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1. TACHHOPT ITPOI'PAMMBI ITPO®PECCHUOHAJIBHOI'O MOAYJIA
Opranuzanus apXuBHOM M CIIPABOYHO-MH(OPMAIMOHHOI PadOThI 10 JOKYMEHTAM OPraHU3aluN

1.1 O0aacTb NpUMeHEeHUs! POrPaMMbI

[IporpaMMa mnpodeccMOHaNIbHOIO MOAYJS SBISETCS YacTbl0 MPOrpaMMbl OATOTOBKHU
crieuuanucToB cpeaHero 3BeHa B cooTBeTrcTBUM ¢ DPI'OC mo cmemmansHocT CIIO 46.02.01
JlokyMeHTalmoHHOE O0ecrieueHre YIIpaBIeHNs U apXUBOBEACHHUE.

[TporpamMma mpodeccuoHaIbHOTO MOIYJSI MOXET OBbITh HCIOJb30BaHa B JOMOJHUTEIHHOM
npodeccuoHaIbHOM 00pa30BaHUM (B MpOTrpaMMax TOBBIMICHHS KBATH()UKAINN U TEPENOArOTOBKH) U
npoecCHOHANBFHOM TMOATOTOBKE IO HAIpPaBJICHUAM TMOATOTOBKH, CIEHUATIBHOCTAM U pabodyum
npodeccusm CIIO, BxomsimuM B cocTaB ykpymHEeHHOH rpymmsl 46.00.00 Mcropus u apXxeosorust 1o
HampaBleHuio «['yMaHuUTapHble HAyKH» B YacTH OCBOCHHSI OCHOBHOTO BHJa MPOo(hecCHOHANBHOM
nestenpbHocTn  (BIIJ[): opranuzamust apXuBHOW U CIPaBOYHO-MH()OPMAIMOHHOW pabOTBI  TIO
JTOKYMEHTaM OpTraHM3allH U COOTBETCTBYIOMIMX MpodeccruoHanbHbix kommereHui (I1K):

IIK 2.1. YyacTBOBaTh B paboTe MO 3KCHEPTU3E LIEHHOCTH TOKYMEHTOB B COOTBETCTBHU C
JNEHCTBYIOIIMMHU 3aKOHOAATEIbHBIMU aKTaMU U HOPMATHBAMH.

[1K 2.2. Bectr paboTy B cucTeMax JIEKTPOHHOTO JJOKYMEHTOO00pOTA.

[1K 2.3. Pa3pabaTteiBaTh ¥ BECTH KIAacCU(PUKATOPHI, TaOEIW ¥ HWHBIE CIPABOYHUKUA TIO
JIOKYMEHTaM OpraHHU3aliH.

[1K 2.4. OGecnieunBaTh MPHEM U PallMOHAIBHOE pa3MEIIeHHE JOKYMEHTOB B apXuBe (B TOM
YHCJie JOKYMEHTOB I10 JINYHOMY COCTaBYy).

[1K 2.5. OGecnieunBaTh y4eT U COXpPaHHOCTh JOKYMEHTOB B apXHBE.

I1K 2.6. Opranu3oBbIBaTh UCIOIb30BAaHUE APXUBHBIX JTOKYMEHTOB B Hay4YHbBIX, CIIPABOYHBIX U
MPAKTUYECKHX IIEIISX.

[IK 2.7. OcymiecTBasTh OpraHU3allMOHHO-METOAMYECKOE PYKOBOJCTBO W KOHTPOJIb 32
paboToii apxrBa OpraHU3aIMH U 32 OpraHu3aluell JOKyMEHTOB B JIEIONPOU3BOICTBE.

[IporpamMma TpoheCCHOHATFHOTO MOMAYJS MOXET OBITh aJanTUpPOBaHA s OOydYeHUs
WHBAJIMJIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSMH 3/10POBBSI.

1.2. Heanm m 3aga4um npogecCHOHAIBHOIO MOAYJSI — TpeOOBaHMs K pe3yJbTaTaM OCBOCHHS
npogdeccuoHAIBLHOT0 MOYJIA
C nmenpl0 OBJIAACHUSA  YKa3aHHBIM  BHJIOM  NPO(ECCHOHAIBHOW  JESITEIbHOCTH U
COOTBETCTBYIOIIUMH TPO(PECCUOHATBHBIMU KOMIIETCHIIMSAMU OOydYaloluiics B XOAE€ OCBOCHUS
po(eCCUOHATIBHOTO MOYJIS JOJDKEH:
HMeThb NPAKTHYECKUIH ONbIT:
— OpraHM3alyy apXUBHOH M CIIPaBOYHO-WH(POPMALIMOHHOHN pabOTHI 10 TOKYMEHTaM OpTraHU3aIluH.
yMeThb:
— OpraHU30BbIBATH JCATEIHHOCTh apXUBA C yUETOM CTaTyca U NpoduiIst OpraHu3aluy;
— paboTath B cucTeMax 3JIEKTPOHHOTO TOKYMEHTO000pOTa;
— HCHOJb30BaTh B I€ATEIBHOCTU apX1UBa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTUH;
— TPUMEHATH COBPEMEHHbIE METOIMKH KOHCEPBALIMU U PECTABPALIUU APXUBHBIX JOKYMEHTOB.
3HATh:
— CcUCTeMy apXHBHOro ympaieHus B Poccuiickoit denepauun u opraHuzanuio ApXuBHOro (GoHzaa
Poccuiickoit ®enepanuu;
—  CHCTeMY XpaHEHUs M 00pabOTKH JOKYMEHTOB.

1.3. KoJun4yecTBo 4acoB Ha 0CBOCHHE NIPOrpPaMMbl PO ecCHOHAIBLHOI0 MOYJIS:
Bcero — 3054acoB, B TOM 4YHCIE:
—  MakcuMaibHas yyeOHas Harpy3ka oOyuaromierocs — 267 4acoB, BKIIOYAs:
—  00s3aTenbHON ayAuTOpHON yueOHOU Harpy3ku oOyuatorierocs — 178 4acos;
—  caMOCTOSTEIbHOI paboThl 00yyvaromerocs — 89 4acos;
—  IPOU3BOACTBEHHOM MPAKTHUKH (110 MPOPIIIO CIIEHUaTbHOCTH) — 38 4acos.



2. PE3YJIBTATBI OCBOEHUSA TIPO®ECCHUOHAJIBHOI'O MOAYJIA

Pe3ynbraToM OCBOEHHUS MporpamMmbl MPO(ECCHOHAIBHOTO MOJIYJSl SBJSIETCS OBJaJICHHUE
oOygaromuMucs BUAOM TmpodeccuoHanbHOU nesteabHocTH (BIIl) - Opranu3anusi apXuBHOH u
CIPaBOYHO-MHPOPMALMOHHOI  PadoThl MO [JOKYMEHTaM OpPraHu3alMy, B TOM YHUCIE
npodeccuonanbabMU (I1K) n 06mmmu (OK) kommneTeHusamu:

Kon HaunMeHoBaHue pe3yjibTaTa 00y4eHust

K 2.1 OcCy1IeCTBISTh SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBHH C JACHCTBYIOLIUMU
3aKOHOJATEJIbHBIMHU aKTaMU U HOPMATHBAMHU.

I1K 2.2 BecTu paboTy B cucTeMax dJIeKTPOHHOTO JOKYMEHTO000pOTa.

IIK 2.3 PazpabaTbiBaTh 1 BeCTH KJIaCCH(PUKATOPHI, TAOCIH U IpyrHe CIPABOYHUKH 110
JOKYMEHTaM OpraHU3alHH.

IIK 2.4 ObecneunBaTh MPUEM U PAIIIOHAIIBHOE Pa3MEILICHUE JOKYMEHTOB B apXUBE (B TOM
quciIe JOKYMEHTOB I10 JINYHOMY COCTaBYy).

IIK 2.5 OObecneunBaTh YU€T M COXPAHHOCTh JIOKYMEHTOB B apXHBE.

I1IK 2.6 OpraHu30BbIBaTh UCIOJIb30BAHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX U
IPAKTUYECKHX IIEeJISX.

I1K 2.7 Ocy1iecTBISTh OpraHU3aMOHHO-METOANYECKOE PYKOBOJCTBO U KOHTPOJIb 32 paboTOM
apXuBa OpraHU3alllM U 32 OpraHu3alueil JOKyMEHTOB B AEJIONPON3BOACTBE.

OK 1 [ToHHMAaTh CYIIHOCTh M COLMANBHYIO 3HAUUMOCTh cBOel Oyymieit npogeccun,
IIPOSIBJISITh K HEW YCTOWUYMBBIN MHTEPEC.

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JIEATEIBHOCTD, OMPEACISATh METOIbI M CITIOCOObI
BBINOJIHEHUSI TPO()EeCCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh M KAYECTBO.

OK3 Pemate npo0ieMbl, OLIEHUBATh PUCKH U IPUHUMATh PELICHUS B HECTAaHIAPTHBIX
CUTYyalMsIX.

OK 4 Ocy1iecTBIATh NOUCK, aHAJIHU3 U OLIEHKY MH(OpMaIiK, He0OX0IMMON ISl IIOCTAHOBKHU U
peueHust mpoeCCHOHAIBHBIX 3a/1a4, IPOPECCUOHATBHOTO M JIMYHOCTHOTO Pa3BUTHSI.

OK 5 Hcnonp3oBaTh HHGPOPMaLIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH JUISI
COBEPILIECHCTBOBAHMsI MPO(ECCHOHAIBHON 1EATEIbHOCTH.

OK 6 PaboTath B KOJIJIGKTHBE U KOMaH/E, 00ECIIeYNBAaTh €€ CIUI0YeHnE, 3 (HEKTUBHO
00I11aThCsl ¢ KOJIJIeraMH, PyKOBOJCTBOM, IOTPEOUTENISIMHU.

OK 7 CraBUTb 1IEJIH, MOTUBUPOBAThH JEATEIBHOCTh MOJYUHEHHBIX, OPTaHU30BbIBATh U

KOHTPOJIMPOBATh UX pabOTy C MPUHATHEM Ha ce0sl OTBETCTBEHHOCTH 3a PE3yJIbTaT
BBIIIOJIHEHUS 3aJaHUN.

OK 8 CamocCTOATeNbHO ONPEeACATh 3a/1a4l IPOPECCUOHATBHOTO M TMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCs caM000pa30BaHUEM, OCO3HAHHO TIAHMPOBATH MOBBINICHHE KBATU(HUKAIHH.
OK9 BbITh TOTOBBIM K CMEHE TEXHOJIOTUH B MPO(EeCCHOHAIBHOM AESITEIbHOCTH.




