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1 ITACIIOPT TPOTI'PAMMBI TIPOPECCHOHAJIBHOI'O MOAYJIA

IIM.02 JOKYMEHTHUPOBAHUE U OPTAHU3ALIMOHHASA OBPABOTKA
JOKYMEHTOB

1.1. O6aacTh NpUMEHEHHs] POTrPaMMBbI

[IporpamMma mnpodeccrHoHaIbHOTO MOIYNs (Jajnee — mporpaMma) SBISETCS YacCThIO
MPOrpaMMbl TIOJTOTOBKM KBAIM(DUIIMPOBAHHBIX pado4mMx, ciayxammux B coorBerctBuu ¢ ®I'OC
cpennero mpodeccuoHanbHOro obpaszoBanus mo mnpodeccuu 034700.03 [lenompousBoauTens B
94acTH OCBOCHHUS OCHOBHOTO BUJa npodeccronanbHoi aestensHocty (BITM): [JlokymMeHTHpOBaHME 1
opranu3ainoHnHas o0paboTKa JOKYMEHTOB U COOTBETCTBYIOIIUX:

IIpodeccnonanbubix komnerenumii (I1K):

[IK 2.1. ®opmupoBars jaena.

IIK 2.2. O6ecnieunBaTh OBICTPBIN MOUCK JOKYMEHTOB IO HAYYHO-CIIPABOYHOMY aIllapary
(kapTOoTEeKaM) OpraHU3alllH.

[IK 2.3. CucremaTu3upoBaTh U XpaHUTh TOKYMEHTHI TEKYIIETO apXH1Ba.

[1K 2.4. ObecnieunBaTh COXpaHHOCTb MPOXOIAIICH CIYKEOHOH TOKYMEHTAIIUH.

[IK 2.5. 'oToBUTH U nIEpeaBaTh JOKYMEHTHI HAa apXUBHOE XpaHEHHUE.

[IK 2.6. ObecnieunBaTh COXpaHHOCTh APXUBHBIX JTOKYMEHTOB B OPTaHU3AIINH.

O6mmx komnerenuuii (OK):

OK 1. [loHuMaTh CYIIHOCTh M COLMAJIBbHYIO 3HAYMMOCTh CBOEW Oynymieil mpodeccuw,
HPOSIBIIATH K HEM yCTOMUYUBBINA MHTEpEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO J€ATEIbHOCTb, UCXOAS M3 II€JIM U CHOCO0OB ee
JOCTH>KEHUS, OTPE/IETICHHBIX PYKOBOAUTEIIEM.

OK 3. Anammu3upoBaTh pabouyl0 CHUTYyalMI0, OCYIIECTBIATh TEKYIIUA W HUTOTOBBII
KOHTPOJIb, OLIEHKY M KOPPEKLIUI COOCTBEHHOH JesTEeIbHOCTH, HECTH OTBETCTBEHHOCTb 3a
pe3yabTaThl CBOEH pabOTHI.

OK 4. OcymecTBasTh NOUCK UH(OPMAIMH, HE00X0AUMOMN JUIst 3(PPEKTUBHOTO BHIOIHEHUS
npohecCuOHANBHBIX 3a/1au.

OK 5. Hcnonb3oBaTth  HMHGOPMAlMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJOTMH B
npohecCuOHATBHON NeSTENbHOCTH.

OK 6. PabGorate B koMaHzae, 3(p(eKTHMBHO o0OWATbCd C KOJUIETaMH, PYKOBOJCTBOM,
KJIMEHTaMH.

OK 7. HcnonHATh BOMHCKYIO OOS3aHHOCTh, B TOM YHCJE C NPUMEHEHHEM MOJyYEHHBIX
npodeccuoHaNbHBIX 3HaHUHN (/17151 FOHOILIEH ).

[Tporpamma mpodeccuoHaIbHOTO MOJYJSI MOXKET OBITh HCIOJIb30BaHA B JOTOJHUTEIHLHOM
npogeccuoHaIbHOM 00pa30BaHUM (B MOBBILICHUN KBATU(PHUKAIMUA U MEPENoJrOTOBKH) CIIY)KaIUX
1o noyxHocTu: 21299 Jlenonpoussoautens, 20190 ApxuBapuyc.

YpoBeHs 00pazoBaHus: CpeHEe 00IIIee.
OmnbIT paboTHI HE TPEOyeTCHI.

1.2. Heqn u 3ama4yn NPoPecCHOHATBHOIO MOAYJISI — TPe0OBAHMS K Ppe3ybTaram
OCBOCHMSA NPO(PeCcCHOHAIBLHOTO0 MOLYJIS

C wuenbio OBIAJAEHUS YKa3aHHBIM BHJOM  MpPO(ECCHOHATBHOW  JEATETbHOCTH U
COOTBETCTBYIOIIMMHU MNPOPECCHOHATBHBIMU KOMIIETEHLUUAMU OOYy4aroniuiicss B XOJ€ OCBOEHUS
po¢eCCHOHATLHOTO MOAYJIS JOJKEH:

HMeThb NPAKTUYEeCKUH ONbIT:



— JOKYMEHTUPOBAHUS W JOKYMEHTAI[MOHHON OOpaOOTKH JOKYMEHTOB KaHIICISPHUH
(apxuBa);

yMeTb:

- MIPOBEPSITH MPABMIBHOCTH 0()OPMIICHHS TIOKYMEHTOB;

- CHCTEMaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIIETO apXUBa;

- dbopMHpOBaTh  CIPABOYHBIM  ammapar, OOCCIEYMBAIOMIUNA  OBICTPBIA  TTOMCK
JIOKYMEHTOB;

- OCYILECTBJIATh SKCHEPTU3Y JOKYMEHTOB, TOTOBUTh U NEPENABATH JOKYMEHTAJIbHbIC
MaTepHUalibl HA XPAaHECHHUE B apXUB;

3HATh:

— OCHOBHBIE IOJI0KEHU EMHONM rocy1apCTBEHHOM CUCTEMBI AENONPOU3BOICTBA;

— BUJIBI, QYHKIIUH JIOKYMEHTOB, IIPABHUJIA UX COCTABICHUS U 0(OPMIICHHSI,

- MOPSIIOK IOKYMEHTHPOBaHUS HH()OPMAITMOHHO-CIIPABOYHBIX MAaTEPHAIIOB.

1.3. KosimuecTBO 4aCOB Ha 0CBOEHHE MPOrPaMMbI IPO(PeCCHOHATIBLHOTO MOTYJIS:
Bcero — 676 4acoB, B TOM YHCJIE:

MaKCHUMaJbHOW yueOHOU Harpy3ku oOydaromierocs — 496 4acoB, BKIItOUas:
00s13aTeNbHON ayJUTOPHON yueOHOM Harpy3Kku oOydatomierocs — 334 daca,
CaMOCTOSITENIbHOM paboThl 0Oy4aromerocs — 162 yaca;

y4eOHOI 1 TPOM3BOICTBEHHOH MpakTHKH — 180 "acos.



2 PE3YJIBTATBI OCBOEHUSA NIPO®PECCUOHAJIBHOI'O MOAYJIA

PesynbTaTom ocBoeHHSs TIPOPECCHOHATBHOTO MOYJISI SIBJISIETCSl OBJIAZICHUE O0YYatOIIMMUCS
BUJIOM TPO(GECCHOHATBHON NEATENhHOCTH «J{OKyMEHTHpOBaHHE W OpraHU3alMOHHAs 00pabOTKa
JIOKYMEHTOB», B TOM 4uciie npodeccuoHanbHbiMK (1K) u 06mmmu (OK) komneTeHIusIMu:

Kon HaumeHnoBaHue pe3ysbTaTta 00yueHHust

IK 2.1 DopmMUpOBATH JIeIIa

IIK 2.2 O6ecneunBaTh OBICTPHIA MOMCK JTOKYMEHTOB 0 HAYYHO-CIIPABOYHOMY ammapary
(kapTOoTE€KaM) OpraHu3aluu

I1K 2.3 CucreMaTu3nupoBaTh U XPAHUTh JTOKYMEHTBI TEKYIIETO apXHUBa

IIK 2.4 O6ecneunBaTh COXPAHHOCTH MPOXOAIIEH CIYKEeOHOM TOKYMEHTallUN

I1K 2.5 ["oTOBUTH U NIEepeIaBaTh JOKYMEHTHI Ha ApXHUBHOE XpaHEHUE

I1K 2.6 ObecneunBaTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB B OPraHU3alMH

OK 1 [Tonumatp CyIIHOCTh W COLMANbHYIO 3HAaYMMOCTh Oyayuieil mnpodeccuu,
MPOSIBIISATH K HEM YCTOWYMBBIN HHTEPEC

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, UCXOMAS M3 LEIH U CIOCOOOB €€
JIOCTHIKEHUS], ONIPEJICTICHHBIX PYKOBOAUTEIIEM

OK 3 AHanu3upoBarth pabOyyl0 CHUTYallMI0, OCYLIECTBISATh TEKYIIMA M HTOTOBBIN

KOHTPOJb, OLEHKY U KOPPEKIHI0 COOCTBEHHOW JESATEIbHOCTH, HECTU
OTBETCTBEHHOCTb 3a PE3YJIbTAThl CBOEH pabOThI

OK 4 OcymecTBnaTh MOUCK uHpOpManuu, HeoOxomumMor s 3PEPEeKTUBHOTO
BBITIOJTHEHUS MPO(PECCHOHAIBHBIX 3a/1a4

OK 5 Hcnons30Bath MH(GOPMAITMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJOTMH B
PO ECCHOHAIBHON JEATEIHLHOCTH

OK 6 PaGorate B komanae, 3¢G(EeKTHBHO OOMAThCS C KOJUIETaMH, PYKOBOACTBOM,
KJIMEHTaMU

OK 7 HcnoHATh, BOMHCKYIO 00SI3aHHOCTH, B TOM YHCJIE C MPUMEHCHHEM TOTyYEHHBIX

npohecCHOHANBHBIX 3HAHUH (7151 FOHOIIEH )




3 CTPYKTYPA U COAEP) KAHUE NPO®ECCUOHAJIBHOI'O MOAYJIsA
3.1 TemaTnyeckuii niian npogeccHoHATLHOI0 MOAYJIsSA

Oobem BpPEMEHU, OTBEJICHHbII HA 0CBOECHHE

IIpakTuka
MEKTUCUUIIJIMHAPHOTO Kypca (KypcoB)
CamocrosiTe/ibHaA
Bcero Oo0s3aTesIbHASE Ay IUTOPHASA
pabora IIpousBoacTBeHHast
HaumeHoBaHus 4acoB yuyeOHasi Harpy3Ka o0y4arouerocst
Koanl A31CII0B (naxc o0yuaronerocsi (mo mpoduitro
npogecCHOHATBbHBIX p ' B T.4Y. CHeNHAJBHOCTH),
. npodeccHoHAJBHOrO | yuebHas B T.4. B T.4. YuyeOHnas,
KOMIIeTeHIUH JjabopaTopHbIe i i 4acoB
MOy racpysra Bcero a00ThI M Kypeobasd Bcero Kypcobas Hacos LCIU NPeO0yCMOMmpena
npaxkmuxi) ’ P padora > | pa6ora i
YacoB | MPaKTHYeCKHe 4acoB paccpeoomovenHas
(mpoekr), (mpoekr),
3aHATHS, npakmuxa)
4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
IIK 2.1, IIK 2.2, [IK | Pa3gen 1. OcHOBBI 264 176 80 — 88 — —
2.5 apXMBHOIO Jiesia
IIK 2.3, IIK 2.4, Pa3znen 2. OcHoBBI 304 158 70 74 72
IIK.2.6 odecneyeHus
COXPaHHOCTH
AOKYMEHTOB
MK 2.1, IK 2.2, IIK | [Ipou3BoacTBeHHAasI 108 108
23, 11K 2.4, IIK 2.5, | npakTuka (1o
IIK.2.6 npopuito
CNeNUAJIbHOCTH),
YacoB (UmMoeosas
(KOHYeHMpUpPOoBarHHas)
NpaKmuxa)
Bcero: 676 334 | 150 — | 162 | — 72 108

