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1. HACIIOPT ITPOI'PAMMBI IPO®ECCHUOHAJIBHOI'O MOAYJIA

Opranuszanusi apXuBHOM ¥ CIIPABOYHO-MH(POPMAIMOHHOI PadoThI 110 JOKYMEHTAM
OpraHM3anuu

1.1. O0J1acTh NPUMeHeHUs] TPUMEPHOM MPOrPaMMBbl

PaGoyas mporpamMma TpPOQECCHOHATBHOTO MOIYNSA SBIISIETCS YacThlO IPOTPaAMMBI
MOJTOTOBKM cCrienuanuctoB cpeaHero 3peHa (namee - [IIICC3) B coorBerctBuu ¢ ®I'OC mo
cnenunanbHocTd 46.02.01 /lokymeHTauMOHHOEe o0eclevyeHHe YNPaBJIEHHS W apXMBOBeJeHHE
0a30BOIl TMOATOTOBKM B YaCTH OCBOCHHS OCHOBHOTO BHAA MPO(ECCHOHAIBHON AEATEIbHOCTU
(BITH): Opranm3anusi apXuBHOH M CIPAaBOYHO-MHGOPMALMOHHOI PadoThI MO NOKYMEHTaM
OpraHu3alu U COOTBETCTBYIOLIUX MpodeccuoHanbHbIX KoMmereHui (11K):

1. OcymecTBisATh SKCHEPTU3Yy LEHHOCTH JOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOUIUMU
3aKOHOJATEIbHBIMU aKTaMU U HOpMaTHBaMHU.

2. Becrtu paboTy B cucTemMax 3JeKTPOHHOTO JOKYMEHTO000POTA.

3. PazpabarpiBaTh M BecTH KiacCH(PUKATOpbI, Tabenn W Jp. CHOPaBOYHUKHA TO JOKyMEHTaM
OpraHu3aIiy.

4. (OOecneunBaTh MPHEM U PAIMOHATIBHOE pa3MeIlEHHE JOKYMEHTOB B apxuBe (B TOM YHCIE

JOKYMEHTOB TIO INYHOMY COCTaRBY).

ObecrieunBaTh y4eT U COXPAHHOCTh JOKYMEHTOB B apXUBE.

OpranuzoBbIBaTh HUCIHOJB30BAaHUE aPXUBHBIX JOKYMEHTOB B HAYYHBIX, CIPaBOYHBIX U

MPaKTUYECKUX IEJISX.

7. OcyllecTBIATh OPraHU3alMOHHO-METOINYECKOE PYKOBOJICTBO U KOHTPOJIb 32 paboTOM apxuBa
OpraHu3aliy 1 3a OpraHu3anueil J0KyMeHTOB B JEJIONPOU3BOJICTBE.

[IpumepHas nporpamma MpodeccHoHaTbHOTO MOAYJS MOET OBITh HCIOJIb30BaHa B
JIOTIOTHUTEIBHOM MPOQeccCHOHATbHOM 00pa30BaHUM, B MPOTrpaMMax MOBBIIIEHUS KBATU(DUKAIIUN 1
po¢heCCHOHANBHOM MOATOTOBKH TIO JIOJDKHOCTSAM ciyxamux: 26353 Cekperapb-MalIMHHCTKA,
21299 Jlenronpoussoaureib, 20190 ApxuBapuyc

TpeboBanusi K ypoBHIO 00pa30BaHus, ONBITY pabOThI: OCHOBHOE o0Iiee, cpeaHee (T0JTHOE)
oO1ee, HaYaJIbHOE MTpodecCHOHAIbHOE 00pa3oBaHue 0e3 orbITa pabOThI.

oo

1.2. Heau u 3apaum npodeccHOHAIBLHOr0 MOIYJIsI — TPeOGOBaHUs K pPe3yJibTaTaM OCBOEHMSs
npodeccuoHAIBLHOr0 MOYJIAA:

C 1nenpl0 OBIAJEHUS YKAa3aHHBIM BHJIOM INPOQPECCHOHANBHON JIEATEIBHOCTH U
COOTBETCTBYIOIIMMHU KOMIIETEHIIUSMU CTYJIEHT B XOJ€ OCBOEHHUS MPO(ECCHOHAIBHOIO MOy
JIOJIKEH:

HMeTh NPAKTHYECKHH ONBIT:

- OpraHM3alliil apXWBHOW M CIPAaBOYHO-MHGOPMAIIMOHHON paboThl MO JOKYMEHTaM
OpraHu3aluy;

yMeTh:

- OpraHu30BBIBATH JIEATEIBHOCTh apXUBa C YUETOM CTaTyca M MpoQuis opraHu3aluy;

- paboTath B cucTeMax 3JIEKTPOHHOTO TIOKYMEHTO000pOTa;

- HCII0JIb30BATh B JESTEIBHOCTH apXMBa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTUH;

- IIPUMEHATh COBPEMEHHBIE METOAUKH KOHCEPBALMU M PECTABPALIUU apXUBHBIX JOKYMEHTOB;
3HATh:

- CHUCTEMY apXMBHOro ymnpasiieHus B Poccuiickoii ®enepan U OpraHu3alui0 ApXUBHOTO
¢donna Poccuiickoit denepannu;

- CHCTEMY XpaHEHHUsI 1 00pabOTKH TOKYMEHTOB.

OK 1. IloHuMarp CyIHOCTb U COIMANIBHYIO 3HAUUMOCTb CBOEH Oynyieil npodeccuu, mposiBIATh K
HEW yCTOWYUBBIN UHTEPEC.



OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JIEATEIbHOCTD, BBIOMPATh TUIIOBBIE METOBI M CIIOCOOBI
BBITIOJTHEHUS TPO(PECCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3(P(EKTUBHOCTH M KOJIMYECTBO.

OK 3. IIpuHuMmaTh perieHns B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYalLUsAX U HECTH 3a HUX
OTBETCTBEHHOCTh

OK 4. OcymiecTBIsATh TOUCK M UCHOIB30BaHNE HHYOPMAITUH, HEOOX0UMOH 1711 3 (HEKTUBHOTO
BBITIOJTHEHUS TPO(PECCHOHANBHBIX 3a/1a4, TPO(PEeCCHOHATBHOTO U JTMYHOTO PAa3BUTHSL.

OK 5. Mcnonb3oBaTh HHYOPMALIMOHHO- KOMMYHUKALIMOHHBIE TEXHOJIOTUU B ITPO(HECCUOHATILHOM
NESATENBHOCTH.

OK 6. PaboTtath B KOJJIEKTHBE U KOMaH i€, 3PPEKTUBHO 0OIIATHCS C KOJIJIETaMu, pyKOBOJCTBOM,
MOTPEOUTENSIMHU.

OK 7 .Bpatp Ha ce0si OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaH/b! ( NOJTYMHEHHBIX), PE3YJIbTAT
BBITIOJIHEHUS 3aJaHMSL.

OK 8. CamocTosiTeIbHO ONIPEACIIATH 3a7a9i MPOGECCHOHAIBHOTO U JTMYHOCTHOTO Pa3BUTHSI,
3aHUMAThCA CaMO0Opa30BaHUEM, OCOZHAHHO TUTAHUPOBATH MOBHIIIICHUE KBATH(DUK AT,

OK 9.0pueHTHpOBAaTHCS B YCIOBHIX YaCTOW CMEHBI TEXHOJIOTHH B TIPO(heCcCHOHATBHON
JESITEIIBHOCTH.

[IK 2.1. OcyiecTBasiTh 3KCIEPTU3Y LIEHHOCTH IOKYMEHTOB B COOTBETCTBUU C JIEUCTBYIOIUMU
3aKOHOJATEIbHBIMUA aKTaMU U HOPMaTHBaMU.

IIK 2.2. BecTn paboTy B cUCTeMax IEKTPOHHOTO TIOKYMEHTO000pOTa.

[1K 2.3. PazpabatbIBaTh 1 BeCTU KJIaCCU(PUKATOPHI, TAOETH U IPYrHe CIIPABOYHUKHU MO TIOKYMEHTaM
OpraHu3aliu.

IIK 2.4. Ob6ecnieunBarh MpUeM U pallMOHAIBHOE Pa3MEICHUE IOKYMEHTOB B apXuBe ( B TOM YHCIIC
JOKYMEHTOB 10 JIMYHOMY COCTaBY)

1K 2.5. ObecneunBaTh y4eT U COXPaHHOCTb JJOKYMEHTOB B apXUBE.

IIK 2.6. OpraHI/BOBBIBaTB HCIIOJIb30BAHUC APXUBHBIX NOKYMCHTOB B HAYYHBIX, CIIPABOYHBIX U
INPAKTUYCCKUX LECIIAX.

[1K 2.7. OcymiecTBiATh OpraHU3alMOHHO-METOIMUYEeCKOe PYKOBOICTBO ¥ KOHTPOIb 32 paboTOM
apXyBa OpraHU3alliy U 32 OpraHu3aluend JOKYMEHTOB B A€JIONPOU3BOICTBE.

1.3. KotnuecTBO 4acoB Ha 0CBOEHHME NPOrpaMMbl NPo¢ecCHOHAIBHOIO MOy Is: Bcero — 495
yac, B TOM YHCIIE:

MakcumanbHas yuyebHast Harpy3ka oOydaromierocst — 417 yaca, BKirouas:

v’ 00s13aTeNbHYI0 ayJUTOPHYIO y4eOHYI0 Harpy3Ky oOydarorierocs — 278 uaca;



v\ caMoCTOATENBHYIO paboTy oOydaromerocs — 139 yac;
v IPOM3BOJICTBEHHAS IPAKTHKA — 72 yaca.



2. PE3YJIBTATBI OCBOEHUSA TIPOPECCHOHAJIBHOT'O MOAY JIA

PesynbraTtoM OCBOEHHUS MPO(ECCHOHAIBFHOTO MOAYJS SIBJSIETCS OBJAJCHHE CTYACHTaMH
BUJOM TpodeccuonanbHoi nesitensHocTd (BIIZl) Opranm3anusi apXuBHOW MW CHPaBOYHO-
HHGOPMAIMOHHOI PadoThI MO J0KYMEHTAM OPraHu3aluM, B TOM YHcie MpodhecCHoHATbHBIMA
(ITK) 1 o6mumu (OK) KoMIeTeHIUsIMU:

Kon HaunmeHnoBanue pe3yjibTaTOB 00y4eHUs

[IK 2. 1. OcymiecTBIATh SKCIEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBHUH C
JENCTBYIONTMMHU 3aKOHOIaTeIbHBIMU aKTaMH M HOPMaTHUBAMH

I1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO JIOKYMEHTO00OpOTa

IK 2.3. Pa3zpabarbiBaTh 1 BeCTH KIIaCCU(PUKATOPHI, TAOCIH U JIP. CIIPABOYHUKHU TI0
JIOKYMEHTaM OpTraHu3aIiu

K 2.4. OO6ecnieunBaTh MPUEM U paIlMOHATILHOE pa3MelieHue JOKYMEHTOB B apXuBe (B T. U.
JOKYMEHTOB 10 JINYHOMY COCTaBY)

IIK 2.5. O6ecnieunBaTh yU€T U COXPAHHOCTH JOKYMEHTOB B apXHBE

[IK 2.6. Oprasn3oBbIBaTh UCIIOJIB30BAHNE APXUBHBIX JOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX
Y MPAKTHUYECKUX METITX

