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1. OBIIIUE IMOJIOKEHMUSA

[Iporpamma rocCyIapCTBEHHOW HWTOTOBOM AaTTECTAllMM SBJISIETCS YaCThblO OCHOBHOM
npodeCcCuOHATBHON o0OpasoBarenbHON MIPOrPaMMBI o CIIeIUATIEHOCTH 46.02.01
JIoKyMeHTaIIMOHHOE 00ecTieYeHne YIPaBICHNUS U apXUBOBEICHHE.

[Tporpamma copMupoBaHa B COOTBETCTBUHU C:

— @epepanpHblii 3ak0H OT 29 nexabps 2012 r. Ne 273-03 «O6 obpazoBanuu B Poccuiickoit
denepanuny;

— IlIpuka3z Munnpocsemienus Poccun ot 08 ampens 2022 1. Ne 153 «OG0 yrBepxxaennu [lopsaka
pa3paboTKu MIPUMEPHBIX OCHOBHBIX o0pa3oBaTeNbHbIX porpamm CpeIHero
npoeCCHOHATBLHOTO 00pa30BaHus, MPOBEACHUS MX OKCHEPTHU3bl M BEACHUS peecTpa
MPUMEPHBIX OCHOBHBIX O0pa30BaTeIbHBIX MPOTPaMM CPEAHEro MpodeccrOHAIBHOTO

00pa3zoBaHUs»;
— Ilpuka3z Munnpocsenienust Poccun ot 26 aprycra 2022 roga Ne 778 «O06 yTBepxkaeHuu
beneparbHOTO roCyAapCTBEHHOTO 00pa3zoBaTeIbHOTO CTaHJapTa CpPEIHEro

npodeccuonansHoro oOpazoBaHuss 1o crenuanbHocTH  46.02.01  JlokymeHTanmoHHOE
o0ecrieyeHue yrpaBleHUs] U apXUBOBEJCHUEY;

— Ilpuka3 MunucrepcTBa [IPOCBEILECHUA Poccuiickoi Penepanuu
or 24.08.2022 Ne 762 «O06 ytBepxnenuu Ilopsnka opraHuzanul U OCYLIECTBIICHUS
0o0pa30oBaTeNbHOW  JEATENBHOCTH MO  00pa3oBaTelbHbBIM  IMpOrpaMMaM  CPEIHEro
npodeCcCHOHATIBHOIO 00pa30BaHU»;

— IIpuxa3z Munnpocsemienust Poccun ot 08 HOs1Opst 2021 1. Ne 800 «O6 yrBepxkaenun [lopsaka
IIPOBEJCHUSI TOCYAAPCTBEHHOM HTOrOBOW aTTeCcTalMu MO OO0pa30BaTENbHBIM IIpOrpaMMaM
cpeaHero npogeccuoHaIbLHOIO 00pa30BaHU;

— IlIpuka3z Muno6puayku Poccun Ne 885, Munnpocsemenust Poccun Ne 390 ot 5 aBrycra 2020
r. «O npakTuyeckoil moAroToBke odyvaromuxcs» (BMecte ¢ «llomoxxeHneM o mpakTH4YeCKOn
HOJTrOTOBKE 00yUarOIIUXCS»;

— Ilpmkaz3 MuHncrepcTBa Tpyda MW conManbHOM 3amuThl  Poccuiickont  ®enepanun
ot 15 mrons 2020 r. Ne 333H (3apeructpupoBaH MuHHcTepcTBOM IocTHIMU Poccuiickoit
Oenepatun 15 mronss 2020 1., peructpaunoHHsli Ne 58957) «OO0 yTBepkIeHUU
poQeCCHOHAIBHOTO cTaHjapTa «Crienpanuct o OpraHU3alMOHHOMY u
JIOKYMEHTAllMOHHOMY 00€CIIEUeHHIO YIIPaBJICHUS OpraHU3aluei»;

— Ilpmkaz3 MuHncrepctBa Tpyda M couManbHOM 3amuThl  Poccmiickont  ®Denepanuun
ot 18 mapta 2022r. Ne 140m (3apeructpupoBaH MUHHCTEPCTBOM IOCTHIMH Poccuiickoit
Oenepanu 21 anpenst 2022 r., peructpamuonasidi  Ne  63193) «OO0 yTBepkaeHUU
npodeccuoHanbHOro cranfapra « CoeruanaucT apXxuBay.

- TlonmoxkxeHreM O TOpPSAKE TPOBEACHHS TOCYJAAPCTBEHHOW WTOTOBOW aTTECTAllMU IO
00pa3oBaTeNbHBIM MIPOTPAMMaM CPEIHEro MPo(hecCHOHATEHOTO 00pa30BaHusI.

- Yctaom AHITOO «MAHO».

- [Tonmoxxkennem o Komnemxke AHITOO « MAHO».



2. IACHOPT IPOTPAMMBI I OCYJAPCTBEHHOM
NUTOI'OBOU ATTECTAIIUU

[Iporpamma rocyaapCTBEHHONH UTOTOBOM aTTECTAIIMM BBITYCKHUKOB KOJIEIKA
AHIIOO «MAHO» sBisieTcs 4YacThl0 MPOrpaMMbl IMOJATOTOBKH CIIEIIMATIUCTOB
cpeaHero 3BeHa 1o creruaibHocTH 46.02.01 JlokyMeHTalMOHHOE oOecreueHue
yIpaBJieHUs] U apXHUBOBEICHUE.

[lenbt0 TOCYHapCTBEHHOM MTOTOBOM AaTTECTAllMUA SIBJISICTCS  BBISIBICHUE
COOTBETCTBUSl YPOBHS TOATOTOBKM H KaudyecTBa BBIMYCKHUKA QeaepaTbHOMY
roCyJapCTBEHHOMY 00Opa30BaTEILHOMY CTaHAAPTY CpeaHEro MpodheCcCHOHATBLHOTO
oOpazoBanus (PI'OC CIIO) B yacTu rocyJapCTBEHHBIX TPEOOBAHMI K MUHUMYyMY
COJICp>KaHUS U YPOBHIO MOJATOTOBKHU BBIITYCKHUKOB MO JJAHHOW CHEIUATbHOCTH.

O6nacte mpodecCUOHAIBHON JEATEIbHOCTH BBIMYCKHUKOB: JIESITEIHHOCTh B
CeKpeTapuarax, ciy)k0ax JTOKYMEHTAI[MOHHOTO OOECIeUeHUsI, KaJpOBBIX CIIyxk0ax U
apXxuBax TOCYJAapCTBEHHBIX OPraHOB W YUYPEXKJICHHH, B OpraHax MECTHOTO
caMOyIIpaBJIeHHsI, HETrOCYJIapCTBEHHBIX OpraHM3alusIX BceX (OpM COOCTBEHHOCTH,
00IIIeCTBEHHBIX OpraHu3aIusax (YUpeKaeHUsAX ).

2.1. OcHOBHBIE BU/IbI /1€SITEJIbHOCTH BHIIIyCKHUKOB:
- OcyuiecTBiueHue OpraHU3allMOHHOTO U JOKYMEHTAIL[MOHHOIO
oOecrieueHus AesITENbHOCTA OpPTraHU3aAINH.
- Opraauzanuss apxXMBHOM pabOThl MO JOKYMEHTaM OpraHu3aiuil
pa3nu4HbIX (OpPM COOCTBEHHOCTH.
- Brimonanenue paboT Mo OJAHON WIIM HECKOJBKUM MpodeccusiM pabouux,
JOJKHOCTSIM CITyKaIlIuX

2.2. Pe3yJabTaThbl 0OCBOEHHSA
[Ipu mpoxoxaeHun npoueaypbl ['MA oOydaronuecs JOJDKHBI MOATBEPIUTH
OCBOEHHE 00X U MPO(HECCHOHATBHBIX KOMIICTEHITUN:

BbinyCKHUK, OCBOMBIIHNII 00pa30BaTeJIbHYI0 MNPOrpaMMmy, J0JI5KeH
00;1a1aTh CJeAYHIIMMHU 00IUMHI KomneTeHuusamn (aanee - OK):

Kon DopmyIMpOBKA
3HaHusA, yMEHUA
KOMIIeTeHIIHH KOMIIeTeHI[UH

OK 01 Br16upats criocoObt YMeHus1: pacrio3HaBatTh 3aja4y W/WiK IpodieMy B
peleHus 3a1a4 po(heCCHOHATLHOM H/MITH COLIMATIbHOM KOHTEKCTE;
npodeccroHanbHOM aHAJIM3UPOBATh 337a4y U/ UIU NpodiemMy u
JeSATeIbHOCTH BBIJIENIAT €€ COCTaBHBIEC YAaCTH; ONPEACISATh STallbl
MPUMEHUTEIBHO K peleHus 3a/1a4i; BBISIBIATH U 3((EKTUBHO UCKATh

pa3IUYHBIM KOHTEKCTaM | MH(POPMAIIHIO, HEOOXOIUMYIO JIJISl PEIICHUS 3a1a9n
W/uny mpoOIeMbl; COCTABIATH TIaH JICUCTBUS;
OTIpeIETISATH HEOOXOAMMBIC PECYPCHI; BIAIETh
aKTyaJbHBIMH METOJIaMU PaOOTHI B
npo¢eCCHOHABPHON U CMEXKHBIX chepax;
peaHI/I3OBBIBaTb COCT&BJ’IGHHBIFI IIJ1aH, OLICHUBATb
pe3yJIbTaT U MOCJIEACTBUSI CBOUX JACHCTBUI
(CaMOCTOHTCHBHO HNJIX C IOMOIIIBIO HaCTaBHI/IKa)




3HaHUA: aKTyaJbHBIN MPOdeCCUOHATBHBIN 1
COLIMATILHBINA KOHTEKCT, B KOTOPOM MPUXOTUTCS
paboTaTh M KUTh; OCHOBHBIC HCTOUHUKHU
MH(OPMAILIUY U PECYPCHI TSl PEIICHUS 3a/1a4 U
npo0seM B mpo(ecCHOHATEHOM U/WJTH COLIMAIBHOM
KOHTEKCTE; aJITOPUTMBI BBITIOJTHEHHSI paboT B

PO eCCHOHATBHON M CMEKHBIX 00JIACTSX; METOIbI
paboTsI B mpodeccnoHabHOM U CMEXHBIX cepax;
CTPYKTYPY IUIaHa JUIs PEUICHUS 3a1a4; MOPSI0K
OLIEHKHU PE3yJIbTaTOB PELICHHUs 3a71a4
poQeCCHOHATBHOMN IEeATETLHOCTH

OK 02 Hcnonp3oBath YMeHus: ONpeaeNaTh 3aJa4u ISl TIOMCKa

COBpPEMEHHBIE CpeACTBA | MH(OPMALIMHU; ONIPENIENIATh HEOOXOIUMbIe

MOWCKA, aHAJIHM3a U UCTOYHUKH MH(POPMALINH; ITIAHUPOBATH IPOLIECC

UHTepHpeTanuu IIOMCKA; CTPYKTYPUPOBATh M10JIy4aeMyO

nHbOpMAIHH, H MH(POPMALINIO; BBIJICIATH HAaHOOJIee 3HAYNMOE B

MH(pOPMaLMOHHbIE nepevyHe MHPpOPMaLH; OLIEHUBATh MPAKTUYECKYIO

TEXHOJIOTUH IS 3HaYMMOCTb PE3YJIbTATOB MOUCKA; OOPMIIATH

BBINOJIHEHUS 3a/1a4 pe3yibTaThl IOUCKA, IPUMEHATh CPEACTBA

npodecCHOHATBLHON MH(POPMALIMOHHBIX TEXHOJIOTUHN /ISl pEIICHUS

JesTeNbHOCTH npogeccuoHaIbHbBIX 33/]ay; UCII0JIb30BaTh
COBPEMEHHOE IIPOrpaMMHOE 00ECIICUEHHE;
UCIIOJIb30BaTh pa3inyHble HU(POBbIE CPEACTBA IS
peteHus mpoecCHOHAIBHBIX 3a/1a4.
3HaHUsA: HOMEHKIIATypa HHPOPMAIIMOHHBIX
UCTOYHUKOB, IPUMEHSAEMBIX B TPO(ECCHOHATbHON
JeSITeIbHOCTH; IPUEMBI CTPYKTYPHPOBAHUS
uHpopmanuu; Gopmar ohopMIEHUS Pe3yIbTaTOB
MOMCKa MHPOPMAIINHU, COBPEMEHHBIE CPEJICTBA U
yCTpoiCcTBa HH(pOpMATU3ALNUN; TOPSIIOK UX
MPUMEHEHHS U TIPOTPaMMHOE 00ecTieYeHnE B
npodecCuoHaIbHOM 1eATeTLHOCTH B TOM YHCIIE C
WCTIOJIh30BaHNEM IHU(POBBIX CPEJICTB.

OK 03 [InanupoBats 1 YMeHusi: onpenensaTh akTyalbHOCTh HOPMAaTUBHO-

peaT30BBIBATH
coOCTBEHHOE
npogeccuoHaIbHOE U
JIMYHOCTHOC pa3sBUTHC,
MPEINPUHIMATEBCKY O
ACATCIIBHOCTD B
npodeccnoHanbHOM
cdepe, UCTIOIB30BaTh
3HaHUS 10 (PUHAHCOBOI
IrpaMOTHOCTH B
Pa3IMYHBIX KU3HCHHBIX
CUTyallusiIX.

NPaBOBON JOKYMEHTAIMH B PO ECCHOHATBLHON
NeSITeNIbHOCTH; IPUMEHSITH COBPEMEHHYIO HAyUHYIO
po¢eCCHOHATIBHYIO0 TEPMUHOJIOTHIO; OTPEACTATh U
BBICTPauBaTh TPAEKTOPUH MPO(PECCHOHAIBHOTO
pa3BUTHS U CaMOOOPa30BaHMSI; BBISBIIATD
JIOCTOMHCTBA U HEJOCTATKU KOMMEPUYECKOM Hieu;
MIPE3EHTOBATh UJIeU OTKPBITUS COOCTBEHHOTO JIeja B
npodeccrnoHabHOM 1eATeNbHOCTH; OPOPMIIATH
OU3HEeC-TIJIaH; paCCYUTHIBATh pa3Mephl BHIILIAT 110
MIPOLIEHTHBIM CTaBKaM KPEIUTOBAHUS; ONPEIENISTh
VMHBECTULMOHHYIO IIPUBIIEKATEIBHOCTD
KOMMEpUECKHX UeH B paMKax mpodeccrnoHanibHON
NesITeIbHOCTH; IPE3EHTOBATh OU3HEC-HUJICIO;
OIpeNeNIATh UCTOUHUKU (PMHAHCUPOBAHUS




3HaHus: coAepKaHuEe aKTyaIbHO HOPMaTUBHO-
IIPpaBOBOM JOKYMEHTALIMU; COBPEMEHHAs Hay4Has U
npodeccuoHanbHasi TEPMUHOJIOTHS; BOSMOXKHbBIE
TPACKTOPUH MPOPECCHOHATHHOTO PA3BUTHS U
camM000pa30BaHusl; OCHOBBI MPEANPUHUMATENIbCKON
JeSITeIbHOCTH; OCHOBBI (PMHAHCOBOW TPAaMOTHOCTH;
IpaBuiia pa3paboTKu OU3HEC-TUIaHOB; OPSAIOK
BBICTpanBaHUs MPE3CHTALIUN,; KPCAUTHBIC
0aHKOBCKHUE MPOJYKTHI

DddexkTrBHO
B3aHMOJCUCTBOBATh U

YMeHus1: OpraHu30BbIBATh PabOTY KOJUIEKTHUBA U
KOMAaH/Ibl; B3aUMO/JICHICTBOBATh C KOJIJIETaMH,
PYKOBOJCTBOM, KJIIMEHTaMH B X0J1€

OK 04 npodeccuoHaIbHOM e TeIbHOCTH
paloTaTh B KOJUIEKTUBE U
KOMAHIIE 3HAHMA: [ICUXOJIOTMYECKUE OCHOBBI IEATEIBHOCTH
KOJIJICKTHBA, TICHXOJIOTHYECKHE 0COOCHHOCTH
JMYHOCTH; OCHOBBI IIPOEKTHOM NEATEIBHOCTH
OcCyIIeCcTBIATh YCTHYIO U | ¥YMEHHsI: TPAMOTHO M3J1araTh CBOU MBICIH U
MIMCbMEHHYIO 0(OpMIIATH JOKYMEHTSHI 110 MPO(HEeCCHOHAIBHON
KOMMYHHKAIMIO HA TEMaTHKE Ha IOCYJapCTBEHHOM SI3bIKE, MPOSIBIISITH
OK 05 rOCY/IapCTBECHHOM SI3bIKE€ | TOJEPAHTHOCTH B pab0OueM KOJIIIEKTUBE
Poccuiickoit ®eneparuu
C yHeToM 0coBeHHOCTEil 3HaHusA: 0COOEHHOCTU COLMAIBHOTO U
COLMAIBHOTO K KyJIbTYPHOT'O KOHTEKCTA; IpaBuia 0(1)OpMJI€HI/I$E
KYJHTYpHOTO KOHTeKcTa | AOKYMEHTOB H IIOCTPOCHHS yCTHBIX cooO11eHni
[IposBAATE rpaKJaHCKO- | YMEHHsI: OIMCBIBAaTh 3HAYUMOCTb CBOEH
MaTPUOTHYECKYIO CIELMAIBHOCTH; IPUMEHSTh CTaHIAPTHI
MTO3HIINIO, AHTUKOPPYILIUOHHOTO MOBEIEHUS
JEMOHCTPUPOBATh
OCO3HaHHOE IOBEJICHHE
Ha OCHOBE
TpaJULIMOHHBIX .
okos | | P o e
LIEHHOCTEHN, B TOM YHCIIE ’ N ?
¢ ydeToM rapMormzanuy | SHATHMOCTD npodeccnoHanbHOM 1eATEeNbHOCTH 110
MEKHAIHOHATHHEIX H npodeccuu (CrenuanbHOCTH); CTaHAAPTHI
MESKPETHTHO3HBIX AHTUKOPPYILIMOHHOTO MOBE/IEHUS U TIOCIIEICTBUS
OTHOITeHHit, mpuMensTp | 1O HAPYIICHIA
CTaHapThI
AHTUKOPPYILUOHHOTO
MIOBE/ICHUS
OK 07 ConeiicTBOBaThH Ymenusi: cobr01aTh HOPMBI SKOJIOTHUECKON
COXPaHEHUIO 0€30MaCHOCTH; OTIPEIEIATh HAPaBICHUS
OKPY’KaroIlley cpeasl, pecypcocOepexeHus B paMKax npodecCuOHaIbHOM
pecypcocOepexeHuIo, JEATENIBHOCTH T10 CIIELIMAIbHOCTU OCYLIECTBIISATh

MIPUMEHSTH 3HaHUSI 00
M3MEHEHHUHU KJIMMaTa,
HPUHINIB OEPEKITMBOTO
MIPOU3BO/ICTBA,

¢ pexTuBHO

paboTy ¢ cOOII0IeHNEM MTPUHITATIOB OEPEKITUBOTO
IIPOU3BOJICTBA; OPIraHU30BbIBAThH

PO eCCHOHATIBHYIO JESTENbHOCTD C Y4ETOM
3HaHUH 00 N3MEHEHUN KIMMAaTHYECKUX yCIOBUNA
peruoHa.




