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1. OBLIASA XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBbI
IMPO®PECCHUOHAJIBHOI'O MOAYJIA

1.1. Heab 1 niIaHUpyeMble pe3yJbTAaThl 0CBOEHUS MPO(eCCHOHATBLHOT0 MOYJIsI

B pesynprate u3ydeHus npodeccHOoHATBbHOTO MOAYJSA OOydYarolIUXCsl JOJIKEH OCBOUTH
OCHOBHOH BHJ JAestenbHOCTH OpraHuzanus apXuBHOM pabOThl MO JOKYMEHTaM OpraHu3alui
pa3iauuHbiX  (GopM  CcOOCTBEHHOCTH, W  COOTBETCTBYIOIIME €My o0Olue KOMIETeHIUU
U podecCuOHaIbHbIe KOMIETCHIINN:

1.1.1. [lepedenp OOIIMX KOMITCTCHITHI

Kon HanMeHoBanue 00X KOMIETEHIINHA

OK 01 | BeiOupats criocoObl perieHus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
IMPUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM.

OK 02 | Mcnosb30BaTh COBPEMEHHBIE CPEACTBA IIOMCKA, aHAIM3a U UHTEPIPETALUN
uHbopManuu, 1 UHPOPMALIMOHHBIE TEXHOJIOTUH JUIs BBIIOJIHEHUS 3a/1a4
poecCUOHAILHOMN 1EATEIbHOCTH.

OK 04 | DddexTrnBHO B3aUMOICHCTBOBATh U PabOTaTh B KOJUICKTUBE U KOMAH/JIC.

OK 05 | OcyiecTBidTh YCTHYIO U TUCbMEHHYIO KOMMYHHUKAIUIO HA TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEN COLMATIBHOTO U KYJIbTYPHOIO
KOHTEKCTA.

OK 07 | CopeiicTBOBaTh COXPAHEHHUIO OKPYKAIOIICH CPeJibl, peCypcocOepereHUI0, MPUMEHSTh
3HaHUA 00 U3MEHEHUHU KJIMMaTa, MPUHIIUIIEI OepeKIMBOTO MPOU3BOICTBA, 3PPEKTUBHO
JIECTBOBATh B YPE3BBIYANHBIX CUTYAITUSIX

OK 09 | I[Tonb3oBaThcs MPOPECCHOHATBHON JOKYMEHTAIIMEN HA TOCYIApCTBEHHOM U

HHOCTPAaHHOM A3bIKaXx.

1.1.2. Tlepevens npodeccnoHaTbHBIX KOMITETEHITHIA

Kon HanmeHoBaHMe BUAOB JeATEJIbHOCTH M NPO(PECCHOHATBHBIX KOMIIETEHIIUI
BJI 2 Opranu3zaiys apXuBHOM pabOTHI 110 JOKYMEHTaM OpraHu3alui pa3InyHbIX GOpM
COOCTBEHHOCTH
K 2.1 Ocy1ecTBISITh KOMIJIEKTOBAaHUE ApXUBHBIMU JeJIaMU (IOKYMEHTaMH1) apX1Ba
" | opranusamyn
K 2.2 Bectu yué€t apxuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCIIE C UCIOIb30BAaHUEM
" | aBTOMaTM3MPOBAHHBIX CUCTEM
K 2.3 Ocy1ecTBISITh XpaHEHNUE apXUBHBIX e (JIOKYMEHTOB) C TOCTOSIHHBIM CPOKOM
" | XpaHeHus ¥ 10 IMYHOMY COCTaBY B apXMBE OPTraHU3aluK
K 2.4 OcyiecTBISITh XpaHEHNE, KOMIUIEKTOBAaHUE, YUET U UCTIOJIb30BaHHUE JIET
" | (1OKyMEHTOB) BPEMEHHOTO XPaHEHHUS]
K 2.5 Ocy1ecTBISTh UCIIOJIB30BAHNE aPXUBHBIX JIeJT (IOKYMEHTOB), B TOM UHUCIIE
™" | ¢ ucmosnp30BaHKEM aBTOMATU3UPOBAHHBIX CHCTEM




1.1.3. B pe3ynbrare ocBoeHUs TPOPECCHOHATBEHOTO MOAYJISl 00 YJarONTUHCS JTOJKEH:

Bnagers KomrutekToBaHUS apXMBHBIMHY JIEJIaMU (JIOKyMEHTaMH ) apXUBa OPraHU3aIluu
HaBbIKaMu | Benmenust yu€ra apXuBHBIX JIeN (IOKYMEHTORB), B TOM YHCIIE C HCIIOIh30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM

OcyIecTBIICHUS] XPAaHCHUS apXUBHBIX JIeN (JIOKYMEHTOB) C TIOCTOSTHHBIM CPOKOM XpaHCHHS
Y TI0 JIMYHOMY COCTaBY B apXHBE OpTraHU3aI[UU

XpaHeHus, KOMIUIEKTOBAaHUS, y4€Ta U HCIIOJIb30BaHUSI JIelT (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUS

Hcnonb3oBaHus apXUBHBIX €] (JOKYMEHTOB), B TOM YHCJIC C HCIIOJIb30BAHUEM
ABTOMATH3UPOBAaHHBIX CHCTEM

Obecneuenus COXpanHoOCmMu OOKYMEHMO8 U APXUBHBIX OeJl

Hcnonvzosanus 00KymMenmos apxusa

YmMmeTh paboTaTh ¢ oApa3AeIeHUSIMHA/OpraHu3asIMA HICTOYHUKAMU KOMIUIEKTOBAHUS apXUBA,
NPUHUMATh ApXUBHBIE J1es1a (JOKYMEHTBI) Ha IIOCTOSIHHOE WIIN IOJITOBPEMEHHOE XPaHEHHUE;
y4acTBOBATh B MTPOBEJCHUH SKCIEPTU3HI LICHHOCTH PA3IUYHbBIX TUIIOB U BUIOB TOKYMEHTOB
B COOTBETCTBHMHU C BHYTPEHHUMH perilaMeHTaMH OpraHU3alluy;

IPUMEHSThH B paboTe pEeKOMEHAALNH SKCIEPTHO-IIPOBEPOUHON KOMUCCHN MU SKCIEPTHOM
KOMHCCHH OpraHU3alNy;

MPUMEHSATh EPEeYHH C YKa3aHHEM CPOKOB XpaHEHUs Ael (IOKYMEHTOB);

cOOJIFOIaTh HOPMATHBHBIE CPOKHU XPaHEHUS e (JOKYMEHTOB);

BECTH y4YET UICTOUHMKOB KOMIUIEKTOBAHHUS apX1Ba,;

WCIIOJIb30BaTh MEPETOBON OTEUECTBEHHBIN U 3apyOeKHBIN OIBIT 0 KOMIUIEKTOBAHHIO
apxuBa jejaamMu (JOKyMEeHTaMH) MOCTOSHHOTO U I0JITOBPEMEHHOI'O XPaHEHHUS;
HCIIOJIb30BaTh COBPEMEHHbIE aBTOMAaTH3HPOBAaHHbBIC, UHPOPMALIIOHHBIE U
TEJIEKOMMYHHKAIIMOHHBIC TEXHOJOTHH JOKYMEHTHPOBAaHHBIX cep AesITeIbHOCTH
OpraHH3aIHH.

CHCTEMaTHU3UPOBaTh Aeja (JOKyMEHTHI);

pasMelaTb apXuBHBIE /Iej1a (IOKYMEHTBI) Ha MeCTaX XpaHEHHs B COOTBETCTBHU C
HOPMAaTHUBHBIMHU TPEOOBAaHUSIMH B 00JIaCTH apXHUBHOTO JIeJ1a U YIIPaBIEHHS TOKYMEHTaMH;
co0ur0JaTh HOPMaTHBHBIE PEKUMBI XPAaHEHUSI apXUBHBIX JeJl (JOKYMEHTOB) Ha JTIOOBIX
HOCHUTEJISIX;

MIPOBOAUTH MPOBEPKY MOJTHOTHI COCTABa APXUBHBIX JOKYMEHTOB B €IMHUIIAX XPAHEHUS;
MIPOBOJIUTH ONMCAHUE aAPXUBHBIX /€T (JOKYMEHTOB);

COCTaBJISATh CIIPABOYHO-TIOMCKOBBIE CPEACTBA K ApPXUBHBIM JIesIaM (JOKyMEHTaM);

BECTH Y4YET M KOHTPOJIb BBIIAYH apXHUBHBIX J€JI (JOKYMEHTOB) M3 apXUBOXPAHWIMILA U UX
BO3Bpara;

BECTH Y4ET ¥ KOHTPOJIb NIepeaayn el (JOKYMEHTOB) B FOCYJapCTBEHHBIN/MYHUIUAIBHBINA
apx¥B WIKM Ha MHOE BHELIHEE XpaHeHNE U prUéMa JeJl ¢ BHEITHETO XPaHEHMUS,;

MIPOBOIUTH TTOJIMCTHYIO IPOBEPKY (HDHU3HIECKOTO COCTOSHUS JIe (IOKyMEHTOB);
pa3bICKUBaTh HEOOHAPY)KEHHBIE JeNa (JIOKyMEHTHI);

MOJIb30BATHCS YUETHBIMU TOKYMEHTaMH B PAMKax 3JIEKTPOHHBIX HH()OPMAIIMOHHBIX CHCTEM
JIOKYMEHTHPOBAHHBIX chep AesTeTbHOCTH OPTaHU3aIUH;

MOJIE30BAThCS CEPTH(PUIIMPOBAHHBIMHA ABTOMAaTU3UPOBAHHBIMUA CUCTEMaMHU
JOKYMEHTHUPOBAHHBIX c(ep AeATeNTbHOCTH OPraHU3allH 10 YUETY, pETUCTPaLiy,
KOHTPOITIO JIeJT (JIOKyMEHTOB);

MOJIH30BATHCSI MHPOPMAITUOHHO-CITPABOYHBIMU CUCTEMaMH JJOKYMEHTUPOBAHHBIX cep
JIeATEIbHOCTH OPTaHN3aLNN;

BECTH CIPaBOYHO-IIOMCKOBBIE CPEJICTBA K APXUBHBIM JAeIaM (JIOKYMEHTaM);

BECTH YUET CTPaxoBOTO (OH/a apXUBHBIX A€l (TOKYMEHTOB);

MPUMEHSATH HOPMATHBHEIE ITPABOBBIE aKTHI, JIOKAIbHbIE HOPMATHUBHBIE aKThl OPTaHU3AIINH 1
METOANYECKHE TOKYMEHTHI B 00JIACTH y4éTa apXHUBHBIX 1€ (JOKYyMEHTOB);

BHOCHTbH NPEIJIOKEHHS 110 COBEPIICHCTBOBAHUIO METOJHUYECKOT0 00ecedeH s yaéTa
pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTHPOBAaHHbBIX Chepax AesATeIbHOCTH OpraHU3aluy;
3alUIaTh HHPOPMAIOHHbBIE PECYpPCHl apXUBa OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.
OpraHU30BHIBATH U 00ECIICYNBATH XpaHEHHE AeT (JOKYMEHTOB) BPEMEHHOTO XpaHEeHHUs
OpraHu3alMy B TPAJUIIMOHHOM U B WIEKTPOHHOM BU/IE;
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KOHTPOJIHMPOBATh Pa3paboTKy CTPYKTYPHBIMH MOPA3/CICHUSIMH OMKICEH U aKTOB O
BBIJICJICHUH Ha YHUYTOKEHHE JieN (JIOKYMEHTOB) BPEMEHHOTO XpaHEHHUS B TPATUIIMOHHOM U
B 9JICKTPOHHOM BHJIC;

(OopMHUPOBATH €AWHHIIBI XPAHSHUSI JOKYMEHTOB JIJIS UX MOCJICAYIOIETO pa3MELICHHS B
apXx¥Be OPTraHU3AIINH;

COCTABIISAThH CITPABOYHO-TIOUCKOBEIC CPECTBA K APXUBHBIM JIeNIaM (JOKyMEHTaM);
OCYILIECTBIISTH TIOMCK JIeN (JJOKYMEHTOB) BPDEMEHHOTO XPAaHEHHSI B TIPOLIECCE UX XPAHCHUS B
CTPYKTYPHBIX TIOIPA3JICICHUSIX U apXUBE OpraHU3aIHu;

OCYILIECTBISTh METOANIECKOE PYKOBOJICTBO OpraHu3aIyiell XpaHeHust Jiel (JOKYMEHTOB) B
CTPYKTYPHBIX TO/IPa3JIeICHUSIX OpraHU3aLuH;

OKa3bIBaTh CTPYKTYPHBIM MOPA3ACICHHUSIM MPAKTUUCSCKYIO TOMOIIb B OpraHH3aliH
XpaHeHus e (HIOKYMEHTOB);

pa3padaThIBaTh CIIPaBOYHO-MH()OPMAIIMOHHEIC JOKYMEHTHI 10 OpraHu3aIluu
UCIIOJIb30BaHMUs JIe)T (JOKYMEHTOB) BPEMEHHOT'O XPAaHEHHS B CTPYKTYPHBIX MOPa3ICICHHUIX
W apXWBE OpraHu3aIlui;

MPOBOJIUTH 3KCIIEPTU3Y IIEHHOCTH JIeN (IOKYMEHTOB) BPEMEHHOTO XpaHCHUS, TEPEIaHHbIX B
apX¥B;

OIIPEACIATh CPOKH XPAHEHHUS JIe)T (IOKYMEHTOB) BPEMEHHOT'O XPaHCHHS;

o0ecrevyrBaTh 3aIuTy el (JOKYMEHTOB) BPEMEHHOTO XpaHESHHUS B OPTaHU3aIMH OT
HECAHKIIMOHUPOBAHHOTO JIOCTYIA WM YHUUTOKCHHS;

HPOBOJUTH (PU3MYECKOE YHUUTOKECHHUE e (IOKYMEHTOB) BPEMEHHOTO XPaHEHHUS C
UCTEKITUMH CPOKAMHU XPAaHEHHS TIOCIIE COTTIACOBAHMS CO CTPYKTYPHBIMH NOJPa3eICHHIMHA
OpraHu3alvu;

ohopMIIATh YUETHBIC TOKYMEHTBI 00 YHHYTOKCHUH JIeJ (IOKYMEHTOB) BPEMEHHOTO
XPaHEHHUS C UCTEKITUMH CPOKAMHU XPAHEHHSI COBMECTHO CO CTPYKTYPHBIMHU
NOJIPa3ICIICHUSIMU OPTaHU3aIHH.

CHCTEeMaTH3UPOBATh U 0000IIATH CBEJICHHUS O COCTABE U COJICPKAHNM aPXUBHBIX J1EJT
(mOKyMEHTOB);

UCIIOJIb30BaTh HHPOPMAIIHOHHBIC TEXHOJIOTHU B 00JIaCTH CO3IaHUS CITPABOYHO-TIOUCKOBBIX
CPEJICTB apXMBa U TIOKYMEHTUPOBAHHBIX chep JeATeTbHOCTH OpraHU3allny;

(GopMHUpPOBaTH OCHOBHBIC U BCIOMOTaTEIbHBIC BH/IbI APXHBHBIX CIIPABOYHHKOB B
3IIEKTPOHHOM (opMme;

MOJITOTABIMBATH HH()OPMALIMOHHBIC JIOKYMEHTHI IO 3aIPOCaM TOJIb30BaTeCH Pa3InyHbIX
KaTeropuu.

M/IK 02.01

- OPUEHMUPOBAMbCSL 8 MEPMUHAX apXUGHO20 Oend 6 PD;

- OPeaHU308bI8aMb CE0I0 PAOOMY 6 COOMBEMCMBUL C IMUYECKUM KOOEKCOM
apxusucma;

- opuenmupogamucs 6 llonoscenus 06 JIIK Jlenapmamenma no denam apxugos
Kpacnooapckozo kpast, pasoupamucsi @ OCHOBHbIX HANPAGIEHUSAX 0esiMENbHOCTU,

- opuenmuposamuvcs ¢ 3anadax u QyHkuusx Pocapxusa, ®enepanbHOT0 apXUBHOTO
areHTCTBA;

- obecneuusamv OOCMYN K apXuHviM OOKYMEHMAM

MJIK 02.02

- paspabamovieams [lonoxcenue 0 nocmosiHHO Oeticmayioujell IKCHepmHOl KOMUCCUU
opeanuzayuu. Ananuzuposams Ilonodicenue.

- oopmasimb AKm 0 6bI0ENEHUU K YHUUMONCEHUIO OOKYMEHMO8 U 0ell, He
NOONEAHCAUUX XPAHEHUIO

- COCMABIAMb U 0POPMISAMb HOMEHKAAMYPY 0€/l OPeAHU3AYUU — UCOYHUKA
KOMNJIEKMOBAHUSL APXUBHO20 YUPENCOCHUS

oopmasmy akm npuéma-nepedauu 0el Ha NOCMOSHHOE XPAHEHUe 8 20CYOapCHIGEeHHbIl
APXUBCPOKU XPAHEHUS 3A20]106K08 0ell U OOKYMEHmMOo8 no Tunoswim nepeuHsim.

