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oOyuenue», GenepanbubiM 3akoHOM «O0 00pazoBanuu B Poccuiickoit @eaepannm»
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Poccniickon @enepanuu ot 26 aBrycra 2022 r. Ne 778.
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI
Jenonpoussoaureib
1.1. lleab ¥ nJIaHUpYyeMble Pe3yJabTaThl 0CBOEHUS
B pesynprare M3ydeHus AMCUMIUIMHBI OOY4YalOUIMIiCS OCBaMBAaET BUJ JAEATEIBHOCTH:
Brimonaenue paboT 1o 0AHOM WM HECKOIBKUM MpodeccusiM pabounx, JOHKHOCTAM CITyKalluX,
U COOTBETCTBYIOLIME €My OOIIHe KOMIIETEHIIMU U TPO(eCCHOHATbHbIE KOMIIETEHIIUHU:
1.1.1. [TepeyeHnb 0OUTUX KOMIIETEHITUH:

Kon HanMeHoBaHHe 00IIUX KOMIIETEHIIUMA

OK 01 Br16upaTh criocoOsI perieHus 3a1a4d npodeccHoHaIbHOM ACSITESIIBHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM
Hcnonb30BaTh COBpEMEHHbBIEC CPECTBA MOUCKA, AaHAIM3a U MHTEPIPETALIUN

OK 02 nHpopmanuu, 1 THGOPMAITMOHHBIC TEXHOJIOTHUH IS BBITIOJHEHUS 3a/1a4
poeCCHOHAIBHON JEATEIHLHOCTH

OK 04 O dexTuBHO B3aUMOICHCTBOBATH U PA00OTATh B KOJUIGKTHBE U KOMAaH/IC
OcCy1IeCTBIISITh YCTHYIO U MIUCbMEHHYK0 KOMMYHUKALIMIO HA TOCYAapPCTBEHHOM

OK 05 s3bike Poccuiickoit denepanuu ¢ y4éToM 0COOEHHOCTEH COIMATLHOTO
U KyJbTYPHOI'O KOHTEKCTa

OK 09 [Tonp30BaTbest MpodecCHOHATBHON TOKYMEHTANNEH Ha TOCYAapCTBEHHOM
Y UHOCTPAHHOM SI3bIKaxX

1.1.2. Ilepedenp npodecCHOHATBHBIX KOMITETCHIIUMA

Kona HaumeHoBaHue BUAOB JeITEJIbLHOCTH U l'[pO(l)eCCI/IOHaJIbeIX KOMIIeTeHII Uil

BJI 3 Opranu3zanys apXuBHOM pabOTHI 110 TOKyMEHTaM OpraHU3alui pa3InyHbIX

dbopM cOOCTBEHHOCTH

OcymiecTBisITh THGOPMAITHOHHYIO padOTy MO JOKYMEHTaM, B TOM YHUCJIE C
MK 3.1. | ucroap30BaHUEM OPTTEXHHUKH, POTPAMMHEIX CPEJICTB yUeTa, XpaHCHUS U
MOMCKA JOKYMEHTOB M IPYTUX CHEIUATU3UPOBAHHBIX 0a3 TaHHBIX.

[IK 3.2 Bectr paboTy 10 CO3aHHUIO CIIPABOYHOTO aNIIapara Mo JOKyMEHTaM C HEJbI0
" | obecneueHus yao0HOro M OBICTPOrO MX MOUCKA.

[IpunuMath yyactre B pa3pabOTKe JOKaIbHBIX HOPMATUBHBIX aKTOB
MK 3.3. | opranu3ammu o BOIpocaM JJOKyMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHUS U
ApXHUBHOTIO JIENA.

1.1.3. B pe3ynbTaTe 0CBOCHHS MPOPECCHOHATBHOTO MOYJIsl 00yUYaOIIUICS TOTKEH:

Bianets [Tpuem u nepBuuHas 00paboTKa BXOISAIMIMX JOKYMEHTOB

HaBbIKAMH IIpeasapuresbHOE PACCMOTPEHHUE U COPTUPOBKA TOKYMEHTOB Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

IToaroroBka BXOAAIMX JOKYMEHTOB JJI1 PACCMOTPEHHUS PyKOBOAUTEIIEM
Perucrpanus BXOASIIKUX JOKYMEHTOB

Opranuzanys JOCTaBKH JOKYMEHTOB UCIIOJHUTEIAM

Benenue 0a3bl JaHHBIX JOKYMEHTOB OpraHu3alliu




Benenne nHpOpMamoHHO-CIIPaBOYHON PaOOTHI

O6paboTka 1 OTIpaBKa UCXOISIINX JOKYMEHTOB

Opranuzanus paboTsl IO PETUCTPALINHU, YUETY, XPAHCHHIO U IIepeiade B
COOTBETCTBYIOIIHE CTPYKTYPHBIC MOAPA3ICICHHS JOKYMEHTOB TEKYILErO
JIEIONPOU3BOICTBA

