I'BIIOY «KaraB-VIBaHOBCKHI MHAYCTpUATIbHBIA TEXHUKYM)

PABOYASA ITPOI'PAMMA ITPOPECCHUHOHAJIBHOTI'O MOAYJIA

IIM.01 «OPTAHU3AINIUA TOKYMEHTAIIMOHHOT'O OBECIIEYEHUA
YIIPABJIEHUA U ®YHKIIMOHNPOBAHUA OPITAHU3ZALINN»

WHJICKC, HAUMEHOBaHUE Y4eOHOM TUCIUTLINHBI
MJIK.02.01 Opeanu3zauus u HOpMaAMUEGHO-NPABOELLE OCHOGbL APXUBHO20 Oeld
WHJIEKC, HAUMEHOBAaHUE MEXIUCIMIUIMHAPHOTO Kypca
MJIK.02.02 I'ocyoapcmeennble u MyHUUUNATbHbIE ADXUGHL OP2AHU3AUUU
WHJIEKC, HAUMEHOBAaHUE MEXIUCIMIUIMHAPHOTO Kypca
MK 02.03 Memoouka u npaKkmuka apxueo8eo0eHusl
WHJIEKC, HAUMEHOBAaHNE MEXIUCIMIUIMHAPHOTO Kypca
MJIK.02.04 Obecneuenue coxpannocmu 00KYMeHmMoe
WHJIEKC, HAUMEHOBAaHNE MEXIUCIMIUIMHAPHOTO Kypca
VII02 Yueonas npakmuka
WHJIEKC, HAUMEHOBAaHNE MEXIUCIMIUIMHAPHOTO Kypca
II1.02 IIpouseodcmeennan npakmuka

WHJIEKC, HAUMEHOBAaHNE MEXIUCIMIUIMHAPHOTO Kypca

JUTSI TIOJTOTOBKH CIIEIIUAIMCTOB CPETHETO 3BEHA

M0 OCHOBHOH Tpo¢hecCHOHATbHON 00pa30oBaTeNbHOM MporpaMme
no cneuuanvnocmu  46.02.01 ;lokyMeHTaAlIMOHHOE 00ecrieYyeHne YIIPABJEHUS U
ApPXHBOBeIEHHE
KO/, HAMMEHOBaHNE MPOQECCUN/CIIeIUATEHOCTH

\O

[Tpuéwm: 201 roJ

r. Karas-lIBaHoOBCK
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1. TACHHOPT ITPOI'PAMMBI IPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM 02 «Opranusanusi apXMBHOM U CNIPABOYHO-HHPOPMALMOHHOI PadoThl MO JOKYMEHTaM
OpraHu3anun»

1.1 O6sacTh NpUMeHeHNsI MPOTPAMMBI

[Iporpamma mpogecCHOHATBFHOTO MOJYJIS SBJISICTCS YacThI0O OCHOBHON NPOQecCHOHATBHOM
obOpaszoBarenbHON mporpamMmbl B cootBercTBHM ¢ DPI'OC mno cnermumanpHOocTH  46.02.01
JlokyMeHTallHOHHOE O0eclieueHHe YypaBjieHusl U apXxuBoBeaeHue (0a30BOii) B 4aCTU OCBOCHHUS
OCHOBHOTO BHAa TnpodeccuoHanmbHor gestensHocTd (BII): Opranuzanmusi apxuBHOWl u
CIIPABOYHO-MH(OPMALMOHHOI PadoThl MO J0OKYMEHTaM OPraHM3allMM U COOTBETCTBYIOIIMX
npodeccuonanbHbix komneTeHui (I1K):

IIK 2.1 OcymecTBiasTh 53KCHEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUU C
JIEHCTBYIOIMMH 3aKOHO/IaTEIbHBIMU aKTaMU M HOPMaTUBAMHU

I1K 2.2 Bectu paboTy B cucTeMax 3JI€KTPOHHOTO 1I0KyMEHTO000poTa

I[IK 2.3 PaspabarbiBaTh M BECTH KIACCU(PUKATOPHI, Ta0eld W JAp. CIPABOYHUKH II0
JIOKYMEHTaM OpraHu3aluu

[1K 2.4 OGecrieunBaTh NpUEM M pallMOHATIBHOE pa3MeEIIeHHe TOKYMEHTOB B apXuBe (B T.d.
JIOKYMEHTOB T10 JINYHOMY COCTaBY)

1K 2.5 OGecrieunBaTh y4eT U COXPAaHHOCTb JOKYMEHTOB B apXUBE

I1K 2.6 Opranu3oBbIBaTh MCIOJIb30BAaHHE APXUBHBIX JOKYMEHTOB B Hay4HBIX, CIIPABOYHBIX
Y IPAKTHUYECKUX LEIAX

IIK 2.7 OcymecTBiATh OpraHU3allMOHHO-METOIMYECKOe PYKOBOJCTBO M KOHTPOJIb 32
paboToii apxuBa OpraHU3aIMy U 32 OpraHU3anreil JOKyMEHTOB B JAEIONPON3BOICTBE

1.2 Hean n 3apa4uu npogeccHoHaJIbHOI0 MOAYJIsl — TPeOOBAHMA K pe3yJbTaTaMm
0CBOEeHUS MPo(deccHOHATBEHOT0 MOLYJIsSt
C wmenpt0 OBNaIEHHWs YKa3aHHBIM BWJAOM TPO(PECCHOHATBHON  JAEATENBHOCTH U
COOTBETCTBYIOIIMMH TPO(ECCHOHATBHBIMI KOMIIETEHIIMAMHI OOYYalOIIUHCS B XOJIE€ OCBOCHHS
po(ecCHOHATBHOTO MOYJIS JOJIKEH:
NMeTh MPAKTHYECKHI{ OMBIT:
OpraHu3ali apXWBHOW M CIPaBOYHO-MH(DOPMAITMOHHONH pabOTHI MO TOKYMEHTaM

OpraHu3aIu

yMeTh:

- OpraHu30BBIBaTH [IEATEILHOCTh apXHBa C YYE€TOM cTaryca U Npoduis
OpraHu3allNy;

- paboTaTh B cucTeMax 3JIEKTPOHHOTO JOKYMEHTO000pOTa;

- UCTIOJI30BATh B JICSITEIbHOCTH apXUBa COBPEMEHHbBIE KOMITbIOTEPHBIE TEXHOJIOTUH;

- NPUMEHSATh COBPEMEHHbIE METOAMKHA KOHCEpPBALMM M PECTAaBpallUd APXUBHBIX
JIOKYMEHTOB;

3HATh:

- CHCTeMy apxuBHOro ympasieHus B Poccuiickoit denepanum M OpraHU3aLMIO
ApxuHoro ¢honaa Poccuiickoit denepanuu;

- CUCTEMY XpaHEHHs U 00pabOTKHU JTOKYMEHTOB.

1.3 PexomMenayeMoe KOJIHYECTBO YaCOB HA OCBOECHME IIPOrPaMMBbI
npogeCCHOHAIBHOT0 MOYJIS:

Bcero — 670 gacoB, B TOM YHCIIE:
MaKCHUMaJIbHOM y4eOHOH Harpy3ku oOyuaromierocsi —670 yacoB, BKIIOUast:
00s13aTeIbHOM ayTMTOPHOHN yueOHOUM Harpy3ku oOydarormierocs — 280 4acos;



npakTtudeckas padora — 144 yacos;
CaMOCTOSITeNIbHON paboThl oOydaromierocs — 152 gaca.
2. PE3YJIBTATBI OCBOEHUSA ITPO®ECCHOHAJIBHOI'O MOAY JIS1

PesynbpraToM ocBOEHUS IPO(ECCHOHAIBHOIO MOJYJIS SIBJISICTCS OBJIAICHHE 00yUYarOIUMHUCS
BUJOM mpodeccuoHanbHOl aedarenbHocTy (BIIl) Opranusanusi apXuBHOW M CHPAaBO4YHO-

HHPOPMALMOHHOM  paldoThl MO  JAOKYMEHTaM  OpraHu3anMm, B  TOM  YHCIE
npodeccuonansubiMu (I1K) u o6mumu (OK) komneTeHusaMu:

Kon HaumeHoBaHue pe3yjbTaTa 00y4eHus
K 2.1 OcCy1ecTBISTh SKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBHH C
JICUCTBYIOLIMMHU 3aKOHOJATEJIbHBIMU aKTAMH M HOPMATUBAMU
I1K 2.2 BecTtn paboTy B cucTeMax 3J€KTPOHHOTO TOKYMEHTO000pOTa
IIK 2.3 Pa3pabaTbiBaTh U BECTH KJIACCU(PHUKATOPHI, Tabenu U Ap. CIIPABOYHUKHU T10
JIOKYMEHTaM OpraHu3aIuu
[IK 2.4 O0ecneunBaTh MPUEM U PALMOHAIBHOE pa3MEIlEHUE JOKYMEHTOB B apXUBE
(B T.4. IOKYMEHTOB 110 JUYHOMY COCTaBY)
1K 2.5 ObecneunBaTh yYeT U COXPAHHOCTh JOKYMEHTOB B apXHBE
[IK 2.6 Opranu3oBbIBaTh HCIOJb30BAHUE APXUBHBIX JIOKYMEHTOB B HAy4HBIX,
CIPaBOYHBIX M MPAKTUYECKUX LENSIX
IIK 2.7 Ocy1ecTBISITh OpraHU3allMOHHO-METOIUYECKOE PYKOBOACTBO M KOHTPOJIb
3a paboToOi apxuMBa OpraHu3allid U 3a OpraHu3alMeld JOKYMEHTOB B
JIEJIONPOU3BOJCTBE
OK 1 [lorumMaTe CyIIHOCTh W COIUAIBHYI0 3HAYUMOCTh CBOEH OyayIien
npodeccuu, MPOosIBISITh K HEM yCTOWYMBBIA HHTEpEC
OK 2 Oprann3oBbIBaTh COOCTBEHHYIO ESATEILHOCTh, BEIOMPATH TUIIOBBIE METOIbI

u CHOCO6BI BBITIOJIHCHUA HpO(beCCI/IOHaJIBHLIX 3aJad, OLCHUBATb HX
3(PEeKTUBHOCTh U KAY€CTBO

OK 3 [IpuHUMAaTh peleHus B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIMSIX U HECTU
32 HUX OTBETCTBEHHOCTh

OK 4 OcymiecTBiIATh MOUCK W MCTIOJIb30BaHUE HMH(pOpMAIMK, HEOOXOTUMOMN s
3¢ (eKTUBHOTO BBITOJIHEHUS po¢eCCUOHATIBHBIX 3ajad,
poeCCHOHATBPHOTO M JMYHOCTHOTO Pa3BHUTHS

OK 5 Hcnonp3oBate  MHGOPMAIMOHHO-KOMMYHHUKALIMOHHBIE  TEXHOJIOTMU B
po(heCCUOHATTLHON eI TCIIbHOCTH

OK 6 PaboTath B KOJJIEKTHBE M KOMaHJe, 3PPEeKTUBHO OOIIATHCS C KOJUIEraMu,
PYKOBOJICTBOM, TIOTPEOHUTEISIMU

OK 7 Bpatb Ha ce0f OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMAaH[bI
(TIOTYMHEHHBIX ), PE3YJIbTAT BBHITOJHECHHUS 3aJaHUIH