JIENCTBOBATE B
YpE3BBIYANHBIX
CUTyaLUsAX

3HaHuUA: MPaBUIIA YKOJIOTHIECKON 0€30macHOCTH
NIpU BEACHUU MPO(PECCHOHANBHOM eI TeIbHOCTH;
OCHOBHBIE PECYPCHI, 33ICIICTBOBAHHEIC B
npodecCHOHALHOM JIeATEIILHOCTH; Iy TH
o0ecrniedeHus pecypcocOepexeH s ; MPUHIUIIBI
OepeKIIMBOT0O MPOU3BOJICTBA; OCHOBHBIE
HaIpaBJICHUS! U3MEHEHUS KJIMMATHYECKUX YCIOBUN
peruoHa.

Hcrnosnp30Bath cpeacTsa
(bu3N4IeCKOil KyIbTypHI
JJIsl COXPAHEeHUsSI U
YKpEIUICHHS 37I0POBbsI B
nporecce

YMeHus: UCIIONB30BaTh (PU3KYIBTYpPHO-
03/I0POBUTEIILHYIO JEATEIHHOCTD JJIsl YKPEIUICHHS
3/10pOBbS, JOCTUKEHUS KUZHEHHBIX U
npodeccHOHANBHBIX TENel; TPUMCHSITh
paloHaIbHbIe IPUEMBI IBUTATEeNIbHBIX QYHKIUHN B
poQeCCHOHATBHOMN e TETbHOCTH; MOJIb30BATHCS
cpeacTBaMu NpoGUIAKTHKY TepeHaNPsHKeHNUS,

OK 08 npodecCHoHATBHOM XapaKTePHBIMU JJISI JAHHOMN CIELMATIbHOCTH
ACATCIIBHOCTH 1 3HaHMA: POJIb PUBNYECKON KYJIBTYPHI B
HnoAACpKanus O0IEKYIbTYPHOM, IPO(eCcCHOHATEHOM U
HEOOXOIMMOTO yPOBHS COLIMAJIBHOM Pa3BUTHU YEJIOBEKA; OCHOBBI
(pusnueckoit 3JI0pOBOTO 00pa3a KU3HU; yCIOBUS
HOATOTOBJICHHOCTH po(heCCUOHATILHOM NEATeIbHOCTH U 30HBI PHCKA
(hbU3MUECKOTO 37J0POBBS 7S CIIEUAIBHOCTH,
cpencTBa npoUIAKTUKY TIEPEHATPSIKEHUS
OK 09 ITonp3oBaThCs YMeHnusi: moOHUMAaTh OOIIHUI CMBICI YETKO
npogecCuoHAITbHON MPOU3HECEHHBIX BBICKA3bIBAHUW HA N3BECTHBIE

JTOKyMEHTale Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

TeMblI (podeccrOHaIbHBIE U OBITOBBIC), TOHUMATh
TEKCThI Ha 0a30BbIe TPO(HECCUOHATILHBIEC TEMBIL;
y4acTBOBATh B JUAIOraX Ha 3HAKOMBIE OOITHE U
pohecCHOHATbHBIE TEMBI; CTPOUTH MPOCTHIE
BBICKA3bIBAaHUA O ceO€ U O CBOEH
pohecCHOHANBEHOM NesTENbHOCTH; KPaTKO
000CHOBBIBATh U OOBACHATH CBOM JICHCTBHS
(Texyliue U MiIaHupyeMble); MICATh MPOCTHIE
CBSI3HBIE COOOIIEHUS HA 3HAKOMBIE HIIH
UHTEpeCyoIIre MpodeccnoHalbHbIE TEMBI

3HaHUsA: TPaBUIIa TOCTPOCHUS TTPOCTHIX U CIIOKHBIX
MIpeIoKeHuH Ha TpodeccHoHaNbHbBIE TEMBI,
OCHOBHBIE 001IEYTIOTPEOUTENIbHBIE II1aroJibl
(ObITOBast ¥ MpodeccroHaIbHAs JEKCHKA);
JIEKCUYECKUI MUHUMYM, OTHOCSIITUMCS K OMUCAHHIO
MIPEIMETOB, CPENICTB U IIPOLIECCOB
npo¢eCCuOHATBHON IeATETFHOCTH; OCOOCHHOCTH
MIPOU3HOIICHHSI; PaBUJIa YTCHHS TEKCTOB
npodeCcCuOHATBHON HANPABIECHHOCTH

4.2. IIpodeccnoHaibHBIE KOMITETCHIIUH

Bunni Koan
HAMMEHOBaHHUe Ioka3aTesiu 0CBOCHHS KOMIIETEHIIMHU
e TeIbHOCTH
KOMIIeTEeHIM U
OcymiecTBieHne IIK 1.1. HaBbiku
OPraHu3alMoHHOTO | OCYIIECTBIISThH [Tonyuenus HeoOXoAUMOM HHPOPMALTHH U
51 npuéM-nepeaaqy nepenayn CaHKIIMOHUPOBAHHOUW HH(pOopMarmu ¢
JOKYMEHTAIlMOHHOT | yIPaBIEHYECKON WCIOJIb30BaHNUEM CPEJCTB MH(POPMAIIMOHHBIX U
0 obecnieyeHus MH(pOpMALMU KOMMYHHUKAIMOHHBIX TEXHOJIOTUN




JNeSITEIbHOCTHU
OpraHu3aluu

C MOMOUIBIO CPENICTB
UH(POPMALIMOHHBIX

u
KOMMYHUKAIIHOHHBIX
TEXHOJIOT Ui

Ymenus:

— HCTOJB30BaTh CPEJICTBa MH(POPMAIIIOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH ISl TOJIYICHUS U
repeaadn HHGOPMAIIHH;

— BECTHU U KCIIOJIb30BaTh B pab0oTe 0a3y KOHTAKTOB
OpraHH3aIlNY;

— BECTU yUYE€THBIC PETHCTPAIIMOHHBIC (JOPMBI,
HCITOJTH30BaTh UX TSI HHPOPMAITMOHHONW PabOTHI U
paboThI IO KOHTPOJTIO UCTIOTHEHUS TIOPYYCHHIA;

— YCTaHABIIMBATh U MOJCPKUBATh KOMMYHHKAIIUH B
MpoIiecce JeI0BOTO OOLICHHUS ¢ IOMOIIBIO CPEICTB
HH(POPMAITHOHHBIX U KOMMYHHKAIIMOHHBIX
TEXHOJIOTHi;

— CIJIAKUBATh KOH(DIUKTHBIC U CJIOXKHBIC CUTYAIHH
MEXKINYHOCTHOI'O B3aHMOI[CI>iCTBPIH;

— COOJIOIaTh CITYKEOHBIH ATUKET;

— obecreunBaTh HHHOPMAITMOHHYIO 0€30MAaCHOCTh
ACATCIIBHOCTHU OpraHru3alivu.

3HaHuA:

— HOpPMAaTUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanyn B chepe HHPOPMAITMOHHBIX H
KOMMYHHKAIMOHHBIX TEXHOJIOTHI;

— CTPYKTYpa opraHusauuu, e 3a1aun 1 QyHKINY;

— IIpaBUJIa IPOBEICHHS AETIOBBIX [IEPETOBOPOB;

— DTHKA JIEJIOBOr0 OOIICHHS;

— IpaBUJIa PEYEBOTO STHKETA;

— IpaBWJia MOJIEP/KAHUS U PA3BUTHUS MEKITMYHOCTHBIX
OTHOIIICHUH;

— TpeOOBaHUS OXpaHbl TPY/a.

IK 1.2.
Koopaunuposats
paboTy IprUeMHOM
PYKOBOIUTES, 30H
IpreMa pa3InuHbIX
KaTeropui
IIOCETUTENIEH
OpraHu3aluu

HaBbiku

Koopaunaruu paboTsl pUEMHON pyKOBOIUTENS U
30H NpUEMA Pa3JIMYHbIX KATETOPUNA MMOCETUTENEH
OpraHu3auu

Ymenus:

— BCTPEYaTh MMOCETUTEIIEH, TIOTYyYaTh NEPBUUHYIO
MHGOPMAITUIO O TIOCETUTENISIX, YCTAHABIMBATh
MOPSAJOK MPUEMA JIJISl PA3IMYHBIX KaTEropuil
IIOCETHUTEIICH;

— BECTU yUYE€THBIC PErHCTPAIMOHHBIC POPMBI 110
npuéMy MOCeTUTEICH U 0)OPMIIATh MPOITYCKa,;

— BECTU NpUEM, TIEpeiady U OTIPABKY TOKYMEHTOB;

— OpPraHu30BBIBaTH M OPOHUPOBATH IIEPETOBOPHBIC
KOMHATEI;

— CepBHUPOBATh YaiiHbIe (KOQEHHbIE) CTOIBI B OHCE;

— NMPUMEHSTH B paboTe cpeicTBa MHOOPMALIMOHHBIX U
KOMMYHHUKAITIOHHBIX TEXHOJIOTHIA;

— IPUHUMATH MEPHI 110 COXPAHCHHIO
KOH(UACHIIMATBHON HH(DOPMAIIUU B X0J1e IpuéMa
MIOCETUTEIICH.

3Hanusa:

— HOpPMAaTHUBHEIE MPaBOBbIC aKThl Poccuiickoii
®denepanuu 1Mo 3ammuTe HHOOpPMAIUH U padoTe ¢
oOpalleHus MU TPAXKIaH;

— CTPYKTypa OpraHHU3aliy U pacupeaeicHue QyHKIui
MEXTy CTPYKTYPHBIMH MTOIPA3ACICHUSIME U
CHELHUATNCTAMU;




— MpaBWJIa OpraHU3AINY TPUEMA TTOCETUTEICH;

— 3THUKET ¥ OCHOBBI MEXIYHAPOJHOTO MPOTOKOJIA;

— 3THKA JIEeJI0OBOr0 OOIICHHMS,;

— MpaBUJIa PEYCBOTO ITHKETA.

— TIpaBWJIa CEPBUPOBKHU YaWHOTO (KOPEHHOTO0) CTOINA;
— TpeOoBaHUS OXpaHBI TPYy/Ia.

IIK 1.3. Bnagets
HaBBIKAMH
TJIaHUPOBAHUS
pabouero BpeMeHu
PYKOBOJUTENS U
cekperaps

HaBbIku

[TnanupoBanus padoyero BpeMeH! PYKOBOAUTEIS
1 paboyvero AHA CEKpeTaps

Ymenus:

— BbIOMpAaTh POPMBI TUIAHUPOBAHUS U ODOPMIIATH
TUTAHUPOBIIUK (OpraHaiizep) pyKOBOIUTEIS 1
ceKpeTaps;

— YCTaHABJIUBATH LIENHU, OTIPEACIATH IPUOPUTETHOCTD U
0uepEAHOCTh BBHIMIOTHEHUS PaboT U 3 HEKTHBHO
pacnpeaensaTh paboyee Bpems;

— COTJIACOBHIBATH BCTPEUU M MEPOIIPHUATHUS U BHOCUTD
WH(OPMAIUIO B TUTAHUPOBIIHK (OpraHaiizep);

— UHGOPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHUH
BPEMEHH U PErIaMeHTe 3aIUIaHUPOBAHHBIX BCTPEY U
MEpONPUATUH;

— BbIOMPATh ONTUMANIbHBIE CIIOCOOBI BHEITHETO U
BHYTPEHHETO HHPOPMHUPOBAHHS O TUTAHUPYEMBIX
MEpOTPHUATHUSAX;

— obecreunBaTh HHHOPMAITMOHHYIO 0€30MIACHOCTh
JeSITeTbHOCTH OpPTraHnu3allui;

— MIPUMEHSTH B paboTe cpeacTBa HHYOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

3HaHuA:

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®Denepanyu B chepe nHPOPMAITHOHHON
0€e30IaCHOCTH;

— CTPYKTYpa U clieliu()ika OCHOBHOMU JA€ATENILHOCTH
OpraHu3aly;

— OCHOBBI YIIPaBJICHUS] BpEMEHEM;

— IIpaBUJIa IPOBEIECHHS AETIOBBIX [IEPETOBOPOB;

— 9THKa JIeJI0BOr0 OOIICHUS;

— TpeOoBaHUS OXpaHBI TPyIA.

IIK 1.4.
OcCyecTBISTh
MOATOTOBKY JEJIOBBIX
MOE3I0K
PYKOBOAUTEIA

U IPYyTUX
COTPYAHUKOB
OpraHu3aIu

HaBbiku
Opranuzanuu JeN0BbIX M0€3/10K PyKOBOAUTEIS
U IPyTUX COTPYAHUKOB OpraHU3aUKN

YMmenus:

— COCTaBJIATh U OQOPMIIATH IOKYMEHTHI JIJIs IEJIOBBIX
MOE3/10K;

— OCYLIECTBJISITh TPEBEI-NIOJACPHKKY JCIOBBIX
MOE3/10K;

— COIVIACOBBIBAThH C NPUHHUMAIOIIECH CTOPOHOMI
MIPOTOKOJ MJIaHUPYEMBIX MEPOIIPUATUH U
(hopMHpOBaThH MPOTPaMMy AETIOBOH MOE3IKH;

— HCIOJIB30BaTh CPEACTBAa HH(POPMAIIIOHHBIX U
KOMMYHHUKAIMOHHBIX TEXHOIOTHH s 00ecrieyeHns
B3aMMOJEHUCTBHUS C pyKOBOAMUTEIEM BO BPEMS ETO
JICTIOBOM TIOC3/IKH;

— 0OPMIISITH OTYETHBIE TOKYMEHTHI O JIETIOBOM
MOE3/IKE.




3HaHus:

— HOpPMAaTHBHbIE MPABOBBIE aKThl Poccuiickoi
®Denepannn B chepe opraHU3aIiiy ASIOBOH MOE3IKH;

— MOPSITOK TOATOTOBKH U JOKYMEHTHPOBAHUS AETOBON
MTOE3/IKH;

— MHTEPHET-PECyPCHI U OCYIIECTBICHHUS TPEBEI-
MOIIEPKKH IETIOBBIX MTOE3/I0K;

— 9THUKET ¥ OCHOBHI MEXAYHAPOJIHOTO MMPOTOKOIA;

— DTHKA JIEJIOBOT'O OOIIEHMS;

— TpeboBaHUS OXpaHBI TPYy/Ia.

I[IK 1.5. Bnagets

HaBbIku

criocobamu OpI‘aHI/I3aLII/II/I M IOAACpKaHUs (1)YHKLII/IOHaJIBHOFO
OpraHu3anuu pa6oqero IIPOCTPaHCTBA
pabodero Ymenns:
TIpOCTpaHCTBa — OpPraHM30BBIBAaTH paboUee MECTO B COOTBETCTBUH
MPUEMHO¥ i KaOuHeTa C TPeGOBAHUAMM SPrOHOMUKH M KYyJIbTYPbI TPY/IA;
PYKOBOAMTEILS — obecneunBaTh pabouee MecTO U (yHKIMOHATHEHOE
pabouee MpoCcTpaHCTBO HEOOXOTUMBIMHU CPEACTBAMHU
OpraHu3allMOHHON TEXHUKHU, MEOCITBIO 1
KaHICIIAPCKUMU ITPUHAIJICIKHOCTAMU,
— MOJJICPKUBATh CPEJCTBA OPTaHU3AMOHHON TEXHUKH
B pab0OYeM COCTOSHHH.
3Hanus:
— TpeOOBaHUs OXPaHBI TPy, TPOU3BOJACTBEHHON
CaHUTapuu, NIPOTUBOIOXKAPHOU 3allIUTHI;
— OCHOBBI IIPABUIILHOM OpraHU3aluK TPYAA U METOIbI
MOBBIIICHHS €ro 3P PEeKTUBHOCTH;
— BH/IbI OPTaHU3ALHOHHOIN TEXHUKH U TIOPSIOK pabOThI
C Hell.
Hasbiku
Opranu3anuu MoAroTOBKU U MPOBEACHUS
KOH()EPEHTHBIX MEPONPUITHIA, 0OecTieUeHUs
MH(POPMAIIMOHHOTO B3aUMO,ICHCTBHS
PYKOBOJHUTEIIS C MOAPA3ACICHUIMU U
JIOJKHOCTHBIMU JIMIAMH OpraHu3aluu
[IK 1.6. YMenus:
OcCyecTBISTh — OpPraHM30BBIBATH MPOIIECC MOATOTOBKU U TPOBEICHHE
paboTy 1o KOH()EPEHTHOTO MEPOTIPUSTHS WHIUBH Y IEHO
TIO/ITOTOBKE U B COCTaBe paboyvel rpyIbl;
¥ POBEICHHIO — JOKYMEHTUPOBATh Pa3HBIC ATAIBI MPOLIEAYPHI
KOH(EPEHTHBIX MOJITOTOBKH ¥ MIPOBEJICHHS KOH()EPEHTHOTO
MEpOIPHATHIA, MCPOTPHATHA,
PP ——— — COOJIFOIaTh 3TUKET M OCHOBBI MEXIyHAPOIHOTO
UH(POPMALIMOHHOE MPOTOKOIA,
B3AMMOICHCTRHE — OCYIIECTBIISITH cOOp, 00paboTKy mHMDOpMAaIIHH,
pYKOBOTHTENS CHCTEMaTH3aIHIO TI0JTy4aeMbIX U MepeIaBaeMbIX

C TIOJpa3IeTICHUSIMHU
U JOJKHOCTHBIMU
JUIIAMHA OpPTaHU3aIuN

JTAHHBIX;

— OCYILIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MTOTHOTHI
¥ HETIPOTHBOPEYNBOCTH JTAaHHBIX, HCKITIOUCHUE
IyOnupoBanus HHpOpMaHH;

— IPUMEHSATH HH(POPMAIIMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTHH.

3HaHuA:

— HOpPMAaTHBHbIE MPABOBBIE aKThl Poccuiickoi
®denepanyu B chepe nHGOpMAIIHH;

— KOMIIJIEKC OPTraHU3aIMOHHO-TEXHUYECKUX




MEPOTPHUATHI TI0 IOJTOTOBKE U MPOBEACHUIO
KOH()EPEHTHBIX MEPOTIPUSITHI;

— mpaBuiIa 0OPMIIEHUS IOKYMEHTOB, CO37aBa€MbIX
B IIPOIIECCE MOATOTOBKU U MPOBEICHUS
KOH()EPEHTHOTO MEPOIIPHSITHUS;

— 3TUKET U OCHOBBI MEXKIYHAPOJHOTO MPOTOKOJIA;

— 3THKA JIEJIOBOr0 OOIICHHS,;

— COCTaB BHYTPEHHUX U BHENTHUX WHPOPMAITUOHHBIX
MOTOKOB;

— CTPYKTypa OpraHU3aIUHU U MOPSIOK B3aUMOJICHCTBHS
MoJpa3IeJICHN;

— METOJIbI 00PAOOTKH U 3aIUTHI HHPOPMALIHH C
MPUMEHEHUEM CPEICTB MHPOPMAIIOHHBIX 1
KOMMYHHKAIIMOHHBIX TEXHOJIOTU;

— TpeOOBaHUsI OXPaHBI TPY/A.