KoHTpob HCITOTHEHUS JOKYMEHTOB B OpraHu3aluu

VYMeTs

PabotaTh co Bceil COBOKYIMHOCTBIO HH(OPMAMOHHO-T0KYMEHTAI[HOHHBIX
pecypcoB OpraHu3aluu

[Tonb30BaTbest 6a3aMM JaHHBIX, B TOM YUCIIE YAAICHHO

[Tonp30BaThCsl CIPAaBOYHO-TIPABOBBIMHU CUCTEMAMU

[Tonb30BaThest CIPaBOYHO-TIPABOBBIMHU CHCTEMaMU

[TpuMeHSTH cOBpeMeHHbIE HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH U1l paOOTHI C IOKYMEHTaMH1, B TOM YHUCIIE JUIS €€
ONTUMU3AIMH U TIOBBIICHUS 3P (HEKTUBHOCTH

[IpuMeHsTh MpaBUIIa pycCKOTo S3bIKa

[TpuMeHSTH MpaBHUiIa PYCCKOTO S3BIKA

3HaTh

HopmaTtuBHBIEC TPaBOBbIC aKThl U HOPMATHBHO-METOIUYECKUE TOKYMEHTHI,
OIIPEICTISIOIIUE MOPSIIOK JJOKYMEHTAIIMOHHOTO 00SCIICYCHUS! YIIPaBICHHUS
CTpyKTypa OpraHu3aiyu, pyKoBOJCTBO CTPYKTYPHBIX MOAPa3/IeIeHHIH
CoBpeMeHHBIE HTHPOPMAITMOHHBIE TEXHOJIOTUU Pa0OThI ¢ JOKYMEHTAMHU
[Mopsimok paboThI ¢ TOKyMEHTAMU

CxeMmsbl TOKyMeHTO00OpoTa

CucremMbl CKOPOCTHOTO TIHCHMA

HpaBI/IHa pa6OTI)I C BXOAAIIUMU, UCXOJAIMMH W BHYTPCHHHUMMU
JOKyMEHTaMHU

[IpaBuna opranuzanuu U (HOPMBI KOHTPOJIS HCIIOTHEHHUS JOKYMEHTOB B
OpraHu3aluu

Tunosslie CPOKH UCIIOJIHCHUA NOKYMCHTOB

[TpuHIMIBL pabOTHI CO CPOKOBOW KapTOTEKON

Ha3naueHnue u TEXHOJIOTHS TEKYLIETO U IPEAYIPEIUTEIBHOIO KOHTPOJIA
[IpaBuna cocTaBieHUs aHATUTHYECKUX CIIPABOK TI0 OPTaHU3aLUK paboThI ¢
JOKYMCHTaMH U KOHTPOJIIO UCITOJTHCHHA JOKYMCHTOB

[IpaBuna JOKyMEHTalMOHHOTO 00ECTICYCHUS ICSTENbHOCTH OpraHU3aInu
BI/II[I)I JOKYMCHTOB, X HAa3HAYCHHC

TpeOoBanus, mTpenbsBIsEMble K JOKYMEHTaM B COOTBETCTBHU C
HOPMAaTUBHBIMHU IIPABOBBIMU aKTaMH U TOCYAaPCTBCHHBIMU CTaHAAPTAMU
[lpaBuna cocraBneHuss u odopmieHHs HWHPOPMAIMOHHO-CIPABOYHBIX,
OpTraHHU3allMOHHBIX, YIIPABJICHYCCKNX JOKYMCHTOB

[lpaBuna co3maHus W BelAeHUs 0a3 JAHHBIX CIYXKEOHBIX JOKYMEHTOB B
OpraHH3aluH

Cuctemsl 3JIEKTPOHHOTO JJOKYMEHTOO00pOTa

IIpaBuna u CpoKH OTIIPABKH UCXOASAIINX JOKYMEHTOB

TpebGoBanusi OXpaHbl TPyAa




2. CTPYKTYPA U COAEP KAHUE ITPO®PECCUOHAJIBHOI'O MOAYJIsA
2.1. O6bem y4eOHOM AMCHUIIHHBI U BUABI Y4eOHOH padoThl

Buj yuedHoil paGoThl Oobvem
6 uacax

O0beM 00pa3oBaTeIbHON MPOrPAMMBbI THCITUIITMHBI 94

BT. 4..

