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

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOIyNs (mamee — pabodas
mporpaMma)  fBIISIETCS  YacThl0  O0pa30BaTENbHOW  MPOTPaAaMMBl  CPETHETO
npodeccuoHaNIbHOTO 00pa3oBaHUsl — MPOTPaMMBbl TMOATOTOBKH CHEIHAIMCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpammoii npodeccuonanbHoro moayna (IIM.02 "OOecrneueHue COXpaHHOCTH
nokyMeHToB") mo crnennanbHocTH 46.02.01 JlokymeHTanMoHHOE oOecreYeHne
YIOPABJICHUS U apXUBOBEJACHUE B YAaCTU OCBOCHHSI OCHOBHOTO BHUJA JIE€ATEIbHOCTH
(BM): BeimonHeHue pabOT MO OJHOM WIJIM HECKOJBKHM MpodeccusM padoyux,
TOJDKHOCTSIM ciykamux (npuioxkenue k Hactosiemy @I'OC CIIO).; Opranuzaius
apXUBHOM U CIPaBOYHO-MH(OPMALIMOHHON PabOTHI MO JOKYMEHTaM OpraHU3alluu.;
Opranuzanus JIOKYMEHTAIMOHHOTO obecrieueHus yIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOo(decCHOHATBHBIX
kommneteHiui (I11K):

I[IK 2.1 OcymecTBiasTh 3KCHEPTU3Y LEHHOCTH IJOKYMEHTOB B COOTBETCTBUU C
JNEHUCTBYIOIIMMHU 3aKOHOJATEIbHBIMU aKTaMU U HOPMAaTHBaMHU.

I[IK 2.2 Bectu paboTy B cUCTEMAaX 3JIEKTPOHHOI'O JJOKYMEHTOO0O0pOTA.

I[IK 2.3  Pa3pabaThiBaTh U BECTH KJacCU(UKATOPHI, TAOEIU U JIp. CIPABOYHUKH IO
JOKYMEHTaM OpraHu3aluu.

[IK2.4 Ob6ecnieunBaTh TpHEM M palMOHAIBHOE pa3MeIleHHuE JIOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB TI0 JINYHOMY COCTaBY).

[IK 2.5 Ob6ecneunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXHUBE.

[IK 2.6 OpraHu3oBbIBaTH HMCHOJIB30BAHME APXWBHBIX JOKYMEHTOB B HAy4YHBIX,
CIIPABOYHBIX U MPAKTUYECKUX LIEIIAX.

[IK 2.7 OcyuecTBISITh OPraHU3aMOHHO-METOANYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboTOil apxwBa OpraHW3allid M 3a OpTraHu3aIuell JTOKyMEHTOB B
JEJIOIPOU3BOICTBE.

1.2. lesaun n 3aga4u npo¢ecCHOHAIBHOI0 MOAYJIS — TPeOOBAHUA K pe3yJibTaTamM
0CBOEHHS NPO(eCCHOHATBHOIO0 MOYJIs

O6yuenune mo gucrmmummae MJIK.02.04 "OOecnedyeHnne COXpaHHOCTU
JIOKyMEHTOB" Mpo¢heCCHOHATBHOTO MOIYJISI TIPEATOaraeT, 4To Mo €ro pe3ysibTaram
oOy4aroruiicst OyaeT:

3HaTh:

* CUCTEMY apXUBHOTO ympaBiieHus B Poccuiickoit @epepannu 1 opraHu3aimio
ApxuBHoro ¢onaa Poccutickoit deneparuu;

* CCTEMY XpaHEHHs U 00paOOTKU JTOKYMEHTOB;



YMeTh:

* OpPraHW30BBIBATH JCSATEIBHOCTh apXWBa C YYETOM CTaTryca W mpoduis
OpraHu3alluy;

* paboTaTh B CHCTEMAX AJIEKTPOHHOTO JOKYMEHTO000pOTA;

* HCIOJIb30BaTh B JCATEILHOCTH apXuBa COBPEMEHHBIC KOMIIBIOTEPHBIE
TEXHOJIOTHH;

* IPUMEHATHh COBPEMEHHBIE METOJUKH KOHCEPBAIIMHU U peCTaBpaIlii apXUBHBIX
JIOKYMEHTOB;

1.3. KosinuecTBO 4acoB Ha 0CBOeHHE padoyeil MporpaMMbl NpodeccuHoHAILHOT0
MOYJISl 110 y4eOHOMY IIaHy:

Bcero - 132 yac.

B Tom uucne:

MakcumainbHas yueOHas Harpy3ka ooyqatomerocs - 132 gac.

