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1. OBIIIASI XAPAKTEPUCTUKA PABOYEA TPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 OPTAHU3AIIUS APXUBHOM PABOTHI IO IOKYMEHTAM OPTAHU3AIIAM
PA3JINYHBIX ®OPM COBCTBEHHOCTHN»

1.1. llesp ¥ MUIAHUPYEMBbIe Pe3YJIbTAThI OCBOCHUS MPO(eCCHOHATIBLHOT0 MOY ISl

B pesynbTare uzyueHus npodecCHOHANBHOTO MOAYJIA 00YYaIOUIMXCS JOJDKEH OCBOUTh OCHOBHOM BHJT
nesrenbHocTH OpraHuzanusi apXuBHOW pabOTHI MO JOKYMEHTAM OpPraHU3aluil pa3inyHbIX  QopM
COOCTBEHHOCTH, W  COOTBETCTBYIOIIME €My  OO0IIMe  KOMIETEHUMHUHU NMPOodhecCHOHAIbHBIC
KOMITETEHIINH:

1.1.1. [lepeyenp 0OMIMX KOMIETEHIIUI:

Kon HauMeHoBanue o01IMX KOMIETEHIINH

Bri0upath criocoOs! pemeHus 3a1a4 npopecCuOHAIbHON 1eATEIbHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM

OK 01

Mcronp30BaTh COBPEMEHHBIE CPEACTBA IIOMCKA, aHAIN3a U UHTEPIIpETaluu
OK 02 mH(popMaruu, u nHGOPMAIIMOHHBIE TEXHOJIOTUH JJIs BHIIOJIHEHUS 3314
Npo¢eCCHOHATIBHOM 1eATETbHOCTH

OK 04 [ DddexTuBHO B3aMMOICHCTBOBATh M padOTATh B KOJIJICKTUBE U KOMaH/Ie

OCyIIECTBIISITh YCTHYIO U TUCBMEHHYI0O KOMMYHHKAITHIO HAa TOCYIapCTBEHHOM SI3BIKE
OK 05 Poccutickoit deneparuu ¢ ya¢ToM 0COOCHHOCTEH COITUATBLHOTO
1 KyJIbTYPHOTO KOHTEKCTa

[Tonp30BaThCs PO eCCHOHATBHON JOKYMEHTAIMEH Ha TOCY1apCTBEHHOMH

OK 09 MHOCTPaHHOM s3bIKax

1.1.2. ITepeuens npodeccuoHaTbHBIX KOMITETCHITHI

Kox HaumeHoBaHMe BUIOB AeSITEJIbHOCTH M MPO(eCCHOHATIBLHBIX KOMIIETEeH Uil
B2 Opranu3anusi apxXuBHOW pabOTHI IO JOKYMEHTaM OpTaHHU3allui pa3IudHbIX opm
COOCTBEHHOCTHU

K 2.1 OCy1IECTBISATh KOMIIJIEKTOBAaHUE apXUBHBIMU Ji€JIaMH (JOKYMEHTaMH) apXuBa
" lopranuzanuu

K 2.2 Bectu yueT apXMBHBIX JIeJ1 (IOKYMEHTOB), B TOM YHUCIIE C UCTIOIb30BAaHHEM
=" |aBTOMAaTHU3HUPOBAHHBIX CUCTEM

K 2.3 OCyIIECTBIATh XpaHEHNE ApPXUBHBIX /1€ (IOKYMEHTOB) C TIOCTOSIHHBIM CPOKOM
" [XpaHEHHU U MO JINYHOMY COCTaBYy B apXUBE OpraHU3aIluu

K 2.4 OCyIIeCTBIATh XpaHEHUE, KOMIIJICKTOBaHHE, YUET U UCTIOIb30BaHUE JIEI
*** |(mOKyMEHTOB) BPEMEHHOTO XPaHCHUS




OCyIIECTBIISITh UCIIOJIB30BAHUE APXUBHBIX 1] (JOKYMEHTOB), B TOM YUCJIEC

1K 2.5. HCITIOJIb30BAHUCM ABTOMATU3UPOBAHHBIX CUCTCM

1.1.3 IlepeyeHb TUYHOCTHBIX Pe3yIbTATOB

JIP15 OTKpBITHIN K TEKYIIUM U MEPCIEKTUBHBIM U3MEHEHUSIM B MUPE TpyAa U npodeccuil
JIP16 MoTHBHPOBaHHBIN K OCBOCHHIO (DYHKITMOHAIBHO OJM3KUX BUJIOB JACSATEIBHOCTH,
UMEIOLUX 001I1e 00BEKThI (YCIOBHS, LEIH) TPYAa, TM00 UHBIE CXOKUE
XapaKTePUCTHKH

JIP17 CriocoOHbI# B IIU(POBOH cpejie MPOBOJNUTH OIICHKY HH(GOPMAIIVH, €€
JOCTOBEPHOCTb, CTPOUTH JIOTUYECKHE YMO3AKIIOUEHUS HA OCHOBE MTOCTYHAIOIIECH
nHbopMauu

JIP18 CriocoOHbIN peaan30BaTh JUACPCKHE KadecTBa B TIporiecce mpodeccnoHambHOM
JESATETbHOCTH

JIP19 Obnanaromuii CTpecCOyCTOMYMBOCTHIO U KOMMYHUKA0EIbHOCTHIO

JIP20 IlposBiasitoniuii BHICOKYIO OTBETCTBEHHOCTh U COOCTBEHHYIO HHUITUATHBY

JIP21 Oco3Haromuii 3Ha4MMOCTh MPOPECCUOHAIBHOTO Pa3BUTHS B BEIOpaHHON
npodeccun

JIP22 O6nanaronuii MOTHBAIUEH K caMO0Opa30BaHUIO M PAa3BUTHIO

JIP23 JleMOHCTpUPYIOIIUI TPUBEP>KEHHOCTH IPUHIIUIIAM Y€CTHOCTH, OPSJIOUYHOCTH,
OTKPBITOCTH

JIP24 Nmeromwmii mOTpeOHOCTH B CO3JJaHUH MOJIOKUTEITHHOTO UMHJIKA KOJITeIKA

1.1.4 B pe3ynbTaTte ocBOeHHS MPO(EeCcCHOHATBHOTO MOl O0yUYaAIOITHIICS TOJIKEH:

Bianers KomrmuiekToBaHMsI apXUBHBIMU JIeJIaMH (JJOKyMEHTaMH) apXuBa
HAaBbIKAMU OpraHu3auu

Benenus yueta apXuBHBIX JIe] (JOKYMEHTOB), B TOM YHUCIIE C
MCII0JIb30BaHUEM aBTOMATHU3HPOBAaHHBIX CUCTEM

OcyI1ecTBICHUS XpPaHEHUSI apXUBHBIX €7 (JOKYMEHTOB) C IIOCTOSTHHBIM
CPOKOM XpaHEHUs U 110 JINYHOMY COCTaBY B apXHUBE OPraHU3aLNH
XpaHeHusI, KOMIUIEKTOBAHHUS, yUETa U UCTIOIb30BaHUS J1e (JOKYMEHTOB)
BPEMEHHOI'O XPAHEHUS

Vcnonp30BaHUs apXUBHBIX /1€ (JIOKyMEHTOB), B TOM YHUCIIE C
MCITOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM




YMeTn

pa6OTaTI> C HO,Z[paSI[eJIeHI/IHMI/I/ opraHu3ansiMyu UCTOYHUKAMU
KOMIIJIEKTOBAHMSI apX1Ba;

[IPUHUMATh apXUBHBIE €A (JOKYMEHTHI) Ha IOCTOSIHHOE WU
TONITOBPEMEHHOE XPaHEHHUE;

y4acTBOBATh B MPOBEICHUHN IKCIEPTU3bI LICHHOCTH PA3IMYHBIX THUIIOB U
BUJI0B IOKYMCHTOB B COOTBCTCTBHUU C BHYTPCHHUMMU PECrIIaMCHTAMU
OpraHHU3aIuy;

MPUMEHSTH B paboTe peKOMEHAALNN HKCIIEPTHO-IIPOBEPOUHON KOMUCCHH
VUTH DKCTIEPTHOW KOMUCCHH OpPTraHU3alliu;

MIPUMEHSTh IEPEYHH C YKa3aHUEM CPOKOB XpaHEHHUS Jell (IOKyMEHTOB);
cOOJII01aTh HOPMATUBHBIE CPOKH XpaHEHUs el (JOKYMEHTOB);

BECTH YUCT HCTOYHUKOB KOMIIEKTOBAHUS apXMBa;

MCITOJTH30BaTh MEPEAOBOM OTCUECTBEHHBIM U 3apyOEKHBIN OIBIT 110
KOMIUIEKTOBAHHIO apXuBa JielaMH (JIOKyMEHTaMH) MOCTOSIHHOTO U
TOJITOBPEMEHHOTO XPAHEHUS;

HCII0JIb30BATh COBPCMCHHBIC aBTOMATU3UPOBAHHBIC, HH(bOpMaL[I/IOHHBIC n
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU JOKYMEHTHUPOBAHHBIX cep
JACATCIIBHOCTH OpPraHU3aluu.

CHCTEMaTHU3UPOBATH Jieja (JOKYMEHTHI);

pa3MeIiaTh apXyUBHbIE Jieja (JOKYMEHThI) Ha MECTax XpaHEeHHUsI B

yIIpaBJICHUS TOKYMEHTaMH;

COO0JII0IaTh HOPMATHUBHBIE PEXKUMbI XPaHEHHSI APXUBHBIX JET
(TOKYMEHTOB) Ha JIFOOBIX HOCUTEJISIX;

[IPOBOAMTH IIPOBEPKY MOJHOTHI COCTaBa APXUBHBIX JOKYMEHTOB B
€MHUIIAX XPaHEHUS;

[IPOBOAMTD ONMCAHNE APXUBHBIX /1€ (JOKYMEHTOB);

COCTaBJIATh CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K ADXUBHBIM J€/IaM
(ToKyMeHTaM);

BECTH YUYCT U KOHTPOJIb BbIJJa4l apXUBHBIX €] (JOKYMEHTOB) U3
APXMBOXPAaHWINIIA U UX BO3BPATa;

BECTH YUET U KOHTPOJIb NIEPENAUH 1€ (IOKYMEHTOB) B

COOTBETCTBUH C HOPMATHUBHBIMHA Tpe6OBaHI/I5[MI/I B 00JacTH APXUBHOI'0 AcIan




rOCyIapCTBEHHBIN/MYHUIIUITAIBHBIN apXUB WK HA NHOE BHEIITHEE
XpaHEHUE U MPUEMa JIeN ¢ BHEITHETO XPAHCHHUS,

MIPOBOIUTH MOJUCTHYIO MMPOBEPKY (PU3UIECKOTO COCTOSTHHS JEIT
(ITOKyMEHTOB);

Pa3bICKHBATh HEOOHAPY)KEHHBIC JieNa (JOKYMEHTHI); ITOJIb30BaThCs
YIETHBIMH JOKYMEHTaMH B paMKaX AJIEKTPOHHBIX

MH(POPMAIIMOHHBIX CHCTEM JOKYMEHTUPOBAHHBIX Cep e TeITbHOCTH
OpTraHu3aIuig,

M0JIb30BATHCS CEPTUDUITUPOBAHHBIMEA aBTOMATH3HPOBAHHBIMU CHCTEMAMU
TOKYMEHTHPOBAaHHBIX c(hep AeITeTPHOCTH OPTaHU3aIliH 110 YUCTY,
perucTpaiuu, KOHTPOIIIO el (TOKYMEHTOB);

MOJIb30BaTHCSI HHPOPMAITIOHHO-CIIPABOYHBIMHA CUCTEMaMU
ITOKYMEHTUPOBaHHBIX c(ep AeATEITbHOCTA OPTaHU3aIlHH;

BECTH CIIPAaBOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JIeJIaM (JJOKYMEHTaM );

BECTH YUCT CTPAXOBOT0 (POHIA apXUBHBIX 1€ (JIOKYMEHTOB);

MPUMCHSTh HOPMATUBHBIC TTPABOBBIC aKTHI, JIOKATbHBIC HOPMATHBHBIC aKThI
OpraHU3aIii U METOAMYECKUE TOKYMEHTHI B 00JACTH y4eTa apXHUBHBIX JEI
(TOKYMEHTOB);

BHOCHTb MPEJIOKEHHUS TI0 COBEPIICHCTBOBAHUIO METOMYCCKOTO
00eCIeYeHHS yUeTa Pa3HbIX BUIOB JOKYMEHTOB B JIOKYMCHTHPOBAHHBIX
chepax AesITeNbHOCTH OpraHU3aIuH;

BamuIaTh HHHOPMAIMOHHBIE PECYPCHI ApXUBA OT HECAHKITHOHUPOBAHHOTO
mocTyma.