K 2. 7. OcCyHniecTBIISITh OPraHU3AIMOHHO-METOJUYECKOE PYKOBOJICTBO U KOHTPOJIb 32
paboToii apXuBa OpraHU3allly U 32 OpraHu3aIuell JOKyMEHTOB B
JIeJIONPOU3BOJICTBE

OK 1. [ToHMMaTh CYIIHOCTH U COIMATBHYIO 3HAYMMOCTh CBOEH Oyaymiel mpodeccun,
MPOSBJISITH K HEM YCTOMYMBBIN HHTEPEC

OK 2. Opraan3oBbIBaTh COOCTBEHHYIO NIEATEILHOCTD, BHIOMPATh TUIIOBBIE METOIBI U
CrocoObI BRITIOJHEHUS MTPOPECCHOHANTBHBIX 3a/1a4, OIEHUBATh X A (HEKTUBHOCTD U
Ka4yeCTBO

OK 3. [IpuHMaTh penieHust B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYyallMsSIX U HECTH 3a HUX
OTBETCTBEHHOCTH

OK 4. OcymiecTBIATh IOUCK U UCTIOJIb30BaHUE MH(GOPMAIIHH, HEOOXOIUMOM /IS
3¢ (GEeKTUBHOTO BBIIOJHEHHS MPOQPECCUOHANBHBIX 3a1a4, TPO(HEeCCHOHAIBLHOTO U
JIMYHOCTHOTO Pa3BUTHS

OK 5. Hcnonp3oBath HHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIEC TEXHOJIOTUH B
poQecCHOHAIBHON 1eATEIbHOCTH

OK 6. PaboTaTh B KOJUICKTHBE U KOMaH 1€, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTEIISIMU

OK 7. Bpatp Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaH Ibl (IO TYMHEHHBIX),
pe3ynbTaT BbINOJHEHUS 3aJaHUI

OK 8. CaMocCTOATENHHO OMPEAeATh 3a4a4i MPOo(hecCHOHATBEHOTO U TUYHOCTHOTO
Pa3BUTHSI, 3aHUMATHCS CaMOOOpa30BaHUEM, OCO3HAHHO TJIAHUPOBATH MOBBIILICHUE
KBaJTU(PUKAITIH

OK 9. OpHeHTHPOBATHCS B YCIOBUSAX YACTHOW CMEHBI TEXHOJIOTHI B TTPO(ecCHOHATBHOM
NESATEIbHOCTH




3. CTPYKTYPA U COAEP KAHUE TPO®ECCUOHAJIBHOT'O MOAY JIA
3.1. TeMaTu4eckuii Miian npoeccnoOHAILHOro Moayasa OpraHu3anusi AapXUuBHON M CIPABOYHO-UHGPOPMAIMOHHOI PadoThI 110 TIOKYMEHTaM

OpraHM3aumnu
O0beM BpeMeHH, OTBe/IEHHBII HA OCBOEHHUE
IIpakTuka
MEeKAUCUMILJIMHAPHOT0 Kypca (KypcoB)
Oobs13aTesqibHAs Ay IUTOPHAS CamocrosiTeJibHast
yuyeOHasi HAarpy3Ka padora
Beer o0yyaromerocs o0y4aronerocst IIpousBoacTBenHa
Kon HaumeHoBaHus pa3aeioB o Y Y p A
npogeccnoHaNbH npogeccnoHaIbLHOIO yaco 6B T.4. B T.1., VuebOHa i
bIX KOMIIETCHIM MOIYJIA B J1200paTopH | Kypcoba B T.14., A, (o npogutio
Bcer | bie paboTnl 1 A KypcoBa CHEeNHANBHOCTH),
Bcero, 4acoB
o, NpaKkTHYecK | padora s1 pabota 4acoB
4acoB
4acoB | We 3aHATUA, | (IIPOEKT (mpoekr),
9acoB ), 4acoB
4acoB
1 2 3 4 5) 6 7 8 9 10
[K21-27 Paznen 1 MZIK.02 .01
OK 1 - OK-9 Opranuzanusi 1 HOpMaTUBHO-
MIPaBOBHIE OCHOBBI APXHUBHOTO 66 44 10 - 22 - -
nena
[IK 2.2 -2.7, Paznmen 2. MJIK 02.02
OK 1 - OK-9 l'ocynapcrBenHsble,
MYHUIIUIIAIBHBIC ADXUBBI H 66 44 10 20 22 -
apXUBBI OPraHu3aluu
[IK2.1-2.7 Pazgen 3.MJIK 02.03
OK1 - OK-9 Meroauka v IpaxkTuKa 78 50 20 i 2 i i
apXUBOBEICHUS
[IK2.1-2.7 Paspen 4. MJIK 02.04 57 38 18 - 19 - -




OK 1 - OK-9 ObecnieueHne COXpaHHOCTH
JOKYMEHTOB
K 2.1-2.6 Paznmen 5.MJIK 02.05
OK 1 - OK-9 Opranmuzanus apXMBHOH 66 44 24 i 99
cimyx0b1 B Poccuiickoit
denepanun
[IK 2.7 Paznmen 6.MJIK 02.06
OK 1 - OK-9 KoHTpons 3a cocTosiHreM 84 56 30 i 28
JIeTIONIPOU3BOICTBA B
yIIpaBJICHUN
Bceero: | 417 278 112 20 139 72




3. Conep:xanue o0yuyeHus 1no npodeccuonaibunomy moayJo (IIM) Opranu3anusi apXuBHOH ¥ CIPABOYHO-MH(POPMALMOHHOH PadoTHI MO

AOKYMCHTaAM OpraHu3alnvu

HaumeHoBaHue pa3iesioB Conep:xanue yueOHOro MaTepuaJa, JJadopaTopHble padoThl M PAKTHYECKHUE 3aHIATHS, CAMOCTOSITE/ILHAS Oo6bem YpoBennb
npodeccuonanbHoro moayJs (IIM) u | paGora odyuaromuxcst 4acoB OCBOEHUS
TeM
1 2 3 4
Pasnea 1. IIM 02. Padora no 26
OpraHM3anuH U HOPMATHBHO-
NMPaBOBBIM OCHOBAM apPXHBHOIO jeJia
MJIK 02.01. Opranu3anus u 26
HOPMATHBHO-ITPABOBbIE OCHOBBI
apXMBHOIO JeJ1a
Tema 1.1. OcHOBHbIE OHSITUS U Coaep:xkanue 8
TepPMHUHBI APXMBOBeIeHUS 1 Hcropust BOSHUKHOBEHHUS apXHUBa 1.-2
2 [Tonstue 00 apXMBHOM ITpaBe U APXUBHOM 3aKOHOAATEILCTBE 1.-2
3 3a7a4 HOPMATUBHO-TIPABOBBIX OCHOB apXHBHOT'O JIeJia
4 IIpeaMer apXMBHOTO 3aKOHOATENbCTBA
Tema 1.2. 3akoHonaTeJbHbIE H Conep:xanue 9
HOPMATHUBHBIEC OCHOBBI CO3aHHUSI 1 Enununp! xpaHeHust, 1eino 1.-2
apxmBa 2 ApxuBHbIH QoHA
3 donn000pazoBaTenb
4 ApXUBHBIE KOJUTEKIIUI
5 ["ocynapcTBeHHbIH apXUBHBIN (GOHI
6 YacTHble (JIMYHbBIE) apXUBHI
Tema 1.3. IIpaBoBbIe 0CHOBBI Conep:xaHue 4
peryJiupoBaHusi apXUBHOM chepnbl 1 Knaccudukamus nokymeHToB AD 1-2
2 Knaccudukanms 10KyMEeHTOB U €T B apXHBE
3 3aKoHOJATENNbHBIE 1 HOPMATHUBHBIE aKThl, PErYIHUPYIOLINE apXUBHOE €TI0
IIpakTHYecKue 3aHATUS 2
1 CocraBieHHe INCTa-3aBEPUTEINA MIPEITOKEHHOTO JIeNia
2
Conep:xanue 4
1 ApXUBHOE TIPaBO
2 ApPXHMBHOE 3aKOHO/IATEIHCTBO
IIpakTnyeckne 3aHATHSA 8

1 | Hcnons3oBanne APXUBHBIX TOKYMCHTOB B HAYYHBIX, CIIPABOYHBIX U MMPAKTUICCKUX HECIISAX




2 CocTaBneHre KapTOUKH 3aMECTUTEIIS JIeNa
3 CocTaBneHue anropuTMa MoucKa JOKyMeHTa
4 CocraBneHue TaOIHIBI 110 IEPEYHIO JOKYMEHTOB
Conep:xanue 1
1 | DTUYECKUH KOJIEKC apXUBUCTA
Conep:xanue 2
1 | Crpykrypa cuctembl HCA
Conep:xanue 2
1 | [lepeueHp 3aKOHOAATENHHBIX AKTOB 110 APXUBHOMY JIENTy
Conep:xanue 2
1 | PanonansHOe pa3menieHe JOKYMEHTOB B apXUBE
HTorosoe 3ansTue 2
CamocTosiTesqibHasg padoTa npu u3y4yeHun pasgena 1. IIM 02. 22
IlpuMepHasi TeMaTHKa BHeayAMTOPHOW CaMOCTOSITeJILHOI PadoThI
[ToaroroBka pedeparoB Mo TeMaMm:
Cranosnenue apxusHoro jiena B Kuesckoit Pycu.
ApxuBHOE JIe5io Bo BTopoii momoBuHe XX Beka
Pa3BuTre apXxuBHOTO Aeia B 10 BOCHHBIN 1 BOCHHBIE IEPHOIBI
CranoBieHue apxuBHOro aena B Poccuiickoit @eneparnuu
ApPXUBHOE JIeJI0 B TIOCTICBOCHHBII EPHO
MexnyHapOAHbIN 3TUYECKUI KOIEKC apXUBUCTOB
B3anMocBsI3b apXUBHOTO 3aKOHO/IATENHCTBA C HOPMATUBHBIMH AKTAMU CMEHHBIX OTpacieil (OHOIMOTEYHBIM U MY3eHHBIM JIEIIOM )
Co3gaHue KOMMIKYA apXUBHUCTA.
Pazpnen 2. [IM 0.2. Opranuzaunus 66
JAeATeIbHOCTH roCy1apcTBEeHHBIX,
MYHHMIUNAJTBHBIX APXUBOB H aPXUBOB
OpraHu3anuu
MJK 02.02. I'ocynapcTBeHHbIe, 44
MYHHIUNATbHbIE APXHUBBI U APXUBBI
OpraHu3anui
Tema 2.1. Cucrema Pocapxusa Conep:xanue 3
1 [onsTne u cTpykrypa PocapxuBa. Bumbl rocytapcTBEHHBIX apXUBOB: OOIIHE U CIICIHAIN3UPOBAHHEIE, 1.-2
KOMILIEKTYHoIIHecs (uctopuueckue). CucTeMa apXUBHBIX YUPEKIACHHI
IIpakTHYecKHe 3aHA THSA 2
1 ‘ Cetb (enepanbHBIX apXHBOB.
Tema 2.2. ApxuBHbiii pong Conep:xaHue 8




Poccuiickoii ®enepanun

Knaccudukarus ToKyMeHTOB B TIpeieiax apXuBoB. HOpMaTHBHBIC aKThI, PETryIHPYIONIHE TOPSI0K
JIEITOTIPON3BOJICTBA U paboTy apxuBoB. OpraHkI YIIpaBJICHHEM apXHUBHBIM JICTIOM H CHCTeMa apXuBoB PO.
TToustue apxusHoro dorna PP. Cocras AD PP. 'ocynapcTBeHHas 4yacTh apXuBHOro (ouga PO.

