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1. OBIIASI XAPAKTEPUCTHKA AJIAIITUPOBAHHOM PABOYEM
MNPOI'PAMMBI MIPO®ECCHUOHAJBHOI'O MOJYJISI/ YYEBHON
JAUCHUIIINHBI «IIM 01 BpinoJiHeHre padoT 1Mo J0JKHOCTH
ciayskamero 20190 ApxuBapuyc»

1.1. O6a1acTh NPUMEHEHUS ATANTHPOBAHHON MPOTrPaMMBbI

AnanTupoBaHHasi TporpamMma y4eOHOW JHUCIMIUIMHBI SIBISIETCS YacCThIO
a/JIalITUPOBAHHOM 00pa30BaTEIbHON MPOrPaMMBbl MPOPECCUOHATIBHOTO 00yUYEHUS.

Pa3paboTtana B COOTBETCTBUU C OCOOBIMH 00OpPA30BATEIbHBIMU MMOTPEOHOCTAMHU
MHBAJIUJIOB U JIMI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3710poBbs (manee — OB3) ¢
Y4eTOM OCOOEHHOCTEH WX TMCUXO(U3UUECKOTO pa3BUTUA U HWHIUBUAYATbHBIX
BO3MO>KHOCTEM.

Pabouas mporpamma y4eOHON NUCIMIUIMHBI HAMpaBlieHA HA WHIUBUYAIbHYIO
KOPPEKIMIO y4eOHBIX W KOMMYHUKAaTUBHBIX YMEHUH U  CIIOCOOCTBYIOIIAS
COLIMAJBbHOW M MNPO(ECCHOHANBHOM afanTaluyd OOYyYarolIMXCS HWHBAJIUAOB U
oOyyarolmuxcsi € OrpaHUYEHHBIMH BO3MOYKHOCTSMM  3JI0pOBbsl  (HApyILIECHUS
WHTEIJIEKTA).

OOyuvaromuecs U3 4YMClIa MHBAJIWIAOB W JIML C  OTPaHUYEHHBIMU
BO3MOXKHOCTSIMH ~ 3JI0POBbS - 9TO OOydJaroImimecs, WMEIOIIee HapyIIeHUs
TICUXOJIOTHYECKUX, CEHCOPHBIX, S3BIKOBBIX M PEUYEBBIX (PYHKIIMHA, TIOATBEPKICHHBIC
MICUXO0JIOTO-MEAMKO-TIEJarOTUYECKO KOMUCCHUEH M TPENATCTBYIOIIME MOJYUYEHUIO
oOpa3oBaHus 0€3 co3MaHus CIEeIMATBHBIX YCI0BHiA. Bece 00ydaronmecs CIbITHIBAIOT
B TOM WIM HMHON CTENEHH BBIPAXKCHHbIC 3aTPyIHEHHS B YCBOCHHMM Y4EeOHBIX
MPOrpaMM B CBSI3H:

obyuarowuecs ¢ HapyuieHueM UHmMesleKma

1. mcuxo0J10ruYecKUMM 0COOEHHOCTSIMH:

- HEJIOpPa3BUTHE I03HABATEJbHBIX MHTEPECOB M CHIKEHUE IMO3HABATEIbHOU
aKTUBHOCTH,

- HCAOPAa3BUTOC CIIOBCCHO-JIOTHYICCKOC 1 a6CTpaKTHOC MBIIJICHUC,
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- CHHPKEHHAsl aKTUBHOCTh MBICIUTEIILHOM €S TeIbHOCTH,

- 3aMeJIJICHHAsI CKOPOCTh MpreMa HH(pOopMaIlu,

- KpaTKOBPEMEHHAs MaMsTh,

- HEyCTOMYMBOE BHUMAHHUE,

- HEJOpa3BUTHUE PEUEBOU NIESITEIBHOCTH, BCIEIACTBHE ITOTO 3aTPYAHEHUS B
BOCIPOU3BEACHUH CIIOBECHOTO MaTepuaia.

2. IUYHOCTHBIMHA 0COOEHHOCTSAMM

- Hepa3BUTAas YMOIMOHAILHO-BOJIEBas cdepa,

- 3aHM)KEHHAs! CaMOOIICHKa,

- HEJIOCTaTOYHBIN CAMOKOHTPOJIb,

- cJ1a00CTh COOCTBEHHBIX HAMEPEHHU, O0JIbIIIasi BHYIIAEMOCTb,

- OTCYTCTBUE MHUIIMATUBBI U CAMOCTOSITEIILHOCTH,

- BCIIBUIBYMBOCTD U arPECCUBHOCTb,

- COMPOTHUBIICHUE HOBOMY U HEU3BECTHOMY,

- yacTas CMEHa HaCTPOCHUS.

3. moBeJIeHYeCKUMH 0COOEHHOCTSIMU

- BBICOKAasi KOH(JIUKTHOCT®,

- HEaJICKBaTHBIC TTOBEICHYECKUE PEAKIINH,

- crnabas  MOTHUBHPOBAHHOCTH K  MEXKIMYHOCTHBIM  KOHTaKTaM
00ycaBIMBAETCS HE3PEOCTHIO COIMAIBLHBIX MOTHBOB WM HEPA3BUTOCTHIO HABHIKOB
OOLIeHHSI 00YJarOIINXCSI.

1.2. TpeOoBaHus K pe3yabTATaM OCBOCHMS AUCIUIIIAHBI

C menbro OBJIAJICHUS YKa3aHHBIM BHJIOM MPOQECCHOHAIBHON JEATEILHOCTH H
COOTBETCTBYIOIUMH MPO(HECCUOHATHFHBIMU KOMIETEHITUSAMU O0YYaIONUHCS B XOJIE
OCBOEHHMS MPO(HECCUOHATBHOTO MOJTYJIS TOJIKEH:

HMETb HpaKTI/I‘IeCKI/Iﬁ OIIBIT.

Kop HaunmenoBanue pe3ysbrara 00y4yeHus

[10 1 | OcymecTBienus paboT MO BEACHUIO ApXUBHOTO JIeNIa HA MPEANPUITUU

yMeTh:

Kop HauMeHoBaHue pe3yabTaTra 00y4eHHs




Vi

[IpuHuMaeT, OTIpaBiseT, YYUTHIBAET ACJIOBYIO JOKyMeHTaluto. [IpoBepser
NPaBUIBLHOCTH 0(OPMIICHUS TOKYMEHTOB.

V2 | Opranusyer XxpaHeHHME M OOECHEYMBAET COXPAHHOCTb JIOKYMEHTOB,

MTOCTYNHBIIHUX B aPXHUB.
3HATH:
Kop HaumenoBaHue pe3ysibTara 00y4yeHus

30 1 | HOpMaTUBHBIE IPABOBHIE AKTHI, MOJOKEHUS, UHCTPYKLUH, IPYTHE
PYKOBOJAIIME MATEPUAIIBI M JOKYMEHTHI 110 BEJICHUIO JOKYMEHTAIMOHHOTO
oOecrieueHus AesTENbHOCTA OPraHu3ali U apXUBHOTO JIeia Ha
MPEANPUATUN

3H2 | mOpSAOK IPUEMA U CIAYU TOKYMEHTOB B ApPXUB, UX XPAHEHUE U IIOJIb30BAHUE
UMH

3H3 | HOPSOK COCTaBIIEHUS ONMMCAHUM JTOKYMEHTOB IIOCTOSHHOIO U BPEMEHHOTO
XpaHEHUs U aKTOB 00 YHUUTOKEHUU JOKYMEHTOB

384 | nopsaok opopMIIEHHMs 1€ U UX MOATOTOBKH K XPAaHEHUIO U UCIOJIb30BaHUIO

3H S | NOPSIAOK BEACHUS yU€Ta U COCTABJIEHUSI OTYETHOCTH

1.3. ®opmMbI KOHTPOJIA
DK3aMeEH.