I1IK 1.7. OdopmasTs
OpTraHU3aIMOHHO-
pacropsiAuTeIbHbIC
JIOKYMEHTHI 1
OpraHu30BBIBAThH
paboTy C HUMU, B TOM
YHCIIe C
HCIIOJIb30BaHNUEM
ABTOMATH3UPOBAHHBIX
CUCTEM

HaBbiknu

OdopmieHus: opraHU3alMOHHO-
pacropsIUTEIbHBIX

JIOKYMEHTOB M Opranuzanus paboTsl C HUMH, B
TOM YHCJIE C UCIIOIL30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

YMmenus:

— COCTAaBJIATH MPOEKTHI OPTraHNU3aINOHHBIX,
pacrnopsAUTENFHBIX U HHPOPMALIMOHHO-CIIPABOYHBIX
JOKyMEHTOB, B TOM YHCJIE€ JJOKYMEHTOB,
coJiepKalux KOH(PUIESHIHATBHYIO HHPOPMAIIUIO;

— oopMIIATE OpraHN3aMOHHO-PACIOPSIUTEIILHEIE
JOKYMEHTBI (OpUTHHAIIBI ¥ KOTINH);

— CKaHMPOBATh, KOIMPOBATh M KOHBEPTUPOBATH
JOKYMEHTHI B pa3JinuHble (hOpMaThl;

— OCYILIECTBIISTH MPOBEPKY NPOEKTOB IOKYMEHTOB Ha
COOTBETCTBHE IPABUIIAM JIETONPOU3BOICTBA;

— NPUHAMATH U TIPOBOJUTH NIEPBUYHYIO 00paOOTKY
BXOJISIINX JIOKYMEHTOB;

— MIPOBOJUTH NPEABAPUTENBEHOE PACCMOTPEHHE
BXOJSIIIINX ¥ BHYTPEHHUX JIOKYMEHTOB;

— PErUCTPUPOBAThH BXOJAIINE, UCXOSIINE U
BHYTPEHHHE JOKYMEHTHI;

— KOHTPOJHMPOBATH MapIIPyTHU3AIHIO
JIOKYMEHTOIIOTOKOB B OPTaHU3aluu (COrJIaCOBaHHE,
MOJIITMCaHKe, YTBEPXKICHHE, pETUCTPAIIHS,
03HAKOMJIEHHE U HCIIOJHEHUE JJOKYMEHTOB) ;

— OCYIIECTBIISITH CPOKOBBIN KOHTPOJIb UCTIOTHEHHSI
JIOKYMEHTOB;

— OCYIIECTBIISITH MOJI'OTOBKY W OTIPABKY UCXOJISIINX
JIOKYMEHTOB;

— COCTaBJIATH OTYETHI M AHATIMTUYECKUE CITPABKH
00 MCTIOTHEHUH TOKYMEHTOB;

— BECTH MH(POPMAIMOHHO-CIIPABOYHYIO PaboTy
0 IOKyMEHTaM;

— OCYIIECTBIATH pabOTy C OpraHU3aI[IOHHO-
pacrnopsAuTEIbHBIMU JOKYMEHTaMH
B aBTOMATHU3UPOBAHHBIX CHCTEMaX.

3HAHUA:

— HOpPMAaTHUBHEIE MPaBOBbIC aKThl Poccuiickoii
®Denepanyu B chepe ASTONPON3BOICTBA;
— JIOKQJIbHBIE HOPMATHUBHBIC aKTHI,




PErJIaMEHTHUPYIOIINE IS TEILHOCTD CITyKOBI
JIETIONPOU3BOJICTBA U €€ paOOTHHKOB, OPraHU3AIHIO
BEJICHHS JICJIONIPOU3BOJICTBA;

— COBpEMEHHbIC HHPOPMALIMOHHBIC 1
KOMMYHHUKAIMOHHBIC TEXHOJIOTHHU, IPHMEHSIEMbIC
B paboTe ¢ TOKyMEHTaMU;

— CTPYKTypa OpraHHu3aliH, PyKOBOJCTBO CTPYKTYPHBIX
HoZIpa3ielieHN , 00pa3Ibl MOAMUCEH JIULI, HIMECFOLITHX
NpPaBO MOAMKCAHUS U YTBEPIKIACHUS JOKYMEHTOB,

Y OTPaHMYCHUS 30H UX OTBETCTBEHHOCTH;

— IpaBHJIa PyCCKOTO SI3bIKA;

— TpeOOBaHMsI OXPaHbI TPYA.

1K 1.8. Odopmiisats
JIOKYMEHTBHI T10
JUYHOMY COCTaBY H
OpraHU30BbIBAThH
paboTy ¢ HUMH,

B TOM YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBpixkn

OdopmieHuss JOKYMEHTOB I10 JJUYHOMY COCTaBY U
OpFaHI/I3aHI/II/I pa6OTI)I C HUMH, B TOM 4YUCJIC C
WCITOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

- O6eCH€‘II/IBaTb COXPAaHHOCTDb NMEPCOHAIIBHBIX JaHHBIX
PabOTHUKOB;

— OpPraHM30BBIBATH JOKYMEHTOOOOPOT MO
MPECTABICHUIO IOKYMEHTOB IO IEPCOHAITY B
rOCy/IapCTBEHHbIE OPTaHbl;

— OpPraHM30BBIBATH JOKYMEHTOOOOPOT IO YUETY
U IBIDKCHUIO PaOOTHHKOB;

— BECTH BOMHCKUH Y4ET paOOTHUKOB;

— BECTH yu€T pabouero BpeMeH! padOTHUKOB;

— ohopMIIATE OpraHN3aMOHHO-PACIOPSIUTEIILHEIE
JOKYMEHTBI TI0 JINYHOMY COCTaBY;

— BECTH PETHCTPAINIO, YYET, OIIEPATHBHOE XPAaHCHUE
JOKYMEHTOB T10 JINYHOMY COCTaBY;

— BECTHU JOKYMEHTAIIHIO, TOITBEPIKTAIONIYI0 CBEACHHS
(6] prI[OBOI\/'I ACATCIIBHOCTH U TPYIOBOM CTaXXe
PabOTHUKOB;

— (OpMHUPOBATH JIUUHBIC JieJia PAOOTHUKOB;

— oOpPMIISTH JieTIa 10 JIMYHOMY COCTaBY JUIs Tiepeiadn
B ApXUB OpraHU3AluY;

— paboTaTh CO CHeNUAIN3UPOBAaHHBIMU
MH()OPMALIMOHHBIMU CUCTEMaMH U 0a3aMu JTaHHBIX
110 BEJICHUIO YYETa U JIBM)KEHHUIO paOOTHHKOB.

3HAHUA:

— HOpMAaTHUBHBIE MPaBOBbIE aKThl Poccuiickoii
®Denepanyu B chepe TPYAOBBIX OTHOIICHHH;

— JIOKaJIbHbIE HOPMATUBHBIC aKThl,
pernaMeHTHPYIOIUE TPYJOBBIE OTHOLIEHMS;

— COBpEMEHHbIC HH)OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, TPUMEHSIEMBIE B
paboTe ¢ JOKyMEHTaMH 110 JINUYHOMY COCTaBY;

— CTPYKTypa OpraHusaliy, pyKOBOIACTBO CTPYKTYPHBIX
MoJIpa3/ieNICHN;

— MpaBuJIa JCIONPOU3BOICTRA;

— TIpaBWJIa PYCCKOTO SI3bIKA;

— DTHKA JIEJIOBOTO OOIIECHMS;

— TpeOOBaHUS OXpaHbI TPY/A.

IIK 1.9.
OpraHu30BbIBATh
TEKYIlee XpPaHECHHE

HaBbIkn

Opranu3anuy TeKymero XxpaHeHus JOKyMEHTOB,
00pabOTKHU e JUIsl OIEPATUBHOTO U apXMBHOTO




JOKYMEHTOB,
00paboTKy zen s
OIICPaTUBHOTO

Y apXUBHOI'O
XpaHEeHUs], B TOM
qucIe ¢
UCIIOJIb30BaHHEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

XpaHCHUA, B TOM YHUCJIE C UCITOJIB30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTCM

YmMmenuns:

— pa3pabaTeIBaTh HOMEHKJIATYPY A€ OpraHu3alHu;

— MPOBCPATH NPABUIIBHOCTDH O(I)OPMHCHI/IH JOKYMCHTOB
U OTMCTKHN 06 HX UCIIOJTHCHHUU IIEPET UX
(hOpMHUPOBAHUEM B JIENO IS TIOCIETYIOMIETO
XpaHEHHUS;

— ¢dhopMHpOBATH JIeJIa, KOHTPOIUPOBATH IIPABIIIBHOE U
CBOCBPECMCHHOC pacnpeACJICHNUC U ITIOAIINBKY
Z[OKYMCHTOB B 1€J1a B COOTBCTCTBUH C
HOMEHKJIaTypO# Je;

— IPOBEPATH CPOKU XPaHEHUSI TOKYMEHTOB,
COCTAaBJIATH IPOTOKOJI pa6OTLI 3KCHepTHOI>'I
KOMHMCCHHU 110 MMOATOTOBKE JOKYMCHTOB K I€PCIauc B
apXxus;

— COCTaBJIATH aKT O BBIACJICHUU K yHI/I‘-ITO)KCHI/I}O
JIOKYMEHTOB, HE MOJICKAIUX XPAHECHUIO;

— COCTaBJIATH aKT 00 YHUUTOKCHUH JOKYMEHTOB;

— OCYHUICCTBJIATH ITOJHOC WM YaCTUIHOC O(bOpMJ'ICHI/IC
pi(SA) BpeMeHHOFO, IIOCTOSAHHOTO, Z[OJ'I]"OBpeMeHHOFO
CPOKOB XpaHEHUS;

— COCTaBIIATh OIUCH 1] CTPYKTYPHBIX MOAPa3AeICHUN
IMOCTOAHHOI'0, JOJITOBPEMEHHOI'O CPOKOB XpaHCHUA
JUISL TIEpelayu 1€ B apXUB OpraHU3allly;

— MPUMEHATH UHPOPMATHOHHO-KOMMYHHUKAIIHOHHEIE
TEXHOJIOTHH TIpH paboTe C JOKYMEHTaMH.

3HaAHUA:

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Denepanyu B chepe AeTONPOU3BOACTBA U
ApPXUBHOTO JIENIa;

— JIOKaJbHbIE HOPMAaTHBHbIE AKTHI,
perinaMeHTUpYIoIUe BEJCHUE JEI0IPOU3BOICTBA U
nepeaady el B apXUB OpraHU3aluy;

— BUJIbl HOMCHKJIATYP JIeN, 00IIre TpeOOBaHUS K
HOMEHKJIAType JIeJ1, TOPSIIOK PabOoThI C HEl;

— MopsI0K GOpMUPOBAHHS U OPOPMIICHUS JIE,
cneur¢uka GOpMUPOBAHHUS OTACIBHBIX KaTeropuit
e,

— IpaBuJIa XpaHEHUs Jell, B TOM YUCJIE C JOKYMEHTaMHU
OTrpaHUYEHHOT'0 JIOCTYIIA;

— IpaBWJjIa BBIJAYM U UCIIOJIB30BAHUS TOKYMEHTOB U3
c(hOpMHUPOBAHHBIX A€,

— MOPSI0K MCIIONIB30BAHUS TUTIOBBIX WIIH
BEJIOMCTBEHHBIX MepevHel JOKYMEHTOB,
OTpeiesIeHHs CPOKOB XpaHEHHs B Ipoliecce
9KCIEPTH3HI IEHHOCTH JIOKYMEHTOB;

— BUJBI ONMCEH J1eJT OpraHu3alry U HOPsIIOK paboTh
C HUMU;

— TpeOOBaHUsI OXpaHbI TPYa.




Opranuzanus
aApXUBHOI pabOTHI
0 TOKyMEHTaM
Opra"u3aiuin
pa3nu4HbBIX HopM
COOCTBEHHOCTH

[K 2.1.
Ocy1iecTBISITh
KOMILJICKTOBaHUE
APXUBHBIMH JIeJIAMH
(TOKyMEHTaMH )
apXuBa OpraHU3aINH

HaBbiknu

VYyacTusi B KOMIUIEKTOBAaHUU apXUBHBIMU JIeJIaMHU
(TOKyMEeHTaMH) apXuBa OpraHu3aIuu

Ymvmennsn:

— paboTaTh ¢ MoApa3aeICHUIMHI/OpTraHu3aHsIMHU
HMCTOYHUKAMH KOMITJICKTOBAHUS apXHUBa;

— MPUHUMATH apXUBHBIE Jiea (JOKYMEHTHI) Ha
MTOCTOSTHHOE HITH JIOJITOBPEMEHHOE XPaHEHHUE;

— y4acTBOBaTh B MPOBEICHUH SKCIICPTHU3HI IICHHOCTH
Pa3IMYHBIX THIIOB ¥ BUIOB JOKYMEHTOB B
COOTBETCTBHUH C BHYTPEHHUMH PETrIaMEHTaMH
OpTraHM3aIlNY;

— MPUMEHSTH B pabOTe PeKOMEHAAINN IKCIIEPTHO-
MPOBEPOYHON KOMHUCCUHU WU 3KCTIEPTHOW KOMHUCCHU
OpraHu3aINH;

— IPUMEHATH NIEPEYHU C YKa3aHUEM CPOKOB XpaHEHHUS
Jien (JIOKyMEHTOB);

— co0r01aTh HOPMATUBHBIE CPOKU XPAaHEHHS Ae
(IOKyMEHTOB);

— BECTHU y‘IéT HUCTOYHHKOB KOMIIJICKTOBAHUSA apXUBa,

— UCIIOJIB30BaTh NEPEJOBOI OTEUECTBEHHBIN U
3apyOeKHBIH OIBIT IO KOMIUIEKTOBAaHUIO apXHBA
JiemaMu (JIOKyMEHTaMH) TOCTOSTHHOTO 1
JTOJITOBPEMEHHOTO XPaHEHUS;

— HCIIOJIb30BaTh COBPEMEHHBIE aBTOMATH3HPOBAHHEIE,
WHPOPMAIIMOHHBIE U TETICKOMMYHHUKAIIHOHHBIC
TEXHOJOTHH JOKYMEHTHPOBAHHBIX Chep
JACATCIIBHOCTHU OpraHru3alnu.

3uanus:

— HOpMAaTHUBHBIE NPaBOBbIE aKThl Poccuiickoi
®Denepanyu B chepe ASTONPOU3BOICTBA U
apXUBHOTO JIEIIa;

— Hay4YHO-METOJINYECKHE KPUTEPUN IKCTIEPTU3BI
LIEHHOCTHU PA3JUYHbIX THIIOB ¥ BHJIOB JIEI
(IOKyMEHTOB);

— TEOPETUYECKHE U METOIMYCCKUE aCIIEKThI
KOMIUIEKTOBAHUS M DKCIIEPTU3HI IICHHOCTH BCEX
BUJIOB JIOKYMEHTOB;

— BUJIBI, PA3HOBHUIHOCTHU M (DOPMATHI BCEX BHIIOB
JIOKyMEHTOB;

— YHUDUIIMPOBAHHYIO CUCTEMY OpPTraHU3aI[MOHHO-
PacHoOpSIUTENBHOMN IOKYMEHTAIIHH;

— cTaHAapThl OPOPMIIEHUS OPraHU3AIMOHHO-
PacHOpSIUTENBHOMN IOKYMEHTAIVH;

— CHOCOOBI ¥ TEXHOJIOTHUH JTOKYMECHTHPOBAHHS
Pa3IUYHBIX BUAOB MPOPECCHOHATBEHOM
JIesITeJIbHOCTH;

— OpraHM3aI[MOHHBIC MPUHIHITHEI KOMILICKTOBAHUS JeTT
(TOKYMEHTOB) OIPaHHUEHHOTO JIOCTYTIA;

- Tpe6OBaHI/I$I OXpaHbI TpyAa.




IIK 2.2. Bectu yuér
APXUBHBIX JIEI
(IOKYMEHTOB), B TOM
qrcIie

C HCITOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX
cHCTEM

HaBbIku

Benenus yuéra apXuBHBIX 1€l (JOKYMEHTOB), B
TOM

YUCJIE C UCIIOIb30BAHNEM ABTOMATU3UPOBAHHBIX
CUCTEM

Ymenus:

— IOJTB30BATHCS YUETHRIMU IOKYyMEHTAMH B paMKax
3IIEKTPOHHBIX MH)OPMALIMOHHBIX CUCTEM
JOKYMEHTUPOBAHHBIX c(hep AeTeNbHOCTH
OpraHu3aINH;

— MOJIB30BATHCS CePTUDUIMPOBAHHBIMH
aBTOMATH3UPOBAHHBIMY CHCTEMAMH
JIOKYMEHTUPOBAHHBIX c(hep AeATEIbHOCTH
OpraHu3alyy M0 YUYETY, perucTpaluu, KOHTPOIIIO el
(IOKyMEHTOB);

— IMOJIB30BATHCS HH(OPMALIMOHHO-CIIPABOYHBIMU
CHUCTeMaMH JOKYMEHTHPOBAHHBIX cep
JIeSATEIIbHOCTH OPTaHN3aIINN;

— BECTHU CIPaBOYHO-TIOMCKOBBIE CPEACTBA K APXHUBHBIM
nenaMm (TOKyMeHTaM);

— BeCTH y4€T cTpaxoBoro (OH/Ia apXUBHBIX JEI
(IOKyMEHTOB);

— MPUMEHSTh HOPMATHUBHBIE TIPABOBBIC aKThI,
JIOKaJIbHbIE HOPMATUBHBIE aKThI OPTaHU3AINN H
METOJINYECKHE JOKYMEHTHI B 00JIaCTH y4éTa
ApPXUBHBIX /1€ (JOKYMEHTOB);

— BHOCHUTb MPEIIOKEHUS 110 COBEPIIEHCTBOBAHUIO
METOAMYECKOTO 00eCTIeYeHns y4éTa pa3HbIX BUIOB
JIOKYMEHTOB B JJOKYMEHTHPOBAaHHBIX cepax
JIeSITeTbHOCTH OpPTraHU3alliy.

3HaHuA:

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Denepanyu B chepe AeTONPOU3BOACTBA U
ApPXUBHOTO JIENIa;

— METOAMYECKHE JOKYMEHTHI U HallUOHAIbHBIE
CTaHJApTHI B 00JaCTH y4€Ta JOKYMEHTOB U
JIOKYMEHTUPOBAHHBIX c(ep AeATEIbHOCTH
OpraHu3aIvH;

— OTEYeCTBEHHbIE U 3apyOeKHbIE CEPTU(UIPOBAHHBIE
CUCTEMBI aBTOMATU3UPOBAHHOTO yUETa apXUBHBIX
Jien (IOKyMEeHTOB),

— TpeGoBaHUs K yUETY 0CO00 LEHHBIX U YHUKAJIBHBIX
ApXHUBHBIX JIeN (IOKYMEHTOB);

— CPOKH BBITIOJTHEHUsI pabOT 10 YUETY apXHUBHBIX JIEIT
(IOKyMEHTOB);

— o0mIre NPUHINIBI Y4€éTa U KOMIICKTOBAHUS JIE
(IOKyMEHTOB) OTPaHMYEHHOTO JIOCTYTIA;

— TpeboBaHUS OXpaHbI TPY/Ia.