TeopeTnieckoe oOyueHue 2

MIPAKTUYECKUE 3aHATHUS 2

CaMocTosTelbHas paboTa 00yJaroIerocs 88

IIpoMeskyTOUHAS aATTECTAINMS 2

2.2. TemaTnyeckuii IJIaH U cofiep:kaHue npodeccuonanbHoro moay.s (IIM)

HanmeHoBaHue pasiesioB
U TeM
npodeccHoHATLHOTO
moayas (IIM),
MeKIUCHHMIIIMHAPHBIX
kypcoB (MIK)

Conep:xanue yueOHOro MaTepuaJa, JjadopaTopHbie
padoTHI U MPpaKTHYeCKHUe 3aHATHSA,
caMoCTosITe/IbHAs y4eOHasi padoTa o0yyaromuxcs,
KYpcoBasi padoTa (IIpoeKT)

O0BéM, aKkaj.
4./

B TOM YHCJIE B
dopme
NMPAKTHYeCKOM
MO/ITOTOBKH,
aKaj. 4.

JesionpousBoauresb

Tema 1
Jesonpon3BoacTBo Kak
oaHau3 QPYHKIMH
ylpasBJieHHs.

Jlekums. /IenonpousBoacTBO Kak oHa U3 QYHKIUI
YIIPaBJICHUSI.

Brenenue. Vctopust pa3BuTHs 1€I0IPOU3BOJICTBA B
Poccumn. Llenn, 3anaum, cBA3b ¢ APyTUMHU
aucuuianHaMu. HopMaTtuBHBIE TPaBOBBIE aKTHI U
HOPMAaTUBHO-METOANYECKUE JOKYMEHTBHI,
ONPEAEIAIOIINE MOPSIOK JOKYMEHTALMOHHOTO
obecrieuenus yrpapiaeHuss. OCHOBHbBIE TIOHSTHS

«CJOKYMCHT», BUJAbI JOKYMCHTOB, UX HA3HAYCHUC U T./.
b

CaMmocrosiTeibHasi paboTa o0y4arommxcst
Knaccugukarumn nokymentoB OPJl. CoBpemeHHbIe
MH(OpPMaLMOHHBIE TEXHOJIOTUU PAOOTHI C
JIOKYMEHTaMHU.

«Kpyrisiii ¢cTOD IO COCTABICHUIO OIUCH I,
IIOATOTOBKH JIEJI K [Iepeladye B apXUB OpraHu3aluy,
roCy/1apCTBEHHBIE U MYHULIUIIATIbHBIE APXUBBL..
ObecneueHnto yyera 1 COXpaHHOCTHU IOKyMEHTOB B
apXuBe.

10

CamocrosiTeibHas padoTa 00y4YaOImMXCcs
OdopmileHne MTaTHOTO pacIUCaHMSL.

CocraBieHue MLTaTHOTO PACIIUCAHUSA U O(OPMIICHHE.
Pemenue cutyatuBnbix 3a1a4: OpopMuTh 1
3apErUCTPUPOBATh OPTaHU3ALMOHHO-
pacnopsIUTENbHBIE JOKYMEHTHI, IPOKOHTPOJIUPOBATh
CPOKHM HX MCIIOJIHEHUS.

10




CamocTtosiTeibHas padoTa 00y4YarOIMXCs

TunoBas UHCTPYKIMS 11O AETONPOU3BOACTBY

Pemenue CUTYAaTHUBHBIX 3a1a4: HOI[I‘OTOBKa BXOAAIIIUX
JJOKYMEHTOB JIJIsl PACCMOTPEHMSI PYKOBOJIUTEIIEM.

12

Tema 2
Opranusanus Tpyjaa
PaGOTHUKOB CJIYKObI
AOKYMEHTAIlMOHHOI0
olecnieyeHust
ynpasJjieausi(J{0Y)

CamocrosiTeibHast padoTa 00yYaOmmMXxcs
OO6mure TpeOoBaHUs K OPraHU3alMK TPYAa CITyKObI
JOY. ®opMbl oOpranu3aiuu 1eI0MpOU3BOJICTBRA.
Crpykrypa u ¢pyHkiuu ciayx0sl JIOY. [IpaBa u
OTBETCTBEHHOCTb PaOOTHUKOB cyx0b1 /IOY.

CamocrosiTesibHAasi padoTa 00y4arImmuxcst

N3yunTh NOpsAa0K paboThl B CUCTEMAX JIEKTPOHHOTO
IOKyMeHTooOopoTa. Benenue 6a3bl 1aHHBIX
JOKYMCHTOB OpraHu3aluu.

ofOecrieueHre NpUeMa M palHOHAIbHOE pa3MEUICHHE
JOKYMCHTOB B apXHBC (B TOM YHCJIC JOKYMCHTOB IIO
JUYHOMY COCTaBY).

10

IIpakTH4yeckue 3aHATHS.

CocraBieHue JOHKHOCTHOW HHCTPYKLUU
nenonpousoautens. OdopmieHre JOIKHOCTHON
MHCTPYKIIHU JETIONPON3BOTUTEIIS.

