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1. MMACIIOPT PABOYEMN _IIPOI'PAMMBI  ITPO®ECCHOHAJIBHOT'O
MOAYJAA OPTrAHU3ALIUA APXMBHOU U CIIPABOYHO-MH®OPMAILIMOHHOU
PABOTBI IO JOKYMEHTAM OPI'AHU3 AU

1.1. Ob6aacTs npuMeHeHUs1 padoveil MPOrpaMmMbl

PaGouas mporpamma mpohecCHOHATHPHOTO MOAYJISL SBJSIETCS YaCcThIO MPOTPAMMBbI
MTOATOTOBKH CIIELIMAJIUCTOB CpeAHEro 3BeHa B cooTBeTcTBHM ¢ PI'OC 1o crennanbHOCTH
CIIO 46.02.01 [doxymeHTallMOHHOE OO€CIEUYEeHHE YIpPaBJICHUS W apXWBOBEJICHHE, B
YacTM OCBOEHHUSI OCHOBHOTO BuJa mnpodeccuoHanbHor aestenbHoctu  (BIT/);
Opranuzaiusi apxXuBHOM M CHPABOYHO-MH(GOPMAIIMOHHONW paboThl MO JAOKYMEHTaM
opranuzanuu M cootBercTByromux oommx (OK) u npodeccuoHallbHBIX KOMITETEHIIUN
(ITK):

OK 1. IloHumaTh CYIIHOCTh M COLMAIbHYIO 3HAYMMOCTh CBOEU Oymyiiei
npodeccuu, NposIBIATh K HEW yCTOMYMBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTD, BEBIOMPATh THUIIOBBIE METOIbI
U CHOCOOBI BBINOJIHEHUS MPO(ECCHOHANBHBIX 33Ja4, OLEHUBaThb UX A(PPEKTUBHOCTH U
KaueCTBO.

OK 3. IIpuHuMaTh penieHus B CTAaHJApPTHBIX U HECTAHIAPTHBIX CUTYAIUsIX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiasTh IOUCK U HCIOJI30BaHNE MH(OpMALMU, HEOOXOAUMOMN AJis
3((PEKTUBHOTO BBINOJHEHUS NPO(ECCHOHATBHBIX 337a4, MNpo(ecCHOHATBHOIO U
JUYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonp3oBarh HMHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH B
npoeccuoHanbHOM 1eITeTbHOCTH.

OK 6. PaGoTaTts B KoJIJIEKTUBE UM KOMaHJE, d3P(HEKTUBHO OOIIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, TOTPEOUTEISIMHU.

OK 7. bparb Ha ce01 OTBETCTBEHHOCTh 3a pabOTy UIEHOB KOMAaH/IbI
(MOTYMHEHHBIX), pE3YJbTAT BbINOJHEHUS 3a/IaHUN.

OK 8. CaMocCTOSTENBHO ONPENENATh 3a/1a4i MPO(PECCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATbCAd CaMOOOpa30BaHHEM, OCO3HAHHO IUIAHMPOBATH IMOBBIIICHHUE
KBaTU(DUKAIIUH.

OK 9. OpueHtupoBaTbCsi B YyCJIOBUSX 4YacTOM CMEHBI TEXHOJIOTHH B
PO EeCCUOHATIEHOM €SI TEIbHOCTH.

[IK 2.1. OcyuecTBasTh SKCIEPTU3Y LEHHOCTH TOKYMEHTOB B COOTBETCTBUU C
NEUCTBYIOIIMMU 3aKOHOJATEIbHBIMHA AKTAMU U HOPMATHUBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

[1K 2.3. Pa3pabartbiBaTh 1 BecTU KiIacCU(GUKATOPBI, TAOETH U JP. CIIPABOYHHUKH T10
JIOKyMEHTaM OpraHu3alluu.

I[IK 2.4. ObecrneunBath MpUEM H paAIMOHAIBHOE pa3MEIICHHWE JTOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB 10 JINYHOMY COCTaBY).

I1IK 2.5. O0ecrnieunBath y4eT U COXPAHHOCTh JOKYMEHTOB B apXHBE.

IIK 2.6. OpraHu3oBbIBaTh HMCIOJB30BAHUE APXUBHBIX JTOKYMEHTOB B Hay4HBIX,
CIIPABOYHBIX U MPAKTUYECKUX LENIX.

[1K 2.7. Ocy1iecTBIsATh OPraHU3aMOHHO-METOANYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboOTOM apXMBa OpraHu3alliy 1 3a OpraHu3alren JOKyMEHTOB B I€JIONPOU3BOJICTBE.

PaGouass mporpamma mnpodeccHoHaTbHOTO MOAYJS MOXET OBITh HCIOJb30BaHa B
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JOMOJHUTEIBHOM MPO(ECCHOHAIBHOM 00pa30BaHUM M MPOGECCHOHATBHON MOATOTOBKE
BOOJACTH OpraHU3alud JIOKYMEHTAIlMOHHOTO oOOecleueHus ynpaBleHHs Ha 0Oase
cpenaHero (moiHoro) oobmero oopazoBanusi. ONbBIT paboThI HE TpedyeTCs.

1.2. Hean u 3axa4u npodeccuoHAJIBLHOT0 MOAYJIsl — TPEOOBAHUSA K
pe3yJbTaTaM oCBOeHHs NMPodecCHOHATBHOT0 MOIYJIA

C nenbio OBIAJCHUS YKAa3aHHBIM BHJIOM MPOGECCUOHANIBHOU JESITEIIbHOCTU U
COOTBETCTBYIOIIMMH TMPOPECCUOHATILHBIMU KOMIETEHIUSMU OOy4YarolMiicsl B  XOJ€
OCBOCHHS MPO(HECCHOHATBFHOTO MOTYJISI TOJDKEH:

HMeTh MPAKTHYECKUH ONbIT:
- OpraHu3aly apXUBHOM U CHPaBOYHO-UH(OPMAIMOHHONW pPaOOTHI MO JTOKyMEHTaM
OpraHu3aluy;
yMeTh:
- OPraHU30BBIBATH JICATEILHOCTh ApXMBA C YUETOM CTaTyca u MpoQuisi OpraHu3aiuy;
- paboTaTh B CHCTEMax AJIEKTPOHHOIO JJOKyMEHTOO0O0pOTa;
- UCIIOJIb30BATh B JICITEILHOCTH apXHBAa COBPEMEHHBIE KOMIIBIOTEPHBIEC TEXHOJIOTHH;
- MPUMEHAThL COBPEMEHHBIE METOAMKM KOHCEpPBAllMM U PECTaBpalid
APXUBHBIX JIOKYMEHTOB;
3HATh:
- CUCTEMY apxXuBHOro ympasieHus B Pocculickon ®@enepanuu u
opranu3anuio ApxuBHoro ponma Poccuiickoii denepanuu;
- CUCTEMY XpaHEHHUS U 00paOOTKH JOKYMEHTOB

1.3. PexomeHnayemoe KoOJIMYECTBO 4YACOB HA OCBOEHHME MNPOIrPaMMBbI
npodeccuoHaIBLHOI0 MOIYJIS:

Bcero — 450 yacoB, B TOM 4HCJIC:

MaKCUMaJbHOW yueOHON Harpy3ku oOydaromerocs — 378 yacoB, BKIItouas: 00s3aTelbHON
ayIUTOPHON ydeOHOU Harpy3ku oOyuaromierocs — 252 yaca; caMOCTOATEIbHON padOThI
oOyyarorerocsi — 126 yacoB; mpOU3BOJACTBEHHOM MPAKTUKHU — 72 yaca.



2. PE3YJBTATHI OCBOEHUSA MPO®ECCUOHAJBLHOTO
MOJYJISI

Pesynbpratom ocBoeHUs mpo(hecCHOHATBHOTO ~ MOAYJSL  SIBIISIETCS.  OBJIQJICHHE
oby4varormumucs npodeccruonansabiMu (I1K) u o6mumu (OK) komMmieTeHITusIMH

Kon HaumeHnoBaHue pe3ysbTaTta 00yueHust
OK1 [ToruMaTh CYIIHOCTP W CONHAIBHYIO 3HAYMMOCTH CBOCH OymyIeit
npodeccuu, MPosIBISITh K HEW yCTONYMBBINA HHTEpEC.
OK2 Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIIBHOCTh, BBIOMPATh THUIIOBBIC

METOABI H CITOCOOBI BBIITOJIHCHU L HpOCI)CCCI/IOHaJ'H)HBIX 3agad,
OLCHUBATH HX 3(1)(b€KTI/IBHOCTI> 1 Ka4CCTBO.

OK3 [IpyHuMaTh pemeHuss B CTaHJAPTHBIX W HECTAHJAPTHBIX CUTYyalUAX U
HECTH 332 HUX OTBETCTBEHHOCTb.
OK4 OcyliecTBIATh MOUCK U HCIOJIb30BAHUE HH(POPMALMH, HEOOXOIUMOMN

s 3(PQPEeKTUBHOrO  BBINMOJHEHUS  NMPOo(ECCHOHANBHBIX  3ajad,
po¢heCCUOHAIBHOTO M JINYHOCTHOT'O Pa3BUTHSI.

OKS5 Hcnonb3oBaTh HHGHOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUN

OK6 PaGotath B KoOJUIEKTHBE W KOMaHje, d3(P¢eKkTuBHO 00mAThCS C
KOJJIETaMH1, PYKOBOJCTBOM, ITIOTPEOUTEIISIMHU.

OK7 bpate Ha ce0si OTBETCTBEHHOCTh 3a pabOTy YICHOB KOMAaHJbI
(MOTYMHEHHBIX ), pE3yJIbTAT BHIMIOJTHEHUS 3aTaHUN.

OKS CamMOCTOSTEIPHO ~ OMpENeNATh  3aJadyd  NpOo(EeCCHOHANBHOTO U

JUYHOCTHOTO PAa3BUTHUS, 3aHUMAThCS CamMOOOpa30BaHWEM, OCO3HAHHO
TUTAHUPOBATH MOBBIIICHUE KBATU(DUKAIIH.

OK9 OpueHTHpOBAaThCS B  YCJHOBHUSIX YaCTOM CMEHbl TEXHOJOTHA B
podeccoHabHOM IESITEIbHOCTH.

[IK2.1 | OcymecTBisITh SKCHEPTU3Y LEHHOCTH JIOKYMEHTOB B COOTBETCTBUU C
JNEWCTBYIOIMMHU 3aKOHOJATEIbHBIMUA aKTaMU U HOPMATHUBAMU.

[1K2.2 | Bectu paboTy B cucTeMax 3JEKTPOHHOIO JTOKYMEHTOO00pOTa

[1K2.3 | Pa3pabaThiBaTh ¥ BECTH KJIacCCU(PUKATOPHI, TAOCIH U Jp. CIIPABOYHUKHU
JOKYMEHTaM OpraHU3alHH.

[1K2.4 | OOecneunBath NpHEM U palMOHAIBHOE pa3MEIIeHHE JOKYMEHTOB B
apxuBe (B T.4. JOKYMEHTOB IO JITYHOMY COCTaBY).

[1K2.5 | O0ecneunBaTh y4eT U COXPaHHOCTh JOKYMEHTOB B ApXUBE.

I1K2.6 | OpraHu30BBIBaTh UCIOJIH30BAHUE APXHUBHBIX JOKYMCHTOB B HAyYHBIX,
CIIPAaBOYHBIX U MPAKTUYECKHUX LIEIISX.

[1K2.7 | OcyliecTBaATh  OPraHU3alMOHHO-METOIMYECKOE  PYKOBOJACTBO U
KOHTPOJIb 3a paboTOl apXuWBa OpraHM3ali W 3a OpraHu3aluei
JIOKYMEHTOB B JIEJIOITPOU3BOJICTBE.




3. CTPYKTYPA U COAEPKAHUE ITPO®ECCHUOHAJBHOI'O MOAYJIsA
3.1. TemaTuueckmuii njian npogeccuoHanbHoro moayJisi [IM.020pranuszanusi apxXuBHOI U CIPaBOYHO-
MH(OPMALMOHHOH PadoThI 110 JOKYMEHTAM OPraHU3aluH

O0bemM BpeMeHH, OTBe/ICHHbIH HA 0CBOEHHE

I
Koapl Bcero yacos MERIUCIUTIIMHAPHOTO Kypca (KypcoB) pa
npodeccio HauMeHOBaHUS Pa3/ie/IOB (maxe. KTH
HAIBH BIX npodeccHoHaIbLHOTo yueGHas ka
Moy.ast CamocTosiTe/IbHAS
KOMIIeTeHI] Hazpy3Ka u O0s13aTebHAs Ay IUTOPHAS yUeOHas
Uit npakmuKu) HAarpy3ka ody4a rocst patora Hpoussoncrsenn
p py3Ka o0y4arouieroc obyuaromerocs Yuebnas, ast (110 IpodRIIO
B T.4., B T.4., JacoB CNeNHAJTbHOCTH),
B T.Y.
Bcero, KYPCOB KYPCOB ast JacoB
J1a00paTOpHLI
4acoB A60THI 1 as Beero padoTta (ecnu
ep pa6ora ’ (mpoekT npeoycmompena
NPAKTHYECK (mpoexcr 1acoB ), paccpedomoueHHas
He 3aHATHA, ), 4acoB NPaKmuKa)
4acoB YACOB
1 2 3 4 5 6 7 8 9 10
M/AK02.01 Oprauu3anus u
MKk2.1. HOIIMaTl/IBHO-p NPaBOBbIE OCHOBBI 90 60 20 30
K22 b P
I e APXHMBHOIO JeJIa
IIK 2.3. M/1K02.02 TocynapcTBeHHbIE, 87 58 20 29
K 2.4 MYHUIHNAIbHbIE APXUBBI H APXUBBI
s opraHusaumii
MK 2.5 ["'MaK02.03 Merommka u 111 74 30 37
IIK 2.6. NMPAKTHKA apXHBOBeIeHHs
MK 2.7 MK 02.04 O6ecnieuenne 90 60 14 30
' COXPAHHOCTH I0KYMEHTOB
III1.03. YueOHas npakTuKa
III1.03. IIpousBoacTBeHHAsI MIPAKTHKA (110 72 72
Npo¢ U0 CneuuaJIbLHOCTH)
Bcero: 450 252 84 126 72




3.2. Conep:xanue o0y4eHusi no npodeccnonanbHomy moay.awo [IM.02 Opranuszanus apXuBHO 1

CIPaBoO4YHO- HHPOPMANIMOHHOI PaGOTHI MO JOKYMEHTAM OPraHu3aluu

HaumeHnoBaHue paznenon Conep:xxaHue y4eGHOIro MaTepHuaJja, 1adopaTopHble padoThl H NPAKTHYECKHE 3aHATHA, Ob0bem Yposenb
Nnpog)ecCHOHAIBLHOI0 MOAYJIsSt caMocTosiTe1bHas padoTa o0yyaomuxcs, KypcoBasi padora (IIpoekT) 4acoB O0CBOCHUS
(ITM), MeskAMCUUIIIMHAPHBIX

kypcoB (MJK) u Tem
1 2 3 4
M/K.02.01. 5
Oprasusanusi 1 HOPMATUBHO-
NPABOBbIe OCHOBbI APXMBHOI'0
aena
Beenenne 5
3HaueHue, 321241, IPeIMET U Coaep:xanue yueOHOro MaTepuasia 2 1
MeTOoJbl apxXuBHOTO Jenaa (AJl) 1. | Ponp nH(pOpMaNUK B )KH3HH JIHIHOCTH, OOIIECTBA, TOCY JapCTBa. 3HAUYCHHE JOKYMEHTAJIbHBIX [IAMSTHHUKOB B
Pa3BUTHH KYJIbTYPHI.
2. | Moustue 06 AJl kak Hayke. [Ipeamer, 3amauu, XxapakTepucTuka kypca. OCHOBHBIE TEPMHUHBI U OIPEICIICHHUS.
IIpuHIUIBI 1 Hay4YHBIE METOABI apXUBOBeIeHNs. 3HaueHue A/l Ha COBpeMEHHOM 3Tale.
3.
[pakTnyeckue 3anaTusa. Hauano Beaenus ciosapst TepMuHOB 110 A/Jl. 2,3
Pazpnen 1. 8
HcTopusi cTaHOBJ/IEHUSA
apxuBHOrO feqaa B Poccun
Tema 1.1. Cogaep:xxanue y4eOHOT0 MaTepuaJia 2 1
Bo3HuKHOBeHHE H CTAHOBJIEHHE 1. | Ucropus cranosnenus AJ] B Poccuu ¢ japeBHe#mnx BpeMeH. APXHBBI JPEBHEPYCCKOTO TOCYIApCTBA.
apXuBHOrO Jeia Ha Pycu, B ApPXHUBBI PyCCKOTO IIEHTPAJIN30BaHHOI0 ToCyAapcTBa. ApXxuBbI Poccuiickoil nmnepuu.
Poccuiickoii umnepun, 8 CCCP 3axkoHOaTeIbHbIE aKTHI, perynupyomue Bornpocsl AJl B Poccuiickoit nmmnepuu.
2. | ApxuBBI NepBBIX JeT coBeTckoi Bimactu 1917-1921rr. Havano mpomecca neHTpanu3anyuy apXxuBoB.1922-
1929 rr. 3aBepiuieHue co3paHus KOMaHIHO-aIMUHUCTPATUBHOM CHCTEMBI yrpasiieHus apxusamu 1930-1945
rr. CucremMa 3aKOHOJATENbHBIX aKTOB JAHHOTO NEPUOJIA.
IIpakTHyeckue 3aHATHS 2 2
Bonpocwi k cemunapckum 3anamuam
1. AxTBI IEpHOa (heoNaNbHON Pa3IpOOICHHOCTH. POTb JOKYMEHTOB B 3€MENBHBIX TSKOAX M KHIKECKUX
ycoOurmax.
2."T'enepanpHblit pernamedT..." (1720 r.) ApXuBBI KOJUIETHI.
3.IToaroroBka npoekTa 3akoHa "O cyapde apXMBOB yupexaeHui 1 BegomcTB". 4.JleHnHCKnit
aexper ot 1 mrons 1918 r. "O peopranusanuy U HEHTPAIN3ALMN APXUBHOTO
Tema 1.2. Conep:xkanue yuedOHOro MaTepuaja 2 1
PasBuTne apxuBHOIo eJa 1. Apxussl CCCP nepuoga 1945-80 rr. ApxusHoe neno nepuoaa 90-rr u koHna XX Beka. Coznanue




B CCCP

2.

