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1. MACIIOPT PABOYEN IMPOT'PAMMBI TPO®ECCUOHAJBHOI'O MOAY.JIS
IIM. 02 Opranu3anusi apXuBHOM M CIPABOYHO-UH(POPMALMOHHOMH PadoOTHI 1O
AOKYMEHTaM OpraHu3aluu

1.1. ObsacTh NpuMeHeHUs1 padoueil MporpaMmMbl

PaGouass mporpamMmma mpodecCHOHATLHOTO MOJYJS SBJISETCS YacThIO IMPOTPAMMBI
IOJArOTOBKH CHELMAIUCTOB CpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC mno crenuanbHOCTH
CIIO.

1.2. Heau u 3agaud npogecCHOHATBHOI0 MOAYJSA — TPeOOBaHUA K pe3yJbTaTam
O0CBOEHMS NPOodecCHOHATBHOT0 MOAYJIsSI

C wuenbio OBIAJEHUS YKa3aHHbIM BHMJOM MNPO(ECCHOHAIBHOW JESITEIbHOCTH WU
COOTBETCTBYIOLIMMH MPO(ECCHOHAIBHBIMU KOMIIETEHIMSIMUA OOYy4YarolMiCcs B XOJ€ OCBOEHUS
MPOPECCHOHAIBHOTO MOAYJIS JIOJKEH:

HMeThb NPAKTHYEeCKUI ONBIT:

- OpraHu3aliy apXWBHOM W CHPaBOYHO-WH(GOPMAIMOHHOH pPabOTHI MO JOKYMEHTaM
OpraHu3aluy;

yMeThb:

- OpPraHN30BBIBATH JEATEIBHOCTh apXHMBa C YUETOM CTaTyca U IpoQuiis opraHu3alumy;

- paboTaTh B CUCTEMAaX 3JEKTPOHHOTO TOKYMEHTOO00POTa;

- HCIOJIB30BATh B JIEATEIILHOCTH APXHUBA COBPEMEHHBIE KOMITbIOTEPHBIE TEXHOJIOTHH;

- TIPUMEHATh COBPEMEHHbIE METOJMKU KOHCEpBAllMM M pECTaBpallud apXUBHBIX
JIOKYMEHTOB;

3HATh:

- CHCTEMY apxuBHOro ympasieHus B Poccuiicko ®enepanyu W OpraHU3ALUIO
ApxuHoro ¢onna Poccuiickoit @enepannu;

- CUCTEMY XpaHEHMs U 00pabOTKU TOKYMEHTOB

1.3. PexomeHayemoe  KOJIHYECTBO  4YacOB HAa  OCBOEHHE  IPOrpamMMbl
npogeccHoOHAIBLHOI0 MOAYJISA:

00s13aTeNbHON ayIUTOPHOM yueOHOIl Harpy3ku oOyuatomierocst — 242 yaca;

CaMOCTOATENIbHON paboThl o0ydaromierocs: — 38 vac;

y4eOHOM U MPOU3BOJCTBEHHON PAKTUKHU — 36/72 yaca.



2. PE3YJIBTATBI OCBOEHUS NTPO®ECCHUOHAJIBHOI'O MOAYJIA
PesynpratoM  OCBOEHUS ~ HPOQECCHOHATIBHOIO  MOAYJs  SBJISIETCA  OBJIAJIEHUE

obyuaromumucs npopeccruonanbabiMu (1K) 1 ooumu (OK) kommereHIusIMu:

Kon HaumeHoBaHue pe3y/ibTaTOB 00y4eHUsI
IIK 2.1 Ocy1ecTBISATh KOMIUIEKTOBAHUE apXUBHBIMU JI€JaMH (JIOKyMEHTaMH) apXuBa
OpraHu3aIyH.
K 2.2 Bectu yuer apxuBHBIX A€l (JOKYMEHTOB), B TOM YHCJI€ C HUCIOJIb30BAHHEM

ABTOMAaTU3HWPOBAHHBIX CUCTCM.

K 2.3 OcyliecTBISITh XpaHEHHWE apXUBHBIX Jell (JOKYMEHTOB) C MOCTOSHHBIM
CPOKOM XpaHEeHHUsI U 110 JTUYHOMY COCTaBY B apXUBE OpraHMU3AI[IH.

K 2.4 OcymiecTBISTh XpaHEHUE, KOMIUIEKTOBAHWE, YYET M HCIIOJb30BaHHUE eI
(IOKYMEHTOB) BPEMEHHOT'O XpaHECHHUSI.

K 2.5 OcymIecTBISITh UCMIOJIB30BAHNE APXUBHBIX 1€ (IOKYMEHTOB), B TOM YHCIIE C
WCIIOJIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CHCTEM.

OK 01. Breibupats cnocoObl pemieHuss 3anad  IpodeCcCHOHATBHOM N1eATeIbHOCTH
MIPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 02. Hcnonp30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAINW3a W HMHTEPIPETAIlHH
uHbpopManui W HMHGOPMAIMOHHBIE TEXHOJOTHHM JJIsl  BBHINOJHEHHWS 33134
npodeccnOHABHOM IeATEIIEHOCTH;

OK 03. [InanupoBaTh W pealn30BbIBaTH COOCTBEHHOE Mpo(deccCHoHANbHOE U
JMYHOCTHOE Pa3BUTHE, NPEANPHUHUMATENBCKYIO JEATENIHOCTh B PO eCCHOHATBHOM
chepe, HCHOIB30BaTh 3HAHUS 10 (PUHAHCOBOM TI'PAaMOTHOCTH B Pa3IUYHBIX
KU3HEHHBIX CUTYaIUsX;

OK 04. O¢ddexTuBHO B3auMOICHCTBOBATh U PabOTATh B KOJUIEKTHUBE M KOMAH/IE;

OK 05. OcCy1IecTBISITh YCTHYIO U TUCbMEHHYI0O KOMMYHUKAIIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit  ®enepanmyii ¢ y4eTOM OCOOCHHOCTEH  COIMAIBHOTO U
KYJbTYpPHOTO KOHTEKCTa;

OK 06. [IposiBIIITE  Tpa)kAaHCKO-MATPUOTHYECKYIO  TMO3UIUI0, JIEMOHCTPUPOBATH
OCO3HAaHHOE

MOBE/ICHWE HA OCHOBE TPAIUIIMOHHBIX OOIIEUeTIOBEUECKUX I[IEHHOCTEH, B TOM
YHUCJIE C YUYETOM TapMOHHU3AIMN MEXHAITMOHATHHBIX U MEKPEIUTHO3HBIX OTHOIICHUH,
MIPUMEHATH CTaHJIAPThI AHTUKOPPYMIIHOHHOTO TTOBEICHHS,

OK 07. CopnelicTBOBaTh COXpPAHEHUIO OKpY’KaIOLIeH Cpelbl, pecypcocOepekeHulo,
IMPHUMCEHATH 3HAHUA 00 U3MEHEHHHU KiimMaTta, IpUHIHUIIbI 6epe>1<JmBoro IMPONU3BOACTBA,
3¢ (eKTUBHO ACMCTBOBATH B UPE3BBIYAMHBIX CUTYALIMSIX;

OK 08. Hcnonb3oBaTh cpeAcTBa (PU3MUECKOW KYJBTYpbl JJSI COXPAaHEHHS H
YKpEIUIEHHS  3JI0POBbS B  TIpolecce MPOQECcCHOHATbHON  EATETbHOCTH W
MoJIIep KaHusT HEOOXOMMOTO YPOBHS (PH3MUECKOM MTOITOTOBJICHHOCTH;

OK 09. [Tonp3oBaTbess MpodecCHOHANBHOM JTOKyMEHTAallMeld Ha rocylapCTBEHHOM H
WHOCTPAHHOM SI3bIKAX.




JInyHOCTHBIE Pe3yabTAThl PeaJu3alui NPOrpaMMbl BOCIIMTAHHUS:

JIP 3. JIeMOHCTpUPYIOIIUA MPUBEPKEHHOCTh TPATUIIMOHHBIM JTYXOBHO-HPABCTBEHHBIM
LEHHOCTSIM, KyJbType HapoaoB Poccuu, NpUHLMIIAM YECTHOCTH, MOPSIOYHOCTH, OTKPBITOCTH.
JleficTByIOIUi U OLEHUBAIOIIMM CBOE MOBEJEHUE M NOCTYIKHU, NOBEIECHUE U MOCTYIKH JPYTUX
JOAEN C MO3ULMH TPaJULUOHHBIX POCCUMCKHX JyXOBHO-HPABCTBEHHBIX, COLIMOKYJIBTYPHBIX
LIEHHOCTE! M HOPM C YYETOM OCO3HAHMS IIOCIEICTBHM IIOCTYIIKOB. ['OTOBBIM K JAEIIOBOMY
B3aUMOJICHCTBUIO U HEPOPMATBbHOMY OOLICHHIO C MPEACTABUTEISIMUA PA3HBIX HApPOJIOB,
HAlMOHAJIbHOCTEHN, BEPOUCIIOBEIaHUM, OTINYAIOIUN UX OT YYaCTHUKOB IPYIII ¢ JECTPYKTUBHBIM
U JICBUAHTHBIM IIOBEIEHUEM. [IeMOHCTpUPYIOIIMI HENPUATHE COLUAIBHO ONACHOTO IOBEICHUS
OKpYXalIMX M Ipeaynpexiaromui ero. IIpossisrommil yBak€eHHE K JIIOIAM CTapIIero
IIOKOJICHUSI, TOTOBHOCTb K YYaCTHIO B COLMAIIBHON MOAACPKKE HYKIAOIINUXCS B HEH.

JIP 4. ITposiBastoluil 1 IEMOHCTPUPYIOLIUI YBaXK€HUE K TPYAY YEJIOBEKa, OCO3HAIOLIUM
LEHHOCTb COOCTBEHHOTO TpyAda W Tpylda Jpyrux JIoJed. OKOHOMHUYECKUM aKTHBHBIN,
OpPUEHTHPOBAHHBIN Ha OCO3HAHHBINA BBHIOODP chepbl MpodecCHOHATBHON AEATENBHOCTH C YYETOM
JUYHBIX JKU3HEHHBIX IUIAHOB, IOTPEOHOCTEM CBOEH CEMbH, POCCHMCKOro OOIEeCTBa.
Bripaxaromuii 0CO3HaHHYI0 TOTOBHOCTh K TOJYYEHHIO MPOPECCHOHATBHOTO 00pa3oBaHUS, K
HENpepbIBHOMY 00pa30BaHUIO B TEUEHUE JKU3HU J[eMOHCTpUPYIOLIHI TO3UTUBHOE OTHOIIEHUE HA
camMoo0pa3oBaHe U NPOPEeCCHOHATBHYIO IEPENOATOTOBKY B YCIOBHSIX CMEHBI TEXHOJIOTUYECKOTO
yKJIaJa U COMYTCTBYIOIIMX COLHUAIBHBIX nepeMeH. CTpemsiuiicss K GOPMUPOBAHUIO B CETEBOIl
cpezie IMYHOCTHO U MPO(eCCHOHAIBHOTO KOHCTPYKTUBHOTO «IIM(POBOTO CIe/1a.

JIP 6. OpueHTHpOBaHHBINA HA MPO(PECCHOHATBHBIE JOCTHKCHHUS, JISATEIHHO BBIPAKAIOITUI
[IO3HABATEJIbHBIE HHTEPEChl € Y4YETOM CBOUX CIOCOOHOCTEH, 00pa3oBaTEIbHOIO U
npohecCuoHATBFHOr0 MapIIpyTa, BEIOpaHHON KBaJU(UKALIUH.

JIP 7. Oco3HatromMii U JAESITENbHO BBIPAXKAIOUIUN NPUOPUTETHYIO LIEHHOCTbh KaXKJIOM
YeJI0BEYECKOM JKU3HU, YBAXKAIOIIUN TOCTOMHCTBO JIMYHOCTH KaXJI0TO YeJI0BEeKa, COOCTBEHHYIO U
qy)Kyl0 ~ YHUKaJIbHOCTb, CBOOOJY  MHPOBO33PEHYECKOTO  BbIOOpa,  CaMOOMNpEIeNeHHs.
[Tposinsronuii GepexIuBOe U YYTKOE OTHOIICHHE K PEJMTMO3HOW MPUHAIIEKHOCTH KaKJIOTO
4eJI0BEKA, IPEIYNPEAUTENbHbBII B OTHOIIEHUH BBIPAXKEHMSI IIPAB M 3aKOHHBIX UHTEPECOB IPYIHX
IS

JIP 8. IlposBasioumii U JEMOHCTPUPYIOIINNA yBa)k€HHWE 3aKOHHBIX MHTEPECOB U IIPaB
IpEJICTaBUTENIE Pa3IMYHBIX STHOKYJIbTYPHBIX, COLUAIbHBIX, KOH(ECCHOHAIBbHBIX TPYII B
POCCHUICKOM O0OIIECTBE; HAIMOHAJIBHOTO JIOCTOMHCTBA, PEIUTHO3HBIX YOEKIAEHHH € y4ETOM
COOJIIOJIEHUsI HEOOXOIUMOCTH OOeCleYeHUss KOHCTHUTYLMOHHBIX IpaB M CBOOOJ TpakJaaH.
[TornMaromuii U IEATENbHO BBIPAKAIOLUIUI LEHHOCTh MEXPEIUTHO3HOTO U MEXHAIMOHAIBHOIO
coriacus JIOAEH, TrpaxaaH, HapoaoB B Poccun. Brelpaxawoomuii CONpUYacTHOCTh K
IIPEYMHOKEHUIO W TPAHCISIIMM KYJIbTYPHBIX TpaJWLUNA M LIEHHOCTEHM MHOTOHAIMOHAJIBHOIO
POCCUICKOr0o TOCy/1apCcTBa, BKIIIOUEHHBIM B OOLIECTBEHHbIE MHUIIMATHBbI, HAIIPaBJICHHbBIE HA UX
COXpaHEHHue



CTPYKTYPA U COAEPKAHUE INTPOPECCHUOHAJIBHOI'O MOAYJIA
3.1. TemaTuveckuii niian npogeccnonanbuoro moayias [IM.020pranuszanust apXuBHOM ¥ CIIPABOYHO-
HHGPOPMALMOHHOM PadOTHI 10 JOKYMEHTAM OPraHM3aluMl

