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1. IACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOJAYJIA IIM.02 Opranu3anusi apXuBHOM U CIIPABOYHO-UH(OPMALMOHHOM
padoTHI MO0 JOKYMEHTAM OPraHHU3auuu

1.1. O6a1acTh npuMeHeHUs1 padoyeil MPOrpaMmbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpaMma)  fBIISIETCS  YacThl0  O0Opa30BaTENbHOW  MPOTPaMMBl  CPETHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C TNPUMEPHOU
nporpammoii mpodeccuonansHoro monyns (IIM.02 "Opranuzanus apXuBHOU U
CIpPaBOYHO-UH(POPMAIIMOHHON paboThl MO JOKyMEHTaM OpraHu3anuu") To
cnenuanbHoct  46.02.01  JlokymMeHTalMOHHOE OOecleYeHne YIpaBICHUS W
apXMBOBEJICHHE B YaCTH OCBOECHHS OCHOBHOro Buaa jgestenbHoctu (BJ):
BelinonHenue padoT 1o 0AHOW WM HECKOJIBKUM NpodeccrusaM padouux, JOJKHOCTIM
cnyxamux (mpunoxkenue k Hacrosimemy @I'OC CIIO).; Opranuzaiusi apXuBHON U
CIPaBOYHO-UH(POPMALIMOHHOM pabOThI 10 JOKYMEHTaM Opranu3anuu.; Opranusanus
JOKYMEHTAallMOHHOTO  oOecreyeHusi  ymnpaBieHuss U (QyHKIUOHUPOBAHMS
OpraHM3alMM. U COOTBETCTBYIOLIUX NpodeccruoHanbHbIX koMmeTeHui (I11K):

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

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

[IK 2.3  Pa3pabaThiBaTh U BeCTH KiacCU(UKATOPHI, TAOETH U JIp. CIPABOYHUKH TIO
JOKyMEHTaM OpraHU3aLuu.

[IK2.4 Ob6ecnieunBaTh TpHUEM U paAlMOHAIBHOE pa3MeIleHHuEe JIOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB TI0 JINYHOMY COCTaRBY).

[IK 2.5 Ob6ecnieunBaTh yY€T U COXPAHHOCTh JTOKYMEHTOB B apXHUBE.

[IK 2.6 OpraHn3oBbIBATH HMCHOJIB30BAHUE APXWBHBIX JOKYMEHTOB B HAy4YHBIX,
CIPABOYHBIX U MPAKTUYECKHUX LETAX.

I[IK 2.7 OcymiecTBIsITh OpraHU3alliOHHO-METOANYECKOE PYKOBOCTBO U KOHTPOJIb
3a paboOTON apxuBa OpraHM3alMM W 3a OpraHu3aluell JOKYMEHTOB B
JIEJIOITPOU3BOICTBE.

1.2. lean u 3apa4mn npogeccHOHAIBHOI0 MOAYJIA — TPe0OBaHUA K pe3yibTaTaM
OCBOCHUS NPO(PEeCCHOHATBLHOI0 MOY ISl

Ienu u 3amaun uzydeHus: npodhecCuOHATBHOTO MOIYJIS SBJISETCS OBJIAJICHHE
YKa3aHHBIM BUJIOM npodeccruoHambHOM NEATENTBbHOCTH (BITI) 151
MpoeCCUOHATLHBIMU KOMITETEHITUSIMH.

C 1enbio OBNAJICHUs] YKa3aHHBIM BHUJIOM MPO(ECCUOHAIBHOUN NESITEILHOCTH U
COOTBETCTBYIOIIUMU MPOGECCUOHATIBHBIMU KOMIIETCHITUSIMH O0yJarOITUNCs YMEeT:



- OpraHW30BBIBATH JCATEIBHOCTH apXMBa C YYETOM CTaTyca W Mpoduis
OpraHu3aluy;

- paboTaTh B CUCTEMAX JIEKTPOHHOTO JOKYMEHTOOO0POTa;

- UCIOJb30BAaTh B JICSTECIIBHOCTH apXHMBa COBPEMEHHBIC KOMIBIOTEPHBIC
TEXHOJIOTHH,

- IPUMEHATh COBPEMEHHBIE METOIMKHA KOHCEPBALIMKM U PECTABPALIUM apXUBHBIX
JIOKYMEHTOB;

3HAeT:

- CUCTEMY apXHUBHOTO yIpaBiieHUs B Poccuiickorn denepanuy U OpraHu3alnio
ApxuBHoro ¢orna Poccutickoii enepanum;

- CUCTeMY XpaHEHUS U 00pabOTKU JOKYMEHTOB;

HNmeeT nmpakTUYECKUIA OTIBIT:

- OpraHu3alvy apXWBHOM M CHPaBOYHO-MH(DOPMALIMOHHOW pPabOThI 10
JIOKyMEHTaM OpTaHU3aI1U.

1.3. Kosin4ecTBO 4acoB Ha 0CBOeHME pado4eil MPporpaMMsel NpogeccuoHAIBLHOIO0
MOJAYJISl 110 y4eOHOMY ILIaHy:

Bcero - 765 yac.

B ToMm uucie:

MakcumainbHas yaeOHasi Harpy3ka ooOyuatomerocs - 657 gac.

Bxurouast:

00s3aTENbHYIO AyUTOPHYIO yueOHYI0 Harpy3Kky ooyuatomerocs - 438 vac.;
CaMOCTOSITENIbHYIO paboTy oOyuaromierocs - 219 yac.

Hpyras ¢popma kontposst - 0 yac.;

[IponsBoncTBeHHas npaktuka - 108 4gac.;

[IpomesxyTouHas arrectauus B popme quddepeHunpoBaHHOrO 3a4eTa
[TpomexyTounas aTTectanus B (hopMe IK3aMeHa

1.4. Ucnoaib3oBanne yacoB BapuatuBHoii yactu OII IIIICC3



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

Pe3ynbTraToM ocCBO€HHSI MPOPECCHOHAIBHOIO MOAYJS SIBISETCS OBJAJCHHUE
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)OpPMAITMOHHOW paboThl MO JOKyMEHTaM opraHusamuu., OpraHuzanus
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 OpHEeHTHUPOBATHCSA B YCIOBUSX YaCTOW CMEHBI TEXHOJIOTUI B
po(eCcCUOHANIBHOM IESITEIbHOCTH. ;

[IK 2.1 OcCy1ecTBIATh dKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU
C JICMCTBYIOIIMMU 3aKOHOAATEIbHBIMU aKTaMU U HOPMATHUBAMU. ;

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

[IK 2.3 Pa3pabateiBaTh 1 BecTH KiaccuukaTopbl, TaOEIH 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 apXHUBE.;

[IK 2.6 OpraHu3oBbIBaTh UCHOJIb30BAHNE APXUBHBIX JOKYMEHTOB 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 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- (makcn- padora
pasiesos HArpy3ka o0y4aromerocst
HAJbHBIX MaJibHasi o0yuarouerocst
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHUMi HArpy3ka B T.4. KypcoBast
KypcoBasi CIEeUAJIBHOCTH)
U MpaK- BCEro | MpaKTH4yeckKkue pabora BCEro paGora
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 S 6 7 8 9 10
MJIK 02.01. 152 92 20 60
Opranuzanus u
HOPMAaTUBHO-
MIPaBOBbIC OCHOBBI
apXUBHOTO JIeIa
MJIK 02.02. 208 148 48 60
l'ocynapctBenHsie,
MYHUITUTIATEHBIE
apXUBBI U aPXUBHI
OpraHu3aruin
M/IK 02.03. 225 144 56 81
Metonnka u
MpPaKTHKa
apXUBOBEJICHUS
M/IK 02.04. 72 54 20 18
Obecnieuenue
COXPaHHOCTH
JIOKYMEHTOB
DK3aMeH 0
Bcero: 657 438 144 219




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

HaumeHoBaHue pa3ae/ioB
npogeccunoHaIbHOr O
moayJas (IIM),
MeRIUCHUIIIHHAPHBIX
kypcoB (MJK) u Tem

Copep:xaHue yueOHOI0 MaTepHaJia, JIaGopaTopHbIe padoThl M MPaAKTHYECKHE 3aHATHS,
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs

OoBeM
JacoB

Yposensn
OCBOCHUS

Koasbl
KOMIeTeHIU,
¢opmupoBanuro
KOTOPBIX
crnoco0cTByeT
3J1eMEeHT
MpPOrpaMMbl

1

5

MJK 02.01 Opranuszauus u
HOPMATHBHO-IPABOBbIE
OCHOBBI APXHBHOI0 jieJIa

160

BBeaenue

o

Conepxanue yueOHOro Marepuana:

[TosiBnenue apxuBoB B [[peBHEpYyCCKOM rocyaapcTBe

ApXHBHas JeTeNIbHOCTh B IEPUOJ] CKIIabIBaHus (peoqanbHOi MOHApXUH
ApXuBHasl JeSTeIbHOCTh B IIEPUOJ CYIIECTBOBaHUS (De0JaibHOM MOHAPXUH
ApxuBHas JesTeabHOCTh B Poccuiickoit uMnepun

