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1. ITACITOPT ®OHJIA ONEHOYHbIX CPEJACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oueHounslx cpeactB (POC) HeoTbemiieMas YacTh paboueit
porpamMmbl JTUCHMIUIMHBI «BBeneHne B MPOQPECCHOHAIBHYIO NESITENIbHOCTh) U
NpelHa3HAaYeH [JI1 KOHTPOJISI W OLIGHKHM 00pa3oBaTeIbHBIX JIOCTHKEHUUN
CTYJIEHTOB, OCBOUBIIIUX POTPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

LHenp @OC — yCTaHOBUTh COOTBETCTBUE YPOBHS  MOJATOTOBKH
oOyuatomerocsi tpeboBanusim @OI'OC BO OGakanaBpuar 1o HampaBlICHHUIO
noAarotoBku  46.03.02 /IokyMEHTOBEACHUE W APXWBOBEACHUE, YTBEPKICHHBIM
npuka3oM MUHHCTEPCTBA HAyKM U BbIcIIero oOpas3oBaHusi Poccuiickoi
®enepanuu ot 29 okta0ps 2020 1. Ne 1343 (¢ U3MEHEHUAMH U JIOTIOJIHCHUSIMHU);
[TpodeccuonanbupiM  cranaapToM «CrenuanucT 1O OpPraHU3alMOHHOMY U
JOKYMEHTAallMOHHOMY OOECIEUEHHUIO YIIPABIICHUS OpraHu3aluein», yTBEepKICHHBIM
[Ipukazom MunHucTepcTBa Tpyaa U coUMaNbHOM 3amuThl Poccuiickon denepanuu
«O0 yTBepxkaeHUHU npodeccuoHanbHOro cranaapta» ot 15 uronHs 2020 r. Ne 333H;
[TpodeccuonanbupiM ctanaapToM «CrenuanucT MO YNpaBICHHUIO JTOKYMEHTaMU
OpraHu3alun», YTBepKIAeHHBIM lIprkazomM MuHHCTEpCTBAa Tpyla M COLMAIBHOU
3amuThl  Poccuiickoin @epepaunn «OO0 yTBEpKIeHUU NPO(HECCHOHATBLHOTO
cranaapra» ot 27 ampens 2023 r. Ne 421n; IlpodeccnoHanbHbIM CTaHIAPTOM
«CrienmanucT apxuBa», yTBepkIAeHHbIM [Ipukazom MuHHCTEpPCTBA Tpyna u
couranbHOM  3ammThl  Poccuiickoit =~ @epepauun  «O0  yTBEpXKACHHUU
npodeccuoHanbHOro cranaapra» ot 18 mapra 2021 r. Ne 140H.

1.3. Ilepeyenb kommeTeHUMii, (popMHPYeMBIX B MpoIEecce OCBOEHHS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMblI

[Iporiecc OCBOCHHS TUCHUIUIMHBI HAMpPAaBIICH Ha OBJIAJICHUE CIICTYIOITUX
KOMITETCHIIUIA ¥ MHJIUKATOPOB MX JOCTHXKEHUS:

Koano ®I'OC BO \ NHaukaTop 10CTHKEHU
O6menpodeccnoHaabHbIE
OIIK-3 CriocobeH mpuMeHsTh OIIK-3.1. [IpumeHsieT TeOpeTHUECKUe 3HAHUS
TEOPETUYECKHE 3HAHUS JUTSl peILICHHS JUIs pellieHHs] TOCTAaBICHHbBIX 3a/1a4 B 00JIaCTH
MOCTABJICHHBIX 3a/1a4 B 00JIACTH JOKYMEHTOBEICHUS M apXUBOBEICHHS
JJOKYMEHTOBE/ICHUS] U apXUBOBEICHHS

1.4. Dransl (GoOpMHUPOBAHUSA KOMIETEHUMH H CPeACTBAa OLECHUBAHMS
YPOBHS UX C()OPMUPOBAHHOCTH

KoHTpo/IbHO-01IeHOYHBbIE

Jransl popmupoBanus komnereHuuid | Kommerenuun cpeacTBa / crnocod
OlleHMBAHUS
OIIK-3 BrinosHeHnEe mpakTHYECKUX
Tema 1. BBenenue B TUCIUIUIMHY .
3aJlaHuI
Tema 2. AxryansHOCTh crienrasnibHOCcTH U | OITK-3 BrinosHeHnEe mpakTHYECKUX
noTpeOHOCTh B apXUBHUCTaxX u 3alaHui

JIOKYMEHTOBEIAX




Tema 3. Hcropust mosiBnenust u pasputus | OITK-3 BrinosiHeHne mpakTHYECKUX
npodeccuu U CIeHaTbHOCTH 3aJIaHM, YCTHBIA OIIPOC
Tema 4. [Ipodeccuonanpuas | OIIK-3 BrinosiHeHne nmpakTU4ecKux
JIESITEIIBHOCTh ApXUBUCTA 3aJJaHU, YCTHBIM ONIPOC
Tema 5. JlokymeHntammonnoe obecniedenue | OITK-3 BrinosiHeHne nmpakTH4eCKuX
YIPABJICHUS] OpraHU3alMi U NPeIpUATUI 3aJIaHM, YCTHBIA OIIPOC
Tema 6. OcnoBHas mnpobnemaruka | OITK-3 BrinosiHeHne nmpakTH4eCKuX
JOKYMEHTOBEACHHUS KaK HAYKH 3aJIaHNM, YCTHBIA OIIPOC
Tema 7. TpeGoBanusi rocymapcrBerHoro | OITK-3 BrinosiHeHne nmpakTHYECKUX
00pa3zoBaTeNbHOTO CcTaHgapra K 3aJlaHU, YCTHBIM OIIPOC
npo(ecCHOHANBHBIM 3HAHUSIM, YMEHUSIM U

HABBIKAM.