Oo0beM BpE€MEHH, OTBeIeHHbII HA OCBOEHHE

IIpakTuka
MEKIMCHUITHHAPHOrO Kypea (KypcoB)
CamocrosiTejibHA
O6s3aTeJbHAsA AyIUTOPHAS
Beero yeOHasi HArpy3Ka o0y4arouierocs s padora Hpoussoacreennas (mo
Koabl 4acoB y Py y 00y4alouierocsi p A
npoduiaio
npodeccron HaumenoBanus pa3neJioB (maxce. B T.4. B T.4.
B T.4. ' ’ CHenHaJIbHOCTH), YaCOB
aJIb HBIX npogeccHOHATBHOTO MO/TYJIsI yuebHas KypcoB Kypcos | YueOnas,
KOMITETeHIH e 1200paTopHbIe (ecau npedycmompena
pyskay B a00ThI U ast Bceero ast Hacos accpeoomoyentas
i npaxmuiu) [ 2T P padora " | pabora paccp
YacoB | MpaKTHYeCcKue 4acoB NPaKmuKa)
(mpoex (nmpoex
3aHATHA,
T), T),
4acoB
4acoB 4acoB
1 2 3 4 5 6 7 8 9 10
OK 01 - OK 09| MJIK 02.01 Opranusanus 0 64 10
MK 21.—25 |"OPMaTHBHO-NPABOBbIC OCHOBBI 74 24
- apPXMBHOIO JeJIa

MJK 02.02 T'ocynapcTBeHHBIE, 74 64 24 10
MYHHIMIIAJIBHbIE AaDXUBBI H APXUBBI
OpraHu3anuii
MJK 02.03 MeToanka u mpaKTHKa 56 54 14 2
apXuBOBeIeHUs
MJK 02.04 O6ecnieueHne COXpaHHOCTH 64 60 20 4
JAOKYMEHTOB
VYI1.02. YueGHasi npakTHKA 36
I111.02. IIpon3BoACcTBEHHASI NPAKTHKA 72
(mo mpoduIro cnenMaIbLHOCTH)
KBaimpukannoHHbIii 3K3aMeH 12 12
Bceero: 280 242 82 38 36 72




3.2. Conep:xxanue o0yueHus no npogdeccuonaibaomy moay.ao I[IM.02 Opranu3zanusi apXuBHOM U CIIPABOYHO-

HH(OPMALMOHHOH PadoThI MO JOKYMEHTAM OPraHU3aluHl

HaunmeHoBaHMe pa3jesioB

Copepixanue y4eOHOro MaTepuaJa, 1adopaTopHble padoThl H NPAKTHYECKHEe 3aHATHS, O0bem Koas! OK, IIK, JIP,
npogeccHoHATLHOT0 MOAYJIS caMoCTOsITe/IbHAsI pa6oTa 00y4arommxcsi, KypcoBasi pagora (Ipoekr) 4acoB (hopmupoBaHuIO
(ITM), MeKIUCIMIIMHAPHBIX KOTOPBIX

kypcoB (MAK) u Tem crnoco0cTByeT
1 2 3 4
MJIK.02.01. 64
Opranunzanusi ¥ HOPpMaTUBHO-
MPaBOBbIE 0CHOBBHI APXUBHOT'0
aeJia
BBenenne Coep:xaHue y4eOHOI0 MaTepuaJia
3uavenne, 3a1a4u, npeavmer u | 1. Ipogheccuonanvro-opuenmuposannoe cooepircanue 2 OK1,0K2,0K3,
MeTO/IbI apXHBHOTO fea (AJl) Ports nH(pOpMAINY B KU3HU JTMYHOCTH, OOIECTBA, TOCY1apCTBa. 3HAUCHNE JJOKYMEHTAIbHBIX OK 4, 0K 5,0K9,
MaMATHUKOB B Pa3BUTHU KyJIbTYpHI. JIP 2, JIP 3, JIP 4, JIP
[Monsitue 06 A/l kak Hayke. [Ipenmer, 3amaun, xapakTeprcTika Kypca. OCHOBHBIC TEPMHUHBI U 6,JIP 7,JIP 8
OTIpEICTICHUSL.
[MpuHOMIIBI 1 HAYYHbIE METO/Ibl apXUBOBEICHNS. 3HaUeHHe AJ] Ha COBpEMEHHOM JTarle.
IMpakTuyeckoe 3ansiTue Nel. 2 OK 1, 0K 2, OK 3,
Ilpogpeccuonanvno-opuenmuposannoe cooeprcanue OK 4, OK 5, OK 9,
Hayaio Benenus cinosapst tepMuHOB 110 A/Jl. JIP 3, JIP 4, JIP 6
Pazpnen 1.
Hcropus ctaHoBJIeHUs 8
apxMBHOro aeja B Poccun
Cojaep:xkaHue yueOHOro MmaTepuajia
Tema 1.1. 2. | Hpogpeccuonanvno-opuenmuposannoe cooepricanue
Bosnuknosenue u cranosaenme HcTopus cranoBnenust AJ] B Poccun ¢ apeBHeHmux BpeMeH. ApXUBBI JPEBHEPYCCKOIO TOCYJapCTBa. OK 1, 0K 2, OK 3,
apxuBHoro nena na Pycu, B ApDXUBBl  PYCCKOTO Poccuiickoit 2

Poccuiickoii umnepun, B CCCP

LEHTPAIIM30BAHHOIO  rOCYJIapcTBa.  ApPXUBBI
3akoHOJaTeIbHBIE aKThl, peryaupyromuire Bonpocsl AJl B Poccuiickoi umnepuu.

ApxuBbpl NEpBBIX JET coBeTckod Bmactd 1917-1921rr. Hawano mnpomecca ueHTpanu3anuu
apxuBoB.1922-1929 rr. 3aBepuieHne co3gaHus KOMaHIHO-aAMUHUCTPATUBHOW CUCTEMBI YIPAaBICHUS

apxuBamMu 1930-1945 rr. CucreMa 3aKOHOAATEIbHBIX aKTOB JAHHOT'O IEPHO/A.

HUMIIEpUH.

OK 4, 0K 5, 0K 9,

JIP 6




IIpakTunyeckoe 3ansitue Ne 2. 2 OK 1,0K 2, OK 3,
Ilpogheccuonanvno-opuenmuposannoe cooepricanue OK 4, 0K 5, 0K 9,
Bompocs! K CEMHHapCKOMY 3aHSATHIO: 1K 02.01, TIK 02.04 ,
1.AkTHI Ieproa peomanpHOI pa3apoOIeHHOCTH. Pob TOKYMEHTOB B 3eMETBHBIX TSKOAX M KHSKECKIX JIP 4, JIP 6, JIP 7, JIP 8
ycoOmIax.
2."T'enepanpHbiil permamedT..." (1720 r.) ApXHUBBI KOJUIETHH.
3.ITonroroBka nmpoekra 3akoHa "O cyap0e apXHBOB YUpeKISHHNA 1 BEJOMCTB'".
4.Jlennnckuil nexper ot 1 mronst 1918 r. "O peopranusanuu 1 LeHTpaIN3allul ApPXUBHOTO A€Tay.
Tema 1.2, Conepsxanne y4e0HOT0 MaTepHaIa 2 OK 1, OK 2, OK 3,
PasuTie apxuBHoro neia 3. | IIpogpeccuonanvno-opuenmuposannoe cooeprcanue OK 4, 0K 8, 0K 9,
s CCCP Apxussl CCCP nepuona 1945-80 rr. ApxuBHoe aesno nepuoga 90-rr u xonna XX Beka. CoznaHue 1K 02.01, TIK 02.02
I'A® CCCP. JIP 4, JIP 6, JIP 7, JIP 8
3akoHOAATEIbHbIC AKThI JAHHOTO EPHOa
IIpakTHuyeckoe 3ausATHE Ne 3 2 OK 1,0K 2, OK 3,
Ilpogheccuonanvno-opuenmuposannoe cooepricanue OK 4, 0K 5, 0K 9,
Borpocsl kK ceMHHapCKOMY 3aHSATHIO: IIK 02.02, TTIK 02.05,
1.[laiite cpaBHuTeNbHBIN aHamu3 [Tonoxenuit 00 ApxusHoM ¢ponge CCCP 1941 1. u 1958 1. JIP 4, JIP 6, JIP 7, JIP 8
2. OcHoBuble nonoxeHus 3akona CCCP "O6 oxpaHe 1 HCIOJIB30BaHUM aMSATHUKOB UCTOPUH U KYJIBTYpHI"
(1976 1.). [IpocnymuBanue u 00CyX I€HUE COOOIIECHUT.
Paznen 2 10
CoBpeMeHHOE apXHBHOE
3aKOHOJATEIbCTBO
Tema 2. 1. Copaep:xanue yueOHOro MaTepuaia
CoBpemenHOe apXHBHOE 1€10 4. | Hpogpeccuonanvno-opuenmuposannoe cooepircarnue
PasButue apxusHoro gena B PO B XXI Beke. 2 OK'I,0K2, 0K 3,
D3 «O6 apxuBHOM zene B POy» ot 2004 1. u npyrue HIT akter. ComocraBienne «OCHOB OK 4, OK 5, OK 08,
3aKOHOHATENbCTBA 00 apXHBHOM jene...» H D3 «O6 apXUBHOM Jesey. 0K 9,
[pakruyeckoe 3ansaTHe N 4. 2

Ilpogheccuonanvno-opuenmuposannoe cooepricanue
Bonpockl kK CEeMUHAPCKOMY 3aHATUIO:

1. IMocranoBnenne Coera MunuctpoB CCCP ot 4 ampenst 1980 r. "O6 yTBep)KOCHHH IOJIOXKEHHUS O
locynapcteenHoMm apxuBHOM ¢orHne CCCP u I'maBHOM apxuBHOM ympaBieHnd mnpu Coere MUHHCTPOB
CCCP".

2. TenaeHINN pa3BUTH apXUBHOTO 3aKOHOAATeNbeTBa Poccun Ha pyGexe XX1 Beka.
3. OyHKIMHK U 3a1a9H OPTaHOB yIIPABIICHHS apXUBHBIM JIEJIOM B cyOBbekTax PD.

1K 02.01,I1K 02.02,
1K 02.04 , JIP 4, JIP 6,
JIP 7, JIP 8

Tema 2.2.
HopMmaTuBHO-npaBoBasi 6a3a
COBPEMEHHOT0 APXHBHOIO Jes1a

Coaep:xanue y4yeGHOro MmaTepuaJia

5. |pogpeccuonanvrno-opuenmuposannoe codepicanue
ITonsTHE 0 HOPMATHUBHO-TIPABOBOW 0a3e AJ] u ee obmas xapakrepuctuka. [IpaBoBas ocHoBa A/l - @3

Viarer TTnerunenta PM  Pacnongwenue TMnarutrenterra PAD «O wounemmun daoanuvunoranug r P@

OK 02, OK 09, IIK
02.02, JIP 07, JIP 08




IIpakTnyeckoe 3ansaTue Ne 5 2 OK 1, 0K 2, OK 3,
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue OK 4, OK 5, OK 08,
Borpocsl kK ceMHHapCKOMY 3aHSATHIO: OK 9,
1. "O6 napopMaIyy, THHOPMAIIMOHHBIX TEXHOJIOTHAX U O 3auuTe nHpopmauuu'", K 02.01.TIK 02.02
2. "O06 00s13aTeNBHOM IK3EMIUIAPE JOKYMEHTOB", K 02.03 TIK 02_04’
3. "O6 anexTpoHHOM 1KMdpoBoit moanucu", JIP 4, JIP 6, JIP 7, JIP 8
4. "O mepcoHaNbHBIX TaHHBIX",
5. "O mopsinke paccMOTpeHus oOpameHnii Tpaxkaan Poccuiickoit @enepanmn’.
Tema 2.3. ConepxaHue yueOHOro MaTepuaJia
HOPM;‘)?“BHO'“I%aBOBa" baza 6. Ilpogpeccuonanvno-opuenmuposannoe cooepiicanue
Poccnﬁ]c(li];ﬁc )(ID:;:T;HHH VcTopust pa3euTHs apxXuBHOTO jena B PT. 2 OKO1, OK 02, ITK
P HIIB apxuBHOTO fiena B PT - HCTOPUS U COBPEMEHHOCTB. 02.02., IIK 02.05, JIP
07.
Pa3pen 3 34
OpraHu3anusi ApXUBHOTO J1eJia
Tema 3.1. ConepxaHue yueOHOro MaTepuaJia
OpraHusalus apXuBHOro fea, 7. | Hpogeccuonanvno-opuenmuposannoe cooepricanue OK2,0K3,
opMbl HCMOIL30BANMS Oprasbl ynpapieHUs apXUBHBIM J1EI0OM M UX (YHKIUM. 2 OK 4, OK 5, OK 08,
APXHBHBIX IOKYMEHTOB DeiepanbHOE APXUBHOE areHTCTBO. OK 9, TIK 02.02, TIK
Ienun ucnonb3oBanus AD PO (monmutuieckue, HaydHBIE). 02.03. TIK 02.04 . JIP 4
Buisl HHPOPMAITMOHHBIX TOKYMEHTOB B apXHBaX. o oo ’
OpraHu3anys BEICTABOK JOKYMEHTOB M pab0Ta YNTaJIbHOIO 3aia. 7P 6, JIP 7, JIP 8
Tema 3.2. Conep:xanue yueGHOro MaTepuana OK 1, 0K 2,
Knaccndpukauus 10KkyMeHTOB
Apxg,,“om q,omg PO, 8. | Ilpogheccuonanvro-opuenmuposannoe cooepicanue 9 OK 4, OK 5, OK 08,
Opranu3ainusi J0KyMEeHTOB B CocrtaB ApxuBHoro (ouna P®. IToustre o knaccudpukauu 10kyMeHToB AD. OoHAMpPOBaHUE. OK9,
apxuBe Cuctemarusaliys B npeaenaax GhoHza. ITIK 02.01,ITK 02.02,
Opranuszauus 10KyMeHToB | ypoBHs (B npeaenax ApxusHoro ®onyia PD). 11K 02.03, JIP 4, JIP 6,
Opraanzanus T0KyMEHTOB 2 ypOBHS (B IIpeaesiax apXiuBOB) JIP 7, JIP 8
Opranusanysi JOKyMEHTOB 3 ypoBHsI (B peneax apXUBHBIX (DOHIIOB).
Tema 3.3. Conepskanne y4e0HOro MaTepuasa
IKCNepTH3a HEHHOCTH Ipopeccuonanvno-opuenmuposannoe cooeprcanue OK1,0K 2, 0K 3,
AOKYMEHTOB-32/12'11 M TIOPSII0K 9. | DkcnepTH3a IEHHOCTH TOKYMEHTOB-TIOHATHE, 3a1a4H. JTambl [IpUHIMITE 0T6Opa TOKyMEHTOB 2 OK 4, OK 5, OK 08,
Tiposerenus 10 | TMopsmox cosmanus SKCHEPTHOI KOMUCCHH B OpraHM3anusx, ee coctas. [{IITK-IITK-DMK. I1K 02.01,11K 02.02,
Cocrasnenue [TonoxxeHus 00 3KCIIEPTHOI KOMUCCHH. 2

