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1. IACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOJAYJIA IIM.02 ObecrieueHre COXPAHHOCTH JOKYMEHTOB

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOIyNs (mamee — pabodas
mporpaMma)  SIBISIETCSI  4YacThbl0O  OOpa30BaTENIbHOM  MPOrpamMMbl  CPEIHETO
MpoeCCHOHATEHOTO 00pa30oBaHUs — TPOTPAMMbl TIOJATOTOBKH CIEIIHATHCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpammoii npodeccuonanbHoro moayna (IIM.02 "OOecrneueHue COXpaHHOCTH
nokyMeHToB") mo crennanbHocTH 46.02.01 JlokymMeHTallMOHHOE oOecreueHue
YIOPABJICHUS U apXUBOBEJACHUE B YAaCTU OCBOCHHSI OCHOBHOTO BHUJA JIE€ATEIbHOCTH
(B): Bremonnenue pa®oT MO OAHOW WM HECKOJIBKUM MpodeccusiMm padoyux,
TOJDKHOCTSIM ciykamux (npuioxenue k Hactosemy @I'OC CII0).; Opranuzarus
apXUBHON U CIPaBOYHO-MH(OPMALIMOHHON PabOTHI MO JOKYMEHTaM OpraHU3alluu.;
Opranuzanus JIOKYMEHTAIMOHHOTO obecrieueHus yIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOo(decCHOHATBHBIX
kommneteHiui (I11K):

I[IK 2.1 OcymecTBiasTh 3KCHEPTU3Y LEHHOCTU IJOKYMEHTOB B COOTBETCTBUU C
JNEUCTBYIOIIMMHU 3aKOHOJIATEIbHBIMUA aKTaMU U HOPMaTUBAMHU.

I[IK 2.2 Bectu paboTy B cUCTEMAaX 3JIEKTPOHHOI'O JJOKYMEHTOO0OpOTA.

[IK 2.3  Pa3pabaThIBaTh U BECTH KJacCU(UKATOPHI, TAOEIU U JIp. CIPABOYHUKH IO
JOKYMEHTaM OpraHu3aluu.

[IK2.4 Ob6ecnieunBaTh TpHUEM M paAlMOHAIBHOE pa3MeIIeHHUE 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 LIEIISIX.

[IK 2.7 OcyiecTBISITh OPraHU3aMOHHO-METOANYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboToil apxwBa OpraHM3allid M 3a OpraHu3aIuedl JTOKyMEHTOB B
JIEJIOITPOU3BOICTBE.

1.2. lesaun n 3aga4u npo¢ecCHOHAIBHOI0 MOAYJIS — TPeOOBAHUA K pe3yJibTaTamM
O0CBOEHMS NPO(eCcCHOHATBLHOI0 MOLYJIS

C 1enpio OBJIAJICHUS YKA3aHHBIM BHJIOM JCSATCIIEHOCTH U COOTBETCTBYIOIIMMHU
po(heCCHOHAILHBIMA ~ KOMIICTCHIIMSIMA ~ OOYYaIOIIUACA B XOJIE¢  OCBOCHHSI
PO eCCUOHATTEHOTO MOIYJIS TOJDKEH:

yMEeT:

- OpraHM30BBIBATh JICATEIBHOCTh apXHWBa C Y4ETOM CTaryca W MpOQuIIs
OpraHH3alliH;

- paboTaTh B CUCTEMAX JICKTPOHHOTO IOKYMEHTOO0O0POTA;



- UCIOJbB30BAaTh B JIEATEIBHOCTH apXWBa COBPEMEHHBIE KOMIIBIOTEPHBIC
TEXHOJIOTHUH;

- IPUMEHSTHh COBPEMEHHBIE METOJIMKA KOHCEPBALIMU U PECTABPALUHA aPXUBHBIX
JIOKYMEHTOB;

3HAeT:

- CUCTEMY apXMBHOTO yrpaBieHus B Poccuiickoii denepanniu 1 OpraHu3aluio
ApxuBHoro ¢onaa Poccutickoit denepanuu;

- CUCTeMY XpaHEHUS U 00pabOTKU JOKYMEHTOB;

NmeeT npakTHUECKUN OIIBIT:

- OpraHu3aly apXWBHOH H CIPABOYHO-WH(POPMAIMOHHOW paboOTHl TIO
JTOKYMEHTAM OPTraHU3aIUH.

1.3. Kosin4ecTBO 4acOB Ha OCBOeHHE Padoyeil mporpaMMbl NPogeccnoHaIbLHOI0
MOIYJIsI 10 y4eOHOMY IJIAHY:

Bcero - 132 gac.

B Tom uucne:

MakcumainbHas yaeOHas Harpy3ka ooyuatomierocs - 132 ygac.

