS U

VMeTh: UCIIOIb30BaTh BCE OTH 3HAHUS HA TIPAKTUKE
Brnaners: 3HanmsIMHI K OpraHmn3any KaapoBOro ACJIOIIPOU3BOACTBA U

apPXUBHOTO XpaHEHWs1 | JOKyMEHTHPOBAHHUIO TPYAOBBIX OTHOLIECHUH, XpPAaHECHNIO IOKYMEHTOB I10
JIOKYMEHTOB JIMYHOMY COCTaBY

IK-31 CHOCOOHOCTBIO | 3HATh: METOJMKH PALOHAIN3AIMH JJOKYMEHTAlMOHHOTO 00ecTieueH s
paspabaTbIBaTh JIOKJIBHBIE | YTpPaBJICHUS, MEX/yHAPOIHOM CTaHAAPTU3AIMY YIIPABICHUS JIOKYMEHTAIHEH.
HOpPMaTHBHBIC AKTBI U | YMeTb: pa3pabaThIBaTh JIOKaJIbHBIE HOPMATUBHBIE aKTHI
HOPMaTHBHO-METOJMUECKHE Brnaners: criocoOHOCTEIO pa3pabaThIBaTh JIOKATbHBIE HOPMATUBHBIEC aKThI U
JIOKyMEHTBl 10  BEJCHUIO | HOPMAaTHBHO-METOIMYECKUE JOKYMEHTHI (TI0JI0XKEHUS, MHCTPYKIUH U JIp.) MO
nH()OPMANOHHO- BE/ICHNIO HH()OPMAIMOHHO-TOKYMEHTAIMOHHOTO 00ecieYyeH s YIpaBIeHHs 1
JIOKyMEHTAIHOHHOTO apXMBHOTO JieNa

oOecrieueHus ynpaBiIeHus 1
APXMBHOTO Jiena

TIK-32 BJIaJICHUEM
3aKOHOIaTEIIbHOM u
HOPMaTHUBHO-METOANYECKOI
6azoii MH(OPMAIMOHHO-
JTOKYMEHTAIIMOHHOTO
oOecricucHNs yIpaBJICHUS U
apXUBHOTO nena,
CIIOCOOHOCTBIO
OpUEHTHPOBATHCS B IPABOBOU
0a3e CMEKHBIX o0acTei

3HaTh: METOAMKH PALMOHANN3ALUHI JOKYMEHTAIMOHHOTO 00eCTIeyeHUs
YIIPABJICHUS, MEKIyHAPOIHOM CTaHAAPTU3ALUU YIIPABICHUS JOKYMEHTalUeEN.
YMers: pa3pabaThIBaTh JIOKaIbHbIE HOPMATHBHBIC aKThI

Brnaners: criocoGHOCTEIO pa3pabaThIBaTh JIOKAJIbHBIE HOPMATUBHBIE aKTHI U
HOPMAaTHBHO-METOMUYECKHE IOKYMEHTHI (II0JIOKEHNUS, HHCTPYKLHHU H Jp.) 110
BEZCHUIO HHPOPMAIMOHHO-IOKYMEHTAHOHHOTO 00ECIICUeHNUS! YIIPaBICHUS U
apXUBHOIO Jeja

TIK-33 3HaHHEM OCHOB
TPY/I0BOTO 3aKOHOIATENILCTBA

3HaTh: OCHOBHI TPYAOBOTO 3aKOHOAATENECTBA Y METh: HCIOIH30BAThH
3aKOHOJIATEIILHBIC aKTHI B CBOCH TPO(ECCHOHANBEHOM ACITENHEHOCTH

Brnagers: 3aKkoHOIATEIFHONW M1 HOPMATHBHO-METOJNYECKON 06a30i
WH(POPMAIIMOHHO-TOKYMEHTAITHOHHOTO 00CCIICUCHNUS YIIPABICHHUS U
ApPXMBHOTO JieJia; CIIOCOOHOCTHIO OPUEHTHPOBATHCS B MPABOBOM 0a3e CMEXHBIX
obnacrei

[IK-34 cobmromeHueM mpaBui
U HOPM OXPaHbI Tpy/ia

3HaTh: OCHOBBI TPY/I0BOTO 3aKOHO/IATENILCTBA Y METh: COOJIIOIATh TpaBmiIa 1
HOPMBI OXpaHbl TPYJa

Bnaners: 3akoHOIATENFHOI 1 HOPMAaTUBHO-METOIMYECKON 6a30i
WHGOPMAIIMOHHO-TOKYMEHTAIMOHHOTO 00CCIICUCHNUS YIIPABICHHS U




ApXHMBHOTO JIeJ1a; CIOCOOHOCTHIO OPHEHTHPOBATHCS B IPABOBOM 0a3e CMEKHBIX
obOnacreit

[1K-35 3Hanuem TpeboBaHUil K
OpraHu3alUl  CEKPETapCcKOro
00CITy)KHBaHUS

3HaTh: TpeOOBAHUS K OPraHU3aI[MK CEKPETAPCKOTO 00CTY KUBAHUS

YMeTh: 006ecrednTh OpraHu3aHOHHO-HHPOPMAIIHOHHOE 00eCTIeYeHIEe
JeSATEIbHOCTU PYKOBOIUTEIIS

Brnanets: mpoecCHoHATbHBIMU 3HAHUSIMU 110 OPTaHU3AIUH CEKPETAPCKOTO
00CITy)KUBaHUS

[1K-36 3Hanuem TpeboBaHUil K
OpraHu3aluu KaJpOBOT0
JIeJIOTIPOU3BOICTBA "
JIOKyMEHTHPOBAHUIO TPYJOBBIX
OTHOUICHUH, XpaHEHHIO
JOKYMEHTOB 10 JTHYHOMY

3HaTh: TpeOOBaHUA K OPraHU3ALUU KaJPOBOTO JEIONPOU3BOCTBA,
OpraHU3aINI0 U METOAUKY YIIPABICHHUS HETOCYAapCTBEHHBIMHU apXHUBaMHU
YMeTh: UCHOIB30BaTh BCE ITH 3HAHUS HA IIPAKTUKE

Brnagers: 3HaHMAMU K OpraHu3ally KaApOBOTo JEJIONPOU3BOACTBA U
JOKYMEHTHUPOBAHUIO TPYAOBBIX OTHOIIEHUH, XpaHEHUIO JOKYMEHTOB IO
JUYHOMY COCTaBY

COCTaBY
T1IK-37 BJazicHHeM | 3HaTh: TPEOOBAHUS K OPTaHU3AIMH KaJIpOBOTO ICIONPOU3BO/ICTBA,
MPUHIUIIAMA, METOJaMH | | OPTaHU3aIUI0 U METOAMKY YIIPABICHHS HETOCYAapCTBEHHBIMU apXUBaAMU
HOpMaMH OpraHu3alvy, | YMETh: UCIOJIE30BaTh BCE 3TU 3HAHHS HA MPAKTHKE

XpaHeHHs, KOMIUICKTOBaHU, | BrameTs: mpuHIMITaMU, METOAAMA W HOPMaMH OpTaHU3AIlUH, XPaHESHUS,
ydera W WCHOJH30BAHUS | KOMIDICKTOBAHHSA, yUETa U MCIIOJIE30BAHIS apXUBHBIX JTOKYMECHTOB, B T.U.
apPXUBHBIX JIOKyMEHTOB, | TOKYMEHTOB JITYHOTO ITPOUCXOKICHUS

JTOKYMEHTOB JINYHOTO

MIPOUCXOIKICHHSI

[IK-38 BmageHWeM HaBBHIKAMH | 3HATBH: METOIBI HHPOPMAMOHHONW OE30MACHOCTH U 3aIUTH HH()OpMAIIH
paboTBl ¢ JOKYMEHTaMH, | YMETh: OPraHU30BBIBATh B CBOCH MPODECCHOHATBHOMN ICATEIPHOCTH 3aIUTY

collepKaIuMHi  UH(HOPMAIIHIO
OrPaHUYSHHOT'0 IOCTyIa

¥ 0€30I1aCHOCTh JaHHBIX
Brnamers: HaBbIKaMu pabOTHI ¢ JOKYMEHTaMH, COACPIKAIIMMU HH(OPMAIIHIO
OTPaHUYCHHOTO JIOCTYTIA

IIK-39 3HaHMeM NPUHLIUIIOB
OpraHU3aLuH Pa3IMYHBIX
THUIIOB M BUJIOB aPXHBOB

3HaTh: padOTy roCcyJapCTBEHHBIX U MYHHLIUIIATBHBIX APXUBOB
YMeTh: IPUMEHSATh 9TH 3HaHUS Ha IPAKTUKE
Bnagers: npuHIMIAMY OpraHU3alUK Pa3lIUYHbIX THIIOB U BUIOB apXHBOB

[1K-40 3nannem TpeboBaHU K
OpraHu3alun obecrieueHus
COXPAaHHOCTH JOKYMEHTOB B
apxmBax

3HaTh: padOTy rocyJapCTBEHHBIX 1 MyHHLIUITAIBHBIX aPXHBOB

YMeTb: IPUMEHSTh 9TH 3HaHUS Ha NIPAKTUKE

Brnaners: npuHIMIIaMH OpraHu3anuy 00eceYeHUs] COXPaHHOCTH JOKYMEHTOB
B apXuBax

[TK-41 3HaHWEM MPUHITUTIOB
Oopra"Husanuu u
(YHKIIMOHUPOBAHUS
apXUBHOTO ayTCOPCHUHTA

3HaTh: paboOTy roCcyJapCTBEHHBIX U MyHHLUNAIbHBIX aPXUBOB

YMeTh: MPUMEHSTh 3TH 3HaHUS Ha IPaKTHUKE

Brnaners: npuHIMIamMu oprannzanyy ¥ (yHKIMOHUPOBAHUS apXUBHOTO
ayTCOpPCHHTa

[1K-42 BiaJieHeM | 3HaTh: paboTy rocyIapCTBEHHBIX M MYHUIIMNAIbHBIX apPXHUBOB
JIOTUCTHYECKUMH ~ OCHOBaMH | YMETb: IPUMEHSTH 3TH 3HAHUS Ha MIPAKTHKE
OpraHU3aluH XpaHeHus! | Bianers: BnasneTs JIOTMCTHYECKMMHI OCHOBaMH OPTaHHU3ALMH XPAHCHHUS
JIOKyMEHTOB JIOKYMEHTOB
0)yCTaHOBUTH YPOBEHb TOTOBHOCTH BBIITYCKHUKA pemarb CIIEIYIOIINE
npo¢eCCHOHATBHBIC 3a/1a4UH:
- AHAJIM3UPOBATb, IPUMCHATH HaA MPAKTUKEC OCHOBBI OCJIIOIIPOM3BOACTBA H
APXUBOBCACHUA,
- 9(QdexTuBHO TPUMEHATH HH(POPMAIMOHHBIE CHCTEMbl TIPU  pa3pelIeHUU
BOIIPOCOB, BO3HUKAIOIIUX B ACATCIIbHOCTH JAOKYMCHTOBCACHUA n

OpPTIPOCKTUPOBAHMUS;

- OCYHIECTBJIATH KOHCYJIbTUPOBAHUEC 10 OCHOBHBIM BOITpOCaM, B TOM YHUCIIC -



HWHOCTpPAHHBIX I'paXJ1aH 1 OpraHu3aiuu,
- IHPpUHUMATb aACKBATHBIC PCIICHHUA B Pa3JIMYHBIX CUTyalusx, B TOM YHCIIC

OIUpadaCh Ha OIBIT, HOHy‘IeHHBII\/'I B XOJ€ IMPOXOKACHUA PAa3JINIHBIX ITPAKTHK.

4. CTpyKTypa u coepKaHHe rocyJapCcTBEHHOI0 IK3aMeHa

['ocynapcTBeHHBIH HK3aMeH POBOAMTCS B YCTHOH Gopme.

B Ouner rocyapcTBEHHOTO 9K3aMEHa BKIIFOYAIOTCS TPH 3a/aHUs (IBa TEOPETUUCCKUX H
OJIHO TPAKTHUYECKOE), KOTOpPhIE PAaBHOMEPHO, CIy4yalHBIM 00pa3oM, BBIOMPAIOTCS M3 BCEX
yueOHBIX KYpCOB MporpamMmbl. B Ouier BKIIOYAlOTCA BONPOCHI W3 Pa3HBIX IUCLMILIMH. B
Ouserax HET MOBTOPSIOUIMXCS BONpocoB. KonmnyecTBo OMIIETOB, Mpe/ICTaBIEHHBIX Ha SK3aMEHE,
MIPEBBILIAET YHMCIO AK3aMEHyeMbIX He MeHee yeM Ha 10-15%. OznakomieHue oOydaeMbIX C
COJIepKaHNEM 3K3aMEHALIMOHHBIX OwieToB 3ampemaerca. OOydaemble 00s3aHbI TOTOBUTHCSA K
9K3aMeHaM, PyKOBOJICTBYSCh JaHHON MPOrpaMMOH.

5. Ilepeyenr Tem (B JAMJAAKTHYECKHX e€IMHHUIIAX), BbIHECEHHbIX Ha
roCy1apcTBeHHbIN IK3aMeH

Pa3nea 1. BBenenune B cienuajJIbHOCTh

[Tonsatus «uHpoOpMaLMa» U «IOKYMEHT», HX B3aUMOCBA3b. Posib uHbopmanuu B
COLIMAJbHBIX W OSKOHOMMYECKHMX Ipoueccax. VHpopmanmuss Kak OCHOBAa MPUHATHUS
YIPaBJIEHYECKOTO PELICHHUS.

Bo3HukHOBEHHE  JJOKyMEHTa, €ro Has3HaueHue, TpaHcpopmauus. IIpaBoBoii,
YIPaBJIEHYECKHUI, NICTOPUYECKUI ACTIEKTHI B ONIPEAEICHUH TOKyMEHTa. Paciupenue noHsaTus
«JIOKyMEHT» C pa3BUTHEM HAyKH U TEXHUKHU.

Haznauenune noxymeHTHOH MHpopmanyu. PakTopsl, BIUSAOLME Ha MH(POPMALUOHHYIO
LIEHHOCTh JOKYMEHTOB; €€ 3aBHCUMOCTb OT IIOJHOTBI, OOBEKTUBHOCTH, JOCTOBEPHOCTH,
CBOEBPEMEHHOCTH Mepelaut U MOITy4YEHUs, IEPUOAUNYHOCTH WM YaCTOThI MIEpeayu.

IIpu3Haku noKymMeHTa

[Tonsitust "opurmnan" u «xonusi». [lpu3Haku opurvHana. benoBUKM M YepHOBHKH,
pelaKuum.