IIK 2.3.
Ocy1iecTBISITh
XpaHEHHE apXUBHBIX
Jen (IOKyMEHTOB)

C IOCTOSIHHBIM
CPOKOM XpaHECHHS U
0 IAYHOMY COCTaBY
B apXUBE
OpTraHU3aIux

HaBbiku

Ocy1ecTBICHHS XpaHEHUST aPXUBHBIX JeIT
(TOKYMEHTOB) C TIOCTOSTHHBIM CPOKOM XpPaHCHHUSI U
10 IMYHOMY COCTaBY B apXUBE OpraHU3aIuU

YmMmenuns:
— CHUCTEMaTH3MPOBaTh JieNa (JOKYMEHTHI);

— pa3MenIaTh apXuBHBIC Jea (JOKYMEHTHI) Ha MeCTax
XpaHEHUsS B COOTBETCTBUU C HOPMATHUBHBIMU
TpeOOBaHUsIMH B 00JIACTH apXUBHOTI'O JIea U




YIpaBICHUS IOKYMEHTaMHU,

— co0Ir0/IaTh HOPMATUBHBIE PEIKUMBI XPaHCHHS
ApPXUBHBIX JIe] (JOKYMEHTOB) Ha JTFOOBIX HOCHUTEISX;

— MPOBOJUTH MPOBEPKY MOTHOTHI COCTABA APXUBHBIX
JIOKYMEHTOB B €IMHUIIAX XPAaHCHUS;

— MPOBOJUTH ONMCAHUE APXUBHBIX €T (IOKYMEHTOB);

— COCTaBJIAThH CIIPABOYHO-TIONCKOBBIE CPEICTBA K
ApPXUBHBIM JIeJIaM (JIOKyMEHTaMm);

— BECTH yUYET U KOHTPOJIb BBIIAYM APXUBHBIX JICT
(IOKyMEHTOB) U3 apXWBOXPAHWJIHINA M UX BO3BPATa;

— BecTH y4€T U KOHTPOIb Tiepeaadu aei (IOKyMEHTOB)
B TOCYIapCTBCHHBIN/MYHUIIMITATHHBINA apXUB WU HA
WHOE BHEITHEE XpaHeHNe U MpuéMa Jiell ¢ BHEITHETO
XpaHeHUs;

— MPOBOJUTH MOJIMCTHYIO MPOBEPKY PHUIHUECKOTO
COCTOSTHUS JIeN (JIOKyMEHTOB);

— pa3bICKMBaTh HEOOHAPYKEHHBIE Jiena (JIOKyMEHTHI);

— 3amumarh HHGOPMaOHHBIE PECYpPCHl apXUBa OT
HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

3Hanus:

— HOpMAaTHUBHBIE NPaBOBbIE aKThl Poccuiickoi
Denepanuu B chepe eI0NpOU3BOJACTBA U
ApPXUBHOTO JIENA;

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Oenepanyn B 001acTH HHPOPMAIIHAH,
MH(POPMALMOHHBIX TEXHOJIOTHUH, 3aLIUTHI
WH(POPMAIIUK U TIEPCOHATILHBIX IaHHBIX, IU(POBOH
TpaHchopMaLuy;

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Oenepanuy B 00s1aCTH KOHQUACHINATBHOCTH
WHPOpMAITUH;

— IpaBUJIa XpaHEHUs Jell (IOKYMEHTOB) B
COOTBETCTBUH C UX THUIIAMH;

— OpAA0K GOPMUPOBAHHS JOKYMEHTOB B KOMIUIEKTHI,
TpyTIIbI, TUIIBL

— TpeGoBaHMs K OPOPMIIEHHUIO JIOTOBOPOB Ha
peau3alyio YCIyT BHEIIHETO XPaHEHUs [l
(IOKyMEHTOB);

— CPOKH BBITIOJTHEHHS paboT;

— TpeOOBaHUs K YCTAHOBJICHHBIM HOPMaM BBIPAOOTKH;

— TpeOOBaHMs OXpaHbI TPyJa.

[1K 2.4.
OcCyecTBISTh
XpaHeHHue,
KOMIIJICKTOBAHHE,
y4€T U
WCIIOJIH30BaHUE T
(ITOKyMEHTOB)
BPEMEHHOT'O XpaHEHUS

Hasbiku

ObecrnieueHust XpaHeHUsI, KOMIUIEKTOBAHUS, yuéTa
u

WCIIOJIb30BaHUS JeJT (JOKYMEHTOB) BPEMEHHOTO
XpaHeHus

YMmenus:

— OpraHU30BBIBATH U 00ECIICYNBATH XPAHEHUE JIEIT
(TOKYMEHTOB) BPEMEHHOT'O XPaHECHISI OPTaHU3AITIH
B TPAIUIIMIOHHOM U B 3JICKTPOHHOM BU/IC;

— KOHTPOJHMPOBATH Pa3paboOTKy CTPYKTYPHBIMH
Mmoipa3AciIiCHUSIMU OTIMCEH U aKTOB O BBIJICJICHUH Ha
YHUYTOXXEHUE JIeN (HOKYMEHTOB) BpEMEHHOTO
XpaHEHUS B TPAJAUIIMOHHOM U B DJICKTPOHHOM BHJIE;

— (OpMHUPOBATH SAMHUIIEI XPAHESHUS IOKYMEHTOB IS
UX TIOCJIEYIONIETO Pa3MEIICHHS B apXUBE
OpraHu3aIVH;




— COCTaBJIATH CIIPABOYHO-TIONCKOBEIE CPEACTBA K
apXUBHBIM JieJIaM (IOKyMEHTaM);

— OCYIIECTBIIATH OUCK el (IOKyMEHTOB) BPEMEHHOTO
XpaHEHHs B MPOLecCe UX XPAHEHUS B CTPYKTYPHBIX
MOJIpa3IeNICHUSX U apXUBE OpraHU3aIui;

— OCYIIECTBISAITh METOJMUYECKOE PYKOBOJICTBO
opranuzanuel XxpaneHus Aei (I0KyMEHTOB)

B CTPYKTYPHBIX MOJAPA3CICHUSIX OpTaHNU3aIIH;

— OKa3bIBaTh CTPYKTYPHBIM MOAPA3ACICHUIM
MPaKTUYECKYO MOMOIIL B OPTaHU3aIH XPAHESHUS
Jien (IOKyMEeHTOB);

— pa3pabaTeIBaTh CIPaBOIHO-HH(GOPMAIIMOHHEIE
JOKYMEHTBI IO OpraHU3alyHi UCIOIb30BaAHMS JeT
(IOKyMEHTOB) BpEMEHHOTO XPaHEHHS B
CTPYKTYPHBIX MTOJIPA3JICIICHUSX U apXHUBE
OpraHu3aIVH;

— MPOBOJUTH SKCIEPTH3Y IIEHHOCTH e (JOKyMEHTOB)
BPEMEHHOT'O XPaHCHHUS, IEPEJAHHBIX B APXUB;

— ONpENENATh CPOKU XPaHEHHUS Ael (IOKyMEHTOB)
BPEMEHHOT'O XPaHCHHUS;

— obecrieuynBaTh 3aIIUTY AN (TIOKYMEHTOB)
BPEMEHHOT'O XPaHEHHS B OPTaHU3aIUH OT
HECaHKIIMOHUPOBAHHOTO JOCTYTIA WIN
YHHYTOXKCHUS,

— MPOBOJUTH (HU3NUECKOE YHUUTONKCHHUE JIEIT
(TOKyMEHTOB) BPEMEHHOT'O XPaHCHHUS C UCTCKIIUMHU
CPOKaMH XpaHEHUs MOCIIe COTIACOBAHUS CO
CTPYKTYPHBIMH MOAPA3IEIICHUAMHU OPTaHU3ALINY;

— 0(hOpMJIISITh YUETHBIC JOKYMEHTBI 00 YHUUTOXKESHUHU
JIe)T (IOKYMEHTOB) BPEMEHHOTO XPaHEHUS ¢
UCTEKIIUMH CPOKaMU XpaHEHHsI COBMECTHO CO
CTPYKTYPHBIMU IIOAPA3ACICHUAMY OPraHU3aLUY.

3HaAHUA:

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanyu B chepe ASTONPON3BOACTBA U
ApXUBHOTO JIENa;

— HOpMAaTHUBHBIE MPaBOBbIE aKThl Poccuiickoi
Oenepanyy B 00J1aCTH 3aITUTHI TEPCOHATBHBIX
JTAHHBIX;

— HOpPMAaTHUBHBIE PAaBOBbIE aKThl Poccuiickon
Oenepanyu B 0071aCTH KOHPHUISHITUATEHOCTH
WHpOpMAITUH;

— METOJINYECKHE JOKYMEHTHI M HAIIMOHATLHBIC
CTaH/AaPTHI B 00JIACTH JISIOIPON3BOJICTBA U
apXHUBHOTO JIeN1a;

— MeTo/MKa pa3paboTku (GopM yUETHBIX IOKYMEHTOB B
TPAAUIIMOHHOM U B 3JIEKTPOHHOM BH/JIE;

— MpaBWJIa CUCTEMAaTU3aIlUHU U KIIACCH(UKAIIH
JIOKYMEHTOB;

— 0CcOOEHHOCTH OpraHU3aINH XPaHEHUs e
(TOKYMEHTOB) Ha pa3IUIHBIX HOCHUTEIX;

— KPUTEPHUH ONPEICICHIS IICHHOCTH AeI (I0KYMEHTOB)
JUTSL TATbHEHTIIETO XPaHEHUS WIH YHIHYTOKEHUS;

— TpeOoBaHUS K IpoIIeccaM YHUYTOKEHUS
MHGOPMAITUH B TPAIUITUOHHOM U DJICKTPOHHOM
BUJIE;

— TpeOOBaHUS OXpaHbI TPY/A.




IIK 2.5.
Ocy1iecTBISATh
HCIIOJIL30BaHUE
ApPXHUBHBIX JCIT
(IOKYMEHTOB), B TOM
YHCIIE C
HCIOJIb30BaHUCM
aBTOMAaTHU3UPOBAHHBIX
CHCTEM

HaBbiknu

Ocy1iecTBI€HUS UCIIOJIB30BAHUS APXUBHBIX JEI
(TOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

YMenus:

— CHUCTEMaTH3MPOBaTh U 0000IIATh CBEICHHS O COCTaBE
U COZIep’KaHUH apXHUBHBIX JIEN (IOKYMEHTOB);

— KCMOJB30BaTh HHPOPMALMOHHBIE TEXHOJIOTHH B
001aCTH CO31aHUsI CIIPABOYHO-TIOMCKOBBIX CPEICTB
apxuBa U JOKYMEHTUPOBAHHBIX cep AeATEIIbHOCTH
OpraHu3alyy;

— (hopMupoOBaTH OCHOBHBIE M BCIIOMOTATEIbHbIE BUBI
apXMBHBIX CIIPABOYHUKOB B MIEKTPOHHOM (hopme;

— [IOJTOTABIUBATH UH()OPMALIOHHBIE JOKYMEHTHI 110
3ampocaM MOJIb30BaTENeH pa3INYHbIX KATETOPU.

3HAHUA:

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Oenepanyu B cepe JeN0npon3BOICTBA;

— HOpPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
Denepanuy B 00J1aCTH 3aILUTHI IEPCOHATIBHBIX
JaHHBIX;

— METOAMYECKHE JOKYMEHTHI B 00JIaCTH
WCTIOJIb30BaHMS U My OIMKAUKN apXUBHBIX e
(IOKyMEHTOB);

— CepTU(UIMPOBAHHBIC HHPOPMAIIIOHHO-TTOMCKOBEIC
CHCTEMBI B 00J1aCTH pa3pabOTKH HAyYHO-
CIPAaBOYHOTO alnapaTa JOKyMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHn3aluig;

— CPOKH BBIIIOJIHEHUSI palOT 110 OpraHu3aliuu
WCTIOJIb30BaHMS aPXUBHBIX J1e] (IOKYMEHTOB);

— OpraHu3alOHHbIE TPUHIMIIBI UCTIOJIb30BaHMUS
JOKYMEHTOB OTPaHHYEHHOTO JOCTYIIa;

— TpeOOBaHUsI K MOJIrOTOBKE apXUBHBIX CIIPABOK H
BBINMCOK U3 apXHUBHBIX JIOKYMEHTOB;

— TpeOOoBaHUsI OXpaHbI TPY/A.

BoinosiHeHue padoT MO OJHOM WM HECKOJBKHM Ipodeccusivm pado4ux,
AOJIKHOCTSAM CJIYKALIHUX.
ITK 3.1. OcyuiecTBiaTh HHGOPMALIMOHHYIO padOTy MO IOKYMEHTaM, B TOM YHCJIE C
UCIIOJIb30BaHUEM OPITEXHUKH, IPOTPAMMHBIX CPEACTB YUYETA, XPAHEHUS U ITOUCKA
JOKYMEHTOB U JIPYTUX CHELHAIU3UPOBAHHBIX 0a3 TaHHbIX.

[1K 3.2. Bectu paboTy 1o CO31aHHIO CIIPABOYHOTO amnmapara 1o JOKYMEHTaM C
1eNblo o0ecrieueHus: y100HOTO U OBICTPOTO UX MOUCKA.

[1K .3.3. [IpunuMath ydactre B pa3pabOTKe JOKATHHBIX HOPMATUBHBIX aKTOB
OpraHM3alliH [0 BOIIPOCaM JOKYMEHTAI[MOHHOTO O0eCcieueHus YIpaBiIeHUs U

ApXUBHOTO JETa.




3.CTPYKTYPA TOCYJAPCTBEHHOI UTOIOBOM ATTECTAIINH

3.1 Buja rocyiapcTBeHHOM UTOTOBOM aTTeCTAIIUN

B cootBerctBun ¢ ®enepalibHbIM TOCYJIapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHAapTOM cpenaHero mnpodeccuonanbHoro obpaszoBanus (ganee DPI'OC CIIO)
rocyJapcTBEHHas UTOrOBasi aTTeCTalUsl MPOBOAUTCS B (hopMe JEMOHCTPALIMOHHOTO
9K3aMEeHa M 3alIUThI TUTLIOMHOTO MPOEKTa (paboThl).

O0beM BpeMEHH Ha TOCYJapCTBEHHYI0 UTOTOBYIO aTTECTAllMI0 YCTaHOBJIECH
dI'oC CIIO — 6 Hemenb, B TOM uucie: 4 HeIelIW OTBEICHBI Ha IOJATOTOBKY
JTUIJIOMHOTO TIPOEKTa, 2 HEJAeIM Ha 3alluTy JUIUIOMHOTO mpoekTta. Cpoku
IIPOBEJICHUSI TOCYIaPCTBEHHON UTOTOBOM aTTECTAIlMU ONpe/eIeHbl Y4eOHBIM MIJIAaHOM
U KaJeHAApHBIM yU4eOHBIM rpadMKOM IO CHEIUaTbHOCTH.

3.2 Pacnipejesienne BpeMeHHM Ha MOATOTOBKY M NMPOBeJeHue roCy1apCTBEHHOM
WUTOTOBOM ATTEeCTALIMHA:

DTanbl U'TOrOBOM FOCYAaPCTBEHHOW aTTECTAllKU KoJinuecTBo Henenb
1. IToaroToBka kK rocyJJapcTBEHHOM UTOTOBOW aTTECTAIIUU 4
2. JIeMOHCTpallMOHHBIN 9K3aMEH U 3alllUTa JUTUIOMHOTO
npoekTa (paboThl) 2
Bcero 6

4. IOPSITIOK MPOBEJEHUSI TOCYJAPCTBEHHO UTOTOBOM
ATTECTAIIANA

4.1. K rocynapcTBEHHON HWTOTOBOW aTTECTAllUM MAOIYCKaeTCs CTYJEHT, HE
MMEIOIIUNA aKaJIeMUYECKOM 3aJI0JDKEHHOCTH M B TIOJTHOM OOBbEME BBITOJHUBIIUN
y4eOHbI TIJIaH WM WHJIMBHAYaJbHBIM Y4YeOHBIM TIUIAH TI0O OCBaMBaeMOU
o0pa3oBaTeIbHOM MporpamMMe cCpeaHero mnpodeccuoHaabHOTO oOpazoBaHus (CT.59.
4.6 @3 01 29.12.2013r. Ne 273 —®3 «O6 oOpazoBanuu B POy).

4.2. 3ammTa BBIMYCKHBIX TUIJIOMHBIX pabOT MPOBOASTCS HA OTKPBITHIX
3aceJaHusAX TOCYyJapCTBEHHOW 3K3aMEHAIlMOHHOW KOMHUCCHUU C yYaCTUEM HE MEHEe
IByX Tpetei ee cocrtaBa. Mecro npoBenenust [ MA — Komemx AHITOO "MAHO",
JaTa W BpeMsl NPOBEACHUS, pACIUCAHHWE, IUIAHUPYeMash MPOJI0HKUTEIbHOCTh
npoBeneHuss 'MA, TexHHuYecKre MepephIBbl ONPEAETSIOTCS IJIaHOM IPOBEACHUS
['MA, ytBepknaeMbIM 00pa30BaTeILHOM OpraHu3anyell He MO3IHee YeM 3a IBaAIaTh
KaJICHJIApHBIX JHEW 10 nathl npoBenaeHus ['MIA. OOpa3oBarenbHas OpraHU3aIus
3HAKOMHT C TIJITAHOM IPOBECHHUS BBIMTYCKHUKOB HE IMO3JHEE YeM 3a MATh pabouux
nHew 1o natel nposeaeHus [ MA.

4.3. Pe3ynbTaThl TOCYJApCTBEHHOW WTOTOBOM aTTECTAIlUU OMNPEACIISIIOTCS
oleHKkamu "otian4yHo", "Xopomo", "yaoBiaeTBOpUTENLHO", "HEYNOBIECTBOPUTEIHHO"
OOBSABIIAIOTCS B TOT € J€Hb Mocjie OQOpMIICHHS B YCTAaHOBJICHHOM TOPSJKE
POTOKOJIOB 3aCE€NAaHNN IOCYNIAPCTBEHHBIX 3K3aMEHAIMOHHBIX KOMHUCCHIA.

4.4. PemieHusi ToCy1IapCTBEHHBIX SK3aMEHAIMOHHBIX KOMUCCHN MPUHUMAIOTCS
Ha 3aKPBITHIX 3aCENAaHUSX MPOCTHIM OOJBIIMHCTBOM TOJOCOB UJEHOB KOMHCCHH,
YYaCTBYIOIIMX B 3aCeJaHWU, MPU O0S3aTEIBPHOM NPHUCYTCTBHHM IIPEACEnaTems
KOMHUCCUUM WM ero 3amectutens. Ilpu paBHOM d4mHclie TOJIOCOB TOJIOC



MPEICENATENBCTBYIOMIETO HA 3aCeJaHhM TOCYJAapCTBEHHOW HSK3aMEHAIlMOHHOU
KOMHCCHHU SIBJISIETCS] PELIAIOLLINM.

4.5. JlunaM, He MPOXOAMBIIMM TOCYJApPCTBEHHON HTOTOBOM aTTECTalldU I10
YBAXKUTEIIBHOW IPUYHMHE, IPEJOCTABIIAECTCS BO3MOKHOCTh MMPONTH FOCYIAPCTBEHHYIO
UTOTOBYIO aTTECTALUIO IO UHANBUIYaJIbHOMY TUIAHY.

4.6. OOyuaroniuecs, He MPOIIEAIINE TOCYIapCTBEHHOW UTOTOBOM aTTEeCTallUU
WJIn MTOJTYyYMBILIHAE Ha roCcyJJapCTBEHHOU UTOTOBOM aTTeCTaluu
HEYJIOBJICTBOPUTEIIBHBIE  PE3YJIbTAThl, MPOXOAIT TOCYJApCTBEHHYK) HWTOTOBYIO
aTTECTAllMI0 HE PaHee YeM 4Yepe3 MIECTh MECALEB IOCIe MPOXOXKIACHUA
roCy1apCTBEHHOM UTOTOBOW ATTECTAIIMU BIIEPBBIE.

