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1. MACIIOPT PABOYEW ITPOI'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 Opranu3anusi apXuBHOH padoThI 10 JOKYMEHTAM OPraHu3auuii pa3JIn4HbIX (popM
COOCTBEHHOCTH»

1.1. O6saacTh npuMeHeHus1 pado4eil NPOrpaMmmbl

PaGouass mporpamma mpodeccuonamsHoro moxyias «I[IM.02 OPTAHMBALINSA APXUBHOM
PABOTEI ITO IOKYMEHTAM OPTAHM3AIINN PA3JIMUHBIX ®OPM COBCTBEHHOCTH/»
— SIBJIAETCS YacCThIO MPOTPaMMBbI MOATOTOBKH CHEIHATMCTOB CPEIHEro 3BEHa B COOTBETCTBUU C
®OI'OC mno crneumanbHocTd CIIO 46.02.01 [JoxymMeHTaIMOHHOE OOECIICUCHHE YIPABJICHHUS H
apXMBOBEICHHE B YaCTU OCBOCHMSI OCHOBHOIO BHJa mpodeccruoHanbHou aearenbHoctu (BIL):
Opranuzanus JTOKyMEHTAllMOHHOTO 00ecreYeH sl YIIpaBiIeHus U (YHKIIMOHUPOBAHUS OpraHu3aluu
U COOTBETCTBYIOIIUX KOMITETEHIIUH.

Pabouas nmporpamma npohecCHOHATBLHOTO MOYJIS MOXKET OBITh UCMOJIb30BaHa B AOMOJHUTEIHLHOM
npodeccuoHanTbHOM 00pa30BaHUHU (B MPOrpamMMax MOBBIIICHUS KBATU(DUKAIIMK U TIEPENOATOTOBKH)
U 1po(heCCHOHATBFHON MOJATOTOBKE IO HAMPABICHUSIM MOATOTOBKH, CIEIUAIBHOCTSIM M paboyuM
npogeccusim CIIO, BxoasumuMm B coctaB ykpynHeHHoOU rpynmnsl 46.00.00 Mctopus u apxeosorusi.
Pabovas mporpaMma AUCHUIUIMHBI MOXKET OBITh aJanTHPOBaHa JUIs OOyYeHHs] MHBAIUOB U JIUI] C
OTPAaHUYCHHBIMH BO3MOKHOCTSMH 37J0POBBS.

1.2. MecTo npogeccnoHaIbLHOT0 MOAY sl B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMMbl:
Iporpamma npodeccruonansroro Moayms «[IM.02 OPTAHU3AIIUS APXUBHOM PABOTHI I1O
JIOKYMEHTAM OPI'AHU3AILIMIM PA3JIMYHBIX ®OPM COBCTBEHHOCTU» — sBistercs
00513aTeNIbHON 9acThI0 MPO(ECCHOHATBHOTO ITUKIIa 00pa30BaTeIbHON POTPAMMBI B COOTBETCTBHH C
OI'OC mno cnenuanbHoct CIIO 46.02.01 JlokymMeHTallMOHHOE OO€cIeYeHHUe YIpaBJICHUS U
apXUBOBEJICHHUE.

1.3. PesyibTaThl 0CBOCHHA NPOPECCHOHATBHOIO MOLY IS

B pesynbrate u3ydeHus npodecCHOHANBHOTO MOIYJs OOy4YaroIMHCs TOJDKEH OCBOUTH
OoCHOBHOM Bun nesrensHoctn «OpraHuszanus apXUBHOM paOOTHI MO JOKYMEHTaM OpraHu3alui
pa3nmuuHbiX (GOpM COOCTBEHHOCTH» U COOTBETCTBYIOIIME €My OOIMe KOMIETCHIIMU |
npodeccruoHaIbHbIE KOMIETEHIINU:

1.3.1. TlepedeHpb 0OITUX KOMITETEHITHIA:

Kon HauMenoBanue 00X KOMIETEHIINIA

Br16upath ciocoObl perienus 3a1a4 NpodecCHOHaTbHON AesITeTbHOCTH
MPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 01

Hcnons30BaTh COBPEMEHHBIE CPEICTBA ITOMCKA, aHATIN3a U HHTEPIPETALIUN
OK 02 nHpopmanuu, 1 UHGOPMALIMOHHBIE TEXHOJIOTHH IS BHIIOJTHEHUS 3aa4
poeCcCHOHATBHOMN 1eATENbHOCTH

OK 04 D¢ dexTuBHO B3aUMOICHCTBOBATH U PabOTATh B KOJUIEKTHBE U KOMaH/IE

OcCyIIecTBIATh YCTHYIO U TUCBMEHHYIO KOMMYHHKAITUIO HA TOCYapCTBEHHOM
OK 05 si3bike Poccutickoit denepamnuu ¢ y4€ToM 0COOCHHOCTEH COIMaTbHOTO
U KyJIbTYPHOTO KOHTEKCTa

Ilonp30BaThCA HpO(beCCHOHaHLHOﬁ ,Z[OKWCHT&L[PICI:I Ha roCy1apCTBEHHOM
U MHOCTPAHHOM $A3bIKaX

OK 09




1.3.2. Ilepeuennb npogeccHOHATBHBIX KOMIIeTEeHIHii

Kon HaumMeHoBaHuUe BH/IOB 1eATEIbHOCTH U NPO(ecCHOHAIbHBIX KOMIEeTeH Ui
BJI 2 Opranu3zanus apXuBHON pabOTHI IO TOKYMEHTaM OpraHU3alMi pa3IndHbIX Gopm
COOCTBEHHOCTH
K 2.1 OcymecTBIATh KOMIUIEKTOBaHNE aPXUBHBIMH JIeNIaMH (JOKYMEHTaMH1) apXHBa
"' | opranu3anuu
K 2.2 Bectn y4ét apXuBHBIX 1€ (JIOKYMEHTOB), B TOM YHCJIE C HCIOIb30BAaHHEM
" | aBTOMaTU3HPOBAHHBIX CUCTEM
K 2.3 Ocy1ecTBISATh XpaHEHUE apXUBHBIX €l (JIOKYMEHTOB) C IOCTOSSHHBIM CPOKOM
" | XpaHeHUs U 10 JIMYHOMY COCTaBYy B apXMBE OpraHU3aIiu
K 2.4 OcymiecTBIATh XpaHEHNE, KOMIUIEKTOBaHHE, YYET U HCIIOJIb30BaHUE JIET
""" | (10KyMEHTOB) BpEMEHHOT'O XPaHCHHUS
K 2.5 OcCymiecTBIATh UCTIONB30BAHUE APXUBHBIX JIEN (JIOKyMEHTOB), B TOM YHCJIE

C UCITIOJIb30BAHUCM aBTOMATHU3UPOBAHHBIX CUCTEM

1.3.3. B pe3ynbraTe ocBOeHUS MPO(EeCCHOHATBHOTO MOl 00YJarOIIUICS TOIDKEH:

Bianers KOMILJICKTOBAHUS apXUBHBIMHU JieJIaMH (JIOKYMEHTaMM) apXMBa OpraHu3aluu
HaBbIKAMU BEJICHUS Y4€Ta apXUBHBIX €] (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
(umeTh aBTOMAaTU3MPOBAHHBIX CUCTEM
NPAKTUYECKUH | OCYIIECTBICHUS XPAHCHHUS apXUBHBIX JIEJ)T (JOKYMEHTORB) C TOCTOSIHHBIM CPOKOM
OIIBIT) XPaHEHUs U 110 JUYHOMY COCTABY B apXUBE OPraHU3aLUU
XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta U UCIOJIb30BaHUS /1€ (JOKyMEHTOB)
BPEMEHHOI'0 XpPaHECHUS
MCIIOJIb30BAaHUs ApXUBHBIX €] (JIOKYMEHTOB), B TOM YHUCIIE C UCIOJIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM
YMerb paboTaTh ¢ MoJIpa3ieNeHUsIMI/OpraHU3alMsIMI UCTOUHUKAMHU KOMITJIEKTOBAHHUS

apxuBa

XpaHeHue

IIPUHHUMATh apXHUBHBIC JI€JIa (I[OKYMGHTH) Ha MOCTOSIHHOC HUJIN JOJIT'OBPEMEHHOC

JOKYMCHTOB B COOTBCTCTBHUU C BHYTPCHHUMH PEIrIIaMCHTAMU OpraHru3allnn

Y4aCTBOBATH B IMMPOBCACHUHN DKCIICPTU3BI HECHHOCTHU PA3JIMYHBIX TUIIOB U BUIOB

IIPUMCHSATH B pa60Te PEKOMCEHAaIuun 3KCH€pTHO-HpOB€pO‘IHOfI KOMUCCHUH HUIIN
SKCHepTHOﬁ KOMHUCCHUHU OPraHu3alinuun

MPUMCHATH NCPCYHU C YKA3dHUCM CPOKOB XPAHCHUA JCII (I[OKYMCHTOB)

co0Ir0aTh HOPMATHUBHBIE CPOKHU XpaHEHUsI JieN (JOKYMEHTOB)

BCCTH yLICT HCTOYHHUKOB KOMIIJICKTOBAHUS apXHWBa

UCIIOJIb30BaTh MEPEI0BON OTEUECTBEHHBIN U 3apyOEHBIH OMBIT MO
KOMIUIEKTOBAHMIO apXMBa JieJIlaMH (JIOKYMEHTaMH ) TOCTOSIHHOTO U
JIOJITOBPEMEHHOI'O XpaHEHUs

HCII0JIB30BaTh COBPEMCHHEBIC aBTOMATU3HPOBAHHEIC, I/IH(i)OpMaHI/IOHHI)Ie n

OpraHH3aIHH.

TCIICKOMMYHHUKAIIUMOHHBIC TCXHOJIOTUU JOKYMCHTUPOBAHHBIX C(bep ACATCIIBHOCTH

CUCTCMATU3UPOBATH ACJIa (,Z[OKYMCHTLI)




pa3Melarh apXuBHBIE Jiea (JOKYMEHTbI) Ha MECTaX XPAHEHHS B COOTBETCTBUHU C
HOPMaTHUBHBIMH TpeOOBaHUSMU B 00J1aCTH apXUBHOTO Jieja U yIIPaBICHUS
JIOKyMEHTaMu

coOroaTh HOPMATUBHBIE PEXKUMbI XPaHEHUS apXUBHBIX /1€ (JOKYMEHTOB) Ha
JOOBIX HOCUTEISIX

MMPOBOAUTDL MMPOBCPKY MOJTHOTHI COCTaBa ApXUBHBIX TOKYMCHTOB B CITUHUILIAX
XPaHCHU

IIPOBOAMTH ONMCAHUE APXUBHBIX €)1 (JIOKYMEHTOB)

COCTAaBJIATH CIIPABOYHO-IIOMCKOBEBIC CPEACTBA K ApXHMBHBIM ACJI1aM (I[OKYMGHTaM)

BECTH YUET U KOHTPOJIb BbIAUN APXUBHBIX A€l (JIOKYMEHTOB) U3
apXMBOXPaHWIMILA U UX BO3BpaTa

BECTH YUET U KOHTPOJIb Nepeiadyu Jied (JOKYMEHTOB) B
rocyJapCTBEHHbII/MYHUIMIIAIbHBIN apXUB WM Ha HHOE BHELIHEE XpPaHEHUE U
IIpuéMa el ¢ BHEIIHEr0 XpaHeHUs

MIPOBOJIMTH MOJIMCTHYIO MPOBEPKY U3HUECKOTO COCTOSIHHS /I (JJOKYMEHTOB)

pa3bICKUBaTh HEOOHAPYKEHHBIE Jiena (JOKYMEHTHI)

MOJIb30BaTHCSA YUETHBIMUA JOKYMEHTAMHU B PaMKaxX AJIEKTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM JIOKYMEHTHPOBAHHBIX cpep AeITeTbHOCTU
OpraHu3aIn

MI0JIb30BAThCSl CEPTUPHUIIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CHCTEMAMU
JIOKYMEHTHPOBAHHBIX c(hep MeATEITPHOCTH OPTaHU3AIHNHU 10 YIETY, PETUCTPALIHH,
KOHTPOJTIO J1eN (JJOKYMEHTOB)

IIOJIB30BATHCA HH(bOpMaIII/IOHHO-CHpaBO‘IHI)IMI/I CUCTCMaMU NTOKYMCHTHPOBAHHBIX
cq)ep JACATCIIbHOCTH OpraHu3allun

BECTH CIIPABOYHO-TIOMCKOBBIE CPE/ICTBA K APXUBHBIM JieJaM (JJOKyMEHTaM)

BECTH YUET CTPaxoBOro GhoHaa apXUBHBIX J1ed (JOKYMEHTOB)

NPUMEHSITh HOPMATHBHBIC TPABOBBIC aKThI, IOKATbHBIC HOPMATUBHBIC aKThI
OpraHu3allii U METOJANYECKHE JOKYMEHTBI B 00J1aCTH y4éTa apXUBHBIX JIET
(ITOKyMEHTOB)

BHOCHUTD MIPEJIOKEHUS TIO COBEPIICHCTBOBAHUIO METOIMUECKOT0 00ECTICUCHUS
yuéTa pa3HbIX BUIOB JOKYMEHTOB B TOKYMEHTUPOBAHHBIX c(hepax NesTebHOCTH
OpraHu3aIn

3amuaTh UHQOPMAIIMOHHBIE PECYPCHI apXHBa OT HECAHKIIMOHUPOBAHHOTO
JOCTyTA.