OpTaHU30BBIBATh U 00ECTICUNBATh XpPaHEHUE JIe] (JOKYMEHTOR)
BPEMEHHOT'O XpaHEHUsI OPTraHU3aIMH B TPAJAUIIMOHHOM U B JIEKTPOHHOM
BH/IC;

KOHTPOJIMPOBATH Pa3pabOTKy CTPYKTYPHBIMHE MTOAPa3ICIICHUSIMHA OTIHCEH 1
AKTOB O BBIJICTICHUH HA YHHUTOXKEHUE JeT (IOKyMEHTOB) BPEMEHHOTO
XPAHEHUS B TPATUIIIOHHOM U B DJICKTPOHHOM BHJIC;

(bOpMUPOBATH €IMHMIIBI XPAHCHUS JOKYMEHTOB ISl X ITOCIICYIOIIETO
pa3MeICHHs B apXUBE OPraHU3aI1H;

COCTaBJISATH CIIPABOYHO-IIOMCKOBBIC CPEJICTBA K ApXUBHBIM JICJIaM
(TOKyMeHTaM);

OCYIIECTBIISATH IOUCK JIeN (JOKYMEHTOB) BpDEMEHHOTO XPAHCHUS B
MPOIIECCe UX XPAHEHHS B CTPYKTYPHBIX MOAPA3ICICHHUIX U apXUBE
OpTraHU3aIIH;

OCYIIECTBIIATH METOIUICCKOE PYKOBOJICTBO OPTaHHU3AIMCH XpaHESHUS JCIT
(ITOKYMEHTOB) B CTPYKTYPHBIX TIOJIpa3ACICHUSX OPTaHU3AINH; OKa3bIBATh
CTPYKTYPHBIM MOIPA3ACICHUSM MPAKTUUYECKYIO IIOMOIIb B OPraHU3aluU
XpaHEHUs el (IOKYMEHTOB);

pa3pabaTbIBaTh CIPaBOYHO-UH(POPMALMOHHBIE JOKYMEHTHI 10
OpraHU3aIH UCIIOIb30BaHUsI JIeN (JOKYMEHTOB) BPEMEHHOTO XPaHEHHUS B
CTPYKTYPHBIX IIOJpa3e/ICHUsIX U apX1UBE OpraHU3aliy;




[IPOBOAUTD HKCIIEPTU3Y LICHHOCTH JIeN (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs, IEPEIaHHbBIX B APXUB;

OTIPEICIIATh CPOKU XPAHEHHS JIeN (JOKYMEHTOB) BPEMEHHOTO XPaHCHHSI,
o0ecreunBaTh 3aIUTy Jel (JOKYMEHTOB) BpDEMEHHOTO XPaHEHUS B
OpraHU3aIHi OT HECAHKIIMOHUPOBAHHOTO IOCTYIA WM YHUUTOKEHUS;
MPOBOJIUTH (PU3NUECKOE YHUUTOKEHHUE JIeTT (JOKYMEHTOB) BPEMEHHOTO
XPaHEHUs C UICTEKIIUMH CPOKAMH XPAHEHUS MOCIIE COTJIACOBAHUS CO
CTPYKTYPHBIMH MOAPA3ICICHUSIMA OPraHU3aIlNu;

0hOPMITATH YICTHBIC JJOKYMEHTBI 00 YHUUYTOXKECHHUH JIeTT (JIOKYMEHTOB)
BPEMEHHOT'O XpPaHEHHS C UCTEKIIMMH CPOKAMH XPaHEHHUSI COBMECTHO CO
CTPYKTYPHBIMH MTOAPA3ICTICHUSIMHA OpTaHU3aIUH.

CUCTEeMaTH3UPOBATh M 0000IIATH CBEICHUS O COCTABE U COJCPIKAHUH
APXHUBHBIX €T (JOKYMEHTOB);

MCIIOJTb30BaTh NH(POPMAIIMOHHBIE TEXHOJIOTUU B 00JIACTH CO3TaHHUS
CIIPAaBOYHO-TIOMCKOBBIX CPE/ICTB apXMBa U JOKYMEHTHUPOBAHHBIX cdep
MEeSTENIbHOCTH OpraHu3aIluy;

(bopMUPOBATH OCHOBHEIE U BCIIOMOTATENILHBIC BU/IBI ADXUBHBIX
CIIPaBOYHHUKOB B 3JIEKTPOHHOI popme;

MO/IrOTAaBIMBATh UH(POPMALIMOHHBIE TOKYMEHTHI 110 3alipocam
MOJIb30BaTEIEH PA3IMYHbBIX KATETOPUU.

3HATH

BU/IbI, PA3HOBUIHOCTH U (JOPMATHI BCEX BUIOB IOKYMEHTOB;

KPUTEPUU ONPEEICHUS LICHHOCTHU AeJl (JOKYMEHTOB) AJI JalbHEHIIIero
XpaHEHUS WM YHUUYTOXKEHHUS;

METOIMKA pa3paboTKu (GOpM YUETHBIX TOKYMEHTOB B TPAIUIIMOHHOM U B
PIIEKTPOHHOM BU/IE;

METOTUYECKIE TOKYMEHTHI B 00JIaCTH UCIIOJIb30BAHUS U TYOIUKAIIMH
APXHUBHBIX €T (JOKYMEHTOB);

METOIMYECKIE TOKYMEHTBI U HAllMOHAJIbHbIE CTAHIaPThHI B 00JIaCTH
EJIONPOU3BO/ICTBA U apPXHUBHOTO JIETIa;

METOMYECKHE TOKYMEHTHI 1 HallUOHAJIbHBIE CTaHAAPThI B 00JIACTH yueTa
TOKYMEHTOB M IOKYMEHTHPOBAHHBIX c(hep AeaTeTbHOCTH OpraHU3allHH;
Hay4YHO-METOJAMYECKUE KPUTEPUH IKCIIEPTU3BI HEHHOCTH PA3IMYHBIX TUIIOB
1 BUJIOB JIeJT (JJOKyMEHTOB);

HOpMAaTHBHBIC MTPaBOBbIC akThl Poccuiickoit denepariuu B 0071aCTH 3aIIUTHI
MEePCOHAIBHBIX JaHHBIX;

HOpMAaTHBHBIE IPaBOBBIE akThl Poccuiickoit deneparu B 001acTH
MH(pOopMaLnu, HHPOPMAIIMOHHBIX TEXHOJIOT UM, 3alIUTH HH(OPMAINU U
MEePCOHANIBHBIX TAHHBIX, IU(PPOBOH TpaHCHOpPMAIINH;

HOpMAaTHBHBIC MTpaBOBbIe akThl Poccuiickoit deneparuu B 001acTH
KOH(HICHIIMAIIBHOCTH HH(DOPMAITUH;

HOpMAaTHBHBIC MTPaBOBbIe akThl Poccuiickoit deneparuu B chepe
NEJI0NPON3BO/ICTBA U APXHUBHOTO JIENIa;

HOpMaTUBHBIC TTPaBOBEIE akThl Poccuiickoit denepanuu B cepe




IEJIONPOU3BO/ICTBA;

001Ie TPUHITUIIBI YI¢Ta U KOMIUIEKTOBAHUS /17T (JIOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYIA;

OpTraHU3aI[MOHHBIC TPUHIIUITBI UCIIOJIb30BAHUS JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIA;

OpTraHU3aI[MOHHBIC TPUHIIUITEI KOMITJICKTOBAHHUSI [T (IOKyMEHTOB)
OTPaHUYEHHOTO JIOCTYIA;

0COOCHHOCTH OpTaHU3AIMK XPaHEHUs Je (JOKYMEHTORB) Ha Pa3IMYHbIX
HOCHUTEJISIX;

OTEUYECTBEHHBIC U 3apYOEIKHBIE CEPTHPHUIINPOBAHHBIE CUCTEMbI
ABTOMATU3MPOBAHHOTO Y4ETa ApXUBHBIX JIel (JIOKYMEHTOB); TIOPSIOK
(bopMUPOBaHUS JOKYMEHTOB B KOMIUIEKTBI, TPYIIIbI, TUIIBL;IPaBUIIA
CUCTeMAaTH3aINH U KIIACCU(PUKALIUU JOKYMEHTOB;

MpaBuia XpaHEHUs /1] (JOKYMEHTOB) B COOTBETCTBUHU C UX TUIIAMU;
cepTudUIIPOBAHHBIE HHPOPMAITMOHHO-TIOUCKOBBIE CUCTEMBI B 00JIaCTH
pa3paboTKK HAyYHO-CIPABOYHOIO anmnapara JOKYMEHTUPOBAaHHBIX cdep
e TeNIbHOCTH OpraHu3aluy;

CIIOCOOBI M TEXHOJIOTHUU TOKYMEHTHPOBAHUS PA3TUIHBIX BUIOB
npodeccuoHaNbHOM e TEIbHOCTH;

CPOKH BBIMIOJIHEHHS pabOT 10 OpraHu3aliy UCTIOIb30BaHUS apXUBHBIX JIE]T
(ITOKyMEHTOB);

CPOKH BBITIOJTHEHHUS pa0OT M0 Y4ETy apXHUBHBIX A€ (JOKYMEHTOB);

CPOKH BBITIOJIHEHHUsI padoT;

CTaHAapTHl OPOPMIICHHUST OPTAaHU3AIMOHHO-PACTIOPSAUTEIHHOMI
TOKYMEHTAIUH;

TEOPETUUECKHE U METOJNUYECKHUE aCTIEKThl KOMIUJIEKTOBAHUSI U AKCIIEPTU3BI
[IEHHOCTH BCEX BUIOB JOKYMEHTOB;

TpeGoBaHuUs K 0()OPMIICHHUIO IOTOBOPOB HA PEAIN3ALUIO YCIYT BHEIIHETO
XpaHeHus Ael (JOKYMEHTOB);

TpeOOBaHUS K MOJTOTOBKE apXUBHBIX CIIPABOK U BBIMHCOK U3 apXUBHBIX
TOKYMEHTOB;

TpeOOBaHUS K MPOIleccaM YHUUYTOKEHUSI HHPOPMAITUH B TPATUITUOHHOM U
HIIEKTPOHHOM BUJIE;

TpeOOBaHUS K YCTAHOBJIEHHBIM HOPMaM BBIPAOOTKH;

TpeOOBaHUS K YU4ETy 0c000 IEHHBIX U YHUKAIBHBIX apXHBHBIX JICT
(ITOKyMEHTOB);
TpeOOBaHMS OXPaHBI TPY/IA;

YHUDUIUPOBAHHYIO CHCTEMY OpPTaHU3aIlMOHHO-PACTIOPSAUTEIBHOM
NTOKYMEHTALUU.




1.1. Koamuecrso 4acoB Ha OCBOEHHE paboueii
MporpamMMbl MpogeccuoHATLHOT0 MOTYJIS:
MakcumanbHOM y4eOHON Harpy3Kku oOydatromerocs — 738 4yacoB, BKIIOYasi: 00s13aTeIbHOM
ayJIUTOPHOM yueOHOM Harpy3ku odyyatomerocs - 444uaca;
B.T.4. MpaKTH4ecKas pabora-222 gaca
CaMOCTOSITeNIbHON paboThl oOyyaromerocs - 42 yaca

yueOHOI npakTHKHU- 36 YacoB
IIPOU3BOJICTBEHHON ITpakTUKH - _180 yacos.