OK 8 CaMoCTOATeNBbHO ONpeNeNaTh 3a/1aui MPo(hecCHOHAIBHOTO M JIMYHOCTHOTO

Pa3sBUTHA, 3aHUMATLCA caM006p A30BaHUCM, OCO3HAHHO IIJIaHUPOBATh
ITOBBIIICHHUC KBaJII/I(i)I/IKaL[I/II/I

OK 9 OpueHTHpOBaTbCA B YCJIOBUAX  YacTOM  CMEHbl  TEXHOJIOTMH B
po(eCCHOHAIILHON NCATEIbHOCTH
OK10 HcrionHsATh BOMHCKYH OOS3aHHOCTh, B TOM UHCIE C MPUMEHEHHUEM

NOJTYYCHHBIX MPO(eCcCHOHANBHBIX 3HAHUN (JUTs1 FOHOIIIEH )




3.1 Temaruyeckuii mian npogeccuoHaabHoro moay.as IIM 02 «Opranusanus apxXuBHOM M CIIPABOYHO-MH(OPMALUOHHOU
padoThI 110 JOKYMEHTAM OPraHM3aluN»

O0bem BpeMeHH, OTBeleHHbIIl HA 0CBOEHUe
IpakTuka
B MEKIUCIUILIHHAPHOTO Kypca (KypcoB)
cero CamocrosiTe1bHast
4acoB Oos3aTenbHast ayIUTOPHAS aBoTa
(maxc. yuyeOHAasi HATPY3Ka 00y4aloumerocs P
Kon H o0yuaomerocs [[Tpon3BoacTBeHHAN
anMeHOBAaHUS Pa3eioB yuebHas
npogeccuoHaIbHbI « B T.4. YueOHast (mo npoguiro
. npogeccHOHAIBHOI0 MOAYJIsSA Hazpy3ka B T.4. B T.4.
X KOMIeTeHIHii 1260paTOPHbBI ’ ) ) CeuuaIbHOCTH),**
u Bcero ¢ paGOTI 1 Kypcosa | o o KYypcoBa 4aCOB qaCcOB
rparimt i 1| al:canecxne s pabora ‘{aCOB, s padora
) 4acoB P SAHSITHS (npoekr), (mpoekr),
’ 4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
IIK 1-7 MJIK.02.01 Opranu3zanust ¥ HOpMaTUBHO- 138 99 39 - 39 -
IIPAaBOBBIE OCHOBBI APXUBHOTO JieJIa
IIK 2, 4 M/JIK.02.02 I'ocynapcTBEHHBIE U 138 97 37 41
MYHUIIUTIAIHHBIE ADXUBBI OPTaHU3AIHH
IIK 1-7 MJK.02.03 MeToauka u npakTuKa 136 98 34 38
apXUBOBEACHUSI
IIK 2-7 M/IK.02.04 OGecrnieueHre COXpPaHHOCTU 150 116 34 43
JOKYMECHTOB
YuyeOHasi npaKkTHKA 72 72 72
IIpousBoacTBeHHAS IPAKTUKA 36 36 36
Bcero: 670 518 144 152 - 72 36

HUmoeosas ammecmayus MJIK. 02.01 6 ¢hopme Ix3amena

HUmoeosas ammecmayus MJIK. 02.02 6 chopme Dxzamena

HUmoeosas ammecmauyus MJ/IK. 02.03 6 chopme oughgpepenyuposannoeco 3auema

Umozcosas ammecmayus MJIK. 02.04 6 ghopme oughghepenyuposannozo 3auema

Umoeosas ammecmayus YII. 02 6 hopme ougpgepenyuposanrnozo 3auema

Umoeosas ammecmayus I111. 02 6 gpopme ougdepernyuposannozo 3auema




3.2 Conep:xxanmne o0yyenus no npogeccnonanbHomy moayaio IIM 02 «Opranuzanusi apXuBHOH M CIIPAaBOYHO-UH(OPMALMOHHON padoThHI MO
AOKYMEHTaM OPraHHU3aLHN»

HaumenoBanue pasnenos

npodeccuonanbroro Mmoays (ITM), Copep:xanue yueOHOro MaTepuana, 1abopaTopHbie paboThl U MPAKTHYECKHE 065 | Vposen
MeXIUCIUIUTHHAPHBIX KypcoB (M/IK) 3aHATHUS, CAMOCTOSITENIbHAS paboTa 00yJarOIIUXCsl, KypcoBasi paboTa (TPOEKT) M b
4aco | OCBOCHU
U TeM
B A
1 2 3 4
MK 02.010pranu3anusi ¥ HOpMaTHBHO-IIPABOBbIE OCHOBbI APXHBHOIO J1eJ1a 138
Tema 1.1 ApxuBHoe npaBo U Coaepxxanue 16 2
apXMBHOE 3aKOHOIATEIILCTBO 1 | OcHOBHBIC TEPMUHBI B 00JIACTH PAOOTHI C JIOKYyMEHTaMH, 3aKPETUICHHBIC B

apXMBHOM 3aKOHOJATEJIbCTBE IO BOIPOCAM apXUBHOIO J€sIa
2 | [IpaBoBbIe OCHOBBI OpraHU3alMM JOKYMEHTOB ApXHUBHOTO (hoHza
Poccuiickoit @enepanuun

3 | I[IpaBoBBIE OCHOBBI XpaHEHHsI, KOMIUIEKTOBAHUS M yueTa apXUBHBIX
JJOKYMEHTOB B OPTaHU3ALUAX U APXUBHBIX YUPEKIACHUAX

4 | IlpaBoBO€E peryjaupoBaHUE MCIOIb30BaHMsI APXUBHBIX TOKYMEHTOB

5 | IIpaBoBoe perynupoBanue GyHKINOHUPOBAHUS TOKYMEHTOB: HAy4HO-
TEXHUYECKUX, MEKTPOHHBIX U JPYTHUX

6 | B3auMocCBsI3b apXMBHOT'O 3aKOHOJIATEILCTBA C HOPMATUBHO-IIPAaBOBBIMU
aKTaMM B 00JIaCTH JIOKYMEHTALIMOHHOTO 00ecneueH sl yIpaBiIeHus
IIpakTHyeckune 3aHATHS

Pabota c 3akoHOAATEIbHBIMU U HOPMATUBHBIMU aKTaMU 1 2
Tema 1.2 OcHOBHEIE Conep:kanue
3aKOHO/ATEIbHbIE aKThl B apXUBHOM 1 | 3akoHonaTenbHbIe akThl PO, pernameHTHpYOIIME BOIIPOCH! BBO3a, BHIBO3A,
chepe oOMeHa, BO3BpaTa apXUBHBIX JOKYMEHTOB. DTUYECKUIN KOJEKC apXHMBHCTA 12 2

2 | B3auMocCBs3b apXUBHOI'O 3aKOHO/IaTEIbCTBA C HOPMATUBHO-IIPABOBBIMU
aKTaMu B 00J1aCcTH JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs! YIIPaBICHUS
IIpakTryeckune 3aHATHS 8 2

Pabota 110 03HaKOMJIEHHIO C 3aKOHOAATEIbHBIMU aKTaMU
Tema 1.3 Opranu3zanusi apXuBHOTO Conep:kanue 32 2
Jena 1 | IloHATHS «apXUBHBIN TOKYMEHTY, «aPXUB»

CraHOBJIEHHE OTEUECTBEHHOI0 apXMBHOIO 3aKOHOIATEIbCTBA
3 | CoBpeMeHHasi OpraHu3aius apxuBHOro jaena. Hanpasnenus u utoru
apxuBHOI pedopmbl 1990 rr.




4 | ApxuBHBIH (OH] — KITaCCU(PHUKAIIMOHHASA eAMHUIIA APXUBHOTO (hOHIA
Poccuiickoit Deneparuu

5 | CocraB A® P® u ero knaccudukanus. YpoBHH Kinaccuduxanyu. OCHOBHbIE
NpU3HAKU KJIaccu(uKauu JoOKyMeHToB. Ponb kinaccudukanum B
OpraHM3aliy JOKYMEHTOB Ha BCEX CTa/UAX X XpaHEHUs: B
JIEJIONPOU3BOJCTBE, BEAOMCTBEHHOM M rOCYAApCTBEHHOM apXHUBaxX

6 | Opranuzanus TOKyMEHTOB B IIpeJeNiax apX1UBOB: (OHIUPOBAHUE,
(dbopMHpOBaHUE UM YTOYHEHHE COCTAaBA €AMHUIIBI XPAHEHUs, OTIUCAHUE U
CUCTEeMAaTH3alMs UX B npezenax GpoHIoB

7 | PaccekpeunBaHue apXMBHBIX JTOKyMEHTOB. OXpaHa rocyapCTBEHHOU TalHBI,
ABTOPCKUX MpPaB, CBEACHUH O JIMYHOW KM3HU TpaxKaaH

8 | BpIBO3 apXMBHBIX JOKYMEHTOB 3a mpejiesnsl PO

9 | IlpaBo rpaxkaaH Ha JOCTYH K PETPOCHEKTUBHON HHPOPMAITHH.
Hcnonp30BaHue TOKYMEHTOB

10 | MexayHapoaHoe COTPYIHHYECTBO apXHBOB

11 | KoHTposb 3a cOOII0ACHIEM 3aKOHOJATEIHCTBA B ATUX 00JIACTIX

IIpakTHyeckue 3aHATHSA 20
1.Onpenenenuie GoHIOBON MPUHAIICKHOCTH SAUHUI] XpaHEHHS (POCCHITIH)
2.Pa3paboTka TEXHOJOTUYECKHUX MPOIECCOB OPraHU3alliy apXUBHOTO JIea
3. Penienue TeCTOBBIX 3aaHUM 110 TEMaM pasjiesnia

CamocrosiTeibHas padora : 39
- O3HaKOMJICHHE ¢ 3akoHOAaTeNbHBIMK akTaMu: D3 «O06 apxuBHOM nesne B PD», OcHOBHBIE ITpaBuiia pabOThI
roCy/1apCTBEHHBIX APXUBOB U T.II.