1.4. PexoMeHayeMoOe KOJMYECTBO YACOB HA OCBOEHHE AaNITHPOBAHHOMH

nmporpaMmbl TUCHUAIIJIMHBI

Buj yueOHoii 1esiTeIbHOCTH O0bem yacoB
MakcumainbHast yueOHasi Harpy3ka (Bcero) 2388
OO6s3arenbHas ayquTopHas yueOHast Harpy3ka (BCero) 2268
VY4yebHas npakTHUKa 1200
[Tpon3BoiCTBEHHAS TPAKTHKA 828
CamocrosTenbHas paboTa cTyeHTa (BCero): 120
Wrorosas arrecranus B popMme (ykas3arb) DK3aMeH




2. CTPYKTYPA U COJAEP)KAHUE AJAIITUPOBAHHOI YYEBHOM JUCIUTIINHBI

2.1. O0beM yueOHOM QMCHUILUIMHBI M BHAbI Y4€0HO padoThI

Koani HaumeHoBaHus pa3ieioB Bcero yacos O0BeM BpeMeHH, OTBeIeHHBII HA 0CBOEHHE Ilpakxmuxka
npodeccHoHATBLHBIX npo¢ecCHOHAIBLHOTO MOTY I (maxc. yuebnas MEKTUCHUTIHHAPHOTO Kypca (KypcoB)
KOMIIeTeHIH i HazpysKa u Oobsi3aTtenbHas aynurtopuas | CamocrosiTeabHast Yueonas, | Ilpouseoocmeennasn,
npaKmuxu) yuyeOHas Harpy3Ka pa6ora 4acoB uacos
o0yualomerocst odyualomerocs, (ecru mpegycMOTpeHa
Bcero, B T.4. 9acoB paccpenoToueHHas
4acoB JaadopaTopHbIe TPaKTHKa)
padoTsl U
NpaKkTHYECKHe
3aHATHS,
4acoB
1 2 3 4 5 6 7 8
K 1.1.-TIK 1.3. | Pa3gen 1. TexHoJiorusi BeieHust 816 64 40 32 720 He npenycmotpero
ACJI0NMPOU3BOACTBA.
K 1.1.-TIK 1.5. Paznen 2. Opranu3anus 1572 176 100 88 480 He npenycmotpero
apPXMBHOI'0 XpaHEHUS
AOKYMCHTOB
TIIK 1.1.-TIIK 1.5. I[IpousBoacTBeHHASI MPAKTHKA, 9aCOB 828 828
Bcezo: 2388 240 | 140 | 120 | 1200 828




2.2. TemaTH4eCKHil IJIAH U coJep:KaHMe alanTUPOBaHHOM yueOHoil tucuuniaudbl Ol 01 Oxpana Tpyaa

HanmeHnoBanme
pasiesos
Conep:xanue y4ye0OHOro MaTepuaJa, J1adopaTopHbie padoThl M MPAKTHYECKUE
npogdeccuoHaJIbLHOT0 Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAasI padoTa o0y4yalouuxcs, KypcoBasi padora (poeKT) (eciu
moxayas (IIM), 4yacoB 0CBOCHMUS
npeoycmMompeHul)
MEKTUCHUTITHHAPHBIX
kypcoB (MJIK) u Ttem
1 2 3 4
Paznen 1. Texnosnorus
BeAeHHS 816
JAeJI0NPOU3BOACTBA.
M/IK.01.01.
JoxkymMeHTalIMOHHOE
olecmeyeHue 64
AesiTeJIbHOCTH
OpraHu3anuu.
Conepxanue
Joxymentooboport. [loToku qokyMeHTOB (BXodiue, co3aaBaemsbie). O0bemM 2
1. | mokymeHnToo00poTa. YUét 006EMa JOKYMEHTOOO0POTA. Y CKOpPEHHE 1
Tema 1.1. IIpaBunia - P s P P
JJOKYMEHTO0000pOTa.
OpraHu3anuu
JlabopaTopHbie padoThl
AOKYMEHT0000poTa. 1 He
' MPEeLYCMOTPEHO
IIpakTnyeckue 3aHsATHSA
1. | Pacnpenenenue npeacTaBIeHHON JOKYMEHTAIIUU HA MOTOKH JOKYMEHTOB. 2
2. | Onpenenenne o0beMa TOKYMEHTOO00POTA.
Conepxanue
T 1210 Oramnbl JoKkyMeHToo0opoTa. [Ipuem u nepBoHavdaipbHas 00pabOTKa MOCTyHaromen 2
ema 1.2. [Ipuem
p 1. | xoppecnonaennuu. [IpoBepka npaBuabHOCTH AOcTaBKU. Ciyyau OCTaBICHHS U 1
NMOCTYNAKIIUX
ocTynaro YHUYTOXXEHUS KOHBepTa. OTMETKA O MOCTYIJICHUH JJOKYMEHTA B YUPEKICHHE.
JOKYMEHTOB
JlaboparopHblie padoThI He
1. \ MPETYCMOTPEHO
IlpakTnyeckune 3aHATHS 4
1. | IpousBoacTBO mpreMa ¥ MepBOHAYATBHOI 0GPAGOTKH JOKYMEHTOB.
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HauMenoBanue

pa31eI0B Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKIM CUMITHHAPHBIX
kypcoB (MJIK) u Ttem
Conep:kanue
Perucrpupyembie n HeperucTpupyeMbie T0KyMeHTHI. [lepenaua qoKkyMeHTOB 5
Tema 1.3. O0padoTka 1. PYKOBOJHUTEIIIO U JOJKHOCTHBIM JIMLaM. Pe3ysbTaTel pacCMOTpEHUS JOKYMEHTA. 1
MOCTYNAKIIUX Cpoku pacCMOTPEHHUSI TOKYMEHTOB.
AOKYMEHTOB. JlaGopaTopHbie padoThI He
1. \ MPEyCMOTPEHO
IlpakTH4yecKkue 3aHATHSA
1 OrnpenenieHne perucTpUupyeMbIX U HEPETUCTPUPYEMBIX JOKYMEHTOB. PaccmoTpenue 2
JIOKYMEHTA.
Conepxanue
Tema 1.4. Perncrpamua | 1. Perucrparnus. Dransl peructpanuu J0KyMeHTOB. [[puHIUN peructpanun 2 1
JIOKYMEHTOB. ] AOKYNICHITOB.
abopaTopHble padoThI He
1. \ MIPEAYCMOTPEHO
IIpakTHYeckne 3aHATHS 5
1. \ Perucrpaiust JOKyMEHTOB.
Conepxanue 1
Tema 1.5. Uanexcauus 1. ‘ Nunexcanms. CocraB nHaekca. MHaekcanus Ipuka3oB M0 JUYHOMY COCTaBY. 1
AOKYMEHTOB. JlaGopaTopHble padoThl He
1. \ MPEyCMOTPEHO
IIpakTHYecKHe 3aHATHA 1
1. ‘ NHpekcanusi JOKYMEHTOB.
Tema 1.6. Kaprounas | Coaep:kanue
¢popma perucrpanun [TpeumytiectBo KapTouHOi (hopmbl peructparuu. Coaep:kaHue perucTparioHHON 2
JTOKYMEHTOB. 1. | xaprouku. Tunosbsie GOPMBI PETUCTPALIMOHHBIX KapTouek (popmar AS u A6). 1
[TpaBuiia 3amoIHeHUs PETUCTPAMOHHBIX KapTouek. Co3nanne 6aHKa TaHHBIX.
JlaGopaTopHbie padoThI He




