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1. MACHOOPT PABOYEN NPOT'PAMMBI
IMPOPECCHUOHAJIBHOI'O MOAYJIA
IIM 02. Opranu3anusi apXuBHOH M CIIPABOYHO-UH(OPMAIMOHHOI padoThI
110 JOKYMEHTAM OpPraHu3anuu
1.1. Ob6saacTh NPpUMeEHEeHHUS TPOTPAMMBI
PaGouass mporpamma npodeccuoHaibHOro Moayis (nmamee mporpamma [IM) — sBisiercs
YaCcThI0 OCHOBHOM Mpo(hecCHOHaIbHOM 00pa3oBareIbHOM mporpaMmmbl B cooTBeTcTBUU ¢ PI'OC 1o
cnenuansHoctd  CIIO  46.02.01 JlokymMeHTanuMoOHHOe oOecriedyeHHe YNPaBJIeHHS H
apXuBOBe/IeHHe B YaCTH OCBOCHHUS OCHOBHOTO BHJa IpodeccuoHanbHoil nestensHocty (BILI):
Opranuzanusi apXvMBHOW ¥ CHPaBOYHO-MH(OPMAIMOHHON pPadoTbl MO JOKYMEHTaM
OpraHM3alu ¥ COOTBETCTBYIOMHUX npodeccruonanbubix kommerenuni (I1K):
IIK 2.1. OcyiiecTBasATh SKCHEPTU3Y LIEHHOCTH TIOKYMEHTOB B COOTBETCTBUU C JCHCTBYIOIIUMU
3aKOHOJATEIbHBIMUA aKTaMU U HOPMaTUBaMH.
1K 2.2. Bectu paboTy B cucTeMax 3J€KTPOHHOI'O JJOKYMEHTO000pOTa.
[IK 2.3. PazpabateiBaTh M BecTH KiacCH(UKATOpPhL, Tabenu W Jpyrue CIPaBOYHHKH TI0
JOKyMEHTaM OpIraHHU3al1H.
IIK 2.4. OGecnieunBarh NpUEM M PALMOHAIBHOE pa3MEIICHHE JOKYMEHTOB B apXHBE (B TOM
Yucie JOKYMEHTOB I10 IMYHOMY COCTAaBY).
I1K 2.5. ObecnieunBaTh y4eT U COXPAaHHOCTb JOKYMEHTOB B apXHUBE.
I1IK 2.6. Opranu3oBbIBaTh MCIOJb30BaHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX U
IPAKTUYECKUX LIEIISX.
1K 2.7. OcyuiecTBasTh OpraHU3allMOHHO-METOINYECKOE PYKOBOJICTBO U KOHTPOJIb 32 paboToH
apXuBa OpraHMU3aly U 32 OpraHu3anueil T0KyMEHTOB B J€JIONPON3BOICTBE.

1.2. Ilesu 1 3a1a4u MOAY./I — TPeOOBaHHUS K Pe3yJIbTATAM OCBOCHHS MOJYJIS
C uenpio OBIQJAEHUS  yKa3aHHBIM  BUJAOM  NPOQECCHOHATIBHOM  JAEATENbHOCTH U
COOTBETCTBYIOIIMMHU NPOPECCHOHATBHBIMU KOMIIETEHIIMSIMU O0YyYarolMiics B XOJ€ OCBOEHUS
npo¢eCCHOHATBHOIO MOAYJIS JOJKEH:
HMeTh NPAKTHYEeCKU ONbIT:
— OpraHu3allMd apXMBHOM U CHpPaBOYHO-WH(GOPMAIMOHHOM paboOThl MO JAOKyMEHTaMm
OpraHu3aluy;
yMeTb:
— OpraHU30BBIBATH JIEATEIILHOCTh apXMBa C YUETOM CTaTyca U MpoQUiIs OpraHu3aluu;
— paboTaTh B CUCTEMAX JIEKTPOHHOIO JOKYMEHTOOOOPOTa;
— HCII0JIb30BATh B JESATENILHOCTH apXKUBa COBPEMEHHbIE KOMITbIOTEPHBIE TEXHOJIOTHH;
— TMPUMEHSATh COBPEMEHHbBIE METOAMKN KOHCEPBALIMU U PECTaBpallMi apXUBHBIX JTOKYMEHTOB;
3HATh:
— CHCTEMY apXHMBHOro ympasieHus B Poccuiickoit denepaunyu M OpraHu3anuio ApXHBHOTO
donna Poccuiickoit @enepanuy;
— CHCTeMY XpaHEHHUs U 00pabOTKHU TOKYMEHTOB

1.3. Kotn4ecTBO 4acoB Ha 0CBOCHHME IPOrPaMMBbI NPO¢eCCHOHATBHOT0 MOAYJIA:
Bcero — 545 yacoB, B TOM 4ucie:
MaKCUMaJIbHOU yueOHOW Harpy3ku oOyuatomierocs — 419 yacos, BKItoYast:
00s13aTeNbHON ayJUTOPHOU yu4eOHOM HAarpy3Ku oOydatomerocs — 272 Jaca;
CaMOCTOSITeNTbHOU paboThl o0yyaromerocst — 147 gacos;
KypcoBas pabota — 20 4acos;
y4eOHOM 1 IPOU3BOJCTBEHHOM MPAKTUKHU (IO TPO(UITIO crienuanbHOCTH) — 126 yacos.



2. PE3YJIBTATBI OCBOEHHUSA NIPO®PECCUOHAJIBHOI'O MOAYJISA

PesynpTaTroM OCBOEHUS TpOrpamMMbl MPO(ECCHOHATLHOTO MOJIYJS SIBISICTCS OBJIAJICHUE
o0yJaromuMucs BHIOM MPO(ECCHOHAIBHOW JaesTeNbHOCTH OpraHu3anusi apXuBHOH W
CIPaBOYHO-HHPOPMALMOHHOI PadoThl MO [JOKYMEHTAM OpPraHu3amuM, B TOM YHUCIE
npodeccuorabHbIMU (I1K) n 06mumu (OK) komneTeHmsaMu:

Kon HaumeHoBaHue pe3yJibTaTa 00y4yeHust

IIK 2.1 Ocy1ecTBIATh 3KCINEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUM C JCHCTBYIOLIUMU
3aKOHOJIATEJIbHBIMUA aKTaMW U HOPMAaTHUBAMU

IIK 2.2 | Bectu paboTy B cUCTEMaxX AJIEKTPOHHOTO JOKYMEHTO000pOTa

I[IK 2.3 | Pa3zpabarpiBaTh W BECTH KjiIacCH(UKATOPHI, TaOCIM U JPyrue CHPABOYHUKH IIO
JIOKYMEHTaM OpraHu3aliH

IIK 2.4 | OGecnieunBaTh MpUEM U palliOHAIBHOE pa3MEIICHHE JOKYMEHTOB B apXuBe (B TOM YHCIIe
JJOKYMEHTOB I10 JINYHOMY COCTaBY)

IIK 2.5 | OGecnieunBarh yuyeT U COXpPaHHOCTb JOKYMEHTOB B apX1BE

IIK 2.6 OpraHI/IBOBLIBaTB HCIIOJIb30BAHUC APXUBHBIX AOKYMCHTOB B HAYYHBIX, CIHPABOYHBIX H
IMMPAKTUYCCKUX LEIAX

IIK 2.7 | Ocy1iecTBasTh OpraHU3aIMOHHO-METOAMYECKOE PYKOBOJICTBO U KOHTPOJIb 3a paboToit
apXMBa OPraHU3allMU 1 32 OpraHu3aluen JOKyMeHTOB B JICJIONPOU3BOICTBE

OK 1 [loHnMaTh CYIIHOCTh M COLMAJIBHYIO 3HAUUMOCTh CBOe Oyaymedt mpogeccuu,
IIPOSIBJIATH K HEW YCTOWUYMBBINA HHTEPEC

OK 2 OpraHI/IBOBLIBaTL CO6CTBGHHYI-O ACATCIIBHOCTD, BBI6I/IpaTI> THUIIOBBIC MCTOJbI 1 CIIOCOOBI
BBITTOJTHCHU A HpO(l)eCCI/IOHaJ'II)HI)IX 3aJa4, OICHUBATh UX 3(1)(1)6KTI/IBHOCTI> 1 Ka4yCCTBO

OK 3 [IpuHuMaTh pemieHus B CTaHAAPTHBIX W HECTAHAAPTHBIX CUTYalMsIX M HECTH 3a HHX
OTBETCTBEHHOCTD
OK 4 OcymiecTBISITh  MOWCK M HUCIOJNBb30BaHHWE UWHMOpMaAIM  HEOOXOIMMOW s

Sq)(l)eKTI/IBHOFO BBITIOJIHCHU A HpO(l)eCCI/IOHaHBHHX 3agaq, HpO(I)eCCI/IOHaJIBHOl"O u
JIMYHOCTHOI'O Pa3BUTHSA

OK 5 Hcnons3oBath nHGOPMAIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH B
poheCCUOHATBHON IEATETLHOCTH

OK 6 PaGorarb B KoyIekKTHMBE M KOoMaHze, 3((eKTHBHO oOIIaThC C KOJIJIeraMH,
PYKOBOJICTBOM, TIOTPEOUTEISIMU

OK 7 Bpath Ha ce0Os OTBETCTBEHHOCTH 32 pabOTy WIEHOB KOMaHIbl (IOJYMHEHHBIX ), pe3y/IbTaT
BBIIOJIHEHUS 3aJaHUN

OK 8 CaMOCTOSTEIILHO OIIPCACIIAThL 3aaadun HpO(I)eCCI/IOHaHBHOI‘O U JIMYHOCTHOI'O pa3BUTHA,
3aHUMAaThCs CaMOO6p330BaHI/IeM, OCO3HAHHO IINIAaHWUPOBATH MMOBBIICHUE KBaJ'II/I(i)I/IKaHI/II/I

OK9 OpueHTHpOBaThCS B YCJIOBUSAX YAcCTOM CMEHBI TEXHOJIOTHH B NpodecCHOHaTIbHON
JIeSITENIbHOCTH

IIpome:xkyTouHnas arrecrauus B popme:

MJIK.02.01. Opranusanysi 1 HOpMaTUBHO-IIPABOBBIE OCHOBBI APXUBHOIO JI€JIa — dK3aMEH
MJ/IK.02.02. T'ocynapcTBEHHBIE, MyHULIUITAJIBHBIE ADXUBBI M aPXHUBBI OPraHU3alMI - SK3aMEH
MJIK. 02.03. Metoauka 1 MpakTUKa apXUBOBEIECHUS - IK3aMEH

