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®onp oneHouHbIX cpenacTB (qanee — @OC) st rocy1apCTBEHHOW UTOTOBOM aTTecTanuu (jnanee —
['MA) paspabotan Ha ocHOBe (eAeparbHOr0 TOCYIApPCTBEHHOTO 00pa30BaTENBHOIO CTaHIapTa
cpensero npodeccuonanbHoro odpazoBanus (manee — G@I'OC CIIO) no cnenmansHocTH 46.02.01
«/lokymMeHTallMOHHOE O0ecrieueHne YIPABICHUS U apXHBOBEICHUE», YTBEPKIACHHOIO IPUKA30M
Munnpocsemenuss Poccun ot 26 aBrycra 2022 1. N 778, npodeccHoHalIbHOTO CTaHIapTa
«CHCHI/IaJ'II/ICT II0 OpraHu3allMOHHOMY MW JOKYMCHTAllUOHHOMY o0ecreyeHnIo YIipaBJICHUA», YTBEPKIACH
npukazoMm MunucrepctBa Tpyma P® or 15.07.2020 Ne 333u, mpoQecCHOHATBHOTO CTaHIApTa
«CrienuanicT apxuBay, yTBEpXKACH NpukazoM MunucrepctBa tpyaa PP or 18.03.2021 Ne 140H, Ha
OCHOBaHUHU y4eOHOro muiaHa O4HON (hopMbl OOy4eHHS MPOrpaMMbl MOATOTOBKH CIEIMATIHCTOB
cpennero 3BeHa 1o crenuanbHocTH 46.02.01 «/lokyMeHTalmoHHOE 00ecIeueHue YIpaBIeHUs W
apXHBOBeACHHEY, 0100peHHOr0 YueHbiM coBetoM PAHXul'C, mporokon ot 20.02.2024 . Ne 3.

IIpencenarens TTIK Yactunona H.JI.
« » 2024 r.

3aMecTuTeNb JUPEKTOpa
10 y4eOHO-METOINYECKOM padboTe I'acanos C.®.
« » 2024 r.
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1 MMACHHOPT OHEHOYHBIX CPEACTB JJIAA I'HA

1.1 OcoGennocTu 00pa3oBaTeIbHOH MPOrpaMMbl

dOC i TMA  paspaboran jis cnenmaiabHoctd  46.02.01
JlokymMeHTaIlMOHHOE 00€ecTieueHrEe YIPABICHUS U apXUBOBEICHUE.

B pamkax cnenranbHoctd CIIO mpeaycMOTpeHO OCBOeHHE
KBATH(UKAINHA «CTEIUATUCT MO JOKYMEHTAIIHOHHOMY OOECIEYCHUIO YMPABIICHUS U
10 APXUBHOMY JIETY».

Boeimyckauk, ocBouBmmid IIIICC3, nomkeH OBITh TOTOB K BBIIOJHEHHUIO
OCHOBHBIX BUJIOB JICSTEILHOCTH COTJIACHO TMOTy4aeMON KBaJHU(PUKAIUU «CHEIHATNUCT
M0 JOKYMEHTAIIMOHHOMY 00€CIICYCHHIO YIIPABJICHUS U aQpXUBHOMY JICTY».

B cooTBeTcTBMM C OCHOBHBIMH BHJAMHU JESITCIBHOCTH,
npeaycMoTpeHHBIMUDI'OC CIIO, B ITIICC3 BxoaaT npodeccuoHalIbHbIE MOTYIIH.

Tabnuua 1 — KonrdectBo n HOMeHKIaTypa Moyneit, Bxoasmux B [TIICC3

HNupexe HaumeHnoBanue npogecCHOHAIBLHOr0 MOIYJIA MO
npo¢ecCHOHAILHOTO y4eOHOMY NIJIAHY
MOJYJISl 10 y4eOHOMY
IUIAHY
IIM.01 Ocy1iecTBICHHE OPTraHU3aAMOHHOTO U IOKYMEHTAITHOHHOT'O
o0ecrieyeHust IesITeIbHOCTH OpraHu3aluu
IIM.02 Opranuzanusi apXMBHOW pabOTHI MO JOKyMEHTaM OpTraHH3aIlii
pa3IIHBIX GOPM COOCTBEHHOCTH
11M.03 BeimonHenne paboT TO OJHOH WM HECKOJNBKMM mpodeccusm
paboumX, TOIKHOCTSIM CITYKaIIUX

1.2 TlpuMeHsieMble MaTepUAJIbI

Jlns pa3paOOTKH OIEHOYHBIX 3aJaHUi M0  KBAIM(HUKAIIUN «CICIHATUCT
10 JIOKYMEHTAlIHOHHOMY 00CCIIEUEHHUIO YIIPABICHUS U apXUBHOMY JICITY»
MIPUMEHSIIOTCS CIICTYIOIINE MaTePHAIbI:
TabOmuma 2

IIpodeccnonanbHblii cTAHAAPT

Kpamupukanus B
COOTBETCTBHH C

OO0pa3oBaTeJbHBIA CTAHAAPT

@1'OC CI1O
CIIELUATIUCT no | ®Ir'oC CIIO no «Crienuanmct Mo opraHu3alOHHOMY
JIOKYMEHTallMOHHOMY CIEIUATBHOCTH 46.02.01 | 1 NOKyMEHTallMOHHOMY 00eCIIeUeHHIO
o0ecreveHunto JlokyMeHTannoHHOe VIIpaBIICHUST», YTBEPKACH MPHUKA30M
ynpaBieHuss © 10 | obecriedeHne ympaBieHus # | MwunmcTepcTBa Tpyaa PO ot
APXUBHOMY JIETTY apXUBOBEJICHUE 15.07.2020 Ne 333n
CIIELUATIUCT no | ®Ir'oC CIIO no «CrenyanyicT apxuBay, yTBEpKJICH
JIOKYMEHTAIIHOHHOMY CIEMATEHOCTH 46.02.01 | mpukazom Munucrepcra Tpyaa PO ot
o0ecrieyeHuo JlokyMeHTalMoHHOE 18.03.2021 Ne 140n
yopaBlieHHss W 10 | o0ecrie4eHHE YIpaBJeHUS H

ApXUBHOMY JIETTY

aApXUBOBEJICHUE




OreHOYHBIC 33aHUS TI0 KBATM(UKAIINN «CIICIUATHCT 10 TOKYMEHTAIHOHHOMY
00ECTICUCHHUIO YIIPABJICHUS W apXUBHOMY JEITy» pa3paOOTaHbl C yU€TOM COOTBETCTBHS
OCHOBHBIX  BHJOB  JCATCIBHOCTH W  NPO(ECCHOHANBHBIX  KOMIICTCHIIUH,
ycra"HoBieHHbIX DPI'OC CIIO, o0600meHHbM TpyaoBbiM (yHKIusIM (OTD) u
TpyaoBeiM QyHKIHsIM (T®D), ycTaHOBICHHBIMU YKa3aHHBIMH TPO(ecCHOHATEHBIMU
CTaHJIapPTAMH.

Tabmuma 3 — CoOTBETCTBHE OCHOBHBIX BHOB JEATEIBHOCTH M TPO(HECCHOHATBHBIX
koMmrieTeHnnid, ycraHoBiaeHHbIXx @OI'OC CIIO 46.02.01 JloxymMeHTaIlmOHHOE
oOecrieueHre YIpaBICHUS M apXUBOBEACHUE, 0OOOIIEHHBIM TPYIOBBIM (PYHKITUSM WU
TPYAOBBIM  (DYHKIHSIM, YCTAaHOBICHHBIMH  MPOQGECCHOHAIBHBIM  CTaHIAPTOM
«CnenuaaiucT 1O OpPraHU3alMOHHOMY U JOKYMEHTAI[MOHHOMY OOCECIECYCHHIO
YIIPABJICHUS», YTBEPKAEH MPUKa30M MUHUCTEPCTBA TPY/Ja U COLMAIIBHON 3auThl PO

ot 15.07.2020 Ne 333H

o1'0C CI10

IIC Ne 447 «CrienaJIuCT MO0 OPraHU3aNuOHHOMY
U IOKYMEHTALHOHHOMY 00ecIieyeHUI0
yIpaBJieHHs] OpraHu3anuen»

IC Ne 1418 «CnenmajucT apxuBay

OCHOBHBbIE BU/IbI AesiTejibHOCTH (BJI)
u npogeccuonanbHblie komnerenuuu (INK)

00001eHHbIe TPyaoBbie pyHkuun (OTD) n
TpyAoBbie pynkuuu (TD)

B/l 1. OcymiecTBiieHre OPraHu3alHOHHOTO U
AOKYMEHTALIMOHHOIO o0ecrevyeHust
AeATeTbHOCTH OPraHU3aALUM:

IIK 1.1.  OcymectBiare  NOpUEM-IEpeaady
ympaBiieHUeCKod HMH(GOpPMAIMU €  TOMOIIBIO
CPEICTB WHPOPMaIMOHHBIX u

KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA.

I[IK 1.2. KoopaunupoBaTh pabdOTy MNPHEMHOM
PYKOBOJMTEIIS, 30H MIpHUEMa Pa3IMIHBIX KaTerOpHii
MTOCETUTENeN OPTaHN3aIINH.

IIK 1.3 Bnangers HaBBLIKAMH TJIAaHUPOBAHMUS
pabodero BpeMeHH PYKOBOAUTENS U CEKpeTaps..
IIK 14 Ocy1ecTBIATh MOATOTOBKY
JIEJIOBBIX TIOE3[I0OK PYKOBOAHMTEIS H APYTUX
COTPYJHHUKOB OpPTaHU3aIHH.

IIK 1.5 Bnamerp cmoco0aMu oOpraHU3aINUU
pabodero mMpocTpaHCTBA TPUEMHOW W KaOWHeTa
PYKOBOJHTEIIS.

IIK 1.6 OcytmiecTBiasTh paboTy MO MOATOTOBKE U
MPOBEJICHUIO  KOH(PEPEHTHBIX  MEPOIPHSITHUH,
obOecrnieunBaTh MHPOPMAIIMOHHOE B3aUMO/ICHCTBHE
PYKOBOAMTES c MoIpa3ieICHUSIMU u
JOJDKHOCTHBIMH JTUI[AMH OPTaHHU3AINH.