- COCTaBJIEHHUE TII0CCaAPHS

- pa3pabotka Ilonoxenus: 06 apxuBe NpeANPHUITHS

- IOATOTOBKA K KYpCOBOii paboTe

MJIK 02.02 T'ocyanapcTBeHHbIe M MYHHIIMNIAJIbHBbIE APXHBbI OPraHu3anui 138

Tema 2.1 CucreMa rocy1apcTBEHHOM Conep:kanue 30

ApXHUBHOH CITyKOBI PazButne apxuBHOI1 nearenpHOCTH B Poccun

3anauu ¥ QyHKIMM yupexkaeHul enepaabHOil apXUBHOM CITyKObI

3 | [omaomouwmst PO, pecriybnuk B cocraBe PO, kpaes, obacTeil, aBTOHOMHOMN
00J1aCTH, aBTOHOMHBIX OKPYTOB, TOpo10B MockBsl u CankT-IletepOypra no
BOIIPOCAM APXUBHOTI'O Jeia

4 | Cucrema rocynapcTBeHHON apXxuBHOM ciyxk0b1 Poccun. Komuter no genam
apxuBoB nipu [IpaBurensctBe PO (bynkmm, komnereHiwms). Opranbl

DO | —




yIpaBleHUs apX1UBaMu pecnyOiIrK, aBTOHOMUM, KpaeB, o0nactel, palioHOB,
TrOpOJIOB

[IpuHIMITEI OpraHu3aluy CETH FOCYJaPCTBEHHBIX apXUBOB U LICHTPOB
XpaHEeHHUs1 JOKYMEHTAIMM U UX KOMIUIeKToBaHHe. Baxuelmue denepanbHbie
rOCYJJapCTBEHHBIE APXUBBI U LICHTPBI XpaHeHUs JoKyMeHTauuu Poccun

l'ocynapctBennsie apxuBbl PO: BUIbI, GYHKINH, OCHOBHBIE TIpaBUIIa pabOTHI
rocy/AapCTBEHHBIX apXuBOB. OOecrneueHne COXpaHHOCTH JOKYMEHTaIbHbBIX
MaTepUajoB

OcHOBHbIE PU3HAKH KTaccu(UKAIMKU JOKYMEHTOB M OPTaHu3alus CeTH
rOCapXUBOB

MYHI/II_[I/IHaJ'IBHLIe APXHUBBLI. M}’HI/II_[I/IHaJ'IBHBIe ApPXUBBEI HA COBPEMCHHOM
OTaIec: 3ajJa4uu, HarnpaBJICHUA JCATCIbHOCTH, IIPABOBOC IIOJOXKCHUC

ITIpakTH4yecKue 3aHATHS

CocraBiicHHEe MEHTaILHBIX KapT 110 oOpraHu3anuda JOKYMCHTOB B IIpCACIax
T'OCYAApPCTBCHHBIX dPXKUBOB

20

Tema 2.2 BenoMCTBEHHBIE apXUBBI

Conep:xanue

BenoMcTBeHHBIE apXMBBI KaK HCTOYHUKU KOMILJIEKTOBAHUS I'OCY 1apCTBEHHBIX
apXUBOB, HX 3a7a4d U QYHKIIMH

OcHOBHBIC HpOGHCMBI 1 TCHACHINH BCAOMCTBCHHOI'O XpaHCHUS HA
COBpPEMECHHOM JTale

OcHoBHbIE TIpaBHIIa padOTHI BEIOMCTBEHHBIX apXxuBoB. [locTaHoBICHNE
IIpaButenscTBa PO "O nopsiake BEJOMCTBEHHOTO XpaHEHUS JOKYMEHTOB U
OpraHU3alMK UX B JIEJIONPOU3BOICTBE"

BengomcrBeHHOE XPaHCHUC apXUBHBIX TOKYMCHTOB

OO0beaHEHHBIE BEJOMCTBEHHEIE M O0bEIMHEHHBIE MEKBEIOMCTBEHHEIE
ApPXUBBI

[IepcriekTHBEI pa3BUTHUS BEIOMCTBEHHBIX apxuBOB B Pocculickor @eneparuun

BzauMocBs3b u MPECMCTBCHHOCTD B pa60Te TOCYHapCTBCHHBIX U
BCOAOMCTBCHHLIX apXMBOB

30

I[IpakTH4yeckue 3aHATHA

CocraBlieHHE MEHTAIBLHBIX KapT 110 OpraHu3anusa JOKYMCHTOB B IIpE€ACIax
BCAOMCTBCHHBLIX apXHWBOB

17

CamocTrosiTesibHasi padoTa :

- O3HaKOMJIEHHE ¢ OCHOBHbIMHU [IpaBunamu paboThl BEJOMCTBEHHBIX apXuBoB, [loctanoBnenuem IlpaBurenscrea PO "O
NOpsiIKE BEJOMCTBEHHOTO XpPaHEHHsI JOKYMEHTOB M OpraHU3alluy UX B JISJIONPOU3BOACTBE"
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- COCTABJICHUEC CXEM NTPCAMETHO-TEMATUYCCKOI'O KaTaJiora 1o nNpeajIoK€HHbIM TEMaM Ha JOKYMCHThGI
- CPAaBHCHUEC UCTOPUYCCKUX NTIEPUOAOB B pa3BUTHUU apXHBHOﬁ nesTenbHOCTH Poccun

- IOJITOTOBKA K KYypPCOBOM paboTe

MJIK 02.03 MeTtoguka H IPAKTHKA AapXHBOBEICHUS

136

Tema 3.1 KommuiekroBanue
ApxusHoro ¢ponga PO u skcneprusza
LIEHHOCTHU JJOKYMEHTOB

Coaep:xanue

22

IloHsTHE O KOMILIEKTOBAaHUH TOCYydapCTBCHHBIX U BEAOMCTBCHHBIX apXHUBOB.
M CcTOYHNKN KOMITJICKTOBAHUS

Cpoxku XpaHeHHs] JOKYMEHTOB B ApXUBaX YUPEKICHUM

Opranuzanus koMmiuiekToBanus. [lepenava nen Ha XpaHeHHE B
BEJIOMCTBEHHBIN apxuB. [lepenaya en Ha XpaHEeHUeE B roCyJapCTBEHHBIN
apxuB

DKcnepTr3a HEHHOCTH IOKYMEHTOB HAa OCHOBE HAYYHBIX KPUTEPHEB

3HaueHHne 9KCIICPTU3bI HEHHOCTH. 321,[[3,‘-11/1, MMPUHIHUIIBI 1 METOABI SKCIICPTU3BI
HCHHOCTU NOKYMCHTOB

OTalbl OKCIICPTHU3BI. Cucrema OKCIICPTHLIX OPIaHOB U UX (byHKI_II/II/I

[TpuHLKIIBI OTOOPA TOKYMEHTOB U KPUTEPHH UX OlleHKU. Kputepun
YCTAHOBJIEHMsI HAYYHOHN M NPAaKTUUECKON LIEHHOCTU JOKYMEHTOB. 3HAUE€HUE U
COCTaB TPy KPUTEPHUEB, ONPEACISIFONINX [IEHHOCTh COACPKAHUS
JIOKYMEHTOB

OcobenHocTr 0TOOpa Ha XpaHEHHE JJOKYMEHTOB C MIOBTOPSIOIICHCS
uHbopMaIuei

Oco0eHHOCTH MTPOBEACHUS IKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB JIMYHOTO
MIPOUCXOXKJICHUS

10

:‘)KCHepTI/Ba HCHHOCTH JOKYMCHTOB I10 IICPCYHAM

11

Komruiexkc HopMaTUBHO-METOJUUECKUX TOCOOUH 0 SKCIIEPTH3E LIEHHOCTH
NOoKyMeHTOB. CHcTemMa JeHCTBYIOIUX MepeyHel JOKYMEHTOB U UX POJIb IpU
olpeziesIeHUH [ICHHOCTH U 0TOOpEe JJOKYMEHTOB JIJIsl XpaHEHUsI U
yHUYTOKeHus1. [lepeuHu TOKyMEHTOB, NOAJIEKAIIUX PHEMY B TOCAPXUBBI

HpaKTuquKue 3aHATUSA

1.0O3nakomaenue ¢ [lonoxxenrem 00 3KCH€pTHOI>i KOMHUCCHH, COCTABJICHUC
KOHCIICKTAa OCHOBHBIX ITOJI0KCHUM

2.9KCHepTI/I3a Ha}/QHOI\/’I u HpaKTquCKOﬁ HNCHHOCTU NOKYMCHTOB C LCJIBIO 0T60pa
JOKYMCHTOB Ha roCyJJapCTBECHHOC XpaHCHWE U BBIACICHUA JOKYMCHTOB Ha
YHHUYTOKCHUC C TOMOIIBIO TPUMEPHBIX nepequfI JAOKYMCHTOB. O(pOpMJ'IeHI/Ie
PE3YIBTATOB SKCIICPTHU3EI HCHHOCTHU

10

10



3.Pa3paboTka TeXHOJIOTHYECKHUX MPOIECCOB MTPOBEICHUS IKCIIEPTU3HI IICHHOCTH,
ydeTa JOKYMEHTOB B apXHBe
4.PereHue TECTOBBIX 3aJJaHUM 10 TEMaM paszelia

Tema 3.2 Yuer 10KyMEHTOB B apXHBe

Conep:kanue

[Tonsitue 06 yuere mokymenToB ApxuBHoro ¢onma Poccuiickoit deneparum.
XapakTepHbIe YepThl 1 OCOOEHHOCTH yUyeTa IOKyMEHTOB B apXUBHBIX
VUIPEIKICHUSIX

Opranu3aiiys yuera apXuBHBIX JTOKYMEHTOB ApXuBHOTO donHma PO

Coznanme y4eTHO# TOKyMeHTaluuu. BHyTpeHHIE yYeTHbIE TOKYMEHTHI: KHUTa
ydeTa MOCTYIJICHUN JOKYMEHTOB, CIICOK (DOHJIOB, JIUCT (POH/IA, ONTUCH 1N U
T.1. JIOKyMEHTBI LIEHTPATM30BaHHOTO TOCYJapCTBEHHOTO Y4YeTa B Pa3IMuHbIX
apxuBax: MaclopT apXuBa, KapTouka (OHIA, CBEICHUSI O COCTOSHUH
XpaHEHUs JOKYMEHTOB B OpraHU3alMsAX HCTOYHUKAX KOMIUIEKTOBAHUS
apxuBoB. X Ha3HaueHHe U POPMBI

12

I[OKYMGHTBI HCHTPAJIN30BAHHOI'O I'OCYAAPCTBCHHOI'O YUCTa

V)]

Enununel yuera. Opranuszanus yueta 0co00 LIEHHBIX JOKYMEHTOB

Pa3pabotka 1 BHeIpeHHE aBTOMATU3UPOBAHHONW HMH(POPMALIMOHHO-TIOMCKOBOM
cucteMbl AD P®D u ee yyeTHble pyHKIMU

IIpakTH4yeckue 3aHATHA

CocraBnenue u opopmiieHHE YUETHBIX (OPM TOKYMEHTOB, YUETHOHN TOKYMEHTALUU

10

Tema 3.3 Cucrema Hay4HO-
CIPaBOYHOTIO amnmapara K JOKyMeHTaM
ApxusHoro ®onya PO

Conep:kaHue

14

OmnpeneneHue NOHATHS CUCTEMBI HayyHO-cripaBoyHoro anmnapara (HCA)
nokymeHTaM A® P®. Ctpykrypa W IpHUHLUIIBI IOCTPOEHUSI CUCTEMBI
Hay4YHO-CIIPABOYHOTO amnmnapara. TpeboBaHus, MpeabsBIsIEMbIE K CHCTEME
HCA nHa coBpeMeHHOM 3Tarne, npo0aeMbl ee ONTUMH3ALNUN

Onwucanue nein. [lonstre o0 onucanuu aen. DnaeMeHTs! onucanus. Onucu. Mx
Ha3zHadyeHue u Mecto B cucteMe HCA apxuBa. Bunbl onuceil B apxuse
YUPEKACHUS,, METOJIMKA UX COCTABIICHMUS.