1* Paznen po(eCCHOHATBHOTO MOAYJISL — YacTh IPOTPAMMBI IPOPECCHOHATEHOTO MOYJIs, KOTOPast XapaKTepPU3yeTcs JIOTHYSCKOW 3aBEPIICHHOCTHIO M HAIPaBJIcHA HA OCBOCHUE
OJTHOM MJTM HECKOJBKHUX MPOPECCHOHANBHBIX KOMITETEHIMH. Pa3aen mpodecCHoHaTbHOTO MOIYJISI MOKET COCTOSTh M3 MEXTUCITUIIMHAPHOTO Kypca WM €T0 YacTH 1
COOTBETCTBYIOIINX YacTell yd4eOHOI 1 MPOU3BOICTBEHHOM MpakTHK. HanMeHoBaHue pasiesna npodecCHoHaIbHOT0 MOAYIIS TOJMKHO HAYMHATHCS C OTIIIArOJIBHOTO CYIIECTBUTEIHHOTO
Y OTPaXKaTh COBOKYITHOCTh OCBAaWBAEMbIX KOMIIETEHIINHI, YMEHUIN U 3HAHUH.
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3.2. Conep:xanue o0yueHnus no npogeccuoHaibunomy moayJsaio (IIM)

HaumenoBanme pa3jaesioB

npodeccuoHAIBLHOI0 Yposen
woayas (ITM), Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHble pad0ThI M MPAKTHYECKUE 3aAHATHS, Oo0bem b
caMocTosiTe/IbHAs paboTa o0yyarommxcs, Kypcopasi pabora (IIpoeKT) 4yacos OCBOCHH
MEKIMCIUIITHHAPHBIX g
KypcoB (M/IK) u Tem
1 2 3 4
MJIK 02. 01. Opranu3anusi 1 HOpMATHBHO-TIPABOBbIE OCHOBBI APXHBHOIO J1eJia 264
Conepxanue
Tema 1.1. OcHOBHBIE 1 | Cucrema apxuBHBIX yupexaenuii B Poccun. 1 2
noJjoxxenust Enxunoii 2 | Bunsr apxuBoB. 1
roCy1apCTBEHHO CUCTEMBbI | 3 | ApXMBHBIE OPTaHbI. 1
A€JI0NMPOM3BOACTBA 4 | OyHKIUYU apXUBHBIX OPTaHOB. 1
5 | ApXUBHBIE YUPEKACHHUS. 1
6 | CeTb rocy1apCTBEHHBIX aPXUBOB. 1
7 | OcHOBHBIE (QYHKIIMHU TOCYJaPCTBEHHBIX aPXUBOB. 1
8 | 3agaum rocy1apcTBEHHBIX aPXUBOB. 1
9 | OcHOBHBIE (PYHKLIMU HETOCYJapPCTBEHHbBIE APXUBBI. 1
10 | OcHOBHBIE ()YHKIIMHM MYHUITUIIAIBHBIX aPXUBOB. 1
11 | Bugasl rocyaapcTBEHHBIX apXHUBOB. 1
12 | Bugpl HerocynapcTBEHHBIE APXUBEI. 1
13 | Buapl MyHUIIMTIATHHBIX aPXHUBOB. 1
14 | ApXuBbI OpraHU3aIHiA. 1
15 | Bunpl, 0cOOEHHOCTH apXMBOB OpraHU3AIIHH. 1
16 | HopmaTuBHO-TIpaBOBbIE OCHOBBI @pXMBHOTI'O JIEA. 1
17 | Knaccuduxarms MyHUIIMIAIBHBIX apXHUBOB. 1
18 | CtpykTypa MyHHIIMIIATbHBIX apXHBOB. 1
JlabopaTopHble pa6oThbl (HE IPEeTyCMOTPEHBI) —
IIpakTHYecKHe 3aHATHA
1 | dyHKIMH apXUBHBIX OPTaHOB 1 3
2 | MyHHuIMIaNbHbIE apXUBBI M ADXHUBHI OpraHU3alui 1
3 | Pabota c HOpMaTUBHO-TIPAaBOBBIMH OCHOBAMH apXHMBHOTO Jeia 1
4 | Pabota ¢ HOpMaTHBHO-TIPaBOBBIMH OCHOBAaMH apXMBHOTO Jiea 1
5 | Pabota c HOpMaTHBHO-TIPAaBOBBIMH OCHOBAMH apXHUBHOTO Jeia 1




6 | Pabora c HOpMaTUBHO-NIPABOBEIMU OCHOBAMH apXUBHOTO JIejIa 1
7 | CaryanioHHBIC 3a/IaHUS TI0 COCTABIICHUIO U OOPMIICHHUIO MTPUKA30B IO OCHOBHOM 1
JIeATEIBbHOCTH.
8 | CuryanrioHHBIC 3a/IaHUS IO COCTABIICHUIO U OPOPMIICHHUIO MTPUKA30B IO OCHOBHOM 1
JI€ATEIbHOCTH.
9 | CuaryanrioHHBIC 3a/IaHUS IO COCTABIICHUIO U OPOPMIICHHUIO MTPUKA30B IO OCHOBHOM 1
JIeATEIbHOCTH.
10 | CuryanmoHHbI€ 3aJaHUS IO COCTABJICHUIO M O(OPMIICHHIO PUKA30B 110 OCHOBHOU 1
JI€ATEIbHOCTH.
11 | CuryauuoHHbI€ 3aJJaHUS IO COCTABICHUIO M O(OPMIICHHIO PACTIOPIUTEIBHBIX 1
JIOKYMEHTOB
12 | CutyanmoHHbIe 33JaHKs 10 COCTaBICHUIO U 0(OPMIICHUIO PACTIOPSAIUTENbHBIX 1
JIOKYMEHTOB
KoHnTpoJubHbie padoTsl (He IPeaycCMOTPEHBI) —
Conepxanue
Tema 1.2. HopmaTuBHoO- 1 | ApxuBHOE IIPaBo. 1
NMPaBOBbI€ OCHOBBI 2 | ApXHBHOE 3aKOHOJIATEJIbCTBO. 1
APXHMBHOIO J€Jjia 3 | [lonsTue 3aKoHa B apXHUBHOM JIEJI€. 1
4 | 3aKoHBL. 1
5 | Buasl 3akoHOB. 1
6 | [lom3akoHHbBIE aKTHI. 1
7 | OcHoBEI 3akoHOMaTeNbCcTBA PD 00 AD PO. 1
8 | Peanm3anus 3akOHO/IaTENBHBIX AKTOB. 1
9 | OcHOBHBIE 3aKOHO/IATENIbHBIC aKTHl B apXuBHOM cepe B 90-e rogst XX B. 1
10 | CoBpeMeHHBIE 3aKOHOIATEIbHBIC aKTHl B apXHBHOM cepe. 1
11 | Va3 I[Ipe3unenta PO «O0 yrBepxkaenun Ilonoxenns o6 ApxusHoM (onne Poccuiickoit 1
Oenepanyu u [lonoxenus o I'ocynapcTBeHHOM apXUBHOM ciyxk0e Poccumny.
12 | N3yuenue denepansHoro 3akoHa «O06 apxuBHOM fAene B Poccuiickoii Denepariim» 1
No125-®3 o1 22.10.2004 T.
13 | U3yuenue denepansHoro 3akoHa «O06 apxuBHOM jene B Poccuiickoii Deneparium» 1
No125-®3 o1 22.10.2004 T.
14 | U3yuenue denepansHoro 3akoHa «O06 apxuBHOM jene B Poccuiickoii Deneparium» 1
No125-®3 o1 22.10.2004 T.
15 | U3yuenue denepansHoro 3akoHa «O0 apxuBHOM jene B Poccuiickoii Denepariim» 1

Nel25-®3 o1 22.10.2004 r.




JlaGopaTopHble pa6oThl (HE IPETYCMOTPEHBHI)

HpaRTn'{ecmle 3AHATHSA

Pa6ota ¢ «OcHoBamu 3akoHoarenbeTBa PO 06 AD PO u apxuBax» 1993 r.

Pabora ¢ «OcHoBamu 3akoHOAaTenbcTBa PO 06 AD PO u apxuBax» 1993 r.

Pa6ota ¢ «OcHoBamu 3akoHoarenbeTBa PO 06 AD PO u apxuBax» 1993 r.

Pa6ota ¢ «OcHoBamu 3akoHoarenbeTBa PO 06 AD PO u apxuBax» 1993 r.

OB IWIN -

Pabora ¢ Ykazom [Ipesunenta PO «O6 yrepxxaennu [lonoxenus 06 ApxuBHoM oHze

Poccutickoit ®eneparuu u [lomoxxenns o ['ocygapcTBeHHOM apXUBHOU ciry)0e Poccumy.

PR Rk

Pabora ¢ Ykazom [Ipesunenta PO «O6 yreepxxaennn [lonoxenus 00 ApxuBHoM (oHzae

Poccutickoit ®eneparuu u [lomoxxenust o ['ocynapcTBeHHOMN apXUBHOU ciny»k0e Poccum.

Pabora ¢ Ykazom Ilpesunenta PO «O6 yrBepxkaenun [lonoxenust 06 ApxuBHoM (oHze

Poccuiickoii @eneparun u [lonoxenus o ['ocygapcTBeHHoM apxuBHO# ciyx0e Poccuny.

Pabora ¢ Ykazom Ilpesunenta PO «O6 yrBepxkaenuu [lonoxenus 06 ApxuBHoM onze

Poccuiickoii @eneparuu u [lonoxenus o ['ocygapcTBeHHOM apxuBHOH ciryx0e Poccuny.

Pabota ¢ denepansapiM 3akonoM «O0 apxuBHOM zeie B Poccuiickoit deneparum»
Nol25-®@3 o1 22.10.2004 r.

10

Pa6ota ¢ denepanpabiM 3akonoM «O06 apxuBHOM Jene B Poccuiickoit denepanumy»
Nol25-®@3 o1 22.10.2004 r.

11

Pa6ota ¢ ®enepanbapiM 3akoHoM «O0 apxuBHOM nenie B Poccutickoii Denepamumy
Nel125-d3 01 22.10.2004 1.

12

Pabora ¢ denepanpabiM 3akoHoM «O0 apxuBHOM Jene B Poccuiickoit deaeparum»
Nel125-d3 01 22.10.2004 r.

KonTpoabHbie padoThl (HE IPEeyCMOTPEHBI)

Tema 1.3. Buabl, pyHKIuH
AOKYMEHTOB, IPaBHJIa UX
COCTABJICHUS U
opopMieHu

Conepxanue

1

OpraHu3anys J0KYMEHTOB ApXUBHOTO (DOHJIa CTPAHBI.

