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1. HACHHOPT TIPOI'PAMMBI ITIPO®ECCUOHAJIBHOT'O MOAY JIA
IIM.02 JlokyMeHTHPOBaHHE U OPTraHU3ALMOHHASA 00padOTKAa JOKYMEHTOB

11 O0J1acTh NPUMMEHeHHUs1 POrpaMMbl

Pabouas mporpamma mnpodeccuonansHoro Moayis (manee — mporpamma [1IM.02), peanu3yromiero
[IPaKTUYECKYI0  IMOATOTOBKY  OOy4arouuxcs,  SBJSETCS  4YacThl0  MpPOrpamMMbl  IOJArOTOBKHU
KBamupuuupoBaHHbIX padounx, ciyxkamux (I[IIIKPC) B coorBerctBum ¢ ®I'OC CIIO mo mpodeccun
46.01.03 [esionpou3BOaMTEb, BXOJIIEH B YKPYIHEHHYIO TPYNIy HAalpaBIeHUs TOATOTOBKH
46.00.00 UcTopus U apxeoJIOrusl, B 4aCTH OCBOEHUs Buaa AedarenbHoctu (B/]) [lokymeHnTHpOBaHue u
OpraHM3alnioHHasi 00padoTKa JOKYMEHTOB M COOTBETCTBYIOIIUX IMPO(ECCHOHAIBLHBIX KOMITETCHIIUH
(I1K):

[1K 2.1. ®opmupoBarts Jena.

I[IK 2.2. OO6ecrieunBaTh OBICTPBI TMOWUCK JOKYMEHTOB [0 HAyYHO-CIPABOYHOMY  aIlliapary
(kapToTeKkaM) OpraHu3aIHH.

1K 2.3. CuctemMaTu3upoBaTh U XpaHUTh JTOKYMEHTHI TEKYILIETO apXUBa.

I[IK 2.4. OOecneunBaTh COXpPAaHHOCTh TPOXOJAIIEH  CITy)KEOHOM
JOKYMEHTAI1H.

[IK 2.5. 'oTOBUTH ¥ niepe1aBaTh JOKYMEHTHI HA ApXUBHOE XPaHEHUE.

1K 2.6. Ob6ecrieunBaTh COXpaHHOCTh APXUBHBIX JIOKYMEHTOB B OpraHU3allHH.

12 Hean u 3aqaun Moy Il — TPeOOBAHMS K Pe3yJbTaTaM 0CBOeHHs MPOodecCHOHATBLHOI0
MOIYJIsi:
C uenblo  OBIAJCHMS  YKa3aHHBIM  BHUJOM  JEATEIBHOCTH U COOTBETCTBYIOUIMMU

poheCCHOHANTBHBIMA KOMIIETEHIIUAMHA OOYUYaAIOIIMXCS B XO0JI€ OCBOCHHS MPO(PECCHOHAIBHOTO MOIYJIS
TIM. 02 pomkeH:

HMETb HpaKTI/I‘IeCKI/Iﬁ OIIbIT:

- JIOKyMEHTHPOBaHUS U JOKYMEHTAIIMOHHOM 00pab0TKH JOKYMEHTOB KaHLIEISIpUU (apXUBa).
yMeThb:

- IPOBEPSATH MPABUIBLHOCTH O(POPMIICHUS TOKYMEHTOB;

CUCTEMAaTU3UPOBATh U XPAHUTh TOKYMEHTHI TEKYIIETO apXUBa;
(dhopMHpOBaTh CIIPABOYHBIN anmnapar, 00ecrednBaroIfi ObICTPbIN MOUCK JOKYMEHTOB;

OCYIIECTBJIATH 3KCIIEPTHU3Y JOKYMEHTOB, TOTOBUTH U II€PEAABATh JOKYMEHTAJIBHBIC MaTCpUalibl HA
XpaHCHHC B apXUB,

3HATh.

- OCHOBHBIC NToN0xKeHus Equnoi FOCYHapCTBeHHOﬁ CUCTCMBI ACIIOIIPON3BOJACTBA,
- BUJBI, (I)YHKI_[I/II/I JAOKYMCHTOB, IIpaBUJIda UX COCTABJICHUS U O(i)OpMJ'IeHI/ISI;

- NOPpAAOK JOKYMCHTUPOBAHUS I/IH(i)OpMaI_II/IOHHO'CHpaBO‘lHHX MaTcpualoB,

1.3. KosimuecTBO 4yacoB Ha 0cBOeHHMe NPOrpaMMbl PO ecCHOHAIBLHOI0 MOYJISA:
Bcero — 593 yacos, BkITIOYasi:
MaKCUMaJIbHOW yueOHO# Harpy3ku oOyuaromierocs - 449 yaca o0s3aTeIbHON ayIUTOPHOM
yueOHoi1 Harpy3ku oOy4varomerocst — 307 4yacos;
CaMOCTOSITENILHOM paboThl oOyuatomerocs — 142 yaca,
yueOHO mpakTuku — 36 YacoB U MPOU3BOACTBEHHOU NpakTuku — 108 yacos



PE3YJIbTATbBI OCBOEHUSA ITPOT'PAMMBbI TIPO®ECCHUOHAJIBHOI'O MOAYJISA
PesynpraTroM OCBOGHHS MporpaMMbl MPO(ECCHOHATBLHOTO MOMIYJSI SIBJISICTCS  OBIIAJCHUE
obyuatormumucsi__ (BI):_  JIOKyMEHTUpOBaHME ¥  OpraHM3alMOHHAs  00paboTKa  JIOKYMCHTOB,

npodeccrnonanbHbIME (I1K) 1 06mmvu (OK) xoMmeTeHIusIMu:

[IK 2.1. ®opmupoBats nena

[IK 2.2. OGecnieunBaTh OBICTPHIN MOWCK JOKYMEHTOB IO HAYYHO-CIIPABOYHOMY ammapary (KapToTekam)
OpraHu3aIu

[1K 2.3. CucremaT3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILIETO apXUBa.

[IK 2.4. Ob6ecnieunBaTh COXpaHHOCTb MTPOXOIALICH CIyKEOHON JOKYMEHTAIUH.

[IK 2.5. T'oToBUTH U NIepeaBaTh JOKYMEHTHI Ha apXUBHOE XpaHEHHE

K 2.6. ObecrieunBaTh COXpaHHOCTh aPXUBHBIX JIOKYMEHTOB B OpTaHU3AIINH.




2. CTPYKTYPA U COAEP KAHUE ITPO®PECCHUOHAJIBHOI'O MOAYJIA
2.1. TemaTu4eckuii MJaH NpogeccHOHATLHOT0 MOAYJIS
IIM. 02 lokyMeHTHPOBaHUE U OPTraHU3aLMOHHAsI 00padoTKAa IOKYMEHTOB

O0BeM  BpeMEHH, OTBCACHHBIH Ha  OCBOCHHC [TpaxTuka
MEKANCIUTUIMHAPHOTO Kypca (KypcoB)
Komnpt OO0s13aTenbHas ayJUTOPHAS
NpoQecCHOHATBHBIX Haumenosanus pasnenos Bceero y4yeOHasi Harpy3Kka o0yJarolerocst CamocTosiTeNnbH ITpousBoacTeeHHa
KOMITETEHIIHH po¢ecCHOHANTBHOTO MOAYJIs 4acoB B T. 4. JabopaTopHbIe ast pabora Vuebnas, s1, YaCOB
Bcero, paboThI 1 o0ydJaromerocsi,| 4acoB
4acoB MPAKTHYCCKHE 4acoB
3aHATHUS,
4acoB
IIK 2.1.-2.5. Pazgen 1. OcBoeHHWe OpraHuM3alidd U
OK1.-OK7. HOPMaTHBHO-TIPABOBBIX OCHOB apXWBHOTO 274 186 88 88
Jiena

IIK 2.4, 2.6 Paspnen 2. Oo0ecnieyeHue

OK1.-OK7. COXPAHHOCTHU JOKYMEHTOB 175 121 55 54

IIK 2.4, 2.6 VI1.02 YyebHas mpakTHKa 36 36

OK1.—-OK7.
[1K 2.1-2.6 [1I1.02 ITpou3BocTBEeHHAS TPAKTUKA,
OK 1.— OK 7. 108 108
[1K 2.1-2.6 Ox3amed o [IM. 02
OK 1.—-OK7.

Bcero: 449 307 143 142 36 108




2.2. Coaepxanue o0y4eHnus mno npodgeccuonajibuomy moay.aw (IIM.02)

HaumenoBanue pasienoB Conep:xanne y4eGHOro MaTepuasa, JadopaTopHble H MPAKTUYECKHE 3aHATHSL, caMocTosiTebHas | O0bem Koawn1
npodeccuoHATHHOT0 MOAYJISI padoTa o0y4yarouuxcs 4acoB | KOMIETeHLHii,
(IIM), MeKaUCIUNITHHAPHBIX ¢dopmuposanuio

kypcoB (MK) u Tem KOTOPbIX
CIOCOOCTBYET
3J1eMEHT
NMporpamMmsl
1 2 3 4
Pa3zaen 1. OcBoeHue OpraHu3alMd 1 HOPMATHBHO-MPABOBBIX OCHOB aAPXUBHOTIO JeJ1a 186
MJ/IK 02.01 Opranu3anusi HOpMaTHBHO-TIPaBOBbIe OCHOBBI APXMBHOIO Aesa 186
Pa3paen 1.1. Co3nanne u padora apXuBa opraHu3anuu
Conep:xanue ydeOHbIX 3aHATHH 10
e m 3amaum Kypca, €ro CBS3p C JAPYTHMH JUCITUIUIMHAMH U TpodeccroHaThHBIMA OK 1-7
Moxyismu, O030p muTepaTypsl B HTEpHET-HCTOYHUKOB I10 KypCY. IK 2.1-2.5
[loHsTHSA «OpraHU3aIUmY, KaPXUB OPTAHU3ALNNY) U «APXUBHAS IEITEIEHOCTDY.
Lenn n 3amaun opraHn3aliiy apXuBa Ha TPEATPUSTHH.
Mecro apxuBa B opranuzanui. CTpyKTypHbIE U (YHKIIMOHATIHHBIE CBSI3M apXHBa C IPYTUMU
Tema 1.1 ronpa3aeneHusiMA. JI0KHOCTHON COCTaB M Kapbhepa apXUBHCTA B OpTaHHU3AIHH.
Cosnianne apxuBa Opranuzanust paboThl apXWBa Ha OCHOBE HOPMATHBHO-TIPABOBOW 0a3bl apXUBHOW OTpaCIH
OpTaHHU3AIHAN PO. 8

JlokanpHBlE HOPMAaTHUBHBIE aKThl: IIOJIOKEHHE OO0 apxWBe OpraHu3aluM; INpuKa3z o0
OpraHu3alyy apxuBa (GUPMBIL;, TOPKHOCTHBIE HHCTPYKIMK PAaOOTHUKOB apXHBa; MOJIOKEHUE
00 3KCIEpTHON KOMHCCHH, MTOJIOKEHUE 0 KOMMEPUYECKON TalfHe U T. .