MJIK 02.03

- Gopmuposams sKChepmHuyio Komuccuio 8 coomeememesuu ¢ Ilonoxcenuem

- dopmuposams Ilnan-epagux npuéma oen om cmpyKmypHuix noopasoeneHul

— COCMABISAMb APXUBHBIE ONUCU el
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- COCMasnsAmy yKazamenu: npeomemmuole, UMeHHble, ceocpaguyeckue

- COCMABIAMb KAMALONCHBIX KAPMOUEK

- O3HAKOMIIeHUE C BUOAMU KATNAT0208

- uckamo HeobxoOoumvlli wugp no Edunomy Kiaccuguxkamopy OOKYMEHMHOU
unghopmayuu AP PO

- ocyujecmansims NOUCK OOKYMEHMO8 N0 KAmaiozy.

- pazoupamscsi 6 CMpyKmype u co0epIicanuy nymegooumeneii

- opueHmupogamscsi 8 cmpykmype u nopsaoke pabomer I'KY «locyoapcmeennuiil
apxue Kpacnooapckozo kpasy

- COCMABIAMb APXUBHBIE KONUU U GBINUCKY 1O 3aNPOCY HONb308AMENs

- oopmasmML  UHUYUAMUBHOE UHQOPMUPOBAHUE  YUPECOeHUll U  OpeaHusayull,
CMPYKMYPHLIX NOOPA30eNeHUll 0 OOKYMEHMAX apXuea no npo@huiro ux 0esmeibHocmu

- OpUEHMUPOBANBCS 8 pabome YUMAIbHO2O0 3a1d 8 APXUBAX

- opopmisims nPonycK 011 pabomovl 8 YUMANTLHOM 341

- COCMABIAMb MONOSPaAdUIecKull yKazameib

MJIK 02.04

- 0popMASIMb NACKOPM APXUBA OP2AHUZAYUU,

- opopmasims KHU2U NOCMYNJIEHUS U GblObIMUSL OKYMEHMO8;

- 0popMAIMb 3A8EPUMETILHYIO 3ANUCH 8 ONUCHU,

- oopmasmMb BHYMPEHHIOI ONUCHL OOKYMEHMO8 Oeld;

—  CcOCmasnsimb akm Ha 6bl0auy 0eid 80 6PEMEeHHOe NOJIb308aHUE.

3HaTb

BUJIBI, PA3HOBUAHOCTH U ()OPMATHI BCEX BUAOB JOKYMEHTOB;

KPUTEPUH OTPEIeNeHNUs IICHHOCTH JIelT (JIOKyMEHTOB) JJISl JalTbHEHNIIEro XpaHeH!s TN
YHUYTOXCHUS;

METOMKa pa3paboTKu GOpM YUETHBIX JOKYMEHTOB B TPAAUIIMOHHOM U B SJIEKTPOHHOM
BUJIE;

METOJIUYECKHE JOKYMEHTBI B 00JIACTH MCIIOJb30BaHUS U MyOIMKAIIMA aPXUBHBIX JIEIT
(mOKyMEHTOB);

METOIUYECKHEe JOKYMEHTHI H HAIIMOHAIBHBIE CTAHAaPTHl B 00JIACTH JIEITOMPOU3BOICTBA U
apXHUBHOTO JIENa;

METOJMYECKHE IOKYMEHTHI U HAITMOHAJILHEBIE CTAHIAPTHI B 00J1aCTH yu€Ta TOKYMEHTOB U
JIOKYMEHTHUPOBaHHBIX chep NesTeTbHOCTH OpTaHUu3aIuH;

Hay4YHO-METOJUYECKUE KPUTEPHUH SKCIEPTU3bl HIEHHOCTU PA3INYHbIX TUIIOB U BUJOB JIET
(mOKyMEHTOB);

HOpMAaTHBHBIC TTPaBOBBIC aKThl Poccuiickoit denepamnun B 001aCTH 3aIIUTHI TIEPCOHATBHBIX
JTAHHBIX;

HOpPMAaTUBHBIE NTPaBoOBbIE akThl Poccuiickoii deaepannu B 001acti HHPOPMALIUH,
MHGOPMAIMOHHBIX TEXHOJIOTHH, 3al[UThl HH()OPMALIMU ¥ IEPCOHANBHBIX JaHHBIX,

¢ poBoit Tparchopmanuy;

HOpMaTHBHBIE TIPaBOBBIC aKkThl Poccuiickoit deneparuu B 001acTH KOHDUACHINATBHOCTH
UHQOPMAIIH;

HOpMaTHBHBIE TIPaBOBBIC aKThl Poccutiickoit deneparun B chepe nemonpon3BoICTBA U
apXMUBHOTO JIENa;

HOpMaTHBHbIE TIPaBOBBIC aKThl Poccutickoit deneparuu B chepe aeI0npoOr3BOICTRA,;
001IIre TPUHITUIBI yIETa M KOMIUIEKTOBAHUS eI (IOKYMEHTOB) OTPaHUYIECHHOTO TOCTYIIA;
OpraHU3aLMOHHBIC TPUHIUIIBI UCTIONB30BAHUS JOKYMEHTOB OTPAHUYEHHOTO TOCTYIIA;
OpraHU3aANMOHHBIC PUHITATIEI KOMIUIEKTOBAHUS NI (TOKyMEHTOB) OTPAaHUICHHOTO
JIOCTYIIa;

OCOOCHHOCTH OpTaHM3AINY XPAaHEHHS JIelT (JIOKYMEHTOB) Ha Pa3IUYHBIX HOCHUTEIISX;
OTEUECTBCHHBIC U 3apYOCIKHBIC CePTUDUIIMPOBAHHBIC CUCTEMbI aBTOMATH3HPOBAHHOTO
y4éTa apXUBHBIX AeI (JOKYMEHTOB);

MOpSAI0K (pOopMHUPOBAHUS JOKYMEHTOB B KOMILIEKTBI, TPYIIITbI, THIIHI;

MpaBHJIa CHCTEMATH3AINH U KIacCU()UKAIUN JOKYMECHTOB;

MpaBwJIa XPaHEHUs A€l (IOKYMEHTOB) B COOTBETCTBHU C MIX THITAMU;
cepTUQUIMPOBaHHBIC HHOOPMAIIMOHHO-TTIOUCKOBBIE CUCTEMBI B 00JIACTH Pa3pabOTKU

7




HAYYHO-CIPABOYHOTO allapara JOKYMEHTUPOBAHHBIX cep ACITCIPHOCTH OpraHH3allHu;
CIOCOOBI ¥ TEXHOJIOTHU JIOKYMEHTUPOBAHHUS PA3TMYHBIX BUIOB MPOhEeCCHOHATBHOM
JeSITeIbHOCTH;

CPOKH BBITIOHEHHS Pa0OT M0 OpraHU3aIlH UCTIONF30BAHUS apXUBHBIX Je]l (IOKYMEHTOB);
CPOKH BBITIOTHEHHUS Pa0bOT 10 yUETY apXUBHBIX [ (JOKYMEHTOB);

CPOKH BBITIOTHEHHS padoT;

CTaHIapTHl 0OPMIICHHS OPTaHU3aINOHHO-PACTIOPSITUTEIBHON JOKYMEHTALINY;
TEOPETUUECKUE U METOINUECKUE aCIIEKThI KOMIUICKTOBAHHS U SKCIIEPTU3bI IEHHOCTH BCEX
BUJIOB JIOKyMEHTOB;

TpeOoBaHUs K OOPMIICHHIO TOTOBOPOB HA peaU3aliio yCIyT BHEITHETO XpaHEeHUS [T
(moKyMeHTOB);

TpeOOBaHUSI K MOJrOTOBKE APXUBHBIX CIPABOK U BBIITUCOK M3 APXUBHBIX JOKYMEHTOB;
TpeOOBaHUsI K MpoIleccaM YHUUTOKEHUS HHPOPMAIMH B TPATUITIOHHOM U 3JICKTPOHHOM
BUJIE;

TpeOOBaHMs K YCTAaHOBJICHHBIM HOpMaM BBIPaOOTKHY;

TpeOoBaHM K YIE€TYy 0CO00 IIEHHBIX W YHUKAIBHBIX apXUBHBIX A€l (JOKYMEHTOB);
TpeOOBaHUs OXpaHBI TPY/IA;

YHU(DUIHPOBAHHYIO CHCTEMY OPTraHH3allMOHHO-PACTIOPAIUTEIBHON JOKYMEHTAIINH.

MJIK 02.01.

—  NOHAMUEe 0 HOPMATHUBHO-NPABOBOU baze Al] ;

— nocmanosnenus Ilpasumenbcmea PD;

—  3axoHooamenvcmeo PD 06 agmopckom npase;

—  ynpasneHue apxusHviM 0e10M Ha yposHe cyovekmos Pd;

—  OMBEmMCMBEHHOCb 34 HAPYUWEHUE APXUBHO20 3AKOHOOAMENbCMEA,

—  3AKOHbL U HOPMAMUBHbIE AKMbl, pe2yIupyioujue Opeanu3ayuio apxueHo2o onoa 6
Poccuu;

—  opeamnvl ynpagieHus, omseeyarowue 3a Opeanu3ayuio apxugHoeo gonoa 6 Poccutickoii
Dedepayuu;

— 0ocmyn K apxXusHbiM OOKYMeHmam. Yuem u ananus ucnoib308aHust ApXUGHbIX
OOKYMEHmMOo8;

—  HanpasieHusi NONYIAPU3AYUY U UCHOTIb308AHUsL APXUBHBIX Mamepuanos 6 Poccuu;
apxXugvl Op2aHU3aAYULL: 8U0bL, 340ayul, QYHKYUU

MK 02.02

— OokymenmanbHbvle apxusHuvle komniexcol (PIAHA, PITUA, TAP®, PITHUAHT]], PI'BHUA,
PIrABM®, PI'BA, PI'AD, PIrAHT]], PIr'AJIH, PITAK®J], PIA®]], PTAK®/], ucmopuu
KIICC, PTACIIH, PI'AHH).

— He2ocyoapcmeeHHble  apXugbl OCHOBHLIX 2DYNN  OOKYMEHMOS, 00pasylouuxcsi 8
0esimenbHOCIU He20CyOapCmEeHHbIX Op2anu3ayuil;

— NOps0oK  ebldeleHUue Oel HA  VHUYMOJICeHUue, O0@opMaeHus OOKYMEeHmMOo8 No
VHUYMOIICEHUIO 0ell U OOKYMEHMO8;

—  nopAdoK nepeoayu 00KyMeHmos 8 Apxueuwlii pono PD;

—  QoKyMenmbl, 00paA3yIoOWUecs 8 OesIMeIbHOCIU NPEeONPUSIMUSL, HA APXUBHOE XPAHEHUE,
NOHAMUE «0COD0 YeHHbIe OOKYMEHMbLY, MEMOOUKY GbIsIGNEHUSI (POHO08, Dell, COOEPIHCAUUX
0c060 YenHbvle OOKYMEHMbL.

MJIK 02.03

— cucmemy HAy4HO-CHPABOYHO20 ANNApama K apXueHblM OOKyMeHmam. Bzaumocessy u
NPEeeMCmMEEeHHOCIb  YHemHO-CNPA8ouHo20 annapama oenonpouzsoocmea, HCA apxusos
Opeanu3ayuil, MYHUYURAIbHBIX U 20CYOAPCMEEHHbIX apxusos. Tunvl u 6uU0bl APXUGHBLIX
CNpasounuKos. Ypoguu onucanusi apxuguwvlx OoKymenmos. Onucamenvuas cmamvsi.
Coz0anue eubKux UHGOPMAYUOHHO-NOUCKOBBIX CUCTEM OISl APXUBOB.

— nousmue apxugnoeo onucanus. Hasnauenue, yenv u 3nauenue smoi pabomol. Cocmas
Joeudeckux 3anucei npu onucanuu Oein. ObOnooicka Oena. ApxusHvlii wugp Oena.
Iloozomoska den Kk apxueHOMy XpaHeHUIO

—  munsl 3a20108K08: NPOCMOU, 0000WEHHDIL, CAONCHBIU. DleMeHmbl 3d20108K08: U0
dena, asmop, koppechonoenm, meppumopus. Cocmasnenue anHOMAayu.
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— onucanmue OOKYMEHMO8 U Oel JUYH020 Npoucxodxcoenus. Hugopmayuonnvie
Xapaxmepucmuxu, QuUKCUpyrowuecs Ha Kapmouxax: honoooopazosamens, 3a20J1080K 0eid,
Kpatihue 0amul OOKYMEHmMA, KOIUYeCme0 IUCHO8, APXUSHBLIL WUpp

—  pezynuposanue 00Cmyna k 0oKymenmam apxuernozo ¢onda P®. Ceob0oouwiti docmyn K
apxusHvim 0okymenmam. Ozpanuyenue 00Cyna K apXusHviM OOKYMEeHmam.

— NOpsA0OK yyema U AHAIU3A UCNOTB306AHUS  APXUBHBIX OOKYMEHMOG. Ananus
UCTIONB306AHUS  APXUBHBIX  OOKYMEHMO8. HMHmMeHcusHoCmb  UCNONb308AHUSL  APXUBHBIX
O0OKYMeHmo8. IphekmusHocms UCNONb308AHUA APXUBHLIX O00KYyMeHmos. Dopmbl yuéma
OOKYMEHMO8.

—  OCHO8bl apxusHoll d8pucmuku. Ilouck O00OKyMeHmos 8 0elonpoussoocmee u apxuse
yupescoenus. /lena nocmosHnoeo, 00a208peMeHH020 U 001208PEMEHHO20 XPAHEHUS.

—  NOpPAOOK pezynuposanue 00Cmyna K OOKymMeHmam apxusroz2o ¢onoa PD. Ce0600msiti
docmyn K apxueuvim 0okymenmam. Ozpanuyenue 00Cmyna K apxXusHvim 00Ky MeHmaM.
NOPSOOK YUema U aHAIU3A UCNOAb306AHUSI APXUBHBIX OOKYMEHMO8. AHANU3 UCNOTIb308AHUS
APXUBHBIX OOKYMEHMO8. MHmMeHCUuHOCb UCNONb308AHUSL APXUBHBIX OOKYMEHMOE.
Dpgexmusnocms UCnoIb308aHUSL APXUBHBIX OOKYMEHMO08. DOpMbl Yuéma OOKYMEHMO8.
MJIK 02.04

—  eOuHUYbL YUema APXUSHBIX OOKYMEHMO8, APXUBHBIN WUPD,

—  0bwue mpebosanus K 6b10aue aApXugHbIX OOKYMEHMO8;

—  gnuUsHUe nepemeleHUst OOKYMEHMO8 HA UX COXPAHHOCTD,

—  NOPAOOK COCMABNIeHUs Y4EMHBIX OOKYMEHMO8 6 apxuge;

— cucmemy yyemmuuvlx OOKYMEHMO8 apxuea;

—  nopA0oK pabombl NO BbISAGACHUIO NOBPEHCOEHHBIX OOKYMEHMOB,

—  OpeaHusayuro pabomsl NO NPOGePKe HAIUYUSL U COCMOAHUS APXUBHBIX OOKYMEHTNO8,

—  NOPAOOK CO30aHue CMmpaxo8o2o (YoHOa ApXusHvIX OOKYMEHMOB;

—  MUKPOQDUILMUPOBAHUE, KCEPOKONUPOsanue u opyaue Gopmbl COXpAHeHuss unpopmayuu
8 COBPEMEHHBIX YCIOBUSIX.

1.2. Kotu4yecTBO 4acoB, 0TBOJAMMOE HA OCBOEHHE NMPO(PecCHOHAIBLHOI0 MOYJIsI
Bceero: 488 uac, uz nux sapuamusnas yacmo 220 uac.

B TOM 4Hclie B popMe MPaKTHUUECKOM MOAroTOBKHU 274 yac

N3 mux Ha ocBoenue MJIK: 304 gacos.

B ToM uucne Ha camocrosiTenbHyI0 padoTy 4 yac.

Ha npaxTuxu 144 yac, B TOM uncie Ha yueOHYI0 /2 yac., Ha TPOM3BOACTBEHHYIO 72 yac.
Dk3aMeH (KBamn(UKaMOHHBIN) - 18 gacos.



2. CTPYKTYPA U COAEP) KAHUE NPO®ECCUOHAJIBHOI'O MOAYJISA
2.1. CTpykTrypa npo¢hecCuoHAIBLHOT0 MOYJIs

O06Bem nmpoeccHoHATEHOTO MOYJIS, aK. Yac.