[Topsimok BEIOOPOYHOTO IpHEMa JOKYMEHTOB .DTalbl 0TOOpa JOKyMEHTOB.
JIOKyMEHTBI C UCTEKIIUMU CpOKaMU XpaHeHus. [1opsiok yHUUTOXKEHUS JOKYMEHTOB C BPEMEHHBIM
cpokoM xpaHeHus. CoCTaBICHHE aKTa 110 YHUUTOXKCHHIO

I1K 02.03, 1K 02.04,
JIP 4, JIP 6, JIP 7




IIpakTnyeckoe 3ansaTue Ne 6 2 OK 1,0K 2, OK 3,
Ilpogheccuonansno-opuenmuposannoe cooepircanue OK 4, OK 5, OK 08,
IBompochs! K ceMHHapCKOMY 3aHSTHIO: 1K 02.01,T11K 02.02,
1.Opranuzanust komuccuu o DK Ha npeanpusTuu (OpraHu3anum). ITarbl, COCTaB, MPUKA3. K 02.03, ITK 02.04 ,
2.H0p$1)101( 0T60pa JOKYMEHTOB U l'Ip06J'IeMI>I, BO3HUKaIOIINE IIPpU 0T6ope. L[y6ﬂeTHOCTL. JIP 4, JIP 7, JIP 8
3.Cocrasnenue [Tonoxenus 06 OK.
4.IToaroToBKa aKTa M0 YHUYTOXKECHUIO (MHAMBUAYAIbHbIC 3a/IaHHs).
Tema 3.4. Copep:kanue y4eGHOr0 MaTepuaja
ag::?‘;‘:: :2;1);;“(1)\;23?:; O;Hx(g:a 11 | Hpogpeccuonanvno-opuenmuposannoe cooeprcanue 2 OK'1,0K2, 0K 3,
P Y P 12 | Mownsarue o cucreme HCA. JludpepeHunpoBaHHbIi TOAXOL. 2 | OK4,0K 08, 0K 9,
Hcropuyeckas cripaBka kK ¢poHaam. TpeOoBaHuUs K HAMUCAHUIO. MeTOIUUCCKUE PEKOMEHIAITHH TIK 02.01,IIK 02.02,
KraccudukanoHHbIe cCXeMbl KaTaJIoToB, CTPYKTypa KaTaJoroB. [IK 02.03, I1K 02.04 ,
IMonsiTne kaTanoruzanuu AJl, BEISIBICHHE U 0TOOP JOKYMEHTOB ITPH KaTaJIOTH3aINN JIP 6, JIP 7, JIP 8
WNunexcupoBaHue U CHCTEMaTH3aIMs KapTOUYeK, BECHUE KaTaIoroB
IIpakTuyeckoe 3ansitue Ne 7,8 OK 02, OK 08, TIK
IIpogheccuonanvro-opuenmuposanioe cooepicarnue 4 102.02., TIK 02.03, JIP
[locemenue apXuBa ¢ 1eJIbIo 03HaKoMIeHus ¢ cucteMoit HCA K JOKyMeHTaM apXuBa. 07, JIP 08.
CaMOCTOsITeIbHOE HAaIIMCAHNUE UCTOPUUYECKOI CrIpaBKy K ()OHAY (MHIMBUAYaJIbHbIC 3a/1aHHs).
Tema 3.5. Coneprxanue yaeOHOTO MaTepraa OK 1,0K 2, 0K 3,
IlyTeBoauTe/ M M KpaTKue Ilpogheccuonanvno-opuenmuposannoe cooepicanue OK 4, OK 5, OK 08,
CIIPABOYHUKH 13 | ApxuBHas 3BpHCTHKA-TIOHATHE, CTPYKTYpa. VICTOpHS NPUMEHEHNS. 2 IIK 02.01,I1K 02.02,
O630pbI 1OKYMEHTOB 1 Apyrue 14 | MyreBoaurenu. Bumpl, coctap Xapakrepucruka. O3HaKOMIEHHE CO cTpaHuIeii caiita AD PD 2 |0k 02.03, TIK 02.04 ,
ApXUBHBIE CIIPABOYHHUKHU «IIYTEBOJUTEIIN». JIP 4, JIP 6, JIP 7, JIP
Kpartkue cripaBOYHUKH. 8
0O030p apXMBHOTO TOKYMEHTA KaK THIT apXUBHOTO cripaBodHuKa. O630p apXuBHOTO (POH/A,
TeMaTU4eCcKuil 0030p.
Amnnotanys. ['pynmoBast 1 ”HIUBHIYaJIbHasi aHHOTALUS.
OCHOBHBIE CXEMBI IOCTPOCHUS JOKYMEHTOB B 0030pax: CTPYKTypHasi, OTpaciieBast, TeMaTHYecKasi,
XPOHOJIOTHYECKAst, HOMHUHAIbHAsI
[TonsiTHe 0 Ha3HAYEHUSIX ¥ BUAX yKa3aTelen
IIpakTuyeckoe 3anaTue Ne 9 2 OK 02, OK 08, TIK
Hpogeccuonanvno-opuenmuposannoe cooepiicanue 02.02., 1K 02.03, JIP
W3roToBiieHne ykazareniei 1o pa3jiMyHbIM THIIAM apXHUBHBIX MaTepUaIoB. 07, JIP 08.
Tema 3.6. Coep:xanue yueGHOro MaTepuaia
Omnucanue TOKYMEHTOB H e 15 | IIpogpeccuonanvno-opuenmuposannoe cooeprcanue 2 OK 02, OK 08, TIK

[TonsTHe 00 onmMcaHny JOKYMEHTOB U Jies1. TpeboBannsa. MeToandeckue yKa3aHus [0 ONHACAHHIO.
NudopmanunoHHble XapaKTepUCTHKN JOKYMEHTOB U JIEI.
3arosoBok. Bunpsl. CocTaBiieHre aHHOTAIIHN.

02.02., I1K 02.03, I1IK
02.05, JIP 07, JIP 08.




IIpakTnyeckoe 3ansatue Ne 10
Ilpogheccuonansro-opuenmuposannoe cooepicanue
1.0popmMuTh 00710XKKY s1ena.

2.0¢dopMuTH 3aroyIoBKH Jena (pocToi, 0000MEHHBIH , CI0KHBIN).

OK 02, OK 04, OK07,

OK 08, IIK 02.02., TIK

02.03, IIK 02.05, JIP
07, JIP 08.

Tema 3.7. Copnepixanue y4eOHOro MaTepuaia
Henoan3osanue apXHBHEIX 16 | Hpogpeccuonanvno-opuenmuposannoe cooeprcarnue
AOKYMEHTOB Hanpasienns, uenu 1 GopMBI HCTIONB30BAHHS apXHBHEIX JOKYMEHTOB OK 02, OK 04, OK07,
Hayuno-ma(opManmonHas qesiTeIbHOCTh apXHBOB. OK 08, IIK 02.02., TIK
[TyOnukannoHHas AEATEIEHOCTS. 02.03, IIK 02.05, JIP
HayuHo-mccnemoBarenbekast 1 METOIUIecKas paboTa B apXuBe. 07, JIP 08.
Paszgen 4.

HNndopmannonHoe Npaso
KaK COCTABJISIIOLIASI ADXUBHOT0
3aKOHO/ATEJIbCTBA

Tema 4.1. UndopmanonHo-
NMPaBoOBbIe HOPMBbI

Conep:xanue y4yeOHOro MmaTepuaJia

17

Ilpogpeccuonanvno-opuenmuposannoe cooepicanue

Cucrema MH(POPMALIMOHHOTO ITPaBa, IPUHLMUIEL. MTHPOpMaIOHHBIE TPABOOTHOIICHUS,
BO3HHUKAIOIIUE ITPH OCYLIECTBICHUU OMCKA, ITOIYYECHUS ¥ TOTPeOIeHIsI HH(POPMAIHIH.
Wudopmarms apXxuBHBIX POHIOB KaK 00BEKT HH(POPMALMOHHBIX IIPABOOTHOIICHH.
IIpaBoBO#i pexxuM TOKyMEHTHpOBaHHOU nHpopManuu. [IoHATHE 0053aTEIFHOIO FK3EMITISIpa

OK 02, OK 04, OK07,

OK 09, TIK 02.02., TIK

02.04, TIK 02.05, JIP
07, JIP 08.

Tema 4.2.
HNudopmaunonnas 6e30nacHoCcTb
KAaK 0CHOBA 1esITeJIbHOCTH
apXuBOB

Conep:xanue y4eOHOro MmaTepuaJia

18

Ilpogpeccuonanvno-opuenmuposannoe cooepircanue
IIpaBoBas 3ammTa JMYHOCTH, OOIIECTBA, TOCYIaPCTBA OT HEIOOPOKAYeCTBEHHON MH(DOPMAIIHH.

[TonsiTie o rocynapcTBeHHOi TaiiHe. [lepeyHu cBeieHnH, COCTaBISIIOIIMX IT'OCYJapCTBEHHYIO TaliHy.

PacnopﬂxceHHe CBCACHUAMMU, COCTABJIAIOIIIUMHA IroCy 1apCTBEHHYIO TaI>'IHy. KOHTpOJ'IB " HAaJA30p 3a
obecreueHreM 3allIMThI FocyﬂapCTBeHHOﬁ TaliHEI B YCIIOBUAX apanHoﬁ JCATCIBHOCTU.

OK 02, OK 04, OKO07,

OK 08, IIK 02.02., TIK

02.03, IIK 02.05, JIP
07, JIP 08.




IpakTuyeckne 3ausiTus Ne 11-12
Ilpogheccuonanvno-opuenmuposanmnoe cooepricanue
[Bompochl K ceMUHAPCKUM 3aHATHSIM
. Uadopmanmonnas 6€30nmacHOCTs M HH(POPMAIIMOHHOE 3aKOHOJATEIECTBO.
. [IpaBo cobcTBEeHHOCTH HAa MH(POPMAITUOHHBIE PECYPCHI.
. [IpaBoBble acniekTsl UHTEpHET.
. [Tpo6neMBI 31eKTPOHHOTO OITyOIMKOBaHHS MIPABOBBIX aKTOB M MIEpeIadr UX Ha TOCYIapCTBEHHOE XPaHCHHE.
. Taiina u npaBo. Bunel TaiiH.
. locynapctBeHHO€ perynupoBaHue paboThl C IEpPCOHATbHBIMU JTAHHBIMHU.
. Ilepeunu cBeneHMi, COCTABIIOIUX FOCYAAPCTBEHHYIO TallHy, U CBEJCHMSI, KOTOPbIE HE MOT'YT OTHOCHUTBHCS K|
rOCyAapCTBEHHOM TailHe.
8. [IpaBoBOii pexxuM KOMMepUecKoil TaltHbl. OXpaHa KOMMEPUYECKON TailHbI.

N O O KW=

OK 1, OK 2, OK 3,
OK 4, OK 5, OK 08,
TK 02.01,1K 02.02,

TIK 02.03, TTK 02.04

JIP 4, JIP 6, JIP 7,
JIP 8

Pa3gen 5 2
B3auMocBA3bL ApXHBHOTIO
3aKOHOJaTeJILCTBA C
HOPMATHBHBIMH AKTAMH
CMEKHBIX OTpac/iel
Tema 5.1. Conep:kanue y4ueGHOro MaTepuaia
B3aumoCBsisL, apXuBHOTO MPaBa |19 [ 17,0 dheccuonansho-opuenmuposantoe codepicanue 2 | OK1,0K2,0K3,
€0 CMEKHBIMH OTPACTSMH B3anmocBs3b apXHUBHOI'O 3aKOHOJATEIBCTBA C HOPMATHUBHBIMU aKTaMU CMEKHBIX OTpaciei, OK 4, OK 5, OK 08,
VYronoBHbIM U ['pasxkiaHnckuM Kogekcamu Poccuiickoit @epepanuy, npoueccyaibHbIM I1K 02.01,I1K 02.02,
3aKOHOATEJICTBOM. TIK 02.03, TIK 02.04 ,
3akoHo1aTeILCTBO PD 00 aBTOPCKOM MpaBe M CMEKHBIX MPaBax, O PYKOIMCHBIX OTAEIaX MYy3€eB, JIP 4, JIP 7, JIP 8
oubnmotek, apxuBoB Akagemuii Hayk PO.
Pa3znen 6 2
ApPXHBHOE 3aKOHO/IATEIbCTBO 32
pyoekoMm.
Tema 6.1. Conepixanue y4eGHOI0 MaTepHaja
ApXHBBbI 32 pybexom 20 | Hpogeccuonanvro-opuenmupoeanioe cooepiicanue 2 OK 2, 0K 3,

[IpaBoBoe perynupoBaHue apXUBHOTO Jielia 32 PyOekoM.
Opranuzanus 10cTyna K JOKyMEHTaIbHOMY HacJIeJUIO YEI0BEYECTBA 32 PYOEKOM.
ITpaBoBBIE acIIEKTH MEXTYHAPOIHOTO ITEPEMEIICHIUS apXUBHBIX TOKYMEHTOB.

OK 4, OK 5, OK 08,

I1K 02.01,I1K 02.02,

I1K 02.03, 1K 02.04,
JIP 4, JIP 6, JIP 7

Bcero

64




1.Munu-counnenue «Most poJOCIOBHASD).

Barucu»
5. [ToaroToBKa COOOIIEHNHT ITO TEMAM:

7. [ToarotoBka pedepaToB MO TEMaM:
[l «Bo3HUKHOBEHUE apXUBHOIO zena B PT».

«Hp06neMa BO3HHUKHOBCHHUA I[y6J'IeTHLIX a0

CamocrosTenbHas padora npu uzyyennn M/IK 02.01

2. CucteMaTHIECKOE BEICHHE TII0CCAPHSI [0 apXUBHOMY JIEITy
3. 3amomHeHne TabuIEl «VIcTOpHA pa3BUTHSA apXUBHOTO fena B Poccumy.
4. IlogroToBka KOHCIIEKTa MaTepuana «BnmsHue kmaccnpukanuy JOKyMEHTOB M JIeN B Mpefesax apXUBHOTO (DOHIA HAa COCTABICHHE apXHBHON

- «YHHUKaJIbHBIE apXUBBI MUpay, «[lepBblil coBeTcKuit apxuBy», «Pexnum paboTsl apxuBa r.byryismar
6. 3amonmHeHue TaOMMIBl «3apyOeKHOE M POCCHHCKOE apXHBHOE 3aKOHOJAATEIbCTBO: oOmiee W 0coOeHHOE» (CPaBHUTENBHBIH aHaJM3
BakoHogaTenbcTBa PO ¢ moboii ctpaHoil Mupa)

«Opraan3anys BEICTAaBOK JOKYMEHTOB B apXUBE»

«M3nanmns apxuBos PT - MeToandeckas 1 Hay4dHas JIUTEPATYPa»

«Karanoru u kaproreku B cucteme HCA apxusa»

«MecTo U poJib MyTEBOAUTENEN B CUCTEME HAYUHO-CIIpaBoyHOro anmnapara ApxusHoro ®ounga PO».