Bunsl  xomwmii, ompexaensieMble CIIOCOOOM HX BOCHPOM3BEIEHHUS U CIOCOOOM
ynoctoBepenus. Jlyonukar. [Topsimok opopmnenus konuid. FOpuandeckas cuiia KOTUH.

CTpykTypa 10KyMeHTa

[Tonsitne «pexBusut». IlocTosiHHBIE M NepeMeHHbIe PEeKBU3UTHI. lloHATHE «bopMyIsp
JOKyMEHTa». BnusHue Tpagunuii M 3aKkoHa Ha CKIaablBaHHe (QopMyspa TEKCTOBOTO

AOKYMCHTA B Pa3JIMYHLIC UCTOPUICCKUC NTICPUOIBI.



WuauBuayanbHbll 1 TUIIOBOM opmysip nokymeHTa. @opmyssip - oOpaszer Kak METOA
yHU(UKALUU JOKYMEHTOB.

DopMmyJIsip COBPEMEHHOI'O YIIPABIEHUECKOTO JOKYMEHTA

Bompockl  TOKyMEHTHpPOBaHHUS, COCTaBICHHUS ©  O(OpMIeHHS JOKyMEHTOB B
COBPEMEHHBIX 3aKOHOJATeNIbHBIX M HOPMAaTUBHBIX akTax. Pa3Butue yHudukauuu u
CTaHIapTH3aIMH TOKyMEeHTOB. COBpeMEHHbIE TOCYAapCTBEHHBIE CTAHAAPTHI HA JOKYMEHTHI.

Baank noxkyMeHTa, ero BUabI.

[Tonsitue "Buna nokymenTa", ero pasBuTue.

[Topsnmox odopmienust anpecara, aatbl nokymenta. CoctaB rpuda yTBepk AeHUS U
CHOCOOBI YTBEPK/IEHUSI JOKYMEHTOB.

CornacoBanue nokymeHTta. OcdopmieHne BU3bl M rpuda COriacoBaHUs, UX MECTO B
bopmynsipe nokymeHTa. CocTaB yI0CTOBEPEHHSI TOKYMEHTA.

Jlenonpon3BOACTBEHHBIE OTMETKM Ha JOKYMEHTax (O IIOJIy4deHMH JIOKyMEHTa, O
MIOCTAaHOBKE JJOKYMEHTa Ha KOHTPOJIb, UCIIOJHEHUH JOKYMEHTA M JIp.), UX CBA3b C MPOLETypOil
MIPOXOXKACHUS U UCTIOTHEHUS TOKYyMEHTa, MECTO B (hOpMyJisipe JOKyMEHTA.

TpeboBanue k copepxanuio 1 0HOPMIICHHIO PE30JTIOIUH, €€ Ha3HAYCHHE.

Teker noxkymenTa

[TonsiTHe “TEeKCT MOKyMEHTa” MPH PA3TUUHBIX CIIOCOOaxX

nokyMeHTupoBaHus. ClieHapHii MOATOTOBKH JOKYMEHTA.

[Topsimoxk  W37M0KEeHUsT  TEKCTa  JOKymeHTa. Jlormdeckas  CTpyKTypa  TEKCTa.
dopmanuzanus TeKCTa JOKYMEHTA.

DneMeHTBHI TEKCTA (3aroJIoBOK JJOKYMEHTA, IPUIIOKEHUS K TEKCTY U MOPSIIOK UX
odopmiteHuUs).

MeTtoasl yHHpUKAIIMU TEKCTa (TUIIOBOM, TpadapeTHbIil, Tabnuia, aHkeTa, rpadukm,
JUarpaMMmbl).

Cucrembl JOKyMEeHTALUH

[TonsTue «cucrema JOKYMEHTaILMN», €€ npu3Haku. OCHOBaHUS

KJ1acCU(UKALUU COBPEMEHHBIX CUCTEM JTOKYMEHTAIUH.

[lonsTne  «yHu(UUUpPOBaHHAsS  CUCTEMa  JTOKYMEHTALIUW. XapakTepucTuka
YHU(DUIUPOBAHHBIX ~ CHCTEM  JOKYMEHTAIHH. l'ocynapcTBeHHble  CTaHAApTHl  Ha
YHU(PUIUPOBAHHBIE CUCTEMBI.

O6mepoccuiickue W OTpaciieBble  YHUPHUITUpPOBaHHBIE  (OPMBI  JTOKYMEHTOB;
YHUPUIIIPOBAHHBIE (HOPMBI TOKYMEHTOB OpraHU3aI[1H.

YHuduuupoBaHHas cucreMa OpraHU3alMOHHO-PACIOPSAAUTEILHON

AOKYMCHTAaIUH. Oco0eHHOCTH CHUCTEMBI, €€ COCTAaB. Tpe6OBaHI/I$[ K COCTaBJICHUIO U



opOpMIICHHIO  OPTaHM3ANHMOHHBIX,  PACIOPSIUTEIBHBIX, UH(POPMAITMOHHOCTIPABOYHBIX
JOKYMEHTOB.

KoMmiekcbl 10KyMeHTOB

[TonsiTHE «KOMILIIEKC TOKyMEHTOBY. [lepBUUHbBIE KOMITJIEKCHI TEKCTOBBIX TOKYMEHTOB U
UX BHJIBI.

Cnoxubple KOMIUIEKCHL. [IOHSATHS «IOKYMEHTANBHBII» U  «apXUBHBIIN»  (OHIBIL.
Komriekcol TOKYyMEHTOB yUpEKICHUH, OpraHU3alMi U CTPYKTYPHBIX MTOJApa3/IeICHHI.

HayuHo-ucropuyeckasi 1 NpakTH4YeCKasi HEHHOCTb TOKYMEHTA

Ilousarus: “LICHHOCTh JOKYMEHTA”, “FKCIepTH3a [IEHHOCTH .

Bo3HuKHOBEHHE U pa3BUTHE SKCIEPTU3bl. BoipaOoTka NPUHIMIIOB U KPUTEPHUEB OLIEHKU
LIEHHOCTHU JOKYMEHTOB.

BHemHsisi U BHYTpEHHsIE KpPUTHKa JIOKYMEHTOB. AHAallu3 aBTOPCTBA, BPEMEHHU, MeCTa
BO3HUKHOBEHUM JOKYMEHTA. AHAIU3 COAEPKaHUS TOKyMeHTa. J[OCTOBEpPHOCTh M IIEHHOCTh
JOKYMEHTA.

JlokyMeHTHI ¢ moBTopsomeiics uHbopManueid. Buasl moBTOpsieMocTH: TyOJEeTHOCTD,
MOTJIONIEHHOCTh, CYMMUPOBaHUE, BAPUAHTHOCTD, pe)eprupOBaHHUE.

OO0mme  3aKOHOMEPHOCTH,  OMpPEACNAIONIME  BO3HHUKHOBEHHE  JOKYMEHTOB  C
noBTOpstolIeiics nupopmarueii: GakTopsl, BBI3bIBAIONINE BOZHUKHOBEHUE

JOKYMEHTOB C MOBTOpSIOLIEiCS HHPOpMAIMel B peaenax OTPaciH.

3HaYUMOCTh SBJIEHUH, COOBITHI, (PAKTOB B MEPBHUYHBIX MW BTOPUYHBIX JOKYMEHTaX,
COOTBETCTBUE COJEpKalieiics B HUX HH(DOpPMAMM OCHOBHBIM WM BCIOMOTaTEIbHBIM
byHkusaM yupexaeHus. FOpumudeckas cuiia 3THUX JOKYMEHTOB. XapakTep MOBTOPSEMOCTH,
MIEPUOANIHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas olieHKa JOKYMEHTOB.

Pasgen 2. Opranmsanusi M TeXHOJOTHSI JOKYMEHTAIlHOHHOI0 olecrmevyeHust
ynpaBJieHust

JlokyMeHTallMOHHOe o0eclieYeHle - 0OCHOBA TEXHOJIOTUH YIIPaBJIeHUS

[TonstTe "memompousBOACTBO", "MOKyMEHTAlIMOHHOE oOecreueHue yrnpaBiIeHHs"
(HO0YVY), «ynpaBieHue 10KyMEHTaLUEW».

Jenonpon3BoacTBO  Kak  (GyHKIMS — YIOpaBIEHHUs, €ro MECTO CpeAu JpyTrux
YIpaBICHYECKUX (PYHKIIUH.

Jlenonpon3BoOACTBO Kak cucTeMa padoThl ¢ JOKYMEHTaMHU.

@dakTophl, BIMUAIOIMINE HA OPraHW3AIUI0 M TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasienus (JIOY) B opranuzanusx pa3inyHbIX YPOBHEH yIIpaBlIeHUs.

OpFaHI/ISaHI/IOHHLIe (1)0pr1 JAOKYMCHTAllUOHHOT O obecreyeHus (I[CJ'IOHpOI/I?»BOI[CTBa), Hux



BBIOOp B KOHKPETHOI OpraHU3alny.

Opranuzanus cay:xos1 JOY

OcHoBHast 3afaya u (QYHKIMH JAEJTONPOU3BOACTBEHHON ciyXObl (ciyx0b1 JIOVY).
TunoBeie  CTPYKTYphl  JEIONPOM3BOJACTBEHHOW  CIIykObl.  Permamenramms — QyHKIuiA
MOJIpa3JeIeHUi MO JOKYMEHTAIIMOHHOMY OOCTY>KMBAaHUIO W pACHpENeNeHUs Tpylda MEXIy
MOJIPa3EIICHUSMHU U UCTIOTHUTEISIMU.

TumoBble W WHAWBUIyaJIbHBIC TOJNOXKEHHS o ciayxoe [OY (tumoBoit dopmysp
MOJIOXKEHHUS, COCTaB MH(MOPMALIUH, TIOPSA0K Pa3pabOTKU M YTBEPKIACHUS).

JIOJ>KHOCTHOW M YMCIIEHHBIH cOCTaB pabOTHUKOB ciyk0b1 JJOY. @yHKINN paOOTHUKOB
JIeTIOTIPON3BOACTBEHHON Cy»)O0bl JlOJDKHOCTHAsT WHCTPYKIMSA (TUIIOBOM (opmyisip, cocTas
nH(popMauu, TOPSIOK Pa3pabOTKH U YTBEPKICHHUSA).

WuCcTpyKlMg 1O JAOKYMEHTAI[MOHHOMY OOECHEYEHHI0 YMpaBiICHHs - OCHOBHOM
HOPMAaTUBHBIM aKT IO perjaMeHTaluu opraHu3auuu u TexHojoruu JIOVY. Tunossle u
WHIWBUIYyalIbHbIE WHCTpYKIuH. [lopsmok pa3paboTku, cocTaB HWHPOpPMALWHU, IpaBHIIaA
YTBEPKACHUS U BHEAPECHMUS.

Opranunsanus 10KyMeHTO000pOTa

OnpeneneHre TOHATUSA ‘“‘TOKyMEHTOO0OOpoT”. OOmuMe NPUHIUIBL U METOTUYECKHE
OCHOBBI ~ OpraHHM3alMd  JOKyMEHTOOOOpOTa, MX  perjaMeHTanmuss B  JCHCTBYIOIIUX
roCy/1apCTBEHHBIX HOPMATUBHBIX TOKYMEHTAX.

CtpykTypa 1 o0mias XapakTepHCTHKa JOKYMEHTONOTOKOB. O0BbEeM TOKyMEHTOOOOpOTa
YUpEeXAEHUs. YUeT KOJIMYECTBA IOKYMEHTOB.

[Ipuem, mNpoOXOXAEHHME M MOPSJAOK HCIOJHEHUS [OCTYHNAIOUIMX JOKYMEHTOB.
[IpenBaputenbHOE paccCMOTpPEHHE JOKYMEHTOB. PacCMOTpeHHe [OKYMEHTOB pPYKOBOACTBOM
OpraHu3alMK U HAMPABICHNUE UX HAa UCTIIOJHEHUE.

JlocTaBka TOKYMEHTOB HCIIOJIHUTENSIM, MOPSAIOK HMX mpuemMa M nepexayn. Pabota
UCIIOJIHUTENA C JOKyMEHTaMu. Otambl HcnonHeHus. [lopanox oOpaOOTKH OTHpaBiIsieMbIX
NOKyMeHTOB. [IpaBuiia opranuzanuu ABUKEHUS BHYTPEHHUX TOKYMEHTOB.

HanpaBienusi cOBepLICHCTBOBaHMS JOKYMEHTOOOOpPOTa M MYTH €ro COKpalleHus,
aBTOMATH3ALMs IBUKEHHS TOKYMEHTOB (aBTOMaTU3UPOBAHHbBIN TOKYMEHTOO0OPOT).

Perucrpanust JOKYMEHTOB M  OpPraHu3anusi CIHPaBOYHO-MH(OPMAIHOHHOIO
00C/Ty:KUBAHMS.

Peructpanus kak coctaBHas dyacTtb TexHojoruu JIOY. I[lpuHnmnsl peructpauuu
JOKYMEHTOB.

XapakTepucTUKa COBPEMEHHBIX PETUCTPAMOHHBIX (opM, cocTaB UHPOpMALUU U

MOPAIOK UX 3aIIOJTHCHUA.



B3aumocBsI3p perucTpanuu AOKYMEHTOB C OpraHu3aluedl CrpaBOYHOMH(OPMAalMOHHON
paboTHI, KOHTPOJIS 32 CPOKAMHU HUCIIOTHEHUS U TIOCTIEAYIOIIeH 00paboTKON JOKYMEHTOB.

[Mpunmuner - moctpoeHust uHpopManoHHO-TIOUCKoBBIX cucteM (UIIC), wx Buasl.
Bo3MokHOCTM aBTOMaTH3allUM pPETUCTpAllMM JOKYMEHTOB, €€ BIUSHME Ha HW3MEHEHHE
TEXHOJIOTUU KOHTPOJIS ¥ CIIPABOYHO-UH(OPMAIIMOHHON paboThI.

IIpenmyniecTBa aBTOMaTU3UPOBAHHBIX CUCTEM PETHCTPALUH.

KoHTpob 3a cpokaMu HCTIOIHEHHSI JOKYMEHTOB

3HaueHue KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB B anmapare yrpaBiIeHHUs.

@Oyukmun  cmyx061 JIOY 1o KOHTpPOJIO 3a CpPOKAMH HWCIOJMHEHHS  JTOKYMEHTOB.
Kareropum 10KyMeHTOB, moajexaiiye KOHTpoiar. CpOKM HCIOJHEHHS JOKYMEHTOB.
TexHo10r1KM KOHTPOJIBHBIX ONEpaLnii - pydHas 1 aBTOMAaTU3UPOBaHHAsL.

