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1. Heau ocBOeHMS AUCHUNIUHBI
dbopMHpOBaHHE TPEACTABICHUNA O CYIIHOCTH U  HAMPaBICHHUSIX
TpaHchopmaIu TOKyMEHTUPOBAHHBIX C(hep NeATEIBHOCTH OPraHu3allny.

upoBoi

2. Mecto gucuuminnsbl B cTpykrype OIIOII marucrpatypsi

Hucummummna «Ludposast TpaHchopmanusi yrnpaBieHUs NTOKyMEHTAalMEH» BXOIWT B
00s13aTeNIbHYI0 YacTh 00pa30BaTEIBPHON TPOTpaMMBbI M0 HampaBiieHHI0 ToarotoBku 46.04.02
«JloKyMEeHTOBE/IeHUE M apXWBOBEACHUE», KBaTH(UKaius (CTEreHb) «Maructpy». Jucuumimna
uzydaercs Bo 2 cemectpe. /[lma ocBoenms aucuumuinabl  «Lludposas Tpanchopmarms
yIOpaBiI€HUs  JOKyMEHTalUueH»  HEOOXOAMMBI  3HAHMS, YMEHHUS U KOMIETEHIIMH,
chopMUpOBaHHbIE B  pe3yiabTaTe  M3y4eHUS  OOydYaloUUMHUCS  TakuX  JUCIUIUIMH
npodeccuoHaIbHON MOATOTOBKH, Kak «MH(pOpMalnoHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHMH B
npodeccuoHaIbHON NiesATeNnbHOCTHY, «Teopus U UCTOpUS JTOKYMEHTOBEIEHUs». JlucuuIianHa
SIBJISIETCS. TpEeAIIecTBYONIeN miusi auciuuiuinH «HopMaTuBHOE peryimpoBaHHE YIIPABICHHEM
nokyMeHTanuei», «TexHoiornueckue OCHOBBI CHUCTEM JJIEKTPOHHOIO JIOKYyMEHTOOOOpOTay,
«J1oKyMEeHTOOOOPOT YUpPEKACHUSI KYIbTYpPhl», «JlOKyMEHTOOOOPOT YUpEeXAEHUS KYJIbTYPBI».
Komnerenmuu, cpopmupoBanHblie B Xo/1e u3ydeHus aucuuminiel «{udposas tpanchopmanus

YIIPaBJICHUS
JIUCCEPTALNY.

JTOKYMEHTAIUEN,

TaKXE

HEOO0XOIUMBI

pu

3. [lnanupyemble pe3yabTaTbl 00y4eHHs 10 QM CIHUIIINHE

I/IsyquI/Ie JUCHHUITIINHBI

WHAWKATOPOB UX JOCTHXKCHUA:

MIOJATOTOBKE

MAarucTepcKkon

HampaBlieHO Ha (GOPMHUPOBAHUE CIEAYIOIIUX KOMIETEHIHH H

Kon U | MHamKaTopbl 10CTHKEHUS] KOMIIeTeHIM I
HAUMeHOBaHHe 3HATh yMeTh BJIAJeTh
KOMIIeTeHIIUH
ITK-2 CnocoOeH | e coBpeMenHOE e OIIEHMBATh YPOBEHH | ® HOHATHWHBIM
pa3pabaTbIBaTh u COCTOSIHUE u u(ppPOBON 3pENIOCTH |  amnmapaToM,
BHEJPSTH CTpaTeruu TEHICHIINH JIOKyMEHT0000pOoTa XapaKTepU3YIOIIH
uupoBoi U poBU3aIIH OpraHu3almu, M nudpoByro
TpaHchopmaIuu JOKYMEHTHPOBAHH | ® OCYLIECTBJIAT TpaHcPopMaIuio
JOKYMEHTUPOBAHHBIX BIX cdep pa3palboTKy yIpaBiIeHUS
chep nmeATenbHOCTU JCSITEIILHOCTH; Crpateruu JIOKyMEHTaIue;
OpraHusanuun ® OTJINUNTEIILHBIE nudposoit ® [IOIXOIaMU K
4yepThl 1U(POBOTrO Tpancopmauu OIICHKE  YpOBHS
oO111ecTBa; yIpaBIeHUS uudposoit
¢ TpeOOBaHUs K JOKyMEHTaluen; 3peoCTH
pa3paboTKe e paspabarbiBaTh JTOKYMEHT0000pO
Crpareruun KOMILJIEKC Ta Opra”u3aluy,
1 poBoi MEpPOIPHUATHI  TIO | ® HABBIKAMHU
Tpanchopmauu; o0ecrevyeHnIo aHalM3a MPOEKTOB
® COCTaB u ydacTus upoBoH
cojJiepxkaHue padoT OpraHu3anuu B | TpaHcopmaIuu
1o pa3paboTke npoekTax nu(poBoil | ympaBlieHUs
Crpareruun Tparchopmaruu JIOKyMEHTauen
1 poBoi yIpaBIeHUS
TpaHchopmaruu AOKyMEHTALUCH
yIpaBIeHUS
JOKYMEHTALUEH;
® MPOEKTH IU(GPOBOH




TpaHnchopmaluu
yIpaBICHUS
JIOKYMEHTalUEH,
peanusyeMsble B
Poccuiickoit
denepanun
OIIK-2.  CnocobeH | e cocras ® IPUMEHSTH ® [IPEICTABIICHUSM
CaMOCTOSITEIIBHO HOPMAaTUBHBIX HOPMaTUBHBIE U 0 TpeboBaHUAX
paboTtath C JIOKYMEHTOB, JIOKYMEHTBI opu | K uuppoBoi
HUCTOYHUKAMU PEryIupyOImux pelieHnu 3a1a4 | KOMIIETEHTHOCTH
UHpopManuy, BOIIPOCHI M poBU3aLIH COTPYAHHUKOB
HETIPEPHIBHO nudpoBU3aIun YIPaBJICHUS cnyx6 JIOY
COBEPILIEHCTBOBATh yIpaBICHUS JOKyMEHTaIuel;
YPOBEHb JOKyMEHTalUeH; ® AHAJIM3UPOBATH
npodecCHOHANBHOM ® IpoeCCUOHAIBHBI npodeccuoHalbHbIE
MOATOTOBKHA ¢ CTaHAPTHI, CTaHAapThI u
yCTaHaBIIMBAIOLME | HCIIOJIb30BaTh UX AN
TpeOoBaHuUs K| peueHus
crienManucTamM npodeccroHalIbHBIX
cdepsr IOY 3aj1a4

[lepeuenb 0GOOMIEHHBIX TPYIOBBIX PYHKIMHA U TPYAOBBIX (PYHKIMH, UMEIOIINX OTHOILIEHHE K
po(hecCHOHATBHON IEATEIbHOCTH BBIITYCKHUKA!

[IpodeccnonanpHbIC O06o01eHHbIC TpynoBbie GhyHKITUN
CTaHJAPTHI TPpyIOBBIC (HYHKIIUU

07.004 PykoBoycTBO e CoBepiIeHCTBOBAHHE CHCTEMBI

[IpodeccronambHbIH NEeSITeIbHOCTBIO yIIpaBJICHUS IOKyMEHTAMHU OpPTraHU3aIlUH

crangapT «CHenuamucT | moapasfeicHuss 110

o YIPABICHHUIO | YIIPABICHHIO

JOKYMEHTaMHU JOKYMEHTaMHU

OpraHu3aIum OpraHu3aIuu
VYipasienue enuHoOM |e Crparernyeckoe  IUIAHMUPOBAaHHE |
CHCTEMOM PYKOBOJICTBO  TIOCTPOCHHUEM  CHUCTEMBbI
JOKYMEHT0000pOTa yIIpaBJICHUS IOKyMEHTAMHU OPTraHU3aINN
OpraHu3aluu

07.013 VYupasnenue e Paspurue 1mMdpoBoli  TpaHChOpPMAIHH

[TpodeccrnonanbHbIM udpoBoi JIOKYMEHTHUPOBAHHBIX c(ep NesTeIbHOCTH

crangapt «Crenuanuct | Tpancopmanueit OpraHu3alluy,

uQppoBoi JNOKYMCHTUPOBAHHBIX | Pa3zpaboTka M BHEAPEHHME CTpaTeruu

TpaHchopMauu chep IeATENbHOCTH uudposoii TpanchopManum

AOKYMCHTHPOBAHHBIX OpraHusann JOKYMEHTHPOBaHHBIX c(ep AeATeIbHOCTH

cep AEATEIILHOCTH OpraHu3aLuu

OpraHu3aIum»

4. O0beM, CTPYKTYpa U COAepKaHue U CUUILTHHBI
4.1 O0beM AUCHUTITTHHBI
TPYAOEMKOCTh

Oo01as
AKaJIEMUYECKUX YACOB.

JUCIIUILINHBI

COCTaBJIACT

3 3averHelx eguHUNb;, 108

ITo ouHoil ¢opme o0OyueHHs NPEAYCMOTPEHO 56 YacOB KOHTAKTHOHM (ayJUTOpPHOIN)
paboTel ¢ oOyvaromumucs (28 wacoB nekuui, 28 4acoB mpakTudeckux paboT) u 52 yaca

4




camocTosTeNbHOU paboTel. 17 wacos (30 %) ayauTopHOil paboThl MPOBOAUTCS B MHTEPAKTHBHBIX
bopmax.