5
&
QOQ
® § Oo6yuenne mo MIK [ T
Kozpr §- = B TOM YHCIIE
npodeccuoHanbH HaunmenoBanus pa3aenon Bcero |& - =
0=
BIX U OOIIHUX npohecCuoHaNbHOTrO MOAYNS | , Yac. : S KypcoBst H =
KOMIIETEHIINH = § Bceero | TTpakriuecku | x paGor | CamocrosTens é E VaeBias [IpousBoac
A = X 3aHATHH (mpoexTo Has pabora = é TBEHHAas
g B) S &
= =
1 2 3 4 5 6 7 8 9 10 11
OK01.; OK02; Paznen 1. Opranuzanus u
8§ 8‘7‘7 8§ 83 z obecrieueHre OCHOB
0K 2. 1’ " ApPXUBHOM NIEATEITHBHOCTH 50 16 59 16
M/IK 02.01. Opranuzamus u
HOPMAaTUBHO-TIPABOBBIC
OCHOBBI apPXUBHOTO JIeJIa
OK0l.; OK 02 Paznen 2. Opranuzanus
8§ 8‘7" 85 83 z JIeITEIbHOCTH apXHUBOB
MK 2.1. MK 02.02. 48 12 48 12
I'ocynapcrBenHsle,
MYHHIIMIIATbHBIE APXUBHI U
apXMBBI OPraHU3aLUui
OK 0l.; OK 02 Paszen 3. Opranusanus
85 8‘7" 8§ 83 ’ apXHMBHOTO JIeja
1K 2 1" 1K 2 2'" MJIK 02.03. MeToauka u 156 | 78 134 78 4
o v MIPaKTHUKa apXUBOBEICHHUS
11K 2.3.;1IK 2.4.;
TIK 2.5.
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OK 01.; OK 02,

Paznen 4. Opranuszanus

OK 04.; OK 05.; XpaHEHUs JOKYMEHTOB B
OK 07.; OK 09.; APXUBE
K 2.1. [IK 2.2.- p 70 | 24 | 70 28
K 2'3" — 2 4’. MJIK 02.04. O6ecrieuenne
o T COXPaHHOCTH JJOKYMEHTOB
IIK 2.5. P ™
OKO01.; OK02; YueOHast mpakTHKa 72 |72 72
OK 04.; OK 05.;
OK 07.; OK 09.; [Tpou3BoICTBECHHAS IPAKTHKA
K 2.1. 1IK 2.2.; 72 72 72
TIK 2.3,;TIK 2.4.;
IIK 2.5.
Dk3aMeH (KBaTH(PUKAIIMOHHBIH ) 18
Bcezo: 488 | 274 | 304 130 18 72 72
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2.2. TemaTn4yeckuni 1JIaH U coaepxxkanue npodeccuonaabuoro moayJas (IIM)

HaunmeHoBaHue pa3iejioB U TeM

O0bém, akajn. 4. /
B TOM YHCJIE B

Copep:xkanue yueGHOro MaTepuaJia, JadopaTopHble padoThl U NPAKTHYECKHE 3aHATUS opme
npogeccuoHaabHoro moxy.as (IM), ep y P ’ paTop p p ’ (bop .
caMocTosiTe/IbHAsl ydeOHas padoTa o0y4aromuxcsi, KypcoBas padora (IIpoeKr) NMPAKTHYECKOI
MeRIMCcUMIVInHAPHBIX KypcoB (M/IK)
NOATrOTOBKH, aKa/l.
4.
Paznen 1. Opranusanus U odecnevyeHne 0CHOB APXMBHOM JeATEIbHOCTH 52/16
MJIK 02.01. Opraau3anusi ¥ HOpMaTHBHO-IIPABOBBIe OCHOBBI APXMBHOIO JIeJia
Tema 1.1. Copep:xanue 6/-
Beenenue B IIM u MJIK. 1HWcTopusi BOZHHKHOBEHHSI apXMBOB. ApxuBbl B MockoBckoMm rocynaapctBe XV-XVII Bb.
Hcropusi BOSHUKHOBEHUS ApxuBbl B XV Beke. I'ocynapeBa Kazna. Llapckuil apxuB. ApXMBBI NPUKa30B U IPHKA3HOE 6

apXUBHOH JesATeJbHOCTH B Poccnu

nenonpou3BoactBo B XVII Beke. OcHoBHble KaTeropuu: ['ocynapeBa Kasna, Llapckuii apxus,
cronm, cTonber, TeTpaab, «a30ykm», «rnaBel». ApxuBsl B Poccuiickoit umnepun XVII — Hay.
XX BB. Pedpopmsr [letpa I u apxusHoe neno B XVIII Beke. ApxuBbl B Poccun nepBoii MoJ0BUHBI
XIX B. ApxuBHoe neno Bo BTopoid monoBuHe XIX — Hauvane XX Beka. IIpoekThl apXHUBHBIX
pedopm. OCHOBHBIE KaTeropuu: BEAOMCTBEHHBII apXuB, HCTOPHUYECKUI apxuB, apxeorpadus,
9KCIEPTHU3a IEHHOCTH JOKYMEHTOB, LICHTPAJIN3aLusl apXUBHOIO JIea.

2 CTaHoBJIEHHE COBETCKOI apXuBHOM cucTeMbl. 1917-1920 rr. 3a10Ke€HUE MOJTUTUIECKHUX U
OpraHU3alMOHHBIX OCHOB AapXMBHOTO Jena B Hamed crpade. 1918 r. OOpa3zoBaHue eanHOTro
I'ocynapctBenHoro apxuBHoro ¢ouna (EIA®). Cosmanue ['ocynapcrsennoro apxusa PCDCP.
[Ipouecc mentpanm3anuu ymnpapieHus apxuBamu (1922-1929 rr.). 1921 r. Peopranumzanus
I'maBapxuBa B Llentpapxus PCOCP. 1922 r. IlpeoOpazoBanne EI'AD B Llentpapxus.1924 r.
[IpaBo llentpapxuBa Ha BriroueHue B EI'AD apxuBHBIX (OH JOB mpeoOpa3oOBaHHBIX MOCHE
OxTsi06pbekoit pepomonnu. | u 1 konpepenuus apxuBHbix padoTHnkoB PCOCII; 1 u 11 cbe3n
apxuBHbIX paboTHUKOB PC®DCP. llentpanbnoe ApxuHoe ympasienue CCCP. 3asepiienue
CO3aHHs KOMaH/IHO-aJMIUHHUCTPATUBHON cHUCTeMbl yrpaBieHus: apxuBamu (1930-1945). 1938 r.
apxuBHbIe yupexjeHus Obun neperansl B cuctremy HKBJ/I. LIAY CCCP mpeobpazoBaH B
I'maBHoe apxuBHoe ynpasienne HKBJ] CCCP

3ApxuBbl B 1945-1980 rr. 1946 r. TAY HKBJI crano uassiBatbcst [AY Munucrepcrsa
BayTpeHHNX nen CCCP. 1958 r. Ilonoxkenne «O I'ocymapctBennom apxuBHOoM ¢orme CCCPy.
1960 r. apxuBHas cmyx6a n3 nogunHennss MB/] nepenia B Begeane Cosmuna CCCP. 1961 r.
[TocranoBnenue «O0 yTBEpKACHUH TOJOKEHHsI 0 | TaBHOM apXuBHOM ynpasieHuu npu Coserte
MuHUCTpoB CCCP n cetn neHTpanbHbIX rocynapcTBeHHbIX apxuBoB CCCP». Cozpanack ceTb
IEHTPAIBHBIX TocynapcTBeHHBIX apxuBoB CCCP. 1966 r. cozmanme BHUMNJIAT. ApxuBHbie
pedopmbl Ha coBpeMeHHOM 3Tane. HoBbIi 3Tan pa3BUTHSL apXMBHOTO JeJia B TO/IbI ropOayeBCKOM
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nepectpoiikn 1994 r. co3nanue ['ocymapcTBerHo# apxuBHOM ciyx061 Poccuu (PocapxuB)

Tema 1.2. Conep:xanne 24/8
HopmatuBHo-npaBoBas 0a3a 4 ApxuBHOe NPAaBO H APXHBHOE 3aKOHOJATEIbCTBO. [IpaBOBbIC OCHOBBI PETYIUPOBAHUS
apxXuBHOIi AesiTesqibHOCTH B Poccun ApXUBHOM HestenbHocTH. [lonamue o HopmamueHo-npagogou base AJJ 16
5ITHYECKHil KOJEKC APXHBHCTOB.
6 ITocmanoenenus Ilpasumenscmea P®O
7 3axonooamenvcmeo P® 06 aemopckom npase.
8 ®enepannubiii 3akon ot 22.10.2004 Ne 125-®3 «O6 apxuBHoM jaeiie B Poccuiickoi
Denepanun»
9Cucrema ynpasienusi apxXuBHbIM J1ej10M B Poccun. @eniepaibHoe apXUBHOE areHTCTBO.
Pocapxus - QenepanbHbiil Oprad rocyJapCTBEHHOT'O YIIPABJICHUS apXUBHBIM J1eIoM B PO.
[Honsitue «Pocapxupy, ocHOBHBIE 3agau PocapxuBa, cuctema Pocapxusa.
10 ¥Vnpaenenue apxusnvim oenom na yposne cyovekmos P®
11 Omeemcmeennocmeo 3a napywenue apxuenozo 3aKoHodamenbcmea.
B TOM unciie npaKTHYEeCKUX 3aHATHIA 8
IIpakTuyeckoe 3ansaTue Ne 1 Cocmasnenue cnosapsa mepmurog no @3 «06 apxusHom
Oene ¢ POy
IIpakTuyeckoe 3ansTue Ne 2 Pabota B mpaBoBOif Oa3e ¢ HOPMATUBHO-TIPABOBBIMH
JOKyYMEHTaMH B cepe apXUBHOT'O JiesIa
IIpakTHyeckoe 3ansiTue Ne 3 H3yuenue smuueckoeo kodexca apxugucma.
IIpakTHyeckoe 3ausiTue Ne 4 Usyuenue Honoxcenus 06 IIIK Jlenapmamenma no
denam apxusos Kpacrnooapckoeo kpas. Ananus 0cHoHbIX HANPABIEHUU 0eameabHOCU.
Tema 1.3. Conep:xanne 20/6
Opranuzanusi ApxuBHoro ¢gonga 12 Oprauuszamuu 1oKyMeHTOB ApxuBHOro (ponna Poccuiickoii @exepauuu. 3axonsl u
Poccuiickoit @enepannu HOpMAmMu@Hble aKmol, pe2yIupyroujue opeaHu3ayuio apxusHoz2o onoa 6 Poccuu.
13 CoBpemenubiii cocraB ApxuBHoro (ouna Poccuiickoii ®exepauun. Opzanv 14

YAPagIeHusl, Omeeyaiowue 3a Op2anu3ayuIo apxueHo2o gonoa é Poccutickoii @edepayuu

14 Knaccudukauus 1okymMenToB ApxuHoro gounaa Poccniickoii @enepamum.
KommutekroBanue ApxuHoro ¢onna Poccuiickoii denepanyu. CIUCKU KCTOUHUKOB
KOMILIEKTOBAHWUSI.

15 Jocmyn k apxuenvim ookymenmam. Dopmuposanie eOuno20 apxXugHo-
ungopmayuonnozo npocmpancmea. Ilonsmue o docmyne k apxuehvim ookymenmam. CocmosHue
HOPMAMUBHO-NPABOBOLL 6A3bl, PELAMEHMUPYIOWell ONPOCl OOCMYNA K APXUBHBIM
Oooxymenmam. Buowr ungopmayuonnvix 0oxymenmos u memoouxa ux cocmaenenus. Mcnonnenue
3anpocos 6 2ocydapcmeennom apxuse. [Ipedocmasnenue OOKyMeHmos OJist usyueHus &
YUMAILHOM 3a71€ APXUBA.
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16 Honynapuzayuu u ucnonvsosanus apxusenvix mamepuanos ¢ Poccuu.
17 Apxueoe opzanuszayuii: 6uosl, 3a0auu, ynxkuyuu
18 ApxuBnas 3apy6e;xnasi Poccuka

B TOM unciie NpakTHYeCKUX 3aHATHIA 6
[pakTnyeckoe 3ansitue Ne 5 Ananus 3a0ay u ¢pynxyuti Pocapxusa, ®edepanvrozo
APXUBHO20A2EHMCMBA
IIpakTu4yeckoe 3ansaTue Ne 6 U3yuenue nonoosicenusn 06 apxuse u 0ONHCHOCMHBIX
0053aHHOCIU 3a6e0YI0Uje20 apxugom
[pakTnyeckoe 3ansitue Ne 7 Hpunyunel u HanpagneHuss 00CMYna K apxXugHbvim
O0OKyMeHmam
IIpome:kyTouHas arTecranusi AuddepeHITUPOBAHHBIN 3a4eT 2/2
Hroro MJIK 02.01 52
Pasznen 2. Opranu3anus aesiTeJIbHOCTH APXMBOB 48/12
MJK 02.02. I'ocynapcTBeHHbIe, MyHULUIIAJIbHbIE APXUBbI U APXUBbI OPraHu3aluii
Conep:kanue
1. Pocapxue - pedepanvubiii opearn 20CyO0apCmeeHHO20 YRPAGIeHUS ApXUHbIM 0esiom 6 PD. 26/2
THonsmue «Pocapxusy, ocnogHuvle 3a0ayu Pocapxusa, cucmema Pocapxuea
2.  Buasl U pa3HOBHIHOCTH apXHBOB. /Ipoguns apxusos. Odwue u cneyuanu3uposaHmbwie,
KOMNIEKMYOWUecs U He KOMnleKmyowuecs (ucmopuieckue apxusnl) 24

Tema 2.1.
Buaer apxusos B Poccun

3. Cerp rocynapcTBeHHbIX apxuBoB cucrtembl PocapxuBa. DezaepanbHble
rOCy/lapCTBeHHbIE apXWBbl M WX (Quuuanbl. ['ocynapcTBeHHbIE apXuBBI CyOBEeKTOB PD m wmx
¢unmansl. MyHUIIMTIANBHBIE apXUBEI U OPTaHBI YIIPABICHUS! ADXUBHBIM JIEJIOM MYHHIIATIATBHBIX
00pa3oBaHMIA.

4. TocynapcTBeHHble apxuBbl: Buipl, 3amaud, ¢yHkuud. Cerb  (deaepanbHbIX
TOCyJIapCTBEHHBIX apXUBOB. CeTh (eepalibHBIX TOCYIapCTBEHHBIX apXuBOB Poccuu, nx MecTo u
poxs B cucteMe Pocapxusa.

5. JlokymenmanvHble apxuguvie KOMWIEKCbl NO UCMOPUU CMAHOBNEHUA U PA3GUMUL
POCCULICKOU 20CYOaPCMEEHHOCIU U 2PANCOAHCKO20 00Wecmea 8 20CYOapCmEeHHbIX apXueax
(PI'AZ]A, PI'HA, I'AP®, PIUAHTY/]). /lokymenmanvHble apxusHble KOMNIEKCbL NO UCMOPUU
poccutickou apmuu u @roma 6 eocyoapcmeenuvix apxueax (PI'BHUA, PIABM®, PIBA).
JlokymenmanvHble apxusHble KOMNIEKCbl NO UCMOPUU IKOHOMUKU U COUUATLHO20 DA36UMUS
C08emMcK020 00wecmea, HayKu U mexHuku 8 2ocyoapcmeennvix apxusax (PI'A3, PITAHT/])

6. /JoxkymenmansHbvle apxuenvie COOPAHUA NO UCHMOPUU OMEYECMBEHHOI TUMEPAMYPDL,
uckycemed, KuHOGOmMoOOKYMEHMO8 U 0OWECMEEHHOU MbICIU 8 20CYOAPCMBEHHbIX APXUBAX
(PI'AJIH, PIAK®J], PITA®/], PITAK®/]). Hoxymenmanvuvie xomniexcol no ucmopuu KIICC,
o0bwecmeennvlx opeanusayui u nonumuyeckux napmuil Poccuu (PI'ACIIH, PTAHH)
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7. MyHuuunaabHble apXWBBbI: BHIBL, 3ama4d, (QpyHKOUU. MyHUIUIATbHBIE apXWUBHI Ha
COBPEMEHHOM JTalle: 33Ja4u, HallpaBJIeHUs, 1eATEIbHOCTH, IPaBOBOE MoJIokeHNe. CTaHOBIIEHUE
MYHUIMIIATEHBIX apXUBOB. [IpaBoBoe perynupoBaHue AesITeIbHOCTH MyHUIIUIAIBHBIX apXUBOB.
CTpyKTypa MyHHIIMTIATBHBIX apXUBOB, COCTAB MX JJOKYMEHTOB.

8. MCTOYHHKHM KOMIUIEKTOBAHHS MYHMIMNAJIBHBIX apxuBoB. OpraHu3anydoHHBIE H
¢uHaHCOBBIE MPOOJIEMBI JCATENHHOCTH apXWBOB.  ApXHMBHBIE OTHAENbl aJIMUHHCTPALHH,
MYHHLIUTIATbHBIE ApPXWBbI, MYHUIIUIIAIBHBIE apXWBBI 110 JUYHOMY COCTaBY, T'OCYAapCTBEHHEIE
palioHHBIE W TOPOACKHWE apXWBhL. VX B3aMMOOTHONIEHHWS C BeAOMCTBaMH. IIpoOieMbl
B3aMMOOTHOIICHUHA  MYHWIHNATbHBIX apXMBOB C  YUPEXKACHUSIMH W  OpraHU3alMsIMU
(enepa’abHOTo U PErHOHANBHOTO YPOBHSI.

9.  Hezocyoapcmeennvle apxuébl OCHOBHbIX 2PYNN OOKYMEHMO8, 00pasyrowuxci 8
desmenvHocmu  Heeocydapcmeennvix — opeanuzayuti.  Cosdaunue  cospeMeHHOU — 0a3vl
Memoouyecko2o obecnedenusi pabomuvl apxugos He2ocyO0apCmeEenHblx cmpykmyp. Bsaumocesasv u
e3aumooeticmeue  DedeparbHozo  apxueroeo  azcenmcmea  (Pocapxusa) ¢ apxusamu
He20cyoapcmeenHblx opeanusayul.  Jluunvie apxugvl Budvl u 3HaueHue ux uUcmMouHUKOS.
Ocobennocmu OOKYMEHmMO8 UYHO20 NPOUCXOJICOeHUst U pabomvl ¢ Humu. Tun meopueckoll
JUYHOCU: aPXUBHOE U MeKCMogoe nosedenue asmopa. Bausanue kyrsmypHot cpeobsi,
ICMemuyecKux YCmaHo80K agmopd, 0bimoevlx YCa08Ull Ha hopMUposanue 1uyHo20 apxusd.