IpakTHuyeckue 3aHATHS

1

CoBpeMeHHbI€ (henepaibHble TOCAPXUBEI, PErYIHPYIOIINE MOPSIOK AETONMPOU3BOICTBA H PabOTy apXUBOB.
CocTaBiieHHE CXEMBI KIIACCU(HUKAIIMH JOKYMEHTOB, TOUISKAIMX XPAHEHHIO B TOCYIaPCTBEHHOM apXUBHOM
¢doHze.

Tema 2.3. ®enepanbHas apxuBHas
ciayx0a Poccniickoii ®enepanun

Conpep:xanue

Herocynapcreennas yacts apxuBHoro ¢onna P®. CocraBiienne cxeMbl K1acCU(pHUKALUNKN aPXUBHBIX
JIOKyMEHTOB U Jies1 B apXUBHOM (oHzie PO 1o cpokam xpaHeHus U B TIpejesax apxusa. L{eHTpaabHbIe OpraHbl
rocyznapcTBeHHo# Biacti PO, ynpasistone apxuBHbIM fesioM. denepanbHas apxuBHas ciryxba PO.

1-2

Tema 2.4. Cozaanue u nopsioK
paboThI rocyAapCTBEeHHBIX U
BEeJOMCTBEHHBIX APXHBOB

Conpep:xanue

TlocynapcrBennslii apxus. 3aiaun apxusa. [Ipoduns apxuBoB. Benomcrennsliii apxus. Co3nanue
rOCYZIapCTBEHHOT'O M BEIOMCTBEHHOI'0 apXuBa. MepoIpusaTHs IIPH CO3JaHUH BEIOMCTBEHHOI'O apXUBa.
[opsmok pabots! apxuBa. OOIIIE BONPOCH OPraHU3ALMN TOBCEIHEBHON IEITENBHOCTH apXUBa
npeanpustus. CocTaBleHre HOMEHKIATYPBI Jed. MecTo apXuBa B OpraHU3aIlMOHHOI CTPYKType
MIPEATpUsITHs ,6€ 0COOEHHOCTH. Y IIpaBJIeHHE TOBCEAHEBHOM AEATEIBHOCTHIO apXUBA MPEANPHUSTHUSL.
Opranun3anus padotsl apxuBa CoBpeMeHHbIe TpeOOBaHMUS K apXUBY OpraHU3aLliH.

HpaKaneCKne 3aHATUA

1

Tl'ocymapcTBenHsbIi apxuB. 3a1aun apXuBa. 3a0a49H, BUIBI BEJOMCTBCHHBIX apXHBOB.

13

1-2

Tema 2.5. ApxuB HerocyaapcTBeHHOI
OpraHM3aluu

Conep:xanue

1

XapakTeprCTHKU HErOCYIapCTBEHHOMN YacTH apxXUBHOrO Gouma PD. OOI1ue YepThl ¥ pasIndus MexXIy
rOCYZIapCTBEHHBIMH U MyHUIIMIIAIBHBIMY apXuBaMH. [IoroBop Mexay cOOCTBEHHHKaMHU HErOCyIapCTBEHHON
yactu apxuBHOTo horma PD 1 rocymapcTBeHHON apXuBHOH CITyKOBI. [ImarnpoBanme pabOTHI M OTYETHOCTE.
Apxussl ropona Camapa n Camapckoii obmactu. Mtorooe 3anstue

CamocTosiTesibHAsi padoTa Npu u3y4yeHuu pazgena 2. [IM 0.2.

IIpumepHasi TeMaTHKA BHEAYIUTOPHOI caMOCTOSATEIbHOI padoThI
Coznanne nmopT¢hoIro I OpraHu3aIMN ApXUBa HAa COBPEMEHHOM TIPEIPHSITHH

Co3nranne TepMHUHOJIOTMIECKOTO CIOBAPS 10 apXUBHOMY JIETY

Coo0menne no reme<IlonsiTre u crpykrypa Pocapxnusa>
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CooOrmmenne o reme<Knaccudukarms T0KyMEHTOB B IIpeesiax apXuBOB>

CooOmmenne o reme<Knaccudukarnms 10KyMeHTOB ApXUBHBIX ()OHJIOB>

Pabora c HOpMaTHBHBIMH aKTaMU 110 apXHBHOMY JIENTY U JIEJIONPOU3BOJICTBY

Pedepar o reme<HopmaTuBHEIE aKTbI, peryIUPYIOIINE TOPSIIOK AETONPOU3BOCTBA U PadOTy apXHBOB>

Pedepat o reme<CocraB AD PD>
PaboTa ¢ HOpMAaTUBHBIMHU TOKYMEHTAMHU

CooOmenne 1o Teme<l ocyqapcTBEHHBIN apXuB. 3aJlauu apxuBa>

Pedepar no reme<MecTo B apXxuBe B OpraHU3AIMOHHOHN CTPYKTYpE NPEeANpUsTHS, € 0COOEHHOCTH>

CooOrienne o reme< OCHOBHBIE HAIIPABJICHHS TIOBCEAHEBHOM NEITEILHOCTH apXUBa MPEANPUSITHSI>

CooOienue o reme<CoBpeMeHHbIE TpeOOBaHUsSI K apXWUBY OpraHU3aIMN>

Pedepar no reme<XapakTepuCTHKN HErocyJapCTBEHHOH 4YacTh apXuBHOro ¢onpa Pd>

CooOrienue o reme</loroBop mMexay cOOCTBEHHUKaMH HErocyIapCTBEHHOM YacTH apXxuBHOTo (onna PO u rocynapcTBeHHONW apXWUBHOM CITYKObI>
Pedepar mo Teme<Apxussl ropoaa Camapa u Camapckoit odmactu™>

CooOienue no reme<IInanupoBaHue pabOThl U OTYETHOCTH>

Pa3znen 3. [IM 0.2. OcHOBBI METOTUKH 102
U IPAKTHKHU apXHBOBeEICHHUSI
M/IK 02.03. MeTonuka ¥ NpaKkTHKA 102
ApPXMBOBE/ICHUS
Tema 3.1. Opranusanus fokymenToB | Conep:kaHue 4
ApxusHoro ¢ponza PO 1 [NousiTre opranuzanuu q0KyMmeHToB ApxuBHoro Gouna Poccuiickoii denepanun. Kpurepun opranuszanmu 1.-2
nokymeHToB B Poccuiickoit @enepaunu. @onnoobdpazoBanue. Kiiaccudukanus, cuicTeMaTi3anust
JOKYMEHTOB
2 Kputeprnu opranusaimm 1okymMeHToB B Poccuiickoii Deneparium.
3 Dong000pazoBaHue.
4 Knaccudukanms, cucremarn3anus JOKyMEHTOB
IIpakTHYecKne 3aHATUS 2
1 | [lonstne opraamzanuu nokymeHToB AD PO
Tema 3.2. KomniiekToBaHUe apXuBa Coxnep:xanue 4
1 [lonsiTHe U comeprkaHNe KOMIUIEKTOBAHHS apXUBa 1.-2
2 Hcrounnku kommuiekToBanus. Opranu3anys KOMIUICKTOBAHUS.
3 [loaroroBka aena k nepeaatde B apxuB. TpeOOBaHMS K apXUBHOMY ACITY 1.-2
4 [lepenaga mema B apxuB.
IpakTuyecKue 3aHATUS 2
1 | CTOYHHMKH KOMIIEKTOBAHHS
Tema 3.3. DxcnepTH3a HEHHOCTH Conep:xanue 6
JAOKYMEHTOB 1 O(l)opMneHI/Ie JieJIa IOATOTOBJICHHOI'O K apXMBHOMY XPaHCHHUIO
2 IloHsiTHE SKCIIEPTU3BI HEHHOCTH JOKYMEHTOB 1.-2
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33[[3‘11/1 1 OTaIlbl SKCIICPTU3BI. 9KCHepTHaH KOMHUCCHA

4 Kpurepun sKcriepTH3bl IEHHOCTH JOKyMeHTOB. [Tponcxoxnenus, conepkaHusi, BHEIITHUX OCOOEHHOCTEH 1-2
JIOKyMEHTa.
5 CoBpeMeHHbIE CHCTEMBI TIepedHell TOKyMeHTOB. CTpyKTypa MepeyHs..
IpakTHyeckue 3aHATHS
1 OcymiectBienne D11/ B cooTBETCTBHM C AEHCTBYIONMMH 3aKOHO/IATEIbHBIMU aKTaMU U HOPMAaTHBAMHU
2 CocTaBiieHUE ONUCH JIeJ MOCTOSTHHOTO ¥ BPEMEHHOT'0 XPaHEeHHUs
Tema 3.4. Y4eT 10KyMeHTOB Conep:xanue
ApxusHoro ¢ponga PP 1 IloHsATHE ydeTa TOKYMEHTOB. 1-2
2 Opranusanys ydera JoKyMeHTOB ApxuBHoro ¢onyia P®. CocraBieHne yUeTHBIX TJOKYMEHTOB B apXHBe.
3 KHura yuera noctymieHus v BBIOBITHS TOKyMeHTOB. Criicok (oHI0B
IlpakTHYecKHe 3aHATHS
1 I 3anoyHeHNe KHUTH y4eTa NOCTYIUICHUH U BBIOBITHS JOKYMEHTOB.
Tema 3.5. HayuHo-cnipaBo4HbIii Conep:xanue
annapat (HCA) k nokymMmeHTaM 1 ITonsiTHe apXuBHOro cripaBo4HHUKA. CTPYKTYpa apXUBHBIX CIPABOYHHKOB 1-2
ApxusHoro ¢ponaa PO 2 Onucu aen u nokymeHToB. [IpaBuina cocraBiaeHus 1 ohOpMIICHHS
3 Karayioru u BeJoMCTBEHHbIE KAPTOTEKH. BBl apXHBHBIX KaTaJOrOB. 1-2
4 VYkazarenu. OCHOBHBIE BUABI YKa3zaTeneil. 1-2
5 Coneprxanue ucropuu Gonaa u GoH 000pazoBaHus 1-2
IIpakTHYecKue 3aHATUS
1 | CocraBieHHEe apXUBHOW HCTOPUIECKOH CIIPaBKU
Tema 3.6. Ucnoin30Banue Conep:xanue
JOKYMEHTOB apXHBa 1 [onsTHe, HANTPABIIEHNUS U LIENH UCIOJIL30BaHUS APXHUBHBIX JOKYMEHTOB 1-2
2 ApXMBHAas CIIPaBKa, KOIUsI, BHIITUCKA 1-2
3 Pabora untanpHOro 3a1a apxusa. Belaua e BO BpeMEHHOE MOJIb30BAHUE. 1-2
4 Yder ucronp30BaHUs ApXUBHBIX JOKYMEHTOB 1-2
IIpakTHYecKoe 3aHsATHE
1 3aronHeHNe KapTOUKH MOIb30BATENS U JKypHAJIa PETUCTPAIIY BBIAAHHBIX KOIH, BBINHCOK, CIIPABOK,
TEMaTHYECKUX MaTEPHUAJIOB.
Tema 3.7. Orpanuyenue A0cTyna K Coaep:xanue
APXMBHBIM IOKYMEHTaM 1 [paBo rpaxaad Ha 10CTYN K HHQOPMAIIUH. . 1-3
2 OTBETCTBEHHOCTH 3a pasTialleHne KOHQUICHITNATFHON apXUBHONW MH(DOPMAIIIHL.
3 [IpenenbHbIE CPOKH BPEMEHHOTO XPAHEHHUS] ApPXMUBHBIX JJOKYMEHTOB B OPTaHU3AIMAX
4 YHUYTOXEHNE JOKYyMEHTOB C HEUCTEKIINMH CPOKAMH XPAaHEHHS