OpTraHHU30BbIBATH U obecneunBaTh XPAaHCHUC OCII (I[OKYMGHTOB) BPEMCHHOT'O
XPAaHCHUA OpraHu3alun B TPaAJUIIUOHHOM M B SJICKTPOHHOM BUIC

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMU MOJIPA3/ICICHUSIMH ONIMCEN U aKTOB
O BBIJICJIEHUU Ha YHUUTOKEHUE el (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHHUSI B
TPaAULIMOHHOM U B DJIEKTPOHHOM BUJIE

(bopMHUPOBATH €TMHUIIBI XPAHEHUS TOKYMEHTOB JIJIS UX TTOCIIETYIOIIETO
pa3sMENICHUs B apXUBE OpraHu3aluu

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPE/ICTBA K apXMBHBIM JieJIaM (JJOKyMEHTaM)

OCYIIECTBIISITH IOUCK JIeN (JOKYMEHTOB) BPEMEHHOT'O XpaHEHHs B MPOLIECCE UX
XpaHEHUs B CTPYKTYPHBIX MOAPA3ACICHUIX U apXUBE OPraHU3aluu

OCYIICCTBIATE METOANYCCKOC PYKOBOACTBO opraHmauneﬁ XpaHCHUSA OCJI
(,I[OKYMCHTOB) B CTPYKTYPHBIX MOAPA3ACIICHUAX OPraHU3alun

OKa3bIBaThb CTPYKTYPHBIM MOAPA3ACICHUAM IMTPAKTHYCCKYIO ITOMOIIb B
OpraHu3allui XpaHCHUA ICJT (I[OKYMCHTOB)




pa3pabaThiBaTh CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI [0 OPTaHU3aLUuU
UCIIOJIb30BaHUs A€l (IOKyMEHTOB) BPEMEHHOTO XPaHEHHsI B CTPYKTYPHBIX
N0JIpa3/IeJICHUsIX U apXHUBE OpraHU3aluu

IIPOBOAMTD IKCIIEPTU3Y LIEHHOCTHU JIeJ1 (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHMS,
NEPEIAHHBIX B aPXUB

OINPEAEIIATh CPOKU XpaHEHUs €] (JJIOKYMEHTOB) BPEMEHHOI'O XpaHEHHUs

obecrieunBaTh 3aIIUTYy Je (JOKYMEHTOB) BpEMEHHOTO XpaHEHHUs B OpraHU3aIiu
OT HECAHKIIMOHUPOBAHHOTO JIOCTYNA WJIM YHUUTOXKEHUS

MPOBOAUTH (PU3MUECKOE YHUUTOKEHHE JIeN (JOKYMEHTOB) BPEMEHHOTO XpaHEHUs
C UCTEKILIMMU CPOKAMHU XPAHEHUS TIOCIIE COTIIACOBAHUS CO CTPYKTYPHBIMU
10JIpa3/ieNIeHUsIMU OpraHU3aI|H

opopMIIATH YyUETHBIE TOKYMEHTHI 00 YHUUTOKECHUU /1 (JOKYMEHTOB)
BPEMEHHOI'0 XPAHEHUS C UCTEKIIUMU CPOKAMU XPaHEHUsI COBMECTHO CO
CTPYKTYPHBIMM IOJPa3AEICHUSIMUA OPraHU3aliu.

CHCTEMaTH3HPOBATh U 0000IIATh CBEJCHHUS O COCTABE U COJCPKAHUU apXUBHBIX
nen (TOKYMEHTOB)

HCIIOJB30BaTh I/IHCI)OpMaIII/IOHHI)IG TEXHOJIOTHH B 00JIaCTH CO3aaHuA CIIPaBO4YHO-
IMOUCKOBBIX CPCACTB apXUBa U NOKYMCHTUPOBAHHBIX C(bep ACATCIIBHOCTH
OpraHnu3alin

(GbopMHpPOBAaTH OCHOBHBIC U BCIIOMOTATEILHBIC BHJIbI ADXUBHBIX CIIPABOYHUKOB B
AJICKTPOHHOU (hopme

HOJrOTaBIUBaTh HH(OPMALIMOHHBIE TJOKYMEHTHI 110 3apocaM M0JIb30BaTesel
pa3JIMYHBIX KaTETOpUi.

3HaTh

BHUbI, PA3BHOBUIAHOCTHU H Q)OpMaTBI BCCX BUJIOB JOKYMCHTOB

KPUTEPUU OIIpeeNICHUs LIEHHOCTH Jie (JOKYMEHTOB) JUIsl JalbHEUIIEro
XPaHECHUs WIM YHUYTOKEHUS

METO/IMKa Pa3paboTKu (GOopM YUETHBIX TOKYMEHTOB B TPAAUIITMOHHOM U B
AJIEKTPOHHOM BUJIE

METOMYECKHE JOKYMEHTHI B 001aCTH MCIIOJIb30BAHUS U TTYOJTHUKAIIUH apXUBHBIX
nen (TOKyMEHTOB)

METOANYCCKUEC NOKYMCHTBI U HAIITUOHAJIBHBIC CTAHAAPTHI B obactu
JACJIOMPOMU3BOJCTBA U apXUBHOI'O JICJIa

METOANYCCKUEC NOKYMCHTBI U HAIITUOHAJIBHBIC CTAHAAPTHI B obnactu yqéTa
JOKYMCHTOB N JOKYMCHTHUPOBAHHBIX C(bep ACATCIIBHOCTH OpraHru3anuun

Hay4YHO-METOINYECKNE KPUTEPUH IKCIIEPTU3BI LICHHOCTH Pa3IMYHbIX TUIIOB U
BUJIOB JIeN (JOKYMEHTOB)

HOPMAaTUBHBIC ITPABOBLIC AKThI Poccuiickoit CDe;[epaLu/H/I B 001acTu 3alllUThI
MEPCOHAJIBHBIX TAHHBIX

HOpPMaTHUBHBIE MTpaBoBbIe aKkThl Poccuiickoit deneparuu B 001actu nHGOpMAIUH,
WH(OPMAITMOHHBIX TEXHOJIOTHH, 3alIUTHI HH()OPMAIIUU U TIEPCOHATBHBIX JIAHHBIX,
1upoBoi TpaHchopMaluu

HOpMAaTHBHBIE MMpaBoBbIe akThl Poccuiickoit deneparuu B obmactu
KOH(UICHIIMATFHOCTH WH(POPMAITUU

HOPMAaTHBHBIC MMPaBOBbIE akThl Poccuiickont denepannn B cepe
JIETIONPOU3BOJICTBA U APXUBHOIO JIEJIA

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B cdepe
JIETIONIPOU3BOJICTBA

o0I1Me MPUHIUIBI y4€Ta U KOMITJICKTOBAHUS J1e1 (JOKYMEHTOB) OTPaHMYEHHOTO
J0CTyna




OpraHU3aIMOHHbIEC TPUHIUIIBI UCTIOIB30BAHMS TOKYMEHTOB OTPAHUYEHHOTO
J0CTyna

OpTraHHu3allMOHHBIC ITPUHIUIIBEI KOMITJICKTOBAaHUA OCTT (,I[OKYMGHTOB)
OrpaHUYCHHOI'0 JOCTYyIIa

0COOCHHOCTH OpPTaHU3AlUU XpaHEHUS J1e] (JOKYMEHTOB) Ha Pa3IMYHbIX
HOCHUTEJISIX

OTEYECTBEHHbIE U 3apyOeKHbIE CEPTUPHUIIMPOBAHHBIE CUCTEMbI
ABTOMATHU3MPOBAHHOI'O Y4€Ta apXUBHBIX A€ (JIOKYMEHTOB)

nops0K GOPMUPOBAHUS JOKYMEHTOB B KOMILJICKTBI, TPYIIIIbI, TUIIbI

IpaBujia CUCTCMATHU3AllUN U Knaccmbm{aunn JOKYMCHTOB

IpaBrjia XpaHCHUA OCJI (,Z[OK}’MGHTOB) B COOTBCTCTBHH C UX THIIaMU

CepTU(PHUIMPOBAHHBIE HH(POPMALIMOHHO-ITOUCKOBBIE CUCTEMBI B 00JIACTH
pa3paboTKN HAYy4YHO-CIIPABOYHOTO anmnapaTa JOKYMEHTUPOBAHHBIX chep
JeSITeIbHOCTH OPraHU3alUU

CIOCOOBI ¥ TEXHOJIOTUU JIOKYMEHTUPOBAHUSI PA3JIMYHBIX BUJIOB
poecCHOHANBHOM e TeNbHOCTH

CPOKH BBITIOJTHEHHS pa0OT 1O OpraHU3aI[uH MCIIOIb30BAHMS APXUBHBIX IS
(TOKyMEHTOB)

CPOKHM BBIIIOJIHEHUS pabOT N0 YUETY apXUBHBIX JIeN (JOKYMEHTOB)

CPOKH BBIITIOJIHCHHA pa60T

CTaHAapTHl OPOPMIICHHUS OPTaHU3AIMOHHO-PACTIOPSTUTEIILHON TOKYMEHTAIIUN

TCOPCTUYCCKHUEC U MCTOAUUCCKUC ACIICKTBI KOMIIJICKTOBAHUS U OKCIICPTHU3bI
HNCHHOCTH BCCX BUJOB JOKYMCHTOB

TpeOoBaHuUs K 0)OPMIICHHIO JOTOBOPOB HA PEAIN3AIUIO YCIYT BHEIIHETO
XpaHeHus Aen (JIOKYMEHTOB)

Tpe6OBaHI/IH K IMOATOTOBKE apXMBHBIX CIIPABOK U BBIITUCOK M3 aPXUBHBIX
JOKYMCHTOB

TpeOOBaHUS K IpoLeccaM YHUUTOXKEHUSI UH(DOpPMALIUY B TPAIULIMOHHOM U
JJIEKTPOHHOM BHJIE

TpeOOBaHUS K YCTAHOBJIEHHBIM HOPMaM BbIpaOOTKHU

Tpe6OBaHI/I${ K yquy 0c000 HCHHBIX U YHUKAJIbHBIX aPpXHWBHBIX JCJI (I[OKYMGHTOB)

TpeOOBaHUS OXPAHbI TPYyJa

YHUPHUIIMPOBAHHYIO CUCTEMY OpraHU3allMOHHO-PAacIOPSIAUTEIbHON
JOKYMEHTAIUU.

TpeooBanust kK GOPpMUPOBAHNIO JTUYHOCTHBIX Pe3yJIbTATOB

JIN4YHOCTHBIE Pe3yJIbTAThl Kon
peanu3anyuu NpPorpaMMsbl BOCTIMTAHUS JIMYHOCTHBIX
(0eckpunmopot) pe3yabTaToB
peanu3anuu
NMporpaMMel
BOCIMTAHUA

Oco3Harommii  cebsi rpaxkaannHoM Poccum wu  3amuTHUKOM — (OTedecTBa,
BBIPOKAIOMIMN CBOIO POCCHICKYIO HACHTUYHOCTh B TOJUKYIBTYPHOM |
MHOTOKOH(ECCHOHATHHOM POCCHUUCKOM OOIIECTBE, M COBPEMEHHOM MHPOBOM
coobmiectBe. Co3Haronuid cBoe €aWHCTBO ¢ HapojaoMm Poccuu, ¢ Poccuiickum JIP 1
rocyJapCcTBOM, JAEMOHCTPUPYIOIIMN OTBETCTBEHHOCTh 3a pPA3BUTHE CTPAHBL
[TposiBnsitolIMii TOTOBHOCTh K 3amuTe PoauHbl, COCOOHBIN apryMeHTUPOBAaHHO
OTCTauBaTh CYBEPEHUTET U JIOCTOMHCTBO Hapoaa Poccuu, coxpaHsATh U 3alIUIIATh
HMCTOPUYECKYIO TTpaBay o Poccuiickom rocygapcTse




[IposABIAOMNI AKTUBHYIO I'PaXXJIAHCKYIO TIO3UIMIO Ha OCHOBE YBAKCHUS 3aKOHA
U TIPaBOTIOPSAJKA, MpaB M CBOOOJ COTpa)JIaH, YBaXEHUS K HCTOPUYECKOMY WU
KyJIbTypHOMY Hacieauto Poccun. OCO3HaHHO M JIEATENBHO BBIPAKAIOIIUHI
HENpUIATHE JTUCKPUMHUHALMM B OOLIECTBE IO COLHUAIBbHBIM, HallMOHAJIbHBIM,
PEIINTHO3HBIM ~ IIPU3HAKAM; HKCTPEMU3MA, TEppoOpU3Ma, KOPPYILHH,
AQHTUTOCYJAPCTBEHHON aesTenbHOCTH. OOnanarommii  OMbITOM TPaXIaHCKON
COLMAIBHO 3HAYMMOH JEATENbHOCTH (B CTYAE€HYECKOM CaMOYIIPaBICHHH,

JIP 2

JT0OPOBOTHYECTBE, IKOJOTHICCKUX, TPUPOJTOOXPAHHBIX, BOCHHO-TIATPUOTHUECKUX
U JIp. o0BbEAMHEHUSAX, aKLIUAX, TporpaMMmax ). [Ipunumarommii poias u3buparens u
YY4aCTHUKA OOIIECTBEHHBIX OTHOILICHUM, CBSI3aHHBIX C B3aMMOJIEUCTBUEM C
HapOJAHBIMU U30pPAHHUKAMHU

[IposBistomNiA U AEMOHCTPUPYIOLINN YBAKEHUE K TPYLY YEIOBEKA, OCO3HAIOLINI
LIEHHOCTh COOCTBEHHOTO TPYJa U TPy/la APYTUX Jt0/1el. DKOHOMUYECKU AKTUBHBIM,
OPUCHTHUPOBAaHHBIH HA OCO3HAHHBIM BBHIOOP cdepsl  mpodeccnoHaTbHON
NeSITeIbHOCTH C YYETOM JIMUHBIX KU3HEHHBIX IUIAHOB,IOTPEOHOCTEN CBOEH ceMbH,
poccuiickoro obmiecTBa. BrIpaxkaromuii 0CO3HAHHYIO TOTOBHOCTh K TIOJTYYCHHUIO
npo¢eCCHOHATIBHOIO 00pa30BaHMsl, K HENPEPbIBHOMY OOpPa30BaHUIO TEUYECHUE
KU3HU J[eMOHCTpUPYIOLIUI TO3UTUBHOE OTHOILIEHUE K PETYIMPOBAHUIO TPYIOBBIX
oTHoweHNH. OpUEHTHPOBAHHBIH Ha caMO00pazoBaHHE U HPOPECCHOHATIBHYIO
NEPENOATrOTOBKY B YCIOBHSIX CMEHBITEXHOJIOTMUECKOI0 YKIIaJia U COMMYTCTBYIOIINX
couuanbHblx mnepemeH. Ctpemsimuiics K (GOpPMHpPOBAHHIO B CETEBOM cpene
JMYHOCTHO U MPO(PECCHOHATBHOTO KOHCTPYKTUBHOTO «IIH(PPOBOTO CIICAA»

JIP 4

OpueHTHpPOBaHHBIK  HAa  NPO(PECCHOHANBHBIE  JOCTIDKEHHS,  JEATEIBHO
BBIPAKAIOLINI ITO3HABATEIbHBIE WMHTEPECHI C YYETOM CBOMX CHOCOOHOCTEH,
00pa30BaTeNbHOT0 U MPO(EeCCHOHATBHOTO MapIIpyTa, BEBIOpaHHON KBaTU(UKALIUN

JIP 6

JIn4yHOCTHBIE pe3yJIbTAThI

peainzanuu nNporpaMmbl BOCIIMTAHUS, OIIPEACICHHBIC OTPACJICBBIMU Tp660BaHI/IﬂMI/I

K J1€JI0BBIM Ka4YeCTBaM JINYHOCTH

CobOmonatonuii - B cBOel  MpOQeCcCHOHANBHON  JESITENbHOCTH — JTUYECKHE
MPUHIUIIBI: YECTHOCTHU, HE3aBUCHMOCTH, MPO(PECCHOHAILHOTO CKENTUIIN3MA,
MPOTUBOACUCTBUS KOPPYMIUU M OKCTPEMH3MY, OOJaNAIONINil  CHUCTEMHBIM

