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IHOACHUTEJ bHAS 3AIIMCKA

[Ipumepnas pabouas mporpamma npodeccruonansuoro moayns IIM. 02 Opzanuzayus apxuenoi u
CRPAGOYUHO-UHPOPMAUUOHHOU padOmbl NO OOKYMEHMAM OpP2aHU3AyuU TIpEeIHA3HAYCHA IS U3YUYCHHS Op-
raHM3alUU JIOKyMEHTAlMOHHOTO OOECTeYeHUsl yIpaBieHUsI U (PyHKIIMOHUPOBAHHUS OpraHMU3aldd B ydpe-
KICHUSAX CpeIHero mpodeccruoHambHOro 00pa3oBanus mo crnenuanbHOCTH 46.02.01 lokyMeHTanMOHHOE
o0ecrnieyeHue YNpaBjeHUs] U aAPXHBOBeJAEHHE, PEATH3YIOUIMX O0pa30BaTEIbHYI0 HPOTPaMMYy CPEIHETO
(mosHOTO) 001IIETO 00pa30BaHMS, IPH MOATOTOBKE KBATM(DHUIIMPOBAHHBIX PAO0UYMX U CIICIIHAIMCTOB CpEIHE-
'O 3BEHA.

[TpumepHas paboyast mporpamma pa3padoTaHa B COOTBETCTBHUH C:

-DenepanbHbIM 3aK0HOM 0T 29 nexabpst 2012 r. Ne 273-@3 «O06 obpazoBanuu B Poccuiickoit Pe-
Jepanuny;

-T'ocymapcTBenHoii mporpammoit Poccuiickoit ®enepanuu «/loctynHas cpena na 2011-2015
rojpl, yTBepxkAeHHOW mnoctaHoBieHueM IIpaButenbctBa Poccuiickoir ®enepaunu ot 17 mapra 2011
r.Nel75;

-I'ocynapcTBennoit mporpammoit Poccuiickoit @eneparuu «Pa3utre oOpazoBanus» Ha 2013-
2020 roasl, yTBep)kaeHHON pacniopskenueM [IpaBurtenscrBa Poccuiickoit @enepauuu ot 15 mas 2013 .
Ne 792-p;

-[lonos)keHneM O TmpakTHKE OOYyYarOIIUXCsS, OCBaMBAIOIIUX OCHOBHBIE NPO(EeCcCHOHANbHbIE
o0Opa3oBaTeNbHble MPOrpaMMBbl CpeIHEro MpodecCHOHATbHOTO 00pa30BaHUs, YTBEPXKACHHBIM MPHUKA30M
MunucrepcTBa obpa3zoBanus Hayku Poccuiickoit @enepanuu ot 18 anmpenst 2013 1. Ne 291;

-IllopsinkoM  opraHu3alMd W OCYIIECTBIEHUS  00pa3oBaTEeNbHOM  JEATENbHOCTH IO
00pa3oBaTeNbHBIM MIPOrpaMMaM CpEIHEro MPOQPecCHOHATBHOIO 00pa30BaHus, YTBEPKACHHBIM MPHKA30M
MunuctepcTBa oopazoBanus u Hayku Poccutickoit @enepamnuu ot 14 HroHs 2013 . Ne 464;

-IlopsinkoM TIpOBEJICHUSI TOCYAAPCTBEHHOW WTOTOBOW aTTeCTalldd 1O O00pa30BaTEIbHBIM
porpaMMaM CpeaHero mnpodeccHoHaIbHOro 00pa3oBaHUs, YTBEPXKIACHHBIM NpHUKazoM MuUHUCTEpCTBa
oOpasoBanus u Hayku Poccuiickoii @eneparuu ot 16 aBrycra 2013 r. Ne 968;

-ITopsinkoM pUMEHEHHUs OpPTaHU3alMsIMH, OCYIIECTBISIONIMMU 00pa30BaTEIbHYIO JIESITENbHOCTD,
AJIGKTPOHHOTO  OOyuYeHMs, JUCTAHLUMOHHBIX  OOpa30BaTENbHBIX TEXHOJOTMH TpHU  peaau3aliu
o0pa3oBaTeNbHBIX MPOTpaMM, YTBEPKIEHHBIM MpHKa3oM MuUHUCTEpCTBA O00pa3oBaHUSA U HAyKU
Poccuiickoit @enepanuu ot 9 suBaps 2014 1. Ne 2;

-[lopsiakom mpuema rpaxkiaaH Ha oOydeHHEe HO 00pa3oBaTeNbHBIM IpOrpaMMaM CpPEIHEro
npoeCCHOHATLHOTO 00pa30BaHMsl, YTBEPKACHHBIM MNpPHUKa30M MMHHCTEpCTBa OOpa3oBaHUS M HAYKH
Poccuiickoit ®eneparuu ot 23 sauBaps 2014 r. Ne 36;

-DenepanbHBIM roCyJapCTBEHHBIM 00pa3oBaTeNbHBIM CTaHIapTOM CpEIHETO
npodeccuoHaibHOTO o0Opa3zoBanus 1o crenuadbHocTH 46.02.01 JlokymeHTanmoHHoe obecreueHne
yIIpaBJICHUS U apXUBOBEICHUE, YTBEP)KICHHOTO MMPUKa3oM MuHucTtepcTBa o0pa3oBanus u Hayku P® ot 11
asrycra 2014 r. Ne 975;

-IIpodeccuonansupiv  crapmaprom  07.002 «Cneumanuct 10 OpraHU3allMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIeUeHHIO YIIpaBJIeHUs OpraHu3anuein» (yrB. mpukazom MuHHUCTEpCTBa Tpyda U
conuanbHou 3amuTsl PO ot 6 mast 2015 r. N 2761H).

-Meronnueckumu pEeKOMEHIALMAMUA 10 pa3paboTKe U peaju3aluy  aJdanTHPOBAHHBIX
00pa3oBaTeNbHBIX MPOrPAaMM CpEIHEro NMpo(ecCHOHAIBHOrO 00pa30BaHUsl, YTBEPKIECHHBIX TUPEKTOPOM
JlenapramMeHTa rocyJapCTBEHHOMN MOTUTHKU B cepe moarotroBku padounx kaapos u 10 Hayku Poccun
ot 20 ampens 2015 r. Ne 06-830;

-I[luceMmom MmwunoOpazoBanuss u Hayku P®D ot 03.18.2014 1. No 06-281«TpebGoBanus k
opraHuzanu 00pa3oBaTeNLHOrO Tporecca s OOyYeHHs WHBIMIAOB M JIMII C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 37I0POBbsi B MPOGECCHOHATIbHBIX 00pa30BaTeIbHBIX OpPraHU3alUsAX, B TOM 4YHCIIE
OCHAIIIEHHOCTH 00pa30BaTEeIbHOTO MPOLIECCa»;

-TpeboBanusMu K opraHu3alii 00pa3oBaTENbHOIO Mpoliecca Ajig 00y4eHHs] WHBAIMIOB U JIHIL C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbS B MPO(EeCCHOHAIBHBIX 00pa30BaTENbHBIX OPTaHU3AUAX, B TOM
YHClie OCHAIEHHOCTH 00pa30BaTeIbHOro npoiiecca, (MuchbMo JlenapraMenTa noAroToBKU pabodnx KaapoB 1
JIIO MunucrepcTBa o6pa3oBanus U Hayku Poccuiickoit denepannu 18 mapta 2014 r. Ne 06-281.



[Ipodeccuonanbupiii Mmonynbs IIM. 02 Opzanuzayus apxueéHoiu u CnpasoYHO-UHEOPMAYUOHHOU
Padomsl no 0OKyMeHmam Op2aHu3ayuu N3y4aeTcs B yUpPeKICHUSIX CPEIHEro mpodecCHoHATBHOTO 00pa3o-
Banus (manee — CI1O) ¢ yueTom pekoMeHaaIMil BhIIICYKa3aHHBIX IOKYMEHTOB.

JlanHast mpuMepHasi MporpaMmMa sIBIISIETCS aIalTUPOBAHHON 0Opa3oBaTeNbHas MPOrPaMMOM ISl MH-
BAJIMIOB U OOYYAIOIIMXCS C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 310pOBbs (OB3).

B mporpammy mnpodeccuonansHoro monyias IIM. 02 Opzanuzayus apxu6Hnoii u cHpAgo4Ho-
uHpopmayuonnoil pabomsl no 0OKymMeHmam Op2aHu3ayuu BBEICHbI JTOTOIHUTEIbHbIE TeMbl «CTaHOBIIE-
HHUE OTEUYECTBEHHOTO ApXMBHOI'O 3aKOHOJATEILCTBa», «DefepalbHble OpraHbl UCIOIHUTEIBHOW BIACTH U
OpraHu3aIM, OCYIIECTBISIONINE ACTIO3UTAPHOE XpaHeHHe NOKyMeHTOB AD P®d, naxomsammuxcs B dene-
panbHOU coOcTBeHHOCTH», «KommiekroBanue ApxuBHoro MOHAa U SKCIEPTH3a IEHHOCTH JTOKYMEHTOBY,
HaInpaBlICHHbIC HA PACIIUPEHUE 3HAHWN B TaHHOW OOJACTH M CIIOCOOCTBYIOIIAS COIMALHON U MpodeccHo-
HaJbHOM afanTamnuy 00yJaromuxcs MHBAIUIOB U oOydaroruxcs ¢ OB3.
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1. TACHIOPT PABOYEM ITPOI'PAMMBI ITPO®ECCHOHAJIBHOT'O MOJIYJISI
IIM. 02 Opzanuzayus apxueHoil U CRPAGOUHO-UHPOPMAUUOHHOU PAdOmMbL
nO 0OKYMEHmam OpeaHu3auyuu

1.1. ObsaacTb NpUMeHEHHsI MTPOrPaMMBbl

AnantapoBaHHas 0oOpa3oBaTellbHas MporpaMma MpodhecCHOHATBLHOTO MOIYJS (Janee Mmpo-
rpaMMa) — SIBJISIETCSI YaCThIO MPOTPaMMBbI MOATOTOBKH crenuanuctoB cpeaHero 3sena (IMIICC3) mus
mun, ¢ BO3 u unBanugoB no crneuuanbHoctu CIIO 46.02.01 «/lokyMeHTallHOHHOE oOOecredyeHue
ynpaBJieHHsl 1 apXUBOBeJAeHUE» B YaCTH OCBOCHHUS OCHOBHOTO BHJ1a MPOPECCUOHATILHON JAEATEIbHO-
ctu (BITM):

IIM. 02 Opranmn3anusi apXuBHOH M CIPABOYHO-MH(OPMAIMOHHOI PadOTHI MO JOKYMEHTaM Op-
raHu3alnuu

¥ COOTBETCTBYIOIINX NMpodeccuoHaNbHbIX KomneTeHuuii (I1K) u TpyaoBbIX pyHKIMIA:

IIK 2.1. OcyiecTBasTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU C JEUCTBYIOIIUMHU 3aKO-
HOJIaTEIbHBIMU aKTaMU ¥ HOPMAaTHBaAMHU.

[1IK 2.2. Bectu paboTy B cucTeMax 3JEKTPOHHOTO IOKYMEHTO000pOTa.

[1K 2.3. Pa3pabatsiBaTh U BeCTH Kiaccu(UKaTOphl, TAOEIH U Jp. CIPAaBOYHHUKH IO JTOKYMEHTaM opra-
HU3ALUY.

[IK 2.4. OGecnieunBaTh MpUEM U PallMOHATIBHOE Pa3MELICHUE TOKYMEHTOB B apXuBe (B T.4. JOKYMEH-
TOB 10 JITYHOMY COCTaBY).

[IK 2.5. ObecnieunBaTh y4eT ¥ COXPAaHHOCTb JOKYMEHTOB B apXHUBE.

IIK 2.6. Opranu3oBbIBaTh MCIIOJIb30BaHUE APXUBHBIX JOKYMEHTOB B HAYUYHBIX, CIIPABOYHBIX U MpPAK-
TUYECKUX LIETISIX.

I1K 2.7. OcymecTBasTh OpraHU3alMOHHO-METOUYECKOE PYKOBOJICTBO M KOHTPOJIb 3a pabOTOM apXuBa
OpraHM3alMK U 3a OpraHu3alueil T0KyMEHTOB B JEJIOIPOU3BOICTBE.

B/01.5 Opranuzamnus paboTsl ¢ JOKyMEHTaMHU.

B/02.5 Opranusanus TeKyuero XpaHeHusi JOKyMEHTOB.

B/03.5 Opranuzamnus o0paboTKH e AJIs MOCISAYIOMEro XpaHeHHsI.

Bremycknank, ocBomBmmii ITIICC3, mommkeH o0iamath OOMMMHM KOMITETCHIIMSIMH, BKITFOYAIO-
IIMMH B ce€0s1 CITOCOOHOCTH:
OK 1. TloHumarh CyIIHOCTHh W COLMAIBHYIO 3HAYMMOCTh CBOEH Oyaymied mpodeccuu, MposBIATh K
HEU yCTOWYUBBIN UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO NI€ATEIBHOCTh, BHIOMPATh THIOBBIC METOIBI M CIIOCOOBI BBI-
NOJTHEHHUS PO ECCUOHATBHBIX 33J1ay, OL[CHUBATh UX YPPEKTUBHOCTH U Ka4ECTBO.
OK 3. [IpuHuMaTh pemieHHs B CTaHAAPTHBIX W HECTAHAAPTHBIX CHUTYalMSX WM HECTHU 3a HUX OTBET-
CTBEHHOCTb.
OK 4. OcymiecTBasTh TOUCK W UCIOJIb30BaHUE WH(MOpPMAIUK, HEOOX0IUMOHN 11 9P PEKTUBHOTO BBI-
MOJTHEHUS PO(ECCUOHATBHBIX 3a/1a4, MPOPECCHOHATHHOTO U JINYHOCTHOTO Pa3BUTHUS
OK 5. Hcnonws3oBaTh HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU B MPOGECCHOHATBHOM J1esi-
TEJIBbHOCTH.
OK 6. Paborath B KOJUIEKTHBE ¥ KOMaH e, Y3((HEKTUBHO OOIIATHCS ¢ KOJUIETaMU, PYKOBOJICTBOM, I10O-
TPEOUTETIMHU.
OK 7. Bbpatp Ha ce0s1 OTBETCTBEHHOCTh 32 pabOTy WICHOB KOMaH/AbI (ITOJYNHEHHBIX), PE3YJIbTAT BbI-
TIOJTHEHHUS 3aJIaHU.
OK 8. CaMoCTOATEeNBbHO OMpeAesaTh 3aaayu MPOo(EecCHOHATBHOTO W JIMYHOCTHOTO DPAa3BUTHS, 3aHU-
MaThCsl caMo00pa30BaHUEM, OCO3HAHHO TUTAHUPOBATH MOBBIIICHUE KBATHU(PUKAIUH.
OK 9. OpueHTHpOBaThCS B YCJIOBHSIX YaCTOHW CMEHBI TEXHOJIOTHH B MPO(EeCCHOHATBHON ACSTENHHO-
CTH.

AnantupoBaHHas oOpa3oBaTeIbHas MporpaMma Ipo(ecCHOHATBEHOTO MOTYJISI MOXKET OBITh HC-
MOJIb30BaHA B JIOTIOJHUTEIHLHOM MPOPECCHOHATHHOM 00pa30oBaHUM (B MpOTrpamMmax IMOBBIIICHUS KBa-
TudUKAITIN ¥ TIEPETIOATOTOBKH) U TPO(EeCCHOHAIEHON TTOATOTOBKE paOOTHUKOB B 00JIACTH JIEIOIPO-
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W3BOJICTBA, TPH HATWYUH CPeaHETO (ITOJIHOTO) 00IIero oOpa3oBaHusi 1 OCHOBHOTO 00Iero oopa3ona-
HUA.
OmnbIT paboThI HE TPEOyeETCHI.

1.2.00beKThI NPO(ecCHOHATIBLHOM AeSITeJIbHOCTH BbIIIYCKHUKOB NPH U3y4YeHUun npodeccuo-
HAJILHOT0 MOJYJISI

ObmwexTamu pohecCHOHATTLHON AEATEIBHOCTH B paMKaxX N3y4aeMOM TUCIUIIUHBI SBISIOTCS:
- JOKYMEHTBI, CO3/IaHHbIE JIFOOBIM CIIOCOOOM T0KYMEHTHPOBAHHUS;
- CUCTEMBI JOKYMEHTALMOHHOTO 00eCrIeUeH s YIPaBICHUS;
- CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000POTa;
- apXMUBHbBIE JOKYMEHTHI;
- IEPBUYHBIE TPYIOBBIE KOJUICKTHUBBI.

1.3. Hean u 3agaum mMoay.asi, TpedOBaHMsA K pe3yJbTaTaM 00y4eHHs] 1O NPodecCHOHATBHOMY
MOy 110

C uenpio OBIaJeHUs] yKa3aHHBIM BUIOM NPO(ECCHOHATBLHONU EATEIbHOCTH U COOTBETCTBYIO-
IIUMHU TTPOPECCUOHATBHBIMU KOMITETCHIIMAMHU O0yYalOMUNACSA B X0Jie OCBOCHUSI MPOPECCHOHATBLHOTO
MOJYJIsl JOJIKEH:
HMeTh NPAKTHYEeCKUH ONbIT:
- OpraHu3aliy apXUBHOW U CIIPaBOYHO-UHGOPMAIIMOHHOM paboThHI 0 JOKYMEHTAaM OpraHu3aluu;
yMeTh:
OpraHU30BbIBATH JIESATEILHOCTh APXUBA C YUYETOM CTaTyca U Npoduiist opraHu3aiuu;
- paboTarh B CUCTEMax 3JIEKTPOHHOTO JOKYMEHTO000pOTa;
- UCIIOJIb30BaTh B JIESITEILHOCTH apXHBa COBPEMEHHBIE KOMITbIOTEPHBIE TEXHOJIOTHH;
- IPUMEHATh COBPEMEHHbBIE METOJIUKN KOHCEPBALMN U PECTABPALMU apXUBHBIX JOKYMEHTOB;
- IY1 — opueHTHpPOBATHCS B IPABOOTHOIICHUAX B chepe apXuBHOTO nena B PD;
- IY2 — onpenensite COOCTBEHHUKOB apXMBHBIX JOKYMEHTOB;
- IY3 — opueHTHPOBATHCS B MHOT000Opa3uu BUIOB apxuBOB PD;
- JIYV4 — cocTaBiaATh OTUETHBIE U IPYTHE OCHOBHBIE JOKYMEHTHI apXUBa;
- IYS - n1poBOAUTH KCHEPTU3Y LIEHHOCTH IOKYMEHTOB B apXHBaX;
3HATh:
- CHCTEMY apXuBHOTO ynpasiieHus: B Poccuiickoit deneparnuu u opranuzanuio ApxuBHoro ¢onmaa Poc-
cuiickou denepanny;
- CHCTEMY XpaHEHUs U 00pabOTKU TOKYMEHTOB;
- 131 — aTansl pa3BuTHUs apXuBHOTO 1ena B Poccuy;
- 132 — 3akoHOIaTENbHBIE AKTHI IO ApXUBHOMY ey B PD;
- J133 — paznooOpa3ue Bu10B apxuBoB PO 1 ux HarpaBiIeHUs JACATEIHHOCTH;
- 134 — MeToauUYeCcKO-TIpaBOBOE 00eCIeYeHUE ACATCIHbHOCTH apXHBOB;
- I35 — TEXHOJIOTMI0 KOMIUIEKTOBAHUS, YU€Ta U UCIIOJIb30BaHUs ApXUBHBIX JOKYMEHTOB;
- 136 — mpaBuiia pa3MelleHus, yuera, IpoBepKU, HATHUMs, 00ecriedYeHUs] COXPAaHHOCTH TOKYMEHTOB ap-
XUBa.

Cnenuanuct 1no JOKYMEHTAlMOHHOMY OO€CIe4YeHHUI0 YIpaBiIeHUs, apXUBHUCT (06a30BON MOAro-
TOBKH) JTOJDKEH 00J1a7aTh O0IIUMH KOMIIETeHIUSIMH, BKITIOYAIONIUMH B C€0sl CITOCOOHOCTh:
OK 1. IlorumaTh CymHOCTb U COIMAIIbBHYIO 3HAYMMOCTh CBOEH OyayIei nmpodeccuu, mposBIsATh K HEH
YCTOWYMBBIN UHTEPEC.
OK 2. OpranunzoBbiBaTh COOCTBEHHYIO JESITEIbHOCTH, BHIOUPATh TUIIOBBIE METOJBI U CIIOCOOBI BBHITIOJI-
HEHUs MPOPECCUOHANBHBIX 3a/a4, OLEHUBATH UX 3(P(HEKTUBHOCTH U Ka4yeCTBO.
OK 3. [Ipunumarh penieHusi B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTyallMsAX U HECTH 32 HUX OTBETCTBEH-
HOCTb.
OK 4. OcymecTBJIsATh TTIOUCK W UCIOJb30BaHWE WHGOPMAIUU, HEOOXOAUMOU 111 3(PPEKTUBHOTO BHI-
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MOJTHEHUs NpodecCuoHANBHBIX 3a7a4, TPO(PECCUOHATBHOI0 U JINYHOCTHOT'O Pa3BUTHSI.

OK 5. Mcnons3oBarh WH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJOTHH B MPO(GECcCHOHANBHON Jes-

TEJbHOCTH.

OK 6. PaGoTaTp B KOJIEKTHBE U KOMaHJE, 3()(PEeKTUBHO 00mIaThCs C KOJUIETaMHU, PYKOBOJICTBOM, IIO-

TpeOUTEIAMH.

OK 7. BpaTtbh Ha cebst OTBETCTBEHHOCTh 32 pabdOTy WICHOB KOMaH[bl (TOJYMHEHHBIX), PE3YJIbTAT BbI-

HOJHEHUS 3aJJaHUN.

OK 8. CamocTOsATEIBHO ONPEAENIATh 3a1a4i NPO(PECCHOHATBFHOTO U TUYHOCTHOTO Pa3BUTHS, 3aHUMATh-

csi caMmo0o0pa3oBaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIIEHUE KBAIU(PUKAIUY.

OK 9. OpueHTHPOBaTHCA B YCIOBHUSAX YaCTOW CMEHBI TEXHOJIOTUH B Mpo(eCcCUOHATBHON JeATeTbHOCTH.
Cnenuanuct no JOKYMEHTAIMOHHOMY OO€CIe4YeHHUI0 YIpaBlIeHUs, apXUBHUCT (06a30BON MOAro-

TOBKH) JIOJDKEH 00JaJaTh CIEAYIOUIMMH NPo(ecCHOHAIBHBIMH KOMIIETEHUMAMM W TPYAOBbIMH

byHkuusmMu:

[IK 2.1. OcyiecTBasTh 3KCHEPTU3y LIEHHOCTH JOKYMEHTOB B COOTBETCTBHUH C IEUCTBYIOIIMMH 3aKOHO/1a-

TEJIbHBIMU aKTaMU U HOPMAaTUBAMH.

[1IK 2.2. Bectu paboTy B cucTeMax 3IEKTPOHHOTO JOKYMEHTOO00pOTA.

I1K 2.3. PazpabaThiBaTh ¥ BECTH KJIaCCU(DHUKATOPHI, TAOETH U AP. CIPABOYHHUKH IO JIOKYMEHTaM OpraHu3a-

1117078

IIK 2.4. ObecnieunBaTh MpUeM U palliOHATBHOE pa3MEIIEHUE TOKYMEHTOB B apXUBE (B T.4. JOKYMEHTOB I10

JUYHOMY COCTaBY).

IIK 2.5. ObecneunBarh y4eT U COXPAaHHOCTh JIOKYMEHTOB B apXHBE.

1K 2.6. Oprann3oBbIBaTh UCIIOJIB30BAHUE APXUBHBIX JJOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX U NIPAKTUYE-

CKHUX LIETISX.

1K 2.7. OcymiecTBiIsITh OPraHn3aluOHHO-METOAMYECKOE PYKOBOJCTBO M KOHTPOJIb 32 paboTOl apXxuBa op-

raHU3alK U 32 OpraHu3anueil T0KyMeHTOB B A€ONPON3BOICTBE.

B/01.5 Opranuzanus paboThl ¢ TOKyMEHTaMH.

B/02.5 Opranuzamus TEeKyImero XpaHeHus TOKYMEHTOB.

B/03.5 Opranusanust 00pabOTKH 1€ A7 MOCIeAYIOMIEro XpaHEeHuSI.

1.4. Koin4ecTBO 4aCOB HA 0CBOEHHE MPOTrPaMMbI NPO(PeCcCHOHATIBLHOT0 MOYJIS:

Bcero — 597 4yacos, B TOM YHCIIC:

MaKCHUMaJIbHON ydeOHO! Harpy3ku oOyuaromierocs — 525 4acoB, BKJIIOYAs:
00s13aTeIbHON ayJUTOPHON yueOHOW Harpy3ku oOydatomerocs — 350 gaca;
CaMOCTOSITeNTbHON paboThl o0yyaromerocsi — 175 vacos;

y4eOHOM TpaKTUKH — 36 4acoB;

IIPOU3BOJICTBEHHON IPAKTUKYU — 36 4acoB.



2.PE3YJIBTATbBI OCBOEHUSA TIPOPECCHOHAJBHOI'O MOAYJIA

Pe3ynbraTroM OCBOCHHSI MPUMEPHOW TPOrpaMMbl TMPO(HECCHOHATHLHOTO MOJIYIIS SBISETCS
OBIIaJIcHUE OOy4aromuMUCS BUAOM mpodeccuoHanbHoi aesrenbHoctd M. 02 Opranusaunus
APXMBHOW M _CNPAaBOYHO-MH(OPMANMOHHONH PadoThl N0 AOKYMEHTAM OPraHW3alliM, B TOM
yucie npopeccruonanbHbIMU (1K) 1 o6mumu (OK) koMIeTeHIusIMU U TPYAOBBIMHA (DYHKITUSIMH .

