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COJEPKAHUE

Crp.
[Tactiopt paboyeii mporpamMmMbl MPoHecCHOHATBHOTO MOTYJIS 4
CrpykTypa coaep:kanue paboueil mporpamMMbl HpoQecCHOHATBHOTO )
MOJTYyJIst
YcnoBus peanuzaruu 1podeccHoOHaTbHOTO MOTYJIS 21
KoHTpons M olLeHKa pe3yabTaToB OCBOEHUS MPOQPECCHOHATBHOIO 24

MOAYJIS




1. ITacmopT mporpamMmbl NPoO(hecCHOHAIBLHOT0 MOLYJIsI
IIM.02 TokymMeHTHPOBaHUE H OPraHU3AIMOHHAS 00Pa0OTKA IOKYMEHTOB

1.1. ObsacTh NpUMeHEHHUs TPOrPAMMBI

Pabouass mporpamma mnpodeccuonansHoro wmoayias IIM.02 JlokymMeHTHpoBaHHe H
OpraHM3aloHHasi o0pa0doTKa [OKYMEHTOB SBISCTCS YacThI0 OCHOBHOW MpOdecCHOHATBHON
o0pa3oBaTeNbHOIl  MpOorpaMmbl  MOATOTOBKH — KBATM(PHUIMPOBAHHBIX pabouyux, CIyXallux B
cootBercTBUU ¢ PI'OC 110 46.01.03 Aesronpou3BoauTeb, YyTBEPKIEHHBIM IIPUKa30M MUHHUCTEPCTBA
obpazoBanus U Hayku P® ot 02 aBrycra 2013 r. Ne 639.

1.2. Mecto npogeccHOHAJIBHOIO0 MOAYJS B CTPYKTYpe OCHOBHOW NPo¢ecCHOHATBHOM
o0pa3oBaTe/ibHOI NPOrpaMMbl NOATOTOBKH CHENMATUCTOB:
[IpodeccnonanbHblif MOAYIb BXOAUT B IPOhecCHOHANBHBIHN HUKIL.

1.3. leaun u 3axa4u npohecCHOHATIBLHOT0 MOYJIsl — TPeOOBAHUS K Pe3yJibTATaM OCBOEHMUSI
AUCHHUILIMHBI:

C umenblo OBJaJEHMs] YKa3aHHbIM  BHJIOM  INPO(ECCHOHAIBHOM  JIEATEIBbHOCTH U
COOTBETCTBYIOILIMMHU NPO(ECCUOHATBbHBIMA KOMIETEHIMSIMH O00ydaloIuiics B XOAE€ OCBOEHHUS
npo¢eCCHOHATIBHOIO MOAYJIS JOJKEH:

HMeThb NPAKTHYeCKUH ONbIT:

- JOKYMEHTHUPOBAHUS U JJOKYMEHTAIMOHHONW 00pabOTKH JOKYMEHTOB KaHLEIAPUH (apXHBa);

yMeThb:

- IPOBEPATH NPAaBUIBHOCTb OPOPMIICHHSI JOKYMEHTOB;

- CUCTEMAaTU3UPOBATh U XPAHUTh IOKYMEHTHI TEKYIIETO apXUBa;

- (hopMupoOBaTh CIIPABOYHBIN anmnapat, o0ecreynBaroIInii ObICTPBIN MOUCK TOKYMEHTOB;

- OCYILIECTBJIATH JKCIEPTH3y JOKYMEHTOB, TOTOBUTb U II€peJaBaTh JIOKYMEHTAJIbHBIC
MaTepHalbl Ha XpaHEHHUE B apXUB;

3HATh:

- OCHOBHBbIE NOJI0KEeHUs ENMHON Tocy1apcTBEHHONM CUCTEMBI JIeJI0NPOU3BOICTBA;

- BUJBI, PYHKIIUHU TOKYMEHTOB, MIPaBUJIA MX COCTABICHHS U O(POPMIICHHUS;

- IOPAZOK JOKYMEHTUPOBaHMsI HH(POPMAIIMOHHO-CIIPABOYHBIX MaTepHaJIOB.

B pesynbrare ocBoeHus y4eOHOM AMCIHHUIUIMHBI OOYYAIONMIMUCA MODKEH BIAJETh OOLIUMH
KOMIICTCHIUSIMH::

OK 1. [loHumaTh CyIIHOCTh M COLMAIbHYIO 3HAYMMOCTh Oyaymiei mpodeccuu, NposBIsATh K
HEU yCTOWYUBBIN UHTEPEC.

OK 2. OpraHu3oBbiBaTh COOCTBEHHYIO J€ATEIbHOCTh, MCXOJS U3 IeIM U CcrIocoOoB ee
JIOCTHUKEHUS, ONIPENIETIEHHBIX PYKOBOAUTEIIEM.

OK 3. AnanusupoBath pabo4yr0 CHUTYaIUIO, OCYIIECTBIISITh TEKYIIIUI U UTOTOBBI KOHTPOJIb,

OLIEHKY M KOPPEKIHIO COOCTBEHHOMN IESTEIbHOCTH, HECTH OTBETCTBEHHOCTb 3a PE3YNbTaThl
cBOEl pabOoTHI.

OK 4. OcymiecTBasaTh MoMcKk MHGOpMAIMK, HEOOX0AUMON Ui 3((EKTUBHOIO BBITOJIHEHHS
npoecCuOHANBHBIX 3a/1au.

OK 5. Hcnonp3oBats MH(POPMAIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTMH B
pohecCuOHABHON e TENbHOCTH.

OK 6. PabGotats B koMaHe, 3pPpeKTUBHO 00MAThCs C KOJUIEraMu, pyKOBO/ICTBOM, KIIMEHTaMH.

OK 7. UcnonHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHUEM MOTYYEHHBIX

npoeCCUOHATBHBIX 3HAHUH (1151 FOHOLIEH ).

B pesynprare ocBoeHHs y4eOHOW JTUCHUIUIMHBI OOYYAIOIIMICS  JOJKEH  BIAJETh
npo¢eccHOHATBHBIMH KOMIIETCHIMAMM

[IK 2.1. ®opmupoBars jaena.

1K 2.2. ObecneunBaTh OBICTpPBII MOMCK JOKYMEHTOB 0 HAYYHO-CIIPABOYHOMY armapary

(kapToTeKaM) OpraHu3aluu.

IIK 2.3. CucremaTu3npoBaTh U XpaHUTh JOKYMEHTHI TEKYLIETO apXHUBa.



1K 2.4. ObecneunBaTh COXPAaHHOCTb MPOXOAALICH CIIy)KEOHOH TOKYMEHTALIUH.

IIK 2.5. 'oTOoBUTH U nepeaBaTh JOKYMEHTHI HA ApXUBHOE XPAHEHUE.

1K 2.6. ObecnieunBaTh COXpPAaHHOCTb APXUBHBIX JJOKYMEHTOB B OpraHU3ALINH.

1.4. PexoMeHayemMoOe KOJHYECTBO YaCOB HA OCBOECHHE NMPOrpaMMbl NMPo(eccuoHATBHOI0
MOJYJIS:

MaKCHUMaJIbHOW yueOHOU Harpy3ku oOydaromierocs 524 Jaca, B TOM YHCIIE:

00s13aTeNLHOM ayIUTOPHOU yueOHOM Harpy3kH - 349 vacos.

2. CTpyKTYypa M cojep:kaHue padoyeid mporpaMmbl Npo¢ecCHOHATBLHOT0 MOIYJIs
2.1. O0beM npogeccCHOHAIBLHOT0 MOAYJISI U BUABI Y4eOHO# padoThl

Bup yueOHoii padoTbl Konuuecmeo
uacoe

MakcumanbHas yyeOHas Harpys3ka (Bcero) 414
Oo6s13aTesibHAsI ayAUTOPHAsI ydeOHAasi HATpy3Ka (Bcero) 287
B ToM ynciie MIK.02.01 «Opranu3zanusi ¥ HOPMAaTHBHO-NIPABOBbIE OCHOBBI 165
APXHBHOIO JIeJIay.

NPAaKTUYECKHE PAOOTHI 83

TEOPETUYECKUE 3aHATUS 82
CamocTtosTenbHas paborta 75
KOHCYJIbTAIIUU 1
B ToM ynciie M/IK.02.02 «Ob6ecnieueHne cOXpAHHOCTH IOKYMEHTOBY: 122

MIPaKTUYECKHE pabOThI 49

TEOPETHUECKUE 3aHIATH 73
CamocTtosTenbHas pabora 50
KOHCYJIbTAIIUU 1
Y4yeOHasi IPaAKTHKA 144
IIpou3BoacTBeHHAs MPAKTHKA 360
Hmozoean ammecmayusn 6 popme xeanugh. sx3amena




2.2. TemaTnueckuii IJIaH U coiep:kanue npodeccnonaapbHoro moayJsi [IM.02 /lokymMeHTHpOBaHNEe U OPraHU3alMOHHAsA 00padoTka

AOKYMEHTOB.
Koawbt HaunMenoBaHus pasaeiios Bcero yacoB pnem BpeMeHH, OTBe/IecHHBI Ha OCBOECHHE IIpakTuka
npodeccuon Nnpo¢ecCHOHAIBLHOT0 MOAYJIS (makec. MEKIMCUMILIMHAPHOTO Kypca (KypcoB)
ATBHBIX yuebnas Oobszarenbuas aynuropuas  ([Camocros|Koncynb Y4e6nas, yacos [[Ipou3BoacTBEHH
KOMIIETEHIIH hacpyska u y4eOHasi HArpy3Ka TeJbHasi | Tamum, as1, 4acOB
n npaKmuK) o0y4aromerocs padora, | uacos (ecnu
yacos npeoycmompena
iccpedomouennas
Bcero, B T.Y.
qacoOB NMPaKTHY€CKHUeE npalcmuka)
3aHSITHS, YaCOB
1 2 3 4 S 6 7 8 9
MK 2.1-2.6 MK 02.01 «Opranu3zamnus u
HOPMATHBHO-IIPABOBbIE¢ OCHOBBI 745 165 83 75 1 144
APXMBHOIO /1€J12)
K 2.1-2.6 MK 02.02 «O6ecnieuenune 173 192 49 50 1
COXPAaHHOCTH IOKYMEHTOB»
I1K 2.1-2.6 |[[Ipou3sBoacTBeHHAs NPAKTHKA, YaCOB
(eciu npedycmompena umo2oeas 360 i i - - - 360
(KOHYEeHMPUPOBAHHAS) NPAKINUKA)
Beero: 918 287 132 125 2 144 360




