roCy/1apCTBEHHOE aBTOHOMHOE ITPO(heCcCHOHAIBHOE 00pa30BaTENIbHOE YUPEKACHNUE
Camapckoii obsactu
«HOBOKYHOBIIIEBCKAN TYMaHUTAPHO-TEXHOJIOTHYECKUI KOJIIEIEK»

YTBepxkaaro

Hupextop T'AIIOY «HI'TK»
C=RU, OU=[lupexrop, O=" B.M. 3emanunnuHoBa
Sovanmnmrosa, Ee Ipukaz Ne 46.2-JI ot 03.02.2023

so_coll_ngtk_nkb@
samara.edu.ru

2023.02.03
‘l ‘\ 10:44:35
+04'00'
INPOI'PAMMA INPO®ECCHUHAJIBHOTI'O MOAYJISA

«IIM.02 OPTAHHU3ALIUSI APXUBHOWM PABOTHI IO JIOKYMEHTAM OPTAHU3AIIAI
PA3JINYHBIX ®OPM COBCTBEHHOCTN»

st cneranbHocTd 46.02.01 JlokymMeHTaliMoHHOE 00ecrieuyeHue ypaBieHus U
apXMUBOBEJICHUE

Ha 0a3e OCHOBHOI'O 00ILIET0 00pa3oBaHUs

npo(uiIb MOATOTOBKHU: COLUATBHO-I)KOHOMUYECKUHN

2023 r.
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OJOBPEHA COI'JTACOBAHO
[IpenmMeTHO-UHMKIIOBOM 3aMecTUTellb JUPEKTOpa
komuccuend III'COJ] 0O.C. Makapona

[Tporoxon Ne 1 ot 30.08.2023
IIpeacenarens H.B. CamoiinioBa

PaGouas nmporpamMmma y4eOHOM TUCHUILTUHBI/MOIYJISI COCTABIIEHA B COOTBETCTBHUHU C
denepaibHBIM TOCYJAPCTBEHHBIM 00pa3oBaTeIbHBIM CTaHAapToM oT  26.08.2022
per.N 778 1o crnenuaibHOCTH cpefHero npodeccuoHanbHoro oopazoBanus 46.02.01
JlokymeHTallMoHHOe oOecrieueHrue yhpaBlieHus u apxuBoBejaeHue, [IpumepHoit
paboueit nporpammoit (ITpunoxenne 2.10 k IIOIT CITIO nmo cnenuansaoctr 46.02.01
JlokyMeHTaImoHHOE 00eCTICUeHUE YIPABICHUS U apXUBOBE/ICHHUE).

Pa3paboTuuk:

IAIIOY «HI'TK» [IpenonaBaresnb O.C. CepreitueBa
(mecTo paboTHI) (3aHMMaeMast JOJDKHOCTB) (MHUDMATBL, (aMIIIHS)

PenieH3eHTsI:

TAIIOY «HI'TK» METOAMUCT C.I1.MakapoBa

(mecto paboThI) (3aHMMaemast JOJKHOCTH) (MHUIMAIE, haMUITH)

DOKY UK-3 YOCHUH Poccuum o Camapckoii oosactu HavaasHUK OTAEIa KAAPOB U
pabOoTHI C JIMYHBIM COCTABOM Maliop BHYTPEHHEN CIIVKObI

besrnnoBa Mapuaa AiekcanapoBHa

(Mecto paboThI) (3aHUMaeMasi I0JDKHOCTBD) (mHUIMATE, GaM uTHs)
[ara aktyanuzauuu Pe3ynbTaThl akTyanuzanuu
30.08.2024 [puka3 Munnpocsemenus Poccmm ot 26.08.2022 N 778 (pex. ot 03.07.2024) "O6

YTBEPXICHUU (eepaIbHOro ToCyIapCTBEHHOTO 00pa3oBaTeNIbHOIO CTaHIapTa CPEeIHETo
mpoeCCHOHATBHOTO 00pa3oBaHuss 1o creruanbHocTH 46.02.01 J[oKyMeHTannoHHOE
obecrieueHne ynpaBiieHHsT M apxuBoBereHue" (3aperucrpupoaHo B MuHniocte Poccun
30.09.2022 N 70318)
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEHN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 OPTAHU3AIIAA APXUBHOM PABOTHI 110 IOKYMEHTAM OPT AHU3AIIAIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTN»

1.1. Heas ¥ niIaHupyeMble pe3yJbTAThl 0CBOECHUS MPO(ECCHOHATIBLHOT0 MOTYJIsI

B pesynpraTe u3ydeHuss npodeccuoHaTbHOTO MOAYJS OOYyYarOIIUXCS JOJIKEH OCBOUTH
OCHOBHOH BHJ JAestenbHOCTH OpraHuzanus apXuUBHOM pabOThl MO JOKyMEHTaM OpraHu3alui
pa3auuHbiX  (GopM  COOCTBEHHOCTH, U  COOTBETCTBYIOIIME €My OOIIHe KOMIETEHIMH
U nipodeccCuOHaIbHbIE KOMIETCHIINU:

1.1.1. I[lepeveHn 0OITUX KOMIICTCHITHI:

Kon HauMenoBanue 001X KOMIIETEH NI

Bri6upats criocoOb! perienus 3a1a4 npopecCHOHANbHON AeSITeTbHOCTH
MIPUMEHHUTEIHHO K Pa3IMuHbIM KOHTEKCTaM

OK 01

Hcnons30BaTh COBpEMEHHBIE CPE/ICTBA ITOMCKA, aHAJIN3a U HHTEPIIPETAIIUN
OK 02 nH(popManuu, 1 HHHOPMAITMOHHBIC TEXHOJIOTHH JIJIs1 BHIIOJIHCHHS 337124
po¢eCCUOHATBHON JIEATEILHOCTH

OK 04 D¢ dexTuBHO B3aUMOICHCTBOBATH U Pa0OTATh B KOJJIEKTUBE U KOMaH/IE

OcCyIIecTBIATh YCTHYIO U MTUCBbMEHHYI0 KOMMYHHKAIUIO Ha TOCYapCTBEHHOM
OK 05 s3pike Poccuiickoit denepanuu ¢ y4€ToM 0COOEHHOCTEH COIIMAIbLHOTO
U KyJBTYPHOI'O KOHTEKCTa

ITons30BaThCA HpO(l)eCCI/IOHaJ'ILHOI\/’I ,HOKYMCHTaHHCﬁ Ha roCy1apCTBEHHOM
1 MHOCTPAHHOM A3bIKaX

OK 09

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Kona HaumeHoBaHUe BUIOB 1eTEJILHOCTH U MPOGecCHOHATBHBIX KOMIeTEeH It
BJI 2 Opranu3zaiys apXuBHOHM paObOTHI 110 TOKYMEHTaM OpraHU3alui pa3IndHbIX GopM
COOCTBEHHOCTH
K 2.1 OCyIIeCTBISTh KOMIJICKTOBAaHUE apXUBHBIMU JIeJIaMH (JJOKYMEHTaMH ) apXuBa
" | opranusanuu
K 2.2 Bectu yuéTt apXuBHBIX /1€ (TOKYMEHTOB), B TOM YHCIIE C UCTIOIb30BAHUEM
" | aBTOMATU3MPOBAHHBIX CHCTEM
K 2.3 OcCyIIecTBIATh XpaHEHNE apXUBHBIX JIET (IOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
™" | XpaHEHU | 110 IMYHOMY COCTAaBY B apXHMBE OPraHU3aALMU
K 2.4 OcymecTBISITh XpaHEHNE, KOMIUIEKTOBAaHUE, YIET U UCTIONB30BaHUE JIeT
" | (10KyMEHTOB) BPEMEHHOTO XPaHEHHUS]
K 2.5 OcCyIIeCTBIATh UCIIOJIb30BAHUE APXUBHBIX el (JIOKYMEHTOB), B TOM YHCIIE
™" | ¢ MCIIOIB30BaHMEM ABTOMATU3HPOBAHHEIX CHCTEM
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1.1.3. B pe3ynbrare ocBOeHUs TPOPECCHOHATHHOTO MOYJISI 00YUAIOIUNACS TOJKEH:

Bnagerts KomrmuiekToBanust apXUBHBIMH JieJaMH (JOKYMEHTaMH) apXuBa
HaBbIKAMU OpraHu3aIu

Benenus yuéra apXuBHBIX Jie) (JOKYMEHTOB), B TOM YHCIIE C
MCIOJIb30BaHNEM aBTOMATHU3HPOBAHHBIX CUCTEM

Ocy1iecTBIeHUS] XpaHEHUS apXUBHBIX JIe] (JOKYMEHTOB) C MOCTOSTHHBIM
CPOKOM XpaHEHUs U IO JINYHOMY COCTaBY B apXHBE OpPraHU3alUU
XpaHeHus1, KOMIJIEKTOBaHMs, y4€Ta U UCIOIb30BaHUsI JIeN (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS

Hcnonb30BaHus apXUBHBIX €T (JIOKYMEHTOB), B TOM YHCJIE C
MCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YmeTh paboTaTh C I0Jpa3/IeeHUIMHI/OpraHU3alMsIMU UCTOUHUKAMHU
KOMIUIEKTOBAHMSI apXUBa;

IPUHUMATH APXUBHBIE JieNa (JOKYMEHThI) Ha IOCTOSIHHOE WU
JIOJITOBPEMEHHOE XPAaHEHUE;

y4acTBOBAaTh B IPOBEACHUH SKCIIEPTU3bI IEHHOCTU PA3JIMYHBIX TUIIOB U
BUJIOB IOKYMEHTOB B COOTBETCTBUH C BHYTPEHHUMU PEIJIAMEHTaMU
OpraHu3aluy;

HOPUMEHSTH B paboTe peKOMEHJallMK HKCIEPTHO-TIPOBEPOYHON KOMUCCHH
VI SKCTIEPTHONW KOMUCCHH OpPraHU3aluu;

IIPUMEHSITDH [IEPEUHU C YKa3aHHEM CPOKOB XpaHEHUs A€l (JIOKyMEHTOB);
co0JIr0/1aTh HOPMATUBHBIE CPOKU XPaHEHUS J1eN (JOKYMEHTOB);

BECTH YUYET HCTOUHUKOB KOMIUJIEKTOBAHMSI ApXHBa;

MCIIOJIb30BaTh NEPEJOBON OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT MO
KOMIUIEKTOBAHMIO apXMBa JieJlaMU (JIOKyMEHTaMH ) TOCTOSIHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

UCIMOJIb30BaTh COBPEMEHHbIE aBTOMATU3HPOBAHHBIE, MH(POPMAITMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TOKYMEHTHPOBAHHBIX cep
JIeSITEIbHOCTH OpraHu3aluu.

