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1. MIACHHOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.02 MeToauka ¥ NPAKTHKA apXUBOBeICHUSI

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOIyNs (mamee — pabodas
mporpaMma)  fBIISIETCS  YacThl0  O0pa30BaTENbHOW  MPOTPaAaMMBl  CPETHETO
npodeccuoHamTbHOTO 00pa3oBaHHsl — MPOTPaMMBbl MOATOTOBKH CIHEIHAIMCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpaMmmoii mpodeccruonanbHoro Moxayis (IIM.02 "Meroawka W MpakTUKa
apxuBoBesieHus") no crenuanbHocTH 46.02.01 JlokyMeHTanmoHHoe oOecreueHue
YIOPABJICHUS U apXUBOBEJACHUE B YAaCTU OCBOCHHSI OCHOBHOTO BHUJA JIE€ATEIbHOCTH
(BM): BeimonHeHue pabOT MO OJHOM WIJIM HECKOJBKHM MpodeccusM padoyux,
TOJDKHOCTSIM ciykamux (npuioxkenue k Hactosiemy @I'OC CIIO).; Opranuzaius
apXMBHOM U CIPaBOYHO-MH(OPMALIMOHHON PabOThHI MO JOKYMEHTaM OpraHU3alluu.;
Opranuzanus JIOKYMEHTAIMOHHOTO obecrieueHus yIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOo(decCHOHATBHBIX
kommneteHiui (I11K):

I[IK 2.1 OcymecTBiasTh 3KCHEPTU3Y LEHHOCTH IJOKYMEHTOB B COOTBETCTBUU C
JNEHUCTBYIOIIMMHU 3aKOHOJATEIbHBIMU aKTaMU U HOPMAaTHBaMHU.

I[IK 2.2 Bectu paboTy B cUCTEMAaX 3JIEKTPOHHOI'O JJOKYMEHTOO0O0pOTA.

I[IK 2.3  Pa3pabaThiBaTh U BECTH KJacCU(UKATOPHI, TAOEIU U JIp. CIPABOYHUKH IO
JOKYMEHTaM OpraHu3aluu.

[IK2.4 Ob6ecnieunBaTh TpHEM M palMOHAIBHOE pa3MeIleHHuE JIOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB TI0 JINYHOMY COCTaBY).

[IK 2.5 Ob6ecneunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXHUBE.

[IK 2.6 OpraHu3oBbIBaTH HMCHOJIB30BAHME APXWBHBIX JOKYMEHTOB B HAy4YHBIX,
CIIPABOYHBIX U MPAKTUYECKUX LIEIIAX.

[IK 2.7 OcyuecTBISITh OPraHU3aMOHHO-METOANYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboTOil apxwBa OpraHW3allid M 3a OpTraHu3aIuell JTOKyMEHTOB B
JEJIOIPOU3BOICTBE.

1.2. lesaun n 3aga4u npo¢ecCHOHAIBHOI0 MOAYJIS — TPeOOBAHUA K pe3yJibTaTamM
0CBOEHHS NPO(eCCHOHATBHOIO0 MOYJIs

O6yuenne mno muctmmuimae MJIK.02.03 "Meronuka W mpakTHKa
apxuBOBeACHUA" TPOGECCHOHATBLHOTO MOAYJSl MpEANojiaraeT, 4Yro IO €ro
pe3ynbraTam o0yuarouuiics Oyaer:

3HaTh:

HOPMATHBHBIE TMPABOBBIE aKThl B OO0JACTH OpraHU3AlMKU YIPABICHYECKOU
NEeSTENbHOCTH;

OCHOBHBIE TTpaBUjIa XpaHEHUS U 3aIUTHI CIy:KeOHON MHGOPMALIHH.



MMEET MPAKTUYECKUH OTBIT:

OpraHu3aluu JIOKYMEHTAIMOHHOTO oOecrieueHus YIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OPTaHU3AINH;

YMeTh:

IIPUMEHSITh HOpMaTHUBHBIE ITPABOBBIC AKThI B YIIPABICHYCCKON JIEATEIbHOCTH;

MOATOTaBJIMBATh MPOCKTHI YIIPABIECHYECKUX PEIICHUM;

00pabaTbIiBaTh BXOJAIIME U UCXOJAIINE TOKYMEHTBI, CHCTEMAaTU3UPOBATh HX,
COCTaBJISITh HOMEHKJIATYPY AT U (OPpMUPOBAThH TOKYMEHTHI B JIETIa;

TOTOBUTH U TPOBOJIUTH COBEILIAHMUS, IETIOBBIC BCTPEUH, IPUEMbI U MPE3EHTAIIUH.

1.3. Kosin4ecTBO 4acoB Ha 0cBOeHHe pado4yeil MporpamMMsbl NpogeccuoOHAIBLHOIO0
MOYJIS 110 y4eOHOMY ILIaHY:

Bcero - 243 yac.

B Tom uucne:

MakcumainbHas yueOHas Harpy3ka ooOyvatomerocs - 243 yac.

Bxurouas:

00s13aTeNIbHYIO0 ayIUTOPHYIO YUeOHYIO HAarpy3Ky oOyyatoierocs - 162 yac.;
CaMOCTOSITETIbHYIO paboTy oOy4aromierocs - 81 4ac.

