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1. HTACIIOPT ITPOI'PAMMBI TIPOPECCHUOHAJIBHOT'O MOAYJIA

Opranu3zanus apXuBHOH M CIIPABOYHO-MH(OPMAIMOHHOI padoThI 110 JOKYMEHTaM
OpraHu3anuu

1.1. O6J1acTh NIpUMeEHEHHUsI IPUMEPHOI MPOrpaMMbl

Pabowas mnporpamma TpOQECcCCHOHATBHOTO MOJIYJS SIBIAETCS 4YacThlO MPOrPaMMBbI
MOATOTOBKM cCrenuaaucToB cpeaHero 3peHa (manee - IIIICC3) B coorBerctBuu ¢ ®I'OC mo
cnenuanbHocTd 46.02.01 JlokyMeHTanMoHHOe o0ecrieyeHHe YNpaBJIeHUSI M apXWBOBeJIeHHe
0a30BOi IMOATOTOBKM B YacTH OCBOEHHS OCHOBHOIO BHJa MPO(EecCHOHAIBbHON NeaTelbHOCTH
(BITQ): Opranm3anmusi apXuMBHOH M CHPAaBOYHO-MHGOPMALHMOHHOI PadoThl MO JOKYMEHTaM
OpraHu3alMu U COOTBETCTBYIOIUX NpodeccuoHanbHbiXx komneTeHui (I1K):

1.  OcymecTBasATh 3KCIEPTHU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUM C JCHCTBYIOLIMMU
3aKOHOJATEIbHBIMU aKTaMU U HOPMATUBAMH.

2. Becrtu paboty B cucTeMax 3JIEKTPOHHOTO JIOKYMEHTO000POTA.

3. Pa3pabarpiBaTh W BecTH KiIacCU(PHUKATOphI, TaOETu M JAp. CIPABOYHUKH IO JOKYMEHTam
OpraHu3alIiy.

4. OOecnednBaTh IMpHUEM M palOHATIBHOE pa3MeElIeHHEe JOKYMEHTOB B apXuBe (B TOM YHCIE

JIOKYMEHTOB TI0 INYHOMY COCTaRBY).

Ob6ecnieunBaTh y4eT U COXPAHHOCTh JOKYMEHTOB B apXHBE.

6. OpraHu3oBbIBaTb HCIIOJB30BAHHWE AaPXMUBHBIX JIOKYMEHTOB B HAy4yHBIX, CIPAaBOYHBIX U
MPAKTUYECKUX IeIIsX.

7. OcyiecTBIsATh OPraHU3alHOHHO-METOJUYECKOE PYKOBOJICTBO U KOHTPOJIb 32 paboTOM apxuBa
OpraHHU3aIMy U 32 OpraHU3aueii TOKYMEHTOB B JEOMPON3BOICTBE.

[IpumepHass mnporpamma Hpo(ECCHOHATBHOTO MOJIYJIE MOXET ObITh HCIOJIb30BaHa B
JOMOJTHUTEIBHOM IpodecCHOHaTbHOM 00pa30BaHUM, B IPOrpaMMax MOBBIICHHUS KBATU(UKALUU U
npodeccnoHabHOM MOATOTOBKH MO JOLKHOCTAM ciykaummx: 26353 Cekperapb-MalllMHUCTKA,
21299 [AenonpousBoaureiib, 20190 ApxuBapuyc

TpebGoBanusi K ypoBHIO 00pa30BaHuUsl, OMBITY pabOTHI: OCHOBHOE o011Iee, cpenHee (IOJIHOe)
ob1iee, HayaIbHOE MpodeccuoHanbHoe 00pa3zoBaHue 6e3 onbITa paboThI.

b

1.2. Heau u 3a1a4u Npo¢ecCHOHAIBHOIO MOAYJIs1 — TPeOOBAHUS K pe3yJbTATaAM O0CBOECHMA
npogeccnoHaJILHOI0 MOXYJIA:

C uenbio OBJIAACHUS YKa3aHHBIM BHJOM  MPO(ECCHOHAIBHOW  JEATEIbHOCTH |
COOTBETCTBYIOIIMMHU KOMIIETEHIUSIMU CTYJIEHT B XOJE OCBOEHHUS NPO(PECCHOHAIBHOIO MOIYJIS
JOJDKEH:

HMeThb NPAKTHYEeCKUH ONbIT:

- OpraHu3alliil apXUBHOW M CHPAaBOYHO-UH(POPMALIMOHHOM pabOThl MO JOKyMEHTaM
OpraHM3aluy;

yMeThb:

- OpraHU30BBIBATH JIEATENILHOCTh apXHUBA C YUETOM CTaTyca U Mpo(uiIs opraHu3aluu;

- paboTaTh B CUCTEMaXx 3JEKTPOHHOTO JOKYMEHTOO0O0POTa;

- HCIIOJIb30BAaTh B ICSITEILHOCTH apXHBa COBPEMEHHbIE KOMIIBIOTEPHbIE TEXHOJIOTUH;

- MPUMEHSTh COBPEMEHHbIE METOIMKH KOHCEPBAIMHU U PECTaBPALlUU apXUBHBIX JOKYMEHTOB;
3HATh:

- CUCTEMY apXUBHOTO ympasieHusa B Poccuiickoil ®denepanuu M OopraHu3annio ApXHBHOIO
¢donna Poccuiickoit denepanunu;

- CUCTEMY XpaHEHHS 1 00pabOTKU JOKYMEHTOB.

OK 1. [ToHumarp CyIHOCTb U COLMAIBHYIO 3HAUUMOCTh CBOEH Oynymieit npodeccuu, mposBIiTh K

HEW YCTOWYMBBIM HHTEPEC.



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JIEATEILHOCTh, BEBIOUPATh TUIIOBBIE METOJIBI M CTIOCOOBI
BBITIOJIHCHU A HpO(l)CCCI/IOHaJIBHBIX 3aJa4, OCHUBATh UX 3(1)(1)€KTI/IBHOCTB 1 KOJINYECTBO.

OK 3. HpI/IHI/IMaTB pPE€IICHUA B CTaHAAPTHBIX U HCCTAHAAPTHBIX CUTyallusaX W HECTU 3a HUX
OTBCTCTBCHHOCTH

OK 4. OcymiecTBIATh MOUCK M MCIIOIB30BaHKE HHPOPMAIIMH, HEOOX0UMOM 17151 3 (PEKTUBHOTO
BBITIOJTHEHUS MPOPECCHOHANBHBIX 3a/1a4, MPO(EeCcCCHOHAIBHOTO U IUYHOTO Pa3BUTHS.

OK 5. Hcnonp3oBaTh HHOOPMAITMOHHO- KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B TIPO()ECCHOHATBLHOM
NeSITeIbHOCTH.

OK 6. PaboTtaTh B KOJUIEKTUBE B KOMaH[Ie, 3)(HEKTUBHO OOIIATHCS ¢ KOJIETaMH, PYKOBOJICTBOM,
MOTPEOUTEIISAMH.

OK 7 .Bpatp Ha ce0si OTBETCTBEHHOCTb 32 pabOTy WICHOB KOMaH bl ( TOIYMHEHHBIX ), Pe3Yy/IbTaT
BBITIOJTHEHUS 3aJaHMUSL.

OK 8. CamocTosTENHHO ONPEACIATh 3a4a4u NPOPECCUOHATHPHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CAaMOOOPa30BaHUEM, OCO3HAHHO IUIAHUPOBATH MOBBIIICHUE KB (UKAIINH.

OK 9.0pueHTHpOBATHCS B YCIOBHIX YaCTONH CMEHBI TEXHOJIOTHH B PO ECCHOHATBLHON
JESTENbHOCTH.

[IK 2.1. OcyiecTBasTh SKCHEPTU3y LIEHHOCTH JOKYMEHTOB B COOTBETCTBHH C JICHCTBYIOIIUMHU
3aKOHOJIaTEIIbHBIMA aKTAMHU U HOPMaTHUBaMHU.

[IK 2.2. BecTu paboTy B cUCTEMax AJIEKTPOHHOTO IOKYMEHTO000pOTA.

1K 2.3. PazpabaTbIBaTh M BECTH KJIacCU(UKATOPBI, TAOEIN U Ipyrue CIpaBOYHUKH 110 JOKYMEHTaM
OpraHM3aIMH.

I1K 2.4. OGecnieuuBaTh MPUEM U pAllIOHAILHOE pa3MEIIeHUE TJOKYMEHTOB B apXHBe ( B TOM YHCIIe
JOKYMEHTOB I10 INYHOMY COCTaBY)

1K 2.5. ObecneunBaTh y4eT U COXPAaHHOCTb JIOKYMEHTOB B apXHBeE.

IIK 2.6. OpFaHI/I30BBIBaTB HCIOJIb30BAHUC apXHUBHbBIX JOKYMCHTOB B HAYYHBIX, CIIPABOYHLIX U
MPAKTUYCCKUX LECIIAX.

IIK 2.7. OcymiecTBasTh OpraHu3aIliOHHO-METOAMIECKOE PYKOBOCTBO M KOHTPOJIB 32 pPaboTOM
apXuBa OPraHU3ALMU U 32 OpraHU3alUeN JOKYMEHTOB B JIEJIONPOU3BOJICTBE.

1.3. KostnuecTBO 4acoB Ha 0CBOEHHE NPOrpaMMbl NPO(ecCHOHAIBLHOI0 MOAYJIsA: Bcero — 495
4yac, B TOM YHUCIIE:

MakcumanbHas yuebHast Harpy3ka o0yyaromerocs — 417 yaca, Bitoyasi:

v’ 00s13aTeNbHYI0 ayJUTOPHYIO y4eOHYI0 HAarpy3Ky oOydaromierocsi — 278 yaca;



v\ caMoCTOATENLHYIO paboTy oOyuaromerocs — 139 yac;
v/ IPOM3BOJCTBEHHAs NPAKTHKA — 72 4yaca.



