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1. TACHHOPT PABO‘I]%PI ITPOT'PAMMBI IPO®ECCHOHAJIBHOT'O MOAYJISL
OPT'AHU3AIUA APXUBHOU 1 CITIPABOYHO-UH®OPMAIIMOHHOU PABOTHLI 110
JOKYMEHTAM OPTAHU3ALIUN

1.1. Ob6aacTs npuMeHeHus1 padoveil NPOrpaMmbl

Pabouast mporpamma mpo@ecCMOHANBHOTO MOJYJIS SIBJSETCS YacThbIO MPOTPaMMBI
MOJITOTOBKHU CHEIUAINCTOB cpeaHero 38eHa B cooTBeTcTBUU ¢ OI'OC no cnenuanbHOCTH
CIIO 46.02.01 JlokyMeHTallMOHHOE 0OeCTieueHHEe YIpaBICHUS U apXUBOBEICHHE, B YACTH
OCBOCHHSI OCHOBHOTO BHJa NpodeccroHanbHoil aestensHocTu (BII[); Opranuzanus
apXMBHOW M CHPABOYHO-UH(MOPMAIIMOHHONW pabOThl MO JOKyMEHTaM OpraHu3aliu |
cootBeTcTBYIOIMMX 001TMX (OK) 1 npodeccrnonanpabix komneteHuui (I1K):

OK 1. IlonuMmarh CyHIHOCTh M COLUMAJBHYIO 3HAYUMOCTh CBOEH Oynymieit
npodeccuu, MposIBIATh K HEM yCTOWYMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESTEIBHOCTh, BBIOUPATh TUIIOBBIE METOJBI U
CIOCOOBI  BBINOJHEHUSI MNPO(ECCHUOHANBHBIX 3a/ad, OLUEHUBATH HMX 3PPEKTUBHOCTb U
KaueCTBO.

OK 3. IIpuHuMaTh pemeHuss B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYyalHUsIX U HECTHU
32 HUX OTBETCTBEHHOCTb.

OK 4. OcyiiecTBisTh MOUCK U KUCHOJIb30BaHUE MH(MOpMalUU, HEOOXOAUMOMN ISt
3((PEeKTUBHOTO  BBIMOJHEHUS NPO(ECCUOHANBHBIX 3a7ad, MNpo(ecCUOHATBHOTO U
JUYHOCTHOT'O Pa3BHUTHS.

OK 5. MHcnonws3oBarh HMHPOPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOTUH B
PO ECCUOHATIBEHOM €SI TEIbHOCTH.

OK 6. PaboTaTh B KOJIJIEKTUBE U KOMaH[Ee, 3PPEKTUBHO OOIIATHCA C KOJUIEramH,
PYKOBOZCTBOM, IOTPEOUTEISIMHU.

OK 7. bpatp Ha ceOs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMAaH/IbI
(TMOQYMHEHHBIX ), pe3yJIbTaT BHIIOJIHEHUS 3aJaHUi.

OK 8. CamocTosTenbHO OMpPEnemsTh 3a7a4i NPOoPECCUOHAIBHOTO U JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATbCS CaMOOOpa30BaHMEM, OCO3HAHHO IUJJAaHUPOBATh IOBBIIICHUE
KBaJTU(DUKAIIAHN.

OK 9. OpueHtupoBaTbCi B YCIOBHSIX YacTOM CMEHBI TEXHOJOTUM B
po¢hecCUOHATBHOMN 1EATEIbHOCTH.

I[IK 2.1. OcylecTBasiTh 3KCHEPTU3Y LUEHHOCTU JOKYMEHTOB B COOTBETCTBUH C
JNENUCTBYIOLUIMMH 3aKOHOJATEIbHBIMA AKTAMU U HOPMAaTHUBAMM.

I1IK 2.2. Bectu paboty B cucTemMax 3JIeKTPOHHOTO JIOKYMEHTO000POTA.

IIK 2.3. Pa3pabaTbiBaTh U BECTH KJIACCU(PUKATOPHI, TAOETU U ApP. COPABOUYHUKH T10
JOKyMEHTaM OpraHu3alluu.

I1IK 2.4. OGecnieunBaTh MPUEM U PALIMOHAIBHOE pa3MelIeHUEe TOKYMEHTOB B apXUBE
(B T.4. JOKYMEHTOB I10 JIMTYHOMY COCTaBY).

I1IK 2.5. O0ecrnieunBath y4€T U COXPAHHOCTh JOKYMEHTOB B apXHBE.

[IK 2.6. Opranu3oBbIBaTh HMCIOJb30BaHUE APXUBHBIX JTOKYMEHTOB B HAy4YHBIX,
CIIPABOYHBIX U MPAKTUYECKHUX LIETAX.

[IK 2.7. OCyiiecTBISITh OPraHU3alMOHHO-METOANYECKOE PYKOBOJICTBO U KOHTPOJIb
3a paboOTOM apXMBa OpraHU3aluyi 1 32 OpraHu3alrue JOKyMEHTOB B JA€JIONPOU3BO/ICTBE.

Pabouass mporpamMma mnpoQecCHOHAIIBHOIO MOAYJS MOXET OBbITh HMCIOJIb30BaHa B
JIOTIOJTHUTEIPHOM PO ECCHOHATTEHOM 00pa30BaHNU U MPO(EeCCUOHATBLHOM MOATOTOBKE B
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o0JjacTu OpraHu3aly JOKYMEHTAIlMOHHOTO OOECIeUeHUs ynpaBieHus Ha 0aze CpeIHero
(mostHOTO) 0611IETO 00pa3zoBanusi. ONBIT pabOTHI HE TPeOyeTCs.

1.2. Heau u 3axa4um npohecCHOHAIBLHOI0 MOIYJIsI — TPeOOBaHMA K pe3yJbTaTaM
O0CBOEHUsI MPO(eCcCHOHATBLHOT0 MOIYJIS

C uenplo OBNAJCHUSA YKAa3aHHBIM BHJIOM IPO(PECCHOHAIBHON IESITENBHOCTH U
COOTBETCTBYIOIIUMHU TMPO(PECCHOHANBHBIMU KOMIIETECHIIMSIMU  OOy4YalOIIUICS B  XOZe
OCBOEHMS PO(PECCUOHATIEHOTO MOYJIS IOJIKEH:

UMeTh IPAKTHYECKHUI ONBIT:

- OpraHu3alyyi apXUBHOM M CIPABOYHO-MH(POPMALIMOHHON padOTHI MO TOKYMEHTaM

OpraHu3aluy;

yMeTh:

- OpPraHU30BBIBaTh JEATEIBHOCTh APXHMBA C YUETOM CTaTyca U Npoduis OpraHu3aluu;

- paboTaTh B cUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTOO00pOTa;

- HCII0JIb30BATh B JIEATEIBHOCTH ApXUBA COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH;

- INIPUMEHATH COBPEMEHHBIE METOJMKHM KOHCEpPBAILMM M pECTaBpaluy apXHWBHBIX
JIOKYMEHTOB;

3HATH:

- CHCTEMY apxuBHOro ympasiieHHs B Poccuiickoi ®Penepany U OpraHU3ALMIO
ApxusHoro ¢ponaa Poccuiickoit denepanuu;

- CUCTEMY XpaHEHHs U 00pabOTKU JOKYMEHTOB

1.3. PexomeHayemMoe  KOJMYECTBO  4YacOB Ha  OCBOEHHE  NPOrpamMMbl
Npo(ecCHOHATBHOI0 MOIYJIA:

Bcero — 450 yacoB, B TOM 4HCIIE:

MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromierocs — 378 4acoB, BKITIOYas:
00s13aTeIHbHON ayAUTOPHOM yueOHOM HArpy3ku oOydarorierocs: — 252 yaca,
CaMOCTOSATENbHOM paboThl 0Oyvaromerocs — 126 gacos;
MIPOU3BOICTBEHHOM MPAKTHKHU — /2 Yaca.



2. PE3YJIBTATBI OCBOEHHUSA NTPOPECCUOHAJBHOI'O MOAYJIA

PGSYJ'II)TaTOM OCBOCHU HpO(bGCCI/IOHaJII)HOI‘O MOAYJIL  ABJIACTCA OBJIaACHHC

oOyuarorumucs npodeccronansubiMu (I1K) u o6uumu (OK) koMnereHuusMu:

Kon HaumenoBanue pe3yabTara 00yueHust

OK1 [loHuMaTh CyIIHOCTh W COIMAIbHYIO 3HAYMMOCTh CBOeH Oynymieil mpodeccuu,
IIPOSBIIATH K HEW YCTOMYMBBIA HHTEPEC.

OK2 Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOMpATh THUIIOBBIE METOJbI U
CIOCOOBI BBITTOJIHEHUSI TPOGECCUOHANBHBIX 33/1a4, OLICHUBATh UX 3 (HEKTUBHOCTH U
Ka4eCTBO.

OK3 [IpuHuMaTh pelieHrus B CTAaHJAPTHBIX M HECTAHIAPTHBIX CUTYaLMSIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK4 OcyliecTBiIATh MOUCK W HCHOJb30BaHWE HMHPOpMALUM, HEOOXOAUMOW aJis
3(PEKTUBHOTO BBHITIOTHEHUS TPOQPECCUOHANBHBIX 3aJad, MPOPECCUOHATBHOTO U
JUYHOCTHOT'O Pa3BHUTHS.

OK35 Hcnonb30BaTh UH(OPMAIIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUU B
po(heCCUOHATIbHON JAESITEIbHOCTH.

OK6 PaGotats B KoymekTHBE W KOMaHje, A(G(EKTUBHO 00mMATbCS C KOJUIETaMH,
PYKOBOJICTBOM, HOTPEOUTEISIMHU.

OK7 Bbpatb Ha ceOst OTBETCTBEHHOCTH 3a PabOTy YICHOB KOMaHAbI (TTOTYMHEHHBIX),
pEe3yJIbTaT BBINOJHEHHS 33/IaHHIl.

OK3& CamMOoCTOSTENNPHO ~ OMNPENENATh 3aJadyd  MNPO(ECCUOHAIBHOTO U JIMYHOCTHOTO
pPa3BUTHS, 3aHUMATbCA CaMOOOpPA30BAHMEM, OCO3HAHHO IJIAHWPOBATh MOBBILIEHUE
KBaJIM(DUKALIMH.

OK9 OpueHTHPOBATHCS B YCJIOBHUSIX YacTOW CMEHBI TEXHOJOTMH B MPO(ECCHOHATBHON
NS TETbHOCTH.

[IK2.1 | OcymiecTBIIsATh 3KCHEPTU3Y UEHHOCTH JIOKYMEHTOB B COOTBETCTBHH € ACHCTBYIOIIUMU
3aKOHOJIaTEJIbHBIMU aKTaMHU U HOPMAaTHUBAMU.

I1K2.2 | Bectu paboTy B cucTemMax 3JeKTPOHHOI'O JIOKYMEHT0000pOoTa

[1K2.3 | Pa3pabaTeiBaTh M BECTH KIACCU(PUKATOPHI, Tabdeau M Jp. CIPABOYHUKH TIO
JOKYMEHTAaM OpraHu3aluu.

[1K2.4 | ObecneunBaTh MpuUeM M PaAIMOHAILHOE pa3MElIeHUE TOKYMEHTOB B apXuBe (B T.U.
JOKYMEHTOB 110 JUYHOMY COCTaBY).

[1K2.5 | ObecneunBaTh y4eT U COXPaHHOCTh JOKYMEHTOB B apXUBE.

[1K2.6 | OpraHu3oBbIBaTh MCIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAy4YHbBIX, CIIPABOYHBIX
Y MPAKTUYECKHUX LIEIAX.

IIK2.7 | OcynmecTBiasTh OpraHU3allMOHHO-METOJINYECKOE PYKOBOJACTBO W KOHTPOJIb 3a

paboToi  apxMBa  OpraHM3allMd W 3a OpraHu3aluel  JOKyMEHTOB B
JIEJIONTPOU3BOICTBE.




3. CTPYKTYPA U COAEP KAHUE NTPO®ECCHUOHAJIBHOI'O MOAYJIA
3.1. TemaTnueckuii miian npogeccuoHaabHoro moayas IIM.020pranusanus apXMBHON U CIIPABOYHO-UHPOPMALMOHHOM

paﬁoTbl Mo T0KYMEHTaM OpraHusanuvumn

O0bem BpeMeHHU, OTBe/ICHHbII HA 0CBOEHUE

IIpakruka
MEKAMCHUILIMHAPHOTO Kypca (KYpcoB)
CamocTosiTeIbHAS
Oo6s3aTenpHast ayIUTOPHAs yyeOHas aBoTa
Bcero yacosn HAarpyska o0y4arouerocst P IIpousBoacrBenHas (1o
o0yualomerocs
Koanr H (maxc. npodui
AUMCHOBAaHUS pa3jiejioB B T.4. B T.4.
npogeccCHOHAJIBH yuebnas B T.4. ? ? CHenuaabHOCTH),
N Nnpo¢ecCHOHAIBHOT0 MOIYJISA KypcoB KypCcoB Yuebnas,
bIX KOMIIETEHIIUN Haepy3Kka u JadopaTopHbie qacoB
asn asi 4acoB
npaKkmuxu) Bceero, paboThl U Bcero, (ecau npedycmompena
padorta paborta
4acoB NpakTHYecKue 4acoB paccpedomoyenHas
(mpoexT (mpoekT
3aHATHS, ) ) npaKkmuKa)
4acoB ' '
4acoB 4acoB
1 2 3 4 5 6 7 8 9 10
K 2.1. M/1K02.01 Opranusanusi ¥ HOpMaTUBHO- 90 60 20 30
NMpaBoOBbI€ OCHOBBHI APXHUBHOTO €12
K 2.2. P P
MK 2.3 M/IK02.02 I'ocynapcTBeHHbIE, 87 58 20 29
e MYHHUIMIIAJTbHbIE APXUBBI U APXUBBI
1K 2.4. OpraHu3anui
IIK 2.5. M/K02.03 MeToanka u npaKTUKHA 111 74 30 37
apXuBOBEICHUS
TK 2.6. MJK 02.04 ObecnieueHne COXpaHHOCTH 90 60 14 30
IIK 2.7. JTOKYMEHTOB
MT11.03. YueOHas npaKTHKa
MI1.03. [Ipou3BoacTBeHHAsI MPAKTHKA (110 72 72
npoduiio cnenuaJbLHOCTH)
Bcero: 450 252 84 126 72




3.2. Conep:xanue o0yueHus no npodeccuonaabHomy Moy [IM.02 Opranuszanus apXuBHO H CIPABOYHO-

MH(OPMALMOHHOH PadoThI 110 JOKYMEHTAM OPraHUu3aluu

HaumeHnoBanue pasae/ioB Copep:xanue yuedOHOI0 MaTepHaJia, JJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, Oo0bem yacos Ypo-BeHb
npo¢eccCHOHATBHOI0 MOAYJISA caMocTosATeIbHasl padoTa o0y4yarouuxcs, Kypcoasi pagora (mpoeKT) 0CBOe-HMS
(IIM), MeRIMCHUIITTHHAPHBIX

kypcoB (MJK) u Tem
1 2 3 4
MJIK.02.01. 5
Opranuszanusi ¥ HOPMATHBHO-
NPaBoOBbIe OCHOBBI APXHBHOI0
Jenaa
BBenenue 5
3Ha4veHue, 3a1a4H, IPeAMeET H Copep:xaHue y4ed0HOTr0 MaTepuaJia 2 1
MeTo/bI apXuBHOTO esa (A/l) 1. | Ponb nH(OpMAIMHK B )KH3HM JIMYHOCTH, OOIIECTBA, TOCYAApPCTBA. 3HAUCHHUE TOKYMEHTAIbHBIX
MIAMATHUKOB B Pa3BUTHH KYJIbTYpHI.
2. | Ionstue 06 Al kak Hayke. [Ipenmer, 3amaun, xapakTeprucTika Kypca. OCHOBHBIE TEPMHUHBI
OTIpECTICHUSL.
3. [TpuHOMIBI ¥ HAyYHBIE METOIBI apXUBOBEICHHS. 3HaUeHNEe A/l Ha COBpEMEHHOM JTare.
IIpakTHyeckue 3aHATHA. Hauaso Benenus cioBaps TepMuHOB 1o A/l 1 2,3
Paznen 1. 8
Hcropusi craHoBJIeHUsI
apxuBHOro jxejaa B Poccun
Tema 1.1. Conep:xanne yueGHOro MaTepuaa 2 1
Bo3HukHOBeHHE U CTAaHOBJIEHHE 1. | Ucropus cranoBienus Al B Poccun ¢ nqpeBHEHINX BpeMeH. ApXHUBHI IPSBHEPYCCKOTO TOCYIapCTBa.
apxXuBHOro jena Ha Pycu, B APXUBBI PyCCKOTO IIEHTPAIM30BaHHOTO TocyAapcTBa. ApXHUBbI PoccHiCKOi MMIIEpHH.
Poccuiickoit umnepun, 8 CCCP 3akoHOIaTeNIbHbIE aKThI, peryiupytomire Bonpocsl AJl B Poccuiickoit nmmnepun.
2. | ApxuBbl TepBbIX JieT coBerckod Bimactd 1917-1921rr. Hawano mnpomecca I€HTpaM3aluu
apxuBoB.1922-1929 rr. 3aBepiieHne co3AaHUA KOMaHIHO-aAMUHUCTPAaTUBHONW CHCTEMBI YIPaBICHUS
apxuBaMu 1930-1945 rr. Cuctema 3aKkOHOAATEIBHBIX aKTOB JAHHOTO IIEPHOJIA.
IIpakTHyeckue 3aHATHSA 2 2
Bonpocwl k cemunapckum 3anamuam
1.AxTeI Tepmona QeomanbHON pa3apoOIeHHOCTH. Poib TOKYMEHTOB B 3€MENBHBIX TSDKOAX H
KHSDKECKHX yCOOMIIax.
2."T'enepanbHblii pernaMenr..." (1720 r.) ApXuBBI KOJIIETHH.
3.IToaroroBka npoekTta 3akoHa "O cyab0e apXHBOB yUPEKICHUH U BEIOMCTB".
4.Jlennnckuit nekper ot 1 nions 1918 r. "O peopranuzanuy U NEHTPAIU3ALMH apXUBHOTO
Tema 1.2. Cojepsxanne yueGHOT0 MaTEpUAIIA 2 1
Pa3BuTuHe apxuBHOIO €2 1. Apxuel CCCP nepuoga 1945-80 rr. ApxuBnoe neno nepuona 90-rr u xonna XX Beka. Co3naHue




B CCCP

2.