Hpyras dopma kontposs - 0 yac.;

1.4. Ucnoab3oBanne yacoB BapuatuBHoii yactu OII IIIICC3

B mucummmnae MJIK.02.03 "MeTtoauka W TpakTUKa apXWBOBEACHUS"
MCIIOJIb30BaHME BapUATUBHOM YacTH HArpy3KH NpeyCMOTPEHO B 00bEMe 135 yacos.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynbraTom ocBoeHHsI NMPOGECCHOHAIBHOTO MOMIYJSl SIBJISETCS OBJAJCHHUE
oOyuarorumucst BuaoM nedrenbHoctd (B/): Beimonnenue paboT mo ogHoOW win
HECKOJbKUM TIpodeccusiMm pabodyux, TOJDKHOCTSM CIyKalux (IpHIIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKYMEHTaM opranusanuu.; OpraHu3anus
JOKYMEHTAIIAOHHOTO  OOeCTedeHHuss  yOpaBieHUS W (QPYHKIIMOHUPOBAHUS
opranu3amuu., B ToMm uucie nupodeccnonansabiMu (1K) m obmumu  (OK)

KOMITETEHIIUSMH:
Kon HaumenoBanue pe3yjbrara 00y4yeHus
OK 1 [ToHMMAaTh CYIIHOCTh U COLMAIBHYIO 3HAUUMOCTh CBOEH Oymyniei
npodeccuu, MposIBIATh K HEW YCTOWYMBBINA UHTEPEC.;
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOUPATh TUIIOBBIE

METO/Ibl M CLIOCOOBI BBITIOJIHEHUSI MPO(PECCUOHAIBHBIX 33/a4,
OLICHMBATh UX (P PEKTUBHOCTh U KAUYECTBO.;

OK 3 [IpuHUMAaTh pelieHns B CTAHIAPTHBIX U HECTAHAAPTHBIX CUTYAIUsIX
Y HECTH 32 HUX OTBETCTBEHHOCTb.;
OK 4 Ocy1ecTBIATh MMOUCK U UCTIONB30BaHKE HH(OpMaIuH,

He00X0oaUMOoM 11t 9PPEKTUBHOTO BBHITTOTHEHUS
npodecCHOHaNbHBIX 3a/1a4, TPO(HECCUOHATBLHOTO U JIMYHOCTHOTO

pa3BHUTHSL;

OK5 Hcnonb3oBaTh MHOOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU
B IPO(PECCUOHAIBHON JESITENHHOCTH.

OK 6 PaboTath B KOJUIEKTHUBE U KOMaH[1€, 3O PEeKTUBHO 00IIATHCS C
KOJJIETaMH, PYKOBOJICTBOM, NOTPEOUTENSIMH. ;

OK 7 Bbpatb Ha ce0s1 OTBETCTBEHHOCTH 32 pa0OTy WICHOB KOMAH bl
(MOTYMHEHHBIX ), PE3yJIbTAT BHIMIOJHEHUS 33JIaHUN. ;

OK 8 CaMOCTOSITENIPHO ONPENETSATh 3a/1a4u MPo(hecCUOHATBHOTO U

JIMYHOCTHOT'O pa3BUTH:A, 3dHUMATbLCA C&MOOGp&BOBaHI/IeM,
OCO3HAHHO IINIAHWPOBATH IMMOBBIICHUC KBaJ'II/I(i)I/IKaI_II/II/I.;

OK9 OpHEeHTHUPOBATHCA B YCIOBUSAX YaCTOW CMEHBI TEXHOJIOTUH B
po(ecCUOHANIbHOMN IESITEIbHOCTH. ;

[IK 2.1 OcCy1ecTBIATh SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU
C JICMCTBYIOIIMMU 3aKOHOAATEIbHBIMU aKTaMU U HOPMATHUBAMU. ;

[IK 2.2 Bectu paboTy B cucteMax 3JeKTPOHHOTO IOKYMEHT0000pOoTa. ;

[IK 2.3 Pa3pabateiBaTh U BecTH KiacCU(DUKATOPHI, TAOSTH U JIp.
CIIPAaBOYHUKHM MO JIOKYMEHTaM OpraHu3alliu.;

[IK24 OO6ecrieunBaTh TPUEM U pallMOHATIBLHOE Pa3MeEIIeHUE JOKYMEHTOB B
apxuBe (B T.4. TJOKYMEHTOB MO JUYHOMY COCTAaBY).;

IIK 2.5 ObecnieunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXHBE.;

IIK 2.6 OpraHu30BbIBaTh UCIIOJIB30BAHUE APXUBHBIX JTOKYMEHTOB B

HAaYYHBIX, CIIPABOYHBIX WU IPAKTHYCCKHNX HICJIAX.,




Kon

HaunMeHoBaHue pe3yabTaTta 00y4eHHs

[IK 2.7

OcyniecTBIATh OpraHU3alMOHHO-METOANYECKOE PYKOBOJICTBO U
KOHTPOJIb 3a pabOTOM apXrBa OpraHU3aly U 3a OpraHu3auen
JJOKYMEHTOB B JIEJIOTIPOU3BOJICTBE.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

[MpakTuka, 4

Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHASE AYyTUTOPHAS yYeOHast
npodgeccuo- (makcu- padora
pasiesos HArpy3ka o0y4aromerocst
HAJIBHBIX MaJIbHast o0yuyawuerocs
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHI U HArpy3Ka B T.4. KypcoBast
KypcoBasi CIEeUAJIBHOCTH)
U Npak- BCEro | MpaKTH4yeckKkue pabora BCero 6014
THKH) 3aHATHUSA (mpoekr) P
(mpoekT)
1 2 3 4 S 6 7 8 9 10
Bcero:




