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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI
IMPOPECCHOHAJIBHOI'O MOAYJISA
IIM.02 OPTAHU3ALIASI APXUBHOUM PABOTBI ITO
JTOKYMEHTAM OPI'AHU3AIINI PA3JIMUHBIX ®OPM COBCTBEHHOCTH

1.1. Iles1s ¥ NIaHUpYeMbIe Pe3yabTAThl 0CBOEHHS NPOdhecCHOHATBHOr0 MOLYJIs

B pesynbrare u3yueHuss npogecCHOHAIBHOrO MOy 00ydaromuiics HOJKEH OCBOUTH
OCHOBHOM BHJ JI€ATENBHOCTH OpraHu3alus apXHUBHOM paGoThI 10 JOKYMEHTaM OpraHU3alMi pasiuYHbIX
GopM_CcoOCTBEHHOCTH M COOTBETCTBYIOIIME €My OOIIHe KOMIIETEHIMH H IpodecCHOHATbHbIE
KOMITIETEHIIHH:

1.1.2. Ilepeuenv obuyux xomnemenyui
Kon HanmenoBanue 00mux KomMneTeHIHi

Bribupath criocoOs! permenus 3agay npodeccuoHaNbHOH NesTeIbHOCTH
IPUMEHHUTENIFHO K pa3InYHbIM KOHTEKCTaM

OK 01

Hcnonp30BaTh COBpEMEHHBIE CPE/ICTBA IOUCKA, aHATM3a U HHTEPIIPETALUH
OK 02 uH(popManuy, 1 HHPOPMAIIMOHHBIE TEXHOJIOTHH IS BBIIOJIHEHUS 3a/1a4
npodeccuoHaIbHOM AeSTeIbHOCTH

OK 04 O¢hexTUBHO B3aUMOJIEHCTBOBATh U paboTaTh B KOJUIEKTHBE M KOMaH/IE

OcCymecTBIATh YCTHYIO M MHCBMEHHYIO KOMMYHHKAIIUIO Ha TOCYAapCTBEHHOM
OK 05 a3bike Poccuiickoit @enepanuu ¢ yu€ToM 0cOOEHHOCTEH COLHAIBHOTO
U KyJITYPHOTO KOHTEKCTa

[Tonp3oBarbes MpodhecCHOHATBHOM JOKyMEHTAIMeH Ha roCyJapCTBEHHOM
¥ HHOCTPAHHOM SI3bIKaX

OK 09

1.1.3. Ilepeuenv npogheccuonanvhvlx KoMnemeHyull
Kop HanmenoBanue BHI0B 1eSITEJIbHOCTH H NPO(ECCHOHAIBbHBIX KOMIIETeHIHH
BII2 OpraHu3anust apXuBHOM pabOTHI IO IOKYMEHTaM OpraHU3allUui pa3Iu4HbIX GOpM
COOCTBEHHOCTH
K 2.1 Ocy1mecTBIIATh KOMIIEKTOBAHHE apXUBHBIMU JieJIaMH (JOKyMEHTaMH1) apXuBa
"' | opranusaiuu
[K 2.2 Bectu yuér apXuBHBIX Jei (IOKYMEHTOB), B TOM YUCIIE C HCIIOJIb30BaHHEM
" | aBTOMaTH3MPOBAHHBIX CHCTEM
K 2.3 OcymecTBISTh XpaHEHHE apXUBHBIX JIEJT (JIOKYMEHTOB) C IIOCTOSIHHBIM CPOKOM
" | XpaHeHus | 110 INYHOMY COCTaBYy B apXHUBE OpraHH3aIuH
[K 2.4 OcymecTBIATh XpaHEHHE, KOMIIJIEKTOBAHUE, YUIET M UCIIOIb30BaHUE JIEIT
" | (HIOKyMEHTOB) BPEMEHHOT'O XPaHEHHUSI
K 2.5 OcCyIIecTBIATh HCIIOJIB30BAHUE aPXUBHBIX A€ (IOKYMEHTOB), B TOM YHCJIE
" | ¢ HCTIOJIb30BaHHEM aBTOMATU3UPOBAHHBIX CUCTEM

1.1.4. B pe3yiibTare 0cBOCHHs MPOMECCHOHATEHOI0 MOLYJIsl 06y JAIOMHMICS JOJDKEH

' B cnyuae paseumus OK u ITK 3a cuem pacuiupenus 6006 OessmensHOCmu, 66e0eHus. OONONHUMENbHbIX
npogheccuonanbHbIX KOMREMEH YUl MeKCm HeoOX00UMO BbIOEN UMb KYPCUBHBIM WpUdm.



Bnanets
HaBBIKAMHA

KommiekroBaHus apXMBHBIMH J€JIaMH (IOKYMEHTaMH) apXHBa OpraHu3aiuu
Benenust yuéra apXMBHBIX A€l (JOKYMEHTOB), B TOM YHCJI€ C HCIIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM

Ocyl1ecTB/IeH!s: XpaHEHHs! apXUBHBIX JieJ1 (JIOKYMEHTOB) € MOCTOSHHBIM CPOKOM
XPaHEHHUs W 110 JIMYHOMY COCTAaBY B apXHMBE OpraHU3alMH

XpaHeHHsl, KOMIUIEKTOBAaHMS, Y4éTa M HCMOIb30BaHUA Je1  (JOKYMEHTOB)
BPEMEHHOI'0 XpaHeHHsl

Hcnonp3oBaHus apXMBHBIX J1e)T (JJOKYMEHTOB), B TOM 4YHCJIE C MCIIOJIb30BaHHEM
aBTOMATHU3UPOBAHHBIX CUCTEM

VYMeThb

pabotaTh ¢ mMoApa3aeseHUsIMU/OpraHu3alMsIMU HUCTOYHHUKAMH KOMILUIEKTOBAHHUS
apxuBa;

MPUHUMATh apXMBHBIE /e (JOKYMEHTbl) Ha MOCTOSHHOE WJIM JI0JrOBPEMEHHOEe
XpaHEeHHe;

y4acTBOBATh B IPOBEJEHHM DKCHEPTH3bl LIEHHOCTH PA3JM4YHBIX THUIIOB M BHIOB
JIOKYMEHTOB B COOTBETCTBUH C BHYTPEHHHMH perjiaMeHTaMH OpraHu3aLyy;
MPUMEHATh B paboTe PEeKOMEHAALMH SKCMEPTHO-TIPOBEPOYHON KOMHCCHH WIIH
9KCMEPTHOW KOMHCCHM OpraHu3alluy;

TMPUMEHATH NEPEYHH C yKa3aHUEM CPOKOB XpaHEeHHs Jie (JIOKyMEHTOB);
coboaTe HOpMaTHBHBIE CPOKH XpaHEHHs J1eJT (JOKYMEHTOB);

BECTH YYET HCTOUYHMKOB KOMIUIEKTOBAHHS apXH1Ba;

UCNOJIB30BAaTh  TMEPEeIOBOM  OTEYeCTBEHHbIH M 3apyOeXHBIH  ONBIT MO
KOMIUIGKTOBAaHMIO  apXuBa  JejaMd  (JOKyMEHTaMH)  TOCTOSHHOrO U
JIOJITOBPEMEHHOT'0 XpaHEeHHS;

WCIIONIb30BaTh  COBPEMEHHbIE aBTOMATH3MPOBaHHbIE, WH()OPMALIMOHHBIE U
TEeJEKOMMYHHKALIMOHHBIE TEXHOJIOTHH JJOKYMEHTHPOBAHHBIX Cep AesTeIbHOCTH
OpraHM3aLuH.

CHUCTEMaTH3UPOBATh Jesa (JOKYMEHTHI);

pasmellaTh apXUBHbIE Jiesia (JOKYMEHTBI) Ha MecTaX XpaHEeHHs B COOTBETCTBHH C
HOPMAaTHBHBIMH TpeOOBaHMSAMH B 00JaCTH apXWUBHOTO Jejla U YIpaBlIeHHs
JIOKyMEHTaMH;

co0JiroiaTh HOPMaTHBHbBIE PEXHUMbI XPAHEHHs apXUBHBIX JeJ1 (JOKYMEHTOB) Ha
JIIOOBIX HOCHUTEJISX;

MPOBOAMTH MPOBEPKY MOJHOTHI COCTaBa apXMBHBIX JOKYMEHTOB B €JHHHIIAX
XpaHeHHus;

MPOBOJMTH ONUCAHUE APXUBHBIX €] (JIOKYMEHTOB);

COCTAaBJISATh CIIPaBOYHO-ITOUCKOBBIE CPEJICTBA K APXUBHBIM J1€j1aM (JIOKyMEHTaM);
BECTH YYET M KOHTPOJIb BbIJ@Yd ApPXUBHBIX Jesl  (JOKYMEHTOB) W3
apXMBOXPAaHWJIMILIA U UX BO3BpATa;

BECTH yuér u KOHTPOJIb nepefaud  Jell (1OKyMEHTOB) B
rocy1apCTBEHHBIH/MyHULMITAILHBIA apXHUB WJIM Ha MHOE BHELIHEE XPaHEHHE H
npuéma /1Nl ¢ BHEIHEr0 XPaHEeHHS;

MPOBOJIUTH MOJIMCTHYIO MPOBEPKY (PHU3HUECKOT0 COCTOSIHMSA J1eJT (IOKYMEHTOB);
pa3bICKHUBATh HeOOHapY KeHHBbIE Jiesia (A0KYMEHTBHI);

MOJIB30BAThCS ~ YYETHBIMM  JOKyMEHTaMM B paMKax  3JIEKTPOHHBIX
MHQOPMALMOHHBIX ~ CHCTEM  JIOKYMEHTHPOBaHHBIX  cdep  JEATENbHOCTH
OpraHU3aLuH;

MOJIB30BAThCS  CEPTU(ULMPOBAHHBIMK ~ aBTOMATU3MPOBAHHBIMH  CHCTEMaMH
JIOKYMEHTHPOBAHHBIX chep AeSTeIbHOCTH OpraHU3alMu 10 YY€TY, perucTparuy,
KOHTPOJIIO JieN (JIOKyMEHTOB);




M0JIb30BaThCs MH(POPMALIMOHHO-CIIPABOYHBIMH CHCTEMaMH JOKYMEHTHPOBAaHHBIX
cdep AeATeIbBHOCTH OpraHU3alluy;

BECTH CIPaBOYHO-TIOMCKOBBIE CPECTBA K apXHUBHBIM JiejlaM (JOKyMEHTam);

BECTH Y4ET CTPaXxoBOro (oH/1a apXUBHBIX /i€ (JIOKyMEHTOB);

NPUMEHATh HOPMATHBHBIE IPABOBBIE aKThl, JIOKAJbHbIE HOPMATHBHBIE aKThI
OpraHM3alMd W METOJMYEeCKHe JOKYMEeHTbl B 00JacTH Y4&€Ta apXUBHBIX JIell
(mOKyMeHTOB);

BHOCHUTb [MPEUIOKEHHSI IO COBEPIIEHCTBOBAHHIO METOAMYECKOro obecrneyeHus
y4éTa pa3HbIX BH/IOB JOKYMEHTOB B JIOKYMEHTHPOBAHHBIX c(epax AesTebHOCTH
OpraHu3aluy;

3allMINaTh MH(OPMALMOHHBIE PEeCcypchl apXvBa OT HECAHKLIMOHHPOBAHHOIO
JIOCTYyTIA.