2.3 Conep:xanue o0y4yeHus o npogeccuonaibuomy moaysao (IIM.02)

3 Conep:kanue y4eOHOTr0o MaTepHuasia, JJadopaTopHble pad0ThI M MPAKTHYECKHUE Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAS padoTa 00y4yaomuxcs, KypcoBasi pador (poeKT) (ecu 4yacosB OCBOCHHS
npeoycmompeHul)
1 2 3 4
MJIK 02.01 Opranu3anusi 1 HOpMATHBHO-NIPABOBbIE OCHOBBI APXMBHOTO J1eJ1a
5 cemecTp (Teopun-28 4., npakTH4. 3aHATHA -27 4., cpc-21 4.)
Pa3nes 1. Oco0eHHOCTH OpPraHu3anMu apXMBHOIO JieJa.
Tema 1.1. Coaep:kanue 4 1
ApxuBoBe/ieHHE. 1. Beenenue B kypc. Llenu u 3agaun kypca. ApXuBOBEICHHE, €T0 IPEIMET, 0OBEKTHI,
ApXUBBI, UX MIPUHIIMIIBI, METO/IBL.
OCHOBHbIE THIIbI. 2. ApPXUBBI ¥ HX THITHI.
3. IIpakTnyeckune 3aHATHSA 2 2
4. IIpakTuyeckas padora Ne 1. «Ananu3 nHpopmanuu o0 apXUBHOM Jielie Ha
COBPEMEHHOM JSTarey.
CamocrositesibHas padora 2 3
1. CamocrositeabHas padora Ne 1. CooOuienue Ha Temy «IIpaBoBbie aTHUECKHE
HOPMBI apXMBHOT'O JIEa».
2. CamocrositesbHas pabora Ne 2. Cocrapiienue Tadnuibl « TUIIBI apXHUBOBY. 2
Tema 1.2. ApxuBnoe |Copnepxanue 10 1
npaso. 1. [TonsiTue 06 apXMBHOM TpaBe U ApXUBHOM 3aKOHOaTenbCcTBE. CTPyKTYypa
3aKkoHoOgaTEIBHO- apXMBHOT'0 3aKOHO/IaTEJILCTBA.
HOpMaTHBHag 6aza | 2. OcHoBbl 3akoHOaTenbeTBa Poccuiickoit denepanuu 00 apxuBHOM (PoHIE
apXMBOBeACHUA. Poccuiickoit denepanuu n apxupax. 3akoHbl. [10A3aKOHHbBIE aKTHI.
3. HopmartuBHo-1ipaBoBas 0a3a AedTelbHOCTH OTJENIbHBIX FOCYIapCTBEHHBIX U
MYHHUITUTIATBHBIX apXUBOB.
4. Ocnosuble nonoxenus: GenepanpHoro 3akoHa «O6 apxuBHOM jene B Poccuiickoit
denepanuny
5. MesxoTpacneBoi XapakTep apXMBHOTO npasa. KOpuandeckas OTBETCTBEHHOCTD 32
HapylIeHHe apXUBHOT0 3aKOHO/IaTeIbCTBA
IIpakTHYecKHe 3aHATHS 4 2

1.

‘HpaKaneCKaﬂ pa6ora Ne 2. «AHamM3 HOPMATHBHO-TTPABOBBIX JIOKYMEHTOB TIO




apXUBHOMY JICTTY».

IIpakTnueckas padora Ne 3. syuyenue «lIpumepHoro nonoxenus 06 apxuse
rOCyIapCTBEHHOIO YYPEKICHUS, OPTraHU3ALNHN, IPEIIPUATHSD.

IIpakTnyeckas padora Ne 4. 3yueHue 10JKHOCTHON MHCTPYKIIMH 3aBEAYIOLIETO
apXUBOM.

IIpakTnueckas padora Ne 5. «CucremaTu3zanus 3HaHUN O IPaBOBBIX OCHOBAX
peryanupoBaHUsl apXUBHOU cephl».

CamocrosiTesibHas padoTa

CamocrosteabHas padora Ne 3. Coznanue npe3eHTaluuu Ha Temy «OxpaHa
CBEJICHUH O JIMYHOM KM3HU TPAXKIAH»

CamocrositesbHas padora Ne 4. «CocTaBieHne JOHKHOCTHOM HHCTPYKLUN
apXxuBapuyca»

CamocrositesabHas padora Ne 5. Cocrasnenue tabnuus! «HOpuanueckas
OTBETCTBEHHOCTh 32 HapyIICHUE apXMBHOT'O 3aKOHOIATEIbCTBA

Tema 1.3 ApxuBHBbIi
¢ona Poccuiickoii
Denepauuu

Cone

JKaHHC.

Cocras apxuBHoro ¢onaa Poccuiickoit @enepannu. BritoueHue apXuBHBIX
JIOKYMEHTOB B cocTaB ApxuBHoro ¢onja Poccuiickoit @enepanuu.

ApXI/IBHBIe HOKYMCHTBI, OTHOCAIIUCCS K FOCY,I[&pCTBCHHOfI COOCTBEHHOCTH.

ApXMBHBIE TOKYMEHTBI, OTHOCSIIIMECS K MyHUIIUNIAJIbHOW COOCTBEHHOCTH.

ApXMBHBIE TOKYMEHTBI, OTHOCSIINECS K YACTHON COOCTBEHHOCTH

S R RN

Oco0eHHOCTH TPABOBOI'0O MOJIOKEHUS APXUBHBIX JJOKYMEHTOB, HAXOASILIUXCS B
cobcrBeHHoctu Poccuiickoit denepannu, cyobekToB Poccuiickoit denepanyu mim
MYHUIIMTNIAJIbHBIX 00pa30BaHui

Oco0eHHOCTH TPaKIaHCKOTo 000poTa JOKYMEHTOB ApXxuBHOro ¢onaa Poccuiickoit
denepanuu, HaXOIAUIMXCS B YaCTHOM COOCTBEHHOCTH

7.

38.H_II/ITa IpaBa COOCTBEHHOCTH Ha APXUBHBIC JOKYMCHTBI

14

IIpakTH4Yeckoe 3aHsATHE:

1.

IIpakTnyeckas padora Ne 6. «3yuenue ocobeHHOCTEN B pabOTe BEJOMCTBEHHBIX
apxuBoB. CpOKH XpaHEHUS JJOKYMEHTOB.

2.

IIpakTnyeckas padora Ne 7. «Cuctemaruzanus 3HaHUN O KJIacCU(PUKALTUH
APXMBHOM TOKYMEHTAIUN.

IIpakTnyeckas padora Ne 8. «OcBoeHuE NPUEMOB 10 YUETY U 00ECIIEUEHHIO
COXpaHHOCTH JTOKyMeHTOB ApxuBHoro ®onma Poccuiickoit deneparum.




4. |lIpakTnueckas padora Ne 9. KontponpHas paboTa 10 UTOraM ceMecTpa. 3
CamocrosiTejibHasi padoTa 3
1. |CamocrosiTeabHas padora Ne 6. CocraBieHue cXeMbl KJIaCCU(PUKAIUN JOKYMEHTOB
2. |CamocrositeibHasi padora Ne 7. Pa3zpaboTka maMaTku «3amuTa rmpasa 5)
COOCTBEHHOCTHU Ha apXUBHBIE JIOKYMEHTBI»
6 cemectp (Teopus -54 4., npakTHY. 3aHATHA -56 4., cpc-55 4.)
Tema 1.4 Conep:xxanue 12
Ynpasienue 1. |Coznanue apxuBoB. Opranuzanus yrnpasieHUs apXUBHBIM AesIoM B Poccuiickoit
ApPXUBHBIM 1€JI0M B CDeI[epauHH.
Poccuiickoi 2. | ®uHaHCOBOE M MaTEpPUANBHO — TEXHHYECKOE 00ECIIEUEHHE APXUBHOTO JIeNa.
Denepanuu 3. |HopmaTtuBHO-METOAMYECKUE TOKYMEHTHI I TEIHOCTH TOCYIapCTBEHHBIX aPXUBOB.
HopMmbl HoBeieHUs1 apXUBHCTOB.
4, HopmartusHo-tipaBoBas pabora apxuBa. MHIUBUAyaIbHAS HHCTPYKIIHS 10
Henomnpoussoacty. Ilonoxenue 06 apxuse. J[0IDKHOCTHBIE HHCTPYKLIUU
COTPYJIHUKOB.
5. [TnanupoBanue pabOTHI M OTYETHOCTH apXHuBa. KOHTPOJIb 32 COCTOSIHUEM XpaHEHUsI
JIOKYMEHTOB M UX OpraHu3alueil B 1eJI0NPOU3BOJICTBE CTPYKTYPHBIX
MOJpa3/ICIICHHI.
6. IIpuem-niepenaua TOKyMEHTOB IIPU CMEHE pyKOBoAWTeNA apxuBa. KoHTpob 3a
coOJIF0IeHeM 3aKOHOIATeThCTBAa 00 apXuBHOM Jienie Poccuiickoit Deneparum.
IIpakTHYecKoe 3aHsITHE: 2
1. |IIpakTuyeckas padora Ne 10. Cucremarusanus 1 XpaHeHHe JOKYMEHTOB
TEKYIIEro apXuBa.
2. |ITpakTuyeckas padora Ne 11. Odopmienue ¢popmbl macrnopTa apxusa. 2
3. |MpakTuyeckas padora Ne 12. Odopmiienue nmcra hoHa. 2
4. |IIpakTnyeckasi padora Ne 13. CocraBieHue TEXHOJIOTUU y4eTa JOKyMEHTOB B 2
apXuBe.
5. |IIpakTuueckas padora Ne 14. OdopmieHue akta npueMa-nepesauu JOKyMEeHTOB 2
IIPY CMEHE PYKOBOJUTEISI apXHUBa
CamocrosiTeibHasg paGora 4
1. |CamocrositeqbHas padora Ne 8. ITonoxxeHue o0 apxuBe OpraHu3alui, OCHOBHbBIE
3aJ1a4uM, HapaBJICHUS AEITEeIbHOCTU U (PYHKIIMM apXUBa.
2. |CamocrositenbHasi padora Ne 9. CocTaBieHue CcKa JOKAJIbHBIX HOPMATHBHBIX 2




JOKYMCHTOB apXHBa.

3.

