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

1.1. ObsacTb npuMeHeHus1 pado4eil MPporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpaMma)  fBIISIETCS  YacThl0  O0Opa30BaTENbHOW  MPOTPaMMBl  CPETHETO
npodeccuoHanbHOTO 00pa30BaHUsl — MPOrPaMMbl TMOJATOTOBKH CIEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpammoii mpodeccuonansHoro monyns (IIM.02 "Opranuzanus apXuBHOU U
CIpPaBOYHO-UH(POPMAIIMOHHON paboThl MO JOKyMEHTaM OpraHu3anuu") To
cnequaibHocT  46.02.01 JlokyMeHTaUMOHHOE OO€ECIeUeHrne YIpaBICHUS H
apXMBOBEJICHWE B YaCTU OCBOCHHMS OCHOBHOro Buaa jAesrtenbHoctd (BJ):
Opranusanusi apXuBHOM U CIPABOYHO-UH(OPMAIIMOHHOW pabOThI MO JOKYMEHTaM
OpraHM3alMM. U COOTBETCTBYIOLIUX NpodeccruoHanbHbIX kKoMmeTeHui (I1K):
I[IK2.1 OcymecTBisATh 3KCIEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUHU C
JNENUCTBYIOLIMMH 3aKOHOATEIbHBIMU AKTAMU U HOPMATHBAMM.

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

[IK 2.3  Pa3pabaThIBaTh U BECTH KJacCU(UKATOPHI, TAOEIU U JIp. COPABOYHUKH IO
JOKyMEHTaM OpraHU3aluu.

[IK2.4 OOecneunBaTh NpHUEM M paUUOHAIBHOE pa3MELIEHUE IOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB 10 JIWYHOMY COCTaBY).

[IK 2.5 Ob6ecnieunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXHUBE.

I[IK 2.6 Oprann3oBbIBaTh HMCHOJIb30BAHHE APXWBHBIX JOKYMEHTOB B HAy4YHBIX,
CIPABOYHBIX U MPAKTUYECKHUX LETAX.

[IK 2.7 OcyiecTBISITh OpraHU3allMOHHO-METOANYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboTOil apxuBa OpPraHM3alMyd M 3a OpraHu3anuedl JTOKYMEHTOB B
JEOMPOU3BOICTBE.

1.2. Hean u 3apaun npodeccCuOHAIBHOT0 MOYJIA — TPe0OBaHUA K pe3yibTaTaM
0CBOEHMS NMPO(PeCCHOHATBLHOT0 MOIYJIS

Ienu u 3amaumn U3y4deHUs: NpoPecCUOHAIBHOIO MOAYJS SIBISIETCS OBJAJICHUE
yYKa3aHHbIM BUJIOM npodeccroHambHOM NEATEIbHOCTU (BI1O) 151
npohecCHOHATbHBIMA KOMITETECHITUSIMHU.

C uenbio OBIAJCHUS YKa3aHHBIM BUIOM MPO(EeCcCHOHATBHOMN NeATeIbHOCTH U
COOTBETCTBYIOIMMHU TPO(HECCHOHATEHBIMUA KOMIIETECHIIMSIMU 00YYarOIIUICs yMEeT:

- OpraHMU30BBIBAaTh JEATEIBHOCTh apXHWBa C Y4YETOM CTaryca U NpOQPuUIIs
OpraHu3allly;

- paboTaTh B CUCTEMAX 3JIEKTPOHHOTO JOKYMEHTOO00pOTa;



- UCIOJbB30BAaTh B JICSATEIBHOCTH apXvMBa COBPEMEHHBIE KOMIIBIOTEPHBIC
TEXHOJIOTHUH;

- IPUMEHSTHh COBPEMEHHBIE METOJIMKA KOHCEPBALIMU U PECTABPALUHA aPXUBHBIX
JIOKYMEHTOB;

3HAeT:

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

- CUCTeMY XpaHEHUS U 00pabOTKU JOKYMEHTOB;

NmeeT npakTHUECKUN OIIBIT:

- OpraHu3aly apXWBHOH H CIPABOYHO-WH(POPMAIMOHHOW paboOTHl TIO
JOKYMEHTaM OpTaHU3aIUU.

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

Bcero - 765 uac.

B Tom uucre:

MakcumainbHas yaeOHas Harpy3ka ooyuatomierocs - 657 yac.

Bxurouas:

00s3aTENbHYIO ayJUTOPHYIO yUueOHYI0 HAarpy3Kky obyuaromerocs - 438 vac.;
CaMOCTOATENbHYI0 paboTy oOyuatomerocs - 219 ygac.

Hpyras dopma kontposs - 0 yac.;

[IpousBoacTBeHHas npakTuka - 108 4dac.;

[TpomexxyTouHas arrectanus B popme auddepeHmpoBaHHOTO 3a4eTa
[IpomexxyTouHas artectanus B popMe dK3aMeHa

1.4. Ucnoan3oBanue yacoB BapuatuBHoi yactu OII ITIIICC3

B pamkax mpodeccuonaabHOro MoAyis OTBeneHO 279 YacoB BapHaTUBHOM
gacT oOpaszoBaTesnbHOW MporpamMmbl. OHHM  HCHONB3YIOTCA IS JaJTbHEHIIIETo
pa3BUTUS OOIIMX W MPOQPECCHOHATBLHBIX KOMIETEHIIMM 3a CUe€T OCBOEHUS 3HAHUU,
YMEHHMI U HaBBIKOB, HEOOXOJMMBIX MJIsI OOECHEUYEHUsS KOHKYPEHTOCIOCOOHOCTH
BBIITYCKHUKA B COOTBETCTBUM C MOTPEOHOCTAMHM PErHOHAIBHOTO pPhIHKA Tpyaa, a
TaK)Ke C y4eToM TpeOoBaHUW HU(PPOBOI IKOHOMUKH.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynpratroMm ocBoeHUS MPOQPECCHOHATBHOTO MOJIYJS SBJSICTCS OBJIaJICHUE
oOyuarorumucs BusioM AestenbHoctd (BJ]): Opranu3zanus apXuBHOM U CIIPaBOYHO-
WHPOPMAITMOHHONH pabOThl TIO0 JOKYMEHTaM OpraHW3alii., B TOM YHCJC
npodeccuonanbubiMu (I1K) 1 o6ummu (OK) koMmereHuusaMu:

Kon HaumeHnoBaHue pe3yjbTaTa 00y4eHus

OK 1 [ToHMMATh CYIIHOCTh U COLMAIBHYIO 3HAUUMOCTh CBOEH Oymyniein
npodeccum, MPOSIBIIATh K HEW YCTOWYUBBINA HHTEPEC.;

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BHIOUPATh TUIIOBBIE
METO/Ibl M CIIOCOOBI BBITIOJIHEHUSI IPO(EeCCUOHATBHBIX 33]1a4,
OIICHMBATh X d(PPEKTUBHOCTH U KaUeCTBO.;

OK 3 [IprHAMaTh peleHus B CTAHAAPTHBIX U HECTAHAPTHBIX CUTYAIUAX
Y HECTH 32 HUX OTBETCTBEHHOCTD.;

OK 4 OcCy1IeCTBIIATh MOUCK U UCIIOJIb30BaHUE UH(OpMAIIIH,
HE00X0AUMOM 11l 3PPEKTUBHOTO BBHITTOTHEHUS
npo¢eCCUOHANIBHBIX 33/1a4, TPOPECCUOHATIEHOTO U JINYHOCTHOTO
pa3BUTHUSL.;

OK5 Hcnonb3oBaTh nHOOPMAITMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTUN
B MTPO(ECCUOHAIBHOMN JESTENHHOCTH.

OK 6 PaGoTtath B KOJUTIEKTHBE U KOMaHE, Y)PEeKTUBHO 001IaThCA C
KOJUIETaMH, PYKOBOJICTBOM, IOTPEOUTEIISIMIL.