Karanoru. Ilonstue o0 karajiorax u KarajJoruzanuu 10KyMeHToB. Ha3HaueHue
karanoroB B cucreme HCA apxuBa. CucTteMbl KaTajJoroB U KapTOTeK B
rOCYIApCTBEHHBIX U BEJIOMCTBEHHbBIX apXHUBaX.

0O0630psr. [TonsTHe 06 0630pax. MIX 11e1eBoe Ha3HAYCHHE U MECTO B CUCTEME
HCA apxuBa. Buipl 0630poB.

[TyreBonutenu. [lonstue o myreBoauTemsax. Mx xapakrepHble 0COOEHHOCTH,
dbynkumun u Mecto B cucteme HCA apxuBa. Buapl nyteBoaurteneii. YepTsl

11



CXOACTBA 1 pa3jandunsa MCXKIY HUMHU.

6 | Ykazarenu. Buasl ykazareneil. Haznauenue

7 | UcTopuueckas cipaBka kKak ayeMeHT cucteMbl HCA Be1oMCTBEHHOTO
apxuBa. Ee Ha3HaueHue, CTPYKTYpa, METOIMKA COCTABJICHHUSI

IIpakTnyeckmne 3aHATHSA 8
Pabora c cucremoit HCA
Tema 3.4 Vcnions30BaHre apXUBHBIX Conep:kanue 4
JIOKYMEHTOB 1 | Mcnonb3oBaHue apXUBHBIX JOKYMEHTOB — COCTaBHAsl YaCTh HAy4HO-
uHGOPMAIIMOHHON IeATEIbHOCTH apXUBOB
2 | HanpaBnenus, ueiau U (opMbl UCIIOIb30BaHUS TOKyMEHTOB. HUIIMaTHBHOE
UHQOPMHUPOBAHHUE M10JIb30BATECH U UCIIOJIHEHHE UX 3aIIPOCOB
3 | Bunbl uHGOpMAIIMOHHBIX TOKYMEHTOB (apXHBHAs CIIpaBKa, apXUBHAs KOTHS,
apXWBHAas BBIMKCKA U T.11.)
4 | UcnonHeHue 3apocoB COUATBHO-PABOBOTO xapakrepa. [lopsamok
oopMIIeHHs 3aIIPOCOB U BbIaYa apXUBHBIX CIIPABOK
5 | PabGota ynTansHoOro 3ana apxusa. [IpaBuia nojab30BaHUS JOKYMEHTAMHU B
YUTAJILHOM 3aJI€
6 | OGecneueHue AOCTyMa rpaxaaH K nHGOpMaluu
7 | Ucnonp30BaHue TOKYMEHTOB apXHBa B CPEJCTBAX MACCOBOM MH(OpMAIiu
8 | Opranuzanus u npoBeaeHHe HH(HOPMALIMOHHBIX MEPOTIPUSATHH C
HCIIOJIb30BaHUEM JIOKYMEHTOB
9 | KonupoBaHue JOKYMEHTOB
IIpakTnyeckmne 3aHATHSA 6
Cocrasnenue u ohopmiieHue HHPOPMAITMOHHBIX TOKYMEHTOB, UCTIOTTHEHHE
3aIpocoB
CamocrosiTesibHas padora : 38
- cocTaBJieHHE TabIuIbl o Kiaccupukanuu JokyMmeHToB AD PO
- COCTABJIEHUE CXEMBbI PEAMETHO-TEMATUYECKOTO KaTajlora Ha JIOKyMEHTBIIO MPEAI0KEHHBIM TEMaM
- aHaJM3 MyTEBOAUTENS TI0 apXUBY (110 BBIOOPY CTY/ICHTA)
- aHayM3 0030pa, yKasarels, IepeuHsl apXUBHBIX JOKYMEHTOB (110 BRIOOPY CTYICHTA)
- IOATOTOBKA COOOIICHMI Ha 3aJJaHHbIE TEMbI
- IOJITOTOBKA K KypcOBOM paboTe
MK 02.04 O6ecnieueHrne COXPAHHOCTH JOKYMEHTOB 150
Tema 4.1 Ilopsaok pazMenienus u Coaepxxanue
o0ecreyeHns COXpaHHOCTH 1 | JIBmkeHue TOKYMEHTOB LIEHTPAIN30BAHHOTO yUeTa
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JIOKyMEHTOB B apXHUBax 2 Obecnieuenune coxpanHocTu Aei. [IpoBepka HamU4Ms U COCTOSTHUS
JIOKYMEHTOB B apxuBax ApxusHoro ¢onjga PO

W

CocTosiHHE cTpaxoBoro (oH/1a apXUBHBIX JOKYMEHTOB

4 C03I[3.HI/I€ OIITUMAJIbHBIX yCJ'IOBI/Iﬁ IJId XpaHCHUA OCII. 3,[[8.HI/I}I 1 IIOMCIICHUA
JJI ApXHUBOB. PexumMm XpaHCHUA

5 Opranu3aius pabOTHI IO BBIIaYe JIe] BO BpEMEHHOE ToIb30BaHue Brinaya
IIOJUIMHHBIX JIOKYMEHTOB

IIpakTH4yeckue 3aHATHA 17
1 Orenka (GDU3UKO-XMMHUYECKOTO COCTOSIHUSI TOKYMEHTOB
2 Pa3paboTka TEXHOJIOTHYECKHX MPOIECCOB COXPAHHOCTH JIOKYMEHTOB
3 [IpoBepka HAJIMYKsL U COCTOSIHUS JOKYMEHTOB
Tema 4.2 CoBpeMEHHBIE TEXHOJIOTUU Coaep:xanue 24
U TEXHUYECKOoe oOecredeHre 1 | Madopmarusanmst apxuBHOTO Jenia. ITamnbl, 00BEKTHI U IENH
COXPaHHOCTH JIOKYMEHTOB uHbOopMaTH3aLUU
2 | UadopmaioHHbIe TEXHOJIOTHH M OpraHU3aIis UX BHEPCHUS B apXUBaX.
Yyernble 0a3bl faHHbIX. MHGOpMAIIMOHHO-TIOMCKOBBIE 0a3bl IaHHBIX
3 | Opranuzanus BHeIpeHNs] HHPOPMAIIMOHHBIX TEXHOJIOTUN B apXUBE
4 | DaeKTpoHHBIE JOKYMEHTHI U apXUBBI
5 | IIpotuBomnoxapHasi 6€30MacHOCTb. 3alIUTa OT BOABI
6 | PecraBpanus
7 | Bocnpou3BeaeHue 10KyMEHTOB
I[IpakTHYecKne 3aHATHS
1 CKaHMpOBaHUE APXUBHBIX JOKYMEHTOB U UX PEIAKTUPOBAHUE 17
Pabota ¢ nHGOPMAITMOHHO-TIONCKOBBIME 0a3aMHU JaHHBIX
CamocrosiTeibHas padora : 43
-XapaKTepUCTHKA S)PrOHOMETPUIECKUX (PaKTOPOB CO3JaHUSI ONTHUMAIBHBIX YCIOBUN TSl XpAaHEHUS T
- MOATOTOBKA K KypCOBOii paboTe
Ik3aMeH (KBAJIN(PUKAIMOHHBIN): BBIMOTHEHNE IPAKTHYECKOTO 33/IaHUS 10 COCTABJICHHIO, O(pOPMIICHUIO U 00padoTKe
JIOKYMEHTOB
Bcero 670

Copepxxanue y4eOHOM NPAKTHKH 110 NPOGUII0 ClIeNHAJIBLHOCTH (BHABI padoT):

1.  HHcTpykTax mo TeXHHKe 6€30MacHOCTH, PaBUIaM BHYTPEHHETO TPYAOBOIO paclopsiKa OpraHu3aui, UHBIM
JIOKaJIbHBIM NIPABOBBIM aKTaM OpraHU3aliu, HEOOXOIUMBIM IPH MPOX0KIECHUH MPAKTUKU
2.  H3yuenme pabOThI apXHUBHOH CITY>KOBI B OpraHU3alii, HOPMAaTHBHOHN TOKYMEHTALIMU OpPTraHU3aIHH;
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3. CocraBieHue HaydYHO-CIIPABOYHOTO amiapara apXuBa U BeJICHUE CIIPABOYHO-UH(OPMAIIMOHHOH paboTHI;
4. PaboTa 1m0 KOMIUIEKTOBAHHIO apXMBa M PA3MEIIEHHIO aPXUBHBIX JOKYMEHTOB B apXHUBOXPAHWIIUIIIE;

5. Opranuszanus y4era apXuBHBIX JIOKYMEHTOB U pa3pab0TKa KOMILIEKCa MEp 10 COXPAHHOCTH apXHUBHBIX JOKYMEHTOB.

[ToaroToBka oT4yeTa No yCTaHOBJIEHHOM (hopme;
6. Cnava npakTUKaHTOM YCTaHOBJIEHHBIX JIOKYMEHTOB 10 OKOHUYAHUU MPOXO0XKIECHUS IPAKTUKU

Copep:xxanue NMPOM3BOJACTBEHHOH NMPAKTHKHU MO MPoGUJII0 CriennaJbLHOCTH (BUIBI padoT):
CocraBneHue ¥ 3al0THEHHE KapTOYeK TonorpaMueckux ykasaTenel B apXuBe

3anonHeHne (HOPMBI aKTa MPOBEPKH HATHMYHS U COCTOSIHUS JIOKYyMEHTOB

OdopmiieHre TOKYMEHTOB TIPH BBIAAYe U3 apXUBa

3aroTHeHHe KHUTH BbIJIa4YX JOKYMEHTOB

CocraBiieHHEe apXUBHBIX CIPAaBOK

Ompenenenne COXpaHHOCTH JOKYMEHTOB

Omnpenenenne yciaoBUN XpaHEHHs TOKYMEHTOB

Nk v =

JJ1s XapaKTepUCTHKN YPOBHS OCBOEHHS yueOHOI0 MaTepraia UCIOIb3YIOTCS CIeAyOUIe 0003HAUeHHS:

1 - 0O3HAKOMUTENBHEIN (Y3HaBaHHE paHee U3YUYCHHBIX OOBEKTOB, CBOICTB);

2 - penpoayKTUBHBIH (BBIIOJHEHUE JEATENEHOCTH [0 00pasily, HHCTPYKIMH WU MO/ PYKOBOJICTBOM);

3 — IpOAYKTUBHBIN (IIJITAHUPOBAHNE U CAMOCTOSITEIbHOE BBIIIOJHEHUE JESITENbHOCTH, PELICHUE TPOOIEMHBIX 3a1a4)

14



4.YCJIOBUMSA PEAJIM3ALIMHN
IHPOT'PAMMBI IPOPECCUOHAJIBHOT'O MOAYJIA

OOpazoBaTenbHOE  YUpEXKACHHE, pealu3ylolllee OCHOBHYIO MPO(ECCHOHAIBHYIO
00pa3oBaTeIbHYIO MPOrpaMMy 0 CHEIHUATBHOCTH CPEeIHEr0 MpodecCHOHaIbHOr0 00pa3oBaHus,
JOJDKHO pacrojiaraTh MaTepHATIBHO-TEXHUYECKOW 0a30l, oOecreunBaroIieil MpoBeACHUE BCEX
BUJIOB JTA0OPATOPHBIX pabdOT M TPAKTHUECKUX 3aHATUH MOIYIBHON MOATOTOBKH, Y4eOHOI
MPAKTUKH, MPEIYyCMOTPEHHBIX  y4eOHBIM  IJJaHOM  O0Opa30BaTENbHOIO  YUPEKIEHUS.
MartepuanbHO-TeXHUYeCcKass 0a3a JOMKHA COOTBETCTBOBATh JEHCTBYIOIIMM CAHUTAPHBIM U
IMPOTHUBOIIOKAPHBIM HOPMAM.

