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1. IEJI OCBOEHMSI YUEBHOM U CHUTIINHBI

IlensMu OCBOCHUS AUCLHUILIMHBI «Y IIPABICHUE U DKOHOMMKA XPAHEHHUSI IOKYMEHTOBY SIBJISIOTCS:
- IIaTh CTYAEHTaM, OyJIylIMM cCIelHaIrcTaM B 00JacTu JOKYMEHTOBEICHUS U apXUBOBE/IECHUS,
KOMIIJIEKC COBPEMEHHBIX 3HAHUH, YMEHUI M HaBBIKOB, HEOOXOIUMBIX ISl MPO(ECCHOHATBHOM
JeATEIbHOCTH.

- (hopMUpOBaHKE y CTYJACHTOB HABBIKOB OPTaHU3ALMOHHOTO YIIPABICHUS U SKOHOMHUKHI
XpaHEHUs JOKYMEHTOB;



2. MECTO YYEBHOMH JJUCHUILJIMHBI B CTPYKTYPE OIl BO

VYyeOHnas aucuuminHa "YpaBieHUue U SKOHOMHMKA XPaHEHUsI TOKYMEHTOB'" OTHOCUTCS K
osoky 1 "ucrumauael (MOAY/IM)" ¥ BXOJWT B €70 BAPUATUBHYIO YaCTh.

2.1. HaumeHoBaHUs NpeaIIeCTBYOIIMX AUCIHILIAH

2.2. HauMeHoBaHHe nmocJie Ay omux JTUuCHUIIINH



3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 11O JUCIIMIIJIMHE (MOAYJIIO),
COOTHECEHHBIE C IINTAHUPYEMbBIMH PE3YJIbTATAMHU OCBOEHMUSA
OBPA3OBATEJIbHOM ITPOT' PAMMBbBI

B PE3YIbTAaTC OCBOCHUA AUCHUIIIIMHBI CTYACHT JOJIZKCH:

Ne
i Kon n Ha3BaHNE KOMIIETEHIINN OsxupaeMble pe3yIbTaThl
1 [IKC-4 CriocoGeH BBITTOTHSATD [MIKC—-4.1. YMeTh BBIIONHATE TPO(ecCHOHATBHBIC
npodeccroHaNbHbIE 003aHHOCTH C YIETOM 00513aHHOCTH C YIETOM ITOCTaBJICHHBIX 3a1a4
MMOCTaBJICHHBIX 3a7a4; I[IKC-4.3. BraaeTs METOAMKOM BBIIOJHEHUS
npodeccHoHANBHBIX 00SI3aHHOCTEH € y4eTOM
MOCTaBJIEHHBIX 3a/1a4
[TKC- 4.2. 3Hatb npodeccroHaibHbe 0053aHHOCTH C
YUETOM MOCTaBJIEHHBIX 3a/1a4
2 YK-3 CriocoOeH OCyIIECTBISTh COLMAIBLHOE YK-3.1 [TonnmaeT 3 peKTHBHOCTH HCIIOJIb30BAHUS

B3aUMOJICHCTBHE U PpCaIn30BbIBATH CBOIO POJIb
B KOMaHJC.

CTpaTeruy COTPYIHUYECTBA JJIS1 JOCTHKEHUS
MOCTABJIEHHOM LIENH, OIIPEAENISIET CBOIO POJIb B KOMaH/IE.
VYK-3.2 [TonumaeT 0cOOEHHOCTH HOBEAICHHS
BBIJICJICHHBIX TPYIIII JIFOIEH, C KOTOPBIMU
paboTaeT/B3aMOJICHCTBYET, YUUTHIBACT UX B CBOCH
JeATeIbHOCTH (BBIOOP KaTeropHil IPYIII JIFoIeH
OCYIIIECTBIIIETCS. 00pa30BaTEIbHON OpraHu3anueii B
3aBHCHMOCTH OT IieJIeif TOATOTOBKH — 110 BO3PACTHBIM
0COOCHHOCTSIM, TI0 STHUYECKOMY HJIH PEITUTHO3HOMY
NPHU3HAKY, COLMAIBHO HEe3aIUICHHBIC CJIOM HACETICHHS
U T.IL.).

YK-3.3 IlpeaBuaut pe3ynbTaThl (OCAEACTBUS) TUYHBIX
JIEHCTBUH U IJIAHUPYET MOCIEJ0BATEIbHOCTD 111ar0B s
JOCTHKEHUS 331aHHOTO pPe3yJibTara.