TpeboBanmsi K 0000IIEHWI0O W aHAIM3y JAaHHBIX 00 WCIIOJIHCHWH JOKYMEHTOB, WX
UCTOJIb30BAaHUE B ICATEIBHOCTH YIPABICHYECKOIO arnmapara.

dopMupOoBaHUE U XpaHEHUE JIeN B I€JIONPOU3BOJICTBE

[TonsiTue “dopmupoBanue aen’, OCHOBHBIE TPEOOBAHHS K MPOBEACHUIO 3TON pabOTHl B
COBPEMEHHBIX HOPMAaTUBHO-METOINYECKHUX TOKYMEHTAX.

dopmMupoBaHue €7 B OpraHU3alUAX Pa3IMYHbIX YPOBHEH yIpaBiaeHUs. 3aauu CIIy>KObI
JIOY u BeIOMCTBEHHOT'O apxHBa IO OOECIEUYEHUIO0 KAaueCTBEHHOTO (OPMHPOBAHUS /€T B
yapexaennn (opranuzarmn). [IpaBuma GopMupoBaHUs pa3TUYHBIX KaTETOPUi JTOKYMEHTOB B
nena. [IpyHIMIBI cUCTEMAaTU3aLUU TOKYMEHTOB BHYTPH JIEll.

OnpezneneHue HOMEHKJIATYpbl [ieJl, €€ BH[bI, TPeOOBAHUS K COCTaBJICHHUIO, MOPSAOK
oopmieHHsl, COIIacOBaHMS M YTBEPXKACHUS HOMEHKIAaTtypbl nen. Cpoku XpaHeHHS
JIOKYMEHTOB.

Vcnonb3oBaHue HOMEHKJIATYphl €l B ONEPAaTHUBHOM XPaHEHUM JOKYMEHTOB U B
BEJIOMCTBEHHOM apXHUBE.

XpaHeHHEe  JOKYMEHTOB B  CTPYKTYPHBIX  IOJpa3A€/EHUSAX  OpraHu3aluu -
OTBETCTBEHHOCTh 32 COXPAHHOCTH JIOKyMEHTOB, OpPraHU3aIsi CIPaBOYHOW pPAaOOTHI, MOPSIOK
BBIJIa4M JIOKYMEHTOB JIIsl BDEMEHHOTO MOJIb30BaHus. B3aMOCBsI3b CUCTEMBI AETIONPOU3BOICTBA
C OpraHM3anuei BeJOMCTBEHHOI'O XpaHEHHUs JOKyMEHTOB.

JKCMepTH3a HEeHHOCTH IOKYMEHTOB B /1€J10TIPOU3BO/ICTBE

HopmatuBHO-MeTOIUeCKHEe OCHOBBI TPOBECHUS HKCIIEPTH3HI B 1€JONPOU3BOJICTBE.

Opranu3anus SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB,  LEHTPAIbHBIX  3KCIEPTHBIX
komuccuit (II19K) u sxcneprabix komuccun (OK) opranuzanuii. [Tonoxenus o6 OK. [IpaBa u
(GYHKIMHM KOMHCCHH, OpraHM3anus padOThl W JOKYMEHTHUPOBAHHE AESATEIbHOCTH. llopsimox

pabotel DK. DTamnsl mpoBeaeHNs SKCIIEPTU3BI ICHHOCTH JOKYMEHTOB M 0(hopMIiIeHHE ee



pe3yJIbTaTOB.

IMoaroroBka u nepeaava e B apXuB OPraHu3aluu

VHu¢ukauus tpeOboBaHUN K JeiaM, claBaeMbIM B apxuB. HopmaTuBHO-MeTonnYecKue
Matepuaisl DeeparbHON apXUBHOM CITy>KObI 00 0(OpMIICHUH JE.

OcHoBHble TpeboBaHus K odopmieHUIO nei (TMOAIIMBKA JIed, HyMepalus JHCTOB,
3aBepUTENIbHAS HAIITUCh, BHYTPEHHSS ONTUCH, 0(OPMIICHIE OOJIOKKH JIeNa).

[TpaBuna cocraBieHuss 1 0oPOPMIICHUSI OMKMCH €T CTPYKTYPHOTO TojpaseneHus. Bub
OITHCeH.

[lepemaya men B BEIOMCTBEHHBIM apxuB. BiaumopeiictBue cnyx0er IOV w
BEJIOMCTBEHHOTO apXuBa Mpu (POPMHUPOBAHUU OCHOBBI JIsi TIOCIEAYIOIIETO XpaHEHUs U
WCTOJIb30BaHMUsl JTOKYMEHTOB. EIMHCTBO opranuszanuu aokymeHtoB B JIOY wu B apxuse

OpraHu3anuu.

Paznen 3. UndopmaumonHoe olecnedeHue ynpaBJieHHUS

JlokyMeHTHpOBaHHAas HHGOpMaLMs KaK pecypc ynpaBJeHus

OOmast  xapakTepucThka HWHGPOPMAIIMOHHOTO  0OmiecTBa.  3aKOHOAATENbHAs |
HOpMaTHBHas 0a3a WHPOpPMANMOHHOTO oOectedeHus ympasieHus B P®. 3akon PO «0O6
nHpopmanuu, HOOPMAITMOHHBIX TEXHOJOTHUSAX U O 3aIIUTEe HHPOPMAIIHH.

Pony undopmanuu B ynpasnenuu. HMubopmanumonnsiii mpouecc. MubopMmanmonHas
cucrema. Knaccudpukanus nadopmanuu. CpoiictBa nnpopmarmu. Llenu, 3amaun u QyHKIMHA
WHPOPMAIIMOHHOTO  OOECIeYeHus]  YIpaBleHHs B  opraHm3auuu.  MHbopMmarmoHHas
HH(]pacTPyKTypa OpraHu3aIiy.

BHemHsis 1 BHyTpeHHsAS cpefa opranuzanuu. [loToku wHpOpMAMM M UX CTPYKTypa.
JIuHaMUYeCcKHe W CTaTUCTHYECKHUE  XAPAKTEPUCTHKH  TPOLECCOB  HMH(OPMAITMOHHBIX
B3aUMOJACHCTBUH W uH(OpManuoHHOTO  oOecmeueHus  pabouux  mecT. [lonsThe
MH(OPMALIMOHHOTO pecypca. AOGCONIOTHBIE, NeUCTBUTENbHBIE U (PAKTHUECKH YAOBIETBOPSEMBIC
uHpopmanroHHsle noTpedHocTH. CTpykTypa HWH(GOPMALMOHHBIX PECYpPCOB OpraHU3aIUil.
MecTto JOKYMEHTUPOBAaHHOH uWHpOpMAlMM B CHCTEME HWH(POPMALMOHHBIX PECYPCOB.
CoOTHOIIIEHNE TIOHATHI «TOKYMEHT» M «JIOKyMEHTHPOBAaHHAsI HH(OPMAIIHS».

ABTOMATH3HUPOBAHHBbIE CUCTEMbI HH()OPMAITMOHHOT0 00ecTeYeHUusIypPaBJIeHust

DOJNEeKTpOHHAs TOKYMEHTAalUs W €€ OTJIUYUTENIbHBIE XapaKTEPUCTHKHU. YTIpaBlieHHE
JOKyMEHTaIlMel B OpraHu3allusaX Ha BCEX CTAAMIX €ro >KU3HEHHOTo uukia. Hosble
MH(POPMAIIMOHHBIE TEXHOJIOTUU B YNPABICHUH M MPOOJIEMBI UX COMPSIKEHUS C KIACCHUYECKUMU
dbopmamu u Metogamu paboThl epcoHaa. OCHOBHBIE HANPABICHUSI U METOJbI aBTOMAaTH3AIL[UN

HNOY. Anamus PBIHKA U CUCTEMATU3ALIUA ABTOMATU3UPOBAHHBIX CUCTEM I10 pA3JIMYHBIM



KareropussiM ¥ (YHKIMOHATIBHBIM  XapaKTePUCTUKaM.  XapaKTepucTHKa  Hamboiee
pacnpoCTpaHEHHBIX aBTOMAaTU3UPOBAHHBIX CHCTEM.

Metonuka oOumeHKM M BbIOOpa  aBTOMATHU3UMPOBAHHBIX  CHCTEM  YIPABIICHUS
JOKYMEHTHPOBAaHHOM MH(OpMaIueil, ux pa3paboTKH U BHEAPEHUS

Ponp knaccupukaTopoB TEXHHUKO-3KOHOMHUYECKON M COLMaIbHOM HMH(OpPMaLUU U
CTaHJapTOB B MHPOPMALIMOHHOM 00ECTICUeHUH yIPaBICHUS

Ilenn u 3amaun  yHu(pUKaUM JOKyMEHTOB ympasieHus. HopmaruBhas 0aza
yHU(UKaIuu AOKyMeHTOB. HampaBneHus, NMpUHLUUOB U METOJbl YHU(PUKALUU ITOKYMEHTOB.
CuctemHass U MexcucteMHas yHubukanus. Llenn u 3amaum cos3nmaHus yHHU(DUIUPOBAHHBIX
CUCTEM JOKyMeHTauuu u ¢opM nokymeHTOB. Kiaccudukaiuss kKak yHUBEpPCAJIbHBIM METOJ
U3yYEHUs SIBICHUH OOBEKTUBHOW JEHCTBUTEIBHOCTH M KAaK OCHOBAa IIOCTPOCHMS CUCTEM
XpaHeHuss U 00paboTku mHpopmanuu. Mepapxudeckuil u (aceTHsIil MeTOAB! KiIaccuduKanuy,
UX NPEUMYIIECTBA U HEJOCTATKH.

KomupoBanme kak mpomecc mnpeoOpa3oBaHMsl [aHHBIX, HaIMpaBJICHHBIM Ha UX
IPUCIIOCOOJIEHNE K KaHAly NepeJadn JaHHBIX WM TEXHUYECKOMY YCTPOMCTBY HX mepepaboTKu
u xpaHeHus. Metoabl komupoBanus TOCH, ux mnpeumymiectBa W HexoctaTku. Kpurepuu
BbIOOpa MeTo10B KoaupoBanus TOCH.

3HaueHue MEXKIYHAPOMHBIX  Kiaccupukammii wHQOpMammu  JUIsi  oOecTieUeHUs
MH(POPMALIMOHHON COBMECTUMOCTH MH(OPMAIIMOHHBIX CUCTEM pa3HbIX cTpaH. Kiaccuduxanmn
uHpopManuu, pa3paboTaHHbIE IPYTMMU MEXIYHAPOAHBIMUA OPraHU3aLUSIMH.

3anaun u coctaB ECKK TOCH. Baxueiiline HOpMaTuBHO-METOAUYECKUE JOKYMEHTBI
no ECKK TOCH.

Kareropun knaccudukaropos TOCHU, ux cratyc, ocobenHHoctd u Mecto B HOVY.
BsaumonetictBue knaccupukatopoB TOCH pas3HbIX KaTeropuii npu ux ucnoyb3oBanuu B MOY.
Compsixkenne knaccudukaropos TOCU mexny coboit u ¢ YCJ. Bunmsl cTpykTyp MOCTpOCHUS
knaccudukaropoB TOCU. Oynkiuu knaccudukaropo TOCHU B UOY. Buasl nndopmanuu, mo
KOTOPBIM OCYIIECTBIISIETCS pa3paboTKa OOIIEepOCCHMCKUX KiaccudukatopoB. ['apMmoHU3aIms
OK TOCH ¢ mexayHapOAHBIMH KJIacCu(DUKAIUIMI HHPOPMAITUH.

HopmatuBHO-MeTOIMUECKHE JOKYMEHTHI 10 BHEApPEHHIO KiaccupukatopoB TICH.
Oprasbl, OCYIIECTBJIAIONME PYKOBOJICTBO U KOOPJAMHALMIO paboOT MO BHEIPEHUIO
kinaccudukaropos TOCH. HanpaBnenus npumeHenus kiaccudukaropo TOCHU B HOV.
Texnonorua BHeapenuss OK TOCHM B geilcTByromue aBTOMaTHU3UPOBAHHBIE — CHUCTEMBI
00pabOTKH JaHHBIX.

Crannaptusanuss M CTaHIApThl B MH(POPMALMOHHOM OOECIEUEHHM YNpPaBJIECHUS U UX

SHAYCHHUE JIA rapMOHHU3 Al pOCCI/II\/JICKI/IX U MCXKAYHAPOAHBIX I/IH(i)OpMaHI/IOHHBIX cucteMm. Ponb



MEXAYHapOAHBIX U FOCYIapCTBEHHBIX CTAHAAPTOB AJisl mocTpoeHus cuctem MOY.

6. IlepeueHb JOKYMEHTOB U MaTepHaI0B, KOTOPbIMH pa3peliaercs
N0J1b30BaThCS BHIMMYCKHUKY HA FOCY/IapCTBEHHOM JK3aMeHe:
- mporpamMma rocyJapCTBEHHOTO 3K3aMeHa;
- KOMIBIOTEp B HHPPACTPYKTYpa JOKATHHON CETH y4eOHOTr0 Kitacca;
- mporpamMmHoe o0OecredeHne, UCIOoIb3yeMOe MIPH MOATOTOBKE PEIICHUS YKAa3aHHOTO B

oumere IMPAKTUYCCKOr'o 3aaHus.