OK 7 Bbpatb Ha ce0s1 OTBETCTBEHHOCTH 3a pabOTy WICHOB KOMAH bl
(MOTYMHEHHBIX ), Pe3yJIbTAT BHINIOJHEHUS 3aJaHUl. ;

OK 8 CaMoCTOSITENILHO ONpeNesaTh 3aAa4u Npo(PecCuoOHaTBLHOTO U
JUYHOCTHOTO PA3BUTHUS, 3aHUMATHCS CaMOOOpa30BaHUEM,
OCO3HAHHO TJIAHUPOBATH MOBHITIICHUE KBATU(PUKAIINN.;

OK 9 OpHEeHTUPOBATHCA B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTUH B
1po(hecCHOHATILHON JeSITEIbHOCTH. ;

[IK 2.1 Ocy1iecTBIATh SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU
C ICMCTBYIOIIMMU 3aKOHOAATEIbHBIMU AKTAMU U HOPMATUBAMU. ;

I1K 2.2 Bectu paboTy B cuctemax 3JIEKTPOHHOTO JOKYMEHTO000poTa.;

I[IK 2.3 Pa3zpabaThiBaTh U BECTH KJlacCU(PUKATOPHI, TAOCIH U JIp.
CIIPAaBOYHUKHM MO IOKYMEHTaM OpraHu3alliu.;

[IK 2.4 ObecnieunBaTh MPUEM U PAIMOHAIIBHOE pa3MeIeHne JOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB IO JINYHOMY COCTaBY).;

I1IK 2.5 ObecneynBaTh YUET U COXPAHHOCTh IOKYMEHTOB B apXHUBE.;

[IK 2.6 Opranu3oBbIBaTh UCIIOIb30BAaHUE APXUBHBIX TOKYMEHTOB B
HayYHBIX, CIPABOYHBIX U MPAKTUYECKUX LIEIISIX.;

I[IK 2.7 OcylecTBIsATh OPTaHU3AIMOHHO-METOANYECKOE PYKOBOJICTBO U

KOHTPOJIb 32 pab0TOM apXuBa OpraHu3alii 1 3a OpraHu3anuen
JIOKYMEHTOB B JIJIONPOU3BOJICTBE.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

O0beM BpeMeHHU, OTBEICHHbIH HA OCBOCHHE
[MpakTuka, 4
Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHAsE AYIUTOPHAS yUeOHast
npodgeccuo- (makcn- padora
pa3aesioB HArpy3ka o0y4aruierocs
HAJbHBIX MaJibHasi o0yuarouerocst
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHUMi HArpy3ka B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U MpaK- BCero | MpakTHYeCcKHe paGora BCEro paGora
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10
OK1; 0K 2; | MJK 02.01. 120 80 24 40
OK 3; OK 4; | Opranuzauus u
OK 5; OK 6; | HOpMaTUBHO-
OK 7; OK 8; | mpaBoBbI€ OCHOBBI
OK 9; IIK apXMBHOIO JieJIa
2.1; 11K 2.2;
[IK 2.3; T[IK
2.4; 11K 2.5;
[IK 2.6; [IK
2.7
OK 1; OK2; | MK 02.02. 162 108 24 54
OK 3; OK 4; | lN'ocynapcTBeHHBIE,
OK 5; OK 6; | myHHnIMIIaIbHBIE
OK 7; OK 8; | apXuBbI U apXUBbI
OK 9; IIK OpraHu3alu
2.1; [IK 2.2;
[IK 2.3; TIK
2.4; 11K 2.5;
[IK 2.6; IIK
2.7
OK 1; OK2; | MK 02.03. 243 162 56 81
OK 3; OK 4; | Meroauka u




O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

IMpakTuka, 4

Bcero MeK1ucCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koawbi 4acoB CamocrosiTe/ibHaA
HaumenoBanust Oobs13aTesibHAsE AyTUTOPHAS yUeOHast
npodeccuo- (makcu- padora
pa3aesioB HArpy3Kka o0y4auerocs
HAJbHBIX MaJIbHast o0yuyawierocst
npodeccuoHaILHOr0 IIpousBoacTBeHHast
KoMIIe- yuyeOHas B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHIUii HArpy3kKa B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U NpaK- BCero | MpaKTH4yecKkue paGora BCEro paboTa
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10
OK 5; OK 6; | mpaktuka
OK 7; OK 8; | apxuBoBeaeHUs
OK 9; IIK
2.1; 11K 2.2;
IIK 2.3; [IK
2.4; 11K 2.5;
[IK 2.6; I[IK
2.7
OK 1; OK 2; | MK 02.04. 132 88 40 44
OK 3; OK 4; | O0Oecmnieuenue
OK 5; OK 6; | coxpanHOocTH
OK 7; OK 8; | moxymeHTOB
OK 9; IIK
2.1; 11K 2.2;
[IK 2.3; [IK
2.4;TIK 2.5;
[IK 2.6; [IK
2.7
OK 1; OK 2; | IIpousBoacTBeHHast 36 36
OK 3; OK 4; | npakTuka (1o
OK 5; OK 6; | mpodwuiro
OK 7; OK 8; | cnmenuanbHOCTH)
OK 9; IIK
2.1; 1IK 2.2;
[IK 2.3; TIK
2.4; 11K 2.5;




O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

IMpakTuka, 4

Bcero MeK1ucCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koawbi 4acoB CamocrosiTe/ibHaA
HaumenoBanust Oobs13aTesibHAsE AyTUTOPHAS yUeOHast
npodeccuo- (makcu- padora
pa3aesioB HArpy3Kka o0y4auerocs
HAJbHBIX MaJIbHast o0yuyawierocst
npodeccuoHaILHOr0 IIpousBoacTBeHHast
KoMIIe- yuyeOHas B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHIUii HArpy3kKa B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U NpaK- BCero | MpaKTH4yecKkue padora BCEro paboTa
THKH) 3aHATHSA (mpoekr) (upoexT)

1 2 3 4 5 6 7 8 9 10
[IK 2.6; I[IK
2.7
OK 1; OK 2; | ITpousBoacTBeHHAs 72 72
OK 3; OK 4; | npaktuka (110
OK 5; OK 6; | npodwuiro
OK 7; OK 8; | cnenuaibHOCTH)
OK 9; IIK
2.1; 11K 2.2;
[IK 2.3; [IK
2.4; 11K 2.5;
[IK 2.6; [IK
2.7

Bcero: 765 438 144 219 108




3.2. Coaep:xanue 00yueHusi 1o NpodheccHOHAILHOMY MOIYJII0

I13 Ne2 KonTposipHas paboTa 1mo teme «OKCIepTH3a IEHHOCTH JOKYMEHTOB)

HaunmeHoBaHue Kot .
KOMIeTeHU U,
pasienoB
¢opmupoBanuro
npogeccnoHaIbHOIO Copep:xanue yuedOHOI0 MaTepHaJia, JIJaGopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, Oo0bem Yposensn KOTOpbIX
moayJas (IIM), caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX crocobersyer
kypcoB (MJK) u Tem dJemeT
MpPOrpaMMbl
1 2 3 4 5
M/K 02.01 120 OK 1, 0K 2,
Opranuzauus u OK 3, OK 4,
HOPMATHBHO-TIPABOBbIE OK 5, OK 6,
OCHOBBI APXMBHOIO /1eJ1a OK 7, 0K 8,
OK 9, IIK 2.1,
K 2.2, IIK 2.3,
K 2.4, IIK 2.5,
1K 2.6, IIK 2.7
Tema 1.1 Pa3Burne Coneprxanne yd4eOHOTO MaTepHana: 2 2
apxuBHOH nesitensHOCTH B | 1 TlosiBIeHne apxuBoB B J[peBHEPYCCKOM rocyjapcTBe
Poccun ¢ npeBHEHIINX 2 ApxWBHas AEATEIHHOCTh B IEPHO CKJIAABIBAHUS (heoaTbHON MOHAPXUH
BpEMEH 10 KoHIa XX 3 ApxuBHas IeSTEIBHOCTH B TIEPHOJL CYIIECTBOBAHMS (he0AaTEHON MOHAPXHUU
BEKa 4 ApxuBHas JiesTenbHOCTh B Poccuiickoit umnepuun
5 ApXMBHasl J€SITEIbBHOCTh B COBETCKUI U IIOCTCOBETCKUI MEPUOJIbI
Tewma 1.2 IIpaBoBbIe Coneprxanue y4eOHOro MaTepHaa: 4 2
OCHOBBI PET'yIHPOBAHUS ApXHUBHOE NIPaBo
apXUBHOH chepsl ApXUBHOE 3aKOHO/IaTEIECTBO
OcHOBHBIE 3aKOHO/IaTeNIbHBIC AKTHI B apXUBHOH cepe
IIpakTHueckue 3aHATUS 2
113 Nel KontponbHas pabota o teme «[IpaBoBbIe OCHOBBI PETYIHPOBAHUS apXUBHOU ChepbD»
Tema 1.3 DkcnepTuza Conepxanre yueOHOT0 MaTepuana; 2 2
LIEHHOCTHU JOKYMEHTOB. Cuctema apxuBHOTO yrpasneHus B Poccuiickoit @eneparun. Opranuzaius ApxuBHOro ¢poHIa
Poccuiickoit denepannn
[IpoBenenue SKCIEPTU3BI IEHHOCTH JOKYMEHTOB. DKCIEPTH3a IIEHHOCTH JOKYMEHTOB Ha OCHOBE
HAyYHBIX KPUTEPHEB
OKcrepTr3a EeHHOCTH JOKYMEHTOB 110 nepedHsaM. CoCcTaBIeHHE CXEMBI IeITeIEHOCTH apXUBa C
Y4eTOM CTaTyca M MpOoduiIs OpraHu3aIiy
IIpakTrueckue 3aHATUS 2




