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BHewHss akcnepTH3a (coaepxaresibHas):

Pabouas nporpamma paspaboraHa Ha  OCHOBE denepanbHOro
rocyaapcTBEHHOro 00pa30BaTeNbHOrO CTaHAapTa CpeaHero npoQeccHoHanbHOro
obpazoBanus no cneuuanbHocTH 46.02.01 «JlokyMeHTaLMOHHOE OOecneveHH e
yrnpaBieHHUs M apXUBOBEAEHHE», YTBEPIKIEHHOro IMpHKazoM MHUHHUCTEPCTBA
obpa3zoBaHus U Haykd Poccuiickoii ®enepaunu Ne975 ot 11 aBrycra 2014r.

PaGouas nporpamma pa3paboTaHa B COOTBETCTBUM C pa3bACHEHHUAMH [0
(GOPMHUPOBAHUIO NpUMEPHBbIX 00pa30BaTeNIbHbIX MPOrpaMM Y4YeOHBbIX IUCUMIIHH
HayaJIbHOTrO MpodecCHOHANBHOIO U CpeHero NpodeccHoHanbHOro 00pa3oBaHUs Ha
ocHoBe dDenepanbHbIX rOCy1apCTBEHHbIX 00pa30BaTeIbHbIX CTAHAAPTOB HAa4YaJIbHOrO
npo¢deccHOHaIBHOIO U CpelHero Npo¢eCCUOHATBLHOIO o0Opa3oBaHus,
ytBepxaeHHbiIMU HM.M.PemopeHnko, aupexktopom J[lenaprameHTa rocynapcTBEHHOMH
MOJUTHKM M HOPMATUBHO-MPAaBOBOrO peryjupoBaHus B cdepe o0pazoBaHUs
MuHucTepcTBa 06pa3oBaHus U Haykd Poccuiickoit @eaepauuu ot 27 asrycra 2009r.

CopnepxaHue NporpaMMbl peajiu3yeTcs B MPOLECCE OCBOEHUS CTYIEHTaMH
OCHOBHOM  mnpodeccHoHaNbHOW  00Opa3oBaTe/lbHOH  MPOrpaMMbl  MOATOTOBKH
CMELUaIMCTOB CpeAHEro 3BeHa no cneuualbHocTh 46.02.01 «JlokyMeHTalUHOHHOE
obecrnieyeHUe YMpaBleHUs W apXUBOBEACHUE» B COOTBETCTBUM C TPeOOBaHHUAMM
OI'OC CIIO TpeThero NOKOJECHU.
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1. HTACIIOPT PABOYEI ITPOT'PAMMBI ITPO®ECCHUOHAJIBHOTI'O
MOAYJIA
IIM. 02 Opranusauusi apXuBHOI U CIPABOYHO-UH(POPMALHOHHOH PadOTHI 110
AOKYMEHTAaM OpraHu3anuu

1.1. ObnacTs npuMeHennst pado4eii nporpamMmsl

Paboyas mporpamma mpo)€CCHOHAIBHOIO MOJYJS SIBJISIETCS YaCThbIO MPOrpaMMbl
NOJATOTOBKHA  CIHECLUUAIACTOB CPEeIHEro 3BeHa B coorBerctBu ¢ DI'OC 1o
cnenuaneHocTh CLIO.

1.2. Hesan u 3axa4u NpoPecCHOHATBHOTO MOAYJISI — TPeOOBAHUA K pe3y/ibTaram
0CBOCHHSA NMPO(eCcCHOHATBHOT0 MOIYJIA

C uenbl0 OBIMAACHMS YKa3aHHBIM BHJIOM MPO(ECCHOHAIBHON NEATENBHOCTH W
COOTBETCTBYIOIIUMHU MPOPECCHOHAIIBHBIMA  KOMIETEHIMSIMHA OOyYarOIUiiCs B XOJ€
OCBOEHUS TPO(ECCUOHATIBEHOTO MOAYJISL JOJIKEH:

UMeTh MPAKTHYECKHUIT OTbIT:

- OpraHu3aluy ApXWBHOH W COPABOYHO-UH(OPMALMOHHONH pabOThl MO JAOKYMEHTaM
OpraHu3alNy,

yMeThb:

- OpPraHu30BBIBATH JEATEIBHOCTh APXMBA C YUETOM CTaTyca U NPOo(uis OpraHu3alnu;

- paboTaTh B CUCTEMAX BIEKTPOHHOTO JOKYMEHTOO00POTA,

- ACMOJIB30BATh B JAECATEIILHOCTHA apXUBA COBPEMEHHBIE KOMITBIOTEPHBIEC TEXHOJIOTHN,

- TMPUMEHATH COBPEMEHHBIC METOJMKHA KOHCEPBALMM W PECTABPALMM APXMBHBIX
JOKYMEHTOB;

3HATH:

- CHCTEMY apXMBHOro ynpasyicHus B Poccuiickoii deaepanun U OpraHu3aliio

ApxuHoro (onna Poccuiickoii @enepannu;

- CUCTEMY XPaHEHUsS U 00OpabOTKH TOKYMEHTOB

1.3. PexomeHgyemoe KOJIMYECTBO 4YacOB HA  OCBOGHHE IPOrPaMMbI
npo¢eccHoHATBLHOI0 MOAYJIA:

BCEro — 435 4acoB, B TOM YHCJIC:

MaKCHMaJIbHOW yueOHON HArpy3ku oOyyaromerocs — 363 yaca, BKIIOUas:

00s13aTeNbHON ay IMTOPHOM yueOHOM Harpy3ku oOy4aromerocs — 242 yaca,

CaMoCTOATENBHOM paboTel 00yyvaromerocs — 121 yac;

y4eOHOW 1 TPOM3BOACTBEHHOM MPAKTHKK — 72 Yaca.



2. PE3YJIbTATBI OCBOEHUSA HPOPECCHUOHAJIBHOI'O MOYJIA

PGSYHBTaTOM OCBOCHHA HpO(l)GCCI/IOHaJ'IBHOFO MOAYJd  ABJIACTCA  OBJIAACHHUC

oOyuatommmucs npodeccuonanbHbiME (11K) n o0mmmu (OK) koMneTeHUMAMU:

Kon HanmenoBanue pesynbraTa 0OydeHus

|OK.1 [ToHMMaTh CYIIHOCTD M COLMAJIbHYIO 3HAYMMOCTh CBOEH Oyaylei nmpodeccun, mposiBIATh
K HEll yCTOMYUBBIA HHTEPEC.

[OK.2 OpraHn3oBbIBaTb COOCTBEHHYIO NESTEIBbHOCTb, BHIOMPATH THIIOBBIE METOMBI U CIIOCOOBI
BBIMOJIHEHHS! PO ECCHOHANBHBIX 3a/1a4, OLIGHUBATh UX 3((PEKTUBHOCTD U Ka4E€CTBO.

|OK.3 [IpyHMMaTh pelleHHs B CTAHAAPTHBIX M HECTaHJAPTHBIX CUTyaLUsX U HECTU 3a HUX
OTBETCTBEHHOCTD.

|OK 4 OCyIIeCTBIATh MOUCK U MCIIONB30BaHUE HH(POPMALINH, HEOOXOANMOH 1uist 3¢ HEeKTUBHOTO
BBIMOJIHEHHS! TPO(ECCHOHANBHBIX 3a/1a4, TPOPECCHOHATBHOTO M JMYHOCTHOTO PA3BHTHSI.

[OK.5 cnonp3oBarh HHPOPMALMOHHO-KOMMYHHUKALIHOHHBIE TEXHOJIOTHU B TPO(deCcCHOHANbHOM]
NesTeNIbHOCTH.

|OK.6 PaboTath B KOJUIEKTHBE U KOMaHze, 3P (EeKTHBHO 0OMaThCs ¢ KOJUIEraMH, PYKOBOZICTBOM,
MOTPEeOUTEISIMIL.

|IOK.7 bpate Ha cebst OTBETCTBEHHOCTH 3a PabOTy WICHOB KOMAaHAbI (IOAYHHEHHBIX ), PEe3YIbTaT
BBIITOJIHEHUS 3aJaHUN.

|OK.8 CaMOCTOATENIBHO ONpEeNeNsATh 3a7a4d NMPO(YECCHOHANBHOTO W JIMYHOCTHOTO Pa3BUTHHA,
BaHUMAThCs CAMOOOPa30BaHUEM, OCO3HAHHO INIAHUPOBATH MOBBIIIEHUE KBAJTU(DUKALIIH.

|OK.9 OpUEeHTHPOBATbCS B YCIOBUSIX YacTOW CMEHbl TEXHOJOTMH B NpodecCHOHAIbHON
NesTeNIbHOCTH.

[IK.2.1 |OcyuIecTBasTh 3KCNEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBHHU C JEHCTBYIOIIUMH
3aKOHOAATENbHBIMU aKTaMU U HOpMaTHBaMHU.

[IK.2.2 [Bectu paboTy B CHCTEMax 3JIEKTPOHHOIO JOKYMEHTOO00pOTa

[1K.2.3 [Pa3pabarbiBaTh M BECTH KiacCU(UKATOPBI, Tabeaw W Ap. CIPABOYHHUKH MO JTOKYMEHTaM
OpraHu3aLuu.

[IK.2.4 |OOecnieunBarh MpHeM W pALOHAIBHOE pPa3MEILIEHHE NOKYMEHTOB B apxuBe (B T.U.
MOKYMEHTOB TIO JINYHOMY COCTaBY).

[IK.2.5 [O0ecnieunBaTh y4eT U COXPAaHHOCTb JOKYMEHTOB B apXUBE.

[IK.2.6 |OpraHu3oBbIBaTh UCIIOJB30BAHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX,
CIIPaBOYHBIX U MMPAKTUYECKUX LIEJSIX.

[IK.2.7 |OcyIuecTBasiTh OPraHU3AIIHOHHO-METOAMYECKOE PYKOBOJCTBO M KOHTPOJbL 3a padoToi|
ApX1Ba OpraHM3ally U 32 OpraHu3aLueil TOKyMEHTOB B A€JONPOU3BO/ICTBE.




CTPYKTYPA U COAEPKAHUE NTPOPECCUOHAJIBHOI'O MOAYJIA
3.1. Temaruveckuii mian npogeccuoHaabHOro0 moayJisi IIM.020pranu3anust apXuBHOH U CIIPABOYHO-
HH(POPMALMOHHOI PadoThI 0 JOKYMEHTAM OPraHH3auHu

O61nem Bpemenn, 0TBEACHHbII HA 0CBOCHHE

IIpakTaka
MEKTHCIHILTHHAPHOTO Kypca (KypcoB)
CamocrosiTesnHa
Beero O6s3aTennpHast ayTuTopHast s padoTa
Koant TACOB yae0Hast Harpy3Ka 00yuaromerocst N MpoussoacrsenHas (110
npodeccuoHaInL HaunmeHnoBanmusi pasae/ion (maxc. B T.41., B T.41., npogu.mo
HBIX PO PECCHOHATHLHOT0 MOXY.ISI yuebnas BT.9. KYPCOB kypeon | YueGmas, CHeHI/Ia.]IgHOCTI/I), "acos
KOMIeTeHIHil Hazpy3Ka JadoparopHbie s as 4ACOB (ecnu npe gCMompeHa
npakmuxu) Bcero, padoTeI 1 patoTa Bcero, patoTa paccpeoomodenHas
YacoB | mpakrmueckue (npoex JacoB (npoex npaxmuxa)
JAHATHSA, 1), 1),
1acos YACOB YACOB
1 2 3 4 5 6 7 8 9 10
oK 2.1. — MJK 02.01 Opranusamnus n

2.7 HOPMATHBHO-IIPABOBLIC 0CHOBBI 96 64 24 32
APXHBHOTO JeJ1a
MJK 02.02 T'ocyaapcTBEeHHBIE, 96 64 24 32
MYHUITUMTAJILHBIC APXUBBLI H APXHUBLI
opraHm3anuii
MJK 02.03 MeToanka i MPaKTHKA 81 54 14 27
APXHUBOBCICHU S
MJK 02.04 O6ecnieuenne COXpAHHOCTH 90 60 20 30
JOKVMCHTOB
VILO02. Yaefnasi IPAKTHKA 36 36 36
IIIL.02. IIpon3BOACT BCHHAS IPAKTUKA 36 36 36
(1m0 mpoPpuTI0 CIEMMATHLHOCTH)
Bcero: 435 314 82 121 36 36




3.2. Coaep:xanue o0y4yeHusi no npogeccnonaibHoMmy Moay/ao ITM.02 Opranu3anusi apXuBHOIH U CIIPABOYHO-

HH(POPMALMOHHOI PadoThI 10 JOKYMEHTAM OPraHH3auHu

HanmeHnoBanue pa3aeion Coaep:xanne yue0HOT0 MATEPHAJIA, TA00PATOPHBIC PAGOTHI H NPAKTUMECKHE 3AHATHSA, O0nem 1acoB ¥Ypo-Benn
npodecCHOHATLHOTO MOTYJIS CAMOCTOSITE/IHLHAS PAGOTA 00YIAFOIITXCSI, KYPCOBasi padoTa (mpoeKT) OCBOC-HHSA
(ITM), MeRTHCIIATTHHAPHBIX

KypcoB (MJIK) n rem
1 2 3 4
MJK.02.01. 64
Oprannsanusi 1 HOPMATHBHO-
MPABOBKIC OCHOBBI APXHBHOTO
Jena
Bsenenne Conep:xanue y4e0HOTo MaTepuaia
3uauenne, 3a1a4M, NpeMeT H 1.  |Pomp mH(opManuK B >KU3HH JIHIHOCTH, OOIIECTBA, TOCYAAPCTBA. JHAYCHHE TOKY MCHTAIbHbBIX 2 1
MeTOAbI APXUBHOTO Aea (AJl) MAMATHAKOB B PA3BHTHH KYJIBTYPBL
[Morsrue 06 A/l kak Hayke. [IpeamMer, 3axa4n, XapakTeprUCTHKA Kypca. OCHOBHBIC TCPMUHBL U
OTIPEACTICHILL.
[TpHHOHUITBI H HAYYHBIC METOABI APXHBOBCACHUA. 3HAUCHHE A/l HA COBPEMEHHOM dTare.
Mparrnaeckoe 3aasirie Nel, Hagano BeaeHms caosaps TepMuHOB 1o AJl 2
Paspen 1.
Hcropust cTaHOB/ICHHS 8
apxuBHOro jaeqa B Poccun
Copep:ranne y4e0HOTO MaTepHaa
Tewma 1.1. 2. [Acropus cranoneHua AJl B Poccum ¢ apeBHEHIIMX BpPEMCH. APXHBBI APSCBHEPYCCKOTO TOCYIAPCTBA.
Bosunknonenne n cranos.ienne APXMBBI  PYCCKOTO  IECHTPAJM30BAHHOTO  TOCYAAPCTBA.  ADXHBBI  POCCHIICKOH — HMIICpHH.
apXuBHOIo 1e1a Ha Pycu, B 3aKOHOIATEBHBIE AKThL, PEry MPYOmUe BOMpocsl Al B POCCHICKON HUMIIEpHH. 2 1
Poccuiickoii nvmnepuu, 8 CCCP ApXWBBI TEPBBIX JET COBETCKOM BmacTH 1917-1921rr. Hawano mpomecca NEHTPATH3AMH
apxuBoB.1922-1929 rr. 3aBepImcHHUE CO3IAHHSI KOMAHIHO-aAMHHHACTPATHBHON CHCTCMBI YIIPABICHHA
apxusamu 1930-1945 rr. Crcrema 3aKOHOJATENBHBIX AKTOB JAHHOTO TIEPHOAA.
Mpaxrugeckoe 3ansrue Ne 2, 2
IBompocChl kK CEMUHAPCKOMY 3aHATHIO:
1.AxTHI mepuoaa (peosanbHOH pa3apoOIeHHOCTH. POJIb JOKYMEHTOB B 36MENBHBIX TSHKOAX W KHSDKECKHX
[yCOOHIaXx.
2."T"eHepanbHbIid permameHt..." (1720 r.) ApXHBBI KOJUICTHH.
3 IToarotoBka mpoekra 3akoHa "O Cyap0¢ apXHBOB YIPSKICHHHA U BEAOMCTB".
4 JlermaCKkuit aekper oT 1 mrors 1918 r. "O peopraHu3anuy U HEHTPATH3AINH APXUBHOTO Y.
Tema 1.2. Coaep:xanue y1e0HOT0 MATEPHAIA 2 1
Pa3surue apxusnoro xe1a 3. | Apxusbl CCCP nepmona 1945-80 rr. Apxusroe feno nepuoaa 90-rr u koHna XX seka. Coznanue




B CCCP

I'A® CCCP.
3aKOHOATEIbHBIC AKTHI JAHHOIO NEPHOJA

Mpakrudeckoe 3anaTue Ne 3
IBonpoChl kK CEMUHAPCKOMY 3aHATHIO:
1. Jlatite cpapruTenbHbI ananu3 [lonoxkernuit 00 ApxusaoM (orne CCCP 1941 1. m 1958 1.