3.2. Conep:xxanue 00yuyeHUs MO NPO(PeCcCHOHATBHOMY MOIYJII0

Koasbl
HaumeHnoBaHue pa3jeioB KOMIeTeHIU,
npodeccHonatbHoro Copep:xanue yuedOHOI0 MaTepHaJia, JIJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, OoBem Yposensn (bopmuposatuio
moayJas (IIM), KOTOPBIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MeRIUCHUIIIHHAPHBIX crnoco0cTBYyeT
kypcoB (MJK) u Tem 3JIEeMeHT
MpPOrpaMMbl
1 2 3 4 5
Tema Tewma 3.1. [Topsimox Copneprxanue yueOHOTO MaTepHaa; 24 2 OK 1,0K 2, OK
npueMa JOKyMEHTOB Ha 1 HopmaTtuBHO-TIpaBOBOE peryirpoBaHue NpUéMa TOKyMEHTOB Ha XpaHeHHE 2 DKCIEepTH3a IEHHOCTH 3,0K4, OK5,
XpaHeHue IokyMeHTOB 3 KpuTtepuu meHHOCTH JOKYMEHTOB 4 [1aBHBIe ()YHKIIUHU SKCIIEPTHOW KOMHUCCHH 5 OK 6, OK 7, OK
OCHOBHBIE 33J]a41 SKCIIEPTU3BI HEHHOCTH JOKYMEHTOB 6 ColepikaHue JOKYMEHTOB - KaK KpUTEPHil 8, 0K 9, IIK 2.1,
ux nernoctu 7 [Mopsmok mepenaun nexn B apxus § CucreMa XpaHeHHS U 00paOOTKH TOKYMEHTOB. 9 K 2.2, 11K 2.3,
Hcnonp30BaHue B AESITENBHOCTH ApPXUBOB COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOIOTHHA 10 K 2.4, 11K 2.5,
WHupopManmoHHBIE XapaKTepUCTUKH JOKyMeHTOB U e 11 Cuctema mepedHei JOKYMEHTOB, IIK 2.6, I[IK 2.7
UCTIONBb3YEMBIX TIPH dKcTIepTH3e HeHHocTer 12 CrnocoObl rpyIUpOBKY YUPEKICHHH B CXEME
HepeyHs
[IpakTrdeckue 3aHATHS 10
I13 Ne 1 IIpuem u oopmiteHHEe TOKYMEHTOB Ha apxuBHOe XxpaHeHue. [13 Ne 2 Odopmienune mucra-
3ageputens aena [13 Ne 3 CocraBnenue annorauuit I13 Ne 4 CocraBnenue onuceit gen I13 Ne 5
KontponpHas pabora mo teme 3.1
Tema Tema 3.2. [lepenaua ConepxaHue yaeOHOTO MaTepHuaa; 12 2 OK 1, 0K 2, OK
JTOKYMEHTOB M3 KaXKIO0T0 1 IloxroToBka Aen [UId epeaayd Ha apXUBHOE XpaHeHue. 2 Cxema CUCTeMaTH3aluy eTUHUI] 3,0K4,0KS5,
YUPEXKIECHUS xpaHeHus 3 CTpyKTypHBIN U XpPOHOJIIOTHUECKHUIT MPU3HAKK cUcTeMaTH3anni OyHKIIMOHAIBHBIH, OK 6, OK 7, OK
OTpacieBOl, TEMaTUYECKUI MPU3HAKY cucTeMaTu3anuu 4 HoMuHanbHbIH, KOPPECTTOHIEHTCKUN 8, 0K9,IIK 2.1,
,reorpauueckuii, aBTOPCKUH MIpU3HAKK cucTeMaTn3annu 5 CocTaBieHHe HCTOPHUYECKUX CIIPABOK K 2.2, 11K 2.3,
ApxusHas xoekims CTpykrypa nepeuns. OnmucarenbHas CTaThs K 2.4,1IK 2.5,
1K 2.6, I[1IK 2.7
[TpakTHYECKOE 3aHATHE 8
I13 Ne6 Pemenue cuTyalioHHBIX 337124 MO MIPOBEICHHUIO OTIepaIliii 0 pUeMy | repeaade el Ha
xpaHeHne B apxuB. CocTaBieHHe aKkTa Ha nepeaady JokyMeHToB Ha xpaHenne 113 Ne 7 CocraBnenne
3aBeputenbHOil Haamucu [13 Ne 8 CocraBienue onvcy Ha nepenady e B apxuB. [13 Ne 9
IIpocTaBneHne HyMepaIuy Ha JINCTAX.
Tema Tema 3.3. Ilpuem ConepxaHue yaeOHOTO MaTepHraa; 14 2 OK 1, 0K 2, OK
JIOKyMEHTOB JIMYHOT'O 1 [loaroToBKa JOKYMEHTOB JIMYHOTO IMPOUCXOXKICHNS Ha apxuBHOE xpaneHue 2 [Ipuem n 3,0K4,0KS5,
MIPOUCXOXKACHHUS Ha odopmIIeHHEe TOKYMEHTOB TI0 JITYHOMY COCTaBY Ha apXuBHOE XpaHeHHue. 3 OCOOEHHOCTH POBEICHHS OK 6, OK 7, OK
XpaHEHHUE B apXUB AKCHEPTHU3HI IIEHHOCTH TOKYMEHTOB JINYHOTO ITPOUCXOKACHUS 4 Pernctpanus 3asBiIeHNH 10 IPHEMY 8, 0K9,1IK 2.1,
JIOKYMEHTOB Ha XpaHeHue. 5 Onucu Ha JOKYMEHTHI 110 INYHOMY COCTaBy MK 2.2, 11K 2.3,