3. CTPYKTYPA U COAEP KAHUE YYEBHOI'O MATEPUAJIA TPO®ECCHUOHAJIBHOI'O MOAYJIA

3.1. Temaruyeckuii njiaH nNpogeccCuoHAJILHOr0 MOIYJIs
< O0bem BpeMeHH, OTBe/ICHHbIN HA OCBOEHHeE
= MEKIMCUUILIHHAPHOI0 Kypca (KypcoB) TpakTika
[
~ CamocrosiTesibHA
o 5 o O0s13aTesIbHAsI Ay TUTOPHAS YUeOHas s DaBoTa
S Harpy3ka o0y4aronierocs p
Koabt HaumeHoBanust = 5 = o0yuamwierocsi IIpou3BoacTBeHHAA
2
npqu:)e;:rclI:;)::l.}:;;ux pa3neiios n[;;:)(ge;c:lonanbnoro o % a ; B T.Y. BT.4., BT, [YueGHas, (mo mpodutro
y g 2B JabopaTopHbIe KypcoBas Kypcosas | 9acos CIeNNaJIbHOCTH),
® > =| Bcero, padoTHI 1 Bcero, 4acoB
5] padora padora
Z 4yacoB | NMpPaKTH4YeCKHe 4yacos
< AAHSITHS (mpoekr), (mpoekr),
£ ’ 4acoB 4acoB
4yacoB
1 2 3 4 5 6 7 8 9 10
IIK2.1 - TIK2.7, M/K 01.Opranuzanus u
OK1-0OK?9 HOPMAaTUBHO-TIPaBOBbBIE 75 50 24 25
OCHOBBI apXHMBHOT'O JIeia
[K2.1 - [1K2.7, MJK 02. IN'ocynapcTBeHHBIE,
OK1-0K9 MYHULUIIAJIBHBIE ADXUBBI U 72 48 24 24
apXMBbl OpraHu3almil
I1K2.1 - T1K2.7, MJIK 03. MeToauka u
OK1 - OK9 MPaKTUKa apXUBOBEJCHUS 72 48 4 20 24
IMK2.1 - TIK 2.7, MJIK 04. OGecncuecHue 48 32 3 16
OK1 - OK9 COXPAHHOCTHU JOKYMEHTOB
[11102.01. ITpousBoacTBeHHAs 38 36 38
MIPaKTHKA
Bcero: | 305 214 60 20 89 38




3.2. Conep:xaHue yueOHOro MaTepuaJia 00yueHus no npogeccuonajabHomy moay.aro (IIM)

HaunmeHnoBanue
pasesoB
npogeccnonanbHoro | Coaep:kanue yueOHOro Matepuasa yueOHOro MaTepuasa, jaboparopHblie padoTsl M npakTnyeckne | O0bem | YpoBeHb
monyJas (IIM), 3aHSATHSA, CAMOCTOSITeJIbHAs padoTa 00y4ammxcs, KypcoBasi padbora (IIpoeKT) 4YacoB | OCBOEHMS
MEKIHCIUIITTHHAPHBIX
kypcoB (M/IK) u Tem
1 2 3 4
IIM 1. Opranusanysi ¥ HOpMAaTHBHO-IIPABOBbIC OCHOBbI APXHBHOIO J1eJIa 305
MJIK 02.01. Opranu3anusi ¥ HOpPMAaTHBHO-TIPABOBbIE OCHOBBI APXMBHOIO JeJ1a 75
Tema 1.1. Coaeprxanue yueOHOro MaTepuaJia
Bsenenue 1 | [lousiTust 06 apXMBHOM IPaBE U APXMBHOM 3aKOHO/IATEIILCTBE.
2 | OOBeKT U peaMeT apXUBHOTO npaBa. Popmbl (MICTOYHUKH) npaBa. [IpaBoBBIE aKTHI: CHCTEMA U BHUJIBI. 2 1
3 | IlpaBoBble 3THUECKHE HOPMBI apXUBHOTO JIENa: UX B3aUMOJICHCTBUSI.
4 | O630p UCTOUHUKOB M JIUTEPATYPHI IO KypCy.
Tema 1.2. Coaepxanue yueOHOro MaTepuaJa
CraHoBieHne 1 | CoBpeMeHHbIE 3aKOHOJATENbHBIE aKThI 10 apXUBHOMY 1eny Poccuiickoit ®enepanuy. 4
OTE€YECTBECHHOI'O ) B3anMocBs3p apXUBHOTO 3aKOHOJATEIBCTBA C HOPMATUBHBIMU aKTaMU CMEKHBIX OTPACIICH, 3
apXUBHOI'0 YrosoBHbIM U ['paxaanckuM kojnekcamu Poccuiickont @enepanuu.
3aKOHOJATCIHCTBA IHpakTHYecKue 3aHATHS
1 B3anMocCBsI3b apXMBHOTO 3aKOHOIATENILCTBA ¢ HOPMATUBHO-IIPABOBBIMU aKTaMH B 00JIaCTH 6
JIOKYMEHTALMOHHOI0 00eCeueHH sl yIpaBJIECHUs
2 | CoBpeMeHHOE apXMBHOE 3aKOHOAATENLCTBO Poccun
Tema 1.3. Coaep:xaHue y4eOHOro MaTepuaJia
[IpaBoBBIE OCHOBBI 1 [Tpobnembl KiaccupUKaIK, KOMIIEKTOBAHHS, SKCIIEPTH3bI IEHHOCTH JOKYMEHTOB B paMKax 3
OpraHu3aluu COBPEMEHHOI'0 apXMBHOI'0 3aKOHOAATEIBCTBA M 3aKOHOJATEIbCTBA CMEKHBIX OTPACIIEH.
JOKYMCHTOB 2 | ®opmbl COOCTBEHHOCTH Ha apXUBHBIE JOKYMEHTBI 4
ApxuBHOTO (hoHza 3 | ®opmbl XpaHEHUSI TOKYMEHTOB B COOTBETCTBUU C COBPEMEHHBIM apXUBHBIM 3aKOHOAATEIBCTBOM. )
Poccniickoi 4 | MpaBoBas 6asa rocy1apcTBEHHOrO LEHTPATH30BAHHOIO Y4ETa IOKYMEHTOB APXHBHOTO (OHIa
Dezepanuu Poccuiickoit deneparumn.
IIpakTHyeckune 3aHATHSA
1 | IlpaBoBble OCHOBBI OpraHMU3alMK JOKYMEHTOB ApxuBHOro gonaa Poccuiickoit ®@enepaunu 6

HpaBOBbIe OCHOBBI XpaHCHU, KOMIIJICKTOBAHHUA U yqéTa APXUBHBIX JOKYMCHTOB B OpraHU3aludgX U
APXUBHBIX YUPCIKICHHUAX




Tema 1.4.

Coaepxanue yueOHOro MaTepuaJa

IIpaBoBoe 1 | IIpaBoBbIe OCHOBBI IOCTYIA K PETPOCHEKTUBHOMN TOKYMEHTHON MH(OpMAIUH.
perynupoBaHue 2 | ApxuB u TaiiHa TMYHOU ku3HU. [lepcoHabHBIE TaHHBIE.
UCII0JIb30BaHUsA 3 | HouATus 0 KOHPHUIESHIMATILHOM, CTyKeOHOH M KOMMEPUYECKOH TalHe.
AOKYMCHTOB 1 4 | CBeneHus, OTHOCAIIMECS U HE SBJISIONIMECS KOMMEPUYECKOW TallHOM.
uH}OpMALHH 5 | PaccekpeunBaHne apXUBHBIX JTOKYMEHTOB.
IIpakTHyeckune 3aHATHSA
1 [TpaBoBOE peryanpoBaHre UCTIOIb30BaHUS APXUBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX U
MYHHULMNAIbHBIX apXUBaxX
2 | IIpaBoBO€ peryaupoBaHuE HCIOIb30BAHNs APXUBHBIX TOKYMEHTOB B apXUBAX OpraHu3anui
3 3akoHozaarenbHble akThl Poccuiickoit denepannu, periiaMeHTUPYIOLIME BOIIPOCH! BBO3a, BBIBO3A,
oOMeHa, BO3BpaTa apXUBHBIX IOKYMEHTOB
4 | IIpaBoBbIe OCHOBBI JOCTYIIA K PETPOCIIEKTUBHON JOKYMEHTHOU MH(POpPMALIUU
Tema 1.5. Coaep:xaHue y4eOHOro MaTepuaJia
CoBpemeHHas 1 | Opransl ynpaBiaeHHs apXUBHBIM AesioM B Poccun
OpraHu3aLus Cucrema apxuBoB Poccun
ApXUBHOIO Zi¢jIa B IIpakTHYecKHe 3aHATHS
Poccun I'ocynapcTBeHHBIE apXUBBI.
1 MyHuIHnIanbHbIE APXUBBI
BenoMcTBeHHbIE apXUBHBIE CITYKOBI.
HerocynapcTBeHHbIE apXUBBI.
) 3HMC (3oHanpHble HAYYHO-METOAUYECKUE COBETHI)
POUA (Poccuiickoe 00IIeCTBO HCTOPHKOB-apXMUBHUCTOB)
Tema 1.6. Coaep:xkaHue y4eOHOIro MaTepuaJia
OOwerocy1apcTBEHHBI ITonroroBka 3aKOHOAATENBHBIX U BBICIIMX HOPMATUBHBIX U PACIOPSAAUTEIbHBIX aKTOB!

€ MEXaHU3MBbI
peryaupoBaHus U

YIIPaBJICHUS apXUBHBIM

neinoM Poccun

1 | Ha penepaTbHOM YPOBHE;
Ha ypoBHe cyObekToB Penepanuu
) PykxoBoicTBO rocynapcTBEHHBIMU apXUBHBIMU YUPEKICHUSMH: Ha QellepaTbHOM YPOBHE; Ha YPOBHE
cyObekToB Deneparuu
3 | PyKoBOACTBO apXMBHBIMH YUPEXKACHUIMHU HA MYHULIUIIATbHOM YPOBHE
B3auMozeicTBrue OpraHoB YIPaBICHUs ApXUBHBIM JEJIOM C OpraHaMU 3aKOHOATEIbHOM,
4 WCIIOJIHUTEIIBHOM BJIACTH, CyJia U MIPOKYpPaTypBbl:
Ha (eepatbHOM yPOBHE;
Ha ypoBHe cyObekToB Penepanuu
5 | B3aumoneiictBue @enepaibHOT0 apXUBHOrO areHTcTBa Poccuu ¢ apXuBHBIMU ClTyk0aMu CyObEKTOB




denepauun

BzaumopeiictBue rocyJapCTBECHHbIX apXHUBHBIX yqpexcz[eHI/Iﬁ C HCTrOoCyJapCTBCHHBIMHU

6 OpraHu3alMsIMU 110 BONpPOCcaM IMOCTAHOBKHM B HUX apXUBHOIO Jiea
7 OpraHuzanroHHO-METOIMYECKOE B3aUMOJIEHCTBIE FOCYAAPCTBEHHBIX apXUBHBIX YUPEKICHUN 1
MYHHIMIAJIbHBIX ADXUBHBIX CITYKO

CamocTrosiTesibHas1 padora. 25
CuctemaTudeckas nmpopadoTKa KOHCIIEKTOB 3aHATHN, y9eOHOH U CIICIIMATIBbHOM 3aKOHOAATEIILHOM JIUTEpaTyphl (110 BOIIpocam K
naparpadam, riaBaM y4eOHbIX TOCOOUH, COCTaBICHHBIM IIPETIO1aBaATEIIEM).
[ToaroToBKa K MPaKTUYECKUM 3aHATUSAM C UCIIOJIB30BAHUEM METOAUYECKHUX PEKOMEHIALMM MpernoaaBaTes.
Hanucanue pedepara.
IIpumepHasi TeMaTHKA CAMOCTOSITEIbHON PadoThI
1. Bompocs! fomycka, nojab30BaHus M UCIIOIB30BAHUS PETPOCTIEKTUBHOM JOKYMEHTHOM HH(pOpMAIMK HAa COBPEMEHHOM 3Talle;
2. CoBpeMeHHOE apXMBHOE 3aKOHOIaTeNIbCTBO PMD: nmepCcreKTUBBI pa3BUTHA,
3. ApXMBHOE 3aKOHOJATEIbCTBO U TallHA TUYHOU JKU3HHU;
4. IlpaBoBas 3ammMTa NEPCOHAIbHBIX AJaHHBIX B Poccuiickoit denepanuu;
5. IlonsTHE «apXUBHOE MPABOY - €ro XapakTep, Comep:kanue yueOHOro Marepuasa.
6. BiustHre nHGOpMAaIMOHHOTO TTpaBa Ha apXUBHOE JIETI0.
7. AIMUHHCTpaTUBHAS, YTOJIOBHAS OTBETCTBEHHOCTD 32 COXPAaHHOCTh IOKYMEHTOB U paboTy C TOKYMEHTaMHU.
8. CocraB ApxuBHoro (onaa Poccuiickoit Denepanum.
9. Opransl ynpasiyieHusi apXuBHbIM Jes1oM B Poccuiickoit Denepanyiv ¥ UX paBOBOU CTaTYC.
Bcecero (MK 02.01) 75
MK 02.02. I'ocyaapcTBeHHbIe, MYHHIIHIIAJbHbIE APXUBBI M APXMBbI OpPraHU3anuii 72

Tema 2.1. Coaep:xaHue y4eOHOro MaTepuaJia 10

I'ocynapcTBeHHbIE 1 | CoBpeMeHHas opraHusanusi, CTpyKTypa, HalpaBJIeHUs A€ATE€IbHOCTU TOCYIapPCTBEHHBIX apXHUBOB.
apXUBbI Opranuzanus paOOThl apxXuBa: yMpaBlIeHHE apXWBOM; IUIAHUPOBAHWE M OTUYETHOCTh AapXHBa;

opraHuszanusi TpyAa paOOTHUKOB apXuBa; BBIIOJHEHUE IUIATHBIX pPabOT M YCIyr; MapKETHHT
apxXMBHOM uWH(pOpMalMU; HaydyHO-METOAMYEeCKass paboTa apXxuBa; OpraHM3alus [PUMEHEHHs
MH(POPMALMOHHBIX TEXHOJIOTUH B apXHBE; OpraHu3anus paboThl apXuBa C M3/1aTEILCTBOM; TIPABOBAs
OXpaHa MH(OPMAIIMOHHBIX MPOAYKTOB, CO3/1aHHBIX B apXUBE; MpodeccuoHanbHas 3THKA apXUBHUCTA