Koapl

HaumeHoBaHue .
KOMIIeTeHIHiA,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, Oobem YpoBeHns KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
Tema 1.4 Opranmsanus Coneprxanne ydeOHOTO MaTepHaa: 4 2
paboTHI IO HKCTIEPTHU3E ITpoBenenue oT60pa TOKYMEHTOB U A€ HA XPAaHECHHUE B APXHB
LIEHHOCTH JOKYMECHTOB Odopmienne onucu JoKyMeHTOB. CocTaBlIeHNE aKTa HA YHUYTOXKEHHUE €T U JOKYMEHTOB
[IpakTryeckue 3aHATHS 2
I13 Ne 3 KonTponsHast pabota o Teme «Opraruzanus paboTsI IO 3KCIIEPTH3E IICHHOCTH
JOKYMEHTOBY
Tema 1.5 ApxuBHBIC Coneprxanne yd4eOHOTO MaTepHana: 2 2
ornucH Bnusinme knaccuukanuy JOKyMEHTOB 1 JIeJT B IPEAeIax apXuBHOTO (OH/IA HA COCTAaBICHNE
apXUBHOM omucH
CocraBneHne cOOCTBEHHO apXHBHOH onmcH Aen. CocTaBieHne CIPaBOYHOTO anmapara K OIHCH
[MpakTryeckne 3aHATHA 2
I13 Ne 4 KonTponpHast paboTa 1o TeMe «APXUBHBIC OIFICH»
Tema 1.6 ABromatuzanuss | ComeprkaHue yaeOHOTO MaTepraa; 8 2
JIEKTPOHHOTO HasnadeHue >1eKTpOHHOTO JOKYMEHTO000pOTa
JIOKyMEHT0000poTa 1 OcoOeHHOCTH 3TAIOB 3JIEKTPOHHOTO JOKYMEHTO000pOTa
JIeNIONIPOHU3BO/ICTBA. [Mopsinok oopmiteHNs peTHCTPAMOHHON KapTOUKH Ha IIEPCOHAIFHOM KOMITBIOTEpE
OdopmiieHre 1 00paboTKa BXOSIINX JOKYMECHTOB
IIpakTHueckue 3aHATUS 2
I13 Ne 5 Xpanenue JOKyMEHTOB, Jell B 31eKTpoHHOU kKapToTeke I13 Ne 6 KontponsHas pabora mo
TeMe «ABTOMATH3aLUS 3JIEKTPOHHOTO JOKYMEHTO000pOTa U IECTONPON3BOCTBA»
Tema 1.7 Coneprkanue y4eOHOr0 MaTepHaa: 4 Co3nanue
ABTOMaTH3MPOBaHHbIC INEKTPOHHBIX
CHCTEMBI JIOKYMEHTOB.
JIeTIOMPOU3BOICTBA Coznanue
cTpaxoBoro (ouma
u doHIa
MIOJIF30BATEIIS
OcobeHnoct
paboTsI ¢
MOJTHOTEKCTOBBIMU
0a3aMM JaHHBIX
IIpakTrueckue 3aHATUS 2
I13 Ne 7 KonTponsHast paboTta 1o TeMe «ABTOMaTH3UPOBAHHBIE CHCTEMBI AETIOMPON3BOJICTBAY
Tewma 1.8 Coznanue Conepxanne yaeOHOTO MaTepuana; 10

nHPOPMAMOHHO-

Pa3paboTka THIIOBBIX TEXHOJIOTHYECKUX 0a3 TaHHBIX PaOOTH apXHBOB




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MEKAMCHUTLIMHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
[IOMCKOBOW CUCTEMBI OdopmiieHre MEKTPOHHON PETUCTPAIMOHHO-KOHTPOJIBHON KapTOTEKU
apxuBa PexBu3utel xpanenus nena. [Ipeasapurensaas 00padoTka 0a3bl JaHHBIX
OdopmireHne 1 IpoBEpKa apXUBHBIX CIIPABOYHUKOB B COOTBETCTBUH C 3aJaHHBIMH IIapaMeTpaMu
CkaHMpOBaHME KONHWH MAIIMHOYNTAEMbBIX TOKYMEHTOB
[IpakTryeckue 3aHATHS 6
I13 Ne 8 TIpoBenenune paboTHI C AMEKTPOHHBIME KomisiMu JokymMeHTOB [13 Ne 9 Pacnipenenenue
pekxBu3nTOB Ha 00moxKe nena. Tperunr. [13 Ne 10 KorTponsHast pabora mo teme «Co3ganne
nH(OpPMAIMOHHO-TIONCKOBOM CHCTEMBI apXHBaY
Tema 1.9 Yupasnernue B Coneprxanne yaeOHOTO MaTepHana: 10 2
apxuBax OcHoBHBIE (PyHKINH yIIpaBICHUS
HopwmatusHO-TIpaBoBast 6a3a paboThI apxuBa
[TnanupoBaHne B apxuBe
l'omoBoii otyer apxuBa 5 PaboTa ¢ mepcoHaioMm apxuBa. MapKeTHHT B apXHUBaxX
[MpakTryeckne 3aHATHA 2
I13 Ne 11 KonTponpHas paboTa 1mo TeMe «YTpaBIeHHE B apXUBAX»
Tema 1.10 Coneprxanne y4eOHOTO MaTepHaa: 6 2
WNndopmaruzanns Otarsl THGOPMATH3ALUK APXUBHOTO Jiena
apXMBHOTO Jieyia OOBeKTHI M 1IeH HHPOPMATHU3AIMY APXUBHOTO Jeia
WudopmannoHHble TEXHOJIOTHH B apxuBax. OpraHu3aiust BHeIpeHHs HHOOPMAMOHHBIX
TEXHOJIOTHH B apXuBax
IIpakTHueckue 3aHATUS 2
I13 Ne 12 KonrposnbHas padbota o teme «MHbopMaTH3anys apXuBHOTO eIy
Tema 1.11 Hayuno- Conepxanne yueOHOTO MaTepuana; 2 2
UCCIIEJ0BATENbCKAs U OrtpacieBasi cucTeMa Hay4HO-TEXHU4eCKOH HH(POPMaIUK B 00JIaCTH JOKYMEHTOBEACHHS U
MeToau4yeckas pabora apXHUBHOTO JieNa
rOCyJapCTBEHHBIX
ApXUBOB
IIpakTrueckue 3aHATUS 2
Hayuno-uccnenoBarensckas pabora. Meroandeckas paboTa rocy1apcTBEHHBIX apXHBOB. TpeHHHT
CamocrositenpHas pabota | CoaepkaHue yueOHOTO MaTepuaia: 40

W3ydeHne TeOpeTH4ecKOro MaTepraia B COOTBETCTBHHU C JUIAKTHUYECKUMH SIHHNAIIAMH TEMBI H
IIOJITOTOBKA OTBETOB Ha KOHTPOJIFHBIE BOMPOCHI, BEIIAaHHEIE NpenoaBaTeneM. Pabora ¢
KOHCTIEKTaMH, ya9eOHOU 1 TOTONHUTENRHOM TUTepaTypoi (1o maparpadam, riaBaM yaeOHBIX
ocoOui, yka3aHHbBIM mpenojiaBareneM). CocTaBieHHe TE3UCHBIX IUIAHOB, MAMSTOK TI0 TEME
3aHATHs [I0ATOTOBKA K MPAKTHYECKHUM 3aHSITHSIM C HCIIOJIH30BAHNEM METOTMYECKUX




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MEKAMCHUTLIMHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpaMMBlI
1 2 3 4 5
PEKOMEHIAINN TPETIOIaBaTeNsl, BEIOIHEHNE 1 0pOPMIICHHE IPAKTUIECKHX PadOT, TECTOBBIX
3aJaHui, B TOM 4Hcie B nekTpoHHOH cucteme MOODL. CamocrosiTerbHOE H3ydeHHe
3aKOHOJATEIBHOM 0a3bl, perynupyomei ooecriedeHne COXpaHHOCTH TOKyMEHTOB APXHBHOTO
¢doHTa.
MJK 02.02 162 OK 1, OK 2,
TI'ocynapcrBenHble, OK 3, OK 4,
MYHHUMIIAJIbHbIE OK 5, OK 6,
apXMBbI U APXMBBI OK 7, 0K S8,
OpraHu3anuii OK9,IIK 2.1,
K 2.2, IIK 2.3,
K 2.4, IIK 2.5,
1K 2.6, IK 2.7
Tema 2.1 Knaccudukanus | ComeprkaHue yaeOHOTO MaTepHaa: 18 2
apXWBHOH NOKyMeHTanuu | IToHATHE «apXMBHBIN JOKYMEHT» H «apPXHUB»
Knaccudukanms apXuBHBIX TOKYMEHTOB H €1 B [ 0CyJapcTBEHHOM apXuBe
Knaccudukanms HaydHO-CIIPaBOYHOTO amnnapaTa MyHHIUITATEHOTO apXHBa
OO0s3aTebHBIC ApXUBHBIE CIIPABOYHUKH B CUCTEME CIIPABOYHO-TIOMCKOBBIX CPE/ICTB
WudopmannoHHble XapaKTEpUCTUKN JOKYMEHTOB U J1eJT
JloToJTHUTENIbHBIE aPXUBHBIE CIPABOYHUKH B CHCTEME CITPABOYHO-TIOMCKOBBIX CPEJICTB.
[MpakTryeckne 3aHATHA 6
[13Ne 1KonTpOnpHas paboTa mo teMe «Kiraccudukamnus apXuBHOH JTOKYMEHTAIIUNY
Tema 2.2 Opranuzanus Coneprxanne y4eOHOTO MaTepHana: 14 2
JIOKYMEHTOB U JI€] ApxusHb# orna Poccuiickoit ®enepanmu. CoctaB ApxusHoro ¢orma Poccuiickoit @eneparum
ApxuBHOTO (hOHIA Opraanzanus TOKYMEHTOB | Jel B ipenenax ApxusHoro ¢horna Poccuiickoit denepaun B eiom
Poccuiickoit ®enepanuun (IepBHIt YpOBEHD OpraHU3aIlUN JOKYMCHTOB)
Opranuzanus JOKyMEHTOB B IIpe/iesiaX apXHUBOB (BTOPOH ypOBEHb OpraHU3alMH JOKYMEHTOB)
Opranuzanys Jei B Ipeesiax apXuBoB (BTOPOil ypOBEHb OPTaHU3AIMH JIOKYMEHTOB)
OpraHuzanus JOKyMEHTOB U JIeJI B IIpeJieIax apXxuBHOTo GoH/a (TpeTnii ypoBEHb OpraHU3aALUH
JIOKYMEHTOB)
IIpakTudeckue 3aHATHUS 4