Tema 8. IlpaBoBbie ocHOBBI moaroroBku | OITK-3 BrinosiHeHne nmpakTHYeCKUX
crienanucToB B Poccuiickoit denepanuu 3aJJaHUi, YCTHBIN ONIPOC
Tema 9. OcnoBuele mpobmemsr u | OIIK-3 BrinonHeHne npakTuyecKkux
TEHJECHUUU Pa3BUTUS JOKYMEHTOBEICHMS 3a/IaHH, YCTHBIA OIIPOC

U apXUBHOIO Jiena.

Texyuias arrecranus OIIK-3 KontponbHas pabora
IIpome:kyTouHasi aTTecTanus OI1K-3 3auer

1.5. Onucanue nokazarteseil GopMupoBaHus KOMIETEHIUMH

Kox xomnerennuu

Pe3yabTarsl cGOPpMHUPOBAHHOCTH

OI1K-3 Cniocoben
MPUMCHSITh
TEOPETUYECKHE
3HAHUA JUIS
peleHus
IIOCTaBJIEHHBIX
3aJa4 B 00J1aCTH
JIOKYMEHTOBEICHHUS
U apXUBOBE/ICHNS)
apxuBa

3HaeT: TEOpeTHYECKHUEe OCHOBbI B 00JacTH JIOKYMEHTOBEICHMS,
JOKYMEHTAIMOHHOTO O0ECIIEYCHUsI JIeATEIILHOCTH OpraHu3alud U
apX1BOBECHUS;

VYmMmeer: MNPUMCHATH CIICHUAIU3UPOBAHHBIC TCOPCTHYCCKUC 3HAHUA TJIA
OCYILECTBIIECHHs pabOThI C JOKYMEHTaMH B cpepe JTOKyMEHTAllMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

Brnaneer: HaBbIKaMy MPUMEHEHUS! TEOPETUUYECKUX 3HAHUN JUIS peLIeHUs
MOCTABJICHHBIX 33/1a4 B 00JIaCTH JOKYMEHTOBEJCHHS W apXHUBOBEICHHUS;
HaBbIKAMU  OpraHu3aluu  paboTel C  JIOKyMEHTaMH B  cdepe
JOKYMCHTAIIMOHHOT' O obecrneueHus YIIpaBJICHUA.

1.6. Kpurtepuu oOuneHUBAHUS KOMIIETEHIHMII Ha Pa3HbIX IJTanax HX
(popmupoBanus

KoanuectBo
Bup y4yeOHoii padoThl 0aJU10B
00 \ 300
BrinonHeHue 1 3anyra npakTHYecKux padoT 48 40
KonrponsHas paborta 20 20
KoHTpoib camocTosTenbHOM paboThl 12 20
3auer 20 20
Bcero 100
HaxkonurenbHasi cucrema ounenuBanus no 100-6anabHoi mkase
YeroipexOaiIbHASCH Cucrema
100-6annpHas BykBeHHas mIKaJIa, COOTBETCTBYIOLIAS
CTEMaOllEeHUBAHUSAIK3 o OICHUBaAHUA
HIKaJia 100-6anabHO# mIKase
aMeEHa 3adeTra
OTtnuaHO 90-100 A — OTIMYHO — TEOPETUYECKOE COIEPIKAHUE

Kypca OCBOCHO IOJIHOCTBIO, 0e3 MpoOenos;
HEO0OXOIMMBbIC TPAKTHIECKHUE HABBIKA PaOOTHI
C OCBOGHHBIM MaTepHaioM Cc(opMHPOBaHbI,




BCE MPEIYCMOTPEHHBIE TPOrpaMMoii 00ydeHust
ydueOHBIE 3aJaHus BBIOJIHEHBI, KaYECTBO HX
BBIIOJTHEHUA  OIIGHEHO  YHCIOM  0Oailios,
OIM3KNM K MaKCHMaJIbHOMY

Xopouio

83-89

B -~ oueHp XOpomIO — TEOPETHYECKOE
Cozlep)kaHHe Kypca OCBOCHO IONHOCTBIO, 0e3
mpobesoB;  HEOOXOOWMBIE  MPAaKTHUECKUE
HaBBIKH PabOTBHl ¢ OCBOCHHBIM MAaTEpHajoOM B
OCHOBHOM c(OpMHUPOBaHEI; BCE
NIPEAYCMOTPEHHbIE  TporpaMMoll  00ydeHus
yueOHble 3a/JaHMsl  BBINOJIHEHBI, KauecTBO
BBINOJTHEHHS OONBIIMHCTBA M3 HUX OILICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MAaKCHMaJIbHOMY