Bxurouas:

00s3aTENbHYIO ayJUTOPHYIO yueOHYI0 HAarpy3Ky oOyuyaromerocs - 88 yac.;
CaMOCTOATENbHYI0 paboTy oOyuaromerocs - 44 yac.

Hpyras dopma kontposs - 0 yac.;

1.4. Ucnoan3oBanue yacoB BapuatuBHoi yactu OII ITIICC3



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

Pe3ynbraToM ocCBO€HHSI NMPOPECCHOHAIBHOIO MOAYJS SIBISIETCS OBJAJICHHE
oOyuarorumucst BuaoM nedrenbHoctd (B/): Beimonnenue paboT mo ogHoOW win
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKyMEHTaMm opranusanuu.; OpraHu3amnus
JOKYMEHTAIIAOHHOTO  OOeCTedeHHuss  yOpaBieHUS W (QPYHKIIMOHUPOBAHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)
KOMITETEHIIUSIMHU:

Kon HaumenoBanue pe3yjbrara 00y4yeHus
OK 1 [ToHMMATh CYIIHOCTh M COLIMAIBHYIO 3HAUUMOCTh CBOEH Oymymiei
npodeccuu, MposIBIATh K HEW YCTOWYMBBINA UHTEPEC.;
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO J€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 Ocy1ecTBISATh MMOUCK U UCIIOJIb30BaHUE HH(MOpMAITIH,

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

pa3BHUTHSL;

OK 5 Hcnonb3oBaTh MHOOPMAMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU
B IPO(PECCUOHAIBHON JESITENHHOCTH.

OK 6 PaboTath B KOJUIEKTHUBE U KOMaH/1e, 3O PEKTUBHO 001IATHCS C
KOJJIETaMH, PYKOBOJICTBOM, NOTPEOUTENSIMH. ;

OK 7 Bbpatb Ha ce0s1 OTBETCTBEHHOCTH 32 pa0OTy WICHOB KOMAH bl
(MOTYMHEHHBIX ), pE3yJIbTAT BBIMOJHEHUS 33JIaHUN. ;

OK 8 CaMOCTOSITENIHHO OMPENENATh 331a4l MPoheCCUOHATBHOTO U

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

OK9 OpHEeHTHUPOBATHCS B YCIOBUAX YAaCTOW CMEHBI TEXHOJIOTUH B
po(eCcCUOHANIBHOM IESITEIbHOCTH. ;

[IK 2.1 OcCy1ecTBIATh dKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU
C IEWCTBYIOIIMMH 3aKOHOAATEJIbHBIMU aKTaMH U HOPMAaTHBaMU. ;

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

[IK 2.3 Pa3pabateiBaTh U BecTH KiacCU(DUKATOPHI, TAOSTH U JIp.
CIPABOYHUKH MO JOKYMEHTaM OpraHU3aliu.;

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

IIK 2.5 ObecnieunBaTh YYET M COXPAHHOCTh JJOKYMEHTOB B apXHUBE.;

[IK 2.6 Opranu3oBbIBaTh UCIIOIb30BAHUE APXUBHBIX TOKYMEHTOB B

HAaYYHBIX, CIIPABOYHBIX W IPAKTUYCCKHUX HCIIAX.,




Kon

HaunMeHoBaHue pe3yabTaTta 00y4eHHs

[1IK 2.7

OcCy1IecTBIATh OPraHU3aMOHHO-METOANYECKOE PYKOBOJICTBO U
KOHTPOJIb 3a pabOTOM apXrBa OpraHU3aly U 3a OpraHu3auen
JJOKYMEHTOB B JIEJIONIPOU3BOJICTBE.




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- (makcn- 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 aGora
THKH) 3aHATHUSA (mpoekr) P
(mpoekr)
1 2 3 4 S 6 7 8 9 10
Bcero:




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

COXPaHHOCTH AJIEKTPOHHBIX JOKYMEHTOB 7 O0IIie MpakTHIeCKre PEKOMEHIAINH IO 00ECTIEICHUIO
COXPaHHOCTH IEKTPOHHBIX JOKYMEHTOB 8§ COBpeMeHHBIE OpraHU3alOHHBIE (POPMBI XPAHEHUS
AIIEKTPOHHOI JokyMeHTarun 9 OcoOeHHOCTH MPOBEPKHU INEKTPOHHBIX IM(POBBIX Hoamwcei 10
Yupasienne xpaneHHeM JoKyMeHToB 11 Cuctema apXWBHOTO XpaHEHHUS SJIEKTPOHHBIX TOKYMEHTOB
«DJIAP- snextponHbI cefid» 12 OcHOBHBIE TexHOMOTHH XpaHeHus 13 OT6op JOKYyMEHTOB Ha
nocneaytomee xpanerne 14 OT6op TOKyMEHTOB Ha mocienyroniee yanutoxxkenue 15 [lepenada

