FOJ)KHO-YPAJIBCKHUI T'OCYJIAPCTBEHHBIA YHUBEPCUTET

VYTBEPXJIAIO:

3aBelyIOIIUI BBITYCKAIOIIEH

Kadeapon

PABOYAS ITPOI'PAMMA

aucunauHbl 1.®.I110.17 Korcantusr u ayauT B chepe T0KyMEHTAITMOHHOTO

oOecrieyeHus ynpapieHus
st HanpasieHus 46.03.02 JlokyMEHTOBEIEHUE U ApXUBOBEICHUE

ypoBeHb bakanaBpuar

npo¢uiab noAroroBKU COBpeMEHHbIE TEXHOJIOTUHU TOKYMEHTO000poTa
¢opma o0yueHust 3a04Hast
kaenpa-pa3padorunk CoBpeMeHHbIE 00pa30BaTEIbHBIC TEXHOJIOTUU

PaGouas nporpamma coctasiena B coorBeTctBuu ¢ @PI'OC BO no HanpaBieHUIo
noaArotToBku 46.03.02 JIokyMEHTOBEICHUE U ApXUBOBEJICHUE, YTBEPKIAEHHBIM ITPHUKA30M
Muno6paayku ot 29.10.2020 Ne 1343

3aB.xadenpoii pazpaboTynka,

K.T€XH.H., JIOII.

Pazpabotuuk nmporpamMmel,

K.(pumoc.H., 1011., TOTICHT

|

TIDI1, xparTes B chetene
mooGopora

1OYpry

CBEJIEHUSI O BIIAJIEJIBLIE TT9TT

pos A. B,

=z
552

0 yHiBepeHTeT

YenssOMHCK

A. B. IIpoxopos

B. JI. Mumuna



1. llesu u 3212494 AU CIUILIHHBI

[enwto yueOHoM auciuiuinabl « KOHCANTHUHT U ayauT B chepe TOKyMEHTAIMOHHOTO
oOecrieyeHus ynpaBiIeHUsD ABISETCA MOIYyYEHUE CTYIEHTaMH KOMIUIEKCAa 3HAaHUM O
TEXHOJIOTUHU IPOBEICHUS KOHCAITHHIA U ayJIuTa B cpepe JOKYMEHTALIMIOHHOIO
oOecrieueHust ynpaBieHUs U apXUBHOTO JI€J1a, MO3BOJSIOMNUX OOBEKTUBHO OLICHUTH
CUCTEMY JIOKYMEHTAIIMOHHOTO 00ECIIeUECHUs YIIPABICHHS U ApXUBHOTO XPaHEHUs
JOKYMEHTOB OpraHM3alMy. 3a1a4M: OJyYEHUE HETOCTHOTO MPEACTABIECHHUS O
TEOPETUYECKUX OCHOBAX KOHCAJITUHIA U ayIuTa B cPpepe TOKYMEHTAIIMOHHOTO
oOecrieyeHus ynpaBiieHUs B apXUBHBIE JI€1a; 03HAKOMJIEHHE C OCHOBHBIMHU
HaNpaBJICHUSIMHU U opMaMy KOHCAJITUHTA U ayuTa B chepe JOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBieHUs apXUBHOTO JIeJIa; U3yUYEeHHUE MPABUIT JOKYMEHTAIBLHOTO
o(opMIICHUSI KOHCYJBTAIMOHHBIX U ayAUTOPCKUX YCIYT B cPepe TOKYMEHTAIIHOHHOTO
oOecrieueHus ynpaBiIeHUs apXUBHOTO JIeJIa; U3yYeHUE METOI0JIOTMH KOHCAJITHHTA U
ayauTa B cpepe JOKyMEHTAIIMOHHOTO 00eCieueHrs yIpaBIeHHs apXUBHOTO JIETa;
U3yYEHHE ITApaMETPOB OLIEHKHU PE3YyJIbTaTOB KOHCAJITUHIA U ayIuTa B chepe
JOKYMEHTALIMOHHOTO 00€CIIeYeHus yNpaBIeHUs apXUBHOTO JeNa.

Kparkoe conep:xanue 1uciUNJIMHBI

Hopmarusnast 3akoHoaTenpHas 6a3a, periaMeHTUPYIoas OKa3aHHe KOHCAITUHTOBBIX
ycayr B cepe OV u apxuBHoro nena. Koncantunr. OnpeneneHue u UuCTopust
BO3HUKHOBeHUS yciayru. Koncantunr. Obnactu, rae BocTpeOOBaHbI KOHCATITUHTOBBIC
ycIyru. AyauT, ayTuTopcKas AesTeabHoCTh. OCHOBHBIC TOHATHA. Busr aynuTa.
CoBpeMeHnHble npodeccuoHalbHbIE Cephl, B KOTOPBIX NPOBOIUTCS AYAMT.
KoncantunroBas kommnanwus. OnpeneneHne, BUabl U TpeOOBaHNUS K KOMITAHHH.
Koncantunrossie ycimyru. Llenb u ocHOBHBIE BUIbI. DOPMBI KOHCAJITUHTOBBIX YCIYT.
VYnpasneHueckuil koHcanTUHL. Kiaccugukanus no Tunam peniaeMbix 3a1ad.