I[IK 2.1. OcymecTBisTh 3KCHOEPTU3Y UEHHOCTH JOKYMEHTOB B COOTBETCTBUHM C
JIEHCTBYIOIIMMHU 3aKOHOAATEIbHBIMI aKTaMU 1 HOPMATUBAMH.

[1IK 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

IIK 2.3. PazpabarbiBaTh M BECTH KJAacCH(PHUKATOpPhI, TaOelu M JAp. CIHPABOUYHUKU TIO
JOKYMEHTaM OpraHU3alHH.

IIK 2.4. OGecnieunBaTh MpUEM U PAIMOHAIBHOE pa3MeIleHNEe JOKYMEHTOB B apXuBe (B T.4.
JIOKYMEHTOB 10 JIMYHOMY COCTaBY).

1K 2.5. ObecneunBaTh y4eT U COXPaHHOCTb JOKYMEHTOB B apXUBE.

IIK 2.6. Opranu3oBbIBaTh MCIOJIb30BAaHUE APXUBHBIX JTOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX
U MPAKTHYECKUX LEIISX.

[IK 2.7. OcymecTBisiTh OpPraHu3alMOHHO-METOJAMYECKOE PYKOBOACTBO W KOHTPOJIb 3a
paboToii apxrBa OpraHu3alfy U 3a OpraHu3anueil T0KyMEeHTOB B I€JI0NPOU3BO/ICTBE.

B/01.5 Opranusanus paboThl ¢ TOKyMEHTaMHU.

B/02.5 Opranusanus TeKyIiero XpaHeHust JOKYMEHTOB.

B/03.5 Opranu3zamus o00pabOTKH A€ IS MOCTIEAYIOMIETO XPaHEHHSI.

OK 1. IloruMaTh CynIHOCTh M COIMAJIBHYIO 3HAYMMOCTh CBOCH Oymyriel npodeccun, mpo-
SIBJIATH K HEW YCTOMYUBBIM UHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO NI€STEIBHOCTh, BHIOUPATh THUIIOBBIE METOJBI U CIIO-
cOOBI BRIMTOTHEHUS TPO(EeCCHOHANBHBIX 3a/1a4, OI[EHUBATh UX 3(HPEKTUBHOCTH U KAYECTBO.

OK 3. [IpyHumare peuieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYallUAX U HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBaATh OUCK W HCTOJIB30BaHHE WHQpOpMaANUK, HeoOXxoauMon s 3¢ dek-
TUBHOTO BBITTOTHEHUS MPO(PeCcCHOHATBHBIX 3a/1a4, TPOPECCUOHATBHOTO U JINYHOCTHOTO Pa3BUTHSL.

OK 5. Ucnonb3zoBath MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHU B Tpodeccuo-
HAJIBHOU JESITEIbHOCTH.

OK 6. PabGoTaTh B KOJUIEKTHBE B KOMaHAe, d3P(PEKTUBHO 0OMIATHCS ¢ KOJIJIETaMH, PYKOBO/I-
CTBOM, IOTPEOUTEISIMHU.

OK 7. bpatp Ha ce0s OTBETCTBEHHOCTh 3a PabOTy UYJEHOB KOMaHIbI (IMMOJYUHEHHBIX), pe-
3yJIbTAT BHITIOJHEHUS 3aJaHUMH.

OK 8. CamocrosaTensHO ompeaensaTh 3ajadyd Mpo(ecCHOHATBLHOTO M JUYHOCTHOTO Pa3BH-
THSI, 3aHUMATHCS caM000pa30BaHUEM, OCO3HAHHO TMJIAHUPOBATH MOBBINICHHE KBATH(UKAIUU.

OK 9. OpueHTHpOBATHCS B YCIOBUSIX YACTOW CMEHBI TEXHOJOTUN B TPOodeCCHOHATBHOM Je-
SITENTbHOCTH.



3. CTPYKTYPA U COAEPKAHUE ITPO®ECCHOHAJIBHOI'O MOAYJIAA
3.1. TemaTuyeckuii miiad npogeccnoHajabHoro moxyJas IIM. 02 Opranusanus apXuBHOW U CIPABOYHO-HH(OPMANMOHHOI padoThI 10 JOKYMEHTAM OPraHNu3anuu

Koae! npodeccuo- HaumeHoBaHust pa3aenos Bcero O0BbeM BpeMeHH, 0TBe/ICHHBIN HA 0CBOCHHE MEKIHCIUINIMHAPHOTO Kypca (KypcoB) Ilpaxmuka
HAJIBHBIX KoMnie- | TmpodeccnonanbHOro Moayasi 4acoB
TeHIUH 1 TPyI0- (maxc. O6s13aTebHAsI Ay IMTOPHAS YueOHast CamocrosTeabHast padoTa Yued- | Ilpouszeoo-
BbIX (pyHKIM yuebHas HArpy3ka 00y4amumerocs odyuaromerocs, é Hasl, CmeeHnHnas,
Haepys3Ka Bcero’ B T.4. B T.4., 4acoB = qacoB yacoes
U npak- 4acoB aabopartopHbie | kypcoBasi | Bcero, E
muKu) padoThI U padoTa 4acoB w2 = z
< = = 2 - =
npakTuyeckue | (Ipoekr), 28 ¥ 4 8584 z
3aHATHS, 4acoB - 88 g3 = E( s g8 i
YaCOB m oy o= KB 5 =z o
1 2 3 4 5 6 7 8 9 10 11 12
IIK 2.1. Pazgen IIM 1. (MK.02.01) -
B/01.5 Opranmuzanus 1 HOpMaTHBHO- 150 100 52 50 i i i 6 i
IIPaBOBBIE OCHOBEI APXUBHOTO
zena
K 2.1.-2.7. Pazgen IIM 2.(MK.02.02) -
B/02.5 l'ocynapcTBeHHBIE, MyHULIU- 9% 64 40 32 i i i 6 i
MATbHBIC APXWBHI M APXHUBHI Op-
raHu3anuil
K 2.1.-2.7. Pazgen IIM 3. (MK.02.03)
B/01.5, B/02.5, MeToKka U IPaKTHKa apXHBO- 225 150 84 6 75 - - - 18 -
B/03.5 BEJICHUS
IIK 2.4., 2.5. Paznen IIM 4. (M1K.02.04) -
B/02.5 ObecriedueHne COXpaHHOCTH J10- 54 36 26 18 - - - 6 -
KYMEHTOB
K 2.1.-2.7. YuyeOHasi NpaKTHKA, YACOB
B/01.5, B/02.5, 36 36
B/03.5
K 2.1.-2.7. IMpousBoaACTBeHHAsI MPAKTHKA
B/01.5, B/02.5, (mo mpoduIio cnenuaIbHO- 36 36
B/03.5 CTH), 4acOB
Bcero: 597 350 | 202 6 175 - | 36 36

* Paszen npod)ecCHOHATBHOTO MOJLYIIS — YACTh IPOrPAMMBI IPO(ECCHOHANBHOTO MOLYIIS, KOTOPasi XapaKTEPU3YeTCs JTOTHYCCKON 3aBEPIICHHOCTBIO M HANPABICHA HA OCBOCHHE
OJTHOW WJIM HECKOJIBKHUX MPO(ECCHOHANBHBIX KOMITETCHIINH. Pa3ien mpodheccHoHambHOTO MOl MOJKET COCTOSATh M3 MEKIUCIUILTHHAPHOTO Kypca MM €r0 YaCTH M COOTBETCTBYIOIINX
yacTell yaeOHOW M MPOM3BOACTBEHHON MpakTHK. HanMeHoBaHne pasnena npoecCHOHaIbHOTO MOYIIS TOJHKHO HAYMHATHCS C OTTIIaroJbHOTO CYMIECTBUTEIFHOTO U OTPAXKaTh COBOKYII-
HOCTb OCBaUBaEMBbIX KOMIETCHIIUNA, YMEHUN U 3HAHUI.
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3.2. Conep:xanue o0y4eHus no npogeccuonaabHomy moay.aro (IM)

HaumenoBanue paszgenoB | Coxaep:xkaHue y4eO0HOro MaTepHaJjia, jadopaTopHbie padoThl M NPaKTHYeCKHe 3aHATUs, | O0beM | YpoBeHb
npogdeccuoHAJIBLHOT0 MOY- caMoCTosITeJIbHAsI padoTa o0yyaIumMxcs, KypcoBasi padora (poekr) 4YacoB | OCBOECHHUS
as (IIM), MeskaucuunIn-
HapHbIX KypcoB (M/IK) n
TeM
1 2 3 4
Paznea [IM 1. Opranuzanus 150
1 HOPMATHBHO-NIPABOBHIE (100+50
OCHOBBI APXHBHOIO JieJIa c/p)
MJIK 02.01. Opranusauus u 150
HOPMATHBHO-NIPABOBbIE OC-
HOBBI APXUBHOIO JeJ1a
Tema 1.1. Beenenne 15
(/lobaenenvl 113 3a cuem 6a- | Cogep:kanue 2
puamuenou yacmu — 8 u.) 1 | TToustHst 00 apXWBHOM PaBe ¥ aPXUBHOM 3aKOHOATEIbCTRE. 1
OOBeKT M mpeaMeT apXxUBHOTO mpaBa. Popmbl (MCTOUHUKN) mpaBa. [IpaBoBbIe aKTHI:
CUCTEMa U BUJIBL.
[TpaBoBBIE ATHYECKHE HOPMBI APXHBHOT'O JIeJIa: UX B3aUMOJICHCTBHUS.
00630p UCTOYHUKOB U JIUTEPATYPHI MO KYPCY.
IIpakTHYeckue 3aHATHSA 8 1
1 | Pycckue apxuBbl U apXuBHOE Je510 710 19 B.
2 | IlpoekThl peopraHu3anuy apxuBHOTO jaena B 19 B.
3 | Ilepectpoiika paboTbl apxuBoB B 20 B.
4 | ApxuBHOE ITPaBO U apXUBHOE 3aKOHOJATENILCTBO B HACTOSIIIIEE BPEMsI
CamocrosiTesabHast padora npu uzydyennu Tembr 1.1. S)

CucrtemaTudeckast mpopab0OTKa KOHCIIEKTOB 3aHITHH, YI€OHON U CIIEIMaIbHON apXUBOBEIUECKOM JTUTEPaTyphl (TI0 BOIIpocam
K nmaparpadgam, riaaBaM y4eOHbBIX TOCOOUH, COCTaBICHHBIM MIPETIOIaBaTENIEM).

[TonroroBka K MpPaKkTUYECKUM 3aHSATHSAM C HCIIOJIB30BAHMEM METOJIMYECKHUX PEKOMEHJalui mpernojaaBareis, ohopMieHHe
MPAKTUYECKUX Pa0OT U MOJATOTOBKA K UX 3aIlUTE.

CocraBneHnue rioccapusi, 0030pa cTaTeil U CeuaabHON JTUTEepaTyphl 10 apXUBHOMY JIEITY.

Hanucanue cooOuieHus.

TeMaTuka BHeaAyIMTOPHOI cAMOCTOSITEJIbHOH PadoThI
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1. CocraBnenue TJIOCCapusA OCHOBHBLIX TCPMHWHOB IO BOIIPOCaM apXMWBHOI'O ACJIA.

2. CoobmieHne no TeMe «ApPXHBBI B IPEBHEPYCCKOM TOCYAapCTBE B EPHOA Pa3ApOOICHHOCTI MIIH «APXHBHOE €TI0 B
Pycckom rocymapctse B XV-XVIIy (1o Be16opy)

3. CocraBneHne 0030pa cTaTei U CICNHATBHON JIUTEPATYPHI IO APXUBHOMY JICTTY.

Tema 1.2. CTraHoBJIeHHE 18
0Te4ecTBEeHHOro apxuBHoro | Cojpep:kanue
3aKOHOATEJIbCTBA 1 | CoBpemeHHbIE 3aKOHOIATENIbHBIE aKThI IO apXUBHOMY neny Poccuiickoit denepanuu.
2 | B3auMoCBsI3p apXHUBHOTO 3aKOHOJATEIHCTBA C HOPMATUBHBIMH aKTaMU CMEXHBIX OT-
(Tema oobasnena 3a cuem 6a- pacnei, YronoBHbIM U ['paxxknanckum kogekcamu Poccuiickoit denepanuu.
puamuenou yacmu — 18 4.) | [lpakTHUeCKHe 3AHATHS
1 | [Tonsarue, mpu3Haku, CyObEKTHl U OOBEKTHI MPABOOTHONICHHH B chepe apXHUBHOTO Jie-
na.
2 | B3aumocBsI3p apXMBHOTO 3aKOHOAATEIHCTBA C HOPMATHUBHO-IIPABOBBIMU aKTaMH B 00-
JIACTH JOKYMEHTAIMOHHOTO 00ECTICUCeHUS YIIPABICHUS
3 | CoBpeMeHHOE apXMBHOE 3aKOHOAATEILCTBO Poccuu u opuanueckas OTBETCTBEHHOCTh
3a €ro HapylIeHHUE.
4 | OnpeneneHue NpaBoOBbIX ATUYECKUX HOPM apXUBHOTO €.
CamocrosiTesbHast padora npu uzyyennu Tembi 1.2.
CucremaTuieckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOH U ClieluanbHON apXUBOBEIUECKOM TUTEPATypHI (IO BOIIpOCcaM
K maparpadam, riaaBaM y4eOHBIX TOCOOUH, COCTABIICHHBIM ITPETIOIaBATEIIEM ).
[ToaroroBka K MpPaKTUYECKUM 3aHSATHSM C HCIOIH30BAaHMEM METOJAMYECKUX PEKOMEHMANUN TpernoaaBarels, oGopmieHue
MPAKTUYECKUX PabOT U MOJArOTOBKA K UX 3alllUTE.
Hanucanmne nokiana, pacCyXJI€HHs], COCTABIICHUE MPAKTUUYECKUX MPUMEPOB.
TeMaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH Pad0OThI
1. Hamucanue noknana Ha temy «COBpEeMEHHOE apXMBHOE 3aKOHOAATENbCTBO PD: mepcreKTUBbI pa3BUTUS HIIH «Ap-
XHWBHOE 3aKOHOJIATEILCTBO M TaiHa JIMYHOM XKU3HW» (110 BEIOOPY)
2. Hammcanwue paccyXIeHUs HA TeMy «DTHUECKHI KOJEKC apXUBUCTA
3. CocTaBuTh MPUMEPHI TPABOOTHOIIECHUH B c(hepe apXUBHOTO JieJia C YKa3aHHEM CYOhEKTOB U OOBEKTOB.
Tema 1.3. IlpaBoBble 0CHO- 27
BbI Opranu3anuu 1o0KkymeH- | Cogep:kaHue
TOB ApxuBHOro ¢ponaa Poc- | 1 | [IpobGaemsl kiaccudpHKalUi, KOMIUIEKTOBAHUS, SKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB B

cuiickoii @enepaunu

(Hobaenenwt 113 3a cuem 6a-

paMKax COBPEMEHHOT'0 apXHWBHOT'O 3aKOHOJATEIbCTBA U 3aKOHOAATENIbCTBA CMEXKHBIX
OTpaciiei.

@®opMbI COOCTBEHHOCTH HA ApXHUBHBIE JOKYMEHTBI
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puamuenou yacmu — 10 u.) 3 | ®opMbl XpaHEeHUsI JOKYMEHTOB B COOTBETCTBHHM C COBPEMEHHBIM apXMBHBIM 3aKOHO- 2
JIATEIILCTBOM.
4 | IIpaBoBas 6a3a rocyJapCTBEHHOI'O LIEHTPAIN30BAHHOTO yueTa JOKYMEHTOB ApPXUBHO- 1
ro (onna Poccutickoit deneparmmm.
IIpakTHYeckHue 3aHATHSA 10 2
1 | [IpaBoBBIE OCHOBBI OpraHU3aIuu JOKYyMEHTOB ApxuBHOro (poHma Poccuiickoir dene-
paru
2 | [IpaBoBBIE OCHOBHI XpaHEHUS, KOMIUICKTOBAHUS U YIETa ApXUBHBIX JOKYMEHTOB B Op-
TaHU3aIUSIX U APXUBHBIX YUPEKICHUSIX
3 | CoOCTBEHHOCTh Ha apXUBHBIE JJOKYMEHTBI
4 | ®opmbl XpaHEHUs! IOKYMEHTOB
5 | OkcnepTy3a IEHHOCTH apXHUBHBIX JOKYMEHTOB
CamocrositeqbHast padora npu uzyyennu Temsi 1.3. 9
CucremaTudeckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOH U ClielUanbHON apXUBOBEIUECKOM TUTEPATYpHI (IT0 BOIIPOCcaM
K maparpadam, riaaBaM y4eOHBIX TTOCOOMH, COCTABIICHHBIM ITPETOIaBATEIIEM ).
[MonroroBka K MPakTUYECKHM 3aHATHSAM C UCIIOJIB30BAHUEM METOIMUYECKUX PEKOMEHIAIMH MmperonaBaTens, opopMiIeHUE
MPAKTUYECKUX PadOT U MOJArOTOBKA K UX 3alllUTE.
Cocrabnenue kpoccBopaa. CocTaBieHHe 3aJaHusl.
TeMaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH Pad0OThI
1. CocraBnenue kpoccopa 1o teme 1.3. 8
2. CocTaBUTb 3aJlaHMs JUIs OlpeiesIeHUs] JOpM COOCTBEHHOCTH Ha apXUBHBIC JIOKYMEHTHI. 1
Tema 1.4. [IpaBoBoe pery- 27
JHPOBaHHe HeNoJb30BaHus | CogepikaHue 10
AOKYMEHTOB U uHpopmanuu | 1 | [IpaBoBble OCHOBBI JOCTYIIA K PETPOCIIEKTUBHON JOKYMEHTHONH HH(POPMAITHH. 1
2 | ApxuB u TaiiHa JIM4YHOM *kU3HU. [lepcoHaIbHBIC TaHHBIE. 2
3 | [lonsTus o KoHQUIEHIMATBLHOM, CTyKeOHOM 1 KOMMepUeCKoH TaiiHe. 2
4 | CBenenusi, OTHOCSIIUECS U HE SBIISIONIMECS KOMMEPUYECKON TaltHOM. 2
5 | TengeHUMM pacceKpeUMBaHUs apXUBHBIX JOKYMEHTOB. 2
IpakTHyecKue 3aHATHS 8 2

1 | IlpaBoBoE peryiauMpoBaHUE HCIOJIb30BAaHUS apXUBHBIX JOKYMEHTOB B IOCYAAapCTBEH-
HBIX U MYHUITUITAJIBHBIX apXUBaX

2 | IlpaBoBOE perynMpoBaHUE HCIIOJIb30BAaHUS apXUBHBIX JOKYMEHTOB B apXMBaX OpraHu-
3a1i

3 | 3akoHonaTenbHbIe akThl PD, permamMeHTHpyrOmKe BOOPOCH BBO3a, BBIBO3a, OOMEHA,
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BO3BPATa apXUBHBIX JTOKYMEHTOB

4 | [IpaBoBBIC OCHOBHI JIOCTYyINA K PETPOCIIEKTUBHON TOKYMEHTHON WH(OpMaIuu

CamocrosiTesbHast padora npu nzydyennu Tembr 1.4. 9
CuctemaTudeckas mpopab0OTKa KOHCIIEKTOB 3aHITHM, YI€OHON U CIIEIMaIbHON apXUBOBEIUECKOMN JTUTEPaTyphl (TI0 BOIIpocam
K nmaparpadgam, riaaBaM y4eOHbBIX TOCOOUH, COCTaBICHHBIM IIPETIOIaBaTeNIEM).
[TonroroBka K MPaKkTUYECKUM 3aHSATHSAM C HCIIOJIb30BAHMEM METOJIMYECKUX PEKOMEHJalui mpernojaaBareis, ohopMieHHe
NPaKTUYECKUX pabOT U MOJATrOTOBKA K X 3aIIHTE.
CocraBnenue kpoccpopaa. CucreMaTu3alus U3y4eHHbIX HOPMAaTUBHBIX aKTOB.
TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH Pad0oThI
1. CocraButh KpoccBop/ o Teme 1.4. 8
2. IlpoBecTu cucTeMaTH3aIMIO U COCTABUTD MEPEYCHh HOPMATUBHBIX aKTOB IO Teme 1.4. 1
Tema 1.5. CoBpemenHast op- 33
raHu3anusi apxuBHoro aejga | Coaep:kaHue 8
B Poccun 1 | Opransl ynpasiieHUs! apXUBHBIM JeioM B Poccun
2 | Cucrema apxuBoB Poccun
I'ocynapcTBeHHbIE apXUBHIL.
MyHunumnagbHble apXUBBI
BenoMcTBeHHbBIE apXUBHBIE CITY>KOBI.
HerocynapctBeHHbIE apXUBBI.
3HMC (3oHanbHbIE HAYYHO-METOAMYECKHE COBETHI)
POUA (Poccuiickoe 0011eCTBO HCTOPUKOB-apPXUBHUCTOB)
IIpakTHYeckHe 3aHATHA 14
1. | M3yuyeHue paboThl TOCYJapCTBEHHBIX apXHBOB
2. | Nzyyenue pabOThl MYHUIIUITAILHBIX ADXUBOB
3. | Uzyuenue paboTbl apxuBa IpeANpUATHS
CamocrosiTesabHasi padoTa npu uzydyennu Tembr 1.5. 11

Cucremarnyeckas IpopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOH U CelnanbHOM apXUBOBEIUECKOM TUTEpaTypsl (110 BOIpocaM
K maparpadam, riaaBaM y4eOHBIX TTOCOOUH, COCTABIICHHBIM ITPETOIaBATEIIEM ).

[MonroroBka K MPaKTUYECKHM 3aHATHSAM C UCIIOJIB30BAaHUEM METOIMUYECKUX PEKOMEHIAIMH MmperonaBaTens, opopMiieHHE
IPaKTUYECKUX padOT U MOATrOTOBKA K UX 3allUTE.

Cocrasnenue tecta. Hanucanue cooOmenusi. CuctemMaTu3anus 3HaHUN 00 apXuBax U MPOBEJCHUE CPABHUTEIBHOTO aHAJIH-
3a.

TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH PadoThI
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1. CooOmienune Ha Temy «IlocTpoeHre CHCTEMBI yIIpaBIEHUS] ApXUBAMUI) 2
2. CocraBnenue Tecra o teme 1.5. 8
3. CucremaTtu3zanys 3HaHUI 00 apXuBaxX M MPOBEICHUE CPABHUTEIHLHOTO aHAIM3a ACATEIbHOCTH M TIOCTPOCHUS Pa3HBIX 1
BUJIOB apXHBOB.
Tema 1.6. O6merocyaap- 30
CTBEHHbIE¢ MeXaHU3MBbI pe- | CoxepikaHue 16
ryJIMPOBaHUS U yHpaBJie- 1 | IloaroroBka 3aKOHOAATEIBHBIX U BBHICIIMX HOPMATUBHBIX M PACHIOPSAUTEIbHBIX aKTOB:
HHS apXUBHBIM J1esioM Poc- Ha (enepantbHOM YPOBHE;
CUH Ha ypoBHE cyObekToB Denepanuu
2 | PyKoBOJICTBO rOCyJapCTBEHHBIMH aPXUBHBIMHU YUPEKICHUSIMHU:
Ha (enepabHOM YPOBHE;
Ha ypoBHe cyOBbekToB Denepanuu
3 | PykoBo/iCTBO apXUBHBIMH YUPEXKJICHUSIMU HA MYHUIIMIIAIHLHOM YPOBHE
4 | B3auMoneiicTBIE OPraHOB YIPaBJICHUSI ApPXUBHBIM JEJIOM C OpraHaMH 3aKOHOJATEIb-
HOM, UCTIOJIHUTEJIbHOM BJIACTH, CyAa U IPOKYpaTypbl:
Ha (enepantbHOM YPOBHE;
Ha ypoBHE cyObekToB Denepanuu
5 | B3aumoneiictBue ®@enepanbHOro apXMBHOIO areHTCTBa Poccuy ¢ apXUMBHBIMH CITyK-
O0amu cyonekToB Deneparuu
6 | B3aumopeiicTBue TOCYAapCTBEHHBIX apXUBHBIX YUPEKACHUN C HErOCYJapCTBECHHBIMU
OpraHu3alysIMH 110 BOPOCAM MOCTAHOBKH B HUX apXHBHOTO JeNa
7 | Opranu3allMOHHO-METOIMYECKOE B3aUMOJICHCTBUE TOCYJApPCTBEHHBIX ApPXHUBHBIX
YUPESKACHUN 1 MyHULIUTIAIBHBIX apXUBHBIX CITYkKO
IlpakTHyeckne 3aHATHSA 4
1 | PaccmoTpeHne cUCTeMBbl pyKOBOJCTBA apXMBHBIMHU CIIY)KOaMHM M MX B3aUMOJICHCTBHE
MEXy OO0
CamocrosiTesbHast padora npu uzydyennu Tembr 1.6. 10
CuctemaTudeckas mpopab0OTKa KOHCIIEKTOB 3aHITHM, YI€OHON U CIIEIMaIbHON apXUBOBEIUECKOMN JTUTEPaTyphl (TI0 BOIIpocam
K nmaparpadgam, riaaBaM y4eOHbBIX TOCOOUH, COCTaBICHHBIM IIPETIOIaBaTeNIEM).
[TonroroBka K MpPakTUYECKUM 3aHSATHSAM C HCIIOJIb30BAHMEM METOJIMYECKHUX PEKOMEHJalui mpernojaaBareis, ohopMieHHe
NPaKTUYECKUX pabOT U MOJATrOTOBKA K X 3aIIHTE.
CocraBnenue Tecra. Hanucanme cooOuieHus.
TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH PadoThI
1. Hamucanue coobmenust «B3anMoeiicTBie apXUBHBIX CIY)KO C IPYTUMH OPTaHU3aIUSIMI) 2
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2. CocraBnenue Tecra 1o teme 1.6.

Paszgea IIM 2. I'ocynap-
CTBEHHbIE, MyHMLIMTIAJIbHbIE
apxXuBbI U APXUBbI OPraHu-
P 110707 1

96

MK 02.02. I'ocynapcTrBeH-

Hble, MyHUIIUNIAJIbHbIE ap-

XHBBI U APXHUBBI OPraHu3a-
1107041

96

Tema 2.1. I'ocynapcTBeHHbIE
apXUBBI
(Hobaenenwt 113 3a cuem 6a-
puamusenou yacmu — 4 4.)