OpraHM3oBbIBaTH M obOecrieuyrBaTh XpaHeHWe JeNl (JOKyMEHTOB) BPEMEHHOTrO
XPaHEHUs! OpraHU3aly B TPAAULIMOHHOM U B 3JIEKTPOHHOM BH/JIE;
KOHTPOJIUPOBATh pa3paboTKy CTPYKTYpPHBIMH MOApPa3eIEeHUIMH ONUCEH U aKTOB O
BBIZIGJICHUM HA YHHYTOXXEHHE Jiel (JOKYMEHTOB) BPEMEHHOIO XpaHEHHWs B
TPaJULIMOHHOM U B DJIEKTPOHHOM BHJIE;

dopMupoBaTh E€IMHMLBI XpaHEHHs JOKYMEHTOB [JIi KX TOCJeAYyIOLero
pasMelleHus B apX1Be OpraHu3allyy,

COCTaBJIATh CIIPABOYHO-NIOMCKOBBIE CPE/ICTBA K apXMBHBIM JiejlaM (JIOKYMEeHTaM);
OCYLLUECTBJISITh MOUCK JeN (JIOKYMEHTOB) BPEMEHHOI0 XpaHEHHs B MpoLecce HX
XPaHEHUs! B CTPYKTYPHBIX MOJPa3AeICHUSIX U apXUBE OpraHU3aLHHy;
OCYIIECTB/IATh METOJUYECKOe pPYKOBOJCTBO OpraHu3alMed XpaHeHus Jeln
(1IOKyMEHTOB) B CTPYKTYPHBIX MOJpa3/ieeHUsAX OPraHNu3aLuH;

OKa3plBaTh  CTPYKTYPHBIM  TOJpPA3EJCHHAM MPaKTHYECKYl0 TIOMOILb B
OpraHM3alMu XpaHeHHs e (JIOKYMEHTOB);

pa3pabaTbiBaTh CIPAaBOYHO-UH(OPMALMOHHBIE JOKYMEHTBI [0 OpraHH3aLiH
UCIIO/IBb30BAaHUS el (JIOKYMEHTOB) BPEMEHHOrO XpaHEHHUS B CTPYKTYPHBIX
TNo/ipa3/ie/IeHUsIX U apXUBe OpraHu3alluHy;

NPOBOANUTH 9KCIEPTHU3y LEHHOCTH Jesl (JOKyMEHTOB) BPEMEHHOrO XpaHeHHS,
riepe/laHHBIX B apXUB,;

Onpe/IeNIATh CPOKH XpaHEHHUs JieJl (JOKyMEHTOB) BPEMEHHOIO XpaHEeHHs;
obecnieunBaTh 3aLUMTY A€ (IOKYMEHTOB) BDEMEHHOIO XpaHEHHsl B OPraHU3aLMHi OT
HECAHKLIMOHUPOBAHHOI'O JIOCTYIIA WJIM YHUUTOXKEHHUS;

MPOBOAMTH (hPU3HUUECKOE YHHUTOXKEHHUE el (JOKYMEHTOB) BPEMEHHOIO XPaHEHHS C
UCTEeKUIMMH CpPOKaMHM XpaHEHHs TI0C/ie COIJIaCOBaHUSI CO  CTPYKTYPHBIMH
Mo/ipa3/ieIeHUsIMA OpraHU3aLl|H;

0hopMIIAT YYETHBIE JOKYMEHTbI 00 YHHUTOXEHHH JieJT (IOKYMEHTOB) BDEMEHHOTO
XpaHEHUs] C MCTeKIIMMH CpPOKaMH XpaHEHHsS COBMECTHO CO CTPYKTYpPHBIMH
NOZIpa3/ie/IeHUsIMH OpraHHU3aLluH.

CHCTEMaTHU3UPOBaTh ¥ 006001IaTh CBEACHHUS O COCTAaBE M CONEPIKAHMH apXHMBHBIX
Jiel1 (IOKyMEHTOB);

MCIIOJIb30BaTh MH(GOPMALMOHHBIE TEXHOJIOTHH B 00JAaCTH CO3aHHUs CIPaBOYHO-
TMOMCKOBBIX CPEICTB apXMBa W JIOKYMEHTHPOBaHHBIX cdep JAeATebHOCTH
OpraHu3aluu;

(OpMHpPOBaTH OCHOBHBIE M BCIIOMOTaTe/IbHbIE BU/bI APXUBHBIX CIIPABOYHHKOB B
3JIEKTPOHHOM (hopMme;

MOJrOTaB/IMBATh MH(OPMALMOHHBIE HOKYMEHTBI IO 3arpocam I0Jib30BaTelIeH
Pa3THUHBIX KaTEropHii.

3HaTh

BHbI, PaA3HOBHJIHOCTH H cbopma’rsl BCEX BHJ0OB NOKYMECHTOB,




KPUTEPHH ONpeIeIeH!s] LIEHHOCTH JieJ1 (IOKYMEHTOB) JUTsl JAJIbHEHIIEro XpaHeHUs
W YHUUTOXKEHHS,

MeToAMKa pa3paboTkh (GOpM YUETHBIX JOKYMEHTOB B TpPaJMLUMOHHOM W B
9JIEKTPOHHOM BHUJE;

METO/IMYECKHEe JIOKYMEHTBI B 00JIaCTH MCIOJIb30BaHUS U MyOJIMKALMH apXHBHBIX
Jien (10KyMEHTOB);

METOJMYECKHEe [OKYMEHTbl W  HalMOHaJbHble CTaHAapTel B  o0JacTu
JIeJIONPOU3BOJCTBA U apXHUBHOTO JI€J1a;

METO/IMYeCKHe JOKYMEHTbl W HallMOHaJbHble CTaHaapThl B obnacth yuéra
JIOKYMEHTOB H JIOKyMEHTHPOBaHHBIX cep AesTeTbHOCTH OpraHU3aluH;
Hay4YHO-METOAMYECKHE KPUTEPHH SKCNEPTH3bl LEHHOCTH Pa3JIMYHBIX THUIIOB H
BUJIOB [IeJ1 (JOKYMEHTOB);

HOpMaTHBHbIe TpaBoBble akThl Poccuiickoit @enepaunu B 001aCTH 3aLMTHI
MEepPCOHANIBHBIX JaHHBIX;

HOpMaTHBHBIE NpaBoBbIe akThl Poccuiickoit Menepauyu B 061acTH HHGOPMALHH,
MH(DOPMALIMOHHBIX TEXHOJIOTHH, 3aIMThl MH(OPMALIMM U NEPCOHAJIbHBIX JaHHBIX,
1MpoBo# TpaHChOpMaLHH;

HOpMaTHBHbIE  mpaBoBble  akThl  Poccuiickoit  Denepaumu B obnactu
KOH(HUICHIHMAIBHOCTH HH(OpMALIKH;

HOpMaTUBHbIE  TpaBoBble  akThl  Poccuiickoii ~ Denepaumu B cdepe
JIEJIONPOU3BO/ICTBA U APXHUBHOTO JIeJIa;

HOpPMaTHBHbIE  TpaBoBble  akThl  Poccuiicko  ®@epepauuu B cdepe
JIeJIOTIPOU3BO/CTBA;

obLI1e MPUHLMIBI Y4éTa ¥ KOMIUIEKTOBaHHS Je1 (JOKYMEHTOB) OrpaHMYeHHOro

J0CTYTa;
OpraHU3allMOHHBIC TPUHLIMIIBI HMCIOJB30BAHHSA JOKYMEHTOB OrpaHHYEHHOrO
J0CTYTa;

OpraHM3allMOHHbIE  TPHHLUMIBI  KOMIUIGKTOBaHHS el (JOKYMEHTOB)

OrpaHUYEHHOro JOCTYyIa,
0COOGHHOCTH OpraHM3alMM XpaHeHUs Jes (JIOKyMEHTOB) Ha pas3UuYHbIX
HOCHUTEJISX;

OTE4YECTBEHHbBIE u 3apyOexxHbIe cepTU(ULIMPOBAHHBIE CHCTEMBI
AaBTOMATHU3UPOBAHHOTO Y4ETa apXUBHBIX A€ (JOKYMEHTOB);

nopsaoK (OPMHUPOBAHHUS JOKYMEHTOB B KOMIUIEKTbI, MPYIIIBI, TUIIBI;
NpaBuiia CUCTEMAaTH3aLlMK U KJ1acCU(UKaLK JOKYMEHTOB;

rnpaBuia XpaHeHHs /e (JIOKYMEHTOB) B COOTBETCTBUH C UX THITAMH;
cepTH(HULUPOBAHHbIE  HWH(OPMALIMOHHO-TIOUCKOBBIE ~ CUCTEMbI B 00J1acTH
pa3pabOTKM  HAy4HO-CIIPAaBOYHOrO  amnmapara JOKYMEHTHPOBAaHHBIX  cdep
JeSITeIbHOCTH OpraHU3alluy;

CrOCOObI u TEXHOJIOTHH JIOKYMEHTHUPOBAHHUS Pas3IMYHBIX BHJIOB
npodeccHoHaIbHOMH e TEILHOCTH;

CPOKM BBINOJIHEHHsS paboT MO OpraHMU3alMM HCIMOJIb30BAHUS apXMBHBIX JIEJ
(mOKYMEHTOB);

CPOKH BBITIOJIHEHHs padoT MO yuéTy apXUBHBIX e (AOKYMEHTOB),

CPOKH BBITIOJIHEHHs padoT;

CTaHAAapThl 0OPMJIICHHS OpraHU3aLHOHHO-PACTIOPAAUTEILHON JIOKYMEHTALIMH,
TEOPETHYECKHE W METOJMYECKHE AacMeKThl KOMIUIEKTOBAHHS W OKCIEPTH3bI
LIEHHOCTH BCEX BUIOB JIOKYMEHTOB;

TpeboBanus K 0OPMIIEHHIO IOrOBOPOB HA PEAIM3ALMIO YCITyT BHEIIHETO XpaHEHHS
Jien (10KyMEHTOB);




TpeGoBaHWs K TIOATOTOBKE AapXHMBHBIX CIPAaBOK M BBIMHUCOK H3 apXHUBHBIX
JIOKYMEHTOB;

TpeGoBaHus K TMpoueccaM YHHYTOXKEHHS HHPOpPMALMHM B TPaJAHLUHOHHOM H
9JIEKTPOHHOM BH/IE;

TpeGoBaHHs K YCTaHOBJIEHHBIM HOPMaM BBIPabOTKH;

TpeGoBaHus K Y4ETY 0000 LIEHHBIX U YHUKAJIBHBIX apXUBHBIX J€]1 (JIOKYMEHTOB);

TpeGoBaHKs OXpaHbl TPYAA;

YHUPHULUMPOBAHHYIO cHCTEMY OpraHM3aLMOHHO-PACTIOPSIAUTETbHOM
JOKYMEHTALIMH.