Opranuzanus aen ApXuBHOTO (OHJIa CTPaHBI

YpoBHU opranu3zanuu ApXMBHOTO (pOH/IA CTpaHbI

Opranuzanus 10KyMeHToB ApxuBHoro ¢onja P® B nenom

Opranm3zanus nen Apxuaoro Gonna PO B nemom

Knaccugukaius apxuBHBIX T0KyMeHTOB B I'ocynapctBenHoM apxuBHOM ¢onge CCCP.

Knaccudukanus apxuBHbix gen B ['ocynapcrsenHom apxuBHoM pouge CCCP

Knaccugukaius apxuBHbIX T0KyMeHTOB B AD PO

OO |NOOTAWIN

Knaccudukanus apxuBHeix gen B AD PO

JlonsTus o CpOKax XpaHCHUA TOKYMCHTOB

=
= O

Jlonstus o CpOKax XpaHCHUA IOCII.

A R
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12 | Cpoku xpaHeHUs! JOKYMEHTOB 1
13 | Cpoku xpaHeHus jael. 1
14 | TTonsiTHE O HICTOPUYECKOM CIIPABKE 1
15 | CrpykTypa U copepKaHrue UCTOPUUECKOU CIIPABKU 1
16 | [IpuHIUIIBI COCTABIICHUSI HCTOPUYECKOM CIIPaBKU 1
17 | Opraau3anus TOKYMEHTOB B IIpEJIeiaXx apXHUBOB 1
18 | Opranu3anus e B pejiesiax apXuBoB 1
19 | CrpykTypa opranu3aiuy JOKyMEHTOB B Mpejieiax apXuBHOTO (hoHIa 1
20 | CtpykTypa opraHu3aiiyu J1ej B peesax apXuBHOTro (oI 1
21 | [IpodeccnonanbHasi TEPMUHOJIOTHS B apXHUBHOM JIEJIE. 1

JlabopaTopHble paboThl (HE IPETyCMOTPEHDI)

IlpakTH4YecKkue 3aHATHA

1 | CocraBieHne HCTOPHUYECKOI CIPAaBKU 1
2 | CocraBieHne HCTOPUIECKOH CITPABKH 1
3 | Ompenenenue rpaHull apXuBHOTO QOHJA. 1
4 | Onpenenenue GOHIOBON TPUHAJICIKHOCTH BXOJSAIINX JOKYMEHTOB 1
5 | Onpenenenune HoHIOBOM NPUHAUICKHOCTH BHYTPEHHHX JOKYMEHTOB 1
6 | CocraBienue u opopmIIeHHE CITY)KEOHBIX TTHCEM 1
7 | CocraBienue u opopmIIeHHE CITY)KEOHBIX TTHCEM 1
8 | CocraBieHue TenaepoHOrpaMMbl 1
9 | CocraBienue TeneOHOrpaMMBbI 1
10 | CocraBnenue u oopMIIeHHE TEIErPaMMBbl 1
11 | CocraBnenue u 0OpMIICHHUE TEIETPAMMBbI 1
12 | CocraBnenue u oopMiIeHUE TOKJIATHBIX 1
13 | CocraBnenue u oopMiIeHUE TOKJIATHBIX 1
14 | CocraBnenue u opopMieHHe 00bICHUTENBHBIX 3aHCOK 1
15 | CocraBnenue u oopmiieHHE 00BICHUTEIbHBIX 3AITUCOK 1
16 | CocraBnenue u 0()OpMIICHHE POTOKOJIOB 1
17 | CocraBnenue u oopmiIeHHE TPOTOKOJIOB 1
18 | CocraBnenne u o)opMIICeHHE aKTOB 1
19 | CocraBnenue u oopMiIeHHE AKTOB 1
20 | CocTaBnenuie u 0ohopMIICHHE CIIPABKH 110 IHYHOMY COCTABY 1
21 | CocraBiienne u o(hopMIICHUE CIIPABKH 10 IMIHOMY COCTaBY 1
22 | CoctaBnenue u 0hopMIIEHHE CIIPABOK 10 JUMYHOMY COCTaBY 1
23 | CocraBiienue 1 0(hopMIICHUE PUKA30B 10 JJUIHOMY COCTABY 1
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24 \ Cocrapnenue u 0)OpMIICHHE MPUKA30B O JIMWYHOMY COCTaBY

KonTtpoJbHble padoThl (HE TPETyCMOTPEHbI)

Tema 1.4. KommiekToBanue
ApxusBHoro ¢ponga PO

Conep:kanue
1 | IloHsiTHE O KOMIUIEKTOBAHUHU TOCY/IaPCTBEHHBIX APXUBOB. 1 3
2 | IloHsiTHE O KOMIUIEKTOBAHUH MYHUIIMIIATIbHBIX apXHBOB. 1
3 | IloHsiTHE O KOMIUIEKTOBAaHUH HETOCYIaPCTBEHHBIX apXUBOB. 1
4 | 3agaun KOMIUIEKTOBAHUS TOCYJaPCTBEHHBIX apXHUBOB. 1
5 | 3agaun KOMIUIEKTOBaHMsI MyHUIIMIAJIbHBIX apXUBOB. 1
6 | 3agaun KOMIUIEKTOBaHMSI HETOCYAAPCTBEHHBIX apXHUBOB. 1
7 | OnpeneneHne MCTOYHUKOB KOMIUIEKTOBAHMS apXHBOB. 1
8 | Cpoku XxpaHEeHHUs JOKYMEHTOB B apXMBaX TOCYaPCTBEHHBIX YUPEKICHHUN. 1
9 | Cpoku XxpaHeHUs JIOKYMEHTOB B apXMBaX MYHHUIMIIATbHBIX YUPEKICHUI. 1
10 | Cpoku xpaHeHHs JOKYMEHTOB B apXHMBaX HEroCy/1apCTBEHHBIX YUPEKICHUN. 1
11 | Ilepenaua nen Ha XpaHEHHWE B MYHULIUIIAJIbHBIEC ADXUBBI. 1
12 | Ilepenaua niesn Ha XpaHEHHE B apXUBbI OPraHU3ALHH. 1
13 | TloHATHS — NCTOYHUK KOMIUICKTOBAHHSI. 1
14 | OnpeneneHrie MCTOYHUKOB KOMIIJIEKTOBAHUS TOCYJapCTBEHHBIX apXUBOB. 1
15 | KommiekToBaHuE rocyiapCTBEHHBIX apXUBOB. 1
16 | Ilonsarue o popmax mpuema JTOKYMEHTOB. 1
17 | BoiOopouHBlii IprueM TOKYMEHTOB. 1
18 | Tlepenaua jen Ha XpaHEHHE B TOCYIAPCTBCHHBIN apXUB. 1
19 | TlonsiTHE BEAOMCTBEHHBIX aPXUBOB. 1
20 | Pob BeZOMCTBEHHBIX apXHBOB B KOMIUIEKTOBAaHHH TOCYJAPCTBEHHBIX apXHBOB. 1
21 | TpeboBaHus K JOKyMEHTaM IIpH Nepeaaye UX U3 apXUBOB rOCYIapCTBEHHBIX YUPEKACHUN 1
Ha roCyJIapCTBEHHOE XpaHEHHE.
22 | TpebGoBaHus K JOKyMEHTaM IIpH Mepeade uxX U3 apXUBOB HETOCYJAPCTBEHHBIX 1
YUPEKACHUH Ha TOCYJAPCTBEHHOE XpaHEHHE.
23 | TpeboBaHus K JOKyMEHTaM IIpH Mepeaade UX U3 apXUBOB MYHHIIUTIAIBHBIX YIPEKICHUN 1
Ha rocyJIapCTBEHHOE XpaHEHHE.
24 | CocrapiieHre BHYTPSHHEH OIUCH JIea. 1
JlaGopaTopHblie padoThl (HE IPETyCMOTPEHBI) —
IIpakTnyeckue 3aHATHSA
1 | Onpenenenue HCTOYHUKOB KOMIUIEKTOBAHHUS apXMBA B COOTBETCTBUH CETro MPOQUIIEM. 1 2
2 | OnpeneneHne cocTaBa JOKYMEHTOB, MOUICKAIINX ITPHEMY B apXHB. 1
3 | Ilpuem TOKYMEHTOB B apXWB. 1
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4 | Ilepenaya apXUBHBIX IOKYMEHTOB IIPU PEOPraHU3allMU FOCYIaPCTBEHHBIX OPraHOB. 1
5 | ABTOpckue pykomucH, Ouorpaduyeckne Marepuanbl B COCTaBe JHUYHOro (oHIa 1
roCyJapCTBEHHOI'O XpaHEHUs!.
6 | Yuer B nene obecrieueHusi COXpaHHOCTH UCTOPUUYECKHUX M KYJIBTYPHBIX IIEHHOCTEH . 1
7 | Paccmorpenne npunnunos bymtonuna E. B. 1
8 | IlpucBanBaHue PErUCTPAIIMOHHOTO HOMEpa YHHKAJIBHOTO HOMepa locymapcTBeHHOMY 1
Peectpy.
9 | JlokyMeHTBl, IoJJIeKaIINEe BeYHOMY XpaHeHuIo B ciyx0e I'oc. Peccrpa. 1
10 | Iopsmok ucnonbp30BaHus TOKyMEHTOB ApxuBHOTO Gonga PO. 1
11 | OcHoBHBIE (hOPMBI UCITOTH30BAHUSI IOKYMEHTOB. 1
12 | ®opma wuHpOpManmoHHoe obecnieueHne opraHoB loc. Bmactu u  mMecTHOTO 1
camoympasinenus, I'oc. I He T'oc. OO1IeCTBEHHBIX OpraHu3alnuid, B COOTBETCTBUH C HUX
3apoCcamH.
13 | UnunmaruBHoe nMH(pOpMUpoBaHue opraHoB ['oc. Bractu m mMecTHOro camoyrpasiieHUs, 1
I'oc. U me ['oc. U o0miecTBEHHBIX OpTraHU3aIHid.
14 | VicnonHeHue 3anpocoB B LeJsIX o0ecreyeHns IpaB U 3aKOHHBIX MHTEPECOB IPaXJiaH. 1
15 | Opranuzanus u NpoOBEJCHUE OPTaHU3AIMOHHBIX MEPONPUSATHIA B HAYYHBIX M KYJIbTYypHO- 1
IPOCBETUTENIbCKUX LIETSX.
16 | Mcnonb3oBanue nokymentoB B CMU. 1
17 | Bpiiaya mo/UIMHHBIX TOKYMEHTOB H JIe]l BO BDEMEHHOE MOJIb30BAHHUE. 1
18 | ITy6nukanus JOKYMEHTOB B Pa3JIMYHbIX (hopMax. 1
19 | CocraBnenue BHYTPEHHEH OMKCH JIelIa. 1
20 | CocraBnenue u opopMiIeHHE aKTa MpUeMa-Tepeiaun JOKYMEHTOB Ha XpaHEeHHE. 1
KoHnTpoJsbHbie padoTsl (He IpeaycCMOTPEHBI) —
Coaepixanue o0yueHust
Tema 1.5. IxkcnepTusa 1 | DkcnepTH3a IEHHOCTH JOKYMEHTOB. 1 3
IeHHOCTH JOKYMEHTOB 2 | O6mme MOoHTHSI [IEHHOCTH JOKYMEHTOB. 1
3 | Llenu sKkcniepTr3bl IEHHOCTH IOKYMEHTOB. 1
4 | 3amaum SKCIEePTU3HI IEHHOCTH JTOKYMEHTOB. 1
5 | OyHKIMH SKCHEPTU3bI HIEHHOCTH JOKYMEHTOB. 1
6 | Kpurepun sxciepTH3bI IICHHOCTH. 1
7 | OcobeHHOCTH TPOBECHHS YKCIIEPTH3BI IEHHOCTH, IOKyMEHTOB JINYHOTO 1
POMCXOXKACHUS.
8 | Cucrema nepedyHer TOKyMEHTOB. 1
9 | CtpykTypa nepeys. 1
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10 | CnocoOBI TPYNTIUPOBKH YUPEIKICHUN B CXEME TIEPEUHS. 1
11 | OkcneprHble KoMHccuH. IIpaBa SKCrIepTHON KOMUCCHH. 1
12 | O6s3aHHOCTH SKCIIEPTHON KOMHUCCHH. 1
13 | Pemenust 5KCIEPTHBIX KOMUCCHIA. 1
14 | YTBepxaeHue miana padoThl SKCIIEPTHON KOMHUCCHUH. 1
15 | 3acemanus SKCIIEPTHOM KOMHCCHH. 1
16 | [lonBeneHne UTOroB paboOTHl SKCIIEPTHON KOMUCCHH. 1
17 | BeisaBuTH IpOOIIEMBI SKCIIEPTH3BI IEGHHOCTH JOKYMEHTOB. 1
18 | TIpobnembl FKCIIEPTU3BI IEHHOCTH JOKYMEHTOB. 1
JlaGopaTopHble pa6oThl (HE IPETYCMOTPECHBI) —
IIpakTHyeckue paéoThl
1 | Uzyuenue «lIpuMepHOro MOIOKEHUS O TOCTOSHHO JIEHCTBYIOIIEH SKCIIEPTHOW KOMHUCCUU 1 2
YUpEXKJIEHUs, Opranusanuu, npeanpustus» otr19.01.1995 r.
2 | Crpykrypa «llepedHss THUMNOBBIX JOKYMEHTOB, OOpa3ylONIUXCS B JCATCIBHOCTH 1
OpraHu3aIyii, ¢ yKa3aHuEM CPOKOB XPaHECHHUSI.
3 | Co3nanue mpoTOKOJIOB. 1
4 | OpraHuzaius eKerofgHoro otoopa Aein A XpaHeHUs] ¥ YHUUTOXKEHHUS. 1
5 | PaccMoTpenne u npuHsTHE penieHust 00 0100peHn (YTBepKICHUH). 1
6 | Opranuzanus onuce e MOCTOSHHOTO U BpeMeHHOro (cBbiiie 10 1eT) XpaHeHus, B TOM 1
YHCJIe IO JUYHOMY COCTaBy, NMOJIeKAIKX Nepeadye B apXuB OpraHu3aIiim.
7 | Opranuzanusi IPOEKTOB HOMEHKJIATYp J1€J1 OpraHu3aluK (CBOJHON M 1O CTPYKTYPHBIM 1
10JIpa3/IeJICHUSIM.
8 | Opranuzamnus onuce Ha Jiena, MoJIeKaIIne Tepeaade Ha TOCY/IapCTBEHHOE XpaHeHHE B 1
COOTBETCTBUH C JOIOBOPOM, 3aKJIFOUYAEMBbIM C YUpeKJIeHHeM [ ocy1apcTBEeHHOM apXUBHOM
CIty>k0bI (DTH ONHMCH TOJIKHBI 3aTE€M HAMPaBISATHCSA HA YTBEPKIEHUE SKCIIEPTHO-
IPOBEPOYHON KOMHCCUHU COOTBETCTBYIOIIETO APXUBHOIO YUPEXKJICHHSL. ).
9 | CocraBiieHre aKTOB O BBIJICJICHUH K YHHUTOXESHHIO JIeJl, HE TIOUIeKAINX JabHEUIIeMy 1
XPaHEHHUIO.
10 | [MoxroToBka mpemIoKeHU 00 N3MEHEHHH CPOKOB XPaHEHHSI OTJIEIbHBIX KAaTerOpHid 1
JIOKYMEHTOB, YCTaHOBJIEHHBIX MEPEYHSIMHU, U 00 OTIpe/IeIeHnH CPOKOB XPaHEHUS
JIOKYMEHTOB, HE TIPEYCMOTPEHHBIX MEPEUHIMH. DT TPEITI0KESHUS IPEIACTABIISIOTCS Ha
paccmotpenue DIIK apXuBHOTO yupekIeHHUs.
11 | YuacTue B IOATOTOBKE U PACCMOTPEHUU MTPOEKTOB HOPMATUBHBIX TOKYMEHTOB I10 1
BOINPOCaM paboThl C JOKYMEHTAIIUEH B OpraHnu3alny.
12 | YyacTie B NOATOTOBKE W PACCMOTPEHHUH TPOEKTOB METOJMYECKUX TOKYMEHTOB TIO 1
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| Borpocam paGOThI ¢ JOKyMeHTaIHell B OpraHH3aIHH.