15

Conepxanue

1

CoBpeMeHHasl OpraHu3anusi, CTpyKTypa, HallpaBJiIeHUs! AE€ATEIbHOCTU IOCY1apCTBEH-
HBIX apXUBOB.

Opranuzanus pabOThl apXyBa: YIpPaBJICHHUE apXHUBOM; IJIAHWPOBAHUE U OTUYETHOCTD
apXuBa; OpraHu3anus TpyAa paOOTHUKOB apXHBa; BBHIMOJIHEHHE IUIATHBIX padOT U
yCIIyT; MapKeTHHI apXMBHON HMH(OpMaIuu; HayyHO-MeTOoAWYecKas paboTa apxuBa,
OpraHu3anysl NpUMEHEHUs WH()OPMALMOHHBIX TEXHOJIOTUH B apXHBe; OpTaHU3alUs
paboThl apxuBa C M3AATEIBLCTBOM; MPaBOBasi OXpaHa MH()OPMAIMOHHBIX MPOIYKTOB,
CO3/IaHHBIX B apXUBe; MpodeccnoHanbHas ITHKA apXUBUCTA

JloKyMeHTalbHbIE ApXUBHBIE KOMIUIEKCHI 10 UICTOPUM CTAHOBJIEHUS M pa3BUTHUS POC-
CUICKOI TOCYIapCTBEHHOCTH U T'Pa)KIAHCKOTO OOIIECTBA B FOCYAapCTBEHHBIX apXH-
Bax (PCAJIA, PTUA, TAP®)

IIpakTnyeckue 3aHsATHS

1 | I'ocynapcTBenHble apxuBbl PO kak crcremMa peTpocneKTUBHONW HHPOPMALUU

CamocrosiTeqbHast padora npu uzyyennu Tembi 2.1.

Cucremarnueckas IpopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOM U CelnanbHOM apXUBOBEIUECKOM TUTEpaTyphl (110 BOIIpocaM
K maparpadam, riaaBaM y4eOHBIX TTOCOOUH, COCTABIICHHBIM ITPETIOIaBATEIIEM ).

[MonroroBka K MPaKTHUYECKHM 3aHATHSAM C UCIIOJIB30BAHUEM METOIMUYECKUX PEKOMEHIAIMH mperonaBaTens, opopmiieHHEe
MPAKTUYECKUX PabOT U MOJArOTOBKA K UX 3alllUTE.

Hanucanue cooGmenus. [TonroroBka KOHCIEKTA.

TeMaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH Pad0oThI

1. ToaroroButh coobuieHne Mo TeMe «JlOKyMEeHTaJbHBIE apXHMBHbIE KOMIUIEKCHI 0 MCTOPUU POCCHMCKON apMUU H
¢rora B rocynapctBeHHbiX apxuBax (P BUA, PTABM®, PI'BA)» unn «/lokymeHTanbHbIe apXUBHBIE KOMITJIEKCHI 10
HCTOPUU KOHOMHUKH U COIIMAJIBHOTO Pa3BUTHUSI COBETCKOTI'O OOIIECTBA, HAYKH M TEXHUKU B TOCYIApPCTBEHHBIX apXH-
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Bax (PTAD, PTAHT)» (o BeIOOpY)

2. TlonroroButh coobiieHue Mo TeMe «/{okymMeHTaabHble apXUBHbIE COOpPAHUS 1O UCTOPUM OTEUECTBEHHOM JHMTEpaTy-
PBI, HCKYCCTBa U 0OIIeCTBEHHON MbICcIH B rocynapcTBeHHbIX apxuBax (PIAJIN, PTAK®, PITA®I)» nmu «/oky-
MEHTaJbHbIE apXuBHBIC KOMIUIEKCHI 10 ucTopuu KIICC, o0OmmiecTBeHHBIX OpraHU3alii U MOJIMTHYECKHUX mapTuii Poc-
cuu (PTACIIN, PTTAHW)» (1o BeIOOPY)

3. TloaroroButh KOHCHEKT MO Teme «Crenuaan3upoOBaHHBIC apXWBBI ayJAHOBU3YAIbHBIX M MAIIMHOYUTAEMBIX (DJICK-
TpoHHBIX) N0KyMeHTOB: PUAHT/I, PTA®/JI, PTAK®D/»

Tema 2.2. MyHuUIMnIaJIbHbIE
apXuBbI
(Hobaenenwt 113 3a cuem 6a-
puamusenou yacmu — 2 4.)

15

Conep:xxanue

1

CoBpeMeHHasl OpraHu3anus, CTpYKTypa, HallpaBJICHUs NEATEIbHOCTH MYHMIIMIIAJIb-
HBIX apXHUBOB.

IIpa

KTH4YC€CKHUE 3AaHATHUSA

1

HpaBa N OTBCTCTBCHHOCTh MYHUIIUITIAJIBHBIX apXHNBOB

2

[TnanupoBanue u opraHu3zaiysi paboThl MyHHIIMIIAIILHOTO apXHUBa.

3

OTYeTHOCTH MYHUIMIIAJIBHOT'O apXKBa.

CamocrosiTesbHast padora npu uzydyennu Tembr 2.2.

CuctemaTudeckasi mpopab0OTKa KOHCIIEKTOB 3aHITHI, Y4€OHON U CIIEIUaIbHON apXHUBOBEIUECKOMN JTUTEPaTyphl (TI0 BOIIpocam
K nmaparpadgam, riaaBaM y4eOHbBIX TOCOOUH, COCTaBICHHBIM IMIPET0IaBaTeNEM).

[TonroroBka K MpPaKkTUYECKUM 3aHSATHSAM C HCIIOJIb30BAHMEM METOJIMYECKHX PEKOMEHJalui mpernojaaBareis, odhopMieHHe
NPaKTUYECKUX pabOT U MOJATOTOBKA K X 3aIIHTE.

Hamucanne nokmazna. I[TonroroBka KOHCIIEKTA.

TeMaTuka BHeayIMTOPHOI CAMOCTOSITEJIbHOMH Pad0OThI

1. TlogroroButh nokian Ha Temy «MyHHIIMITaTbHBIE apXUBBI MOCKOBCKOW 00JacTH: CTAaHOBIICHUE, PA3BUTHE, COBpPE-

MCEHHO€ COCTOAHHUEC»

2. TloaroroButh KOHCHEKT «IIpaBuiia oOpalieHus ¢ 3anpocaMi B MyHUIIMTIAIbHBIE apXHBBI)

Tema 2.3. @enepajbHbie Op-
raHbl HCMOJHUTEIbHOM BJIa-
CTH ¥ OPraHU3alMu, 0Cy-
LIEeCTBJISIIONINE eN03UTap-
HOe XpaHeHHe T0KYMEHTOB
AD PO, naxoasimuxcs B de-
JAepajibHOI COOCTBEHHOCTH
(Tema oobasnena 3a cuem 6a-
puamusrnou yacmu — 8 4.)

12

Conepxanue

1

MBJI Poccun, MUJI Poccun, Muno6oponsr Poccun, CBP Poccun, ®Cb Poccun,
®CO Poccun, ®CKH Poccun, ®CHUH Poccun, ®MC Poccun, ['ocynapcrBeHHas
Kopropanusi mo aromHou sHepruu "Pocarom", Pockaprorpadus, Poccuiickas akane-
MU CEJIbCKOXO3MCTBEHHBIX HayK, Poccuiickas akagemuss MEIULIMHCKUX HayK, Poc-
cuiickas akajemusi oOpa3oBaHus, Poccuiickas akajgemusi XymoxecTB, Poccuiickas
aKaJeMHUsl apXUTEKTypbl W CTPOMTENbHbIX Hayk, ['Y "Bcepocculiickuii HayuyHO-
MCCJIEI0OBATEIbCKUN WHCTUTYT THAPOMETEOPOJOTHUECKOW MH(popManuu - MupoBoid
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neHTp gaHHbix" (1. O0HUHCK), ®I'Y "T'ocynapcTBeHHBIH (OH[ TEIEBU3UOHHBIX U pa-
nuonporpamm” (T. MockBa), ®enepaibHOE TOCYIapCTBEHHOE YHHTApHOE HAy4HO-
IPOM3BOJACTBEHHOE mpeanpustue "Poccuiickuii  (enepanbHblii  reoa0rnyecKuii
doua" (r. Mocksa), ®I'VII "Poccuiickuii Hay9HO-TEXHUYECKUN HEHTP WHPOpMAIUH
M0 CTaHAApPTH3aIMU, METPOJIOTMH U OIeHKe coorBercTBUs" (. MockBa), Ciyx0a
crienuagbHbIX 00beKTOB npH [Ipesuaente PO

IIpa

KTHYC€CKHEC 3aHATHUSA

1

Pabora ®enepanbHBIX OPraHOB M OPraHU3AIMM, OCYIIECTBISIONIMX JEMO3UTAPHOE

XpaHeHHE TOKyMeHTOB AD P®

CamocrosiTesbHast padora npu uzydyennu Tembr 2.3.

CuctemaTudeckasi mpopab0OTKa KOHCIIEKTOB 3aHITHM, Y4€OHON U CIIEIMaIbHON apXHUBOBEIYECKOM JTUTEPaTyphl (TI0 BOIIpocam
K naparpadgam, riaaBaM y4eOHbBIX TOCOOUH, COCTaBICHHBIM MIPETIOIaBaTENIEM).

[ToaroroBka K IMpakTUYECKUM 3aHATHSM C HMCIIOJIb30BaHHMEM METOAMYECKMX PEKOMEHJAlMH mpenojasaress, opopMieHHe
NPaKTUYECKUX pabOT U MOJATrOTOBKA K X 3aIIHTE.

Hamucanne noxiana.

TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH Pad0oThI

1. HO,Z[I‘OTOBI/ITB AOKJIaa Ha TECMY «COBpeMeHHaH opraHu3anusa U NCPCIICKTHUBLI PA3BUTHUA BCAOMCTBCHHBIX ApXHWBOB B

P®y

Tema 2.4. ApxuBBI Opranu-
3anui

(Lobasneno 3a cuem sapua-
MUBHOU Yacmu. meopemuue-
ckue yacol — 7 4., [13— 11 u.)

54

Conep:xxanue

14

1

Opranunszanust padoTsl apxuBa. JJIEKTPOHHBIH JOKYMEHT0000pOT.
Co3aHue apxyBa OpraHu3allvi.

DNEKTPOHHBIA TOKYyMEHTOOOOPOT.

[Tpuém-nepenaya JOKyMEHTOB IIPH CMEHE PYKOBOJUTENS apXHUBa

ITopsnok npuéma-nepenayu JOKYMEHTOB IIPU PEOPTaHU3aLUK OpPraHu3auu

MeTtoauyeckoe obecrnieyeHue KOMILJIEKTOBAHUS U IKCIEPTHU3bI LIEHHOCTH I0KY-
MEHTOB.

Tunosble U MpUMEPHbBIE IEPEUHH TOKYMEHTOB, MOJI0KEHNE 00 AKCIIEPTHON KOMHUCCHH
CTPYKTYPHOTO MOApAa3AeCHUs] Uiau opranuzanuu. CocTraBlieHHEe HOMEHKJIATYphl Ael
opraHuzaryu, yupexaenus, Gupmor. 11

MeToanyeckoe odecniedeHue ONMUCAHUS TOKYMEHTOB M e/, CO3AaHUS HAY4YHO-
CIIPaBOYHOIO anmapara.

OcHOBHBIE IIpaBUJIa pa0OTHI APXUBOB OpraHu3anuii. THNOBbIE 3ar0JOBKH Je]l.
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4 | Metoauueckoe odecrieyeHrne COXPAHHOCTH IOKYMEHTOB.
Crangaptel ¥ ycioBus oOecriedeHUs (PU3NKO-XUMUYECKON COXPAaHHOCTH JTOKYMEH-
TOB. AKT MPOBEPKHU HATTUYUS JOKYMEHTOB

5 | MeToauyeckoe odecriedeHne yuera J0KyMeHTOB.
PernamMeHT LEHTPaIM30BaHHOTO T'OCYJAPCTBEHHOTO y4yeTa JIOKYyMEHTOB APXHMBHOTO
donga PD. [Tacopt apxuBa opraHu3aiuu, XpaHs;AIiel ynpaBiIeHYECKYO TOKYMEHTa-
o, HTJI, KOD/I. JlIokyMEHTBI BHYTPEHHETO YUE€Ta B apXUBE OpraHu3aluu

6 | MeToaunueckoe odecnevyeHue UCIOJIb30BAHNS JOKYMEHTOB apXHBa OPraHU3aI[UH.
PerynupoBanue noctyma K JOKyMEHTaMm apxuBa opranu3aiuu. Lleaw u dopmsl uc-
M0JIb30BaHN s, UCTIOJTHEHHE 3alPOCOB, IPaBUJia pabOThI YUNTAIBHOIO 3aja.
KOoHTpOnh HCTIOMHEHHS COIMATbHO-TIPABOBBIX 3aIIPOCOB

7 | CocTaB apXuBa OpPraHU3aNMu.
ApXUB ynpaBiIeHUECKON NoKyMeHTauuu. HaydHo-TeXHHUYECKUN apXuB. AyIHOBU3Y-
abHBIN apXUB. APXUB JTOKYMEHTALIUU Ha 3JIEKTPOHHBIX HOCUTEISX.

IlpakTHyeckne 3aHATHSA 22

1 | PaGora B cucTeme 3JIEeKTPOHHOTO JOKYMEHTO000pOoTa

2 | Pabora no skcnepTr3e NEHHOCTH JOKYMEHTOB.

3 | Pa3zpabotka u Benenue kiaccudukaropoB, Tabeneit U Ipyrux CIPaBOYHUKOB IO JIO-
KyMEHTaM OpraHu3aluu

4 | CocraBiieHre 10TOBOpa O IMepeave Jesl Ha rocyAapCTBEHHOE XpaHEHUE U O JETO3H-
TapHOM XPaHEHUH JIOKYMEHTOB

5 | PaboTta mo mpuemy U parMoOHAJILHOMY pa3MENICHUIO JOKYMEHTOB B apxuBe (B TOM
YHCJIe U JOKYMEHTOB I10 JJUYHOMY COCTaBY)

6 | PaboTa mo MCHoJIb30BaHUIO ApPXWBHBIX JOKYMEHTOB M OOCCIICUCHHIO PYKOBOJICTBA M
KOHTPOJISI 32 IeATETHHOCTBIO apX1Ba

7 | CocraBieHue akTa NPOBEPKH HATMYMSI JOKYMEHTOB B apXUBE.

CamocrosiTesibHas padoTa npu u3ydyeHun Tembl 2.4. 18

Cucrematuieckasi mpopadoTKa KOHCIT
K maparpadam, riaaBaM y4eOHBIX TTOCO

€KTOB 3aHATHH, y4eOHOU U CIIEIMAIEHON apXHUBOBEIYECKOM TUTEPATypHI (110 BOIIpocam
Ouii, COCTAaBJICHHBIM TIPETO/IaBaTeIeM).

HOI[FOTOBKa K OPAaKTUYCCKUM 3aHATHAM C HCIIOJIB30BAHHUCM MCTOAUYCCKUX peKOMGHI[aI_[I/II\/'I nmpenoaaBareiiAi, Oq)OpMHGHI/Ie

MPAKTUYECKUX PabOT U MOJATOTOBKA K

UX 3a1IuTe.

[Toxbopka u aHanu3 0Opa30B HHCTPYKIIHIA, TTOJIOKEHUN O IeTOMPOU3BOJICTBE M apXHUBE Opranu3anuu. Hanmcanme mokiana,
KoHcnekTa. CocTaBlieHUE MepedHs JOKYMEHTOB, 00pa3yIoOIUXCcsl B IEATEIbHOCTH HETOCYAAPCTBEHHBIX OpraHU3alHii
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TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH Pad0oThI

1. TlomoGpath OOpa3lbl UHCTPYKIIUH O JEIOMPOU3BOJICTBE, MOJOXKEHUS 00 apXuBeE, MOJDKHOCTHBIX MHCTPYKIIUU CO- 4
TPYAHUKOB apxuBa (1o BeIOOpPY). [IpoBecTn aHamm3 coctaBa 3TUX JOKYMEHTOB, OTMETUTh TUIIOBBIE (hpa3sl (KIIUIIIE).
2. TlonroroBuTh noKjIaa Ha TeMy «BbIloJIHEHNE TUIATHBIX Pa0OT U YCIYT B apXUBE» 4
3. TloaroroButh Aokaan Ha TeMy «KOHTpOIb 3a COCTOSIHUEM XpaHEHHs JOKYMEHTOB M UX OpraHU3alMell B AEJIOMpPOu3- 4
BOJICTBE CTPYKTYPHBIX MOJIpa3ICIECHUI»
4. TloaroToBUTH KOHCIIEKT Ha TeMy «JloroBop o mepenaye JOKyMEHTOB Ha XpaHEHHE U O JACTO3UTE C TOCYIapCTBEHHON 1
ApXUBHOM CITYX)00i1»
5. CocTaBuTh nepeyeHb JTOKYMEHTOB, 00pa3yIOIIMXCs B IEATEIbHOCTH HETOCYIapCTBEHHBIX opraHu3anuii (He Mmenee 20 4
HAaMMEHOBAaHUI )
6. CocraBuTh KOHCHEKT 10 TeMe «Kommepueckas TaiiHa, TaliHa JIMYHOM >KW3HH, aBTOPCKOE IMPaBO, TOCYIapCTBEHHAS 1
TailHa 1 HOPMAaTUBHBIC TOKYMEHTHI, 3aIIMIIAIONIIE TAlHY»
Pasznea IIM 3. Meroauka u 225
NPAKTHKA APXUBOBEAEHUS
MJK 02.03. MeTtoauka u 225
NPAKTHKA APXUBOBEICHUS
Tema 3.1. HayuHno- ConepxaHue 20
MeToanYecKue OcHOBBI pa- | 1 | IlpuHuunel opranu3anus 10kyMeHToB A® P®. HenpoOumocTh apXUBHBIX (POHIOB 10
00ThI C ADXUBHBIMH JOKY- U UX KOMIUIEKCOB KaK HEOOXOIMMOE YCIOBHE Hay4yHOH OpraHu3aluu JOKYMEHTOB B
MEHTaAMU cocraBe AD PO.
(obasnenvt 113 3a cuem 6a- | 2 | TIpouecc opranu3amusi J0KYMeHTOB Ha ypoBHe A® P®. Kiaccubukauus IoKy-
puamugnou yacmu — 4 u.) MEHTOB B mpenenax apxupa. Kmaccudukamnuss JOKYMEHTOB B Mpeesiax apXUBHOIO
¢donna. [lonsrue «apxuBHbI (GoHI». Buabl apxusnoro ¢oumaa. [lonarue «ponmo006-
pazoBatenby. OOHIMPOBAHUE JOKYMEHTOB. XPOHOJOTHYECKUE TPaHUIBI apXUBHOTO
¢doHIa; X 3HAUEHHE JUIS BBIABICHHS MOJHOTHI COCTaBa ero JOKyMeHTOB. DoHIOBBIE
YUETHbIE TOKYMEHTBHI.
IIpakTHyecKue 3aHATHSA 10
1 | Opranu3anusi 10KYMEHTOB BHYTPH apXuBHOro (onaa (ompeneneHue ¢GOHIOBOU
MPUHAIIICKHOCTU JTOKYMEHTOB)
2 | OdopmiieHue (POHIOBBIX YUYETHBIX JOKYMEHTOB: omucei ¢oHma, nucra QoHna,
OIMCH AJIEKTPOHHBIX JOKYMEHTOB, peecTpa OMHUCEHl Jel, JOKYMEHTOB; aKTa OMMCAHUS
apXUBHBIX JOKYMEHTOB, EpepabOTKU OMKUCEN U Tp.
Tema 3.2. KommiekroBanue | Coagep:kanue 24
A® P® uskcneprusa nen- | 1 | KommiekroBanue apxusHoro donga P, 10

20



HOCTH JOKYMEHTOB [Tonatue o komIuiekToBaHuu. Pasrpannyenus Gopm cOOCTBEHHOCTH Ha apXHUBHBIE J10-
(Tema oobasnena 3a cuem 6a- kyMeHThl ¢ 2004 T: rocygapcTBeHHass COOCTBEHHOCTh, B TOM uuciie deaepaibHas U
puamugnou yacmu — 24 u.) cyobekToB Poccuiickoit denepanyy, MyHUIMNIAIBHAS U YacTHas. 3a1a4ll KOMILIEKTO-
BaHUS rOCYJapCTBEHHBIX U MYHHUIMIAIbHBIX apXMBOB, apXUBOB opraHu3auuii. [Tons-
THE «UCTOYHUK KOMIUIEKTOBaHUs». Kputepun ornpeneneHusi HCTOUHUKOB KOMILIEKTO-
BaHUS T'OCYAAPCTBEHHBIX U MYHUIUMNAIBHBIX apXWBOB. MICTOUHMKN KOMIUIEKTOBAHUS
apXHUBOB OPraHMU3ALUN.
[TonsiTue o popmax mpremMa TOKyMEHTOB. BEIOOpOYHBIN TpHeM JOKYMEHTOB.
Cnucku yupexaeHu (JIMI]) ICTOYHUKOB KOMIUIEKTOBAHUS TOCY/IapCTBEHHbBIX, MyHH-
LUNAJIbHBIX U apXUBOB OpraHU3aIi
2 | DkcnepTu3a meHHOCTH T0KyMeHTOB (DL1JI).
[lonATHe <«@KCHEpTU3a LEHHOCTH JAOKYMEHTOB». HaydHo-MeToguueckue OCHOBBI
OIJ. Kputepun skcriepTu3bl HEHHOCTH JOKYMEHTOB. I'pyIIIIbl KpUTEPUEB MPOUCX0XK-
JI€HUs, COAEPIKaHUs, BHEIIIHUX OCOOCHHOCTEH.
Ocob6ennoctu Metoauku nposeneHust D1J] 1oKyMEHTOB TMYHOTO IPOUCXOMKICHUSI.
CoBpeMeHHas cuCTEMa HOPMAaTUBHO-METOANYECKUX MOCOOUH MO 3KCIEPTU3E LIEHHO-
CTH NOKYMEHTOB. [lepeynu n1okyMeHTOB. THUIIBI U BUBI IEPEYHEN.
Opranu3anus 3KCHEpTH3bl LEHHOCTH JOKYMEHTOB. CHCTeMa 3KCIEPTHBIX OpPraHOB
(OK, DIIK, I2IIK). Ux 3amaun u ¢yHKUUU. JJOKYMEHTHI, 3aKpeIUISIOIUE UX Aes-
TEJIBHOCTb.
[TonsATHs «0CO00 IIEHHBIE» U «YHUKAJIbHBIC» JOKYMEHTHI. BhIsBICHHE 0C000 IIEHHBIX
JOKYMEHTOB.
IIpakTHYeckHe 3aHATHA 14
1 | Honoxkenune 06 3xcnepTHOii Komuccuu (IK)
2 | DOKcnepTH3a EHHOCTH J0KYMEHTOB M0 NMepeYHsIM
3 | OdopmiieHHEe TOKYMEHTOB, cBsi3aHHBIX ¢ DIJ]
Tema 3.3. Opranusauust ConepxaHue 18
y4éTa 10KYMEHTOB 1 | Cucrema yyera apXuBHBIX IOKYMEHTOB. 8
(Tema Oobasnena 3a cuem 8a- CocTaB u Ha3HauYE€HUE OCHOBHBIX YUETHBIX JOKYMEHTOB. [loHsATHE «cTpaxoBoi (hoHI»
puamusHou yacmu — 18 u.) 1 «(pOHJ MOTb30BaHUs». KHUTH U KapTOYKM y4yeTa apXMBHBIX JOKYMEHTOB.
IIpakTHYeckHe 3aHATHSA 10
1 | CocraBienne yuéTHBIX J0KYMEHTOB apXHBA.
Tema 3.4. CnipaBouHo- ConepxaHue 30
NMONCKOBBIE cpeacTBa apxu- | 1 | CnpaBo4HO-NIOMCKOBBIE CpPeACTBA APXMBOB OPraHM3anMii, MYHHIMNAJIbHBIX H 12
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Ba (HCA) roCyJapCTBEHHBIX APXUBOB.

Haznauenue cripaBouHO-IOMCKOBBIX cpeAcTB. [loHsTHE «miepBUUYHAs HHGOpMAIUA» U
«BTOpUYHAsT MH(OPMAIHS», «CUCTEMay», «ApPXUBHBIA CIPaBOYHUKY», «cuctema CIIC
apxuBay. CocraB u pynkiuu cuctembl CIIC, mporecc X co3MaHus ¥ UCTIOIb30BAHMS.

2 | Ofs13aTebHbIE APXHBHBIE CIPABOYHUKH B TOCYIapCTBEHHBIX, MyHHIUNATbHBIX
U apXMBax OpraHu3auui
Onucanue JOKYMEHTOB KaK OCHOBA CO3/IaHUS apXUBHBIX CIPaBOUYHUKOB. [loHsATHE 00
OINMCAaHUU JOKYMEHTOB.
ApXUBHBIE OIIUCH U UX HA3HAYCHHUE.
[lyreBoauTeNnu U X Ha3HAYCHHE
CucreMaTHUeCKHMI KaTajor ¥ €ro Ha3HauYeHUe

3 | JlonmosHUTeIbHbIE apXHBHbIE CIPABOYHHKHU B IOCyIapCTBEHHbIX, MYHHIIUTIAIb-
HBIX M apXUBAX OPraHu3amuii
Temarnueckue U IpeaMeTHbIEC KaTajlory U UX Ha3HauYEHUE.
O030pbI TOKYMEHTOB U X Ha3HAYCHHE.
YKka3arenu U UX Ha3HaA4YCHHE.