CUCTEMAaTHU3UPOBATh Jieja (JOKYMEHTHI);

pa3MelaTb apXuBHBIE Jieja (JOKYMEHThI) Ha MECTaX XPaHEHHUs B
COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAHUAMHU B 00JIACTH apXUBHOTO Jeja
Y YIIpaBJICHUSI TOKyMEHTAMU;

coOroaTh HOPMAaTUBHBIE PEXKUMbI XPaHEHHSI apXUBHBIX JIE1
(TOKYMEHTOB) Ha JIFOOBIX HOCHUTEIISX;

IIPOBOAMTH MTPOBEPKY MOTHOTHI COCTaBa APXUBHBIX IOKYMEHTOB B
€IMHULIAX XPAHEHNUS;

MPOBOJIUTH OMHMCAHUE APXUBHBIX JIEJ (JIOKyMEHTOB);

COCTaBJISITh CIPABOYHO-TIOUCKOBBIE CPEACTBA K APXUBHBIM JleJiaM
(TokymMeHTaMm);

BECTH YUE€T U KOHTPOJIb BBIIAYM apXUBHBIX JIEJ (JIOKYMEHTOB) U3

APXUBOXpAHUIIMIIA U UX BO3BPATA,
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BECTH YUYET U KOHTPOJIb Nepeayu €1 (JOKYMEHTOB) B
roCyIapCTBEHHBIN/MYHUIMITAIbHBIN apXUB WM Ha HHOE BHELITHEE
XpaHEHUE U MpUEMa JeJl ¢ BHEIIHETO XPaHEHUS;

IPOBOJUTH MOJUCTHYIO IPOBEPKY (PU3UUYECKOIO COCTOSHUS J1e
(TOKYMEHTOB);

Pa3bICKMBATh HEOOHAPYKEHHBIE /1eNa (JIOKyMEHTHI);

[10JIb30BATHCS YUETHBIMU JOKYMEHTAMH B paMKax 3JIEKTPOHHBIX
MH(POPMALIMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH
OpraHu3aluy;

II0JIb30BaThCs CEPTU(PULINPOBAHHBIMU ABTOMATU3UPOBAHHBIMU CUCTEMAMHU
JIOKYMEHTUPOBaHHBIX chep NesITeIbHOCTH OPraHnu3aluy 10 YUETy,
perucTpanuu, KOHTPOIIO e (JOKYMEHTOB);

MOJIb30BATHCS MHPOPMATMOHHO-CIIPABOYHBIMU CHCTEMAMHU
JOKYMEHTHPOBAaHHBIX c(hep AeITeTHbHOCTH OpraHu3aIiHg;

BECTH CIIPAaBOYHO-IIOMCKOBBIE CPECTBA K APXUBHBIM JIeJIaM (JIOKYMEHTaM);
BECTH yU€T CTPaxoBOro (pOHIA apXUBHBIX A€ (JJOKYMEHTOB);

IPUMEHSATh HOPMATHBHEIEC TPABOBBIC aKTHI, IOKAJIbHBIE HOPMATUBHBIC aKTHI
OpraHu3alui U METOAMYECKHE JOKYMEHTHI B 0071acTH y4€Ta apXUBHBIX €T
(ITOKyMEHTOB);

BHOCHUTb MPEATI0KEHUS IO COBEPILICHCTBOBAHHIO METOIUYECKOTO
oOecrieyeHHs yuéTa pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTHPOBAHHBIX
cdepax AeaTeIbHOCTH OpraHU3aIuHy;

3alUIIATh HH(OPMALMOHHbBIE PECYPChl apXHBA OT HECAHKIIMOHUPOBAHHOTO
J0CTyTa.

OpraHU30BBIBATH M 00ECHIeUNBaTh XpaHEHHE A€l (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs1 OPraHU3aLMH B TPAIUIIMOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMHU MOJIpa3AeIeHUSIMU ONUCEeN 1
AKTOB O BBIIEJICHUHN HA YHUUTOKEHUE J1€] (JOKyMEHTOB) BPEMEHHOTO
XpaHEeHHUs B TPAJAULIMOHHOM U B 3JIEKTPOHHOM BH/IE;

(bopMHpOBATh €AUHULIBI XPAHEHUS TOKYMEHTOB ISl MX TOCIIEIYIOLIEro
pasMelleHMsl B apXUBE OpraHu3aluu;

COCTaBJISITh CIPABOYHO-TIONCKOBBIE CPEACTBA K APXUBHBIM JIeJIaM
(TokymeHTaMm);

OCYLIECTBIIATH IOUCK J1eN (JOKYMEHTOB) BPEMEHHOTO XpPAHEHUS B
IIPOLIECCE UX XPAHEHMSI B CTPYKTYPHBIX MOAPA3IEICHUSIX U apXUBE
OpraHu3aluy;

OCYIIECTBIISATh METOJUYECKOE PYKOBOACTBO OpraHU3allel XpaHeHus Ael
(TOKyMEHTOB) B CTPYKTYPHBIX MOJpa3AeICHUSIX OpraHU3aIiy;

OKa3bIBaTh CTPYKTYPHBIM MOPA3/IEIECHUSM PAKTHUECKYIO TOMOIIIb B
OpraHu3aluy XpaHeHHs Jell (JOKYMEHTOB);
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pa3pabaTbIBaTh CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI 10
OpraHM3alH UCII0JIb30BAHUS J1eN (JOKYMEHTOB) BpDEMEHHOI'O XpPAaHEHUS B
CTPYKTYPHBIX OJpA3ICIICHUSIX U apXHUBE OPraHU3aIHH;

IPOBOJUTH SKCIEPTU3Y LIEHHOCTH 1€l (JIOKYMEHTOB) BpEMEHHOTO
XpaHEeHHUs, TIepelaHHbIX B apPXUB;

OIPEAEIATh CPOKU XPaHEHUs A€l (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHMUS],
o0OecnieunBaTh 3allUTy Je] (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS B
OpraHU3aly OT HECAHKIIMOHUPOBAHHOTO JI0CTYIIA WJIK YHUUTOKEHUS;
IPOBOJUTH (PU3MUECKOE YHUUTOKEHHUE [T (JIOKYMEHTOB) BPDEMEHHOT'O
XPaHEHMs ¢ UCTEKLIIMMH CPOKaMH XPaHEHMsI [10CIIe COTJIACOBAHUSA CO
CTPYKTYPHBIMHU I10JIpA3/I€JIEHUSIMHI OpraHU3allny;

0OpMIIATH YUETHBIE TOKYMEHTHI 00 YHHUTOXECHHUHU €T (JOKYMEHTOB)
BPEMEHHOI'0 XpPaHEHUS C UCTEKILIMMHU CPOKaMU XPAaHEHHS] COBMECTHO CO
CTPYKTYPHBIMH MOJIPA3ICICHUSIMH OpTaHU3aLNH.

CHUCTEMaTU3UPOBaTh U 0000IATh CBEJCHHUS O COCTaBE U COJCPKAHUU
ApPXUBHBIX JIel (IOKYMEHTOB);

UCTIOJIB30BaTh HH(POPMAITMOHHBIE TEXHOJIOTHU B 00JIACTH CO3/IaHUS
CHPaBOYHO-TIONCKOBBIX CPEJICTB apXHBA M JOKYMEHTHPOBAHHBIX chep
JeSITEIbHOCTH OpraHu3aluy;

(bopMHpPOBATH OCHOBHBIE U BCIIOMOTaTeNbHbIE BU/IbI APXUBHBIX
CIPAaBOYHHUKOB B JIEKTPOHHOU (opMme;

[OJIrOTABIMBATh UHPOPMAIMOHHBIE JOKYMEHTSHI 110 3alIpocam
IIOJIB30BATEJIEH PA3IMYHBIX KaTETOPUH.

3HaTh

BUJIbI, PA3HOBUTHOCTH U ()OPMAThI BCEX BUJOB JJOKYMEHTOB;

KpUTEPUH OTIpeieNIeHUs IIEHHOCTH /1 (JOKYMEHTOB) JUIsl JalbHEHUIIero
XpaHEHUs WIH YHUUTOXKEHNUS;

METOJIMKA pa3paboTKu GOpM YUETHBIX TOKYMEHTOB B TPAJUIIUOHHOM U B
JJIEKTPOHHOM BHJIE;

METOAMYECKHE JOKYMEHTHI B 00J1aCTH MCIIOJIb30BAaHMS U Iy OJIMKAIIIH
apXMUBHBIX JIeJ1 (JOKYMEHTOB);

METOJIMYECKHE JOKYMEHTHI U HallHOHAJIbHBIE CTaHAAPTHI B 00JaCTH
JIETIONIPOU3BOJICTBA U APXUBHOIO JIENIA;

METOANYECKHE JOKYMEHThI U HallMOHAJIbHBIE CTaHAAPThI B 007acTH y4éTa
JIOKYMEHTOB M JOKYMEHTHPOBAaHHBIX c(hep AesITeIbHOCTH OpraHu3aluig;
Hay4YHO-METOJMYECKUE KPUTEPUH SKCIIEPTU3bI LICHHOCTH PA3IUYHBIX TUIIOB
Y BUJOB JieN (JOKYMEHTOB);

HOPMAaTHBHBIE MPaBOBBIE akThl Poccuiickoii denepamnuu B 00JaCTH 3aITUTHI
NIEPCOHAIbHBIX JaHHBIX;

HOpMaTHBHBIE TPaBoOBbIe akThl Poccuiickoit deneparyu B 001acTi
uHpopManru, UHHOPMAIIMOHHBIX TEXHOJIOTHMA, 3aIIUTHl HHPOPMALIUU U
MEPCOHAIBHBIX JaHHBIX, HU(POBON TpaHCHOPMALIUH;

HOpMaTHUBHBIE MTpaBoBbIe aKkThl Poccuiickoit deneparuu B odnactu
KOH(HIEHIIMATBbHOCTH HHPOPMALINY;
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HOpPMaTUBHBIE MTPaBOBbIE aKkThl Poccuiickoit deneparuu B cdepe
JIEJIONPOM3BO/ICTBA U ApXUBHOTO JIENIA;

HOpPMaTUBHBIC ITPaBOBbBIC akThl Poccuiickoit deneparuu B cdepe
JIeIIONPOU3BO/ICTBA;

o011re MPUHIUIBI yuéTa U KOMILJICKTOBaHUS /1] (JJOKYMEHTOB)
OTrpaHUYEHHOI0 JI0CTYIa;