I'A® CCCP.
3aKoHOATEIbHBIC AKTHI JAHHOTO MEPHOIa

IIpakTHyeckne 3aHATHA 2 2
Bonpocel k cemunapckum sanamuam
1.Jlaiire cpaBHuTeNnbHBIN aHamu3 [lonoxenuii 06 ApxuBHoM ponne CCCP 1941 r. m 1958 1.
2. OcuoBuble nonoxenus 3akoHa CCCP "OO6 oxpaHe M UCNOJIb30BAaHMU NMaMATHHKOB UCTOPHU U
KyneTypsl" (1976 1.).
IpocnymuBanue U 00CyXJICHHE COOOIICHUI.
Pazgen 2 11
CoBpeMeHHOE APXHBHOE
3aKOHOJATeIbCTBO
Tema 2. 1. Copep:xaHue yueOHOI0 MaTepuaJa 2 1
CoBpemenHOe apXHBHOE /1€/10 1. | Passurue apxusHoro aena B P® B XXI Beke.
2. | @3 «O6 apxuBHoM zene B PO» o1 2004 1 .1 apyrue HIT aktel. ConocraBnenne «OCHOB
3aKOHOJIATENbCTBA 00 apXUBHOM aedne...» H D3 «O0 apXuBHOM zAeme.
3. | OOmas xapakTepUCTHKa COCTOSIHHUS U PETYIMPOBaHUS APXUBHOIO Jiesa B cyObekTax PO
IpakTnyeckne 3aHATHA 3 2.3
Bonpocel k cemunapckum 3anamuam
[ocranoBnenne CoBera MunnctpoB CCCP ot 4 ampems 1980 r. "OO0 yTBEepKOCHHH IIONOXKEHHUS O
Tocynapcteerrom apxuBHOM (hoHme CCCP u I'maBHOM apxuBHOM ympanieHun npu Coere MUHHCTPOB
CCcCp".
TenneHnuy pa3BUTHS apXUBHOTO 3aKOHOJaTeNbcTBA Poccun Ha pybesxe XX1 Beka.
OyHKINY U 33/1a91 OPTaHOB YIIPABICHUS apXUBHBIM JI€JIOM B cyOBekTax Pd.
[TpocaymuBanue u 00cyxieHHe pedeparos.
Tema 2.2 Cojep:kanue yueGHOr0 MaTepuaa 2 1

HopmaTuBHo-npaBoBas 0a3a
COBPEMEHHOT0 APXHBHOI'O Jeja

[onstue 0 HOpMaTHBHO-TIpaBOBOI Oa3e A/l u ee oOmas xapaktepuctuka. [IpaBoBas ocHoBa A/l -
@3, Ykassl [Ipesunenta PO, Pacniopsokenue [IpaButensctBa PO «O koHnenunu popMupoBaHUS B
P® snextponnoro npasurenscTBa 10 2010 roma» ot 06.05.2008 Ne 632-p

ITocranosnenns IlpaButenscTBa PO, perynupyromue HOpMaTHBHO-TIPABOBYIO M METOAMYECKYIO 06a3y
AN

HopmaTuBHO-TIpaBOBBIE aKThl BEJJOMCTBEHHBIX OPTaHOB UCIIOJHUTEILHOU BiacTi PO




IIpakTHyeckne 3aHATHA 2 2.3
Bonpocel k cemunapckum 3anamuam
OcHOBHBIE MOJIOKEHUS (eiepanbHbIX 3aKOHOB PO
1. "OO6 undopmanuu, HHGOPMAIIMOHHBIX TEXHOJIOTHSX U O 3aluTe nHpopManun',
2. "OO0 00s3aTeNLHOM K3EMILLIPE JOKYMEHTOB"
3. "OO snexkTpoHHOH HU(pPOBOI moamucu".
4. "O mepcoHaJTBHBIX JAHHBIX".
5. "O nopsiake paccMoTpeHus oOpalueHni rpaxxaan Poceuiickoit ®enepanunn’.
[pocnymuBaane u o6cyxaeHne peheparos.
Tema 2.3. Cojepskanne yueGHOT0 MaTepUaIa 2 2,3
HOPMﬁT“BHO'HPaBOBaﬂ 0aza 1. Hcropust pa3BuTHs apXuBHOTO Jerna B 3abatikanbe. 3abaiikanbckoe apxusHoe 0topo. TAHO. 'A3K.
3abaiikcanbekoro Kpas Kak TAJUIC. Apxus I'yGepHartopa 3abaiikansckoro Kpas. JlenapTaMeHT 1o JejaM apXUBOB — CO3/1aHue
cyobekTa Poccuiickoit o —
Degepanumn o
2. HITb apxuBHOTO nena B 3a0aikanbCcKOM Kpae - HCTOPHUS i COBPEMEHHOCTb.
IIpakTnyeckune 3aHATHSA
Paszgen 3 26
Opranu3zanusi apxXuBHOIO JieJia
Tema 3.1. Conepxanne yaeGHOro MaTepuaa 4 1
Opranusauusi apxXuBHOIro jena, 1. | Opransl ynpaBieHHs apXUBHBIM JIEIOM U UX (QYHKITUH.
¢opMbI MCIOTbL30BAHNS 2. | dexpepanbHOE apXUBHOE areHTCTBO
APXHBHBIX I0KYMEHTOB 3. | Uemn ucnonp3oBanust A® P (mommrryeckue, HayqIHBIE).
4. | Buapl nHPOPMAIMOHHBIX TOKYMEHTOB B apXHUBax.
5. | Opranusaiys BEICTaBOK JJOKYMEHTOB M pab0Ta YHTAJIFHOTO 3a11a
Tema 3.2. Cojepsxanue yuedHOro MaTepuasa 2 1
ij:;gg:::&“;)g:;g %3;{ ToB 1. | CocraB ApxusHoro donna PO. [Tonsarue o knaccupukanuu nokymeHToB A®. donauposanue.
Opra]{ngau“ﬂ JOKYMEHTOB B CI/ICTeMaTI/I?)aHHfI B IIpeaciax ¢)0H}Ia.
apxmuBe 2. | Opranuzanus JokyMeHTOB 1 ypoBHs (B npenenax ApxuBHoro ®@ounna POD).
3. | Opranuzanusi JOKyMeHTOB 2 YpOBHsI (B TpeliesiaX apXUBOB)
4. | Opranusauus JOKYMEHTOB 3 ypoBHs (B NpejiesiaXx apXUBHbBIX ()OHJIOB)
Tema 3.3. Cojepsxanue yueOHOTo MaTepuasa 4 1
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JKCcnepTH3a HeHHOCTH 1. OKcIepTr3a eHHOCTH JOKYMEHTOB-TIOHATHE, 3a1a4d. DTarnbl [IpuHINIE 0TO0pa TOKyMEHTOB
AOKYMEHTOB-321a' 1 U NOPSAIO0K 2. | Topsiaok co3aanust HKCIIEPTHON KOMHUCCHU B OpraHu3aiusx, ee cocras. [[DTIK-DITK-OMK.
TpOBEACHMS 3. | CocraBnenue [lonoxxeHus 00 SKCIEPTHONH KOMHCCHH.
4. | Iopsinok BEIOOPOYHOTO MpUEMa JJOKYMEHTOB .DTarbl 0TO00pa JOKYMEHTOB.
5. | JloKkyMeHTBI ¢ UCTEKIIUMH CPOKaMH XpaHeHHs1. [1opsa1oK yHHYTOXKEHUS JOKyMEHTOB C BPEMEHHBIM
cpokoM xpaHeHust. CocTaBIeHUe aKTa 0 YHHUYTOKEHHUIO
IpaKkTHYecKHe 3AHATHS 2,3
Bonpocel k cemunapckum 3anamuam
1.Opranusanus xoMuccuu no K Ha npeanpusTiy (OpraHus3anuu). OTamsl, COCTaB, IPUKa3.
2 Ilopsinok oTOOpa NOKYMEHTOB U IPOOJIEMBI, BOSHHUKAIOIIIE ITpu oTOOpe. yOIeTHOCTb.
3.Cocrasnenne [Tonoxenus 06 OK.
4.TloaroToBKa aKkTa M0 YHHYTOXKCHUIO (MHAVBHAYaIbHbIC 33/1aHNs)
Tema 3.4. Conepixanne y1eGHOro MaTepuaa 1
Cucrema HayuHO-CPaBO4YHOI0 1. | Hownsarue o cucteme HCA. uddepeHunposanHblii 0OAX01.
aMHapara K 10KkyMeHTaM apxupa | - 5 Hcropmnueckas cripaBka k pornam. TpeboBanus k HanucaHnuio. MeToqudeckne peKOMEHIANH
3. | Knmaccu¢ukannoHHbIE CXEMBI KAaTAJIOTOB, CTPYKTypa KaTaJloroB.
4. | Ionsarue xaranorusanuu AJl, BEISIBICHHE U OTOOP JOKYMEHTOB MPH KaTAJIOTH3aALIH
5. | MHOekcupoBaHUE U CUCTEMATU3alNs KapTOUCK, BEACHHE KaTaIOTOB
IIpakTuyeckue 3aHATUS 3
ITocemienue apxuBa c 1enbio o3HakoMieHus ¢ cucremMoil HCA k TokyMeHTaM apXuBa.
CamocTosITeIbHOEC HAlMCAaHNE HCTOPUYECKOH CIIpaBKH K (OHAY (MHIMBHIYaJIbHbBIC 3a/laHMs).
Tema 3.5. Copneprxkanue yaeOHOro MaTepuania 1
IIyTeBomuTe)IM M KPAaTKHeE 1. | ApxuBHas 3BPUCTHKA-TIOHITHE, CTPYKTYpa. VIcTopust mpuMeHeHusI.
CIPAaBOYHHUKH 2. | IlyreBomurenu. Bunmel, coctaB Xapakrepuctuka. O3HaKOMIICHHE CO cTpaHuIeii caiita AD PO
O030pbI TOKYMEHTOB H ApPyIrHe «IYTEBOANTEIH».
apXuBHbIE CIPABOYHUKHI 3. | Kparkue cipaBOUHHKH.
O030p apXMBHOTO JOKYMEHTA KaK THII apXUBHOTO cripaBouHKKa. O030p apxuBHOTO (hoH/a,
TeMaTU4YeCKuit 0030p.
4. | Ausortauus. ['pynnoBast 1 MHAMBULyabHAs AaHHOTAIHSL.
5. | OcHOBHBIE CXeMBI IIOCTPOCHHUSI IOKYMEHTOB B 0030pax: CTpyKTypHasi, OTpacjeBas, TeMaTHyecKasi,
XPOHOJIOTHYECKast, HOMUHAJIbHAS
6. | INonHsiTne 0 HAa3HAYEHUSIX M BHJIAX yKa3arenen
IpakTHyecKHne 3aHATHSA 2,3
W3roToBiieHre yka3arenei 1Mo pa3aIuyHbIM THIIAM apXUBHBIX MaTEepUaJIOB.
[pocaymuBanue n odcyxneHne pedeparon
Tema 3.6. ConepxaHue y4eGHOr0 MaTepHaJa 1
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Onucanne J0KYMEHTOB U JieJI

PwpdE

IMousiTre 06 onMcaHuK TOKyMEHTOB U neil. TpeGoBanus. MeTonnuecknue yKa3aHus 10 OMMCAHHUIO.
HH(popManoHHbIe XapaKTePUCTHKH TOKYMEHTOB H JIEI.

3aronoBok. Buspl. CocTaBiieHUE aHHOTAIH.

OdopmiieHHE 00JI0XKKH JET

IpakTuyeckne 3aHATUS (10 HHANBUAYAJIBHBIM 3aJaHUSIM) 2,3
1.0dopMuTh 00JIOKKY J1ena.
2.0hopMuUTH 3aroJIOBKH Jieia (POCTOi, 000OIICHHBIH , CIIOKHBIN)
Tema 3.7. Conepskanne y4eGHOr0 MaTepuaa 1
Hcnosb3oBanue apXUBHBIX 1. Hanpagnenus, nenu 1 GopMbl HCIIOJIB30BAHUS APXUBHBIX JOKYMEHTOB
AOKYMEHTOB 2. Hay4Ho-nH(bopManoHHas ESTENEHOCT APXHUBOB.
3. [Ty6nukannoHHast AATEINbHOCTb.
4 Hayuno-uccrnenoBarensckas 1 MeToauueckast pabora B apxuse. HayuHo-uccienoBatTensckas u
MeTo/iuuecKas padboTa B apXHBe.
Paznen 4.
HNndopmanuonHoe mpaBo
KAaK COCTABJISIIONIAsI AaDXHBHOTO
3aKOHO/IaTeJIbCTBA
Tema 4.1. Coaep:xanue yueOHOro MaTepuaJa 1
HqupMa“:oo;;;-“paBom’le 1. Cuctema HHGOPMAIIMOHHOTO MpaBa, MPUHIUIGL. VHOOpMAIMOHHbIE TPABOOTHOIICHHS,
BO3HHKAFOIIHE IPH OCYIIECTBICHHHU MOUCKA, MOTYYCHHUS ¥ TOTPEOICHHS HHPOPMAIIHH.
WNudopmanus apxuBHBIX POHAOB Kak 00bEKT HH(POPMAIIMOHHBIX TPABOOTHOIICHHUH.
2. [TpaBoBoii pexxuM NOKyMeHTHpOBaHHOH nHpopMauuu. [ToHsTHE 0053aTEIBHOIO SK3EMILIAPa
IMpakTuyeckune 3aHATHS
IMpocnymmnBanue u 006CyxaeHue pedeparTosn
Tema 4.2. Cojepsxanue yuedHOro MaTepuasa 1
HUngopmannonnas 6e301acHOCTL [ ™ [ [papopas samuTa IMIHOCTH, OBIIECTBA, FOCY1ApCTBA OT HEAOOPOKATECTBEHHON HH(OPMALIHH.
Kak OCHOBA /1EATETLHOCTH 2. | TousTHe 0 rocyaapcTBeHHOM TaiiHe. Tlepednu cBeIeHHH, COCTABIAIOIIMX FOCYIaPCTBEHHYIO TalfHy.
apXuBOB PacniopsikeHHe CBEJEHHSAMH, COCTAaBJSAIOIMMH TOCYJapCTBEHHYIO TaiiHy. KoHTpoas M Hamsop 3a
3. | obecnieueHneM 3alIMThI TOCYAAPCTBEHHOW TalHbI B YCIOBHSX aPXUBHOM JIESITENLHOCTH.
TMpaKkTHYecKHe 3AHATHS 2,3

BO”pOCbl K CeEMUHAPCKUM 3AHAMUAM

1. UadopmannonHas 6€30mMacHOCTs M HHPOPMAMOHHOE 3aKOHOJATEIbCTBO.

2. IIpaBo coOCTBEHHOCTH Ha HH(POPMAIIMOHHBIE PECYPCHI.

3. IIpaBoBble acrekTsl MIHTEpHET.

4. TIpoGneMbl >JIEKTPOHHOTO OMYOJMKOBAHWS IPAaBOBBIX aKTOB M II€peladd MX Ha TOCYAapCTBEHHOE
XpaHEHUe.

5. Taiina v npaBo. Buas! TaiiH.

6. F'ocymapcTBEHHOE PEryIMpOBaHKe PA0OTHI C MEPCOHATBHBIMHU TAHHBIMH.

7. TlepedHn CBEICHHH, COCTABISIIONIMX TOCYAAPCTBEHHYIO TaiHy, M CBEICHHS, KOTOpPHIE HE MOTYT
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OTHOCHUTBCS K TOCYTapCTBEHHOH TaliHe.
8. IIpaBoBoii pesxknM KOMMepUYecKoi TaiHbl. OXpaHa KOMMepYeCKOH TaifHbI .

