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PABOYASA ITPOTPAMMA TPOPECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 APXUBHOE JAEJIO B CYAE»
10 CIeNHATBLHOCTH

40.02.03 IIpaBo u cynedHOe aIMMHUCTPUPOBAHHE

0a30BbIil ypOBEHB MOATOTOBKH,
dbopMma o0yueHuss —0YHO- 3a0UHAas

Ilepmb, 2022 .



PACCMOTPEHO

Ha 3acenanuu [lenaroruyeckoro coBera
npoTOKOJI OT «21» utomnst 2022 1. Ne 4

[Iporpamma mpodeccroHamTbHOTO MOAYJS pa3paboTaHa Ha OCHOBE TpeOOBaHMIT (emaepaabHOTO
roCyJJapCTBEHHOTO 00pa3oBaTenbHOro cranaapra mno crenuansHoctd 40.02.03 IIpaBo u cynebnoe
agMUHUCTpUpoBaHue (0a3oBasi TMOATOTOBKA), yTBEpKIeHHOro IIpukazom MununctepcTBa
obpazoBanuss u Hayku PD ot 12 mas 2014 r. N 513, u sBusercs 4acTbio 0Opa30BATEILHOM
MPOrpaMMBbl CpeTHEro MPo(hecCHOHATEHOTO 00Pa30BaHUs - MPOTPaMMbl MMOATOTOBKH CHEIIMATUCTOB
cpeanero 3BeHa AHIIOO «CLK mpu 3YUIII» no cneunansuoctu 40.02.03 IlpaBo u cyaeGHoe
aJMUHHCTPUPOBAHUE.

Pazpabotunk: AHITIOO CIIO «CHK mpu 3YUDIID»



COAEPKAHHUE:

OBII[AS XAPAKTEPUCTUKA PABOUYEN
ITPOI'PAMMUEBI ITPOOECCHUOHAJIBHOI'O MOAVYJIA

CTPYKTYPA N COHEPXAHUE
[TPOPECCHUOHAJIBHOI'O MOAVYJIA

YCJIIOBUA PEAJIM3ALINU
[TPOPECCHUOHAJIBHOI'O MOAVYJIA
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KOHTPOJIb 1 OLHEHKA PE3VYJIbTATOB
OCBOEHHMA ITPOPECCHUOHAJIBHOI'O MOAVYJIA
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1. OBIIAA XAPAKTEPUCTHUKA PABOYEM ITPOI'PAMMUEBI
[TPOOECCHNOHAJIBHOI'O MOAVJIA IIM.02 APXUBHOE JEJIO B CY/E

1.1. O6sa1acTh NpuMeHeHus1 padbo4yeil NPOrpaMmabI:

[Iporpamma mnpodeccnoHaIbHOrO MOAYNA (alee -  MporpamMma) 4YacTblo 00pa3oBaTeIbHOM
IpPOrpaMMBbl CpeHero MpoecCUOHaIbHOTO0 00pa30BaHUS - MIPOrPaMMbl MOJATOTOBKU CIEIUATNCTOB
cpeanero 3seHa AHIIOO «CHK mpu 3YUDII» no cnenumansHocty 40.02.03 IlpaBo u cynebnoe
aaMUHUCTpUpOoBaHue (0a30Bas MOATOTOBKA) B YaCTH OCBOEHHUS OCHOBHOTO BHJIa MPOheCcCHOHATBHOU
nesrenbHocTH (BITZI) 11 cooTBeTcTBYIOMUKX NpodeccnonanbHbix koMmmneTenui (I1K).

[Tporpamma npodeccronansroro moayns «I[IM.02 ApxuBHoe 1emo B cyae» pazpaboTaHa Jjisi OYHO-
3a04HOM (OpMBI O0YUYCHHMSI, UCKIIOUUTEIBHO C MPUMEHEHUEM JHUCTAaHIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI M 3JIeKTpOHHOTO 00ydeHus (naiee mo tekcty - JJOT u D0), obecnieunBaeT BO3MOKHOCTD
oOy4YeHHMs] MHBAJIMIOB M JHUI[ C OTPaHUYCHHBIMH BO3MOXKHOCTAMH 370poBbsi. JOT u 20
IpelycCMaTpuBaeT BO3MOKHOCTD Nepeiayl HHPOpPMAIMH B TIOCTYIHBIX AJIs HUX (hopMax.
[Iporpamma npodeccuonanbuoro monyns «I[IM.02 ApxuBHOe Aen0 B cyne» SBISETCS YacThIO
npodeCCHOHAIBHOTO Yy4eOHOro mukiaa pasaena mno crnenuanbHoctd 40.02.03 IlpaBo m cyneOGHOe
aJIMUHUCTpUpoBaHue (0a30Bast MOATOTOBKA).

1.2. Heab 1 ni1aHupyembie pe3yJibTaThl 0CBOEHHSI NPOGeCCHOHATBHOI0 MOTYJIS:
[Iporpamma mnpodeccuonanbHoro moxynst «IIM.02 ApxuBHOe Aeno0 B cyde» oOecreduBaeT
dbopmupoBanue y odydaronuxcs npodeccrnonanbubix (1K) kommnerenuii:

Kona HauMeHoBaHue pe3yjbTaTa 00yueHMsl
IIK 1.4 ObecneunBaTh pabOTy apxuBa cyaa

B pesynbrare nzydenus npodecCHoHATEHOTO MOAYIS O0YUYaIONTHIICS TOJDKEH:

umemsv NPAKmMuYeCKuil Onvim:

10 OpraHu3alnu paboThHl C TOKYMEHTAMU;

10 KOMILJIEKTOBAHUIO CYJIEOHBIX JIENT U HapsAI0B JJIsl HOCTOSIHHOTO XpaHEHUS;

[0 OpraHu3allK XPaHEHUs! apXUBHBIX JOKYMEHTOB;

ymemp:

MOATOTABIIUBATE Cy/IcOHbIE J1ea (HapsiAbl) U MaTEpUabl A CAAYU B apXUB;
OCYIIECTBIISITh TOMHOE oOQopMmieHHe Aen (TOAIIMBKY WM TEperuieT Jela, HW3bsATHE W3 Jela
METAJIIMYECKUX CKPEMOK U CKOOOK, HyMEpALUIO JIMCTOB U 3all0JIHEHUE JINCTa-3aBEPUTETIS);
COCTABJISITh BHYTPEHHIOIO OMUCH JOKYMEHTOB;

BHOCHUTbH HEOOXO/IMMbIE YTOUHEHUS B PEKBU3UTHI 0OJIOKKH J1ea;

oopMIIATH pe3yNbTaThl CAAYM JET Ha apXUBHOE XPaHEHUE;

coOJTI0/1aTh OXPaHHBIN PEKUM IMTOMEIIEHUN XPAHHIIUIIL;

BBITIOJIHATH TOPSAJIOK UCIIOJIB30BaHUS IOKYMEHTOB apX1Ba Cy/a;

OpPraHHU30BaTh MOPAIOK 0TOOpa TOKYMEHTOB U OPOPMIICHHUS UX Ha YHUUTOKEHUE;

3Hamp:

MOpsAIOK OTOOpa Ha XpaHEHHE B apXUB CYJIOB JOKYMEHTOB, HMX KOMIUIEKTOBaHMS, ydeTa u
HCITIOJIb30BaHNS;

MepeveHb JOKYMEHTOB CYOB C YKa3aHUEM CPOKOB XpaHEHHS;

HOPMAaTHUBHBIE YCIOBUS XPAHEHUS apXUBHBIX JOKYMEHTOB;

MOJIOKEHUSA O TOCTOSIHHO JEUCTBYIOLIEH SKCIIEPTHOW KOMUCCHH Cy/Ia.