2. OcropHsIe monoxeHus 3akoHa CCCP "O06 oxpaHe W HCTIOIb30BAHNH HAMITHHKOB HCTOPUH U KyJIBTYPHI"
(1976 1.).

Pazaen 2
CorpeMenHoe apxuBHOE
3AKOHOIATEILCTBO

10

Tema 2. 1.
CoBpevenHoe apxuBHOE 16710

Copep:xanne y1e0HOT0 MaTepHaia

4. |PazeuTme apxusHOTO Acna B PO B XXI Beke.
D3 «O0 apxusHoM gaene B P®» or 2004 1. mw apyrme HIT akter. ComocraBnenme «OCHOB]
3aKOHOATEIBCTBA 00 ApXUBHOM AcTe...» U D3 «O0 apXuBHOM ACie».

OO1mas XxapakTepUCTHKA COCTOSHHUS M PEryIHPOBAHUS apXUBHOTO Jeja B CyObekrax PO.

Mpakruyeckoe 3ausTue Ne 4.

IBompocChl kK CEMUHAPCKOMY 3aHATHIO:

1. ITocranosrenne Cosera Munuctpos CCCP ot 4 anpenst 1980 1. "O0 yTBep>KICHHHA ITOJIOKSHIUS O
CocynapcreerroM apxusHOM (porae CCCP u ['naBHOM apxuBHOM yrpasicHun npu CoBete MHHHCTPOB
CCCP".

2. TeHneHIMH pa3BUTHS APXUBHOTO 3aKOHOAaTenbcTBA Poccnn Ha pybexe XX1 Beka.

3. OYHKIOUY U 3a71a4H OPTaHOB YIIPABICHHUS aPXUBHBIM JEJIOM B CyOBeKTax PO.

Tema 2.2.
HopmarusHo-nnpaBoBas 6aza
COBPEMEHHOTO APXHBHOTO J1€J1a

Coaep:xanue y1e0HOT0 MaTEpHAIA

5. [[lomsarme 0 HOPMATHBHO-TIPABOBOH Oase A/l m e oOmasa xapakrepucTtuka. [IpaBosas ocHoBa AJl - O3
Vkassr [pesunenra P®, Pacnopsxenune IpasutensctBa PO «O xoHuenmumu (opmupoBanus B PO
SICKTPOHHOTO mpaBuTeIbCTBa A0 2010 roga» ot 06.05.2008 Ne 632-p

[Mocranosnenns [IpaBurenscTea PO, peryimpyromue HOPMATHBHO-TIPABOBYIO0 W METOAMYECKYIO 0a3y|
AL

HopMaTHBHO-IPABOBBIC AKTHI BEAOMCTBEHHBIX OPTraHOB HCIIOJIHUTEIBHOM BiIacTu PO,

Mpaxrudeckoe 3auaTue Ne 5

IBompocChl kK CEMUHAPCKOMY 3aHATHIO:

1. "O6 urpopMmarmu, HHYOPMATTHOHHBIX TCXHOJIOTHAX H O 3ammTe HH(popMarmn',
. "Ob 00s13aTeTLHOM 3K3EMILLIPE TOKYMEHTOB",

. "O0 3mexTpoHHOH 1TU(POBOH moamHICH",

. "O mepCcoHATBHBIX TaHHBIX",

. "O mopsaake paccMOTPEHHS oOparneHui rpaxkaan Poccutickoit @enepanum’.

DN = W

Tema 2.3.

Coaep:xanne y1e0HOT0 MaTEpHaIa




HopmarusHo-npaBoBas 6aza
PT kak cy0nekTa

6. [HUcropms pazeutmsa apxusHOTO fena B PT.

HITb apxuBHoro nena B PT - uCTOpHSA B COBPEMEHHOCTD. 2
Poccumiickoii @enepannn
Pasznen 3 34
Opranmzanus apXuBHOTO /171
Tema 3.1. Cogep:xanne yue0HOro MaTepuasia
Opranmsanmsi apxXuBHOTO €12, 7. |Oprassl yIpaBJICHH APXUBHBIM JACIOM H HX (D)YHKIHH.
(opmb1 HCHOTL30BAHMS DenepaabHOE APXUBHOE Ar€HTCTBO. 2
APXHBHBIX T0KYMCHTOB [Lenn necnonbzosanust AD PO (momrudeckuie, HaydHbIE).
Tema 3.2. Coaep:xanue yue0HOro Marepuasia
Kn;}:;l;g:::&n;gggg B;(&:TOB 8. |Cocras ApxusHoro (orga PO. [Tonarue o knaccupurannn 10kyMeHTOB AD. ®oHIHpOBaHHC. 5
OpraHmauI/m JIOKYMCHTOB B CrucTeMaTH3aus B npeaciax (I)OH.Z[a.
apxuse Opraruzaums JOKyMeHTOB 1 ypoBH: (B mpenenax ApxusHoro @oxna PO).
Opraru3anms JOKyMEHTOB 2 YPOBHSA (B IIPEIEIaX apXHUBOB)
Opranu3anms JOKYMEHTOB 3 YPOBHS (B IPEIEIax apXUBHBIX (JOHIOB).
Tema 3.3. Coaep:xanue yue0HOro MaTepuaia
IKCNEPTH3A NEANOCTH 9. | DrcmepTH3a NCHHOCTH JOKYMCHTOB-TIOHATHE, 3a0a49H. JTansl [ [pHHIAITE 0TOOpA TOKYMCHTOB 2
AOKYMCHTOB-3a1a'1H H HOPHLOK 10 | Tlopsaok co3AaHms SKCIICPTHON KOMUCCHH B OpPraHM3aumix, ee coctas. LIDITK-DITK-OMK.
IPOBGICHIG Cocrasnenue ITonosxeHus 00 3KCIEPTHOM KOMHECCHH. 2
[Mopsamok BRIOOPOYHOTO MPHEMA JOKYMEHTOB . 3Tallbl 0TOOPA JOKYMEHTOB.
JIOKYMEHTBI C HCTEKIIMMH CPOKAMHU XpaHEHHS. [I0PII0K YHIUITOKEHHS JOKYMEHTOB C BPEMEHHBIM
cpoxoM xpareHm. COCTaBJICHHE aKTa TI0 YHHITOKCHHIO
Mpakruyueckoe 3auaTue Ne 6
IBompochl K CEMUHAPCKOMY 3aHSTHIO:
1.Oprarm3anust komuccnu 1o K Ha npeAnpuATHH (OPTaHH3aAMNH). JTalbl, COCTAB, MMPHKA3.
2 ITopsimok oTOOpa JOKYMEHTOB M IMMPOOJIEMBI, BO3HHKAIOMIHE TIPH 0TOO0pE. JlyOIeTHOCTS.
3.Cocrasnenue [lonosxenms 06 JK.
4.IToArOoTOBKA AKTA O YHHYTOXKCHUIO (MHAMBHIY ATBHBIC 3a0AHHUA).
Tema 3.4.

CrcreMa HAYIHO-CHPABOTHOT O
ANMAPATA K IOKYMEHTAM APXHBA

Coaep:ranne yueOHOT0 MATEpHATIA

11 | Honsrue o cucreme HCA. [TuddhepeHInpoBaHHBIN MOAXO.

12 | Ucropmieckas cnpaska K poHmam. TpeOoBaHMS K HAMHCAHUIO. METOAMIECKIE PEKOMCHIAIINHI
KnaccudurarmoHHbie cXeMbI KaTaoTOB, CTPYKTYPa KaTaloToB.

IMonarue xatagorm3aunu AJl, BEIIBICHHE H 0TOOP AOKYMCHTOB IPH KATAJI0TH3ALHA
HHL[GKCI/I]Z)OB&IHI/IG U CUCTEMATH3aIHA KAPTOUCK, BEACHHUC KATAJIOTOB

Mpakrayeckoe 3ansarue Ne 7,8
[Mocemmenue apxuBa ¢ nebio 03HaroOMIIeHHS ¢ cucteMo HCA k TOKyMeHTaM apXusa.
CamocToATeIFHOE HANMMCAHNE HCTOPHUYECCKOM CPABKH K (POHIY (MHAMBUIYATIbHBIC 3aJAHMS).
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Tema 3.5. Conepskanue yaeOHOTO MaTepHaia
Iyreroauresm u KpaTkue 13 | ApxuBHas 3BPUCTHKA-TIOHATHE, CTPYKTYpa. McTopus npuMEHEHMS. 1
CIPABOYTHHKH 14 | Ilyrepomurenn. Bunpl, coctas Xapakrepuctuka. O3HaAKOMIICHHE CO CTpaHuLcH caiita AD PO 2
0030pbI TOKYMEHTOB 1 Apyrue «myteBoauTenm». Kparkue
apXuBHLIE CHIPABOTHHKH CIIPABOYHHUKH.
O030p apXUBHOTO TOKYMEHTA KaK THUIT ApXHBHOTO CIpaBouHuKa. O630p apxuBHOTO (hOHAA,
TEMATHICCKHH 0030D.
AnsoTtarms. ['pynmosas ¥ HHAMBHAY AJIbHAST AHHOTALIVL.
OCHOBHBIC CXEMBI TIOCTPOCHHUS JOKYMEHTOB B 0030pax: CTPYKTYPHAs, OTPAcJIeBast, TeMaTHICCKa,
XPOHOJIOTHYCCKAST, HOMHUHATbHAS
[NonsaTHE 0 HA3HAYCHISIX U BUAX YKA3aTEICH
Mpakruueckoe 3anaTue Ne 9
HsrorosneHue ykazarenei NO pa3nu4HbIM TUIIAM APXHBHBIX MATCPHATIOB.
Tema 3.6. Copep:xanne y1e0HOT0 MaTepuaia
Omnucanne TOKYMEHTOB H /161 15 | Ionsarue 00 onmucaHuy AOKYMEHTOB 1 Ae. TpeboBanmst. MeToamIeCKue YKA3aHHA IO OTIHCAHHIO. 2

HHpopMarmoHHbIE XapaKTCPUCTUKH JOKYMEHTOB H JICIT.
3aronosok. Buner. Cocrasnenue anHoTanui. OdopmiicHne

O00JIOKKH I

Mpakruyeckoe 3aasaTue Ne 10
1.0popMuTs 007I0KKY AeTA.
2.0¢hopMuTh 3aT0JIOBKH Jena (POCTOH, 000OIIECHHBIH , CII0KHBIN).

Tema 3.7. Coaep:xanue yuedHOro MaTepuasia
Hcno/s30BaH1E APXHBHBIX 16 Hanpasnenwns, e 1 JOpMBI HCTIOTH30BAHUS APXHBHBIX TOKYMECHTOB
AOKYMEHTOB Hayuro-nH(pOpManMOHHAS 1€ ATETLHOCT APXHBOB.
[Ty6mkanmoHHAS NESITETHHOCTb.
HayuHo-uccaenoBaTenbckas H METOAMUECKAA paboTa B apXHBE.
Pasgen 4.