Pazpnen 5 1
B3auMoCBs3bL apXUBHOTO
32KOHOJATEJIbCTBA C
HOPMATHBHBIMH AKTAMH
CMEKHBIX 0TPAaCJIei
Tema 5.1. Cojepsxanue yueOHOro MaTepHaa
B3anMocBs13b apXHBHOTO Npasa 1. | B3aMMOCBA3b apPXMBHOTO 3aKOHOMAATENLCTBA C HOPMATHBHBIMH aKTaMU CMEXHBIX OTpaciel, 1 1
€0 CMEXHBIMH 0TPaCIsIMH VronoBHeM M ['paxmanckum  Kkomekcamm — Poccmiickoii  @Demepalun, —IIPOIECCYAITbHBIM
3aKOHOJIATENBCTBOM.
2. | 3akoHomarenscTBO PM 06 aBTOPCKOM NpaBe M CMEXKHBIX MPABAX, O PYKOMMCHBIX OT/ENAX MY3EEB,
6ubnuotek, apxuBoB Akanemuil Hayk PO.
Pa3znen 6 4
ApXMBHOE 32KOHOATEILCTBO 32
pyoexoM.
Tema 6.1. Coiepanne y4eGHOI0 MaTepuaJa 2 1
APpXHBBI 32 pybeom 1. | TIpaBoBOe peryaMpoBaHUe apXUBHOIO I€Na 3a PyOekKoM.
2. | Opranuzanus 10CTyNa K JOKYMEHTAILHOMY HACJIEIMIO YEJIOBEUECTBA 32 PYOEKOM.
3. [TpaBOBBIE aCNIEKTHI MEXKTYHAPOIHOTO NEpPEMELICHHs apXUBHBIX JOKYMEHTOB.
IMpakTHyeckue 3aHATHS 2 2,3
[IpocnymmuBanne u obcyxkaeHue pedeparoB. AHaN3 TaOMUIBl «3apyOexHOe M POCCHHCKOE
apXMBHOE 3aKOHOJIATEJILCTBO: 00IIee M OCOOEHHOE» (CPABHMTENLHBIN aHAlIM3 3aKOHOJATENbcTBA PD ¢
0001 cTpaHoi Mupa)
OGoGmenne moTy4eHHOro Conepxanue y4eGHOro MaTepuaia 2 12,3
marepuaja IToBTOpEHNE MaTepuala U MOJr0TOBKA K IK3aMEHY
JK3aMeH 5
BCero 67
CamocrosiTetbHas padora npu uzyyenunn M/IK 02.01 30

IIpumepHasi TeMaTHKAa BHEAyAUTOPHOMH CAMOCTOSATEJIbHOM padoThI
Munu-counHeHre «Most poI0CIOBHAS.
CucteMaTuueckoe BeJJEHUE TI0Ccapusl 10 ApXUBHOMY [Ty
3anonHeHue Tadbnuubl «VcTopus pa3BUTHs apXUBHOTO Jiena B Poccumy.
IMoaroroBka KoHcrekTa MaTepuaia «BimsHHe KiacCHpUKAMM JTIOKYMEHTOB M JIeNl B Ipejeiiax apXWBHOTO (DOHJAa Ha COCTaBIICHHE
apXUBHOU 3alIUCH»
5. TloaroroBka COOOIIEHHI 10 TEMaM:
- «YHUKaJbHBIE apXUBBI MUPay, «I1epBrIif coBeTCKHUiT apxuBy, «PexuM padoTsl apxuBOB I.UHTHD»
6.  3amosiHeHWe TaOMUIBI «3apyOeKHOE M POCCHIICKOE apXMBHOE 3aKOHOJATENLCTBO: o0liee M 0COOCHHOE» (CpaBHUTENBHBIN aHAIH3
3aKoHOAaTeNbCTBA PD ¢ 10601 cTpaHoii Mupa)

el A

13




7. TloaroroBka pedepaToB IO TEMaM:

e  «BO3HHKHOBEHHE apXUBHOTO J1ena B 3a0aifKaIbCKOM Kpaey.

e  «Oprasuzanus BBICTABOK JOKYMEHTOB B apXHUBE»

o  «M3nanus apxuBoB 3a0alKanbCKOr0O Kpasi - METOAMYECKas U Hay4yHas JINTepaTypar

e «Karanoru u xaproreku B cucreme HCA apxuBa»

e «MecTo U poJIb MyTEBOAUTENEH B CUCTEME HAYYHO-CIIPABOYHOTO anmnapara ApxusHoro ®onna Pdy.

e «IIpobnema BO3HHKHOBEHHS AyOJIETHBIX JOKYMEHTOB IIPH C/laue MaTepPHAIOB B apXUB)

e «3ammra rocyAapcTBEHHON TaliHBI B ApXUBHBIX YCIOBUSIX)»

e  «IIpobnema aBTOPCKOTO IpaBa B HHTEPHETE»

8. V3yueHme nUTEpATypHI U CETEBBIX MPOPHUIBHBIX PECYPCOB

9. H3ydeHwe M KOHCIEKT HOPMATHUBHOTO TOKyMEHTa TNpuKas MwuHHCTepcTBa KyiabTypbl P® ot 31 mapra 2015 roma Ne 526 «O06
YTBEPKJICHUN TPABWJI OPTaHU3AIMN XPAHEHUs, KOMIUICKTOBAHUS , yUeTa U HCIIOJIb30BaHMs JOKyMeHTOB ApxuBHoro ®@onna Poccuiickoit
denepanuy U APYruxX apXUBHBIX JOKYMEHTOB B OpTaHaX I'OCY/apCTBEHHON BIIACTH, OPraHaX MECTHOTO CaMOYINpPABICHHS W OPTaHNU3AUIX)»
, p-l, pllmm 2.1-2.13, pp. TH-VII

10.ITocne nocemieHus apxuBoB I.UNTHI - MOJTOTOBKA OTYETa I10 3apaHee HaMEUCHHBIM BOIIPOCaM

11.Pa3paboTka ¥ 3aniura KOHLENIUH, SKCTIO3UIIMU U CMETHI apXUBHOM BBHICTABKH MO CAMOCTOSATEIFHO BRIOpPAHHON TeMaTHKe.

12. CamocTosTenbHas pa3paboTka mprkasza u nojioxenus 06 DK opranusamnuu.

13.Koncnekt meronuueckoro Marepuasia BBIHUNJIAJ] «TpeboBanus k 0(OPMIICHUIO apXHBHOTO JIENIay

14.CamocTosTenpHas MOArOTOBKA K MPAaKTUYECKOMY 3aHATHUIO MPo MpoiiuBke ( Ha 3 1 4 mpokoJia) U NeperyieTy apXUBHOTO Jieia
15.Pa3paboTka HOMEHKJIATypBl Opranu3anuy (GUpMbl), TOCYAAPCTBEHHON OpPraHM3allii B YAaCTH apXUBOBEICHHSIO

MJIK 02.02
I'ocynapcTBeHHbIE,
MYHUIMIIAJIbHbIE APXUBBI U
apXMBbI OPraHu3anui
Brenenmne OcCHOBHBIE TIOHATHSI 00 aAPXMBAX U APXUBHBIX JIOKYMEHTAX 2
Pa3pen 1 34
IocynapcTBeHHBIE aPXUBBI
Tema 1.1. Conep:xanue yue0HOro MaTepuaja
ApxusHblii gpona Poccniickoii 1. | ApxusHsblit ponza Poccuiickoit denepariin: HCTOPHS U COBPEMEHHOCTD. 2 12
(benepauuu 2. | Apxussl B roasl CoBetckoii Bnactu (1917-1988 r.r.).
3. | ApxuBHbIe pe)OpMBI Ha COBPEMEHHOM JTarle. 2
IIpakTHyeckue 3aHATHS.
3akoHoaTesIbHAsl 1 HOPMATUBHO-TIPaBOBasi 0232 OTEYECTBEHHOI'O apXMBHOI'O JIeJIa HA COBPEMEHHOM 2 2
sTamne (COCTaBUTh NEPEYCHb JOKYMEHTOB B Pa0OUYNX TETPAIIX).
Tema 1.2. Coaep:xanue yuedOHOro MaTepuaja
Opranu3anus pa6oTbl U 1. | Opranusanust paboThl ¥ YIPABIEHHE FOCYIAPCTBEHHBIM APXHUBOM. 2 123
ynpaBJieHHe rocyAapcTBeHHbIM IIpakTHyeckue 3aHATHS.
apXuBOM OcCHOBHBIC HOPMATUBHBIE JIOKYMEHTHI 110 OpPraHU3aLNH AESTEILHOCTH apXHUBa: YCTaB, ITOJIOKEHHE O 2
CTPYKTYPHBIX IOJIpa3AeIeHUsIX apXHBa, IOJPKHOCTHBIE HHCTPYKIIMY paOOTHUKOB apX#Ba (OCHOBHBIC
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pa3nemnsl JOKyMEHTOB).

Tema 1.3. ConepixaHue y4eOHOT0 MaTepHuaja
®enepaabHoe apxuBHoe areHTcTBO | 1. | DenepanpHoe apxuBHOe areHTCTBO (PocapxuB) — (henepanbHbIil OpraH rocyaapcTBEHHOTO 1
(PocapxuB) — penepaibHblii Opran yIpaBJEHUs apXUBHBIM JesioM B Pocculickoii Denepanuu.
roCyJapCcTBEHHOI0 YIIpaBJIeHUS IIpakTHyeckne 3aHATHSA
apXMBHbLIM Jej10M B Poccuiickoii 1. | OcHoBHbIe 3a1aun U QyHKIMH DeepanbHOro apXUBHOTO areHTCTBA. 2
Degepanun 2. | Certb (henepanbHbIX TOCYIapCTBEHHBIX apXUBOB Poccuu, nx MecTo u poiib B cucteMe Pocapxusa.
Tema 1.4. Copep:xaHue yueOHOI0 MaTepHaJia
Opranusanus 10KyMeHTOB 1. | Opranmzamnus qokymMeHTOB ApxuBHOTO (oHIa Poccuiickoit @eneparm. [Ipn3Haku opraHu3anuu 1
ApxuBHoro ¢ponaa Poccuiickoii JIOKYMEHTOB.
(I)e)lepaunu 2. (DOHI[I/IpOBaHI/Ie APXUBHBIX TOKYMCHTOB.
3. | ObecnieyeHne COXpaHHOCTH JIOKYMEHTOB apXUBa.
4. | Yder 1OKyMEHTOB B apXuBe.
5. | KommnekroBaHue apxuBa U SKCIEPTHU3a IIEHHOCTH JOKYMEHTOB.
IIpakTHYecKoe 3aHATHE
1. | HopMaTuBHbIe yCIOBUS XpaHEHUS apXUBHBIX TOKYMEHTOB.
2. | TpeboBanus, NpenbsBIsEMbIC K 3IaHUSIM U TIOMEIICHUSIM apXUBa. 2
3. | Pexum xpaHeHUsI JOKyMEHTOB: IIPOTHBOINOKAPHBIN, OXpPaHHBIHA, CBETOBOH, TEMIIEpaTypHO-
BIIAKHOCTHBIH, CAHUTAPHO-TUTHEHUYECKUIL.
Tema 1.5. Coaep:xanue yueOHOro MaTepuasa
Hay4no-cnpaBo4nblii anmapar 1. | INonstne, CTPYKTYpa, XapaKTEPUCTHKA CUCTEMBI HAYYHO-CIIPABOYHOTO alapara K JJOKyMEeHTaM 12
apxuBa apxuBa.
I[pakTnyeckune 3aHATHSA
1. | IIpHHIMIIBI HOCTPOCHUS HAYYHO-CIIPABOYHOTO amIapara K JOKyMEHTaM apXHBa.
2. | Obs3arenbHbIe apXUBHBIE CPABOYHUKH: OIUCh, KATAJIOT; IONIOJIHUTEIbHbIC apXUBHBIC 2
CIPaBOYHHKH: yKa3aTell, 0030pbl
Tema 1.6. Coaep:xanue yueO0HOro MaTepuaja
HcnoJsib30Banne JOKyMEHTOB 1. | IIpaBoBBIe OCHOBBI 1OCTYNa K apXUBHBIM JJOKyMEHTaM. 1
ApxusHoro ¢onaga Poccuiickoii 2. | Mcmonp3oBaHme apXMUBHBIX JOKYMEHTOB.
Denepanun IIpakTHyeckune 3aHATHSA
1. | IIpaBuna nocTyna K apXUBHEIM JOKYMEHTaM B COOTBETCTBHUHU C COBPEMEHHBIM 3aKOHOJIATEIbCTBOM 2
00 apXHBHOM JIEITe.
2. | IlpuHIMIIBI ¥ HAIIPaBJIEHHS AOCTYMA K apXUBHBIM JIOKYMEHTaM.
3. | OcHoBHbIE ()OPMBI MAaCCOBOTO MCIIOIb30BaHUS APXUBHBIX JOKYMEHTOB.
Tema 1.7. Conep:xanue y4eGHOro MaTepualia
I/ICTOpl/m CO31aHUS U 1. I/ICTOprl CO31aHus U JOKYMEHTAJIbHBIC d)OH}Il)l HEKOTOPBIX I'OCYyTapCTBEHHBIX apXHUBOB. l
JOKYMEHTAIbHBIE (POHIBI o | Poccniicknit FOCyvﬂapCTBeHHbIﬁ apXHB [PEBHNX aKTOB (PTAIIA).
HEKOTOPBIX FOCYAaPCTBEHHBIX 3 FOCyjléijTlieHHbll/l apXxuB Poccuuucxon CDenepfluuu (A POD).
4. | Poccuiicknii rocynapcTeennblii ncropuaeckuii apxus (PTUA).
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apxXMBOB IIpakTHyeckne 3aHATHS
HoxymentansHsie poHas! [KY «ocynapcTBeHHBIi apxuB 3a0alikabCKOTO Kpasi».
1. | Joxymentanbusie ¢pouasl I'KY «ocymapcTBeHHBIH apXHB JOKYMEHTOB IO JINYHOMY COCTaBY 3a0aiKajbCKOTo 2 2
2. | xpasy.
Pazpean Il 22
BenoMmcTBeHHBIe apXUBBI (APXUBBI
opranusanmii). [IpaBuiia padoTsl
ApXMBOB OPraHU3alui
Tema 2.1. Copep:xaHue y4eOHOT0 MaTepraJia
OO6ume mo10KeHuUst 1. | IlonsTue apxuBa opraHusaluy. Buabsl apXxuBos. 2 12
2. | OcHoBHble 331241 ¥ (GYHKIMH apXUBa, IpaBa, OTBETCTBEHHOCTb.
IIpakTnyeckue 3aHATHS
1. | IonoxxeHue 00 apXwBe: OCHOBHEIC pa3Aeibl TOKYMEHTa (Ha OCHOBE IIPUMEPHOTO MOJIOKCHHUS). 2 2
2. | llpodus apxuBa, COCTaB XPAHSIIINXCS TOKYMEHTOB.
Tema 2.2. Conep:xanue yueOHOro MaTepuaja
JKCcNnepTU3a HEeHHOCTH 1. | HopMaTuBHO-METOMUYECKUE OCHOBBI AKCIIEPTU3HI LIEGHHOCTH JOKYMEHTOB. 2 1
JOKYMEHTOB 2. | Opranuzauus nNpoBeJeHUs SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.
3. | Iopsinok npoBeAeHHs IKCIIEPTH3bI IEGHHOCTH JOKYMEHTOB, 0()OpPMIICHHE PE3yIbTaTOB SKCIIEPTU3BI.
IIpakTHyeckue 3aHATHSA
1. | Monoxenue 06 DIIK [lenaprameHTa 1o nenaM apXuBoB 3a0aliKalbCKOTo Kpast. AHAIN3 OCHOBHBIX 2 2
HaIPABJICHUN JEATEIbHOCTH.
Tema 2.3. Coaep:xkanue yueOHOro MaTepuaja
KomniiekToBaHne apxuBa 1. | KommekroBanue apxuBa. MICTOUHHKHM KOMIUIEKTOBAHHUS apXUBa. 2 1
2. | CocraB TOKyMEHTOB, MOJIEKAIIMX MIEpeiaue B apXHB.
3. | Homenknarypa aein. 2 1
4. | Iopsmok popMHUpPOBaHUS [eN B opraHu3anud. TpedoBaHus K 0QOPMIICHHUIO J1e)T, TIPUHIMAEMBIX B
apXuB.
5. | CocraBnenue u opopMieHHE OTHCEH JIe. 2 1
IIpakTnyeckue 3aHATHS
1. | ComHast omHCh /e OpraHU3alUH U TPEOOBaHMA K €€ COCTABJICHHUIO (Ha TIPUMEpE OJHOM U3 2 2
opraHu3anuii 3a0aifkarbCKoro Kpasi).
Tema 2.4. Conep:xanue yueOHOro MaTepuasa
OGecneyenne COXPaHHOCTH 1. | Cucrema mep obecrieueHust COXPaHHOCTH JOKYMECHTOB. 2 1
JOKYMEHTOB apXuBa 2. | TpeboBaHus K 37aHUAM U MOMEIICHUSM apXHBa. Pe:KUMBI XpaHEHUS TOKYMCHTOB.
3. | Pasmemenne nokyMeHTOB B XpaHunumie. [1opsaok BbIIaUM J1e] U3 XPaHWINIIL. 2 1
4. | Oco0o 1eHHbIE U YHUKAIbHBIC IOKYMEHTbI apXHBa.
Tema 2.5. Copep:xanue y4eOHOro MaTepraJia
Opranusanus 10KyMEeHTOB B 1. | JloxyMeHTaIbHBIH M apXUBHBIN (DOHJ] OpraHM3aUH. 2 1
apxuBe 2. | Opranuszanusi JOKyYMEHTOB B IIpeieIax apXuBHOTO (oH/a.
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9K3aMeH

Bcero:

58

CamocrosiTebHasi padora nmpu uzydyenun MK 02.02

IIpumepHast TeMaTHKAa BHEAyAUTOPHOM CAMOCTOSATEJIbHOM padoThI

O3HAKOMHTBCS € JOKYMEHTAMH, perJiaMeHTHPYIOIUMMH APXUBHYIO AesATeJbHOCTh B Poccuiickoii @enepauun:

Hexpertsl, mpuasteic COBETOM HapOIHBIX KoMHccapoB: «O peopraHu3aluy U IeHTpanmu3armu apxusaoro mena» (01.06.1918 r.); «O
XpaHEHUU M YHUUTOXKEHHH apXUBHBIX e (22.04.1919 r.); «O rybepHckux apxuBHbIX horgax» (30.01.1919 r.).

ITocranosnenue IIpaBurensctsa Poccuiickoit denepauuu ot 17.06.2004 «O dPenepaabHOM apXUBHOM areHTCTBEY, IOATOTOBUTH TEKCT
JIOKYMEHTA JIJIsI IOCTOSIHHOW paboTHI.

PernameHT rocyaapcTBEHHOIO peecTpa YHUKAJIbHBIX JOKYMEHTOB (OPSIOK BBIBICHHUS, Y9eTa U COXPAaHHOCTH YHUKAJIBHBIX JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii denepariyn).

Denepanbhbiii 3akoH Ne 125-03 ot 22.10.2004 r. «O6 apxuBHOM niene B Poccuiickoit denepanmmny.

OcHOBHBIE TIpaBHiIa PaOOTHI APXHBOB OPTAHHU3ALIH.

IHoaroTroBUTH M 00CYAUTH HA 3AHATUSAX:

1.

2.

oa s

1.
2.
3.

4.
5.

6.

1 COBPEMCHHOCTBY.

XpaHAIIUXCAa JOKYMCHTOB.

[TpumepHYTO JOHKHOCTHYIO HHCTPYKIIHIO PAOOTHHKA apXHBa, 3aKPEIIIAIONIYIO €r0 00I3aHHOCTH, PaBa, OTBETCTBEHHOCTb.
IMucemennyto nHbOpMaLHIo Mo TeMe: «[ ocyaapcTBEHHBIN apXuB 3a0alKanbCKOTO Kpasi: HCTOPUS U COBPEMEHHOCTH.
[Mucemennyto nHbOpMaIHIo Mo TeMe: «[ 0CyaapcTBEeHHBIN apXUB JOKYMEHTOB I10 JITYHOMY COCTaBY 3a0aifKalIbCKOTO Kpasi: HCTOPHS

[Mucemennyto nHbOpMALHIO 10 TeMe «/lenapTaMeHT 1o Aenam apxXuBoB 3a0aikaabCKOro Kpasi: HICTOPHUSI U COBPEMEHHOCTbY.
ITonoxxenue 06 apxuBe oqHOI U3 opraHu3aiuii 3abaiikaibckoro kpas (1o BEIOOPY CTYACHTA), HANIpaBJIEHHE ACATEIbHOCTH, COCTaB

[Monoxenne 06 IK I'KY «"ocynapcTBeHHbIil apxuB 3abaikanbckoro kpas». OCHOBHbBIE HANPaBICHHUS JIEATETHHOCTH.