CamocrosiTe/ibHasi padoTa 00y4yalouuxcst
Opranuzanus paboTsl IO PETUCTPALIUH, YUETY,
XPaHEHUIO U TIepejavye B COOTBETCTBYIOIIHE
CTPYKTYPHBIC [TOJIpa3/IeICHUs JOKYMEHTOB TEKYILETO
JISJIIONTPOU3BOJICTBA

10

CamocrosiTeibHas padoTa 00y4aOmmMXcs
ParnmonansHas opranu3anus pabo4ux MeCT U Tpyia
pabOTHUKOB J1eONPOU3BOJACTBA. TpeboBaHMs OXpaHbI
Tpyna. TpynoBoii kogekc PO B uactu obecrieueHus
YCIIOBHI, OTBEYAIOLINX TPEOOBAaHUSM OXPaHBITPYa.
[enoBas urpa: OGopMuTh U 3aperUCTPUPOBAThH
OpraHU3alMOHHO-PACHIOPSAUTENbHBIE JOKYMEHTHI,
IPOKOHTPOJIMPOBATH CPOKH MX MCIOTHEHHUS

10

Tema 3
Odopmienue
PEKBHU3HUTOB
JOKYMEHTOB.

CamocrosiTeibHas padoTa 00y4aOmmMXcs
TpeboBanusl, MpebsABIsIEMbIE K JOKYMEHTaM B
COOTBETCTBUM C HOPMATUBHBIMU IIPABOBBIMHU aKTaMU U
rocyapcTBEHHbIMU cTaHaapTamu. [lopsiok paboTsl ¢
JokyMeHTaMu. CXeMbl JOKyMEeHT0000poTa. CUCTEMBI
CKOpOCTHOTO TChMa. [IpaBuira paboThI ¢ BXOISIINMH,
UCXOJSAIIMMHU U BHYTPEHHUMHU JOKYMEHTaMH.
®opmynsip — obpazen. Buapl n Ha3HaueHHEe OJIaHKOB.
[TpaBuna opopmieHns OCHOBHBIXpEKBU3UTOB. [IpaBuia
0hOpMIICHHUSI TOTTOJTHUTEITLHBIX PEKBU3UTOB
JTIOKYMEHTOB.

10

CamocrosiTesibHasi padoTa 00y4yaroumuxcs

[TpoexTrpoBaHue OJAHKOB C YIJIOBBIM PAcCIOOKEHUEM
pekBU3HUTOB. [IpoekTHpoBaHuEeO6IaHKOB C MPOJAOIBLHBIM
pacroyio’)keHHueM pekBU3UTOB. OdopmiieHHe OCHOBHBIX

14




PEKBU3HUTOB JIOKYMEHTOB. Odopmnenue
JIOTIOJTHUTEITBHBIX PEKBU3UTOB.

I'OCT P 7.0.97-2016

[IpobGnemMHOe 00y4deHHE: OCYIIECTBUTh
OpTraHU3aIMOHHO-METOAHYECKOE PYKOBOJICTBO U
IIPOKOHTPOBATH 32 pabOTOI apXnBa OpraHU3aIMH U 32
OpraHu3alel JOKYMEHTOB B JICIOIPOHU3BOJICTBE.

HpOMe)KyTO‘lHaﬂ arrecranmus 2

Bcero 94

3. YCJIOBUS PEAJIM3AIINA YYEBHOM JUCHUIIIMHBI

3.1. lns peajm3anuy nNporpaMmsl Npo(heccCHOHAIBLHOI0 MOAYJIsl 10JIKHBI ObITh

NPEAYCMOTPEHBI CJIEAYIOIIHNE CICHHATIBbHbIC IOMEIICHUA:

Kabuner apxuBOBeIeHUS, OCHALIEHHBIMN:

— 00OpYyJIOBaHUEM: CTOJIBI U CTYJIbs, IIKa(bl, CTEIUIAXH, JOCKA, UHTEPAKTUBHAs MpPHUCTaBKa K
JOCKE/MHTEpaKTUBHAS JJOCKA, IIPOEKTOP, KOHIUIIMOHED;

— TEXHUYECKMMM CpPEJICTBAMHU: IEPCOHAIBHBIM KOMIBIOTEp (IporpaMMHOe oOOecIeueHue:
TEKCTOBBIM peaakTop, MpaBoBas 0a3a [aHHBIX, CHUCTEMa 3JEKTPOHHOIO JIOKyMEHTOO0OpOTa,
IIPOrpPaMMHBIN MPOJYKT, pealu3yromuid (yHKIIMHY apX1UBa OpraHU3alluy, JOKaJIbHas CETh, BBIXO]
B INI00ATTBHYIO CE€Th), MHOTO(YHKIIMOHAIBHOE YCTPOICTBO (IPUHTED, CKaHEP, KOIIHUDP).
JIaGopatopusi apXMBHOT'O JieN1a, OCHAILEHHAS .