IIpakTHyecKue 3aHATHSA 18

1 | Onucanmne 10KYMEeHTOB H 1€

2 | CocTaBJjieHHe ONMCH M CIIPABOYHOIO anmnapara K Heil

3 | Co3naHue TEMATHYECKOr0 KATAJOra

4 | OdopmiieHHe KapTOYeK MOCTEIAKHOIO W MoGOHIAOBOro Tomorpadgpuueckoro
yKazaTeJs

Tema 3.5. Ucnosib3oBanne | Coaep:kanue 34
apXHBHBIX IOKYMEHTOB 1 | Mcnoab30BaHMe AapXHBHBIX JAOKYMEHTOB — COCTaBHasi 4acTb HAay4HO- 12
(Tema oobasnena 3a cuem 8a- HH(OPMALIMOHHOM 1eATeJILHOCTH APXUBOB.
puamusHou yacmu — 34 u.) [ToHATHS «MHTEHCUBHOCTH» M «3()(PEKTUBHOCTH» HCHOJIB30BAHUS APXHMBHBIX JIOKY-

MeHTOB. Buapl u Tumsl 3()(QEeKTUBHOCTH HCIONB30BAHUS PETPOCIIEKTHUBHON JIOKY-
MEHTHOH nH(popmarmu. Metoasl omnpeneneHus 3h(HEeKTUBHOCTH HCIIONB30BaHUS ap-
XUBHBIX JOKYMEHTOB. llenu ucnonp3oBanust 1OKyMeHTOB AD PPD. ®opMbl HCTIOJIB30-
BaHUS apXHMBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX, MyHUIIMIIAIBHBIX M apXHUBaxX Op-
TaHU3aMH.

2 | Opranmu3anus UCMoJb30BaHNUs IOKYMEHTOB B TOCYAapCTBEHHbIX 1 MYHUIIHNAJb-
HBIX apXHBax
[TonaTne 06 opraHM3alyy MCIOJIF30BAaHMs APXUBHBIX TOKyMEHTOB. CTpyKTypa opra-
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HU3AIMH UCIIOIb30BaHUs. Buibl HH(POPMAIIMOHHBIX JOKYMEHTOB B apXUBaXx.
[logrotoBka  TE€MaTH4YeCKUX,  HAy4HbIX,  HAYYHO-IIONYJIAPHBIX,  PEKIAMHO-
MH(POPMAIIMOHHBIX CTaTel, MOA00POK JOKYMEHTOB U JPYTrUX MaTepHUajoB JIJs MEpUo-
JMYECKON NeYaTu, paJyo U TeJIeBU3HOHHBIX Nepeaayd, KHHO(PUIbMOB.

Opranun3anus ucnoJb30BaHUsl JOKYMEHTOB B apXHBaX OpraHM3anuii
HcnonHenue 3anpocoB rpaxkIaH M OpPraHU3aluil COLMAIBHO-IIPABOBOIO XapakTepa.
Pabora unranpHOrO 3ana apxuBa. Beiada fen Bo BpeMeHHOE Iosib3oBaHue. Mcmonb-
30BaHHE JOKYMEHTOB apXWBa MpU MOATOTOBKE MHGOPMAIMOHHBIX MEpONPUATUH, B
CpeICTBaX MacCOBOM MH(OPMAIUHU U MYOIUKAIIMOHHON JNEATENbHOCTH. YUET HCIIONb-
30BaHMs A€ U JOKYMEHTOB apXMUBa.

IIpa

KTH4YC€CKHUE 3AaHATHUSA

22

Od¢opmiieHHe y4eTHBIX JOKYMEHTOB, OTPAKAIOIIMX JABUKEHHE APXUBHBIX /10KY-
MEHTOB H J1eJI

AKT mpuema-niepefaud Jied, akT O BblJauy€ ApXUBHBIX JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHKE, aKT BO3BpaTa apXMBHBIX JOKYMEHTOB COOCTBEHHHKY, aKT O pa3eleHHH,
00BbEIMHEHNH, BKIIOUYEHUHU B JieJla HOBBIX APXMBHBIX JIOKYMEHTOB, aKT 00 W3bSITHUU
MOJUTMHHBIX €WHUI] XPAaHEHUs!, ApXUBHBIX TOKYMEHTOB; aKT 00 OOHApyKECHUH apXUB-
HBIX JOKYMEHTOB; aKT IpHUEMa-IIepeaadyn CTPAaxOBbIX KOMUHN Ha CIIELMAIIBHOE XpaHe-
HUE; aKT NMPOBEPKU HAJIMUUS M COCTOSHUS apXMBHBIX JOKYMEHTOB; (pOopMa 3aka3a Ha
BbIJJa4y apXHUBHBIX JOKYMEHTOB

Tema 3.6. ABTOMaTHU3UPO-
BaHHbIE apXUBHbIE TEXHO-
JIOTHH

Conepxanue

18

1

Oprann3zanusa uHpOpMaTH3alMKU APXHUBHOIO JeJIa HA coOBpeMeHHOM JTamne. Hop-
MaTHBHas 0a3a aBTOMAaTH3allMU apxUBHOro jaena. CoBpeMEHHbIE aBTOMAaTH3HPOBAH-
HbI€ apXHUBHbBIE TEXHOJIOTHU.

IIpa

KTHYC€CKHEC 3aHATHUSA

10

1

HOpﬂ)lOK NMPUHATHSA IJICKTPOHHBIX TOKYMCHTOB B apXHUB

2

3anosiHeHHe JIEKTPOHHBLIX (OPM yuyeTa, HCHOJIb3YS JIEKTPOHHBIN JOKYMEHTO-

o0opoT

CamocrosiTeJibHas padoTa npu u3yyenun pasjaesa [IM 3.

Cucrematuieckas mpopadOTKa KOHCIIEKTOB 3aHATUH, y4eOHOH U ClielMaibHOMN JINTEpaTyphI (IT0 BOIpocaM K naparpadam,
rJ1aBaM y4eOHBIX MOCOOMIA, COCTaBICHHBIM MPETIOAaBATEICM ).

HOI[FOTOBKa K IIPAKTHUYCCKUM 3aHATHAM C UCITIOJIB30BAHUCM MCTOAUYCCKUX peKOMGHI[aI_[I/Iﬁ nmpernoagaBareli, O(bOpMJIeHI/Ie
MPAKTUYECKUX PabOT U MOJArOTOBKA K UX 3alllUTE.

CocraBnenue nepeunss Gopm nokymeHToB. Hammcanme nmoknana, coobmenus. Onucanne cutyanuu. COCTaBICHHE TECTa,

75
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KpoccBopaa u npe3eHrannu. CocrabiieHne cxeMbl. CocTaBlIeHHE III0CCapusl.

TeMaTuka BHeaAyIMTOPHOI cAMOCTOSITEJIbHOMH PadoOThI
1. CocraBnenue nepeuns: yHU(GHUIMPOBAHHBIX YUETHBIX M UHBIX ()OPM apXUBHBIX JOKYMEHTOB Ha ocHOoBaHuu [Ipukaza Mu-
HUCTEPCTBA KYJIbTYpPhl 1 MacCOBBIX KOMMyHUKaruit PO ot 10 certsiops 2007 roga N 1273

N

. Haniucanue noxnana «Opranusanys JOKyMEHTOB B apXUBax: MOHATUE U IPU3HAKKY;

HOI[FOTOBI/ITI) MMPE3CHTAI IO «9KCHepTI/I33 HNECHHOCTH NOKYMCHTOB: ITOHATHUC, HA3HAYCHUC, 3aJa9U U KPUTCPUN)),

[ToaroroButk npezeHTannio «CoBpeMEHHasi CUCTEMA MEPEUYHEN JOKYMEHTOB B PDy;

HOI[FOTOBI/ITI) MMPE3CHTAI IO ((CHpaBO‘IHO'HOI/ICKOBBIe CpEACTBa K JOKYMCHTAM apX¥HBa: BUALI 1 HA3BHAYCHHUC),

Onucath cutyanmio « Mcnonp3oBaHne JOKYMEHTOB: OCHOBHbBIE HampaBJeHUs U GOpMbI (Ha KOHKPETHOM MTPUMEPE)»;

[TonroroButk npesenTanuio «Oco00 EHHBIE TOKYMEHTHI: IOHATHE, KPUTEPUH UX BBISIBICHUS U 0TOOPay;

[ToaroToBuTh coobmeHne « ['ocynapcTBEHHBIN peecTp YHUKAIBHBIX JOKyMEHTOB AD PDy

©|0| || LW

[TonroToBUTH TOKIA] «APXUBHOE XpaHEHUE JTMYHBIX (KaJPOBBIX) JOKYMEHTOBY

10. TToaroToBuTh AOKJIAT «APXHUBHOE XPAHCHHUE JTIMYHBIX KOJUICKITUI)

11. CocraBuTh cxeMy mnepeaadu AOKYMEHTOB IIOCIIE JEJIONPOU3BOJCTBEHHOIO I'OJja B apXUB B 3aBUCUMOCTH OT CpOKa Xpa-
HEHUs TOKYMEHTOB

NN 0~

12. CocTaBiieHH€e TeCTa N0 YYETHBIM JJOKYMEHTaM apxuBa (paboTa B MaJIbIX IpyIax)

13. CocraBnenne kpoccBopza o remam MJIK 02.03 (paboTa B MaJIbIX Tpynmax)

14. TTonrotoBuTh Aokian «OCHaIICHNE apXUBOB U X aBTOMaTH3alus» (BUIE0 Wi (POTO-psi)

15. CocraButs riaoccapuii no teme 3.6.

| [00|00

Oos3aTesibHAsE AyIUTOPHAs y4eOHasi HATPYy3Ka M0 KYPCOBOil padore (MPOeKTY)

Tematuka kypcosbix pador no MJIK 02.03:

1. Pa3paboTtka ronoxeHrne 06 apXxmuBe OpraHU3aIii | €T0 CTPYKTYPHBIX TOIpa3/ICICHUsX.

2. Paspabotka monoxkeHnus o0 sxcrepTHoi komuccuu (3K).
Homenkimatypa nen opranm3anuu u ee Buabl. Mcnonb3oBanue [lepedneit cpokoB XpaHEHHs JOKYMEHTOB (JeJ) TpH
COCTaBIICHUM HOMEHKJIATYPBI JIeTI.
®oH0BbIE YHUDUIIMPOBAHHBIE YUETHBIE TOKYMEHTHI.
YuudunupoBanHbeie GOpPMBI JOKYMEHTOB, UCIIOJIE3YEMBIE B IIPOLIECCE IKCIIEPTU3BI IICHHOCTH JTOKYMEHTOB.
Pa3pabotka u BeneHue kiaccuukaTopoB, Tabesneil 1 Ipyrux CIpaBOYHHUKOB 110 JOKYMEHTaM OpraHU3allu.
[Tpuem u panroHaTbHOE pa3MeIeHUE TOKYMEHTOB B apXUBE.
ObecrieyeHne yueTa U COXpaHHOCTH JOKYMEHTOB B apXHUBE.
Opranu3zaiiys UCIob30BaHUs APXUBHBIX JOKYMEHTOB B HAYUHBIX, CIIPABOYHBIX U MTPAKTHYECKHUX IEIISX.
lO Ocy1ecTBieHHE OpraHU3aMOHHO-METOANYECKOTr0 PYKOBOJICTBA U KOHTPOJIA 3a paboTO apXrBa OpraHU3aIiu.
11. JlokyMeHTaIbHOE COTPOBOKICHHUE IBUKEHUS ApXUBHBIX JIOKYMEHTOB U €Tl
12. Opranm3anysi aBTOMaTH3UPOBAHHOTO APXUBHOTO XPaHEHHS JOKYMEHTOB (J1€).

w
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13. UcTopust apxuBHOro aena B Poccun B 10peBOIIOLIMOHHBIN TEPUOI.

14. Ucropust apxuBHOTO nena B Poccuu B 20 Beke.

15. CoBpemenHas crpykrypa denepanbHoii apxuBHOK ciykO0bl. CeTh TOCYAapCTBEHHBIX M MYHULIUTIAIBHBIX apXUBOB.

16. CoBpemennsiii coctaB AD.P®. Knaccuduxarus qokymeHToB B nipenenax AD PO.

17. OcHOBHBIE BHJIbI APXUBHBIX (POHIIOB.

18. KommiekroBanue apxuBoB. CIIUCKU UICTOYHUKOB KOMILJIEKTOBAHUSI.

19. Cucrema HayyHO-CIIpaBOYHOTO anmapara K JokymeHTam A® PO.

20. Ucnionp3oBanme TOKyMEHTOB apxuBa. OCHOBHBIC (DOPMBI UCTIOIB30BaHMS TOKYMEHTOB AD PD.

21. TocynapcTBeHHbIH yueT JoKyMeHTOB AD PD. OcHOBHBIE BHIbI YUETHBIX JOKYMEHTOB.

22. lleHTpann30BaHHBIN TOCYIApPCTBEHHBIN y4eT TOKyMEeHTOB AD P®. JlIokyMEeHTHI IEHTPATM30BaHHOTO yUeTa.

23. ApXMB OpraHU3aLUH U €T0 PYHKITUH.

24. VcrioHeHnE COMaTbHO-TIPABOBBIX 3aIIPOCOB.

25. Oco0eHHOCTH yueTa, XpaHEHHsI U UCIIOJIb30BaHUS YHUKABHBIX U 0CO00 IIEHHBIX TOKYMEHTOB.

26. Pons mpoBepok Hamu4ust M GU3MIECKOTO COCTOSIHUSI ApXUBHBIX IOKYMEHTOB B 00€CTICUCHUH UX COXPAaHHOCTH.

27. Buzibl ¥ pa3HOBUAHOCTHU MYTEBOJUTENCH, X CXOACTBO U Pa3IHyus.

28. YKka3arenu KaK cCaMOCTOATEIIbHBIE apXHUBHBIC CITPABOYHHKH, X MecTO B cucteMe HCA apxuBa, poJyib 1 3HaUCHHE.

29. Buzibl 0030pOB U UX 3HAUCHHE.

30. Bujsl BEICTAaBOK IOKYMEHTOB, UX OCHOBHOE 3HAaUCHUE.

31. Ilopsiiok BBIIAYM TOKYMEHTOB B UATAJIBHBIN 3271 apXuBa. AHAIN3 JOKYMEHTOB, 00ECIICUNBAIONINX YUET BbIIaBACMbIX
JIOKYMEHTOB M KOHTPOJIb 32 COXPAHHOCTHIO JOKYMEHTOB.

32. JInynblie ponpapl. X ponb B co3nannu nHGOPMAMOHHOI 0a3bl CTPaHBI.

Pasznea IIM 4. Od0ecieuenune 54
COXPAHHOCTH JOKYMEHTOB
MK 02.04. O6ecnieuenue 54
COXPAHHOCTH JOKYMEHTOB
Tema 4.1. Co3nanue ontu- | Cogepxanue 6

MaJIbHBIX yC.J'IOBHﬁ XpaHe-
HUA JOKYMECHTOB

1 | TpeGoBaHus K MOMELICHUSAM apXuBa (pabouyre KOMHATBI, YUTAJIBHBIN 3aJ, XpaHUIH-
ma). O6opyaoBaHue Jis MOKAPHOW M OXPAaHHOW CUTHAJIM3AIIMHU, CPEJCTBA IMOXKApO-
tymenus. CrenanbHoe 000pyA0BaHue Ul XpaHEHUS JOKYMEHTOB.

2 | TemmepaTypHO-BIQKHOCTHBIN, CBETOBOW M CAHUTAPHO-TUTMEHWYECKHH PEXHUM Xpa-
HCHHUA NOKYMCHTOB Ha TpPaJUIHUOHHBIX W TCXHOTPOHHLIX HOCHUTCIIAX. CaHI/ITapHO-
TUTHEHUYECKUE MEPOTIPUSITUS B apXUBE.

IIpakTnyeckue 3aHsATHS

1 | PexnMbl XpaHEeHHs] JTOKYMEHTOB
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Tema 4.2. Pazmemenne 10- | Conepxxanue
KYMEHTOB B XPaHWJINLIAX, 1 | PaunoHanbHBIN MOPSAOK pa3MElIeHHs] TOKYMEHTOB B xpaHuiuiie. Co3laHue Toro- 1
TonorpagupoBanue rpaduueckux ykazateneil. OhopmieHue sipiabIkoB KOPOOOK, CTeuaxel u mkadon
(Tema oobasnena 3a cuem 6a-
puamusenou yacmu — 1 4.)
Tema 4.3. Co0onenue no- | Coaep:xxanue
psiaka BbIIa4u Aea u3 xpa- | 1 | Llenw Bblgauu aen U3 XpaHWIUIL. YUYET IBHKEHUS JTOKYMEHTOB M IMOPSIOK BBIJAYH 1
HHJTHILL] JIell B YUTAJBHBIN 3aJ1, pabouyio KOMHATy COTPYJIHUKAM apXuBa, BO BPEMEHHOE MOJIb-
(Tema oobasnena 3a cuem 8a- 30BaHNeE, HA BRICTABKH, BPEMEHHOTO BBIBO3A 32 PYyOeK.
puamueHoti vacmu — 5 4.) | TlpakTHUeCKHe 3aHATHSI 1
1 | CoxpaHHOCTh JJOKYMEHTOB B IIPOLIECCE UX UCIIOJIb30BAHUS
Tema 4.4. IlpoBepka Hanu- | Conep:xxanue
YHSA M COCTOSIHMS J1eJI 1 | 3agaum npoBepKH HaIMUUS M COCTOSHUSA JIeJl, IEPUOANYHOCTh ee npoBeneHus. [lops- 2
(Tema Oobasnena 3a cuem 6a- JIOK MPOBEACHUS MPOBEPKU HAIMYMA U COCTOSHUS nen. OdopmileHHe akTa MpOBEpKU
puamugnou yacmu — 8 4.) HaJIMYUS U COCTOSIHUS Jied. MepomnpHsaTHs Mo pe3yibTaTaM MPOBEPKHU HAJIUYUS U CO-
CTOSTHUS JIes. YUeT 0000 IIEHHBIX TOKYMEHTOB.
2 | ObecnieueHre COXPAHHOCTH IOKYMEHTOB IPHU U3MEHEHUH (POPMBI X COOCTBEHHOCTH 2
IIpakTHyecKue 3aHATHSA 3
1 | Yuér noxymenToB B apxuBe. [IpoBepKa HAIIMUHS U COCTOSIHUS JJOKYMEHTOB B apXHBE
Tema 4.5. Co3nanue crpa- | Cogep:kanue
X0BOro onaa 0codo ueH- 1 | Lenp co3manus crpaxoBoro (Gouaa u ¢poHga nmoiab3oBanus. OTOOpP AOKYMEHTOB ISt 1
HBIX JOKYMEHTOB U GoHIa co3/aHus cTpaxoBoro (oHaa u ¢oHaa nojab3oBaHus. Opranuzanus padoT Mo MUKPO-
M0J1b30BAHUA ¢buIbMUPOBaHMIO WK OLM(POBAHUIO TOKYMEHTOB, HeoOXxoaumoe obopyaoBanue. Tu-
(Tema oobasnena 3a cuem 8a- MOBOM TEXHOJIOTMYECKHI PETJIaMEHT CO3/IaHUsI MUKPOKOMHI JOKyMEHTOB. [lopsigok
puamugnou yacmu — 1 y.) nepeaay Jiel Ha CTPaxoBOE€ KONMHMPOBAaHHE. YUET M XpaHEHHE CTPAXOBBIX KOMUH U
¢donna nonp3oBanud. Beitaya MUKpO(GUIEMOB B UNTAIBHBIN 34
Tema 4.6. O0ecnieuenne pu- | Cogep:kanue
3UKO-XHUMHYECKOH COXpPaH- 1 | Ouenka Qu3NYeCKOro COCTOSHUS TOKYMEHTOB. TUMOBbIE AePEKThl TPAAULUOHHBIX U 2

HOCTH JOKYMEHTOB
(Tema oobasnena 3a cuem 6a-
puamusenou yacmu — 7 4.)

TEXHOTPOHHBIX HoOcuTesed umHpopmanuu. TUMOBas HOMEHKIATypa Je(eKTOB JOKY-
MeHTOB. CIutomHast 1 BEIOOpOYHAs MpoBepKa (PU3MUYECKOTO COCTOSHUS JTOKYMEHTOB,
oopmienue ee pe3ynbTaroB. OCHOBHBIE OMOJIOTHYECKUE BPEAUTENN APXUBHBIX J0O-
KyMEHTOB, OHOIMOBPEXICHUS IOKYMEHTOB, OCOOCHHOCTH MHKPOKIMMATa apXHBOB,
CIOCOOCTBYIOIIMX MOPAKEHUIO TOKYMEHTOB OMOJIOTHYECKUMH BpeauTensimu. [Ipodu-
JAKTUYECKUE MEPONPHSTHUS, CIIOCOOCTBYIONHE (PHU3MKO-XMMHUYECKONH COXPAHHOCTH
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| JOKYMCHTOB. OpraHmaumI I[CBI/IHq)CKI_II/II/I 1 JC3MHCCKI MU aPXUBHBIX TOKYMCHTOB.

IIpakTnyeckue 3aHsATHS

1 | OcHOBHBIE BU/IbI TOBPEKICHUI TOKYMEHTOB

2 | OdbopmieHne TOKYMEHTOB Ha Je(EKTHBIC apXUBHBIC TOKYMEHTHI.

Tema 4.7. OcHoBbl KOHcep- | Coaep:xxanue

BallMU U PecTaBpaluu J10-
KYMEHTOB IIpakTnyeckue 3aHATHS

1 | Meronpbl pecTaBpaliiy Kak COCTaBHOM YacCTH KOHCEPBAIMM APXUBHBIX IOKYMEHTOB

JuddepeHpoBaHHBIN 3a4eT

CamocrosiTesbHast padoTa npu u3ydenuu pasaena [IM 4.

CuctemaTudeckasi mpopab0OTKa KOHCIIEKTOB 3aHATHM, YA€OHOH U CIIEIMaIbHOM JIUTEepaTyphl (110 BOIpocaM K maparpadam,
rJIaBaM Y4eOHBIX TOCOOMI, COCTABICHHBIM MPETIOAABATEIIEM).

[TonroroBka K MpakTUYECKUM 3aHSATHUSAM C UCIIOJIB30BAHUEM METOJIMYECKUX PEKOMEHIAalMi pernoaaBaress, ohopmieHue
MPAKTUYECKUX Pa0OT U MOJATOTOBKA K UX 3aIlUTE.

Hanucanne coobmenus. [Toaroroska npe3eHTaImm.

18

TemaTuka BHEAyIMTOPHON CaAMOCTOAITEJbHONH Pad0oThI

1. Coobmenue «ObecmeueHrne COXpaHHOCTH JOKYMEHTOB ApxuBHoro (onmga PD: 3Hadenwue, nenu u 3agaun» uinu «Oodecre-
YCHUC COXpaHHOCTI/I apXI/IBHBIX ,Z[OKYMGHTOB HpI/I BbIJAa4€ UX BO BpeMeHHOG IIOJIB30BaHUC, BBIBO3C 3a py6e>1<».

2. Coobmienune «CTpaxoBaHHUE JOKYMEHTOBY.

3. Coobmenne «l[IpuunHbl OTKa3a B BbIIa4e JIeJ, CBSI3aHHBIC ¢ UX (DU3UKO-XHMMHUYECKUM COCTOSIHUEM U 00eCredYeHHueM Co-
XPaHHOCTH.

4. Coobmienne «TpaHcriopTUpOBKa M YITAKOBKA JEI

5. Coobuierne «Oco00 1EHHBIE TOKYMEHTHI: YYET U MEPOIIPUATHUS M0 00ECTIEYCHUIO UX COXPAHHOCTH.

N

6. [TogroroBuTk Mpe3eHTanuo «ObecreuyeHne COXpaHHOCTH JJOKYMEHTOB B apxuBax» (paboTa B rpymre)

Y4yeOHas npakTHKa HTOroBas mo moxayJr ITM. 02.

Buasi pador:

paboTa B cucTeMe 3JIeKTPOHHOTO TJOKYMEHTOO00POTa;

IPOBE/IEHUE IKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB;

XpaHeHUs. JOKYMEHTOB U J€1 B apXUBE OpraHu3alluy;

pa3paboTka Hay4HO-CIIPABOYHOIO alapara Mo JOKYMEHTaM OpraHu3aliH;
obecrieyenne COXPAaHHOCTH, YUCTA U UCIIOJIb30OBAHHA apXUBHBIX JOKYMCHTOB.

36

36

27



IIpou3BoacTBeHHAs] MPAKTHKA (110 NPOGHII0 CIeNHAJIbLHOCTH) HTOrOBasi N0 MOIYJTI0

Buasi pador:

AHau3 OpraHu3alui U MPOBEICHHS SKCIEPTU3bl HEHHOCTH JOKYMEHTOB KOHKPETHOTO YUPEXICHUs, OpraHn3aiuu (mpes-
MIPUSITHUS )

®opmupoBanue u opopmIICHHE e VI Iepeaayl UX Ha apXUBHOE XpaHEHHE.

OdopmieHue omnucu el CTPYKTYpHOTO MOJpa3fefieHuss W KIACCU(PUKATOPOB KOHKPETHOIO YUPEKIEHHUS, OpraHU3allU
(mpeanpusTus)

CocraBieHre y4eTHBIX JJOKYMEHTOB apXHBa KOHKPETHOTO YUPEKIEHUS, OpraHu3auuu (IpeanpusTis)

CocraBieHue IpoeKTa akTa 0TO0pa JOKYMEHTOB U JIe] K YHUYTOXKESHHUIO M0 UCTEUECHUH CPOKA XPaHEHHUSI.

Pabora ¢ cucteMoil eKTPOHHOTO JOKYMEHTO000pOTa, 03HAKOMIIEHHE C JIPYTUMH AJIEKTPOHHBIMUA CHCTEMaMHU apXHUBHOIO
nena

AHanu3 yciaoBHM XpaHEeHUs JOKYMEHTOB B apXHMBE KOHKPETHOTO YUPEeXKICHUs, OpraHu3aiu (IpeImpusITHs).