29

Y4eOHas npakTuka (10 NpoG I cnenuaJbHOCTH)

IIpou3BoacTBeHHAs] NPAKTHKA (10 NPO(HU/II0 CIeHAJBLHOCTH) HTOr0Basi 10 MOAYJIIO0.
BrinosHeHe MHAMBHUAYaJIbHBIX 3aJaHUI

36

MJIK 02.03

BBenenue

N

HayuHble 0CHOBBI POCCHIICKOTO

Paznea |

APXUBOBCACHUS

Tema 1.1. Hayunbie 0CHOBBI
POCCHIICKOr0 apXHBOBeICHHUS

Coaep:xanue yueOHOro MaTepuaja

1.
2.
3.

[NonsiTre 00 apXMBOBEAEHNH KaK KOMIUIEKCHOW HayYHOM AMCIUILIMHE.
[IpuHIUNBI U HAYYHBIE METOABI APXUBOBEICHHS.

OOBEKT 1 IpeIMET TEOPUH U METOANKH apXHBOBEICHHUSI.
IpakTnyeckne 3aHATHSA

Bonpocs! kK ceMUHAPCKUM 3aHATUSIM:

1.Yto 03HaYaeT MPHUHITUI HEHTPAIN3AINH B apXHBHOM Jiene?
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2. Yro o3HaYaeT NPUHIMIT HEAPOOUMOCTH apXUBHOTO (oHIA?

3.Yro Takoe «apXUBHBII JOKYMEHT?»

4. Yto Takoe NoKyMeHT «ApxuBHoro ¢ponaa Poccuiickoit ®enepannmn?»
5.Yto B HacTosIee BpeMsl MOIpa3yMeBaroT Mo apXUBOM?

Pazpean Il 14
XpaHeHHE U Y4eT apXHBHBIX
JAOKYMEHTOB
Tema 2.1. Copep:xanue y4eOHOr0 MaTepHaJia
Opranuszanus xpaHeHHus 1. | Opranuszanusi JOKyMEHTOB B Iipezenax apxuBHoro ¢onaa Poccuiickoit @enepanuu (epBolid 2
AOKYMEHTOB APXHBHOIo (honna YPOBEHB).
Poccuiickoit @enepaunu u Apyrux | 2. | OpraHu3anms JOKYMEHTOB B IIpejieiax apXHUBOB (BTOPOH ypOBEHB). 2
APXUBHBIX I0KYMCHTOB 3. | OpraHuzamus TOKYMEHTOB B IIpeIeiax apXuBHOTO (oHIA (TPETHl YPOBEHB).
IIpakTnyeckune 3aHATHSA
Bomnpocs! kK ceMHHapCKUM 3aHATHSM:! 2
1. Yro Takoe ApxuBHbIN (oHT Poccuiickoit @enepannu?
2. Kakwne moxyMeHTHI BKIFOUAIOTCS B cocTaB ApxuBHOTO (poHna Poccuiickoit denepanmm?
3. Ilo KakuM TpeM ypOBHSIM OCYILECTBIACTCS OPraHU3alMs JOKYMEHTOB U el ApXUBHOTO (GoHIa
Poccuiickoit ®eneparun?
4. Kaxue popMbl COOCTBEHHOCTH JOKYMEHTOB ApxuBHoro ¢honaa Poccuiickoit ®enepannu
YCTAHOBJICHBI COBPEMEHHBIM apXUBHBIM 3aKOHOIATEIILCTBOM?
5. UYro raxoe apxuBHbi GpoHn? Kto Moxer sBisiThes pongoobpazoBarenem?
Tema 2.2 Conep:xanue yueOHOro MaTepuaja
Opranusanus yyera J0KyMeHTOB 1. | Ionsrue 06 ydere noxymeHToB ApxuBHoro ¢onna Poccuiickoit @enepanuu. 2
ApxuBHoro ¢ponga Poccuiickoii 2. | Cucrema y4eTHBIX JJOKyMEHTOB.
Deiepalu U APYTrUX APXUBHBIX 3. | Benenue y4eTHBIX IOKYMEHTOB. 2
JOKYMEHTOB I[pakTnyeckune 3aHATHSA
l. Bonpocs! K ceMUHapCKUM 3aHSTHSIM:
1. | Yro Takoe y4eT apXUBHBIX JOKYMEHTOB? 2
2. | Yto sBiseTcs equHALCH ydeTa ToKyMeHTOB ApxuBHoro (horaa Poccuiickoit @enepanun u Apyrux
apXUBHBIX JIOKYMEHTOB?
3. | Kakne KoMIIIeKCh JOKYMEHTOB HOAJIEkKAT TOCYJapCTBEHHOMY yueTy?
4. | Kakue 1OKyMEHTHI IEHTPAJIM30BaHHOTO FOCYapCTBEHHOTO yUeTa BEAyTCsl B apXUBaX M apXUBHBIX
5. | yupexneHusx?
6. | Kakue yueTHbIe TOKYMEHTHI SIBISIFOTCSI OCHOBHBIMU (00s13aTenbHbIMK)? Kakne yueTHbIe TOKYMEHTBI
OTHOCSTCS K BCTIOMOTaTeIbHBIM?
7. | B 4em 3akirouaercs cennuka yueTta YHUKIBHBIX 1 0000 IEHHBIX JOKYMEHTOB? )

I1. ITocemenue ['KY «l"ocynapcTBeHHBIH apxuB 3a0alKaIbCKOTO Kpash» C IENIBbI0 0O3HAKOMIICHUS C
MTOPSAKOM BEJICHUSI yUeTa apXUBHBIX JOKYMEHTOB.
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Paszgen IlI.
KoMmuiiekToBaHue apXuBoB
APXHBHBIMH JIOKYMEHTAMH

12

Tema 3.1.

Coaep:xanue yueOHOro MaTepuasa

Opranuszanusi KOMILIEKTOBAHUS 1. | KommnnexroBaHue apxuBoB JoKyMeHTaMu ApxuBHoro (orma Poccuiickoit @enepannu u ApyrumMu 2
apXHBOB IOKYMEHTAMM APXUBHOI0 apXUBHBIMU JOKYMEHTaMHU.
¢onna Poccuiickoii @enepaunu u 2. | IlousATHE O KOMIIJIEKTOBAHUHU.
APYIrMMH apXUBHbIMH 3. | OnpeneneHre KICTOYHNKOB KOMILUIEKTOBAHMSI.
AOKYMEHTAMH 4. | Opranuzanus KOMIUIEKTOBaHMSI.
5. | DkcrnepTH3a EHHOCTH TIOKYMeHTOB. [oHsTHE 00 KCrIepTH3e LICHHOCTH JOKYMEHTOB. 2
6. | 3amauu SKCTIEPTU3BI LIEHHOCTH IOKYMEHTOB.
7. | Kpurepuu skcniepTu3sl IEHHOCTH TOKYMEHTOB.
8. | DkcrepTH3a IIEHHOCTH TOKYMEHTOB I10 TIEPEYHSIM.
9. | Orbop Ha XpaHEHHE YHUKATBHBIX 1 0CO00 IIEHHBIX JOKYMEHTOB. 2
10 | Opraau3zanys NpoBeIeHHUS SKCIIEPTH3bI IECHHOCTH JOKYMEHTOB.
IpakTnueckue 3aHATHSA
l. Bomnpocs!l kK ceMUHapCKUM 3aHATUSAM:
1. Yo Takoe xoMmIuieKTOBaHME apxuBa? Kakne BUAbI pabOT BXOAAT B KOMIIIEKTOBaHME? 2
2. Yro Takoe paHr apxuBa? YTo Takoe 30Ha KOMILJIGKTOBaHUs?
3. UYro Takoe UCTOYHUK KOMIUIeKTOBaHus? Kakue CylecTBYOT KPUTEPUH OIIPEACICHUs
HCTOYHHUKOB KOMIUIEKTOBaHUA?
4. Kak KOMIIJIEKTYIOTCS TOCYJapCTBEHHbIE ¥ MYHUIIMIIANbHbIE apXUBBI JOKyMEHTaMU
HETrOCYAapCTBEHHBIX OPTaHM3aINil U TOKyMEHTaAMH OPTaHU3AIMH B Cllyyae UX JTUKBUIALNU U
OaHKpOTCTBa?
5. Kak opranun3zyercs nepenada /el Ha XpaHEHHE B TOCYJapCTBEHHBIH M MyHUIINTIIAJIBHBIA apXuB?
6. Yro Takoe sKcIepTH3a IEHHOCTH ToKyMeHTOB? Kakne 3aaun penaioTcs B PoIecce SKCIEePTU3BI
LHEHHOCTH JOKYMEHTOB?
1. ocemenne 'KY «'ocymapcTBeHHBIH apXuB 3a0aiKaIbCKOTO Kpas» C MEIb0 03HAKOMIICHUS 2
¢ paboToii OT/IeN1a BEAOMCTBEHHBIX aPXHBOB C HCTOYHHUKAMHU KOMIJIEKTOBAHHSI.
I. [Tocemnenne MyHUIIMNIATIBLHOTO apXUBa AIMUHUCTPALIMHU ropojickoro okpyra «['opoa Uura» ¢
EJIBI0 O3HAKOMJICHUS ¢ 30HOH KOMIUIEKTOBAHMS apX¥Ba U pabOTOH 10 KOMIUIEKTOBAHHIO. 2
Pazgen IV. 32

CrnpaBoYHO-NIOMCKOBLIE CpeICTBA
K APXHBHBIM I0OKYMEHTAM
(Hay4YHO-CIIPABOYHBIN anmapar).
JocTyn K apXHBHBIM JOKYMEHTAM
W UX HCIOJb30BAHHE

Tema 4.1.

Coaep:xanue yueOHOro MaTepuasa
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CnpaBo4YHO-NIOMCKOBBIE CPeCTBa
K apXHBHBIM JOKYMEHTaM
(Hay4YHO-CIIPABOYHBIN anmapar)

CENOU~wWwNE

[onsaTue o cucTeMe CPaBOYHO-TIONCKOBHIX CPEACTB K apXUBHBIM JOKYMEHTAM.
JuddepeHnnpoBaHHBIA TOIX0 K CO3TaHUIO CIIPABOYHO-TIOMCKOBBIX CPE/ICTB.
[TonsiTrst 06 onMcaHNK TOKYMEHTOB H €.

Omucu aen, JOKyMEHTOB.

MerTo1Ka COCTaBIEHHS OITUCEH M UTOTOBBIX 3aICeil.

MerTouKa COCTaBIEHHs CIIPaBOYHOIO arlapara K OIHUCH.

Cucrema KaTajoroB B apXuBe.

IlyreBoguTenu.

JononHuTENbHBIE CTIpaBOYHO-TIOMCKOBEIE cucteMbl (CAC).

O030pBI TOKYMEHTOB.

VYkazarenu.

TemaTtndeckne mepeyHd JOKYMEHTOB B 0a3bl JaHHBIX.

IpakTnueckue 3aHATHSA

BOHpOCBI K CCMHUHAPCKUM 3aHATHUAM

1.

aprwwd

Urto moHMMaeTcs MO TOKYMEHTHOHM nHpopManunei, (IepBUYHON, BTOPHYHON TOKYMEHTHOM
uHpopManueit)?

Kakue apxuBHBIE CIIPAaBOYHUKH OTHOCATCS K 00513aTeNIbHBIM, KaKHe — K JOTIOJTHUTEIbHBIM?
[lepeunciaure OCHOBHBIE THIIBI, BUIBI, PA3HOBUIHOCTH apXUBHBIX CIIPABOYHHUKOB.

Jaiite onpeaeneHye OMUCH Je ¥ MepedHCINTe 3Talbl COCTABICHHUS apXUBHOM OMUCH.
[epeuncnure oCHOBHbIE (PYHKIIMHU, KOTOPBIE OCYILECTBIISIET apXHBHASI ONHUCH.

I1. [TpakTudeckas pabota ¢ myTeBoauTeaeM ['OCYIapCTBEHHOTO apxuBa 3a0aiikaIbCKOTO Kpas 1o
JOKyMEHTaM MapTHHHOTO apXuBa (TIONCK JOKYMEHTHOH HH(pOopManum).

Tema 4.2.
Hcnosib30Banne apXHBHBIX
JOKYMEHTOB

Coaep:xkanue yueOHOro MaTepuaja

Nogokr~rwbdpE

[Tonatus 06 NCTIOIB30BAaHUH APXUBHBIX TOKYMEHTOB.
Ienu ucmoIb30BaHNUS APXUBHBIX JOKYMEHTOB.

@DOopMBI HCIIOTH30BAHUS APXUBHBIX JOKYMEHTOB.

VY4eT u aHaJIN3 UCTIONB30BAaHMS APXUBHBIX JOKYMEHTOB.
JlocTym K apXUBHBIM JIOKYMEHTaM.

OCHOBBI apXUBHOM 3BPUCTHUKH.

[TnaTHBIE yCIIyTH B apXUBax.

[pakTnyeckune 3aHATHSA

l. BOHpOCBI K CCMUHAPCKHM 3aHATHAM.

1.

UTo mOHMMAETCs 10JT MCHOJIb30BaHNEM JIOKYMEHTOB apxuBa? KTo MoXeT ObITh OJIb30BaTENIeM
apXUBHBIX JOKYMEHTOB?

[epeuncanre OCHOBHBIE LIENIU UCIOIb30BAHUS TOKYMEHTOB. KpaTko oxapakTepu3yiTe Kaxayro U3
HUX.

[lepeuncanre 0OCHOBHBIE (POPMBI UCTIOIB30BAaHHS APXUBHBIX JOKYMEHTOB, KPATKO OXapaKTepH3yiTe
KKIYIO U3 HUX.

Kaxkue 3anpochl HCIOJIHAIOTCS FOCY 1apCTBEHHBIMU, MYHUIIMIIAJIbHBIMU U BEIOMCTBEHHBIMU
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oo

apXuBaMH¥ B IPUOPUTETHOM TIOpsAAKe?

YTo NOHMMAETCS O] IOCTYIIOM K apXHBHBIM JOKYMEHTaM?

Ilepeuncianre OCHOBHBIE ATAIBI OUCKA JTOKYMEHTOB B apXUBE.

I1. TloaroroBka MH(MOpPMALMHK O INIATHBIX YCIIyTaX, MPeJoCTaBIseMbIX rpaxaanam, [ KY
«["ocynapcTBenHsIi apxuB 3abatikansckoro kpas» u I'KY «l'ocynapcTBeHHBIN apXxuB
JIOKyMEHTOB 10 JITYHOMY COCTaBy 3a0aiiKaJIbCKOTo Kpas» (110 MaTepHraiaM, pa3MeIleHHbIM Ha
calfTax rocy/1apCTBEHHBIX apXHBOB).

I1l.  Tocemenne ['KY «'ocynapcTBeHHbIH apXUB JOKYMEHTOB 110 IMYHOMY COCTaBY
3abaiikarbCKOTo Kpas» ¢ IeIbI0 03HAKOMIICHHS ¢ paboTOIl 110 HCIIOITHEHUIO COITUATFHO-TIPABOBBIX
3aIpOCOB TPaKJaH.
1V .Tlocemenne My3est TPaHCTIOPTHON TIOJIHUIINH C TIEITBI0 03HAKOMIICHHS ¢ paboTO# 1Mo

UCIOJIb30BaHHUIO APXUBHBIX JOKYMEHTOB.

Paznen V.
MapkeTHHI AapXMBHBIX
JIOKYMEHTOB U apXUBHOM
HH(popmManun

10

Tema 5.1.
MapkeTHHT apXHBHBIX
JIOKYMEHTOB M apXHBHOMH
HHpopmanun

Conep:xanue yueOHOro MaTepuaja

N

4.

[onsiTve 0 MapKeTHHI€ apXUBHBIX JJOKYMEHTOB M apXUBHON HH(POPMAIIHH.

CrouMocTHas OIeHKa apXUBHBIX JoKyMeHToB B CCCP.

CrouMocTHas OLIeHKa apXHUBHBIX JJOKYMEHTOB M apXMBHON nHpopMarmu B Poccuiickoii deneparyn
(1900-2000 r.r.).

«[lonnenkay Kak 00BEKT KyIUIH-TIPOJAXKH.

HpaKTuquKne 3aHATHUHA

l. BOHpOCLI K CEMHUHAPCKUM 3aHATHUAM!

1.

>

ook~

Kakne nokyMeHTBI MOTYT OBITh 00BEKTOM KyIUIH-TIpojaku? Kakue 00beKTh CTONMOCTHON OIIEHKH

MOTYT OBITH BBIZIETIEHBI B ITPOIIECCE KYIUIN MPOAAXKH?

Kaxue kpurepun 1eHeKHON OLIEHKH UCI0JIb30BaTUCh B cTpaHe B 1980-1990 roap1?

Kakne coBpeMeHHBIE KpUTEPHN IPUMEHSIOTCSI B MUPOBOM NPAKTHKE CTOMMOCTHOM OLIEHKH

JIOKYMEHTOB?

Kak ycranaBimBaeTcs 1ieHa Ha JIOKYMEHTHI U IpyTrue 00bEKTHI B ITPOIIecce KyIIH-IPOJaXkKu?

KakoBo Ha3zHaueHHe MpoaaXxu MUKPO(HOpM Ha MUPOBOM pPBIHKE?

Kak onernBatotcst paapcuuIMpoBaHHBIE PAPUTETH B HACTOSAIIEE BpeMs?

I1. TTonck nHGOPMALINHU O TOKYMEHTAX, SABIISIOIINXCA 00BEKTOM KYIUTH-TIPOIaxH, B Poccuiickoit

Deneparyy, ©X CTOUMOCTH (B TOM YHCIIe HA MUKPO(OPMEI) B IPOIIECCe KYIUTH-TIPOIAKH
(o nH(pOpMAIMOHHEIM pecypcaM ceTH MHTepHeT).