KYMCHTOB IIpU C1a4€ MATCPUAJIOB B apXHB»

«3ammuTa rocy JapCTBEHHOH TailHbI B apXUBHBIX yCIOBHAX)
[ «IIpobnema aBTOPCKOTO MpaBa B UHTEPHETE)
8. M3yueHune nurepaTypsl ¥ CETEBBIX NPOQUIBLHBIX PECYPCOB.
10.ITocne nocemenus apxuBa r.byryipMa - moAroToBka oT4yera Mo 3apaHee HaMEUEHHBIM BOIIPOCAM

10

Ilpogheccuonanvno-opuenmuposannoe cooepircanue
IApxuBHbIl Qo PP. CocraB ApxuBHoro gonna PO. [IpaBoBoii craTyc rocyaapcTBeHHOU U
HerocynapcTBeHHOH yactert ApxuBHoro Gonga P®. Opransl ynpaBieHUs apXUBHBIM JEJIOM M CHCTEMa
APXHUBOB.

MJIK 02.02 64
I'ocynapcrBenHsbie,
MYHHIIMTAJbHbIE APXUBBI H
apXuBbI OpraHu3anuii
Paspea I
TocyaapcTBeHHbIE APXUBBI
Tema 1.1 Copep:xanue yueOHOro MaTepuaJia
Beenenne 1 | Hpogpeccuonanvno-opuenmuposannoe codeprcanue 2 OK 1, 0K 2, OK 3,
[Ipenmer, 00BEKT, coepkaHue U 3a1a4u Kypca. OCHOBHBIC TIOHSTHSL. OK 08, TTK 02.01,ITK
02.02, TIK 02.03, JIP §
Tema 1.2 Conep:xanue yue0HOT0 MaTepuasa
Apxusubtii gonn Poccuiickoii 2 | Ipogheccuonanvro-opuenmuposannoe cooepricanue 2 OK'1,0K 2, OK 3,
(benepatun IApxuBHBIH pon Poccuiickoit ®enepanun: UCTOPHS M COBPEMEHHOCTb. OK 4, OK 5, OK 08,
3 2 T1K 02.01,ITK 02.02,

TIK 02.03, TIK 02.04 ,
JIP 4, JIP 7, JIP 8




4 | Ilpogheccuonanvrno-opuenmuposantoe cooepicanue 2 OK 1, 0K 2, OK 3,
[Tonoxxenne o denepanbHoOil apxuBHOI ciyx6e PD. ApxuBHble GpoHIbI, OTHOCSIIMECS K PenepanbHOM OK 4, OK 5, OK 08,
COOCTBEHHOCTH, COOCTBEHHOCTH KpaeB, obnacteil u pecryOnuk B coctase PO. K 02.01,I1K 02.02,
IIpakTuueckoe 3ausitue Nel. 2 1K 02.03, T1K 02.04,
Ilpogpeccuonanvno-opuenmuposannoe cooepicanue [1K 02.05, JIP 4, JIP 7,
3akoHOAaTeNbHAS ¥ HOPMATHBHO-NIPABOBasi 0a3a OTEUECTBEHHOTO apXMBHOTO [iefid HA COBPEMEHHOM JTare JIP 8
(COCTaBUTH MEpeYCHb JOKYMEHTOB B pabounX TETPajsx).
Tema 1.3. Coaep:xkanue y4eOHOro MaTepuajia
Opranuszanus padoTsl 1 5 | IlIpogpeccuonanvno-opuenmuposannoe cooepircanue 2 OK'1,0K2,0K3,
ynpaBJeHHe rocyAapcTBeHHbIM Opranuszanys padoThl M YIIPABIEHHUE TOCY1apCTBEHHBIM apXHBOM. OK 4, OK 5, OK 08,
ApXHBOM 6 | Ilpogheccuonanvrno-opuenmuposannoe cooepicanue 2 TIK 02.01,ITK 02.02,
Kitaccudukanust 1OKyMeHTOB apXuBHOTO (oHaa PO. [K 02.03, 1K 02.04,,
JIP 4, JIP 7, JIP 8
7 | Ilpogheccuonanvno-opuenmuposannoe cooepiicanue 2
Kiraccndukanms nadopManuy, conepxanieiics B JOKyMEHTaX.
IIpakTHuyeckoe 3ansaTHE Ne 2
Ilpogpeccuonanvno-opuenmuposannoe cooepicanue
OcHOBHBIE HOpPMAaTHUBHBIE AOOKYMCEHTBI IO OpraHu3anu JACATCIIBHOCTH apxuBa: YCTaB, IOJIOKCHHE O
CTPYKTYPHBIX HOJPA3eNeHISIX apXHBa, JODKHOCTHBIE HHCTPYKIIMH paOOTHUKOB apXHuBa (OCHOBHBIEC pa3ieiibl
ITOKYMEHTOB).
Tema 1.4. Coaep:xkanue yueOHOro MaTepuaja 6
DenepabHOE apXMBHOE 8 | Ilpogpeccuonanvro-opuenmuposantoe cooeprcanue 2
arenrctBo (Pocapxus) — DenepanpHOe apxuBHOE areHTCTBO (PocapxuB) — enepanbHbIi OpraH rocy1apcTBEHHOTO YIIPAaBICHUS
(denepanbHblii opran apXUBHBIM Jie10M B Poccuiickoil @enepanuu. OK 1. OK 2. OK 3
TroCyAapCTBEHHOrO yNpaBJIeHus IpakTuyeckue 3ansaTus Ne 3 OK 4:01( 5:OK 082
apXUBHBIM Jej10M B PO Ilpogheccuonansno-opuenmuposannoe codepicanue 2 TIK 02.01,TTK 02.02,
OcHoBHbIe 331241 ¥ QyHKINH PeepaabHOT0 apXUBHOTO areHTCTBA TTK 02.03, TIK 02.04 ,
IpakTuyeckue 3anaTus Ne 4 2 JIP 4, JIP 7, JIP 8
Ilpogheccuonanvno-opuenmuposannoe cooepircanue
Cetb (henepanbpHBIX TOCYAAPCTBEHHBIX apXHBOB Poccuu, HX MecTo U pouib B cucteme Pocapxusa
Tema 1.5. Copep:xaHue y4e0HOro MaTepuaa
Opranusanus 10KyMeHTOB 9 | Hpogpeccuonanvno-opuenmuposannoe cooepiicanue OK'1,0K2,0K3,
ApxugHoro ¢pouna P® Opranuzanus JoOKyMeHTOB ApxuBHoro GoHna Poccuiickoit @enepanun. [Ipu3Haku opraHusanum OK 4, OK 5, OK 08,
JOKYMeHTOB. POHIUPOBaHUE apXUBHBIX JIOKYMEHTOB. 1K 02.01,ITK 02.02,
10 | Hpogeccuonanvno-opuenmuposannoe cooeprcanue 2

OOGecrieueHue COXpPaHHOCTU JOKYMCEHTOB apXuBa. Vuer JAOKYMCHTOB B apXUBC. KommrekroBanue

aApXnBa U SDKCIIEPTHU3a HEHHOCTHU TOKYMCHTOB.

TIK 02.03, TIK 02.04 ,
JIP 4, JIP 7, JIP 8




[MpakTuyeckoe 3ausaTHe NeS.
Ilpogheccuonanvno-opuenmuposannoe cooepricanue

HopMaTHBHBIE yCTIOBHS XPaHEHUS apXUBHBIX TOKYMEHTOB.

TpeOoBaHMsI, IPEABABIACMEIC K 3MaHUAM U IIOMEIIICHASIM apXHBa.
Pexxum xpaHeHust TOKYMEHTOB: MPOTHUBOIOKAPHBIHN, OXpaHHBIM, CBETOBOM, TEMIIEPATyPHO-BIAXKHOCTHBIMH,
CaHUTaPHO-TUTUCHUYECKIH

OK 1, 0K 2, OK 3,
OK 5, OK 08,
[1K 02.02, I1K 02.03,
I1K 02.04 , JIP 4, JIP 8

Tema 1.6. Copep:xaHue y4eGHOro MaTepuaia
Hayuno-cnpapounstii amnapar | 11 | ITpogheccuonansno-opuenmuposannoe cooepicanue
apxuBa [NonsaTHe, CTPYKTYypa, XapaKTEPUCTUKA CUCTEMBI HAy4YHO-CIPABOYHOIO almapara K JOKyMeHTaM OK 1, 0K 2, OK 3,
apxuBa. OK 4, OK 5, OK 08,
IIpaxTnyeckue 3ansaTus Ne 6 1K 02.01,11K 02.02,
Ilpogpeccuonanvno-opuenmuposannoe cooepicanue IIK 02.03, IIK 02.04 ,
JIpuHIUIBI OCTPOEHUST HAYYHO-CIIPABOYHOIO arnmapara K JOKyMEHTaM apXuBa. TIK 02.05, JIP 4, JIP 7,
OO0s3aTenbHBIC apXMBHBIC CIPABOYHHMKH: OIUCh, KAaTaJlor; IONOJHHUTEIbHbIC apXUBHBIC CIPABOYHUKH: JIP 8
yKa3aTenu, 0030pEL
Tema 1.7. Conep:xanue yueOHOro MaTepuasa

Hcnonb3oBaHne 10KYMEHTOB

ApxuBHOro honIa 12 | Ipogpeccuonanvro-opuenmuposanmoe cooepricanue 2 OK 1,0K 2, OK 3,
Poceuiickoii Genepanun [IpaBoBBIE OCHOBBI IOCTyNIa K ApXMBHBIM JOKYMEHTaM. Vcnoiab30BaHNE apXUBHBIX JOKYMEHTOB. OK 4, OK 5, OK 08,
OK 09, IIK 02.01,IIK
[MpakTuyeckoe 3ausTHE Ne7. 2
02.02, I1K 02.03, TIK
Hpot[)eccuonaﬂbuo-opueumupoealmoe cooepafcanue 02.04 . TIK 02.05. JIP
[MpaBmiia mocTyma K apXWBHBIM JOKYMEHTaM B COOTBETCTBHM C COBPEMEHHBIM 3aKOHOIATEIBLCTBOM 00 e T
ApPXMBHOM JIele. 4,JIP7,JIP 8
[TpUHIMIBI U HAOPABJICHHS JIOCTYIIA K QDXMBHBIM JIOKYMEHTAaM.
Tema 1.8 Conep:xanue yue0HOro MaTepuasa
Ucropus cospanus u 13 |McTopus co3naHus ¥ JOKYMEHTAJIbHbIE ()OH/IbI HEKOTOPBIX TOCYIaPCTBEHHBIX apXHBOB. 2 OK 1,0K2,0K 3,
AOKYMeHTaJbHbIe (POHIBI
HEKOTOPBIX IOCYIAPCTBEHHbIX 14 |Poccuiickuii TOCY IapCTBEHHBIN apxuB ApeBHUX akToB (PTAJIA). 2 OK 4, OK'5, OK 08,
apXUBOB CocynapctBenHsli apxuB Poccuiickoii @eneparu (I'A POD). OK 09, I1K 02.01,IIK
[MpakTuyeckoe 3aHsaTHE Ne§. 2 02.02, TIK 02.03, TIK
Ilpogheccuonanvno-opuenmuposannoe cooepircanue 02.04 , TIK 02.05, JIP
Hoxymenrtansusie ¢poaas! I BY «l'ocymapcTBennsii apxus PT. 4,JIP 7, JIP 8
Paznea Il 22

BenoMcTBeHHBIE APXUBBI
(apxuBBI Opranu3amnuii).
IIpaBuiia paéoTsl apxnuBoB
opranu3aumii

Tema 2.1.

Conep:xkanue yueOHOro MaTepuasa




O01mMe MoJI0KeHUS

15 [[lonsTHe apXuBa OpraHu3aluK. BuIbsl apXUBOB.
(OCHOBHBIE 3a/1au¥l U (QYHKIIMU apXUBa, PaBa, OTBETCTBEHHOCTb.

IIpakTuyeckoe 3ansaTHEe Ne9.

Ilpogpeccuonanvno-opuenmuposannoe cooepicanue
[Tomo>xeHre 00 apxuBe: OCHOBHBIE Pa3eNbl JOKYMEHTa (Ha OCHOBE IPUMEpPHOT0 NojokeHus). [Ipodmms
ApXMBa, COCTAB XPAHSIIUXCS JOKYMEHTOB.

OK 1,0K 4, OK 5,
OK 09, TIK 02.01,TTK
02.02, TTK 02.03, TIK
02.04 , TIK 02.05, JIP
4,7IP 7, JIP 8

Tema 2.2.

JKcnepTH3a HEeHHOCTH J0KYMEHTOB

Coaep:xanue y4eOHOro MaTepuasa

16 |[HopmaTnBHO-METOANYECKHE OCHOBBI 3KCIIEPTH3bI IECHHOCTH JOKYMEHTOB.
OpraHu3anys MpoBeICHNUS SKCIEPTU3bI IEHHOCTH JTOKYMEHTOB.
[Mopsimok MpOBEAEHHS SKCIICPTH3HI IEHHOCTH JOKYMEHTOB, 0(DOPMIICHHE PE3YJIbTATOB SKCIICPTH3HI.

IpakTuyeckoe 3ansaTue Nel0,11.

Ilpogheccuonansno-opuenmupoeannoe cooepircanue
[Momoxxerne 06 DIIK [JenapramenTa mo nenam apxuBoB PecryOnuku Tatapcrad. AHami3 OCHOBHBIX
HarpaBICHUH AEATEIHHOCTH.

