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1. IACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.02 Opranu3zauus apxuBHON M CIIPABOYHO-UH(OPMALUOHHOH
PadOTHI 0 JOKYMEHTaM OPraHHM3anuu

1.1. O6s1acTh NpuMeHeHus1 padoyeil MPporpaMmmbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpaMma)  SBIISIETCS  4YacThl0  OOpa3oBaTeIbHOW  MPOTpamMMbl  CPEIHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBHHM C MPUMEPHOI
nporpammoii mpodeccuonansHoro monyns (IIM.02 "Opranuzanus apXuBHOU U
CIPaBOYHO-MH(POPMALIMOHHON pabOThl MO JOKyMEHTaM opraHu3aunuu’) 1o
cnequaibHocT  46.02.01 JlokyMeHTaunoOHHOE OO€CIeUeHrue YIpaBiIeHUs H
apXMBOBEJIICHHE B YaCTH OCBOCHMS OCHOBHOro Buaa jesreiasHoctn (BJI):
BeinonHenne paboOT MO OJHOM WM HECKOJbKUM MpodeccusiM pabdouux,
JOJDKHOCTSIM cityxanux (npuwioxenue kK Hacrosmemy ®I'OC CIIO).; Opranuzanus
apXUBHOM U CIPaBOYHO-MH(POPMALIMOHHON pabOThl MO JOKYMEHTaM OpraHU3allUM.;
Opranusanus JOKYMEHTALMOHHOTO oOecrnieueHus YIPAaBJICHHUS "
(YHKIIMOHUPOBAHUS OpraHU3allid. W COOTBETCTBYIOIIMX MpOo(decCroHaIbHBIX
kommerenui (I11K):

I[IK 2.1 OcymecTBiasTh 3KCHEPTU3Y LEHHOCTH IJOKYMEHTOB B COOTBETCTBUHU C
JEHUCTBYIOUIUMH 3aKOHOJATEIbHBIMU AKTAMU U HOPMATHUBAMH.

IIK 2.2 Bectn paboTy B cUCTEMaX 3JEKTPOHHOI'O JJOKYMEHTOO0O0pOTA.

[IK 2.3  Pa3pabaTsiBaTh U BeCTH KiacCU(UKATOPHI, TAOETH U JIp. CIPABOYHUKH TIO
JOKyMEHTaM OpraHU3aLuu.

[IK2.4 Ob6ecnieunBaTh TpHUEM M paAlMOHAIBHOE pa3MeIleHHue JIOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB 10 JINYHOMY COCTaBYy).

[IK 2.5 ObecnieunBaTh yY€T U COXPAHHOCTh JOKYMEHTOB B apXHUBE.

[IK 2.6 OpraHn3oBbIBaTH HMCHOJIB30BAHME APXWBHBIX JOKYMEHTOB B HAy4YHBIX,
CIPABOYHBIX U MPAKTUYECKHUX LETAX.

[IK 2.7 OcymiecTBiasiTh  OpraHU3alMOHHO-METOJUYECKOE  PYKOBOJACTBO U
KOHTpOJIb 3a paboToil apxuBa OpraHu3allid W 3a OpraHu3aluei
JOKYMEHTOB B JIEJIONPOU3BOJICTBE.

1.2. Heau u 3agaum NPoO(PecCHOHAIBHOIO MOAYJHA — TPeOOBAHUA K
pe3yJabTaTaM 0CBOCHHS NPOo¢ecCHOHATBHOI0 MOAYJIA

[enu u 3amaun uzydeHus: npodecCuOHATBHOTO MOIYJIS SBJISICTCS OBJIAJICHHE
YKa3aHHbBIM BHUJIOM npodecCuoHATLHON NEATENBbHOCTH (BITI) 151
npodeccoHaTbHBIMU KOMIIETEHIIUSIMHU.

C 1enplo OBNAJEHUSI YKA3aHHBIM BUAOM MPOPECCUOHAIBHON JEATEIBHOCTH U
COOTBETCTBYIOIIUMHU NMPOGECCUOHATBHBIMUA KOMIIETEHIIMSIMU O0YUYaIOIIHIICS YMEET:



- OpraHMU30BBIBATH JEATEIBHOCTh apXHWBa C YYETOM CTaTyca U MPOPuUIIs
OpraHH3aLNH;

- pabdoTaTh B CUCTEMAX IEKTPOHHOTO JOKYMEHTOO00POTA;

- HCIIOJNB30BaTh B JEATEIBHOCTH AapXMBAa COBPEMEHHBIE KOMIIBIOTEPHBIC
TEXHOJIOTHH;

- IPUMEHATh COBPEMEHHBIE METOIUKN KOHCEPBALMU U PECTABPALIMHA APXUBHBIX
JOKYMEHTOB;

3HAeT:

- CUCTEMY apXHBHOTO yIpaBiieHUs B Poccuiickor denepanuy U OpraHu3alnio
ApxusHoro ¢onna Poccuiickoit denepannu;

- CUCTEMY XpaHEHHUs U 00pabOTKU JOKYMEHTOB;

NmMeeT npakTUUECKUN OIIBIT:

- OpraHM3ali apXWBHOM M CHPaBOYHO-MH(OPMALMOHHOM paboOThl 110
JOKYMEHTAM OpraHU3aluu.

1.3. KoiuyecTBO 4YacoB Ha  OCBOeHMe  paldoyeil  MpoOrpaMMmbl
Npo¢ecCHOHATBHOI0 MOAYJIA M0 Y4eOHOMY ILIAHY:

Bcero - 765 yac.

B Tom uncie:

MakcumanbHas yueOHas Harpy3ka oOyuatormerocs - 657 gac.

Bxurouast:

0043aTeNbHYIO0 Ay JUTOPHYIO yUeOHYI0 Harpy3Ky oOyuatomierocs - 438 yac.;
CaMOCTOSITENIbHYI0 paboTy oOy4aromerocs - 219 yac.

Hpyras ¢popma koHTposs - 0 gac.;

[IponsBoacTBeHHas npaktuka - 108 ygac.;

[IpomexxyTouHas arrectauus B popme qudhepeHurnpoBaHHOrO 3a4eTa
[TpomexyTounas artectanus B popme sK3ameHa

1.4. Ucnoan3oBanue yacoB BapuatuBHoi yactu OII ITIIICC3



2. PE3YJIBTATBI OCBOEHMUS ITPOPECCUOHAJBHOT'O MOAYJIA

PesynbraToM ocBOeHHsI NMPOGECCHOHAIBHOTO MOAYJS SIBISIETCS OBJIAJICHHE
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 [ToHMMAaTh CYIIHOCTh M COLIMAIBHYIO 3HAUUMOCTh CBOEH Oymyiein
npodeccuu, MposIBIATh K HE YCTOWYMBBINA UHTEPEC.;
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO J€ATE€IbHOCTh, BBIOUPATh TUIIOBBIE

METO/Ibl M CLIOCOOBI BBITIOJIHEHUSI MPO(PECCUOHAIBHBIX 33/a4,
OLICHMBATh UX 3(PPEKTUBHOCTh U KAUYECTBO.;

OK 3 [IpuHUMAaTh pelIeHUS B CTAHAAPTHBIX U HECTAHJAPTHBIX CUTYaLIUSIX U
HECTH 3@ HUX OTBETCTBEHHOCTb.;
OK 4 Ocy1ecTBIATh MOUCK U UCTIOIb30BaHUE MH(DOpMAIUK, HEOOXOIUMOMN

JJI1 3(1)(1)€KTI/IBHOFO BBIITOJIHCHU L HpO(l)CCCI/IOHaJIBHLIX 3aJa4,
HpO(I)eCCI/IOHaJ'IBHOFO N JIMYHOCTHOI'O PAa3BUTHUL.

OK 5 Hcnonb3oBaTh HHOOPMAIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTUHU B
po(ecCUOHANIBHOM IESITEIbHOCTH. ;

OK 6 PaboTath B KOJUIEKTHUBE U KOMaH/1e, 3O PEKTUBHO 001IaThCs C
KOJUIETaMHU, PYKOBOJICTBOM, IOTPEOUTENSIMML.

OK 7 Bbpatb Ha ce0s1 OTBETCTBEHHOCTH 32 pa0OTy WICHOB KOMAH bl
(MOTYMHEHHBIX ), PE3yJIbTAT BHIMIOJHEHUS 3aJIaHUN. ;

OK 8 CaMOCTOSITENIHHO OMPENENATh 3a1a4l MPodheCcCUOHATBHOTO U

JIJMYHOCTHOT'O pa3BUTHA, 3aHUMATbLCA CaMOO6paBOBaHI/IeM, OCO3HAaHHO
IIAHUPOBATH ITOBBIIICHUC KBaJ'II/I(bI/IKaI_II/II/I.;

OK9 OpHEeHTHUPOBATHCA B YCIOBUSAX YaCTOW CMEHBI TEXHOJIOTUH B
po(ecCUOHANIbHOM IeSITEIbHOCTH. ;

[IK 2.1 OcCy1ecTBIATh IKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU C
JIEMCTBYIOUIMMU 3aKOHOJIATEIbHBIMHU AKTAMU U HOPMATHUBAMH.;

IIK 2.2 Bectn paboTy B cucteMax 3JeKTPOHHOTO TOKYMEHTO000poTa. ;

IIK 2.3 Pa3pabateiBaTh U BecTH KiacCU(DUKATOPHI, TAOETH U JIP.
CIPABOYHUKH MO JOKYMEHTaM OpraHU3alluu.;

[1IK 2.4 OO6ecrieunBaTh IPUEM U pallMOHATILHOE Pa3MeIIeHUE JOKYMEHTOB B
apxuBe (B T.4. JOKYMEHTOB MO JIWYHOMY COCTaRBYy).;

IIK 2.5 ObecnieunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXHUBE.;

IIK 2.6 Opranu3oBbIBaTh UCIIOIb30BaHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX,
CIIPABOYHBIX U MPAKTUYECKUX LIEIIAX.;

IIK 2.7 OcCy1IecTBIATh OPraHU3aMOHHO-METOANYECKOE PYKOBOJICTBO U

KOHTPOJIb 32 pabOTOM apXrBa OpraHU3aIlMH U 32 OpraHu3aluen




Kon HaumeHoBaHue pe3yjbTaTa 00y4eHus

JOKYMCHTOB B JICJIOIIPOU3BOACTBC.