I13 No2 Opranuzanusi e B mpeaenax apxXuBHOTO GoHIIA (TPETHI YpOBEHb OpraHU3AIIH
nokymeHnToB). Tperunr. I13Ne3 KonrponsHas paboTa mo tTeme «OpraHus3anus J0KyMEHTOB H Jel
ApxusHoro ¢onzaa Poccuiickoit @eneparmmy»




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MEKAMCHUTLIMHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
Tema 2.3 Coneprxanne ydeOHOTO MaTepHaa: 18 2
KomrrexkroBanne OmpeneneHne NCTOYHUKOB KOMITTIEKTOBAHUS
ApxuBHOTO OoHAA Opraan3anus KOMIDIEKTOBaHHS
Poccuiickoit ®enepanun
[IpakTryeckue 3aHATHS 6
[13Ne4 KontponbHas padota mo teme «KomMruiekroBaane ApxuBHoro (onna Poccuiickoit
Denepanym»
CamocrostenpHas padota | ComepikaHue yaeOHOTO MaTepHaa: 32
N3y4yeHnne TeopeTHIecKOro MaTepuaia B COOTBETCTBHHU C AUIAKTUUECKIMH €IMHUIIAME TEMBI 1
MIOJIrOTOBKA OTBETOB HAa KOHTPOJILHBIE BOIIPOCHL, BBIIAHHbIE NperoaBareneM. Padora ¢
KOHCIEKTaMH, Y1eOHOW M JOIIOHUTENBEHOH JIUTEpaTypoH (1o maparpadam, riaBaM ydeOHbIX
nocoOui, yKa3aHHBIM IpenoaaBaTeneM). CoCcTaBICHUE TE3UCHBIX INIAHOB, HAMATOK O TEMe
3aHATHA
IToaroroBka K MPaKTUYECKUM 3aHITHIM C HCTIOJIb30BAHNEM METOJUIECKUX PEKOMEH A
MIPENoAaBaTes, BHIIOJIHEHNE U 0(OPMIICHIE IPAaKTHIECKNUX PaboT, TECTOBBIX 3a/laHHi, B TOM
grcie B nekTpoHHO# cucteme MOODL. CaMmocTosiTenbHOE H3ydeHHE 3aKOHOJATeIbHON 0a3kl,
peryIHpyonei odecriedeHne COXpaHHOCTH JOKYMEHTOB ApXHUBHOTO (hoHIa.
Tema 2.5 Yuer u Coneprxanne y4eOHOTO MaTepHana: 10 2
obecrieucHme Opraamzanus y4aera ToKkyMeHTOB ApxuBHoro (oHma Poccuiickoit @eneparmu. CocTaBiieHue
COXPaHHOCTH JIOKYMEHTOB | YYETHBIX JOKYMEHTOB B apXHBE.
ApxuBHOTO (hOoHIA ObecnieueHre COXpaHHOCTH JOKYMEHTOB ApxuBHOTO (oHIa Poccuiickoit deneparim.
Poccuiickoit ®enepanuu TpeOoBaHUS K 3MAHISAM U IIOMEIICHHUSIM apXHBa.
Pexxumbl XpaHeHHs JOKyMEHTOB. Pa3MereHne TOKyMEHTOB B XpaHWINILE
[Mopsiok BeIAAaYM A€M U3 XPaHHUIHIIL
Oo0ecrnieuenne GpU3NKO-XMMHUUECKOI COXPAaHHOCTH JOKYMEHTOB. [IpoBepka Halnu4ust ¥ COCTOSIHUS
JOKYMEHTOB.
Oco00 11eHHbIE U YHUKAJIBbHBIE IOKYMEHTHI apxuBa. CtpaxoBoil GpoHI ¥ (OHJ MOJIb30BAHUS
IIpaxkTryeckue 3aHATUA 2
I13 NeS5 Tlpaktuyeckoe 3anstue o TeMe «Ilopsimok Bergaun aen u3 xpanwiaup [13Ne 6
KonrponbHas padora 1o teme «Y4er 1 o0ecrieueHne COXpaHHOCTH JOKYMEHTOB APXHBHOTO
¢donna Poccuiickoii Deneparum»
Tema 2.6 AHAJIUTHKO- Coneprkanue y4eOHOrO MaTepHaa: 8 2

cUHTeTHUYeCKass 00paboTka
MIEPBUYHON HH(pOpMAIUN

Omnmcanue JOKYMEHTOB B apXUBaX OpPTaHU3aINN
Omnmcanue Jen B apXuBax OpraHU3aIiH
WnubopMannoHHbIe XapaKTEPUCTUKU TOKYMEHTOB TOCYAAPCTBEHHOTO apXHBa




HanmeHoBanue
pasneyioB
npogeccnoHaJIbHOIO
moayJs (ITM),
MEKIUCHUIITHHAPHBIX
kypcoB (MJK) u Tem

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

0O0nem
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

1

2

5

HudopmannoHHble XapaKTEPUCTUKH e TOCYIaPCTBEHHOTO apXUBa
HudopmannoHHble XapakTepUCTUKH 3ar0JI0OBKA

HudopmannoHHble XapaKTePUCTUKU aHHOTAI[HH

[Mopsimok cocTaBneHust 000OIIEHHBIX 3aT0JIOBKOB.

HaJin3 0000IIEHHBIX 3aT0JJOBKOB.

CocraBiieHne CIOKHBIX 3arojgoBkoB. CocTaBiIeHHe COOCTBEHHON apXUBHOM OMUCH JIEI

[MpakTryeckne 3aHATHA

I13 Ne7 Tpakriueckoe 3ausaTre 0 TeMme «[lopsmok cocTaBiIeHUsT 000OICHHBIX 3aTOJIOBKOBY
[13Ne8 KoHTponbHas paboTa 1Mo TeMe « AHaJTUTHKO-CHHTeTHIeCKas 00padoTKa IepBUIHOM
HHPOPMALIUNY

Tema 2.7 Cucrema
KaTaJIoroB B apXMBE.
ApXUBHBIN CIIPaBOYHUK

Coneprxanue yaeOHOTO MaTepHania:

Co3nanne Mexx(OHIOBOTO APXHUBHOTO CIIPABOYHHKA.

AHanu3 apXuBHOM OMHCH.

Katanor kak apXUBHBIH CIIPaBOYHHUK

Pa3paboTka cxembl KIaccu(puKaIy KaTanaoros.

OT060p ¥ BEIABICHHE JJOKYMEHTOB /IS KATAJIOTH3ALIIH.
Cucremarn3anus KapToyeK U BeJICHHUE KaTauora

pxuBHbIE myTeBoauTeNH 8 CIpaBOYHBIN anmapar K My TeBOAUTEITIO
O030pHI TOKYMEHTOB U APYTHE apXUBHBIE CIIPABOYHHUKA
CripaBo4HBIN ammapar K 0030py

[Tpuem 1 oopmIiIeHHE TOKYMEHTOB I10 JHYHOMY COCTaBy Ha XpaHEHHUE B apXUB

HpaKTI/I‘IeCKI/Ie 3aHATHA

I13 Ne9 Co3pmanue katanora apxuBa yUpexKISHUS U1 BBITOTHEHUS OOJIBIIOTO 00beMa CIIpaBOYHOMH

pabotsr. [13 Ne10 Kontponpaas padota mo teme «CucteMa KaTajJoroB B apXuBe. ApXUBHBIN
CIPaBOYHHK

Tema 2.8 cnons3oBanne
ApXUBHBIX JOKYMEHTOB

Coneprxanue yaeOHOT0 MaTepuana:

Hanpasnenus ucnonab30BaHUs apXUBHBIX JOKYMEHTOB

Ienu ucnonb30BaHMs apXUBHBIX JOKYMEHTOB

Hoctyn x nokymeHTaM ApxuBHoro ¢oHza Poccuiickoit @enepanun
AHanu3 UCTIONb30BaHNsI ApPXUBHBIX JOKYMEHTOB