Peanuzanus npodeccuoHanbHOro Moy JOJKHA 00eCeunBaTh:

- BBINOJHEHHE oOydJaromuMcs J1a00paTOpHBIX pabOT W NPAKTUYECKUX 3aHSITHUH,
BKJIIOUasi Kak oOOs3aTeNbHBI KOMIIOHEHT TMPAKTUYECKHUE 3aJaHus C HUCIHOJIb30BAaHUEM
MNEPCOHAJIBHBIX KOMIIBIOTEPOB,

- OCBOEHHE OOyYaromuMmcsi TMpo(ecCHOHAIBHOIO MOJYJS B YCIOBHUAX CO3AaHHOU
COOTBETCTBYIOIIEH 00pa3oBaTelbHOM Cpeapl B 00pa30BAaTEIbHOM YUPEXKIECHHUH WIH B
OpraHu3alMsIX B 3aBUCUMOCTHU OT CeUM(UKH BUIa TPOPECCHOHATBHON NeATETbHOCTH.

O06pa3zoBaTenbHOE YUPEKIACHHUE JOHKHO OBITH 00ECTICYEHO HEOOXOIMMBIM KOMIUIEKTOM
JIMIIEH3UOHHOTO NMPOrPaMMHOI0 00ecTeYeHusl.

4.1 TpeOoBaHMsA K MMHUMAJIBHOMY MAaTEePHAJbHO-TEXHHYECKOMY 00ecrne4eHHnI0

Peanuzanus nporpammbl MOyt TpeOyeT HaTUMsl KAOUHETOB:

JTOKYMEHTAITMOHHOTO 00CCTICUCHUS YIIPaBICHHUS,

aApXUBOBEIACHUS

JlabopaTopuu:

MHGOPMATUKA ¥ KOMIBIOTEPHOH 00pabOTKH JIOKYMEHTOB;, TEXHUYECKHX CpEACTB
YIPAaBIICHUS; CUCTEM AJICKTPOHHOTO JJOKYMEHTOO0OPOTa U JIOKYMEHTOBEICHHUS;

ydeOHas KaHIensapus (cnyk0a TOKyMEHTallMOHHOTO 00eCTIeYeHHsI YIIPaBICHNU ).

OobopynoBanue yueOHOro kabuHera:

- paboune MecTa Mo KOJIMYECTBY 00yUarOuXCs;

- pabodee MecTo MpernogaBaTels

- mkadbl WIN CTEIUIKHU JJTI XpaHEHUS Y4eOHO-METOMYCCKUX MaTepHAIOB
- I0CKa

- Y4eOHO-METOAMYECKUI KOMITJIEKC 10 MOJTYITIO

TexHuyeckue cpeacTBa 00y4eHus:
KommnbroTepsl ¢ JIMIEH3MOHHBIM MPOTPAaMMHBIM oOecrieueHHeM (CHUCTEMHBIN OJIOK,
MOHHTOD, KJIaBUATYypa, MbIIIIb) MO0 KOJUYECTBY 00yUarOIIMXCS
IlepcoHanbHbBIN KOMIBIOTEP ¢ MOHUTOPOM JIJIS TIPEIIOIaBATENS
[IpunTEpHI
Ckanep
KonupoBanpHeIil anmapar
[udposas porokamepa
Buneokamepa
Tenesuszop
Buneomaraurodon
Peanuzanus mporpamMmbl  MOXyJsl IpeAnojaraeT o0s3aTeIbHYI0 IMPOU3BOACTBEHHYIO

MIPaKTUKY
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4.2 UndopmanuonHoe odecrniedeHne 00y4eHus
Ilepeyenb  pexoMeHAyeMbIX  Y4eOHBIX U31aHUH, HNurepHer-pecypcos,

JAOMOJIHUTEIbHOM JIUTEPATYpPbI

HOpMaTI/IBHBIe HCTOYHHUKMU:

1. MexnyHapoaHblii 3TUYECKUM KoJeKCc apxuBUCTOB. IlpuHAT Ha 3acenaHuu
I'enepanbsHOit accamOiien MexIyHapOHOTO coBeTa apXuBOB. IlekuH, ceHTI0ph. 1996 T.

2. OcHOBHBIC TIpaBHIIa PAOOTHI APXUBOB OPTaHU3ANNN, 0JI0OPEHHBIC PEIICHHUEM KOJUICTHU
PocapxuBa ot 6 ¢pespamns 2002 T.

3. IlepedyeHb THMOBBIX YMPABIECHYECKUX JOKYMEHTOB, OOPa3yIOIINXCS B JIESITEIBHOCTH
OpraHM3alnii, ¢ ykazanueM cpokoB xpaneHusPocapxus. BHUNJIAL. — M., 2000

4. IlepedeHb TUIOBBIX aPXUBHBIX JJOKYMEHTOB, 00pa3yIONINXCS B HAYYHO-TEXHUUECKOU U
MIPOU3BOACTBEHHON NI€ATEIbHOCTH OpraHu3aluid, C YKa3aHUEM CpPOKOB XpaHEHUs. YTB.
[Tpuxazom MunkyneTypsl PO 31 uronst 2007 r. Nel182.

5. IloctanoBnenue IIpaBurensctBa Poccuiickoit deneparuu ot 17 uronst 2004 Ne 290 «O
beneparbHOM apXUBHOM areHTCTBE»

6. IlpaBwia opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHHWS, y4eTa M HCIOJIb30BaHUs
nokyMeHToB ApxuBHoro ®onpna Poccuiickoit denepannuu M Jpyrux apxXvBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX U MYHUIIMMANbHBIX apXHBax, My3esx, OmOmmorekax, opranuzanusx PAH. -
M.: Pocapxus, 2007

7. ®enepanbHblii 3ak0H Poccuiickoit deaepanuu ot 22 okTsaops 2004 r. Ne 125 «O6
apxuBHOM Jienie B Poccuiickoit @eneparumny//Cobpanue 3akoHogaTenscTBa PO, — 2004

8. @enmepanpHbiii 3akoH ot 27 wuwona 2006 1. Ne 149 «O6 wunHbopmaruwy,

MH(POPMALIMOHHBIX TEXHOJIOTUAX U 3amuTe uHpopmarmm»//Codpanue 3akoHonatenscTea PO. —
2006

OcHOBHbIE HCTOYHHMKH

Packun JI.11. MeTtonuka u npaktuka apxuoBeseHust - Mockseia: FOpaiit, 2017

2. Kabamo C.IO. , Acdanauspoa W.I'. JlenonpousBoACTBO M apxXHBHOE JENI0 B
TEPMHHAX U ONPEJIEICHUX: yueOHoe ocodue

3. BbypoBa E.M. Opranuzauusi apXxvBHOH M CHPaBOYHO-UH(POPMALMOHHOW pPabOTHI IO
nokyMeHTam opranuzanuu: B 2 u. Y. 2 (1-e uzn.) YueOnuk. — MockBa: Akanemus,
2017

4. Bypoa E.M. Opranmszanus apXuBHOH M CIPAaBOYHO-WH(POPMAIMOHHON pabOTHI 110

nokyMeHTam opranuzanuu: B 2 1. Y.1. YyeOuuk- Mocksa: Akagemus, 2017

Packun JI.11. MeTtonuka u npaktuka apxuoBeneHust - Mockseia: FOpaiit, 2017

6. Kabamos C.}O. ,Achanguspoa HW.I'. [lenonpousBoACTBO M apXHBHOE JAEJIO0 B
TEPMHHAX U ONPEJIEICHUX: yueOHoe ocodue

7. BbypoBa E.M. Opranuzauusi apXvBHOH M CHPaBOYHO-MH(POPMALMOHHOW pPabOTHI IO
nokyMeHTam opranuzanuu: B 2 u. Y. 2 (1-e uzn.) YueOnuk. — MockBa: Akanemus,
2017

8. bypoa E.M. Opranuzanusi apXxuBHOW W CIPaBOYHO-MH(DOPMAIIMOHHONW pabOTHI MO
nokyMeHTam opranuzanuu: B 2 4. Y.1. YyeOuuk- Mocksa: Akagemus, 2017

9. Packun JI.W. Meronuka u npakThka apxuBoBeaeHusa - Mocksbia: FOpaiit, 2017

10. Kabamos C.}O. ,AcdanguspoBa W.I. [lenonpous3BoACTBO U apXUBHOE [EI0 B
TEPMHHAX U ONPEJIEICHUsIX: yueOHoe ocodue

11. Bypoa E.M. Opranuszanus apXuBHOH M CIPaBOYHO-WH(POPMALMOHHON paboTHI 1O
nokyMeHTam opranuzanuu: B 2 u. Y. 2 (1-e u3n.) YueOnuk. — MockBa: Akanemus,
2017

12. Bypoa E.M. Opranmszanus apXuBHOH M CIPaBOYHO-WH(POPMAIIMOHHON pabOTHI 10

—

9]
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nokyMeHTaMm opranuzanuu: B 2 u.Y.1. Yuebuuk- MockBa: Akanemust, 2017
13. ®enepanpuplii 3akoH or 27 wmronsg 2006 r. N 149-®3 "O6 wundopmanuu,
MH(POPMALIMOHHBIX TEXHOJOTHSX M O 3amure uHpopMmauuu" (C HU3MEHEHMSIMU U

JIOTIOJTHEHUSIMHU )

®enepanbHblii 3akoH oT 29 wuions 2004 r. N 98-@3 "O kommepueckoi Taiine" (c
H3MEHECHUSIMU u JTOTIOJTHEHUSIMH )

®denepanbHbIii 3aK0oH oT 27.07.2006 N 152-@3 (pen. ot 21.07.2014) "O nepcoHanbHBIX
JTaHHBIX"

@enepanbHblii 3akoH oT 2 Mas 2006 r. N 59-®3 "O mnopsnake paccMOTpeHUs
oOpamenuil rpaxaan Poccuiickoit @enepanun” (¢ U3MEHEHUSIMU U JTOTIOJTHEHUSIMU)
@enepanbHblii 3akoH 0T 22.10.2004 Nel25-@3 «O6 apxuBHOM jaeine B Poccuiickoit
denepanum»
[Ipunoxenue k npukazy MuHuctepcTBa KynbTypbl Poccuiickoid denepamuu ot 25
aBrycra 2010 r. Ne 558