3. CTPYKTYPA U COAEP KAHUE ITPOPECCHUOHAJIBHOI'O MOAYJIAA

3.1. TemaTu4yecKkui NJIaH NPO(eCCHOHATBHOT0 MOAYJIS

Oobem BpPEMEHU, OTBEJIeHHbII HA 0CBOECHHE

Mpaxkruka, 4

Bcero MexaucuMIIMHAPHOI0 Kypca (KypcoB), 4
Konwbl 4acoB CamocrosiTe/ibHAA
HaumenoBanus Oo0s3aTeIbHAsA Ay IUTOPHAA YueOHas
npodeccuo- (makcu- padora
pa3jiesioB HArpy3ka o0y4amouerocs
HAJbHBIX MaJIbHast o0yuawuerocst
npo¢eccHOHAIBHOTO IIpousBoacTBeHHast
KoMIIe- yuyeOHast B T.4.
. MOIYJISA B T.4Y. yueOHas | (mo mpoguiro
TeHIUit HArpy3kKa B T.4. KypcoBasi
KypcoBasi CNEeNHATBHOCTH)
U NpaK- BCero | MpaKTHYeCKHe padora BCero padora
THKH) 3aHATHS (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10
MJIK 02.01. 152 92 20 60
Opranuzanus u
HOPMAaTHUBHO-
MIPaBOBBIEC OCHOBBI
apXMUBHOTO JIeJIa
M/IK 02.02. 208 148 48 60
I'ocynapcrBenHsle,
MYHULUIIAJIbHbIE
aApXUBBI U APXUBBI
OpraHu3aluin
MJIK 02.03. 225 144 56 81
Meroauka u
MpaKTHKa
apXHUBOBEJICHUS
MJIK 02.04. 72 54 20 18
Obecneuenue
COXPaHHOCTH
JIOKYMEHTOB
DK3aMeH 0
Bcero: 657 438 144 219




3.2. Copep:xaHue 00yuyeHHs MO NPO(PeCcCHOHATBHOMY MOIYJII0

Koasbl
HaunMeHoBaHue pa3ieioB KOMIeTeHIIHH,
npogeccHoHATBHOIO0 ¢opmupoBanuro
Moyt (TTM), Copep:xaHue yueOHOI0 MaTepHaJia, JIaGopaTopHbIe padoThl M MPaKTHYECKHE 3aHATHS, Oo0bem Yposens KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4yacos O0CBOCHUS
MeRIUCHUIIIHHAPHBIX cnocodcTByeT
kypcoB (MK) u Tem 3JIeMeHT
NPOrpaMMbl
1 2 3 4 5
MJK 02.01 Opranu3auus 1 160
HOPMATHBHO-IPABOBbIE
OCHOBBI APXHBHOI0 J1eJIa
1. BBegeune 8
Copnepxanue yueOHOr0 MaTepuaia: 4
ITosBnenue apxuBoB B J[peBHEpYyCCKOM rocyapcTBe
ApXUBHas JICSITEIBHOCTD B TIEPUO]] CKIaAbIBAHUS (eoqaTbHON MOHAPXUN
ApXuBHast IeATEILHOCTh B MIEPUOJ CYIIECTBOBaHUS (peoJabHO MOHAPXUH
ApxuBHas nesTelbHOCTh B Poccuiickoit umMnepun
ApXUBHas JIEATEIHHOCTh B COBETCKUN U MIOCTCOBETCKHUM MEPUOIBI
PasButHe apxuBHOH AedTenbHOCTU B Poccuu ¢ ApeBHENINX BpeMeH 10 KoHIa XX Beka 4
[TosiBneHne apxuBoB B JIpeBHEPYCCKOM TOCynapcTBe ApXUBHAS IEATEIHLHOCTh B IEPUO/ CKIIAbIBAHUS
(deonanbHON MOHAPXMUAPXUBHAS IESITENBHOCTD B TIEPHOJI CYILIECTBOBaHHS (he01aTbHOM
MOHapXUUAPXHBHAS 1eATeNbHOCTh B Poccuiickoit nMnepunApxuBHas 1eSTeIbHOCTh B COBETCKUH U
IIOCTCOBETCKUN IEPUOBI
Camocrositenbras padora 1.1 | Comepikanue yueOHOTO MaTepraa; 60
CaMocTosTenbHas pa60Ta I/I3y‘IeHI/Ie TCOPETUIYCCKOTO MaTC€puajia B COOTBETCTBUU C TUJAKTUICCKUMU CANHUIIAMU TEMBI U
TIOATOTOBKA OTBETOB HAa KOHTPOJIBHBIC BOIIPOCHI, BBIJAHHBIC ITPCTIOAABATEIIEM. PabGoTa ¢ KOHCIICKTaMH,
y4eOHOI 1 TOTONHUTENBHOHN JINTepaTypoi (1o maparpadam, rimaBaM y4eOHBIX TOCOOUH, yKa3aHHBIM
npenoaasateneM). CocTaBleHNe TE3UCHBIX MJIAHOB, TAMATOK 110 TEME 3aHIATHS
HO}IFOTOBKa K MPAKTUYCCKHUM 3aHATHUAM C UCIIOJIb30BAHUEM METOANYCCKUX peKOMeHI[aHI/Iﬁ
npenoaaBaTeiid, BBITOJTHECHUE U Oq)OpMJ'[eHI/IC IMPaKTUYCCKUX pa60T, TCCTOBBIX 3aHaHHﬁ, B TOM YHCJIC B
anekTpoHHo cucteme MOODL.
CamocTosaTenbHOE N3yUeHHE 3aKOHOJATeIbHO 0a3bl, perympyomei odecriedeHne COXpaHHOCTH
JIOKYMEHTOB
ApxuBHOTO (OHJIA.
Tewma 1.2 [TpaBoBBIE OCHOBBI Conepxanne yaeOHOT0 MaTepuana; 8

peryJupoBaHus apXUBHOMU
cepst

ApXHBHOE NIPaBo
ApPXHBHOE 3aKOHOJaTEJIbCTBO
(OCHOBHBIE 3aKOHO/IaTEJIHbHBIE aKThI B apXUBHOH cdepe




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢hopmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMoCTOsITe/IbHAsI padoTa 00y4YaroImmuXcst 4acoB OCBOCHUS
MERIUCHUTIIHHAPHBIX cnoco0cTByeT
kypcoB (MIK) u Tem 3JIEMEHT
NMPOrpaMMsbl
1 2 3 4 5
[IpakTryeckue 3aHATHA 2
I13 Nel KonTpospHas pabota o Teme «I[IpaBoBbIe OCHOBBI pEryJIMpPOBaHHS apXUBHOH ceps»
Tema 1.3 Dxcneptuza Coneprxanne yq4eOHOTO MaTepHaa: 6
LIEHHOCTU JOKYMEHTOB Cuctema apxuBHOTO yrpasieHus B Poccutickoit @eneparin. Oprannzaus
ApxusHoro ¢onna Poccuiickoit @eneparm
[TpoBenenue sKCIEPTU3BI HEHHOCTH TOKYMEHTOB. DKCIEPTH3a [IEHHOCTH
JOKyMEHTOB Ha OCHOBE Hay4YHBIX KPUTEPUECB
DKcnepTu3a HEHHOCTH JJOKyMEHTOB 110 niepeyHsM. CocTaBIeHHE CXEMBI AEATEIHHOCTH apXHBa C
YUETOM CTaTyca U MPOQHIIs OpraHH3aLNH
[MpakTryeckne 3aHATHA 2
I13 Ne2 KoHTpouspHas paboTa mo TeMe « DKCIepTH3a NEHHOCTH JOKYMEHTOB)Y
Tema 1.4 Opranuzauust Coneprxanne yd4eOHOTO MaTepHana: 4
paboTHI 1O SKCTIEPTHU3E [TpoBenenue oT60pa TOKYMEHTOB H €] Ha XpPaHECHHUE B aPXHB
LIEHHOCTH JOKYMEHTOB Odopmirenne onucu 1oKyMeHTOB. COCTaBlICHNE aKTa HAa YHHYTOXCHHUE JIET U
JOKYMEHTOB
[MpakTHyeckne 3aHATHA 2
I13 Ne 3 KonTponpHast pabota no TeMe «Oprau3anus paboThl 10 KCIIEPTU3E IICHHOCTH IOKYMEHTOB)
Tema 1.5 ApxuBHBIE OIIHCH CojnepxaHue yueOHOT0 Marepuana: 6
Briusiaue kiaccudukaiuy JOKyMEHTOB U JIeT B Tpejiesiax apXuBHOTo (hoH/Ia Ha
COCTABJICHUE APXUBHOM OIMCH
CocraBieHne co6CTBEHHO apXUBHOM onucH feil. CocTaBieHHe CIIPaBOYHOTO
amnmapara K OIUCH
IIpakTrueckue 3aHATUS 2
113 Ne 4 KonTponbsHast paboTa 1o TeMe KAPXUBHBIC OIHCHY»
Tema 1.6 ABTomMaTHu3aIus Conepxanre yueOHOT0 MaTepuana; 8
3EKTPOHHOTO Ha3HnaueHue 3MeKTpOHHOTO T0KyMeHTo000poTa
JIOKyMEHTO000pOTa U OCco0EHHOCTH ATANOB AJIEKTPOHHOTO JJOKYMEHTO000pOTa
JIEIIOTIPON3BOICTBA IMopsinok oopmileHNs] pETUCTPALIMOHHON KAPTOUKU Ha MIEPCOHAILHOM
KOMIIBIOTEpE
Odopmitenne u 06paboTKa BXOASIUX JOKYMEHTOB
[IpaxkTryeckue 3aHATHA 2
I13 Ne 5 Xpanenue JOKyMEHTOB, Jel B 31eKTpoHHOU KapToTekelI3 Ne 6 KonTponsHas paboTa o Teme
«ABTOMAaTH3AIM YIEKTPOHHOTO JOKYMEHTO000pOTa H AeJIONPOU3BOICTBAY
Tema 1.7 Conepxanne yaeOHOTO MaTepuana; 4