IIpakTrueckue 3aHATUS
I13 Ne 11 ITonck JOKyMEHTOB B AETONPOU3BOJCTBE U apXHBE YUPEKACHUS. TpEeHHHT.
[13Ne 12 KonrponsHas pabdora no teme «lcrmonp30BaHne apXUBHBIX JOKYMEHTOBY




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
MJK 02.03 MeTtoauka u 243 OK 1, OK 2,
NMpPaKTHKA OK 3, OK 4,
apXMBOBeJACHUS OK 5, OK 6,
OK 7, 0K 8,
OK 9, IIK 2.1,
K 2.2, IIK 2.3,
K 2.4, IIK 2.5,
1K 2.6, IK 2.7
Tema 3.1 [opsook Coneprxanne yaeOHOTO MaTepHaa: 22 2
IprueMa JOKyMEHTOB Ha IIPaBOBOE PEryJMPOBaHKE PHEMa TOKYMEHTOB Ha XpaHEHHE
XpaHeHHE OKcnepTu3a HEHHOCTH JJOKYMEHTOB
Kpurepun ieHHOCTH TOKYMEHTOB
I'maBHBIE QYHKINHU SKCIEPTHON KOMHCCHH
OcHOBHBIE 3a/1au¥l HKCTIEPTU3BI IIEHHOCTH IOKYMEHTOB
ConeprxkaHne TOKYMEHTOB - KaK KPUTEPHH UX IEHHOCTH
[Mopsinok nmepenayn e B apXuB
Cucrema xpaHeHHs1 1 00pabOTKH TOKYMEHTOB.
Hcnionb30BaHue B IESITEILHOCTH apXUBOB COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTHH
WudopmannoHHble XapaKTEpUCTUKN JOKYMEHTOB U J1eJT
Cucrema nepeyHeit JOKyMEHTOB, UCIIOIb3YEMBIX TIPH AKCIIEPTH3E IEHHOCTEH
Cnoco0bl rpyIIIHUPOBKHY YUPEXKICHUH B CXeMe IepeyHs
[pakTrdeckue 3aHATHS 10
I13 Ne 1 TIpuem u odopmIiteHIE TOKYMEHTOB Ha apxuBHOe XpaHeHue. [13 Ne 2 Odopmirenune mucra-
3aBepuredns nena [13 Ne 3 CocraBnenue annorauuii I13 Ne 4 Cocrasnenue onuceit aein I13 Ne 5
KontponpHas padora mo teme 3.1
Tewma 3.2 [Tepenaua Coneprxanne y4eOHOTO MaTepHana: 22
JIOKYMEHTOB M3 KaXKI0Ir0o IMoxaroToBka aen 11s Nepeaavu Ha apXUBHOE XpaHEHHUE.
YUpEXICHUS CxeMa cucTeMaTH3alud eJUHHL] XPaHEHUS
CTpyKTypHBIIl ¥ XpPOHOJIOTHUYECKUI PU3HAKK cucTeMaTu3anuu OyHKIMOHAIBHBIHN, 0TpaciIeBoH,
TeMaTUYECKUH NIPU3HAKU CUCTEMATU3aUH
HoMmuHaneHbIH, KOPPECTIOHCHTCKHUH ,reorpaduuecKuii, aBTOPCKUI MPU3HAKKM CHCTEMAaTH3alluH
CocraBneHne NCTOPUUECKHUX CIpaBOK ApxuBHas kosuekuus CTpykrypa nepedns. OnucarenbHas
CTaThs
[IpakTHyeckue 3aHATUS 10




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
[13 Ne6 Pemrenne cCHTyaniMOHHBIX 33144 10 TIPOBEICHUIO ONEPAIHid IO IpUEMY H Iepeaade el Ha
xpaHeHnure B apxuB. CocTaBlieHHE aKTa Ha Iepeady JOKyMEeHTOB Ha xpaHerue [13 Ne 7
Cocrasienne 3aBeputensHoit Hagmucu 113 Ne 8 CoctaBnenne ommucH Ha riepegady el B apxus. 113
Ne 9 [IpocTaBineHre HyMepalyy Ha JUCTaX.
Tema 3.3 IIpuem Coneprxanne yqeOHOTO MaTepHaia: 22 2
JIOKyMEHTOB JIHIHOTO [MoaroroBka OKYMEHTOB JINYHOTO NMPOMCXOKACHHUS HA ApXUBHOE XpPaHCHHUE
MIPOHCXOXK/ICHHS Ha [Tpuem u opopmireHHE TOKYMEHTOB I10 JUYHOMY COCTaBY Ha apXHUBHOE XPAHCHNE
XpaHEHHE B apXWB OcoOeHHOCTH ITPOBENECHNUS SKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB JINYHOTO ITPOUCXOXKACHUS
Peructpamus 3asBiIeH 10 TpHEMY TOKYMEHTOB Ha XpaHeHHe. 5 OnucH Ha JOKYMEHTHI 110
JMYHOMY COCTaBy
[MpakTryeckne 3aHATHA 8
I13 Ne 10 CocraBnenue cnarounoil onucu Ha aena [13 Ne 11 Tepmunonornueckuit nukrant 113 Ne
12 CocraBneHue akTa Ha nepenady ¢ npuioxenuem cratouyHon onucu. I13 Ne 13 CocraBnenue
akta nmpueMa-tiepenadd. [13 Ne 14 KonrponpHas padora mo teme 3.3
CamocrostenpHas padota | ComepikaHue yaeOHOTO MaTepHaa; 48
Tema 3.5 Opranuzanus Coneprxanne y4eOHOTO MaTepHana: 10 2
y4era JOKYMEHTOB Opranmzanus apxusHoro ¢oHma B Poccutickoit @eneparm
ApxuBHOTO (hoHMA I'ocynapcrBennas yacts ApxusHoro ¢onna. HerocynapcrseHnas yacte ApXUBHOTO (OH/AA.
Knaccudukanms nokymenToB CrucremMaTH3anusi JOKyMEHTOB
doHaMpoBaHNE APXUBHBIX JOKyMeHTOB OnpeiesieHne TpaHuLl apXUBHOTO (hOHAA
CocraBneHne y4eTHBIX JOKyMeHTOB B apxuBe Jleno ¢gonna. [lacnopt apxusa
LleHTpann30BaHHbII rOCYAapPCTBEHHBIN YUET JOKYMEHTOB [IpHHITNITEI IEHTPAIN30BAHHOTO yUETA.
JIOKyMEHTBI IIEHTPAIM30BAHHOT'O TOCYIapCTBEHHOTO yuéTa
[MpakTuyeckue 3aHATHS 8
I13 Ne 15Benenue yuetnbrx qokyMeHTOB. [13 Ne 16 Tpenunr 113 Ne 17CocraBneHue cxemsl
yIpaBJeHUs U opranu3anuy apxusHoro Gounua PO. I13 Ne 1800ecneueHre coxpaHHOCTH
nokymenToB ApxusHoro ¢osga [13 Ne 19KonTponsnas pabora mo teme 3.4
Tema 3.6 OGecnieuenue Copepxanne yaeOHOTO MaTepuana; 10 2

COXpaHHOCTH )IOKyMeHTOB
ApxuBHOTO (OHIA

PecraBpanyst apxuBHBIX JOKyMEHTOB

Cuctema xpaHeHHs 1 00pabOTKa TOKYMEHTOB.

KaTaJ'IOFI/BaHI/IH APXMUBHBIX TOKYMECHTOB

BrisBnenue n oT60p JOKyMEHTHON MH(popMarun i KaTanoru3anun CucteMaTu3anyst KapTodek.
Benenue xatanora