HudopmanmonHoe npaBo
KaK COCTABJIAIONIAS APXHUBHOT'0
3AKOHOJATEIBCTBA

Tema 4.1. Hadopmanunonno-
NPABOBBIC HOPMBI

Coaep:xanne yue0HOT0 MaTEpHAIa

17

Cucrema nH(OPMATHOHHOTO ITPaBa, MpUHIUIBL. MH(OPMAIIHOHHBIC TPABOOTHOIICHU,
BO3HHKAIOIIUE TIPH OCYIICCTBICHHH IOUCKA, MMOMYYCHIUS M TOTPEOICHIS HH(OPMALHH.
Hnudopmanus apxusHbEIX (POHAOB Kak 00BEKT HHPOPMANHOHHBIX MPAaBOOTHOIIEHUI. [IpaBoBoi

PEKUM TOKYMECHTHPOBAHHOH mHpopMammu. [ToHaTHE 0053aTEILHOTO 3K3EMILIIPA

Tema 4.2.
Hudopmarnnonnasi 6€301MaCHOCTH
KaK 0CHOBA ACATEILHOCTH

Coaep:xanne yueOHOT0 MaTEpHATIA
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apXHBOB 18 | IpaBoBas 3ammTa THIHOCTH, OOIMCCTBA, TOCYIAPCTBA OT HEAOOpOKauCCTBCHHOM HH(popManwnu. [TorsaTre 2
0 TOCYJApCTBEHHOU TaitHe. [lepeynn cBeACHUH, COCTABIAIOIIUX TOCY JAPCTBCHHYIO TAlHY .
PacnopsoxeHue CBEACHUSIMHE, COCTABILIFOIMMH TOCYAAPCTBEHHYIO TaHy. KoHTpoms 1 Haa3op 3a
00ECIICUCHUEM 3aIUTHI TOCY JAPCTBEHHOM TAWHBI B YCIOBHIX aPXHBHOM ICATCIHHOCTH.
MpaxkTuaeckne 3ansarus Ne 11-12
Bompocs! k CEMHHAPCKHUM 3aHATHAM
1. MadopManuonnas 0e30MaCHOCTh U HHPOPMAIIMOHHOE 3aKOHOAATEIBCTEO.
2. [IpaBo coOCTBEHHOCTH HA HH()OPMAIOHHBIC PECYPCHI.
3. IIpaBoBbic acniekTsl IHTEPHET.
4. TTpoOieMbl JIEKTPOHHOTO OITyOTMKOBAHKS IIPABOBBIX AKTOB U MEPEIAYN UX HA TOCYAAPCTBCHHOE XPAaHCHHE.
5. TaitHa u ipaBo. Buasl TaiiH.
6. ['ocyaapcTBeHHOE peryIMpoBaHue padOTHI C IEPCOHAIbHBIMH JAHHBIMH.
7. Ilepe4Hu CBeACHUI, COCTAB/LIIOMMX FOCYJAPCTBCHHYIO TAHHY, H CBEACHHUSA, KOTOPBIC HE MOTYT OTHOCHTBCA K
TOCYJAPCTBCHHOM TalHE.
3. [TpaBoBOIi pekuM KOMMEPUECKOH TaiHbI. OXpaHa KOMMEPUECKO TAHHBI.
Paspen 5 2
B3aumocBsi3b ApXUBHOTO
3aKOHOJATEILCTBA C
HOPMATHBHBIMH AKTAMH
CMEIKHBIX 0TpacJeit
Tema 5.1. Cojep:kanne yaeGHOro Marepuaia
B3anmocssise, apXuBHOro npasa 19 | B3auMOCBA3b APXMBHOTO 3AKOHOJATENBCTBA C HOPMATHBHBIMHE AKTAMHU CMEKHBIX OTPACTEH, 2
COCMERHLIVI OTRACTHMM VronosHbM 1 [ paKJaHCKHM KOAeKCaMu Poccuiickoit Oeaepariuu, mpoueccyarbHbIM
3aKOHOIATCIBCTBOM.
3akoHomaTembcTBO PD 00 aBTOPCKOM TpaBe M CMEXKHBIX MPABAX, O PYKOTMCHBIX OTAEIAX MY3CECB,
O6ubmoTEK, apXNBOB AKaneMuil Hayk PD.
Pasnen 6 2
ApXHBHOE 3AKOHO/IATeJIHLCTBO 32
pPVOEKOM,
Tema 6.1. Coaep:xanue yuedHOro MaTepuasia
ApxuBBI 32 pybexom 20 | TIpaBoBO€ PErYIMPOBAHKE APXHBHOTO JENA 3a PYOESIKOM. 2
Oprasu3anms 70CTyNa K JOKYMEHTAIbHOMY HACTICUIO YEIOBEUCCTBA 32 PYOCIKOM.
[TpaBoBbIEC ACTIEKTHI MEXK Y HAPOJHOTO IIEPEMEIICHIS ADXUBHBIX JOKYMCHTOB.
Bcero 64
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MYHHIUNAILHBIC APXUBBI H
APXHUBBI OPraHN3 AU

CamocrositesbHas padora npu m3ydennn MK 02.01 3

1. Munu-courHeHue «Mos POIOCIOBHASD. 2
2. CucreMaTHYECKOE BEICHHE TII0CCAPHS IT0 APXHUBHOMY ACIY
3. 3anoHeHHE TadmmIB! «cTopus pa3BUTHI apXUBHOTO Aeia B Poccum».

4. IToaroToBKa KOHCTICKTa MaTeprana «BimsiHne kKIaccu(puKamy JOKYMEHTOB H €7 B IIPEIeIaX apXUBHOTO (JOHIA HA COCTABJICHHUE APXUBHOM 3aITACID

5. [loaroToBKa COOOIICHHH IT0 TEMAM:

- «YHHKAJIbHBIC apXUBBI MHPa», «[lepBbIii coBeTCKHH apxuB», «PexuM padoTts! apxusa r.byrymma»

6. 3amonHeHHE TAOMUIBI «3apyOEKHOE M POCCHHCKOE apXHBHOC 3aKOHOJATEIBCTBO: 00IMee M 0COOCHHOE» (CPABHUTCIBHBIN AHAIN3 3AKOHOJATEIHCTBA
IP® ¢ moboti cTpaHOH MHPA)
7. [ToaroToBKa peeparos mo TeMam:

| «BO3HUKHOBEHUE apXUBHOTO Aeaa B PTy.

L «Oprann3auys BEICTABOK JOKYMEHTOB B apXHBE»

L «M3nanus apxuBoB PT - MeToau4deckas 1 HAy4YHas TUTEPATyPa»
™ «Karanoru u kaproTeku B cicteMe HCA apxviBa»

[ «MecTo H poITh Ty TEBOTUTENEH B CUCTEME HAYyTHO-CIIPABOYHOTO ammapara ApxusHoro ©oHzma PO».

[ «IIpoGema BO3HWKHOBEHWS AyOIeTHBIX TOKYMEHTOB TIPH c/lade MaTepraJioB B apX¥BY
[" «3ammTa rocyapcTBEHHOW TalfHbI B apXHBHBIX YCIOBHIX)

[" «IIpoGrema aBTOpCKOTO TIpaBa B HHTEPHETE
8. M3yueHne uTepaTyphl U CETEBIX MPOPHIBHBIX PECYPCOB.

9. U3yueHne u KOHCTIEKT HOPMATHBHOTO JOKYMEHTA Npuka3z MunncrepcTsa KyasTypsl P® ot 31 mapra 2015 roma Ne 526 «O0 yTBEp;KACHUM IPABHI
OpraHM3aIUK XPAHCHHS, KOMIUICKTOBAHHS , YUCTAa M HCIOJB30BAHMA JOKYMEHTOB ApxmsHOro ®onma Poccuiickoit ®enepanmu W APYTHX apXUBHBIX
ITOKYMEHTOB B OPraHaX rocyapCTBEHHOMN BJIACTH, OPTaHAX MECTHOTO CAMOYIPABICHHA U opranmsanmwex» , p.I, p.ILmm 2.1-2.13, pp. III-VII
10.ITocne mocemeHns apxusa r.byryiasMa - MOArOTOBKA OTYETA IO 3aPAHEE HAMEUCHHBIM BOIPOCAM
11.Pa3paboTka 1 3a1mura KOHICHINH, SKCIIO3UINN W CMETHI APXHBHOW BHICTABKH IT0 CAMOCTOATEILHO BEIOPAHHOW TCMATHKE.

12. CamocTosTeIpHAS Pa3paboTKa MPHKA3A H MOI0xSHAA 00 DK opranm3annu.
13.Koncmekt meroauueckoro Marepuana BBIHUM AT «TpedoBanus k 0(POPMICHHIO ApXHBHOTO ACIA»
14.CaMOCTOATCTbHAS MOATOTOBKA K MPAKTHICCKOMY 3aHATHEO PO MPOITUBKE (HA 3 W 4 MPOKOJIA) H NMCPLILICTY APXHBHOTO ACTA.
15.Pa3paboTka HOMCHKJIATYPBI OpraHm3anud ((PUPMBI), TOCY JAPCTBCHHON OPTaHU3ALMA B YACTH
APXMBOBCICHUSL.

MJK 02.02 64
T'ocynapcrBeHnsle,

Pazpen 1
T'ocyaapcrBeHHbie apXMBBI

Tema 1.1
Beeaenne

Coaep:xanne y9e0HOTO MaTepuaia
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1 IHPGZ[MGT, 00BCKT, COACpKAHUE U 3a7a49d Kypca. OCHOBHBIC MOHATHA. 2 1
Tema 1.2 Copaep:xanne y4e0HOTO MaTepuajia
Apxuenbiii donx Poccmiicioi 2 |ApxusHbIH QoHI Poccuiickoit @enepannu: HCTOPHUS U COBPEMCHHOCTb. 2 1
denepamun v = =
3 |ApxusHslit poug PO. Cocras ApxusHoro gouga PO. [IpaBoBoii cratyc rocy JapCTBEHHOH 1 2 1
4 [[Monoxenne o DexepanpHON apxuBHOH ciykOe P®. Apxusable QoHIbI, oTHOCAmHMECT kK DeneparbHOH 2 1
MpakTudeckoe 3ansitme Nel. 3akoHOJATeNbHAT M HOPMATHUBHO-TIPABOBAs 0a3a OTEUCCTBCHHOTO APXHUBHOTO 2
Imena Ha COBPEMEHHOM 3Tare (COCTABHUTH NEPEUCHb JOKYMEHTOB B PAOOUHNX TETPAIIX).
Tema 1.3. Coaep:xxanne y1e0HOT0 MaTEpHAIa 2
Opranmanmus padoTeI 0 5 |Oprarm3amus pabOTH H YIIPABICHAC TOCYIAPCTBCHHBIM APXHBOM. 2 1
VHIpaBJeHne rocy1apCTBEeHHBIM
APXUBOM 6 [Kmaccu(pukamms JOKyMCHTOB apXuBHOTO (poHAa PO. 2 1
7 |Kmaccu(uranust vHGOpMALHH, COACPKAIICHCS B JOKYMEHTAX. 2! 1
Mpakrudeckoe 3auaTue Ne 2
(OCHOBHBIC HOPMATHBHBIC JOKYMCHTHI II0 OPTaHW3alMH JCATCIPHOCTH apXWBA. YCTaB, IIOJIOXKCHUE O
CTPYKTYPHBIX TIOIPA3ACICHUSIX ApXUBA, AOJDKHOCTHBIC WHCTPYKIHH PAaOOTHHKOB apXuBa (OCHOBHBIC PA3Jciibl
ITOKYMEHTOB).
Tema 1.4. Coaep:ranne y9e0HOro MaTepuaia 6
®enepannpHoe apXUBHOE 8 | ®encpanpHOE apxuBHOE ar¢HTCTBO (PocapxuB) — peaepanbHBIH OpPTraH roCyIapCTBCHHOTO VIPABICHHAS 2
arenrcro (Pocapxus) — apxuBHbIM 1enoM B Poccuiickoit Deaeparmm. 1
(denepannunii opran Mpakrugeckne 3ansarusa Ne 3
TOCYAAPCTBEHHOTO YIPABJICHHS OCHOBHBIE 3a4a94 0 (I)yHI(I.[I/II/I qDe/:[epam,Horo APXUBHOTO ar¢HTCTBA 2
apXHBHLIM jie710M B P® IMpakTiyeckue 3ansitus Ne 4
Cerp (hemepanbHBIX TOCYAAPCTBEHHBIX apXUBOB Poccuu, Mx MecTo U pouib B cucrteme Pocapxuea
Tema 1.5. Copep:xanne y4e0HOT0 MaTepHaia
Opranmsanust J0KyMEHTOB 9 | Oprasmzamust fokyMeHT0B ApxusHoro (oHna Poccuiickoit @eaepanuu. [Ipu3naku opraHu3anuu 1
Apxusnoro gonxa P@® J0KyMeHTOB. DOHTHPOBAHNE APXHUBHBIX JOKYMCHTOB.
10 | ObecneueHne COXPAaHHOCTH JOKYMEHTOB apXHBA. YHUET JOKYMEHTOB B apXuBe. KOMIUICKTOBAaHHE apXHBa U 2 1

OKCHCPTHU3A HCHHOCTH JOKYMCHTOB.

[IpakTu4eckoe 3ansirue NeS.
HopMaTHBHBIC YCIOBHA XPAHCHUSA APXHBHBIX JOKYMECHTOB.
TpeOoBaHMs, MPEABABISIEMBIC K 3JAHIAM H OMEIICHISIM apXHBA.
PexuM XpaHeHHST JOKYMEHTOB: MPOTHBOIOKAPHBIN, OXPAHHBIN, CBETOBOH, TEMIIEPATYPHO-

Tema 1.6.
Hayuno-cripaBo4HsIii anmapar
apxuBa

Coaep:xanne y1e0HOT0 MATEpHATIA

11 | Ilonarue, CTPyKTypa, XapaKTEPUCTUKA CHCTEMBI HAYYHO-CIIPABOYHOTO amapaTa K JOKYMEHTAM apXHBA.

Mpakrudeckne 3ansarusa Ne 6
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[ TpHHIMITBI TOCTPOCHUS HAYYHO-CIPABOYHOTO AMMapaTta K JOKYMCHTAM apXHBa.
O0s13aTe IbHBIE APXHUBHBIC CIPABOYHUKH: OIMHCH, KATAJIOT, JOMOJTHUTC/IBHBIC APXUBHBIC CITPABOTHUKH: YKA3ATCIIH,
0030PBL.

Tema 1.7.
Hcnob30Banue J0KYMEHTOB
ApxuBHaoro gonaa

Conaep:xanne y9e0HOT0 MaTepHuaia

12 | IlpaBOBBIC OCHOBBI AOCTYIA K APXUBHBIM JOKyMeHTaM. MICIIOTB30BAHAE APXUBHBIX JOKYMECHTOB.

Poccniickoii ®egepanun [pakTugeckoe 3ausirue Ne7, 2
[MpaBuia mocTyma K apXUBHBIM JOKYMEHTAM B COOTBETCTBHH C COBPEMCHHBIM 3aKOHOJATCIHCTBOM 00 apXHBHOM
inene.
[TpuHIMIEI ¥ HATIPABICHI OCTYTIA K QPXUBHBIM JOKYMEHTAM.
(OcHOBHBIC ()OPMBI MACCOBOTO MCHOJIb30BAHMS APXUBHBIX JOKYMCHTOB.
Tema 1.8 Conep:xanne yuedHOT0 MaTepHasia
Hcropust HUSL U
CROp SRLIA 13  |[HMcropus co3maHug W JOKYMCHTAIBHBIC (DOHIBI HCKOTOPHIX TOCYAAPCTBCHHBIX APXUBOB. 2
JOKYMEHTAJTbHBIE (DOHIBI
HEKOTOPLIX TOCYAAPCTBEHHDIX 14 [Poccumiickuii TOCyJapCTBCHHBIH apXuB apeBHAX akToB (PTAJIA). 2
APXHBOB Cocyaapcreennsii apxus Poccutickoit @enepann (A PD).
MpakTudeckoe 3ansTue NeS, 2
Joxymentanbabie GoHasr [ BY «[ ocyaapcreennsiit apxus PT».
Paznen I1 22
BenoMcrBeHHBbIC APXUBBI
(apxuBBI OpraHu3aNmii).
IIpaBnia padoTsI APXHBOB
opranusanmii
Tema 2.1. Coaep:xanme y4e0HOT0 MaTepHaIa
OGLHE 110/10KeHHsT 15 [[Tomarue apxuBa OpraHu3auuy. BUabl apXUBOB. 2
(OcHOBHBIC 3a1a4d B ()Y HKIMH apXHBA, IIPABa, OTBETCTBEHHOCTb.
[pakTu4eckoe 3anaTue Ne 9
[MonoxxeHue 00 apXuBe: OCHOBHbIC PA3Aeibl JOKYMEHTA (HA OCHOBE MPHMEPHOTO monoxkeHus). [Ipoduns apxusa,
COCTAB XPAHIIINXCS JOKYMCHTOB. 2
Tema 2.2, Coaep:xanme y9e0HOT0 MaTepuaiIa
16 |HopMaruBHO-METOAMUYECKHE OCHOBBI 3KCTIEPTU3bI LCHHOCTH TOKYMEHTOB.
IKCIEPTH3A IEHHOCTN JOKYMEHTOB
OpraHu3amys MPOBEACHHUS SKCIEPTH3bI ICHHOCTH TOKYMCHTOB.
[TopsamoK MPOBEACHIUS YKCIIEPTU3BI IEHHOCTH JOKYMEHTOB, 0(pOPMICHHE PE3YIbTATOB IKCIICPTH3HI.
MpakTudeckoe 3aasitue Ne 10,11
Monoxenue 06 IITK Jlemapramenra mo genam apxueos PecryOmmku Tarapcran. AHaMIM3 OCHOBHBIX
4

HANPABJICHUHN JEATCIbHOCTH.
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Tema 2.3.