2. CTPYKTYPA U COAEPKAHUE TPOPECCHUOHAJIBHOI'O MOAYJIA

2.1. OObeM npodecCHOHAIBLHOTO MOAYJISI M BHABI Y4eOHOI padoThI:
Konpr HaumenoBanus paznenoB | Bcero wacos O0beM BpeMeHH, OTBEJICHHBIN Ha OCBOCHHE IIpaxTuka
npodeccruoHaIbHBIX npodeccnoHaTEHOTO MEKIUCIUTIITIMHAPHOTO Kypca
KOMIIETEHIUH MOy O0s13aTenbHas ayuTopHas yueOHast CamocrosiTenbHas VYueOHas IIpousBoacTBeHHas
Harpy3ka o0y4arouerocs pabora oOyuaromierocs
B T.4.
Bcero, yacos nabopaTopH B T.4., B T.4.,
(B T.4. mp.11.) | BI€ paboThI M KypcoBas Bcero, | KYpcosas
IMPaKTUYECKHU € pa60Ta 4acOB pa60Ta
3aHsATHA, 4aCOB (HpOGKT), (HpOGKT),
qacoB qacoB
[IK 1.4 MJIK.02.01 96 34 14 - 62 - - 0
ApXHBHOE JIEJIO B Cyli€
[IK 1.4 MJIK.02.02 96 34 14 - 62 - - 0
Opranm3anus padoThl
apxuBa B CyJIe
IIK 1.4 [IpousBoacTBeHHAS 72 72 72 - 0 - - 72
MpaKTUKa
DKzamen no Mooy 0 0 0 - 0 - - 0
«Apxusnoe deno 6
cyoe»
Bcero uacog: 264 140 100 132 - - 72




2.2. Conep:xanune o0y4yeHusi no npogeccnonanbHomy moay.ar «IIM.02 ApxuBHoe 1eJ10 B cyae»

HaumeHoBaHuUe pa3genos Copep:xxanue y4e0HOro MaTepraJa, 1a00paTopHbie pPadoThI H NPAKTHYECKHUE 3aHATHS, O0Bem
NnpodeccHoOHATBLHOI0 MOAYJIS caMocTosITeIbHasl padoTa 00y4aloImuxcs, KypcoBasi padoTa (IIPoeKT) 4acoB
(ITM), MeKAMCHUMTIMHAPHBIX

kypcoB (MJK) u Tem
MAK.02.01 APpXHBHOE J1€J10 B Cy/ie
Tema 1. OcHoBHbIe OHATHA | CoxepxxaHue y4eOHOT0 MaTepHaJia 6
U TepMUHBI apxuBoBenenusi. | 1. [lonstue apxuBa oprannzanuu. Bunel apxusoB. OcHOBHBIC 3a1a4u U pyHKIMK apxuBa. [IpaBa apxusa.
OTBETCTBEHHOCTh apXUB 3a HApYyILIEHHE 3aKOHOAATENBCTBA B 00J1aCTH apXUBHOTO feia B PO.
MexnyHapoIHOE COTPYIHUYECTBO.
2. Uzyuenne I'ocynapcteennoro craggapta 'OCT P 7.0.8.-2013 Jlenonpon3BOACTBO ¥ apXUBHOE €10 - TEePMUHBI U
ONPEIECICHHUSL.
IpakTnueckue 3ansaTus Padora c I'oct P 51141-98 (paznen 2) Jlenonpon3BoACTBO U apXyUBHOE fieno TepMuHbI 1
ONpeAETICHMUSL.
CamocTrosiTensHast padoTta
Tema 2. HopmaTusHo- Coaeprxanue y4eOHOro MaTepuaJia 8
NPaBOBbIE¢ OCHOBBI 1. 3akoHOAATENBCTBO 00 apxXUBHOM Jeine. DenepanbHblid 3aK0H
apXMBHOIO J1eJia. No125-@3 o1 22.10.2004 . «O6 apxuBHOM 1ene B Poccuiickoit @enepanumy». YpaBieHUE apXUBHBIM 1eiioM B PD.
[Monmnomounst P®, cyobekToB PO, MyHHIIMTIATBHBIX 00pa30BaHUil B 00JIaCTH apXMBHOI'O JIeja.
2. N3yuenne ®enepansHoro 3akoHa Ne125-D3 ot 22.10.2004 r. «O6 apxuBHOM nene B Poccutickoii @enepannny (riaasa
1,7,8)
IMpakTuyeckue 3ansiTua Ananuz Oexaepanpaoro 3akona Nel25-03 ot 22.10.2004 1. «O6 apxuBHOM Aene B Poccuiickoit
®denepanun» (rnasa 1,7,8)
IpakTHyeckue 3ansiTHA DKCIIEPTU3a LIEHHOCTH JOKyMeHTOB. [lopsnok nposenerus S u opopmienne pe3yabTaToB
CamocTrosiTenpHast paboTta
Tema 3. JxkcnepTnza Coaeprxanue y4eO0HOr0 MaTepuaJia 8

HEHHOCTU TOKYMEHTOB.

1.HOpMaTI/IBHO—MeTOI{I/IquKI/Ie OCHOBBI 9KCIICPTU3bI HECHHOCTU JOKYMCHTOB.
2. OpI‘aHI/I?)aLII/I}I MMPOBCACHUA SKCIICPTU3BI HCHHOCTH JOKYMCHTOB.

HOp}I,I[OK MPOBCACHUA SKCIICPTU3BI HECHHOCTH JOKYMCHTOB.
O(i)OpMJ'ICHI/Ie PE3YJIbTATOB SKCIICPTU3bI HECHHOCTHU JOKYMCHTOB.

HpaRanecmle 3aAaHATHUA CO3I[3HI/IC u O(l)OpMJ'IeHI/Ie IpuKasa 0 CO3aaHnn 3KCH€pTHOI>’I KOMHCCHH I10 3KCIICPTU3C LICHHOCTHU
AOKYMCHTOB.

HpaKanecmle 3ansaTus CocTaBlicHUC AITOpUTMA NPOBCACHHNA SKCIICPTU3LI HICHHOCTHU JOKYMCHTOB B CYJC.