7. [lepevyeHs MaTEPHUAJIOB /ISl POBEIEHHS TOCYAAPCTBEHHOT0 JK3aMeHa

7.1. Ilo mucummune «Jlokymentoenenne» (OK-4, I1K-1, T1K-3, ITK-30):

1. Ha3zoBure  HOPMAaTUBHO-NIPABOBBIE  aKThl,  PErVIAMEHTUPYIOLUIME  MOPSAOK
COCTaBJIIEHUS! M OQOPMIICHUS JIOKYMEHTOB. VYKaXUTe TOJ U3JaHUA, JalWTe KpaTKYIo
xapakrepuctuky. (OK-4, ITK-1, I1K-3, I1K-30)

2. PaznoBumHoctu muceMm. TpeboBaHus K UX COCTaBICHHIO B odopmieHHo. [lopsmaok
oopMIIeHHs PEKBU3UTOB «HAMMEHOBAHHUE OpraHU3allMU - aBTOpa JOKYMEHTa» U «CIpPaBOYHbIE
JaHHbIE 00 OpraHU3allH - aBTOpE JOKyMeHTa». IIopsok opopMieHHS pPEeKBU3HMTA «aIpecaty.
AnpecoBaHue BHENTHUX B BHYTpeHHUX AokyMmeHTOB. (OK-4, I1K-1, T1K-3, IT1K-30)

3. Hudopmamusa. Knaccudukauus wunpopmauuu. Buner wunpopmammu. d3  «O
nepcoHanbHbIX qaHHbIX». (OK-4, T1K-1, I1K-3, [TK-30)

4. Tlonstus «yHuuKanus» € «CTaHAAPTU3ALUA» JOKYMEHTOB. Hampapnenus
yHU(PUKAUU U cTaHgapTusanuu gokymeHnTtos. (OK-4, I1K-1, TTIK-3, T1K-30)

5. TlommuuHuKM u kKonuu, BUIbl kKonuil. [lopsanok ynocroBepenus konuii. (OK-4, T1K-
1, I1IK-3, TIK-30)

6. Buner 6mankoB. TpeOoBanus KoHCTpyupoBaHus OnaHkoB. Ilonstue «dopmyssp
JIOKYMEHTay, «TUIOBOH (popmyiisip», «popmyisip-oopazeny. (OK-4, [IK-1, I1K-3, TTK-30)

7. Haiite ompeneneHue moHsATUIO «Perucrpamus gokymeHToB». ONUIINTE MpaBuUiia
perucTpanuu J0KyMeHTOB. Packpoiite mopsaok hopMupoBaHusi UHAEKCOB. PEKBU3HUTHI «qaTay U
«PETrHCTPAIOHHBIM HOMEp AoKyMeHTa». [lepedncnuTe peKBU3UTHI, B KOTOPBIE J1aTa BXOJIUT KaK
cocraBHas yacTh. (OK-4, I1K-1, T1K-3, TTIK-30)

8. Ilonarue yHHUPUIMPOBAHHOW CHUCTEMBI JOKyMeHTaruu. OCHOBHBIE OMNPEICIICHUS.
TpebGoBanus k yHuuimpoBanHeiM cuctemam aokymenTtamuu. (OK-4, I1K-1, T1K-3, TTIK-30)

9. TpeOoBanus Kk 0POPMICHUIO PEKBU3UTA «IOAMUCHY. OdopMileHHEe pPEeKBU3UTA
«OTTUCK meyaTtm». [IpaBmia K OQOPMIICHHIO PEKBU3UTA «PE3OJIONHs. 3HAYCHHE W TMOPSAIOK
oopmieHHs AeTOMPOU3BOICTBEHHBIX OTMETOK Ha okymenTe. (OK-4, ITIK-1, I1K-3, TTK-30)

10. JIokyMeHTOOOOpOT: TOHSATHE, CTPYKTypa, aHamu3. OO0BEM JOKYMEHTOOOOpOTa.
Anroput™m noarotoku gokymenta. (OK-4, ITK-1, T1K-3, TTIK-30)

11. Buapl opraHu3allMOHHO-PACTIOPAJUTEIBHBIX JIOKYMEHTOB, TpeOOBaHMA K HX
COCTaBJIEHUIO U 0popMiIeHHIO. JIOKYMEHTBI, CO3/laBaeMble B MpOIecce MOATOTOBKH COBEILIAHUH.
CocraBienue u opopmiieHHEe NPOTOKoa. TpeOoBaHUA K COCTABICHUIO U O(QOPMIICHUIO AKTOB.
(OK-4, TIK-1, I1K-3, TIK-30)

12. Jlaiite omnpeneneHus mnoHAtHio «Homenknarypa gem». Ilepeumciure BHIBI
HOMEHKJIATYp JIe U UX HazHadeHue. OMUIINTEe METOAUKY pa3paboTku HOMeHKIaTypsl aei. (OK-
4, I1K-1, TIK-3, TIK-30)

13. Jlaiite ompenenenne TmOHATHIO «JlokymeHnT». OOmmMe © 4YacTHbIE (QYHKIIUU
nokymenTta. (OK-4, I1K-1, T1K-3, TTIK-30)



14. TpebGoBaHUs K TEKCTY MOKyMeHTa. TpeOoBaHUS K 0(hOPMIICHUIO PEKBU3UTOB
«3aroJioBok» u «rpuinoxenus». (OK-4, I[TK-1, I1K-3, TIK-30)

7.2. Tlo mucruruinae «OpraHu3anyisi 1 TEXHOIOTHS TOKyMEHTAIIMOHHOTO 00eCIeYeHHSI
ynpasnenus» (OK-4, OIIK-3, TTIK-5, T1K-29, [1K-34)
1. OcHoBHble MexayHaponnble cranmaptel. (OK-4, OIIK-3, TIK-5, TTK-29,

[1K-34)

2. OCHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO OOECIeYeHUs YNpaBIeHYECKON
nesitensHOCTH. (OK-4, OINK-3, T1K-5, T1K-29, T1K-34)

3. Ornpenenure Ha3HAYCHUE TPEABAPUTEIHHOTO PACCMOTPEHHS JOKYMEHTOB.

HOpHI[OK corjiacoBaHusia nu YTBep)KILCHI/I}I I[OKyMCHTOB, BapI/IaHTI:I n HOpSIIIOK
odopmienns(OK-4, OTIK-3, TTK-5, TIK-29, TIK-34)

4. BuyTpennue u BHeuIHue MHPOpPMaLMOHHBIE TOTOKH opranuzauuu (OK-4,
OIIK-3, IIK-5, TIK-29, [1K-34)
S. MexnyHapoaHsie CTPYKTYPBI B obmactu CTaHIapTU3ALHH.

MexayHaponHasi cTaHzapTu3anus HWH(GOPMAIMOHHBIX IPOIECCOB M €€ poib B
uHpopmanmoHHoM obecrieuenuu ynpasienus (OK-4, OIIK-3, T1K-5, TIK-29, [1K-34).

6. Opranuzanust CiIy>kObl JTOKYMEHTALIMOHHOTO O0€CIeUeHUs! YIpaBICHUS
(OK-4, OIIK-3, I1K-5, TIK-29, I1K-34)

7. Opranmzanust  ToKymMeHTOoOOOpoTa.  Permcrpammss  TOKYMEHTOB |
OpraHu3aiys crupaBouyHo-uHpopmannoHHoro oociyxupanus (OK-4, OIIK-3, I1K-5, ITK-
29, I1K-34)

8. Konrtponp 3a cpokamu ucnoiaHenus nokymeHtoB (OK-4, OIIK-3, I1K-5,
[1K-29, [1K-34)

0. Opranuzanys 1eaonpon3BoacTBa o oopamennto rpaxaan (OK-4, OITK-

3, [IK-5, T1K-29, T1K-34)

10.  ®dopmupoBanue W xpaHeHwe naen B nenomnpousBogctse (OK-4, OIIK-3,
[TK-5, TIK-29, T1K-34)

11. Homenknarypa nen (OK-4, OIIK-3, ITIK-5, [1K-29, IT1K-34)

12.  Opranuzanys BEJOMCTBEHHOI'O XpaHEHUs! IOKyMEHTOB U 00ECIIeUeHne UX
coxpannoctH (OK-4, OIIK-3, TIK-5, T1K-29, T1K-34)

13. DKkcnepTusa HEHHOCTH JOKyMeHTOB B fenonpoussoacTtse (OK-4, OIIK-3,
[TK-5, TIK-29, T1K-34)

14.  HampaBiieHus COBEpIICHCTBOBAHUS JOKYMEHTALIMOHHOTO OOecTeueHus
ynpasienus (OK-4, OIIK-3, TTK-5, [1K-29, [1K-34)

7.3. Tlo mucumrmummae «WHPOpMAIIMOHHBIE TEXHOJOTUH B JOKYMEHTAIMOHHOM
obecnieuenuu ynpasieHus u apxuBHoM jaene» (OIIK-2, OIIK-3, OITK-4, OIIK-6, I1K-2)

1. HNndopmannonnoe obecrieueHue MH(POPMALIMOHHBIX CUCTEM
(npenbsiBisiemble TpeOoBaHus, BUbL, 3a1aun). (OIIK-2, OIIK-3, OIIK-4, OIIK-6, ITK-2)

2. [ToHsATHE >MEKTPOHHOTO JTOKYMEHTA M €ro 3HaueHHe B WH(HOPMAIMOHHOM
obecnieuenuu ynpasienus. (OI1K-2, OIIK-3, OIIK-4, OIIK-6, T1K-2)

3. DNeKTpOoHHAs MOJIMUCH U €€ 3HaUYeHHEe B WH(POPMAIMOHHOM O0ECIeYeHUN
ynpasieHus. 3akoH PO «O6 anexrponnoit moamucu». (OIIK-2, OTIK-3, OITK-4, OIIK-6,
[K-2)

4. PeiHOK  cHCcTeM  2JIEKTPOHHOTO  JTIOKyMeHTooOopora. OpraHuzammus

JNEKTPOHHOW CHCTEMBI YIpaBlIeHUs AOKyMeHTooOopoTroMm. Kpurepunm u QaxTopsr
BIMSIONINE HAa BBIOOP CHCTEMBI 3JEKTPOHHOTO aokymeHtoobopora. (OIIK-2, OIIK-3,
OIIK-4, OIIK-6, I1K-2)

5. KomupoBaHue  TEXHHKO-3KOHOMHYECKOH  WH(POpPMAIMU:  OCHOBHBIC
nousitus, meroasl. (OIIK-2, OIIK-3, OIIK-4, OIIK-6, [1K-2)



6. 3akoH P® «O0 wunHpopmanuu, HHOOPMAIMOHHBIX TEXHOJOTHUSX U O
3amute uH@opmarmm». (OIIK-2, OIIK-3, OIIK-4, OIIK-6, I1K-2)

7. OcHoBHble 00BeKkTHl aBTOMatu3anuu JIOY u apxXxuBHOrO Jena,
opraHu3zarus 31eKTpoHHOro nokyMmentoobopora (OIIK-2, OTIK-3, OITK-4, OIIK-6, T1K-
2)

8. OCHOBBI OpraHu3alus 3JIeKTPOHHOro JokyMeHToobopota B JIOY u A/l
(OIIK-2, OIIK-3, OIIK-4, OIIK-6, I1K-2)

9. ba3bl 1aHHBIX B MHPOPMALIMOHHOM 00€CIICUEHUH YIPABICHUS U apXUBHOM
nene. (OIIK-2, OIIK-3, OIIK-4, OIIK-6, I1K-2)

10.  IIpuxnagnoe nporpammuoe obecneuenue s AC JI0Y. (OIIK-2, OIIK-3,
OIIK-4, OIIK-6, I1K-2)

11.  TIpuxnagHoe nporpammHoe obecnieuenue aiust AAT. (OIIK-2, OIIK-3,
OIIK-4, OIIK-6, I1K-2)

12.  VIHTepHEeT-TeXHOJIOTUU U HH(POPMALIMOHHBIE PECYPCHI, UCTIONb3YEMbIE B
JOYV. (OIIK-2, OIIK-3, OIIK-4, OIIK-6, ITK-2)

13.  VIHTepHEeT-TeXHOJIOTUU U MH(POPMALIMOHHBIE PECYPCHI, UCTIONb3YEMbIE B
apxusHoM zene. (OIIK-2, OIIK-3, OIIK-4, OIIK-6, I1K-2)

14.  VYnpaBneHue OOCTYNIOM M TEXHOJOTHS  XPAHEHUS  BJIEKTPOHHBIX
nokymenToB. (OIIK-2, OTIK-3, OIIK-4, OIIK-6, I1K-2)

7.4. TlepeueHb MPaKTUYECKHUX 3aIaHUM JIJIs1 IPOBEICHUSI TOCYIapPCTBEHHOTO SK3aMEHa:
(OIIK-1, TIK-31, TIK-32)

1. Haiinure omm6xu B opopmiiennn pacnopsbxenus (OIIK-1, ITK-31, TTIK-
32)

2. Onpenenure, Kakue OMMUOKHA OBLIH TOMYIICHBI IPU BHECEHUHU B TPYAOBYIO
KHIDKKY 3aIlich 00 YBOJIBHEHUH U TIOKaxuTe ee nmpaBmibHbIA BapuaHT (OI1K-1, TTIK-31,
[1K-32)

3. Haiinure ommOKu, TOMyIeHHBIE TTPH 3aMIOJITHEHUH IPYUBEICHHOTO HIKE
TUTYJIBHOTO JicTa TpyaoBou kamxku (OITK-1, ITK-31, TIK-32)

4. Haiinure ommoOku, nonyimeHHbIe B 0)OPMIICHHH TOKIATHOW 3aITUCKH

(OIIK-1, ITK-31, [1K-32)
5. Cdhopmuposats b1 CO/1 (OIIK-1, TTK-31, [1K-32)
6. 3apeructpuponatb 1okyMeHThl B COJI (OIIK-1, I1K-31, T1K-32)

7. Haiigure ommbku, nonyuieHHble B opopMieHuu aemnoBoro nucbma (OITK-
1, I1K-31, I[1IK-32)

8. Haiigure ommbku, nonyueHHsle B opopmienun npukasa (OIIK-1, ITK-31,
[1K-32)

0. CocraBbte 1 ohopmute o0bsicauTensuyto 3anucky (OIIK-1, TIK-31, T1K-
32)

10.  Haiinute ommbOKu, JOMYIIEHHbIE B O)OPMIICHUH BBITUCKU U3 MPOTOKOJIA
(OIIK-1, ITK-31, [TIK-32)

11.  Haiinute ommbku, nonyuiennsie B opopmienuu cnpasku (OIIK-1, I1K-31,
[1K-32)

12.  Haiinute ommOKu, JONMYIIEHHbIE IPU cocTaBieHuu nporokoia (OIIK-1,
I1K-31, [IK-32)

13.  Haiigure ommOKM, [OMYyIIEHHBIE IPU COCTABICHUM aKTa pPabOThI
KOMMCCHH TI0 331aHHOMY pabouemy Bonpocy (OIIK-1, ITK-31, I1K-32)

14.  PaspaboraiiTe npuMepHyI0 HOMEHKJIATYpYy A€ yueOHOro noapaszieneHus

(xadenpsr) (OIIK-1, ITIK-31, TTIK-32)



8. Opranusanus rocyJapcTBeHHOI0 IK3aMeHa U PadoThbl IK3aMEeHAIIMOHHOW KOMMCCUM

8.1 Opranuzaius TocyJapCTBEHHOTO SK3aMEHa

['ocynapcTBeHHBIN SK3aMEH MTPOBOAMTCS B YCTHOU (opme 1o Omneram. [Ipu moaroroske
OWJIETOB  MCHOJB3YIOTCA  SK3aMEHAIMOHHbIE  MaTepuaibl, pa3paboTaHHbIE  BEAYIIMMH
crieranucTaMu Kadeapsl.

Ha nonroroBky k orBeTy oTBOAMTCA HE MeHee 40 MUHYT, a Ha OTBET 110 30 MUHYT.