CamocrostensHas padora Ne 10. zyuenue Metoanueckux peKOMEHIAlUM 110
OpraHu3aIy paboThl PAaOHHBIX (TOPOJCKUX) ApXUBOB.

Tema 1.5 Xpanenue u
y4eT apXUBHBIX I0KY
MEHTOB

Copaep:xanue

1.

OO0s13aHHOCTH T'OC. OPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBJIEHUs, OpraHU3aLui, U
rpaXkJiaH, 3aHUMAIOLIUXCS IPEANTPUHUMATEIBCKON IeATEIbHOCThIO 6€3 00pa3oBaHus
IOPUJINYECKOTO JIUIIA, 10 00ECIIEYEHUI0 COXPAaHHOCTH apXUBHBIX JOKYMEHTOB.
["ocyapCTBEHHBIN y4eT JOKYMEHTOB apXuBHOTO (hoHma PO.

CucreMa cipaBOYHO-TIOUCKOBBIX CpeACTB K JokyMeHTaM AD P®. [Tonstue o
CHUCTEME CITPaBOYHO-TIOMCKOBBIX CPEJICTB K ApXUBHBIM JJOKyMeHTaM. OCHOBHbBIE
npuHuunel nocrpoenus cuctemsl CIIC. Ctpykrypa cuctemsl CIIC

O6s3arenbuble apxuBHbIe cripaBoYHUKU B cucteme CIIC. [lonsatue 06 onucanuu
JTOKYMEHTOB H Jien. MHdopMalnoHHbie XapaKTepUCTUKH IOKYMEHTOB U JIe]I.
Oco0eHHOCTH ONKMCAHUS JOKYMEHTOB JIMYHOT'O IPOUCXO0XKICHUS.

ApXI/IBHI)IG OIIMCH M UX HAa3HAYCHUC. qDYHKHI/II/I H COCTaB apXHBHOfI OIIUCH.
CocraBienne coocTBeHHO onucu. CocTaBiaeHHe CIIpaBOYHOI'O aIlrapara K OI1cCH.

Cucrema katanoroB B apxuBe. [IoHaTue o kaTanoruzauuu. OnpenenacHue Buaa KaTajuora.
Cxembl kimaccuuKalyy JOKyMEHTHOW HHPOpMaINK B KaTajorax. BeisBnenue u ot6op
JIOKyMEHTHOU MH(popMaruu Ui Katanoru3anun. Onrcanre JOKyMEeHTHOW HH(OpMAIH Ha
KaTaJIOXKHBIX KapToukax. HaekcupoBaHUE KAaTalOXKHBIX KapTouek. CucreMaTu3anus
KapTOYEK M BEJCHHE KaTaJlora.

6.

[TyreBoauTenu, ux HazHauenue. [lonstue o myreBoauTENsIX. Buabl myTeBoAUTENEH.
XapaxkTepucTiKu QOHIOB B yTeBoauTene. CripaBOYHBIH ammapar K IyTeBOAUTEIIIO.

12

IIpakTH4Yeckoe 3aHsATHE:

1.

IIpakTuuyeckas padora Ne 15. CucremaTtuszaius u XpaHeHHEe JOKYMEHTOB TEKYIIIETO
apxuBa. DopMupoBaHUE CIPABOYHOTO armapara, 00eCrevnBaroIero ObICTPBINA TOUCK
JTOKYMEHTOB.

IIpakTnyeckas padora Ne 16. Cocraienne HHOOPMAIIMOHHON XapaKTEPUCTUKU
JIOKYMEHTOB H JIeJl

.

IIpakTuyeckas padora Ne 17. CocrapieHue CripaBOYHOro amnmapara K OlicH

IIpakTnyeckas padora Ne 18. Pabora ¢ TOCT 7.51-98 CocTtaBUTh CTPYKTYpYy U
BUIBI KaTasoroB. COCTaBUTh KaTaJIOKHYIO KApTOUKY.

IIpakTnyeckas padora Ne 19. BrinonHeHHe HHICKCUPOBaHUS KaTaJIOKHBIX
KapTOYeK

10




IIpakTuyeckasi pa6ora Ne 20. [IpoBeneHus aHann3a CipaBOYHOIO amnmapara K
IyTEBOJAUTEIIO

7. |IIpakTuyeckasi padora Ne 21. «OcBoeHHE IPUEMOB 110 COCTABJICHHIO
HOMCHKIJIATYPBI ACJI).

8. |I[IpakTuueckasi padora Ne 22. «OcBoeHHE TPUEMOB 1O 0HOPMIICHHUIO JCIT IS
Ca4M1 B apXUB NPCAIIPUATUI.

9. |lIpaxkTuyeckasi padora Ne 23. «OcBOCHHE MPUEMOB MMOPSIKA BBIIAYH 1T U3

XPaHWINIILD).

CamocrosiTesbHasi padora

1. |CamocrtosTeabHas padora Ne 11. CooOmienue Ha Temy «Pa3BuTHe CIIpaBOYHO —
TIOUCKOBBIX cUCTeM B Poccumy

2. |CamocrosiTesabHasi padora Ne 12. Padora ¢ I'OCT 7.51-98 Kaprouku s
Karajoros U kaprorek. Karanoruzanus B uznanuu. Cocras, CTpyKTypa JaHHBIX U
u3aTeIbckoe 0(hOpMIICHHE.

3. |CamocrositenbHast padora Ne 13. Jloksan no temam: Co3iaHre COBPEMEHHBIX

ApPXUBHBIX CIIPABOYHUKOB HA OCHOBE AU((HEepeHIIMPOBAHHOTO MOIX0/A;
[IpencraBieHyne Hay4YHO-CIIPABOYHOTO alapaTa apXUBOB B AIEKTPOHHOMU CpELE;
[TonsiTve U CTPYKTypa HAYYHO-CIIPABOYHOIO armnapara K JOKyMEeHTaM apXUBHOTO
donga Poccuiickoit @enepanuu; Yka3zareau Kak CaMOCTOSITEIbHbIC apXUBHBIE
CIIPaBOYHMKHU.

Tema 1.6
KomvmniiekToBanmue
apXMBOB apXMBHBLIMHU
AOKYMEHTaMHU

Conep:xanue

1. |McToyHMKY KOMIUIEKTOBAHHUS TOCY/IapCTBEHHBIX U MYHUIIMIIAIbHBIX OPIaHOB
ApXUBHBIMH JJOKYMEHTaMU

2. |Cpoku BpeMEHHOI'0 XpaHeHus T0KyMeHTOB ApxuBHoro ¢onaa P.® o ux nepegaun
Ha nocTostHHOe XpaHeHue. [lepenavya nokymenToB ApxuBHoro gonaa P.® na
IIOCTOSIHHOE XpaHEHHE

3. | O0s3aHHOCTH TOCYAAPCTBEHHBIX OPTaHOB, OPIaHOB MECTHOTO CAMOYIIPABIICHHS,

OpraHu3alui N0 KOMIUIEKTOBAHUIO I'OC. U MyHULIUIAIIBHBIX APXHWBOB apXUBHBIMU
JIOKYMEHTaMH.

IIpakTHYeckoe 3aHATHE:

1.

IIpakTnyeckas padora Ne 24. OtpaboTKa MPUEMOB IO OPTaHU3AINH yueTa
JIOKYMEHTOB ApXUBHOTO OHJA.
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2. |IIpakTuyeckas padora Ne 25. CocraBieHne KHUTY IEPBUYHOTO y4eTa 2
MOCTYMAIONINX B apXUB JJOKYMEHTOB
CamocrosiTeibHas padora 10
1. |CamocrosTeqbHasi padora Ne 14. PazpaboTka HHCTPYKIIMH T10 TIepeaaye
JJOKYMEHTOB Ha IOCTOSIHHOE XpaHEeHHUE.
Tema 1.7 locTyn k 1. |IlonsTue 06 MCIIONB30BaHUM APXMBHBIX JOKyMEHTOB. Hanpasienue, nenu u Gopmbl 6
apXMBHBIM UCIIOJIb30BaHUS APXUBHBIX TIOKYMEHTOB. MHpopMairoHHbIe yCIYyrMapXUBOB B
AOKYMEHTaM M UX paMkax KOHIIETIUH «JIEKTPOHHOE IPAaBUTEIILCTBOY. PermamMenTsl
HCI0JIb30BaHHE UH(POPMALIMOHHOTO 00CTy)KMBaHUs 0oJIb30BaTeneld. DOpMbl UCTIONB30BAHUS
APXUBHBIX JJOKYMEHTOB.
2. |Joctyn Kk apXMBHBIM JOKyMeHTaM. OrpaHU4eHUe Ha JI0CTYII K apXUBHBIM
JOKYMeHTaM. [lopsiIoK 3aceKpeurBaHus i PACCEKPEUNBAHHS APXUBHBIX JOKYMEHTOB.
3. |Hcnonp3oBaHKe apXUBHBIX TOKYMEHTOB. YYeT U aHaJIU3 MCII0JIb30BaHUs apXUBHBIX
JOKYMEHTOB. AHAIN3 3((EKTUBHOCTH U MHTEHCHBHOCTH MCIIOJIB30BAHUS apXHBHBIX
JJOKYMEHTOB.
IIpakTHYecKoe 3aHsITHE: 2
1. |IIpakTtuyeckas padora Ne 26. «CucremaTu3zanus 3HaHUN 00 OTBETCTBEHHOCTH 3a
1OpYY U yTPaTy JOKYMEHTOB ApXuBHOTO poHma POy,
2. |IIpakTHyeckas padora Ne 27. Odopmienue BuioB 3anpocoB. CocTaBiieHue 4
3ampoca
3. |ITpakTHyeckas padora Ne 28. OpopmieHre apxMBHON CIIpaBKU 2
4. |IIpakTnyeckas padora Ne 29. OdopmiieHne apXUBHOW KOMMU 2
5. |IIpakTuyeckas padora Ne 30. OpopmieHne apxuBHOM BBITUCKU 2
CamocrosiTenbHas padora 4
1. |CamocrtositeabHas padora Ne 15. CocTaBieHne KOHCIIEKTA IO TEME:
Vcnonb3oBanue T0OKyMeHTOB ApxuBHOTO (oHaa PD B nH(OpMAIMOHHBIX 1IENsX.
2. |CamocrosTesannasi padora Ne 16. CoobOmenue Ha Temy: «HanpasieHus u GopMsI 2
UCIIOJIb30BaHUS ADXUBHBIX JIOKYMEHTOB).
3. |CamocrositennbHast padora Ne 17. BemmonHeHue aHanmm3a 3G QeKTHBHOCTH U 3
MHTEHCUBHOCTH UCIOJIb30BAHUS APXUBHBIX JOKYMEHTOB.
Tema 1.8 Conep:xanue 4
Me:xaynaponunoe 1. |MexnyHapoaHoe coTpyaHuuecTBo PD B oGnacTi apXuBHOTO Jena.
COTPYHHHECTBO 2. |BbIBO3 M BBO3 apXUBHBIX JOKYMEHTOB.
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CamocrosiTesibHasi padoTa

1.

