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1. IACHHOPT PABOYEHM ITPOI'PAMMBI TIPO®ECCHUOHAJTBHOI' O
MOOYJIA IIM.02 Ob6ecnieueHnne COXpaAaHHOCTH JOKYMEHTOB

1.1. O6s1acTh NpuMeHeHus1 padoveil MPOrpaMmbl

PabGouass mporpamma mpodeccrmoHampHOTO MOAYNIS (maimee — pabodas
mporpamMma)  SIBJSIETCSI  4YacThlO  00Opa3oBaTEIbHOW  NPOTPAMMBI  CPEIHETO
MpoeCCHOHATEHOTO 00pa30oBaHUs — TPOTPAMMbl TIOJATOTOBKH CIEIIHATHCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpammoii npodeccuonanbHoro moayis (IIM.02 "OOecrieueHue COXpPaHHOCTH
nokyMeHToB") mo crennanbHOoCcTH 46.02.01 JlokymMeHTallMOHHOE oOecreueHue
YIOpaBJICHUS] U apXWBOBEJACHUE B YAaCTH OCBOEHHUSI OCHOBHOTO BHUJA JACSATEILHOCTH
(BM): BeimonHeHue pabOT MO OJHOM WIJIM HECKOJBKHM MpodeccusM padoyux,
TOJDKHOCTSIM ciykamux (npunoxkenue kK Hactosiemy @I'OC CIIO).; Opranuzarus
apXUBHON U CIPaBOYHO-MH(OPMALIMOHHON PabOTHI MO JOKYMEHTaM OpraHU3alluu.;
Opranuzanus JIOKYMEHTAIMOHHOTO obecrieueHus yIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOodecCHOHATBHBIX
kommneteHiui (I11K):

I[IK 2.3 OcyumecTBisiTh XpaHEHUE APXUBHBIX JI€N (JIOKYMEHTOB) C MOCTOSIHHBIM
CPOKOM XpaHEHUS U IO JUYHOMY COCTaBY B apXMBE OpraHU3aIuu

I[IK 2.4 OcyumecTBisTh XpaHEHHE, KOMIUIEKTOBAHHUE, YUET U UCIIOJIb30BAHUE JET
(IOKYMEHTOB) BpEMEHHOTO XpaHEHUS

1.2. Hean u 3agaum NPo(PecCHOHAIBHOIO MOIAYJl — TPeOOBAHUA K
pe3yJbTaTaM 0CBOeHHS NPOo¢ecCHOHATBHOT0 MOAYJIA

OOyuenue mno jgucuuIUIiMHE MpodeccuoHanbHoro moxayias MJK.B.02.04
"OOGecneueHne COXpaHHOCTU JIOKYMEHTOB'" MPEANOJaraeT, 4YTo Mo €ro pe3yjbraTaM
oOyyarommiicst Oyer:

3Haer:

* CUCTEMY apXUBHOTO yrpasieHus B Pocculickon @enepaunu U OpraHu3anuio
ApxusHoro ¢onna Poccutickoii @enepanmu;

* CUCTEMY XpaHEHHs U 00pabOTKU JOKYMEHTOB;

YwMmeer:

* OpraHu30BbIBATH JESATEIBHOCTh apXWBa C YYETOM cTaryca W mpoduis
OpraHu3alNy;

* paboTaTh B cCUCTEMaXx 3JIEKTPOHHOTO TOKYMEHTOO0OpOTa;

* HCIOJb30BAThb B JEATEIBHOCTH AapXMBA COBPEMEHHBIE KOMIIBIOTEPHBIE
TEXHOJIOTUH;

* IPUMEHSTH COBPEMEHHBIE METOIUKN KOHCEPBALMU U PECTABPALIMHA ApPXUBHBIX
JOKYMEHTOB;



1.3. KonuyectBo  4yacoB  Ha  ocBoeHue  padoyedl  NPOrpaMmbl
npodeccHOHAIBHOI0 MOAYJISA 10 y4eOHOMY IUIaHY:

Bcero - 50 yac.

B ToMm umncre:

MakcumanbHas yueOHasi Harpy3ka oOyudatomerocs - 50 yac.