IIpaBoBasi ocHOBa opraHuzauuu apxuBHOro nena B Poccuiickoir @enepanuu: ©3-125 PO
«O6 apxuBHoMm pnene B Poccuiickoit ®emepamum» 2004; 3akon «O0 wuHOpManuwy,
nHpopMaTuzanuu u 3amure nHbopMmaruy 2007, apyriue HOPMATHBHO-TIPABOBBIE AKTHI B
o0JIacTi apXUBHOIO JeNa.




IIpakTnyeckas padora Ne 1
CocraBnenne u odopmieHne TaOmuuel «llepedeHb HOPMATHBHBIX M METOAWYECKHUX 1
JIOKYMEHTOB 110 apXUBHOMY HEIIY»

IIpakTHyeckas padora Ne 2
Cocrasnenue npodeccronansHoro ciuoBaps «OCHOBHBIE TEPMUHBI aPXHBHOTO JICNIa

CamocTosTebHasA padoTa 8

Coaep:xanne y4eOHbIX 3aHATHH 18

[NonsiTHe, Ha3HAYEHUE W OCHOBHBIE (DYHKIIMH HOMEHKIATYPHI e, OpraHu3aiuoHHast
CTPYKTYpa Y HaIlpaBJICHUS AeATEIbHOCTH npeanpustus. Tunbel HJ: nHauBuyansHas,
IIPUMEPHAs U TUIIOBAS.

IIpuHLUIIBI TOCTPOEHUS HOMEHKIATYPBI.

HomenknaTtypa nen cTpyKTypHOTO TOIpa3AeieHHs U CBOIHAS HOMEHKIATypa Aed. 10 OK 1-7

Tema 1.2. TpeboBanus k cocrasienuto HJI npenmpustus. MK 2.1-2.5

Homenxmatypa gen (H/) Cpoku cocTaBieHHsSI HOMEHKIATYPHI Aefl. TUoBbIe MEPeYHH YIIPABIEHYECKUX TOKYMEHTOB
NpEALPUATHS C YKa3aHHUEM CPOKOB XpaHEHMUSI.

TpeboBanus k odopmieruto HJI npeqnpusitus. OcobeHHocTr 0hOopMICHIS HOMEHKIIATYPHI
JleJl CTPYKTYPHOTIO nojipaseneHus u ceoganor HJI npennpusitus.

IMpakTnyeckas padora Ne 3

YcraHoBNIeHHE CPOKOB XpaHEHUS JOKYMEHTOB 10 [lepedHro THIIOBBIX YITPaBIIEHIECKUX
APXUBHBIX JIOKYMEHTOB, 00Pa3yIOIIUXCS B MPOIECCE ACSITETPHOCTH T'OCYIapCTBEHHBIX 3
OpPTaHOB, OPTaHOB MECTHOTO CAMOYITPABJICHUS M OpTaHHU3AIH, C YKa3aHHEM CPOKOB
xpanenus, 2010.

IIpakTnyeckas padora Ne 4

CrnoBapHsbiid JukTaHT «Tepmunonorus apxusHoro aena» no I'OCTy P 7.0.8-2013 CHUB/.
Jlemorporn3BoCTBO U apXUBHOE N1e0. TepMuHEI U onpenenenus. OdopmieHue 3
cxembl/Tabnuibl «OpraHu3aluoHHas CTPYKTYpa MPEeaIpHUsTHS.

IpakTuyeckas padora Ne 5 2
CocraBnenne ¢opmyisipa-oOpasua CBOAHOW HOMeHKIaTypel nen, HJl crpykrypHOro
noapasaenenus. Jenosas urpa «HomenknaTypa gem.




CamocrosiTeabHas pagoTa 8
Coaep:xanne yueOHbIX 3aHATHI 16
[oustre «popmupoBanue nem». TpedoBanus K popmupoBaHuio aein. [locnenoBaTenbHOCTh
1 pacronoXeHus JOKyMeHTOB B Jienie. JIeBast u mpaBasi popMbl OPOIIIOPOBKH JOKYMEHTOB. 10
2 Cucrematuzanus OTACIbHBIX KAaTETOPUN JOKYMEHTOB.
3 XpaHeHHe  JIOKYMEHTOB  TEKYIIEro  JIENONPOM3BOACTBA  MeToAMKa  [IBETOBOTO
Tema 1.3. KOJUPOBaHM:.
[opsimok hopmupoBanust I[pakTuyeckas padora Ne 6 OK 1-7
JIlell B OpraHu3aIiu 4 [IpoBenenne cucremaTHzanuu JOKYMEHTOB Je€ia, MCIOJNB3Ys JIEBYIO M TMPaByl (HOpPMBI 5 K 2.1-25
OpoILIIOPOBKH JOKyMeHTOB. OhopMIIeHHE JIUCTA- 3aBEPUTENIS JIeia. o
IIpakTuyeckas padora Ne 7
5 CocraBieHne  aHAJTUTUYECKOM CIIPaBKM IO CalTaM  apXMBHBIX YYPEXKICHUU 4
P® (ITopran Apxussl Poccuu, ApxuBbl MOCKBEI, | T.JI.)
6 CamocTosiTeqibHAsI padoTa 8
Pa3nen 1.2. IToaroTroBka /eI K NOCJIeyOIEeMY HCIOJIb30BAHHIO H XPAHEHHI0
Conep:xkanue y4eOHbIX 3aHSITH 10
IlonsiTe  3KcmepTH3bl  LEHHOCTM  AOKYMEHTOB.  3aJauyd W 3Tambl 3KCHEPTHU3HI.
1.
Meronuka nposeneHus O, OK 1-7
CocraB u ¢ynknun skcreptHord komuccuu (OK). Ilomoxxenme o6 OK. JloKyMeHTHI, 4 IK 2.1-2.5
2. OTpaskaroIue TeKymyro padory OK u ee pe3ynbraTsl.
Tema 1.4 IpakTryeckoe 3ansitue Ne 8
OKenepTr3a HEHHOCTH J10KYMEHTOB 3. Odopmnenne npukasza o cosnanuu DK npennpusTus; miaHa padors OK. 3
IIpakTuueckoe 3ansaTue Ne 9
4. Odopmienne akta o BBIJICNICHUU JOKYMEHTOB K YHHUYTOXKEHHUIO; IPOTOKOIA 3
3acemanug OK.
CamocTosTebHas padoTa 8
Tema 1.5 Coaep:xxanne y4eOHbIX 3aHATHI 8




Odopmiienue aen 1 OdopmiteHre 1en: MoJHOE U YacTUYHOE oopmiieHue nent. TpeboBaHus
K uX 0(OpPMIICHHIO: HyMepalus JIMCTOB Jiejla, 3aBEepUTENIbHAS HAAMUCH, OMUCH JOKYMEHTOB 2
Jiernia, COCTaBJICHHE OMKCH JEI.
[pakTuyeckoe 3ansaTue Ne 10
Odopmienue aena 1yist Clavuy B apXUB OpraHU3allii: HyMepawusl 3 OK 1-7
JOKYMEHTOB [Iela; COCTaBJI€HHWE BHYTPEHHEH ONUCH; COCTaBJIEHHE 3aBEPUTENIBbHOMN [K 2.1-2.5
Ha/mcH; ohopMITeHHE 00JI0KKH Jiena.
IMpakTnyeckoe 3ansaTue Ne 11
UactuuHoe odopMIleHHE Jelia: HyMepalus JIMCTOB Jena; o(opMieHHE OOJIOXKKH U 3
KOpEIlKa JIeNa.
CamocTosiTeqibHAsE padoTa 8
Coaep:xanne yueOHbIX 3aHATHI 18
1 O0630p  OCHOBHBIX  3aKOHOJATENBHBIX  AaKTOB W  HOPMATHBHBIX  JOKYMEHTHI, 10
periaMeHTUPYIONIKX JESTENHHOCTh APXUBOB HA COBPEMEHHOM JTarie.
[paBuia  opraHuzanuu XpaHEeHHs,  KOMIUICKTOBaHHS, yuera W
5 HCIIOJIb30BaHUS JOKYMEHTOB apxuBHOro horma Poccuiickoii denepariuu
U JIPYTUX apXUBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOW BIIACTH, OpraHaX MECTHOTO OK 1-7
caMOyTIpaBIIeHHs U opraHu3anusx, 2015. IK 2.1-2.5
3 OcHOBHBIE ~ mpaBwia  pabOThl ~ apXWMBOB  OpraHHU3aLui, 2002 -
Tema 1.6 METOYecKas OCHOBA PabOTHI apXHBa.
HopmaTuBHO-TIpaBOBBIC ®denepanpbiii 3akoH 0T 22.10.2004 Ne 125-03 «O6 apXxuBHOM €€ B
OCHOBBI apXUBHOTO JI€Na 4 Poccuiickoit denepauun»: TOJIKOBaHUE U MIPUMEHEHUE, aIMUHUCTpPaTHUBHAS
OTBETCTBEHHOCTh 32 HECOONTIOZICHUE — TIPaBHII ApPXUBHOTO
XPaHEHUS JTOKYMEHTOB.
Hammonansnerit cranmapr PO I'OCT P 7.0.8-2013"CucremactannapToB mo nHGOpMAIUH,
5 OMOIIMOTEUHOMY U U3JATENILCKOMY Jieny. Jlenonponu3BoACTBO U apXUBHOE Ae0. TepMHUHBI U
onpenenenus" —
COJICpIKaHUE OCHOBHBIX Pa3JIClioB.
IpakTuyeckoe 3ansTHe Ne 12 3

Cocrasnenue Tadbnunpl «3Bneuenue u3 [pasun-2015»
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[pakTuyeckoe 3ansaTue Ne 13
[MoaroroBka mpe3enTanuu Ha TeMy «HopMaTuBHas 6a3a apXHBHOTO JEIa