K 1.7 Odopmiste OpraHU3alMOHHO-
pacIopsITUTEILHBIC JIOKYMEHTBI u
OpraHU30BbIBaTh PabOTy C HMUMH, B TOM YHCIE C
KCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.
I[IK 1.8 OdopmiaTe IOKYMEHTHI MO JIHYHOMY
COCTaBy M OPTraHMW30BBIBATH PabOTy C HUMHU, B TOM

OT® A. Oprasu3anmuoHHoe oOecmeyeHue
JNeATeTbHOCTH OPraHu3aluu

A/01.3 Ilpuem u pacmupeneneHnue TenehOHHBIX
3BOHKOB OpTraHU3allN

A/02.3 Opranuzanus paboThl ¢ MOCETUTEIIIMU
OpraHu3aIuu

A/03.3 BeimonHeHWE KOOPAWHHUPYIOIIUX U
obecrieunBaronx GyHKIHHA

OT® B. /lokyMeHTALIUOHHOE
olecreyeHune 1esiTeIbHOCTH

OpraHu3anuu
B/01.5 Opranuzanus paboThI C
JIOKyMEHTaMH
B/02.5 Opranuzanusi TEKyUIEro XpaHEHUs
JIOKYMEHTOB

B/03.5 Opranu3zanust 00pabOTKH Je IS
MOCTIEAYIOLIETO XPAHEHUS

OT® C. Opranu3anuoHHoOe,
JOKYMEHTALMOHHOEe U MH(OPMAIIUOHHOE
obecnevyeHue AeATEIbHOCTH
PYKOBOAUTEJISA OPraHU3alMHU

C/01.6 Oxa3zaHue MOMOIIU PYKOBOJUTEIIO B
TJIAHUPOBAHUU Pab0YeTro BpeMeH!

C/02.6 IlnmanmpoBanue pabouero JaHA
cekperaps
C/03.6 Opranuzanus TeneOHHBIX

HIePETrOBOPOB PYKOBOIUTEIIS




YHCcIEe C HWCIOJB30BaHUEM aBTOMATH3HPOBAaHHBIX
CHCTEM.

I[IK 1.9 OpraHn3oBeiBaTh TeKyIlee XpaHEHHE
JOKYMEHTOB, 00pabO0TKy JieN IjIsl OTIepaTUBHOTO U
apXMBHOTO  XpaHEHHs, B TOM 4YUCIE C
UCTIONIb30BAaHNEM aBTOMATH3HPOBAHHBIX CHCTEM.

C/04.6 Opranuzanus KOMaHIUPOBOK
PYKOBOAMTEIA

C/05.6 Opranuzanus paboTsI c
MOCETUTEIISIMU B IPUEMHOM PYKOBOJAUTEIS
Cl06.6 Opranuzanus MOJTOTOBKH,
IIPOBEICHUS u o0cyKUBaHUS

KOH(EPEHTHBIX MEPOIIPHSITHIA
C/07.6 Opranu3zanusi UCIIOJHEHUS PEUICHUM,

OCYIIECTBIICHHE KOHTPOJII  HCHOJHEHUS
NOPYYCHUH PYKOBOIUTEIIS
C/08.6 Opranuzaiusi W HOJAJEpKAHUE

(yHKIIMOHATBHOTO pabovyero mpocTpaHcTBa
MIPUEMHON U KaOMHETa PYKOBOJUTENS
C/09.6 Pa3zpaboTka JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB, PErJIaMEHTUPYIOIIHNX
paboTy cexpeTaps

C/10.6  CocraBienue u  odopmieHue
yIpaBICHUYECKON JOKYMEHTAINH

C/11.6 Opranuzanus paboThI c
JOKYMEHTaMU B IIPUEMHOM PyKOBOIUTENS
C/12.6 Opranusanus XxpaHeHus! JOKyMEHTOB
B IPUEMHOMN PYKOBOIUTEIS
C/13.6 Obecnieuenue
uHdopmanuein

C/14.6 Opranm3anusi WHPOPMAITUOHHOTO
B3aMMOJICHCTBHS PYKOBOIUTENS c
HOJpa3feieHusIMU U JIOJDKHOCTHBIMU
JUIIAMH OpraHU3aIluu

PYKOBOAUTEIS

BJ 2. Opranmzanusa apxXuBHOl padoThHI MO
AOKYMeHTaM OpraHu3anuii pa3au4vHbIX (opm
COOCTBEHHOCTH.

K 2.1. OcymecTBiiTh  KOMIUIEKTOBaHUE
apXUBHBIMH  JeflaMu  (IOKyMEHTaMH)  apXHBa
OpraHu3aluy.

[IK 2.2. Bectu y4ét apXuBHBIXIEN (JOKYMEHTORB), B
TOM qucie c HCHOJIb30BaHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM.

[IK 2.3. OcymecTBisITh XpaHEHHE apXUBHBIX €Il
(1OKYMEHTOB) ¢ NIOCTOSIHHBIM CPOKOM XPaHEHHUS U
10 JJUYHOMY COCTaBY B apXHBE OpraHU3aLHH.

IK 2.4. Ocy1iecTBIsATh XpaHeHue,
KOMIUJICKTOBAaHHE, YUYET M HCIOJIb30BAHHE JIeJl
(IOKYMEHTOB)BPEMEHHOTO XpaHEHHUS.

OT® A. XpaHeHUe, KOMILJIEKTOBaHHE, y4eT
U HCNO0JIb30BaHuUeE e (JI0KYMEHTOB) apXuBa
A/01.5 OpraHuzanusi TOCTOSITHHOTO XPaHEHUS
ApPXUBHBIX J1e] (JOKYMEHTOB)

A/02.5 KoMIuiekToBaHUE apXWBHBIMHU JIEIIaMHU
(moxymeHTaMun) apxuBa

A/03.5 Yder apxXUBHBIX JIE
(mOKyMEHTOB)
A/04.5 Opranuzanus HCIIOJIb30BaHUS

APXUBHBIX JIeN (JOKYMEHTOB)

A/05.5 XpaHeHue, KOMIUIEKTOBaHHE, YYET U
HCIIOJB30BaHHUEC ACI (Z[OKyMeHTOB) BPEMCHHOT'O
XpaHCHUA

OT® B. PykoBoacTBO moapasiejieHHEM
apxuBa

B/01.6 PykoBOACTBO IEATENBHOCTBIO IO
apXMBHOMY XPaHEHHUIO el (IOKYMEHTOB),
y4eTy U MCTIOJIb30BAHUIO JIeJT (IOKYMEHTOR)
B OpraHU3alUuU

B/02.6 Opranu3zanus pa3paboTKu
JOKAIbHBIX ~ HOPMAaTUBHBIX  aKTOB U
METOJAMYECKUX JTOKYMEHTOB IO XPaHEHHIO,
KOMILIEKTOBAHHUIO, YUETY M HCIOIb30BAHUIO




apXUBHBIX A€l (IOKYMEHTOB)
B/03.6 IlocTtpoeHue cucTeMbl apXUBHOTO

XpaHeHus b1 () (1OKyMEHTOB) B
OpraHu3alyu

B/04.6  KonTponb  (QyHKIHMOHUPOBAHUS
CUCTEMbl  apXMBHOIO  XpPaHEHUs [l

(IOKYMEHTOB) B OpraHu3anuu

B/05.6 CoBepilleHCTBOBAHUE CUCTEMBI
apXMUBHOT'O XpaHEHUs e (JOKYMEHTOB),
ydeTa M MCIIOJIb30BaHUsl JIeN (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUsI B OpraHu3aIiuu

B/06.6 BHenpeHue cucteMbl 3JIEKTPOHHOTO
apXuBa OpraHu3aluu

OT® C. PykoBoJACTBO NPOLECCOM
ApPXMBHOI'0 XpaHeHMs JieJ (10KYMEHTOB)
C/01.7 Co3manne  equHOH CUCTEMBI
ApXUBHOTO XpaHEHUS JIeN (JOKYMEHTOB)
Cl02.7 Ynpasnenue pa3paboTKoii
JIOKAIBHBIX HOPMAaTHBHBIX aKTOB
IPOLIECCOB  APXMBHOTO  XpaHEHUs Jel
(1OKyMEHTOB)

C/03.7 KoHTpoJIb apXMBHOT'O XpaHEHUS ACI
(1OKyMEHTOB)

Cl04.7 PerynupoBanue u KOHTPOJIb
henepanbHBIX u PEruOHAIbHBIX
rocyJapCTBEHHBIX UH(GOPMaIIMOHHBIX
CHCTEM, PEECTPOB U 0a3 JaHHBIX

C/05.7 IlnanupoBaHME€ U  IOCTPOCHHUE
MPOIIECCOB APXUBHOTO XPaHEHHS, y4yeTa |
UCITIOJIb30BaHUS nen (TOKyMEHTOB)
BPEMEHHOT'0 XpaHEHUs

OunenuBaeMble 0CHOBHBbIE BU/IBI I€ATEJILHOCTH U
KOMIICTCHIIMH 110 HUM

Onucanue TeMATHKH BbINOJIHSIEMBbIX B X0/1€
npouenyp I'MA 3ananuii

3amuTa JMIJIOMHOI 0 poeKTa (padoThl)

B/l 1. OcymecTBiieHHe OPraHU3alMOHHOTO U
AOKYMEHTAIIMOHHOI0 o0ecrnevyeHus!
AeATeJbHOCTH OPraHUu3aMu

INIK  1.1.  OcymecTBnsaTs  IpHEM-TIEpeaady
yhOpaBJIeHYecKOl uH(popManmMu ¢  HOMOUIBIO
CPEICTB WHPOPMAaIMOHHBIX u

KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA.

I[IK 1.2. KoopauaupoBaTh pabOTy NpPHUEMHON
PYKOBOZAMTETS, 30H MIPHEMa Pa3IMYHBIX KaTerOpuid
[IOCETUTENIEH OpraHu3alMH.

I[IK 1.3 Bimagers HaBBIKAMH IJIJAHUPOBaHMS
pabouero BpeMeHU PYKOBOJIHUTENS U CEKPETaps.
K 14 OcymiecTBIsATh MIOATOTOBKY
JICJIOBBIX TOE3[J0K PYKOBOAMTENS M APYTUX
COTPYJHHUKOB OpraHU3aIiH.

IIK 1.5 Bnmamerp cmocobamMu oOpraHU3aluy
paboyero MpoOCTPaHCTBA NPUEMHOW W KaOHWHeTa

1.3ammra nuruioMHOrO TIpoekTa (paboThI):
WCIIONb30BaHNe Tpu  BeimonHeHuu BKP
npo¢ecCHOHANBHBIX KOMITBIOTEPHBIX
nporpamMm («Microsoft Office», «Microsoft
Excel», «Microsoft Wordy». «KoHncynbTanT-
[Tmoc» u mp.); pasznen «BBemenuey; rmasa 1
JIUTUTOMHOTO TIpoeKTa (paboThl),

rjiaBa 2 IUIUIOMHOTO IpoeKTa (padoThl);
«3aKiIroveHuey, MyJIbTUMEINHHAS
Mpe3eHTalusT K OCHOBHBIM  ITOJIOKEHHSIM
JIOKJIa/1a O TUIJIOMHOM NpoeKTe(paboTe)

2. OTBeTHl Ha 3alUTe AUIUIOMHOTO MPOEKTa
(pa6oTsl) Ha Bompock! [ DK o Bugax, ooveme u
KadyecTBE BBIMOJHEHHBIX Pa0OT, YKa3aHHBIX B
aTTECTAllMOHHBIX JIUCTAX U XapaKTEPUCTHKaxX
oOyuJatomerocst o y4eOHOi u
MPOM3BOJICTBEHHON MPAKTHKAM.




PYKOBOJHTEIA.

[IK 1.6 OcymectBnsaTs paboTy TO MOATOTOBKE H
NPOBEACHUIO  KOH(EPEHTHBIX  MEPONPHATHH,
obecrieunBaTh HHPOPMALMOHHOE B3aMMOJICHCTBHE

PYKOBOAMTENS c MOJIpa3AeIeHUSIMU u
JOJKHOCTHBIMHM JIMLAMH OpPTaHU3aLKu.