Bxutouast:

00s13aTENBHYIO Ay TUTOPHYIO YIeOHYIO HAarpy3Ky oOyudatomerocs - 40 Jac.;
CaMOCTOSATENbHYIO paboTy oOyuatomerocs - 10 gac.

[IpomexxyTounas arrectanus B popme 3auera

1.4. Ucnoaib3oBanme yacos BapuatuBHoii yactu OII IIIICC3

B mucummnuae MJIK.B.02.04 "OOGecnedeHue COXpaHHOCTU JTOKYMEHTOB'
IPEeTyCMOTPEHO UCIOJIb30BaHUE BAPUATUBHOM YacTh HAarpy3ku B 00béMe 50 yacos.



2. PE3YJIBTATBI OCBOEHMUS ITPOPECCUOHAJBHOT'O MOAYJIA

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

KOMITETEHIIUSMH:
Kon HaumenoBanue pe3yjbrara 00y4yeHus
I[IK 2.3 OcCy1IecTBIIATh XpaHEHUE apXUBHBIX JIE€] (JIOKYMEHTOB) C
ITOCTOSTHHBIM CPOKOM XPAHEHUS U 110 TUYHOMY COCTaBY B APXUBE
OpraHu3aluy;
I[IK 2.4 OcCy1ecTBIATh XpaHEHHUE, KOMIUJIEKTOBAHUE, YUET U HCIOJIb30BAHUE
Jen (TOKyMEHTOB) BPEMEHHOT'O XpPAHEHHS.




3. CTPYKTYPA U COAEP KAHUE ITPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. TemaTu4yecKkui NJIaH NPO(eCCHOHATBHOT0 MOAYJIS

Oobem BpPEMEHU, OTBEJIeHHbII HA 0CBOECHHE

Mpaxkruka, 4

Bcero MexaucuMIIMHAPHOI0 Kypca (KypcoB), 4
Konwbl 4acoB CamocrosiTeibHAs
HaumenoBanus Oo0s3aTeIbHAsA Ay IUTOPHAA YueOHas
npodeccuo- (makcu- padora
pa3jiesioB HArpy3ka o0y4amouerocs
HAJbHBIX MaJibHasi o0yyaronerocst
npogeccnoHaJIbHOTO0 IIpousBoacTBeHHast
KoMIIe- yuyeOHast B T.4.
. MOIYJISA B T.4Y. yueOHas | (mo mpoguiro
TeHIUit HArpy3ka B T.4. KypcoBasi
KypcoBasi CHEeNMAJIbHOCTH)
U MpaK- BCero | NMpaKTH4yecKue padora BCero 26014
THKH) 3aHSATHUS (mpoekr) P
(mpoekr)
1 2 3 4 5 6 7 8 9 10
IIK 2.3; IIK | OGecneuenue 50 40 20 10
2.4 COXPaHHOCTH
JJOKYMEHTOB
Bcero: 50 40 20 10




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

Koasbl
HaunMeHoBaHue pa3ieioB KOMIeTeHIIHH,
npogeccHoHATBHOIO0 ¢opmupoBanuro
Moyt (TTM), Copep:xaHue yueOHOI0 MaTepHaJia, JIaGopaTopHbIe padoThl M MPaKTHYECKHE 3aHATHS, Oo0bem Yposens KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4yacos O0CBOCHUS
MeRIUCHUIIIHHAPHBIX cnocodcTByeT
kypcoB (MK) u Tem 3JIeMeHT
NPOrpaMMbl
1 2 3 4 5

Paszgen 1 O6ecnneuenue 50 K 2.3, 11K 2.4
COXPAHHOCTH IOKYMEHTOB
Tema 1 OcHOBHBIC (DYHKIUH Coneprxanne yd4eOHOTO MaTepHana: 10
yTpaB-JIeHus 1 OcHoBHBIe pyHKINH yrpaBieHus. PaboTa ¢ mepcoHaIoM.

2 CkaHMpOBaHME TOKYMEHTOB apxuBa. OIpeaeneHre CPOKOB COXPAaHHOCTH JJOKyMEHTOB B apXHUBE.

CocraBneHne apxuBHBIX cripaBoK. CocTaBIeHHE apXUBHBIX KOIHH.