JlOIDKHOCTHBIE HHCTPYKIIMHA PAOOTHUKOB apXHUBa

Co0broieHne mopsiAKa BBIIAYH JeTl U3 apXuBa




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneyioB
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn (boprmpoBaniio
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS KOTOPBIX
MeKIUCHUTIIHHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
Oprasuzanys XpaHeHHs JOKYMEHTOB B CTPYKTYPHBIX ITOApa3aeieHusIX. BenoMcTBeHHBIN
MIepeucHb
[IpakTryeckue 3aHATHA 8
I13 Ne 20 [TpumeHeHNE COBpEMEHHBIX METOINK KOHCEPBAIINY M PECTaBPALINU apXUBHBIX
nokymeHToB; [13 Ne 21 CocraBieHre KHUTH IIEPBIYHOTO yUeTa MOCTYTAIONINX B apXUB
nokymeHToB. [13 Ne 22 Odopminenne nen Ha xpaneHue [13 Ne 23 CocraBiieHue OmucH, JHCTa-
3aBEpUTENS Aeia
Tema 3.7 [opsinok Coneprxanne yd4eOHOTO MaTepHana: 10 2
pa3merieHns foKyMeHToB | OCHOBHBIC 3aaull BEZOMCTBEHHBIX apXHBOB
B apXUBE BenomcTBeHHOE XpaHEHUE apXUBHBIX JOKYMEHTOB. OmpeseneHue npouiis apxusa
TunoBoe MoNoXXeHNE O BEIOMCTBCHHOM apXUBE
Pa3memnienne JOKyMEHTOB B XpaHIIHMIIAX U UX TOIOTpapUpOBaHHE.
Co3nanune cTpaxoBoro (oHAa apXUBHBIX JTOKYMEHTOB
[MpakTryeckne 3aHATHA 8
I13 Ne 24 CocraBieHue cXeMbl pa3MELEHUs] TOKYMEHTOB B XpaHuuIax apxusa. [13 Ne 25
[TpoBenenue NpoBepKH HAMYKS U COCTOSHUS JOKYMEHTOB M BHECEHHE M3MEHEHUI B yUETHBIC
3armmcu. [13 Ne 26 CocraBiieHue cxeMbl 000pyIOBaHUS XPAHWIHIIA JUTST XPAHEHUS apXUBHBIX
nokymenTtoB [13 Ne 27 KontposipHas padoTa 1o teme 3.6
Tema 3.8 DneKTpoHHEIE Coneprxanne y4eOHOTO MaTepHana: 10 3
APXWBBI ApXMBHOE XpaHEHHUE B )KW3HEHHOM IMKJIE 3JIEKTPOHHBIX JJOKYMEHTOB PECYpPCOB
BuioBoii cocTaB 3NEKTPOHHBIX IOKYMEHTAIBHBIX PECYPCOB
OCHOBHBIE 3TaIbl Pa3BUTHS APXUBOB 3JIEKTPOHHBIX JOKYMEHTOB
CoBpeMeHHbIE OpraHn3alMOHHbIE (DOPMBI XpaHEHHS HJIEKTPOHHOH JOKyMEHTAIHH.
PerpocnekTuBHas KOHBEpCHs, €€ IEb U 3a1a4H
OOmue nMpuHIKIBI 00eCTIeYeHNs JOJITOBPEMEHHOI COXPaHHOCTH JICKTPOHHBIX IOKYMEHTOB
JestenpHOCTh MEXXAYHAPOIHOTO COBETA aPXHMBOB B Chepe pa3BUTHS AICKTPOHHBIX apXHBOB
IIpakTrueckue 3aHATUS 4
I13Ne 28 UtoroBast KOHTpOJILHAs paboTa
MJK 02.04 132 OK 1,0K 2,
OobecneueHue OK 3, OK 4,
COXPAHHOCTH OK 5, OK 6,
JOKYMEHTOB OK 7,0K 8,
OK 9, IIK 2.1,

K 2.2, IIK 2.3,




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
pasneron ¢opmupoBanuio
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX cnocoberByer
kypcoB (MJIK) u Tem dJIEMEHT
MPOrpamMmbl
1 2 3 4 5
IIK 2.4, IIK 2.5,
1K 2.6, IIK 2.7
Tema 4.1 OcHoBHEIE Coneprxanne yqeOHOTO MaTepHuaa: 16 2
(YHKINU yIpaBICHUSA OcHoBHBIE QYHKIINH ypaBieHus. PaboTa ¢ mepcoHaIoM.
CkaHHMpOBaHHE JOKYMEHTOB apxuBa. OIpeaeneHle CPOKOB COXPAaHHOCTH JOKyMEHTOB B apXUBE.
CocraBneHne apxuBHBIX cripaBoK. CocTaBlIeHHE apXUBHBIX Konuid. 3 Vcrone30BaHue JOKyMEHTOB
B IIpakTH4ecKuX neiix. CocTaBiIeHHe CIIPaBOYHOTO arapara K onucH. Brinada cripaBkn
3asBUTEISAM M3 apXuBa. Bpinaua Konnu 3asBUTEISIM U3 apxuBa. [Ipuem 3asBiIeHui OT 3asBUTEICH
Ha BbIJaYy apXUBHBIX JOKYMEHTOB
[MpakTryeckne 3aHATHA 2
I13 Nel KonTpospHas pabota mo Teme «OCHOBHBIC (DYHKIIMH YIIPABICHHUDY
Tema 4.2 HopmaTuBHO- Coneprxanne yd4eOHOTO MaTepHana: 16 2
npaBoBas 6a3a paboThI OcHOBHBIE NpaBHIIa pabOTHI TOCYIapPCTBEHHBIX apXUBOB. OCHOBHBIC MpaBHiIa PadOTHI
apxuBa BEZOMCTBEHHBIX apXxnBOB. Kitaccnukanus HOpMaTHBHBIX TOKYMEHTOB B apxuBax. [Ipuem
3adBICHHUN OT 3asBUTEICH.
CocraBneHne cxeMbl HOPMATHUBHBIX JOKYMEHTOB B BEZIOMCTBEHHOM apxuBe CocTaBieHue
3asBJICHUS 3asBUTEJIEM O BbIJjaue IMOUITMHHBIX JJOKyMEHTOB 13 apxuBa. COCTaBICHUE CXEMBI
HOPMaTHBHBIX JOKyMEHTOB B apXuBe yupexaeHus CocraBieHHs I1aHa paboThl apXuBa
opranmzaiyy. OcymiecTBIeHNE KOHTPOJIS 32 paboToi apxuBa
[MpakTHyeckne 3aHATHA 2
I13 Ne2 KonTpossHas pabota mmo Teme «HopMaTuBHO-TIpaBoBast 6a3a pabOTHI apXHBay
Tema 4.3 OGecnieuenue Conepxanre yueOHOT0 MaTepuana; 16 2

COXPaHHOCTH
OJICKTPOHHBIX JTOKYMCHTOB

ApXMBHOE XpaHEHHUE B )KU3HEHHOM LIMKJIE 3JIEKTPOHHBIX JOKyMeHTOB. HopmaTtuBHOE oOecnieueHne
APXUBHOT'O XpaHEHHS DJIEKTPOHHBIX JOKYMEHTOB

HopmaTuBHO-MeToqu4eckas 0a3za XpaHeHHs JICKTPOHHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIX
apxuBax

OO1iMe MPUHIKIBI 00eCTIeYeH s JOJITOBPEMEHHO COXPAaHHOCTH AJIEKTPOHHBIX IOKYMEHTOB
BrusiHue pa3indHBIX IPABOBBIX HOPM Ha apXMBHOE XPaHEHHUE AIEKTPOHHBIX JIOKYMEHTOB
MeTtoandeckoe obecrieueHre apXUBHOTO XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

Obmrre TeopeTHdecKre peKOMEHAANNH 110 00ECIICUeHUIO COXPAHHOCTH 3JICKTPOHHBIX TOKYMEHTOB
Oburre mpakTHIeCKre PeKOMEHIANH 110 00ECTIeUeHIIO COXPAHHOCTH 3JICKTPOHHBIX TOKYMEHTOB
CoBpeMeHHbIe OpraHu3alMOHHbIe (POPMBI XpPaHEHHS DJICKTPOHHOM JOKYMEHTAIUH

Oco6eHHOCTH IPOBEPKH FIEKTPOHHBIX IU(POBBIX ITOMTUCEH

VYnpapineHue XxpaHeHHEM JJOKYMEHTOB

CucTteMa apXMBHOTO XpaHEHHS AJICKTPOHHBIX JOKyMEHTOB «DJIAP- a1eKTpoHHBIH ceriy»




HanmeHoBanue
pasneyioB
npogeccnoHaJIbHOIO
moayJs (ITM),
MEKIUCHUIITHHAPHBIX
kypcoB (MJK) u Tem

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

0O0nem
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

1

5

OCHOBHBIE TEXHOJIOTUU XPaHEHHS

OT100p TOKYMEHTOB Ha MOCIEIYIONIee XpaHCHNE

OT100p TOKYMEHTOB Ha MOCIeIyoNee YHHITOKECHNE

Iepenaua nOKyMEHTOB Ha mocieayomee xpaneHue Ilepenada JOKyMEHTOB Ha MOCIEAYOIIEE
yamaToxeHne 17 Cpoku XpaHeHHUs SJEKTPOHHBIX TOKYMEHTOB. 18 XpaHeHue MoIMHHIKOB
JIEKTPOHHBIX TOKYMEHTOB 19 TpeGoBaHMs K OpraHU3alny XpaHEHH JOKYMEHTOB B 3JICKTPOHHOM
BHUJIE.