OK 1,0K 2, OK 3,
OK 4, OK 5, OK 08,
OK 09, IIK 02.01,IIK
02.02, I1K 02.03, TIK
02.04 , IIK 02.05, JIP
4,JIP 7, JIP 8

Tema 2.3. Conep:xkanue yueOHOro MaTepuasa
17 KommnexkroBanue apxua. ICTOYHHKN KOMIUIEKTOBAHUS apXUBa OK 01, OKO02, OKO05,
18  (CocTaB 1OKYMEHTOB, HOJJIEKAIHUX Nepeaade B apxus. Homenxnarypa aen. Iopanok ¢opmMupoBanus OKO09, IIK 02.02., OK
nen B opraau3anuu. TpeboBaHuUs K 0(OPMIICHHIO Jell, IPHHUMAEeMbIX B apXHB. 02.05., JIP6
CocrasieHnue u opopmiieHue onucei ne.
I[MpakTuyeckOoe 3aHsiTHEe Nel2. OK 03, OK 04, OKO09,
Ilpogpeccuonanvno-opuenmuposannoe cooepicanue K 02.01, ITK 02.02.,
CBOJIHAS OTIKCH JIeTT OPTaHMU3AIMH U TPEOOBAHMSI K €€ COCTABIIEHUIO (Ha MPUMepe OJTHOM U3 I1K 02.05, JIP 07
opraHu3aiyii r. byrymsma).
Conep:xkanue yueOHOro MaTepuaja
Tema 2.4. 19. Cuctema Mep obecriedeHusl COXpaHHOCTH JOKYMEHTOB. OK 1,0K4,0KS5,

O0ecneyeHue COXpAaHHOCTH

Tpe6OBaHI/I$I K 3JaHHUAM U IOMCIICHUSAM apXHBa. PexuMer XpaHCHUA JOKYMCHTOB. PaSMeH.[eHI/Ie
POKYMCHTOB B XpaHUWJINIIC. HOpSII[OK BbIJa4M ACJI U3 XpaHUJINIII. Ocobo [ICHHBIC 1 YHUKAJIbHBIC

IMpaxTHyeckoe 3ansaTHE Nel3.
IIpogeccuonanvno-opuenmuposannoe cooeprcanue
CBOHHaH OIIMCh ACJ OpraHu3aliuy 1 TDCﬁOBaHI/IH K €€ COCTaBJICHUIO (Ha OpUMEPE OHHOﬁ u3 ODI‘aHI/ISaIH/Iﬁ

OK 09, TIK 02.01,TTK

02.02, TTK 02.03, TIK

02.04 , TIK 02.05, JIP
4,JIP7,JIP 8




Tema 2.5. Conep:xaHue yue0HOT0 MaTepuasa

20 JlokyMeHTaJIbHBII U apXUBHBIN (HOHI OpraHM3aINH.

OpraHu3anusi J0KyMEHTOB B apXHBe
Opranm3anys JOKyMEHTOB B IIpeeiax apXUBHOTO (DOHIA.

OKO1, OK02,
OKOS5, TIK 02.02.,
I1K 02.04, JIP7

Bcero
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CamocrosTeabHas padoTa npu usyyennn MK 02.02

(O3HaKOMHUTBCS ¢ JOKYMEHTaMHU, PeriIaMeHTUPYIOIUMH apXUBHYIO JiesTelbHOCTh B Poccuiickoit deneparyu:

1. lexpetsl, npunsaTie COBETOM HapOAHBIX KOMHccapoB: «O peopraHu3allvu U IeHTpaau3anuu apxuBHoro aena» (01.06.1918 r.); «O xpaHeHuu u
[YHHYTOXXEHUH apXUBHBIX Aem» (22.04.1919 r.); «O rybepHckux apxuBHbIX poHmax» (30.01.1919 r.).

2. ITocranosnenue IIpaButensctBa Poccuiickoit denepannu ot 17.06.2004 «O DenepaibHOM apXUBHOM areHTCTBE», MOATOTOBUTH TEKCT JOKYMEHTA
IS TIOCTOSTHHOM PaboTBHI.

3. PermameHT rocymapCTBEHHOTO pPEECTpa YHHKAIBHBIX JOKYMEHTOB (TIOPSZOK BBISBICHHS, ydeTa W COXPAHHOCTH YHHKAIBHBIX JIOKyMEHTOB
IApxuBHOTO (oHIa Poccuiickoit Deneparim).

4. @enepanbablii 3akoH Ne 125-@3 ot 22.10.2004 1. «O6 apxuBHOM nene B Poccuiickoit @eneparmm.

5. OcHOBHBIE IpaBUIa PadOTH APXUBOB OPTaHU3ALNH.

[ToAroTOBUTH M OOCYANUTH HA 3aHATHAX:

1. IIpMepHYy 0 TOKHOCTHYIO HHCTPYKIMIO pabOTHHKA apXHBa, 3aKPEIUISIONIYIO ero 00sS3aHHOCTH, IPaBa, OTBETCTBEHHOCTb.

2. [TucemenHyo nHpopmanmio 1o teme: «['ocynapcTBeHHbIi apxuB PT: HCTOpHS U COBPEMEHHOCTBY.

3. I[TuceMenHy0 HHGOpPMAIHIO 10 TeMe: «I'ocyaapCcTBEHHBIN apXUB JOKYMEHTOB IO TMYHOMY cocTaBy PT: HCTOPHS U COBPEMEHHOCTB.

4. [Tucemennyto nHGopMaIuio mo teme «JlenaprameHT mo aenam apxuBoB PT: uctopust u COBpEMEHHOCTDY.

5. TTonoskenue 00 apxuBe OHOW U3 OpraHu3anuil r.byryasma (1o BEIOOPY CTY/CHTA), HAPABJICHHE ICSITCIBHOCTH, COCTAB XPAHSIIIUXCS TOKYMEHTOB.
6. [Tonoxernne 06 K «'ocymapctBenHbIit apxuB PT». OcHOBHBIC HATIPaBICHUS ESTCIBHOCTH.

10

MJIK 02.03
MeTtoauka M NPpaKTHKA
apXHBOBeIEHUS

54

BBenenne 1. | OOBeKT u mpeMeT TEOPUU U METOJJUKH apXUBOBE/ICHHS.

OK 01, OK02,
OKO05, TIK 02.05

Pazgen |
Hay4Hble 0cHOBBI poccHiickoro
APXUBOBECICHUSA

Tema 1.1. HayuyHble 0CHOBBI Conep:xanue y4yeOHOro MmaTepuajia

POCCHIACKOr0 apXUBOBEICHHUA 2. [onsTHe 00 apXWBOBEICHUY KaK KOMIUICKCHOI HAYIHOU AUCIUILTUHE. [[pUHIMITEI 1 HAyYHBIC
METO/Ibl ApXUBOBEICHUS.

OK 02, OK 04,
T1K02.01, JIPG




Pazgen |1

10
XpaHeHHe U y4eT apXHBHBIX
JOKYMEHTOB
Tema 2.1. Conep:xanue y4ueGHOro MmaTepuaJia OK 1,0K 2, OK 3,
Opranu3zanus XxpaHeHust 3. | Opranmzaiys TOKYMEHTOB B IIpeieliaX apXuBHOTo Gouaa Poccuiickoit @eneparun (epBbii 2 OK 4, OK 5, OK
AOKYMEHTOB ApXI/IBHOFO (i)Ol-[lla VDOBCHB). 09. TIK 02.02. TIK
Poccuiickoii ®eepanun u Apyrux 4. | Opranusaiys JOKyYMEHTOB B Ipe/eiiaX apXHBOB (BTOPOH yPOBCHB). 02’ 03. TIK 02’0 4
aAPXHBHBIX TOKYMEHTOB Opranuzanus J0KyMEHTOB B IIpeenax apXuBHOTo Gpouaa (Tpetuit 2 U N
unopens) JIP 4,JIP 7, JIP 8
Tema 2.2 Conepixanue y4eOHOro MaTepuania OK 1, 0K 2, OK 3,
Opranusanust yuera 10KyMeHTOB 5 | [onsarue 00 y4yere mokymeHTOB ApxuBHOTO poHIa Poccuiickoit enepannn. 2 OK 4, OK 5, OK
ApxuBHoro ¢onaa Poccuiickoii CucreMa y4eTHbIX 08, OK 09, [TIK
@enepauuu v Ipyrux apXuBHbIX 6 | BeneHue y4eTHBIX JOKYMEHTOR. 2 02.01,I1K 02.02,
JOKYMEHTOB IIK 02.03, TIK
[MpakTuyeckoe 3ansaTue Nel. 2 ’
7 i 02.04 , IIK 02.05,
Ipogheccuonanvno-opuenmuposannoe cooepricanue
[Tocemenne ApXUBHOTO OT/IEa UCIIOJHUTENIBHOTO KOMUTETa ByryTbMUHCKOTO MyHUITUTIAIEHOTO paioHa) JIP 4, JIP 7, JIP 8
PT c nenbto 03HaKOMIJICHHUS C TIOPSJIKOM BEJICHUS yUeTa apXUBHBIX JJOKYMEHTOB.
Paspen Il1. 10
KomniekToBanue apxuBoB
ApPXUBHBIMH JOKYMEHTAMH
Tema 3.3 Conep:xanue y4ueGHOro MmaTepuajia OK 1, OK 2, OK 3,
Opranunzanusi KOMIJIEKTOBAHUS 7 |KoMIulekToBaHME apXHUBOB TOKyMeHTaMu ApxuBHOTO (oHaa Poccuiickoii Denepanuu u APyruMu 2 OK 4, OK 5, OK
apXHBOB JOKYMEHTAMH apXHBHOI0 apXUBHBIMU JOKyMeHTamu. [loHsATHE 0 KOMIUIEKTOBaHWU. OnpeieNieHue HCTOYHUKOB 08, OK 09, IIK
donna Poccniickoii @enepannu u KOMILIEKTOBaHUS. OpraHu3anys KOMILIEKTOBAHUSL. 02.01,IIK 02.02,
ApYTHMH ApXHBHLIMM TOKYMEHTAMH g DKCHepTH3a IEHHOCTH JJOKYMEHTOB. [loHsTHE 00 3KCTIepTHU3€e IEHHOCTH TIOKYMEHTOB. 3a/1auu 1K 02.03, TTK
9KCIIEPTU3BI IICHHOCTH JJOKYMEHTOB. KpuTepun sKcrepTH3bl IEHHOCTH IOKYMEHTOB. DKCIepTH3a 2 02.04, TIK 02.05,
IIEHHOCTH JIOKYMEHTOB 10 MEPEYHSIM. JIP 4, JIP 7, JIP 8
9 |Or60p Ha XpaHeHHE YHHUKAIBHBIX U 0CO00 IIEHHBIX JOKYMEHTOB. OpraHu3amnus
MPOBEICHUS SKCTIEPTU3BI IIEHHOCTH IOKYMEHTOB. 2
MpakTrueckoe 3ansTue Ne2. 2
Ilpogheccuonanvrno-opuenmuposannoe cooepryicanue
ITocemenne ApXUBHOTO OT/€Ia UCIIOJIHUTEILHOTO KOMUTETa ByTy IbMUHCKOTO MYHHUIIMTIIATHHOTO paiioHa
IPT ¢ 1miesibro 03HAKOMIICHHSI ¢ pabOTOMN OT/AeNIa BEIOMCTBEHHBIX apXHBOB C HCTOYHUKAMHU
KOMILICKTOBAHHSI.
MpakTnyeckoe 3aHsaTHE No3. 2

Ilpogpeccuonanvno-opuenmuposannoe cooepircanue
HOCGIIICHI/IG ApXI/IBHOI‘O oTAc)Ia UCIIOJTHUTECIIBbHOI'O KOMUTETA ByFyHBMI/IHCKOFO MYHULIMITIAJIBHOT'O paﬁOHa
PT ¢ nenbro 03HaKOMIICHHS C 30HOH KOMIUIEKTOBAHUS apXUBa U pabOTOM M0 KOMITJIEKTOBAHUIO.




Pasgen IV.
CnpaBoYHO-MIOMCKOBBIE CPEACTBA K
aApXHBHBIM JOKYMEHTaM (HAYYHO-
CIPaBOYHBII anmapar).
JlocTyn K apXHBHBIM TOKYMEHTAM U
AX MCHO0JIb30BAHME

26

Tema 4.1,

Copnep:xanue y4eGHOro MaTepHaia

CrnpaBoYHO-NIOMCKOBBIE CPEICTBA 10 | IlonATHe 0 cucTEME CIPaBOYHO-TTOMCKOBBIX CPEJICTB K apXUBHBIM JIOKYMEHTAM. 2 OK 1, OK 2, OK 3,
K APXHBHBIM JOKYMEHTaM JuddepeHunpoBaHHbIN OIX0/ K CO3/IAHHIO CHIPABOYHO-TIOMCKOBBIX CPE/ICTB. OK 4, OK 5, OK
(Hay4HO-CcTIpaBOYHBII anmapar) 11 | Houatus 06 onMcaHUH TOKYMEHTOB U €. 2 08, OK 09, IIK
Onucu fien, JOKYMEHTOB. 02.01,I1K 02.02,
12 | Mertoauka cOCTaBIIEHUS OIMCEN M UTOTOBBIX 3amucell. MeTonuKa COCTaBIECHUS CIIPaBOYHOT'O 2 TIK 02.03, IIK
arrapara K OIHCH. 02.04 , TIK
13 | Cucrema xatamoros B apxuse. [lyreBogurenn 2 02.05, JIP 4, JIP
7,JIP 8
14 |TononuutenbHble cipaBouHO-moucKoBbIe cucTeMbl (CAC). OG30pbI TOKYMEHTOB. 2
Ykaszarenu. TemaTudyeckue nepeyHr JOKyMEHTOB U 0a3bl JaHHBIX.
IpakTuyeckOe 3ansiTHe Ned.
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 2
Iocemenne ApXUBHOTO OTAEa UCTIOTHUTEFHOTO KOMHTETa ByTyIIEBMHHCKOTO MYHHUIIMIIATEHOTO paiioHa
PT, cuctema karaioros, pabora ¢ myteBogutelsiMu (MMOUCK TOKYMEHTHO# HHBOPMAIHH).
Tema 4.2. Conep:xkanue y4eOHOro MmaTepuajia OK 1, 0K 2, OK 3,
Hcnosib30BaHNe apXMBHBIX 15| INowsATHA 00 HCIIOTB30BaHIH APXUBHEIX TOKYMEHTOB. L{enn ncmoip30BaHus apXUBHBIX JOKYMEHTOB 2 OK 4, OK 5, OK
JIOKyMEHTOB 16| ®opMBI UCTIONTF30BAHIS APXUBHBIX JOKYMEHTOB. YUET U aHAJU3 HCIIOJIB30BAHUS APXUBHBIX 08, OK 09, TIK
ITOKYMEHTOB 2 02.01,IIK 02.02,
I1K 02.03, TIK
17| JocTym K apXUBHBIM JOKyMEHTaM. 2 02.04 , TIK 02.05,
18 OCHOBEI anXMBHOMN IBDUCTUKH. [1IaTHEIE VCIIVIH B ADXHUBAX 2 P 4, JIP 7, JIP 8
IpakTHuyeckoe 3ansTHe NeS.
Ilpogpeccuonanvno-opuenmuposannoe cooepircanue 2
[Mocemenne My3es ¢ IETbI0 03HAKOMIICHHS ¢ Pa0OTOM 110 MCIIOIB30BAHNIO APXUBHBIX JOKYMEHTOB
IMpakTu4eckoe 3ansaTHE N6, 2
Ilpogheccuonanvhno-opuenmuposannoe cooepryicanue
CocTraBieHre HHPOPMALIUHK O TUIATHBIX yCITyrax, NIPeA0CTaBIseMbIX IrpaxaaHaM (0 MaTepHaniam,
[pa3MeEIIeHHBIM Ha CaliTax roCyIapCTBEHHBIX ADXUBOB).
IMpakTu4eckoe 3auaTHe Ne7. 2

Ilpogpeccuonanvno-opuenmuposannoe cooepircanue
HOCGHIGHI/IG ApXI/IBHOFO oTAc)Ia UCIIOJITHUTECIIBbHOI'O KOMUTETA ByFyHBMI/IHCKOI‘O MYHUIHUAJIBHOT'O paﬁOHa




IPT ¢ 1eapr0 03HaKOMJICHHS C pa60Toﬁ IO UCTTOJIHEHUTIO COMAJIbHO-TIPABOBLIX 3alIPpOCOB I'PaKaaH.