CaMocTosTeIbHas pa60Ta




HaumeHnoBanme pa3aejioB

ConepxaHue y4eGHOr0 MaTepuaJia, J1adopaTopHble PadoThl U MPAKTHYECKHE 3aHATHS,

Oo0BeM

npoecCHOHATBLHOTO MO ISl CaMOCTOsITeJIbHAsI Pa00oTa 00y4aloLINXCsl, KypcoBasi paGoTa (IIPOeKT) 4acoB
(IIM), MexAMCUMIIMHAPHBIX
kypcoB (MJK) u Tem
Tema 4. KommiekroBanue Conep:xanue yueOHOT0 MaTepHaJa 10
apxmuBa cyja. 1. KomnnexroBanue apxusa cya. McTouHNKYM KoMIIEKTOBaHUA apxuBa. CocTaB JOKYMEHTOB, IOAJIEKAILUX Iepeiade B
apXWUB.
2. Homenkunatypa aen. [lopsaok ¢opmupoBanus nen B opranuzanun. TpeboBanus K 0oOpMIICHHIO A€, IPUHIMAEMBIX B
apxuB. CocraBieHue u 0opopMIICHUE ONTUCEH JIe.
3. IloaroroBka fein K caaye B apxuB. CocTaBlieHUE HOMEHKIATYPBI JII.
IpakTuyeckue 3ansitusa CocTaBIeHNE HOMEHKIIATYPHI A€ CTPYKTYPHOTO NOApa3AeiIeHUs CyAa.
IpakTuyeckue 3ansiTua CocTaBICHUE CBOIHOW HOMEHKIIATYPHI eIl
MpakTuyeckue 3ansaTus GopMupoBaHue e B Cyae.
[pakrnyeckue 3ansitusa CocTaBIeHUE ONUCEN JIEIL.
IpakTuyeckue 3ansitusa [loaroToska nen s coauu B apxuB.
CamocrosiTensHast paboTta
Tema 5. Oprannzanus Coaeprxanue y4eO0HOT0 MaTepuaJia 10
JOKYMEHTOB B apXuBe. 1. JlokyMeHTaIbHBIN U apXUBHBIN (oHA opranuzanuu. OnpeneneHne GOHAOBON NPUHAIICKHOCTH apPXUBHBIX JOKYMEHTOB
u 00pa3zoBaHue apxXUBHOTO (poHA.
XpoHOIOTHYECKHE TPaHULIbl apXUBHOTO (poHIA.
2. Opranuzanysi JOKYMEHTOB B TIpe/ieiax apXuBHOTo (oHna
(9KcKypeus B apXuBHBIH QOHT cyza)
I[pakTnyeckue 3ansiTUA AHaIU3 JOKYMEHTAIBHOIO U apXUBHOTO (OHA.
IpakTuyeckne 3ausitusi CoCTaBICHUE OTYETA IO SKCKYPCHUH apXUBHOTO (hOHIA Ccya.
CamocrosTenpHas pabota
Tema 6 Yuer nokymenToB B | Conep:kaHue y4eOHOT0 MaTepHaJia 10
apxuBe. 1. O6mue TpedoBaHus K yueTy 1oKyMeHToB. Enununel yuera. Cucrema yueTHbIX JOKYMEHTOB apxuBa. Ilopsiok BeneHus
OCHOBHBIX Y4ETHBIX JOKYMEHTOB.
2. Yder pen U JOKyMEHTOB, HaXOJSIIMXCS Ha JETIO3UTapHOM XpaHeHuH. BeageHue yueTHbIx 0a3 JaHHBIX.
[pakTnyeckue 3ansitua COCTaBICHUE U BEICHUE YUCTHBIX JJOKYMEHTOB.
CamocrosTenpHas pabota
Tema 7. Jloctyn k apxuBHbIM | Coep:kaHue y4eOHOT0 MaTepHaJia 10

JOKYMEHTaAM M HUX
HCIIOJIB30BAaHHUE.

Hoctyn k apxuBHBIM JoKyMeHTaM. OrpaHU4eHre Ha JOCTYT K apXUBHBIM JOKyMeHTaM. VIcTIoIp30BaHIe apXUBHBIX
JIOKYMEHTOB.

IIpakTHYecKne 3aHATHA AHAITN3 apXUBOB 0 YPOBHIO JOCTYNA K JOKYMEHTAM.




HaumeHnoBanme pa3aejioB

ConepxaHue y4eGHOr0 MaTepuaJia, J1adopaTopHble PadoThl U MPAKTHYECKHE 3aHATHS,

Oo0BeM

npodeccuoHATBLHOr0 MOYJIS caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT) 4acoB
(IIM), MexAMCUMIIMHAPHBIX
kypcoB (MJK) u Tem
CamocrosiTensHast paboTta
Tema 8. Hayuno- Coaeprxanue y4eO0HOr0 MaTepuaJia 8
CIIPaBOYHBII anmapar K 1. Cuctema Hay4HO-CTIpaBO4HOTO anmapara. Onucu Aen, J0KyMeHToB. Karanoru u Be1oMCTBEHHBIE KAPTOTEKH.
AOKyMEHTaM apxuBa. VYxazatenu. O630ps1. McTopuueckas crpaBka.
2. ABTOMaTH3MpPOBaHHBIN HAyYHO-CIIPAaBOYHBIN amlmapar apXusa.
IpakTuyeckue 3ansitusa CocTaBICHNE apPXUBHBIX OMUCEH, KaTaJOrOB, apXUBHBIX HCTOPUUECKUX CIIPABOK.
CamocrosiTensHast paboTta
Tema 9. Ucnosib3oBanue Coaeprxanue y4eO0HOro MaTepuaJia 8
JOKYMEHTOB apXuBa. 1. IlonsiTHE MCTIONB30BaHUS TOKYMEHTOB apxuBa. VIcoiHeHHE 3a1pOCOB rpak/laH U OpraHu3aluil COIUaIbHO-IIPAaBOBOTO
XapakxTepa.
2. PaboTa untansHOrO 32512 apxuBa. Begaua gen Bo BpeMeHHOE Nonb3oBaHue Mcrnons30BaHne JOKYMEHTOB apXuBa Mpu
MOJATrOTOBKE HH)OPMAIIMOHHBIX MEPONPUSTHH, B CPEACTBAX MaccOBON MHGQOpMAIMK U My OJIMKAIHOHHOHN JesTEeIbHOCTH.
VYdeT ucnoap30BaHus Al U JOKYMEHTOB apXHBa.
IpakTuyeckue 3ansiTusa BrlmonHeHne 0TBETOB Ha 3aIPOCHI IPaXKJaH B CYE.
IpakTuyeckue 3ansiTua CocTaBICHUE YUETHBIX JOKYMEHTOB apXUBa.
CamocrosiTensHas paboTta
Tema 10. Xpanenue u y4er Conep:xanue yueOHOT0 MaTepHaJa 8
APXMBHBIX TOKYMEHTOB. 1 O6s13aHHOCTH OpraHOB MO 00ECIEYEHNIO0 COXPAHHOCTH apXUBHBIX IOKYMEHTOB. XpaHEHHE TOKYMEHTOB B APXHUBHOM
®onje PO. ['ocynapcTBeHHbINH yUeT J0KyMEHTOB B ApxuBHoM Donye PO.
2. Mzyuenne OenepanpHoro 3akoHa Nel25-D3 ot 22.10.2004 1. «O6 apxuBHOM neje B Poccuiickoit enepanmmy (TaBa
4)
I[pakTnyeckue 3ansiTUA AITOPUTM XPAHEHUS JOKYMEHTOB B CYJIE.
CamocrosTenpHas pabora
Tema 11. Ynpasienue Conep:xanue yueOHOT0 MaTepHuaJa 10

apXUBHBIM /1€JI0M B
Poccuiickoii ®enepanum.

1. Co3nanue apxuBa opranus3anu. [ itannpoBanue paboThI U OTYETHOCTb apXuBa. KOHTPOIb 32 COCTOSTHUEM XpaHEHUS
JIOKYMEHTOB W MX OpTaHU3aIMed B IEIONPOU3BOJICTBE CTPYKTYPHBIX MOPA3ICIICHUH.