2. PE3YJIBTATBI OCBOEHUSA IIPO®ECCHOHAJIBHOT'O MOAYJIA

PesynpTarom ocBoeHHS MPO(ECCHOHATBHOTO MOMIYJS — SBJISETCS OBJIAJICHUE CTYACHTaMHU
BHJIOM TpodeccuoHanbHOM nearenbHocTd (BITJ]) Opranu3zamusi apXuBHOW M CHPABOYHO-
HH(OPMANIMOHHOW PadoThI MO JOKYMEHTAM OPraHU3aliH, B TOM YUCIE MPOPECCHOHATHHBIMU
(ITK) u o6uumu (OK) koMIieTeHIUsAMU:

Kon HaumeHoBaHue pe3yJIbTaTOB 00yUYeHHs

K 2. 1. OcylmiecTBISTh SKCHEPTU3Y IEHHOCTH JOKYMEHTOB B COOTBETCTBUH C
JEHCTBYIOIIMMU 3aKOHOIaTEIbHBIMU aKTaMU M HOpPMaTUBaMU

IIK 2.2. Bectn paboty B cucTeMax 3JIeKTPOHHOTO JOKYMEHTOO00pOTa

IIK 2.3. PazpabaTsiBaTh 1 BeCTH KJacCU(PUKATOPBI, TaOEIN U JIP. CIPABOYHHUKH I10
JOKYMEHTaM OpraHu3aluu

I1IK 2.4. ObecneunBaTh NPUEM U PALIIOHAIBHOE Pa3MELIEHUE JOKYMEHTOB B apXuBe (B T. 4.
JJOKYMEHTOB I10 JINYHOMY COCTaBY)

IIK 2.5. ObecneunBaTh y4eT U COXPAHHOCTb JOKYMEHTOB B apXUBE

IIK 2.6. Opranu3oBbIBaTh UCIIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAYUHbIX, CIIPABOYHBIX
U IIPAKTUYECKUX LENIX

K 2. 7. OcyecTBIATh OPraHU3aALUOHHO-METOIMYECKOE PYKOBOJICTBO M KOHTPOJIb 32
pa0oToil apxuBa OpraHu3alMy U 3a OpraHu3anueil TOKyMeHTOB B
JIJIONPOU3BOJICTBE

OK I. [ToHMMAaTh CYIIHOCTh M COLMAIBHYIO 3HAYUMOCTb CBOEH Oyaymiei mpodeccun,
IIPOSIBJIATH K HEW YCTOWUYMBBIN HHTEPEC

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO J€STEIbHOCTb, BBIOMPATh TUIIOBBIE METO/IbI U
CIIOCOOBI BBINOJIHEHUS MTPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTL U
Ka4eCTBO

OK 3. IIpyHMMaTh peleHns B CTaHAaPTHBIX U HECTAHIAPTHBIX CUTYalUsAX U HECTU 3a HUX
OTBETCTBEHHOCTh

OK 4. OcyIecTBIATh MOUCK U UCTIONIb30BaHHe WH()OPMAIIUY, HEOOXOIUMOMN st
3¢ (HEeKTUBHOTO BHIIOIHEHUS MPOPECCHOHAIBHBIX 33/1a4, MPO(EeCCHOHATLHOTO U
JIMYHOCTHOTO Pa3BUTUS

OK 5. Hcnonp3oBath HHPOPMaLIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
poeCCHOHATILHOM 1€ TEIbHOCTH

OK 6. PaGorath B KoIekTHBE U KOMaH 1€, 3PPEKTUBHO 00IIATHCS C KOJIJIeraMu,
PYKOBOJICTBOM, MOTPEOUTEISIMU

OK 7. Bpath Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaH bl (TOTYNHEHHBIX ),
pe3yJIbTaT BBINOJIHEHUS 3alaHUui

OK 8. CamocTOosTeIBHO ONIPEACIIATh 3aa4H MPOGeCCHOHATBFHOTO U JIMYHOCTHOTO
pa3BUTHSL, 3aHUMAThCS CAaMOOOPa30BaHMEM, OCO3HAHHO IJIAHUPOBATH IMOBBILIICHHUE
KBaJIM(DUKAIIMU

OK 9. OpueHTHPOBATHCS B YCIOBHUIX YaCTHON CMEHBI TEXHOJIOTH B PO eCCHOHATBHOM
JeSITENIbHOCTH




3. CTPYKTYPA U COAEP KAHUE NPOPECCUOHAJIBHOI'O MOAYJIA
3.1. TemaTnuyeckuii miaH npogeccHOHAILHOr0 Moay s Opranu3anus apXUBHOI U CIPABOYHO-UH(POPMALMOHHOI PadoThI 0 JOKYMEHTaM

OpPraHu3anuu
O0beM BpeMeHH, OTBE/ICHHbII HA OCBOEHHE
IIpakTnka
MEKTUCHMIITIMHAPHOTO Kypca (KypcoB)
Oo0si3aTesibHAS ayJUTOPHAS CamocrosiTeJIbHAsK
yuyeOHasi Harpy3Ka padora
Beer o0y4Jaronierocsi o0y4aronerocs IIpousBoacrBeHHa
Kon HaumeHoBaHus pa3ie/ioB 0
npodecCHOHAIbH npo¢ecCHOHAIBHOTO 4aco B 1.4 B T.1., Y4yebna "
BIX KOMIICTCHIHIL MOjTyJIst B JadopaTopH | KypcoBa B T.4., a, (mo npodutro
Bcer | bie padoThI 1 A KypcoBa CHenHaIbHOCTH),
Bcero, 4acoB
0, NpakTU4YecKk | padora wacos | & padora 4acoB
4acoB | We 3aHATHS, | (MPOEKT (mpoekr),
4acoB ), 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10

K 2.1 -2.7 Paznen 1 MZIK.02 .01
OK 1 - OK-9 Opranuzanys 1 HOpMaTUBHO-

IIPaBOBBIE OCHOBBI apXHUBHOIO 66 44 10 - 22 - -

nena
K 22-2.7, Paznmen 2. MJIK 02.02
OK 1 - OK-9 ['ocynapcTBeHHEIE,

MYHHUIUIIAJIBHBIE APXUBBI U 66 44 10 20 22 -

apXMBBI OPraHu3aluu
K 2.1-2.7 Pazgen 3.MJIK 02.03
OK 1 - OK-9 Mertoarka 1 mpakTHKa 73 59 20 i 2 i i

apXHUBOBEICHUS
K 2.1 -2.7 Paznen 4. MJIK 02.04 57 38 18 - 19 - -




OK 1 - OK-9 ObecrnieueHne COXpaHHOCTU
JIOKYMEHTOB
K 2.1-2.6 Paznen 5. M/IK 02.05
OK 1 - OK-9 Opraauzanus apXUBHOH 66 A4 o4 i 2
ciyx0sb1 B Poccuiickoit
denepannn
IIK 2.7 Paznen 6.MJIK 02.06
OK 1 -OK-9 KoHTpouib 3a cocTosiHueM 34 56 30 i 3
JIEJIONPOU3BOJICTBA B
yIpaBJICHUU
Bceero: | 417 278 112 20 139 72




3. Coaep:xanue o0yuenus no npogpeccuonaibnomy moay o (IIM) Opranusanusi apXuBHOM U CIPABOYHO-UH(OPMALMOHHON PadoThI 10

AOKYMEHTaM OpraHu3aluu

HaumeHoBaHue pa3geios Conep:xaHue yue0HOIr0 MaTepHaJia, JadopaTopHblie padoThl U NPAKTHYECKH e 3aHATHSA, CAMOCTOSATEIbHASA O0bem YpoBenn
npogeccuonaabuoro moayiasi (IIM) u | padora odyuyarouuxcs 4acos OCBOCHHS
TeM
1 2 3 4
Paznen 1. IIM 02. PadoTa no 26
OpraHu3aly ¥ HOPMATHBHO-
NPaBOBbIM OCHOBAM apXMBHOIO JeJsa
MJK 02.01. Opranu3auus u 26
HOPMATHBHO-NIPABOBbIE OCHOBBI
apXHMBHOIO Jeja
Tema 1.1. OcHOBHBIE IOHATHS U Conepxxanue 8
TEePMHHbI aPXUBOBEICHUS 1 Hcropusi BOBHUKHOBEHUS apXUBa 1.-2
2 [Tonarue 06 apXMBHOM IIpaBe U apXUBHOM 3aKOHOJATEIbCTBE 1.-2
3 3agaun HOPMAaTHBHO-TIPABOBBIX OCHOB apXHUBHOTO JETa
4 [Ipeamer apXUBHOTO 3aKOHOJATEIHCTBA
Tema 1.2. 3akoHogaTeJIbHBIC Copep:xanue 9
HOPMATHBHBIE OCHOBBI CO3AaHUS 1 Enunauie! xpanenus, 1ei0 1.-2
apxmuBa 2 ApxuBHBIH oH]
3 DoHI000pa3oBaTenb
4 ApPXMBHBIE KOJIJIEKITUU
5 I'ocynapcTBeHHBIN apXUBHBIA HOH]T
6 YacTHble (JTMYHBIE) aPXHUBBI
Tema 1.3. IIpaBoBbIe 0OCHOBBI Copep:xanue 4
peryJMpoBaHus apXUBHOM cepbl 1 Knaccudukanms nokymentoB AD 1-2
2 Knaccudukanms 1oKyMEeHTOB | A€ B apXUBE
3 3aKoHO/ATEIbHBIC 1 HOPMATHBHBIE AKThI, PErYJINPYIONINE apXUBHOE AEJI0
[pakTuyeckue 3aHATHSA 2
1 CocraBneHune JIUCTa-3aBEPUTEIS IPEIOKEHHOTO Jiea
2
Coaep:xanue 4
1 ApXHBHOE NIPaBO
2 ApXUBHOE 3aKOHO/IaTEIIECTBO
IIpakTHyeckue 3aHATHSA 8

1 Wcnonp3oBanue APXMBHBIX TOKYMECHTOB B HAYYHBIX, CIIPABOYHBIX U IPAKTHYCCKUX IEJIAX




2 CocraBiieHre KapTOYKU 3aMECTUTENS Jelia
3 CocraBieHHE aNropuT™Ma MOUCKa JOKyMEHTa
4 CocraBieHne TaOIUIIBI TI0 TIEPEYHIO TOKYMEHTOB
Copep:xanue 1
1 | OTHYeCKUi KOJEKC apXUBUCTA
Copep:xanue 2
1 | Crpyxkrypa cucremsr HCA
Conep:xkanue 2
1 | [epeyeHb 3aKOHOAATENBEHBIX aKTOB 110 APXUBHOMY JICITY
Conep:xkanue 2
1 | ParmonansHoOe pa3MeleHne JOKyMEHTOB B apXUBe
Hrorosoe 3ansiTue 2
CamocrosiTesibHasi padoTa npu u3yveHuu pasaena 1. IIM 02. 22
IIpumepHasi TeMATHKA BHeAYUTOPHOI CaMOCTOSITEIbHOI padoThI
[MoxroToBka pedepaToB Mo TeMam:
CraHoBieHue apxuBHOTo Aena B Kuesckoit Pycu.
ApxuBHOE A€o0 BO BTopoil nosnoBuHe XIX Beka
PasBuTie apXuBHOTO /iea B 10 BOCHHBII W BOCHHBIC TIEPHOIBI
CraHoBjeHHE apXUBHOTO Aena B Poccuiickoit denepannu
ApXUBHOE JIeTIO B TIOCIICBOCHHBIN TIEPHOJT
MexayHapOoaHbIN 3TUUECKUI KOAEKC apXUBUCTOB
B3anMOCBsI3b apXUBHOTO 3aKOHOATEIbCTBA ¢ HOPMATUBHBIMU aKTAMU CMEHHBIX OTpaciieii (OMOIMOTEYHBIM U MY3€HHBIM JIEJI0M)
Co3zaHne KOMMJIKH apXUBHUCTA.
Paznen 2. IIM 0.2. Opranu3zanust 66
AeATeTbHOCTH rOCYyAapCTBEHHBIX,
MYHHIIMTIAJTBHBIX APXUBOB H APXUBOB
OpraHM3anuu
MJK 02.02. T'ocynapcTBeHHbIE, 44
MYHHIMTIAJTbHBIE APXUBBI U APXUBBI
OpraHu3anuii
Tema 2.1. Cuctema Pocapxusa Coaep:xanue 3
1 [onsatue u cTpykrypa PocapxmBa. Buabl rocy1apcTBEHHBIX apXHBOB: O0IIUE U CIICIUAIA3APOBAHHEIC, 1.-2
KOMILIEKTYomHecs (ucropudeckue). CucreMa apXUBHBIX YIPSIKICHUN
IpakTyecKue 3aHATHUS 2
1 Cetb (enepanbHBIX apXUBOB.
Tema 2.2. ApxuBHbIii GoH] Conep:xanue 8




Poccuiickoii @enepanuu

Knaccugukarus ToKyMeHTOB B Mpeeiiax apXuBoB. HoOpMaTHBHBIC aKThI, PETYIHPYIOIIUE MTOPSATOK
JIENIONPOU3BOJICTBA M Pab0Ty apXuBOB. OpraHsl YIpaBICHUEM apXUBHBIM JIEJIOM M CHCTEMa apXUBOB PD.
IHousTue apxuBHoro donma PP. Coctap AD PD. "'ocynapcTBenHas yacTh apxuBHOro dhonma PO,

IIpakTnyeckne 3aHATHSA

1

CoBpeMeHHEbIe (esiepalibHbIe TOCAPXHBHI, PEr'YJIHPYIOIINE MOPSI0K JEeT0NPOU3BOJICTBA H PA0OTY apXUBOB.
CocTaBiieHHe CXeMBI KJIacCH(UKALNH JOKYMEHTOB, OICKAIINX XPAHSHHUIO B TOCYIapCTBEHHOM apXUBHOM
domrme.