MJIK.02.04. OGecrieueHre COXpaHHOCTH JOKYMEHTOB - 9K3aMEH




3. CTPYKTYPA U COAEPKAHUE ITPO®PECCHUOHAJIBHOI'O MOAYJIA

3.1. Temarnueckuii mjaan npodeccuoHaabHoro moayas IIM.02 Opranuszanus apXMBHOW H CHPaBOYHO-MH(OPMANMOHHOH padoThHl 1O
AOKYMEHTaM OpPraHM3auuu

O0bem BpeMeHH, OTBeIEHHbIH HA 0OCBOEHHUE

IIpakTnka
MEKTMCIUTLUIMHAPHOTO Kypca (KypcoB)
Beero O0s13aTeJbHAsI AyTUTOPHAS CaMOCTa%S:)TTeaﬂbHaH IpoussoacTBeHHAas
Koabr HaunmenoBanus 4acoB yueGHasi HArpy3Ka 00y4aloLIerocs p (o npoduirro
pa3aesioB (maxkc. o0yuaromerocst CHeNUATBHOCTH),
MpOpeccHOHATLHLIX npodecCHOHAIBHOIO | yyeOHas B T.4. YuebOnas 4acoB
) B T.4Y. B T.4. o
KOMIIETCHIMH MO J1abopaTopHbie i ’
ayJast Hazpy3Ka u Beero AGOTLL 1 Kypeosasi | o | Kypcosas JacoB (eciu
NPAaKmuKu) qaCOB’ I EKTH‘leCKI/Ie pa6ora qaCOB, padora npeoycmompenda
pga}mmﬂ (npoex), (mpoexr), paccpedomouennas
4acoB Hacos acos npaKmuxa)

M. 02 MAK.02.01. - -
Opranuzanus u

MK 2.1,2.2,2.7 HOPMAaTUBHO- 60 40 10 20 6 -
IIpaBOBLIC OCHOBLI
apXMBHOTO Jieja
M. 02 MIK.02.02. -
I'ocynapcTBeHHBIE,

MK 2.4-2.7 MYHHIIAITATEHBIC 48 32 10 - 16 - 6
apXMBBI U APXUBBI
OpraHu3anuin
M. 02 MJK. 02.03. -
MK 2.1,22,23,2.7 | Veroaukan 223 142 42 20 81 - 12

MPaKTHUKA
APXUBOBCACHUA




IIK 2.4, 2-5,2.7

IIM. 02 MJIK. 02.04.

Oo6ecrieueHue
COXPAHHOCTH
JTIOKYMEHTOB

88

58

26

30

12

IIpousBoacTBeHHast
npakTuka (mo
npopuIIo
CIenuaJIbLHOCTH),
4acoB

90

90

Bcero:

545

272

88

20

147

36

90




3.2. Conep:xxanue o0yueHus no npodeccuoHaibunomy moayJsaro (IIM)

HaumeHnoBaHue pazaenon Copaep:xanue y4eOHOro MaTepHaJia, JIaopaTopHble pa0oThl H NPAKTHYECKHe 3aHATHS, O0BeM yacos Ypogensn
npogeccuoHaabLHoro moayas (IIM), caMoCTOfITe/IbHasi padoTa o0y4yaromuxcs, Kypcopasi padora (IpoeKr) 0CBOCHUS
MeKIMCIUIIMHAPHBIX KypeoB (MIK) n
TeM
1 2 3 4
IIM. 02 Opranuszanys apXUBHOW U CNIPABOYHO-WH(POPMALMOHHON PadoThI MO0 AOKYMEHTAM OPraHU3aANMH
Paznen I M/K.02.01. Opranu3anus 1 HOpMATHBHO-TPABOBbIe OCHOBBI APXHUBHOIO J1eJ1a 60
Tema 1.1. CoBpeMeHHast OpraHu3aLys Copep:xanue 10
apxuBHOTO fena B Poccnn 1] Opransl ynpaBneHneM apxuBHBIM 1enoM B Poccun 2 2
2| Cucrema apxuBoB B Poccuu 4 2
3| OOmecTBeHHBIE OPTaHU3AINH APXUBUCTOB 2 2
JlabopaTopHble 3aHATHUS He npedycmompeno
IIpakTuyeckue 3aHATHSA 2
Ne 'l | Uzydaenne [onmoxenns o @enepaapHOM apxuBHOe areHTcTBe (Pocapxuse) 2
Tema 1.2. O0mmerocynapcTBeHHbIE Coaep:xanne 12
MEXaHNU3MBbI PETYIUPOBaHUS U 1] IloaroToBKa HOPMATHBHBIX TPABOBHIX AKTOB 2 2
YOPABIIEHUS ApXUBHBIM JI€)I0M B Poccuu 2] PyKOBOACTBO rocy1apCTBEHHBIMH apXUBHBIMHU YUPEKACHUSIMU 2 2
3| PyKOBOJCTBO apXMBHBIMH YUPESKACHUSIMU HA MYHHUIIUNIAILHOM YPOBHE 2 2
4| B3anmopeicTBHE OPraHOB YIPABICHNS! apXUBHBIM JI€TIOM C OpraHaMH 3aKOHOAATEIIHLHOM, 2 2
WCIIOJTHUTENIFHOM BIACTH, Cy/ia M IPOKYPaTyphl
5| B3anmopelicTBre rocyapcTBEHHBIX apXUBHBIX YUPEKACHUH C HEroCy1apCTBEHHBIMA 2 2
OpTaHM3aIMAMHE I10 BOIIPOCAM apXHBHOI'O Jiesia
JlaGopaTopHble 3aHATHUS He npedycmompeno
IIpakTuyeckue 3aHATHSA 2
Ne 2 | MzyueHne opraHM3ailMOHHO-METOANYECKOTO PYKOBOACTBA FOCYAapPCTBEHHOTO apXUBa 32 2
JIeATeIbHOCTHIO apXMBOB OpraHU3alni
Tema 1.3. ApxuBHOE ITpaBoO Conep:xanne 18
1) IMonsATHE 00 apXWBHOM IIpaBe U APXUBHOM 3aKOHOAATEIbCTRE. 2 2
2] Wcrouynnku npasa. CucreMa HOPMaTHBHBIX PABOBBIX aKTOB 2 2
3| CoBpemeHHbIE 3aKOHOIATENIbHBIE aKTHI 110 ApXUBHOMY ey B Poccuiickoii Denepanmu. 4 2
4| B3anMOCBs3b apXMBHOTO 3aKOHOZATENLCTBA ¢ HOPMATHBHBIMY PAaBOBBIMHU aKTaMU CMEKHBIX 2
oTpacinei
5| AnMuHHCTpaTHBHAS M YTONOBHASsI OTBETCTBEHHOCTD 33 HAPYIICHNE apPXUBHOTO 3aKOHOAATEIhCTBA 2 2
JlaGopaTopHble 3aHATHS He npedycmompeno
IIpakTHyeckue 3aHATHS 6
No 3 | N3zyuenue crareit Degepansuoro 3akona «O0 apxuBHOM aene B PO» ot 22.10.2004 Nel25-D3 2

8




Ne 4 | Usyuenue «IIpuMepHOro 1mosioKeHUs 00 apXUBE TOCYAaPCTBEHHOTO YUPEXKICHNUS, OPraHU3aLIH, 2
TIPEATIPUATHSY.
Ne 5 | CocraB 3akoHOaTenbCTBA 00 apxuBHOM zene B Poccuiickoit @eneparym 2
CamocTosiTe1bHasi padoTa odyvyarouuxcsi npu n3yyesuu MK 02.01. 20
1. IToaroroBka K MpakTHYECKON pabOTe C MCIIOIB30BAaHIEM METOIUIECKUX YKa3aHUH
2. CaMOCTOSTENBHBIH TIONCK B CIIPaBOYHON WH(DOPMAIIMOHHO-TIPaBoBoii cucteme «[ apanTy, «KoucymbrantlLirocy, Ha calitax WWw.rusarchives.ru
(TTopranm Apxusst Poccun) m www.archives21.ru (IToptan Apxussl UyBamimm) apxUBHOTO 3aKOHOMATENIBCTBA, apXUBHO# ceTn Poccum.
3. OdopmiteHre TaOIHIBI CONEPKAHNS 3aKOHOIaTEIIFHBIX TOKYMEHTOB B aDXUBHOM JIeTIC
4. CocTraBneHne XapaKTEpPUCTUKH HOPMATHBHO-TIPABOBBIX aKTOB, HCIONB3YEMBIX B ApXUBHOM JIETIE.
5. IloaroToBKa JOKJIAJ0B HA TEMBI:
- Cucrema apxuBoB Poccun Ha cOBpeMEHHOE JTare
- YnpaBieHue apxuBHbBIM aenoM B Uysamickoii Pecrry6unke
Pazpen Il. MJIK.02.02. T'ocynapcTBeHHbIE, MyHUIIMIIANbHBIE apXHUBHI U apXUBBI OpraHU3aIIHH 48
Tema 1.1. 'ocynapcTBeHHBIE apXUBBHI Conep:xaHue 10
1. | CoBpeMeHHasl OpraHu3alyisi ¥ HalpaBJCHUs JIESITeIbHOCTH rOCyJapCTBEHHBIX apXHBOB 2 2
2. HopmatuBHO-MeTOAMYECKHE JOKYMEHTHI B JICSITEIbHOCTH TOCAPXHUBOB 2 2
3. | I'ocynapcrBennbie apxuBbl YyBanickoi Pecy6nmku 2 2
4. | HopMbl OBe/IeHUs] apXHUBHCTOB 2
JlaGopaTopHbIe 3aHATHSA He npedycmompero
IIpakTHYyecKue 3aHATHUS 2
Ne 1 | N3yuenne «OCHOBHBIX MpaBmJI pabOTHI TOCYJapCTBEHHBIX apXxUBOB Poccuiickoil @eneparium 2
Tema 1.2. MyHHIIMTIATEHBIE APXUBBI Conep:xanue 2
1. | MyHHUMIaIbHBIE ADXMBBI: COBPEMEHHAS OPTaHM3AIHs, CTPYKTYDa, HATPABJICHHS 1eATEIbHOCTH 2 2
JlaGopaTopHble 3aHATHS He npedycmompeno
IIpakTHYecKHe 3aHATHUS He npedycmompeno
Tema 1.3. ApXuBEI OpraHu3anui Conep:xanue 20
1. | Ilonsartue 06 apxuBe. Buapl apXxuBOB opraHu3anuit 2 2
2. | HopmaruBHO-mipaBoBasi 6a3a pabOThl apXuBa 2 2
3. | Opranuzanus paboTHI apXHBa 4 2
4. | Opranusaiys paboThl SKCHEPTHON KOMUCCHU 2 2
5. CocTaByieHre HOMEHKIIATYPHBI JIET OpraHUu3aIiuu 2 2