ABTOMaTH3MPOBAHHBIC

Cosznanue 3JIeKTPOHHBIX JoKyMeHTOB. Co3anue ctpaxoBoro ¢hoHaa u GoH/a MOoJIb30BaATEIs




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MERIUCHUTIIHHAPHBIX cnoco0cTByeT
kypcoB (MIK) u Tem 3JIEMEHT
NMPOrpaMMsbl
1 2 3 4 5
CHCTEMBI JeTIONPON3BOJICTBA OcoOeHHOCTH pabOTHI C MOJTHOTEKCTOBBIMU 0a3aMH TaHHBIX
[IpakTryeckue 3aHATHS 2
I13 Ne 7 KonTponpHast paboTa 1o TeMe «ABTOMaTH3NPOBAHHBIE CHCTEMBI IEITIOMPON3BOICTBAY
Tema 1.8 Cozmanne Coneprxanne yd4eOHOTO MaTepHaia: 10
WHPOPMAMOHHO-TIONCKOBON | Pa3paboTka THIOBBIX TEXHOIOTHIECKHUX 0a3 JaHHBIX PabOTHI apXHUBOB
CHCTEMBbI apXHBa OdopmiteHre 371€KTPOHHON PErUCTPAMOHHO-KOHTPOJILHOM KapTOTEKH
PexBusutel xpanenus nena. [IpeaBapurensaas o0padoTka 6a3bl JaHHBIX
OdopmireHre 1 IpOBEpKa apXUBHBIX CIIPABOYHUKOB B COOTBETCTBHUH C 33aHHBIMH
rapameTpamu
CkaHHMpoBaHNE KONWH MAIIMHOYNTAEMbBIX TOKYMEHTOB
[MpakTryeckne 3aHATHA 2
I13 Ne 8 TIpoBenenune paboTHI C AMEKTPOHHBIME KomsiMu JokymeHTOBII3 Ne 9 Pacnpenenenune
pexBu3nTOB Ha 00moxKe nena. Tpernar.I13 Ne 10 KorTponsHas padora o Teme «Co3nanue
nH(pOpPMANMOHHO-TIONCKOBOHCHCTEMBI apXHBA»
Tema 1.9 Ynpasnenue B Coneprxanne yd4eOHOTO MaTepHaa: 10
apxuBax OcHoBHBIE (PyHKINH yIIpaBICHUS
HopwmatusHo-TIpaBoBas 6a3a paboThI apxuBa
[TnanupoBanue B apxuBe
l'onoBoit otyeT apxuBa
Pabota c nepconanom apxuBa. MapKeTHHT B apXHBax
[IpaxkTryeckue 3aHATHA 2
I13 Ne 11 KonTtponbHas paboTa 1o Teme «YIIpaBlIeHHE B apXUBax»
Tema 1.10 Uadopmaruzarms | Comepikanue yueOHOTO MaTepUaia; 6
apXUBHOTO JleNa Orarbl HHGOPMATH3ALUH APXUBHOTO Jieia
OOBEKTHI U 1IeNIM MHPOPMAaTH3ALUK apXUBHOTO Jieia
WudopmannoHHble TEXHOJIOTHH B apxuBax. OpraHu3aiusi BHEIPEHHs
nH(GOPMAIMOHHBIX TEXHOJIOTHH B apXUBaxX
IIpakTrueckue 3aHATUS 2
113 Ne 12 KontpousbHas pabora mo teme «MHpopmMaTH3aims apxuBHOTO Jejiay»
Tema 1.11 Hayuno- Conepxanne yaeOHOTO MaTepuana; 2
HCCIIeI0BATEIBCKAs U OtpacneBasi cucTeMa HayqHO-TEXHHYECKOH HH(OpMAIH B 00IaCTH JOKYMEHTOBEICHHUS U apXUBHOTO
MeToandeckast pabora zena
rOCyJapCTBCHHBIX apPXHUBOB
IIpakTrueckue 3aHATUS 2

Hayuno-uccienoBarensckas pabora. Meroandeckas padoTa rocy1apcTBEHHBIX apXHBOB. TpeHHHT.




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MERIUCHUTIIHHAPHBIX CIoco0CTBYeT
kypcoB (MIK) u Tem 3JIEMEHT
NMPOrpaMMsbl
1 2 3 4 5
MJK 02.02 208
T'ocynapcrBenHble,
MYHHIUTNIAIbHbIE aDXUBbI U
apXMBbI OPraHu3anuii
CamocrostenbHas padota 2.1 | Coxeprkanue yaeOHOTO MaTepuaa: 60
CamocTostensHas paboTa N3y4yeHne TeopeTHIecKOoro MaTepraia B COOTBETCTBHHU C IUIAKTUUECKIMHU €IHHUIIAMH TEMBI 1
MIOJIrOTOBKA OTBETOB Ha KOHTPOJILHBIE BOIIPOCHL, BBIIAHHBIE IIperioiaBaresieM. PaboTta ¢ KOHCIIEKTaMHy,
y4eOHOH M TOTOTHUTENBHOM auTepaTypoit (1o maparpadam, riaBaM y4eOHBIX TOCOOHH, YKa3aHHBIM
npenoxaasateneM). CocTaBiIeHHE TE3UCHBIX INIAHOB, TAMATOK O
TeMe 3aHATHU
IToaroroBka K MPaKTUYECKUM 3aHIATHIM C HCTIOJIb30BAHUEM METOJUIECCKUX PEKOMEH A
MIPENoAaBaTeNs, BHIIOJIHEHNE U 0(OPMIICHIE IPAaKTHIECKUX PaboT, TECTOBBIX 3a/laHHi, B TOM YHCIIC B
anekTpoHHoi cucteme MOODL.
CamocTosTeNnsHOe N3yYeHNE 3aKOHOAATEIbHOM 0a3bl, peryaupyloleil ooecrieueHre COXpaHHOCTH
JOKyMEHTOB
ApxuBHOTO (OHIA.
Tema 2.1 Knaccupukarms Coneprxanne y4eOHOTO MaTepHana: 14
APXMBHOHN JIOKYMEHTALUH [onsiTHe «apXUBHBIM JOKYMEHT» U «apXUBY»
Knaccudukanms apXuBHBIX JOKYMEHTOB H 1e)1 B [ 0Cy1apcTBEHHOM apXuBe
Krnaccudukanus HaydHO-CIIPaBOYHOTO annapaTa MyHHIUIIATEHOTO apXHBa
OO0s3aTebHBIC ApXUBHBIE CIIPABOYHUKY B CHCTEME CIIPAaBOYHO-TIOMCKOBBIX
cpencTB
WudopmannoHHble XapaKTEpUCTUKN JOKYMEHTOB U J1eJT
JloToJTHUTENIbHBIE APXUBHBIE CIIPABOYHUKH B CHCTEME CITPABOYHO-TIONCKOBBIX
CPEACTB.
[MpakTHyeckne 3aHATHA 8
[13Ne 1KonTposbHas padora no teme «Kiaccupukanust apXuBHOW JOKYMEHTAIUN
Tema 2.2 Opranuszanus Coneprxanue yueOHOTO MaTepHaia: 14

JIOKYMEHTOB | JIeJT
ApxuBHOTO (hoHMIA
Poccuiickoit ®enepanuu

ApxusHzsiii oy Poccniickoit @enepanun. CoctaB ApxuBHoro Ghosza
Poccuiickoii ®enepanuu

Opranuzanys JOKyMEHTOB U JIel B Iipeaenax ApxusHoro ¢onia Poccuiickoit
denepanuu B neoM (IEpBbIH ypOBEHb OpraHU3alli JOKYMEHTOB)
Opranuzanus JOKyMEHTOB B IIpeiesiaX apXUBOB (BTOPOH ypOBEHb OpraHU3aLUH
JIOKYMEHTOB)

Opranuzanys e B npesiesax apXxuBoB (BTOPO ypOBEHb OpraHU3aLIH




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MEKIMCIUNIIMHAPHBIX CIoco0CTBYeT
kypcoB (MIK) u Tem 3JIEMEHT
NPOrpaMMBbl
1 2 3 4 5
JOKYMEHTOB)
Opranuszanus JOKyMEHTOB H A€ B IpeJeax apXuBHOTO (oHAa (TPeTHH YpOBEHb OpraHU3aLNH
JOKYMEHTOB)
[IpakTryeckue 3aHATHS 6
[13 Ne2 Opranu3zarns nen B mpeaenax apXuBHOro (GoHIa (TpeTHi ypOBEHb OpraHM3aluy JOKyMEHTOB).
Tperunr.J13Ne3 KonTponsHast pabota o TeMe «OpraHu3anus TOKyMEHTOB U el ApXuBHOTO (poHIa
Poccuiickoit ®enepanumy
Tema 2.3 KommiektoBaHue Coneprxanne yaeOHOTO MaTepHana: 14
ApxuBHOTO hoHMA OmpeneneHne NCTOYHUKOB KOMITJICKTOBAHUS
Poccuiickoit @enepanuun Opranu3zanusi KOMIUIEKTOBAHHUS
[MpakTryeckne 3aHATHA 6
[13Ne4 KontponpHas padota o teme «KomruiekroBarne ApxuBHoro gonna Poccuiickoit denepanmm
Tema 2.4 Yuer u Coneprxanne yd4eOHOTO MaTepHana: 14
obecrieueHe COXpPaHHOCTH Opraamzanus y4aera ToKyMeHTOB ApxuBHoOro (hoHma Poccuiickoit denepannn.
JIOKYMEHTOB ApPXHBHOTO CocraBneHne y4eTHBIX JOKYMEHTOB B apXHUBE.
¢donna Poccuiickoii ObecnieueHre COXpPaHHOCTH JOKYMEHTOB ApXuBHOTO (oHIa Poccutickoii
denepanun ®enepanyn. TpeOoBaHMS K 3aHUSAM U TIOMEIIEHUSAM apXHUBa.
Pexxumbl XpaHeHHs JOKyMEHTOB. Pa3MelnieHre JOKyMEHTOB B XpaHHIIHIIE
[Mopsiok BeIAAYH A€M U3 XPAHHIIHIIL
Oo0ecrnieueHne pU3NKO-XUMHUUECKOH COXPAHHOCTH JJOKyMEeHTOB. IIpoBepka Hanu4ms
1 COCTOSIHUSI JOKYMEHTOB.
Oco00 11eHHbIC U YHUKAJIbHBIE JOKYMEHTHI apxuBa. CtpaxoBoi GpoHI ¥ (OHJ MOJIb30BAHUS
IIpakTrueckue 3aHATUS 6
I13 Ne5 Ilpaktiueckoe 3ansaTHe 1o Teme «Ilopsanok Beriaun gen u3 xpanutum»II3Ne 6 Korrpoisraas
paboTta no TeMe «Y4eT u obecrieueHre COXpaHHOCTH JOKYMEHTOB ApxuBHOTO GoHaa Poccuiickoit
Denepayny
Tema 2.5 AHanUTHKO- Conepxanne yaeOHOTO MaTepuana; 14

cUHTeTHUeCcKass 00paboTka
MIEPBUYHON HH(pOpMAUN

Ornncanue JOKYMEHTOB B apXHUBax OpraHU3allun

OnwucaHue Jiel1 B apXuBax OpraHu3aiu

WubopmannoHHBIE XapaKTEPUCTUKN TOKYMEHTOB TOCYAAPCTBEHHOTO apXHBa
WubopMannoHHBIe XapaKTEPUCTUKH /I TOCYJapCTBEHHOTO apXuBa
NudopmannoHHble XapakTepUCTUKH 3ar0JIOBKa