HauMenoBanue

a3/esIoB
pas Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
moayas (IIM), 4yacoB 0CBOCHMUS
npeoycmompeHul)
MEKIM CUMITHHAPHBIX
kypcoB (MJIK) u Ttem
1. \ MIPELyCMOTPEHO
IIpakTnyeckue 3aHATHSA
1. | Peructpanus JOKyMEHTOB ¢ MOMOIIbIO KapTouyek. Co3gaHue OaHKa JaHHBIX. 4
2. | Opopmiienne kapTouek peructpanuu ¢ momorbo MKT.
Conep:kanue
Henocrarku xxypHanbpHO# Gpopmbl. @opma )KypHaIa peTUCTPALIMHA MOCTYMAIOIINX
JoKyMeHTOB. DopMa KypHasa perucTpaliuy OTIPaBIseMbIX T BHYTPEHHUX 2
Tema 1.7. Kypuanonas | 1. M b P b P P TP 1
NOoKyMeHTOB. Dopma KypHajia perucTpaliy JOKYMEHTOB ¢ Tpu(OM OTpaHUYCHUS
¢opma perucrpanuu
JIOCTYIA K IOKYMEHTY.
JAOKYMEHTOB.
JlabopaTopHbie padoThl He
1. \ MPEyCMOTPEHO
IIpakTHYecKHe 3aHATHA
1 Peructpanus JOKyMEHTOB B )KypHaJlax perucTpanuu. 4
" | Odopmnenue xxypHana peructpaiuu ¢ nomomnisio MKT.
Conepxanue
Oranbl 00pabOTKH OTHPABIAEMBIX TOKYMEHTOB: COCTaBIIEHUE MPOEKTa YePHOBHKA
JIOKYMEHTa, BU3MPOBAHUE IPOEKTa JOKYMEHTA, PeIaKTUPOBAaHUE TEKCTA JOKYMEHTA, 2
T LS. I 1. | moamuch pyKOBOAMTENS, pErHCTpaIlis TOKYMEHTOB, OTIIPaBKa JOKYMEHTA aJipecary 1
Mma 1.8. SA0K
¢ Opsio Y TIOJIIIMBKA KOMHH K Jieny. PaboTa ¢ BHyTpeHHUMHU JokyMeHTamu. [lopsiiok
NPOXOKIEHUSs
poX0xA BEJICHUS KapTOTEKH YUeTa MPOXOKAEHUS JOKYMEHTAIbHBIX MaTEPUAJIOB.
€03/1aBaeMbIX
JlaboparopHbie padoThI He
JAOKYMEHTOB.
1. \ IIPEyCMOTPEHO
IIpakTHYecKHe 3aHATHA
CocraBieHre npoekTa Y4epHOBHKA JIOKYMEHTA, BUSHPOBaHHUE NPOEKTa TOKYMEHTa,
pEeAaKTUPOBAHUE TEKCTA JOKYMEHTA, MOJMKUCH PYKOBOAMUTENSA, PETUCTPALIUs 4

JIOKYMEHTOB, OTIIPaBKa JJOKYMEHTA aJpecaTy v MOAIMNUBKa Kormuu K aeny. Co3gaHue
KapTOTEKU y4eTa MPOXOKACHHS TOKYMEHTAJIbHBIX MATEPUAJIOB.
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HauMenoBanue

pa31eI0B Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKIM CUMITHHAPHBIX
kypcoB (MJIK) u Ttem
O6paboTka moxkymeHToB ¢ momoisio MKT.
Conep:kanue
Tema 1.9. Kontpouts 1 Buast kouTpOIIS (KOIijOJII) IO CYILIECTBY PELIEHMSI BOIIPOCa, KOHTPOJIb CPOKOB 1 1
WCIIOJTHEHUS 3aJJaHHi).
3aperucTpHpOBANHLIX JlaGopaTopHble padoThbl He
JOKYMEHTOB.
1. \ MIPEAYCMOTPEHO
IlpakTHyecKkue 3aHATHSA
1 [TpocTaBieHne OTMETKH O KOHTPOJIE B COOTBETCTBUU CO CPOKAMU UCIIOJTHEHUS 1
JIOKYMEHTOB.
Conepxanue
Hcuncnenune cpoka UCTIOMHEHUS. BUIBI CPOKOB MCTIONTHEHUS (TUTIOBBIE, 1
Tema 1.10. Cpok 1. | uaguBuayansHbie). OnpeneraeHue IpoJoKUTEIFHOCTH CPOKA UCTIOTHEHUS 1
HCIOJTHEHUS JIOKYMEHTA.
JOKYMEHTOB. JlaGopaTopHble paGoThI He
1. \ IIPElyCMOTPEHO
IIpakTnyeckue 3aHsATHSA
1 Omnpenenenue NpoaoKUTEIFHOCTHA CPOKa UCIIONIHEHUS JoKkyMeHTa. [IpocTraBnenue 1
" | orMeTKH 00 UCTIOTHEHHH.
Conep:kanue
CucremaTtu3aius ael, odecreunBaroias ObICTpPhIi MOUCK JokyMeHToB. [Touck
Tema 1.11. JIOKYMEHTOB TI0 COAEPKaHMIO U BUJaM. Pacnipenenenre u rpynnupoBKa 1
Homenkaartypa geJ. 1. | ucmONHEHHBIX JOKYMEHTOB B Jena. HoMeHkIaTypa el Kak cxema MOCTPOCHHUS 1
CIIPABOYHOM KapTOTEKH HA UCIIOJTHEHHBIM TOKyMeHT. HomeHkmarypa nen kak
Y4ETHBIN JOKYMEHT B apXUBE.
JlaboparopHbie padoThI He
1. \ MPETYyCMOTPEHO
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HauMenoBanue

a3/esIoB
pas Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
moayas (IIM), 4yacoB 0CBOCHMUS
npeoycmompeHul)
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem
IIpakTnyeckune 3aHsATHS 1
1. \ [Touck TOKyMEHTOB C MOMOIIBI0 YYETHONU TOKYMEHTAIUH.
Conep:kanue
NunuBunyanbHbie HOMEHKIATYPHI Aeil. [I[puMepHbie HOMEHKIIATYphI Aeil. TUoBbie 2
Tema 1.12. Buasbl 1. | Homenkmnatypsl aen. HomenknaTypa en ctpykTypHoro noapasaenenus. CBoaHast 1
HOMEHKJIATYP Jiel. HOMEHKJIaTypa JIejl.
JlaboparopHblie padoThI He
1. \ MIPEAYCMOTPEHO
IIpakTHYecKkne 3aHATHS
2
1. | Opopmenne HoMeHKIaTYp A€ ¢ nomompbio MKT.
T 113 Coaepixanue
ema 1.13.
p 1 [TocnenoBaTeabHOCTh PACTIONOKEHHS TOKYMEHTOB B Jiej€ (BOIPOCHO-JIOTHYECKas, 1 1
acnoJIoKeHue .
XpOHOJIOTHYeCcKas, ajdaBUTHAs, HyMepaIlmoHHas).
MaTepHuaJ OB BHYTPH
ena JlaGopaTopHbie padoThI He
aeaa. 1. \ PETyCMOTPEHO
IlpakTHYeckne 3aHATHS 1
1. | Pasmelnenue JOKyMEHTOB B JIENIO.
Conep:kanue
T 114 [TocnenoBareabHOCTh CUCTEMATU3ALMH TIOKYMEHTOB BHYTpH Jiena. CucreMaruzanus
ma 1.14.
C ¢ 1 | PACTIOPATHTETLHBIX TOKYMEHTOB. Cucremaru3zanus nepenucku. CucreMaTusarus 1 1
HcreMaTH3auus . . . .
1 . MpeJIOKEHUH, 3asIBICHUH, jkano0. CucrtemaTu3amus OTYETHBIX JOKYMEHTOB.
OT/AeJbHBIX KATeropuit
CuctemaTu3anusi JUIEBHIX CUCTOB.
OKYMEHTOB.
AOKY JlabopaTopHbie padoThl He
1. \ MPETyCMOTPEHO
IlpakTnyeckune 3aHATHS 1
1. ‘ CucremaTu3zaius JTOKYMEHTOB BHYTPH JIeJa.
Tema 1.15. PabGora ¢ Conep:xaHue 2
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HauMenoBanue

pasIeIon Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem
0(puCHOM TeXHUKOM. 1. ‘ Bunel oducHoii rexuuku. Texnuka 0e3onacHoctu npu padote Ha [1K. 1
JlaGopaTopHble padoThbl He
1. | IPEyCMOTPEHO
IIpakTHyeckue 3aHATHA 10
1. | Ipumenenne ouCHOI TEXHHKH IPU pabOTe C A€TOBBIMH JOKYMEHTAMI.
CamocrosiTeibHas padoTa npu usydyenun pasaesaa [IM 1.
1. IlogroroBka gokIan0B U pedeparon
2. O630p UHTEPHET-CANTOB
IIpumepHasi TeMaTHKa BHeayJUTOPHOI CaMOCTOSITeIbHOI padoThI
[Topsi0K IPOXOKIEHUS CO3/1aBAEMbIX JOKYMEHTOB. 32
KoHTpo:b ucnonuenus J0KyMEHTOB.
ITpaBun BeeHHsI KAPTOTEKHU.
Homenxknarypa aen kak BUA JOKYMEHTA.
OducHas TeXHHUKA B COBPEMEHHON OpraHu3altu.
Y4yeOHasi npaKkTHKA
Buas1 pador
- 00paboTka MOCTYMAIOUINX, UCXOSAIINX U BHYTPEHHUX TOKYMEHTOB;
- odopmIleHHE PETUCTPAIIMOHHBIX KaPTOUEK U CO3/laHne OaHKa JaHHBIX; 790
- BeJEHHE KapTOTEKU yueTa MPOX0XKIECHUS JOKYMEHTAIbHBIX MaTepUasoB;
- peructpanms U MHJEKCaIMs MOCTYIMAOIINX, UCXOASAIINX U BHYTPEHHUX JIOKYMEHTOB ;
- cocTaBiIeHHE U 0(pOpMIIEHHE HOMEHKIIATyphI JIeT;
- (hopMupoBaHue U OpOIIIOPOBKA JIEJa.
IIpousBoacrBenHas npakTuka (0112 CI10 — (1o npodpuiiio cnenuajibHOCTH)
Buasi pador He
- MPEeyCMOTPEHO
Pa3nen 2. Opranusanus 1572
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HauMenoBanue