ApxuBHas JeSTEIbHOCTh B COBETCKHUI M IOCTCOBETCKHUM MEPHOIBI

Pa3ButHe apXUBHOH eATenbHOCTH B Poccuu ¢ npeBHENIINX BpeMeH 0 KoHna XX Beka
[TosiBnenue apxuBoB B [[peBHEpYCCKOM rocyaapcTBe

ApxuBHas JeSATEIHHOCTH B IIEPHOJ] CKIIaAbIBaHNA (eoJaTbHON MOHAPXHUU

ApXuBHas JeTeNIbHOCTh B IIEPUO/] CYLIECTBOBaHMUS (peojaibHOI MOHAPXUH

ApxuBHas JesTeIbHOCTh B Poccuiickoit mMnepun

ApxuBHasl JeSITEIHHOCTh B COBETCKHH M TIOCTCOBETCKHUH MEPUOJIBI

CamocrosTenbHas paboTta

ConepxaHue yaeOHOTO MaTepHuana;

I/I3yquHe TCOPETUICCKOT0 MaTepurajia B COOTBETCTBUU C JUJAKTUICCKUMU CAUHUIIAMH TEMBI U
MOATOTOBKA OTBETOB Ha KOHTPOJIbHBIE BONPOCHI, BBIIAaHHBIE TIpernoaBareneM. Pabora ¢
KOHCIIEKTaMH, Y4eOHO! ¥ JIOMOJIHUTENBLHOM IuTeparypol (1o naparpadam, riaBaM y4eOHbIX
nmocoOuii, ykazaHHBIM mpenojiaBateneM). CocTaBleHre TE3UCHBIX TIAHOB, MAMATOK MO TEME 3aHSATHUS
HOHFOTOBK& K IPAKTUYCCKUM 3aHATUAM C UCIIOJIB30BAHUEM METOAUYCCKUX peKOMeHI[aL[I/Iﬁ
nmpenoaaBaTeiisd, BBINTIOJTHEHUE U OCI)OpMJ'ICHI/Ie TIPAKTUICCKUX pa60T, TCCTOBBIX 3a)1aH1/1171, B TOM YHUCJIC
B 2JIEKTPOHHOM cucteme MOODL.

CamocTosTenbHOE N3yUYeHNE 3aKOHOJaTeIbHOM 0a3bl, perynupyomei odecriedeHne COXpaHHOCTH
JIOKYMEHTOB

ApxuBHoro ¢oHza.

60

Tewma 1.2 ITpaBoBBIE OCHOBBI
peryJupoBaHus apXUBHOMU

cepst

ConepxaHue yaeOHOTO MaTepHraa;

ApXuBHOE IpaBo

ApXHMBHOE 3aKOHOAATEIHCTBO

OCHOBHBIE 3aKOHO/IaTEIbHBIE aKThI B apXUBHOH cdepe




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
[IpakTrdeckue 3aHATH 2
I13 Nel KonTponbHas paboTa mo teme «IIpaBoBbIe OCHOBBI pEryIHPOBAHMS APXUBHON
chepbi»
Tema 1.3 DxcnepTuza Copneprxanue yueOHOTO MaTepHaa; 6
LIEHHOCTU JOKYMEHTOB CucreMa apxuBHOro ymnpasiieHus: B Poccuiickoii @enepanuu. Opranuzanus
ApxusHoro ¢oHma Poccuiickoit @eneparim
[IpoBenenne SKCIEPTU3BI IEHHOCTH TOKYMEHTOB. DKCIIEPTH3a IIEHHOCTH
JIOKyMEHTOB Ha OCHOBE HAayYHBIX KPUTEPHEB
DKcnepTr3a HeHHOCTH JOKYMEHTOB 1o nepedHsiM. COCTaBIIEHHE CXEMBI AEATEIbHOCTH apXHBa C
YYETOM CTaTyca U MpoQHIIsl OpraHU3aLIH
[IpakTHyeckne 3aHATHA 2
I13 Ne2 KonTponpHas paboTa mo TeMe « DKCHepTH3a HEHHOCTH JOKYMEHTOBY
Tema 1.4 Opranuzauus ConeprxaHne yueOHOTO MaTepHaa; 4
paboTHI 10 SKCTIEPTHU3E [IpoBenenne oTbopa TOKYMEHTOB U A€ HA XpaHEHHE B apXHB
LIEHHOCTH JOKYMEHTOB Odopmitenne onucu TokyMeHTOB. CocTaBlieHHE aKTa Ha YHHYTOXEHHUE JeT U
JIOKYMEHTOB
[IpakTHyeckne 3aHATHS 2
I13 Ne 3 KonTpomsHas padora o Teme «OpraHus3anus padoTHI IO KCIIEPTH3E IICHHOCTH
JIOKYMEHTOBY
Tema 1.5 ApxuBHBIE OITUCH Copneprxanue yueOHOTo MaTepHuaa: 6
Bnusinue kiaccudukanyy TOKYMEHTOB H JIe B IIpeJesiax apXUBHOTO (oH/Ia Ha
COCTAaBJICHUE APXUBHOW ONUCHU
CocraBneHne coOOCTBEHHO apXUBHOM onucH feil. CocTaBlieHHE CIIPaBOYHOTO
anmapara K OIncH
IIpakTnueckue 3aHATUS 2
113 Ne 4 KonTpospHast paboTa mo TeMe «ApXUBHBIE OITHCH»
Tema 1.6 ABTomaTu3anus ConepxaHue yaeOHOTO MaTepHraa; 8

3JIEKTPOHHOTO
JIOKYMEHTO000pOTa U
JeTONPOU3BOJICTBA

HasHauenue 31eKTpOHHOTO JOKyMEHTO000pOTa
OCO00eHHOCTH 3TANoB AIEKTPOHHOTO JOKYMEHTO000poTa
TTopsimok opopMIIeHHST PETUCTPANMOHHON KapTOUKM Ha MEPCOHATLHOM




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

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

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

5

KOMIIBIOTEpe
Odopmiierne n 06paboTKa BXOIIMINX JOKYMEHTOB

IIpakTuueckue 3aHATUSL

I13 Ne 5 XpaneHue TOKYMEHTOB, JIeN B 3JICKTPOHHOHW KapTOTEKE
I13 Ne 6 KoHTpomsHas paboTa o TeMe «ABTOMAaTH3AIHS YJIEKTPOHHOTO JOKYMEHTO000poTa 1
JICTIONPONU3BOICTBA»

Tema 1.7
ABTOMAaTH3UPOBaHHEIC
CHCTEMBI JCTIONPON3BOJICTBA

Conepxanue yaeOHOro MaTepuana:
Co3naHne 31eKTPOHHBIX JOKyMeHTOB. Co3fanue cTpaxoBoro ¢oHaa u GOHAA ITOIb30BATEI
OcobeHHOCTH PabOTHI ¢ OIHOTEKCTOBBIMU 0a3aMM TaHHBIX

HpaKTH‘IeCKI/Ie 3aHATHA

I13 Ne 7 KoHTpomsHas paboTa o TeMe «ABTOMAaTH3UPOBAHHBIC CUCTEMBI
JICTIONPON3BOICTBA»

Tema 1.8 Co3znganue
HHPOPMAIMOHHO-TTOUCKOBOU
CHCTEMBI apXHBa

Conepxkanue yueOHOTo MaTepuana:

Pa3paboTka THITOBBIX TEXHOJIOTHYECKUX 0a3 TaHHBIX PadOTHI APXHBOB
OdopmiteHre 37IeKTPOHHON PEeruCTPAMOHHO-KOHTPOJILHOM KapTOTEKH
PexBusuts! xpanenus nena. [Ipeasapurenbaas o6paboTka 0a3bl TaHHBIX
OdopmiteHre 1 MPOBEPKa apXUBHBIX CIIPABOYHUKOB B COOTBETCTBUHM C 33JaHHBIMH
napaMeTpamu

CkaHMpOBaHME KONHMH MAIIMHOYUTAEMBIX JOKYMCHTOB

10

[IpakTrueckue 3aHATUSL

I13 Ne 8 IIpoBeneHue paboThI ¢ IEKTPOHHBIMH KOIMSIMH JOKYMEHTOB

I13 Ne 9 Pacnipenenenre peKBU3UTOB Ha OOJIOXKKeE jaena. TpeHuHT.