2 | JlokyMeHTaJIbHbIE apXHUBHBIE KOMIUIEKCHl IO MCTOPUM CTAHOBJIEHUS W Pa3BUTUA POCCUHCKOMN
rOCYAapCTBEHHOCTH W TPa)XJIaHCKOro obmiectBa B rocyaapcTBeHHbIX apxuBax (PTAJIA, PTUA,
'APD)

3 | lokyMeHTalbHbIe AapXWBHBIE KOMIUIEKCHl IO HCTOPUU POCCHMCKOM apmuu u  Quora B
rocynapctBeHHbIX apxuBax (PIBUA, PTABM®, PI'BA)

4 | lokyMeHTalbHble ApPXMBHBIE KOMIUIEKCHl IO MCTOPUU DSKOHOMHKHM U COLMAJIBHOIO Pa3BUTH




COBETCKOT0 001IecTBa, HAYKH M TEXHUKHU B rocyaapcTBeHHbIX apxuBax (PCAD, PTAHT/)

5 | JlokyMeHTalbHble apXUBHbIE COOpaHMs IO HMCTOPUM OTEUECTBEHHOM JMTEpaTyphbl, UCKYCCTBA U
o0uiecTBeHHOM MbICcIH B rocyapctBeHHbIX apxuBax (PTAJIN, PTAK®/JI, PTAD/)
6 | HoxymeHTanbHble apxuBHble KoMiulekchl mo ucrtopur KIICC, oOmecTBeHHBIX OpraHu3anuil u
noymtraeckux nmaptuit Poccuun (PICACITN, PTAHI)
7 | Cnenuain3upoBaHHBIE APXUBbI Ay JUOBU3YAJIBHBIX U MAIIMHOYUTAEMBIX (3JIEKTPOHHBIX) JOKYMEHTOB: 2
PI'AHT/I, PTA®, PTAK®D/I.
IIpakTHYecKHe 3aHATHSA: 12
1 | ApxuBsl u apxuBHoe nen0 B Poccun 1o 1918 ¢
2 | Apxussl u apxuBHoe aeno B Poccuu B XX Beke
3 | CoBpeMeHHasl OpraHM3alus M HapaBJIeHUs AATENbHOCTH (eiepalibHbIX FOCYIaPCTBEHHBIX APXUBOB
4 | JlesTenpHOCTH TOCYTAPCTBEHHOTO apxuBa cyobekTa Poccuiickoit denepanuu
Tema 2.2. Coaep:xkaHue y4eOHOro MaTepuaJia 2
MyHununaabHble 1 | CoBpemenHas opranmsanus, CTpYKTypa, HAPABJICHHS ACSTEILHOCTH MYHHIMIAIBHBIX APXHBOB. 2
APXHUBBI IIpakTH4yecKue 3aHATHSA: 4
1 | MyHsunmmanbHble apXHBBI: HCTOPHS CO3IAHMS M HATIPABIICHHS AESTEIbHOCTH
Tema 2.3. Coaepxanue yue0OHOro MaTepuaJa 2
Oenepanbubie opradel | 1 | MBJ] Poccun, MUJ] Poccun, Muno6oponst Poccun, CBP Poccun, ®Cb Poccun, ®CO Poccun, 2
VCITOJIHUTEJILHON ®CKH Poccun, ®CHUH Poccun, ®MC Poccun, ['ocynapcTBenHas kopropanus o aTOMHON SHEPTUU
BJIACTH ¥ OpTraHU3alINH, "PocatoM", Pockaprorpadus, Poccuiickas akameMus ceIbCKOXO3SHCTBEHHBIX HayK, Poccuiickas
OCYILECTBIISIONINE aKageMusi MEIWIMHCKUX Hayk, Poccuiickas akajgemusi oOpasoBaHus, Poccuiickas akagemMus
JEM03UTapHOE XyZnoxecTB, Poccuiickas akagemMus apXUTEKTYpbl M CTPOMTENbHBIX Hayk, 'Y "Bcepoccuiickuit
XpaHEHHE TOKYMEHTOB HAYYHO-HMCCIIEIOBATEIbCKHIA WHCTHTYT THAPOMETEOPOIOrHYecKord WHpopManuu - MHPOBOH IIEHTp
A® PO, Haxopammxcs naHHpIX" (1. OO6HuHCK), PI'Y '"TocynapcTBeHHBIH (OHJI TENEBU3HOHHBIX W paguonporpamm”
B (enepanabHON (r. Mocksa), @enepalibHOE rOCYJapCTBEHHOE YHUTApHOE HAay4HO-NPOU3BOACTBEHHOE MPEANPUATHE
COOCTBEHHOCTH "Poccuiickuil ¢denepanbubiii reonoruueckuii poun" (r. Mocksa), ®I'VII "Poccuiickuii HaydHO-
TEXHUYECKHH LEHTp HHGOpMAIMM IO CTaHIAPTU3AIMH, METPOJOTHH W OIICHKE COOTBETCTBHA"
(r. Mocksa), Ciy:x0a criermanbHblx 00bekToB 1pu [Ipesunenre PO
IMpakTHyecKue 3aHATHS: 2
1 | JenosutapHoe xpaneHue noKyMeHTOB A® P®: noHsATHE, NCTOPUS CO3/AaHUS OTPACIIEBBIX apXHUBHBIX
dhoHI0B
Tewma 2.4. Conep:xaHue y4eOHOro MaTepuaJia 10
1 2

ApXUBBI OpraHU3aUN

Oprannsanus padoTel apxXuBa.
Co3ganue apxuBa opraHusanuu. MHCTpyKnuss O JA€JIONPOU3BOJACTBE, IIOJ0XKEHHE 00 apXuse,
JIOJDKHOCTHBIE MHCTPYKIIMHU COTPYIHUKOB apXHUBa.
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[TnanupoBaHue pabOThl U OTYETHOCTH apXUBa
KoHTponb 3a COCTOSHHMEM XpaHEHUs [OKYMEHTOB M MX OpraHM3alueil B JI€JIONPOU3BOJCTBE
CTPYKTYPHBIX MOJIpa3JeIeHNu
Beinonnenue miatHeix paboT U yciayr
[Tpuém-nepenaya 10KyMEHTOB IIPU CMEHE PYKOBOJUTENS apXHUBa
[Topsnok npuéma-nepenadyn JOKYMEHTOB IIPU peOpraHU3alii OpraHu3alun

2 | MeToanueckoe odecrieyeHrne KOMILIEKTOBAHHMSA M IKCIEPTH3bI IEHHOCTH JOKYMEHTOB. 3
Tunossle U NpUMEPHBIE NIEPEUYHH JOKYMEHTOB, MOJI0KEHHUE 00 3KCIIEPTHOM KOMUCCUH CTPYKTYPHOTO
NOJIpa3/iesIeHUs] WM OpraHU3aluy.
JloroBop o0 mnepenaue JOKYMEHTOB Ha XPAaHEHHE U O JACMO3UTE C TOCYJAapCTBEHHOM apXWBHOU
CITy>K00i1.
CocTtaBieHre HOMEHKJIATYPBI Je]l OpraHu3alu, YUpekIeHHs, GUPMBI

3 | MeToanueckoe olecrneyeHue ONMCAHUSI AOKYMEHTOB M JieJl, CO3JaHHUSI HAYYHO-CIIPABOYHOIO 2
anmapara
OCHOBHBIE TTpaBUJIa pabOTHl APXUBOB OpraHu3anuid. TUTIOBBIC 3aT0JIOBKH JIE]I.

4 | MeToauueckoe odecriedyeHne COXPAHHOCTH IOKYMEHTOB 2
CranpapTsl 1 ycinoBus o0ecrieueHust PU3MKO-XUMUYECKOH COXPAHHOCTH TIOKYMEHTOB. AKT ITPOBEPKH
HaJIM4Us JOKYMEHTOB

5 | Meroanueckoe odecrieueHne y4eTa JOKYMEHTOB 2
PernamMeHT UEHTPAJIM30BAaHHOTO TOCYJApCTBEHHOTO Y4eTa TOKYMEHTOB ApxuBHOro ¢(onma PO.
[Tacmopt apxuBa oOpraHu3zaluM, XpaHsmend ynpasiaeHYecKyro nokymeHtauuto, HTJ, KODI.
JIOKYMEHTBI BHYTPEHHETO yU€Ta B apXUBE OPraHU3alNH

6 | MeTtonnueckoe odecneyeHne NCNOJIb30BaHUS JOKYMEHTOB apXMBa OPraHu3aluu 3
PerynupoBanue noctyna K JOKyMEeHTaM apxuBa opranuzauuu. Kommepueckas taiiHa, TaliHa JTUYHON
’KM3HU, aBTOPCKOE NIPaBO, FOCYAAPCTBEHHAs TaliHA.
Llenu 1 popMbI HCTIOTB30BAHMUS, HCIIOTHEHHUE 3aIIPOCOB, MPAaBMIIa PA0OTHI YUTAIBHOTO 3aJa.
KOHTpOJIb HCIIOJIHEHNUST COLIMATIbHO-ITPABOBBIX 3aIPOCOB

7 | CocTaB apxuBa OpraHu3anuu 2
ApXHB yNpaBiIEHYECKON NOKyMeHTauuu. HaydyHO-TeXHHYECKHMI apXWB. AyIHOBU3yaJIbHBIN apXHB.
ApXHB OKYMEHTALIUU Ha 3JEKTPOHHBIX HOCUTEISIX.

IIpakTHyeckue 3aHATHSA: 6

1 | Co3panue apxuBa OpraHu3aluu

2 | CocTaBiieHHE HOMEHKJIATYphI 1€ OpraHu3aluu

3 | MeponpusTus o 00eceueHNI0 COXPAHHOCTH apXUBHBIX JOKYMEHTOB

CamocTosiTesibHasi padoTa 24
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Cucremarndeckas mpopadOTKa KOHCIIEKTOB 3aHATHH, y4eOHOH 1 CIIeNMaNIbHON apXUBOBEIIECKOH TUTEpaTyphI (110 BOTIPOCaM K
naparpadgam, riaBaM yueOHbIX TOCOOUH, COCTaBICHHBIM IIPETIO1aBaTEIIEM).

IToaroToBKa K MPAaKTUYECKUM 3aHATUAM C UCIIOJIB30BAHUEM METOAUYECKUX PEKOMEHIANNM MpEernoaaBaTes.

Hanwucanue pedepara.

IIpumepHasi TeMaTHKA BHEAYIMTOPHON CAaMOCTOSITEJIbHOM PadoThI

[Tonsatue 06 apxuse

®DenepanbHbIE apXUBBI KaK 0CO00 IIEHHBIE 00BEKTHI KYJIBTYPHOTO Hacie st HapoaoB Poccuiickoit denepariu

PernonanpHble 1 MyHULIMTIAJIbHBIE apXHBbI (HA IPUMEpPE KOHKPETHOTO PETHOHA);

HopmaTuBHas 6a3a paGoThl TOCYJapCTBEHHOTO apXHBa

HopmatuBHas 6a3a paboThl apXxuBa OpraHu3aluu

ApXUBHBIE TOKYMEHTBI IO HCTOPUHU 3KOHOMUKH, HAYKH U TEXHUKH B rocyaapcTBeHHbIX apxuBax (PI'AD, PTAHT/I)

. ApXuBHBIE JOKYMEHTHI 1O HCTOPUH TMOJIMTUYECKUX MAPTHHA M OOIIECTBEHHBIX OpraHm3auuii Poccum B rocyaapcTBEHHBIX
apxuBax (PTACIIN, PTAHN)

8. ApXuBHBIE JOKYMEHTHI IO HCTOPUU apMUU U ¢uioTa B rocygapctBeHHbix apxuBax (P BUA, PTABM®, PI'BA)

9. ApxuBHBIE JOKYMEHTHI [0 UCTOPUU POCCUICKOI rocyJapCTBEHHOCTH B rocyaapcTBeHHbIX apxuBax (PI'AJIA, PTUA, TAP®)
10. [lemo3utapHoe XpaHeHHE AOKyMEHTOB ApxuBHOro Qonaa Poccuiickoit dexepauuu: MOHATHUE, WUCTOPHS CTAHOBICHUSA W
COBpPEMEHHas CETh OTpacieBbIX (POHIOB

11. JlokymeHTBI 110 UCTOpUHU BHeIIHEW nonuthku Poccun B apxuBax MUJ[ Poccun

12. Apxusbsl MuHuCTEpCTBa MHOCTpPaHHBIX Jea Poccum: uctopus co3jaHusl 1 OCHOBHBIE HANIPABJIEHUS JESATEIbHOCTH

13. ApxuBbsl MunucrepctBa 060poHs! Poccuiickoi denepaiiu: HCTOPHSI CO3AaHUS M OCHOBHBIE HANPABJICHUS JESTEIbHOCTH

14. HayuyHO-MeTOIUYECKUE COBETHI apPXHUBHBIX YUPEXKIEHUN U UX POJIb B IOCTAHOBKE apXUBHOTIO jena B Poccun

15. Poccuiickoe 0011ecTBO HCTOPUKOB-apXUBUCTOB: MECTO U POJIb B IOCTAHOBKE apXMBHOTO Jiena B Poccun

16. Bompocsl ynpaBiieHus apXMBHBIM JI€JIOM [0 MaTepHajiaM OTpacieBbIX W3laHui (Ha npumepe «OTEYeCTBEHHBIX apXUBOBY,
«BecTHuKa apXUBHCTaY).