CamocrosiTesibHAsA padoTa 8
Pa3nen 1.3. loctyn U McnoJib30BaHHE apXMBHBIX IOKYMEHTOB
Coaep:xxanne yueOHbIX 3aHATHI 26
Tlonsitue «HCIIOJIb30BAHUEC APXHBHBIX JOKYMCHTOB). HCHI/I,
1 HalpaBJICHHUA W TOPAJOK HCHOJB30BaHUA AaPXWBHBIX JTOKYMCHTOB.
' [Tonp30BaTenu-uccne0BaTENN apXUBHBIX JOKyMEHTOB. [IpaBuia paGoOTHl YHTaNbHBIX 4
3aJI0B apXHMBOB.
Hoctyn k apxuBHOW mH(popmarmu: 3akoH PD «O xommepueckoil TaitHey, 3akoH PD «O
2. rocymapcTBeHHoi taiine», @3 «O0 nndopmariuy, 4
WH(POPMAITMOHHBIX TEXHONIOTHSX U 3amuTe nHopmarmuy, 2007.
OcHoBHbIe (HOPMBI  HMCIIOJNB30BAHKS APXMBHBIX JIOKYMEHTOB: HCIIOJHEHUE 3alpPOCOB, OK 1-7
Tema 1.7 3 WUHULUATHBHOE  MH(QOPMUPOBAHME  YUPEKICHHMH,  IIPEJOCTABICHUE  JOKYMEHTOB IIK 2.1-2.5
Dopmer ' MONB30BATENSAM YEPE3 YMTalbHBIA 3a]l, BbIAaYa IOMIMHHBIX JOKYMEHTOB M €l BO 4
HCIOJIb30BAHNA BPEMEHHOE MOJIb30BaHKE MyOIMKAIKS JOKyMEHTOB; HH()OPMALIMOHHBIC MEPOIIPUSITHS
apXMBHBIX 3ampochl:  TeMaTWYecKHe,  TeHeajOrMueckue,  COLMANbHO-IPABOBBIE.  JTambl U
AOKYMCHTOB 4. CPOKH HCIIONHEHHs 3ampocoB. OTBETHI Ha 3alpOCHI: apXMBHAS CIPABKA; apXWBHAS KOIIHS; 4
apXx¥BHAs BBIMICKA; HHPOPMAIMOHHOE MTUCHMO U T.],
IMpakTueckasi padora Ne 14 4
Odopmirenrie mHGOPMAITMOHHOTO IMHCHMa, 3aIpOca-3asiBICHUS
IIpakTuueckas padora Ne 15 9
OdopmIieHne apxXUBHOH CIIPABKH, aHKETHI ITOJIH30BATEIS YATAIBHOTO 3a51a
IIpakTuueckas padora Ne 16 4
Odopmitenne apXuBHOIN KOITUH, APXUBHOW BBIITUCKU
CamocTosiTebHas padoTa 8
Tema 1.8 Coaep:xxanne yaeOHbIX 3aHATHI 18
D¢ dHekTHBHOCTH NCIIOIB30BAHUS ®opMbI ydera MCIOJIb30BaHUsI JOKYMEHTOB B apXMBE: MEPBUYHBIEC JTOKYMEHTBI, BTOPUYHAS 6

APXUBHBIX JOKYMCHTOB

1

o0o0maromas nHpopMaIs.
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3(1)(1)CKTI/IBHOCTL HCIIOJIB30BaHUs APXHBHBIX JOKYMCHTOB!
AHAJIUMTUYCCKUC 0630pI)I, OTYECThI, CBOAHBIC CTATHUCTHYCCKUC T36J'II/IHI)I.

[pakTuueckas padora Ne 17 6 OK 1-7
CocraBlieHHE aHATUTHIECKOTO 0030pa CTaThH MEPUOAUYECKOr0 U3IAHHUS I[IK 2.1-2.5
[pakTuyeckas padora Ne 18 6
CocraBieHre aHaJUTUYECKOrOo 0030pa CTaTbU TEPHOIUYECKOr0 W3JaHUS 10 TeMe
«COBpEeMEHHBII apXHB»
CamocTosiTeqibHAas padoTa 8
Pa3znen 1.4 MeHeI:KMeHT B apXuBax
Coaep:xxanne yueOHbIX 3aHATHI 22
1. OcHoBHble QyHKIUM yrpaBieHus. CTpykTypa apxuBa. YCIOBHS TpyJAa COTPYIHHKOB
apxuBa. HopMaTHBEI BpeMeHH Ha paOOThl B apXHUBaX.
Tema 1.9 MexayHapOIHbIi 3THYECKUI KOIEKC apXUBHCTOB. OK 1-7
Pabora ¢ nepconanom apxuBa 2. CoBpeMeHHbIE MaTEPUATEHO-TEXHUIECKHIE PECYPCHI U TPOrPaMMHOE IK 2.1-2.5
obecrieueHne  apxuBoB. IlmaHmpoBaHnme B apxuWBe:  TeKyllee U 10
nepcrekTuBHoe. ['010BOM OTHET apXUBa.
3 ITon6op m paccranoBka kanpos. llITaTHast YuCIEHHOCTs PaOOTHUKOB apxuBa. OOydcHHE U
TIOBBIIIIEHN € KBATU(UKAIIUN COTPYTHIKOB.
IIpakTHueckoe 3ansTue Ne 19 5
Odopmitenne qOMKHOCTHON HHCTPYKITUH apXUBUCTA U 3aBEYIOIIEr0 apXHBOM.
IIpakTuueckoe 3ansTue Ne 20 6
Odopmitenre TOA0BOTO IJIaHA PAOOTHI apXHBa W OTYETa PabOTHI 3a TOI.
CamocTosiTebHas padoTa 8
Conep:xxanue yaeOHbIX 3aHATHH 16
[lonsiTe  «MapkeTHHT» apXWBHBIX  JOKyMEHTOB U apXWBHOU
Tema 1.10 nHpopmarur. CTOMMOCTHAs OIEHKa apXUBHBIX JOKyMeHTOB. [Ipomaka ITOKyMEHTOB Ha
MapKeTHHT B apxuBax ayknuoHax B Poccuu u 3a pyOesxoMm. 6
[InatHbie u  OecraTHbIE yCIyTH apXHUBOB. JIOKyMeHTHI,
periIaMeHTHpYIOIIHe WHPOPMaITMOHHBIE YCITyTH, OKa3bIBaEMbIE
apxuBoM. «HomeHnknaTypa mimaTHbIX pPaOOT W YCIYT, BBIIONHSAEMBIX apPXUBHBIMU OK 1-7
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YUpPCKACHUAMHA U OpraHru3allusaIMu.

[pakTuyeckoe 3ansaTue Ne 21

IK 2.1-2.5

CI/ICTeMaTI/ISaHI/Iﬂ U YyInopsaAO4YCHUE apXuBa y‘l66HLIX QJICKTPOHHBIX JOKYMCHTOB U
MaTepuajioB O6y‘IaIOH.[I/IXC$I.

[oaroroeka coobmieHUs1 « ApXUBHBIE JOKYMEHTHI Ha aykunoHax Corouc u Kpuctucy. >
[pakTuueckoe 3ansaTue Ne 22
OdopmiieHne MPe3eHTANN «APXUBUCT — YIIPABJICHEI] HOBOTO ITOKOJICHUSDY 5
CamocrosiTesibHas padoTa 8
Coaep:xxanne y4eOHbIX 3aHATHI 22
[Monsitue «uHpopMaTH3aUsa» apxuBHOro naena. Llenu u npuHIUNB HHOOPMATHU3AIUH. 2
1 OCHOBHBIE IOKYMEHTBI, pETYIUPYIOIINE BOMPOCHl HHPOPMATH3AINN B aDXHUBHOM JICII€.
Oranel napopmaruzanmn All. OnndpoBka JOKYMEHTOB U CO37aHHE
2 aBTOMAaTU3UPOBAHHOMN UH(POPMAILTHOHHO-TIOUCKOBOM CHCTEMBI.
O6opynoBanue uist co3aanust HUGPOBLIX 00pa30B JOKYMEHTOR. 2 OK 1.7
IIporpamma uHQOpMaTH3AINT ®denepanbHOro apXUBHOI'O areHTCTBa 5 MK 2.1-2.5
3 MOABEIOMCTBEHHBIX eMmy yupexaeHuit Ha 2011-2020 rr. Hurepuer- 4
nopran «ApxuBbl Poccum». JlocTyn rpakiaH K apXMBHOM HH(pOpPMAalMd Yepe3 IMopTal
«["ocynapcTBeHHBIE YCITYyTH.
Tema 1.11 [IporpaMMHBIi KOMILICKC «ApXUBHBIA (DOHI»: «ApXuBHBIH (oHI - DOHIOBBIN KaTajor
HNudopmatnzanys 4 — IenTpanbHbiit GOHIOBRIA KaTasor — KoHTpoh 6
apXHUBHOIO Jela JBUKEHUS J1€1 — ABTOMAaTU3UPOBAHHBIN YNTAIBHBIN 3871 — BUpTyalbHBIA YMTAIBHBIA 3211 —
BrimonHenne 3arrpocoB rpakaH, ero 3Ha4eHHe.
IIpakTHueckoe 3ansTHE Ne 23 2
Cocrapnenne Tabnump! «3Bneuenne u3 [IporpamMmel nHbOpMaTH3AIHID
IpakTuueckoe 3ansaTue Ne 24 ITlomroroBka mpeseHTtanuu Ha TeMy «HpOpMaTH3anms 2
ApPXUBHOTO JIeay Ha IMpUMepe KOHKPETHBIX apXHUBOB.
IIpakTuueckoe 3ansTue Ne 25 4

CamocTosiTesibHas padoTa

JuddepennupoBanublii 3auer
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Pazaen 2. OGecnieuenne cOXpAaHHOCTH TIOKYMEHTOB