I13 Ne 10 KonTposbHast padota no reme «Co3nanue HHGOPMALMOHHO-TTIOUCKOBOM
CHUCTEMBI apXHUBa»

Tema 1.9 Yopasnernue B
apxuBax

ConepxaHue yaeOHOTO MaTepHraa;

OcHOBHBIE (GYHKINHU YIPABICHUS
HopmaTuBHO-IpaBoBas 6aza paboTHI apXxnBa
IInanupoBanue B apxuse

T'onoBoii oTueT apxuBa

Pabora ¢ nepconanom apxuBa. MapKeTHHT B apXuBax

10

IIpakTueckue 3aHATUS




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMoCTOosITe/IbHAsI padoTa 00y4YaroImmuXcst 4acoB OCBOEHHUS
MERIUCHUTIIHHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
I13 Ne 11 KontpospHas paboTa 1mo TeMe «YTpaBlieHHE B apXHBAX»
Tema 1.10 Uadopmarmzammsa | CoxpepskaHue yueOHOTO MaTepHaa; 6
apXHMBHOTO JieNa Oransl HHOOPMATH3ANNHT APXUBHOTO JIeNIa
OOBeKTH U e HHPOPMATH3AINH APXUBHOTO JIeia
WHdopmannoHHbIe TEXHOIOTHH B apxuBax. OpraHu3anus BHEAPEHUS
MH(OpPMALMOHHBIX TEXHOJIOTHH B apXHUBax
[IpakTHyeckne 3aHATHA 2
113 Ne 12 KontponpHas paboTa mmo teme «MHbDopMaTH3anns apXUBHOTO Jeay
Tema 1.11 Hayuno- ConeprxaHne yueOHOTO MaTepHaa; 2
HCCIIE0BATENbCKast 1 OrtpacneBas cucreMa Hay9HO-TEXHUYECKOH HH(POPMAIMU B 00IaCTH TOKYMEHTOBEACHHS M ApXHBHOTO
MeToxuuecKas paboTa Jena
TOCY/IapPCTBEHHBIX apXHUBOB
[IpakTHyeckne 3aHATHA 2
Hayuno-uccnenoBarensckas pabora. Meroanueckasi paboTa rocyiapCcTBEHHBIX apXuBOB. TpeHHHT.
M/K 02.02 208
TI'ocynapcrBeHHbIe,
MYHUIUTNIAJIbHbIE APXHBbI
¥ apXUBbI OPraHu3anmii
CamocrosiTenbHas padoTta ConepixaHue yueOHOTo MaTepHuaa; 60
I/I3yquHe TCOPETUICCKOT0 MaTepuraia B COOTBETCTBUU C TUJAKTUICCKUMU CIUHUIIAMU TEMBI 1
MOATOTOBKA OTBETOB Ha KOHTPOJIbHBIE BONPOCHI, BBIIAaHHBIE TIpenoaBareneM. Pabora ¢
KOHCIIEKTaMH, Y4eOHO! ¥ JOMOJIIHUTENLHOM IuTepaTypol (1o naparpadam, riaBaM y4eOHbIX
mocoOuii, ykazaHHBIM mpenojaBateneM). CocTaBlieHUe TE3UCHBIX MJIAHOB, TAMSITOK TIO
TEeMe 3aHSATHS
HOIIFOTOBKa K IPAKTHYCCKUM 3aHATUAM C UCIIOJIB30BAHUEM METOAUYCCKUX peKOMeH]]aLH/II\/’I
nmpenoaaBaTelisd, BBINIOJTHEHUE U OCI)OpMJ'ICHI/Ie TIPAKTUICCKUX pa60T, TCCTOBBIX 3a)IaHHﬁ, B TOM YHUCJIC
B 2JIEKTPOHHOM cucteme MOODL.
CaMocTOoSTeNbHOE N3yUeHHE 3aKOHOJATeIbHOM 0a3bl, pEeryIHupyIOIIeld o0eciedeHrne COXPaHHOCTH
JIOKyMEHTOB
ApxuBHoro ¢oHza.
Tema 2.1 Knaccudukanus ConepxaHue yaeOHOTO MaTepHraa; 14

apXI/IBHOﬁ JOKYMEHTaINU

IIonsiTHE «apXUBHBII JOKYMEHT» U «apXUB»
Krnaccudukarus apXuBHBIX JOKYMEHTOB H 1€l B ['ocy1TapCTBeHHOM apXuBe




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

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

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

2

5

Knaccudukanus HaydHO-CIIPaBOYHOTO annapaTa MyHHIUIIAIbHOTO apXUBa
O0s13aTenbHBIC APXUBHBIEC CIIPABOYHHUKH B CHCTEME CIIPABOYHO-TIOMCKOBBIX
CpeAcCTB

WHdopMannoHHbIE XapaKTEPUCTUKN JOKYMEHTOB U /€I

JlononHuTENbHBIE APXUBHBIE CIIPABOYHUKHI B CHCTEME CIIPABOYHO-TIOMCKOBBIX
CPEACTB.

HpaKTH‘IeCKI/Ie 3aHATHA

I13Ne 1KonTpoapHas padora mo teme «Kimaccupukarus apXuBHOH TOKYMEHTAIIUNY

Tema 2.2 Opranuzauus
JIOKyMEHTOB U JIeJT
ApxuBHOTO (POHIA
Poccuiickoit ®enepanuun

ConeprxaHne yueOHOTO MaTepHaa;

ApxusHblit poua Poccuiickoit @eneparym. CoctaB ApxuBHOTO QoHIA
Poccuiickoit ®enepanun

Opraanzanys TOKyMEHTOB U JIeN B Ipeaenax ApxusHoro ¢oHma Poccuiickoit
®Deneparun B 11esToM (TIEPBBIH YPOBEHb OPraHU3alliU JOKYMEHTOB)
Opraan3anys JTOKyMEHTOB B IIpe/ielax apXUBOB (BTOPOH YPOBEHBb OpraHU3aLuN
JIOKYMCHTOB)

Opranuzanys el B pejesiaX apXuBOB (BTOPOH YPOBEHb OPTaHU3AIHA
JIOKYMCHTOB)

Oprasu3anys JOKyMEHTOB U IS B TIpe/ieax apXuBHOTO (hoHIa (TPETHi yPOBEHb OPTraHU3aIHN
JIOKYMCHTOB)

14

HpaKTI/I‘ICCKI/IG 3aHATHA

I13 Ne2 Opranuzamus Jien B Ipeaenax apXuBHOTo (HoHa (TPEeTHH yPOBEHb OpraHU3aIUH
JIOKyMEHTOB). TpeHHHT.

I13Ne3 KontponpHas padota mo Teme «OpraHuzaus TOKyMEHTOB | el ApXxuBHOTO (hoHIA
Poccuiickoit denepannn»

Tema 2.3 KomiiekToBaHHE
ApxuBHOTO (hoH/IA
Poccuiickoit ®enepanuu

ConepxkaHue yueOHOro Marepuaa:
OmnpejeneHne HCTOYHUKOB KOMIUICKTOBaHUS
Opranusanusi KOMIZIEKTOBAHUS

14

IIpakTnueckue 3aHATUS

[13Ne4 Kontponsras padota o Teme «KommnekroBanue ApxusHoro ponaa Poccuiickoit
Denepauumn»

Tema 2.4 Yyer u
obecrnieueHre COXpaHHOCTH

ConepxaHue yaeOHOTO MaTepHraa;
Opranuzanys ydera JoOKyMeHTOB ApxuBHOTO donna Poccuiickont deneparym.

14




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
JIOKYMEHTOB APXHBHOTO CocraBieHNE YUETHBIX JOKyMEHTOB B apXUBE.
¢donna Poccuiickoii ObecneueHne COXpaHHOCTH JOKYMEHTOB ApxuBHOTO (oHna Poccuiickoit
denepanun Oeneparun. TpeboBaHMA K 37aHUAM U TIOMEIICHASAM apXHBa.
Pexunmbl XpaHeHUS JOKyMEHTOB. Pa3MeleHne TOKyMEHTOB B XpaHWIININE
[Nopsiiok BeIDAaYH A€ U3 XPAaHHUIIHII
ObecnieueHne PU3UKO-XUMUYECKOH COXPAaHHOCTH JJOKyMEHTOB. IIpoBepka Hanmu4us
Y COCTOSIHHSA JOKYMEHTOB.
Oco00 1IeHHBIE U YHUKAJIBbHBIC JTOKYMEHTHI apxuBa. CTpaxoBod GpoHI 1 HOHA HOJIB30BAHUS
[IpakTHyeckne 3aHATHA 6
I13 NeoS Ilpaktuueckoe 3aHsaTue 1o TeMe «Ilopsaok BbLAAUM A€ U3 XPaHWIUID)
II3Ne 6 KonTponbHas paboTa mo TeMe «Yd4eT U o0ecredeHie COXPaHHOCTH JOKYMEHTOB APXUBHOTO
tdorma Poccuiickoit @enepanum»
Tema 2.5 AnanmuTHKO- Copneprxanne yueOHOTO MaTepHaa; 14
CHHTETHYECKast 00paboTKa Omnucanne JOKyMEHTOB B apXHBaX OpraHU3alnu
nepBUYHOI nHpOpMannuu Omnucanne e B apXUBax OpraHu3aIun
WHdopManoHHbIe XapaKTEPUCTUKU JOKYMEHTOB rOCYAapCTBEHHOTO apX1Ba
WHdopmannoHHble XapaKTEPUCTUKH eI TOCYJapCTBEHHOTO apXnuBa
WHdopmannoHHbIe XapaKTEPUCTUKH 3ar0JIOBKa
WHudopmannoHHble XapaKTEpUCTUKN aHHOTALNH
[Mopsiok cocTaBiaeHUst 000OIICHHBIX 3aT0JIOBKOB.
AHanu3 0000IIEHHBIX 3ar0JIOBKOB.
CocraBiieHHE CIIOKHBIX 3arojoBKoB. CocTaBiieHne COOCTBEHHOW apXHUBHOI ommcH
Jen
[IpakTHyeckne 3aHATHS 6
I13 Ne7 Ipaktuueckoe 3ansaTHE M0 TeMme «IlopsIok cocTaBiIeHUS 000OMICHHBIX 3ar0JIOBKOBY
[13Ne8 KonrtpossHas pabota 1o Teme «AHaJIUTHKO-CHHTETHYECKass 00paboTka
NepBUYHOM MH(OpManui»
Tema 2.6 Cuctema karanoroB | ConepkaHue yueOHOTO MaTepHaia: 14

B apxuBe. ApXUBHBI
CIPaBOYHUK

Co3nanne Mex(OHJOBOI0 apXUBHOT'O CIIPABOYHHKA.
AHanu3 apXuBHOHM OIHCH.