3 Hcronp30BaHNe JOKYMEHTOB B paKTHYECKUX Ieiisix. CocTaBlICHHE CIIPAaBOYHOTO alapaTa K OMHCH.

Beiaua cnpaBky 3asBUTENSIM U3 apXxuBa. Belnaua konmu 3asBUTEISsIM U3 apxuBa. [Ipuem 3asBieHuii ot

3asBUTENEH Ha BbIIady apXHUBHBIX JOKYMECHTOB

[MpakTryeckne 3aHATHA

I13 Nel KonTpospHas pabota mo Teme «OCHOBHBIC (DYHKIIMH YIIPABICHHUSDY
Tema 2 HopmaTuHO- Coneprkanue y4eOHOr0 MaTepHaa: 8
mpaBoBasi 6a3a paboTHI 1 OcHoBHBIE TIpaBKiIa PabOTHI TOCYIAPCTBEHHBIX apXUBOB. OCHOBHbBIE ITpaBuiia paboThI
apxuBa BEJIOMCTBEHHBIX apXuBOB. Kiaccuukarius HopMaTHBHBIX JOKYMEHTOB B apxuBax. [Ipuem 3asBneHuit

OT 3asiBUTEIICH.

2 CocTaBiieHHE CXEMBI HOPMAaTUBHBIX TOKYMEHTOB B BCIOMCTBEHHOM apXHBEC

CocTaBiieHHE 3asBJICHUS 3asIBUTEIIEM O BbIJa4€ NOAJIMHHBIX TOKYMCHTOB U3 apXHUBa. CocraBiieHue

CXEMbI HOpMATHUBHBIX TOKYMEHTOB B apXUBC YUPCIKICHUA

CocraBneHus miana paboTsl apxuBa opranuzanuu. OCyIecTBICHHe KOHTPOIIS 32 paboToM apXuBa

IIpakTrueckue 3aHATUS

I13 Ne2 KonTposipHas pabota o teme «HopmaTuBHO-nIpaBoBas 6a3a paboThI apXHBa»
Tema 3 ObGecrieuenue Coneprkanue y4eOHOrO MaTepHraa: 32

COXPaHHOCTH JIEKTPOHHBIX
JIOKyMEHTOB

1 ApXI/IBHOG XpaHCHHUE B )KU3HCHHOM IUKIJIC DJICKTPOHHBIX JJOKYMCHTOB.

HopmatuBHOE 0oOecriedeHrne apXuBHOTO XpaHEHHUS SJICKTPOHHBIX JTOKYMEHTOB

2 HopmaTuBHO-MeTOAMYeCKas 0a3a XpaHeHHs JIEKTPOHHBIX JOKYMEHTOB B TOCY/IapPCTBEHHbBIX apXUBaX
3 O6ure NpUHIUIEI 00ecTedeH s JOITOBPEMEHHON COXPaHHOCTH IEKTPOHHBIX JOKYMEHTOB

4 BimsHUE pa3TUYHBIX IPABOBBIX HOPM Ha apXHUBHOE XPaHEHHNE NIEKTPOHHBIX JOKYMEHTOB

5 Metoandeckoe obecrieueHne apxXUBHOTO XPAHEHHS AIEKTPOHHBIX JOKYMEHTOB

6 Obmre TeopeTHIecKre peKOMEHIANH 110 00ECIICYEHUIO COXPAHHOCTH 3JICKTPOHHBIX TOKYMEHTOB

7 OO1Me NpakTHYECKUE PEKOMEHIAINH 10 00ECIIEYSHUIO COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOB

8 CoBpeMeHHBIE OpTaHU3aIMOHHbBIE (POPMBI XpaHEHHUS HJIEKTPOHHOHN JOKYMEHTAINH




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woays (ITM) Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTODBIX
Y i caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS P