JlabopaTopHbIie 3aHATHSI

He npedycmompeno

IIpakTHYecKHne 3aHATHUS 8

Ne 2 | CocTaBieHrie HOMEHKIATYPHI A€ OpPraHU3aluu 2

Ne 3 | CocramieHne akTa mpueMa-fiepeiadr JOKyMEHTOB Ha MOCTOSIHHOE XpaHEeHUE B 2
TOCYJIapCTBEHHbBIN apXHB

Ne 4 | CocraBneHne akTa npueMa-Tepeiayd JOKyMEHTOB P CMEHE PYKOBOJNTEIIS apXUBa 2

No 5 | Pabora ¢ mepcoHasIoM apXuBa 2
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CamocTosiTeibHast padoTa ody4yarommxcst npu uzydennn MJIK 02.02. 16
1. IToaroroBka K MpakTHYECKON pabOTe ¢ MCIIOIB30BAHIEM METOIUIECKUX YKa3aHUH
2. CaMOCTOSTENBHBIH TIONCK B CIIPaBOYHON WH()OPMAIIMOHHO-TIPaBoBoii cucteme «I apanTy, «KoucymbrantlLirocy, Ha calitax WWw.rusarchives.ru
(Iloptan Apxussl Poccun) u www.archives21.ru (IToptan Apxussl UyBammu) HeoOX0omuMoi HHGOPMALIMH, B TOM YHCIIC APXUBHOTO
3aKOHOJATEeIbCTBA.
3. Uzyuyenne «OCHOBHBIX MpaBHil pabOTHI TOCYAAPCTBEHHBIX apXUBOBY» U «OCHOBHBIX IPaBUJI pabOTHl aPXMBOB OPraHU3alMU» U BBISIBICHHE CXOJICTB
U pa3nuuuii pazaenos npaswi. OdopmiieHne pa3inuuil B BUe TaOIUIBI.
4. IToaroToBka npe3eHTauy Ha TeMy: ['ocynapcTBeHHble apxuBbl UyBamickoi Pecy0inku.
5. IloaroToBKa JOKJIaJ0B Ha TEMBI:
- TocymapcTBeHHBIN ncTOpHyeckuii apxuB UyBamickoil PecryOnmku: MCTOpUS CO3MaHHS, XPOHOJOTHYECKHE PAMKH JOKYMEHTOB, XapaKTepHUCTHKA
OCHOBHBIX (DOH/IOB U CIIPABOYHHMKOB K JOKYMEHTaM apXHBa
- TocymapcTBeHHBIH apXxuB coBpeMeHHOH wncropun UyBamickoil PecmyOnmkn: wcTOpHs CO3aHUSI, OCOOCHHOCTH NOKYMEHTAIlMd M XapakTep
JEATeIHOCTH apXHBa.
- OcHOBHBIE IPOOJIEMBI 1 TEHACHIIMK MYHUINTIIAJIBHBIX aPXHBOB Ha COBPEMEHHOM JTaIle.
- Pabota apxuBa opranuzanuy.
6. CocTaBieHHE CTPYKTYPHI TOCYIAPCTBEHHOT'O apXHBa.
Pazpgean Il1. MJIK 02.03. MeToanka M IPAKTHKA apXUBOBedeHUSs 223
Tema 1.1. Opranuszanusi JOKyMEHTOB Conep:xanue 16
ApxuHoro ponna Poccuiickoii 1. [MoHsTHS «HOKYMEHT», «APXUBHBII JOKYMEHT», «apXuB», «ApxuBHbIil oz Poccuiickoii 2 2
Denepanuu Denepauym»
2. [TonsiTve 00 opraHu3alyu TOKyMeHTOB ApxuBHOro Gonna PO 2 2
3. IlepBblii ypOBEeHb OPraHU3aliy JOKYMEHTOB ApXuBHOro ¢ponna P® 2 2
CoBpeMeHHbIe TPU3HAKK OPTaHU3aIMK JOKYMEHTOB ApXHUBHOTO GoHna PO
4. BTopoii ypoBeHb opranu3anmuyu 10KyMeHTOB ApXuBHOro ¢pouaga P@® 4 2
OObwenrHEHHBIE apXUBHbIE (DOH/IBI
[Mpu3Haku 00pa3oBaHMs apXUBHBIX KOJUICKIMH
Busl pabot o poHAHpOBaHIIO
5. Kaaccupukauus 10KyMeHTOB B npe/esiax apxuBHoro ¢ponaa (Tperuii ypoBeHb) 4 2
[NonsTre 0 KIacCUUKAIIH JOKYMEHTOB
Knaccudukanmonnsie Mpu3HaKy ¥ CXEMBI OPTaHU3AIMN TOKYMEHTOB
Knaccudukanmm 1oOKyMEHTOB JIMYHOTO ITPOUCXOXKIACHUS
JlaGopaTopHble 3aHATHUS He npedycmompero
IIpakTHyeckue 3aHATHSA 2
Ne 1 I Omnpenenenne GOHIOBON NPHUHAUIC)KHOCTH A€ 2
Tema 1.2. KoMmuiekToBaHHE apXHBOB Conepxanne 18
JoKkyMmeHTamu ApxuBHoro ¢onna PO 1. [TonsiTHEe 0 KOMIIEKTOBaHUH. BB paboT 110 KOMIIJIEKTOBAHHUIO 2 2
2. OnpezeneHye HICTOUHUKOB KOMILUIEKTOBAHUS 2 2
3. [MonsiTre o popmax nprema JOKyMEHTOB 2 2
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4, Kpurepun ornpezneneHuss NICTOYHUKOB KOMITJIEKTOBaHHS TOCYIapPCTBEHHBIX M MYHHIIMIATIBHBIX 2
apXHBOB
5. Opraan3anusi KOMIDIEKTOBAHHS 2
JlabopaTopHble 3aHATHS He npeoycmompeno
IIpakTHyeckue 3aHATHS 8
Ne 2 | KomnrekroBanne ApxuBHoro ¢orga PO 2
Ne 3 | TlopmmBka u ohopMITeHHE OOJIOKKH JIEN AJIS TIepeadr JOKyMEHTOB OpTaHU3aInil B 2
TrOCYAApCTBEHHBIN apXUB
Ne 4 | TloaroToBka u mepenava JOKyMEHTOB Ha XpaHEHHE B apXHB 4
Tema 1.3. DxcniepTu3a HEHHOCTH Coep:kanue 32
JOKyMEHTOB 1. JKCIepTH3a HEHHOCTH JOKYMEHTOB 6
[NonsTre 00 3KcepTH3e EHHOCTH TOKYMEHTOB
3agaun SKCTIEPTU3BI IEHHOCTH IOKYMEHTOB
Kpurepun skcriepTH3bI HEHHOCTH JOKYMEHTOB
OcoOeHHOCTH HKCTIEPTU3BI IIEHHOCTH JIOKYMEHTOB JIMYHOTO ITPOUCXOKACHHS
2. CoBpeMeHHasi cHCTeMA MepevHeii J0KyMEeHTOB 6
[TonsTue o nepeunsix. Tunsl ¥ BUIBI IepedHEn
IIpumenenue nepeunen
CTpyKTypa nepeuns
MCTOZ[I/IKa YCTaHOBJICHHA CPOKOB XpAHCHUSA TOKYMEHTOB IO IEPEYHIO
3. OT00p Ha XpaHeHHe YHHKAJIbHBIX H 0000 IIEHHBIX JOKYMEHTOB 2
TTousrue 00 YHUKAJIbHBIX TOKYMEHTaxX
Kpurepuu onpeneneHust yHUKaJIbHBIX JOKYMEHTOB
[Tonsarue 06 0co60 IEHHBIX JOKYMEHTaX U KPUTEPUH UX ONPEACICHUS
4. Oprasu3anus 3KCIepTU3bl IEHHOCTH JOKYMEHTOB. CHCTeMa IKCIIEPTHBIX KOMUCCHH 2
JlaGopaTopHble 3aHATHS He npedycmompeno
IMpakTHyecKkue 3aHATUS 16
Ne 5 | DkcnepTH3a IIEHHOCTH IOKYMEHTOB 4
Ne 6 | DkcnepTH3a IIEHHOCTH JOKYMEHTOB M0 MEPEYHIM 2
Ne 7 | OmpeneneHue CpOKOB XpaHEHHS JOKYMEHTOB IO CTAThsM IEepeuHeH 2
Ne 8 | Opranuzanus paboTsl IKCIEPTHON KOMHCCHHN 4
Ne 9 | CocraBnenue akra 0T00pa JOKYMEHTOB K YHHYTOKEHHIO B BEJOMCTBEHHOM apXUBE 2
Nel0 | CocraBienne akTa mpueMa-fiepeiadnl JOKyMEHTOB Ha MOCTOSTHHOE XPaHEHHE B 2
TOCYAapCTBEHHBIH apXUB
Tema 1.4. Opranuzanus yuera Coaep:xkanue 20
JIOKyMEHTOB ApXHBHOTO (hoH1a
Poccuiickoit deeparini u Apyrux 1. IToHsITHE 0 rOCYIaAPCTBEHHOM yUeTe apXHBHBIX JOKYMEHTOB 2

APXHBHBIX TOKYMCHTOB

[TpuHIMTIBI ¥ €IMHBI yUeTa apXUBHBIX TOKYMEHTOB
Opranuzanus ydera J0KyMeHTOB ApxuBHOTO doHna Poccuiickort deneparu
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CocTaB ¥ Ha3HaAYeHHE YYETHBIX JOKYMEHTOB
BHyTpeHHHE yueTHBIE JOKYMEHT U JOKYMEHTHI IEHTPATM30BaHHOTO TOCYJapCTBEHHOTO yUIeTa
BHyTpeHHHE OCHOBHBIC YUETHbBIE JOKYMEHTHI

Benenue yueTHBIX JOKYMEHTOB

BryTpeHnne (OCHOBHBIC) YUETHBIE JOKYMEHTHI

V4eT oTAeNnbHBIX KaTErOpuil JOKYMEHTOB

JIOKyMEHTBI IIEHTPAIM30BaHHOT'O TOCYIapCTBEHHOTO yUeTa

4.