Xopouio

75-82

C — XOpolo — TEopeTHYecKoe CoJep>KaHue
Kypca OCBOEHO TMOJHOCTBIO; HEKOTOpHIE
MPaKTUYECKUE HABBIKA PaOOTHI C OCBOCHHBIM
MaTepHajoM C(HOPMHPOBAHBI HEIOCTATOYHO;
BCE TIPeIyCMOTPECHHBIC TporpamMMoin
oOyueHHs y4YeOHbIC 3aJaHUsS BBHITIOJHEHEI,
Ka4yeCTBO BBIMNOJHEHHUS HHU OJHOTO M3 HHUX HE
OLIECHEHO MHHHMAJIBHBIM YHCIOM OajljIoB,
HeKOTOpI)Ie BHUbI 3a)1aH1/1171 BBIITIOJITHCHBI
C OLIMOKaMH

YV 10BJIETBOPUTEIBHO

63-74

D — y#oBneTBOPUTEIHHO — TEOPETHUECKOE
CoJIepXKaHNe AUCIUILIUHBI OCBOCHO YaCTHYHO,
HO 1poOenbl  HE HOCAT  CYLIECTBEHHOIO
XapakTepa;, HEOOXOAWMBIE  NpPaKTHYECKHUE
HaBBIKM PabOTBI C OCBOCHHBIM MaTepHaIOM
B OCHOBHOM C(OPMHPOBAHBI; OOJBIIMHCTBO
MPEyCMOTPEHHBIX HPOrpaMMON  00ydeHUs
y4eOHBIX 3aJaHUi BBINOJIHEHO, HEKOTOpHIE
13 BBITIOJIHEHHBIX 3aaHuM, coJiepkaT
OIINOKH

YZLOBJ'ICTBOPI/ITCHBHO

50-62

E - n[oCpeacTBEHHO — TEOpETHYECKOEe
CONIepXKaHWE Kypca OCBOCHO YAaCTHYHO;
HEKOTOpbIC TPAKTHUYECKHUE HABBIKH PabOTHI
He c(OPMHUPOBAHBI, MHOTHE
MPEAYyCMOTPEHHBIE MPOrpaMMoOi  O0y4eHHUS
yueOHbIC 3aJaHHs  HE BBIIIOJHEHBI  JIHOO
Ka4eCTBO BBIMOJIHEHHUSI HEKOTOPBIX M3 HUX
OLICHEHO YHUCJIOM OajioB, OIU3KUM K
MUHHAMAJIBLHOMY

3auTeHo

HeynosnerBopurensHo

21-49

FX - HEYJOBJIETBOPUTEIHHO -
TEOPETUYECKOE COJAEPIKAHUE Kypca OCBOEHO
YaCTUYHO, HEOOXOJUMBIC  NPAKTUYCCKHE
HaBBIKA paboThI HEe cOPMHUPOBAHBL;
OOJIBITMHCTBO MIPEIYCMOTPEHHBIX
mporpaMMoit  oOydeHusl Y4eOHBIX 3aJaHuit
HE BBITIOJIHEHO 6o Ka4ecTBO
WX BBITIOJIHEHHUS OIIEHEHO YHCIIOM 0aios,
OJIM3KUM K MUHHUMaJIbHOMY; npu
JIOTIOJTHATETIFHOW CaMOCTOSATENbHOH paboTe
HaJ MaTepraioM Kypca BO3MOKHO
MOBBIIIICHIE KAYeCTBa BBITIOJHEHUS yUCOHBIX
3a/laHui

HeynosnerBopurensHo

0-20

F - HEYAOBJICTBOPUTCIBHO — TEOPETHUCCKOC

coJIeprKaHne Kypca HE OCBOEHO;
HEoOX0/MMble PAaKTHYECKUE HAaBBIKK PabOTHI
He c(OPMHUPOBAHBI; BCE BBINOJIHEHHBIE

y4eOHbIe 3aJaHus cCoAepkKaT IpyObie OMMOKH,
JIOTIOJIHUTENbHASL  CaMOCTOsITeNbHasl pabora
HaJ ~ MaTepuajoM  Kypca  He MPHUBEACT
K KAKOMY-JIHOO  3HAYUMOMY  MOBBILICHHUIO

He3auteno




| | KayCCTBa BBIINNOJIHCHUSA y‘—I€6HBIX 3a,I[aHPII7[ |

2. KOHTPOJIBHO-OOEHOYHBIE CPEJCTBA
2.1. OueHo4YHBbIE CPEACTBA TEKYLIEr0 KOHTPOJIS

BonpochI /151 yCTHOT0 Onpoca:

1. Yro Takoe AOKyMeHTHass WH(GOpMAIMs W OCHOBHBIC TPEOOBAaHHS K
Hen?

2. OrnpeneneHue MOHATUS TOKYMEHT.

3. OTnuuuTenbHas XapaKTePUCTUKA MTOHATUS «TOKYMEHT.

4, OxapakTepru3yiTe OCHOBHBIE JTamnbl BO3HMKHOBEHHUS W Pa3BUTHSA
JOKYMEHTOBEACHUSA?