2. U3yuenune denepanpHoro 3akoHa Nel125-03 ot 22.10.2004 r. «O06 apxusHoM aeiie B Poccuiickoit ®enepanmm» (ri1aBa
3)

3. UroroBoe 3anstue: TPK Nel (tectupoanue mo MJIK 02.01)

IpakTuyeckue 3ausiTua CocTaBicHUE MIaHA paOOTHI apXUBa

IIpakTHYyecKue 3aHATHA AHAITN3 JIOKYMEHTAJIBHOTO U apXUBHOTO (POHIA Cy/a




HaunMeHoBaHue pa3iesioB Coaep:xkanue y4edOHOro MaTepuaa, JJabopaTopHble padoThl M MPaAKTHYECKHE 3aHATHS, Oo0BeM
npodeccuoHATBLHOr0 MOYJIS caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT) 4acoB
(IIM), MexAMCUMIIMHAPHBIX

kypcoB (MJK) u Tem

HpaRanecmle 3aAaHATHUA HOpHZ[OK nmpueMa-rnepeaauu JOKYMCHTOB IIPU peopraHu3aliui OpraHu3anunu.
CamMocTosTenbpHas pa60Ta

Bcero: 96

CamocTosiTeibHAs padoTa npu usydennu pasaenal IIM.02

Amnamus ['ocygapctBensnoro crangapra I'OCT P 7.0.8.-2013 " lenonpou3BoJACTBO U apXUBHOE A€T0 TepMUHBI U ONpeaeneHus".
AHanu3 MpoBeIeHNUs SKCIIEPTHU3HI IIEHHOCTH TOKYMEHTOB B Cy/IE.

AHanu3 UCIONIb30BaHUs IOCTyIA K IOKyMEHTaM B apXHBe Cy/ia.

AHanu3 cocTaBa JOKYMEHTOB, MOIEKAIIUX CIaue B apXUB.

Ananu3 TpeOoBaHui K 0()OPMIICHHUIO JC)T, IPUHUMAEMbIX B apXHUB.

AHanu3 HOMEHKJIATYPHI JeNl CTPYKTYPHOTO TTOIPa3AeICHUS B Cy/IE.

AHanmm3 HOMEHKIIATYPhl CBOJTHOH HOMEHKJIATYPHI JT B CY/IE.

Amnanuz GopMHpPOBaHU €T B CyIe.

Amnanu3z oopmiieHus oen B cyze.

CpaBHUTENBHBIN aHAIN3 JOKYMEHTAJIBHOTO U apXUBHOTO ()OHAA OpraHu3aury. AHaIU3 TpeOOBaHUH K yUeTy TOKYMEHTOB B Cy/IE.
CocTaBreHue OMUCH Je.

CocraBieHue HCTOPUIECKON CIIPAaBKU B apXUBE.

AHanu3 XpaHeHus! JOKYMEHTOB B apXUBHOM (OHIE.

Amnanu3 niaHa paboTsl apXHBa.

AHau3 OTYETHOCTH B apXHUBE.

AHanm3 BCrob30BaHUE JJOKYMEHTOB apXHBa.

AHanu3 KOHTPOJIS 32 XpaHEHWEM JJOKYMEHTOB B CTPYKTYPHOM TOZpa3/ieJICHUU apXuBa.

AHann3 KOHTPOJIS 32 XPaHEHUEM JIOKyMEHTOB B apXHBE.

Amnanu3 ®@enepansHoro 3akoHa Nel25-®3 ot 22.10.2004 r. «O6 apxuBHOM jene B Poccuiickoit deneparumy.
AHanmu3 HOPMaTHBHO-TIPABOBBIX AKTOB MO aPXHBHOMY JIENTY.

Ananu3 QyHKIMI 1 32129 OpraHOB YITPABJICHIS ApXUBHBIM JIETIOM B cyObekTax PD.




HaunMeHoBaHue pa3iesioB
npodeccuoHATBLHOr0 MOYJIS
(IIM), MexAMCUMIIMHAPHBIX

kypcoB (MJK) u Tem

Coaep:xaHue y4eOHOro MaTepuaJa, JadbopaTopHble PaGoThl U MPAKTHYECKHE 3aHATHS,
caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT)

O0BeM yacoB

MJIK.02.02

Opranuzanusi padoThl apXUBa B Cyjie

Tema 1. KommiekroBanue
apxuBa.

Conep:xkanue y4ueOHOro MaTepuasia

1.IToHsiTMe opraHu3aivu 10KyMeHTOB. Kputepuu opranu3ainuu

TOKyMeHTOB B Poccwmiickoit @enepanmn. @ormoodpazoBanue. Kinaccubukamms, cncreMaTu3amnus TOKyMEHTOB.

2. Tlondatue u conep>kaHue KOMIUICKTOBAHUS apXuBa. VICTOYHUKY KOMILIEKTOBaHUS Opranu3aius KOMIUICKTOBaHUS.
IToxroroBka aena k nepenade B apxuB. TpeboBaHus k apxuBHOMY neiny. [lepenaya gena B apXuB.

IpakTnyeckue 3ansiTusi AHanu3 opopMIICHHS Aejia, TOATOTOBICHHOTO K apXHUBHOMY XpaHeHHI0. DopmupoBaHue
JleJla B COOTBETCTBUY C HOMEHKJIATYPOH JIENI M CHCTEMaTH3aIliel JOKYMEHTOB BHYTPH Jieja.

CamocrosTenpHas padorta

Tema 2. DjieKTPOHHBIE
JOKYMEHTBI. 3anoJHeHne
3JIEKTPOHHOM 0a3bl.

Conep:xxkanue ydyeOHOr0 MaTepuaJia

1.OyHKIMH 3KCTIEPTHON KOMHUCCHH.

2. KpuTepun 3kcnepTU3bI IEHHOCTH IOKYMEHTOB: TIPOUCXOXICHUS, COACPKAHUS, BHEITHUX OCOOCHHOCTEH
nokymeHTa. [ToHsITHE SKCTIePTU3bI IEHHOCTH JTIOKYMEHTOB 110 niepeyHsM. COBpeMEHHBIC CUCTEMBI IepeuHei
JokymeHToB. Ctpykrypa nepedns. CiocoObl TPYNITMPOBKY YIPEKISHUHM B CXeMe TIepedHsL.

HpaKTI/I'-IeCKI/Ie 3aHaTHA COCTaBICHUE OIUCH AL IIOCTOSHHOTO B BPECMCHHOT' O (CBBIH_IC 10 J'ICT) XpaHCHHUA U OCJT TIO
JIMYHOMY COCTaBYy.

HpaKaneCKne 3aHaTusa CocTaBICHHUE JIUCTA OIUCH QJICKTPOHHBIX JOKYMCHTOB ITOCTOAHHOT'O XpAaHCHHA.

IpakTnyeckue 3ansiTusA 3a0JTHEHNE KHATH yYeTa MOCTYIUICHUH U BBIOBITHS JOKYMEHTOB. OdopMmIleHHE THCTA
¢doHga 1 kKapTouku QoHa.

IpakTnyeckue 3ansiTus 3aI0JTHEHNE JaHHBIX B SJIEKTPOHHOI 0a3e apxuBa.

CaMocTosTeIbHas pa60Ta

Tema 3. HayuHo -
CIIPABOYHBIN anmapar

(HCA) x 1okyMeHTaM
apxuBHOro ¢onaa.

Conep:xanue yueOHOro MaTepuaJia

1.Cucrema HCA k apxuBHBIM noKyMeHTaM. [loHsITHE apXHBHOTO cripaBOYHHKA. CTPYKTYpa apXUBHBIX
cripaBoYHHKOB. OnucH e u JoKyMeHTOB. [IpaBuia coctaBieHus U 0GOpMIICHHS.