10. BemomcTBeHHbIe apXuBBbI: BUIBI, 3amaud, QyHkiuu. CoBpeMeHHas OpraHu3anus H
MEepPCIEKTHUBBl Pa3BUTUS BEJOMCTBEHHBIX apXWMBOB B Poccuiickoit @epepanuu. Metonuueckoe
obecrieueHe COBPEMEHHBIX BEJOMCTBEHHBIX apXwBoB. (OIIMe BOMPOCH OpraHU3aIUN
MOATOTOBKM JIeN (JIOKYMEHTOB) K TIieperade B apXWB MpeanpusaTud. 3ajadd, CTPyKTypa H
¢byHKIMM apxuBa opranu3anuu. [IpobiemMbl COBpeMEHHOTO BEOMCTBEHHOTO XpaHEHUS W MyTH
ux pemenns. JlenosurapHoe xpaneHue. lloHsTHe 00 apxwBaX TOCYZapCTBEHHBIX U
HETOCY/IJapCTBEHHBIX OpraHu3anuil. BUabl apXWBOB TOCYylapCTBEHHBIX W HETOCYIapCTBEHHBIX
OpraHM3alMii, WX CTaTyc, B3aUMOOTHOIIEHHS C TOCYJapCTBEHHbIMH apxuBamMH. OCHOBHBIE
(YHKIIH BEJOMCTBEHHBIX apPXUBOB

11. ApxuBbl oOpraHuzanmii: Buabpl, 3ama4yd, (YHKIHH. Knaccudukamus apxuBoB
opraHuzaluii, WX BHUIbL, 3a1add, (YHKIWH, OTBETCTBEHHOCTb. ApPXHWBBI OOIECTBEHHBIX
OpraHu3alyii: THUIOJIOTHs (HOHIOB, OCOOCHHOCTH METOJMUKH. OOIIECTBEHHBIE HCTOPHYECKHE
apxHBBI: COCTaB (POHIOB, OCOOEHHOCTH METOAMKH. DaKTOphl, BAMSIOLUIMNE HA (OPMHPOBAHHE
apxuBa TPEANPHUATHS: 3aKOHOAATEIbHAS DPETJIaMEHTAlWs, CTPYKTypa MpeanpHusTvs, cucTrema
JIEIIONPOU3BO/ICTBA.  XapaKTePUCTHKA OCHOBHBIX TPYNI  JOKYMEHTOB:  JIOKyMEHTAIUs
OPUAHYECKOTO XapakrTepa, OpraHU3alMOHHO-TIPOU3BOICTBEHHAS, YYETHO-OTUYETHAS
(Oyxranrtepckas), 1enoBas epernucka.

12. Opraauszanusi Tpyaa nepcoHaja I[IpumepHsie mnosoxeHus o0 apxupax. CTpykTypa
apxuBa
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B TOM unciie NpakTHYeCKUX 3aHATHIA

[MpakTuyeckoe 3ansTue Ne 1 Pabora B cetu lHTEepHET, B TOM YHCIIC HA IOpTAJIe
ApxuBbl Poccuu: mouck pa3imuvHbIX 10 paHry (YPOBHIO) U MPOQILTIO apXUBHBIX YUPESIKICHHIH,
Odopmrenne pe3yapTaToB Moucka B Tabmmie «lIprumepsr apxuBoB»

Tema 2.2.
JxkcnepTusa
LHEeHHOCTH IOKYMEHTOB

Conep:xxanue

13. Opraam3anusi J1OKYMEHTOB B apxuBe (JOKyMEHTAJIbHBIH, apXUBHBIH, CTPaxoBOU
¢oHmpl W (QOHA TOIB30BAHMA). OIJKCIIEPTH3a [EHHOCTH JOKYMEHTOB: 3a/1ayd, NPUHIIMIIEI,
kputepuu. [lowamue «Okcnepmusa yeHHOCMU OOKYMEHMO8 apxuea opeanusayuuy. [leau
axcnepmusvl. [lpunyunvr nosedenuss DL, 3a0auu u npunyunvi.. Ilonsmue «ocobo yeHHvie
Odoxymenmuly. Memooduxa eviseneHusi poHo0s, 0ei, cooeprcauux ocobo yeHHvle OOKYMEHMUL.
Ogopmnenue pe3ynbmamos no GblAGIEHUIO 0CO00 YEHHbIX OOKYMEHMO8

14. Buowt rxcnepmuvix komuccuii. Ogopmienue pe3yibmamos IKCHePmu3bl YeHHOCHU
Odoxymenmos Opeanuzayus pabomsl sxkcnepmuou komuccuu (IK).  ODxcnepmusza 31eKmpoHHbIX
O0OKYMEHmMOo8

15. Bwidenenue den na ynuumosicenue. Ogopmierue 00KyMeHmos no YHUUMONCEHUIO Oell U
OOKYMEHMO8.

16. Bunasi [lepeuneii TOKyMeHTOB ¢ yKa3aHHeM CPOKOB XpaHeHus . V3yuenue TumoBoro
IlepeuHss ¢ yKa3aHUEM CpPOKOB XpaHCHWS. Bugapl ¥ THOBI HOMEHKJIATYPHI JIEI.
Knaccupukanmonnass cxema HoMeHKNaTypol [lopsmok paboTel ¢ HOMEHKIATypoul e
OpraHu3alid — MCTOYHHKA KOMILUICKTOBAHHS apXUBHOTO YUpexAeHWs Turbl, BUABI u (HOpMBI
nyonukanuii  TokyMeHToB. OpraHuszaiuss pa0oThl M0 HAyYHOMY U3JAAHUIO JTOKYMEHTOB.
OcHoBHBIE (OPMBI  HAyYHO-UCCIICJIOBATEIBCKOW pabOTBl  apXWBOB. OTallbl HAYYHOTO
UCCIIE/IOBaHNUS

17. Komnnexmoeanue oOokymenmamu apxuea opzanuszayuu. 0O030p OO0KYMeHmMO8,
00paA3yIOWUXCsL 8 0esIMenbHOCMU NPeonpusmus, Ha apxuerHoe xpanenue. Kpumepuu yennocmu
O0OKYMeHmos, ux pazgumue u ymounenue. Kpumepuu npoucxosicoenus, co0epucanus u HeuHux
ocobennocmeil  0okymenmos.  Kpumepuu ombopa  O0okymenmos ¢  NOSMOPSIOUENCs
unghopmayuen. Buowvr ¢hopma u noanoma noemopenus uu@opmayuu. Illopsadoxk nposedenus
9KCHEepmMuU3bl YeHHOCMU YNPAGIeHYecKux O0oKymenmos. Opeanusayus u Memoouxa npogedenus
ombopa Ookymenmog no auynomy cocmagy. QOcobennocmu nposedenuss L[] auunozo
npoucxodicoenust. Kpumepuu yennocmu 0OKyMeHmMO8 TuuH020 npoucxodicoenus. Ocobennocmu
9KCcnepmusbl  OOKYMEHMO8  HAVYHO-TMEeXHUYeCKOU  OOKYMeHmayuu, Kuuo-, gomo- u
(DOHOOOKYMENMO8, MAWUHOYUMAEMbIX OOKYMEHMO8. DKCnepmu3a YeHHOCmU  9AeKMPOHHbIX
OOKYMEHMO8.

18. Ilepeoaua ookymenmos ¢ AD P®. [loozomosxa k nepedaye 0en apxusa Opeanu3ayuu 6
20CY0apCmeenHbIll apxXug. cucmemamusayusi 0okymenmos oena. Ogopmaenue den, cocmasnenue

20/8
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onuceli. Onpedenerue cocmasa OOKYMEHMO8, HOONeHCAUUX NOCMOAHHOMY XpaneHuio. Cpoku
XpaHeHust OOKYMEHMO8 8 apxusax opeanusayuii. Tpebosanus k OOKYMeHmMam npu nepeoave ux Ha
eocyoapcmeennoe xpanenue. Opeanuzayus npuema 00KYMeHmos 8 20Cy0apCmeeHHble APXUEbl OMm
opeanuzayuu, npeonpuamui u epaxcoan. Bwuibopoumwiti npuem O0okymenmos. Ilpuem
ayouosusyarbHulx U O0okymenmos. llowamue o rxomnaexmosanuu Apxuenoco ®@oumoa P.
Bzaumocesnzv xknaccugpurxayuu OoKymenmos, IKCHepmu3bl UX YEHHOCMU U KOMNJIEKMOBAHUSL.
3axonooamenvhvie axmel U NpaAsUNd, peclaMeHmupyiowue OpeaHuzayulo U NopsiooK
KOMNIIEKMOBAHUS 20CYOAPCHBEHHbIX U MYHUYUNATbHBIX APXUBOS.

B ToM yHc/Ie MPaKTHYECKUX 3aHATHI 8
Ilpakmuueckoe 3anuamue No 2 Pazpatborka [TosoxkeHus: 0 TOCTOSIHHO JIEHCTBYIOMICH
AKCIIEPTHON KOMHCCHM Oopranu3auuu. AHanu3z [lonoxeHus.
IIpakTHyeckoe 3ansitue Ne 3 OdopmieHne akTa 0 BBIJCICHUN K YHUUTOKESHUIO
JIOKYMEHTOB U JIeJl, HE TIOJIeXAIIHUX XPaHEHUIO
IIpakTuyeckoe 3ansTue Ne 4 CocraBnenue u 0popMIIEHHE HOMEHKIATYPBI JEIT
OpraHU3alMy — UICTOYHUKA KOMIICKTOBAaHHS apXUBHOTO YUPEKICHUS
IIpakTHyeckoe 3ansitue Ne 5 Odopmienne akTa npuéma-Tiepeiaun el Ha
MOCTOSIHHOE XPaHEHHE B TOCYIAPCTBEHHBIN apXHB
IIpome:xyTounas arrecranus AuddepeHIPOBAHHBII 3a4eT 2/2
Hroro MJIK 02.02 48
Pa3nea 3. Opranusanusi apxXuBHOIO JeJia
MJIK 02.03. MeToanka U NPAKTHKA aPXMBOBEIEHUS 156/78
Tema 3.1 Cucrema Hay4HO- Copepxanne 4/2
crnpasouyHoro annapara (HCA) k 1.  Cucmema nayuno-cnpasounozo annapama K apxXugHwvlm 00Kymenmam. Bzaumocesss u 2
apXUBHBIM JOKYMEHTAM NPeemMCmeenHOCmy  Y4emHO-Cipagouno2o  annapama  oenonpouszeoocmea, HCA — apxueos
op2anuzayul, MYHUYURATbHBIX U 20CYOApPCMEEHHbIX apxugog. Tunvl u 6uUObl  APXUBHBIX
CNpasounuKos. Ypoeuu onucanus apxugnvix 0okymenmos. Onucamenvhas cmamus. Co3oanue
2UOKUX UHDOPMAYUOHHO-NOUCKOBBIX CUCEM OISl APXUBOS.
B ToM yHc/Ie MpaKTHYECKUX 3aHATHI 2
I[pakTnyeckoe 3ansitue Ne 1 Uzyuenne naGOpMaIMOHHO-TTONCKOBBIX CUCTEM Ha
caiitax apxuBoB Poccuiickoil denepannu
Tema 3.2. 2. YcraBbl apxXuBHBIX yupexaeHuii. [Tonoxenus 06 apxusax. MHCTpyKIuu mo padorte ¢ 12/6
Jloka/ibHbIe HOpMATHBHbIE JIOKyMEHTaMH.
AOKYMEHTBI apXuBa 3. Tlonoxenue 00 3KCIIEPTHONH KOMUCCHHU.
4. Ilnansl-rpaduku npuéma aea OT CTPYKTYPHBIX HOApa3AeiCHUi U Iepeiadn el Ha 6
rOCy/IapCTBEHHOE XpaHEHHUE U NMPECTABICHUS CBOJHBIX DPAa3/Ie]OB ONHCEH B apXUB
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIA 6
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Ilpakmuueckoe 3auamue No 2 H3yuenue Yemasa apxuea

Ilpakmuueckoe 3anamue Ne 3 Dopmuposaniue IKCHePMHOU KOMUCCUU 8 COOMBEMCMBUU
¢ Ionoocenuem

IIpakTHyeckoe 3ausiTue Ne 4 @opmuposanue Ilnan-epaguxa npuéma den om
CMPYKMYPHLIX NOOPA30eIeHULL

Tema 3.3.
HomenkaTtypa e

Conep:xanue

5. HomeHKJIaTypa AeJ opraHu3alnu: Ha3HadeHne, GyHKIUA. BUABI ¥ TUITBI HOMEHKIIATYPBI
nen. Knaccudukannonnas cxema HOMEHKIATYpHI aed. [lopsnok paboTsl ¢ HOMEHKIIATypOM Jelt
OopraHu3an — ICTOYHUKA KOMIUICKTOBAHHA apXHUBHOI'O YUPCIKIACHUA

6. HNudopmMannoHHbIE XapAKTEPUCTUKH JOKYMEHTOB M Aeia. HazBanue yupexaenus,
WHJEKC JieNa 10 HOMEHKIIATYPE, 3ar0JIOBOK J€N1a, AaHHOTALMS, KpallHHE JaThl JOKYMEHTOB €A,
NNOJJIMHHUK WU KOIIH, GCHOBI/IK nu ‘ICpHOBI/IK, OTHyCK. HOMGTI)I 158 pC3OJHOHI/II/I Ha I[OKyMCHTC,
I[CJ]OHpOI/BBOILCTBCHHI)IC WHACKCHI U IIOMCTHI, Q)HKCHPYIOHII/IG HpOXO)KILeHI/Ie Z[OKYMGHTa B
CHCTEMeE JeIIOTIPOU3BOJICTBA, KOJMUECTBO JIMCTOB, ApXUBHBIN MIH(P

10/6

IIpakTuyeckoe 3ansTue Ne 5 BHyTpeHHee 1 BHELIHEE COTTIaCOBAaHUE, MOPSAOK
YTBCPKACHUA HOMCHKIIATYPBI €)1 OpraHu3ali — UCTOYHHNKA KOMIUICKTOBAHUA apXUBHOT'O
YUpEKICHUS

IIpakTuyeckoe 3ansitue Ne 6 CocraBnenue u 0popMIIEHIE HOMEHKIATYPHI JIEIT
OpraHu3alMy — HICTOYHUKA KOMIJIEKTOBAHHS aPXUBHOTO YUPEKICHUS

IIpakTHyeckoe 3ansiTHe Ne 7 3akpeITHE, COCTaBIICHNE 1 0(pOpPMIIEHUE HTOTOBOM
3aMMCcH K HOMEHKIJIAType JIe7l OpraHu3allii — HCTOYHHKA KOMIUIEKTOBAHHUS apXUBHOT'O
YUpEXKACHUS

Tema 3.4.
Odopmienue apxuBHOIo aejia

Conep:xanue

7.  AHanumuko-cunmemuyiecKkas 00padomKa pempocneKmueHoll uHgopmayuu.
Honamue apxusnozo onucanus. Hasnauenue, yens u 3uauernue smot pabomsi. Cocmas
Jlo2uyeckux 3anucetl npu onucanuu den. Oonogcka oena. Apxusnwiti wudp oena. Illoocomosxa
oell K apXu8HoMy XpaHeHuIo

8.  3azonoeok, kak ooun u3 eaxcuenmiux uHMopmayuoHHbIX Xapakmepucmuk. Tunvi
3A207108K08: NPOCMOLL, 0000UeHHDBLI, CIONCHBIU. DIeMEeHMbl 3a20108K08: U0 Oeld, asmop,
Koppecnonoenm, meppumopus. Cocmasienue aHHOMAyuu.