Koasbl
HaumeHnoBaHue pa3jeioB KOMIeTeHIU,
npogeccunoHaIbHOr O ¢opmupoBanuro
Moyt (TTM), Copep:xanue yuedOHOI0 MaTepHaJia, JIJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, O6bem Yposensn KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MeRIUCHUIIIHHAPHBIX crnoco0cTBYyeT
kypcoB (MJK) u Tem 3JIeMEeHT
MpPOrpaMMbl
1 2 3 4 5
Tema Tewma 4.1. OcHOBHBIE Copneprxanue yueOHOTO MaTepHaa; 6 2 OK 1,0K 2, OK
(YHKINU yIpaBICHUS 1 OcHoBHBIE yHKINH ynpaBieHus. Pabora ¢ mepcornanom. 2 CkaHHpOBaHNE JOKYMCHTOB apXHBa. 3,0K4, OK5,
OnpeneneHre CPOKOB COXPAaHHOCTH JOKYMEHTOB B apxuBe. COCTaBIE€HNE apXUBHBIX CIPABOK. OK 6, OK 7, OK
CocraBieHue apXuBHBIX kKonuil. 3 VMcnonb3oBaHue JOKYMEHTOB B IPaKTHYECKUX Lesax. CocTaBieHue 8, 0K 9, IIK 2.1,
CIIPABOYHOIO amnmnapara K onucy. Beigaua cipaBky 3asiBUTENSIM U3 apXuBa. Beigaua xonuu K 2.2, 11K 2.3,
3asBUTENIAM U3 apxuBa. [Ipuem 3asBiaeHUi OT 3asBUTENIEH HA BbIIa4y apXUBHBIX JOKYMEHTOB K 2.4, 11K 2.5,
MK 2.6, [IK 2.7
[IpakTHyeckne 3aHATHA 2
113 Nel KontponpHas paboTa mo teme «OCHOBHBIC (DYHKITHH YIIPABICHIH)
Tema Tema 4.2 HopmatuBro- | CojmepkaHue yueOHOTo MaTepHuaa; 4 2 OK 1, 0K 2, OK
mpaBoBas 6aza paboTsl 1 OcHoBHBIE MpaBUIIa PabOTHI TOCYIAPCTBEHHBIX apXUBOB. OCHOBHBIE MpaBuiia paboThI 3,0K4, OK 5,
apXuBa BE/IOMCTBEHHBIX apXuBOB. Kitaccudukaiysi HOpMaTHBHBIX JJOKYyMEHTOB B apxuBax. [Ipuem 3asiBiieHui OK 6, OK 7, OK
ot 3asButeneil. 2 CocTaBieHHe CXeMbl HOPMAaTUBHBIX JJOKYMEHTOB B BEZJOMCTBEHHOM apXHBE 8, 0K 9,IIK 2.1,
CocrapieHue 3asBJICHUS 3aBUTENIEM O BbIIaue MOJJIMHHBIX JOKYMEHTOB U3 apxuBa. CocTaBJIeHHE K 2.2, 11K 2.3,
CXeMBI HOPMAaTUBHBIX TOKYMEHTOB B apXuBe yupexaeHus CocTaBieHus 1mia K 2.4,1IK 2.5,
1K 2.6, I[1IK 2.7
[IpakTrueckue 3aHATUL 2
I13 Ne2 KonTpospHas pabota no teme «HopmaTuBHO-nIpaBoBas 6a3a pabOThI apXUBay
Tema Tema 4.3. ConepxaHue yueOHOTo MaTepHuaa; 38 OK 1,0K 2, OK
Ob6ecrieueHue COXpaHHOCTH 1 ApxuBHOE XpaHEHHE B )KHU3HEHHOM ITHKJIE 3JIEKTPOHHBIX TOKyMeHTOB. HopmaTnBHOE 0OecnieueHue 3,0K4,0KS5,
3MEKTPOHHBIX JOKYMEHTOB ApXMBHOTO XPaHEHMs ANEKTPOHHBIX JOKYMEHTOB 2 HopMaTHBHO-MeTOIMUecKas 6aza XpaHeHUs OK 6, OK 7, OK
ANIEKTPOHHBIX JIOKYMEHTOB B FOCYAapCTBEHHBIX apXxuBax 3 OO0Iue MpUHIKIBI 00ecTIeYeH s 8, 0K 9,IIK 2.1,
JIOJITOBPEMEHHOM COXPaHHOCTH JIEKTPOHHBIX JJOKYMEHTOB 4 BiusHUe pa3IndHbIX PAaBOBBIX HOPM K 2.2, TIK 2.3,
Ha apXUBHOE XpaHEHHUE INEKTPOHHBIX JOKYMEHTOB 5 MeToamaeckoe o0ecredeHrne apXuBHOTO K 2.4,1IK 2.5,
XpaHEeHHS HJIEKTPOHHBIX JOKyMEHTOB 6 O01Iie TeopeTnieckne peKOMEHIAINN TI0 00ECTIEYeHHIO K 2.6, I[IK 2.7