KoHnTpoJsbHbIe padoTsl (HEe IPEeayCMOTPEHBI) —

CamocrosiTeJibHas padoTa npu u3yuyenun Pasnena 1. 88
Cucremarnueckast popabOTKa KOHCIIEKTOB 3aHATHH, y4eOHOM U CIeNMaNbHON JIUTEPaTypHl (110 BOIIPOCcaM K TeMaMm, TllaBaM
y4eOHBIX TTOCOOMIA).

3anonHeHne U 0(hOpMIIEHUE OTIEIbHBIX BUIOB IOKYMEHTOB, MOMCK HH(pOopMaIu B cetu VIHTepHeT.

Pabora ¢ HopmaTuBHBIMU aKTaMu «O BpEeMEHHOM MOPSIKE JOCTYIA K apXHUBHBIM IOKYMEHTAaM U UX HUCIOJIb30BaHUE», «O
HOPSI/IKE BEZIOMCTBEHHOTO XPAaHEHHs TOKYMEHTOB M OPTaHU3aLMHU UX B JICIONPOU3BOACTBEY», «O0 yTBepxkaenuu Ilonoxenus o
["ocymapcTBeHHOM apXUBHOM City»x0e», «O rocynapcTBeHHON TaliHey, «O denepalbHbIX TOCYIapCTBEHHBIX apXUBax» U JIp.
Pabora co cripaBouHbIMH ITPaBOBEIMU cucTeMamu «I apanTy, «KoncynbranT [1mrocy.

[ToaroroBka K MpakTUYECKUM pabOTaM C UCIIOJIb30BAHUEM METOIMYECKUX PEKOMEH 1Al IiperoaaBaresi, ohopMiIcHe
IPAKTUYECKUX padoT.

[TonGop maTepuana mo OTACIbHBIM TeMaM, MOJArOTOBKA COOOILIEHUI U BHICTYIUICHHA.

IIpumepHas TeMaTHKAa BHEAyAUTOPHOI CAaMOCTOATEIbHOI padoThI:

HerocynapcTBeHHbIE apXUBBI.

[IpumepHoe nonoxenre 00 IKCIEPTHON KOMUCCHH.

Paspnen 2. OcHOBBI 00ecnie4eHHs1 COXPAHHOCTH JIOKYMEHTOB 304
MJK 02. 02. O6ecnieyeHne COXpPAHHOCTH 10KYMEHTOB 232
Conep:kanue
Tema 2.1. OcHOBHBIE 1 | [lonsTue obecneyeHus: COXpaHHOCTH JJOKYMEHTOB. 1
TpPe0OBaHNs K YCIOBHAM 2 | Pexxumbl XpaHEeHUs! TOKyMEHTOB. 1
XpaHCHUSA TOKYMCHTOB 3 | TeMmepaTypHO-BIQKHOCTHBINA PEKUM. 1
4 | cBETOBOM PEKUM. 1
5 | CaHUTapHO-TUTMEHUYECKUH PEKUM. 1
6 | OXpaHHBII PEXKUM. 1
7 | TpeboBaHuUs K 34aHUSIM U TOMEIIEHUSIM apXUBOB. 1
8 | HopMbI pu yCTaHOBKE CTEIUTaXKEH. 1
9 | Pa3memnieHne JOKYMEHTOB B apXWBOXPAHWIIHIIE. 1
10 | Benenue Tonorpaduueckux ykazaTenei. 1
11 | [lonsiTHe nepBUYHON pecTaBpallii U KOHCEPBAIIMU APXHUBHBIX JOKYMEHTOB. 1
12 | IlpoBepka HAJIM4Ms U COCTOSTHUS JOKYMEHTOB B apXHBaX. 1
13 | JlokymMeHTamMu, TOATBEPIKTAIOMIMMHU OTCYTCTBHE JEII. 1
14 | OGopynoBaHue apX1MBOB CPEACTBAMHU MOKAPOTYILIEHHUS, OXPAHBI U CUTHAJIN3ALINH. 1
OcHallleHne COBPEMEHHBIX apXUBOB.
15 | TpeGoBaHus K XpaHWINIIAM U HOPMATHBHBIE PEKUMbBI XpaHEHUSI. 1




16 | CienmasibHBIE CPENICTBA XPAHEHUS U TIEPEMEIICHHS JOKYMEHTOB. 1
17 | Pasmemienne 1oKkyMeHTOB B XpaHuiuiax. [IpoBepka Haauuus U COCTOSIHUS TOKYMEHTOB. 1
18 | KoHTposb Hanuumsi, TEXHUYECKOr0 U (PU3UKO-XUMHUYECKOI'O COCTOSHUS IOKYMEHTOB. 1
19 | IopsiioK BeIJAYM JOKYMEHTOB U 1€ U3 XPaHWIIUIIL 1
20 | KoHTpoJib 32 COXPaHHOCTBIO BbIIAHHBIX JOKYMEHTOB. 1
21 | Co3znmanue crpaxoBoro ¢onaa u GoHaa mojb30BaHus. PectaBpariys 1 KOHCEpBaIUs 1
JIOKYMEHTOB.
22 | AHaTUTUKO-CUHTETHYECKas 00pabOTKa PETPOCTIEKTHBHOM JIOKYMEHTHON HH(MOpMAITUH. 1
23 | buorpadudeckne MaTepHabl. 1
24 | Ciy>xeOHBIC MaTEepHAIIBI. 1
25 | UmymiecTBeHHO-X 031 CTBEHHBIE MAaTEPHAIIBL. 1
JlabopaTopHblie paboThl (HE IPEyCMOTPEHDI) —
IIpakTHYecKkue 3aHATHS
1 | Usyuenue tpedboBanuii CanlluH paboTsl apXxuBoB. 1 3
2 | MI3y4eHne OCHOBHBIX MOJ0XKEHUH 110 00ECIIEYEHUI0 COXPAHHOCTH JOKYMEHTOB 1
«OCHOBHBIX IIpaBUJI pabOTHI TOCYJApPCTBEHHBIX apXuBoB P®» ot 1302.2002 r.
3 | Pa3menienne 1oKkyMeHTOB B XxpaHwiuiax. [IpoBepka Halnu4usi U COCTOSHUS IOKYMEHTOB. 1
4 | KOHTpOIb HANMWYHSI, TEXHUYIECKOTO U (PU3NKO-XUMHUYECKOTO COCTOSIHUS JIOKYMEHTOB. 1
5 | Ilopsaaok BbIaYM JOKYMEHTOB M JIeJ1 U3 XPaHUJIMII. 1
6 | KoHTpousb 3a COXpaHHOCTHIO BBIAAHHBIX IOKYMEHTOB. 1
7 | Co3nanue cTpaxoBoro ¢hoHaa u GoHIa moib30BaHus. PectaBpanus 1 KOHCEpBAIIHs 1
JIOKYMEHTOB.
8 | AHanMTHKO-cHHTEeTHYEeCKast 00pabOTKa PETPOCTIEKTHBHOMN IOKYMEHTHOI HH(OpMAIIHH. 1
9 | buorpaduueckue Marepuasl. 1
10 | CnyxeOHbIE MaTepHabl. 1
KoHTposbHbIe padoThl (HE NIPEeayCMOTPEHBI) —
Conep:xanue
Tema 2.2. Yuer noxkymentoB | 1 | [loHsTHE U IpaBOBBIE OCHOBHI yUeTa JOKyMEHTOB. 1 3
apxXuBHOIO (honaa B 2 | EnuHune! ydaera u XpaHeHHsI TOKyMEHTOB. 1
apxmBax 3 | Opranmu3zamnus ygera qokymMmeHTOB AD P®. OCHOBHBIC TPUHITUIIHI. 1
4 | Yuer TOKYMEHTOB B apXuBax npeanpustuii. CocTaB yuyeTHbBIX JOKYMEHTOB. 1
5 | [Mopsimok yuera JOKYMEHTOB. 1
6 | Co3nanue cTpaxoBoro (hoHna, ero y4et u XpaHeHHe. 1
7 | ®OHJ0BBIE KAaTAJIOT'H apXUBHBIX OPraHOB, UX 33/1a4l U OCHOBHbBIE (DYHKIIHH. 1
8 | ABromarnsupoBaHHas HHQOpMaAIMOHHO-TIoncKoBast cuctemMa AD PO, e€ yyerHsie 1
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byHKIINH.