OpraHU3alMOHHbIE IPUHIUIIBI UCIIOJIb30BaHUS JOKYMEHTOB
OTrpaHUYEHHOI0 JI0CTYIIa;

OpraHU3aIMOHHbIE IPUHIUIIBI KOMIUIEKTOBAHUS A€l (JIOKyMEHTOB)
OTPaHUYEHHOTO JI0CTYTa;

O0COOEHHOCTH OpraHU3ALMK XpaHEHUs JeJ (JOKYMEHTOB) Ha Pa3IMYHbIX
HOCHUTEIISX;

OTEUYECTBEHHBIE U 3apyOeKHbIE CEPTU(PUIIUPOBAHHBIC CUCTEMBI
ABTOMATU3UPOBAHHOTO YUETa apXUBHBIX A€l (JIOKYMEHTOB);

nopsAI0K GOPMUPOBAHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIbI, THIIBL;
IIpaBUJia CUCTEMATU3AlUU U KJIACCU(PHUKALUHU I0OKyMEHTOB;

IIpaBUJia XpaHEHU /1€ (IOKYMEHTOB) B COOTBETCTBUHU C UX TUIIAMU;
ceptudupoBaHHbIE HTHPOPMAITMOHHO-TIOUCKOBBIE CUCTEMBI B 00J1aCTH
pa3paboTKy HAyYHO-CIIPABOYHOIO ammnapara JOKYMEHTUPOBAaHHBIX cdep
JeSITEJIbHOCTH OpraHu3aluy;

CIOCOOBI ¥ TEXHOJIOTUH IOKYMEHTHUPOBAHUS PAa3IMYHbIX BUJIOB
poeCCUOHAIBHON JeATEIHLHOCTH;

CPOKHM BBITIOJTHEHUS pa0dOT MO OpraHU3aluH HUCIIOIb30BAHMS APXUBHBIX [T
(TOKyMEHTOB);

CPOKH BBIIIOJTHEHUS pa0OT MO YUETY apXUBHBIX JIeN (JOKYMEHTOB);
CPOKH BBITIOJTHEHUS padoT;

CTaHJapThl 0POPMIIEHHS OPraHU3aALMOHHO-PACTIOPSAANTEIBHOM
JIOKYMEHTAIUU;

TEOPETUUYECKHE U METOINYECKUE ACTIEKThl KOMIUIEKTOBAHUS U SKCIIEPTU3bI
LIEHHOCTHU BCEX BUJIOB JJOKYMEHTOB;

TpeOoBaHU K OPOPMIIEHHIO TOTOBOPOB HA PEAIN3AIINIO YCIYT BHEILIHETO
XpaHeHus el (JOKYMEHTOB);

TpeOOBaHUS K MOJATOTOBKE apXUBHBIX CIPABOK U BHIMHCOK U3 aPXUBHBIX
JIOKYMEHTOB;

TpeOoBaHUs K IpoLeccaM YHUUTOXKEHHsI UH(pOpMalK B TPAJIULIMOHHOM U
AIIEKTPOHHOM BHUJIE;

TpeOOBaHUS K yCTAHOBJICHHBIM HOPMaM BBIPAOOTKY;

TpeOoBaHUS K yUETY 0CO00 LIEHHBIX U YHUKAJIbHBIX ApXUBHBIX JIE]
(TOKyMEHTOB);

TpeOOBaHUS OXPAHbI TPYa;

YHU(PULIHMPOBAHHYIO CHCTEMY OpPTaHU3aIMOHHO-PACTIOPSAUTEIBHOM
JIOKYMEHTAIUU.
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1.2. KosimyecTBO 4aCOB, OTBOJAMMOE HA OCBOCHHUE NMPO(eCCHOHATBHOT0 MOIYJIsI

Bcero yacos — 354
B TOM 4YHCJIe B (popMe MpaKTUUECKON MOATOTOBKH —346
u3 HuX Ha ocBoeHne MJIK — 246

NPaKTUKH, B TOM YHclie yueOHas — 36
IPOU3BOICTBEHHAS — 36
[TpomexxyTounas arrecrauus — _28
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2. CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

2.1. CtpykTypa npoecCHOHAJIBLHOI0 MOLYJISI

O6beM nmpodeccnoHanbHOr0 MOAYJIS, aK. yac.

S
<
g
o B Oo6yuenue mo MIK
Koxbl s> E ITpaxTukn
g o B TOM YHCJIE
npodeccronan HanmeHnoBanus pa3zaenon Bcero | & : -
b)
BHBIX M OOIIMX podeCCHOHATLHOTO MOTYJISI ,uac. | o S JlaGopatop g w
o 75 Bceero HBIX KypcoBsix o =
KOMIIETEHIIUHN O] CamocrosgTeabpHas £ =l IIpousBonctse
m £ " pabot % &| VYwuebnas
pabota 2 3 HHas
> IpaKkTHyeck | (IPOEKTOB) =
g UX 3aHATHH I:Q: ©
=
1 2 3 4 5 6 7 8 9 10 11
IIK 2.1 Paznen 1.
OK 01. 02. 04. | Oprauusanus u obecrneyeH1ne OCHOB
05. 09 ApXUBHOM JIEATEIbHOCTH 68 60 8 60
’ MJIK 02.01. Opranuzauus u
HOPMAaTHBHO-TIPABOBHIE OCHOBBI
apXMUBHOIO JIeJIa
IK 2.1 Paznen 2.
OK 01. 02. 04. | Opranusanus 1eATenbHOCTH
05, 09 apXHBOB 68 60 8 60 - - ] — —
MJK 02.02. I'ocynapcTBeHHBIE,
MYHUIUTIAJTLHBIE aDXUBBI U apXUBBI
Opra"u3aun
IK 2.1-2.5 Paznen 3.
OK 01. 02. 04 Opranuzanus apXuBHOTO Jena
05. 09 MJIK 02.03. 80 70 6 70 — —A 36 36
Meroauka v mpakTuka
apXUBOBEICHUS
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IIK 2.1-2.5 Paznen 4.
OK 01, 02, 04, OpFaHI/ISaHI/I}I XpaHECHUA
05. 09 JIOKYMEHTOB B apXUBE 38 30 4 30 L L
’ MJIK 02.04.
ObecrnieueHne COXpaHHOCTU
JIOKYMEHTOB
[IpomexxyTouHas arrectrarus —28 e
Bcezo: 354 274 26 274 36 36
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2.2. TemaTnuyeckuii IJIaH U coaepxxkanue npodeccuonaabHoro moayJas (IIM)

HaumeHoBaHMe pa3aesioB U TeM
npogeccuonanbHoro moay.as (IIM),

Coaeprxanue yuedOHOro MaTepHaJia, JiaGopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS,

O0béMm, akan. 4. /
B TOM 4ucJie B popme

MeAIMCTHILIHAPHBIX KYPcoB (MTK) caMocTosiTeIbHAsl ydeOHas padoTa o0y4aronmuxcs, Kypcopas padora (IIpoeKT) Ho;r[();l(gﬁzfz]:c(;lg- .
Pazgen 1. Opranuszanusi 4 odecnevyeHne 0OCHOB APXUBHOM JeATETbHOCTH 68/60
M/IK 02.01. Opranu3anusi ¥ HOpMATHBHO-NPABOBbIE OCHOBBLI APXMBHOTO JieJia 68/60
Tema 1.1. Conep:xanue
Beenenue B IIM u MJIK. Beenenue B npenMer. OCHOBHBIE TEPMUHBI U ONPECICHHUS.

HcTopusi BOSHUKHOBEHHUS CBs13b ¢ IpyruMu 001IenpoeCCHOHANBHBIMU U CIICIUAILHBIMU TUCIUTUIMHAMUA

apXUBHOIi JesiTe/IbHOCTH B Poccun Hctopus BOSHUKHOBEHHS apXuBOB B J[peBHeii Pycu 4
Ucrtopusa apxuBHoro nena B Poccuiickoit umnepuun
Hcropust apXxUBHOIO Jie1a B COBETCKUM niepuo. Pazsurue apxuHoro nena B Pocecniickont
denepaunu

Tema 1.2. Conep:xanue

HOpMaTI/IBHO—ﬂpaBOBaﬂ 0asza ApXI/IBHoe IIpaBoO U apXUBHOC 3aKOHOAATCIILCTBO

apxXMBHOM AesiTeqIbHOCTH B Poccun ODTUYECKUM KOJIEKC apXUBUCTOB
[IpaBoBEIE OCHOBBI PETYIUPOBAaHUS APXUBHON AESITEIHHOCTH 4
®OenepanbHbiii 3akoH o1 22.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit deneparum»
Cucrema yrpaBlieHUS apXUBHEIM JienioM B Poccuu. @enepaibHOe apXMBHOE areHTCTBO
B TOoM uncie mMpakTHYeCKUX 3aHATHI M 1a00pATOPHBIX PadoT:
Pabora B mpaBoBO#i Oa3e ¢ HOpMAaTUBHO-TIPABOBLIMH JOKYMEHTaMH B cepe apXUBHOTO JIea 2
ChopmupoBaHne apXHBHBIX CIIUCKOB 2
PenmaxtupoBanue apXUBHBIX TaOJIHIL 2
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PenaktupoBanue rpadguueckux 00bEKTOB

DopMUpoBaHHE CIIUCKOB C pelakTopoM (Gopmyn

OdopmieHne JTOKyMEHTOB, KOJJOHOK

Odopmrenne TOKyMEHTOB, KOJOHTUTYJ H CHOCOK.

OdopMieHHE THIIEPTEKCTOBOTO JIOKYMEHTA.

Odopmienne pabOTHI IO OCHOBaM B TEKCTOBOM penaktope MS Word.

DOopMHpPOBAaHUE OCHOBHBIX TEPMUHOB U OIIPENEICHUN apXUBOBECHUS.

Paspabotka obmienpodeccuonanbHbIX U crienuanbHbIX quciumind JJOKC.