Bcero

597

JI71s XxapaKTepUCTUKU YPOBHS OCBOCHHS Y4eOHOT0 MaTepralia UCIONb3YIOTCS CleayIole 0003HaYeHUS:

1 — o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEE U3YUEHHBIX 00BbEKTOB, CBOMCTB);

2 — pEeTPOAYKTUBHBIH (BBIMTOJHEHUE AEATEIHHOCTH 110 00pasily, HHCTPYKIIUU WIH TTOJ] PYKOBOJCTBOM);

3 — MPOJYKTUBHBIN (TJIAHUPOBAHUE M CAMOCTOSTEIILHOE BHITOJIHEHUE JESTEIBHOCTH, PELICHNE MPOOIEMHBIX 3a/1a4).
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IIpomeskyTOYHAS aTTeCTALMS:

1o NMPo¢eCCHOHATHPHOMY MOJIYJIIO — 9K3aMEH BO 2-OM CeMECTpe 2-T0 Kypca (yCIOBHEM JOITycKa
K DK3aMEHY SIBIISIETCS YCIEIIHOE OCBOGHUE BCEX JIEMEHTOB MOAyJsl, Bkirodas MJIK u Bce Buabl mpak-
TUKH). VITOrOM 5K3aMeHa SIBIISETCS OHO3HAYHOE PEUICHHE: «BHJ MPOPECCHOHATBHON NESITEIbHOCTH
OCBOCH He ocBoeH». [Ipu cobmoeHNN OrpaHUYeHNI Ha KOJTMYECTBO 9K3aMEHOB, 3a4eTOB U U depeH-
[IMPOBAHHBIX 3a4E€TOB B KAKIOM Y4eOHOM roJly BO3MOKHA IIPOMEKYTOUYHAsI aTTECTAIUs 110 COCTABHBIM
JJIEMEHTaM MOJTYJIs,

no MJIK02.01 «Opranuzarst 1 HOpMaTUBHO-TIPABOBBIE OCHOBBI apXHUBHOTO JIENIa» — YK3aMEH BO 2-
OM CeMecTpe 2-TO Kypca,

no MJIK02.02 «I"ocynmapcTBEeHHbBIE, MYHHUITUIIAIBHBIC apXUBBI M apXWUBBI OpPraHU3aIui» - dK3a-
MeH Bo 1-oMm cemecTpe 2-To Kypca;

no M/IK 02.03 «Meronuka 1 ipakTHKa apXUBOBEICHUS» — AuGHepeHIInpOBaHHBIN 3a4€T BO 2-OM
ceMecTpe 2-To Kypca;

no MJIK 02.04 «Ob6ecrieueHre COXpaHHOCTH JIOKYMEHTOB» — MU pepeHIMpoBaHHbBIN 3a4eT BO 2-
OM ceMecTpe 2-TO Kypca,

ydeOHast MpaKTHKa - 3a4eT BO 2-OM CEMeCTpe 2-TO Kypca;

MPOM3BOJICTBEHHAS MPaKTUKA (TI0 MPOMUITIO CHEIUAIBHOCTH) - 3a4eT BO 2-OM CeMecTpe 2-TO

Kypca.
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4. CHEITUAJIBHBIE YCJIOBUA PEAJIU3AIIMUA PABOYEN TPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

4.1. O6pa3oBaTe/ibHbIE TEXHOJIOTHHU

4.1.1. B yueGHOM mporecce, MOMUMO JIEKIH, KOTOpble cocTaBisIoT 42% 0T obmero oovema
ayTUTOPHBIX 3aHATHH MO MEXIUCIHUIUIMHAPHBIM KypcaMm MpodecCHOHaTbHOTO MOAYJIS, IIMPOKO HCIIONb-
3YIOTCSI aKTUBHBIE (DOPMBI MPOBECHUS 3aHATHI. B coueTaHnu ¢ BHeayIUTOPHON CaMOCTOSITENLHON pa-
00TOH 3TO crOcOOCTBYET (POPMUPOBAHUIO M PA3BUTHIO OOIIMX M TPO(PECCHOHATBHBIX KOMITETCHIIUNA 00Y-
YarOIIHUXCS.

[Tpu npoBeaeHnH y4eOHBIX 3aHATHI UCTIOIB3YIOTCS CEeNyIOIIMe 00pa30BaTeIbHbIE TEXHOIOTHU:
TpaauIMOHHAsl, TUYHOCTHO-OPUEHTHPOBAaHHAs, MpoOJIeMHasl, UTpoBast, HHPOpMaLMOoHHasA. Bce TexHoIo-
UM aJanTHPOBAHbI K 00y4alOIUMCs HHBAJIUAAM U JIMLIaM C OTPaHUYEHHUSIMHU BO3MOXKHOCTSMHU 3/10POBBS.

Tpaouyuonnas mexnonozusa odydyenus OpUESHTUPOBAHA HA Tepeaavy 3HaHWN, YMEHUI U HaBbI-

koB. OHa o0ecrieunBaeT yCBOEGHUE YYallIMUMUCS COJEpKaHUs OOydeHMs], IPOBEPKY U OLEHKY €ro Kade-
CTBa Ha PENpPOAYKTUBHOM ypoBHE. CyThb €ro cOCTOUT B OOYyYEHHMH IO CXeMe: M3yuYeHHEe HOBOTO — 3a-
KperieHHe — KOHTPOJIb — OIIEHKA. [ J1aBHBIE METOBI 00YUYCHHUS, JIekKAIUE B OCHOBE ITON TEXHOJOTHH,
— 0OBSICHEHUE B COYETAaHUH C HATJISTHOCTBIO; BEAYIINE BUABI ACATEIBHOCTH yYalluXcsi — CIyIIaHHE U
3arlOMHHAaHUE; TJIaBHOE TpeOOBaHWE M OCHOBHOM Kputepuit d3ppekTuBHOCTH — 0€301mnO09YHOe BOCIIPO-
U3BEJICHUE U3YyYEHHOro. B pamkax TpaauIMOHHON TEXHOJOIMHM 00y4aeMOMY OTBEAEHbI UCIOIHUTENb-
CKHE (YHKIMHU PENpOAYKTUBHOIO XapakTepa. [laHHas TeXHOJOTHs 3KOHOMHYHA, oOyeryaer oOyuaro-
IIMMCSl TIOHUMAaHUE CI0KHOTO MaTepualia, 00eCreunBaeT JOCTaTouHO 3PPeKTUBHOE yrpaBieHue o0pa-
30BaTEIbHO-BOCIIUTATEIBHBIM MPOLIECCOM, B HEE OPraHUYECKH BIHCBHIBAIOTCS HOBBIE CIIOCOOBI M3JI0XKE-
HUSI 3HAHUN.

[Tpumeps! popM yueOHBIX 3aHATHIHA C UCTIOJIB30BAaHHEM TPAAUIIMOHHBIX TEXHOJIOTHH:

- nH(OpMAIMOHHAS JIEKIIHs — TIOCJIEI0BATEIbHOE U3JI0KEHHE MaTepralia B IUCIUILTMHAPHON J10-
THKE, OCYIIECTBIIIEMOE IPEUMYIIIECTBEHHO BepOAIbHBIMU CPEACTBaMHU (MOHOJIOT MIPETo1aBaTes);

- CeMHHap — IBpUCTHYECKas Oecena mpernogaBaTess U 00yJaromuxcs, 00CyXIeHUE 3apaHee Mmo/I-
TOTOBJICHHBIX COOOIIEHU, TPOEKTOB MO Ka)KJJOMY BOIPOCY IUIaHA 3aHATHUS C €AWHBIM JJIs BCEX Ieped-
HEM PEKOMEHAYEeMOM 0053aTeIbHON U TOTIOJIHUTENILHON JINTEPATYPHI;

- MPAKTHYECKOE 3aHATHE — 3aHATHE, MOCBSIIEHHOE OCBOCHHIO KOHKPETHBIX YMEHUH M HAaBBIKOB
0 MIPEIOKEHHOMY ITOPUTMY.

Texnonozua NUYHOCMHO-OPUECHMUPOGAHHO20 00yYeHuA TIPEANIONaraeT Co3/laHue MeJarorunye-
CKUX YCIIOBHM ISl BKIIOUEHHUS KaXJIO0TO yYCHHKA B JEATEIBHOCTb, COOTBETCTBYIOIIYIO 30HE €ro Oiu-
XKaliero pa3BUTHA. TeXHOJIOTUS aJalTUBHOTO O0yUYECHHMsI, MPEAToaramoas ruOKyr0 CUCTEMY OpraHH-
3aluy y4eOHBIX 3aHATUH C Y4€TOM MHIUBUAYAIbHBIX 0OCOOCHHOCTEN 00yuaeMbIX. LleHTpanbHOE MecTo B
3TOM TEXHOJIOTUU OTBOJIUTCS 00ydyaeMoMy, €ro JesTeIbHOCTH, KauecTBaM ero JU4HocTH. Ocoboe BHHU-
MaHMe yjensercss GOpMUPOBAHUIO Y HUX YUEOHBIX YMEHHH.

[Tpumepsl GopM ydeOHBIX 3aHATHH C MCIOJIB30BAHHEM JIMYHOCTHO-OPHEHTHPOBAHHOTO 00yde-
HUS:

- «3epKaJIbHbIE 3a/laHUs» — OOHAPYKEHUE CBOMX JIMYHOCTHBIX WJINM Y4EOHBIX XapaKTEpPUCTUK B
Ipe/UlaraéMoi CUTyalluH, 331aBaeMbIX Y4€OHBIM COAECPIKaHUEM;

- 3aJJaHUS C ApTYMEHTHPOBAaHHBIM BBIOOPOM criocoba yueOHol paboTshl;

- 3aJJaHN, CO3/IAI0IINE BO3MOXKHOCTD MTPOSBUTH CE0sI B ONPEICICHHBIX POJISX;

- «MO3TOBOI IITYPM», FPYNIIOBBIE IPOEKTHI U M.
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Llens npoonemnozo obyuenus: pa3BUTHE MHTEIUIEKTa W TBOPYECKHUX CIIOCOOHOCTEW oOydaro-
muxcs; (OPMHUPOBAHHME MPOYHBIX 3HAHWH; MOBBIIICHHNE MOTHBAIMKA YEPE3 SMOIMOHAIBHYIO OKPAaCKy
ypOKa; BOCIIUTAaHUE aKTHUBHOHN JuuHOCTH. Co3/1aBasi MpoOIeMHBIE CUTYAIIMH M OPTaHU3Ys AEATEIbHOCTD
00yJaroIuXcsl MO PEIICHUI0 YUeOHBIX TPOOJIeM, 00ECTIeUnBaETCsl ONTHMAIIEHOE COYETAHUE UX CAMOCTO-
ATEJBHOM MOMCKOBOM JIESITEILHOCTH C YCBOCHHUEM I'OTOBBIX BHIBOJIOB HAYKH.

[Tpumeps! popM yueOHBIX 3aHATHH C UCIIOJIIB30BAaHHEM TPOOJIEMHOTO 00ydeHusI:

- MpOOJIEeMHAs JIEKITUS - B XOJIE €€ YTCHUSI UMEET MECTO ABYXCTOPOHHSS MBICITUTEIIbHAS JIESTEITh-
HOCTB — IIPEMoIaBaTels U 00y4yaeMbIX;

- IPOOJIEMHBII CEMUHAP — HAIPUMEP, CEMHUHAP-TUCITYT;

- IpoOJeMHasl CUTyalusl — pelIeHne 00yJalouMMHCs TpeaiaraeéMoil POU3BOICTBEHHONM CUTYya-
1w,

- IMCKYCCHSI — KOJUIEKTUBHOE MBIIIJICHHE.

Hzposvie mexnonozuu — opranuzainysi o0pa3oBaTeIbHOTO MPOIECcCa, OCHOBAaHHAs HAa PEKOH-
CTPYKIIMM MOJIEJEH MOBEIEHUS B paMKax IMpPeUIOKEHHBIX CIICHAPHBIX YCIIOBHH. BKitoueHHe MTpOBBIX
CUTyallUl JeNaeT Imporecc o0ydeHHs HHTEPECHBIM, YAEp)KMBaeT BHUMaHHe. Mrpa ¢opmupyer mauy-
HOCTh, TIOJITOTABIIMBAs €€ K Pa3IMYHBIM BHJAM JEATENbHOCTH. Mrpa, BiIuss Ha CKIIAJbIBAaHHE OTpeie-
JICHHBIX TIOBEJCHYECKMX HABBIKOB, OTPAXKAET BEPOSITHOCTHOE OyAyIiee, OHA BBICTYMAET KaK MHOTOCTO-
pOHHEE M BapHaTUBHOE MPHUCIIOCOOIEHHE K 3ToMY Oyaymemy. Takum oOpazom, nepedupasi UTpoBbIe XO-
b1 - BAPUAHTHI, YEJIOBEK YUUTCS OPUEHTAIUH.

[Tpumeps! hopm yueOHBIX 3aHATHH C UCTIOJIB30BAaHUEM UTPOBBIX TEXHOJOTHI:

- JIeIOBasi UTpa — MOJICIIMPOBAHUE PA3ITUYHBIX CUTYAIIH, CBSI3aHHBIX C BHIPAOOTKON W MPHHSATH-
€M COBMECTHBIX PEIICHUH, 00CYKIEHHEM BOIIPOCOB B PEKUME «MO3TOBOTO IITYPMay, PEKOHCTPYKIIUEH
(YHKIIMOHATLHOTO B3aUMOJICHCTBHUS B KOJUIEKTHUBE U T.I1.;

- posieBasi UTpa — UMUTAIHS WIH PEKOHCTPYKIIMS MOJIENICH POJICBOTO MOBEICHHSI B MPEIOKEH-
HBIX CIICHAPHBIX YCIOBHSIX.

Hugpopmayuonno-KkommyHuKkayuoHHsle 00pazoeamenbiovle Mexnoa02uu — OpraHu3aims oopa-
30BaTEIBHOTO TPOIIECCa, OCHOBAaHHAs HAa NMPUMEHEHHH CIICIUAM3UPOBAHHBIX TPOTPAMMHBIX Cpel U
TEXHUYECKHX CpeAcTB paboThl ¢ uHpopmarueir. MHpopMannoHHas TEXHOIOTUS O0yYeHHS COBMEIIACT
METO/bI, IPOU3BOJCTBEHHBIEC MPOIECCHl M MPOTPAMMHO-TEXHHUECKUE CPEICTBA, OObEAMHEHHBIC B TEX-
HOJIOTHYECKYIO IIEMOYKY, 00€CIeunBaronlyr0 coop, 00padoTKy, XpaHEeHHE, pacIPOCTPaHEHUE U OTOOpa-
KEHHE WHPOPMAIIUH C TENTbI0 CHUYKEHUS TPYIOEMKOCTH TPOIIECCOB HCIOIB30BaHMS HH()OPMAIIHOHHOTO
pecypca, a Tak)Ke MOBBIIIICHUS HX HAJIS)KHOCTH M OTIEPATHBHOCTH.

Cucrema ypoKoB COPHEHTHPOBaHa Ha (HOPMUPOBAHHME aKTUBHOW JIMYHOCTH, MOTHBHPOBAHHOU K
caMo00pazoBaHMI0, 00IaIaloNIel JOCTATOYHBIMU HABBIKAMHU M TICHUXOJIOTHYECKUMHU YCTAHOBKAaMH K Ca-
MOCTOSITEIBHOMY TOHMCKY, OTOOpY, aHaJIM3y M HCIOJb30BaHUIO0 MH(pOpMAIMU. DTO MOMOXKET 00ydaro-
IIMMCSl alalTUPOBATLCS B MHpE, rie 00beM WH(pOpMAIMU, PacCTeT B TEOMETPHUUECKOM MPOrpeccuu, ca-
MOCTOSITETbHOCTH MBIIUICHUS! 1 HHULUATUBHOCTH, OT TOTOBHOCTH IMPOSIBIISATH TBOPUYECKHMA MOAXO K Je-
7y, ACKaTh HECTAHAAPTHBIE CIIOCOOBI PEIICHUs ITPOOJIEM.

[Ipumeps! GopM yueOHBIX 3aHATHH € UCIONBb30BaHHMEM WH(MOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH:

- JIEKIMS-BU3YaAU3alUsl — M3JI0KEHUE COJIEP)KaHHs COMPOBOXKIACTCS Mpe3eHTaluen (IeMOH-
cTpanuel yueOHbIX MaTepUaloB, PEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B T.4. MIUIIOCTPA-
TUBHBIX, TpaUUECKUX, ayTU0- U BUIECOMATEPHUAIIOB).

- IIPaKTUYECKOe 3aHATHE B (POpPME MPE3CHTAIMU — NPEACTABICHNUE PE3yIbTaTOB MPOCKTHON MM
WCCIIEIOBATEILCKON JESITETPHOCTH C HCIIOJIb30BAaHHEM CIICIIHATH3UPOBAHHBIX MIPOTPAMMHBIX CPE/I.
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B To xe Bpems Ha ypokax W BO BHEYPOUHOU paboTe HCHOIB3YETCS padoma é mMauvlx Zpynnax
(oOyuenue B corpyaandecte). CoBMecTHast paboTa, KOTOPYIO KaXIblid O0YJarOIIMICS UCTIONB3YEeT IS
COOCTBEHHOT0 00y4eHUsI U O0yUYCHHS OKPYXKAIOIMX, Pa3BUBACT YMEHHE OOLIaThCs, CIYIIATh, KOJUICK-
THUBHO PEeIIaTh MPOOJIEMBI, TOCTUTaTh B3auMOIOHUMaHus. [1oBEIIIaeTCs ypOBEHb SMITATHUH, PAa3BUBACTCS
yYMEHHE B3TJISTHYTh Ha MUp TJIa3aMH APYroro 4eioBeka. B paboTy BoBiekaroTcs Bce oOydaromuecs. Pa-
0o0Ta B MaJIoil TpyIIie CHUMAET CTpax Mepen HeyaadyamMu y 0osiee ciraObIX U JeiaeT MpoyHee 3HaHus 00-
Jiee CUJIBHBIX OOYy4arolMXcsl, MPOUCXOIUT B3aMMHOE OOOraiieHue WX B TpyIIe, OHU OOMEHMBAIOTCS
3HAaHUSIMH U PAa3HBIMU CIIOCOOAMHM JICHCTBUH.

[TpakTHKO-OpHEHTHPOBAHHbBIE U TPOOJIIEMHBIEC 3aJaHUs, BHIIIOJHEHHE PA3HOYPOBHEBBIX 3a/laHUM,
TECTOB, YCTHBINA ompoc U Oecena, 0OCyk aeHHE, KaK U MOJArOTOBKA COOOIIEHUN W JTOKIAJIOB SBISETCS
HEOTHEMJIEMOH YacThIO Y4eOHOT0 mpoliecca.

4.1.2. B coorBerctBum ¢ TpeboBanusimu OI'OC CIIO mo cnenuaibHOCTH peain3aiius KoMIie-
TEHTHOCTHOTO IOJXO0/a MPEeIyCMaTpUBACT MCIIOIh30BaHUE B YIEOHOM IMPOIIECCEe aKTUBHBIX W MHTEPaK-
THUBHBIX (DOPM TIPOBEJICHHS 3aHATHIA: NCIIOJI30BAHHE JJICKTPOHHBIX 00pa30BaTElIbHBIX PECYPCOB, TPYII-
MOBBIX JIUCKYCCHUH, pa300pa KOHKPETHBIX CUTYAIM M aHaJN3a MPOU3BOICTBEHHBIX CUTYallUH, AE€I0BbIX
UTp, UHAMBUIYAIbHBIX 33/IaHUH B COYETAHWU C BHEAYAMTOPHOW pabOTON C Lenbio (hopMUpOBaHUS U
pPa3BUTHS TPEOYEMBIX KOMIETCHITUN 00YJarOIIIXCS.

I[Ipu npoBeneHNN y4eOHBIX 3aHATHH UCTIONB3YIOTCS MYJIbTUMEIUHHBIC KOMIUIEKCHI, YJICKTPOHHBIC
y4eOHMKH U y4yeOHbIe TTOCOOUS, aJanTUPOBAHHBIE K O0YJaIOIUMCS ¢ OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU
3JI0POBBSL.

AKTUBHBIC U HHTEPAKTUBHBIEC ()OPMBI IPOBEICHUS 3aHIATUH, UCIIOIb3yEeMbIe B yUeOHOM Ipolecce

Bun AKTHBHbBIE U HHTEPAKTUBHBIC Paspaboranbie yueoHo-
Cemectp " . METOJIMYECKUE MaTepHalibl, odecrie-
3aHATHS (bopMBI TPOBEICHHS 3aHATUI
YHBAIOIIUE peaTu3auio GOpPMBI IPo-
BEJICHUS 3aHATUN
J I'pynmoBele  auckyccuu, pa3dop| MeToauueckue yKazaHUs JIJsl POBEJe-
IIPOU3BOJICTBEHHBIX CUTYallUW, UC-{ HUS CaMOCTOSITENIbHBIX pPaldOT, MPOU3-
nojb30BaHue VHTepHET-pecypcoB, BOJACTBEHHBIC CHUTYAllHOHHBIC 3aJaHMs,
TECTUPOBAHUE, YCTHBIM WM MHUCh- IME€peueHb HHTEPHET-PECYPCOB, TECTOBbIE
MEHHBIA OMPOC, MPOCMOTP W pa3+ 3aJaHusi, BOMPOCH K MTUCHbMECHHOMY HIIH
O6op (oOcyxnenue) Buaeodpar- yCTHOMY ONpPOCY, MPE3EHTAMH IO Te-
MEHTOB U MPe3eHTAIHH. MaM Kypca, Mpe3eHTaluu U Buaeodpar-
MEHTBI, KPOCCBOP/IBI.
3,4

I13, C | Pa36op npou3BOACTBEHHBIX CHTya-| MeTOAMUYECKHE YyKa3aHusl s IPOBE-
Ui, ucronb3oBanne HTEpHET- | JCHHUS CaMOCTOSITENBHBIX pPadOT, WH-A
pecypcoB, MPOCMOTP U pa3dop CTPYKUMOHHBIE KapThl (METOJAUYECKUE
(oOcyxnenue) BueohparMeHTOB | yKa3aHWs) JUIsl MPOBEICHUS IMPaKTHYe-
U TIpe3eHTaluii, CeMUHap IO ca- CKUX paloT, TMepedYeHb HHTEPHET-
MOCTOSATENIBHBIM paboTaM, JIeIo- | PecypcoB, MpEe3eHTalUd U BUAeodpar-

Bas urpa. MEHTBHI.

*) JI — nexuuw, I13 — nmpaktuueckue 3ansatus, C — ceMHHapBI

4.2. TpeGoBaHKusi K MUHUMAJILHOMY MATEPHAJIBHO-TEXHUYECKOMY 00ecnedyeHU o

Peanuzamus agantupoBaHHON 00pa30BaTeIbHON MPOrpaMMbl TIPO(HECCHOHATEHOTO MOIYJIS TIPE/I-
roJiaraeT Hanu4ue 1adopatopun «Jlenonpon3BoaCTBa U OPraHU3AIMOHHON TEXHUKI». B TeXHUKyMme op-
raHu3oBaHa 0e30aprepHas cpena.
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O6opynoBaHue yueOHOTo KabuHeTa U pabovnx MecT KaOWHeTa:

- TIOCA/I0YHbIE MECTa C TEXHUYECKHMMHU CPEACTBAMH OOYUEHHS IO KOJIMYECTBY OOYYAIOLIMXCS C
Pa3IMYHBIMH BHIIAMH OTPAHUYCHUS 3JI0OPOBBSI;

- paboyee MeCTO MpenoaBaTes;

- KOMITBIOTEPHI TI0 KOJIMYECTBY 00 YUAIOIIUXCS C JIMIIEH3NOHHBIM IPOTPAMMHBIM 00ECTICUCHHEM;

- UHTEpaKTUBHAsI JOCKA C IOKYMEHT-KaMepoi;

- IPUHTEP, MHOTO(PYHKITMOHAIBHOE YCTPOUCTBO, (pakc, mipenep, JaMuHATOp, pe3alibHOe 000py/10-
BaHUe, KONHp, TenedoH, TeneoHHas CTaHIus, KOHIICHTPATOP.

TexHuueckue cpeicTBa 00y4eHus:

- KOMIIBIOTEP C JIMLIEH3UOHHBIM IIPOrPaMMHBIM 00€CTIEUCHUEM;

- nocty K cetd MHTepHeT (cnpaBo4YHO-IpaBoBbie cucteMbl «KoHcynprant [imtocy, «"apaHTy);

- IHTEPAKTUBHAS 10CKA;

- TEJIEBU30P;

- renedoH, TeneOHHAs CTaHITUS, KOHIIEHTPATOP.

[IpoBenenue pyOoeKHOTO U MPOMEKYTOYHOTO KOHTPOJISL YPOBHSI YCBOCHHMS 3HAHUU IO pasenam
Ipo¢eCCHOHATILHOIO MOYJISl PEKOMEHAYETCS IPOBOIUTH B KOMIIBIOTEPHOM KJlacce.

O6opynoBaHue J1a0OpaTOPUH M pabOUNX MECT JJabOpPaTOPHUH:

-JJIsl JIMI[ ¢ HapyLIeHHeM CJIyXa: HaJu4ue ayJUOTEXHUKU (KOJIOHKH, HAyIIHUKH, (TapHUTYPA),
BUJICOTEXHUKU (MHTEPAaKTHUBHAS JIOCKAa U TEJIEBHU30p), NOKYMEHT-KaMmephl, GOPMBbI 3JIEKTPOHHBIX JOKY-
MEHTOB, (POPMBI C YBETMUYEHHBIM MEYaTHBIM HIPU(TOM.

-1 cJIa00BUASAIIMX 00YYAIOIMXCS: HAIMYME WHTEPAKTHUBHOW JOCKUA M JOKYMEHT-KaMephbl,
9KPaHHOH JIyIbl JJISl IPOCMOTpPA MaTEpUaAIOB Ha MOHHTOpE (yCTaHOBIICHA B MporpaMmublil maker Win-
dows 8), TeneBu3opa, medyaTHBIX (HOPM C YBEIMYCHHBIM MIPUPTOM, MPOrPAMMBI-CHHTE3aTOPOB PEUH
(ycraHoBiieHa B mporpammubIil maketr Windows 8).