2. Komnerennuu odyuyawuerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS

AUCHUIIJINHBI

[TnanupyemMble pe3yabTaThl OCBOCHUS
OII BO (xommnieTeH1Iun)

[Inanupyemblie pe3yabTaThbl
00y4YeHHUs 10 AUCITUTUTHHE

[1K-1 CniocoGen opraHu30BbIBaTh padoTy 1O
JIOKYMEHTUPOBAHUIO JICSITEIIbHOCTH MPEAIPUSITHUS

3HaeT: Mpo(heCCHOHATBHYIO TEPMUHOJIOTHIO U
OCHOBHbBIE HAlpPaBJIEHUs FOCY1apCTBEHHOM
permaMeHTaluu paboThl C IOKYMEHTAMHU U
OpraHu3aly uX XpaHeHus B Poccuiickon
denepannn; CUCTEMY OIEHKH IMOKa3aTeJIeH CITyKOBI
TOKYMEHTAIMOHHOTO 00eCTieueH s YIIpaBIeHus, €€
OCHOBHBIE TTOKA3aTEIH

YMeeT: aHaJIM3upPOBATh JIOKaIbHbIE HOPMATHUBHbBIE
AKTBI C TIO3UIUI JOKYMEHTOBEIACHUS U
ApPXMBOBEJICHUS U OKa3bIBATh KOHCYJIBTATUBHYIO
MOMOII[b; TPUMEHATH OCHOBBI MH(OPMAIIMOHHO-
AHATMUTUYECKOU JEATEIIbHOCTH JIJISl OLIEHKH CITYKObI
TOKyMEHTAIIMOHHOTO 00€CTICUCHHMSI YIIPaBICHUS
MMeeT npakTUYECKUiA OTIBIT: pa3pabOTKH
HOpPMAaTHUBHBIX U MeTOAMYECKUX akToB 1o JJOY u
MCII0JIb30BaHUsI METOJI0B IpoBeieHus aynura JJOY

M apXUMBHOI'O ACJiA, AHAJUTHUYICCKOM JCATCIIBHOCTH




MPUMEHUTETHHO K OIICHKE JIEATEITHPHOCTH CITYKOBI
TOKYMEHTAI[MOHHOTO 00eCcTeyeH sl YIIpaBIeHUs

3. Mecro nucuuninubl B ctpykrype OII BO

[lepedens mpeAnIeCTBYIOMUX TUCIIATUIHH,
BUJIOB paboT yueOHOro MiaHa

[TepeueHb MOCIEMYIONIMX AUCITATLINH,
BUJIOB paboT

JloKyMeHTHasl TMHTBUCTHKA,

Opranu3zanus paboThl ¢ 00paIIeHUSIMHU IPaXaaH,
Oduc-MeHeHKMEHT,

Pabota ¢ opUCHBIMU TOKyMEHTaAMH

Me>xayHapoHast CTaHIapTU3aLMs YIPABIECHUS]
TOKYMEHTalUEH,

CranpapTuzanus J10KyMEHTAllMOHHOTO 00eCieYeH s
YIpaBICHMUS,

KoH¢uaeHmaibHoe JOKYMEHTAMOHHOE
oOecrieueHne yrnpaBieHMUs,

JIOKyMEHTUpPOBaHHUE CHCTEM MEHEIKMEHTA
KauecTBa,

OpraHu3annoHHOE POEKTUPOBAHHUE,
[IponsBoacTBeHHAs MpakTHKa (npeaaumuiomHast) (10

CeMecCTp)

TpC6OBaHI/ISI K «BXOJAHBIM» 3HAHUAM, YMCHUAM, HABbIKaM CTYJICHTA, HCO6XOI[I/IMBIM
ITpHU OCBOCHHUU I[aHHOI\/'I JAUCHUITIINHBI 1 HpI/IO6peTeHHBIM B PC3YJIbTATC OCBOCHUA

MPEAIIECTBYOIINUX TUCIUTIINH:

Hucuunimna

TpeboBanus

Opranu3zanus paboThl ¢ 00paIICHUSIMH FPaXKIaH

3HaeT: npaBuiia MOATOTOBKU YIIPABICHUECKUX
TTOKyMEHTOB U 0OpaIeHnii rpaxaaH;
KJIacCU(UKAIUIO PEKBU3UTOB, IPABUI O(OPMIICHHS
YIIPaBICHYECKUX JOKYMEHTOB U OOpamieHnit
rpakJlaH; MpaBUia ¥ TEXHOJIOTHH 00pabOTKU
BXOISIINX, UCXOAIINX  BHYTPEHHUX 00palieHuit
rpaXkJlaH, CUCTEeMaTH3alll1 TOKYMEHTOB 1 METOAUKH
COCTaBJICHHUS HOMEHKJIATYPbI JIeTT YMeEeT:
BOCIIPOU3BO/IUTH MPaBUJIA MOATOTOBKU
YIIPaBICHYECKUX JOKYMEHTOB U OOpameHnit
rpaxk/iad; 0(OpMIIATh pa3IHYHbIC BUJIbI
YIIPaBICHYECKUX JOKYMEHTOB, OOpaIleHHI TpaXk1aH
Ha ypOBHE BOCIPOM3BEICHUS 1a0I0HOB;
BOCITPOM3BOAUTH IIPABMIIA M TEXHOJIOTHIO
00pabOTKU BXOJSIINX, UCXOISAIIMX U BHYTPEHHUX
oOpaleHuii TpaXk/1aH, CHCTEMaTH3allui JOKyMEHTOB
U METOIMKY COCTaBJICHUSI HOMEHKJIATYPhI JelT
lMeeT NpakTUYECKUAN OIIBIT: MCIIOIb30BAHUS
MpaBUII TOJTOTOBKH YIPABIEHYECKUX JTOKYMEHTOB,
oOpaleHuii TpaXk/1aH; OMMCAHNS TIPaBHII
o(opMIIeHHs YIIpaBICHUECKUX TJOKYMEHTOB,
oOpaleHuii TpaXk1aH; NCTIOIb30BAHMS IPABUII U
TEXHOJIOTHI 00pabOTKH BXOIAIINX, UCXOASIINUX U
BHYTPEHHHX OOpalIeHui rpaskaaH, CHCTeMaTH3aluu
TTOKYMEHTOB U METOJIUKH COCTaBIICHUS
HOMEHKJIATYPbI JIeTT