17. OcoGEeHHOCTH S5KOHOMUYECKON JESITEIbHOCTH apXUBa — KA3€HHOT'O YUPEKICHHUS.

NNk~

Bcero (MK 02.02) 72
MJIK 02.03. MeToanKa M NPAKTHKA APXMBOBEICHHSA 72
Tewma 3.1. Conep:xkaHue y4eOHOro MaTepuaJia 4
Hayuno-meronnueckue | 1 | Opranmszamus nokymMmeHToB A® P®. HempoOumocTh apXUBHBIX (OHIOB M MX KOMIUIEKCOB Kak 2
OCHOBBI pabOTHI C HE00X0IMMOE YCIIOBHE HAYYHOM OpraHu3allui JOKYMEHTOB B cocTaBe AD PO.
apXUBHBIMHU 2 | Opranusanus 1okyMeHTOB Ha ypoBHe A®D P®. Knaccudukanus TOKyMEHTOB B Mpejeiax apXupa. 3
JAOKyMEHTaMH Knaccudukamus 1OKyMEHTOB B mpenenax apxuBHOTo (onpma. IlonsTHe «apxwBHBIN (QoHI». Bumsl
ApXUBHOTO doHma. ITonsTue «(ponnoobpazoBaTenb. ®oHaupoBaHue JOKYMEHTOB.
XpOHOJIOrMYeCKHUe IPaHuLbl apXUBHOTO (OHA; UX 3HAUYEHUE JJIS BBISBICHUS MOJHOTHI COCTaBa €ro
JIOKYMEHTOB.
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IIpakTHyeckue 3aHATHSA

1 | Omnpenenenne GOHAOBON MPUHAAICKHOCTH JOKYMEHTOB U A€l

Tema 3.2.

Conep:xaHue y4eOHOr0 MaTepuaJia

Kommnexkropanue A® | 1 | KomnjiekroBanue apxuBHoro ¢ponga P® 2
P® u skcneptusa [Tonsitne o KomruiekToBaHWHU. PasrpanudeHuss ¢GopM COOCTBEHHOCTH HAa apXHWBHBIC TOKYMEHTHI C
LIEHHOCTH JIOKYMEHTOB 2004 r: rocynmapcTBeHHass COOCTBEHHOCTb, B TOM 4Hcle ¢enepainbHas U cyObekToB Poccuiickoii
@denepanyy, MyHUIUMNATbHAs W 4YacTHas. 3aJayd  KOMIUIEKTOBAHHS TOCYAApCTBEHHBIX U
MYHHULMIAJIbHBIX ApXWBOB, apXWBOB oOpraHu3auuid. I[loHATHE «HMCTOYHMK KOMIUIEKTOBAHMS.
Kputepun omnpezneneHuss UCTOYHMKOB KOMIUIEKTOBAHUS TOCYJApCTBEHHBIX M MYHHUIMIAIbHBIX
apXuBOB. MICTOYHMKHN KOMIJIEKTOBAHUS apXUBOB OPraHU3ALNM.
[TonsiTne o popmax mpuema JOKYMEHTOB. BBIOOpOUYHBIHM MpHeM JOKyMEHTOB.
Cnucku yupexJaeHuil (JIMll) MCTOYHHMKOB KOMIUIEKTOBAHUS TOCYJIApPCTBEHHBIX, MYHULUINAIbHBIX U
apXMBOB OpraHu3anun
2 | DkcnepTu3a nueHHocTH 1okymenton (ILJI) 3
[TonsTne «3KcnepTU3a UEHHOCTH NTOKYMeHTOB». HayuHo-metomudeckue ocHoBbl OIIJl. Kpurepun
AKCIEPTU3Bl LIEHHOCTH JTOKYMEHTOB. ['pynmbl KpUTEpUEB MPOMCXOKIAEHUS, COAEPKAHUS, BHEIIHUX
0coOeHHOCTEH.
OcobenHoctu MeToaukH mpoBeaeHus D11J] JOKyMEHTOB JTUYHOTO MPOUCXOXKACHUS.
CoBpemeHHasi cucTeMa HOPMaTUBHO-METOAMYECKUX MOCOOMI MO AKCIEPTH3E HEHHOCTH TOKYMEHTOB.
Ilepeynu n1OKyMeHTOB. THUIIBI U BUBI IEPEUHEH.
Opraau3zanus SKCIEepPTU3bl IEHHOCTH AoKyMeHTOB. Cucrtema skcmepTHbix opraHoB (DK, OIIK,
LIDI1K). Ux 3anaun U QyHKIUH.
[TousiTust «0c000 IIEHHBIE» U KYHUKAJIbHBIE» JOKYMEHTHI. BbIsiBiIeHHe 0c000 LIEHHBIX JOKYMEHTOB.
IIpakTuyeckue 3aHATHS:
1 | Drcrmeprr3a IEHHOCTH JOKYMEHTOB IO IIEPEYHSIM
Tema 3.3. Coaepxkanue yueOHOro MaTepuaJa
Opranuzanus yuéra 1 | Cucrema yyera apXuBHBIX JOKYMEHTOB. 3
JOKYMEHTOB CocTtaB W Ha3HaueHHE OCHOBHBIX YUYETHBIX JOKyMEHTOB. [loHsTHE «cTpaxoBoil (GoHm» u «poHA
MOJIb30BAHUSY.
IIpakTHYecKHe 3aHATHS
1 | CocraBieHne yUETHBIX TOKYMEHTOB
Tema 3.4. Coaeprxanue yueOHOro MaTepuaJia
CnpaBo4yHO-1TOUCKOBBIE | 1 | CHPaBOYHO-NIOUCKOBbIE cpeacTBa apXuBOB OpraHu3anui, MYHHIHMIAJIbHbBIX " 3

Cpe/ICTBA apXHBa
(HCA)

rocy1apcTBeHHBIX APXHBOB
Ha3nauenue crnpaBOYHO-TIOMCKOBBIX cpencTB. lloHsiTHe «nepBUYHAas MHGOpMAIMS) U «BTOpPUYHAS
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MHPOPMALIUN), «CUCTEMay», «apXHUBHBIM cpaBouHUK», «cuctema CIIC apxuBay. CoctaB U QpyHKIUH
cuctemsl CIIC, nmpouecc ux co3gaHusi U UCIOJIb30BaHU.

Tema 3.5.
Hcnonp3oBanue
ApXUBHBIX JOKYMEHTOB

2 | Obs3aTe/ibHbIE APXMBHBbIE CIHPABOYHMKH B IOCYJapCTBEHHBIX, MYHMIUINAJIbHBIX U apXuHBax 3
OpraHu3anui
Onucanue MOKYMEHTOB KaK OCHOBA CO3JIaHUSI apXMBHBIX CIPAaBOYHUKOB. [loHATHE 00 ommcaHUM
JIOKYMEHTOB.
ApXUBHBIE ONUCU U UX HA3HAYECHHUE.
ITyTeBoauTENN M MX Ha3HAYCHHE
CucreMaTH4ecKuil KaTaJloT U €ro Ha3HaueHue
3 | Jlono/THUTeIbHBbIE ApXHBHbIE CIIPABOYHHKH B rOCYJapCTBEHHbIX, MYHUIMNIAJBHBIX H apXUBaXxX 3
OpraHu3anui
TemaTnueckue U NpeIMETHBIE KaTalIOI'M U X Ha3HAUCHUE.
O030pbI TOKYMEHTOB U X Ha3HaYCHHUE.
YKazarenu U X Ha3HA4YCHHUE.
IIpakTHYecKHe 3aHATHS
1 | OnucaHue JOKYMEHTOB U A€l
2 | CocTraBiieHUE ONIUCH U CIIPABOYHOIO anmapara K Hel
Coaepxkanue yueOHOro MaTepuaJa
1 | Ucnosib30BaHHe AapXMBHBIX [OKYMEHTOB - COCTaBHasi 4YacThb Hay4YHO-HH(OpManuoHHOH 2
NAeATEeJLHOCTH apXUBOB.
[ToHATUS «MHTEHCUBHOCTH» M «3(PPEKTUBHOCTH» HCIOJIb30BAHUS ApXHMBHBIX JOKYMEHTOB. Buisl u
TUNBl A((EKTUBHOCTH UCIIONB30BaHUS PETPOCIICKTHBHON JOKyMEHTHOW wuH(popMarmu. MeToabl
onpeneneHuss 3(QQPEKTUBHOCTH UCMOIb30BaHUS ApPXMBHBIX JOKYMEHTOB. llenmu wucnonb3oBaHus
nokyMeHTOB A®D P®. dopmbl HCNONB30BaHUS ApPXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX,
MYHHMIMNAIbHBIX ¥ apXUBAX OPraHU3ALMMH.
2 | Opranu3anus UCNoJIb30BAHUS IOKYMEHTOB B IOCY/IapCTBEHHBIX H MYHHIIUNIAIbHBIX apXHBaxX 3
[Tonstne 00 opraHu3allMyd MCIOJIB30BaHHUS APXMBHBIX JOKYMEHTOB. CTpyKTypa OpraHu3aluu
UCIOJIb30BaHus. Byl nHGOpMalMOHHBIX TOKYMEHTOB B apXUBax.
[ToaroToBka TeMaTH4YeCKHX, HAyYHBIX, HAyYHO-IOIMYJSPHBIX, pEeKIaMHO-UH(OPMAIIMOHHBIX CTaTeH,
o00POK JOKYMEHTOB U JPYTHUX MATEPHAJIOB JUIsl IEPUOIUYECKON TeYaTh, paguo U TeICBU3UOHHBIX
nepeaay, KHHO(QUIbMOB.
3 | Opranu3anus MCMOJIb30BaHUSI IOKYMEHTOB B apXHBAaX OPraHu3anui 2

VcnonHeHue 3ampocoB TpaxJaH M OpTraHU3aIlMii COLMANbHO-TIPABOBOrO Xapakrtepa. Pabora
YUTAJIbHOIO 3aja apxuBa. Bblgaua nen Bo BpeMEHHOE MOJb30BaHUE. Vcronb30BaHHE JOKYMEHTOB

apxuBa IpU MOATOTOBKE MH()OPMAIMOHHBIX MEPONPUSATHH, B CPEACTBAX MACCOBOM HMH(pOpMALMU U
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| HY6HI/IKaHI/IOHHOI\/JI JCATCIIBHOCTH. Y4€T NCIIOIb30BaHU ACJI 1 JOKYMCHTOB apXHBa.

Tewma 3.6. Coaep:xaHue y4eOHOro MaTepuaJia

ABToMarusupoBannble | 1 | Opraamsanust WHGOpPMATHU3AIMK APXMBHOTO JleJla Ha COBpPEMEHHOM »dTare. HopmartuBHas 06aza
apXMBHbIC TEXHOJIOTUU aBTOMaTHU3alMK apXUBHOro Aesia. CoBpeMEHHbIE aBTOMATU3UPOBAHHBIE APXUBHbBIE TEXHOJIOTHH.

CamocrosiTeibHas padoTa

Cucremarnueckas npopabOTKa KOHCIIEKTOB 3aHATHH, yueOHOH U crielnanbHOM auTeparypsl (110 BorpocaMm K rnaparpadam, riaBam
y4eOHBIX TTOCOOMH, COCTABJICHHBIM IIPETIOIaBaTEIIEM).