O0o01IeHHE TOTYYEeHHOT 0
MaTepuaja

Conep:xanue yuedOHOro MaTepuaja
HOBTOpeHI/Ie TIOJTYYCHHOT'O MaTc€puajia U moAroToBKa K S5K3aMCHY

1,23

JK3aMeH
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Bcero:

74

CamocTosiTe1bHast padora npu uzydenun M/IK 02.03
IIpumepHasi TeMaTHKa BHeAyJUTOPHOI CaMOCTOSITeIbHOI padoThl

O3HAKOMHUThCH € JOKYMEHTAMH, PerIaMeHTHPYIOLIMMH apXUBHYIO AesiTeIbHOCTh B Poccuiickoii
Denepanuu:
1. OcHoBbI 3aK0oHOaTeNbCTBA Poccuiickoit @enepannn 06 ApxuBHoM ¢ponzae Poccuiickoit ®enepannu n
apxuBax oT 7 uronist 1993 r. Ne 5341.
2. ®enepanbHblil 3aK0H 0T 22 okTs10pst 2004 r. Ne 125-D3 «O06 apxuBHOM fene B Poccutiickoit
Denepanum.
3. [lonoxenne o eaepanbHOM apxuBHOM areHTCTBe. Y TB. IloctanoBnenuem IlpaBurensctBa Poccuiickoit
®enepanun ot 17 uronst 2004 r. Ne 290.
4. TOCT P 51141-98 «/lenmonpon3BoACTBO U apXHBHOE 1eo. TepMHUHBL U onpeneneHus». — M., 1998.
5. Meroanveckre peKOMEHIANNH 110 pa3paboTke IpUMepHBIX HoMeHKIatyp aen/ Pocapxus; BHUNJIA.
- M., 2006.
6. PernamMeHT rocyaapCTBEHHOTO peecTpa YHUKAIBHBIX JOKYMEHTOB (IIOPSIIOK BBISIBJICHHS, Y4eTa U
COXPaHHOCTH YHUKaJIbHBIX TOKYMEHTOB ApxuBHOIr0 oHna Poccuiickoit ®enepanun).
7. IlpaBuna opraHu3alvy, XpaHeH!sI, KOMIICKTOBAaHU, yueTa U UCIIOIb30BAHUSA JOKYMEHTOB APXHBHOTO
¢donna Poccuiickoit @enepannu 1 Ipyrux apXUBHbBIX JOKYMEHTOB, B TOCYIapCTBEHHBIX
MYHHIHMMAJIBHBIX apXHBaX, My3esiX 1 OMOIHOTEKaX, opranu3anusax Poccuiickol akajeMun HayK
/Pocapxus, BHUUJIA/L. — M., 2007.
8. OcHOBHEIC ITpaBHiIa PabOTHI BEJOMCTBEHHBIX apXuBOB. M., 1985.
9. OcHOBHBIE MTpaBuiIa paboTH apXUBOB opranm3anuii. M., 2002.
10. [Ipuka3 MunmcTepcTBa KyIpTypsl Poccuiickoit @eneparym ot 3 mroHs 2013 1. Ne 635 «O06
YTBEPKACHUU MOPSIIKA UCIIOJIb30BaHNs APXUBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX U MYHUIMINAIBHBIX
apxuBax» U [TopaJ0K HCIOIB30BAHUS APXUBHBIX JOKYMEHTOB B OCY1apCTBEHHBIX U MYHHIIUIAIBLHBIX
apxHBax.
O3HAKOMHUTBCSA C METOANYECKUMH JOKYMEHTaMu, pa3padoTaHHbIMU JlenapTaMeHTOM O AeaaM
apxuBoB 3a0alikaJbCcKOro Kpasi 1Jisl apXUBHBIX YUpeskAeH!H Kpas, 00CyIUTh HA 3aHATHAX:
1. MerouKa cOCTaBJICHHUS OMUCEH AeT U JOKYMEHTOB YUPEXACHUH, OpraHu3aIuii U NpepusTHil
(pexomeHnanuu 11t pabOTHUKOB MYHHIIMIIAJIBHBIX apXUBOB), ogo6pena nporokosoM JIIK Jlenmapramenta
0 JiesIaM apxXuBoB 3abaiikansckoro kpast oT 29 mapra 2012 r. Ne 3.
2. ITamsiTka 10 paboTe ¢ ONHUCAMH B MYHHIUIIAILHOM apXuBe. ApXUBHBIH BECTHUK 3a0alKanbCKOTo Kpast
No 5, Yura, 2015.
3. IlpuMepHast HOMEHKJIaTypa JeJ MyHHIMIAIbHOTO apXnuBa. ApXUBHBII BECTHUK 3a0aiKaJIbCKOTO Kpast
No 5, Ywura, 2015.
3anoHUTDH. AHKETY NOJIB30BaTelIs, pa0OTAIONIET0 B YUTAILHOM 3aJIe.
IMoaroToBUTH 1 06CYIUTH HA 3AHATHUSIX COOOIICHUS HA TEMY:

1. DOxcmepTH3a IEHHOCTH YIIPABICHYECKUX JOKYMEHTOB M KOMIUIEKTOBAHUH MU TOCYAapPCTBEHHBIX

ApXHBOB.

37

22




g w

No

CoBpeMeHHBIE TPOOIEMBI COCTOSHIS, COXPAaHHOCTH, KOMIICKTOBAHIS 1 FICTIOB30BAHUS
ApxusHoro ¢ponaa Poccuiickoit @eneparym.

HcTouHrKHM KOMITIEKTOBAHMSI TOCYAAPCTBEHHBIX apXUBOB (MCTOPUS U MEPCIEKTUBBI).

ApXHBBI, UX TOCYIaPCTBEHHOE 3HAUEHHE, COCTAaB U YCTPONUCTBO.

T'ocynapcTBeHHBIE apXUBbI 3a0aliKanbCKOTO Kpasi: HallpaBJICHUE IEATEIbHOCTH, CTPYKTYpAa,
COCTaB XPAHAILIUXCS TOKYyMEHTOB.

Co31aHre COBPEMEHHBIX apXMBHBIX CIIPABOYHHKOB Ha OCHOBE MU HEPEHIIMPOBAHHOIO MOIX0A.
OcHOBHBIE 3Tarbl MOUCKA JOKYMEHTOB B apXUBE.

[IpuHIUTEI TeHESKHOW OLIEHKH TOKYMeHTOB ApxuBHOTO poHna Poccuiickoit dexepanmu u ux
CTpaxoBaHHE.

Y4yeOHas npakTuKa (110 NPOPUIIO CIIEUATbHOCTH)

IIpousBoacTBeHHasi IPaKTHKA (110 NPO(UIII0 CIeHATBHOCTH) HTOrOBas O MOAYJIIO. 36
BrinonaHenne nHAMBUIyaIbHBIX 3aJJaHUN
MJIK 02.04
OobecnieyeHue COXPAHHOCTH
JOKYMEHTOB
Beenenune 2
Conep:xanue yueOHOro MaTepuaja 2
1. | Lemm n 3agaum qucoumuinHbl. [IpobieMa «BeYHOTO XpaHEHHU» TOKyMeHToB. HopMaTnBHO-TIpaBoBast
u Metoanyeckas 6asza o gucrumummae. [ OCTEr
2. | Pemenue 3agaun obecrieueHns COXpAaHHOCTH JIOKYMEHTOB B YCIIOBHSIX apXHBa
Paznea 1 4
JOKyMEHT KaKk MaTepHaJIbHbII
00beKT
Tema 1.1. ConepxaHue y4eOHOI0 MaTepHuaJja 2
JloxymenT u ero cBoiicTsa. 1. | MokyMeHT Kak MaTepuaibHbii 00bekT. BsaumonelictBue HocuTens UHPOPMALUH U
B“ﬂoigigﬁiﬁgzipame nH(OPMALMOHHBIX 3HAKOB, UX BIUSIHUE HA COXPAHHOCTh JJOKYMEHTAI[HH
2. | OcHoBHbIE (haKTOPHI, BIUSIONINE HA cTapeHne Oymaru. Yracanue Tekcra
3. | BymaxHsbIi TOKyMeHT. MalmHOIACHBIN ToKyMeHT. DoTorpadus.
4. | MarnutHast 3anuck. MarHuTHbIE XpaHUTEIH HHQOPMAIIUH.
5. | ®usnyeckoe cocTosiHne JOKYMeHTOB XX Beka, XpaHsmuxcs B apxusax PO
Tema 1.2. Conepsxanne y1e6HOr0 MaTepuaa 2
Aesireannocrs HIL u apyrux 1. | Hearemsnocts BHUUJIAJ], AKPJl PAU, Hay4Ho-HMcCiIeqoBaTENbCKOrO IIEHTPA KOHCEPBALMU M
Opll;al;g;i;ﬁlcl:; p::gz?g;lce pecraBpaunu  nokymenro (HUIIKMPJ]) B Poccuiickolf rocynapcTBeHHOH OuOiMoTeke 10
p noxymeﬂl;on pa3paboTke 1mpobIeMbl cTapeHHs JTOKYMEHTOB, CO3JIaHMs JIOJTOBEYHBIX BUIOB OyMaru, TEXHOJIOTUH
KOHCEpBAaIHH.
2. | duddepenunpoBanHblii M0x0/] K 00eCIeYeHHI0 COXPAHHOCTH JIOKYMEHTOB
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Paszgen 2
Co3nanue yCcJIOBHIA 1JIAA XpAHEHUS
JOKYMEHTOB

16

Tema 2.1.
PexxnMbl XpaHeHUsl JOKYMEHTOB B
apxuBe U ero o0opyaoBaHue

Coaep:xanue yueOHOro MaTepuasa

XpaHeHUE JOKyMEHTOB B YCJIOBHSIX apXHBa

TpeboBanus k nomMenieHUro apxusa. [IoHATHE OXPaHHOTO peKHMA.

DJEeKTpO- U MPOTHBONOXKAPHOE 000PYIOBaHHE.

ObopynoBanne apxuBa

TemneparypHO-BIaXHOCTHBIH pekuM. ApxuBHas KiauMartoiorus. [lapamerpsl. [Ipubopsr.
CaHnTapHO-TUTHECHIYECKUH pekuM. bopb0a ¢ OMOIOTHUeCKUME BPETUTEIIIMH.
CBeToBOI1 pexxuM

[IpocmoTp yueOHOTO (HIIEMa O COBPEMEHHBIX MTPHOOpax

NookrwpE

IpakTnueckue 3aHATHSA

Bonpocs! kK ceMUHApCKUM 3aHATUSIM
1.ITonsTHE O pexxume apxuBa. Buabl pexumoB.
2.IIpotuBonoxapHas 3amura apxua. COBpEMEHHBIE METO/BI.
3.CgetoBoii pexxum. [TapameTpsl.
4.TemnepatypHslii pexuM. [lapameTpsl.
5.CaHUTapHO-TUTHEHUYECKUH PEKUM.
6.Pemenue 3agad.

2,3

Tema 2.2
IMoBpe:kaeHne TOKYMEHTOB U
MeTOJbl MX COXPAHEHHS

Conep:xanue yueOHOro MaTepuaja

MexaHn4ecKue MOBPEXACHUS JOKYMEHTOB, X IPHYNHBL.
XUMHUYECKHE TOBPEKICHHS JOKYMEHTOB, HX IPUIUHEI.
Buonoruueckre NOBpexACHUI JOKYMEHTOB, X MPUYHHBI.
[TapameTps! yueTa HOBpEXKIEHHBIX TOKYMEHTOB.
Ocob6eHHoCTH MTPOQMIAKTUKH TTOBPEXKICHUH TOKYMEHTOB.
. | Metonp! coxpanenust: nesuH(pexnus. Jle3nHCeKIHsL.

egkrwnpE

IIpakTnyeckue 3aHATHS

1.CocTaBneHre pecTaBpaliOHHOTO 331aHU Ha TIOBPESKACHHBIA JOKYMEHT (HHAWBUAYAIbHBIC
3aJIaHus).
2. Bonpochl kK CEMHUHAPCKUM 3aHSATUSIM
1. MexaHn4YecKue MOBPEXKICHIUS KaK OJTHA W3 IPHYUH Pa3pyIICHUS JOKYMEHTOB.
2. JlecTpyKuus MaTepHaIbHOTO HOCHUTEIIS O] BO3ACHCTBUEM XHMHYCCKHIX
NIOBPEKIAECHU.
3. MeTopl BRISBICHUS OMOJIOTHYECKOTO MOBPEIKICHHUS.
4.,  MUKOIOTHYECKHHA U YHTOMOJIOTHIECKUN KOHTPOJT.

Tema 2.3
OCHOBBI KOHCEPBAMH 1
pecTaBpanuM J0KYMEHTOB

Conep:xanue yued0HOro MaTepuaja

1. | OcHOBBI KOHCEPBAIIUH JOKYMEHTOB: PEKUM XPAaHEHUS, CTAOMIN3AINS U PECTaBPaIHsL.
2. | CraOunu3aius JOKYMEHTOB Ha TPAIUIMOHHBIX U TEXHOTPOHHBIX HOCHTEIISIX 10 OTHOLICHUIO K
pa3IMYIHBIM BHAM (DaKTOPOB.
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VcaoBusa XUMAYECKOH CTAOMIIM3aIMNA TEKCTA.
[onsaTue o pecraBpanny 1 KOHCEPBAIIMH APXUBHBIX TOKYMEHTOB. TEeXHOIOTHN.
Hogeiimme pa3paboTku B 001aCTH KOHCEPBUPOBAHMS U PECTABPAIIMU JTOKYMEHTOB.

Pazpnex 3. 13
Pa3menienue 10KyMeHTOB B
XpaHWJIHLIe.
TonorpadupoBanue. Boigaua geur.
Tema 3.1. Conepsxanue y4e6HOr0 MaTepuasia 4 1
HocTynaenne oKyMeHTOR Ha 1. | IIpoGiema obecnieueHNsI COXPAHHOCTH JJOKYMEHTOB IIPU MX MOMEIICHUH B apXUB
XPAHEHUE B apxun 2. | TpeboBaHus K JOKyMEHTaM, IIOCTYNAIOIINM Ha XpaHEHHE.
3. | Onpenenenne ocobeHHOCTEH (PU3NIECKOTO U TEXHUUECKOTO COCTOSHMS TOKYMEHTOB TIPH NIPHUEMeE Ha
XpaHEHHeE.
4. | IIpoBepka HaMM4YMUsA U COXPAHHOCTH Jei. JlokyMeHTanus.
TIpakTHYeCKHE 3aAHATHS 2 2,3
Omnpenenenne ocoOeHHOCTEH (HU3MUECKOTO U TEXHUUECKOTO COCTOSIHUS IOKYMEHTa (110
HHAWBUIYaJbHBIM 3aJaHUSIM)
Tema 3.2. Cojep:kaHue yueOHOro MaTepuasa 3 1
Pasmenenue 10KyMeHTOB B 1. | Pa3Memnienue 10KyMeHTOB B xpanwiunine. Hopmarusnas 6asa («[IpaBuiia opranusanuu
XpaHuTime XpaHEHHUA. .. »)
2. | ParvioHanbHbIN MOPSIOK Pa3MEIICHUS.
3. | Tomorpaduposanue. Tonorpaduueckue ykazareiu.
4. | OdopmireHne IPIBIKOB KOPOOOK, CTEIUTaXeH 1 mKadoB.
Tema 3.3. Cojep:kanue y4eOHOr0 MaTepuaJa 4 1
Hopsaox BbIIAYH JOKYMEHTOB U3 1. | OOmue TpeOoBaHMS K TOPSIIKY BBIAAYN apXUBHBIX JOKYMEHTOB W3 apXuBOXpaHmwml. [{emm
XPaHWIHIL, TPDAHCIIOPTHPOBAHUE U BBIJAYU.
ynakoBka 2. | Yder OBIKEHUS JOKYMEHTOB U IOPSIOK BBIJIau B YHTAJBHBIN 3all, pad04yr0 KOMHATY COTPYIHHKAaM
apxuBa, BO BPEMEHHOE T10JIb30BaHKE, HA BHICTABKH, JJIsl BDEMEHHOTO BBIBO3a 32 PyOexK.
TpaHCHOPTUPOBKA U YIAKOBKA.
3. | [IprunHBI OTKa3a B BBIAAYE JI€JI, CBI3aHHbIE C X (DM3HKO-XUMHIECKUM COCTOSHHEM U 00ecIiedeHneM
4. | coxpaHHOCTH
IIpoBeneHue KOHTPOJIS 3a COXPAHHOCTBIO APXHUBHBIX TOKYMEHTOB. [lopsnox Bo3Bpamienus A/l B
5. | xpanunumie
Paznen 4 5
IIpoBepka HAJTUYHMSA U COCTOSTHUSA
aen
Tema 4.1. Conep:kanue y4eGHOro MaTepHaia 2 1

IIpoBepka HAINYMA U COCTOSTHUA
Je]1 B XpaHUJIUIIe

1.
2.

33.}13'—11/] IMMPOBEPKHU HAJTNYIUA €T B XPaHUINIIC, TEPUOINYHOCTDL €€ IPOBEACHUS.
HOpHHOK MMPOBCACHUS IMTPOBCPKU HAJTUYUSA U COCTOAHUSA ACJT B XpaHUJINIIIC. O(bOpMJ'IGHI/Ie aKTa
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TPOBEPKH.