AHanu3 UCTOpUM BO3HUKHOBEHHS apXxuBOB B J[peBHeil Pycu

AHanmu3 UCTOPHUH apXUBHOTO Jiesia B Poccuiickoit mMmepuun

AHanmM3 UCTOPHUH apXUBHOTO JIeJia B COBETCKUH nepuoy. PazButre apxuBHOTo fiena B Poccuiickoit
Denepauuu

OdopmiieHre OTUETa [0 APXMBHOMY IIPABY M QPXMBHOMY 3aKOHOAATENHCTBY

OdopmiieHHe ATHYECKOTO KOJIEKCa apXHBHCTOB

Anamm3 ®epepanbroro 3akona ot 22.10.2004 Ne 125-03 «O6 apxuBHOM aeie B Poccuiickoit
denepanun»
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Paspa60TKa CHUCTCMBbI YIIPABJICHUA apXUBHBIM JICJIOM B Poccuu. (DCIlepa.]'H)HOG APXHUBHOC arcHTCTBO

Pemrerne denepanpHoro 3akona ot 22.10.2004 Ne 125-®03 «O6 apxuBHOM Aeire B Poccuiickoit
®denepaunn»

O(I)OpMJ'ICHI/Ie AOKYMCHTOB II0 apXMBHOMY IIpaBy U apXUBHOC 3aKOHOAATCIILCTBO

Tema 1.3.

Oprannzanusi ApxuBHOro gponga
Poccuiickoii ®enepaunu

Conep:xaHue

B Tom uncie npakTHYECKUX 3AHATHIA U J1a0OPaTOPHLIX padoT:

Odopmnenue nokymeHTOB ApxuBHOro honna Poccutickoit deaeparuu

CocTraBiieHne COBpeMEHHOT0 cocTaBa ApxuBHOTO (porma Poccutickoit deneparum.

PaspaboTtka kinaccudukanuu 10KyMeHTOB ApxuBHOTo onna Poccutickoit denepanmu

Pemenne komruiekroBanust ApxuBHOTO (poHAa Poccuiickoii denepannu.

AHanu3 CIMCKOB HMCTOYHHKOB KOMILJICKTOBAHUS

3anonHeHne Tabiuubl - ApxuBHas 3apyOexxHas Poccuka

CocraBieHHE CIHCKA HCTOYHUKOB KOMIUIEKTOBAHHUS apXHBa OPraHU3alUH, ONPEICIICHUE TPaHHUI]
apXuBHOTO (HOHJA.

CocrapieHue u O(l)OpMJ'ICHI/Ie HOMCHKJIATYPbI ACJI OpraHu3alun
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O(i)OpMJ'ICHI/Ie PE3YIbTATOB 3KCIICPTU3bI ICHHOCTU JOKYMCHTOB

Ananus ApXUBOB opraHmauHﬁ: BHUbI, 3aJa4U, (byHKLH/II/I

Pazgen 2. Opranu3anus aesiTeJIbHOCTH APXHBOB

68/60

M/K 02.02. I'ocynapcTBeHHbIe, MyHHIIUTIAIbHbIC APXUBBI M APXUBBI OPraHnu3anMii

68/60

Tema 2.1.

Buasl apxusos B Poceun

ConepxaHue

Buasl 1 pa3sHOBUAHOCTH apXUBOB. ['0cy1apcTBEHHBIC apXUBBL: BUABL, 3a0a49H, (YHKLIUH
Certb (penepanbHbIX TOCYIAPCTBEHHBIX aPXUBOB

MyHUIHMIIAIEHBIE apXUBBL: BUABI, 331a49H, GYHKIUH

BenoMmcTBeHHBIC apXUBBI: BUIBL, 331491, GYHKIUH. Jleno3utapHoe XpaHeHHe

APpPXUBBI OpraHU3anuii: BUbI, 3329, QyHKIUN

B Tom uncsie npakTHYEeCKUX 3aAHATHHA M J1a00pPaTOPHBIX PadoT:

Pabora B cetn UnTepHeT, B TOM 4rciie Ha mopraine Apxussl Poccuu:

MOWCK Pa3JIMYHBIX IO paHry (YPOBHIO) U MPOMUIIIO apXUBHBIX YUPEKICHUN;
odopmIiieHne pe3yabpTaToB oucka B Tabimue «IIpumepsr apxuBoB»
AHanu3 IpUMEpPHOTo MOJIOKEHUS 00 apXUBax.

Odopmienne pe3yabTaToB CTPYKTYPBI apXHBa

CocTaBneHue crycka OpraHu3alyy Tpy/ia epcoHana

Opraauzarys AesITeIbHOCTH apXUBHOM CITY>KOBI.

OsznakomiieHne ¢ paboToi apxuBa

AHanu3 HOPMaTUBHO-TIPABOBBIX JOKYMEHTOB MO0 apPXUBHOMY JIETY

Pabota B mpaBoBoi#i 6a3e ¢ HOPMATUBHO-TIPABOBLEIMU JTOKYMEHTaMHU B chepe apXUBHOTO Jelia

40
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3aKoHOAATEIHHOE PErYIINPOBAHNE APXUBHOTO Jela

Pa6ota ¢ ®3 «O06 apxuBHOM Aeie B PDy»

AHanu3 HOPMaTUBHO-TIPABOBEIX JOKYMEHTOB MO0 apPXUBHOMY JIETY

Hcnonp3oBanne HOPMAaTHBHO -METOIUIECKOM 0a3bl

[Tonoxenne 06 DIIK JlemapramenTa mo aenam apxuBoB Camapckoi 001acTd. AHAIN3 OCHOBHBIX
HaTPaBIEHUH e TeTFHOCTH.

Pabota B cetn IHTEpHET, B TOM YHCIIe HA TTopTane ApxuBsl Poccuu:

[owck pa3auyYHBIX IO paHTy (YPOBHIO) M MPOGMITI0 apXUBHBIX YUPEIKACHAN

OdopmiieHne pe3ynbTaToB Mmoucka B Tadnuie «[IpuMepbl apXuBOB»

Hokymentansibie ponnsl [KY «["ocynapctBennsiit apxus Camapckoii obmactuy,
Hokymentansibie ponnsl [KY «['ocyaapcTBeHHBIH apXiB JOKYMEHTOB 0 JIMYHOMY COCTaBY
Camapckoii 0071acTH ».

HoxymenTansabie Gounsl [KY «ocynapcrBennslii apxus Camapckoi 00macTmy.

PaboTa ¢ HOpMaTHBHBIMHU IOKYMEHTaMHU 110 OPraHU3AIMHU JCATEIFHOCTH apXHBa: YCTaB, MOJ0KEHUE
0 CTPYKTYPHBIX MOJIpa3JIeNICHUSX apXuBa, JODKHOCTHbIC HHCTPYKIMH Pa0OTHUKOB apXHUBa

(oCcHOBHBIE pa3/ieNbl TOKYMEHTOB).

Tema 2.2. Conep:xanue
JKcnepTH3a Opranuszanus J0KyMEHTOB B apXUBE
IEeHHOCTH JOKYMEHTOB (OKyMeHTAaJIbHBIH, apXUBHBIH, CTPaXx0BOW (OHIBI U (POH/I OITH30BAHUS)
OKcrepTH3a EHHOCTH JOKYMEHTOB: 3aJ1aui, IPUHIIUIIBI, KPUTEPUN 4
Bugp! skcniepTHbIX kKomuccrid. OQopmMiieHre pe3yabTaToB IKCIIEPTU3bI IEHHOCTH JIOKYMEHTOB
Buasl IlepeuHeil TOKyMEHTOB € YKa3aHUEM CPOKOB XPaHEHUs
MN3yuenune Tunosoro IlepeyHs ¢ ykazaHueM CPOKOB XpPAHECHUS
Paznen 3. Opranuszanusi apXuBHOIO aeJsa 76/70
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MK 02.03. MeToauka U NPpaKTUKA apXHUBOBeIeHUsI

76/70

Tema 3.1.

JlokajibHble HOpMATUBHBIE
JOKYMEHTBI apXuBa

Conep:xaHue

YcraBsl apxuBHBIX yupexaeHuil. [lomoxxenns o0 apxuBax. MHCTpyknny 1o paboTe ¢ TOKyMEHTaMHU.

[Tonoxenue 06 s3xcriepTHON KoMHCcCHH. [1nanbI-rpaduKy mpuéma Jes OT CTPYKTYPHBIX

Tema 3.2.

MoJipa3AeNIeHI U Tiepeadd JIe Ha TOCYJapCTBEHHOE XPaHEHNE U MPEICTABICHHS CBOIHBIX 6
pas3zenoB omucei B apxuB. HomeHKIaTypa Aen opranu3aiin: Ha3HadeHue, (yHKIA. BUIb 1 THITEI
HOMEHKJIATYpHI J1e1.
Kaccudukanmonnas cxema HoMeHKIATyphI et [lopsgok paboTel ¢ HOMEHKIIATYPOU Ael
opraHu3any — HICTOYHUKA KOMIUICKTOBAHHA apXHUBHOI'O YUPCIKIACHUA
0

Conep:xaHue
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HomenkJiiatypa aen

B ToM 4mcie mpakTHYeCKUX 3aHATHI M J1a00paTOPHBIX padoT

BHYTpeHHCe 1 BHCHIHEEC COTJIACOBAHUEC, TTOPAAOK YTBEPKACHNUA HOMEHKIIATYPBI €T OpraHu3aluy —
HNCTOYHHUKA KOMIUICKTOBAHHA apXHUBHOI'O YUPCIKIACHUA

CocraBieHue u O(i)OpMJ'IeHI/Ie HOMCHKJIATYPbI A€ OpraHu3aluun —
HNCTOYHHUKA KOMIUICKTOBAHUSA aPXUBHOI'O YUPCIKACHUA

3akpeITHE, COCTaBICHNE M 0()OPMIICHHE UTOTOBOM 3aliCH K HOMEHKIIATYpe JeJl OpTaHn3aluu —
MCTOYHHKA KOMITJIEKTOBAHHUS apXUBHOTO YUPEKICHHS

Hymeparus n1cToB apXUBHOTO Jena.
Cocrasnenue u ohopMiIeHHE BHYTPEHHEH OMUCH U JINCTA-3aBEPUTEIS apXUBHOTO Jieia

Cocrasnenue u ohopMIIeHHE KapThI-3aMECTUTEIIS, JTUCTA UCTIONB30BaHHS ApXUBHOTO Jeia
Cocrasiienue ¥ 0opMIICHUE PEKBU3UTOB O0JIOKKH apXUBHOTO Jiejia
IIpomrBKa apXUBHOTO Jeiia

CocraBnenue 1 ohopMIIEHHE OITUCH JeT CTPYKTYPHOTO MOApa3elICHHs

Cocrasnenue u ohopMIICHHE OITUCH e OpraHNu3aIH

Cocrasnenue 1 ohoOpMIICHHE aKTa O BBIICIICHIUH K YHUUTOXEHUIO apXUBHBIX JOKYMEHTOB,
HE TMOUIeKAIUX XPaHEHUIO