9.  Onucanue 00KymeHmog u 0el IUYHO20 HPoUcXoIcoenus. Ungopmayuonnvie
Xapaxmepucmuxu, GUKCUPYIOWUECss Ha KAPMOYKax: GoHO00bpazoeamens, 3a201080K 0eid,
KpatiHue 0amvl OOKYMEHMA, KOJUYeCME0 JIUCTO8, APXUSHBLL WUudp

10. CocraB y4éTHO-CIPABOYHBIX JOKYMEHTOB apXHBHOIO Jiejia

26/18

B ToM 4mciie npaKTHYeCKUX 3aHATHI
IIpakTyeckoe 3ansitue Ne 8 CocraBnenue 6n0nuorpaduuecKoro, aHaIUTHUECKOTO U

18
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MOHOl'”pa(l)I/I‘ICCKOFO OIMMCaHuA Ha apXHUBHBIC JOKYMECHTBI

I[pakTnyeckoe 3ansitue Ne 9 CocraBieHue MpoOCTOro 3aro0BKa Ha MPOTOKOJIBI
3acelaHui, IpuKa3bl, IWaHbl paboT. CocTaBieHHUE 3aT0JIOBKOB Ha MEPEHCKY.
IIpakTuyeckoe 3ansaTue Ne 10 CocTaBreHue 3aroJioBKOB Ha JJOKYMEHTHI U JIeNa
JIMYHOTO TIPOUCXOKICHUSI.
[pakTnyeckoe 3ansitue Ne 11 ®dukcupoBanre NHYOPMAIMOHHBIX XapaKTEPUCTUK
JIOKYMEHTa Ha apXUBHYIO KapTOUKY.
IMpakTHyeckoe 3ansitue Ne 12 Cocranenue 1 ohopMIICHHE PEKBH3UTOB O0JIOXKKH
apXUBHOTO JeNa
MpakTuyeckoe 3ansiTue Ne 13 dopmupoBaHUE Jena
IIpakTuyeckoe 3ansitue Ne 14 Hymepanus 1uctoB apXUBHOIO Jena.
Cocrasienue u oopMiIeHIE BHYTPEHHEH OMUCH U JINCTA-3aBEPUTENS] apXUBHOTO JIeia
IIpakTHyeckoe 3ansiTue Ne 15 Cocrasienue 1 ohopMIICHHE KapThI-3aMECTUTEJISL, JIUCTA
WCIIOJIb30BaHMS apXUBHOIO Aeja
IIpakTuyeckoe 3ansaTue Ne 16 IIpomnBKa apXUBHOIO Jena
Tema 3.5. Conep:xxanune 18/10
Ilepenaua noKyMeHTOB 11. Tlopsiaok nepenaqun JOKYMEHTOB HA apxXuBHOE XpaHeHHe.
Ha apXHBHOE XpaHeHHe ApxXUBHas ONKCH: Ha3HAUECHUE, PYHKIUH, BUABI. APXHUBHAS ONKCh, KAK apXUBHBIA CIIPABOYHHK.
[Monstne  «ApxuBHasg  omuch».  ODyHKOUM  ONMUCH:  WHPOPMALMOHHASA,  Yy4eTHas, 8
knaccupukanronnas. CocTaBHbIC YaCTH OIHCH.
12. CocraBjenue u odopmijeHue aApXUBHBIX omuceil. Meronuka cCO3MaHMS APXUBHBIX
omuceif. Crtpykrypa u rpadsl ommcu. Cucrema mnoctpoenus onucu. [lopsimox 3aHeceHus
CBeJIeHU B onch. MiToroBast 3amuck M 3aBepuTebHASI HAAMUCH B ONUCH. [1opsiok odopmiieHus
1 paboThI ¢ apXUBHOM OIUCHIO.
13. Onucu aen CTPYKTYPHBIX moapasieneHuid. CrnpaBousblil annapaT K onucu. OyHKunu
CIIPABOYHOTO ammapata K onucu. CocTaB CIIpaBOYHOIO anmapara K OIHCH.
14. Onucu Aes1 OPraHU3aANMM: [TOCTOSHHOTO XpaHEHHS, 1T0 JJMYHOMY COCTaBY, BPEMEHHOTO
cpoka xpaHeHus cBbime 10 smer. OmucH 53JEKTPOHHBIX el (JOKYMEHTOB) OpraHU3aLHH.
Beiienenue JOKyMEHTOB K YHUUTOXEHHUIO
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIA 10

MpakTuyeckoe 3ansaTue Ne 17 CocTaBnieHue u 0pOPMIICHUE OMTUCH JIENT CTPYKTYPHOTO
MOJIpa3AcIeHUS

IIpakTHyeckoe 3ansTie Ne 18 CocraBnenue u 0pOpMIIEHHE OMTUCH JIENT OpPTaHU3aAIAN

Ilpakmuueckoe 3auamue Ne 19 Cocmasnenue apxusHoti onucu oel.

IIpakTyeckoe 3ansiTe Ne 20 CocraBienue 1 0hopMIICHHE aKTa O BBIIEICHUH K

YHUUYTOXCHUIO APXUBHBIX TOKYMCHTOB, HC IMOJIC)KAINX XPaHCHUIO
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Ilpakmuueckoe 3anamue Ne 21 Cocmasnenue ykasameneu: npeOMemHblX, UMEHHbIX,
2eoepagpuyeckux.

Tema 3.6.
Y4éT 10KyMEHTOB B apXuBe

Conep:xanue

15. VYu4éT 10KyMeHTOB B apXuBe: NPUHIUIbI, eTHHUIBI Y46Ta, y4éTHbIe opMbl Brier
OCHOBHBIX apXMBHBIX CIIPaBOYHHUKOB. ApxuBHas 3Bpuctrka Cuctema HCA: HazHaueHue, BUbI
MIOVCKOBBIX CHCTEM

16. Kamanoe, kak apxuenstii cnpagounux. Cucmema apxugnvix kamanoeos. Ilonsmue
«Kamanoeusayusa apxusuvix 0oxymenmoey». Ilopsaoox kamanozuzayuu apXueHsix OOKyMeHMOo8.
Tunwr kamanozos. Haznauenue u 6u0bl apXusHblX KAmaio2o8, ux 63aumMo0ONoIHAEMOCHb U
mecmo 6 cucmeme HCA. Cozoanue npeomemuuix, CUCMEMAMUIECKUX Kamano208.
Memoouueckue nocobus no cozoanuio kamanoeos. Knaccuguxayuonnvie cxemvl Kamanio2os.
Cxembl eOunotl knaccugurayuu 0OKyMeHmHOU UHPOPMAyuu 8 CUCMEMAMUIECKUX KAMAano2ax
eocyoapcmeennvix apxusos /EKJ[H/. Cxembl nocmpoenus angpasumnvix kamanozos. Paspabomxa
cxemul Knaccugurayuu OOKyMenmuou ungopmayuu 6 kamanoze. bubruomeuno-
oubnuocpaguueckan knaccuguxayus. Ilpunyunst nocmpoenus KnaccuguKkayuoHHbIX cXeMm.

17. Beoenue kamanoza. Bvissienue u omoop 00KyMenmuou ungopmayuu 0st
kamanoauzayuu. Onucanue 0okymenmos npu kamanoauzayuu. Obvem ungopmayuu Ha
kapmouke. OcobeHHOCMU ONUCAHUSL 8 3A8UCUMOCIU OM 6U0a Kamanoza. Unoexcuposanue
KkamanodxcHvlx kapmouex. Cucmemamu3sayusi KAMAIONCHLIX Kapmouek. Bedenue kamanoea.
Ob6vem ungopmayuu na kapmouke. OcodeHHOCmU ONUCAHUA 8 3A8UCUMOCIU OM 8UOA KAMAN02a

18. Ilymeeooumenu apxuenwvix 0oKymenmos. llonamue «Apxuenozo nymesooumensy. Buov
apxusnuix nymegooumeinei. [lonsmue «0630p apxugnvix 0oKkymenmosy. Cucmema nocmpoeHus.
o0b30pa.

22/14

B ToM umciie npaKTHYeCKUX 3aHATHI

IIpakTH4eckoe 3ansiTue Ne 22 W3ydeHne cocTaBa 1 3al0JHEHUS OCHOBHBIX YYETHBIX
¢dopm apxuBa (KHUTra y4€Ta MOCTYTUICHUS U BBIOBITHS A€ (JOKyMEHTOB), JIUCT QOHIIA, peecTp
omuceit, cmucok HoH/I0B)

Ilpaxkmuueckoe 3anamue Ne 23 Cocmasnenue KamanoNiCHLIX KAPMoUex.

Ilpakmuueckoe 3anamue Ne 24 Osnaxomnenue ¢ 8UOaAMU KAMAIO0208

Ilpakmuueckoe 3auamue Ne 25 Touck neobxooumozo wugpa no Eounomy
Kaaccugpuxamopy ooxymenmuou ungopmayuu AP PP

Ilpakmuueckoe 3anamue Ne 26 Touck ooxymenmog no xamanoey. Beoenue xamanoea

Ilpakmuueckoe 3auamue Ne 27 O3naxomnenue co cmpykmypotl u cooepaircaruem
nymesooumejei

IIpakTuyeckoe 3ansitue Ne 28 Oranel pabOTHI ¢ MyTEBOJAUTEIEM

14

Tema 3.7.

Conep:xanue

42/20
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Hcnoan3oBanue
JOKYMEHTOB apXuBa

1.  Oprasusanus MCHOJb30BaHUS JOKYMEHTOB apXMBAa: HOPMATHUBBI, eJH U (OPMBI.
Hcnonb3oBaHue apXUBHBIX JOKYMEHTOB - COCTaBHAs YaCTh HAyYHO-MH(OPMALMOHHON
nestenbHocTH apxuBoB. AD PO - nctounnkoBast 6a3a ucropuieckoit Hayku. OCHOBHBIC
HaIpaBJICHUsI NCTIONB30BaHNS apXUBHBIX JOKYMEHTOB B 9KOHOMUKE, TEKYILEH e TeIbHOCTH
YUPEXACHUH, B pa3BUTHU KyJIbTYPBI, COHATILHO-IIPABOBOU cdepe.

2. OcHoBHbIe ()OPMBI NIPEIOCTABIEHUS] APXUBAMH HH(OPMAIMOHHBIX YCJIYT.
WNunnnatrBHOE mHGOpMupoBanue. [lepenada naGopMaliy moTpeduTessM. Buabl 3amrpocoB
rpaxnal u oprauuzauuil. [lopsinok ncnonnenus 3amnpocos. CoctasiaeHue, 0opopMIICHNE U Bblaada
ApXHUBHBIX KOIWH, BBIUCOK, CIIPABOK.

3. OcHoBHbIe ()OPMBI NIPEIOCTABIEHUS] APXUBAMH HH(OPMAIMOHHBIX YCJIYT.
Opranunzanysi BBICTAaBOK JOKYMEHTOB. BrIsiBIeHHE, 0TOOD U YCIOBHSI 9KCIIOHUPOBAHUS
nokyMmeHToB. IlonroroBka crateil 1 MaTepuaioB s pajuo, TeJaenepeaay, ra3eTHbIX U
JKYpHAJIbHBIX MyOIUKanui. DKCKYPCUH, JIEKIIUHU, KPYTIIbIE CTOIBI.

4. OcHoBHbIEe ()OPMBI IPETOCTABIEHUS APXUBAMH HH(POPMAIMOHHBIX YCIYT.
JoxymenTanbHas myommkanus. CovictBa. Kommentapun. Ykazarenu. [[pyuHIIUIBI BRIABICHUS
JOKYMEHTOB Jisl m3anusi. OCHOBHBIE KpUTEPHH OTOOpa TOKYMEHTOB Ui u3fanus. Hay4no-
CIIPaBOYHBIN ammapar JOKyMEeHTaIbHOU MyOnukanuy. THITONOTHs JOKYMEHTHOM Iy OTHKAITHH.
Tunsl, BUABI 1 (HOPMBI ITyOTHKAIIH.

5. OcHoBHbIe ()OPMBI NIPEIOCTABIEHUS] APXUBAMH HH(OPMAIIMOHHBIX ycayr. V3yyenne
JIOKYMEHTOB HCCIIEIOBATEISIMU B YUTANBHBIX 3ayax. OpraHu3anus paboThl YUTAIBHOTO 3aJ1a.
IIpaBuia paboTHI MOJIB30BaTENEH B YUTAIBHBIX 3a/1aX TOCYapCTBEHHBIX apXuBOB. llopsimok
JIOITyCKa MccieoBaTeNel K JOKyMEHTaM.

6.  JlocTym kK apXMBHBIM JJOKyMEHTaM. Brljjaya TOKyMEHTOB BO BPEMEHHOE M0JIb30BaHKE.
Pezynupoeanue oocmyna k 0okymenmam apxuenozo gponoa P®. Ceo0600muwiii docmyn K
apxusHvim 0okymenmam. Ozpanuyenue 00CMyna K apXusHulM 0OKYMEHmam.

7.  Buasl 3anpocoB U CPOKHU UX BbINOJHeHHs. [IpenocraBieHre OTBETOB Ha 3alpOChI:
apXHUBHbIE CIPABKa, KOIHSI, BBIITUCKA

8. Y4ér m aHanu3 UCNO0JIL30BAHMS APXUBHBIX JOKYMEHTOB. AHAIU3 UCHOIb30BAHUSL
aApXUBHLIX OOKYMEHMOG. IHmMeHCcusHocmy ucnonb306aHUs APXUSHBIX OOKYMEHIOE.
IDppexmusrnocme ucnonwb3osanus apxueHvix OOKymenmos. Dopmul yuéma 00KyMeHmos.

9. OcHnosbl apxuenoii 36pucmuku. Ilouck 00KyMeHmog 6 0e10npouU300Ccmae U apxuse
yupesicoenus. /lena nocmosnno2o, 00a208PEMEHHO20 U 001208PEMEHHO20 XPAHEHUSL.

10. Ilouck 0okymenmoeg 6 zocyoapcmeennom apxuee. Apxuenviil wugp.

20

B ToM 4mciie npakTHYeCKHX 3aHATHIA
Ilpakmuueckoe 3anamue Ne 29 Paboma I'KY «l'ocyoapcmeennviii apxug
Kpacnooapckoeo kpasy» no uchois308anuio 0OKyMenmos apxued
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IMpakTuyeckoe 3ansitue Ne 30 Cocranenue u opopmMIIeHHE apXUBHOW CITPAaBKH Ha
COLIMANILHO-TIPABOBOM 3aIpoc

MMpakTuyeckoe 3ausTue Ne 31 Cocmagnenue apxusHvix KORUL U 8bINUCOK NO 3ANPOCY
noNb308aMels

MpakTuyeckoe 3ansitue Ne 32 CocTaBnieHue 1 0OPMIICHHUE TTOJIOKUTEIBHOTO OTBETA
Ha apXUBHBIU 3aI1poC

IIpakTuyeckoe 3ausiTue Ne 33 Cocranenue 1 ohopMIICHHE OTPHUIIATEILHOTO OTBETA Ha
apXUBHBIN 3aIIPOC

Ilpakmuueckoe 3anamue Ne 34 Pazpabotka npoBenenns HHGOPMAITMOHHBIX
MEpONpPUATUI

Ilpakmuueckoe 3anamue Ne 35 Ogopmnenue unuyuamuerHo2o uHpopmuposanus

VupesrcoeHull U OpeaHu3ayuLl, CIMpYKmypHoiX H0Opa30eieHuti 0 OOKYMEHMAX apxuéa no npoguro
ux oesmenvbHoOCmu

Ilpakmuueckoe 3anamue Ne 36 U3zyuenue pabomsl uumaibHO20 3414 8 APXUBAX
Ilpakmuueckoe 3anamue No 37 Ogopmnenuu nponycka 01 pabomsl 8 YUMATLHOM 3dle
Ilpakmuueckoe 3auamue Ne 38 CocTaBiieHue 1 0)OPMIICHHE aKTa O BbIAUe JIEN
(TOKyMEHTOB) BO BpPE€MEHHOE TIOJIb30BaHHE
Ilpakmuueckoe 3anamue Ne 39 Cocmasnenue monozpaguueckozo ykazamens
CamocTrosiTeqibHasi padoTa 00y4Yarommxcst 4
N3ydenune nHGOPMAIIMOHHO-TIONCKOBBIX CHCTEM Ha caiiTax apxuBoB Poccuiickoii denepanuu
Uzyuenne «O01IETO MEXIYHAPOIHOTO CTaHAAPTA ONMCAHMs apXUBHBIX JOKYMEHTOBY (1994)
IIpome:xxyTouHasi aTTeCcTAI[US BCET0, B TOM YHCJIE 18
KoncyasTanuu
1.  JloxanbHBIE HOPMATHBHBIE JOKYMEHTHI apXUBa
2.  Howmenxmarypa nen 12
3. OdopmieHue apXUBHOTO Jiena
4.  llepenaua TOKyMEHTOB Ha apXUBHOE XpaHEHHE
5. Vuér 1OKyMEHTOB B apXHBe
6. Hcmonbs3oBaHue JOKYMEHTOB apXHBa 6
IK3aMeH
Pa3nea 4. Oprannzanms XpaHeHusi JOKYMEHTOB B apXuBe
MJIK 02.04. O6ecnieueHre COXpAHHOCTH JOKYMEHTOB 70/24
Tema 4.1. Conepxanne 38/16
YciaoBus XxpaHeHUs T0KYMEHTOB 1. IIpodaema 6e30mMacHOCTH apXHBOB M COXPAHHOCTH J0KyMeHTOB. HopmaTuBHBIE
YCIIOBUS XpaHEHHUSI apXUBHBIX IOKyMEHTOB. PexXuMbl XpaHeHHns JOKyMeHTOB OCHOBHBIE TOHSITHS
Y TEPMUHBI 22
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2.  TpeGoBaHusi K 31aHUSIM U IOMeleHUsIM apxuBa. O00py/JI0BaHNE apXUBOB

3. ®akTopsl pa3pylieHHs JOKYMEHTOB: PE3KUC U3MCHCHHUS YCIOBUIA CPEJbl, MATCPUAITBI
Y BEIIECTBA JOKYMEHTA, MEXaHIUUECKHUE MMOBPEKACHHUS, SKOJIOTHUS CPEJIbI
4, OcHoBbl 00ecnieyeHus1 GU3NKO-XUMHYECKOH COXPAHHOCTH APXUBHBIX IOKYMEHTOB.