KomiutekToBanme apxusa

Coxep:xanne y9e0HOT0 MaTepuaia

17

Kommiekrosanue APXHBA. HcToUHHKH KOMIICKTOBAHUS dpXuBa

18

CocTaB JOKYMEHTOB, IIOJJIC;KAIIKX Iepeaayue B apxus. Homenknarypa ae. Iopsaaok (hopMupoBaHus
inen B opranmzaruy. TpeboBaHus K 0(OPMICHHIO 1ET, TPHHAMACMBIX B APXHB.

CocraBienue 1 0(hOPMIICHHE OIUCEH IEIL

MpakTaeckoe 3ausitue Ne 12
(CBOTHAS OTIHICH JICJI OPTAHM3AIMHA B TPEOOBAHMS K €€ COCTABICHHUIO (HAa MPHMEpPE OTHON 13
opranuzanuii r. byryisma).

Tema 2.4.

Ooecnieuenne COXpaHHOCTH
AOKYMCHTOB apxuBa

Coaep:xanne y9e0HOTO MaTepuaia

19.

CrucTeMa Mep 00CCTICUCHHS COXPAHHOCTH TOKYMCHTOB.

[TpeOoBaHMs K 30aHUSIM W MOMEIICHHUSM apXHBa. Pe>KuMBI XpaHEHHST JOKYMEHTOB. Pasmemenne
IMTOKYMEHTOB B XpaHWHInE. [1opsaok seinaun xem u3 Xpanuaum. Oco60 IEHHbBIC M YHAKAIBHBIC
ITOKYMCHTBI APXHBA.

MpakTmaeckoe 3ansrue Nel2,
(CBOTHAS OTIMCH JICJT OPTAHM3AIMH B TPEOOBAHMS K €€ COCTABJICHHIO (HA MPHMEPE OTHOM M3 OpraHu3aImi
r.byryasma).

Tema 2.5.

Opranuszanusi JOKYMEHTOB B apXnBe

Coaep:xanne y4e0HOTO MaTepuaia

20

JIOKyMCHTAIIHBIM ¥ aPXUBHBIN (POH OpraHU3aNH.
Opranuzauus JOKYMEHTOB B IIPEAciaxX apXHBHOIO (hoHIA.

Bcero:

64
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CamocrositesbHas padora npu mzyqennn MK 02.02

(O3HAKOMHTBCS C IOKYMECHTAMH, PErTIAMECHTHPYOIMMH apXUBHYIO ACATCILHOCT B Poccuiickoit Meneparmu:
1. Jdexpetsl, mpuaAThic COBETOM HAPOIHBIX KOMHCCAPOB: «O PCOPraHM3aliy W HCHTpaam3aund apxuBHOTro aema» (01.06.1918 r.); «O xpaHCHUH H
VHAYTOXXCHUH apXHBHBIX Ae» (22.04.1919 1.); «O ry0epHCKuX apxuBHBIX (poHmax» (30.01.19191.).
2. INocranosnenue [IpaBurenscTea Poccuiickoit deaepamuu ot 17.06.2004 «O OenepanbHOM apXHBHOM arcHTCTBEY, MOATOTOBUTH TEKCT TOKYMCHTA)|
7151 TIOCTOSTHHOH PabOTBHI.
3. PermaMeHT rOCYAApCTBEHHOTO PEECTPA YHUKAJNBHBIX JOKYMEHTOB (MOPAAOK BBIABJICHHA, YYETAd M COXPAHHOCTH YHHKAJNBHBIX JOKYMCHTOB
IApxusHOTO (poHIa Poccuiickoit deneparum).

1. deaepanpabii 3ak0H Ne 125-D3 ot 22.10.2004 1. «O0 apxusHOM Aeie B Poccutickoit @eneparmim.

5. OCHOBHBIC MTPaBUIIA PAOOTHI APXHBOB OPTaHM3ALHH,

[ToAroTOBHTH W OOCYIUTH HA 3AHATHIX:

1. ITpuMepHYFO TOJDKHOCTHYEO HHCTPYKIMIO pAaOOTHHKA aPXHBA, 3aKPEIILIONIYEO €r0 00s3aHHOCTH, IPABa, OTBETCTBEHHOCTb.

2. ITucpmerHy 10 nHpOpManmo 1o Teme: «['ocynapcTBeHHBIN apxus PT: HCTOPHS U COBPEMEHHOCTBY.

3. [TucepMeHHy 10 HHBOPMAIHIO IO TeMe: «] 0CyJapCTBEHHBIM apXHB JTOKYMEHTOB II0 ITYHOMY cocTaBy PT: HCTOPHS B COBPEMEHHOCTD.

1. TTucpmMeHHY 10 HH(OPMALHIO 10 TeMe «/lemapTaMeHT 1o aenaM apxusoB PT: HCTopust 1 COBPEMEHHOCTE.

5. TTonoxenne 00 apXuBe OAHOH W3 OpraHu3amii r.byryisMa (Mo BEIOOPY CTYACHTA), HATIPABIICHHE ACATCIBHOCTH, COCTAB XPAHAIINXCS TOKY MCHTOB,
6. ITonoxkerne 00 K «["ocynapcreenusiif apxus PT». OCHOBHBIC HAPABICHUS ACATCILHOCTH.

32

MK 02.03
MeToaMKa ¥ IPAKTHKA
APXHUBOBEACHUS

54

Breaenne 1. | OOBCKT H MPEAMET TCOPHH W MCTOIHKH APXHBOBCICHUSL.

Paznen I
HayuHb1€¢ 0CHOBBI POCCHIICKOT0
APXNUBOBCACHU S

Tema 1.1. Hayunsie 0CHOBBI Coaep:xanne yue0HOT0 MATEpHATIA

POCCHIICKOI0 APXHBOBEICHUS 2. TMouaTre 00 apXUBOBSACHUH KAK KOMIUICKCHOW HAYIHON TUCUHILINHC. [[pHHIUTIBI H HAYYIHEIC
METOIbI APXUBOBEICHHU.
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Paspen 11 10
Xpanenne u yuer apXuBHBIX
JAOKYMEHTOB
Tema 2.1. Copaep:xanne yue0HOT0 MaTepuaia
Opranmsanust Xxpanennst 3. | Opramm3anust TOKyMEHTOB B Ipeaenax apxuBHoro GoHzxa Poccuiickoit ®eneparu (epBbIi 2
JOKYMEHTOB ApXxuBHOTO (hoHa VYDOBCHBD).
Poccuiickoii @eaepanun 1 APYrux 4. | Opranam3anust JOKYMCHTOB B IIPEICIaX apXHUBOB (BTOPOH YPOBCHB).
APXHBHBIX T0KYMEHTOB Oprasu3anms JOKYMEHTOB B ITPEAcax apXuBHOTO (POHAA (TpeTHH 2
Tema 2.2 Coaep:xanmne yueOHOT0 MATEpHATIA
Opranmszanus y4yera 10KyMEeHTOB 5 | Tlouarue 06 yuere qokymeHTOB ApxuBHOTO (hoHAA Poccuiickoit deaepamum. 2
ApxusnHoro ¢onga Poccniicioii CucTeMa YICTHBIX
®enepanny U APYrux APXHBHBIX 6 | BeacHue yYETHBIX JOKYMECHTOB. 2
AOKYMEHTOB
MpaxkTnyeckoe 3ansirne Ne 1 2
[Nocemenne ApXHBHOTO OTAENA HCIOTHUTEILHOTO KOMHTETA ByTry IbMHHCKOTO MyHHIMNIATHHOTO PAHOHA
PT ¢ neapro 03HAKOMIICHHSA C TOPAIKOM BEICHUSA YIETa APXUBHBIX JOKYMEHTOB.
Paszpen IIL 10
KoMmnuiexkroBanne apxuson
APXHBHBLIMHI T0KYMEHTAMH
Tema 3.3 Coaep:xanmne yueOHOT0 MATEpHATIA
Opranmsanusi KOMILUIEKTOBAHNSA 7  [KoMmiexToBaHWE apXHBOB JOKYMEHTaMH ApxuBHOTO (hoHaa Poccuiickoit dexepanuu u APYTHMHU 2
APXHBOB TOKYMEHTAMH APXHBHOT0 ApPXUBHBIMHU TOKyMeHTaMu. [ToHATHE 0 KOMIDIEKTOBaHHH. ONpeeIcHIE HCTOUHNKOB
dbonna Poccniickoii @exepanun u KOMIUICKTOBaHM. OpraHu3anist KOMIUICKTOBAHHS.
CIREME EIEMEREINIG ISP MU [ DKCHepTH3a ICHHOCTH JOKYMEHTOB. [IoHATHE 00 SKCIEPTH3E IEHHOCTH TOKYMEHTOB. 321241
JKCTIEPTU3BI HIEHHOCTH TOKYMEHTOB. KpHTepru skciepTi3sI HIEHHOCTH TOKYMEHTOB. DKCIIEPTH3a 2
[CHHOCTH JTOKYMCHTOB IT0 ICPCHHSIM.
9  |OTb0p HA XpaHCHHE YHUKAILHBIX H 0CO00 IICHHBIX TOKYMEeHTOB. Opranu3anus
IIPOBEACHUS IKCTICPTU3bI ICHHOCTH TOKYMCHTOB. 2
MpaxkTrgeckne 3ansirusi Ne 2 2
[Mocemenne ApXHBHOTO OT/ICJIA HCIIOJHUTEILHOTO KOMHUTETA By Ty IBMHHCKOTO My HHITUIIATHHOTO PaiOHA
PT ¢ 1iensro 03HAKOMIICHHS C pabOTOH OTAEA BEIOMCTBEHHBIX APXHBOB C HCTOYHHKAMHA
[KOMITIEKTOBAHHSL.
Mpakruyeckue 3ausirusa Ne 3 2

[Mocemenne ApXHBHOTO OTACIA HCIOTHHTCIHEHOTO KOMHTETA By Ty TBMHHCKOTO MYHHIMITAJIEHOTO PafioHa
PT ¢ 1eTBr0 03HAKOMIICHHS C 30HOHM KOMIUICKTOBAHMS APXUBA U PA0OTOH MO KOMIUICKTOBAHHIO.
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Paspen IV. 26
CnpaBovHO-TIONCKOBBIE CPECTBA K
APXHUBHBIM TOKYMEHTAM (HAYIHO-
COPABOYHBII ATTIAPAT).
JocTyn K ApXHBHBIM TOKYMEHTAM H
WX HCIO.IHb30BAHHE
Tema 4.1. Copep:xanmne yueOHOT0 MATEpHATIA
CrpaBovHO-TIONCKOBHIC CPEICTBA 10 | ITonATHE O CHCTEME CIPABOYHO-TIOUCKOBBIX CPEACTB K APXHBHBIM JOKYMEHTAM. 2
K APXHBHLIM JOKYMEHTAM JupdepeHumpoBaHHbI MOIX0 K CO3IAHHIO CIPABOYHO -MMOUCKOBBIX CPCICTB.
(HAy4IHO-CIPABOYHBII ATITIAPAT) 11 | TTonsaTHS 00 OMUCAHHU TOKYMCHTOB U JCTL. 2
OmnwcH e, TOKYMCHTOB.
12 | MeTtoauka cOCTaBICHUS OMMCEH U HTOTOBBIX 3anmuceil. MeToAMKA COCTABICHUS CIIPABOYHOTO 2
anmapara K OIHCH.
13 | Cucrema katasioros B apxuse. [lyTeBoauremn 2
14 |JomomHuTe THHBIC CTIPABOTHO-MOUCKOBEIC CHCTEMEBI (CAC). O030pbI JOKYMCHTOB. Z
Ykazaremm. Temarnueckue mepeyHH JOKY MEHTOB U 0a3bI JAHHBIX.
MpakTudeckoe 3ausrue Ne 4
[Nocermenne ApXUBHOTO OT/IEJIA HCIIOJHUTEIFHOTO KOMHUTETA By Ty IBMHHCKOTO My HHITUIIATLHOTO PaiiOHA 2
PT, cmcTeMa katamoros, paboTa C MyTCBOIUTCIAMHE (TIOMCK JOKYMCHTHOM HH()DOPMAITH).
Tema 4.2. Copaep:xanmne yueOHOT0 MaTEpHaIa
Hcnons30BaHne apXHBHBIX 15| TlomsaTns 00 HCMOIB30BAHAH APXUBHBIX JOKYMEHTOB. Llemn HeToms30BaHI APXUBHBIX JOKYMECHTOB, 2
AORYMEHIOD 16| ®opMBI HCTIOIBL30BAHMS APXUBHBIX JOKYMEHTOB. YUET H QHATN3 UCIOIb30BAHMS APXUBHBIX
ITOKYMEHTOB 2
17( JocTyn K apXHBHBIM JOKYMECHTAM.
18|OcHOBBI apXUBHOH IBPHCTUKH. [ 1aTHEIE YCIYTH B apXHUBaX. 2
MpakTudeckne 3aasrusa NeS
[Nocermenue My3es ¢ IeTbI0 03HAKOMIICHHUS C PA0OTOH 0 HCIOIb30BAHUIO APXUBHBIX TOKYMCHTOB 2
MpakTryeckne 3anaTusa Ne6 2
Cocrasnenne HH()OPMALNH O IUIATHBIX YCIYTAX, MPEIOCTABIBIEMBIX TPAXKIAHAM (II0 MaTepHalaM,
PA3MEINEHHBIM HA CAUTAX FOCYJAPCTBEHHBIX ADXHUBOB).
MpakTuaeckne 3ansaTusa Ne7 2
[Nocemenne ApXUBHOTO OT/IEJIA HCIOTHUTEILHOTO KOMHUTETA ByTry IbBMHHCKOTO MyHHIMNIATHHOTO PAHOHA
PT ¢ mensro 03HAKOMICHHS ¢ padOTO MO HCIIOTHCHHEO COLHATBFHO-TTPABOBBIX 3aMPOCOB TPAXKIAH.
Pazgen v. 4

MapkeTuHr apxuBHBIX
JOKYMEHTOB M APXHBHOMH
HHpOpMAIHH
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Tema 5.1, Coaep:xanne yue0HOT0 MaTEpHAIa