CamocrositenbHas padora Ne 18. CocTaBuTh nepedeHb JOKYMEHTOB, 3aIPELICHHBIX
K BbIBO3Y 3a IIpeJIeNIbl CTPAHBI.

Tema 1.9 ApxuBsbl Copnepxanue 14
JAOKYMEHTOB IO 1. |IIpouexnypsl apxuBanuu JOKYMEHTOB I10 JUYHOMY cocTaBy. llopsinok nepenaun
JIMYHOMY COCTaBY KaJpOBBIX JTOKYMEHTOB Ha XpaHEHUE B ApPXUB OPTaHU3AIIH.
2. |Opranu3oBaHHbIE OCHOBBI J€SITEIbHOCTH apXuBa opranusanuu. [loaroroska u
nepegaya JeJl Ha XpaHEHHE B apXUB.
3. |CocraBnenue onucen e MOCTOSTHHOI'O XPaHEHUs! U 10 JIMYHOMY COCTaBY.
4. |OcHoBHbIE TpeOOBaHMS K 00ECIIEUCHHIO COXPAHHOCTHU JTIOKYMEHTOB [TOCTOSIHHOTO
XpaHEHHS U 110 JITYHOMY COCTaBYy. YYeTHBIE JOKYMEHTHI B apXUBE.
5. |HMcnonp3oBaHue JOKYMEHTOB apXUBa KaJlpOBOM Ci1y>kObl, B BEJOMCTBEHHOM apXUBE:
BbIJIa4a JIeJT BO BpPEMEHHOE IOJIb30BaHKE, APXUBHBIX KOIHHA, apXUBHBIX BBIITUCOK,
HOPSI0K BbIJJa4U apXHUBHBIX CIIPABOK.
6. |Opranuzaiusi onepaTHBHOTO XpaHEHHsI JOKYMEHTOB KaJJPOBOW CITY:KOBI
7. |KanpoBble cipaBouHO-MH(OpMAIIMOHHbIE KAPTOTEKU U paboTa ¢ HUIMHU
IlpakTHyecKoe 3aHATHE: 4
1. |IIpaxkTtuyeckasi padora Ne 31. OdopmieHre apXUBHBIX KOMH, BBIITHCOK, CIIPABOK
10 KaJipam.
2. |ITIpakTHyeckass padora Ne 32. Pa3zpaboTka KaJpoBoi ClipaBOYHO-UH(POPMAIIMOHHOMN 2
KApTOTEKH.
3. |IMpakTuyeckas padora Ne 33. JlucddhepeHnmpoBaHHbIN 3a4eT. 2
CamocrosiTenbHas padora 4
1. |CamocrositesqibHass padora Ne 19. Pa3paboTka WHCTPYKIHMH IO IOATOTOBKE H
nepeaayu Jesl B apXMB.
2. |CamocrositeibHasi padora Ne 20. Pa3paboTka maMaTKH MO BBIAAa4Ye eI BO 2
BPEMEHHOE I0JIb30BaHUE.
Koncyabranus 1
MJIK 02.02 O6ecnieyeHne COXpPAHHOCTH JOKYMEHTOB
Pa3nea 1. Opranusanus odecrneyeHusi COXPAHHOCTH JOKYMEHTOB
Tema 1.1 UcTopus Conep:xaHue 6

AOKYMEHTA.
CBoiicTBa HOCUTEJIeH

1.

Beenenue B xkypc. Llenu u 3agaun kypca. OCHOBHBIE MIOHATHUS U OIIPEICTICHHUS.

2.

Hp06HeMa «BCYHOI'O XpAaHCHUS» JOKYMCHTOB. O630p HCTOYHHUKOB U JIMTCPATYPHI 110
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TEKCTA.

JIUCILIUILINHE.

3. |JlokyMeHT Kak MaTepuanbHbIi 00beKT. Bymaxkabie 1okymenTs! 19-20 BB.
CamocrosiTejibHas padoTa 5
1. |CamocrositesqibHass paGora Ne 1. IloaroroBka aokiana: DTamnbl CTaHOBJICHUS
JenonpousBozcTsa B Poccuu.
Tema 1.2 Crapenne |Copaepxanue 12
JAOKYMEHTOB. 1. |Crapenue nokymeHToB. IIpuunHBI cTapeHUs JOKYMEHTOB.
DaKTOopbI CTAPEHUs! 5 [0
. | OcHoBHbIe hakTOpBHI PA3pyLIEHNUs JOKYMEHTOB.
U IPUYHHBI
paspyuieHust 3. |Cgser, TemmepaTypa, BIAXXHOCTb.
AOKYMEHTOB. 4. |Mexanudeckue NOBPEXACHUS JOKYMEHTA.
5. |buonoruueckue Bpenutenan. JKOJIOTUs CPEIBL.
6. |EcrtecTBeHHOE CTapeHHE JOKYMEHTOB U BIMSHUE HA HUX BHELIHUX (DAKTOPOB.
IlpakTHyeckoe 3aHATHE: 2
1. |IIpaktuyeckass padora Ne 1. CocraBnenue TtaOnuubl: [IpuunHBl paspylieHUs
JJOKYMEHTOB
CamocrosiTesibHasg paGora 3
1. |CamocrosiTesqibHas padora Ne 2. CocTaBUTh Ipe3eHTaLNI0 Ha TeMy «MaTepHuaisl 1
BEIIECTBA JOKYMEHTa»
2. |CamocrositeibHasi padora Ne 3. CocTaBUTh TpPE3EHTAMI0O HAa  TEMY 3
«JloAroBeyHOCTh KpacuTelneil Ha JOKYMEHTE»
3. |CamocrositennbHasi padora Ne 4. CocTaBUTh TNPE3EHTALMI0O Ha TEMY 3
«MuKpockonuyeckue rpudbl, 0aKTepUn»
4. |CamocrosTeabnas padora Ne 5. CocraBuTh mnpe3eHTanuio Ha TeMy «OCHOBHBIE 3
BUJIbI IECTPYKTUBHOT'O CTApPEHUS TOKYMEHTOB)
Tema 1.3 Coneprxanue 10
OTgeecﬁr:)giI:{?:; 1. |MarepuanbHo Texunueckas 6a3a. TpedoBanust OCJI ipu BHIIIOJHEHUN apXUBHBIX
COXPAHHOCTH pabor.
nokymentor (OCT) 2. |OGecrieueHne COXpPaHHOCTH JOKYMEHTOB ITPH MOCTYTUICHUU Ha XpaHEHHE.
MpH Apyrux Buaax 3. |ObecnedeHne COXpaHHOCTH JOKYMEHTOB TIPH MX HCIOIb30BAHNN U 06paboTKe.

paoor.
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4.

Obecneuenue COXPAaHHOCTM  JOKYMEHTOB  IIPM  HUX  IICPEMEIUEHUHU H
TPaHCIOPTUPOBAHUMU.

5.

Oobecrieuenue COXPAaHHOCTHU JOKYMCHTOB IIpH ‘IpCBBBI‘IaI;'IHBIX CUTyallusiX.

HpaKaneCRoe 3aHsATHE:

2. |lIpakTuyeckasi padora Ne 2. CocTaBJIeHHE CXEMbI Pa3MEIICHUs CPEACTB XpaHCHUS
B [NOMENICHUU (XPAHUJIUIIIE).

3. |[IpakTuyeckasi padora Ne 3. OcBoeHHE IPUEMOB MO Pa3MEIICHUIO IOKYMEHTOB B
ApPXUBOXPAHWIUIIE U TONOrpadpOBaHNE aPXHUBOXPAHIIIUIIL.

4. |IlpakTnueckas padora Ne 4. CocraBieHne W oQpOpMIIEHHE OPUEHTUPOBOUHBIX

TPy PEKUMOB CYIIKH JOKYMEHTOB.

CamocrosiTejibHas padoTa

1.

CamocrositesibHass padora Ne 6. Ilpuka3 o BBenenuu B jeiictBue "[IpumepHoit
WHCTPYKIIMU O TIOPSAKE PAaOOTHI TOCYIApPCTBCHHBIX APXHBOB IPU UYPE3BBIYANHBIX
cutyanusax "[lamsTka o mopsaKe MOATOTOBKU UM JACUCTBUN Ha clydyail Ype3BhIYAHBIX
CUTYaIMi B apXUBHOM OTJIEJIC

Tema 1. 4 ApxuBHasi
KJIMMATOJIOTHSI

Coaepskanne

1. |®yHKIMK apXUBHBIX KOHTPOJIHHO-KIMMATHUECKUX CITYKO.

2. |KnumaTnueckue KOHTPOJBHO-U3MEpPUTENIbHBIE HpUOOpbl. OlEHKa KOHTPOJBHBIX
JTAHHBIX.

3. |IIpoBerpuBanne. MUKpPOKIMMAT OMEIIEHUH U TOKYMEHTOB.

IIpakTHYeckoe 3aHATHE:

1. |IIpaktuyeckass padora Ne 5.  OmpeneneHue OCHOBHBIX 3a7ad apXUBHBIX
KOHTPOJbHO-KIMMAaTHUECKUX CIyx0. OdopmiaeHne OCHOBHBIX KIMMATHYECKUX
IapaMeTpoB BO3AYXa.

2. |IIpakTHyeckas padora Ne 6. CocraBieHue TaOIMIBI BIArOEMKOCTH BO3JyXa.

CocraBieHue PaCYCTOB KIIMMATUYICCKHUX MapaMCTPOB.

CamocrosiTeibHas paGora

1. |CamocrtositeabHas padora Ne 7. CooOuenue Ha Temy: «IIpobaembl cOXpaHHOCTH
JIOKYMEHTOB.
2. |CamocrositeibHasi pa6ora Ne 8. [lpesenramuss Ha TeMy: «MHKpOKIAMAT
ApPXMBOXPAHWIUII U COXPAHHOCTh JJOKYMEHTOB Ha OYMa)KHBIX HOCHTEJISIX)
Tema 1.5. Xpanenue |CopaepxaHue

AOKYMEHTOB

1. [Meponpustus no o6ecneuennio coXpaHHOCTH jie (TOKyMEHTOB) B IpoLiecce
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BPECMCHHOI'O XpaHCHUA.