I'A® CCCP.

3aKOHOZ[aTeJ'ILHLI€ AKTBbI JaHHOT'O Iepuoaa

IIpakTHyeckue 3aHATHSA
Bonpocul k cemunapckum 3anamuam

1. Matite cpaBHuTeNnsHBIN ananmu3 [lomoxenwit 06 ApxuHoM ¢orme CCCP 1941 r. u 1958 1.

2. OcHosusle nosioxkeHus1 3akona CCCP "O0 oxpaHe u UCIIOJIb30BaHUN MAMSITHHUKOB HCTOPHUH U
KynsTypsl" (1976 1.).

IMpociymusanue 1 06CyXkIeHHE COOOIICHUH.

Paznen 2
CoBpeMeHHOE apXUBHOE
3aKOHOJATeJIbCTBO
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Tema 2. 1.
CoBpemMeHHOe apxXHBHOe [1€eJ10

Cope

p:kanue yueOHOro MaTepuasa

1.
2.

3.

PasButue apxusHoro nena B PO B XXI Beke.

@3 «O6 apxuBHOM zene B PO» ot 2004 r .u npyrue HIT akter. ComocraBienne «OCHOB
3aKOHOJIATENIBCTBA 00 apXUBHOM zene...» H @3 «O0 apXuBHOM fieney.

OO1mas XxapakKTepHCTHKA COCTOSIHUS 1 PETYJIMPOBAHMS apXUBHOTO Aena B cyobekTax PO

IIpakTHyeckue 3aHATUSA

Bonpocel k cemunapckum 3anamuam

[ocranonerne CoBera MwunnctpoB CCCP ot 4 ampens 1980 r. "OO yTBepKICHHH TIOJOXEHHUS O
Tocymapcteernom apxuHOM (horme CCCP u ['maBHOM apxumBHOM ympaBieHun npu CoBere MUHHCTPOB
CCCP".

TenaeHINN pa3BUTHS apXUBHOTO 3aKOHOAaTeNnbcTBa Poccun Ha pyOexxe X X1 Beka.

OYHKIIUH 1 33249 OPTaHOB YIIPABJICHUS apXUBHBIM JI€JIOM B cyOBeKkTax Pd.

[IpocnymmBanue u 06cy>kieHre pedeparos.

2.3

Tema 2.2.
HopmaTtuBHo-npaBoBasi 6a3a
COBPEMEHHOI0 APXMBHOTO JeJIa

Conep:xanue yueOHOro MaTepuasa

1.

[onsatue o HOpMaTHBHO-TIPaBOBOit Oa3e A/l u ee 0Omas xapakTepuctuka. [IpaBoBas ocHoBa A/l -
@3, Vkasnl [Ipesunenta PO, Pacniopspkenue [paButensctBa PO «O xoHIenmun GopMHupOBaHUS B
P® snexrponnoro npasutenscTtBa 10 2010 roga» ot 06.05.2008 Ne 632-p

[Mocranosnenus [IpaBurenscrBa PO, perynupyromue HOpMaTHBHO-IIPABOBYIO M METOJIMUECKYIO 0a3y
ALl

HOpMaTI/IBHO'HpaBOBBIG AKTbl BEIOMCTBCHHBIX OPIraHOB HCIOJHUTEIbHOM BiIacTu PO




IIpakTHyeckue 3aHATUS 2 2.3
Bonpocul k cemunapckum 3anamuam
OcCHOBHBIE TIOJIOXKEHUS (PenepatbHbIX 3aKOHOB PD
1. "OO6 undopmanuu, HHGOPMAITMOHHBIX TEXHOJIOTHSX M O 3aliTe HHpOpMaImu'",
2. "OO0 o0s3aTeNnFHOM K3EMILIIPE TIOKYMEHTOB"
3. "OO0 3meKTpOoHHO U pOoBOX TOAIHCH ",
4.  "O mepcoHaIbHBIX JAHHBIX".
5. "O nopsake paccMoTpenust oOparieHuii rpaxkaan Poceuniickoit @enepannu".
[IpocnymuBanue u o0cyxacHuEe pedepaToB.
Tema 2.3. Copaep:xanue y4eOHOr0 MaTepHaJia 2 2,3
HOPMf}T“BHO‘“PaBOBaﬂ 6a3a 1. HcTopus pa3BuTHs apXuBHOTO Jeia B 3abaiikanse. 3abatikanbsckoe apxusHoe 0ropo. TAYO. 'A3K.
3abajikaibekoro Kpast Kak TAJIJIC. Apxus I'y6epnaropa 3abaiikansckoro kpas. JlenapTaMeHT Ho eaM apXMBOB — CO3/IaHUe
cyonbekTa Poccuiickoii W TMKBHIALLIA.
Deagepanun .
2. HIIB apxuBHOTO Aena B 3a0aiikaabCKOM Kpae - HCTOPHS U COBPEMEHHOCTb.
IpakTHyeckue 3aHATUS
Pa3gen 3 26
Opranuszanys apXMBHOIO AeJja
Tema 3.1. Conep:xaHue y4eOHOT0 MaTepHaja 4 1
Opranusauus apXuBHOIo jeia, 1. | Oprausl yrpaBieHudst apXUBHBIM JIETIOM M UX (QYHKIIHH.
(bopmeI HCNOABL30BAHUS 2. | ®enepanbHOE apXUBHOE ar€HTCTBO
APXUBHBIX TOKYMEHTOB 3. | Uemn ucnonesoBanust AD PO (momurHyecKe, HaydHbIE).
4. | Bugsl nHGOPMAIIMOHHBIX TOKYMEHTOB B apXHBax.
5. | Opranusanms BbICTABOK JOKYMEHTOB M paboTa YHTAILHOTO 3a1a
Tema 3.2. Cojep:kaHue yueGHOTo MaTepuaia 2 1
Knaccuduxanus 10KyMeHTOB 1. | Cocras Apxusnoro ¢ponaa P®. [Toustue o knaccupuxanuu 10KyMmeHToB AD. OOHIMPOBAHUE.
ApxuBHoro gonna PO. Cucremaruzanus B mpeaenax Gonza.
Opranu3zanusi J0KyMeHTOB B pea A
apxube 2. | Opranmzauus 10KyMeHTOB 1 ypoBHs (B npenenax Apxusaoro ®onya PD).
3. | Opranuzauust JOKyMeHTOB 2 ypoBHsI (B IIpejieiiaX apXuBOB)
4. | Opranusanus JT0OKyMEHTOB 3 ypoBHs (B Ipezenax apXuBHbIX (DOHIOB)
Tema 3.3. Coaep:xkanue y4e0HOro MaTepuaa 4 1
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IKCNepTH3a HEHHOCTH 1 OKcnepTH3a HEHHOCTH JOKYMEHTOB-TIOHATHE, 3aa4l. DTarbl [IpHHIHIEI 0TOOpa TOKYMEHTOB
AOKYMEHTOB-32/1a91 U NOPSAOK 2. [Mopsmok co3manus YKCIEPTHONH KOMUCCHUU B OpraHmu3anusx, ee cocras. [[DIIK-OITK-DMK.
TpOBEACHMS 3. | Cocrasienue ITosoxkeHns: 00 IKCIEPTHON KOMUCCHU.
4. | Tlopsimok BEIOOPOYHOTO MpUeMa JOKYMEHTOB. DTarbl 0TOOpa JOKYMEHTOB.
5. | JIOKyMEHTHI ¢ HCTEKIINMU CPOKaMu XpaHeHust. [I0psAIOK YHHUTOKEHHUSI JOKYMEHTOB C BPEMCHHBIM
cpokoM xpaHeHus. CocTaBlieHHE aKTa 110 YHUYTOXKEHUIO
IIpakTH4yeckue 3aHATUSA 2,3
Bonpocul k cemunapckum 3anamuam
1.Opraamanuns komuccun mo DK Ha nmpeanpuatun (opraHu3amym). JDTambl, COCTaB, IPUKa3.
2.ITopsinok oTOopa JOKyMEHTOB U Mpo0iIeMbl, BO3HHUKatoMIMe 1npu otoope. JyOneTHoCTb.
3.Cocrasnenue [Tonoxernns 06 OK.
4.TToaroToBKa aKkTa MO YHWUTOKCHUIO (MHIMBHIYaJIbHbIC 3aJaHNU)
Tema 3.4. Conep:xanue y4e6HOr0 MaTepHaa 1
Cucrema Hay4HO-CNPaBOHOTO 1. | Hownsrue o cucteme HCA. MupdepeHunpoBatHblii IOAX0.
AMNapara K 10KyMEHTAM apXHB2 2 Hcropuueckas cripaBka k ponnam. TpeboBanus k Hanucanuio. MeToaqudeckue peKoMeHJalum
3. | KiaccudukannoHHble CXeMBbI KaTAJIOTOB, CTPYKTypa KaTajoroB.
4 [Monstue karanoruzanuu AJl, BEIIBICHUE U OTOOP JOKYMEHTOB MPH KaTaJIOTH3aLUH
5 WHupnexcupoBaHue U CHCTEMAaTH3AIHsI KapTOUEK, BEACHUE KaTaloTroB
IMpakTuyeckune 3aHATHS 3
ITocemenue apxuBa c uenbo o3HakomieHus ¢ cucteMord HCA k JoKkyMeHTaM apxuBa.
CaMocTosITenbHOE HAIIMCAaHUE HCTOPUIECKOH CIIpaBKH K GOoHNY (MHIUBUAYAIbHBIC 3a1aHIS).
Tema 3.5. CopepxaHue yueOHOTro Matepuaia 1
IIyTeBoauTe N U KpaTKue 1. | ApxuBHas 3BpHCTHKA-TIOHITHE, CTPYKTYpa. MlcTOpus npruMeHeHUs.
CHPABOYHHUKH 2. | IyreBoautenu. Bunpl, cocraB Xapakrepucruka. O3HakomiieHHe co cTpaHuliei caiita AD PO
O030pbI TIOKYMEHTOB U Apyrue «ITYTEBOJUTEIH.
apXuBHBIE CIPABOYHUKH 3. | Kparkue cripaBo4HUKH.
0O0630p apXUBHOTO JOKYMEHTa KaK THUI apXHUBHOTO crpaBoyHuKa. O630p apXuBHOTO (QOHAA,
TeMaTUIeCKHi 0030p.
4. | AuaoTauus. ['pynmoBast 1 MHIUBUAyaTbHAS aHHOTAIIHA.
5 OCHOBHBIE CXEMBI IOCTPOCHHUS JIOKYMEHTOB B 0030pax: CTpyKTypHasi, OTpacjeBas, TeMaTHIecKasi,
XPOHOJIOTYecKasi, HOMHHAIIbHAsI
6. | INonsiTue o Ha3HAYCHUSIX M BUJAX yKaszaTelen
TpakTHYeCKHe 3AHATHS 2,3
WsroToBneHne ykasarenei o pa3jiIMyHbIM THIIAM apXHUBHBIX MaTepHajIoOB.
[IpocnymuBanue u 06cyxaeHne pedepaTon
Tema 3.6. Copep:xanue y4eOHOro MaTepraJia 1
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Onucanne AOKYMEHTOB M J1€]1

HudpopmanmoHHbIE XapaKTEPUCTUKU TOKYMEHTOB U JICII.
3arosoBok. Buarl. CocTaBiaeHne aHHOTAIHH.
OdopmiieHre 00T0XKKH JeIT

PwpdE

[TousaTre 06 onucaHuu JOKYMCHTOB U JCII. Tpe6OBaHI/ISI. MeTtoauueckue YKa3aHud 10 ONUCAaHUIO.

IpakTuyeckue 3aHATHSA (10 HHANBUAYAJIBHBIM 32JaHUSIM) 2,3
1.OpopMUTB OOIOKKY [ena.
2. ObopMuUTh 3aro0BKH jAeia (IPocToii, 0000IEHHBIH , CIIOKHBII)
Tema 3.7. Conep:xaHue y4e0HOT0 MaTepHaJja 1
Hcnoab3oBanue apxHBHbIX 1. Hamnpagienust, 1ienu 1 GOpMbI HCTIOJIB30BAHMSI apXUBHBIX JOKYMEHTOB
AOKYMEHTOB 2 Hayuno-uH(bOpMannoHHas AEATEILHOCTh APXHUBOB.
3. ITyGnukanuoHHas 1esTeIbHOCTb.
4 HayuHo-uccnenoBarensckas 1 MeTonudeckas padora B apxuse. HayuHo-uccienoBaresbekas u
METOAMYECKasi paboTa B apXUBE.
Paznen 4.
HNndpopmanmnonHoe NnpaBo
KaK COCTABJISIOIAs APXUBHOIO
3aKOHO/IATEJIbCTBA
Tema 4.1. Copaep:xxanue yueOHOT0 MaTepHaJia 1
Wnpopmaumonno-npasosyie 1. Cucrema nHGOPMAIIMOHHOTO TIpaBa, MPUHIHIEL. MHQOpMAIIMOHHbIE TIPABOOTHOIICHHSI
HOPMBI i ) ’
BO3HHUKAIOIIUE NPH OCYLIECTBICHUH MTOUCKA, MOJTYYSHHUS U NOTpedIeH s THHOPMAIIUH.
Wupopmauust apxuBHEIX (HOHIOB KaK 00BEKT HHPOPMALOHHBIX IPABOOTHOILICHUH.
2. [TpaBoBoii pexxuM JOKyMeHTHpOBaHHOH nHpopManuu. [loHsTHE 00513aTEIBHOTO IK3EMILISIPa
I[IpakTHyeckue 3aHATUSA
[pocnynmBanue u 00cyxaeHue pedeparon
Tema 4.2. Copep:xanue y4eOHOro MaTepuaJa 1
Hudopmaunonnas 6e300acHOCTe |1 ™ [ T[papopag samuTa IMTHOCTH, OGMIECTE], FOCY1aPCTBA OT HE/IOGPOKAYECTBEHHOM HH(BOPMALIHH.
KaK 0CHOBa 1EATEILHOCTH 2. | IousTHE 0 rocyapCTBEHHOM TaiiHe. [lepeuny cBeIeHUI, COCTABIAIOMINX FOCYIAPCTBEHHYIO TaiiHY.
apXHBOB PacnopsokeHne cBeICHUAMH, COCTABIIAIOLIMME TOCYJapCTBEHHYO TaiiHy. KoHTposip 1 Haazop 3a
3. | obecreyeHreM 3alUThl TOCYAaPCTBEHHON TAHHBI B YCIOBHAX apXUBHOM JESTEIbHOCTH.
TpaKkTHYeCcKHe 3aHATHS 2,3

Bonpocwl k cemunapckum 3auamuam
1. UndopmanmonHast 6e30macHOCTh M HHPOPMAIMOHHOE 3aKOHO1ATEIIbCTBO.
2. IIpaBo coOCTBEHHOCTH Ha HH(GOPMAIIMOHHBIC PECYPCHI.
3. IlpaBoBsie acnekTsl MHTEpHET.
4. TlpoOneMbl JIEKTPOHHOTO OITyOJIMKOBaHHS PAaBOBBIX aKTOB M MEpe/laul NX Ha TOCY/IapCTBEHHOE
XpaHEHHUE.
5. Talina u ipaBo. Buser TaiiH.
6. ['ocynapcTBeHHOE peryJiMpoBaHue paboThI C IEPCOHAIBHBIMU JITAHHBIMHU.
7. TlepeuHu cBeICHHI, COCTABIIOMINX TOCYJAPCTBCHHYIO TaifHY, M CBEICHUS, KOTOPBIE HE MOTYT
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OTHOCHUTBCS K TOCYJITapCTBEHHOH TaliHe.
8. ITpaBoBoO# pexuM KOMMepUecKor TaitHpl. OXpaHa KOMMEPYEeCKOH TaiHBbI .

Pa3nen 5 1
B3anmocBsI3b apXMBHOIO
3aKOHOIATEILCTBA ¢
HOPMATHBHBIMHM AKTaAMH
CMEKHBIX 0Tpaciei
Tema S5.1. Conep:xanne y4eGHOr0 MaTepHaia
B3aumocesi3» apXuBHOTO NpaBa 1| B3auMOCBS3b apPXMBHOIO 3aKOHOAATENLCTBA C HOPMATMBHBIMHM aKTAMU CMEXKHBIX OTpaciei, 1 1
€0 CMEKHBIMH OTPACIAMH VronoeusiM U IpaxpmaHckuMm — Kojekcamu — Poccuifckoif  ®emepaluy, OpoLecCyalbHBIM
3aKOHOJATENBCTBOM.
2 | 3akoHONATENbCTBO PP 06 aBTOPCKOM NpaBe M CMEXKHBIX TIPaBax, O PYKONHCHBIX OT/ENAX MY3EEB,
6ubnuotek, apxuBoB Axanemuil Hayk PO.
Pasnen 6 4
ApXHBHOE 32KOHOIATENLCTBO 32
pyoexom.
Tema 6.1. Copep:xaHue y4edOHOTro MaTepuasia 2 1
ApXHUBBI 32 pybeskom 1 | TIpaBoBoe peryJupOBaHHE apXUBHOIO JEa 32 PYOEKOM.
2 | OpraEuzanys 10CTyma K JOKYMEHTAIBHOMY HACIENNIO YETOBEUECTBA 38 PYOEKOM.
3 | TlpaBoBbIe aCIEKTHI MEXITYHAPOHOTO TIEPEMEIEHHUS] ADXMBHBIX JIOKYMEHTOB.
[pakTuyeckue 3aHATHS 2 2,3
IpocnyumBanue u obcyxuenue pedepaToB. AHanusz Tabmuibl «3apy0eKHOE M POCCHICKOE
APXUBHOE 3aKOHOJATENIBCTBO: 00LIEe U 0OCOOEHHOE» (CPABHUTENLHBIN aHAIIM3 3aKOHOIATENLCTBA PD ¢
M000H cTpaHOH MUpA)
O0001eHHE TOTYYEHHOTO CozepskaHue y4e0HOro MaTepuaia 2 12,3
MaTepuaJja [ToBTOpEHUE MaTepuaia U NOArOTOBKA K 9K3aMEHY
IK3aMeH 5
BCEro 67
CamocTtosiTensHast padora npu nzyyenunn MK 02.01 30

~wd PR

apXUBHOM 3aMUCK»

IIpuMmepHas TeMaTHKA BHEAyAUTOPHOIl CAMOCTOSITEJIbLHON PadoThI
Munn-counnenue «Most pOJIOCIIOBHAS.