175

MK 02.02. ObecnieueHue COXpaHHOCTH JOKYMEHTOB 175
Paznen 2.1. Coxpanenune q0KyMEHTATbHOT0 HACJIEAMS MPOILIOTO
Conep:xkanue y4yeOHbIX 3aHSITHI 9
[Monsitue «OOecneueHne COXPaHHOCTH JOKYMEHTOB». Llenu, 3azauu W comepkaHue Kypca, OK 1-7
e€ro poJiib B TOATrOTOBKe creruanucta. CBsA3b ¢ JApyruMu  0oOHICPO(ECCHOHATBHBIMU U 5 IIK 2.4,2.6
CIeuaIbHBIMU JuciuiuinHaMu. O030p MCTOYHUKOB W JIUTEPATyphl MO Kypcy. O030p cailToB B
Tema 2.1. obmactu AJl.
Beenenue. MpakTuueckas padora Ne 1 Mzyuenue: 'OCTa 7.0.8-2013 «CUBU/. [lenonpou3BoacTBO |
[Ipenmer u 3amaun Kypca ApXUBHOE JIEIO: TEPMUHBI U OTPEJICIICHUSI»;
I'OCTom 7.48-2002 «Cucrema cTaHAapToOB 1O HH(MOPMAIIMYU, OMOIUOTEIHOMY M H3JIATEIBCKOMY 4
neny. Korceparus qokymeHTOB. OCHOBHBIE TEPMUHEI M OTIPENEIICHUS.
CamocTosTebHaA padoTa 5
Conep:xkanue y4eOHbIX 3aHSITHI 12
TToHsTHE «TOKYMEHT», «apXUBHBIN JOKYMEHT», «10KyMEHT AD POy,
Martepuarsl Ui THchMa U UX cBoiicTBa. OCHOBHBIE (DAaKTOPBI, BIHSOIIIE HA 6
cTapeHue Oymaru: BHemIHHWe, BHyTpeHHHe. CpenctBa muchMa. llosBieHWe MaIIMHOMFCHBIX
JIOKYMEHTOB, aIlapaToB TpadapeTHoil meJyaT, IPHHTEPOB.
IIpakTuueckas padora Ne 2. IloaroroBka cooOiieHuii mo Temam: «BiusHHe HocuTens
Tema 2.2. vH(OpMaIMK W HCIIONB3YEMOT0 CpelCTBa MHUChMa Ha COXPAHHOCTHh JOKyMeHTay; «Mcropus 2 OK 1-7
HUcropus jokymenTta. CoiicTa MEPBBIX MAaTEPUAIOB U HUHCTPYMEHTOB [IJIsl IUCHEMAaY. I1K 2.4,2.6
HOCHTeJIeH U TeKCTa IpakTuuyeckas padora Ne 3: Tepmunonorudeckuid quktadT mo 'OCTy 7.48-
2002 «Cucrema  craHmapToB MO0  HWH(OPMAIWH, OnbMmoTeaHOMYy " 2
M31ATENECKOMY JIEITY»
IpakTuyeckas padora Ne 4: CocraBneHue cxembl/Tabmuubl «CpeactBa nucbMay, «Vcropus
Oymarm». 2
CamocTosiTesbHas padoTa 5
Tema 2.3. Coaep:xxanne y4eOHbIX 3aHATHH 8
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CrapeHue 10KyMeHTOB

CTapeHHe JAOKYMCHTOB: CBCT, TCMIICpaTypa, BJIaXXHOCTb BO34YyXa, OMOJIOTHYECKHE BPCOUTCIIN,
HU3MCHCHUA yCJ'IOBPIf?I CpCabl, MCXaHUYCCKUEC ITOBPECKACHUS, SIKOJIOTUA CPCABI.

MpakTuyeckasn padora Ne 5: CocraBnenue Tabmunpl «DakTopbl COXpaHEHHS W Pa3pyLICHUs
JIOKYMEHTOBY»; Cco0OmeHnit 1o TemMaMm: «OCHOBHBIC BHUJIBI TOBPESKIACHUN JTIOKYMCHTOBY;
«[InecHeBble rpUObI M UX BIMSHUE HA COXPAHHOCTH JOKYMEHTOBY;

«IlopaxeHne apXuBHBIX JTOKyMEHTOB HACEKOMBIMI» (10 BapHaHTaM).

OK 1-7
IIK 2.4,2.6

CamocTosiTesibHAs padoTa

Paznen 2.2. ObecnieyeHne COXpaAaHHOCTH JOKYMEHTOB B roCy/IapCTBEHHBIX apXUBaX

Tema 2.4
Co3anne onTUMaIbHBIX
YCIIOBHI XpaHEHHS TOKYMEHTOB

Conep:xkanue y4yeOHbIX 3aHSITHI

10

TpeboBanus K 3maHusM W momenieHusM. OOopynoBaHuWe [UIsI TOXApPHOM W OXpaHHOH
curHanm3armu. CrcreMa KOHAWIMOHUPOBaHUSA. HOpMBI YCTaHOBKH CTAallMOHAPHBIX CTENIaXKed B
XpaHWJIHIIAX.

TemnepaTypHO-BIaXHOCTHBII U CBETOBOM PEXUMBI XpaHEHUS IOKYMEHTOB.
CaHUTapHO-TUTMEHUYECKHE MEPOIIPUATHUS B apxuBax. OXpaHHbIN pexUM.

I[IpakTHyeckas padora Ne 6. CocraBienue MaMSITKH/UHCTPYKIIAH
«ITpoTUBONOKAPHBIA PEXXUM B apXUBE».

IIpakTnuyeckasi padora Ne 7: [loaroroBka mpe3eHTAIMd HA ONHY M3 TEPEUYUCICHHBIX TEM:
«O06opynoBaHre, HEOOXOMUMOE IS CO3MaHUS M (YHKIMOHHPOBAHUSA apXUBa OPTaHU3AIUN;
«CoBpeMmeHHbIE TpeOOBaHHWA K TMOXKApPHOMY O0OOpyHOBaHUIO apxuBoB»; «CoOBpeMeHHBIC
TpeOOBaHMS K OXpaHHOMY 000PY/IOBAaHHIO apXUBOBY; « TpeboBaHMs K TOMEIIEHUIM

apxuBay; «llepBudHbIE 1 BTOPUYHBIE CPEACTBA XPAaHEHHS TOKYMEHTOB.

OK 1-7
I1IK 2.4,2.6

CamocTosiTebHas padoTa

Tema 2.5
OCHOBBI KOHCEpBAIIH
U pecTaBpaniu JOKyMEHTOB

Conep:xxanue yaeOHbIX 3aHATHH

19

OCHOBBI KOHCEpBalLlUM TOKYMEHTOB: PEXUM XpaHEHMs, cTaOminmsanus, pecraBpauus. llonstue
«pecraBpauus», Lenb pecrtaBpauud. IlpoBepka (u3HyecKoro cocTOSHUS JTOKYMEHTOB,
odopmiieHHEe ee pe3ynbTaToB. Buapl crnenuanbHOW 0O0pabOTKM JOKYMEHTOB Ha OyMa>KHOH
ocHoBe. Hogeifmme pa3paboTkn B 00JaCTH TEXHUYECKOW KOHCEpPBAlMM M PEcTaBpaluu
JOKyMEHTOB.

OK 1-7
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I[pakTuyeckas padora Ne 8: Pyunas pecraBpalusi MOBpEKACHHBIX U
COCTapMBIIUXCS JOKyMEHTOB. CoXxpaHEHHWE HaMOKIIMX M MCHAYKaHHBIX KHUI U JOKYMEHTOB
MyTEM CYIIKH MOAPYYHBIMU CPEACTBAMU

IIpakTH4eckan padora Ne 9: TepmuHONOrHUECKUI JUKTAaHT 10
o0ecIieueHNI0 COXPaHHOCTH JOKYMEHTOB.

1K 2.4,2.6

MpakTuyeckas padora Ne 10: [TonroroBka perieH3u Ha CTaTHIO MO
npoOsieMaTHKe u3ydaemMoii  Tembl:  «COBpeMEHHBIE  METOMBI  CIIACEHUS
JIOKYMEHTOB)

IIpakTH4eckan padora Ne 11! CocraBnenue/odopmiieHne Tunosoit
HOMEHKJIATYpbl Je(PEeKTOB M MX OyKBEHHO-IIM(PPOBOH HHJIEKCAIIMM HAa OCHOBE IPEICTABJICHHBIX|
MOBPEKIACHHBIX BPEMEHEM JTOKYMCHTOB.

CamocTosiTeqibHAsE padoTa

Tema 2.6
Pa3meliienre JOKYMEHTOB B
XpaHWUJIHIIAX

Conep:xkanue y4eOHbIX 3aHSITH

PanronansHBIH MOPSIOK pa3MenIeH s TOKyMEHTOB B XpaHIIJIHINAX.
ITopsinox Hymepaluu MoMeeHu apXuBa, cTejuiaxen, nonok. GuKCUpoBaHUE
repeMeIieHu JOKyMEHTOB BHYTPHY ¥ BHE apXuBa. Benenue Tormorpaduueckux ykasaTeseH.

IIpakTuueckas padora Ne 12 OdopmiieHre KapTOUKH OCTEIAKHOTO
TonorpaduIecKoro ykazatenas.  OdopmieHue KapTOYKd  TI0(OHIOBOTO
TOIOrpahuIecKOro yKa3aTes.

IpakTnyeckass  padora Ne 13 CocraBieHue Cxembl «Pacnionoxenne cremaxei B
ApPXUBOXPAHMIIHIIAXY.

OK 1-7
I1IK 2.4,2.6

CamocTosiTeqIbHAsI padoTa

Tema 2.7

IIpoBepka Hamums

U COCTOSIHUSL IOKYMEHTOB H
OpraHu3anus po3bicKa
HEOOHaPY)KEHHBIX JOKYMEHTOB

Conep:xxanne yaeOHbIX 3aHATHH

14

3amauy MPOBEPKU HAJIMYMS U COCTOSTHUS A€M, HOPAJOK U IEPUOJUYHOCTD €€ IPOBEICHHUSI.
Meponpusarusi 1o pe3ysibTaTaM INPOBEPKU HANIWYMSA U COCTOSHUS fen. [lopsimok cHsTHA C ydera
JOKYMEHTOB, HE HAWJJIEHHBIX B XO/I€ IIPOBEPKH.

BrisiBiieHHE TOKYMEHTOB C MOBPEKIACHUSIMH HOCUTeNel U TekcTa. CHITHE C yueTa HOBPEXKICHHbBIX
JOKYMEHTOB.

[pakTuyeckas padora Ne 14 OdopmiieHre akTa 1 JUCTa IPOBEPKH HAJIMYUS U COCTOSTHUS JIE1.