[To 3aouHoil ¢dopme oOyueHUs TpearycMOTpeHO 12 YacoB KOHTaKTHOU (ayIUTOpPHOM)
paboTel ¢ oOyuatommmucs (6 yacoB nekiuii, 6 4YacoB mpakTUyeckux pador) m 96 wacom
caMOoCTOSITeNIbHON paboThl. 4 yaca (33 %) ayauTopHON pabOTHI MPOBOJUTCS B MHTEPAKTUBHBIX
dbopmax.

[IpakTdeckas MOATOTOBKA MPHU PeaTU3alu YIeOHOW AUCIUTUIMHBI OPTaHU3YeTCsl IyTeM
MPOBEACHUSI NPAKTUYECKUX 3aHATUH, TPEIyCMAaTPUBAIOIINX y4dacTHE OOyJaromuxcs B
BBITIOJIHEHUH OT/CTBHBIX JJIEMEHTOB pa0OT, CBS3aHHBIX C Oyaymied mpodeccHoHaTbHON
JEeSATEIbHOCTBIO.

[IpakTdeckass MOATOTOBKA BKIIIOYAET B ceOs OTHENBHBIC 3aHATHS JIEKIMOHHOTO THIIA,
KOTOpBIE TIPEAYCMATPUBAIOT Mepenady ydeOHoW wuHbopmaiuu oOydaromumcs, HeoOX0IuMOn
JUIs  TIOCJEIYIOLIEro BBINOJHEHUS paboT, CBsi3aHHOM ¢ Oyaymiedl mnpodeccruoHaIbHON
TS TEITBHOCTBIO.

[IpomexyrouHas arrecTanus — 3a4eT

4.2. CTpyKTYypa IUCHUILIUHBI
Ounas ghopma ooyuenus

Buasbi yueOHoii padorsl,
HaunmenoBanue Moy.ieii = H TPYA0EMKOCTE (B Hacax)
No/ 3} B 1.4. ayn.
Ne (paneios) E Tpa 3aHATHA B
U TeM @ | Becero |Jlekunu | K. CPO
@ pas. HUHTEPAKTUBH
oii popme*
Pazoen 1. Ynpasnenue 0okymenmanyueil Kaxk 00vekm yugposoit mpancgopmavuu
1.1. | Tema 1.1 LHudposuzamus 2*
KaK TJIOOATBHBINA TPEH]T Jlexnus-
pa3BUTHs 00IIIECTBA 2 20 6/2* 4 | mporpaMMupoB 10
aHHast
JIUCKYCCHSI
1.2. | Tema 1.2. Lludposas 2*
Tpanchopmarus Jlexuusi-
yIpaBJICHUS POrpPaMMHUPOB
JOKyMEHTAIUel: OHATHE, * - aHHast
L[eJTH, XapaKTePUCTUKHU 2 20 42 6/2 JUCKYCCHSI 10
2*
JlenoBas
poJieBas urpa
1.3. | Tema 1.3 Iludpoas 2*
KOMIIETEHTHOCTh Jlexrusi-
crierranucTa cqepsl MPOrPaMMHUPOB
JOKYMEHTAI[HOHHOTO 2 18 40 4/0% aHHast 10
obecrnieueHus yrpaBiIeHHs JUCKYCCHSI
2*
JlenoBas
polieBas urpa
Paszoen 2. Ilpoexmul yughpogoii mpancopmayuu ynpagnenus 00Kymenmayuei
Tema 2.1. Crpaterus 2*
ndpoBoi Jleknus-
2.1. | Tpanchopmaruu 2 28 8/2* | 8/2* | nporpammupoB 12
yIpaBICHUS aHHast
JOKyMEHTaluen JUCKyCCUs




2*

Jlenorast
CUTYyallMOHHAs
urpa
Tema 2.2. 1*
XapakTepucTUKa Jlekuus-
MIPOEKTOB U (HPOBOI IPOrPAMMHUPOB
TpaHchopMauu aHHast
2.2. | ynpaBieHus 2 22 6/1* | 6/2* JIICKYCCHSI 10
JTOKyMEHTaIen 2*
Jlenorast
CUTYyaIlMOHHAs
urpa
17*(30%)
Hmozo: 108 | 28 | 28 52
3aounas chopma 0byuenus
Buasbi yueOHoii padorsl,
HaumenoBanue MoxyJiei = H TPYA0EMKOCTS (B Hacax)
No/ 3} B 1.4. ayn.
Ne (pasye:o) = Mpa 3aHATHSA B
B U TeM o | Beero |Jlekuuu | KT. CpPO
o pas. HHTEPAKTHBH
oii popme*
Pazoen 1. Ynpasnenue 0okymenmauyueii kaxk 00vekm yugposoit mpancgopmavuu
1.1. | Tema 1.1 ludpoBuzamnms 1*
KaK TJIO0AbHBINA TPEH/T Jlexnus-
pa3BUTHs 00IIIECTBA 2 20 1/1* MIPOrpaMMHUPOB 19
aHHast
JIUCKYCCHSI
1.2. | Tema 1.2. Lludposas
TpaHchopMaIus
yNpaBieHus 2 20 2 18
JOKyMEHTAIMel: ToOHATHE,
L[EJTH, XapaKTePUCTUKH
1.3. | Tema 1.3 ludpoas
KOMIIETEHTHOCTh 1*
crienuanucTa chepsl 2 18 2/1* Jenosas 16
JOKYMEHTAIMOHHOTO polieBas urpa
oOecrieueHus yrpaBJIeHUs!
Pazoen 2. Ilpoekmut yugpposoit mpancghopmayuu ynpaenenus 0oKymenmayuei
Teﬁa 2.1. Crparerus o
ndpoBoi
2.1. | Tpanchopmanmu 2 28 1 2/2* Hlenosas 25
yTIpaBICHs CUTYyallMOHHAs
. urpa
JOKyMEHTaIei
Tema 2.2.
XapakTepucTuka
2o | MPOCKTOB udpoBoi 5 99 5 5 18
TpaHchopMauu
yIpaBICHUS
JIOKYMEHTalUeHn




4*(33%)

Hmozo: 108 | 6 | 6 96
4.3 Coneprxanue IMCUUILTHHBI
Buabl
OIIEHOYHBIX
Ne Coaepxanue qu;sl;;T;a
) AUCHMILTUHBI Pe3yabTaThl 00yueHus
n/n TeKylIero
(Pazpeanl. Tembr)
KOHTPOJIA,
MPOMEKYTOYHOMI
arTecTaluu
Pazoen 1. Ynpaenenue 0okymenmayueil Kak 00vekm yugpoeoii mpanchopmayuu
Tema 1.1. | @opmupyemvle KomnemeHyuu: TectoBbIit
Hugposuzayusa kak | o JIK-2 Cnocoben pa3zpabarbiBaTh U | KOHTPOJIb,
27100a71bHbLI mpeno BHEJPATh CTpaTeruu LU(POBOM | OTYET O
pazeumus obwecmea. TpaHchopMmanuu BEITIOTHEHUH
[Mudpopuzanus odmiecTsa: JOKYMEHTHPOBAHHBIX cep | MpaKTHUECKON
MTOHSATHE, CYIIHOCTb. JEeSITeIbHOCTH OpraHu3aluy; paboThI
OTnnunTenbHBIE yepTel | o QOIIK-2. Crocoben
11 (ppoBoro obmrecTsa. CaMOCTOSITENLHO ~ paboTaTh ¢
COBpeMeHHOC COCTOSAHHUE U UCTOYHUKAMU PIH(bOpMaI_[I/II/I,
TEHACHIMU LU(PPOBU3ALUH HEINPEPBIBHO  COBEPIICHCTBOBATH
JIOKyMEHTUPOBAHHBIX ~ chep YPOBEHb poeCCHOHAITBHOU
JACATCIBbHOCTH. NOATOTOBKH
HopmarusHnast Oaza | B pe3ynbTate  U3Y4EHUS  TEMBI
UU(POBU3ALNN YIIPABICHUS | 0GyJArOIIHIICS HOIKEH:
JOKYMCHTAIIUCH. 3HAMb:
® COBPEMEHHOE COCTOSTHUE u
TEHJCHIINH 1 poBU3aALIH
11 JOKYMEHTHUPOBAHHBIX cdep

nesrenpaocTH (ITK-2);

® OTJIMYMTENILHBIE YEPTHI LU(POBOIO
obmectsa (I1K-2);

®COCTaB HOPMATHBHBIX JIOKYMEHTOB,

PEryIHPYIOIIUX BOIIPOCHI
(G poBU3ALUH yIpaBICHUS
noxkymenraiueit (OITK-2);

ymemo:
® IIPUMCHSTh HOPMaTHBHBIC

JOKYMEHTBI TPH pEIICHHH 3ajad
1 poBU3aAIHH yIpaBJICHHSI
nokymenraiueii (OITK-2);

61a0embn:

® TIOHITUHHBIM anmapaToM,
XapaKTePU3YIOIIIM UG pPOBYIO
TpaHcHopMaIuio yIIpaBJICHUS

noxkymenrarueit (ITK-2).