pa31eI0B Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem
apXMBHOI'O XpaHEeHUs!
AOKYMEHTOB
MIK.02.01. ApxuBHOe 176
AeJ10
Tema 2.1. Conep:kanue
IIpaBoBbIe OCHOBBI [TonsiTue apxuBa. ApXMBHOE NPAaBO U ApPXHUBHOE 3aKOHOJIaTEJIbCTBO.
peryJiupoBaHus 1 OcHoBbl 3akoHoaaTenbcTBa PO 06 ApxuBHoM donne PO u apxuax. 12 1
apxXuBHOI1 cdepbl " | OcHoBHEbIe noNoxkeHust DeaepanbHOro 3akoHa «O0 apxuBHOM neie B Poccuiickoit
®Denepanun» No 125-D3 ot 22.10.2004. DTHYECKUN KOJCKC apXUBUCTA.
JlaGopaTopHble paGoThl
1. |
IIpakTHYecKHe 3aHATHA
CemuHap «ApxuBHOE 3aKoHOAATENbCTBO PD Ha coBpeMeHHOM JTarey 12
1. | AHanmu3 PTHYECKOTO KO/IeKCca apXHUBHCTA
Pemenne cutyallmoHHBIX 3a7a4
Tema 2.2. Conepxanue
Opranusanus [TonsiTre opranu3anuu 10KyMeHTOB ApxuBHOro ¢ponna Poccuiickoit @enepanuu. 8
AOKyMeHTOB ApxuBHoro | 1. | Kpurepun opranuzanuu 1okymeHToB B Poccuiickoit denepanuu. 1
¢ponna PO donmoobpazoBanue. Kinaccubukarus, cuctemMaTu3anus TOKyMEHTOB
JlabopaTopHblie padoThl
1. |
IIpakTuyeckue 3aHsATHSA
1 CemuHnap «Opranuzanus J0KyMeHTOB ApxuBHOTO poHmga PDy» 6
" | CoctaBnenue cxembl ApxuBHbiii ®ong PO
Tema 2.3. Conepxanue
KomiuiekroBanue 1 [TonsiTre u conepkaHnue KOMIUIEKTOBAaHUS apXuBa. VICTOUHUKN KOMILJIEKTOBaHHUSI. 1
apxuBa " | Opranmzanus koMmiuiekToBanus. [lonroroBka aena K nepegaye B apXuB.
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HanmeHnoBanme
pasiesos
npogdeccuoHAIBLHOT0
moayas (IIM),
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem

Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
npeoycmompeHul)

O0beMm
yacoB

YpoBeHb
O0CBOEHUS

| TpeboBanus k apxusHOMY feiy. [lepeniaua Jena B apXus.

10

JlaGopaTopHble padoThbl

1. |

HpaKanecmle 3aHATHUSA

Cemunap «Opranu3zanus rnepeadu J1eja B apXuB»

Hymepanus 1ucToB apXuBHOIO 1ena

[IpommBka nena

Odopmienune BHYTpEHHEH OMUCH Jenna

Odopmienue nucTa-3aBepuTens aena

Ananuz opopmiieHus Aena, TOArOTOBICHHOTO K apXUBHOMY XPaHEHUIO.
®opMHpOBaHUE Jie1a B COOTBETCTBUM C HOMEHKJIATYpOu JIed U cUcTeMaTh3aluuen
JIOKYMEHTOB BHYTPH Jieja

18

Tema 2.4.
JKCnepTU3a HEHHOCTH
JOKYMEHTOB

Conepxanue

[TonsiTve SKCIIEPTU3BI HEHHOCTU JOKYMEHTOB. 3a/1a4M U JTaIbl IKCIEPTU3BI.
OkcnepTHas Komuccus. Kpurepun skcnepTussl HEHHOCTH JOKYMEHTOB:
HPOMCXOXKACHUS, COIEPIKaHMs, BHEIIHUX 0COOeHHOCTEeH TokyMeHTa. [lonsTue
9KCIIEPTU3bI LEHHOCTU JOKYMEHTOB 10 niepedHsiM. COBpeMEeHHbIE CUCTEMBI
nepeuHeit 1okyMeHToB. CTpykTypa nepedtst. CriocoObl rpynmupOBKH YUpeKACHUI
B CXEMe€ MepeyHsl.

JlabopaTopHbie padoThl

1. |

IIpakTHYecKHe 3aHATHA

CemuHap «JKcnepTu3a HEHHOCTH JOKYMEHTOB Ha COBPEMEHHOM 3Tare
CocraBieHre OMKUCH Je]l TOCTOSTHHOTO U BpeMeHHOTO (cBbitne 10 neT) XxpaneHus
CocraBiieHue J1MCTa ONMKCH AJIEKTPOHHBIX TOKYMEHTOB IOCTOSIHHOT'O XpaHEHUS
PemieHne cuTyanimoOHHBIX 3a/1a4 MO SKCIEPTH3€ EHHOCTH JTOKYMEHTOB

12

Tema 2.5.

Conep:kanue

16
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HauMenoBanue

pa31eI0B Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKIUCHUIINHAPHBIX
kypcoB (MJIK) u Ttem
Yuer 10KyMEHTOB [TonsTue ydera nokymeHToB. Opranuzanus yyera J0KyMEHTOB ApXUBHOIO (JOHJa
ApxuBHoOro ¢ponga P@ P®. CocraBnienne y4eTHbIX JOKYMEHTOB B apXUBE. YUeT 3JIEKTPOHHBIX
JOKYMEHTOB. [Iopsiiok BeleH!sI OCHOBHBIX YYETHBIX JOKYMEHTOB. KHura yuera
MOCTYIUICHUS ¥ BBIOBITHA JOKyMeHTOB. Crincok GonmoB. Jluct ¢ponma. Onucu ae. 1
Peectp onuceii. Jleno ponma. Yuer gen u JOKyMEHTOB, HaXOASAIINUXCS HA
JENI03UTApHOM XpaHEeHUU. BeneHre yueTHbIx 0a3 JaHHBIX, B TOM UUCIIE
JJIEKTPOHHBIX.
JlaGopaTopHble padoThI
1. |
IIpakTnyeckue 3aHATHSA
Cemunap «YueT 10KyMeHTOB ApxuBHOro ¢onaa PDO»
3anojiHeHUe KHUTH y4eTa MOCTYIUICHU U BBIOBITHS T0KyMeHTOB. OdopmiieHune
nucta Gouaa 12
Odopmnenue kapTouku GoHIa
Odopmnenue crrcka GpoHIOB
3anonHeHue JaHHbIX B 2JIEKTPOHHOU 0a3e apxuBa
Tema 2.6. Conepxanue
HayuHno-cnpaBouHblii Cucrema HCA k apxuBHbIM oKymMeHTaM. [IoHATHE apXUBHOIO CIIPAaBOYHMKA.
annapar (HCA) k CrpyKTypa apXUBHBIX CIIPaBOYHUKOB. ONHCH J1e]1 U TOKYMEHTOB. [IpaBuna
AOKYMEHTaM APXHBHOI0 COCTaBJIEHUS U OPOPMIICHUS
¢ponna PO Karamoru u Be1oOMCTBEHHbIE KAPTOTEKH. BUIbI apXUBHBIX KaTaJOrOB. 8
VYkazarenu. [TonsTue apxuBHoro ykasarens. OCHOBHBIE BH/IbI yKa3aTeneil. O630psl 1

apXuBHBIX JoKyMeHTOB. [lonstre. Cucrema noctpoeHust o03opa
Hcropuyeckas cupaska. [lonstue. Conepxanue ucropuu ¢ponga. Copepxanue
ucropun ponmooOpazoBaress