Z[OKYMCHTHBJI JIMHI'BUCTHKaA

3HAET: A3bIKOBBIE OCOOCHHOCTH OPUIMATIBLHO-
JIEJI0OBOTO CTUJISL COBPEMEHHOTO PYCCKOTO
JTUTEPaTYPHOTO S3BIKA; SI3BIKOBBIE 0COOCHHOCTH

JOKYMCHTHBLIX TCKCTOB, OTHOCAIINXCA K Pa3JIMYHbIM




MOJICTHIISIM O(UITHAIEHO-/IETIOBOTO CTHJIS;
SI3LIKOBBIE HOPMBI B C(hepe TMCbMEHHOM JIEIIOBOM
[peur; OCHOBHBIE THITHI OITUOOK, BCTPEUYAIOIITNXCS B
TOKYMEHTHBIX TEKCTaX, MOABSA3BIK CIIEIUATBHOCTH;
CTpaTeruu U TAKTUKU TOCTPOCHHS YCTHOTO
TUCKypCca U MUCbMEHHOT'0 TeKCTa; HOPMaTHUBHO-
METOJIMYECKHUE TOKYMEHTHI, aKThI (ITpaBuIa,
MEepPEeYHH TOKYMEHTOB, MOJIOKEHUS,
UHCTPYKIINU,KITacCU(PUKATOPBI, TabeIn
MpPUMEHSEMBIX (OpM JOKYMEHTOB U Jp.) IO
TOKYMEHTAITMOHHOMY 00€CIIEUCHUIO YIIPABICHUS;
MPUHLIUIIOB TJIAHUPOBAHUS 1€I0OBON KOMMYHHKAIH
CEKPETApCKOM JESITENIbHOCTH U JEATETbHOCTH
PYKOBOAMTENST YMEET: aHaTU3UPOBATh TOKYMEHTHbIE
TEKCTbI, OTHOCAIIUECS K PA3IUUYHBIM MOJICTUIISAM
0(UIHATBHO-/IETIOBOTO CTUJIS, B ACMIEKTE S3BIKOBBIX
0COOEHHOCTEH; HAXOUTh M KBATH(PHUIIUPOBATH
OLIMOKH, BCTPEUAIOIINUXCS B TOKYMEHTHBIX TEKCTaX;
WCIIPaBIAThH OLIMOKH, BCTPEUAIOLIUXCS B
TOKYMEHTHBIX TEKCTaX, BBIJENATH CHEIUAIBHYIO
WHGOPMAINIO B HAYYHBIX TEKCTAX; aHATTU3UPOBATh
WH(GOPMAITMOHHBIE TIOTOKU U TIPOLECCHI
WH(GOPMAITMOHHOTO B3aUMOICHCTBHS B
OpraHHU3allH; BECTH JIEJI0BbIE Oecebl;
paIMOHATILHO OPTaHN30BaTh COOCTBEHHYIO
NEeSTEIbHOCTh B KOHTEKCTE IOKYyMEHTHOM
JTUHTBUCTUKH U PEaTU3aLNU JIETTOBOM
KOMMYHHKAITUU B YCTHOW U TUCbMEHHOU (hopmax
meeT npakTUYECKUN ONBIT: TUHIBUCTHYECKOTO
aHaJIM3a JTIOKyMEHTHBIX TEKCTOB, OTHOCSIINXCS K
[PA3TUYHBIM MOACTUIAM O(DUIIUATHEHO-ASIOBOTO
CTHJISL; aHAJIN3a JJOKYMEHTHBIX TEKCTOB B aCIleKTe
COOTBETCTBUSI HOPMaM JIUTEPATYPHOTOSI3bIKA U
O(QUIHATBHO-/IEJIOBOTO CTUJIS; pEAaKTUPOBAHUS
TOKYMEHTHBIX TEKCTOB , 0()OPMIICHHUS
npodeccroHanbHO-3HAYUMBIX TEKCTOB (YCTHBIX U
MUCbMEHHBIX ), BKJIIOYAs! IETIOBYIO MEPETHCKY C
cOOJIOICHEM PEUEBOI0 3TUKETA; UCIIOIb30BaHUS
METOJIOB HAyYHOTO MCCIICOBAHUS U TEXHUYECKOTO
TBOPYECTBA B KOHTEKCTE TOKYMEHTHOM
JTUHTBUCTUKH U PEaTU3alNK JIETTOBOM
KOMMYHHKAITUU B YCTHOW W TUCbMEHHOU (hopmax

Oduc-MeHeHKMEHT

3HaeT: IpaBUJIa MOATOTOBKH YIIPABIECHYECKUX
JTOKyMEHTOB; TEXHUYECKHUE CPELCTBA
TOKYMEHTAIMOHHOTO 00ecreyeH s yIpaBIeHuUs;
KJIacCU(UKAIIUIO PEKBU3UTOB, IPABUI O(OPMIICHHS
YIIPABICHUYECKUX JTOKYMEHTOB; ITpaBuja U
TEXHOJIOTMU 00PaOOTKU BXOISIINX, HCXOIAIINX
TOKyMEHTOB 1 METOAIMKHU COCTABIICHUS
HOMEHKJIATYPbI J1e]1; OCHOBBI OpraHU3aluu paboThI
oduca YMeeT: MpUMEHSThH MTpaBUiia MOJrOTOBKH
YIIPABJICHUYECKUX JOKYMEHTOB; UCIIOJIb30BaTh
TEXHUYECKHE CPEACTBA JJOKYMEHTAIIMOHHOTO
oOecrieyeHns yrpaBieHHsl; BOCIPOU3BOAUTH
KJIAaCCU(UKALIUIO PEKBU3UTOB, MPaBUII 0OPMIICHHUS