JIP 13

MBINIJICHUEM W YMCHUCM IIPpUHHUMATh pPCHICHUEC B  YCJIOBUAX PpHUCKA U
HEOMPECACIICHHOCTH

I'oTOBBIN COOTBETCTBOBATH OKUAAHUSAM pPabOTOJATENEH: MPOEKTHO-MBICISIINH,
(¢ (PEKTUBHO B3aMMOJCUCTBYIOMMUMA C WIEHAMHU KOMAHJIbI U COTPYIHUYAIOUTUHN C
JPYTUMH JIFO/IbMU, OCO3HAHHO BBIMOJHSAIOMINN MpodeccuoHallbHbIe TpeOOBaHMUS,
OTBETCTBEHHBIN, MYHKTYalbHbIH, JUCHUIUIMHUPOBAHHBIM,  TPYIO0JIOOUBBIH,
KPUTUYECKH MBICIISIINM, HALEIECHHbI HAa JOCTH)KEHHME IIOCTaBIEHHBIX LEJEH;
JEMOHCTPHUPYIOMINH MPpodeccroHAbHYIO )KU3HECTOMKOCTh

JIP 14

OTKpBITHIA K TEKYIIMM W TMEPCHEKTUBHBIM H3MEHEHUSM B MHpE Tpylda U
npodeccuit

JIP 15

JIN4YHOCTHBIE Pe3yJIbTAThI

peaan3anvm nNporpaMmmMbl BOCIIMTAHUA, ONMMPEACTCHHBIC KJIIOYEeBbIMHA paﬁoToz{aTe.}mMn

(Ipu HANMMYKN)




JleMOHCTpUpYIOLIMT  TPOdeCCHOHANIbHBIE YMEHMS U HABBIKM, IIPOSIBICHHUE
HSKOHOMHYECKOW U (UHAHCOBOM KYJIBTYPbI, SKOHOMHUYECKOH TI'PaMOTHOCTH;
BO3MOXHOCTH peajl3alliil COOCTBEHHBIX JKU3HEHHBIX IUIAHOB; OTHOIIEHUE K
npoeCCHOHATBHON JIEATENIbHOCTH KaK BO3MOXXHOCTH Y4YacTHS B pPELICHUU
JUYHBIX, OOLIECTBEHHBIX, I'OCYJapCTBEHHBIX, OOIIEHAI[MOHAIBHBIX MPOOIEM;
CriocoOHbI MPOJYKTUBHO M JOOPOCOBECTHO TPYIUTHCS, W PEATU30BaTh CBOU
JMYHOCTHBIN NOTEHIMAN B IPO(eCcCUOHANBHOM fesTenbHOCTH. CaMOCTOSATENbHbIN
¥ OTBETCTBEHHBIN B IPUHATUH PEIICHUI BO BCeX cpepax CBOEH IEATEILHOCTH.

JIP 16

MoTUBUPOBaHHBI K caM00Opa30BaHUIO M pa3BUTHIO. [IpU3HAIONIMIA LIEHHOCTH
00pa3oBaHusl, OPUEHTUPYIOLINICA B U3MEHSIOIIEMCS] PhIHKE TpyJAa, U30eraroimuit
0e3paboTHIIbI; YHPABISIOMUNA COOCTBEHHBIM TNPO(ECCHOHANBHBIM PAa3BUTHEM;
pedIeKCUBHO OLICHUBAOLINI COOCTBEHHBIN KU3HEHHBIN ONbBIT, KPUTEPUU JIUYHON
YCIIEMIHOCTU. ['0TOBBIN K NMpOo(hecCHOHAIBHOW KOHKYPEHIMH M KOHCTPYKTUBHOU
peaKkuuyu Ha KPUTHKY, COXPAHSIOMIMM IICUXOJIOIMYECKYI0 YCTOMYHMBOCTH B
CUTYaTUBHO CJIO)KHBIX WJIM CTPEMUTEIIBHO MEHSIOUIMXCA CUTyauusax. ['uoko
pearupyouuii Ha MosiBJIEeHHE HOBBIX (DOPM TPYAOBOI AEATENBHOCTH, FOTOBBIHM K UX
OCBOEHHUIO.

JIP 17

[MposiBnsromuii  KyabTypy HOTpeOJeHUs WHPOPMAIMHM, YMEHHE U HaBBIKU
MI0JIb30BAHUSI KOMITBIOTEPHOM TEXHUKON U CIIEUATU3UPOBAHHBIMH IPOTPAMMaMHU;
HaBBIKM 0TOOPA M KPUTHYECKOTO aHAIN3a HH(OPMALIH, YMEHUE OPHEHTHPOBATHCS
B MH(QOPMAIIMOHHOM IIPOCTPAHCTBE (B TOM YHCJIE B CETEBOM)

JIP 18

JINYHOCTHBIE pe3yJabTaThbl

peajim3anuu nNporpaMmsl BOCITUTAHUS, ONIPEACTCHHBIC Cyﬁ'beKTaM]/l

00pa3oBaTe/ILHOIO npouecca (Mpu HATUIUH )

[IposBisiomuii  co3HaTEIbHOE OTHOLIEHHWE K TPYAY; MAOOPOCOBECTHOCTh U
OTBETCTBEHHOCTb 3a pE3yJbTaT Y4YeOHOM JEsITeNbHOCTH; JIEMOHCTPUPYIOLIUI
UHTEpec K Oyayiiel mpodeccuu; 1eMOHCTPUPYIOIIMKA HaBBIKK 37J0pPOBOro oOpasa
YKU3HU U BBICOKUN YPOBEHB KYJBTYPHI 310POBbsI 00yJaromuxcs

JIP 19

[IposBisifomuii  MUPOBO33pEHUECKHUE YCTAaHOBKM Ha OTCYTCTBHE  (DaKTOB
MPOSIBIIEHUS UJIE0JIOTMH TEPPOPU3MA U IKCTPEMHU3MA Cpeld 00ydaromuxcst

JIP 20

JIeMOHCTpUPYIOLUI UHTEPEC K YUACTHUIO U ITPOBEACHUIO MEPONIPUATUUKYIIBTYPHO-
CIIOPTUBHOM HamnpaBiIe€HHOCTH (KOHIEPThI, KOHKYPChI, CODEBHOBaHUs, (ecTUBAIIH,
HKCKYPCHH, BBICTABKHU U T.1.)

JIP 21

1.4. KoM4ecTBO 4aCcOB, 0TBOAMMOE HA 0CBOEeHMe NMPO¢eCcCHOHATBHOI0 MOAYJIsI

Bcero gacos 490 yacos

B TOM 4YHCIIe B (hopMe MPAKTHUECKON OArOTOBKH 478 yacoB

N3 mux Ha ocBoenue MJIK 406 yacos

B TOM YHCJIe CAMOCTOsTeNIbHAst paboTa 0 yacoB

NPaKTUKH, B TOM yHuclie yueOHast 36 yacoB

MIPOM3BOJICTBEHHAS 36 4acoB

[TpomexyTouHas aTTecTanus — KBATU(PUKAIIMOHHBIH dk3aMeH 12 yacoB







2. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOT'O MOAY JIA

2.1. CTpykTypa npo¢ecCuoHAIBLHOT0 MOAYJIsI

O06weM npoheccHoHaTFHOTO MOIYJIA, aK. Jac.
E O6yuenue mo MJIK
S [IpakTuku
o O B TOM YHCJIC
2R
]
Konp! mpodheccroHambHBIX U HaumenoBanus pa3nenos Bcero, .% ); K B 5 § 3
00IIMX KOMIIETEHITIHA po¢eCCHOHATEHOTO MOIYIIS gac. g e £ =i = = =
=8 Bcero 8*“51)5 = 2 g E g5
m Z § E5 2 § 3 chs 2 & Vyebnas | IlpomsBoacTBeHHas
SE8 2B 5®| 2L
2, S B S s g =
= = =~ & 8 =
1 2 3 4 5 6 7 8 9 10 11
K 2.1, 11K 2.2 Paznen 1. Opranuzauus u
OK 01, OK 02, OK 04, OK oOecrieueHrne OCHOB apXHUBHOM 100 100 100 40
05, OK 09 JIeSITeIbHOCTH
K 2.1, 11K 2.2, Paznen 2. Opranuzanus
OK 01, OK 02, OK 04, OK | A€ATEIbHOCTH apXHUBOB 100 100 100 40
05, OK 09
K 2.3, 1K 2.4, [IK 2.5 Paznen 3. Opranmsaiust apxuBHOTO
OK 01, OK 02, OK 04, OK | Acla 106 106 106 40 20
05, OK 09
K 2.3, TIK 2.4, IIK 2.5 Paznen 4. Opranu3zanus XpaHeHus
OK 01, OK 02, OK 04, OK | AOKYMCHTOB B apX1BC 100 100 100 40
05, OK 09
YueOHast mpakTHUKa 36 36 36
[IpousBo/icTBEeHHAs TPAKTHKA 36 36 36
[IpoMexyTouHas arrecTanys
Beezo: 490 | 478 | 406 | 160 | 20 | | 36 36




2.2. TeMmaTH4eCKHii IUIaH U cojiep:kaHue NpodeccuoHaIbLHOro moay.s (IIM)

HaunmenoBanue O0béMm, akaj. 4. / Koxa IIK, OK
pa3fenoB U TeM B TOM 4HCcJIe B hopme
npo¢ecCHOHAIBLHOI0 Coaepsxanue y4eO0HOro MaTepuaJia, JJabopaTopHbie paéoThl M NPAKTHYECKHE 3aHATHS, NPaKTHYeCKOH
monayJs (IIM), caMocCTosITeJIbHAsI yueOHasA padoTa o0yyaoumxcs, KypcoBasi pa6ora (MpoeKT) MOAr0OTOBKH, aKa. 4.
MeKIMCIUIIIMHAPHBIX
kypcoB (MAK)
1 2 3 4
Paznen 1. Opranusanusi M od6ecrieueHrue 0CHOB ApXUBHOI J1esITeJIbHOCTH 100/100
M/IK 02.01. Opranu3auusi ¥ HOpMATHBHO-NIPABOBbIE OCHOBBI APXHBHOTO JieJia 100/100
Tema 1.1. Conep:xxanue 34/34
Beenenue B I[IM u Breaenue B npeaMer. OCHOBHBIE TEPMUHBI U OTIPEICIICHHUS. 34 MK 2.1, 11K 2.2
M/IK. UcTopus CBa3b ¢ ApyruMu o01menpodecCHOHAIBLHBIMH U CIIEIHAIbHBIMU JUCHMILIMHAMA OK 01, OK 02,
BO3HMKHOBEHUSA Hcropust BO3HUKHOBEHUA apXHuBOB B J{peBHel Pycu OK 04. OK 05
apXuBHOM Hcropust apxusHOTo nena B Poccuiickoit umnepuu OI’< 09 ’
JAeSITeJIbHOCTH B HcTopus apxuBHOTO /iea B COBETCKUI epuoa
Poccun PazButune apxuBHoro nena B Poccuiickoin @enepaunu
Tema 1.2. Copep:xkanne 34/34
HOpMaTI/IBHO- ApXHBHoe IIpaBO U ApXUBHOC 3aKOHOIATCIHCTBO 10 TIK 2_1’ TIIK2.2
NnpaBoBas 0asa DTHYeCKUil KOJIEKC apXHBHCTOB OK 01, OK 02,
apXuBHOM IIpaBoBbIE OCHOBBI PErYJIUPOBAaHUS APXUBHOM J1EATEINBHOCTH OK 04, OK 05,
neATeJLHOCTH B ®enepanbubiii 3akoH oT 22.10.2004 Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoit OK 09
Poccun denepannn»
Cuctema ynpasieHus apXuBHbIM JesioM B Poccun. denepanbHoe apxXMBHOE areHTCTBO
B ToM unciie mpakTHUYeCKUX 3aHATHIL 1 1a00PaTOPHBIX padoT 24
Pabora B ipaBoBOIi 6a3e ¢ HOPMATUBHO-TIPABOBBIMHU JIOKYMEHTAMHU B chepe apXUBHOTO Jeiia
Tema 1.3. Conep:xanne 32/32
Oprannzanusi Opranuszanuu J0KyMeHToB ApxuBHOro (ponma Poccuiickoit denepariun 32 K 2.1, TIK 2.2
ApxuBHOro (poHaA CopemeHnHbIli coctaB ApxuBHoro ¢poHna Poccuiickoit depepanunu. OK 01, OK 02,
Poccuiickoii Knaccudukanus noxymenros ApxusHoro ¢onna Poccuiickoit ®eneparuu OK 04, OK 05,
Degepanuu KowmmekroBanne ApxusHoro ¢ponna Poccuiickoit @enepanum. OK 09

Cnucky UCTOYHUKOB KOMIUIEKTOBAaHUS
ApxuBHas 3apyoOexnas Poccuka




Paznen 2. Oprannzanus AeATeIbHOCTH APXHBOB

100/100

MJK 02.02. I'ocynapcTBeHHbIe, MyHMIIUTIAIbHbIC APXHBLI M APXMBBI OPraHu3anuii

100/100

Tema 2.1.

Conep:xanue

50/50

Buabl apxuBoB B
Poccun

Buner v pasHOBHIHOCTH apXUBOB. [ 0cynapcTBeHHbBIE apXUBBI: BHUIbI, 337291, (PYHKIIHN
Certs (enepabHBIX TOCYIAPCTBEHHBIX aPXHUBOB

MyHuIIMTIATBHBIE apXUBBI: BUJIBL, 33791, (PYHKIIHN

BenmomcTBeHHBIE apXWBBI: BUBL, 337a9H, QyHKIWH. [leno3utapHoe XpaHeHne

ApPXUBBI OpraHU3aIuii; BUJbI, 33729, QyHKIIUU

[Mpumepnbie nonoxenus 00 apxuBax. CTpyKTypa apXuBa

Opranuzaius Tpyaa nepcoHana

30

B ToM uncsie npakTHYECKUX 3aHATHH U J1a00PATOPHBIX PadoT

20

Pabota B cetn MHTEpHET, B TOM 4HCiIe Ha mopTajie ApxuBsl Poccun:
MOUCK Pa3UYHBIX MO PaHTy (YPOBHIO) U MPOQUIIO apXUBHBIX YUPEKICHUH;
oopmieHue pe3ynbpTaToB MOUCKa B Tabnuue «lIpumepsl apxuBoB»

MK 2.1, TIK 2.2

OK 01, OK 02,

OK 04, OK 05,
OK 09

Tema 2.2.