S. XapakTepuCTHUKa JIOKYMEHTOB, pEeriaMEHTUPYIOIIUX
JIEJIOIIPOU3BOJICTBA B Pa3HbIC BPEMEHHbBIE IEPUOBI.

6. Urto Takoe «['ocymapcTBeHHBIM 00pa3oBaTeNbHBIA CTaHAAPT IO
CHEIHATBHOCTH»?

7. Kakue  TpeOoBaHus  TPEABABISIIOTCS K  MNPOPECCHOHATIBHON
MOATOTOBKE CIIEHAIACTA TOKYMEHTOBEA?

8. KBanudukannoHHas XxapakTepucTHKa CIEeIUaIMCTa-T0KYMEHTOBEA.

Q. Yto  sBisietcsi  00OBEKThI  MPOGECCHOHAIBHOM  JEATEbHOCTU

crenuanicTa-10KyMeHToBeaa?

10. KsanudukanmoHabie TpeOOBAHUSA K JOMKHOCTH «CEKPETaphy

11. Ilepeunciure OCHOBHBIE JEJIOBBIE W JIMYHOCTHBIE KadyecTBa
ceKpeTaps.

12.  Yro Takoe npodeccruoHanbHas ’TUKA U B YEM €€ 0COOCHHOCTh?

13. Yro Takoe meN0BOIl ATUKET, €r0 KpaTKas XapaKTEPUCTHK?

14. Ha3oBuTe OCHOBHBIC HAIPABJICHHS JCSITEILHOCTU CEKpeTaps U B YeM
O0COOEHHOCTH UX HCIIOIb30BaHUS?

15. Crpykrypa cinyxObl JOKYMEHTAIIMOHHOTO OOECTeueHUs yIpaBiIeHUs
MEPCOHAJTIOM — OIPEEICHUE, BUJIBI U KpaTKasi XapaKTepUCTHKA.

16. HopwmatuBHas pernamentanusi ciayxO0wsl JIOY B Hauane pa3Butus u
cenyac

17. TunoBble OpraHu3alMOHHBIE CTPYKTYypbl  ciayxOel JOY —
OTpeJieieHre, BUIbl U KpaTKasi XapaKTepUCTHKA

18. HazoBuTe OCHOBHBIC OpraHu3aluoHHbIE (GOpPMBI  pPabOTHl  C
JIOKyMEHTaMHU.

19. Cayx06a JIOY: ocHOBHBIE TpeOOBaHUS K COCTABJICHUIO TOKYMEHTOB.

Bomnpocs! /151 NpoBeeHUs1 KOHTPOJIbHOM PadoThl (KOHTPOJIbHAsI padoTa
NPOBOAMTCH B (popMe TECTUPOBAHMSA):

1. HNudopmanus — 310 ...
A) TOKyMEHT



b) cBenenus o uém-mu6o

B) Habop TepMUHOB U onpeeaecHui

') mpaBUnIBLHOTO BapuaHTa OTBETA HET

2. YupapneHnyeckas uHQpOpMaIus SBISIETCS] COCTABIISIONIEH . ..

A) Tekyiei nabopmaluu

b) He odurmansHoit nHPopMaru

B) odurmansroit nndopmarmm

I') counanbHOM MHMOpMaLIUU

3. Jlenonpou3BOACTBO — 3TO ...

A)  camocTosATenbHAs ~ OTpacib  AAMHUHHCTPATUBHO-YIPaBICHYECKOU
JESITEIbHOCTH OpPTaHU3alMH, YUPEKACHUS, MPEANPUATHS, KOTOpas 00ecreurnBaeT
JOKYMEHTUPOBAHWE W OpraHu3aluio pabdoTbl C JOKYMEHTaMH, CO3JaHHE
JIOKYMEHTAITMOHHON WH(GOPMAIMOHHON ©0a3bl Ha Pa3IUYHBIX HOCUTENAX IJIs
WCIIOJIb30BAHUSL  YNPABICHYECKUM allllapaToM B IIPOIECCe pealu3alid  ero
byHKIUH

b) 3amuce uHpOpManuM Ha PA3TUYHBIX HOCUTENISIX IO YCTAHOBJICHHBIM
npaBuiIaM, 00ECIICYUBAIOIIUM €€ IOPUINIYECKYIO CHITY

B) coctaBnenue koHcniekTa nH(pOpMAIUK, MPEICTABICHHON B JOKYMEHTE

[') aBuXeHuE TOKYMEHTOB B OpPraHHM3alldd C MOMEHTa UX CO3JaHUs WIH
MOJIYYCHUS JI0 3aBEPIICHUS MCIIOJHEHUS WJIM OTIPABIICHUS, T.€. COBOKYITHOCTb
B3aMMOCBSI3aHHBIX MPOLEAYP, 00€CTIeUNBAIONINX MPOXO0KIACHNE JOKYMEHTOM €T0
OCHOBHOTO >KU3HEHHOTO ITHKJIa