IIpakTHyeckoe 3aHsTHE




CocraBiieHne IpUKasa O BbIACICHUNU JOKYMCEHTOB U JICJI K YHUYTOXCHHUIO

Tema 3.8. Ilopsinok nepegaun Conep:xanue 4
JOKYMEHTOB apXHBa HA MOCTOSTHHOE 1 [TnannpoBaHue pabOTH M OTYETHOCTh APXUBA
XpaHeHHe 2 KoHTponb 3a cocTosiHnEeM JJOKYMEHTOB
3 XpaHeHHe JOKYMEHTOB U X OPTaHU3alHsl B IEIONPOU3BO/ICTBE
4 [Tpuem n nmepepava JOKYMEHTOB IIPH CMEHE PYKOBOIUTEIS
IIpakTHyeckue 3aHATHS 4
1 CocTaBnieHue akTa puemMa-nepesadu pyu CMeHe PyKOBOIUTENs apXHBa
2 [Nopsinok nprema-nepeayy Npu peopraHu3aiy
Tema 3.9. Opranuzanus padoTsl Conep:xanue 1
apxuBa 1 Opranuzanys XpaHeHus JOKYMEHTOB 1-2
2 HToroBoe 3aHsTHE 1
CamocTosiTesibHasg padoTa npu u3y4ennu paszaena 3. [IM 02. 38
IIpumepHas TeMaTHKA BHeayAUTOPHOH CAMOCTOATEIbHON PaGoThl
IToaroroBka npe3eHTanui 10 TeMaMm:
JIOKyMEHTBI, IO[UIEKAIINE 3aCCKPEUNBAHUIO, PACCEKPEUNBAHUIO.
ApxuBHas 3BPHCTHKA
MapkeTuHr B apxuBe
Pabota c nepcoHanoM apxuBa
@DopMBI MacCOBOT'0O UCIIOJIb30BAHUSI APXUBHBIX IOKYMEHTOB
TexHOTpOHHBIE apXUBbI
ONEeKTPOHHBIE apXHUBHI
O030p UHTEPHET-CAUTOB IO APXUBHOMY ACITY
ITpoekT co3aHus JINIIEH3MOHHOT O COrTIAIICHNUS HA OKa3aHHE KOMMEPUYECKUX YCIIYT apXHBOM
Paznen 4. IIM 02. Conep:xaHue padoTbl 96
1o odecrneyeHUI0 COXPAHHOCTH
JOKYMEHTOB
MJIK 02.04. Obecnieuenne 96
COXPAHHOCTH JOKYMEHTa
Tema 4.1. Cuctema Mep odecneydeHust Conep:xaHue 1
COXPAHHOCTH 0KYMECHTOB 1 Opraam3anys XxpaHeHus JOKyMeHToB. Co3/laHie MaTepHaIbHO-TEXHUIECKOH 0a3bl XpaHeHUS JOKYMEHTOB. 1-2
2
Tema 4.2. PazmenieHne 10KYMEHTOB B Conep:xanue 1




XpaHWJnie 1 1-2
2 TomnorpadupoBanwue.
IIpakTHyeckune 3aHATHS 4
1 3aroHeHne KapTOUYKH MOCTEIUIaXXHOT0 ¥ TO(OHIOBOI0 TONOrpadMuecKoro yKasartes.
2 AHanu3 opraHu3anuy XpaHeHUs TOKYMEHTOB 00pa30BaTEIbHOTO YUPEK ICHHS
Tema 4.3. IlepBuunasi pecraBpauusi 1 Coaep:xkanue 1
KOHCEpPBaNUs AaPXUBHBIX JOKYMEHTOB 1 [NoHsiTHe TepBUYHON pecTaBpalliy U KOHCEPBALMHM apXUBHBIX TIOKyMEHTOB. CoJiepikaHHe pecTaBpaluy 1 1-2
KOHCEpBaluH
2
IIpakTHYecKkne 3aHATHS 4
1 PecraBpairioHHO-KOHCEpBallMOHHass 00paboTKa JIOKYMEHTOB.
2 Co31aHue 2JIeKTPOHHOM KOMHMU M KOHCEpBAIUs IOKYMEHTa
Tema 4.4. Ilopsigok BbIIAYM J1eJ1 U3 Conep:xanue
XPaHWJINII 1 1-2
2
3
4
5
IIpakTHYecKHe 3aHATHSA 6
1 Odopmiienne 3aka3za (TpeboBaHMs1) Ha BbIauy JOKyMeHTOB. COCTaBJIeHHE apXUBHON CIIPABKU
2 CocTaBiieHUE aKTa 110 BbIJAY€E Jie] BO BpEMEHHOE 10J1b30BaHKE. 3aM0IHEHHE KapThI-3aMeCTUTENs Jea.
3 3anojgHeHNe KHUTH BbIJaYd JOKYMEHTOB U JIMCTA UCIIOIb30BAHMS JOKYMEHTOB.
Tema 4.5. IIpoBepka HaTU4YUs U Conep:xaHue 1
COCTOSIHUS JOKYMEHTOB B apXHBaXx 1 1-2
2 ITopsiiok npoBeAeHHs NPOBEPKH JOKYMEHTOB B apXUBE
IIpakTHYecKHe 3aHATUS 2
1 | CocraBJIeHHE aKTa MIPOBEPKU, HATUYUS F COCTOSHIUS JIEL.
Tema 4.6. O0ecnneueHue COXPAHHOCTH Conep:xaHue 1
00000 IEHHbIX H YHUKAJBHBIX 1 CocraBieHne onucyu 0co00 EHHBIX JOKYMEHTOB. 1-2
JOKYMEHTOB apXHBa 2
IpakTHyecKue 3aHATUS 2
1 | CocraBieHne onucyu 0co00 IEHHBIX TOKYMEHTOB.
Urorosoe 3anarue. Co3ganne cTpaxoBoro GoHma 1 GpoHIa MoIb30BaHAS 1
CamocTosiTesibHAs padoTa Npu u3y4ennu pazaeina 4. [IM 02. 12

HOHFOTOBK& 3J'I€KTpOHHOI71 MpE3CHTAlNN:

IIpumepHasi TeMaTHKA BHEAYIUTOPHOI caMOCTOATEIHHOH padoThI

3a1111/1Ta APXHUBHBIX JTOKYMCHTOB OT INICCHCBBIX l"pI/I6OB




KOHcepBaHI/IH JOKYMCHTOB

I/IHHOBaHI/IOHHHe TEXHOJIOTUH 10 00ECIICYCHUIO COXpPaHHOCTHU JOKYMCHTOB

Tlouck BUIACOKIIUIIOB 1O OpraHU3alu apXrUBHOI'O A€jia U 00€eCIIEYeHUIO COXPaHHOCTU JOKYMCHTOB B KOJIJICKIIUH I/IHTepHCT-pecprOB

HpOBeZ[eHI/Ie ITPOBCPKU JOKYMCHTOB B apXUBC

Pazgen 5. IIM 02. Conepxanne padoTsl
110 KOHTPOJIIO 32 COCTOSTHHEM
AeJIONPOU3BO/CTBA B YIIPABIeHUH

M/K.B.02.05 Opranuzauusi apXuBHO¥#
c1y:k0b1 B Poccniickoii @enepanun

66

Tema

Conep:xanue
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19.

. Beenenue.

. Ucropus apxuBHOii ciryx0bl B Poccuu.

. F'ocynapcrBennas apxuBHas ciyx6a PO.

. Ctpykrypa ['ocyjapcTBEHHOW apXUBHOM CITY)KOBI.
. ©ynkiun ['ocynapcTBeHHO apXUBHOW CITYXOBI.

. CeTb 1 (pyHKIIMH TrOCYJapCTBEHHBIX apPXHUBOB.

. CoxpaHHOCTb apXUBHBIX JOKyMEHTOB.

. BenoMcTBEHHBIE ApXUBBI.

. OYHKIIMK BEJOMCTBEHHBIX apXUBOB.

. KOMIUICKTOBaHUE apXHBa.

. ObecnieueHre COXpaHHOCTH TOKYMEHTOB.

. IlonroroBka 1OKyMEHTOB K Iiepesiaue Ha TOCYIapCTBEHHOE XPaHEHHE.
. Ucnonbp3oBaHue JOKyMEHTOB.

. KoHTposne 1 oka3aHue NOMOIIM B OpraHU3aluy JeI0pOonu3BO/CTBA.

. F'ocynapcTBenHast apxuBHas cryx6a B Camapckoil obmactu.

. Ctpykrypa 'ocymapcTBeHHOI apXuBHOM ciry>k0p1 CamMapckoit o0macTu.

. ApxuBHBIHI QoHI apXUBHOM ciry:k0b1 Camapckoi 00macTu.
. Xapakrepuctruka apxuBoB CaMmapcKoit o0macT.
Hrorosoe 3aHdaTHE.

IpakTHyeckue 3aHATHSA

24

1.
2.
3.

Cxema NMOYMHEHHS apXHUBOB.
Crpykrypa ['ocyapcTBeHHOM apXHBHOHN CITY>KOBI.
3agaun ['ocyqapcTBEHHOW apXUBHOM CITY>KOBI.




4. Cetb rocyJapcTBEHHbIX apXHUBOB.

5. Opranuzanus obecriedeHHs: COXPaHHOCTH JOKYMEHTOB apXUBa.

6. OmpeneneHys CPOKOB XpaHEHUS PA3IMYHBIX BHJOB JOKYMEHTOB.

7. Buzpl 1 oTIIMYHBIE 0COOCHHOCTH BEIOMCTBEHHBIX apXHBOB.

8. ITopsoK KOMIUIEKTOBAHUS BEJIOMCTBEHHOTO apXUBa.

9. MeponpusTus, IPOBOAUMBIE Ul 0OeCIIedeHUs COXPAaHHOCTH apXUBHBIX JIOKYMEHTOB.
10. MepomnpusTus 10 CO3aHUIO BEIOMCTBEHHOI'O apXUBa.

11. Mepomnpusitue 0 CO3JaHUIO SKCIEPTHOH KOMUCCUH.

12. Meponpustus 10 NpOBEAECHUIO SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB.

13. MeponpusaTus 1o nepeaade el B apXUB Ha MOCTOSHHOE XPaHEHUE.

14. Pa3paboTka METOANYECKUX PEKOMEHIALUH ISl PYHKIIMOHHUPOBAHHSI.

15. Crpykrypa 'ocynapcTBeHHON apXUBHOM ciy0b1 CaMapcKkoil 001acTH.

16. Xapakrepucrika apxuBoB Camapckoi 001acTH.

17. Ucrounuku kKomIuiekToBanus ["ocyiapcTBeHHOI apxuBHOM ci1y:k0b1 Camapckoi o0acTu

CamocrosiTe1bHast pafoTa npu u3ydenuu Pasnmeina 5.
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IIpumepHas TeMaTHKA BHeayIUTOPHOIH CaAMOCTOSATEIbHON PaboThI
. I'noccapuii.
. Cocrasnenue cxembl «I[logYMHEHHOCTh ApXUBOBY.
. Cocrapnenue Tabnuipl o teme «Ctpykrypa ['ocynapcTBEeHHOI apXUBHOW CITYKOBI».
. CocraBnenue o teme «3anaun ['ocymrapcTBEHHON apXUBHOMN CIIYKOBD».
. CooGrienne Ha Temy «OyHKimU ['0cynapcTBEHHON apXUBHOM CITYKOBD).
. CocraBnenue Tabnuip! o TeMe «CeTh TOCyIapCTBEHHBIX apXHUBOBY.
. CocraBneHue cxemsl 10 TeMe «Opranu3anys 00ecredeHnst COXPAaHHOCTH IOKYMEHTOB apXuBay.