-5 00y4YaIOIIUXCS ¢ HAPYIIEHUSIMH ONOPHO-/IBUIATEJILHOIO anmnapara:
opranuzoBaHa Oez0apbepHasi cpelia, MObEMHO-TIOBOPOTHBIE CTYJIbs U MEPEIBUKHBIE MAPThl, BUPTYallb-
Has SKpaHHas KJaBUarypa (ycTaHOBJIEHA B IporpaMMHbIi maker Windows 8).

Peanuzanus mpodeccoHaIbHOTO MOAYINS MPEANoiaraeT o00s3aTeNIbHYI0 MPOU3BOICTBEHHYIO
MPAKTHUKY, KOTOPYIO PEKOMEHIYeTCsl POBOJAUTH KOHIICHTPUPOBAHHO.

OO6opynoBaHue U TEXHOJIOIMUECKOE OCHAIIEHHE pabounX MECT MPaKTUKU:

-1JIsl JIAL ¢ HApYLWIeHHueM CJIyXa: HaIUYue ayJIHMOTEXHUKH (KOJIOHKHM, HAyIIHUKH, (FapHUTYpa),
(OpMBI 3JIEKTPOHHBIX JOKYMEHTOB, (DOPMBI C YBEJIMUYEHHBIM NEYaTHBIM HIPU(TOM.

--IUISl CJIA00BUASAIIMX 00Y4YAIOIIMXCS: HATTMYME SKPAHHOM JIYIIBI 711 IPOCMOTpa MaTepHalioB Ha
MoHHTOpE (ycTaHOBICHA B mporpammHubii maker Windows 8), medaTHsix GopM ¢ yBeTHYEHHBIM HIpHp-
TOM, TIPOrPaMMBI-CHHTE3aTOPOB peyH (ycTaHOBJIEHa B porpamMmHsIid maketr Windows 8).

-1J151 00Y4AaI0IIMXCSl ¢ HAPYLIEHUSAMH ONOPHO-/IBUTraTe/ILHOI0 anmnapara:
opranu3oBaHa Oe30apbepHas cpena, MOJIbEMHO-TIOBOPOTHBIE CTYJbSl U TEPEIBUKHBIE KOMIIBIOTEPHBIE
CTOJIbI, BUPTYaJIbHasl SKpaHHas KiaBuaTypa (yCTaHOBJICHA B MpOTrpaMMHBIN makeT Windows 8) .

4.3. UndopmanuonHoe odecriedeHne 00yueHust

- JIo1st M1 ¢ HAPYIIEHUSIMH 3PeHus:

B IICUYATHOM ()OpME yBETUUYEHHBIM HIPHUPTOM;

B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

B (hopme aynuoBueodaiina;

- Jloist U1 ¢ HApYIIeHUSIMH ¢JIyXa HHGopMalus NpeIocTaBIseTCs:

B IICUaTHOHM (opMe WK B GOopMe FIEKTPOHHOTO JOKYMEHTA;

- JIJ1s1 M1 ¢ HAPYIIEHUSIMHM ONOPHO-ABUIaTeJbHOI0 annapara nHgopmManus npeaocTaBsieTcs:
B MIEYAaTHOU (opme;
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B (hopMe AIEKTPOHHOTO JOKYMEHTA;
B (popme aynuoBumeodaiina;

Ilepeyenn pexoMeHayeMbIX y4eOHbIX H31aHuil, IHTepHeT-pecypcos,
AOMOJTHHUTEIbHOU JINTEPATYPbl

OcCHOBHBIE HCTOYHHUKH:

1. Bonpocel MeXBeTOMCTBEHHOM KOMUCCHUU TIO 3alIUTe rocyaapcTBeHHoM Taituel // C3 PD. 2008.

2. Ilepeuensr moaBemOMCTBEHHBIX PocapxuBy (emepalbHBIX TOCYIapCTBEHHBIX YUpexACHUN //
OteuectBenHble apxuBbl. 2005. Ne 2. C. 3-4

3. [Tonoxxenne o Munuctepcte KynbTypsl Poccuiickoit @enepanuu // C3 PD. 2011.

4. TlonoxeHne o MOPSAIKE AOCTYMa K MaTepualiaM, XpaHSIIUMCS B TOCYJapCTBEHHBIX apXHUBaX U
apXuBax roCyJIapCTBEHHBIX OopraHoB Poccuiickoit denepanuu, NpeKpPalIEHHbIX YTOJIOBHBIX M aJMUHU-
CTPaTUBHBIX I B OTHOIIICHUU JIHII, MIOABEPTIINXCS MOJIUTUICCKIM PEIIPECCUsIM, a TaKkKe (PHIbTpanoH-
HO-TIpOBEpOUHBIX J1el // Poccuiickas razera. 22.09.2006.

5. IlonoxeHue o MopsiAKe pacCeKPEUMBAHUS U MIPOJJICHUSI CPOKOB 3aCEKPEUMBAHUS APXUBHBIX J10-
kymeHToB [IpaBurenscta CCCP // C3 P®. 1995. Ne 9

6. ITonoxxenue o denepansuom apxuBHoM areHTcTBE // C3 PD. 2004. Ne 25

7. @3 «O6 apxuBHOM nene B Poccuiickoit deneparum» Ne 125-03 ot 22.10.2004 // OTevecTBeH-
Hbie apxuBbl. 2004. Ne 4 (c usmeHenusiMu oT 4 okTs10ps 2014 1.).

8. O6 unpopmaruu, HHPOPMAIIMOHHBIX TEXHOJOTHUIX U O 3aluTe nHPpopManuu (C U3MEHEHUSIMH
Ha 21 uronst 2014 r.). 3akon PO ot 27.07.2006 N 149-®3.

9. O0 obecnieueHuu nocTyna K HHGOPMAIUHN O ACSITEIbHOCTH TOCYAapCTBEHHBIX OPraHOB U Opra-
HOB MECTHOTO caMOyIpaBieHus (penakuus, aerctByrommas ¢ 28 nexadpst 2013 r.) (c u3meHneHnusiMu Ha |
nexadpst 2014 r.).

10. O6 opranu3aiy NpeaoCcTaBIeHUsI TOCYAAPCTBEHHBIX U MYHUIIUIAIBHBIX YCIYT (C M3MEHEHU-
amu Ha 31 nekabps 2014 r.). 3akon P® ot 27.07.2010 N 210-D3.

11."O npoekte IIpaBun opraHuzanuu XpaHeHUs, KOMIUIEKTOBAHUS, y4€Ta U MCIIOJIb30BaHUS J0-
KyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanyu M Ipyrux apXUBHBIX JTOKyMEHTOB...". Pemienue
koyteruu PenepanbHoro apxuBHoro areHTcTBa ot 19.11.2014 r. N 4. Pemienune xosuierun Pocapxusa oT
19.11.2014 N 4.

12.0 HeoO6X0aMMOCTH MPOBEACHUS padOT MO YNOPAIOUYMBAHUIO ApXUBHBIX JOKYMEHTOB OPraHOB
MECTHOTO caMoylpaBiieHus, ynpasaHsemsix ¢ 1 sHBaps 2006 r. Ilucemo Pocapxusa ot 20.01.2005 N
4/79-K.

13.0 nopsiike B3auMOJICHCTBUS apXUBHBIX OPTaHOB U YUPEXKACHUH ¢ (peaepaibHbIMU CTPYKTypa-
MU, PaCIOJIOKEHHBIMH Ha TeppuTtopuu cyownekToB Poccuiickoii ®eneparuu. [lucemo PocapxuBa ot
21.06.2005 N 4/1232-K.

14.0 pernoHaIbHOM 3aKOHOJATEILCTBE 00 ApXMBHBIX (poHIax cyOnekToB Poccuiickoit denepa-
uu 1 apxuBax. [Iucemo Pocapxusa ot 15.12.2004 N 10/2314-K.

15.06 AnMuHUCTpaTHBHOM periiaMeHTe dDefepalbHOr0 apXUBHOTO areHTCTBA 1O IMPEI0CTaBIIe-
HUIO TOCylapcTBeHHOU yciyru "OpraHu3aiusi UCTIOTHEHHs MOCTYMUBIINX H3-3a pyOexka 3ampocoB poc-
CUICKUX M MHOCTPAHHBIX TPaKJaH, a TaKXke JIML 0e3 rpakJaHCTBa, CBSI3aHHBIX ¢ peanu3arueil... [lucemo
Pocapxusa ot 14.01.2008 N 6/36-K.

16.06 yxecToueHWH OTBETCTBEHHOCTH 3a HapyIlIeHHWE TPeOOBaHUMN MOXKApHOW O€30MMacHOCTH.
ITucemo Pocapxusa ot 17.08.2011 N 2/1665-T.

17.06 yrBepxknenun Ilomoxenust o denepanbHoM apxuBHOM areHTCTBE. [Incbmo PocapxuBa ot
24.06.2004 N 10/1111-k.

1 8. AIMUHUCTPATUBHBIN PETJIAMEHT MO UCTOJHEHUI0 DeepaibHbIM apXUBHBIM areéHTCTBOM T'OCY-
JnapcTBeHHOW ¢yHKIMH "BeneHue rocyqapCTBEHHOTO peecTpa YHUKAIBHBIX JOKYMEHTOB APXUBHOTO
dbonga Poccuiickoint @enepanun". YTBepkaeH npukazom MunkynbTypsl Poccun ot 23.10.2007 N 1296.

34



19.0 BBenenuu B aeiictue "lIpuMepHON MHCTPYKIIMU O MOPSIKE PabOTHI TOCYAAPCTBEHHBIX ap-
XMBOB MpH 4pe3BblyaiiHbIX cuTyanusx". [Ipukas Pocapxusa ot 28.03.2001 N 24.

20.0 BBeneHuU B AelicTBUE BpeMeHHOM MHCTPYKLIUU MO yYeTy U O()OPMIICHUIO PACCEKPEUEHHBIX
JIe]1 ¥ JOKYMEHTOB B FOCYJapCTBEHHBIX apXMBaX, LIEHTPax XpaHeHus JokymeHTanuu. [Ipuka3 Pocapxusa
ot 07.12.1995 N 79.

21.0 BBeAeHUH B JICMCTBUE MHCTPYKIIMHU O MOPAJKE 3amoJHEHUs nacrnoprta apxuba. [Ipukas Po-
capxuBa ot 17.11.1997 N 61. 1. I'paxxnanckuii koxekc Poccuiickoit @exepaunu (4acte BTOpas) OT
26.01.1996 Ne 14-®3 // (neiicTByromas peaakius ot 30.01.2014)

22. I'paxxnanckuii konekc Poccuiickoit denepanuu (dacts nepsas) oT 30.11.1994 Ne 51-@3 //
(meiictByromas penakmus ot 14.11.2013)

23. Tpynosoit konekc Poccuiickoit @eneparuu ot 30.12.2001 Ne 197-®3 //Conepkanue ot 25
¢deBpans 2014 rona.

24. Haumonaneneiit crangapt PO 'OCT P 7.0.97-2016 "Cucrema cTanmapToB 1o HH(POpPMAIIUH,
OMOIMOTEYHOMY M H3JaTeNbCKOMY Jieny. OpraHu3alOHHO-paclopsIuTeNbHas JoKyMeHTanusa. Tpebo-
BaHUS K 0(OpMIICHUIO TOKYMEHTOB" (YTB. nmpukazoMm PenepaibHOro areHTCTBA 10 TEXHUYECKOMY Pery-
JUPOBaHUIO U MeTpoJioruu oT 8 nekadbps 2016 r. N 2004-ct).

25. Hauwnonansubiit ctangapt PO I'OCT P 7.0.8-2013 "Cucrema crannapToB 1o HH(pOpMaIu,
OMONIMOTEYHOMY U U3JaTeNbCKOMY Jeiy. [lenonpon3BoACTBO U apXUBHOE Jes10. TepMUHBI U OIpejele-
Hus" (yTB. mpukazom DenepansbHOTO areHTCTBA M0 TEXHUYECKOMY PErYJIMPOBAHUIO U METPOJIOTHU OT 17
okTs10ps 2013 1. N 1185-cT).

26. OcHOBHBIE IIpaBUiIa pabOTHI apXUBOB opranuzanuii. M., 2002

27.JlepeueHb TUIOBBIX YNPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroIuxcs B Ipolecce Jie-
ATENBHOCTU TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMPABJICHUS U OpraHM3allui, C yKa3a-
HUEeM cpokoB Xpanenus. M., 2010 (pex. ot 16.02.2016).

28. Meroanyeckne peKOMEHIAIMK M0 paboTe ¢ 0co00 IEHHBIMU JOKYMEHTaMHU B IOCYJapCTBEH-
HbIX apxuBax P®. M., 2011

29. Meronuyeckue peKOMEHAAUUU 10 (OHIUPOBAHUIO JOKYMEHTOB B IOCYJapCTBEHHBIX MYHH-
uunanbHeIx apxuBax PO. M., 2010.

30. IlpaBuia opraHuM3aluu XpaHEHUs, KOMIUIEKTOBAHUS, y4eTa U HCIHOJIb30BAHUSA JOKYMEHTOB
ApxusHoro (onna Poccuiickoit @enepannu U ApYrux apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U MY-
HUIMTTAIBHBIX apXUBax, My3esX u OuOInoTeKkax, opranu3anusix Poccuiickoit akanemun Hayk. M., 2007.

31. O6 yrBepxkaenuu Ilopsiika MCHOIB30BAHUS APXUBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX U
MYHHUIUIIATBHBIX apxuBax. M., 2013.

32. PernmaMeHT rocynapcTBEHHOro yuéra MOKyMeHTOB ApxuBHOro ¢onnga Poccuiickoit denepa-
mun. M., 1997.

33. CrenanbHble TpaBUiIa MOXKAPHOK OE30MAaCHOCTH TOCYAapPCTBEHHBIX U MYHUIIMIAIBHBIX ap-
xuBoB Poccuiickoi @enepanun. M., 2009.

34. byposa E.M., Opranuzanusi apXxuBHOW U CIIPaBOYHO-UH(OPMAITMOHHON pabOThI IO TOKYMEH-
Tam opranuzauuu. — M.: Axanemus, 2015.

JlonoJHUTeIbHbIEe HCTOYHUKM:

1. bacakoB M.1. JlokyMeHTaImoHHOE oOecrieueHne yupasieHus (C OCHOBaMH apXHUBOBEICHUS). —
M.: Kuopyc, 2014.

2. bacakoB M.U., 3ampiukoBa O.WU. [lenonpous3BOACTBO: JTOKyMEHTAlIMOHHOE OOecreueHue
ynpasienus. — Pocros u/]l:;, ®enukc, 2014.

Anpeca pecypcoB UHTepHeTa

1. http://rgakfd.ru/ mopran Poccuiickoro rocy1apcTBEHHOTO apXHBa KHHO(POTOJOKYMEHTOB

2.http://rgantd.ru/ mopran Poccuiickoro rocygapcTBEHHOTO apXvWBa Hay4HO-TEXHUYECKOW JIOKY-
MEHTaluu

3. www.arran.ru moptai «ApxuBsl Poccuiickoit AkazeMun HayK»

4. www.consultant.ru uadopmarinoHHO-IpaBoBoi mopTai «KOHCYIbTaHT+»

5. www.kodeks.ru nopran npaBoBbix cucteM «Komekc»
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6. www.rusarchives.ru ®enepaibHoe apXUBHOE areHTCTBO, MOPTaI «ApxuBbl Poccuny

7. www.vniidad.ru caiit BcepocCHCKOT0 Hay4HO-HCCIIEA0BATEILCKOTO HHCTUTYTA JOKYMCHTOBE-
nenus u apxuBHoro aena (BHUMJIA)

8. http://archivekeeping.ru «ApxuBHOE JAETOMPOU3BOICTBOY.

9. http://www.garant.ru «I"apanT» - HUHGOPMAIIMOHHO-TIPABOBOH MOPTAJL.

10. http://www.rg.ru «Poccwuiickas ra3eray, NepuoInIeCKOi U3IaHuUE.

11.http://www.edou.ru IlenTp komnereHnuu 1o Bornpocam komrereHuu JJOY u apXuBHOTO Jiena.

12.http://termika.ru/issa0 mopran HMubopMarmoHHO-CIIpaBOYHass CHUCTEMa AapXMBHON OTpaciu
(UCCAO)

4.4, O6uue TpedOBaAHUS K OPraHU3aMU 00Pa30BaTeJLHOI0 Mpoliecca

OcBoenue mporpamMmbl  NpPOGECCHOHATBLHOTO  MOIYJS — 3aKiIlo4aeTcd B H3YYCHHH
MexaucuuImHapaseix  kypcos MJIK 02.01, MJK 02.02, MAK 02.03, MK 02.04, xoropoe
npoBoIUTCS B ydyeOHOM KaOuHere. Peanmzamms mnporpamMmbl  NpO(EeCCHOHAIBHOTO  MOJYJIS
MpeIoiaracT KOHIIEHTPUPOBAHHYIO YUeOHYIO MPAKTUKY. 3aHATHS 110 Y4eOHON MPAKTHKE MPOBOJIATCS B
naboparopun «J{eaonpons3BoICTBO U OpraHM3alMOHHAS TEXHUKA»

[Tpu mpoBeneHNN yueOHBIX 3aHATUN UCIONB3YIOTCS MYIbTHMEIUHHBIE KOMIUIEKCHI, JIEKTPOHHBIE
Y4eOHHKN U y4eOHBbIE TTOCOOUS, aJanTHPOBAHHBIC K OOYYAIOIIMMCSI ¢ OTPAHUYCHHBIMH BO3MOKHOCTSIMHU
3JI0POBBSL.

Koncynpranum o0ydaromuxcsi MPOBOASTCS COTIAcHO TpaduKy KOHCYJIbTAIMi, COCTaBICHHOMY
y4eOHBIM 3aBeICHUEM

Texymuit KOHTpOJIb ocBoeHMsI conepxkanuss MJIK ocymecTBasiercss B hopMe TECTOBBIX 3aaHUN U
MIPAKTUYECKUX 3aHATUH.

[TpousBoacTBeHHas MpakTUKa (MO MPOGHII0 CHENUATBHOCTH) MPOBOAUTCA KOHIEHTPUPOBAHHO
1ocjie OCBOEHHs BCEX pa3zeioB MPOQecCHOHATBHOrO MOAYyIs. IIpoW3BOJACTBEHHAs! MpaKTHKA JIOJHKHA
MIPOBOAUTHCS] B OPraHU3ALUAX, HAPaBICHUE JIEATEIbHOCTH KOTOPBIX COOTBETCTBYET MPOGUIIO MOArO-
TOBKHM 00Yy4aroIuXxcs.

O0s13aTeNbHBIM YCIOBUEM JOMYCKa K MPOU3BOJCTBEHHON MPAaKTHKE (110 MPOQUIIIO CIeUaNIbHO-
CTH) B paMKax Mpo(ecCHOHATBHOTO MOIYJIS SBJISIETCS OCBOSHHE MEXAUCIUIUIMHAPHBIX KYpCOB U yueO-
HOU MPAKTUKH.

ATTecranys 1Mo MTOraM IPOM3BOJCTBEHHOM MPAKTHKH (IO MPOQMII0 CHEIHAILHOCTH) MPOBO-
JUTCSI HA OCHOBAHUHU PE3yJIbTaTOB, MOATBEP)KIAEMBIX OTYETAMU U JHEBHUKAMH MPAKTUKU 00YyJarouX-
Csl, a TAK)KE aTTECTAIMOHHBIMU JINCTAMU PYKOBOJIUTENICH MPAKTUKU HA 00yUYaIOIIHXCS.

VYueOHast © MPOM3BOCTBEHHAS MPaKTHUKA (IO MPOPUITIO CHEIUATHFHOCTH) 3aBEPIIAIOTCS 3a4ETOM
OCBOEHHBIX 00IMX U MPO(ECCHOHATBHBIX KOMIIETCHIIMN U TPYAOBLIX (pyHKIMiA. Pe3ynbpTaThl mpoXox-
JIeHUsI Y9eOHON M TIPOM3BOJCTBEHHOW MPAKTUKU (10 MPOGUITIO CIIEIHATILHOCTH) TI0 MOJYJII0 YIUThIBA-
IOTCSI TP TIPOBEJICHUN TOCYAAPCTBEHHOM (MTOrOBOI) aTTeCTaLlUH.
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4.5. KaapoBoe obecnneueHue 00pa3oBaTeIbHOr0 Mpouecca

Tpe6oBanuss K KBAJIN(PUKANMU NeIATOTHYECKUX (MHIKEHEPHO-NEJArOrH4ecKuX) KaJIpoB,
o0ecrnieyUBAOIIMX 00yUYeHHE MO0 MEKIUCHUIIMHAPHBIM KypcaM: BbIcIiee TPoeCcCHOHAIBHOE 00pa-
30BaHKE, COOTBETCTBYIOIIEE MPOPIUITIO MPENO1aBaeMOT0 MOYJIS.

[lenarornvyeckue pabOTHUKH, YYaCTBYIOIIHE B pealid3alldu aJalTHPOBAHHOW 00pa3oBaTelbHON
MIPOTPaMMBI, TOJDKHBI OBITh O3HAKOMIICHBI C TICHXO(PU3NYECKUMU OCOOCHHOCTSMHU OOYYarOIINXCsl MHBA-
JUJIOB U 0OYYAIOIINXCS C OTPAHUYCHHBIMHA BO3MOXKHOCTSMH 37I0POBbSI M YIYUTHIBATh UX MPU OpPTaHU3AIUN
00pa30BaTeNBLHOTO MPOIIECCa, MOJKHBI BIAJIETh MEIArOrHYeCKUMH TEXHOJIOTHSIMH WHKIIO3UBHOTO 00Y-
YEHUSI U METOJaMU UX WCIIOJIb30BaHUS B Pab0OTe € WHKIIIO3UBHBIMH TpymnmamMu oOydarontuxcs. Heobxo-
MO TIPETyCMOTPETh IJIsi HUX 00s3aTeNbHOE MPOXOXKIeHHE MPOo(hecCHOHATLHON MepPernoAroTOBKH HITH
TIOBBINICHUE KBATHU(UKAIIMN B 00JIACTH TEXHOJIOTHI MHKJIIO3UBHOTO 00pa30BaHUs, CIICIIMAIIBHON Te1aro-
TUKH WIH CIIEHAIBHOMN IICUXOIOTHH.

[Tpu HEoOXOomMMOCTH paboTa COBMECTHO C MEIaroroM-TICHXO0JIOTOM.
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5. KOHTPOJIb ¥ OLleHKA Pe3yJIbTATOB 0CBOCHUSA NPOPEeCCHOHAIBHOI0 MOAYJIA
(Buaa npogeccHOHAIBLHOM AeATEeJIbHOCTH)

KoHTposb 1 o11eHKa pe3yIbTaToB 0cBoeHHs mpodeccruonanbroro moayis IIM. 02 Opranusauus
apXMBHOI U CIPABOYHO-UH(OPMALMOHHOM PA0OTHI O JOKYMEHTAM OPraHU3alUH, OCYLLECTBIISIETCS
IpernojaBaTesieM B XOJ€ TEKYLIEro KOHTPOJS HMHAMBUIYAJIbHBIX OOpPa30BaTEIbHBIX JIOCTHXKEHUH,
pyOexkHOU W MIPOMEKYTOUHOM aTTECTAlMH B MPOLECCE MPOBEACHUA MPAKTUYECKUX 3aHATHUMH,
TECTUPOBAHUS, BBIMOJHEHUS OOYUYAIOLUIUMUCS CAMOCTOSTEIbHOM pabOThl, peIIeHUs TPOU3BOJICTBEHHBIX
CUTYyallUud, TPOEKTOB, BBITIOJHEHUS M 3alIUTHl KypCOBOM palOoThl, a TaK K€ MPOXOXKACHUS y4eOHOU U
MTPOU3BOJCTBEHHOMN MPAKTUKH.

Jl1s OlleHKM JAOCTHXKEHUH 0OydaroluXcsl M0 U3y4eHUIo Mpo(hecCHoHaTbHOTO MOAYIS TIaHUPY-
€TCA MCIOJb30BaTh TEKYIIMN KOHTPOJIb 3HAaHUU. TeKyIHil KOHTPOJIb MPOBOJIUTCS C LEIbIO0 TPOBEPKH U
OLIEHKU YCBOCHMS 00Y4YaIOUIMMHUCS y4eOHOro MaTepuaa B MPOIEcce U3YUYEHUS! TeMbl 1 HOCHT CTHMYJIU-
pYIOLIUHI, KOPPEKTUPYIOLIUNA W BOCIUTATEIbHBIM Xapakrep. Tekylmuil KOHTPOJb YCIIEBAEMOCTU OCY-
IIECTBIISIETCS B IpOIIECCEe MPOBEACHUSI TEOPETUUYECKHX U TMPAKTUYECKUX 3aHATUH B (GopMe YCTHOTO
OMpoca, TECTUPOBAHUS, PELICHUS MPOU3BOJICTBEHHBIX CUTYallM U MPAKTUYECKUX 3aJaHMM, KPOCCBOP-
JIOB, a TaK)K€ BBIMOJIHEHUSI MHAWBUIYAJTbHBIX paObOT U TOMAIIHUX 3aJJaHHM, CAMOCTOATEILHON BHEAYIH-
TOPHOU PaOOTHI.

PyOexHblli KOHTPOJb MPOBOJUTCS C LIENBI0 MPOBEPKHM U OLIEHKH YCBOCHHSI OOYYaroIIMMHCS
yueOHOro MaTepHaia 1o u3ydyeHHoi teme. Bosmoxknast popma pyOesxHOro KOHTpOJIsS — cobeceioBaHue,
IIMCbMEHHBIE OTBETHI HAa BOINPOCHI, TECTUPOBAHUE, BBIIIOJHEHUE NMPAKTUYECKUX 3aHATHH. Dopma KOH-
TPOJISL 4711 OOYUAIOIMIMXCSl YyCTAaHABIUBACTCSA C YYETOM MX MHIUBUAYAIbHBIX NCUXO(PU3MUECKUX OCOOCH-
HOCTEH.