OXxpaHHBIN PEKUM B apXMBOXPAHWINIIAX U apXUBaXx.

XpaHeHHe APXHWBHBIX JOKYMCHTOB HC Ha 6YMa)KHOM HOCHUTCIIC.

2.
3.
4.

Pa3MeH_[eHI/Ie JOKYMCHTOB B XpaHHWJIMIIIAX.

IlpakTHyeckoe 3aHATHE: 2
1. |[Ipakrtuyeckasi padora Ne /. Ananu3 OCHOBHBIX pa3zzenoB [IpaBui yuera u
XpaHEHUs JOKYMEHTOB
3. |IIpakTuyeckas padora Ne 8. CocTaBieHrue KapTOYKU MTOCTEIUIAKHOTO 2
TONOTPaPHUUECKOTO yKa3aTesl.
4. |lpakTnyeckas padora Ne 9. OdopmieHue BpIIauu 1€ U3 XPaHUJIHIL. 3aM0IHUTh 2
KHUTY BBIJIa4d JJOKYMEHTOB
5. |[IpakTuyeckas padora Ne 10. OdopmieHue nopsiaka CHITHS C yueTa JOKYMEHTOB, 2
HE Hal{JICHHBIX B XOJ€ IPOBEPKU
6. |I[IpakTuyeckas padora Ne 11. CocraBneHue 3TanoB paboThI 10 0TOOPY 2
JIOKYMEHTOB. JIOKyMEHTbI C HCTEKITUMHU CPOKaMU XpaHEHHUSI.
CamocrosiTeibHas paGora 3
1. |CamocrosiTeabHas padora Ne 9. [Ipezenranusi: XpaHeHue 3JIeKTPOHHBIX
JIOKYMEHTOB B apX1BE
2. |CamocrositenbHasi padora Ne 10. I3yuenue I'OCT P 7.0.8-2013. Cucrema 4
CTaHJapTOB 1o uHpopManuu, OUOIMOTEYHOMY U  U3JATEIbCKOMY  Jely.
Jlenonpou3BoACTBO M apxXuBHOE Jeno. TepmuHbl M onpeneneHusa. CocTaBieHHE
rioccapusi.
Tema 1.6 Co3znanue |Coaep:xxaHue 10
crpaxoBoro gonaa 1. |Hens co3ganus ctpaxoBoro ¢hoHaa 1 POH A MOJIH30BAHUS.
0000 IEHHBIX U 2. |HopmartuBHO-MeToan4eckas 6a3a paboThI 10 CO3JJaHUIO CTPaxoBoro (ounna u honna
YHUKAJBHBIX M10JIb30BAHUS.
JOKYMeHTOB U oHaa | 3. |Opranuszanus paboT 10 MUKPODUIHBMHUPOBAHHIO HIIH ONU(POBAHHIO JOKYMEHTOB.
HOJIb30BaAHMSI 4. |BolsiBneHNE YHUKAIBHBIX H 0CO00 IIEHHBIX TOKYMEHTOB.
5. | Vder u xpanenue CTPaXOBBIX KON 1 (POHIA MOJIB30BAHUS
IIpakTHYecKoe 3aHsITHE: 2

1.

IIpakTnyeckas padora Ne 12. CocraBieHue Nopsiika paboThI MO BBISIBICHUIO
YHHUKQJIBHBIX U 0CO00 IIEHHBIX TOKYMEHTOB

16



2. |lIpakTuyeckasi padora Ne 13. Vder u cocTaBieHHE OMMCH 0COO0 IIEHHBIX
JIOKYMEHTOB
3. |[IpakTuyeckasi padora Ne 14. OcBoeHHE MPUEMOB YUYETYy U XPAHCHHIO CTPAXOBbIX

Konuit v poHa MOTb30BAHHUS

CamocrosiTesbHasi padora

1. |CamocrositeqbHas padora Ne 11. CtpaxoBoii oz, MeTobI €ro GOopMHUPOBAHUS U
MCIIOJIb30BaHUS.
2. |CamocrosiTesbHasi pa6oTa Ne 12. Opranuzanus XpaHeHHUs CTPaXoBOTO GoH/a

KONUI YHUKAJBHBIX U 0CO00 LIEHHBIX JOKYMEHTOB apXuBHOro (honaa Poccuiickoii
denepannn

Tema 1.7. IlpoBepka

Coaep:kanue

HAJTUYHSA U 1. |Lenu u nepuoAMYHOCTb IPOBEPKU HATUYMS U COCTOSHUS apXUBHBIX TOKYMEHTOB.
COCTOSIHUSI ADXMBHBIX ITopsiiok npoBeieHNs: NPOBEPKU HAIMYMS U COCTOSIHUSL apXUBHBIX IOKYMEHTOB
AOKYMCHTOB 2. |OdopmueHne pe3ynbTaToB MPOBEPKU HATUYHS U COCTOSHUSI QpXUBHBIX JOKYMEHTOB
3. |llouck HepocTarOmMUX MOKYMEHTOB U Aen. OpraHn3anys po3bicka HEOOHAPYKEHHBIX
ApPXUBHBIX JOKYMEHTOB U J€Il
IIpakTH4Yeckoe 3aHATHE:
1. |lIpakTuueckas padora Ne 15. OcdopmieHne akTa IpoOBEPKH HATUYHS U COCTOSHUS
JelL.
2. |ITpakTuyeckasi padora Ne 16. [IpoBeneHne mpoBepKy HATUYUS U COCTOSTHUS
JIOKYMEHTOB ¥ BHECEHHE U3MEHEHUN B YUETHBIE 3AIIUCU
3. |ITpakTuyeckasi padora Ne 17. OdopmiieHne TOKyMEHTOB IIPY BO3BPALICHUN
JOKYMEHTOB XpaHWINIIA
CamocrosiTe1bHasi padoTa
1. |CamocrositesqibHas padora Ne 13. OcHoBHbIE NTpaBHiia pabOThl TOCYAAPCTBEHHBIX
apxuBoB Poccuiickon denepanuu.
Tema 1.8. Conep:xanue
Oo0ecneuenne
(pusuxo- =
XHMHYHHOCTH 1. |Bunsl noBpexaeHuii JokyMeHTOB. [IpoBepka u oreHka (pu3n4ecKoro COCTOSTHUS
JIOKYMEHTOR JIOKYMEHTOB. _
2. |OO0mas npoduiiakTHKa MOBPEXKIEHUN TOKYMEHTOB
3. |llpusnaku 1edeKTOB M MX OTHECEHHE K THUIIOBBIM TPYIITIaM.
4. |Ilopsiiok CHATHS ¢ yyeTa HEUCIIPABHO NOBPEXKAEHHBIX JJOKYMEHTOB
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IlpakTHyeckoe 3aHATHE: 2 2
1. |IIpaktuyeckas padora Ne 18. Odopmienue nnnexca nospexaeHuii. Pabora ¢
TUIMIOBON HOMEHKJIATypO MOBPEXKICHUN
2. |IlpakTuyeckasi padora Ne 19. BrisiBnenue neekToB OyMaXHBIX JOKYMEHTOB. 2
CocCTaBUTh XapaKTEPUCTUKY J1e(DEKTOB TEKCTa.
3. |IIpakTuyeckas padora Ne 20. OGOpMHUTH aKT O MOBPEKACHUSIX JOKYMEHTOB. 2
4. |IIpakTnyeckas padora Ne 21. Kuura yyera ¢pu3nueckoro (TEXHUYECKOIo) 2
COCTOSIHUS! IOKYMEHTOB.
CamocrosiTejibHasi padoTa 2 3
1. |CamocrosTeabHas padora Ne 14. Pons nmpoBepok Hanmu4usi U GU3MIECKOTO
COCTOSTHUS IOKYMEHTOB Ha OyMa)XHON OCHOBE B 00ECIIEUEHUHU UX COXPAHHOCTH
Tema 1.9. OcHOBBI Coaep:kanue 6 1
KOHCEepPBALMH U 1. |KoHcepBaius 10KyMEHTOB
pecTaBpaumu 2. | Crabuim3aiys v pectaBpalys TOKyMEHTOB
AOKYMCHTOB. 3. |Metoauka pectaBpallii U COCTaBJICHUS PECTABPAIMOHHOTO MACIOPTa Ha JOKYMEHT
IpakTHYeCcKOe 3aHsITHE 2 2
2. |IIpakTuyeckas padora Ne 22. OnucaHue 3TanoB pecTaBpaluu 2
3. |IIpakTuyeckas padora Ne 23. JluddhepeHunpoBaHHbIi 3aUeT 4
CamocrosiTenbHas padora 4 3
1. |Camocrositeabnas padora Ne 15. CoctaBneHue TabnuIl, cCXxeM OCHOBHBIX 3a7a4 U
TEXHOJIOTHI pecTaBpallii JOKYMEHTOB
Koncyabranus 1
YII 02.01 YyeOHasi npaKkTHKA
Paznensr (3Tamns) Ne Buzpl yaeGHOM pabOThI Ha MPaKTHKE, BKIIIOYAsi CAMOCTOSATENIbHYIO paboTy CTY/I€HTOB U DopMel
MIPAKTHKH n/m TPYZAOEMKOCTH (B yacax) TEKYLIETO
KOHTPOJIS
5 cemectp — 36 4., 6 cemecTp — 108 4.
Pazpea 1. Copnepxanue
Oco0ennocTn 1. |BBoanoe 3ansTue. MHCTpyKTaXxX o TexHuke O0e3onacHocTu. Llenpb u 3anaun yueOHOU 1 Hpaxriaeci
OpraHu3anuu npakTuku. TpeboBaHus K 0pOPMIICHHIO OTYETA. He 3a]laHui,
apXHBHOIO J1eJia. 2. |CocraBneHue TOJHKHOCTHBIX HHCTPYKLUH COTPYTHUKOB OT/IENA. 11 3aHeT, %quvT
Tema 1.1. 3. |CocTraBuTh rpyniiel JOKYMEHTOB B 3aBUCHMOCTH OT CPOKOB XPaHEHHS 6 110 YHCHHOR
Oprauuszanust 4. |OT00p TOKyMEHTOB Ha IMOCTOSTHHOE M BPEMEHHOE XpaHEHHE 6 HPAICTHIRe
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XpaHeHHs U y4eTa 5. |CdopmupoBath 3ajjauu U KPUTEPUH IKCIEPTU3bI HEHHOCTH. CocTaBUTH ITpaBUIIa 12
apXUBHBIX oopmIIeHHs Pe3yIbTaTOB IKCIEPTU3BI JOKYMeHTOB. OOpMUTH OTUET 32 5 cemecTp.
JAOKYMEHTOB. 6. |CocraButh mnpaBuwia OQOPMIICHUS  PE3YJbTATOB  SKCIEPTU3bl  JOKYMEHTOB. 6
CocTaBUTh aKT 00 YHUUTO)KEHUH TOKYMEHTOB
7. | CoctaBuTh npaBuia GOpMUPOBAHUS /€. 6
8. |CocraBnenue u opopmierue o0noxku aena. CocrapieHue u ohopmiIeHne 00I0KKU 6
JieJ1a I0JrOBPEMEHHOI0 XpaHEeHUs
9. |CocTraBUTh CTPYKTYpPY OIUCH JIEJI U HOMEHKJIATYPHI. 6
10. |CocTaBUTH OIUCH JIEJT OPraHU3AIUH. 6
11. |3anonuenue OjaHKa OMUCH U J1en 1o Kateropusim OdopmiieHue BHyTpEeHHEH OMUcH 6
JTIOKYMEHTOB.
12. |CocraBneHne KHUTH y4eTa IOCTYIUICHUS M BHIOBITHS JOKYMEHTOB 6
13. |CocraBnenue u opopmienue cnucka ponaa. Odbopmuenue mucta Gouma. 12
14. |Odopmienue nucra-3apeputend. OpopmieHrEe KapTOUKH-3aMECTUTENS HA JIEJI0 12
15. |Odopmienue apxuBHOii cripaBku. OdopMiieHre apXUBHON BBIMUCKH, apXUBHOMN 6
KOTIHIH.
16. | Co3manme TeMaTH4eCKOM KapTOTEKH. 6
17. |Pabota ¢ kaproTekamu apxuBa. PaboTa ¢ kaTanmoramu apxusa. Pabora ¢ 6
yTEBOTUTEIISIMH apXHUBa.
18. | CocTaBUTh XPOHOJOTHUYECKUI TyTEBOAUTENb. 6
19. |JIugroe merno moyb30BaTess apXuBa. 6
20. |OdopmiieHue oTueTa 1o NpakTHKe 6
21. |3ammTa oTYETA IO PAKTHKE. 6
IT11.02.01 ITpou3BoaACTBEeHHAs NPAKTHKA
6 cemectp — 360 yacoB
Paspnenn! (3Tanbi) Buasbl yueOHol padoThl HA NPAKTHKE, BKJIIOYAsS CAMOCTOSITEIbHYI0 pa00Ty CTYIeHTOB DopMbl
NPAaKTHKH. H TPYA0EMKOCTBb (B 4acax) MPOMEKYTO
YHOT0
KOHTPOJIS
Paznean 1. O3znakomieHue ¢ obopynoBanuem, pabounmu mectamu. MHCTpyKTaxk Ha paboueM mecTe 18 3ader, oTUeT
OcobGeHHOCTH 1o 0e30MacHOCTH TpyJa B COOTBETCTBUU C MPOrpaMMOIl MHCTpYKTaXka, JeHCTBYOIIEH B o
OpraHu3anumu opranmzain. JKypHasm WHCTpyKTaxell Ha pabodeM MecTe Mo oxpaHe Tpyaa. M3yuenue MTPOU3BOJICTB
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apXHBHOIO /1eJIa Ha
NpeAnpUsITHH.