MapkeruHT apXHBHBIX 19 | ITonsaTHE O MAPKETHHTE APXUBHBIX JOKYMEHTOB U apxuBHO# nH(popMaru. ConepkaHue apxXuBHOTO
JOKYMEHTOB 1 APXHBHOI1 MapketuHra. CTOMMOCTHAS OIICHKA apXUBHBIX JOKyMeHTOB B CCCP 2
HHpOpPMAIHH
20 | CromMocCTHAS OIICHKA APXUBHBIX JOKYMECHTOB M apXuBHOH HH(popMmanmu B Poccuiickoit Oeneparm 2
(1900-2000 r.r.). TToamenka» Kak OOBCKT KYILIH-TIPOIAXKH
Bceero: 54
Camocrositesbaas padora npu m3yqennn MK 02.03 27
1.Cocrasuth TaOIMIy JOKYMEHTOB, PETIIAMECHTHPYIOIIMMHE APXHUBHYIO JeITEIbHOCTD B Poccuiickoit @eaepanum. 4
2. CocTaBuTh TAOIWIY METOAWYECKHX JOKYMEHTOB, Pa3paboTaHHbIX [ ocyaapcreeHHBIM apxuBoM PO.PT 4
3.CocTaBuTh aHKETY MOJIH30BATEI PAOOTAOIIETO B YUTATIHHOM 3aJIC apXHBA. 3
4. TToArOTOBHTh COOOIIECHHS HA TEMY: 12
- JKCIepTH3a IEHHOCTH YTPABICHICCKUX JOKYMECHTOB M KOMIUICKTOBAHUH HMH TOCY JAPCTBCHHBIX APXHUBOB.
- CoBpeMeHHBIC TPOOJICMBI COCTOSHUS, COXPAHHOCTH, KOMIUICKTOBAHHS H UCHOIb30BaHus ApxuBHOro ¢ouaa Poccuiickoi
Deacpannn.
- McTounuky KOMILICKTOBAHUS TOCYJAPCTBCHHBIX APXUBOB (UCTOPUS U MICPCICKTHUBHI).
- ApXUBBI, UX TOCYAAPCTBCHHOE 3HAYCHHUE, COCTAB U YCTPOHCTRO.
- Co3naHne COBPEMCHHBIX apXUBHBIX CIPABOYHUKOB HA OCHOBE AU((EPEHIMPOBAHHOTO MOIXO0AA.
;]:hjw&}]{nﬂﬁ OTICHKH TOKVMEHTOR Arwmznm"n d\nnrm Pﬂ(‘(‘nﬁ(‘“ﬂﬁ d)P IENATINNT M UX CTNAXORAHUC
MJIK 02.04 60
Ofecnieuenne COXpaHHOCTH
JAOKYMEHTOB
Beenenne 2
Coaep:xanne yue0HOT0 MATEpHATIA 2
1. | LUenwn u 3agayn TucHUIUTHHEL [1poOmeMa «BeUHOTO XPaHCHHA» JOKYMCHTOB. HOpMaTHBHO-
mpaBoBas u MeTommdeckast 6a3a mo qucoummuHe. [OCTH
Pemrenne 3ana4un o0ecnieYeHHsI COXPAHHOCTH JOKYMEHTOB B YCIOBHSIX apXHBA
Paznenl 4
JIOKYMEHT KaK MATEPHAJILHBII
00beKT
Tema 1.1. lokymenr u ero Cojep:xanue y4eGHOro MaTepuaIa 2
cpoiicTBa. Bunonoe 2. | JIOKYMEHT KaK MATEPHATBHBIH 00BCKT. B3aumoneCcTBHE HOCHTENS HHDOPMALHH U
pasHooGpasne HH(OPMAIMOHHBIX 3HAKOB, HX BIUAHHC HA COXPAHHOCTD
AOKYMEHTOB JoxkymeHTanun OcHOBHBIE (DAKTOPBI, BISIFOIINE HA CTAPCHAE Oy MAarH.
VYracanue Texcta byMakHbIil JOKyMEHT. MaIIUHOIMCHBI JOKYMCHT.
®dororpadua. MarautHas 3aMUCh. MATHATHBIC XPAHATCITH
uHpOpMAaIHH.
Tema 1.2. Jesiresibnocts HI n Coaep:xanne yueOHOT0 MATEpHAIa 2
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APYrux
OPraHm3aAIMii o pa3padoTie
npPooJIeMbI COXPAHHOCTH

3. | HesremsrocTs BHUMIAJL, HayuHO-HCCICIOBATCIBCKOTO IICHTPA KOHCCPBALIMHA H
pecraBpanmn  mokymeHToB (HULIKMP/l) B Poccmiickoit roCcymapcTBCHHOH OHONHOTEKE IO
pa3paboTke MPOOJICMBI CTAPCHUSA JOKYMCHTOB, CO3JAHHSA JOJNTOBCYHBIX BHIOB OyMArwd,

AU MEHEY TEXHOJOTHI KOHCEPBALIUU.
JuppepcHumpoBanHubii  mOaX0A K OOCCICUCHHIO  COXPAHHOCTH
Pasznen 2 18
Co3zxanue ycaoBmii 17151 XPAHCHHA
AOKYMEHTOB
Tema 2.1. Coaepzxanue yue0HOro MaTepuaia
Pexuvbl XpaHeHusi JOKYMEHTOBB [ 4 | XpaHeHHe JOKYMEHTOB B YCIOBHAX APXHBA
apxmBe u ero o6opyroBanme TpeboBanus kK MIOMEHICHUIO apXuBa. [[0HATHE OXPAHHOTO PE:KUMA.
DJCKTPO- H MPOTHBOMOKAPHOE 000PYIOBAHHUE. 2
O06opyaoBaHHe apXuBa
5. | TemmepaTypHO-BIa)KHOCTHBIH pSKUM. ApXuBHAS KimMarosorus. [Tapamerpsr. [TpuOopsr. 2
CaHuTapHO-TUTHE HIUECKUI pexkuM. bopp0a ¢ OHoIormecKuMH BpeIUTEIIMH.
CBeTOBOH peXkuM
CoBpeMeHHbIE TPHOOPBI
[pakTudeckne 3aasirusa Ne 1 2
M3yunts pexxumbl padoTs! apxusa. [IpoTuBomnoxkapHas 3anmra apxusa. COBPEMEHHBIC METOIBI.
Mpakrudeckue 3ausirusa Ne 2
B apxmBe mM3y4UHMTh CBETOBOHM PEKHMM, TEMIICPATYPHBIH PEKUM, CAHHTAPHO-THIHEHHYECKMH. COCTAaBUTH 2
TaOJIHIy TApaMETPOB.
Tema 2.2 Coaep:xranme yueOHOT0 MATEpHaIa
IMoBpexaenne A0KYMEHTOB H 6. | MexaHHUYECKHE IOBPEKACHH S TOKYMEHTOB, UX IIPUYHHBL. 2
METO/bI HX COXPAHEeHHS XHUMHUECKAE TOBPEKACHUSI JOKYMEHTOB, HX IIPUYHHBI.
Buonormieckue MOBPEKACHAUS JOKYMEHTOB, HX TIPHIHHEL
[TapaMeTpsl yueTa HOBPEKACHHBIX TOKYMEHTOB.
7. | OcobeHHOCTH PO (DMIAKTHKH HOBPSKICHAH JOKYMECHTOB. METOIBI COXPAHCHHA: AC3HH (DCKIIHA.
Jle3uHcekums. 2
MpakTiyeckne sanarusi Ne 3 2
Mexanuueckue OBPEKACHAS KaK OTHA U3 TIPHYIHH PA3pyLICHHUS TOKYMCHTOB.
JleCTPYKIMS MATEPHATIBHOTO HOCUTEJIA ITOJ] BO3ACHCTBHEM XHMHUYCCKUX TIOBPEKACHUH.
[Ipaxkruyeckne 3ansirust Ne 4 2

CoCTaBICHHE PECTABPAIMOHHOTO 3aIaHHUA HA TIOBPSKICHHBIN JOKYMCHT (MHIUBHIYAJTbHBIC 3aIAHIT).

Tema 2.3

Copep:xanne yuefHOT0 MATEpHATIA
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OcHoBbI KOHCEPBAIIH 1
pecraBpanyui 10KyMeHTOB

OCHOBBI KOHCEPBALMH JOKYMCHTOB: PEKUM XPAHSHIL, CTAOMIM3ALIS M PECTABPALIHSL
Crabmmm3anmsi JOKYMECHTOB HA TPATHIMOHHBIX M TEXHOTPOHHBIX HOCHTEILIX 10 OTHOIICHHIO K
pa3nugHBIM BUAAM (DAKTOPOB.

YCIoBUS XUMHICCKOH CTA0OHTH3AHH TCKCTA.
ITonATHE O pecTaBpalK U KOHCEPBALIMH APXUBHBIX JOKYMEHTOB. TEXHOIOTHH.
Hogeiimue pa3padoTku B 001aCTH KOHCCPBHPOBAHUS H PSCTABPALINH JOKYMCHTOB.

10

Tema 3.1. Hlocrymienne
JOKYMCHTOB HA XPAHCHHC B
apxuB

Coaep:xanune yueOHOT0 MATEPHATIA

9.

[Tpobnema obecnieueHusT COXPAHHOCTH TOKYMEHTOB IPH MX MOMEIICHUN B APXUB

TpeboBaHMs K JOKYMEHTAM, HOCTYIAIONIMM HAa XPAHCHHE.

OmnpenencHre 0COOCHHOCTEH (PH3MIECKOTO W TEXHHUECKOTO COCTOSIHAS JOKYMECHTOB IIPH PHEME HA
XPaHCHHC.

INpoBepka HANHYNA B COXPAHHOCTH ACT. JIOKYMCHTATHSL.

Mpakruueckoe 3ansaTue Ne 5
OnpenencHne 0COOCHHOCTCH (PH3HUICCKOTO H TEXHHYICCKOTO COCTOSHHA TOKYMEHTA (TI0 HHAWBHIYATbHBIM
3aJaHUAM)

Tema 3.2.
Pasmenienue JOKYMEHTOB B
XPAaHHJTATIE

Coaep:xanne yue0HOT0 MATEPHATIA

10.

Pasmemenne 1oxkyMeHTOB B XpaHmwtuie. HopmarusHas 6a3a («[Ipasuna opranu3anun
XPaHCHHA . .. »)

PanuoHaabHBIH OPSAJOK PA3MEILCHUSL.

Tomorpaduposanue. Tonorpaduicckue yKazaTeH.

O(opmacHHAE APIBIKOB KOPOOOK, CTCIIAKCH 1 KAa(OB.

Tema 3.3.
Mopsaaok BLIIAYMH JOKYMEHTOB 03
XPAHIINATL, TPAHCIOPTHPOBAHIE T
VIAKOBKA

Coaep:xanne yue0HOT0 MaTEpHaIa

11.

OOmwme TpeboBaHMS K OPSIAKY BBIIAYH APXHBHBIX TOKYMEHTOB W3 apXHUBOXpaHmMI. Llenun
BBLIAYH.

VYuer aBwKCHUS TOKYMCHTOB M IIOPSIOK BBIJAYHN B UATATIbHBIN 341, pabotuyi0 KOMHATY COTPYIHUKAM
apxuBa, BO BPEMEHHOE MOJIb30BAHHE, HA BHICTABKY, /11 BPEMEHHOTIO BBIBO3Aa 32 PyOeXK.
TpaHcnOpTHPOBKA H YIIAKOBKA.

12.

HpI/I‘{I/IHBI O0TKa3a B BbIAAYC AC, CBA3AHHBIC C HX (I)I/ISI/IKO -XHMHYECKHM COCTOSIHHEM H 00€CIICUCHUEM
COXPaHHOCTH

IMpoBeacHHUE KOHTPOIIT 33 COXPAHHOCTHIO APXHBHEIX JOKYMCHTOB. [1opsaaok BosppameHuI AJl B
XPAHUITHIIC
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Paznen 4
IIpoBepra HAIMYMS U COCTOSTHUS
Je

12

Tema 4.1.

Coaep:xanune yueOHOT0 MATEPHATIA

Mponepxa mammamst u COCTOSHUA 13 T 33 1aup npOBEPKH HATHUMS G B XPAHWIHILE, ICPHOMIHOCTS 6C MPOBEICHHSL. 2
A1 B XpaHAIATIE [Nopsox IpoOBEACHNUS MPOBEPKY HATHYHS H COCTOSHU 161 B XpaHummie. O(opMIcHHE akTa
MPOBCPKH.
14. | TIposepra TEXHHUECKOTO M (PHBHKO-XHMHIECKOTO COCTOAHHSA APXHBHOTO JIETA.
TMopsaok npoBeACHUS PO3BICKA ACTL. 2
ITopanok CHATHA € y4eTa JOKYMEHTOB, HE HAWACHHBIX B XOA€ MPOBEPKH
OOlecneueHNE COXPAHHOCTH TOKYMEHTOB ITPH H3MECHEHHHU (DOPMBI X COOCTBEHHOCTH
[pakTuyeckne 3anarusa Ne 6
O(popMiICHIE JOKYMCHTOB MOCIC MPOBESPKH COCTOSIHHA H HAJTHYHS JCIL. 2
[pakTuyaeckne 3aasaTusi Ne 7 2
[MpreM OKYMEHTA HA XpaHECHHE-OMPEACICHIHE 0COOCHHOCTCH COCTOSHUAL
[pakTudeckne 3anarns Ne 8 2
Tonorpaduueckasd CTPYKTYpa apXuBa.
Tema 4.2, Copaep:xanne y1e0HOT0 MATEpHATIA
Xpanenne B apxuse 0c060 15. | TlonsTre 06 0c060 HEHHBIX ACTAX. 2
TEHHEIX NORKYMEHT 08 OmnpefeneHue HX cOcTaBa, yueT u xpanenue OCJ]
Paspen 5 14
CrpaxoBoii poua n donn
N0JIB30BAHMS
Tema 5.1. Coaep:xanne y1e0HOT0 MATEpHATIA
Cospanme crpaxosoro ponga 16 | INonsarume crpaxosoro (oxma. COHI MOTH30BATEILL.
[NoaroToBka ae k mepesade Ha CTPax0BOE KOMMUPOBAHHUE. 2
Pernament [NocpeecTpa yHHKATEHBIX JOKYMCHTOB. PeecTp omuceit AD PO,
Opranm3anug padoT Mo MUKPO(DIIIBMHPOBAHHIO H OIIH(PPOBAHHIO.
Yuer ctpaxoBoro (poHga
Tema S.2. Coaep:xanue yuedHOro Marepuaia
OcHOBBI JEHEKHOIT OMEHKH 17 | JOKYMEHTSI, MOANIEHKALIME CTPAXOBAHHIO. 2
CTPAXOBLIX TOKYMCHTOB TMopsaaox 0hopMICHHS PE3y TbTATOB CTPAXOBOM OLCHKH
Tema 5.3. Coaep:xanne y1e0HOT0 MaTEepIaIa
Ofecnievenne COXpaHHOCTH 18 [[lonATHe 0 Upe3BBIYANHBIX CUTYAUHAX. [[TaHBI KOHKPETHBIX MEPOIPUATHHA APXHBOB IPH
APXHBHBIX e B ycaosusax UC Bo3HHKHOBeHUH YC. DBaKyauus JOKyMCHTOB. 2

CocraBneane UHCTPYKIHH 0 MEpaxX MOKApHOH OC30TMACHOCTH APXHBA.