HaumeHnoBaHue pa3jesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopnble paﬁOT])I U NMPAKTHYIECCKUEC 3aHATHUSA,
CaMOCTOATEC/IbHAA paﬁoTa 06yqalo11mxca

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koasl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

2

5

JOKYMEHTOB Ha rociezytoiee xpaneHuel 6 [lepenada 1okyMEeHTOB Ha MOCIEAYIOIIEE YHUUTOXKCHHUE
17 Cpoku XxpaHEHHS JIEKTPOHHBIX JOKYMEHTOB. 18 XpaHeHNe IMOAITMHHNKOB 3JIEKTPOHHBIX
JokyMeHTOB 19 TpeboBaHMs K OpraHU3aLNK XPAHCHUS JOKYMEHTOB B JJIEKTPOHHOM BHJIE.

IIpakTuueckue 3aHATUSL

[13Ne3 PemreHne OCHOBHBIX POOJIEM COXPaHHOCTH AJIEKTPOHHBIX JOKYMEHTOB B JONTOBPEMEHHON
NEePCIEKTUBE. TPEHUHT 0 COXPAHHOCTH 3JEKTPOHHBIX TOKyMEHTOB 13 Ne4 OnbIT XpaHeHUs!
3JIEKTPOHHOH JOKyMEHTAI[MH B COBPEMEHHBIX POCCHHCKIX opraHm3anusx. [Ipakriueckas padora 1mo
XPaHEHHIO AJICKTPOHHOH nokyMeHTanuu Crieruduka ycIoBuil XpaHEHHS 3JIEKTPOHHBIX JOKYMEHTOB
TI3Ne5CocTaBienue anroputMa o ycJIoBUsIM XpaHEHUsI 3J1EKTPOHHBIX TOKyMEHTOB [I3Ne6 Pexum
XpaHEHHA >JIEKTPOHHBIX T0KyMeHTOB [I3Ne7 CocTaBieHue cXeMbl pexXuMa XpaHEHHS JIEKTPOHHBIX
JnokyMeHTOB I13Ne8 3anpenieHHble YCI0BUSI XpAaHEHUS AJIEKTPOHHBIX JOKYMEHTOB. CocTaBieHUe
MaMSTKH 110 3aIPEIICHHBIM YCIOBUSIM XPaHEHHUS 3JEKTPOHHBIX JoKyMeHTOB [13Ne9 Opranmzanms
XpaHEeHHS JJICKTPOHHBIX JJOKYMEHTOB B TocyaapcTBeHHBIX apxuBax [13Nel0 [IpakTndeckas pabora mo
OpraHu3ali XpaHEHUS AJIEKTPOHHBIX JOKYMEHTOB B rocyiapcTBeHHbIX apxuBax [I13Nell Xpanenue
3JIEKTPOHHBIX TOKYMEHTOB. TPEHUHT [0 XPAHEHUIO IEKTPOHHBIX TOKyMeHTOB [13Nel2 Maruuroreka
. [IpakTrdeckoe 3aHATHE MO UCHONB30BaHUIO MarHUTOTeKH [13Nel3 ITpakTHdeckue pekoMeHaannu 1Mo
PELICHUI0 OCHOBHBIX MPOOJIEM COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B JOJITOBPEMEHHOMH
nepcnekTrBe [13Ne14 CocTaBnerne circka peKOMEH A TI0 PEIICHUIO TTPOOIeM COXPaHHOCTH
3JIeKTPOHHBIX 10KyMeHTOB [13Nel5 Cucremaruzanus 31eKTpOHHBIX TOKyMEHTOB B apxuBe [13Ne 16
Cxema cucTeMaTH3alny JICKTPOHHBIX apXUBHBIX JIOKYMEHTOB B apXUBHOM (onze. [IpakTnieckoe
NPUMEHEHNE CXEMBbl CHCTEMATH3aIMHN JIEKTPOHHBIX aPXUBHBIX JJOKYMEHTOB B apXHUBHOM (oHzae [T3Ne
17 IpuHIATE PU3NIECKOTO YHHUTOXKEHUS JoKyMeHTOB [13Nel8 PasmemnieHne equHMALL 3IEKTPOHHBIX
JOKyMeHTOB B apxuBe [IpakTiueckas padoTta 1o pa3MeIeHHIO eIMHUI] JIEKTPOHHBIX TOKYMEHTOB B
apxue [13Nel19 3apybesxHbie apxuBbl OTBIT 3apyOEIKHBIX APXHUBOB IO 00ECIICICHUIO COXPAHHOCTH
2eKTpoHHBIX JOKyMeHTOB [13 No20 KoHTponmsHas padora Ha TeMy «O0ecredeHue COXpaHHOCTH
JJIEKTPOHHBIX JOKYMEHTOB