ITopsigok paGoThl ¢ Y4eTHBIMHU IOKYMEHTAMHU B OPraHU3alHH

2

JlabopaTopHble 3aHATHS

He npedycmompeno

IIpakTnyeckue 3aHATHSA

10

Nell

Yder TOKyMEHTOB U JIell B IEIIOIPOHU3BOJICTBE

2

Nel2

CocraBlicHHE YYCTHBIX JOKYMCHTOB B dpXUBC OpTraHU3alluN

Nel3

CocraBiieHIC YYCTHBIX JOKYMCHTOB B dpXHBC OpraHU3alnu

Nel4

CocTraBlleHHE aKTa O TEXHHYECKHX OIIHOKax B YYCTHBIX AOKYMCHTAxX W MAacllopTa apXuBa H
APXUBOXPAHHUIINIIIA

4
2
2

Tema 1.5. CripaBOYHO-TIONCKOBBIE
cpeacTBa

Copep:xkanue

1.

CucreMa cCIpaBOYHO-NIOMCKOBBIX CPEeACTB K JOKyMeHTaM ApxuBHoro ¢gounaa Poccuiickoit
@enepanuu M APYrUM apXUBHBIM JOKYMEHTaM

[Tonarue o cucteMe CPaBOYHO-TIOMCKOBBIX CPEACTB K apXUBHBIM JOKYMEHTaM

OcHOBHBIE TPUHIHUITEI TocTpoeHus cuctemsl CIIC

Crpyxkrypa cuctema CIIC. TpebGoBanus, npeabssisiemsie k cucteme CIIC

[NonsiTHs «HIepBUYHASL JOKYMEHTHasi HHOPMaIHsI» U «BTOPUYHAs JOKyMeHTHas nH(opManus»
JduddepernnpoBannslii moaxox k cozmpanuio CIIC

Oobs3aTenbHbIE apXUBHbIE cIPaBOYHUKHU B cucteme CIIC
[NonsiTre 06 onrcaHUN TOKYMEHTOB H €I

WHdopmannoHHble XapaKTEpUCTUKH JOKYMEHTOB U J1eJT
OcoOeHHOCTH ONMCaHus JOKYMEHTOB JUYHOTO POUCXOXKICHHS

ApXHBHBIE ONIHCH U NX HA3HAYEHHe
@OYHKIMU U COCTAB apXUBHOM OIUCH
CocraBnenne codcTBeHHO onucH .CocTaBiIeHNe CIPaBOYHOTO anapara K OMUCH

Cucrema KaTaja0roB B apxuse

INonsTre o karanoruzanuu. OnpeseaeHne BUAa KaTtauiora

CxeMsbI ki1accH()UKAUHU TOKYMEHTHOW MHPOPMALINHU B KaTaJorax
BrrsBenue n 0oT60p JOKYMEHTHON MH(DOPMAIUH I KaTaJIOTH3AIIH
Omnwucanue JOKYMEHTHOW HH(POPMAIIMHK HA KaTaJIOKHBIX KapPTOUKaAX
WHpexcrpoBaHue KaTaJIOKHBIX KAPTOUEK

CucrtemaTtu3anys KapTo4eK M BeICHHE KaTajiora

IIyTreBoauTenun, MX Ha3HAYEHHE
[TonsTre o myreBoauTensax. Buapl myreBoauTeneil XapakTepucTHKU GOHJIOB B ITyTEBOIUTEIIS
CnpaBoyHBI{ anmapar K IyTeBOJUTEIII0
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6. JononHuTe1bHBbIE apXUBHBIE cipaBOYHUKH B cucteme CIIC

CripaBo4HBIN ammapar K 0030py
VYxazarenu B cucteme CIIC.
TemaTnueckue epedHy JOKYMEHTOB H 0a3bl JaHHBIX

O030pB! apXUBHBIX JOKYMEHTOB U MX Ha3HaUCHHE. XapaKTepPUCTHKA JOKYMEHTOB B 0030pe.

JlabopaTopHble 3aHATHS

He npedycmompeno

IIpakTnyeckue 3aHATHSA

Nel5 | CocraBiieHre onmmMcy JOKYMEHTOB H Il

Nel6 | CocraBieHHne KaTATOXKHBIX KaPTOYEK U KypHaJla yueTa TEMaTHIECKIX KapTOUeK

Nel7 | Ananum3 myteBomuTens no Gonmam apxusa (1o BEIOOPY)

Nel8 | Ananm3 (hOHIOBOTO MM TEMAaTHIECKOTr0 0030pa (110 BBIOOPY)

Tema 1.6. Mcronp30BaHne apxXUBHBIX
JIOKYMEHTOB

Conep:xanue

1. Hcnosb30BaHue JOKYMEHTOB — COCTABHAS YaCTh HAYYHO-HH(OPMALMOHHOI
JeATeIbHOCTH APXUBOB

[Tonarue 06 UCTIONB30BaHUH APXUBHBIX JOKYMEHTOB

Hanpasnenus, nenu u GopMbI HCTIOTH30BaHUS APXUBHBIX JOKYMEHTOB

OcCo0eHHOCTH OpTraHU3alNH HCIIOIB30BAHNS APXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX,
MYHULUNAJIBHBIX apXUBaxX U apXUBax OpraHu3aluu

HudopmMannoHHbIe YCIYTH apXHUBOB B paMKaX KOHIICIIIIUHN «DJIEKTPOHHOE IIPABUTEIHCTBOY
PernmameHnTsr ”HPOPMATMOHHOTO OOCITYKUBAHUS MTOJT30BATEICH

DopMBbI UCIIOJIB30BAHUSI APXUBHBIX JOKYMEHTOB

2. JlocTynn K apXHBHBIM JOKYMEHTAM

CB0OOIHBIN AOCTYI K apXUBHBIM JOKyMEHTaM

OrpaHn4eHus 10CTyNa K apXHUBHBIM JOKYMEHTaM

ITopsiiok 3acekpeurBaHMsI U PACCEKPEUUBAHUS ADXUBHBIX JJOKYMEHTOB

3. OcCHOBBI ApXHUBHOI 3BPUCTHKH

MeToanKa NOUCKa apXUBHBIX TOKYMEHTOB

ITouck apXMBHBIX JOKYMEHTOB B J€JIONIPON3BOJICTBE, ApXUBE OPraHU3aIni,
roCyIapCTBEHHOM

Y MyHHUIIMIIAIBHOM apXHBax

Ortanbl TEeMaTHYECKOT0 MMOUCKA

4, Yd4er u aHAJIH3 HCIIOJIb30BAHMS APXUBHBIX TOKYMEHTOB
OTaIbl ydeTa UCHO0JIb30BaHU apXUBHBIX JOKYMCHTOB U YYETHBIC Q)OpMLI
Anamuz 3(1)(1)6KTI/IBHOCTI/I 1 MHTCHCUBHOCTH MCIOJb30BaHUA apXUBHBIX JTOKYMCHTOB

JlaGopaTopHble 3aHATHSA

He npedycmompeno

IIpakTHyeckue 3aHATHSA 10
Nel9 | Usyuenue «IIpaBuin paboThl B YHTAJIBHBIX 3a/1aX rocapxuBoB P®y. 3anonHnenne aHKeThl 2
Ne20 | CocraBienue HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB apXHBa 4
No21 | Vder ncnoJib30BaHUsl JOKYMEHTOB 4
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Tema 1.7. Uudopmaruonuo- Conep:xanue 18
KOMMYHHUKAIMOHHBIE TEXHOJIOTHA 1. [onsiTre 06 MHGOpPMATH3ALNHU APXMBHOTO Jiesia. Jtansl HHGopMaTH3auuu 2
B apXMBax 2. Opranunzanusi "HGpOPMATH3ANMKM APXHBOB HA COBPEMEHHOM JTamne 2
HopwmartusHO-MeToandeckas 0a3za HHPpOpMAaTH3aIMK APXUBHOTO AeyIa
3. HNHdopMannoHHbIe TEXHOJOTHH B ADXHBHOM Jiejie HA COBPeMeHHOM JTamne 6
Knaccudpukarus coBpemeHHbIx AAT
UT mo oCHOBHBIM HaIpaBIICHUSAM PaOOTHI APXHBOB
ABTOMaTH3UPOBAHHASI CUCTEMA LIEHTPAJIN30BAHHOIO yueTa JoOKyMeHToB AD PO
4, ApXUBHOE XpaHEHHUE MIEKTPOHHBIX JOKYMEHTOB 2
JlabopaTopHble 3aHATHS He npeoycmompeno
IIpakTHyeckue 3aHATHSA 6
Ne22 | H(popManimOHHO-TTIONCKOBBIE CHCTEMBI B apXHBaX 2
Ne23 | MupopManlMOHHEIE TEXHOJIOTHH B yUeTE apXHBHEIX JTOKYMEHTOB 4
CamocrosTenpHas paboTa obyuaromuxcs npu uzydeann MJIK 02.03 81
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1. ITogroToBKa K MPaKTHYECKONW pabOTe ¢ UCIIOIF30BAaHIEM METOINIECKHAX YKa3aHUH

2. Camocrosrtenbabiid nouck B cetd MaTepuer ['OCT 7.0.8 — 2013. HanmonaneHeii cTangapT Poccuiickoit @eneparu. CucteMa CTaHAapTOB O
uHdopmanuy, ONOIMOTEIHOMY U U3ATENLCKOMY Jety. J{enonpor3BoACTBO M apXUBHOE 11e10. TepMHUHBI U ONIPEeICHUS

3. CaMOCTOSATENBHBIH TTOUCK B CIIPaBOYHON HH(DOPMAIIMOHHO-TIPaBoBoii cucteme «I apanty», «KoucymbrantlLitocy, Ha caiitax WWw.rusarchives.ru
(TTopran Apxusst Poccun) m www.archives21.ru (ITopran Apxusst UyBammn) Heo6X0MuMOMH HHGOPMAIIHH, B TOM YHCIIC APXHBHOTO
3aKOHO/ATEIbCTBA.