[leticTBust ipu Bo3HHKHOBEHHH YUC.
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[IpakTuyeckoe 3ausTre Ne 9 2
CocrapneHue IIaHa 3BaKyalun JOKyMeHToB pu YUC.
Cocrasnenue MHCTPYKIIUK MO TOKAPHOU 0€30MACHOCTH apXUBA OPraHHU3aIMU
Tema 5.4. Coaep:xanne y1e0HOT0 MATEpHATIA
Pojib BEIOMCTBEHHBIX APXHBOB B 19 | Poxp BeZOMCTBEHHOTO apXHBAa B 00CCIICUCHHH COXPAHHOCTH TOKYMCHTOB
o0ecniedeHnH COXPAHHOCTH JleATeIbHOCTS apXHBA OPTAHM3ALNH IT0 00CCIICUCHIIO COXPAHHOCTH TOKY MCHTOB 2
AOKYMEHTOB BzanmoaercTBIE apXHBOB C HCTOYHUKAMHA KOMIUICKTOBAHI
[MpaxTnyeckoe 3ansirue Ne 10
[Nocemenune apxuea. B3anMoreHCTBHE APXUBOB C HICTOYHHKAMH KOMIUICKTOBAHMS
Tema 5.5. Coaep:xranne yuefHOT0 MaTepuaia
IIpodaema coxpannocTH 20 | ITpoOneMbI COXPAaHHOCTH TOKYMEHTOB B HAIIC BPEML. 2
JOKYMEHTOB HA COBPEMEHHOM XapaKkTepuUCTHKA APXUBHOTO 3aKOHOAATEILCTBA HA YPOBHE CyOBeKkTa PO.
JTamne Cocrostane apxusHoii cpepsr PT.
BCEro 60
30
Camocrositesnaast padora npn mzyqennn MJK 02.04
1. Beaenus rnoccapus N0 TEPMUHOJIOTHH «COXPAHHOCTB JOKYMEHTOBY. 4
2. Cocrasuth TaOuy «l[lepeucHb THUMOBBIX YIPABICHUYCCKUX TOKYMCHTOBY. 4
3. Odopmurs Tabmuiy «PU3HKO-XUMHICCKUC H OHOTOTHYCCKHUE (DAKTOPHI pa3pyIICHH JOKYMEHTOBY 4
4. Cocrasurs nokman «Pexomenganmu BHUMJIA/] 10 KOMITIEKTOBAHUIO, YUETY W OPTAHU3ALMHI XPAHCHHUS 3JICKTPOHHBIX APXHUBHBIX 2
JOKYMEHTOB B TOCYJAPCTBEHHBIX U MYy HALIMIIAIbHBIX APXHBAX)
5.CocTaBuTh CIHCOK JINTEPATYPHI M MPO(PHUIBHBIX CETEBBIX PECYPCOB 2
6.Cocrasurs npe3eHTanuro mo Teme CoBpeMEHHOE 000PYA0BAHHE B APXHBE 4
7 [oAroToBKa COOOIICHHH IO TEMAaM: 10

~XHUMHICCKHAC MOBPCIKACHAA TOKYMCHTOB

-OCHOBHBIC OHOTOTHUCCKUC BPCIUTCIIH
-CAHUTAPHO-TUTHCHUYCCKHUN PEKUM aPXHUBA

-00eCIeYeHIE COXPAHHOCTH 0CO00 IIEHHBIX JOKYMEHTOB ApXHBA
- MHKPOKJIMMAT COBPEMEHHOTO apXHUBA
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Yuednas npakruxa (no npouiaio cnennaaT-HOCT)

36

3aKOHOATEIHHBIC H HOPMATHBHO-METOJMUCCKAC JOKYMEHTHI B 00JIACTH apXHBHOTO JIENA.
- O3HaKOMIICHHE C (heIepaTbHBIM W PETHOHAIBHBIM APXUBHBIM 3aKOHOJATEILCTBOM. COCTaBICHHE TAOIMIBI C AHATH30M HOPMATHBHBIX JOKYMCHTOB.
- O3HAKOMJICHHE U C TIOPSIIKOM MPEIOCTABICHHUS JOCTYTIA TPAXKIAH K ADXUBHBIM JOKYMEHTAM H €TO COCTABJICHHE.
Oprassl YIIPaBICHUS APXUBHBIM JCIIOM.
- 3yueHne CTpyKTYpBI OPraHoB yrpaBicHusI apxusaMu. COCTaBUTH CTPYKTYPY OPTaHOB YIIPABICHUSI APXUBAMHU.
-M3yucHue cucteMbl (heaepatbHO apXuBHOM CITy KObI PoccHu.
"oCyAapCTBCHHBIC, MYHHULIMIATBHbIC APXUBBI H APXHUBLI OPraHU3AIHIA
- aydenue CTpyKTyphl TOCY IaPCTBEHHOTO, MYHHIMITAILHOTO apxuBa. M3ydenuit (DyHKITHE 1 3a1a4 apXuBa OPTaHU3aLH.
- syueHHe MoaoKeHUH OTACTIOB apXuBOB M3yueHHE JOJDKHOCTHBIX MHCTPYKLIMHA 3aBSAYIOIICTO APXUBOM U apXUBapUyca
-M3ydeHust TOI0KEHHS O TIOCTOSHHO JCHCTBYIOIIEH 3KCTIEPTHON KOMUCCHH. O3HAKOMIICHHE C OpTaHM3aIeit paboT Mo SKCIIEPTH3ES LICHHOCTH
ITOKYMEHTOB.
OpraHu3aumg 1 MCTOIUKA PAOOTHI MO KIACCH(PHKAMHAM JOKYMCHTOB B APXHBAX
-M3yueHne mopsaaka Kiaccu()uKAMU APXUBHBIX JOKYMEHTOB
- IIpoBeacHNE CHCTEMATH3AUH JCT.
- O3HAKOMJICHHE C TIPABHJIAMH PA3MEIICHI €T B ApXUBOXPAHWIIUILC
lMoaroroBka K MEpeIayuy AT OPraHN3ALUH B APXHUB.
- V3yueHne onmucanus JOKYMEHTOB U e O3HaKOMICHHE ¢ 0(opMIICHHEM 00JI0KKH AeTa.
- M3yucHre mopaaKa BEIIAYH JOKYMCHTOB
M3yucHue peskuMOB XpaHEHHS AJOKyMEHTOB. O3HAKOMIICHHUE C PA3MEIICHUEM TIOKYMEHTOB B apXHBC.

IMpom3BoacTBeHHASI MPAKTHAKA (10 MPOQITIO CIEMIATLHOCTH) HTOTOBAS M0 MOIYJTIO.
BoinoJjinenne HHAMBHUAYAILHBIX 3aJAHUI

'YdacTBOBATH B padOTE MO HKCIEPTH3E ICHHOCTH JOKYMEHTOB B COOTBETCTBHH C ACHCTBYIOIIMMH 3aKOHOJATETbHBIMU AKTAMH H HOPMATHBAMH.
Bectr paboTy B CHCTEMAX 3ICKTPOHHOTO JOKYMESHTO000pOTA

'YuacTBOBaTh B pa3padOTKe TabEIeH W MHBIX CIIPABOYHBIX JOKYMEHTAX OPTaHHU3AIUA

OpraHu30BaTh NPHEM U PALHOHAIBHOE PA3MEIICHHE TOKYMCHTOB B APXUBE (B TOM YHCJIC JOKYMCHTOB IO TUYHOMY COCTABY).

O3HAKOMHTBCS C YISTOM COXPAHHOCTH JOKYMCHTOB B APXHB

OpraHu30BaTh UCHOJIB30BAHAC APXUBHBIX JOKYMCHTOB B HAYYHBIX, CIIPABOYHBIX H MPAKTHYCCKHX LETIIX

OCYIIECTBIATh OPTAHH3AIHOHHO - METOAMYCCKOEC PYKOBOACTBO M KOHTPOJb 3a paboTOM apXmBa OPraHH3allMH H 3a OPraHU3alucii JOKYMCHTOB B
ITeTOTIPOM3BOACTBE.

OpraHu3oBaTh JOKYMCHTALIHOHHOC OOCCIICUCHHE YHPABICHHA U APXMBHOTO JeNa C HMCIOJb30BAHHEM NPOTPAMMHBIX CPEACTB yUETA, XPAHCHHU,
00pabOTKH U MOUCKA JOKYMCHTOB.

NN e
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4.YCJIOBUS PEAJIMBAINU ITPOPECCUOHAJIBHOT' O
MO VJIA
4.1. TpeGoBaHusI K MUHUMAJILHOMY MATEPHAJIBbHO —
TEXHHYECKOMY 00eCre4eHH 0

Peanuzammss  nmpodecCHOHATBHOTO  MOAYJSL  OPEANONAracT  HajJudue
y4eOHBIX  KaOMHETOB  «/{OKyMEHTAMOHHOE  OOECNEUYECHUE  YIPaBJICHUSDY,
«[IpaBoBoe oOecneyeHne MNPOPECCHOHATBHON  ACATENBHOCTH» M yueOHas
KaHUEspus (Ciry>k0a JOKYMEHTALIMOHHOTO 00ECIICYEH S YIIPABICHUS ).

OOopynoBanue ydeOHOTO KaOumHeTa M paboumx MeCT KaOuHeTa
JOKYMEHTALMOHHOTO 00ECIICUEHUs YITPaBICHUS:

- paboure CTOJIBI U CTYJNbS 7151 O0yUYarOLINXCS,

- pabouMii CTOJ ¥ CTYJI JUIsl MPEMOJABATENIS,

- KOMILIEKT OJTAHKOB TOKYMCHTALIWN.

- KOMITIEKT Y4eOHO-METOAMYECKON TOKYMEHTALUH.

TexHuueCcKue cpeacTsa 0OyYCHHUS:

- MYJIbTUMEIUHHBINA IIPOEKTOP;

- HOYTOYK.

OOopynoBanue ydyeOHOro kaOuHeTa M pabouux MeCcT KaOuHeTa
WH(OPMALMOHHBIX TEXHOJIOTHI B MPOPECCHOHAIBHOMN NEATEIBHOCTH

- KOMITBIOTEP;

- IPUHTEP;

- MYJIbTUMEITUHHBINA IPOEKTOP;

- MporpaMMHO€E o0ecreyeHne o0mero U npoheCCuOHANBHOTO HA3HAYECHMS,

- KOMITIEKT Y4eOHO-METOAMYECKON TOKYMEHTALNY,

- KOMILIEKT OJTAHKOB TOKYMCHTALIWN.

Peanuzanmss mpodeCcCHOHAIBHOIO MOAYJS MPEANONaracT 00s3aTeNIbHYIO
NPOU3BOJACTBEHHYIO (Y4€OHYI0) MPAKTHKY, KOTOPYIO PEKOMEHIYETCS MPOBOIUTH
KOHUEHTPUPOBAHHO B PA3JIMYHBIX YUYPEKIACHUIX, OPraHU3alUsaX, MPEANPHITHAIX
ropoaa.

4.2. MadgopmanmnonHoe odecnevyeHue 00y4eHus

[lepedyeHp pPEKOMEHAYEMBIX YYEOHBIX W3daHW, HMHTEpHET — pPECypcos,
JOTIOJTHUTEIIBHON JINTEPATYPBI

HopmaTuBHO-paBoBbI€ AKThI

1.T'OCT P 7.0.8-2013 1enonpor3BOACTBO U apXUBHOE AEN0. TepMUHBI 1

OTIPECIICHHUS.

2. ®enepanbHblil 3akoH «O0 apxuBHOM jeie B Pocculickoi denepanyiny ot
22

okTsi0pst 2004 r.Ne 125-D3

3. llonmoxenue o  @DenecpalbHOM  aApPXMBHOM  areHTCTBE.  YTB.
ITocranoBiieHHEM

[TpaBurenscTBa Poccuiickoi @enepaunu ot 17 urons 2004 r. Ne 290.

4. TlpaBuna OpraHM3anuy, XpaHEHUs, KOMIUICKTOBAHMUS, Vy4Ye€Ta |
UCIOJIb30BaHUsl TOKyMEHTOB ApxuBHoro (onaa Poccuiickoii ®denepaunu u
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OPYIUX apXUBHBIX JOKYMEHTOB B OpraHax IOCYJapCTBEHHON BJIACTH, OpraHax
MECTHOI0 caMOoympasicHus W opraHusarusax. [Ipukas MuHHCTEPCTBA KYJIBTYPHI
P® No 526 ot 31 mapra 2015 rona

5. IlpumepHas HOMEHKIIATypa Aejl MyHULUIAIBHOTO apXHUBa.

OCHOBHBIC HCTOYHHKH:

1. bacakoB, M.H. JlIokyMEHTalIMOHHOE 0OECTICUEHHE YIPABIEHUS ( €

ocHOBaMu apxuBoBejacHus) [Tekcr]|: Yueb. mocodue / M. bacakos. - M.:
Kuaopyc, 2019. - 216 c¢. + Ilpunoxkenue. - (HawampHoe wu cpeanee
npodeccuonanbHoe oopazoanue). - PYMO. - ISBN 978-5-406-02509-3

2. TlepcuanoB, B.B. DnekTpoHHOE OPUCHOE AECTOMPOU3BOJCTBO. YUCOHUK
/ B.B. Tlepcuanos, E.3. Kupeera, M.H. Kazakosa. - M.; bepnun: J{upekT-

Memma, 2016. - 326 c.: un. - bubmorp. B k. - ISBN 978-5-4475-6215-1;
To ke [ OnexTpoHHBIH pecypc].

-URL:  http://biblioclub.rw/index.php?  Page =  book&id=434743
(25.03.2016).

3. Muxainos, KO.M. Jluunble pena COTPYAHUKOB KOMIIAHWM. KAk
OPaBWILHO OQOPMIIATH, BECTM M XPaHUTh. MpakThueckoe mnocobue / HO.M.
MuxaiinoB. - M.; bepaun: lupexkr-Memma, 2018. - 160 c.: un. - bubmmorp. B
KH. - [SBN

978-5-4475-1870-7; To e [DnekTponnsiid pecypc]. - URL:

http://biblioclub.ru/index. php?page=book&1d=253691
(25.03.2016).

JIOMOJTHUTE/IbHBIEC HCTOYHUKH:

1. ITmenko, A.B. JIOKyMEHTalHOHHOE O0ECNIEYCHHUE YITPABJICHUS:

[Tpaktukym [Tekcr]: Yued. mocodue / A.B. [lmenko. - 3-¢ u3n..crep. - M.:
Axkanemus, 2012. - 160 c. + Ilpunoxenue. - (CI1O). - PYMO. - ISBN 978-5-

7695-8942-3

2. Auapeera, B.1. Jlemonpon3BoICTBO: OpraHu3aius u BeacHue [ Tekcr):

yueO.-npakt. nocodue / B.U. Anuapeesa. - 5-¢ uzn., nepepad. - M.: Knopyec,

2016. - 296 c. + [Ipunoxxenus. - [SBN 978-5-406-04540-4

3. Ky3nenos, M. H. JlokymeHTaumOHHOE 00ECIEYEHUE YIIPABJICHHUS U
nenonpou3BoAcTBO [Tekct]: YueOnuk nns OakanaspoB / U.H. Ky3nenos. - M.:
FOpaiit, 2012. - 576 ¢. + TepmuHOB + [Ipunokenus. - (bakanasp.