[ToaroToBka k 1abopaTopHbIM paboTaM C UCHOIB30BAHNEM METOINYECKUX PEKOMEHAALNH penoaaBarens, opopmieHue
Ja00paTOPHBIX pabOT U MOATOTOBKA K MX 3AIIHUTE.

PaboTa Hag KypcOBBIM IIPOEKTOM.

Harnmmcanme pedepara.

IIpuMepHasi TeMaTHKAa CAMOCTOSITEILHOM Pa0dOThI

Opranu3zanys JOKyMEHTOB B apXHUBaX: MOHATHE U IPU3HAKY;

DKcrnepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HAUCHHE, 3aa4l U KPUTEPUH;
CoBpeMeHHas cucTema nepeyHen T0KyMeHTOB B PD;

CnpaBoYHO-MIOUCKOBBIE CPEJCTBA K IOKYMEHTAM apXHBa: BUJIbI U HA3HAUCHUE;
Hcnonp30BaHne JOKYMEHTOB: OCHOBHbBIE HampaBieHUs U POpMbI (Ha KOHKPETHOM MPUMEpE);
Oco000 1eHHbIE IOKYMEHTHI: TIOHSATHE, KPUTEPUH UX BBISIBIICHUS U 0TOOPA;
I'ocynapcTBeHHBIN peecTp YHUKAIbHBIX TOKYMEHTOB AD PO.

Coucku ydpexaeHud (JMl) — HCTOYHMKOB KOMILIEKTOBAHHS TOCYJApCTBEHHBIX AapXUBOB: IMOPSJAOK HMX COCTaBJICHUS,
YTBEPKACHUS, NU3MECHEHHUS.

9. Vwuer ocobo 1eHHbIX JOKyMeHTOB B Poccuiickoit ®enepannu.

10. yeT yHUKaNBHBIX TOKYMEHTOB B Poccuiickoit @enepanuu.

11. Lenrpansusiii ponnosselii karanor (LIOK) Pocapxusa.

12. CocTaB cripaBOYHHMKOB I10 YYETY.

13. CocraB nH(GOPMAIIMOHHO-TIOUCKOBEIX CITPABOYHUKOB.

NN R LD
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Kypcosasi padota (nmpoekr)

IIpumepHasi TeMaTHKA KYPCOBBIX padoT (IPOEKTOB):
1. Pa3BuTHE NOHATUS apXUBHBINA (POH]I B OTEUECTBEHHOM apXHUBOBEJICHUH
2. ApxuBHasl KOJUIEKIIMA (MECTO B CHCTEME XpaHEHMsI apXUBHBIX JTOKYMEHTOB, OCOOEHHOCTH TpYIIMPOBKH MaTepuana) Ha
IIpUMEpE HECKOJIBKUX KOJIJIEKIMH OTHOTO apXHUBa JMOO0 KOJUIEKLUH 110 OnpeieIeHHON TeMaTHKe.
3. Jluckyccus BOKPYT HOHATHUS «JI0KyMEHTAJIBHBIA MTaMSATHUKY.
4. Apxusnbiil pona Poccuiickoit @enepanunu: CTOpus co3JaHus, Ha3HAUEHHUE, COCTaB JOKYMEHTOB
5. Ucropus pazsutus nousitus OLJ] B oTeuecTBEHHOM apXHWBOBEICHUH.
6. CoBpeMeHHBIEC OTpaciieBbie (BEIOMCTBEHHBIE) MEPEYHU: UX OCOOCHHOCTH U IPUMEHECHHUE.

20

15




7. HopMaTuBHbIe TOCOOUS IO SKCIIEPTU3€E LIEHHOCTH Ha COBPEMEHHOM JTalle.

8. Opranuzanus dKCIEPTU3bI IEHHOCTH U CUCTEMA SKCIIEPTHBIX OPraHOB HA COBPEMEHHOM JTarle.

9. LenTpansubiii @oHI0BBIN KaTanor Pocapxusa.

10. T'ocynapCTBEHHBIN peecTp YHUKAIbHBIX JOKyMEHTOB AD PO.

11. Enunsli knaccupukaTop JOKYMEHTHOW WHPOPMAIIAN: UCTOPHUS CO3aHMs, Ha3HaUeHHE, (YHKIIMU U CTPYKTYpa.

12.  OGecneueHre COXpaHHOCTH JOKYMEHTOB MPHU UPE3BBIYAMHBIX CUTYaLIUsAX.

13. Hcnosnb3oBaHuE JOKYMEHTOB: OCHOBHBIE HaIlpaBieHUs U (GOpMbI (Ha KOHKPETHOM TIPUMEPE);

14. BeicTaBouHas neaATenbHOCTh DenepallbHbIX apXUBOB: BUPTYaJIbHbIE BBICTABKH IOKYMEHTOB.

15. BbicTaBouHas [eATENbHOCTh apXMBOB: (MaMsTHas Jara, HUCTOPUYECKOE COOBITME, TeMa, HalleAlias OTPaKEHUE B
BBICTABOYHOM JESTEIbHOCTH apXHBOB)

16. KoH(uneHnnanpHbIE W CEKpETHBIC CBEJCHUS HAa XPAaHCHHWH B apXWBe (CHUCTEMa 3alHTHI, MOPSIOK PaOdOThI, KOHTPOIb U
OTBETCTBEHHOCTB).

17. Tlopsnok nepenauu JOKYMEHTOB Ha FOCYAapCTBEHHOE XpPaHEHUE B apXUB.

18.  UwuranbHblif 321 apxrBa (OCHOBHBIE HAlpaBJIEHUS IEATEIILHOCTH, MECTO B CTPYKTYpE apXHUBa, OpraHu3alus padoTsbl).

19. ApXHBHCT — TOKyMEHTOBE]] - UCTOPHK: 00Iee 1 0cOOCHHOE TIpodheccuit

20. OO0pa3 apxHMBHCTa B PYCCKOM auTepatype (Mepro no BEIOOPY CTYACHTA).

21. OOmiecTBeHHas MUCCHUSI POCCUIICKUX apXUBOB.

22.  Hcropus nosBIIEHUs apXUBHOTO TOKyMEHTA U BOSHUKHOBEHUS apXUBOB

23. ApxuBbl B JIpeBHEpycCKOM TIoOCyAapcTBE U B TMepuox (eoJanbHON pa3IpoOJIEHHOCTH: BO3MOXKHOCTH HAy4YHOT'O
HCCIIeIOBAaHU TPOOJIEMbI, OCHOBHBIE MOJIXObI

24.  Apxusbl npuka3oB XVII B.: HCTOpHS U COCTaB COXPAHUBIINXCS JOKYMEHTOB

25. H3meHeHnus B opranusainuu apxuBHoro nena npu [lerpe I. «I'eHepanbHbIil peraaMeHT» U apXHBBI

26. Apxussl Poccun B XIX Beke: 0cCOOEHHOCTH BEAOMCTBEHHOTO XPAHEHUS JJOKYMEHTOB, CTAHOBJIEHHUS SKCIIEPTU3bI IEHHOCTU
27.  Apxussl PCOCP u CCCP: uenrpanuzanus apxuBHOIo Jena

28. OreuecTBeHHbIE apXUBBI B epro] Bennkoit OTeuecTBEHHON BOMHBI

29. OrteyecTBEHHbIE apXHBbl B MEPUOJ «OTTEMENW». APXUBHOE 3aKOHOAAaTenbCcTBO 1958-1961 rr. M ero 3HadeHue s
roCy/apCTBEHHBIX APXHBOB

30. OcHOBHbIE HaNpaBJICHUS AEATEIBHOCTU IOCYAapCTBEHHOIO apXMBa (Ha mpumepe QelepaibHOro rocy1apcTBEHHOIO apXuBa,
roCyAapCTBEHHOI0 apXuBa cyObeKkTa (eepalun)

31. CocraB (OHIOB M CHUCTEMa CHPAaBOYHO-NIOHMCKOBBIX CPEACTB TOCYJapCTBEHHOTO apxuBa (Ha mpumepe ¢enepaabHOro
rOCYJTapCTBEHHOTO apXHBa, TOCYAaPCTBEHHOTO apXHBa cyObeKTa (henepariim)

32. OcHOBHbIE HampaBJICHUS AEATEIBHOCTU IOCYAapCTBEHHOIO apXMBa (Ha mpumepe QelepaibHOro rocy1apcTBEHHOIO apXuBa,
roCyAapCTBEHHOIO apXuBa cyObeKTa (eepalun)

33. TocynmapcTBeHHbIE M MyHMLIMTIIAJIbHBIEC apXMBHI (Ha MpUMepe OTAeIbHOTo pernona Poccuiickoii deneparun)

34. PyKOBOJCTBO roCyJapCTBEHHBIMH apXHMBHBIMH YUPESKICHHUSAMHU: YIPABICHUE apXMBHBIM JIEJIOM Ha (elepajbHOM YPOBHE U
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ypoOBHE cyOBekTa (enepanuu

35. Poccuiickoe o6mecTBo UCTOpUKoB apxuBucToB (POUMA): ucropus co3nanus, CTpyKTypa U QyHKLIUU

36. MyHunMnagbHble apXMBbl Ha COBPEMEHHOM 3Talle: 3a/ayd, HalpaBlIEHUS NEATEIbHOCTH, CTPYKTYypa MYHHIMIIAIBLHOTO
apxuBa

37. Jluuseie ¢oHIBI B apxuBax (Ha mpuMepe (eaepabHOTO TOCYAapCTBEHHOTO apXHBa, TOCYAapCTBEHHOTO apXHWBa CyObeKTa
benepanun)

38. HerocyaapctBeHHbie apxuBbl B Poccun Ha COBpeMEHHOM dTare

39. PykonucHble oTAensl My3eeB u O0ubanorek Poccun cocraB u 3Hauenue (ouaos (Ha npumepe PI'b, PHB, TperbskoBckoii
rajepen)

40. 3akoHOJaTenbHAs U HOPMAaTUBHO-IPaBOBast 0a3a (PyHKLMOHUPOBAHUS rOCY1apCTBEHHBIX apXUBOB

41. ®depnepanbHOE apXMBHOE Ar€HTCTBO: OCHOBHBIE HANIPABJIECHUS 1€ATEIBHOCTH

42. Hudopmauunonnsle pecypcsl DeepanbHOr0 apXUBHOTO areHTCTBA KaK CPEJICTBO PA3BUTHS apXUBHOTI'O /i€

43. Apx®WB W cpeAcTBa MaccoBoi WH(popMmanuu (Ha mpuMepe (eaepabHOr0 TrOCYJapCTBEHHOTO apXHBa, TOCYJIAPCTBEHHOTO
apxuBa cyObeKTa (eaeparim)

44. ApxuBbl B pa3BUTUM oOOIIecTBa (Ha MpPHUMEpPE BBICTABOYHOHN JEATENBHOCTH (DENepaIbHOTO0 TOCYIAapCTBEHHOIO apXuBa,
rOCyAapCTBEHHOI0 apXuBa cyObekTa (heaepalnn)

Bcero (MK 02.03) 72
MJIK 02.04. O6ecnieueHne COXpAaHHOCTH TOKYMEHTOB 48
Tema 4.1. Conep:xaHue y4eOHOr0 MaTepuaJia 4
Coznanue 1 | HopmaruBHO-MeTOqM4ecKas 6a3a obecredeHrsi COXpaHHOCTH JOKYMEHTOB 2
ONTHUMAJIbHBIX YCIOBHA | 2 | TpeGoBaHMs K 3[aHUIO W MTOMCIICHUSIM apXWBa (TEXHHYECKass OCHAIIEHHOCTh, HOPMBI YCTAHOBKH
XpaHCHUA TOKYMCHTOB CTEIIAXKEH, CPeCTBAa MOXKAPOTYIICHUS U OXPAaHHOW CUTHAIU3AIlMU, 00OPYIOBAHHUE I XPAaHCHUS
JIOKYMEHTOB).
3 | PexxuMbl  XpaHeHMsI ~ JIOKYMEHTOB:  CBETOBOH, TEMIIEpaTypHO-BIQKHOCTHBIM,  CaHUTApHO-
TUTMEHUYECKUN, OXPAHHBIM.
4 | IlpuGopsl KOHTPOJIS KIMMATa B XpPaHUJIHILE. 1
IpakTHyeckas paGora 2
1 | Pexxnmbl XpaHeHus: TOKYMEHTOB. TecTupoBaHUE.