YHOPAaBJICHUCCKUX JOKYMCHTOB; UCIIOJIB30BATH




MPaBHJIa U TEXHOJOTUH 00paOOTKH BXOMISIINX,
WCXOISAIINX JIOKYMEHTOB M METOJMKH COCTABIICHHS
HOMEHKJIATYPBI JIeJ; OPTaHU30BEIBAThH paboTy oduca
B KoHTeKCcTe JIOY MMeeT npakTUYECKU OTIbIT:
MPUMEHEHUS TTPABIII TIOJTOTOBKH yIPABICHUIECKUX
TTOKYMEHTOB; UCTIOJIb30BaHUS TEXHUIECKUX CPEICTB
TOKYMEHTAITMOHHOTO 00eCTIeYeHUS YIIPaBICHUS;
BOCTIPOM3BEICHHS KIIaCCH(PUKAIINU PEKBU3HUTOB,
paBIII OPOPMIICHUS YIIPABICHYECKHUX JTOKYMEHTOB;
WCITOJIb30BAHUS TIPABUIT M TEXHOJIOTUH 00pabOTKH
BXOJISAIIUX, UCXOSIINX TOKYMEHTOB M METOJIUKH
COCTaBJICHUsI HOMEHKJIATYPBI JIEJT; OpraHUu3aIluH
paboTel oduca B kKouTekcTe JJOY

PaboTa ¢ opuCHBIMH TOKyMEHTAMH

3HaeT: HOPMATUBHO-TIPABOBBIE aKTHI B O0JIACTH
JIOVY; TeHaeHInK pa3BUTHUS JOKYMEHTAITMOHHOTO
oOecreueHns ynpaBiIeHNs; TEXHUYECKUE CPEACTBA,
WCITIOJIb3yeMbI€ B pabOTe C JOKYMEHTAMH; TIpaBUiIa
OpraHu3aIy paboThl C JOKYMEHTaMH YMeEET:
paboTarh ¢ JOKyMEHTaMH C y4€TOM HOPMATHBHO-
MpaBoOBbIX akTOB B oOnactu JJOY; yunuThiBaTh
TCHJICHIIUU Pa3BUTHUS TOKYMEHTAIIHOHHOTO
oOecrevueHus ynpaBIeHsl; MPUMEHSITh TEXHUUIECKUE
CpENCTBa, UCTIONB3yEeMbIe B paboTe C JOKYMEHTAMU;
MPUIEPKUBATHCS TPABUIT OPTaHU3alUU PAOOTHI C
nokyMeHTamMu MmeeT npakTudeckuil OmnbIT: padboThl
C IOKYMEHTaMU ¢ Y4ETOM HOPMAaTHUBHO-IPABOBBIX
akToB B oonactu JIOY; yuéra TeHIeHIIUN pa3BUTHS
TOKYMEHTAIMOHHOTO 00eCTIedeH sl YIIPaBICHUS;
MPUMEHEHUS TEXHUYECKUX CPEJICTB, HCIOJIb3yEMBbIX
B paboTe ¢ JOKYMEHTaMH; MPUMEHEHUS PABUI

OpraHu3aIi padoThl C JOKYMEHTaMHU

4. O0bém 1 BUABI YUeOHOH PadOTHI

OO6mast Tpy10eMKOCTh JUCIUILUIMHBI cocTaBiseT 3 3.e., 108 4., 18,25 4.
KOHTAaKTHOM pabOTHI C MPUMEHEHUEM JTUCTAHITMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHI

Pacnpenenenue no cemecrpam
N Bcero B Hacax
Bun yuebuoid padots: 4acoB Howmep cemectpa
7
OO6mmas Tpy10EMKOCTh TUCIIUTUTHHBI 108 108
AyoumopHvie 3auamusi: 12 12
Jlexuuu (JI) 4 4
[IpakTudeckue 3aHATHS, CEMUHAPHI U (MJTH) APYTHE BUIBI 2 2
ayauTopHbIX 3aHaTuil (I13)
JlabGopatopusbie pabotsl (JIP) 0 0
Camocmosmenvras paboma (CPC) 89,75 89,75
[ToxroroBka k 3a4éty 40 40
[TonroToBka K TECTUPOBAHUIO 49,75 49.75
KoHcynpranyy u npoMexyTo4Hast aTTeCcTalus 6,25 6,25
Bu koHTpoJIs (3a4eT, 1ud.3a4eT, SK3aMeH ) - 3a4eT