Tema 2.3. @enepanbHasi apXuBHas
cay:xba Poceniickoiit @egepanun

Coaep:xanue

Herocynapcreennas gactb apxusHOTO oHna PP. CocraBnenne cxeMsl KacCH(UKAINN apXUBHBIX
JIOKyMEHTOB U JieJ1 B apxuBHOM (oHzae PD 1o cpokam xpaHeHHUS U B TIpefenax apxusa. LleHTpaabpHbIe OpraHsl
rocynapcTBeHHoOH Bractu PO, ympapistomue apxuBHbIM fenoM. OenepanbHas apxuBHas ciayx0a PO.

1-2

Tema 2.4. Co3nanue u NopsaAOK
PaboThI rocy1apcTBeHHBIX H
BeIOMCTBEHHBIX APXHBOB

Coaep:xanue

Il'ocynapcTBeHHsbli apxuB. 3anauu apxusa. [Ipoduins apxuBos. BenomcrBenHslit apxus. Co3znanue
rOCyapCTBEHHOI'O U BEJJOMCTBEHHOTO apxuBa. MeponpusTusl IpU CO31aHUU BEJOMCTBEHHOI'O apXUBa.
IMopsinok paboTel apxuBa. OOIIKE BONPOCH OpPraHU3alliy MOBCEAHEBHOM AEATEILHOCTH apXHBa
npeanpusTua. CocTaBleHUE HOMEHKIIATYPHI Jell. MecTo apXuBa B OpraHU3allHOHHOM CTPYKType
IpeAnpusIThs ,e€ 0COOEHHOCTH. YTIpaBIeHHE MOBCETHEBHOM AEATEIBHOCTHIO APXHUBA IPEIIIPHATHSL.
Opranusanus pabots! apxuBa CoBpeMeHHbIE TpeOOBaHMS K apXHBY OpraHU3alnH.

IIpakTHyeckue 3aHATHS

1

| FOCYI[apCTBeHHHﬁ ApXUB. 3a/:[aq1/1 apxuBa. 321,[[3‘11/1, BUABI BEJOMCTBCHHBIX apXHWBOB.

13

1-2

Tema 2.5. ApXuUB Herocy1apcTBeHHOI
OpraHM3anuu

Conep:xanue

1

XapaKTepuCTHKN HEroCcy/IapCTBEHHOHN YacTH apXuBHOTO (oHna PO. OOume yepThl U pasindus MeXIy
rocyJapCTBEHHBIMHA U MyHULIUIIAIEHBIMHU apXuBaMu. JoroBop Mexay cOOCTBEHHUKAaMHU HETOCyJapCTBEHHOM
yacTH apxuBHOTO (poHga PD 1 rocynapcTBeHHON apXUBHOI ciry»kObl. [ImanupoBaHue paboThl M OTYETHOCTS.
Apxussl ropoja Camapa u Camapckoii obnactu. Mrorosoe 3ansitue

CamocrosiTe1bHasi padoTa Ipu u3y4deHun pasaena 2. IIM 0.2.

IIpnmepHas TeMaTHKA BHEAYAUTOPHOI caMOCTOATEILHOI padoThI

Co3nanue nmopTdono A1t OpraHu3aliy apXuBa Ha COBPEMEHHOM IPEPUSITHI
Co3zanue TepMHHOJIOTHUECKOTO CII0Baps 0 apXUBHOMY JIEILy
Coobuienne no reme<Ilonsitue u ctpykrypa Pocapxusa>
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Coobmenue no reme<Knaccudukanust JOKyMEHTOB B IIpeJiesiaX apXUBOB>

Coobmenne o Teme<Kiaccudukanus 10KyMeHTOB ApXHBHBIX (POHIOB>

PaboTa ¢ HOpMAaTHBHBIMH aKTaMH 10 apXUBHOMY ey U JeJIONPOU3BOICTBY

Pedepat no reme <HopMaTHBHEIE aKTbI, PETyIHPYIOIINE TOPAIOK ACIONPOU3BOACTBA H pabOTY apXHBOB>

Pedepar no reme<Cocra AD PO>
PaboTa ¢ HOpMaTHBHBIMHU JOKyMEHTaMHU

Coobmenne 1o Teme<['ocynapcTBeHHBIH apXuB. 3aJa9n apXuBa>

Pedepar no reme<MecTo B apxXuBe B OpPraHU3alMOHHOMN CTPYKTYpe NPEANPUsITHS, €€ 0COOEHHOCTH >

Coobmuienue 1o reme< OCHOBHBIE HAIIPABJICHHS TIOBCEJHEBHOMN JIESITEILHOCTH apXUBa MPEATIPUATHS >

Coobuienue no reme<CoBpeMeHHbIE TPEOOBaHUS K apXUBY OpraHU3aluu>

Pedepar no reme<XapakTepuCTHKH HETOCYIapCTBEHHOH dYacTh apxuBHOTro (onna PD>

Coobuienue no reme</loroBop Mexay coOOCTBEHHMKaMH HEIrOCYAapCTBEHHON YacTu apxuBHOTrO GoHna PO u rocyjapcTBeHHOW apXUBHOM CITyKObI>
Pedepar o Teme<Apxusl ropona Camapa u Camapckoit odracti>

Coobienue no teme<IlnanupoBaHue paboThl M OTYETHOCTH>

Paszgen 3. [IM 0.2. OcHOBBI METOTUKH 102
U NPAKTHKHU apPXHBOBEICHHUSA
MJK 02.03. MeToauka 1 NpaKTUKA 102
apXuBOBEIEHHUS
Tema 3.1. Opranu3zaumsi J0KyMeHTOB Coaep:xanue 4
ApxusHoro ¢ponga PO 1 [onsTHE OpraHm3amuy JOKyMeHTOB ApxuBHoro ¢poHna Poccuiickoit @eneparun. Kpurepun opranmsanun 1.-2
nmokyMeHTOB B Poccutickoit @enepanun. @onmoodpazoBanue. Kimaccudukanms, cucteMaTu3anis
JIOKYMEHTOB
2 Kpurepuu opranuzanuu 1o0KkymeHToB B Poccuiickoii Denepanuu.
3 DoHgooOpa3oBaHHe.
4 Knaccudukanmsi, cucreMaTu3anus JOKyMEHTOB
[IpakTHyecKne 3aHATHSA 2
1 | [TonsiTue opranu3anuu 10KyMeHToB AP PP
Tema 3.2. KomniiekroBanue apxusa Coaep:xanue 4
1 [lonsTre u conepkanrue KOMIUIEKTOBAHUS apXUBa 1.-2
2 Hctounnku koMiiekToBaHus. OpraHn3amis KOMIUIEKTOBAHHUS.
3 [ToaroroBka jena k nepenaye B apxuB. TpeOOBaHUS K ApXUBHOMY €Ty 1.-2
4 [Tepenaya nmena B apxuB.
IpakTHyeckue 3aHATHA 2
1 | M cToYyHNKHM KOMIUIEKTOBAHHUS
Tema 3.3. DxcnepTu3a HeHHOCTH Copep:xanue 6
JIOKYMEHTOB 1 Odopmiienue 1ea moAroTOBISHHOTO K apXUBHOMY XPaHEHHUIO
2 IloHsiTHE SKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB 1.-2
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3&):[3111/1 1 3Tanbl SKCTICPTU3LI. 3KCHepTHaﬂ KOMUCCHUA

4 Kpurepun skcriepTH3bI IEHHOCTH JOKYMEHTOB. [IponcxosxneHus, cofepKaHus, BHEIIHUX 0COOCHHOCTEH 1-2
JIOKyMEHTa.
5 CoBpeMeHHbIE CHCTEMBI TIepedHell ToKyMeHTOB. CTpyKTypa IepedHs.
IIpakTnyeckune 3aHATHSA
1 OcymectBiernne D11J] B cOOTBETCTBHH C NEHCTBYIOIUME 3aKOHOJATEIHHBIMI aKTaMH U HOPMaTHBAMH
2 CocraBiieHHE OMCH A€ MOCTOSTHHOTO ¥ BPEMEHHOTO XPaHECHHUS
Tema 3.4. YueT 10KyMeHTOB Coaep:xanue
ApxusHoro ¢onga PP 1 IToHsTHE yUeTa JOKYMEHTOB. 1-2
2 Opraam3anus ygera ToKkyMeHToB ApxuBHOTO poHna P®. CocraBieHne y4eTHBIX JOKYMEHTOB B apXUBeE.
3 KHyra yuyera nmoctymieHus ¥ BoIOBITHI JOKyMEeHTOB. CiMCOK ()OHI0B
IIpakTnyeckune 3aHATHS
1 | 3anoJHeHNEe KHUTH y4eTa NOCTYIUICHUH 1 BHIOBITHSI JOKYMEHTOB.
Tema 3.5. HayuHo-cnpaBo4HbIii Coaep:xkanue
annapart (HCA) k nokymenram 1 [TonsiTre apXxuBHOTO cipaBoYHKUKa. CTPYKTypa apXUBHBIX CIIPABOYHUKOB 1-2
ApxuBHoro ¢ponxa P@® 2 Onwcu nen v fokymenToB. [Ipasuna coctaBieHus U 0hOpMIICHHS
3 Karanoru u BeToMCTBEHHbIE KAPTOTEKU. BUIbI apXUBHBIX KAaTaJIOIOB. 1-2
4 VYkazatenu. OCHOBHbIE BUJIbI YKa3aTemeH. 1-2
5 Copnepsxanue ucropuu Gpouaa u GoHI000paz0BaAHUS 1-2
IIpakTHyeckue 3aHATHS
1 | CocraBieHHe apXUBHON HCTOPUYECKOH CIIpaBKU
Tema 3.6. Ucnioib30BaHue Coaep:xanue
AOKYMEHTOB apXuBa 1 [TonsiTne, HaNpaBJIEHNsI M LIEJIM MCIIOJIb30BAHUSI ADXMBHBIX JOKYMEHTOB 1-2
2 ApXxHBHasl clIpaBKa, KOs, BBIITUCKA 1-2
3 Pabora ynTanpHOTO 3252 apxuBa. Brigaya en Bo BpeMeHHOE TOJIE30BaHIE. 1-2
4 YyeT ucnosb30BaHus apXHUBHBIX JOKYMEHTOB 1-2
IIpakTHyeckoe 3aHATHE
1 3aroHeHNEe KapTOUKH T0JIb30BATENS U JKypHAJIA PETUCTPAIIMH BbIIAHHBIX KON, BBINMCOK, CIIPABOK,
TEMaTHYECKHX MaTepHalIoB.
Tema 3.7. OrpannyeHnue 10cTyna K Coaep:xanue
apXUBHBIM T0KYyMeHTaM 1 [TpaBo rpax1ad Ha JOCTYI K MHPOPMAIHH. . 1-3
2 OTBETCTBEHHOCTH 32 pasrialieHne KOH(GUASHIMAIEHON apXUBHOW HH(OPMALIHH.
3 IIpenenpHblE CPOKHM BPEMEHHOIO XPAHEHUs] ApXHUBHBIX JJOKYMEHTOB B OpraHH3alMsix
4 YHUUYTOXKEHUE JOKYMEHTOB C HEUCTEKIINMHU CPOKaMH XpaHEHHUs