HaumeHnoBaHue pa3jesioB

Koapl

KOMIIETeHIIHIA,
MPOPECCHORAILHOTO Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb (boprmpoBaniio
moayas (ITM), KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
IK 2.4, TIK 2.5,
MK 2.6, [IK 2.7
[IpaxkTrdeckue 3aHATH 10 2
I13 Ne 10 CocraBnenune cnatounoit onmcu Ha aena [13 Ne 11 Tepmunomornaeckuit nukradt [13 Ne 12
CocraBieHre aKTa Ha Iepeady ¢ npuiokeHneM ciratouHoi ommcu. [13 Ne 13 CocraBnenne akta
npuema-tiepenadu. [13 Ne 14 KorrponpHas paboTa mo teme 3.3
Tema Tema 3.4. ConeprxaHne yueOHOTO MaTepHaa; 16 2 OK 1, 0K 2, OK
Opranuzanys yuera 1 Opranmsanus apxuBHOTO (poHIa B Poccuiickoit @exepannu 2 'ocynapcTBeHHas 9acTh APXHBHOTO 3,0K4, OK5,
JIOKYMEHTOB APXUBHOTO tdonrma. HerocymapcrBenHas yacte ApxuBHoro poHna. 3 Kiraccudukanus J0KyMEHTOB OK 6, OK 7, OK
¢donma CucreMaTtuzauusi JOKyMeHTOB 4 @OHIUPOBAHUE APXUBHBIX TOKYMEHTOB OnpeeneHne rpaHull 8, 0K 9, IIK 2.1,
apxuBHOTO QoHaa 5 CocTaBicHNE YICTHBIX TOKYMEHTOB B apxuBe Jleno ¢porma. [TacmopT apxuBa 6 K 2.2, 11K 2.3,
LlenTpanu3oBaHHBIN rOCYAAPCTBEHHBIH YUET JOKYMEHTOB [IpHHIMIIBI IEHTPAIU30BAHHOTO YUETA. K 2.4, I1IK 2.5,
JIOKyMEHTBI IEHTPAJIM30BaHHOT'0 TOCYJApPCTBEHHOTO YU€Ta IIK 2.6, [IK 2.7
[IpakTHyeckne 3aHATHA 2
I13 Ne 15Benenue yuetHbix 1oKyMeHTOB. [13 Ne 16 Tpenunr I13 Ne 17CocraBnenue cxeMbl
yIpaBJIeHUS U OpraHu3anyn apxuBHoro gouaa PO. I13 Ne 1800ecneueHre COXpaHHOCTH JOKYMEHTOB
ApxusHoro ¢oraa [13 Ne 19KonTtponpHas padora mo teme 3.4
CaMocrosiTenbHas padoTa ConeprxaHue yueOHOTO MaTepHaa; 48 OK 1, OK 2, OK
CamocTostensHas paboTa N3ydenue TeopeTndecKoro Mareprana B COOTBETCTBHHU C JUAAKTUIECKUMU €JUHULAMH TEMBI U 3,0K 4, 0K35,
IIpU U3yUYEHUH pazjena 3 MOJTOTOBKA OTBETOB Ha KOHTPOJBHEIE BOIPOCHI, BEIIAaHHEIE IperoaaBatereM. Padora ¢ OK 6, OK 7, OK
[IM.02 KOHCIIEKTaMH, y4eOHOW 1 TOTOIHUTEIBHOM TuTeparypoi (1o maparpadam, rimiaBaMm yaeOHBIX 8, 0K 9, IIK 2.1,
nocoOuii, ykazaHHBIM IpenonaBaTeneM). CocTaBIIieHHE TE3UCHBIX TUIAHOB, ITAMSTOK IT0 TEME 3aHATHS IIK 2.2, TIK 2.3,
K 2.4, TIK 2.5,
1K 2.6, 1K 2.7
Tema Tema 3.5. ConepxaHue yaeOHOTO MaTepHuaa; 14 2 OK 1, 0K 2, OK
O6ecnieueHne COXpaHHOCTH 1 PecraBparus apXxuBHBIX TOKyMeHTOB 2 CucteMa XpaHeHus U o0paboTka JOKYMEHTOB. 3 3,0K4,0KS5,
JTOKYMEHTOB APXHBHOTO Karanornzamnus apXuBHBIX TOKyMEHTOB 4 BrrssBierne u oT00p JOKyMEHTHOH HH(bOpManny s OK 6, OK 7, OK
¢dbonma karajorusanuu Cuctemaru3anus kaprouek. Benenue katanora 5 JIOJOKHOCTHBIE HHCTPYKIIAN 8, 0K 9, TIK 2.1,
pabotHuKOB apxuBa 6 ColuroieHIe TOPsiIKa BEIIaUn el U3 apxuBa 7 OpraHu3aiis XpaHeHHs K 2.2, 1IK 2.3,
JIOKyMEHTOB B CTPYKTYPHBIX IIOJpa3ieiIeHUsIX. BeOMCTBEHHBII IepeueHb K 2.4,1IK 2.5,
1K 2.6, I[IK 2.7
[pakTryeckue 3aHATHS 8

13 Ne 20 [IpumeHeHne COBPEMEHHBIX METOANK KOHCEPBALIMHU U PECTaBpaALlMi apPXUBHBIX JOKYMEHTOB,;
I13 Ne 21 CocraBieHre KHUTH IEPBHYHOTO ydeTa IMOCTYNAOINX B apXUB JOKyMeHTOB. [13 Ne 22
Odopmienue nen Ha xpanenue [13 Ne 23 CocraBieHne OnvcH, JIUCTa-3aBEPUTENS 1eTa