14. IIEPEUEHDb TUIOBBIX  YIOPABICHYECKUX  ApXUBHBIX  JIOKYMEHTOB,
o0pa3yomuxcsi B TIpolecce JeATENIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOI'O CaMOYIIPABJICHUS U OPraHU3ALMM, C YKa3aHUEM CPOKOB XpaHEHMS

15. Packun JI[.M1. Meronuka u npakTuka apxuBoBeaeHus - Mocksa: FOpaiir, 2017

16. Kabamos C.}O. ,Acdanguspoa W.I. [lenonpous3BoACTBO W apXUBHOE JEI0 B
TEPMHHAX U ONpPEIEICHUsX: yueOHoe ocodue

17. Bypoa E.M. Opranuzanus apXuBHOH M CIPaBOYHO-WH(POPMAIIMOHHON paboTHI 1O
nokymeHTam opranm3anuu: B 2 4. U. 2 (1-e u3n.) YueOuuk. — MockBa: Akanemusi,
2017

18. byposa E.M. Opranuzanusi apXuBHOM U CHPaBOYHO-MH(GOPMALMOHHON pabOTHI MO
nokyMeHTam opranuzanuu: B 2 1. Y.1. YyeOuuk- Mocksa: Akagemus, 2017

Jlono/IHUTeIbHbIe HCTOYHMKH:

1. Anexceea E.B. ApxuBoBeaenue: VYueOHMK Ui  Ha4y.pod.00pa30BaHUS:
Yue6.nmocobue mis cpen.nmpod.odpazoanus — M.: [IpopOo6pHzaat, 2011

2. bro6ronuna E.B. AxtyanbHble mpobiieMbl apxuBoBeieHUs: YuebHoe nocodue. Bonl'V,
dak.¢unonorun U xKypHaIucTukH, Kad.n1oKyMeHTHOW JIMHIBHUCTUKU U JIOKyMEHTOBEICHUS. —
Bousrorpan: Mza-so Bonl'V, 2012

3. BoBkotpy0 O.B. ApxuBoBenenue: YuebHoe nmocooue. [IeH3eHCKuil rocynapcTBeHHBIN
yHuBepcurer, 2013

4. Jlenompou3BOJACTBO U JOKYMEHTO0000poT: YyeOHoe mocoOue (g CTYJCHTOB
skoHomu4eckoro (akynprera) \ Coct.Curanosa T.B. — Omck: Omck.roc.yH-T, 2012

5. lemun FO.M. [lenonpousBoactBo. lloaroroBka ciaykeOHBIX JOKYMEHTOB. 3-€
m3a.pon.unepep.- CII6.: ITutep, 2011

6. Epemuna H.JI. D dexTuBHbII cekpeTaph: IeI0NpOU3BOJICTBO, OpraHu3alus padoTsl,
nenoBoe obmenne — Hopocubupck.: Cub.ynuB.u3-8o, 2009

7. JlenkeBuu JI.A. Cekperapb-pedepent. [lemonponsBoactBo: ydel.mocodme— M.:
N3paTensckuit neHTp «Akagemus», 2012

8. OxornukoB A.B., bynasuna E.A. JlokyMeHTOBeIeHHE U JIETONIPOU3BOICTBO. YUeOHOE
nocobue. — Uz, 2-e, mepepad. u mom. — M.: UKL «MapT»; PoctoB H\/l: m3gaTenbckuii eHTp
«MapT», 2011

9. IImenko A.B. JlokyMeHTanmoHHOEe OOECTeueHHue ympaBlieHUs: Ydeb.mocobue ais

crya.cpea.npod.yued.3aBenenuit. — 3-¢ u3d., mepepab.u gom. — M.: M3garenbCkuil TEHTP
«Axagemusn», 2011

10. CrninBak B.A. JlokymeHTupoBaHue YIIPABJICHUYECKOU NeATEIbHOCTH
(HdemompounsBoactBo). — CII6.: ITutep, 2013

11.  TarapuukoB M.A. JleJOmpoM3BOJICTBO B YUPEKACHUSAX, OpPraHM3alMsIX U Ha

npeanpusatusx. — M.: THOPA-M, 2011
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http://archives.ru/documents/ministry-orders/prik_558_2010.shtml
http://archives.ru/documents/ministry-orders/prik_558_2010.shtml

12.  Toxbepr r.C. Nudopmanmonnrpie TEXHOJIOTUH: y4eOHHK JUTSt
ctya.cpea.npod.odpazoBanums - 3-e u3f, crep. — M.: U3marensckuii ieHTp «Akanemusi», 2007

13. Muxeea E.B. HMHopmannoHHbIE TEXHOJOTMHM B  NPO(ecCHOHATBHOM
NeATENBbHOCTH: yueO.mocooueis  crya.cpea.npod.odpa3zosanus— 7-¢ wu3d., crep.— M.:
W3narenbckuii nentp «Akagemus», 2008

14. CankoB  B.B. UMHudopmannoHHbIE  TEXHOJIOTMM W KOMIIBIOTEPHU3AIU
JIeTIONIPOM3BO/ICTBA:  yueb.mocobue i Had.nmpod.obpazoBanus — 2-¢ u3L., crep— M.:
N3paTensckuit neHtp «Akagemus», 2007

15. CupugoBa M.IO. Hudopmammonnsle TexHonorud B oduce. Ilpaktuueckue

yrpaxkHeHus: y4eb.mocobue nist Had.mmpod.odpazoBanus — 2-¢ u3l., crep.— M.: M3naTenbckuid
LHeHTp «Akagemus», 2009

Ilepuoguyeckue u3anus:

Kypnassr:

«CekpeTapckoe 1e10»

«CrpaBOYHHK CEKpeTaps U opuc-MeHe Kepa»
«/lenomponsBoacTeo»
«/lenonpon3BoaCTBO U JOKYMEHTOOO0POT»
«YTIpaBieHHE IEPCOHATIOM)

Pecypcsl Internet

1. www.viniti.ru

2. Www. inion.ru

3. Www. rg.ru

4. www.ptou.ru

4.3 O6mue TpedOBaHMS K OPraHu3aluy 06pPa3oBaTeLHOrO Npolecca
OcBO€EHHIO JaHHOTO MOAYJd HOJLKHO HOpCAIICCTBOBATL OCBOCHHUEC  CICAYIOIIUX
JTUCITUTUTHH 0011enpo(ecCHOHaIBFHOTO TUKIIA:

OI1.01. DxoHomuuyeckasi Teopusi
yMeTh:

OPUEHTHPOBATHCS B BOIPOCAX YIKOHOMUYECKON TEOPHH B COBPEMEHHBIX YCIOBHUSX;
3HATh:

3aKOHOMEPHOCTH  (DYHKIMOHHPOBAHHUS PBHIHOYHBIX MEXaHM3MOB Ha MHKPO- H
MaKpOYPOBHAX U METOIBI TOCYIAPCTBEHHOI'0 PETYJINPOBAHUL;
oO0IIHe MOJI0KEHHU SKOHOMUYECKOI Teopuun

OI1.02. DxoHOMHMKA OPraHU3aAIUN
yMeTh:
paccUMThHIBaTh MO MPUHATON METOJOJIOTUH OCHOBHBIE TEXHHKO-3KOHOMHYECKHE MOKa3aTelu
NEeSITeTLHOCTH OPTaHU3aIiu;
3HATh:
OCHOBHBIC MHUKPO- 1 MAKPOIKOHOMHNYCCKUEC KAaTCTOPUHU U MMOKA3aTCIIN, METOAbLI UX pacyCTa

OI1.03. MeHea:KMeHT
yMeThb:

yIPaBISATh KOHPIUKTAMU U CTPECCaMu B TIporiecce MpodecCnoOHALHOM e TeTbHOCTH;
3HATh:

XapaKTepHbIC YePTHI COBPEMEHHOTO MCHEKMEHTA;

LMK MEHEDKMEHTA;
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MpoHecCC MpUHATUA U pCalin3allui YIIPABJICHYCCKUX peH.IeHPIfI, I/IH(I)OpMaI_[I/IOHHOG obecrnieucHue
MCHCIPKMCHTA

OI1.04. I'ocynapcTBeHHAsi ¥ MYHULIMIIAJbHASA CIyxK0a
YMeTh:
MPUMEHSTH KaJIpOBYIO MOJIMTUKY HA FOCYAAPCTBEHHONW U MYHULIMIIAIBHOM CITyX0¢e;
3HATh:
CUCTEMY T'OCYJIapCTBEHHBIX YUPEXKJIEHUN U OPraHOB MECTHOTO CaMOYTPaBIICHHUS;
o0mye MPUHIUMNBI U TPeOOBaHMUS K TMPOXOXKACHUIO TOCYAAPCTBEHHOW M MYHHIIMITATBLHOM
CITy OB,
OpraHHU3aIMOHHO-TIPaBOBBIE ()OPMBI TOCYAAPCTBEHHOTO armapara yrnpaBleHUs

OI1.05. UnocTpaHHblii A3bIK (MPOdecCHOHAIbHbIN)
YMeETh:

paboTath ¢ mpodecCHOHATBLHBIMU TEKCTAMH Ha HHOCTPAHHOM SI3BIKE;

COCTaBJIAAITb H O(i)OpMJ'ISITI) OpraHnu3alluOHHO-PACIIOPAAUTCIIBHYIO  JOKYMCHTAIIUIO  HaA
MHOCTPAHHOM SI3BIKE;

BECTHU MEPETOBOPLI HA NHOCTPAHHOM A3BIKE;

3HATh:

MPAKTHYECKYI0 TI'paMMAaTUKy, HEOOXOAUMYIO JUIsi MPOPECCHOHANIBHOIO OOLIEHUS Ha
MHOCTPAHHOM SI3BIKE;
0COOEHHOCTH TTEPEBO/Ia CITY’)KEOHBIX JOKYMEHTOB C HHOCTPAHHOTO SI3bIKa

OI1.06. IIpodeccnonajibHAasi ITUKA U NICUXO0JIOTHA [1€JI0BOT0 001IeHUSs
YMeTh:

MPUMEHSTD B MPO(ecCHOHABHOM 1eATEIbHOCTH MPUEMBI JIEJIOBOTO OOIIEHUS;
3HATh:

OCHOBHBIC ITpaBHJIa HpO(beCCHOHaHBHOﬁ OTUKHU U IIPUEMBI JE€JIOBOTO O6HI€HI/I$I B KOJIJICKTUBCE,
OCOOCHHOCTH MPO(PECCHOHANBHON OJTUKM H TICUXOJOTHH JIETIOBOTO OOIIEHHS CITyKal[uX
roCy/IapCTBEHHBIX U MHBIX OPraHU3aIllMOHHO-TIPABOBBIX (POPM YUPEKACHUN U OpraHU3ali