Pazpen V. 4
MapkeTHHT apXHBHBIX
JIOKYMEHTOB M apXUBHOIi
HHpopMALUH
Tema 5.1. Conep:xkanue y4e0HOro MmaTepuaJia OK 1,0K 2, OK 3,
MapkeTHHT apXHBHBIX 19 | IonsTHE O MapKETHHTE apXHBHBIX JOKYMEHTOB H apXHBHOH nHbopManuu. Comep>kaHue apXUBHOTO OK 4, OK 5, OK
JOKYMEHTOB M apXHUBHOI1 MapkeTrnHra. CTOMMOCTHAsI OLIEHKa apXUBHBIX JOKyMeHTOB B CCCP 2 08, OK 09, TIK
nHopManuu 02.01,IIK 02.02,
20 | CronMocTHasl OIICHKa apXHBHBIX JOKYMEHTOB M apXUBHOU nHpopManuu B Poccutickoit denepanuun 2 K 02.03, I[IK
(1900-2000 r.r.). [Togaenka» Kak 0OBEKT KYIUIH-MPOAAKA 02.04 , TIK 02.05,
UIP 4, JIP 7, JIP 8
Bceero: 54
CamocrosTeabHas padoTa npu u3yyennn MK 02.03
1.CocTaBuTh TaONUIYy JTOKYMEHTOB, periaMeHTHPYIOIIMMH apXUBHYIO AeATelbHOCT B Poccuiickoit @enepanuu. 2
MJIK 02.04 60
O0ecneyeHue COXPAHHOCTH
JAOKYMEHTOB
BBenenne 2
Copaep:xxanue yaeOHOro MaTepuajia 2 OK 02, I1IK 02.01
1. | Lenu u 3apaun qucuuiuivHel. [IpobieMa «BevHOTo XpaHeHUs» JOKyMeHToB. HopMaTHBHO- 11K 02.04, JIP7
mpaBoBas 1 MeToamdeckas 06aza o aucrumuinae. [OCTo
Pemenne 3amaun obecriedeHnsI COXPaHHOCTH JIOKYMEHTOB B YCIIOBHUSX apXHBa
Paszgen 1 4
JlokyMeHT Kak MaTepHaJIbHbIi
00beKT
Tema 1.1. JlIokymeHT H ero Conepsxanue yue0HOro MaTepuana 2 OK 1, OK 2, OK 3,
cBoiicTea. Buosoe 2. | JIokyMeHT KaKk MaTepHalbHbIi 006eKT. B3auMoieicTBrue HOCHTENS HHPOPMALIUY 1 OK 4, OK 5, OK
pasHoobpasue MH(OpPMaMOHHBIX 3HAKOB, X BIMSHHUE HAa COXPAHHOCTh 08, OK 09, IIK
JIOKYMEHTOB nokymeHTanuu OCHOBHBIE (DAKTOPHI, BIHUSIONINE HA CTApEHUE OyMard. 02.01,11K 02.02,
VYracanue Tekcra bymaxHbIil 1oKkyMeHT. MallIMHONMCHBIHM JOKYMEHT. [IK 02.03, TIK
®otorpadus. MarauTHas 3aruch. MarHUTHBIE XPaHUTEH 02.04 , IIK 02.05,
nHpOpPMAIHH. JIP 4, JIP 7, JIP 8
Tema 1.2. Jlesitrenbrocts HIL 1 Copep:kanue y4e6HOr0 MaTepHaia 2




APYTHX
opraHu3ainuii nmo papadorke
npo0JieMbl COXPAHHOCTH

Hesarensnocte BHUUJIAJL, HayuHo-uccnea0oBaTeNnbCKOTO 1IEHTPA KOHCEPBAIIUU U
pecraBpanuu nokymentoB (HULIKWPJ]) B Poccuiickoli rocymapCTBEHHON OHMOIHOTEKE II0
pa3paboTke mMpoOIEeMBbI CTapeHHs JIOKYMCHTOB, CO3JAHUS JOJTOBCYHBIX BHJOB OyMard,

AOKYMEHTOB .
TEXHOJIOTHIT KOHCEPBAaIHH.
JuddepennmmpoBanHplii  mOAX0N K  OOECHEYEHHIO  COXPAaHHOCTH
Paznen 2 18
Co3znanue ycJIOBHii AJIs1 XpaHEHUS
JAOKYMEHTOB
Tema 2.1. Conepsxanue y4e0HOro MaTepuaia
PeskuMbI XpaHeHHs JOKYMEHTOB B | 4 | XpaneHHe JOKyMEHTOB B yCIIOBHSX APXHBa
apxuBe H ero 0opy10Banue TpeboBaHus K MOMEIICHUIO apXuBa. [[OHITHE OXPAHHOTO PEIKHMA.
DIeKTpO- U MPOTHBOINOKApPHOE 000pyIOBaHHE. 2 OK 1, OK 2, OK 3,
OGopynoBaHUe apXuBa OK 4, OK 5, 0Y
5. | TeMmepaTypHO-BIa)KHOCTHBIN pexXM. ApXUBHas KiaumaTtojorus. [lapamerpsl. [IpuGopsr. 2 06, OK 07, OK
CaHHTapHO-THTUCHUICCKUH pekUM. bopb0a ¢ OMOJIOrHIeCKUMH BPEIUTEIISIMH. 08, OK 09, TIK
CBeToBOI1 pesxumM 02.01, IIK 02.02,
CoBpeMeHHEIEC TIPUOOPHI [IK 02.03, IIK
IIpakTnyeckoe 3anssTHe Nel. 2 ?.[21)(2‘4 3_[11;[1; OJ?H? g’
Ilpogpeccuonanvno-opuenmuposannoe cooepircanue ’ ’
M3y4uTh pesxuMbl paboThl apxuBa. [IpoTiBomnoxkapHas 3amura apxusa. CoBpeMeHHbBIE METO/IBL.
IMpakTH4yeckOe 3ansiTHE 2
Ilpogpeccuonanvno-opuenmuposannoe cooepircanue 2
B apxuBe W3y4uTh CBETOBOIl PEXUM, TEMIEPaTypHBIH PEXUM, CaHHUTAPHO-TMTHEHHYecKuid. COCTaBHTH)
Ta0JIMIly TapaMeTpoB.
Tema 2.2 Coaep:xkanue y4eOHOro Mmarepuajia
IloBpexaenne JOKyMEHTOB H 6. | MexaHn4ecKue NOBPEKACHUS JOKYMEHTOB, HX PUIUHEI. 2 OK1,0K2,0K 3,
MeETOAbl MX COXPAHCHHUS XHUMHUUYECKHUE IOBPEKACHUS TOKYMEHTOB, UX IPUYHUHBI. OK 4, OK 5, OK
Buonornueckue moBpexAeHUS TOKYMEHTOB, UX IPUIHHBI. 06, OK 07, OK 08,
[TapameTpsl yueTa NOBPEXICHHBIX JOKYMEHTOB. OK 09, IIK 02.01,
= . 1K 02.02, ITK
7. | OcobenHocTH NPOMUIAKTUKY TOBPEKACHUN JOKYMEHTOB. METObI COXpaHEHHs: 1e31H PEeKIusl. 02.03. TIK 02.04
Je3uncexuus. 2 TIK 02.05, JIP 4,
IMpakTuyeckOe 3aHsiTHe Ne3. 2 JIP 7, JIP 8

Ilpogpeccuonanvno-opuenmuposannoe cooepircanue
MexaHUUECKHE TMOBPECKACHUA KaK OJTHA U3 IPUYWH pa3spyHICHUA JOKYMCHTOB.
,HCCprKL[I/ISI MaTepUAJIBbHOT'O HOCUTEJIA IO BO3,Z[€ﬁCTBHeM XUMHNYECKUX HOBpe)KI[eHHﬁ.




IMpakTHyeckOe 3anaTue Ned. 2
Ilpogheccuonanvrno-opuenmuposannoe cooepricanue
CocTaBiieHHE PECTaBPallMOHHOTO 3aaHus Ha OBPEXICHHBIN TIOKYMEHT (MHIUBHyaJIbHBIC 3a1aHHS).
Tema 2.3 Conepixanue y4yeOHOro MaTepuania OK 2, OK 3, OK 4,
OcHOBLI KOHCEPBALMH 1 8. | OCHOBBI KOHCEPBaLMH JJOKYMEHTOB: PEXXUM XPaHEHHSI, CTA0MIM3aLUsI U PECTaBpaLUsL. OK 5, 0K 07, OK
pecTaBpannu 10KyMeHTOB CraOuim3anus TOKYMEHTOB Ha TPAJUIIMOHHBIX H TEXHOTPOHHBIX HOCUTEJISX MO0 OTHOIICHHIO K 2 08, OK 09, TIK
Ppa3jIMIHbBIM BUIaM Q)aKTOpOB. 0203’ 1K 02.04 ,
VYcnoBusi XUMHYECKOH CTaOMIIN3aIMY TEKCTA. [IK 02.05. JIP 4
[onsiTre 0 pecTaBpanny 1 KOHCEPBAIMU apXUBHBIX IOKYMEHTOB. TeXHOIOTHH. P 7 JiP 2 ’
Hogeiinie pa3paboTku B 00J1aCTH KOHCEPBUPOBAHMUS M PECTABPALIUH TOKYMEHTOB. ’
Tema 3.1. IlocTynienne Conepixanue yueGHOro MaTepuaia 10
HOKyMeHTOaszi‘l:paHeH"e B 9. | IIpobnema obecneueHnst COXPAaHHOCTH IOKYMEHTOB MPU MX MOMEIICHUH B apXUB OK 1,0K 2, OK 3,
TpeboBaHus K TOKyMEHTaM, HOCTYIAIOIINM Ha XpaHEHHE. OK 4, OK 5, 0Y
Omnpenenenne 0coOeHHOCTEN HU3NUECKOTO M TEXHUYECKOTO COCTOSIHHS IOKYMEHTOB IIPU IIpHEMe Ha 06, OK 07, OK 08,
XpaHeHHe. OK 09, IIK 02.01,
IIpoBepka HaIU4MsA U COXPAHHOCTH Aei. JloKyMeHTauus. IIK 02.02, [IK
IpakTHuecKkOe 3aHATHE No5. 2 02.03, TIK 02.04 ,
IIpogheccuonanvro-opuenmuposannoe cooepicanue [IK 02.05, JIP 4,
Omnpenenenne 0COOEHHOCTEH (HU3UUECKOTO U TEXHUIECKOTO COCTOSIHUS JOKyMeHTa (110 WHIUBHUyaTbHbBIM 7P 7, JIP 8
3aaHUsIM)
Tema 3.2. ConepxaHue y4eOHOr0o MaTepuaia
Pazmenenue 10KyMeHTOB B 10.| Pa3memnieHue qokymMeHTOB B XpaHunuuie. Hopmarusuas 6a3a («[IpaBuiia opraHusaiuu
XpaHuane XPAHEHUS. .. ») 2 OK 02, OKO03,
PaluoHabLHbI HOPSAI0K pa3sMELIEHHUS. OK07, 11K02.02,
Tonorpaduposanue. Tonorpadguyeckne ykazaTesu. I1K 02.04, JIPO7
OdopmiteHHE SIPIBIKOB KOPOOOK, CTeIuTaXei u nrkagos.
Tema 3.3. Coaep:kanue y4eGHOro MaTepuasa
ITopsiok BbIauM JOKYMEHTOB U3 | 11.| O6mue TpeGOBaHMS K NOPAIKY BbIIAYM aDXUBHBIX JOKYMEHTOB M3 apXMBOXpaHMIHIL. Llemn OK 1,0K 2, OK 3,
XPaHWJIHII, TPAHCIIOPTHPOBAHHUE U BBLIAYH. OK 4, OK 5, OK
yInakoBKa Y4er aABmKeHMsI JOKYMEHTOB 1 TIOPSIOK BBIIAYU B YUUTAIBHBIN 3aJ1, pa004Yyr0 KOMHATY COTPYIHUKaM 2 06, OK 07, OK 08,
apxuBa, BO BPEMEHHOE MOJIh30BaHUE, HA BRICTABKH, JIJISl BP€MEHHOTO BBIBO3a 32 PyOeK. OK 09, IIK 02.01,
TpaHcriopTHpOBKa U yIaKOBKa. I1K 02.02, TIK
12.| IpuunHb! 0TKA3a B BBIIAYE €I, CBA3AHHbIE C NX (DH3UKO-XMMHYIECKAM COCTOSIHHEM U 00eCIIeueHIEM 02.03, I1K 02.04,
COXPAHHOCTH I1K 02.05, JIP 4,
[TpoBeneHne KOHTPOJISI 32 COXPAHHOCTHIO ApXUBHBIX TOKyMeHTOB. [Topsinok Bo3BpaieHus A/l B JIP 7, JIP 8
XpaHWINIIE 2
Paznen 4 12

Hponeplca HAJINIUA U COCTOSATHUSA
aena




Tema 4.1.