YK-3.4 D¢pdexTrBHO B3aUMOIEHCTBYET C IPYTUMHU
YJIeHAMH KOMaHJIbl, B TOM YHCJIEe y4acTBYeT B OOMeHe
uH(pOpManrel, 3SHAHUSAME U ONBITOM, H IIPE3CHTALUH
pe3ynbpTaToB pabOThHl KOMAHIBI.




4. OBBEM JUCIHHUIIVIMHBI (MOAYJIs) B BAYETHBIX EAUMHUIIAX U

AKAJEMUYECKHUX YACAX
4.1. O0mas Tpya0eMKOCTb AU CHUIJINHBI COCTABJIAET:

3 3avetHble equHUIBI (108 ak. 4.).

4.2. PacnpenesieHue 00beMa yueOHOM JMCHUILIMHBI HA KOHTAKTHYI0 padoTy ¢

NnpenoaaBaTejieM U CAMOCTOSITEILHYIO Pa00Ty 00yUYarO X cst

KommuectBo yacos

Bcero no
Bun yaeOHOM paboThI yaeOnomy | Cemectp 9
TJIaHy
KonTakTHas pabora 14 14,25
AyauTopHble 3aHATHS (BCETO): 14 14
B ToMm uuce:
nexmun (JI)
npaktuueckue (I[13) u cemunapckue (C)
CamocTosTenpHas padora (BCero) 90 90
OBLIAS TpyOeMKOCTh TUCIUILINHEI, Yachl: 108 108
OBUIAS Tpya0eMKOCTh AUCHUIUIMHBL, 3a4.€].: 3.0 3.0
Texymiuii KOHTPOJIb YCIIEBAEMOCTH (KOJIMYECTBO M BUJ] TEKYILIETO
KOHTPOJISI)
Buel mpoMexyTo4HOM aTTecTanuu (9K3aMeH, 3a4eT) HMud.zauér | ud.3auét




4.3. Coaep:xanue TUCUMILIUHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE 110 TeMaM
(pa3nesnam)

Cemectp

Tema (paznen) yueOHOM
JIMCIUTUTHHBI

Bunpl yueOHOM IeATEILHOCTH B yacax/
B TOM YHCJIC UHTEPAKTHBHOU hopme

JIP

DopMBbI
TEKYLIETO
KOHTpPOJIA

YCIIEBAEMOCTU U
IIPOMEXKY-

TOYHOMU

aTTeCTalluu

3

IS

~| KCP

10

O©IN

Pazmen 2
MeHemKMEHT B
apxuBax.

OcHoBHBIE QYHKITIH
YIpaBJICHUS;
IInanupoBanue B
apxuBe.

= |o| I13/TIT

|| CP

S ©| Beero

Paznen 2
HopmarusHo-npaBoBas
0aza paboThI apXuBa.
ITonoxenue o
TOCY/apCTBEHHOM
apXuBe WM apXUBE
yapexaenus (YcTaB);
[Honoxenue o
CTPYKTYPHOM
TIOJIpa3/IeNICHUN
apxuBa;
JlomKHOCTHBIE
WHCTPYKIHU
COTPYIHHUKOB apXHBa.

24

30

Omnpocsl

Paznen 3

Pabota ¢ mepcoHamom.
IToxbop u paccTaHOBKa
KaJpOB B apXHBE;
KBanudpukannoHHsie
XapaKTEePUCTUKU
OCHOBHBIX KaTeropuit
CHEUATICTOB apXUBa.

24

28

Pasnen 4

MapkeTuHr B apXuBax.
WudopmannoHHbIi
MapKeTHHT;

IInarthHsle ycayru B
apxuBax.

20

21

Pasnen 5
HuddepernunpoBaHHbIH
3a4er

Hud.3auér

Bceero:

90

108




4.4. JlabopaTopHbie padoThI / NPAKTHYECKHE 3aHATHS

JlaboparopHbie pabOThI y4€OHBIM TUTAHOM HE MPETYCMOTPEHBI.

[IpakTuyeckue 3aHATHS MIPEyCMOTPEHBI B 00BbeMe § ak. d.