WubopmanrnoHHBIe XapaKTEPUCTUKN aHHOTALIUU

Iopsimok cocTaBneHust 000OIIEHHBIX 3ar0JIOBKOB.

Amnann3 0000IIEeHHBIX 3aT0JOBKOB.




HaunMeHoBaHue pa3esioB
npo¢eccCHOHANBHOIO
moayas (ITM),
MEKTUCHUILTHHAPHBIX
kypcoB (MIK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopm,Ie paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATC/IbHAA paﬁoTa 06yqaloumxca

0O0nem
4acoB

Yposensn
OCBOEHUS

Koapl
KOMIIETEeHIIHI,
¢hopmupoBanuio
KOTOPBIX
cnoco0cTByeT
3JeMeHT
NPOrpaMMBbl

2

5

CocraBieHne CIOXKHBIX 3ar0I0BKOB. COCTaBIICHHE COOCTBEHHON apXHBHOM OTIHCH
Jen

[IpakTuueckue 3aHATHS
I13 Ne7 Ilpakriaeckoe 3ausaTre 0 Teme «[lopsmok cocTaBiieHust 0000IIEHHBIX 3aro0BKOB» 13 Ne§
KonTtponpHas pabora o TeMe «AHAIMTHKO-CHHTETHYEeCKast 00paboTKanepBUIHON HHGOPMAITHI»

Tema 2.6 Cucrema KaTajioron
B apXuBe. ApXUBHBII
CIPaBOYHUK

Coneprxanue yaeOHOT0 MaTepHana:

Co3nanne Mex(OHIOBOTO APXHUBHOTO CIIPABOYHHKA.
AHanu3 apXuBHOM onucH.

Katanor kak apXUBHBIH CIIPaBOYHHUK

Pa3paboTka cxembl KiIaccu(prKaIy KaTanaoros.

OT60p ¥ BEIABICHUE JJOKYMEHTOB ISl KATAJIOTH3ALNH.
Cucremarn3anus KapToyeK U BEJICHHE KaTauora
ApXUBHBIE ITyTEBOJUTEIIN

CnpaBoyHBIH anmapar K IyTeBOJUTEITI0

O030pBI TOKYMEHTOB H APYTHE apXUBHBIE CIIPABOYHHUKA
CripaBo4HBIN ammapar K 0030py

[Tpuem 1 oopmIireHHE TOKYMEHTOB 10 JUYHOMY COCTaBY Ha XpaHEHHE B apXUB

14

[MpakTryeckne 3aHATHA

I13 Ne9 Co3pmanue katanora apxuBa yUpexKISHUS U1 BBITOTHEHUS OOJIBIIOTO 00beMa CITPaBOYHOM
paboter.I13 Ne10 KonTponbsHas padora mo teme «CrucreMa KaTajloroB B apXHBe.
ApXUBHBIACIPABOYHUK»

Tema 2.7 Ucnons3oBanne
apXUBHBIX JOKYMECHTOB

Coneprxanue yaeOHOT0 MaTepHuana:

Hamnpasnenust ncrons30BaHus apXUBHBIX JOKYMEHTOB

Lenn ncmonp30BaHMs apXUBHBIX JTOKYMEHTOB

Hoctyn k mokymeHTaM ApxuBHoro ¢onma Poccuiickoit @enepanuu
AHaJi3 NCTIOJIb30BAaHNSI APXHBHBIX JOKYMEHTOB

16

IIpakTrueckue 3aHATUS
I13 Ne 11 ITonck TOKyMEHTOB B ACIONPOU3BOACTBE M apXxuBe yupexxkaerus. Tperunr. [13Ne 12
KontponsHas pabdora no treme «Vcrmonp30BaHNe apXHUBHBIX JOKYMEHTOBY

10

MJK 02.03 Meroauka u
NPAKTHKA APXUBOBEJICHUS

225

CamocrostenpHas padota 3.1
CamocrosTenbHas paboTta

Conepxanne yaeOHOTO MaTepuana;
I/I3y‘-leHI/Ie TCOPETUYCCKOTO MaTe€puajia B COOTBETCTBUU C TUJAKTUICCKUMU CANHUIIAMH TEMBI U

TIOATOTOBKA OTBETOB HA KOHTPOJIBHBIC BOIIPOCHI, BBIJAHHBIC IIPECTIOAABATEIIEM. Pa6GoTa ¢ KOHCIICKTaMH,

y4eOHOU U JOTIOJIHUTENBHON JIUTEepaTypoi (1mo naparpadam, riaBaM y4eOHbBIX MOCOOHH, YKa3aHHBIM

81




HaunMeHoBaHue pa3esioB
npo¢eccCHOHANBHOIO
moayas (ITM),
MEKTUCHUILTHHAPHBIX
kypcoB (MIK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopm,Ie paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATC/IbHAA paﬁoTa 06yqaloumxca

0O0nem
4acoB

Yposensn
OCBOEHUS

Koapl
KOMIIETEeHIIHI,
¢hopmupoBanuio
KOTOPBIX
cnoco0cTByeT
3JeMeHT
NPOrpaMMBbl

5

IIpero1aBaTesieM).

CocraBneHne TE3UCHBIX INIAHOB, TAMSATOK 110 TEME 3aHATHSL.

IToaroroBka K MPaKTUYECKUM 3aHATHSM C UCTIOJIb30BAHHEM METOIMUYECKUX PEKOMEHIAINN
MIPENoAaBaTENs, BHIIOJIHEHNE U 0(OPMIICHHE IPAKTHIECKUX PaboT, TECTOBBIX 3a/laHHi, B TOM UHCIIE B
anektpoHHO# cucteme MOODL. 3akoHODaTenbHOM 0a3bl, perynupyroeii odecredeHne COXpaHHOCTH
JOKyMEHTOB APXHBHOTO (pOH/IA.

Hanmcanue KypcoBoii paboTHI.

Tema 3.1 ITopsnok npuema
JIOKYMEHTOB Ha XpaHEHHE

Coneprxanne yd4eOHOTO MaTepHana:

HopmaTuBHO-TIpaBoBOE peryInpoBaHUe MPHEMa TOKYMEHTOB Ha XpaHCHHE
JKcrepTr3a MeHHOCTH JOKYMEHTOB

Kpurepnu ieHHOCTH TOKyMEHTOB

I'maBHBIC QYHKITNH SKCIEPTHONH KOMUCCHH

OCHOBHBIE 32/1a4H YKCICPTH3HI IICHHOCTH TOKYMEHTOB

CopneprkaHne JOKyMEHTOB - KaK KPUTSPUH UX IEHHOCTH

[Nopsimok mepemayn nen B apXuB

Cuctema xpaHeHUs 1 00paOOTKH TOKYMEHTOB.

Hcnonp30BaHue B JESITEIHPHOCTH apXUBOB COBPEMEHHBIX KOMITBIOTEPHBIX
TEXHOJIOTHIA

HudopmannoHHBIe XapaKTEPUCTUKH TOKYMEHTOB H JEIT

CucteMa niepedHeil TOKYMEHTOB, HCIIOIB3YEMBIX IIPH SKCIEPTH3E [IEHHOCTEH
CriocoObI TPYIITUPOBKY YIPEKISHUHA B CXEME TTEPEUHS

24

[MpakTryeckne 3aHATHA

I13 Ne 1 TIpuem u odopmiteHIE TOKYMEHTOB Ha apxuBHOe XxpaHeHue. [13 Ne 2 Odopmnenne mucra-
3aBepuredns nenall3 Ne 3 Cocraenenue annotauumii [13 Ne 4 CocraBnenue onuceit genll3 Ne 5
KontponpHas padora mo teme 3.1

10

Tewma 3.2 Ilepenaua
JIOKYMEHTOB U3 KaXKJI0T0
YUpexKACHUS

Coneprxanue yaeOHOTO MaTepHuana:

IMoxaroToBka aen 11s Nepeaavu Ha apXUBHOE XpaHEHHUE.