[K 1.7 OdopmisTs OpraHU3alMOHHO-
pacnopsiAUTENbHbIE JTIOKYMEHTBI u

OPTaHU30BbIBATH PAabOTy ¢ HUMH, B TOM HHCIE C
HCIIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
I[IK 1.8 OdopmiaTe IOKYMEHTHI MO JIHYHOMY
COCTaBY U OPraHU30BHIBATh pabOTy C HUMH, B TOM
YHce C HCIOJIb30BaHMEM aBTOMAaTH3MPOBAaHHBIX
CHCTEM.

IIK 1.9 OpranuzoBbIBaTh TEKyIllee XpaHCHUE
JOKYMEHTOB, 00paOOTKyY A€ ISl ONIEpaTUBHOTO U
ApXUBHOTO XpaHEHUs, B TOM YHCIIE C
WCIIOJIb30BaHNEM aBTOMATU3HPOBAHHBIX CUCTEM.
B 2. Opranusanusi apxuBHOii padoThI 1O
JOKYMEHTaAM OpPraHu3aluii pa3ju4HbIX ¢Gopm

COOCTBEHHOCTH.

INK  2.1. OcymecTBiiTh  KOMIUICKTOBaHUE
apXUBHBIMH  JefaMd  (IOKyMEHTaMH)  apXHBa
OpTaHU3allH.

[IK 2.2. Bectr yu€t apXUBHBIX/IEN (IOKYMEHTOB), B
TOM qucie c HCTOJIb30BaHIEM

ABTOMATHU3UPOBAHHBIX CHCTEM.

[IK 2.3. OcymecTBisITh XpaHEHUE ApXUBHBIX €T
(MOKYMEHTOB) C TIOCTOSIHHBIM CPOKOM XpaHEHHS U
10 JJUYHOMY COCTaBY B apXHBE OpraHU3aLHH.

[IK 2.4. OcymiecTBisITh XpaHEHUE,
KOMIUIEKTOBaHKE, YYET HUCIIOIb30BaHUE T
(JIOKYMEHTOB)BPEMEHHOTO XpaHEHHUSI.

2 CTPYKTYPA ITPOLUEAYP I'UA U ITIOPAJOK ITPOBEJEHUA
2.1 Crpykrypa 3ananus ajs npouenypbsi F'HA

B coorBerctBm ¢ ®I'OC CIIO THUA mo IIICC3 46.01.02
JIoKyMEHTAITMOHHOE OO0ECIEUYeHHE YINPaBIECHUS W apXWBOBEJCHUE MPOBOJMUTCS B
dbopme TEMOHCTPAIIMOHHOTO YK3aMEHa U 3alUThI JUTIJIOMHOTO MPOEKTa (padoThl).

Crpykrypa 3amanus i nporeaypbl [IA BkitouaeT BBIMOJHEHUE KaXKIbIM
OOy4JaroIIMMCS 3aJIaHuN IEMOHCTPAIIMOHHOTO YK3aMeHa 0a30BOTO YPOBHSI M 3aIUTHI
JTUTIIOMHOTO TIPOeKTa (pabOoThI).

2.2 lopsaoK MpoBeIeHUs MPoUeayPbI

[Iporierypa BBIMOJHEHUS OOYYarOIIUMUCS 3aJlaHUN  JIEMOHCTPALIMOHHOTO
HK3aMEHAIPEAIIECTBYET MPOIIEAYPE 3AMUTHI JUTIIOMHOTO MPOeKTa (paboThI).

[Topsimox mpoBeeHUsI ATEMOHCTPAIMOHHOTO dK3aMeHa (BKJIHOYas MPOLEAypy
9



BBITIOJTHEHMSI OOyYalOIMMMUCS 3aJaHUl JIEMOHCTPAIMOHHOTO dK3aMeHa 0a30BOTro
ypOBHsI) ycTaHOBJeH B moapasuene 2.6 mporpammbel ['MA mo IIICC3 46.01.02
JIoKyMEHTaIlMOHHOE 00eCTIeueHUE YIIPABJICHUS U apXUBOBE/ICHNE.

[Mopsimok TpoBeACHUST TPOIEIYPhI 3aIIUTHl AUILIOMHOTO MpoekTa (padoThI)
npenacrasiieHa B 11. 4.1 Hactosiero ®OC.

3. THUHOBOE 3AJJAHME J1JIsA AEMOHCTPALHMOHHOI'O
IK3AMEHA

3.1. CTpykTypa U coaep:KaHue TUIOBOIO 3aIaHUsI
3.1.1. ®opmynupoBKa TUIIOBOTO MPAKTHYECKOTO 3adaHUs

3amanne B KOJI 46.02.01-2024, pazpaboTaHHOM OIEepaTOpoOM, COCTOUT U3 1
MOJTYJISI.
OBPA3EI 3AIAHUSA

Moayas 1: OcyumiecTBiieHHe OpPraHM3alMOHHOIO W JOKYMEHTALMOHHOIO
o0ecrieyeHNs 1eATETbHOCTH OPraHU3aLHMN.

3aganne moxyus 1:
IoaroroBka u oopmieHue TOKYMEHTA

YyacTHuky  HeoOXoauMo  OQOPMHUTH  TPOEKT  OPraHU3aIMOHHOTO
JIOKyMEHTa oOpraHnu3anuu B cooTBercTBuM ¢ TpeboBanusimu ['OCT. Ilpu
oQOpMJICHUU TEKCTa JIOKYMEHTa WCIPABUTH JOMYIICHHbIE B TEKCTE OIMIMOKH U
BCTaBUTh  OMNpENENICHUST W3 HOPMATHBHO-TIPABOBOTO WJIM  HOPMATHBHO-
METOJMYECKOT0 JIOKYMEHTa, pacimdpoBaTh abOpeBUATYPY, MPOBECTH CBEPKY
HOPMATHUBHBIX  JIOKYMEHTOB, HCIOJB3YySl  CIPABOYHO-TIPABOBYIO  CHUCTEMY.
[ToATOTOBUTE MPOEKT PACTIOPSAUTEIHLHOTO JTOKYMEHTA 00 YTBEP)KICHUH JaHHOTO
OpPTaHU3alMOHHOTO JOKYMEHTAa, TJ€ OPTaHW3allMOHHBIA JOKYMEHT OyaeT
SBJIATHCS TOKYMEHTOM-TIPHIIOKCHUEM.

JIsi  BBITIOJTHEHUWST 3aJlaHds YYACTHUKY TIPEIaraercs TEKCT
JIOKyMEHTA B DJICKTPOHHOM BUIEO0HEMOM 5 CTpaHHII.

[IprmepHBIN anrOpUTM BBITIOJHEHUS 3a1aHUS

1. IlonroToBka pabodero MecTta: TMpoOBEepKa pPabOTOCTIOCOOHOCTH OPTTEXHHKH,
MPOBEpPKa M pa3MENICHHE KaHIESIPCKUX MPUHAIC)KHOCTEH.
2. Nzyuenue 3ananus. M3ydeHnue npecTaBIeHHOTO TEKCTA B AJIEKTPOHHOM BHUJIE.
3. CBepka Ha3BaHWM, JaT W HOMEpPOB, IMPEACTABICHHBIX B TEKCTE JOKYMEHTa
HOPMATHBHO-TIPABOBBIX W HOPMATUBHO-METOJAMYECKUX aKTOB, C HMCIOJIb30BaHHUEM
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CIIPABOYHO- MPABOBOM CUCTEMBI.

4. PaciindpoBka ab0OpeBUATyphl U BCTaBKa B TEKCT ONPEICICHUN U3 HOPMATHUBHOTO
JIOKYMEHTA C UCIIOJIb30BAHUEM CITPABOYHO-TIPABOBOM CHCTEMBI.

5. ®opmarupoBanue, O0GOpPMIICHHE, [OMOJHEHHWE HEIOCTAIONIMMU PEKBU3UTAMU
MPOEKTa OPraHU3aIMOHHOT0 JOKYMeHTa ¢ yueToM TpeboBanuii ['OCT.

6. lonomHenue OpraHU3aluOHHOTO JIOKyMEHTa
npuioxkeHuem. Micronp30BaTh CKAaHUPOBAHUE WIIA CIIPABOYHO-TIPABOBYIO CUCTEMY.

7. CocraBienne U oQOpMIICHHE PACTIOPSAUTEIBHOTO TOKyMEHTa 00 yTBEPKICHUU
OpPraHU3aIlMOHHOTO TOKYMEHTA.

8. CoxpaneHue TrOTOBOTO JOKYMEHTa B TMalke Ha paboyeM CTojie TO0J CBOUM
HOMEPOM yYaCTHHKA C YKa3zaHueM MoAyJs (mpumep, 12 Monyns A).

9. BoiBoa oOKyMeHTa Ha TedaTh, 0OPMUB HOMEDP YUACTHHKA B HIXKHEMKOJIOHTUTYJIC.

10. CoxpaHeHue mnamnkd C JOKYMEHTOM II0JI CBOMM HOMEpPOM YYacTHHKA C
yKazaHueMMoyis (mpumep, 12 Moayns A) Ha ¢uien-HocuTene.

11. Ilepenaya qokyMeHTa U (hJI€II-HOCUTENS SKCIIEpTaM JUIsl OLICHUBAHMSL.

12.  YOGopka pabodero mecra.

Moayas 2: Oprasusanus apXMBHOM PpadoThl 1O JOKyMEHTaM
OpPraHu3anuil pa3jiu4HbIX PopM COOCTBEHHOCTH.

3aganre MOyJis 2:
JKCNEePTH3a HEHHOCTH M UCMOJb30BaHUE APXUBHBIX JOKYMEHTOB H e

VYyacTHUKaM MPEJOCTABICHBl JEla YaCTUYHO O(OPMIICHHBIE U B POCCHIIH.
YyactHuky HeoOxomumo chopmupoBath U O0QOPMUTH Jena  MOCTOSHHOTO,
JOJITOBPEMEHHOTO M BpeMeHHoro xpaHeHus. OQopMUTh BHYTPEHHHE Y4Y€THBIE
JOKYMEHTBHI jefia: OOJOXKKHU i€, JIMCThI-3aBEpUTENIM, TMpPU HEOOXOIUMOCTU
BHYTpeHHHME onucH. [IpoBecTH 3KCnepTU3y LEHHOCTHM IJOKYMEHTOB M JEN, B XOJE
KOTOPOM BBISIBUTH Ji€Jla JJIi BHECEHUS B TOJOBOM pas3fell ONUCU IOCTOSHHOIO
XpaHEHUs U 1O JUYHOMY COCTaBY, BBLACIUTH Jejla C UCTEKIIMMU CPOKAMH XPaHEHUs
JUTSl YHUYTOKEHUS U COCTABUTD aKT.

Bcero ayig BBIMOMHEHUS 3aJlaHdsd YYacTHUKY IMpejaraercss S Jel.
Jomxubl ObITh O(opmileHbl Bce aena. [Ipyu BBIMOTHEHUWM pabOTHl HCMOJIb30BAThH
Howmenknarypy aen.