36

CamocrosrtensHas paboTa
CamocTosrtensHas paboTa
IIPU U3y4YEHUH pasjena 4
IIM.02

ConepxkaHue yueOHOro Marepuaa:

N3ydenue TeopeTHyecKOro Marepuana B COOTBETCTBUU C AUAAKTUYECKUMU €IUHUIIAMU TEMBI U
MOATOTOBKA OTBETOB Ha KOHTPOJIbHBIE BONPOCHI, BBIAaHHBIE TIpernojaBartenieM. Pabora ¢
KOHCIIEKTaMH, Y4eOHO! ¥ JOTOJIHUTENILHOM IuTepaTypol (1o naparpadam, riiaBaM y4eOHbIX
ocoOMH, yKa3aHHBIM IpernoaaBaTesneM). CocTaBiIeHHE TE3UCHBIX IUIAHOB, TAMATOK 10 TEME 3aHTUS
IToaroToBka k MPaKTUYECKUM 3aHSTHAM C HCHOIb30BAHUEM METOIUUECKUX PEKOMEHIAINH
NPeroiaBaTes, BBIIOJHEHNE U 0(OpPMIIEHHE IPAKTUIECKUX paboT, TECTOBBIX 3aJaHUi, B TOM YHCIIe
B aekTpoHHON cucteMe MOODL. CamocrosiTennbHOE N3ydeHUE 3aKOHOIATEIbHOM 0a3bl,
perynupymoniel odecnedyeHne COXpaHHOCTH JOKYMEHTOB ApXUBHOTO (hOHAA.
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Koapl

HaumeHnoBaHue pa3jesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnocoocTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
Bceero: 92




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

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOTOMMMON  CHITBI  (POpPC-MaKOPHBIX  OOCTOSITENIBCTB), TMPEMATCTBYIOIIHX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
pacnucaHueM, YTBEP)KICHHBIM PYKOBOAMTENIEM CTPYKTYPHOIO MOJpa3JeieHus] Ha
wiatgopMmax: ...



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHMMAJIBbHOMY MaTEePHAJIbHO-TEXHUYECKOMY
o0ecrne4eHn 1o

[Ipodeccuonanbupii  Moxynsr  [IM.02  "OGOGecneyeHWe  COXpPaHHOCTH
JTIOKYMEHTOB" peanu3yercs B

Aynutopus 12316

Kabuner apxuBoBeACHUS

Cucremnnbiii 6110k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3Y 8Gb
-1 .

Monutop DELL 24.1 U2415 /1920x1200/ HDMI x2/DisplayPort/Mini
DisplayPort/USBx2- 1.

KiaBuarypa -1 mr.

Mbpiiib -1 mrT.

[Ipoextrop Beng MX507 -1mr.

Okpan s npoekropa Digis Optimal-B -1mT.

NBIT ABC Back-UPS

Crenap! — 4 miT.

Kabuner st npoBeieHUs 3aHATHH JIGKITMOHHOTO THIIA.

Aynurtopus 12211

JlaGopatopust UHPOPMATUKHU U KOMITBIOTEPHO 00paOOTKH JOKYMEHTOB

KommnbroTepHsiii kabuHeT Ha 34 pabouux MecTa.

Momno6sok Acer Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb
-26 .

Momno6mok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3V 2Gb
-8 1T.

Knasuarypa -34 mr.

Mpiib -34 mr.

Muoro¢dynkunonansHoe ycrpoiictBo HP LaserJet Pro MFP M125mw -11r.

Busyanuzarop apxusa.

[Mxad s OymMakHBIX TOKYMEHTOB.

VYyeOHast MeOenb - CTOJIbI, CTYJbs Ha 34 MOCcaoYHbIX MECTa.

[1O: mporpamma mist 06pabotku rpadudeckux uzodOpaxkenuii IrFanView,
Windows, MS Office, mporpamma st mepeBoaa - oHyaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat qist urenust pdf ¢aitnos (BU3yanu3npoBaHHBIX
AJIEKTPOHHBIX TOKYMEeHTOB), yueOHas Bepcusi T-FLEX CAD.

CreHap! — 5 mIT.

KommbroTepHbiii KaOMHET JTs TPOBEACHHS TPAKTUYECKUX 3aHATUH, TPYIIIIOBBIX
U WHIUBUAYAIbHBIX KOHCYJIBTAI[UM, TEKYIIETO KOHTPOJS U MPOMEKYTOUHOU
aTTeCTalllH, MPOU3BOACTBEHHON MPAKTUKH.