5. Conep:kaHue IMCUUIIMHBI

N O0beM ayaTUTOPHBIX 3aHATHI
o
pasn_ena HaumenoBanue pas3aeioB JUCIUIIINHBI 110 BUJIaM B 9acax
Bcero J| 113 | JIP
1 TeopeTrueckre OCHOBBI KOHCAJITUHTA U ayuTa B cepe 6 2| 4 0
TOKYMEHTAIMOHHOTO 00CCTICUCHUS YITPABIICHUS B APXUBHOM JICJIC
5 MeTomosiorust KOHCAJITUHTA U ayuTa B cepe 6 2| 4 0
TOKYMEHTAIMOHHOTO 00ECIICYCHUS YIIPABICHUS apXUBHOTO JIeJia
5.1. Jlekuuu
Ne Ne Koa-
HanmenoBanue nin KpaTkoe CoAep:KaHue ISKIIMOHHOTO 3aHATHUS BO
JIeKIMu{pasaenal
9acoB
1 1 |HopmaTtuBHO-1IpaBoBasi 6a3a paboThI KOHCANTHHTA U aynuTa B chepe JOY 2
) ) MeTomoIoTHs KOHCAJITUHTA U ayJuTa B cepe JOKYMEHTAIMOHHOTO 00eCTICYCHHS )
yIIpaBJICHUS] ADXUBHOTO Jiejia
5.2. lIpakTHyeckue 3aHATHS, CEMHUHAPBI
Ne Ne Kox-
HanmenoBaHue nin KpaTkoe cofep)KaHue MPaKTUYECKOTO 3aHATHS, CEMUHApa BO
3aHATHUS[pa3Iea
4acoB
1 1  |HopmaruBHO-nipaBoBasi 6a3a pabOThl KOHCAJITUHTA U ayauTa B chepe 1OV 2
5 1 Teoperndyeckre 0CHOBBI KOHCAJITHHTA U ayIuTa B c(hepe TOKyMEHTAIMOHHOTO 5
o0ecTieYeHUs YIIPABIICHHS B APXUBHOM JIEJIe
3 ) MeTon010THsI KOHCAITHHTA U ayuTa B chepe TOKYMEHTAllMOHHOTO 00ECTICUCHUS 5
yIpaBICHHS apXUBHOTO JIeTia
4 ’ JlokymMeHTanbHOE 0POpPMIIEHHE KOHCYTBTAIMOHHBIX U ayJUTOPCKUX yCIYT B )
chepe TOKyMEHTAITMOHHOTO 00eCTICUeHUsI YITPaBICHUS apXHUBHOTO Jiejia
5.3. JIabopaTropHbie padoThI
He npenycmoTpenbl
5.4. CamocrosiTesibHasA padoTa CTyIeHTa
Boinonnenne CPC
Crucok nuTeparypsl (C yKazaHUEM Kon-
[Monux CPC pasnenos, raB, cTpanuil) / cceika Ha  [CeMmecTp| BO
pecypc 4acoB
N OYMU: OcH. Nel (I'n. 1-5, C. 5-119), [dom.
[ToaroroBka K 3a4€T ’ ’ 7 40
8 y Nel (Tn. 1-6, C. 35-76)
OYMJI: Ocu. Nel (I'n. 1-5, C. 5-119), Hom.
IloaroToBka K TeCTHPOBAHUIO ’ > 7 49,75
a p Nel (I'm. 1-6, C. 35-76)

6. @OoH/I OLIEHOYHBIX CPEICTB /ISl IPOBeIeHNsI TEKYIEro KOHTPOJIsl YCIIeBAeMOCTH,
NMPOMEXKYTOYHOM aTTeCTallMu




KOHTpOJ'II) Ka4yCCTBa OCBOCHMUA O6p&30BaT€HBHOﬁ IMporpaMmel OCYIICCTBIICTCA B
cooTBeTCcTBUM ¢ IlonoxxeHuem o 6aHHBHO-p€I>'ITHHFOBOﬁ CUCTEMC OLICHUBAHUA PC3YJIILTATOB

y4eOHOM JIeSITEIIFHOCTH 00yYaIOIIUXCSI.

6.1. Kontpoabubie meponpusitus (KM)

Ha3zsanue
KOHTPOJIBHOTO
MEPOTIPUSITHS

Ce-
MECTP

Bun
KOHTPOJISt

KM Bec

Makc.
Oam

[Mopsimox HauwceHus: 6aIOB

Yuu-
THIBA

ercs
B [1A

Texymuit

0,2
KOHTPOJIIb

Tect o nexumu 1

10

BrinonHeHne TeCTOBOrO 3a1aHus
OCYILECTBIIIETCS Ha MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABIISIETCS 2 MOMBITKH C
OrpaHUYEHUEM IO BPEMEHU JIJIsi
[MPOXOKJICHUS Ka)KJI0ro Tecta. Meron
OLICHMBAHUS — BBICILIAs OLIEHKA 110 UTOraM
BCEX MOMBITOK. B ciydae, ecnu cTyaeHT
HaOupaet menee 60% OanoB, O €ro
MpOCKOE MperoIaBaTesb MPEI0CTaBIICT
NTOTIOJTHUTENbHBIE MONBITKU. CTyAeHT
[MPOXOJUT KOMITBIOTEPHOE TECTUPOBAHUE
MOCJIE U3yUYEHUsI IEPBOTO pa3zenna
nucHUIUIMHBL. Tect coctouT u3 10 Bompocos,
MMO3BOJISIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIreTeHInii. Ha orBeTEI oTBOAMTCA 15
MUHYT. [IpaBuIbHBIN OTBET HA BOIPOC
cooTBeTcTBYeT 1 Oamty. HenpaBuibHbIi
OTBET Ha BOIPOC cooTBeTcTBYeT () GammoB

3a4CT

Texymui
KOHTPOJIb

Tect o Teme 2 [0,3

10

BrinonHeHne TeCTOBOrO 3a1aHus
OCYILIECTBIISIETCS Ha TIOpTaje « IEeKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABIISIETCS 2 TOTBITKU C
OTpaHUYEHUEM IO BPEMEHM JIJIs1
[TPOXOKICHMS KaX10r0o Tecta. Meron
OLICHMBAHUS — BBICILIAsA OLIEHKA 110 UTOraM
BCEX MOMBITOK. B ciydae, ecnu cTyaeHT
HaOupaet meHee 60% OanoB, O ero
MpoCKOE MperoaBaTesb MPeI0CTaBIACT
NTOTIOJTHUTENbHBIE MONBITKU. CTyAeHT
[TPOXOJUT KOMITBIOTEPHOE TECTUPOBAHUE
[OCJIE U3yUYEHHUsI IEPBOTO pas3zelia
MUCIUTUINHBL TecT coctout u3 10 Bompocos,
MO3BOJISAIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIreTeHInii. Ha orBeTEI oTBOAMTCA 15
MUHYT. [[paBuIbHBIN OTBET HA BOIPOC
cooTBeTcTBYeT 1 O6amty. HenpaBunbHbIN
OTBET Ha BOIPOC cooTBeTcTBYeT () GannoB

3a4CT

Texymuit

0,3
KOHTPOJIIb

Tect o Teme 3

10

BEeIToIHEHIE TECTOBOTO 3aaHuUs
OCYIIECTBIISIETCS Ha TIOpTaIe « IEKTPOHHBIN
IOYpI'Y" (https://edu.susu.ru). CtyneHTy
MPEIOCTABIISIETCS 2 TOMBITKU C
OTpaHUYEHUEM I10 BPEMECHH IS