Karanor xak apxuBHBII ClIpaBOYHUK

PazpaboTka cxembl KilacCU(PHUKAIINN KaTaJIoroB.
OT060p U BBISIBJICHUE JOKYMEHTOB ISl KATAJIOTH3aLNH.
Cucrtemaruszanysi KApTOUYEK U BEACHUE KaTanora




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5
ApXWBHBIE ITyTEBOJUTEIN
CrpaBOYHBIH anmapar K IyTeBOIUTEIIO0
O030pBI JOKYMEHTOB U APYTHE apXUBHBIE CIIPABOYHUKH
CripaBo4HBII anmmapat K 0030py
[Tpuem n opopMiIeHHE TOKYMEHTOB 10 JMYHOMY COCTaBY Ha XpaHEHHE B apXUB
[IpakTHyeckne 3aHATHA 6
I13 Ne9 Co3pmanue karanora apxuBa yupeKICHUS U BBITOTHEHHS OOJBIIOr0 00beMa CIIPaBOYHOM
paboTEI.
I13 Ne10 KontpompHas padora mo Teme «CrucTeMa KaTaJoroB B apXuBe. APXHBHBIH
CIIPaBOYHHK
Tewma 2.7 Ucnonb3oBanue Copneprxanne yueOHOTO MaTepHaa; 16
APXMBHBIX JOKYMEHTOB HanpasneHns ncnosp30BaHus apXUBHBIX JOKYMEHTOB
[enu ncmosp30BaHsT ApXUBHBIX JOKYMEHTOB
Hoctym x nokymeHTam ApxuBHOTo poHna Poccuiickoit denepannu
AHanu3 NCTI0JIb30BaHMS aPXUBHBIX JTOKYMEHTOB
[IpakTryeckue 3aHATHS 10
II3 Ne 11 Ilouck 1OKyMEHTOB B JEJIONPOU3BOACTBE U apXuBe yupexaeHus. Tpenunr. [13Ne 12
KonrponbHas padora no teme «lcronp30BaHne apXUBHBIX IOKYMEHTOBY
MJK 02.03 MeTtoauka u 225
MPAKTHKA APXHBOBEICHUSI
CamocrosiTenpHas paboTta ConepxaHue yaeOHOTO MaTepHuaa; 81
M3yueHne TeopeTHIecKOro MaTepraia B COOTBETCTBUH C JUIAKTHUECKUMH €AMHUIIAMH TEMBI 1
MOJTOTOBKA OTBETOB Ha KOHTPOJIFHBIE BOIPOCHI, BBIIaHHEIE NpenoaaBaTeneM. Pabora ¢
KOHCIIEKTaMH, Y4eOHO! ¥ JIOMOIHUTENLHOM IuTeparypol (1o naparpadam, riaBaM y4eOHbIX
mocoOuii, yKa3aHHBIM IIPETI01aBaTeNIeM).
CocraBieHre Te3UCHBIX IIJIAHOB, TAMSITOK T10 TEME 3aHTHS.
IToaroToBKa K MPAKTUYECKUM 3aHATHAM C HCIIOJIH30BAHUEM METOIUYECKUX PEKOMEH Al
MpeIoIaBaTes, BBIOIHEHHE U 0(OPMIIEHHE PAKTHIECKUX paboT, TECTOBBIX 3aaHHUI, B TOM YHCIIE
B anekTpoHHOK cucteme MOODL. 3akoHOmaTenbHOM 0a3bl, peryiupyolieid odecrneueHne
COXPaHHOCTH JOKYMEHTOB APXUBHOTO (OHAA.
Hanmcanue KypcoBoii paboTsI.
Tewma 3.1 ITopsimok nmpuema ConepxaHue yaeOHOTO MaTepHraa; 24

JJOKYMCHTOB Ha XpaHCHUC

HopMaTuBHO-IIpaBOBOE PeryIMpOBaHKE NpUEMA JOKYMEHTOB Ha XpaHEHUE




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

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

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

5

OKcnepTr3a NeHHOCTH JOKYMEHTOB

Kpurepun ieHHOCTH JOKYMEHTOB

I'maBHBIE QYHKIINHN SKCIIEPTHOW KOMUCCHH

OCHOBHBIE 3a/1a9H 9KCIIEPTU3BI IIEHHOCTH TOKYMEHTOB

ConeprkaHue TOKYMEHTOB - KaK KPUTEPHI UX LICHHOCTH

[Nopsinok nepenadu Je B apXHB

Cucrema xpaHeHHsI © 00pabOTKN TOKYMEHTOB.

Hcnonp3oBaHue B IEATEIFHOCTH apXUBOB COBPEMEHHBIX KOMIBIOTEPHBIX
TEXHOJIOT Uil

WHdopManoHHbIe XapaKTEPUCTUKN JOKYMEHTOB U JIEIT

Cucrema nepeyHeii JOKYMEHTOB, UCTIONIb3YEMBIX TP AKCTIEPTU3E EHHOCTEH
Crnoco0bl rpynIMPOBKY YUPEXKICHUH B CXEME MEepedHs

HpaKTH‘IeCKI/Ie 3aHATHA

I13 Ne 1 IIpuem u oopmiteHHEe JOKYMEHTOB Ha apxuBHOe XpaHenue. [13 Ne 2 Odopmienune mucra-
3aBEpUTEIS AeTa

I13 Ne 3 Cocrasnenne anHotanuii [13 Ne 4 CocraBiienne onuce el

113 Ne 5 KonTpomsHas padora o Teme 3.1

10

Tewma 3.2 Ilepenaua
TOKYMEHTOB H3 KaXKIOTO
YIpEeKIACHUS

ConepkaHue yueOHOro MaTepuaa:

[MoaroroBka aexn AJs epeaun HAa ApXUBHOE XPaHEHHE.

Cxema cucTeMaTH3aluy €ANHHL XPaHSHUS

CTpyKTypHBII U XPOHOJIOTMYECKUH IPU3HAKH CHCTEMATH3AIHH
OyHKINOHAIBHBIH, OTPAcIeBOil, TEMaTHYECKUIl NPU3HAKH CHCTEMATH3AINH
HomuHANEHBIH, KOPPECTIOHACHTCKUH ,reorpadudeckuii, aBTOPCKHI IPUIHAKU
CHCTeMaTH3aLUH

CocraBiieHHE HCTOPUUECKHX CIPABOK

ApxusHas komnekiys Ctpykrypa nepeunsi. OnucarenbHas CTaThs

12

HpaKTI/I‘ICCKI/IC 3aHATHA

I13 Ne6 Pemennie cuTyallMOHHBIX 3a7a4 110 MIPOBEACHUIO ONIEpaLUil 0 IpUeMy U Iepesade el Ha
XpaHeHue B apxuB. CocTaBlIeHUE aKTa Ha Nepefavy JOKyMEHTOB Ha XpaHEHHE

I13 Ne 7 CocraBneHue 3aBepUTEIbLHON HAAMKUCH

I13 Ne § CocraBnenue onucu Ha nepeaady aen B apxus. 13 Ne 9 TIpocraBnenue Hymepanuu Ha
JIMCTaXx.




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

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

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

1

5

Tewma 3.3 [Ipuem
JOKYMEHTOB JINYHOTO
MPOUCXOKICHHUS Ha
XpaHEHNE B apXUB

Copneprxanue yueOHOTO MaTepHaa;

INoaroToBka TOKyMEHTOB JIMYHOTO IPOUCXOXKIACHHS HA apXUBHOE XpaHEHHE
[puem n opopmiieHNE TOKYMEHTOB 110 JITYHOMY COCTaBy Ha apXUBHOE XPaHCHHUE.
Oco0eHHOCTH POBEICHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB JIMYHOTO
HPOUCXOKICHUS

Perucrpanust 3asBIeHuiA 10 IpHEeMy JOKYMEHTOB Ha XpaHEHHE.