0 N N kAW~

. Pabora ¢ yaeOHMKOM 10 Teme «OnpeneneHnst CpOKOB XPaHEHHS PA3IMYHbIX BHIOB IOKYMEHTOB)»
9. Coobmienne Ha TeMy «BeOMCTBeHHBIE apXUBBD).

10. Coobmenne Ha TeMy «BUIBI ¥ OTIIMYHBIE OCOOEHHOCTH BEIOMCTBEHHBIX apXUBOBY.

11. CocraBnenne cxemsl 1o TeMe « KOMIUIEeKTOBaHHE apXHUBay.

12. Coobmenne Ha TemMy «OOecriedeHrne COXPAHHOCTH TIOKYMEHTOBY.

13. Coznmanue moOnoKeHus 00 apXuBE OPTaHU3AIIHH.

14.Coobmenne Ha TeMy «I1oAroToBKa JOKYMEHTOB y Iiepeaue Ha TOCYIapCTBEHHOE XPAHEHUE».
15. Ommcanne nena. OdopmireHue omucy iena

16. KomrurekToBanue nen, GopMUpOBaHNE CTOTIOK JIEl.

17. PaboTta ¢ HOpMaTHBHBIMH JOKYMEHTAMH 110 APXUBOBEICHHIO.




18.Pabota c caiirom apxuBHOii ciryx0b1 Camapckoii o0macTu.

19. CocraBnenne cxemsl Ha TeMy «CTpykTypa ['ocymapcTBEHHOM apXHBHOM CITy»KObI CaMapcKoi 00JIacTm.
20. Pabora B 3IEKTPOHHOM YHTAIHLHOM 3aJI€.

21. Pabora c caiiToM apxuBHO# ciryx0b1 Camapckoil 00JacTu

22. CooOmienne Ha TeMy «VICTOUHMKH KOMIUIEKTOBaHHMS [ 0CcynapcTBEHHOW apXUBHO# ciryx 061 Camapckoi
obnacTimy.

Paznen 6.
KoHnTpoJsb 3a cocTosiHuEM
JeJIONPOU3BOCTBA B YIIPABJIECHNN.

MJIK.B.02.06 KouTpoJs 3a
COCTOSTHHEM JIEJIONPON3BO/ICTBA B
YupaBJeHHHA

84

Tema 6.1. AHasuTHYecKasi paGoTa ¢
JOKyMeHTaMM

Conep:xanue

MeHeKMEHT B JIeJIONPOU3BOJICTBE

Pabota ¢ nmepcoHaaom

Pabora ¢ nepconaiom

AHanuTnueckas paboTa ¢ JOKYMEHTaMHU

AHanuTnueckas paboTa ¢ JOKYMEHTaMHU

OCHOBBI aHATUTHYECKOI paboThI ¢ HHDOpManuen

N[OOI~ WIN|E-

OCHOBBI aHATUTHYECKOI paboThI ¢ HHDOpManuen

l'[palcanecmle 3AHATHSA

CocTaBneHre aHATUTHIECKOro 0030pa ¢ nHGopManuu

CocTaBneHre aHATUTHYECKOro 0030pa ¢ HHpOpMAaIK

CocTaBneHre aHATUTHYECKOro 0030pa ¢ HHpOpMaIK

CocraBlIeHHE aHAIMTHYECKOTO o63opa, AaHHOTAaIuH

CocraBieHHE aHATUTHIECKOT0 0030pa, aHHOTAIIH

10

CocraBieHHE aHAJTUTHIECKOr0 0030pa, aHHOTAIIH

CocTaBIlIeHHE IITATHOTO pacriiCaHus

CocTaBIlIeHHE IITATHOTO pacriiCaHus

OO|IN|O|OPR|WIN(F

CocTaBIlIeHHE IITATHOTO pacriiCaHus

CocraBlIeHHE IITATHOT'O pactiicCaHus

Tema 6.2. Odopmienne
yIpaBJieHYeCKHX JOKYMEHTOB B
OpraHu3anuu

[N
Sla
=
(o]

p:kaHue

BN

CocraBieHIE aHATTUTHIECKOT0 0030pa, aHHOTAITUH

CocraBieHHE aHATTUTHIECKOTO 0030pa, aHHOTAITUH

CocraBlleHHE aHAIMTHYECKOr O 0630pa, AHHOTallun

AlwinN

CprKTypa 0e3 JAHHBIX JOKYMCHTAJIbHOI'O (1)OH,Z[a OpraHm3anuun

14




5 CrpykTrypa 6e3 TaHHBIX JOKYMEHTAJIBHOr0 ()OH/IA OpTaHN3aINN

6 Ocobennocty oopmireHnst Hanbosee PacIpOCTPAHEHHBIX BUJIOB IOKYMEHTOB

7 OcobenHocty oopmireHHs1 Handosee PacIpPOCTPAHEHHBIX BUJIOB IOKYMEHTOB

8 HopmupoBanue Tpyzia B pabote ¢ JOKYMEHTaMHU

9 HopmupoBanue Tpya B padote ¢ JOKYMEHTaMHU

10 HopmupoBanue Tpyza B padote ¢ JOKyMEHTaMHU

11 HopmupoBanue Tpyza B padote ¢ JOKyMEHTaMHU

12 OpraHu3alOHHBIE OCHOBBI IETONPOU3BO/ICTBA B YIIPABICHUU

13 OpraHu3alyoHHbIE OCHOBBI JICJIONPOM3BOACTBA B YIIPABICHHH

14 OpraHu3allOHHBIE OCHOBBI JIEIONPOU3BO/ICTBA B YIIPABICHUU

IIpakTHyeckue 3aHATUS 10

1 CocTaBieHUE TEKCTOB YIPABICHUYECKHX TOKYyMEHTOB

2 CocTaBneHUE TEKCTOB YIIPABICHUYECKHX JOKYMEHTOB

3 CocTaBneHue TEKCTOB YIIPABICHYECKHX JIOKYMEHTOB

4 CocTaBieHUE TEKCTOB YIIPABICHUYECKHX JOKYMEHTOB

5 CocTaBneHue TEKCTOB YIIPABICHYECKHX JIOKYMEHTOB

6 CocTaBieHUE TEKCTOB YIIPABICHUYECKHX JOKYMEHTOB

7 CocraBieHue TeKCcTa-aHKEThI

8 CocraBieHue TeKCTa-aHKEThI

9 CocraBieHue TeKCTa-aHKEThI

10 CocraBieHne TeKcTa-aHKEThI
Tema 6.3. OcyiecTBiieHre KOHTPOJIS Conep:xanue 2
32 COCTOSIHMEM [JeJIONPOU3BOACTBA B 1 CI/ICTCMaTI/ISaI_[I/Iﬂ 1 y4€T JOKYMEHTOB OpraHu3anun
OpraHH3aIuH 2 Cucremarusanys 1 y4eT JOKYMEHTOB OpraHU3aluu

IIpakTHYecKkne 3aHATUS 8

1 CocraBiieHHE TEKCTa-TaOJIHIIBI

2 CocraBiieHHEe TEKCTa-TaOJIHIIBI

3 CocraBiieHHEe TEKCTa-TaOJIHIIBI

4 CocraBiieHHE TEKCTa-TaOJIHMIIBI

5 CocraBieHHE TEKCTOB MTOJIOKCHAN

6 CocraBieHHE TEKCTOB MTOJIOKSHAN

7 CocTaBneHne TEKCTOB MOJOKEHNH, HHCTPYKINH

8 CocTaBneHne TEKCTOB MONOKEHUH, HHCTPYKINH
Tema 6.4. Kpurepun 3HauumMocT Conep:xaHue 2
JOKYMEHTOB 1 OmeHka 3HAYNMOCTH TOKYMEHTOB

2 OrmeHka 3HAYNMOCTH TOKYMEHTOB




IIpakTHyeckne 3aHATHSA

1 CocraBieHuE TEKCTOB NOJI0KEHUN, HHCTPYKIUMA

2 CocraBieHHe TEKCTOB MOJI0KEHUH, HHCTPYKIHI

3 HTorosoe 3ansitue. OlieHKa 3HAYUMOCTH IOKYMEHTOB

CamocTosaTenbHas paboTta npu usyyeHum Pasgena 6.

IIpumepHasi TeMaTHKA BHEAYIMTOPHOH CAMOCTOSITEJIbHOI padoThI
1. Pedepar «MeHEIKMEHT B JCTIOMPOU3BOICTBEY.
2. loknan «AHanuTHueckas padbora ¢ nHpopmanmen».
3. Pedepat «Pabota ¢ mepcoHamom»
4. Pedepar «OrieHKa 3HAYUMOCTHY.
5. Pedpepar «OcHOBHBIE DYHKIIMH YIIPABICHHSD)

28

ITpou3BoaCTBEHHAS] MPAKTHKA

Buael pador:

COCTaBIICHHE aPXUBHBIX CIIPABOK
onpe/ieNieHHe COXPaHHOCTH JOKYMEHTOB
ompe/ieNICHUEe YCIOBHIA XpaHEHHST TOKYMEHTOB
OdopmiteHne nodoHI0BOM KapTOUKU
OdopmiteHne NOCTENMIAXKHOH KapTOUKH
OdopmiteHre apXUBHON CIIPaBKH
OdopmieHne apxUBHON BBIUCKH
OdopmiteHre apXUBHOW KOITUH

CocraBlieHHE TEMaTHYECKOTr0 0030pa JOKyMEHTOB I10 CXeMe
CocraBlieHHE apXUBHOTI'O YKa3aTels

N N N NN

72




IIpuMepHasi TeMaTHKa KypPCOBBIX padoT (IPOEKTOB)

30

1.  ApxuBHoe 3akoHOIATENbCTBO B Poccuu: cuctema, mpoOiieMbl M IEPCIIEKTHBBIL.

2.  ®opmuposanue Apxusnoro ®onna Poccuiickoli Gpenepanny. CoBpeMEHHBIH 3Tall.