3.1.1 TemaTuyeckuii nJjaH npogeccuHoOHAJIBLHOT0 MOAYJIs AJIs1 04HOH (hopMBbI 00yUeHH S

1. CTPYKTYPA U COAEP)KAHUE ITPOPECCUOHAJIBHOT'O MO YJIA 1IM.02
OPI'AHU3ALIUA APXUBHOU U CITIPABOYHO-UH®OPMALIMOHHOU PABOTHI 110 JTOKYMEHTAM OPI'TAHU3ALIUN»
3.1 TemaTu4yeckuii miiaH npogeccuOHAILHOT0 MOXYJIS

O0bem BpeMeHH, OTBeICHHbIH HA OCBOEHHE
IIpakTuka
MEKTUCUUIIJIMHAPHOT0 Kypca (KypcoB)
O0s13aTeIbHAsA Ay IMTOPHAS Camocrositens [[Ipome:kyTounas
Kox yueOHasi HArpy3Ka Haf padora  [aTTecTalus
npodgeccuo o0yuarwuerocst o0yuawuerocst IIpou3sso
- HAIBHBIX Hanmenora Beero B T.4. [KoHCYNBT pK3ameH a-
u 001X HHSl Pa3/1eJIoB 1acos nabopar B T, BT Yueo- | crpemnasn
KOMIIeTeH- npodeccuona opupre | | YPCOBad Kypco- Hasl, (10
umii JBHOTO Bcero, | pagoreI pa-GoTa Beer | Ba# pa- 4acoB npodu-
MOAYJIs 4acoB " (mpo- o, Oora JII0
NpaKkTH :;TO)]; 4aco (el:cl;(;- cnenu-
ye CKHe B i AJTbHOCTH
3aHSATH Hacos ), 4acoB
H,
4acoB
1 2 3 4 5 6 7 8 9 10 11 12
MK 2.1.-2.5. | MJIK. 02.01. 226 196 98 21 6 3
OK 01-09. I'ocynapcTBeHHbIE,
MYHUIIUTIATIbHBIE
apXUBBI U apXUBbI
OpraHu3aun
M/K 02.02. Meroauka) 278 248 124 21 6 3
U TIPaKTHUKa
APXUBOBCACHUSA
Y4eOHas npakTHKa 36 36
IIpousBoacTBeHHast 180 180
NMPaKTHKA
Bcero 738 444 222 - 42 i;/ %2/ 36 180




TemaTu4yeckunii 1aH U coep:kanne npopeccuoHaabHoro moayas IIM. 02 Opranusanusi apXMBHON U CNIPABOYHO-MHGOPMALMOHHOI PadoThI

M0 TOKYMEHTaM OpraHm3anuu

HaumenoBanue Conepxanue y4eOHOro MarepuaJjia, JJalOpaTOpHble M NMpPaKTH4YeCKHe PadoThbl, Oo0bem
pa3nesnoB, TeM CaMOCTOsITeIbHAs padoTa 00y4alIMXcs, KypcoBasi padoT (poeKT) 4acoB
1 2 3
MJIK.02.01 I'ocynapcTBeHHbIE 1 MYHHIIUNIAJbHbIE APXUBbI H APXMBbI OPraHU3anuil 217
Pazjnes 1. Opranu3anusi ¥ HOPMaTHUBHO- IPABOBbIE OCHOBbI APXUBHOIO J1eJ1a 80
36
Tema 1.1 Hcropus 1.BBeneHne. ApxuBoBeIeHUE KaK Hay4yHas JUCHMILINHA 2
i‘)pX“BHOFO Aera B 2. Apxussl Poccuiickoii umnepun 18-Hau.208B. 2
occuu
3.CraHoBJIEHHE COBETCKOM apXxuBHOM cuctemsl 1917-1920rr 2
4.Ilponiecc neHTpaIu3aiyy yrpasiaeHus apxuBamu (1922-1929) 2
5..3aBepilieHUE CO3MaHUA KOMaHAHO-aJAMUHUCTPATUBHOM CHCTEMBI  YIPaBJICHUS 2
apxuBamu 1930-1945
6. Apxusbl B 1945-1980rr.
7.ApxuBHbIE pedOPMBI B TOBI IEpecTPorku 1994r.
IIpakTuyeckasi padora: ApxuBsl B MOCKOBCKOM rocymapctBe 15-17 BB. ApxuBHas 16
nearesbHOCTh B Poccuu B 18- Hawane 20 BB. ApXHMBHOE J€JIO B MOCJIEPEBOIIOIUOHHBIN
nepuon 1917-1920rr. ApxusHoe neno B 20-e roabsl. ApXHUBHOE A€JIO B JOBOCHHBIM U
BOCHHBIM TEepuoA. APXHUBHOE JE€JI0 B COBETCKHU TNEpuoA. ApXUBHas NEATEIbHOCTD
nepuop 1989-1994rr. ApxuBHas A€SITEILHOCTh B COBPEMEHHBIN MEPUO/I.
CamocrosiTesqibHast padora: [lonroroBka 10K1a10B, pedeparoB, COOOIIEHUI HA TEMbI 4
T'ocynapctBennbie apxuBbl. AD PO : HCTOPUS U COBPEMEHHOCTh
4
Tema 1.2. /lokymeHT Kak 1.0Ompenenenne  aokymeHta. ComnuanbHas ¢ KyJAbTypHas  OOYCJIOBJIEHHOCTb 2
OCHOBA cocTaBa u JOKYMEHTHPOBAHUS JKU3HH YEIOBEKa
CofepikaHust apxusa IpakTuyeckas padora: MarepHaibHble HOCHTEIH JOKYMEHTOB 2
12
Tema 1.3. ApxuBHbBIH 1.ApxuBHbBIH (HOHJT 2




Gonn 2.CTpyKTypHpOBaHUE apXUBHBIX (OHIOB 2
3. ApXUBHBIE KOJUIEKIIUU
IIpakTuyeckas padora: OongupoBaHue apXxuBHBIX MarepuasioB. [IpaBuna ydera u
nHaekcupoBanue GouaoB. Hedonmoas opranusaiys apxuBHBIX JTOKyMEHTOB
12
Tema 1.4. O6merocynrapcrBennbie | 1.I1oqroroBka HOpMaTUBHBIX MTPABOBBIX AKTOB Ha (heIepabHOM YPOBHE 2
MEXaHU3MBL  PEryJMPOBAHU M | ) TTonroToBKka HOPMATUBHBIX NPABOBBIX AKTOB HA YPOBHE CYOBLEKTOB PD
ylpaBJieHUs apXUBHBIM J1€JIOM. N
3.B3aumogeiicTBiie  OpraHOB  yIpaBICHHUS APXUBHBIM  JIEIOM C  OpraHaMu 2
3aKOHOJIATeIHHON, UCTIOTHUTEIHLHON BIACTH, CYJa U MPOKYpPaTyphl
IIpakTH4eckas pabora: PykoBoncrteo rOCyapCTBEHHBIMU apXUBHBIMHU 6
YUpEXKIEHUSAMU. PYyKOBOJACTBO apXUBHBIMHM YUPESXKICHUSMU Ha MYHHUIUIIAILHOM
ypoBHE. B3auMoneiicTBHE OpraHoB yIpaBlICHHUS apXHWBHBIM JIeJIOM C OpraHaMH
3aKOHOJATEIbHON, HCIIONHUTENBHON BIACTH, Cyda W TPOKyparypbl Ha YpOBHE
cyOBeKkToB PO
16
Tema 1.5. Apxuenoe 1.Ilonsamue 06 apxugHom npage u apxXusHOM 3aKOHOOAMENbCMBEe 2
npaso 2. Ucmounuxu npasa. Cucmema HOPMAMUSHbIX NPABOSLIX AKMOE 2
3.3axonooamenvHule akmvl no apxusHomy oeny 8 PO 2
4.Bzaumooeticmeue 20Cy0apCmeeHHbIX APXUBHBIX VupexcoeHul c 2
He20Cy0apCcmeeHHbIMU OP2AHAMU NO 80NPOCAM APXUBHO20 Oend
IIpakmuueckan paboma: H3zyuenue 3axona PB om 03 gespans 2006 200a N 278-306 apxuernom
Oene 8 Pecnyonuxe bawxopmocman (6 peoaxyuu om 31.05.2023 N 727-3). 3
Cocmasnenue crnosaps mepmunos no @3 «06 apxusnom deney. M3yuenue smuueckozo kooekca
apxusucma. FOpuouyeckas omeemcmeeHHOCMb 34 HAPYUEHUE APXUBHO20 3AKOHOOAMElbCMEd.
Pasnes 2. T'ocynapcTBeHHbIe, BeIOMCTBEHHbIE ¥ MYHHIMIIAJIbHbIE APXUBbI. 137
36
Tema 2.1 1.CoBpeMeHHass oOpraHM3alusi W HaNpaBI€HUE JAEATEIbHOCTH TOCYAapCTBEHHBIX 2
T'ocynapcrBeHHbIe ApXHUBOB.
apXUBbI 2. Poccuiickuii roCyIapCTBEHHBIH apXuB ApeBHUX akToB (PTAJIA) 2
3.TocynapcrBennsiii apxuB PO (FAP®D) 2




4.Poccuiickuii rocygapcTBeHHbIN apxuB Boenno-mopckoro ¢mora (PTABM®) 2

5.Poccuiickuii rocynapcTBeHHBIN apXxuB 3koHOMUKH (PTAD) 2

6.Poccuiickuii rocy1apcTBEHHbIN apXuB JuTeparypsl U uckyccrsa (PI'AJIN) 2

7.PoccHiCKHMI  TOCYINApCTBEHHBI apXUB COLMAIBHO- IIOJUTUYECKOHM HCTOPUH 2

(PTACIIN)

8.Poccuiickuil rocynapcTBeHHbIN apxuB HoBennel ncropuu (PTAHN)

IIpakTnueckas  paGora: Hopmbl  noBeneHuss  apXuBHMCTOB.  Poccuiickuii

rocynapctBeHHbIl ucropuueckuit apxuB (PT'MA). Poccuiickuii rocynapcTBEHHBII

BoeHHO-ucTopudecknii apxuB (PI'BUMA). Poccuiickmii rocygapCTBEHHBIM BOCHHBIM

apxuB  (PI'BA).Poccuiickuii  rocynapcTBEHHBII  apXMB  HAy4HO-TEXHUYECKOMN

JIOKyMEHTAITU! (PTAHTL). Poccuiickuit rOCyIapCTBEHHBII apXuB

kuHodotonokymeHtoB  (PTAK®JI).  Poccuiickuii ~ rocygapCTBEHHBIM  apXuB

dhonokymeHToB (PTAD]I). CocTaBineHue CBOIHOMN TaOIUIIBI TOCYTaPCTBEHHBIX apXHUBOB.

Camocmosmenvras paboma: Iloocomoexka 00k1a008, pepepamos, coobujenuii Ha 4

memvl «locyoapcmeennvie apxusvl. AD PD: Hemopus u cospemennocmo

4
Tema 2.2 1. Mynuyunanvrvle apxuenl 2
Mynuyunanshvie IIpaxmuueckas paboma: Mcmopus co30anus MyHUYUNAaIbHbIX apXueos U HAnpasaeHus. 2
apxuebl. OesimenvHoCmu
24

Tema 2.3 ®epepanbHbie 1.CraHOBI€HME U COBPEMEHHAsl CETh TOCYIAPCTBEHHBIX OPraHOB W OpraHM3alMi, 2
Oprafbl OCYHIECTBJIIOIINX JIEO3UTAapHOE XpaHEHHE TOKyMeHTOB AD PO.
HCHOTHUTEIEHOM BJIACTH 2.1lenTpamibHblil apxus Munucrepcrsa 060ponsl PO (LIAMO) 2

3. ApxuBsl Munuctepctsa BHyTpeHHux aen Poccun (MBJ] Poccun) 2

4. Apxussl CiyxObl BHemHeH paszBenku Poccun (CBP Poccun) 2

5.ApxuB ®enepanbHOTO TOCYITApCTBEHHOTO yupexkaeHus «locymapcTBeHHBIH (GOH 1

TEJIEBU3MOHHBIX U paauonporpamMm» (I'ocrenepaanodonn).