8.2 Opranuzarust paboThI 3K3aMEHAITMOHHOW KOMHUCCHU

8.2.1 T'ocymapCTBEHHBIN HK3aME€H OpPraHu3yeT W MPOBOJUT TOCYyAapCTBEHHAs
9K3aMEHAallMOHHAsA KOMHUCCHS.

CocTaB ’K3aMEHAllMOHHOM KOMHCCHM YTBEP)KIAETCs MPUKA30M PEKTOPA YHUBEPCUTETA.
[Ipencenarens  PK3aMEHAlMOHHOM  KOMHMCCHUM  SBJISIETCS  3aMECTUTEIEM  MpelcenaTens
rOCyJIapCTBEHHOW 3K3aMEHALMOHHOW KOMUCCHH.

8.2.2 Pemenue 5K3aMEHAllMOHHOM KOMHCCHUM O pe3yJibTaTaX TIoOCYJapCTBEHHOIO
9K3aMeHa MPUHHMMAETCS Ha 3aKPbITOM 3aCE€JaHUU TMPOCTHIM OOJILUIMHCTBOM TOJOCOB YJIEHOB
KOMHUCCHUH, YYaCTBYIOIIMX B 3acelaHuU, MpH o00sA3aTeNbHOM MPHUCYTCTBUH TMpeacenaTens
9K3aMEHAUMOHHOW Komuccud. [Ipy paBHOM 4Yucie rojocoB MpeaceaaTesib 3K3aMEHALMOHHON
KOMHCCHH 00JIaaeT MPaBOM PEUIAOIIETO Tojoca.

8.2.3 Dk3ameHAIOHHAsT KOMHUCCUS OQOpPMIISIET pe3ylbTaThl TOCYJApPCTBEHHOTO
9K3aMEHa B YCTAaHOBJICHHOM Topsiake B hopme mpoTtokona ([Ipunoxenue 1).

8.2.4 OObsaBIeHHE pe3ydbTaTOB TOCYJApCTBEHHOTO 53K3aMEHa JSK3aMEHAI[MOHHAs
KOMUCCHSI TOBOJUT J0 aTTECTYEMOIO B JE€Hb C/Jayd dK3aMeHa Iocje OQOopMIIEHHs MPOTOKOIa,
MTOAMMCAHHOr0 MPEICENATENEM TOCYIAPCTBEHHON YK3aMEHAIMOHHON KOMUCCUHU
(ITpunoxenwue 1).

9. IlopsiIOK OLlEHKH Pe3yJIbTATOB IOCYJaPCTBEHHOI0 IK3aMeHa

9.1. Pe3yabTaThl 0OCBOCHHS 00pPa30BATEJIbHOI IPOrPAMMBI

Tab6muna 1
PesyabTaTtsl Ilepeyens MIAHUPYEMBIX Pe3yJIbTATOB
0CBOCHUsI 00pPa30BaTeILHOM 110 UTOI'aM NPOXO0KACHHS NPAKTUKH
NPOrpaMMbl (6 yenax opmuposanus Ha36aAHHOU KOMNEMEHYUU)

Z[OJ'DKCH 3HaTh: OCHOBBI (I)I/IJ'IOCO(l)I/II/I METOAOJIOTHIO IMTO3HAHUA MMOJIATHYECKOHN
PCAJILHOCTU; UCTOPHIO U (I)I/IJ'IOCO(l)I/IIO HayKH, TCOPUIO U METOHAO0JIOTUIO

OK-1 CIIOCOOHOCTBIO
HAyYHOT'O TIO3HAHHSI.
UCIIOJIB30BAaTh OCHOBBI .
. YMeTh: HCIOJIb30BaTh OCHOBBI (PUIIOCOPCKUX 3HAHUH JUIsl (POPMUPOBAHUS
¢mnocodckux  3HAHWHA A .
MHPOBO33pPEHYECKOHN MTO3ULIUH
(dopmupoBaHUs

BrnaneTs: HAaBBHIKOM M YMEHHSIMU B YIPABJICHHN KOJUIEKTHBOM; METOIAMH
OLICHKH Ka4eCTBa PE3yJIbTAaTOB JIATEIBHOCTH; CIIOCOOHOCTHIO K JIEIOBBIM
KOMMYHUKAIISIM ITPOo(eCCHOHATBHOM cdepe.

MHPOBO33PEHUYECKOM O3ULIUN

OK-2¢rmoco0HOCTRIO 3HaTh: MOHATUHHBIN anmapaT UCTOYHUKOBEACHHUS B €r0 IEIOCTHOCTH;
aHAJIM3APOBATh OCHOBHBIC | OCHOBHBIC METOHOJIOTHICCKHE TPUHIIHUITHI aHATN3a HCTOPUIECKOTO
9Tanbl M 3aKOHOMEPHOCTH | MCTOYHMKA; ClieNU(UKY HCIIOIh30BAHUS B UCTOUHHKOBEIIECKOM aHAIIN3E




HCTOPHUYECKOTO pasBUTHSI
oOmiectBa aist popMUpOBaHUS
rpak1aHCKOM MO3ULUHU

UCTOPHUYECKHX, PUIOCOPCKUX U OOLIEHAYYHBIX TPUHIIMIIOB, METOIOB,
HOXOJIOB; OCHOBHBIE TEH/ICHIIMHU Pa3BUTHUSI COBPEMEHHOW TEOPHH U ITPAKTHKH
UCTOYHHKOBEICHUSI.

YMeTh: HCIOJIB30BaTh OCHOBBI (PUIIOCOPCKUX 3HAHUH JUIs (POPMHUPOBAHUS
MHPOBO33pPEHYECKOHN MTO3ULIUH

Brnaners : mpremMaMyu HCTOYHMKOBEIYECKOTO aHAIN3a; OTaBasi IPHOPUTETH
HHTEPIPETALUH HCTOPHYECKOTO HCTOYHUKA; OCHOBHBIMH IIPHEMaMH paboThI ¢
OCHOBHBIMH BHJaMH HCTOPUYSCKUX HCTOYHHUKOB.

3HaTh: TCOPECTUYCCKHUE OCHOBLI OpraHru3aliun yrpaBJIC€HUs U SKOHOMUKU

OK-3 CIIOCOOHOCTBIO | apXMBHBIX YUPEKICHHMI;
UCIIOJIb30BATh OCHOBBEI | YMETh: HCIOJIb30BATh OCHOBBI SKOHOMUYECKHMX 3HAHHUH B Pa3lIMuHbIX chepax
SKOHOMHYECKMX 3HAaHMH B | JeATEIbHOCTU
Pa3IHYHBIX cdepax | Buamers: MeTomaMu pa3pabOTKH JIOKAIBHBIX HOPMATUBHBIX aKTOB,
JIeSITENIEHOCTH HOPMAaTHBHO-METOIMYECKHX, TJIAHOBBIX, OTYETHBIX JTOKYMEHTOB.
OK-4 CHOCOOHOCTBIO | 3HATh: TEOPETUYECKUE MPABOBBIE OCHOBBI OPraHU3AIMH YIIPABICHUS
UCIIOJIBb30BATh OCHOBBI | YUpPEXICHUIL;
IIPaBOBBIX 3HAHUH B YMeTh: HCIOJIB30BATH TPABOBHIC OCHOBBI B Pa3JIMUHBIX Cepax NesaTeIbHOCTH
Pa3INYHBIX cdepax | Bnagers: MeTogamu pa3paboTKH JIOKATBHBIX HOPMAaTHBHBIX aKTOB,
JIeSITENbHOCTH HOPMAaTHBHO-METOIMUYECKHX, TFIAHOBBIX, OTYETHBIX JIOKYMEHTOB.
JlomkeH 3HaTh: HOPMBI YCTHOTO U IIHCBbMEHHOTO JIUTEPATypHOTO SI3bIKa,
0COOEHHOCTH ¥ OCHOBHBIE CPEJICTBA O(HINAIBHO- AEJIOBOT0 CTHIIS PYCCKOTO
OK-5 CIOCOOHOCTBIO K | JIUTEpaTypHOTO S3bIKA; OCHOBHBIE TPEOOBaHMS K KOMMYHHKALIUH B IEJIOBOI

KOMMYHUKALIMU B YCTHOH U
MMUCbMEHHOM hopmax Ha
PYCCKOM M HMHOCTPaHHOM
SI3BIKAX JUIS PEIICHUS 3319
MEXITUYHOCTHOT'O 51
MEXKYIBTYPHOTO
B3aHMOJCHCTBHS

cpejie, a Tak)Ke OCHOBHbBIC 0COOSHHOCTH TAKHX BHUIOB JIEIOBOTO OOIICHNUS, KAK
JISTIOBOE COBEII[aHuE, JeIoBas Oecena, Tene(OHHBINA pa3roBop, MePeroBopsI
YMETh: TPAMOTHO COCTABIISITh JIOKY- MEHTBI C y4ETOM JINTEPATyPHOH HOPMBI U
0COOCHHOCTE CTUIIS; MOJATOTOBUTH M IPOBECTH JIFO00 BUJI IEIOBOTO
o01IeHs

BJIJIETh: CIIOCOOHOCTHIO K KOMMYHHKAI[MK B YCTHOM M MUCbMEHHOU (hopmax
Ha pyCCKOM nu I/IHOCTpaHHOM SA3bIKAX JId pemeHMa 3a1a4 MCKJIMYHOCTHOI'O U
MEKKYJIbTYPHOTO B3aUMOJIEUCTBUS

OK-6 crioco6HOCTEIO paboTaTh
B KOJUICKTHBE, TOJEPAHTHO
BOCHPHHUMAs  COLMAJIBHBIC,
ITHHYECKHE,
KOH(ECCHOHATbHEIC "
KYJIbTYPHBIC Pa3IHIust

3HaTh: CYIIHOCTb, JIOTUKY, THIIbI, 0COOCHHOCTH U JMHAMHKY MOJICIICH
OpPraHU3allMOHHOTO NOBEJECHUS.

YMeTh: aHAIU3UPOBATh OCHOBHBIE ATAIbl M 3aKOHOMEPHOCTH UCTOPUUECKOTO
pa3BuTHs 00IecTBa I POPMUPOBAHUS TPAXKTAHCKON MTO3UIIH

BiianeTs: HaBbIKaMM Kau€CTBEHHOT'O aHAJIN3a YPOBHS Pa3BUTHS, COCTOSTHUS U
JIMHAMHKHW KOJUICKTHBOB, a TAK)KE MOBEJICHUYECKUX M COLUATIBHBIX MaTOJOTUM.

3HaTh: CYIIHOCTb, JIOTUKY, THIIBI, 0COOCHHOCTH U JMHAMHUKY MOJICIICH

OK-7 CHOCOOHOCTBIO K | OpraHM3allMOHHOI0 OBECHUS.

caMoOpraHu3aluu U | YMeTb: pemarh BOIIPOCHl CaMOOPraHU3alli U caMo00pa3oBaHus
camMo00pa30BaHHIO Brnaners: ciocoOHOCTEIO K caMOOPTraHHU3aIMK M CaMO0OPa30BaHHIO
OK-8 CHOCOOHOCTBIO

UCIIONL30BAaTh ~ METOALI M | 3HATh: METOIBI U CPENCTBA (PU3NUECKON KYJIBTYPhI

cpencTsa (usuueckol | YMeThb: IPUMEHATh HA IPAKTUKU Pa3IMYHBIE OTH METO/bI

KyJObTYyphl s obecrieuenus | BianeTs: ciocoOHOCTBIO HCIIONIB30BAaTh METO/IBI U CPEACTBA (PU3UUECKOH
TIOJTHOLIEHHOH COLMaIbHON 1 KyJbTYpPBI 715l 00€CIIeUeHHUS MTOTHOLCHHOH COLManbHON U MPpodecCHOHANBHOM
npodeccHOHaNBHOM JeITEIIbHOCTH

JIeSITENEHOCTH

OK-9 TOTOBHOCTBIO

MIOJTb30BATHCS OCHOBHBIMH | 3HAaTh: METOJIbI 3AIUTHI IPOU3BOJICTBEHHOT0 IIEpcCoHala

METOAaMH 3alINUTHI YMeTh: MPUMEHATH HAa IPAKTUKE METO/AbI 3alllUThl TPOU3BOACTBEHHOI'O
HPOU3BOACTBEHHOTI'O nepcoHaa

NepcoHala U HaCeJICHUsl OT
BO3MOYKHBIX IIOCJIEICTBHI
aBapwuii, Karactpod,
CTUXUIHBIX O€ICTBUI

Bnanets: roTOBHOCTBIO MOJIB30BAThCSl OCHOBHBIMU METOIaMH 3aIIUThHI
MPOM3BOJICTBEHHOTO MEPCOHAla U HACEJICHUs OT BO3MOKHBIX ITOCIICICTBUI
aBapyii, KaTacTpod, CTUXUHHBIX OeJCTBUIA

OK-10  cmocobGHOCTRIO K
UCIIOIb30BAHHIO OCHOBHBIX
METOJIOB, CHOCOOOB M CPEJICTB

3HaTh: METOMBI U CIIOCOOBI TIOIy4EHUs, XpaHEHNUs, TepepaboTK nHPOpMaLUu
MyTEM UCIIOJIb30BaHHsI HOBBIX MH(DOPMALIMOHHBIX TEXHOJIOTHit
YMeTh: UCIOJIB30BATh 3TH METOJIbI HA MIPAKTHKE




IOy 4YEHHs], XpaHeHwus],
nepepaboTku HHPOPMaLH

BrageTs: ciocOOHOCTBIO K UCIIONB30BaHUIO OCHOBHBIX METOJIOB, CIIOCOO0B U
CPEJ/ICTB IOJy4eHHsI, XpaHEeHUs, nepepaboTKU HHPOPMAIUU

OK-11 CHOCOOHOCTBIO
YBOKHUTEIBHO U OepexHO
OTHOCHUTBCSI K HUCTOPHYCCKOMY

3HaTh: OCHOBHBIE COOBITHSA U Ipouecchl OTeYeCTBEHHON HCTOPUH,
0CO3HaBaTh PoJIb U MecTo Poccuu B HCTOpUHM 4eTI0BEYECTBA U B COBPEMEHHOM
MHpE