2. Karanoru v BeOMCTBEHHbBIE KaPTOTEKH. BUIBI apXMBHBIX KaTaJIOTOB.

3. Ykazarenu. [loHsaTre apxuBHOTO yKa3zarens. OCHOBHbBIE BUIBI yKa3areiei. O030phl apXUBHBIX IOKYMEHTOB.
[Tonsitue. Cuctema mocTpoeHust 0030pa.

IpakTnyeckne 3ansitusi Co3gaHue kaproTeku (HoHAa.

HpaKTH'—IeCKI/Ie 3aHATHA 3aII0THCHUC JINCTA-3aBCPUTCIIA ACa. CocraBncHue apXHBHOﬁ I/ICTOI)I/I‘-ICCKOﬁ CIIpaBKH.

CaMocTosTeIbHas pa60Ta




HaunMeHoBaHue pa3iesioB
npodeccuoHATBLHOr0 MOYJIS
(IIM), MexAMCUMIIMHAPHBIX

kypcoB (MJK) u Tem

Coaep:xaHue y4eOHOro MaTepuaJa, JadbopaTopHble PaGoThl U MPAKTHYECKHE 3aHATHS,
caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT)

O0BeM yacoB

Tema 4. Ucnoab30Banue
JIOKYMEHTOB apXuBa.

Orpannyenue gocryna K
apXMBHBIM JOKYMEHTAaM.

Conep:xkanue y4yeOHOro MaTepuasia

1. IlonsATHE HCTIONB30BaHUS TOKYMEHTOB apxuBa. HampaBieHus nCnoib30BaHus apXUBHBIX JOKYMEHTOB. Llemn
WCTIOJIb30BaHMs apXHUBHEIX JOKYMEHTOB,

2. WcnomaeHme 3anpocoB rpakKaH U OPraHn3aluil COIUAIEHO- IPABOBOTO XapaKTepa. ApXUBHAs CIIpaBKa.
ApxuBHas Konvsl. ApXUBHAs BBIITHCKA.

3. @opMBI MaccoBOTO HCITOIB30BAHUS APXUBHBIX JOKyMEHTOB. [loHsATHE, conepkanue popM MacCcoOBOTO
HCIIOJIb30BaHUA apXHUBHBIX JOKYMCHTOB.

4. IpaBo rpaxkaaH Ha 0CTYI K nHbopMmaiuu. [lepcoHanbHbIe JaHHBIC O JIUYHON U CEMEHHON TalHe.
OTBETCTBEHHOCTH 3a pa3rialieHue KoHpuIeHIMaTpHON apXxuBHON nHpopMarmu. KomMmepueckas TaiiHa.

IMpakTnyeckue 3ansiTus 3ar0JTHEHNE KAPTOUYKH MOJIB30BATENS U KYpHAIa PErUCTPALlMH BBIJAHHBIX KOIHH,
BBIMIUCOK, CIPAaBOK, TECMAaTUYECKUX MaTePUAaJIOB.
3anonHEeHHE KypHaJIa PETUCTPAIIMH ITOCEIIEHUH MOIb30BaTEISIMA YUTAIHHOTO 3aJa.

IpakTnyeckue 3ansaTus Pa3paboTka cXembl MOMCKA JJOKYMEHTHOH HHPOPMAIUH B JICJIONPOU3BOCTBE 1 apXHBE
yupexaenus. Kefic-ctanuu mo reme « OTBETCTBEHHOCTH 3a pasriianieHne KOHGUICHITHATBHON apXUBHON
UHPOPMALIUH.

CaMocTosTeIbHas pa60Ta
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Tema 5. Ilopsinox nepexaun
JOKYMEHTOB apXuBa Ha
MOCTOSIHHOE XpPAHEeHHe.
Opranusanus padoTsl
apxuBa.

Conep:xanue yueOHOro MaTepuaJia

1. [IpenenbHbIe CPOKK BPEMEHHOTO XPaHEHUS apXUBHBIX JOKYMEHTOB B OpraHu3anusx. JlocpouyHas mepemava
JIOKYMEHTOB. Y HIUITOKEHHE JIOKYMEHTOB C HE HCTEKITUMH CPOKAMH XPaHEHUSI.

2. Co3ganue apxuBa opranu3aiuu. | itanupoBanue padbOTH U

OTYETHOCTh apxuBa. KOHTPOIIb 32 COCTOSIHUEM XPaHEHHUS IOKYMEHTOB M UX OpPTraHH3alliel B JIeJIONPOU3BOICTBE
CTPYKTYPHBIX ITOJIpa3/elICHHH.

3. [Ipuem u mepenaya JOKYMEHTOB ITPU cMeHe pykoBoautens. [lopsaok nmpuemanepenayu JOKyMEHTa PU
peopraHu3aiuu.

HpaKTI/I'-IeCKI/Ie 3austusa Co3nanue IpurKasa O BbIACIICHUN JOKYMCHTOB U [1€JI K YHUYTOKCHHIO. VHu4TOXKCHUE
JOKYMCHTOB.

CamocrosTenpHas padorta

Tema 6. OcHOBELI
obecrieyeHHs COXPAHHOCTH
JOKYMEHTOB apXuBa.

Conep:xkanue y4ueOHOr0 MaTepuaJia

1. BaxxHoCcTh 0OecrieueHnst COXpaHHOCTH JIOKYMEHTOB. McTopusl pa3BUTHS apXUBHOMW cephl B HAIlIeH CTpaHe.
3aKoHOAATENBHBIC aKTHI TI0 MPOOJIeMaM 3alTUThl APXUBHBIX JOKYMEHTOB. OCHOBHBIC HAIIPABJICHHS CUCTEMBI MEp TI0
OpTraHH3aIK XPaHCHHUSL.

[pakTuyeckue 3anaTusa CocTaBlIeHNE aKTa IpUeMa-Iiepe1ady Ipu CMEHE pyKOBOAUTENS apXHUBa. 3all0JIHEHUE
KapTOYKHU y4yeTa pabOThI C OpraHu3aIHen.
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HaunMeHoBaHue pa3iesioB
npodeccuoHATBLHOr0 MOYJIS
(IIM), MexAMCUMIIMHAPHBIX

Coaep:xaHue y4eOHOro MaTepuaJa, JadbopaTopHble PaGoThl U MPAKTHYECKHE 3aHATHS,
caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT)