9 | Opranu3zanus ydera 0co00 IICHHBIX TOKYMEHTOB. 1
10 | ITpoBepka HAIMYKS U COCTOSIHUSI JOKYMEHTOB apXUBHOTO (hOH/IA. 1
11 | CoBpeMeHHBIE TPU3HAKK OpraHU3alrU U (HOHANPOBAHMS JOKYMEHTOB ApXUBHOTO (poHIa 1
PO.
12 | CocraB I'ocynapcrBennoit yactu A® PO. CoctaB HErocyAapCTBEHHOM 4acTu ApXHUBHOTO 1
donga PO. OrpacneBbiec BeAOMCTBEHHBIE (DOHIBI.
13 | OcHOBHBIEC HAy4YHBIEC IPUHIIUIIBI OPTaHU3AIMY JJOKYMEHTOB B Ipe/iesiaX apXuBa. 1
14 | OcHoBHBIE BUIBI pabOT, BXOSIIUE B MPoIecc (POHTUPOBAHMSL. 1
15 | Onpenenenne XpOHOJOTHYECKUX IpaHUI] (OH/IA IUYHOTO MPOUCXOKIACHHUS. 1
16 | IIpuznaku onpenenenus GoHIOBON MPUHAAICIKHOCTH BXOISAIINX TOKYMEHTOB. 1
17 | Ilpusnaku onpenenenus GOHAOBON MPUHAAICHKHOCTH UCXOAAIIUX U BHYTPEHHUX 1
JTIOKYMEHTOB.
18 | Onpenenenune BTOPUUHON TOKYMEHTHON HHQOpMAIIUH. 1
19 | OxapakTepu3yiTe dTamnsl ¥ CIOCOObI ONMCAHUSI. 1
20 | Ionarue 06 00beIMHEHHBIX APXUBHBIX (DOHJIAX U KOJUIEKIUAX. MeToIMKa MX CO3/IaHMsL. 1
21 | TlonsTue u npu3HaKku KiaccuuKaluy JOKYMEHTOB B Ipe/iesiaX apXUBHbBIX (DOHOB. 1
22 | Kputepun onpesieneHns HCTOYHUKOB KOMIUIEKTOBAHMSI TOCYJAPCTBEHHBIX apXHBOB. 1
23 | IlonsTue, Ha3HAUCHUE U 33/1a4M SKCIEPTU3HI IICHHOCTH TOKYMEHTOB. 1
24 | ITpuHIUTIBI DKCTIEPTHU3BI K METOIBI OLIEHKH TOKyMeHTOB. Kpurepuu 1ieHHOCTH 1
JTJOKYMEHTOB.
25 | Dranbl SKCIepTH3HI IICHHOCTH JTOKYMEHTOB. LleneBas u mormyTHas SKCriepTH3a. 1
26 | OcHOBHBIE ()YHKIIMH OTIHACH KaK apXMBHOTO CITPABOYHHUKA. 1
27 | DTanpl COCTABICHHS OMHUCH. 1
28 | Ilpu3Haku opraHu3anuy JOKYMEHTOB (OHA TMIHOTO POUCXOKICHUSI. 1
29 | Ydyer 10KyMEHTOB B BEIOMCTBEHHBIX U FOCY/IJapCTBEHHBIX apXUBaXx. 1
30 | Ocobo neHHBIe TOKyMeHTH ApxuBHOTO QoHAa Poccuiickoit Denepannm, nx XpaHeHHE. 1
JlabopaTopHblie paboThl (HE PETyCMOTPEHHI) —
IIpakTnyeckue 3aHsATHS
1 | [Tacmopt apxuBa. 1 2
2 | OcHOBHBIE PEKBU3UTHI, IPABUJIA COCTABJICHUSI. 1
3 | OcHOBHBIE PEKBU3HTHI, IPABUIJIA COCTABJICHUSI. 1
4 | CocraBieHue 1 0pOopMIIEHHE YYETHBIX JOKYMEHTOB. 1
5 | Cocrapyienne 1 0QOPMIICHHE YICTHBIX JOKYMEHTOB. 1
6 | Crimcok hoHI0B. 1
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Tema 2.3. Ilopsaok
AOKYMEHTHPOBAHHUSA
HH(pOopMaAMOHHO-
CIIPAaBOYHbBIX MATEPHAJIOB.

7 | Criucok (hoHOB. 1
8 | CocraByienne u ohopmIIEeHUE YICTHBIX JOKYMEHTOB. 1
9 | Cocrapyienne 1 0hOPMIICHHE YICTHBIX JOKYMEHTOB. 1
10 | Onuch TOKYMEHTOB. 1
11 | Onuck TOKYMEHTOB. 1
12 | Onucek gen. 1
13 | Onwce nen. 1
14 | Kaprouka ¢onma. 1
15 | Yyer 1oKyMEHTOB B apXuBax MPEANPUSITHII. 1
16 | CocTaB y4eTHBIX JOKYMEHTOB. 1
17 | Ilopsinok yueTra TOKyMEHTOB. 1
18 | Cosznanue crpaxoBoro GoHma. 1
19 | Yuer crpaxoBoro (oHnna. 1
20 | Yuer crpaxoBoro goHza. 1
21 | ®oHIOBBIE KaTAJIOTH APXUBHBIX OPTraHOB. 1
22 | ®OHIOBEIC KAaTAJIOTH aPXUBHBIX OPT'AHOB. 1
KonTpoJibHbie padoTsl (He Ipe1yCMOTPEHbI) —
Conep:xanue
1 | IloHsaTHe, ypOBHH U DJICMEHTHI OITMCAHMSI IOKYMEHTOB. 1 3
2 | Ilonstue nHMOPMaIIMOHHO-CIIPABOYHON JTOKYMEHTAIINH. 1
3 | Bunsl 1 3HaYeHNEe HHOOPMAIIMOHHO-CITPABOYHOM JJOKYMEHTAITUH. 1
4 | OdbopmieHue nucem. 1
5 | Ucxopsmue nuchma. 1
6 | Bxogsmue nucpMma. 1
7 | TenerpaMmsl. 1
8 | MexyHapOoIHbIC TeJIeTrPaMMBbl. 1
9 | Tenedonorpamma. 1
10 | IIporoxkon. 1
11 | Akr. 1
12 | CmpaBka. 1
13 | JoxiagHas 3amucKa. 1
14 | OObsicHUTENBHAS 3aMUCKA. 1
15 | PernameHT HOpM JOKYMEHTOB Ha CIIHCAaHUE U XpaHEHUE. 1
16 | Hay4Ho-cripaBOUHBI anmapar: onpeeneHne, Ha3HaueHne, OOIIHe MOJI0KESHHUS. 1
17 | Tunbl apXUBHBIX CIIPABOYHUKOB. 1
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Tema 2.4. ApxuBHBIC ONIHCH

18 | Onucu nen, MyTeBOAUTEINH, BUJIBI M PA3HOBHIHOCTH. 1
19 | Karasioru: BUibl ¥ pa3HOBHJIHOCTH. 1
20 | lpyrue BUABI apXUBHBIX CITPABOYHHKOB. 1
21 | ABromarusupoBanubiii HCA, onpenenenue, Ha3HauYCHHE. 1
JlabopaTopHblie paboThl (HE IPEyCMOTPEHDI) —
IIpakTHYeckne 3aHATHA

1 | U3yuenue npuHuunos padotsl aBTomaTu3uposanHoro HCA Ha npumepe 1 3

["ocynapctBennoro apxuBa KpacHogapckoro kpasi.
2 | Pabora c myreBoautenem no ¢ongam ['ATIK. 1
3 | PaboTa c aBTOMaTH3UPOBAHHBIM APXHUBOM. 1
4 | OdopmiieHrE TTUCEM. 1
5 | OdopmieHne UCXoIAIIUE TUChMA. 1
6 | Bxomsamue nuceMma. 1
7 | CocTaBiieHUE TEJIErPAMM. 1
8 | CocTaBieHre MEXIYHAPOJIHBIX TEIETPAMM. 1
9 | TemedoHorpamMma. 1
10 | ITporoko. 1
11 | Akr. 1
12 | CopaBka. 1
13 | JoxiagHas 3amucka. 1
14 | O6bsicHuTENBHAS 3aITHUCKA. 1
15 | PaboTta ¢ BocCTaHOBIIEHUEM JTAHHBIX. 1
16 | IlogmmB TOKyMEHTAIIUHU TI0 HATIPABIICHUSIM. 1
17 | PerucrpupoBaHue T0KyMEHTOB. 1
KoHnTpoJibHbIe paboThl (HE IPe1yCMOTPEHDI) —
Conep:xanue
1 | ApxuBHas OnuCh: onpesaeraeHue, QyHKIUH. 3
2 | Bimsaue knaccudukanyuy JOKyMEHTOB U JIeN B TIpejiesiaXx apXUBHOTO (OHIa Ha
COCTaBJICHHE apPXUBHOMN OIHCH.

3 | IlpaBuiia apXMBHOI OMHCH JIEI.

4 | IIpaBmiia cipaBOYHOTO amnmapara K OMKCH.

5 | M3yuenue conepkaHus ONMUCH.

6 | [Topsimok KaTalorU3aIfi apXUBHBIX TOKYMEHTOB.

7 | VI3ydyeHune cucTeMaTu3aiiy KaTaJloroB apXHBa.
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8

[Topsiiok TOTIOJTHEHHSI ApXUBHBIX JTAHHBIX.

9

Bupl apXMBHBIX ITyTEBOIUTEIICH.

10

CTpyKTypa MyTeBOJUTEIIS.

11

[TonsTne MHOPMATH3AINH.