CucremMaTHuecKoe BEAECHNUE TII0CCAPHS 110 apXHUBHOMY IETy
3anonHeHne TabmuITs! «VcTopus pa3BUTHS apXUBHOTO Jena B Poccumy.
IToaroroBka koHCTIeKTa MaTepuana « BiusHue knaccupukaniuy JOKYMEHTOB U e B IIpeesiaXx apXUBHOTO (pOH/Ia Ha COCTaBICHHUE

5. TloaroroBka cOOOIIEHHI ITO TEMaM:
- «YHUKaJIbHBIE apXUBBI Mupay, «[lepBblit coBeTcknit apxuB», «Pexnum paboTsl apXuBOB I.UHUTH

6.  3amosHenue Tabnuipl «3apyOeKHOE U POCCHICKOE apXUBHOE 3aKOHOJIATEILCTBO: 00111Iee 1 0COOCHHOE» (CPaBHUTEIIBLHBIN aHAIH3
3akoHonarenscTBa PO ¢ o060l ctpaHoit Mupa)
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7. TlonmroroBka peepaToB 1o TemMam:

«Bo3HUKHOBEHHE apXUBHOTO Jiefia B 3a0aiKanbCKOM Kpaey.

«Opranusanys BEICTaBOK JTOKYMEHTOB B apXHUBE»

«M3nanus apxuBoB 3abaliKanbCKOTO Kpasi - METOMYECKasi U Hay4qHas JINTepaTypay»

«Karanoru u xaproreku B cucteme HCA apxusay

«MecTo u pojb MyTeBOIUTENEH B CICTEME HayuHO-CIIpaBouHOro anmnapara ApxusHoro ®@oxaa PO».

«IIpobiema BO3HHUKHOBEHHS AyOJIE€THBIX JOKYMEHTOB IIPH C/Iau€ MaTepHAaIOB B apXHB)

«3ammra rocyAapcTBeHHON TailHBI B apXUBHBIX YCIOBHUSIX)

«IIpobnema aBTOPCKOTO MpaBa B UHTEPHETE)
8. I3ydeHme nUTEPATYpPHI U CETEBBIX MPOPHUIBHBIX PECYPCOB
9. MU3ydeHume W KOHCIIEKT HOPMATHBHOTO JOKyMEHTa mpuka3 MmuHuctepctBa KymsTypsl P® ot 31 mapra 2015 roma Ne 526 «O06
YTBEPK/ICHHN TPaBWJ OPTraHMW3AlMM XPaHEHWs, KOMIUICKTOBAHMS, ydeTa M HCIOJIb30BaHUS NOKYMEeHTOB ApxuBHoro ®onnma Poccuiickoit
denepanuy 1 IPYrUX apXUBHBIX JOKYMEHTOB B OpraHax rOCYAapCTBEHHOHN BJIACTH, OPTaHAX MECTHOTO CaMOYNPABJICHHS M OPTaHM3AIUIX)»

, p-L, pIlmm 2.1-2.13, pp. HI-VII

10.ITocne nocemieHust apXuBOB I.YUTHI - MOJArOTOBKA OTYETA MO 3apaHee HaMEYEeHHBIM BOIIPOCaM

11.Pa3paboTka 1 3amuTa KOHIEINH, SKCIO3UIUU U CMEThI apXUBHOMN BBICTaBKU II0 CAMOCTOSITEIILHO BBIOpPAaHHOI TeMaTHKe.
12. CamocrosiTenbHas pa3paboTKa mpukasa u moyioxkeHust 00 K opranuszarum.

13.Koucnekr metoauyeckoro marepuaia BBIHUMIA]L « TpeboBanust K 0(OPMIICHHIO apXUBHOTO €Iy

14.CamocTosTenbHast HOATOTOBKA K MPAKTHYECKOMY 3aHATHIO Tpo mponmBke ( Ha 3 1 4 MPOKOJIa) U MEPEILIETY aApXUBHOTO Jieia
15.Pa3paboTka HOMEHKIIATYPHI Opranu3anui ((GUPMBL), TOCYIapCTBEHHON OpraHU3alii B YaCTH apXHUBOBEICHHUSIIO

MJIK 02.02
TI'ocynapcrBeHHbIe,
MYHHIMNAJbHbIE APXUBBI
apxXMBbI OPraHU3aNui

Brenenne OCHOBHbBIE TIOHATHS 00 apXHUBAX M APXUBHBIX JTOKYMEHTAX 2
Paszgen I 34
I'ocynapcTBeHHbIE APXHBBI
Tema 1.1. Copep:xanue y4eO0HOro MaTepHaJia
ApxusHbiii pona Poccuiickoi 1. | ApxusHsli Gong Poccuiickoii ®enepalin: HCTOPUSI H COBPEMEHHOCTb. 2 1,2
(denepannn 2. | Apxwussl B rogsr Coerckoit Bmactu (1917-1988 r.r.).
3. | ApxuBHble peOopMBI HA COBPEMEHHOM dTarie. 2
IIpakTHyeckue 3aHATHS.
3akoHOaTeIbHAS U HOPMATHBHO-TIPABOBas 0a3a OTEYECTBCHHOTO apXUBHOTO JieJa HA COBPEMEHHOM 2 2
JTarne (COCTABUTh EPEUCHb JOKYMEHTOB B pa00UYNX TETPasX).
Tema 1.2. Conep:xanue yued0HOro MaTepuaja
Opranu3anus paéoThI U 1. | Oprauusanus pabOThI U YIIPABICHHUE ITOCYAaPCTBEHHBIM apXHBOM. 2 123
yIpaBiieHHe TOCy1apCTBEHHBIM IIpakTHyeckue 3aHATHS.
apXuBOM OCHOBHBIE HOPMAaTHUBHBIE TOKYMEHTHI IT0 OPTaHW3aLNH IeSITEILHOCTH apXHBa: yCTaB, IIOJIOKEHHUE O 2

CTPYKTYPHBIX TIOAPA3ACICHHUAX apXUBa, JOJDKHOCTHBIE HHCTPYKIIMH PAOOTHUKOB apXuBa (OCHOBHEIC
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pazienbl JOKyMEHTOB).

Tema 1.3. Copaep:xanue yueOHOI0 MaTepHaJia
®enepaibHoe apxuBHoe areHTcTBO | 1. | @enepanpHoe apxuBHOe areHTcTBO (PocapxuB) — (enepanbHbIil OpraH rocyaapcTBEHHOTO 1
(PocapxuB) — (heaepaibHblii opran YIIPaBJICHUS apXUBHBIM Jes10M B Poccuiickoii Denepanyi.
rocy1apCTBeHHOI0 YNpaBJIeHUA IIpakTHYecKne 3aHATHSI
apXHBHBIM JejioM B Poccuiickoii 1. | OcHoBHbIe 3a1auu U GyHKIMK DenepanbHOro apXHUBHOI'O areHTCTBA. 2
Degepanun 2. | Cetp (hemepanpHBIX TOCYIapCTBEHHBIX apXUBOB Poccnu, Mx MecTo u poib B cucteme Pocapxusa.
Tema 1.4. ConepxxaHue y4eOHOT0 MaTepHaJja
Opranuszanus 10KyMeHTOB 1. | Opranmsanus nokyMeHTOB ApxuBHOro GpoHna Poccuiickoit ®eneparmu. [Ipu3Haku opraHu3anum 1
ApxuBHoro ¢ponaa Poccuiickoii JOKYMCHTOB.
®enepanun 2. | ®oHxmpoBaHNE apXUBHBIX JOKYMEHTOB.
3. | Obecneuyenne COXpaHHOCTH TOKYMEHTOB apXUBa.
4. | Yder 1OKyMEHTOB B apXHBE.
5. | KommnekroBanue apxuBa U 3KCIEPTU3a HEHHOCTU TOKYMEHTOB.
IIpakTHyeckoe 3aHATHE
1. | HopmaTuBHBIE YCIOBHS XPaHCHUS aPXUBHBIX IOKYMEHTOB.
2. | TpeGoBanusi, MpeIbABISEMbIE K 3IaHUAM U OMEILIEHUSIM apXUBa. 2
3. | PexxuM XpaHeHust JOKyMEHTOB: IPOTHBOIIOKAPHbIN, OXPAHHBIN, CBETOBOMU, TEMIIEPATYPHO-
BJIQ>KHOCTHBIN, CAHUTAPHO-TUTUEHUYECKHIA.
Tema 1.5. Conep:xanue yue0OHOro MaTepuasa
HayuHo-cnpaBo4HbIi annapar 1. | INonsTne, CTPyKTYypa, XapaKTEPUCTHKA CUCTEMBI HAyYHO-CIIPABOYHOTO ammapaTa K JJOKyMEeHTaM 12
apxmuBa apxuBa.
I[IpakTHyeckue 3aHATUSA
1. | IIpuHOUIBI TOCTPOEHHS HAYYHO-CIIPABOYHOTO aapaTa K JOKyMEeHTaM apXuBa.
2. | Obs3aTenbHBIC apXUBHBIE CIIPABOYHUKH: OIUChH, KATAJIOT; JOMIOJIHUTEJIbHBIE apPXUBHbIC 2
CIPaBOYHHKH: YKa3aTeIH, 0030PbI
Tema 1.6. Coaep:xanue yueOHOro MaTepuasa
Hcnonb3oBanne 10KyMEeHTOB 1. | IIpaBOBBIE OCHOBHI IOCTYTA K apXUBHBIM JOKYMEHTAM. 1
ApxusHoro ¢onga Poccuiickoi 2. | Ucnonp3oBaHue apXUBHBIX JTOKYMEHTOB.
®enepanuu IIpakTHyeckue 3aHATHS
1. | TpaBwmia gocTymna K apXMBHBIM JTOKYMEHTaM B COOTBETCTBHH C COBPEMEHHBIM 3aKOHOIATEILCTBOM 2
00 apXHBHOM JIeTe.
2. | TIpyHIHMIIBI ¥ HATIPABIICHHUS JOCTYIIA K ApXUBHBIM JIOKyMEHTAM.
3. | OcHoBHbIE (HOPMBI MACCOBOIO MCIOJIb30BAHMS APXUBHBIX JOKYMEHTOB.
Tema 1.7. Copep:xanne y4eGHOro MaTepuaJa
I/ICTOPHﬂ CO3aHUS U 1. I/ICTOpI/I}I CO31aHuA U NOKYMCHTAJIbHBIC (bOHZ[LI HEKOTOPLIX roCyAapCTBECHHBIX apXHUBOB. 1
JOKYMEHTAIbHBIE (POHIBI 2. | Poccuiickuii rocyflapCTBeHan‘/'I ApXHB JIPEBHNX aKTOB (PTAIIA).
HEKOTOPBIX FOCYAAPCTBEHHBIX 3 | T OcyﬂilpCT]ieHHbII/I apxuB Poccvnncxon q)eﬂepfluﬂﬂ (CA PD).
4. | Poccuiickuii rocynapcTBenHslii ncropuueckuii apxus (PTHA).
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apxXuBOB IIpakTHYeckne 3aHATHUS
Jokymentansablie ¢ponapl [KY «'ocymapcTBeHHbIN apxuB 3a0alHKaIECKOTO Kpash».
1. | Hoxymenrambusle porasl IKY «'ocynapcTBeHHBIH apXHB JOKYMEHTOB IO JIMTYHOMY COCTaBY 3a0aiKajbCKOT0O 2 2
2. | kpas».
Pazgen 11 22
BenomcTBeHHBbIE apXUBBI (APXUBBI
opranu3anmii). [IpaBuia padoTsl
ApPXMBOB OPraHU3alui
Tema 2.1. Conep:xanue yue0OHOro MaTepuasa
O0ume nos10KeHUst 1. | HousaTHe apxuBa opranu3anuu. Buasl apxuBos. 2 12
2. | OcHoBHBIC 3a1a4X ¥ (PYHKIINH apXuBa, IPaBa, OTBETCTBEHHOCTb.
IIpakTHyeckue 3aHATUS
1. | [HonoxxeHue o0 apXuBe: OCHOBHBIE pPa3felibl JOKYMEHTa (Ha OCHOBE MPUMEPHOTO TMOTOKESHHUS). 2 2
2. | Ipodmunp apxuBa, COCTaB XpAHIIUXCS JTOKYMEHTOB.
Tema 2.2. Coaep:xanue yueOHOro MarepuaJja
OKcnepTH3a NEHHOCTH 1. | HopMaTuBHO-METOIMYECKHE OCHOBBI SKCIIEPTH3HI IEHHOCTH JIOKYMEHTOB. 2 1
AOKYMEHTOB 2. | Oprasuzarus NpoOBEACHUS IKCIIEPTH3bI IIEHHOCTH JTOKYMEHTOB.
3. | Tlopsiox mpoBeeHuUs IKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB, 0()OpPMIICHHE PE3yIIbTATOB SKCIIEPTH3L
IIpakTHyeckue 3aHATUSA
1. | ITonoxenue 06 JIIK JlemapramenTa no jienam apxuBoB 3abaikaabCKOro Kpas. AHaIN3 OCHOBHBIX 2 2
HaIpaBJIeHUH IesTeTbHOCTH.
Tema 2.3. Copep:xanue y4eOHOro MaTepuaJia
KomnuiiekroBanune apxusa 1. | KomrutekroBanue apxuBa. ICTOUHHKH KOMIUICKTOBAHHUS apXUBa. 2 1
2. | CocraB JOKYMEHTOB, TOUICKAIINX TIEPEIaue B apXHB.
3. | Homenknarypa men. 2 1
4. | Topsamok GOPMHUPOBAHKS JIe] B Opranu3anun. TpeGoBanus K 0(QpOPMIEHHIO e, IPHHAMAEMEIX B
apXuB.
5. | CocraBnenue 1 0hOpMIICHHE OIICEH e 2 1
IIpakTHyeckue 3aHATUS
1. | CBoxHast onuCh J1eJ1 OpraHn3alyy U TpeOOBaHMS K €€ COCTaBJICHHIO (Ha IIpUMepe OJHON M3 2 2
opraHu3aIyii 3a0aiKkarbCKoro Kpas).
Tema 2.4. Coaep:xanue yueOHOro MaTepuasia
OGecneyenne COXpaHHOCTH 1. | Cucrema mep obecriedeHHss COXpPaHHOCTH JIOKYMEHTOB. 2 1
JOKYMEHTOB apXHBa 2. | TpeOoBaHusI K 3[JaHUSIM U TTOMEILIEHUSIM apXuBa. PexXUMBbI XpaHEHHUS TOKYMEHTOB.
3. | Pasmemnienne nokyMeHTOB B XpaHuuuiie. [1opsgok BbIIauy J1eN U3 XpaHWINIIL. 2 1
4. | Oco0o0 1eHHbIEC ¥ YHUKAJIBHBIC JJOKYMEHTHI apX1Ba.
Tema 2.5. Copep:xaHue yueOHOI0 MaTepHaJia
Opranusanus 10KyMeHTOB B 1. | JloKyMeHTaJIbHBIN ¥ apXUBHBIN (OH] OPTaHU3aIIHY. 2 1
apxuBe 2. | OpraHusanys JTOKyMEHTOB B IIpeJeax apXUBHOTO (OoH/A.
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IK3aMeH 5
Bcero: 58
CamocTosiTe1bHast padota npu uzydenun MJIK 02.02 29
IIpumepHas TeMaTHKa BHeaAyAUTOPHOI CaMOCTOSTeIbHOI PadoThI
O3HAKOMUTBCS € JIOKYMEHTAMM, perjiaMeHTHPYIOIUMMH apXUBHYIO JesTeJbHOCTh B Poccuiickoii Penepanmu:
1. [expertsl, npuaiTeie COBETOM HapOIHBIX KoMuccapoB: «O peopraHu3annyl U NeHTpanu3aniuu apxusHoro aena» (01.06.1918 1.); «O
XpaHCHU! M YHHUYTO)KCHUH apXuUBHBIX 1ei» (22.04.1919 r.); «O rybepHckux apxuBHBIX pormax» (30.01.1919r.).
2. Tlocranosnenue [IpaBurenscTBa Poccuiickoit @enepaunu ot 17.06.2004 «O denepanbHOM apXUBHOM areHTCTBE», MOATOTOBUTH TEKCT
JIOKYMEHTA JJIs IOCTOSIHHOM paboTHI.
3. Pernament rocyJapCTBEHHOI'0 pe€eCTpa YHUKAJIbHBIX TOKYMEHTOB (HOpHZ[OK BBISIBJICHUSA, Y4€TAa U COXPAHHOCTH YHUKAJIBHBIX JOKYMCHTOB
ApxuHoro ponna Poccuiickoii deneparyn).
4. ®epnepanbHbiii 3aK0oH Ne 125-03 ot 22.10.2004 r. «O6 apxuHOM nene B Poccuiickoit @enepanuuny.
5. OcHOBHBIE IIpaBHiIa PAOOTHI APXUBOB OPTaHH3ALIUH.
IoaroroBuTH M 06CYINTH HA 3AHATHAX:
1. TlpumepHyIO HOJDKHOCTHYIO HHCTPYKIIHMIO paOOTHHKA apXHBa, 3aKPEILIIONIYIO ero 00s3aHHOCTH, IIpaBa, OTBETCTBEHHOCTb.
2. Ilucemennyto nH(popMaImio mo Teme: «l ocyjapcTBeHHBIN apXuB 3a0aliKaabCKOTO Kpasi: HCTOPUS U COBPEMEHHOCTHY.
3. IMucemennyto nHpopMarmio no teme: «['ocyaapcTBEeHHBIH apXHB TOKyMEHTOB I10 JINYHOMY COCTaBy 3a0aiiKaabCKOTO Kpasi: HCTOPHS
Y COBPEMEHHOCTBY.
4. TlucemenHyro nH}popManuio o teme «JlenaprameHT 1o aeiaaM apxXuBOB 3a0alKaIbCKOTO Kpasi: HCTOPHS U COBPEMEHHOCTDY.
5. Tlonoxxenue 00 apxuBe OAHOM U3 opraHu3anuii 3ab6aikaabCKoro Kpas (1o BEIOOpY CTYAEHTA), HallpaBIeHUE 1A TeILHOCTH, COCTaB
XpaHA1muxcsa I0KyMEHTOB.
6. Tlonoxenue 06 IK I'KY «I'ocynmapcTBeHHbIH apxuB 3abaiikanbCcKoro kpas». OCHOBHbIC HAPABIICHHUS ACSTEIILHOCTH.
YueOHas npakTuka (o npoQuIo cnenuaaIbHOCTH)
IMpon3BoacTBeHHAsI MPAaKTHKA (10 MPOQUIII0 CIENNATLHOCTH) HTOrOBasl M0 MOAYJIIO. 36
BrinosHeHNe HHIMBHYaJIbHBIX 3a/laHAIH
M/K02.03 MeToauka U NPpaKTHKA
apXMBOBeIeHHS
Brenenne 2
Pazgen I 4
Hay4Hble 0CHOBBI POCCHIICKOI0
apXMBOBEICHHSI
Tema 1.1. HayyHble OCHOBBI Copep:xanue y4eOHOro MaTepHaJia 2
POCCHIICKOT0 apX1BOBEIEHHS )
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N

[TonsiTre 00 apXMBOBEACHUH KaK KOMIJIEKCHOW Hay4YHOH AMCIMILUINHE.
[TpuHOMTIBI 1 HAYYHBIE METOJIbI ADXUBOBEACHMSI.