1.2. Kosin4ecTBO 4acoB, 0TBOAUMOE HA 0CBOeHHE NMPO(ecCHOHAIBLHOI0 MOyt
Bcero yacoB —294,
B TOM 4uclie B (popMme npakTrueckoi moaroroku 200 yaco
U3 HUX:
Ha ocBoenne MJIK (Bo B3aumopeiicTBue ¢ npenogasarenem) 204 gacos
camocTosiTenbHas pabora_8 yacoB
NPAaKTUKH, B TOM YHCJIIE
yuebHasi ___36_ vacoB
IIPOU3BOJICTBEHHAs _36 4acoB
[IpomexxyTounast arrectanusi 22 yaca



2. CTPYKTYPA U COAEPKAHUE INPOPECCUOHAJIBHOI'O MOAY.JIA
2.1. CTpykTypa npog)ecCHOHAILHOI0 MOYJIs

= O6bem NpohecCHOHANTBHOrO MOIYJIs, aK. Yac.
~
a O6yuenue mo MJIK
0 © Bcero B ToM umcye Uigasmas
2=
o g ° = 3 el 5
Koasl npodeccHOHaTBHBIX. HanmMeHoBaHuUs pa3zesioB NPoQeCcCHOHATEHOTO Bcero, -8-’=. S X X z | E w
00MKUX KOMIMETEeHIIMH MOy ISt qac. : S 3 :i: i § = § S § § E 5 Ipou3BoACT
£ 8 E? CEZ&| 58| 8 &| & |Vuebuan | Bennas
m = o SEZ 58| 2E| ¢ 8
g &8 o= “ o 2ol ZE
: 8° |88 |5 |TE|l&"F
E = &) = B
I 2 3 4 5 ¢ 7 8 9 | 10 11 12
[K 2.1, [IK 2.2 Paznen 1. Opranuzauus u obecrieyeHrne OCHOB
OK 01. OK 02. OK 04. | 2PXMBHO# NesATeIbHOCTH 50 14 50 42 14 2
OK 05’ OK 09 MJIK 02.01. OpraHuzaums ¥ HOPMaTHBHO-
IIPaBOBBIE OCHOBBI aDXUBHOTO JieNa
K21, 1K22, Paznen 2. Opranuzanus AesTeTbHOCTH
OK 01, OK 02, OK 04, | 2pXiBoB 3 8 5 4 S
OK 05’ OK 09’ " | MJIK 02.02. TocynapcTBeHHbIE,
’ MYHULIMIIATbHBIE aPXUBBI U apXUBBI
OpraHu3auuu
[IK 2.3, [IK 2.4, [TIK 2.5 | Pasnen 3. Opranusauus apxMBHOrO aena
OK 01. OK 02. OK 04. | MIK 02.03. 54 50 50 0 48 2 4 36 36
OK 05’ OK 09’ " | MeTonuKa ¥ MpaKTHKa apXMBOBEJEHHS
[IK 2.3, [IK 2.4, [IK 2.5 | Paznen 4. Opranusauus xpaHeHus
OK 01, OK 02, OK 04, | AOKYMCHIOB B ApXMBEC 54 50 50 0 48 2 4
OK 05. OK 09 MJIK 02.04. OGecnieyeHue COXpaHHOCTH
’ JIOKYMEHTOB
ITM.02 YyeOHas npakTHka 36
ITM.02 ITpou3BOACTBEHHAS MPAKTUKA 36
[IpomexxyTounas aTrectauus no [IM 14
Bcezo: 294 152 208 128 128 8 8 36 36




2.2. TemaTH4ecKHii IJIaH H cofepKaHHe NPodeccHoHaIbHOro Moxyas IIM.02

HanmeHoBaHue pa3esioB u
TeM npogecCHOHANBHOTO

Koabl koMnereHumii

ApxuBHoro ¢gonga
Poccuiickoii Penepannu

2.CoBpemeHHbIlt cocTtaB  ApxuBHoro ¢oHma Poccuiickoii ®enepauuu.
Knaccudukanus nokymenroB ApxusHoro ¢poHna Poccutickoii deneparmu

3.KommnekroBanue ApxuBHOrO ¢doHma Poccuiickoit ®denepanyu.
CnMCKM HCTOYHHUKOB KOMIUIEKTOBAHHUS

4.ApxuBHas 3apy6exHas Poccuka

04, OK 05, OK 09

Ob6vem B U JIHYHOCTHBIX
monyas (IIM), Conepxanne yuebuoro matepuaia, yacax / B T.4. pe3y/IbTaToB, Koax H/Y/3
MEXIMCUHIJIMHAPHBIX B ¢popme ¢opmupoBaHuI0
kypcos (MIIK) JlabopaTopHbie paboThl H MPAKTHYECKHE 3aHATHS, CAMOCTOSITe/IbHAS y4eGHast HpAKTHYECKO KOTOpPhIX
paboTa o0yuamuxcs, KypcoBasi paboTa (MpoeKT) (eciu npedycmompervt) i P
NMOATrOTOBKH KOMIIOHEHT
NMporpaMmabli
1 2 3 4 S
Pazgen 1. Opramusanus n odecneyeHHe OCHOB APXHBHO#H JeSITEJbHOCTH
MJK 02.01. Oprasu3anusi H HOPMATHBHO-IIPABOBbIE OCHOBBI APXHBHOIO JeJa 50
Tema 1.1. ConepxaHue TEOPETHYECKOH MOATOTOBKH IK 2.1, TIK 2.2 H2.1.¥21,32.1
Beenenne B [IMu MJIK. | 1. Benenne B npeamer. OCHOBHblE TEpMHHBI M ONpEEICHHS. OK01,0K02,0K | H2.2,¥2.2,322
Hcropus BosuuKkHOBeHHs! | CBs3b C NPYrUMH 0011enpoheCCHOHAIBHBIME M CIIEHUMATBHBIMH JUCUMILTMHAMH 04, OK 05, OK 09
apXHBHOH AeATeIbHOCTH | 2. MicTopHs BO3HHKHOBEHHs apxuBoB B J{peBHeii Pycu 12
B Poccun 3.Mctopus apxuBHOro jena B POCCHICKON UMIIEpHH
4. VicTopHsi apXMBHOIO 1eJia B COBETCKHH MEPUOL
5. PasutHe apxusHoro aena B Poccuiickoii enepaiyu
Tema 1.2. Coaep:xkanne TeOPETHYECKOH OATOTOBKH IK?2.1,I1IK 2.2 H2.1,YV2.1,32.1
HopmaTnBHO-npaBoBasi | 1. ApXHMBHOE NPABO H apXMBHOE 3aKOHOJATEILCTBO OK01,0K02,0K | H2.2,V22,322
0a3a apxHBHOH 2. DOTUYECKUH KOJIEKC apXHBHCTOB 04, OK 05, OK 09
pesitenbHOCTH B Poccun | 3.IIpaBoBbie OCHOBBI PETYIMPOBAHNS apXHBHOM IESATENHHOCTH 10
4. ®epepaneHbiii 3akoH or 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B
Poccutickoii @eneparpm»
5.Cucrema ympaBiieHHs apXuUBHBIM fenoM B Poccuu. DenepanbHoe apXHBHOE
areHTCTBO
Copepxxanue NPAKTHYECKOH NOATOTOBKH 8
1.IlpakTuyeckoe 3aHaTHe: Pabota B mpaBoBoii 6a3ze ¢ HOPMaTHBHO-NIPABOBBIMH
JOKYMEHTaMH B chepe apXUBHOIO fesa
Tema 1.3. Conep:xaHue TeOPETHYECKOH MOATOTOBKH 12 K 2.1, 1K 2.2 H2.1,¥2.1,32.1
Opranu3anus 1.Opranuzaumu 10KymMeHToB ApxuBHoro honaa Poccuiickoi ®enepauuu OK01,0K02,0K | H22,¥22,322




Copeprkanne NpaKTHYECKOH NOATOTOBKH

IIpakTH4ecKoe 3aHATHE: aHAM3 HHOOPMALMH, PECTABICHHON Ha CaliTe apXuBa

IIpomexyTounas aTTecTamus B dopme KOMILJIEKCHOI0
auddepeHIIHPOBAHHOIO 3a4€Ta

TemaTnka camocTOSTeILHOH y4eOHOH paGoThl Npu H3yYeHuu pasgena 1
CucremaTusauys 31€KTPOHHBIX HOPMaTHBHBIX MPABOBBIX JOKYMEHTOB B Cepe apXMBHOIO JieNia
Coctas M CTpYKTypa JOKYMEHTOB OpraHM3all{H, OTHOCSLIKXCS K ApxuBHOMY DoHmy Poccuiickoii @enepaiuu

Paznen 2. Opranu3anus qesTeJIbHOCTH APXHBOB

50

MJIK 02.02. I'ocynapcTBeHHbIe, MYHHIIHIAIbHbIE APXHBbI H APXHBbI OPraHH3aNHi

48/2

Tema 2.1.
Bunsi apxusoB B Poccun

Conepxcaﬂne TeopeanecKoﬁ NOArOTOBKH

l.BPl,Zlbl H PasHOBHIHOCTH apXHBOB. FocyaapCTBeHHme ApXHBBI: BUIBI, 3aJ1a4H,
yHKIHMH

2.CeTb (enepalibHbIX FOCYJaPCTBEHHBIX aPXHBOB

3. MyHHUMNANbHbIE apXUBBL: BUBL, 331a4H, GYHKLIUH

4. BenoMCTBEHHbIE apXHMBBI: BHIbI, 331241, QyHKUMH. Jlerno3uTapHOe XpaHeHHe

5. ApxuBbI OpraHu3alMi: BU/bL, 3312491, QYHKIHH

6. IlpumepHbie nosioxkeHUs 00 apxuBax. CTpPyKTypa apXuBa

7. OpraHu3zauus Tpyaa nepcoHana

14

CopepxaHHe NPaAaKTHYECKOH NOATOTOBKH

1.IlpakTHueckoe 3aHaTHe: Pabora B cetn HMHTepHeT, B TOM uucle Ha mopTaie
Apxusel Poccun: NoucK pa3iMyHBIX MO paHry (YPOBHIO) U NMPOQUIIO apXUBHBIX
yupexXaeHUH; opopMIIeHHe pe3yIbTaToB NMOoKcKa B Tabmuue «IIpuMepbl apXHBOB»

K 2.1, TIK 2.2,
OK 01, OK 02, OK
04, OK 05, OK 09

H2.1,¥2:1,3 2.1
H22,¥22,32.2

Tema 2.2.
JKcnepTH3a
HeHHOCTH JOKYMEHTOB

Conepxcalme Teopernqeckoﬁ NOATOTOBKH

1.Opranusanus JOKyMEHTOB B apXHBE (JOKYMEHTaJIbHbIH, apXHBHBIN, CTPaXOBOH
donnp! ¥ GOHA MOTB30BAHU)

2. DKcnepTU3a LIEHHOCTH JOKYMEHTOB: 33/1a4H, IPUHLIUIIBI, KDUTEPHH

3. Bunel skcnepTtHbIX Komuccud. OdopMieHue pe3ysbTaTOB OKCIEPTH3bI
LEHHOCTH JOKYMEHTOB

4.Bunp! [lepeuHeit JOKYMEHTOB C yKa3aHHEM CPOKOB XpPaHEeHHs

5. U3yuenue TunoBoro Ilepeynst ¢ ykazaHHEeM CPOKOB XpaHEHHUS

14

Conepmanue upamuqeclcoii NOATrOTOBKH

1. Ilpaktudeckoe 3ansTHe: H3yuenue IlepedHs THIOBBIX YMPaBIEHYECKHX
apXMBHBIX  JIOKYMEHTOB, OOpasylolluxcsi B IpoLecce  AeATeIbHOCTH
roCyAapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTIPaBJICHHs M OpraHU3alHH,
C YKa3aHHEeM CPOKOB MX XpaHEeHHMs

12

K 2.1,11IK 2.2,
OK 01, OK 02, OK
04, OK 05, OK 09

H2.1, ¥V 2:1,32.1
H22, V22,322




2. [lpakTuyeckoe 3anaTHe: M3yuenue [lepeyuHs THIOBBIX apXHUBHBIX JOKYMEHTOB,
obpasyromuxcs B HAayYHO-TEXHUYECKOW M MPOM3BOACTBEHHOM IEATENBHOCTH
OpraHHM3aLuii, C yKa3aHWEM CPOKOB XpaHEHHs