OK 1-7
IIK 2.4,2.6
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[pakTuueckas padora Ne 15 [lomroroBka mnpe3eHTAIMH HA OJHY U3 TEM:

«YTpaTa IOKyMEHTOB B apxuBax», «Camble JOporue JOKYMEHTHI MHUpPa» 2
«XHMILEHUs apXUBHBIX JTOKYMEHTOB.
IpakTuueckas padora Ne 16 OdopmiieHue kapTei-3amectutens aena. OdopmiieHUe A0KIaIHON ’
3aIMUCKH 110 YTpaTC JOKYMCHTOB.
CamocTosTe/IbHAA padoTa 5
Coaep:xxanne yueOHbIX 3aHATHI 12
Tema 2.8 Lenb co3panus ctpaxoBoro GpoHaa U GhoHIa MOJIH30BAHUS. 8
Coznanme crpaxoBoro (Qonaa Opranun3zaius padoT 0 MUKPOGHIEMUPOBAHUIO WJIN O POBBIBAHUIO JTOKYMEHTOB.
0c000 IIEHHBIX JOKYMEHTOB U THUIIOBOM TEXHOJIOIMYECKUH PETIAMEHT H3TOTOBJIEHHS CTPaXOBBIX KONHHA. YYer U XpaHEHue
(hoH1a TIOTH30BAHUA CTPaxOBbIX KOMHH 1 ()OH/IA TTONH30BAHHUA.
T'ocynapcTBeHHBIN peecTp YHUKaJIbHBIX JOKYMEHTOB, €ro Ha3HaueHue. Kpurepuu onpeneineHus
YHUKaJbHBIX JJOKyMeHTOB. CTpaxoBoe korupoBanue. LleHTp xpaHeHue ctpaxoBoro (GoHa.
OK 1-7
IpakTuueckas padora Ne 17 CocrapjieHue u 0pOpMICHHE CITUCKA IK 2.4,2.6
KOMITaHUH-TTPON3BOJIMTENECH TMPOMBIINIICHHBIX CKaHEpOB, ISl OMU(POBBIBAHHS APXHBHBIX 2
JIOKYMEHTOB (HE MEHEE ITSITH HANMCHOBAHHN ).
IIpakTuueckas padora Ne 18 Cocrarienue u opopMICHHE JOKIIaTHOM
3aACKH O HEOOXOIMMOCTH MPHOOPETEHUsT COBPEMEHHOI0 00OpYAOBAaHUS IS OIU(POBBIBAHUS 2
JIOKYMEHTOB C H3JI0)KEHHEM BCeX ()aKTOB M apTyMEHTOB.
CamocTosiTesIbHAsI padoTa 5
Pazpnen 2.3 Ilpo0JieMa COXpaHHOCTH apXUBHBIX IOKYMEHTOB HA COBPEMEHHOM 3Talle U UX pelleHue
Conep:xxanue yaeOHbIX 3aHATHH 7
[TonsiTre ¥ BUIBI TEXHOTPOHHBIX apXHUBOB. BemyIiiie TEXHOTPOHHBIE APXUBBL 5
T 59 [opsimok xpaHeHHs] TOKYMEHTOB B TEXHOTPOHHBIX apXUBaX. OK 1-7
Oil(\)/[geH.HOCTI/I XpaHCHHS JIOKYMCHTOB IpakTuyeckas padora Ne 19 HpoaHaiH/BI/IpOBaTL calT apxuBa I. MOCKBBI M IMOJITOTOBHUTH 5 IIK 2.4,2.6
B TEXHOTPOHHBIX APXHBAX OTYET 10 XPaHEHUIO HAYYHO-TEXHHUUECKOW JJOKYMEHTAIIUN
CamocTosiTebHas padoTa 5
Coaep:xxanne y4eOHbIX 3aHATHI 14
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[opsimok NpUHSATHS >IEKTPOHHBIX TOKYMEHTOB B apxuB. OOecrieueHne

¢usnueckoii  COXpaHHOCTH  (aliJIoB € DJIGKTPOHHBIMH  JOKyMEHTaMH; oOecredeHne OK 1-7
YCIOBUU JJsl CUMTHIBaHWS WH(OpMAlMM B JOJTOBPEMEHHOHW TIEPCIEKTHBE; OOecreueHne 6 IIK 2.4,2.6
Tena 2.10 YCIIOBUH TSI BOCIIPOM3BENCHHS AJIEKTPOHHBIX JOKYMEHTOB.
Ocobenrocty j‘paHeHHH AOKYMCHTOB | TTpakTuyeckass pa6ora Ne 21 IToaroToBka cOOOIIEHME Ha OJHY M3 MEPEUHCIEHHBIX TEM:
B OIICKTPOHHOI (popme «[IpobaeMbl apXUBHOTO XpaHEHHUsl 3JIEKTPOHHBIX JIOKYMEHTOB B OpTaHU3aIlMny», «3apyOeKHBIN 4
OIIBIT OpraHrU3alllu APXUBHOI'O XPAHCHUA 3JICKTPOHHBIX JOKYMCHTOB)).
MpakTuueckas padora Ne 22 CocraBineHue ¥ odopmieHHe cxeMbl: «MeTombl CO37aHHs ’
AJIEKTPOHHOTO apXUBay, «ITAITbl IOATOTOBKU W CO3/IaHUS apXHUBA OPTaHU3AIUN.
CamocTosiTeqibHAsE padoTa 5
Conep:xanne y4eOHBIX 3aHATHI
Poccuiickne n MexayHapOIHBIE TIPOrPaMMbl M MPOEKTHI 10 COXPAHEHHIO MHPOBOT'O ITUGPOBOTO
HacJIenus 4
Tewa 2.11 . IpakTuyeckas padora Ne 23 [Iposenenue noucka B MaTepHeT 1 OK 1-7
byAytuee apXHBHBIX yipexkICHHH odopmileHre oT4eTa O Hambollee MHTEpECHBIX caiitax (2—3) mo Temawm: 1K' 2.4,2.6
B Poccuu u 3a pyoesxom N 3
«MexayHnapoassiii  coBer apxuBoB (MCA) — mnpodeccHoHanbHAs OpraHd3alis MHPOBOIO
aApXHBHOT'O COOOIIIECTBAY.
CamocTosiTesibHAsI padoTa 4
udbepeHupoBaHHbIN 3a4eT 2
Bcero no Pazneny 2 175
Yueonasn npaktuka nyI1.02
Buabi padort:
OdopmiieHre TOKyMEHTAIIUH ¢ COONFOIEHNEM eqHBIX TpeOoBaHmii 1 paBui B coorBerctBur ¢ 'OCT P 7.0.97-2016. HarmonansHbII
crarnapt Poccuiickoit @enepanun. CrcrtemMa cTaHAAPTOB M0 HHGOpMAIHK, ONOIHOTEYHOMY U U3JAaTeIbCKOMY nery. OpraHu3aioOHHO -
pacriopsanTeNbHAs JOKyMeHTauus. TpedoBaHus K 0(pOpMIICHUIO JOKYMEHTOB 26

PaboTHI ¢ TTONIOXKEHUEM 00 APXUBC OpraHu3alunu,

OdopmieHne peKBU3UTOB TOKYMEHTOB,
[IpoexTrpoBaHue OJIAHKOB JOKYMEHTOB,

CocraBieHue 1 0pOpMIIEHHE OTAEIBHBIX Pa3AeioB HOMEHKIATYPHI €.
DopmupoBaHue fen, OpOLIIOpOBKa JOKYMEHTOB B JieNa,
CocTtaBiieHN€ 3aroJI0BKOB, JOKYMEHTOB U JIEII.
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[TpoBeneHre SKCIEPTU3bI ICHHOCTH IOKYMEHTOB C UCIIOJIb30BAaHUEM MEPEUHS
OdopmiieHne JOKYMEHTOB 3KCIIEPTHON KOMHCCHH,

Pa0oThI 10 ONMUCAHUIO JOKYMEHTOB H €I,

CocraBieHue 1 0)OpMIICHHE OIKCH JIeJ MOCTOSIHHOT'O M BPEMEHHOTO XpaHEHHS,
CocraBiieHHEe CIIPAaBOYHOIO aIlIapaTa ONUCH,

CocraBiieHHe YIETHBIX JOKYMEHTOB apX1Ba,

Pabora 1o cocTaBJIEHHIO TJOKYMEHTOB ITpH MPUEME U Niepeaayde JOKYMEHTOB B apXHB
JIOKyMEHTHPOBaHHUE MTPOLIEIYPbI TPOBEICHHUS IPOBEPKH HAJIMYHS M COCTOSHUSI JOKYMEHTOB H JICIIP
PaboTh! Mo obecriedeHu 0 PUINKO-XUMHUECKOH COXPaHHOCTH JJOKYMEHTOB,
CocraBiieHHE OTBETOB Ha 3aIIpOChl IPaK/IaH,

PaboThI 110 BHISIBJICHUIO HAPYIICHUST PSKUMa XPaHEHHsI JOKYMEHTOB,

PaGoTel TIO BBIABICHUIO HApYIICHUH B

MeToauke W O(QOpMJICHHM  BBIAAYH
JIOKYMEHTOB apXH1Ba.

IIpousBoacTeenHas npaktuka I111.02

Buasi pador:

3HaKOMCTBO C JIOKAJIbHOM HOpMaTHBHO-TIpaBoBoi Oa3oii (JIHB) opranusanuu/yapex aeHus.

Omnpenenenne CTPYKTYpBI PEIIPUSATHSI, OPraHU3AINN apPXUBHOTO (DOH/Ia. 3HAKOMCTBO C apXUBHBIM 00ECTICYCHHEM MPEIIPUSITHS.
Cucremarnzanus JOKyMEHTOB TEKYILIEro apxuBa. Pacnpenenenre JOKYMEHTOB B Jiefa.

Onpenenenue cocTaBa JIOKYMEHTOB. Wzyuenune opsiaKa KOMITJIEKTOBaHHS apxuBa
OpTaHU3AIHN/ YIPEK ICHHISL.

N3ydenne NOKyMEHTOB B LIENX OMpeesieHIs] CPOKOB XpaHEHHS TOKYMEHTOB U 0TOOpa UX Ha ITOCTOSTHHOE XPaHEHHE.

VYyactre B MpOBEAEHNH IKCTIIEPTH3BI IIEHHOCTH JOKyMEeHTOB. OopMIileHre pe3yIbTaTOB SKCIIEPTHU3EI IIEHHOCTH JOKYMEHTOB. 108
[Tonroroska men k apxuBHOMY XpaHeHHt0. O opMIIEHHE OMVICH JIENT OPTaHU3AINH.

Nzydenune anroputMa nepenavyn TOKYMEHTOB Ha apXHBHOE XpaHEHHE.

CocraBnenue orpeneaeHHbIX HHPOPMAITMOHHBIX JOKYMEHTOB.

Hcnonp3oBanne apXMBHBIX JOKYMEHTOB (MCIIONHEHWE 3alpoCOB, OOCIY)KHBAaHHE IIONG30BATEIE B UHTAIHLHOM 3ale).

Odopmiienne apXuBHBIX CIIPABOK, BHIITHCOK, KOITHH.