3. Ha nyru k co3paHuio aBTOMAaTU3UPOBAHHON MH(OPMALIMOHHON CITYKOBI.

4.  Hcropus u coBpeMeHHbIE TeHACHIIMN Pa3BUTHUS SKCIEPTU3bI LIEHHOCTU JIOKYMEHTOB.

5. ApxuBoBemYeCKHE aCHEKTHI B IEIOPOU3BOJICTBE.

6.  ApxusHas peBomtonus B Poccun 1991-1996 rr.

7. CoBpeMeHHas apxuBHas nonutuka. Vcropudeckue nccnenoanust B Poccnu. TeHAEHINY MTOCTEAHUX JIET.

8.  Dkcmepru3za IEHHOCTH JOKYMEHTOB COBPEMEHHBIX YUPEXKICHUH, IPEIIPHUITHI, OpraHU3aIHi.

9.  ApXuBHBII MapKETHHT.

10. DkcnepTH3a HEHHOCTH U KOMILIEKTOBaHHE T'OCYIapCTBEHHBIX apXHUBOB YIIPaBIEHYECKUMH JOKYMEHTaMH.

11. Opranuzanust qokymMeHTOB U nei ApxuHoro ®onna Poccuiickoit denepanmu.

12. VYder u obecrieueHre COXPaHHOCTH JOKyMEeHTOB ApxuBHoro ®onma Poccuiickoit deaepanuu.

13. Hcnonb3oBaHue apXMBHBIX JOKYMEHTOB.

14. AHanuTHKO-CHHTETHYECcKast 00paboTKa PETPOCIIEKTUBHOM JOKYMEHTHON HHOPMAIHH.

15. ApXuBHBIE OIKCH.

16. Cucrema KaTajaoroB B apXuse.

17. ApxXuBHBIE IIyT€BOIUTEIH.

18. MeHeIKMEHT B apXHUBax.

19. OGecneueHne COXpaHHOCTH JOKYMEHTOB B ApXHBax.

20. Opranuzanus paboThl apXUBa.

21. Hudopmaruszauus apXuBHOTO Jiela.

22. DrTHKa B apXUBaXx.

23. DIJeKTpOHHbIE apXHBBHI.

24. TlyOnu4HOCTH apXUBOB M CBOOO/A apXUBHOW MH(OPMALIUH.

25. Poccuiickoe apXuBHOE JIEIO.

Oo0s3aTebHAsl ayIUTOPHAsA yuyeOHasi HATPY3Ka N0 KYpPcoBoii padoTe (MpoeKTy) 20
IIpousBoacTBeHHAs NPAKTHKA (M0 MPO(UITIO CIENHATBHOCTH) HTOT0Bas MO0 MOAYJII0 36
Buawbi pador

1. CocraBieHne HCTOPUUECKON CIPABKU O YUPEXKICHHIO (OpTaHu3aIin) 6aze mpakTHKH.

2. IIpoaHanm3upoBaTh OPraHU3AIIIO PaOOTHI ApXUBA OPTaHU3AINN — Oa3BI IMPAKTHKH.

3. CocTaBUTH CXEMY ITOMCKA apXUBHOTO TOKYMEHTA II0 3aIPOCy COTPYIHUKA MPEAIPUATHS (OPTaHU3AIINH)

4. BBIIOJIHUTE 00pa3Ibl 3aM0JTHEHHS KYPHAJIOB PETUCTPALIMH MTOCTYIUICHUS U BHIOBITHS apXHBHBIX JOKYMEHTOB

5. M3yunts oducHyro TeXHUKY Ha pabodeM Mecte. Pa3paboTaTe HHCTPYKIHIO ITO SKCIUTYaTaIlluH (JJAMHHATOD, IIpenep, KOMMPOBAIBLHBIN amnmapar)
6. CchopmupoBats 1 0OPMHUTH AETO IS APXUBHOTO XPAaHEHUS

7. AHaJM3 CUCTEMBI XpaHEHHS! JOKYMEHTOB U JIeI B apXUBE OpTraHU3allUH.

8. JlaTh XapaKTepUCTHKY OPTaHU3aLMH YKCIIEPTU3BI LEHHOCTH JOKYMEHTOB Ha TPEANPHATHN (OpraHu3anu) — 6a3e mpakTHKA

9. CocTaBuTh ¥ 0OPMHUTH OIHCH JIE] CTPYKTYPHOTO MOJpa3eieH sl yIpeKAeHHs (OpraHn3anyn) — 0a3bl IPaKTUKH

Bcero 417




4.YCJIOBUA PEAJIM3ALIMU ITPOPECCHOHAJBHOI'O MOAYJIA

4.1. TpeﬁoBaHnﬂ K MUHHMAJBbHOMY MaT€pPUAJbHO-TEXHUYCCKOMY o0ecnevYeHuIo

Peanuzamust npodeccnoHanbHOTO MO/ MpearnojaraeT Hajludue yd4eOHOTO KaOuHeTa

«ApxuBoBeeHUs» U Jaboparopun «CUCTEM IEKTPOHHOTO JOKYMEHTOO00pOTa)»
Ob6opynoBanue yueOHOTO KaOMHETA:

MOCAI0YHBIE MECTA MO KOJMYECTBY CTYICHTOB;
paboyee MeCTO MperoiaBaTes;
y4eOHO-HATISTHBIA MaTepual (TaOJUIIbI, IJIAKAThI, CXEMBI)

TexHnuueckue cpeacTBa 00y4eHUs:

KOMIIBIOTEP C JIMIIEH3MOHHBIM POrpaMMHBIM 00€CIIeUeHUEM;
MYJIbTUMEANATIPOEKTOP;

MIPUHTED;

MHTEpaKTUBHAs JOCKa;

JKpaH

O6opynoBanue J1a00pPaTOPHU:

aBTOMAaTHU3MPOBAHHOE paboyee MeCTO IPernoaaBaTes;
aBTOMaTU3UpPOBaHHBIE paboyne MecTa M0 YHUCITYy OOyUYaroLuXcs;
HIpeiephl;

JTAMHHATOP;

neperieTHoe 000PyI0BaHHE;

pe3aKH.

4.2.AndopmanuoHHoe odecriedeHue 00yueHust

IlepeyeHb pekoMeHayeMbIX Y4eOHbIX U31aHuii, UHTepHeT-pecypcoB, 10MOJHUTEIbLHOM

JINTEPaTypsbl

HOpMaTI/IBHO-HpaBOBBIe aKTBhI:

1.
2.

3.

Koncrurynusa Poccuiickot @enepanuu ot 12.12.1993.

TpynoBoit konekc Poccuiickoit ®Deneparuu. Yacte nepBas. depepanbHbiii 3akoH oT 30
nexadps 2001 r. Ne 197 — @3 (¢ mocneayromuMu U3MEHECHUSIMHU 1 JOTIOTHEHUSMU ).
®enepanbhblil 3ak0H PO ot 22 okTsa6pst 2004 1. Ne125-D3 «O6 apxuBHOM nene B Poccuiickoit
Oenepanum» (C MOCIEAYIOUTUMU U3MEHEHUSIMU U JJOTIOTHEHUSIMHU )

®enepanbHblil 3ak0H PO «O06 nndopmanuu, nabpopMaTuzanuu u 3auure uHGopmamum» ot 20
despasis 1995 r., Ne 24 — @3 (c mocnenyrOmUMH H3MEHEHHSMH M JIOMOJHEHUSIMH)
[TocTanoBnenne mnpaBuTenbcTBa «OO0 yHOPSAOYECHUH HM3TOTOBIICHUS, HCIOJIB30BaHUS,
XpaHEHUs] U YHUUYTOXKEHHUs reyated u OnaHkKoB ¢ m3oOpaxkenueM [ocynmapctBeHHOro repba
P®» ot 27 nexabpst 1995 r; Ne 1268 (c mocienyromuMu U3MEHEHUSMU U IOTIOTHEHUS MU )
ITonoxxenune 00 ApxuBHoM Gonzae PO. YTepxaeHo Ykazom Ilpesunenta ot 17 mapra 1994 r.;
Ne 552. (c mocnenyromuMy U3MEHEHUSIMU U TIOTIOJTHEHUSIMHU).

[Tonoxxenne o denepanpHoil apxuBHOW ciyx6e Poccumn. YtBepxkaeHo IloctanoBieHuem
[IpaButensctBa PO ot 28 gexabps 1998 r.; Ne 1562(c mocnenyromuMu HU3MEHEHHSIMH U
JIOTIOTHEHUSIMU ).

[TocranoBnenune Cosera MunuctpoB — IlpaButensctBa PO «O mopsiake BeIOMCTBEHHOIO
XpaHEHUs JOKYMEHTOB M OpraHM3aliy UX B JIEIONPOU3BOACTBE» OT 3 Maprta 1993 r.; Ne 191(c
MOCJICYIOIUMHU U3MEHEHUSMU U IOTIOTHEHUSIMH ).



8. TIlocranoBnenme IIpaBurensctBa P® «OO6 yrBepxkaenuu IlpaBuin Aeaonmpou3BOJICTBA B
(denepanbHBIX OpraHaxX HCIOIHHUTENbHOU BiaacTw» oT 15.06.2009 Ne 477(c mocnemayronmumu
M3MEHEHUSIMU U JOTIOJIHEHUSIMU ).

OcCHOBHBIE UICTOYHUKH:

1. Anexceesa E.B. ApxuBoBeienue. YueObnoe uzganue. [locoous mis cp. nmpod. oOpasosanus., 3
W3/, J0M. - M.: u3nat. ueHTp «Axagemus», 2005

2. AnekceeBa E.B. u n1p. ApxuBoBeneHue: YueOHuk s Had. ipod. OOpazoanus: Yueo.
[Tocobme mns cpen. Ilpod. O6pazoBanusi/ E.B. Anekceesa, JI.II. AdanacseBa, E.M. byposa;
[Tox pen. B.IN. Ko3znosa. — M.: IIpohO6pU3nat, 2005

3. OcHoBHEBIE ITpaBmiIa pabOTH apXUBOB opraHu3amii. OnoOpens! penieaneM Kosternn
Pocapxusa/ B.A. Epemuenko u ap. — M.: BHUNJIA/T, 2003.

4. Poroxwun M.IO. Jlenonpoussoacto. Opranmzarus apxua npeanpustus. — CII0.: [Tutep,
2005

5. Cymumosna JLII., Ocunos /I.B. Kak co3naTe apxuB ¢ HyJisl Ha COBPEMEHHOM IPEIIPUITHH.
CnpaBouHo-meTomuueckoe nocoodue. — M.: beparop-Ilabmumunr, 2007

JloTioTHATE TbHBIE UCTOYHUKH:

1. Kucenés C.B., Hemunosuu O.H. Oducuoe o6opynosanue. — M.: OUL «Axkanemusi», 2008

1. TenbuapoB A.Jl. ApxuBoBenenue (KOHCIEKT Jiekiwmii). — M.: «[Ipuop-u3gat», 2005

2. VYnesamHa E.A., Slkumenko A.C. ApxuWBOBeIeHHE: KOHCIEKT Jekuuid. — M.: Beicmiee
obpazoBanue, 2007

3. XKypnan «/lenonpous3BoacTBoy;

4. Kypnan «Cekperapckoe Jenoy;

5. XKypnan «KagpoBoe neno»

HNuTepHeT-pecypcebl:

www.rusarchives.ru
http://www.archiv.ru
www.autoaf.ru/arhivnoe-delo
www.larchive-online.com
http://www.unesko.org/webworld/en/archives.html
http://www.iisg.nl/-abb/
http://www.temples.rio.ru/archives.html
http://www.dataforce.net/-vniidad/

9. http://www.aha.ru/-stashell/A2t.html
10. http://www.abamedia.com/rao/

11. www.consultant.ru

12. www.garant.ru

NG~ WNE

4.3. O0mue TpeOGOBAHUS K OPraHu3aluy 00pa3oBaTeJbLHOI0 Mpouecca

OO0s3aTeNnbHBIM  YCIOBHEM JONYyCKa K NpOo(ecCHOHATBHOM MpakTHKe (IO MpoduIIto
CMELUAIBbHOCTH) B paMKax NMpodeccuoHaabHoro Moxyinst Opranu3anusi apXuBHOH U CIPABOYHO-
HHQOPMAILMOHHOI PadoThl MO AOKYMEHTAM OPraHM3alMM SBISETCS OCBOCHHME Y4eOHOU
NOPAaKTUKU  JUI1  TOJy4eHHS  MEpPBUYHBIX  NPO(PECCHOHATBbHBIX  HABBIKOB B paMKax
npoeccuoOHaTBbHOTO MOAYJNs BbInmoJiHeHHe padoT MO OAHON MJIM HECKOJbKHMM Hpodeccusm
Pado4HX, JOJKHOCTSM CJIYKALIHX.


http://www.rusarchives.ru/
http://www.archiv.ru/
http://www.autoaf.ru/arhivnoe-delo
http://www.1archive-online.com/
http://www.unesko.org/webworld/en/archives.html
http://www.iisg.nl/-abb/
http://www.temples.rio.ru/archives.html
http://www.dataforce.net/-vniidad/
http://www.aha.ru/-stashell/A2t.html
http://www.abamedia.com/rao/
http://www.consultant.ru/
http://www.garant.ru/

Bo BpeMs BbIOJIHEHUS KypCOBOM pabOThI (IIPOEKTA) U B MEPUOJL IPOXOKIECHUSI IPAKTUKH
Ha MpeAnpusaTusx (B opraHu3anusx) — 0a3ax NPAKTHKH C OOYYAIOIUMHUCS TIPOBOJISATCS
KOHCYJIbTAlUH.