3. Hpamuqecxoe 3aHATHE: Y CTaHOBJIEHHE CPOKOB XpaHCHHA 3arojIOBKOB €1 U
JOKYMEHTOB I10 TunoBsiM INEpPEYHIM

l'[pomexcy’roqnaﬂ aTTeCTaludA B d)opme KOMILJIEKCHOI'O

aaddepeHnHPOBAHHOrO 3a49eTa 2
TemaTnka camMOCTOATENLHOH Y4eOHOH padoThI PH H3y4eHHH pa3gena 2
Odopmiierue [Tonoxxerus o6 apxuBe OpraHU3aLUuu 2
CocraBiieHHe HOMEHKJIZTYPBI A€JI CTPYKTYPHOTO MOAPa3ae/ICH s
Pasnen 3. Opranu3anusi apXuBHOIO Jejia
MJIK 02.03. MeToauKa ¥ NPAaKTHKA aPXHBOBEIECHHUS 50
Tema 3.1. CoaepxaHue TEOPeTHIECKOH NOATOTOBKH K 2.3, TIK 2.4, H23,¥V23,323
JlokaneHbIe 1.YcraBel apxuBHBIX yupexaenuil. [lonoxenus o6 apxupax. MHCTpYKUMH MO [IK 2.5 H24,Y24,324
HOpPMATHBHbIE paboTe ¢ JOKyMEHTaMHU OK01,0K02,0K | H2.5,¥25,325
AOKYMEHTbI aPXHBa 2.Ilonoxenue 06 SKCNEpTHOW KOMHCCHMM. ILmaHbl-rpadukd NpuéMa aen ot 04, OK 05, OK 09
CTPYKTYPHBIX MOJpa3Je/IEeHUH U NepeJayud el Ha rocyJapCTBEHHOE XpaHeHHe
TIPE/ICTABJICHHUS CBOJIHBIX pa3/ie/ioB OMUCEH B apXHB
CoaepkaHne NPAKTHYECKOH NOArOTOBKH 4
1. Tlpaktuyeckoe 3ansTue: CocraBneHue rpaduka mNpuHeMa Jel B apXuB
OpraHu3aLHH
2. Ilpaktuueckoe 3aHaTue: MHCTpyKIMS MO nepenaye /el Ha XpaHeHHe B apXHB P
OpraHU3alLUH
Tema 3.2. ConepxaHHe TEOPETHIECKOH NOATOTOBKH K 2.3, 11K 2.4, H23,V23,323
Homenkiatypa aen 1.HomeHknatypa nen opraHM3alMu: Ha3sHayeHWe, (QyHKUMH. Buasl v Tumsl IK 2.5 H24,V24,324
HOMEHKIaTypbl aei. KnaccudukaimonHas cxeMa HOMEHKIIATyphbl el OK 01, 0K02,0K | H2.5, V25,325
2. Tlopsinok paboThl C HOMEHKJIATYpOH J[ejl OpraHM3alldi — HCTOYHMKA 04, OK 05, OK 09
KOMIUIEKTOBaHUS aDXHUBHOIO YUPEHICHUS
CopepxaHHe NPAKTHYECKOH NOATOTOBKH 10

1. IIpakTuueckoe 3aHsATHe: BHyTpeHHee W BHEIIHee COIJIACOBaHHUE, MOPSIOK
YTBEpX/I€HUs HOMEHKJIATYpPbl Je] OpraHu3alii — UCTOYHHKA KOMIUIEKTOBAaHHS
ApPXHMBHOIO YYPEXKICHHS

2. Ilpaktuueckoe 3aHaTHe: CocTaBlieHHe U OQOpPMIICHHE HOMEHKIATYpBI Oel
OpraHH3aLMH-UCTOYHHKA KOMIUIEKTOBaHHS apXUBHOTO YUPEXICHHS

3. IlpakTudeckoe 3aHATHE: 3aKphITHE, COCTaBeHHE U O(QOPMIICHHE HUTOrOBOH

3alMCH K HOMEHKJIAType el OpraHM3allid — MCTOYHMKA KOMIUIEKTOBaHHUS
apPXHMBHOT'O YUPEXICHUS




Tema 3.3.

Odopmiienne apxuBHOro

aeJia

Coaepixanne TeopeTHYECKOH MOATOTOBKH

1. IToaroroBka e K apXUBHOMY XPaHEHHIO

2. CocraB y4€THO-CIIPaBOYHBIX JOKYMEHTOB apXHUBHOIO Jeja

Couep)lcaime npalc'm'leclcoii NOATrOTOBKH

10

1. IIpakTuyeckoe 3anarue: Hymepaius nuctoB apxusHOro aena. CocrasiieHHe U
odopMIIeHHe BHYTPEHHEH OMMCH U JINCTAa-3aBEPHUTEIsi apXUBHOIO eNa

2 Ilpaktuueckoe 3aHsaTHe: CocTaBlieHHe W O(OpPMIIEHHE KAPTBI-3aMECTHTENS,
JIUCTA MCTIOJIb30BAHHUS APXUBHOTO Jiena

3. IlpakTtuveckoe 3ansTue: CocraBneHue U 0QOpMIIEHHE PEKBH3HTOB OOJIOKKH
apXHBHOTO Jiena

4. Ilpaktuyeckoe 3anatue: [IpommBka apxUBHOrO aesa

[IK 2.3, 1K 2.4,

IK 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H23,¥23,323
H24,V24,324
H25, ¥ 25,325

Tema 3.4.
Ilepenaua foKymMeHTOB
HA apXHBHOE XpaHEHHE

CopepkaHue TEOPETHYECKOH MOATOTOBKH

1.ITopsagok mepenayu NOKYMEHTOB Ha apXMBHOE XpaHEHHE. ApPXHBHAS OIKCH:
Ha3Ha4yeHHe, yHKIMH, BUIBI

2. Ilopsmox odopmneHus u paboTel C apXuBHOM omucero. Ommcu aen
CTPYKTYPHBIX [0/ipa3ieieHUM

3.0nucH fen OpraHu3alMH: MOCTOSHHOTO XPaHEHHUS, MO JIHYHOMY COCTaBy,
BPEMEHHOI'0 CpoKa XpaHeHus cBbiie 10 et

4.0nucH 3NIeKTPOHHBIX e (IOKYMEHTOB) OpraHU3aliu

5.BbleneHre JOKYMEHTOB K YHHUYTOXKEHHIO

CopepkaHne NPAKTHYECKO#H NOATOTOBKH

1.IlpakTudeckoe 3anstue: CoctaBieHue U 0QOpMIIEHHE OIUCH €N CTPYKTYPHOIO
NOoIpa3/ieNieHUs

2.IlpakTrueckoe 3ansTue: CoctaBieHue U 0hOpMIIEHHE OMUCH OE
OpraHM3al{u

3. [IpakTuueckoe 3ansatue: CocraBieHre U 0QOPMIICHHE aKTa O BBIIEICHUH K
YHUYTOXKEHHIO apXHBHBIX JOKYMEHTOB, HE IMOJUIEXKAIINX XPaHEHHIO

[IK 2.3, TIK 2.4,

TIK.2:5

OK 01, OK 02, OK
04, OK 05, OK 09

H.23, ¥.2:3,32.3
H24,V24,324
H2.5,¥.25,325

Tema 3.5.
Y4ér 10KymMeHTOB B
apxuBe

Couepalcaime TeopernquKoﬁ NOArOTOBKH

1.Y4ér TOKYMEHTOB B apXHUBe: PUHLIUIIbBL, €AVHULBI YUETA, YUETHBIE HOPMBI

2.Buzibl OCHOBHBIX apXMBHBIX CIIPABOYHHKOB. APXMBHAs 9BPUCTHKA

3.Cucrema HCA: HazHauyeHHe, BUIBI MIOMCKOBBIX CHCTEM

ConepxkaHue NPAKTHYECKOH NOATOTOBKH

1.ITpakTryeckoe 3ansTHe: M3yueHne cocTaBa U 3aMOJIHEHUS OCHOBHBIX YYETHBIX
¢dopMm apxuBa (KHMra y4éra MOCTYIUIEHHs M BBIOBITHA €N (IOKYMEHTOB), JIUCT
¢doH[a, peecTp onmKcei, CNUCOK GOHIOB)

K 2.3, 11K 2.4,

K 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H2:3;V 23,323
H24,V24,324
H2.5,¥25,325

Tema 3.6.

CoepxaHue TEOPETHYECKOH MOJArOTOBKH

H23,¥23,323




Hcnonb3oBanue 1.Opranuzanus UCMONBb30BaHHS JOKYMEHTOB apXHBA: HOPMATHUBEIL, LIETH H
AOKYMEHTOB apXHB2a dhopmbl

2.JlocTyn K apXMBHBIM JJOKyMEHTaM. Bbiaua JOKYMEHTOB BO BpEMEHHOE
MOJIb30BAHKE

3.Buzipl 3anmpocoB U CPOKH WX BBIIOJTHEHHS.

4.IlpenocraBiieHHe OTBETOB HA 3aMPOCHI: apXUBHbIE CIIPABKa, KOMHMs, BHIMUCKA

5.Y4€T M aHATM3 MCTIOJIB30BAHKUS APXUBHBIX TOKYMEHTOB

CopepixaHue NPAaKTHYECKO#H OATOTOBKH

1.IlpakTHyeckoe 3aHsaTue: CocTaBneHue U 0GOpMIICHHE apXMBHOM CIIPaBKU Ha
COLIMAJIbHO-NIPAaBOBOM 3arpoc

2. IlpakTrueckoe 3aHaTHe: CocTaBieHHe U 0DOpPMIIEHHE OTPHLIATEIBHOIO OTBETA
Ha apXMBHBIN 3a1poC

3.IlpakTHueckoe 3aHsaTue: CoctaBneHue U 0hOpMIICHHE aKTa O Bblaaye el
(IOKYMEHTOB) BO BpEMEHHOE MOJIb30BaHHE

IK 2.3, TIK 2.4,

K 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H24,V24,324
H2:5,¥.2.5;:32.5

Hpome)xy"ro'maﬁ ATTECTAIHA B (l)opme KOMILICKCHOI'O 3K3aMeHa

TemaTHKa caMOCTOATEeILHON y4e0HOH paGoThl NpH H3yYeHHH pa3jena 3
PexomeHanuu no ooIMICHHIO TMYHOTO Jena
PexoMeHalMu Mo BeJEHUIO YYETHBIX JOKYMEHTOB B apXHBE OpraHU3alliH

Y4eOnas npakTHKa pa3gena 3
Buab! padot:

PaccMoTpeHHe CTpyKTypbl yupexKIeHUs/OpraHu3alMu/TIpeanpusTus (anee — OpraHu3aliu), COCTaBICHHE
CX€MBI OpPraHU3alMOHHOH CTPYKTYPbI, Olpee/ieHHe HCTOYHHKOB KOMIUIEKTOBAHHS apXHBA OpraHH3aLUH.
H3y4yeHue NO/DKHOCTHCH MHCTPYKLIMH apXUBHUCTA.

CocTaBreHHe CIUMCKa HCTOYHHUKOB KOMIUIEKTOBAHUS apXHBa OpraHU3al|y, ONpeieieHHe rPaHHLl apXUBHOTO
donna.

CocraBiieHHE CXeMBbI PE3MEIIEHHS CPEICTB XpaHeHUs. PaccMoTpeHue Tonorpaduyeckux ykazartenen B
apXMBOXPaHWIHILE OpraHu3aluy. O3HaKOMIJICHHE C MpaBWJIaMH BECHHS JKypHAJIOB HaOMONeHUS 32
TeMIIEpaTypPHO-BIAKHOCTHBIM PEXXHMOM B apXHBOXPaHWIHLIE.

ITonroroBka aen kK apXEBHOMY XPaHEHHIO, B TOM YHCJIE: U3yUYeHHE JOKYMEHTOB B LIEJISX ONpPENEICHUs CPOKOB
MX XpaHEeHHUs, HyMepals JIMCTOB apXMBHOI'O JeJ1a, COCTaB/IeHHe U 0QOpMIICHHE BHYTPEHHEH OIMCH U JIUCTa-
3aBEpUTENIS AapXUBHOIO JIela, COCTaB/IEHHE U OQOPMIICHUE KapThl-3aMECTUTEIIS, JIUCTA UCTIOJIB30BaHUS
apXMBHOIO JIeNa, COCTaBlIeHUe U 0QOPMIICHUE PEKBU3UTOB OOJIOXKKH apXHBHOIO JeJ1a, MPOLIMBKA apXHBHOTO
aena.