CopneprxaHue 1 OCHOBHBIE IIPOLIECCH TEXHOJIOTHH XpaHEeHUs JOKYMEHTOB. buonoruyeckue,
XUMHUYecKue U pu3ndeckue GakTopsl pa3pyleHus JOKyMEHTOB.

5.  Pa3Memenue apXuBHbIX JOHI0B B apXMBOXpaHUJIuInax. Cxema pa3MeLeHus
apxXuBHBIX (OHIO0B. Ha3zHaueHne M 0COOCHHOCTH MTOCTEIUTAKHBIX U TTOPOHIOBIX
Tonorpaduyeckux ykaszareneld. TpaHCIOPTUPOBKA U IEpEeMELICHNUE apXUBHBIX JOKYMEHTOB.

6. O0ecneuye6Hne 6€30MACHOCTH XPAHEHHSI APXUBHBIX JOKYMEHTOB. MephI 1o
00eCIeYeHUIO TOXKapHOH 0€301aCHOCTH U MPEAOTBPAILEHHIO BO3ACHCTBHS BHEILTHUX
paspymaromux paxTopoB. OdecredeHre COXPaHHOCTH TOKYMEHTOB MPH YPE3BBIYaHBIX
00CTOATENBCTBAX.

7.  IIpo6jema XuIleHHS] JOKYMEHTOB, MePhI 0€30MaCHOCTH M 3aIIUTHI.

8.  Eounuupl yuema apxugHulx 00OKyMeHmos. B3aumocessv u 63aumMo00noaHAEMOCHb
VUemHvIX OOKYMEHMO8 U CnpagoyHukos. Ponooswvle kamanoau. Apxuenulil wugp.

9.  Obwue mpebosanusn K vioaue apxugHvix 00KymeHmos. Cpoxu 8bl0auu apXueHbIxX
Odoxymenmos. OgopmieHue 8b10ayU ApXUEHbIX OOKYMeHmo8. Bvidaua ¢poroa nonvzosamens.
Bvioaua onuceil 0en, 0okymenmos.. Tpanchopmuposeka u nepemeuyerue apxusHovix 00KyMeHmos.
Odghopmnenue epemennoco evisoza AD PP 3a pybesc. Bozepaujenue apxuHvix OOKYMeHMO8 6
apxusoxpanunuwe. Bausaue nepemenieHus JOKyMEHTOB Ha X COXPaHHOCTh

10. Cocmaenenue yuémusix 00Kymenmos ¢ apxuee. Knueu nocmynienus u evlovimus
doxymenmos. Cnucok ¢ponoos. Jlucm gornoa. [leno gponoa. Apxusuas onucw. Ilacnopm apxuea
opeanuzayuu. Ilacnopm eocyoapcmeennozo apxusa. Kapmouxa gponoa. Ceedenus 06 usmernenuu
6 cocmage u 06véme Gonoos. Ceedenust 0 COCMOAHUY OOKYMEHMO8 OP2AHUAYULL - UCOYHUKOS
KOMNIEKMOBANUSL.

11.  Cucmema yuemnuix 00OKymMeHmog apxuea Yuem YHUKAIbHbIX, 0COD0 YCHHBIX
OOKYMEHMO8 U KONUtl cmpaxo8o2o Gonoa. I ocyoapcmeennulil peecmp YHUKANbHBIX 00KYMEHMO8.
Ocobennocmu yuema 00OKyMeHmMo8, UMeWuUx 6 0QopmaeHuy OpazoyeHHoCmu. Yuém cekpemmnvix
U PACCeKpeyeHHbIX APXUBHbIX OOKYMEHMOEG. Yuém apXusHvix O0KYMEHmMO8 No JUYHOMY COCMAg).
Yuém apxusnvix 0oxymenmos, Haxo0auuxcs 8 4acmuol cOOCMEEHHOCU, NPUHAMBIX NO
002060pY HA XpaHeHue 8 apxug. Yuém Konuil apXusHvlx 00KYMeHMos8 Ha NPABax NOOJUHHUKOS.
Yuém aucmos 6 oene, pomoomneuamros 8 arbbome, eOUHUY XPAHEHUs 8 COCMABe YUEMHbIX
eOUHUY ayOUBU3YATLHBIX OOKYMEHMO8. YYEM Cmpax08020 (hoHda u hoHda nonv3osamels.

B ToM 4mciie npaKTHYeCKHX 3aHATHI
IIpakTHyeckoe 3ansaTue Ne 1 CocTaBrieHne CpaBHUTEIHHON XapaKTEPUCTUKH 3TaHUN U
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apxuoxparmmm I'KY 'AKO u I'KY I'AJIHUKO

IIpakTH4eckoe 3ansitue Ne 2 Odopmienne mokazaTesnei TeMIepaTypHo-
BJIaKHOCTHOTO PEKUMA B apXUBOXPaHUIIUILE
IIpakTHyeckoe 3ausTue Ne 3 CocraBneHue Tiana (CXeMbl) pa3MEIICHHs apXUBHBIX
(OHIOB B apXHUBOXPaHIITHUILE
Ilpakmuueckoe 3anuamue N 4 Ogopmnenue nacnopma apxusa opeanHu3ayuu
Ilpakmuueckoe 3anamue Ne 5 Odgopmnenue KHueu NOCMynieHus U 8bl0bIMUs
O0OKYMEHMO8
Ilpakmuueckoe 3auamue N 6 Ogopmnenue 3a6epumenpHOU 3aRUCU 8 ONUCU
Ilpaxmuueckoe 3ansamue Ne 7 Ogpopmnenue sHymperntetl Onucu QOKyMeHmo8 oena
IIpakTuyeckoe 3ansTue Ne 8 Cocmasnenus akma Ha 8vldauy 0ena 80 8PeMeHHOe
NONb306aAHUE
Tema 4.2. Conep:xxanune 12/6
IIpoBepka HATHYHMSA U COCTOAHUS 12. IlpoBepka HAJIU4YMs U COCTOSIHUSA e Opzanuzayus pabomul no nposepke HATUYUA U
JAOKYMEHTOB B apXHBax COCMOANUA APXUBHBIX OOKYMeHmMO8. [Iposepra Hanuyus u cocmosanus OOKYMEHMO8 8 apxuse
Topsi0ok u nepuooutHoCmb NPOBEPOK. 6
13. Pe3yabTaThl NPOBEPKU HAJIUYHUS U COCTOSIHUS TOKYMEHTOB.
14. Yuét pu3nUecKOoro u TEXHMYECKOro COCTOSTHHA aPXHUBHBIX T0KYMeHTOB. [Topsmok
paboThI MO BBISBICHUIO TOBPEXAEHHBIX JOKYMEHTOB. DU3NKO-XUMHUUECKAs U TEXHUYECKas
00paboTKa apXMBHBIX JOKYMEHTOB.
B ToM unciie npakTHYeCKUX 3aHATHIA 6
IIpakTH4eckoe 3ansitue Ne 9 Cocrasienue 1 ohopMIICHHE aKTa IPOBEPKU HATHYMS U
COCTOSIHUS IOKYMEHTOB
IIpakTHyeckoe 3ansiTue Ne 10 Cocrasnenue u ohopmiieHHE aKTa 00 yTpaTe apXHUBHBIX
JIOKYMEHTOB
IIpakTyeckoe 3ansitue Ne 11 Cocrasienue 1 0ohopMIICHHE aKTa O HEHCITPABUMBIX
MOBPEXKJICHUSIX JOKYMEHTOB
Tema 4.3. Conep:xanne 8/-
KoncepBanus u pectaBpauus 15. IlpoBepka TeXHHYECKOro M GU3MKO-XUMHUYECKOI0 COCTOSIHUSI AaPXMBHBIX
AOKYMEHTOB aokymMeHToB. [IpobieMa crapeHust JOKYMEHTOB, «yracaHue TEKCTa 8

16. KoHcepBanus u pecTaBpanus apXuBHBIX JOKYMEeHTOB. COBpEeMEHHBIC MaTepHAaIbI
JUTSL CO3JIaHMSI IOKYMEHTOB U CIIOCOOBI OcIIabJieHHsI BHEITHUX (haKTOPOB pa3pyIICHUs JOKYMEHTA.

17.  Cnoco0bl Bocnipon3BeeHHsl U BOCCTAHOBJIEHUS JOKYMEHTOB

18. Co3zdanue cmpaxosozo honoa apxuenvix 00Kymenmos Brusnue nayumo-
MEeXHU4eCKo20 npoepecca Ha obecnevenue OIUMENbHOU QUIUKO-XUMUYECKOU COXPAHHOCTU
apxuBHvix QOKyMeHmos. Muxpoguibmuposanue, KcepokoOnuposarue u opyaue hopmol
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COXpaHeHUsi UHPOpMAYUU 8 COBDEMEHHBIX YCLOBUSIX.
Tema 4.4. Conep:xanne 6/2
CoxpaHHOCTDH T0KYMEHTOB 19. IIpoGaema cOXpaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB
HA CHeHUATbHBIX HOCUTEJISX 20. XpaHeHue u 00pad0OTKA JOKYMEHTOB Ha CHEIUAIBLHBIX HOCHTEJISIX 4
B TOM unciie NpakTHYeCKUX 3aHATHI 2
Ilpakmuueckoe 3anuamue N 12 Onexmponnvle u Texnomponusie apxussl. Texnonocus
XpaueHus. QOKyMeHmos.

IIpomexyToUHasl aTTECTAMSA IK3aMeH 6
YuyebHasi npaKTHKA BCErO, 72
B TOM 4HCJIe
Bunsi pador:

PaccMotpenne CTpyKTyphl yUpeKAeHHS/ OpraHu3aIie/ TIPEATNPUATHS (Iajiee — OpraHUu3alliH ), COCTABICHHE CXEMbI OpTaHH3aIlHOHHON

CTPYKTYPhI, OIIPEACIICHNE UCTOYHNKOB KOMIUICKTOBAHHA apXHBa OpraHU3aluu.

CocraBieHue cricKa HCTOYHNUKOB KOMITJICKTOBAaHHS apXHBa OPraHU3allH, OTpeIeIeHUE TPaHMIL apXUBHOTO (OH/A. 36
CocTtaBreHue cxembl pa3MenIeHns CPENICTB XpaHeHus. PaccMoTpenune Tonorpadudeckux yKa3aTelel B apXHBOXPaHUIIUIIE OpTaHH3aIlHH.

O3zHakoOMIIEHHE C MTPaBUJIAMH BeICHUS )KYPHAJIOB HAOIIOACHHS 32 TEMIIEPATYPHO-BIXXHOCTHBIM PEKUMOM B apXUBOXPAHIIHIIIE.

HO}IFOTOBK& ACJI K apXUBHOMY XPAaHCHHUIO, B TOM YHCJIC: U3YYCHUC NOKYMCHTOB B LCJIAX ONPCACICHNA CPOKOB UX XpaHCHUSA, HyMCpalussa

JUCTOB apXUBHOTO JIeNIa, COCTABICHUE W OOPMIIEHUE BHYTPEHHEHN OMICH U JINCTA-3aBEPUTEINSI apXUBHOTO JIeNIa, COCTaBIeHNE U 0(OpMIICHNE
KapTBI-3aMECTHUTETIS, TMCTa UCTIONH30BAHHUS APXUBHOTO JIela, COCTaBIEHUE W OOPMIIEHHE PEKBU3UTOB OOJIOKKH apXHUBHOTO JIeNa, TPOIIUBKa

ApXHUBHOTO JIeTa.

CocraBieHue apxXHUBHOM OMKCH JIe]T TIOCTOSTHHOTO XpaHeHus. OdopMileHHe OMTUCH JIe [0 JHYHOMY cocTaBy. OdopMileHHEe ONICH JIeT

BpeMeHHOTO (cBbIIe 10 I1eT) cpoka XpaHeHHs.

OdopmiieHHEe TOKYMEHTOB 110 PE3yJIbTaTaM MPOBEPKH HAMYHUS U COCTOSTHUS IOKYMEHTOB B apXUBE, O BBIJICIICHUN K YHUYTOKCHHUIO

APXWBHBIX TOKYMCHTOB, HE IMOAJICIKAIINX XPAHCHUIO.

O3HaKOMJIEHHE C NCTOYHUKAMH H MOPSAIKOM KOMIUIEKTOBAHHUS (JOH/A ITOJIb30BATEINS.

Pabora ¢ nH()OPMAITMOHHO-TIOMCKOBBIMU CHCTEMAMH U DIIEKTPOHHBIMH KaTaJIOTaMU apXUBOB.

Bunsbi pador:

PaccmoTpenne cTpyKTypsl yUpesKaAeHus/opranu3annu/mpeanpusitis. CocTaBlieHUue CXeMbl OPTaHU3aIMOHHON CTPYKTYPHI.

CocTaBreHue CrMcKa NCTOYHUKOB KOMIUIEKTOBaHM apXuBa opranuzanud. OnpeneneHne rpaHull apXuBHOTO GoHIa

OdopmiicHHe TOKa3aTelied TeMIepaTypHO-BIAKHOCTHOTO pexuma B apxuBoxpanwiuine. CocTapiieHHe IUlaHa (CXEMbI) pa3MEIIECHUs

ApXHUBHBIX (OHJIOB B apXHBOXPAHUIIHIIE 36

Uzyuenne «CrienuaibHBIX MPaBHII MOXKapHOW 0€30MaCHOCTH rOCYJapCTBEHHBIX 1 MyHHLIMIATBHBIX apXuBOB Poccuiickoit Peneparnyn
[loaroroBka e Kk apXMBHOMY XpaHEeHHUIO (PopMUpOBaHKE 3JIEKTPOHHBIX JET)

Knaccudukarus 3aroioBKoB /11 B apXMBHOM OMHCH A€ TIOCTOSTHHOTO XPaHEHUS, /I B OIHCH el TI0 IMYHOMY COCTaBY
CocTaBneHue 31eKTPOHHON OIUCH

3anojHeHne KHUTH NOCTYIUIEHUH TOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHEHHE
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CocraBneHue cxeMbl pa3MELICHUS JOKYMEHTOB B apXMBOXpaHWIMIIAX. PaccMoTpeHue TomorpamuecKux M MOCTEJIaKHBIX yKazaTenel B
apXUBOXPAHMUIIUILE OPTaHU3aLuU

VYyactue B KapTOHUPOBAHUU TOKYMEHTOB.

O3HaKOMIIEHHE C TIOPAJKOM BBIIAYU apXUBHBIX JOKYMEHTOB. 3all0JIHCHUE KHUTH Y4eTa BbI1aul JOKYMEHTOB.

CocraBnenue u oopMIICHHE KapThl-3aMECTHTEIS

Uzyuenne 'OCT 7.48-2002 «KoncepBauusi sokymeHTOB. OCHOBHBIE TEPMUHBI U onpeeneHus». OdopmieHne KOHYepBallMK JOKYMEHTOB
apxuBa.

OdopmieHne T0OKyMEHTOB 110 Pe3yIbTaTaM IPOBEPKU HANWYIMSA U COCTOSIHUS TOKYMEHTOB B apXHUBE

Odopmienne akTa 0 BBIACICHUN K YHUUTOKECHUIO apXUBHBIX JOKYMEHTOB, HE TIOAJISKAIINX XPAaHEHUIO

CocTaBieHHe U CUCTEMATH3aIUS KaTaJI0KHBIX KapTOUeK

Odopmienne madI0HOB 3aIIPOCOB HA BBIAAYY apXUBHBIX TOKYMEHTOB

[TonroroBka OTBETOB Ha 3aIllPOCHL: ApXMBHAs CIpaBKa

[TonroroBka OTBETOB Ha 3alPOCHI: APXUBHAS KOTIHS

[ToaroroBka OTBETOB Ha 3aIPOCHL: APXHBHAS BBIITUCKA

Pabora ¢ nH(OPMAITMOHHO-TIONCKOBBIMU CHCTEMaMHU

PaboTa ¢ 37eKTpOHHBIMH KaTaJIOTaMH apXHBOB

IIpousBoacTBeHHAs1 MPaKTHKA (110 NPOQUIIIO CTIEHHATHHOCTH)

Buawpi pador:

Wzyuenne npaBoBbIX (YUpEIUTENbHBIX) U PACTIOPSAUTELHBIX JOKYMEHTOB OPTaHU3AIMU — MECTa MPOXOXKICHUS MPAKTHKH

(manee — opranuzanum) ¢ 1enibio coopa HHPOPMALIUH TSI HCTOPUIECKON CTIPaBKH K apXUBHOH OTIHMCH, OTIPEICJICHUS] TPaHHIL apXUBHOTO
(oH/1a OpraHU3aUH.

VY4acTre B KOMIUIEKTOBAaHUH apXUBa OpraHU3ally AelaMu (JOKyMEHTaMH1) MIOCTOSIHHOTO U IOJITOBPEMEHHOTO XPaHEHHUS.

Nzyuenne apXUBHBIX JOKYMEHTOB OPTaHU3AIMH C [IEJIBI0 UCKITIOYCHUS Ty OJIeTHOCTH HH(DOpMAIH, TPOBEPKH (PU3NIECKOTO COCTOSHUS eI
(mosucTHBIH npocMoTp Aen). CucreMaTH3anus JOKYMEHTOB B COOTBETCTBHHU C BHIOPaHHON OpraHM3aLuei cXxeMou.