JIOKQJIbHBIX aKTOB OpPraHU3allMu: YCTaB, KOJUIEKTUBHBIM JOrOBOp, MOJIOKEHUE 00 apXuBe
OpraHM3aly, MHCTPYKUMS 1O  JEJIONPOM3BOACTBY, JOJDKHOCTHBIE  MHCTPYKLUU
apxuBapHyca, CeKperaps, JejonpousBoautenss u np. OmnpeneneHue CTPYKTypbl H
OpraHu3aly apXUBHOTO (POHJIA MPEATIPUATHS/OPTaHU3AIIH

3nakomctBo ¢ cucremoi CIIC opranuzanuu. HomeHkiatypa pgesn oOpraHu3aiuu.
Cucremaruzaiusi ¥ XpaHEHHE JOKYMEHTOB TeKyllero apxuBa. Pabora ¢ KapTOTEKoOi
npennpusatus. OpraHuzanus COXPaHHOCTH CIyeOHOW jJokymeHTanuu. PaGora ¢
peructpanoHHbIME (popmamu. PopmupoBanue Gonaa. OnpeneneHne XpOHOIOTHYECKUX
rpaHull 1oKymMeHToB. Cucremarusanus Aell B mpenenax apxupa. OpraHuzanus XpaHeHUS
JIOKYMEHTOB TEKYIIIEr0 apXUBa.

90

M3yueHune ydyeTHBIX AOKYMEHTOB apxuBa opraHuzauuu. OdopmieHue 3aroioBKOB Jiesl U
onpejesieHue CpoKOoB MX xpaHeHus. PopmupoBanue nen. [IpoBepka mpaBUIBHOCTU
oopmiIeHUs TOKYMEHTOB M OTMETKHM 00 MX HCHOJIHEHUHU Ui (pOpPMHUPOBAaHUS B JIEIO.
Ocy1ecTBI€HNE SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB JIJIsl IIepe/lad B apXUB OpPraHU3alUH.
[ToaroToBka nen k nepegaye B apXuB opraHuzanuu (opopmieHue el MOCTOSIHHOIO CpoKa
XpaHeHus). Peructpaiys noctynaronyx 1 BblJJAHHBIX /1€ B apXMBE.

78

M3yuuTs npaBuia JOCTYIa K apXMBHBIM JOKyMEHTaM Ha npeanpusatuu. Mcmnoas3oBanue
ApXMBHBIX JIOKYMEHTOB. BBINIOJIHEHME ydeTa M aHalIu3a MCHOJIb30BAaHUS apPXUBHBIX
JOKYMEHTOB. AHaiu3 >(QQEeKTUBHOCTM W HWHTEHCUBHOCTH MCIIOJIb30BaHUS APXUBHBIX
JOKyMEHTOB. M3yuyeHue pa3iMuHbIX BHAOB 3allpOCOB, MOPAIOK O(OpMIIEHUS OTBETOB Ha
3anpochkl. COCTaBIEHUE APXUBHBIX CIIPABOK, KOMHH, BBIIHCOK.

84

3HAKOMCTBO C MPOLEYypOil apXHUBaLUU TOKYMEHTOB I10 JUYHOMY COCTaBY B OpraHU3AllUH.
Ilopsnok mepemadd KagpoBBIX [JOKYMEHTOB Ha XpaHEHHE B apXWB OpraHHU3alUu.
IlogroToBka M mepefada Jeil Ha XpaHEHHWE B apxuB. Belgadya €1 BO BPEMEHHOE
MOJIb30BAHUE, APXUBHBIX KOIMM, apXWBHBIX BBIIMUCOK, IOPAAOK BBIIAYU APXUBHBIX
cnpaBok. PaboTa ¢ kKagpoBbIMU CITPaBOYHO-UH(OPMALIMOHHBIMU KapTOTEKAMHU.

90

Bcero

360

€HHOU
MpaKkTUKe

Bcero

918

®opMa UTOrOBOI0 KOHTPOJISA - KBAJIH(PUKAIMOHHBIN JK3aMeH.

J1s XapaKTepUCTUKN YPOBHSI OCBOEHHS y4eOHOr0 MaTepualla UCIOJIb3YOTCS CIeyole 0003HaueHus:

1.- o3HaKOMHUTENBHBIN (Y3HABaHHE paHee U3yYeHHBIX 00BEKTOB, CBOICTB);

2. - peTpOAYKTUBHBIN (BBITIOTHEHHE JICATEIIEHOCTH 110 00pa3ily, HHCTPYKIIUHU HITH TT0/T PYKOBOJCTBOM)

3. - IPOAYKTUBHBIN (IIJITAHUPOBAHUE U CAMOCTOSITENILHOE BBIIIOJHEHHUE AEATEIbHOCTH, pellIeHUe TPOOIEMHBIX 3a/1a4)
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3. YcioBus peajiM3aluu Y4eOHOH M CIUTLIMHBI

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTEPHAJIbHO-TEXHUYECKOMY 00ecreYeHn o

Peanmuzanus ~ ydueOHOM  mucnmmiauHbl  TpeOyeT — Haiumuusg — ydyeOHOoro  kabuHera
«/lokyMeHTHpOBaHNE M OPTraHU3ALMOHHAsI 00PA00TKA JOKYMEHTOBY;

O6opynoBanue yueOHOT0o KabWHeTA:

— Cro1, KOMITbIOTED (pabouee MECTO MpernogaBaTes)

— CT101Bl M KOMIIBIOTEPHI (111 CTYIEHTOB)

— CereBoit goctyn B MaTepHeT

— KommiekT 0:1aHKOB YHU(DUIIMPOBAHHBIX (POPM TOKYMEHTOB

— KomMruiekT yueOHO-MeTOAMYECKOi T0KyMEeHTallun

O6opynoBanue 1a00paToOpuu U paboUUX MeCT JabopaTopuu HHPOPMAIIMOHHBIX TEXHOJOTUH B
npodeccuoHaNbHOM e TeIIbHOCTH:

— KOMIIBIOTEPBI, IPUHTEPHL;

— CKaHep;

—MOJIeM (CIIyTHUKOBAsI CUCTEMA);

— [IPOEKTOD;

— IUIOTTEPBI;

— cTaHaapTHoe nporpammuoe obecrneuenue: MS Windows 7, TekcToBblil penaktop MS Word,
pemaKkTop MeKTPOHHBIX Tabmuiy MS Excel;

— CTEIUIEePHI, ABIPOKOJIBI;

— MHTEPAKTUBHAs JJOCKA;

— MyJIbTUMEHA IPOEKTOP.