OI1.07. YnpaBJieHue nepcoHaJIOM
yMeThb:

co3gaBaThb 6J'Iﬁl"01'[pH$[THBII>i TICUXOJIOTHYECKUH KIIUMAT B KOJITICKTUBCE,

3G HEKTUBHO YIIPABIATH TPYAOBBIMU PECYpPCAMU;
3HATh:

coJiepKaHue KaJpoBOro, HMH(POPMAIMOHHOIO, TEXHUYECKOr0 M IPAaBOBOIO OOECIeUeHUs
CHUCTCMBI YIIPABJICHUS IIEPCOHATIOM;

OpraHU3aIMOHHYIO CTPYKTYPY CIIy>KOBbI YIIPaBICHUS NEPCOHATIOM;

oO11rie MPUHIIMITBI YIIPaBJICHUS [IEPCOHAIOM;

MIPUHIUIIBI OPraHU3alMK KaJpoBOH pabOThI;
MICUXOJIOTHUECKHUE AaCMeKThl YIpaBJICHUs, CHOCOObI pa3pelieHus KOH(JIUKTHBIX CUTyaluil B
KOJJIEKTUBE

OI1.08. [TpaBoBoe obecnieueHune NpoGecCHOHAIBHON AeSITeIbHOCTH
YMeTh:
3alMIIaTh CBOM MIPaBa B COOTBETCTBUH C TPYIOBBIM 3aKOHO/1ATEIbCTBOM;
HCIIOJIH30BaTh MPABOBYIO HH(POPMAITHIO B IPO(HECCHOHATBEHOM JICSITEIbHOCTH;
3HATh:
rpaBa 1 00s13aHHOCTH CITyKallluX;
3aKOHOJaTeIbHbIE aKThl W HOPMATHUBHBIC JIOKYMEHTBHI, PETyJIUpPYIOIIHEe MPaBOOTHOIICHUS
(buU3NYECKUX U IOPUINYECKUX JINLL;
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OCHOBHBIE 3aKOHOJATEIbHBIC aKThI O TPABOBOM 00ECTIeUeHUH MPO(HeCCHOHATLHON NesTEIbHOCTH
CITyKaIX

OI1.09. be3omacHOCTDb KN3HEAEATEIbHOCTH
YMeTh:

OpraHU30BBIBATh W TPOBOJUTH MEPOIPHUATHS TIO 3amUTe PAOOTAIOMUX M HACEICHHUS OT
HETaTUBHBIX BO3JCUCTBUI YPE3BbIYANHBIX CUTYAIUH;

MPEANPUHUMATH POPUITAKTUICCKUE MEPHI IJIsi CHIDKCHHS YPOBHS OMACHOCTEH pa3IuYHOTO
BUJIA ¥ UX TIOCJIE/ICTBUI B IPO(ECCUOHATILHON JESTENLHOCTH U OBITY;

WCIIOJIh30BaTh CPEJICTBA WHIAWBUIYAIBHOW M KOJUICKTUBHOMW 3allTUTBI OT OPYXKHS MAacCOBOTO
MOPAKEHUS,

MIPUMEHSTH NEPBUYHBIC CPEICTBA MOKAPOTYIIICHHUS,

OPUEHTHUPOBAThCA B TMEPEYHE BOEHHO-YYETHBIX CHEIUAIBHOCTEM U CaMOCTOSITEIBHO
OTIPEIENATh CPEIU HUX POJCTBEHHBIC TIOJYUYCHHOMN CIIEIUATbHOCTH;

MPUMEHSTh MPOPECCHOHANBHBIE 3HAHUS B XOJI€ UCTIOIHEHUSI 00S3aHHOCTEN BOCHHOM CITYKObI
Ha BOMHCKHX JIOJDKHOCTSIX B COOTBETCTBHH C IMOTYUYEHHOUN CIEIUATBHOCTHIO;

BIQJIeETh crocobaMu OECKOH(DIUKTHOTO OOIIEHUS M CaMOPETyJSIMH B TOBCEIHEBHOMN
NESTETHHOCTH W SKCTPEMAIbHBIX YCIIOBHSIX BOCHHOMW CITY)KOBI,

OKa3bIBATh MEPBYIO MOMOIIb MOCTPAAABIINM;
3HATD:

MIPUHIIUAIIEI 00eCTIeYeHHUs YCTOMUMBOCTH OOBEKTOB SKOHOMHKH, TTPOTHO3UPOBAHUS PA3BUTHS
COOBITUI M OIICHKH TOCTEACTBUN TMPU TEXHOTCHHBIX YPE3BBIYAWHBIX CUTYAIMSIX U CTUXHUHHBIX
SIBJICHUSIX, B TOM 4YHUCJIE B YCJIOBHUSIX IMPOTHUBOJICUCTBUS TEPPOPHU3MY KakK CEpbEe3HON yrpose
HaIMOHAJIbHOM Oe3omacHocTH Poccuu;

OCHOBHBIC BHUBl TOTEHIMAIBHBIX OMACHOCTEH M WX TMOCIEACTBHS B MPOodeCCHOHATHHOU
NESATETHHOCTH U OBITY, TPUHITUIBI CHIDKEHUS BEPOSATHOCTH UX peaTn3alliu;

OCHOBBI BOGHHOM CITY>KOBI 1 00OPOHBI TOCYIapCTBa;

3a/1ayd 1 OCHOBHBIE MEPOMPHUATHS TPAKIAHCKOW OOOPOHBI; CIIOCOOBI 3aIUTHI HACEICHUS OT
OpY>KHsI MAaCCOBOTO TTOPAKEHNUS;

MeEpBI MOXKapPHOU 0€30MaCHOCTH U TpaBHIa 0€30MaCHOTO MOBECHHUS TP TTOKapax;

OpPTraHM3AIMI0 U TOPSAIOK MPHU3bIBA TPAXKIAH HA BOCHHYIO CIIy>)kKOy M TOCTYIUICHUS Ha HEe B
T0OPOBOJILHOM TIOPSIJIKE;

OCHOBHBIE€ BHJIbl BOOPYKEHUS, BOEHHON TEXHUKHU U CIELUUAIBHOTO CHAPSKEHUS, COCTOSIIINX
Ha BOOPYXEHUH (OCHAIIICHUH ) BOMHCKUX TOJIPa3/ICICHII, B KOTOPBIX HMEIOTCS BOCHHO-yYETHBIE
CHEeUaIbHOCTH, pOACTBEHHBIE criennanbHOoCTAM CIIO;

00JacTh TPUMEHEHUS TOJYy4aeMbIX MPOPECCHOHANBHBIX 3HAHUW TPU  HUCIOJHCHUH
00513aHHOCTEH BOCHHOM CITykOBbI;

TIOPSIIOK | MPaBUJIa OKA3aHUS TIEPBOM MOMOIIIH MTOCTPATABIIHM

4.4 Kanposoe obecnieueHue 00pa3oBaTeIbHOT0 Mpouecca
Peanmuzanust ocHOBHOM mpodeccHoOHANBHOW 00pa30BaTeIbHON MPOrPaMMBI IO

CHEIMATBbHOCTH CpelHero mpodecCHOHATBbHOTO 00pa3oBaHUs JODKHA 00ecreYrBaThCs
MeAarornyeckKuMi KaJapaMu, HUMEIOIUMH BbIciIee 00pa3oBaHHE, COOTBETCTBYIOLIEE MPOGUITIO
[IpernojaBacMoi  JUCUUIUIMHBL  (Momyisi). OnelT  JIEATENBHOCTM B OpPraHU3alusax
COOTBETCTBYIOIIEH MpodecCHOHATBHON cdepbl SBIETCS 00sS3aTeNbHBIM ISl MperoaaBaTesei,
OTBEYAIOLIMX 32 OCBOCHHE OOydarommMmcsi Npo(ecCHOHATBHOIO IMKJA, 3TH IPEernoaBaTesn
JOJKHBI IPOXOAUTH CTRXKUPOBKY B MPOQHUIBHBIX OpraHU3alisax He pexe 1 pasza B 3 rofa.
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5. KOHTPOJIb n OLIEHKA PE3YJIbTATOB OCBOEHUA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA BUIA MNPO®ECCHUOHAJIBHOM
JAEATEJIBHOCTHN)

OOpaszoBaresnibHOE  YYpeXKJEHHE,  pealu3ylollee  MOArOTOBKY [0  IporpaMme

MPOECCHOHATTBHOTO  MOJYJIS,

IIPOMEKYTOYHON aTTECTALUU.

Texymmii KOHTPOJIb IPOBOAUTCS MPEToiaBaTeIeM B Ipoliecce 00yUeHHUS.

OO0yuenue 1o npogecCHOHATBLHOMY MOJYJIIO 3aBepIIaeTCs MPOMEXKYTOUHON aTTecTaluew,
KOTOPYIO IIPOBOJMT JK3aMEHALMOHHAs KOMHUCCHA. B cocTaB 3K3aMeHalMOHHOW KOMHCCHH MOTYT
BXO/IUTH NPEJICTABUTENN OOIIECTBEHHBIX OPraHU3aIMid 00Yy4arOIINXCS.

@opMBI U METOBI TEKYIIEr0 U UTOTOBOTO KOHTPOJIS MO MPOo(hecCHOHATbHOMY MOIYJIIO
CaMOCTOSITENILHO pa3padaThIBAlOTCS 00pa30BaTEIbHBIM YUPEKICHUEM U JOBOJSATCS 10 CBEICHUS
o0yyaroIuxcs He NMO37Hee Hayalla IByX MECSIEB OT Hadaiaa 0Oy4eHHUs..

N3yuenune

KaXxXjaoro

MCKIUCHTUILIMHAPHOT'O

Kypca

o0ecrneynBaeT OpPraHU3allMI0 M IPOBEICHUE TEKYyILEro u

3aKaH4YMNBacCTCA

nugepeHIMpOBaHHbIM  3a4eToM. M3ydeHune mnpodeccHoHAIIbHOTO MO 3aKaHYMBAeTCs
KBAJTM(PHUKAIIMOHHBIM SK3aMEHOM.