[TpumeHeHne cXeMbl pa3MeIeHUs CPEACTB XPAaHEHHS apXUBHBIX JOKYMEHTOB OPTaHU3aIMU MU TpHEME e (JIOKYMEHTOB) Ha XpaHEHHE.
Odopminenne Tonorpaguyeckux ykasaTesel B apXuBOXpaHuiuiie opranuzainui. OQopMieHne SpIIbIKOB Ha IEPBUYHBIC CPEACTBA XPAHEHHUSI.
Pasmenienue nomnosHeHUs: apXUBHOTO QOH/IA.

Odopminenne yu€THBIX JOKyMEHTOB IIOCTYIICHHS M BHIOBITUS JIEI.

Odopmienne ToOKyMeHTaK 10 Y4€Ty (OHJa Mob30BaTelisl, POTO-, ayJMOBU3yaIbHBIX JTIOKYMEHTOB, JJIEKTPOHHBIX IOKYMEHTOB.
Odopminenne y4€THbIX (HOPM apXUBa OpraHU3aAIHH.

VY4acTue B IPOBEACHUH SKCIEPTH3bI LIEHHOCTH JOKYMEHTOB OpraHU3allii Ha OCHOBAaHUM HAYYHBIX KPUTEPHEB UX LICHHOCTH X HOPMATHBHBIX
JOKYMEHTOB: IlepeuHeil 1 HoMeHKaryp. OnpeeneHne CpoKOB XpaHeHHs JOKyMEHTOB 1 fen. OdopmiieHre KapToueK-3aMeCcTUTENIe! Aena.
[IpoBepka HaMYUS U COCTOSTHUS APXUBHBIX JIOKYMEHTOB OpraHU3al[iH. BBISABICHNE JOKYMEHTOB C TIOBPEXKICHUSIMU MaTEPUATLHBIX
HOCHUTEIIEH.

Opranun3zanust po3bicka HeoOHapyKeHHbIX Aei1. OpopMiIeHHE TOKYMEHTALMK IO pe3yIbTaTaM IIPOBEPKH.

PaboTa 1o co3/laHuio CIpaBOYHO-TTOMCKOBBIX CPEJICTB apXHBa OPraHU3alliy, B TOM YHCIe C IPUMEHEHHeM HH()OPMAIIHOHHBIX TEXHOJIOTHH.
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VYyacTtue B pOpMUPOBAaHUN OCHOBHBIX U BCIIOMOI'aTEJIbHBIX APXUBHBIX CIIPABOYHUKOB, B TOM YHCJIE C HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

CocraBieHue apxiUBHOM OMKCH JIE)I TOCTOSTHHOTO XpaHeHusi. O opMileHHe OMUCH AeT 110 TMYHOMY COCTaBY.
Odopmiterne onucH e BpeMeHHoro (cBbimre 10 J1eT) cpoka XpaHeHHS.

[Nonck nrdopMayu Mo 3anpocy Moab30BATENS, B TOM YUCIIE C UCTIOIb30BaHHEM aBTOMAaTH3UPOBAHHBIX CUCTEM.
Hcnonnenne 3ampocoB 1Mo MOUCKY apXUBHBIX A€ (ZOKyMEHTOB) OpraHU3allH, B TOM YHCIIE C HCIOIb30BaHHEM MH()OPMAIIMOHHBIX
TEXHOJIOTHIA.

VY4acTue B COCTaBICHUH KapTOUEK apXUBHOI'O KaTajuora

VYdacTre B cucTeMaTH3alMU KaTaJ0KHbBIX KapTOYeK

[Mouck nudopManyu 1o 3anpocy Moab30BaTEINs

CocraBneHue oTBeTa Ha 3a1poc

VYdacTre B 0TOOpEe apXUBHBIX JOKYMEHTOB, MPEJICTABICHHBIX JUIS BHICTABKU

[IpuMeHeHne cxeMbl pa3MelIeHus] XpaHeHHsI apXUBHBIX JOKYMEHTOB OpraHU3aluy TIPH IPUEME JIelT (IOKYMEHTOB) Ha XpaHEHHUE
Odopmnenune Tonorpaguyeckux ykasaTeaei B apXuBOXpaHUIIUILE

OdopmieHue SIpIbIKOB Ha apXUBHbIE KOpoOa UM CBA3KU

KapronupoBanue/nepekapTOHUPOBaHHE JIET

Pasmerenne nonoaHeHus: apxuBHOTo poHxa

Odopmnenne y4€THBIX JOKYMEHTOB IIOCTYIICHHUS U BBIOBITHS A€

Odopmienne TOKyMEHTAIMH N0 YYETY MOJIb30BaHUS apPXUBHBIX JOKYMEHTOB

Odopmnenne y4€THbIX (HOPM apXUBa OpraHU3aINH

Odopmienne kapTodek-3aMmecTuTenei aena

[IpoBepka HaTMYUS U COCTOSTHHS APXHUBHBIX IOKYMEHTOB OpTaHU3aIH

Opranun3zanyst po3bicka HeOOHAPYKEHHBIX JIeT

OdopmieHne T0OKyMEHTAIIH [0 PE3yJIbTaTaM MPOBEPKH

BrlsiBieHHE JOKYMEHTOB C MOBPEXKICHUSIMH MaTepHAIbHBIX HOCUTEJIEH

PecraBpanust apXUBHBIX JOKYMEHTOB 3-4 KaTErOpuH CI0KHOCTH

PaboTa o co3nanuio CripaBOYHO-IIOMCKOBBIX CPEJCTB apXHBa OPTaHU3alKU B aBTOMAaTH3UPOBAHHON CHCTEME apX1Ba
[Nonck nudopManyu 1o 3anpocy Moab30BaTENs B aBTOMAaTU3MPOBAHHON CHCTEME apXHBa

BrimonHeHue onepanii o CO3JaHuI0 IEKTPOHHBIX JJOKYMEHTOB

Brimonnenue onepartiuii mo 06paboTKe 3MeKTPOHHBIX TOKYMEHTOB

VY4acTue B mprueMe 3JeKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE

KoHTpob 3a IBIKEHUEM JIET B apXUBE OT T0JIa9H IEKTPOHHOTO TpeOOBaHMsI JI0 BO3BpAIllEHHS JIeJia Ha MOJIKY B XpaHHJIHIIE.

Jk3aMeH (KBaJau (puKaHOHHBIIH)

18

Bcero
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3. YCJIOBUSA PEAJIM3ALIMU ITPOI'PAMMBI TIPO®PECCUOHAJIBHOTI'O MOAY JIA

3.1. s peaau3anud NpPOrpaMMbl NPOQecCHOHATBHOIO0 MOAYJSI MPeIyCMOTPEHO
caeaylolue crnenuaabHble OMeIeHUs

KaOuner «ApxuBoBegeHus»

O06opynoBaHue:

- pabouee MecTo neaarora (npenoaasatesbckuid crou (1 mwt.), cryin (1 mr.))

- paboune Mecta oOydaromuxcs (maptel yaeHndeckue (13 mrT.), cTysbs yaeHudeckue (25 mr.))

- nepconanbubiii komnboTep IRU CM-2017BR IRU bl (Intel® Core™ i3-10100, 8GB O3V,
PRO H510M-B, nonkmouenne k cetd HHTepHET ¢ MonayineM KOHTEHTHOW ¢uibTpanun Traffic
Inspector, NetPolice u YandexDNS, BO3MOXHOCTh TpaHCIISIUHU Ha SKpaH ayIuo M BUACO WHPOpMALIUU
(1 mT.)

- nporpammuoe obecriedenue Ha [TK — Microsoft Windows 10, Microsoft Office 2016 (Word,
Excel, PowerPoint), 7Zip, 24PDF, SIuaekc bpaysep) (1 mit.)

- moautop DEXP DF24N1S (24”) (1 mT.)

- kmaBuatypa (1 mrT.)

- MbIIb (1 1mT.)

- reneBu3op DEXP 55UCY 1 (55”) (1 mt.)

- kabenp s mogakmrodernss HDMI (1 mr.)

- Jocka ydeOHas (MenoBas TpexcekiuonHas) (1 mr.)

- apxuBHBIN mKad (1 mT.)

- oucuble cTeutaxu (1 mrT.)

- M®VY HP 1120MFP (1 mr.)

- UHTepakTUBHas Jocka SmartBoard 77» ¢ mporpammubeiM obecrieduennem Smart Notebook (1
IIT.)

- YHUYTOXHUTENb Oymaru (1 mT.)

- OymaropesarenbHoe ycTpoicTBo (1 miT.)

- namuHatop (1 mrT.)

- Opourtoparop (1 mt.)

- KOHBEpTOBCKphIBaTenb (1 1miT.)

- KaHILIEJSPCKUE MeYaTH U IITaMIIbl JJ1s1 00pabOTKH TOKYMEHTOB (5 mIT.)

- Mazas KaHienspus (25 mr.)

- apxuBHbIN mKad (1 mT.)

- opucHsble cTemnaxu (1 mr.)

- HHCTPYMEHTBI U MaTepuabl JAJIs IPOIIUBKU JOKYMEHTOB (15 miT.)

- IPOIIMBHOE ycTpoicTBO (1 mIT.)

- IBIPOKOJIBI HA 2 U 4 mipokoia (5 1mT.)

- o (25 mrt.)

- urua (25 wr.)

- KapTOH «apXxuBHbIN cTanaapT» 230*320 MM ¢ GUToBKOI 1Mo rHM cruba (25 mrT.)

- HATH JIJIs1 TOJIIMBKYU JOKYMEHTOB JlaBcaHo-mTanenpHbie JINI-210 (25 mr.)

- (hakcuMmIIbHBIN anmapar (1 mr.)

-, muan-ATC Panasonic TEB-308 (1 mT.)

JlaGoparopusi KApXMBHOIO J1€J1a)

O6opynoBaHue:

- Pabouee mecTo npenomaBatens (nmpenoaaBaTenbckuid ¢tou (1 mt.), ety (1 mt.))

- nepcoHanbHBId KomnbioTep ExeGate BAA-113 (Intel® Core™ i3-10100, 8GB O3V, PRO
H510M-B, noaxmrouenue k cetn MHTEpHET ¢ MOomyneM KoHTeHTHoW ¢unbTpanmu Traffic Inspector,
NetPolice 1 YandexDNS, BO3MOXHOCTb TPaHCIISALIMU Ha SKPaH ayauo U Buaeo naHdpopmaruu (1 mr.)

- mporpammHoe obOecredeHue Ha [IK — Omepammonnas cuctema RedOS Murom, maker
nporpaMma Juis paboThl ¢ TEKCTOBBIMM M TaONW4HbIMH JoKymeHTamu LibreOffice, mporpamma s
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pabotel ¢ pdf PDFedit, 6payzep Yandex Browser, Chromium, Firefox, mnporpamma mis paGoTsl ¢
pactpoBoii rpadpukoit GIMP, rpaduueckuii penakrop Pinta, pemaxtop BektopHoil rpaduku Inskape,
nporpamma Juisi paboTel ¢ mpeseHTarusaMu LibreOffice Impress, mynptumenua mieep VLC media
player, mporpamma s peJaKTHpOBaHUS 3BYKOBBIX (hainoB Audacity, mporpamMma Juist CO3JaHHs BHJICO
ffDiaporamam, mnporpamMmma i co3daHUs ymopaBieHus Oazamm gaHHbIX LibreOffice Base,
BUpTyanu3anus u smyisnus VirtualBox, Menemkep ApxuBoB, MeHemkep ApXUBOB, aHTHBHPYCHOE
nporpammuoe obecriedenne Drweb) (1 mT.)

- Mmonutop DEXP DF24N1S (24”) (1 wrt.)

- kmaBuatypa (1 mr.)

- MbIb (1 mT.)

- reneBuzop DEXP 55UCY1(55”) (1 mT.)

- kabens s nogkmodernst HDMI (1 mit.)

- paboune MecTa 00yJaromuxcs (mapTel yaeHU4Yeckue (25 MmT.), CTYJIbsl ydeHu4YecKkue (25 mT.))

- nepcoHanbHBId KomMmbioTep ExeGate BAA-113 (Intel® Core™ i3-10100, 8GB O3V, PRO
H510M-B, ¢ moaynem kouteHTHOM QuubTpauuu Traffic Inspector, NetPolice u YandexDNS,
BO3MOKHOCTh TPAHCIISIIIUH HA SKPaH ayIuo U BUAEO WHpopManuu nmporpaMmuoe obecneuenue Ha [1K —
Onepanuonnas cuctema RedOS Murom, nmaker nporpamma AJisi pabOThl ¢ TEKCTOBBIMH U TaOJIHMYHBIMH
nokymentamu LibreOffice, mporpamma s paboter ¢ pdf PDFedit, Opaysep Yandex Browser,
Chromium, Firefox, mporpamma s pabotsl ¢ pactpoBoii rpadukoit GIMP, rpaduueckuii pegakrop
Pinta, penakrop BexTopHO rpaduku Inskape, mporpamma ans pabotel ¢ npesentrauusmu LibreOffice
Impress, myapTumenna ieep VLC media player, mporpamma aisi pe1akTHPOBaHUS 3BYKOBBIX (paiiioB
Audacity, nporpamma st cozganus Buzaeo ffDiaporamam, mporpamma Aisi CO3/aHUs yIpPaBICHUS
6asamu mannbix LibreOffice Base, Bupryanmmzamms u smymsnust VirtualBox, Menemkep ApXHUBOB,
Menemxep ApXUBOB, aHTUBUPYCHOE ITporpaMMHoe obecrieuenue Drweb) (25 mr),

- Mmonutop DEXP DF24N1S (24”) (25 wr.)

- kJ1aBuarypa (25 mr.)

- MbIIIb (25 1mT.)

- Tocka y4yeOHas (MenoBasi TpexcekimonHas) (1 mir.)

- yueOHbIe Tabmu1IbI (5 1IT.)

- M®Y HP 1120MFP (1 mrt.)

3.2. NudopmanuoHHoe odecneyeHne peain3aluu MporpaMmsbl
Jnis peanu3anuu nporpamMmbl B OMOMHMOTEYHOM (DOH/IE MMEIOTCS TeyaTHbIE U DJIEKTPOHHBIE
oOpa3oBaTenbHble U HH(OPMALIMOHHBIE PECYPCHI.

3.2.1. [leyaTHbIe U J1eKTPOHHBbIE U3IAHUSA

.02.01 Opranuszauusi ¥ HOPMATUBHO-NIPABOBbIE¢ OCHOBbI APXMBHOIO J1eJ1a
1. TlomoB, A.B. ApxuBoBenenue. 3apyOexnass Poccuka: y4eOHUK Uil CpPEIHEro

npodeccuonanbHoro obpasosanusi / A. B. IlonmoB. — MockBa : WznatensctBo [Opaiit, 2024. —
168 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-10240-6. — TekcT : 37€KTPOHHBIH //
OOpazoBarenbHas  miargpopma  HOpaiit  [caiit]. —  URL: https://urait.ru/bcode/542020  —

JononauTtenbHbiid ncTouHUK [TOOIT

M/K.02.02 I'ocynapcTBeHHbIe, MyHHIMIIAJIbHbIE APXUBBI M APXMBbI OPraHU3anMii

1. IlemenkoBa, C. . ApxuBoBenenue. Vctopus apxuBoB Poccun ¢ apeBHEHIIMX BpeMeH 10
Havala XX Beka: ydeOHoe mTocoOMe s  cpeaHero npodeccroHanbHOro — oOpa3zoBaHus /
C. 1. llemenkoBa ; mon HayyHou penakuuend JI. H. Ma3zyp. — Mocksa: H3znarensctBo HOpaiit,
2024. — 128 c. — (IlpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-12086-8. — Tekcr :
aneKTpoHHbIH // Obpa3oBarenbHas mwiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/555669 —
Jomomaurensaniii ucrounuk ITOOIT.