6.ApxuB ¢enepaabHOro rocy1apcTBEHHOIO HayYHO-IPOU3BOACTBEHHOTO MPEANPHUITHS

«Poccuiickuii penepanpHbIii reomorndeckuii houa (Pocreondonn)

7.ApxuB Pockaprorpadbun 2

IIpakTnyeckas padora: Apxus BHemHell nonutuku Poccuiickoit nmnepun (ABIT PU). Apxus | 12




BHemHed nonmutuku PO (ABII P®). Llentpanbhelii BoeHHO-Mopckoil apxuB (LIBMA).Myseit u
OnbIMoTeKa MHUHHUCTEPCTBA O0OpOHBI ApxXxuBHI (emepanpbHO ciyx0bl Oe3omacHoctn (PCh
Poccun).ApxuBsl  (denepanbHoil  cinyxObl  ucronHenus Hakazanuii (OCHUH  Poccunm).
Hentpaneubiii apxup denepanbHoil MurpanuonHoi ciayx6sr Poccun (OMC Poccum). Apxus
TOCYIAPCTBEHHOIO yupexaeHus «BCcepoCCHUCKUIA HAydyHO HCCIEA0BATENbCKUNA HHCTUTYT
THAPOMETEOPOJIOTHYEeCKOM  HMHpopMaruu-MupoBoli 1ieHTp AaHHbix» (BHUUITMU-MIIJ)
(rOGHHMHCK). ApxuB (QenepaibHOr0 YHHTapHOro mpeanpustus «Poccuiickuii HaydHO-
UCCIIEIOBATENbCKUN  LEHTp HHpOpMAalMK IO CTaHJapTU3alWd, METPOJIOTHMH U  OLIEHKE
COOTBETCTBHSIL.

48
Tema 2.4 Apxuent 1.Ilonamue 06 apxuee opeanuzayuu, 8Udbl ApXUE08 OP2aHU3AYUU 2
opecanusauuu 2. Unousudyanvuas uHCmpykyus no 0e1onpou3eo0cmey 2
3.Ilonooicenue 06 apxuse 2
4. [lonoicnocmuvle uncmpyKyuu apxueapuyca u 3a6. apXueom 2
S.IInanuposanue pabomul u omuemHOCMb APXUBA. 2
6.Konmpons 3a cocmasnenuem xpaneHusi OOKYMeHmos 2
7. Bvinonnenue niamuvix pabom u yciye 2
8.IIpuem-nepedaua 00KyMenmos npu cmene pyKogooumens apxusd. 2
9. Ilonamue u ¢hynxkyuu Homenxkiamypul 0en, munwvl U 8UObl HOMEHKIAMYPLL. 2
10 Opeanuzayus pabomul N0 COCMABIEHUI) HOMEHKIAMYpbl Oell. 2
11. Cpoku xpanenus u 3a20108xu 8 Homenxaamype oen. Ocopmnenue epagd Homenkiamypsi oel. 2
Ilpakmuueckaa  paboma: Jlokanvuvle  Hopmamuguvie  doxymenmsl.  Cocmasnenue | 20
unousuoyanvhoti  uncmpykyuu. Cocmasnenue nonoxcenuss 06 apxuge. Cocmasnenue
O0NICHOCMHOU UHCMPYKYUU apxusapuyca u 3as. apxusom. Cocmaenenue niaua padoomvl
apxusa. Obecneuenue coxpanHocmu O0okymeHmog 6 apxuee. CocmasieHuss nepeuns ycuye,
BLINONHAEMbBIX APXUBOM HA NAAmMHOU ocHose. Opeanuzayus padomsl dIKCNEPMHOU KOMUCCUU.
Cxema nocmpoenuss Homenkaamypuvl oen opzauuzayuu. Cocmagnenue HOMEHKIAMYpbl Oeid.
Cocmasnenue onucu 0okymenmos. Onucanue apxusHvlX 0OKYMEeHMO8.
CamocrosiTeibHasi padora : [lonroroBka mokiaanoB, pedepaTtoB Ha TeMy «APXHUBBI 4
OpraHU3aIAI)
16
Tema 2.5 Hayumo- 1. @opmuposanue edunozo apxusro-ungopmayuonno2o npocmpancmea. Ilowamue o docmyne K | 5




uHGpoOpMALMOHHAA apxusnvim  0okymenmam. CocmosiHue HOPMAMUBHO-NPABOBOL 0a3bl, peclameHmupyrouel
AeSITeJIbHOCTh 80NPOCHL OOCMYNA K APXUBHBIM OOKYMEHMAM
roCya1apCcTBEHHBIX
apxuBoB. Opranusanus 2. I[lonamue 06 ucnonb308aHuL apxueHblx OOKYMEHMOo8 KaK COCMASHOL Yacmuy HAyYHO- )
HCIMOJIb30BAHUS UHGOPMAYUOHHOU 0esTMENbHOCTNU APXUBOS.
JOKYMEHTOB APXHBHOIO
ponna PO 3.Bunpl uHPOPMALIMOHHBIX TOKYMEHTOB M METOJIMKA UX COCTaBieHUs. VcroaHeHue 3anpocoB B 2
rocyaapcTBeHHOM apxuse. [IpenocTtaBieHne JOKYMEHTOB JUISl M3YYEHHUS B YATAIBHOM
3aJie apxuBa
IIpakTunyeckas padora: [IpaBa u 00s3aHHOCTH apxuBa U mMosb3oBareneid. DopMel qoctyna K | 6
aApXUBHBIM JTOKYMEHTAM W apXWUBHOH JokyMeHTHOU nH(popmanuu. Llenn, HanpaBieHus u GOPMBI
VCIIOJIB30BaHUsl JOKYMEHTOB. Y YeT UCIOJb30BAHNS JOKYMEHTOB B TOCYAAPCTBEHHBIX apXHUBaX.
CamocrosiTesibHasi padoTa 4
[TogroroBka HOKIaa0B, pedeparoB, cooOmeHui Ha TeMbl « HayuHo-uHpopmarroHHas
NEeATEIbHOCTh TOCYAAPCTBEHHBIX apXWBOB. OpraHuzanus HCIONb30BAaHUSA JOKYMEHTOB
ApxusHoro ¢onga POy
9
Tema 2.6 Ily0oumkanuoHHas 1. Tunsl, Buasl U GopMbl MyOIHMKALMA TOKYMEHTOB. 1
ACATEILHOCTD TOCYTAPCTBEHHBIX | ) Oprapusanus paboThl MO HAYYHOMY H3JAHUIO JOKYMEHTOB. 1
ApXHBOB IIpakTuyeckass padora: Apxeonorudyeckoe odopmiieHre HTOKyMeHTOB. OCHOBHBIC 2
HanpaBJIeHUS! MYOJIUKAIIMOHHOM 1eATEIbHOCTH apXUBOB.
CamocrosiTeqbHast padora: [lonroroBka nqokinaaoB, pedeparoB, COOOMEHN Ha TEMBI 5
«[lybnukanoHHas JesiTeIbHOCTh TOCYIAPCTBEHHBIX apXHUBOB
MJIK 02.02 MeTonnka ¥ OpraHu3anusl APXUBOBEACHHUS 269
Paszjnea 1. MeTonuka u npakTuKa apXuBOBeIeHUS 83
26
Tema 1.1 Opranusanust | 1.IlonsiTHe TOKyMeHTa , apXUBHBIA JOKYMEHT, ApXUBHBIN (OHI. 2
AOKYMEHTOB APXMBHOIO (pOH/A 2.IlonsiTve 06 opraHu3alnyu JOKyMEHTOB ApXHBHOTO (hoHIa 2
3.KoMIieKTOBaHNE IrOCYIapCTBEHHBIX APXMBOB JOKYMEHTaMHU 2
4.CoBpeMeHHbIE PU3HAKN OPraHU3alliN TJOKYMEHTOB ApxuBHOTO (hoHaa PD 2
5. OObeMHEHHBIE apXUBHbIE (DOH]IBI 2
6.ITonatne o kmaccupukanuu AOKyMeHTOB. Kiaccudukanus HTOKYMEHTOB JIMYHOTO | 2
MPOUCXOKACHHS
IlpakTuyeckass pa6ora: [lpusnakm opranmsanum [ocymapcTBeHHOTO apxwBHOro ¢oHma | 12




CCCP no 1991r. Bunsr pabor no ¢ponnupoBanuto. KinaccupukamoHHble TPU3HAKA U CXEMBI
OpraHM3aliH JOKYMEHTOB.

CamocrosiTenbHast padora: Cucremarndeckast mpopadOTKa KOHCIIEKTOB 3aHATHI, yueOHOIH,
crienMaIbHON JuTeparypsl o Teme «Opranu3zanysi JOKYMeHTOB ApXUBHOTO (GoHIa»

14

Tema 1.2 Hcnoan3zoBanue
JOKYMEHTOB

1.McnonnHenue 3anpocoB

N

2.OKCIIOHUPOBAaHUE APXMBHBIX JIOKYMEHTOB Ha BbIcTaBKax. Mcmonb3oBaHue
ApXUBHBIX JOKyMeHTOB B CMU.

IIpakTuueckass padora: Pabora wuccrnemoBareneil B YHMTaJIbHOM 3aje.
[IpoBenenne wWHHOPMAMOHHBIX MeponpusaTuid. [lyOmukamuss apXUBHBIX
JIOKYMEHTOB.

CamocrosiTenbHass padora: OTBETUTh Ha KOHTPOJIBHBIE BONIPOCHI 110 TEME
«Mcnonp3oBaHue TOKYMEHTOBY

\S}

=~
N

Tema 1.3 KoMmmiiexkTroBanue
apXMBOB H JKCIEPTH3a LEHHOCTH
JOKYMEHTOB

1.ITonaTre o KoMIuIeKTOBaHWU. BHibl paboT MO KOMIUIEKTOBAHHUIO.

2. IIpouiecc KOMIIJIEKTOBAHUSI FTOCYAAPCTBEHHBIX apXUBOB

3.IlonsTre o hopmax mprema JOKyMEHTOB.

4.IlonsiTue 00 SKCHIEPTH3E LIEHHOCTHU JTIOKYMEHTOB

5.3ama4un SKCrepTU3bl IEHHOCTH TOKYMEHTOB

6.IlonsiTue 0 mepeyHsIx

7. Tunsl 1 BUABI IEpEUYHEN

8.MeToauKa yCTaHOBJIEHUS CPOKOB XPaHEHUSI 10 MEPEYHIO

9.Ilonarue 06 0c000 IEHHBIX JOKYMEHTAX M KPUTEPUH UX ONPEACICHUs

10.Cucrema >KCIepTHHIX OPraHOB

NN NN RN

IIpakTnueckas padora: OmnpeneneHne UCTOYHUKOB — KOMIUIEKTOBaHUS.  Kpurepuu
orpesieNieHUs] NCTOYHUKOB KOMITJIEKTOBAHUS TOCYJApPCTBEHHBIX M MYHUIIMIAIBHBIX apXHBOB.
Opranuzanysa KoMILIeKTOBaHUA. Kputepun skcnepTusbl EHHOCTH JOKYMEHTOB. IIpuMmenenune
nepeuns. Crtpykrypa mnepeuns. [lonstue 00 yHHKadbHBIX JOKyMeHTaxXx. Kputepun
ONPCACIICHUSA YHUKAJIBbHBIX TOKYMCHTOB

[\
(e

CamocrosnTenbHass padora : BoinonHenue TecToBbIX 3aiaHuil mo teme «KomrmuiekroBaHue
apXMBOB U 3KCIIEPTH3a LICHHOCTH IOKYMEHTOB

1.4 Opzanuzayus yuema
00Kymenmoe Apxuenozo ¢ponoa P®O

1.Ilonamue o 2ocyoapcmeeHnom yueme apxusHvlxX OOKYMEHMO8

2.BHympenHue 0cHoGHble yuenmHuvle OOKYMeHMbl

3. Jloxymenmovl yeHmpaiuzo8aHHo2o 20cyoapcmeennozo yuema. Ilopadox pabomul ¢
OOKYMEHMAMU OP2aAHU3AYUU.

NN N




Ilpakmuueckaa  paboma:  Buympennue  yuemuvie  OOKyMenmvl U OOKYMEHMbl
YEeHMPAIU308aHHO20 eocyoapcmeennozo  yuyemda. Buympennue (ocHosHble) yuemHvle
O0OKYMEeHmbl.

Camocmoamenvhan pavoma: Iloocomoska 00k1a008, pehepamos no meme
«Opeanusayus yuema 0OKYMEHMO8).