W3ydenne coctaBa 1 3ar0JHEHHST OCHOBHBIX YUETHBIX ()OpPM apXuBa (KHHATA YIETa OCTYIUICHUS
Y BBIOBITHS 1€ (JJOKYMEHTOB), TUCT (POHAA, peecTp OmuceH, CIuCOK (POHIOB)

Cocrasienue u ohopMIIeHHE apXUBHOM CIPABKH Ha COIMATILHO-TIPABOBOM 3aIpoc
Cocrasnenue u ohopMIIEHHE OTPHLIATEILHOTO OTBETA HA apXUBHBIN 3a1poc

Cocrasienue u ohopMIIEHHE aKTa O BbIaue e (JIOKYMEHTOB) BO BpEMEHHOE MOJIb30BaHNE
Y4éT TOKYMEHTOB B apXHUBE: MPUHIIMIIBL, €IUHUIIBI yUETa, YIETHBIE POPMBI

Bupl 0CHOBHBIX apXHMBHBIX CITPABOYHUKOB. ApXUBHAs 3BPUCTHKA

Cucrema HCA: Ha3HadeHHUE, BUIbI TOMCKOBBIX CUCTEM

OpraHu3aiys HCNO0Ib30BaHNs JOKYMEHTOB apXHBa: HOPMATHBBI, IEH U (HOPMBI

JIOCT}/H K apXHUBHBIM JJOKYMCHTaM. Bbmaqa JOKYMCEHTOB BO BPEMEHHOC ITOJIb30BaHUC

40

Tema 3.3.

OdopmiieHue apxuBHOIO J1eJ1a

Conepxanue

Tema 3.4.

Conep:xaHue
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Ilepenaya 1OKyMEHTOB
HA apXHBHOe XpaHeHHe

Tema 3.5. Conep:xanue

Y4ér 10KyMEeHTOB B apXuBe

Tema 3.6. ConepxaHue
Hcnonb3oBanue Buibt 3apocoB U CPOKH UX BBITTOTHEHHS.
AOKYMCHTOB apXuBa IIpenocraBiieHrE OTBETOB Ha 3alpOCHL: apXUBHBIE CIIPaBKa, KOIUs, BBIIIUCKA

V4éT 1 aHaNIM3 HCIIOIb30BaHMS APXUBHBIX JOKYMEHTOB

Y4yeOHas NpaKTHKA
Buasbl pador:

PaccmoTpenne cTpyKTyphl YUpeKIeHNs/OpraH3aliu/IpeAnpuaTus (1ajgee — OpraHU3alyH), COCTaBICHUE CXEMbIl OPraHU3alMOHHOM CTPYKTYDBI,
orpeJiesieHHe UCTOUHMKOB KOMIIIGKTOBAHHUS apXKBa Opranu3auuu. M3yueHne N0mKHOCTHOW HHCTPYKIMY apXUBHUCTA.

CocraBieHue criucKa HCTOYHUKOB KOMILIEKTOBAHHS apXHBa OPTaHU3AINH, OTIPEIeICHUE TPaHHL apXUBHOTO (POHA.

CocraBieHue cxeMbl pa3MeIIeHHUs CPEICTB XpaHeHus. PaccMoTpeHne Tonorpaguyeckux ykazaTelei B apXUBOXPaHWINIIE OPraHU3aInH.
O3HaKOMJICHHE C TIPAaBUJIAMH BEACHUS KypHAJIOB HAOIIOCHHS 32 TEMIICPATYPHO-BIaKHOCTHBIM PEKUMOM B apXUBOXPaHUIIUILIE.

[lonroToBka e K apXMBHOMY XPaHEHHIO, B TOM YHCJIE: U3yUCHHE TOKYMEHTOB B LIEJISIX ONPEIEICHUs] CPOKOB UX XpaHEHUS, HyMepalus JIMCTOB
apXHUBHOTO Jieia, COCTaBJICHUE M 0(OpPMIICHHE BHYTPEHHEH ONMCH U JIMCTa-3aBEPUTEIIS ApXUBHOTO JeJia, COCTaBIeHNE U 0(pOpMIICHHE KapThl-
3aMECTHUTEJIs, JIMCTa UCIIOIb30BaHHS APXUBHOTO Jeia, COCTaBIIeHHE M OPOPMIICHHE PEKBU3UTOB 00JIOKKH apXUBHOTO JI€JIa, IPOIIMBKA apXUBHOTO
zena.

CocraBieHue apxXUBHOM OMKCH JIeJI IOCTOSTHHOTO XpaHeHus1. O opmileHHe OITUCH AeI 10 JMYHOMY cocTaBy. OdopmileHHe OMTUCH A€ BpEMEHHOTO
(cBpime 10 net) cpoka XpaHeHUsI.

OdopmiieHre TOKYMEHTOB I10 pe3yJIbTaTaM MPOBEPKU HATHYHS U COCTOSIHUS IOKYMEHTOB B apXHUBE, O BHIJICJICHHN K YHUUTOXKCHUIO apXUBHBIX
JOKYMEHTOB, HE MOJUICKALINX XPAHEHHUIO.

O3HaKOMJICHHE ¢ HICTOYHUKAMH M ITOPSAKOM KOMIUIEKTOBaHUs (hOoH/IA 1mosb30BaTensi. O3HaKOMIIEHHE C MOPSAAKOM BBIAAYM APXUBHBIX TOKYMEHTOB,
odopmIiieHre TabIOHOB 3aPOCOB HA BBIIaYy apXUBHBIX JJOKYMEHTOB. [10Ir0TOBKA OTBETOB Ha 3aIlPOCHI: ApXUBHBIE CITPABKA, KOIIHS, BBIITHACKA

Pab6ora ¢ I/IH(i)OpMaHI/IOHHO-HOI/ICKOBBIMI/I CUCTEMaMU U JJICKTPOHHBIMU KaTaJIoraMH apXUBOB.

36

IIpousBoacTBeHHasi MPaKTHKA (110 NPO(HUIIIO CrIeNUATbHOCTH)

Bunsi pador:

36
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N3zydenrie npaBoBbIX (YUPETUTEIBHBIX) U PACTIOPSIUTENBHBIX TOKYMEHTOB OPTaHU3aIN — MECTa MPOXOXKICHUS TIPAKTHKH

(manee — opranuzanum) ¢ nenbio coopa nHMOPMALIMH I ICTOPUUECKOW CIIPaBKH K apXUBHOM OMKCH, ONPe/IeIICHIsI TPaHHL apXUBHOTO (OHAA
OpraHu3allHy.

VY4acTrie B KOMIUIGKTOBAHUHU apXUBa OPTaHU3aINH JejdaMHi (JOKYMEHTaMH) IIOCTOSIHHOTO U TOJITOBPEMEHHOTO XPaHEHHUSI.

W3ydeHne apXUBHBIX TOKYMEHTOB OpPTraHU3AIUY C IEJIbI0 UCKITFOYCHUS Ay0JIETHOCTH HH(POPMAIIUHU, MPOBEPKU (PU3UIECKOTO COCTOSHUS JEIT
(momucTHBIN TpocMoTp fen). CucTeMaTn3anus JOKYMEHTOB B COOTBETCTBUH C BEIOPAHHOMN OpraHU3aIiueil CXeMoi.

[IpuMeHeHnE cXeMbl pa3MEeNeHUs CPENICTB XPAHCHHUS apXUBHBIX JJOKYMEHTOB OpPraHU3alluy MpH npuéMe Jel (JOKYMEHTOB) Ha XpaHEHHe.
Odopmienne TormorpaguUecKkux yKazareineld B apXuBOXpaHWiIHIe opranusaui. OdhopMieHne SpIbIKOB Ha IIEPBUYHBIE CPEICTBA XPAHEHHUS.
Pa3merienue nonoaHeHUs apxXUBHOTO (DOHIA.

OdopmiieHne y4ETHBIX JOKYMEHTOB TIOCTYTUICHUSI U BHIOBITHS JICI.

OdopmieHne ToKyMeHTaluu 1o y4éty (GoH/Ia mois30Batens, GoTo-, ayTHOBU3YaTbHBIX JOKYMEHTOB, SJIEKTPOHHBIX JOKYMEHTOB.
Odopmienne ya€THBIX (HOpPM apXUBa OpraHU3AIIH.

VYyacTre B IPOBECHNHU SKCIIEPTH3BI [ICHHOCTH JJOKYMEHTOB OPTaHHM3aIMK Ha OCHOBAHWH HAYYHBIX KPUTCPHEB UX IICHHOCTH H HOPMATHBHBIX
JOKYMEHTOB: TiepedHeil 1 HoMeHknaTyp. Onpe/iesieHre CpoKOB XpaHeH s JOKyMEeHTOB U Jiesl. OdopmiieHne kapToueKk-3aMecTuTes e aena.

HpOBepKa HaJIN4IUA U COCTOSAHHSA apXUBHBIX JOKYMCEHTOB OpraHU3aluu. Brisgenenue JOKYMCHTOB C IOBPCIKACHUAMU MAaTCPUATIbHBIX HOCHUTCIICH.

Opranun3zanust po3bicka HeoOHapyKeHHbIX Ae. OdopmieHre TOKYMEHTALUH [0 PE3yJIbTaTaM MPOBEPKH.

Pabota o co3gaHnIo CIIPaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa OPraHU3aAINK, B TOM YHCJIE C MPUMEHEHHEM HH()OPMAIMOHHBIX TEXHOJIOTHIA.
Yyactue B q)OpMI/IpOBaHI/II/I OCHOBHBIX U BCIIOMOTI'aTCJIbHBIX aPXWUBHBIX CIIPABOYHHUKOB, B TOM YHCJIC C UCIIOJIL30BAHUEM aBTOMATHU3UPOBAHHBIX
CUCTEM.

CocTaBiieHue apXUBHOU OMHICH JIENT TOCTOSIHHOTO XpaHeHus. OQopMIleHHe ONHICH el TI0 THYHOMY COCTaBY.

Odopmienue onucy jaei BpeMeHHoro (cBbitie 10 jieT) cpoka XpaHeHusl.

TTounck I/IH(pOpMaHI/II/I I10 3aIpocCy MOJb30BaTCIIA, B TOM YHUCJIC C UCIIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTCM.

HcnonHeHune 3ampocoB 10 MOMCKY apXMBHBIX JIeJT (JIOKYMEHTOB) OpPraHU3alliY, B TOM YUCIIE C HCII0JIb30BaHUEM MH()DOPMAIIMOHHBIX TEXHOJOTHH.