MEKIMCIUNIIMHAPHBIX cnoco0cTByeT

kypcoB (MIK) u Tem 3JIEMEHT

NPOrpaMMBbl
1 2 3 4 5

9 OcoOGeHHOCTH IPOBEPKH ICKTPOHHBIX MU(POBBIX ITOATUCEH

10 YnpaBnenue XxpaHeHHEM JOKYMEHTOB

11 Cucrema apXuBHOTO XpaHEHHUS JIEKTPOHHBIX TOKYMEHTOB «DJIAP- anmekTpoHHEIH cefid»

12 OCHOBHBIE TEXHOJIOTUH XpaHCHUS

13 OT6op TOKYMEHTOB Ha OCIEAYIONIee XpaHSHNE

14 OT6op IOKYMEHTOB Ha MOCIIEAYIOICe YHUITOKCHIE

15 INepenaya TOKyMEHTOB Ha MOCIEAYIOIIEE XPAaHCHHE

16 Iepenaya TOKYMEHTOB Ha IOCIEAYIOIIEE YHUUTOXKECHHUE

17 Cpoku XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB.

18 XpaHeHne NOATMHHUKOB 3JEKTPOHHBIX JOKyMEHTOB

19 TpeGoBaHusI K OpraHU3AIMN XPAHEHUS JOKYMEHTOB B 3JICKTPOHHOM BHUJIE.

[MpakTryeckne 3aHATHA

[13Ne3 Pemrenne OCHOBHBIX IPOOJIEM COXPAaHHOCTH AIIEKTPOHHBIX JOKYMEHTOB B JIOJITOBPEMEHHON
nepcreKkTiBe. TPEHUHT 0 COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

[13 Ne4 OmnbIT XpaHeHUs 3IEKTPOHHON JOKYMEHTAMU B COBPEMEHHBIX POCCUNCKHUX OpPraHU3aLUsAX.
[MpakTryeckas paboTa 1Mo XpaHEHHIO 3JIEKTPOHHON TOKYMEHTAIlU!

Cneuunduka ycioBuid XpaHEHUs! JJIEKTPOHHBIX JTOKYMEHTOB

[13Ne5CocTaBnenue aropuTMa o ycjaoBUsIM XpaHEHHUS AJIEKTPOHHBIX JOKYMEHTOB

[13Ne6 PexuM XpaHeHUs JIEKTPOHHBIX JOKYMEHTOB

[13Ne7 CocraBiieHue cXeMbl pEKHMa XpPaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

[13Ne8 3amperieHHbIE YCIOBUS XpaHEHUS! SJIEKTPOHHBIX TOKyMEHTOB. CocTaBiieHHE aMsTKU 1O
3alpeIIeHHBIM YCIOBHSIM XpaHEHHS 3JIEKTPOHHBIX IOKYMEHTOB

I13Ne9 Opranuzanust XpaHEHHUS INEKTPOHHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX apXUBAX

[13Ne10 IpakTryeckast paboTa IO OPraHU3ANUN XPAHEHUS IEKTPOHHBIX JOKYMEHTOB B
TOCY/apCTBEHHBIX apXUBax

[13Nel1 XpaHeHue 31eKTPOHHBIX TOKYMEHTOB. TPEHUHT 110 XPaHEHUIO 3JIEKTPOHHBIX T0KYMEHTOB
I13Ne12 MarnuToreka. [IpakTuueckoe 3aHATHE IO UCTIOJIB30BaHUIO MATHUTOTEKU

[13Ne13 IIpakTrueckye peKOMEHIallH 10 PEHICHHIO OCHOBHBIX IPOOJIEM COXPAHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB B JIOJITOBPEMEHHOM NEPCIEKTUBE

[13Ne14 CocraBieHue crimcka peKOMEHAAIHMHN 110 PEISHHUIO MTPOOIeM COXPaHHOCTH AJICKTPOHHBIX
JOKYMEHTOB

I13Nel5 Cucremarusanus 3NEKTPOHHBIX JOKYMEHTOB B apXUBE

I13Ne 16 Cxema cucreMaTu3alyy SJIEKTPOHHBIX apXUBHBIX JJOKYMEHTOB B apXHUBHOM (OH/IE.
[IpakTryeckoe NpUMEHEHHE CXEMBbl CUCTEMAaTHU3alluH dJI€KTPOHHBIX aPXUBHBIX JJOKYMEHTOB B
apxuBHOM (oHpe