Conep:xanue

50/50

IKkcnepTusa
LIEHHOCTH
JOKYMEHTOB

Opranunszanus T0KyMEHTOB B apXHBe

(moxymeHTaIbHBIN, apXUBHBIN, CTPAaX0BOH (POHABI U (OH/T TOTHE30BAHUS)
OKcnepTH3a HEeHHOCTH JOKYMEHTOB: 334a4H, IPUHIIMIIBI, KpUTEPUU
Bunbl 3KCIIepTHBIX KOMUCCHIA.

Odopmienne pe3yabTaToB IKCIIEPTU3bI IEHHOCTH JIOKYMEHTOB

Buns! Ilepeuneii JOKyMEHTOB € yKa3aHUEM CPOKOB XPaHEHUS

N3yuenune Tunosoro Ilepedns ¢ ykazaHuEM CPOKOB XpaHEHHUS

30

MK 2.1, TIK 2.2

OK 01, OK 02,

OK 04, OK 05,
OK 09

B ToM unciie npakTHYEeCKUX 3aHATHH U J1a00PATOPHBIX PadoT

20

Wzyuenne Ilepeunst THIOBBIX YIPaBIEHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yromuxcs

B IIponecce ACATCIIBHOCTH 'OCYAapCTBECHHBIX OPTraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUS

n OpFaHH3aHHﬁ, C YKa3aHHUEM CPOKOB UX XpaHCHUS

Wzyuenne Ilepeunst THIOBBIX apXUBHBIX JOKYMEHTOB, O0pa3yIOIIUXCsl B HAYYHO-TEXHUIECKOU

n HpOH3BOHCTBeHHOﬁ JACATCIBHOCTHU OpFaHHSaHHﬁ, C YKa3aHHUEM CPOKOB XpaHCHUA

VYcranosneHnne CPOKOB XpaHCHHA 3ar0JIOBKOB €I 1 IOKYMCHTOB 110 THumoBsIM TNEPEUHAM

Paznen 3. Opranusanus

APXMBHOIO0 aA€jaa

106/106

M/IK 02.03. MeToauka U NpaKTHKA apXUBOBedeHHUS

106/106

Tema 3.1.

Conep:xanue

8/8

YcTaBbl apxuBHBIX yupexaeHuil. [lonoxenus 06 apxuBax. MHCTpyKIMuU 10 paboTe ¢
JIOKyMEHTaMH

8

K 2.3, 11K 2.4,
K 2.5




JlokanbHbIE [onoxenue 06 sxcnepTHOM KomMuccur. [lnanbl-rpaduky npuéma Jien oT CTPYKTYPHBIX OK 01, OK 02,
HOpMATHBHbIE HoApa3AeieHUul U NepeJadn Je Ha FOCYAapCTBEHHOE XPAaHEHUE U IIPEACTABICHUS CBOIHBIX OK 04, OK 05,
JOKYMEHTBI apXuBa pa3zesioB onuceil B apXxuB OK 09
Conep:xkanune 16/16
Homenknarypa nen opranu3anuy: Ha3HaueHUe, PyHKIMK. Buasl 1 TUIIBI HOMEHKIIATYPHI A€. 8 [IK 2.3, [IK 2.4,
Krnaccudukanmonnas cxema HOMEHKJIATYPBI JelT IIK 2.5
[opsinox paboThl ¢ HOMEHKIATYPOH A€ OpPraHu3alK — UCTOYHUKA KOMIUIEKTOBAHHS OK 01, OK 02,
APXHUBHOTO YUPEKICHHS OK 04, OK 05,
Tema 3.2. B ToM umciie mpakTHYeCKUX 3aHATHIL 1 1a00pPaTOPHBIX padoT 8 OK 09
HomenkiaTtypa gen BuyTpenHee 1 BHelIHee corIacoBaHKe, OPSA0K YTBEP)KIEHUS HOMEHKIATYPhI el
OpTraHu3alMy — UICTOYHUKA KOMILICKTOBAHHS apXHUBHOTO YUPEKICHUS
Cocrasnenue u oopMIIcHHE HOMEHKIIATYPHI Jie]l OPraHu3allui — ICTOYHUKA KOMIUIEKTOBAHUS
APXHUBHOT'O YUPEKICHUS
3akpeITHE, COCTaBICHUE U 0QOPMIICHHE HTOTOBOM 3allCH K HOMEHKJIATYpE /€] OpraHu3aluu —
HUCTOYHUKA KOMIUIEKTOBAHUS aPXUBHOTO YUPEKACHUS
Tema 3.3. Conep:xxanue 12/12
Odopmitenne IToaroroBka Aen Kk apXUBHOMY XPaHEHUIO 6 IK 2.3, [IK 2.4,
apxXMBHOIO JeJj1a CocraB YYETHO-CIPABOYHBIX JOKYMEHTOB apXUBHOTO JIeJia IIK 2.5
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIL M J1a00pPaTOPHBIX padoT 6 OK 01, OK 02,
Hywmeparust TucTOB apXUBHOTO Jera. OK 04, OK 05,
Cocrasnenue u oopMiIeHHE BHYTPEHHEH OMUCH U JIUCTA-3aBEPUTENSI ApXUBHOTO JeIia OK 09
Cocrasnenue u opopMIICHHE KapThI-3aMECTHUTEISL, JIMCTa UCTIONb30BaHHUS apXUBHOTO JeJia
Cocrasnenue u opopMIIEeHHE PEKBU3UTOB OOJIOKKH apXUBHOTO Aeja
ITpomnBKka apXUBHOIO 1€
Tema 3.4. Conep:xanne 16/16
ITepenaua [opsinok nmepenaum TOKYMEHTOB Ha apXUBHOE XPaHEHHUE. 8 1K 2.3, [IK 2.4,
JOKYMEHTOB ApXUBHas OIUCH: HA3HAUYCHME, (PYHKIIMU, BUbI MK 2.5
Ha apXHBHOe [opsinox opopmiieHus U pabOThI ¢ apXUBHON OIHUCHIO. OK 01, OK 02,
XpaHeHHUe Omnucu f1en CTPYKTYpHBIX NOApa3eeHuH OK 04, OK 05,
Omucu Aen opraHu3aIny; OK 09
MTOCTOSTHHOT'O XpaHEeHHS, 110 IMYHOMY COCTaBY, BPEMEHHOTO CpPOKa XpaHeHHs cBbIme 10 et
Onucu 3MEeKTPOHHBIX AeT (JOKYMEHTOB) OpTaHN3aluN
Brienenue JOKyMEHTOB K YHHUTOXECHHUIO
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIL H J1a00pPaTOPHBIX padoT 8




CocTaBnieHue u 0OPMIICHUE OITUCH JIENI CTPYKTYPHOTO TIOPa3ICICHHS

Cocranenue u 0ohopMIICHHC OTIHCH 1€ OPTaHU3aIIH

CocraBiieHue u OOPMIICHHE aKTa O BBIJICICHUM K YHHUTOXKECHUIO apXUBHBIX JOKYMEHTOB,
HE TIOJIeKAIUX XPaHESHUIO

Tema 3.5. Conep:xkanue 8/8
Y4éT 10KyMEHTOB B VY4éT TOKYMEHTOB B apX¥BE: IPUHIIMITBI, CIUHHIILI yUETa, YIETHBIE GOPMBI 4 [IK 2.3, [IK 2.4,
apxuBe Bu/b1 OCHOBHBIX apXUBHBIX CIIPABOYHUKOB. APXHUBHAS 3BPHUCTHKA [K 2.5
Cucrema HCA: HasHaueHue, BUIbI IIOUCKOBBIX CHCTEM OK 01, OK 02,
B ToM unciie npakTHYeCKUX 3aHATHH M J1a00paTOPHBIX PadoT 4 OK 04, OK 05,
Nzydenune coctaBa u 3aoTHEHUST OCHOBHBIX YIETHBIX (JOpM apxnBa (KHUTA yd€Ta OK 09
MOCTYIIJICHUA
Y BBIOBITHSA A€ (IOKYMEHTOB), JIUCT (POHIIA, pEecTp OMucel, CTUCOK (OHIOB)
Tema 3.6. Conepsxkanue 20/20
Hcnoan3oBanue OpraHu3aiys UCI0JIb30BaHUS IOKYMEHTOB apXHBa: HOPMATHBBI, LIEJIU U (DOPMBI 10 IIK 2.3, [IK 2.4,
JOKYMEHTOB apXHBa JlocTyn kK apXUBHBIM JJOKyMeHTaM. BbIjiaua JOKyMEHTOB BO BPEMEHHOE IOJIb30BaHHUE K 2.5
Bupl 3a11pocoB ¥ CPOKHU UX BBITIOJIHEHUS. OK 01, OK 02,
[IpenocraBneHne OTBETOB Ha 3aIIPOCHI: APXUBHBIE CIIPaBKa, KOMHS, BHIITACKA OK 04, OK 05,
Y4éT 1 aHaTN3 UCTIONB30BAHUS APXUBHBIX IOKYMEHTOB OK 09
B ToM unciie mpakTHYeCKUX 3aHATHII U 1a00PaTOPHBIX padoT 10
Cocrapnenue u 0QopMIIEHIE apXUBHOM CIIPaBKU Ha COMMATHLHO-TIPABOBOM 3aIIpocC
CocTtaBneHue u 0pOpMIICHHE OTPUIIATEIIEHOTO OTBETA HA ApXUBHBIHN 3aIpOC
CocraBiienue 1 0OpMIICHHE aKTa O BbIaue Jien (JIOKYMEHTOB) BO BPEMEHHOE IMOJIb30BaHUE
Kypcosasi padora o6sizarennnas mo MJIK 02.02 20

[IpumepHas TemaTuka KypcoBoi pabOTHI:

1. Meroauka nopsiaka nepejadu Jeil B apXuB.

2.Cuctema Mep 1Mo 00eCIeYeHUI0 COXPAHHOCTH JOKYMEHTOB.

3. CucreMa HayIHO-CIIPABOYHOTO aIlapara.

4. 3HaueHue ONTUMAIHLHOTO YCTPOMCTBA apXuBa JIsl 00eCTIeYeHUSI COXPAHHOCTH
JIOKYMEHTOB.

5. Onucanue apxXuBHBIX JOKYMEHTOB.

6. TeopeTrueckre U PABOBBIC OCHOBBI KOMILUICKTOBAHUSI.

7. Opranuzanus MpoBeIeHUS IKCIEPTU3BI IIEHHOCTH TOKYMEHTOB.
8. TeopeTquCKHe OCHOBBEI OKCIIEPTHU3BI HEHHOCTU JOKYMCHTOB.

9. Cucrema y4yeTa apXMBHBIX IOKYMEHTOB.




10. lesarenbHOCTh HallMOHATIBHOTO apxuBa Peciy6nuku Komu.

11. ®yHKIUY 1 TpaBa HKCIIEPTHON KOMUCCHH, TIOPSIIOK €€ Pa0OTHI.

12. YHUUYTOXKEHNE JOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHHUSL.

13. DkcnepTr3a HEHHOCTH JOKYMEHTOB M KOMIUIEKTOBAHUE apXHUBa OPTaHU3AIIH.
14. Ha3snaueHue U BBl KaTaJIOr'OB.

15. Ucropus apXuBHOTO /i€a B IOPEBOIIOLMOHHON Poccun.

16. ITopsnok pa3MeleHus U obecrieueHue COXPAaHHOCTU JOKYMEHTOB B apXHUBaXx.
17. 3nayenue crpaxoBoro ¢poHaa U (HOH/A MMOIB30BAHHS APXUBHBIX IOKYMEHTOB.
18. Onuce genm — 6a30BBIN ApXUBHBIN CITPABOYHHUK.

19. ApxuBHoe nieino B gopeBosonnonHon Poccun (XI — nauano XX BB.).

20. Opranu3anys padOThl YUTAILHOTO 3aJIa ApXHBA.

21. Viconaenue 3amnpoca (U3MIecKoro JIMIA B apXUBE: BUJIBI, TOPSIOK 0opMITCHUSI.
22. DTru4eckue HOpMbI MIOBEICHUS apXUBHCTA.

23. ®axTopHl pa3pylIeHUsT JOKYMEHTOB.

24.MecTo apXMBOB B COLIMAILHOM MaMATH 0OLIeCTBA.

25. ApXUBHBIA MEHEDKMEHT U MapKETHHT.

26.11paBoBbIE OCHOBBI CO3aHUs M pabOTHI apXHUBa OPraHU3ALHH.

27. ApxuBHoe 3aKoHOAATeIbCTBO Poccuiickoit penepamnu B 1990-¢ rr.

28. HopmaTHBHO-METOIUYECKHE TOKYMEHTHI, pErJIaMeHTUPYIOIINE padoTy apXHBOB.
29. Vcnonb30BaHUs apXUBHBIX JJOKYMEHTOB B Pa3IMYHBIX c(epax JIesTeTbHOCTH.
30. ®enepanbHOE apXUBHOE areHTCTBO — OCHOBHOMW OpraH YIpaBJeHUs apXUBHBIM
nenoM B Poccniickoit denepannu.




Y4yeOHas NpaKTHKA

Buab1 padoT:

PaccMoTpenure cTpyKTyphl yUpesKAeHHs/ OpraHU3aIiu/ IpeATNPUATHS (Jajiee — OpraHu3aIlii ), COCTABICHUE CXEMBI
OpraHU3aIMOHHON CTPYKTYPHI, OMPEIeIeHue HCTOYHNKOB KOMIJIEKTOBAHUS apXUBa opranuzanui. Vzydenne
JIOIDKHOCTHON MHCTPYKIIHU apXUBHUCTA.

CocraBieHue crucKa HCTOYHUKOB KOMIUIEKTOBAHHS apXHBa OPTaHU3AINH, OTIpeieIecHUE TPaHHL apXUBHOTO (POHAA.
CocraBieHue cxeMbl pa3MelIeHHUs CPECTB XpaHeHusl. PaccMoTpenne Tonorpaguueckux ykazaTenei B apXUBOXpaHUIINIIIE
opranuzanuy. O3HaKOMJICHHE C TPAaBUJIaMH BEJCHHUS JKypHAJIOB HaOMIOICHHS 32 TEMIIEPaTyPHO-BIaXXHOCTHBIM PEXHUMOM
B apXHMBOXPaHUIIHUIIIE.

IToaroroBka Aen K apXUBHOMY XpaHEHHUIO, B TOM YHUCIIE: U3yUYeHUE IOKYMEHTOB B LIEJISX OMPEACICHIS CPOKOB UX
XpaHEHUs, HyMepaIs JIMCTOB apXUBHOTO Jelia, COCTaBIICHUE W 0(OPMIICHNE BHYTPEHHEH OIMUCH U JIFCTa-3aBEPUTEIS
ApPXUBHOTO JIeNIa, COCTaBICHUE W O(POPMIICHUE KapThI-3aMECTHTEIs, INCTA NCIIOIH30BAHMS aPXHUBHOTO JIENIa, COCTABICHUE
1 ohopmIteHIIE PEKBU3UTOB OOJIOKKH apXHUBHOTO JIeJIa, MPOIITUBKA apXUBHOTO JeTa.