O0BeM yacoB

kypcoB (MJK) u Tem
CamocrosTenpHas padorta
Tema 7. Bausinue Conep:xkanue y4ueOHOro MaTepuasia 6
MaTepHaAJbLHONH OCHOBBI XapaKkTepuCTHKa JJOKYMEHTOB B CBSI3U C OCOOCHHOCTSIMH UX
AOKYMCHTA U CPCACTB MaTepraIbHON OCHOBHI (TIepraMeH, OyMara TpSIIMHYHONW PYYHOH BBIIEIKH W MAITMHHOTO TIPOM3BOJICTBA, OepecTa,
HHCBEMA HA METOABI €r'o NaJIbMOBBIC JINCTHS, (DOTOIUICHKA, SJIEKTPOHHBIE JIHCKH)
pecTaBpanuu. CpenctBa HaHeceHHs HHPOpMAIMY HA JOKYMEHT.
MeTo1MKa AMarHOCTUPOBAHHS MTOBPEXKACHNUN TOKYMEHTOB M 3TAllOB PECTABPAIIHH.
CamocrosTenpHas padorta
Tema 8. YcTpoiicTBo, Conep:xkanue y4yeOHOro MaTepuasia 6
obopynoBanue u TpeOGoBanus co3AaHNS ONTUMAIBHBIX YCIOBUNA XpaHEHUS
IKCIUIYaTalUsl NOMeIeH i JIOKYMeHTOB. TpeOoBaHuUS K 3JaHHSIM U TOMEIIeHHAM apxuBa. OCHOBHBIE TIpaBuiIa pabOTHl apXHBOB OPraHU3AIINH.
apxuBa. O06ure TpeboBaHMs K TOMELICHUIO apXUBOXPAaHWINIIA. Pa3Melienne JOKyMEHTOB B XpaHUIINIIIE: METAITHUECKIE
crernaxu, ceridbl u mkadsl. [lopsagok yecranoBku cremaxeit. TpeboBanus k anmekTpornposojke. [Inan sBakyanun
JTOKYMEHTOB IIPH YPE3BBIYAHHBIX YCIOBHSIX.
CamocrosTenpHas paborta
Tema 9. Pe:xxumbl xpanenusi | Coaep:kanue ydyeOHOro MaTepuasia 8
JOKYMEHTOB. Coznanve u coOo/IeHe HOPMAaTUBHBIX YCIIOBUH XpaHEeHUsI JOKyMeHTOB. CBETOBOH pexuM. TemmepaTypHo-
BJIaKHOCTHBIH pexxuM. CaHUTapHO-TUTHEHNUYECKUH pexuM. OxpaHHbIH pexxuM. Obecrnieyenre PU3NKOXUMUYECKON
COXPaHHOCTH IOKYMEHTOB.
CamocTosiTenpHas paboTa
Tema 10. Copaepxanne yueOHOr0 MaTepHaJia 6
TonorpadgupoBanue U y4er Cpenctpa xpanenus. Tonorpaguposanue. Tonorpaduyeckrie yka3areiu. Y4eT apXuBHbBIX MaTepraioB. OCHOBHBIC
JMBUKEHUS TOKYMEHTOB. 00BeKTHI yueTa. 3alunTa OT XUIIeHUs JOKYMeHTOB. [IpoBepka HaIW4Ms U COCTOSTHHSI TOKYMEHTOB.
IIpakTHyeckue 3aHATHA 3aMTOTHEHNE KAPTOYKH MO CTEIUIAKHOTO U 10 (POHIO0BOTO TOMOrpauIecKoro yKa3arens.
IIpakTHYecKkue 3aHATHA AHAJIN3 OPraHU3alliU XPaHEHUS TOKYMEHTOB 00pa30BaTEIbHOTO YUPEKICHHS.
CamocrosTenpHas padorta
Tema 11. Xpanenue Conep:xkanue y4ueOHOro MaTepuasia 6

AOKYMEHTOB B 3JIeKTp0HHOﬁ
tdopme.

OcobeHHOoCTH 3IIeKTPOHHOr0 XpaHeHus. [Iponenypsl mo ob6ecneyeHno COXpaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.
Obecneuenne GU3NUECKON COXPaHHOCTH (HalIIOB € IEKTPOHHBIMU JOKyMeHTamu. O0ecrieueHue ycaoBUi s
CUMTHIBAaHHSI MHPOPMALIUK B IOJITOBPEMEHHOM mepcenekTuBe. O0ecnedeHne ycaoBUil i BOCIIPOU3BEICHHS
JJIEKTPOHHBIX JIOKYMEHTOB B TaK Ha3bIBAEMOM YEJIOBEKOUUTAEMOM BHJIE.

CamocrosTenpHas padorta




HaunMeHoBaHue pa3iesioB
npodeccuoHATBLHOr0 MOYJIS
(IIM), MexAMCUMIIMHAPHBIX

kypcoB (MJK) u Tem

Coaep:xaHue y4eOHOro MaTepuaJa, JadbopaTopHble PaGoThl U MPAKTHYECKHE 3aHATHS,
caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT)

O0BeM yacoB

Tema 12. CoBpeMeHHbIE Conep:xkanue yueOHOro MaTepuasia 6
TeXHOJIOTHH U Texuuueckoe | 1. MadopmMaTH3anms apXuBHOTO Jiena. DTarbl, 00bEKTHI U 1ienu nHGopMaTH3anun. MHGopManoHHbIe TEXHOIOTHH 1
obecriedeHne COXPAaHHOCTH OpraHM3aIys X BHEJPCHUS B apXUBax. YUeTHbIC 0a3bl MaHHBIX. NH(MOPMAIIMOHHO-TIOUCKOBEIC 0a3bl JaHHBIX.
JOKYMEHTOB. Opranuszainus BHeIpeHUS HHGOPMAITMOHHBIX TSXHOJIOTHIA B apXUBE. DIIEKTPOHHBIC JOKYMCHTHI H aPXUBBI.

[TporuBonoxapHast 0€30MacHOCTh. 3aimuTa OT BoJbl. PectaBparus. Bocripon3sseieHne JOKYMEHTOB.

IIpakTHyecKue 3aHATHA AHAIN3 OPraHU3allii XPaHEHUs IOKYMEHTOB 00pa30BaTEIbHOTO YUPEKICHMSI.

CamocrosTenpHas paborta
Tema 13. buosioruueckue Copaeprxanue yueOHOro MaTepuajia 6
M XHMHYECKHe IPOoLecchl B 1. MeToapl IMarHOCTUKH OMOJIOTHYECKUX M XUMHUYECKUX MOBPEXKACHUH TOKyMEHTOB. MUKPOKIMMATHIECKUE
NOBpeKAEHUSIX T0KYMEHTOB, | apaMeTphl, 00€CIIEYNBAKOIIKME OE30IaCHOCTh JOKYMEHTOB. XapaKTEPUCTUKH OHOIOTHIECKUX M XMMUYECKHX
0COGEHHOCTH UX MIperaparoB, MPUMEHICMBIX B IIPOIECCE pecTaBpalliu JOKYMEHTOB. JlOCTIKeH!S OMOJIOTUY M XMMHH B COBPEMEHHBIX
pecTaBpanum. TEXHOJIOTHSIX KOHCEPBAIIHH.

CamocrosTenpHas padorta
Tema 14. IlepBuunas Copaeprxanue yueOHOro MaTepuajia 10
pecTaBpanus u 1. [lonaTHe IEpBUYHON pecTaBpalliy M KOHCEPBAIMN apXUBHBIX JOKYMeHTOB. CojepikaHre pecTaBpalyi u
KOHCepBaLUsl ApXUBHBIX KOHCEpBAIHH
HOKYMEHTOB. Henu Bemaum nen. Cpoku BEIIAYH JIEN BO BpEeMEHHOE TOJIh30BaHue. JJOKyMEHTHI, IO KOTOPBIM BBIIAIOTCS JIeia.

Peructparus BelIaHHBIX JOKYMeHTOB. OopMIIEHUE aKTOB U 3aKa30B Ha BBIIAUY JICIL.
[opsiaox BeIIauu A1 U3 T 0

pakTuudeckue 3aHaTus OdopmieHue 3akasza (TpeOOBaHUS) Ha BBIAYY TOKYMEHTOB.

Xpattuimt. IpakTnyeckue 3ansiTus CocTaBICHUE aKTa 110 BBLAAYE JE BO BPEMEHHOE MOIb30BaHHE.