Jluo, He mpomeamiee TOCYJAAPCTBEHHYIO HWTOTOBYKO ATTECTALMIO 10
HEYBAKUTEJIBHOM IPUYMHE WIA IIOJYYMBIIEE HA TOCYJAApCTBEHHOW WTOTOBOM
aTTEeCTallud HEYJAOBJIECTBOPUTEIBHYIO OIIEHKY, BOCCTaHaBiMBaercs B Komiemxk
AHIIOO «MAHO» Ha mnepuoa BpEMEHM, YCTAHOBICHHBIM  KOJUIECIDKEM
CaMOCTOSITENIbHO, HO HE MEHEe TMPEeIyCMOTPEHHOTO KaJICHJAPHBIM Y4YeOHBIM
rpagukoM  JJIi  TPOXOXKJAECHUSI  TOCYJAApCTBEHHOW  HMTOTOBOM  aTTECTallUH
COOTBETCTBYIOIIEH 00pa3oBaTEIbHON MPOrpaMMbl CpeaHEro MnpodecCuoHaIBLHOTO
o0pa3oBaHUs.

[IoBTOpHOE TPOXOXKIECHUE TOCYNApPCTBEHHOM WTOrOBOM aTTECTallMU IS
OJIHOTO JIMIIa Ha3HAYaeTcsl He OoJjiee ABYX pas.

4.7. PemeHue rocyaapCTBEHHOM 3K3aMEHAIIMOHHOW KOMHUCCHM OQOpPMIISIETCS
MPOTOKOJIOM,  KOTOPBIM  MOAMUCHIBAETCS  MOPEACENATENIEM  TOCYIapCTBEHHOM
AK3aMEHAIMOHHON KOMHCCHM (B cCllydae OTCYTCTBHS TMpelcenareyis - €ro
3aMECTUTENIEM) U CEKpPETapeM TOCYJapCTBEHHOM H5K3aMEHAllMOHHOW KOMHUCCHUU U
xpanutcs B apxuse Komremxka AHIIOO «MAHO».

5. CTPYKTYPA U COAEP KAHUE JUITJIOMHOI'O ITPOEKTA (PABOTHI)

5.1 TpeOoBanusi K CTPYKType M COAEP:KAHUI0 IMILJIOMHOIO0 IPOEKTAa
(paboTni)

5.1.1. OOs3atenpHOEe TpeOOBaHWE K JAUIUIOMHOW paboTe 3aKiIrovyaeTcss B
COOTBETCTBUM TEMATHUKH JUTIJIOMHOU pabOTHI CONEPKAHUIO OJTHOTO MIIM HECKOIBKUX
npodeccuoHaNbHBIX MOy Iel. TemaTuka paboT npuBeaeHa (npuioxenue 1).

5.1.2. TlporpamMmmMa rocynapCTBEHHONW HWTOTOBOW aTTeCTalud JOBOAUTCS IO
CBEJICHUS CTYJICHTOB HE IIO3/IHEe, 4eM 3a 6 MecdAleB [0 Hayajga HTOroBOM
roCcyapCTBEHHOM arrecrauu. K  TOCyIapCTBEHHOM HWTOrOBOW  aTTECTAllUU
JOMYCKAIOTCSl JIMIa OCBOUBIIME KOMIETEHIMH TMPH HM3YYEHUU TEOPETUUECKOTO
Marepuaia ¥ MPOXOXKICHUM TPAKTHUKA TIO0 KaXJAOMY U3 OCHOBHBIX BHJIOB
po¢eCCUOHATILHON JIEATEIIbHOCTH.

5.1.3. Ha 3acemanuud TOCYJApCTBEHHON SK3aMEHAIIMOHHOM KOMHCCHUU
NPEACTABIISIOTCA TOKYMEHTBI:

— 1peboBanuss GI'OC CIIO npu peanuszanid OCHOBHBIX MPOGEeCCHOHAIBHBIX
oOpasoBarenbHbIX Tporpamm 1o crnenuanbHocTd 46.02.01 JlokymMeHTanmoHHOe
obOecrieueHue ynpaBiaeHUs U ApXUBOBEJACHUE.

— IIporpaMma rocyapCTBEHHOW UTONOBOM aTTECTALNH;

— mnpuka3 (pacnopsiKE€HUe) O JOMYCKe CTYJACHTOB K TrOCyAapCTBEHHOMU
WTOTOBOM aTTeCTallMU;



— CBe/IeHHA 00 yCreBaeMOCTH (CBOJHAsI BEIOMOCTb);

— IpPUKa3 PEKTopa O 3aKPEIUIEHUH TEM JUIUIOMHBIX pa0OT M Ha3Hau€HUe
PYKOBOJIMTEIIEH;

— 3a4€THBIC KHUKKHU CTYJICHTOB;

— KHUI'a TPOTOKOJIOB 3aCE€JaHUi TIOCYJAapCTBEHHOM HSK3aMEHAllMOHHOU
KOMUCCHH;

— IEpPEYCHb TEXHUYECKUX CPEICTB M MATEpPUAIOB CIIPAaBOYHOIO Xapakrepa,
pa3pelIeHHbIX K UCTIOIB30BAaHUIO MIPH 3aIUTE AUTNIOMHON pabOTHI.

5.1.4. 3amurta IUIUIOMHOW pPabOTHI SBISICTCS 00S3aTEIBHBIM HCIBITAHUEM,
BKJIFOYAEMBbIM B TOCYJIapCTBEHHYIO HTOTOBYIO aTTECTAallMI0 BCEX BBITYCKHHUKOB,
3aBepUIAlONIMX OO0y4deHHe 10 TporpamMme CpeaHero  mnpo¢ecCHOHAIBLHOTO
o0pa3oBaHUs.

5.1.5. Tembl OUIUIOMHBIX PabOT JOJKHBI OTpa)kaTh COBPEMEHHBINM YPOBEHB
pa3BuTHs o0pa3oBanms B Poccuu u ObITh aKTyaJbHBIMH.

5.1.6. 3akpemieHue TeM AUIUIOMHBIX paboT (C yKa3aHHUEM PYKOBOAMTENEH U
CPOKOB BBINOJIHEHHUSI) 32 CTYIEHTaMHU 0(hOpMIISETCS IPUKA30M peKTopa AKaJeMUH.

5.1.7. Tlo yTBepXACHHBIM TE€MaM pPYKOBOJIUTENM JAUILNIOMHBIX pPaloOT
pa3palaThIBalOT WHAUBUAYAIbHBIC 3a/JaHUs JJIs KaKJIOro CTyJeHTa. 3aJaHue Ha
IUIUIOMHYI0 palOOTy BBIIAIOT CTYJEHTY HE MO3JHEE YeM 3a 2 HeAeNu 0 Hadaja
IPEIIUIITIOMHON TPAKTUKH.

5.1.8. OcHOBHBIMU (QYHKUIUSAMH PYKOBOAMUTEIS TUMIIIOMHOU PaOOTHI SIBISETCS:

— pa3paboTKa UHIWBUIyaIbHBIX 3aJaHUN;

— KOHCYJBTHUPOBAHHE [0 BOIPOCAM COJIEPKAHUS W TOCIEI0BATEIBHOCTD
BBINIOJIHEHHUS BBITYCKHON AUTUIOMHOM pabOThI;

— OKa3aHMe MOMOIIM CTYACHTY B MOAOOpPE HEOOXOAMMOM JIUTEPATYPHI;

— KOHTPOJIb X0O/Ia BBINOJHEHUS TUIIJIOMHOM paboThI;

— OJAITOTOBKA MMCBMEHHOTO OT3bIBA HAa IUILIOMHYIO paloTy.

Ha KoHCynbTanuio Uit KaXa0ro CTyJIeHTa JOJDKHO OBITh MPEAyCMOTPEHO HE

Oosiee 2-X 4acoB B HEJEIIIO.

5.2 TpeOoBaHus K CTPYKTYpe IMILIOMHOM padoThlI.

5.2.1. JlunoMHasi paboTa MOXKET HOCHTH ONBITHO-TIPAKTUYECKUI, OMBITHO-
AKCIIEPUMEHTANIbHBIN, TEOPETUUECKHM, MPOCKTHBIM Xapaktep. OO0beM ee JOJIKEH
COCTaBJISITH He MeHee 35, Ho He Oojyee 50 cTpanui] meyaTHOro Tekcra (0e3 crucka
JUTEPATYPHI U IPUIIOKEHUH ).

5.2.2. CoaepxaHue AUIIIIOMHOM paOOThI BKIIFOYAET B ceOs:

— BBEJICHUE;

— TEOPETUYECKYIO YacTh,

— OMBITHO-3KCIEPUMEHTAIbHYIO YacTh (IIpU HEOOXOAMMOCTH);

— BBIBOJBI M 3aKJIOYEHUE, PEKOMEHJAIMH OTHOCHUTEIIbHO BO3MOXHOCTH
IIPUMEHEHUS MTOIYYEHHBIX PE3YJIbTATOB;

— CIHUCOK MH(OPMALIMOHHBIX HCTOYHUKOB;

— IPUJIOKEHHE.

Bo BBeaenunu

. 00OCHOBBIBAETCS AKTYaJIbHOCTh BEIOPAHHOW TEMBI;

. dopmynupyercst mpobiieMa, KOTOPYIO aBTOP JOJDKEH PEIIUTh B JAHHON
pabore;

. OMpENENSAIOTCS 00bEKT U MPEIMET UCCIIEI0BAHMUS;



. OTIPENENSAIOTCA MEeNU U 3a7a4d, PErIeHHE KOTOPBIX HEOOXOIUMO IS
JIOCTYOKEHUS TAHHOMU IEJIH;

. NEPEUUCIISIOTCS METO/IbI UCCIIEIOBAHUS;
. bopMyaupyeTcs MpakTUYeCKasi 3HAYMMOCTb PE3YJIbTaTOB;
. JAl0TCd  KOMITO3UIIMOHHBIE OCOOCHHOCTM M KpAaTKOe CoJiep KaHHe

TEOPETUYCCKON U MPAKTUIECKON yacTel paboTHhl.

PexomenmyeMblii 00beM BBelIeHUS — 3-4 CTpaHHUIIbI.

B nepBoii ri1aBe pacKpbIBAIOTCS UCTOPHUSA U TEOPHS UCCIELYEMOTO BOIPOCaA,
OCYLIECTBJISIETCS MHOTOIUIAHOBBIA CPABHUTEIBHBIN aHAIU3 JIUTEPATYphbl MO TEME C
no3uii  ¢uiocopuu, TCHUXOJOTUH, HMCTOPUM  TEJArOTHKH, COBPEMEHHOU
MEJArOru4ecKoil HayKu MU METOJIMKH, aHAIM3UPYETCA MEPEIOBOIM ONBIT 00yUYEHUs U
BOCIIUTAHUS B JOIIKOJPHOM Y4Y€OHOM 3aBEICHHM, TACTCS KPUTHUECKUN aHaIM3
COBPEMEHHOM JTUTEPATYPBI, ONPEACIAIOTCS MO3UIIMH ABTOPA.

VYcnoBreM m10J0TBOPHOM pabOThI SBIISIETCS YETKOCTh OHSITUIHOTO anmnapara.
OCHOBHBIE TEOPETUUYECKUE MOHATHSA, CBA3AHHBIE C TEMOM pabOThl OJKHBI OBITH
chopMyJIMpOBaHbl MOJHO U 4eTko. C 3TOW LENpl0 HEOOXOAMMO IOJIb30BAThCS
MaTepuaiaMi Y4eOHUKOB, IICUXOJIOTMYECKUM U TEJAarorM4ecKUM CIIOBapsIMH,
NEearornyecko SHIMKIONEANeH, MoHorpaduyeckumu paboramu. B ciyudae
HEKOTOPBIX pa3IM4uii B TOJKOBAHWM TOrO WJIM MHOTO IIOHATHSA, HEOOXOAMMO
npuBecTH B paboOTe HX BapUaHTBl U M30paTh OJUH OKOHYATEIbHBIA BapUaHT,
KOTOPBIM CTaHET 0A30BBIM JIJIsl BCETO UCCIEAOBaHMS.

Takum 00pa3oM, TEOPETHUYECKUM 0030p, MOMEIIECHHBIH B MEPBYIO TIJaBy
JUIUIOMHOM paloThl, MOJDKEH COAEpX aTh OOCTOSTENbHBIA aHalIW3 MepeoBOro
MEJAaroru4eckoro  OMmbITa, OTpa)XkaTb yMEHHE HCCIENOBATENsl  KPUTUYECKH,
00O0OILIEHHO M JIOTMYECKH TMOCJIEOBAaTENIbHO H3JaraTb OCHOBHBIE IOJIOKEHUS U
acnekTbl u3ydaemoil TeMbl. Kpome Toro, HeoOXoauMo oOpaliatb BHUMaHUE Ha
UCIIOJIb3yEMbIE€ MCCIIEOBATEISIMU METO/Ibl M3YUEHUSI €r0 MHTEPECYIOIIEro BOMpoca,
OTMETUTh HaubOosiee UHPOPMATUBHBIE METOABI HCCIEJOBAHMS, a TaKXKe
O3HAKOMHUTHCSI C JIUTEPATYPOM, CIELHMAIBHO IIOCBAIIEHHON BOIPOCAM «TEXHUKH»
[eAaroru4eckoro UCCiieJ0OBaHusl.

CHCTeMHBINI TEOPETUYECKHI aHAJIN3 JOJDKEH MOKa3aTh dPYIMLHIO CTYIEHTA,
YMEHHE «BHJAETH» MPOOJIEMy C pa3HbIX MO3MIMHA, CIIOCOOHOCTH CaMOCTOSTEIbHOMN
KPUTHYECKON OLIEHKU JMUTEPATYPBI, K JOTMYECKOMY, JT0KA3ATEIbHOMY H3JI0KEHHIO.
HNrorom Teopernyeckoro 0030pa SIBIAIOTCS Pa3BEPHYTHIE BBIBOJABI MO HM3YyYEHHOMN
npobieme.

B 3kcnepMMeHTANBHBIX IVIaBaxX MOCJIEI0BATEIBLHO PACKPBIBAIOTCS CTYIEHU
OMBITHO-UCCIIEIOBATENbCKON pabOThl CTyJA€HTa C JETbMH, OIMUCBHIBAIOTCA W
NOJIBEpraloTCsl  aHalIM3y JaHHblE  KOHCTaTUpYIoIIero, (GopmMupymomero u
KOHTPOJILHOTO ATAMOB M€1arornyeckoro 3KCIepruMeHTa.

KoHcratupyromuii 3Tarn  negarortdeckoro  dKCIEpUMEHTa  yCTaHABIMBAET
peaJlbHOE COCTOSIHME Jied B mpouecce oOyueHuss W BocnuTaHus. Ha srtame
(opMUpYIOIIEro 3KCIepuMEHTa MPOBOAUTCS IEJCHANPaBiICHHAs €ro OpraHu3alus
1T OTIpeeNieHus] YCIOBHi (METOA0B, (hOpM U cofepk aHHsl 0Opa30BaHuUs) pa3BUTUSA
JUYHOCTU JIOIIKOJIbBHUKA WJIM AETCKOTO KOJUIEKTHMBA. DOPMHUPYIOIUI SKCIIEPUMEHT
TpeOyeT Halu4usi KOHTPOJIbHOW TIpynmbl JUIi CPAaBHEHMs KadecTBa IPOBEIECHHOMN
paboThl. 31ech mNpuBOAATCA Tpaduku, TaOIULBI, JUArpamMMbl, TMO3BOJISIOLINE
HaIrJISIAHO TMPEACTAaBUTh MOJy4YeHHbIE JaHHbIe. KOHTPOJIBHBIN 3TAll AKCIEPUMEHTA
MIOMOKET MPOBECTH CPE3 MOIYUYECHHBIX 3HAHUN U CPAaBHUTH MOJYUYECHHBIE PE3YIIbTATHI



C UTOTaMu OOy4YeHUS! B KOHTPOJBHOU TPYIIE WK Pe3yIbTaTaMUi KOHCTATUPYIOIIETO
AKCIEPUMEHTA. TPYAHOCTH HKCHEPUMEHTAJIBHOIO METOAA COCTOST B TOM, YTO
HE0OXO0/IUMO B COBEPILIEHCTBE BIAJETh TEXHUKON €ro MpoBeeHNUs, 311eCh TPEOyIOTCS
oco0asi AeNUKaTHOCTb, TaKT, HIECNIETWIHBHOCTh CO CTOPOHBI MCCIEAOBATENsA, YMEHHUE
YCTaHABJIMBATh KOHTAKT C UCIIBITYEMBIMHU.

[lo >xenmanuio aBTOpa pabOTHI, MCXOAS M3 I€JIeM W 3aJad HCCIeOBaHUS,
JaHHBIM MaTepual MOXXHO CKOMIIOHOBaTh pa3HbIMU crocobamu. Hampumep,
IIOMECTUTh OIIMCAHHME BCEX JTANOB JKCIEPUMEHTA W H3JIO0KECHUE IOJyYEHHBIX
pe3yJabTaTOB BO BTOPOM rJjaBe. Bo3MoxHa M Jipyras KOMOO3WIHAS JAHHOM 4YacTH
JTUIIIIOMHOM paboThl. Bo BTOpOW riaBe MpoU3BECTH OMUCAHWE KOHCTATUPYIOLIETO U
(opMuUpYIOIIEro 3TANOB IKCIEPUMEHTA, a Jajiee, CAeliaB BbIBOJIbI 10 BTOPOM TJIaBe,
MPUCTYIHUTH K OOCYXKJIEHUIO PE3yJbTaTOB KOHTPOJIBHOTO SKCIIEPUMEHTA B TpeTbeil
rjase.

B 3axmouenun QopMynupyrorca oOlIMe BBIBOABI MO Bced paboTe u
KOHKPETHBIE I1€1arOrM4eCKue PeKOMEHIAUU. Y MEHUE UCCIEN0BATENS KPUTUYECKU
OLICHUTH COOCTBEHHBIN OMBIT PAaOOTHI U CAENATh MPABWIbHBIC BBIBOJIBI ISl IPAKTUKU
— BaXHEWIIMI TMOKa3aTelb 3peNIoCTH  NPO(ECCHOHAIBHON  IMeNarorudyeckoin
IIOATOTOBKYU M HAYYHOI'O MBIIUICHUS CTYICHTA.

3akaH4MBasi KOMIIOHOBKY JUIIJIOMHOM paOOThl, aBTOP ONPENENSIET COAECpKAHUE
IOPUJTIOKEHUS, OTOMpAeT MPOTOKOJbHBIE 3amucH, (OoTOMaTepHuanbl, KOHCHEKTHI
3aHATUH, UTP U T.I., KOTOpble OyAyT MpEACTaBlIE€Hbl B pabOTe W HA KOTOpPbIE OH
CCBUIAETCS B MPOLECCE U3JIOKEHHUS.

Cnucok JuTepaTypbl COCTaBIISCT OJHY U3 BAXHBIX yacTel paboThl. Kax i
BKJIFOYEHHBIM JIMTEPATypHBIA MCTOYHHK JOJDKEH HMMETh OTPaXEHUE B TEKCTE
JUIUIOMHOM paboThl. Eciin aBTOp Jenaer CChUIKYy Ha Kakue-nuOo 3aMMCTBOBAaHHBIE
(GakThl WIM LUTUPYET pabOThl APYTUX aBTOPOB, TO OH JOJDKEH yKa3aTh, OTKyJa
B351Thl IPUBEICHHBIE MATEPUAJIBI.

IIpunoxkenus Tpu3BaHbl OOJETYUTH BOCHPUSTHE COACpPKaHUA PAOOTHI U
MOTYT BKJIIOUYATh: JOIOJHUTENIbHBIE MATEPHUAJIbl, WUIKOCTPALMUA BCIIOMOTaTEIBHOIO
XapakTepa, aHKETbl, METOAMKHU, JOKYMEHTBI, MaTEpUAJIbI, COAECPKALIME MTEPBUUYHYIO
uHGOPMAITUIO JUTS aHAIINW3a, Ta0IUIIbl CTATUCTUYECKUX JAHHBIX U JIP.