ITprmepHBIN anrOpUTM BBITIOJHEHUS 3aaHNUs:

1. ITogroroBka pabouero mecra: MpoBepka pabOTOCIOCOOHOCTH
OPI'TEXHHMKH, IIPOBEpKa M pa3MEICHUE KaHIECIIPCKUX IPUHAIICIKHOCTEH,
pa3MeIieHue Jell.
W3ydeHne 3ajaHus 1 O3HAKOMIICHUE C JOKYMEHTaMH.
3. ['pynmupoBka WCHOTHEHHBIX JOKYMEHTOB B Jella W WX
CUCTeMAaTH3alHs BHYTpHU Jeiia, GopMHpOBaHUE JIET U3 POCCHIMA HAa OCHOBAHHHU

no
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HomenknaTypsl gen.

Ceepka copMUPOBaHHBIX 1€ Ha COOTBETCTBUE 3arojIOBKaM
HomenknaTypsl gen.

IIpoBepka NMpaBUIBHOCTH CUCTEMATH3ALUH JOKYMEHTOB BHYTPH
nena, TMpU HEOOXOJMMOCTH COCTaBlIEHME BHYTpeHHeW omnucu gena. [lpu
oQOpMJICHUU BHYTPEHHEH OMHCH MOXKET ObITh MCIOJIb30BaH OJAHK BHYTPEHHEU
OIHMCH, TMPEAYCMOTPEHHBII HOPMATUBHBIMU JOKyMEHTaMH. /[l BBINOJHEHUS
3aJIaHUs UCIIOJIB3YETCSl CIPABOYHO-IPABOBAsI CHCTEMA.

BHyTpeHHs omuch MOXET ObITh OQOpMIIEHA Kak B 3JEKTPOHHOM BHUAE U

pacicdyaTaHa, Tak 1 Ha 6YMa)KHOM HOCHUTCJIC PYKOIIMCHBIM CcrocoOom.

6.

10.

11.

12.

13.

Hymepanus nuctoB gena u oQopmileHHE JHCTa-3aBEPUTEIS.
[Tpu odopmienun nucra-3aBepuTesiss MOXKET ObITh HCIOJIb30BaH OJIaHK JIMCTa-
3aBEpUTENsA,  MPEIYCMOTPEHHBIH  HOPMATUBHBIMU  JOKyMeHTamu.  Jlns
BBITIOJTHEHUS 33/IaHUSl HCHOJIB3YEeTCS CHPABOYHO-IIpaBoBasi cucreMa. JIuct-
3aBEPUTENIb MOKET ObITH O(POPMIIEH KaK B AJIEKTPOHHOM BHUJE U paclieyaTaH, Tak
U Ha OyMa)KHOM HOCHTEJIE PyKOMCHBIM CIIOCOOOM.

Odopmienne 00J0KEK e IMOCTOSHHOIO, BPEMEHHOIO
XpaHeHHUs JIJIsl TIepe/iauu Jes Ha apXxuBHOe xpaHeHue. [Ipu odhopmiieHnn o6moxex
MOXXET OBbITh HCHoJIb30BaHa ¢opMa OOJOXKKH JieNla, TPeayCMOTpEHHAs
HOPMATUBHBIMH JIOKYMEHTaMu. [l BBINOJIHEHUS 3aJlaHUs MOXET OBITh
WCIIOJb30BaHa CIPaBOYHO- TpaBoBass cucrema. OOJIOXKKa MOXET ObITh
opopMieHa Kak B AJIGKTPOHHOM BHJE W pacnedyaTaHa, Tak M Ha OyMaKHOM
HOCHUTEJIE PYKOIUCHBIM CIIOCOOOM.

BbIBOJ Ha 1eyaTh BCEX CO3/IaHHBIX TOKYMEHTOB.

PazMemienne BHYTPEHHUX OIKCEH, JIMCTOB-3aBEPUTENIEU B
nenax, IpUKpErUieHne 00JI0kKEK K JiesiaM, MPOIINBKA Je.

Opranuzanusi  3KCHEPTU3bl  IIEHHOCTH, COCTaBJICHUE U
oopMIICHHE TOJOBBIX Pa3/IeJIOB OMUCHU MOCTOSTHHOTO XPAaHEHUS M IO JUYHOMY
COCTaBy, MPU HEOOXOJAMMOCTH BBIJICIICHUS €I C UCTEKIIMMH CPOKAMHU XPaHEHUS
JUJIS yHUYTOKEHUSI U COCTABIICHHE AKTA.

CoxpaHeHne CO3JaHHBIX JIOKYMEHTOB B IManke Ha padodem
cTojie U Ha (Iem- HOCUTEJIE TOJ CBOMM HOMEpPOM YYAaCTHHKA C YKa3aHUEM
moyns (mpumep, 12 Moays D).

Ilepenaua oopMIEHHBIX A€, TOKYMEHTOB U (hJIeHI-HOCUTEIS
AKCIIepTaM JJIsl OLIEHUBAHMUS.

Y6opka pabouero mecra.

MoayJas 3: BeinosiHeHue padoT Mo 0JHOM WJIM HECKOJbKUM npodeccusam

padouYuX, JOJKHOCTAM CIYKALINX.

yI—IaCTHI/II(y HCO6XOI[I/IMO BBIIIOJIHUTh ~ JOKYMCHTHUPOBAHHUC  Ka/IPOBBIX

ormepanuii Ha OCHOBAaHUM TIPEACTABJIICHHBIX CIY>KEOHBIX 3alHCOK, 3asBJICHUMH,
MPUKA30B IO JIMYHOMY COCTaBYy. YYacCTHUKY HE0OXOIAMMO O(POPMHUTH MPHUKA3BI IO
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JUYHOMY COCTaBy, 3alOJIHUTh JMYHbIE KapTouku (Gopmbl T-2, TpynoBbIe KHIKKH,
KONUM  KAJPOBBIX JOKYMEHTOB B 3aBUCUMOCTH OT KaJpoOBOH OIepaluu.
BcenokyMeHTh HE0OX0IMMO 3aperuCTpUpPOBaTh B JKypHalaxX perucTpanud. Bcero
YYaCTHUKY TIPEIOCTABIACTCA S KOMIUIEKTOB JOKyMEHTallMd Ha OyMaKHOM
Hocutesne, HoMeHKkIaTypa nein W KypHAIbl PETUCTPAIlMA B DJICKTPOHHOM BHJIC.
JlomKkHBI OBITH O(POPMIIEHBI BCE 5 KOMITJIEKTOB.

HpI/IMCpHLIfI AJITOPHUTM BBITIOJIHCHUA 3a/IaHUA:

1. [TonroroBka paboyero MecTta: IpOBEpKa
paboTOCIIOCOOHOCTH ~ OPITEXHHMKH,  MpOBEpKa U
pa3MelIeHHe KaHLIEISIPCKUX TPUHAJIEKHOCTEH.
2. N3yuyenue 3a7anust ¥ 3HAKOMCTBO C JIOKYMEHTaMHU.
3. Cucremaruszanusi JOKYMEHTOB IO KaJPOBBIM OIEPALUSIM.
4. Odopmienre mnpuKa3zoB MO JIMYHOMY COCTaBy Ha

OCHOBAHHMH TPEJICTABICHHBIX JOKYMEHTOB: CIY>KE€OHBIX 3aIllMCOK, 3asBJICHUN
U MHBIX JOKYMEHTOB C pe3ontouuend pykooautens. Ilpu odopmienun
IPUKA30B YYACTHUKOM HCHOJIb3YIOTCS YHU(PUIMPOBaHHbIE (JOPMBI IPUKA30B
[0 JIMYHOMY COCTaBy, JJisl MOMCKAa YHU(ULIMPOBAHHBIX (OPM — CHPABOYHO-
IIpaBOBAasl CUCTEMA.

S. OOpaboTka M perucrpaius BCEX CO3JaHHBIX KaJpOBBIX
JOKYMEHTOB B JypHaJle€ PErucTpaliu, MPEACTaBICHHOM B 3JIEKTPOHHOM
BUJIE.

6. Odopmrenne 1 3amoHeHUE TUIHBIX KapTouek (hopmbl T-2.

7. Odopmiienrne ¥ 3aMOJHEHUE TPYJIOBBIX KHWKEK IIpH
HEOOXOUMOCTH.

8. CucremaTu3aius JOKyMEHTOB O KaJIPOBBIM OIEpaIHsIM U

COXpaHEHHE JTOKYMEHTOB B IManKe Ha pabodeM CTOJI€ MOJ CBOMM HOMEpPOM
y4aCTHHKA C YKa3aHueM MoayJst (mpumep, 12 Moayns B).

Q. BeiBom  Ha  meyaTh  BCEX  CO3MIaHHBIX
JIOKyMEHTOB, BKJIIOUYas >KypHAIbIpErUCTpaluu 6e3 00JI0KeK.

10. CucremMaTuzaiys KaJapoBbIX JOKYMEHTOB IO (haMIIIHSIM
COTPYIHUKOB TaIKe-pEerucTpaTope.

11. CoxpaHeHue Mankd ¢ JOKYMEHTOM MOJI CBOMM HOMEPOM
y4acTHHKA ¢ yKazaHuem MylH (rpumep, 12 Moayns B) Ha dnem-nocurerne.
12. [lepeqaya  AOKYMEHTOB U (priemi-HOCHUTENSI DKCIIEpTaM

JUTSIOTICHUBAHMSI.
13. VY6opka pabouero mecra.

3.1.1.1. ¥YcJoBusi BbINOJHEHHUS MPAKTHYECKOT0 32 IaHUA

JleMOHCTpaUMOHHBIM ~ 3K3aMeH  mpoBoaurcss B LleHTpe  mpoBeneHus
JEMOHCTPAIMOHHOTO dK3ameHa (nanee — LI1J]D), mpeacrasmistonieM coboi MIOMAIKY,
00OpYZIOBaHHYIO M OCHAIlEeHHYI0 B cooTBeTcTBUM ¢ TpeboBanmsimu KOJI 46.02.01-
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2024.

I MoxeT pacnionaratbCcsi Ha TEPPUTOPUM KOJIJIEIKA, a P CETEBOM dopme
peamuzauuu [MIICC3 — Takke Ha TEPPUTOPUM WHOM OpraHu3aluu, O0IaJarolie
HE0OXOAMMBIMU pecypcaMu it opranuzaruu LIT10.

LIIAD nomxeH ObITh 000pyIOBaH B coOTBeTcTBUM ¢ TpeOoBaHusiMu KOJ|
46.02.01 (nmynkt 1.2 «Ilepeyenbp o0OOpyJOBaHWS W OCHAIIEHUS, PACXOIHBIX
MaTepuajoB, CPEACTB OOy4deHHs U BocmuTaHus»; MyHKT 1.3 «llman 3actpoiiku
TUIOIIAKHIEMOHCTPALIMOHHOTO SK3aMEHA» ).