IpakTnyeckue 3ansiTHs 3a0JTHEHNE KapTHI-3aMECTHTEIS AeTa.

[pakTuyeckue 3ansaTuss CocTaBIEHUE ApXUBHON CIPAaBKH.

I[IpakTHYecKkue 3aHATHA 3aNI0JTHEHNE KHUTH BBIIaYl TOKYMEHTOB U JINCTA MCIIOJIb30BaHMUS JOKYMEHTOB.

IpakTHyeckue 3auaTus CocTaBiIeHNE OMHUCH 0CO00 IEHHBIX TOKYMEHTOB.

CamocrosTenpHas padorta

BCETI'O: 96

CamocrosiTeibHas padoTa npu u3yyennu pasaesaa 2 IM.02

AmHanu3 3TanoB padoTHI IIpH Mepeaade JOKYMEHTOB B apXUB.
OdopmieHne KaTanoKHOH KapTOUKy.

CocraBieHue IIyTeBOJUTENS 10 apXUBaM.

CocraBieHue TeMaTHIecKoro 0030pa JOKYMEHTOB IT0 CXEMe.
CocraBieHue apxMBHOTO yKa3aTelsl.




HaunMeHoBaHue pa3iesioB Coaep:xkanue y4edOHOro MaTepuaJa, JJabopaTopHble padoThl M MPAKTHYECKHE 3aAHATHS, O0bem yacoB
npodeccuoHATBLHOr0 MOYJIS caMocTosITeIbHasi padoTa 00y4yalonuxcs, KypcoBasi padora (IpoeKT)
(IIM), MexAMCUMIIMHAPHBIX
kypcoB (MJK) u Tem

[ToaroroBka coobmenue Ha Temy «Cuctema Pocapxusay.

IToaroroButs cooOiieHue Ha TeMy «CHUCTeMa apXUBHBIX KaTaJOroBy.

OnucaHne cOBpeMEHHON CUCTEMBI TOCOOUH MO IKCIEPTU3E LICHHOCTH JOKYMEHTOB.

AHanu3 1 knaccu(UKays SIEKTPOHHBIX TOKYMEHTOB.

Omnucanue apxuBa GOTOJOKYMEHTOB.

Coobuenne Ha TeMy «ApXuBHas AesTenbHOcTh B Poccuiickoit ummepun». CooOmieHue Ha TeMy «ApXUBHAS ACATEIBHOCTb B COBETCKHM EPUOI
Coobuienne Ha TeMy «ApXUBHAs ACSITENbHOCTb B IOCTCOBETCKUIA NEPHOI.

CocraBnenue pedepara win scce K APXHUB: UCTOPHUS K COBPEMEHHOCTDY.

Cocrasnenue pedepara wim scce K ApXUBHbBIE TAHHBD».

CocraBnenue pedepara wim scce «UTo U KaK XpaHIT ceMEHHbIE apXUBBD».

CocraBnenue pedepara uim 3cce «APXUBHBIN (POH] TUUHOT'O IPOUCXOXKICHUS B apXUBE MPEIIPUATHD).
CocTaBieHue cXeMbl: IPU3HAKY CUCTEMATHU3ALNN €AHHUL] XPAaHEHNUS.

CocTtaBneHue XapakTepUCTUKH KOMIUIEKTOBAaHUE apXUBa.

CocTtaBnenue nopsaka nepeaadn JOKyMEHTOB B apXHB.

[ToaroroBka npe3eHTalyio Ha TeMy «HoBbIe TEXHOJIOTHH KOHCEPBAIMY U PECTABPALIUU TOKYMEHTOB.

BHJIbl PABOT HA IPOU3BOJICTBEHHOM INPAKTHKE:

O0BeEM YacoB

N3ydeHue cTpyKTypbl OpraHu3alyy 110 MECTY MPOXO0KIACHUS MPAKTUKH.

N3ydenne qomKHOCTHBIX HHCTPYKIUH cliennaIncTa no cyae0HOMY aIMUHUCTPUPOBAHUIO.

[ToaroroBka cyneOHbIC Aena (Hapsapl) ¥ MAaTEPUAIIBI IS CIaYH B APXHUB.

OcymecTBiieHre NoaHOro ohopmMieHus e (MOAIMBKY WIN NMEPerIeT J1ea, U3bATUE U3 Jella MeTAJUIMYECKUX CKPETOK U CKOOOK,
HyMCpaluio JIUCTOB U 3aIlI0JTHCHUC JII/ICTa-SaBepI/ITeJIH).

CocrapieHrue BHyTPEHHEN OMUCH TOKYMEHTOB.

BHecenne He0OXOIUMBIX YTOYHEHUH B PEKBU3UTHI OOJIOKKH JENa.

Odopmienne pe3ynbTaToB cladyM JIe1 B apXUBHOE XpaHEHHE.

CobmroieHne OXpaHHOTO PEKUMA MTOMEIIEHUH XPaHWIIHIIL.

BrinonHenue nopsiaka UCIonb30BaHUs TOKYMEHTOB apXuBa Cy/a.

Opranuzanus nopsiika 0Téopa JOKyMEHTOB M 0(OPMIICHHS UX Ha YHUUTOKEHHE.

[TepeunciuTh OCHOBHBIC HOPMATHBHBIE JOKYMEHTHI, PETJIAMCHTUPYIOIIHE MTpaBUiia 00SCIICICHISI COXPAHHOCTH apXUBHBIX JTOKYMEHTOB.
HaTI: XapPaKTCPpUCTUKY OCHOBHBIM HOPMATHUBHBIM PCKHUMaM XpaHCHUSA JOKYMCHTOB B apXUBC.

HpOﬂHaJ’II/IBI/IpOBaTB KOMILJICKC MCp I10 o0ecreyeHuro COXPAaHHOCTHU JOKYMCHTOB B apXUBC, ABJISIOMICMCS 6azoit MMPOBCACHUSA IPAKTUKHU.
CocTaBieHHE OTUYETA IO TPOU3BOJICTBEHHON PAKTHKE.

72

Bcero no moaysarwo IIM.02:
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3.YCJIIOBUs PEAJIM3AIIUU ITPOT'PAMMBI ITPOPECCHOHAJIBHOI'O MOAYJIA

3.1. TpeGoBaHUsA K MUHMMAJIBLHOMY MAaTePUAJIbHO-TEXHUYECKOMY O0ecneYeHH 0

Peanu3anuss mporpamMmbl  OCYHIECTBISIETCS C  NPUMEHEHHEM  HCKIIIOYUTEIHHO
IUCTAHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOJIOTUI ¢ ydyeroM TpeboBanuil [lopsaka mpuMeHeHUs
OpraHu3alMsIMM, OCYIIECTBISIOUIMMUA  OOpa30BaTENbHYIO  JESATEIBHOCTb,  AJIEKTPOHHOTO
00yuyeHHMs, AUCTAaHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOIOTUN IPU pealn3aluu 00pa3oBaTEIbHbIX
porpamMM, YTBEpKIEHHOrO IpHKa3oM MUHHUCTEpCTBa 00pa3oBaHMs M Hayku Poccuiickoit
®enepanuu ot 23 aBrycra 2017 r. N 816.