Conep:xanue y4yeOHOro MmaTepuaJia

Mposepka Hanu4usi 1 COCTOSHUSA | 13 | 3a7aup NPOBEPKH HANMYMS AN B XPAHWIUILE, IEPHOLHIHOCTD €€ IPOBEICHHUS. 2 OK 01, OK02, OK
A€ B XpaHHIume IMopsiiok MpoBeACHNUS IPOBEPKH HATHYUS M COCTOSTHUS Jie B XxpaHunuiie. OdopmiieHue akta 04, IIK 02.01,
TPOBEPKH. I1K02.04, JIPO7
14. | Tposepka TeXHUYECKOTO M PUZHKO-XUMUYECKOTO COCTOSHHUS ApXUBHOTO [ENa. OK 1,0K 2, OK 3,
[TopsmoK MpOBEACHHS PO3BICKA [IE. 2 OK 4, OK 5, 0Y
Hop;mOK CHATHSA C ydeTa JOKYMCHTOB, HE HaWOEeHHBIX B XOJI€ TIIPOBEPKH 06, OK 07, OK 08,
Obecmnedenne COXpaHHOCTH TOKYMEHTOB ITPH W3MEHEHUH (POPMBI UX COOCTBEHHOCTH OK 09, TIK 02.01,
1K 02.02, TIK
[MpakTyeckoe 3ausaTHE Ne6. 02.03, I[IK 02.04 ,
Ilpogpeccuonanvno-opuenmuposannoe cooepicanue 2 11K 02.05, JIP 4,
OpopMIICHHE TOKYMEHTOB IIOCIE MPOBEPKH COCTOSHHS U HAIMYHS IE]L. JIP 7, JIP 8
IMpakTuyeckoe 3ansTHe Ne7. 2
IIpogheccuonanvno-opuenmuposannoe cooepircanue
[Iprem mokyMeHTa Ha XpaHEHHE-ONpeeIeHHE 0COOCHHOCTEH COCTOSIHUA.
IIpakTHyeckoe 3aHaTHE Ne8. 2
Ilpogheccuonanvno-opuenmuposannoe cooepircanue
Tonorpaduyeckas CTpyKTypa apXuBa.
Tema 4.2. Copep:xaHue y4e0HOr0 MaTepHaja
XpaHeHue B apxuBe 0000 15. | TloHsTHE 06 0COGO LICHHBIX AC/IaX. 2 OK 01, OKO02,
UEHHBIX TOKYMEHTOB OrnpeneneHue ux cocrasa, yueT u xpanenue OCJ{ 11K02.04, JIPO7
Paznen 5 14
CrpaxoBoii ¢poHa u ¢ong
N0JIb30BaAHMUS
Tema 5.1. Copep:xanue y4e0HOro MaTepuaia
Co3aanue cTpaxoBoro gponaa 16 | TonsTue cTpaxosoro Gponna. Pon | nonb30BaTENS. OK1,0K 2, 0K 3,
[ToaroroBka gen k mepeaade Ha CTPaXxoBOE KOMMUPOBaHNE. 2 OK 4, OK 5, OY
Permament ['ocpeecTpa yHUKaIbHBIX JOKYMEHTOB. Peectp ommceirt AD PO. 06, OK 07, OK 08,
Opraamnzanys paboT M0 MUKPOQIIIEBMIPOBAHHUIO U O (DPOBAHHIO. OK 09, IIK 02.01,
VYyer crpaxoBoro ¢onma [IK 02.02, TTIK
Tema 5.2. Cogep:xanue y4eGHOro MaTepHuaa 02.03, TIK 02.04,
OCHOBBI IeHEKHOI OLleHKH 17 | JIoKyMeHTbI, o/1JIeKallHE CTPAXOBAHMIO. 2 1IK 02.05, JIP 4,
CTPax0BBIX TOKYMCHTOB ITopsiiok oopmMIIeHNs pe3yIbTaTOB CTPaXOBOH OIEHKH JIP 7, JIP 8

Tema 5.3.

Coaep:xkanue yueOHOro Mmarepuaja




O0ecneyeHne COXPAHHOCTH
apXUBHBIX AeJ1 B yeaoBusax UC

18 [[ToHsATHE O YPE3BBITAMHBIX CUTYAIUAX. [[JTaHBI KOHKPETHBIX MEPOIIPHUATHIA apXHUBOB MTPH

Bo3HMKHOBeHMH UC. 3BaKyaHI/IH JOKYMCHTOB.

2 OK 01, OK 02,
CocraBnenne MHCTpYKIMY 0 Mepax MoXKapHO# 0€3011acCHOCTH apXuBa. OKO08, ITK02.04,
[leiictBust mpu BosHukHOBeHHH YUC. JIP7, JIP8
I[MpakTuyeckoe 3ausaTHEe Ne9. 2 OKO02, OK04,
Ilpogheccuonanvno-opuenmupoeannoe cooepricanue [1K02.04, JIP7,
CocraBieHue IJIaHa 9BaKyaluu JoKyMeHToB rpu YC. JIPOS
Cocrasnerne MHCTpyKINH 10 MOKapHOH 6€301TaCHOCTH apXHBa OPraHU3aIHN
Tema 5.4.Po1b BeIOMCTBEHHBIX Copepxanue yueOHOro MaTepuana
apXuBOB B
oBecreueH N COXPARHOCTH 19 | Posb BeIOMCTBEHHOT0 apXyBa B 00ECIICUCHIUH COXPAHHOCTH TOKYMCHTOB OK 1,0K 2, OK 3,
JI0KYMEHTOB I[eHTeJ'II)H(lCTL apX#Ba OPraHU3alMH 110 00ECIIEYeHNIO COXPAHHOCTH JJIOKYMEHTOB 2 OK 4, OK 5, 0Y
B3aI/IMO}IeI/ICTBI/Ie APXMUBOB C UCTOYHUKAMU KOMIIJICKTOBaHUSA 06, OK 07’ OK 08’
OK 09, IIK 02.01,
IpakTH4eckOe 3ansaTHe Nel0. 2 TIK 02.02, TIK
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 02.03, I1K 02.04 ,
ITocewmenue apxuBa. BzaumonencTBre apxuBoB ¢ HCTOYHUKAMH KOMIUIEKTOBAHUS IIK 02.05, JIP 4,
JIP 7, JIP 8
Tema 5.5. Copaep:kanue yueOHOro MaTepuaia
IIpo6aema coxpaHHOCTH 20 | IIpoOaeMbl COXpaHHOCTH JOKYMEHTOB B Hallle BpeMsl. 2
AOKYMEHTOB HA COBPEMEHHOM XapakTepuCcTHKa apXHUBHOTO 3aKOHOAATEIbCTBA HA YpOBHE CyOBekTa PO.
Jrame Cocrosaue apxuBHoi cepst PT.
BCEro 60
CamocrosiTesbHas padora npu uzyyennn MJIK 02.04

1. Benenus riaoccapus 0 TEPMHUHOJIOTHH «COXPAHHOCTH TOKyMEHTOBY.




4.YCJIOBUS PEAJIM3ALINU TPO®ECCUOHAJIBHOI'O MO VYJIA
4.1. TpeboBaHusi K MUHUMAJIbHOMY MAaTEPHATIbHO — TEXHUYECKOMY
olecreyeHn 10

Peanuzanus npodeccuoHaaIbHOrO MOAYNS MpearojaraeT Hajduuue y4eOHBIX KaOMHETOB
«JlokymeHTanmoHHoe ob0ecneueHue ynpasieHus», «lIpaBoBoe obecrnieuenue npodeccuoHanbHOI
NesITeNbHOCTH» W ydyeOHass KaHuemsipus (coyx0a JOKYMEHTAllHOHHOTO —OOecredyeHus
yIIPaBJICHUS).

ObopynoBanue y4eOHOro KaOMHETa W paboYMX MeCT KaOWHeTa JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrpaBiIeHUs

- paboyune CTOJIBI U CTYJIbS 17151 00yYaroInXcs,

- pabouuii CTOJ U CTYJ JyId MIpernoaBaTes,

- KOMIUJIEKT OJIaHKOB JIOKYMEHTAIIUU.

- KOMIUIEKT Y4€OHO-METOANYECKON TOKYMEHTALIUH.

TexHuueckue cpeacTsa 00y4eHuUs:

- MyJIbTUMEIUNHBIN TIPOEKTOD;

- HOyTOYK.

ObopynoBanue yueOHOro KaOuHeTa u pabounx MECT KaOuHeTa
MH(POPMALMOHHBIX TEXHOJIOTUH B MPO(ECCHOHAIBHON AEATEIbHOCTH:

- KOMITBIOTED;

- IPUHTED;

- MYJIbTUMEIUNHBII IPOEKTOD;

- IPOrpaMMHOE oOecreueHue 001Iero u mpopecCHOoHaTbHOIO Ha3HAYCHHUS,

- KOMIUIEKT Y4eOHO-METOANYECKON TOKyMEHTAlNH,;

- KOMIUIEKT OJJAHKOB JJOKYMEHTAIIHH.

Peanuzanus po(heCcCUOHaTBLHOTO MOJTyJIst Mperoaraer 00s13aTeIbHYIO
NPOM3BOJICTBCHHYIO  (Y4eOHYI0)  MPaKTUKy, KOTOPYK)  PEKOMEHIYeTCS  MPOBOIUTH
KOHIICHTPUPOBAHHO B Pa3IMUHBIX YUPEKIACHUSAX, OPTaHU3AUSX, TIPEATIPHATHSIX TOPO/A.

4.2. NUudopmanuorHHoe odecneyeHue 00y4eHHst

IlepeueHb pekoMeHyeMbIX y4eOHBIX M31aHui, IHTepHET — pecypcoB, JOMOIHUTEIBHON
JUTEPATypHI

HopMaTuBHO-TIpaBOBbIE AKThI
1. TOCT P 7.0.8-2013 Jlenmompoun3BOACTBO ¥ ApXUBHOE JIeJI0. TepMUHBI U ONIPEICITICHHSI.
2. ®epepanpHblil 3aK0H «O06 apxuBHOM Jene B Poccuiickoit denepannn» ot 22 okTAOps

2004 r.Ne 125-®3
3. Tomoxenue o DeaepanbHOM apXUBHOM areHTCTBe. YTB. IllocraHOBIEHHEM
[TpaButenscTBa Poccuiickoit @enepanuu ot 17 utons 2004 1. Ne 290.

4. TlpaBWia OpraHM3alliM, XpPaHEHUs, KOMIUIEKTOBAaHUS, Y4eTa MW HCIOJb30BaHUS
JIOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit denepaunu u Apyrux apXWBHBIX JOKYMEHTOB B
OpraHax TOCYAapCTBEHHOH BIACTH, OpraHaX MECTHOTO CaMOYINPABICHHS W OPraHHU3aIUIX.
[Tpuka3 MunucrepcrBa KyiapTypbl PO Ne 526 ot 31 mapra 2015 roga

5. [IpuMepHasi HOMEHKJIATypa J1eJ1 MyHUIUITATbHOTO apXUBa.

OCHOBHbBIE HCTOYHUKH
1. bBacakoB, M.U. JlokymeHTanmoHHOE obecneueHne ympasieHus ( C OCHOBaMHU
apxuBoBesieHus) [Tekcr]: Yued. mocooue / M.U. bacakos. - M.: Kuopyc, 2019. - 216 c. +



[Mpunoxenue. - (HawanpHoe u cpenHee npodeccroHanbHOoe oOpasoBanue). - PYMO. - ISBN
978-5-406-02509-3

2. lTlepcmanoB, B.B. DnekrponHoe odgucHOE [elonpou3BoACTBO: yueOHMK / B.B.
[Tepcuanos, E.3. Kupeera, M.H. Kazakoga. - M.; bepnun: lupexr-Menua, 2016. - 326 c.: un. -
bubnuorp. B kH. - ISBN 978-5-4475-6215-1; To ke [DaeKkTpoHHBIH pecypc].

-URL.: http://biblioclub.ru/index.php? Page = book&id=434743 (25.03.2016).

3. Muxaiinos, FO.M. JluyHble fena COTPYIHUKOB KOMIAHMU: Kak MPaBUIBHO
oopMJIIsITh, BECTH M XPaHWUTH. Mpaktudeckoe mocodue / FO.M. Muxaiinos. - M.; Bepnus:
Hupexkr-Menua, 2018. - 160 c.: un. - bubmuorp. B k. — ISBN 978-5-4475-1870-7; To xe
[Onekrponnsiii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253691
(25.03.2016).

JonoJHUTeIbHbIE HCTOYHUKH
1. TTmenko, A.B. Jlokymenraimonnoe oOecrneuenue ympapieHus: [Ipaktukym [Tekcr]:
Yue6. mocobue / A.B. ITmenko. - 3-e w3m.crep. - M.: Akamemwms, 2012. - 160 c. +
[Mpunoxenue. - (CI10). - PYMO. - ISBN 978-5-7695-8942-3
2.AunpeeBa, B.U. [lemonpou3BoacTBO: opranm3anus u Beaenue [Tekcr]: yueO.-mpakxr.

nocobue / B.W. Auapeena. - 5-¢ uzn., nepepad. - M.: Kuopyce, 2016. - 296 c¢. + [Ipunoxenus. -
ISBN 978-5-406-04540-4

3. Ky3nenos, .H. JlokyMeHTalImOHHOE 0OecIieueHre YIPaBICHUS U EIIOPOU3BOICTBO
[Texct]: Yuebuuk mns 6axanaBpoB / MU.H. Kysuenos. - M.: FOpaiit, 2012. - 576 c. +
TepMuHOB + [Ipunoxenus. - (bakanasp.bazossiit kypc). - PMO. - ISBN 978-5-9916-2123-6

4. Ulyneruna, M.B. ApxwuBoBenenue: yueOnoe mnocodoue / M.B. Ilynbruna;
MununctepcTBo 00pazoBanus U Hayku Poccutickoit @enepannu, OenepaibHoe TOCYAapPCTBEHHOE
aBTOHOMHOE 00pa3oBaTelbHOE YUPEXKJICHHE BBICHIETO MPO(ecCHOHANBHOTO 00pa30BaHUs
«CeBepHblii  (ApkTHueckuit) QenepanbHblii yHuBepcuter umeHun M.B. JlomoHocoBa». -
Apxanrensck: Ul CA®Y, 2014. - 233 c.: tabn., un. - ISBN 978-5-261-00937-5; To xe
[Dnextponnsiii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=312311
(25.03.2016).

5. SlukoBuu, I11.A. JlemonpousBoACTBO B KaapoBoi ciyxoe: yueonuk / III.A. SakoBuu. -
M.: KOnutu-ana, 2015. - 161 c. - bubmuorp.: c. 112. - ISBN 5-238-01076-1; To xe
[Onextponnsiii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=119021
(25.03.2016).

HNHTepHer — pecypcsl:

1. http://www.vniidad.ru/ - Bcepoccuiickuii HaydHO-HCCIIEIOBATEBCKHIHA

MHCTUTYT JOKYMEHTOBEICHUS M ApXUBHOTO JieNa

2. http://elibrary.ru/ - Hayunas snexTpoHHast OuOimoreka

3. http://www.edu.ru/ - Poccuiickoe obpa3oBanue: ¢eaepaibHbIi 00pa3oBa-

TEJIbHBIN MOpTall

4. http://lwww.alleng.ru/ - Bcem, k1o yuutcsi (yueOHbIe MaTepualibl, pa3aHyHbie yIeOHbIC
mocoOus)

5. http: // www.edou.ru/ - UEHTp KOMIIETEHIMH IO BOMPOCaM JOKYMEHTAIMOHHOTO
o0ecrieueH s YIpaBJIeHHs U apXHUBHOTO JIeja

6. http://delo-ved.ru/- o6pasiipl TOKyMEHTOB

7. http://www.sekretariat.ru/document/office_work.php - Tlopran s pykoBomuTeneit


http://biblioclub.ru/index.php
http://biblioclub.ru/index.php
http://biblioclub.ru/index.php
http://biblioclub.ru/index.php
http://www.vniidad.ru/%20-%20Ð’Ñ�ÐµÑ€Ð¾Ñ�Ñ�Ð¸Ð¹Ñ�ÐºÐ¸Ð¹
http://elibrary.ru/
http://www.edu.ru/
http://www.alleng.ru/
http://www.edou.ru/
http://delo-ved.ru/-
http://www.sekretariat.ru/document/office_work.php

cyx6 JIOY u cekperapeit Bcex ypoBHEH
8. http://www.rusarchives.ru/ -Pocapxus

4.3. O6uue TpedGoBaHMs K OPraHU3aniu 00pa30BaTeILHOIO NMpoiecca

[Tporpamma npodeccnonanbHOro Moayiisi OpraHu3anusi apXuBHOW H

CIPaBOYHO-MH(POPMAITMOHHONW PAaOOTHI MO JOKYMEHTAM OpraHH3allid pealu3yeTcs B
TedeHue 5-ro, 6-ro cemecTpoB (Ha 6ase 001IEro cpeHero 00pa3oBaHus) Kypca 00yUeHus.