CxeMa cucTeMaTU3alud €JUHHL] XPaHEHUS

CTpyKTypHBII U XpPOHOJIOTMYECKUH MPU3HAKY CHCTEMAaTU3alUI
OyHKIHMOHAIBHBIN, OTPACIIEBON, TEMATUUECKUI MPU3HAKYU CUCTEMAaTU3aLUU
HomuHaneHbIH, KOPPECTIOHACHTCKHUH ,reorpaduecKuii, aBTOPCKHUI TPU3HAKU
cucTeMaTH3aluu

CocraBieHne HCTOPUUECKUX CIPABOK

ApxusHas komnekuus CTpykrypa nepeuns. OnucarenbHasi cTaThs

12

HpaKTI/I‘lCCKI/Ie 3aHATHUA




HaunMeHoBaHue pa3esioB
npo¢eccCHOHANBHOIO
moayas (ITM),
MEKTUCHUILTHHAPHBIX
kypcoB (MIK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopm,Ie paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATC/IbHAA paﬁoTa 06yqaloumxca

0O0nem
4acoB

Yposensn
OCBOEHUS

Koapl
KOMIIETEeHIIHI,
¢hopmupoBanuio
KOTOPBIX
cnoco0cTByeT
3JeMeHT
NPOrpaMMBbl

2

5

[13 Ne6 Pemennie cCUTyallOHHBIX 3a/1a4 T10 MIPOBEACHUIO OTIEPAIiid 10 IPUEMyY U Iiepeiade Jel Ha
xpaHeHure B apxuB. CocTaBlieHHE aKTa Ha nepenady fokyMmeHToB Ha xpaneHuell3 Ne 7 CocraBneHue
3aBepurenbHON Haammcull3 Ne 8 CocraBieHune onvcH Ha miepenady aen B apxus. [13 Ne 9
[TpocraBneHne HyMepayy Ha JIICTaX.

Tema 3.3 IIpreM TOKyMEHTOB
JIMYHOTO MPOUCXOXKACHHS Ha
XpaHCHHE B apXUB

Coneprxanne yq4eOHOTO MaTepHaa:

[ToaroToBKa TOKyMEHTOB JIMYHOTO MIPOUCXOXKACHHS HA apXUBHOE XPAaHCHHE
[Tpuem u oopmieHHE TOKYMEHTOB IO JITYHOMY COCTaBY Ha apXHMBHOE XpaHCHHE.
Oco0EeHHOCTH IPOBEICHUS KCIIEPTU3bI LICHHOCTH JJOKYMEHTOB JINYHOTO
MPOUCXOXKACHHUS

Perucrpanys 3asiBIeHHHA 110 IPUEMY JOKYMEHTOB Ha XpaHCHHE.

Omyicu Ha JOKYMEHTEI 110 JINYHOMY COCTaBY

10

[MpakTryeckne 3aHATHA

I13 Ne 10 CocraBnenue cnarounoil onucu Ha aena [13 Ne 11 Tepmunonoruueckuit nukrant 113 Ne 12
CocraBneHue akTa Ha nepeiavy ¢ npuioxxenuem cratounoit onucu. I13 Ne 13 CocraBnenue akta
npuema-tiepegadn.l13 Ne 14 KonrtpombsHast pabota mo teme 3.3

10

Tema 3.4 Opranuzauus yuera
JIOKYMEHTOB ApPXHBHOTO
¢donma

Coneprxanne y4eOHOTO MaTepHana:

Opranmzanus apxusHoro ¢orHna B Poccutickoit @eneparm

TlocynapcTBenHas yacTh ApXUBHOTO (oHIA. HerocymapcTBeHHAs 9acTh

ApxuBHOTO (OHIA.

Knaccudukarmus nokymenToB CucreMaTn3anus JOKyMEHTOB

®donanpoBaHNe apXUBHBIX JOKyMeHTOB OmpeieNIieHre TPaHUIl apXUBHOTO (hoHIA

CocraBieHHe yIeTHBIX JOKYMeHTOB B apxuBe [leno donna. [lacopt apxuBa
LeHTpann30BaHHKIA TOCYJAPCTBCHHBIN YUET JOKYMEHTOB [IpHHITUIIBI IEHTPATH30BAaHHOTO Y4ETa.
JIOKyMEHTBI IICHTPATU30BaHHOTO TOCYJAPCTBEHHOTO

yuéra

[MpakTHyeckne 3aHATHA

I13 Ne 15Benenue yuetHsix 1okyMeHTOB. [13 Ne 16 TpenunrIl3 Ne 17CocraBienue cxemsl yIpaBIeHUsS
n opranuzanuy apxusHoro Gonna PO. [13 Ne 1800ecneueHre COXpaHHOCTH JTOKYMEHTOB APXHUBHOTO
¢onpall3 Ne 19KonTposnbHas pabora o teme 3.4

10

Tema 3.5 Obecrnieuenne
COXpaHHOCTH )IOKyMeHTOB
ApxuBHOTO QoHAA

Conepxanne yaeOHOTO MaTepuana;

PCCTaBpaHI/IH APXMUBHBIX TOKYMCHTOB

Cuctema xpaHeHHUs 1 00pabOTKa TOKYMEHTOB.

KaTanormaumI APXUBHBIX TOKYMCHTOB

BrisBnenue u 0T60p JOKyMEHTHOW MH(MOPMAIIMH T KaTaJloTu3alun
Cuctematunsanys KapTouek. BeageHue karanora

10




HaunMeHoBaHue pa3esioB
npo¢eccCHOHANBHOIO
moayas (ITM),
MEKTUCHUILTHHAPHBIX
kypcoB (MIK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopm,Ie paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATC/IbHAA paﬁoTa 06yqaloumxca

0O0nem
4acoB

Yposensn
OCBOEHUS

Koapl
KOMIIETEeHIIHI,
¢hopmupoBanuio
KOTOPBIX
cnoco0cTByeT
3JeMeHT
NPOrpaMMBbl

5

JIOJKHOCTHBIE HHCTPYKIIMH PaOOTHUKOB apXHBa
CobnroeHne mopsiAKa BBIIAYH A€ U3 apXuBa
OpraHu3anus XpaHeHusl JOKYMEHTOB B CTPYKTYPHBIX MOJIpa3/ieieHusX. Be1oOMCTBEHHBIH MepeueHb

[IpakTuueckue 3aHATHS

I13 Ne 20 [TpumeHeHNE COBpEMEHHBIX METONK KOHCEPBAIINY M PECTaBPALINU apXUBHBIX
nokyMeHTOB;I13 Ne 21 CocraBieHre KHUTHM NEPBUYHOTO YUETa MOCTYNAIOUINX B ApXUB JOKYMEHTOB.
I13 Ne 22 Odopmnienne aen Ha xparneHuell3 Ne 23 CocTaBiieHHE OITUCH, JINCTA-3aBEPUTEIS JIena

Tewma 3.6 Ilopsnok
pa3MeIIeHust JOKYMEHTOB B
apxXuBe

Coneprxanue yaeOHOT0 MaTepHana:

Pa3zmemenne ()OHAOB B apXMBOXPaHMINIIAX

OcCHOBHBIE 3a/1Taull BEZIOMCTBCHHBIX aPXHBOB

BenomcTBeHHOE XpaHEHHE apXUBHBIX JOKYMEHTOB. OmpeeneHue npoduiis apxusa
TunoBoe MonoXXeHNE O BEAOMCTBCHHOM apXHBE

Pa3memnienne JOKyMEHTOB B XpaHIIHMIIAX U UX TOIOTpapUpOBaHHE.

Co3nanune cTpaxoBoro (oHAa apXUBHBIX JTOKYMEHTOB

12

[MpakTryeckne 3aHATHA

I13 Ne 24 CocraBiieHue cxeMbl pa3MeleHHs JOKyMEHTOB B XxpaHwiniax apxusa.ll3 Ne 25 Tlposenenue
IIPOBEPKH HAJINYUS U COCTOSIHHA JOKYMEHTOB U BHECEHUE U3MEHEHHH B ydeTHbIe 3anucu.I13 Ne 26
CocraBieHHe CXeMbI 000pYIOBaHHS XPAHIIIHINA [T XPaHCHUS apXUBHBIX JOKyMEeHTOBII3 Ne 27
KontponpHas padora mo teme 3.6

Tema 3.7 DnekTpoHHbIE
APXWBBI

Coneprxanue yaeOHOTO MaTepHuana:

ApXMBHOE XpaHEHUE B )KN3HEHHOM IIHKJIE 3JIEKTPOHHBIX JJOKYMEHTOB PECYPCOB
BunoBoii cocTaB 3NEKTPOHHBIX IOKYMEHTAIBHBIX PECYPCOB

OCHOBHBIE 3TaIbl Pa3BUTHS APXUBOB 3JIEKTPOHHBIX JOKYMEHTOB

CoBpeMeHHbIE OpraHN3alMOHHbIE (POPMBI XpPaHEHHS HJIEKTPOHHOH JOKyMEHTAIHH.
PerpocnekTuBHas KOHBEpCHs, €€ IENb U 3aa4H

OOmue nmpuHIKIBI 00ecTIeYeH s JOJITOBPEMEHHOI COXPaHHOCTH AJICKTPOHHBIX
JOKYMEHTOB

HestenbHOCT, MEXIYHApOJAHOTO COBETA ApXHBOB B Chepe PasBUTHS SJIEKTPOHHBIX
apX1BOB

14

IIpakTrueckue 3aHATUS
I13Ne 28 NtoroBast KOHTpOJILHAS paboTa

MK 02.04 O6ecnieuenne
COXPAHHOCTH TOKYMEHTOB

72

CamocrostenpHas pabota 4.1
CamocrosiTenbHas paboTa

Conepxanne yaeOHOTO MaTepuana;
I/I3y‘-leHI/Ie TCOPETUIYCCKOTO MaTCprajia B COOTBECTCTBUH C TUIAKTHYCCKUMU CAUHUITAMHA TEMBI U

18




HaunMeHoBaHue pa3esioB
npo¢eccCHOHANBHOIO
moayas (ITM),
MEKTUCHUILTHHAPHBIX
kypcoB (MIK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopnble paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATC/IbHAA paﬁoTa 06yqalo11mxca

0O0nem
4acoB

Yposensn
OCBOEHUS

Koapl
KOMIIETEeHIIHI,
¢hopmupoBanuio
KOTOPBIX
cnoco0cTByeT
3JeMeHT
NPOrpaMMBbl

2

5

MIOJrOTOBKA OTBETOB Ha KOHTPOJIBHBIE BOIIPOCHI, BBIIAHHBIE MIperoaaBaTeneM. PaboTa ¢ KOHCIIEKTaMH,
y4eOHOH 1 JONOTHUTEIFHON JINTEpaTypoit (1o maparpadam, riaaBaM ydeOHBIX IIOCOOHHA, YKa3aHHBIM
npenoaaBateneM). COCTaBIEHUE TE3UCHBIX MIAHOB, TAMATOK 110 TEME 3aHATHS

IToaroroBka K MPaKTUYECKUM 3aHATHIM C UCTIOJIb30BAHHEM METOIMUYECKUX PEKOMEHIAINN
MIPENoAaBaTENs, BHIIOIIHEHNE U 0(OPMIICHHE IPAKTHIECKUX PaboT, TECTOBBIX 3a/laHHH, B TOM YHCIIE B
anekTpoHHoi cucteme MOODL.