CocraBneHue apXMBHOH OMUCH A€ MOCTOSHHOro XpaHeHus. OdopmiieHHe OMUCH JieJl MO JJMYHOMY COCTaBY.
Odopmnenue onucu A BpeMeHHOro (cabiie 10 1eT) cpoka XpaHeHHs.

OdopmieHHe JOKYMEHTOB [0 pe3yJIbTaTaM MPOBEPKH HAJIMYMS U COCTOSHHS JIOKYMEHTOB B apXMBE, O
BBLICJICHUH K YHUYTOXEHHIO apXHMBHBIX JIOKYMEHTOB, HE MOUIEKAIIMX XPaHEHHIO.

36




O3HaKOMJIEHHE C HCTOYHHKAMH U NOPAAKOM KOMIUICKTOBaHHA (bOH,Ha noJsib3oBaTens. O3HaKOMIIEHHE C
NOPAAKOM BbIAa4M apXHBHBIX NOKYMEHTOB, O(bOpMJ'IeHPle abJIOHOB 3arpoOCOB Ha BblAaYy apXHUBHBIX
JOKYMEHTOB. [Toaroroeka oTBETOB Ha 3aIMpoChl: apXUBHBIC CITPpaBKa, KOIMHA, BBIMMHMCKA

Pabora ¢ HHq’)OpMaHHOHHO-HOHCKOBBIMH CHCTEMAMH H 3JICKTPOHHBIMHU KaTaJIOraMH apXHBOB.

IIpon3BoacTBeHHAsi IPAKTHKA pa3jeia 3

Buab! paot:

U3yuenue npaBoBbIX (YYpEAUTENbHBIX) H PaCIOPAAUTENBHBIX JOKYMEHTOB OpraHU3allii — MECTa
NPOXOXKAEHHS MPAKTUKA

(manee — opraHu3aiMM) ¢ LeJabio coopa HHOPMALMKU JUIS HCTOPUYECKOM CIIPaBKU K apXHBHOM OIKCH,
ornpezeeHHs rPaHHL] apXUBHOrO (pOHIAa OpraHU3aLHK.

VYyacTue B KOMIUIEKTOBAHHH apXHBa OpraHU3allU AeIaMU (JOKYMEHTaMH) OCTOSHHOTO H JOJITOBPEMEHHOI0
XpaHeHHUs.

U3yueHue apXMBHBIX JIOKYMEHTOB OPraHM3alMH C LUEJbIO UCKITIOUEHHS TyOIeTHOCTH HHPOPMALIUH, IIPOBEPKH
(bH3MYIECKOro COCTOSHMS JieJ (MOTUCTHBIH NpocMoTp Aei). CucteMaTH3alus JOKYMEHTOB B COOTBETCTBHH C
BBIOpaHHOM OpraHu3alHel CXeMOii.

[IpuMeHeHHe cXeMbl pa3MELeHHs CPEACTB XPAHEHHS apXUBHBIX JOKYMEHTOB OPraHH3alMH MPH MPUEMeE Ielt
(IOKYMEHTOB) Ha XpaHEHUE.

Odopmnenue Tonorpadguyeckux ykasareseil B apXuBoXpaHuwiuile opranuzauui. OpopmieHHe ApibIKOB Ha
NepBUYHBIE CPECTBA XDAHEHHUS.

Pa3mereHue nonoaHeE s apXuBHOro Goxaa.

OdopmieHue y9ETHBIX JOKYMEHTOB MOCTYIUICHHUS U BBIOBITHS OEJ.

OdopmieHre TOKyMEHTaLMH 10 y4€Ty $OH/a Mob30BaTess, GOoTo-, ayJHO-BU3YaTBHBIX JOKYMEHTOB,
3NIEKTPOHHBIX JIOKYMEHTOB.

OdopmneHue y4€THbIX GOPM apX1Ba OpraHU3aLMK.

VyacTre B IPOBEAECHHY: SKCMIEPTH3bI LICHHOCTH JIOKYMEHTOB OpraHH3aLlMi Ha OCHOBAaHUHM HaY4HBIX KPUTEPHEB
MX LIEHHOCTH U HOPMaTUBHBIX IOKYMEHTOB: NepeuHel 1 HoMeHK1aTyp. OnpeneneHne CpOKOB XpaHeHUs
JOKYMEHTOB U Jiesl. OdopMiIeHHe KapToYeK-3aMecTUTeNeH Jena.

[TpoBepka HaTM4YMs U COCTOSIHUS apXUBHBIX JOKYMEHTOB OpraHM3alui. BeIsBiIeHHe JOKYMEHTOB ¢
MOBPEXICHUIMH MaTePHATBHBIX HOCHTEINEH.

OpraHu3alys po3bicka HeoOHapy KeHHbIX Aen. OdopMieHHe JOKYMEHTALMH MO pe3ysbTaTaM MPOBEPKH.
PaGoTa 1o co3JaHHUIO CIPaBOYHO-MIOMCKOBBIX CPEACTB apXHBA OPraHU3alMK, B TOM YUCIIe C IPUMEHEHHEM
HHPOPMALIMOHHBIX TEXHOJIOTHH. Y4acTue B GOPMHUPOBAHUH OCHOBHBIX M BCIIOMOTraTeNIbHBIX apXMBHBIX
CIMPaBOYHUKOB, B TOM UYHCJIE C UCMOJIb30BAHUEM aBTOMAaTH3UPOBAHHBIX CHCTEM.

CocrasiieHre apXHBHOH OIMMCH A€ MOCTOSHHOTrO XpaHeHus. OQopMiIeHHe OMUCH el IO IMYHOMY COCTaBY.
Odopmiierue onucH en BpeMeHHoro (cbime 10 1eT) cpoka XpaHeHus.

[Touck un(bopmaunn [0 3aMpoCy MOJIB30BATENIA, B TOM YUCJIE C UCIIOJIB30BAHHEM aBTOMAaTU3UPOBAHHBIX
CUCTEM.
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HMcnonHeHue 3anpocoB Mo MOUCKY apXMBHBIX e (JOKYMEHTOB) OPraHU3alMK, B TOM YHCJIE C HCTIONB30BAHHEM
HH()OPMAIIMOHHBIX TEXHOJIOTHIA

Paznen 4. Oprannsanusi XxpaHeHHs JOKYMEHTOB B apXHBe

MJIK 02.04. OGecnieueHne COXPAHHOCTH JOKYMEHTOB

50

Tema 4.1.
YcioBus XpaHeHHs
JOKYMEHTOB

ConepkaHHe TEOpPeTHYECKOH NOATOTOBKH

1.Ilpo6neMa COXpaHHOCTH HOKYMEHTOB B apxuBaX. OCHOBHBIE MOHATHUS H
TEPMHUHBI

CopepxaHue NPAKTHYECKOH MOATOTOBKH

1. IIpakTHyeckoe 3aHaTHe: TpeGoBaHHUS K 31aHUAM M MIOMEIIEHUSIM apXHBa.
O6opynoBaHHe apXHBOB

2. IlpakTuyeckoe 3aHsaTHe: [IOHATHE «PEXKHUM XpaHEHHs JOKYMEHTOBY.
CyiecTByIolye pexXHMBbl XpaHEHHUS] JOKYMEHTOB

3. IlpaktHyeckoe 3aHiATHe: Pa3meuieHue
Tomnorpaduyeckue ykazatenu

JOKYMEHTOB B  apXHBeE.

4. [Ilpaktuueckoe 3ansTue: [IpobnemMa XHINEHHS [JOKYMEHTOB, MeEpBI

0e30MacHOCTH H 3alUThl. BnusHue NepeMEelICHrHA OOKYMEHTOB Ha HX
COXpPaHHOCTb

12

IK 2.3, TIK 2.4,

IK 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H23,¥.23,323
H24,V24,324
H25,¥25,325

Tema 4.2.
IIpoBepka HAIHYHSA H
COCTOSIHHS JOKYMEHTOB B
apxuBax

Conep)lcalme TeopeanecKoii NOATOTOBKH

1.IlpoBepka HaIMYKMA U COCTOSHHSA IOKYMEHTOB B apXHBe

2.Pe3ynbTaThl NPOBEPKU HAIMYUSA M COCTOSIHUS JOKYMEHTOB

3.ITopsnok paGoThI MO BBISBICHHIO NOBPEXKIEHHBIX JOKYMEHTOB

Couepmalme npamuqecxoi‘l NOATrOTOBKH

1.IlpakTuveckoe 3ansTHe: CocraBneHue U ohopMIICHHE aKTa MPOBEPKU HATTHUHS
U COCTOSIHHS IOKYMEHTOB

2 Ilpaktuueckoe 3aHsaTHe: CocraBieHue M odopmiieHHe akTa 00 yTpate
apXMBHBIX TOKYMEHTOB :

3.IlpakTuueckoe 3anatie: CocraBieHue U 0pOPMIICHHE aKTa O HEUCIIPABUMBbIX
NOBPEXJICHHUSIX JOKYMEHTOB

16

[1K 2.3, IIK 2.4,

[K 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H23,Y¥23,323
H24,V24,324
H2.5,¥25,32.5

Tema 4.3.
KoncepBanus v
pecraBpanus
JOKYMEHTOB

Copep:xaHue TeOPEeTHYECKO# NOATOTOBKH

1.ITpoBepka TEXHHYECKOrO ¥ (PUBHKO-XUMHUIECKOTO COCTOSHHS apXUBHBIX
JOKYMEHTOB.

[Ipobnema crapeHust JOKyMEHTOB, KyracaHue TeKCTay

Conepxcalme n]gmnqeclcoii NOATOTOBKH

1. [IpakTuueckoe 3ansaTHe: KoHcepBalys U pecTaBpaliys apXUBHBIX JIOKYMEHTOB.
CriocoObl BOCIPOM3BEAECHHS X BOCCTAHOBJICHHUS] JOKYMEHTOB

2. IlpakTuyeckoe 3aHsaTHe: PecraBpalys JOKYMEHTOB

12

[IK 2.3, TIK 2.4,

K 2.5

OK 01, OK 02, OK
04, OK 05, OK 09

H23,¥23,323
H24,V24,324
H2.5,¥25,32.5

Tema 4.4.