OOyuaromuecs: JODKHBI MMETh JOCTYN K 0azaM JaHHBIX, OMOIMOTeYHBIM (OHIAM |
WuTepHeT BO BpeMsi CaMOCTOSITENTbHON paObOTHI M IPH MOJTOTOBKE K ayJUTOPHBIM 3aHATHSIM.

4.4. KaapoBoe obecnneueHue 06pa3oBaTejibHOI0 nMpouecca

TpeGoBanuss Kk KBaJIUPUKANMH NeAaArOru4ecKuX (MHKEHEPHO-MeAArOrHYecKuX)
Ka/pOB, 00ecrnevuBAIOIIHUX 00yUYeHHe M0 MEeKIUCHUILUINHAPHBIM Kypcam:

Hanmuume Beicmiero mnpodeccruoHambHOr0 00pa3oBaHMs, COOTBETCTBYIOIIETO MPOQHITIO
Moaysisi Opranu3anusi apXMBHOM M CHPaBOYHO-WH(OPMANMOHHOW PadoThl MO JOKYMEHTaM
OpraHu3aumnu i crenuagbHOCTH  JloOKyMeHTAllMOHHOe o0ecneyeHue YNpPaBJeHUSA U
apXuBOBeJIeHUE.

TpeboBanusi Kk KBaTU(PUKAIIMKU MEIArOTHYECKUX KaJIPOB, OCYIIECTBISIOMINX PYKOBOJICTBO
MIPAKTHKOM:

HNmxeHepHO-TIeIarornueckiii COCTaB: JAUIUIOMHUPOBAHHBIE CIIEIMATIUCTBI, TPETOIaBaTen
MEXTUCITUTITHHAPHBIX KYPCOB.



5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS NTPO®ECCUOHAJIBHOI'O
MOAYJA (BUJA TPOPECCUOHAJIBHOM JEATEJIbHOCTH)

PesyabTaTsl (0CBOEHHBIE @opMbI U
npogeccnoHaIbHbIE OcHoBHbIE IOKa3aTeIu OLEHKHU pe3yJibTaTa MeTOo/bI
KOMIIeTeHIIHH) KOHTPOJIA ¥
OLICHKH

[TK2. 1. OcymecTBisATh [ToaroToBka nakera JOKyMEHTOB JJIs [IpakTnueckue

AKCHEPTU3Y HEHHOCTU IPOBEJCHUS SKCIEPTU3bI LICHHOCTH TOKYMEHTOB | 3aHSTHUS

JIOKYMEHTOB B COOTBETCTBUM | (IIPUKa3 O CO3/IaHUU AKCIEPTHON KOMUCCHUH,

C IeHCTBYIOIIMMHU aKThl O BBIJICJICHUHU JIE]T K YHUUYTOKEHUIO U O

3aKOHOJATEIbHBIMU aKTaMHU U | Tiepeaaye JOKYMEHTOB U JIeJl Ha apXUBHOE

HOPMaTHUBaMU XpaHeHUe). Y HUUTOKEHHE JOKYMEHTOB

[1K2.2. Bectu paboty B 3anonHeHue 0a3bl JaHHBIX 110 €IMHULIAM IIpaxTnueckue

CHCTEMaXx JIEKTPOHHOTO XpaHEHUs 3aHATHUS

JTOKYMEHTO000poTa

[1K2. 3. Pa3pabaTsiBath u

BECTHU KJIaCCU(PUKATOPHI,

Tabenu u Ap. CIPaBOYHUKH

10 IOKYyMEHTaM OpraHu3aluu

I1K 2.4. O6ecnieunBaTh [IpueM n peructpanus MOCTYMAOMINX [IpakTrnueckue

MIpUEM U PaAIMOHAILHOE JIOKYMEHTOB (J1eJ1) B )KypHaJIe y4eTa MPUOBITHS U | 3aHITHS

pa3MenieHne T0KyMEeHTOB B BBIOBITHS IOKYMEHTOB

apxuBe (B T. 4. IOKYMEHTOB

10 JINYHOMY COCTaBY)

IIK 2.5. O6ecnieunBath yueT | BhimosHEeHNE TEXHOJOTHUECKUX OTIEPAIHA 110 [TpakTuueckue

U COXPaHHOCTh IOKYMEHTOB B | 00ECIIEUEHUI0 COXPAHHOCTH JTIOKYMEHTOB 3aHSATUS

apxuBe

IIK 2.6. OpraHnu3oBbIBaTh [ToaroToBka u Bhlja4a apXUBHOro JOKyMeHTa 1o | [IpakTuyeckue

HCIO0JIb30BAHNE aPXUBHBIX 3anpocy 3aHSATHUS

JOKYMEHTOB B HAYUHBIX,

CHPaBOYHBIX U MPAKTUYECKUX

LEeJSIX

[1K2.7. OcymiecTBasTh Opranuzanus NpoBepku XpaHeHus poHaa [TpakTueckue

OpraHU3aIMOHHO-
METOAUYECKOE PYKOBOJICTBO
Y KOHTPOJIb 3a paboToi
apxuBa OpraHU3aIiy U 3a
OpraHu3aiueil JOKyMeHTOB B
JIEJIONIPOU3BOJICTBE

3aHATHA, 3a4CT

.q)OpMLI U METOAbI KOHTPOJIA pPE3YJIbTATOB O6y‘{eHI/I${ JAOJDKHBI ITO3BOJIATH ITPOBEPATH Y
o6yqa}0mnxcx HC TOJIBKO C(i)OpMI/IpOBaHHOCTL HpO(I)eCCI/IOHaJ'ILHHX KOMHCTCHHHﬁ, HO U Pa3BUTUC
O6H_II/IX KOMIIETCHIIUN 1 O6€CH€‘II/IB8_IOH_[I/IX nux YMGHI/Iﬁ

PesyabTaTsl

(ocBOCHHBIE 001IMIEe KOMIIETEHIIMH)

OcHOBHbBIE TOKA3aTeJH OLIEHKHU
pe3yabTara

DopMbI 1 METOBI

KOHTPOJIS M




OICHKH

OK 1. IloHumaTh CylHOCTb U
COLHAJIBHYIO 3HAYUMOCTh CBOEH
Oyayuiei mpodeccuu, MPOsBISAThH K
HEW yCTOWYMBBIN MHTEPEC.

[IpesenTanus (3cce, COUMHEHNE) HA
temy «Most Oynymas npodeccus, ee
3HA4YCHHC B pa3BUTUU Moeit CTpPaHbD»

DKcrepTHasi OlleHKa

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO
NEeSITENIbHOCTD, BHIOMPATh TUIIOBBIE
METO/IbI U CIIOCOOBI BBITIOJIHEHUSI
npodecCHoHANBHBIX 3a/1a4,
OILIEHUBATh UX 3(P(HEKTUBHOCTH U
KayecTBO.

Opranuzanus pabodero
IPOCTPAHCTBA.
[InanupoBanue paboyero aHs.

Amnanus nearenbHoCTH 3a 1 pabouuit
JICHb

IIpakTrueckoe
3aHATHE

3auer
(mpe3eHTanus)
DKcrepTHas OIlCHKa

OK 3. IIpuHumathb pemieHus B MopenupoBaHre HECTaHIAPTHOU 3auer
CTaHJIApPTHBIX U HECTaHJAPTHBIX CUTYalluu B TpyIIax

CUTYaIUSIX U HECTH 32 HUX

OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh NOUCK U [Tonck nokymeHTa B 3aJaHHOU [IpakTrnueckoe
UCI0JIb30BaHKEe HH(pOpMaLuy, cucteme (KypHaJibl periucTpaium, 3a/1aHne

HeoOxouMoi 1715t 3 (HEKTUBHOTO
BBITIOJTHEHUS TIPO(ECCHOHATBHBIX

KapTOTEeKa)
[Touck nndpopmanuu B

OKcnepTHas OLEHKa

3aJ1a4, Mpo(eccnoHaIbHOTO U UH(GOPMAITMOHHO-TIPABOBBIX U MIPAKTHIECKOTO
JUYHOCTHOTO Pa3BUTHSL. UH(GOPMAIMOHHO-CIPABOYHBIX 3aHSATUS
CUCTEMax M €€ aHaJIN3
OK 5. Ucnonp3oBaTh Coznanne TexcToBoro (Tadmuynoro) | [Ipaktudeckoe
nH(OPMaLHOHHO- JOKYMEHTA C 33JJaHHBIMU 3aHATHE
KOMMYHHKAI[MOHHBIE TEXHOJIOTUU B napaMmeTpami,
npohecCHOHANBHOU JIEATETLHOCTH. OrtnpaBka v mpuemM [IpakTuueckoe
KOPPECHOHICHIUH 110 (akcy, 1o 3aHATHE
JNIEKTPOHHOMU MOYTeE.
[ToaroroBka MaTepHuanoB K Huddepennu-

COBCIIAHUIO B BUJAC BJICKTpOHHOﬁ
IIPE3CHTA M H.

POBaHHBIN 3a4eT

OK 6. PaGoTaTrh B KOJUIEKTUBE U

[IpoBenenue TpeHUHTOB,

BKCHCPTHaﬂ OLICHKAa

Koman e, 3p(HEKTUBHO 00IIATHCS C TECTUPOBAHUS, MO3TOBBIX IITYpMOB | (OPT(0OIIHNO)
KOJUIETaMH, PYKOBOJCTBOM, B MaJIbIX I'PYIIax

MMOTPEOUTEIISIMH.

OK 7. bpats Ha cebs Pa3paboTtka nmporpamMmbl KpyIHOTO [Ipoekt

OTBCTCTBCHHOCTD 3a pa60Ty YJICHOB
KOMAaH/bI (HOI[‘H/IHGHHLIX), pe3yiabTar
BBINIOJTHEHUS 3aJaHUM.