Tema 4.2. Coaep:xkaHue y4eOHOro MaTepuaJia 2
Ob6ecneuenne 1 | Yuer nBmxenus nokyMeHTOB. [lopsiok X BbIJIa4yy B UUTAIBHBIN 3aJl. 1
COXPaHHOCTH 2 | Beimaya [OKyMEHTOB BO BpPEMEHHOE II0JIb30BaHME, Ha BBICTaBKU. I[IpaBuiia SKCIIOHHMpPOBaHUS. 2
MOKYMCHTOB B TpaHCIOPTUPOBKA U YIIAKOBKA, CTPAXOBAHUE JTOKYMEHTOB.

npomecce IIpakTHyeckasi pabora 2

HCII0JIB30BAHNUA 1 | Cemunapckoe 3anstue. [Ipocmotp cnaiin-gpunsmoB Ha TeMy «OCOOEHHOCTH XpaHEHHsI TOKYMEHTOB B
OTEYECTBEHHBIX U 3apyO0exHbIX apxuBax». O0cyxaeHne B GopMe «KPYIIOro CTOIAy.
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Tema 4.3.

Coaepxkanue yue0OHOro MaTepuaJa

OcHoBHbIE BUIBI 1 | MexaHnnueckue NOBPEKICHHS TOKYMEHTOB, UX IPUYUHBL.
MTOBPEXICHUN 2 | XuMH4YeCcKue MOBPEKICHUS] JOKYMEHTOB OT BO3/JICHCTBHUS CBETA. 1
MAOKYMCHTOB. 3 | buonoruueckue NOBPEXKACHUS JOKYMEHTOB, UX KJIaccu(uKaus.
4 | IloBpexaeHrst HACEKOMBIMU. BHIbI HACEKOMBIX.
5 | Meronpb! ne3uH(exuu 1 npopUIakTUKU MOBPEKICHUHN TOKYMEHTOB. 2
IIpakTnyeckas padora
1 | JlaGopatopHnas pabora: «I[lapameTpsl yueTa MOBpEKICHHBIX JOKYMEHTOBY.
Tema 4.4. Conep:xkaHue y4eOHOro MaTepuaJia
Pa3memienune 1 | PanimoHanbHBIN MOPSIOK pa3MEIIeHUsT JOKYMEHTOB B XpaHumuie. Tonorpadgudeckie KapTOTEKH. 1
JIOKYMEHTOB B Odopmiienue ApIbIKOB KOPOOOK, cTeIaKel 1 mKagoB.
XpaHUIINIIAX, 2 | Y4eT TOKyYMEHTOB B apXMBE, BUJbl YUETHBIX JOKYMEHTOB. 2
TonorpadupoBanue. 3 | IIpoBepka HaIM4Us U COCTOSTHUS IOKYMEHTOB B apXUBE, €€ BHJIbI U LIeNH. BolsiBneHue
Yder TOKyMCHTOB B OTCYTCTBYIOIIUX JOKYMEHTOB. MeTozb! po3bicka. OdopmieHre akta npoepku. [IpuunHbl
apxuse. lIpoBepka U3MCHCHUA YUCTHBIX JAHHBIX.
HaJIW4Us U COCTOSTHHUE
Jeln
Tema 4.5. Coaeprxanue yueOHOro MaTepuaJia
Cosnanue crpaxosoro | 1 | Ilenu u 3amaun co3panusi CTpaxoBoro o2, HOPMATHBHBIC IOKYMEHTBI MX OIPEICIISIONINE 1
donma n ponna 2 | Tunel cTpaxoBbIX KONUHU IS pa3HbIX BUJOB JOKYMEHTOB 2
10JI30BAHU. 3 | Obsi3aTenbHBII KOMIUIEKT (DOHJIA TTOJIH30BAHUS
4 | OcoOeHHOCTH MpHEMa U TEXHUYECKOI'0 KOHTPOJISL CTPAXOBBIX KOMHUM
Tema 4.6. Coaepxanue yue0OHOro MaTepuaJa
JIOKyMEHT Kak 1 | OBomonus MaTepraaIbHON OCHOBBI IOKYMEHTA: OT INIMHSAHBIX TaOJIHUYEK J0 3JEKTPOHHOTO 1
MaTepuaIbHbI OOBEKT. JIOKYMEHTA.
Bnusanue 2 | Pa3Butue cpeacTB nuchMa.
MaTepHualibHON OCHOBBI | 3 | KpuTepuu DONTOBEYHOCTH II€praMeHa, OyMaru pyqHol BBIICJIKHM M MAIIMHHOTO IPOM3BOICTBA. 2
1 CpEICTB MCbMa Ha | 4 | TIpuynHBI pa3pyLIeHHUs] KPACOUHOTO CJI0s TIOKYMEHTA. |
COXPaHHOCTB 5 | Homenknatypa noBpexaeHuil Oymaru u TeKCTa. 2
AOKYMCHTA IIpakTnyeckas padora
1 | Cemunapckoe 3ansTre. [IpocMOTp BHACOPHIBMOB 1O TeME M UX 00CYXIeHHE B (OpME «KPYTIIOro
CTOJIa».
Tema 4.7. Conep:kaHue y4e0HOI0 MaTepHuaJia
OcHoBbl koHCepBanuK | 1 | CiocoObI KoHCcepBaIuu Oymarn. MIHKaIcyJImpoBaHue MOBPEKACHHBIX TOKYMEHTOB. 1
W peCTaBpalnu Oco0eHHOCTH KOHCEPBAIUU NIEPETIIETOB JOKYMEHTOB. 2




JTOKYMEHTOB. 3 | CiocobsI pecTaBpaly nepraMeHa u OyMar.

4 | IlpaBuisa paboThl pecTaBpaTOpa ¢ JOKYMEHTOM. DTallbl pecTaBpalltu.

5 | Mexaau3upoBaHHbIE crTOcO0BI pecTaBparui. OTedeCTBEHHBIN U 3apyOCKHBIN OIBIT.

DN | —

CamocTrosiTesibHasi padoTa 16
CuctemaTudeckas nmpopadoTKa KOHCIIEKTOB 3aHATHM, y4eOHON U CIIEIUaIbHOM TUTEpaTyphl (110 BOIpocaM K maparpadam, riiaBam

y4eOHBIX TOCOOMH, COCTABICHHBIM IPENOIaBATEIIEM).

[ToaroroBka k 1abopaTopHBIM paboTaM C UCHOIB30BAHNEM METOIMYECKUX PEKOMEHAALNH Npenoaasares, opopMieHue

71a00paTOPHBIX pabOT U MOJATOTOBKA K UX 3aLIHTE.

Harnmmcanme pedepara.

IIpumepHasi TeMaTHKA BHEAYAMTOPHOI CAMOCTOSITEJIbHOH PadoThI

1. Meronbl pectaBpalii Kak COCTaBHAs 4acThb KOHCEPBALMM ApXMBHBIX JTOKYMEHTOB OOecrneueHHe COXPaHHOCTU JIOKYMEHTOB
ApxusHoro ¢onga P®: 3HaueHue, nenu u 3a1a4u.

2. ObecnieyeHne COXPAHHOCTU APXUBHBIX JIOKYMEHTOB IIPH BblJJau€ UX BO BPEMEHHOE 10JIb30BaHKE, BBIBO3E 3a PYOeiK.

3. CrpaxoBaHHUE 10KyMEHTOB.

4. IlpoBepka HaNUYMsI ¥ COCTOSHUSA JIeN B apXUBaxX: 337a4d U NOPSI0K IMPOBEICHHSL.

5. Oco60 1eHHBIE JOKYMEHTBL: YUET U MEPONPHUITHS 10 00ECIICUCHHIO UX COXPAHHOCTH.

Bcero (MK 02.04) 48
III1. 02.01. IIpou3BoACTBEHHAs] MPAKTUKA 38
Buabl padot

O3HaKOMJICHHE C CHCTEMON XpaHEHUs IOKYMEHTOB U JIeJ B TIEPUO]T MCTIOJIHEHHS,

O3HakoOMJIEHHE C OpraHu3alyen SKCepTU3bl IEHHOCTH IOKYMEHTOB;

O3HaKOMJICHHE C TIEPEYHSIMH JOKYMEHTOB CO CPOKaMH XPaHECHHUS;

O3HakoMJIeHHE ¢ HOPMAaTUBHO-METOANYECKMMH MaTepraaMy O TMOArOTOBKE U Nepeaaye Jiesl B apXUB OpraHu3aluu.

AHaM3 CUCTEMBI XpaHEHHS JJOKYMEHTOB H JIeJ B TIEPHO UCTIOJTHEHUSI B KOHKPETHON OpraHu3aIny;

Onucanue opraHu3aluy SKCIEePTU3bl ICHHOCTU T0KYMEHTOB KOHKPETHOTO YUPEKACHUS, OpraHu3aluu (MpeanpusTus);

AHaM3 WCIONB30BAaHMS TIEPEYHEH TIPU COCTABJICHUH KJIAcCH(UKATOPOB M HOMEHKIIATYp /el KOHKPETHOTO YUYpEKACHUS,
opraHu3anuu (MpeanpusTs);

dopMupOBaHUE €T,

Hywmepanuus 1ucToB;

Odopmitenue 3aBepuUTEIHLHON HAIICH, BHYTPEHHEH OMHCH, 00JI0KEK €T ITOCTOSTHHOTO ¥ BPEMEHHOTO XPaHeHHUS;

OdopmiteHue 1 COCTaBJIEHUE OMKCHU /1€ CTPYKTYPHOT'O TOPa3IesIeH!s] KOHKPETHOTO YUPEKACHUs, OpraHu3aluu (pearnpusTus);
CocTtaBieHHe IPOEKTA aKTa O BBIJCICHUH JOKYMEHTOB H Je7l K YHUYTOKEHHIO.

Bcero (III1. 02.01) 38
Bcero (IIM.02) 305
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Jnst XapaKTepUCTHKH YPOBHS OCBOEHHS y4eOHOTr0 MaTepHasa UCTIONb3YIOTCS CIeAyIONHe 0003HAUCHHUS:

1 — 3HaKOMMTENbHBIN (Y3HABaHUE paHEe N3YUYEHHBIX OOBEKTOB, CBOWCTB);

2 — penpoayKTUBHBIN (BBINOJIHEHNE ACSITEILHOCTH O 00pa3ily, MHCTPYKIMH WM MO/ PYKOBOJCTBOM);

3 — IpOoAYKTUBHBIHN (IITAHUPOBAHUE U CAMOCTOSITENILHOE BBIIOJIHEHHUE AEATEIbHOCTH, pEIIeHUe TPOOJIEMHBIX 3a/a4).
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4. YCJIOBUA PEAJIM3ALIMU ITPOPECCHOHAJIBHOI'O MOAYJIA

4.1. TpeGoBaHus K MUHUMAJIbHOMY MATEPHAJBLHO-TEXHHYECKOMY O0ecre4eHH 0

Peanuzanus npodeccnoHanbHOro MOYJIs IpernonaraeT HalTuuue:

1. kaOMHETOB JOKYMEHTAllMOHHOTIO O0ECIeUEHHUsl YIIPaBICHMsI, apXUBOBEACHUS U J1aOOpaTOpUU
CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa, OCHAILIEHHBIX:
- ydeOHOE 00OopyIoBaHME: paboune MecTa o0ydaronmxcs, pabodee MeCTO IperoaaBaTelis, MapKepHast
JIOCKa;
- y4eOHO-HATJSIHBIE TOCOOWsS: HOPMATHUBHBIC JOKYMEHTBI, KOMIUIEKC Y4eOHO-HATSATHBIX U
METOAMYECKUX OCOOUH, CTEH 1B, TNIAKAThI, TOPTPETHI BHIIAIOLINXCS IeATEIIeH;
- TEXHHYECKHE CpEJCTBAa, CIEIHMaJIbHOE J1adopaTopHOE OOOpYAOBaHHME: HOYTOYKH C BBIXOJIOM B
HuTepHer (nMuiieH3MOHHOE MporpammHoe obecrieuenue: 7 zip, Kaspersky endpoint security 10, K-lite
codec pack,Microsoft Office 2013), ayauOKOIIOHKH, TEPEHOCHOW MPOEKTOp, IMepeHocHoi MDY
(mpuHTEp, CKaHep, KOMUp), IEPEHOCHOH mpeaep;
- DIIEKTPOHHBIE PECYpPCHl B Cpelie MHTEPHET — CIpaBOYHO-TpaBoBas cucrema: Koncymerant I[lmroc,
I"apanT, 1C: IIpennpustue.