CocraBieHue apxXUBHOH OMHCH JIEJI TOCTOSTHHOTO XpaHeHus. OdopMileHre OMUCH AeT 10 JTUYHOMY cocTaBy. OdopmiieHne
onucy aen BpeMeHHoro (cBbiie 10 j1eT) cpoka XpaHeHusl.

OdopMmieHHe JOKYMEHTOB TI0 PE3yJIbTaTaM MPOBEPKH HAIMYHUS M COCTOSHUS JIOKYMECHTOB B apXUBE, O BBIICJICHUU K
YHUUYTOXCHUIO apXUBHBIX NJOKYMCHTOB, HC IMMOAJICIKAIINX XPAHCHUIO.

O3HaKOMJIEHHE C HICTOYHUKAMU U MTOPSIKOM KOMIDIEKTOBaHUS (POH/A MOIbp30BaTens. O3HaKOMIICHHE C TOPSIKOM BBIIadn
ApPXUBHBIX JIOKYMEHTOB, 0()OPMIICHHE A0II0OHOB 3alIPOCOB HAa BHIIAYy apXUBHBIX JOKYMEHTOB. [loaroToBKa OTBETOB Ha
3aMpoCkHl: ApXUBHBIE CIIPaBKa, KOIHS, BHIITACKA

Pabora ¢ nHpOPMAIMOHHO-TIONCKOBBIMU CUCTEMAaMH ¥ AJIIEKTPOHHBIME KaTajJoraMH apXHUBOB.
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IIpousBoacTBeHHasi IPAKTUKA (110 NPO(PUIIIO CHIEHUATBHOCTH)

Buasbi pador:

W3yueHre npaBoBBIX (YUpEAUTENBHBIX) H PACTIOPSIIUTENBHBIX JOKYMEHTOB OPTaHU3aI[MH — MECTa MTPOX 0K IEHUS
MIPAKTUKU

(manee — opranu3anum) ¢ neyblo coopa HHGOPMALIUH JUIST ICTOPUIECKON CIIPaBKH K apXUBHOM OMHCH, OTIPE/ICIICHHS
IpaHUL apXUBHOrO (POHJA OpraHU3aALHH.

VYyacTre B KOMIUIEKTOBAHUH apXUBa OPraHU3all1 AeJdaMu (JOKYMEHTaMHM) IIOCTOSIHHOTO U JIOJITOBPEMEHHOTO XPaHEHUSL.
WzyueHne apXMBHBIX TOKYMEHTOB OPTaHU3ALMH C LIEbI0 UCKIIOYEHHUS TyOIeTHOCTH HH(POPMAIIH, TIPOBEPKH
(u3nUecKoro cocTosHU el (MMOTUCTHBINA MpocMoTp Aed). CrucreMaTn3anisi JOKYMEHTOB B COOTBETCTBUU C BHIOpaHHOMN
OpraHu3aiueil cxemoil.

IIpuMeHeHne cXeMbl pa3MELIEeHUs CPEICTB XPaHEHUS apXHUBHBIX JJOKYMEHTOB OPraHU3alUu IIPU NPUEME eI
(mOKyMEHTOB) Ha XpaHEHHE.
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Odopmienne Tonorpaguyeckux ykaszaTesei B apXuBOXpaHuIuile opranuzanui. OQopmieHHe SpIbIKOB Ha NIEPBUYHBIC
CpeICTBa XPaHEHHUS.

Pa3merienue nomnosHeHns: apXuBHOro GoHAA.

Odopmienne y4ETHBIX JOKYMEHTOB MTOCTYTUIEHUS W BEIOBITHS JIEIT.

Odopmienne ToKyMeHTaluy 1o y4éty hoHIa moyib30BarTens, GoTo-, ayIMOBU3YaJIbHBIX JOKYMEHTOB, 3I€KTPOHHbIX
nokymeHnToB. OdopmieHne yu€THbIX GOpM apXuBa OpraHU3aLNH.

VYyacTre B IpOBEAEHUH 3KCIIEPTU3BI IEHHOCTH IOKYMEHTOB OpraHU3allMi Ha OCHOBAHUHM HAYYHBIX KPUTEPUEB UX
LIEHHOCTH 1 HOPMaTHUBHBIX JOKYMEHTOB: NIepeyHeil 1 HOMeHKIaTyp. OnpeaeeHne CpoKOB XpaHEeHHs TOKYMEHTOB U AeJl.
OdopMmieHre KapTOYCK-3aMECTUTEIICH JIena.

[IpoBepka HaTMYUS U COCTOSHUS APXUBHBIX JOKYMEHTOB OpraHU3alliy. BeIABICHNUE TOKYMEHTOB C TIOBPEXICHUSIMU
MaTepHaJbHBIX HOCUTEJICH.

Opranun3zanyst po3bicka HeoOHapyKeHHbIX Ae. OdopmieHne TOKYMEHTAIMH MO PE3yJIbTaTaM MPOBEPKH.

Pa6ota 1o co3naHuio crpaBOYHO-TIOMCKOBBIX CPEACTB apXHBa OPTaHU3ALNH, B TOM YHUCIIE C IPUMEHEHHEM
MHQOPMAIMOHHBIX TEXHOJIOTHH. YdacTre B POPMUPOBAHNN OCHOBHBIX U BCTIOMOTATENLHBIX APXUBHBIX CIIPABOYHUKOB, B
TOM YHCJIE C HCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

CocraBieHue apXUBHOH OMHCH JIeJI TOCTOSHHOTO XpaHeHus. OdopMiieHHe OMUCH JIedT 110 TMYHOMY COCTaBYy.
Odopmienne onucH aei BpeMeHHoro (cBeiiie 10 neT) cpoka XpaHeHusl.

[Touck nHpOpMaK MO 3aPOCy MOJIB30BATEINS, B TOM YHCIIE C UCIOIb30BAHHEM aBTOMATU3UPOBAHHBIX CHCTEM.
VcnonHenne 3ampocoB 10 MOUCKY apXUBHBIX A€ (JOKyMEHTOB) OpraHN3alliH, B TOM YHCJIE C HCIOJIb30BaHHEM
MH(QOPMALIMOHHBIX TEXHOJIOTHH.

Pasnen 4. Oprannzanusi XpaHeHUsi JOKYMEHTOB B apXuBe 100/100
M/IK 02.04. O6ecnieueHne COXpAHHOCTH JOKYMEHTOB 100/100
Tema 4.1. Conep:xanne 40/40
YcaoBusi XxpaHeHust [Ipobnema coxpaHHOCTH TOKYMEHTOB B apxuBax. OCHOBHbBIC IOHATHUS U TEPMHHEI 40
JOKYMEHTOB TpeboBaHus K 37aHUAM U TIOMeNeHHAM apxuBa. O0OpyIoBaHNE apXUBOB

ITonsTHE «PEXKUM XPAHEHUS JOKYMEHTOBY.

CyI1ecTBYOIIHE PEKUMBI XPaHECHUS TOKYMEHTOB

Pasmenienmne nokymeHTOB B apxuBe. Tomorpaduieckue ykazaTeau

[Ipobnema xumieHUs! JOKYMEHTOB, MEPBI 0€30MMaCHOCTH U 3aILUTHI.

Bnusinue nepeMerieHust JOKYMEHTOB Ha UX COXPAaHHOCTb
Tema 4.2. Conepxanne 20/20
IIpoBepka Hasmmumnsa 1 | [IpoBepka HaNW4MA U COCTOSIHUS TOKYMEHTOB B apXHBE 10
COCTOSIHUS Pe3ynbpTaThl NpoOBEpKU HAJIMYHS U COCTOSIHUS TOKYMEHTOB

HOpH,ZLOK pa60TI)I 110 BBIAABJICHUIO HOBpe)KZ[éHHLIX JOKYMCHTOB




JIOKYMEHTOB B

B ToM ymciie mpakTHYeCKUX 3aHATHIT 1 1a00pPaTOPHBIX padoT

10

apxuBax
Cocrapnenue u opopMIIeHHE aKTa TPOBEPKH HAINYUSA U COCTOSHUS JOKYMEHTOB
Cocrasnenue u oopmIileHIE akTa 00 yTpare apXUBHBIX IOKYMEHTOB
Cocrapnenue u opopMIIeHHE aKTa O HEUCTIPABUMBIX TTIOBPEKACHHUAX JOKYMEHTOB
Tema 4.3. Conep:xkanune 20/20
KoncepBauus u [IpoBepka TEXHHYECKOTO H (PUIUKO-XUMHUECKOTO COCTOSHHS apXUBHBIX JIOKYMEHTOB. 20
pecTaBpanust [Ipobnema crapeHus: TOKYMEHTOB, «yracaHue TEKCTa»
JOKYMEHTOB KoncepBauus u pectaBpanys apXuBHBIX TOKYMEHTOB.
CriocoObl BOCIIPOM3BEICHUS M BOCCTAHOBIICHHS JIOKYMEHTOB
Tema 4.4. Conep:xanne 20/20
CoxpaHHOCTH [Ipobnema coxpaHHOCTH IMEKTPOHHBIX TOKYMEHTOB 20
JAOKYMEHTOB XpaHeHne 1 00pabOTKa TOKYMEHTOB Ha CIIEIMAIbHBIX HOCHTEISX
HA CHeHaIbHBIX
HOCHTEJIAX
KBannpukanuoHHbI IK3aMeH 12/0
Bcero 490/478




3. YCJIOBUSA PEAJIM3ALIMU TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00eceYeHn o

Peanmzanuss  y4eOHOM  aucuMIuiMHBl — TpeOyeT Hanmuuusi Kabunera «KaOuner
apXUBOBEJCHU», TabopaTopun «Jlaboparopusi apXUBHOTO Je1ay, OCHAIICHHBIE B COOTBETCTBUU
¢ 00pa3oBaTeNbHON IPOrpaMMOM MO CIEUATbHOCTH.

Obopyoosanue yuebrnoco kabunema.
— CrangaptHas yueOHasi MmeOenb:
— Cron nuchbMEHHEIH;
— Cromnbl yueHUYECKHUE;
- Cryn oucHsIit;
—  Crynbsl y4EHUUYECKUE;
— Jlocka aynuropHas;
- Kadenpa.
Jlemoncmpayuonnoe obopyoosarue u yueOHO-Ha2IsA0OHbLE NOCOOUSL:
—  CreHapl
Obopyodosanue, mexnuueckue cpedcmaa 00yuenus:
- TIK;
— IIpoexrop;
- DkpaH.
IIpoepammmnoe obecneuenue:
1. Desktop School ALNG LicSAPK MVL.
a. Office ProPlus All Lng Lic/SA Pack MVL Partners in Learning
b. Windows 8/
2. NntepHer-Opay3epsl Google Chrome, Firefox.

3.2. UudopmanuonHoe odecriedeHne 00y4YeHust

OcHoBHas JiuTepaTypa

1. Packun, J.W. Meroauka u mpakTUKa apXUBOBEIACHUS: YYCOHHK JUIsI CPEIHETO

npodeccuonanbHoro oopaszosanus / . M. Packun, A. P. CokonoB. — MockBa: U3marenbcTBo
FOpaiit, 2022. — 339 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-02419-7. —
Texcr:  snexktponHsidi  //  OOpazoBarenpHass  1uargopma  FOpait  [caiit]. —

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

JlonoiHUTeIbHAS JTUTEpPaTypa

1. Koznos, B. II. ApxuBoBenenue: yaeOHUK U pakTukyM ais By30B / B. I1. Ko3nos.
— Mocksa: M3garensctBo FOpaiit, 2022. — 329 c. — (Bsiciiee o6pazoBanue). — ISBN 978-5-
534-14066-8. — Tekct: anekTpoHHbI // OOpa3oBatenbHas miatdpopma Opait [caliT]. —
URL.: https://urait.ru/bcode/496661

2. [TaBmoBa, P. C. [lenonpon3BocTBO MO 0OpaIieHusIM Tpaxaad: yaeoHoe mocooune
mist CIIO / P. C. IlaBnoBa. — Cankr-IletepOypr: Jlawp, 2022. — 324 c.: wn. — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-8114-9925-0.

3. [TomoB, A.B. ApxwuBoBenenue. 3apyoOexxkHas Poccuka: ydeOHUK ISl CpEIHETO
npodeccuonanibHOro obpazoBanms / A. B. I[TomoB. — Mocksa: UznarensctBo IOpaiit, 2022, —
168 c. — (IIpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-10240-6. — Texkcr:



AJIIEKTPOHHBIN /l OobpazoBaTenbHas miardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/495214

4, Packun, JI. 1. ApxuBoBenenuwe: ydyeOHuk pns BysoB / JI. W. Packwum,
A. P. CokonoB. — 2-¢ usn., uctp. u aon. — Mocksa: U3narenscTBo FOpaiit, 2022. — 468 ¢. —
(Beicmiee  obpazoBanme). — ISBN 978-5-534-15245-6. — Tekct: 2nekTpoHHBIA //

O6pasoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/497656

o. Xopxopauna, T. . ApxuBHas sBpuctuka: yaeonuk / T. . Xopxopauna, A. B.
[TonoB; mox pex. E. U. ITuBoBapa. — 4-e u3z. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 ¢. —
ISBN 978-5-7281-2497-9. — TekcrT: JIEeKTPOHHBIN. —
URL.: https://znanium.com/catalog/product/1087575

6. [lemenkoBa, C. 1. ApxuBoBenenue. Mcropust apxuBoB Poccum ¢ apeBHEHIINX
BpeMeH J10 Havana XX Beka: yuebHoe nocodue Juisi cpeiHero npodeccuoHanbHOro 00pa3oBaHus
/ C. W. LlemenkoBa; noa HayuHou pemakiueid JI. H. Ma3yp. — Mocksa: M3narensctBo FOpaiit,
2022. — 153 ¢. — (IIpodeccuonansuoe obpazoanue). — ISBN 978-5-534-10241-3. — Tekcr:

AJICKTPOHHBIN /l OO6pa3zoBaTenbHas wiaropma Opaiit [caiiT].—
URL.: https://urait.ru/bcode/495215
1. [llaxomanoBa, O.FO. Oprarmzamusi TOCYIAapCTBEHHBIX yupexaeHui Poccuu:

yuebHoe ocobue i cpeanero nmpodeccuonansuoro oopazosanus / O. FO. IllaxonanoBa. — 2-¢
u31., mepepad. u gom. — Mocka: U3aarensctBo FOpaiit, 2022. — 161 ¢. — (ITpodeccrnonaibHoe
obOpazoBanmue). — ISBN 978-5-534-12448-4. — Tekct: snextponHslii // OOpa3oBaTenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/496292

3.3. Oco0eHHOCTH peaJu3aliu y4eOHOI TUCUUILUINHBI 1/l 00Y4YaIOIIUXCs U3 YHCIa
UHBAJIHAO0B U JIHI C OTPAHUYEHHbIMHU BO3MOKHOCTSIMH 3/10POBbSI

Oprann3anust y4eOHOTO TMpolecca, B TOM YHCIE IMPOMEXKYTOYHOW aTTeCTaluu JJis
CTYJICHTOB HMEIOIIMX OTPAaHUYCHHBIC BO3MOXXHOCTH 3JIOPOBbS M (WJIM) HHBAJIHUJOB
OCYIIECTBIISIETCS C Y4ETOM OCOOCHHOCTEH NX TICUXO()U3UIECKOTO Pa3BUTH S, X WHIMBHyaTbHBIX
BO3MOYKHOCTEH U COCTOSIHUS 370POBBS (Jlasiee - UHANBUIYAIBHBIX 0COOEHHOCTEN).