IIpakTHyeckoe 3aHATHE




CocraBlieHHe IMprKa3a 0 BbIACJICHUN JOKYMCHTOB U A€ K YHUUTOXCHUIO

Tema 3.8. Ilopsagok nepegaun Coaep:xanue 4
JOKYMEHTOB apXHBa HA NMOCTOSTHHOE 1 ITnarnpoBanne pabOTHI M OTYETHOCTh APXHBA
XpaHeHuUe 2 KoHTpounb 3a cOCTOSIHHEM JOKYMEHTOB
3 XpaHeHNE JOKYMEHTOB U X OPTaHHU3aLMsI B ICIONPOU3BOICTBE
4 ITpuem u nepenada TOKYMEHTOB IIPH CMEHE PYKOBOIUTEIS
IIpakTHyeckne 3aHATHA 4
1 CocraBlieHHE aKTa IIpUeMa-TiepeJadn IpH CMEHE PYKOBOAUTEISI apXHBa
2 [Topsiiok npuema-nepegady Ipyu peopraHu3aluu
Tema 3.9. Opranuzanusi paéoThl Copep:xanue 1
apxmBa 1 OpraHuzanys XpaHeHus! JOKYMEHTOB 1-2
2 Urorosoe 3ansitue 1
CamocTosiTebHasi padoTa npu u3y4deHun pasgena 3. IlIM 02. 38
IIpumepHasi TeMaTHKAa BHEAyAUTOPHOI CaMOCTOSITeIbHOI padoThI
IMoaroroBka npe3eHTanui IO TEMaM:
JIOKyMEHTBI, TTO/UIeXKaIINe 3aCeKPEUNBaHNIO, PACCEKPEUHUBAHUIO.
ApXUBHas IBPUCTHKA
MapkeTuHr B apXuBe
Pa6ora ¢ nepcoHanom apxuBa
(DOPMBI MAacCCOBOI'0 MCIIOJIb30BAHUSA APXUBHBIX JOKYMCHTOB
TexHOTPOHHBIE apXUBBI
DJNEeKTPOHHBIEC APXHUBHI
0O030p MHTEPHET-CAITOB MO ApXUBHOMY JIEITy
ITpoeKT co3paHus JIMIIEH3MOHHOTO COTJIAIICHHMS HAa OKa3aHHE KOMMEPUECKHX YCIyT apXUBOM
Pazgen 4. IIM 02. Coagep:xanune padoThl 96
1o odecrnevYeHN 0 COXPAHHOCTH
JOKYMEHTOB
MUK 02.04. Ob0ecneuenue 96
COXPAHHOCTH IOKYMEHTA
Tema 4.1. Cuctema mep oGecreyeHus1 Coaep:xanue 1
COXPAHHOCTH JOKYMEHTOB 1 Opraan3anys XpaHeHust JokyMeHToB. Co3JjaHne MaTepHaIbHO-TEXHUIECKOH 0a3bl XpaHEHHUS TOKYMEHTOB. 1-2
2
Tema 4.2. Pa3menieHue J0KyMeHTOB B Conep:xanue 1




XpaHHUJIHMIIe 1 1-2
2 TonorpadupoBanue.
IIpakTHyecKue 3aHATUS 4
1 3arnoJHeHHEe KapTOUKH MOCTEIUIaXKHOTO ¥ NO(MOHA0BOTO TOMOTPadHIECKOro yKazaTes.
2 AHanu3 opraHu3aly XpaHEHNS JOKYMEHTOB 00pa30BaTeIbHOTO YIPEKICHUS
Tema 4.3. [lepBuuHasi pectaBpanus u Coaep:xxanue 1
KOHCEpPBAaLUs APXUBHBIX IOKYMEHTOB 1 [NTonsiTne epBUYHON pecTaBpaliy 1 KOHCEPBALUH apXUBHBIX JOKYMEHTOB. CoepKaHNe pecTaBpauy 1 1-2
KOHCEpPBAaIMU
2
IIpakTHyeckHe 3aHATHSA 4
1 PecTaBpaliioHHO-KOHCEpBallMOHHAs 00paboTKa IOKYMEHTOB.
2 Co3aHne 3IeKTPOHHON KOIMH M KOHCEpBaIMsl JOKYMEHTa
Tema 4.4. Ilopsigok BbIIAYH [1€J1 U3 Copep:xanue
XpaHUJIHILL 1 1-2
2
3
4
5
IIpakTHYyeckue 3aHATHSA 6
1 OdopmieHne 3aka3a (TpeOOBaHMs) Ha BbIIady JOKyMeHTOB. COCTaBIeHHE apXUBHON CIIPAaBKU
2 CocraBlieHHE aKTa I10 BBIAAYE A€ BO BPEMEHHOE IT0JIb30BaHKE. 3all0JHEHNE KapThl-3aMECTHTENS JeTa.
3 3arnosHeHNe KHUTH BBLIAYH JIOKYMEHTOB M JINCTA MCIIOJIb30BaHMs JIOKYMEHTOB.
Tema 4.5. [IpoBepka HaJIM4Yus U Coaep:xanue 1
COCTOSIHUS JIOKYMEHTOB B apXHBax 1 1-2
2 ITopsiiok mpoBeieHHs TPOBEPKH IOKYMEHTOB B apXHBE
IIpakTuyeckne 3aHATHA 2
1 | CocraBienue akta NpoBEPKH, HATHYHS M COCTOSHUS JIEIL.
Tema 4.6. O0ecnieueHue COXpaAHHOCTH Coaep:xanue 1
0c000 HeHHBIX H YHUKAJIbHBIX 1 CocraBiieHHe OnMCcH 0c000 IIEHHBIX IOKYMEHTOB. 1-2
JOKYMEHTOB apXuBa 2
IIpakTuyeckue 3aHATHA 2
1 | CocraBiieHHE ONUCH 0c000 IIEHHBIX JIOKYMEHTOB.
Hrorosoe 3ansitue. Co3nanue crpaxoBoro Gonja U GoHga Noap30BaHus 1
CamocrosiTe1bHasi padoTa npu u3ydeHun pasaena 4. IIM 02. 12

HO,HI‘OTOBK& SHCKTpOHHOﬁ Mpe3CcHTalu:

IIpnmepHas TeMaTHKA BHEAYAUTOPHOI CAMOCTOSITEJILHON PadoThI

3aII_II/ITa APXMUBHBIX TOKYMCHTOB OT INICCHEBBIX FpI/I6OB




KOHcepBaHI/IH JOKYMCHTOB

MHHOBAaIMOHHBIE TEXHOJIOTHH 110 00eCIeCUeHUIO COXpPaHHOCTHU JOKYMEHTOB

ITonck BHAEOKIUIIOB 1O OPTaHU3AIMH apXUBHOTO JieTia M 00ECTIEYEeHII0 COXPAaHHOCTH TIOKYMEHTOB B KoyieKnuu VIHTepHEeT-pecypcoB

[TpoBeneHne NpoBEPKH JOKYMEHTOB B apXUBE

Pazgen S. IIM 02. Coaep:xanue padoTbl
110 KOHTPOJIIO 32 COCTOSIHHEM
AeJIONPOHU3BOACTBA B YIPABJIeHHH

MJK.B.02.05 Opranu3auusi apXuBHOii
cayx0b1 B Poccuiickoii @enepanuu

66

Tema

Conep:xanue
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19.

. BBenenne.

. Uctopus apxuBHO#1 cyx051 B Poccuu.

. T'ocynapcTBeHHas apxuBHas ciyx0a PO,

. Ctpykrypa I'ocymapCcTBEHHO# apXUBHOM CITy»KOBI.
. ®ynkuuu ['ocy1apcTBEHHON apXUBHOU CITYKOBI.

. CeTb U pyHKLIMH TOCYIapPCTBEHHBIX apXHUBOB.

. CoxpaHHOCTb apXHUBHBIX JTOKyMEHTOB.

. BemoMcTBeHHBIE apXWBHI.

. OyHKINU BEJOMCTBCHHBIX apXHBOB.

. KOMIUIEKTOBAaHHE apXUBa.

. ObecrieueHne COXpaHHOCTH JIOKYMEHTOB.

. [loaroroBka 1OKyMEHTOB K Iepeaade Ha TOCy1apCTBEHHOE XpaHEHHE.
. Mcnionb30Banue 1OKYMEHTOB.

. KonTponb n oxazanue noMoIy B opraHu3auy AeN0NpOU3BOICTBA.

. l'ocynapcrBennast apxuBHas ciyx6a B Camapckoii obnactu.

. Ctpyktypa 'ocynapcTBeHHOM apXxuBHOH ci1y:k0b1 Camapckoi o0macTy.

. ApxuBHbIH poHA apxuBHOH cayx)0pl Camapckoil obmactu.
. XapakrepucTrka apxuBoB CaMapckoii obmactu.
Hrorosoe 3ansarue.

IIpakTHyeckue 3aHATHSA

24

1.
2.
3.

CxeMa NOJUYMHEHHS apXHUBOB.
Crpykrypa ['ocynapcTBeHHO! apXUBHOMN CITyKOBI.
3agaun ['ocyjapcTBEHHOM apXUBHOM CITY>KOBI.




4. CeTb TOCYZapCTBEHHBIX aPXUBOB.

5. Opraamzanus obecreueHus COXpaHHOCTH TOKYMEHTOB apXHBa.

6. OrnpeznienIeHs CPOKOB XPaHEHHUS Pa3IMIHBIX BHJOB JTOKYMECHTOB.

7. Bunisl 1 OTIIMYHBIE 0COOEHHOCTH BEZOMCTBCHHBIX aPXHBOB.

8. IlopA10K KOMIJIEKTOBAaHUS BEAOMCTBEHHOTO apXUBa.

9. Meponpusrtusi, IpoBOAUMBIE 17151 00eCIIeUeHHs COXPAaHHOCTH apXUBHBIX JOKYMEHTOB.
10. MeponpusTus 00 CO3/JaHUIO BEJOMCTBEHHOTO apXHBa.