12

OcCHOBHBIE TOKYMEHTBI, PETYJIUPYIOUIIE BOIIPOCH HHPOPMATH3AIUN B APXUBHOM JIelIe.

JlabopaTopHbie padoThl (HE PETyCMOTPEHBI)

HpaKaneCRne 3aHATHSA

KOHTpOHB, 3a BXOJAMIUMHA JOKYMCHTAMHU Ha XPAaHCHUC.

PeI‘I/ICTpaHI/IH JOKYMCHTOB BXOJAIINX HA 3JICKTPOHHOM HOCHUTCIIC.

Pacnipenenenne JOKyMEHTOB 110 apXUBHOI1 0ase.

PacnpeﬂeneHI/Ie JOKYMCHTOB 110 KaTaJloraM XpaHCHUA.

CocraBiieHHE OITMCH HJOKYMCHTAIUU, ITOCJIC PACTIPCACIICHH.

HOpHI{OK IpyucMa JIMYHBIX ICJI HAa XPAHCHHUC B ApXHB.

KOHTpOJIb CpOKa XpaHCHUA JIMYHBIX OCJI U JOKYMCHTAIIWH.

CocraBneHnue BHyTpeHHeﬁ OIIMCH Ha JIMYHBIC ACIA.

OO |NO OB WIN| -

Cocranenne 1 oopMIIeHHE BHYTPEHHEH OMTMCH HA 0CO00 IIEHHBIE JIeNa.

[EEN
o

KOHTpOJIB CpOKa XPaHCHUS 0c000 OCHHBIC ACA.

[EEY
[EEY

KoHTponb f1octyna onpeieIeHHbIX COTPYIHUKOB K 0CO00 1IEHHBIM JIEaM.

[EEN
N

be3omacHoCTh XPaHCHUA JIUYHBIX OCIT U HeHHOfI JOKYMCHTAIIUH.

[HEN
w

HOpHI{OK HU3BATUS JIMYHBIX JCJI U JOKYMCHTAIIUH.

[EEN
SN

HOpMaTI/IBHI)Ie IMPABOBBIC AKTHI O IEPEAAYN U YTUIIN3AlU JOKYMCHTAIIUU.

[EEN
(S

CocrapieHue u O(l)OpMJ'IeHI/IC AKTa MPOBCPKU HAJIMYIUA U COCTOSHUA JOKYMCHTOB.

[EEN
(op]

HpOIHI/IBKa JIMYHBIX OCJT JJIA MMOCJICAYIOIICTO XPaHCHUS.

[EEN
\‘

HpOH_II/IBKa 0c000 HCHHBIX ACJI IJIS TOCJICAYIOICTO XPAHCHUS.

[EEN
(e}

I[OHOJ'IHGHI/IG IMPOIMMNTLIX AOCII.

[EEN
(o]

CocTaBJeHHE TOI0BOM OMKCH M COXpaHEHHE € Ha KOMITbIOTEPE B KAYECTBE I1a0JIOHA.

N
o

CocraBieHne CIIPABOYHOTO allliapaTta K OIMUCH.

N
[

[Tepenaua nen Ha JOATOCPOYHOE XPAaHEHUE NIPU UCTEUEHUH CPOKA IPEObIBaHUS
BPEMEHHOI'O XpaHEHUSI.

RRrRrRrR PR R RRRRIR R R R IR R R R~

KonTpoJbHbIe paboThl (He Ipe1yCMOTPEHbI)

CamocrosiTesbHast padora npu usydenuu Pasgeny 2. O0ecneyeHrne COXpPAaHHOCTH JOKYMEHTOB

CucremaTnueckasi mpopadoTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM U crieuanbHOM JIUTepaTypsl (110 BOIIpocaM K TeMaMm, IiiaBam
y4eOHbIX T0cOoOuil, 3aroHeHre U 0(hOPMIIEHUE OT/IEIbHBIX BUI0B TIOKYMEHTOB), MOMCK HH(pOpMaIMu B ceTu VHTepHeT.
PaGora co cripaBouHbIMU ITpaBoBBIMU cucTeMaMu «I apant», «KoHcynabTanT [lmocy.

Pabora ¢ HTepHeT-pecypcoM «Jlenonpon3BoACTBO+Y», HOPMAaTUBHBIMU 3aKOHOAATEIbHBIMU aKTAMH MO0 00ECTIEYCHHIO

74
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COXPaHHOCTH JJOKYMEHTOB apXHBOB.

[TonroroBka k nmpakTHyeckuM padboram, o(hopMIICHHE TPAKTHUECKUX PadoT.

[TogGop MaTepuana o OTAENBHBIM TeMaM, ITOATOTOBKA COOOIICHNI U BBICTYIICHUH.
IIpuMepHasi TeMaTHKA BHEAYIUTOPHOH CaMOCTOATEIbHOI padoThl

OcHoBHBIE TIpaBHJIa pabOTHI TOCYIapPCTBEHHBIX apXUBOB PO.

OcobeHHoctu paboTsl apxrBoB KpacHomapckoro kpas.

Y4yeOHasi npakTHKA

Buabl pador

V4eT TOKyMEHTOB apXHBa.

[IpoBepka HANMUYKSL U COCTOSIHUS JTOKYMEHTOB.

CocraBieHue 1 0(OpMIICHUE aKTa IIPOBEPKU HAJTUYHUS M COCTOSIHHSI JOKYMECHTOB.
KoHTponbs Gpu3nueckoro cocTossHUsI JOKYMEHTOB Ha OyMa)KHOH OCHOBE.
Omnpenenenue GOHIOBOM MPUHAICKHOCTH TOKYMEHTOB.

CocraBieHre BHYTPEHHEH OMKCH JIea.

[ToaroToBka fen K apXMBHOMY XPaHEHHUIO.

OdopmieHne 00JI0KKH JISI.

72

IIpousBoaCTBEHHAA NPAKTHKA

Buabl pador

[TonroroBka Jes K yHHUTOXKEHUIO.

Cocragiienne 1 opopMIIeHHE OMUCEH JIeT, MO JIeKAIINX Tepeaade B apXuB.

3anonHeHne nacnopTa apxuaa.

Pabora ¢ kHuUrOMI yyeTa NoCTyIIEHHs TOKYMEHTOB.

Cocrasnenue u opopmiieHHE aKTa MpUeMa Ha XpaHEeHHe JOKYMEHTOB JTHUYHOTO MPOUCXOKICHUSI.
Cocrasiienne u O(i)OpMHeHI/Ie aKTa O BBIACJIICHUH K YHUYTOXCHUIO JOKYMCHTOB, HC IMOJIC)KAIINX XPAHCHHIO.
CocraBieHue IucTa-3aBepuTeNs Jena.

3anonHeHue JucTa GoHa.

[TonroroBka Jien K apXUBHOMY XpaHEHHUIO.

108

Bcero

676

Jl1s XapaKTepUCTUKH YPOBHS OCBOCHMSI yU€OHOI0 MaTepuaa UCIOJIb3YIOTCS CIEAYIOIUE 0003HAUCHMUSL:

1 — o3HakOMUTENBHBIN (y3HABaHHUE paHEe U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2 — PenpOIYKTUBHBIN (BBITIOTHEHHE ICATEIHHOCTH 110 00pa3Ily, HHCTPYKIIUHU HITH TTO/T PYKOBOJICTBOM);

3 — NPOJYKTUBHBIN (MJITAHUPOBAHUE U CAMOCTOSATENILHOE BBIIOJIHEHHE JIESITEIbHOCTH, PEIIeHUE TPOOIEMHBIX 3a/1a4).
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4 YCJIOBUSA PEAVIM3AIIMN ITPO®ECCHUOHAJIBHOI'O MOAYJIA
4.1. Tpe6oBaHHMs1 K MUHUMAJILHOMY MaTE€pPHAJIbHO-TEXHHYECKOMY O0ecrnedeHHI0

Peanmuzanus npodeccnoHaIbHOrO MOIYNS —IpeanojiaraeT Hajluuue J1IabopaTopuu
JIOKYMEHTOBE/ICHU.

JlaGopatopusi JOKYMEHTOBEICHMS:
KOMITBIOTEPHBIH cToi — 6 ., [IK — 6 mT., MeTammuyeckuii mkad s XpaHeHHs TOKyMEHTOB —
6 1IT., TEeMaTUYECKNUE CTCH/IBI.

Peanuzanus pohecCHOHATBLHOTO MOJyJIS npeJnoaraer 0053aTeNbHYIO
MPOU3BOJICTBEHHYIO MPAKTUKY B OPraHMU3alMAX HAa OCHOBE MPSMBIX JIOTOBOPOB, 3aKJIHOYAEMbIX
Mexay UITOY IOMT u 6a3oii mpakTHKH, KyJa HampaBIAOTCsS oOydaromuecs. B kadectBe 6a3
MPAKTUKA MOTYT BBICTYIaTh OpPTaHH3AINH, JEATEIHHOCTh KOTOPBIX COOTBETCTBYET pabodeit
npodeccum.

4.2. UndopmanuonHoe odecrnieyeHne o0ydeHust
Ilepeuenb pexoMeHyeMbIX YUeOHBIX H3a1annii, UHTepHeT-pecypcoB, 10NOJTHUTEILHOMI
JIMTEPaTypbl

OcHOBHBIC HCTOYHHKH:

1. [umenora, C. A. KommenTapuit k @enepanbHomy 3aKoHy OT 22 okTs0pst 2004 . No
125-®3 «O6 apxuBHOM jene B Poccutickoit ®enepanuny» / C. A. Illumenosa, C. A.
TanpunkoB. — Caparos : At [Tu Op Meama, 2011. — 139 c. — ISBN 2227-8397. —
TekcT : nekTpoHHbIN // DnekTpoHHO-O0ubnoTeunas cucrema IPR BOOKS : [caiit].
— URL: http://www.iprbookshop.ru/3144.htmi

2. ApxuBoBenenue: Yu. Iloc. / A Jl.TempuapoB - 184 c.-(Yue6. W3manus s

6ak.M.:JlamkoB u K,2017
JlonoJHuTeIbHbIEe HCTOYHUKH:
3axaposa, H. A. KommenTapuii k @enepanpHomy 3akony oT 29 nekadps 1994 r. N 77-

@3 «O06 obs3aTenpHOM 3K3eMILIsIpe TokyMeHToB» / H. A. 3axaposa, B. 10. KopxoB. —

2-e u3n. — Caparos : Aii [Tu Op Menua, 2018. — 134 ¢. — ISBN 978-5-4486-0295-5.

— TekcT : 3neKkTpoHHbIN // DnekTpoHHO-O0nbimoreunas cucrema IPR BOOKS : [caiit].