Omucy Ha JOKYMEHTBI 10 JIMYHOMY COCTaBY

10

[IpakTHyeckne 3aHATHA

I13 Ne 10 CocraBnenue crarounoit onucu Ha aena [13 Ne 11 TepMuHosornueckuii AUKTaHT

I13 Ne 12 CocraBnenue akTa Ha nepeaady ¢ npuioxkenueM caarounoit onucu. [13 Ne 13 CocraBnenue
aKTa IpueMa-Tepeiaun.

113 Ne 14 KontponpHas paboTta mo teme 3.3

10

Tema 3.4 Opranuzauus ydera
JIOKYMEHTOB ApPXHBHOTO
¢donma

Copneprxanne yueOHOTO MaTepHaa;

Opraamsanus apxuBHOTO (hoHIa B Poccuiickoit @enepannu

TocynapcTBenHas 9acTh ApxuBHOTO GoHAa. HerocymapcTBeHHAs 9acTh

ApxuBHOTO (OHAA.

Knaccudukanus nokymeHToB CucTeMaTH3aus JOKYMEHTOB

®DoHAMpOBaHUE aApXUBHBIX JOKYMEeHTOB Ompe/eNieHre TPaHnIl apXHuBHOTO (oHIa

CocraBieHHE YICTHBIX TOKYMEHTOB B apxuBe [eno gonna. [Tacnopt apxusa
LenTpann3oBaHHEIN TOCYIaPCTBEHHBIH yUET NOKYMEHTOB [IpHHIINTIBI IIEHTPaTH30BaHHOTO YUETA.
JIOKYyMEHTBI ICHTPATN30BAHHOTO TOCYJAPCTBEHHOTO

yuéra

HpaKTI/I‘ICCKI/IG 3aHATHA

I13 Ne 15Benenue yuetHbix JokyMeHTOB. [13 Ne 16 Tpenunr

I13 Ne 17CocTaBneHne cXeMBblI YIIPaBICHHS U OpraHu3anuy apxuBHoro ¢orga PO. 13 Ne
18006ecmeueHne COXpaHHOCTH JOKYMEHTOB APXMBHOTO (OH/a

13 Ne 19KonTposipHas padora no teme 3.4

10

Tewma 3.5 OGecnieuenue
COXPaHHOCTH JJOKYMCHTOB
ApxuBHOTO (hoHMA

ConepxkaHue yueOHOro Marepuaa:

PecraBparys apXuBHBIX JJOKYMEHTOB

Cucrema xpaHeHHsI 1 00paboTKa TOKYMEHTOB.

Karanoruzamus apXuBHBIX JJOKYMEHTOB

BrusiBnenne u 0100p JOKyMEHTHOH MH(GOPMAIMHK JUI KaTaJ0Tn3alun
Cucremaruszanus kaprouek. Bexgenue karanora

JloIKHOCTHBIE MHCTPYKIMHU paOOTHUKOB apXHBa

10




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

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

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

5

CobmnroieHue mopsiaKa BEIIAYH JeTT 3 apXuBa
Opranu3anus XxpaHeHus JOKYMEHTOB B CTPYKTYPHbIX TO/ipa3/ielicHusiX. BeqoMCTBEHHBIN TIepedeHb

IIpakTuueckue 3aHATUSL

113 Ne 20 ITpuMeHEeHNE COBPEMEHHBIX METOANK KOHCEPBAIIMH M PECTaBPALINU APXHUBHBIX TOKYMEHTOB;
I13 Ne 21 CocraBieHre KHUTH IEPBIYHOTO ydeTa IOCTYNAOIINX B apXUB JOKYMEHTOB. [13 Ne 22
OdopmiteHne ey Ha XpaHeHNE

113 Ne 23 CocraBieHue ONUCH, JINCTa-3aBEPUTENS A€

Tewma 3.6 ITopsinok
pa3MeIIeHust JOKYMEHTOB B
apxXuBe

Conepxanue yaeOHOro MaTepuana:

Pa3zmemenne GoHIOB B apXUBOXPAHHUIIHMIIIAX

OCHOBHBIE 3a/1a41 BEZIOMCTBCHHBIX apPXHBOB

BenomcTBeHHOE XpaHEHNE apXUBHBIX JOKYMEHTOB. OrnpeneneHue npoduis apxusa
TuroBoe NonoKeHNne 0 BEAOMCTBEHHOM apXUBE

Pa3smemienne JOKyMEHTOB B XpaHWIHUIIAX U UX TONOrpadpOBaHHE.

Co3nanne cTpaxoBoro (POHIA apXUBHBIX JOKYMEHTOB

12

HpaKTH‘IeCKI/Ie 3aHATHA

I13 Ne 24 CocraBieHre cXeMbl pa3MeleHUs TOKYMEHTOB B XpaHWIMILAX apXUBa.

I13 Ne 25 IIpoBeneHue NpoBepKH HAJIUUUS U COCTOSIHUS JOKYMEHTOB U BHECEHUE U3MEHEHUH B
YUYETHBIE 3aIUCH.

I13 Ne 26 CocraBieHne cXeMbl 000PYIOBAHHS XPaHHUIIHINA TSI XPAaHSHUST apXUBHBIX TOKYMEHTOB
I13 Ne 27 KontpopHas paboTa mo teme 3.6

Tema 3.7 DnekTpoHHbIE
APXWBBI

ConepxkaHue yueOHOro MaTepuaa:

ApXMBHOE XpaHEHHUE B )KN3HEHHOM IIMKJIE 3JIEKTPOHHBIX JJOKYMEHTOB PECYPCOB
BunoBoii coctaB 2JIeKTPOHHBIX TOKYMEHTAIBHBIX PECYPCOB

OCHOBHBIE 3Talbl Pa3BUTHS APXUBOB 3JICKTPOHHBIX IOKYMEHTOB

CoBpeMeHHbIE OpraHn3alMOHHBIC (POPMBI XpaHEHHS HJICKTPOHHOM JOKyMEHTAIUH.
PerpocnexkTuBHas KOHBepcHs, €€ LEeb U 3aa4u

OO1mue nprHIMIBI 00eCTIeYeH sl JOJITOBPEMEHHON COXPAHHOCTH JIEKTPOHHBIX
JIOKYMEHTOB

JesarenbHOCTE MEXIyHAPOAHOTO COBETA APXHBOB B Chepe PasBUTHS HIIEKTPOHHBIX
ApXMBOB

14

IIpakTnueckue 3aHATUS
TI3Ne 28 Mtorosast KOHTpoJIbHAsI paboTa

MK 02.04 O6ecnieuenne
COXPAHHOCTH TOKYMEHTOB
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CamocrosiTenbHas padoTta

Copneprxanue yueOHOTO MaTepHaa;

W3yueHne TeopeTHIecKoro Mareprana B COOTBETCTBHHY C AUIAKTHUECKIMH €AHMHUIIAME TEMBI 1
MOATOTOBKA OTBETOB Ha KOHTPOJIBHBIE BOIPOCHL, BBIIAHHBIE IpenoiaBaresieM. Pabora ¢
KOHCIIEKTaMH, y4eOHOH 1 TOTIOIHUTEIbHOM TuTepaTypoii (1o maparpadam, rimaBam yaeOHBIX
nocoOui, yka3aHHBIM IpernoaaBaTeneM). COCTaBIeHHE TE3UCHBIX IUIAHOB, ITAMSITOK 110 TEME 3aHATHS
[ToaroroBka K MPakTUYECKUM 3aHITHSM C HCIIOJIb30BAHUEM METOIMIECKUX PEKOMEH AN
MPEToIaBaTels, BBITOJHEHNE U 0(OPMIICHHE IPAKTHIECKUX paboT, TECTOBBIX 3aJaHMil, B TOM YHCIIC
B aneKTpoHHOM cucteMe MOODL.

CamocTosTeNIbHOE H3yUCHNE 3aKOHOAATEIBHON 0a3bl, peryaupylomeil ooecrieueHre COXpaHHOCTH
JOKyMEHTOB

ApxuBHOTO (OoHAA.

18

Tema 4.1 OcHOBHBIE
(YHKINU yIpaBICHUS

Conepxkanue yueOHOTo MaTepuana:

OcHoBHBIE QyHKIMHN yrnpasieHus. Pabota ¢ mepcoHanoMm.