Tema 1.2. Hugposaa | Dopmupyemvie KomnemeHyuu: VYerHbii onpoc,
mpancghopmauusn e [IK-2 CrnocoGeH pa3pabarbiBaTh U | OTYET O
ynpaenenus BHEJPATh CTpaTerud LU(POBOI | BBINOIHEHUN
OOKyMeHmauuei: TpaHchopmanuu IIPAaKTUYECKON
nouamue, uenu, NOKYMCHTUPOBAHHBIX coep | pabOThI, OLEHKA
XapaxkmepucmuKu. JESATSIILHOCTH OPraHu3aIuu pe3yabTaToOB
[TousTne uu@poBoii | B pesynbrare  u3ydeHHs ~ TEMbI | y9aCTHA B
Tpanchopmarm 00yJaronIuics TOJKEH: JIETIOBOM POJIEBOM
yIpaBICHUS 3HAMb: Urpe, TECTOBBIN
JIOKYMEHTAIKEH. Lenn | o coBpeMeHHOE  COCTOSIHME N1 KOHTPOJIb
nupoBoi TpaHchopMauu TeH/ICHIH u(pOBU3ALUH

1.2. YHIpaBJICHUA JIOKYMEHTUPOBAHHBIX chep
nokymeHTtanuei. Iloaxombr nesrenpnoctu (IIK-2);
K pasBuTHIO  UHODPOBOi | pyems:
Tpancdopmarun. CTYNCHH | e orennBaTh ypoBeHb H(POBOL
1udpoBOi TpaHCHopMaLHK 3penocTu JOKYMEHTO000poTa
YHpaBJICHUA opranm3anuu (I1K-2);
nokyMmeHTauuen. DPPEKTH | g¢rademp:
MQpOBOH TPAHCPOPMAIWMK | ¢ponxogaMum K OLEHKE  YPOBHS
YHpaBJICHAA ndpoBoit 3penocTH
noxymenTammei. Hudposas JIOKYMEHTOO00POTa  OpraHU3alUK
3pCIOCTh (HK-Z)
JTOKYMEHTOO00O0POTA:
MOHSITHE, YPOBHHU.
Tema 1.3  Hudghposasn | ®opmupyemovie Komnemenyuu: Otuer o
KOomMnemeHmHocmap e OIIK-2. CrniocoOeH | BBITIOJTHCHUH
cneyuanucma chepor CaMOCTOSITENIbHO ~ paborarh ¢ | NPAKTHYECKOH
O0OKYyMEHmayuoHH020 HUCTOYHUKAMU uHpopMarmu, | paboThl, OLIEHKA
obecneuenus ynpaenenus. HENPEpPHIBHO  COBEPIICHCTBOBATH | PE3YJIbTATOB
[MonsTe 1 (poBoit YPOBEHb npodeccroHanbHON | Y4acTHs B
KOMITETEHTHOCTH. [IOJITOTOBKHU JIETIOBOU POJICBOM
[Ipodeccronanbubie B  pesynbrare  W3y4eHHs ~ TEMbI | UTPE, TECTOBLIN
CTaHJAPTHl KaK BaKHEHIIHME | 00y4aromuics J0JHKEH: KOHTPOJIb
HOPMAaTUBHbIE JOKYMEHTBI, | 3Hamb:
yCTaHaBJIMBAIOIHNC e npod)ecCHOHAIBHBIC  CTAaHIAPTHI,
HOMEHKJIATYpPY JOJDKHOCTEH ycTaHaBNUBarolue TpeOOBaHUS K
u KBAJIM(HUKAILIMOHHBIE cnenuanuctam cdepsr 1OV (OIIK-

1.3. | TpeGoBanus K 2);
cnenuanuctam chepst JOY, ymemp:
OpPUEHTUPOBAHHBIM H3 | o aHATH3HPOBATH
pemienne 3axad LUQPOBOM npogeccuoHaNbHbIE CTAaHAAPTHI U
TpaHcpopMaLHy. WCIIOJIb30BAaTh MUX JUISl PELICHUS
XapaKTepHCTHKa npodeccuonanpubix 3amay (OITK-
TpeboBaHUH K 1U(POBOIL 2):
KOMITETEHTHOCTHU enademn:
COTPYIHUKOB CIYKO | o qmpeacTaBIcHUSMH O TPeGOBAHMSX
AOKYMCHTallHOHHOT'O K 1mudPOBOH  KOMIETEHTHOCTH

oOecrieueHHsl yIpaBJICHUS U
apXHWBHOTO JIeJIa C MO3UIHI
npodeccrnoHalIbHBIX
CTaHJapPTOB.

cotpyauukoB ciyx6 JJOY (OIIK-
2).

Pazoen 2. Ilpoekmul yugpposoit mpancghopmayuu ynpaenenus 0oKymenmayuei




Tema 2.1. Cmpamecusn | @opmupyemvie KOMREMEHUUU: VYerHbii onpoc,
uugposoii e JIK-2 Cnocoben pa3pabaTsiBaTh U | OTYCT O
mpancgopmayuu BHEJPATh CTpaTerud LU(POBOI | BBINOIHEHUN
ynpaenenus Tparchopmaum MPaKTUYECKOU
O0OKymenmauueii JOKYMEHTHPOBAHHBIX chep | paboThI, OLECHKA
Crparerus uQpoBor JeSITeTbHOCTH OpraHu3aluu pe3yabTaToOB
Tpanchopmaru Kak | o OIIK-2. CrocobeH | yuactus B
JAOKYMEHT CTPaTErH4eCKOro caMoCTOATeNbHO  paborarh ¢ | ACIOBOIA
IJIaHUPOBaHUA, UCTOYHUKAMU I/IH(bOpMaIII/II/I, CHTyaHHOHHOﬁ
ONPEACIIAIOIUN neu, HEINPEPBIBHO  COBEPILICHCTBOBATE | UI'PEC, TECTOBBIH
MEpOIpuATHS, nx YPOBEHb npodecCuoHaIbHOM | KOHTPOJIb
II0CJIEA0OBATCIIBHOCTD u IOATOTOBKH.
pe3yNbpTaThl UX peannu3anvu. | B pe3ynbTare U3y4YeHUs TEMBI
HopmatusHas U | 00y4aromuiics JOJKEH:
METOIUYUECKas 0a3a | 3uamp:
paspaboTKH CTpaTeruil | e cocTaB HOPMATUBHBIX JOKYMEHTOB,
1 (poBoit TpaHCHOPMALHH. PETYIHPYIOIIUX BOTIPOCHI
BapuaHTsl CTpaTerui G poBU3aIIH YIPaBIICHUS
2.1. 1H(poOBOI TpaHCHOPMALHH. noxkymentanueii (OITK-2);
e TpeboBaHUS K pa3paboTke
Crparerun 1 poBoit
tpauchopmarmu (ITK-2);
® COCTaB M coJepXaHue paboT Mo
pazpaboTtke Crtpareruu 1udpoBoit
TpaHchopmanun yIIpaBIICHUS
noxkymenrarueit (ITK-2);
ymembw:
® OCYUIECTBIIATH pa3paboTKy
Crpareruun udpoBoit
Tpancopmaiu yIIpaBJICHUS
noxymenrarueit (ITK-2);
enaoemup:
® TOHATUWHBIM anmapaToM,
XapaKTePU3YIOIINM U GpoBYyIO
TpaHcGopMaIuio yIIpaBJICHUS
nokymenraieit (ITK-2).
Tema 2.2. | @opmupyemvie Komnemenyuu: YcTHBIH onpoc,
Xapaxmepucmuka e [IK-2 CrnocoGen pa3pabarbiBaTh U | OTYET O
npoexkmoe uugposoi BHEJPATH CTpaTerud LU(POBON | BBINOIHEHUN
mpancpopmayuu TpaHchopmanuu IIPAKTUYECKON
ynpaenenus JIOKYMEHTHUPOBAHHBIX ctep | pabOTHI, OLEHKA
OoKymenmauueil. JeSATEIbHOCTH OpraHu3aluu pe3yNbTaTOB
CocraB  u ocobeHHOCTH | B pesynbrare  W3ydeHHs  TeMbl | y9acTus B
2.2. | IPOEKTOB 1M (POBOil | 0OyUaArOIIMICS JOJDKEH: JIeIIOBOM
TpaHchopmaru 3HAMb: CUTYallMOHHOU
YIIPpaBJICHUA ® [IPOCKTHI HI/I(bPOBOﬁ urpe, TECTOBBIN
JOKYMEHTaIUEH, Tparchopmaruu yrpasaeHust | KOHTPOJIb
PCATN3yCMBIX B JOKYMEHTAlUEH, pealu3yeMble B
Poccuiickoii  Penepanuu: Poccwuiickoit ®eneparun (I1K-2);
aﬂeKTpOHHOC ymemop:
npaBuTENbCTBO;  CHCTEMA | o pa3pabareIBaTh KOMILJIEKC