MEpONPUATHS HA YPOBHE
opranuzaiuu (oTaena), BKIo4Jas
CIIEHapHii, IpUrIaeHus
IpEICTaBUTENIEH TAPTHEPOB,
BETEPaHOB U JIp. JIHII, QypLIeT,
NOArOTOBKY MAaTE€pHAJIOB

OK 8. CamocTOsATENBHO ONPENENISITh
3a/1a4u MPoPeCCUOHANTBHOTO U
JTUYHOCTHOTO Pa3BUTHS, 3aHUMATHCS
camMo00pa3oBaHUEM, OCO3HAHHO
TUTAHUPOBATH MOBBINICHUE

OTtpaboTKa npodeccuoHaIbHbIX
HaBBIKOB (JIECSTUIIANbBLIEBAS TIEYaTh)
OcBoeHue npueMoB paboTHI C
oducHo TexHuKo# (kormupsl, MDY,
JTUKTO(OHBI, CEIEKTOPHI U Jp.)

PaboTa Ha ckopocTh
reyaTu
IIpakTrueckoe
3aHATHE




KBaJTM(PUKALIUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUAX
YacTOW CMEHBI TEXHOJIOTHM B
podecCHOHAIBHON IeATETPHOCTH

Pa3zpaboTtka pekomeHaanuii mo
TEXHUKE 0€30MaCHOCTH U
IKCIUTyaTallii HOBOH 0(UCHOM
TEXHUKU

IIpoexr




IIpunoxenue 1

HNudopmanus 06 nCcnoTb30BaHNH B y4eOHOM Mpolecce aAKTUBHBIX M HHTePAKTUBHBIX (popm nmpoBenenus 3ansaTuii mo MJ/IK 02.01. Opranu3zauusi 1 HOPMATHBHO-IPABOBbIE
OCHOBBI APXHBHOTI0 JIeJIa

o | Ne Tema ypoka ®opma npoBeeHHs 3aHATHS
n/n | ypoka
1 3 [ToHsATHE 00 apXUBHOM TPaBE M APXUBHOM 3aKOHOJATEIHCTBE JenoBas urpa
2 4 3a/auu HOpMAaTHUBHO-TIPABOBBIX OCHOB apXHUBHOTO JIeja YueOHble TUCKYCCUH
3 8 Enunune! xpanenus, neno MoszroBoii mTypm
4 9 ApxuBHBIH QoHT I'pynmoBeie ocyxaeHus
5 20 Knaccudukanms JoKyMEHTOB U JIe B apXHBE Pa30ops! B MasbIX rpynmax
6 21 3akoHOATeIbHbIE U HOPMATUBHBIC aKThI, PETYIUPYIOIIUE apXUBHOE /110 Pabota B MaJIbIX rpymmax
7 36 OTHYECKUH KOJIEKC apXUBHCTA VueOHbIE JUCKYCCHU
8 39 Crpykrypa cucrembl HCA Mo3roBoii mTypm
9 42 IlepeyeHb 3aKOHOATENBHBIX AKTOB MO APXUBHOMY JETY I'pynnoBoe o0CyxeHUE




IIpunoxenue 2

HNnadpopmanus 00 MCIOIBL30BAHMH B Y4eOHOM Ipouecce AKTHBHBIX U HHTePAKTUBHBIX ¢opm nposenenus 3ansatuii no MJIK 02.03. MeTtonuka u NpaKkTHKA apXUBOBedeHUS

Ne | Ne Tema ypoka ®opMa NpoBeAeHUs 3aHATHS
n/n | ypoka
1 8 Hcrounnku kommuiekToBanus. OpraHu3aliys KOMIUIEKTOBaHUS Pabora B ManbIx rpynmax
2 9 [oaroroBka jen k nepeaaye B apxuB. TpeOOBaHMS K apXUBHOMY JIETY I'pynroBbie 00Cy)KIeHUs
3 15 Tlonstue D] Keiic - 3amanus
4 17 Kpurepun S1/1. [Tporcxoxkenue, conepkanue, BHEMIHNE 0COOCHHOCTH Pa300pbl KOHKPETHBIX CUTYalUit
5 36 ApXuBHas cIIpaBKa, KOIHS, BBIIIHCKA MoszroBoii mTypm
6 37 Pabota unTanbpHOrO 3aja apxuBa. Beimaya fe1 BO BpeMEHHOE MOJIb30BaHUE Pabota B MaJIbIX rpymmax
7 42 OTBETCTBEHHOCTh 3a pasriialieHne KOH(QUIESHIIMAILHON apXHUBHON MH(OpMAaIIK I'pynmoBoe obcyxaeHue
8 43 [penenbHbIE CPOKH BPEMEHHOTO XPAaHEHHS APXUBHBIX JOKYMEHTOB B OpPTraHM3aIsX Keiic - 3amanus
9 44 YHUUTOXEHHE TOKYMEHTOB C HEUCTEKIINMH CPOKaMH XpaHEHHS Pa300pbl KOHKPETHBIX CUTYALHiA
10 | 45-46 [pakruueckoe 3ansitue Ne 15 Mo3roBoii mrypm
CocTaBiieHUE MIPUKa3a O BBLACICHUU JJOKYMEHTOB U JIe)l K YHUUTOKEHHIO
11 | 51-52 [IpakTuyeckoe 3ausTe Ne 17 Pa6ota B ManbIx rpymnmax

CocraBlieHHE aKTa IpHeMa-Tiepeauy IPH PeopraHu3alyu




IIpunoxenue 3

HNnadopmanus 00 MCIOIBL30BAHMH B Y4eOHOM Ipouecce AKTUBHBIX U HHTEPAKTUBHBIX (hopM nposenenust 3anaTuii no M/IK 02.04. O6ecniedeHue cOXpaHHOCTH JOKYMEHTOB

Ne | Ne Tema ypoka ®opMa NpoBeAeHUs 3aHATHS
n/n | ypoka
1 1 Opranuzauus XxpaHeHus: JoKyMeHToB. Co3/laHne MaTepHUalIbHO-TEXHIYECKOH 0a3bl [Henosas urpa
XpaHeHHs JOKYMEHTOB
2 11 [NoHsTHE MIEPBUYHON PECTABPAIMH U KOHCEPBAIIUK apXUBHBIX JOKYMEHTOB ['pymoBbie 00CyXICHHS
3 18 CpoKH U BbIIa4a Jiell BO BPEMEHHOE MOJIb30BaHNE Pabora B ManbIx rpynmax
4 20 Perucrpanus BbIIaHHBIX JOKYMEHTOB Pa300pbl KOHKPETHBIX CUTYALHiA
5 31 ITopsinox nmpoBeeHNs MPOBEPKU JOKYMEHTOB B apXUBE JlenoBas urpa
6 36 CocTaBneHue ONmucH 0co00 IIEHHBIX JTOKYMEHTOB Jenosas urpa
7 6 Tomorpaguporane Pabota B MaJIbIX rpymmax




IIpunoxenue 4

HNnadpopmanus 00 MCIOIB30BAHMH B Y4eOHOM Ipouecce AKTHBHBIX M HHTePAKTUBHBIX ¢opm nposeaenus 3ansatuii no M/IK 02.06. KonTpoJs 3a cocTosinnem
JeJ10NPOU3BOACTBA B YIPABJICHAHT

Ne | Ne Tema ypoka ®opMa NpoBeeHUs 3aHATHS

n/m | ypoxka

1 1 MeHeDKMEHT B JIeJIONPOU3BO/ICTBE Pa6oTa B MaJbIX Tpymnmax

2 2 AHanuTHyeckas paboTa ¢ JOKyMCHTaMU Keiic - 3amanus

3 3 [pakrrueckoe 3ansitue Ne 1 Mo3sroBoii mrypm
CocraBlieHHE aHATUTHYECKOr0 0030pa, AHHOTAIIUH

4 4 CO6op u 00paboTka HH(OPMAIMHK 0 33JAHHON TeMe I'pynmoBblie 00CyXIeHuUs

5 5 OcobenHoctH oopmiteHHs1 Hanbosee PacIpPOCTPAHEHHBIX BHJIOB IOKYMEHTOB Pa300pbl B KOHKPETHBIX CHTYaIHsIX

6 6 HopmupoBaHnue Tpyzaa B pabote ¢ TOKYMEHTaMHu Keiic - 3amanus

7 7 [TpakTudeckoe 3ansTue Ne 8 I'pynmoBbie ocyxIeHUSA
CocraBlieHHE TEKCTOB YIPABICHYECKHUX JTOKYMEHTOB

8 8 [pakrrueckoe 3ansitue Ne 9 Pa30opbl B KOHKPETHBIX CUTYALIUSIX
CocTaBieHUE TEKCTa-aHKETHI

9 9 KonTtpoms 3a coctaBOM MpUMEHSIEMBIX JOKYMEHTOB U TEXHOIOrusIMH UxX obpabotku | Keiic - 3amanus

10 | 10 [pakruueckoe 3anstre Ne 15 Pabora B ManbIx rpymnmax
CocraBiieHHE TEKCTOB MOJIOKEHUN, HHCTPYKITHIH

11 |11 OreHKa 3HAYNMOCTH TOKyMEHTOB Mo3roBoit mTypm




IIpunoxenue 5

HNnadopmanus 00 MCIOIBL30BAHMH B Y4eOHOM Ipouecce AKTUBHBIX H HHTEPAKTUBHBIX (popM nposenenust 3anaTuii no MJ/IK 02.02. I'ocynapcTBeHHbIe, MyHHIINNIAJIBHBIC
ApXUBBI M APXMBBI OPraHNU3ANHHA

Ne | Ne Tema ypoka ®opMa NpoBeeHUs 3aHATHS
n/m | ypoxka
1 3 Cucrema apXUBHBIX YUPEXKJICHUM Mo3roBoii mtypm
2 8 Knaccudukarus TokyMeHTOB APXHBHBIX (DOHIOB Pa300pbl KOHKPETHBIX CUTYAIUIt
3 12 Opransbl yrpaBJieHUs] apXUBHBIM JIEJIOM U CUCTEMa apXHBOB B PD I'pynmoBeie 00CyKIeHUsI
4 13 [MonsiTue apxusHoro dounga PO PaboTs! B MasbIX rpynmnax
5 19 CocraBiieHUs CXeMBbl KIacCU(PUKALIK apXUBHBIX JOKYMEHTOB U A€ B ApXUBHOM I'pynnoBoe o0CyXeHUsI
¢donne PO no cpokam xpaHeHHs ¥ B TIpe/iesiaX apXuBa
6 21 DdenepanbHas apxuBHas ciayxoa PO Keiic - 3amanus
7 28-29 | CospmaHue rocyJapcTBEHHOIO M BEJIOMCTBEHHOTI'O apXUBa ['pynmoBbie ocyXJIeHUs
8 32 [Mopsimok pabotel apxuBa. OOIIIHE BOIPOCH! OpraHU3aIUK TOBCSIHEBHON JlenoBbIie UIPBI
JIEATEIIbHOCTH apXUBa MPEANPUSITUS
9 34 MecTo apxuBa B OpraHU3aIMOHHON CTPYKTYpE MPEANPHUATHS, €€ 0COOEHHOCTH Paz00psl KOHKPETHBIX CUTYyaLIUil
10 | 37 Opranusauys paboThl apXuBa I'pynroBbie 00Cy)IeHUsI
11 |41 JloroBop Mex 1y cOOCTBEHHHMKaMHU HEroCcyIapCTBEHHOM YacTH apxuBHOro Gonga PO | PaGoThl B ManbIx rpymmnax

Y TOCY/IaPCTBEHHON apXUBHOM CITYXKOBbI