— 00OpYZIOBaHUEM: CTOJIBI U CTYJbsl, IIKa(bl, CTEUIAXH, JOCKA, UHTEPAKTUBHAs NPUCTaBKa K
JIOCKE/MHTEepaKTUBHAsI JOCKA, IPOEKTOP, KOHIUIIMOHED;

— TEXHUYECKHMH CpEJICTBAMU: IEPCOHAIBHBIA KOMIIBIOTEP (IIpOrpaMMHOE OOecleUYeHHe:
TEKCTOBBIM peaakTop, MpaBoBas 0a3a JaHHBIX, CHUCTEMa 3JEKTPOHHOTO JIOKYMEHTO0OOpOTa,
MIPOrpPaMMHBIN MPOJYKT, peanu3yromuil GyHKIIMY apXUBa OpraHU3alluy, JOKaJIbHas CETh, BBIXO]
B TJ00albHYIO CEThb), MHOTO(QYHKIMOHAJIBLHOE YCTPOHCTBO (NPUHTEpP, CKaHEp, KOIUp),
YHUUYTOXHUTEIh JOKYMEHTOB (IIpeaep), MHCTPYMEHTHI U MaTepUaIIbl ISl IPOIIUBKH JTOKYMEHTOB
(MexaHWYeCcKHe U py4YHbI€): IPOIINBHOE YCTPOICTBO, ABIPOKOIIBI HA JIBA U YETHIPE MPOKOIIA, IO,
uria, KapToH «apXuBHbBIA craHmapt» 230x320 MM ¢ OuroBkod (1o JMHUM cruba), HUTh JUIS
MOJIIIMBKY JIOKYMEHTOB JaBcaHo-mtanensHele JIII-210, nmeuaTs W mraMmmel A 3aBepeHHUs
apXMBHBIX CIPABOK, KOMHMHA M BBINHUCOK (OTMETKAa O 3aBEPEHHM KOIMUHU JIOKYMEHTOB, HITaMIl
«Komnus»).

3.2. UndopMmannoHHoe obecrniedeHne peajn3alui NPorpaMmMbl

Jia peanuzanuu nporpaMMmbl OMOIMOTEYHBIH (HOHA 00pa3oBaTENbHONW OpraHU3alUU JO0KEH
MMETh TeYaTHblEe W/WIN AJIEKTPOHHbIE OOpa3oBaTelbHble M HH()OPMAIOHHBIE PECYpChl, s
UCTOJb30BaHUsI B oOpa3oBarenbHOM mpouecce. IIpu ¢opmupoBanun OubIMOTEUHOro (GOHAA
00pa3zoBaTeNbHON OpraHU3alMK BEIOMPAETCS HE MEHEEe OHOTO U3/1aHus U3 NEPEUHCICHHBIX HIKE
NeYaTHBIX M3AaHUN W (WIK) AIIEKTPOHHBIX M3/1aHUIl B KaueCTBE OCHOBHOI'O, IPU 3TOM CIIHCOK,
MO>KET OBITh JIOTIOJTHEH HOBBIMU U3JAHUSMHU.

3.2.1. OcHOBHbIE NTeYATHBIE U3AAHUHA

1. Opranuzanus apXuBHON M CIIPAaBOYHO-MH(POPMAIIMOHHON pabOThI MO JOKYMEHTaM OpraHU3aliu

[Texcr]: y4eOHUK A HUCIIOJIIB30BaHUS B Y4eOHOM Ipoliecce 0Opa3oBaTENbHBIX YUYPEKICHHUI,
pEeANU3YIOIUX MPOrpaMMbl CPEJHEr0 MPOQECCHOHAIBLHOIO O0pa30BaHMs IO CHEIHAIBHOCTH