YMeTb: aHaIM3UPOBaTh OCHOBHBIE 3TAlbl U 3aKOHOMEPHOCTU HCTOPUIECKOTO

HAacIeOUI0 W KyJIbTYpHBIM | pa3BUTHs 00LIeCTBA il HOPMHUPOBAHHUS TPaXKIAHCKON TTO3UIINU
TPATULIUSIM Brnanets: ciocOOHOCTHIO YBAXKUTEIBHO U OEPEKHO OTHOCUTHCS K
HCTOPUYECKOMY HACIICANIO M KYJIbTYPHBIM TPAJUIHAM
3HaTh: METOJIbI M criocoOnl JJOY
OIIK-1 CIOCOOHOCTBIO | YMETh: MCIIOJIb30BaHKUE 3THX METOI0B Ha MMPAKTHKE B CBOSH
UCIIONIB30BAaTh TEOPETUYECKHE | Mpo(ecCHOHAIBLHOM NesTeIbHOCTH
3HaHUS u MeToJbl | Bianetsh; ciocOOHOCThIO HCITOB30BATh TCOPETUUCCKUE 3HAHUS U METOIBI

HCCJIICAOBAHNA Ha IPAKTHUKC

HCCIICJOBaHU Ha IPAKTUKE

OIIK-2

BitageTp 6230BBIMH 3HAHHSAMH
B 00acTi HH(MOPMAITHOHHBIX
TEXHOJIOTHH (IIporpaMMHbIe
HPOJYKTHI, HCIIOJIb3YEMBIE B
YIIPaBJICHUH JOKYMEHTaMH,
CHCTEMBI JJICKTPOHHOT'O
JIOKYMEHTO000pOoTa,
TEXHOJIOTUU CKaHUPOBAHMUS
JTOKYMEHTOB)

3HaTh: METOJIBI ¥ CLIOCOOBI PA0OTHI ¢ TEXHOTPOHHBIMU JOKyMeHTamu, CO/1,
JJIEKTPOHHBIMU apXHBAMHU

YMeTh: NpUMeHsATh HHPOpMaMOHHBIE TexHoIoruH B JJOY U apxuBHOM Jjiene
Bnaners: 6a30BbIMU 3HAHUSIMU B 00J1aCTH MH(OPMAITOHHBIX TEXHOJIOTHH
(mporpaMMHbIE IPOYKTHI, HCIIOJIb3yEMBIC B YIIPABICHUH JOKYMEHTaMH,
CHCTEMBI SJIEKTPOHHOT'O JOKYMEHT0000POTa, TEXHOJIOTHH CKAaHUPOBaHHS
JIOKYMEHTOB)

OIIK-3 BinageHueM 0a30BLEIMU
3HAHUSIMH ~ CHUCTEM  OpPraHOB
roCyJapCTBEHHOM u
MYHHIIUTIATBHON BIIACTH

3HaTh: METOMBI U CIIOCOOBI paObOTHI OPraHOB TOCYAAPCTBEHHOW BIACTH
YMeTh: MPUMEHSATH 3TH crIocoObI U TexHooruu B JIOY u apxuBHOM ferne
Bnamers: 0a30BBIMU 3HAHUSAMU B 00JIACTH TOCYAaPCTBEHHOTO U
MYHHIIUTIATBEHOTO YIIPABICHHS

OIIK- 4

Bnanets HaBBIKaMU
HCIOJIb30BAHUS
KOMIIBIOTEPHOH ~TEXHHKH U
nH(POPMAMOHHBIX
TEXHOJIOTHH B TIOUCKE

HCTOYHUKOB W JIATEPATyPBI,
HCIIOJIb30BaHMH IPABOBBIX 0a3
JAHHBIX, COCTaBJICHUH
oubmmorpaduueckux u
ApXUBHBIX 0030pOB

3HaTh: METO/IbI U CIIOCOOBI pabOTHI C TEXHOTPOHHBIMH ToKyMeHTaMu, COJI,
3JIEKTPOHHBIMU apXHUBaMU

YMeTh: mpuUMEHAITh HHPOPMaMOHHBIC TexHOJIorHd B JJOY 1 apXuBHOM [ieie
BiiageTs: HaBBIKAMH UCIIOJIB30BAHUS KOMITBIOTEPHON TEXHUKH U
WH(POPMAIMOHHBIX TEXHOJIOTUH B IMIOMCKE HCTOYHUKOB M JTUTEPATYPHI,
HCTIOJIH30BAHUH TIPABOBEIX 0a3 JaHHBIX, COCTABICHUN OMOIHOTpadUIeCKUX U
ApXUBHBIX 0030pOB

OIIK-5 BnameHueM 3HaHUSIMH
B obmnactn MIPaBHI
My ONMUKAN UCTOPUICCKUX
HCTOYHUKOB W OIIEPATUBHOTO
W3JaHHS JOKYMECHTOB

3HaTh: METOMBI U CIIOCOOBI paO0OTHI C UCTOPHYCCKIMH UCTOYHUKAMU
YMeTb: NpUMEHATh 3TH npaBuia U MeTobiB JJOY u apxuBHOM Jeie
Brnaiers: 3HAaHUAMU B 00JIACTH TPABIIT ITyOJIMKAITUH UCTOPHUYCCKIX
HMCTOYHHUKOB M OTICPATHBHOTO U3JJaHHUS JOKYMECHTOB

OIIK-6 3HaTh: METOJIBI M CIIOCOOBI PA0OTHI C TEXHOTPOHHBIMU OKyMeHTamu, CO/1,
CIIOCOOHOCTBIO penIaTh | 3JeKTPOHHBIMH apXUBAMH

CTaHAApTHBIC 3aa9d | YMeTb: IPUMEHATh HH(pOpMalMOHHbIe TexHonoruu B JJOY u apXuBHOM Jene
npodeccuoHanbHOM BraneTs: ciocoOHOCTBIO pelIaTh CTaHAapTHBIE 3aa4y IPOPeCcCUOHaIbHOI
JEATENEHOCTH  HA  OCHOBE | JSSTENILHOCTH Ha OCHOBE MH(OPMAIIMOHHOM 1 OUOIHOrpaduueckon KyJIbTyphl
uH(OPMALIMOHHON U | C IPUMEHEHUEM HH()OPMAIHOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHHI H C
6ubnmorpaduaeckont Y4ETOM OCHOBHBIX TpeOOBaHMI HH(OPMALIMOHHON OE30TTaCHOCTH

KyJIbTypbl C TpPHMCHCHHEM

HHPOPMAIIIOHHO-

KOMMYHHKAIIHOHHBIX

TEXHOJOTUH M C  y4eTOM

OCHOBHBIX TpeOoBaHMii

nH(OPMAIMOHHON

0e30I1acHOCTU

[K-1 CcrocoOHOCTRIO | 3HATH: HAYYHBIE METOIBI TO3HAHUS




NPUMEHSATh HAYYHBIE METOJIbI
IIPU UCCJEIOBAaHUM OOBEKTOB

YMeTh: BbIZIC/IATH 00BEKTEI nucciegoBaHud U MPUMEHATH K HUM
COOTBETCTBYIOIIUEC METOAbI TIO3HAHUA

npodeccHoHaNbHON Bnaners: ciocoOHOCTBIO IPUMEHSTh Hay4YHbIE METO/IbI IIPH HCCIIEA0BAHUH
JIEATEIbHOCTU 00BEKTOB IPO(heCCHOHAIBHOM e TeIbHOCTH

I1K-2 BnaneHreM ocHOBaMHU 3HaTh: METO/IBI ¥ MIOJXO/IbI K ITPOBEICHUIO HH(POPMAIIMOHHO-aHATUTHYECKOH
UH(OpPMaIMOHHO- JIeSATENBHOCTH

aHAITUTUYECKON JACATCIbHOCTHU
1 CIIOCOOHOCTBIO IMPUMCHATH

VMeTs: MPUMCHATHL UX Ha IPAKTUKE
Bnaz[eT},: OCHOBaMH I/IH(l)OpMaIII/IOHHO-aHaJ'IPITPI‘IeCKOﬁ JACATCIBbHOCTHU U

nX B TNpodecCHOHAIBLHON | CIIOCOOHOCTBHIO IPHUMEHSTH UX B podeccroHanbHOI chepe

ctepe

I1IK-3 BnagenueM 3HaHMsMH | 3HATh: COBPEMEHHBIE TCHICHIMH B 00JIaCTH JOKYMEHTOBEICHUS U

OCHOBHBIX NPO0OJIeM B O0JIaCTH | apXMBOBEAECHUS

JIOKyMEHTOBEICHHS u | YMETb: OLICHUBATh TOCIEICTBUS N3MEHEHUS BHYTPEHHEH U BHEIIHEH Cpeibl

apXMBOBEJICHUS BiageTs: 3HAHUAMH OCHOBHBIX IIPOOJIEM B 00JIACTH JOKYMEHTOBEICHUS U
apXUBOBEICHUS

I1K-4 CHOCOOHOCTBIO | 3HATh: OCHOBBI PA0OTHI C Pa3IMYHBIMU HCTOYHUKAMHU HHPOPMAIIUU

CaMoCTOATENILHO paboTaTh ¢ | YMeThb: 0TOMPATh HHPOPMAIHMIO 110 ITpodiieMe, NPOBOIUTH €€ aHAIN3 U

pa3JIMIHbIMHA HUCTOYHHUKaAMHU CTPOHUTH HAa €ro OCHOBE JIOTUYCCKNUE BHIBOAbI

nHpopMannu Brnaners: criocoGHOCTEIO CaMOCTOSITENBHO PAOOTATh C Pa3IMIHBIMU
HCTOYHHMKAaMHU HHPOPMAIMU

[IK-5 BIaJeHUEeM | 3HaTh: METObI YIIPABIICHUS, NPUMEHsIeMble B MH(OPMAIIMOHHO-

TEHICHIUSIMH pasBUTHA | NTOKYMEHTALMOHHOM AEATEIbHOCTH U apXUBHOM JIejie

NH(OPMAIMOHHO- YMeTh: yCcTaHaBIMBATh TEHACHIIMH PAa3BUTHS

JIOKyMEHTAallOHHOI'O U | BnameTh TeHACHIMAMU Pa3BUTHS HH()OPMAIIOHHO-TOKYMEHTAIIMOHHOTO U

obecrieueHust YIpaBICHUA | oOecriedeHus yIpaBiIeHHst apXUBHOTO Jiesia

APXUBHOTO JieNa

T1IK-6 CIOCOOHOCTBIO | 3HATH: METOJ] IKCIICPTHBIA OLICHKU

aHAJIM3MPOBATh CHUTYalMI0 Ha | YMeTh: IPUMEHSTD ero Ha IpaKTHKe

pBIHKE MHQOPMALMOHHBIX | BiaseTh cHOCOOHOCTBIO aHATIM3UPOBATh CUTYAIMIO Ha PHIHKE

MPOXYKTOB W YCIYr, AaBaTh | MH(OOPMALMOHHBIX IPOJYKTOB U YCIIYT, 1aBaTh IKCIIEPTHYIO OLICHKY

9KCIIEPTHYIO OLICHKY | COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO JOKYMEHTOO00POTA 1 BEICHUS

COBPEMEHHBIM CHCTEMaM | BJIEKTPOHHOT'O apXUBa

3JIEKTPOHHOT'O

JIOKyMEHTO000pOTa 1 BEICHHS
IEKTPOHHOTO apXHBa

IK-7 CIIOCOOHOCTBIO
OLICHHUBATh HUCTOPUIO u
COBPEMEHHOE COCTOSIHHE
3apyOeKHOTO OITBITA

yopaBJiCHHUd JOKYMCHTaAMU U
OpraHn3any X XpaHCHUs

3HaTh: UCTOPHIO 3apyOexHoro omnbiTa JOY

YMeTh: aHATM3UPOBATh 3apyOCIKHBIN OIBIT

Brnanets criocoOHOCTBIO OLEHUBATh HCTOPUIO H COBPEMEHHOE COCTOSIHUE
3apyOeIKHOTO OIBITA YIIPABICHHS JOKYMCHTAMH M OPTaHU3AIMK UX XPAHCHUS

I1K-8 CIOCOOHOCTBIO | 3HATh: METOJIbI POBEICHHS IKCIIEPTHU3bI LICHHOCTH JOKYMEHTa
aHaIU3UPOBATh LEHHOCTh | YMETh: UCIIOJIb30BATh ITH 3HAHUS HA IPAKTHUKE

JIOKYMEHTOB C 1eNbl0 UuX | Bianers criocoOHOCTHIO aHAM3UPOBATh IEHHOCTh JOKYMEHTOB C LIENBI0O HX
XpaHeHHs XpaHeHHsI

T1K-9 BnagenneM HaBLIKAMH
COCTaBJICHUS

3HaTh: METOAMKY MPOBEACHUS OnONIHorpadguyeckux 0630poB
YMeTh: coCTaBIsITh TEKCTHI OMOIHOrpaduueckux 0030poB

6ubnmorpaduueckux n | Bragers HaBbIKaMu cocTaBiieHHs: ONOIMOTrpaMuecKuX U apXUBHBIX 0030pOB
apXUBHBIX 0030pOB

TIK-10 BJIaZICHHEM | 3HATh: METOJbI CO3/IaHUS CIIPABOYHO-UH(GOPMAIIMOHHBIX CPEJICTB K
NPUHOMIAMH W METOJAMH | JIOKYMEHTaM

CO3J1aHus CIPaBOYHO- | YMETh: UCIIOJIb30BATh UX Ha MPAKTHKE

MH()OPMAIMOHHBIX CPENICTB K
JIOKYMEHTaM

BJ'IaZ[CTL MMPpUHIUIIAMHA 1 METOJAaMU CO3JaHUL CHpaBO‘-IHO-I/IHq)OpMaIII/IOHHLIX
CpCACTB K JOKYMCHTaM

IIK-11 BimageHneM HaBBIKAMHU

3HaTh: METO/IbI pehepHpPOBAHHS 1 AHHOTUPOBAHUSI

pedepupoBaHus U | YMETb: OCYIIECTBIATh PEAAKTOPCKYIO paboTy

aHHOTHPOBAHUS Hay4yHOU | BianmeTp HaBbikaMu peepupOBaHUs U AaHHOTHPOBAHUS HAYYHOU JINTEPATYPHI,
JIUTEPATyPHI, HAaBBIKAMH | HaBBIKAMH PEAAKTOPCKOI pabOThI

PEIaKTOPCKOM PabOTHI

IK-12 CIIOCOOHOCTBLIO | 3HATh: THIOJIOTHIO My OIMKAIIHiA

BBISIBIISITH u orbupars | YMeTb: 0OTOMpaTh JOKYMEHTHI s Iy OIuKalii

JOKYMCHTBI JJIs1 pa3HbIX THIIOB

Bnaz[eT}, CIIOCOOHOCTEIO BEISBIIATE U OT6I/IpaTI) JOKYMCHTBI IS pa3HbIX TUIIOB




1 BUJIOB ITyOJIMKaid

Y BUJIOB ITyOJIMKAIUi

IIK-13 cmocoOHOCTBIO BECTH
HAYYHO-METOIUYECKYIO PaboTy
B TrOCYAApCTBEHHBIX,
MYHUIIUTATBHBIX aPXUBAX U
apXMBax OpraHu3aluil