CamocTosTensHOe N3yUeHNE 3aKOHOAATEIbHON 0a3bl, pETyINPYIOIEH 00ecIeYeHNEe COXPAaHHOCTH
JOKyMEHTOB

ApxuBHOTO QoHA.

Tema 4.1 OcHOBHBIE
(YHKINU yIpaBICHUS

Coneprxanue yaeOHOTO MaTepHania:

OcHoBHbIe (pyHKINH yrnpasieHus. Paborta ¢ mepcoHanoM.

CkaHMpoBaHHE JOKYMEHTOB apxuBa. OnpeieneHne CPOKOB COXPAaHHOCTH

JOKyMEHTOB B apxuBe. CocTaBlIeHHE apXUBHBIX CIIpaBoK. COCTaBICHHE apXUBHBIX KOIIHH.
Hcnonp3oBaHue TOKYMEHTOB B MPAKTHUECKUX LesiX. COCTaBIEHHE CIPaBOYHOTO amIapaTa K OIICH.
Bbiaua cnpaBky 3asBUTENSIM U3 apxuBa. Beinaua xonmn

3asBUTENSAM M3 apxuBa. [Ipuem 3asBieHHi OT 3asgBUTENCH HA BbIIa4y apXUBHBIX JOKYMCHTOB

[MpakTryeckne 3aHATHA
I13 Nel KonTposbpHas paboTa mo Teme «OCHOBHBIC (DYHKIIMH YIIPABICHHDY

Tema 4.2 HopmatuBHo-
mpaBoBasi 6a3a paboTHI
apxuBa

Coneprxanue yaeOHOT0 MaTepHuana:

OcHoOBHBIE NpaBuIIa pabOTHI TOCYIaPCTBEHHBIX apXUBOB. OCHOBHbIE IIpaBHiIa PadOTHI BEAOMCTBEHHBIX
apxuBoB. Kitaccnguxanus HOpMaTHBHBIX JOKyMEHTOB B apxuBax. [Ipuem 3asiBneHuit OT 3assBUTEIIEH.
CocraBneHne cxeMbl HOPMATHUBHBIX IOKYMEHTOB B BEZIOMCTBEHHOM apxuBe CocTaBlIeHNE 3asBICHUS
3asBUTENEM O BbIJIaue MMOUIMHHBIX JOKYMEHTOB 13 apxuBa. CocTaBlIeHHE CXeMbl HOPMAaTHBHBIX
JOKyMEHTOB B apxuBe yupexaeHus: CoctaBieHHs I1aHa paboThl apXnuBa OpraHU3aLUH.
OcymiecTBieHHe KOHTPOJIS 32 paboTol apXuBa

[MpakTHyeckne 3aHATHA
13 Ne2 KonTposbHas pabora o teme «HopmarusHo-npaBoBas 6a3a paboThl apXuBa»

Tema 4.3 OGecnieueHme
COXpaHHOCTH 3HeKTpOHHBIX
JIOKYMEHTOB

Conepxanne yaeOHOTO MaTepuana;

ApXUBHOE XpaHEHHE B )KM3HEHHOM ITHKJIE 3JICKTPOHHBIX JTOKyMeHTOB. HopMmaTuBHOE obecieueHue
apXUBHOI'0 XpPaHEHHUS DJIEKTPOHHBIX JOKYMEHTOB

HOpMaTI/IBHO-MeTOJII/IquKaﬂ 6333 XpaHEHUA DJICKTPOHHBIX JOKYMCHTOB B

rOCYIapCTBEHHBIX apXuBax

OO01ue MPUHITUIEI 00eCTIeYeHNUs JOITOBPEMEHHON COXPaHHOCTH 3JIEKTPOHHBIX

JIOKYMEHTOB

BunsiHue pas3inyHbIX IPaBOBBIX HOPM Ha apXMBHOE XPAHEHUE 3JIEKTPOHHBIX

26




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MEKIMCIUNIIMHAPHBIX CIoco0CTBYeT
kypcoB (MIK) u Tem 3JIEMEHT
NPOrpaMMBbl
1 2 3 4 5
JOKyMEHTOB
Mertoamdeckoe oOecrieueHIE apXUBHOTO XPAHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB
OO0mue TeopeTHIecKue pEKOMEHIANH IO 00ECTIEICHUIO COXPAaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB
O01e MpakTHIecKue PEKOMEHIAINH 110 00ECIICYCHUI0 COXPAaHHOCTH
JIEKTPOHHBIX TOKYMEHTOB
CoBpeMeHHbIE OpraHN3alMOHHbBIE (POPMBI XpPaHEHHS HJIEKTPOHHON JOKYMEHTAINU
OcoOeHHOCTH TTPOBEPKH AIIEKTPOHHBIX NHU(PPOBBIX IOAMHCEH
VYrpasneHne XpaHeHHEM JJOKYMEHTOB
Cucrema apXMBHOTO XpPaHEHUS JIEKTPOHHBIX JOKYMEHTOB «DJIAP- anexkTpoHHbIN
ceitdy»
OCHOBHBIE TEXHOJIOTUH XPaHECHHS
OT160p ZOKYMEHTOB Ha MOCIIEAYIOIIECE XPAaHEHUE
OT160p ZOKYMEHTOB Ha HOCIIEAYIONIEe YHHITOKCHHAE
[lepenada TOKyMEHTOB Ha MOCIEAYIOIIEE XPaHCHHE
[lepenada 1OKyMEHTOB Ha IOCIEAYIOIIEE YHHUTOXKCHHUE
Cpoxu XpaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB.
XpaHeHHE MOUTMHHUKOB 3JIEKTPOHHBIX JOKYMEHTOB
TpeboBaHusI K OpraHNU3aIMK XPaHEHUs] JOKYMEHTOB B 3JISKTPOHHOM BHJIE.
[pakTrdeckue 3aHATHS 16

[13Ne3 PemnreHne 0CHOBHBIX IPOOJIEM COXPAaHHOCTH AJIEKTPOHHBIX JJOKYMEHTOB B JJOJITOBPEMEHHOM
nepcrneKkTUBe. TPEHUHT 0 COXPAHHOCTH 3JIEKTPOHHBIX J0KyMeHTOB [13 Ne4 OnbIT XpaHeHus
JIEKTPOHHOM JJOKyMEHTAIIMX B COBPEMEHHBIX POCCHHCKHX opraHuzanusx. [Ipakrudyeckas padora mmo
XPaHEHHIO 3JIEKTPOHHON JoKyMeHTannu Crienuuka ycIoBUH XpaHEHHS 3JIEKTPOHHBIX
nokyMeHTOBII3NeSCocraBiieHue anropuTMa 1o ycloBUsSM XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB [13Ne6
Pexxum xpanenust anexTpoHHBIX 10KyMeHTOBII3Ne7 CocTaBiieHne cXeMbl pexXuMa XpaHEeHuUs
JIEKTPOHHBIX T0KyMeHTOBII3Ne8 3ampereHHbIe yCIOBHS XpaHEHHUS JJIEKTPOHHBIX JTOKYMEHTOB.
CocraBieHne NaMATKU 110 3alpEIlEeHHBIM YCIOBHUSIM XPaHEHUS 3IEKTPOHHBIX TOKyMeHTOBII3Ne9
Opranuzanus XpaHeHHs! NEKTPOHHBIX JOKYMEHTOB B TOCyJapcTBEHHBIX apxuBax [13Nel0
[MpakTryeckas paboTa 1o OpraHU3aIK XpaHEHUS IEKTPOHHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX
apxuBaxII3Nell XpaHeHue 371€KTPOHHBIX JOKYMEHTOB. TPEHUHT MO0 XpPaHEHUIO JNIEKTPOHHBIX
JnokymeHToBII3Nel2 Marnuroteka . [IpakTuueckoe 3aHsTHE O HCIOIb30BaHUIO MarHUToTeKH [13Nel3
[TpakTHyeckne peKOMEHAAIMH IO PEIIEHNIO OCHOBHBIX ITPOOJIEM COXPAHHOCTH JIEKTPOHHBIX
JOKyMeHTOB B foirospemenHoi nepcnektuelI3Nel14 CocraBnenue crnucka pekoMeHAanui no
PELICHUIO TPOOIIEM COXPAHHOCTH MIEKTPOHHBIX 10KyMeHTOBII3Nel5 CucremaTnzanus 31eKTPOHHBIX
JokymenToB B apxuselI3Ne 16 Cxema cucteMaTu3aliy AIEKTPOHHBIX aPXUBHBIX JOKYMEHTOB B




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npodgeccnoHaTLHOTO ¢hopmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMoCTOsITe/IbHAsI padoTa 00y4YaroImmuXcst 4acoB OCBOEHHS
MERIUCHUTIIHHAPHBIX CIoco0CTBYeT
kypcoB (MIK) u Tem 3JIEMEHT
NMPOrpaMMsbl
1 2 3 4 5
apxuBHOM (orze. [IpakTHdeckoe NPUMEHEHNE CXEMbI CHCTEMATH3AIINH JJIEKTPOHHBIX apXUBHBIX
IOKyMeHTOB B apxuBHOM (ouaelI3Ne 17 [Mpunimne ¢pusmdeckoro yHH4TOXKeHUS JoKyMeHToB [13Nel8
Pa3memnienne eAnHAL 37EKTPOHHBIX JOKYMEHTOB B apxuBellpakTudeckas paboTa o pa3MEIIeHHIO
€IMHUII AIEKTPOHHBIX JOKyMeHTOB B apxuBe [I3Ne19 3apydexnbie apxuBsIOTBIT 3apyOeKHBIX
APXHBOB TI0 00ECTIEYCHUIO COXPAHHOCTH 3NEKTPOHHBIX JoKyMeHTOBII3 Ne20 KonTponsHas padora Ha
Temy «O0ecrieueHre COXpaHHOCTH IEKTPOHHBIX JOKYMECHTOB
[IpakTuka Coneprxanne yd4eOHOTO MaTepHana: 36

Bunst padot

OdopmiieHre BHYTPEHHEH OMKCH JIe] U JOKYMEHTOB sl iepeaaun B apxuB. OdopmiieHne KapTouKu-
3aMECTHTEIS

YcraHOBIIEHHE CPOKOB XPAHEHHS 110 MEPEUHI0 TOKyMeHTOB O(hopMIICHHE PErHCTPAlMOHHON KAPTOUKU
CocraBneHue IIEKTPOHHOM OMUCH /I U JOKYMEHTOB 3aliCh JOKYMEHTOB Ha MAIIMHHBIN HOCHTEIb.
Bezenue u paboTa B cuCTeMax 3J€KTPOHHOTO TOKYMEHTO000poTa. DOopMUpOBaHHE JOKYMEHTOB B
Jena.