3.1.2. KpnTeplm OIICHKH BBINMOJIHCHUS 3a/ITaHUSA NEMOHCTPAIIMOHHOTO
IK3aMeEHa

3.1.2.1. Tlopsnok oueHKH

[Ipouenypa OLICHUBAHUS pe3ynbTaTOB BBITIOJIHCHUS 3aJlaHu’
JIEMOHCTPAIIMOHHOTO SK3aMEHa OCYIIECTBIACTCS WIEHAMU SKCHEPTHON TPYMIBI MO
100-6annbHOM mIKane B cooTBeTcTBUM ¢ TpeboBanusmu KOJI 46.02.1-2024.

TpeOoBaHUsT K OIICHMBAHUIO PE3YJIHTATOB JEMOHCTPAIIMOHHOTO 9SK3aMEHa
6azoBoro ymH ycraHoBiaeHHbIe B KOJI 46.02.01-2024, npuBeaceHs! B Tabimie 1.

Tabnuua 5 — TpeboBaHUs K OIIEHUBAHUIO PE3YJIbTAaTOB JEMOHCTPALIMOHHOTO
AK3aMeHa 0a30BOT0 YPOBHS

| MakcHuMAaJIbHO BO3MOKHOE KOJHYECTBO 0AJJIOB | 100 |
Ne MopnyJs 3axaHus Kpurepuii ouenuBanus
n/n (BUI 1eSITEeJILHOCTH, BU/ Banabl
npodgecCUOHATBLHOI 1esITeILHOCTH)
1 | OcymecTtBienue Opranuzanus paboTsl C TOKyMEHTaMHU. 40,00
OpPraHU3alMOHHOTO U Opranunzanust 06paboTKu Aen 1Jist
JOKYMEHTAIIHOHHOTO MOCJIEAYIOUIEr0 XPaHEeHHsI.
obecrieyeHust IesITeNbHOCTH Opranu3zaiys TeKyIero XpaHeHus
OpraHu3alyu JIOKYMEHTOB.

Pa3paboTka JIoKaTbHBIX HOPMATHBHBIX
aKTOB, pETJIaMEHTHPYIOLINX padoTy
ceKperaps

Cocrasienue u ohopmieHne
yIpaBJIEHYECKON JOKYMEHTALUH

2 | Opranuzanusi apxXuBHOU OpranHu3aiusi MOCTOSTHHOT'O XPaHEHHUS 40,00
paboTHI 10 JTOKYMEHTaM ApXUBHBIX JIeJT (JOKYyMEHTOB).
OpraHM3aIMi pa3IuuHbIX KoMruiekToBaHNE apXUBHBIMH JICTIaMH
(bopM cOOCTBEHHOCTH (TokymeHTaMH) apxuBa. Yder

ApPXUBHBIX /1€ (JOKYMEHTOB).
Opranuszanys UCIoJIb30BaHUS
APXMBHBIX JIe] (JOKYMEHTOB).

3 | BemonHenue paboT 1mo oaHON [Tnanuposanue pabouero qHS 20,00
WM HECKOJIBKUM mpodeccusim ceKpeTapsl.
paboYnX, TOIDKHOCTSIM Opranuzaiysi padoThl C TOCETHTEISIMU
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CITyXKaIux B IPUEMHOM PYKOBOJIUTEIIS.
Opranuzanysi 1 nojaJiepKaHue
(YHKIIHOHAIHHOTO pabodero
MPOCTPAHCTBA MPUEMHON U KaOWHETa
PYKOBOJUTESL.

BHeapenue crcTeMbl 3JEKTPOHHOTO
apXuBa OpraHu3aIny.

HTroro 100,00

bannel  BBICTABISIIOTCS B IIPOTOKOJIC IIPOBCACHHUA ACMOHCTPAIIHMOHHOI'O
OK3aMCHa, KOTOpLIﬁ IHOAIIMCHEIBACTCA KaXXJAbIM YJICHOM SKCHepTHOfI I'pyIIibl H
YTIBCPKOAACTCA TJIABHBIM  3KCIICPTOM  IIOCJIC 3aBCPIICHHUA ACMOHCTPALIMOHHOI'O
OK3aMCHa IJIA 3K33.M€H3HHOHHOI?I TI'PYIIIIBI.

3.2.2 TIlopsinok nepeBoaa 0aljIoB B CUCTEMY OICHHBAHUS

[TepeBoj pe3ylbTaTOB IEMOHCTPALIMOHHOTO dk3aMeHa U3 100-0amapHOM IIKaJIbI
B 5-0a/uIbHYIO OCYIIECTBIIIETCS Mo cxeme, pekoMenaoBanHoi B KO/ 38.02.03-2024
(Tabmura Ne 6).

Ta6numa Ne 6 — Cxema nepeBojia pe3yJibTaTOB AEMOHCTPAIMOHHOTO SK3aMeHa U3
100-6an1pHOM MKaJIBI B 5-0a7UTbHYIO

OreHka 2 3 4 5
(5-0anbHas mKana) «HEYIOBJIETBO- «yIOBIETBO- «XOPOILIO» KOTIIMIHO»
PHUTEIBLHO» PHUTENBLHO
Omenka (100-
OatbHAasl [IKAJIa) 0-19,99 20-39,99 40-69,99 70,00-100,00

4. HOPAJOK OPIrAHUM3AIIMMA U ITPOBEAEHUSA 3AINUTHI
JAUIIJIOMHOI'O TIPOEKTA (PABOTBI)

3.1.3.00mme mnoso:xkeHus (BKIIOYAOT OMHCAHHWE TMOPSAIKAa TOJITOTOBKUA H
3alUThl JUIUIOMHOTO TIPOEKTa (paboThl), OCHOBHBIE TpeOOBaHMUS K OpraHU3alluu
nporeayp)

[ToaroToBka IUIIOMHOTO MpOeKTa (PaboThl) OCYIIECTBISAECTCS B COOTBETCTBHUHU C
[TonmoxenneM no ['ocynapCTBEHHOM UTOTOBOW aTTECTALUU.

3amura JUIIIOMHOTO MPOEKTa (paboThl) MPOBOAUTCS B CPOKH, YCTAHOBIICHHBIC
KaJIeHTapHbIM yueOHbIM TpadukoMm aist ['MA, mocie neMOHCTpalmOHHOTO SK3aMeHa
1o pacnucanuto 3aceganui ['OK.

Jlns  mpoBeieHUs TMPOLEAYpPhl 3alllUThl AUIJIOMHOTO TIpoekTa (paboThl)
HEO0OXOJIMMbI CTaHIApTHAS yueOHas ayIUTOPHsI, MyJIbTUMEIUNHBIN MPOEKTOP, IKPaH U
HOYTOYK, a Takxke cieaypllee mnporpamMmmHoe ooOecnedenue: MicrosoftOffice wu
npyrux. B kauecTBe MCTOYHMKOB HOPMATHUBHBIX M 3aKOHOJATEIbHBIX aKTOB
Poccuiickoit ®Depnepariuu B chepe OAHKOBCKOTO Jiejia HCIOJIB3YETCs CIpaBOYHAS
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npasoBas cucreMa «KoncynpranTllmocy.

3amuTa JUIUVIOMHOTO  HpoekTa (paboThl) MPOUCXOAUT HA  OTKPHITOM
3acenannu I OK.

[Tpouenypa 3aMThl JUIUIOMHOTO MPOEKTa (paboThl) BKIIOYAET B ce0s JOKIAL
00y4aroIerocs, 3a4MThIBAHUE OT3bIBA PYKOBOJAUTENS TUIUIOMHOTO MpoeKTa (paboThl)
U peneHsuu, Bonpocsl wieHoB ['OK, oTBeTsl oOyuaromierocs, a Takke BBICTYIUICHUE
PYKOBOJIUTENS JUIUIOMHOIO MTPOEKTa (pabOThl) HPELEH3EHTA, €CJIM OHU IPUCYTCTBYIOT
Ha 3acenanuu ['OK.

Bo Bpems mokiama oOydaromMiACsT WCIIONB3YET MOATOTOBICHHBIA HATJISTHBIN
MaTepuai, WITIOCTPUPYIOIIUH OCHOBHBIE TIOJIOKEHUS JUIIOMHOTO MPOEKTa (paboThl).
[Ipu otBere Ha Bompockl wieHoB ['OK oOywaromuiics mMeeT mpaBoO MOJIb30BATHCS
CBOEH paboTOM.

Taxxe oOydaromeMycsi MOTYT OBITH 3aJaHbl BONPOCHI O BHAAX, 00BEME H
KayecTBEpadOT, BHIIIOJHEHHBIX UM B XO/1€ MPAKTUKH U YKA3aHHBIX B aTTECTAllMOHHBIX
JUCTaX W XapaKTepUCTUKax oOydaromerocs Mo y4eOHOM M MPOU3BOJCTBEHHOU
IIpaKTUKaM, W  JIONOJIHUTEIBHBIE  BOIIPOCHI, HANpAaBICHHBIE HAa  IIPOBEPKY
c(pOPMUPOBAHHOCTH y 00YUAIOUIETOCs TOM WJIM UHOW KOMIIETEHIIHH.

3.1.4. TlpumepHasi TeMATHKA IUILUIOMHBIX IPOEKTOB (padoT) mo
CHeNMAJTbHOCTH

Tembl IDUIUTOMHBIX MPOEKTOB (pabOT) OMpENENeHbl C YYETOM PEKOMEHAALMIMA
[TOOII. BrimycKHUKY HpeIOoCTaBIsETCS MpaBoO BbIOOpa TEMbl JUIIOMHOIO IPOEKTa
(pa®oThl), B TOM 4HCIIEe MPEAJIOKEHUS CBOCH TeMbl C HEOOXOIMMBIM OOOCHOBAaHUEM
1eeco00pa3sHOCTH €€  pa3paboTKU Il MPAKTUYECKOro TMpuUMEHeHus. Tema
JUIUIOMHOTO TMpOeKTa (paboThl) JOJIKHA COOTBETCTBOBATH COJIEPIKAHUIO OJHOTO WU
HECKOJBKUX MpodeccruonanbHbix Moayiiei, Bxoasmux B [TIICC3.

Tembl IUIIIOMHBIX MPOEKTOB (paboT) OTBEYAIOT COBPEMEHHBIM TPEeOOBaHUSIM
pa3BUTHS BBICOKOTEXHOJOTMYHBIX OTpaciied HAayKH, TEXHHKH, IPOU3BOJCTBA,
PKOHOMHMKH, KyJIbTYpbl U 0Opa3OBaHMs, HMEIOT MNPAKTUKO-OPUEHTUPOBAHHBIN
XapaxkTep.

[lepeueHp TEeM cCOIVIACOBAaH C TMPEACTABUTEISIMU paboTodaTelel WM HUX
oObeaMHEHUH 10 NMPOQUITIO TOJTOTOBKH BBIITYCKHUKOB B paMKax Mpo(ecCHOHANIbHBIX
MO/TyJIEH.