11. Meponpusitue o co3JaHUI0 IKCIIEPTHON KOMHUCCHU.

12. MeponpusiTus N0 NPOBEIECHHUIO IKCIEPTU3bl IEHHOCTH JOKYMEHTOB.

13. Meponpusitus 1o nepeaade el B apXUB Ha IOCTOSIHHOE XpaHEHHUE.

14. Pa3paboTka METOTUIECKUAX PEKOMEHIAIMHA IS ()YHKIIHOHUPOBAHHUS.

15. Crpyxrypa 'ocymapcTBeHHOH apXuBHOM ciryk0b1 Camapckoit 001acTu.

16. XapaxTepuctuka apxuBoB Camapckoif 001acTu.

17. cTouHNKHN KOMIUIEKTOBaHHUS [ ocynapcTBeHHOH apXUBHOM CIry:k0b1 Camapckoi o0nacTu

CamocrosTesibHasi padoTa npu uzyyenuu Pasnena 5.
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IIpumepHasi TeMaTHKAa BHEAyAUTOPHOI CAMOCTOSATEJIbHOI padoThI
. I'noccapuii.
. Cocrasnenue cxembl «I10JYMHEHHOCTH apXHBOBY.
. Cocrasnenue Tabnuirs! o TeMme «CTpykTypa I'ocynapcTBeHHON apXUBHON CITy>KOBI».
. Cocrapnenue no TeMe «3agaun ['ocy1apcTBEHHOM apXUBHON CITy>KOBI».
. Coobmienue Ha Temy «DyHkun ['ocynapcTBEeHHON apXUBHOU CITYKOBD».
. Cocrasnenue Tabumipl 1o TemMe «CeTh rocy1apcTBEHHBIX apXHUBOBY.
. CocraBnenue cxemsl 1o Teme «OpraHuzanust o0ecrieueHusi COXpaHHOCTH JIOKYMEHTOB apXHBa».
. Pabora c yuebHnKoM 1o Teme «OnpenesieHnst CPOKOB XPaHEHHS PA3IMIHBIX BUAOB JOKYMEHTOBY
9. Coobmienne Ha TeMy «BeJOMCTBCHHBIC apXHBBD.

0NNk~

10. Coobmenne Ha TeMy «Buabl n OTIHYHBIE 0COOCHHOCTH BEIOMCTBEHHBIX apXHUBOBY.

11. CocraBnenue cxemsl o TeMe «KoMIIeKToBaHNE apXUBay.

12. CooOmmenue Ha Temy «O0ecriedeHre COXpaHHOCTH TOKYMEHTOBY.

13. Co3znanue moyoxeHust 00 apXuBE OPraHNU3aIIH.

14.Coobmenne Ha Temy «[1oATOTOBKA TOKYMEHTOB y Mepeaade Ha ToCyAapCTBEHHOE XPaHECHUEY.
15. Onucanue aena. OpopmiieHHE OTIHCH JelTa

16. KomrurekToBanue nein, GOpMHPOBAHUE CTOIIOK JIElI.

17. PaboTta ¢ HOpMaTHBHBIMHU JIOKYMEHTaMH 10 aPXHBOBEJICHUIO.




18.Pabora c caiitom apxuBHOHU CITy>KOb CamMapCcKoi 00IaCTH.

19. Cocrasnenne cxemsl Ha TeMy «CTpykTypa ['ocynapcTBeHHOI apXuBHOU Ciry:k0b1 CaMapcKoil 00IacTw.
20. PaboTa B 3IIEKTPOHHOM YUTAIHHOM 3alIe.

21. Pabora c caiftom apxuBHO# cyx0b1 Camapckoii obmactu

22. Coobmenue Ha TeMy «VICTOUHMKN KOMIUIEKTOBaHUS | ocymapcTBeHHOH apXUBHOM Ciryk0b1 CaMapcKoit
obactuy.

Pazgen 6.
KonTpoJs 3a cocrosiHuem
JeJIONPOU3BOJCTBA B YIPABJICHHH.

MJK.B.02.06 KonTpoJs 3a
COCTOSIHHEM /IeJIONPON3BO/ICTBA B
ynpaBJeHHH

84

Tema 6.1. AHasMTHYECKas1 padoTa ¢
AOKYMEHTAMH

Coaep:xanue

MCHGZ[)KMGHT B ACJTONPOU3BOACTBC

Pabota c nepconanom

Paborta ¢ nepconaiom

Amnanutuueckas padboTa ¢ JOKyMEHTaMH

Amnanutuueckas padboTa ¢ JOKyMEHTaMH

OCHOBBI aHAJIMTHUECKOH paboThI ¢ HHDOpMalen

NN | B[R N[ =

OCHOBBI aHAJIMTHUECKOH paboThI ¢ HHDOpMalen

HpaKTuquKne 3AHATUHA

CocTaBieHHE aHATUTHYECKOro 0630pa ¢ nHpopManuu

CocTaBieHHE aHATUTHYECKOro 0630pa ¢ nHpopManuu

CocTaBieHHE aHATUTHYECKOro 0630pa ¢ nHpopManuu

CocTaBiieHre aHAUIUTHIECKOTO 0030pa, aHHOTAIINH

CocraBiieHrne aHAUTUTUIECKOTO 0030pa, aHHOTAITIH

10

CocTaBiieHre aHAUIUTHIECKOTO 0030pa, aHHOTAIINH

CocTaBJICHHE ITATHOTO pacrnucaHus

CocTaBlIeHHE IIITATHOT'O pacrncCaHust

N=RE-CAR R MRV NE N RVORE S RE )

CocTaBlIeHHE IIITATHOT'O pacrncCaHust

[
—J

CocTaBlIeHHE IITATHOT'O pacrcanust

Tema 6.2. Opopmiaenue
yIpaBJIeHYeCKUX IOKYMEHTOB B
OpraHH3anuu

Conep:xanue

[

CocTaBieHNE aHATUTHYECKOro 0030pa, aHHOTAIHH

CocTaBieHne aHATUTHYECKOro 0030pa, aHHOTAIIH

CocraBieHne aHATUTHYECKOro 0030pa, aHHOTAINH

Wi

CrtpykTypa 6e3 JaHHBIX JOKYMEHTaJIbHOTO (DOHIa OpraHU3aIuH

14




5 CrpykTrypa 6e3 JaHHBIX JOKYMEHTaJIbHOro ()OH/AA OpraHu3alnuu

6 OcobenHoctr oopmiieHnst HanboJee pacIpOCTPAHEHHBIX BUIOB JOKYMEHTOB

7 OcobenHoctr oopmiieHnst HanboJee PacpOCTPAHEHHBIX BUIOB JOKYMEHTOB

8 HopmupoBanue Tpya B pabote ¢ JOKyMEHTaMU

9 HopwmupoBanue Tpya B pabote ¢ JOKyMEHTaMU

10 Hopwmuposanue Tpya B paboTte ¢ JOKyMEHTaMU

11 Hopmuposarue Tpya B pabote ¢ JOKyMEHTaMU

12 OpraHu3anoHHBIE OCHOBBI AEIONPON3BOACTBA B YIIPABICHIN

13 OpraHu3anoHHBIE OCHOBBI AEIONPON3BOACTBA B YIIPABICHIN

14 OpraHu3anoHHBIE OCHOBBI ACIONPON3BOACTBA B YIIPABICHUN

IpakTnyeckue 3aHATHSA 10

1 CocraBieHNE TEKCTOB YNPABICHYECKUX JOKYMEHTOB

2 CocTaBieHUE TEKCTOB YIPaBICHYECKUX JOKYMEHTOB

3 CocTaBieHUE TEKCTOB YIPaBICHYECKUX JOKYMEHTOB

4 CocTaBieHUE TEKCTOB YIPaBICHYECKUX JOKYMEHTOB

5 CocTaBieHUE TEKCTOB YIPaBICHYECKUX JOKYMEHTOB

6 CocTaBieHUE TEKCTOB YIPaBICHYECKUX JOKYMEHTOB

7 CocTaBieHne TeKCTa-aHKEThI

8 CocTaBieHre TEKCTa-aHKEThI

9 CocTaBieHre TEKCTa-aHKEThI

10 CocraBieHHe TEKCTa-aHKEThI
Tema 6.3. OcyurecTBiaeHe KOHTPOJIS Coaep:xanue 2
32 COCTOSTHHEM /1eJIONPON3BOACTBA B 1 CI/ICTeMaTI/I3aHI/I$[ 1 Yy4E€T JOKYMCHTOB OpraHusannu
opraHm3anumn 2 CucteMatusaiys 1 y4eT JOKyMEHTOB OpTaHU3aIiH

IIpakTHyeckue 3aHATHS 8

1 CocTaBieHHe TeKCTa-TaOIUIIBI

2 CocTaBieHHE TeKCTa-TaOIUIIBI

3 CocTaBieHHE TeKCTa-TaOIUIIbI

4 CocraBieHHe TeKCTa-TaOIUIIBI

5 CocTaBiieHHE TEKCTOB MOJIOXKEHUI

6 CocTaBieHUe TEKCTOB MOJIOKEHUH

7 CocTaBieHUE TEKCTOB MOJIOKEHUH, HHCTPYKIHIA

8 CocTaBieHUe TEKCTOB MOJIOKEHUH, HHCTPYKIHI
Tema 6.4. Kputepun 3HaunmMocTn Copaepxanue 2
AOKYMEHTOB 1 Or1ieHKa 3HAYMMOCTH IOKyMEHTOB

2 Or1ieHKa 3HAYMMOCTH IOKyMEHTOB




HpaKanecxne 3aHATHA

1 CocTaBieHUe TEKCTOB MOJIOKEHUH, HHCTPYKITHHA

2 CocTaBieHUe TEKCTOB MOJIOKEHUH, HHCTPYKIHI

3 HUrorosoe 3ansaTue. OrieHka 3HAYUMOCTH JOKYMCHTOB

CamocroaTenbHasa pabota npu usyueHum Pasgena 6.

IIpumepHas TeMaTHKa BHeAyANTOPHOIT CAMOCTOSITEIbHON PagoThI
1. Pedepat «MeHEIKMEHT B IEIOIPOU3BOACTBEY.
2. Noxinan «AHamuTHYIEeCKas padoTa ¢ nHpopManuein».
3. Pegepat «Pabota c mepcoHamoM»
4. Pedepar «O1ieHKa 3HATUMOCTI.
5. Pedepat «OcHOBHBIC PYHKITHH YIIPABICHUSI
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IIpou3BoacTBEeHHANI NPAKTHKA

Buasbl pador:

COCTaBJICHUE apXUBHBIX CIIPAaBOK
OIpe/IeNICHUe COXPAaHHOCTH JOKYMEHTOB
OIpe/ieNICHUE YCIIOBUIA XpaHEHHS TOKyMEHTOB
OdopmiteHre nodoHI0BOH KapTOYKH
OdopmiteHHe MOCTENTaXHOW KapTOYKH
OdopmiieHre apXUBHOM CIIPaBKU
OdopmiieHHE apXUBHO# BBITUCKA
OdopmiieHrIE apXUBHOM KOITHH

CocTaBieHne TeMaTHYECKOr0 0030pa JOKYMEHTOB II0 CXeMe
CocTaBJieHHE apXUBHOTO YKa3aTes

AN NN N NN NN

72




IIpumepHas TeMaTHKA KYPCOBBIX padoT (IPOEKTOB)

30

1.  ApxwuBHOE 3aKOHOHATeNbCTBO B Poccuu: cucTema, IpoOIeMBI U TIEPCIIEKTHUBEL.

2. ®opwmuposanue ApxusHoro ®onma Poccuiickoit dpenepannu. CoBpeMeHHBIH dTaIl.