Bxurouast:

00s13aTeNIbHYI0 ayIUTOPHYIO YUeOHYIO HAarpy3Ky oOyyatomierocs - 88 yac.;
CaMOCTOSITETIbHYIO paboTy oOy4aromierocs - 44 4ac.

Hpyras ¢popma kontposst - 0 yac.;

1.4. Ucnosib3oBanme yacoB BapuatuBHoii yactu OII IIIICC3

B  mucuummue MJIK.02.04 "OOecnedyeHue COXpaHHOCTH JOKYMEHTOB"
MCII0JIb30BaHUE BApUATUBHOM YaCTH HArpy3KU MPEAYCMOTPEHO B 00bEME 57 4acoB.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynbraTom ocBoeHHsI NMPOGECCHOHAIBHOTO MOMIYJSl SIBJISETCS OBJAJCHHUE
oOyuarorumucs BujaoM nesrenbHocTd (B/): Beimonnenue paboT mo ogHOW win
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKYMEHTaM opranusanuu.; OpraHu3anus
JOKYMEHTAI[AOHHOTO  OOECTeUYeHHs]  yOpaBiCHUS W (PYHKIIMOHUPOBAHHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)

KOMITETEHIIUSMH:
Kon HaumenoBanue pe3yjbrara 00y4yeHus
OK 1 [ToHMMAaTh CYIIHOCTh U COLIMAIBHYIO 3HAUUMOCTh CBOEH Oymyein
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 MHOOPMAIMOHHO-KOMMYHUKAIIMOHHBIE 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 IINIAHWPOBATH IMMOBBIICHUC KBaJ'II/I(i)I/IKaI_II/II/I.;

OK9 OpHEeHTHUPOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJIOTUH B
po(ecCUOHANIbHOMN IESITEIbHOCTH. ;

[IK 2.1 OcCy1eCTBIATh SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU
C JICMCTBYIOIIMMU 3aKOHOAATEIbHBIMU aKTaMU U HOPMATHUBAMU. ;

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

[IK 2.3 Pa3pabateiBaTh U BecTH KiacCU(DUKATOPHI, TAOSTH 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 M COXPAHHOCTh JOKYMEHTOB B apXHUBE.;

IIK 2.6 OpraHu30BbIBaTh UCIIOJIb30BAHUE aPXUBHBIX JOKYMEHTOB B

HAaYYHBIX, CIIPABOYHBIX WU IPAKTHYCCKHNX HICJIAX.,




Kon

HaunMeHoBaHue pe3yabTaTta 00y4eHHs

[IK 2.7

OcyniecTBIATh OpraHU3alMOHHO-METOANYECKOE PYKOBOJICTBO U
KOHTPOJIb 3a pabOTOM apXrBa OpraHU3aly U 3a OpraHu3auen
JJOKYMEHTOB B JIEJIONIPOU3BOJICTBE.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

[MpakTuka, 4

Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHASE AYyTUTOPHAS yYeOHast
npodgeccuo- (makcu- 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 patora
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 S 6 7 8 9 10
OK 1; OK 2; | ObGecrieuenue 132 88 40 44
OK 3; OK 4; | coxpanHocTu
OK 5; OK 6; | nokymeHTOB
OK 7; OK §;
OK 9; IIK
2.1; 11K 2.2;
[IK 2.3; [IK
2.4; 11K 2.5;
[IK 2.6; [IK
2.7
Bcero: 132 88 40 44