3. | IIpoBepka TeXHUIECKOTO ¥ (PUZUKO-XUMHIECKOTO COCTOSIHUSI apXHBHOTO JIENa.
4. | Ilopsmok MpoBeaeHUs PO3bICKa JIElI.
5. | Tlopsimok cHATHS ¢ yueTa JOKYMEHTOB, HE Hali/ICHHBIX B X0JI€ TPOBEPKHU
6. | ObecniedyeHne COXPaHHOCTH JOKYMEHTOB IIPU U3MEHEHHH ()OPMBI UX COOCTBEHHOCTH
IIpakTHyeckue 3aHATHSA 2 2,3
OdopmiteHre TOKYMEHTOB ITOCJIe IPOBEPKH COCTOSIHUS ¥ HAJIMYHS JISII.
Bonpocs! kK ceMUHAPCKUM 3aHATHUSIM:
1.IlpueM nokyMeHTa Ha XpaHEHHE-ONpeelieHHe 0COOEHHOCTEH COCTOSHHS.
2.Tomorpadudeckas CTpyKTypa apXuBa.
3.Bblgaua apXuBHOTO TOKYMEHTA: MOPAIOK AEHCTBUM.
4.Bo3BpallileHuE TOKyMEHTA B apXUB: MOPAIOK ACHCTBUH.
5.IlpoBeneHne po3bICKa JOKYMEHTA.
6.CHsITHE TOKYMEHTA C yYeTa.
Tema 4.2. Coaep:xanue yueO0HOro MaTepuaja 1 1
XpaHeHue B apxuse 0000 1. | IHousatre 06 0c000 LIEHHBIX JENax.
LICHHbIX JOKYMEHTOB 2. | Ompenenenue ux cocrasa, yueT u xparnenue OC/]
Paznen 5 20
CrpaxoBoii ¢ong u ¢oHnn
NOJIb30BAHUS
Tema 5.1. Coaep:xanue yueOHOro MaTepuaja 2 1
Cosnanue crpaxosoro onaa 1. | [ousrue crpaxoBoro ¢onaa. GoH MOIB30BATENS.
2. | [oaroroBka e K nepegaye Ha CTPaXoOBOE KOIUPOBAHHE.
3. | Permament ['ocpeecTpa yHHKAIBHBIX JOKYMEHTOB. Peectp omuceit AD PO,
4. | Opranu3zanus padboT M0 MUKPODHIBMUPOBAHHIO U OLIM(POBAHUIO.
5. | Vuer cTpaxoBoro ¢oHIma
Tema 5.2. Copnep:xanue yueOHOro MaTepuasia 2 1
OCHOBBI ICHE:KHOM OLICHKHU 1. JIOKyMEHTBI, O/AJIEKALUE CTPAXOBAHUIO.
CTPaxoBbIX 10KYMEHTOB 2. | Hopsinok opopmiteHns: pe3yIbTaToOB CTPAXOBOH OLICHKH
Tema 5.3. Coaep:xanue yue0HOro MaTepuaja 4 1
O0ecnevyeHue COXpaAaHHOCTH 1. | INonsTne 0 Ype3BBIYANHBIX CUTYaIMsX. [I7TaHBI KOHKPETHBIX MEPOIPUATHH apXUBOB PU
ApXUBHBIX el B yeaousax YC Bo3HHKHOBeHNH YC. DBakyanus 10KyMEHTOB.
2. | CocraByienne MHCTpYKIMK O Mepax MoXKapHOH 0e301IacHOCTH apXHBa.
3. | HetictBus npu Bo3HuKHOBeHnu YC.
TpaKkTHYeCKHE 3AHATHS 2 2,3
1.CocraBneHue muaHa 3BaKyanuu 10kyMeHToB npu UC.
2. Cocrasnenue MHCTpyKImy 1o nokapHoi 0€3011aCHOCTH apXHBa OpraHU3aluu
Tema 5.4. Copep:xanue y4eOHOro MaTepHaJia 2 1
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PoJib BeJOMCTBEHHBIX APXUBOB B
od0ecrnie4yeHUM COXPAHHOCTH

1. | Ponb BeZOMCTBEHHOTO apXHBa B 00ECIIEYEHIH COXPAHHOCTH TOKYMEHTOB
JledaTenbHOCTh apXUBa OPTaHU3AIMH 110 00ECTICYEHHIO COXPAHHOCTH TOKYMEHTOB

N

JOKYMEHTOB 3. | B3aumogelicTBue apx1BOB ¢ UICTOYHUKAMH KOMIUICKTOBAHHMS
Tema S.5. Copep:xanue y4eOHOr0 MaTepHaJia 2 1
IIpo6aema coxpanHocTH 1. | IIpoGyiemMbl COXpaHHOCTH JOKYMEHTOB B HAIllE BPEMSI.
AOKYMEHTOB Ha COBPEMEHHOM 2. | XapakTepucTHKa apXMBHOTO 3aKOHOJIATEILCTBA HAa ypoBHE CyObekTa PD.
JTamne 3. | Cocrosnue apxuBHOH chepbl 3abaiikaibs.
IMoBTOp MaTepuana [ToBTopenue marepuana. [loaroToBka K S5K3aMeHy. 4 2.3
IIpakTHyeckne 3aHATHSA 2 2.3
TectupoBaHue.
JK3aMeH 5
HTOI'0 71
30 2,3

CamocrosiTesbHast padora npu usyyenun MJIK 02.04
IIpumepHasi TeMATUKA BHeAyJUTOPHOIi cCaMOCTOSITEIbHOI padoThI

1. BexeHus riioccapus 1Mo TEPMUHOIOTHN «COXPAaHHOCTHh JOKYMEHTOBY.

2.IloaroToBKka KOHCIEKTa II0 TEME: OCHOBHbIE pas3fenbl «llepedHss THIOBBIX YIPaBIEHYECKUX
JIOKyMeHTOB» OT 2010roga u CpoKH UX XpaHEHHUS.

3. Odopmuts Tabmuiry «PuU3nKo-XUMHYECKHE U OHONOTHYECKIE (haKTOPBI Pa3pYyIICHUS JOKYMEHTOBY
4 Koncniekt matepuana: «Pexomenmpanmn BHUMJIAJL o KoMIIJIeKTOBaHHIO, yUeTy U OpraHUu3aiumu
XPaHEHUS SJIEKTPOHHBIX aPXUBHBIX JJOKYMEHTOB B FOCYJAaPCTBEHHBIX U MYHHIIUIAIBHBIX apXUBAX»
5.U3yuenne nurepatypsl ¥ IPO(UIBHBIX CETEBBIX PECYPCOB

6.Pa3paboTka u 3ammnTa OM3HEC-TUIaHa 0 COo3/1aHuI0 (GUPMBI co crenuanu3anueid «CoxXpaHHOCTh
JIOKYMEHTAIIID)

7.Koncnekr marepuana «Knaccudukaiys J0KyMEHTOB € TIOBPEXKICHUSIMU OyMa)KHOT'O HOCHTEJISI»
8.IToaroToBka mpe3eHTanuii -peepaToB MO TEMAM:

-XHUMUYECKUE TIOBPEXKIEHUS JOKYMEHTOB

-OCHOBHBIEC OHOJIOTUYECKUE BPEIUTENH AT

-CaHUTAPHO-TUTHEHUYECKUH PEXXUM apXHBa

-YCTaHOBJICHUE OXPAHHOW CUTHAIU3Al1H B apXHBE

-To’kapHasi 0€3011aCHOCTh B APXHBE U IOCJIE/ICTBHS €€ HapYIICHUS

-0030p Meroandeckux qokymentoB BHUUIAJI/] o BompocaM COXpaHHOCTH JTOKYMEHTAIlUH
-COXPaHHOCTh JJOKYMEHTOB B YCIOBHSIX COBPEMEHHOM OpraHU3aIIH

-BIIMSHUE MIEPEMEIIEHIH JOKYMEHTOB HA MIX COXPAaHHOCTh

-CTpaxOBaHHE TOKYMEHTOB ¥ UX JICHEKHAs OIeHKa

-o0ecriedeHne COXpaHHOCTH 0C000 IIEHHBIX TOKYMEHTOB apXHBa

-MHKPOKJIIMAT COBPEMEHHOTO apXHBa
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-0COOCHHOCTH XpaHEHUS KHHO M (POTOZOKYMEHTOB

-o0ecredeHne COXPaHHOCTH IPUHTEPHBIX TEKCTOB

-0COOEHHOCTH COXPAaHHOCTH JJOKYMEHTOB Ha MarHUTHBIX HOCHTEIISX

-TEeXHOTPOHHBIE apXUBbI

-COBpPEMEHHBIE METO/Ibl PECTABPAIIMM apXUBHBIX JOKYMEHTOB

-MCTOPUYECKUH aCMEeKT XpaHeHUs JOKYMEHTOB

-COBpPEMEHHbIE METO/Ibl KOHCEPBALMH JOKYMEHTOB. 3apyOesKHbIH OIBIT

9. Pemenne KpoccBOPAOB IO COOTBETCTBYIOIIUM TeMaM

10.Koncnekr Mmartepuana «Knaccupukamus TOKYMEHTOB C jAedeKkTaMH TEKCTa M WX CIeHHalbHas
oOpaboTka»

11 Pemenue 3a1a4 1o ONpeneneHnIo MapaMeTpoB TEMIIEPATYPHO-BIa>KHOCTHBIX PEKMMOB B apXUBE
12.Pa3paboTka NOCTYyIUICHHH (KOMIUIEKTAlMM) B AapXWB OT OpraHu3anuu (N0 WHAWBUAYAJIbHBIM
3aTAHHSIM )

13. V3yyeHue u KOHCIIEKT HOPMATUBHOTO JOKyMeHTa Ipuka3 MuHucrepcra KyiabTypsl PO ot 31 mapra
2015 roma Ne 526 «OO6 yTBepkIEHHHM MPaBHJI OPraHU3ALMU XPAHEHHUS, KOMIUIEKTOBAHMSA , y4deTa U
HCIONB30BaHUS JOKyMeHTOB ApxuBHoro @onna Poccuiickoit ®Pepeparuu U APYTHX apXUBHBIX
JIOKyMEHTOB B OpraHax TIOCyJapCTBEHHOH BIJIaCTH, OpraHax MECTHOTO CaMOYIpAaBICHUS U
OpraHu3aIMsIX» B YaCTH «COXPAHHOCTh JOKyMEHTOB»-Pa3nen 2, nn.2.14-2.49

Y4yeOHas npakTuka (10 NpoGuIK CiennaabHOCTH)

IIpousBoacTBeHHAs NPAKTUKA (110 NPOQUIII0 ClIeUMAJIBHOCTH) UTOT0BAasi 110 MOAYJIIO.
BrInonHenne HHAMBHIYaIbHBIX 3aJaHAH

36
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4.YCJOBUS PEAJINBALIUUA TPO®ECCUOHAJIBHOI'O MOAYJA

4.1. TpeOGoBaHNsi K MUHMMAJbHOMY MATEPHAJIBLHO — TEXHHYECKOMY
odecreyeHn 10

Peanuzanus mnpodecCuoHaIbHOTO MOAYJS MPEANojiaraeT HalUudue Y4eOHBIX
kaOuHeToB «JlokymeHTanmoHHoe oOecrieueHue yrpasieHus», «lIpaBoBoe obecneueHue
npodeccuoHabHON JIEATEIIBHOCTH U yaeOHas KaHIEIApUs (cmyx0a
JTIOKYMEHTAIIMOHHOTO 00€CTICUeHUsI yIIPaBICHUS).

ObopynoBanue  y4eOHOro  KaOuHeTa W paboymx  MecT  KaOuHeTa
JOKYMEHTAIITMOHHOTO 00ECTICUCHHMSI YITPABICHUS:
- paboume CTOJIBI M CTYJIbS I 00Y4aIOMUXCS;
- pabouuii CTOJ U CTYJ IS TIPETO1aBaTEeIIs;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHas;
- HarJIsOHBIC TOCOOuS;
- KOMIUIEKT OJJaHKOB JJOKYMEHTAIUH.
- KOMIUIEKT Y4eOHO-METOAMYECKONU TOKYMEHTAIUH.

TexHuueckue cpeicTBa 00yUeHUsI:
- MYJIbTUMEIUNHBIN IIPOEKTOP;
- HOYTOYK.

O6opynioBaHue y4ebHOro KabuHeTa U paboyux MecT kabuHeTra MHGOPMAIIMOHHBIX
TEXHOJOTU B IpOodeccCuoHaIbHON AESTEILHOCTH
- KOMITHIOTED;
- IPUHTED;
- MYJbTUMEAUNHBIN IPOEKTOP;
- MporpaMMHoOe obecriedeHue 00111ero U MPoPeCcCUOHATLHOTO HA3HAUYCHMUS;
- KOMIUTEKT Y4eOHO-METOMYECKON JOKYMEHTAITUH;
- KOMIUTEKT OJJaHKOB JJOKYMEHTAITUH.

Peanuzanmst mpodeccHoHambHOTO  MOIYJs — MPEAroyiaraeT  00s3aTeIbHYI0

MPOU3BOACTBEHHYIO (YyueOHYI0) TIPAKTHUKY, KOTOPYIO PEKOMEHIYETCS IPOBOJUTH
KOHIIEHTPUPOBAHHO B PA3JIMYHBIX YUPEKACHUIX, OPTaHU3AIMIX, TPEATNPUATUIX TOPO/IA.

4.2. UudgopmanuoHHoe odecnievyeHne o0yueHust

[lepedyeHnr peKOMEHIyEeMbIX YUeOHbIX U3Aanui, UHTepHET — pecypcoB, JOTMOTHUTEIBHON
JIATEPATYPHI

HopmaTuBHO-TIPaBOBbIE AKTHI

1. TOCT P 7.0.8-2013 Jlenonpoun3BOACTBO M apXUBHOE AEN0. TEPMHUHBI U
OTIPENICIICHHUS.

2. ®enepanbHbIi 3ak0oH «O0 apxuBHOM jene B Poccuiickoit deneparum» ot 22
okTs0pst 2004 1.Ne 125-03

3. Tlonoxenue o MenepanbHOM apXUBHOM areHTCTBE. YTB. [locTaHOBIEHHEM
[TpaButensctBa Poccuiickoit @enepaunu ot 17 utonst 2004 r. Ne 290.

4. TlpaBuiia opraHu3anuu, XpaHEeHHs], KOMIJIEKTOBAHUS, y4€Ta U UCIOIb30BaHUS
nokymeHToB ApxuBHoro ¢ouaa Poccuiickoit @enepaiiuu u Apyrux apXuBHBIX
JOKYMEHTOB B OpraHax roCyJapCTBEHHOW BJIACTH, OPraHaX MECTHOIO
caMoynpaBieHus U opranuzanusax. [Ipuka3z Munucrepcta kyapTypsl PO Ne 526
ot 31 mapta 2015 roga
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5. IlpumepHas HOMEHKJIATypa JIeJl MyHUIIUIAIBHOTO apXuBa. APXUBHBINA BECTHUK
3abaitkanbckoro kpas Ne 5, Yura, 2015.

OCHOBHBIC HCTOYHHUKH:
1.bacakoB, M.M. JlokymeHTallMOHHOE oOecreyeHue yrpaBieHUuss ( C  OCHOBaMH
apxuBoBenieHus ) [Teker] : Yue6. mocodbue / M.U. bacakos. - M. : Knopyc, 2013. - 216 c.
+ Ipunoxenue. - (HawaneHoe u cpegnee mpodeccronansaoe oopazoanue). - PYMO. -
ISBN 978-5-406-02509-3
2. Kysnenos, U.H. JlokymeHTarimonHoe obecreueHrne yupaBieHHs U JIeIOTPOU3BOICTBO
[Texcr] : Yuebnuk mns 6axamaBpoB / M.H. Ky3nenos. - M. : FOpaiir, 2012. - 576 c. +
CrnoBapp TepmunoB + Ilpunoxenus. - (bakanasp. bazossiii kypc). PMO. - ISBN 978-5-
9916-2123-6.
3.ITemkosa, I'.JI. Cekperapckoe neno : ydebnoe mocodbme / I'.Jl. [lemkosa. - 3-¢ u3m.,
UCIIP. ¥ J0IL. - MuHCK : Beimiimas mkoia, 2014. - 368 c. - ISBN 978-985-06-2337-9 ; To
ke [Dnekrponnsiit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=235728
(25.03.2016).
4 IlepcuanoB, B.B. DOnexkrpoHHoe oducHOE JENOMPOU3BOACTBO : Y4YEOHHK /
B.B. Ilepcuanos, E.3. KupeeBa, M.H. Ka3zakosa. - M. ; bepnun : {upekr-Menua, 2016. -
326 c. : un. - bubnuorp. B kH. - ISBN 978-5-4475-6215-1 ; To xe [DnekTpoHHBIHN pecypc].
- URL.: http://biblioclub.ru/index.php?page=book&id=434743 (29.03.2016)
5.ITemkoBa, I'.JI. Cekperapckoe neno : ydebnoe mocoodbme / I'.[l. [lemkosa. - 3-¢ m3m.,
UCIIP. U JI0T. - MuHCK : Bemmiimas mkoia, 2014. - 368 c. - ISBN 978-985-06-2337-9 ; To
ke [DnexTponHsbIii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=235728
(28.03.2016).

6.Porockun, M.IO. Jlemompou3BoacTBO: Kypc JIeKui : ydeOHOe mocoome /
M.IO. Poroxus. - M. ; bepnun : Qupexkr-Menua, 2014. - 229 c. : ui. - bubauorp.: ¢. 222-
223. - ISBN 978-5-4458-6528-5 ; To xe [OnektponHsii pecypc]. - URL:

http://biblioclub.ru/index.php?page=book&id=253702 (25.03.2016).
7.Poroxun, M.IO. JlokymMeHTalMOHHOE OOECIICUCHUE YIPABJICHUS : MPAKTHYECKOE
nocooue / M.IO. Poroxun. - M. ; bepmun : Jlupekr-Menua, 2014. - 398 c. : un. -
bubmuorp. B k. - ISBN 978-5-4475-1869-1 ; To ke [DnexkrtponHslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253705 (29.03.2016).

8.llympruna, M.B. ApxuBoBenenue : ydeOHoe mocobue / M.B. lllymbruna ;
MunucrepctBo oOpa3zoBanuss W Hayku Poccuiickoit ®enepanuun, @enepanbHoe
roCy1apCTBEHHOE aBTOHOMHOE o0Opa3oBaTesbHOE yUpexKIeHUE BBICIIIETO

npodeccuoHanbHoro  obOpazoBanust  «CeBepHbld  (ApkTuueckuil)  (deaepaibHbIN
yHuBepcuteT nMeHu M.B. JlomonocoBay. - Apxanrensck : U] CADY, 2014. - 233 c. :
tabm., wi. - ISBN 978-5-261-00937-5 ; To xe [Onextponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=312311 (29.03.2016).

JlonoJHUTEIbHbIE UCTOYHUKM:
1.AunpeeBa, B.W. JlenonpousBoacTBo: opranuzanus u Benenue [Tekct] : ydel.-Tipaxr.
nocooue / B.M. AnmpeeBa. - 5-¢ usn.,, mepepad. - M. : Kuopyc, 2016. - 296 c. +
[Tpunoxenus. - ISBN 978-5-406-04540-4
2.bacakoB, M.U. JlokymeHTalmoHHOE obOecrieuenue ynpasieHus: (JlemonponsBoacTro) :
yueoHuk / M.W. bacakos. - 2-¢ u3j., uci. u gon. - Pocto-u//] : ®enuke, 2013. - 352 c. :
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ui. - (Cpennee npodeccuonanibHoe oOpazoBanue). - bubnuorp. B kH. - ISBN 978-5-222-
20053-7 ; To xKe [DJIeKTPOHHBIIM pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=271490 (29.03.2016).