MCXKBCIAOMCTBCHHOI'O MepOHpI/ISITI/Iﬁ mo o00ecIeYCHUIO

AIIEKTPOHHOTO y4acTHs OpraHM3allid B MPOEKTaX
JOKyMEHTO000poTa udpoBoi Tparchopmanmum
(MB10); Enunslii nmopran ynpasieHus nokymenranueit (ITK-
roCyJapCTBEHHBIX " 2);

MYHUIUATTATBHBIX YCIYT | énaoemu:

(EIII'Y); Enunas cuctemMa | eHaBblKaMd — aHaiu3a  IPOEKTOB
UACHTU(DUKAITN " uppoBOH TpaHchopManuu
ayreatupukanun  (OI'UC ynpasieHus: nokymenranueit (ITK-

ECHA); TocynmapcTBeHHas 2).
nH(popMalMoOHHas cHucTeMa

«Ilnardpopma "entp

XpaHEeHUs AIIEKTPOHHBIX

JJOKYMEHTOB"» U JIp.
IIpomexxyTouHas
aTTecTanus —
3a4yeT

5. O6pa3oBareibHbIe H HHPOPMALMOHHO-KOMMYHHUKAIMOHHBbIE TEXHOJIOT U
5.1 O0pa3oBaresibHbIE TEXHOJIOTHH

B xome o0OydeHHs WCHOJNB3YIOTCSA TPAJAUIMOHHBIE O0Opa3oBaTeNbHBIC TEXHOJOTHH,
BKJIFOUAIONUE aYJAUTOPHBIC 3aHATHA B (opMe JCKIUH W TPAKTHYCCKHX padoT, a TaKKe
pa3BHBaloIIfe MPoOIEMHO-TIOMCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE H3JIOKEHUE JIEKIMOHHOTO
MaTtepuana; mpooJIeMHO-UCCIEeI0BATEIbCKHUE 3a/1aHUSl.

OcBoenne y4eOHOTO MarepHaja COMPOBOXKIAETCS HMHTEPAKTHUBHBIMU (QopMamMu
oOyuenus. [lpum opraHuzanuu JEKIUOHHBIX 3aHATHH uUcCHOJb3yeTcss Gopma JEeKIUH -
MPOrpaMMUPOBAHHON JHUCKyccHU. B mpoBeneHHHM NpakTHUYECKUX padoT Mpeanosaraercs
WCIIOJIb30BAHUE CIICAYIONINX MHTEPAKTUBHBIX (DOpM: NMPOBEJEHUE JIENOBBIX CHUTYAllHOHHBIX U
POJIEBBIX UTP.

Jlonsi ayIMTOPHBIX 3aHSATUH, MPOBOJAMMBIX B HHTEPAKTHUBHBIX (opmax oOydeHus,
cocrapnser 30% nHa ounoit dopme oOyuenus u 33% Ha 3a04HON Qopme O0OyudeHHUs, UYTO
coorBeTcTByeT TpeboBanmsiMm @OI'OC BO 1no HampaBiaenuto mnoarotoBku — 46.04.02
«JlokyMeHTOBEJICHHE U aPXUBOBEICHHEY.

B mensx camMOKOHTpOJs 3HaHUN OOYYaIOIIUXCS HMCIOJB3YIOTCS TEXHOJIOTMH IMPOBEPKH
YPOBHSI OBJIAJICHUS Y4eOHBIM MaTE€pPUAIIOM C HCIOJIb30BAHHEM KOHTPOJBHBIX BOIMPOCOB IO
pazaenaM JUCIUILIAHEIL.

JIJis TMarHOCTUKY KOMITETEHITNI MPUMEHSIOTCS CeIyroIe GOpMbl KOHTPOJIS: YCTHBIM
OTIPOC, TPOBEPKA OTUYETOB O BBIMOJIHEHUU MPAKTHYECKUX PabOT, OLEHKA Pe3y/IbTaTOB y4acTus
B JICJIOBOM CUTYallUOHHOM Urpe, TECTUPOBAHHE, 3a4ET.

5.2 UnpopManmoHHO-KOMMYHUKAMOHHbIE TEXHOJIOTHU

IIpu opranuzanuu y4eOHOro Mpolecca IIHPOKO  HCHOJb3yeTcsl  codeTaHHe
o0pa3oBaTeNIbHBIX ¥ WH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHH: MPaKTHUKYIOTCS
MYJIbTUMEIUIHbIE JIEKIMOHHBIE 3aHATUS, MH(MOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
COIIPOBOKJAIOT TPOBEJCHHUE MNPAKTHUECKUX pabOT, OpraHM3alUMI0 CaMOCTOATENIbHOM paboThI

oOyJaronuxcs.
Ha caure «OQIEeKTpOHHAs oOpa3oBaTesbHas cpena KeMI'IK»
(https://edu2020.kemgik.ru/course/view.php?id=4139) pa3MeIIeHbl TEOPETUYECKHE,

MPAaKTUYECKHE, CIPABOYHBIE, METOJUYECKUE, KOHTPOJIbHO-U3MEPUTENbHBIE JJIEKTPOHHBIE
pecypchl O TUCHUILIAHE.

AKTUBH3AIIMIO CAMOCTOSTEIBHON pabOThl OOYYAIOIIUXCS U KOHTPOJb PE3YyIbTaTOB H
CPOKOB OCBOCHHS pa3/ieJIOB W TEM AWCHUIUIMHBI O0ECIIEUYMBAET WCIHOIB30BAHUE TaKUX
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MHTEPAKTUBHBIX 3JIEMEHTOB «DJIEKTPOHHOM oOpa3oBarenbHoit cpensl KemI Ky, kak «3amanue»
n «Tecr». HurepakTuBHBIA 25eMEHT «TecT» BKIOYACT pas3IMYHBIE TUIIBI BOIIPOCOB U
UCTOJB3yeTCs KaK OJHO U3 OCHOBHBIX CPEICTB OOBEKTHBHOM OIEHKH 3HAHUI 00YydJaromierocs B
X0J1€ CAMOKOHTPOJISA, TEKYILETO U IIPOMEKYTOUYHOTO KOHTPOJI 3HAHUH 110 TUCLUIIINHE.

WHTepakTUBHBIM 3JI€MEHT «3ajaHue» MO03BOJIAET MPENoJaBaTeNo IOAJIEPKUBAThH
0o0paTHyI0 CBS3b C OOYYarOIMMCSl MOCPEICTBOM MPOBEPKH 3aJaHHs (OTYETOB O BBIOJHEHHUU
MIPaKTUYECKUX paboT) B BUJIE KOMMEHTApUEB, a TaKkKe 00eCIeUnTh NHAUBUIYAIbHBIN MOAX0 K
oOyJaromumcsi ¢ YY4eTOM HX ICUXO(PHU3UOJOTHUECKNX OCOOeHHOCTeH. MHTepakTUBHBIE
3NIEMEHTHI C BO3MOXKHOCTBIO OOpaTHOW CBSI3M MMEIOT 0c000€ 3HauEHHE IS 3a09HOM (HOpPMBI
00y4eHHs, MOCKOJBbKY MO3BOJISIIOT HE TOJBKO KOHTPOJHPOBATH BBHINOJIHEHHE OOydJaromuMcs
3a/laHuil (KOHTPOJIbHBIX padoT), HO U MOTHUBHUPOBATH €r0 CaMOIOJTrOTOBKY B MEKCECCHOHHBIN
HEPHUOL.

Hcnonb30BaHNe MHTEPAKTUBHBIX AJIEMEHTOB «3agaHue» U «Tect» Takxke oOecrieuMBaeT
¢GukcanuMio xoJa 00pa30BAaTENIBHOIO IPOLECCa, PE3yJbTaTOB TEKYLIEH M MPOMEKYTOUHOU
yCIIEBaeMOCTHU 00Y4aIOIUXCS 10 AUCHUIUINHE.