Koapl

HaunMeHoBaHue pa3esioB KOMIIeTeHIINH,
npogecCHOHAJIBLHOIO ¢popmupoBanuio
woyst (ITM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, Oo0bem YposeHsn KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUS
MEKIMCIUNIIMHAPHBIX CIoco0CTBYeT
kypcoB (MIK) u Tem 3JIEMEHT
NPOrpaMMBbl
1 2 3 4 5
[13Ne 17 [puHIUIE! GU3AYECKOTO YHUUTOKEHUS TOKYMEHTOB
[13Ne18 Pa3memnierne euHAIL HIIEKTPOHHBIX JOKYMEHTOB B apXHBE
[TpakTrdeckas paboTa 1Mo pa3MEIICHNIO €IMHUI JIEKTPOHHBIX TOKYMEHTOB B apXHBE
[13Ne19 3apyOesxHbBIE apXUBHI
OmbIT 3apyOeKHBIX apXUBOB 110 0OECTICYEHUIO COXPAHHOCTH 3JIEKTPOHHBIX JOKyMEHTOB
I13 Ne20 KontpomnpHas padora Ha Temy «ObecniedeHre COXpaHHOCTH JIEKTPOHHBIX JOKYMEHTOBY
Tema 4 3auer. Coneprxanne yd4eOHOTO MaTepHana: 0
3auer.
Bcero: 50




3.3. ConpoBo:xaeHne peajn3auuu 00pa3oBaTebHON NPOrpaMMblI €
NpUMeHeHHEM YIEKTPOHHOT0 00yUYeHHs U IUCTAHIHMOHHBIX 00Pa30BaTeILHBIX
TEXHOJIOTMH

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHs] M JIMCTaHLIHUOHHBIX 0Opa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATh MPH IPOBEIACHHUH
3aHSTHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiatgopmax: teams/ zoom



4. YCJ0OBUA PEAJINBAIIUU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHMMAJIbHOMY MaTePHAJIbHO-TEXHHYECKOMY
o0ecmeYeHnIo

Kabunet apxuBoBeaeHUs

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

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

KnaBuarypa -1 mr.

Mpisb -1 mwr.

[Tpoextop Beng MX507 -1mT.

Okpad 115 npoekropa Digis Optimal-B -1mT.

NBIT ABC Back-UPS

Crenap! — 4 miIT.

Kabuner st npoBeieHUs 3aHATHH JIGKITMOHHOTO THIIA.

Aynutopus 12211

JlabopaTtopust nHOOPMATUKU U KOMITBIOTEPHOU 00paOOTKH TOKYMEHTOB

KowmmbroTepusiii kabunet Ha 34 pabouux MecTa.

Momno6sok Acer Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3VY
4Gb -26 .

Momno6sok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3V 2Gb
-8 MIT.

Kinasuarypa -34 .

Mpbiib -34 wr.

MuorodyuknuonansHoe ycrpoiictBo HP Laser]Jet Pro MFP M125mw -11mt.

Busyanuzarop apxusa.

[Mkad a1 OymMaXHbIX JOKYMEHTOB.

VYueOHas MeOeb - CTOMbI, CTYJbS Ha 34 MOCa0YHBIX MECTA.

[1O: mporpamma st o0paboTku rpaduueckux uzooOpaxenuit IrFanView,
Windows, MS Office, mporpamma nnst mepeBoga - onnaiiH Google-nmepeBouuK,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitnoB (BU3yanu3npoBaHHBIX
AJIEKTPOHHBIX TOKyMEHTOB), yueOHas Bepcus T-FLEX CAD.

CreHap! — 5 mIT.

KoMmbproTepHblli  KaOMHET JUIsI TPOBEICHHUS TPAKTUYCCKUX  3aHITHM,
TPYNINIOBBIX W WHIWBHAYAIbHBIX KOHCYJBTAIMA, TEKYIIEr0 KOHTPOIS M
IPOMEKYTOYHOM aTTeCTAIMH, TPON3BOACTBEHHON MPAKTHKH.

JIaGopatopusi CUCTEM BIEKTPOHHOTO JOKYMEHTO000pOoTa

CepBep, MOAKITIOYEHHBIN K HMHTEPHETY, KOMITBIOTEPHI, 00HETMHEHHBIE CETHIO C
cepsepoM u Apyr-apyrom: Mono6mnok Acer Intel(R) Celeron(R) CPU N2930 @
1.83Hz, 1.83Hz O3V 4Gb — 3 mrt.; Monobmok Acer Intel(R) Pentium(R) CPU



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

Kiasuarypa -5 mr.