8




"JIOKyMEHTaIlMOHHOE OOeclieueHue ympaBlIeHUs U apxuBoBeneHue»: [B 2 4.] / [byposa E. M.,
Xopxopaura T. WU.]; mox pea. E. M. Bypogoii. — 3-e u3n. crep. — MockBa: Axkagemus, 2019.
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n3nanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranuzaius apxXuBHON U CIPaBOYHO-MHPOPMAITMOHHOMN pabOTHI 110 TOKYMEHTaM OpraHU3aIl[ul
[Texct] : yueOHHK 7151 ICTIOTIB30BAHUS B y4eOHOM TIpoIiecce 00pa3oBaTeIbHBIX yUPEkKICHUH,
peanu3yomuX IporpaMMbl CpeTHETo MPOo(heCCHOHAIEHOTO 00Pa30BaHUs 110 CIIEHUATIBHOCTH
" JIoKyMEHTaIlMOHHOE O0eCTIeueHUE YIIPABIICHUS U apXUBOBeAeHue»: [B 2 4.] / [bypoBa E. M.,
Xopxopauna T. W.] ; mox pen. E. M. BypoBoii. — 3-e u3z. crep. — Mocka: Akanemus, 2019. —
(ITpodeccuonanproe odpazoBanue. [Ipodeccnonansubiii Moayns). Y. 2 / [E. M. Byposa, A. I1.
Adanacnena, E. B. Anekceesa, A. E. Ponuonona]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packwn, JI. 1. Mertonuka W TpaKkTHKa apXWUBOBEICHUS : YYEOHMK I CpPEAHETO
npodeccuonabHoro oopazosanus / JI. Y. Packun, A. P. CokonoB. — Mocksa : M31aTenbCcTBO
HOpaiit, 2022. — 339 c. — (IlpodeccuonanbHoe oOpazoBanue). — TEKCT : HEMOCPEACTBEHHBII.
— ISBN 978-5-534-02419-7.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
IMPOPECCHUOHAJIBHOI'O MOAYJIA

Koa m HanuMeHoOBaHMe
npodeccuoHATBLHBIX U

00IMX KOMIIeTeHI I, Kpurtepun onenkn Metoabl OLieHKH
(popMupyeMbIX B paMKax
MOyJIsl

OK 01. Beibupats criocoObt 3HaHue 6osee 0JHOTO crocoda Pemenue nemarorudeckux
pelenus 3aaad penieHus npodeccuoHaIbHOM CUTyauuin
npodecCHOHAIbHON 3a/1a4H; Keric-3agaun
JESATEIIBHOCTH AprymeHTanus BeiOopa VYcTHBIN onpoc
IIPUMEHUTEIBHO K KOHKPETHOT0 criocoba 3amura METOANYECKOTO
pa3IMYHBIM KOHTEKCTaM nopTQoano

DKcrepTHOE HAOI0IEHUE 3a
po¢eCCHOHATHHBIM
MOBEJICHUEM 00yJaroIIerocs
B XOJI€ IIEIaroruuecKon
MIPAKTUKH

OreHka negaroraMu
(yuuTensaMun) KapThl aHATIU3a
U caMOaHaIn3a ypoka

OK 02. Mcnonbs3oBaTh CootBeTcTBHE HAlICHHON Y CTHBIE BBICTYILIEHUS C
COBPEMEHHEBIE CPENICTBA nH(popMaIu 3aJaHHON TEME Mpe3eHTaunen
MOMCKa, aHAJIN3a U (3amaue). 3ammTa MpoeKTOB




UHTEpIpEeTany HHPOPMaITUU
1 nH()OpPMAITMOHHBIC
TEXHOJIOTUHU

-BJIaJICHUE PA3HBIMU CITIOCOOAMM
MpeACTaBICHUS HHGOPMAITIT

- Pe3yJIbTaTUBHOCTD U
OTIEPATUBHOCTH MOUCKA
nHpopMmanuu, HeoOXOAMMON IS
MOCTAHOBKH U PEIICHUS
npodecCHOHATBHBIX 33/ad,
po(hecCHOHATBLHOTO U
JTUYHOCTHOTO Pa3BUTHS;

- 00BEKTUBHEIN aHAIN3
HalIeHHON MH(pOpPMAITNH;

- HCTIOJIb30BAHKE IUPOKOTO
CIIEKTpa COBPEMEHHBIX
HUCTOYHUKOB MHPOPMAITUH, B TOM
yrciie IHTepHeTa Mpu penicHuH
npodeccuoHaNbHbIX 3a/a4,

PO ECCUOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHS

3anmTa TpaeKTOpUM
poeCCHOHATLHOTO POCTa
[Tpencrasienue Haubomee
3¢ (PEKTUBHBIX TPAKTHK
MPEeIoIaBaHusI TUCIUTUTHH
XYI0KECTBEHHO-
ACTETUYECKOTO LUK