OO6pa3zoBaTenbHOE YUPEKICHUE JTOHKHO pacroiaraTh MaTepHaIbHO-

TeXHUYECKOHN 0a30ii, oOecreunBaroIel MpoBeICHUE BCEX BUJIOB IIPAKTUUYCCKUX 3aHATHUH,
MEXAUCIUIUIMHAPHOW U MOJIYJBHOM MOATOTOBKH, MNPEAYCMOTPEHHBIX MACIOPTOM MOIYJIS.
MarepuanbHO-TeXHUYECKass 0a3a JODKHA COOTBETCTBOBATH JICUCTBYIOIIUM CAHUTAPHBIM U
MIPOTHUBOIIOKAPHBIM HOPMaM.

OcBoeHue Moy JOJIKHO IIPEyCMaTpUBAaTh:

- BBINIOJIHEHHWE OOY4YaIOIIMMCS TPAKTUYECKUX 3aHATHM BKIOYas Kak 00s3aTeilbHbIN
KOMITOHEHT IPAaKTUYECKUE 3a/1aHUs C UCIIOJIb30BAaHUEM [IEPCOHATIBHBIX KOMIIBIOTEPOB,;

- OCBOEGHHE 00y4aroLMMCS IPOrpaMMbl MO/YJISL B YCIIOBUSIX CO3AaHHOMN

COOTBETCTBYIOLIEH 00pa3zoBaTelbHOM cpenbl B 00pa30BaTEbHOM YUPEXKAECHUM WIM B
IpoUIBHBIX OpraHU3aLusX;

- IpOBEACHHE TNPOU3BOACTBEHHOM IMPAaKTUKW B OpraHM3allMsIX, HaIlpaBlICHUE
JESITEJIbBHOCTH KOTOPBIX COOTBETCTBYET MPOUIIIO MOATOTOBKH 00YYarOIIHXCS.

OOpazoBaTebHOE YUPEKICHUE TOKHO OBITh 00ECIeueHO HEOOXOIUMBIM KOMILIEKTOM
JIMIIEH3UOHHOTO MPOrPaMMHOI0 00ECIIeUEHusI.

IIpu ocBoeHMM MOAYJIsA NpPEAYCMAaTPUBAIOTCA TIPYNIOBbIE UM HHIUBUAYaJbHbIE
KOHCYJIbTalllH.

OcBoenne Monyist obecneuuBaeTcs y4eOHO-METOJMUYECKOW JIOKYMEHTaluel Mo BceM
MEXIUCUUIUIMHAPHBIM KypcaM Monyis. Kaxaelii oOydaromuiics JODKEH UMEThb JIOCTYN K
0azam JaHHBIX U OuOIMOTEUHBIM (oHAAM O00pa30BaTEIBHOTO YyupexaeHus. Bo Bpems
CaMOCTOSITENIbHOM IMOATOTOBKH, OOyd4aromuecs AOJKHBI ObITh OOEcreueHbl JOCTYNOM K CETH
NutepHer.

Bueayauropnas paboTa 1o/IKHA COPOBOXKIATHCS METOANMUYECKUM 00ECIIEYEHUEM.

OcBoeHMIO MPOPECCHOHANBHOIO  MOIYJS JODKHO — NPEAIIeCTBOBaTH  M3ydeHHUE
cienyromux aucuuiuivg: [IpaBoBoe peryiampoBaHue ynpaBiieHYeCKOn

JESATENIBHOCTH, PyccKuil SI3bIK M KylbTypa peun, Jleaonpon3BoaCTBO.

B mpouecce oOydeHus CTyA€HTOB OCHOBHBIMU (OpMamMH SBISIOTCA: ayJUTOpPHBIE
3aHATHUSA, BKIIOYAIONIME JIEKIUU M IMPaKTUYECKHE 3aHSTHUS, a TaKKe caMOCTosITelbHas pabora
oOyuaromerocsi. Temaruka JeKIUM M TPAKTHUECKUX 3aHATUNH COOTBETCTBYET COACPIKAHUIO
IporpaMMsl poheccnoHaTbHOTO MOIYJISL.

B yuyeOHOM mporecce Takke IJIAaHUPYETCS HEOAHOKPATHOE MOCEIIEHUE CTYJACHTaMHU
apXUBHBIX OpraHU3alMI ropoJia MO Pa3IMUHBIM aclleKTaM apXMBHOTO Jieja U Kypca COXpaHHOCTH
apXMBHBIX MaTE€PHAJIOB.

JUis yCHemHoro OocBOeHMs MpodeccuoHaIbHOro Moayis OpraHuzanust apXMBHOM U
CIPAaBOYHO-MH(POPMAIIMOHHOW pabOThl MO JOKYMEHTaM__ OpraHu3allMy, KaKIbld CTYAEHT
oOecrieynBaeTcsi yueOHO-METOAMYECKMMHU MaTepHaIaMy (TeMaTHYECKUMHU TUIaHaMU CEMHUHAPOB U
NPAKTUYECKUX 3aHATHH, Y4eOHO- METOJMYECKOM JHUTepaTypoil, THUMOBBIMH TECTOBBIMHU

3aIaHMSIMU, CUTYaI[MOHHBIMH 33/1a4aM¥, PEKOMEHIAIMSIMU 110 CAMOCTOSITEIEHON padoTe).
CamocrosaTenbHas paboTa BKIIOYaeT B ce0si paboTy C OCHOBHOW M JOTIOJIHUTEIHHOM
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JUTEepaTypor, MOATOTOBKY pedeparoB B BHAEC NHUCbMEHHBIX JOKJIAJA0B W HHTEPAKTUBHBIX
Npe3CHTAlMi, COOOWICHUH 10 BBHIOPAHHOM TeMe, OTPadOTKY MPAKTUYECKUX YMEHHH, U
CIOCOOCTBYET pPAa3BUTHIO MO3HABATEIBHOW AKTHBHOCTH OOYYArOIIMXCs, NPUBUBACT HAaBBIKU
CaMOCTOSITETILHOTO MOMCKa MH(pOpMAINH, a Takke (GOpMUPYET CHOCOOHOCTh U TOTOBHOCTH K
CaMOCOBEPILIEHCTBOBAHUIO, CAMOpEAlIM3allii U TBOPUYECKOM afanTtanuu, GOpMUPOBAHUIO OOIIUX
KOMIIETEHLIHM.

OneHka TEOpPEeTUYECKMX M MPAKTUYECKUX 3HAHUM CTYJEHTOB OCYILECTBISIETCA C
MOMOUIbI0 TECTOBOTO KOHTPOJIS, PEUICHHS CUTYallMOHHBIX 3a/la4, OLIEHKH MPAKTHUYECKUX
YMEHHI.

IMocne w3ywenns MK 02.01 Opranuszanus W HOPMAaTHBHO-TIPABOBBIE OCHOBBI
apxuHoro nena MJIK 02.02 T'ocynmapctBeHHbIe apxuBbl M apxuBbl opranusanuii MJIK 02.03
Mertonuka u npaktuku apxuBoBenaeHuss MJIK 02.04 ObGecnieueHne COXpaHHOCTH JOKYMEHTOB
COCTOMTCS KBaJU(HUKAIMOHHBIN SK3aMEH, KpOME TOro, MarepHuaibl Mpo(hecCHOHATBLHOTO
Moyiast Opranu3anyst apxXUBHOW M CIPABOYHO- MH(POPMAMOHHON padoThl MO JOKyMEHTaM
OpraHM3alliK, BKIIOYAIOTCS B TOCYJapCTBEHHYIO (MTOTOBYIO) aTTECTAllMI0 MO CIEUUATbHOCTH
46.02.01 JloxymeHTalmoHHOE O0eCTieueHUe YIPaBICHUS U apXUBOBEICHHUE.

[Tpou3BOICTBEHHYIO MPAKTHKY (MO MPOPUII0 CHEHATBHOCTH) HEOOXOIUMO TPOBOAUTH
KaKk WTOrOBYI0 (KOHIICHTPUPOBAHHYIO) MPAaKTHKY IO 3aBEPIICHUI0 MOAy/s. basamu
MIPOU3BOJCTBEHHON MPAKTUKU SIBISIOTCS OPraHU3alliid COOTBETCTBYIOUIETO MPOduiis (apXUBHbBIE
YUpEXKIEHUS TOpoJa M Kpas, BEIOMCTBEHHBbIC apXUBbI OpraHU3alMil Topoja), ¢ KOTOPBIMHU
KOJUIE/DK  3aKJII0YaeT JOrOBOP O B3aMMHOM coTpyAHHYecTBe. (OCHOBHBIMU YCIIOBUSIMU
MPOXOXKACHUSA MPOU3BOACTBEHHONW MPAKTHUKUA B JaHHBIX TMPEANPUATHAX U OPraHU3alMIX
SBIISIIOTCS HAIMYME KBATH(UIMPOBAHHBIX CIICHUAIMCTOB, O3HAKOMIIGHHE C COBPEMEHHOU
HOPMAaTUBHO-TIPABOBOM M HAYYHO-METOJUYECKON 0a30il.

[lpakTika 1O TPOPHIIO  CHENHMATBHOCTH  MPOBOAUTCS  TOJ  PYKOBOACTBOM
npernojaaBaresneil KojuleIka U CIeHalIMCTOB YUPEKIEHUH - 0a3 MPaKTHKU.

PykoBoauTeNb MpakTHKK OT KOJUIEMKa HAa3HAYaeTCs IMPHKA30M JUPEKTOpa W3 Yucia
npenojaBareieidl CIeNUaNbHBIX TUCHHUIUIMH. B 00sS3aHHOCTH IperoaaBaTelis-pyKOBOTUTEIS
MPAKTHKUA BXOAUT: KOHTPOIb BBIMIONHEHUS MPOTPAMMBI MPAKTUKU, OKA3aHWE METOIUYECKOU U
MPAKTHUYECKOM MOMOIIM CTYACHTaM MPH OTPaOOTKE MPAKTHUYECKUX MPOGECCHOHATBHBIX YMEHUI
U TpuUOOpEeTeHHs  MPAKTHUYECKOTO  OMbITa, TMpPOBEpKa  3aloJIHEHHUS  JHEBHHKA  I10
MIPOU3BOJCTBEHHON MpakTUKe. PyKoBOAWTENh MPAKTHUKU CTYAEHTOB OT YUpEeXIeHHUS - 0asbl
MPAaKTHKU Ha3HAYaIOTCA MPUKA30M PYKOBOJUTENS MPEANpUITUS 10 Havajaa MPaKTUKH, U3 YHCa
CHELUANNCTOB, HUMEIOIUX 00pa3oBaHHE, COOTBETCTBYIOIIEE NPOIIIO IPENnoIaBacMOro
pohecCHOHaTBLHOTO MOYJIS.

4.4. KagpoBoe o0ecneueHue 06pa3oBaTeibHOr0 Mpoiecca

TpebGoBanus k KBaTU(UKAIIUU TIETArOTUYECKUX KaJIPOB, 00ECTICYMBAIOIINX 00yUeHHE TIO
MEXAUCIUIUIMHAPHOMY KYpCY:

— HaJM4YHE BBICIIETO 00pa30BaHMs TI0 MPOPHITIO PETIOaBaEMbIX U CITUTLINH,;

— TMPOXOXKJEHUE CTAKUPOBKH B TOCYIApCTBEHHBIX apXWBax YUYPekACHUAX He pexe 1
pasza B 3 roja.

TpeboBaHus K KBaTH(PHUKAIUHU MTEAATOTUIECKUX KAAPOB, OCYIIECTBISIONIUX PYKOBOJICTBO
IIPaKTUKOM:

— HaJMYHE BHICIIET0 00pa30BaHUs MO MPOMUITIO MPENno1aBaeMbIX TUCIUILINH;

— TMPOXOXKJEHUE CTAKUPOBKH B TOCYIApCTBEHHBIX apXMBax YUYpPekACHUAX He pexe 1
pasa B 3 rofa.



5. KoHTpoOJIb U OlleHKA Pe3yJbTATOB 0CBOEHHUSI NMPO(ecCHOHATBLHOr0 MOAYJIs (BUaa
npo¢ecCuOHATbLHOM 1esiITeJIbHOCTH)

Pe3yabTaThl OCBOEHMA AUCHHUILTHHBI
HANpPaBJIeHbl HA (OPMHUPOBAHHE @DopMbI U METOAbI KOHTPOJIA U

OK u TIK JIP OlIeHKH pe3yJIbTATOB 00y4eHus!

OK 01, OKO02, OKO03,| JIP3.,JIP4.,JIP6, | OueHka AesATEILHOCTU U PE3YJIbTATOB
OK04, OKO05, OKO06, OKO07, JIP 8. BBITIOJTHEHHUSI TPOBEPOUYHBIX PAbOT TIO
OKO08, OKO09. pazneny 1 MJIK 02.01, nmpakTu4yeckoro

IIK 02.01., IIK 02.02., IIK sausaTus Ne 1-12.

02.03., 11K 02.04., I1K02.05 ITpaktnueckux padort YII u I1I1.

OreHka AeATENIbHOCTH U Pe3yJbTaToOB
BBIIIOJIHEHUSI TIPOBEPOYHBIX pabOT 10
pazneny 1 MJIK 02.02, mpaktudeckoro
3ansTus Ne 1-12.

[Tpaktuyeckux padot YII u 1.

OreHka NeATeNbHOCTH W PE3yJIbTAaTOB
BBIIIOJIHEHUSI TIPOBEPOYHBIX pabOT 10
pazneny 1 MJIK 02.01, mpaktudeckoro
3anatus Ne 1-7.

[Mpaktnyeckux padot YII u II1.

OreHka JeATeNbHOCTH W PEe3yJIbTaTOB
BBIIIOJIHEHUSI TIPOBEPOYHBIX pabOT 10
pasnenry 1 MJIK 02.01, mpaktudaeckoro
3anstus Ne 1-10.

[TpakTueckux padot YII u I1I1.