Pa3nen 4. Oprannsanusi XpaHeHusi JOKYMEHTOB B apXuBe

34/30

MK 02.04. O6ecneyeHue COXpaHHOCTH JOKYMEHTOB

34/30
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Tema 4.1.

YcaoBus XpaHCHUsl JOKYMEHTOB

Conep:xaHue

[IpoGnema coxpaHHOCTH JOKYMEHTOB B apxuBax. OCHOBHBIE TIOHSATHS B TEPMHUHBI. TpeboBaHUs K
3AaHUAM U IIOMCIICHUAM apXuBa. O60pyaOBaHI/IC APXHBOB. ITonsatue KPCKUM XpaHCHHUA
JOKYMCHTOBY. CyHICCTBy}OHII/IC PECKUMBI XpaHCHHSA JOKYMCHTOB

Pa3smemienue qokymeHTOB B apxuBe. Tomorpaguueckue ykazatenu. [[podnema xuimenus
JAOKYMEHTOB, MEPbI 0€3011aCHOCTH U 3alllUTHI. Bnsane MEPEMECIICHNUA JOKYMEHTOB Ha UX
COXPaHHOCTb

Tema 4.2.

IIpoBepka HAJIMYHUS M COCTOSIHUS
JOKYMEHTOB B apXHBax

Conep:xanue
ITpoBepka HaIMYMs U COCTOSTHUSA JOKYMEHTOB B apXUBe
Pe3ynbprarhl MpoBepKy HAJIMYMSI U COCTOSIHUSA JOKYMEHTOB

[Mopsinox paboThI 1O BHISIBICHUIO OBPEKAEHHBIX JOKYMEHTOB

B ToM 4mcie IpakTHYeCKNX 3aHATHI U J1a00PaTOPHBIX PadoT:

CocraBnenue 1 ohopMIICHHE aKTa IPOBEPKU HATMYMS U COCTOSHUS JOKYMEHTOB
CocraBnenue 1 ohopmiieHHE aKTa 00 yTpaTe apXUBHBIX JOKYMEHTOB

CocraBnenue 1 ohoOpMIICHHE aKTa O HEMCIIPABUMBIX ITOBPEXKICHUSAX JOKYMEHTOB
Pa3pabotka c miaHa (cxeMbl) pa3MeleHHUs apXUBHBIX (POHIOB B apXMBOXPAHMIINILIE
Odopmienue xxypHajia TEMIIEPaTypHO-BIAXKHOCTHOTO PeXXUMa B apXUBOXPAHUIIMLIIE
Pacuer konuyecTBa OrHETYIINTENCH B apXMBOXPAHUIIUILIE

Odopmienne muana (CXeMbl) BaKyaluu apXUBHBIX JJOKYMEHTOB

CocraBienue u ohopMIICHHE aKTa MPOBEPKU HAJTHYMSI U COCTOSHHS JOKYMEHTOB
Cocrasnenue u ohopmiieHre akTa 00 yTpaTe apXHUBHBIX JJOKYMEHTOB

Cocrasnenue u ohopMIIEHHE aKTa O HEMCIIPABUMBIX ITOBPEKCHUAX JOKYMEHTOB
OdopmieHue KapToukH GoHa

OdopmiieHre BHYTpEHHEH OMUCH Aeiia

Odopmienne TucTa-3aBepuTeIs Jelia JIMCTa HCIOIb30BaHMs JOKYMEHTOB
Odopmienne KapTbI-3aMecTUTENS Aela (TJOKYMEHTa)

[Moxmmueka 1okyMeHTOB B aeno0. Odopmienue nena GoHma

15
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Tema 4.3.

KoncepBanus u pecraBpanus

ConepxaHue

HpOBCpKa TCXHUYCCKOTO 1 (I)I/I3I/IKO-XI/IMI/I‘ICCKOFO COCTOAHHUA apXUBHBIX ITOKYMCHTOB.

JOKYMEHTOB [Tpobnema crapeHus: JOKYMEHTOB, «yTracaHue TEKCTa» 0
Koncepparus u pectaBpaliysi apXUBHBIX JOKYMEHTOB.
CriocoOb1 BOCTIpOM3BEICHUSI U BOCCTAHOBIICHHS JJOKYMEHTOB
Tema 4.4. Conep:xaHue
CoxpaHHOCTb JOKYMEHTOB ITpoGiema coXpaHHOCTH NEKTPOHHBIX TOKYMEHTOB 0
Ha cleHaJIbLHBIX HOCHTETAX Xpanenne u 00pab0oTKa JOKYMEHTOB Ha CIIEIINAIbHBIX HOCUTEIISX
Bcero 354
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3. YCJIOBUA PEAJIM3ALIMN TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. s peanu3anmud NporpaMmbl NPogecCHOHAJBHOIO MOAYJA A0/LKHBI ObITh
NpeaycMOTPEeHbI cJieAyIolue clielHalbHble OMelleHUs:

KaOuner apxuBoBeieHUs, OCHAIIEHHBII:

— 000pYyIOBaHUEM: CTOJIBI U CTYJIbsI, IIKA(bI, CTEIIAXKH, JOCKA, THTEPAKTUBHAS IPHCTAaBKa
K TOCKE/MHTEPAKTUBHAS JOCKA, TPOEKTOP, KOHAUIIMOHED;

— TeXHUYECKHMH CPEJICTBAMU: TMIEPCOHAIBHBIN KOMIBIOTEp (IIporpaMMHOe 00ecrieueHue:
TEKCTOBBIM peNaKkTop, mpaBoBas 0aza JAaHHBIX, CHCTEMa 3JEKTPOHHOTO JOKYMEHTO00O0pOTa,
MPOrPaMMHBIN MPOAYKT, peaTu3yonuii (YHKIIMA apXyUBa OpraHU3alllu, JOKaJIbHAs CETh, BBIXO
B INIO0ABHYIO CETh), MHOTO(YHKIIMOHATIBHOE YCTPOUCTBO (IPUHTEP, CKaHEP, KOIHUP).

JlaGoparopus apXUBHOTO Jiejia, OCHAIIEHHAS:

— 000pyAOBaHUEM: CTOJIBI U CTYJIbS, IIKA(]bI, CTEIIAXH, I0CKA, UHTEPAKTUBHASI IPUCTaBKa
K TOCKE/MHTEPAKTUBHAS JOCKA, TPOEKTOP, KOHAUIIMOHED;

— TEeXHUYECKHMH CPEJICTBAMU: TIEPCOHAIBHBIN KOMIBIOTEp (IIporpaMMHOe 00ecrieueHHE:
TEKCTOBBIM pPEIaKTOp, MpaBoBas 0a3za MaHHBIX, CUCTEMa 3JEKTPOHHOTO JOKYMEHTO000pOTa,
MPOTPaMMHBIA MPOIYKT, PeATHU3YIONIMA (PYHKIIMHA apXUBa OpPraHU3allNH, JTIOKATbHAS CETh, BBIXO]T
B TJIOOANbHYIO CETh), MHOTO(YHKIIMOHAIbHOE YCTPOWCTBO (NPUHTEp, CKaHEp, KOMUp),
YHUYTOXXUTEh JOKYMEHTOB (IIpeiep), MHCTPYMEHTHI U MaTepualbl AJis MPOIIUBKH JIOKYMEHTOB
(MexaHMYeCKHe M PYy4YHbIE): MPOIIMBHOE YCTPOWCTBO, JBIPOKOJBI HA JBa M 4YEThIpE IMPOKOIA,
IIWJIO, MTJIa, KAPTOH «apXuBHBIN cTaHmapT» 230x320 MM ¢ OMroBKoi (110 TMHUU cTH0A), HUTh JJIS
MOJNIIMUBKA JIOKYMEHTOB JaBcaHo-miraneiabHbie JIII-210, meyaTh W mITaMibl i 3aBepeHUs
APXUBHBIX CIPABOK, KOMUH ¥ BBIMTUCOK (OTMETKAa O 3aBEPEHUU KOMHH JOKYMEHTOB, IITaMII
«Komnus»).

3.2. UndopmanuonHoe odecnedeHne peaau3aunu NporpaMmal

Jlnsa peanuzanuu MporpaMMbl OUOMMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3alud
JOJIKEH UMETh TIeYaTHbIC W/WIIN 3JIEKTPOHHBIE 00pa3oBaTelbHble U MHPOPMAIIMOHHBIE PECYPCHI,
JUTSL KICTIOJIb30BaHUs B 0Opa3oBaTenbHOM mporiecce. [Ipu dopmupoBannu 6ubiarnorednoro Gouga
00pa3oBaTenbHOI OpraHU3aIlii BHIOMPAETCS HE MEHEe OJTHOTO U3aHUS U3 IEPEUNCIICHHBIX HIDKE
MEYATHBIX U3JaHUN U (WIN) AJEKTPOHHBIX M3JaHUM B KauyeCTBE OCHOBHOTO, IPU 3TOM CIIHCOK,
MOXET OBITh JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1. OcHoBHbIE NTeYaTHBIE U3AAHUHA

Opranuzanus apXvBHOM M CHPaBOYHO-MH(GOPMAIMOHHON paboThl MO JOKYMEHTaM
opranuzaiuu [Tekcr]|: yueOHUK ISl UCHOJB30BaHUS B y4eOHOM IMpoliecce 00pa3oBaTEIbHBIX
YUPEKACHUHN, pealu3yroluX IMpOorpaMMbl CpPEIHEro NpoQecCHOHaIbHOrO 00pa3oBaHUs IO
crenuanbHOCTH "JloOKyMeHTallMOHHOE oOecrieyeHHne yNpaBiIeHusl U apXUBOBeJAeHUE»: [B 2 u.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pea. E. M. BypoBoit — 3-e u3n. crep. — Mocksa:
Axanemus, 2019. (ITpodeccuonansHoe oopazoBanue. [Ipodeccnonansueiii Mmoayns). U. 1. — 20109.
— 336 c. ISBN m3nanus: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