Aptomatusuposansbiii HCA apxusa

JlaboparopHblie padoThI
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HauMenoBanue

pa31eI0B Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKIUCHUIINHAPHBIX
kypcoB (MJIK) u Ttem
1. |
IIpakTnyeckue 3aHATHSA
CocraBieHne apXUBHOM HCTOPUYECKON CITPaBKU
1 CemuHap «HayuHo-cIipaBOUHBIH armapar B apXUBe» 8
" | Cemunap «KaranoxHasi KapTOuKa»
CocTaBieHHEe KaTal0XHOW KapTOUKU
Tema 2.7. Conep:kanue
Hcnosab3oBanue ITonsiTHE MCITONB30BaHUs JOKYMEHTOB apxuBa. HanpasineHus ncnonb30BaHus
JOKYMEHTOB apXHBa apXMBHBIX JOKYMEHTOB. Llenu ncrnonb30BaHus apXUBHBIX JTOKYMEHTOB
HcnonHeHue 3apocoB rpakaaH U OpraHu3aliil COIMaIbHO-TIPaBOBOT0 XapaKkTepa.
ApxuBHas cripaBKka. ApXxuBHas Konus. ApXvBHasi BBIITUCKA
Pabora ynransHoro 3ana apxusa. [lonarue unransHoro 3ana. [lopsnok paboTsl B 8
1. | uuranbHOM 3aie. Bbiaua gen BO BpeMEHHOE MOJIb30BaHUE. 1
@®opMBI MACCOBOIO UCIOJIB30BAHUSI apXUBHBIX JOKYMeHTOB. [loHsTHE, cConepkaHne
(bopM MaccoBOT0 MCIOJIb30BaHUsI APXUBHBIX JOKYMEHTOB
VY4er ncnosib30BaHus apXUBHBIX JOKYMEHTOB. Llenu ydyera u ucnoiab3oBaHUsS
apXUBHBIX JOKYMEHTOB. [IepBHYHbIE TOKYMEHTHI BEAOMCTBEHHOI'O apXHBa.
Bropuunas o6o6maromast napopmanms. AHATUTAYECKHE 0030PbI
JlabopaTopHbie padoThl
1. |
IIpakTuyeckue 3aHsATHSA
3anojHEeHNe KapTOUKHU MOJIb30BaTENs
3anoiHeHue KypHalla perUCTpallii MOCEIeHUH MMOJIb30BaTEIsIMU YNTAIBHOTO 3a1a
Odopmitenne apXuBHOU KOUU 20

Odopmienune apxuBHON BBITUCKH
OdopmiteHne apXuBHOU CIPaBKU
3anonHeHue KypHajla peTUCTPallii BbIITAHHBIX KOMH, BBIIICOK, CIPABOK,
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HauMenoBanue

pasIeIon Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
Mozyst (TIM), 3aHATHS, CAMOCTOSITeIbHAS padoTa o0yuyaromuxcs, Kypcopasi padbora (IIpoeKr) (eciu 4ACOB OCBOCHMSE
npeoycmompeHul)
MEKIM CUMITHHAPHBIX
kypcoB (MJIK) u Ttem
TEMAaTUYECKUX MaTE€pPUaJIOB.
Opranu3anus BbICTaBKU
Tema 2.8. Conep:kanue
Opranuszanus padoTsl Coznanue apxuBa opranuzauuu. [inanupoanue paboThl M OTYETHOCTH apXUBA.
apxuBa KoHTpouib 3a cocTOsSSHUEM XpaHEHUS JOKYMEHTOB U UX OpraHU3alue B
1 | ZCTOTIPON3BONCTBE CTPYKTYPHBIX nojpasiesieHuil. Beimonnenue miatHeix padboT u 8 1
YCIIYT.
[Tpuem u nepenava JOKYMEHTOB IpU cMeHe pykoBoauTens. [lopsanok npuema-
nepeavn JOKYMEHTa IPHU peopraHu3aliu.
JlaGopaTopHble paGoThI
1. |
IIpakTHYecKHe 3aHATHSA
Cocrasnenue miana padboTsl
1 CocraBiieHue aKkTa npueMa-rnepeaadyu Npyu CMEHe PYKOBOJIUTENS apXHBa. 12
" | 3anosHEHUE KapTOUKH y4yeTa paboThl C OpraHu3anuen
Odopmnenne nepedHs MIaTHBIX paboT u yciyr apxusa ¢ nomotbio MKT
CamocrosiTe/ibHasi padoTa npu usydenuu pasaena [IM 1.
Nzydenue u koHciekTupoBanue denepansHoro 3akoHa «O06 apxuBHoM fene B Poccuiickoit @eneparmm» Ne 125-D3 ot
22.10.2004.
O030p UHTEPHET-CAITOB MO APXUBHOMY /1Ty
[ToaroroBka npe3eHTanuit
IToaroroska IOKJIaIOB 88

IIpuMepHast TeMaTHKa BHEAyAUTOPHON CAMOCTOATEIbLHON padoThl
ApXHMBHOE 3aKOHO/IATENBCTBO.
Opranm3anus padOThl apXUBa.
KomMiuiexkToBanue apxruBos.
TexXHOTPOHHBIE APXUBHI,
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HanmeHnoBanme
pasiesos
npogdeccuoHAIBLHOT0
moayas (IIM),
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem

Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
npeoycmompeHul)

O0beMm
yacoB

YpoBeHb
O0CBOEHUS

DNEeKTPOHHBIE APXUBHI,

@®opMBbI MACCOBOI'O UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB
IIepconan apxuga.

OTYEeTHOCTh B apXUBE.

[1naHpl ¥ IaHUPOBaHUE B apXUBE.

Apxussl B CoBpemeHHol Poccun.

Y4yeOHasi npakTUKA

Buasbi pador

- [Ipumenenne KT B paboTe B npodeccnoHaIbHOM 1eATeIbHOCTH.
- (hopMupoBaHHE JET IOCTOSHHOTO CPOKA XPAHEHHS,

- (hopMupoOBaHME JTUYHBIX J€JT 17151 XpaHEHMS,;

- COCTaBJICHUE KPATKOTO MepeyHst (PEruCTPallMOHHBI HOMEP U JaTa PEeruCTPaIii) JOKYMEHTOB, BKIIIOYSHHBIX B JIEJIO;
- oopMIIeHHE OOJIOKKH JIeNa;

- MHAEKCaIus JIe,

- (hopMupoBaHue aena;

- TOJIIMBKA WJIH TIEPETUIET JIeNa;

- HyMepalus JIUCTOB B JIETIE;

- COCTaBJIEHHUE JINCTA-3aBEPUTEIIS;

- TOJIIMBKA JOKYMEHTOB C YU€TOM BO3MOXXHOCTH YTE€HUS TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIOIMNA Ha HUX;
- COCTaBJICHUE aKTa IpHUeMa-Tepeauu e B apXuB

- COCTaBJICHUE apXUBHOM OMUCH /e,

- OTIMCaHue JOKYMEHTHOW WH(POPMAIINY Ha KaTAIOKHBIX KapTOUKax;
- HCTOJIB30BAHUE JEKTPOHHOTO JOKYMEHTO000pOTa

- COCTaBJICHUE OMHUCH JIeJ TIOCTOSTHHOTO XPaHEHUS;

- COCTaBJIEHUE OIIUCHU €Nl BpeMEHHOTO0 (cBbliie 10 1eT) XpaHeHus

- 0TOOp TOKYMEHTOB K YHHUUTOXXEHUIO;

- o(pOpMIICHHE aKTa O BBIJCICHUH JOKYMEHTOB K YHHUTOXCHHIO;

- IOPSA0K IPOBEICHUS SKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB.