CkaHHpOBaHKE JOKYMEHTOB apxuBa. OIpeaeneHne CPOKOB COXPaHHOCTH

JOKyMEHTOB B apxuBe. CocTaBlieHHE apXHBHBIX clipaBoK. COCTaBIIEHHE apXUBHBIX KOITHH.
Hcnons3oBaHme JOKYMEHTOB B IPAKTHYECKUX HessiX. COCTaBIEHUE CIIPAaBOYHOTO aIlliapara K ONHUCH.
Bprltaua cripaBky 3asBUTENSIM M3 apxuBa. Beiiaua konun

3asBUTENSAM M3 apxuBa. [Ipuem 3asBiIeHUH OT 3asBUTENIEH Ha BbIIAUy apXMBHBIX JOKYMEHTOB

HpaKTI/I‘ICCKI/IG 3aHATHA

I13 Nel KontponpHas paboTa mo teme «OCHOBHBIC (DYHKITHH YIIPABICHSD)

Tema 4.2 HopmatuBHo-
mpaBoBas 60a3a paboTHI
apxuBa

ConeprxaHue yueOHOTO MaTepHaa;

OcHOBHBIE TIpaBUIIa paOOTHI TOCYAaPCTBEHHBIX apXUBOB. OCHOBHBIE IIpaBHIIa paOOTHI
BEJOMCTBEHHBIX apxXuBoB. Kiaccuukamus HOpMaTHBHBIX JOKYMEHTOB B apxuBax. [IpueM 3asBieHuit
OT 3asBHTCIICH.

CocraBieHHEe CXeMbl HOPMAaTHBHEIX JOKYMEHTOB B BEIOMCTBEHHOM apxuBe CoCTaBICHHE 3asBICHUSI
3asiBUTEJIEM O BblIaye MOJJIMHHBIX JOKYMEHTOB U3 apxuBa. COCTaBJIEHHE CXeMbl HOPMaTUBHBIX
JIOKYMEHTOB B apXuBe yupexkaeHus CocTaBICHHUs TIaHa pabOThl apXUBa OpraHU3aIlnH.
OcymiecTBICHHE KOHTPOIIS 32 paboTol apXuBa

HpaKTI/I‘ICCKI/IC 3aHATHA

13 Ne2 KonTponbHas pabora o Teme «HopmartusHo-npaBoBast 6a3a paboThl apXxuBay

Tema 4.3 OGecnieueHue
COXpaHHOCTI/I 3HeKTpOHHBIX
JIOKYMEHTOB

ConepxaHue yaeOHOTO MaTepHraa;
ApXuBHOE XpaHEHHE B )KH3HEHHOM ITHKJIE 3JICKTPOHHBIX T0KyMeHTOB. HopMaTiBHOE obecnieueHme
APXMBHOT'O XpaHCHU DJICKTPOHHBIX TOKYMCHTOB

26
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HopmaruBHO-MeToqM4IecKas 0a3a XpaHEHHS SJIEKTPOHHBIX JOKYMEHTOB B
TOCYAapCTBEHHBIX apXHUBax

OO011ie TPUHIUITEI 00eCIeUeHIs JOATOBPEMEHHON COXPaHHOCTH IEKTPOHHBIX
JOKyMEHTOB

BrnusiHME pa3IUdIHBIX MPABOBBIX HOPM HAa apXHBHOE XPAHCHUE JIEKTPOHHBIX
JOKyMEHTOB

Mertoanueckoe oOecrieueHre apXUBHOTO XPAHCHHUS 3JIEKTPOHHBIX JOKYMEHTOB
OO1mue TeopeTHyeckre peKOMEHAALNH IO 00ECIIEYEHHIO COXPAaHHOCTH AJICKTPOHHBIX TOKYMEHTOB
OO1mue npakTHYeCKHe PeKOMEHIAINH 10 00ECTIEIEHUIO COXPAaHHOCTH
3JIEKTPOHHBIX JOKYMEHTOB

CoBpeMeHHBIE OpraHN3alMOHHBIC (POPMBI XpaHEHHS HJICKTPOHHOM JOKyMEHTAINN
OcoOeHHOCTH MTPOBEPKH MICKTPOHHBIX U(POBBIX MOATIHCEH

YnpasneHne XpaHEHHEM JIOKYMEHTOB

CucreMa apXuBHOTO XpaHEHHUS 3JIEKTPOHHBIX TOKYMEHTOB «JIAP- a1eKTpOHHBIN
ceitd»

OCHOBHBIE TEXHOJIOTUHN XPaHECHHSA

OT160p JOKYMEHTOB Ha MOCIIEyIolIee XpaHeHHE

OT6Op JOKYMEHTOB Ha MOCJIEAYIONIEe YHUUTOXKEHHE

[lepenaua 1OKyMEHTOB Ha IOCIENYIOIIEEe XpaHEHHE

[lepenaya 1OKyMEHTOB Ha IOCIEAYIOIIEE YHUUTOXKEHHUE

CpokH XpaHEHHS >JIEKTPOHHBIX JIOKYMEHTOB.

XpaHeHne MOJTMHHUKOB 3JIEKTPOHHBIX JOKYMEHTOB

TpeboBanus K OpraHu3alvy XpaHEHHUs JOKYMEHTOB B 3JIEKTPOHHOM BHJIE.

[IpakTryeckne 3aHATHS
I13Ne3 PemreHne 0CHOBHBIX MTPOOIEM COXPAaHHOCTH AJIEKTPOHHBIX JOKYMEHTOB B JJOJITOBPEMEHHOM
nepcrneKkThBe. TPEeHUHT 10 COXPAHHOCTH 3JEKTPOHHBIX T0KyMeHTOB [13 Ne4 OmnbIT XpaHeHus

BHGKTPOHHOﬁ JAOKYMCEHTAllMU B COBPEMCHHBIX pOCCHﬁCKHX OpraHu3anusix. HpaKTI/I‘lCCKaH pa60Ta 1o

XPpaHEHHIO AJIEKTPOHHOM nokyMeHTanun Crienuduka ycuoBuii XpaHeHUs! JJIEKTPOHHBIX JIOKYMEHTOB
[I3NeSCocTaBneHue alropuT™Ma 1o yCJIOBHSIM XpaHEHHUs 3JEKTPOHHBIX T0KyMeHTOB [13Ne6 Pesxum
XpaHEHHUs AJIEKTPOHHBIX JOKYMEHTOB

II3Ne7 CocTaBneHue cXeMbl pexKHMa XPaHEHHsI ANEKTPOHHBIX JOKYMEHTOB

TI3Ne8 3anpeneHHbIe yCIOBUS XPaHEHUS dIEKTPOHHBIX JOKYMEHTOB. CoCTaBlIeHHE NaMSTKH 10
3aIlpelIeHHBIM YCIOBUSAM XPaHEHHS JJIEKTPOHHBIX JOKYMEHTOB

TI3Ne9 Opranusanus XpaHeHUs AEKTPOHHBIX JOKYMEHTOB B rocy1apcTBEHHbIX apxuBax [13NelQ
[TpakTryeckas paboTa 1o opraHu3aliy XpaHEHHs SJIEKTPOHHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX
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apxuBax

II3Nel1 XpaHeHue 3IeKTPOHHBIX JOKYMEHTOB. TPEHUHT 110 XPaHEHHUIO SJICKTPOHHBIX TOKYMEHTOB
I13Ne12 MarauToTeka . [IpakTrdeckoe 3aHATHE 10 UCMOIB30BaHMIO MarHUTOTeKH [13Nel3
[IpakTHyeckre peKOMEHIANH N0 PEIICHUI0 OCHOBHBIX MPOOIEM COXPaHHOCTH IEKTPOHHBIX
JOKyMEHTOB B JI0JITOBPEMEHHOI MEPCIIEKTHBE

[13Ne14 CocraBiieHue CIIICKa PEKOMEHAAINI M0 PEMICHHUIO TPOOIEeM COXPaHHOCTH AJIEKTPOHHBIX
JOKyMEHTOB

II3Nel5 Cucremaruzauus 371€KTPOHHBIX TOKYMEHTOB B apXUBE

II3Ne 16 Cxema cucTeMaTH3aIUN SJCKTPOHHBIX APXUBHBIX JOKYMEHTOB B apXUBHOM (DOHIIC.
[IpakTHyeckoe MPUMEHEHNE CXEMBI CHCTEMATU3aIM1 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB B
apxuBHOM (oHzIEe

TI3Ne 17 MpuHIUIE! QU3HYECKOTO YHUUTOXKEHIS ToKyMeHTOB [13Nel 8 Pazmemenne exnHuUIL
3JIEKTPOHHBIX TOKYMEHTOB B apXHBE

[IpakTrdeckas paboTa 1o pa3MeIIeHUIO eIMHALL YJICKTPOHHBIX TOKyMEHTOB B apxuBe [13Nel9
3apyOe)kHbIC apXHUBbI

OmbIT 3apyOeKHBIX apXUBOB T10 00ECTIEYEHHIO COXPAHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB

113 Ne20 KontponbHas pabora Ha Temy «ObecriedeHIe COXPaHHOCTH ANEKTPOHHBIX JOKYMECHTOB

[IpakTuka

Buner pador:

Buner padot

OdopmiieHre BHYTPEHHEH OMUCH JIeN ¥ JOKYMEHTOB sl iepeiaun B apxuB. OdopmiieHne KapTouKu-
3aMECTUTES

YcraHoBIEHHE CPOKOB XPAHEHHS 110 MEPEUHI0 TOKyMeHTOB OdopMIleHHE PerrCTpallnOHHON
KapTOYKH

CocraBiieHHe JIEKTPOHHOMN OMHUCH e U IOKYMEHTOB 3amuch JOKyMEHTOB HA MAIIMHHBIA HOCHTEIb.
Bezenue u pabota B cuCTeMax 3JeKTPOHHOTO JIOKYMEHT0000poTa. DopMUpOBaHHUe JOKYMEHTOB B
Jiena.