Koapl

HaumeHnoBaHue pa3jesioB KOMIIeTEeHIIH,
MPOPECCHORAILHOTO Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb (boprmpoBaniio
moayas (ITM), KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
Tema Tema 3.6. [Topsimox Copneprxanue yueOHOTO MaTepHaa; 12 2 OK 1,0K 2, OK
pa3MeIieHust JOKYMEHTOB B 1 Pasmemmenue poHmoB B apxuBoxpaHmnmax 2 OCHOBHBIC 3aJJa9l BEIOMCTBECHHBIX apXHBOB 3 3,0K4,0KS5,
apxXuBe BemoMcTBeHHOE XpaHEHHE apXUBHBIX TOKYMeHTOB. OmpeneneHue mpodwst apxusa 4 Tumosoe OK 6, 0K 7, OK
I0JIO’)KEHUE O BEJOMCTBEHHOM apxuBe 5 Pa3MmelieHue 10KyMEHTOB B XpaHWIUILAX U UX 8, 0K 9, IIK 2.1,
tororpadupoBanue. 6 Co3gaHne cTpaxoBoro (poHIa apXUBHBIX TOKYMEHTOB K 2.2, 1K 2.3,
IK 2.4, TIK 2.5,
1K 2.6, [IK 2.7
[IpakTHyeckne 3aHATHA 8
II3 Ne 24 CocraBneHue CXeMbl pa3MEILEHUs TOKYMEHTOB B XpaHuiuiax apxuaa. [13 Ne 25
[IpoBeneHne MPOBEPKH HATMYUS U COCTOSHHS JOKYMEHTOB M BHECEHHE U3MECHEHNH B yUETHBIC
3ammcu. [13 Ne 26 CocraBieHne cXeMbl 000pyIOBaHUS XPAHIJIHINA I XPAaHSHUS apXUBHBIX
nmokymenToB [13 Ne 27 KontponpsHas padora 1o teme 3.6
Tema Tema 3.7. Copneprxanne yueOHOTO MaTepHaa; 14 3 OK 1, 0K 2, OK
DJIEKTPOHHBIE aAPXUBbI 1 ApxuBHOE XpaHEHHE B )KU3HEHHOM LIMKJIE JIEKTPOHHBIX JOKYMEHTOB pecypcoB 2 BunioBoii coctas 3,0K4, OK5,
3JIEKTPOHHBIX TOKYMEHTAIBHBIX pecypcoB 3 OCHOBHBIE 3Tallbl PA3BUTHS APXUBOB 3JEKTPOHHBIX OK 6, OK 7, OK
nmokyMeHTOB 4 COBpeMECHHBIC OpTaHU3aIlMOHHEBIC (DOPMBI XpaHEHHUS SJCKTPOHHOW JOKYMEHTAINH. 5 8, 0K 9, IIK 2.1,
PerpocnekTuBHas KOHBepcws, €€ 1eb u 3aqaun 6 OOmIre NpUHIHITE 00eCTIeYeHHS JOITOBPEMEHHOM K 2.2, 11K 2.3,
COXPaHHOCTH AJIEKTPOHHBIX JOKYMEHTOB 7 [lesiTenbHOCTE MeKayHapoTHOTO COBETa apXHUBOB B chepe K 2.4, TIK 2.5,
Pa3BUTHS AIEKTPOHHBIX aPXHBOB IIK 2.6, 1K 2.7
[IpakTryeckue 3aHATHS 10

I13Ne 28 MToroBast KOHTpOJIBbHAS paboTa

Bcero:
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3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEeXHOJIOTH I

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHs] M JIMCTAaHIMOHHBIX oOpa3zoBarenbHbIX TexHosoruil (ganee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuyae pomyckaercst IpOBOJIUTh 3aHITHE YAAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiatgopmMax: zoom, teams



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeOoBaHMSA K MUHMMAJIbHOMY MAaTePHAIbLHO-TEXHUYECKOMY
o0ecnmeYeHNIo

[Tpodeccronanpubiii Moayas [IM.02 "MeToanka 1 MpakTUKa apXUBOBEICHUS"
peamu3yercs B IIpodeccmonampapiii  Momynas I[IM.01 "JlokymeHTammoHHOE
oOecrieueHure ynpaBiieHud" peain3yercs B ayauTopusxAyaurtopus 12316

KabuneT 1oKyMEeHTalMOHHOTO 00eCTIeYeHUs YIIPaBICHUS

Cucremnniii 6110k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3Y 8Gb
-1 mwr. Monutop DELL 24.1 U2415 /1920x1200/ HDMI x2/DisplayPort/Mini
DisplayPort/USBx2- 1.

KinaBuarypa -1 mr.

Mbpiib -1 mrT.

[Ipoexrop Beng MX507 -1mt.

Okpad 115 npoekropa Digis Optimal-B -1mT.

NBIT ABC Back-UPS

Crenapl — 4 miT.

KaOuner /1151 npoBeieHNs 3aHATUN JIEKIIMOHHOTO THIIA.

Aynutopus 12328

Kabunet nmpaBoBoro odecrneueHus: npoeccruoHanIbHON AeATeIbHOCTH

Cucremnsiii 6110k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3V 8Gb
-1 wr. Monutop DELL 24.1 U2415 /1920x1200/ HDMI x2/DisplayPort/Mini
DisplayPort/USBx2- 1.

Knasuarypa -1 mr.

Mpbib -1 wr.