4. JIOKyMEHTUPOBAHUE — ITO. ..

A) 3anuch WHGOPMANMKM HA PA3IMYHBIX HOCHTENAX IO YCTAHOBJICHHBIM
paBuiaM, 00ECTICUNBAIOIINM €€ FOPUIUIECKYIO CUITY

b) cocraBnenue koHcnekTa HHPpOpMAIUHU, TPEACTABICHHON B TOKYMEHTE

B) camocrostenpHas ~ oTpacib  QAMUHUCTPATHBHO-YIIPABICHUYECKOM
NESATEILHOCTH OpTaHU3AINK, YUPEKIACHUsS, TPEANPUATHS, KOTOopas oOecreynuBaetT
JIOKyMEHTUPOBAHHE U OpraHu3aiuio paboThl C JOKyMEHTaMH, CO3/IaHUE
JIOKyMEHTAIIMOHHOW HWH(POPMAIIMOHHON 0a3bl Ha Pa3IMYHBIX HOCUTENSIX IS
WCIIOJIb30BAHUSL  YMPABICHYECKUM alllapaToM B TIPOIECCe pealH3alid  ero
byHKINHA

I') nBMXeHWE NOKYMEHTOB B OpPraHHM3allid C MOMEHTa WX CO3JaHUs WM
MOJTyYeHHUsST 10 3aBEPIICHUS WCIIOJHEHUS WU OTHpPABICHUS, T.€. COBOKYITHOCTb
B3aMMOCBSI3aHHBIX TMPOLEAYP, 00ECTIEUNBAIONINX MPOXO0XKICHNE JOKYMEHTOM €To
OCHOBHOTO >KU3HEHHOTO ITHKJIa

5. OCHOBHBIMU TPeOOBAaHUSIMH K YIIPABICHYCCKONH HH(GOPMAITUH SIBIISIOTCS

A) TomHOTa, ONEPaTUBHOCTH, MPO3PAYHOCTh, TOYHOCTH, AaJAPECHOCTH,
JOCTYITHOCTD JIJIST BOCTIPUSTHUS

b) nonHoTa, SICHOCTB, TOCTOBEPHOCTH, TOUHOCTh, aJPECHOCTD, JOCTYITHOCTh
JUTSI BOCTIPUSITHS

B) mnonnoTa, oOmMEpaTMBHOCTH, JTOCTOBEPHOCTh, TOYHOCTH, AIPECHOCTD,
JOCTYITHOCTb JJIS BOCTIPUSITUS

') onepaTUBHOCTD, JOCTOBEPHOCTh, TOUHOCTh, aIPECHOCTh, OOBEKTUBHOCTD

6. Uto aBnsercs HocuTeneM opuIUaNbHON HHPOpMAITIH?



A) yenoBek

b) noxyment

B) counanbnas nndopmanms

I') opurmaneubiii haxt

7. JIOKyMEHT — 3TO ...

A) nHpOPMAITMOHHBIN MOTOK CBEJICHUM 0 YEM-THOO.

b) 3adukcupoBaHHas Ha MarepuaIbHOM HocuTele HUH(opManus C
PEKBU3UTAMHU, TTO3BOJIIOIIMMU €€ UICHTU(DUITUPOBATE.

B) Bun mnonurpaduyeckol MOpOAYKUMH, TPEACTABICHHBII B  BUIE
CTaHJIAPTHOTO OYMa)XHOTO JIHCTa onpeAenéHHOro Gpopmara

I') odurnmanbHOE BBICKA3bIBAaHUE, COOOIIEHUE B YCTHOW WJIM MHUCHMEHHON
(bopMe ¢ U3JI0KEHUEM TOUKH 3PEHHS IO KAKOMY-JIMOO BOIIPOCY

8. JIokyMEeHTO00O0pOT MpeACTaBIseT COOOM ...

A) nesATenpHOCTb, KOTOpas Kacaercs MOArOTOBKHM IAKeTa JIOKYMEHTOB B
COOTBETCTBUU C TpeOOBaHUSIMU JEHCTBYIOILLErO 3aKOHOJIaTEIbCTBA,
JIEIONPOU3BOICTBA U TOCYIAPCTBEHHBIX OPTaHOB

b) cnpaBouHble JaHHBIE 00 OpraHu3aluu

B) npesrenpHOCTh 11000T0 MPEANpPUATHS MO COCTABICHUIO PAa3HBIX BHUJIOB
JIOKyMEHTOB

I') nBwxeHue NOKYMEHTOB B OpraHM3allMd C MOMEHTa MX CO3JIaHUS WIIU
MOJIYYEHUS 10 3aBEPIICHUS UCTIOTHEHUS WM OTIPaBICHUS

9. Kak knaccuuiupyroTcs BUAbI TOKYMEHTOIIOTOKOB?

A) peructTpupyeMbl U1 HEPETUCTPUTYEMBIE

b) Bxoasmue, ucxoadiue 1 BHyTPEHHHE

B) peructpupyeMbl W HEpPErMCTPUTYEMbIE, BXOJIAILIUE, HWCXOMAIINE H
BHYTPEHHHE

I') mpaBUIBHOTO BapuaHTa OTBETA HET

10. BeiGepute (QYHKIUIO YNpaBIEHYECKUX TOKYMEHTOB, KOTOpas He
OTHOCHUTCS K «00IIUM (QYHKIIHSIMY.

A) nHbOpMAIIMOHHO-KOMMYHUKATUBHAS

b) ynpaBnenueckas

B) comnuanbHas

I') KynpTypHO-BOCIIUTATENbHAS

11. Kakoii opran ynpasienus B XV-XVI cT. pykoBoaui npukazamu?

A) 6osipe

b) npukasusie cyabu

B) okonbHMuMe

I') nbsiku

12. B kakoM rofly ObUT IPUHST yKa3 0 BBEJEHUHU IrepOoBoit Oymaru?

A) 1698 r.

b) 1699 r.