MpIiib -5 mr.

MuorodyunkuronansHoe yctporicto HP Color LaserJet Pro MFP M477faw -
L.

VYyeOHast MeOelb — CTOJIBI U CTYJIbS Ha 24 MOCaJOYHBIX MECTA.

Creupapl — 4 1mr.

TB-nanens — 1 mr.

I1O: Windows, MS Office, C3]J] or 30Ca JIEJIO, Acrobat mist utenust pdf
¢aitnoB (BU3yaTu3UPOBAHHBIX JJIEKTPOHHBIX TOKyMeHTOB), Koucymprantllmioc,
antuBupyc Kacrnepckoro.

Crnennaiv3upoBaHHbI KaOMHET I MPOBEJACHUS TMPAKTHUYECKUX 3aHATHIA,
TPYNIOBBIX U WHJIWBUAYAIbHBIX KOHCYJbTAIMM, TEKyIIETO KOHTPOJS U
IPOMEKYTOYHOM aTTeCTAIMH, TPOU3BOACTBEHHOMN MPAKTHKHU.

Aynuropus 12114

JIabopaTopusi TEXHUYECKUX CPEACTB yIPABICHUS

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

Cuctremubiii 0ok DEXP Intel(R) Pentium(R) CPU G4560 @ 3,50GHz
3,50GHz O3V 4Gb — 1.

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

MonuTop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/VGA -1mur.

KinaBuarypa — 3mr.

Mpl1iib — 31IT.

Beb xamepa Logitech HD Webcam C270 -1mir.

Haymnuku Sven AP-670MV uyepHblii -51T.

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

MuorodyukunonansHoe yctporictso HP Color Laser]Jet Pro MFP M477taw -
L.

JukTo(hoHBI — 2 1IT.

Tenedpon — 1 wr.

®akc — | .

BpourtopoBounas mamvia — 1 mr.

Cruruiep yCUIEHHBIM.

YcerpoticTtBo it medaty TakTiwiibHOM Tpaduku «PTAFy -1 .

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

KnaBuarypa apmantupoBaHHas OecnpoBoAHasi C OOJIBIIMMU KHOINKAMHU H
HaKJIaaKoM -1 miIT.

Axyctuueckas cucrema Front Row to Go (komonka HaymrHuk. Mukpodon)-1



Buneoysennuurens ONY X Portable HD -1 mit.

Tepmobymara ZY-TEX Swell paper -2 nauku

bymara nns neuatu penbedHo-ToueunbiM mpudTom bpaiins — 10 mauex

[IpunTtep nns nevatu penbedHO-ToueyHbIM HIpudTOoM bpaitnsg «Index Everest-
D V5» -1mr.

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

Kpecno-konsacka naBanmuanas HO3S -1 mr.

BbpatineBckuit nuciuieit Focus-40 Blue -1mr.

VYyeOHast MeOeIb — CTOJIbL, CTYJIbS.

ITO: Windows, MS Office ¢ ycranoBnennbsiM Outlook, Koncynerantllntoc,
antuupyc Kacrnepckoro.

KoMmnbroTepHplii  KaOMHET JUIsi TPOBENCHUS TPAKTUYECKUX  3aHITHM,
IPYNIOBBIX W WHAWBHUAYAJIbHBIX KOHCYJbTallMi, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOUHOM aTTeCTALIMH, IPOU3BOJACTBEHHON NPAKTHKH.

bubmumoTexka, YUTATbHBIN 3ai (cnenuanu3upoOBaHHBINA KaOWHET),
000pyJOBaHHBIN KOMIIBIOTEPAMU C BBIXOJOM B ceTh MIHTEpHET.

10 pabounx MecT, B TOM YUCJIE 5 MECT, 000pYyIOBAaHHBIX KOMIbBIOTEPAMU JIs
CaMOCTOSITENIbHOM paboOThl CTYJAEHTOB C BBIXOJOM B Internet - mMoHOOnOKM Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb, knaBuaTypbl, MbIIIH.