[MpakTryeckne 3aHATHA

[13Ne3 PemreHne OCHOBHBIX IPOOJIEM COXPaHHOCTH JJIEKTPOHHBIX JOKYMEHTOB B JIOJTOBPEMEHHON
NepcrneKkTUBe. TPEHUHT 0 COXPAHHOCTH 3JEKTPOHHBIX JOKyMEHTOB [13 Ne4 OnbIT XpaHeHus
JIEKTPOHHOM JOKYMEHTAIIMX B COBPEMEHHBIX POCCHHCKHX opraHm3anusix. [Ipakrudaeckas padora
10 XPaHEHHUIO 3IEKTPOHHON ToKyMeHTanuu Criennguka yCIoBHH XpaHEHHUS INEKTPOHHBIX
nokymeHToB [13Ne5SCocTaBieHue aropuTMa 1o yCiIoBHAM XPaHEHHUS JIEKTPOHHBIX JOKYMEHTOB
[13Ne6 Pexum xpaHneHus 351eKTpoHHbBIX JOKyMeHTOB [13Ne7 CocTaBieHne cXeMbl pexuma
XpaHEHHS 3JIEKTPOHHBIX JOKyMeHTOB [13Ne8 3amperneHHbIe ycI0BUsS XpaHESHHS 3JIEKTPOHHBIX
nokyMeHTOB. COCTaBIeHUE MAaMATKH 110 3aIPEUICHHBIM YCIOBUAM XPaHEHHUS 3JIEKTPOHHBIX
nokymeHToB [13Ne9 Opranuzanus XpaHeHUs! HJICKTPOHHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
apxuBax [I3Nel0 IIpakTuueckas paboTa Mo OpraHU3aIMK XPaHESHHUS SJICKTPOHHBIX JOKYMEHTOB B
rocyaapcTBeHHbIX apxuBax [13Nel1 XpaHeHue 351eKTPOHHBIX JOKYMEHTOB. TPEHUHT IO XpaHEHUIO
ANeKTPOHHBIX Jo0KyMeHTOB [13Nel2 MaruuToreka . [IpakTuueckoe 3aHATHE 110 UCIOIB30BAHUIO
MarauToteku [13Nel 3 TIpakTudeckue peKOMEHAANH IO PEIICHHIO OCHOBHBIX POOIeM
COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B fojroBpemeHHoi nepcnekruse [13Nel4 Cocrapnenue
CITHCKA PEKOMEH/IAIUH 0 PEIICHHIO IPOOIEM COXPaHHOCTH AIEKTPOHHBIX JoKyMeHToB [I3Nel5
CucremaTu3zanus 3JIEKTPOHHBIX JOKyMeHTOB B apxuBe [I3Ne 16 Cxema cucremaruzauuu
JIEKTPOHHBIX apXUBHBIX JIOKYMEHTOB B apXMBHOM (oHze. [IpakTiHieckoe MpUMEHEHNE CXEMBI
CHCTEMATH3aIlHH JICKTPOHHBIX apXUBHBIX TOKYMEHTOB B apxuBHOM (orze [13Ne 17 [TpuHIMme:
¢dusnyeckoro yHuuToXXeHUs JoKyMeHToB [13Nel8 PasMelnenne eanHuI 3IEKTPOHHBIX JOKYMEHTOB
B apxuBe [IpakTiueckas paboTa 1o pa3MeIIeHHIO €IMHHUI] IEKTPOHHBIX JOKYMEHTOB B apXUBE
[13Ne19 3apy6esxuble apxuBbl ONBIT 3apyOEkKHBIX apXHBOB 110 00ECTIEUCHNIO COXPAHHOCTH
JIEKTPOHHBIX 10KyMeHTOB [13 Ne20 KonTposbHas paboTta Ha TeMy «O0ecniedeHue COXpPaHHOCTH
JJEKTPOHHBIX JJOKYMEHTOBY

36

CaMocTosTenbHas pa60Ta

Coneprxanue yueOHOr0 MaTepHuaa:

W3y4yeHne TeopeTHIecKOoro MaTepraia B COOTBETCTBHH C AWAAKTHYECKUMH €ANHUIAMH TEMBI 1
MIOJITOTOBKA OTBETOB Ha KOHTPOJILHBIE BOIIPOCHI, BBIIaHHbIE NperoiaBareneM. Pabora ¢
KOHCHEKTaMH, Y4eOHOW M JONOIHUTEILHOM IuTepaTypol (1o naparpadam, riaaBam ydeOHbIX

44




Koapl

HaumeHoBaHue .
KOMIIeTeHIHiA,
pasneyioB
¢popmupoBanuio
npogecCHOHAIBHOI0 Coneprkanue y4e0HOT0 MaTepHaJia, 1adopaTopHble padoThl H NPAKTHYECKHe 3aHATHS, Oobem YpoBeHns KOTOpbIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS
MeKIUCHUTIIHHAPHBIX cnocobersyer
kypcoB (MJIK) u Tem dJIeMent
MPOrpamMmbl
1 2 3 4 5
nocoOui, yKa3aHHBIM npenoaasaTeneM). CocTaBICHHE TE3UCHBIX IUIAHOB, ITAMATOK 110 TEME
3aHATHA [I0Ar0TOBKA K NPAaKTHIECKUM 3aHITHSM C HCIOIB30BAHUEM METOIMIECKUX
PEKOMEHIAINN TPETIOIaBaTelNsl, BEIOIHEHNE M 0)OPMIICHHE TIPAKTUIECKUX PadOT, TECTOBBIX
3aJaHui, B TOM 4Hcie B aekTpoHHO# cucteme MOODL. CamocTosiTerbHOE H3ydeHHUE
3aKOHOJATEIbHOM 0a3bl, perynupyomei odecriedeHne COXpaHHOCTH IOKYMEHTOB APXHBHOTO
¢doHTa.
Pazpnen 5 36 OK 1, 0K2,
IIpousBoacTBeHHast OK 3, OK 4,
NPAKTHKA (110 NPOPUITIO OK 5, OK 6,
CNeHaJIbHOCTH) OK 7, OK 8,
OK 9, IIK 2.1,
K 2.2, IIK 2.3,
IIK 2.4, IIK 2.5,
1K 2.6, IK 2.7
Bunst pabot: 36
CocraBneHne IEKTPOHHOM ONUCH A€ ¥ JOKYMEHTOB. 3aliCh TOKYMEHTOB Ha MAIIMHHBIA
Hocutenb. Benenue u pabora B cucTeMax 3JEKTPOHHOTO T0KyMeHToo0opoTa. dopmupoBaHue
JOKyMEHTOB B siena. CocTaBlieHHE aKTa Ha YHHUTOKEHHUE JIe ¥ IOKYMEHTOB. Benienue apXuBHBIX
CIPaBOYHHUKOB.
[TpumeHneHne cOBpeMEHHBIX METOANK KOHCEPBAIIMH 1 PECTaBPALMN APXUBHBIX JOKYMEHTOB.
Opranuzanus nepenadn Jei.
OdopmireHre y9eTHBIX JOKYMEHTOB apXHBa.
CocTaBneHNIO aKkTa O BBIJICJICHUH JJOKyMEHTOB K yHHUTOXKeHHI0. CoCTaBIeHHe epeyHs
CIPaBOYHUKOB apXnBa
CocraBnieHnE CIIOKHBIX 3ar0JOBKOB. BBIsSBIICHHE CXEMBI pa3MEIIEHU e B apXUBOXPAHHIIHIIIE,
aHaJIN3 TONOTPa(UUECKUX yKa3aTeleH.
Paznen 6 72 OK 1, 0K 2,
IIpousBoacTBeHHast OK 3, OK 4,
NMPaKTHKAa (110 NPOopHII0 OK 5, OK 6,
CNEeHAJTbHOCTH) OK 7, OK 8,
OK 9, IIK 2.1,

MK 2.2, IIK 2.3,
K 2.4, TIK 2.5,
MK 2.6, K 2.7




Koapl

HaumeHoBaHue .
KOMIIeTeHI i,
paszenos
¢hopmupoBaHuIo
npogecCHOHAIBHOI0 Copnep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, O0bem YpoBeHn KOTODBIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS P
crnocodcTByeT
MeKIUCHUTIIHHAPHBIX 3J1eMEHT
kypcos (MIK) u Tem
MPOrpaMMBlI
1 2 3 4 5
Bunst pabort: 72

OdopmiieHre BHYTPEHHEH ONHCH [1e)T U TOKYMEHTOB I repenadn B apxuB. OdopmieHne
KapTOYKH-3aMECTHUTEIS

VYcraHOBIIEHHE CPOKOB XPAHEHHMS 110 NEPEUHIO TOKyMeHTOB O(hopMIIeHHE PErHCTPalnOHHOM
KapTOUKH

CocraBneHne IEKTPOHHOM ONMCH A€ U JOKYMEHTOB 3alich JOKyMCHTOB Ha MalTMHHBIN
HOCHTEb.

Benenne u paboTa B cucTeMax 3JI€KTPOHHOTO JOKyMeHTooO0opoTa. PopMupoBaHIe JOKYMEHTOB B
Jena.

CocraBneHne BHyTpEHHEH ONMCH JOKYMEHTOB, JIeJI Ha iepeaady B apxus/ CocTaBleHNE aKTa Ha
YHHYTOXKCHHUE JIET U TOKYMEHTOB

O3HaKOMJICHHE C TTOJIOXKEHHEM 00, OpraHn3alyy (YCTaBOM), IITATHBIM PacIMCAaHNEM; COCTaBIICHHE
rpaduIecKkoi CTPYKTYPHON CXEMBI YUPEKACHHA.