Temaruueckast mogOOpKa KOMMM JOKYMEHTOB AJIsl ITOArOTOBKM MH()OPMAaLMOHHBIX MEPOIPUSTHI: BHICTABOK, KOH(epeHInH
3anonHeHne OJaHKOB YYETHBIX JOKYMEHTOB apXuBa MPEANPUATHS.

3anoiHEHNe OTYETHON M TEXHUYECKON TOKYMEHTallUH.

MaxkcumaiibHas yueOHasi Harpy3ka odyyaromuxcsi [IM 02 593
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3.  VCJOBHUS PEAJM3BALIIMA ITPOTPAMMBI MPO®ECCHOHAJIBLHOIO
MOJY.JISA

3.1. TpebGoBanus K MUHHMAJIbHOMY MATePHAIbHO-TEXHHYECKOMY 00ecTeYeHn 0
Peanu3zamust mporpaMMbl  TTPO(ECCHOHATBLHOTO MOJYJIS MPEINojiaracT HaJMdue y4eOHBIX
KaOUHETOB:

M/IK.02.01. Opranu3auusi ¥ HOpMAaTHBHO - IPABOBbIE OCHOBBI APXUBHOIO JIeJIa

MHoro¢pyHKIMOHAIbHBII KAOMHET

Ob6opynoBanue:

nepcoHanbHbIi KoMibloTep (PKK MOHUTOD, ccTeMHBIN 00K, KJIaBHaTypa, MbBIIIKA) UMEIOIINM
BbIX0J B IHTEpHET; BeO-Kamepa; TelaeBU30p; yueOHO-HarIsIIHbIe ocoOus (TU1akaThl); MapKepHas J0CKa ;
yueOHast MeOenb (CTOJI U CTYJI IIPETo1aBaTelis, MapThl, CTYbs, IIKad).

M/K.02.02. O6ecnieyeHue COXpAHHOCTH IOKYMEHTOB
KaOuner apxuBoBeaeHust
O6opynoBaHue:
MEepPCOHAIBHBIA KOMIIbIOTEp (HOYTOYK) MMM BbIXoJ B VHTepHeT; TeneBu30p;
MapKepHas J0CKa; ydeOHas MeOenb (CTOJM W CTYN TpEenojaBaTelisi, MapThl, CTYJbs, MIKad, CTEIIax
METaJUTMIECKHUI ).

Peanuzanus nmporpammbl NMpo¢eCCHOHANIBHOIO MOJIYNS MPEArnoyaraeT 00s3aTeNbHYI0 Y4eOHYIO
MPaKTUKy, a TakkKe MPOM3BOJCTBEHHYI0 MPAKTHKY, KOTOPYIO PpEKOMEHAYeTCsl MpPOBOAUTH
KOHIICHTPUPOBAHHO.

VIIL.02. YyeOHasi NpaKTHKA
JlaGopaTropusi JOKyMeHTOBEeIeHUsI
O6opynoBaHue:
nepcoHanbHble koMnbioTepsl (KK MOHUTOp, crcTeMHBbI 070K, KiIaBUaTypa, MBIIIKA) UMEIOIINe
BbIX01 B IHTEepHET; TenedoHHbIi anmapat; MAOY; Mebenb: CTOJbI, Kpeciia U CTY/Ibs, MKagbl.

IIpousBoacrBennas npakruka I1I1.02
[IpousBoicTBEHHAsT MpPaKTUKAa MPOBOAMUTCS B OPraHU3AMIX M YUPESKICHHUSIX Pa3IUYHBIX (hopm
COOCTBEHHOCTH, HAIpaBIIEHUE JESITENbHOCTH KOTOPBIX COOTBETCTBYET MPOQUII0 MOJTOTOBKH
o0yyaronmxcs B COOTBETCTBUE C 3aKIIOYEHHBIM JOTOBOPOM

3.2. UudopmanuoHHoe odecnieyeHue 00y4eHust
Ilepeyens pexoMeHayemMbIX Y4eOHBbIX H3AaHMi, HHTepHeT-pecypcoB, NONOJHUTEIbHOM
JINTEPaTyphbl

HopmaTuBHBIE JOKYMEHTBI
1 ®enepanbHblil 3akoH: O6 apxuBHOM Jnene B Poccuiickoit deneparnun. YTBepxkaeH
VYkazom [Ipesunenta PO ot 22 oktsa6pst 2004 r. Ne 125-D3. //Poccuiickas razera. — 2004. — 27 mapta.

2. "TOCT P 7.0.8-2013. Hanuonansusiii cranaapt Poccuiickoii ®enepanuu. Cucrema
CTaHJAapTOB MO MH(opMarmu, OUOIMOTEUHOMY W  H3JATENbCKOMY JAeny. Jlenompou3BOACTBO U
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apxuBHoe 1e7n0. Tepmunsl u onpenenenus” (yrB.IIpukazom Poccrannapra or 17.10.2013 Ne 1185c.

3. I'OCT 7.48-2002 CHUBUJ. KoncepBamms A0KyMeHTOB. OCHOBHBIE TEPMUHBI
U OTIpEeIeTICHHS.

4, I'OCT 7.50-2002. CUBU . Konceppauus nokymenToB. O6uue tpedoanus. [OCT P
33.505-2003. Enunslit Poccuiickuii ctpaxoBoii o nokymeHTanuu. [Iopsaaok co3qanus CTpaxoBOTO
(boHIa TOKYMEHTALIUY, SIBJISIOLICHCS HAIIMOHATIBHBIM HAayYHBIM, KYJIbTYPHBIM U HCTOPUYCCKUM
Haciaeauem. Jlara seenenns 01.01.2004.

5. [IpaBuita opranu3anuy XpaHeHMs, KOMIUIEKTOBAHUs, Y4€Ta U UCIIOJIb30BAaHUS TIOKYMEHTOB
ApxuBHoro @¢onga Poccuiickoii @®exnepanuu U JApYrux apxXUBHBIX JOKYMEHTOB B OpraHax
roCy/lapCTBEHHON BJIACTH, OpraHaX MECTHOTO CaMOYIIpaBJiIeHUs U OpraHu3anusx (yTBEep:KJIeHbl IPUKA30M
MunkyneTypbl Poccun ot 31.03.2015 Ne 526).

6. [IpaBuna pabOTHI MOJB30BATENICH B YATAIBHBIX 3aJIaX TOCYIapCTBEHHBIX apxuBoB. M., 2003.

1. [IpumepHas HHCTPYKLMS 110 AETIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX
opranuzanus(yrBepkieHo npukazom deepanbHoro apxuBHoro areurctsa oT 11.04.2018 r. Ne 44),

8. [IpumepHoe monokeHHe 00 apxWBe oOpraHu3anu (YTBEP)KACHO MPHUKA30M
®enepanbHoro apxuBHoro areHTcTBa OT 11.04.2018 1. Ne 42).

Q. OcHoBHbIE ITpaBMiIa pabOTHl apXMBOB OpraHU3alluil 0100pEHBI PEIIEeHUEM KOJUIETHH
Pocapxusa ot 06.02.2002.

10. CroBapp BHJIOB U Pa3HOBUIHOCTEN COBPEMEHHOW YIPABICHYECKOW TOKYMEHTALUU -

denepanpbHoe OrKEeTHOE yupexkaeHue «Bcepoccuiickuii HaydHO-HCCIEIOBATEIBCKAA HHCTUTYT
TOoKyMeHToBeeHus U apxuBHOTo nenay (BHUMJIA), Mocksa — 2014.

11. Konctutymus Poccuiickoit ®enepanuu (MpuHATa BCEHAPOIAHBIM TOJIOCOBAaHHEM
12.12.1993) — cr. 68.

OcCHOBHBIE HICTOYHHMKHU:

1. AntyxoBa, H. ®., Cucrembl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: ydeOHoe mocooue / H. O.
AntyxoBa, A. JI. /I3to6enko, B. B. Jlocera, 0. b. UeunkoB. — Mocksa: KnoPyc, 2021. — 201 c. —
ISBN 978-5-406-02705-9. — Texkct: anekrponnsii // URL: ttps://book.ru/book/936560 (mara
obpamenus: 10.08.2023).

2. Opranuzauuss apxuBHOW U CIPaBOYHO-MH(OPMAIMOHHOM pabOTHl MO JIOKyMEHTaM
opranm3anuu [TekcT]: y4eOHHMK Ui UCHOJB30BaHHSA B YueOHOM IIpolecce 00pa30BaTEIbHBIX
YUPSKICHUM, peaM3yIONMX MPOrpaMMbl  CpeAHero mnpodecCHOHaIbHOrOo  o0Opa3oBaHUS IO
cnenuanbHocTH "J[oKyMeHTallmOHHOE o0ecrieueHue ynpaBieHus: U apxuBoBenaeHue»: [B 2 4.] / [bBypoa
E. M., Xopxopauna T. W.]; nox pea. E. M. bypoBoii. — 3-e u3a. crep. — Mocksa: Axagemusi, 2019.
(ITpodeccuonansHoe oOpazoBanue. I[Ipodeccuonanvubiii momyne). Y. 1. — 2019. — 336 c. ISBN
n3gauust: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

3. Opranuzanus apxuBHOW U  CIPaBOYHO-MH(DOPMAIMOHHOW pabOTHl MO JOKYMEHTaM
opranm3anuu [TekcT]: y4eOHHMK [UIs UCHONB30BaHHA B YueOHOM IIpolecce 00pa30BaTENbHBIX
YUPSKICHUHM, pealM3yloUuX MpOrpaMMbl  CpeAHEero Mpo¢eCcCHOHANBHOTO  OOpa3oBaHHs IO
CHenHranbHOCTH «/[oKyMeHTarmoHHOe oOecrieueHne yrpaBieHus U apxuBoBeaeHue»: [B 2 4.] / [bBypoa
E. M., Xopxopauna T. WU.]; mox pen. E. M. BypoBoii. — 3-e u3za. crep. — Mocksa: Akaaemus, 2019. —
(ITpodeccuonansuoe obpazoBanue. Ilpodeccnonansusiit moayns). Y. 2 / [E. M. Byposa, A. IIL
Adanacwena, E. B. AnekceeBa, A. E. Poquonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7.
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2. lonoTHUTEIbHbIE HCTOYHUKHU

1. O6 apxuBHOM zene B Poccuiickoit @enepanun: @eaepanbubiii 3ak0H 0T 22.10.2004 Ne N 125-D3
(c M3MEHEHHSIMHU | JIOTIOJTHCHUSIMH). — TeKCT: 31eKTpOHHBIN // ["apaHT: cipaBOYHO-TIPaBOBasi CUCTEMA:
caiit. —URL: https://base.garant.ru/12137300/ (nata oopamenus: 11.08.2023).