3.Batonuuna, M.B. Opranuzanuss 4 TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOecreYeHus
ynpasieHus [Tekct] : Yueb. mocooue / M.B. Baronuna. - M. : Jlamkos u K, 2015. - 320 c.
+ I'moccapuit + Tectol. - ISBN 978-5-394-02522-8.

4 Jlemun, FO.M. JlenonpounsBoactBo. JlokymMmeHTanmnoHHbIi MeHekMeHT / FO.M. JlemuH. -
M. ; bepnun : {upexr-Menua, 2014. - 205 c. : Tabi., cxem. - bubauorp. B kH. - ISBN 978-
5-4475-1572-0 ; To xKe [DJIEKTPOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253657 (29.03.2016).

5. emun, FO.M. Cekpetapckoe neno: yHuBepcaiabHbIi cripaBouHuk / FO.M. Jlemun. - M. ;
bepmun : lupexr-Menua, 2014. - 321 c. : puc., Tabn. - bubmmorp. B k1. - ISBN 978-5-
4475-1573-7 ; To xKe [DIIEKTpOHHBI pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253658 (28.03.2016).

6.Muxaitnos, FO.M. Jluunsie fena cOTPYJHUKOB KOMITAHUM: KaK MPABUIBHO OQOPMIISTH,
BECTH U XPaHUTH : MpakTudeckoe nmocooue / FO.M. Muxaiinos. - M. ; bepnun : Jlupekr-
Menua, 2014. - 160 c. : ni. - bubmuorp. B xH. - ISBN 978-5-4475-1870-7 ; To xe
[Dnextponnbiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=253691
(28.03.2016).

[ IlepcuanoB, B.B. DOnexrtpoHHoe o0¢QUCHOE NEIONPOU3BOJCTBO : Yy4YEOHHK /
B.B. Ilepcuanos, E.3. Kupeesa, M.H. Kazakosa. - M. ; bepnun : upekr-Menua, 2016. -
326 c. : un. - bubmmorp. B kH. - ISBN 978-5-4475-6215-1 ; To xe [DnekTpoHHBIH pecypc].
- URL.: http://biblioclub.ru/index.php?page=book&id=434743 (25.03.2016).

8.IlemkoBa, I'.JI. Cekperapckoe neno : ydebnoe mocodbme / I'.Jl. [lemkosa. - 3-¢ u3m.,
UCIIP. U JI0T. - MuHCK : Bemmiimas mkoia, 2014. - 368 c. - ISBN 978-985-06-2337-9 ; To
ke [DnexTponHsblii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=235728
(29.03.2016).

9.ITemkoBa, I'.JI. Cekperapckoe neno : ydebnoe mocodbue / I'.[l. [lemkosa. - 3-e u3m.,
ucrp. u jom. - MuHck : Beimmiinras mkomna, 2014. - 368 ¢. - ISBN 978-985-06-2337-9 ; To
xe [DnexTponHnsblit pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=235728
(29.03.2016)

10.Poroxxun, M.FO. HacromnbHas KHHra cekperaps: TMOJATOTOBKa JOKYMEHTOB
npaktuaeckoe nocooue / M.IO. Poroxun. - M. ; bepnun : Jlupext-Menua, 2014. - 363 c. :
ui. - bubmmorp. B k. - ISBN 978-5-4475-1664-2 ; To e [DnexTponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253707 (28.03.2016).

11.Poroxun, M.FO. Opranuzanus aenonpousBojictBa npeanpustus: (Ha ocHoBe ['OCT
P6.30-2003) : yue6HO-nnpakTHueckoe nocooue / M.IO. Poroxus. - M. ; bepnun : Jlupekt-
Memua, 2014. - 209 c. : un. - bubmmorp. B kH. - ISBN 978-5-4458-6535-3 ; To xe
[DnexTponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253709
(29.03.2016).

12.CromsipoB, FO.H. oxymentonorus / HO.H. CtonsapoB ; MUHUCTEPCTBO KYJIbTYpbI
Poccuiickoit @enepanuu, OepepaabHOe rOCYIapCTBEHHOE 00pa30BaTEIBHOE YUPEKICHHE
BBICITIETO TIpo(eccHoHambHOTO 00pa3zoBaHus «OpPIIOBCKHUI TOCYJApCTBEHHBIN HHCTHUTYT
HCKYCCTB M KyJIbTYphD». - Open : I'opuzont, 2013. - 370 c. : wi. - bubnuorp. B kH. - ISBN
978-5-904977-37-5 ; To xKe [DeKTpOHHBIIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=276208 (29.03.2016).
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13.CokonoBa, O.H. JlokyMeHTaMOHHOE OOECeYeHHe YIPABJICHUS B OpraHu3aluu
[Tekct] : yue0. mocobue / O.H. Cokonoa T.A. AkuMoukuHa. - 2-¢ u3fd. cTep. - M. :
Knopyc, 2013. - 160 c. + Kp. cnoBaps TepmunoB. - (bakanaspuar). - PYMO. - ISBN 978-
5-406-02668-7 :

14.1llyneruna, M.B. ApxuBoBenenue : ydeOHoe mocobue / M.B. llyneruna ;
MunucTepcTBO 00pa3oBaHus W Hayku Poccuiickoit ®Depeparnuu, DenepaibHOe
roCyIapCTBEHHOE aBTOHOMHOE o0pa3oBaTenbHOE YUpEKICHUE BBICIIIETO
npodeccuonambHoro  obpazoBanmsi  «CeBepHbId  (ApkTHueckmii) — (demeparbHBIN
yHuBepcuteT uMeHn M.B. JloMmoHocoBa». - Apxanrenbsck : U CADY, 2014. - 233 c. :
tabm., wi. - ISBN 978-5-261-00937-5 ; To xe [Onextponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=312311 (25.03.2016).

15.AuKkoBuy, LII.A. Jlenonpon3BoACTBO B KaJpoBoii ciyxoe : yueonuk / LII.A. SIHkoBHY. -
M. : FOnutu-Jlana, 2015. - 161 c. - bubmmorp.: c. 112. - ISBN 5-238-01076-1 ; To xe
[Dnektponnbiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=119021
(25.03.2016).

16.51aKoBHy, 1II.A. Jlenonpon3BoACTBO B KaJipoBoH ciyxoe : yueonuk / III.A. SIHkoBUY. -
M. : FOnutu-Jlana, 2015. - 161 c. - bubnuorp.: c. 112. - ISBN 5-238-01076-1 ; To xe
[Dnektponnbiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=119021
(29.03.2016).

HNuTepHeT — pecypcesbi:

1. http://www.vniidad.ru/ - Beepoccuiicknii HaydHO-HCCICTOBATSIIBCKHI HHCTUTYT

JTOKYMEHTOBE/ICHHSI U apXUBHOT'O JIeyia

http://elibrary.ru/ - Haydnas snextpoHHast OMOIHOTEKA

3. http://www.edu.ru/ - Poccuiickoe oOpa3oBanue: (heaepaibHbI 00pa30BaTEIbHBIN
nopran

4. http://www.alleng.ru/ - Bcem, k1o yumtcsi (yueOHbIC MaTepHalbl, Pa3IUYHbIC
y4eOHbIe TOCOOwS)

5. http: // www.edou.ru/ - HeHTp KOMIIETCHIIMH IO BOIPOCAM JIOKYMEHTAIIMOHHOI'O
oOecrieueHysl yIpaBlICHHUS U apXUBHOTO Jieia

6. http://delo-ved.ru/- o6pa3iiel JOKYMEHTOB

7. http://lwww.sekretariat.ru/document/office_work.php - Tlopran mist pykoBoauTenei
cyx0 JIOY u cekperapeil Bcex ypoBHEMR

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

A

4.3. O01mme TpedOBaHUA K OPraHU3aNNH 00Pa30BaTeJIbHOIO Npolecca

[Tporpamma mpodeccronanbHOr0 Moaysss OpraHu3aiyisl apXUBHOW M CIIPABOYHO-
UH()OPMAITMOHHOW PabOThI 1O JIOKYMEHTaM OpPTaHM3aIluU Peau3yeTcsi B TedeHue 3-ro, 4-
ro ceMecTpoB (Ha 0ase MOJIHOTO CpeHero 00pa3oBaHms) U 5-r1o, 6-ro cemecTpoB (Ha 6a3e
o011ero cpeTHero o0pa3zoBaHus) Kypca 00yueHus.

OOpa3oBarebHOE YUYPEXKIACHHUE JOJDKHO pacrojarath MaTepHabHO-TEXHUYCCKOM
0azoi, oOecmeyuBarIlell MPOBEJACHHWE BCEX BHUAOB  MPAKTUUECKUX  3aHSITHH,
MEXIUCIUTIMHAPHOW M MOAYJIBHOM MOATOTOBKH, MPEAYCMOTPEHHBIX MACIIOPTOM MOTYJIS.
MatepuaabHO-TeXHUYEeCKas 0a3a J0KHA COOTBETCTBOBATh ICHCTBYIOIIMM CAHUTAPHBIM U
MIPOTHUBOMOXKAPHBIM HOPMaM.

OcBoeHHE MOYJIS JOJKHO TIPEIyCMaTPUBATh:
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- BBINIOJIHEHUE 00YYAIOIIUMCS IPAKTUYECKUX 3aHITHH, BKIIIOUAs KaK 00s13aTeIbHBbIH
KOMITOHEHT MPAKTUYECKUE 33/IJaHUs C UCIIOJIb30BAHUEM MTEPCOHATIbHBIX KOMITBIOTEPOB;

- OCBOEHHME OOy4YalIIMMCS TMpOrpaMMbl MOIYJSI B  YCJIOBHUSIX CO3JAaHHOMU
COOTBETCTBYIOIIEH 00pa3oBaTeIbHOM Cpellbl B 0Opa30BATEIbHOM YUPEXKIACHUM WU B
NpO(UIIBHBIX OpPraHU3AIUSX;

- TIPOBEJICHHUE TIPOU3BOJICTBEHHOW TMPAKTUKA B OpraHu3alusaX, HarpaBJICHHUE
AESITeIbHOCTH KOTOPBIX COOTBETCTBYET MPOUITIO OATOTOBKH 00yYaIOLTUXCA.

OOpa3zoBaTebHOE YUPEKIACHUE JOJKHO OBITh 00ECIEUYeHO HEeOOXOAMMBIM
KOMILJIEKTOM JIMIIEH3UOHHOT'O IPOrPaMMHOI0 00ECIIEUEHHS.

IIpu ocBoeHMM MOIYJS NPEAyCMATPUBAIOTCS TPYHIOBBIE W WHAUBUIyAIbHBIC
KOHCYJIbTALIMH.

OcBoenne Momyis oOecreynBaeTcss y4eOHO-METOAMYECKON JOKyMEHTAIHel 1o
BCEM MEXIUCIUIUIMHAPHBIM Kypcam Moy, Kaxmplii oOydaromuics TO0DKEH HWMETh
JOCTYyM K 0a3aM JIaHHBIX U OUOJIMOTEYHBIM (hOHIAM O0pa3oBaTEIbHOTO yupexkacHus. Bo
BpEMSI CAMOCTOSITEIbHOW MOJATOTOBKM OOy4YaronIuecss JOJIKHBI ObITh 0OECIEUEHbI
IOCTYTIOM K ceTu IHTepHeT.

BueaynuropHast paboTa JOJKHA COMPOBOXKIATHCS METOJUYECKUM 00ECTICUCHUEM.

OcBoeHHIO TMPO(PECCHOHANBHOIO MOIYJs JOHKHO TPEIIECTBOBATh H3yueHUE
cieayromux aucuuiuinH: [IpaBoBoe peryiMpoBaHHE YIPABICHUECKON MESITEIbHOCTH,
Pycckuii A3bIK 1 KyJIbTypa peud, Jemonpon3BoaCTBO.

B nponecce oOydeHHs] CTYJ€HTOB OCHOBHBIMH (POpPMaMHU SBIISIFOTCS: ayAUTOPHBIE
3aHSTHS, BKJIIOYAIOIIME JICKIIUU M TPAKTHUUECKUE 3aHSTHUSI, a TAKXKE CAMOCTOSITeJIbHAas
paboTta oOyuwaromierocs. TemaTuka JEKUMM U TMPAKTUYECKUX 3aHATHH COOTBETCTBYET
COJIEP KaHUIO MPOrpaMMbl MPOPECCUOHATBHOTO MOYJIS.

B yueOHOM mponiecce Takke IIaHUPYETCs HEOAHOKPATHOE MOCEUIEHUE CTYIEHTAMU
apXMBHBIX OpraHU3aluii ropoja U Kpas 1o pa3IMuHbIM aclieKTaM apXHWBHOTO Jieja U Kypca
COXPAHHOCTH APXUBHBIX MAaTEPUAJIOB.

JI71st yCenHoro ocBOeHus MpoQecCuoHaIbHOTO Moaysisi OpraHuzaiiysi apXUBHOU U
CIIPaBOYHO-MH(GOPMAIIMOHHON PaboThl MO JIOKYMEHTAM OPTraHM3alldU, KaXIbIA CTYICHT
oOecrieunBaeTcss y4eOHO-METOAMYECKMMH MaTepraliaMd (TEMAaTUYECKUMH IUIaHAMU
CEMUHAPOB U TMPAKTUYECKHUX 3aHATUH, y4eOHO-METOIUYECKOW JUTEPaTypOu, THUIIOBHIMU
TECTOBBIMU  3aJlaHUSIMHU, CUTYAI[MOHHBIMU  3a/1a4aMu, PEKOMEHJAIUSAMUA  T10
CaMOCTOSITENILHOM paboTe).

CamocTtosiTenbHas paboTa BKIIIOYAET B ce0s1 pabOTy C OCHOBHOU M JOTIOJIHUTEIHLHOM
JUTEpPaTypoOi, MOJTOTOBKY pedepaTtoB B BUAEC MUCHbMEHHBIX JOKIAJ0B U MHTEPAKTUBHBIX
Mpe3eHTalul, COOOLIEHUI MO BHIOPAHHOW TeMe, OTPA0OTKY MPAKTUUYECKUX YMEHHH, U
CIIOCOOCTBYET Pa3BUTHIO [O3HABATEIbHOW AKTUBHOCTU OOYYaIOIIMXCSA, MPUBUBAET
HaBBIKM CaMOCTOSITEIBHOIO MOMCKa MH(pOpMalMU, a Takke (opMUpYeT COCOOHOCTh U
TOTOBHOCTh K CaMOCOBEPIIEHCTBOBAHHUIO, CaMOpEAIM3allMd M TBOPUYECKOW aJanTaiui,
(hopMHUPOBAHHUIO OOIUX KOMIICTSHITUM.

OlleHKa TEOPETUYECKUX M MPAKTUYECKUX 3HAHUN CTYACHTOB OCYILECTBISIETCS C
MIOMONIBI0 TECTOBOT'O KOHTPOJIS, PEUIEHUS CUTYAllMOHHBIX 3a7a4, OI[EHKH MPAKTUYECKUX
YMEHUM.

[Tocne wusyuenus MJIK02.01 Opranuzaiuss ¥ HOPMaTUBHO-IPABOBHIE OCHOBBI
apxuBHoro jgena MJIK02.02 TocynapcTBeHHBIE apXWBbl U APXUBBI OpraHU3alUi
MJIK02.03 Metonuka u mnpaktuku apxuBoBedeHuss MK 02.04 Obecneuenue
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COXPAaHHOCTH JIOKYMEHTOB COCTOMTCS KBIU(PUKALMOHHBIM SK3aMEH, KpOME TOro,
MaTepuasibl MPOPECCUOHAIBHOTO MOy OpraHuszaius apXUBHOW W CIPaBOYHO-
UHGOPMAIIMOHHOW  pabOThl MO JAOKYMEHTAM  OpraHM3allid, BKJIIOYAIOTCA B
rocyJapCTBEHHYIO (MTOTOBYIO) aTTECTAINIO o CIEIUATBbHOCTH
46.02.01 JoxyMeHTaIIMOHHOE 00ECIICUCHHE YIIPABJICHUS U apXHUBOBEICHUE.

[Ipou3BOACTBEHHYIO MpakTHKy (MO0 Tpouito CHenuaibHOCTH) HEOO0XO0IUMO
MPOBOAUTH KAaK MTOTOBYIO (KOHIIEHTPUPOBAHHYIO) MPAKTHKY MO 3aBEPUICHUIO MOJYJIS.
bazaMyu 1OpOW3BOACTBEHHOM MPAKTUKU SIBISIOTCS OpPraHu3alMid COOTBETCTBYIOILETO
npodwist (apXUBHBIC YUPEKACHHUS TOPOJA M Kpasi, BEAOMCTBEHHBIC apXWBBI OpraHU3aIuN
roposia), ¢ KOTOPbIMH KOJUIE)K 3aKJIIOYAeT JOTOBOP O B3aMMHOM COTPYJIHHYECTBE.
OCHOBHBIMM  YCIIOBUSIMU TIPOXOKJACHUS TMPOU3BOJICTBEHHONW NPAKTUKK B JAHHBIX
MPEANPUATHASIX W OPTAaHU3ANMIX SBJSIOTCS HATMYNAE KBATH(DHUIIMPOBAHHBIX CIEIIUAINCTOB,
O3HAKOMJIEHHE C COBPEMEHHON HOPMATHUBHO-TIPABOBON U HAYYHO-METOIMYECKON Oa30i.

[lpaktuka 1O TpoduiIt0 CHENUATBHOCTH MPOBOIAUTCS TMOJA  PYKOBOJCTBOM
npenojaBaresye Kouleaka U CIelIMalIuCTOB YUPEeKACHHH - 0a3 MPaKTUKU.