B komnemxke coznaHa equHasi 3J€KTPOHHAs MHPOPMALMOHHO- 0Opa3oBaTenbHas cpeaa
(BUOC), mnpexacrapnstomas coOOH COBOKYMHOCTh JJCKTPOHHBIX HMH(POPMAIIMOHHBIX U
00pa3oBaTeNbHBIX PECYpcOB, WH(POPMALMOHHBIX M TEIEKOMMYHHKAIIMOHHBIX TEXHOJOTHIA,
COOTBETCTBYIOIMX TEXHUUYECKUX M TEXHOJOTHMYECKUX CpEACTB, 00ecHednBarouias OCBOCHHE
o0yyaromuMucs: 00pa30BaTENbHBIX MPOrPaMM WM MX YacTed, a TakKe B3aMMOJCHCTBHE BCEX
cyOBeKkTOB 00pa3oBaTenbHOro mporecca. CaMblii OOIBIION AIEMEHT B 3TOH CHUCTEME — CHCTEMa
ynpasienus: ooydenuem (LMS) «kMOODLEY, B koTopoM BHEIPEHBI TUYHBIM KaOWHET CTyACHTa
Y JINYHBIM KaOMHET IpenogaBaTers.

[Ipu 0oOy4yeHUM WHBAIWAOB U JHUIl C OrPAaHUYECHHBIMH BO3MOXHOCTSIMU 30POBBS
IUCTAaHIIMOHHbIE 00pa3oBaTeIbHbIC TEXHOJOTMU NPEAyCMAaTPUBAIOT BO3MOXKHOCTb IpHEMa-
nepeaayn uHGOpMaIMK B AOCTYIHBIX Juid HUX dopmax. OOpasoBarenbHas miardgopma Moodle
HOJICP>)KUBAET (PYHKIMIO TOJIOCOBOTO YTEHUS C IKpPaHa, SKpPaHHYIO JIyIy U KJIaBUATYpY.

3.2. UndopmanuonHoe odecnieyeHne 00yUeHUs :

OcHoBHas1 JiuTEeparypa:

1. Kysuenos, B. A., KommiekcHble 3agaHus st MoayJia «OpraHuszanus MaTepuaIibHO-
TEXHUYECKOT0 obecneueHus cy10By : yueoHoe nocobue / B. A. Ky3uenoB. — Mockga : Pycaiinc,
2022. — 152 c. — ISBN 978-5-4365-7192-8. — URL: https://book.ru/book/943418. — Tekcr :
3JIEKTPOHHBIM.

2. Kysnenos, B. A., Oco6eHHOCTH OpraHU3allMOHHO-TEXHUYECKOTO O0ecreyeHus cyaei :
yueOHnoe nocodue / B. A. Ky3nenos. — Mocksa : KaoPyc, 2022. — 162 ¢. — ISBN 978-5-406-
08828-9. — URL: https://book.ru/book/941741. — TekcT : 37€KTPOHHBIH.

3. Kysznernos, B. A., CynebHoe aenonpou3BoACTBO. : yueOHoe nmocodue / B. A. Ky3nenos. —
Mocksa : KuoPyc, 2022. — 177 c. — ISBN 978-5-406-08346-8. — URL:
https://book.ru/book/942389. — TeKcT : 37IeKTPOHHBII.

I[OHOJIHI/ITGJILH])IB HCTOYHHUKH:

1. Anekceesa, JL.II. AdanacweBa, E.H. Byposa, I'.A. Ocuukuna//Cexperapckoe aem0.2018.
Ned.

2. ApXMBOBEIUYECKHUE aCHEKThl B JIEJIOMPOU3BOJCTBE: OpraHuzanus JOKYMEHTOB W Jel
apxuHoro ¢onaa Poccuiickoit ®enepanuu/ E.B. Anekceera, JI.II. AdanaceeBa, E.H. Byposa,
I'.A. Ocuukuna//Cexperapckoe nemo0.2018. Ne3 (20).

3. Kpatkuii ropuandeckuii cnoBaps/ Ilog pen. A.H. Aspunmsna. M.: MHCTUTYT HOBOM
sxoHOMHKH, 2017.1088c.
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4. JlateimeBa, H. A. CynebHoe Aenonpou3BOACTBO : Kype JeKuuid W mpaktukym / H. A.
JlarbimeBa. — MockBa : Poccuiickuii rocy1apcTBEHHBIN YHUBEPCUTET IipaBocy s, 2021. — 268
c.— ISBN 978-5-93916-891-5. — Texcr : anexkrponHslii // L{ludposoit oOpazoBaTenbHBIN pecype
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/117258.html.

5. Jlebener B.M. Opranuzanus nesareabHOCTH Cy0B: yueOHuk/ BepxoBueiii Cya P®, [Tox
obmr.pen. B.M. Jle6eneBa.- M.: HOPMA, 2017. - 624c.
6. Mawmebikun, A. C. ApxuBHOE €70 B cyae : yueOHoe mocodue / A. C. Mambikun, H. A.

JlatbimeBa. — 2-e u3a. — Mocksa : Pocculickuii ToCcyJapCTBEHHBIN YHUBEPCUTET MPaBOCYAMS,
2020. — 220 c. — ISBN 978-5-93916-833-5. — Tekcr : snektponHbiii // Iudposoit
o0pa3oBaTeNbHBIN pecypc IPR SMART : [calT]. — URL:
https://www.iprbookshop.ru/117609.html.

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMUS TIPO®ECCHUOHAJIBHOI'O
MOJYJIS (BUJIA TIPO®ECCUOHAJIBHOM JTEATEJIBHOCTH)

@®OopMBI 1 METO/IbI KOHTPOJISL M OLICHKH PE3yJIbTaTOB 00Y4EHUS JOJKHBI TO3BOJISITH IPOBEPATH Y
o0yyaromuxcs He TOIBKO CPOPMUPOBAHHOCTH MPOPECCHOHATBHBIX KOMIIETEHIINNA, HO U Pa3BUTHE
OOIIMX KOMITETEHIUH 1 00eCTIeYBAIOIINX UX YMEHUH.

Pe3yabTaThl (0OCBOEHHBIE OcHoOBHbIE MOKA3aTeU OLEHKHU DopMBbI U METObI
npodeccHoOHATbHbIE KOMITIETEHIHH) pe3yJabTaTa KOHTPOJISI M OeHKH
-TIOJITOTOBKA CYJICOHBIX MIeN (Hapsiibl) U Texymuid KOHTPOJTb
IIK.1.4 MaTepHalIoB Il Ca4u B APXUB; 3auer
ObecnieunBaTh pabOTy apxuBa cyaa -OCYIIECTBJIEHHUE HOJIHOTO DK3aMeH

odopmieHus (TTOIITUBKA WK MTEPETUIET

Jiena, U3bATHE U3 Jiella MeTaITMYeCKUX

CKpPEMOK 1 CKOOOK, HyMepalysi JIUCTOB U
3aroJIHEHKE JIUCTA3aBEPHUTENs );

- COCTaBIICHUE BHYTPCHHEI
OIMCH JIOKYMEHTOB; -BHECCHHUE
HEOOXOANMBIX YTOYHEHHUI B PEKBU3UTHI
00JIOXKKH €14,
-o(opMIICHHE PE3yJIbTaTOB CauH JeJl Ha
apXUBHOE XpaHEHHE;
-COOJII0ICHUE OXPAHHOTO PEXKUMA
MOMEIIEHUN XPaHUJIHIIL,
-BBINIOJIHEHUEC NIOPAJIKA UCITIOJIB30BaHU
JIOKYMCHTOB apXuBa Cy/1a;
-OpraHu3arus nopsjaka orbopa
JIOKyMEHTOB U 0(OPMJICHUS UX HA
YHHUYTOXKCHHUE
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