B) 1798 r.

I') 1899 r.

13. YUto npencrasisier coboit ['enepanpubiii perinament 1720 r.?



A) IEPBBIA  TJIaBHBIM  IHCBMEHHBIA  YCTaB, PEryJIMpyOInn
JEJ0NPOU3BOACTBO

b) nmepBBIii TpoCTpaHHBIM  3aKOHOJATENIBHBIM  aKT, PETYIUPYIOIIUH
JEJ0NPOU3BOACTBO

B) o6a oTBeTa BepHbI

') mpaBUnBLHOTO BapuaHTa OTBETA HET

14. B xakoii mnepuoa o0003HAUEH AaKTUBHBIM COBEPIICHCTBOBAHUEM
CTaHJAapTU3ALMH IE€TOIPOU3BOICTBA?

A) 1970-1980 rr.

b) 1870-1880 .

B) 1960-1970 rr.

I') 1990-2000 rr.

15. Yto npencrasiisieT coboit TumoBast MHCTPYKIHUS MO JEIONPOU3BOCTBY?

A) MEXrocylapCTBEHHBIM CTaHAAPT MO PETYIHPOBAHUIO IOCYAApPCTBEHHOU
chephbl ICIONPON3BOJICTBA

b) JOKyMEHT peKOMEHJATeNbHOIrO XapakTepa [0 PpEeryJHMpOBaHUIO
rOCyJ1apCTBEHHOM C(epbl 1EJI0NPOU3BOJICTBA

B) HopMaTUBHO-TIpaBOBOM aKT IO PEryIMPOBAHUIO TOCYIAPCTBEHHON Chepbl
JEJIONPOU3BOACTBA

I') npaBMJIBHOTO BapUaHTa OTBETA HET

16. OOpazoBaTenbHas nporpamMmma — 3710 ...

A) KOMILJIEKC OCHOBHBIX XapaKTEPUCTUK 00pa30BaHuUs

b) TpeboBanus Kk 00pa30BaHUIO

B) yueOHbIii ru1an 00pa3oBaHus

I') mpaBUIBLHOTO BapuaHTa OTBETA HET

17. Yrto sBasercs oOBEeKTaMH MNPOPECCUOHANBHOW  JEATEIbHOCTH
0akaJiaBpOB CIIELUATIBHOCTHU «/[OKyMEHTOBEZIEHHE U apXUBOBEACHUE ?

A) TOKYMEHT, CO3/IaHHBIN JIFOOBIM CIIOCOOOM JOKYMEHTHUPOBAHUS; CUCTEMBI
JOKYMEHTAllUU; CHUCTEMbl HH(POPMAIMOHHO-IOKYMEHTAIIMOHHOTO O0ecnedeHus
yIpaBJICHUS; CIPaBOYHO-TIOUCKOBBIE CPEACTBA U CIPABOUYHO-UH(POPMAIIOHHBIE
W3JIaHHS O COCTABE U COAECPKAHNN JOKYMEHTOB.

bB) nokyMeHT, co3maHHbIN JTI00BIM CIIOCOOOM JTOKYMEHTHPOBAHUS; CUCTEMbI
JOKYMEHTAIlMU; CHUCTEMBbl HH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO OOeCnedeHus
YIPABJICHHUS.

B) nokymeHT, co3/laHHbIH JIFOOBIM CIIOCOOOM TOKYMEHTHUPOBAHUS; CUCTEMBI
JOKyMEHTAllMU; CHUCTeMbl HH(OPMAIMOHHO-IOKYMEHTAIIMOHHOTO 00ecreyeHus
YIOPABJICHUS; JOKYMEHThl ApXUBHOTO ()OH/IA; apXUBHBIE TOKYMEHTBI, B TOM YHUCJIE
JIOKYMEHTBI 110 JIMYHOMY COCTaBY; CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA U CIPABOYHO-
MH(OPMAIMOHHBIE U3/IaHUSI O COCTABE U COJAEPKAHUU IOKYMEHTOB.

I') mpaBuUaBHOTO BapuaHTa OTBETA HET.

18. Kakue ¢hopmbl opraHu3aiuu JeI0MpON3BOICTBA CYIIECTBYIOT?

A) rocynapcTBeHHasi 1 HErOCy1apCTBEHHAS.

b) uentpanusoBaHHas, AELIEHTPAIN30BaHHAs, CMEILIAHHAS.

B) 3akoHOaTenpHas U UCIIOJIHUTEIbHAS.

I') Bce BapHaHTHI BEPHBI.