2. O6 unpopmanuu, HHPOPMAITMOHHBIX TEXHOJOTHSIX W O 3ammre uHopmanuu: DenepanbHBIN
3akoH oT 27.07.2006 N 149-®3» (¢ u3MEHEHHUSIMH U JIOTIOJHEHUAMH). — TeKCT: 37eKTpoHHkIH // ['apaHT:
cnpaBouyHO-TipaBoBast cucrema: caidt. —URL: https://base.garant.ru/12148555/ (mata oOpamieHus:
11.08.2023).

3. OO yTBep)KICHHH TPABWIJI OpPTaHU3AIMK XPAHEHUS, KOMIUICKTOBAHUS, y4e€Ta M UCIIOJIb30BaHUS
nokyMeHToB ApxuBHoro (onaa Poccuiickoit denepaninu u Apyrux apXuBHbIX

JOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BIIACTH, OpraHax MECTHOTO CaMOYIpAaBJICHUS U
opranuszanusax: npuka3 MunkynasTypsl Poccun ot 31.03.2015 N 526. — Tekct: anekrponHsiit. // ['apaHT:
crpaBoYHO-TIpaBoBasi cuctema: cait. — URL: https://base.garant.ru/71183090/ (mara oOpareHus:
11.08.2023).

4. O06 yrBepxkaeHuu [IpaBui opraHu3anuy XpaHEHUs, KOMIUICKTOBAHMS, YI€Ta W UCTIOJIb30BaAHUS
HAyYHO-TEXHHUYECKOW JIOKYMEHTAllMd B OpraHax TOCYJapCTBEHHOH BJIACTH, OpraHaXx MECTHOTO
CaMOYTIPaBJICHUs, TOCYJApPCTBCHHBIX W MYHHIHIIAIBHBIX OpraHu3alusx: mpuka3 PocapxuBa oT
09.12.2020 Ne 155 — Tekct: anektpoHHbldi. // denepasbHOEe apXUBHOE areHTcTBO: calT. - URL:
https://archives.gov.ru/documents/prik155 2020.shtml (nata o6pamenus: 11.08.2023).

5. O0 yrBepxacHun [lepedHs TUTIOBBIX YIPABICHYSCKUX apXUBHBIX IOKYMEHTOB, 00pa3yrOMnXCs B
MpoLecce JEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIpaBJICHUS H
OpraHM3aiyii, ¢ YyKa3aHuEM CpPOKOB UX XpaHeHus: npuka3z PocapxuBa ot 20.12.2019 N 236
(3apeructpupoBano B Muntocte Poccun 06.02.2020 N 57449) — Tekcr: anektpoHHbIi. // KoHCynbTaHT-
[Tmroc: CrnpaBoyHO-TIpaBOBast cucrema. — URL:
https://www.consultant.ru/document/cons doc LAW 345020/(nata obpamenus: 11.08.2023).

6. 'OCT 7.0.97 — 2016. HattmonaneHueiii ctangapTt Poccutickoit @eneparuu. Cucrema cTaHIapToB
no wuHpopmanuu, OUOIMOTEUHOMY M H3JAATENbCKOMY Jeny. OpraHuzaluoOHHO-pacHOpSIUTENbHAS
nokymeHTarus. TpeboBanus k odopmieHuio nokymeHToB: yTB. IIpukazom Poccranmapra P® ot
08.12.2016 Ne 2004-cT — Texkct: anektponnslii. / KorncynsranT-Ilntoc: CipaBouHO-TIpaBoBasi CHCTEMA.
— https://www.consultant.ru/document/cons_doc LAW 216461/ (nata obparenus: 11.08.2023).

denepanpbHOE apXUBHOE areHTCTBO: caT. — Mocksa, 2009. — URL: http://www.archives.ru (mara
oopamenus: 11.08.2023). Ilopranm ApxuBbel Poccum: caiit. — Mocksa, 2001. — URL:
http://www.rusarchives.ru/ (gara ooparmenus: 11.08.2023)

3.3. O6uue TpedoBaHMA K OPraHU3alUu 00pPa30BaTeIbLHOIO NpoLecca
OO0si3aTeNbHBIM ~ YCIIOBUEM  JIOMyCKAa K TMPOM3BOJCTBEHHOW TMPAKTHKE B paMKax
podecCHOHATBEHOTO MOYJIS SIBISIETCSI OCBOCHHE YUeOHOM MPaKTUKH.

3.4. KaapoBoe obecneyeHune 06pa3oBaTe/ibHOr0 Mpouecca
TpeboBanus k KBaTM(pHUKAIMU MEJArOTUYECKUX KaJpOB, 00eCreunBarOmuX 00yueHue 1o
MEeXAUCIUITHHAPHOMY KYypCy: MeAaroruueckrue Kajapbl, UMEIOIINe BhIiciiee MpodecCHOHaTbHOe
oOpa3oBaHue, COOTBETCTBYIOIIEE TPO(UITIO IPET01aBaeMOT0 MO TYyJIS.
[IpenogaBaTenu MEXIUCHUIUIMHAPHBIX KYPCOB JOJDKHBI TMPOXOAWUTH CTaXXHUPOBKY B
MpOoQHUIBLHBIX OPTAaHU3ANUIX HE peXke OJHOTO pas3a B 3 roja.
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
MPO®ECCHUOHAJIBHOIO MOJY.JIS1 (BUJA JESITEJILHOCTH)

PesyabTarsl
(ocBOEHHBIE
npogeccuoHaNbHbIE
KOMIIETEeHIINH)

OcHOBHBIE
MoKa3aTeu
pe3yJibTaTOB
MOAr0TOBKH

(I)OpMI)I U ME€TOAbI KOHTPOJISA

[IK 2.1. ®opmupoBaTh
aena.

- popmupoBanue nema.

—  YCTHBI{ OIIPOC

—  TECTUpPOBAHUE,

—  OlLIEHKa BBITIOJTHEHUS
npaktuaeckux padot NeNel-25; NoNel-23
no MJIK.02.01, MIK.02.02.

—  OlLIEHKa BBITIOJTHEHUS
BHEAYIMTOPHOM CaMOCTOSITEIIbHON
paboThl

—  HaOJIIOIEHWE M OIlEHKA AeHCTBUI
Ha y4eOHo# npaktuke YI1.02

—  OIICHKA BHITIOJIHEHHBIX paboT Ha
yuebHoit npaktuke YI1.02

—  OIIEHKa TBOPYECKOW M JEJIOBOM
AKTUBHOCTH MPH BBIMOJIHEHUU paboT Ha
yaeOHo# npaktuke YI1.02

—  OT3BIBBI C MECTa MPOXOXKICHUS
[1I1.02

—  KOMILJICKCHbBIE
g depeHIMPOBAHHBIC 3a4€ThI

[IK 2.2. ObecnieunBathb
OBICTPBIN TIOUCK
JTOKYMEHTOB 1o
HAYYHO-CIIPABOYHOMY
amrmapary
(kapToTeKaM)
OpraHu3aluy.

- IEMOHCTpalus HaBBIKOB I10

IIOUCKY HOOKYMCHTOB
KapTOTCKE.

10

—  YCTHBIN OIpoC

—  TEeCTUpPOBaHUE,

—  OILICHKA BBIMIOJHEHUS
npakTudeckux padboT NeNel-25; NoNel-23
no MJIK.02.01, M/IK.02.02.

—  OILICHKA BBITIOJHEHUS
BHEAYIUTOPHOM CaMOCTOSTEILHON
paboThI

—  HaOJIOIEHUE U OLlEHKA JEeUCTBUI
Ha yuyeOHol npakTuke YI1.02

—  OIICHKA BBIMIOJIHEHHBIX PaboT Ha
yueOHoil npaktuke YI1.02

—  OLIEHKA TBOPYECKOM U JEIOBOU
AKTUBHOCTH TIPH BHITIOJTHEHUU padoT Ha
yuebHoil npakTuke YI1.02

—  OT3BIBBI C MECTA IPOXOKICHUS
[111.02

—  KOMILJIEKCHBIE
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i hepeHIPOBaHHBIE 3aUEThI

[IK 2.3. Cucrematuzup
OBaTh M XPAaHUTh
JOKYMEHTBI TEKYILETO
apxuBa.

- BBITIOJTHCHHC
CUCTEMATU3all
JOKYMCHTOB OpraHHU3aluH,

- OCYIICCTBJIAATh HaIC)KHOC
XpaHCHHUEC JOKYMCHTOB.

—  YCTHBI{ OIIPOC

—  TECTUpPOBAHUE,

—  OLIEHKa BBITIOJTHEHHS
npakTtuaeckux padoT NeNel-25; NeNel-23
no M/IK.02.01, M/IK.02.02.

—  OIICHKa BBITIOJTHCHHS
BHEAYIUTOPHOM CaMOCTOSITEIIbHOM
paboThl

—  HaOJIOACHHE U OLEHKAa JeHCTBHM
Ha y4eOHo# npaktuke YI1.02

—  OIICHKA BBINIOJHEHHBIX paboT Ha
yuebHoit npaktuke YI1.02

—  OIIEHKa TBOPYECKOW W JEJIOBOU
AKTUBHOCTH TIPH BBITIOJIHEHUH PadOT Ha
yuebHoit npaktuke YI1.02

— OT3BIBBI C MecTa NPOXOXKICHUS
[111.02
KOMILJICKCHBIC g depeHITPOBaHHBIC
3a4eThbl

[IK 2.4. ObGecnieunBaTh
COXPaHHOCTh
MPOXOIAIICH
CITy>kKeOHOM
JIOKyMEHTAIIUH.

- o0ecrieunBaTh COXPaHHOCTh
JOKYMEHTAIINH.

—  YCTHBIW OTIpOC

—  TECTUpPOBaHUE,

—  OIICHKa BBITIOJTHEHUS
npakTndeckux pabot Nel-25; Nel-23 mo
MJIK.02.01, MIK.02.02.

—  OILIGHKa BBITIOJTHEHUS
BHEAyIMTOPHOM CaMOCTOSITEIIbHOM
paboThI

—  HaOJIIOIEHWE U OLIEHKA JEHCTBUI
Ha yuyeOHol npakTuke YI1.02

—  OILICHKa BBINOJHEHHBIX padoT Ha
yuebHoi npaktuke YI1.02

—  OLEHKa TBOPYECKOH M Jes0BOM
AKTUBHOCTH IIPH BBINOJIHEHUH PaboOT Ha
yueOHoil npaktuke YI1.02

—  OT3BIBBI C MECTa IPOXOXKICHUS
I1I1.02
KOMIUIEKCHBIE T depeHIpOBaHHbIE
3a4eThl
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IIK 2.5. T'oToBUTE H
repenaBaTh
JIOKYMEHTBI Ha
apXMBHOE XpaHEHUE.