Aynutopus 12313



JIaGopatopusi CUCTEM BIEKTPOHHOTO JTOKYMEHTO000pOoTa

CepBep, MOAKIIOYEHHBIN K HHTEPHETY, KOMITBIOTEPBI, 00bETUHEHHBIE CETHIO C
cepBepoMm U Apyr-apyrom: MonooOsok Acer Intel(R) Celeron(R) CPU N2930 @
1.83Hz, 1.83Hz O3VY 4Gb — 3 mt.; Mono6nok Acer Intel(R) Pentium(R) CPU J2900
@ 2.41Hz, 2.41Hz O3V 2Gb - 2 mir.

KnaBuarypa -5 mr.

MpIb -5 mr.

Muorodyukuuonansaoe yctpoiictBo HP Color LaserJet Pro MFP M477faw -
L.

VYyeOHast MeOesb — CTOJIBI U CTYJIb Ha 24 MOCaJOYHBIX MECTA.

Crenanl — 4 mir.

TB-nmanens — 1 mrt.

ITO: Windows, MS Office, C3]1 or 30Ca JIEJIO, Acrobat mist urenust pdf
(aiioB (BU3yaJU3UPOBAHHBIX AJEKTPOHHBIX JOKYMeHTOB), Koucynpsrantllmtoc,
antuBupyc Kacrnepckoro.

Crneunaiv3upoBaHHbI KaOMHET /i1 MPOBEACHUS MPAKTHUYECKUX 3aHATHM,
TPYNNOBBIX W WHAMBHAYAIbHBIX KOHCYJbTAIMM, TEKYIIETO KOHTPOJS W
MIPOMEKYTOUHOM aTTeCTALIH, IPOU3BOJACTBEHHON NPAKTHKH.

Aynurtopus 12114

JIaGoparopusi TEXHUYECKUX CPEICTB YIPABICHUS

Cuctemubii  Omox  ProMegalet 310 MT i3 7100/4Gb/500Ghb
7.2k/HDG360/DVD/DQOS -2 mir.

Cuctemubiit 6ok DEXP Intel(R) Pentium(R) CPU G4560 @ 3,50GHz
3,50GHz O3V 4Gb — 1.

MonuTop ASUS 23.8 VA249HE VA/1920x1080/D-Sub/HDMI -2mr.

Momnwutop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/VGA -1miT.

KnaBuarypa — 3.

Mpbiib — 31T.

Be6 xamepa Logitech HD Webcam C270 -1mir.

Haymnuku Sven AP-670MV 4yepHsblii -51T.

Cxkanep Canon LIDE 300 240044800 dpi, 48bit, USB, A4 -2 mir.

MuorodynkunonansHoe yctporicto HP Color LaserJet Pro MFP M477fnw -
L.

JukTohOoHBI — 2 MIT.

Tenedpon — 1 mrT.

®axkc — 1 mr.

bpourtopoBoynas mammHa — 1 mr.

Crunuep yCuJICHHBIN.

YerpoiictBo it nedatu TakTuibHOM rpaduku «PIAFy -1 mir.



[IpoBomHass rapHHTYpa € KOCTHOM mpoBoauMocThio «Aftershokz Sportz
Titaniumy -1 .

KnaBuarypa amantupoBaHHasi OecnpoBOJHAs C OOJBIIMMU KHOMNKAMH H
HaKJIaaKoM -1 miIT.

Axkyctuueckas cuctema Front Row to Go (kononka HaymHuK. Mukpodon)-1
IIT.

Buneoysenmnuntens ONYX Portable HD -1 .

Tepmobymara ZY-TEX Swell paper -2 nauku

bymara qiis neuatu penbedno-ToueunbM mpudToM bpaitng — 10 mauek

[Tpuntep g neyat penbedHo-ToueyHbIM mpudTOoM bpaiins «Index Everest-
D V5» -1mr.

[ToabeMHHK JECTHUYHBIN TyCeHUYHBIM MOOUIbHBINA T09 «Roby PPPy -1 mir.

Kpecno-konsacka naBanuanas HO35 -1 mr.

Bpaitnesckuii nucruieit Focus-40 Blue -1mT.

VYyeOHast MeOeIb — CTOJIbI, CTYJIbS.

I1O: Windows, MS Office ¢ ycranoBnennbsiM Outlook, Koncynerantllntoc,
antuBupyc Kacrnepckoro.

KoMmbroTepHbIii KaOMHET JUTsI TPOBEACHHS MTPAKTUUECKUX 3aHATHI, TPYITITOBBIX
U UHAUBUAYAJTbHBIX KOHCYJIbTAIlMM, TEKYIIETO KOHTPOJIS M MPOMEKYTOUHOM
aTTEeCTallH, PON3BOJICTBEHHON MPAKTUKH.