Bcero ua-
COB/ M3 HUX
No No Tema (pazaen) . 4acoB B
N HaumenoBanue 3ansTuii
n/n ceMecTpa | y4eOHOW ANCHIUILTUHEI UHTEpaK-
TUBHOU
bopme
1 2 3 4 5
9 PA3JIEJI 2 W3ydenne HOpMATUBHO-TIPaBOBOM 6a3bI pabOTHI 4
1 HopmaTuBHO-TIpaBoBast |apXuBa.
6a3a pabOTHI apXuBa.
9 PA3JIEJI 2 W3yyeHne ocHOBHBIX (DYHKIMH yIpaBICHUS 1
2 MeHeKMEHT B apXUBaXx. | apXUBOM;
W3yyeHne MeTOIOB INIAHUPOBAHUS B ApPXUBE.
9 PA3JIEJ 3 AHaIm3 METOI0B TOA00pa U PACCTAHOBKH KaJIPOB B 3
Pabota ¢ nepcoHanoMm. |apxuBe;
3
W3zyyeHune u aHamu3 KBaTH()UKAIIMOHHBIX
XapaKTEPUCTUK OCHOBHBIX KATErOPHiA CIICIHATUCTOB
apxuBa.
BCETO: 8/0

4.5. [IpuMepHasi TeMaTHKAa KypPCOBBIX IPOEKTOB (padoT)

KypcoBbie npoekTsl (paboThl) HE MPEIYCMOTPEHBI.




5. OBPA3OBATEJIBHBIE TEXHOJIOT' T

Jlexuu poOBOJIATCS B TPAJUIIMOHHON KIIACCHO-YPOYHOH OpraHU3alMoOHHON (popme, 1o Tumy
YIPABJICHUS TO3HABATEILHOM JAESATENBHOCTBIO U SBJISIOTCS TPAIULIUOHHBIMH KIACCUYECKU -
JIEKIIMOHHBIMU (0OBSICHUTETHHO-UILTIOCTPATUBHBIE) C UCTIOIB30BAHUEM TIPE3CHTALIN.
[IpakTHueckue 3aHATHSI OPraHU30BAHBI C UCIIOJIb30BAHUEM TEXHOJIOTUI Pa3BUBAIOLIETO
00ydeHus. HacTh MPaKTUYECKOTO Kypca BBIMOJHACTCS B BUC TPATUIIMOHHBIX MTPAKTUYECKUX
3aHATUN (0OBSICHUTETHHO-WUTIOCTPATUBHOE MOsICHEHHE MaTepuaia). OcTanbHas 4acTb
MPaKTUYECKOr0 Kypca MPOBOJUTCS C UCIIOJIH30BAHUEM UHTEPAKTUBHBIX (JHAIOTOBBIX )
TEXHOJIOTHi1, B TOM UHMCJIE 3aCIyIIUBaHUS U OOCYKICHHS COOOIICHHM CTYIEHTOB C MOKa30M
MPE3EHTALIUM, T. €. TEXHOJIOTHI, OCHOBAHHBIX HAa KOJUIEKTUBHBIX CIIOCO0aX 00y4YeHHUS.
CamocTtosaTrenbHas paboTa CTyAeHTa OpraHM30BaHa ¢ UCIOJb30BAHUEM TPATUIIMOHHBIX BUIOB
paboTel. K TpaguiimoHHBIM BUIaM PabOThl OTHOCSTCS OTPa0OTKa JIEKIIMOHHOTO MaTepuaia u
0TpabOTKa OT/IEIBHBIX TEM MO YU€OHBIM ITOCOOHSIM.



6. YAEBHO-METO/MYECKOE OBECIIEYEHHUE JIJI1 CAMOCTOATEJBbHOM

PABOTbBI OBYYAIOHIIUXCSI MO AUCHUTITIUHE (MOAYJIIO)

Bun camocTosTenpHOM pa6OTLI CTyACHTA.