Bazoseiii kype). - PMO. - ISBN 978-5-9916-2123-6

4. lyneruna, M.B. ApxuBoBeacHue: yueOHoe nocodue / M.B. Illynwruna;
MunucTtepcTBO 00pa3oBanus U Hayku Poccuiickoii deaepanum,

DdenepalibHOE TOCYJAPCTBEHHOE aBTOHOMHOE 00pa30BATENIbHOE YUPEKACHUE
BBICIIETO  MPO(ECCHOHANBHOTO  OOpasoBaHus «CeBepHbI  (APKTHYECKHIA)
benepanbHbiii yHuBepcuter uMenn M.B. JlomoHocoBay. - ApxaHrenbck: M]]
CADY, 2014. - 233 c.: Tabn., ni. - ISBN 978-5-261-00937-5; To xe

[DnexTponnsiii pecypce]. - URL:

http://biblioclub.ru/index. php?page=book&i1d=312311 (25.03.2016).

5. SlukoBuy, II1.A. Jlenonpou3BoACTBO B KaApoBo#l ciykOe: yueOnuk / 111 A.
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SukoBuu. - M.: IOnutH-/lana, 2015. - 161 c. - bubmmorp.: c. 112. - ISBN 5-238-
01076-1; To ke [OnexTponnsiil pecypc]. - URL:
http://biblioclub.ru/index. php?page=book&i1d=119021 (25.03.2016).

HNuTepHer — pecypcenl:

1. http://www.vniidad.ru/ - Bcepoccuiickuii HayYHO-HCCAEN0BATEIBCKHIA

WHCTUTYT TOKYMEHTOBEICHUS M apXHUBHOTO Jejia

2. http://elibrary.ru/ - HayyHas anekTpoHHas OuOIuoTeka

3. http://www.edu.ru/ - Poccuiickoe oOpa3oBanue: eaepaibHbiii 0OpazoBa-

TEJIBHBIN TOPTa

4. http://www.alleng.tv/ - Bcem, Kro yuutcss (y4eOHBIE MAaTepUabl,
pa3u4HbIC yYEOHBIE MTOCOOHS)

5. http: // www.edourw/ - TEHTP KOMMETEHIIMM TO BOMpOcam
JOKYMEHTAIMOHHOTO 0OECTIEUeHUsI YIIPABJICHUS U apXUBHOIO JAeja

6. http://delo-ved.tu/- 0Opasibl JOKYMEHTOB

7. http://www.sekretariat.ru/document/office work.php - Ilopran nns
pykoBoautenei ciyx0 IOV u cekperapeii Bcex ypoBHEHR

8. http://www.rusarchives.ru/ -Pocapxus

4.3. O0mmue TpedOBaHUs K OPraHu3anuu 00pa30BaTeJILHOIO Mpouecca

[Tporpamma mpodeccroHaIbHOro MoayJist Opranu3anus apXuBHOW H

CMPaBOYHO-UH(POPMALMOHHON PabOThl MO JOKYMEHTaM OpraHu3aluu
pealu3yercs B TEYEHWE S5-ro, 6-ro cemMecTpoB (Ha 0Oaze OOIIEro CpPeAHEro
oOpazoBaHHusl) Kypca 00yYEHUH.

OOpazoBarebHOE YUPEKIACHHUE JOHKHO pachosiaratb MaTepHaIbHO-

TEXHMYECKOH  0a3o0i, 00ecneunBarleii TNPOBEACHUE BCEX  BHIOB
MPAaKTUYECKUX 3aHATHH, MEKIUCUUIIIMHAPHOA W MOAYJIBHOW IOJATOTOBKH,
OPEIYCMOTPEHHBIX MACOPTOM MOy, MaTepualibHO-TeEXHUYeCKas 0a3a M0 KHA
COOTBETCTBOBATH ACUCTBYIOLUIMM CAHUTAPHBIM U MTPOTHUBOMOKAPHBIM HOPMAaM.

OcBoeHuE MOAYJIS AOJKHO TPEAyCMaTpUBATh:

- BBIMOJIHEHUE OOYyYAIOMIMMCS TPAKTUUECKUX 3aHATHH BKJIIOYas Kak
00si3aTeNbHbIA ~ KOMIOHEHT  MPAaKTUYECKUE 3aJaHusl C  HCMOJb30BAHUEM
NEPCOHATBHBIX KOMITbIOTEPOB,;

- OCBOEHHME 00OYUAIOLIMMCS TPOrpaMMbl MOAYJISl B YCIIOBHUSIX CO3/IaHHOM

COOTBETCTBYIOIEH  0Opa3oBarenbHONM  cpeasl B 00pa3oBaTENIbHOM
YUPEKACHUU W B MPOQUIIbHBIX OpraHu3alusx;

- MpOBENEHUE  MPOM3BOJACTBCHHOM  MPAKTUKM B  OpraHU3alUsX,
HAMpAaBJICHUE JCATEIILHOCTH KOTOPbIX COOTBETCTBYET MPOQUII0 MOATOTOBKU
00y4aroIMXCs.

OOpa3oBaTeNbHOE YUPEIKIECHUE NOIKHO OBITh 00ECHEYEHO HEOOXOIUMBIM
KOMILJIEKTOM JIULEH3UOHHOTO MPOrPAMMHOTO 00€CTIEYECHUSI.

[Ipy  ocBOEHMM  MOAYJsS  NOPEAyCMATPUBAIOTCS  TPYIINOBBIE U
WHIMBUyaJIbHbIE KOHCYJIBTAINH.

OcBocHue MOTyJIs o0ecneunBacTcs y4eOHO-METOINYECKOM
JOKYMEHTAMEW MO BCEM MEKIAUCUUIUIMHAPHBIM Kypcam Moayis. Kaxibiit
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oOyJaromuiicss JOHKEH UMETh AOCTYN K 0a3aMm JaHHBIX U OMOIMOTeUHBIM (DOHIAM
00pa3oBaTEeNbHOIO YUpEXKACHUA. BO BpeMsi CaMOCTOSTENLHOW MOArOTOBKH,
oOyyarommecs T0JDKHBI ObITh 00ECIEUYEHBI JOCTYIIOM K ceTH MHTEpHET.

Bueayguropnas  pabota  JO/DKHA — CONMPOBOXKAATBCS — METOIMYECKUM
00€ECTICUEHHEM.

OcBOcHHIO  MPOQPECCHOHATBHOIO  MOIYJS  AODKHO — MPEAIIECTBOBATH
W3YYCHUE CIICIYIOINX UCUUIUTAH: [[paBOBOE PEryIMpPOBAHUE YIPABICHUYECKON

JEATENBHOCTH, PyCCKUil SI3bIK M KyJIBTYpa peuH, Jleonpon3BOACTBO.

B nmpouecce 00yueHMs CTYACHTOB OCHOBHBIMH (hOpMaMu  SIBJISIFOTCS:
AyJUTOPHBIC 3aHATHS, BKIIOUYAKOIME JEKIUM W MPAKTUYECCKUE 3aHATHSA, a
TAaKXKE caMmocTosTeNnbHass padota oOyuvaromierocs. Temartuka JIeKIMHA U
NPAKTHYECKUAX 3aHATHAN COOTBETCTBYET COJIEP’KAHUIO IPOrpPaMMBI
npo(heCCHOHATBHOTO MOIYJIS.

B yueOHOM mporecce TakkKe IUIAHUPYETCS HEOAHOKPATHOE MOCEIIECHUE
CTYACHTAMH apXWBHBIX OPraHU3alfii ropoja no pa3auvHbIM ACMIEKTaM

ApPXUBHOTO JIENa U Kypca COXPAHHOCTH apXHUBHBIX MaTEPHAJIOB.

JUIsl  yCOemHOro OCBOCHUS MPO(ECCHOHATBHOTO Moaysist OpraHu3anus
apXMBHOM W  CNPAaBOYHO-MHPOPMALMOHHOW  paboTBl MO  JAOKYMEHTaMm
OpraHM3alliy, KaXKIbli CTyIeHT oOecneynBacTcs  y4eOHO-METOIMYECKUMHU
MarepuaiaMi (TEMAaTHYECKUMU TUITAHAMM CEMWHAPOB W MPAKTUYECKUX 3AHSITHH,
y4eOHO- METOAMYECKOH JUTEpaTypod, THIIOBBIMA TECTOBBIMU  3a/IaHUSIMHU,
CUTYallMOHHBIMH

3ala4aMM, PEKOMEHIALMSIMU 10 CAMOCTOATENBHON PadoTe).

CamocrosarenbHass paboTa BKIHOYacT B ceOs paboTy C OCHOBHOM W
JOTOJIHATENBHON JUTEpaTypol, MOArOTOBKY pedepaToB B BHAE MUCHMEHHBIX
JOKJIAJIOB M WHTEPAKTUBHBIX NPE3CHTAUMH, COOOIIEHWI IO BBIOPAHHOW TEME,
O0TpabOTKy MPAKTUYECKHX YMEHWM, U CIOCOOCTBYET PA3BUTHIO MO3HABATEIIBHOM
AKTUBHOCTH OOy4YarOIIMXCs, MPUBUBACT HABBIKM CAMOCTOSITEIBHOTO TOMCKA
uH(popMaLuK, a TAKKE GOPMUPYET CNOCOOHOCTH U TOTOBHOCTH K

CaMOCOBEPIICHCTBOBAHNIO, CAMOPEAIM3AllMA W TBOPYECKOH ananTaiu,
(OpMUPOBAHUIO OOIMX KOMIETEHLIAN.

OuneHka  TEOPETHYECKMX M NPAKTHYECKMX  3HAHWA  CTYIEHTOB
OCYILIECTBIISIETCS € TMOMOIIBI0 TECTOBOTO KOHTPOJIS, PEUICHHS CUTYallMOHHBIX
3a/1a4, OLICHKH MPAKTUYECKUX YMECHHUIA.

[Tocne wm3yuenus MJIK 02.01 Oprasusauyss ¥ HOPMATUBHO-ITPABOBBIC
ocHOBbl apxuBHOrO nena MJIK 02.02 T'ocymapCTBEHHBIE ApXUBbI U APXUBBI
opranuzaumii MJIK 02.03 Meroauka v npaktuku apxusoseneHus MJIK 02.04
O0ecrnieueHUEe  COXPAHHOCTH  JIOKYMEHTOB  COCTOMTCS  KBAJTM(PUKAMOHHBIM
AK3aMEH, KpPOME TOro, mMarepuaybl npodeccuoHanpHoro moayns OpraHuzanus
ApXUBHOM W COPABOYHO- HMHQPOPMALMOHHOM  padoTBl MO  JAOKyMEHTaMm
OpraHu3alliy, BKJIKOYAKOTCS B TOCYJAPCTBEHHYIO (MTOTOBYIO) aTTECTAIMIO TIO
CHELMATIEHOCTH

46.02.01 /lokymeHTalMOHHOE 00ECICUYCHUE YIPABJICHHS U aDXUBOBEICHUE.

[Tponu3BOACTBEHHYIO MPAKTUKY (IO MPOQPIITIO CHELUATBHOCTH ) HEOOXOAUMO
OPOBOJAMTH KAaK WTOTOBYK (KOHLECHTPUPOBAHHYIO) MPAKTHKY IO 3aBEPLICHHIO
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Monyas. bazamMu  TpOM3BOJACTBEHHOW MPAKTUKK — SIBJSIFOTCS — OpraHu3aliu
COOTBETCTBYIOLIETO MPOoQuiis (ApXMBHBIE YUPEXKACHHS TopojJa W Kpad,
BEJOMCTBEHHbBIC apXWMBbl OpraHu3alMii TopojAa), C KOTOPbIMU  KOJUIEHK
3aKJIF0YAET JOrOBOP O B3aUMHOM COTPYAHHYECTBE. (OCHOBHBIMH YCIIOBUSIMHU
OPOXOXKJIEHUS TMPOU3BOJICTBCHHOW MPAKTUKA B JAHHBIX MPEANPUATUSX U
OpraHuzalysx  SBISAIOTCS  HAJIWYUE  KBAIM(DUUIMPOBAHHBIX  CIEHUAUCTOB,
O3HAKOMJIEHHE C COBPEMEHHON HOPMATHUBHO-IIPABOBOW M HAYYHO-METOIAYECKOM
0a3oi.

[TpakTka M0 MPO(UI0 CHEUUATILHOCTH MPOBOJAUTCS MOJ PYKOBOACTBOM
npenoAaBaTeNcii KoJuieka i CIEHUAIACTOB YUPEKACHUH - 043 TPaKTHKH.

PykoBoauTenb MpakTUKK OT KOJUIE)KAa HA3HAUAETCS MPUKA30M AMPEKTOpa
U3 YHCJa TNPENoAABaTelc  CNeHMaNbHBIX JUCUUIUIMH. B 00s3aHHOCTH
OPENoaBaTeNsA-PYKOBOUTENS.  TPAKTUKKA  BXOJUT: KOHTPOJIb  BBITIOJHEHUS
OporpaMMbl MPAKTHKK, OKA3aHME METOJMYECKOM W MPAKTUYECKOW MOMOIIU
CTYACHTaM TMpW OTPA0OTKE NPAKTHUECKUX NPO(PECCHOHABHBIX YMEHHA W
npuOOPETEHUST TMPAKTUUECKOTO OMbITa, TMPOBEPKA 3aMOjHECHUS JHEBHUKA 10
OPOM3BOJICTBEHHOM  MpakTuke. PyKOBOAMTENb  MPaKTUKU  CTYIEHTOB  OT
yupekaeHuss - Oa3bl MPAKTUKM  HA3HAYAKOTCS MPUKA30M  PYKOBOAUTENS
OpEAnpusATHs 10 Hayajla TNPAaKTUKW, M3 YUCIa CHEIUAJIMCTOB, HMEIOUIUX
oOpa3oBaHKe, COOTBETCTBYIONIEE MPODUIIIO MPENOJaBacMOro npodecCuoHaIbHOTO
MOJTYJISI.

4.4. KagpoBoe oGecnieueHue 00pa3oBaTe/IbHOIO mpouecca

TpeGoBanus K KBaM(PUKAIMU MEAATOTUYECKUX KAIPOB, 00ECMEUUBAOLINX
00y4YEHUE MO MEKIUCLUTUIMHAPHOMY KYPCY:

— HaJM4Me BBICIIETO 00pa3oBaHusT MO NPOQWII0 MPENOJABAEMBIX
JUCLIMTLINH;

— TPOXOXKACHUE CTAKUPOBKH B TOCYAAPCTBEHHBIX APXHMBAX YUYPEHKACHUIX
He pexxe 1 pasza B 3 roza.