6. YueOHO-MeTOqMUYECKOE 00ecIIeYeHHe CAaMOCTOATEIbHON padoThl 00y4aroLIM XCs
6.1. IlepeyeHb Y4eOHO-METOAMYECKOr0 OO0ecreYeHUsA ISl CAMOCTOSATEbLHOH PadoThl
o0yuyawmuxcsi
Marepwuansl Ul OpraHU3aldN CaMOCTOSTEIILHON PadOThI 0OYJAIOIIMXCS 110 JUCIUTUTAHE
«udposas Tpancopmanus yrnpaBieHUS TOKyMEHTAalHMeH» pa3MemeHbl B «DJIEKTPOHHOU
obpasoBarenshoit cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4139) wu BKItOUYArOT:
OpeanuzayuoHnnvle pecypcnl
» TemaTHuecKuii MJIaH AUCIUTUIUHBI ISl CTYJICHTOB OYHON (OPMBI 00yIEHUS
* TemarHueckwii IIaH AUCIHUTLINHBI JUTSI CTYJICHTOB 3209HON (OPMBI 00yIEHHS
Yuebno-meopemuueckue pecypcol
e KOHCIEKTEI JIEKIINHU
Yuebno-npakmuueckue pecypcol
*  OnucaHus MPaKTHYECKUX padOT
Yuebno-memoouueckue pecypcoi
*  Metoauueckue yKa3zaHus 10 BBIITOJHEHHUIO YUEOHOTO HCCIIEI0BATEIBCKOTO MMPOEKTA
Yuebno-naensouvie pecypcoi
*  DIIEeKTpOHHBIE MPE3CHTALUU
Yuebno-oubauoepaghuueckue pecypcol
*  CnHcoK peKOMEHIyeMOMU JIUTEPATyPhl
DoHO oYeHOUHBIX cpedCcms
* Bompocsl mis yctHoro ompoca (1o pasjienaM JUCHUIUIMHBI) U KPUTEPUU OLCHUBAHUS
OTBETOB
* TemaTuka JENOBBIX POJEBBIX W CHTYallMOHHBIX WIP W KPUTEPUU OLCHUBAHUS
pe3yNbTaTOB y4acTUs B HUX
* Kpurepuu olieHUBaHUS MPAKTHUYECKUX PadOT
* Bomnpocsl k 3auety
* Tecr mo nucrumninne

6.2. TemaTuKa 1eJI0BbIX POJIEBBIX H CUTYALIMHOHHBIX UTP
1. Pa3paboTka cieHapusi U TPOBEJCHHE NEIOBOWM POJEBOWM UTPhl «J[MarHOCTHMKA ypOBHS
M(POBON 3PENIOCTH AIEKTPOHHOTO JOKYMEHTOOOOpOTa OpraHu3aluu (Ha MpuMepe
KOHKpeTHOMU ciyx0b1 JJOY)».
2. PazpaboTka creHapuss u TpOBEIEHUE JelOoBOM poseBoir wurpel  «Pa3zpaboTka
KBTU(DUKAIIMOHHBIX TpeOOBaHM K IMU(POBON KOMIIETEHTHOCTH CHEIHAIUCTAa CIYXKObI
1 (0%
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3. Pa3pa0oTka cueHapusi U NpoBeJdeHUE /1eJIOBOH CHUTYalMOHHOW HMIPbI «DKCIEpTH3a
Crparerun  mudpoBoil  Tpanchopmammu  perHoHa B KOHTEKCTe  LUdpoBOi
TpaHcopMaIuu yrpaBieHUs JOKYMEHTAIMEH» (Ha IpUMepe 3aJaHHOTO cyObhekTa PD)

4. Pa3paGorka cueHapusi M NpOBe/leHHEe CHUTYallMOHHOH urpnl «Pa3paboTka miaHa
MEPONPUATHI IO peanu3aliil B OpPraHMW3alUU TPOEKTa HU(PPOBOK TpaHChOpPMALIUN
yIpaBJeHUs TOKyMEHTaluen» (Ha npuMepe 3aJaHHOTO IIPOEKTa).

6.3. MeToanyeckue ykKa3zaHusi Uil O0Oy4alOIIMXCA MO OPraHM3alUU CaAMOCTOSATEIbHOI
padoTbI

CamocrostensHas pabora oOyuaromuxcs (CPO) sBnsieTcs 00s3aTeIbHBIM  BHIOM
y4eOHOM padoThI M0 AUCLUMILIIMHE, BBIMOIHIETCS B COOTBETCTBUU C BBIJAHHBIM IIpeNoaBaTesieM
3aJlaHUEM U B YCTAHOBJIEHHBIE CPOKH.

CamocrosTensHas paboTa OOy4yaromMUXCsi HampaBjeHa HA OCBOCHHE TEOPETHUYECKUX
3HaHUM, OBJAJCHHE NPO(PECCHOHATHFHON TEPMHUHOJIOTHEH, pPAa3BUTHE HABBIKOB padOTHI C
poUIBLHBIMH ITU(GPOBBIMU PECYPCAMU U HOPMATHBHBIMU JOKYMEHTAMH.

Bunamu CPO no qucuMIUIMHE SBISIOTCSA: CAMOCTOSITENIbHOE M3YyYEHUE TEOPETUYECKOTO
Marepuana, MoAroToBKa K TECTHPOBAHUIO, TOJITOTOBKA K 3a4ETYy.

Meroandeckue yka3aHus 1O BBITOJTHEHUIO OTACIbHBIX BUI0B CPO, a Takke TpeOoBaHMs
K O(OopMIIEHHIO U TPEJCTABICHUIO PE3YJIbTAaTOB pPa3MELIEHbl B COOTBETCTBYIOIIMX MOIYJSX
AJIEKTPOHHOTO Y4eOHO-METOAMUECKOro KoMiuiekca aucuuriunbl «L{udposas Tpanchopmanus
yIOpaBieHUs] JTOKyMEHTalKen», pa3MEIIeHHOTO B «DJEKTPOHHOW 00pa3oBaTeIbHOU cpene»
(https://edu2020.kemgik.ru/course/view.php?id=4139).

Copep:xaHue caMOCTOSITEIbHOM Pa0d0ThHI 00y4aroIMXCs

Kosan4yecTBo yacos
Tembl Bunabi 3n1anuii

AJISl CAMOCTOSITEILHOM U coJepiKaHue

padoThI 00yYarOMXCs CaMOCTOSITEJIbHOH PadoThI

(V)

JIF 3A0YHOU

=

dopmbI
o0y4eHust

dopmbl
o0y4eHust

o
=
=
)
R
=
=

A

Pazoen 1. Ynpasnenue 0okymenmauyueii Kak 00vekm yugposoi mpancgopmayuu

Tewma 1.1 LudpoBuzarms CamocTosiTeNIbHOE M3y4YEHUE
KaK rjao0anbHbIN TpeH/ TEOPETUYECKOTO MaTepuaia; MOATrOTOBKA K

10 19
pa3BuUTHS 00IIIECTBA TECTUPOBAHUIO
Tema 1.2. [ludposas CamocTosATenbHOE U3yUYECHUE
TpaHcopmanus TEOPETUYECKOT0 MaTepHaa; MoAroToBKa K
yIpaBJICHUS 10 18 TECTHPOBAHUIO
JOKyMEHTAIUEl: TOHATHE,
1[EJTH, XapaKTePUCTUKH
Tema 1.3 Hudposas CaMoCTOATENBHOE N3YUEHUE
KOMIIETEHTHOCTh TEOPETUYECKOTO MaTepHana; MoJAroToBKa K
crieranucTa cepsl 10 16 TECTUPOBAHUIO

JOKYMEHTAIl[MOHHOTO
oOecrieyeHns yrpaBJIeHUs

Pazoen 2. Ilpoekmut yughposoit mpancgopmayuu ynpagnenus 0oKymenmayuei
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Tema 2.1. Crpaterus CaMoCTOATENBHOE N3YUEHUE
U poBoi TEOPETUYECKOTO MaTepHaa; MoAroToBKa K
Tpanchopmaryu 12 25 TECTUPOBAHUIO
yIIpaBICHUS
JOKYMEHTalUEeH
Tema 2.2. CaMoCTOSTENBHOE U3yUEHUE
XapakTepucTuKa TEOPETUYECKOTO MaTepHaa; MoJAroToBKa K
MIPOEKTOB HU(POBOH 10 18 TECTHUPOBAHUIO
TpaHchopMaIu
yIpaBJeHUs
JOKYMEHTalUen
52 96 [TonroToBka K 3auety

7. MDOHJ OLIEHOYHBIX CPEACTB
Bxuitouaer olleHOYHbBIE CpeAcTBa JUIS TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH M JUId
MIPOMEXYTOUYHOM aTTeCTallMM MO UTOraM OCBOEHHUsS AUCHMILIMHBL. CTpyKTypa MU coJiep’KaHue
(hoHIa OIIEHOYHBIX CPEACTB MPEACTABICHBI B JIEKTPOHHOW MH(MOPMAIIMOHHO-00pa30BaTEIHbHOM
cpene (https://edu2020.kemgik.ru/course/view.php?id=4139).

8. Meroauveckue yKazaHus il 00y4alOIUXCS 110 OCBOCHUIO TUCIMILIHHbI

OcBoenne yueOHOM  mucuumumabl  «lludpoBas  Tpancpopmanuss  ynpaBieHUs
JOKyMEHTaIMe» MpeanonaraeT Kak M3ydeHHe TEOPETHYECKOro Marepualia B XOJe JISKIHH U
CaMOCTOSITEIHHON Pa0b0THI 00YUYaIONMINUXCS, TAK U BHITIOJTHEHUE MTPAKTUYECKUX PaboT.

B cTpykType aucuMmiuHbl BeIIEISIETCS ABa B3aMMOCBS3aHHbBIX pasjena. [lepBoHavyanbHo
00yJaroIIUiicss 3HAKOMUTCS C TIOHSATHIHBIM anmapaToM, CyITHOCTHIO UGPOBOM TpaHChHOpMaIun
yOpaBJICHUS JOKYMEHTAI[UEH, pEerylupylolieii ee HOopMaTUBHOW 0Oa3oi. PaccmarpuBarotcs
XapaKTEePUCTUKNA IHU(PPOBOH TpaHCHOpMAIMK YIpPaBICHUS JOKYMEHTAIMECH. XapaKTepHU3YIOTCS
TpeOoBaHus K LU(POBONM KOMIETEHTHOCTH COTPYAHHUKOB CIYKO JOKYMEHTAIIHOHHOTO
obecrieueHus U apX1BOB.