4. CocraBnenne cxeMm: «llocrnemoBaTenbHOCTh IOATOTOBKM apXMBHOTO A€Na Ui Iiepefadn B apxuB», «CTpyKTypa mHepedyHed IOKyMEHTOB B
3aBUCHMOCTH OT CPOKOB XpaHEHH», «JIBIKCHHE NOKYMEHTOB IIEHTPAIM30BAaHHOTO y4eTa AJ FOCYAApPCTBCHHBIX apXMBOB M My3eeB», «CTpyKTypa
nepeyHel TOKYMEHTOB B 3aBUCHMOCTH OT CPOKOB XpaHeHHs », «Knaccudukanus 0a3 1aHHBIX, IPUMEHIEMBIX B apPXHBHOM JEIIE)

5. CocraBnenne Tabmui: «@aKkTophl, BIXSIONINE HA H3MEHEHHIE TPaHUI apXUBHOTO GoHAa (poHAnpoBaHHE)», «CpOKH Mepeaadn TOKyMEHTOB OT
MCTOYHHMKOB KOMIUIEKTOBAaHHS B TOCYJapCTBEHHBINH apXUB», «DTAIlbl y4eTa UCIIOJIb30BaHHs apXUBHBIX JJOKYMEHTOB M y4eTHBIE ()OPMBD»

6. [ToaroToBKa JOKIAI0B [0 TEMaM:

- YueT 10KyMEHTOB apXuBa

- CucremMa Hay4qHO-CIIPaBOYHOTO arnapaTa

- [IyreBoauTENb KaK aDXUBHBIN CIIPABOYHUK

- Onuck JieN — apXUBHBIHA CIIPaBOYHUK

- Karanor — Mexx{oHIOBBI! apXUBHBINA CIIPABOYHUK

- Yka3zarenb — apXUBHbIH CIIPaBOYHUK.

- O630pHI

- «AHanmu3 3¢ GEKTUBHOCTH U MHTEHCUBHOCTH MCIOJIb30BaHUS apXUBHBIX JOKYyMEHTOB

7. I[TogrotoBka pedepaToB MO TEMAM:

- Knaccugukamus nokymentoB Apxusaoro ®onna Poccuiickoit denepariyu

- Opranmsanus OLJ[. Cuctema 3KCIIEPTHBIX OPraHOB

- IndopmanoHHbIe TEXHOJIOTHH B ApXUBHOM JI€JIe HA COBPEMEHHOM JTarle

8. [ToaroToBKa Mpe3eHTANI Ha TEMBI:

- Pabora unTanpHOTO 3aJ1a rOCYAapCTBEHHOI'O apXHUBa

- DopMBI UCTIONB30BaHKS APXUBHBIX TOKYMEHTOB

- ApXHMBHOE XpaHEHHUE JICKTPOHHBIX JIOKYMEHTOB
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0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21,
22,
23.
24,
25.
26.
27.
28.
29.
30.

IIpumepHas TeMaTHKA KypcOBBIX padoT (IPOEKTOB)
YdeT n XxpaHeHHE JOKYMEHTOB B apXHUBax
WHdpopMannoHHbIE TEXHOIOTHH B ApXUBHOM JEJI€ Ha COBPEMEHHOM 3Tare
Onwch — BaXHEUIINN apXUBHBIA HCTOYHUK
IIyreBomutens B cucteme HCA
Omnucanne JOKyMEHTOB U JIE] B apXHUBax.
Opraamn3anys paboTH apXHBa OPraHU3AIIH
OKcnepTu3a [eHHOCTH TOKYMEHTOB
ApXHMBHOE XpaHEHHUE JIICKTPOHHBIX JTOKYMEHTOB
Wudopmarnzanms apXuBHOTO Jeia
OCHOBBI apXMBHOW 3BPUCTHKU
0O0630pbI apXUBHBIX TOKYMEHTOB
Hcnonb3oBaHHE apXUBHBIX TIOKYMEHTOB
ApXWBHBIE KaTaJIOTH
KommiekroBaHMe Tocy1apcTBEHHBIX apxUBOB Poccniickoit @enepanni B COBPEMEHHBIX YCIOBHIX
Buzp! 1 THIIBI apXUBHBIX CIPAaBOYHUKOB
HCA k noxymeHTam apxusa
MertouKa KaTaJoTru3ayuy JOKYMEHTOB TOCyJapCTBEHHOTO apXHBa
CoBpeMeHHbIE BO3MOKHOCTH 3KCIEPTU3bI IEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB
Opranu3anus T0KyMEHTOB U JIeN B IIpeieTax apXUBOB
Knaccudukanus ApxusHoro ¢onma Poccuiickoit deneparu
[TepeuHn JOKYMEHTOB M UX IPUMEHEHHUE
Y4er u aHaJIN3 UCTIOIb30BaHMUS APXUBHBIX JOKYMEHTOB
VcnionHeHue connanbHO-IIPABOBBIX 3aPOCOB
Opranuzanus padoThI 10 Nepeiade v IpHeMy JOKYMEHTOB B TOCYJapCTBEHHBIH apXuB
OobecrieueHre COXpaHHOCTH apXUBHBIX JOKYMEHTOB
MyHHUIUIaTbHBIE ApXUBBI
PaboTa unTansHOTO 3aja rOCYAapCTBEHHOTO apXHBa
[Tpobnemsl 1ocTyna K apXUBHBIM JJOKyMEHTaM
Opranuzanus HHPOPMATH3AIMN apXUBOB HA COBPEMEHHOM 3Tare
Opranu3anusi UCI0JIb30BaHKs ApXUBHON HHpOpMaIUU

Pazgen IV. M/K 02.04. ObecnieyeHne COXpaHHOCTH T0KYMEHTOB

88

Tema 1.1. Co3ganne onTUMaIbHBIX Conep:xanue

YCIIOBUH XpaHEHUsI ApXUBHBIX 1. TpebGoBaHus K MOMENICHUSM M 000pyI0OBaHHIO. Pe:XUMBI XpaHEHUs] JOKYMEHTOB
MOKYMCHTOB 2 Pa3menienne TOKyMEHTOB B XpaHWINIIAX, TOTOrpadupoBaHne

10

2

2

JlabopaTopHbIie 3aHATHSI

He npedycmompeno

HpaKaneCKue JaAHATHUHA

6

Ne 1 | Pa3menieHne TOKyMEHTOB B apXUBOXPAHWIHIIE U TOTIOTpagupOBaHNE apXUBOXPAHMIIUII

4

16

Ne 2 | Ananm3 opraHu3ay XpaHEHUS TOKyMEHTOB 00Pa30BaTEIbHOTO YUPEKICHHS

2




Tema 1.2. ITopsiox BeIAAYN apXUBHBIX Conep:xanue 12
AOKYMEHTOB U3 apXHBOXPaHHIIHILA 1. Ilenn u Cpoku BBIAYM ApXUBHBIX JOKYMEHTOB U3 apXuBoxpaHwiuima. IIpuuuHBl OTKa3za B 2
BbIJaY€ aPXMBHBIX JOKYMEHTOB
2 Iopsinok oopmiieHNS BBIIAYN APXUBHBIX JOKYMEHTOB U3 apXUBOXPaHMININIA 2
IMopsinok ohopmiteHNST BpEMEHHOTO BEIBO3a APXMBHBIX JOKYMEHTOB 32 PyOex
3. CrpaxoBaHUe apXUBHBIX JOKYMEHTOB 2
4, TpaHCIOPTHPOBKA apXUBHBIX JTOKYMEHTOB 2
JlabopaTopHble 3aHATHS He npedycmompero
IIpakTHyeckue 3aHATHS 4
Ne 3 | Ilopsmox oopMIIeHHS BBLIAYH apXUBHBIX JOKYMEHTOB U3 apXHUBOXPAHMIUIIA 2
Ne 4 | Brlgaua apXuBHBIX JOKYMEHTOB 2
Tema 1.3. [IpoBepka HamM4us U Copep:xanue 8
COCTOSIHMS apXUBHBIX JOKYMEHTOB 1. Ienn 1 mOpsIOK MPOBEICHNUS TPOBEPKH HAIMYHS M COCTOSIHUSI ADXMBHBIX JJOKYMCHTOB 2
2. OdopmireHre pe3yIbTaToOB IIPOBEPKH HAIMYHUS U COCTOSHUS aPXUBHBIX JOKYMEHTOB. 2