3.  Hamyrn kx co3maHuI0 aBTOMAaTH3HPOBAHHOH HH(POPMAITMOHHOI CITYKOBI.

4. Hcropus u coBpeMEHHbIE TEHACHIINN Pa3BUTHS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.

5. ApXMBOBEIUYECKHE ACHEKTHI B ACIONPON3BOICTBE.

6.  ApxwusHas peBomorus B Poccun 1991-1996 1r.

7.  CoBpemeHHas apxuBHas nonuthka. Victopudeckue uccnenoBanus B Poccun. TenneHnuu nocneaHux jer.

8.  DkcmepTH3a IEHHOCTH JOKYMEHTOB COBPEMEHHBIX YUPEXKICHUH, IPEeIIPUATHH, OpraHu3aui.

9.  ApXUBHBIH MapKeTHHT.

10. DOxkcnepTHu3a LIEHHOCTH U KOMIUIEKTOBaHHE TOCYAAPCTBEHHBIX apXUBOB YIPaBIEHYECKUMU JOKYMEHTaMU.

11. Opranuszanus 1oKyMeHTOB U 1en ApxuBHoro @onna Poccuiickoit deaepanuu.

12.  Yuer u obecrieueHre COXpaHHOCTH ToKyMeHToB ApxusHoro ®onna Poccuiickoii deneparyu.

13.  Hcnonp30BaHuE apXUBHBIX JOKYMEHTOB.

14. AHanuTHKO-CHHTETHYECKas 00pabdOTKa pETPOCIIEKTUBHON TOKYMEHTHOH HH(pOPMAILIHH.

15. ApXuBHBIC OITUCH.

16. Cucrema KaTajoroB B apXuBe.

17.  ApXUBHBIE IyTEBOJUTENH.

18. MeHemXMEHT B apXUBax.

19. Oo0ecneueHre COXpaHHOCTH TOKYMEHTOB B ApXHBax.

20. Opranusaiys pabOThI apXuBa.

21. Wudopmaruzauus apXMBHOTO Jea.

22. DTHKa B apXHBax.

23. DNeKTpOHHbBIE aAPXUBHI.

24. TlyOmudHOCTBH apXHWBOB M CBOOO/Ia apXUBHOW MHPOPMAIIUH.

25. Poccuiickoe apxuBHOE JI€J10.

O0s13aTesibHAs AyIUTOPHAs YueOHAs HArpPy3Ka 10 KypcoBoii padoTte (IIPOeKTY) 20
IIpou3BoacTBeHHAs] MPAKTHKA (110 NPO(PUII0 CIeUATBLHOCTH) HTOr0Basi 10 MOAYJII0 36
Buasi pador

1. CocTaBieHne NCTOPHUYECKOH CIIPaBKH MO YUPEXKICHHIO (OpraHu3aniy) 0a3e MpaKkTHKH.

2. IlpoaHanu3npoBaTh OpraHU3alyio pabOTh apXHUBa OpraHU3alnuy — 0a3bl MPAKTUKH.

3. CocTaBUTh cXeMy ITOMCKa aPXMBHOTO IOKYMEHTA IO 3alpoCy COTPYAHHUKA NPEANIPUATHS (OpraHU3aIIHN)

4. BeImorHUTE 00pas3Ibl 3a0THEHHS KYPHAJIOB PETHCTPALIMH IIOCTYIUICHHS U BBIOBITHS apXUBHBIX JJOKYMEHTOB

5. N3yunts oducHyo TeXHUKY Ha pabodem mecte. Pa3paboTaTs HHCTPYKIHIO IO SKCILUTyaTaluy (JIaMHHATOP, IIpeep, KOMUPOBAIBHEIHN ammapar)
6. ChopmupoBaTh 1 0HOPMHUTH AEIIO JIsI ApXUBHOTO XPAHEHHS

7. AHanM3 CHCTEMBI XpaHEHHS JOKYMEHTOB U /1€ B apXMBE OPraHN3aIUH.

8. JlaTh XapaKTepUCTUKY OPTaHU3AIMN SKCIIEPTHU3HI IIEHHOCTH JOKYMEHTOB Ha MPEIANPHUATHN (OpraHn3alni) — 0a3e MPaKTHKH

9. CoctaBuTth 1 0HOPMHUTH ONHCH /I CTPYKTYPHOTO MOAPA3IEICHHUS YIPESKICHHS (OpraHu3anni) — 6a3bl MIPaKTHKH

Bcero 417




4.YCJIOBUA PEAJIMBALINUU ITPOPECCHOHAJIBHOT'O MOAYJIA

4.1. TpeGoBaHUSA K MUHMMAJIbHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecie4eHH 0

Peanuzanus npodeccHoHanTbHOTO MOAYJNS TpEANoyiaraeT Hajauuue ydyeOHoro kabuHeTa

«ApxuBoBeneHus» 1 1abopaTopun «CHCTEM JIEKTPOHHOTO IOKYMEHTOOOOPOTAY
O6opynoBanne yaeOHOT0 KabUHeTA!

M0CaJ0OYHbIE MECTa MO KOJIMYECTBY CTY/ICHTOB;
pabouee MeCTO IIpenogaBaTes;
y4eOHO-HATJISTHBIA MaTepuan (TaOJIUIIbI, JIAKAThI, CXEMBbI)

TexHuueckue cpencTBa 0OydeHus:

KOMIIBIOTEP C JIUIIEH3MOHHBIM IPOTPAaMMHBIM 00€CIICUeHUEM;
MYJIBTUMEANATIPOCKTOP;

MPUHTED;

WHTEPAaKTUBHAS IOCKA;

9KpaH

O6opynoBanue 1a00pPaTOPUH:

aBTOMAaTHU3MPOBAaHHOE pabouee MECTO MpernoaaBaTes;
aBTOMATHU3MPOBAaHHBIE paboure MecTa M0 YKUCITy 00ydaromuxcs;
HIpeiepsl;

JIAaMHHATOD;

neperieTHoe 000pyI0BaHUE;

pe3aKu.

4.2. UndopmanuonHoe odecredenne 00yueHust

ITepedyenn pekomMeHayeMbIX Y4eOHBIX M31aHuil, UHTepHeT-pecypcoB, NONOJHHUTEIbHON

JINTepaTypbl

HOpMaTI/IBHO-HpaBOBI)IC aKThI:

1.
2.

Koncturtynus Poccniickoit @enepanuu ot 12.12.1993.

TpynoBoit konekc Poccuiickoit @enepauuu. Yacte nepsas. denepanbHbiii 3akoH oT 30
nexadps 2001 r. Ne 197 — @3 (¢ mocneAyOUUMU U3MEHEHUSIMHU U TOTIOJTHEHUSIMH ).
®enepanbhblil 3ak0H PO ot 22 okta0pst 2004 1. Ne125-D3 «O6 apxuBHOM nene B Poccuiickoit
denepanum» (¢ TOCIETYIOIUMHI U3MEHEHUSIMU U TOTIOJIHEHUSIMHU )

®enepanbHblil 3akoH PO «O0 nudopmanmu, nHpopMaTu3aluy 1 3amure nHpopManum» ot 20
deBpanis 1995 1., Ne 24 — @3 (¢ moclenyrIMUMH HU3MEHEHHSIMH W JIOTIOJTHEHHSIMH)
[locranoBnenune mpaButenbcTBa «OO0  yINOPSIAOYEHUHM W3TOTOBJIEHMS, HCIIOJIb30BAHMUS,
XpaHeHUs U YHUYTOXKEHHUs NeuaTed u OlaHKOB ¢ M300paxeHueM l'ocymapcTBeHHOro repba
P®» ot 27 nexabps 1995 r; No 1268 (¢ mocienyomuMu U3MEHEHUSIMH U TOTIOTHEHUSIMH )
[Tonoxenue 00 ApxuBHoM ¢onae PD. YTeepxaeno Ykazom Ilpesuaenta ot 17 mapra 1994 r.;
Ne 552. (c mocneayroomuMu N3MEHEHUSIMU U IOTIOJTHEHUSIMH ).

ITonoxenne o dexepanbHoil apxuBHOW ciyx0e Poccum. YTBepxkaeno IlocranoBieHuem
[IpaButensctBa PO ot 28 gexabps 1998 r.; Ne 1562(c mocienyromumu HU3MEHEHHUSIMH U
JOTIOJTHEHUSIMH ).

[TocranoBnenne Cosera MunuctpoB — IlpaButensctBa PO «O mopsiike BeIOMCTBEHHOTO
XpaHEeHUs TOKYMEHTOB U OpPTaHU3allM UX B JAEJIONpPOU3BOACTBe» OT 3 Maprta 1993 r.; Ne 191(c
MOCTIEAYIOIUMHU U3MEHEHUSMU U IOTIOJTHEHUSIMH).



8. Ilocranoenenue IlpaButensctBa P® «OO6 yrBepxknenun IIpaBun aenonpom3BoAcTBa B
(dbenepalbHBIX OpraHax HCHOJHUTENIBbHON BiacTi» oT 15.06.2009 Ne 477(c mocneayrommmMu
M3MEHEHUSMH U JIOIIOJHEHUSIMHU).

OCHOBHBIE HICTOYHUKH:

1. AnekceeBa E.B. ApxuBoBenenue. YueoHoe nznanue. [locobus mis cp. npod. obpazoBanusi., 3
W3/., J0M. - M.: u3aatT. uentp «Axagemus», 2005

2. AnekceeBa E.B. u np. ApxuBoBenenue: YueOHuK 11 Had. mpod. OOpazoanust: Yueo.
[Tocodme nmist cpen. [Ipod. O6pazosanus/ E.B. Anekceesa, JL.II. AdanacseBa, E.M. byposa;
ITox pen. B.I1. Kosznosa. — M.: IIpodhO6pU3nar, 2005

3. OcHoBHEbIE MpaBuiIa paboOThl apxXUBOB opranu3anuii. OqoOpensl pemeHruem Komieruu
PocapxmuBa/ B.A. Epemuenko u np. — M.: BHUWU A/, 2003.

4. Poroxun M.IO. JlenonpousBoactso. Opranuzanus apxusa npeanpusitus. — CII6.: TTurep,
2005

5. Cynumosna JLIL., Ocunos JI.B. Kak co3naTe apxuB ¢ HyJsl HA COBPEMEHHOM NPEANPUSATHH.
CnpaBouyHo-MeToudeckoe nocooue. — M.: beparop-ITaGaummar, 2007

JlomoHUTEIbHBIE HICTOYHUKH:

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

1. TenpuapoB A.Jl. ApxuBoBeneHue (KOHCIEKT Jiekiuii). — M.: «[Ipuop-u3gat», 2005

2. VupauuHa E.A., Sxumenko A.C. ApxuBoBejaeHHe: KOHCHEKT jekuuil. — M.: Beicuiee
obpazoBanue, 2007

3. XKypnan «/lenonpous3BoacTBOY;

4. Kypnan «Cekperapckoe J1e10»;

5. XKypuan «KagpoBoe nemno»

HNuTepHeT-pecypcesl:

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
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4.3. O0mue TpedGoBaHUsI K OPraHu3alu 00pa3oBaTeJbLHOIO0 Mpouecca

OO0s13aTeNIbHBIM  YCIIOBHEM JIONTyCKa K MpodeccHoHalbHOM mMpakTuke (1o mpoduio
CMELMAIBHOCTH) B paMKax NMpodeccuoHanbHoOro Moayiast Opranusanus apxXuBHOM U CIIPABOYHO-
HH(POPMAMOHHOW pPadoThl MO AOKYMEHTAM OPraHM3alUM SBJSETCS OCBOCHHE Y4eOHOM
OPaKTUKU  JUId  TIOJly4YeHHs  TEpPBHUYHBIX  NPO(PECCHOHANBHBIX  HABBIKOB B paMKax
npodeccuoHanbHOTO MOAYNsl BbimosiHeHue padoT Mo OAHON WM HECKOJbKHMM Mpodeccusim
PadouHX, JOJKHOCTAM CIYyKALMX.