CocraBieHre BHYTPEHHEH OMKCH JOKYMEHTOB, JIe) Ha Iiepeaady B apxus/ CoCTaBICHHE aKTa Ha
YHHYTOKCHHUE JICNT U TOKYMEHTOB

O3HaKOMJICHHE C MTOJIOKEHHEM 00, OpraHu3aluy (YCTaBOM), INTATHBIM PACITHCAHUEM; COCTABICHUEC
rpadU4ecKoi CTPYKTYPHOIH CXEMBI YUPEIKICHUS.

CocraBieHHE HCTOPUYCCKOM crpaBKy 0 (hOHI00pazoBaTese

Cucrema JOKyMEHTAIINHU, HCIIOIB3YEMbIX B YUPESIKICHUN, H OCHOBHBIX BHJIOB JOKYMEHTOB, KOTOPHIMHU
0QOpMIISIOTCS pa3IuYHbIe (VYHKIUN YIPSKICHHS, YCTAHOBICHHE MPABIIIBHOCTH O(pOPMIICHHS
JIOKYMECHTOB

BrimoiaeHue paboT o opraHu3aIfy apXUBHOM U CIIPaBOYHO-MH(POPMAITMOHHON pabOTHI 110
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JIoKyMeHTaM opraHm3anuu CocTaBieHHe aHAIN3a TOJI0KeHUs 00 apxuBe. CocTaBlIeHHE TIEpETHS
HOPMATHBHO-METOANICCKHUX TOKYMEHTOB, PETIaMEHTHPYIOMUX pad0Ty apXHBa OpraHU3aIlIH.
CocraBieHHE CXEMBI YIIPABICHHUS apXUBHBIM JICJIOM.

CocraBieHrEe apXUBHOM CIIPAaBKU Ha COLMAIBHO-TIPABOBBIC 3aIlIPOCHI, TOCTYNHBIIIHAE B apXHB
[Ipuem u opopmIileHHE JOKYMEHTOB MO JUIHOMY COCTaBy Ha XpaHEHHE B apXuB. MHIeKcHpoBaHHe
KaTaJIOKHBIX KapTOUeK.

CocraBieHHE apXUBHOI ONUCH.

CocraBieHHE PETUCTPAIIIOHHBIX U YIETHO-PETHUCTPAIMOHHBIX KAPTOTEK JOKyMeHTOB OpraHn3anus
ydeTa JOKYMEHTOB ApXHUBHOTO (OHJA.

Yd4er JOKyMEHTOB B TOCYAaPCTBEHHOM apXHBe.

IIpuem u mepegada TOKYMEHTOB OPTaHU3AINH B TOCYAaPCTBEHHBIN apXxuB. COoCcTaBICHUE CITUCKA
HCTOYHHKOB KOMIUICKTOBAHUS apXHBa.

Pa3paboTka pexoMeHAaIHi 0 ONTUMHU3AINH KOMITJICKCa Mep 10 00ECTIeYCHIUI0 COXPAaHHOCTH
JIOKYMEHTOB B apXUBE. Y CTAHOBIJICHHE COOTBETCTBHS PEKUMA XPaHSHHUSI OCHOBHBIM HOPMAaTHBHBIM
peXUMaM XpaHCHHS JOKYMEHTOB B apXHBE

Bcero:

773




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

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
pacnucaHueM, YTBEP)KICHHBIM PYKOBOAMTENIEM CTPYKTYPHOIO MOJpa3JeieHus] Ha
iatgpopMmax.



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHMMAJIBbHOMY MaTEePHAJIbHO-TEXHUYECKOMY
o0ecrne4eHn 1o

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

Aynurtopus 12316 Kabunet apxuBoBeeHHUS

Cucremnsiii 6710k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3Y 8Gb
-1 mr.

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

Mpib -1 .

[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 O3V 4Gb
-26 t. Mono6nok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3Y
2Gb -8 mt. KimaBuarypa -34 .

Mpiib -34 mr.

Muorodyukuuonansnoe 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, nmporpamma st mepeBoaa - onyaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf QaitioB (Bu3yanu3npoBaHHBIX
AJIIEKTPOHHBIX IOKyMeHTOB), yueOnas Bepcust T-FLEX CAD.

Crenapl — 5 wiT.

KommbroTepHbiii KaOMHET STl TPOBEACHUS TPAKTUUYECKUX 3aHATUH, TPYIIIIOBBIX

WHIUBUIYaTbHBIX KOHCYJIbTAIIMNA, TEKYIIETO KOHTPOJSI W IMPOMEKYTOUHOM
aTTecTalluy, MPOU3BOJICTBEHHON MPAKTHKH.

Aynurtopus 12313

JIaGopartopusi CUCTEM BIEKTPOHHOTO JOKYMEHTO000pOoTa

CepBep, MOAKIIOYEHHBIN K HHTEPHETY, KOMITBIOTEPBI, 00bETUHEHHBIE CETHIO C
cepBepoM u Apyr- apyrom: Mono6sok Acer Intel(R) Celeron(R) CPU N2930 @



1.83Hz, 1.83Hz O3V 4Gb — 3 mrt.; Monoo6nok Acer Intel(R) Pentium(R) CPU J2900
@ 2.41Hz, 2.41Hz O3Y 2Gb - 2 mir.

Kiasuarypa -5 mr.

MpIb -5 mr.

MuorodyunkuronansHoe yctporictBo HP Color Laser]Jet Pro MFP M477taw -
lurr. YueOHast MeOenb — CTONBI U CTYJIbs Ha 24 MOCa0YHBIX MECTA.

Creupapl — 4 1mr.

TB-nanens — 1 mr.

I1O: Windows, MS Office, CO]J] or 30Ca JIEJIO, Acrobat mist utenus pdf
¢aitnoB (BU3yaqu3UPOBAHHBIX JJIEKTPOHHBIX TOKyMeHTOB), Koucymprantllmtoc,
antusBupyc Kacrnepckoro.

Crnenraiv3upoBaHHbI KaOMHET MJi NPOBENCHUS TNPAKTUYECKUX 3aHITHM,
IPYNNOBBIX W WHAMBUAYAJIbHBIX KOHCYJbTAaIMM, TEKYIIEro KOHTPOJS H
IPOMEXYTOUYHOM aTTeCTalluy, IPOU3BOJACTBEHHON PAKTUKH.

Aynuropus 12114

JIabopaTopusi TEXHUYECKUX CPEACTB yIPABICHUS

Cucremubrii  0mok  ProMegalet 310 MT i3 7100/4Gb/500Gb
7.2k/HDG360/DVD/DOS -2 mrt. Cuctemusiii 610k DEXP Intel(R) Pentium(R) CPU
G4560 @ 3,50GHz 3,50GHz O3V 4Gb — 1.

Monutop ASUS 23.8 VA249HE VA/1920x1080/D-Sub/HDMI -21r.

Monutop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/VGA -lmir.
KnaBuarypa — 3mr.

Mpliib — 31IT.

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

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

Tenedon — 1 mt. dakc — 1 mir.

bpourropooynas mammnaa — 1 mt. CTAmiep yCUIeHHBIH.

YerpoiicTBo it nedaty TakTibHOM rpaduku «PIAFy -1 mir.

[IpoBosnHas rapHuTypa € KOCTHOM mnpoBoaumocTbio «Aftershokz Sportz
Titanium» -1 mT. KnaBuarypa amantupoBaHHas OeCHpOBOAHAS C OOJBIIMMHU
KHOIIKaMU M HakJagkol -1 mr. Axkycruueckas cucrema Front Row to Go (kononka
HaymHUK. Mukpodon)-1 mir.

Buneoysemuunrens ONYX Portable HD -1 mit. Tepmooymara ZY-TEX Swell
paper -2 mayku

bymara niisa neuatu penbedHo-ToueuHbIM mpudTom bpaiinsg — 10 mauek



[Tpunrtep ana neuatn penbedHo-ToueyHbIM mpudToM bpaiins «Index Everest-
D V5» -1mr. IlogpeMHHK JIeCTHUYHBIN ryceHndHbIi MOOMIbHbIN T09 «Roby PPP» -
I 1.

Kpecno-komnsacka uaBanuanas HO35 -1 mr. bpaiinesckuii qucreit Focus-40
Blue -1mr. Y4yeOHas MeOeIb — CTOJIBI, CTYJIBSI.

ITO: Windows, MS Office ¢ ycranoBinennbsiM Outlook, Koncynerantllntoc,
antuBupyc Kacnepckoro.