M/K.02.03 MeToanka U NpaKTHKA apXUBOBeICHUS
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1. Packun, M. M. MeTtoguka © TpaKkTUKa AapXMBOBEACHHUS : YYEOHHUK IS CpEIHEro

npodeccuonHanbHoro oobpazopanusi / JI. . Packun, A.P.CokomoB.— 2-¢ wm3a1.— Mocksa :
MznarensctBo [Opaiit, 2025. — 416 c. — (Ilpodeccronansuoe obpazoBanue). — ISBN 978-5-534-
16252-3. — Tekcr : onektpoHHbli // OOpa3oBatenbHas mnatrdopma FOpaitt [caiiT]. —

URL.: https://urait.ru/bcode/563198

MJK.02.04 ObdecriedueHre COXPAHHOCTH 10KYMEHTOB

1. JlokymeHTOBeeHUE : Y4YEOHUK W TPAKTHKYM JUIS CpPEeIHEro mpodeccCHOHAIBLHOTO
obpazoBanus / JI. A. loponuna [u ap.] ; mox penakumein JI. A. JloporuHoit. — 4-¢ usn., nepepad. u
norn. — Mocksa : M3marensctBo FOpaiit, 2024. — 336 ¢. — (IlpodeccronanbHoe oOpa3oBaHue). —
ISBN 978-5-534-19113-4. — Texkcr : anekTpoHHbii / O6pa3oBaTenpHas miatdopma KOpaiit [cait]. —
URL.: https://urait.ru/bcode/555974

2. I'po3ora, O. C. Jlenomnpou3BOACTBO : yaeOHOE TOCOOHE AJis CpeaHero npodeccruoHaIbHOTO
oopazoBanus / O. C.I'po3oBa. — 2-¢ m3n. — Mocksa : MznarensctBo IOpaiit, 2024. — 131c.—
(ITpodeccuonanpuoe obOpazoBanue). — ISBN 978-5-534-15986-8. — Tekct : d30eKTpoOHHBIA //
Oo6pasoBarenbHast mwiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539523

3. I'yryesa, T. A. KonpuaenuuanbHoe AeT0NPOU3BOIACTBO : yueObHoe mocobue / T. A. I'yryesa.
— 2-¢ m3a., mepepab. m jgon. — MockBa : MH®DOPA-M, 2023. — 199 c. — (Cpennee
npodeccuoHaibHoe obOpaszoBanme). - ISBN 978-5-16-016585-1. - Tekcr : anekrponnsii. - URL:
https://znanium.ru/catalog/product/1986679 — Pexum poctyma: mo moamucke. — JOMOTHUTEIbHBIN
ncrounuk [T1OOIL.
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4. KOHTPOJIb U OLEHKA PE3YJIbTATOB OCBOEHUA INTPOP®PECCHOHAJBHOI'O

MOJY.JISI

Kon u HanmenoBanue
npogeccuoHAIbHBIX
M 00IIUX KOMIIeTEHIIMH,
(popmupyembIx
B paMKax MOJYJisi

Kpurepun oueHku

MeTtoanbl OLIEHKH

I1K 2.1. OcyuiecTBisATh
KOMIUIEKTOBAaHUE
APXUBHBIMHU JIeIAMH
(ToKyMeHTaMu) apXHuBa
OpraHu3aIH

Co3znanue JIOKaabHbIX
HOPMAaTUBHBIX JOKYMEHTOB U
MIPOTOKOJIOB 3aCEAaHUI
HKCIEPTHON KOMHUCCHH
opranuzamuu. [Iposenenue
HKCIIEPTU3BI IEHHOCTU
JOKYMCHTOB OpraHu3anunu.

Texymmii KOHTPOIb B popme:
-YCTHOTO OTIpOCa;

-BBITIOJIHCHUS TTPAKTUICCKHIX
pabor;

-TeCTUPOBAHUSI.
[TpomexyTouHas aTTecTalus:
Ox3amen o MJIK
HuddepeHnrpoBaHHbIN 3a4€T 10
MJIK

3amurTa or4yera o y4eOHou
MIPAKTHKE.

3amurTa oT4yera 1mo
MIPOU3BOJICTBEHHON ITPAKTHKE.
Dk3ameH (KBaTU()HUKAITMOHHBII)

[1K 2.2. Bectu yuér
ApXUBHBIX €I
(TOKyMEHTOB), B TOM UYHUCJIE C
HCII0JIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

V4éT apXuBHBIX A€
(TOKyMEHTOB) ITOCTOSIHHOT'O U
BPEMEHHOT'O XpaHEHUS. YUET
(GOHII0B U onucel apXUBHBIX
nen (TOKyMEHTOB). YUér
BbIJIa4YH apXUBHBIX JIE]
(IOKyMEHTOB) U3
apXMBOXPAHWINILA U UX
BO3BpaTa. YYET U KOHTPOJIb
nepeau apXUBHbIX JEI
(IOKyMEHTOB) B
roCy/1apCTBEHHBIN/
MYHUIIMTNIAJIbHBIA apXUB WIN Ha
MHOE BHEIITHEE XPAHEHUE. YUET
U PO3BICK HEOOHAPYKEHHBIX JIelT
(moxymenToB). Benenue nen
dboH0B

Texymuii KOHTPOJIb B popme:
-YCTHOTO OIpOCa;

-BBIIIOJIHEHNUS TPAKTUYECKHUX
pabor;

-T€CTUPOBAHUA.
IIpomexxyTouHast arrecTanus:
Ox3amen no MJIK
JuddepenuripoBaHHbIi 3a4eT 110
MK

3amuTa oT4eTa no yueoHou
IIPAKTHKE.

3ammura oT4eTa 1o
IIPOU3BOJICTBEHHON IIPAKTHKE.
Ok3aMeH (KBaTH(PUKAIUOHHBII )

I1K 2.3. OcyiiecTBasiTh
XpaHEHUE apXUBHBIX JICJ
(ITOKYMEHTOB) C MMOCTOSIHHBIM
CPOKOM XpaHEHUS | 110
JUYHOMY COCTaBY B apXUBE
OpTaHu3aIuu

Coznanue omnucent nen
(IOKyMEHTOB) OpraHu3aluu
MOCTOSIHHOTO CPOKa XpaHEHUs U
0 JTMYHOMY COCTaBY.
Pa3merienue apXuBHBIX J1€7T
(IOKyMEHTOB) B apXUBHBIX
XpaHWIHILAX B COOTBETCTBUU C
BBIOPAHHOW CXeMOH Kiaccudu-
KallUH U CHCTEMAaTU3alluu eI
(moxymenToB). Co3nmanue u
obecreyeHrne peKuMOoB
XpaHEHHsI APXUBHBIX JEJT

Texymuii KOHTPOJIb B popme:
-YCTHOTO OTpOcCa;
-BBINOJHEHHUS MPAKTUUECKUX
pabor;

-TE€CTUPOBAHUSI.
[IpomexxyTouHast arrecTanus:
Ox3amen no MJIK
HuddepennrpoBanHbIii 3a4€T 1O
MJIK

3ammura oT4eTa 1o yueoHou
MpaKTHKE.

3ammra oTUeTa 1o
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(moxymeHnToB). [IpoBepka
HATMYUS U COCTOSTHUS
APXHMBHBIX 1] (JOKYMEHTOB).
BrisiBnenue u yuér

ApPXHMBHBIX 1] (JOKYMEHTOB),
TPEOYIOIMX pECTaBPAI[HOHHOM,
KOHCEPBAIlMOHHO-
POPUIAKTHYCCKON U
TEXHUYECKOH 00pabOTKH.
[ToaroroBka yclioBUM aJist
o0ecrneueHns COXpaHHOCTH
ApPXMUBHBIX JeJT (JJOKYMEHTOB) B
0COOBII Iepuo 1
Ype3BbIUYAHBIX

cutyanusax. OcyiiecTBieHue
KOHTPOJISI IBHYKEHUS apXUBHBIX
nen (TIOKYMEHTOB) M X
(hU3UIECKOTO COCTOSHUS.
[ToaroroBka u nepenaya
APXMBHBIX eI (JOKYMEHTOB)

B TOCY/IapCTBEHHBI/
MYHHIIUITATLHBIA apXUB I Ha
MHOE BHEIITHEE XPaHEHUE

MIPOM3BOJICTBEHHOH MPAKTHKE.
Dk3aMeH (KBaTH(PUKAITUOHHBIH )

[1K 2.4. OcyuiecTBisTh
XpaHeHHEe, KOMIUIEKTOBaHHE,
YYET U UCIIOIIB30BAHUE JICIT
(TOKYMEHTOB) BPEMEHHOTO
XpaHEHHSI

VYuér onuceit Aen BpEMEHHOTO
XpaHEHUs! CTPYKTYPHBIX
MOJpa3/IeJICHU OpraHu3aluy B
TPaJAULIMOHHOM U B
AJIEKTPOHHOM BHJIE.
CucremaTuzanuus aen
(TOKyMEHTOB)

BPEMEHHOI'0 XpaHEHMUS,
MPHUHSTBIX OT CTPYKTYPHBIX
Mo/pa3iesIieHuid OpraHu3alu,
JUISL pa3MeIIeHUs B XPaHWIIHILE
apxuBa opranuzanuu. KoHtpoiab
BBIJIa4M B OTIEPATUBHOE
MOJIb30BaHueE JeN (JJOKYMEHTOB)
BPEMEHHOT'O XPaHEHUS U UX
Bo3Bpara. [IpoBenenue
AKCTIEPTU3HI IIEHHOCTH JIETT
(IOKYMEHTOB) BPEMEHHOT'O
XpaHEHUs B apXHUBE
opranuzanuu. [lonroroska nen
(TOKyMEHTOB)

BPEMEHHOI'0 XpaHEHMUS,
MPUHSTBIX OT CTPYKTYPHBIX
MoJipa3JieIeHu i, Ha
yHuuToxkenue. Co3aHue akToB
O BBIJICJICHUU HA YHUUYTOKEHUE
nen (TOKYMEHTOB) BPEMEHHOTO
XPaHEHUS C UCTEKIITUMU
CPOKaMHU, IPUHATHIX OT
CTPYKTYPHBIX MOJIpa3iesieHuit

Texkymuii KOHTpoOIIb B (hopme:
-YCTHOT'O ONpOca;

-BBITIOJTHEHHUST IPAKTUIECKUX
pabor;

-TeCTHPOBAHUSI.
[TpomesxyTouHas arTecTalus:
Ox3ameHn no MJIK
JuddepeHunpoBanHbIii 3a4€T 110
MJIK

3amuTa oT4eTa Mo yaeOHoi
MIPaKTHKE.

3amurTa oT4yera 1o
MIPOM3BOJICTBEHHO MTPAKTHKE.
Dk3ameH (KBATHU(PUKAITMOHHBIH )
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IIK 2.5. OcyiiecTBasTh
HCIIOJIb30BAHUC apXHUBHBIX
nen (TOKYMEHTOB), B TOM
YHCIIE C UCIIOJIb30BAaHHEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

[Tonnepkka B akTyaJlbHOM
COCTOSTHUM JICKTPOHHBIX
WH()OPMAITMOHHO-TIONCKOBBIX
CHCTEM apXHBa B
JIOKYMEHTHPOBAHHBIX chepax
JIeITEIIbHOCTH OPTaHU3aIINH.
CocraBneHue cipaBoO4YHO-
MTOMCKOBBIX CPEJICTB

K apXHUBHBIM Je1aM
(IoKyMeHTaM), yYTEHHBIM B
apXxuBe U B
JIOKYMEHTHPOBAHHBIX chepax
JIEATEIIbHOCTH OPTaHU3AIIN Y.
IToaroToBKa OTBETOB Ha
3aIpOChl APXUBHBIX T
(moxymentoB). [lonroroBka
paboTHI OJIb30BaTEIICH B
YUTAIHHOM 3aJI€ apXUBa

Tekymuit KOHTpOJIb B hopme:
-YCTHOTO OTpOCa;

-BBIIIOJIHEHUS IPAKTUYECKUX
pabor;

-TeCTUPOBAHUS.
IIpomexyTouHas arrecTanus:
Ox3amen mo MJIK
JuddepeHnnpoBaHHbIi 3a4€T 110
MJIK

3ammTa oT4yera no yueOHou
IIPAKTHKE.

3amuTa oT4eTa 1o
IPOM3BOJICTBEHHOM MPaKTHKe.
Ok3aMeH (KBaTM(PUKAIMOHHBII)

OK 01. Beibupats criocoOsl
penieHus 3a1a4
npoQeCCUuOHATBHON
JESTEIIbHOCTH
NPUMEHHUTEIBHO K
Pa3TUYHBIM KOHTEKCTaM

Br160op criocoba perienus 3aaa4d
poQeCCHOHAIBHON
NESITeIbHOCTH TPUMEHHUTEITBHO
K Pa3JIMYHBIM KOHTEKCTaM

Texymuii KOHTPOJIb B popme:
-YCTHOTO OIpOCa;

-BBIIIOJIHEHHUS IPAKTUYECKUX
pabor;

-TeCTUPOBAHUS.
IIpomexyTouHast arrecTanus:
Ox3amen no MJIK
JuddepenuripoBaHHbIi 3a4eT 110
MJIK

3amuTa oT4eTa o yueoHou
IPAKTHKE.

3aimuTa oT4eTa mno
IIPOU3BOJICTBEHHON IIPAKTHKE.
Ok3aMeH (KBaTM(PUKAITMOHHBIN)

OK 02. Mcnons3oBaTh
COBpPEMEHHBIE CPEJICTBA
MIOUCKa, aHaJIM3a U
UHTEPIpETauN
UHpOpPMAaLIUHU U
MH(pOpMallMOHHbIE
TEXHOJIOTUH JUIS
BBITTOJTHEHUS 32,144
npodeccCuoHaANBHOM
JeSITeTbHOCTH

Hcnonb30BaHne COBPEMEHHBIX
CpeJ/ICTBA MOUCKA, aHAIH3a U
UHTEpIpeTauy HHPOpPMaIUH, U
UCIIOJIb30BAHUE
UH(POPMAIIMOHHBIX TEXHOIOTUI
JJI1 BBIITOJIHCHU A 3a1a4
npodeccuoHaNBHOM
JESITETbHOCTH.

Texymuii KOHTPOJIb B popme:
-YCTHOTO OIpOCa;

-BBIIIOJIHEHHUS TPAKTUYECKHUX
pabor;

-T€CTUPOBAHUA.
[IpomexxyTouHast arrecTanus:
Ox3amen no MJIK
JuddepenurpoBaHHbIi 3a4eT 110
MK

3ammuTa oT4eTa 1o yueoHoi
IIPAKTHKE.

3amura oT4eTa 1o
IIPOU3BOJICTBEHHON IIPAKTHKE.
Dk3aMeH (KBaTHM(PUKAIMOHHBII)

OK 04. DddexTuBHO
B3aMMOJICCTBOBATEL U
paboTaTh B KOJUICKTUBE U
KOMaH/Ie

B3aumoneiictBue u pabota B
KOJUIEKTHBE U KOMaHZE

Texymuii KOHTPOIb B popme:
-YCTHOT'O OMpOCa;
-BBIMOJTHEHHUS MPAKTUYECKUX
pabor;

-T€CTUPOBAHUA.
[IpomexxyTouHast aTTecTanus:
Ox3ameH o MJIK
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HuddepennrpoBanHpIii 3a4€T 1O
MK

3ammura oT4eTa 1o yueoHou
MIPAKTHKE.

3amura oTUeTa 10
IIPOU3BOJCTBEHHOM IIPAKTUKE.
Dk3aMeH (KBaTM(UKAITMOHHBIN )

OK 05. OcyiecTBasTh
YCTHYIO U TUCHbMEHHYIO
KOMMYHUKAIIUIO Ha
roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu ¢
yu€ToM ocoOeHHOCTEH
COIIMAIBHOTO U KYJBTYPHOTO
KOHTEKCTa

Ocy1ecTBieHUE YCTHOM U
NUCbMEHHOW KOMMYHHMKAIIMU Ha
rOCyJapCTBEHHOM SI3BIKE
Poccuiickoit denepaiyu ¢
y4€ToM ocoOeHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOI'O
KOHTEKCTa

Texymmii KOHTPOIb B popme:
-YCTHOTO OTIpOCa;

-BBITTOJIHCHUS TTPAKTUICCKHIX
pabor;

-T€CTUPOBAHUSI.
[TpomexyTouHas aTTecTaus:
Ox3amen no M/IK
HuddepeHnrpoBaHHbIN 3a4€T 110
MJIK

3amuTa or4yera o y4eOHou
MIPAKTHKE.

3amura oT4yera 1mo
MIPOU3BOJICTBEHHON TIPAKTHKE.
Dk3amMeH (KBaTH()HUKAIMOHHBII)

OK 07. CopetictBoBaTh
COXPaHEHHIO OKPY)KAIOIICH

IIpuMeHeHne NpUHIUIIOB
Oepe’KIMBOro MPOU3BO/ICTBA,

Texkymuii KOHTpoIIb B (hopme:
-YCTHOT'O OIPOCa;

Cpelbl, pecypcocOepexeH o, | pecypcocOepeKeHHUs. -BBIIIOJIHEHUS [TPAKTUYECKHUX
MIPUMEHSATH 3HAHUS 00 pabor;
M3MEHEHUH KJIMMara, -T€CTUPOBAHUA.
HPUHIUITBI OEPEXKINBOTO IIpoMexyTouHas aTTecTalus:
MPOU3BOJICTBA, P (HEKTUBHO Ox3amen o MJIK
JIeCTBOBATH B JuddepenunrpoBanHblii 3a4eT 110
YPE3BBIYANHBIX CUTYALUAX MK
3amuTa oT4eTa mno y4eOHoi
MIPAKTHKE.
3amuTa oT4eTa o
IIPOU3BOJICTBEHHON IIPAKTHKE.
Dk3amMeH (KBaTH()HUKAITMOHHBII)
OK 09. ITons3oBaTbcs Hcnons3oBanue Texkymuii KOHTpoOIIb B hopme:
npodeccuoHaIbHON npodeccuoHaIbLHON -YCTHOTO OIpOCa;

JIOKYMEHTaluen Ha
TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

JIOKYMEHTAIIUN Ha
rOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

-BBITIOJTHEHUST IPAKTUIECKUX
pabor;

-TeCTHPOBAHUSI.

[TpomesxyTouHas arTecTanus:
Ox3ameHn no MJIK
JuddepeHunpoBanHbIil 3a4€T 110
MJIK

3amuTa oT4eTa mo yaeOHoi
MIPaKTHKE.

3amurTa oT4yera 1o
MIPOM3BOJICTBEHHON MIPAKTHKE.
Dk3aMeH (KBaTH(UKAITMOHHBIHN )
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