[TpomexyTouHast aTTecTamnusi 00yJaroIIMXCsl OCyIIecTBIsIeTCs B popme nudepeHmpoBaHHOTO
3a4era B BHJIE€ TECTUPOBAHUA U 3K3aMeHOB. PopMa M BpeMs MPOBEACHUS NMPOMEXYTOUHON aTTECTALUN
U1 00YYaroIIMXCsl MHBAJIMJOB U OOYUYaIOIIUXCSl ¢ OTPAaHHMYEHHBIMH BO3MOXKHOCTSIMHU 37J0POBbSI yCTa-
HABJIMBACTCSl C Y4E€TOM HWHIUBUAYAIbHBIX, MCUXO(pHU3NYeckux ocobeHHoctel. [lpm HeobxomumocTu
IIPEIOCTABIIAETCS AOMOJIHUTENBHOE BPEMs JUIsl TIOATOTOBKHM OTBETA Ha 3a4erT.

[Tpu mpuMeHeHnr pa3audHbIX (HOPM 3aHATUA HEOOXOIUMO COOIIOIATh O0IIE PEKOMEHAIINH 10
paboTe ¢ 00yJaroUMMHCS C OTPAaHHYECHHBIMH BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIU/IOB:

-ACIIOJIb30BaHNE YKAa3aHUH, KaK B YCTHOH, TaKk U MUCbMEHHON popme;

-[I03TAITHOE PA3bACHEHUE 3a/1aHU;

-[10CJIEIOBATEIBbHOE BBIIIOJHEHUE 3aJaHN;

-IOBTOPEHUE 00y4YaIOUMMUC MHCTPYKIIMH K BBIITOJIHEHUIO 3a/1aHUS;

-obecrieueHue ayIno-BU3yalbHbIMU TEXHUUYECKUMH CPEJICTBAMU O0yUECHHS,

-COCTaBJICHUE UHIUBUAYAJIbHBIX [UIAHOB, TIO3UTUBHO OPUEHTUPOBAHHBIX U YUYUTHIBAIOLIUX HABbI-
KU U YMEHHS 00y4aroMIUXCsl.

[IpakTuka mnpencraBiasier coOOW BUA YYEOHBIX 3aHATHN, OOECIEYMBAIOIIMX MPAKTUKO-
OPHEHTUPOBAHHYIO MOJrOTOBKY obOydatomierocs. [Ipu peanuzanuu npopeccnoHaIbHOrO MO IPey-
cMaTpuBaeTcs yueOHast U MPOU3BOJICTBEHHAS MPAKTUKA (IO MPOGUITIO CIICIIMAIBHOCTH ).

VYyeOHast mpakTUKa MPOBOJUTCA B JTaOOpaToOpHusax oOpa3oBaTenbHOro yupexaeHus. Ilo uroram
yueOHOM MPaKTUKK MPOBOJUTCS C/aya 3a4eTa C BBHIOJHEHUEM MPAKTUYECKOTO 33/JaHUs 33 CUET YacoB,
OTBEJICHHBIX Ha Y4eOHYIO MPAKTUKY MO Kax10i Teme pazzena. [Ipon3BoacTBeHHas MPAaKTHKA IPOBOIMT-
Ccsl Ha MPEeANpUATHIX ropoja, paiiona u obnactu. [lo uroram npon3BOACTBEHHON MPAKTUKU MTPOBOAUTCS
c/laya 3a4eTa 3a CYET YacoB, OTBEIECHHBIX HA IPOM3BOACTBEHHYIO IIPAKTHUKY.
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PesynabTaTsl 00yyeHus

(I)OpMI)I N METOAbI KOHTPOJA H

Kpurepun onenok (mkaja

(ocBOEHHBbIE YMeHM S, OLeHKH OLIEHOK)
YCBOEHHbIE 3HAHUSA)
YMeThb:
-OpraHu30BbIBATH JIEsI- DkcnepTHasi ouleHka opraHu3anuu | OLiEHKa «OTIUYHO» - 3a/IaHHs
TEJIbHOCTh apXHBa C yue- apXUBHOI pabOTHI. BBITIOJTHEHBl ~ MPaBWJIBHO  Ha
TOM CTaTyca U MpOQUIIs Habmonenne  mpu  BemonHeHud | 90%, Xopomo - Ha 70%,
OpraHHu3alniu; MIPAKTUYECKUX 3aHATHUH, | YIOBIETBOPUTEIBHO — Ha 51%,
MIPOU3BOJICTBEHHON MTPAKTUKH. HEY/I0BJIETBOPUTEIBHO -

menee 50%.

- paboTaTh B cucTemax OkcriepTHas  OIeHKa  BhIMOMHEHHs | OIeHKa «OTIWYHOY» - 3aJaHUS
3JIEKTPOHHOIO IOKYMEHTO- | padOT B CHCTEME€ DJIEKTPOHHOTO | BHIMOJIHEHBbl MPaBHWJIBHO Ha
oboporTa; nokymentoobopora  1C:JlokymenTto- | 90%, Xopomo - Ha 70%,
000poT. YAOBJIETBOPUTENBHO — Ha 51%,
HaGmtonenne  mpu  BBIMIOJIHEHUH | HEYJOBIETBOPUTEIHHO -
MPAKTUUYECKUX  3aHATUH, ydeOHOH | meHee 50%.
MIPAKTUKU.
- ICIIOJIb30BATh B JIeATeNIb- | DKCIepTHasl OLeHKa wucroyb3oBanus | OlleHKa «OTIWYHOY» - 3aJaHUS
HOCTH apXHBa COBPEMEH- COBPEMEHHBIX KOMIBIOTEPHBIX | BBIMIOJIHEHBI  TPAaBHJIBLHO  Ha
HbI€ KOMITBIOTEPHBIC TEX- TEXHOJIOTHI: 3JeKTpOoHHOW mouThl, | 90%, Xopomo - Ha 70%,
HOJIOTHH; Nurepuera, CO/. YAOBIIETBOPUTENBHO — Ha 51%,
HabGnmionenne  mpu  BBINOJIHEHUU | HEYJOBIIETBOPUTEIHHO -
IIPaKTUYECKHUX 3aHsaTHi, | MeHee 50%.

MIPOM3BOJICTBEHHOM MPAKTUKU

- IPUMEHATH COBPEMEHHBIE
METOJUKHA KOHCEPBALIMU U
pecTaBpalnuu apXuBHBIX
JIOKYMEHTOB;

DOKcnepTHasi  OICHKAa NPUMEHEHUS
COBpeMeHHBIX METOAUK KOHCGpBaI_II/II/I
148 pGCTaBp alnun apXI/IBHbIX
JIOKYMEHTOB.

Habmtonenue npu BBIIIOJTHEHUU
MPAKTUYECKUX 3aHITHH,

IIPOU3BOJICTBEHHON IIPAKTUKH

OneHka «OTJIMYHO» - 3aJaHUs
BBITIOJIHCHBI MMpaBUJIBHO Ha
90%, Xopomo - Ha 70%,
YAOBJIETBOPUTENBHO — Ha 51%,
HEYIOBJIETBOPUTEIBLHO -
MmeHnee 50%.

- IY1 — opuenTupoBaThcs

3KCH€pTHa}I OLICHKAa IO IMPOBCACHHUIO

O1leHKa «OTIUYHOY» - 3aJaHUs

B NIPaBOOTHOLIEHUSX B MoKCKa U KayeCTBEHHOI'O | BBIIIOJIHEHBl ~ MPAaBUJIBHO  Ha
cepe apxXUBHOIO Jiefa B UCIOJIb30BaHUs MpaBoBbIX HopMma- | 90%, Xopomo - Ha 70%,
POD; THUBHBIX aKTOB. YAOBJIETBOPUTENBHO — Ha 51%,
HaGntonenue  mpu  BBINOJHEHUH | HEYJIOBIECTBOPUTEIHHO -
MPAKTUUYECKUX  3aHATUH, ydeOHOH | meHee 50%.
MPAKTUKH, BBINOJHEHUS KypCOBOM
paboTHI, MIPOU3BOACTBEHHOM
MIPAKTUKHU.

- IV2 — onpenensite co6-
CTBCHHHUKOB apXI/IBHI:IX 0-
KYMCHTOB;

DKcrepTHas OLEHKA 110 ONPeACIICHUIO

COOCTBEHHUKOB apXUBHBIX
JIOKYMEHTOB.

HaGmionenne  mpu  BBINOJHEHUU
MPAKTUYECKUX 3aHITHH,

IIPOU3BOJCTBEHHON IIPAKTUKH.

OrleHKa «OTIMYHO» - 3aJaHUsA
BBINIOJTHEHBl ~ [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

- Y3 — opueHTupoBaThCs
B MHOT000pa3uu BUIOB
apxuBoB PD;

DKcrepTHas OLEHKa IO BBIMOJIHEHHUIO
paboT mo mepenade JAOKYMEHTOB Ha
XpaHEHHUE B apXUBBI Pa3HOTO YPOBHH.
HaGmiogenue  mpu  BBIOJHEHHUHU
MPaKTUYECKUX 3aHATUH, Ha
IIPOU3BOJICTBEHHOMN IIPAKTHUKE.

OrleHKa «OTIMYHO» - 3aJaHUA
BBIIIOJIHEHBl ~ MPAaBUJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.
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PesynabTaTsl 00yyeHus
(ocBOEHHBbIE YMeHM S,
YCBOEHHbIE 3HAHUSA)

(I)OpMBI N METOAbI KOHTPOJA H
OICHKH

Kpurepun onenok (mkaja
OLIEHOK)

- Y4 — coctaBnste oT-
YETHBIC U JPYTUE OCHOB-
HBIE IOKYMEHTHI apXHBa;

OKcnepTHas OLIEHKA 10 0(QOPMIICHHIO
OTUYETHBIX APXUBHBIX JIOKYMEHTOB.

- HaOmonenne mnpu  BBINOJIHEHUH
NPAaKTUYECKUX 3aHATHH, Y4eOHOH U
IIPOU3BOJICTBEHHON ITPAKTUKHU

OrleHKa «OTIMYHO» - 3aJaHUA
BBIIIOJTHEHBI ~ NIPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

- AYS5 - npoBOUTH 3KC-
MepTU3Y LEHHOCTHU TOKY-
MEHTOB B apXHBax;

DKcrepTHas OLEHKA IO ONPEICICHHIO
CpOKa XpaHeHHWs Jel U Tepenaye

JTIOKYMEHTOB Ha XpaHeHue B
BBIIIECTOSIIIINE APXUBHI.
- HaOmomenue 1pu  BBIMOJHEHUU

NPAaKTUYECKUX 3aHATHH, Y4eOHOH U
ITPOU3BOJICTBEHHON ITPAKTUKHU

OreHKa «OTJIMYHO» - 3aJaHUA
BBIIIOJTHEHBI ~ [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

3HATb:

- CHCTEMY apXUBHOTO
yrpasieHus B Poccuiickon
®denepanuy U OpraHusa-
U0 ApXUBHOTO (OH/IA
Poccuiickoii ®enepanuu;

DKcIepTHasi OLICHKA 3HAHWUU CHUCTEMBI
apXHUBHOIO yIpasJieHUs B Poccuiickon

denepanun u OpraHu3aluu
ApxuBHoro  ¢ouma  Poccwuiickoit
®denepanuu;

Habmonenue npu BBITTOJIHEHUH

MPaKTUYECKUX 3aHATHUH, ydeOHOU U
IIPOU3BOJCTBEHHON IIPAKTUKU

OrneHKa «OTJIMYHO» - 3aJaHUA
BBIIIOJTHEHBI  [IPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

- CUCTEMY XpaHEHHs U 00-
pabOTKH JTOKYMEHTOB;

DKcrepTHas OLEHKa 0 COOIIOACHHIO

OCHOBHBIX HpaBI/I.H XpaHeHI/I}I nu
00pabOTKH JOKYMEHTOB;
Habmtonenue pu BBIIIOJITHEHUH

MPAaKTUYECKUX 3aHATHN, ydeOHOU u
IIPOU3BOJICTBEHHON IIPAKTUKH

O1leHKa «OTJIUYHOY» - 3aJaHUs
BBIMIOJIHEHBl ~ MPABWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIHHO -
MeHee 50%.

- 131 — aransl pa3BUTHS
apxuBHOTO zeina B Poccum;

Ompoc
HaOmronenune npu
MIPAKTUYECKUX 3aHATUN

BBITTOJIHEHU U

O1leHKa «OTIUYHOY» - 3aJaHUs
BBITIOJIHCHBI ~ MPABWJIBHO Ha
90%, Xopomo - Ha 70%,
YAOBJIETBOPUTENBHO — Ha 51%,
HEYOBJIETBOPUTEIHHO -
menee 50%.

- 132 — 3akoHOAATCIBHEIC
aKThI IO apXUBHOMY JETTy
B PD;

DKcrepTHas OlEHKa MO MPUMEHEHHIO
@denepalbHbIX 3aKOHOB M JAPYTUX
HOpPMATHUBHBIX aKTOB B pabOTE apXuBa.
Onpoc, TecTupoBaHUE

Habmonenue B npoiiecce
BBITIOJTHEHUS TIPAKTUYECKOTO 3aHATHS,

O1leHKa «OTJIUYHOY» - 3aJaHUS
BBITIOJIHCHBI ~ MPABWJIBHO Ha
90%, Xopomo - Ha 70%,
YAOBJIETBOPUTENBHO — Ha 51%,
HEY/I0BJIETBOPUTEIBHO -
menee 50%.

KypcoBOi  paboThl, YyueOHOH |

MIPOM3BOJICTBEHHOM MPAKTUKU
- 133 — pasnoobpasue Bu- | Ompoc OneHka «OTIMYHOY» - 3aJlaHUs
0B apxuBOB PD u nx HaOmronenune B MpOIECCE | BBIMTOJIHEHBl MPaBWJIBbHO  Ha
HaIIpaBJICHUS [EATEIbHO- BBINIOJTHEHUS TIpakTHUecKoro 3anarus, | 90%, Xopomo - Ha 70%,
CTH; KypcoBoil ~ paboTbl, y4eOHOH U | yIOBIETBOpPUTEIHHO — Ha 51%,

MIPOU3BOJICTBEHHOM MTPAKTUKU HEYIOBJIETBOPUTEIHHO -

menee 50%.

- 134 — MmeTompuecKo-

DOKcnepTHasi  OIIEHKAa 3HAHUW 10

O1leHKa «OTIUYHOY» - 3aJaHUS
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PesynabTaTsl 00yyeHus

(I)OpMI)I N METOAbI KOHTPOJA H

Kpurepun onenok (mkaja

(ocBOEHHBbIE YMeHM S, OLeHKH OLIEHOK)
YCBOEHHbIE 3HAHUSA)
paBoOBOE oOecrieueHue MIPUMEHEHHUIO METOJMYECKUX | BHIIIOJHEHbl MPAaBUJIBHO Ha
JEATEIBHOCTH apXUBOB; pekomeHnauun 1o  aedarenbHoctu | 90%, Xopomo - Ha 70%,
apXHUBOB B pabOTE apXUBOB,; YAOBJIETBOPUTENBHO — Ha 51%,
Omnpoc HEYJIOBJIETBOPUTEIBHO -
HaOmronenune B npouecce | menee 50%.

BBITNIOJTHEHUS TIPAKTUUECKOTO 3aHATHUSA,
KypcoBO  pabOThl, y4eOHOWM U
IIPOU3BOJCTBEHHON IIPAKTUKU

- JI35 — TEeXHOJOTHIO KOM-
IMJICKTOBAaHUA, y4€Ta U HC-
MOJB30BAHUSA  APXHBHBIX
JIOKYMEHTOB;

DKcIepTHas OlleHKa 3HaHUN
TEXHOJOTU | KOMIUJICKTOBAHHUS, yueTa
Y UCTIOJIb30BaHUS apXUBHBIX
JOKYMEHTOB,

Onpoc

HaGmonnenue B mporiecce
BBITIOJTHEHUS PAKTUYECKOTO 3aHATHS,
KypcOBO# paboThI, y4eOHOH U
MIPOM3BOJICTBEHHOM MPAKTUKU

OreHKa «OTIMYHO» - 3aJaHUA
BBIIIOJITHEHBI  NIPaBWJIBHO  Ha
90%, Xopomo - Ha 70%,
YIOBJIETBOPUTENIBHO — Ha 51%,
HEYJIOBJIETBOPUTEIILHO -
menee 50%.

- 136 — mnpaBuna pasme-
IIEHUS, ydeTa, MTPOBEPKH,
HaIu4us, 00eCIeYCHHS CO-
XPaHHOCTH JTOKYMEHTOB
apXuBa.

DKcrepTHas OLEHKA 3HAHUH MpaBul
pasMelleHysl, yueTa, IPOBEPKH,
HAJIN4HsL, 00ECTICYeHHUS COXPAHHOCTH
JTOKYMEHTOB apXHBa.

TectupoBanue

Onpoc

HaGmonenue B mporiecce
BBINOJIHEHUS IPAKTHYECKOTO 3aHATHS,
KypCOBO# paboThl, y4eOHOH U
IIPOU3BO/ICTBEHHOM NMPAKTHKU

O1leHKa «OTIUYHOY» - 3aJaHUs
BBITIOJIHCHBI ~ MPABWJIBHO Ha
90%, Xopomo - Ha 70%,
YAOBJIETBOPUTENBHO — Ha 51%,
HEYI0BJIETBOPUTEIBHO -
menee 50%.

@opMbI U METO/IbI KOHTPOJISL M OLIEHKH PE3YJIbTaTOB O0YUYCHHSI JOJKHBI TIO3BOJISATH POBEPATH Y
00y4Jaronuxcs He TOJIBKO CHOPMHUPOBAHHOCTD MPOGECCHOHATBHBIX KOMIIETCHITUN U TPYIOBBIX (QYHKIIUH,

HO U pa3BUTHE OOIIUX KOMIIETEHIIMNA U 00eCTIeUNBAIONINX UX YMEHHIA.

Pe3yabTarsl OcHOBHBIE TOKa3aTeH @DopMbI 1 METOABI Kpurepum oueHok
(ocBOEHHBIE 00IIME OLICHKH pe3yJibTaTa KOHTPOJISI M (1IKaJIa OLEHOK)
KOMIIETEHIIMH) OLleHKH
OK 1. TIloHumarts | - aprymeHTHpyeT cBoil BbIOOp | Habmonenue u | Ouenka ocBoeHus 00-
CYLIHOCTb U | B IpodecCHOHaIbHOM CaMo- | SKCIEPTHAs OLEHKA | IUX KOMIIETEHIMI Mpo-
COLIMAJIbHYIO OIIpe/ICIICHUY; 3a JeATEIbHOCTBIO | BOIUTCA MO IIKaJle Kaye-
3HAYUMOCTb CBOEH | - ompenensieT COLUalbHYIO | 00yJaromerocs B | CTBa M IIKaJe YacTOTHI

Oyaymieit mnpodeccuu, | 3HAYUMOCTh  TPOGECCHOHANb- | MPOIIECCE  OCBOE- | MPOSBICHHUIA.
NpOSIBIISIT K HEH | HOU JIeITENbHOCTH; Hus oOpasoBateinb- | [llkana kauecTsa:
YCTOWUYMBBIA UHTEPEC - BBIOJHSET  CaMOAHaIM3 | HOW  mporpammel, | Yposens | — Huxe oxu-

MpoeCCHOHAIBHOW ~ TIPUTOJI- | IPH  BBITIOJHEHUU | JaHUH;

HOCTH. camocroarenbHor | Yposenp 2 - Coort-
OK 2. | - BBIOMpAET U MPUMEHSET Me- BHEAYJUTOPHOM BE€TCTBYET OKUIAHUIM;
Opranu3oBHIBaTh TOOBI M CHOCOOBl pemrenus | PaboTel, KypcoBo# | Yposenr 3 - Ilpe-
COOCTBEHHYIO MpodECCHO-HANBHBIX 3ajad B | PAOOTHI, paboT IO | BBINACT OXKUIAHUS.
IEATEeNbHOCTD, 00JIACTH OpraHM3aIMU JIOKy- | Y4€OHOH W mnpous- | Yposan 2 u 3 nmawoor
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BEIOHpATh TUTIOBBIC | MEHTAI[MOHHOTO OOeCTeUeHUs
METOABl W  CHOCOOBI | yrpaBieHuss ¥ (HYHKIIHOHHUPO-
BBITIOJTHEHUS BaHUs OpTaHHU3aIIN;;
npodeccrnoHalbHbBIX - CaMOCTOSTEIbHO OLIEHUBAET
3a/a4, OIEHUBaTh UX | 9PPEKTUBHOCTh H KAueCTBO
3¢ peKTUBHOCTH Y | BBIIOJHEHHOHN pabOTHI;
Ka4ueCTBO - ompenenseT MyTH YyCTpaHe-
HUS BBISIBJICHHBIX OTKJIOHEHUH.
OK 3. [IlpuHuMmath | - ONHUCHIBAET CHUTYalHID U
pelieHus B | Ha3bIBAaeT MPOTUBOPEUHSI,
CTaHJIapPTHBIX U | - OILIEHMBAET MPUYUHBI BO3-
HECTaHIapTHBIX HUKHOBEHUS CUTYaIUU;

CUTyalusxX W HECTHU 3a
HHUX OTBETCTBCHHOCTDH

- HAaXOIUT IYTH PEIICHUS CH-
Tyalluu U TOJOUpAET pecypchl
(mHCTpYMEHT, WHGOPMAINIO H
T.II.) HEOOXOAWMBIE IS pa3-
peIICHMSI CUTYaIHH,

- Oeper Ha ceOs OTBETCTBEH-
HOCTb 32 MPUHSITOE PEIICHHE.

OK 4. OcyuecTBisTh
TIOUCK "
UCIOJIb30BaHUE
nH(popManuu,
HE00X0TUMOiA TUTST
3¢ pexTUBHOTO
BBITIOJTHEHUS
po¢eCCUOHATBHBIX
3ajad,
poeCCHOHAIIBHOTO |
JUYHOCTHOTO Pa3BUTHUS

- IpoBOAMT 3()(PEKTUBHBIN TO-
HUCK HeoOxomumon uHdOpMma-
UM, UCHOJb3ysd pPa3IUYHbIC
HCTOYHHKH JUTEpPaTypHl,
BKJIIOYAs JICKTPOHHBIE;

- Ompenensier COOTBETCTBHE
uHpOpMAllUK  TTOCTABJICHHOM
3amadye;

- OLIEHUBAET MOJHOTY U JI0CTO-
BEPHOCTH MH(OPMAITHH.

OK 5. MHcnons3zoBartb
MH(POPMAIIMOHHO-
KOMMYHHKAI[MOHHBIE
TEXHOJIOTUU B
npo¢eCcCuOHATBHON
NS TebHOCTH

- TIOKa3bIBaeT pe3yJIbTaTHB-
HOCTh CaMOCTOSITETTLHOU pado-
THI 110 OCYIIECTBICHHIO TTOMCKA
uHpopmanuu B cetu MHTEpHET
U PA3IUYHBIX AJIEKTPOHHBIX
HOCHUTEJISIX;

- ucnoaw3yet cpeactsa UT mis
U3BIICUEHUS, OOpabOTKH W
XpaHeHus HHHOPMAITUH;

- TpeAcTaBiIsAeT UHPOPMALHUIO
B Pa3IMYHBIX (hopMax.

- pabotaer ¢ mpodeccuoHaIb-
HBIMHU TIporpammaMu KoHCyb-
TaHT U ['apaHr.

OK 6. PabGoratp B
KOJIJICKTHBE "
KomaHze, 3(pdexTuBHO
oOmarscs C
KOJIJIETaMH,
PYKOBOJICTBOM,
MOTPEOUTENIMU

- TMPOSBISIET KOMMYHHKAOEIh-
HOCTb, 0eCKOH(MIUKTHOCTb,
TOJIEPAHTHOCTH BO B3aUMOJICH-
CTBUU C KOJIJIETAMH, PYKOBOJ-
CTBOM H IICAaroraMu;

- BEJICT JCJIOBYIO Oeceny B Co-
OTBETCTBUU C  JTHYCCKHMU
HOpPMaMH.

BOJCTBEHHOU
MpPaKTHUKE.

c(OpMHUPOBAHHOCTH 00-
X KOMIIETECHIINIA.
[llxana 4acTOTBI MPOSB-
JICHUN:

VYposenr 1 - KauectBO
HE IPOSIBISETCS HUKO-
raa;

Yposenr 2 - Ilepu-
OJINYECKOE IIPOSIB-JIEHHE
Ka4ecTBa;

Yposenr 3 - KauecTBO

MPOSIBISIETCS. B OOJIb-
IIMHCTBE  MPOOIEMHBIX
CUTYAallH;

Yposenp 4 — Ilpo-

SIBJIIETCS BO BCEX, JAXKE B
CBEPXCIIOXKHBIX CUTYaIl-
aX.