3.2. UudopmanuonHoe odecriedenne 00yueHus

Ilepeyenb yueOHbIX n3aannii, UHTEpHET-pecypcoB, J0NOJTHUTEIbHOM JUTEPATYPbI

HopMaTuBHO — IpaBoBbIe aAKThI:

— ®Denepanbhblii 3akoH «O06 apxuBHOM jaene B Poccuiickori ®denepanum» ot 22.10.2004 Ne
125-@3;

— paszpen VII I'paxnanckoro konekca Poccuiickoit ®@enepanumn «lIpaBa Ha pe3ynbTaThbl
MHTEJJIEKTYaJIbHOM JIeATEIbHOCTH U CpeCcTBAa MHAUBUAYyanu3auun» (yrB. denepaibHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);

— 3akon Poccuiickoit @enepannn «O rocyaapctBeHHOM TaitHe» oT 21.07.1993 No 5485-1;

— OenepanbHblil 3ak0H «O0 0053aTETBHOM IK3EMIUISIPE JOKYMEHTOB» OT 29.12.1994 No 77-
®3;

— @enepanbHbii 3aK0H «O 6ubIMoTedHOM nesie» oT 29.12.1994 No 78-D3;

— @enepanbHblii 3ak0oH «O0 uHPOpMaANUKM, WHOOPMALMOHHBIX TEXHOJOTUSAX M O 3alIUTe
uHpopmanun» ot 27.06.2006 Ne 149-03;

—T'OCT P 7.0.97-2016. HaumonaneHbiii crtanaapt Poccuiickoit ®enepamuu. Cucrema
CTaHIapToB MO uH(popManuu, OHOTMOTEYHOMY W U3JIaTeNbckoMy aeny. OpraHu3alnoHHO-
pacnopsauTenbHas JOoKyMeHTanus. TpeOoBaHuss k odopmieHHo ToKyMmMeHTOB" (yTB. Ilpukasom
Poccrannapra ot 08.12.2016 N 2004-cT) (pexn. ot 14.05.2018)

— T'OCT P 34.10—2012 «Mudopmarmonnass texnonorusi. Kpunrorpaduyeckas 3zamura
unpopmanuu. [Iponeccs hopMUpOBaHUS U IPOBEPKHU INIEKTPOHHOMN IIUPPOBOM MOATIUCHY.

— T'OCT P 6.30—2003 «YHu¢uuupoBaHHas cHCTeMa OPraHU3alMOHHO-PACTIOPSIUTEIbHON
JIOKyMeHTaluu. TpeboBaHus K 0(OPMIICHHIO IOKYMEHTOB.

— T'OCT 7.59—2003 «CUBUA. WnnekcupoBanue nokymMeHTOB. OOmue TpeboBaHUSA K
CUCTEMATHU3AIMHU U MPEIMETU3 AN,

— T'OCT P 33.505—2003 «Enunsiii Poccuiickuii ctpaxoBoii ¢ponn noxkymenrtanuu. [lopsgok
CO3/IaHUS CTPaXxoOBOro (GoHIA JOKYMEHTAINH, SBISIOICHCS HAIIMOHATHHBIM HayYHBIM, KYJIbTYPHBIM U
UCTOPUYECKUM HACTIEAUEM).

— T'OCT P 7.0.8—2013 «CHUBH/I. [lenonpou3BOACTBO M apXUBHOE Aen0. TepMuHbBI u
oTpeieNICHUs».
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— TI'OCT 6.10.4—84 «YuudunupoBaHHble CHCTEMBbl  JokyMeHTauuu. Ilpumanue
IOPUINYECKON CWJIBI JOKyMEHTaM Ha MAIIMHHOM HOCUTENIE U MAIIMHOTPAMME, CO3/1aBaeMbIM
CpeACTBAMU BBIYUCIUTEIBHON TeXHUKHU. OCHOBHBIE MTOJIOKEHUS.

— I'OCT 6.10.3—83 «3anuck wuHpopManuu  yHHU(PUIUPOBAHHBIX JOKYMEHTOB B
KOMMYHHUKAaTHBHOM (OpMaTey.

— I'OCT 28388—89 «/lokyMeHTbI HA MAarHUTHBIX HOCUTENAX NaHHBIX. [IOpsSA0K BBINOJIHEHUS
1 00parieHus.

— I'OCT 6.10.5—87 «YHubUIMpOBaHHBIE CHUCTEMBbI JOKYMEHTAIMUu. TpeOdoBaHUs K
MOCTPOCHUIO PopMyIIsipa-oOpasiar.

— I'OCT 9327—60 «bymara. [Torpedutenbckue hopmarsiy.

— I'OCT 7.65—92 «CHUBU/J. KunHOonokymeHThl, (OTOJOKYMEHTHI M JOKYMEHTHI Ha
MuKpo¢puibMax. O6ume TpeOboBaHUS K apXUBHOMY XPAHEHUIO».

— I'OCT 7.68—95 «CUBU/. ®oHO 1 Buaeog0KyMeHThl. O0Iue TeXHHnYeCKue TpeOOBaHUS K
apXUBHOMY XPaHEHUIO».

— I'OCT 7.69—95 «CHUBUJ. AynuoBusyanpHble JOKYMEHTbl. OCHOBHBIE TEPMHUHBI U
OIIpEICIICHUS».

— T'OCT 17914—72 «O0n0XKu J1e1 JUINTENbHBIX CPOKOB XpaHeHHWs. THUIbl, pa3Mepsl U
TEXHUYECKHUE TPEOOBAHUSY.

— T'OCT 13699—91 «3anuce u BocupouspereHue HHPopMauu. TepMUHbBI U OIPEICICHUS.

— T'OCT 13.1.105—91 (CT C3B 5052—85) «Penporpacdus. Mukporpadus. Mukpoduru.
Tuns.

— I'OCT 17586—80 «bymara. TepMUHBI U OIIPEEICHUSD.

— T'OCT 18510—87 «bymara nucuasi. TexHuueckue ycioBus».

— T'OCT 7.50—2002 «CUBU/. Konceppauus nokymeHToB. O011e TpeboBaHus».

— T'OCT 15971—90 «Cucremsl 00paboTKu HHPOpMAIUU. TEpMUHBI M OTIPEACTICHUSY.

— I'OCT 13.1.101—93 «MukpodunpbM [ITOKyMEHTa Ha MpaBax NoJIMHHUKA. [lopsamox
M3TOTOBIICHHSI, yYeTa, XPAHECHUS M IPHUMEHEHHUS.

— I'OCT 55.6—85 «/lokymeHThl Ha OyMakHbIX HocuTesx. [IpaBuia rocynapcTBEHHOIO
xpaHeHus. TexHuueckue TpeOOBaHUS .

— T'OCT 7.48—2002 «KoHcepBauus TOKyMeHTOB. OCHOBHBIE TEPMHUHBI U ONIPEACTICHUS .

— T'OCT 28162—89 «CpectBa Jisl HAHECEHUS 3aIIUTHBIX TOKPBITHA HAa TOKyMEHTHI. OO01IHe
TEXHUYECKHE TPEOOBAHUS.

— T'OCT 7.1—2003 «bubnuorpadpuyeckas 3anuck. bubnuorpapuueckoe onucanue. Oduume
TpeOOBaHUs U MPaBHUJIa COCTABICHUS.

— I'OCT P HCO 15489.1—2007 «CHUBUM. VYmpaBnenue nokymentamu. OOmue
TpeOOBaHUS».

— IlpaBuna nenomnpousBojcTBa B (heaepajbHBIX OpraHax HCHOJHUTENbHON Biactu (YTB.
nocranoBienueM [IpaButensctBa PO ot 15.06.2009 Ne 477)

OcHOBHbIE HCTOYHHKH:

1.MeTtoauka 1 MpakTHKa apXUBOBEIECHUS: YUEOHUK JUIsl CPeTHETO MPO(pECCHOHATLHOTO
obpaszosanus / []. U. Packun, A. P. CokonoB. — Mocka: M3natensctBo FOpaiit, 2020. — 339 ¢. —
(ITpodeccronansHoe oOpa3oBaHue).

JlonoJIHUTeIbHbIE HCTOYHUKH:

1. Bbypoa B.W. Opranuzanuss apXuBHOW M CHPaBOYHO-WH(OPMALIMOHHOW pPabOTHI IO
JOKyMeHTaM opranuzanuu: y4deObnuk st cryneHtoB CIIO. MockBa: Uznatensckmii  LleHTp
«Axanemus», 2016.

2. bacakos, M.W. [lenonpou3BoACTBO (AOKYMEHTAI[MOHHOE oOecrieueHe yrpaBaeHus Ha
ocHoBe ['OCT P 6.30-2003): VYueOHOoe mocobue s CTYIAEHTOB OOpa3oBaTENbHBIX YUpPEekKIACHUN
cpenHero npodeccruonanbHoro oobpazoBanust / M.U. bacakos. - M.: JlamkoB u K, 2012. - 348 c;

3. Kupcanopa, M.B. CoBpeMeHHOE JIeJI0IPOn3BOICTBO: YueOHoe mocooue / M.B. Kupcanosa.
- M.: HUL] UH®PA-M, 2012. - 312 c,;
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4. Kysunenos, W.H. JlokymeHnTannoHHoe obOecriedyeHue yrpapieHUs. [JoKyMeHTOOOOpOT u
JIEONPON3BOICTBO: YueOHuk u npaktukyMm / I.H. Ky3nenos. - JlrobGepiibr:
FOpaiir, 2016. - 477 c;

HNuTepHeT-pecypcebl:
— http://www.consultant.ru (ITpaBoBas crcrema «KOHCYIbTaHT»
—www.garant.ru (IlpaBoBas cucrema «I"apanT»)
— https://www.profiz.ru sxypuan «Cexkperapb-pedepeHr»
—www.statearchive.ru/399
— http://bookfi.org/book/670592
— http://antimuh.ru/files/details/1071194
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4. KoHTPOJIb 1 OlIeHKA Pe3yJbTATOB OCBOCHUS YUeOHOMH THCHUILINHBI
OCHOBHOM 1LIENBI0 OLIEHKU OCBOCHHS Y4e€OHOW NHCUUIUIMHBI SBIISETCA OLIEHKAa OCBOEHHBIX
YMEHUI U YCBOCHHBIX 3HAHUM.
OrneHka KayecTBa OCBOCHUS y4€OHOW AMCUUIUIMHBI BKJIIOYAET TEKYIIUH KOHTPOJb 3HAHUIA,
MPOMEKYTOUHYIO U UTOTOBYIO aTTECTAIMIO 00YJaIOIIXCS.
KoHTposib M omeHka pe3yJabTaTOB OCBOCHMS Y4YEOHOM MHUCHMIUIMHBI OCYIIECTBISETCS
IperoiaBaTeNieM B TPOILECCe MPOBEACHUS MPAKTHUYECKUX 3aHATHH M CaMOCTOSATENBHBIX padoT,
TECTOBBIX 33JaHUM, TUPPEPEHIUPOBAHHOTO 3a4ETA.