OK 04. DddexTuBHO
B3aUMO/ICHCTBOBATh U
paboTaTh B KOJUICKTUBE U

I[CMOHCTpaLII/IH pPe3yJjIbTaToOB
ACATCIIbHOCTHU B YCIIOBUAX
KOJIJIEKTUBHON M KOMaHJIHOU

DKCHepTHOE HAOII0ICHHUE 32
00y4aromuMcs B Xoe
BBITIOJIHCHUS TIPAKTUYCCKUX

KOMaH/IE. paboThl B COOTBETCTBUU C (IpOEKTHBIX,
3aJIaHHOM 3aJ1a4yei. HCCJIEIOBATEIbCKUX )
OOBEKTUBHOCTD OLIEHKU HapHbIX (IPYNIOBbIX)
coOCTBEHHOT0 BKJIa/ia B 3aJlaHuil;
JOCTHKEHUE KOMAaHIHOTO CamoaHanu3 U caMOOLICHKA
pe3yJipraTta JIESTEIIBHOCTH B Iape,
- YCHEIWHOCTh IPUMEHEHHUS rpymIe, KOMaHze
KOMMYHHKAIIMOHHBIX OneHka nNpakTHYECKUX
CIIOCOOHOCTEH Ha MPaKTHKE; (IpOEKTHBIX,
- COOJII0IEHNE PUHIUIIOB HCCIJIEIOBATENbCKUX )
po(hecCuOHATBbHON STUKU; MapHbIX (IPYNIOBbIX)
- BJIaJICHUE criocobamMu 3aaHui
0eCKOH(IINKTHOTO OOLIEHUS U Onenka o uroram
CaMOpETYJISILIMY B KOJUIEKTUBE HaOJI0IeHNUS 32 YYaCTHEM U
MOBEJICHHEM 00YyYaroIerocs
B POJIEBOU UTpPE
OK  0s. OcCymIecTBISITh | - UCTIOJIb30BAaHUE BEPOATIBHBIX U | DKCIIEPTHOE HAOIOIEHNE 3a
YCTHYI0O U THCBMEHHYIO | HEBepOaJTbHBIX CIIOCOOOB BBITIOJTHEHHEM PaboT
KOMMYHHKAIUIO Ha | KOMMYyHHUKaIlUU Ha
roCy/1apCTBEHHOM A3BIKE | TOCYJJAPCTBEHHOM SI3BIKE C
Poccuiickoit ®exnepanun ¢ | y4eToM 0COOEHHOCTEH U
y4eToM 0coOeHHOCTEH | pa3Iuyuil COMaIbHOTO U

COLIMAIBHOTO M KYJIBTYPHOTO
KOHTEKCTa

KYJIBTYPHOI'O KOHTEKCTA; -
co0JII0/1aTh HOPMBI
CaMOCTOSITEIBHOCTh BHIOOpa

10



CTHUJII MOHOJIOTHYECKOI'O
BBICKA3bIBAaHHS B 3aBUCHMOCTH
OT €T0 IICIIH U eJICBOU
ayJIUTOPUU U C YUETOM
O0COOEHHOCTEN U pa3auuuii
COITMAIBHOTO M KYJIbTYPHOTO
KOHTEKCTA,;

OK 09 Ilonp30BaTbCs
npodeCcCHOHAIBHON

JIOKYMEHTaLUEH Ha
roCy1apCTBEHHOM u

HHOCTPAaHHOM A3bIKaX.

- 3¢ pexTUBHOCTD TTOWCKA
HE00X01MMOi HH(pOpMAaLUU B
POCCHICKHX U 3apyOeKHBIX
UCTOYHHKAX: HOPMAaTHBHO-
NPaBOBOM JIOKYMEHTAIIHH,
CTaHJapTax

- 00BEKTUBHOCTh aHAIN3A U

3¢ (PEKTUBHOCTH MPUMEHEHUS B
poQeCCHOHAIBHON
JeSITeTLHOCTH UH(OPMAIIHH,
COZIepKALICHCS B JOKyMEHTALUU
poecCHOHALHOM 00JIaCTH

OKcrnepTHOE Ha0II0IeHNE 3a
BBITIOJIHEHUEM Pa0OT
Oruenka coOmoaeHust
paBuiI 0POPMIICHHS
JIOKYMEHTOB U IIOCTPOCHUS
YCTHBIX COOOIICHHI Ha
roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit deneparuu

I[IK 3.1. Ocyumectuars | HopmatuBHbIE TPaBOBBIE aKTHI U
UHPOPMALMOHHYIO paboTy MO | HOPMATUBHO-METOAMYECKHUE
JOKYMEHTaM, B TOM YHCJIE C | JOKYMCHTHI, OTIPEIEIISIOINE
HUCITIOJIB30BAHHUEM MOPAA0K AOKYMCHTAIIUOHHOTI'O
OPITEXHUKH, MPOTPAMMHBIX | OOCCIICYCHHUS YIIPABICHUS
cpeacTB yuera, xpaHeHus u | CTpykTypa OpraHu3anuy,
MIOUCKA JIOKYMEHTOB H JIDYTHX | PYKOBOJICTBO CTPYKTYPHBIX
CHEeNMATM3UPOBAHHBIX  0a3 | moapa3aeeH i

JIAHHBIX.