VYpoBuH 2-4 natot cgop-
MHUPOBAaHHOCTh  OOIIMX
KOMIICTCHITH I
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OK 7. bparp Ha cebs | - CTaBUT 3agauyd Iepea KoJ-
OTBETCTBEHHOCTh 3a | JIGKTUBOM (TPYIIIOW);
paboty YJICHOB | - OpraHu3yer paboTy MO BHI-
KOMaH bl MOJIHEHUIO 33JJaHUsI B COOTBET-
(MOTUMHEHHBIX ), CTBHUH C UHCTPYKLIUSIMH;
pE3yNbTaT BHINOJHEHUS | - TMPOBOJUT CaMOaHAIM3 U
3alaHui KOPPEKIMIO Ppe3yNbTaTOB pa-
O0TBI WICHOB KOMaH bl
OK 8. - aHAJIM3UpPyeT COOCTBEHHBIC
CaMocTosTeHHO CWJIBHBIE U c1a0ble CTOPOHBL;
OTIpeeIsATh 3a]a4u | -Ompeenser MePCTIEKTUBBI
npodeccCHoOHATBHOTO | | TPOGECCHOHATBPHOTO U JIMY-
JUYHOCTHOTO HOCTHOT'O Pa3BUTHS;
pa3BUTHS, 3aHUMAThCS | -TIOKA3bIBACT BJIAJICHUE HAaBBI-
camMo00pazoBaHuEM, KaMM  CcaMOOpraHu3aluu U
OCO3HaHHO MIPUMEHSIET UX Ha IPAKTHKE
IJIAaHUPOBATh
MOBBILIICHHE
KBTI (UKAITIHI
OK 9. - OIpENENseT TEXHOJIOTUHU, UC-
OpueHtupoBaTbcs B | MOJNb3yeMble B mpodeccuo-
YCIIOBUSAX YacTOM | HAJIbHOM JAEATEIbHOCTH;
CMEHBl TEXHOJIOTUH B | - OMNpeAessieT YCIOBUS H pe-
npodeccroHanbHOM 3YJNbTAThl YCHEIIHOTO TpHUMeE-
JeSITeNIbHOCTH HEHUS TEXHOJIOTUH.
Pe3yabTaTnl Kpurepun oueHok

(ocBOeHHBIE NIPOdeccH-
OHAJIbHbIE KOMIIETEH-
MU U TPYAOBbIE (PYHK-
M)

OcHOBHBIE TOKA3aTeJIN
OLICHKH pe3yJibTaTa

®opMbI M METOAbI KOHTPOJIS
U OLlEHKH

(1IKaJIa OLEHOK)

Bun npodeccnonanbuoi AesiresabHocTH: [IM. 02 Oprann3anus apXuBHOM M CIIPABOYHO-
HH(OPMAINMOHHOI PadOTHI 0 JOKYMEHTAM OPraHHu3anumn

I[IK 2.1. OcyuecTBisiTh
JKCIIEPTU3y  LEHHOCTHU
JOKyMEHTOB B COOTBET-
CTBUU C JCUCTBYIOLIMMU
3aKOHOJATEIbHBIMU  aK-
TaMU 1 HOpMaTUBaMH

- OCYILECTBIISIET JKCIEP-
TU3y HOCHHOCTU [OKY-
MEHTOB C HUCIOJIb30BaHU-
cM 3aKOHOAATCIIbHBIX
aKTOB;

- OIpenenseT CpOKHU
XpaHEeHHs JOKYMEHTOB;

- MNOATOTaBJIMBACT IIPO-
€KT HOMEHKJIATYPHI JIeJT C
HUCITOJIB30BAHUEM  THUIIO-
BOTO TIEPEYHS CPOKOB
XpaHEHHUs JOKYMEHTOB;

- cocTaBisieT U ohopm-
JISIET AOKYMCHTEIL JJISL
MIPOBE/ICHUST IKCIIEPTU3BI
HCHHOCTHU JOKYMCHTOB

Texymuit KOHTpOJBL B hopme:

- CUTYAIlMOHHBIX 3aJaHWH, JU-
arHOCTUYECKOTO  TECTUPOBa-
HUS,

-BBITIOJTHCHUSI W 3aIIUTHI MTPAK-
TUYECKUX paboT;

-  TOATOTOBKH W JICMOH-
CTpalliy IPE3CHTAIINN;

- CO3/IaHUE CXEM I10 3aJIaHHSIM;
-CO37IaHHE TECTOB U KPOCCBOP-
11 TI0 TEMaM;

-HAalMMCaHUs COOOIIEHUH 10
temam MJIK.

3auyérhl Mo y4eOHOW U TpPOU3-
BOJICTBEHHOU MpaKTUKaM,
Qg pepeHIIMPOBAHHBIA  3aUeT

O1neHKa «OTINYHOY
- 3amaHus BBIIIOJI-
HEHBl  MPaBWJIBHO
Ha 90%, Xoporo -
Ha 70%, ynoBie-
TBOPHUTETHHO — Ha
51%, He-
yJIOBIIETBOPUTEIIb-
HO — MeHee 50%.
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[IK 2.2. Bectu paboty B
CHCTEMax 3JIEKTPOHHOTO
JOKYMEHT0000poTa

- cocTaBisieT U 0opopM-
JSeT JTOKYMEHTBI C TIO-
MOIIBI0  COBPEMEHHBIX
KOMITHIOTEPHBIX HH(OP-
MAI[MOHHBIX TEXHOJIOTHUH;
- OBICTPO M KA4YE€CTBEHHO
BBHITIONTHSIET BBOJ, BBIBOJ]
U KomupoBaHHE HHGPOP-
Malid B CHCTEMY JJICK-
TPOHHOTO  JIOKYMEHTO-
00opoTa;

- MPOBOAWT paboTy TIO
OTIEpaTUBHOMY H JOJTO-
BPEMEHHOMY XPaHEHHIO
ANEKTPOHHBIX JOKYMEH-
TOB,

- OBICTPO OCYIIECTBIISIECT
MOUCK HWHPOPMAIMK B
CoO1

[IK 2.3. PazpabatbiBaTh
U BECTH KiIaccH(pUKATO-
pbl, Tabenu W Op. crpa-
BOYHHKH T10 JTOKyMEHTaM
OpraHu3aIu

- TPOBOJUT KadyeCTBEH-
HOE OIHMCaHUE APXUBHBIX
JTOKYMEHTOB;

- CaMOCTOSITENILHO TIPO-
BOJIUT 3aIlUCH B OIIUCH,
KJIaccu(puKaTopel M Ta-
O0enu 1Mo JIOKyMEHTaMm
OpraHu3ally;

- COCTaBJISIET CIIPaBOY-
HUKHM, KaTajoru mo JIo-
KYMEHTaM OpraHH3allHH.

IIK 2.4. OO6ecneunBaThb
IpUEM U PALMOHAIIBHOE
pa3MelIcHHue
JIOKYMEHTOB B apXxuBe (B
T.4. JOKYMEHTOB  IIO
JMYHOMY COCTaBY)

- CaMOCTOSITETIbHO BE/IET
paboTy MO KOMILIEKTO-
BAaHMIO apXuBa YIpaB-

JICHYECKOM  JIOKYMEHTa-
UMel W JIOKyMEHTOB
JUYHOTO  MPOUCXOXKJE-

HHUS C y4EeTOM TEXHOJIO-
r'ny npueMa HOKYMCHTOB
Ha XpaHCHUE;

- palMOHAIBHO pa3Me-
aeT JOKyMEHTHl B ap-
XUBC OpraHu3anuu,

- CaMOCTOSTEIIbHO BBI-
NOJHSET paboTy Mo co-
CTaBJICHUIO M CHCTeMa-
TU3AIMM  KapTOYEK II0-

CTEJUI)KHOTO  TOTIOrpa-
¢buyeckoro ykazaresns

[IK 2.5. Ob6ecneuuBarts | - KBATU(UITUPOBAHHO

y4€T U COXPAHHOCTH JO- | COCTAaBIsCT  OCHOBHBIC

KYMEHTOB B apXHBe

y4eTHbIE JOKYMEHTHI ap-
XWBA,;

mo MJIK.02.04 «O6ecneueHue
COXPAaHHOCTH  JOKYMEHTOBY,
sk3ameH o MJIK.02.01. «Op-
raHu3anmusi M  HOPMATUBHO-
MPaBOBbIE OCHOBBI APXMBHOTO
nenay, 9K3aMeH o
MJK.02.02. «l'ocynapctBen-
HbI€, MYHUIIUTIATbHBIE apXUBBI
U apXUBBl OpraHU3alUi», OK-
3aMeH o
MJIK.02.03.«Metonuka u
MPAKTUKA apXUBOBEACHUS.
3ammuTa KypcoBOro mpoeKTa o
MJIK.02.03.«Metonuka U
MPAKTUKA apXUBOBEACHUS.
Ok3ameH no [IM.02

O11eHKa «OTJIMYHOY
- 3aJaHus BBIIOJI-
HEHBl  TPABHILHO
Ha 90%, Xopomo -
Ha 70%, ynosie-
TBOPUTEIHHO — Ha
51%, He-
YAOBIIETBOPUTETh-
HO — MeHee 50%.

O11eHKa «OTJIMYHOY
- 3aJaHus BBINOJI-
HEHBl  TPABHILHO
Ha 90%, Xopomo -
Ha 70%, ynosie-
TBOPUTEIHHO — Ha
51%, He-
yIIOBJIETBOPHUTEIb-
HO — MeHee 50%.

O1neHKa «OTINYHOY
- 3amaHusg BBIIIOJI-
HEHBl  MPaBWJIBHO
Ha 90%, Xoporo -
Ha 70%, ynoBie-
TBOPHUTEIHHO — Ha
51%, He-
yJIOBJIETBOPUTEIIb-
HO — MeHee 50%.

O1neHKa «OTINYHOY
- 3aJaHus BBIIOJI-
HEHBl  MPaBWJIBHO
Ha 90%, Xoporo —
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- OCYUIECTBIISIET MPOBEP-
Ky HaJIU4Msl U COCTOSIHUS
JOKYMEHTOB B apXUBE;

- CBOEBPEMEHHO BBISBIIS-
€T JOKyMEHTHI C TOBpe-
KICHUSIMH,

- 3aMoNHSeT aKT TMpo-
BEpPKU HAJMYMSI U COCTO-
SSHUSI aPXUBHBIX JIOKY-
MEHTOB;

- OCYIIECTBIISIET PECTaB-
paluio apXuUBHBIX JOKY-
MEHTOB;

- co0irogaer TeXHOJO-
rui0  oopMIIeHUs Jed,
COCTaBJICHHS] apXHUBHBIX
OImMcel, Cco3JaHus U
omucaHusi GOHAOB ap-
XUBHBIX JIOKYMEHTOB

Ha 70%, ynosie-
TBOPUTEIFHO — Ha
51%, He-
YIIOBJIETBOPUTEIb-
HO — MeHee 50%.

I[IK 2.6. Opranu3oBsl-
BaTh HCIIOJIb30BAaHUE ap-
XUBHBIX JOKYMEHTOB B
Hay4HBIX, CIIPAaBOYHBIX U
MPAKTUYECKUX LENAX

- CBOEBPEMEHHO IPOBO-
TuT  WHGOPMAIIMOHHOE
obecrnieueHre TMOJIb30Ba-
TeJIel Mo UX 3ampocam;

- pamnMoHaNbHO M Kaue-
CTBEHHO OpraHu3yeT pa-
00Ty 4YHUTALHOTO 3aja
apxuBa;

- KauecTBEHHO BeJeT
y4eT HCIOJIb30BAHUS JO-
KYMEHTOB apXHBa;

- BBIJACT  aApPXUBHBIC
CIpPaBKH U KONUHU C JO-
KYMEHTOB II0 3ampocam
10JIb30BaTENeN

O11eHKa «OTJIMYHOY
- 3aJaHus BBINOJI-
HEHBl  TPABHILHO
Ha 90%, Xopomo -
Ha 70%, ynosie-
TBOPUTEIHHO — Ha
51%, He-
yIIOBJIETBOPHUTEIb-
HO — MeHee 50%.

I[IK 2.7. OcyuecTBisiTh
OpTraHU3aI[IOHHO-
METOIUYECKOE
PYKOBOJICTBO ¥ KOHTPOJIb
3a  paboToii  apxmBa
OpTraHu3aIuu u 3a
OpraHu3amuen
JIOKyMEHTOB B
JIETIOTIPOU3BOJICTBE

- OKa3bIBaeT MeTojuYe-
CKYI0 U MpPaKTUYECKYIO
MOMOUIb B TOATOTOBKE
HOPMAaTHBHO-
METOJIMYECKUX ITOKYMEH-
TOB;

- OCYUIECTBIJISIET KOH-
TPOJIb 32 JEATEIbHOCTHIO
apxuBa OpraHu3alud H
CaMOCTOATENIbHO  3aroJ-
HSET COOTBETCTBYIOLINE
JIOKYMEHTBHI.

O1neHKa «OTINYHOY
- 3amaHus BBIIIOJI-
HEHBl  MPaBWJIBHO
Ha 90%, Xoporo -
Ha 70%, ynoBie-
TBOPHUTETHHO — Ha
51%, He-
yJIOBIIETBOPUTEIIb-
HO — MeHee 50%.

Opranm3zanust paboThl C
nokymentamu (B/01.5).

-BeZicHUE  uH(MOpMaIu-
OHHO-CIIPAaBOYHON pabo-
TBI;
-BeieHne 0a3bl JaHHBIX
JOKYMEHTOB  OpraHu3a-
U,

O1neHKa «OTINYHOY
- 3amaHus BBIIIOJI-
HEHBl  MPaBWJIBHO
Ha 90%, Xoporo -
Ha 70%, ynoBie-
TBOPUTEIBHO — Ha
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51%, He-
YJIOBJICTBOPUTEITb-
HO — MeHee 50%.

Opranuzanus TEKyIIEro
XpaHEHHUsT  JOKYMEHTOB
(B/02.5).

- OCYLIECTBISIET KOH-
TPOJIb TMPAaBHIBHOTO U
CBOEBPEMEHHOIO  pac-
TIpEIeIICHUS ¥ ITOAITHBKU
AOKYMCHTOB B Ieia,

- (hopmynupoBaHue 3aro-
JIOBKOB JIeJT ¥ OMpeJerne-
HUE CPOKOB MX XPaHCHUS

O11eHKa «OTJIMYHOY
- 3aJaHus BBINOJI-
HEHBl  TPABHILHO
Ha 90%, Xopomo -
Ha 70%, ynosie-
TBOPUTEIHHO — Ha
51%, He-
YAOBIIETBOPUTETh-
HO — MeHee 50%.

Opranu3zanusi 00paboTKH
Jen Ui TOCTeTyIOIIero
xpanenus (B/03.5)

-POBEPSIET CPOKH Xpa-
HCHUA I[OKYMCHTOB;
-COCTaBJISICT BHYTPCHHHE
OIIMCH e JId JAed II0-
CTOSSHHOTO W JIOJITOBpE-
MEHHOTO CpPOKOB XpaHe-
HMSA, IS 0cO00 IIEHHBIX
JIOKYMEHTOB

O1neHKa «OTINYHOY
- 3amaHusg BBIIIOJI-
HEHBl  TPaBWJIBHO
Ha 90%, Xoporo -
Ha 70%, ynoBie-
TBOPUTEIBHO — Ha
51%, He-
YAOBIIETBOPUTENb-

HO — MeHee 50%.

Konkpernsie (opMbl W Tpomenypbl TEKYLIET0 KOHTPOJS YCIIEBAEMOCTH M TMPOMEKYTOUHOH
aTTeCTalluy OOYYAIOUINXCS WHBAIHIOB M OOYYAIOMIMXCSI C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMHU 3/I0POBBSI
YCTaHABJIMBAIOTCS 00Pa30BaTENbHON OpraHMU3aLUE CaMOCTOSITEIBHO C YIETOM OTPaHMYCHHN 310POBbSL.
Wx pekoMmeHmyeTcss MTOBOIAWTH JO CBEACHUS OOYYAIOIMIMXCS B CPOKH, ONPEACICHHBIC B JIOKAIBHBIX
HOPMATHUBHBIX aKkTax 00pa30BaTebHOW OpraHW3allid, HO HE IMO3/IHEE TEPBBIX JBYX MECSIEB OT Hayala
oOy4eHusl.

st oOyuaromierocs ”HBAIMAA WM 00YJaloIerocs ¢ OrpPaHUICHHBIMUA BO3MOKHOCTSIMH 370POBBS
OCYILIECTBISICTCS BXOAHOTO KOHTPOJIA, Ha3HAu€HHE KOTOPOrO COCTOUT B ONpPEICICHHH €ro
CIOCOOHOCTEH, 0COOCHHOCTEH BOCIIPUATHS U TOTOBHOCTH K OCBOEHHUIO YIEOHOT0 MaTepuraa.

®dopma BXOJHOTO KOHTPOJIS JUIsi O0yYaIONINXCsS WHBAIUIOB U O0YJarOMINXCS ¢ OrpaHUYCHHBIMU
BO3MOYKHOCTSIMH ~ 37I0POBbSI ~ YCTaHABIMBACTCSI C YYETOM HWHAMBHIYaJIbHBIX TICUXO(U3NICCKUX
ocoOeHHOCTeH (YCTHO, MMCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITBIOTEpE, B (JOpME TECTUPOBAHHS U
T.IL.).

[Tpu HEeoOXoaMMOCTH O0yYaIOUIMMCS MPEJOCTABIIACTCS TOTOJIHUTENFHOE BPEMS ISl TOATOTOBKU
OTBETA.

Texkymmii KOHTPOJIbL TPOBOAUTCS TMperojaBaTesieM CIEAyImUMUA (HOpMaMd U METOJaMH:
YCTHBIM OINPOC, TECTUPOBAHUE, PEIICHUE MPOU3BOJICTBEHHBIX (MPOOJIEMHBIX) CUTYaIluid, Oecesa, 3ammTa
MPAKTUYECKUX PabOT, MPOBEpPKa BHIMOJHEHHBIX CAMOCTOSTEIBHBIX BHEAYIAUTOPHBIX PadOT, KypCOBOM
paboThI B Mpolecce MPOBEACHHS PAKTUISCKUX 3aHSATHH, a TAK)KE BBIMIOJIHEHUS! WHAWBUIYAIBHBIX padoT
U JIOMAIIIHUX 33JJaHu#, WIK B PEXKUME TPEHUPOBOYHOIO TECTUPOBAHHUSI B IEISAX MOTyUEHUsT HHPOPMAIHH
O BBINIOJIHEHHH 00y4aeMbIM TpeOyeMbIX JCHCTBHHA B Ipoliecce y4eOHOW AeATENbHOCTH; MPaBHILHOCTH
BBITIOJTHEHUS TPEOYEMBIX JACHCTBHIA; COOTBETCTBUU (DOPMBI ICHCTBUS JAHHOMY dTally YCBOCHHUS y4eOHOTO
Marepuana;, (HOPMHUPOBAHUHU JCHCTBUSA C JIODKHOW Mepoil 0000IIeHHS, OCBOCHHS (B TOM YHCIE
ABTOMATHU3MPOBAHHOCTH, OBICTPOTHI BBIIONHEHUS) W T.O. TEKyIMil KOHTPOJIb YCIEBAEMOCTH IS
00yJaroImuXcss WHBATUAOB W OOYYAIOUIMXCS C OrPAaHHMYEHHBIMH BO3MOXHOCTSIMH 37J0POBbS HMEET
00JbIIOE 3HAYCHHE, IMOCKOJBKY MO3BOJIIET CBOEBPEMEHHO BBHISIBUTH 3aTPYJHEHUS U OTCTAaBaHUE B
OOy4eHHH W BHECTH KOPPEKTHBHI B YYEOHYIO NESITEIbHOCTh. DopMa KOHTPOJIS ISl OOYdYaIOIIMXCS
YCTaHABIMBACTCS C YIETOM MX WHIMNBUAYAIbHBIX MCUXO(DH3NIECKIX 0COOCHHOCTEH.

@opMBbI U CPOK MPOBEAEHUsI PYOEKHOT0 KOHTPOJIS OMPEEIISIOTCS MperoiaBaTesieM (MacTepom
MPOU3BOJICTBEHHOTO OOYYEHHUs) C Yy4YeTOM HMHIUBUAYAJIbHBIX ICUXO(PU3UUYECKUX OCOOCHHOCTEH
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00yJaromuxcs.

IIpome:xxyTouHnasi arrectamusi mnpoBoauTcs B (Gopme auddepeHIUpoOBaHHOTO 3adeTa |
9K3aMeHOB. VITOrOBbIi KOHTPOJIb — 9K3aMEH - IPOBOAUTCS IK3aMEHAIIMOHHON KOMUCCHEH Tocie yueOHOM
U TPOW3BOJCTBEHHOM NPAKTUKH. MTOraMM TPOXOXKIECHUS Yy4eOHOM W TMPOM3BOJCTBEHHOM IPAKTHUK
ABJIAETCS 3a4ET.

Bo3MoxHO ycTaHOBIEHHE OO0pa30BaTeIbHON OpraHu3anuell WHAMBHAYAJIbHBIX TIpPa(uKoB
NPOXOKAEHUS] NMPOMEKYTOUHOH AaTTecTauMM OOYYAOUMMHCA HWHBAIMIAMU U OOYYaIOIIUMHCA C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 37]0POBbSI.

[IpomexyTouHast aTTecTanus 0O0YyJarOIMIUXCS OCYIIECTBIsIeTCs B dopMe auddepeHnpoBaHHOTO
3ayeTa B BHJI€ TECTHPOBAHUS U 9K3aMEHOB CO CMEIIaHHBIMU 3a/IaHUSMHU.

[Tpu HeoOxoaumocTH 11t MHBaNIUA0B U ul ¢ OB3 npenycmarpuBaercs yBelIndeHUE BPEMEHU Ha
MOJATOTOBKY K I PepeHInpoBaHHOMY 3a4eTy M dK3aMeHY, a TakKe MPeJOCTaBISETCs TOMOTHUTEIbHOE
BpeMs I IOJATOTOBKM OTBeTa Ha AudepeHnpoBaHHOM 3aueTe/3K3aMeHe.

[Ipu HeoOXxomMMOCTH Il OOy4aroUIMXcs WHBAJIUAOB U OOydYalOIIUXCS C OrpaHUYCHHBIMU
BO3MOXXHOCTSIMU 3/I0POBBSI IPOMEXYTOUHAsl aTTECTALMS MOYKET IIPOBOUTHCS B HECKOJIBKO 3TanoB. /[
ATOTO PEKOMEHIYETCSl UCIOJIB30BaTh PYOCKHBIM KOHTPOJIb, KOTOPBIN SBISETCS KOHTPOJIBLHON TOYKOW HO
3aBEPILICHUIO M3YUYEHUs pa3jieia WM TeMbl AUCIUIUIMHBI, MEXIUCIUIUIMHAPHOTO Kypca, MPAaKTUK U €€
Pa3eioB C LENbI0 OIICHUBAHUS YPOBHS OCBOCHHUS MTPOrPaMMHOT0 MaTepHaia.

Jist MpOMEXKYTOUHOM aTTecTaluy 00ydJaroIMXCsl MHBAIUAOB U 00YUYaIOIIMXCS ¢ OTPAaHUYECHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSI 1O AUCHMILIMHAM (MEXAUCUUILIMHAPHBIM KypcaMm) KpoMme IpernojiaBaresiei
KOHKPETHOW AMCUMILIMHBI (MEXIUCIUIUIMHAPHOIO Kypca) B KadyeCTBE BHEUIHMX HKCIEPTOB MOKHO
MpUBJIEKATh MpenojaBaTeNiell CMEeXHBIX TUCHUIUIMH (KypcoB). JlJis OLIEHKM KauecTBa IOATOTOBKH
00y4aromuxcss W BBITYCKHUKOB MO NPOQECCHOHATIBHBIM MOAYISM MOXHO NpPUBJIEKaTb B KaueCTBE
BHEUITATHBIX SKCIIEPTOB paboToaaTenek.

Y4eOHO-MeToInYecKre MaTepHallbl Uil CAaMOCTOSITEIbHON pabOoThl 00yUYaIOMIUXCSI U3 YMCIIA JIUIL C
OTPaHUYEHHBIMA BO3MOXKHOCTSIMU 37I0POBBSI TPEIOCTaBISAIOTCA B (opMax, alanTUPOBAaHHBIX K Orpa-
HUYEHUSIM UX 37]0POBbS U BOCHPUATUS HH(DOpMALIUU:

JUTS1 JIULL C HAPYIICHUSIMH CllyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JUTSL JTUL] C HapyUICHUEM 3PEHUS:

- B ICYaTHBIX (hOpMax ¢ yBEIUYECHHBIM HIPUPTOM.

JUISL JTUL] C HapyIIEHUSIMH ONTOPHO-BUTATENILHOTO alapara:

- B ICUaTHOH (opme,

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

Jsii METOIMYecKOro 00ecreyeH sl BBITOJHEHHUSI CAMOCTOSITEIbHON BHEAYJUTOPHON pabOThI s
oOyuaromuxcsi pa3paboTaHbl METOIMWYECKHE YyKa3aHUs MO BBIOJHEHUIO BHEAYAUTOPHON CamoCTOs-
TEJNBbHOM paboThI.

Onenka HHIUBUAYATbHBIX 00pa30BaTEeNbHbBIX JOCTHKEHHUH MO pe3ylbTaTaM TEKYIIEero KOHTPOJIs
MIPOU3BOIUTCS B COOTBETCTBHH C YHUBEPCATHHON MIKAIOH (Ta0iuIa).

[TponeHT pe3yIbTaTHBHOCTH KadecTBeHHast OIICHKA WHAMBHyaTbHBIX
(paBUIHHBIX OTBETOB) 00pa30BaTEeNbHBIX JOCTHKEHUN
Oayut (0OTMETKa) BepOAbHBIN aHAJIOT
90 + 100 5 OTIIUYHO
70 + 89 4 XOPOIIIO
51 +69 3 YIOBJIETBOPUTEIHHO
Mmenee 50 2 HE YJIOBJIETBOPUTEIHHO

Ha sTamne npoMexyTOYHOW aTTecTaluy 10 UTOraM Ka4eCTBEHHBIX OIICHOK WHHBUIYaTbHBIX 00-
pa30oBaTEIbHBIX JTOCTHKEHHI 3K3aMEHAIIMOHHOW KOMHUCCHUEH OIpeelsieTcss HHTerpajibHas OIEHKAa OCBO-
CHHBIX O0yYaroUMMHCS MPO(GECCHOHATBHBIX U OOIIUX KOMIIETCHIMI KaK pe3ylbTaTOB OCBOCHHS IIPO-
(beccruoHaTBbHOTO MOTYJISL.
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Pazpaboran TKIIOY MO CIT C3T

IIpenomaBarein

T.U. SIxoBieBa

MECTO PabOoThI

3aHUMaeMas JOJLKHOCTh 1N.0. damumnus
Pazpaboran
MECTO PadOoThI 3aHUMaeMasi JI0JDKHOCTh N.0. ®amunus
Okcnept
MECTO PadOoThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
Okcnept
MECTO PadOThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
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