[Tpoextop Beng MX507 -1mT.

Okpan 115 npoekropa Digis Optimal-B -1mT.

WBIT ABC Back-UPS

CreHap! — 5 miIT.

Kabuner st npoBeieHUs 3aHATHI JIEKIIMOHHOTO THUIIA.

Aynutopus 12224

JIaGopartopust JOKYMEHTOBEIECHUS

VYyeOHast MeOenb — CTOJIBI, CTYJIbS Ha 32 MOCaJI0YHBIX MECTa.

HukrodonHas TtexHuka. CpencrBa mUCbMa — pa3lIMYHbIE MO KOHCTPYKIIHMH
PYUYKH U KapaHJalllu.

Crennaxu, mkadsl 11t OyMaKHBIX JOKYMEHTOB.

[Tanku 1 KOpOOKM AJ1 XpaHEHUs JOKYMEHTOB.

KoMmmiekTsl  OIaHKOB ~ OCHOBHBIX  PacCHOPSAUTEIBHBIX  JIOKYMEHTOB.
Muorodyukuunonansaoe ycrporictso HP LaserJet Pro MFP M125mw -1miT.

CumBatoniee 000py/I0BaHUE — MEPEIUIETHBIA OpraHaiszep.

[Tpubop AJI11 HaHECEHU 3aIMTHBIX OKPHITUI HAa TOKYMEHTHI (JJAMUHATOD).



ByMaroyHnuToxaromas MalnHa (mpeaep).

Crenmanu3upoBaHHbI KaOWHET JUIsi MPOBEACHUS NPAKTUYECKUX 3aHATHM,
TPYNNOBBIX W WHAMBUAYAJIbHBIX KOHCYNbTAllMd, TEKYLIETO KOHTPOIS U
IPOMEKYTOYHOM aTTecTaluu, yaeOHON MPaKTUKU.

Aynurtopust 12117

JlaGoparopuss ~ yueOHas  KaHmemspus  (ciayk0a  JTOKYMEHTAIlMOHHOT'O
obecrieueHus yIpaBIeHUs)

Cucremusiii  Omok  ProMegalet 310 MT 13 7100/4Gb/500Gb
7.2k/HDG360/DVD/DOS -10 mir.

MonuTop ASUS 23.8 VA249HE VA/1920x1080/D-Sub/HDMI -10mt

Kmasunarypa — 10mT.

Mpbib — 10mT.

Cron paOouuii A MHBAIUIOB KOJSICOUHUKOB JETeH U B3pOCIBIX
perynupyembiit 1o Beicote CH-1 -61mr.

Croi ¢ MUKpOTU(TOM Ha AJIEKTPOTPUBOJIE C PETYIUPYEMBIM YPOBHEM BBICOTHI
crosemrHUIbl «Quadro Flex 2b/2d» -3 mt. MHorogynkunonaisHoe ycrpoiictso HP
Color LaserJet Pro MFP MA477fnw -lmr. Kannenspckwe TOBapsl — pPYYKH,
KapaH/Iall, CKPENKH, ABIPOKOJIBI, CKopocuBaTenu. [lanku u kopobda 11 XpaHeHUs
nokyMeHToB. IlIkads! 111 XpaHeHHss OyMaXKHbIX TOKYMEHTOB.

I[1O: Windows, MS Office, Acrobat g wurtenuss pdf daitnos
(BU3yalM3UpOBaHHBIX 3JIEKTPOHHBIX JOKyMeHTOB), Koncynbrantllntoc, antusupyc
Kacnepckoro.

Crneunanvu3upoBaHHbI KaOMHET /Ji1 MPOBEAEHUS MPAKTHUYECKUX 3aHATHM,
TPYNNOBBIX W WHAMBUAYAIbHBIX KOHCYNbTAllMd, TEKYLIETO KOHTPOIS U
MPOMEKYTOUHOM aTTeCTallui, Y4eOHON MPAKTUKH.

Aynutopus 12313

JIaGopartopusi CUCTEM 3IEKTPOHHOTO JOKYMEHTOO00pOoTa

CepBep, NOAKIIOYEHHBIN K HUHTEPHETY, KOMITBIOTEPBI, 00bETUHEHHBIE CETHIO C
cepepoM u Apyr-apyrom: Monoomok Acer Intel(R) Celeron(R) CPU N2930 @
1.83Hz, 1.83Hz O3V 4Gb — 3 mt.; MonooOmok Acer Intel(R) Pentium(R) CPU J2900
@ 2.41Hz, 2.41Hz O3V 2Gb - 2 mir.

Knasuarypa -5 mir.

Mpius - 5 mwt. MuorogynkuuonansHoe ycrpoiictBo HP Color LaserJet Pro
MFP M477fnw -1mT.

VYyeOHast MeOenb — CTOJIBI U CTYJIbS Ha 24 1MOCaI0YHbIX MECTa.

CreHapl — 4 niIT.

TB-nanens — 1 wr.

I1O: Windows, MS Office, CO]1 or 30Ca IEJIO, Acrobat mist urenust pdf
¢daiinoB (BU3yaJIM3UPOBAHHBIX SJIEKTPOHHBIX A0KyMeHTOB), Koucynbranrtllmtoc,
antusBupyc Kacrnepckoro.