19. JomxkHOCTHASE MHCTPYKIUS — 3TO ...

A) NOKYMEHT, PpEerjJaMeHTUPYIOIIUNA MPOU3BOACTBEHHBIC IOJIHOMOYHS H
00s13aHHOCTH pabOTHUKA

b) mpaBoBo#l akT, onpenensomuil MOpsaIoK 00pa3oBaHUs, 00S3aHHOCTU U
opraHuzanuio padoTsl ciayx0sl JJOY, a Takke mpaBOBOM CTaTyC U KOMIIETEHIIUIO
JOJKHOCTHBIX JIMII, OCYHIECTBISIOMUX padoTy B ciyxkoe JOY

B) ocHoOBHOIl JOKanbHBIE HOPMATHBHBIM aKT, peErIAMEHTHUPYIONTUN
TEXHOJIOTHUIO PabOThl C JOKYMEHTaMU B MpeAesiax OpraHu3anuul (ydpexiacHus,
npeanpusiTus, Gupmbl)

I') npaBuIBLHOTO BapUaHTa OTBETA HET

20. B uéM 3akmrogaroTcss 0COOCHHOCTH Tpyaa cekperaps-pedepeHTa?

A) B yMeHUH OBICTPO MEPEKIIOYATHCSA C OJTHOTO BHAA PadOThl HA APYroi:
perucTpanus JOKYMEHTOB, TeJIe)OHHBIE MEPETrOBOPHI, MAIIMHOMHUChL, padoTa ¢
dbakcom, mpuemM NmoceTuTene u T.1.

b) B 00111€HNM ¢ OTHOCUTENLHO OOJIBIINM KPYTOM JIUII

B) B HeoOXoAMMOCTH TMOMHUMO TMOPYYEHUH  HEMOCPEICTBEHHOIO
PYKOBOJIUTEIIA MO POJIY CBOEH JEATEIIBHOCTH BBIMOJHATH NOPYUYEHUS IPYTUX JIUILI.

I') Bce BapraHTHI BEPHBI

O1eHOYHbBIE CPEICTBA JIsl MPOMEKYTOYHOM aTTecTAlHM (3a4€T)
Bomnpocs! AJ1s1 NpoBeeHU 3a4eTa

. JoxymenTHast mHbopmaIus U TpeOOBaHUS K HEH.
. JIOKyMEHT ¥ ero XapaKkTepuCTHKa.
. CyIITHOCTh OHSITHS «JTOKYMEHT.
. 'ene3uc u pa3BuTHe MOHATUSA «ITOKYMEHT.
. l'ocynapctBeHHBII 00pa3oBaTeNbHbIN CTAHAAPT MO CHELUAIBHOCTH.
. TpeboBanus npodeccruoHaIbHOM MOATOTOBKH CIIEUATNCTA.
. KBanmukarnmonnas xapakTeprcTuka CrieluaincTa-10KyMeHTOBE/IA.
. OOBEKTHI npodeccuoHaTbHON NEATEIbHOCTH CIIeHHAIACTA-
JIOKYMEHTOBE/IA.
9. JlenoBbIe ¥ IMYHOCTHBIE KAUECTBA CEKpeTapsl.
10. Hcropust pa3BUTHSI CEKPETAPCKOTO Jea.
11. OcHoBHbIC HampaBJICHUS JICITEILHOCTH CEKpETapsI.
12. KBamudukanroHHbIE TPEOOBAHUS K JOIDKHOCTH «CEKPETaAPh
13. Crpykrypa cinykObl JOKYMEHTAIIMOHHOTO O0ECTICUCHUs YIpaBICHUS
EPCOHAJIOM.
14. HopwmatuBHas pernamenTtanus ciyxxos JJOY.
15. Cuyx06a 1OY: ocHOBHBIEC TpeOOBaHUS K COCTABIICHUIO IOKYMEHTOB.
16. OpranuzanuoHHbie POPMBI paOOTHI C TOKYMEHTAMHU.
17. TunoBsle opraHU3aIMOHHBIE CTPYKTYpPHI CIIyKO0bI JIOVY.
18. ®yHKIUU CTPYKTYPHBIX MOJpa3ieseHuit ciyxonl JJOY
19. OcHoBHbIE (DYHKIIUN JOKYMEHTOBEA U apXUBHUCTA.
20. HampapneHus nesiTeIbHOCTH JTOKYMEHTOBEAA U apXUBUCTA.

coO~NO OIS WN -



21.  Cdepsl npuMeHeHUS NeATETLHOCTH apXUBUCTA U IOKYMEHTOBE/IA.

22. UWudopmanus u fokymeHT. [loHaTus u onpeneneHus.

23. ApxuB, apXUBHbIN JOKYMEHT. [IoHSATHUS U onpeiesieHue

24. Ponb 10KyMEHTa B IMYHOM >KMU3HU YETIOBEKA

25. 3HaveHHe JOKyMEHTa B )KM3HHU 00IIeCTBA U rocyJapcTBa

26. ®enepanbHbiil 3ak0H OT 29.12.2012 Ne 273-®D3 (pen. ot 29.07.2017)
«O0 obpaszoBanuu B Poccuiickoit denepanuu»: OCHOBHbIE TOHSTHS, BUABI U
YpOBHU 00pa30BaHUs.

27. @enepadbHbli TOCYHApCTBEHHBIM  00pa3oBaTelIbHBIA  CTaHAAPT
BEICIIIETO 0Opa3zoBanus 46.03.02 JlokyMeHTOBeIeHNE U apXHUBOBEICHNE.

28. IIpodeccnonanpHble CTaHAAPTHI B 00JacTH MPodhecCHOHATHHOM
NEATEeILHOCTH: TPYAOBBIC ()YHKIIUH, TPYAOBBIE NEHCTBUS, HECOOXOIUMBIE 3HAHUS U
YMEHHUH.