CocraBneHne BHYTpEHHEH OMucH JOKYMEHTOB, JIe)l Ha niepeaady B apxus/ CocTaBleHHE aKTa HA
YHUYTOXKECHUE JIET U JIOKYMEHTOB

O3HaKOMJICHHUE C TOJIOXKEHUEM 00, OpraHu3aiui (yCTaBoM), ITATHBIM PACIUCAHUEM; COCTABIICHHUE
rpaduIecKoil CTPYKTYPHOU CXEMbI YUPEIKACHHS.

CocraBneHne HCTOPUUECKO#T cripaBku 0 (OHI0Opa3oBarene

Cucrema JJOKYMEHTAIINH, UCTIONb3YEMbIX B YUPEXKICHUH, U OCHOBHBIX BU/IOB JJOKYMEHTOB, KOTOPBHIMH
0QOPMIISIOTCS pa3invHbie PYHKIMH YUPEXKICHHUS; YCTAHOBJICHHE MPABUIBHOCTH 0QOpMIICHHS
JIOKyMEHTOB

BeinonHeHue paboT 10 OpraHu3aiui apXUBHON U CIIPABOYHO-HH(DOPMAIUOHHOM pabOThI MO
JoKyMeHTaM opranu3aiu COCTaBlIeHHE aHaIKM3a MOJI0KeHus1 00 apxuBe. COCTaBICHUE MEPEUHS
HOPMATHBHO-METOJMYECKUX JOKYMEHTOB, PErIIAMEHTHPYIOIIUX PabOTy apXUBa OpraHU3aIHH.
CocraBiieHHE CXEMBI YIIPABICHUS APXUBHBIM JICJIOM.

CocraBieHUEe apXUBHOW CIPABKU Ha CONMANTBEHO-IIPABOBBIC 3aMIPOCHI, TIOCTYIUBIINE B ApXHB

[Ipuem u opopmileHHE JOKYMEHTOB TI0 JIMYHOMY COCTaBy Ha XpaHCHHE B apXuB. HIeKcHpoBaHUe
KaTaJIOKHBIX KaPTOYECK.

CocraBieHUE apXUBHOW OITUCH.

CocraBieHHE PETUCTPAIIIOHHBIX U YYETHO-PETHCTPAIMOHHBIX KAPTOTEK JOKYyMEHTOB OpraHu3anus
y4eTa JOKYMEHTOB ApXUBHOTO (OHIA.

VYder TOKyMEHTOB B rOCYIapCTBEHHOM apXHBE.

[Ipuem u nepegaya TOKYMEHTOB OPTaHU3AIHN B TOCYIapCTBEHHBIN apxuB. COCTaBICHUE CITUCKA
HMCTOYHUKOB KOMIUICKTOBAHHUS apXHBA.




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MEKIMCIUNIIMHAPHBIX cnoco0cTByeT
kypcoB (MIK) u Tem 3JIEMEHT
NPOrpaMMBbl
1 2 3 4 5
Pa3paboTka pekoMeHAaIni 10 ONTUMHU3AIMN KOMIIIEKCa MEp 10 00ECIIEUCHNIO COXPAaHHOCTH
JOKyMEHTOB B apXUBE. Y CTAHOBIICHUE COOTBETCTBHUS PEKMMa XPaHEHUSI OCHOBHBIM HOPMAaTHUBHBIM
pESKHMaM XpaHEHHsI JOKYMEHTOB B apXUBE
Bceero: 773




3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOT MU

OcBoeHue MmporpaMMbl MOXKET MPOBOJIUTHCA C MPUMEHEHUEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/WJIM TIPEToaBaTesiM JIMYHO TMPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
iatgpopMmax.



4. YCJ0OBUA PEAJINBAIIUU ITPOPECCHOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHUMAJIbHOMY MaTE€PHAIbHO-TEXHUYECKOMY
o0ecmeYeHnIo

[Ipodeccuonanbubiit Moaysas [IM.01 "Opranuzanus apXuBHOM U CHPABOYHO-
MH(GOPMAIIMOHHON pabOTHI MO JOKYMEHTaM OpraHu3aluu'’ peains3yeTcs B:

Aynurtopus 12316 Kabuner apxuBoBeeHUS

Cucremnniii 610k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3VY
8Gb -1 mr.

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

Mpbib -1 mwir.

[Ipoextrop Beng MX507 -1m.

Okpan ans npoekropa Digis Optimal-B -1mt. UBIT ABC Back-UPS

Crenap! — 4 miIT.

Kabuner st npoBeieHUs 3aHATHH JIGKITMOHHOTO THIIA.

Aynutopus 12211

Jlabopatopuss MHGOPMATUKH U KOMIIBIOTEPHOM 0O0pabOTKH JOKYMEHTOB
Kowmmnbrotepusiii kabunet Ha 34 pabouux MecTa.

Momno6sok Acer Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3VY
4Gb -26 mt. Mono6ok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz
O3V 2Gb -8 mt. KnaBuatypa -34 wr.

Mpiib -34 mr.

Muorodyukunonansnoe ycrporictBo HP LaserJet Pro MFP M125mw -1miT.
Busyanm3zarop apxusa.

[Mxad s OymMakHBIX TOKYMEHTOB.

VYueOHas mebenb - CTOMbI, CTYJbsI Ha 34 MOCA0YHBIX MECTA.

I1O: mporpamma st o0paboTku rpaduueckux uzooOpaxenuit IrFanView,
Windows, MS Office, mporpamma s nepeBoja - oHnaiH Google-nepeBoauuK,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitnoB (BU3yanu3upoBaHHBIX
AJIEKTPOHHBIX TOKyMEHTOB), yueOHas Bepcus T-FLEX CAD.

CreHapl — 5 miIT.

KommproTepaplii  KaOWMHET JUIsi  TPOBENCHUS TPAKTUYCCKUX  3aHITHM,
TPYITIOBBIX U

WHAUBUIYAIBHBIX KOHCYJIBTAIlMi, TEKYIIETO KOHTPOJS W TPOMEKYTOUHOU
aTTecTalluy, MPOU3BOJICTBEHHON MPAKTHKH.

Aynurtopus 12313

JIaGopatopusi CUCTEM BIEKTPOHHOTO JOKYMEHTO000pOoTa

CepBep, MOAKIIOYEHHBIN K HHTEPHETY, KOMIIBIOTEPHI, 00bETUHEHHBIE CETHIO C
cepBepoM u Apyr- apyrom: MonooOsiok Acer Intel(R) Celeron(R) CPU N2930 @
1.83Hz, 1.83Hz O3V 4Gb — 3 mrt.; Monobmok Acer Intel(R) Pentium(R) CPU



J2900 @ 2.41Hz, 2.41Hz O3V 2Gb - 2 mT.

Kiasuarypa -5 mr.

MpIiib -5 mr.

MuorodyunkuronansHoe yctporictBo HP Color LaserJet Pro MFP M477faw -
lurr. YueOHast MeOenb — CTONBI U CTYJIbs HA 24 MOCaJ0YHBIX MECTA.

Creupapl — 4 1T.

TB-nmanens — 1 mrt.

I1O: Windows, MS Office, C3]J] or 30Ca JIEJIO, Acrobat mist utenust pdf
¢aitnoB (BU3yaqu3UPOBAHHBIX JJIEKTPOHHBIX TOKyMeHTOB), Koucynsrantllmioc,
antuBupyc Kacrnepckoro.

Crneunaiu3upoBaHHbI KaOMHET /i1 MPOBEACHUS MPAKTHUYECKUX 3aHATHM,
IPYNIIOBBIX W  HWHIWBUAYAIbHBIX KOHCYJIBTAllMM, TEKYLIEro KOHTPOJS H
IPOMEKYTOYHOM aTTECTALMH, TPOU3BOACTBEHHON MPAKTUKH.

Aynurtopus 12114

JlabopaTopusi TEXHUYECKUX CPEACTB yIPABICHHUS

Cucremnbii  Omox  ProMegalet 310 MT 13 7100/4Gb/500Gb
7.2k/HDG360/DVD/DOS -2 mr. Cucremubiii 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 -2mir.

Mownutop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/NVGA -lmir.
KnaBuarypa — 3.

Mpl1iib — 31IT.

Be6 kamepa Logitech HD Webcam C270 -1mt. Haymmauku Sven AP-670MV
YEPHBIN -SIT.

Ckamep Canon LIDE 300 240044800 dpi, 48bit, USB, A4 -2 mir.
Muorodyukmnuonansnoe ycrpoiicteo HP Color LaserJet Pro MFP M477faw -1mir.
JukTohOoHBI — 2 IIT.

Tenedon — 1 mt. dakc — 1 mir.

BpourtopoBounas mamnia — 1 . CTuriep yCUIeHHBI.

YerpoiicTBo [yt medatu TakTiuiibHOM rpaduku «PTIAF -1 mir.

[IpoBonHas rapHuTypa € KOCTHOM mnpoBoaumocTbio «Aftershokz Sportz
Titanium» -1 mT. KnaBuarypa amanthpoBaHHas OecHpOBOAHAS C OOJIBIIMMHU
KHOIIKaMU M HakJaakoM -1 mr. Axkycruueckas cucrema Front Row to Go (kononka
HaymHUK. MukpodoH)-1 mir.