42

Tema 1.5 Cnpagouno- nouckoevie
cpeocmea

1.Ilonsmue o cucmeme CnpasodYHo- NOUCKOBblX Cp@dCﬂ’l@ K AapXueHbiM OOKyMeHmaM u
OCHOGHblE NPUHYUNbL €€ NOCNPOEHUAL.

2.Tpebosanusa , npeovasisiemvie k cucmeme CIIC. [lonamue «nepsuunas OOKYMEHMHASA
uHopmayusy, « 6MOPUYHAs OOKYMeHmHas ungopmayusy. [ugpepenyuposanuviii n00x00 K
cozoanuro CIIC .

3. @yHKYUU U COCMAas apxXusHvlX ONUcell.

4.Cocmasnenue cobcmeenno onucell.

5. 1lonsamue o Kamajiocuzayuu. OnpedeﬂeHue suoa kamaoaa

6.Boisisnenue u omoop 00OKyMeHmHOU uHgdopmayuu 0is Kamaiocusayuu.

7 Ilonamue o nymesooumensx u ux uobl.

8.0030pbl apxusHbLIX OOKYMEHMOB U UX BUObL.

9.Cnpasounvlii annapam K 0030py.

10. Vkazamenu 6 cucmeme CIIC. Temamuueckue nepeunu OOKyMeHmos u 06a3bl OAHHbIX.

NN N[N NN N

Ilpakmuueckaa paooma: Cmpykmypa cucmemovr CIIC u nepcnekmuevl ee pazsumusi.
ObszamenvHvle  apxusHvle cnpagounuku 6 cucmeme CIIC. Cocmasnenusi cnpagounozo
annapama K onucam. Cxemsl Kiaccuguxkayuu OOKYMEHMHOU UHGopmayuu 6 Kamanio2ax.
Onucanue OoKymMeHmHOU uH@opmayuu 6 KamaniodxcHvlx Kapmoukax. Cocmaénenue u
UHOEKCUpoBanue KamanlodCHblX Kapmouek. Xapaxmepucmuku ¢onoos 6 nymegooumere.
Cnpasounviil annapam xk nymesooumento. Xapaxmepucmuka 0OKYMeHmo8 8 0030pe.

[N
S

Camocmoamenvhan pavoma: Iloocomoska 00k1a008, pehepamos no meme
«CnpasoyHo- nouckogvie cpeocmaeay

20

Tema 1.6. Hcnoap3oBanune
apXMBHBIX JOKYMEHTOB

1.ITonATHE 00 WCHONB30BAaHUM AapXMBHBIX JIOKYMEHTOB, HAMpaBleHUE, IeNU, U (QOPMEI
UCIIOJIB30BAHUS.

2.0co0EHHOCTH UCIIOIB30BAHUS APXUBHBIX JOKYMEHTOB B FOCYIapPCTBEHHBIX, MyHUITUTIAIBHBIX
apxuBax M apxuBax opraHuszauuii. MH(popMalMOHHbIE yCIYrM apXUBOB B paMKax KOHIIETILUU
«JIEKTPOHHOE IPABUTEILCTBOY

3.ITopsigok 3acekpeurnBaHUs APXUBHBIX TOKYMEHTOB.

[\

4 Metoauka TIOMCKAa apXWBHBIX JOKYMEHTOB B JICJIONPOU3BOJICTBE, TOCYIapCTBEHHBIX,
MYHHUITUTIAIEHBIX apXUBaX M apXUBaX OPraHU3allnu.




5.0Tanbl y4yera MHCIOJB30BAHUS APXUBHBIX JIOKYMEHTOB M YydeTHble (opmbl. AHamu3 | 2
3¢ (}EeKTUBHOCTH M MHTEHCUBHOCTH MCIIOJIb30BaHUS aPXUBHBIX JJOKYMEHTOB
IIpakTuueckass padora: PermameHTsl HMH(OPMAIMOHHOTO OOCIYKMBaHMUSA MoJyib3oBarens. | 10
@DopMbI UCIOIB30BAaHUS APXUBHBIX TOKyMEHTOB. CBOOOIHBIN TOCTYI K apXUBHBIM JOKYMEHTaM.
[lops 10K paccekpeurBaHMs apXUBHBIX JTOKYMEHTOB. DTaIlbl TEMaTHUECKOTO ITOUCKA.
24
Tema 1.7  Hudpopmamuonno- | 1.Ilonstue 06 nHbopMaTH3aIMK APXUBHOTO JIEJIa U €€ HTAIIBL. 2
KOMMYHHKAUMOHHBbIE TeXHOJ0ruH | 2.0TpacneBble  mporpamMmbl  uHQopMmaruzauuud. HopmatuBHo- — meronuueckas ©Oaza | 2
UH(POpPMaTH3AIHH.
3.ABTOMaTU3MPOBAHHHAS CHCTEMA IEHTPAIM30BAHHOTO y4eTa TOKyMEHTOB PD 2
4.0co0eHHOCTH EKTPOHHBIX IOKYMEHTOB. 2
5. Knaccudukanus u sxcnepruza /] 2
6.00ecrieueHue coxpanHocTu D] 2
[Ipaktuueckass pabora: 3amaunm W  npuHIUOBl uHbopMmaruzammu B Kowmenmum | 12
nHpopmaruzanuu apxuBHoro nena. Kmaccudukamus coBpemeHHbIx AAT. MHTErprpoBaHHBIC
uH(pOpMaIMOHHbIe cucTeMbl. HopMmaTBHO- mpaBoBast W MeToauyeckas 0a3a paborel ¢ I/l
Ocob6ennoctu onucanus JJ1. YooctoBepeHue opuandeckoi cwibl )] B mpoiiecce apXUBHOTO
XPaHEHUS.
Paznea 2 ObecnieyeHne COXPAHHOCTH apXHBHBIX IOKYMEHTOB 76
8
Tema 2.1 Cozoanue onmumanwvhuvix | 1.Tpebosanus k nomeujeHusM U 060py008aAHUIO APXUBA 4
ycaoeuii XpaHeHus apxuenvix | Ilpakmuueckaa padoma: Peocum xpanenus ookymenmos. Pazmewenue o0oxymenmos 6 | 4
O00KyMeHmoe. Xpanuiuwax, monozpaguposanue.
10
Tema 2.2 Tlopsagoxk Beigaum | l.Ilenu u cpoku BblAaYM apXMBHBIX JIOKYMEHTOB W3 apxXuBoXpaHuiuiia. [IpmumnHa orkasza B | 2
apXHBHBIX /IOKYMEHTOB U3 apXUBa | BbI1a4€ aPXMUBHBIX JOKYMEHTOB .
2. TpaHcriopTUpPOBKA apXUBHBIX TOKYMEHTOB. 2
IIpakTuyeckass pabora: Ilopsgok odopmieHUs BBIJAYM aApPXHUBHBIX JOKYMEHTOB U3 | 4
apxuBoxpaHuiuma. Ilopsnox odopmieHHs BPEMEHHOTO BbIBO3a apXMBHBIX IOKYMEHTOB 3a
py6ex. CTpaxoBaHH€e apXUBHBIX JJOKYMEHTOB.
CamocrositeibHasi padora: IloarotoBka moKiIanoB, pedepaToB Mo TeMe 2
«[lopsiiok BbIaYM apXUBHBIX JOKYMEHTOB U3 apXHBay.
10
Tema 2.3 IlpoBepka Haauuusi u | l.Ilenm 1npoBepku HanMuusg U COCTOSHUS apXUBHBIX JOKyMeHTOB. Ilepuomnunocts |2
COCTOSIHMSI AaPXUBHBIX IOKYMEHTOB | ITPOBEJCHUS NPOBEPKHU HAJINYMS U COCTOSIHUS aPXMBHBIX JOKYMEHTOB.
2.0pranu3aiys po3bicKa 0OHAPY)KEHHBIX aPXUBHBIX JOKYMEHTOB. 2




IIpakTnueckas padora: Ilopsaok npoBeaeHMs] NPOBEPKU HAJIM4YMSA U COCTOSIHMSI apXUBHBIX | 4
nokyMeHTOB. OdopMiieHNe pe3ylnbTaToB MPOBEPKHU COCTOSHUS apXUBHBIX JTOKYMEHTOB.
CamocrositennbHast padora: [logroroBka noknanos, pedeparos Ha Temy: «[IpoBepka Hamuuus | 2
Y COCTOSIHMSI apXUBHBIX JOKYMEHTOB)
4
Tema 2.4 Co3nanue crpaxoBoro | 1.Ilens cozganus ctpaxoBoro ¢onna u Gonaa nomaszoBarens. HopmarusHo- Metoauueckas 6aza | 2
¢onna 0c000 HEHHBIX u | paboTHI IO CO3MaHMIO cTpaxoBoro GhoHIa U GHOH/A MOTH30BAHMUS.
YHUKAJIbHBIX JOKYMEHTOB IIpakTuyeckass pabora: Opranuzamuss pabOTEl MO  MHKPOPWUIBMHUPOBAHUIO WM | 2
ol ()POBHIBAHUIO JOKYMEHTOB. YUET U XpaHEHUE CTPAXOBBIX KONHH 1 (oHAA.
14
Tema 2.5 Ob6ecneuenne | 1.OGecneueHne COXpaHHOCTH JOKYMEHTOB. 2
COXPAHHOCTH apxuBHBIX | 2. OxpaHHas 6€30MACHOCTh XPAHMUIIMII] 2
JIOKYMEHTOB 3. Jlesundexnus, neparusamus, 1e3MHCEKIUS apXUBOXPAHIIIUIIL. 2
IpakTuyeckas padora: OOecrieueHUE OXPAaHHOM M MPOTHBOMOXKAPHOH  OE30MacHOCTH. | 6
TpeboBaHMsT TPOTHUBOIIOXKAPHOI OE€30MMACHOCTH.
CamocrositeibHast  padora: IlogroroBka mokianoB, pedeparoB mo teme «ObecreueHue | 2
COXPAHHOCTH apXHUBHBIX IOKYMEHTOB)
14
Tema 2.6 OOGecneuenue ¢usuko-| 1.MexaHnueckoe NOBPEXKICHUE TOKYMEHTOB 2
XHMHYECKOH coxpaHHOCTH | 2. [IpyyunHbBI U BUIBI MOBPEXKACHUS TOKYMEHTOB 2
JMOKYMEHTOB. 3. IlpoBepka Gu3nyeckoro cCocTosiHMS TOKyMeHTOB. EquHas cucreMa nHaekcanuu 1e)eKToB 2
IIpakTnyeckasi padora: buonoBpexaeHue T0KyMEHTOB. 6
CamocTosiTenibHast padora: CoctaButh TabuIy «Buibl OBPEXICHHS JOKYMEHTOBY 2
23
Tema 2.7 OcHoBbl koHcepBanuu u | 1.IloHsATHE 0 KOHCEpBALMU U PEXKUME XpPaHEHUS JOKYMEHTOB. 2
pecTaBpanyu 10KYMEHTOB. 2.Ilonstue o crabunu3zaunu. OCHOBHBIE 3a/1a4d M TEXHOJOTMM KOHCEPBALMU JTOKYMEHTOB Ha | 2
TEXHOTPOHHBIX HOCUTEJISIX.
3.IlpaBuna u Metoabl paboOTHI pecraBparopa ¢ JokyMeHTaMu. OCOOEHHOCTH KOHCEpBaLuH | 2
JJOKYMEHTOB Ha TEXHOT'€HHOM HOCHTEJIE.
4.06paboTKa TOKYMEHTOB B 3aBHCHMOCTH OT BH1a TOBPEKICHHUS. 2
5.0cHoBHbIE BUABI U puuuHbl UC. 2
6. Opranu3zanusi paboThl ¢ apXUBHBIMHU TJOKYMEHTaMH , IOCTPAJaBIIMMU B pe3ynbTare noxapa. | 2
IIpakTnyeckass padora: Pa3oBasi U MNPEBEHTHMBHAsA KOHCEpBAaIMA , WHKANCyIupoBaHHe. | 12

OcoOeHHOCTH pecTaBpallMd JOKYMEHTOB Ha mnepramentre. OcCOOEHHOCTH  YKpEIJICHHS
Kpaco4yHoro ciyoss MuHHaTiop CoCTaBlleHHME peCcTaBpallMOHHOrO mnacnopra. JImkBupanus
NOCTIC/ICTBUI 3aTOIJICHUsS apXWBOXpaHwiuiia. Pazbopka M mepemenieHne IMOCTPadaBIIUX




(OHJIOB, IPOCYIIIKA APXMBOXPAHUIIUINA.