OOBEKT 1 MpeaMeT TEOPUU M METOJUKH apXUBOBECHMUS.
IIpakTHyeckune 3aHATHS

Bomnpocs! kK ceMHMHapCKUM 3aHSTHSM:

1.YUto 03HauaeT MPUHINI HEHTPAIU3ALIY B apXUBHOM Jesie?
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2. Yto o3Ha4yaeT MpUHIMN HeApoObuMocTy apxuBHoro houaa? 3.Uro

TaKO€ «apXHUBHBIA JOKYMEHT?»

4. Yto Takoe nokyMeHT «ApxuBHoro ¢ponna Poccuiickoit ®enepaunu?» 5.Uro B
HacToslIee BpeMsl MOAPa3yMeBaloT MO apXUBOM?

Paznen 11
XpaHeHHe U YUeT apXHBHBIX
JIOKYMEHTOB

Tema 2.1.
Opranuszanusi XxpaHeHUs1
JOKYMEHTOB ApPXUBHOIO0 (poHaa
Poccuiickoii @egepanuu U Apyrux
APXUBHBIX IOKYMEHTOB

Copaep:xanue y4eOHOro MaTepuaJsa

1.

2.

Opranuzanus JOKyMEHTOB B npezienax apxuBHoro ¢onna Poccuiickoit deneparun (nepBoiit
YPOBEHB).

OpraHu3anus T0KyMEHTOB B IIpefiesiax apXUBOB (BTOpOH ypoBeHs). OpraHuzaius
JIOKyMEHTOB B IIpeJiesiaX apXuBHOTO (hOHMA (TPETHI YPOBEHB).

IpakTyeckue 3aHATUSA

Bompockl kK ceMHUHAPCKUM 3aHSATHSM:

1. Yro Takoe ApxuBHbIN (oHL Poccuiickoit denepanuu?

2.  Kakwme moxyMeHTHI BKIFOUAIOTCS B cocTaB ApxuBHOTO (poHma Poccuiickoit @enepanuu?

3. Tlo KakuM TpeM YPOBHSIM OCYIIECTBIISICTCS OPTraHU3aLKUs JOKYMEHTOB | J1e]l APXUBHOTO (OHIA
Poccwuiickoii @eneparuu?

4.  Kaxue hopMbl COOCTBEHHOCTH TOKYMEHTOB ApxuBHOTo (hoHa Poccuiickoit Denepariu
YCTaHOBJIEHBI COBPEMEHHBIM apXHBHBIM 3aKOHOJIATEIHCTBOM ?

5. Uro takoe apxuBHbIi GoHn? KTo MoxeT sBisThCS hoHI000pazoBaTeneM?

Tema 2.2
Opranu3zanus y4eTa 10KyMeHTOB
ApxusHoro ¢ponaa Poccuiickoii
Denepanuu U IPYrux apxXuBHbBIX

AOKYMEHTOB

Coaep:xanue yue0HOro MaTepuasna

1.
2.
3.

[MonsTHe 00 yuere nokymMeHTOB ApxuBHOTO QoHma Poccuiickoii @enepannu. Cuctema
YUYETHBIX JIOKYMEHTOB.
Benenne y4eTHBIX JOKyMEHTOB.

I[IpakTHyeckue 3aHATUSA

BOHpOCH K CCMUHApPCKUM 3aHATUAM

N

o ukw

Uro Takoe yueT apXUBHBIX JOKYMEHTOB?

Uro sBNseTCSA eAMHUIIEH yueTa JoOKyMeHTOB ApxuBHoro Gonaa Poccuiickoit dexepanyu u IpyTrux apXUBHBIX
JIOKYMEHTOB?

Kakne xoMIaeKcsl JOKyMEHTOB MOAJIEXKAT FOCy 1apCTBEHHOMY yueTy?

Kakne noxyMeHTBI IEHTPaI30BaHHOIO TOCYAAPCTBEHHOIO yUeTa BEAyTCsA B apXUBaxX M apXUBHBIX
YUpEeKICHUAX?

Kakwne yueTHBIC JOKYMEHTHI SIBIAIOTCS OCHOBHBIMH (00s3aTensHbIME)? Kakue ydeTHble JOKYMEHTBI OTHOCSTCS
K BCIOMOTaTEIbHBIM?

B gem 3axmodaercs crienuguKa yueTa YHUKaIbHBIX U 0CO00 LICHHBIX JOKYMEHTOB?

I1. [Tocemenne I'KY «I"ocymapcTBeHHBIN apXuB 3a0aiKaIbCKOTO Kpash» C IETbI0 03HAKOMIICHHS C MOPSIIKOM
BEJICHUS y4eTa apXUBHBIX JOKYMEHTOB.
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Paspeu III.
KoMmmiekToBaHne apxuBoB
APXHUBHBIMH I0KYMEHTAMHU

12

Tema 3.1.
Opranuszanus KOMIIEKTOBAHUS
apXHBOB J0KYMEHTAMH APXHUBHOI'0
¢onga Poccuiickoit @exepaunu u
APYTMMHU apXUBHBIMH
JAOKYMEHTAMHU

Conep:xanue yueOHOro MaTepuasa

1. | KommiekroBanue apxuBoB AoKyMeHTamu ApxuBHOro ¢onaa Poccuiickoit @enepanuu u [pyrumMu
ApPXUBHBIMH JJOKYMEHTaMH.

IloHsATHE O KOMIUIEKTOBAHUU.

OmnpeneneHne HCTOYHNKOB KOMIUIEKTOBAHUSL.

Opranu3anys KOMITIEKTOBAHUSL.

DKcnepTr3a NeHHOCTH JOKyMEHTOB. [loHsTHE 00 3KCIIepTH3€e IIEHHOCTH TOKYMEHTOB.
3a7a4n SKCIIEPTH3bI IEHHOCTH JOKYMEHTOB.

Kpurepun 3kcriepTH3bI IEHHOCTH JOKyMEHTOB.

OKcnepTr3a NEHHOCTH JOKYMEHTOB 110 EPEYHSM.

OT60p Ha XpaHEHUE YHUKAIBHBIX U 0CO00 IIEHHBIX JOKYMEHTOB.

OpFaHI/I?)aHI/Iﬂ MPOBEACHUA SKCIICPTU3BI HIEHHOCTU JOKYMCHTOB.

BoOoo~Noo A~ wN

IIpakTHyeckue 3aHATUSA

l. Bomnpock! k ceMHHApCKUM 3aHATHUSIM:

1. Yo takoe xoMmIuiekTOBaHue apxuBa? Kaknue Buzpl paboT BXOJIAT B KOMIUIEKTOBAHHE?

2. Yro Takoe panr apxuBa? Uto Takoe 30Ha KOMIIJIEKTOBaHHSA?

3. UYro Takoe UCTOYHMK KOMIUIeKTOBaHus? Kakue CylecTBYIOT KpUTEPUH OIIpEIeIICHHS
HNCTOYHHUKOB KOMITJIEKTOBaHUA?

4. Kak KOMIUIEKTYIOTCS TOCYJapCTBEHHbIE M MyHHIHIIAIBHBIE apXHUBHI TOKYMEHTaMHU
HETOCYAapCTBEHHBIX OPTaHM3AINI U TOKyMEHTAMU OPTaHU3AIMH B CIIyyae UX IUKBUIALNU U
GankpoTcTBa?

5. Kak opranusyercs nepegada J1el Ha XpaHeHHE B TOCYAaPCTBEHHBIN 1 MyHUIUIIAIbHbIN apXuB?

6. Urto Takoe 3KcnepTH3a IIEHHOCTH JTIOKyMeHTOB? Kakune 3a7aun permaioTces B Iporiecce SKCIepTU3bI
LEHHOCTH JOKYMEHTOB?

. IMocemenne I'KY «I"ocynapcTBeHHBIH apXuB 3a0aiKaabCKOTO Kpash) € LEJIbI0 03HAKOMIICHUS

¢ paboToii OT/IENIa BEAOMCTBEHHBIX aPXUBOB C HCTOYHHKAMHU KOMITIEKTOBAHHS.

. INocemmenne MyHHIIMNIAIBHOTO apXHUBa aAMUHUCTPALUU ropoJckoro okpyra «['opox Yura»c

ENTBI0 03HAKOMJICHUSI C 30HOH KOMIUIEKTOBAHMS apXHBa U pabOTOH 110 KOMIUIEKTOBAHHMIO.

Pazpgen IV.
CnpaBo4YHO-IOHCKOBBIE CPEACTBA
K APXHBHBIM JI0KYMEHTAM
(Hay4YHO-CIPABOYHBIN anmapar).
JocTyn K apXHBHBIM I0KyMeHTaM
U HX HCI0JIb30BaHHE

32

Tema 4.1.

Conep:xanue yueOHOro MaTepuasa
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CrnpaBoYHO-NIOMCKOBLIE CPeCTBA
K apPXHBHBIM JOKyMeHTaM
(Hay4YHO-CIIPABOYHBIN anmapar)

CoNoR~WNDE

[y
o

11
12

[TonsiTre o0 cucTeMe CpPaBOYHO-TIOUCKOBBIX CPEICTB K APXUBHBIM JTIOKYMEHTaM.
JuddepeHrpoBaHHbII MOAX0/] K CO3IaHUIO CIIPABOYHO-TIOMCKOBBIX CPE/ICTB.
[ousTHs 06 OTIMICAaHUH JOKYMEHTOB U JIEII.

Omnwcu gemn, TOKyMEHTOB.

MeTtoauka cocTaBlIeHHUS OITMCEH M UTOTOBBIX 3aIIUCEH.

MeTtouka cocTaBleHUs] CIIPABOYHOTO ammapaTa K OIMKUCH.

CucreMa KaTajaoroB B apXuBe.

ITyreBogurenu.

JononautensHbe cripaBoYHO-TorcKkoBbie cucteMbl (CAC).

O030pHI TOKYMEHTOB.

VYkazaTenn.

Tematndeckue mepeyH JOKYMEHTOB U 0a3bl TaHHBIX.

IIpakTHyeckue 3aHATUSA

l. Bomnpock! k ceMHHApCKUM 3aHATHUSIM:

1.

arwn

Yro noHuMaeTcs 1oJ| JOKyMEHTHOW uH(popMalueH, (IepBUYHON, BTOPHYHOM JOKYMEHTHOMN
nndopmanueir)?

Kakue apxuBHBIE CIPAaBOYHUKH OTHOCSTCS K 003aTEIbHBIM, KaKHe — K JIOTIOJIHUTEIHHBIM?
Iepeuncanre OCHOBHBIE THIIBI, BUABI, PA3HOBUIHOCTH apXUBHBIX CIIPAaBOYHHKOB.

Jaiite onpeeneHye OMUCH eI ¥ MEPEeINCINTE 3TAlbl COCTABICHHS ApPXUBHON OIHCH.
[Tepeuncaure OcCHOBHBIE (PYHKINH, KOTOPBIE OCYIECTBIISICT APXUBHAsSI ONUCH.

I1. [TpaxkTudaeckast paboTa c myTeBoanuTeneM I'ocyrapcTBeHHOTO apxuBa 3a0aifKaabCKOTo Kpast 1o
JIOKyMEHTaM NapTHHHOTO apXuBa (TIONCK TOKYMEHTHOH HH(popManu).

Tema 4.2.
Hcnonab3oBaHue apXuBHbBIX
AOKYMEHTOB

Coaep:xanue yueOHOro MaTepuasa

NoohkrwdpE

IMonsaTHsa 06 UCHOJIB30BaHUH APXUBHBIX JOKYMEHTOB.
Ienu ucnosb30BaHKs aPXUBHBIX JOKYMEHTOB.

@DopMBbI HCHONB30BAHUS APXUBHBIX JJOKYMEHTOB.

VY4er 1 aHaJIu3 UCIIONBb30BaHNUs aPXUBHBIX JOKYMEHTOB.
JlocTym K apXUBHBIM TOKYMEHTaM.

OCHOBBI apXUBHON 3BPHUCTHKH.

IInaTHbIE yCIIyTH B apXHBax.

l'[paKTw{ecmle 3aHATUSA

. BOHpOCLI K CEMUHAPCKUM 3aHATUSIM.

1.

UYro moHMMAETCs TOJ] HCIIOTIh30BAHUEM TJOKYMEHTOB apxuBa? KTo MOXkeT OBITh MOJIh30BaTEIEM
APXUBHBIX JOKYMEHTOB?

[lepeuncnure OCHOBHBIE LIETH UCIIOJIB30BAHUS JOKYMEHTOB. KpaTko oxapakrepusyire Kakayro u3
HUX.

[epeuncanre OCHOBHBIEC ()OPMBI UCTIONB30BAHNS APXUBHBIX JOKYMEHTOB, KPATKO OXapakTepU3ynHTe
KaXIyI0 U3 HUX.

Kakwne 3anpochl HCIOTHSIOTCS TOCYJapCTBCHHBIMU, MYHUIINTTIATEHBIMU W BEAOMCTBEHHBIMU
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apXuBaMu B IIPUOPUTETHOM nopsmlce?