5.2.3. Pabora MoxeT OBbITh JOTUYECKUM MPOJODKEHUEM KypCOBOW pabOTHI,
UJCH W BBIBOABI KOTOPOW peaqu3yloTcss Ha 0ojiee BBICOKOM TEOPETHUYECKOM H
pakTHIecKoM ypoBHe. KypcoBas paboTa MokeT OBITh HCITOJIb30BaHA B KAadyeCTBE
COCTaBHOM yacTu (pazjena, IJiaBbl) TUILIOMHON pabOTHI.

5.2.4. 3amuTa JUIIOMHON paboTHI.

3ammra JUIUTIOMHOW paOOTBI TPOBOJUTCS HA OTKPBITOM  3acEIaHUU
I'ocynapcTBeHHOW SK3aMEHAIIMOHHOW KOMHMCCHH C YYaCTHEM HE MEHEee JABYX TPETeH
ee coctaBa. Ha 3amuTty AumiaoMHOM paOoThl oTBoauTcs He Oosiee 30 MUHYT Ha
onHOTO cTyneHTa. [Ipoiemypa 3amuThl BKIIIOYACT:

— nokjan crynenta (ue 6oxee 10-12 MunyT);

— YTEHHE OT3hIBAa PYKOBOIUTEJIS;

— 3aCIyIIMBaHUE PEIICH3UH;

— BOTIIPOCHI YJICHOB KOMUCCHH;

— OTBETHI CTYJICHTA.



6. KPUTEPUU OLHEHKU

6.1. Ilpu ompezneneHUH HUTOTOBOW OLEHKHU MO 3allUTE AMIUIOMHON padOThI
YUUTBIBAIOTCS:  JOKJAJ  BBIIYCKHHMKA; OT3bIB  PYKOBOJHWTEIA;  3aKJIKOYEHUE
PELIEH3€EHTa; OTBETHI HA BOMPOCHI.

6.2. OneHka TUIJIOMHOM pabOThl MPOBOAMUTCS MO YEThIpeX OaqbHOUM CHUCTEME:
«OTIIMYHOY, «XOPOULIO»; «yAOBIETBOPUTEIBHOY, «HEYAOBIETBOPUTEIBHOY.

6.3. JInuam, He MPOXOAMBILNM TOCYAAPCTBEHHOW UTOTOBOM aTTECTALUH 10
YBaKUTEIBHON NMPUUYMHE, IPEAOCTABIIAETCS BO3MOKHOCTh IPOMUTH FOCYJaPCTBEHHYIO
UTOTOBYIO aTTECTAlMIO0 0€3 OTYUCICHHS U3 KOJUIEKA.

JononnutensHble  3aceganuss ['DOK  opraHusyercss B yCTaHOBJIEHHBIE
KOJUIEJIPKEM CPOKHU, HO HE MO3/HEE 4-X MECSLEB MOCIE N01aYy 3asiBJICHUS JIMLIOM, HE
MIPOXOJAMBIIEM I'OCYIAPCTBEHHON UTOTOBOM aTTECTALMHU 10 YBAXKUTEIbHON PUYNHE.

6.4. O0yuaromyecs, He NPOUIEANINE rOCYJapCTBEHHON UTOrOBOM aTTeCTaluu
W MOJIyYHBIIHE Ha rocyapCTBEHHOU UTOTOBOM aTTeCTalH
HEYJIOBJIETBOPUTEIIBHBIE PE3YNbTATHI, IPOXOAAT T'OCYAAPCTBEHHYI) HTOTOBYIO
aTTECTALMIO HE paHee 4eM 4depe3 6 MECSLEB MOCIE MTPOXO0XKICHUS rOCyJapCTBEHHOM
UTOTOBOM aTTECTALIMH BIIEPBBIE.

JInst  TpOXOKIAEHUsT TOCYJAapCTBEHHOM WTONOBOM AaTTECTalMd JIMLO, HE
OpOLIEANIee TOCYJIapCTBEHHYI0 HTOIOBYKO AaTTECTAl[MI0 110 HEYyBaXUTEIbHOU
OpPUYMHE WIM I[OJy4YMBIIEE HAa TOCYJAapCTBEHHOM HWTOTOBOM  aTTECTALMU
HEY/IOBJIETBOPUTEIIBHYIO  OLIEHKY, BOCCTAHABJIMBACTCS Ha TMEpUOJ BPEMEHH,
YCTAHOBJICHHBIA KOJUIEKEM, HO HE MEHEE MPEJyCMOTPEHHOTO KaJleHJapHbIM
y4eOHbIM TpaUKOM ISl MPOXOXKJIECHUS TOCYAApCTBEHHOW HMTOTOBOM aTTeCcTaluu
JAaHHOM 00pa30BaTeIbHON MPOTPAMMbI CpEIHETO MPOo(ecCHoHaTLHOTO 00pa30BaHMUs.

IIpouenypa npoBeeHUus1 AeMOHCTPAIIMOHHOI0 IK3aMeHAa

B oOpa3oBaTenbHOl opraHu3aluy JI€MOHCTPAIIMOHHBIN K3aMEH MPOBOIUTCS
C LENbI0 OLICHKH YpPOBHS OBJIaJeHUs OOydarolMMHCA NPOPECCHOHATBHBIMU U
OOLIMMH KOMITETEHIIUSIMU B paMKaX OCBOEHUSI 00pa30BaTeIbHON MTPOrPaMMBI.

JIEMOHCTpAallMOHHBII  3K3aME€H  IPOBOJAUTCA B  ILEHTPE  IPOBEICHHUS
JEMOHCTPALIMOHHOTO 3K3aMeHa (zJanee - IEHTp TMPOBEACHUS HK3aMEHa),
NOpeACTaBIAONIeM Cco00M IUIOAAKY, OOOpYJAOBaHHYI0 UM OCHAIICHHYIO B
COOTBETCTBUM C KOMIUIEKTOM OLEHOUYHOM JOKYMEHTALIUH.

Llentp mpoBeneHuss dK3ameHa pacrnonaraercss Ha Tteppuropun AHIIOO
«MAHO». BbpINyCKHUKM MPOXOIAT JAEMOHCTPAIMOHHBIM 3K3aME€H B LIEHTPE
IIPOBE/ICHMS K3aMEHA B COCTABE 3K3aMEHALIMOHHBIX TPYIIIL.

BBIITyCKHUKN TTPOXOJAST NEMOHCTPALMOHHBINA 3K3aMEH B LIEHTPE MPOBEICHUS
HK3aMEHa B COCTaBE SK3aMEHAIMOHHBIX rpymi. OOpa3oBaTeNbHON OopraHHu3alnei
co3JaeTcsi IUTaH MPOBEACHUS JEMOHCTPALIMOHHOTO »HK3aMEeHa, B KOTOPOM
yKa3bIBaeTCsl:

- MECTO PACMOJIOKEHUS LIEHTPA MPOBEICHUS YK3aMEHA,

- laTa ¥ BpeMs HayaJia MPOBEACHUS IEMOHCTPALIMOHHOTO 3K3aMEHa,

- pacnucaHue ca4yM 3K3aMEHOB B COCTaBE AK3aMEHALMOHHBIX TPy,

- IUIaHUpyeMas NpPOJOJDKUTEIBHOCTh IPOBEACHHUS JEMOHCTPALMOHHOTO
9K3aMEHa,

- TEXHUYECKHUE MEPEPHIBBI B TPOBEACHNH JEMOHCTPALIMOHHOTO SK3aMEHa.



[Inan mnpoBeneHUs [AEMOHCTPALMOHHOIO 5JK3ameHa yTeepxkaaercs [OK
COBMECTHO C 0Opa3oBaTeNbHON OpraHu3alMel He MOo37Hee 4YeM 3a JBaJlaTh
KAJICHIAPHBIX JHEH JO0 JaThl MPOBEACHUS JEMOHCTPALMOHHOIO H3K3aMEHa.
OOpazoBaTenbHas ~ OpraHu3alus  3HAKOMUT € IUIAHOM  TNPOBEJCHUS
JEMOHCTPALlMOHHOI'O0 HK3aMEHa BBIIMYCKHUKOB, CHAIOMIUX JIEMOHCTPALMOHHBIN
9K3aMEH U JIML, 00eCIeUYnBaIOIMX POBEACHUE JEMOHCTPAIMOHHOTO IK3aMEHa B
CPOK HE MO3/IHEeE YeM 3a MSITh pabouux JHEH A0 JaThl IpoBEACHUA dk3ameHa. He
MO37HEE YeM 3a OJUH pabouuil IEeHb 0 JaThl MPOBEACHUS JAEMOHCTPALMOHHOTO
JK3aM€Ha T[JaBHBIM JKCIEPTOM MPOBOJAUTCS TIPOBEPKAa TOTOBHOCTH LIEHTPA
IPOBEJECHUS 3K3aMEHA B PUCYTCTBUU WICHOB 3KCIIEPTHOM I'PYIIIbI, BHIITYCKHUKOB,
a TakXke TEXHHYECKOr0 HKCIEepTa, OTBETCTBEHHOIO 3a  COONIOICHHE
YCTAaHOBJIEHHBIX HOPM U IMpaBWJI OXpaHbl Tpyda M TEXHUKU OE30MaCHOCTH.
BBINTyCKHUKM 3HAKOMSTCS CO CBOMMH pabO4YMMHM MECTaMH, MOJl PYKOBOJCTBOM
[JIABHOTO DJKCIIEpTa TaKKE IIOBTOPHO 3HAKOMATCS C IUIAHOM ITPOBEIACHUS
JEMOHCTPAlMOHHOTO 3K3aMEHa, YCIOBUSAMHU OKAa3aHUs MEPBUYHON MEAUIIMHCKOU
IIOMOIIIM B LIEHTPE IPOBEIECHMUS dSK3amMeHa. PaKkT O3HAKOMIICHUsS OTpa)kaercs
IJIABHBIM 3KCIIEPTOM B IIPOTOKOJIE PACIIPEAETICHUS padOUMX MECT.

TexHu4ecku 3KCnepT oA IOANUCH 3HAKOMUT IJIAaBHOIO JKCIIEPTAa, YJICHOB
AKCIIEPTHOM TIpyHmbl, BBIIYCKHUKOB C TpeOOBaHMUSIMHM OXpaHbl TpyJda H
0e30MacHOCTH MPOU3BOACTBA.

JIomyCK BBITYCKHUKOB B IIEHTP IPOBEICHUS JK3aMEHA OCYIIECTBISACTCA

TJIaBHBIM DKCTIEPTOM Ha OCHOBAHWU JIOKYMEHTOB, yIOCTOBEPSIOUINX JTMUHOCTD.
B nenp npoBeseHus JEMOHCTPAIMOHHOTO SK3aMEHa B LIEHTPE MPOBEICHUS dK3aMeHa
OPUCYTCTBYIOT:
a) pyKOBOAUTEID (YIIOTHOMOYEHHBIN MPeICTAaBUTENh) OpraHu3aliuuy, Ha 6asze
KOTOPOW OpraHU30BaH LIEHTP MIPOBEICHUS IK3AMEHA;
0) He MeHee oaHoro wieHa ['OK, He cunTas 4ieHOB SKCIEPTHOM TPYyMIIbL;
B) YICHBI DKCIIEPTHOM TPYIIIIHI,
I') [JIaBHBIN 3KCIEPT;
1) IPEJCTAaBUTEIN OPraHU3alui-IapTHEPOB (IO COMIACOBAHUIO C 00pa30BaTEIbHOM
OpraHu3aluen);
€) BBIILYCKHUKU;
) TEXHUYECKUM IKCIIEPT;
3) MpEeACTaBUTENb 00pa30BaTENbHON OpraHU3alllK, OTBETCTBEHHbIN 32
COTIPOBOYKACHHE BHITYCKHUKOB K IICHTPY MPOBEICHUS IK3aMeHa (Tpr
HEOOXOAUMOCTH);
1) ThIOTOP (ACCUCTEHT), OKa3bIBAIOUIUN HEOOXOIMMYIO IMOMOIIb BHIITYCKHUKY U3
YHCIIa JIUL C OTPAHUYCHHBIMU BO3MOKHOCTSMH 3/10POBbS, J€TeH-NHBAIHIOB,
WHBAJIUJOB (J1aJiee - ThIOTOp (ACCUCTEHT);
K) OpraHu3aTOphl, HA3HAYEHHbIE 00pa30BaTEIbHON OPraHU3alMel U3 YUCIa
neJaroruueckux pabOTHUKOB, OKA3bIBAIOIIME COICUCTBUE TTITABHOMY 3KCIIEPTY B



o0ecrnieueHnr COOII0ICHNS BCeX TPEOOBAHUMN K MTPOBEAECHUIO JEMOHCTPALMOHHOTO
HK3aMEHa.

B ciyuae oTcyTCTBUSA B ICHH MMPOBEACHHUS JEMOHCTPAIIMOHHOTO PK3aMEHA B IIEHTPE
NIPOBECHMS dK3aMeHa JIUII, YKa3aHHBIX B HACTOSIIEM MTyHKTE, PEIICHUE O
MIPOBEICHUH IEMOHCTPAIIMOHHOTO YK3aMeHa TPUHUMAETCS TJIABHBIM KCIIEPTOM, O
9YeM TJIABHBIM DKCIIEPTOM BHOCHUTCSI COOTBETCTBYIOIIAS 3aMMMCh B TIPOTOKOJT
MIPOBEJICHUS IEMOHCTPAIMOHHOTO dK3aMEHa.

JloTyCK BBIMTYCKHUKOB B IIEHTP MPOBEACHUS dK3aMEHa OCYIIECTBISICTCS TJIABHBIM
AKCIIEPTOM Ha OCHOBAHHH JJOKYMEHTOB, YAOCTOBEPSIOIINX JTUIHOCTb.

B nenp mpoBeeHNs JEMOHCTPAIIMOHHOTO SK3aMEeHa B IIEHTPE MPOBEACHUS YK3aMECHA
MOTYT HMPUCYTCTBOBATH:

a) IOJDKHOCTHBIE JIMIA OpraHa UCIIOJIHUTEIBLHOM BiacTu cyobekTa Poccuiickoi
®denepanuu, OCyIIECTBISIONIETO ypaBieHue B chepe oOpazoBaHus (110 PEIICHUIO
YKa3aHHOT'O OpraHa);

0) npencraBuTeIN oneparopa (1o coriacoBaHUIO ¢ 00pa3oBaTeIbHON

opranm3ariiueii); (B pea. [Ipukaza Munmnpocsemienus PO ot 05.05.2022 N 311)

B) MEIUIIMHCKHUE PAOOTHHUKH (110 PEIICHUIO OPTaHU3AIuH, HA TEPPUTOPUU KOTOPOI
pacroJiaraeTcsi IIEHTP MPOBEJACHUS JEMOHCTPAIIMOHHOTO YK3aMEHA);
T')[IPEJICTABUTETN OpraHU3aluKi-TIapTHEPOB (10 PEIICHUIO TAKUX OpTraHU3AIMM 110
COTJIACOBAHUIO ¢ 00Pa30BATEIILHOM OpraHu3aiuei).

Y4acTHUKY JEMOHCTPALIMOHHOTO dK3aMeHa 00s13aHbI:

- coOmomarh TpeOOBaHUS TIO OXpaHE TpyJa W MPOU3BOJACTBEHHOU
0€30MacHOCTH, BBITIOJIHATH YKa3aHUS TEXHUYECKOTO HKCIEepTa MO COOIOJACHHUIO
yKa3aHHBIX TPeOOBaAHUI;

- TI0JIH30BATHCSA CPEACTBAMU CBS3U MCKIIOYUTEIHHO O BOMPOCAM CIIYKEOHOU
HEOOXOJIUMOCTH, B TOM YHUCJIE B paMKaX OKa3aHUs HEOOXOJMMOTrO COJICUCTBUSA
TJIaBHOMY JKCIEPTY;

- HE MEIIaTh U HE B3aMMOJICHCTBOBATh C BBIMTYCKHUKAMHU MPU BBINOJHEHUU
MU 33JIaHHM, HE TIepelaBaTh UM CPEJICTBA CBSI3U U XpaHEHUsI MHPOpMaIIH, UHbIC
MPEIMETHI U MaTEPUAIIBL.

Unens I'DOK, HEe Bxojsmme B COCTaB AKCHEPTHOW TPYMIbI, HAOIIOMAIOT 3a
XOJIOM TPOBEACHUS IEMOHCTPAIIMOHHOTO 3K3aMeHa U BIPABE COOOIIATh TIIaBHOMY
AKCIEPTY O BBISBJICHHBIX (pakTax HapymeHus [lopsaka.

YUneHbl DKCIEPTHOM TPYMIBI OCYUIECTBISAIOT OLUEHKY BBINOJHEHUS 3aJaHUN
JEMOHCTPALMOHHOTO AK3aMEHA CAMOCTOSTEIBHO.

['maBHBIN 3KCIIEpPT BIpaBe JaBaTh YKAa3aHWs MO OPraHU3alld U MPOBEIACHUIO
JEMOHCTPAIIMOHHOTO JK3aMEHa, 00s3aTenbHble IS  BBHITIOJHEHUS JIMIAMH,
MPUBJICYEHHBIMU K MPOBEACHHUIO JEMOHCTPALMOHHOTO 3K3aMEHA, U BBIITYCKHHUKAM,
YAQISATHh U3 IIEHTPa MPOBEICHMSI DK3aMEeHa JIUII, TOMYCTUBIINX rpy0oe HapyIIeHne
TpeOOBaHUH.


https://normativ.kontur.ru/document?moduleId=1&documentId=423500#l15

['aBHBIA H3KCHEPT MOXKET JeNiaTh 3aMETKM O XOJ€ JIEMOHCTPAIIMOHHOTO
HK3aMeHa.

['maBHBINA SKCHEPT HAXOJUTCSA B LIEHTPE MPOBEACHUS dK3aMeHa 10 OKOHYAHUS
JEMOHCTPALIMOHHOTO HK3aMEHa, OCYILIECTBISIET KOHTPOJb 3a COOJI0JIEHUEM
JULAMH, TPUBJICYECHHBIMU K TMPOBEJICHUIO JIEMOHCTPAIIMOHHOTO HK3aMEHa,
BBIITYCKHUKaMHU.

[Ipy npuBneYeHMHM MEIUIMHCKOTO pPaOOTHHMKA OpraHu3anus o0si3aHa
OpraHM30BaTh TOMEIICHHE, O00OpYyIOBAaHHOE MJisi OKa3aHWsS MEPBOM IMOMOIIU U
NEPBUYHONU METUKO-CAHUTAPHOU MOMOIIIH.