2. nabopartopuu: JOKYMEHTOBEACHUS, OCHAILIEHHOMN:
- ydebGHOe obOopynoBaHue: paboume Mmecta obOydwarommxcs (20), pabodee MecTo mpenojaBares,
MapKepHas JJocKa.
- y4yeOHO-HArjsiHble MOCOOWs: HOPMATUBHBIE JOKYMEHTBI, KOMIUIEKC Y4eOHO-HAIJAIHBIX U
METOAMYECKUX MMOCOOMI, CTeH IbI, IJIaKaThl, TOPTPETHI BHIJAIOIIUXCS AesiTenei, kapTel, DVD-nucku.
- TEXHUYECKUE CpEeJCTBAa, CHEIMaJbHOE JabopaTopHOEe OOOpyAOBaHHE: HOYTOYKH C BBIXOJOM B
NHuTepHeT (MUMIeH3MOHHOE TporpamMHoe oOecmnieuenue: 7 zip, Kaspersky endpoint security 10, K-lite
codec pack,Microsoft Office 2013), ayauMOKONOHKH, NEPEHOCHOW MpPOEK-TOp, mnepeHocHo MY
(mpuHTEp, CKaHEp, KOMHp), MEPEHOCHOH IIpenep, OpOIIOPOBIIMK, JaMHUHATOP, OOpE3YMK YIJIOB
POJIMKOBBIN.
- DIEKTPOHHBIE PECYpCHl B Cpelie MHTEPHET — CIpaBOuYHO-NpaBoBas cucrema: Koncynprant Ilmoc,
I"apanT, 1C: IIpennpustue.

Peanuzanus npodeccHoHaIbHOTO MOJIYJIS MpeanojaraeT 00s3aTesbHYI0 MPOU3BOICTBEHHAS

IPaKTHKA.

4.2. UundopmannonHoe odecrneyenne o0ydeHust
Ilepeyenb pekoMeHayeMbIX y4eOHbIX H31aHui, UHTepHeT-pecypcoB, H0NMOJHUTEIbLHOM
JINTEPATYpPhbl

HopmaTuBHO-npaBoBasi TOKYMEeHTALUSA:
1. Koncrutynust Poccuiickoii ®enepaunn (mpuHATa BCEHApOAHBIM rosiocoBanueM 12.12.1993)
[OnekTponnblit  pecypc] //  WndopmammonHo-mpaBoBoit  mopran  ['APAHT.PY.  URL:
http://base.garant.ru/10103000
2. 3akon Poccuiickoit ®enepaunu ot 21.07.1993 No 5485-1 «O rocygapCTBEHHOW TalHE»
[Onextponnslii  pecypc] //  HHpopmammonno-npaBoBorr  mopran  [APAHT.PY.  URL:
http://base.garant.ru/10102673
3. ®enepanbHbiii 3ak0H 0T 29.07.2004 Ne 98-D3 «O xomMmepUeckoil TaitHe» [ DIeKTpOHHBIH pecypc] //
Nudopmanmonno-npaBoBoit moptan TAPAHT.PY. URL: http://base.garant.ru/12136454/
4. @enepanbHblil 3ak0H 0T 22.10.2004 Ne 125-03 «O6 apxuBHOM gene B Poccuiickoit denepannm
[OnekTponnblii  pecypc] //  WndopmammonHo-mpaBoBoit  mopran  ['APAHT.PY.  URL:
http://base.garant.ru/12137300
5. ®epepanbubiii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake pacCMOTPEHHS OOpaIlleHUd TpakaaH
Poccuiickoit ~ @enepauun» [DnexTpoHHblii  pecypc] //  MHopmanmoHHO-paBOBOW  mOpTa
[TAPAHT.PY. URL.: http://base.garant.ru/12146661
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6. @enepanpHblii 3akoH oT 27.07.2006 No 149-®3 «OO6 wHpopmanuu, HHPOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aluTe uHPopMauum» [DnekTpoHHsbIi pecypc] // UHpopMmaliMoHHO-IpaBOBOI mopTa
IAPAHT.PY. URL: http://base.garant.ru/12148555

7. ®epnepanpHblii 3akoH 0T 27.07.2006 Ne 152-®3 «O nepcoHaJbHBIX NAaHHBIX» [DJIEKTPOHHBIN
pecypc] // Nadopmanmonno-mipaBosoii moptat TAPAHT.PY. URL: http://base.garant.ru/12148567/

8. ®epepanbHbiii 3akoH oT 27.07.2010 Ne 210-®3 «O6 opraHuzanud MPeIOCTaBICHUS
TOCYJIapCTBEHHBIX M MYHHIMTAIBHBIX yCIyr» [DnekTpoHHBIH pecype] / MHPOpMannOHHO-TIPaBOBOM
noptan TAPAHT.PY. URL: http://base.garant.ru/12177515

9. TI'paxnanckuii kogexc Poccuiickoit ®enepanuu (gacts nepsas) oT 30.11.1994 Ne 51-®3 (pex. ot
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http://docs.cntd.ru/document/1200030173

28. T'OCT 7.50-2002 CHUBUA. Konceppauusa pgokymentoB. OO6mwue TpeboBanus. URL:
http://docs.cntd.ru/document/1200030174

29. TOCT P 7.0.2-2006 CUBU/I. KoncepBatiusi JOKyMEHTOB Ha KOMMaKT-auckax. OO0mue TpeOoBaHus.
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https://znanium.com/catalog/product/1212394
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O0MeH nHpopManmeni ¢ pocCHiCKMMH 00pa30BaTeIbHBIMH OPTraHHU3ALUSIMU:
1. ®I'bOY BIIO «Axkanemus rpaxaanckoil 3amutsl Munucrepersa Poccuiickoit denepanuu no nenam
TPXIAHCKOW OOOPOHBI, YPE3BBIYAWHBIM CHUTYallMsIM W JIMKBUJAIMHA TIOCICACTBUNA CTUXUHHBIX
OencTBUID» (COTTAIIEHNE O COTPYIHUYECTBE U COBMECTHOM AedaTenbHocTH oT 12.09.2014 1.).
2. TocynapcTBeHHOEe Or0/KETHOE O0O0IIEe00pazoBarenbHoe yupexaeHue ropoaa Mocksbl «lllkoma
Ne 709» (oroBop o cereBoit popme peanuzanu o0OpazoBaTesbHbIX nporpamm ot 01.09.2020 r.)

4.3. OOmue TpeOOBaHNS K OPraHU3aIUN 00Pa30BaTEILHOIO Npolecca

Y4eOHbIi Tporiecc o MporpaMMe MOATOTOBKH CIIEIIHATNCTOB CPEAHETO 3BEHA B COOTBETCTBUHU
¢ ®I'OC no cneuunansHoctu 46.02.01 JlokymMeHTallMOHHOE OOecTiedeHre YIpaBleHHE U apXUBOBEICHNE
(OazoBasg MOATOTOBKA) MPOBOJAUTCS C MCIONb30BAHUEM KaK TPAJUIUOHHBIX (JEKLUUHU, MPAKTHUYECKHUE
3aHATHUSA U T. I1.), TAK 1 THHOBAIIMOHHBIX (MCIOJIb30BAHUE MYJIbTUMEIUNHHBIX CPEACTB, MHTEPAKTUBHOE
oOyudeHue, padora B ceTi IHTEpHET U T. 11.) POpPM U TEXHOJIOTHIl 00pa30BaHuUs.

Peanuzanusi KOMIETEHTHOCTHOIO MOJAXOJa MPEeIyCMAaTpUBAET IIHPOKOE MCIOIb30BaHUE B
y4eOHOM TpoIlecce aKTUBHBIX M MHTEPAKTUBHBIX (POPM IPOBENEHUS 3aHATHI (pa300pOB KOHKPETHBIX
CUTyalluid, pelleHus 3agad, Ka3ycoB W Jp.) B COYETAaHHMM C BHEAYJUTOPHOH paboTOi C IeJbio
(dbopMHpOBaHUS M Pa3BUTHS MPOPECCHOHATFHBIX HABBIKOB 00yYaIOIINXCS.

OO0s13aTeNbHBIM YCIOBUEM MPOXOXKACHUS POU3BOJICTBEHHOM MPAKTHKH SIBJISETCS BBIOJHEHHUE
U 3allUTa TPAKTHYECKUX pPadOT, MPEeTyCMOTPEHHBIX MporpaMmoil moxayns. llpowsBojacTBeHHAs
NpaKTUKa JJOJHKHA IPOBOJUTHCSA B OpraHU3alMaX, HalIPaBJIeHUE JIEATENbHOCTH KOTOPhIX COOTBETCTBYET
IPOQIITIO TOATOTOBKH 00YYarOIINXCS.

4.4. Kaaposoe o0ecnieueHne 00pa3oBaTeIbHOIO NMpouecca
TpeOoBanus K KBalu(pUKAIMKU TEJArOTMYECKUX KaApPOB, OOECIEUMBAIOIIMX OOy4YeHHE IO
MEXIUCIUTUTMHAPHOMY Kypcy (Kypcam): HaJu4We BBICHIETO TPOGECCUOHATBLHOIO 00pa30BaHUS
COOTBETCTBYIOIIETro Mpoduiio moayns. [IpoxoxkaeHue ctaxxupoBku He pexe 1 pa3 B 3 roza.
TpeboBaHus K KBaTU(HUKAIMKU TEJarori4ecKuX KaJpoB, OCYIIECTBISIONNX PYKOBOJCTBO
MPAKTUKOW: HAJIWYWE BBICHIETO MPOQPECCHOHAIBHOTO 00pa30BaHUs COOTBETCTBYIOMIETO MPOGUITIO
IPEnoIaBaeMOro MOIYJIS, OTBIT JEATEIbHOCTH B OPraHU3alMAX COOTBETCTBYIOLICH MpodecCHOHaTbHON

chepsr.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSI TIPO®ECCUOHAJIBHOI'O
MOAYJA (BUOA TPOPECCUOHAJIBHOU JEATEJIBHOCTHN)

O6pa3oBarenbHOE yupexIeHue, peanusyroiiee MOJITOTOBKY o nmporpaMmme
npoeCCHOHATPHOTO MOMAYJISA, O0ECIeYrBAET OPraHW3alMI0O W TPOBEICHHE TEKYIIET0 KOHTPOJIS W
MIPOMEKYTOUHOM aTTeCTaIl|H.

Texymuii KOHTPOJIb IPOU3BOIUTCS MPEINOIaBATEIEM B Mpoliecce 00yUeHHUs.

CTyAeHTHI MIPOXOIAT MPOMEXYTOUHYIO aTTECTAI[MIO: B YETBEPTOM CEMECTPE CTYJIEHTHI CAAIOT
3a4eT 1Mo MEeXIUCHUIUIMHApHOMY Kypcy OOecrieueHre COXpaHHOCTH JOKYMEHTOB. B msToM cemectpe
CTYIEHTBHl CHAIOT aTTECTAllMI0 C OICHKOW MO0 MEeXIAUCUUIUTMHAPHBIM Kypcam Opranuzainus u
HOPMATHUBHO-TIPABOBBIE OCHOBBI ApXUBHOTO Jena, [ 0CynapCTBEHHBIE, MYHHIMIIAIBHBIE apXUBBI U
apXUBbI OpraHu3aluii 1 MeToauka 1 MpakTUKa apXUBOBEJEHUS, TaK e BBIMOIHIIOT KypCOBYIO paboTy
0 MEXIUCIHUIUIMHAPHOMY Kypcy MeToauka W TMpakTHKa apXuBoBeneHUs. B mectom cemecTtpe —
aTTECTAllMI0 C OLEHKON MO0 MEXIUCIUIUIMHAPHOMY Kypcy OpraHuzanus U HOPMAaTUBHO-TIPABOBBIE
OCHOBBI ~ apXWBHOro  jena. IIpomexxyTowyHas  arrecTamuss 1O  NPOW3BOACTBEHHOW — —
mudhepeHIIMPOBaHHBIN 3a4eT.

OOy4eHue 1o MPOU3BOIACTBEHHOMY MOJYJIIO 3aBEpIIACTCS IK3aMEHOM IO MOJYJIIIO, KOTOPBIH
MPOBOAUT YK3aMEHAIIMOHHAS] KOMHCCHSI.