5. | Uro noHHMaeTcs MO AOCTYIIOM K apXHBHBIM JJOKyMEHTaM?
6. | IlepeuncianTe OCHOBHBIC ATAIbI TIOMCKA JOKYMEHTOB B apXHUBE.
Il. TlogroroBka mH(MOpPMAIMK O TUIATHBIX yCIIyrax, IPeJOCTaBIseMbIX Tpaxaanam, [ KY 2 2
«T"ocynapcTBenHsIif apxuB 3abaiikansckoro kpas» u I KY «['ocynapcTBeHHBIN apXuB
JIOKyMEHTOB 10 JITYHOMY COCTaBy 3a0aiiKaJIbCKOT0 Kpas» (110 MaTepraiaM, pa3MeIleHHbIM Ha
calTax roCyJapCTBEHHBIX apXHBOB).
I1l.  Tlocemenne ['KY «I'ocymapcTBeHHBIH apXUB JOKYMEHTOB 110 JITYHOMY COCTaBY 2 2
3a0alKanbCKOTro Kpash» C IEIbI0 03HAKOMIICHHUS ¢ pabOTOH MO MCHOIHEHHIO COIIHAILHO-TIPABOBBIX
3alPOCOB I'PaskAaH.
1V.Tlocemenne My3es TpaHCTIOPTHOH TOJHIINH C IEJIBI0 03HAKOMIICHUS ¢ PabOTOMN 110 2 2
HCIIOJIb30BAHHIO aPXHUBHBIX JOKYMEHTOB.
Pa3pgen V. 10
MapkeTHHT apXUBHBIX
JOKYMEHTOB U ApXUBHOM
HH(pOpMaLUH
Tema 5.1. Coaep:xanue yueOHOro MaTepuasia
MapkeTHHT apXMBHBIX 2 1
AOKYMEHTOB U apxmmoii 1. | ITonsrue o MapKETHHI'C apXHUBHBIX IOKYMECHTOB H apXHBHoﬁ I/IH(bopMaulxm.
UH(poOpManuU 2. | CroumocTHas omeHka apxuBHbIX JoKymeHTOB B CCCP.
3. | CroumocCTHast OIIEHKA apXUBHBIX JOKYMEHTOB M apXHBHOM nH(opmaruu B Poccuiickoit Demepannu
(1900-2000 r.1.). 2 1
4. | «Ilopmenkay Kak O0BEKT KYIUIH-TIPOIAXKH.
I[IpakTHyeckue 3aHATUSA
. Bonpocs! K ceMHMHapCKUM 3aHSTHSIM:
1. | Kakue qoxyMeHTbI MOTYT OBITh 0OBEKTOM KyIUTH-TIpogaxu? Kakue 06beKTbl CTOMMOCTHOMN OLCHKH 2 2
MOTYT OBITH BBIIEJIEHBI B ITPOIIECCE KYIUIN MPOAAXKH?
2. | Kakue KpUTEepHH JIEHEKHON OIIEHKH MCIIOJIB30BaIKCh B cTpane B 1980-1990 roasr?
3. | Kakue coBpeMeHHbIC KPUTEPHH IPUMEHSIOTCS. B MEPOBOM MPAKTUKE CTOMMOCTHOU OLICHKH
JIOKyMEHTOB?
4. | Kak ycraHaBIMBaeTCs II€HA Ha JJOKYMEHTHI U IPYTHe 0OBEKTHI B MPOIECCe KYyTITH-TIPOIaKK?
5. | KakoBo Ha3HaueHHe MPOAAKH MUKPOGDOPM HA MHPOBOM PHIHKE?
6. | Kak ouennBatorcsi GpaabCupUIMPOBaHHBIC PAPUTETHI B HACTOSIIEE BpeMsi?
I1. TTouck mapOpMAIK 0 TOKYMEHTaX, SBIAIONINXCS 00BEKTOM KYIUTH-TIPOJIaKH, B Poccuiickoit 2 2
denepanun, IX CTOMMOCTH (B TOM YHCIIe HA MUKPO(QOPMBI) B TIpoOliecce KYIUTH-TIPOAAXKH
(o nHpOpMaNMOHHBIM pecypcaM ceTr MHTepHeT).
O00011eHME TOJTYYEHHOT O Copep:xanue yueOHOr0 MaTepuaaa 2 1,2,3
MaTepuaja [ToBTOpEHNE MOTYUYEHHOTO MaTepHaa U MOArOTOBKA K 3K3aMEHY
JK3aMeH 5
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Bcero:

74

CamocTosTeabHasi padota mpu uzydenun MJ/IK 02.03
IIpumepHas TeMaTHKA BHeAyAUTOPHOI caMOCTOATEIbHOI padoThI

O3HAKOMUTBCS € AOKYMEHTAMH, PerIaMeHTHPYIOIMMH apXUBHYIO lesiTeJIbHOCTh B Poccuniickoii
Degepanun:
1. OcuoBsI 3aK0oHOmaTENBCTBa Poccuiickoit @eneparim 06 ApxuBHOM Gonzae Poccuiickoit enepannu u
apxuBax ot 7 mroinst 1993 r. Ne 5341,
2. ®enepanbHblii 3aK0H 0T 22 okTA0ps 2004 r. Ne 125-D3 «O6 apxuBHOM niene B Poccuiickoit
denepanumny.
3. [onoxenue o DenepanbHOM apXuBHOM areHTCTBE. YTB. [loctaHoBneHueM [IpaBurenbcta Poccuiickoit
Oeneparuu ot 17 urons 2004 r. Ne 290.
4. TOCT P 51141-98 «/lenonpon3BOACTBO ¥ apXUBHOE J1eyi0. TepMUHBI 1 onpeneneHus». — M., 1998.
5. MeTtoandeckue peKOMEHIAINH 10 pa3paboTKe MpUMEPHBIX HOMeHKIATyp nen/ Pocapxus; BHUNIA/.
- M., 2006.
6. PerysaMeHT rocyaapcTBEHHOTO peecTpa YHUKAIBHBIX JOKYMEHTOB (IIOPSIOK BBISIBICHHS, YIE€TaH
COXPaHHOCTH YHHUKAJIBHBIX JOKyMEHTOB ApxuBHOTo QoHma Poccuiickoit @eneparim).
7. IIpaBuia opraHu3aIiy, XpaHeHHs,, KOMIUIEKTOBaHMS, YI€Ta U UCIOJIb30BAHUS TOKYMEHTOB APXHUBHOIO
tonma Poccuiickoit @enepaliuil U APYTHX apXUBHBIX TOKYMEHTOB, B TOCYIapCTBEHHBIX U
MYHHUIUIAJIBHBIX apXUBaX, My3esX 1 OHOnMMoTekax, opranu3amusax Poccuiickoit akaiemMun HayK
[Pocapxus, BHUNJIAL. — M., 2007.
8. OcHOBHBIE TIpaBUIIa paOOTH BEIOMCTBEHHBIX apXUBOB. M., 1985.
9. OcHOBHBIE TpaBMIIa paOOTHI apXUBOB opranm3anuid. M., 2002.
10. IIpuka3z MunucrepcrBa KyabTypsl Poccuiickoit @eneparuu ot 3 utoHs 2013 . Ne 635 «O0
YTBEP KICHUHU TTOPAIKA UCIOJIB30BAHUS apPXUBHBIX JJOKYMEHTOB B TOCYapCTBEHHBIX M MYHHUITUITAJIBHBIX
apxuBax» U ITopsIOK HCTIOIB30BAHUS ApXUBHBIX TJOKYMEHTOB B FOCYIapCTBEHHBIX U MyHUIINIAIBHBIX
apxuBax.
O3HAKOMHUTBCS ¢ METOANYECKIMH JOKYMEHTAMH, pa3padoTaHHbIMH JlenapTaMeHTOM 10 AesiaM
apxuBoB 3a0aiiKaJIbCKOro Kpasi VIl ApXUBHBIX YUPe:KIeHUI Kpas, 00Cy1UTh HA 3aHATHAX:
1. MeToaunka cocTaBlieHUs! OIMCEH A€ U JOKyMEHTOB YUpEeXJICHNH, OpraHn3aiyii ¥ NpeAnpusI T
(pexoMeHanuK JJ1st pAOOTHUKOB MYHHUIMIIAILHBIX apXUBOB), 07100peHa nporokosiom DK JlenapramenTa
IO JiesiaM apxuBoB 3abaiikaibckoro kpas ot 29 maprta 2012 r. Ne 3.
2. [TamsaTKa 1O paboTe ¢ ONMUCSIMHU B MyHHIIUIIAJIBHOM apXuBe. ApXUBHBIM BECTHUK 3a0aiKaabCKOTo Kpast
Ne 5, Yura, 2015.
3. IlpumepHasi HOMEHKIIATypa JIell MyHHUIMIIATBHOTO apXKuBa. ApXUBHbBII BeCTHUK 3a0aiikajabCKoro Kpas
Ne 5, Yura, 2015.
3anoHUTH: AHKETY MOJIb30BaTelIs, padOTAIOLIET0 B YUTAIIEHOM 3aJle.
IHoaroToBUTH M 00CYIUTH HA 3aHATHAX COOOIIEHHS HA TEMY:

1. DOxkcneprr3a HEHHOCTH YNPABICHYECKUX JTOKYMEHTOB M KOMIUIEKTOBAHHH UMH I'OCYAapCTBEHHBIX

apXHBOB.

37
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2. CoBpeMeHHbIe IPOOJIEMBI COCTOSHHSI, COXPAaHHOCTH, KOMIUIEKTOBAHHUS M HCIIOIb30BaHUS

ApxuBHoro ponna Poccuiickoii deneparun.

VcToYHNKN KOMITJIEKTOBAHUSI TOCYIapCTBEHHBIX apXUBOB (UCTOPHS U MEPCIIEKTUBEI).

ApXUBBI, UX TOCYAaPCTBEHHOE 3HAUEHHE, COCTAB U yCTPOHCTBO.

I'ocynapcTBeHHBIE apXHBbI 3a0aiKaIbCKOTO Kpasi: HalpaBjieHHe AesTeIbHOCTH, CTPYKTYDa,

COCTaB XPAHALIUXCS JOKYMEHTOB.

6. Co3naHue cOBPEMEHHBIX apXUBHBIX CIIPABOYHUKOB Ha OCHOBE TU(depeHIIMPOBaHHOI0 NOAX0AA.

OCHOBHBIE 3TaIbl TIOUCKA JOKYMEHTOB B apXUBE.

8. IpuHUMDBI [eHEKHOW OLICHKU TOKYMEHTOB ApxuBHOTO (oHna Poccuiickoit denepauun uux
CTpaxoBaHHE.

o s w

~

IIpousBoacTBeHHAasI NPAKTUKA (110 NPO(UIIO CTIEUATBHOCTH) UTOTOBAs 110 MOAYJIIO. 36
BrinonHeHNe HHINMBHIYaIbHBIX 3aJaHAH
MJIK 02.04
OobecneyeHne COXpAaHHOCTH
JOKYMEHTOB
BBenenue 2
Conep:xkanue yue0OHOro MaTepuasia 2
1. | Uenu u 3amaun qucumiummab. [IpobiaemMa «BEUHOTO XpaHEeHHs» TOKyMeHTOB. HopMaTHBHO-TIpaBoBas u
Meroanueckas 6a3a o qucruiuinge. [[OCTer
2. | Penrenwue 3amaun obecriedeHHs: COXPAHHOCTH JOKYMEHTOB B YCIIOBHSIX apXHBa
Paznen 1 4
JlokyMeHT KaKk MaTepHaJbHbIH
00BbeKT
Tema 1.1. Conep:xaHue y4eOHOT0 MaTepHaa 2
AlokymeHT H ero cBoficTsa. 1. | JoxyMeHT Kak MaTepHalbHbIH 0OBEKT. B3aumojelicTBue HocuTens UHGOPMALMH U
Bunosoe paznoo0pasue
JOKYMEHTOB I/IHq)OpMaHI/IOHHI)IX 3HAKOB, UX BJIMAHUEC HA COXPAHHOCTH JOKYMCHTAIUU
2. | OcHOBHBIE (aKTOPBI, BAKMAIOIIME HA CTApEHUE OyMard. YracaHue TeKCTa
3. | BymaxHsIit 1oKyMeHT. ManmmHOMMCHBIN H0KyMeHT. DoTorpadus.
4. | MarauTtHas 3anuch. MarHuTHbBIE XPaHUTEIN HHPOPMAILHH.
5. | dusmyeckoe COCTOSIHIE TOKyMEHTOB X X BeKa, XPAHSIINXCS B apxuBax PO
Tema 1.2. Cozepsxanue y4eGHOro MaTepuaJa 2

JesitenbHocTs HII 11 gpyrux
opraHu3anmii no paspadéorke
Npo0JieMbI COXPAHHOCTH
JOKYMEHTOB

1. | Hesrrensnocts BHUUIA, AKPJI PAU, Hay4Ho-uCCEIOBATENbCKOTO IEHTPA KOHCEPBAIUU U
pecraBpaunu pokymentos (HULIKWP/I) B Poccuiickoi rocynapcTBeHHONW OMONMoTeKe Mo pa3paboTke
npo0OJIeMbl CTapeHus JOKyMEHTOB, CO3/JaHUs JIONTOBEUHBIX BUJIOB OyMaru, TEXHOJIOTHI KOHCEPBAIHH.
JuddepeHunpoBaHHbIA MOAX0/] K 00ECTICUCHHUIO COXPAHHOCTH JOKYyMEHTOB
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Pazpnen 2
Co3nanne ycJ0BHiA 11 XpPAHEHHA
JOKYMEHTOB

16

Tema 2.1.
Pe:xxuMbl XpaHeHHsI JOKYMEHTOB B
apxuBe M ero o0opyaoBaHue

Conep:xkanue yueOHOro MaTepuasa

XpaHEeHHE JOKyMEHTOB B YCJIOBHSAX apXHBa

TpeboBanus k nomeneHuo apxusa. [IoHATHE OXPaHHOTO peKUMa.

DJEeKTpo- M MPOTHBONOKAPHOE 000PYIOBaHHE.

O6opynoBaHue apxuBa

TemmnepaTypHO-BIaXXHOCTHBIHN peskuM. ApxuBHas kiauMarosorus. [Tapamerpsl. [Ipudopsr.
CaHuTapHO-TUTHEHUYECKHH peXuM. bopb0a ¢ OMOIOTHYECKIMHU BPETUTEISAMHI.
CBETOBOH pexuM

[TpocMmoTp yueOHOrO (HabMa 0 COBPEMEHHBIX TPHOOpPax

NookrkwnhpE

IIpakTHyeckue 3aHATUSA

Bonpockl k ceMHHApCKUM 3aHATHIM
1.ITonsiTHe 0 pexume apxuBa. Buabl pexumoB.
2.IIporuBomnoskapHas 3amuTa apxuBa. CoBpeMEHHbIE METOABI.
3.CaeroBoii pexxuM. [TapameTpsl.
4.TemnepatypHslii pexuM. [lapameTpsr.
5.CaHUTapHO-TUTUEHUUYECKUI PEXUM.
6.Pemenue 3anau.

2,3

Tema 2.2
IloBpe:kaeHne 10KyMEHTOB H
MeTOAbI UX COXPAHEHUS

Coaep:xanue yueOHOro MaTepuasia

MexaHnueCcKHe TIOBPEXACHUS JOKyMEHTOB, MX TPUYHHBI.
XUMHUUECKUE TTOBPEXKICHHS JOKYMEHTOB, X IPUIHHBI.
Bronornueckue moBpexIeHUS JOKYMEHTOB, X IPUIHHEI.
ITapameTps! yueTa HOBPEKICHHBIX TOKYMEHTOB.
OcobeHHOCTH ITPOPUIAKTUKH MTOBPEXKICHUH IOKYMEHTOB.
- | Metonbl coxpanenust: te3uH(eKIms. Je3nHceKus.

ocoukrwdPE

HpaRTuquKue 3aHATUSA

1.CocTaBieHHE pEeCTaBPalMOHHOTO 33/IaHISI HA TIOBPEXKACHHBIN TOKYMEHT (MHANBHYaIbHbIC
3a/I1aHUSA).
2. Bompockl kK ceMHUHApCKUM 3aHSATUSIM
1. MexaHUYeCKHE MMOBPEKACHUS KaK OJHA U3 IIPUYMH pa3pyIICHUS JOKYMCHTOB.
2. JlecTpykuus MaTepuaIbHOTO HOCHTEIS MOJ] BO3CHCTBUEM XHMUYECKHAX
MOBPEXKICHUH.
3. MeTO}ILI BBISIBIICHUS 6I/IOHOFI/I‘ICCKOFO TIOBPEKICHUA.
4.,  MHUKOJIOTUIECKUI U YHTOMOJIOTHYECKUH KOHTPOJIb.

Tema 2.3
OCHOBBI KOHCEPBALUH
pecTaBpanuy J0KYMEHTOB

Conep:xanue yueOHOro MaTepuasa
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OCHOBBI KOHCEPBAINX JOKYMEHTOB: PEKUM XPaHEHHS, CTAOMIN3aLUs U pecTaBpalys.
Crabmmmsanus TOKyMEHTOB Ha TPAJUIHOHHBIX ¥ TEXHOTPOHHBIX HOCUTENSAX 110 OTHOIICHHIO K
pa3IMYHBIM BuaM (hakTopos.
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VY CcnoBUsI XUMUUYECKOH CTaOMIM3alUH TEKCTA.
ITonsaTHE 0 pecTaBpanuu U KOHCEPBALlUU apXUBHBIX TOKYMEHTOB. TexHOIOTUH.
Hogeiimme pa3paboTku B 0071aCTH KOHCEPBUPOBAHHS U PECTABPALIUH JJOKYMEHTOB.

Paznen 3. 13
Pa3melnenne 10KyMeHTOB B
XpaHWJIAIIe.
Tonorpaduposanne. Bergaua gei.
Tema 3.1. Cozepskanue y4e6HOro MaTepHaJa 4 1
HOCT};‘;:;?{;@"LKZ;‘;:;OB Ha 1. | IIpoGiema obecnieyeH s COXPAaHHOCTH JOKYMEHTOB IPH UX MOMELICHHHU B apXUB
2. | TpeboBaHH K JOKYMEHTaM, IIOCTYIAIOIIIM HA XpaHCHHE.
3. | OmpeneneHue 0COOCHHOCTEH HU3HMIECKOTO U TEXHUYECKOT'O COCTOSHUS JOKYMEHTOB TIPH IIPHEMe Ha
XpaHEHHE.
4. | IIpoBepka HaNIMYUSA U COXPAHHOCTH Jieil. JloKyMeHTaIys.
IMpakTuyeckune 3aHATHS 2 2,3
Omnpenenenne 0co0eHHOCTEH (PUIMUECKOTO U TEXHUUECKOTO COCTOSHHUS IOKYMEHTa (110
WHIVBHIYaJIbHBIM 33TaHHIM)
Tema 3.2. Coaep:xanue y4eOGHOro MaTepuaja 3 1
Pazmeluenne 10KyMeHTOB B 1. | Pa3menienue 1okymMeHTOB B Xpanwiuiine. Hopmatusuas 6asa («IIpaBuiia opranuzanuu
XpaHuIHme XpaHEHHUS. ..»)
2. | PanuoHaNbHBIN MOPSIIOK Pa3MEIEHHUS.
3. | Tomorpaduposanue. TonorpadpuyecKie yKa3aresm.
4. | OdopmieHune SApIbIKOB KOPOOOK, CTEJUIAKEN U MIKa(OB.
Tema 3.3. CopepxaHue y4eGHOTo MaTepHuaja 4 1
Ilopsitok BBIIAYH JOKYMEHTOB U3 | 1. | OGuime TpeGoBaHMS K OPSAKY BBIAUM apXMBHBIX JOKYMEHTOB M3 apXHBOXpaHumu. Llemn
XPaHWJIUILI, TPAHCIOPTHPOBAHME H BBIIAYM.
ynaxoBKa 2. | Yder IBWKEHUSA JOKYMEHTOB M MOPSIOK BBIZaUM B UATANBHBIN 3271, pabouyro KOMHATY COTPYIHHKAM
apxuBa, BO BpEMEHHOE I10JIb30BaHNE, HA BHICTABKH, JJIS1 BDEMEHHOTO BBIBO3a 32 PYOEK.
TpaHcropTUPOBKA U yIIAKOBKA.
3. | TIpr4uHbI OTKA3a B BBIAAYE JIE), CBA3AHHBIE C UX (DH3UKO-XMMHUYECKUM COCTOSHUEM U 00ECTIEUeHHEM
4. | coxpaHHOCTH
[TpoBenenue KOHTPOJIS 32 COXPAHHOCTBIO apXUBHBIX TOKyMeHTOB. [Topsinok Bo3Bpamienus A/l B
5. | xpanmume
Paznen 4 5
IIpoBepka HAJIMYHUS M COCTOSIHUSI
ae
Tema 4.1. Conep:xaHue y4eOHOT0 MaTepHaJja 2 1

HpOBepKa HAJIU4YMA U COCTOSTHUSA
JAeJ B XpaHWIAIIe

1.
2.