TeXHUYECKHI PKCIIEPT BIIPABE:

- HaOJII0J]aTh 32 XOJIOM MPOBEJICHUS IEMOHCTPAIIMOHHOTO SK3aMEHA;

- J1aBaTh Pa3bSCHEHUS W YKa3aHUs JMLAM, MPUBJICYCHHBIM K IPOBEJICHHIO
JEMOHCTPAlMOHHOTO 3K3aMEHa, BBIIMYCKHUKAM IO BOIpPOCAaM COOJIOJIEHUS
TpeOOBaHU OXpaHbl TPYAa U MPOU3BOACTBEHHOU 0€30MaCcHOCTH;

- COOOIIATh TJIABHOMY 3KCIIEPTY O BBISIBJICHHBIX CIydasX HapyLICHUN JTUIIaMH,
MPUBJICYEHHBIMUA K MPOBEICHUIO JEMOHCTPALMOHHOIO 3K3aMEHA, BBIYCKHUKaAMU
TpeOOBaHMII OXpaHbl TpyAa M TPeOOBaHMI MPOU3BOJICTBEHHOW O€30MMaCHOCTH, a
TaK’)K€ HEBBINOJHEHHUS TAKUMHM JMUAMH YKa3aHUW TEXHUYECKOrO0 JKCIEpTa,
HaIpaBJICHHBIX Ha oOecreyeHue coOmoAeHusT TpeOOBaHUI OXpaHbl Tpyaa H
MPOU3BOJICTBEHHON O€30MTaCHOCTH;

- OCTaHaBIIMBATh B CIy4asX, TPEOYIOIMX HEMEIJICHHOIO PEIICHMS, B LEJSIX
OXpaHbl KMU3HM W  3JI0POBbS  JIUI, TMPUBJICYEHHBIX K  IPOBEIACHUIO
JEMOHCTPALIUOHHOTO 3K3aMEHA, BBITYCKHUKOB JEWCTBUSI BBIIYCKHUKOB IO
BBIIIOJTHEHUIO  3aJlaHui, JEWCTBUSA JPYTrUX JUI, HaXOASIIMXCS B LEHTpE
POBEAECHUS 3K3aMEHA C YBEOMJIEHUEM IJIaBHOTO SKCIIEPTA.

[IpeacraButens  oOpa3oBaTENbHOM  OpraHW3allud  pacIoyiaraeTcs B
M30JMPOBAHHOM OT LIEHTPa MPOBEACHUS K3aMEHA TOMELIEHUU.

OOpazoBaTenbHas opraHuzalus o0s3aHa HE MO3JHEE YeM 3a OAWH padouuid
JI€Hb JI0 JIHS TMPOBEACHHS JIEMOHCTPAIMOHHOIO 3K3aMEHA YBEJOMUTH TJIABHOIO
JKcrepTa 00 y4acTHMM B TPOBEICHHUU JAEMOHCTPALMOHHOTO 3K3aMEHa ThIOTOpA
(accucreHra).

BrinmyckHuKu BIipase:

- TIOJNIB30BaThCA  OOOpYTOBaHMEM  IIEHTpA  MPOBEACHHS  DK3aMEHA,
HEOOXOJUMBIMU  MaTepuajaMu, CpeICTBaMU OOyYEeHUST U BOCIUTAHUS B
COOTBETCTBUHM C TPEOOBAHUSAMM KOMILICKTa OIICHOYHOM JOKYMEHTAIlWU, 3aJaHus
JEMOHCTPALIMOHHOTO YK3aMEHa;

- TI0JIy4aTh Pa3bsiCHEHUsI TEXHHUUECKOTO JKCIepTa 1Mo Bompocam 0e30MacHON U
Oecniepe0oitHOM dKCTUTyaTaIuu 000PYI0BAHUS IIEHTPA MPOBEACHUS IK3aMEHa;

- TOJIyYUTh KOMHUIO 3aJaHMsl JIEMOHCTPAI[MOHHOTO 3K3aMeHa Ha OyMa)KHOM
HOCHTEJIE;

BolnyckHUKN 00sI3aHbI:



- BO BpeMs IPOBEJECHUS IEMOHCTPALMOHHOIO YK3aMEHA HE MOJIb30BATHCS U HE
UMETH P cede Cpe/ICTBA CBSI3U, HOCUTENN UH(POPMALIUU, CPEACTBA €€ TIEpeiauu 1
XpaHEHUs, €CIIM O3TO MpPsSMO HE MPEAYCMOTPEHO KOMIUIEKTOM OLEHOYHOM
JOKYMEHTAIH;

- BO BpeMsl IPOBEACHUS IEMOHCTPAILMOHHOIO YK3aMEHA HCIIOJIb30BATh TOJBKO
cCpeacTBa OOy4YeHHS] U BOCIHTAHUSA, Pa3pEIICHHbIE KOMILJIEKTOM OIICHOYHOU
JOKYMEHTALUU;

- BO  BpeMsA  INpPOBEIEHHA  JEMOHCTPAlMOHHOIO  JK3aME€Ha  He
B3aMMOJICHCTBOBaTh C JPYTMMHU BBITYCKHUKAaMU, JKCIEPTAMU, WHBIMH JIMIAMU,
HaxXOISIIMMUCA B LIEHTPE IMPOBEICHHS 3K3aMEHA, €CJIU 3TO HE MPELyCMOTPEHO
KOMIUJIEKTOM OLIEHOYHOM JIOKYMEHTAalMM M 3aJaHHEM JEMOHCTPALMOHHOTIO
JK3aMeHa.

BBINTyCKHUKM MOTYT MUMETh IpH ceO€ JIEKapCTBEHHBIE CPEICTBA M INUTAHUE,
MPUEM KOTOPBIX OCYLIECTBISIETCS B CHEIHUAIBHO OTBEJECHHOM JUISI 3TOrO
MOMEIIEHUH COIVIACHO IUIAaHY NPOBENCHHS JIEMOHCTPAILMOHHOTO HK3aMEHa 3a
peesaMy HEHTpa MPOBEACHUS YK3aMEHa.

JIOITyCK BBIITYCKHUKOB K BBIIIOJTHEHUIO 3a/IaHUI OCYIECTBIISIETCS IPU YCIOBUU
00s3aTEIPHOTO UX O3HAKOMJIEHUSI C TpeOOBaHMAMM OXpaHbl Tpyda U
POU3BOACTBEHHON 0€30M1aCHOCTH.

B cooTBeTcTBMM C MJIaHOM NPOBEICHUS JEMOHCTPALIMOHHOTO 3K3aMeHa
[JIaBHBIA JKCHEPT 3HAKOMUT BBIITYCKHUKOB C 3aJaHUSMH, MEpedacT UM KOIUU
3a/laHUi IEMOHCTPALIMOHHOTO YK3aMeHa.

Ilocne o03HaKOMJIEHHMS C 3aJaHUSAMH  JEMOHCTPALMOHHOIO  3K3aMeHa
BBIIIYCKHUKH 3aHUMalOT CBOM pabouuMe MecTa B COOTBETCTBUU C MPOTOKOJIOM
pacnpenenenuss pabounx wmect. [locie Toro, kak Bce BBITYCKHMKH W JIUIIA,
IPUBJICYECHHBIE K IIPOBENCHHUIO JIEMOHCTPALMOHHOIO 3K3aMEHAa, 3aliMyT CBOM
paboune MecTta B COOTBETCTBUM C TpeOOBaHUSIMU OXpaHbl Tpylda H
POU3BOJCTBEHHOM O€30MaCHOCTH, TJIABHBIA HKCIEPT OOBSABISET O Havale
JEMOHCTPALIMOHHOTO PK3aMeHa.

Bpemsi Hauana nE€MOHCTPAIIMOHHOTO 3K3aMeHa (UKCUPYETCSs B MPOTOKOJE
IIPOBEICHMS JEMOHCTPALIMOHHOTO 3K3aMEHA, COCTABJISIEMOM IJIABHBIM 3KCIIEPTOM
M0 KaXJ0W dK3aMeHAIMoHHOU rpytme. [locie oObABICHUS TIaBHBIM 3KCIIEPTOM
Hayaja JEMOHCTPALIMOHHOTO 3K3aMEHa BBITYCKHUKH MPUCTYIAIOT K BBIIOJHEHUIO
3alaHui IEMOHCTPALIMOHHOTO YK3aMeHa.

JIEeMOHCTpAallMOHHBIM ~ 3K3aME€H  MNPOBOAMUTCS  NPU  HEYKOCHUTEIbHOM
COOJIIOJICHUM  BBIYCKHUKAaMH, JIMIAMH, TPUBICYCHHBIMU K TPOBEACHUIO
JEMOHCTPALIMOHHOTO PK3aMeHa, TPeOOBaHUM OXpaHbl TPyJa U MPOU3BOJICTBEHHOU
0€30MacHOCTH, a TAKXKE C COOTIOICHUEM MPUHIIUIOB O0BEKTUBHOCTH, OTKPBITOCTH
Y PaBEHCTBA BBIITYCKHHUKOB.

LlenTpbl mMpoBeneHUsT 3K3aMEHa MOTyT ObITh OOOpPYIOBaHBI CpPEICTBAMHU
BUJICOHAOIIO/ICHNSI,  TO3BOJISIIOUIMMU  OCYIIECTBIISITH ~ BHJIEO3aNKUCh  XOJa
IPOBEAECHUS JEMOHCTPAMOHHOTO 3K3aMmeHa. Buaeomarepuansl O IPOBEACHUU



JEMOHCTPALIMOHHOTO 3K3aMEHa B CIy4Yae OCYLIECTBJICHHUS BUACO3ANUCH MOJJIEXKAT
XpaHEHUIO0 B 00pa30BaTEbHOM OpraHU3allud HE MEHEEe OJHOr0 roja ¢ MOMEHTa
3aBEPIICHUS JEMOHCTPALMOHHOTO YK3aMEHa.

SIBKka BBIMYCKHHMKA, €ro pabodee MECTO, BpPEMs 3aBEPILEHUS BBINOJIHEHUS
3aJlaHus IEMOHCTPAIMOHHOTO IK3aMEeHa Mo IJIeKaT (PUKCALMU TTIaBHBIM SKCIIEPTOM
B [IPOTOKOJIE MPOBEIECHUS JEMOHCTPALIMOHHOTO IK3aMEHa.

B cinydae ypaneHuss U3 UEHTpa MPOBEACHUS DK3aMEHa BBIMYCKHUKA, JHIIA,
MPUBJICYCHHOIO K  MPOBEACHUIO  JIEMOHCTPAIMOHHOIO  3K3aMEHa, WU
IPUCYTCTBYIOIIETO B ILEHTPE MPOBEACHUS SK3aMEHA, IVIABHBIM 3KCIEPTOM
COCTaBJISIETCS aKT 00 yJaJICHUU.

Pesynmpratel IT'MA. BBIMYCKHUKA, YJIAJE€HHOTO W3 ILEHTPAa IIPOBEICHHUS
sKk3aMeHa, aHHynupyrorca ['DK, m Ttakoi BeimyckHuK mnpusHaercs ['OK He
npomenmum ' MA 1o HeyBaXUTEIBHON TPUYMHE.

['maBHBIN AKCHEPT COOOIIAET BBITYCKHUKAM O TEUEHHH BPEMEHHU BBITTOJIHEHUS
3aaHusl JEMOHCTPAMOHHOIO 3K3aMeHa Kaxaple 60 MuHyT, a Takxke 3a 30 u 5
MUHYT J10 OKOHYaHWs BPEMEHH BBIITOJIHEHUS 3aJaHUS.

[Tocnie OOBsIBIEHUS TJIaBHBIM JKCIEPTOM OKOHUYAHUS BPEMEHHU BBIIIOJIHEHUS
3aJJaHull BBITYCKHUKU MPEKpalIatoT J00ble ACUCTBUS MO BHINOJHEHUIO 3aJdaHUN
JEMOHCTPAaLlHOHHOTO 3K3aMEHa.

TexHruecKuil FKCepT 00eCeurnBaeT KOHTPOJIb 32 0€30I1aCHBIM 3aBEPILICHUEM
paboT BBIMYCKHHUKAMU B COOTBETCTBUM C TpPEeOOBAHUSIMH IPOU3BOJCTBEHHOU
0€30MacHOCTH U TPEOOBAHUSIMU OXPaHbI TPYA.

BbinyckHUK 1O COOCTBEHHOMY JKEJIAHHUIO MOXKET 3aBEPIUUTh BBINOJIHEHUE
3aJlaHus TIOCPOYHO, YBEIOMHUB 00 3TOM IJIaBHOTO 3KCIIEPTa.

Pe3ynbraTbl BBINOJHEHHS BBITYCKHUKAMH 33JaHUNl  JEMOHCTPALMOHHOTO
HK3aMEHa MOAJIEeXKAT (PUKCALMU IKCIEPTAMU IKCIIEPTHOM TPYIIBI B COOTBETCTBUU
C TpeOOBaHHUAMHM  KOMIUIEKTA  OII€EHOYHOM  JOKYMEHTAllMM W  3aJaHus
JEMOHCTPALIMOHHOTO PK3aMeHa.

I[Io pemenuro IDOK  pe3ymprarel  JEMOHCTPAUMOHHOIO  JK3aMEHA,
IPOBEJICHHOTO MIPH YYACTUH OMEpaTopa, B paMKaxX MPOMEKYTOUHOM aTTeCTalllK 110
UTOTaM OCBOEHUS MPO(EeCcCHOHATEHOTO MOYJIS MO 3asBJICHUIO BBIITYCKHUKA MOTYT
ObITh yuYTEHBl TMpPH BBICTABIEHUU oOLeHkH 1o wurtoram [MA B dopme
JEMOHCTPAaLlMOHHOTO 3K3aMeEHa.

Cnada rocy1apcTBEHHOTO SK3aMEHa M 3allliTa JUIJIOMHBIX MPOEKTOB (padoT) (3a

UCKJIFOUEHHUEM rOCYJapCTBEHHOT0 3K3aMeHa U JUIIJIOMHBIX MPOEKTOB (padoT),

3aTparuBaroIIUX BOMPOCHI TOCYIAPCTBEHHOM TailHbI) IPOBOSATCS HA OTKPBITHIX

3acenanusx ['OK ¢ yuactuem He MeHee JIByX TpeTel ee cocTaBa.

7. IOPSIJIOK MPOBEJEHMSI TOCYJAPCTBEHHOI MTOIOBOIA
ATTECTALIUM JJS BBIIYCKHUKOB W3 4YHCJA JHI C
OTPAHMYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbLSI

I[J'IH BBIHYCKHI/IKOB U3 4Yuciia JuIl C OFpaHI/I‘-IeHHBIMI/I BO3MOXHOCTAMHA
SHOpOBBﬂ FOCYI[apCTBeHHaH HUTOroBas arrecranuid HpOBOI[I/ITCﬂ OGp&BOB&TCHBHOﬁ



OpraHu3alMe ¢  Y4eTOM  OCOOEHHOCTEH  MCUXO(PU3MYECKOTO  Pa3BHUTHI,
WHJVMBUAYJIbHBIX BO3MOKHOCTEH M COCTOSIHUSI 37I0pOBbSl TAaKHWX BBITYCKHHUKOB
(manee - MHIUBUAYAJIBHBIE OCOOCHHOCTH ).

[Ipyn mpoBeneHHH TOCYJApCTBEHHOM HMTOTOBOM aTTeCTalluu OOeCrednBaeTCs
coOJIFoICHUE CIAEAYIONTUX OOIIUX TPeOOBaHUM:

* TMPOBEJACHHE TOCYJAPCTBEHHOM MTOTOBOM AaTTeCTalluu ISl JIMI C
OTPAaHUYCHHBIMH BO3MOXHOCTSIMH 3JI0POBbSI B OJHON ayJIUTOPUU COBMECTHO C
BBIITYCKHUKAMU, HE UMEIOIIUMHU OTPAHUYCHHBIX BO3MOXKHOCTEH 3/I0POBBS, €CIIU 3TO
HE CO3/a€T TPYIHOCTEW [Jis BBIMYCKHUKOB MPHU MPOXOXKIECHUU TOCYAapCTBEHHOU
HWTOrOBOM aTTeCTallUu;

* NPUCYTCTBUE B AayJUTOPUU ACCUCTEHTA, OKA3bIBAIOUIETO BBIMTYCKHUKAM
HEOOXOAMMYIO TEXHHYECKYIO TTOMOIIb ¢ YIETOM MX WHIWBHIYAITBHBIX OCOOCHHOCTEH
(3aHATH paboyee MECTO, ePEABUTATHCS, IPOUYUTATh U O(POPMUTH 3aJaHKE, OOIIATHCS
C WICHaMU TOCyJIJapCTBEHHOM 3K3aMEHAIIMOHHOW KOMUCCHUN);

* MOJIb30BaHHE HEOOXOJAMMBIMHU BBIITYCKHUKAM TEXHUYECKHUMHU CPEIACTBAMHU
Ipyd  MPOXOXKICHUM TOCYJAapCTBEHHONW HWTOrOBOM aTTecTallid C YYETOM HX
WHIMBHUIYaJIbHBIX OCOOCHHOCTEH;

* oOecreuyeHre BO3MOKHOCTH OECHpENnsATCTBEHHOTO JOCTYIA BHIITYCKHHUKOB B
ayJMTOPUHU, TyaJeTHBIC U APYTue MOMEIICHUS, a TAK)Ke UX MPEeObIBAaHUS B yKa3aHHBIX
MOMeNIeHUIX (HaJIM4he MaHIyCOB, MOPYYHEH, pacHIMpPEHHBIX ABEPHBIX ITPOEMOB,
nudTOB, MpPU OTCYTCTBUU JUPTOB ayAUTOpPHUS JTOJDKHA pacrojaraThCsi Ha MEPBOM
ATa)ke, HaJTMYUe CIEeHUAIBHBIX KPECel U IPYTUX MPUCITIOCOOICHHUIN).

JIOTIOTHUTENBHO TPHU MPOBEACHUHU TOCYAAPCTBEHHOM WTOTOBOM AaTTECTAIMU
obecrieunBaeTcsi COONIOJIEHUE CIEAYIONIMX TpeOOBaHUW B 3aBUCHUMOCTH  OT
KaTEropuid BHIMMYCKHUKOB C OTPAaHUYEHHBIMUA BO3MOXHOCTSIMU 37]0POBBSI:

a) IS CJENbIX: 3aJaHus JJIs BBIMIOJIHEHUS, a TaKXK€ MHCTPYKIUS O MOPSIKE
rocyJapCTBEHHOW HWTOTOBOM aTTecTalu O(QOPMIISIIOTCA  PelibeHO-TOYEHUHBIM
mpudTom bpaitnsg uau B BUJIE 2JIEKTPOHHOTO JTOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMITBIOTEpA CO CIEIHAIM3UPOBAHHBIM MPOTrPAMMHBIM 00ECTICUCHUEM IS CJICTIBIX,
WJIM 3aYUTBHIBAIOTCS aCCUCTEHTOM;

- THUChMCHHBIC 3aJaHUs BBIMOJHAIOTCI Ha OyMmare peabeHO-TOUYSUYHBIM
mpudToM bpaiiyis WM Ha KOMITBIOTEpE CO CHCIUAIU3HUPOBAHHBIM MPOrPAMMHBIM
obecrieueHrueM JTsl CIICTIBIX, MU HAJIMKTOBBIBAIOTCS ACCUCTEHTY;

- BBIYCKHUKAM IS  BBINOJHEHUS] 3aJaHus TpU  HEOOXOJAMMOCTH
MPEAOCTABISACTCS KOMIUIEKT MMChbMEHHBIX TPUHAIJICKHOCTEN 1 Oymara Jiis

nucbMa  penbedHo-ToueyHbIM  mpudToM  bpaiinsg,  KOMOBIOTEp €O
CIIeMATU3UPOBAHHBIM MMPOTPAMMHBIM 00€CTICYCHUEM JIJIS CIICTIBIX;

0) 15t CTabOBUISAIITUX :

- o0ecreunBaeTCs UHANBUyaIbHOE paBHOMEPHOE OcBeleHrne He MeHee 300

JIFOKC;

- BBIIYCKHUKAM JUIS  BBINIOJIHEHUS  3aJaHUs TNpPU  HEOOXOJUMOCTH
MPEOCTABISAETCS YBEIMUHUBAIOIIEE YCTPOICTRO;

- 3aJlaHus JIJIs BBITIOJIHEHUS, & TAKXKE MHCTPYKIHUS O MOPSJKE MPOBEIICHUS
roCy/IapCTBEHHOM aTTecTaluu O(pOpPMIIIIOTCS YBEIHMUEHHBIM IPU(TOM;

B) UIS TIIYXUX H CJIa0OCHBIIIAINNX, C TSOKEIBIMH HApYIICHUSIMUA PEYH:
obecrieunMBaeTcsl HalMyuMe 3BYKOYCWJIMBAIOIIEW — amnmaparypbl KOJUIEKTHUBHOTO
MOJIb30BaHUS, TMPU  HEOOXOJUMOCTH  MPEAOCTABISAETCS  3BYKOYCHJIMBAIOIIAS



anmnaparypa WHIABUAYAJIbHOTO IOJB30BAHUS;, MO HUX KEJIAHUI0 TOCYJIapCTBEHHBIN
HK3aMEH MOXKET NMPOBOJIUTHCS B MUCbMEHHOM (opMe;

) IS JUI ¢ HApYUIEHUSIMUA OIOPHO-JIBUTATEIBHOTO amnmapara (C TSKEeIbIMU
HapyLIEHUSIMUA JBUTATENbHBIX (YHKIUNA BEPXHUX KOHEYHOCTEM WM OTCYTCTBUEM
BEPXHUX KOHEYHOCTEW): MUCHhMEHHBbIC 33JaHUsl BBIMOJHSIOTCS HAa KOMIIBIOTEPE CO
CHEIUAIN3UPOBAHHBIM  MPOTPAMMHBIM ~ O0€CIIEUEHUEM WM HAJAUKTOBBIBAIOTCS
ACCHUCTEHTY; MO MX JKEJAHUIO TOCYJApPCTBEHHBIM 3K3aMEH MOXKET IMPOBOAUTHCSA B
ycTHOM hopme.