- IEMOHCTpAaLXsl HaBbIKOB 10
IIOJATOTOBKE JOKYMEHTOB K
repeaade B apxuBs;

- epeada  JIOKyMCHTOB B
apXuB.

—  YCTHBI{ OIIPOC

—  TECTUpPOBAHUE,

—  OLeHKa BBITIOJTHEHHS
npakTuaeckux padbot Nel-25; Nel-23 mo
M/IK.02.01, MIK.02.02.

—  OIICHKa BBITIOJTHCHHMS
BHEAYIUTOPHOM CaMOCTOSITEIIbHOM
paboTel

—  HaOIIOIeHWEe U OLIEHKA IEeHCTBUI
Ha y4eOHo# npaktuke YI1.02

—  OlIEHKa BBINOJIHEHHBIX paboT Ha
yuebHoit npaktuke YI1.02

—  OILIEHKa TBOPYECKOW M JEJIOBOM
AKTUBHOCTH TP BBINIOJIHEHUU paboT Ha
yuebHoit npaktuke YI1.02

— OT3BIBBI C MECTa IPOXOXKIACHHS
[1I1.02
KOMIUIEKCHBIE g depeHITpOBaHHBIC
3a4eThbl

[IK 2.6. ObecnieunBarh
COXPaHHOCTh
ApPXUBHBIX
JOKYMEHTOB B
OpraHH3aI1H.

- obecrieueHrne COXPaHHOCTU
JTOKYMEHTOB B apXHBE.

—  YCTHBIH OIIPOC

—  TECTUpPOBaHUE,

—  OIICHKa BBITIOJTHEHUS
npakTudeckux pabot Nel-25; Nel-23 mo
MJIK.02.01, MIK.02.02.

—  OILICHKa BBITIOJTHEHUS
BHEAyIMTOPHOM CaMOCTOSITEIIbHOM
paboThI

—  HaOJIIOIEHWE U OLIEHKA JEeHCTBUI
Ha yuyeOHo# npakTuke YI1.02

—  OlLIGHKa BBINOJIHEHHBIX paboT Ha
yuebHoil npakTuke YI1.02

—  OILIGHKa TBOPYECKOW U JeNOBOM
AKTUBHOCTH TP BBITIOJIHEHUU padoOT Ha
yuebHoi npaktuke YI1.02

— OT3BIBBI C MECTa IPOXOXKICHHS
[1I1.02
KOMILJIEKCHBIE T depeHIpOBaHHbIE
3a4eThl
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5. q)OpMBI U METOABbI KOHTPOJISI H OII€CHKU PE3YJIbTAaTOB oﬁyqem/m

PesyabTartsl OcHoBHbBIE nokazareyin | Dopmbl " MEeTO/bI
(ocBOEHHBIE o0ume | pe3yJbTAaTOB MOATOTOBKH KOHTPOJIsI

KOMIIeTEeHIIMH)

OK 1. Ilonumatre cymHocTh U |JlemoHCcTpauus  uHTepeca K | HaGmronenue

COLIMAIBHYI0 3HAYMMOCTh CBOEH |Oyaymieit mpodeccuu B mporecce | 3a AesiTelIbHOCTHIO
Oymymiei mpoeccu, MPOSIBISITE | TEOPETHIESCKOTO 00ydeHusi, | 00ydaromerocs B MpoIecce

K HEM YCTOMYMBBII UHTEpEC.

IIPOU3BOJICTBEHHOW U Yy4eOHOI
NIPaKTHKH,
O6ocHOBaHME  CYIIHOCTH U
COIIMAJILHOM 3HAYMMOCTH CBOEU
Oynyieit npodeccuu;
JlobpocoBecTHOE  BBITIOJTHEHUE
y4eOHBIX 00S3aHHOCTEH MpH

OCBOCHUS y4eOHOMI

nporpaMmmbl - MJIK.02.01,
MJIK.02.02., yueOHOH
MIPAKTUKU VII.02
WNHTrepnperanys

pe3yNbTaTOB HAOIIIOICHUIMA
3a JIeATEIbHOCTHIO

OCBOGHHMHU  TpodeccroHalbHON | 00ydarolerocs B rnpoiecce
JIeSITETbHOCTH OCBOEHUS y4eOHOM
nporpammel - MJIK.02.01,
MJIK.02.02., y4eOHOM
npaktuku Y11.02
OK 2. OpranuzoBbsIBaTh - 000CHOBaHHBI BBIOOP ® |AHaIU3 pE3yJbTaTOB
COOCTBEHHYIO JIESITENIbHOCTD, | IPUMEHEHHE METO/IOB U | BBITIOJIHEHUS
HCXOJ M3 IIEJIU U Croco0oB ee | crmocoOoB pemieHus: | MpaKTHYECKUX padoT.
JOCTUKEHHUS, OnpeeNieHHBIX | PO EeCCHOHATBHBIX
PYKOBOJIUTEIIEM. 3aJa4 B 00JacTH MOJEpPHHU3ALUU

alrrapaTHoro oOecneyeHus
BBIYHCIIUTEIILHOM TCXHUKU,

- TIpaBWJIbHAA
MOCJIEAOBATENLHOCTh
BBIIIOJTHEHUS NEUCTBUI Ha
71a00paTOPHBIX,

MpaKTHYECKUX  paboTax, BO
BpeMsi y4eOHOM TMpakTUK B

COOTBCTCTBUHU C HUHCTPYKLUAMU,
YKa3aHUuAMHU U T.II.

OK 3. AnanuzupoBath pabouyro
CUTYAIIMIO, OCYIIECTBIISATh
TEKYILIUH U UTOTOBBI KOHTPOJIb,
OLIEHKY M KOPPEKIIUIO
COOCTBEHHOI
HECTU OTBETCTBEHHOCTH 3a
pe3yNnbTaThl CBOEH pabOTHI.

ACATCIBHOCTH,

- JACMOHCTpanus CII0COOHOCTH
IIPUHHUMATh PCIICHUS B
CTAaHAAPTHBIX W HECTAHAAPTHBIX
CUTyallusX U HECTU 3a HUX
OTBC€TCTBCHHOCTD

- IIOJIHOTa HpeﬂCTaBHeHI/Iﬁ 3a
noCiacACTBUA HCKAYCCTBCHHO U
HCCBOCBPEMCHHO BBINIOJIHEHHOM

paboTsl

TectupoBanue
Habmronenue u
SKCIEpTHAs OIICHKA
3P PEKTUBHOCTH u
MIPaBUIBLHOCTH
camoaHanm3a
MPUHUMAEMBIX  pEIIeHUui
Ha MPAKTUYECKUX
3aHATHSX, B IIpoliecce

y4eOHOH MPaKTUKU
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OK 4. OcymecTBasiTh MOUCK
uHpopMauY,  HEOOXOIUMOI
TUIs 3P PEeKTUBHOTO
BBITIOJTHEHUS
npoeccHOHABHBIX 3a1a4

- IEMOHCTpALIMS IPUEMOB U

Croco0oB paboThI c
Pa3IUYHBIMU
UH(POPMAIIMOHHBIMU
UCTOYHUKAMU

(yuebnoM, CIIPaBOYHOM,
TEXHUYECKON  JUTepaTypoil)
JUISt 3 PeKTHBHOTO
BBITIOJTHECHHS

npodeccuoHanbHBIX 3a1a4

HaOmronenue u
OKCTIEPTHAsE OLIEHKa Ha
NPAaKTUYECKUX 3aHATHUSAX,
IIPY BBIOJIHEHUU DPAOOT
1o yueOHOM

MIPAKTHKE.

OK 5. Hcnonp3oBath
nH(OpPMaIMOHHO-
KOMMYHHKAIIHOHHBIC
TEXHOJIOTHH B
npodecCuoHaTbHOM
JESITETBHOCTH.

- JIeMOHCTpalMsl HaBBIKOB
noJiyueHus: HUHGQOpPMaLUU U3
JNEKTPOHHBIX YU€OHUKOB,
00yyarolux Mporpamm.

- JIeMOHCTpalMsl HaBBIKOB
HCIoab30BaHus IHTepHET
pecypcoB B Ipo(hecCUOHAIBHON
JIESATENBHOCTH.

Pe3ynbpTaThl BBHITOTHEHHS
3aJaHni
(mpencraBieHHAs
uH(popManus Ha
AIIEKTPOHHOM HOCHTEJIE).
HaoOmronenue u
OKCTIEPTHAsE OIIEHKa Ha

MIPAKTHICCKHX
3aHSATHSX, npu
BBITIOJTHEHUH paboT 1o
yaeOHOH

MIPAKTHKE.

OK 6. PaboTath B KOMaH/E,
3¢ dexTHBHO 00maThCs C
KOJUIETaMH, PYKOBOJICTBOM,
KIIMCHTaMHU.

-KOPPEKTHOE B3aMMOJICUCTBUE C
00yJarOIIMMHCH,
MIPETo/aBaTeIIIMA M MacTEPaMH B
X0J1e 00yUYCHUS;

-IIOJIHOTA ITOHMMAHHUSA TOIO, YTO
YCTEIIHOCTh U PE3yJIbTaTUBHOCTH
paboTHI 3aBUCUT OT
COTJIACOBAHHOCTH JCHCTBUM BCEX
YY4aCTHHUKOB KOMAaHIbI
paboTaroNuX;

Pe3ynbratel yuactus B
KOMaHTHBIX MEPOIPUATHUSX.

OK 7. MHcnonaHsare BOMHCKYIO
00s3aHHOCTh, B TOM YHCIE C
MIPUMEHEHHEM TMOJTy4YEeHHBIX
npodeCcCUOHANBHBIX 3HAHUH (J1J1s1
FOHOIIIEH).

Braaners ciocobamu
OCCKOH(MIUKTHOTO OOIICHUS U
CaMOperyJsIuu B
AKCTPEMATIbHBIX YCIOBUSIX
BOCHHBIX JECHCTBUIA,
Ype3BhIUAHHBIX CHUTYallHsIX H B
ITOBCEHCBHOM JIEITCIbHOCTU

MonenupoBaHue CUTYyaIHi,
HaAOIIOAECHUE U OLIEHKA
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