3amaun MpOBEPKH HATMYUS ]I B XPAHWINIIE, IEPHOIMIHOCTE €€ TIPOBEICHHIS.
[Mopsmok npoBecHNS MPOBEPKH HATUYHUS M COCTOSIHUA e B XpaHwmuine. OdhopMiieHue akra
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IIPOBEPKHU.

3. | IIpoBepka TEXHHYECKOTO U (HU3UKO-XUMHUYECKOTO COCTOSHHUS apXUBHOTO JIeia.
4. | [opsmoK IPOBEICHUS PO3bICKA JEI.
5. |I[opsinok cHATHS ¢ yueTa JOKYMEHTOB, HE Hali/ICHHBIX B X0/I¢ IIPOBEPKU
6. | ObecrieueHre COXPaHHOCTH JIOKYMEHTOB IIPH U3MEHEHHH (POPMBI UX COOCTBEHHOCTH
IpakTHyeckune 3aHATHS 2 2,3
OdopmIiteHre JOKyMEHTOB T10CJIE TPOBEPKH COCTOSHUS M HAJTMYHS €.
Bormpockl k ceMUHapCKUM 3aHSATHSM:
1.IlpueM noKyMeHTa Ha XpaHEHHEe-ONpeieieHHe 0COOEHHOCTEH COCTOSHHSI.
2.Tonorpaduueckas CTpyKTypa apXuBa.
3.Bpi1aua apXUBHOT'O JOKYMEHTA: MOPSIOK ACHCTBUIM.
4.Bo3BpallleHue JOKyMEHTa B ApXUB: MOPSIOK ACHCTBUIMA.
5.IlpoBeneHne po3bICKa JOKYMEHTA.
6.CHsTHE TOKYMEHTA C y4eTa.
Tema 4.2. Conep:xkanue yueOHOro MaTepuajia 1 1
XpaHeHue B apxuBe 0c000 1. |Ilousarue 06 0co00 LHEHHBIX AETaX.
IEHHBIX JOKYMEHTOB 2. | Ompenenenue ux cocrasa, yuet u xpanenue OCJ]
Pazpnen 5 20
CrpaxoBoii (hona u gona
NOJIb30BaAHUS
Tema 5.1. Conep:xanue yuedOHOro MaTepuaja 2 1
Co3nanue ctpaxoBoro ¢gonga 1. | Tloustue crpaxoBoro ¢ouaa. @OHJ MOIB30BATEIS.
2. | TloaroToBka el K mepenade Ha CTPaxoBOE KOMMPOBAHHE.
3. | Permament ['ocpeectpa YHUKAIBHBIX JOKyMEHTOB. Peectp omuceit AD PO.
4. | Opranusamnus paboT Mo MUKPO(GHUIEMHAPOBAHUIO U OIIU(PPOBAHHIO.
5. | Yuer ctpaxoBoro GpoHaa
Tema 5.2. Copep:xxanue y4eOHOro MaTepnaJia 2 1
OCHOBBI IEHEKHOI OLIEHKH 1. | JlokyMeHTbI, HoAJIeKallie CTPaxOBaHHUIO.
CTPAXOBBIX IOKYMEHTOB 2. | Topsiaok oopmIleHHs PE3yNIbTATOB CTPAXOBOM OLEHKH
Tema 5.3. Coaep:xanue yueOHOro MaTepuaJja 4 1
O0ecneyeHue COXPaAaHHOCTH 1. | Tousitre o 4pe3BbIYAHHBIX cUTYanusX. [IaHBI KOHKPETHBIX MEPOIPHATHIA apXUBOB IIPH
apXMBHBIX J1eJ1 B ycaoBusix UC Bo3HHKHOBeHHH YC. DBaKyalnus J0OKyMEHTOB.
2. | Cocrasnenne MHCTPYKIMH O MEPax MOXKAPHOM OE€30MACHOCTH apXHBa.
3. | JeiicTeus npu Bo3HMKHOBeHHU UC.
IIpakTHyeckue 3aHATUS 2 2,3
1.CocraBneHue MmiaHa dBaKyanuu AokyMeHToB npu UC.
2. CocraBnenue VHCTpYKIMY 110 MTOXKAPHOM 0E30I1aCHOCTH apXUBa OpPraHU3aliN
Tema 5.4. Conep:xkanue yuedOHOro MaTepuaja 2 1
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Poab Be1oMCTBEHHBIX APXHBOB B
of0ecnie4eHNH COXPAHHOCTH

1. Ponp Be1OMCTBEHHOTO apxunBa B obecrieueHNH COXpPaHHOCTU JOKYMCHTOB
2. HGHTGHBHOCTL apXuBa opraHu3alnuyu mno o0ecreYeHIIO COXpPaHHOCTH JOKYMCHTOB

AOKYMEHTOB 3. | BsauMojeiicTBIE apXUBOB C HCTOYHUKAMU KOMILIEKTOBAHHS
Tema 5.5. Conep:xanue yueOHOro MaTepuasia 2 1
IIpo6aema coxpanHocTH 1. | IIpoGxeMbl COXpaHHOCTH JOKYMEHTOB B HAIIle BPEMSI.
AOKYMEHTOB Ha COBpPEMEHHOM 2. | XapakTepHCTHKa apXMBHOI'O 3aKOHOJIATEIbCTBA Ha ypoBHE cyObekTa PO.
JTamne 3. | Cocrosinue apxuBHOHU chepbl 3abaliKabs.
IMoBTOp MaTEepuaia [ToBTOpenue marepuana. [loaroToBka K 3K3aMeHy . 4 2.3
IIpakTHyeckue 3aHATUS 2 2.3
TectupoBanue.
IK3aMeH 5
HTOr'0 71
CamocTosTeapHasi padota mpu u3ydenun MJ/IK 02.04 30 2,3

IIpumepHasi TeMaTHKAa BHeayAUTOPHOMH CAMOCTOSATEJIbHOI padoThI
1. Benenns riioccapust 0 TEPMUHOJIOTHH «COXPAHHOCTh JOKYMEHTOBY.
2.IToaroroBka KOHCIIEKTA IO TEME: OCHOBHBIE pa3ziensl «[IepedHs THITOBBIX yIpaBICHUYECKHX
JIOKyMeHTOB» oT 2010roaa v CpOKH UX XpaHEHUS.
3. Odopmuts Tabmuy «PUHKO-XUMUYECKHE U OHosIorHYeckre (GakTopbl pa3pyLIeH s JOKYMEHTOB)
4 Koncnekt marepuana: «Pexomennaunn BHUNIAJ] no KOMIJIEKTOBaHUIO, YUETY U OpraHU3aluu
XpaHEHHS SJICKTPOHHBIX APXUBHBIX JIOKYMEHTOB B TOCYAapPCTBEHHBIX M MYHHUIIMIAIBHBIX apXUBAX)»
5.13y4enue uTepaTypbl U NPOQIILHBIX CETEBBIX PECYPCOB
6. PazpaboTka u 3ammuTa OM3HEC-TUIaHA MO CO3/1aHMI0 (PUPMBI co crenranu3anueid « CoXxpaHHOCTb
JOKyMEHTAIHN»
7.Koncnekr marepuana «Knaccuduxanust JOKyMEHTOB € TIOBPEXKICHUSIMUA OyMa)KHOT'O HOCHTEIISD»
8.IToaroToBka mpe3eHTanuii -pedeparos Mo TeMam:
-XHMHUYECKUE TTOBPEXKICHHUS JOKYMEHTOB
-OCHOBHbIE OMOJIOTHYECKUE BPEIUTENN ALl
-CAHUTAPHO-TUTMEHUYECKUI PEXKUM apXHBa
-yCTaHOBJICHUE OXPAHHOW CUTHAIN3AI[H B apXUBE
-TI0KapHas 6€30MIaCHOCTD B apXHBE U ITOCJICACTBUS €€ HapyIICHHS
-0030p Meronnueckux gokymentoB BHUWJIA1/] o Bommpocam COXpaHHOCTH JTOKYMEHTAIUU
-COXPaHHOCTH JOKYMEHTOB B YCJIOBHSX COBPEMEHHOM OpraHU3aIlNH
-BIMSHUE NIEpPEMEIIEeHIH JOKYMEHTOB Ha MX COXPAaHHOCTb
-CTpaxOBaHHE TOKYMEHTOB M UX JCHEKHAasI OIIeHKa
-o0ecrieyeHne COXPaHHOCTH 0C000 IIEHHBIX TOKYMEHTOB apXHBa
-MHKPOKJINMAT COBPEMEHHOTO apXHBa
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-0COOEHHOCTH XpaHEeHUsI KUHO 1 (POTOJJOKYMEHTOB

-o0ecredyeHNe COXPaHHOCTH IPUHTEPHBIX TEKCTOB

-0COOGHHOCTH COXPaHHOCTH JJOKYMEHTOB Ha MAarHUTHBIX HOCHTEISX

-TEXHOTPOHHBIE apXUBBI

-COBPEMEHHBIE METO/Ibl PECTaBPAI aPXUBHBIX JOKYMEHTOB

-MICTOPUYECKUI aCMeKT XpaHEHUs JOKYMEHTOB

-COBPEMEHHBIE METOJIbI KOHCEPBALMH JOKYMEHTOB. 3apyOesKHbIH OITBIT

9. PemieHne KpoccBOP/IOB 110 COOTBETCTBYIOLINM TeMaM

10.Koncnexr marepunana «Kiaccnuxanust JOKyMEHTOB ¢ Ie()eKTaMH TEKCTa U UX CIeHaIbHAsT
o0OpaboTka»

11 Pemmenue 3aa4 1o onpeeseHUIo MapaMeTpOB TEMIIEPATyPHO-BIAXKHOCTHBIX PEKUMOB B apX1BE
12.Pa3paboTka nocTyIieHni (KOMIUICKTAIINH) B APXHUB OT OPraHU3anny (110 HHANBULYaTbHBIM

3aJIAHUSIM )

13. M3ydyeHne 1 KOHCIEKT HOPMATHUBHOI'O JOKyMeHTa npuka3 MunucrtepctBa KyiasTypsl PO ot 31 mapra
2015 roma Ne 526 «OO0 yTBepKOCHHH TPABWI OpTaHW3AllMH XPaHEHHs, KOMIUICKTOBAaHHWS, ydeTa WU
WCIOJB30BaHusl JTOKyMeHTOB ApxuBHoro @Ponga Poccuiickoit @®enepanuu W JIpyrux apXUBHBIX
JIOKYMEHTOB B OpraHax roCyJ1apCTBEHHOI BJIaCTH, OpraHax MECTHOTO CaMOYMIPAaBJICHUS U

OpraHM3alHsiIx» B YaCTH «COXPAHHOCTh JOKyMeHTOB»-Paznen 2, mn.2.14-2.49

IIpousBoacTBeHHast MPAKTHKA (110 NPO(UIII0 CIENNATBHOCTH) HTOTOBasi N0 MOAYJIIO.
BrinosHeHNe HHIVMBUYJIBHBIX 3a1aHUH
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4. YCJIOBUS PEAJIMAIIUA ITPO®PECCHOHAJIBHOI'O MO Y JIA

4.1. TpeboBaHusi K  MHHUMAJBLHOMY  MAaTepHaJbHO  —
TeXHUYeCKOMY 00ecre4eHuIo

Peanuzamms mpodeccnoHaabHOTO MOMYJS TPEANojaraeT HaTIWdue YydeOHBIX
KaOuHeTOB «JloKkyMeHTallMOHHOE o0ecrieueHue ynpasieHus», «IIpaBoBoe obecrieueHue
npoeCCHOHATEHON ~ ACATENBHOCTH» M ydeOHas  KaHmemsapus  (cimyx0a
JTIOKYMEHTAIIMOHHOTO 00€CTICUeHUsI yIIPaBICHUS ).

OObopymoBanue  y4eOHOro  KaOmHeTa W paboumx  MecT  KabwHeTa

JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABICHUS:
- pabouue CTOJIBI M CTYJbS I 00YUYaIOIINXCS;
- pabouuii CTOJI U CTYJ IJI PENoJaBaTelis;
- JIOCKa KJIaCCHAasi MarHUTHO-MapKepHasi;
- HarJIsiAHBIC TTIOCOOUS;
- KOMILUIEKT OJJaHKOB JJOKYMEHTAIUH.
- KOMIUIEKT Y4eOHO-METOANYECKOM TOKyMEHTAIUH.
TexHuueckune cpeacTra 00yyeHusI:
- MyJIbTUMEAUNHBIA IIPOECKTOP;
- HOYTOYK.
OO6opynoBanue yueOHOro kabuHeTa U paboynx MecT kabuHeTa HHOOPMAIIMOHHBIX
TEXHOJIOTUN B MPOGECCUOHAIBHON AESTEIbHOCTH
- KOMIIBIOTED;
- IPUHTED;
- MYJIbTUMEIUNHBIN IPOEKTOP;
- MpOTpaMMHOE o0ecIiedeHue o0IIero u NpoheccuoHaIbHOTO Ha3HAYCHUS;
- KOMIUIEKT Y4e€OHO-METOAMYECKOUN IOKYMEHTAIUH;
- KOMIUIEKT OJJaHKOB JJOKyMEHTAITUH.

Peanuzanus npodeccMoHamTbHOTO MOAYJS MPEANojaraer 00s3aTelbHYI0
IPOU3BOJICTBEHHYIO (y4eOHYIO0) TMPAaKTHKy, KOTOPYIO PEKOMEHIYETCS MPOBOJIUTH
KOHIIGHTPUPOBAHHO B PA3JIMYHBIX YUPEKIACHHUSIX, OPTaHMU3AIUAX, MPEIMPUITUIX
roposa.

4.2. UudopmanuonHoe odecrevyeHue 00ydeHus

[lepeyenr pexkoMeHIyeMbIX y4eOHbIX uW3maHuii, MHTEepHET —  pecypcos,
JOIIOJTHUTEIIBHOMN JIMTEPATYPBI

HopmaTuBHO-NIpaBOBbIE AKTHI

1. TOCT P 7.0.8-2013 [enonpou3BOJACTBO U apXUBHOE JIEJIO.
TepMUHBI U OIIPECTICHUS.

2. denepanbhblii 3akoH «O0 apxuBHOM Jeie B Poccuiickoit Denepanumn» oT
22 oxta6ps 2004 r.Ne 125-03

3. Tlonoxenue o denepaibHOM apXUBHOM areHTCTBE. Y TB.
ITocranosnenueM IIpaBurtennscTBa Poccuiickoit denepanuu ot 17 uroHs
2004 1. Ne 290.

4. TlpaBusia opraHu3aiviu, XpaHeHHs, KOMIUIEKTOBAHUSI, Y4€Ta U UCIIOJIb30BaHUs
noKyMeHToB ApxuBHoro ¢onna Poccuiickoit @enepainuu U Ipyrux apXuBHBIX
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JOKYMEHTOB B OpraHax rocyJapCTBEHHON BJIACTH, OpraHaX MECTHOIO
camoyInpasiieHus1 U opranuzauusx. [Ipukas Munncrepctsa KyapTypbl PO Ne 526
ot 31 mapra 2015 rona
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bepnun: dQupexr-Menua, 2015. - 160 c. : wi. - bubnuorp. B k1. - ISBN 978-5-4475-
1870-7 ; To xe [ DIIEKTPOHHBI pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253691 (25.03.2020).

4. Poroxwun, M.FO. Jlemompou3BOACTBO: Kypce JCKIUi: yueOHOe mocodue /
M.IO. Poroxun. - M. ; bepaun : Jupexr-Menua, 2015. - 229 c. : uin. - bubnuorp.: c.
222-223. - ISBN 978-5-4458-6528-5; To xe [Dnekrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253702 (25.03.2020).

5. [Temkosa, I'.JI. Cekpetapckoe aeno : yueoHoe ocodue / I'.Jl. Ilemkosa. - 3-¢
W3]I., UCTIp. W J0IM. - MuHck: Beimmiimmas mkomna, 2015. - 368 ¢. - ISBN 978-985-06-
2337-9; To xKe [DneKTpOHHBIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=235728 (25.03.2020).

6. Llynsruna, M.B. ApxuBoBenenue : yuebnoe mocodue / M.B. Illlyneruna ;
MunuctepcTBo oOpa3oBaHus u Hayku Poccuiickoit @Denepanuu, DeaepanbHoe
rocyJapCTBEHHOE ABTOHOMHOE oOpa3zoBarenpHOE  YUPEKICHUE BBICIIIETO
npodeccuoHanbHoro  obpaszoBanmsi  «CeBepHbld  (ApkTHdeckuil) deaepaabHbIN
yHuBepcuteT umeHu M.B. JlomonocoBay. - Apxanrensck : U] CADY, 2016. - 233 c. :
Ttabn., wi. - ISBN 978-5-261-00937-5 ; To xe [Dnexrponusiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=312311 (29.03.2020).