CocraBienne nmnpe3eHTauuu 10 Teme «OCHOBBI KOHCEpBallUM U
pecTaBpalvy TOKYMEHTOBY

Koncynprannmn

12

DK3aMeH

Bcero no Moy

738

YuyeOHasi npakTHUKa:

Buasl padot

O3HaKOMIJICHHE C (bel[epaJIBHBIM U pCruOHAJIbHBIM apXHUBHBIM 3dKOHOJAATCIILCTBOM
O3HaKkoMJIEHUE C MOPSIIKOM MTPEIOCTaBICHUS JOCTYyIa IPaXKaaH K apXUBHBIM JOKYMEHTaM
N3yuyenue CTpyKTypbl OPraHOB YIIPABIICHUS ApXUBAMHU

Nzydenue cuctemsl penepanbHOil apxuBHOU Ci1yx0bl Poccun

N3ydeHue CTpyKTypbl TOCYIapCTBEHHOTO, MYHUIIMITAIBHOTO apXxuBa. M3yuenunii QyHKImi u
3a/1a4 apXuBa OpraHu3aIuu

N3yueHne nosioKeHui 0TAeIOB apXUBOB M3ydueHre TOKHOCTHBIX MHCTPYKIHMM 3aBEIYIOIIETO
apxXHUBOM U apxuBapuyca

N3yueHns monoxkeHus O MOCTOSSHHO JICUCTBYIONIEH AKCIIEPTHOM KOMUCCHU. O3HAKOMIIEHUE €
OpraHm3anueil paboT Mo IKCIEePTU3e IIEHHOCTH JOKYMEHTOB

Nzyuenne nopsiaka kiaccu(pUKaluu apXUBHBIX JTOKyMEHTOB

[TpoBenenue cucteMaTu3auu Jei

O3HaKkoMJIEHHUE C NTPaBUIIAMU Pa3MEILEHUs €]l B apXUBOXPaHWIINIIE

W3yuenue onucanus JOKyMEHTOB U aesl. O3HaKoMJIeHHE ¢ 0pOopMIIEHUEM OOJIOXKKH Jiea
O3HaxkomJIeHHUE C NTOATOTOBKOM K Mepeaade Jesl OpraHu3aluy B TOCYJapCTBEHHBIN apXUB
W3yueHnne MexaHU3UPOBAHHBIX U aBTOMATU3UPOBAHHBIX MH(POPMALIMOHHO-TOUCKOBBIX CUCTEM
W3yuenue cucTeMbl yyeTa apXUBHBIX IOKyMEHTOB. O3HaAKOMJIEHHE C OCHOBHBIMH YYE€THBIMH
JOKyMEHTaMu

N3yuenue pe:xuMOB XpaHEHUS TOKYMEHTOB.

O3HaKOMJICHHE C PasMCIICHUCM TOKYMCHTOB B apXHBC

36

HpOH3B0}ICTBeHHaﬂ NMpaKTUKa:
Buasi pagor: Nzyuenue npaBoBbIX (YUPEAUTEIHHBIX) H PACTIOPSIUTENHHBIX TOKYMEHTOB
OpTraHM3aIly — MECTa MPOXOKIACHUS PAKTUKH

(manee — opranu3anum) ¢ Uenbio cOopa MHGOpMALNH 1T UCTOPUIECKOHN CIIPaBKH K apXUBHOM
OTIMCH, OTIpEeNICHHS TPaHUL] aPXUBHOTO (pOHIA0pTaHU3ALINH.

YyacTre B KOMIUIEKTOBAaHWH apXyBa OPTaHU3AIINH JIeaMH (JIOKyMEHTaMH ) TOCTOSTHHOTO U
JIOJITOBPEMEHHOTIO XpaHEHHSI.

W3ydenne apXuBHBIX JOKYMEHTOB OPTaHU3AIINH C [ETbI0 HCKITIOYEHHUS JyOJIETHOCTH

180




UHQOPMAIH, IPOBEPKH (PU3UIECKOTO COCTOSIHUS JIEN(TIOTUCTHBIN TPOCMOTP JIE).
Cucremaru3anus J0KyMEHTOB B COOTBETCTBHHU C BRIOPaHHOW OpraHMU3alueil CXeMOH.

IIpuMeHeHre cXeMbl pa3MeIleHUs CPEICTB XPAHCHUSI APXUBHBIX JOKYMEHTOB OpTaHU3aIuI

IpH IpUeMe el (IOKYMEHTOB) Ha XpaHeHue. OdopmiieHue TonorpaduuecKux yka3aremiei B
apxuBoxpaHwHie opranu3anyu. OdopMIICHUE SIPIBIKOB HA IIEPBUYHEIC CPEIICTBA
xpaHeHus.PazMenienne monoaHeHns apXUBHOTO (POHA.

OdopmiieHrE YIETHBIX JOKYMEHTOB MTOCTYIUICHUS W BEIOBITHSI JICIT.

OdopmiieHrEe TOKyMEHTAIMH 10 YYETY QOHIa MoIk30Bareis, (hOTo-, ayTHOBU3yaTbHBIX JJOKYMEHTOB,

AJIEKTPOHHBIX JIOKYMEHTOB
OdopmiieHre YIETHBIX (hOPM apXKBa OpraHU3alliu.

Yyactre B IpOBEICHUH IKCIIEPTU3bI IIECHHOCTH JOKYMEHTOB OPraHU3aIlui Ha OCHOBAaHUH

HAYYHBIX KPUTEPUEB MX IICHHOCTH U HOPMATUBHBIX JIOKYMEHTOB: MTEPEYHEH U HOMCHKIIATY].
Omnpenenenue CPOKOB XPaHEHHS JOKYMEHTOB U jien. OQopMiieHne KapTodeK-3aMeCcTHTEIeH Jiena.
[IpoBepka HATMYMSI U COCTOSIHUSI apXUBHBIX JIOKYMEHTOB OpTaHU3alMU. BrIsSBIICHE JOKYMEHTOB

C TIOBPESXKICHUSIMA MaTePUAIILHBIX HOCUTEIIEH.

Opranu3zaiys po3bicka HeoOHapy)eHHbBIX jaei. OdopMiieHHe JOKyMEHTAIIUH MO PE3yJIbTaTaM MPOBEPKH.
Pabota 1o co3nanuio CripaBOYHO-TIOMCKOBBIX CPECTB apXHBa OPTraHU3aI[UH, B TOM YHCIIC C
NpUMEHEHUEM HHPOPMAIIMOHHBIX TEXHOJIOTHH. Y4acTie BOYOpMUPOBAHUH OCHOBHBIX U
BCIIOMOT'aTeNILHBIX APXUBHBIX CIIPABOYHUKOB, B TOM YHCIIE C HCIIOIh30BAHHEM aBTOMATH3NPOBAHHBIX
CHUCTEM.

CocrasiieHre apXUBHOW OIMUCH JIEJT TIOCTOSTHHOTO XPaHCHHS.

OdopmieHre ONHCH JIeNT TI0 TMYHOMY cocTaBy. O opMIICHHE OTIHCH JIET

BpeMeHHOTO (cBhImIe 10 J1eT) cpoka XpaHEeHHS.




2. YCJIIOBUA PEAJIMBALINUU ITPOPECCHOHAJIBHOI'O MOAYJIA

3.1. Juas peajqu3anuu nNporpaMmmbl NpogecCHOHAIBHOI0 MOXYJISl J0JKHbI ObITH
NpeayCMOTPEeHbI cJleAyIolue creluaabHble OMelleHUs:

Kabuner apxuBOBeIcHUS, OCHAIIIEHHBIN:

—000py/IOBaHUEM: CTOJIBI M CTYdbs, IIKaQbl, CTEIJIAXKH, [IOCKA, WHTEPAKTHBHAs MPHCTaBKa K
JOCKEe/MHTEPAKTUBHAS JOCKA, TPOEKTOP, KOHAUIIHOHED;

—TEXHUYECKUMHU CPEJICTBAMHU: TEPCOHAIBHBI KOMIBIOTEp (IMPOrpaMMHOE OOECIeueHUe: TEKCTOBBIN
pemakTop, mpaBoBasi 0a3a JaHHBIX, CHCTEMa 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa, MPOTPaMMHBIA MPOIYKT,
peanusytomuii  QYHKIMM apXuBa OpraHW3alMM, JOKajdbHAs CETh, BBIXOJ B TJIO0AJTBHYIO CETh),
MHOTO()YHKITHOHAJIBHOE YCTPOMCTBO (MMPUHTEP, CKAHEP, KOTIHD).

Jlaboparopus apXMBHOTO Jiea, OCHAIIICHHAS:

—000py/IOBaHUEM: CTOJNIBI M CTYdbs, IIKaQbl, CTEIUIAXKH, [IOCKA, WHTEPAKTHBHAs MPHCTaBKa K
JOCKE/MHTEPAKTUBHAS JOCKA, TPOEKTOP, KOHAUIIHOHED;

—TEXHUYECKUMHU CpPEJICTBAMU: MEPCOHANbHBI KOMIBIOTEp (IIPOrpaMMHOE OOecredeHue: TEeKCTOBBIM
penakTop, mpaBoBasi 6a3a JaHHBIX, CHCTEMa 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa, MPOrPaMMHBIN MPOIYKT,
peanm3yromuii  QyHKIMH apXyWBa OpTraHU3allMM, JIOKalIbHAas CEeTh, BBIXOA B TJIOOATBHYIO CETh),
MHOTO()YHKIIMOHAJILHOE YCTPOUCTBO (IIPUHTEP, CKAHEP, KOMHUP), YHUUYTOXKHUTENb JOKYMEHTOB (LIpeaep),
WHCTPYMEHTBl W MaTepHalbl s MPOIIUBKA JTOKYMEHTOB (MEXaHUYECKHE M PYYHBIE): TPOIIMBHOE
YCTPOMCTBO, ABIPOKOJIBI HA J[BA U YETHIPE IIPOKOJa, LIWJIO, UIJIa, KAPTOH «@pXUBHBIN cTanaapt» 230x320
MM C OWToBKOH (IO JWHWUM Ccruba), HUTHh JUIS TOAIIMBKUA JOKYMEHTOB JaBcaHo-mtanensHbie JIII-210,
nevyarh M MITaMIIbI IS 3aBEPEHHs] apXMBHBIX CIPABOK, KOMHM M BBHIMUCOK (OTMETKAa O 3aBEPEHUU KOIUU
JOKYMEHTOB, IITaMII

«Konusy).

3.2. Ua¢opManmoHHOe oOecnedeHHe peaan3alui NPporpaMmMbl

Jns peanuzanmu mporpaMMbl  OMOIMOTEUHBINH (OHA 00pa30BaTEIIPHOW OpraHW3AIMH JIOJDKEH HMETh
NEYaTHBIC /WA JJEKTPOHHBIE 00pa3oBaTelnbHbIE W WH(DOPMALMOHHBIC PECYPCHI, IS HCIOIH30BAHUS B
oOpa3zoBarensHOM Tiporiecce. [Ipu dhopmupoBannu 6ubmoTedHoro (HoHmaao0pa30BaTeIbHON OpPraHu3aluu
BBIOMpAETCSl HE MEHEE OJHOTO M3/IaHUs U3 TIePEUNCICHHBIX HUKE TICUaTHBIX U3JIAaHUHN U (MITH) SJIEKTPOHHBIX
U3JIaHUH B KAY€CTBE OCHOBHOTO, IPU 3TOM CIIHCOK, MOKET OBITh JIOMOJHEH HOBBIMH H3/IaHUSMHU.