Co3nanne 6e30apbepHOI Cpejbl HANpaBlIEHO Ha MOTPEOHOCTH CIEAYIOIIUX KaTeTOpHil
UHBAJIUIOB U JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0pOBBS: C HapyIIEHUSIMH 3PEHUS; C
HApYIICHUSIMHU CITyXa; C OTPAHUYCHUEM JIBUTATEIbHBIX ()YHKIIHHA.

IIpenycmoTpeHa BO3MOKHOCTh ~QJIbTEPHATHBHBIX YCTPOWCTB BBOJAa WH(OpMAIUU:
crienuanbHas onepaironHas cucrema Windows, Takas Kak 9KpaHHas KJIABHATypa, C MOMOIIbIO
KOTOPO#l MOXKHO BBOJMTH TEKCT, HacTpauBaTh jaeiictBust WINdOws mpu BBOJIE € MOMOIIBIO
KJIaBUATyphl WO  MbImU. Jlnsg  cnabocnmplmamux — CTYAGHTOB HWMEETCS B HAJIMYHA
3BYKOYCWJIMBAIOIIAs allliapaTypa, MyJIbTHMEIHIHHbBIC CPEJICTBA U BUICOMATECPHAIBI.

OOyuaronmecss WHBAIUIBI, KaK W BCE OCTAIbHBIC CTYIACHTBI, MOTYT OOydYaThCs TIO
UH/IMBUYaJIbHOMY Y4eOHOMY IUIaHy B YCTaHOBJIEHHBIE CPOKHM C Y4Y€TOM OCOOEHHOCTEH W
00pa3oBaTeNbHBIX TOTPEOHOCTEN 00yUaromerocs.

Bes  oOpasoBarenbHas uHGpOpManus, TNpeACTaBlIeHHas Ha O(QUIMAIbHOM caiite
YHUBEPCHTETa, COOTBETCTBYET CTaHAApTy OOECHeueHHs JIOCTYIMHOCTH  WeD-koHTeHTa
(WebContentAccessibility). Be0-koHTEHT QOCTyIeH i HIMPOKOTO Kpyra TOJb30BaTeleld ¢
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0pOBbSl. B yHUBEpCHUTETE yCTaHOBIICHA IUIICH3MOHHAS
nporpamma Website x5 free 10 (mporpaMma 11st OecriiaTHOrO CO37[aHUS CAalTOB).

[Tpr HEOOXOMUMOCTH ISl MPOXOXKICHHS y4eOHOW MPAKTUKH HWMEETCS BO3MOXKHOCTD
co3zaHus pabodero Mecra B yueOHOM KopIyce.

Jlnst i1, WMEIOMIMX OTPaHWYCHHBIE BO3MOXKHOCTH 3/I0pPOBBSI M WHBAIUIOB, 10 HX
KeNaHWIo, pa3paldaTbIBaeTCd WHIMBHUAYaJIbHBINH Y4eOHBIH IJIaH C y4e€TOM OCOOEHHOCTEH HuX
NCUXO(H3UUECKOTO Pa3BUTHS M COCTOSHUS 370pOBbs. MHBaMMABI W JIMIA C OTpaHUYCHHBIMHU


https://urait.ru/bcode/496292

BO3MOXHOCTSIMH 370pPOBBbSI OOECIEeUeHbl MEYaTHBIMH U AJIEKTPOHHBIMH 00pa30BaTEIbHBIMU
pecypcamu B (popmax, alaiTUPOBAHHBIX K OTPAHUYEHUSM UX 310POBbSL.

JUig ocylecTBIAEHHS MPOLENYp TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH U MPOMEKYTOUHOMN
aTTecTallid O0YyYaromMXcs, MPEeIyCMOTPEHO CO3/IaHWE aJanTHPOBAHHBIX (DOHIOB OLIEHOYHBIX
CPEICTB, Ul JIULl C OTPAHUYEHHBIMU BO3MOYKHOCTSMHU 370POBbsI U MHBAJIUAOB, IO3BOJISIOIINX
OLICHUTh JOCTHWKEHHME WMH 3aIUIAHMPOBAHHBIX  pE3yJIbTaTOB OOy4YeHUS U  YpOBEHb
c(OPMHPOBAHHOCTU KOMIIETEHIMH. DOpMa MPOBENEHHs TEKYIIET0 KOHTPOJS YCIIEBAEMOCTH H
MIPOMEKYTOUHOM aTTEeCTalUd MO JIUCUUIUIMHE U1 JUL C OTPAaHUYEHHBIMH BO3MOYKHOCTSIMU
3I0pOBbSI 1 MHBAIMJIOB MOXKET YCTAHABIUBATHCA C YUETOM MHAWBUIYAIbHBIX NCUXO()U3HUECKUX
0coOeHHOCTEl (YCTHO, NHCBMEHHO Ha Oymare, MHCbMEHHO Ha KOMIIblOTepe, B (opme
TeCTUpOoBaHUs U T.I.) IIpu HEOOXOAMMOCTH UM MOXKET OBITh MPETOCTABICHO JIOMOJIHUTEIHLHOE
BpeMs JUIsl IOJATOTOBKM OTBETA HA 3a4eTe.

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUAA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kon m HammeHnoBanue
podeCCHOHATBHBIX
M OOIIMX KOMIICTCHIIHH,
(dopMupyeMBbIX
B paMKax MOZYJIs

Kpurepuu onenku

MeTtonnl oieHKHn

[1K 2.1. OcyuiecTBisTh
KOMIUIEKTOBAaHUE
apXUBHBIMU JI€IaMU
(ToKkyMeHTaMu) apxuBa
OpraHu3aluu

Co3znanue JTOKaIbHbIX HOPMATHUBHBIX
JIOKYMEHTOB M MIPOTOKOJIOB
3aceJaHUM SKCIEPTHOU KOMUCCUH
opranuzanuu. [Iporenenue
JKCNEPTU3bI HEHHOCTU JOKYMEHTOB
OpraHu3aIuy.

AHanum3 1 OlleHKa
peteHuii mpoOIEMHBIX
CUTyalui, npu
BBITIOJTHCHUH
MPAaKTHYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTarus 1o
MPOU3BOACTBEHHOM
MPaKTHUKE; YK3aMEH
KBaJTM(DUKAIIMOHHBIN IO
1M 02

[1K 2.2. Bectn yuér
ApXUBHBIX A€l
(TOKYMEHTOB), B TOM
YHCJIE C UCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

VYy4ét apXuBHBIX J1€1 (JOKYMEHTOB)
MTOCTOSIHHOTO ¥ BPEMEHHOTO
XpaHeHus. YU€T pOHIOB U OMHUCEH
ApPXUBHBIX JeJ (IOKYMEHTOB). YU€T
BBIJJaYM APXUBHBIX JIE]
(TOKYMEHTOB) U3 apXUBOXPAHUIIUIIA
U UX BO3Bpara. YUET U KOHTPOJIb
nepeaadn apXuBHBIX JE
(IOKYyMEHTOB) B TOCYapCTBEHHBII/
MYHUITUATIAIEHBIN apXUB WU HA HHOE
BHEIIHEE XpaHEHHE. YUET U PO3BICK
HeOoOHapYXEHHBIX JIeN
(moxymenTtoB). Benenue nen hboHmoB

TectupoBanue.
Onenka o uroram
BBITIOJTHEHUS
MPAKTUYECKUX PadoT.
3au€tel mo MJIK,
aTTecTanus 1o
MIPOU3BOJICTBEHHON
MIPaKTUKE




1K 2.3. OcyuiecTBisTh
XpaHEHUE apXUBHBIX JIET
(TOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM
XpaHEHHS U TI0 JINYHOMY
COCTaBy B apXHBe
OpraHu3aIu

Coznanue onucei nen (JOKyMEHTOB)
OpraHHU3aIfH MOCTOSHHOTO CPOKa
XpaHEHUs U 110 JIMYHOMY COCTaBYy.
PasmeliieHue apXUBHBIX J€iT
(TOKYMEHTOB) B apXMBHBIX
XPaHWJIHINAX B COOTBETCTBUU C
BBIOPAHHOM CXEMOU KIacCU(pUKAIUN
Y CUCTEMAaTHU3aINU JelT
(moxymenTtoB). Co3nanue u
obecrieueHre PeKUMOB XPAHCHHUS
ApXHUBHBIX A€ (JOKYMEHTOB).
IIpoBepka HaIUUUS U COCTOSTHUS
aApXHUBHBIX A€ (JOKYMEHTOB).
BrisiBnenue u yuér

ApPXHUBHBIX A€ (JOKYMEHTOB),
TPEOYIOIMIUX PECTABPALIMOHHOM,
KOHCEpPBAIlMOHHO-

PO UIAKTUICCKON U TEXHUYECKOM
00paboTtku. [ToaroroBka ycnoBui
TUTSE 00€CTICUCHHSI COXPAHHOCTH
ApPXHUBHBIX eI (JOKYyMEHTOB) B
0COOBII MepUo U Ype3BbIYANHBIX
cutyanusx. OcyliecTBiIeHHe
KOHTPOJIS IBHYKESHUS apXUBHBIX JIETT
(IOKYMEHTOB) U UX (PU3HUECKOTO
cocrosHus. [loaroroska u nepenaya
ApPXHUBHBIX A€ (JOKYMEHTOB)

B TOCY/IapCTBEHHBIN/
MYHHIIUITATBHBIA apXUB WM Ha HHOE
BHEIITHEE XpaHCHUE

AHanus U olleHKa
pelIeHui mpoOIeMHBIX
CUTyalul, Ipu
BBIMIOJTHEHUH
MIPaKTUYECKUX PaloT.
TectupoBanue.
3auétel mo M/IK,
aTTecTalus mno
MIPOU3BOACTBEHHOMN
MPaKTHKE; IK3aMEH
KBaJTH(PHKAIIMOHHBIH 10
M 02

1K 2.4. OcyuiecTBisATh
XpaHEHUeE,
KOMILJIEKTOBAaHUE, YUET U
UCIIOJIb30BaHUE /1T
(ITOKyMEHTOB)
BPEMEHHOI'0 XpaHEeHUs

VYuér onuceit aes1 BpeMEHHOTO
XpaHEHUS CTPYKTYPHBIX
MO/Ipa3IeIeHU OpraHU3alliy B
TPAIUIIMOHHOM U B 3JIEKTPOHHOM
Buje. Cucremarusaius e
(IOKyMEHTOB)

BPEMEHHOT'O XPaHEHUSI, PUHSATHIX
OT CTPYKTYPHBIX MOJIpa3feieHui
OpTaHH3AIHH, JUTS Pa3MEIICHUS B
XpaHWJIHILE apXUBa OPTaHU3AIIHH.
KoHTpOo:Ib BBIJIaUX B OTIEPATHBHOE
MOJIb30BaHUE el (IOKYMEHTOB)
BPEMEHHOTO XPaHEHHUS U MX
Bo3Bpara. [IpoBenenue
9KCIIEPTHU3BI IEHHOCTH JIETT
(IOKYyMEHTOB) BPEMEHHOTO
XpaHEHUS B apXUBE OPTaHHU3AIHIH.
[ToaroroBka nen (IOKyMEHTOB)
BPEMEHHOT'O XPaHEHUS, IIPUHATHIX
OT CTPYKTYPHBIX MOJIpa3fieNieHui, Ha

AHanus 1 oLeHKa
peleHnii mpoOIeMHBIX
CUTyaluu, npu
BBITNIOJTHEHUH
MPaKTUYECKUX PadoT.
TectupoBanue.
3au€tel mo MJIK,
aTTecTanus 1o
MIPOU3BOJICTBEHHON
MIPaKTUKE; IK3aMEH
KBaJIU(DUKAITMOHHBIH 110
IIM 02




yHn4TOXeHue. Co3/laHre aKTOB O
BBIJICTICHUH Ha YHUUYTOXKEHUE JIeTT
(TOKYMEHTOB) BpEMEHHOTO
XpaHEHUs C HCTEKIIUMHU CPOKaMH,
MPHUHATBIX OT CTPYKTYPHBIX
MOJpa3IeJICHUI

IIK 2.5. OcyiiecTBasiTh
UCTIOJI30BaHUE aPXUBHBIX
nen (IOKYMEHTOB), B TOM
YHCIIE C UCTIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

IToanepxka B akTyajlbHOM
COCTOSTHUU JIEKTPOHHBIX
MH(OPMAIIMOHHO-TTIOMCKOBBIX
CUCTEM apXuBa B
JIOKYMEHTHUPOBAHHBIX chepax
JEeSITeIbHOCTH OpraHu3aluu.
CocraBneHue cripaBO4HO-
MTOMCKOBBIX CPEICTB K apXUBHBIM
nenam (JIOKyMEHTaM), yYTEHHBIM B
apXuBe U B JIOKYMEHTUPOBAHHBIX

cdepax AeaTeTbHOCTH OPTaHU3aIlHH.