Conep:xaHne TeOpPeTHYECKOH NOATOTOBKH

H23,V 23,323




CoxpanHOCTB 1.ITpo6nemMa COXpaHHOCTH IEKTPOHHBIX TOKYMEHTOB K 2.3, 1K 2.4, H24,V24,324
JOKYMEHTOB CopnepkaHue NPAKTHYECKOH NOATOTOBKH K 2.5 H2:5,Y2.5,:325
Ha CHeNHAJIbHBIX 1. ITpakTHy4eckoe 3aHATHE: OPraHU3aLks XPAHEHHUS JJIEKTPOHHBIX JOKYMEHTOB OK 01, OK 02, OK
HOCHTEJISIX 2. [lpakTiyeckoe 3aHATHE: XpaHeHHe U 06paboTKa JOKyMEHTOB Ha 8 04, OK 05, OK 09
CreLIMaIbHBIX HOCUTENISAX
3. IlpakTHyeckoe 3aHATHE: OLM(POBKA APXHUBHBIX JOKYMEHTOB
TemMaTHKA CaMOCTOATE/ILHON y4eOHO# padoThl IpH H3y4YeHHH pa3aena 3
Onucanue npoliecca pecTaBpauly OyMakKHBIX JOKYMEHTOB METOJIOM JOJIMBKH OYMa)KHOM MaccChl
IIpomexyTouHas aTTecTanns B JopMe KOMILIEKCHOIO K3aMeHa 4
Ik3ameH (kBaIHGHKANHOHHBIH) B JopmMe NeMOHCTPALHOHHOIO IK3aMEHA 14
Bcero: 294




3. YCJIOBUSI PEAJIM3BALIUU ITPOI'PAMMBI TIPO®ECCHOHAJIBHOI'O

MOIYJIsA

3.1. Jlas peaju3amuu nporpaMmbl NPO(ecCHOHAJBLHOr0 MOXYJS INPEAYCMOTPEHBI
cJIeyI0IHMe creluaJIbHbie OMeIeH s :

Kabunem apxusogedenus,, OCHAIEHHBIN:

No |

HaumenoBanue o60pynoBaHust

Texuuueckoe onmyucaHue

I Cnennajsm3upoBanHas Mebeb M CHCTEMbI XpaHEHHS

OcH

oBHOE 000pyI0BaHHE

1

pabouwii CTOJ pernoaBaTess

Cron nuceMeHHBIN. L{BET NOKPBITHS: OpeX,
marepuai ocHoBanusi: JIJ[CII, matepuan
croyietnHunbl: JIJICIT

pabodee MeCTO CTyHeHTa

Cros-napTa y4eHHUECKUH 2-MECTHBIN
Heperyupyembrid, 1200x500x760 MM

mKadbl I XpaHeHUsT yIeOHBIX

MaTCpHaJIOB 110 IIPEAMETY

Il Texnuueckue cpeacraa

OcH

OBHOE 000py/10BaHHE

1

KOMIIBIOTEP B KOMITJICKTE C
KHaBHaTypOﬁ, MBIIBIO C BBIXOJOM B
HUHTCPHCT

Intel core i-5/8 Gb/HDD 1 Tb/GeForce 2 Gb/27",
Monurop

WHTCPAKTUBHAs JOCKa

Jluaronans 64” T10 “ElitePanaboardbook” mst
1o IroToBKK ypokoB * USB nuHamuku

MYJBTUMEIUNHBIN IIPOEKTOP

Paspernenue npoektopa 1024x768

Caerogoii motox 2000-4000 M
KonTtpactaocts Gosbire 10000:1. Texnonorus
LCD. Paswsemsl u untepdeiicet USB Type-A,
USB Type-B, Bxox aynuo RCA, BXxox BHIEO
xomno3uTHe, Bxox HDMI, Bxox VGA. Tun
CTalMOHAPHBIA

AKyCTHYCCKasl CUCTEMA

Tum: 2.0.

- OrtHomrenue curnan/mym: 75 nb, pasnenenue
KaHajI0B: 45 1B, KOJIMYeCTBO MOJIOC (POHTAIIBHBIX
KOJIOHOK: 2

- RMS: 40 Bt. ®ponTanbubie kogoHku: 20 Br.
Maxkcumainsnas: 18 000 ', Munumansnast: 30
[

111 lemoncTpanHoHHbIe Y4eGHO-HATJIS/IHbIE TOCOOHS

1

Kommiekt  yueGHOrO
Marepuaja o TeMaM

HarJisiJHOTO

2 | KommuiekTs! [Uisi MHAMBHUIYaJIbHOW H
rpynnoBod paboTel 1O OCHOBHBIM
BUJAM IIPOTPaMMBI
3 | KoHTpONIBHO-0IIEHOYHBIE CPEJICTRA
4 | IlpakTHyeckue 3aJaHus
Jlabopamopus «ApxusHoe 0enoy:
Ne | HaunmenoBanue 0060py10BaHHUs | TexHuyeckoe onucaHue

I Cnenuajn3zupoBaHHas Mebesib M CHCTEMbI XpAHEHHUS

OcHoBHOE 000py/10BaHHE




1 Cron yueHHuYeCKuit 1200x500x750 MM

2 Cryn ydyeHHMYecKui oucHbIH

3 | Crox npenonaBareis KoMIIbIOTepHBIi, YTIIOBOH, IIBET COCHA
4 | Kpecino npenoiaBaresis Ha KOJIECHKAX Oduchoe, MOBOPOTHOE
JlonojHuTEIbHOE 000pyI0BaHHE

mKagbl U XpaHeHUs y4eOHBIX MaTepUaIOB
T10 TIPEIMETY

II Texuuueckne cpeacTaa

OcHoBHOe 000opyaoBaHne
1 ABTOMaTH3UpPOBaHHOE paboyee MECTO Windows 10; O¢ucHblii makeT
IIPETIoIaBaTEeIsl C BBIXOJIOM B HHTEPHET MSOffice/LibreOffice unu anainor, 6paysep
Firefox u Chrome unu ananoru
MomnwuTtop He menee 20" U paspelieHueM
He meree 1920x1080 nkc, knaBuarypa
IPOBOJIHAS, MBIIIb IPOBOHAS
2 | ABToMaTu3upoBaHHOE pabodyee MecTo Windows 10; O¢ucHblii makeT
YyUYEHHKA C BBIXOZOM B HHTEPHET MSOffice/LibreOffice umu anaior, 6paysep
Firefox u Chrome uiu ananoru
Momnwutop He menee 20" U pa3perieHueM
He meree 1920x1080 nke, kaBuaTypa
IIPOBOJIHAS, MBI IPOBOAHAS
3 MOV (npunrep, ckanep, KOup) nazepHoe (TIpUHTEP+CKaHeP+KOMUpP) YEPHO-
6enas nevars, A4, 1200x1200 dpi, 4/6 - 35
crp/muH (A4), AIlJL, Ethernet (RJ-45), USB
4 JIMIEH3NOHHOE TPOTrPaMMHOE OducHoe mporpaMmHOE obOecreueHue Juis
obecneuenue Juis uaTepaktuBHoro NC- | pabotel ¢ mokyMentamu ¢opmara *.docx,
nporpaMMupoBaHus B cucreme UITY * xlsx, *.pptx
JonoaHuTteibHOE 000pyAOBaHHE
1 VHTepakTHBHAS JOCKA nocka Panasonic Panaboard
2 MynpTUMEIMAHBINA IIPOEKTOP MynsraMenuitabii npoektop EPSON
3.2. UudopmanuonHoe obecniedeHne peaaTu3aliu NporpaMmMel
OcHoBHBbIE H31aHus (TIeYaTHbIE, JJIeKTPOHHbIE):
Packun, J[. 1. Meroauka W TpakTHKa apXWBOBENCHHS : Y4YEeOHHK JUId CPEIHErO
npodeccuonanpHoro obpaszosanus / JI. W. Packun, A.P.CokonoB. — Mocksa : M3xarensctBo

IOpaiit, 2022. — 339 ¢. — (IIpodeccronanbHoe obpasosanue). — ISBN 978-5-534-02419-7. —

Texker

URL:

BJIACTH,
areHTCTBO.

SNIEKTPOHHBIA  //
https://urait.ru/bcode/492546

O6pa3oBarenpHas

miarpopma  [Opaiit  [caiiT]. —

3.2.3. lono/iHUTEIbHbIE HCTOYMHUKH (MU He00X00UMOCMuU)

[Ipukas Munkyantypot Pocoun ot 31.07.2023 Ne 77 «OG6. yTBep>IECHHH IpaBHI
OpraHM3alM¥ XpaHEHHs, KOMIUIEKTOBAHHs, y4éTa M HCIIOJIB30BaHMS JOKYMEHTOB ADPXHBHOIO
donma Poccuiickoit Meepaluu U JPyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOMH

[Dnextponnsni  pecypc].

orders/prik 526 2015.shtml

opraHax MECTHOTO CaMOYIIPABJIEHUS M OpraHU3alHsIX».
URL:

denepallbHOE apXUBHOE
https://archives.gov.ru/documents/ministry-




I'OCT P 7.0.8-2013. «Hanumonanenbii crangapt Poccuu. CucreMa CTaHIapTOB 110
uHbopMaI, OHOIMOTEYHOMY M H3/IATENIbCKOMY Jely. J[eompou3BOJCTBO U apXUBHOE JIEJIO.
Tepmunsl u onpenenenusin, ytB. Ilpukazom Poccranmapra ot 17.10.2013 No 1185-cr.
DJIEKTPOHHBIN (POH]] TPABOBBIX M HOPMATUBHO-TEXHUIECKHUX JIOKYMEHTOB. [ DJI€KTPOHHBII pecypc].
URL: https://docs.cntd.ru/document/1200108447

I'OCT P 7.0.97-2016. «Hauwmonaneusiii cranpapt Poccun. Cucrema cranzapToB
110 uHpopmanuu, 6UOIHOTEYHOMY U H3IaTeNbcKoMy Aeiny. OpraHu3aliOHHO-PacIoOPsIUTENIbHAS
JIOKYMEHTALHSI. TpeboBanus K oopmiieHHIO JIOKYMEHTOB)Y,
yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-ct (pex. ot 14.05.2018). DnexrpoHHbIi (hoHA
IIPABOBBIX M HOPMATUBHO-TEXHHYECKUX JOKYMEHTOB. [OnekrpoHHbI pecypc]. URL:
https://docs.cntd.ru/document/1200142871

Meronudeckue peKOMEeHIaI|H 110 00ECTIEYEHUIO COXPAaHHOCTH apXUBHBIX JJOKYMEHTOB IIPH
ype3BbuaiiHbIX cutyanusx / Pocapxus, BHUUJIAZ. — M., 2022. ®epepanbHOE apXHBHOE
areHTcTBO. [JnekTpoHHBI pecypc]. URL: https:/archives.gov.ru/documents/methodics/2022-
recommendations-emergency.shtml

Mertonuveckue pekomenjanuu K [IpaBuiiaM opraHu3allMd XpaHEHUs, KOMIIJICKTOBAHUS,
y4€Ta M HCIOJIb30BaHUSI JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®exepauuu U Apyrux
apXMBHBIX JIOKYMEHTOB B TOCYHApCTBEHHBIX M MYHHIMIAJIBHBIX apXWBaX, My3esx
u 6ubmuorexax, HaydHbIx opranmzanusx / Pocapxus, BHUUJIAIl. — M., 2022. — 330 c.
®denepanbHOE apXUBHOE areHTCTBO. [OnexTpoHHBIH pecypc]. URL:
https://archives.gov.ru/documents/methodics/2022-recommendations-pravila.shtml

Meroauueckue pekomeHaaruu «ODKCIEepTU3a LEHHOCTH U OTOOp B cocTaB ApXHUBHOIO
®onpna Poccuiickoit ®enepanuu JOKYMEHTOB IO JIMYHOMY COCTaBy», coryacoBanbl ¢ LIDIIK
npu Pocapxuse 23.12.2014. @enepanbHoe apXHBHOE areHTCTBO. [DnekTpoHHBIH pecypc]. URL:
https://archives.gov.ru/documents/metod-rekomend_expertise-lichny-sostav-2014.shtml

Meronuueckue pekoMmerganuu « CocTaBlIeHHEe apXUBHBIX ONHCEH B JIEKTPOHHOM opMme U
UX HHTErpanuss B UHPOPMAIMOHHYIO HHQPACTPYKTYpPY TOCYAAapCTBEHHBIX M MYHHMLMIIAJIBHBIX
apxuBoB». Pocapxus, BHUUJIAJL. M., 2013. ®enepanbHoe apXUBHOE areHTCTBO. [DJIEKTPOHHBIHA
pecypc]. URL: https://archives.gov.ru/sites/default/files/rekomendation-vniidad-opis-2013.pdf