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

Koasbl
HaumeHoBaHue pa3ae/ioB KOMIIeTeHLM i,
npogeccunoHaIbHOr O ¢opmupoBanuro
Moyt (TTM), Copep:xanue yuedOHOI0 MaTepHaJia, JIJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, OoBem Yposensn KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MeRIUCHUIIIHHAPHBIX crnoco0cTBYyeT
kypcoB (MJK) u Tem 3JIEeMeHT
MpPOrpaMMbl
1 2 3 4 5
Pazgen 1 O6ecneuenne 132 OK 1, 0K 2,
COXPAHHOCTH JOKYMEHTOB OK 3, OK 4,
OK 5, OK 6,
OK 7, OK 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 OcHoBHbe pyHKIMK | ComepskaHue yueOHOTO MaTepHaa: 8 2
YIIpaBICHUSA
1 OcHoBuble pyHKINE yripaBieHus. PaboTa ¢ mepcoHaioM.
2 CkaHMpOBaHHE JIOKYMEHTOB apxuBa. OmpeieneHne CPpOKOB COXPAaHHOCTH
JIOKyMEHTOB B apxuBe. CocTaBlieHHe apXHBHBIX clpaBoK. COCTaBIeHHE apXUBHBIX KOITHH.
3 Hcrionp30BaHKe IOKYMEHTOB B IPAKTHYECKUX IeisiX. CocTaBlieHHE CIIPaBOYHOTO amrapara K
onucy. Beiaua cripaBky 3asiBUTEISIM U3 apXuBa. Brlnada konun
3asBUTENSAM M3 apxuBa. [Ipuem 3asBiieHUH OT 3asBUTENEH Ha BbIIa4y apXUBHBIX JOKYMEHTOB
[IpakTryeckne 3aHATHS
I13 Nel KontponpHas padoTa mo teme «OCHOBHBIC (DYHKITHH YIIPABICHID)
Tema 2 HopmarusHo- Conepxanue yueOHOro Marepuaa: 8 2
mpaBoBasi 6a3a paboTHI 1 OcHOBHBIE TIpaBUIIa pabOTH TOCYAAPCTBEHHBIX apXUBOB. OCHOBHBIE NpaBHIIa pabOTHI
apxuBa BE/IOMCTBEHHBIX apXuBOB. Kitaccudukaiysi HOpMaTHBHBIX JJIOKYyMEHTOB B apxuBax. [Ipuem 3asiBieHni
OT 3asiBUTEIICH.
2 CocraBiieHHE CXEMBI HOPMAaTHUBHBIX TOKYMEHTOB B BEAOMCTBECHHOM apXHBE CocraBiieHue
3adABJICHU 3aABUTEIIEM O BbIJIA4Y€ IMTOMJIMHHBIX JOKYMCHTOB U3 apXHBa. CocTaBlIeHHE CXEMBI
HOPMATHBHBIX TOKYMEHTOB B apxuBe yupexaeHns CocTaBIeHHUS IJ1aHa pabOTH apXHBa OPTaHU3AIIH.
OcymiecTBiIeHHEe KOHTPOJIS 3a paboToif apxuBa
IIpakTnueckue 3aHATUS
113 Ne2 KonrponpHas pabota mmo teme «HopMaTuBHO-IpaBoBas 6a3a pabOTHI apXUBay
Tema 3 OGecnieueHue ConepxaHue yaeOHOTO MaTepHraa; 116 2

COXPaHHOCTH JIEKTPOHHBIX
JIOKYMEHTOB

1 ApXI/IBHOG XPaHCHHUE B )KU3HCHHOM IUKJIC DJICKTPOHHBIX TOKYMEHTOB.




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
voays (ITM) Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb KOTODBIX
Y i caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA P

MEKIMCIUNIIMHAPHBIX crnocodcTByeT

kypcoB (MJK) u Tem 3JIEMEHT

MPOrpaMMBlI
1 2 3 4 5

HopwmarusHOe obecriedeHre apXUBHOTO XPaHEHHUS JIEKTPOHHBIX JOKYMEHTOB

2 HopMaTHBHO-MeTOAMYECKas 0a3a XpaHEHHs JIEKTPOHHBIX JOKYMEHTOB B

TOCYAapCTBEHHBIX apXHUBax

3 O0mue MPUHIUIEI 00eCIIeYeHIs TOATOBPEMEHHON COXPaHHOCTH IEKTPOHHBIX

JOKyMEHTOB

4 BnusHUE pa3IMYHBIX IPABOBBIX HOPM Ha apXMBHOE XPAaHEHUE HIICKTPOHHBIX

JOKyMEHTOB

5 Meroanieckoe obecrniedeHre apXUBHOTO XPAaHEHHS JJICKTPOHHBIX TOKYMEHTOB

6 Obmue TeopeTHIECKre PEKOMEHIALNH 110 00ECTIEIEHUI0 COXPAaHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB
7 OOmye mpakTHYeCcKue peKOMEHJANH 10 00ECIEYCHNIO COXPAaHHOCTH

3JIEKTPOHHBIX JOKYMEHTOB

8 CoBpeMeHHBIE OpraHU3alMOHHbIC (POPMBI XpPaHEHHS JIEKTPOHHON TOKYMEHTALUH

9 OcoOeHHOCTH MTPOBEPKH IICKTPOHHBIX IM(POBBIX MOAIIHCEH

10 YnpaBneHue XxpaHeHHUEM JOKYMEHTOB

11 Cucrema apXUBHOTO XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB «DJIAP- s5ekTpoHHBII

ceitd»