1 TIK gnst cotpyanukos, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3V 4Gb, muorodyHkumonansnoe ycrporicteo HP LaserJet Pro MFP
M125rmw - 1.

4.2. UudgopmannoHHoe odecreueHne 00ydeHust

OCHOBHBIE UCTOYHUKH

Ne ni/mt bubnuorpaduueckoe onucanue

1 1. Packun, J[. 1. MeTonuka v mpakTHUKa apXUBOBEACHUS : YUCOHUK JIJISI CPETHETO
npodeccuonansHoro oopazosanus / JI. U. Packun, A. P. CokonoB. — Mocksa :
WznatenbctBo FOpaiit, 2022. — 339 ¢. — (IIpodeccuonanbuoe o6pa3oBanue). —
ISBN 978-5-534-02419-7. — TekcT : anekTpoHHbIN // OOpa3oBaTenpHas miatdopma
FOpaiir [caiiT].

HNuTepHeT-pecypcenl

«OTE4YeCTBEHHBIE APXUBBD» HAYYHO-TIPAKTUYECKUH KypHAI
1. http://rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-
otechestvennye-arhivy/soderzhanie-nomerov

4.3. O0mme TpeOGOBaHMA K OPraHU3aLMU 00Pa30BaTeJIbLHOIO NPoIecca




KommiekcHoe nzydeHnue cTyieHTaMu yaeOHoM quciuruimiel «ObecrneueHmne

COXPaHHOCTH JIOKYMEHTOBY» MPEAIOIAracT: OBJIAJCHUE MaTeprUallaMu JIEKIUH,
y4eOHOM U

JOTIOJTHUTENIBHOW ~ JIUTEpaTyphbl, YKa3aHHBIMU B pabodeil mporpamme
TV CUUTUIAHBL;

TBOPUECKYI0 palOTy MarucTpoB B XOJI€ TMPOBEACHUS CEMUHAPCKUX H
MPAKTUYECKUX 3aHATUH,

a TaKX€ CHUCTEMATHUYECKOE BBINMOJHEHUE TECTOBBIX U HMHBIX 3aJaHUN IS
CaMOCTOSITETIbHOU

pabOThI MarucTpoB.

B Xxome gnekuuil  packphIBalOTCS  OCHOBHBIE BOIIPOCHI B paMKax
paccMaTpuBaeMoun

TEMBI, JIEJIAI0TCSI aKIEHThl HAa HauOoJiee CIOKHbIE U MHTEPECHBIC MOJOKECHUS
H3y4aeMOro

Marepualia, KOTOpPbI€ TOIKHBI ObITh MPUHSTHI CTYJEHTAMH BO BHUMAHUE.

OCHOBHOM 11EJIbIO TPAKTUYECKUX 3aHSATUNA JUCHUILIMHBI ABJISIETCS OTpaboTKa

1po¢dheCCUOHAIIBHBIX YMEHUM U HABBIKOB.

J1J1s1 BBITIOJTHEHUS 33JJaHUN CAMOCTOSTENIbHON pabOThl B MUCbMEHHOU (hopme

CTYIEHTBI, KPOME€ PEKOMEHJIYEMOM K M3YUYEHHUIO JIUTEPATypPbl, IJIEKTPOHHBIX
W3JaHUH1 U

MHTEPHET-PECYPCOB, TOJHKHBI UCIIOIL30BaTh MyOIUKAIIMU TI0 U3y4yaeMOUu TeMe
B KypHaJIax:

«OreuecTBeHHBIE  apxuBbD», «BecTHMk apxuBuctay. 3amaHus A
CaMOCTOSATENbHON pabOThI

cM. B Pasmene 5. IlepedeHp y4ueOHO-METOAMYECKOTO OOCCIICUCHHS IS
CaMOCTOSITEJIbHOU

paboThI OOYYAIOIIMXCS TI0 TUCIUTIINHE.

[IpeaycMoTpeHo MpoBeACHUE HHIUBUAYATHFHON padOTHI (KOHCYIBTAITUN) CO

CTyJICHTaMU B XOJI€ U3YUYEHUS MaTepuaia JaHHOW TUCIUTIINHBI.