OpFaHI/ISaHI/Iﬂ PO3bICKA HeO6Hapy)KeHHLIX APXMBHBIX TOKYMCHTOB

JlaGopaTopHble 3aHATHUS

He npedycmompeno

IIpakTuyeckue 3aHATHSA 4
Ne 5 | [Hopsnox Bo3BpallleHUs! JOKYMEHTOB. 2
OdopmireHre TOKYMEHTOB IIPH BO3BPAIICHUH JOKYMEHTOB XPaHMIHIIA
Ne 6 | OcopmiieHne pe3ynbTaToB NPOBEPKH HAMYHS U COCTOSHHS apXUBHBIX JTOKYMEHTOB 2
Tema 1.4. Co3nanue ctpaxoBoro ¢poHzaa Coaep:xanne 10
0c000 IIEHHBIX ¥ YHUKAJIBHBIX 1. Lens co3nanmst crpaxoBoro ¢Gouga u GpoHa Moab30BaHUs 2
JIOKyMEHTOB 1 (pOH/1a MTOJIb30BAHMS HopmarusHo-MeTonudeckast 6a3za pabOTHI 110 CO3JaHUIO CTpaxoBoro ¢poxaa u poHaa
T10Ib30BaHMS
2. Opraamzanus padboT 1o MUKPOGHUIEMHUPOBAHHIO WIIH ONU(POBAHHUIO JOKYMEHTOB 2
3. YdeT u XpaHeHHe CTPaxOBBIX KONHUH 1 (OH/Ia [T0JIH30BAHMS 2
JlaGopaTopHble 3aHATHUS He npedycmompeno
[IpakTuyeckue 3aHATHSA 4
Ne 7 | TlocnenoBaTenbHOCTh M OCHOBHBIE 3Tallbl PA0OTHI 110 CKAaHWPOBAHHUIO JOKYMEHTOB, KaTErOpUH 2
CJIOYKHOCTH JIeJ1 JUIsl CKAHUPOBaHHS
No 8 | TlonroroBka apXWBHOTO JieJia K CKAHUPOBAHUIO 2
Tema 1.5. ObecnieueHue GU3UKO- Conep:xanue 6
XUMHYECKOW COXPaHHOCTU JJOKYMEHTOB 1. Bupl noBpexaeHui JOKYMEHTOB 2
2. O6m1ast mpomIaKTHKA TOBPEXACHUI JOKYMEHTOB 2
JlabopaTopHbIe 3aHATHS He npedycmompeno
IIpakTHYecKHne 3aHATHUS 2
Ne 9 | BoisiBiieHHE pa3iMuHbIX BUIOB OBPEXKICHHUIT JOKYMEHTOB B X0/I€ MPOBEPKU apXHBHOTO (oH/A (C 2
3aI0JIHEHHEM JINCTOB M aKTa IPOBEPKH)
Tema 1.6. OCHOBBI KOHCEpBAIIUU 1 Conep:xanue 12
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pecraBpanuu JOKyMEHTOB 1. KoHcepBanys JOKyMEHTOB 2 2
2. Crabuinm3anus U pectaBpalys JOKyMEHTOB 2 2
3. MerTo1Ka pecTaBpalliiy ¥ COCTAaBJICHHUS PECTaBPAlMOHHOTO M1AaCIOpPTa Ha JOKYMEHT 2 2
JlaGopaTopHble 3aHATHS He npedycmompero
IIpakTHyecKkne 3aHATHS 6
Ne 10| Meronsl pecTaBpaliiy Kak COCTaBHOW YacTH KOHCEPBAIMK apXUBHBIX TIOKYMEHTOB (Ha mpuMepe 2
COCTaBJICHHSI PECTABPALMOHHOTO 33JaHNs HA TIOBPEXKICHHBIN TOKYMEHT)
Nell | PecraBparnmoHHO-KOHCEpBaMOHHAs 00paboTKa JOKYMEHTOB 2
Nel2 | CozpmaHue >JeKTPOHHOM KONMH M KOHCEPBAIlMH JOKYMEHTA 2
CamocrosiTeabHasi padota npu uzydyenun MJIK 02.04. 30
1. IToaroToBKa K MPaKTHYECKOW pabOTE ¢ UCTIOIF30BAaHIEM METOANICCKUX YKa3aHUH
2. CaMoCTOSATENbHBIN TIOUCK B CIIPABOYHOI HHpOpMAMOHHO-TIPaBoBOii cucteme «I apanty», «KoHcynbrantlimrocy, Ha caidlTax WWW.rusarchives.ru
(ITopran Apxusst Poccun) u www.archives21.ru (TTopran Apxussl UyBamuu) Heo6Xo1uMoi uHbpopMaIum
3. OnucaHyne CaHUTAPHO-TUTHEHUIECKUX MEPONPHUSTHI, TPOBOIUMBIX B apXHUBE
4. Onncanue 0coOOCHHOCTEH YIaKOBKH €7 U TPAHCIIOPTUPOBKU M3 XPaHWIINII
[ToaroroBka nmpe3eHTanny Ha CIEAYIOIUE TEMBL: ««HOBBIE TEXHOIOTMH KOHCEPBAMU U PECTaBPALMN JOKYMEHTOBY, « T€XHOTPOHHBIE apXUBBI»
5. INoaroToBuTth NOKIan Ha cieaytomue temMbl: «OdopMieHie pe3ybTaToB MPOBEPKU HAIMYHS U COCTOSHHS apXHMBHBIX JIOKYMEHTOBY», «DakTopsl
paspylieHHs JOKYMEHTOBY»
6. IToaroroBka pedepara Ha TeMy: «COBpeMEHHbBIE KOMITBIOTEPHBIE TEXHOJIOI' MU, UCTIONB3YEMBbIE ISl COXPAHHOCTH JOKYMEHTOBY
7. OdopmiieHre cxembl «Opranusaiys padoT M0 MUKPO(GHILMUPOBAHUIO JOKYMEHTOB» U «OpraHu3anus padoT 1Mo OIi(ppPOBAHUIO JOKYMEHTOBY
YueOHast mpakTHKa 36
[Tpon3BoiCTBEHHAs IPAaKTHKa 90
Bcero 545
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4. YCJIOBUS PEAJIM3AIIAM PABOYEN ITPOTPAMMBEI ITPO®ECCHOHAJLHOTO
MOJYJIS

4.1. MaTepuaJIbHO-TEXHHYECKOE 0O0ecneuyeHue
Peanmuzanus mporpaMMbel  MOIYyAsS — NpEAINoNiaraeT — Hajduyue  ydeOHoro  kabuHeTa
apXHMBOBEICHHUSI.
O6opynoBanue yaeOHOro kKabuHeTa M paboynx MecT KabuHera:
— TOCaJ0YHbIE MECTa 10 KOJIMYECTBY 00YUarOIUXCs;
— pabouee MeCTO MpenoaBaTes;
— yueOHas 10CKa;
— KOMIUIEKT OJJAHKOB apXMBHOM TOKyMEHTALINH,
— KOMIUIEKT 3aKOHO/ATEIbHBIX 1 HOPMATUBHBIX JIOKYyMEHTOB;
— KOMIUIEKT Y4eO0HO-METOAMYECKON TOKYMEHTAIINH;
— KOMIUIEKT 00pa3ioB 0()OPMIIEHHBIX aPXUBHBIX JIOKyMEHTOB;
—  KOMIUIEKT y4eOHO-METOAMYECKUX MaTePHAIIOB.
Texauveckue cpeacTBa 0OydeHHUS:
- MEepCOHAJBHBIE KOMITBIOTEPHI C JIMIIEH3UOHHBIM IIPOTPAMMHBIM 00ECTIEYCHUEM
- MHOro()yHKIIMOHAJIBEHOE YCTPOHCTBO
- MYJIbTUMEAUMHBIN IPOEKTOP;
- KaJbKYJSATOPHI

4.2. UadopmanuonHoe odecrieueHne 00y4eHust

ITepeyennb pexkomMeHayemMbIX y4eOHBIX u3gaHuil, IHTepHET-pecypcoB, AONMOJHUTEIbHON
JUTEepaTypbl
OCHOBHBIEC HCTOYHUKHU:

1. Opranuszanusi apxuBHOM M CIIPaBOYHO-MH(POPMAIIMOHHON pabOThI MO JOKYMEHTaM OpraHHU3aliu:
yueOHUK AJS CTYA. YUpexaeHuil cpes. mpod. oopazoBanus: B 24. — Y.1 / E.M.byposa, E.B.Anekceesa,
JLI1.AdanaceeBa, A.E.Poguonona; non pen.E.M.bypoBoii. — M.: U3natenbckuii eHTp «AKaaeMHs»,
2019. — 336c.

2. OpraHuzanusi apxXuBHON M CIIPaBOYHO-MH(DOPMAIIIOHHON PaOOTHI MO TOKYMEHTaM OpTaHU3aIUH:
yueOHUK [ CTY. YUpeKIeHHi cpen. mpod. obpa3oBanus: B 24. — U.2 / E.M.byposa, E.B.Anekceesa,
JLI1.AdanaceeBa, A.E.Poguonona; non pen.E.M.bypoBoii. — M.: U3aatenbckuii eHTp «AKaIeMUs»,
2019. — 400c.

JlonoJHUTeIbHbIC HCTOYHUKH:

1. CnopaBoynast uHGOpMalIMOHHO-TIpaBoBasi cucreMa «['apanT».

2. CmpaBouHast nHGopMaIIMOHHO-TIpaBoBas cucrema «Koncymnbprantllmocy.

3. Ilepuoamueckoe n3nanne «OTeUeCTBEHHBIC apXUBBD».

HurepHer-pecypcesl:
1. ITopran «ApxuBbl Poccun» [DnekTpoHHbIi pecype] — Peskum mocryma: http://www.rusarchives.ru.

2. ®depnepanbHOE apXMBHOE areHTCTBO  [ONEKTPOHHBIM  pecypc] — Pexum  pocryna:
http://www.archives.ru
3. Ilopran  «ApxuBel  UyBammm»  [OnekTpoHHslli  pecypc] —  Pexum  npocryna:

http://www.archives21.ru

4. TocynapcTBeHHBI ucTOopuueckuii apxus Yysamickoit PecnyOnuku [DnexTpoHHBIH pecypc] —
Pexxum noctyma: http://www. giachr.kaisa.ru

5. TocymapcTBeHHBI apXuB CcOBpeMeHHOW uctopuu YyBamickoil PecryOmuku [DIeKTpOHHBIN
pecypc] — Peskum mocryma: http://www.gasi.archives21.ru

6. T'ocymapcTBeHHass KMHOCTyIusi «YyBalIKMHO» M apXWB KHUHOJOKyMeHTauuu YyBamickoi

Pecniyomuku [DnexTpoHHbIi pecype] — Pesxkum mocryma: http://www.gatd.archives21.ru

7. Odummansupni caiir  WorldSkills Russia [Dnekrponnsiii pecypc] — Pexum pocryma:
http://worldskills.ru/
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10. Odwunmaneueiii caiit HanimoHansHOTO yemnuoHaTa AOUIUMIMKC [DIEKTPOHHBIA pecypc]| —
Pexxum moctyma: https://abilympicspro.ru/

4.3. Opranu3anuu o0pa3oBaTeIbHOI0 NMpolecca

B memsax peaqms3anMM  KOMIIETEHTHOCTHOIO — INOAXOAAa IPH  OCBOCHUM  MOZYJIS
IpeycCMaTpUBaeTCsl MCIOJIb30BaHUE B 00pa30BaTENbHOM MPOIECCE AKTUBHBIX M MHTEPAKTHBHBIX
GopM npoBeneHUs 3aHATHH (KOMIBIOTEPHBIX CHUMYJIALUH, AEIOBBIX U POJEBBIX HUIp, pazbopa
KOHKPETHBIX CHUTyallui), a TakXe IelIaroruueckol TexHoJorun «VIMUTaMOHHBIN apXuB»
(Y4eOHbIil apxuB), € MPOUCXOAUT HMMTALMOHHOE MOJIEIUPOBAHUE JEATENbHOCTH apXuBa
NPEINPUSATHS CO BCEMH MPUCYIIMMHU €My OpTaHU3allMOHHBIMHA (OpMaMu U pabOYMMH MPOLIECCAMHU.
TexHomorust «YueOHbI apxXxuB» cO3JaeT 00pa3oBaTelIbHYI0 U BOCIUTATEIbHYI Cpendy,
OnmaronpusATHYIO A5 (POPMHUPOBAHUS JTUYHOCTH YUAIIMXCS, Pa3BUTHs HaBBIKOB caMO0OOpa30BaHuUs,
CaMOBOCIIUTaHMsI, camMOpealn3aluy. Pe3yabTaToM BKIIIOUEHMSI TEXHOJIOTUM «YUeOHBbIM apXuB» B
00pa30BaTeNbHbII pOLECC SABJIAETCS HMHTETpallds CUCTEMBbl 3HAHUN C NPUOOPETEHUEM OIbITa
npodeccuoHaIbHON JesaTenbHOCTH. Opranu3anus AeaTelbHOCTH «YUeOHbII apXuBy obecreunBaeT
peneHue CIeyomuX 3a1a4:

— pPa3BUTHE HABBIKOB MPOPECCHOHATIBHON NEATEIBHOCTH IPU MOMOIIM MMMTALMM CUTyallUu
paboThl apXuBa pealbHOTO MPEAIPUATHS;

— opraHuzauus y4eOHBIX 3aHSATHM M AESITEIbHOCTH, HAIlPaBJIEHHON Ha aKTUBHOE IOBE/IECHUE
y4daluxcs, CBA3aHHOE C PEIICHNEM IIPAKTUYECKUX 3a]ay;

— pa3BUTHE KIIOYEBHIX MPOPECCHOHATBHBIX HABBIKOB — CaMOCTOSTEIBHOCTH, TBOPUYECKOTO
OTHOLIEHUS K paboTe, yMEHUS IPUHUMATh pelieHus, paboThl B KOMaH/IE, CIOCOOHOCTH pa3pellaTh
KOH(IMKThI, KOMMYHHKaOEIbHOCTH.