TpeboBaHus K KBATM(UKALMHU MEIATOTHYECKAX KAIPOB, OCYLIECTBIISFOIINAX
PYKOBOJCTBO ITPAKTHUKOM:

— HaJM4Me BBICIIETO 00pa3oBaHMs MO NPOQWII0 MPENOJABAEMBIX
JUCLIMTLINH;

— TPOXOXKACHUE CTAKUPOBKH B TOCYAAPCTBEHHBIX APXHMBAX YUYPEHKACHUIX
He pexxe 1 pasza B 3 roza.
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5. KOHTPOJIb M OILIEHKA PE3YJbTATOB OCBOEHUS
IMPO®ECCHOHAJIBHOI'O MOJIYJISI (BUJIA ITPO®ECCHOHAJIBHOI
JESITEJIbHOCTHN)

PesyabTaTsl OcHoBHBIE ®DopMBI M METOABI KOHTPOJIS U
(ocBOeHHDbIE NMOKAa3aTeJ N OLleHKH OLICHKH
npodeccHoHAIbHBIE pe3yabTara

KOMIIeTEeHIIUH)

IIK 2.1 OcymecTBiATh
SKCIEePTU3Y LIEHHOCTH
JIOKYMEHTOB B
COOTBETCTBHH C
JNEHCTBYHOLIUMU
3aKOHOJATENbHBIMU
aKTaMu U HOpMaTUBaMHU

JleMOHCTpanus uHTepeca K
Oyayuieit nmpodeccun

HabmoneHue 3a nesiTeNbHOCTHIO B
MPOLIECCE OCBOSHMUSI TIPOTPAMMBI
poheCCHOHATTEHOTO MO JISI
CTYICHTA U OLIEHKA TOCTIKEHUS
pe3yJybTaTa uepes:

- aKTUBHO€ y4acTHe B XO/I€ 3aHSTHSI,
- YCTHBIN U MUCbMEHHBIN OINpPOC;
-penieHre mpodIeMHO-
CUTYAIMOHHBIX 3a/1a4 Ha
MPaKTUYECKUX 3aHSITUSX,

- 3aJJaHUs JJ1s1 CAMOCTOSITENIbHOM
paboThL.

IIK 2.2 Benenue paboTsl B
CHCTEMeE 3JIEKTPOHHOTO

BeipaboTka ymeHuii u
HAaBBIKOB OOpAIEHNUS C

IIpakTuueckue 3aHATUSA

TOKYMEHTOO0OopOoTa CUCTEMaMHU
3JIEKTPOHHOTO
IIK 2.3 Pa3pabotka u YMeHue co3nasaTh U IIpakTuueckue 3aHATUS
BeICHUE pa3pabarbIBaTh
KJIACCU(PUKATOPOB, CIIPaBOYHUKH K
Tabenel u UMEIOIIEMYCST apXUBHOMY
Ip.CIIPAaBOYHHUKOB 10 (boHay OpraHu3anum
JOKYMEHTaM
OpraHU3auU
[IK 2.4 OGecnieueHue YMeHue npuMeHsTh [IpakTuueckue 3aHATUS IO

npueMa 1 paLuOHAIBHOTO
pasMEICHUSA JOKYMCHTOB B
apxuBe ( B T.4. TOKyMEHTOB
1O JITMYHOMY COCTaBY)

MOJIyY€HHBIE B XO/1€
oOy4eHuUst 3HaHUS 110
obecreyeHnIo
PaLMOHATIBHOTO
pasMeleH st JOKYMEHTOB B

HHAWBUAYAJIbHBIM 3aJaHUAM

IIK 2.5 OGecnieueHue yuera
" COXPAaHHOCTHU JOKYMCHTOB
B apXUBE

IIpaBunbHOCTB
HCTIOJIb30BAHUS U3YYEHHBIX
1 OCBOCHHBIX METOJIOB
KOHCEpBaLUHU U
pecTaBpaly apXUBHBIX

IIpoBenenne npakTUYECKOrO
3aHATHUSA 10 UHAUBUYAJIbHBIM
3aaHUSIM C IPUMEHEHUEM
KOIUI apXHUBHBIX JOKYMEHTOB

IIK 2.6 Opranusanus
HCIOJIb30BaHUsI APXUBHBIX
JOKYMEHTOB B Hay4UHbIX,
CIPaBOYHBIX U

IIpaBunbHOCTH COCTABIEHUS
Hay4YHO-CIIPaBOYHOTO
amnmnapara K

HUMEIOLIEMYCS] apXUBY

IIpakTuueckue 3aHATUSA
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MPAKTUYICCKUX LETAX

Y MeH1e UCITONb30BaTh
JAHHBIE APXUBHBIX
JOKYMEHTOB JJISI OATOTOBKHU
3arparnBaeMbIX
rpaxgaHaMH CIIPaBOK U
JIPYTUX 3aMPOCOB

IIK 2.7 Ocy1uectBienue
OpraHU3aLMOHHO-
METOOAHUYECKOI'O
PYKOBOACTBA U KOHTPOJIA
3a paboroii apxuBa B

[IpaBunbHOCTE OOPabOTKY U
XPaHEHUs TOKYMEHTOB,
Comep Kalux
KOH(pHUIEHIIHATBHYIO
UH()OPMALHIO.

opraHuzanuu u
Oopra"usanuen
IOKYMEHTOB B

[IpaBunbHOCTE OOPabOTKY U
XPaHEHUs TOKYMEHTOB I10
JUYHOMY COCTaBY.

MIPOU3BOJICTBE

HpaBI/IJ'IbHOCTb COCTaBJICHUA
OITMCH OECJI.

[IpaBunbHOCTH MOATOTOBKH
7ie1 K Tepesiaye B apXuB
OpraHu3aLuu.

IIpaBUaBbHOCTE NOATOTOBKH
7eJ K nepenaye B
MYHULIMTIAJbHBIEC U
rOCYAapCTBEHHBIE APXHUBBI

HabmoneHue 3a nesiTeNbHOCTHIO B
MPOLIECCE OCBOSHMUSI TIPOTPAMMBI
poheCCHOHATTEHOTO MO JISI
CTYICHTA U OLIEHKA TOCTIKEHUS
pe3yibTaTa 4epes:

- aKTUBHOE y4aCTHE B XOJ€ 3aHSTHS,
- YCTHBIN U MUCbMEHHBIN OINpPOC;
-penieHue mpodIeMHO-
CUTYAIMOHHBIX 3a/1a4 Ha
MPaKTUYECKUX 3aHSITUSX,

- 3aJJaHUs JJ1s1 CAMOCTOSITENIbHOM
padoThI;

DOopMbI U METOBI KOHTPOJISL U OLEHKH PE3YIbTaTOB OOYUYECHHUS JOTKHBI
MO3BOJISATH MPOBEPATH Y 00YUAIOIUXCS HE TOIBKO C(HOPMUPOBAHHOCTD
npo(ECCUOHATTBHBIX KOMIETEHIMI, HO U PA3BUTHE OOLIMX KOMIETEHIIUH
1 00ECNEUMBAOIINX UX YMEHUH.

PesyabTarsl
OcHoBHbIe noKka3zaTeau oueHKk | PopMbl U MeTOABI
(ocBOeHHbBIE 00mIHe
pe3yJjbTara KOHTPOJIS U
KOMIIeTEeHIIUH)

OK 1. IloHumars CylHoCTb U
COLUAJIbHYIO 3HAUUMOCTb CBOEH
Oynyuieit mpodeccun,
MPOSIBJISATE K HEW yCTONYUBBIN
HHTEpeC

JleMOHCTpanus uHTepeca K
Oyayuieit nmpodeccun

3aiuTa TBOPUYECKUX U
CaMOCTOSITENIbHBIX paboT

OK 2. OpranuzoBbIBaTh
COOCTBEHHYIO NIESATEIBHOCTD,
BBIOMPATh THITOBbIE METOBI U
CHIOCOOBI BBITTIOJTHEHUS
npoheCCHOHANTBHBIX 3a7ad,
OLIEHUBATh UX 3((HEKTUBHOCTD
U Ka4yeCTBO

Ob6ocHoBaHme BbIOOpa U
NPUMEHEHHSI METOIOB U
crocoOoB pereHust
npoeCCHOHANTBHBIX 331a4 B
obnacTu opraHu3aluu 1
o0ecrieueHnst COXPaHHOCTH
TIOKYMEHTOB

- IGMOHCTpALMS U OLIEHKA

s dexTuBHOCTH U KaYeCTBA
BBIMIOJHEHUS! PO ECCHOHATBHBIX

HabmoneHue 1 KOHTPOITb
JesITeIbHOCTH
oOy4aromerocs B Xxoze
PEeHICHUA PAa3JIMIHbIX
poheCCUOHATTBHBIX
3ama4

32




3aaad

Bribop u npumMeHeHne METOIOB U
crocoOoB pereHust
npoeCCHOHANTBHBIX 331a4 B
00JacTH JOKYMEHTAIMOHHOTO U
0e310KyMeHTHOTO obecreueHust
yIpaBJIeHUsT U aPXUBOBEIEHUS

OK 3. IIpunumars perieHus B
CTaH/apTHBIX U HECTaHAAPTHBIX
CUTYaLUsAX U HECTHU 38 HUX
OTBETCTBEHHOCTb

Pa3paboTka TEXHONIOTHYECKUX
MPOLIECCOB MPOBEACHHUSI
SKCINEPTU3BI HEHHOCTHU, YUE€TA U
COXPAaHHOCTH JOKYMEHTOB

Pemenne crannapTHbIX U
HECTaHJAPTHBIX
npoeCCHOHANTBHBIX 331a4 B
IOKYMEHTALHOHHOTO U
0e310KyMeHTHOTO obecreueHust
yIIPABJICHUSI.

Habnronenue 3a
JESTETHbHOCTBIO
oOyuaromierocs B
XO4€ BBITIOJTHECHUA
HpaKTI/ILIeCKI/IX
3a/1a4.

OK 4. OcyiecTBIATh MOUCK U
UCTIOJIb30BaHNE HH(OPMAITHH,
HEOOXOIUMOM ISt
3¢ PeKTUBHOTO BBHIMOIHEHUS
npoheCCHOHANTBHBIX 3a7ad,
poheCCHOHABHOTO U
JMYHOCTHOTO Pa3BUTHUS

O dexTuBHBIN TOUCK

Habnronenue 3a

HEOOXOMUMOM NH(OPMALINH, JEeSITETbHOCTBIO
pabora na [1K, ucnonb3oBanue oOyuJaromerocsi B Xxozie
HHuTepHeT-pecypcos BBITTOJTHEHHUSI
Hcnonbp3oBaHue pa3TuaHbIX Habmronenue 3a
HUCTOYHUKOB, BKJIFOYAs IEATETbHOCTBIO

3JIEKTPOHHBIE.

oOyuaromierocs B
NpoLIEeCcCce MOATOTOBKH U
BBICTYILICHUA C
IOKJIaaMU 1

COOOIIEHUSIMH,
OK 5. Ucnonb3oBath Hcnonp3oBaHue NpoOrpaMMHOIO Habmonenue 3a
UH(POPMALIMOHHO- obecrnieyenust B 00J1aCTH JesITeIbHOCTBIO
KOMMYHHUKALIMOHHBIE TEeNOTPOU3BOACTBA U o0ydJaro1merocst B
TEXHOJIOTHH B apX1BOBEIEHHS nporiecce padboTsl C
npodecCHOHATBHON nporpammoii «1C:
JeSITEIbHOCTH. JEeJIOTIPOU3BOACTBOY
OK 6. Pabotatb B xoyiektuBe u | Bzanmoneiicraue ¢ Habmronenue 3a
KoMaHae, 3pPEeKTHBHO o0yHaromuMucs, JEeSITETbHOCTBIO
00IIaThCs ¢ KOJUIeTaMH, NpernoaaBaTessIMU B X0/ 00ydJaro1merocst B Xoze
PYKOBOICTBOM, 00y4eHHsI U POU3BOICTBEHHOMN BBITIOJHEHHSI
NOTPeOUTENSIMH. NPaKTHKH NPAKTHYECKUX
OK 7. bparb Ha ce0st [IposiBnenne orBercTBeHHOCTH 32 | Habmonenue 3a
OTBETCTBEHHOCTD 32 paboTy padoty wieHoB yueOHOH IEATETbHOCTBIO

YJIEHOB KOMaH/IbI
(MOMYMHEHHBIX ), PE3YJIbTAT
BBINIOJIHEHHUS 3aJaHUN.

KOMaH/IbI, PE€3YJIbTaThI
BBITIOJIHCHUS 3aJaHUS.
IIposiBneHne KOMaHIHBIX
HABBIKOB

oOyuaromierocs B
XOA€ BBIITOJIHCHUA
MPAKTUICCKUX
3aaHUM.
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OK 8. CamocTosITenpHO
OTIpeessiTh 3a0a49H
poheCCHOHABHOTO U
JMYHOCTHOTO Pa3BUTHUS
3aHUMATBCS
camMo00pa3oBaHeM, OCO3HAHHO
MIAHUPOBATH MTOBBIIIEHUE
KBaJH(pUKAIHN.

2

IUTAHUPOBAHHUE 00YJarOIUMCS
MOBBIINCHUA JIMYHOCTHOI'O U
KBaJH(PUKAITMOHHOTO YPOBHS

- OpraHu3alys CaMOCTOSTENbHbIX
3aHATUN IPU U3YYECHUH
poheCCHOHATBHOTO MOAYJISI

- caMOaHaJIu3 U KOPPEKIIUs
pe3yabTaToB COOCTBEHHOMN
paboThI

- UCIIOJIb30BAHUE COBPEMEHHBIX
METOJIOB, CPEACTB U TEXHOJOIUH
camoobpa3oBaHus

Habmronenue 3a
IeSATENIbHOCTBIO
oOy4aromerocsi B Xxozie
OCBOCHHUS
npodecCHOHATBHOTO
MOJYJISL.

OK 9. OpuenrupoBaTbcst
B YCJIOBHUSIX YaCTOH
CMEHBI

TEXHOJIOTHH B
npodheCCHOHANTbHOM
NesATENbHOCTH.

YuuThIBaTh B paboTE MOSIBICHNE
HOBBIX TEXHOJIOTUH B 00JIaCTH
JOKYMEHTAILMOHHOTO U 0e3
JOKYMEHTHOTO 00eCTeueHust
yIPaBJICHUSI.

- IPOSIBJICHHE HHTEPECA K
WHHOBALIMSIM B 001aCTH
podheCCHOHANTbHOM
HEeATEILHOCTH

- aHaJIM3 UHHOBAIIWIA B 00JacTH
pa3paboTKH METOJIOB COXPaHEHUS
apXPIBHOfI AOKYMCHTAaLH

Habnronenue 3a
CaMOCTOSITENIbHbIM
IMOMCKOM HOBOI
uHpopMauuy, ee
NpUMEHEHNE B XO/IE
BBITIOJTHEHHS
CaMOCTOSITENIbHBIX,
NPaKTUYECKUX padoT.
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