[Ipu ompeneneHuy TeMbl AUILUIOMHOTO MpOEKTa (paboThl) CIEAYyeT YUUThIBATh,
YTO €€ COAECPKAHUE MOKET OCHOBBIBATHCA:

—  Ha 00001IeHNN Pe3yIbTaTOB BBHIIIOJHEHHONW paHee 00yJarommMcs KypcoBOM
paboThl (MpOEKTa), €CId OHa BBINOJHSAJIACh B pPaMKaX COOTBETCTBYIOILETO
poecCUOHATEHOTO MOTYJIS;

— Ha HCIOJb30BAHUU PE3YJIbTATOB BBIMOJHEHHBIX paHEe MPAKTUYECKUX
3aJlaHU.

Bri0op oOyuaronuMces TeMbl IUILUIOMHOTO MPoeKTa (paboThl) OCYIIECTBIAECTCS
JI0 Hayaja TMPOW3BOACTBEHHOW TMPEIIUIIIIOMHON TIPAKTUKH, YTO OOYCIIOBJIECHO
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HCO6XO,III/IMOCTBIO c60pa IMPAKTUYCCKOTO MaTC€pHraja B IICPUO[ €€ IMIPOXOKACHU.

Ilepeyennb TeM TUIJIOMHBIX POEKTOB (PadoT)

1. JloKyMEHTHpOBaHME KaJIpOBOW JEATEIBHOCTH OpraHu3alMd W IIyTH €€
COBEPILIECHCTBOBAHHS.

2.  CoBpemeHHble  crmocoObl  00pabOTKM  JOKYMEHTOB M METOIBl  UX
COBEPILIEHCTBOBAHHS.

3. AHanu3 paboThl IO BEJICHUIO, YUETY U XPAHEHUIO TPYIOBBIX KHUKEK.

4. Ananmu3 JOKYMEHTALlMOHHOTO OOECIEeYeHUs YIpaBiI€HUS OpraHu3alud U
pa3paboTKa MpeI0KEHHI MO0 €T0 COBEPIICHCTBOBAHUIO B KOHKPETHOM OpraHu3alluu.
5. Ananu3 pa3paboTKy HHCTPYKLUU O JAEIONPOU3BOACTBY Ha NPEANPUATHH.

6. Opranuzaunuss JOKYMEHTOOOOpOTa U pa3paboTKa MpemioKEHUH 1o  ero
COBEPILIECHCTBOBAHHUIO HA KOHKPETHOM MIPEIITPUATHH.

7. OpraHusanus ydyera U apXMBHOI'O XpaHEHUsS! JOKYMEHTOB OpraHH3aliu.

8. OcoOeHHOCTH MOATOTOBKU M 0(hOPMIIEHHUS] OPTaHU3ALMOHHBIX IOKYMEHTOB.

9. OcobGeHHOCTH OATOTOBKU U O)OPMIIEHUS paCIIOPSIUTENBHBIX JOKYMEHTOB.

10. OcobeHHOCTH TOATOTOBKM U O(GOpPMIEHHUS CIPABOYHO-UH(POPMAIMOHHBIX
JIOKYMEHTOB.

11. Ananu3 opranuzanuu padoThl C MUCbMaMU U OOpaICHUSIMU TPaXaaH.

12. ITpoGiembl OpraHu3alyy TEKYIEro XpaHEHHs TOKYMEHTOB.

13. W3yuyeHne opraHu3aluM IOATOTOBKM J€JI K AaPXMBHOMY XPAaHCHHIO M AHAIIN3
BBISIBJICHUS TTPOOJIEM.

14. IIpoGnembl KOMIUIEKTOBAHMSI apXWMBa OpPraHU3allMd M IMPOBEICHUE SKCIEPTU3BI
LEHHOCTH JIOKYMEHTOB.

15. Ananu3 pabotsl cinyx0b1 JIOY npeanpusitus.

16. Opranuzanus qeaTeIbHOCTH CEKpETapsi PYKOBOAUTENS.

17. Opranuzarust paboThl ¢ KOH(pHUACHIIMATEHON HHGOPMAIIHEH.
18.JlIoOKyMEeHTallMOHHOE ~ OOECIeYeHne CIY»KObl KaJpOoB W HAMpaBICHUS €ro
COBEPILIECHCTBOBAHHSI.

19. Ananu3 OCHOBHBIX HAMpPaBJICHUN Pa3BUTHS HHGOPMAIIMOHHBIX TEXHOJIOTHM.

20. AHanu3 NPpUHIMIIOB MOKUCKA U 00pabOTKHA JOKYMEHTHOM MHPOpMaLIUU.

21. YHudukanus u cTaHAapTU3ALMS JIOKAJTbHBIX HOPMATUBHBIX aKTOB.

22. UccnenoBanue npoOieM SKCIEPTU3bl IEHHOCTH IOKYMEHTOB B JIEJIONIPOU3BO/ICTBE.
23. ApxuBHOE 3aKOHOJIaTE€IBCTBO U MPOOJIEMbl OPTaHU3aLUU IOKYMEHTOB APXUBHOTO
dboHIa B OpraHu3aiusx.

24. TeHeHIIMU Pa3BUTHUS APXUBHOIO IpaBa HA COBPEMEHHOM JTalle.

25. CTaHOBJIEHUE U PA3BUTHE MOHSITHUS «apXUBHOE MPABOY.

26. Opranms3anus y4€ta W OOECIEYEHUE COXPAHHOCTH ApPXUBHBIX JIOKYMEHTOB B
OpraHU3alyH.

27. OcobeHHOCTH 0OecTeueHus: COXPAaHHOCTH JOKYMEHTOB B JIEJIOTIPOU3BOJICTBE.

28. Metoauka oTOOpa JTOKYMEHTOB Ha TOCYAapCTBEHHOE XpaHEHHE W O(opMIIeHUE
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pPe3ynbTaTOB 3KCIEPTU3bI LICHHOCTH.

29. AkTtyanbHble TNpOOJEMBI CHCTEMATH3AllMM, XPAHEHUS M IOMCKAa JOKYMEHTOB
IIOCTOSIHHOT'O U JJOJITOBPEMEHHOT'O CPOKOB XPaHEHHS.

30. AKTyanpHblE BOIPOCHI YNOPSAAOYEHHS WM perjiaMeHTaluu TIOCyJapCTBEHHOIO M
BEJJOMCTBEHHOTO XpaHEHUs HH(OpPMALMM M JOKYMEHTAlMM HA HETPAJAULIMOHHBIX
HOCHUTEIISIX.

31. KommnekroBanue QenepaibHbIX apXMBOB HA COBPEMEHHOM JTarle.

32. AHanu3 BIMSAHHUS COBPEMEHHBIX HMH(POPMAIMOHHBIX  TEXHOJOTMHA  Ha
JOKYMEHTUPOBAaHHUE.

33.lokyMeHTHpOBaHuE 0TOOpa, HaliMa U MpUemMa IepcoHaIa.

34. Opranuzanus paboTbl ¢ KOHPHUIEHIIUAITBHBIMU TOKYMEHTaMH B cpepe yrnpaBiIeHHs

MIEPCOHAJIOM.

35. HWccnemoBaHnue W aHaIM3 CHUCTEMBbI JIOKYMEHTAIIMOHHOTO  OOecredYeHus
yIpaBJICHHUS.

36. Hcnonp3oBanue 3IEKTPOHHOTO JIOKyMEHTO000pOoTa KaJIpOBOTO
JIETIOTPOU3BOJICTBA.

37.Anamu3  opraHuzanuu  3(GGEKTUBHONH  pabOTBI  CHCTEMBI  DJIIEKTPOHHOI'O
JTIOKYMEHTO000pOTA.

3.1.5.CTpykTypa u cojep:kaHue JUIIOMHOTIO MpoeKTa (padoThl)

JdumoMHass pa0oTa HAYMHAETCS C TUTYJIBHOIO JIMCTa, JAajiee BKIIOYAET

CJIEAYIOIINE PA3AEIbI:

- COJEp)KaHue,

- BBEJICHUE;

- OCHOBHAs 4acTb (TeOpeTHYeCcKas 4acTbh, IPAKTHUECKask 4acTb)
- 3aKJIIOYCHUE;

- CIIUCOK UCIIOJIb30BAHHBIX UCTOYHUKOB;

- NPUJIOKEHUS.

BoinonHenne aumiioMHOM pa®oOThl JOMKHO BECTHCh B COOTBETCTBUU C
rpauKoM U 3aJaHHeM, pa3padOTaHHBIM PYKOBOJUTENIEM COBMECTHO C 00Y4arOIIUMCH.

3ajaHue Ha JUIUIOMHYIO paOoTy, 3alOJIHSETCS B COOTBETCTBUU C THUIIOBOM
dopmoii. 3amaHue, OT3bIB M PELEH3Us XPaHATCS OTAEIbHO W MPUIIAraloTcs K
JTUTLITIOMHOM padoTe.

3ananue B 00beM BKP He BXOIUT U HUCT 3aJ1aHUsl HE HyMEpPYyeTCs.

TutyneHblil nucT sBaserca nepBbiM JuctoM BKP u 3amonnsiercs mo ¢dopwme,
YTBEPKJIEHHOM B 00pa3oBaTelbHOM opraHu3auud. Hananucu BbIMONHSIOTCS Ha
KoMmIbtoTepe. Homep cTpaHuibl Ha TUTYJIBHOM JINCTE HE YKa3bIBAIOT.

CopepxxaHue npeacTapisieT coO0M OTAENbHYIO CTPAaHUILY, I/I€ MOCIEI0BATEbHO
U3J1araroTCsA: BBEACHHUE, HA3BaHWC pA3JEIOB U IOAPaA3[CiIOB, 3aKIIOYEHUE, CIIMCOK
WCIIOJIb30BaHHBIX MCTOYHMKOB, HAMMEHOBAHUE NPWIOKEHHUM, C YKa3aHUEM HOMEPOB
CTpaHUI] Hauajaa KaXJ0ro CTPYKTYPHOIO JIEeMEHTa padOoThI.

Bo BBeaeHuu mnpuBOIUTCS OOOCHOBaHHE AaKTYyaJIbHOCTH BBIOPAHHOM TEMBI,
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onpenensieTcss 00beKT, MPEeAMET U METOJbl HCCIeNoBaHus, GOPMYIUPYIOTCS 1IeNb U
3a/layd  UCCJIeIOBAHUS, TPUBOAUTCS XapaKTEPUCTHKA HCTOYHUKOB HH(POPMAIINH,
CTPYKTypa paboThI.

OO0beM BBeJICHUS HE JIOJDKEH MPEBBIIATh 3 CTPAHMII.

Conepxanue pabOThl 3aKIIOYAETCS B OTPAXKEHUU CBOETO COOCTBEHHOIO
MOHUMAHUSI U OCMBICIICHUSI BOIIPOCAa HA OCHOBE M3y4Y€HHUS MCTOYHMKOB MH(MOpPMAIIHH,
MaTepUaiOB MPEIAUIIOMHON MPAKTUKU U OLEHKHU TE€X WM APYTUX aCIEKTOB TEOPUH U
KOHIICTIIIUN CO CCHUTKOM Ha X aBTOpoB. CChIJIKaHa aBTOpa HAa UCTOYHUK 00s3aTelbHa.

OcHoBHast  4yacTb  JUIUVIOMHOW  pa0OThl  BKJIIOYAET  TEOPETUUYECKYIO,
MPAKTUYECKYIO YaCTh.