3HaTh: MOJXO/bI K IPOBEJICHUIO HAYYHO-UCCIIE0BATEIbCKOM PabOThI,
crannaptsl HP

YMeTh: MOATO0TaBJIMBATh HAYYHBIC OTYETHI

Bragets cmocoOHOCTBIO BECTH HAYYHO-METOIUYECKYIO paboTy B
TOCYZapCTBEHHBIX, MYHULIUNAIbHBIX aPXUBaX M apXMBaX OpraHU3alui

ITK-29 CHOCOOHOCTBIO | 3HATh: METOIBI M CITOCOOBI PabOTHI ¢ TEXHOTPOHHBIMH JoKyMeHTamu, CO/l,
co3aaBaTh U BECTU CHUCTEMBI QJICKTPOHHBIMH apXHUBaMH

JOKYMEHTALMOHHOTO YMeTh: IpUMeHsATh HHPOpMaIMOHHBIE TexHoIoruH B JJOY U apxuBHOM jiene
oOecricueHsl YIIPaBJICHUS B Bnasets: CoCOOHOCTBIO CO3/1aBaTh U BECTH CHCTEMBI JIOKYMEHTAIIMOHHOTO
OpraHu3aIluu Ha 0aze | obecrieueHus yrpaBlieHUs] B OpraHU3alnK Ha 0a3e HOBEHIIMX TEXHOIOTH
HOBEHIIMX TEXHOJIOTUH

ITK-30 CIOCOOHOCTBHIO | 3HATh: TPEOOBAHUS K OPraHU3AIMU KaJPOBOTO JCIONPOU3BOICTBA,
OpPraHU30BLIBATH paboTy | OopraHM3alMIO U METOJAWKY YIpPaBJIeHUs HEroCyJapCTBEHHBIMU apXHUBaMHU

Cy OBl  TOKYMEHTAIIMOHHOTO
obecrieueHus yIpaBieHus 1

YMeTh: HCMOIB30BaTh BCE OTH 3HAHUS Ha IMpaKTHUKE
Bnaz[eT},: 3HAaHUAMU K OpraHUu3alliy KaApOBOI'0 ACJIOIPOU3BOACTBA U

apPXHUBHOTO XpaHEeHWs] | JOKYMEHTHPOBAHHUIO TPYIOBBIX OTHOLIECHUH, XpPaHEHUIO IOKYMEHTOB 110
JIOKYMEHTOB JIMYHOMY COCTaBY

IK-31 CHOCOOHOCTBIO | 3HATh: METOJMKH PallOHAIN3AIMH JIOKYMEHTAIMOHHOTO 00ecTieueH s
paspabaTbIBaTh JIOKJIbHBIE | YIPaBICHUS, MEXIyHAPOIHOM CTaHAAPTU3AIMH YIIPABICHHUS IOKYMEHTAIHEH.
HOpPMaTHBHbIC AKThI U | YMeTb: pa3pabaThiBaTh JIOKaJbHbIE HOPMATUBHBIC aKThI
HOPMaTHBHO-METOJMYECKHE Brnanets: criocoOHOCTEIO pa3pabaThIBaTh JIOKATbHBIE HOPMATUBHBIC aKThI 1
JIOKYMEHTBI 10  BEJCHHUIO | HOPMAaTHBHO-METOJIMYECKUE JOKYMEHTHI (TI0JI0XKEHUSI, THCTPYKIUH U JIp.) MO
nH(OpPMaIMOHHO- BE/ICHHIO UH(DOPMALMOHHO-JIOKYMEHTAI[HOHHOT'O 00ECTICYCHUsI yIIPAaBJICHUS 1
JOKYMEHTAallHOHHOT'O apXHMBHOTO JieNa

obecrieueHns yIpaBiIeHUs U
apXMBHOTO Jiena

TIK-32 BJIAICHUEM
3aKOHOJIaTEIIbHOM u
HOPMaTHUBHO-METOANYECKOM
6a3oii nH(OPMAIMOHHO-
IlOKyMeHTaI_[I/IOHHOFO
oOecricueHs yIPaBJICHUS U
ApPXUBHOTO Jiena,
CIIOCOOHOCTBIO
OpPHEHTHPOBATHCS B TPABOBOI
0a3e cMEXHBIX o0acTeit

3HaTh: METOIMKH PAHOHAIN3ANNY JOKYMEHTAIIMOHHOTO 00ECIICUCHHSI
YIIPaBJICHNUS, MEKIYHAPOJHON CTAHIAPTH3AIMH YIIPABJICHUS TOKYMEHTAIUEH.
YMeTh: pa3padaThiBaTh JIOKAILHBIC HOPMATUBHBIC aKThI

Bnasets: ciocOOHOCTHIO pa3padaThiBaTh JIOKAILHBIC HOPMATUBHBIC aKTHI U
HOPMATHBHO-METOAMYCCKHIE JOKYMEHTBI (TI0JIOKEHUS, MHCTPYKIIUU | JP.) IO
BEJICHUIO HHPOPMAIIHOHHO-IOKYMEHTAIIUOHHOTO 00ECIICUCHHUS YIIPABIICHUS 1
apXHMBHOTO JieNia

TIK-33 3HAHHEM OCHOB
TPY/I0BOT'0 3aKOHO/IATEIILCTBA

3HaTh: OCHOBBI TPYJOBOTO 3aKOHO/IATEIbCTBA Y METh: UCIIOIB30BaTh
3aKOHOJATENbHBIE aKThl B CBOCH MPO(HECCHOHATLHOM e TEIEHOCTH

BrnameTs: 3aKkoHOIATEIFHONW M HOPMATHBHO-METOUUECKON 0a30i
WHPOPMAIIMOHHO-TOKYMEHTAITMOHHOT'O 00CCIICUCHNUS YIIPABICHHUS U
ApPXUBHOTO JIeJ1a; CIIOCOOHOCTHIO OPUEHTHPOBATHCS B IIPABOBOM 0a3e CMEKHBIX
obnacrei

[IK-34 cobmromenueM mpaBwiI
U HOPM OXpaHbl Tpyia

3HaTh: OCHOBHI TPYJOBOTO 3aKOHOJATEIHCTBA Y METh: COOMIOAATh paBMIIa 1
HOPMBI OXpaHBI TPyia

BianeTs: 3akoHOIATENBHON 1 HOPMATUBHO-METOANYECKON 6a30i
HWH(POPMAIMOHHO-JOKYMEHTAIIHOHHOTO 00ECTICYeHNUS YIIPABICHUS U
ApPXUBHOTO JIeJIa; CIIOCOOHOCTHIO OPUEHTHPOBATRLCS B MIPABOBOM 0a3e CMEXKHBIX
obOnacreit

[1K-35 3Hanuem TpeboBaHUil K
OpraHu3alil  CEKPETapCcKOro
00CITy)KHBaHUS

3HaTh: TpeOOBaHUS K OPraHU3ALMH CEKPETAPCKOro 00CITY KUBAHHUS

YMeTh: 00ecreunTh OpraHN3allMOHHO-MHPOPMAITMOHHOE 00ecTIieueHNe
JeATEIIbHOCTH PYKOBOAMUTEIS

Bnanets: npodeccnoHanbHbIMU 3HAHUSIMU 110 OPTaHU3aLUH CEKPETAPCKOTO
00CITy>)KHBaHU

[1K-36 3HaHmeM TpebOBaHUI K
OpraHn3aluN KaJpOBOTO
JIEJIOTIPOU3BOACTBA u
JTOKYMEHTHPOBaHHIO TPYIOBBIX
OTHOUIEHUIH, XPaHEHUIO
JIOKYMEHTOB [0 JINYHOMY

3HaTh: TPeOOBaHMS K OPTaHU3AINH KaJpOBOTO AEJIOIPON3BOJICTRA,
OpraHU3alMI0 U METOAUKY YIPABJIEHUS HETOCYJapCTBEHHBIMHU ApXUBaMHU
YMeTb: UCI0JIb30BaTh BCE 3TH 3HAHUS HA IPAKTUKE

Brnazgers: 3HaHUAMU K OpraHU3ally KaJApOBOTO JIEIONPOU3BOACTBA U
JIOKYMEHTUPOBAHUIO TPYIOBBIX OTHOIIEHUH, XPAHEHUIO JOKYMEHTOB TIO
JIMYHOMY COCTaBY




COCTaBy

IIK-37 BJazicHHeM | 3HaTh: TPEOOBAHUS K OPTaHU3AIMK KaIPOBOIO ICIONPOU3BO/ICTBA,
NPUHIMIIAMHA, METOJaMH U | OpPraHu3allkio U METOJUKY YIIPaBJICHUS HErOCyAapCTBEHHBIMU apXUBaMU
HOpMaMHu OopraHuszaiuy, | YMeTbh: UCIIOJIb30BaTh BCE ATH 3HAHUSI HA MTPAKTHKE

XpaHEHUs, KOMIUIEKTOBaHUs, | BianeTs: npuHIunamMu, METOJJaMid U HOpMaMU OpraHu3allid, XpaHeHUs,
yuera U HCHOJb30BaHUS | KOMIUIEKTOBAHUS, yUeTa U UCIOIb30BaHUS apXUBHBIX JOKYMEHTOB, B T.4.
ApXUBHBIX JIOKYMEHTOB, | JOKYMEHTOB JINUHOT'O MIPOUCXOKACHUS

JTOKYMEHTOB JIMYHOTO

MIPOUCXOXKICHHUS

[IK-38 BiajgeHMEM HaBBIKAMH | 3HATH: METOJBI HH(POPMAIMOHHOW OE30MACHOCTH U 3aIUTHI HH()OpMAaIH
paboThI C  JIOKyMEHTaMH, | YMETh: OPraHM30BbIBATH B CBOCH MPO(ECCHOHATLHON ACATSILHOCTH 3alIUTY

collepKauMH  UH(HOPMAIIHIO
OTpaHMYECHHOT'O JIOCTYIA

¥ 0€30I1aCHOCTh JaHHBIX
Bnamers: HaBbIKaM# pabOTHI ¢ JOKYMEHTaMH, COACPIKAIIMMHU HH(OPMAIIHIO
OrPaHUYCHHOTO JIOCTYIIa

[IK-39 3HaHWeM NPUHIUIIOB
OopraHusanuu PasIMYHBIX
TUIIOB U BUJOB apXUBOB

3HaTh: pa60Ty TOCYXapCTBEHHBIX U MYHUIINIIAJIBHBIX apXUBOB
YMeTh: MIPUMEHATD 3TU 3HAHUA HAa IPAKTUKE
Bﬂa[leTbZ MpUHIUIIAaMA OpTraHUu3aluy pa3JIMYHbIX TUIIOB U BUJ0OB apXHWBOB

[1K-40 3nanuem TpeboBaHUil K
OopraHu3aluu obecnicueHus
COXPaHHOCTH JIOKyMEHTOB B
apxuBax

3HaTh: padOTy roCyJapCTBEHHBIX U MyHHLIUITAIBHBIX APXUBOB

YMeTb: IPUMEHATh 3TH 3HaHUS HA IIPAKTUKE

Brnaners: npuHIMIIaMH OpraHu3anuy 00eceYeHUs] COXPAaHHOCTH JOKYMEHTOB
B apXHBax

[TK-41 3HaHWEM NPUHITUTIOB

3HaTh: pa60Ty TOCYAapCTBEHHBIX U MYHUIINIIAJIBHBIX apXUBOB

OpraHn3aluN

(YHKIMOHUPOBaHUS
apPXHMBHOTO ayTCOPCHHTA

u | YMeTh: IIPUMEHATH OTU 3HAHUA HAa IIPAKTUKE

Bnaners: npuHImnamMu opranuzaiuuy u GyHKIMOHUPOBAHUS apXUBHOTO
ayTCOpCHHIa

[1K-42 BIazeHneM | 3HaTh: pabOTy TOCYAapCTBEHHBIX M MYHHUIUIIAJIHHBIX apXHBOB
JJOTUCTUYCCKHUMMU OCHOBaMHU | YMEThb: MPUMEHATD 3TU 3HAHHUA HAa IPAKTUKE
OopraHusanuu XpaHCHUA BJ'Ia[leTb: BJIaJACTh JIOTUCTUYCCKMMHU OCHOBAMHU OpTraHU3alluU XPaHCHUA
JIOKyMEHTOB JIOKYMEHTOB
9.2 Kputepuu u nokaszaTean OLEHKH
Tabmuma Ne 2
Kpurepuu OTnuaHO Xoporio Y 10BIETBOPUTENLHO Heynosretso-
PUTEIBHO
1 2 3 4 5
1. 3nanue Cryaenr CtyaeHT Xopouio CryzaeHt, packpbiBas CryaeHr He
TEOPETHUECKHX | JEMOHCTPUPYET BJIaJICET TEOpHEit npoOembl, MOHUMAET
OCHOB y4YeOHBIX | ITyOOKOe 3HaHHE BOIIPOCA MO KAKAOH | 3aTpyaHseTcs C npo0emsl,
JIICIIUIIIIVH. TEOpHH, a TAKXKE JMCIUIUINHE, BUJUT M3JI0)KCHUEM TEOPUH, MEXaHWYECKH
yYMEHHE YBUAETh U MX B3aUMOCBS3b 1 MOXET PacKpbITh MOBTOPSIET
MOKa3aTh B3aNMOOOYCIIOB- coJieprKaHue JIUIIb IPU HEKOTOpBIE
MEXIUCLHUIUIMHAPHBIE | JIEHHOCTb. HaBOJAIINX BOIIPOCAX. TIOJI0XKEHHSA
CBSI3H. TEOPUH, HE BUAUT
B3aUMOCBSI3H
WHCTUTYTOB
W3yYEeHHOU
yueOHOU
JICLUIIIMHBL
2. YMmeHue CryzneHT cBoOOHO CryneHt Crynent nwiumoctpupyer | CTyaeHT
IIPUMEHATH UJUTIOCTPUPYET UJUTIOCTPUPYET MIPAaKTUYECKUE HABBIKY, JIEMOHCTPUPYET
MIPaKTHYECKHE MIPaKTHYECKHUE HABBIKU. | MPAaKTHYECKHE JIOITyCKasl IIPX 3TOM HEyMEHHE
3HAHMS. HaBBIKH C OILIMOKH. MIPUMEHS T
3aTpyIHEHUSIMH TIPH MPaKTHYECKHE
X 000CHOBAHUH. HaBBIKH.