480
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HanmeHnoBanme
pasiesos
Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
moayas (IIM), 4yacoB 0CBOCHMUS
npeoycmompeHul)
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem
IIpousBoacrBenHas npakTuka (02 CI10 — (o npoduiio cnenuajibHOCTH)
Bunabi pador
- O3HaKOMIIEHHUE C MPEATNPUATUEM U OPTraHU3AUOHHON TEXHUKOM.
- [loaroroBka paboyero mecra apxuBapuyca B COOTBETCTBUHM C HOpPMaMU OpraHU3alMM TpyJa.
- [Ipumenenne UKT B pabote B mpodeccroHanbHON AESITETbHOCTH.
- - popMupoBaHUE [1E]T TOCTOSTHHOTO CPOKA XPAHEHUS;
- (hopmupoBaHUE TUYHBIX [N JUIS XPAaHEHUS;
- COCTaBJIEHUE KPATKOTO MepeyHs (perucTpallioOHHbI HOMEP | J1aTa PErUCTPaIlii) JOKYMEHTOB, BKIFOUYEHHBIX B JIEJI0;
- ohopmIteHHE OOJIOKKH J1eIa;
- HCII0JIb30BaHUE aBTOMAaTU3UPOBAHHON NH(OPMALIMOHHO-TTOMCKOBON cucteMbl AD PD
- UHJIeKcalus Je;
- popMupoBaHue aena;
- MPOBEpKa MOAIINBKY WU NIEpETieTa Jena;
- IPOBEpPKA HyMepaIuu JINCTOB B JIEIIE; 828

- COCTaBJICHUE JINCTA-3aBEPUTEILS;

- IO/IILIMBKA IOKYMEHTOB C Y4€TOM BO3MOKHOCTH UTEHMsSI TEKCTA BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIOLUI Ha HUX;
- COCTaBJICHUE aKTa NpUeMa-Tiepejau Jell B apXuB

- IpUEM - Tiepeiada el U JOKYMEHTOB Ha XpaHEHHUE;

- COCTaBJIEHUE apXUBHOM OIMCH JIET;

- BBISIBJIEHHE U OTOOpP JOKYMEHTHOM MH(OpMAaLUKY 1Ji KaTaJoru3aluu;
- ONMCaHue JOKYMEHTHOM HH(pOpMAaLUK Ha KaTal0KHBIX KapTOUKax;

- HCIOJIb30BAHUE JIEKTPOHHOTO JOKYyMEHTOO000pOTa

- COCTaBJIEHUE OIHCH €1 IOCTOSTHHOTO XPAaHEHUS;

- COCTaBJICHUE OIUCH JIEN 110 JINYHOMY COCTaBY;

- COCTaBJIEHUE OIIUCHU el BpeMEHHOTO0 (cBbliie 10 1eT) XpaHeHus

- 0TOOp TOKYMEHTOB K YHHUUTOXKEHUIO;

- opopMIICHHE aKTa O BBIJCIICHIUH JOKYMEHTOB K YHUUTOKEHUIO;

- o(popMIIEHHE TPUEMO-CAATOYHBIX HAKJIAIHBIX;
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HauMenoBanue

a3/esIoB
pas Conep:kanue y4ye0OHOro MaTepuaa, JadopaTopHbie padoThl M MPAKTHYECKHE
npogdeccuoHAIBLHOT0 Oo0bem YpoBeHb
3aHATHS, CAMOCTOSITeIbHAsI padoTa o0y4yalouuxcs, KypcoBasi padora (IpoeKT) (eciu
moayas (IIM), 4yacoB 0CBOCHMUS
npeoycmompeHul)
MEKTUCHUTITUHAPHBIX
kypcoB (MJIK) u Ttem
- ydacTue B IPOBEACHUH IKCIIEPTU3bI HIEHHOCTU JOKYMEHTOB;
- 0(hOpMJICHHE PE3YJILTATOB IKCIIEPTU3HI IICHHOCTH JOKYMEHTOB
Bcero 2388
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3. YCJIOBUMS PEAJIM3AIIMM AJATITUPOBAHHOI MTPOTPAMMBI
YYEBHOM JUCHUATLIMHBI

3.1. TpebOoBanussi K MHHUMAJBHOMY MATEPHAIbHO-TEXHHYECKOMY
o0ecnmeYeHnIo

Peanmzamus agantupoBaHHOW mporpammbl [IM TpeOyeT Hamu4wsi CHEIHATBHO
000pyIOBaHHOTO(BIX) C YU4ETOM MOTPEOHOCTEH JUI] ¢ OTPAaHHMYECHHBIMUA BO3MOKHOCTSIMH
3JIOPOBBSI:

VYyebHoro kabuHeTa 1 pabourx MECT KaOMHeTa:

—  JIoKyMEHTaIlMOHHOTO 0OECIICUeHHS YIIPABICHUS

Macrepckoii(ux) u pabounx MEeCT MaCTEPCKOM:
- He npenycmoTpeno

JlabopaTopuu u paboynx MecT JabopaTOpuUu:
- VYyebHas KaHUETAPUS
= ApXHUBOBEICHUSA

TexHudeckue cpeacTra 00yIeHUS:

- KOMIUTIEKT Y4eOHO - METOIMYECKON JOKYMCHTAIIHH;

- TOCAI0YHBIE MECTA MO0 KOJMYECTBY 00yUaIONTNXCS;

- pabouee MecTo mperoaaBaTes;

- HarJsiAHbIe TocoOus (00pasiibl CITyKEOHBIX JOKYMEHTOB).

Peanuzanmst  pabGoueit  mporpammbl  [IM  mpenmonaraet — 00s3aTeNbHYIO
IPOU3BOJICTBEHHYIO MIPAKTHUKY.

O6opynoBaHKE M TEXHOJOTHUECKOE OCHAIIICHUE Pa00UNX MECT:

- KOMIUTIEKT Y4EOHO - METOIMYECKON JOKYMCHTAIIHH;

- opranuzarmonHas texuuka (11K, mpunrtep, dakc, kcepokc, ckanep);

- cei( 1 XpaHEeHHs TOKYMEHTOB 110 IWYHOMY COCTaBY;

- KaHICJSIPCKUE TPUHAUICKHOCTH (OKypHAJIbI PETHCTpAIldU, TETPaad, PYYKH,
KapaHJaIlx, JJUHEHKH, CKOPOCITUBATEIH, JTBIPOKOJIBI, KaIbKYJISITOPBI, OymMara pa3JIndHbIX
dopmaros (A4, A5, A3), daiinsl, nena).

3.2. UudopmanuonHoe odecnevyeHne 00yueHust
OcCHOBHbIC HCTOYHUKH:
[lepeuenb pexkoMeHAyeMbIX Yy4eOHBIX u3AaHuii, HHTepHeT-pecypcos,
JOTIOJIHUTEIIbHOW JINTEPATYPHI:

OCHOBHBIC HCTOYHUKH
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Jlig mpenogaBarenei

HopmaTuBHO-TIpaBOBBIE aKThI:

1. Koncturynus Poccutickont @eneparuu ot 12.12.1993.

2. TpymoBoni  komekc  Poccuiickor  ®enepaumu. Yacte  mepsas.
®enepanbHbiii 3akoH oT 30 mekadpst 2001 r. Ne 197 — @3 (¢ mocienyomumMu
U3MEHEHHUSIMU U JIOTIOJIHEHUSIMHU ).

3. @®enepanpHblii 3ak0H PD ot 22 okta0ps 2004 1. Nel25-d3 «O06
apxuBHOM Jene B Poccuiickoit denepauun» (¢ MOCAEAYIOIIMMH HW3MEHEHUSAMU U
JOTIOJIHEHUSIMU )

4, @®enepanpHblii 3akoH P® «OO0 wuHdopmanuu, uHbopMaTH3zauud U
3amure uHbopmarmm» oT 20 despans 1995 r., Ne 24 — O3 (c mocieayOmMUMH
M3MeHeHusIMU U jonojHeHusiMu)  [locraHoBnenue — mpaBurenbctBa  «OO0
YHOPSIIOYEHUH U3TOTOBIICHUS, UCIIOIb30BAHUS, XPAHEHUS U YHUUTOKECHUS MI€eUaTen u
6mankoB ¢ uzobpaxkenuem ['ocympapcrBenHoro repdba P®» ot 27 nekabps 1995 r; No
1268 (c mocneayomuM U3MEHEHUSIMU U JTOTIOJTHEHUSIMU )

5. [Tonoxenue 006 ApxuBHoMm ¢oune PD. VrBepxkaeno VYkazom
IIpesunenta ot 17 mapra 1994 r.; Ne 552. (c mocienyrolluMU HW3MEHEHUSMHU U
JOTIOJTHCHUSIMHA ).