Crenuanu3upoBaHHbIl KAaOMHET [JIsl TPOBEIACHHS] MPAKTHUUECKUX 3aHATHUH,

IPYNIIOBBIX W  MHAWUBHIAYAJIbHBIX KOHCYJbTAlMM, TEKYLIEro KOHTPOJIA U

MIPOMEXKYTOUHOM aTTecTally, yueOHO!U MPAKTHKH.
Aynurtopus 12203

bubmmorexka, YUTATbHBIN 3ai (cnenuanu3upoBaHHbIN KaOHWHET),

O60py,ZIOBaHHBII>'1 KOMIIBHOTCPpaAMHU C BBIXOJOM B CCTh I/IHTepHeT.

10 pabounx MecT, B TOM 4uciie 5 MeCT, 000pPYTOBaHHBIX KOMITbIOTEPAMU JJIst

CaMOCTOSITENIbHOM paboThl CTYACHTOB C BBIXOJOM B Internet - moHOOIOKH Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb, knaBuaTypbl, MBIIIH.

1 TIK gs cotpymuukoB, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3V 4Gb, muoropynkuuonansnoe ycrtporicteo HP LaserJet Pro MFP
M125mw - 1.

4.2. MapopmanuonHoe odecrnedeHue 00y4eHust

OCHOBHBIE HCTOYHUKH

Ne i/t

bubnuorpadudeckoe onvcanue

1. Kopnees, U. K. JlokyMeHTaIllMOHHOE 0OECIICUCHUE YIIPABJICHUS : YICOHHUK U
MPAaKTUKYM JUI cpeqHero npogeccuonansHoro oopazosanus / U. K. Kopuees, A. B.
[Tmenko, B. A. Mamrypres. — 2-e u3j., nepepad. u gon. — Mocksa : 3natenbcTBo
IOpaiit, 2022. — 384 ¢. — (IIpodeccuonanpHoe obpazosanue). — ISBN 978-5-534-
05022-6. — Tekcr : anekrporHbIi // OOpa3oBaTenbHas miardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/492541

2. Abynanze, 1. I'. JlokymMeHTallMOHHOE OOecieueHne YIpaBiIeHUs IEPCOHANIOM :
y4eOHUK U npakTUKyM ais By3oB / JI. I'. AGynanze, Y. b. Beinpsikkuna, B. M.
Macnoa. — 2-e u3f., nepepab. u gon. — Mocksa : M3aarensctBo IOpaiit, 2022. —
370 ¢. — (Bwicmee oopazoBanue). — ISBN 978-5-534-14486-4. — Tekcr :
anexTpoHHsbid // OOpa3zoBarenbHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489736

3. Kyznenos, U. H. /lokymeHTanimoHHOe oOecriedeHne yrpaBiIeHusI.
JIoKyMEHTOO0OPOT ¥ JETONPOU3BOACTBO : YICOHUK M MPAKTUKYM JUISL CPEITHETO
npodeccuonansuoro oopazosanus / M. H. Ky3nenoB. — 3-e u3z., nepepab. u gon. —
Mocksa : U3aarensctBo IOpaiit, 2022. — 462 ¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT : 21eKTpOHHBIH //
OopasoBarenbHas iathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/490168

4. lllysanosa, H. H. JlokymeHTanimoHHoe obecrieueHue ynpaBieHus : yueOHUK U
MIPaKTUKYM JUIsl cpeiHero npodeccuoHanbHoro oopasosanus / H. H. Illysanosa. —
2-e u3n. — Mocksa : UznatensctBo FOpaiit, 2022. — 265 ¢. — (Ilpodeccronanbroe
obpaszoBanue). — ISBN 978-5-534-00088-7. — Tekcr : 21eKTpOHHBIH //
Oopa3oBarenbHas iatpopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/489985

I[OHOJIHI/ITG.]ILHLIG HCTOYHUKMU:



Ne ii/mt bubnuorpaduueckoe onucanue

1 1. KazakeBuu, T. A. JlIokyMEeHTAIIMOHHOE 0OECTICUCHHE YIIPABICHUS : YUeOHUK H
MPAKTUKYM JUIS cpeHero npodeccuoHanpHoro oopazoBanust / T. A. Kazakesuu, A.
W. Tkannu. — 2-e u3A., uctp. u gon. — Mocksa : M3narensctBo KOpaiir, 2022. —
177 ¢. — (Ilpodeccuonanproe oopazoanne). — ISBN 978-5-534-06291-5. — Teker
: aneKTpoHHBIN // O0pazoBarenbHas maTdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/491677

2 2. I'pozosa, O. C. [lenonpou3BoCcTBO : yueOHOE MOCOOHUE I CPEAHETO
npodeccuonanbHoro oopazoanus / O. C. ['pozoBa. — Mocksa : M3narenscTBo
IOpaiir, 2022. — 126 c. — (IIpodeccuonanpHoe odbpazopanue). — ISBN 978-5-534-
08211-1. — Tekcr : anekrponHbIit // O6pa3oBatenbHas miardgopma FOpaiir [caidt]. —
URL: https://urait.ru/bcode/492787

3 3. Ky3nenos, U. H. JlokymeHTanimoHHOE 00eCIieYeHne YIPaBICHUS IEPCOHAIOM :
Y4eOHHK U PAaKTUKYM IS CPEAHETo podeccnonaabHoro oopazosanus / 1. H.
Ky3nenoB. — Mocksa : U3parensctBo FOpaiit, 2022. — 521 ¢. —
(ITpodeccunonanvroe odpazoBanue). — ISBN 978-5-534-04451-5. — Tekcr :
anekTpoHHbIH // ObpazoBatenbHas miargopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/497801

HNuTepHeT-pecypcesl

[IpaBoBas cucrema «Koncynerant Ilnroc»
1. http://www.consultant.ru.