JlonoJHUTEIbHbIE HCTOYHUKHU

1. boikoa, T.A.  JlokymeHTanMOHHOE  oOOeclieYyeHHE  YIpaBIICHUS
(memompousBoictBo) [Tekct] : Yueb. mocobue / T.A. beikoBa, T.B. Ky3nerona ; JI.B.
CankuHa. - 2-¢ u3f. nepepad. u jom. - M. : Uadpa-M, 2015. - 304 c. + [Ipunoxenus. -
(Bricmiee oopazoBanue: bakamaspuar). - PYMO. - ISBN 978-5-16-004805-5

2. Annpeesa, B.W. JlemonpounsBoicTBO: opranu3arus u Benenue [Tekcr] : yueo.-
npakt. mocoobue / B.M. Auapeena. - 5-e uza., mepepad. - M. : Knuopyc, 2016. - 296 c. +
[Tpunoxenus. - ISBN 978-5-406-04540-4

3. Kysnenos, M.H. [lenonpous3BoacTso : yuyeOHO-cipaBoyHOe mocooue / U.H.
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Ky3nenos. - 6-e uzn., nepepad. u pomn. - M. : N3narenbcko-ToproBasi KOproparus
«JlamkoB u K°», 2016. - 460 c. : Tabn. - bubaumorp.: c. 359-363. - ISBN 978-5-394-
01981-4 ; To xe [ DIIEKTPOHHBII pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=452846 (16.09.2020).

4, Wynsruna, M.B. ApxuBoBenenue : yueOHoe nocooue / M.B. llynbsruna ;
MunucTepcTBO o00Opa3oBaHusi W Hayku Poccuiickoit ®enepanuu, DenepanbHoe
rocyJapCTBEHHOE aBTOHOMHOE oOpa3zoBaTeNbHOE  YUPEKICHUE BBICIIIETO
npodeccronanbHoro  obpa3zoBaHus «CeBepHbli  (ApkTHUUecKuil) (eaepaabHbIi
yHuBepcuteT uMeHu M.B. JlIomoHocoBay. - Apxanrenbsck : ][ CADY, 2015. - 233 c. :
tabn., un. - ISBN 978-5-261-00937-5 ; To ke [DnexrtponHsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=312311 (25.03.2020).

5. SukoBuu, III.A. Jlemonpou3BojaCcTBO B KaapoBou ciyxoe: yueOnuk / III.A.
SAnkoBuu. - M. : Onutn-/lana, 2015. - 161 c. - bubmuorp.: c. 112. - ISBN 5-238-
01076-1; To xKe [DneKTpOHHBIHI pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=119021 (25.03.2020).

6. Baronmuna, M.B. Opranuzanuss #“  TEXHOJOTUS JOKYMEHTAIIMOHHOTO
obecnieuenus yrpanienus [Tekcr] : Yue6. mocodue / M.B. Baronuna. - M. : JlamkoB u
K, 2015. - 320 c. + I'moccapmii + Tectsr. - ISBN 978-5-394-02522-8.

7. Hemun, FO.M. Jlemonpou3BoactBo. JIOKYMEHTAIMOHHBI MEHEIKMEHT /
IO.M. Jlemun. - M. ; bepnaun : Jupexr-Menua, 2016. - 205 c. : Tabm., cxem. -
bubnuorp. B kH. - ISBN 978-5-4475-1572-0 ; To »xe [Dnextponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253657 (29.03.2020).

8. CokomnoBa, O.H. [loxymeHTanimoHHOe oOeclieueHHWEe YIpaBICHUS B
opranuzaimu [Tekcr] : yue6. mocobue / O.H. CokonoBa T.A. AkuMoukHHa. - 2-€ U3I.
crep. - M. : Kuopyc, 2018. - 160 c. + Kp. cnoBaps tepmunoB. - (bakamaBpuar). -
PYMO. - ISBN 978- 5-406-02668-7 :

9. Muxaiinos, KO0.M. Jluynbple neixa cOTpyIHWKOB KOMMAHHWH: KaK MPaBUIBHO
o(opMIIsITh, BECTH M XPaHUTH : NpakTuyeckoe nocodue / FO.M. Muxaiinos. - M. ;
bepmun : upext-Menana, 2015. - 160 c. : un. - bubmuorp. B kH. - ISBN 978-5-4475-

1870-7, To xKe [D51eKTpOHHBIIMA pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253691 (28.03.2020).
10. Hemun, FO.M. Cekperapckoe mAen0: yHHBEpPCAJIbHBIA CHpPaBOYHUK /

I0.M. lemun. - M. ; bepmun : {upexkr-Menma, 2016. - 321 c. : puc., Tabmn. - bubamorp.
B kH. - ISBN 978-5-4475-1573-7 ; To xe [DnexkrtponHsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253658 (28.03.2020).

11. Poroxwun, M.}O. HacTonbHasi KHUra CEKpeTaps: MOArOTOBKA JIOKYMEHTOB :
npaktudeckoe nmocooue / M.IO. Poroxwun. - M. ; bepnun : {upexkr-Menua, 2016. - 363
C. : wi. - bubnuorp. B kH. - ISBN 978-5-4475-1664-2 ; To ke [ DneKTpoHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253707 (28.03.2020).

HNuTepHer — pecypcesbi:
1. http://www.vniidad.ru/ - BcepocCHiCKUN HaydHO-HCCIIEI0BATCIIbCKH HHCTUTYT
JOKYMCHTOBE/ICHUS M apXUBHOTO Jiejia
2. http://elibrary.ru/ - Hayunas siekTpoHHas OnOInoTeKa
3. http://www.edu.ru/ - Poccuiickoe oOpa3zoBanue: deaepanbHbIii 00pa3oBaTeIbHbBIN

33


http://biblioclub.ru/index.php?page=book&amp;id=452846
http://biblioclub.ru/index.php?page=book&amp;id=452846
http://biblioclub.ru/index.php?page=book&amp;id=312311
http://biblioclub.ru/index.php?page=book&amp;id=312311
http://biblioclub.ru/index.php?page=book&amp;id=119021
http://biblioclub.ru/index.php?page=book&amp;id=119021
http://biblioclub.ru/index.php?page=book&amp;id=253657
http://biblioclub.ru/index.php?page=book&amp;id=253657
http://biblioclub.ru/index.php?page=book&amp;id=253691
http://biblioclub.ru/index.php?page=book&amp;id=253658
http://biblioclub.ru/index.php?page=book&amp;id=253658
http://biblioclub.ru/index.php?page=book&amp;id=253707
http://www.vniidad.ru/%20-%20%C3%90%E2%80%99%C3%91%C2%81%C3%90%C2%B5%C3%91%E2%82%AC%C3%90%C2%BE%C3%91%C2%81%C3%91%C2%81%C3%90%C2%B8%C3%90%C2%B9%C3%91%C2%81%C3%90%C2%BA%C3%90%C2%B8%C3%90%C2%B9
http://elibrary.ru/
http://www.edu.ru/

nopTa

4. http://www.alleng.ru/ - Bcem, kto yumrcs (ydeOHBIE MaTepHajbl, Pa3IMYHBIC
y4eOHBIC TOCOOMS)

5. http: // www.edou.ru/ - meHTp KOMIIETEHIIMH IO BOMPOCaM JTOKYMEHTAIIMOHHOTO
o0ecrieueHHs yIpaBJICHUs] K apXUBHOTO Jelia

6. http://delo-ved.ru/- o6pa3iel JOKyMEHTOB

7. http://www.sekretariat.ru/document/office_work.php - IToptan mis pykoBoguTenei
ciyx0 JIOY u cekperapeil Bcex ypoBHEN

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

4.3. O0urue TpeOOBAHNS K OPraHN3aluM 00pa30BaTeJIbHOIO0 NMpolecca

[Tporpamma npodeccrnonanibHOro MoayJiss Opranusanusi apXMBHOW U CIPABOYHO-
UHGOPMaAIIMOHHON pabOThl 110 JOKYMEHTAaM OpraHU3alliy peaiu3yercs B TeUeHHUe 3-To,
4- To ceMecTpoB (Ha 6a3e MOJIHOTO CpelHero o0pa3oBaHusi) U 5-ro, 6-ro ceMecTpoB (Ha
0a3ze oO1ero cpegHero ooOpa3oBaHus) Kypca 0OOy4eHHs.

OOpaszoBaTenbHOE  YUpEeXKACHHE  JOJDKHO  pacloyiaraTb  MaTepHaIbHO-
TEXHUYECKON 0a30il, oOecreuuBaroliel NpPOBEIEHUE BCEX BHUAOB MPAKTUYECKUX
3aHATHH, MEXIUCUUIUIMHAPDHOW W MOJAYJBHOM IOArOTOBKH, MPEAYCMOTPEHHBIX
MacrnopToM MoayJis. MarepuanbHO-TEXHUYECKass 0a3a JIOJDKHA COOTBETCTBOBATh
JEUCTBYIOIIUM CaHUTAPHBIM U MTPOTHUBOIIOKAPHBIM HOPMAM.

OcBoeHune MoyJIsl IOJHKHO MPEAYCMaTPUBATD:

- BBIMOJIHEHUE  OOyYaroUmIMMCsl MPaKTUYEeCKUX  3aHATHM, BKIOYas  Kak
00s13aTeNbHbIA KOMIIOHEHT MPAaKTUYECKUE 3a/laHus C MCIOJIb30BAaHUEM MEPCOHAIBHBIX
KOMITBIOTEPOB;

- OCBOEHHME OO0yYarouMMcs MporpaMmbl MOJAYJS B YCJIOBHUSAX CO3/IaHHOM
COOTBETCTBYIOIIEH 00pa3oBaTeNbHOM cpenbl B 00pa30BaTEIbHOM YUPEKICHUN WU B
npo(UIbHBIX OpraHU3aLUsX;

- TPOBEIECHHE MPOU3BOACTBEHHON MPAKTHKKW B OpPraHU3aLUsIX, HAIpaBJICHHE
JEeSATEIbHOCTH KOTOPBIX COOTBETCTBYET MPOMUITIO MOATOTOBKH 00YYaIOIIUXCS.

OOpa3oBaTeyibHOE YUPEKICHHE JIOHKHO OBITh 00ecredyeHO HEOOXOAUMBIM
KOMIUIEKTOM JIMLIEH3MOHHOTO MPOTrPAMMHOI0 00ECIICUEHUSI.

[Ipu ocBoeHMM MOJIyYJIA MPEAYCMATPUBAIOTCS TPYNINOBBIE U WHIWBUIyaJIbHbBIC
KOHCYJIbTaIUH.

OcBoenne mMonynsa obOecrieynBaeTcs yueOHO-METOANYECKON JOKYMEHTAluel 1o
BCEM MEXAMCLUUIUIMHAPHBIM KypcaM Moayis. Kaxapiii oOydaromuiicss JOHKEH UMETh
JO0CTYIl K 6a3aM JaHHBIX U OMOIMOTEUHBIM (hOHIAM O0OpPa30BATEIBHOTO YUPEKICHHUS.
Bo Bpemsi camocTOsITENbHOM MOATOTOBKH OOYyYaroluecs: JOJKHBI ObITh OOecreueHbl
JIOCTYIIOM K ceTh VIHTepHeT.

BueayauTopHas padoTa JOJIKHA COMPOBOXKIATHCS METOIUYECKUM 00ECTICUEHUEM.

OcBoeHnto mpo(hecCHOHANBHOTO MOJIYJIS AOJKHO MPEIIIECTBOBATh H3YyYECHHE
cienyomux AUCHUIUIMH: [IpaBoBoe peryiMpoBaHUE yNPaBICHYECKOW NEATEIbHOCTH,
Pycckuit s3Ik U KynbTypa peuu, eaonpou3BoacTBoO.
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B nponecce 00yueHus: CTyJJ€HTOB OCHOBHBIMU (hOpMaMH SIBJISIFOTCS: Ay IUTOPHbBIE
3aHATHS, BKJIIOYAIONIUE JICKIIUU U MPAKTUYECKUE 3aHSATHS, & TAKKE CAMOCTOSITEIbHAs
pabota oOyuaromierocsi. TemaTuka JIEKIMH W MPAKTUYECKUX 3aHATUNA COOTBETCTBYET
COJIepKaHUIO MPOrpamMMbl MPOGHECCUOHATBHOTO MOTYJIS.

B yueOHOM 1mporecce Takke IUIAHUPYETCS HEOJHOKPATHOE MOCELIEHUE
CTyJICHTAMU apXMBHBIX OpPraHW3allMil Tropoja W Kpas MO pa3duyHbIM AacHeKTam
apXUBHOTO JIeJIa U Kypca COXPAaHHOCTH apXUBHBIX MAaTEpPUAJIOB.

JI71s1 ycrenmrHoTro 0CBOCHMS IPOo(hecCHOHaTBLHOTO MO Iy sl OpraHu3aliis apXuBHOM
U CIPaBOYHO-MHPOPMAIMOHHOW pPabOThl MO JOKYMEHTAM OPTraHW3alldd, KaxXIbId
CTyZIeHT oOecreunBaeTcs y4eOHO-METOMMYECKHUMH MaTepuajaMu (TeMaTHYeCKUMU
IUTaHAMU CEMHHAPOB M MPAKTUYECKUX 3aHSATUH, Y4eOHO-METOAMYECKON JTUTEepaTypoHu,
TUIOBBIMH TE€CTOBBIMH 3a/IaHUSIMU, CUTYallMOHHBIMU 3a1a4amu,

PEKOMEHAAIUSMHU

10 CAaMOCTOSITEILHOM padoTe).

CamocrosiTenbHast paboTa BKIO4aeT B ceOs pabOTy € OCHOBHOM M
JOTIOJTHUTENBHON JTUTEPATY PO, MOATOTOBKY peepaToB B BUIE NUCHMEHHBIX JTIOKJIA0B
M UHTEPAKTUBHBIX MpPE3EHTAalUl, COOOUIEHUWH MO BBIOpAaHHONM TEMe, OTpabOTKy
MPAaKTUYECKUX YMEHUH, M CIOCOOCTBYET pa3BUTHUIO I103HABATEIbHOW AKTUBHOCTH
oOy4Jaroumxcsi, IPUBUBAE€T HABBIKK CAMOCTOSITEIBHOIO MTOMCKAa HH(POPMALIUH, a TAKKe
(opMHpYyET CITOCOOHOCTh U TOTOBHOCTh K CAMOCOBEPIIEHCTBOBAHUIO, CAMOpEATU3alun
¥ TBOPYECKOM ajanTtaiuuu, pOpMUPOBAHUIO OOLIUX KOMIIETEHIHI.

OneHka TEOPETUYECKUX U NMPAKTUYECKUX 3HAHUM CTYIEHTOB OCYILECTBIISIETCS C
NOMOIIBIO  TECTOBOI'O  KOHTPOJIA, PEHICHUS CUTYalMOHHBIX 3aJad, OLIEHKHU
IIPAKTUYECKUX YMECHUMU.

[Tocne um3yuenus MJIK02.01 Oprasuzanuisi 1 HOPMATHUBHO-IIPABOBBIE OCHOBBI
apxuBHoro gnena MJIK02.02 T'ocynapCTBeHHbIE apXWMBbl M apXWBBl OpraHU3alUN
MJIK02.03 Metonuka u mnpaktuku apxuBoBeaeHus MJIK 02.04 OGecrnieuenue
COXPAHHOCTH JOKYMEHTOB COCTOMTCS KBaJU(UKAMOHHBIA 3K3aMEH, KpPOME TOro,
Marepuanbl MNPOPECcCHOHANIBHOIO MOIysis OpraHuzanus apXUBHOM W CHPaBOYHO-
uHQOpMAMOHHOW  pabOThl MO JAOKYMEHTAM  OpraHu3alid, BKIIOYAIOTCS B
roCcyJapCTBEHHYIO (UTOroBYy10) aTTECTALUIO o

cnenuanbHocT  46.02.01 JokymMeHTarmoHHoe oOecreueHue
YIPABJICHUS U apPXUBOBEICHHE.

[Ipon3BOACTBEHHYIO MpPakTUKy (M0 MPO(PUIII0 CHEUATBHOCTH) HEO0XOAMMO
IIPOBOJIUTH KAK UTOTOBYIO (KOHLIEHTPUPOBAHHYIO) NMPAKTUKY O 3aBEPILICHUIO MOJYJIS.
bazaMy NpOM3BOJACTBEHHOM IPAKTUKHU SBISIOTCS OPraHU3AlMM COOTBETCTBYIOILLETO
npodwist (apXuUBHBIE YUPSXKICHHUS TOpoJa W Kpas, BEJOMCTBEHHBIC apXUBBI
OpraHu3aldii ropoja), ¢ KOTOPBIMHM KOJUIEDK 3aKJIFOYAaeT JOTOBOP O B3aWMHOM
corpyaHuuecTBe. OCHOBHBIMM  YCJIOBHSIMM  NPOXOXKIAEHUS  MPOU3BOJCTBEHHOMU
MPaKTUKH B JAHHBIX MOPEANPUITHUSAX MW OpPraHu3alusX SBISIOTCS  HalU4yue
KBUTU(PUIIMPOBAHHBIX CHEIHAINCTOB, O3HAKOMJIEHHE C COBPEMEHHOW HOPMAaTHUBHO-
MIPaBOBOM M HAYYHO-METOAMYECKON 0a30il.

[IpakTka 1O MPOPUIIO CHEUUATHHOCTH MPOBOAUTCA TOJI PYKOBOACTBOM
npenojaBaTesiel KoJleIka U CIIeHUaTNCTOB YUPEKICHHM - 6a3 MPaKTUKH.