B Teopernueckoil YacTM aHATM3UPYIOTCS OCHOBHBIE MPOOJIEMBbl BHIOpaHHOM
TEMbl, OTpPaXalTCs MHEHHUS  Pa3JIMYHBIX  aBTOPOB, TMPHUBOJATCS  BBIBOJIBI
OoOy4Jaromierocsi, TEOPETHUYECKUE aCMeKThl Pa3BUTHUS WM  COBEPIICHCTBOBAHUS
BbIOpaHHON TIpoOsiembl. B nanHoM Oiioke 00001IaeTcsi HOPMATUBHBIA MaTepHall U
CBEJICHHMSI W3 Pa3HbIX JINTEPATYPHBIX HCTOYHUKOB IO JAHHOM TeME, H3Jaraercs
apryMEHTHUPOBAHHBII aBTOPCKUN MOAXOJ K PACCMOTPEHHBIM KOHUEMLHIM, TOYKaM
3penusa. O0630p JOKEH HOCUTH MPOOJIEMHBIN, a HE XPOHOJOTHMYECKHUI XapaKkTep, OH
JIOJDKEH PACKPBIBATh COCTOSIHUE BOMPOCA MO PAa3HbIM JIMTEPATYPHBIM HCTOYHUKAM.
HasBanue »Toro paszuena JOMKHO COOTBETCTBOBATH BHIOPAHHOW T€ME, HO HE JOJHKHO
e¢ 1yOIupoBaTh.

Baxkna mipaBwiIbHasi TPaKTOBKA TMOHSATUH, WX TOYHOCTh W HAYYHOCTb.
Hcnonb3yembie TEepMUHBI M (POPMYJbI JIOKHBI OBITh  OOIIECTIPUHSTBIMU WU
MPUBOJUTHCS CO CCHUIKOM Ha aBTOpa ¢ YKa3aHMEM UCTOYHUKA U cTpaHullbl. Hanmpumep:
[3].

TeopeTndeckyro 4yacTh pabOThl PEKOMEHIYETCS HaMHUCaTh J0 MPOXOXKICHUS
NPEATUITIOMHOM TMPAKTUKKA, YTO TMO3BOJUT OOydYaromemMycsi CKOHIEHTPUPOBATH
BHMMaHHE Ha aHAJIN3e HEOOX0IMMON HH(POPMAITUH.

Bropas wacte aumioMHON paOOThl JOJKHA OTpaXkaTh MPAKTHUYECKUM OIBIT
0aHKa, B KOTOPOM OOYYAIOIIMICS MPOXOIUT MPEIIUIUIOMHYIO MPAKTHUKY, MO TEeMe
JTUTIJIOMHON paboThl. B 3aBUCHMOCTH OT TEMBbI JIUIUIOMHOW pPaOOTHI, OCBEHIAIOTCS
aHANMUTUYECKHe, (DMHAHCOBO-PACUETHBIE M MAPKETUHIOBBIE BOMPOCHl. OHA BKIIOYAET
OpPraHU3alMOHHO-YKOHOMUYECKYI0 XapaKTEPUCTHUKY OOBEKTa HMCCIICIOBAHUS, aHAIU3
HCCIIEyeMOTO BOIPOCAa U BBHISBJICHUE PE3EPBOB YIYUIICHUS; PEKOMEHJAIMU 10
YIYUYIIEHUIO COCTOSTHUS MCCJIEIYyEMOro BOIPOCa, B COOTBETCTBHM C TPOBEACHHBIM
aHAJIM30M U BBISIBJIEHHBIMU HEJIOCTAaTKaMHU, HEOOXOIUMO pa3padoTaTh MPEIJIOKEHUS
110 COBEPIIICHCTBOBAHUIO.

OTOT pazzen MpeACTaBIsIeT COOOM pacyeTHO-MPAKTHUECKYIO YacTh pabOThl U
BBITIOJTHSIETCS TOMaTepuasaM, COOpaHHBIM B IEPUO MTPEAUIIIIOMHOM MPAKTUKH.

3aKII0YeHUE COACPKUT 0000IIEHNE TPOBEACHHBIX MCCASAOBAHUNA M BBIBOJIBI C
UX KpaTKUM OOOCHOBAaHHMEM B COOTBETCTBHUHU C IOCTABJICHHOW IEIBI0 U 3aja4aMH,
PACKpBIBAET 3HAYUMOCTH TMOJYYEHHBIX PE3yJbTaTOB. BBIBOMBI MOKHBI OBITH YETKO
chOpMYITUPOBAHHBIMU, OTPAYKATH CYTh BBHITIOJTHEHHOHN JAUIIOMHOM paOOTHI.

Pexomenmyemblit 00beM 3aKITIOUECHHS 2-3 CTPAHUIIBI.
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3akii0YeHre JISKUT B OCHOBE JIOKJIaaa, 00ydaronierocs Ha 3aliTe AUIIIOMHON
paboThI.

bubmuorpaduyecknii  COMCOK  BKIIOYaeT HMCTOYHUKM (B TOM  YHCIE
AIIEKTPOHHBIE) U JINTEPATYPY, UCIOIB30BaHHBIE 0OYYaIOUIMMCS B X0/1€ TIOATOTOBKU U
HamucaHuss paboTel W colepkuT He MeHee 20 HaumeHoBaHui. CrHucok
UCTIOJIb30BAaHHBIX MCTOYHHUKOB JIOJDKEH COfepkaTh Oubmuorpaduieckoe OmNHMcaHue
3aKOHO/IATEJIbHBIX U HOPMAaTHBHO-METOAMUYECKUX MaTepUAIOB, HAYYHBIX M Y4EOHBIX
NEPUOANYECKUX U3TaHUN, UCTIOJIB30BAHHBIX MPU HAMMMCAHUU PAOOTHI.

[IpunoxkeHus coaep>kaT BCIIOMOTATENbHBIA MaTepual (KOMWU JIOKYMEHTOB,
OTYETHBIE, CTATUCTUYECKUE JaHHBIC, TPOMEKYTOUHBIE PACUETHI, TUATPAMMBI, CXEMBI,
Oonpmive TAaOMMUBI U T. 1.), KOTOPBIA HELEIecooOpa3HO BKIIOYATh B OCHOBHBIE
pazaensl. [Ipunoxenust pacmosiaratoT B CTPOTOHM MOCIEAOBATEIBHOCTH, IO MEpe HX
YyIIOMUHaHUsl B TeKcTe paboThl. Kaxknoe mpuiokeHue NOIKHO MMETh Ha3BaHHUE U
o0o3HauaTbcs 3arjaBHOW OykBoil andasura. He pexomenmyercs nomMeniarb B
IPUIIOKEHUST HeOPOPMIIEHHbIE OJaHKU JOKYMEHTOB. [IpuioxeHust pacrosararotcsi B
KOHIIE JIUIIJIOMHOM paboThl MOCJIE€ CIMCKA MCIOIb30BAaHHBIX NCTOUHUKOB.

[Tpunoxxenus B 00beM IUIIIIOMHOM paOOThI HE BXOJAT.

O06beM AUMIIOMHON pabOTHI TOJKEH COCTaBIATh HE MeHee 50 cTpaHHIL.

3.1.6. ITopsi1o0K OLIEHKHU Pe3y/JIbTATOB JUIIOMHOI0 NPOeKTa (PadoThI)
Jlumomaast paboTa OIEHUBAIOTCS HA OCHOBAHHH:
- OT3bIBA PYKOBOJUTEIIS;
- OT3bIBa OUIMAIIBHOTO PEIIEH3EHTA;
- KOJUIETHAJILHOTO pelieHus [ 'ocy1apcTBeHHOM SK3aMEHAIIMOHHOM KOMUCCHH.
Pabora, mpereHayromas Ha OTIMYHYIO OILICHKY, JOJDKHA COOTBETCTBOBAThH
CJIEIYIOUTUM TPEOOBAHUSIM.
ConepxarenbHble TPeOOBAHUS:
1. KoppekTHo chopmynupoBaHHasi TeMa (MpobdieMa) UCcie10BaHus.
2. YeTkoe 000CHOBAaHME HAYYHOW W/WJTU MPAKTHUYECKOW aKTyaTbHOCTH TEMBI.
3. AKTyanbHOCTh  (Hay4yHass  W/WiIM  TpakTU4YecKas)  JOJDKHA  COJEpKaTh
bopMyIMPOBKYTPOOIEMHOM CUTYaIIUH.
4. BBenenue, COOTBETCTBYIOIIEE TPEOOBAHUSIM K paboTe.
5. [TonHOTA pacKpBITHS 3asBICHHON TEMBI U PEIICHUS TOCTABICHHBIX 3a71a4.
6. OTcyTCTBHE IPSIMBIX 3aMMCTBOBAaHUH M MPOCTPAHHOTO ITUTUPOBAHUSI.
7. [IpucyTCTBHE aBTOPCKOTO HCCIECIOBAHUS WIIU/U CaAMOCTOSITEILHOTO BTOPHYHOTO
aHam3a.
8. Hannuume TeopeTHveckoro M AMIUPUIECKOTO MaTepuana (A TEeOpEeTUIECKON WU
METOJIOJIOTUYECKON PabOThI — CAMOCTOSATEIIEHOTO TEOPETHUECKOTO HCCIEAOBAHNA).
9. Onucanue sMIUpUUECKOil 0a3bl, COOTBETCTBYIOIIEE TPEOOBAHUSIM.
10. Ctunuctuka u opdorpadus TEKCTa A0DKHA COOTBETCTBOBATH HAYYHOMY (opmMary
paboTHI.
dopmanbsHbIe TPEOOBAHUS:
1. O6bem — He meree 50 ctpanutl (0€3 MPUITOKEHUN ).
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2. CTpyKTypa COOTBETCTBYET TPEOOBaHUSIM.

3. Oopmienue paboThl COrIacHO TPEOOBAHUSM.

4. CiucOK UCIOJIb3yeMbIX HICTOYHUKOB, 0()OPMIICHHBIN COrIaCHO TPEOOBAHUSM.

5. Hymepartust ctpanmi.

6. MimocTpaTuBHBIA ~ MaTepuan (TaOMMIbI, PUCYHKH U T.I.) JIOJDKHBI OBITH

oopmiteHBICOTTIACHO TPeOOBaHUSIM (MMETh Ha3BaHUs, HyMEPAIHUIO U T.].).
JumiomHass  paboTa, HE COOTBETCTBYIOIIAs  COACP)KATEIBHBIM  W/WIU

dbopMallbHBIM TPEOOBaHUSIM, HE MOXKET OBITH JOMYyIEHa K 3amuTe. Ba)kHO OTMETHUTB,

yTO paboTa, cojepxaiias O0JIbIION MPOIEHT 3aUMCTBOBAHUM (T.€. IIUTUPYEMBII TEKCT

0€e3 CCBUJIOK aBTOpa) WJIM MPOCTPAHHOE LIUTUPOBAHUE HE JOMYCKAETCS K 3alIUTE MU

CHUMAETCS C 3aIUTHI.