29.  Buapl npodeccroHanbHOM AeITeTbHOCTH TIOCIe OKOHYAHUSI BY3a.

30. Poab apXMBOB B COBPEMEHHOM MHUPE.

31. Mecro u 3HAaYCHUE UH(OPMAITMOHHO-TOKYMEHTAITMOHHOTO
0OCITy>KUBaHUS B JACATEIHHOCTU YIPABJICHUECKOTO armapara.

32. Mecro ciayx6n1 IOY B cucteMe ynpaBiieHuUs.

33. MHcropus npodeccun apxuBuUCTa.

34. Hcropus npodeccun TOKyMEHTOBEIA.

35. Hcropus mOArOTOBKY CHEIUATUCTOB-TOKYMEHTOBEOB H ApXUBUCTOB.

36. IIpodeccronanpHBIC yMEHHUS U HABBIKA JOKYMEHTOBEIA U apXUBHUCTA.

37. Bo3MoxHOCTH TIpO(PECCHOHANBLHON  amanTallud — apXWBHCTAa U
JIOKyMEHTOBE/Ia B COBPEMEHHOM MHPE.

38.  JIpSKHW M OIBIYNU MOCKOBCKHX ITPUKA30B.

39. T'enepanbhblii pernmament 1720 r.

40. Cankr-IletepOyprckuii 1 MOCKOBCKUN apX€0JOTUYECKUE UHCTUTYTHI
B Pocculickoit uMmnepuu.

41. ]JledaTenbHOCTh YAHOBHUKOB MUHUCTEPCTB B XIX—XX BB.

42. PasButHe npodeccun B COBETCKOE BpeMs.

43.  OOBeKThI MPOPECCUOHATBHON AESTEIHHOCTH.

44,  Bunasl npodecCHOHAIBHON e TENHHOCTH.

45. Tlpodeccuonanbubiil cTanaapT « CIEITUATUCT apXHBaY.

46. Ilonsarue «/JIOY opranuzamum.

47. TlpodeccruonayibHbIC CTaHIapThI «Criequainuct 15 (0]
OpraHU3allMOHHOMY W  JIOKYMCHTAallUOHHOMY  OOECIICUCHUI0  YIPABJICHHS
opranuzanuei», « CueruanucT 1Mo yIpaBJIeHUO TOKYMEHTAIUeH OpraHu3aIim.

48.  OCHOBHBIEC MPUHITUIIBI JOKYMEHTOBEICHMUS.

49. llenu v 3aaa4M TOKYMEHTOBEICHUSI.

50. VYuuBepcampHbie, 0OMmIENPOdEeCCHOHANIBHBIE W IPOGECCHOHAIBLHBIC
KOMITETCHIIUM OakajaBpa MO HAMpPaBIICHUIO MOATOTOBKU JoKymMeHTOBeAeHHE U
apXWBOBEJICHNE.

51. Tengenuun u mepcrekTuBbl pa3zputus JIOY u apxuBHOro nena Ha
COBPEMEHHOM JTare.

52. TlepcrekTuBbl pa3BUTHUs Tpodeccuu TOKYMEHTOBEIAa U apXUBUCTA.



53.

JlokyMeHTHast HHpopMaIus 1 TpeOOBaHUS K HEl.

54.  JIOKyMEHT U ero XapaKTepHCTHKA.

55.  CyIIHOCTbh MOHATHS «JIOKYMEHT.

56. T'enesuc u pa3BUTHE MOHATUS «IOKYMEHT.

57. TocynmapcTBeHHBIN 00pa30BaTENIbHBIA CTAHIAPT MO CHEIUATBHOCTH.

58. Tpebopanus npodecCHOHAIBHOM MOJATOTOBKHU CIICIIUATUCTA.

59. KaanudukanmoHHas XapakKTepUCTUKA CIIEUATUCTA-I0KYMEHTOBEIA.

60. OOBexkThl  MPodEeCcCHOHATBHOM  ACATEIBHOCTH  CHEIHAIHNCTA-
JTIOKYMEHTOBE/IA.

61. JlemoBble U TMYHOCTHBIC KaYeCTBa CEKpeTapsl.

62. Hctopus pa3BUTHS CEKPETapCKOTO Jea.

63. OcHOBHBIE HaNpaBJICHUS EATEIHHOCTH CEKpeTapsl.

64. KaanudukannoHHbIEe TPEOOBAHUSA K TOMKHOCTH «CEKPETaphy

65. Crpykrypa ciyXObl JOKYMEHTAIIMOHHOTO O0ECTeUeHUs yIpaBiIeHUs
HEPCOHAJIOM.

66. HopmaTtuBHas pernamentanus ciayxx0s1 JJOY.

67. Cuyx6a IOY: ocHOBHBIE TPEOOBaHUS K COCTaBICHUIO JOKYMEHTOB.

68. OpranuzanuoHHbie POPMBI pabOTHI C JOKYMEHTAMH.

69. TumnoBble OpraHu3alMOHHbIE CTPYKTYpPHI ciyk0b1 JIOY.

70. @yHKUMU CTPYKTYPHBIX MojApa3aeneHuit ciyxosl [JOY