Ne Ne Tema (paznen) Bcero
n/n cemecTpa | y4eOHOH AMCIMIUINHBI Hepesetn yqe6H0-MeTOHquCIfOFO 4acoB
obecrnieyeHust Uil CaMOCTOSITENbHON paboThl
1 2 3 4 5
1 9 PA3JIEJI 2 WzyueHne 0CHOBHO U JOTIOIHUATENEHON 22
MeHemKMEeHT B JUTEPaTypHI 110 KypCy, MOJATOTOBKA K OMPOCY U
apXxuBax. MPOMEXXYTOYHOH aTTeCTaIHN.
[11,[2].[3].[4]
2 9 PA3JIEJI 2 W3yueHne 0CHOBHOH U JONOIHUTEIBEHON 24
HopmaTuBHO- JIMTEpPaTypHl 10 KypCy, ITOATOTOBKA K OIIPOCY U
npaBoBasi 6a3a paboOThl | IPOMEXYTOYHOH aTTeCTalNU.
apxuBa.
[11.[2].[3].[4]
3 9 PA3JIEJ 3 WzyueHne 0CHOBHO U JONOTHATENEHON 24
PaboTa c mepcoHanoM. | AMTEpaTypsl O Kypcy, MOArOTOBKA K OMPOCYy U
MPOMEXXYTOYHOH aTTeCTaIHH.
[11.[2].[3].[4]
4 9 PA3/IEJT 4 W3yueHne 0CHOBHOI U JONOIHUTENBEHON 20
MapKkeTHHT B apXHBaX. | JIUTEPATYpPHI [0 KypCy, NOATOTOBKA K OTPOCY U
MPOMEXXYTOYHOH aTTeCTaIHH.
[1].[2].[3].[4]
BCEI'O: 90




7. IEPEYEHb OCHOBHOA U IONIOJIHUTEIbHOM JIUTEPATYPBI,
HEOBXOJNMOI JJIs1 OCBOEHUS U CIATITAHBI (MOY.JIST)

7.1. OcHoBHas1 IUTEpaTYpa

Hcnone3yercs npu
Ne HauMeHoBaHie Astop (b1) o u MecTo M3naHus N3y4YCHUH
n/n Mecto nocryna paszienoB, Homepa
CTpaHHIL
1 | Obecnieuenne COXpaHHOCTH, B.II. Eropos, A.B. WznarensctBo "Jlanp", Bce paszenst
pecTaBpanus 1 KOHCEPBAIH CnmHBKOB 2018
JIOKYMEHTOB UTB VJIVIIC
(Ab6onement ION);
WUTB YJIVIIC (431
ION)

7.2. lonoJTHATEIbHAS JIUTEPATypa

Hcnone3yercs
Ne HanMeHoBaHIe Astop (b1) I'on u MecTo M3naHMsA IIPY U3yYCHUU
/m Mecto noctyna paszesoB, HoMepa
CTpaHUI]
2 | ApxuBOBeICHHE . . Packum, A. P. WsnatenscTBo Bce paznenst
Coxkonos. IOpaiir, 2018
https://biblio-
online.ru
3 | JokymeHTOBeICHHE JI. A. loponuna H3patenbcTBO Bce paszenst
IOpaiir, 2018
https://biblio-
online.ru
4 | OpraHuzanus ¥ TEXHOJIOTHUS JI. A. loponuHna, B. C. WznarenscTBO Bce paszenst
JIOKYMEHTallUOHHOT' O Hputukosa. IOpaiir, 2018
obecrieueH s yIpaBJIeHHs https://biblio-
online.ru

8. MEPEYEHH PECYPCOB NTH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM
CETH "MHTEPHET", HEOBXO/IUMBIE /1151 OCBOEHMS JACHUATIIMHBI
(MOJYJIS)

http://archives.ru/ - Odunmanshelii caiit @eaepansHOro apxuBHOro arenrcrsa (Pocapxupa)
http://statistika.archives.ru/ - ®enepanbHoe ApXxHUBHOE ATEHCTBO

https://data.gov.ru/ - TTopTan oTKpsITEIX AaHHBIX Poccuiickoit denepannn
http://www.consultant.ru/ - CipaBouno-nipaBoBas cuctema «KOHCYJIBTaHT TUTIOC)
http://www.garant.ru/ - CipaBouno-nipaBoBasi cuctema «I"apaHr»

http://www.edou.ru - [leHTp KOMIIETEHIIUH O BOIPOCAM JIOKYMEHTAI[HOHHOTO 00eCTICUeHHSI
YIIPaBJICHUS] U apXUBHOTO Jielia

https://biblio-online.ru - DnekTponHoe U3maTeNBLCTBO FOpaiT

https://www.book.ru/ - He3aBucumast 3n1eKTpoOHHO-OMOIMOTEUHAsI CHCTEMA

http://miit.ru — PYT (MUAUT)

http://ui-miit.ru/ - 1OU PYT (MUUT)