PykoBoauTenb NpakTUKX OT KOJIJIEAKA Ha3HAYAETCS PUKA30M JUPEKTOpa U3 yucia
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npernojaBareyiell  ClelHalbHbIX JUCHUIUIMH. B 00s3aHHOCTM  mpenogaBaTess-
PYKOBOJUTENS MPAKTUKU BXOJWUT: KOHTPOJIb BBIMOJHEHUS MPOTPAMMbl TMPAKTUKH,
OKa3aHHE€ METOJUYECKONM M MPAaKTHYECKOW IOMOIIM CTyA€HTaM IpH OTpadOTKe
MPaKTUYECKUX MPOPECCUOHAIBHBIX YMEHHU M MPUOOPETEHUS] MPAKTUUECKOTO OIBITA,
IIPOBEPKA 3aITOJIHEHMSI THEBHUKA IO MPOU3BOICTBEHHON MTPAKTUKE.
PykoBoauTeNnb NpaKTUKU CTYyJACHTOB OT YUPEXKACHUS - 0a3bl MPaAKTUKU
Ha3HAYarOTCs MIPUKA30M PYKOBOJUTENS NPEANPUATHS O Hayaaa NPaKTUKHU, U3
YHCIIa CIEeIUAIMCTOB, UMEIOIIUX 00pa30BaHue, COOTBETCTBYIOIIEE MPOPUITIO
PErnojaBaeMoro NpopecCuoOHaAIbHOIO MOYJIS
4.4, Kanposoe odecnieueHue 00pa3oBaTeIbHOI0 Mpoiuecca
TpeboBanust kK KBaMU(PUKAIIMK MEJArOTUYECKUX KaJIpOB, 00ECIECUNBAIOIINX O0yUYCHHE
0 MEXIUCHUILUTMHAPHOMY KYpCY:
— HaJIMYMeE BBICHIEr0 00pa30BaHUs 10 NPO(UITIO MPENOAaABAEMbIX AUCIUIUINH;
—  MPOXOXKJICHHE CTAKUPOBKHU B TOCYJAPCTBEHHBIX APXUBAX YUPEKACHUSIX HE pexe
1 pa3za B 3 roga.
TpeboBanuss Kk KBaIM(PHUKAIMKM TMEAArOTUYECKUX  KaJpoOB, OCYIIECTBISIONINX
PYKOBOJCTBO ITPAKTUKOM:

— HaJIAYMUE BBICIIEr0 00pa3zoBaHus M0 NPOQUITIO MPENOAABAEMbIX JUCLMILINH;

— ombIT pabOThl B apXuBax, KaJpOBBIX CIyXk0axX, HE MEHee 3 JIeT, MPOXOKICHUE
CTaXXUPOBKHU B rOCYJapCTBEHHBIX apXHUBaX, KaJIPOBBIX cllyk0ax He pexe | pa3a B 3
roja

— ONBIT JEATEIBHOCTH B OPraHU3allMiX COOTBETCTBYIOMIEH MpodecCunoHaIbHON
cdepsl;

PykoBoauTeNn NpakTUKKU JOJAKHBI:

— MMETb MPAKTUYECKUI OMBIT JEATEIbHOCTH B OPraHU3alUsaX COOTBETCTBYIOIIEH
npodeCCUOHAIBHOU Cephl;

— OTBEYaTh 32 OCBOCHHUE 00YYAIOIMUMHUCS MTPOHECCHOHAIBHOTO ITUKJIA.
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5. KOHTPOJIb U OEHKA PE3YJIbTATOB OCBOEHUA

MNPOPECCUOHAJIBHOI'O MOAYJA

(BUJA TTPO®ECCHOHAJIBHOM

JNESTEJBbHOCTH)
Pe3yabTarsl OcHoOBHBIE TOKA3aTEJIN ®opMbI 1 METOABI KOHTPOJIS U
(ocBOEeHHBbIE OlIeHKH pe3yJbTaTa OLIEeHKH
npodeccuoHaJIbHbIE
KOMIIETEHIIMH)
Ocy1iecTBISITh JleMoHCTpanus HHTEpeca K HaGmroienue 3a AesiTenbHOCTRIO B

9KCIIEPTHU3Y LIEHHOCTHU
JIOKYMEHTOB B
COOTBETCTBUHU C
JIEUCTBYIOIIUMH
3aKOHOAATEIbHBIMU
aKTaMH ¥ HOPMaTHUBAMHU

Oynyuei npodeccuu

IIPOLIECCE OCBOCHMSI IIPOTrPAMMBI
PO eCCUOHATTBHOTO MOIYJIA
CTYJEHTA U OLICHKA JTOCTHKEHUS
pe3yabTrara yepes:

- aKTMBHOE y4acCTHE B XOJI€ 3aHATUS;
- YCTHBIM ¥ IUCBMEHHBIHN OIPOC;
-pelieHue npodeMHO-
CUTYallMOHHBIX 3a/1a4 Ha
IIPAKTUYECKHUX 3aHATUAX;

- 3a7]aHUs U1 CAMOCTOSITEIIbHON
paboTHI.

Benenwne paboTsl B
CHUCTEME AJIEKTPOHHOTO
JIOKYMEHTO0000pOoTa

BripaboTka ymenuit u
HaBbIKOB OOpAILEHUs C
CHUCTEMAaMH IEKTPOHHOIO
JIOKYMEHT0000poTa

HpaKTI/I‘{eCKI/Ie 3aHATHA

Pa3paboTka u BeneHue

YMeHune co3gaBaTth U

HpaKTI/I‘{eCKI/Ie 3aHATUA

pa3MelleHns JOKYMEHTOB
B apxuBe ( B T.4.
JIOKYMEHTOB I10 JTUYHOMY
COCTaBy)

o0Oy4deHusl 3HaHUS 110
o0ecrne4eHuno
paIMOHAILHOTO Pa3MEIICHHUS
JTOKYMEHTOB B apXHBE

KJ1acCU(PUKATOPOB, paspabatbiBaTh CIPaBOYHUKU

Tabenel u K UMEIOIIEMYCSI apXUBHOMY

JIp.CIIPaBOYHUKOB I10 (boHy OpraHuzalun

JIOKYMEHTaM

OpraHu3aluu

Obecneuenue nmpueMa 1 | YMeHUE NPUMEHSATh [IpakTnueckue 3aHsATHS 11O
palroOHAIBHOTO MIOJIy4YE€HHBIE B X0J1€ WHJUBUAYATbHBIM 3aJJaHUSIM

Obecnieuenue y4era u
COXPaHHOCTH
JOKYMCHTOB B apXHBC

[IpaBunbHOCTH
HCIIOJIb30BAaHUS U3YUYEHHBIX
Y OCBOEHHBIX METO/IOB
KOHCEpBALIMM U PECTABPALIUU
ApPXMBHBIX JOKYMEHTOB

[IpoBeneHne NpakTHYECKOTO
71a00paTOPHOTO 3aHATHUS 110
VHJIMBU1yaJIbHBIM 331aHUSIM C
IIPUMEHEHUEM I10UIMHHBIX
ApPXMBHBIX JOKYMEHTOB

Opranuzanus
HCIIOJIb30BaHUS
APXUBHBIX TOKYMCHTOB B
Hay4HbIX, CIIPABOYHBIX U

[IpaBHIIBHOCTH COCTaBJICHUS
Hay4HO-CIIPaBOYHOT'O
anmnapara K UMeroIemMycs
apXMBY

HpaKTI/I‘{CCKI/IC 3aHATUA

MPAKTUYCCKUX LETAX

YMeHue ucnonb3oBarb
JTaHHbIE aPXUBHBIX
JOKYMEHTOB J1J151 IOATOTOBKHU
3anpaiBacMbIX
rpaX<IaHaMU CIIPABOK U
JPYTHX 3alIpOCOB
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OcymiecTBieHne
OpraHu3aIMOHHO-
METOIUYECKOTO
PYKOBOJICTBA U KOHTPOJIS
3a paboToii apxuBa B

[IpaBuIBHOCTH 0OPAOOTKH U
XpaHEHHsI JOKYMEHTOB,
coeprKalux
KOH(HICHIIHATBHYIO
nH(pOPMAILIHUIO.

OpraHu3aluy u
OpraHu3aluen
JIOKYMEHTOB B
MIPOU3BOJACTBE

[IpaBubHOCTH 0OPAOOTKHU U
XpaHeHUs JOKYMEHTOB 10
JMYHOMY COCTaBY.

HpaBI/IHBHOCTB COCTaBJICHUA
OIIMCH ACII.

HpaBI/IHBHOCTB IIOATrOTOBKH
ACI K IEpCAavuc B apXuB

Habmtonenue 3a 1esTenbHOCTBIO B
IpoIecce OCBOECHUS MPOrPaMMBbl
PO eCCUOHATTBHOTO MOIYJIA
CTYZACHTA U OLIEHKA JOCTHKEHMUSI
pe3yabTara uepes:

- aKTUBHOE y4acTHE B XOJI€ 3aHATHUS;
- YCTHBIM ¥ IUCBMEHHBIHN OIIPOC;
-perieHue npodiIeMHO-
CUTYaIlMOHHBIX 33J1a4 Ha
NPaKTUYECKUX 3aHITUSAX;

- 3a7]aHuUs JUIsI CAMOCTOSITEIIbHON
paboTHI;

- BBITMIOJIHEHUE KYPCOBOW PabOTHI;

OpraHu3alyy.
[IpaBUIBLHOCTH MOJATOTOBKH
Jie1 K Tiepeiaye B
MYHHIUITAJIBHBIE U
rOCy1apCTBEHHBIE aPXUBbI

@opMbI U METOJIbI KOHTPOJII M OLEHKH PE3yJbTaTOB OOYYEHHUS JIOJKHBI
HO3BOJIATh ~ MPOBEPATH y  OOydaloOIIUXCS HE  TOJIBKO  CHOPMHPOBAHHOCTH
npo(eCCUOHATBHBIX KOMIETEHLMH, HO M pa3BUTHE OOIIMX KOMIETEHUUH U
o0ecreunBaroINX X YMEHUH.

PesyabTarbl
OcHOBHBIE MOKA3aTEJIN OLEHKH ®opMbI U METOAbI
(ocBOEHHBIE 001IHE
pe3yjabTara KOHTPOJISA M OLICHKH
KOMIIETEHIIMH)

3aiuTa TBOPUYECKHUX U
CaMOCTOSITENIbHBIX paboT

JleMoHCTpanus uHTEpeca K
Oynyiieit mpodeccuu

1. IIoHMMaTh CYyIIHOCTB H
COLIMAJIbHYI0 3HAYUMOCTb CBOEH
Oynyuieit mpodeccun,
IIPOSIBIIATH K HEW YCTOWUMBBIN
UHTEpeEC

Hab6mtonenre n KOHTpOIIb
JeSITebHOCTH
00yyJaromerocs B XoJie
pElIeHUs Pa3IMYHbIX
npodeccrnoHaNbHBIX 3aa4

O6ocHoBaHMe BbIOOpA U
MPUMEHEHUS METOJIOB U
CrOCO0O0B PEIICHUS
npodeccnoHaNbHBIX 33724 B
00JacTi opraHu3aIy u
o0ecreyeHns COXpaHHOCTH
JTIOKYMEHTOB

- IEMOHCTpAIIHS U OI[CHKA

3¢ PEeKTUBHOCTH 1 KauecTBa
BBITIOJTHEHUS TPOPECCHOHATHHBIX
3agaq

Br100Op ¥ MpUMEHEHHE METOJIOB U
CIoco00B pelIeHus
npo¢eCCHOHANTBHBIX 33]1a4 B
00JacTi JOKYMEHTAIMOHHOTO U
0€3I0KyMEHTHOTO 00€eCTIeueHUs
yIpaBICHUS] M ApXUBOBEICHUS

2. Oprann3oBBIBaTh
COOCTBEHHYIO JIeSITEIbHOCTD,
BBIOMPATH TUITOBBIE METO/IBI U
CHOCOOBI BBITTOJIHEHUS
poeCCHOHAIBHBIX 3a]1a4,
OLIEHUBATh UX 3((HEKTUBHOCTH
¥ Ka4eCTBO
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3. IIpuHMMaTh pemeHus B
CTaHJAPTHBIX U HECTAHAAPTHBIX
CUTYalLlUsX U HECTH 32 HUX
OTBETCTBEHHOCTh

Pa3paboTka TeXHOIOTHYIEeCKUX
MPOIIECCOB MPOBEICHHS
AKCIIEPTHU3bI IEHHOCTH, Y4eTa U
COXPaHHOCTH JOKYMEHTOB

Pemenne craHgapTHbIX U
HECTaHapTHBIX
npodeccnoHabHBIX 3371249 B
JOKYMEHTAIMOHHOTO U
0€310KYMEHTHOTO 00ECIICUCHHS
yIpaBJICHUS.

HaGmronenue 3a
JEeSITeTbHOCTBIO
o0yJaromerocst B Xoje
BBITTOJTHEHHSI
NPaKTUYCCKUX 3a/1a4.

4. OcyniecTBIATh TOUCK U
UCTIOJIb30BaHUE HH(OPMAIIHH,
HE0O0X0UMOM I
3 PEKTUBHOTO BBHIMOTHEHUS
npodeccuoHaNbHbIX 3a/a4,
npoheccCHOHANBHOTO U
JUYHOCTHOTO Pa3BUTHUS

D¢ heKTUBHBII TOUCK
Heo0X0IMMOi HHpOpManuy,
pabora Ha [1K, ucnons3oBanue
HuTepHet-pecypcon

HaOmronenue 3a
JlesTenbHOCThIO
OO6yuarorierocs B Xojie
BBIIIOJIHEHHUS
IIpakTrueckux 3agaHui,
KypCOBOi1 paboThI

Hcnonb3oBaHue Ppa3IMYHbIX
HMCTOYHHUKOB, BKIIHOYas
QJICKTPOHHBIC.

HaOmronenue 3a
JIEATEIbHOCTRIO
oOyuJaromerocsi B
IIPOIECCE MOATOTOBKH H
BBICTYIUICHHSI C
JIOKJIaJaMH 1
COOOIICHUSAMH,
BBIIOJIHEHHS U 3aIIATEI
KYPCOBOM paboTHI.

5. Ucmonbp3oBaTth

Hcnons3oBanue IIporpaMMHOro

HaOmronenue 3a

MH(OPMaLMOHHO- oOecnieueHus B 00JacTu JESITENIbHOCTBIO
KOMMYHHKAI[MOHHBIE JEJIONPOU3BOJICTBA U o0yyaro1erocs B
TEXHOJIOTHH B apXUBOBEACHUS npoiiecce paboThl C
npodeccuoHanbHOM nporpammoit «1C:
JESATEIIBHOCTH. JEJI0NIPOU3BOJCTBOY,
6. PaGoTaTh B KOJUIEKTUBE U B3anmopericteue ¢ Habmonenue 3a
KoMaHze, 3P (HEeKTUBHO oOyuyaronumucs, JEATEIBbHOCTBIO
00I1aThCs ¢ KOJIJIEraMH, IIpENoAaBaTesIMU B XOZE o0yyaroIerocs B xoJie
PYKOBOJICTBOM, 0o0y4eHusl U IPOU3BOJACTBEHHOMN BBITMIOJTHEHUS
NOTPEOUTENIMHU. MIPaKTUKN IPAKTUYECKUX 3aJaHUMH,
MIPOXOKICHUS
IIPOU3BOJCTBEHHON
MIPaKTUKU.
7. bpatb Ha cebs [IposiBnenue orBercTBeHHOCTH 3a | Habmionenue 3a
OTBETCTBEHHOCTH 32 PaboTy paboTy uIeHOB yueOHOMH JESATEIIBHOCTBIO
YIEHOB KOMaH 1bl KOMaH/Ibl, pe3yJIbTaThl oOyudaroierocst B Xozie
(TTOMTYMHEHHBIX ), PE3yJIbTAT BBITIOJIHEHUS 3aJaHMSL. BBITIOJTHEHUS

BBIIIOJIHEHMS 3aJaHUI.

HpOSIBJICHI/IC KOMaHJIHBbIX
HaBBIKOB

MPAKTUYCCKUX 3aJIaHUil.
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8. CaMOCTOSTENILHO OIIPENEIATh
3371241 Ipo(eCcCHOHATBHOTO U
JMYHOCTHOTO Pa3BUTHS,
3aHHUMAThCS
caM000pa30BaHUEM, OCO3HAHHO
IUTAHUPOBATH MOBBILIICHUE
KBaJTM(PHUKALINH.

IUTAHUPOBAHHUE 00YYAIOIIUMCS
MTOBBIIIEHUS JINYHOCTHOTO U
KBaJTM(UKAITMIOHHOTO YPOBHS
- OpraHu3anus CaMOCTOATEIbHBIX
3aHATUHN IIPU U3YYCHUU
po(heCCUOHATILHOIO MOYJIS
- CAMOAHAJIU3 U KOPPEKLIMS
pe3yJbTaToOB COOCTBEHHOM
paboThI
- HCIIOJIB30BAHUE COBPEMEHHBIX
METOJIOB, CPEICTB U TEXHOJIOTUI
camMo00pa3oBaHUs

HaOmronenue 3a
NIEATENBHOCTBIO

o0yJaromerocst B Xoje

OCBOCHHA

npodeCcCuOHATHLHOTO

MOJTYJISI.

9. OpueHTHpOBaThCS B
YCJIOBHSIX YaCTON CMEHBI
TEXHOJIOTUU B

Y4uTBIBaTH B pabOTE MOSIBICHUE
HOBBIX TEXHOJIOTHI B 00J1aCTH
JOKYMEHTAIMOHHOTO U

HaOmronenue 3a
CaMOCTOSTEIIEHBIM
IIOMCKOM HOBOH

podhecCHOHaTBHOI 0€310KYMEHTHOTO 00CCIICUCHMS uH(pOpMaInH, ee
JESTENIHLHOCTH. yIpaBJICHUSI. IIPUMEHEHHUE B XOJIC
- IPOSIBJICHUE UHTEpEca K BEITIOJTHEHHS
MHHOBAaILMAM B 00J1aCTH CaMOCTOSTEIbHBIX,
npodeccnoHaTBEHOM MPAKTHICCKUX U
JEATEILHOCTH KypCOBBIX PadoT.
- aHAJIN3 MHHOBAIIMK B 00J1aCTH
pa3paboTKU METOJIOB COXPaHCHHS
apXMBHOMN IOKYMEHTAIIUN
ABTOp:

[IpennomaBarens Koiutemxka

AJleKCaHApOBHA

Ui o&I'bOY BO «bI'Y», Bbapanosa
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