Pesyabrarsl
(ocBOEHHBIE
npogeccuoHaIbHbIE
KOMIIETEHI[MH)

OcHOBHBIC ITOKA3ATeJIU OLEHKH
pe3yiabTarta

DopMBbI U METOABI
KOHTPOJISI M OLEHKU

[IK 2.1 OcymiecTBasaTh
SKCNEePTU3Y LIEHHOCTHU

- OCYILECTBIISIET SKCIIEPTU3Y LIEHHOCTHU
JIOKyMEHTOB B COOTBETCTBUU C

JIOKyMEHTOB B JIEHCTBYIOIMMHU 3aKOHOIaTeITLHBIMU aKTaMH
COOTBETCTBHUH C Y HOpMaTHBaMu

JEUCTBYIOLIUMH

3aKOHOJATEJIbHBIMU

aKTaMH ¥ HOpMaTUBAMHU

[IK 2.2 Bectu paboty B - BeJIeT paboTy B CHCTEMax JEKTPOHHOTO
CHUCTEMax JJICKTPOHHOTO JIOKyMEHTO000pOTa

JOKYMEHT0000pOoTa

[1K 2.3 Pa3pabartbiBaTh 1
BECTH KJIacCU(PUKATOPBHI,
Tabenu u ap.
CIIPABOYHUKH IO
JIOKYMEHTaM OpraHu3aluu

- pazpabaTpbiBaeT U  BeAeT  Tabenu
JOKYMEHTOB  Pa3JIMYHOTO HAa3HAYCHHS W
YPOBHS,  KJIaCCU(PUKATOPbl  JOKYMEHTHOU
nH(popManuu

[IK 2.4 O6ecneunBaTh
IpPUEM U PalliOHAIbHOE
pa3MenicHne TOKyMEHTOB
B apXxuBe (B T.4.
JOKYMEHTOB TIO JTHYHOMY
COCTaBY)

- o0ecrieunBaeT NpUeM U palliOHAIbHOE
pa3MelieHne JOKYMEHTOB B apXHBe (B T.4.
JIOKYMEHTOB 110 JJUYHOMY COCTaBY)

TIK 2.5 OGecmieunBars
yqu nu COXpaHHOCTB
JTIOKYMEHTOB B apXHUBE

- obecreynBaeT y4yeT JOKyMEHTOB
- obecnieunBaeT COXPaHHOCTh JIOKyMEHTOB

IIK 2.6 OpranuzoBbiBaTh
HCIIOJIb30BaHNE apXUBHBIX
JIOKYMEHTOB B HaY4HBIX,
CIPaBOYHBIX U
MIPaKTUYECKHUX LENAX

- OpraHu3ycCT U UCIIOJIb3YCT apXHUBHBIC
JOKYMCHTBI B HAYYHBIX, CIIPABOYHBIX U
MPaKTUYCCKUX LEIAX

Hao0moaeunue 3a
BBIIIOJTHEHHEM
MPAKTUYECKUX
3aJaHuH.
CooTBeTCTBHE
pe3yabTaToOB
BBIIIOJIHEHUS 3aJaHUN
TpeOOBaHUAM
3aKOHOJATEIIbHEIX 1
HOPMATHBHBIX aKTOB
B o0y1acTH
apXHUBOBEICHUS
CpaBHeHue ¢
JTAJIOHOM,
COOTBETCTBUE
BBITTOJTHSIEMOM
paboTbl TpeOOoBaHUAM
COBPEMEHHBIX
METOAUK BEICHUS
apXHUBHOTO JieJIa
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[IK 2.7 OcymiecTBasTh
OpraHu3aIOHHO-
METOMYECKOE
PYKOBOJICTBO U KOHTPOJIb
3a paboToii apxuBa
OpraHu3aIiy U 32
OpraHu3anuein
JIOKYMEHTOB B
JICJTOTIPON3BOJICTBE

- OCYIIECTBIISIET OPTaHU3AI[IOHHO-
METOJAMYECKOE PYKOBOJCTBO M KOHTPOJIb 32
paboToii apxuBa, OpraHu3aluen JOKyMeHTOB
B JICJIONIPOU3BOJICTBE

®opMbl 1 METOIBI KOHTPOJISI ¥ OLIEHKH PE3YJIbTATOB O0Y4EHHS TOJKHBI IO3BOJISITH MPOBEPATH Y
o0yJaromuxcss He TOJBKO C(HOPMHPOBAHHOCTH TPO(PECCHOHATBHBIX
pa3BHuTHE 00X KOMITETEHIIMI ¥ 00ECTIeYNBAIOIINX X YMEHHH.

KOMIETCHIIMHA, HO H

PesyabTarsl ®opMbI U METOBI
(ocBOCHHBIE 00IIME OcHOBHBIE MOKA3aTEJIN OLEHKH KOHTPOJISL U

KOMIIETEHIIUN) pe3yJabTarta OLIEHKH
OK 1. ITonumats - IOHUMAHKE CYIHOCTU U COLUAJILHON - DKCIIEPTHU3a
CYIIHOCTb U COLMAJbHYIO | 3HAYMMOCTH CBOEH Oyayuieit npodeccuu noptdosno
3HAYUMOCTbh CBOEH - IPOSIBJIEHUE K HEW YCTOMYMBOIO MHTEpECA - y4acTHe B
Oynymuieit mpodeccuu, KOHKYpcax
MPOSIBIISATE K HEH npodMacTepcTBa
YCTOMYUBBIA HHTEPEC
OK 2. OpranuzoBbiBaTh - 000CHOBaHME BHIOOpA U IPUMEHEHUS - DKCIEPTHOE
COOCTBEHHYIO METOIOB M CIIOCOOOB pelieHuUs HAOIIOAEHUE U
NeSTeNbHOCTD, BEIONpATh | MPo(dhecCHOHANBHBIX 33724 B 00JaCTH OIICHKa Ha
TUIIOBBIE METOJIBI U OpraHM3aly U 00eCIeYeH s COXPaHHOCTHU IPAKTUYECKUX
CIIOCOOBI BHITIOTHEHUS JIOKyMEHTOB 3aHATUSAX TIPU
npodeccrnoHamIbHBIX - IEMOHCTpAIMs U OleHKa 3PGEKTUBHOCTH U | BBHIIOJHCHUH

3aJa4, OICHUBATh UX
3(PeKTUBHOCTD U
KaueCTBO

Ka4ycCTBa BBIIIOJIHCHUA HpO(beCCI/IOHaJIBHBIX
3a1a4

OK 3. IIpuaumars
pelIeH s B CTAaHIAPTHBIX
U HECTaHIapPTHBIX
CUTyalHsX ¥ HECTH 332 HUX
OTBETCTBEHHOCTh

- IEMOHCTpAIHs CIOCOOHOCTH MPUHUMATh
PEeIICHUA B CTAHAAPTHBIX U HCCTAHAAPTHBIX
CUTYyaIlUSX M HECTU 32 HUX OTBETCTBEHHOCTb.
- pa3paboTKa TEXHOJOTHYECKUX MTPOIIECCOB
MIPOBEICHUS SKCIIEPTU3bI [ICHHOCTH, y4eTa U
COXPAaHHOCTH TOKYMCHTOB

pabdoT 1o yueoHOU
u
MIPOU3BOJICTBEHHOU
IpaKTUKaM

CobecenoBanue

pOJIeBbIE UTPbI

OK 4 . OcymiecTBiATh - 9(hpexTHBHBIN MOUCK HEOOXOAUMOIT Wurepnperanus
IIOUCK HCIIOJIb30BAaHUC uHpopmaruu pe3yJlibTaToOB
uH(pOopMaIu, - HaxoXJeHne nHhopMaluu AJs HaOI0ICHUH 32
Heo0X0AUMOM JuIs 3¢ PEKTUBHOTO BBITIOIHEHUS ACATEINBHOCTBIO
s dexTuBHOTO npodecCHOHaNBHBIX 3a7ad, 00y4arouerocs B
BBITTIOJTHEHHUS po(heCCHOHATBFHOTO ¥ IMIHOCTHOTO npouecce
npohecCHOHATBHBIX pa3BUTHS U UCIIOJIB30BaHUE PA3INIHBIX OCBOCHHUA

3a1ad4, UCTOYHUKOB, BKJIFOYasi DJIEKTPOHHBIE obpa3oBaTenbHOM
npodhecCHOHaNBFHOTO U MIPOTPaMMBbI
JUYHOCTHOTO Pa3BHUTHSI

OK 5. Hcnonb3oBaTh - IEMOHCTpaUs HAaBBIKOB UCITOJIb30BaHUS BIIKP, IIKP,
uH(OOPMAITMOHHO- HH()OPMAITMOHHO-KOMMYHHKAITMOHHBIX AUTLIOMHAA
KOMMYHMKAIIHOHHBIE TEXHOJIOTH B IPOdecCHOHATBHOM pabora, T1KH,
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TEXHOJIOTHH B
npodeccuoHanbHOM
JeSITEJIbHOCTH

JACATCIIBHOCTHU

OK 6 . Paborats B
KOJUICKTUBE U KOMaH]IE,
3¢ dexTHBHO 00MmATHCS C
KOJUICTaMH,
PYKOBOJICTBOM,
OTPEOUTEIIMU

- neMoHcTparus 3hGEeKTUBHOTO
B3aUMO/JICHCTBHUS C 00YJaIOIMHUCH,
NpenoaBaTesIsIMK B X07¢ 00yUeHHS

- BIIaJICHUE KYJIBTYPOH MEKIUIHOCTHBIX
KOHTaKTOB

- YIPaBJICHUE CBOUM IICUXOJIOTUIECKUM
COCTOSIHUEM B IPOIECCce OOIICHUS

OK 7. bpatb Ha cebs
OTBETCTBEHHOCTH 32
paboTy WICHOB KOMAaHIbI
(MOTYMHEHHBIX),
pe3yNbTaT BHIMOIHEHUS
3aJaHUN

- IPOSIBJIEHHE OTBETCTBEHHOCTH 3a padoTy
IIOJYMHCHHBIX, pe3yanaT BBITIOJTHCHU ST
3aJaHuN

OK 8. CamocToATENBHO
OTIPENIENIATh 3a]auu
po¢eCCHOHAIBHOTO U
JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS
caMo00pa3oBaHUEM,
OCO3HaHHO TIAHUPOBATH
MOBBIIIICHUEC
KBaJTU(UKAITII

- TUTAHUPOBAHUE 00YYAIOITUMCS TTOBBITIICHHS
JMYHOCTHOTO M KBAIH(UKAIIMOHHOTO YPOBHSI
- OpraHu3aIus CaMOCTOSATEIbHBIX 3aHATHIA
NPY U3Y4YEeHUH MPO(ECCHOHATBHOTO MOIYJIS
- cCaMOaHaJIN3 ¥ KOPPEKIIMS Pe3yIIbTaTOB
COOCTBEHHOM PabOTHI

- UCTIOJIb30BAHUE COBPEMEHHBIX METO/IOB,
CPE/ICTB U TEXHOJIOTHI CaMO0Opa30BaHHUs

OK 9. OpuentupoBaTbcs B
YCIIOBHSAX YacTON CMEHBI
TEXHOJIOTHI B
npogeccuoHanbHOM
JeSITeTbHOCTH

- IPOABJICHUC MHTCPECAa K NHHOBAIIUAM B
obsacTu Mpo(heCCHOHANBHON e TeTbHOCTH
- aHaJIM3 UHHOBALMK B 00JacTu pa3paboTKu
TEXHOJIOTUYECKHX TPOLECCOB OPTaHU3aLUH
apXMBHOTO Jiena

HaOJI0IeHE 3a
IPOIIECCOM
BBITIOJIHEHUSI pabOT

HaGmonenue 3a
TPOIIECCOM
BBITIOJTHCHU ST
TIPOM3BOJICTBCHHOM
CHATyaIuH

HaGmonenue 3a
poIECCaMt
OIICHKH U
CaMOOIIEHKH,
BHJICHUE ITyTEU
CaMOCOBEPILIEHCTB
OBaHMSI,
CTpeMJICHHE K
MTOBBIIICHUTO
KBaNTU(UKALINH.
[Moprdonwmo,
JKCIIEPTHHIE
OIICHKH,

YKy pHAIIbI
oOyyJaronmxcs,
BBITYCKHAsI
KBaTM(hUKAIIMOHHA
g paboTa
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