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 BEIMOTHEHHS KypCOBOM paOOTHI (MMPOEKTA) U B MEPUO]T MPOXOKICHUS TPAKTUKH
Ha TpeanpuaATHsX (B OpraHu3anusx) — 0a3ax TPaKTHKH C OOYyJarOUUMHUCS TPOBOMAATCS
KOHCYJIbTAIIHH.

OO6yuaromuecss JAOHKHBI MMETh JOCTYI K 0a3aM JaHHBIX, OMONIMOTEYHBIM (oHIAM U
HuTepHeT BO BpeMsl CaMOCTOSITEIBHON paOOTHI M MIPH MOATOTOBKE K ayJAUTOPHBIM 3aHSATHSIM.

4.4. KagpoBoe od0ecnieueHne 00pa3oBaTeIbHOIO Mpoiecca

TpeboBannss K KBATH(PUKANMH NeJATOTHYECKUX (MHKEHEPHO-NeJaroru4ecKmux)
Ka/IpOB, o0ecneYnBAOIIUX 00yYeHHe M0 MEeKIUCHUIIUHAPHBIM KypcaM:

Hanuuue Beicmiero mnpogeccnoHanbHOrO 00pa3oBaHUs, COOTBETCTBYIOIIETO MPO(Uiio
Moayssi Opranu3anusi apXMBHOW M CHPABOYHO-UH(OPMANMOHHON PadoThl MO JOKYMEHTaM
OpPraHu3anuu u crnenuanbHOCTH  JloKyMeHTalluOHHOe ofOecneyeHue YNpPaBJeHHUS H
apXuBOBe/IeHUE.

TpeboBanusi K KBaTM(DHUKAIMK MEAATOTUICCKUX KaJIPOB, OCYIICCTBISIONUX PYKOBOJCTBO
MPaKTUKOM:

WNuxeHnepHoO-1e1arornyeckuii COCTaB: JUILUIOMHUPOBAHHBIC CIEIUATMCTBI, MPErnogaBaTeIn
MEXIUCHUIUTMHAPHBIX KypCOB.



5. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA TPO®ECCHUOHAJIBHOI'O
MOAYJA (BUOJA ITPOPECCUOHAJIBHOU JEATEJIBHOCTH)

Pe3yibTaThl (OCBOCHHBbIE ®opmbl U
npogeccuoHabHbIE OcHoBHBIC NM0KA3aTEJIH OLCHKH pPe3y/ibTaTa MeTOo/bI
KOMIIETeHIIUH) KOHTPOJISA ¥
OLICHKH

I1IK2. 1. OcymiecTBisTh IToaroroBka makera JOKYMEHTOB JUIs IIpakTueckue

JKCIEPTU3Y LEHHOCTU IIPOBEJICHUS KCIEPTU3HI LICHHOCTH TOKYMEHTOB | 3aHTHS

JIOKYMEHTOB B COOTBETCTBMM | (IIPUKa3 O CO3/IaHUU 3KCIEPTHON KOMUCCHUH,

C IEHCTBYIOIIMMH aKThI O BBIJICJICHUH J€JI K YHUYTOKEHUIO U O

3aKOHOJAATEIbHBIMU aKTaMU U | Iepeaaye J0KYMEHTOB U €]l Ha apXUBHOE

HOpMAaTUBaMU XpaHEeHHE). Y HUUTOKEHHE JOKYMEHTOB

[1K2.2. Bectu paboty B 3anoaHeHue 6a3bl JaHHBIX 10 €AMHULIAM [IpakTrueckue

CUCTEMAX 3JIEKTPOHHOT'O XpaHEHUs 3aHATHS

JIOKyMEHTOO000pOTa

I1K2. 3. Pa3zpabarbiBaTh U

BECTH KJIaCCU(DUKATOPBHI,

TabeJH U Ap. CIPABOYHUKHU

10 TOKyMEHTaM OpraHu3aluu

[IK 2.4. ObecrieunBaTh [IpueM u perucrpanus NOCTYMAOLIINX [IpakTrueckue

IIPUEM U PALIMOHAJIIBHOE JOKYMEHTOB (ZIeJ1) B XKypHaJle yueTa MpUOBbITUS U | 3aHATHS

pa3MelnieHne JOKyMEHTOB B BBIOBITHS IOKYMEHTOB

apxuBe (B T. 4. JOKYMEHTOB

110 INYHOMY COCTAaBY)

I1K 2.5. O6ecnieunBath yueT | BbinmosHeHne TEXHOIOTHYECKUX ONepaluii mo IIpakTnueckue

Y COXPAHHOCTb JIOKYMEHTOB B | 00€CIIEUEHUIO0 COXPAHHOCTH IOKYMEHTOB 3aHATUA

apxuBe

I1K 2.6. Oprann3oBbIBaTh [TogroroBka u BelJa4a apXuBHOIO JOKyMeHTa o | IIpaktuueckune

UCIOJIb30BAHNE apXUBHBIX 3anpocy 3aHATHS

JOKYMEHTOB B HaYYHBIX,

CIPAaBOYHBIX U MPAKTUYECKUX

LEJsAX

[1IK2.7. OcyuecTBusTh Opranuzanus NpoBepKy XpaHeHus: poHIa IIpakTnueckue

OpraHu3alMOHHO-
METOJIUYECKOE PYKOBOJICTBO
¥ KOHTPOJIb 32 paboTOM
apXuBa OpraHU3alluy U 3a
OpraHu3alrel JOKYMEHTOB B
JIEJIONPOU3BOJICTBE

3aHATHA, 3a4CT

.®OpMBI U METOJIbI KOHTPOJISI PE3yNIbTaTOB O0yUEHUs JOKHBI MO3BOJISATH IPOBEPATH Y

00yJaronuxcs He TOIBKO CHOPMHUPOBAHHOCTH MPOPECCHOHABHBIX KOMIIETEHITNN, HO U PAa3BUTHE

00IIMX KOMIETEHITNI U 00€CTIEYNBAIOIINX UX YMECHHI.

PesyabTarsl

(0CBOEHHBbIE 001Me KOMIIETEHIIMH)

OcHOBHBIE IOKA3aTeJIU OLEHKH
pe3yJibTaTa

®opMbI U METOABI

KOHTPOJISI U




OICHKH

OK 1. [lonumars cymHocCTb U
COLIMAJIbHYIO 3HAUUMOCTb CBOEH
Oymy1iei npodeccuu, IpOsSBIATh K
HEW YCTOMYHMBBIN UHTEPEC.

[TpesenTauus (3cce, COUNHEHUE) HA
temy «Mos Oynymias npodeccus, ee
3HAYECHUE B PA3BUTUH MOEH CTPaHBI»

DKcrnepTHas OllCHKa

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO
JeSTeNbHOCTb, BBIOMPATh TUIIOBbIE
METOBI U CIIOCOOBI BHITIOJTHEHUS
npo¢ecCHOHATBHBIX 3a/ad,
OLIEHUBATh UX YPPEKTUBHOCTD U
Ka4yecTBO.

Opranuzanus padouero
IPOCTPaHCTBA.
[InanupoBanue padbodero JHs.

Ananu3 nestenbHoCcTH 3a 1 paboumnii
JICHb

IIpaxTrueckoe
3aHATHE

3auet
(mpe3enTarus)
DKcrnepTHas OlleHKa

OK 3. [Ipunumars perieHus B MopennpoBanue HeCTaHIAPTHOU 3auer
CTaHJAPTHBIX ¥ HECTAHIAPTHBIX CUTYalluu B TPYIIax

CUTYallMsIX U HECTHU 32 HUX

OTBETCTBEHHOCTb.

OK 4. OcyiiecTBiATh MOUCK U ITonck noxymeHTa B 3alaHHOMN [IpakTuueckoe
KCII0JIb30BaHUE UH(POpMALIUH, cucreMe (KypHaJIbl pETUCTpaIiH, 3aJ]aHue

HeoOXoauMoM 117151 3((HEKTUBHOTO
BBITIOJTHEHUS MPOPECCHOHATBHBIX

KapTOTEKa)
[Touck nnpopmanuu B

DKcrnepTHas OIICHKa

3aja4, Npo(ecCUOHANBHOTO U UH(POPMALIMOHHO-TIPABOBBIX U IIPAKTUYECKOT O
JMYHOCTHOTO PA3BUTHS. UH(POPMALMOHHO-CITPABOYHBIX 3aHATHUS
CHCTEMax U ee aHaJIu3
OK 5. Ucnonb3oBarth Co3znanne TekcroBoro (Tabnmynoro) | [Ipakruyeckoe
MH(pOPMAaIMOHHO- JIOKYMEHTA C 3aJJaHHBIMU 3aHATHE
KOMMYHHUKAITHOHHBIE TEXHOJIOTHUHU B napamMeTpamH,
npoecCUOHATLHOMN 1EeATEIbHOCTH. OTtnpaBka u npuem [TpakTuyeckoe
KOPPECTIOHICHITNH TI0 (haKcy, 0 3aHSATHE
3JIEKTPOHHOM MoYTe.
IToaroTroBka MarepuasioB K Huddepenun-

COBEIAHHIO B BUJIE DJIEKTPOHHOM
IPEe3CHTALIH.

pOBaHHHﬁ 3a4CT

OK 6. PaGoTaTh B KOJUIEKTUBE U

ITpoBeneHne TPEHUHT OB,

3KCHepTHa$I OLICHKAa

KoMaHe, 3¢ (HeKTUBHO 0o0IIaThCs © TECTUPOBAHUS, MO3TOBBIX IITYPMOB | (1OpT(hoiHo)
KOJUIEraMH, PyKOBOZCTBOM, B MaJIbIX Ipymnmnax

MOTPEOUTENSIMHU.

OK 7. bpatb Ha cebs Pa3paboTka nmporpaMMbl KpyIHOTO [Ipoext

OTBETCTBEHHOCTH 32 pabOTy WJICHOB
KOMaH/ bl (MIOJYUHEHHBIX), PE3yJIbTaT
BBITIOJTHEHUS 3a/1aHUH.