Aynutopus 12203

bubmuoTexka, YUTAIbHBIN 3ai (cnenmanu3upoOBaHHBIN KaOWHET),
000pyIOBaHHBIN KOMITBIOTEPAMH C BBIXOZOM B ceTh MHTEpHET.

10 pabounx MecT, B TOM 4HCiie 5 MECT, 000PYIOBAHHBIX KOMIBIOTEpAMU IS
CaMOCTOSITeNIbHOM paboThl CTYACHTOB C BBIXOJOM B Internet - MoHOOHOKM Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb, knaBuaTypbl, MbIIIH.

1 IIK gns corpynnukos, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3Y 4Gb, muorodynkimonanbHoe ycrpoiicteo HP LaserJet Pro MFP
M125rnw - 1.

4.2. UudopmanuonHoe odecrieueHne 00ydeHust

OCHOBHBIC HCTOYHUKH:

No mi/mm bubnuorpadudaeckoe onvcanue

1 1. Packun, 1. 1. Metoanka u mpakTHKa apXUBOBEJICHUS | YI€OHUK /I CPEAHETO
npodeccuonansHoro oopazosanus / 1. U. Packun, A. P. CokonoB. — Mocksa :
WznarensctBo FOpaiit, 2022. — 339 ¢. — (IIpodeccuonanproe oOpazoBaHue). —
ISBN 978-5-534-02419-7. — TekcrT : anekTpoHHbIH // OGpa3oBaTenpHas miardopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/492546

2 2. Kopnees, U. K. JlokymeHTanimoHHoe o0ecriedyeHne ynpapiaeHus : y4eOHUK U

MIPaKTUKYM JUIs cpeiHero npodeccuonanbHoro oopasosanusi / U. K. Kopuees, A. B.
[Tmenko, B. A. MamrypreB. — 2-e u3j., nepepad. u gon. — Mocksa : 3naTenbcTBo




Ne i/t

bubnuorpaduueckoe onucanue

IOpaiir, 2022. — 384 c. — (IIpodeccuonanpHoe odpazopanue). — ISBN 978-5-534-
05022-6. — Tekct : anmekTpoHHbIi // O0pa3oBaTenpHas iargopma FOpaiit [caiT]. —
URL: https://urait.ru/bcode/492541

3. Konun, H. M. [IpaBoBbie OCHOBBI YIPaBICHYECKON ACATEIBHOCTH : yaeOHOE
nmocobue 11 cpeanero npodeccuoHanbHoro oopasosanus / H. M. Konumn, E. U.
Maropuna. — Mocksa : U3natensctBo FOpaiit, 2022. — 139 ¢. —
(ITpodeccnonansuoe odpazoBanue). — ISBN 978-5-534-09852-5. — Tekcr :
anekTpoHHbId // OOpa3oBarensHas miaatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/492523

4. Hukomokun, C. B. IIpaBoBoe obecrieueHne npodecCHOHATBHON IeITeIbHOCTH :
y4eOHUK U MPAKTUKYM JJIsl CpeAHero npodeccuonaibHoro oopazoBanus / C. B.
Huxomokun. — Mocksa : M3natensctBo FOpaiit, 2022. — 248 ¢. —
(ITpoeccronansroe odpazoBanue). — ISBN 978-5-534-14511-3. — Texkcr :
anekTpoHHbIH // ObpazoBatenbHas miatgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/497103

5. loponuHna, JI. A. JlokymeHTallMOHHOE 0OecTieyeHNe YIpaBlIeHus : Y4eOHUK U
MPAaKTUKYM JUIS cpeqHero npodeccuoHansHoro oopazosanust / JI. A. Jloponuna, B. C.
Wputukoa. — Mocksa : M3garensctBo IOpaiit, 2022. — 233 ¢. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-05783-6. — Texker :
anekTpoHHbIH // OOpa3zoBatenbHas miardgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/492618

ﬂOHOJIHI/ITeJILHI)Ie HUCTOYHHUKH:

No /1t

bubnnorpaduueckoe onucanue

1. I'po3osa, O. C. [lenonpousBoactBo : yuedHoe nocobue ais By3oB / O. C. I'po3oga.
— Mockaga : U3narensctBo FOpaiit, 2022. — 124 ¢. — (Briciee oOpa3zoBanue). —
ISBN 978-5-534-06787-3. — TekcT : anekTpoHHbIH // OGpa3oBaTenpHas miatdopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/492786