6. [Tonoxenue o denepanbHOil apxuBHOM ciykOe Poccuu. YTBepxkneHo
[TocranoBnennem IlpaBurensctBa P® ot 28 pgexadps 1998 r.; Ne 1562(c
MOCJIETYIOLMMHU U3MEHEHUSMU U AOTIOJTHEHUSMHU ).

1. ITocranosnenne CoBera MunuctpoB — [IpaBurenbctBa PO «O nopsake
BEJIOMCTBEHHOT'O XpPaHEHHUSI IOKYMEHTOB U OpPraHU3alMK UX B JEIONPOU3BOICTBE» OT
3 mapta 1993 r.; Ne 191(c nocnenyommnumMu U3MEHEHUSIMU U JOTOJHEHUSIMHA ).

8. [ToctanoBnenne IlpaBurensctBa P® «OO0 yrBepxkaeHun IlpaBun
JIENONIPOU3BOACTBA B  (helepaIbHBIX OpraHaX WCIHOJHUTEIBLHOM BIACTH» OT
15.06.2009 Ne 477(c nocneayronuMu U3MEHEHUSIMUA U JIOTTOJTHEHUSIMMU ).

9. IlpaBuna opraHd3aluyd XpaHEHUs, KOMIUIEKTOBaHUsS, yd4eTa U
MCIIOJIb30BaHUsl TOKYMEHTOB ApxuBHOTO (hoHaa Poccuiickoit denepaumu u Ipyrux
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APXHUBHBIX JOKYMCHTOB B I'OCYyAdapCTBCHHBIX W MYHUIUIIAJIBHBIX apXWBAX, MY3CiAX U

6ubnmnorekax, opranuzanusix Poccuiickoit akagemun Hayk, 2009r.

OCHOBHbBIE HCTOYHUKHU:

1. AnekceeBa E.B. ApxuBoBenenue. YueoHoe mzaanue. [locobus mis cp.
npod. oOpazoBanus., 3 U31., A0I. - M.: u3aat. neHTp «Axkagemus», 2005

2.  AnekceeBa E.B. u np. ApxuBoBenenHue: Y4eOHUK s Had. Mpod.
O6pazoBanus: Yueb. Ilocobue nmms cpen. Ilpod. Obpazosanus/ E.B. Anekceena,
JLII. AdanacweBa, E.M. bypoga; Ilog pen. B.II. Ko3nosa. — M.: IIpopO6pH3aar,
2005

3. OcHoBHBIE TpaBUjia pabOThl apxWBOB opranuzanuid. OnoO0peHbl
pemiennem Komeruu Pocapxusa/ B.A. Epemuenko u ap. — M.: BHUN AL, 2003.

4, Poroxxun  M.IO.  [lemompom3BoactBo.  OpraHuzanus  apxuBa
npennpusitus. — CII6.: ITutep, 2005

S. Cymumosa JLIL., Ocunos J/I.B. Kak co3mate apxuB C Hyns Ha
coBpeMeHHOM mpenmnpusituu. CrnpaBoyHO-MeToaudeckoe nocodue. — M.: beparop-
[TaGmumuaT, 2007

6. TenbuapoB A.Jl. ApxuBoBenenue: yueOHoe nmocobue /st 0akanaBpoB. —

M.: JTamkoB u K, 2017

JIOMOJIHUTENbHBIE UCTOYHUKHU:

1. Kucenés C.B., Hequnosuu O.H. OducHoe obopynoanue. — M.: OUIL]
«Axanemus», 2008

o Vapauuna E.A., SIlkumenko A.C. ApXxuBOBeJ€HUE: KOHCIEKT JICKIUNA. —

M.: Bricuiee o6pazoBanue, 2007

o Kypnain «/lenonpon3BoacTBoy;
o XKypnan «Cekperapckoe 1eno»;
o Kypnan «Kagposoe nemo»
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HNuTepuer-pecypcesr:

WWW.rusarchives.ru

http://www.archiv.ru

www.autoaf.ru/arhivnoe-delo

www.larchive-online.com

http://www.unesko.org/webworld/en/archives.html

http://www.iisg.nl/-abb/

http://www.temples.rio.ru/archives.html

http://www.dataforce.net/-vniidad/
http://www.aha.ru/-stashell/A2t.html

© ©o N o gk~ w N E

|
o

http://www.abamedia.com/rao/

|
=

www.consultant.ru

|
N

www.garant.ru

|
o

http://www.vniidad.ru/

Jna cmyoenmog

HopMaTtuBHO-TIpaBOBBIEC aKTHI:

1. Konctutynus Poccuiickoit @enepanuu ot 12.12.1993.

2. TpynoBont  koumekc  Poccumiickon  ®epepauunn. Yacte  mepsas.
®enepanbHblii 3akoH oT 30 gexadbpst 2001 r. Ne 197 — @3 (¢ mocieayromuMu
M3MEHEHHUSMU U JIONIOJTHEHUSIMHU).

3. @®enepanbHblii 3akoH PD ot 22 oktsa6ps 2004 1. Nel25-d3 «O06
apxuBHOM jene B Poccuiickoit deaeparuu» (C MOCACAYIONIUMH U3MEHEHUSMH U
JOTIOJIHEHUSIMU )

4, OenepanbHblii 3akoH PO «OO0 wuHdopmanuu, uHboOpMaTH3auud U
samute uHbopmarmm» oT 20 depans 1995 1., Ne 24 — O3 (c mociaeayrOmMUMH
U3MEHEHUsMU U jonoiHeHusmu)  [loctanoBnenue  mpaBurensctBa  «OO0
YHOPSIOUYECHUH U3TOTOBJICHHUS, UCTIOJIB30BAHMS, XPAHEHUSI U YHUUTOKEHUS TIeyaTen u
6mankoB ¢ nzoOpaxenuem ['ocynapcreHnoro repdba PO» ot 27 nexabpst 1995 r; Ne

1268 (¢ mocneayomuMu U3MEHEHUSIMH U JIOTIOJTHEHUSIMHU )
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http://www.rusarchives.ru/
http://www.archiv.ru/
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http://www.iisg.nl/-abb/
http://www.temples.rio.ru/archives.html
http://www.dataforce.net/-vniidad/
http://www.aha.ru/-stashell/A2t.html
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http://www.consultant.ru/
http://www.garant.ru/
http://www.vniidad.ru/

d. [Tonoxenne 00 ApxuBHom d¢orme PD. VrBepxkaeno VYkazom
IIpesuaenta ot 17 mapra 1994 r.; No 552. (¢ mocieAayronuMud HU3MEHEHUSIMH U
JOTIOJTHCHUSIMH ).

6. [Tonoxenue o PenepanbHOil apXxuBHOM ciyxkOe Poccuun. YTBepxkneHo
[loctanoBnennem IlpaBurensctBa P® ot 28 gexabps 1998 r.; Ne 1562(c
MOCJIETYIONIMMU U3MEHEHHUSIMU U IOTTOJIHEHUSIMHU ).

7. IToctanoBnenne Cosera MunuctpoB — [IpaButensctBa PO «O nopske
BEJIOMCTBEHHOT'O XPaHEHHUsI IOKYMEHTOB U OPraHU3alMK UX B JEIONPOU3BOICTBE» OT
3 mapta 1993 r.; Ne 191(c nocneayomumMi M3MEHEHUSIMH U JOTOJHEHUSIMU ).

8. [loctanoBnenne IlpaBurensctBa P® «OO0 yrBepxkaenun IlpaBun
JIEJIONIPOU3BOACTBA B  (heflepalIbHBIX OpraHaX MCIHOJHUTEIbHOM BIACTHU» OT
15.06.2009 Ne 477(c mociaeayronuMu U3MEHEHUSIMUA U JIOTTOJTHEHUSIMH ).