— URL.: http://www.iprbookshop.ru/73968.htmi

2.  Hosukos, E. A. Kommenrapuii k @3 ot 22 okts16ps 2004 1. Ne 125-03 «O6 apxuBHOM

=

nene B Poccuiickoit ®enepauun» / E. A. HoBukoB. — Mocksa : HoBas mnpaBoBas
KynbeTypa, 2008. — 289 ¢. — ISBN 2227-8397. — Tekcr : 351eKTpOoHHBIH // DIeKTPOHHO-
OubIMoTeYHast cucTema IPR BOOKS : [caiiT]. — URL:

http://www.iprbookshop.ru/1460.html

3. Manryposa, H. C. KagpoBoe Aemonpon3BOACTBO U apXUBBI JOKYMEHTOB TIO JTHYHOMY
COCTaBy : Y4eOHO-METOAMYECKOe TOcOO0Me Uil CTYAEHTOB, OOYyYaroluXcsl II0
HarpaBjeHuto noArotoBku 46.03.02 JloxymentoBenenue u apxuBoBenenue / H. C.
ManrypoBa. — YensaOuHck : YensOMHCKUI TOCYIapCTBEHHBIH WHCTHTYT KYJIBTYpBI,
2018. — 140 c. — ISBN 978-5-94839-600-2. — TeKcT : 2JIEKTPOHHBIH // DIIEKTPOHHO-
OoubmuoreyHas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/83609.html

4.  bnocdennnar, I'. D. «3akonHas cunay CBojia 3aKOHOB B CBETE apXUBHBIX JaHHBIX / . O.
brnochensar ; mon penakiueit B. A. TomcurOoB. — Mocksa : 3eprano-M, 2014. — 294
c. — ISBN 978-5-94373-259-1. — TekcT : 31eKTpOHHBIN // DIeKTPOHHO-OMOIMOTeYHAs
cucrema IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/35165.html

M/K.02.02 O6ecnieyeHne COXpAaHHOCTH JOKYMEHTOB
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OcCHOBHbBIC HCTOYHHUKH:

1.  JlokymeHTanroHHOe obecrieueHue yrpanieHus. CocraBiieHne u opopMiIeHUE JEITOBBIX
JIOKyMeHTOB : yueOHoe nocobue st CI1O / cocraButenu E. U. bammakosa. — Capatos,
Mocksa : IIpodobpazoBanue, At [Iu Ap Menua, 2021. — 144 ¢c. — ISBN 978-5-4488-
1080-0, 978-5-4497-0964-6. — TekcT : NIEKTPOHHBIN // DIEKTPOHHO-OMOIMOTEUHAS
cucrema IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/103343.html

2.  AnekceeBa, T. B. JlokymenTrannonHoe obecrieueHue ymnpapieHust : yuyeonuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YauBepcuret «Cuneprusy», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — Tekct : 31IEKTPOHHBIN // DIEKTpOHHO-OMOIMOTeUHAsS
cucrema IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/101344.html

3. 3aiiuesa, E. B. Jlenonpon3BoCTBO U TOKyMEHTOOOOPOT B CHCTEME TOCYAAPCTBEHHOTO
1 MYHUIIMIIAJIBHOTO yrpasiieHus : yuebnoe nocooue mis CIIO / E. B. 3aitniera, H. B.
['ongapoBa. — 2-e¢ m3a. — Caparos : [IpodobpazoBanue, 2021. — 176 c. — ISBN 978-
5-4488-1122-7. — TekcT : 31eKTPOHHBIA // DnekTpoHHO-OMOIMoTeuHas cucrema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/104900.html

4,  Jopoxuna, P. B. Drtuka penoBbix otHomeHu# : mpaktukym st CIIO / P. B.
Hopoxuna. — Caparos : [IpododpazoBanue, 2021. — 68 ¢c. — ISBN 978-5-4488-1109-
8. — Tekcr : snexTpoHHBIN // DnekTpoHHO-OMOMUoTeyHas cuctema [PR BOOKS :
[caiiT]. — URL.: https://www.iprbookshop.ru/104697.html

JlonotHUTe/IbHbIE UCTOYHUKH:

1.ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECTICUCHHUE YIPABICHUA : y4eOHO-TIPAKTUUYECKOE
nocobue B cxemax, Tabmumax, obpasmax / B. A. ApacnmanoBa. — 3-e¢ u3a. — Cypryr :
CypryTckuii ToCcyAapCTBeHHBIN negarornyeckuii yausepcuret, 2019. — 240 ¢. — ISBN 978-5-
93190-385-9. — Tekcrt : anekTpoHHBbIN // DnekTpoHHO-O0nOMMOTeyHast cucremMa [PR BOOKS :
[caiiT]. — URL: https://www.iprbookshop.ru/94291.html

2.Epmakosa, XK. A. Ilpodeccuonanshas stuka : npaktukym ans CI1O / XK. A. Epmakosa, O. I1.
Terepstauk, 0. E. Xonogumuuaa. — CapatoB : IIpodobpazoBanue, 2020. — 104 ¢. — ISBN
978-5-4488-0658-2. — TekcT : 2JEKTPOHHBIA // DiekTpoHHO-OmMOMMoreyHas cucrema [PR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/92149.html

3. bopo3nuna, I'. B. Ilcuxonorus u 3TMKa JENOBBIX OTHOIICHUN : yueOHoe mocobue / I'. B.
bopoznuna. — MuHck : PecnyOnuKaHCKUN HMHCTUTYT NPOQECCHOHAIBHOIO 00pa3oBaHUs
(PUIIO), 2015. — 228 ¢. — ISBN 978-985-503-500-9. — TekcT : 31eKTpOHHBIN // DIEeKTPOHHO-
oubmmoreunas cucrema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/67604.html

4.3. O0mue TpedGOBaHUsI K OPraHU3alu 00pa30BaTeJbLHOIO Mpouecca

Opranuzanus 00pa3oBaTeIbHOrO Tpolecca MO  MPOPECCHOHATHHOMY — MOJIYIIIO
OCYIIECTBIISIETCS] B COOTBETCTBHM:

- ¢ paboueit mporpaMmoii mpodeccuoHaIbHOTO MOTYIIS,

- C paclMCaHUEM 3aHATUH,

- ¢ TpeOOBaHUSMU K pe3yapTaTaM OCBOCHHUS NPO(HECCHOHATBHOTO  MOJIYJIS:
KOMITETCHIIUSM, TIPAKTHIECKOMY OMBITY, 3HAHUSIM U YMEHHUSIM.

B npouecce ocBoeHUss MOIYJsl UCTIOIB3YIOTCS aKTUBHBIE MPAKTHKO-OPUEHTUPOBAHHBIE
dbopMBl  TIPOBEICHHS  3aHATUNA: WHIWBHAYyAJIbHBIE W TPYNIOBBIE TPOEKTHI, aHAIN3
MPOU3BOJCTBEHHBIX CHUTyallud W T.I., 3aHATUS C MNpUMeHeHHeM WHTepHeT-pecypcoB s
(bopMHUPOBaHUS M PA3BUTHS OOIINX U MPO(DHEeCCUOHATBHBIX KOMITETCHIIHN 00y4JarOIInXCsl.

OOyuarommmcst  00ecrieYyrBaeTCsl BO3MOXKHOCTH  (DOPMHUPOBAHUS  WHAMBUAYAIBHON
TPAaEKTOPUH OOyYEHHUS B paMKax IMPOrpamMMbl MOIYJS 3a CUET M3YUCHHsI YUCOHBIX DJIEMEHTOB
(YD), mpeamonararoliux HHIWBUAYaIbHBIA TEeMIT pabOThI, OPTaHU3YETCS CaMOCTOSTENbHAS
pabota oOydwarommxcs TOJl YIpaBJIEHHEM IpenojaBaTesell MeKIUCIUIUIMHAPHBIX KYpPCOB,
MPEA0CTABISAECTCS KOHCYJIbTAlMOHHAS TIOMOIILIb.
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OOy4arommMcst IPEIOCTABISIETCS MTPABO 03HAKOMIICHHUS

- C coJiepKaHueM Kypca,

- ¢ TpeOOBAHMSIMH K Pe3yJIbTaTy O0yUueHUs,

- C YCIIOBUSIMU MPOXOXKICHHSI MPOU3BOACTBEHHOTO OOyUEHHUS W  IMPOU3BOJCTBEHHOU
MPaKTUKH.

JIMCUMIUTMHBL ¥ MOAYJH, U3y4YEHUE KOTOPBIX JOJIKHO MPEIIECTBOBATH OCBOEHHUIO
nannoro wmonyns: OILO1  [enosas kynbrypa, OIL02 ApxuBaoe paeno, OIL.03 OcHoBbl
nenonpousBojactBa, OI1.04 OpranuzammonHas texHuka, OIL05 OcHOBBI penakTUpPOBaHUS
JIOKYMEHTOB.

4.4. Kagposoe odecnieueHne 00pa3oBaTe/IbHOIO Npouecca

Peanuzanus MIPOrpPaMMBbI npodeccnoHanTbHOTO MOJyJIs obecrieunBaeTcs
MEAarorTHYeCKUMHU  KaJpaMu, HMCIOIIUMU CpeqHee MNpPOoPEecCHOHAIBHOE WM  BBICIIEE
o0Opa3oBaHHe, COOTBETCTBYIOIIEEe MPOGUIII0 MpernogaBaeMol NUCHUIUIMHBL (Moaysi). Mactepa
IIPOU3BOJICTBEHHOI'O0 00YYEHHUsI TOJKHBI UMETh Ha | - 2 pa3psizia o npodeccuu paboyero BhIILIE,
yem npegycmorpeHo @I'OC CIIO gns BhIMyCKHUMKOB. ONBIT AESITENBHOCTH B OPraHM3aLUSX
COOTBETCTBYIOIIEH TPOdECCHOHATBHOU Chephl ABISICTCS 00S3aTCIBHBIM TSI MIPEToIaBaTelIeH,
OTBEUAIOLIUX 32 OCBOCHHE OOydYalImUMCA MNPOPECCHOHANBHOTO Y4eOHOro IHKIA, OTU
IpenosiaBaTeIi M MacTepa MNPOM3BOJICTBEHHOTO OOYYEHHS MOJNYYaroT —JIOTOJHUTEIHFHOE
npodeccuoHansHOe 00pa3oBaHue MO MPOrpaMMaM IMOBBIIIEHUS KBaIW(UKAIMK, B TOM YHUCTIE B
dopme CTaXKUPOBKU B IPOPHILHBIX OpraHu3anusix He pexe | pasa B 3 rona.

5 KOHTPOJIb 1 OHEHKA PE3YJBbBTATOB OCBOEHUSA NPO®PECCUOHAJBHOI'O
MOJIYJA (BUJIA IPO®PECCUOHAJIBHOM JEATEJIbHOCTH)

®opmbl U
PesyabTaTsl
OcHoBHBIE NTOKa3aTeJN OLEHKHU MeTOoAbI
(ocBOCHHBIE PO eCcCHOHATBHBIE
pe3yJibTarta KOHTPOJIA M
KOMIIeTEeHIIMH)
OLICHKH
11K 2.1. ®opmuposarts fena NPaBUILHOCTE (POPMUPOBAHHS Ouenka
JIOKYMEHTOB B JIEJIO; MPAaKTUYECKOU
MIPaBUIBLHOCTH OOPMIICHHS Jiesia B pabotsl. OnieHka
COOTBETCTBHUH C TPEOOBAHUSIMH yueOHOI n
IPOU3BOJCTBEHHO
U IIPaKTUK.
AHnanu3
XapaKTepUCTHK Ha
CTYJEHTa C MeCTa
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IMPOXOKACHUA

MPAKTUKH.
IIK 2.2. O6ecnieunBath ObICTPBIN — OBICTPOTA M TOYHOCTH TIOUCKA Ouenka
MOUCK JOKYMCHTOB 110 HAy4HO- JTOKYMEHTOB 10 HAy4YHO- [IPAaKTUYECKON
CIIpaBOYHOMY allliapary CIIPaBOYHOMY almapary pabotbl. OnieHka
(kapToTeKam) OpraHu3alun (KapToTeKaM) OpraHu3anuu yueOHOM 1
MIPOU3BOJICTBEHHO
U IIPaKTUK.
AHanu3