12 OcHOBHBIE TEXHOJIOTUH XPaHEHHS

13 OT6Op MOKYMEHTOB Ha MOCIIEAYIONICe XpaHSHUE

14 OT6Op MOKYMEHTOB Ha MOCIEAYIONIee YHUITOKECHHUE

15 Iepenaya TOKyMEHTOB Ha MOCIEAYIOLIEE XPaHEHHE

16 Tlepenava TOKYMEHTOB Ha MOCIEAYIOIIEE YHUUTOXKEHHUE

17 Cpoku XpaHEeHHUs HIEKTPOHHBIX TOKYMEHTOB.

18 XpaHeHne MOAITMHHUKOB 3JIEKTPOHHBIX JOKyMEHTOB

19 TpeboBaHus K OpraHU3aIMK XPAHEHUS JOKYMEHTOB B 3JIEKTPOHHOM BHUJIE.

[IpakTHyeckne 3aHATHS

[13Ne3 PemreHne 0CHOBHBIX MTPOOIIEM COXPaHHOCTH JNEKTPOHHBIX JOKYMEHTOB B JOJITOBPEMEHHOM
HnepcreKTUBe. TPEeHNHT 0 COXPAHHOCTH IEKTPOHHBIX JOKYMEHTOB

I13 Ne4 OmnbIT XpaHEeHHUs IEKTPOHHON JOKYMEHTAIMH B COBPEMEHHBIX POCCHICKHUX OpraHU3alusX.
[IpakTryeckas paboTa 1o XpaHEHHIO 3JIEKTPOHHOM JoKyMeHTannu Crieniuuka ycIoBUH XpaHeHHs
SNEKTPOHHBIX JOKYMEHTOB

[I3NeS5CocTaBneHue alropuT™Ma 1o yCJIOBHSIM XpaHEHHUs dJEKTPOHHBIX T0KyMeHTOB [13Ne6 Pesxum
XpaHEHHUs HJIEKTPOHHBIX JOKYMEHTOB

II3Ne7 CocTaBneHue cXeMbl pexXHMa XPaHEHHsI NEKTPOHHBIX JOKYMEHTOB

TI3Ne8 3anpenieHHbIe yCIOBUS XPAaHEHUS dJIEKTPOHHBIX JOKYMEHTOB. COCTaBICHHE MTAMATKH MO
3allpeLICeHHBIM YCIOBUSIM XPaHEHHs JIEKTPOHHBIX JOKYMEHTOB




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

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

Oo0BeM
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMeHT
MPOrpamMmbl

2

5

TI3Ne9 Opranmsanus XpaHeHUS SJICKTPOHHBIX JOKYMEHTOB B rOCyIapCTBEHHBIX apxuBax [13Nel0
[IpakTHueckas paboTa Mo OpraHU3aLNK XPAHEHNS 3JIEKTPOHHBIX JOKYyMEHTOB B TOCYIapCTBEHHBIX
apxmBax

II13Nel1 XpaHeHue 3IeKTPOHHBIX JOKYMEHTOB. TPEHHHT TI0 XPaHEHUIO SJICKTPOHHBIX TOKYMEHTOB
[I13Ne12 MaruauToTeka . [IpakTndeckoe 3aHATHE IO UCIOIH30BAHUIO MATHUTOTEKH

T13Ne13 TIpakTryecKie peKOMEHIAINH M0 PEIICHUI0 OCHOBHBIX PO0IeM COXPAaHHOCTH DIIEKTPOHHBIX
JOKyMEHTOB B JIOJITOBPEMEHHOI EPCTIEKTHBE

[13Ne14 CocraBiieHHe CIIFICKa PEKOMEHAAINH [0 PEIICHHUIO MIPOOIEM COXPAaHHOCTH AJIEKTPOHHBIX
JOKyMEHTOB

II3Nel5 Cucremaruzauus 371€KTPOHHBIX TOKYMEHTOB B apXUBE

II3Ne 16 Cxema cucTeMaTH3aIUU SJCKTPOHHBIX APXUBHBIX TOKYMEHTOB B apXUBHOM (DOHTIC.
[IpakTHyeckoe MPUMEHEHNE CXEMBI CHCTEMATU3aIMH 3JICKTPOHHBIX aPXUBHBIX JOKYyMEHTOB B
apxuBHOM (oHzIEe

II3Ne 17 MpuHIUIE GU3MYECKOTO YHHITOKEHUS TOKYMEHTOB

II3Ne18 Pa3mernieHne eAMHULL SIEKTPOHHBIX JOKYMEHTOB B apXUBE

IIpakTryeckas paboTa Mo pa3MeIIeHHIO eTUHAILL YJICKTPOHHBIX JOKyMEHTOB B apxuBe [13Nel9
3apyOe)KHbIE apXHUBbI

OmbIT 3apyOeKHBIX apXUBOB TI0 00ECTIEYEHHIO COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

113 Ne20 KonTponpHas pabora Ha Temy «ObecriedeHIe COXpaHHOCTH ANEKTPOHHBIX JOKYMEHTOB

Tema 4 Urtorosas pabdora

CoznepxaHue yueOGHOro MaTepuara:
Wrorosas paboTa.