3. Bnagenue Cryaenr CrtyaeHT Xopouio Crynent cinabo Biaageer | CTyaeHT He
npodeccuo- JEMOHCTPHUPYET BJaJeeT npodeccHoHaNbHON BIIaJI€eT
HaJIbHOWTEpMHU | CBOOOJHOE BIaJCHUE npodeccuoHaIbHON TEPMUHOJIOTUEH, npodeccnoHanbHON
HOJIO-THEH. TTOHSTHHHBIM TEepPMHUHOJIOTHEH, B JIOITYCKaeT HETOYHOCTH B | TEPMHHOJIOTHEH.
anmnapaToM. cilyyae OLIMOKH B MHTEPIPETALUH
yIoTpeOJICHNN TIOHSTHH.
TEepMHHA CITOCOOEH
caM HCTIPaBUTh €€.
4. Aprymenta- | CTyZAeHT UCHOIb3YyeT CryneHt Crynent nemonctpupyer | CTyaeHT
s, pa3IMyHbIE ONepaIiy HpEeIbSBIISET HEI0CTaTOYHO JIEMOHCTPHUPYET
JIOTUYECKOTO BBIBOJIA: JIOCTAaTOYHO apryMeHTaluio, MOJTHOE OTCYTCTBHE
aHaJM3, CHHTE3, CTPOMHBIH, HapyIaeT JOTUKY apryMeHTalIluH,
0000m1eHue, JIAKOHWYHBIN U M3JI0KEHUSI. rpyObIe OMMOKH
CpaBHEHUE U Jp. YEeTKUil OTBET, HO JIOTHYECKOTO
CB00OOIHO BIIaJIeeT JIOITyCKaeT BBIBOJIA.
apryMeHTalue. HE3HAYUTEIFHBIC
OIMOKH TIpH
apryMEHTHPOBaHUH
CBOEH NO3ULIUU.
5. Kynbtypa Cryaenr Peus nocratouno B peuu BcTpeuarorcs Peus ctynenTa
peun. JEMOHCTPHUPYET IrpaMOTHA, B LIEJIOM OLIMOKY JIEKCUYECKOT O, (parmeHTapHa,

BBICOKYIO KYJIbTYpY
peuu. Peus rpamotHas,
YEeTKasl, BHATHA.

COOJTI01aI0TCS HOPMBI
CTHITUCTHYECKOTO
0OpMIICHUS PEUH.

(hpa3eoornIecKoro u
CTHJIMCTHYECKOTO
xXapakTepa.

n300MITyeT may3aMu
XE3HUTallH U
CTHJIMCTHYECKUMHU
OIINOKaMH.

9.3 Tlopsiiok BBICTABJIEHUSI UTOTOBOM OLIEHKH BBIITYCKHUKY 110 pE3yJIbTaTaM CAa4u

rocyaapCTBCHHOI'O 9K3aMCHaA.

«OTIan4HO» - B ClIydadaXx IMOJYYCHHUS 3K3aMCHYOIIUMCH:

- ONCHOK «KOTJIMYHO» IO YCTHIPECM BOIIPpOCAM 61/1neTa;

- TpCX OUCHOK «OTIUYHO» U OI[HOﬁ OLICHKH «XOpOUIO»

«Xopomo» - B cilydae MOJy4YeHUs IK3aMEHYOLIUMCS:

- OI[HOﬁ OLCHKU KOTJIMYHO» MU TPEX OLICHOK «XOPOLIO»;

- OICHOK «XOpOoIIo» I10 YCThIPEM BOIIPpOCaAM GI/IHeTa;

-110 OIHO OIICHKE «OTJIMYHOY, «XOPOIIO», «yJA0BICTBOPUTEIHLHOY» B JTHO00H

IIOCICA0OBATCIIBHOCTH,

- TpEX OOCHOK «OTIMYHO» U O,I[HOP'I «YIOOBJICTBOPHUTECIBHO»

- TpEX OLOCHOK «XOpOLIO» U OJIHOM «YAOBJICTBOPUTCIIBHO»

«YIIOBJ'IQTBOPI/ITQJIBHO» - B CJIy4ac MOJYUYCHUC DK3aMCHYOIIUMCH:

-TPEX OLICHOK «YAOBJIICTBOPUTCIIbHO» U OJIHOM OIIEHKH «OTJIMYHO» WU «XOopouo»

- ONCHOK «YOOBJICTBOPUTCIILHO» 10 YCTHIPEM BOIIPOCaM 6I/IJIeTa;

- OJIHOM OLICGHKH «HCYOOBJICTBOPUTCIIBHO» ITPHU HAJIMYUU TPEX APYTUX

ITIOJIOKUTCIIBHBIX OLCHOK;

«HeynoBJ1eTBOPHUTEJIBHO» - B CIIy4ace MOJIy4EHHE IK3aMEHYIOLUMCS:

9.

IIpunoxenus

TPEX UJIN YCTBIPCX OUCHOK «HCYHOBJICTBOPUTCIIBLHO).




[Tpunoxenue 1. IIporokon 3aceaHus roCy1apCTBEHHOM 3K3aMEHALMOHHOW KOMHCCUU

(oOpaszemn).

[Tpunoxxenue 2. OOpasel SK3aMeHAIIMOHHOTO OWIeTa AJisi MPOBECHUS IOCYJapCTBEHHOTO

9K3aMC€Ha.

Pa3zpa6oruuk npod. kad.
HcTopuiecknx HayK
apXWBOBEICHUS,

JI.A.H., JOIIEHT
(OondicHocmb, HauMeHosaHue Kageopwi)
damunus)

3aBenyromuii kadeapoi
Hcropuyecknx HayK U apXUBOBEICHUA,
I.U.H., ipodeccop

(HaumenosaHnue kagheopwt)

damunus)

«22» despans 2022 1.

CornacosaHo:

JTUPEKTOp MH(DOPMAITMOHHO-
OMOTMOTEUHOTO IIEHTpa
«23» mapra 2022 1.

' (noonucs)

I1.1. T'alinenko
(unuyuanwl,

C. H. Apremosn

(unuyuanvl,

C. B. Manyxuna



IMPOTOKOJI Ne

IIpunoxenne 1

3ACEJIAHUS TOCYJIAPCTBEHHO DK3AMEHALIMOHHON KOMUCCHHU (I'DK)

OI'bOY BO MI'JIV Ne

O npueme rocy1apcTBEHHOT0 IK3aMeHa

nonpozpamme.

Ha dakynbrere/

WHCTUTYTE
« » 20 . ¢ qac. MHH. 10 qac. MUH.
IIPUCYTCTBOBAJIM:
[Ipencenarens 'OK

3aMm. npencenarens ['OK
(mpencenarens SK3aMEHAITMOHHOM KOMHUCCHHU Ne )

YieHbI 3K3aMEHAIIMOHHON KOMHUCCUH

DK3aMeHyeTCsl 00yJaroIuiics

DK3aMeHAIMOHHBIN OmiteT Ne
[lepeuens 3amanuii:
3ananue 1.

3amanue 2.

3amanue 3.

T.1.
[locne BbIMONHEHUS 3aJaHUN, MPEAYCMOTPEHHBIX OUIIETOM,

CJIEIYIOIINE JOTIOTHUTEIHHBIC BOIIPOCHI:
1.

oOyJaromemMycst  3a/IaHbl

XapakTepHcTHKa OTBeTa'

! Jlaetcst monHas XapakTEpUCTHKA OTBETA HA KAXKIOE 3a/aHAE B OWIETE M Ha JIOTIOJHHUTENBHBIE BOIPOCHL.
VYka3bIBacTCs OLIEHKA 338 KaKI0C BBHIIOJIHEHHOE 3aJaHNE U OTPAXKaeTCsl KaK BBIBEJICHA UTOTOBAasl OLIEHKA, HAIPUMED,
3a MEpBOE U BTOPOE 3aJaHUE CTYICHTY IOCTaBIEHA OLICHKA «XOPOILIO», 33 TPETbE — «YAOBIECTBOPUTEIBLHOY,
HUTOTOBasi OIIGHKA 3a TOCYIApCTBEHHBIH SK3aMeH — «xopomio». Kpurepun BBICTaBICHHMS HTOTOBOI OICHKH 3a
TOCYAapCTBEHHBIN 9K3aMeH JOJDKHBI ObITh MPONKMCAHbBI B IPOrpaMMe roCyJapCTBEHHOTO SK3aMeHa.



MHeHHE 4IeHOB> KOMHMCCHM 00 YPOBHE MOATOTOBIEHHOCTH OOYYalOIIErocss K PELICHUIO
poecCHOHANTBHBIX 33]1a4, @ TAKXKE O BBISBICHHBIX HEJIOCTATKaX B TECOPETUICCKOU U
MPaKTUYECKOU OJTOTOBKE
00ydJaromnierocs:

PEINEHUE I'JK:
[IpusnHath, yTO OOYHAIOIIHIICS

(pamunus, ums, omuecmeo)
CIaj TOCYJapCTBEHHBIN 3K3aMEH C OLIEHKOM

(nponucuio)
Oco00¢ MHEHHE YJICHOB KOMHCCHUU
[Ipeacenarens I'OK
(hamunus, unuyuanst) (noonucw)
3am. npeocedamens I'OK?
(npedcedamensv dK3aMeHAYUOHHOU Komuccuu No )
(pamunusa, unuyuanst) (noonucw)
CekpeTtapb 3K3aMEHAITMOHHON KOMUCCHH
(pamunus, unuyuaie) (noonucw)

2 B cooTeTcTBHH C 1. 29 npuKa3za MuHHCTEpCTBa 00pa3zoBanus 1 Hayku PO Ne 636 ot 29.06.2015r.
3 Bamecturens npenceparens DK, moammcrBaeT TOIBKO B CiIydae oTCyTeTBUs npencenarens I'IK mo
YBaXHUTEIbHOIN IPHYHHE.



IIpuioxenne 2

MunucrepcTBo 00pa3oBanus 1 Hayku Poccuiickoit denepanuu
denepanbHOE rocy1apcTBEHHOE OI0KETHOE
00pa30oBaTeNIbHOE YUPEkKIEHUE BHICILIETO 00pa30BaHUs
«MOCKOBCKHUI roCy1apCTBeHHBI JUHIBUCTHYECKHII YHHUBEPCUTET»
(®Ir'bOY BO MI'JIY)

Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

(naumenosanue gaxynvmema)

3K3AMEHAIIMOHHBIN BUJIET Ne 1
['ocynapcTBeHHBIN SK3aMEeH

(Haumenosanue 3K3amena)
1A CTYJACHTOB, O6y‘laIOH_II/IXC$[ 110 HalIpaBJICHUIO MMOATOTOBKHU (CHCHI/I&J’ILHOCTI/I)
40.04.01 FOpucnpyaeHuust

(KOO U HAUMEHOBAHUE HANPABTIEHUs NOO20MOBKU (CReYUAIbHOCU)
Hampasnennocts (mpoduib) 06pa3oBaTeIbHON TPOTPaMMBI
IOpI/I)II/I'leCKOC COMPOBOKACHUEC Ou3Heca

(Haumenosanue)

L .
e .
RA 11 BT TE (0 NN ¢ ) (O .

IIpencenarens rocynapcTBeHHON

IK3AMEHAIMOHHOH KOMHCCHH

(noonucw) (@.1.0.)

3K3AMEHALIMOHHBINA BUJIET Ne 1
['ocynapcTBeHHBIN SK3aMEeH

(Hau,wenoeanue skxameua)

IUTSL CTYAACHTOB, 00YYAIOMIMXCS IO HAIIPABJICHUIO MOTOTOBKH (CTIEIMAIBHOCTH)

(KOO U HAUMEHOBAHUE HANPABTICHUsL NOO20MOBKU (CREYUAIbHOCU)
Hanpasnennocts (npoduis) 00pa3oBaTenbHON TPOTrPAMMBI

(Haumenosanue)

N .
e )
3.JIPAKTHUYECCKOE ZAMAHME: . ...onnutteenntteeentte et e eateeeeteeeateeeanneeeanneens .

IIpeacenarein rocy1apcTBeHHOM
IK3aMEHAIMOHHOM KOMHUCCHH

(noonucv) (®.1.0.)

“B 6uiieT, B COOTBETCTBUH C IIPOIPAMMOM FOCYIapPCTBEHHOTO 3K3aMEHaB 0053aTe/IbHOM TIOPAKE BKIIOUYAOTCS 2 1
Oosiee mpakTHyecKnx 3anaHui. CopepKaTesbHO MPaKTUIECKHE 3a/1aHHs JTOJDKHBI OBITh HAIIPaBIICHBI Ha IIPOBEPKY
TOTOBHOCTH BBIITYCKHHKA K PELICHUIO MPOPEeCCHOHAIBHBIX 3a1a4, pexycMoTpeHHbIx PI'OC BO u obmeit
xapakrepuctuxoi OII.



	Москва, 2021 г.
	Программа государственного экзамена рассмотрена и одобрена на заседании кафедры Исторических наук и архивоведения «26» февраля 2021 г., протокол
	Программа государственного экзамена рассмотрена и одобрена на заседании Ученого совета Института гуманитарных и прикладных наук, протокол № 7 от 16 марта 2021 г.
	1. Общие положения
	2. Цель проведения государственного экзамена
	3. Задачи, решаемые в ходе государственного экзамена
	4. Структура и содержание государственного экзамена
	5. Перечень тем (в дидактических единицах), вынесенных на государственный экзамен
	Признаки документа
	Структура документа
	Бланк документа, его виды.
	Системы документации
	Комплексы документов
	Научно-историческая и практическая ценность документа
	Раздел 2. Организация и технология документационного обеспечения управления
	Организация службы ДОУ
	Организация документооборота
	Регистрация документов и организация справочно-информационного обслуживания.
	Экспертиза ценности документов в делопроизводстве
	Подготовка и передача дел в архив организации
	Раздел 3. Информационное обеспечение управления Документированная информация как ресурс управления
	Автоматизированные системы информационного обеспеченияуправления
	6.  Перечень документов и материалов, которыми разрешается пользоваться выпускнику на государственном экзамене:
	7. Перечень материалов для проведения государственного экзамена
	8. Организация государственного экзамена и работы экзаменационной комиссии
	9. Порядок оценки результатов государственного экзамена
	9. Приложения
	д.и.н., доцент П.И. Гайденко

	Заведующий кафедрой
	Исторических наук и архивоведения,
	«26» февраля 2021 г.

	Приложение 1
	О приеме государственного экзамена
	ПРИСУТСТВОВАЛИ:
	РЕШЕНИЕ ГЭК:
	Приложение 2
	«Московский государственный лингвистический университет» (ФГБОУ ВО МГЛУ)