Bropoit pazmen mnocesameH paccmorpeHuto Crpareruu HUQPpPOBOM TpaHCHOpMALUH
yIpaBJeHHUs JTOKyMEHTallMed U KOHKPETHBIX MPOEKTOB B cdepe 1uppoBoi TpaHchopManuu
yIpaBJICHUS TOKyMEHTaLUEH.

Llenpto BBIMONHEHUS MPAKTUYECKUX pPalbOT sBisgercs (opMUpOBaHHE YMEHHH H
BIIQJICHUM, CBA3aHHBIX C aHAJTU30M HOPMATUBHBIX JJOKYMEHTOB; HaBbIKAMH MOUCKa, 00pabOTKU U
UHTEPIpETAllMM  SMIUPUYECKUX  JAHHBIX, XapaKTEepHU3YyIOIIHUX  Mpoluecchl  HudpoBo
TpaHcopMmaluu ympaBlIeHUs JOKyMEHTaluel; pa3paOoTKOW [TOKyMEHTOB MO HU(POBOM
TpaHncopmaluu ymnpaBieHUs AokymMeHTauuen. [Ipaktudyeckue pabOThl BBIMOIHSIOTCS Ha
MepPCOHAIBHBIX KOMIBIOTEPAX B Jaboparopun paxyabTeTa HHOOPMAILIMOHHBIX, OMOIHOTEUYHBIX U
MY3€HHBIX TEXHOJIOTHUH. JI7s BBIMIOJIHEHUS NPAKTHUECKUX paboOT HUCHONB3yroTcs MHTepHeT-
pecypcsl, a Takke (OHJ HOPMATHBHBIX JTOKYMEHTOB, PETJIaMEHTUPYIOLIUX BOMPOCH! ITUGPOBOI
TpaHcopMaIK ynpaBiaeHUs JOKyMEHTaIUEH.

Onucanus MpakTHUYECKUX PabOT pa3MeIleHbl B «DNEKTPOHHOU 00pazoBaTenbHON cpejie
KemI'MK» (https://edu2020.kemgik.ru/course/view.php?id=4139). Omnwucanue mOpaKTHYECKOMH
paboThl BKIIIOUAET II€Nb, 33[a4i, OOECIEeUnBAOIINE CPEACTBA pabOThI, TPEOOBAaHUS K OTYETY,
TEXHOJIOTHIO BBIMIOJIHEHUs pPa0OThI, KOHTPOJBbHBIE BOMPOCH M CIUCOK PEKOMEHIYeMOU
nutepatypel. DopMoil oTueTa SBISIOTCS (ailibl ¢ pe3ynbTaTaMy BBITIONHEHUS 3aJaHHi,
MPEeTyCMOTPEHHBIX IPAKTHUYECKUMHU paboTaMu U 0OPMIICHHBIX B COOTBETCTBUH C 33JJaHHBIMU B
OTIMCAaHWU KOHKpPETHOW paboThl TpeboBaHusMHU. [locne BHIMOTHEHHS KaXAOW MPaKTHYECKOU
paboThl 00yJaroIIKUecs caMOCTOSITENTFHO pa3MeniaoT ¢aiibl B manky «OT4eThl O BBIMOJTHEHUN
MPAKTUYECKUX paboT». Pe3ynbTaThl BHIMOTHEHHS KaXA0W MPAKTUYECKONH PabOTHI OIEHUBAIOTCS
MpernoaBaTesieM B Oaiax.
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https://edu2020.kemgik.ru/course/view.php?id=4139

CamocrostenbHas paboTa 00ydaroUIerocsi OpUEHTUPOBAHA HA W3YYCHHE JIMTEPATYPHI,
aHaJM3 AIEKTPOHHBIX MH()OPMAIIMOHHBIX PECYPCOB, MOATOTOBKY K TECTHpOBaHUIO U 3aueTy. C
LEJIbI0 00eCTIeYeHUs] CAMOKOHTPOJIS 3HAHHUH 10 JUCIUIUIMHE 7151 00yJaromerocs: mpeyiaratloTcst
KOHTPOJIBHBIE BOIIPOCHI 110 pa3jenaM JUCLUIIINHBL.

Jns  obecriedeHus: KOHTPOJIA 3HAHWKA TPEAyCMOTPEHO TECTUPOBAHHE, KOTOPOE
ocymiecTBisieTcss Ha 1miatgopme «DIeKTpoHHOU oOpazoBarenbHOl  cpenbl  Kem[ K».
[IpenogaBaTeneM ycTaHaBIMBAETCS BPEMsI IPOXOXKIACHUSI TeCTA (T10CIIE€ U3YUYEHUS JUCLUILIUHBI).

9. YueOHO-MeTOAMYECKOE U HH(POPMALMOHHOE 00ecTedeHne JUCIHIIINHBI
9.1. OcHoBHas JuTepaTypa
Yuebnvie uzoanus
1. T'pubanos, 0. U. ludposas tpanchopmarus Ousneca : yuedbnoe mocoodue / 0. U.

I'pubanoB, M. H. Pynenxko ; IlepMckuil rocynapcTBeHHbIH HallMOHAIbHbBIN
WCCIIeIOBATENIbCKUN YHUBEPCUTET. — 3-€¢ m3/1. — Mocksa : JlamkoB u K°, 2023. — 214 c. :
WL, TaomI. - Pexxum JIOCTYTIA: o MO JIITHCKE. - URL:

https://biblioclub.ru/index.php?page=book&id=710148. — TekcT : 31eKTPOHHBIH.

2. ludpoas skoHOMHKa : yueOHWK / aBT.-cocT. JI. A. Kaprmna, A. A. Bosk, C. JI.
Jlebenena, O. E. Muxuenko [u ap.]. — Mocksa : [Ipomereii, 2020. — 223 c. : cxem., Ta01.,
WL — Pexxum JIOCTYTIA: o MO IITHUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=612054. — TekcT : 31eKTPOHHBIA.

Hopmamuenvle doxymenmol

3. TOCTP UCO 15489-1 — 2019 CUBU/I. Undopmarius 1 JOKyMEHTAIHs. YTIpaBieHUE
nokyMeHTamu. Yacte 1. IloHsTss W npuHIuUnel : HaU. craHgapT Pd: wuznanue
oduIHaTbHOE: YTBEPXKEH U BBeJEH B jaeiicTBue [Ipukazom denepanbHOTO areHTCTBA 10
TEXHUYECKOMY PEryJUpoBaHui0 U meTpoJsiorun ot 26 mapta 2019 r. N 101-ct: B3ameH
TOCT P HUCO 15489-1-2007: mara BBemenus: 2020.01.01 / Ilomrorosmen DI'VII
"Cranmaptundopm", BUHUTU PAH, Uctopuko-apxuBabsiM nHcTuTyToM, BHUMJIA .~
Mocksa: Crannaptuadopm, 2019.- 17 c. — TekcT : HEMOCPEICTBECHHBIM.

4. OO0 undopmaruu, WHOOPMAIMOHHBIX TEXHOJOTHAX W O 3amuTe MHPopManuu : deaep.
3akoH : [[Ipunsar T'oc. ymoit 8 urons 2006 r. : Omo6p. Cosetom Denepanuu 14 urons
2006 rona] — Tekct: anexkTponnslii / KoncynpranT [Imtoc: cipaBouHas mpaBoBasi CHCTEMa.
— Mocksa, 1997 - . — URL: http://www.consultant.ru/document/cons_doc_LAW _61798/.

5. O0 yrBepxkuaenun TpeOGoBanuii K WHPOPMAIMOHHBIM CHCTEMaM DJIEKTPOHHOTO
JOKyMEHTOoOOOopoTa (hefepalnbHbBIX OPraHOB HCHOJHUTENbHON BIACTH, YYUTHIBAIOIIUX B
TOM YHCJIEe HEOOXOOUMOCTh OOpPabOTKM TOCPEICTBOM JaHHBIX CHCTEM CIIy:KeOHOM
nH(pOpPMAllUd OTPAaHUYEHHOTO PpACHpOCTpaHeHus : TMpuka3 MuHKOMcBs3BH PO ot
02.09.2011 Ne 221 : zapeructpupoBano B Muntocte P® 15.11.2011 N 22304. — Tekcr:
anektpoHHblld // Koncynbrant [lmtoc: cipaBoyHas npaBoBas cuctema. — Mocksa, 1997 - .
— URL: http://www.consultant.ru/document/cons_doc_LAW _121840.