Meronuyeckue pPEKOMEHIaluU «Omnpenenenue OpraHU3alU-HCTOUHUKOB
KOMIIJICKTOBAHUS TOCYAapPCTBEHHBIX M MYHHIIMIIAIBHBIX apXuBOBY, coripacoBanbl ¢ LIDIIK mpu
Pocapxuse 30.10.2012. ®denmepanbHoe apxuBHOe areHTCTBO. [OnekTpoHHBIH pecypc]. URL:
https://archives.gov.ru/documents/rekomend_organization-istochniki-komplektovaniya.shtml

Meroauyeckue pPEKOMEHJAIMH 10 HCIOJHEHHUIO 3alpoCOB  COIMAJILHO-IIPABOBOIO
xapakrepa. Pocapxus, BHUUJIAJIL. M., 2011. ®enepanbHOe apxUBHOE areHTCTBO. [DJIEKTPOHHBIHA
pecypc]. URL: https://archives.gov.ru/documents/methodics/recommendations-socially-legal-
inquiries.shtml

Ot16op Ha TroCyJapCTBEHHOE XpAaHEHHE YMPaBIEHYECKHX IOKYMEHTOB, 0Opa3yrOIIMXCs
B JICATEJBHOCTH  HETrOCYJapCTBEHHBIX  OpraHu3anuil. Meroauueckue  peKOMEHIAIMN
(buoGOperbt LIBTIK Pocapxusa 15.12.1996). — M., 1997. — 58 ¢. DepepdibHUE APAUBHUE dl CHILLBU.
[DnexTponuslii pecypc]. URL:

PexoMeHIanMu M0 KOMIUIEKTOBAHHIO, YYETY W OpraHM3allMd XPaHEHHUS OJIEKTPOHHBIX
apXMBHBIX JJOKYMEHTOB B apxuBax opranusauuii. Pocapxus, BHUMIIAJL. M., 2013. Oexnepansroe
apXUBHOE areHTCTBO. [DnexTpoHHBIN pecypel]. URL:
https://archives.gov.ru/sites/default/files/rekomendation-vniidad-edoc-arch-2013.pdf



CnoBapp BHJOB M pPa3sHOBHJHOCTEH COBPEMEHHOW YIIpaBJIEHUECKOH JOKYMEHTAllHH.
Pocapxus, BHUMJIAI. M., 2014. ®enepaipHOE apXUBHOE areHTCTBO. [DNEKTPOHHBIH pecypc].
URL: https://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf

QyHKHOHANBHBIE TPeOOBaHUS K HH()OPMAIMOHHBIM CHCTEMaM apXUBOB IJIEKTPOHHBIX
JIoKyMeHTOB opranuzanuid. Pocapxus, BHUUJIA/L. M., 2014. ®enepaibHOE apXUBHOE areHTCTBO.
[Onexrponnsiii  pecypc]. URL:  https:/archives.gov.ru/sites/default/files/2014-functional-
requirements-inform-systems-organizations-archives.pdf

bacakoB, M.M., J[lokyMmeHTanuoHHOe oOecmeueHue ympaBlieHHs (C  OCHOBaMHM
apxuBoBeJieHus) : yuebnoe nocobue st CITO / M.U. Bacakos. — Mocksa: M3narensctBo KHoPyc,
2022. - 216 c. — Texkcr : HenocpenctBeHHbIH. — [ISBN: 978-5-406-09983-4.

bypoBa, E. M., MypaBeseBa, H. A. CripaBouyHHK IO apXUBHOMY Jely JIsi pabOTHHKOB
opranusauuil. — (Cepust «Ynpasienueckasi 6e3omnacHocTb» / mox o6, pen. A. b. be3boponosa). —
M.: Tepmuxka, 2018. — 396 c. — Tekcr : HenmocpeacTBenHslit. — [SBN: 978-5-6040204-4-9.

Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYphl M ayTCOPCHHI B apXHBHOM JeJie :
moHnorpadus / C.B. Beperexuna. — Mocksa: UsnarensctBo Pycaitne, 2022. — 128 c. — Teker :
HenocpencTBeHHbId. — ISBN: 978-5-4365-8006-7.

Eropos, B.IIL., CnunbkoB, A.B. ObecrieueHne cOXpaHHOCTH, pecTaBpalis ¥ KOHCEpBaLlUs
JIOKyMeHTOB: yyebHoe nocobue. — C.-I16.: Jlanp, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

Eropos B.I1. CoBpemenHas opranusanus rocyJapCcTBEHHbBIX yupexaeHui Poccun: yuebHoe
nocobue s CIIO / B. I1. Eropos, A. B. CiiunbkoB. — Cankt-ITerepOypr: Jlans, 2020. — 204 c. —
Texcr : HenocpencTsenusii. — ISBN: 978-5-8114-6382-4.

Ko3znos, B. II. ApxuBoBenenue : yueOHUK u npaktukyM Juisi By3oB / B. Il. Kosnos. —
Mocksa: U3natensctBo FOpaiit, 2022. — 329 c. — (Bricee o6pazoBanue). — ISBN 978-5-534-
14066-8. — Tekcr : snextpoHHbI // OOpa3oBarenpHas miatgopma IOpa#t [caliT]. —
URL: https://urait.ru/bcode/496661

[TaBnoga, P. C. Jlenonpon3so/icTBO 110 obpaiieHusM rpaxan: yueobnoe nocobue ais CI1O
/ P. C. [1aBnoBa. — Cankt-IlerepOypr: Jlaub, 2022. — 324 c. : wi. — Tekcrt : HEMOCPeACTBEHHbIH. —
ISBN: 978-5-8114-9925-0.

[ToroB, A.B. ApxuBoBeneHue. 3apyOexnas Poccuka : y4eOHHMK ISl CpeIHEro
npodeccronansHoro obpasosanus / A. B. ITormoB. — Mocksa : U3natenscrBo [Opaiit, 2022, —
168 c¢c. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-10240-6. — Texker :
9JIEKTPOHHBIN I O6pa3zoBarenbpHas wiatdopma [Opaiit [caitT]. —
URL: https://urait.ru/bcode/495214

Packun, /. . ApxuBoBesenue : yueGuuk mist By3oB / JI. U. Packun, A. P. CokosoB. — 2-¢
U3, ucnp. u jor. — Mocksa : M3narensctso FOpaiit, 2022. — 468 ¢. — (Briciiee o6pa3oBanue).
— ISBN 978-5-534-15245-6. — Texcr : snekrponuslii / O6pa3oBarensHas miaardopma FOpaiir
[caitT]. — URL: https://urait.ru/bcode/497656

Camapuyk, H.C., MapkeTHHroBas J€ATEILHOCTb FOCYAapCTBEHHBIX apXHBOB : MOHOTpadus
/ H.C. Camapuyk. — Mocksa: U3narensctBo Pycaiinc, 2023. — 312 ¢. — TeKcT : HENOCPeACTBEHHBIH.
~ ISBN: 978-5-466-01550-8.

Tenbuapos A. JI. ApxuBoBejenue : ydebHoe nocobue s 6akanaBpos / A. JI. Tenpuapos.
5-e u3a. — Mocksa: UTK «JlamkoB u K», 2022, — 184 ¢. — Tekcr : HenocpeacTBeHHBIH. — ISBN:
978-5-394-04946-0.

Xopxopauna, T. Y. Apxusnas spuctuka : yue6nuk / T. Y. Xopxopmuna, A. B. ITomos ;
nox pen. E. Y. ITuosapa. — 4-¢ usj. - Mocksa : Poc. roc. rymanurapel, yu-, 2019. - 296 c. —



ISBN 978-5-7281-2497-9. — Tekcr : 3M€KTPOHHBIH. —
URL: https://znanium.com/catalog/product/1087575

IlemenkoBa, C. 1. ApxuBosenenue. Vicropust apxuBoB Poccuu ¢ IpeBHEHIIMX BpeMeH 10
Havama XX Beka : ydeOHoe mmocobOue s cpemHero mpodeccHoHaIbHOro obpazoBanus /
C. 1. IlemenkoBa ; mox HayuHoi penakuueit JI. H. Ma3yp. — Mocksa : UznarensctBo IOpaiir,
2022. — 153 ¢. — (TIpodeccronansuoe obpaszoBanue). — ISBN 978-5-534-10241-3. — Texker :
AJIEKTPOHHBIN I/ O6pa3zoBaTenbHas wiarhpopma IOpaiit [caitT]. ——
URL: https://urait.ru/bcode/495215

[laxomanosa, O. }O. Opranusanusi rocyiapcTBEeHHBIX yupexaeHuit Poccuu : ydeGHoe
nocobue s cpenHero npodeccuonanpHoro obpazosanus / O. 0. IllaxomanoBa. — 2-e u3n.,
nepepad. u jon. — MockBa : UznarensctBo FOpaiit, 2022. — 161 ¢. — (IIpodeccronansroe
obpazoBanue). — ISBN 978-5-534-12448-4. — Texcr : snekrponusii // O6pa3zoBarenbHas
mwiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/496292

Hurepuer pecypebr:

Bceepocculickuit HayqHO-HCCIeI0BATEIBLCKHI HHCTUTYT JOKYMEHTOBEICHHS M apXHUBHOTO
nena. BHUMJIA T Odpunnaneusiii caiit [Dnextponnsiit pecypc]. URL:http://www.vniidad.ru

['anpaus YIIPaBJISIFOLIMX JIOKyMEHTaIuen [DnexTponHbBIH pecypc].
URL:https://www.gdm.ru

l'ocymapcTBeHHast —~ cucreMa  MpaBOBOM — uMHpoOpMauuu  [DJIEKTpOHHBIH  pecypc].
URL:http://pravo.gov.ru

Kypnan «OrevyecTBEeHHBIE apXUBBI» [DnexTponHBIH pecypel].
URL:http://www.rusarchives.ru/izdaniya-i-publikacii/otraslevye-smi/zhurnal-otechestvennye-
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4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUS
MMPO®ECCHOHAJIBHOI'O MO Y JIsA

Kox u HauMeHoBaHue

npodecCHOHATBHBIX
1 00IIUX KOMITETEHITHIHA, Kpurepuu onenku MeTo/p! OLIEHKH
(bopMHpyeMBIX
B paMKax MOJTyJis
HK2.1. Coznanune JIOKQJIBHBIX | AHaIN3 U OIICHKA
OcymecTBisiTh HOPMATHUBHBIX JOKYMEHTOB M | pELICHUN poOJIEMHBIX
KOMILJIEKTOBaHHE IIPOTOKOJIOB 3ace/laHuil | CUTyalldif, INpH BBIIOJHEHUH
aApXMBHBIMH JICJIAMH 9KCIEPTHOU KOMHCCHH | TIPAKTHYECKHX paboT.
(toxyMeHTaMH ) opranuzaiuu. IIposenenue | TectupoBanue.
apXxuBa OpraHu3aluu 9KCIIEPTU3BI nenHoctH | 3auétel mo MJIK, arrecranus
JIOKYMEHTOB OpraHU3al|H. 10 IIPOU3BOACTBEHHOU
IPaKTHKE; 9K3aMEH
kBayukanuonueii no [IM
02/ JleMOHCTpalMOHHBIH
9K3aMEH
IIK2.2. Yuér apXUBHBIX nen
Bectu yuéT apXuBHBIX JIe7 | (JOKYMEHTOB) IIOCTOSIHHOTO
(IOKYMEHTOB), U BPEMEHHOI0 XpaHCHHS.
B TOM YHCJIE Yuér ¢donmoB u onwucei
C MCII0JIb30BAaHUEM ApPXUBHBIX nen
AaBTOMATU3HPOBAHHBIX (oxymMeHTOB). YUéT BbIIauu
CHCTEM apxXuBHBIX Jien (nokyMmeHToB) | TectupoBanue.
U3 apxuBoxpaHwmma ¥ ux | Ouenka 1o UTOraM
BO3BpaTa. YY&T U KOHTPOJIb | BBIIOJHEHUS]  TPAKTHYECKUX
nepeaud  apXWBHBIX e’ | pabor. 3auérer mo MK,
(TOKyMEHTOB) B | aTTecTauus o
rocyapCTBEHHBIH/ IIPOU3BO/ICTBEHHOM NPaKTHKE
MYHULIMNIAJIBHBIA apXUB HIIH
Ha MHOE BHEIIHEE XpaHEHHE.
Yuér U PO3BICK
HEOOHapyKEHHBIX Jien
(moxymenToB). Benenue nen
don0B
[1K 2.3. Cosmanne  omMCeH  JIGN | Ao i oleHKa
OcyiecTBisATh (TOKyMEHTOB) OpraHM3alUuU pemenuit pOGIIEMHBIX
XpaHEHHUE apXHUBHBIX JIe)l | OCTOSIHHOTO cpoka CHTYyaIu#l, Tpy BHIIOJHEHAN
(TOKYMEHTOB) XpaHeHHsI U 10 JIMYHOMY HpAKTHYECKHX paboT.
C TIOCTOSIHHBIM CPOKOM | COCTaBY. Pasmemenne | .. S
XpaHEeHUs ApXMUBHBIX e (IOKYMEHTOB) 3auéts mo MJIK, arrectamus
M 110 JIMYHOMY COCTaBy | B APXHBHBIX XPAaHWJIMIIAX B | [pOH3BOJCTBEHHOM
B apXMBE€ OpraHU3alid | COOTBETCTBMM C BBIOpaHHOU IpaKTHKE; ——
cxeMolf KknaccHukauu M kBaynpukanuonueit no IIM
CHCTENRIMOANHIE R 1 o2/ JleMOHCTpaIlHOHHBIH
(noxymenToB). Cozpnanue H g