[TonroroBka OTBETOB Ha 3aIPOCHI
ApXUBHBIX A€ (HIOKYMEHTOB).
[TonroroBka pabOTHI MMOJIL30BATEICH
B YUTAJILHOM 3aJI¢ apXHBa

AHanus U OlleHKa
pereHuii mpoOIEeMHBIX
CUTYalUH, IpU
BBIIIOJTHEHUH
MPAKTHYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecranus 1o
IPOU3BOJICTBEHHON
IIPAKTHKE;

9K3aMeH
KBaJTH(PHKAIIMOHHBIH 10
1M 02

OK 01. Beibupath
CHOCOOBI pelICHHUs 3a71a4
npodeCcCHOHAIbHON
JeSITeIIbHOCTH
MPUMEHHUTEIHHO K
Pa3InYHBIM KOHTEKCTaM

Br16op criocoba pereHus 3amay
poheCCUOHATILHOM JIeATEIILHOCTH
MIPUMEHHUTEIIHLHO K Pa3INIHBIM
KOHTEKCTaM

KoHTpoJsib BeIMOSHEHUS
MPAKTUYECKUX 3aJaHUM.
VY CTHBIN MIIH TECTOBBIN
KOHTPOJIb
TEOPETUUYECKUX 3HAHUH.
AHanus ¥ olleHKa
pelieHnid mpoOIeMHBIX
CUTYaLU.
[TpoBepounbie paboThHI
10 KaXKJI0HU TEME.
ATTecTanus 1o
MPOU3BOACTBEHHOMN
MpPaKTHUKE.

OK 02. Hcnonb3oBaTh
COBpPEMEHHBIE CPEICTBA
MOWCKa, aHaJIN3a U
UHTEPIIPETAINH
uHpopMaLuy, U
nH(pOpMaIMOHHBIE
TEXHOJIOTUH IS
BBITTOJTHEHUS 32,144
npodeccCHoHaANBHOM
JeSITeTbHOCTH

Hcnons30BaHne COBPEMEHHBIX
CpeICTBa IOMCKA, aHAJIN3a U
UHTepHpeTanuu HHPOpMaLuu, u
HCIO0JIb30BaHNE UH(POPMAITMOHHBIX
TEXHOJIOTUH JUIs BBIMOJIHEHUS 3a/1a4
po¢eCCUOHAIBHON JEATETHHOCTH.

KoHTpoJib BRIMOTHEHUS
MIPAKTHYECKUX 3aJaHUM.
VY CTHBIN UM TECTOBBIN
KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.
AHanmmu3 1 olieHKa
pelIeHnui mpoOIeMHBIX
CUTYyallHUi.
[IpoBepounsie paboOTHI
0 KaXXJI0H TeMe.
ATTecTanus 1mo
MPOU3BOACTBEHHOMN
MPaKTHKE.




OK 04. D¢ddexTuBHO

B3aMMOJIENCTBOBATH U

pa6OTaTb B KOJVICKTHUBC 1

KOMaHIC

B3aumoneiictBue u pabota B
KOJIJICKTHBE U KOMaH/Ie

Kontposnb BbinoaHEHUS
MPAKTUYECKUX 3aJaHHI.
Y CTHBIN M TECTOBBIM
KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
Amnanu3 u oleHKa
penieHui mpoOIEeMHBIX
CUTYalLUM.
[TpoBepounbie paboTHI
0 KaXXJ0HU TeMe.
ATTecTanus 1o
MIPOU3BOACTBEHHOMN
MPaKTHKE.

OK 05. Ocy1iecTBisiTh
YCTHYIO U TUCHbMEHHYIO
KOMMYHUKAITUIO Ha

rOCy/IapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢

yu€ToM ocoOeHHOCTEH
COLIMATILHOTO U
KYJIbTYPHOI'O KOHTEKCTa

OcymiecTBiieHUE YCTHON U
MUCbMEHHOM KOMMYHHKAIIUU Ha
rOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®deneparuu ¢ yuétom
0COOCHHOCTEH COIUAIBHOIO U
KYJIbTYPHOTI'O KOHTEKCTa

KoHTpoJsib BeIMOSHEHUS
MPAKTUYECKUX 3aJaHUM.
VY CTHBIN MIIH TECTOBBIN
KOHTPOJIb
TEOPETUUECKUX 3HAHUU.
AHanus ¥ olleHKa
pereHuii mpoOIEMHBIX
CUTYaLHil.
[IpoBepounbie paboThI
10 KaXXJI0U TEME.
ATTecTanus 1mo
MPOU3BOACTBEHHOMN
MPaKTHKE.

OK 09. ITons3oBaThCst
npodecCHOHAIEHON
JIOKYMEHTale Ha
rOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

Hcrnonp3oBanne npodheccHoHaTbHON
JAOKYMCHTAIIMKU HAa TOCYJapCTBECHHOM
Y MHOCTPAHHOM $SI3bIKax

KonTtposb BbIOTHEHUS
MIPAaKTUYECKUX 3aJaHUH.
Y CTHBIN M TECTOBBIN
KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.
AmHanu3 1 oneHka
pelieHui MpoOIEeMHBIX
CUTYallHM.
[IpoBepounsie paboTHI
110 KaXKJIOM TEeMeE.
ATtTtecTanus 1mo
MPOU3BOACTBEHHOMN
MPaKTHKE.

5. ®OHA OUEHOYHbBIX CPEACTB
Bonpocs! k 3auety ¢ ouenkoii mo MJIK. 2.1

A WN P

. Uto Takoe apXuBOBeICHUE?
. Uto Takoe apXUBHOE JeJI0?
. HazoBute 3 ypoBHs opranusaiuu J0KyMEHTOB ApXUBHOTO (DOH/Ia CTPaHbI
. K0 nepemaet 1oKyMeHTBI B CETh TOCYIaPCTBEHHBIX XPAHUIIHIIL?




5. Ilepeuncnure COBpeMEHHBIE MPHU3HAKH OPraHU3AIMM JOKYMEHTOB ApXHMBHOTO (hoHIa

Poccuiickoit ®eneparuu

Ha ckonbko yacreit nenurtcst ApxuBHbIid o PO

ITepeuncnure denepaibHbIE apXUBbI

BenomcTBeHHbBIE apXUBBI TOAPA3JIEISIFOTCS HAa S TPYII, NEPEUUCIUTE UX

Kakue apxuBHble (OHIBI U apXUBHBIE TOKYMEHTBI BXOIAT B HerocynapcTBeHHy0 4acTh

AD

10.3axoHunte (ppasy «IlocrossHHOE XpaHeHue —

11.3axonunte ¢pazy «BpemeHHoe XpaHeHHE —

12.HazoBute ®epepaibHblii 3aKOH, B KOTOPOM MpOpabOTaHbl BCE ONPOCHI OpPraHU3aLUH
apXuBHOI paboThl. B kakoMm rony oH npUHAT

13.HazoBute Tpu camocrostenbHbIX pazaena ®3-125 or 01.10.2004r. «O6 apxuBHOM jene
P®y»: «XpaHeHue U y4yeT apXMBHBIX JOKYMEHTOB», «KOMIUIEKTOBAaHME apXUBOB
ApXUBHBIMH JIOKYMEHTaMM», «J[OCTYIl K apXUBHBIM JOKYMEHTAM U UX MCIIOJIb30BaHUE

14.HazoBute OauH M3 (DaKTOPOB, OMPEIEISIOUINX CIHOCOOHOCTH APXHMBOB MOJHO U TOYHO
YJIOBJIETBOPSTh BCE BO3PACTAOLIYI0 HOTPEOHOCTh B PETPOCHEKTUBHOM HH(OPMAIUH.
(aBTOMaTH3allMM ApXUBHBIX TEXHOJOTUM, OXBATHIBAIOIIMX IPOLIECCH KOMIUIEKTOBAHUS
apXUBHBIX (OHIOB, yyeTa U 00eCreueHUsI UX COXPAHHOCTH, PA0OTHI ¢ HAyYHO-CIIPAaBOYHBIM
anmapaToMm, BBIOJHEHUS! HH(OPMAITMOHHBIX 3aIPOCOB U y4YeTa UCTIONb30BaHuUs (POH/IOB)

15. JaiiTe MOHATHE, YTO TAKOE «APXUBHBIN JOKYMEHT»

16. JlaiiTe MOHATHE, YTO TAKOE «aPXHUB»

17.]J1aiiTe MOHATHE, YTO TAKOE «Y HUKAJIBHBIM JTOKYMEHT»

18.JlaiiTe mOHATHE, YTO TaKOe «IDKCHEPTU3A LIEHHOCTH JOKYMEHTOB

19.HazoBuTe, kakue apXUBHbIE JOKYMEHTBI OTHOCSATCS K FOCY1apCTBEHHON COOCTBEHHOCTH

20. /laiiTe IOHATHE, YTO TAKOE «MYHULIUIIAJILHBIN apXUB»

21.Ha3oBuTe, Kak1e apXUBHbIE JOKYMEHTBI OTHOCATCS K MyHULIMIIAIIBHOW COOCTBEHHOCTH

22.Kak npoucxoauT XxpaHeHue J10KyMeHToB AD PD

23.JIOCTYII K apXHMBHBIM JTOKYMEHTAM U UX UCIIOJIB30BAHUE

24.MOHO 7T TIOJIb30BaThCs A ]

25. TpeGoBanus Ha BbIB03 A/l 3a npenenst PO

26.TpeboBaHus Ha BBO3 APXMBHBIX TOKYMEHTOB Ha Teppuroputo PO

©®~No

Bonpocsl k 3adety ¢ onenkoii mo MJIK .2.2

1. Pa3BuTue apXMBHOMU JeaTenbHOCTH B Poccun

2. 3anaun U GYHKUMHU yupexIeHUH (enepanbHOi apXUBHON CITyKObI

3. Ilomnomouus P®, pecniybnuk B coctaBe PD, kpaeB, o6nacteil, aBTOHOMHOM 00J1aCcTH,
aBTOHOMHBIX OKpPYI'OB, TopoioB MockBbl n CankT-IleTepOypra nmo Bornpocam apXUBHOTO
zena

4. Cucrema rocyJapcTBEHHOH apXuBHOM ciry:x0b1 Poccuu. Komuter no genam apXuBoB MpH
[TpaButensctBe PO (pyHkumu, komnerenuus). Opransl yrpaBieHHUs apXUBaMH
peciyOIMK, aBTOHOMMIA, KpaeB, 00J1acTel, palloHOB, TOPOJIOB

5. IlpuHIMIBI OpraHU3aluy CeTH TOCYAapCTBEHHBIX apXUBOB U LIGHTPOB XPaHEHUS
JOKYMEHTAIIUN U UX KOMIUIeKToBaHue. BaxkHeiime (enepanbHbie rocy1apCcTBEHHbIE
apXUBBI M LIEHTPHI XpaHEHHs TOKyMeHTauuu Poccun

6. 'ocynapcrBenHble apxuBbl PD: Bupl, QyHKIMH, OCHOBHBIE NTPaBHJIa TOCYAAPCTBEHHBIX
apxuBoB. ObecreyeHre COXpaHHOCTH JOKYMEHTAJIbHBIX MaTepHUajIoB

7. OCHOBHBIE PU3HAKU KITACCU(PHUKAIIMU JOKYMEHTOB M OPraHU3alluU CETH TOCAPXUBOB

8. MyHuuumnaigbHble apXuBbl. MyHHIIMIIAbHBIE aPXUBHI HA COBPEMEHHOM JTalle: 3aJauH,
HaIpaBJIEHUS AESITEIBbHOCTH, IPABOBOE MOJI0KEHUE

9. HazoBure 3amaun yupexaenuii @enepanbHoil ApXUBHOMN CITYKOBbI

10.HazoBute dpynkimu PenepanbHoit ApXUBHOM Ci1yKOBI



11.HazoBute rocynapctBeHHble ApXuBbl PO

12.Yto npencrapinser coboit crpykrypa ['AC

13.Yro Takoe rocynapcTBeHHas apxuBHas ciyx06a Poccun

14.YTo BXOIUT B CUCTEMY T'OCYIapCTBEHHOM apXUBHOM City)0bl Poccuu
15.Yem 3anumaercs Pocapxus

16.[TonsiTue «Be1OMCTBEHHBI ApXUB» U €r0 BUJIbI
17.Ilepeuncinure OCHOBHBIE 3aJa4X BEJOMCTBEHHOI'O apXUBa
18.1lepeuncnute GyHKIMN BEJOMCTBEHHOTO apXHBa
19.Ilepeunciure 1paBa BEIOMCTBEHHOI'O apXUBa

20.I1epeuncinTe OTBETCTBEHHOCTh BEIOMCTBEHHOI'O apXUBa
21.HazoBute «OCHOBHBIE TIpaBUIIa pPaOOTHI APXUBOB OPraHU3ALUII
22.COBpEMEHHOE COCTOSIHME BEJOMCTBEHHBIX apXHBOB
23.1lepcnieKTUBEI pa3BUTHUS BEJOMCTBEHHBIX APXUBOB

a ks owneE

© 0N

Bonpocsl k 3auety ¢ ounenkoi mo MJIK .2.3
Kak MOKHO MCTOJIb30BaTh ApXUBHBIE JOKYMEHTBI
HasoBute kpurepnuu oT00pa JOKyMEHTOB JUIS U3AaHHS
Opranu3zanus padboThl YUTAJIBHOTO 3aJia
[TpaBuia paboThl MOJIb30BaTENEH B YUTAIBHBIX 3a1aX
[TpuHIMIIBI BBIABICHUS JOKYMEHTOB Ul n3faHus. OCHOBHbIE KpUTEPUH cOOpa
JIOKYMEHTOB JUIsl U3/IaHUsI
HayuHo-cripaBouHbIii annapar JOKyMEHTaIbHOW MyOIMKauu
Cocranenue oopmieHre U Bbl1aya apXUBHBIX KOIUI U BBIIHUCOK, CIPABOK
Opranu3zanys padoThl YUTAJIBHOTO 3aJia
. IIpaBuiia paboThI 0JIB30BATENEN B UNTAJIBHBIX 3aJ1aX TOCYJApPCTBEHHBIX apXHBOB

10 [Topsinok momycka HccaenoBaTeNel K JOKyMEHTaM
11.I1ops oK BbIIAYM J€JI UCCIIEN0BATEIAM
12.Be1jada 1en BO BpEMEHHOE IT0JIb30BAHNE
13.YcnoBus, CpOKH U NMOPAAOK BO3BpALICHUSA JEIT

o Uk wnNE

& N

9.

Bomnpocsl k 3auery ¢ onenkoii mo MJIK. 2.4
Uem onpenensiercs MOpsI0K PaCIoONOKEHUsI apXUBHBIX (POHOB B apXUBE
Kto yrBepxaaer miaH (cxemy) pa3MeleHHst apXuBHBIX (pOHI0B?
TpeboBaHMs K apXUBOXPAHUITHIILY
HopmatuBHBIE pesKUMBI XpaHEHHUST apXUBHBIX JOKYMEHTOB. [IpOTHBOIIOKAPHBIH PeKUM
HopmatuBHBIE peXUMBI XpaHEHUS! ApXUBHBIX TOKYMEHTOB. OXpaHHBINA PEXKUM.
HopmatuBHBIE peXMMBI XpaHEHHS apXUBHBIX JIOKYMEHTOB. TemrepaTypHO-BIaKHBIH
pexXUM
HopmatuBHBIE pesKUMBI XpaHEHHUST apXUBHBIX JOKYMEHTOB. CBETOBOM peKHM

. HOpMaTI/IBHHe PCKUMBI XpAaHCHUS APXHUBHBIX JOKYMCHTOB. CaHI/ITapHO'FI/IFI/ICHI/I‘{eCKI/Iﬁ

PEXUM
YeMm 000pyAYIOTCS apXUBOXPAHUITHILE?