[TPOXOXKICHMSI KaXI0r0 Tecta. Meron

3a4CT




OLICHMBAHUS — BBICILIAsA OI[EHKA 10 UTOraM
BCEX MOMBITOK. B citydae, eciau cTyaeHT
Habupaet menee 60% OanoB, 1O €ro
pocb0e MpernoaBaresb IpeoCTaBIseT
TOTIOJTHUTENbHBIC MONBITKU. CTyAeHT
[TPOXOJUT KOMITbIOTEPHOE TECTUPOBAHUE
MOCJIe U3yUYEHUsI IEPBOTO pas3zeia
MUCIUIUIMHBL. Tect coctouT u3 10 Bompocos,
MO3BOJISIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIieTeHIniA. Ha orBeTEI oTBOAMTCA 15
MUHYT. [IpaBuiIbHBIN OTBET HA BOIPOC
cootBeTcTBYET 1 Gamty. HempaBuibHBIM
OTBET Ha BOIPOC cooTBeTcTBYeT () GammoB

Texymuit
KOHTPOJIb

Tect mo teme 4 (0,3 10

BrinonHeHne TeCTOBOrO 3a1aHus
OCYILECTBIIIETCS Ha MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABIISIETCS 2 MOMBITKH C
OrpaHUYEHUEM IO BPEMEHU JIJIsi
[MPOXOKJICHUS KaKJI0r0 TecTa. Meron
OLICHMBAHUS — BBICILIAs OLIEHKA 110 UTOraM
BCEX MOMBITOK. B ciydae, ecnu cTyaeHT
Habupaet menee 60% OanoB, O ero
MPOCKOE MperoaBaTesb MPEI0CTaBICT
NTOTIOJTHUTENbHBIE MONBITKU. CTyAeHT
[MPOXOJUT KOMITBIOTEPHOE TECTUPOBAHUE
MOCJIE U3yUYEHUsI IEPBOTO pa3zenna
nucHUIUIMHBL. Tect coctouT u3 10 Bompocos,
MMO3BOJISIONINX OIEHUTH CPOPMHUPOBAHHOCTD
koMIreTeHInii. Ha orBeTEI oTBOAMTCA 15
MUHYT. [IpaBuIbHBIN OTBET HA BOIPOC
cooTBeTcTBYeT 1 Oamty. HenpaBuibHbIi
OTBET Ha BOIPOC cooTBeTcTBYeT () GammoB

3a4CT

ITpome-
5 7 JKyTOYHAs
aTTecTanus

3aganue o

npomexyrodHou | - [ 30

arTecranumn

B koHTposIbHOM paboTe
"TepMUHOIOTUYECKUN MUHUMYM"
HEOOX0IMMO BBISIBUTH 15 OCHOBHBIX
TEPMUHOB TIO0 OJTHOM M3 BEIOPAHHBIX TEM.
Kputepun OLIeHKHU: - HCIOIb30BaHUE HE
MeHee 15 nousatuit — 15 6anios (o onHoMy
0asuty 3a KaXkKAbIil TEPMUH); HATUYHE JOTMKH
Y CBSI3HOCTH TIPENICTaBICHUS HH(OPMAIINH,
TBOPYECKOTO MOAX0/1A - 5 6aJIIoB;
MpaBUILHOE OPOPMIICHUE BCEX
00s13aTeIbHBIX AJIEMEHTOB KOHTPOJIBbHBIX
paboT - 5 6aIoB; HAIMYUE CCHUTOK Ha
oubnuorpaduyecKuil CIUCOK MOCie KaKI0To
onpeneneHus - 5 6amios. Pabora Oyner
3auTeHa, eCJIM OyAyT BBIIIOJIHEHBI BCE IyHKTHI
1 HaOpaHo He MeHee 60 % (T.e. He MeHee 18

0amioB ) - "3auTeHO".

3aUCT

6.2. Ilpouenypa npoBeaeHusi, KpUTEPHUH OLlEHUBAHUS

Bun
IIPOMEKYTOYHOU
aTTeCTallun

[Ipouenypa nposeneHus

Kpurepun
OLICHUBAHUs




Ha 3auéte nmporcxoauT olleHnBaHUE yUeOHOM NesITeTbHOCTH
00y4aroIuXxcs Mo JUCHUILIMHE HA OCHOBE MOJIY4YE€HHBIX OLIEHOK
32 KOHTPOJIbHO-PENTUHIOBBIE MEPOIPUATHUS TEKYILIETO
KOHTPOJIS U IPOMEXKYTOUHON aTTeCTallu

B cooTBeTCTBUM C
nm. 2.5, 2.6
[lonoxxenus

3a4eT

6.3. ITacnopt oHIa OLIEHOYHBIX CPEACTB

Kommnerenuu Pesynbrarel 00yueHus

3HaeT: npodeccnoHaIbHYI0 TEPMHHOIOTHIO M OCHOBHBIE HAIIPABICHHS
rOCy/IJapCTBEHHOH periaMeHTaluu paboThl C JOKYMEHTaMHU U OpraHU3aluK UX
xpaHeHus: B Poccuiickoit @enepanuu; cUCTEMY OLIEHKH IOKa3aTemei CiryX0bl
TOKYMEHTAIMOHHOTO 00€CIeUYeHus YIIPaBJIEeHUs], €€ OCHOBHBIE MIOKA3aTeNN