Pe3yabTarsl
(ocBOEHHbBIE
KOMIIETEHIIMH)

OcHOBHbBIE MOKA3aTeJIH OLICHKHU pe3yJibTaTa

®opMbI U METOAbI
KOHTPOJISI ¥ OLIEeHKH
pe3yJabTaToB 00y4eHHsl

I[IK 2.1. ®opmupoBath
nena.

- (hopmupoBats nena;

- oopMIICHHE OOJIOKKH JeNa

- OCYUIECTBIICHUE PACKIIAKU el

- BeJICHUE JIMYHOTO JIeJIa COTPYTHUKA

- MPOM3BE/ICHHUE MPABOU U JICBOH (hopM
OpOIIIOPOBKU JOKYMEHTOB;

- pacmojoXKeHNe TOKYMEHTOB B Jlelie

I[IK 2.2. O6ecneunBath
OBICTPBIHA MTOMCK
JOKYMEHTOB IO HAy4YHO-
CIPaBOYHOMY arlapary

- popMuUpOBaHUE U UCTIOJIB30BAHUE KAPTOTEK
apXMBOB CTPYKTYPHBIX NOJIpa3/ieICHUI
OpraHu3aIuy;

- (hopmupoBaHUE U UCTIONB30BAHKE

(xapToTeKam) KaTaJoroB apXUBHbBIX (POHIOB OpraHU3aUY;

OpraHu3aIHH. - COCTaBJICHUE U UCIOJIb30BAHUE
IIyTEBOJUTENEH 110 apXUBY OpraHU3aLUU
(37IeKTpOHHBIN BapHaHT)

IIK 2.3. | - cucremaTu3anus JOKYMEHTOB B

CucremMaTu3upoBaTh U | 3aBUCUMOCTH OT UX HAUMEHOBAHMS;

XpaHUThb JIOKYMEHTBI | CUCTEMAaTU3aLNs PacIOPSIAUTEIbHBIX

TEKYILETo apXHBa.

JIOKYMEHTOB;

- CUCTEMAaTH3aIUs TOPYYEHUI BBIIIECTOSIIINX
OpTaHoOB;

- CHCTEMATH3allM IIJIAHOBBIX U OTYETHBIX
JIOKyMEHTOB,

- CUCTEMaTH3aIusl JOKYMEHTOB JIMYHBIX JIEIT;
- CHCTeMAaTH3aus 3asIBIICHUH U 7Ka100
rpaxaaH, IeperucKy;

- CHCTEMAaTH3aIUs JIUIEBLIX CYETOB
pabOTHUKOB,

- BEJICHUE KapTOTCKH TEKYIIET0 apX1Ba;

I[IK 2.4. OO0ecneunBarh

- obecrieueHue COXPAHHOCTU NOKYMCHTOB

COXPAaHHOCTh TEKYILEro apxuBa,

MIPOXOAAIICH CyKeOHOH | - OCYIIECTBICHNE KOHTPOJIS 32 UCTIOJTHEHUEM
JOKYMEHTAIUH. JIOKYMEHTOB.

I[IK 2.5. ToroBuTh W | - NPOBEAEHUE IKCIIEPTU3BI HIEHHOCTH

nepcaaBatb AOKYMCHTBI
Ha apXHWBHOC XPAHCHUC.

JIOKYMEHTA,;

- OTIpEJICTICHNE CPOKA XPAHECHHUS IOKYMEHTA;
- oopMIICHHE JIEeNa;

-COCTaBJICHHE OMHCH JIea;

Tekymuii KOHTpPOJIbL B
dopme:

- IPAKTUYECKUX 3aHSITUH;
- CaMOCTOSITEJIbHBIX
pabot o Temam MJIK.
DKcnepTHas OLEHKA.
CpaBHEHUE C STATOHOM.
HuddeperunpoBanHbe
3auetel MJIK ® 3adeThl
no yueOHOMH u
IPOU3BOJICTBEHHON
PAKTHKE.

KommiekcHblil  3K3aMeH
o MPOPECCHOHATHBHOMY
MOJTYJIIO.
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- UCTIOJTHEHWE TIPOLICTYpPHI TIEpeIavuu JIeiia B

apXuB
IIK 2.6. OGecrieunBars | - BBINOJTHEHHUE pexxuma XpaHEHUS

COXPAHHOCTh APXMBHBIX | TIOKYMEHTOB;
JIOKYMEHTOB B |- perucTpanms BbI1AYU apXHUBHBIX
OpraHu3aluu. JIOKYMEHTOB B Kypuaie apxuBa

OpraHu3aluy;

- perucTpanus npuema apXHUBHBIX

JIOKyMeHTOB B KHure nocryrieHuit
OK 1. [TonuMmarp | - nmeMoHCTpalusi HWHTepeca K Oyaymied | DkcrepTHas OleHKa.
CYIIHOCTh u | npodeccuu; [TonoxurensHbIE
COLIMAJIBHYIO - MPOSIBJICHUE WHULIMATHBBI B ayJAUTOPCKOM U | OT3bIBBl PYKOBOJAUTEINEH
3HAYUMOCTD CBOCH | caMOCTOATENbHOM  paboTe, BO  BpeMs | IPAKTUKA CO CTOPOHBI
Oyayuieit  mpodeccuu, | MIPOXOKICHUS MPAKTUKH. PEANPUSTHS.
MIPOSBJIATH K HEel

YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
JeSATeNbHOCTh,  UCXOIS
U3 LeIu U croco0oB ee
JTOCTHIKEHHUS,
OIpeeTICHHBIX
PYKOBOJIUTEIIEM.

-BBIOOp U IPUMEHEHHE METOJIOB U CIOCOOOB

pemieHuss  TpodeCcCHOHATIBHBIX  33Jady B
obnactu J[OKyMEHTalMOHHOTO oOecreueHus
JESITEIIbHOCTH OpraHu3aIu u

MH(OPMaLIMOHHON O€30MaCHOCTH.

[IpakTrueckue 3agaHus.
[TonoxurenpHble
OT3bIBBI PYKOBOJUTENEH
IPAKTUKA CO CTOPOHBI
OPEIIPUITHSL.

OK 3. AmnanusupoBarh
pabouyto CUTYaLUIO,
OCYLIECTBJIATh TEKYLIUN
Y UTOTOBBIN KOHTPOJIb,

OLICHKY M KOPPEKIHIO

COOCTBEHHOMU
JEeSTeIILHOCTH, HECTH
OTBETCTBEHHOCTD 3a
pe3yapTaThl CBOEM
paboThI.

- MOJIEJTMPOBAHHE HECTAHJAPTHOM CUTyalluu
B IpyIIax.

-rpaMOTHAs OLICHKA PECYpPCOB. HEOOXOAMUMBIX
JUUISL BBITTOJTHEHMS 3aTaHHH.

-  [OpU3HAHUE  HAIUYMSA
aJIeKBaTHas peaKkus Ha Hee.
- BBICTpaMBaHUE BapUAHTOB AJIbTEPHATUBHBIX
JelcTBUM B ciay4dae BO3HHUKHOBCHUS
HECTAHAAPTHBIX CUTYaLIHil.

-pacueTr BO3MOYKHBIX PUCKOB U ONIPEICIECHUE
METOJIOB U CHOCOOOB MX CHI)KEHUS NpU
BBITIOJTHEHHSI MPO(ECCHOHANBHBIX 3a/1a4.

npoOJemMbl U

[IpakTrueckue 3agaHus.
JenoBas urpa.
[TonoxurenpHbIE
OT3bIBbl PYKOBOJUTENEH
MPAaKTUKH CO CTOPOHBI
PEAIPUATHSL.

OK 4. OcymecTBisTh

- moucK MH(pOpMalUKUU B HH(POPMALIMOHHO —

[IpakTrueckue 3agaHus.

MTOMCK MH(pOpMaLKK, | TPAaBOBBIX M MH(MOPMALMOHHO - CHpaBOYHbIX | PopMaTn30BaHHOE
Heo0X0 Mo JUISL | CUCTEMAx M €€ aHaJIn3. HaOIIoiCHuE.

3¢ PEKTUBHOTO - HaXO0XJCHHE, MCIIOJIb30BaHUE

BBITIOJTHEHUS pa3HO00pPa3HBIX UCTOUHHUKOB MH(OPMALIUH.

npodeccCuoHaNbHBIX

3a/1a4.

OK 5. Hcnonb3oBath | - paboTa B Ii00abHONW KOMIbIOTEpHOU ceTH | Tekymuil KOHTpoidb B
MH(OPMALIOHHO- WnTepHer. bopme:
KOMMYHHKAI[MOHHBIE - IPAKTUYECKUX 3aHITUN
TEXHOJIOTUU B

npodeccnoHaNbHOMI

JIeSITENIbHOCTH.

OK 6. PabGorath B | - NpoBeJECHNUE TPEHUHIOB, TECTUPOBAHUS, WHutepnperanus

25



KOMaHzie, A(PQPEKTUBHO | MO3TOBBIX IITYPMOB B MaJIbIX TPYIIIax. pE3yNbTaToB

00IIaThCsl € KOJUIETaMH, | - IEeMOHCTpAIUs HaBBIKOB 3P PEKTUBHOTO HaOIoeHN I 3a

PYKOBOJICTBOM, OOIIEHHUS. JEATEILHOCTBIO

KIIMCHTaMHU. o0yyaroIerocs B
nporuecce OCBOCHUS
o0Opa3oBaTenbHOMI
POTPaMMBI

OK 7. Hcnonnsare Nurepnperanus

BOMHCKYIO 00S13aHHOCTb, PE3yNbTaToB

B TOM  4HClIe C HaOIroeHN I 3a

PUMEHEHHEM JEATEILHOCTBIO

MOJTyYEHHBIX o0yyaroIerocs B

npodeccHoHaIbHBIX nporuecce OCBOCHUS

3HAHUH (JIJ151 IOHOIIICH ). o0Opa3oBaTeNbHOI
HPOTPaMMBI

HToroBoii arrecranuei no npopecCHOHAILHOMY MOIYJIIO SIBJISETCS KBAIN(UKALMOHHBIA YK3aMEH.
[IpenogaBarens cnenuanbubix gucuumiud I'BIIOY PC (A1)

«JIeHCKHMM TEXHOJIOTUYECKUN TEXHUKYM»

[Annpeesa U.B./
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