Peanu3zanus nporpaMMbl MOJyJIs IPEAIOIAraeT BHIIOJHEHHE 00yYalOIMMUCS TPAKTUYECKUX
paboT, BKIIOYas Kak o00s3aTeldbHbI KOMIIOHEHT NpPaKTUYEeCKUE 3a/JaHusl C MCIOJIb30BaHHEM
MEPCOHAIBHBIX KOMITBIOTEPOB.

Peanuzanuss mnporpamMmbl  MOAYJs  MpeanojaraeT HUTOrOBYIO  (KOHIIEHTPHPOBAHHYIO)
IIPOM3BOJCTBEHHYIO MpakTUKy. [Ipou3BojiCTBEHHAass TMpakTUKa JIOJDKHA TPOBOJUTHCS B
OpraHu3alsaX, HampaBiIeHUE [ESATEIbHOCTH KOTOPBIX COOTBETCTBYET NPOQMIIIO MOATOTOBKU
o0ydJaronuxcs.

ATTecTanMs IO MTOraM IPOU3BOJACTBEHHONW TNPAKTUKM IPOBOJUTCS Ha OCHOBAaHUU
Pe3yNIbTaToB, MOATBEPKACHHBIX JOKYMEHTAMHU COOTBETCTBYIOLIUX OpraHU3aIui.

OO0s3aTenbHBIM  yCIOBHEM JONYyCKa K IPOU3BOJACTBEHHOM MpakTHKe (IO MpoQuIto
CHEIHAIbHOCTH) B paMKax Ipo¢ecCuoHaIbHOro Moayis «Opranusanusi apXMBHOM U CIIpaBOYHO-
UHPOPMALIMOHHOM  paboThl MO  JOKYMEHTaM  OpraHu3alUu»  SBISETCS  OCBOCHHE
MEXIUCHUIUTMHAPHBIX KypcoB «OpraHuzanys 1 HOpPMaTUBHO-TIPABOBBIE OCHOBBI apXUBHOTO JEJa,
«I"ocynapcTBEeHHBIE, MYHUIIMTIAJIBHBIE apXUBbI M apXUBbl OpraHU3alMil», «MeToauKka U IpaKTHKa
apXuBOBeAeHUs», «ObecreueHne COXpaHHOCTH JOKYMEHTOBY U y4eOHON MPAaKTHKH.

[Tpu mpoBeeHUN NPAKTUYECKUX 3aHATUN B 3aBUCUMOCTHU OT CJIIO)KHOCTH M3y4aeMOW TEMBI U
TEXHUUYECKHUX YCJIOBHI BO3MOXKHO JIeJIeHHE y4eOHOM TpyIIbl Ha MOATPYMIbl YUCICHHOCTHIO HE
MeHee § YEeJOBEK, YTO CIIOCOOCTBYET MHIMBHUIYaIM3allMM OOYYEHHUs, IOBBIIICHUIO KadecTBa
00yJeHUsI.

4.4. KaapoBoe obecnieueHue 00pa3oBaTejibHOIO NMpoiecca
TpeboBanust K KBalM(UKALMK TEJArorudyeckux (MHKEHEpHO-TIeJarorndeckux) KaJpos,
o0ecneunBaromuX 00y4yeHne Mo MEXAUCHUIUTMHAPHBIM KypCaM:
HaJIMYMe BBICHIETO NPOQECCHOHATBHOIO O0pa30BaHMSA MO CHELUAIBHOCTH T'yMaHUTapHOTO
HaIpaBJIeHUs, COOTBETCTBYIOIIETO MPOQHIIIO MOTYIIS.
TpeboBanusi k KBamu(UKAMKA TMEIAaroruH4eckux KaJpoB, OCYIIECTBISIONIUX PYKOBOJCTBO
IIPOU3BOJCTBEHHOMN MPAKTUKOM:
— OIBIT JESITEeNIHOCTU B c(hepe apXUBOBEICHUS;
- CT@XHUpPOBKA IpernojaBaTesied B COOTBETCTBYIOUIMX CTPYKTYPHBIX MOJpPa3AEICHUSIX
NPEANPUATHI U OpraHu3aluii He pexe 1 pa3a B 3 roza.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMS TIPO®ECCHUOHAJIBHOI'O
MOAYJA (BUOJA TPOPECCUOHAJIBHOU JEATEJIBHOCTHN)

PesyabraTsl
(ocBOeHHBIE NPOdeccCHOHAIBbHBIE KOMIIETEHLIMH)

OcCHOBHBIE IOKA3aTeJIH OLEHKH Pe3yJIbTaTa

IIK 2.1. OcyuiecTBIsATh AKCHEPTU3Y LIEHHOCTH JOKYMEHTOB
B COOTBETCTBUM C JAEHCTBYIOUIMMHU 3aKOHOJATEIbHBIMU
aKTaMH 1 HOpMaTHBaMHU.

-3HaeT COCTaB U COZAEp)KaHWEe HOPMATHUBHBIX MMPAaBOBBIX
U HOPMaTHUBHO-METOJIMYECKHX aKTOB, ONPEACISIONINX
MOPSIIOK IKCIIEPTU3EI IEHHOCTH AoKyMeHToB (DLI/1)

- cocraBmsieT W Oo(QOpMISET HOKYMEHTHl  JUIs
IPOBEJICHUsI DKCIEPTU3BI ICHHOCTH JOKYMEHTOB

[IK 2.2. Bectm paboTy B CcHCTeMax OJIEKTPOHHOTO
JIOKYMEHTO000pOTAa.

-3HAaeT COCTaB U COJEP)KAHHE CHCTEM aBTOMAaTH3aLMU
apXUBHOTO JIeNa

-BlIaJceT 3HAHWSMM 1O  KPHUTEPHsIM  BbIOOpa
ONTHUMAJIFHON CHCTEM aBTOMATH3AIMH apXUBHOTO JieNa
-yMeeT OCYIIECTBIATh (YHKUMH TI0 OpraHU3allu
apXUBHOTO XPaHEHUS JOKYMEHTOB C IIOMOIIBIO CHCTEM
ABTOMATH3allUK apXUBHOTO JeNa

IIK 2.3. Pa3pabaTbiBaTh U BECTH KiIacCU(UKATOPHI, TAOCTH
U IpYTHe CIPABOYHHUKH IO JOKYMEHTAM OpraHHU3aiuu.

-3HACT COCTaB U COJACPIKAHUC KJ'IaCCI/I(bI/IKaTOpOB,

HEOOXOTUMBIX s OpraHu3anuu XpaHeHus
JIOKYMEHTOB
-yMeeT OpraHn30BaTh paboOTy MO COCTaBJICHUIO

COOTBCTCTBYIOIIUX CIIPAaBOYHHUKOB, HX pa3pa60TKy n
HCIIOJIB30BAHUC

IIK 2.4. OGecreunBaTh TpHEM U
pa3MelieHne JIOKYMEHTOB B apXWBe
JOKyMEHTOB 10 JITYHOMY COCTaBY).

panuoHaIbHOE
(B TOoM u4ucie

- 3HACT NPUHIHIBI PAIJHOHAIBEHOTO Pa3MELICHUS
JIOKyMEHTOB B apXHBE

-yMeeT OpraHu30BaTh paboTy MO MpHEMY U
pa3sMeIIeHHIO JOKYMEHTOB B apXUB

IIK 2.5. ObecrnieunBaTh y4eT U COXPAHHOCTH JOKYMEHTOB B
apxuBe.

-3HA€T COCTaB, COACPXKAHHE YYETHBIX JOKYMEHTOB B
apxuBe U TpeboBaHMA K UX 3alIOJTHEHUIO

-3HaeT  oOecleueHne COXPAHHOCTH [OKYMEHTOB B
apxuBe
IIK 2.6. OpraHu3oBBIBaTh MHCIIOJB30BAHHWE APXUBHBIX | -BlaJeeT 3HaHMAMH O (opmMax ©  MeTomax

JOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX W MPAKTUYCCKUX
Oeax.

HCTIONB30BAaHMUS apXUBHBIX JOKYMEHTOB
-3HAaeT COCTaB, COAEPKAHUE M MOCIEN0BATEIHLHOCTD
paboT 1o MCTIOIB30BAHUIO APXUBHBIX JTOKYMEHTOB
-yMeeT COCTaBJIATh OTIpeIeTIeHHBII BUJL
MH()OPMAMOHHOTO MPOJYKTa apXuBa II0 HTOraM
WCIIOJIb30BAaHMS apXUBHBIX IOKYMEHTOB

IIK 2.7. OcyumecTBiiTh OpraHU3allMOHHO-METOJUYECKOE
PYKOBOJICTBO Ml KOHTPOJb 32 PabOTON apXuWBa OpraHU3aIdd
Y 32 OpraHu3alue JOKYMEHTOB B J1€JI0MPOU3BOJICTBE.

-3HaeT COCTaB W COACp)KaHUS paboT, COCTaBISFOIINX
OpPTraHU3AIIMOHHO-METOIMYECKOE  PYKOBOJACTBO |
KOHTPOJb  pabOTHl  apXuBa  OpraHH3alUd |
OpraHu3aIH TOKYMEHTOB B JEIOTIPON3BOICTBE
-yMeeT OCYIIECTBJIATh NCUCTBUS TO OpTraHU3alud H
MIPOBEJICHUIO KOHTPOJIS pabOThI apXrBa U OpraHU3AIIH
JIOKYMEHTOB
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@opMbI M METOABI KOHTPOJS M OLEHKU pEe3ylbTaTOB OOYYEHHs JOJDKHBI IT03BOJIATH
MIPOBEPATH Y 00YYaIOIIUXCSl HE TOJIIBKO CPOPMUPOBAHHOCTH MPOPECCHOHANBHBIX KOMIIETEHIIHH, HO
¥ pa3BUTHE OOLIMX KOMIIETCHIIMN M 00€CIIEUNBAIOIINX UX YMEHHH.