9. IlpaBuna opraHud3alud XpaHEHUs, KOMIUICKTOBaHHWSA, y4deTa U
UCIOJb30BaHUsl JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit @enepaumu u Ipyrux
ApXUBHBIX JTOKYMEHTOB B TOCYJApPCTBEHHBIX U MYHMIIUTIAIBHBIX apXUBaX, My3esX U

oubnmoTeKkax, opranuzamnusax Poccuiickoil akagemun Hayk, 2009r.

OCHOBHBIC HICTOYHUKHU:

1.  AunekceeBa E.B. ApxuBoBenenne. YueOHoe uzmanue. [locobust mus cp.
npod. oOpazoBaHus., 3 U3M., A0IM. - M.: u3aar. ueHTp «Akagemus», 2005

2. Anexceea E.B. u np. ApxuBoBeneHue: Y4eOHHMK il Had. Tpod.
O6pazoBanusi: Yueb6. Ilocoome nms cpen. Ilpod. O6pazosanusi/ E.B. Anekceena,
JLII. AdanacweBa, E.M. bypoga; Ilog pen. B.II. Ko3nosa. — M.: IIpopO6pH3aar,
2005

3. OcHoBHBIE TpaBujia pabOThl apxXWBOB opranuzanuid. OnoOpeHbl
pemenunem Komernu Pocapxusa/ B.A. Epemuenko u ap. — M.: BHUNU AL, 2003.

4, Poroxxun  M.IO.  [lemompom3BojctBo.  OpraHuzanus  apxuBa
npeanpustus. — CI16.: TTutep, 2005

5. Cymumona JLIL, Ocuno J/[.B. Kak co3gate apxuB C HyJds Ha

coBpeMeHHOM mpenmnpusituu. CrnpaBoyHo-MeToauueckoe nocodue. — M.: beparop-
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[Ta6mwmmar, 2007
6.  TembuapoB A.Jl. ApxuBoBeaeHue: yuebHoe nocodue /st 0akaaaBpOB. —

M.: Namkos u K, 2017

JlonoJiHUTEIbHbIE HCTOYHUKMU:

1. Kucenés C.B., Henunosuu O.H. Oducnoe odopynoanue. — M.: OULL
«Axanemus», 2008

2. Vaeaauna E.A., SIkumenko A.C. ApxuBoBeAeHUE: KOHCIEKT JICKIUNA. —
M.: Bricuiee o6pazoBanue, 2007

3. Kypnan «/lenonpous3BoacTBoy;

4, Kypnan «CekpeTapckoe Aenoy;

d. Kypuan «Kagposoe neno»

HNuTepHer-pecypcesbl:

WWW.rusarchives.ru

http://www.archiv.ru

www.autoaf.ru/arhivnoe-delo

www.larchive-online.com

http://www.unesko.org/webworld/en/archives.html

http://www.iisg.nl/-abb/

http://www.temples.rio.ru/archives.html

http://www.dataforce.net/-vniidad/
http://www.aha.ru/-stashell/A2t.html

© 0o N o gk~ w N E

| —
©

http://www.abamedia.com/rao/

|
=

www.consultant.ru

| —
A

www.garant.ru

| —
w

http://www.vniidad.ru/
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA

AJJAITUPOBAHHON YYEBHOU JUCIUILJIAHBI

Pe3yabTaTsl OcHOBHbBIE NMOKA3ATEJIN OI[EeHKH @opMBbI U METOABI
(ocBOeHHBIE pe3yJabTara KOHTPOJISI M OLEHKH
npogeccuoHaJbHbIE
KOMIIETEHIIMH)
ObecrieunBaTh - (hopmupoBaHUE J1e]T TOCTOSTHHOTO [IpakTuueckue
COXPaHHOCTh CpOKa XpaHEHUS; yIpaKHEHHUS,
JIOKYMEHTOB, - (hopmupoBaHUE TUIHBIX JEIT IS TECTUPOBaHUE,
3aKOHYCHHBIX XPpaHCHHUS; IKCIEpPTHAsI OIICHKA
JIeTIOTIPON3BOCTBOM. - COCTaBIICHUE KPATKOTO MEePEUHs BBITIOJTHEHUS Y4eOHO-
(perucTpaoHHBIA HOMEpP U JaTa MIPOU3BOJICTBEHHBIX
pPETUCTpAIMH) JOKYMEHTOB, paboT, sK3aMeH
BKITIOYCHHBIX B JIEIIO;
- oopMIICHHE OOJIOKKH JIeNa;
- UCTIOJIb30BAHUE
ABTOMAaTU3UPOBAHHON
UH(POPMAIIMOHHO-TIOMCKOBOM
cucrembl AD PO
YdacTBOBaTh B | - MHJCKCAIUS JeIT; [TpakTuyeckue
pa3zpaboTke - popMupoBanue aena; YIpaKHEHHUS,
HOMEHKJIaTypPhI Jiel, | - IpoBepKa MOIIMBKY WM TIEperyieTa | TECTUPOBAHUE,

IIPOBEPSTH NMPABUIIBHOCTH
¢dbopmMHpoBaHUS JI€Nl TIPH
IIpUEME UX B apXUB.

Jena;

- IPOBEPKA HyMepaluu JUCTOB B

b1 (S)) (S

- COCTaBJICHUE JIMCTa-3aBEPUTETIS;

- IOAIIMBKA JOKYMEHTOB C y4ETOM
BO3MOKHOCTH YTEHHUS TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 U PE3OJTFOLINI
Ha HUX;

- COCTaBJICHUE aKTa MpueMa-fepeaadn
JIeJ B apXUB

IKCIIEPTHAsI OIIEHKA
BBHITIOJTHEHUS Y4eOHO-
MPOM3BOICTBCHHBIX
paboTt, 3K3aMeH

BoimmonusaTe paboThl 1O
CHUCTEMAaTHU3AlINH,
pasMEIIEHUI0 U y4eTy
Jell.

- IpUEM - Tiepeava e u
JIOKYMEHTOB Ha XpaHEHUE;

- COCTaBJIEHUE apXUBHOM OMKCH JIET;
- BBISIBTICHHE U OTOOpP TOKYMEHTHOM
nH(pOpMaIuU ISl KaTaIOTU3aIHH;

- ONMCAaHUE TOKYMEHTHOMN
nH(pOpMaIK Ha KaTaTOKHBIX
KapTOYKax;

- HCII0JIb30BAHUE AJIEKTPOHHOIO
JIOKYMEHT0000poTa

[IpakTrnueckue
yIpaXHEHHUSI,
TECTHPOBaHUE,
HKCIEepTHAsI OIICHKA
BBITIOJTHEHHS YIEOHO-
MIPOU3BO/ICTBEHHBIX
pabort, FK3aMeH

T'oToBUTE CBOJHBIC
OIMMCH JEeJI TOCTOSHHOTO
U  BPEMEHHOIO  CpOKa
XpaHEHUs.

- COCTaBJICHUE OIIUCH JIET
MIOCTOSIHHOT'O XpaHEHNUS;

- COCTaBJIEHUE OIUCH JIET 110 JINYHOMY
COCTaBY;

- COCTaBJICHUE OIUCH JIETT BPEMEHHOT O
(cBbiie 10 neT) xpaHeHus

[IpakTrnueckue
yIpaXHEHUS,
TECTUPOBaHUE,
HKCIEepTHAsI OIICHKA
BBITIOJTHCHHS Y4EOHO-
IPON3BO/ICTBEHHBIX
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paboTt, SK3aMeH

OdopmisTs
BBIJICJICHUN
YHUYTOXXCHUIO.

AaKThI
pI(SA) §

0
K

- 0TOOP TOKYMEHTOB K
YHUYTOXXCHUIO;

- 0)OpMJICHHE aKTa O BBIJCIICHUN
JIOKYMEHTOB K YHUYTOKEHHIO;

- 0)OpMIICHHE MTPUEMO-CAATOTHBIX
HaKJIaTHBIX;

- IOPSI0K MIPOBEICHUS SKCIIEPTU3BI
[EHHOCTH JJOKYMCHTOB;

- oopMIICHHE PE3YIbTATOB
AKCIEPTHU3bI IEHHOCTH JOKYMEHTOB

IIpakTueckue
yIpaKHEHHUS,
TECTHPOBAHUE,
IKCIEpPTHAsI OIICHKA
BBITIOJTHEHUS Y4eOHO-
MIPOU3BOJICTBEHHBIX
paboT, sK3aMeH
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