Opranu3anus apxuBHOH U CIIPaBOYHO-UH(POPMALIMOHHOM pabOThI 10 TOKYMEHTaM
opranu3zaiuu [Tekcr] : yaeOHMK JUIs UCTIOIb30BaHUS B y4eOHOM Mpoliecce 00pa3oBaTeIbHbIX
YUpEXKJIEHUH, pealn3yoIKX MPOorpaMMbl CPeTHETO NpOodeCCHOHaTBLHOT0 00pa3oBaHus MO
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crienuaabHOCTH "J[oKyMeHTaIIMOHHOE 00ECTICUCHHE YIIPABICHUS U apXUBOBEICHHE»: [B 2 4.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pexa. E. M. BypoBoii. — 3-e uza. crep. — Mockaa:
Axanemus, 2019. — (IlpodeccuonanpHoe obpazoBanue. [Ipodeccnonanbuerii Mmoayms). Y. 2 / [E.
M. Bypoga, A. Il. ApanaceeBa, E. B. Anekceea, A. E. Poguonosa]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7

Packun, JI. 1. Meronuka M TpakTHKA apXWBOBEICHUS: YYEOHUK JUISI CPEIHETO
npodeccuonanibHoro oopaszosanus / J. M. Packun, A. P. CokonoB. — MockBa: M3marenbcTBo
FOpaiir, 2022. — 339 c¢. — (IlpodeccuonanpHoe oOpa3oBanue). — TEKCT: HEMOCPEACTBECHHBIM.
— ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3AHUS

1. Packun, JI. 1. MeTtonuka W NpaKkTHKa apXUBOBEIACHUS: YYECOHUK I CPEIHEro

npodeccuonanbHoro oopazosanus / J[. M. Packun, A. P. CokonoB. — Mocksa: M3marenbcTBo
IOpaiir, 2022. — 339 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-02419-7. —
Tekct:  snextponHblidi  //  OOpasoBarenbHas — miarpopma  FOpaiit  [caiit]. —

URL.: https://urait.ru/bcode/492546
3.2.3. lonoJHUTEIbHbIE HCTOYHHKH (1pU HE0OX00UMOCMU)

1. bacakoB, M.U., [lokyMeHTanmoHHOE oOecreueHue ympaBieHHUs (C OCHOBAMU
apxuBoBezieHns1): yaeonoe nocodue st CI10 / M.M. BacakoB. — Mocksa: U3natensctBo KHOPYyC,
2022. —216 c. — Tekcr : Henocpenctenubiid. — ISBN: 978-5-406-09983-4.

2. bypoBa, E. M., MypasseBa, H. A. CnpaBouHUK 1O apXMBHOMY Jely MAJs
paboTHuKoB opranmzamuii. — (Cepust «YmpaBieHueckas 0e3onmacHOCTh» / moj ool pen. A. b.
beszboponosa). — M: Tepmuka, 2018. — 396 c. — Tekct : HenocpencrBennsiit. — ISBN: 978-5-
6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYPhl U ayTCOPCUHT B apXUBHOM
nene : monorpadus / C.B. Beperexuna. — MockBa: M3narensctBo Pycaiinc, 2022. — 128 c. — Teker
: HertocpeactBernbiid. — ISBN: 978-5-4365-8006-7.

4. Eropos, B.II.,, CnunpkoB, A.B. ObecnieueHue COXpaHHOCTH, pecTaBpalus M
KOHCEpBaIHs JJOKyMEHTOB: yueOHoe nmocobue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

S, Eropos B.I1. CoBpeMeHHas opranusanus rocyJapcTBEHHbIX yupexaeHuil Poccun:
yuebHoe nocodbue aist CIIO / B. I1. Eropos, A. B. CannbkoB. — Cankt-IletepOypr: Jlans, 2020. —
204 c. — Tekcr : HenocpencTBeHHbIi. — ISBN: 978-5-8114-6382-4.

6. Kosnos, B. II. ApxuBoBeneHue: yueOHUK U IpakTUKyM Juid By30B / B. I1. Ko3nos.
— Mocksa: M3garensctBo FOpaiit, 2022. — 329 ¢. — (Bsiciiee oopazoBanue). — ISBN 978-5-
534-14066-8. — Texkct: anexkTpoHHbIN // OOpa3zoBarenbHas muardopma HOpaiit [caiit]. —
URL.: https://urait.ru/bcode/496661

7. [TaBnoBa, P. C. Jlenonpoun3BoACTBO MO OOpaleHHUsIM TpaxKIaH: yueOHoe mocobue
mis CIIO / P. C. IlaBmoa. — Cankrt-IletrepOypr: Jlawp, 2022. — 324 c.: wn. — Tekct:
HenocpeacTBeHHbINA. — ISBN: 978-5-8114-9925-0.

8. [TonoB, A.B. ApxuBoBenenme. 3apyOexHass Poccuka: yuyeOHUK Il CpEIHETO
npodeccuonansHoro obpazosanus / A. B. IlomoB. — MockBa: U3narensctBo FOpaiit, 2022, —
168 c. — (IIpodeccronansnoe obpazoBanme). — ISBN 978-5-534-10240-6. — Tekcr:
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AJICKTPOHHBINA /l OO6pazoBaTenpHas maTdopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/495214

9. Packun, JI. 1. ApxuBoBenenue: yueOHuK qius  By3oB / [l W. Packun,
A. P. CokonoB. — 2-e u3s[l., ucnp. u gon. — Mocksa: U3narensctBo KOpaiit, 2022. — 468 ¢. —
(Beiciiee  oOpazoBanme). — ISBN 978-5-534-15245-6. — TekcT: dneKTpOHHBIA //

OopasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/497656

10.  Camapuyk, H.C., MapkeTunroBasi AeATEIbHOCTh T'OCYAAapPCTBCHHBIX apXHUBOB:
monorpadus / H.C. Camapuyk. — Mocksa: UznatensctBo Pycaitnc, 2023. — 312 c¢. — Tekcr:
HernocpenctBeHHbiin. — ISBN: 978-5-466-01550-8.

11.  TenpuapoB A. [I. ApxuBoBeneHue: yueOHOe mocobue miis OakanaBpoB / A. ]I.
Tenpuapos. 5-e uzn. — Mockpa: UTK «/lamkos u K», 2022. — 184 c. — TekcT: HENOCpeACTBEHHBI.
— ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. . ApxuBHas 3Bpuctuka: yueOnuk / T. . Xopxopauna, A. B.
ITonos; nox pexn. E. U. IluBoBapa. — 4-e uzn. - Mocksa: Poc. roc. rymanur, yu-t, 2019. - 296 c. —
ISBN 978-5-7281-2497-9. — TekcT: 2IEKTPOHHBIN. —

URL.: https://znanium.com/catalog/product/1087575

13. LlemenkoBa, C. M. ApxuBoBenenue. VMcropus apxuBoB Poccum ¢ apeBHeHmIMX
BpeMeH 110 Hadana XX Beka: yueOHoe Tocodue Jisi CpeiHero MpodecCHOHATBHOTO 00pa3oBaHUs
/ C. W. LlemenkoBa; noa HayuHoil pemakmueit JI. H. Ma3zyp. — Mocksa: U3narensctBo KOpaiiT,
2022. — 153 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-10241-3. — Texkcr:
3JIEKTPOHHBIN /1 OO6pazoBatenbHas wiatdopma Opaiit [caliT].—
URL: https://urait.ru/bcode/495215

14.  IllaxomanoBa, O.FO. Opranuzanus TroCyJapCTBEHHBIX YyupexaeHuit Poccumu:

yaeOHOoe mocodue it cpeanero npodeccnonansuoro oopazosanus / O. 1O. [llaxomanoBa. — 2-¢
u31., nepepad. u non. — MockBa: M3narensctBo FOpaiit, 2022. — 161 c. — (IIpodeccronanpHoe
obpazoBanmue). — ISBN 978-5-534-12448-4. — Texct: snexkrpoHHbiid // OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Koa u HauMeHoBaHue
npodeccHoOHAIBHBIX
H 00IIMX KOMIIEeTeHI[ M, Kpurepun ouenku MeToabI OLIEHKH
(opmupyemMbIX
B paMKax MOJyJisi
IIK 2.1. Co3zanue JTOKaJTbHBIX HOPMATHBHBIX AHanu3s ¥ olleHKa
Ocy1iecTBISTh JIOKYMEHTOB ¥ IPOTOKOJIOB 3aCEIaHUI | peleHui
KOMIIJIEKTOBAaHHUE AKCTIEPTHON KOMUCCHUU OpTaHU3AIIH. MpOOJIEMHBIX
ApXUBHBIMHU JI€TIaMU [IpoBenenue 3xkcnepTU3bI LIECHHOCTH CUTyaIui, npu
(TOKyMEHTaMH ) JIOKYMEHTOB OpTaHU3AIIHH. BBITOJIHEHU U
apXuBa OpraHU3aluu MPAKTUYECKHUX PadoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTalus 1o
MIPOU3BOJCTBEHHOMN
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MMPAKTUKEC; 3K3aMCH

KB (UKAITMOHHBIN
o [IM 02

IK 2.2. VY4&T apXuBHBIX J1e] (JIOKYMEHTOB)

Bectu y4ér apXuBHBIX MOCTOSTHHOTO U BPEMEHHOT'O XpaHEHUSI.

nen (10KyMEHTOB), VYuér hoHI0B U onucelt apXUBHBIX AeN | TecTupoBaHUE.

B TOM 4HCJIE (oxymeHTOB). YU€T BblJauu apXuBHbIX | OLEeHKa 10 uToraMm

C UCIOJIb30BaHUEM neln (I0KyMEHTOB) U3 BBITIOJTHEHUS

ABTOMATHU3UPOBAHHBIX ApXUBOXPAHWIHIIA ¥ UX BO3BPATA. MPAaKTUYECKUX padoT.

CHUCTEM VY4éT u KOHTpONIb Nepeaun apxuBHbIX | 3auéthl o MJIK,
nen (TOKyMEHTOB) B TOCY/IapCTBEHHBIN/ | aTTECTAIHs 110
MYHHIIMIIATBHBIA apXUB WIHM HA HHOE MIPOU3BOJICTBEHHOU
BHEIIIHEE XpaHeHHe. YUET U PO3BICK MIPAKTUKE
HEOOHAPYKEHHBIX JIeN (JOKYMEHTOB).
Benenue nen Gponos

IIK 2.3. Coznanue omnuceit nen (TOKyMEHTOB)

OcymiecTBiATh OpraHu3alH MOCTOSIHHOTO CPOKa

XpaHEHUE apXUBHBIX JIeTT | XPaHEHUS U 110 JTUYHOMY COCTaBY.