Bcero:

132




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

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 IMPOBEIACHHUH
3aHSTHSL.

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



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeOoBaHMS K MUHIMAJIBLHOMY MATEPUAIbHO-TEXHUYECKOMY
o0ecnmeYeHNIo

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

Aynutopus 12316

Kabuner apxuBoBeACHUS

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

Monutop DELL 24.1 U2415 /1920x1200/ HDMI x2/DisplayPort/Mini
DisplayPort/USBx2-11ur.

KiaBuarypa -1 mr.

Mbpiiib -1 mrT.

[Ipoextrop Beng MX507 -1mr.

Okpan s npoekropa Digis Optimal-B -1mT.

NBIT ABC Back-UPS

Crenap! — 4 miT.

Kabuner st npoBeieHUs 3aHATHI JIGKITMOHHOTO THIIA.

Aynurtopus 12211

JlaGopatopust UHPOPMATUKU U KOMITBIOTEPHON 00padOTKH TOKYMEHTOB

KomnbroTepHsiii kabuHet Ha 34 pabouux MecTa.

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

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

Knasuarypa -34 mr.

Mpiib -34 mr.

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

Busyanuszarop apxusa.

Hkad n1st OyMaskHBIX JOKYMEHTOB.

VYyeOHast MeOenb - CTOJIbI, CTYJIbs Ha 34 MOCa0YHbIX MECTa.

[1O: mporpamma mist 06pabotku rpadudeckux uzodOpaxkenuii IrFanView,
Windows, MS Office, mporpamma st mepeBoaa - oHyaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf ¢aitoB (BU3yanu3upoBaHHBIX
AJIEKTPOHHBIX TOKYMEeHTOB), yueOHas Bepcusi T-FLEX CAD.

CreHap! — 5 mIT.

KoMmbproTepHbiii KaOMHET JTs TPOBEACHHUS TPAKTUYECKUX 3aHATUH, TPYIIITOBBIX
U UHIUBUAYAIbHBIX KOHCYJbTAIMH, TEKYLIEr0 KOHTPOJISI M IPOMEXYTOUHOMN
aTTeCTalliH, IPOM3BOJCTBEHHON MPAKTUKH.

Aynutopus 12313



JIaGopatopusi CUCTEM BIEKTPOHHOTO JOKYMEHTO000pOTa

CepBep, MOAKIIOYEHHBIN K HHTEPHETY, KOMITBIOTEPBI, 00bETUHEHHBIE CETHIO C
cepBepoM u Apyr-npyrom: Mono6mok Acer Intel(R) Celeron(R) CPU N2930 @
1.83Hz, 1.83Hz O3VY 4Gb — 3 mt.; Mono6nok Acer Intel(R) Pentium(R) CPU J2900
@ 2.41Hz, 2.41Hz O3Y 2Gb - 2 mir.

KnaBuarypa -5 mr.

MpIb -5 mr.

Muorodyukuuonansaoe yctpoiictBo HP Color LaserJet Pro MFP M477faw -
L.

VYyeOHast MeOelb — CTOJIBI U CTYJIbS Ha 24 MOCaJOYHBIX MECTA.

Crenap! — 4 miIT.

TB-nmanens — 1 mr.

ITO: Windows, MS Office, C3]1 or D0Ca HEJIO, Acrobat qns urenus pdf
(aiioB (BU3yaJU3UPOBAHHBIX AJEKTPOHHBIX JOKYMeHTOB), Koucynpsrantllmtoc,
antuBupyc Kacrnepckoro.

Crneunaiv3upoBaHHbI KaOMHET /i1 MPOBEACHUS MPAKTHUYECKUX 3aHATHM,
TPYNNOBBIX W  WHAWBUAYAIbHBIX KOHCYNbTAllMd, TEKYLIETO KOHTPOIS U
MIPOMEXYTOUHOM aTTeCTaIlH, TPOU3BOICTBEHHON MTPAKTHKH.