CocraBneHne NCTOPUUYECKOH cpaBKH O (hoHmOOpazoBarene

Cucrema TOKyMEHTAaNWH, UCIIOIb3YEMbIX B YUPEXKICHUH, 1 OCHOBHBIX BHJIOB JOKYMCHTOB,
KOTOPBIMH 0(pOPMIISIOTCS pa3NudHble (QYHKINH yUPEKICHUS; YCTAHOBICHNE MTPABUIIBHOCTH
odopMIIeHHS TOKYMEHTOB

BrimonHeHue paboT 10 OpraHu3annuy apXUBHOW M CIIPaBOYHO-MH(OPMALIMOHHON pabOTHI 1O
JOoKyMeHTaM opranu3anuu CocTaBieHHe aHAIN3a TOJIoKeHNs 00 apxuBe. CocTaBleHUE MTEPEdHs
HOPMaTHBHO-METOJMYECKUX JOKYMEHTOB, PETIIaMEHTHPYIOIINX paboTy apXuBa OpraHu3alyy.
CocraBneHne cXeMbl YIPaBICHUS ApXUBHBIM JICJIOM.

CocraBneHne apxuBHOH CITPaBKU Ha COIIMAILHO-TIPABOBBIE 3aIIPOCHI, IIOCTYNUBIINE B apXUB.
[Tpuem u odopmiteHHE TOKYMEHTOB I10 JUYHOMY COCTaBY Ha XpaHeHHe B apxuB. lHOekcupoBaHue
KaTaJIOXKHBIX KapTOYEK.

CocraBieHre apXUBHOM OIKCH.

CocraBneHne perucTpalvoOHHBIX M yYETHO-PErNCTPAlMOHHBIX KAPTOTEK JOKYMEHTOB
Opranuzanus ydeta JOKyMEHTOB ApXUBHOTO (oH/A.

VYuer T0KyMEHTOB B TOCYIapCTBEHHOM apXHBE.

[Tpuem u nepenaya TOKYMEHTOB OpraHU3allH B TOCY/IapCTBEHHBII apxuB. COCTaBJIeHHE CIHMCKa
NCTOYHHMKOB KOMIIJIEKTOBAHUSI apXHBa.

Pa3paboTka pekoMeHaMii 110 ONTUMHU3AIMK KOMILIEKCa Mep 10 00ECIeYEHNIO COXPAaHHOCTH
JIOKyMEHTOB B apXuBe. Y CTAHOBJICHUE COOTBETCTBUS PEKMMa XPaHEHHUS] OCHOBHBIM HOPMAaTHUBHBIM
pPEeKUMaM XpaHEHHsI JOKYMEHTOB B apXHUBeE.

OdopmiteHne u npoBepka GU3MIECKOTO COCTOSIHUS TOKYMEHTOB.

Vcnionib30BaHME B IESITEILHOCTH apXHUBOB COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH.




Koapl

HaumeHoBaHue .
KOMIIeTeHIHiA,
pasneyioB
¢popmupoBanuio
npogeccnoHaTBLHOTO Coneprkanue y4e0HOT0 MaTepHaJia, 1adopaTopHble padoThl H NPAKTHYECKHe 3aHATHS, Oobem YpoBeHns KOTODBIX
monyas (IIM), caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHHS P
crnocoocTByeT
MeKIUCHUTIIHHAPHBIX eMEHT
kypcoB (MJK) u Tem
MPOrpamMmbl
1 2 3 4 5
OdopmiieHre JOKYMEHTOB JUIS TIEpEIady B aPXUB.
OcymiecTBiieHHE poIiecca YHUYTOXKEHUS JOKyMEHTOB B apxuBe [IporpamMmHBIe cpeacTBamMu
ydera, XpaHeHus1, 00pabOTKH M TOMCKA TOKYMEHTOB
Bceero: 765




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

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

B sTom cnyuyae pomyckaercst IpOBOJIUTh 3aHITHE YAAJIEHHO B COOTBETCTBUU C
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.02 "Opranuzanus apXuBHOM U CIPABOYHO-
MH(GOPMAIIMOHHON pabOTHI MO JOKYMEHTaM OpraHu3aluu'’ peains3yeTcs B:

Aynutopus 12316 KaOuner apxuBoBeAeHUS

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

Mounutop 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 s npoBeieHUs 3aHATHI 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 mt. Mono6iok 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.

VYuebHas mebenb - CTOMbI, CTYJbsI Ha 34 MOCAI0YHBIX MECTA.

I1O: mporpamma st o0paboTku rpaduueckux uzooOpaxenuit IrFanView,
Windows, MS Office, nmporpamma st mepeBoaa - onyaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitioB (Bu3yanu3npoBaHHBIX
AJIIEKTPOHHBIX IOKyMEHTOB), yueOnas Bepcust T-FLEX CAD.

Crenapl — 5 wiT.

KommbroTepHbiii KaOMHET STl TPOBEACHUS TPAKTUUYECKUX 3aHATUH, TPYIIIIOBBIX

WHIUBUIYATbHBIX KOHCYJIBTAIIMNA, TEKYIIETO KOHTPOJS M IMPOMEKYTOUHOU
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 O3Y 4Gb — 3 mt.; Mono6aok 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 MOCaJ0YHBIX 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.

Crnenuraivu3upoBaHHbI KaOMHET /Jid MPOBEACHUS MPAKTHUYECKUX 3aHATHMH,
IPYNNOBBIX W  WHAMBUAYAJIbHBIX KOHCYJbTAllMi, TEKYLIEro KOHTPOJL U
IPOMEXYTOUYHOM aTTeCTalluy, IPOU3BOJACTBEHHON PAKTUKH.

Aynuropus 12114

JIabopaTopusi TEXHUYECKUX CPEACTB yIPABICHUS

Cucremnbii  Omox  ProMegalet 310 MT 13 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.

bpourtopoouynas mammHa — 1 mt. CTAIiep 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 HakJaako# -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



[Ipunrtep g neyat penbedHo-ToueyHbIM mpuPTOM 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

[TIpodeccuonanbupii Moaynbs IIM.02 Beimosnenue paboT Mo OJHOW WM
HECKOJbKUM mpodeccusM paboumx, JOJDKHOCTSIM — CIYXKAlluX BXOJIUT B
[IpodeccrnonanbHbIi UK.

[IporpaMmma kypca mnOpeamnonara€T HAIWYME Yy CTYACHTOB 3HAHUWA IO
JTUCITUIUIMHAM WA W3Y4YEHUE WX MapauiebHO: MHPOPMATHKA, PYCCKUN S3BIK H
KyJbTypa peuH, TOCyJapCTBEHHAs U MYHHIIMIAIbHAS CIy»K0a, MpoQecCuoHaIbHAS
ATUKA U TICUXOJIOTHUS IEJIOBOTO OOIICHMS.



4.4. KagpoBoe o0ecnieueHne 00pa3oBaTeIbHOIO MPoOLEcca

TpebGoBanus k KBaM(HUKAUKA TIETATOTHYECKUX KaapoB, 00ECTICUMBAIOIINX
oOy4eHHEe MO MEXKIUCIUIUIMHAPHOMY Kypcy (KypcaMm): HaJu4he BBICIIETO
po(heCCUOHATFHOTO 00pa30BaHusI COOTBETCTBYIOMIETO TTPODHUIIIO.

PykoBOICTBO TPAaKTHKOW OCYIIECTBISICTCS TMPENOIaBaATESIMA CIICIIMATBLHBIX
TUCIMIUIAH , a TaKkkKe PaOOTHUKH TPEINPHITHNA, 3aKpEIUICHHBIC 3a CTYyICHTaMHU.
[Ipukazom pekTopa Ha3HAYaeTCs MpernojaBaTellb - PYKOBOAUTEIh MPAKTHUKHA OT
oOpa3zoBarenbHON OpraHm3anMi. B ero o00s3aHHOCTH BXOJWT ITOCEIICHHE
npeanpuatus (0Taena), KOHTPOJIh BBHIITOJHEHHS 3a/laHUs Ha MPAKTHKYy, YTOYHCHHUE
(KOppeKTHpOBKa) 3aJaHWsi B 3aBHCHMOCTH OT KOHKPETHBIX YCIOBUH TIPH
00s13aTeTbHOM COTJIACOBAaHWU STUX BOMPOCOB C PYKOBOJUTEIEM MPAKTUKH OT
PEANpUsATHS, TPOBEICHUE KOHCYJIbTAIMI MO COCTABJICHHUIO OTYETa MO IMPaKTHUKE,
OIICHKA PE3yJIbTaTOB MPAKTUKH 10 UTOTAM €€ MPOXOKICHHUS.



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 MEeIaroruyeckuM 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.

@®opmMbl W  METOABI KOHTPOJS U OLEHKA pe3ylbTaToB  OOy4YeHHs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeacts (POC) nmo
npodeccuonansHomy moaymo I[IM.02 "Opranuzamusi apXuBHOM M CIPaBOYHO-
uH(GOPMAITMOHHON PabOTHI 1O JOKYMEHTAM OpTraHu3anuu’.