(TOKyMEHTOB) Pa3menienne apXuBHBIX €1

C TIOCTOSIHHBIM CPOKOM (IIOKyMEHTOB) B apXHBHBIX

XpaHeHUs XPaHUJIUIIAX B COOTBETCTBHHU C

Y I10 JUYHOMY COCTaBYy
B ApXMBE OpraHU3alun

BbIOpPaHHON cXeMOM Kiaccu(puKaluuu u
CUCTeMaTH3alMH J1eN (AOKYMEHTOB).
Co3nanue u obecrieueHre peKUMOB
XpaHEHHS apXUBHBIX JEIT
(toxymenToB). [IpoBepka Hanuuus u
COCTOSIHUSI apXHUBHBIX €T
(ToxymeHTOB). BrisiBienue u y4ér
ApXUBHBIX JeJ1 (IOKyMEHTOB),
TpeOYIOLMX PeCTaBPaAlMOHHOM,
KOHCEPBAIIMOHHO-TIPO(PHITAKTHUECKON
U TEXHUUYECKOW 00pabOTKH.
[ToaroroBka ycioBwuii st obecreueHus
COXPaHHOCTH apXUBHBIX JIEJI
(IOKYMEHTOB) B OCOOBII MIEpHO 1
Ype3BbIUaiHBIX

curyarusix. OcymecTBIeHHEe KOHTPOIIS
JBYDKEHUS apXUBHBIX /1€
(TOKyMEHTOB) U UX (UZUYECKOTO
cocrosHus. [logroroBka u nepegaya
ApXUBHBIX JeJT (IOKyMEHTOB)

B TOCYZapCTBEHHBIH/ MyHULIMTIATbHBIN
apXx¥B WM Ha MHOE BHEIITHEE XPaHEHNE

AHanu3 u oLeHKa
peleHuit
MPOOIEMHBIX
CUTyaluH, Npu
BBITIOJTHEHUH
MPaKTUYECKUX PadoT.
TectupoBanue.
3auétel mo M/IK,
aTTecTanus 1o
IIPOU3BOJCTBEHHOMN
IIPAKTUKE; DK3aMEH
KBaJIN(DUKAIIMOHHBIN
no [IM 02

123




[1K 2.4.

OcCy1ecTBISITh
XpaHeHue,
KOMIUIEKTOBaHHE, YUET U
MCII0JIb30BaHUE eI
(TOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS

VYuér onuceit 1e1 BpEMEHHOTO
XpaHEHUs CTPYKTYPHBIX
MOJpa3/IeJICHU1 OpraHu3aluy B

TPaAUIIMOHHOM U B 3JICKTPOHHOM BH/IC.

Cucrematuzanus Aei (J0KyMEHTOB)
BPEMEHHOI'O XpaHEHUS, IPUHATHIX OT
CTPYKTYPHBIX HOJpa3IeICHIH
OpraHu3aIuy, sl pa3MEIICHUs B
XPaHHWIUILE apXUBa OPTaHU3AIUH.
KonTposnb Bblgauu B onepaTuBHOE
MOJIb30BaHKeE 1 (JJOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS U UX BO3Bpara.
IIpoBencHue

HKCIEPTU3BI HEHHOCTH JIeT
(TOKYMEHTOB) BPEMEHHOTO XpaHEHHUSI B
apxuBe opranuzaiuu. [loaroroska nen
(TOKyMEHTOB)

BPEMEHHOT'O XpaHEHUS, MPUHATHIX OT
CTPYKTYPHBIX TIOJpa3IesICHIH, Ha
yHuuroxxenue. Co3aHue akToB O
BBIJICJICHUN HAa YHUYTOKEHHUE JEIT
(TOKYMEHTOB) BPEMEHHOT'O

XpaHEHHS C UCTEKITNMH CPOKaMH,
IPUHSTHIX OT CTPYKTYPHBIX
MOJpa3IeICHUI

AHanu3 ¥ olleHKa
peleHui
POOJIEMHBIX
CUTYyalUH, Ipu
BBITIOJIHCHU U
MPAKTUYECKUX PadoT.
TectupoBanue.
3auéter mo MJIK,
aTTecTalus mno
MIPOU3BOJICTBEHHOU
MPaKTHUKE; YK3aMEH
KBaJIM(DUKAITMOHHBIH
o [1IM 02

[IK 2.5. [Topnepxka B akTyallbHOM COCTOSIHUM
AHanu3 u oLeHKa
Ocy1ecTBIsITH AIIEKTPOHHBIX WH(POPMAIIMOHHO- -
HCII0JIb30BaHUE MTOMCKOBBIX p
POOJIEMHBIX
ApXUBHBIX JIEJI CUCTEM apXHBa B JOKYMEHTHUPOBAHHbBIX .
CUTyaIuH, Npu
(TOKYMEHTOB), cdepax AesTeIbHOCTH OpraHu3aliy.
BBINIOJTHEHUH
B TOM YHCJIE CocraBieHne cipaBOYHO-ITOMCKOBBIX
MPAaKTUYECKUX padoT.
C UCIOJIb30BaHUEM CPEICTB
ABTOMATHU3UPOBAHHBIX K apXMBHBIM JieJIaM (JJOKYMEHTaM ) Tecruposae.
p P y ’ 3auétel mo MJIK,
CUCTEM YUYTEHHBIM B ApXUBE U B
aTTecTanus 1o
JIOKYMEHTHPOBaHHBIX chepax .
IIPOU3BOJICTBEHHOU
JIeSITEIbHOCTH OpraHu3aluu. )
MIPAKTHKE,;
ITonroroBka OTBETOB Ha 3aIIPOCHI
JK3aMeEH
ApXUBHBIX €l (IOKyMEHTOB). .
[ToaroToBka paboTkl MOJIB30BATENEH B KBAIHUKAIHOHHbIA
P o 1IM 02
YUTAJILHOM 3aJI€ apX1Ba
OK 01. Br16op criocoba pemienus 3agau KonTpons
Br16upats crioco0Obt npodeccuoHaNbHON e TeNIbHOCTH BBIITOJIHECHUS
peleHus 3a1ad IIPUMEHUTEIBHO MIPAKTUYECKUX
npodeCCHOHATBEHON K Pa3JIMYHbIM KOHTEKCTaM 3aaHUM.
IesITeIbHOCTH VY CTHERIN Win
IPUMEHUTEIIBHO K TECTOBBIN KOHTPOJIIb
pa3IMYHbIM KOHTEKCTaM TEOPETHYECKHX
3HAHUU.
AHanus 1 orneHka
peLIeHUI
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MPOOJIEMHBIX
CUTYyallHi.
IIpoBepounsble
paboThI MO KaXK 0
TEMeE.

ArtTtectanus no
IIPOU3BOJCTBEHHOMN
MPaKTHUKE.

OK 02. Hcnonp30BaHne COBPEMEHHBIX KonTpons
Hcnonb3oBath CpeZCTBa IIOMCKA, aHAIN3a U BBINOJIHEHUS
COBpPEMEHHBIE CPECTBA UHTEpHpeTanuu HHPOpMaIuu, U MPAKTUYECKUX
IIOUCKA, aHaJIMu3a U UCIIOJIb30BaHUE UH(OPMALIMOHHBIX 3aJJaHUH.
UHTEpIpeTanun TEXHOJIOTUH [T BBITIOJIHEHUS 3a/1a4 V CTHBIN WK
UHpOpMaLIUU U npoeCCHOHATILHOM 1eATEIbHOCTH. TECTOBBIif KOHTPOJIb
MH(POPMALMOHHbIE TEOPETUUYECKUX
TEXHOJIOTUH JUIsI 3HAHUIL.
BBITTOJIHEHUS 327144
npodeccuoHaIbHON
JeSITeTbHOCTH

Ananus ¥ olcHKa
pelieHui
PpOOJIEMHBIX
CUTYyaLUM.
[IpoBepounsle
paboTHI IO KaXKI0H
TEME.

ATTecTanus 1mo
MPOU3BOJCTBEHHOM
MPaKTUKE.

OK 04. B3aumopeiictBue u padbora B KonTpons
OddexTuBHO KOJUIEKTUBE U KOMaH/IE BBITTOJIHEHUS
B3alMOJICIICTBOBATD U MPAKTUYECKHUX
paboTaTh B KOJJIEKTUBE U 3a/1aHUM.

KOMaHae YCTHBIN WiH
TECTOBBIN KOHTPOJIb
TEOPETUYECKUX
3HaHUM.

AHanu3 1 OLeHKa
peLeHnit
MPOOJIEMHBIX
CUTYaLU.
[IpoBepounsle
paboThI O KaXKI0M
TEME.

ATtTtecTtanus no
IIPOU3BOJICTBEHHOU
MPaKTHKE.

OK 05. OcymiecTBieHre YCTHOM U ucbMeHHOM | KoHTpoib
OCy1LIEeCTBIIATh YCTHYIO U | KOMMYHHUKAallMU Ha FTOCYAapCTBEHHOM BBITIOJTHEHUS
[NACbMEHHYIO a3pike Poccuiickoit @enepanyu ¢ MIPAKTUYECKUX
KOMMYHHKAIUIO Ha 3aJlaHuM.
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TOCY/IapCTBEHHOM SI3bIKE | Y4ETOM OCOOCHHOCTEH COIMAILHOTO | Y CTHBIN WITH
Poccuiickoit denepanyu ¢ | KyJIbTypHOTO KOHTEKCTa TECTOBBIN KOHTPOJIb
y4€ToM ocoOeHHOCTEN TEOPETUYECKUX
COLIMAJIBHOTO U 3HaHUM.
KYJIBbTYPHOI'O KOHTCKCTA AHanu3 1 o1leHKa
peleHui
MPOOJIEMHBIX
CUTYyallH.
[IpoBepounbie
paboTHI IO KaXK IO
TEME.

ATTecTanus mo

MPOU3BOACTBEHHOMN
MIPaKTHKE.
OK 09. Hcnonb3oBanue npodeccuoHaIbHON KonTponb
[Tonb3oBaThCs JIOKYMEHTAIlUW Ha TOCYJapCTBEHHOM M | BBITIOJIHCHUS
npodeccuoHanbHOM MHOCTPAHHOM SI3bIKaX MPaKTUYECKUX
JIOKYMEHTalUe Ha 3aJaHUM.
TOoCyaapCTBEHHOM U VY CTHBIN WIN
HHOCTPaHHOM sA3bIKaX TECTOBBII KOHTPOJIb
TEOPETHUYECKUX
3HaHUM.

AHanu3 ¥ olleHKa
pelieHui
POOJIEMHBIX
CUTYyaLUM.
[IpoBepounskie
paboTHI TIO KaXK 0
TEeME.

Arrtectanus no
MPOU3BOJACTBEHHOMN
MPaKTHKE.
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