10.Hopm ycTaHOBKH cTelaxei u mkadoB B apXHUBOXPAHUITUIIE

KomiuieKT 01lleHOYHBIX CPeICTB sl IPOMEKYTOYHOI aTTecTanuu B popme

KBAJIH(PHUKALUOHHOIO0 3K3aMeHa mo I1TM.2



Teopernueckue 3axanus

1.ITonatue 06 yuyere nokymeHtoB A® P®. PermameHT rocyJapCcTBEHHOTO ydeTa TOKYMEHTOB
Apxusnoro ®onna Poccuiickoit deneparuu

2.0cOo0CHHOCTH CHUCTEMBI yueTa apXMBHBIX JIOKYMEHTOB: LEHTpAJIM3aLUs, MPEEeMCTBEHHOCTD,
JUHAMUYHOCTh.. HOpMaTUBHBIE aKThl, PErJAMEHTHUPYIOUIME YYET AapXUBHBIX JOKYMEHTOB.
[TepcnieKTHBBI COBEPIICHCTBOBAHMS yueTa JOKYMEHTOB B apXHMBaX, My3esiX, ONOIHOTEKaX.
3.0Opranuzanus ydéra apXuBHBIX JTOKYMEHTOB (COCTaBlIEHHE YYETHBIX JOKYMEHTOB B ApXUBE.
Oranbl yuéTa apXUBHBIX JOKYMEHTOB.

4 BHyTpeHHue  y4€THbIE  JOKYMEHTbl  apxuBa.  JIOKYMEHTBl  LIEHTPAJIU30BAHHOTO
rOCYJapCTBEHHOTO yuéTa B Pa3IMYHBIX apXuBax. KHUTM MOCTYIICHNS U BBIOBITHS JOKYMEHTOB.
Cnucok donaos. Jluct donma. [eno dhonna.

5.ApxuBHag onuchk. [lacnmopr apxmBa opranusauuu. [lacmopT rocynapCTBEHHOIO apxuBa.
Kaprouka ¢onna. CBenenust 06 u3sMeHeHuu B coctaBe U 00béMe (HoH10B. CBeeHHS O COCTOSHUN
JIOKYMEHTOB OpPTaHU3alUi - ICTOYHUKOB KOMIJIEKTOBAHUS

6.CuctemMa yYeTHBIX JOKYMEHTOB apxuBa. CoOCTaB YYETHBIX JOKYMEHTOB M CIPAaBOYHHKOB.
TpeboBaHMs K YUETHBIM JIOKyMEHTaM

7.Y4eT NoCTYIUICHUS U BBIOBITHUS JOKYMEHTOB. YYeT YHHUKAIbHBIX, 0CO00 [IEHHBIX TOKYMEHTOB U
Komuii cTpaxoBoro (onmaa. ['ocynapcTBEeHHBIN peecTp YHUKAIbHBIX JOKYMEHTOB

8.0co0eHHOCTH yueTa TOKYMEHTOB, HMEIOIIUX B O(DOPMIICHUU APArOleHHOCTH. YUYET CeKPETHBIX
U PacCEKpEUYEHHBIX aPXUBHBIX IOKYMEHTOB. YUET apXUBHBIX JOKYMEHTOB I10 JIMYHOMY COCTaBY.
Y4éT apXUBHBIX JOKYMEHTOB, HAXOAAIIUXCS B YaCTHOW COOCTBEHHOCTH, MIPUHSATHIX 11O JOTOBOPY
Ha XpaHEHHE B apXUB.

9.Yuér komnuil apxXuBHBIX JOKYMEHTOB Ha MpaBaxX MOJJIMHHUKOB.YYE€T JIUCTOB B Jelie,
¢doToO0TIIEUaTKOB B aJIbOOME, €IMHULl XPAaHEHUS B COCTaBE YUETHBIX €IMHULl ayJAUBH3yaJIbHBIX
JIOKYMEHTOB. Y4€T cTpaxoBoro (ouaa u poHga moip3oBaremns

10.Equaune! yueTa apXuBHBIX JTOKYMEHTOB Bbijjaua apXUBHBIX JOKYMEHTOB.

11.B3auMOCBs3b ¥ B3aMMOJOIOJIHAEMOCTh YUETHBIX JOKYMEHTOB M CIPAaBOYHMKOB. DOHIOBBIE
KaTaJoru. ApXUBHBIN mHAQp.

12.0061ue TpeGoBaHMs K BbIau€ apXUBHBIX TOKYMEHTOB. CpOKH BBIAUM apXUBHBIX TOKYMEHTOB.
Odopmienune Bbjaun apXUBHBIX JOKYMEHTOB. Bbigaua ¢onma monbp3oBarens. Beimaua onuceit
JeJ1, JOKYMEHTOB

13.KoHTpoJIb COXPaHHOCTH BBIJAHHBIX apXUBHBIX JOKyMEHTOB [IpoBepka Hamu4Msi U COCTOSHUS
nen

14. TpancnopTupoBKa M TNEpEMEIIEHHE apXUBHBIX JOKYMEHTOB. OdopmiieHne BpEMEHHOTO
BbiBo3a A®D PO 3a pyOex. Bo3BpalieHune apXuBHBIX [OKYMEHTOB B apXHBOXPAHUIHUIIE.
Opranuzanys paboThl M0 MPOBEPKE HATUYUS U COCTOSHUS apXUBHBIX JOKyMeHTOB. [lopsinok u
NEPUOANYHOCTD NPOBEPOK. IIpoBepka cocTosgHus nemn.

15.Yuér ¢usndeckoro M TEXHHUYECKOTO COCTOSHUSI apXUBHBIX JIOKYMEHTOB. IIpoBepka
TEXHHYECKOTO U (UBUKO-XUMHUUYECKOTO COCTOSIHHMSI apXHBHBIX JIOKYMEHTOB. BEbIsBiIeHHE
ApXUBHBIX JIOKYMEHTOB C TMOBPEXKJICHUSMU MAaT€pUAIbHBIX HOCUTENEeW M TekcToB. Dusmko-
XUMHUYECKast U TEXHUUYECKas 00paboTKa apXUBHBIX JOKYMEHTOB

16.ITpo6nema 0Ge30MaCHOCTH apXWUBOB M COXPAHHOCTH JOKYMEHTOB. OCHOBBI oOecredeHus
(U3UKO-XMMHYECKON COXPAHHOCTH apXWBHBIX JIOKYMEHTOB. Pa3melieHue apXuBHBIX (JOHIOB B
apXMBOXpaHWINIIAX.

17.HopmaTuBHBIE YCIOBUS XpaHEHHsI apXUBHBIX JOKYMEHTOB. TpeOOBaHHMS K 3JaHUSAM,
MOMeIeHUsIM. PexxnMbl XpaHeHHs TOKYyMEHTOB

18.ConepxaHrie 1 OCHOBHBIE IIPOLIECCHI TEXHOJIOTMM XPaHEHUs AOKYMEHTOB. buosiormueckue,
XUMHUYECKHE U (pr3nueckrue pakTopbl pa3pylleHus: T0KyMeHTOB. CxeMa pa3MelIeHUs] apXUBHBIX
¢onnoB. Ha3zHaueHMe M OCOOEHHOCTH IMOCTEJIAKHBIX M TMO(MOHIOBBIX TOMOTPapUUECKUX
ykazareseid. TpaHCHOpTHPOBKA U MEPEMENIEHNE APXUBHBIX IOKYMEHTOB.



19.06ecnieuenne 6€30MaCHOCTH XpaHEHUsI apXUBHBIX JOKyMeHTOB. Co31aHue cTpaxoBoro Gpoxaa
apXUBHBIX JOKYMEeHTOB KoHcepBaius 1 pectaBpalusi apxUBHbIX JOKYMEHTOB

20.Mepbl 110 00ECTIEYEHUIO TTOKAPHON 0€30MaCHOCTH U MPEIOTBPAILICHUIO BO3ACHCTBHS BHEIIHUX
paspywmatromux ¢aktopoB. OOecneueHHe COXPAaHHOCTH [JOKYMEHTOB IIpU 4Ype3BbIUailHbIX
00CTOSITENBCTBAX

21.BiusHue HaydYHO-TEXHMYECKOIO Iporpecca Ha oOeclnedeHue UIMTeNbHOH — (hu3HKo-
XUMHYECKON COXPAaHHOCTH aPXUBHBIX JOKYMEHTOB.

22 MukpoduiabMUpoBaHUe, KCEPOKONMMPOBAHUE U JIpyrue (popMbl COXpaHEHHMs] UHPOpPMALUU B
COBpPEMEHHBIX ycioBUsAX. COBpeMEHHbIE MaTepuaibl JUIsl CO3AAaHUS JOKYMEHTOB U CIIOCOOBI
ocnalieHus BHEIIHUX (PaKTOPOB paspylIeHHs JOKYMEHTa

23.Jleno3utapHoe XpaHeHUue NOKYMEHTOB ApxuBHOTO (oHIa PD B OCHOBHBIX BEJOMCTBEHHBIX
apxuBax ¥ CleLHAIN3UPOBAHHbBIX BEJOMCTBEHHBIX apXUBHbIX (oHIax PD.

24 Cneuudurka JETMO3UTAPHOTO XPAHEHUS M HUCHOJIB30BAHUS ApPXMBHBIX JIOKYMEHTOB,
00pa3yIoLIMXCs B JIEATEIBHOCTH OCHOBHBIX BEJIOMCTBEHHBIX apXMBOB M CIIEUATIN3UPOBAHHBIX
BEJIOMCTBEHHBIX apXuBHbIX (oHIOB P®. Jlemo3urtapHoe XpaHeHHE U JEHCTBYIOIIEE
3aKOHOJATEIbCTBO

HpaKTuquRne 3aJJaHUuA

1.0dopmitenne macmopra apxuBa OpraHu3aIuy.

2.0¢dopmiieHne KHUTH MOCTYIUICHHS U BHIOBITHS TOKYMEHTOB.

3.0dopmiienue mucra GoHaa, ohopMIleHUE KapTOUYKH QOHA.

4.0dopmiieHne arcTa-3aBepUTEIIs OMHICH.

5.0dopmiteHre BHYTpEHHEW OMUCH Jena, 0(hOPMIICHUE JTUCTA-3aBEPUTEIIS JeTa.
6.0dopmiieHue NMCTa KCIONB30BAHUS JOKYMEHTOB, O(QOpMIICHHE KapThl-3aMECTHTENs Jela
(loxymeHTa).

7. IlonmmBka qokyMeHTOB B aeno. Odopmienue nena Gpoumaa.

8.Pabora ¢ mmaHoM (CXeMo¥) pa3MelICHHs ApXUBHBIX (POHIOB B APXUBOXPAHUITHIIIC.
9.0dopmiteHre KypHajaa TeMIepaTypHO-BIQKHOCTHOTO PEKUMa B apXUBOXPAHUIIHLIIE.
10.Pacyer konn4ecTBa OTHETYIIUTENEH B apXUBOXPAHUIIUIIIE.

11.PaGota c miaaHoM (cxeMoif) 3BaKyallii apXUBHBIX JOKYMEHTOB U3 apXMBOXPaHUJIHILA.
12.0¢dopmnenune nacnopra apxuBa OpraHU3aIHUH.

13.0¢dopmieHne KHUTY TOCTYIUIEHUS U BBIOBITHS JOKYMEHTOB.

14.0dopmneHue aucTa-3aBEpUTENSI OMUCH.

15.0¢opmnenne BHyTpeHHEH onucH Jena, opopMIIeHHE JIHCTa-3aBepuTens Jena.
16.0¢dopmieHne aucTa HUCIONB30BAHUS JTOKYMEHTOB, O(QOpPMIIEHHE KapThbl-3aMECTHUTENs Jella
(TokymeHTa).

17.IToammBka 10KyMeHTOB B Aeno. Ogopmienue aena GpoHaa.

18.PaboTa ¢ mimanom (cxemoi) pa3MenieHus: apXuBHBIX (DOHIOB B apXHUBOXPAHIIIUIILIE.
19.0¢dopmienune xypHaia TeMIepaTypHO-BIaKHOCTHOTO PEXUMa B apXUBOXPAaHIIIUIIIE.
20.Pacuer konu4ecTBa OTHETYIIUTENEH B apXUBOXPAHUITHUIIIE.

21.Pabota c naaHoM (CXeMOif) IBaKyaIlii apXUBHBIX JIOKYyMEHTOB U3 apXHBOXPAHMIIHUINA.
22.0¢opmieHre KHUTH TOCTYIUIEHUS! U BBIOBITHS TOKYMEHTOB.

23.0¢opmnenue nucta Gponaa, ohopmiieHne KapTouKu GoHIA.

24.0dopmieHue TrCcTa-3aBEPUTEINSI OTTHUCH.



CocraB nporpammuoro odecnedenusi (II0), coBpeMmeHHBIX MPO(ecCHOHATBHBIX 023 JAHHBIX

B/I u nundopmanmonno-cnpaBounbie cucrem (MCC) (2024 r.)

1. Ilepeyens 110

Tabnuya 1

Nenm | HaumenoBanue 110 [IpousBoauTens Cnoco6 pacrnpocTpaHeHHs

/m (ruyenzuonnoe unu
c60600HO
pacnpocmparsiemoe)

1 OneparnoHHas cucrema | WTware JIuuen3uonHoe

TOHKUX KianentoB WTware

2 Windows server 2008 Microsoft JIMIIEH3UOHHOE

3 Microsoft office 2010/2013 | Microsoft JIMICH3HOHHOE

4 Windows 7 Pro Microsoft JIMIIEH3UOHHOE

9) MyTestXPro MyTestX Jluuensnonnoe

6 Windows server 2012 Microsoft JIMICH3HOHHOE

7 Windows 8.1 Microsoft JluneHsnonHoe

8 Windows 10 Pro Microsoft JIuneH3nonnoe

9 Dr. Web Dr. Web JluneHsnonHoe

10 | Kacnepckwmii JlabopaTopus CBoOoaHo

Kacnepckoro pacnpocTpaHseMoe

11 | Adobe Acrobat Reader 9 Adobe Systems JIuieH3nOHHOE

12 Zoom Zoom CB00OIHO
pacrpocTpaHsiemMoe

13 | Discord Discord CB00OIHO
pacnpocTpaHseMoe