I[IK 3.2. Bectu paboty mo | CoBpeMeHHbBIE

CO3JIaHUIO CIPAaBOYHOTO | UH(POPMAIIMOHHBIE TEXHOJIOTUU
anmapara o JOKyMEHTaM ¢ | paOOThl ¢ JOKYMEHTaMHU

LEJIBIO obecneuenus | [Topsmok paboTsI c
yAOOHOTO U OBICTPOrO HX | JOKYMEHTaMH

IIOMCKa.

CxeMbl JOKYMEHT0000pOoTa
CucTtemMbl CKOPOCTHOTO MHUChMa
[TpaBuna paboThl ¢ BXOJASAIIUMH,
UCXOSIIMMA W BHYTPEHHUMHU

JIOKyMEHTaMU
[TpaBuiia opranuzauuu 1 Gopmbl
KOHTPOJIS VCIIOJTHEHUS
JIOKYMEHTOB B OpTraHU3alluU
TUnoBblE CPOKHM HCIHOJHEHUS
JIOKYMEHTOB

[TpuHIUIBl PabOTHI CO CPOKOBOM
KapTOTEKOH

Haznauenne u  TexHoOJOruUs
TEKYIIETo u

npeaynpeaIuTCIbHOI0 KOHTPOJIA

— pElIeHHE Keiic-3a1a4
- SKCIIEpTHAsl  OILIEHKa
AHAIUTUYECKUX YMEHUW Ha
MEJIarOrM4eCKOM MPaKTUKE;

- 9KCIIEPTHAsE  OLIEHKA
pa3paboTaHHBIX
METOJAMYECKUX MAaTEPUAIOB U
JIOKYMEHTaIUH;
- JKCHEpPTHAsE  OLEHKa

HpaKTquCKOﬁ JCATCIIBHOCTHU
mo BBIOOPDY U aHaIH3y
MCTOIUYCCKUX MATCPUAIIOB;
- CaMOOIICHKaA,
negarornyeckas peduexcus
chopmupoBanHoctu [1K;

- 3aIInTa Keiica
POEKTHO-
UCCIIEIOBATEIbCKUX  PadoOT
Ha ypOKax My3bIKH |
n300pa3UTEILHOIO
UCKYCCTBa

MUCBMCHHBIH U
TBOPYECKUN OTYET 10 UTOTAM
MeIarOrM4ecKor MPaKTUKH;

- 3aI1uTa MPOEKTA

peIMETHO-pa3BUBAOIIEH
cpensl kKabuHeTa;
- KOHTpOJIbHAas paboTa;

11



IIK 3.3. IIpunumats yuyactue
B pa3paboTKe JIOKAIbHBIX
HOPMAaTUBHBIX aKTOB
OpraHM3alMyl IO BOMPOCAM
JOKYMEHTAIUOHHOTO
oOecrieyeHHs YIPaBJICHUA H
apXUBHOTO JIeJIa.

IIpaBuna cocraBieHus
AQHAIUTUYECKUX CIIPABOK 1O
opranu3zanuu paboTsl ¢
JIOKYMEHTaMU ¥ KOHTPOJIIO
UCTIOJTHEHUS JIOKYMEHTOB
[IpaBuiia JOKYMEHTAIMOHHOTO
obecrieueHus 1eITeIbHOCTH
OpraHu3anuu

Buapl 10KyMEHTOB, UX
Ha3Ha4YCHHE

TpeGoBanwsi, MPeAbIBISEMBIC K
JIOKyMEHTaM B COOTBETCTBHUHU C
HOPMAaTUBHBIMH [TPABOBBIMHU
aKTaMH ¥ TOCYJJapCTBEHHBIMU
CTaHJapTaMH

[IpaBuiia coctaBneHus: 1
odopmieHns nHHOPMALMOHHO-
CIIPABOYHBIX,
OpTraHU3aI[MOHHBIX,
YOpaBIE€HYECKUX JOKYMEHTOB
IIpaBuna co3gaHust U BEACHUSA
0a3 TAHHBIX CITyK€OHBIX
JIOKYyMEHTOB B OpTaHHU3AIHH
Cucremsl 3IEKTPOHHOTO
JIOKYMEHTO000pOTa

[IpaBuiia M CpPOKM OTHpPABKHU
UCXOSIINX JIOKYMCHTOB
TpeGoBanus OXpaHbl TpyJa

- TECTUPOBAHUE

- OTKpBIThIE 3aIUTHI
nopThoyIo, TBOPYECKUX U
MIPOEKTHBIX padoT;

- KapTa  aHajgu3a U
caMOaHaJIn3a ypoka
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5. JIMCT M3MeHeHHii U 10N THEHUI, BHECEHHBIX B pa004yl0 MporpaMmmy

No MN3MCHCHUA, JaTa U3MCHCHU A, Ne CTpaHUIbI C ©BMCHCHUCM

BbILJIO

CTAJIO

OcHoBaHue:

IToanuce nuiia BHECHIErO0 U3MEHEHUS
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