6. Ilacmopr HamumonampHOTO TpoekTa «HammonansHas mporpamma "LludpoBas skoHOMEKA
Poccuiickoit ®eneparun». — Tekct : anexrponnsiii // Koncynbsrant Ilntoc: cripaBounas
MpaBoBas CHUCTEMA. - Mockaa, 1997 - . - URL:
https://www.consultant.ru/document/cons_doc_LAW 328854/

7.  Tlacmopr denepanpHoro mpoekra «L{udpoBoe rocymapcTBeHHOE yrpaBieHHe». — TeKcT :
ANEKTPOHHBIN // MUHUCTEPCTBO IU(PPOBOTO PA3BUTHUS, CBSI3U U MAaCCOBBIX KOMMYHHKAIIHHA
Poccuiickoit ®enepanmmu: caiit. — URL: https://digital.gov.ru/uploaded/files/pasport-
federalnogo-proekta-tsifrovoe-gosudarstvennoe-upravlenie.pdf

8.  TlocranoBnenme IlpaBurensctBa PD ot 02.03.2022 1. N 279 «O rocymapcTBeHHOM
uHpopmanronHoit cucreme "[lnardopma "LieHTp XpaHEeHUs IEKTPOHHBIX JOKYMEHTOB'».
— Tekcr : anexkrponnsiit // // KoncynbranTt Ilmtoc: cmpaBodHas mpaBoBas CHCTEMa. —
Mocksa, 1997 - . — URL: https://www.consultant.ru/document/cons_doc_LAW_410802/
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10.

11.

12.

[TocranoBnenne I[IpaButensctBa PO ot 22.09.2009 N 754 (pen. ot 16.03.2019) «O6
yrBepxkacHun  [lolloc)keHUss O  CHCTeME  MEKBEIOMCTBEHHOTO  3JIEKTPOHHOTO
nokyMeHTooOopota». — Tekcr : anmexkrponnsiit // // KoncymeranTt Ilmoc: crpaBouyHas
MpaBoBas cHUCTEMA. - Mocksa, 1997 - . - URL.:
https://www.consultant.ru/document/cons_doc_LAW_91827/d3734035781c5e717fa6d5c5
Obda8c3f10da39d9/.

[Ipukaz Muntpyna Poccum ot 31.03.2021 N 1920 «OO6  yTBepKIeHUU

po(heccHoHaTBEHOTO CTaHJapTa "Cneuunanuct uppoBoOH TpaHchopmanuu
JOKYMEHTUPOBAaHHBIX cep AeATEIbHOCTH OpraHu3alim». — TeKCT : 3IeKTPOHHbIH // //
Koncynsrant Ilmoc: cmpaBouHas mpaBoBas cuctema. — Mocksa, 1997 - . — URL:

https://www.consultant.ru/document/cons doc LAW 383983/.
[Ipukaz  Muntpyna Poccunm ot 15.06.2020 N 333n  «0O0  yTBEepXKIEHUU

po¢hecCuoHAIBHOTO cTaHaapTa "Creruanct 1o OpraHu3allMOHHOMY |
JOKYMEHTAIIMOHHOMY OOECTICUCHHIO YITpaBJICHUSI Opranu3ainuein». — TeKCT : 2IeKTPOHHBII
//'//" KoncynmpranT Ilmroc: cpaBouHasi mpaBoBasi cuctema. — Mocksa, 1997 - . — URL:

https://www.consultant.ru/document/cons_doc_LAW_357714/.

[Ipuka3z denepanpHoro apxuBHOro areHTcTBa OT 10.02.2023 Nel7 «OO6 yTBepkIeHUU
BEJIOMCTBEHHON mporpamMmbl LudpoBoii TpaHchopmanuu DeaepanbHOrO apXUBHOTO
areutctBa Ha 2023-2025 romp». — Tekct : anekrponusiii // denepaqbHOE apXUBHOE
arcHTCTBO: [caitT]. - Mockaa, 2009-2023. - URL.:
http://archives.gov.ru/documents/prik17_2023.shtml.

9.2. lonoJTHUTEILHAS JIUTEPATypa

13.

14.

15.

17.

be3omnacHOCTh 37IEKTPOHHOTO JOKYMEHT0000pOoTa : yueOHoe mocodue / A. A. Tumenko, I1.
A. Tumenko, 0. M. Ka3zakoB u np. — Mocksa ; bepnun : Jlupexkr-Menua, 2021. — 53 c. —
Pexum JOCTyMa: o MO IITHCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=602225. — TekcT : 21eKTPOHHBIA.
Mamncypos, I'. 3. IIpaBo nudpoBoii 6e3omacHocTy : yueOHuk : / I'. 3. MancypoB. — MockBa
Hupekr-Menuna, 2022. — 148 c. — Pexwum pocryma: mo moxmucke. — URL:
https://biblioclub.ru/index.php?page=book&id=687364. — TekcT : 27I€KTPOHHBIA.
OBepbu, X. UudpoBas -srkoHOMHKA: Kak HHPOPMAIMOHHO-KOMMYHUKAIIMOHHbBIE
TEXHOJIOTHH BIIMSAIOT Ha PBIHKM, OM3HeC W WHHOBanmMM . yueOHumk / X. Omepou, 5. A.
Opecran ; nox Hayd. pea. M. U. JleBuna ; nep. ¢ anrn. M. M. AreeBoii ; nep. Ha anrii. H.
B. IllunoBoii ; Poccuiickas akageMusi HApOJHOTO XO35HMCTBA U TOCYIAPCTBEHHOM CITYKObI
npu Ilpesuaente Poccuiickoit deneparuu. — Mocksa : Jleno, 2022. — 288 c¢. : wi. —
(Akagemnueckass  kHura). — Pexum  goctyma: mo  moamucke. —  URL:
https://biblioclub.ru/index.php?page=book&id=698627. — TekcT : 21€KTPOHHBIIA.

16. CyneitmanoB, M. JI. LudpoBas rpamotHocTtb=Digital literacy : yuebuux / M. ]I

Cyneiimanos, H. C. Bapasiro. — Mocksa : KpeatuBnas sxonomuka, 2019. — 324 c. : un. —

Pexum JOCTyna: o MOJIIHUCKE. - URL:

https://biblioclub.ru/index.php?page=book&id=599644. — TekcT : 3MeKTPOHHBI.
leep, A. Uupyctpus 4.0: oT mpopbIBHOW OW3HEC-MOJAENTH K aBTOMaTH3allMH OW3HEeC-
nporneccoB : yueOHuk / A. lleep ; mox Hayu. pea. /I. Credanosckoro ; nep. ¢ anri. /.
CredanoBckoro, O. A. Bunuuenko ; Poccuiickas akageMuss HapOIHOTO XO3SHCTBAa U
rocyaapcTBeHHo# ciyxObl npu [Ipesunente Poccuiickoit deneparu. — Mocksa : Jleno,
2020. — 272 c. : cxeMm., Ta0n., un. — (AkageMuyeckuii yueOHUK). — Pexxum mocryma: 1o
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=612569. — Tekcrt :
JJIEKTPOHHBIH.

9.3. Pecypchbl mnHGOPMALMOHHO-TEJIeKOMMYHUKAIIMOHHOM ceTn «AHTEpHEeT»

Poccuiickuif HMHCTUTYT cTaHaapTuzauumu : [caiitr].— MockBa, 2023. — URL:
http://www.gostinfo.ru. — TekcT : 371eKTPOHHBIN
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2023. — URL: https://www.rst.gov.ru/portal/gost. — Tekcr : a1eKTpOHHBIH

. ®denepanbHoe apxuBHOE areHTCTBO (PocapxuB) : [caiit].— Mocksa, 2009-2023. — URL:
http://archives.ru. — Tekcr : 31€KTPOHHBIN

. OdenepanibHOe OrOpKeTHOE yupexaenune «Bcepoccuiickuii HUM nokymeHTOBeneHUS |
apxXWBHOTO Jena» : [caiT].— Mocksa, 2023. — URL:. http://www.vniidad.ru. — TekcT :
3JIEKTPOHHBIN

9.4. IIporpamMmHoe obecnieyenre 1 HHGpOPMaLMOHHBIE CIPABOYHbIE CHCTEMBbI
[IporpammuoOe obecnieueHue:
- JUYEH3UOHHOE NpocpamMMHOE obecneuenue:

— omepanuonHas cucrema — MS Windows (10, 8,7, XP)

— oducusni naket — Microsoft Office (MS Word, MS Excel, MS Power Point)
- c80000HO pacnpocmpansiemoe npocpammHoe obecnedenue:

— bpaysepst Mozzila Firefox, Internet Explorer, Google Chrome
- Cnpasovrasd npaesoeds cucmema «KOHCYJ’IBTaHT ITmrocy.

10. MaTepuaJbHO-TeXHHUYECKOE o0ecredeHne TUCUUNINHbI
Hannuue yueGHON 5abopaTopuy, OCHAIIEHHOM NPOEKIMOHHOW M KOMIBIOTEPHOM
TEXHUKOMN, UHTErpUPOBAaHHOMN B IHTEpHET.

11. Ocol0eHHOCTH peanM3auUM JMCHUIUVIMHBI JJI51 UHBAJIUIOB U JIHMI[ ¢ OrPAHUYEHHBIMH
BO3MOKHOCTSIMH 3710POBbSI.

Jlns obecrieueHnss 00pa3oBaHWS WHBAIHAOB W OOYYAIONIUXCS C OTPAaHUYCHHBIMHU
BO3MOJKHOCTSIMH 37I0POBBSI IPUMEHSETCS WHIUBUIYATbHBIN MOAXOJ K OCBOCHHUIO JUCITUTIIIUHBI,
WHIMBHUAyQJIbHBIC 3aJlaHUS C YYETOM OCOOCHHOCTEH WX TMCUXO(PU3UUECKOTO Pa3BUTHI U
COCTOSIHHSI 3JTOPOBBSIL.