PesyabTarsl
(ocBOEHHbBIE 001IMe KOMIIEeTEeHIIUH)

OcHOBHBIE OKA3aTe/IM OLIEHKH pe3yJbTaTa

OK 1. [ToHUMATD CYIIHOCTH M COIMANBHYIO 3HAYUMOCTH CBOEH
Oyny1eit mpodeccrn, IPOSBIATH K HEH YCTONUNBBINA HHTEpEC

JeMOHCTpanus HHTepeca K Oymymiei mpodpeccnn

OK 2. Opra#u3oBBIBaTE COOCTBEHHYIO  JIESTEIHHOCTD,
BBIOMpATh THUIIOBBIE METONBI M  CIOCOOBI  BBITOJIHCHUS
Mpo(eCCHOHANBHBIX 33/1a4, OLEHHBATh HX 3()(EeKTUBHOCTH U
Ka4eCcTBO

BEIOOp M MPHMEHEHHUE METO/IOB B CIIOCOOOB PEIICHHS
npo(heCCHOHANBHBIX 33/1a4 B QPXUBHOM JIETIC;
orreHKa 3¢ peKTHBHOCTH U KadecTBa BHITOTHEHUS

OK 3. [IpuHuMaTh pemieHus: B CTaHAAPTHBIX M HECTaHAAPTHBIX
CUTYaIMsIX U HECTH 332 HUX OTBETCTBEHHOCTH

pelieHue CTaHJapTHBIX u HECTaHJapTHBIX
npo¢ecCHOHANBHBIX 3a/1a4 B 00JaCTU apXUBHOTO Jeia

OK 4. OcymiecTBisiTh MOUCK M HCIOJIb30BaHUe MH(OpManuu
HeoO0Xo Mot Ui 3¢ eKkTUBHOTO BBITOJIHEHUS
npodecCHOHANBHBIX 3ajad, podeCcCHOHANBEHOTO u
JIMYHOCTHOTO Pa3BUTHS

UCIIOJIb30BaHHE pecypcoB MHTepHET U 0a3 MaHHBIX I
pelieHus NPUKIaIHbIX 33]]a4 apXUBHOTO Jela

OK 5. Hcmonb3oBaTh HH(MDOPMAIIOHHO-KOMMYHHUKAITHOHHBIC
TEXHOJIOTHH B PO(ECCHOHATBHOMN AEATEIBHOCTH

pa60Ta B CHUCTEMAX JJICKTPOHHOT'O ,Z[OKyMeHTOO60pOTa

OK 6. PabGoTtate B KOJUIEKTHBE H KOMaHIe, 3((EeKTHBHO
00IaThes ¢ KOJJIEraMH, PYKOBOJCTBOM, IOTPEOUTEIIIMU

B3aUMOJICHCTBUE IMPENoaBaTeneii ¢ 00yJyarouMucs B
xoje 00yueHHs

OK 7. Bpares Ha ce0s OTBETCTBEHHOCTh 3a pabOTy HIICHOB
KOMaH/IbI (TIOAYMHEHHBIX), Pe3yJIbTaT BHINOJIHEHNS 3aJaHUI

CaMOAHAJIM3 M OCMBICIICHHE PE3yJbTaTOB COOCTBEHHOMN
paboTs!

OK 8. CaMOoCTOSITETFHO OTIpeNieNATh 3a/a4n
HpO(beCCI/IOHaﬂLHOFO U JAYHOCTHOI'O pPa3sBUTUA, 3aHUMATHCA
camo00pa3oBaHHEM, OCO3HAHHO IUIAHUPOBATH IIOBBIIICHHE
KBaJTU(UKAIINN

opranusanus CaMOCTOATCIIbHBIX 3aHATHHN Ipyu U3YYCHUUN
npodeccHoHANBHOTO MOIYJIS

OK 9. OpueHTtHpoBaThCsi B YCIOBHSIX YaCTOM
TEXHOJIOTHiT B IPO(ECCHOHABHOM eI TeIbHOCTH

CMCHBI

HCTIOJIb30BAHUEC B JCATCIILHOCTU apXUBa COBPEMECHHBIC
KOMIIBIOTEPHBIE TCXHOJIOT'UN
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6. OCOBEHHOCTHU OPI'AHU3AIIMU YYEBHOI'O NTPOLUECCA JJIs1
OBYYAIOIIUXCH C O'PAHUYEHHBIMHA BO3ZMOKHOCTAMMU 310POBbS C
HAPYHIEHUAMMU CIIYXA

6.1. lns oOydaromumxcs W3 4YHUCIa JIUI C OTPAaHUYEHHBIMH BO3MOKHOCTSMH 30POBBS
o0y4YeHHe TMPOBOAMUTCSA C YUETOM OCOOEHHOCTEH NMCHXO(PHU3MUECKOTO Pa3BUTHUS, WHAWBUIYAIBHBIX
BO3MOXKHOCTEH M COCTOSIHUSL 37I0POBbSl TakMX OOyJalommxcs (Jajgee - WHAWBUAYaJbHbIC
OCOOEHHOCTH).

6.2. Ilpu opranmu3aiuu o0y4deHus1 00ecreunBaeTcsi COOMIOICHUE CISTYIOMNX

001X TpeOoBaHUN!

oOydeHHe sl JIUI] C OIPpaHUYCHHBIMH BO3MOXKHOCTSMHU 3J0pPOBbSI B OJIHOW ayJUTOPUU
COBMECTHO C OOYyYarOIIMMUCS, HE HWMEIOIIMMH OrPAaHHYEHHBIX BO3MOXKHOCTEH 370pOBB,
JIOITYCKAETCS, €CIIA ATO HE CO3JIaeT TPYAHOCTEH JIJIsl O0YYarOIIUXCS;

o0ecrieyeHHe BBIMYCKAa TICYATHBIX WJIM  OJIEKTPOHHBIX  MaTepUANIOB,  3aMEHSIOLINX
ayJIroMaTepHalibl U ayIn0(aiiibL;

NPUCYTCTBUE B AayIAWTOPUU ACCHCTEHTA, OKA3bIBAIOUIETO OOYYAIOMMMCS HEOOXOIMMYIO
TEXHUYECKYIO MOMOIIb C YY4ETOM HMX WHIAMBHIYalIbHBIX OCOOCHHOCTEW (3aHATh paboduee MecCTo,
MOHATH ¥ OOPMHUTH 33/JaHKE, OOIIATHCS C MPETIOIaBaTeNIeM );

MOJIb30BAaHUE HEOOXOIMMBIMH OOYYAIONIMMCS TEXHHUYECKUMH CPEICTBAMH IMPHU OOYYCHHH,
BBINTOJIHEHUH 33JJaHUI C YI€TOM UX WHAWBUIYAIBHBIX 0COOCHHOCTEIH;

o0ecrieyeHre BO3MOXHOCTH OCCIPEISITCTBEHHOTO JIOCTyIa OOYYarolIUXCsl B ayIUTOPHH,
TyaJIeTHBIC U JIPyTUe TMOMEIIEHUS, a TAK)Ke UX MPEObIBAaHMS B YKa3aHHBIX TTOMCIICHUX;, HATMIHNC B
OIHOM W3 TIOMEIUIEHHWH, TMpeJIHa3HAUYEHHBIX JJs TPOBEJCHHUS MAaCCOBBIX MEPONMPUSITHIA,
WHIYKIIMOHHBIX METENh ¥ 3BYKOYCHIIMBAIOICH amnmapaTyphbl.

6.3. Ilpu o0y4eHnun o AUCHUIIIMHE BO3MOKHO:

HCTIOJIB30BaHUE ITOMOIIA COTPYAHUKOB, IMPOMICAIIAX WHCTPYKTHPOBAHUE WM OOydeHHeE,
KOMIIETEHTHBIX B a/lanTalliy MH()OpMaIUK [l HHBAJIUAOB 110 CIYXY;

o0ecrieyeHne HAIWYHSI 3BYKOYCHJIMBAOIIEH anmapaTrypbl KOJUIEKTUBHOTO MOJB30BaHUS, TIPU
HEOOXO/MMOCTH  TPENOCTaBIsSIeTCs  3BYKOYCWJIMBAIOIIAs  ammaparypa  MHJIUBUAYaJbHOTO
TIOJIb30BAHUS;

OOBSICHEHHE HOBOTO MaTepHuajga M IpPOBEJCHHE MPAKTUUYECKUX 3aHATUH C y4yeToM
MHAUBUAYaJIbHBIX 0COOEHHOCTEN 00yJaronxcs;

nyOonupoBaHHe HEOOXOIUMOM 3BYKOBOM MH(OpMAIK, 00yJarolero Marepraina TeKCTOBBIMU
U rpauIecKuMU H300paKCHUSIMH, 3HAKAMHU WM B BUJIE DJICKTPOHHOTO JOKYMEHTA, TOCTYITHOTO C
MOMOIIBIO KOMIIBIOTEPA;

IpesocTaBIeHHe 00YJaloIMMCs ITpaBa BHIOOpA 3aJaHUs ISl CAMOCTOSITEIbHON paboThI;

NpeJOCTaBlIeHNEe HMHBAJIUAAM IO CIyXy NPH HEOOXOIUMOCTH YCIYT'M C MCIOJIb30BaHHEM
PYCCKOTO ECTOBOTO S3bIKa, BKIIFOYas OOECIedeHHe JOoMycka Ha OOBEKT CypAOTepeBOTUMKA,
TUudIonepeBoUMKa (B OpPraHM3alUu JODKEH OBITh TaKoM coenmuaiucT B mITaTe (€CId 3TO
BOCTpeOOBaHHAsI yCIyra) WIH JIOTOBOP C OpraHW3alMsIMHA CHUCTEMBI COIMAIBHOW 3allUThl WU
00I1eCTBOM TITyXUX MO NPEAOCTABICHHUIO TAKUX YCIYT B Cllyyae HEOOXOAMMOCTH).

6.4. Ilpu mpoBeeHUU TEKYIIEro KOHTPOJS U MPOMEXKYTOUHOM aTTecTaruu o0ecreunBaeTcs
COOITIOJIEHHE CIEAYIONINX TPEOOBAHHIA:

I TIIYXUX U CJIaGOCJH:HHaH_[I/IX, C TSDKCJIBIMU HAPYIICHUAMUA PCUU!

o0ecrieynBaeTCsl HAJMYUE 3BYKOYCHIIMBAIOUICH ammmaparypbl KOJUICKTHBHOTO ITOJIb30BaHMUS,
Opu HEOOXOIMMOCTH TPENOCTABISETCS 3BYKOYCHWIIMBAIOUIAas amnmapaTypa WHAMBHIYaIbHOTO
TIOJIb30BAHUS;

10 UX KCJIaHUIO YCTHBIﬁ OTBCT IIPHU KOHTPOJIC 3HAHUHA MOXKET OpOBOAUTHCA B NHUCHbMCHHOHU
dbopwme.
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