3.2.1. OcHoBHEIE TEYaTHLIEC H3TAHUS

1.Opranu3anusi apXvBHOU H CIIPaBOYHO- WH(HOPMAITMUOHHON Pa0OTHI IO JOKYMEHTaM OpraHu3aluu. y4eo.
s cryn. yupesxaenuit CI1O: B 2-x wactsax/ E.M.byposa, E.A.Anekceesa, JI.I1.AdanacbeBa, A.E.Pognonoga;
noxa pea. E.M. byposoii- M Akanemusi. 2021

2.Packun, 1. 1. Meronuka M TpakTUKa apXWBOBEIEHHS: YUYEOHMK I CpPeIHEro MmpogecCHOHATbHOTO
obpazoBanus / JI. . Packun, A. P. CokonoB. — MockBa: U3parensctBo Opaiit, 2022. — 339 ¢. —
(ITpodheccuonansHoe oOpazoBanue). — TEKCT: HEMOCPEICTBEHHBIN.

—ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBIE 3JICKTPOHHBIE U3JAHUS

1. Packun, J[. 1. MeTtoauka U MpakTHKa apXWBOBEIEHHS: YUEOHHK Uil CPEOHEro MpOo(ecCHOHATBLHOTO
obpazoBanus / JI. . Packun, A. P. CokonoB. — Mocksa: M3narensctBo FOpaiit, 2022. — 339 c. —



(ITpodheccuonanvuoe odpazoanue). — ISBN 978-5-534-02419-7.
—  TeKcT:3JIeKTpOHHBIN /l O6pazoBaTenpHas aTdopma FOpaiit [caiT]. — URL:
https://urait.ru/bcode/492546

3.2.3. JlonoJHUTeIbHbI€ HCTOYHUKH (1pU He0OX00UMoCmu)

1. Bacakos, M.U., JlokyMeHTaIlMOHHOE 0OecriedeHne ynpaBieHus (C OCHOBaMHU
apxuBoBezieHus): yueoHoe nocobue i CI10/ M.U. bacako. — Mocksa: M3narensctBo KnoPyc, 2022. —
216 c. — Tekcr : HenocpeacTBeHHbIN. — ISBN: 978-5-406-09983-4.

2. Bypoga, E.M., MypasseBa, H.A. CipaBoYHHK IO apXHUBHOMY /1€y AJIsl paOOTHUKOB
opranu3zanuii. — (Cepus «YnpasieHueckas 0e3omacHocThy / o oour. pen. A. b. bezboponosa). — M:
Tepmuka, 2018. — 396 c. — Tekcr : HenocpeacTBeHHbI. — ISBN: 978-5- 6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYPBI M ayTCOPCUHT B apXUBHOM JEJIE :
monorpadus / C.B. Beperexuna.— Mocksa: M3narensctBo Pycaiinc, 2022. — 128 ¢. — TekceT :
HenocpeacTBeHHbIN. — [ISBN: 978-5-4365-8006-7.

4. Eropos, B.I1., Cnunbkos, A.B. Obecnieuenne COXpaHHOCTH, PeCTaBpalys U KOHCEPBAIIH
JIOKYMEHTOB: yueOHoe nocobue. — C.-110.: Jlanp, 2022. — 220 c. — ISBN: 978-5- 507-45047-3.

S. Eropos B.I1. CoBpemeHHas opranu3anus rocy1apcTBEHHbIX yupexxaeHuil Poccuu:
yuebnoe noco6ue st CITO / B. I1. Eropos, A. B. CiiunbkoB. — Cankt-IletepOypr: Jlans, 2020. — 204 c. —
Texct : HenocpencTBeHHsli. — ISBN: 978-5-8114-6382-4.

6. Koznog, B. II. ApxuBoBeaeHue: yaeOHUK U pakTUKyM a7 By30B / B. I1. Ko3nos.

— Mocksa: UznarensctBo FOpaiit, 2022. — 329 c¢. — (Bsicmiee obpazoBanne). — ISBN 978-5- 534-

14066-8. — Texkct: onektponHblii // O6pa3oBarensHas tiarpopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/496661
7. [TaBnoa, P.C. Jlenonpoun3BoacTBO 1o oOpaieHusM rpaxkaan: yueonoe nocooue s CI1O /

P. C. ITaBnoBa. — Cankrt-IleTepOypr: Jlans, 2022. — 324 c.: mi. — Tekct: HenocpencTBeHHbIH. — [SBN:
978-5-8114-9925-0.

8. [Tonog, A. B.ApxuBoBeaenue. 3apyoOexnas Poccuka: yaeOHUK IJ1s1 CPETHETO
npodeccuonabHoro obpazosanus / A. B. ITomoB. — Mocksa: U3narensctBo IOpaiit, 2022. —

168 c. — (IIpodeccuonansnoe obOpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
AJICKTPOHHBINA /! O6pa3oBarenpHas maTdopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/495214

0. Packun, J[. 1. ApxuBoBeaeHue: yueOHmk s By3oB / JI. M. Packun, A. P.

CokonoB.— 2-¢ u3 ., uctp. u non.— Mocksa: M3gatensctBo FOpaiit, 2022.— 468c.— (Bricuiee
obOpazoBanmue). — ISBN 978-5-534-15245-6. — Tekct: anextponnslii / OOpa3oBarenbHas miaaTdopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHroBas J1esTeIbHOCTh TOCYIapCTBEHHBIX apXHUBOB: MOHOTpadus
/ H.C. Camapuyk. — MockBa: M3narensctBo Pycaiinc, 2023. — 312 c. — TekcT: HenmocpeCTBEHHBIH. —
ISBN: 978-5-466-01550-8.

11. TenpuapoB A.Jl. ApxuBoBeneHue: yueoHoe mocooue s 6akanaspos / A. JI. Tenpuapos. 5-
e u3zl. — Mocksa: UTK «/lamkoB u K», 2022. — 184 c. — Tekcr: HenocpeacTBeHHbIi. — ISBN: 978-5-394-
04946-0.



12. Xopxopauna, T. . ApxusHas 3Bpuctuka: yaeOnuk / T. . Xopxopauna, A. B. Tlonos; mox
pen. E. 1. ITuBoBapa. — 4-e uza. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c. -ISBN 978-5-7281-
2497-9. — TeKcT: 3NEeKTPOHHBIN. —

URL: https://znanium.com/catalog/product/1087575
13.  Ilemenkosa, C. 1. ApxusoBenenue. Mcropus apxuBoB Poccuu ¢ ApeBHEHIINX BPEMEH 10

Havana XX Beka: yueOHOe ocoOue Ui CpeHero MpohecCHOHATBLHOI0 00pa3oBaHUs

/ C. . LlemenkoBa; nog HayyHou pemakiuei JI. H. Ma3yp. — Mocksa: UznatensctBo FOpaidt, 2022. —
153 c. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-10241-3. — TekcT: 27eKTpOHHBIA  //
O6pa3oBarenbHas iatdpopma FOpaiit [caiiT]—  URL:
https://urait.ru/bcode/495215
14. [[Taxomanosa, O.}0. Opranuzaius rocyaapCcTBEHHBIX yupexaeHuil Poccuu:yaedHoe
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kox u HaumeHnoBanue
npogdeccuoHAIbHBIX
u 00X KomnereHuui, [Kpurepum onenku MeToabl OLleHKHU
GopmupyembIx
B PaMKax MOAyJsl

TIK 2.1. Co31aH1€e JTOKAJIbHBIX HOPMATHUBHBIX IAHaJIN3 U OIlEHKA
OcyiecTBiIATh JTOKYMEHTOB Y IIPOTOKOJIOB 3aCEIaHUN peLIeHnt
KOMILICKTOBAaHHUE AKCIIEPTHON KOMUCCUU OPraHU3aLINH. MPOOJIEMHBIX
APXUBHBIMM JI€JIaMHU [IpoBeneHmne 3KCepTU3bl IIEHHOCTH CUTYyalHi, Ipu
(IOKYMEHTaMH ) TOKYMEHTOB OpraHU3alI1H. BBIIOJTHCHUH
ApX1Ba OPraHU3ALUU MPaKTUYECKUX PaboT.
TectupoBaHue.
3aueTel mo MJIK,
ATTECTAIHS 110
MPOU3BOACTBEHHOMN
MPaKTUKE; YK3aMEH
KBaTU(UKAITUOHHBIHA

no [IM 02




11K 2.2.
Bectu yueT apXMBHBIX 1€l

Y4eT apXUBHBIX JIeN (HOKYMEHTOB)
MOCTOSIHHOTO Y BPEMEHHOT'O XPaHEHUSI.

\ N TectupoBaHue.
(I0KYMEHTOB), YueT GOHAOB M ONMCel apXUBHBIX JEI
X OLieHKa 0 UTOram
B TOM YHCJIE (TOKyMEHTOB). YUET BbIJAYH apXUBHBIX
BBITIOJTHEHUS
C MCTIOJIh30BaHHEM e (IOKYMEHTOB) M3 apXHUBOXPAHUIIHILAN
. MPaKTUYECKUX padoT.
ABTOMAaTU3UPOBAHHBIX MX BO3Bpara. YUET M KOHTPOJb Mepeaadn .
3auetel mo MJIK,
CUCTEM APXHUBHBIX JIe] (JOKYMEHTOB) B
. . aTTeCTalus O
rOCyIapCTBEHHBINA/MYHHUITUTATBHBIHA .
MPOU3BOJICTBEHHON
QpPXUB WM Ha HHOE BHELITHEE XpaHECHHUE.
X MPAKTUKE
'Y4eT 1 pO3bICK HEeOOHAPYKEHHBIX JIET
(moxymenToB). Benenue nen hponmon
11K 2.3. Co3manue onucen e (J0KyMEHTOB)

OcCyIIECTBIATh XpaHEHUE
ApXWBHBIX JIEJT
(10KYMEHTOB)

C TOCTOSIHHBIM CPOKOM
XpaHCHUS

U 110 TMYHOMY COCTaBYB
apXH1BE OpraHU3AINH

OpTaHU3AINH IOCTOSTHHOTO CPOKa
XpaHEHUs U 110 JIUYHOMY COCTaBY.
Pa3merienne apXuBHBIX €T
(IOKYMEHTOB) B apXHMBHBIX XpPaHWIUIIAX B
COOTBETCTBUH C BEIOPAHHOM CXEMOM
KJIacCU(UKALUU U CUCTEMaTU3aluu Aell
(moxymenToB). Co3nanue u o0ecrieueHue
PEKUMOB XpaHEHUS apXUBHBIX /€T
(moxymenToB). [IpoBepka Hanuuus u
COCTOSTHHSI apXUBHBIX J1e71 (JOKyMEHTOB).
BrisiBieHNEe 1 y4€T apXUBHBIX

e (IOKyMEHTOB),

TPeOYIOLINX PECTaBPALIIOHHOM,
KOHCEPBALIMOHHO-TPO(QUIAKTHIECKON 1
TeXHHYeCKoi 00padotku. [ToaroroBka
YCIIOBUH J171s1 00ecTieueHusl COXpaHHOCTH
APXUBHBIX JIeJT (IOKYMEHTOB) B 0COOBII
MepUo U Ype3BhIYAITHBIX

cutyanusax. OcylecTBIeHUE KOHTPOIIS
NBIKEHUSI apXUBHBIX 7€ (JIOKYMEHTOB)
U UX (PU3UYECKOTr0 COCTOSHUSI.
[ToaroTroBka u mepenaya apXuBHBIX JIET
(TOKyMEHTOB)

B TOCYJapPCTBEHHBIN/ MyHHUITUTIATHHBINA
APXUWB WM HAa NTHOE BHEIIHEE XpaHESHUE

IAHaJIN3 U OIlEHKa
peLeHn
MPOOJIEMHBIX
CUTyaLuH, IIpU
BBITTOJITHCHUH
MPaKTUYECKUX padoT.
TectupoBanue.
3aueTrl mo MJIK,
aTTecTalus 1o
[IPOU3BOICTBEHHOMN
MIPaKTHUKE; IK3aMEH
KBaJTU(UKAITUOHHBIHA
o [IM 02