[1K-1

‘YMeeT: AHAJIU3UPOBATh JIOKAJIbHBIC HOPMATUBHBIC aKThI C HOSI/II_II/Iﬁ
JOKYMCHTOBCACHUSA U ApXUBOBCACHUSA U OKA3bIBATh KOHCYJIBTATUBHYIO ITOMOIIIb;
IMPUMCHATH OCHOBBIL I/IH(i)OpMaI_[I/IOHHO-aHaJ'II/ITI/ILIeCKOI71 JCATCIIBHOCTHU AJIA OCHKN
CJ'IY)K6BI JOKYMCHTAITUOHHOT'O obecrieueHus YHIpaBJICHUA

[1K-1

MMmeet HpaKTI/I‘leCKI/Iﬁ OIIBIT: pa3pa60TI<H HOPMATHUBHBIX U METOAUYCCKUX aKTOB

MK-1 o JIOY u ucnons3oBanust METOAOB npoBeaeHus ayaura JIOY u apxuBHoro nena;

aHAJTUTUYECKOMN JIeATEIbHOCTH IPUMEHHUTENBHO K OIIEHKE JAESATEIbHOCTH CITY>KOBI
TOKYMEHTAIMOHHOTO 00eCcTeueH sl YIIpaBJIeHUs

Turnossle KOHTPOJIBHBIC 3alaHUS 110 KaAXKAOMY MCPOIIPUATHIO HAXOIATCA B
IIPUITOKCHUAX.

7. YueOHO-MeTOoAMYEeCKOe 1 MH(OPMAIIMOHHOE 00ecredeHUe TUCHUIIMHBI

IHeuaTHas y4yeOHO-MeTOAUYECKAS] JOKYMEHTALMUS
@) OCHOBHAs TUMepamypa:
He npenycmorpena

0) OononHumenbHas Iumepamypa:
He npenycmorpena

8) omeyecmeenHbvle U 3apydedicHble HCYPHAILL N0 OUCYUNIUHE, UMerouuecs 8 bubiuomexe:
He npenycmorpeHnsl

2) MemoouuecKkue YKasaHus 0 Cmyo0eHmos8 no 0C80EHUIO OUCYUNTUHDL.

1. Iemenea, JI. A. Opranu3aimoHHOE IPOEKTUPOBAHUE : YIeOHO-
metoaudeckoe nmocooue / JI. A. lleneneBa. — Kei3put : Tysl'Y, 2019. — 92 ¢. —
Texcr : anexTponHsblit // JIanb : 27eKTpoHHO-0MOMMOTEeYHast cuctema. — URL:
https://e.lanbook.com/book/156246 (nara obpamenus: 14.06.2024). — Pexxum
JOCTYyTIA: JUIsl aBTOPH3. TIOJI30BATENICH.

U3 HUX: Y4eOHO-Memoouyeckoe obecneyerue camocmosamenbHol pabomsl CmyoeHma:

1. Illenenesa, JI. A. Opranu3allMOHHOE MPOECKTUPOBAHUE : yUEOHO-
meronuueckoe nocodue / JI. A. llleneneBa. — Kui3but : Tysl'Y, 2019. — 92 ¢. —
Texcr : anexTpoHHbIi // JIaHb : 37eKTpOHHO-0MOMMoTeyHas cuctema. — URL:
https://e.lanbook.com/book/156246 (nata oOpamienust: 14.06.2024). — Pexum
JOCTyTa: ISl aBTOPHU3. MOJIb30BaTeINeH.



JJIEKTPOHHAs Y4eOHO-MeTOAMYECKAs TOKYMEeHTAIlUsA

HaumenoBanue
No nmg)lgypm aﬂii?;%?};ﬁ bubnuorpaduueckoe onrcanue
bopme
[TaBnoBa, P. C. JlokymeHTalmoHHOE OOeCIeYeHUE ypaBIeHUs /
DIEKTPOHHO- ;
- P. C. [1aBnoBa. — 2-e usn., crep. — Cankr-IlerepOypr : Jlans,
1 OcHoBHas cHCTeMa 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr :
nuTeparypa A ATeNLCTE DIIEKTPOHHEIH // JIaHb : 37eKTpOHHO-OMOIMOTEUHAsI CUCTEMA. —
8 URL: https://e.lanbook.com/book/310175 (mara oOpamienus:
Jlanb 3
13.06.2024). — Pexum nocTymna: ajis aBTOPU3. MOJIb30BATEIEH.
Eropos, B. II. /JokymeHTOBEIeHHE U JOKYMEHTALUOHHOE
oOecrieueHre yrnpaBieHHs B YCIOBUAX IU(PPOBON SKOHOMHKH /
DIEKTPOHHO-
66O T HAs B. I1. Eropos, A. B. CnunbkoB. — 4-€ u3g., ctep. — CaHKT-
b OcHoBHast cHCTeMaA [leTepOypr : Jlanp, 2023. — 372 ¢. — ISBN 978-5-507-45695-
nuTeparypa 6. — Tekcr : 37eKTpoHHBIH // JIaHb : 311eKTPOHHO-
U37aTeIbCTBA
Mo o6ubnuoreynas cucrema. — URL:
https://e.lanbook.com/book/279827 (nata obpareHus:
13.06.2024). — Pexxum noctyna: AJjis aBTOpH3. TIOJIb30BaTENCH.
Ycanosa, O. I'. JlokymMeHTOBeIeHIE U apXUBOBEICHHUE : CIIOBApPb
JEKTPOHHO- / O. I'. Ycanosna, A. B. JlymnukoBa. — 2-e u3f., ctep. — CaHKT-
NononHuTensHas OubIMoTeuHas [TerepOypr : [nanera my3biku, 2019. — 172 ¢. — ISBN 978-5-
3 Tenarvpa cucreMa 8114-3873-0. — Tekcrt : »neKTpoHHbIH // JIaHb : 371€KTPOHHO-
patyb M3/1aTeNIbCTBA o6ubnuoreynas cucrema. — URL:
Jlanb https://e.lanbook.com/book/113186 (nara oOpateHus:
13.06.2024). — Pexxum noctyna: AJis aBTOpH3. TIOJIB30BaTENCH.
ApacnanoBa, B. A. JlokymeHTanimonHoe odecreyeHue
DJIEKTPOHHO- yopaBieHus : yueOHoe nocooue / B. A. Apacinanosa. — 3-e
OnbIMoTeUHAs u31., noi. u nepepad. — Cypryt : Cypl'IlY, 2019. — 239 c. —
4 f;feoj;iHTzanaﬂ cucrema ISBN 978-5-93190-385-9. — TekcT : anexTpoHHblii // JlaHb :
patyp U3aTeIbCTBA AIIEKTPOHHO-OMOMMoreyHas cucrema. — URL:
Jlanb https://e.lanbook.com/book/151937 (nara obpatenus:
13.06.2024). — Pexxum noctyna: AJjis aBTOPU3. TOJIb30BaTENCH.