XapaKTEepUCTHK Ha
CTY/IEHTa C MeCTa

MPOXOKICHUS
MIPaKTUKH.
IIK 2.3. Cucrematu3supoBaTh 1 — TOYHOCTBH CUCTEMAaTH3ALUU OreHka
XpaHUTh JOKYMCHTbBI TCKYIICTO JOKYMEHTOB I10 UX 3HaYUMOCTH,; MIPaKTUYECKOU
apxuBa — MPaBWILHOCTH (HOPMHUPOBAHMS pabotel. Onenka
JOKYMEHTOB B JIEJIO; yueOHO 1
— MPaBWIBHOCTH OopMiieHUs fena | TPOU3BOACTBCHHO
B COOTBETCTBHHU C TPEOOBAHUAMU H MPaKTHK.
Amnanus

XApaKTCPUCTHK Ha
CTyACHTa C MECTa

MPOXO0XKICHUA
IPAKTUKH.
IIK 2.4. ObecnieunBath PaBUILHOCTD OpraHu3anuu Ouenka
COXPaHHOCTb IIPOXOAAILEH XpaHEHHUs] TPOXOJSIIEH CIy>KeOHOU MPAKTHYECKOMN
CHy>K€6HOI71 AOKYMCHTAUH JOKYMCHTallMHU COIJIaCHO pa60TI)1.
TpeOOBAHUSIM; OueHku B
NPaBUJIBHOCTh HPUHATHS u | Iponecce peliCHus
perucrpanuu MIPOXOIALIEH CUTYallHOHHBIX
CI1y’keOHOM TOKyMEeHTaluu 3az1ad.
Onenka yueOHOM n
HPOU3BOJICTBEHHO
U MIPaKTHK.
Ananns

XapaKTCPUCTHUK Ha
CTyJACHTa C MECTa

MPOXOXKICHHS
MIPAKTUKH.
[IK 2.5. 'oTOBUTH U TIepe1aBaTh MIPaBUIIbLHOCTh COCTAaBJICHUS OneHka
JOKYMEHTEI HAa apXUBHOE XPAaHEHUE | HOMEHKJIATYPHI JIEIT; MPaKTUYECKON
NpaBUIBHOCTE  OTOOpa el Ha paboTEL
XpaHEHUE U YHUUYTOKCHHUE, O1eHKH B
MpaBUJIBHOCTh TNepenayu jaen B | [TPOLUECCE PCHICHHUA
apXuB CUTYaIIMOHHBIX
3ajad.
Onenka yueOHON 1
MPOU3BOJICTBEHHO
W MPaKTHK.
Ananuz

XapaKTEPUCTHK Ha
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CTyIACHTa C MECTa

[IPOXOXKIECHUS
IIPaAKTUKH.
IIK 2.6. ObecrieunBaTh PaBUILHOCTD OpraHu3aluu Onenka
COXPaHHOCTb apXHUBHbIX XpaHEHUs] JIOKYMEHTOB COIJIACHO IIPAKTUYECKOU
JIOKYMEHTOB B OpraHu3aluu TpeGOBaHUAM,; paGoThL.
Ka4yeCcTBO obecrieueHus Ouenku B
COXPaHHOCTH JIOKYMEHTOB, | [IPOHECCC PCIICHUA
TMOCTYNMBIIMX B apPXUB; CATYyallMOHHBIX
PaBUIILHOCTH IPUHATHS " 3a1a4.
perucrpaunuu MOCTYIUBIINX Ouenka y4eOHOl 1
JTOKYMEHTOB IIPOU3BOJICTBEHHO
U IIPaKTHUK.
Ananmms

XapaKTEPUCTUK Ha
CTYZCHTA C MeCTa
IIPOXOXKICHUS
IIPAKTHKHU.

@opMBI U METOABl KOHTPOJISI M OLIEHKH PEe3yJlbTaTOB OOYyYEHHS OJIKHBI TO3BOJISATH
MIPOBEPSTH Y OOYYAIOIINXCSI HE TOJIBKO C(POPMUPOBAHHOCTH NMPOGECCHOHATBHBIX KOMIIETEHIINMN,
HO U Pa3BUTHUE OOIIUX KOMIIETEHIIUI 1 00ECTIeYNBAIOIINX UX YMEHHIA.

DopmbI U
PesyabTaTsl
(0cBOEHHDIE 0BIIHE OcHOBHBIE OKA3aTeJIU OLEHKH MeTO/IbI
KoMIeTe ) pe3yjabrara KOHTPOJISI U
OlIEHKH
OK 1. [loHumarsp CymHocCTb U — TIpaMOTHas aprymeHTanus
COLIMAJIbHYIO 3HAUMMOCTh OyyIIeH | CYIIHOCTH U COI[HAIbHOMN Ouenka
npodeccuu, NposBIATH K HEM 3HAYMMOCTHU MPOPECCUU OBOIIEBOIA MPaKTUYECKON
YCTOWUYMBBINA UHTEPEC — TpOsIBIICHUE UHTEpeca K paboTtsl. OreHka
CIELNAaJIN3UPOBAHHON JINTEpAType U yueOHO! 1
MHHOBAIIMM 110 BOIIpOCam MPOU3BOJCTBEHHO
JIOKYMEHTUPOBAHUS U W TIpaKTHK.
OpTraHU3aIMOHHON 00paboTKH HaoOmroneuwne.
JIOKYMEHTOB
OK 2. OpranusoBsIBaTh — 000CHOBAaHHOCTEH ITOCTAHOBKH O1enka
COOCTBEHHYIO JI€ITEIbHOCTb, 11e7TH, BEIOOpa METOIOB PEIICHUS MPaKTUYECKOU
MCXOJs U3 1IeNIU U CIOocO00B ee npodeccuoHaNbHBIX 33724 U paboTtsl. OreHka
JNOCTHKEHMS, ONTPEACIIEHHBIX OLIEHKH UX 3Q(PEKTUBHOCTH U yueOHOM 1
PYKOBOJUTENIEM KauecTBa MIPOU3BOJICTBEHHO
—  TEXHOJOTUYHOCTH JIEHCTBHUM 110 1 IIPaKTHUK.
OpraHu3aIi COOCTBEHHON Ananuz
NEeSATeTbHOCTH XapaKTEPUCTUKU
Ha CTYyJIEHTA C
MecTa
MIPOXOKACHUS
MPaKTHUK.
OK 3. AnanusupoBath pabodyro — CcaMoOaHaJu3 ¥ KOPPEKIIHS Orenka
CUTYALMIO, OCYLIECTBIIATh TEKYIIUN | pe3yabTaToB COOCTBEHHOW paboTOM MPAKTUYECKOU
Y UTOTOBBIN KOHTPOJIb, OIICHKY U paboTEHI.
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KOPPEKIIUIO COOCTBEHHOU
ACATCIbHOCTH, HCCTU
OTBETCTBCHHOCTD 32 PE3YJIbTaThl
CBOCH paboTHI

OK 4. Ocy1iecTBIsATh MOUCK — 3} }eKTUBHOCTD TIOKCKA, Orenka
MH(OPMAaIKK, HEOOXOAUMOM ISt aHaJIM3a U OIICHKU HH(OPMAIIHH, MPAaKTUYECKOU
3(PEKTUBHOTO BBIMOTHEHUS HEO0OXOIUMOI 1711 TOCTAHOBKHU U pabotsl. OnieHka
NPOQECCHOHANBHBIX 337184 penieHus mpodecCuoHaTbLHBIX y4eOHOI 1
3az1a4, MpoheccuoHaIbHOrO U IIPOU3BOJCTBEHHO
JUYHOCTHOTO Pa3BUTHS ! IPaKTHK.
AHanu3
XapaKTEPUCTUKU
Ha CTYZEHTa C
MecTa
MPOXOXKACHUS
MIPaKTHUK.
OK 5. Ucmtonp30Barth — 3(1)(1)@1("[1/1]31{1,1171 IMOUCK
MH(pOPMALMOHHO- HeoOxouMoi nHpopMauu AJis
KOMMYHHUKAI[MOHHBIE TEXHOIOTHU B | COBEPIICHCTBOBAHMS Onenka
npo(eCCHOHATBHON JEATENBHOCTH | IPO(eCCHOHAILHOM IeATENBHOCTH MPAKTUYECKOM
— UCHOJB30BAaHUE PA3TUYHBIX pabotsl. Onenka
HMCTOYHUKOB UH(GOPMAIIUH, BKIIOYAS yueOHO! n
AJEKTPOHHbBIE AJIs1 MPOU3BOJICTBEHHO
COBEpIIIEHCTBOBAHUS W TIpaKTHUK.
npodeccnoHaATbHOM eATeTbHOCTH OueHku B
— CcHOoCOOHOCTH CaMOCTOSITEIILHO nponecce pCuiCHUA
oOpabateiBaTh HH(POPMAILIHIO, CUTYallMOHHBIX
CTPYKTYPUPOBATh €€ ISt 3ajad.
COBEpIIIEHCTBOBAHUS
poeCCUOHATBHON IEATETLHOCTH
OK 6. Paborats B kOMaH i€, — KOHCTPYKTHMBHOCTb Onenka
3¢ deKTUBHO 00IIaThCs € B3aUMO/JICHCTBUS B KOJIJIEKTUBE U MPAKTUIECKOU
KOJUJIEraMH, PyKOBOJCTBOM, KOMaH/JIe, C PYKOBOJCTBOM, paboTtsl. OneHka
KJIINEHTAMHU KOJUIeraMH y4eOHOI n
— COTJIACOBAHHOCTH JCHCTBUM B IPOU3BOJICTBEHHO
KOJIJIEKTUBE U KOMaH e 1 IPaKTUK.
— COOIII0ZIeHHE HOPM OneHku B
po¢eCCUOHANTBHOM STUKH B MpoIIecce pelieHus
MpoI1ecCe B3aUMOJEHCTBHUS C CUTYallMOHHBIX
PYKOBOJICTBOM, KOJIJIETAMH 3az1ad.
OK 7. McnonHsaTh BOUHCKYIO — OPaBWJIBHOCTH  HCIIOJIB30BAHUS
00513aHHOCTh, B TOM UYHUCJIE C CpEICTB WHIUBUIyaIbHOU u
MIPUMEHEHHUEM IOJIyYE€HHBIX KOJUIEKTUBHOM 3alIUTHI OT OPYXKUS
HpO(I)CCCI/IOHaJIBHBIX 3HAHUHU (I[J'IH MacCOBOI'0O MOPAXKECHU,
FOHOIIICH) — aJCKBAaTHOCTh IIPUMEHEHUs Onenka
npodeccnoHaNbHBIX 3HAHUHI B XOJe MPAaKTUYECKOU
WCTIIOJTHEHUS o0s13aHHOCTEN paboTHI.

BOCHHOW CIyXObl Ha BOMHCKHX
JIOJDKHOCTSIX B COOTBETCTBUM  C
MOJYYEHHON CIIEHHAIIBHOCTBIO;

— PE3yJIbTAaTHBHOCTD BJIQJICHUS
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crioco0aMu 0eCKOH(MIUKTHOTO
OOIIEHUS ¥  CaMOpEryisiluud B
MOBCETHCBHON  JICSITEIBHOCTH |
HKCTPEMAIIBHBIX YCIIOBHSIX BOCHHOU
CITYXKOBI,

— MPaBWJIBHOCTH OKA3aHUS MEPBOU
MTOMOIIIY TTOCTPAAABIIUM
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