PykoBoauTenb MpakTUKH OT KOJUIEIXA HA3HAYAETCS MPUKA30M JUPEKTOpA M3 YHCIIA
mpernojiaBaresied  ClelUUanbHbIX  JUCHUILIMH. B 00s3aHHOCTM  MpemnojaBarenis-
PYKOBOJUTENS TMPAKTUKU BXOAUT: KOHTPOJb BBIMIOJTHEHUS MPOrpaMMbl MPAKTHKH,
OKa3aHHE METOJAMYECKOM U TPAKTUYECKOW TIOMOIIM CTyJIeHTaM Tpu OTpaboTKe
MPAKTUYECKUX MPO(ECCHOHAIIBHBIX YMEHUM M TPUOOPETEHHS] MPaKTHUYECKOTO OIIbITa,
MIPOBEPKA 3aIlOJIHEHMSI THEBHUKA MO MPOU3BOJICTBEHHON MTPAKTUKE.

PykoBoauTeNnb NPaKTUKU CTYJACHTOB OT YUPEXKACHUS - 0a3bl MPAKTUKK Ha3HAYAIOTCS
MIPUKA30M PYKOBOJMTENS MPEANPUATHS 10 HaUaa MPAKTUKH, U3 YUCIIA CIEIUAINCTOB,
MMEIINX 00pa30BaHKE, COOTBETCTBYIOIIEE MPOPUIIO MTPENOIaBAEMOTO
pO(ECCUOHATBEHOTO MOIYJS

4.4, Kanposoe o0ecnieueHue 00pa3oBaTe/IbHOTO Mpolecca

TpebGoBanus Kk KBaTU(UKAIIMHU TEIarornueCcKuX KaJIpoB, 00ECIICUNBAIONIUX 00yUeHUE
10 MEXIUCUUIUIMHAPHOMY KYpPCY:

— HaJIMYWE BBICIIETO 00pa30BaHus 10 MPO(UITIO MPEenoaaBaeMbIX JUCITUIUINH,

— MPOXO0XKAEHUE CTa)KUPOBKU B FOCYIAPCTBEHHBIX apXHMBaxX YUPEXKICHUSX He pexe |
pasa B 3 roza.

TpeboBanuss K KBAIM(PUKAIMKA TEIATOTUYECKUX  KaJApPOB, OCYIIECTBIISIONIUX
PYKOBOJCTBO MPAKTUKOM:

— HaJIMYME BBICIIEr0 00pa30oBaHus M0 NpOo(UIIIO MPENO01aBaeMbIX JUCLMIIINH;

— OMBIT pabOTHI B apXMBaX, KaJAPOBBIX CIyk0ax, HE MEHee 3 JIET;

MPOXOXKJEHNUE CTAXKUPOBKHU B TOCYIAPCTBEHHBIX apXHBaX, KaJIpOBBIX
cinyk0ax He pexe 1 paza B 3 rona
- OMNBIT JIEATEIbBHOCTH B OpPTraHM3alMsIX COOTBETCTBYIOIIECH MNpodeccuoHamIbHOM

cdepsi;

PykoBoauTe/ M NPAKTUKH T0JKHbBI:

- UMETh MPAKTUYECKUHN OMBIT JACATEIHPHOCTH B OPTaHHU3AIMAX COOTBETCTBYIOIIECH
npodeccuoHaNbHOM chephl;

- OTBEYATh 32 OCBOCHUE O0yUYAOIIMMHUCS TPO(HECCHOHATEHOTO ITUKJIA.
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5. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA _
INPOPECCHUOHAJIBHOI'O MOAYJIA (BUIJA ITPOPECCHOHAJBHOU

JAEATEJBHOCTN)
Pe3yabTaTsl OcHoOBHBIE TOKA3aTeJIN ®opMbI 1 METOAbI KOHTPOJISI H
(ocBOEHHBbIE OlIeHKH pe3y/bTaTa OLIEeHKH
npogeccuoHaJbHbIE
KOMIIeTEeHIIHH)
OcyiiecTBisATh JleMoHCTpanys HHTEpeca K Habmronenue 3a e TenbHOCTBIO B

AKCIIEPTU3Y HEHHOCTU
JIOKYMEHTOB B
COOTBETCTBHH C
JEUCTBYIOILUMH
3aKOHOAATEIbHBIMU
aKTaMH 1 HOpMaTUBAMHU

Oynymeit npodeccuu

IIPOLIECCE OCBOCHMSI IPOTPaMMBbl
po(heCCUOHATTEHOTO MOYJIS
CTYJCHTA U OLICHKA TOCTHKEHUS
pe3yibTaTa yepes:

- aKTMBHOE y4acCTHE B XOJI€ 3aHATHS;
- YCTHBIM ¥ IMCBbMEHHBIHN OIPOC;
-pelieHue npodiIeMHoO-
CUTYallMOHHBIX 3a/1a4 Ha
IIPAKTUYECKUX 3aHATUSAX;

- 3a7]aHuUs U1 CAMOCTOSTEIIbHON
paboTHI.

Benenue paboTsl B
CHCTEME IJICKTPOHHOTO
JTOKYMEHTO00O0pOoTa

Bripabotka ymenuit u
HaBBIKOB OOpAIEHUS C
CUCTEMAaMH JIEKTPOHHOIO
JOKYMEHT0000poTa

[IpakTrueckue 3aHATHS

Pa3paboTka u BeneHue
KJIacCH(HUKATOPOB,
Tabenel u
JP.CIIPAaBOYHHUKOB TI0
JOKYMEHTaM
OpraHu3aIuu

YMeHue co3aBaTh 1
paspabaThIBaTh CIIPABOYHUKH
K UMEIOIIEMYCS apXUBHOMY
dbonny opranuzanuu

[IpakTrueckue 3aHATHS

Obecneuenue npuema u
paroHaIBLHOTO
pa3MeleHHst JOKYMEHTOB
B apxuBe ( B T.4.
JOKYMEHTOB I10 INYHOMY
COCTaBYy)

YMeHue NpuMeHsITh
IMOJIYYCHHBIC B XO0A€
oOyueHusl 3HaHUS 110
o0ecreueHunto
paIMOHAILHOTO Pa3MEIICHUS
AOKYMCHTOB B apXHWBE

HpaKTI/I"IeCKI/Ie 3aHATHUA 110
WHAUBUAYAJIbHBIM 3aJIaHUAM

Obecrnieuenue yuera u
COXPaHHOCTH
AOKYMCHTOB B apXHWBE

[IpaBunbHOCTH
UCIIOIb30BAHUS HM3yYEHHBIX
1 OCBOCHHBIX METO/I0B
KOHCEpBALlUM U pecTaBpaluu
ApPXMBHBIX JJOKYMEHTOB

[IpoBeneHne NpakTUYECKOTrO
1a00paTOPHOTO 3aHATHUSA 110
VHJIMBUIYQJIbHBIM 3a/IaHUSIM C
IIPUMEHEHUEM I10UIMHHBIX
ApPXMBHBIX JJOKYMEHTOB

Opranuzanus
HCIIOJIL30BAHUS
apXUBHBIX JOKYMEHTOB B
HayYHBIX, CIIPABOYHBIX U

IIpaBMIIBHOCTB COCTaBIICHHUS
Hay4YHO-CIIPaBOYHOTO
anmnapara K UMEIIIeMycs
apXuBYy

HpaKTI/I‘{CCKI/IC 3aHATUA
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VMeHnune ucnoab30BaTh
JAaHHBIC apXI/IBHI:IX
JIOKYMEHTOB JIJIsI TIOATOTOBKH
3anpamHBaeMHx
rpakJaHaMH CIIPaBOK U
JIPYTUX 3alpocoB

MPAKTUYCCKUX LETIAX

Ocy1ectBiieHne [IpaBmibHOCTH 00paboTku 1 | Habmioienue 3a 1e49TeIbHOCThIO B
OpraHu3alMOHHO- XpaHEHUs JOKYMEHTOB, MPOIIECCE OCBOCHUSI MPOTPAMMBI
METOANYECKOTO coJiepKaImnx 1po(hecCUOHATLHOTO MOIYJIS
PYKOBOJICTBA M KOHTPOJS | KOH(DUIECHIIMATLHYIO CTYJICHTAa U OIIEHKA JIOCTHUKEHUS
3a paboToii apxuBa B nH(OpPMAIIHIO. pe3yiabTaTa uepes:

OpraHM3aluy 1 [TpaBuiIbHOCTE 0OPAOOTKH U | - AKTUBHOE y4aCTHUE B XOJI€ 3aHATHS;

opraHnsauHeﬁ XpaHEHUA TOKYMCHTOB I10 - YCTHBIﬁ ¥ IIMCHbMEHHBIN OIIpoC;
AOKYMCHTOB B JIMYHOMY COCTaBYy. -pCIICHHUC HpO6HeMHO'
IIPOU3BOJICTBE HpaBI/IHBHOCTB COCTAaBJICHUS CUTYyallMOHHBIX 34a/1a4 Ha

MPAKTUYECKHUX 3aHATUAX;
- 3aJ]aHUS [T CAaMOCTOSATEIILHON
pabdoTHI;

- BBIITOJTHEHUE KYPCOBOM pabOTHI;

OIIMCH ACII.

[IpaBUIBHOCTH TOATOTOBKHU
eIl K Tiepeiaye B apXuB
OpraHu3alMH.

HpaBI/IJII)HOCTB OATOTOBKHU
ACJI K IICpeaadc B
MYHUIUIIAIBHBIC U
roCyadapCTBCHHBIC apXUBbI

®opMbI U METOABI KOHTPOJISI U OLIEHKHU PE3yJIbTATOB O0Y4YEeHUS JOJIKHBI MO3BOJISTh
MPOBEPATh y OOYYalolMXCS HE TOJBKO CHOPMUPOBAHHOCTh MPO(PECCHOHATBHBIX
KOMIIETEHIIUM, HO U Pa3BUTUE OOIIMX KOMIETEHINN 1 00ECIeUUBAIOIINX UX YMEHUH.

PesyabTarsl
OcHOBHBIE TOKA3aTeJIU OLEHKH DopMBbI U METOAbI
(ocBOEHHBIE 00MINE
pe3yjabrara KOHTPOJISI M OLIEeHKHU
KOMIIeTEeHIIMH)

3aiuTa TBOPUECKUX U
CaMOCTOSITENIbHBIX paboT

JleMoHCTpanus uHTEpeca K
Oymyuieit nmpodeccun

1. IloHnMaTh CyIIHOCTD U
COLIMAJIbHYIO 3HAUMMOCTb CBOEH
Oynymeii npodeccuu,
IIPOSIBJIATH K HEW YCTOMYUBBIN
MHTEpeC

2. Opranu3oBbIBaTh
COOCTBEHHYIO JI€ITEIIbHOCTb,
BbIOMPATH TUIIOBBIE METOJIBI U
CIOCOOBI BBITTOJHEHUS
npodeccHOHATBHBIX 3a/1ad,
OLIEHUBATh UX 3P PEKTUBHOCTH
Y Ka4ecTBO

Ob6ocHoBaHMe BbIOOpa U
MPUMEHEHHSI METOJIOB U
CHocOo00B pelIeHus
npo¢eCCHOHANBHBIX 33]1a4 B
00JIaCTH OpraHU3alH U
o0ecrniedyeHns COXpaHHOCTH
JTOKYMEHTOB

- ICMOHCTpAIIHS U OIICHKA
3¢ (HEeKTHBHOCTH U KauecTBa
BBIMTOJTHEHUS MTPOGECCHOHATBHBIX
3ama4y

Br100p 1 npuMeHeHue MEeTOI0B U

Habmonenue 1 KOHTPOITh
NEeATeTbHOCTH
o0yyJaroIerocs B xoJie
pelieHust pa3IunIHbIX
npodeccnoHaNbHBIX 33724
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CIOCO0O0B PEIICHUS
npodeccnoHaNbHBIX 33724 B
00J1acTH TOKYMEHTAIIMOHHOTO U
0€310KYMEHTHOTO 00eCTIeYeHUS
yIIPaBJICHUS U APXUBOBEICHHS

3. [IlpuHuMars pemeHus B
CTaH/IapPTHBIX U HECTaHAAPTHBIX
CUTyalUsX U HECTU 33 HUX
OTBETCTBEHHOCTh

Pa3paboTka TeXHOJIOTMYECKUX
MIPOIIECCOB MPOBEICHHUS
OKCIICPTHU3bI HCHHOCTH, YUCTA U
COXPaHHOCTH JOKYMEHTOB

Pemenue crangapTHBIX U
HECTaHIaPTHBIX
npodeccCHoHaABHBIX 331a4 B
JOKYMEHTAIMOHHOTO U
0€3I0KYMEHTHOTO 00ecIIeueHus
yIpaBICHUS.

HaGmronenue 3a
JIeATeIbHOCTBIO
o0yJaromerocs B Xoze
BBITIOJTHEHHSI
MPAKTHYCCKHUX 3a/1a4.

4. OCy1ecTBIATh MOUCK U
UCIOJIb30BaHUE HH(DOPMAITIH,
HEOOXOAUMOM 115t
3(PEKTUBHOTO BBITOTHEHUS
npodeCCHOHATBHBIX 3a/1ad,
poeCCHOHATTLHOTO U
JUYHOCTHOTO Pa3BUTHUS

D PeKTUBHBII TOUCK
HE00X0UMOM MHPOpPMAITIH,
pabora Ha 1K, ucnnons3oBanue
HuTepHeT-pecypcon

Hab6monenue 3a
JeSITEIbHOCTHIO
oOyJaromierocss B XOJI€
BBIMIOJTHEHUS
MPAKTUYECKUX  3aJIaHUM,

KypCOBOi1 pabOThI

Hcnons3oBanue pa3iMuHbIX
HCTOYHUKOB, BKIIIOUAs
JJIEKTPOHHBIE.

Hab6monenue 3a
JeSITeIIbHOCTBIO
oOyyaromierocs B
IpoIlecce MOATOTOBKYU H
BBICTYIIJICHUSA C
JIOKJIAIaMH |
COOOIICHUSAMH,
BBITTOJIHCHUS U 3aIUTHI
KYpCOBOH paboThI.

5. Ucnomne3oBars

Hcnons3oBanue nporpaMMHOTO

HaOmronenue 3a

UH(OPMALIMOHHO- oOecnieuyeHus B 00JacTu JeSITENIbHOCTBIO
KOMMYHHUKAI[IOHHbIE JIeNIOTIPOU3BOICTBA U o0yyaro1erocs B
TEXHOJIOTUH B apXWBOBEACHUS nporecce paboThI €
npodeccuoHaTbHON nporpammoit «1C:
JeSITeTbHOCTH. JIEJIOTIPOU3BOJICTBOY,
6. PaGoTath B KOJUIEKTHBE U B3aumoneicTsue ¢ Habmonenue 3a
KoMaHe, 3p(HEeKTUBHO oOyuaronumucs, JEATEIbHOCTBIO
00I1IaThCs ¢ KOJIJIeraMH, MIPEeroiaBaTeNsiMI B X0/I€ o0yyJaroIerocs B xoJie
PYKOBOJICTBOM, 00y4YeHHS 1 TIPOU3BOJICTBEHHOM BBITTOJTHEHUS
NOTPEeOUTENAMHU. MPAKTUKH NPaKTUYECKUX 3aJIaHUH,
TIPOX 0K ICHHS
MIPOU3BO/ICTBEHHOM
MTPAKTHKH.
7. Bpatb Ha cebs [IposiBienue oTBeTcTBEHHOCTH 32 | Habmionenue 3a
OTBETCTBEHHOCTH 32 paboTy paboTy wieHOB yueOHOMI JeSITeNIbHOCTHIO
YJICHOB KOMAaH/IblI KOMaH/Ibl, Pe3yJIbTaThl o0yyJaroIerocs B xojie
(TTOTYMHEHHBIX ), PE3YIIbTAT BBITIOJTHEHUS 3a/IaHMSL. BBITIOJTHEHUS

BBIIIOJIHEHUS 3aJaHHH.

HpOSIBJICHI/IC KOMaHJIHBbIX
HaBBIKOB

MPaKTUYCCKUX 3aJIaHuil.
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8. CaMOCTOATENFHO ONPEACIIATh
3a71auu MPO(PEeCCUOHATBHOTO U
JMYHOCTHOTO Pa3BUTHA,
3aHUMATbCS
caM000pa30BaHUEM, OCO3HAHHO
IUTAHUPOBATH MOBBIIICHUE
KBaTM(UKAITIH.

IUTAaHUPOBaHKUE 00YYaIOIIUMCS
MOBBIIICHUS JIMYHOCTHOTO U
KBJIU(DUKAIIIOHHOTO YPOBHS

- OpraHu3anus CaMOCTOSITENIBHBIX
3aHATUHN IIPU U3YYECHUU
po(heCCHOHATILHOIO MOYJISI

- caMOaHaJIU3 U KOPPEKIHUs
pe3yabTaTOB COOCTBEHHOM
paboThl

- UCTOJIb30BaHUE COBPEMEHHBIX
METOJIOB, CPEACTB U TEXHOJIOTUI
camoo0pazoBaHus

HaoOmronenune 3a
NCATCIIBHOCTBIO
o0ydJaromierocs B xoe
OCBOEHUSI
po(heCCUOHATILHOTO
MOJTYJISL.

9. OpueHTHPOBaTHCS B
YCJIOBHUSIX YaCTOW CMEHBI
TEXHOJIOTUH B

Y4auTeiBaTh B paboTe MOSIBICHUE
HOBBIX TEXHOJIOTHI B 00JIaCTH
JOKYMEHTAIMOHHOTO U

HaOmronenune 3a
CaMOCTOSITEIbHBIM
IIOUCKOM HOBOM

1podecCHOHATEHOM 0€310KYMEHTHOTO 00ecTIeYeHHs uHbopMaIuy, ee
IOCATCIIPHOCTH. YIIpaBJICHUA. IIPUMCHCHUC B XO/1€
BBITIOJTHEHHS
- IPOSIBJICHHE MHTEpEca K CaMOCTOSITENIbHBIX,
WHHOBAIIUSAM B 00J1aCTH PaKTUYECKUX U
npodeccHOHATBbHON KYpPCOBBIX padoT.
JEATeIILHOCTH
- aHaJIM3 UHHOBAIMH B 00J1aCTH
pa3paboTKH METOJIOB COXPAaHEHUS
apXMBHOHN TOKyMEHTaLlUU
ABTOpBI:

[Ipenonasarens Komnemxa UM ®I'BOY BO «bI'Y», [lenucosa N.B.
[Ipenonasarens Komnemxa U ®I'BOY BO «bI'Y». I'py3nesa T.B.
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