Bri6op MeTo10B 00y4eHUs JJ1s1 MHBIUJIOB U JIMII C OTPAaHUYCHHBIMU

BO3MOXKHOCTSIMU ~ 37I0pPOBBSl  OMNpEIENseTcss €  Y4eTOM  OCOOEHHOCTEe!
BOCTIPUSATHUS UMHU Y4eOHOH

uHdopmaluu, coaepKaHus OOyYeHHs, METOJAMYECKOr0 W MaTepuagbHO-
TEXHUYECKOTO

obOecrieuenus. B o0pa3oBaTenbHOM MPOIECCE HCIONB3YIOTCS COIUATBHO-
AKTUBHBIE U

pednexkcuBHble  METOABI  OOy4Y€HHs, TEXHOJOTMU  COLUOKYJIbTYPHOMU
peadbmIuTaluU C UENbI0

OKa3aHWs TIOMOIIM B YCTAHOBJIEHUMU TOJHOLICHHBIX MEXINYHOCTHBIX



OTHOLLIEHUM C IPYTUMU
CTYIACHTaMH, CO3JaHHUM KOM(OPTHOTO TICUXOJOTMYECKOro KiumaTa B
CTYZIEHYECKOM IPYIIIIE.

4.4. KaapoBoe obecnieueHre 00pa3oBaTebHOI0 mpoiecca

TpeboBanust kK KBamM(pUKAIMK TMEJATOTHYECKUX KaJIpoB, O00CCIICUHNBAIOIINX
oOydeHHe TO MEKIUCIUIUIMHAPDHOMY Kypcy (KypcaM): HalW4#We BBICIIETO
npodeccroHaTbHOTO 00pa30BaHUs COOTBETCTBYIOIIETO MPOQUITIO.

TpebOoBanus kK KBaTM(PUKAIUKA TEAATOTHYECKUX KaJIpoB, 00ECIICUMBAIOIINX
PYKOBOJICTBO MPAKTUKOW: HAJIMYKE BBICHIETO MPOQPECCHOHAIBHOIO 00pa3oBaHus,
COOTBETCTBYIOLIET0 NPOQUIIIO.

PykoBOICTBO NPAaKTUKOW OCYIIECTBISIETCS MPENOJaBaTESIMU CHELUATbHBIX
JTUCIUIUIMH , a Takke paOOTHUKHU TMPEANPUITUH, 3aKpPEIUICHHBIE 3a CTYICHTaMHU.
[Ipuka3zom pekTopa Ha3HAYaeTCs MPENnojaBaTeib - PYKOBOJIWUTEIb MPAKTHKUA OT
oOpa3oBaTenbHOM oOpraHu3ainuv. B ero 005S3aHHOCTH BXOAWUT TMOCEIICHUE
npennpusaTus (0TAena), KOHTPOJIb BBIIOJHEHUS 33/1aHUs HA MPAKTUKY, YTOUYHEHHE
(KOppEeKTHpOBKa) 3aJaHWsl B 3aBUCHMOCTH OT KOHKPETHBIX YCJIOBHHA TMIpH
00s13aT€IbHOM COTJIACOBAaHUU 3TUX BOIPOCOB C PYKOBOJUTENEM MPAKTUKH OT
OpeanpUsTUs, TPOBEACHUE KOHCYJIbTAIMM MO COCTABJICHHIO OTYETa IO MPAKTUKE,
OLIEHKA PEe3yJIbTaTOB MPAKTUKH [10 UTOT'aM €€ IPOXO0XKICHUS.



5. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
MPO®ECCUOHAJILHOTO MOAY.JISI (BUJA MPO®ECCUOHAIBLHOMI
JNESTEJBLHOCTH)

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
I1IM.02 "OGecnieyeHue COXPAaHHOCTHU JOKYMEHTOB" OCYIIIECTBIISIETCS
nearorudeckuM paboOTHUKOM B IMPOIECCe MPOBENCHUS ayJIUTOPHBIX 3aHATHUM, YTO
MO3BOJISIET TPOBEPUTH Yy OOydarommxcsi HE TOJbKO CHOPMUPOBAHHOCTH
npo(ecCHOHANBHBIX KOMIETEHIIMH, HO W pPa3BUTHE OOIIMX KOMIIETCHIUH W
00€eCIeYnBaAOIINX UX YMEHHUN.

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