KoMmbroTepHbIii KaOMHET TSl TPOBEACHUS MTPAKTUYECKUX 3aHATHI, TPYIIITOBBIX
U WHIUBUIYAJIbHBIX KOHCYJBTAIIMN, TEKYIIETO KOHTPOJIS M TPOMEKYTOUHOM
aTTECTaIlH, PON3BOJICTBEHHON TIPAKTUKH.

Aynutopus 12203

bubmmorexka, YUTATbHBIN 3ai (cenuan3upoBaHHbIN KaOHWHET),
000pyI0OBaHHBIN KOMIIBIOTEPAMU C BBIXOJOM B ceTh MIHTEpHET.

10 pabounx Mect, B TOM 4uciie 5 MeCT, 000pPYTOBaHHBIX KOMITbIOTEPAMU JIJISI
CaMOCTOSITENIbHOM paboThl CTYAEHTOB C BBIXOJOM B Internet - MoHOOHOKM Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4(Gb, knaBUaTyphl, MBIIIIH.

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

4.2. MapopmanuonHoe odecredeHne 00y4eHunst

OCHOBHBIC HCTOYHUKH:
Ne n/nt bubnuorpaduueckoe onucanue

1 Packun, /1. 1. MeToauka 1 mpakTHKa apXUBOBEJACHHUS : YUEOHHK JIJIsl CPEJTHETO
npodeccuonansHoro oopazosanus / JI. U. Packun, A. P. CokonoB. — Mocksa :
MzparensctBo KOpaiit, 2022. — 339 ¢. — (IIpodeccuonanpHoe 00pa3oBaHue). —
ISBN 978-5-534-02419-7.

2 Kopnees, U. K. JlokymeHTanimoHHOE 0OecriedeHre ynpaBiaeHus : y4eOHUK U
MPAaKTUKYM JUIs cpeHero npogeccruonansHoro oopasosanus / U. K. Kopuees, A. B.

[Tmenko, B. A. Mamypues. — 2-e u3za., nepepad. u fon. — MockBsa : 3naTenbcTBo
IOpaiit, 2022. —
3 Konun, H. M. TIpaBoBbie OCHOBBI YIIPABJIEHYECKOM EATEIBHOCTH | yueOHOE Tocooue

11 cpenHero npodeccuonansHoro oopazosanus / H. M. Konun, E. 1. MaTtopuna. —
Mocksa : M3natenscTBo FOpaiit, 2022. — 139 ¢. — (Ilpodeccrnonansroe
obpazoBanue). — ISBN 978-5- 534-09852-5. — TekcT : aeKTpoHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492523
4 Huxomtokun, C. B. IIpaBoBoe o0ecnieuenne npopeccnoHaIbHON e TeNbHOCTH :

y4eOHUK U MPAKTUKYM JJIsl CpeHero npodeccuonanbHoro oopazoBanus / C. B.
Hukomoxknn. — Mocksa : U3narenscrBo HOpaiit, 2022. — 248 ¢. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5- 534-14511-3. — Texkcr :
anexTpoHHsbId // OOpa3zoBarensHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/497103




Ne ii/mt bubnuorpaduueckoe onucanue

5 Joponwuna, JI. A. JIokyMEHTAIIMOHHOE 00ECTICUCHNUE YIIPABJICHHS ;| YYCOHUK U
MPaKTUKYM ISl cpenHero npodeccuonaasHoro oopazosanus / JI. A. Jloponuna, B. C.
WputuxoBa. — Mocksa : M3garensctBo IOpaiit, 2022. — 233 ¢. —
(ITpoeccronansroe odpazoBanue). — ISBN 978-5-534-05783-6. — Texkcr :
anekTpoHHbIH // OOpa3zoBatenbHas miardgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/492618

I[OHOJIHI/ITGJILHBIC HCTOYHUKUH:
Ne /i bubnmorpaduueckoe onvucanue

1 I'posoga, O. C. Jlenonpou3BoacTBo : yueOHOe nmocodue aist By3oB / O. C. I'po3oBa. —
Mockga : M3narensctBo FOpaiit, 2022. — 124 c. — (Briciiee oOpa3oBanue). —
ISBN 978-5- 534-06787-3. — Tekcr : anekrponHslit // Obpa3oBaTenbHas maropma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/492786

2 Hemenkona, C. . ApxuBosenenue. Mcropus apxuoB Poccun ¢ gpeBHEHIIMX
BpeMeH 110 Havasia XX Beka : yueOHoe mocodue it cpeiHero npodeccnoHaibHOTo

obpa3oBanwus /

3 VYnpaBieHne nepcoHaioM : y4eOHUK U MPAKTHKYM JJIsi CPETHETr0
npodeccnonansHOTO 00pazoBanus / A. A. JINTBUHIOK [u 1p.] ; ox penakiuei A. A.
JIlutBuHIOKA. — 2-€ U3, iepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2022.
— 498 ¢. — (IIpodeccuonanbroe odbpazopanue). — ISBN 978-5-534-01594-2. —
TexcT : anexTponHslii / O6pa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489846

4 I'OCYIAAPCTBO U ITPABO, UxctutyT rocynapcrsa u npasa PAH, (Mocksa)

5 VYITPABJIEHUE ITEPCOHAJIOM, OOO "/lenoBbie kommyHuKanuu'" (Mocksa)

HNuTepHer-pecypcesnl

«OTe4YeCTBEHHBIE APXUBBDY HAYYHO-TIPAKTUYECKUH KypHAI
http://rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-otechestvennye-
arhivy/soderzhanie-nomerov

library.miit.ru

4.3. O0mme TpeOOBaHUA K OPraHU3aIMU 00Pa30BaTeJbLHOIO Mpolecca

4.4. KaapoBoe o0ecnieueHne 00pa3oBaTebHOI0 nmpouecca

TpeOoBanus k KBaau(HUKAHMKM II€IarOrMYECKUX KaJpoB, OO0SCIICUMBAIOIINX
oOyueHHe TO MEKIUCIUIUIMHAPDHOMY Kypcy (KypcaM): HaJW4We BBICIICTO
MpoQeCCHOHATTEHOTO 00pa30BaHMS COOTBETCTBYIOIETO MPOQUITIO.



TpebGoBanus k KBaM(PUKAUKA TEAATOTHUYECKUX KaJIpoB, 00ECIICUMBAIOIIIX
PYKOBOJICTBO TMPAKTHKOW: HAJIMYME BBICIIETO MPOQPECCHOHAIBHOTO 00pa3oBaHUS,
COOTBETCTBYIOIIETO MPOUITIO.

PykoBOICTBO TPAaKTHKOW OCYIIECTBISICTCS MPENOIaBATESIMA CIICIIMATBLHBIX
TUCIHMIUIAH , a TaKkkKe PaOOTHUKH TPEINPUATHN, 3aKPETUICHHBIE 3a CTYACHTaMHU.
[Ipukazom pekTopa Ha3HA4YaeTCs MpernojaBaTellb - PYKOBOAUTEIh MPAKTHUKHA OT
oOpa3oBaTeNbHOW oOpraHm3anui. B ero o00s3aHHOCTH BXOAWT TOCEHICHHE
npeanpuaTus (0Taena), KOHTPOIb BBITIOJHCHUS 33JlaHUs Ha MPAKTUKY, YTOUHCHHE
(KOppeKTHpOBKA) 3aJaHWsl B 3aBHCHMOCTH OT KOHKPETHBIX YCJIOBUH TIpH
00s13aTEIPHOM COTJIACOBAHWU DJTHX BOMPOCOB C PYKOBOJIUTEIEM TMPAKTHKUA OT
MPEANPUATHS, TTPOBEACHUE KOHCYIBTAIIUN TIO0 COCTABJICHHUIO OTYETa MO TMPAaKTHUKE,
OIICHKA PE3YJIbTATOB MPAKTUKH 10 HTOTaM €€ TIPOXO0XKICHUS.



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

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
[IM.02 "Opranuzanusi apXuBHOM M CIPABOYHO-UHPOPMALMOHHON pabOTHI IO
JOKyMEHTaM OpraHu3aluu’ OCYIIECTBISIETCS MEeIarorudyeckuM paOOTHUKOM B
npolecce NPOBENEHUS AayJIUTOPHBIX 3aHSATHH, YTO TIO3BOJISIET MPOBEPUTH Y
oOyJaromuxcsi He TOJBKO COPMUPOBAHHOCTHh NMPO(HECCHOHATBHBIX KOMITETEHIUH,
HO M pa3BUTHE OOUIMX KOMIETEHIIMI U 00ECTIEUNBAIOIIUX UX YMEHUM.

@opMbl W  METOAbl KOHTPOJISI W OLEHKU pe3yJbTaTOB  O0y4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeacts (POC) nmo
npodeccuonansHomy moaymo I[IM.02 "Opranuzamusi apXuBHOM M CIPaBOYHO-
uH(GOPMAITMOHHON PabOTHI 1O JOKYMEHTAM OpTraHu3anuu’.