Aynurtopus 12114

JIaGoparopusi TEXHUYECKUX CPEICTB YIPABICHUS

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

Cucremusbnii 010k DEXP Intel(R) Pentium(R) CPU G4560 @ 3,50GHz
3,50GHz O3V 4Gb — 1.

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

Monutop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/VGA -1mit.

KnaBuarypa — 3.

Mpbiib — 31T.

Be6 xamepa Logitech HD Webcam C270 -1mr.

Haymnuku Sven AP-670MV uepHbiif -5miT.

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

MuorodynkunonansHoe yctporicto HP Color LaserJet Pro MFP M477fnw -
L.

JukTohOoHBI — 2 MIT.

Tenedpon — 1 mrT.

®akc — 1 mir.

bpourtopoBoynas mammHa — 1 mr.

Cruruiep yCUIECHHBIH.

YerpoiicTBo juis ieyaTu TakTiibHOM rpaduku «PIAF» -1 miT.



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

KnaBuatypa amantupoBaHHas OecrnpoBOAHAas C OOJBIIMMU KHOIKAMH H
HaKJIaaKoM -1 miIT.

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

Buneoysenmnuntens ONYX Portable HD -1 .

Tepmobymara ZY-TEX Swell paper -2 nauku

bymara s neuatu penbedHo-ToueuHbIM mpudToM bpaitng — 10 mauek

[Tpuntep mia neuatn penbedHo-ToueyHbIM mpudToM bpaiins «Index Everest-
D V5» -1mr.

[TogbeMHUK JTE€CTHUYHBIN TyceHUYHBI MOOWIBbHBINA T09 «Roby PPPy -1 mir.

Kpecno-konsacka naBanuanas HO35 -1 mr.

Bpaitnesckuit nucruieit Focus-40 Blue -1mT.

VYyeOHast MeOeIb — CTOJIbI, CTYJIbS.

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

KoMmbroTepHbIii KaOMHET JUTsI TPOBEACHHS MTPAKTUUECKUX 3aHATHI, TPYITITOBBIX
U UHAUBUAYAIbHBIX KOHCYJbTAIlMH, TEKYIIETO KOHTPOJIS M MPOMEKYTOUHOM
aTTeCTaIluH, MPON3BOJICTBEHHON MPAKTUKH.

Aynutopus 12203

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

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

1 IIK gns corpynnukos, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3Y 4Gb, muorodyskimonaibHoe ycrpoiictso HP LaserJet Pro MFP
M125mw - 1.

4.2. UudgopmannoHHoe odecrnevyeHre 00ydeHust

OcHOBHBIE HCTOYHHUKH:
No mi/mm bubnuorpadudaeckoe onvcanue

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

2 2. Kopuees, U. K. JlokymeHTanimoHHoe o0ecrieyeHne yrnpaBaeHus : yueOHUK U
MPaKTUKYM JIJIs1 cpenHero npodeccrnonansuoro oopazosanus / 1. K. Koprees, A. B.
[Tmenko, B. A. MamypiieB. — 2-e u3f., nepepad. u mon. — Mocksa : U3garenbcTBo




Ne i/t

bubnuorpaduueckoe onucanue

IOpaiir, 2022. — 384 c. — (IIpodeccuonanpHoe odbpazopanue). — ISBN 978-5-534-
05022-6. — Texkct : anmekTpoHHbIi // OO6pa3oBaTenbHas iargopma FOpaiit [caiT]. —
URL: https://urait.ru/bcode/492541

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

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

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

IIOHOJIHI/ITCJIBHI)IC HCTOYHHUKMH:

No /1t

bubnunorpaduueckoe onucanue

1. I'po3osa, O. C. [lenonpousBoactBo : yuedHoe nocobue ais By3oB / O. C. I'po3oga.
— Mockaga : U3narensctBo FOpaiit, 2022. — 124 ¢. — (Briciee oOpa3oBaHue). —
ISBN 978-5-534-06787-3. — TekcT : anekTpoHHbIH / O6pazoBaTenbHast miardopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/492786

2. llemenkosa, C. 1. ApxuBosenenue. Mcropus apxusos Poccun ¢ 1peBHENIINX
BpeMeH /10 Havyana XX Beka : yueOHoe nocolue i cpeHero npopeccuoHaIbHOTO
obpazoBanus / C. U. llemenkosa ; moa HayuHnou penakiuedt JI. H. Masyp. — Mocksa
: U3matensctBo FOpaiit, 2022. — 153 c. — (IlpodeccuonansHoe oOpa3zoBaHue). —
ISBN 978-5-534-10241-3. — TekcT : anekTpoHHbIH // OOpa3oBaTenpHas miardGopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/495215