11K 2.4. Y4er onuceil eyl BpEMEHHOIO XpaHEHHUs  |AHaIN3 U OLlEHKa
OcCy1ecTBIATH CTPYKTYPHBIX IOJIpa3AcICHUI peLeHn
XpaHeHHe, OpraHU3ali B TPAJAULIMOHHOM U B MPOOJIEMHBIX
KOMIUICKTOBAHHE, YIYET U PIEKTPOHHOM Buje. CucreMaTu3anus CUTyallui, Ipu
MCIIOJIb30BaHUE 1T el (IOKyMEHTOB) BBITIOJTHCHUH
(TOKYMEHTOB) BPEMEHHOT'O XPaHECHHU S, IPUHATHIX OT MPaKTUYECKUX pabdoT.
BPEMEHHOT'O XpaHEHUS CTPYKTYPHBIX TIOJIpa3AeIeHUI TectupoBaHme.
OpraHu3aIu, 1Sl pa3MELICHUS B 3aueTel mo MJIK,
XPaHUJIUIIE apXUBa OPTaHU3AIIHH. aTTeCcTalus MO0
KoHTpoJb BBIZJAUX B ONIEPATHBHOE MPOU3BOICTBEHHON
MOJIb30BaHKE JIeJT (IOKYMEHTOB) MpPaKTHUKE; DK3aMEH
BPEMEHHOT'O XpaHEHHS U UX BO3BpaTa. KBTI (DUKAITMOHHBIA
[IpoBenenue o IIM 02

DKCTIICPTHU3BI IICHHOCTHU JIeJ (JIOKYyMEHTOB)
BPEMEHHOT'O XPAaHCHHUS B apPXUBE
opranu3anuu. [loaroroska mein
(ITOKyMEHTOB)




BPEMEHHOT'O XpaHEHUS, TPUHSATHIX OT
CTPYKTYPHBIX TOJIpa3AeseHuil, Ha
yHHuTOXKeHNEe. Co31aHNue aKTOB O
BbI/ICJICHUH HAa YHUUTOXKEHHE el
(IOKYMEHTOB) BPEMEHHOTO
XPaHEHUSC UCTEKIIUMU CPOKAMHU,
MPUHSITHIX OT CTPYKTYPHBIX
MoApa3IeICHUI

IIK 2.5. [Toxnepxka B akTyaIbHOM COCTOSIHUHU
\AHaJIN3 U OIlEHKa
OcCymecTBIATh DIIEKTPOHHBIX WH()OPMAIIMOHHO- -
MCIIOJIb30BaHUE MOVCKOBBIX P
MPOOJIEMHBIX
APXUBHBIX JIelT CUCTEM apXHBa B JOKYMEHTHUPOBAHHBIX .
CUTyaluH, npu
(IIOKyMEHTOB), cepax IesITeIbHOCTH OpraHU3aIIH.
BBITIOJTHCHUH
B TOM YHCJIE CocTaBiieHre CIIPaBOYHO-TIOMCKOBBIX
MPaKTUYECKUX PadoT.
C UCII0JIb30BAHUEM CpEICTB
ABTOMATHU3MPOBAHHBIX K apXUBHBIM JIe1aM (JIOKyMEHTaM) Tecruposane.
\ ’ 3aueTel mo MJIK,
cUCTEM VUTEHHBIM B apXUBE U B
aTTeCcTalus 1o
TOKYMEHTHPOBAHHBIX chepax .
MPOU3BOICTBEHHOM
nesTeNbHOCTH opranuzanuu. [loaroroska AKTHKE
MPAKTHUKE;
OTBETOB Ha 3aIPOCHI APXUBHBIX eIl P ’
PK3aMEeH
(moxymenToB). [loaroroBka paboTsl .
o KBATH(PUKAITMOHHBIN
MOJIb30BaTENCH B YUTATLHOM 3aJIe
no [IM 02
apxuBa
OK 01. Br160op criocoba perieHus 3aaa4d KoHTpoJb
Br16upaTh criocoOsbI MpoQeCCHOHAIBHON eI TeTLHOCTH BBITIOJTHCHHS
pEelIeHUs 3a/1a4 MPUMEHUTEITHHO MPAKTHYECKUX
npodecCuoOHATBHON K pa3IMYHBIM KOHTEKCTaM 3aaHUM.
NEeITeIbHOCTHU 'Y cTHEIN WIH

MPUMEHUTCIIBHO K
[PA3JINIHBIM KOHTCKCTaM

TE€CTOBBII KOHTPOJIb
TEOPETHUYECKUX
SHaHUMU.

AHaJIM3 U OLIEHKA
peLIeHU
MPOOJIEMHBIX
CUTYyaLUil.
[IpoBepouHbIE

paboTHI IO KaXKIOM
TEME.

IATTecTanus 1o

MTPOU3BOICTBEHHOMN
MIPaKTHKE.
OK 02. M cnonb30BaHnE COBPEMEHHBIX cpeicTBa  |KOHTpOb
Vcrons30BaTh MMOMCKA, aHAJIN3a U UHTEPIPETALNHI BBITIOJTHEHU S
COBPEMEHHBIE CPEACTBA WH(OpPMAIIMH, ¥ UCIIOJIb30BaHUE MPAKTUYECKUX
[MOMCKA, aHAJIU3a U H(OPMALMOHHBIX TEXHOJIOTHH JIJ1s 3alaHAMN.

WHTEPIPETAIIH
nHpOopMauu u
MH(pOpPMAalOHHbIE
TEXHOJIOTUH IS
BBITTOJIHEHUS 3a/1a4
podecCuOHATBHON
NesaTeNbHOCTH

BBITIOJTHEHUS 33124 PO eCCHOHATBLHOM
NEeATEIIbHOCTH.

'Y CTHBIA WU
TECTOBBIN KOHTPOJIb
TEOPETUUECKUX
SHAHW.

AHaNU3 U OLIEHKa
peLeHn
MPOOJIEMHBIX
CUTYyaLUil.




[IpoBepouHbIe
paboTHI IO KAXKIOM
TeMe.

IATTecTanus 1o

KOMaH e

MPOU3BOJICTBEHHOM
MPaKTHKE.
OK 04. BsanmoneiicTBue u paboTa B KouiekTuBe  |[KOHTpoIb
DhdexTuBHO 1 KOMaH]1e BBITIOJIHCHU S
B3aMMOJICHCTBOBATh H MPaKTUIECKUX
paboTaTh B KOJUIEKTUBE U 3aJaHU.

'Y CTHBIN nH
TECTOBBII KOHTPOJIb
TEOPETUYECKUX
3HaHUI.

AHaNU3 U OlLIEHKa
peLeHn
MPOOJIEMHBIX
CUTYyaLUil.
[IpoBepouHsbIe
PabOTHI IO KaXKIOH
TEME.

IATTecTtanus 1o

rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4€TOM 0COOEHHOCTEH

KYJIBTYPHOIO KOHTEKCTa

MTPOU3BOICTBEHHOMN
MIPaKTHKE.
OK 05. OcyliecTBiI€eHUE YCTHOM U MUCbMEHHOW  |KOHTposb
OCyILECTBIIATh YCTHYIO U [KOMMYHHUKAIIMM HA TOCYJaPCTBEHHOM BBITIOJTHEHU S
[MICbMEHHYIO s3bike Poccuiickoil @enepauu ¢ y4eToM — [IPaKTHYECKUX
KOMMYHUKAIIAIO Ha 0COOEHHOCTEN COLIMAIIBHOTO U 3agaHui.

'Y CTHBIN Wi
TECTOBBIN KOHTPOJIb
TEOPETUUECKUX

COLIMAIBHOTO U
KYJIbTYPHOT'O KOHTEKCTa

BHAHMI.

IAHAIN3 M OLICHKA
pereHuit
MPOOJIIEMHBIX
CUTYalHi.
[IpoBepouHbIE
PabOTHI IO KaXKI0H
TeMe.

IATTecTtanus 1o

rOCyapCTBEHHOM U
MHOCTPAHHOM SI3BIKAX

MPOU3BOJICTBEHHOMN
MpaKTUKE.
OK 09. M crionb3oBanue npodecCuoHATbHON KonTpomnb
Ilonb30BaThCS ITOKYMEHTAIIUX Ha TOCY/IapCTBEHHOM U BBIIIOJTHECHUS
npodeccroHanbHOM MHOCTPAHHOM SI3bIKaX MPaKTUYECKUX
NTOKYMEHTalMe Ha 3agaHui.

'Y CTHBIN Wi
TE€CTOBBII KOHTPOJIb
TEOPETUIECKUX

SHaHWIL.




AHaNU3 U OLIEHKa
peLeHn
MPOOJIEMHBIX
CUTYyaLUil.
[IpoBepouHbIe
paboTHI IO KAXKIOM
TeMe.

IATTecTanus 1o
MTPOU3BOICTBEHHOMI
MIPaKTHKE.

JIP13 CoOmromarommii B CBOEH

npohecCHOHATBLHOM
IeSATeITbHOCTH ITUYECKHE
MMPUHIUIIBIL: YCCTHOCTH,
HE3aBUCHMOCTH,
npo¢ecCuoHaIBLHOTO

CKETITHUITN3MA, TPOTHBOACHCTBHS
KOPPYIIIMK ¥ JKCTPEMHU3MY,
o0JIaIaroIui CUCTEMHBIM
MBINIJICHUCM n YMGHI/IGM
IPUHUMATH pelreHus B
YCJIOBI/IHX pI/ICKa n
HEOIPEICICHHOCTH

DkcnepTHOe HaONIo/ICHUE 3a
JICSITEITBHOCTRIO
o0yJaronuxcs B X0J1e
pabOTEl Ha ypoOKe, IpHU
BBIMOJHCHUN TMPAKTUICCKUX
paboOT, TpU  BBIIOJHCHUU
3amaHuii Mo  y4eOHOH u
MPOU3BOICTBEHHOMN
MpaKTHKaM

JIP14 T'oToBBIi1
COOTBETCTBOBATh . OXHUIAAHHUIM
paboToxareneii: POEKTHO-
MBICJISIIIIAH, a3 dexTuBHO
B3aUMOJICUCTBYIOIINI c
YIeHaMu KOMaH/Ibl u
COTPYAHUYAIOIIUN C JOPYTrUMU
JIOJIbMU, OCO3HaHHO
BBINOJTHSIOIINAN
npodeCCHOHAIbHBIC
TpeOOBaHUS,  OTBETCTBCHHBIH,
MYHKTYaJIbHBIMH,
JUCUUTLITMHAPOBAHHBIM,
TPYIAOJMIOOUBBIM,  KPUTUYECKU
MBICJISAIIUM, HalEJCHHBIM Ha
JOCTUKEHHE MOCTaBJIEHHBIX
Lene; JNEMOHCTPUPYIOLIUI
po¢eCCHOHATBHYIO
JKU3HECTOUKOCTD

JIP15 OTKpBITBIA K TEKYIIUM U
MEPCIICKTUBHBIM H3MEHEHUSM B
MUpe TpyAa u mpodeccuid

JIP16  MoOTUBUPOBaHHBIM K
OCBOCHHIO (YyHKIIMOHATIEHO
OJIM3KUX BHUJOB JEATEIBHOCTH,
AMEIMUX  o0mue  OOBEKTHI
(ycnoBusi, menu) Tpyda, JmOO
MHBIE CXOXKHUE XapaKTEPUCTUKU




JIP 17 CnocoOHbIii B 11U poBOit
cpeAe  TMPOBOAUTH  OICHKY

uH(opManuu, ee
JIOCTOBEPHOCTb, CTPOUTH
JIOTHYECKUE YMO3aKJIIOUEHUs Ha
OCHOBE MOCTyMaIIEH
uHpopManun

JIP18 CnocoOHBII peann3oBaTh
JTUIEPCKUE KauecTBa B IPOIECcCe

npodecCHOHAIBHON
ACATCIIbHOCTU

JIP19 O06magaromuii
CTPECCOYCTOMYMBOCTHIO u

KOMMYHHUKAOEIIbHOCTHIO

JIP20 IlposBastoninii BBICOKYIO
OTBETCTBCHHOCTh "
COOCTBEHHYIO HHUIINATUB

JIP21 Oco3Haromuii 3Ha4MMOCThE
po(hecCHOHATLHOTO Pa3BUTHS B
BBIOpaHHOU TTpodeccuu

JIP22 Oo6namarommii
MOTHUBaIMEN K
camM000pa30BaHUIO M Pa3BUTHIO

JIP 23 JlemoHCTpupyrOUIUii
HNPUBEPKEHHOCTh  IIPUHIUIIAM
YECTHOCTH, MOPSAOYHOCTH,
OTKPBLITOCTH

JIP 24 Nwmerouuit moTpeOHOCTH
B CO3MaHUU TOJOXHUTEIHHOTO
UMUJKA KOJUTEKa