9. HIEPEYEHb MTH®OPMALIMOHHBIX TEXHOJIOT Wi, TPOTPAMMHOT O
OBECHEYEHUS U THOOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM,
MCHOJIL3YEMBIX TPU OCYIIECTBJEHUU OBPA30BATEJBLHOI'O MMPOLIECCA
MO JUCHUILIMHE (MOLYJIIO)

Microsoft Windows,
Microsoft Office,
WuTepuer-6paysep,




CIIC «Koncynprant [1mtocy,
DnekTpoHHas nH(popManmoHHo-o0pa3oBatenbHas cpena PYT (MUUNT), noctynHas U3 TMYHOTO
KaOuHeTa 00yJaroIIerocs Wiy MpemnoiaBaTes Ha caiite http://www.miit.ru/.

10. ONUCAHUE MATEPHUAJIBHO TEXHUYECKOW BA3BI, HEOBXOIUMOM 1151
OCYIIECTBJEHMS OBPA3OBATEJILHOT'O MPOIIECCA IO JUCHUATIJIVHE
(MOJZIYJIIO)

Y4eOHble ayAUTOPUH [T IPOBEACHUS 3aHATUHN JIGKLIMOHHOTO TUIIA, OCHAIIEHHBIE HA0OpaMu
JEMOHCTPALIMOHHOTO 000PYOBaHHS.

Y4eOHble ayAUTOPUH [T IPOBEACHUS 3aHATUH CEMUHAPCKOTO TUIIA, TPYIIIOBBIX U
WHIUBUIYAJIbHBIX KOHCYJIBTALMM, TEKYLIErO0 KOHTPOJIA U MPOMEKYTOYHOU aTTECTALlUH.
[Tomerienue U1t CaMOCTOATENBHOM paboThI, OCHAIIEHHBIE KOMITBIOTEPHOI TEXHUKOI ¢
BO3MOJKHOCTBIO MOKIII0UEHUS K ceTH "MHTepHeT" n 00ecnieueHreM J0CTyIa B JJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BATENIBHYIO CPEly OpraHU3alllu.

11. METOJAUYECKHUE YKA3AHUS JIVISI OBYUAIOIUXCSI 10 OCBOEHUIO
JUCLUILIMHBIL (MOLYJIS)

CamocrosTenbHas padoTa criocoOCTBYET CHCTEMATH3AIMH, PACIIUPEHUIO U 3aKPEIUICHUIO
3HAHUU N0 JUCLMIUIMHE, IPUMEHEHUIO OJTY4YECHHbBIX 3HAHUM ITPU PEIICHUN KOHKPETHBIX 3a/1ad, a
TaK)Ke Pa3BUTHIO YMEHUIN U HABBIKOB MHAMBHUAYaJIbHON MPAKTUUECKOH 1€ATEIbHOCTH.
CamocrosrenbHas padoTa, JOHKHA OTpaXaTb COBPEMEHHBIE JOCTHKEHHSI HAyYHOH TEOpUH U
OCHOBATEJIbHOE 3HAKOMCTBO C COOTBETCTBYIOIIEH MTPAKTUKOM, CBUJIETEILCTBOBATh 00 YMEHUU
3aHUMATbhCS UCCIIEI0BAaHUEM TEOPETUUECKUX U MPAKTUYECKUX MpobiieM, GopMyaupoBaTh U
apryMeHTHPOBAaTh MOJIOKEHHUS, JeJIaTh TEOPETUUECKHE BbIBOJIbI U 00OCHOBBIBATh IPAKTHUECKUE
PEKOMEH/IallUH 110 UCIIOJIb30BAHUIO MAaTEPHAJIOB CAMOCTOATEIBHOM padoThI.

CamocrosTenpHas paboTa MpuU3BaHa JaTh CTYJACHTaM, Oy IyIIHM CHEIHAINCTaM B 00JIacTh
JIOKYMEHTOBE/ICHUS U apXUBOBEICHMSI, KOMIIJIEKC COBPEMEHHBIX 3HAHUM, YMEHUH U HAaBBIKOB,
HEOOXOIUMBIX IS TPOGECCUOHATFHON AEATEIIHOCTH.

[TocpeacTBoM caMOCTOSTENEHON PaOOThI JOIKHO IPOUCXOIUTh (POPMUPOBAHUE Y CTYACHTOB
IIPABOBBIX HAaBBIKOB OPraHU3AIMK PabOThI C ApXUBHBIMU JJOKYMEHTaMHU.