3. YrpaBreHue nepcoHajgoM : y4eOHUK U MMPAKTUKYM JUIsl CPETHETO
npodeccronansHoro oopazoBanus / A. A. JINTBUHIOK [u 11p.] ; ox penakiueit A. A.
JIuTBUHIOKA. — 2-€ U31., mepepad. u non. — Mocksa : M3natensctBo FOpaiit, 2022.
— 498 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-01594-2. —
Texkcr : anexTponnsii // O6pazoBarenbHas maatdopma FOpaitt [caiit]. — URL:
https://urait.ru/bcode/489846

HNuTepHeT-pecypcebl

«OTeuecTBeHHbIEC aPXUBBD» HAYYHO-TIPAKTUUYECKUHN KypHA




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

4.3. O0mme TpeOOBaHUA K OPraHU3aNMU 00Pa30BaTeJIbLHOIO Mpoecca

Peanuzanus 00pa3oBarenbHON MpOrpaMMbl MpEAnojaraer o0s3aTesIbHYI0
y4eOHYIO U TPOU3BOICTBEHHYIO IPAKTHUKY.

VYyeOHast TpakTUKA peaju3yeTcss B  MacTepcKuxX MpodeccHoHaIbHOM
o0pa30BaTeNbHON OpraHu3aluu U TpeOyeT Haauuus 000pyA0BaHUS, UHCTPYMEHTOB,
pPacXoJHBIX MaTepuaioB, OOECIEUMBAIOIIMX BBIMOJHEHHE BCEX BHJIOB padoT,
OTpEACNEHHBIX  COAEpPKAaHMEM  TMporpamMM  Mpo(ecCHOHATBHBIX  MOIYJEH,
OTBEUAIOLIETO NOTPEOHOCTSIM OTPACIN U TpeOOBAaHUAM paboTOAATENCH.

[Ipon3BoacTBEHHAs MPaKTUKa pealn3yeTcsi B OpraHu3alusax Jo0oro mpoduis,
o0ecneunBaroIIMX JesTEIbHOCTh 00y4daromuxcs B npodeccuonaibHoi obnactu: 07
AJMUHUCTPATUBHO-YIpaBieHUYECKast U OpUCHAs! 1€ATEIbHOCTb.

O6opynoBaHue TMPEANPUATAN U TEXHOJIOTHYECKOE OCHAIIEHUE pabodynx MeCT
MPOM3BOJCTBEHHONW TMPAKTHKH COOTBETCTBYET COJAEPKAHMUIO MpPOo(ecCrOHATBHOMI
JESTEIbHOCTH M Ia€T BO3MOXXHOCTh 00YYaroeMycst OBJIaIeTh MPOPEeCCHOHATHHBIMU
KOMIETEHIIUSIMU IO OCHOBHBIM BUaM JAesTenbHOCTH B cooTBeTcTBUM ¢ PI'OC CIIO
C MCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHM, MaTepUaIoB U 000PYAOBAHUS.

JlommyckaeTcsi 3aMmeHa 000pyJOBaHMsI €T0 BUPTYaJIbHBIMU aHAJIOTaMHU.

OO0yuaromuMcest JOJKEH ObITh 0OecrieueH N0cTymn (yIaJeHHBIH JOCTYIT), B TOM
gyuclie B Cclydyae TPUMEHEHHUS DJIEKTPOHHOTO OOY4YeHHs, JUCTAHIIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTHI, K COBPEMEHHBIM Mpo(deccnoHaIbHBIM 0a3aM JaHHBIX
1 MHPOPMAIIMOHHBIM CIPABOYHBIM CHCTEMaM, COCTaB KOTOPBIX OIpEAeTseTCs B
pabouux mporpaMmax AUCIHHUIUIMH (MOJyJied) U TOAJICKHUT OOHOBIEHUIO (TpHU
HeoOxomuMocTh). Kaxapiii oOydaronuiics oOecredyeH HE MEHee YeM OJHHM
y4eOHbIM TIeYaTHbIM W (WIM) DOJCKTPOHHBIM H3JAAHHEM TI0  KaXIOMY
MEXIUCUUIUIMHAPHOMY Kypcy (BKJIIOYasl 3JEKTPOHHBIE 0a3bl MEPUOIUYECKUX
U3IaHui).