3.1.7. TlopsAI0K OLEHKH 321U THI TUIJIOMHOI padoThI

3amura AUIUIOMHOM paloThl SIBISIETCS BaXKHBIM  3aBEPIIAIONIMM  HTArloM

yuebHoro npotuecca. K 3amure AumioMHon padoT JOMyCKatoTcs 00y4aromuecs:

- YCHEIIHO BHITIOJIHUBIIINE BECh YUCOHBIN TUIAH;

- 3AUIUTHUBIIHE OTYET O MPOXOKICHUH NMPEITUIIIIOMHON IPAKTUKY;

- TPEACTABUBIIKE B YCTAHOBJIEHHBIM CPOK JUIUIOMHYIO PabOTy C TMOJIOXKUTEIbHBIM
OT3bIBOMPYKOBOJIMTEIS U PELICH3UEH.

3ammra JUIIOMHON paboThl MPOXOAUT Hepes ['ocy1apcTBEHHON KOMHCCHEN Ha
OTKPBITOM 3aCE€IaHHH.

K cBoeli 3amure 00y4aronuiicsi-BbITyCKHUK JOJKEH:

- TMOJTOTOBUTH PeUb (BCTYMUTEIBHOE CJIOBO);

- TOJTOTOBUTH IPE3CHTAIIHIO;

- MpU HEOOXOJMMOCTH MOJATOTOBUTH pPAa3JaTOYHBIA MaTepHall AJii BCEX UJICHOB
KOMUCCHH.

ConepxkaHue BCTYNMUTEIBHOTO CIIOBA W Pa3aTOYHOTO (JEMOHCTPAIIMOHHOTO)
MaTepHaa JOJKHO ObITh COTJIACOBAHO C PYKOBOJIUTEIIEM.

BerynurenbHoe CIOBO JIOJDKHO COAEPKATh KPAaTKOE, HO YETKOE H3JI0KEHHE
OCHOBHBIX TIOJIOKEHUN IUIIIIOMHONU paboThl. JKenarenbHO, YTOOBI OOYYarOIIUIiCs
u3JjarajJ OCHOBHOE COJIep)KaHHE CBOEH paboThl CBOOOJHO, HE UYWTas MUCHBMEHHOIO
TEKCTA.

[locne BCTYNUTENBHOTO CJIOBA OOYyYarOLIMHCA OTBEYAET HA BOIPOCHI YJIECHOB
KoMuccud. KonruecTBo BOIPOCOB, 3a/1aBa€MbIX MPH 3alIUTE AUILIOMHON pabOThI, HE
orpanuuuBaeTrcs. IIpy MOArOoTOBKE OTBETOB Ha BOMNPOCHI OH HMEET IPaBO
MOJIb30BaThCs CBOEH AUIUIOMHOM pabotoi. OTBETHl Ha BOMPOCH JIOJKHBI OBITH
yOeIUTeNnbHbl, TEOPETUYECKH OOOCHOBaHbI, a MPU HEOOXOAMMOCTH MOJKPEIICHBI
uudpoBeiM MaTepuaioMm. CiaeayeT MOMHUTh, YTO OTBETHI Ha BOMPOCHI, UX TOJTHOTA U
COJIEP KATEIIbHOCTD BIUSIOT HA OIIEHKY 110 3aIIUTE TUTIJIOMHON PabOTHI.

PesynbraTel 3amuThl 00Cykaat0Tcs ['ocy1apcTBEHHON KOMHUCCHEH Ha 3aKPBITOM
3acelaHnid U OOBSBISIIOTCA B TOT K€ JCHB MOCie 0GOpMIICHUS TPOTOKOJIOB PabOTHI
KoMmuccuu. Perenne 00 OKOHUATENBHOW OIEHKE IO 3aIUTe TUIIJIOMHOW pPaOOTHI
OCHOBBIBAETCS HA OT3bIBE PYKOBOJUTENS, BHEIIHEW pELEH3UH, BBICTYIUICHUU U
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OTBCTax O6y‘{aIOHICFOC$I-BI>IHYCKHI/IKa B IIponecce 3alluThbI. OHCHK& 10 3alluTe

HHHHOMHOﬁ pa6OTI>I OIIPCACIIACTCA OajaMu: «OTIHNYHO», «Xopouio»,
«KYOOBJICTBOPHUTCIIbHO», «KHCYAOBJICTBOPUTCIIBHO)).

«OTau4HO» — pa60Ta HUMCCT I/ICCHGI[OB&TGJIBCKI/Iﬁ XapaKTep, IPaMOTHO
HN3JI0KCHHBIC TCOPCTUUCCKYIO 141 IMPAKTHYCCKYIO qaCTH, IMPUIIOKCHUA,

WUIIOCTPUPYIOIIUE TEMY, JIOTHYHOE IIOCIEN0BATEIBHOE H3JI0KEHUE Marepuana ¢
COOTBETCTBYIOIIMMH BBIBOJIAMH M TPAKTHYECKUMHU PE3YJIbTaTaMU HCCIEI0BaHNUS,
00OCHOBaHHBIE TPEIIOKEHHUS (IIpU BO3MOXKHOCTH UX BHeceHus). [lpu 3ammre
TUIUIOMHOW ~ paboThl  OOydYaromuiics  JIEMOHCTPUPYET  BBICOKHM  YPOBEHb
c(opMUPOBAHHOCTH MPOGECCHOHATBHBIX KOMIIETEHIMI: CBOOOAHO OPHEHTUPYETCS B
BOIIPOCAX TEMATUKH HCCICAOBAaHUS, NPABUIBHO TMPUMEHAET STU 3HAHUS NpH
U3JI0’)KEHUHU MaTepuana, CBOOOTHO ONEPUPYET JaHHBIMH HCCIEI0BaHuUs, (HOPMYIUPYET
IPAKTHUYECKYIO0 3HAYMMOCTh UCCIIEJOBaHUS, AEJIaeT 0OOCHOBAHHbBIE BBIBObI U BHOCUT
npeyIokeHus: (ecii  3TO BO3MOXKHO HPUMEHUTEIBHO K TEME), YBEPEHHO U
apryMEHTUPOBAHHO OTBEYAET HA ITOCTaBJICHHBIE BOIIPOCHI.

Ha paboTty nMeroTcs nonoXuTeabHble OT3bIB PYKOBOAUTENS U PELEH3US.

«Xopomo» — paboTra uUMEET HCCIAEAOBATEIbCKUN XapakTep, I'PaMOTHO
U3JIO)KCHHBIE ~ TEOPETUYECKYHD M IPAKTUYECKYI0  YacTH,  NPUIIOKCHHS,
WUIIOCTPUPYIOIIUE TEMY, JIOTMYHOE IIOCJIEIOBATEIbHOE H3JIOKEHHE MaTepHalia C
COOTBETCTBYIOIIMMH BbIBOJAMHU. [Ipu 3TOM, BBIBOJBI M NPEIJIOKEHHUS HE BIOJIHE
00OCHOBaHBI B TEKCTE PAOOTHI.

[Ipyn 3ammre AUIUIOMHON padbOThl OOYyYarOLIMHCA JAEMOHCTPUPYET CpPEIHUMN
YPOBEHb CHPOPMUPOBAHHOCTH MPOPECCUOHAIBHBIX KOMIETEHIMI: OPUEHTUPYETCA B
BOIIPOCAX TEMATUKHU HCCIEAOBaHUS, NPABUIBHO TPUMEHAET STU 3HAHUS TpH
W3JIOKEHUH MAaTepHUalia, ONEPUPYET MAaHHBIMU MCCIENOBAHUSA, JAENAET BBIBOJBI,
OTBEYAET Ha IIOCTaBJIECHHBIE BOIIPOCHI, HO HMMEIOTCS 3aMEyaHus NP OTBETaX Ha
IIOCTABJICHHBIE BOIIPOCHI.

Ha paboTy nMerorcs mojioxKUTeabHble OT3bIB PYKOBOAMUTENS U PELICH3USI.

«Y/I0OBJIETBOPUTEJIbHO» — padoTa HWMEET HCCICIOBATEIBCKAN XapaKTep,
COJICPKUT TEOPETHYECKYI0 4YacTh, Oa3HUpyeTCs Ha MPAKTHYECKOM MaTepuajie, HO
aHAJIM3 BBIMOJHEH TOBEPXHOCTHO, TMPOCMATPUBAETCA HEIMOCIEI0BATEILHOCTD
U3JI0KEHHS MaTepuala, IpeICTaBIeHbl HEOOOCHOBAHHBIE BHIBOJIBI U MTPEJIOKECHHUSI.

[Ipu 3amuTe paboThl OO0yYArOUMIUMHCA JEMOHCTPUPYET HHU3KHM YPOBEHBb
c(hOpMHUPOBAHHOCTH MPODHECCUOHATBHBIX KOMIETEHITUN: TTOKa3bIBaeT ci1aboe 3HaHHE
BOIIPOCOB II0 TEMAaTHKE MCCIICIOBAaHUS, HECYBEPEHHO MPUMCHSACT 3HAHUSI TIPH
U3JIOKCHUHM MaTepHalia, ONepUpyeT JaHHBIMHU WCCIICIOBAHMS, JC/IacT BBIBOJIBI, JAcT
HETIOJTHBIE OTBETHI Ha 3aJJaHHBIC BOTIPOCHI.

B oT3bI1BE pYKOBOIUTENS M PEIIEH3UH UMEIOTCS 3aMEYaHUsI 110 COJICPKAHUIO U
0(OpPMIICHUIO PaOOTHI.

«HeynoBieTBOpUTEIbHO» — paboTa HE HOCHUT HCCIICIOBATEIHCKOTO
XapaKTepa, B HEW OTCYTCTBYIOT BBIBOJIBI, HJIM OHU HOCST JICKJIAPATUBHBIN XapakTep.
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[Ipu 3ammTe paboThl OOydYAIOMIMICS HE JEMOHCTPUPYET CPOPMUPOBAHHOCTD
npodeccoHaNbHbIX KOMIETEHIIMN: MOKa3bIBaeT cliaboe 3HAaHUE BOIPOCOB TEMBI,
HEYBEPEHHO NMPUMEHSET 3HaHUS MPU U3JI0KEHUU MaTepuaia, 3aTpyIHIEeTCs] OTBEYATh
Ha MMOCTaBJICHHBIE BOMPOCHI, IIPU 3TOM JIOMYCKAET CYIIECTBEHHbBIE OIITMOKHU.

B oT3bIBE pyKOBOAUTENS W PEUEH3UU HMEIOTCS CYIIECTBEHHBIE KPUTHYECKUE
3aMeUaHus MO0 COJACPKAHUIO, O(POPMIICHHIO pPAOOTHI, METOAMKE W pe3yibTaraM
UCCJIEI0BAHUS

IIpencenarens I'ocymapCTBEHHOW AaTTECTAIMOHHOW KOMHUCCHUHU  OOBSBIISIET
OOyJarOIIMMCSl PEIICHHEe KOMHCCHHM O BBICTABICHHBIX OIICHKAX W TPUCBOCHUHU
KBTM(PUKALMU 110 YKA3aHHOW CIIEUAIbHOCTH.
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