2. llemenkosa, C. 1. ApxuBosenenue. Mcropus apxusos Poccun ¢ 1peBHENIINX
BpeMeH /10 Havyana XX Beka : yueOHoe mocolue i cpeJHero npopeccuoHaaIbHOro
obpazoBanus / C. U. llemenkosa ; moa HayuHnou penakiuedt JI. H. Masyp. — Mocksa
: U3natensctBo FOpaiit, 2022. — 153 c. — (IlpodeccuonansHoe oOpa3zoBanue). —
ISBN 978-5-534-10241-3. — Tekcr : anekTpoHHbIH / OOpazoBaTenbHas miathopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/495215

3. YrpaBreHue nepcoHajgoM : y4eOHUK U MMPAKTUKYM JUIsl CPETHETO
npodeccronansHoro oopazoBanus / A. A. JINTBUHIOK [u 11p.] ; ox penakiueit A. A.
JIutBUHIOKA. — 2-€ U31., nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2022.
— 498 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-01594-2. —
Texkcr : anexTponnsii // O6pazoBarenbHas maatdopma FOpaitt [caiit]. — URL:
https://urait.ru/bcode/489846

HNuTepHer-pecypcenl

«OTEYeCTBEHHBIE APXUBBDY HAYYHO-TIPAKTUYECKUH KypHAI




1. http://rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-
otechestvennye-arhivy/soderzhanie-nomerov

bu6neorexka MUNUT

1. library.miit.ru

4.3. O0mue TpeOOBaHUA K OPraHU3aNMU 00Pa30BaTeJIbLHOIO Mpoecca

4.4. KagpoBoe o0ecnieuenne 00pa3oBaTeIbHOIO MpoIEcca

TpeboBanuss K KBaTM(UKAIMU IEJArOTHYSCKAX KaJpPoB, OOCCIICUNBAIOIINX
oOydeHHe 1O MEKIUCIUIUIMHAPDHOMY Kypcy (KypcaM): HaJW9We BBICIICTO
npodeccroHaIbHOT0 00pa30BaHUs COOTBETCTBYIOIIETO TPOPHITIO.

TpeboBanusi K KBamM(pUKANNUK TEJArOTHUYECKUX KaJIpOB, OOECIICUUBAIOIINX
PYKOBOJICTBO TPAKTUKON: HAJIWYHE BBICIIETO MPOGECCHOHATHLHOTO 00pa3oBaHUs,
COOTBETCTBYIOIIETO MPOUITIO.

PykoBOJICTBO TPAKTHKOW OCYIIECTBIISICTCS IMPENOIABATEISIMA CIICIIHATBLHBIX
JUCIMILIAH , a TaKkKe PaOOTHUKHM NPEIIPHUITHH, 3aKPEIUICHHBIC 332 CTYIACHTAMHU.
[Tpuka3omM pekTopa Ha3HA4YaeTCs MpernojaBaTellb - PYKOBOJMUTEIb MPAKTHUKHA OT
oOpa3oBaTeNbHOW OpraHm3alui. B ero o00s3aHHOCTH BXOAWT TIOCCHICHHE
npeanpusTus (OTAeNa), KOHTPOJIb BBHITOJHEHUS 3a/IaHus HA TMPAKTUKY, YTOUYHCHHE
(KOppEKTHUpPOBKA) 3a7aHWsl B 3aBUCHUMOCTH OT KOHKPETHBIX YCJIOBHHA IIpH
0053aTeJIbHOM COTJIACOBAaHUU STHUX BOIPOCOB C PYKOBOJIUTEIIEM MPAKTUKH OT
TPEINPHUATHS, TIPOBEACHUE KOHCYJIbTAIIMH 10 COCTABJICHHIO OTYETa 1O IPAKTHKE,
OILICHKA PE3YJIbTATOB MPAKTUKH IT0 HTOT'aM €€ TIPOXO0XKICHHUS.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS }
MPO®ECCUOHAJILHOTO MOAY.JIS (BUJA MPO®PECCUOHAJIBLHOMI
JNESTEJBLHOCTH)

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
I1IM.02 "OGecnieyeHue COXPAaHHOCTHU JOKYMEHTOB" OCYIIIECTBIISIETCS
neJarorudeckuM paboOTHUKOM B IMPOIECCe MPOBEICHUS ayJIUTOPHBIX 3aHATHUM, YTO
MO3BOJISIET TPOBEPUTH Yy OOydarommxcsi HE TOJbKO CHOPMUPOBAHHOCTH
npo(ecCHOHANBHBIX KOMMETCHIIMHA, HO W pa3BUTHE OOIIMX KOMIIETCHIUH H
00€eCIeYnBaAOIINX UX YMEHHUN.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pe3ylbTaToOB  OOy4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIOM oneHouHbIX cpeactB (POC) mo
npodeccronansHomMy Moyito [TM.02 "OGecniedeHrne COXpaHHOCTU JOKYMEHTOB' .