[TepedeHpb UCTIONB3YEMOTO TPOTPAMMHOTO OOECIICUECHHUS:

1. Microsoft-Windows(6eccpodno)

2. Microsoft-Office(6eccpouno)

3. ®I'AOY BO "IOVYpl'Y (HNY)"-Ilopran "Onekrponnsiii HOYpI'Y"
(https://edu.susu.ru)(6eccpodno)

[Tepeyens ncnoab3yeMbIXx NpodeccruoHaNbHbIX 0a3 JaHHBIX U HH(OOPMAIITMOHHBIX
CIIPABOYHBIX CUCTEM:

Her

8. MarepuajibHO-TeXHHYECKOE o0ecriedeHne I CIUTIITUHBI

Bun 3ansaTuit

Ne
ayJ.

OcHoBHOE 000py/IOBaHKE, CTEH/IbI, MAKEThI, KOMITBIOTEpHAs TEXHHUKA,
IIPEYyCTaHOBJIEHHOE IPOrPaMMHOE 00eCIIeYeHUE, UCTIONIb3YEMOE JUIs

Pa3JIMIHBIX BUOOB 3aHIATHI

KonTtponb

118a |[Kommetorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b




CaMOCTOSTEILHOU
paboThI

(2)

O3V c BeixooM B MIHTepHET 1 AOCTYNOM B IopTall «neKTpoHHbIN FOVYpI'Vy;
Kommbrorep 1 mit. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
0O3YVY); UntepaktuBnas nocka IQBoard PS, [Ipoekrop EPSON, nayauku ¢
mukpodonom Logitech, Monutop-15 mT. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), DITAOY BO "HOVYpI'Y (HUY)"-ITopran
"Onexrponnbiit FOYpI'Y" (https://edu.susu.ru)(6eccpouno)

CamMocTosTenpHas
paboTa cTyaeHTa

118a
(2)

Kommwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BeIxozioM B MIHTEpHET 1 AOCTYNOM B OpTall «NeKTpoHHbIN FOVYpI'V»;
Kommprorep 1 mit. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
O3YVY); Untepaktusnas gocka IQBoard PS, [Ipoekrop EPSON, naysauku ¢
Mukpogponom Logitech, Monurop-15 mt. Microsoft — Windows (6eccpouHo),
Microsoft-Office (6eccpouno), DITAOY BO "HOVYpI'Y (HUY)"-ITopran
"Onexrponnbiit FOYpI'Y" (https://edu.susu.ru)(6eccpouno)

3auer

118a
(2)

Komnerorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BeixozoM B MIHTepHET 1 AOCTYNIOM B IOpTall «NEeKTpoHHbIN FOVYpI'V»;
Komnbrorep 1 mit. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
O3YVY); UntepaktuBHas gocka IQBoard PS, [Ipoekrop EPSON, naymsauku ¢
Mukpogonom Logitech, Monurop-15 mt. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), DITAOY BO "HOVYpI'Y (HUY)"-ITopran
"Onexrponnbiit OYpI'Y" (https://edu.susu.ru)(6eccpouno)

[IpakTnueckue
3aHATHA U
CEMMHAPBI

118a
2)

Kommerorep 15 mT.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbIxoaoM B IHTEpHET U 10CTYIIOM B mopTall «AaeKTpoHHBIN FOYpI'Y»;
Komnsrotep 1 . (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03YVY); UnrepaktuBHas gocka [QBoard PS, IIpoektop EPSON, HaymHuky ¢
mukpoponom Logitech, Morutop-15 mt. Microsoft — Windows (6eccpouHo),
Microsoft-Office (6eccpouno), PIAOY BO "IOVYpI'Y (HUY)"-TTopran
"Onexrponnsiii OYpI'Y" (https://edu.susu.ru)(6eccpodno)

Jlexnun

118a
2)

Kommbrorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbixoaoM B IHTEpHET U 1O0CTYIIOM B mopTall «neKTpoHHBIN FOYpI'Yy»;
Kommerorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03YVY); UnarepaktuBHas gocka [QBoard PS, IIpoektop EPSON, HaymHuky ¢
mukpoponom Logitech, Monutop-15 mt. Microsoft — Windows (6eccpouHo),
Microsoft-Office (6eccpouno), DI'AOY BO "IOVYpl'Y (HUY)"-Tloptan
"Onexrponnsiii OYpI'Y" (https://edu.susu.ru)(6eccpodno)

[Tepecnaua

118a
)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BbIxonoM B HTEpHET M 10CTYNIOM B OpTan «NeKTpoHHBIN FOYpl'Yy»;
Kommbrorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz, 8,00 I'b
03VY); UnrepakruBHas gocka [QBoard PS, [Tpoekrop EPSON, HaymHuku ¢
mukpoponom Logitech, MonuTop-15 mt. Microsoft — Windows (6eccpouno),
Microsoft-Office (6eccpouno), DIAOY BO "IOVYpl'Y (HUY)"-Tlopran

"Onexrponnsiii OYpI'Y" (https://edu.susu.ru)(6eccpodno)