[IpaBoBas cucrema «I'apanT»

1. http://law.agava.ru.

Cairsl

1. 3. www.consultant.ru

2. 4. www.sekretary.net

3. 5. www.officemart.ru

4. 6. www.kadrovik-praktik.ru

5. 7. www.todol.kdelo.ru

Ilepuoanuyeckue nevyaTHbie U3IaAHUS
Poccutiickue apxuBsl. cTopust 1 COBpeMeHHOCTS : yueOHuk / Xopxopauraa T.

., Bonkosa T. C.; otB. pea. B.B. Munaes. - Mocksa : PITY, 2012. - 416 c.
JlokymeHTaImoHHOe oOecTieueHre ypaBIeHus : Y YeOHUK U TPAKTUKYM /
KazakeBuu T.A., Tkanuu A.U. - 2-e uzn. - M. : UznarensctBo FOpaiit, 2017. - 161.
1. https://www.biblio-online.ru/book/14309A03-1137-4585-91B2-
7TEBE89B533AA

4.3. O0mme TpeOGOBaHMA K OPraHU3aLMU 00Pa30BaTeJIbLHOIO NPoIecca



4.4. KagpoBoe o0ecnieuenne 00pa3oBaTeIbHOI0 MPOLECCa

Peanuzamus [MIICC3 mo cnenuaibHOCTH OOECTIEYMBACTCS IMEIarOTHIECKUMHU
KaJpaM, HMEIOIIMMH BBICIIEE OOpa3oBaHHWE, COOTBETCTBYIOIIEE MOPOPUIIO
pernojaBaeMon JUCHUIUIMHBL (MOAyJsl). ONBIT NEATENTbHOCTH B OpraHu3aliusax
COOTBETCTBYIOIIEH MpodecCuOHANBHOU cdepbl SBIAETCS 00sS3aTENbHBIM IS
npenojaBareyiei, OTBEYAIOIIMX 32 OCBOCHHE OOydaroumuMmcs npodecCuOHaIbHOTO
yueOHoro nukia. [IpenonaBarenu mojiy4aroT AOMOJIHUTENIbHOE IPpodeccuoHaIbHOe
oOpa3zoBaHHE MO MPOTpaMMaM TOBBINMICHUS KBaTW(HUKAIIMK, B TOM 4Yuciie B hopme
CTaXXUPOBKHU B MPOGUIHHBIX OpraHu3aiusax He pexxe 1 pasa B 3 roga. TpeGoBanus k
KBATH(UKAIIMA ~ TIEAArOTHYECKUX  KaapoB, OCYIISCTBIIIONIUX  PYKOBOJCTBO
IIPAKTUKOM:

TpeOoBanusa k KBaM(PHUKAIMK TIEAArOTMYECKUX KaJapoB, 00ECIEeUHBAIOIIMX
PYKOBOJICTBO TPAKTUKOW: HAJIMYKE BBICHIETO MPOQPECCHOHAIBHOIO 00pa3oBaHUs,
cootBercTBytomero npodumo, (Ilpukaz ot 28.08.2010 Ne761 H Enunsiii
crpaBoyHUK (pea. Ot 31.05.11)).

PykoBOACTBO TPaKTUKOW OCYIIECTBIISICTCS MPEMOABATEIIMU CIICIIHATBHBIX
TUCITUIUIMH KOJUTE/PKA, a TakkKe pPaOOTHUKM TPEANPUATHHA, 3aKpEIUICHHBIC 3a
ctyneHtamu. [Ipuka3zoM pekTopa Ha3HadaeTcs IMPernojiaBareilb, PYKOBOIUTENb
MPaKTUKH OT KoJulemka. B ero 00sS3aHHOCTHM BXOJMT TOCEUICHUE MPEANPUATUS
(oTmena), KOHTPOJb  BBHITIOJIHEHUS  3aJlaHUs HA  TMPAKTUKY, YTOYHECHHE
(KOppeKTHpOBKa) 3aJaHusi B 3aBUCHUMOCTH OT KOHKPETHBIX YCIOBUH TIpH
00s13aTEIPHOM COTJIACOBAHWM JTHX BONPOCOB C PYKOBOAWTEIEM TPAKTUKH OT
MIPEANPUATHS, TTPOBEACHUE KOHCYIbTAIIUN TIO0 COCTABJICHHUIO OTYETa 1O MPaKTHKE,
OIICHKA PE3yJIbTaTOB MPAKTUKH IO UTOTAM €€ MTPOXOXKICHHUS.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS }
MPO®ECCUOHAJIBLHOT'O MOJY.JS (BUJA MPO®ECCUOHAJILHOMI
JNESTEJBLHOCTH)

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
I[IM.02 "MeToauka U mpakTUKa apXUBOBEACHHS'" OCYIIECTBIISIETCS MEeIarOrn4eCKuM
pabOTHUKOM B IpPOLIECCE IPOBEJICHUS AyAUTOPHBIX 3aHATHH, YTO TO3BOJISET
OPOBEPUTHh y OOYYaIOIIUXCSI HE TOJBKO C(HOPMHUPOBAHHOCTH MPOPECCHOHATBHBIX
KOMIIETEHIIN, HO U pa3BUTHE OOIIMX KOMIIETEHINI U 00€CTIeYNBAIONINX UX YMEHUH.

@opMbl ©W  METOAbl KOHTPOJII W OLEHKM pEe3ylbTaToOB OOy4YEeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeacts (POC) no
npodeccuonanibHoMy Moy 1IM.02 "Meroauka u mpakTuka apXuBOBEAEHUS" .