Buneoysenuunrens ONYX Portable HD -1 mit. Tepmooymara ZY-TEX Swell
paper -2 nauku

bymara nisa neuatu penbedHo-ToueunbiM mpudTom bpaiinsg — 10 mauek

[IpunTtep nns nedatu penbedHo-ToueuHbIM HIpudToM bpaitnsg «Index Everest-
D V5» -lmr. I[TogbeMHUK JT€CTHUYHBIA TYCEeHUYHBIH MOOMIBHBIN T09 «Roby PPPy»
-1 mr.



Kpecno-xonsacka nnBanuanas HO35 -1 mr. bpaitnesckuit aucmieit Focus-40
Blue -1mT. YueOHass MeOeIIb — CTOJIBI, CTYJIbA.

I1O: Windows, MS Office ¢ ycranoBnenusiM Outlook, Koncynerantllmtoc,
antuBupyc Kacnepckoro.

KommnbroTepHbld  KaOMHET JUIsi TPOBENECHUS TMPAKTUYECKUX  3aHITHM,
IPYNNOBBIX W WMHIWBUIYAIbHBIX KOHCYJbTAllMM, TEKYIIEr0 KOHTPOJS H
POMEKYTOYHOM aTTeCTalMK, TPOU3BOACTBEHHON MPAKTUKU.

Ayautopus 12203

bubnmuoTexka, YUTAJIbHBIN 3a71 (cnenuanu3upoOBaHHBII KaOWHET),
000pyI0OBaHHBIM KOMITBIOTEPAMH C BHIXOJOM B CETh MIHTEpHET.

10 pabounx mect, B TOM 4ucie 5 MecT, 000pPYTOBaHHBIX KOMIIbIOTEPAMU IS
CaMOCTOSITENIbHOM paboThl CTYIEHTOB C BBIXOJOM B Internet - mMoHOOnIOKM Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb, ki1aBuaTyphbl, MBIIIIH.

1 IIK gns corpyanukos, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3V 4Gb, muoropyHkunonansnoe ycrtporicteo HP LaserJet Pro MFP
M125mw - 1.

4.2. UndopMaunoHHoe o0ecnieyeHne 00yueHust

OCHOBHBIE UCTOYHUKH:

Ne ni/mt bubnuorpaduueckoe onucanue

1 Packun, JI. 1. Meroanka u IpakTUKa apXUBOBEJCHUS ;| YU€OHUK JIJIsi CPETHETO
npodeccronanabHoro oopaszoanus / Jl. U. Packun, A. P. CokonoB. — Mockaa :

WznatensctBo FOpaiit, 2022. — 339 ¢. — (IIpodeccuonansuoe o6pa3oBanue). —
ISBN 978-5-534-02419-7.

2 Kopuees, U. K. JlokymeHTaninoHHOE 00ecnieueHre yrpaBieHus : yI€OHUK U IPAKTUKYM
1u1s cpennero npodeccuonanbHoro oopazosanus / U. K. Kopuees, A. B. [Tmenko, B. A.
Marmypues. — 2-e u3g., nepepad. u gom. — Mocksa : M3narensctBo FOpaiit, 2022, —

3 Konun, H. M. IIpaBoBbie OCHOBBI YIIPaBJIEHUECKON NEATEIBHOCTH : yueOHOe ocodue
JUIs cpeaHero npodeccuonanbHoro oopazosanus / H. M. Konun, E. . MaTtopuna. —
Mocksa : U3natenbctBo FOpaiit, 2022. — 139 ¢. — (IIpodeccronansuoe
oOpazoBanue). — ISBN 978-5- 534-09852-5. — TekcrT : aneKTpoHHbIH //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/492523

4 Huxomoxun, C. B. [IpaBoBoe obecrieuenne npopecCuoOHAIBbHON IeATeTLHOCTH :
y4eOHUK U MPAaKTUKYM JJI cpeliHero npodeccuonanbHoro oopasosanus / C. B.
Huxontoknn. — Mocksa : U3patensctBo Opait, 2022, — 248 ¢. —
(ITpodeccuonansroe odpazoBanue). — ISBN 978-5- 534-14511-3. — TekcT :
anekTpoHHbIHN // O6pazoBarenbHas wiatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/497103

5 Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECTIeUeHNE YIIPABICHUS | YUeOHUK U
MPaKTUKYM JJIs1 CpeiHero nmpodeccruoHanbHoro oopasosanus / JI. A. Jloponuna, B. C.
NputnkoBa. — Mocksa : M3gatensctBo FOpaiit, 2022. — 233 ¢. —
(ITpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-05783-6. — Tekcr :
anexkTpoHHbIl // OOpa3zoBarenbHas maatdopma FOpaiit [caiir]. — URL:




Ne ii/mt bubnuorpaduueckoe onucanue

https://urait.ru/bcode/492618

,HOHO.]IHI/ITBJ'IBHBIC HCTOYHHUKMU:

Ne /i bubnuorpaduueckoe onucanve

1 I'pozosa, O. C. [lenonpou3BoACcTBO : yuebHoe mocodue 11 By30B / O. C. ['pozoBa. —
Mocksa : M3natensctBo FOpaiit, 2022. — 124 ¢. — (Bricmiee oopazoanue). — ISBN
978-5- 534-06787-3. — Tekcr : anexTpoHHbI // OOpa3zoBarenbHas miatdopma FOpait
[caitr]. — URL.: https://urait.ru/bcode/492786

2 Ilemenkona, C. 1. ApxuBoBenenue. Mctopus apxuBoB Poccuu ¢ npeBHENIINX BpeMEH
70 Havana XX Beka : yueOHoe rmocodue s cpeiHero npohecCHoHaIbHOTO
obpa3oBanus /

3 YrpaBieHue nepcoHanoM : yueOHUK U MPAKTUKYM I CpeIHero mpohecCuoHaIbHOTO
obpazoBanus / A. A. JlutBuHIOK [1 Ap.] ; mox penakuuend A. A. JIutBuHioka. — 2-¢
u31., nepepad. u pon. — Mocksa : U3gatenbcrBo Opaiit, 2022. — 498 ¢. —
(ITpodheccuonansuoe oopazoBanue). — ISBN 978-5-534-01594-2. — Tekcr :
anekTpoHHbIH // Obpa3zoBatenbHas iardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489846

4 I'OCYIJAPCTBO U ITPABO, Uncturyt rocynapcrsa u npasa PAH, (Mocksa)

5 YIIPABJIEHUE ITEPCOHAJIOM, OOO "JlenoBsie koMMyHHKauu" (MockBa)

HNuTepHer-pecypcesnl

«OTe4eCTBEHHBIE APXUBBD» HAYYHO-TIPAKTUYECKUN KypHAI
http://rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-otechestvennye-
arhivy/soderzhanie-nomerov

library.miit.ru

4.3. O0uue Tpe0OBAHUSA K OPraHU3anny 00Pa30BaTeJIbHOIO NMpouecca

4.4. KaapoBoe obecnieueHne 00pa3oBaTeibHOIO nmpoiecca

TpeOoBanus k KBaau(HUKAHMKM II€IarOrMYECKUX KaJpoB, OO0SCIICUMBAIOIINX
oOydyeHHe MO MEXKIUCHUIUIMHAPHOMY Kypcy (KypcaMm): HajJu4he BBICILIErO
npo¢eCcCUOHAILHOTO 00pa30BaHMUsl COOTBETCTBYIONIETO MPOGUITIO.

TpeboBanus k KBaqu(UKaAMKM TEIarOrMUYECKUX KaJpoB, O0ECIEeUUBAIOIIUX
PYKOBOJICTBO TPAKTUKOW: HAJIMYKE BBICHIETO MPOQPECCHOHAIBHOTO 00pa3oBaHUs,
COOTBETCTBYIOIIETO MPOUITIO.

PykoBOACTBO TPAKTUKOW OCYIIECTBISACTCS NPEMOJABATEISIMU CIICIIMATBHBIX
TUCITUIUIMH , a TakkKe PaOOTHHKW MPEANPHUSATHH, 3aKPETUICHHBIE 3a CTYyACHTaMHU.
[Ipuka3zom pekTopa Ha3HAYaeTcs NpernojaBaTeib - PYKOBOJIWUTEIb MPAKTHKUA OT
oOpa3zoBarenbHON oOpranu3anuu. B ero o00s3aHHOCTM BXOAMUT IOCEIICHHE




npeanpuatus (oTaena), KOHTPOJIb BBITOJHEHHS 3a/laHHs HA MPAKTUKY, YTOUHEHHUE
(KOppEeKTHpOBKa) 3aJaHHWsl B 3aBHCHMOCTH OT KOHKPETHBIX YCJIOBUH TIpH
0043aTEIbHOM COTJIACOBAHMM 3THX BOMNPOCOB C PYKOBOJIWUTEIEM MPAKTUKUA OT
IOPEANPUATHS, IPOBEICHUE KOHCYJIBTAMM M0 COCTABICHUIO OTYETA IO IPAKTHKE,
OLICHKA PE3yJIbTaTOB ITPAKTUKH I10 UTOTAM €€ IIPOXO0XKICHMUS.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
MPO®ECCUOHAJILHOTO MOAY.JISI (BUJAA MPO®ECCUOHAIBLHOMI
JNESTEJBLHOCTH)

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
[IM.02 "Opranuzanusi apXuBHOM M CIPAaBOYHO-UHPOPMALMOHHON pabOTHI IO
JOKyMEHTaM OpraHu3aluu’ OCYIIECTBISIETCS MeIarorndyeckuM pabOTHUKOM B
IpOLIECCE TNPOBEACHUS AayIUTOPHBIX 3aHATHUM, YTO IIO3BOJIIET IPOBEPUTH Yy
oOyJaromuxcsi He TOJBKO COPMUPOBAHHOCTHh NMPO(HECCHOHATBHBIX KOMITETEHIUH,
HO U pa3BUTHE OOIIMX KOMIETCHIUN U 00ECIIeUNBAIOIINX UX YMEHUH.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pe3ylbTaToOB  OOy4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIO0M ouneHouHbIX cpeactB (POC) nmo
npodeccuonansHomy moaymo I[IM.02 "Opranuzamusi apXuBHOM M CIPaBOYHO-
nH(GOPMAITMOHHON PabOThI 1O JOKYMEHTaM OpTraHu3aIuun’.