obecrieyeHue PEXUMOB




XpaHeHHUs] AapXHUBHBIX JIEJI
(IOKYMEHTOB). [TpoBepxka
HOIMYUS U COCTOSIHHS

apXUBHBIX nen
(moxymeHTOB). BrlsiBienue u
y4ET

ApPXUBHBIX Jen
(oKyMeHTOB), TpeOyouuX
pecTaBpalliOHHOM,
KOHCEpBAIIHOHHO-
po(UITAKTUYECKOMH 7§

TEXHUYECKOH 00paboTKu.
[logroroBka ycnoBui s
oOecrieyeHus: COXPaHHOCTH
ApXUBHBIX JIe)T (JIOKYMEHTOB)
B 0coOblif  mepuox H
Ype3BbIYAHBIX

cutryanusx. OcyliecTBieHue
KOHTPOJIS JIBUKEHUS
apXUBHBIX /1€ (JOKYMEHTOB)
U ux (bu3nueckoro
cocrosHus. Iloaroroska u
nepefaya  apXUBHBIX  JEJ
(IOKYMEHTOB)

B roCyJ1apCTBEHHBIN/
MYHULUIAIBHBIA apXuB WU
Ha MHOE BHEIITHEE XpaHEHHE

[IK 2.4.
OcyiecTBiATh
XpaHeHHe,
KOMILJIEKTOBAHHUE, YIET U
HCIIOJIb30BaHKE JIeJT
(1OKyMEHTOB)
BPEMEHHOI'O XpaHEHHUSI

Yuér onucein zen
BPEMEHHOTO XpaHEHUS
CTPYKTYPHBIX
noApa3/ieJICHUN
OpraHMU3aluu B
TPaIUIIOHHOM % B
9JIEKTPOHHOM BUJIE.
Cucremarusanus nen
(IOKYMEHTOB)

BPEMEHHOT0 XpaHEHus,
HNPUHATBIX OT CTPYKTYPHBIX
O/APa3ACIICHUM
OpraHu3alluy, ISt
pa3MelIeHUsT B XpPaHUIIMILIE
apxuBa OpraHU3allUH.
KonTpons BbIIAYU B
OlepaTHUBHOE  I10JIb30BAHHE
Jien (TOKyMEHTOB)
BPEMEHHOT'O XpaHEHHUsl U HUX
BO3Bpara. [IpoBenenue
9KCIEPTH3bl ILIEHHOCTU JIEJ
(IOKYMEHTOB)  BPEMEHHOIO
XpaHEHHS B apXuBe
opranusauuu. Ilogroroska
zen (JIOKyMEHTOB)

Ananus U OILICHKA
peLIeHuH Ipo0IEMHBIX
CHTyalluid, IpPHU BBIIOJHEHUH
PAaKTUYECKHX pabor.
TectupoBanue.

3auéter mo MJIK, arrecranus
o MIPOU3BOJICTBEHHOM
IPaKTHKE; 9K3aMEH
kBanudukanuonHsii o [IM
02/ JIeMOHCTpaIOHHbIHA
9K3aMeH




BPEMEHHOT'O XpaHEeHHUs,
HPUHSTBIX OT CTPYKTYPHBIX
1o/ipa3/IeJICHUH, Ha
YHUYTOXKEHHE. Co3pnanue
aKTOB O BBIJCIICHHH Ha
YHUYTO)KEHUE Jient
(IOKyMEHTOB)  BPEMEHHOTO
XpaHeHUss C  HUCTEKIIMMHU
CpPOKaMH,  IPUHATBIX  OT
CTPYKTYPHBIX

no/ipas/ieIeHuH

[IK 2.5.
OcyiecTBisATh
HCIIOJIb30BaHHE
apXHUBHBIX JeJ
(1OKyMEHTOB),

B TOM YHCJIE
C HCITOJIb30BAaHUEM
aBTOMAaTH3UPOBaHHBIX

CHCTEM

[Tognepkka B aKTyaJlbHOM
COCTOSTHUU 9JIEKTPOHHBIX
UH(OPMALIUOHHO-
IIOUCKOBBIX

CHCTEM apXuBa B
JIOKYMEHTHPOBAaHHBIX
chepax JeSTeIbHOCTH
opranu3anuu. CocTaBieHHE
CIIPaBOYHO-ITOUCKOBBIX
Cpe/CTB

K apXHUBHBIM nenam
(moxymeHTaM), YYTEHHBIM B
apxuBe " B
JOKYMEHTHPOBAaHHBIX
cepax JIESITeIBHOCTH
opranmzauuu. [loxroroBka
OTBETOB Ha 3aIpOChI
ApPXHUBHBIX Jen
(moxymentoB). [loaroroska
paboThl MOJB30BaTEIECH B
YHUTAJILHOM 3aJIe apXUBa

AHaM3 W OIEHKA pEeLICHUM
npoOJEMHBIX CUTYaluH, IpH
BBIIOJIHEHUH  TPAKTUYECKHUX
pabor. TectupoBanue.
3auéter mo MJIK, arrecrarus
o IPOU3BO/ICTBEHHOM
IPaKTHKE;

9K3aMeH KBaTH(HUKAIIHOHHBIN
no [IM 02

OK 01.
Bri6upats criocoOs!
pelIeHus 3anaq
npo(heCCHOHATIBHOM
JeSTeIbHOCTH
HPUMEHHUTEHHO K
Pa3IHYHBIM KOHTEKCTaM

Beibop cmocoba pemeHus
3aJady  MpoeCCHOHAIBLHON
JIeSITeIBHOCTH
IIPUMEHHUTEIIEHO

K pa3JIn4YHBIM KOHTEKCTaM

Kountpois BBIIIOJTHEHH S
[IPaKTUYECKUX 3aJJaHHM,

Y CTHBIH WA TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HaHUM.

AHaiM3 W OLEHKAa pelIeHUH
poOJIEeMHBIX CUTYaLMH.

OK 02.
Hcnons3oBars
COBpPEMEHHBIE CPEICTBA
MIOMCKa, aHAJIH3a U
HHTEPIPETAluU
uH(popManuu, u
uH(}OpPMaLUOHHBIE

Wcnons3oBanue
COBPEMEHHBIX cpencTBa
IIOUCKA, aHaJIM3a %}
UHTEPIIPETaIHH
uH(pOpMaLIUH, %}
HCIIOJIb30BaHHE
UH(POPMAIIMOHHBIX

[IpoBepounsle  paboTBl IO
KaXKJI0M TeMme.

ATtTectanus 1o
IIPOU3BOJICTBEHHOM IIPAKTHKE.
KonTpois BBIIIOJTHEHH S
NPaKTHYECKUX 3aTaHHUMH.

Y cTHBII 5005 TECTOBBIN
KOHTPOJIb TEOPETHYECKUX
3HAHUH.

AHajli3 M OIIEHKAa pelIeHUuH
poOJIEMHBIX CUTYyaLUH.




TE€XHOJIOTHH JIsI TEXHOJIOTHH s | [IpoBepounsle  paboTer 1Mo
BBINOJTHEHHUS 33144 BBITIOJTHEHHUS 3a/1a4 | KaXJI0H TeMeE.
npodecCHOHATBHOM podecCuOHATBHOM ATTecTanys o

ACATCIIbHOCTH AEATECIbHOCTH. IIPOU3BOJICTBEHHOM IpaKTHKE.
OK 04. BsaumopeiictBue u pabora B | KoHnTposn BBIIIOJIHEHHUSI
S dexTuBHO KOJUIEKTUBE U KOMaH/IE NPaKTUYECKUX 3aaHUuH,
B3aMMOJIEHCTBOBATD U VY cTHBIH WU TECTOBBIH
paboraTh B KOJUICKTUBE U KOHTPOJIb TEOPETHUYECKUX
KOMaHze 3HAHUH.
AHamu3 M OLEHKA pEIIeHUMH
npoOJIEMHBIX CUTYalluH.
[IpoBepounbie  pabOTBI 1O
KaXJI0i TeMe.
Arrecranus o
IIPOM3BOJICTBEHHOM IIPAKTHKE.
OK 05. Ocymecreinenue yctHod u | Kontpons BBITIOJTHEHUS
OcymecTBIATh YCTHYIO M | THCBMEHHOW KOMMYHHUKAIIUH | IPAKTHUYECKUX 3a/IaHHM.
MUCHEMEHHYIO Ha TOCYJapCTBEHHOM $3BIKE | VCeTHBIN WIN TECTOBBIN
KOMMYHHUKAIIHIO Ha Poccuiickoit ®enepanuu ¢ KOHTPOJIb TEOPETUYECKIX
rOCyJIapCTBEHHOM SI3bIKE | YUETOM 0COOEHHOCTEH | 3panwmii.

Poccutickoii @eneparuu ¢
yu€ToM 0COOEHHOCTEH
COLMAJIBHOTO
KYJBTYPHOTO KOHTEKCTa

COIIUAJIBHOTO U KYJIBTYPHOI'O
KOHTCKCTa

AHanu3 ¥ OLEHKa pEIIeHUH
IpOOJIEMHBIX CUTYaIUH.

[IpoBepoynble  pabOTHI IO
KaXKJI0i TeMme.
ATtTecTanus 1o

HpOH3BOIICTBCHHOﬁ ITPAKTHUKE.

OK 09.
ITosnp30BaThCS
npodeccuoHaIbHOM
JIOKyMEHTaIuei Ha
roCyJIapCTBEHHOM U
UHOCTPAHHOM SI3bIKaX

Hcnonp3oBanue
npodeccuoHaNIbHON
JIOKyMEHTAIlUH Ha
rocy1apCTBEHHOM U

HHOCTPaHHOM SA3bIKax

KonTpomns BBIIIOJTHEHHS
MIPaKTUYECKUX 3aJIaHUM.
YcrHBIH UJIU TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHHH.

AHanu3 U OLEHKa pPEIICHHU
pOOJIEMHBIX CUTYaIUH.

[IpoBepounble  paboTBl IO
Ka)XII0H TeMe.
ATtTtectanus 10

IIPOU3BO/ICTBEHHOM IIPAKTHKE.