[Ipu cocraBieHHMM HMHIWBUAYyaJbHOTO rpaduka OO0ydeHUs MPEAYyCMOTPEHBI pa3IudHbIC
BapUaHTHI MPOBEJCHUS 3aHATHI: B 00pa30BaTEIbHON OpraHu3aiuy (B akaJeMUYeCKON TPYIIe 1
WHJIMBHUIYAJIBHO), HA JOMY C HCIIOJIb30BaHUEM JAUCTAHITMOHHBIX 00pPa30BaTEIbHBIX TEXHOJOTHA.

JInst OCyIIECTBJICHHUST TPOLEAYpP TEKYIIETO KOHTPOJISI YCIEBAEMOCTH M IMPOMEKYTOUHOM
aTTeCTalMl OO0YyYaronuxcs co3/MatoTcs (OHIBI OLEHOYHBIX CPEACTB, aTaNTHPOBAHHBIC IS
WHBAJIMJIOB W JIMI[ C OTPAHUYEHHBIMH BO3MOXXHOCTSMH 3JI0POBBSI W IO3BOJISIONINE OICHUTH
JNOCTHKEHHE MMM 3allJIaHUPOBAHHBIX B OCHOBHOHM 00pa3oBaTeNIbHON MporpaMMme pe3yabTaToB
oOyueHusi ¥ ypoBeHb CPOPMUPOBAHHOCTU BCEX KOMIETECHIIHM, 3asBICHHBIX B 00pa3oBaTeIbHOU
mporpamme. C  ydeToM  HMHOUBUIYAIBHBIX  NCHUXO(MU3MOJOTHYECKUX  OCOOEHHOCTEH
oOyuaronuxcs yCTaHaBIUBAIOTCS CIEAYIOIINE alanTUPOBaHHbIE (OPMBI TPOBEICHUS TEKYIIIETO
KOHTpPOJISl YCIIEBAEMOCTH M MIPOMEXKYTOYHOM aTTecTaluu: Ul JUI[ C HapyIICHHEM 3peHus
3aJlaHus IPEIaraloTCs C YKPYIMHEHHBIM MPUGTOM, JUIS JTUI] C HAPYIICHUEM CIyXa — OI[EHOYHbBIE
CpeICTBa MPEIOCTABIIAIOTCS B MTUCBbMEHHON (hopMe ¢ BO3MOYKHOCTBIO 3aMEHbI YCTHOTO OTBETa Ha
MMCEMEHHBIN, 715 JIUI] ¢ HapYIIeHHEeM OTIOPHO-IABUTaTEIbHOTO ammapaTa JBUTraTeabHble POpPMBI
OIICHOYHBIX CPEJICTB 3aMEHSIOTCS Ha MHUCHMEHHBIC/YCTHBIE C HCKIIOYEHHEM JBHUTaTeIbHON
akTUBHOCTH. [Ipy HE0OXOOUMOCTH CTYACHTY-UHBAIHAY MPEAOCTABISIETCS JOMOJHUTEIHHOE
BpeMsi JUIsl BBINOJHEHUs 3anaHus. [Ipu BBIONHEHWW 3aJaHWil AN BCeX TPYNI JHI C
OTPAaHUYEHHBIMH BO3MOKHOCTSMH 37I0POBbsI JOMYCKAeTCSd MPUCYTCTBHE WHAMBUAYAIbHOTO
MTOMOIITHUKA-COTIPOBOXKIAIOIIETO JUII OKa3aHWS TEXHUYECKOW TMmoMomu B OQOPMIICHUU
pE3yNbTaTOB MPOBEPKH CPOPMHUPOBAHHOCTU KoMIleTeHIH. Dopma TpoBeAeHHS TEKyIIleH u
MPOMEXYTOYHON aTTecTallid s CTYJCHTOB-MHBAIWIOB YCTaHABIUBAETCS C y4ETOM
WHIUBUAYAIBHBIX TICHXO0(PU3NYECKUX 0coOeHHOCTeH (YCTHO, MUCHMEHHO Ha Oymare, MMCbMEHHO
Ha KOMIBIOTEpE, B (POpME TECTHPOBAHUS U T.11.).
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[Mogbop u pa3paboTka y4eOHBIX MATEPUAIOB OCYIIECTBISETCS C YYETOM TOTO, YTOOBI
MPEJOCTABIATh 3TOT MaTepHual B pa3iuyHbIX (opMax TakK, YTOOBl MHBAJIMABI C HAPYIICHUSIMH
ciliyXxa TOJy4aad HWH(POPMAIMI0 BH3YyaJlbHO, C HapyIICHHSIMH 3PCHUS -  ayIdalibHO.
O6y‘-IaIOH_[I/IeC5I HWHBaJIWJblI 1 JIMOAa C OrpaHUYCHHBIMHA BO3MOXKXHOCTAMU 3J0POBbLSA o0ecrneueHnl
y4eOHO-METOIMYECKUMHU pecypcaMu B (OpMax, aJanTUPOBAHHBIX K OrPaHUYCHUSIM UX
3M0pOBBs. YdeOHO-MeToaudYeckre pecypehl 1o aucuuiumbe «luppoBas Ttpanchopmarws
yIpaBJICHUS JTOKYMCHTAIIUCH» pa3MeEIIeHbl Ha caiite «JJeKTpOHHas oOpa3oBarejbHas cpeja
KemI'MK» (https://edu2020.kemgik.ru/course/view.php?id=4139), koTopas uUMeeT BEpPCHIO IS
c1a00BHUIAIIUX.

12. IlepeyeHb KIH0YEBBIX CJIOB

lNocynapcrsennast undopmanrionsas cucrema «llnatpopma "LlieHTp XpaHEHUSI ITEKTPOHHBIX
JIOKYMEHTOB'»

Enunas cucrema unentudukanuu u ayrentuduxanuu (PI'MC ECHUA)
Enunblit nopTai rocy1apcTBEHHbBIX U MyHUIIMnanbHbIX yeayr (EIITY)
Cucrema MEXBEJJIOMCTBEHHOTO AJIEKTPOHHOTO JoKyMeHTooOopoTa (MD10)
Crparerus uugpoBoii TpanchopMauu

YpoBHu 111 (ppoBOIL 3pesiocTH JOKYMEHTO000pOTa

Hudposas 3penocts

HudpoBas koMneTeHTHOCTh COTPYIHUKOB ci1yk0 JIOY u apxuBoB
Hudposas Tpanchopmarius yrpaBieHHs TOKyMEeHTaluen

[udposas 3xoOHOMHKA

HudpoBuzanus
DJEKTPOHHOE MTPABUTEIHCTBO
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COAEPKXAHUE
Lenu ocBOCHUS AUCHUTUINHBI
Mecto qucuumingsl B ctpykrype OOII maructpatypbl
[Tnanupyemble pe3yabTaThl 00yUEHHS 110 TUCIUILIIMHE
O0beM, CTpyKTypa U COAepKaHUE TUCHUILINHBI
O06beM AUCIUTUTHHBI
CTpyKTypa IUCHUTLTAHBI
Coneprxanue TUCIUILTAHBI
O06pazoBarenbHble 1 HTHPOPMATNOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUN
OO6pazoBareabHbIC TEXHOJIOTHH
WNudopmaiioHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHH 00yUSHHSI
Y4eOHOo-MeToANUECKOE 00EeCIeUeHHE CaMOCTOSITEIbHONU paboThI
00yJaronmxcs
[lepeuenp yueOHO-METOIMYECKOTO 0OECTIEUEHM S TSl CAMOCTOSATEIbHON
paboTel oOyuaroumxcs
Temaruka J€1OBBIX POJIEBBIX H CUTYalIMOHHBIX UTP
Metoandeckue yka3zaHus JJIsl 00YJIarOIINXCsl IO OpraHu3aIuu
CaMOCTOSITENIbHOM pabOTHhI
@OoHJ OLIEHOYHBIX CPEJCTB
Meroandeckue ykazaHus 7151 00YJarOIIUXCs IO OCBOSHHUIO JTUCITATTAHBI
VY4ebHo-MeToquueckoe 1 HHGOPMAIMOHHOE 00ecredeHUE JUCITUTUTHHBI
OcHoBHas nuTepaTypa
JlononHuTENbHAS TUTEPATYpa
Pecypcrpl nHpOpMaTMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTn « ITHTepHeT»
[Iporpammuoe o6ecrnieueHue 1 HHPOPMAIIHOHHO-CIIPABOYHbIE CHCTEMBI
MatepuanbHO-TEXHHUUYECKOE 00ecTieueHUE TUCIUTUTMHBI
Oco0eHHOCTH peanu3aluy AUCUUTUINHBI I MHBAIUIOB U JIUI] C
OTPaHUYEHHBIMU BO3MOYKHOCTSIMU 37I0POBbSI
[lepeueHs KIHOUYEBBIX CIIOB
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