@®opMbI W METOABI TEKYIero KOHTPOJs M  TIPOMEXKYTOYHOW  aTTecTallud 10
pohecCHOHATFHOMY MOJYJII0O CAMOCTOSITENILHO pa3pabaThIBAIOTCS 00Pa30BaTEIbHBIM YUPEKICHUEM U
JIOBOJIATCS IO CBEJCHHS 00yUJaIONIMXCsl HE TIO3{HEE OTHOTO KaJCHIAPHOTO MeCsIa 10 Hayaia CECCUU.

Jns Tekymiero U MpPOMEXYTOYHOTO KOHTpOIs 0o0pa3oBaTeNbHOM OpraHu3aluell Cco3AaroTcs
douasl oneHouHbX cpenactB (POC). ®OC BxmoUYalOT B ceOs MEAarormueckue KOHTPOJIBHO —
U3MEpUTENbHbIE  MaTepHallbl, TMpeJHa3HauYeHHbIE JUIS  ONpPENETICHHUS  COOTBETCTBUSA (WM
HECOOTBETCTBHSI) HMHIMBHIYaTbHBIX OOpa30BaTEIbHBIX JIOCTHKCHHH OCHOBHBIM  ITOKA3aTeIsiM
pe3yJIbTaTOB MOATOTOBKH (TAOIHUIIBI).

Pe3yabTaThl (OCBOCHHBbIE

OcHOBHBIE OKA3AaTE/IH OLICHKH q’OprI U METOIbI

IIK 2.2. Bectu paboty B
CUCTEMaXx JIEKTPOHHOTO
JIOKyMEHTO000pOTa

— CKOpOCTbH BBOJ4, BBIBOJA U
KOIMPOBaHUs HH(OPMALIUH;
— CKOpOCTh NMOMCKA MH(OpMAIHH

[1K 2.3. Pa3zpabatbIBaTh 1 BeCTU
KIaccu(UKaTOphl, TAOEU U
JpyTHE CIIPABOYHHUKH 10
JTOKyMEHTaM OpraHu3aIin

— TIOJHOTA OIHMCAHMS APXHBHBIX
JOKYMEHTOB;

— YCOBEpIIEHCTBOBAHUE OMHCEH;
— mepepaboTKa omnucei;

— KauyeCTBEHHAas KaTaJoru3aius

JAOKYMCHTOB B apXHUBE (B TOM
YUCJIC JOKYMCHTOB 110 JJUYHOMY

JOKYMCHTOB
[IK 2.4. ObecnieunBaTh MpUEM U | — [OJHOTA KOMIUIEKTOBaHUSA
palnoHaIbHOE pa3MelleHNe apxuBa YIPaBJIEHYECKOU

HOKYMCHTaHHGﬁ H JOKYMCHTaMH

npogeccuoHaIbHbIC
pe3yjabTara KOHTPOJISI M OLIEHKH
KOMIIETEHIIMH)
[IK 2.1. Ocy1ecTBasTh — OCyIIECTBIEHHE  dKcneprusbl | OleHKa pe3yIBTaTOB
9KCMEPTU3Y LHCHHOCTHU LEHHOCTH YIIPaBJICHUYECKOM | BBITOTHCHUS:
JOKYMEHTOB B COOTBETCTBHHU C | JOKYMEHTAI[MK U JIOKyMEHTOB TIO | ~ 3anzvmm71 HPAKTHYECKUX
JICHCTBYIOIIIMH JMYHOMY COCTaBy c/Ge3 | 3AHATHIL 3
3aKOHOJIaTCIbHLIMU aKTaMH U MOJIUCTHOTO MPOCMOTPA; - 33}13HHH' TCKyIICH
HOpMaTHMBamu — Ka4eCTBO BBIBEPKH J1yOIIETOB; aTICCTalHH, .
— CaMOCTOSATCIIBHON

— TIOJIHOE odopmiieHne paGOTHI;

pe3yapTaToOB KCHEPTU3BL | _  11oyaponcTRenHOI

LIEHHOCTH JIOKYMEHTOB MPAKTHKY;

— OTBeTa Ha UTOTOBOM

aTTeCTallin
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COCTaBy)

JIMIHOTI'O HpOI/ICXO}K)IeHI/ISI;

— yao0cTBO pa3MeleHusl,
HepCMCH_IeHI/I}I Ha MecTa XpaHeHI/ISI
Jien, KopoOOK, CBSI30K, OITUCEH;

— CKOpPOCTh  COCTaBJICHUS W
CUCTCMaTUu3alnnu KapToqu JJI
MTOCTEJIAKHOT'O
TOMOTrpaUIECKOro yKa3aTes

IIK 2.5. O6ecnieunBath y4eT 1
COXPAHHOCTb NOKYMCHTOB B
apxuBe

— KBaJIM(ULIKPOBAHHAA
OpraHu3ainys ydera JIOKYMEHTOB
apxuBa;

— KOMIIETEHTHAast IIpOBEpPKa
HaJIn4us u COCTOSIHUS
JIOKyMEHTOB;

— CBOEBPEMEHHOCTh  BBISBICHHS
JOKYMEHTOB C TOBPEKICHUSIMH
HOCHUTCIII U TCKCTA,

— CKOpOCTh BBIJIAYH (mm
npueMa) Jel W OnHMced W3
XPaHUJIHINA;

— CKOpOCTh TEXHUYIECKOTO
odopmiieHus Aen

[IK 2.6. Opranu3oBbIBaTh
HCIIOJIb30BAHUC apXUBHBIX
JIOKYMEHTOB B Hay4HBIX,
CIIPAaBOYHBIX U MPAKTHYCCKUX
LesIX

— CBOEBPEMEHHOE
nHpopManmonHoe obecreueHue
TMOJIb30BATENIEH M0 WX 3alpocaM;

— pamHMoHANbHAS  OpraHU3ANUS
pabOoThI YUTATLHOTO 3aJIa apXHBa,
— KaueCTBEHHOE BEJCHHE YydeTa

HMCIOJIb30BAHUSI JIOKYMEHTOB
apXuBa;

— CKOpOCTh KONIMPOBAHHUS
JIOKYMEHTOB 110 3aKazam
MO0Jb30BaTeNIeH

[IK 2.7. Ocy1iecTBasATh
OpraHU3aIMOHHO-METOAMYECKOE
PYKOBOJICTBO U KOHTPOJIb 3
paboToii apxuBa OpraHu3aly u
3a OpraHu3anyei JOKyMEHTOB B
JIeTTOTIPON3BO/ICTBE

— KBaJIM(ULMPOBAHHOE OKa3aHUE
METOJIMYECKOM U MPaKTHYECKOU

TIOMOIITH B MOJITOTOBKE
HOPMaTHBHO-METOIHYECKUX
nocoOuit o OpraHu3aIu

JIOKyMEHTOB B JICJIONIPOU3BOJICTBE
Y UX BHEJPCHUU;

— 000CHOBaHHOE IIPOBEJICHUE
KOHTPOJIBHBIX HPOBEPOK
ACATCIIbHOCTH apxuBa
OpraHH3aLIH
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@®opMBI 1 METO/IBI KOHTPOJISI M OLIEHKH PE3yJIbTaTOB O0YYECHHUS JOJDKHBI TIO3BOJIATH MTPOBEPSITH
y 00ydYaromuxcss He TOJBKO C(OPMHPOBAHHOCTh MPOPECCHOHATIBHBIX KOMIETEHIUH, HO U pa3BUTHE
00X KOMIETEHIIMH U 00eCIeYNBAIOIINX UX YMEHUH.

Pe3yibTaTsl (OCBOCHHBIC

OcHoBHbIE NTOKA3aTeJIH OIICHKH

DopMbI H METOABI

o01Me KoMIeTeH M) pe3yabTara KOHTPOJIsI M OLIEHKH
OK 1. ITonuMath CylmHoOCTh U — JIEMOHCTpAIIUS HWHTEpEca k | Habmronenue 3a
COLMAJILHYI0 3HAYUMOCTh CBOEH | Oymyimeit mpodeccuu JEATCIIbHOCTBIO
Oynymieit mpodeccun, obyyaromerocs B
MPOSIBIIATH K HEW YCTOMYMBBIN rpouecce OCBOCHHUS
UHTEpEC o0pa3oBaTesIbHOI
OK 2. OpFaHI/ISOBHBaTL — BBI60p M IIPUMCEHEHHE METOJ0B U IIporpamMmsl,
COOCTBEHHYIO JI€ATEIbHOCTD, cr1oco0oB peleHus | MOTUBAIIH,
OonpeaciIsiTb MCTObI U CHOCOGBI HpO(beCCI/IOHaJ'IBHI)IX 3aaa4d B | HHTCPIPCTAIUA
BBITIOJTHCHUA o0JacTH OpraHM3alfy apXUBHOW W | PE3YJIBTATOB.

npohecCHOHANBHBIX 334,

CIIPaBOYHO-UH(OPMAITMOHHOM

OLCHUBATH UX dP(OEKTUBHOCTE U | pabOTHI o JOKyMEHTaM

KauyeCTBO OpraHu3aluu

OK 3. Pemath mpobiemsl, — pelieHue CTaHIapTHBIX u

OIICHUBATh PUCKH U MPUHUMATD | HECTAHJIAPTHBIX MPO(PECCHOHATBHBIX

pElIeHNs B HECTaHIaPTHBIX 3aqady B 00JacTH  OpraHu3aluu

CUTyalusAx apXUBHOM u CIIPaBOYHO-
nH(pOpMAlIMOHHOW  paboOTel 1O
JIOKYMEHTaM OpraHu3aluu

OK 4. OcyiecTBIATh OUCK, — 3¢ deKTUBHBII IIOMCK

aHaJM3 U OLEHKY MHQOpPMALMY, | HeoOX0quMOii uH(pOopMaIuy;

HEOOXOIMMOIA [IJIs TOCTAHOBKH — HCIOJIB30BAHUC pa3In4YHbIX

U petieHust mpohecCuoHaATbHBIX
3a/1a4, mpoeccuoHaIbHOTO U
JIMYHOCTHOT'O Pa3BUTHS

HMCTOYHUKOB MHOpMaIuy,

OK 5. Mcnonb3oBaTh
UH(POPMALIMOHHO-
KOMMYHHKAI[IOHHBIE
TEXHOJIOTHH IS
COBEPIICHCTBOBAHUS
pohecCHOHATBLHOM
JESITEIbHOCTH

— MHCIIOJIb30BaHUE
pecypcoB U U3IaHUH

SJICKTPOHHBIX

OK 6. PaboTaTh B KOJUICKTUBE U
KOMaHe, 00eCreynBaTh €€
crutoueHue, 3pPeKTHBHO
00111aThCA C KOJJIETAMH,
PYKOBOJICTBOM, ITOTPEOUTEIIIMHU

— B3aUMOJcHICTBHE c
00ydJaronmMucs, TPEroaBaTeIsIMUA
B X0/ O0yUeHus

OK 7. CtaBuTh 1I€NH,
MOTHBHPOBAThH JCATEIEHOCTD
NOJJYNHEHHBIX, OPraHU30BHIBAThH
¥ KOHTPOJIUPOBATh UX paboTy ¢
NPUHATHEM Ha ce0s
OTBETCTBEHHOCTH 32 PE3yJIbTaT
BBITIOJTHEHUSI 33 IaHUH

— caMOaHaJu3 u KOPPEKIIHSI
PE3yIBTaTOB COOCTBEHHON pabOTHI

OK 8. CamocTosTENBHO
OMNpCACIIAThL 3aa4n
PO eCCHOHAITBHOTO U

— OpraHu3alMsi  CaMOCTOSTEIbHBIX
3aHATHI npu U3y4YECHUU
pohecCHOHAIEHOTO MOTYJIsI
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JIMYHOCTHOTI'O pa3BUTHUAA,
3aHHMMAaThCA CaMOO6p8.30BaHI/IeM,
OCO3HAHHO IIJIaHUPOBATH
ITOBBIIICHUC KBaJ'II/I(l)I/IKaI_[I/II/I

OK 9. BEITH TOTOBBIM K CMEHE
TEXHOJIOTUN B

— aHAJIM3 HWHHOBAUMU B o0JacTU

OpraHu3aIu apXUBHOMU u
npogeccHOHAIbHON CIPaBOYHO-UHPOPMALIMOHHOM
JeSITeIbHOCTH pabdoThI 1o JOKyMEHTaM

OpraHu3alnuu
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