[IpenocTaBnsercs 0OOy4aromMMcs BO3MOXXHOCTh OTIEpAaTUBHOTO oOOMeHa
uHpopMalelt U JOCTYNl K COBPEMEHHBIM MpOodecCHOHANIBHBIM 0Oa3aM JaHHBIX U
uHpopmalMoHHbIM pecypcam ceth HWHrepHer. OOpazoBarenbHasi MporpaMmma
J0JKHA 00ecreunBaThCs ya1eOHO-METOAMUYECKOM TOKyMEHTale! o0 BCeM Y4EOHbIM
JUCHUIUIMHAM (MOIYJISIM).

OOyuaromuecs HMHBJIWAbl M JIMIA C OrPAHUYECHHBIMH BO3MOKHOCTSIMH
310POBbsI JJOJIKHBI OBITH 0OECTICUEHBI TEeYaTHBIMU U (MJIH) JIEKTPOHHBIMU Y4EOHBIMU
U3JIaHUSAMHM, AallTUPOBAHHBIMU TPU HEOOXOJUMOCTH Jii OOy4YeHHUs YKa3aHHBIX
00yJaroIMXCsl.



[lepeuenp HEOOXOAMMOIO  KOMIUIEKTa  JHUIEH3MOHHOTO W  CBOOOJHO
pacnpoCcTpaHseMOro MpOrpaMMHOr0 O0eCleYeHHs, B TOM YHCIIE€ OTEYECTBEHHOTO
MIPOU3BO/ICTBA.

4.4. KaapoBoe o0ecnieueHne 00pa3oBaTebHOIO nmpouecca

TpeboBanust kK KBamM(pUKAIMK TMEJATOTHYECKUX KaJIpoB, O00CCIICUHNBAIOIINX
oOydeHHe TO MEXKIUCIUIUIMHAPDHOMY Kypcy (Kypcam): HaJIWdue BBICIIETO
npodeccroHaTbHOTO 00pa30BaHUs COOTBETCTBYIOIIETO MPOQUITIO.

TpebGoBanus k KBaM(PHUKAIIUKA TIETATOTHUECKUX KaapoB, 00ECIICUYNBAIOIINX
PYKOBOJICTBO TPAKTHKOW: HAJIMYME BBICIIETO MPOQPECCHOHAIBHOTO 00pa3oBaHUS,
COOTBETCTBYIOLIET0 NPOQUIIIO.

PykoBOJICTBO TPakTUKOW OCYIIECTBIACTCS MPENOaBaTeIsIMU CIEIUATBHBIX
JUCIUIUIMH , a TakKe paOOTHHUKHU TMPEIIPUSATHH, 3aKpEIUICHHbIE 3a CTYICHTaMHu.
[Ipuka3zom pekTopa Ha3HAYaeTCs MPENnojaBaTeib - PYKOBOJIWUTEIb MPAKTHKUA OT
oOpazoBaTenbHOM oOpranu3anuu. B ero 005S3aHHOCTH BXOJWUT MOCECIICHUE
npeanpuaTus (0Taena), KOHTPOIb BBITIOJHCHHS 33JlaHWs Ha MPaKTHUKY, YTOUHCHHE
(KOppeKTHpOBKa) 3aJaHWsl B 3aBHCHMOCTH OT KOHKPETHBIX YCJIOBHH TIpH
00s3aTEILHOM COTJIACOBAHUU HJTHUX BOMPOCOB C PYKOBOJUTEIEM MPAKTHUKUA OT
NPEANpUsATHs, TPOBEICHUE KOHCYJIbTAIMMI 1O COCTABJICHHUIO OTYETa MO MPAKTHUKE,
OIICHKA PE3yJIbTaTOB MPAKTUKH IO UTOTAM €€ MTPOXOXKICHHUS.



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

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
I1IM.02 "ObecnieueHue COXPaHHOCTHU JTOKYMEHTOB" OCYIIIECTBIISIETCS
neJaroruyeckuM pabOTHUKOM B IPOIIECCEe MPOBENICHUS AYJUTOPHBIX 3aHSATUN, YTO
MO3BOJISIET TPOBEPUTH Yy OOydarommxcsi HE TOJbKO CHOPMUPOBAHHOCTH
npo(ecCHOHANBHBIX KOMMETCHIIMHA, HO W pa3BUTHE OOIIMX KOMIIETCHIUH H
00€eCIeYnBaAOIINX UX YMEHHUU.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pe3ylbTaToOB  OOy4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIO0M ouneHouHbIX cpeactB (POC) nmo
npodeccronansHomMy Moyito [TM.02 "OGecniedeHrne COXpaHHOCTU JOKYMEHTOB' .