MEPOIPUSTHSI HA YPOBHE
opraHu3aryu (0Taena), BKIroJast
CIICHapHii, IpUTIaIeHUs
IIPEACTABUTENEN MapPTHEPOB,
BETEPaHOB U JIp. JIULL, QypIIET,
MOJIFOTOBKY MaTepuajioB

OK 8. CaMOCTOSITENTEHO ONIPENENAT
3a/1a4u TPO(PECCHOHATIBEHOTO U
JIMYHOCTHOTO PAa3BUTHUSA, 3aHUMATHCS
caMo00pa3oBaHHEM, OCO3HAHHO
TUTAHUPOBATH MOBBIIICHUE

OTtpaboTka npodeccuoHaNbHbBIX
HABBIKOB (JeCATHNANIbLIEBAs [1€YATh)
OcBoeHue NprueMoB paboTHI C
oducHoi TeXHUKOH (konupsl, MDY,
JTUKTO(DOHBI, CETIEKTOPHI U . )

Pabota Ha ckopocTh
neyaTtu
IIpaxTueckoe
3aHsATHUC




KBaTM (UK.

OK 9. OpuenTtupoBarbcs B ycloBusx | Pa3zpaboTka pekomMeHAaIui mo [Ipoekt
4acTOM CMEHbI TEXHOJIOTHH B TEXHUKE 0€30I1aCHOCTH U
npodeccuoHaNbHOM e TEIbHOCTH HKCIUTyaTallii HOBOM O0(UCHOM

TCXHUKHU




[Mpunoxenne 1

HNudpopmanus 00 NCHo/Ib30BAHNH B Y4eOHOM Mpolecce AKTUBHBIX U HHTePAKTUBHBIX ¢opm npoBenenus 3ansatuii mo MK 02.01. Opranu3anus 1 HOpMATHBHO-NPABOBbIE
OCHOBBI APXHBHOTIO /IeJIa

o | Ne Tema ypoka ®opma npoBeAeHUs 3aHATHSA
n/n | ypoka
1 3 [TonsTre 06 apXMBHOM TIpaBe W aAPXHBHOM 3aKOHOATEIIECTBE [HenoBas urpa
2 4 3amaun HOPMaTHBHO-IIPABOBEIX OCHOB apXUBHOTO JIeia Y4eOHbIe TUCKYCCUI
3 8 Enaunnne Xxpanenus, 1emo Mo3sroso# mwrypm
4 9 ApxuBHBIH QOHA ['pymmoBsie oCyKIeHUS
5 20 Kiraccuukauus TOKyMEHTOB U 1) B apXUBE Pa300ps! B MasbIX rpynnax
6 21 3aKoHOaTeIbHbIC U HOPMATHBHBIE aKThl, PETYIHPYIOLINE apXUBHOE JEII0 Pabota B MasbIX rpymnmax
7 36 OTUYeCKUil KOJEKC apXUBUCTA YueOHble TUCKYCCUH
8 39 Crpyktypa cucremb HCA Mo3roBo# mrypm
9 42 [lepeueHb 3aKOHOIATENBHBIX AKTOB 10 APXUBHOMY NI€TTY I'pynnoBoe o0cyxaeHue




[Ipunoxenue 2

HNudopmanus 00 MCM0JIb30BAHMHN B Y4eOHOM INpollecce AKTUBHBIX U HHTEPAKTUBHBIX Gopm npoBenenus 3ansatuil mo MK 02.03. MeTroanka U NpakKTHKa apXUBOBeAeHUS

Ne | Ne Tema ypoka ®opma npoBeAeHUs 3aHATHSA
n/m | ypoka
1 8 WcTounnku kommekToBaHus. Opranusanus KOMIIEKTOBaHUS Pabota B MasbIX rpymnmax
2 9 IToxaroToBka fen k mepenade B apxuB. TpeOoBaHUS K apXUBHOMY JICITY ['pymmoBrie 06cyxaeHUSA
3 15 Tlonstue DL/ Keiic - 3aganus
4 17 Kputepun S . [Iponcxoxnenue, coaepkanne, BHEIIHAE 0COOEHHOCTH Pa300pBI KOHKPETHBIX CUTyaIui
5 36 ApXxHBHasl CIIpaBKa, KOIMS, BHIITUCKA Mo3sroso#t mwrypm
6 37 PaboTa unTansHOrO 3a7a apxuBa. Belaya nem BO BpeMEHHOE MOJIb30BAHHUE Pabota B MasbIX Tpymmax
7 42 OTBETCTBEHHOCTH 3a pa3rialicHue KOHQUACHITHATFHON apXUBHOM HH(OpMain ['pymmoBoe o6cyxaeHme
8 43 IIpenenbHble CPOKKM BPEMEHHOIO XPAHEHUS APXUBHBIX JOKYMEHTOB B OpraHU3alusIX Kelic - 3aganus
9 44 YHUYTOXKEHNE JOKYMEHTOB C HEUCTEKIIUMU CPOKaMU XPAHCHHUS Pa300pb!I KOHKPETHBIX CUTyalui
10 | 45-46 IIpaxktuueckoe 3anarue Ne 15 Mo3srosoi wrypm
CocTaBieHHe IPUKa3a O BRIJEICHUH JOKYMEHTOB U JIeNl K YHHYTO)KEHUIO
11 51-52 IIpakTtuueckoe 3anarue Ne 17 Pabota B MasbIX rpymnmax
CocTtaBieHHe akTa IpUeMa-nepeadu Npu peopraHu3anuu




[punoxenne 3

HNudpopmanus 00 MCHOJIb30BAHNHN B Y4eOHOM Mpolecce AKTHBHBIX U HHTEPAKTUBHBIX (hopm nmpoBeaeHus 3ausatuii mo MK 02.04. OGecnneyeHne cCOXpaHHOCTH T0KYMEHTOB

Ne | Ne Tema ypoka ®opma npoBeAeHUs 3aHATHSA
n/m | ypoka
1 1 Opranuzanus xpaHeHust 1oKyMeHToB. Co3jaHne MaTepualibHO-TEXHUUECKOH 0a3bl JenoBas urpa
XpaHeHHs JOKYMEHTOB
2 11 [ToHsiTHE IepBUYHON pecTaBpaliiy U KOHCEPBALUU apXUBHBIX JJOKYMEHTOB I'pynnoBslie 00Cy)XaeHUS
3 18 CpokH ¥ BbIAa4a JieJl BO BpeMEHHOE I0JIb30BaHNUe Pabota B MasbIX rpymnmax
4 20 Peructpanuus BbIIaHHBIX JOKYMEHTOB Pa300pBI KOHKPETHBIX CUTYaIui
5 31 [opsiiok npoBeeHNUsI MPOBEPKH JOKYMEHTOB B apXUBE HenoBas urpa
6 36 CocraBiieHHE ONMCH 0c000 IIEHHBIX JTOKYMEHTOB Henosas urpa
7 6 TomorpadupoBanue Pabora B ManbIx rpymmax




[Mpunoxenne 4

HNupopmanus 00 HCHOIH30BAHMU B YUeOHOM Mpollecce AKTUBHBIX U HHTEPAKTUBHBIX (hopm nmpoBeaenus 3ausatuii mo M/IK 02.06. KonTpoab 3a cocTosHuEM
AeJIONPOU3BO/JCTBA B YIPAaBJICHHH

Ne | Ne Tema ypoka ®dopmMa npoBeIeHNsT 3aHATHSA

n/n | ypoka

1 1 MeHEeKMEHT B JICIIOTIPOU3BOICTBE Pabora B MaJbIX rpymmax

2 2 AHanuTHueckas paboTa ¢ TOKYMEHTaMHU Keiic - 3amanusa

3 3 IIpaxTuyeckoe 3ansTre Ne 1 Mo3roBoit mTypm
CocraBiieHHE aHAJIMTUYECKOTO 0030pa, aHHOTAIUU

4 4 C6op 1 00paboTka HHGOPMAIMH N0 33JaHHOU TeMe I'pymnmoBbie 00CyXICHUS

5 5 Ocob6enHocTr 0(hopMIIeHHUS HanboJIee PaCIPOCTPAHCHHBIX BUIOB JJOKYMEHTOB Pa300pbl B KOHKPETHBIX CUTYAIUSIX

6 6 Hopmuposanue Tpy/a B paboTe ¢ JOKYMEHTaMH Keiic - 3aganust

7 7 IIpaxkTuyeckoe 3anatue Ne § I'pynnossle ocyxeHus
CoCTaBICHHE TEKCTOB YIIPABICHYCCKHUX TOKYMEHTOB

8 8 IIpaxkTudeckoe 3anarue Ne 9 Pa300ps! B KOHKPETHBIX CUTYaLUAX
CocTaBlICHHE TeKCTa-aHKETHI

9 9 KonTpoms 3a cocTaBoM MpUMEHSIEMBIX JOKYMEHTOB U TEXHOJOTHUSAMH UX 00pabotku | Keiic - 3amanns

10 | 10 IIpaktuueckoe 3anarue Ne 15 Pabora B ManbIx rpymmax
CocTaBJieHHE TEKCTOB MOJOXKEHUI, HHCTPYKLMH

11 11 OneHka 3HaYUMOCTHU IOKYMEHTOB Mo3roBo#t mitypm




[Ipunoxenue 5

HNupopmanus 00 MCNOJIL30BAHNH B Y4eOHOM Ipolecce AKTUBHBIX U HHTEPAKTUBHBIX Gopm npoBenenus 3ansatuii mo MK 02.02. 'ocynapcTBeHHble, MyHUIMIAIbHBIE
apXMBbI U APXMBbI OPraHU3AINI

Ne | Ne Tema ypoka ®opma NpoBeIeHNs 3aHATHSA
n/n | ypoka
1 3 CucrteMa apXUBHBIX YUpEXKJISHUH Mo3roBo# WTypM
2 8 Knaccudukanus 1o0KkyMeHTOB ApXUBHBIX (OHJIOB Pa300pb!l KOHKPETHBIX CUTyalui
3 12 Oprassl ynpaBleHUs apXUBHBIM J€JIOM U CUCTEMa apXUBOB B PD ['pynnoBsle 00CyXIeHUS
4 13 [Tonsitue apxuBHOro ponga PO PaboThl B MaJIbIX rpymnmax
5 19 CocraBiieHHUs1 CXeMbl KiaccH(UKANU apXUBHBIX JOKYMEHTOB U JIE]l B ADXHBHOM I'pynmoBoe o6cyxaeHus
¢donzne PD no cpokam XxpaHeHHs U B TIpeJiesiaX apXuBa
6 21 DdenepasbHas apXuBHas ciry:xoa PD Keiic - 3aganust
7 28-29 | CozmaHue rocyAapcTBEHHOTO M BEJJOMCTBEHHOT'O apXHBa ['pynmoBsle oCyXIeHHs
8 32 [Mopsimok paboTs! apxuBa. OOIIKE BOIIPOCH OPraHU3aIMU TTOBCEAHEBHON JenoBbie urpbt
JICSITETIbHOCTH apXHBa MPEAIPUITHS
9 34 MecTo apXuBa B OpraHU3aLMOHHON CTPYKTYpe NPEANPHITHS, €€ 0COOEHHOCTH Pa300pb!l KOHKPETHBIX CUTyalui
10 | 37 Opranuzanus paboThl apXuBa I'pynmoBsle 06cyKaeHUS
11 | 41 JloroBop Mex1y cOOCTBEHHUKaMHU HErocyIapCTBeHHOH YacTu apxuBHoro ¢gonnga PO | PaboTsl B MasbIx rpymmax

Y TOCYAApPCTBEHHON apXUBHOM CITy>KOBI