1) TaK>Ke JJ1s1 BBIMTYCKHUKOB U3 YKCJIA JIUIl C OTPAHUYECHHBIMU BO3MOKHOCTSIMU
3710pOBbSl M BBIITYCKHUKOB M3 YHUCJA JACTEH-MHBAINUJIOB W WHBAJIUIOB CO3JIAKOTCS
VHbIE CIIElUaNIbHbIE yCioBUs npoBeacHUs: [ IA B COOTBETCTBUU C pEKOMEHIALIUSIMU
MICUXO0JIOTO-MEUKO-TIEIarOTMY€CKON KOMHUCCHUH, CIIPABKOM, MOATBEp K Aatomen (haxt
YCTAHOBJICHHSI MHBAJIUJIHOCTHU, BBIJJAHHOW  (eAepaibHbIM  TOCYyAapCTBEHHBIM
YUPEKICHUEM MEIUKO-COLIMATBHON SKCIIEPTU3HL.

BrinyckHUKH W poauTenu (3aKOHHBIE MPEICTABUTEIIN)
HECOBEPILICHHOJIETHUX BBITYCKHUKOB HE MO3/IHEE YeM 3a 3 Mecsna a0 Hayaina ['MA
nojaloT B 00pa3oBaTeNbHYI0  OpraHu3alMi0  [HCbMEHHOE  3asBJICHUE O
HEO0OXOIUMOCTH CO3/IaHMsI JUIsl HUX CICIHAIbHBIX yCIoBHM mipu nipoBeaeHun ['MA ¢
npunoxkenneM konuu pexkoMmenpanmii IIMIIK, a ngetu-uHBanuabl, WHBAIUILI -
OpUTMHAJIa WM 3aBEPEHHOM KOIMU CIIPaBKH, a Takke konuu pekomenmanuii [IMITK
MIPYA HAJTUYUU.

8. MOPAAOK ITOJAYU U PACCMOTPEHUS AHEJIJIS[III/Iﬁ

[To pe3ynbpTaram rocy1apCTBEHHOM aTTECTALIMU BhIMYCKHUK, Y4aCTBOBABIIINM B
rOCyapCTBEHHOM WTOTOBOM AaTTECTAIIMU, UMEET MPAaBO MOJATh B aNEIUISAILIMOHHYIO
KOMHCCHIO MMMCbMEHHOE ANEJUISIIMOHHOE 3asBJICHUE O HAPYIICHUH, 110 €r0 MHEHUIO,
YCTAaHOBJICHHOI'O MOPSiJIKa MPOBEACHHS TOCYJapCTBEHHOW UTOTOBOM aTTECTAllMU WJIIU
HECOTJIaCHH C €€ pe3yJIbTaTaMH.

Anemanus MoJaeTcs JUYHO BBIMTYCKHHUKOM MM POJIUTEISAMH (3aKOHHBIMU
INPEACTABUTENIIMH)  HECOBEPIICHHOJETHET0  BBIMYCKHUKA B  alCIUISIIMOHHYIO
KOMHUCCHIO KOJIJISKA.

Aneanus 0 HapyIICHUH MOPsSAKa MPOBEACHUSI FOCYIapCTBEHHON UTOTOBOMU
aTTECTAllUh TMOJAETCA HEMOCPEACTBEHHO B JIEHb MPOBEACHUS TIOCYIapCTBEHHOU
WUTOTOBOM arrecTaiuu. ANEUSIUSA O HECOIJIACUU C PE3YJIbTaTaMU roCyaapCTBEHHON
UTOTOBOM aTTeCTAllMU TOJAETCs HE MO3JHEe CICAYIOIero padoyero JHsS MOCIHe
OOBSIBJICHUS PE3yJIbTATOB TOCYJAapPCTBEHHONW HMTOTOBOM aTTecTaluu. ATMeUIsIus
paccMaTpuBaeTCs aneJUIIIMOHHOM KOMHUCCHEW HE TO3JIHee Tpex pabouyux IHEH ¢
MOMEHTA €€ MOCTYTIJICHHUS.

AneairoHHas KOMHCCUSL (OpMUpYETCS B KOJIMYECTBE HE MEHee MSTH
YEJIOBEK W3 YHMCJa MPENoJIaBaTelie KOJUIEA X a, UMEIOIMNX BBICHIYI0O WA MEPBYIO
KBaTM(UKAIMOHHYIO KaTErOpHI0, HE BXOJSIIMX B JaHHOM Y4eOHOM TOJy B COCTaB
rOCyapCTBEHHBIX 3K3aMEHALlMOHHBIX Komuccuu. lIpencenarenemM aneusiquOHHOU
KOMHUCCHH SIBIIICTCS PYKOBOJIWTENIh KOJJIEKA, JIMOO JIUIO, UCIOJHSIOIICEe
00SI3aHHOCTH PYKOBOJIUTENISI Ha OCHOBaHUM Tpuka3a. CocTraB aneyisiuOHHON
KOMUCCHUH YTBEPKIACTCSA TUPEKTOPOM KOJIJIEKA OJJTHOBPEMEHHO C YTBEPKIACHUEM
cocTaBa roCyAapCTBEHHOU AK3aMEHAILIMOHHOU KOMUCCHH. Anemnanus
paccMaTpyUBaETCs HA 3aCENAHUU ANEUIIHIMOHHOM KOMHUCCHM C YYaCTHEM HE MEHEE



IBYX TpeTeu ee cocraBa. Ha 3acenanne aneusIIMOHHOM KOMHUCCHM IIPUTJIAIIACTCS
npencenaTeb COOTBETCTBYIOIIEH T'OCYAApPCTBEHHON HJK3aMEHAlMOHHOW KOMMCCHH.
BBINyCKHHMK, TMONABIIMK  aneuUBIUI0, HWMEET IIpaBO IMPUCYTCTBOBAaThH IIPU
paccMoTpeHnH aneusinui. C HECOBEPIIEHHOJIETHUM BBITYCKHHUKOM HMMEET IIPABO
IPUCYTCTBOBATH OJIMH U3 POAUTENEH (3aKOHHBIX MPEACTABUTENEH).

PaccmoTpenue amemnsiuuuM  He SBISAETCA Iepeciaded  IroCyAapCTBEHHOMU
UTOroBOM arrecrauuu. [Ipm paccMOTpeHMM aneusIUuu O HAapyLICHWH IOpsAIKa
IIPOBEJICHNSI TOCYJApCTBEHHOM HWTOTOBOM AaTTECTAllMH aNeUBIMUOHHAs] KOMHCCHS
YCTaHABJIMBAET JOCTOBEPHOCTH M3JIOKEHHBIX B HEH CBEICHUM M BBIHOCUT OJHO M3
pELICHNN:

. 00 OTKJIOHEHUM AaNeUIALMH, €CJIM H3JI0KEHHbIE B HEH CBEICHHS O
HapylLIEHUsAX TMOpsAJKa IMPOBEICHHUS T'OCYyIAPCTBEHHOM WTOTOBOM AaTTECTAlUU
BBIITYCKHUKA HE MOATBEPIMUIIUCH U/WUJIU HE MOBIUSIIM Ha PE3yJIbTAaT rOCYJapCTBEHHON
HWTOIOBOM aTTeCTalluu;

e 00 YJIOBJIETBOPEHUHU AaIEIUISILIMM, €CJIU W3JI0KEHHbIE B HEH CBEIEHUS O
JNONYIIECHHBIX HApYLICHUAX IMOpAAKA IPOBEACHUS T'OCYIAPCTBEHHONM WTOIOBOM
aTTeCTallMl  BBIIYCKHUMKA MOATBEPAWINCh M  TOBJIMSUIA  HAa  pe3yJbTaT
roCyJapCTBEHHOM UTOTOBOM aTTECTALIUHU.

B mnocnennem ciywyae pe3ynpTaT MPOBEICHHS TOCYAAPCTBEHHOW HTOTOBOM
aTTECTAllMM MOJICKUT aHHYJIUPOBAHUIO, B CBA3U, C YEM IIPOTOKOJI O PACCMOTPEHUHN
aneJIIUKY He MO3JHEe CIEAYIOIIEro padoyero JHs MepeNaeTcss B rOCy1apCTBEHHYIO
DK3aMEHAMOHHYI0 KOMHCCHIO [UIS peaju3alud pElIeHUs  aleJUIIIHOHHON
KOMMCCHUU. BBIITYyCKHUKY IIPEAOCTABIAETCA BO3MOKHOCTh POUTH TOCYIapPCTBEHHYIO
UTOTOBYIO artectanuio B TedeHue 10 paboumx nHel. Pemienwe anemisiuoOHHON
KOMMCCUM SIBJIAETCS. OKOHYATEIBHBIM M IEPECMOTPY HE NOMICKUT. Pemenue
aneJUIIMUOHHON KOMHCCHM O(OPMIISETCS MPOTOKOJIOM, KOTOPBIN HOJMUCHIBACTCA
peAceaaTesieM U CEKpeTapeM ameJUALMOHHOW KOMHWCCUM U XPAaHUTCS B aApXUBE
KOJUIEKA.



[Ipunoxenue 1.
IIpumepHbIH MepeyeHb TeM AUIIOMHOT0 MPoeKTa (padoThi)
CrnenuaabHoctb 46.02.01 lokyMeHTallMOHHOE O0ecnieYeHue YIpaBJieHus U
apxuBOBeJleHUE

1. AHanu3 opraHu3aluy JOKYMEHTAllMOHHOTO O0O0€CIeYeHUs] JesTeNIbHOCTU
KOMMEPUYECKON CTPYKTypbl M €€ COBEpPIICHCTBOBaHME (HA IpHUMEpPE KOHKPETHOU
KOMMEPYECKOU CTPYKTYPHI).

2. AHanmu3 JOKYMEHTHPOBAaHHS OCHOBHOW JICSTENIBHOCTH OpraHu3aluud H
HalpaBJICHUS €€ COBEPIICHCTBOBaHWS (HA TMpUMeEpe OpraHm3anui 000k
OpraHMU3aIMOHHO-TIPABOBOM (DOPMBI).

3. AHanu3 JOKyMEHTAallMOHHOTO OOEeCHeueHusi YIpaBieHHA B  OpraHax
rocyJapCTBEHHOM BJIACTU U YNPaBIICHUA (HA IPUMEPE KOHKPETHON OpraHU3aLINH).

4, AHanu3 JOKYMEHTHPOBAHUS JAESITEIBHOCTU KaJApOBOM CITyKObI U HAIPABJICHHUS
€€ COBEpPILIEHCTBOBAHUS (Ha pUMeEpEe KOHKPETHON OpraHu3alun).

5. [Tpo6GsieMbl BHEAPEHUS JIEKTPOHHOIO JOKYMEHTOO0OpOTa B OpraHu3alusx (Ha
IpUMepe KOHKPETHOM OpraHu3alum).

6. AHanu3 3aKOHOJATEIBHOTO U HOPMAaTHBHOTO peryJIupOBaHUs
J€JIONPON3BOACTBEHHBIX MTPOLIECCOB (B pa3IMUHbIEe UCTOPUUYECKUE TIEPUOIBI).

7. AHanu3 BHYTPEHHEH perIaMEeHTAllMM OpraHu3aluu JeJIONPOU3BOJICTBA B
KOHKPETHOM OPTaHU3allNH.

8. AHanus MCIIOJIb30BAHUS MH(OPMAITMOHHBIX TEXHOJIOTUI B
JOKYMEHTAIIMOHHOM 00€CTieUeHUH yIpaBiieHus (Ha KOHKPETHOM MPUMeEpE).

9. AHanus 3aKOHOJATEIBHOTO u HOPMAaTHBHOTO PEryJIMpOBaHUS
JOKYMEHTHUPOBAHUS KAJAPOBOH JESITEIIBHOCTH.

10. Amnanu3 OOKYMEHTHPOBAaHHUS MPOXOXKICHHS TOCYIapCTBEHHOHW CiykObl (Ha
MpUMeEpe KOHKPETHOTO IOCYIAPCTBEHHOTO OpraHa).

11. AmHanu3 JOKYMEHTHpPOBaHHS TIpoliecca HarpaxiaeHuss pabOTHHKOB (Ha
npUMepe KOHKPETHOM OpraHu3alum).

12.  AHanu3 JOKYMEHTHPOBAHUS JEATEIBHOCTH OpraHU3aluil pa3HbIX ¢GopM
coOCTBEHHOCTH (Ha MPUMEPE KOHKPETHON OpraHU3aIliN ).

13. Amnanu3 mpouecca ynopsaoyeHHsl TOKYMEHTOB JJisi Mepefadyd Ha apXUBHOE
XpaHeHue (Ha puMepe KOHKPETHON OpraHu3alvu).

14, AHanu3 HOMEHKJIATypbl Jed OpraHu3anuu (Ha TpuMepe KOHKPETHOU
OpraHU3alluHn).

15. AmHanu3 ycioBHil XpaHEHHUsS JOKYMEHTOB JUIsl OO€CNEeUYeHUs] UX COXPaHHOCTU
(Ha mpuMepe KOHKPETHOM OpraHu3alun).

16. AmHanu3 mpoiiecca ONMUCAaHUS APXUBHBIX JOKYMEHTOB: MPHUHIIMIBI U 3JIE€MEHTHI
onucanus, i pepeHIIMPOBaHHBIN OIX0/1 K OMUCAHUIO.

17. AmuHanu3 opraHu3aiu pabOThl apXuUBa YUpeKJIeHUs (Ha MpUMepe KOHKPETHOU
OpraHu3alluH).

18. Ananu3z AuuHBIX (OHIOB B COCTABE APXUBHOTO YUPEKIACHUS.

19. Pomp rocymapcTBeHHbIX apxuBoB Ilepmckoro kpas B (opMHpOBaHHU
apXWBHOTO (POHJIA CTPAHBI.

20. Opransl ynpasieHus apxuBHou cdepoit B Poccun.

21. Amnamu3 ocoOGeHHOCTEH pabOThl C APXMBHBIMU JOKyMEHTAMH, JOKyMEHTaM
apXuBa YUpeKIeHUs (Ha IpUMepe KOHKPETHOM OpraHu3alum).



22.  OcobenHoctu 0popMIICHHS PEKBU3UTOB JOKYMEHTOB B cooTBeTcTBUM ¢ ['OCT
P 7.0.97- 2016 u pazpaboTka cTaHgapTa NpeanpusiTUs Mo ohOPMICHUIO JOKYMEHTOB
(Ha mpuMepe KOHKPETHON OpraHu3allii).

23. Awnanu3 ocoOeHHOCTeH TMpoBeaeHUs W O(QOpPMIICHUS] MPOBEPOK HAIMYHSI U
COCTOSIHMSI JeJl M JOKYMEHTOB B OpraHu3auud (Ha TpuMepe KOHKPETHOMN
OpraHU3alluNn).

24. PazpaboTka cHCTeMbl VYYETHBIX JOKYMEHTOB K JOKYMEHTaM apXuBa
yupexaeHus (Ha NpuMepe KOHKPETHON OpraHu3alun).

25. AHanmu3 opraHu3anud pabodero BPEMEHU CeKpeTaps W PYKOBOIUTEIS
opranm3anu. [Tyt onTuMu3anuu (Ha mpuMepe KOHKPETHOWM OpraHu3alumn).

26. CoBpemenHble  TpeOoBaHusi Kk  mpodeccum  cekperaps.  AHamu3
po(hecCHOHANTFHO-TUYHOCTHBIX KauecTB (Ha KOHKPETHOM MpUMEpe).

27. AmnHanmu3 JOKYMEHTHPOBAHHUS  JCSITEIbHOCTH  KOJUICTHATBHBIX  OpPTaHOB
opraHu3alnuu (Ha MpuMepe KOHKPETHOW OpraHU3allim).

28. AHanu3 opraHu3alvy U JOKYMEHTUPOBAHUS KOMAHIUPOBOYHOM JIEATEILHOCTH
PYKOBOAMTENSI M  COTPYJAHUKOB OpraHu3aluu (Ha MpuUMepe KOHKPETHOM
OpraHU3aluH).

29. OcoOeHHOCTH JENONPOU3BOACTBA B KAaJIpOBOM CHyk0e Npeanpuatuii u
opranuzanuii. @opMsl perUCTpalUU JOKYMEHTOB B YUPEKACHUU.

30. Tekyiiee XxpaHEHHE TOKYMEHTOB, CUCTEMATH3allUsI JOKYMEHTOB B JIeJa.

31. Knaccudukanus JAOKYMEHTOB U COCTaBJICHHE HOMEHKJIATYpHl JIed B
YUpEXKICHUH.

32. CoBpemeHHbIE TpeOOBaHHA W OCOOCHHOCTH OpraHU3aluud paboThl ¢
JTOKYMEHTaMHU, COAepKaIUMUA KOHPUICHIIMATEHYI0 HHPOPMAIIHIO.

33. Opranuzainus I0KyMEHTO000pOTa yUpEKIEHUSI U OCHOBHBIE HAIPABICHUS €TO

COBEPLIEHCTBOBAHUS.
34. Coznmanue ¥ BelleHUE apXUBa MPEANPHUATHS.
35. Bueapenue aBTOMAaTU3UPOBAHHOU CUCTEMBI JOKYMEHTALIMOHHOTO

oOecrieueHus yIpaBiIeHHs B ICSITEIILHOCTh MIPEANPUATUN U OpTaHU3aIIH.

36. OOecneueHrne COXpPaHHOCTH JOKYMEHTOB U cCJada HUX B TOCYJapCTBEHHBIN
apXuB.

37. OmepaTuBHOE U apXUBHOE XPAHCHHE IOKYMEHTOB.

38.  DJEKTPOHHBIN JOKYMEHTOOOOPOT B COBPEMEHHOM OdHCE.



