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1. MACIIOPT PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIAA
«IIM.02 Opranu3anusi apXuBHOH padoThI 10 JOKYMEHTAM OPraHu3auuii pa3JInyHbIX (popM
COOCTBEHHOCTH»

1.1. O6saacTh npuMeHeHus1 pado4eil NPOrpaMmmbl

PaGouass mporpamma mpodeccuonamsHoro moxyias «I[IM.02 OPTAHMBALINSA APXUBHOM
PABOTHI ITO IOKYMEHTAM OPTAHM3AIINN PA3JIMUHBIX ®OPM COBCTBEHHOCT/»
— SIBJIAETCS YacCThIO MPOTPaMMBbI MOATOTOBKH CHEIHATMCTOB CPEIHEro 3BEHa B COOTBETCTBUU C
®OI'OC mno crneumanbHocTd CIIO 46.02.01 [JoxymMeHTaIMOHHOE OOECIICUCHHE YIPABJICHHUS H
apXMBOBEICHHE B YaCTU OCBOCHMSI OCHOBHOIO BHJa mpodeccruoHanbHou aearenbHoctu (BIL):
Opranuzanus JTOKyMEHTAllMOHHOTO 00eCIIeYeH sl YIIPaBIeHUs U (YHKIIMOHUPOBAHUS OpraHU3aluu
U COOTBETCTBYIOIIUX KOMITETECHITUH.

Pabouas nmporpamma npohecCHOHATBLHOTO MOYJIS MOXKET OBITh UCMOJIb30BaHa B AOMOJHUTEIHLHOM
npodeccuoHanbHOM 00pa30BaHUH (B MPOrpaMMax MOBBIIICHUS KBATH(DUKAIIMK U TIEPENOATOTOBKH)
U 1po(heCCHOHATBFHON MOJATOTOBKE IO HAMPABICHUSIM MOATOTOBKH, CIEIUAIBHOCTSIM M paboyuM
npodeccusim CIIO, BxoasmuMm B coctaB ykpynHeHHOU rpynmnsl 46.00.00 Mctopus u apxeosnorusi.
Paboyas mporpamMma AUCHUIUIMHBI MOXET OBITh aanTUpOBaHa Ui 00y4eHUs WHBAIMIOB U JIUI] C
OTPAaHUYCHHBIMH BO3MOKHOCTSMH 37J0POBBS.

1.2. MecTo npogeccnoHaILHOT0 MOy sl B CTPYKTYpe 00pa30BaTe/IbHON MPOrpaMMbl:
Iporpamma npodeccruonansroro Moayms «[IM.02 OPTAHU3AIIUS APXUBHOM PABOTHI I1O
JIOKYMEHTAM OPT'AHM3ALIMA PA3JIMYHBIX ®OPM COBCTBEHHOCTH» — sBusercs
00s3aTeNbHOM YacThio MPO(PECCHOHANBHOTO IUKIa 00pa30BaTeIbHOM MPOrpaMMbI B COOTBETCTBUHU C
OI'OC mno cnemuanbHoct CIIO 46.02.01 JlokyMeHTallMOHHOE OOecneYeHue YIpaBlIeHUs |
apXMBOBEJICHNUE.

1.3. PesyibTaThl 0CBOCHHA NPOPECCHOHATBHOIO MOLY IS

B pesynbrate u3ydeHus npoQecCHOHATBHOTO MOJYJs OOy4arolIMHCs JOKEH OCBOUTH
ocHOBHOM Bun nesrensHoctn «OpraHusanus apXuBHOM paOOThI MO JOKYMEHTaM OpraHu3anui
pa3nmuuHbiX (GOpM COOCTBEHHOCTH» U COOTBETCTBYIOIIME €My OOIIUE KOMIIETCHIIMH U
npodeccruoHaIbHbIE KOMIIETEHIINH.

3azauu MOIyJIs:

- OcBOUTH KOMILICKTOBAHME APXMBA JOKYMEHTaMH IOCTOSHHOIO, JOJTOBPEMEHHOIO U
BPEMEHHOI'O XPaHEHUSI.

- Haqu/ITI)CH BECTH y‘{éT APXUBHBIX J1€JI, B T.4. C UCIIOJIb30BAHUEM ABTOMATH3UPOBAHHBIX
CHUCTEM.

- OcBOUTh IpaBUJia XPAHEHUS] JOKYMEHTOB Pa3HbIX CPOKOB (TMIOCTOSHHBIX, IO JUYHOMY
COCTaBY, BPEMEHHBIX).

- HpOBO,Z[I/ITB IKCEPTU3Y HEHHOCTH JOKYMEHTOB — OIPCACIIATE CPOKU XPaHCHUA WUIIN
BBIIACIIATh K YHUYTOXKCHHAIO.

- CoCcTaBIISITH OMUCH A€eJ1 TIOCTOSHHOTO CpoOKa XpaHCHUA U 110 JIMYHOMY COCTaBY.
- OpFaHI/I3OBBIBaTL pasMeliecHue €1 B XPAaHUJIHIIAX 110 CXEME K.HaCCI/I(bI/IKaI_II/II/I.

- HpOBepHTB HaJIUIUE€ U COCTOAHUEC aPXUBHBIX /1€J1, pa3bICKBaTh H€O6Hapy)KCHHBIe Jcia.



- Bectu cnipaBoYHO-TIONCKOBBIE CPEACTBA (B T.4. 3JIEKTPOHHBIE) K ApXUBHBIM JIEJIaM.

- I'oToBUTH n€na K mepenayve B rocyJapCTBeHHbIH/MYHUIUINAJBHBIA apXuB WIM Ha
BHEIIIHEE XpaHEHHE.

- OhopMIIITH aKTHI O BbIICJICHHH K YHUUYTOKEHHIO JTOKYMEHTOB C UCTEKIIMMH CPOKaMHU
XpaHECHHUS.

- ObecrieunBaTh pe:KMMbI XpaHeHHs (TeMmIepaTypHO-BIaKHOCTHBINA, CBETOBOW M Mp.) U
3ammMTy MHGOPMAIUN OT HECAHKLIIMOHUPOBAHHOTO JIOCTYTIA.

- PabGorare ¢ 3ampocamMmu moJb30BaTesield, OPraHU30BBIBATE PA0OTY B UYUTAILHOM 3aJie
apXuBa.

1.3.1. IlepedyeHp 0OMMUX KOMITCTESHITUH:

Kon HauMenoBanue 00X KOMIETEHIIMIA

BriOupats crioco0sl perienus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
MIPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 01

Vcnonp30BaTh COBpEMEHHBIE CPE/ICTBA MIOMCKA, aHAIN3a U HHTEPIIPETAI[IH
OK 02 nHpopManuy, 1 THPOPMALMOHHBIE TEXHOJIOTUH IS BBIIOJIHEHUS 3a/1a4
poecCHOHATBHOM IeATEIIBHOCTH

OK 04 D¢ dexTuBHO B3aUMOIEHCTBOBATH U Pa0OTATh B KOJIEKTUBE U KOMaH/IE

OcCy1ecTBIATh YCTHYIO U MUCbMEHHYIO KOMMYHHUKALIMIO HA TOCY1apCTBEHHOM
OK 05 si3pike Poccutickoit denepanuu ¢ yd€ToM 0COOCHHOCTEH COIMaIbHOTO
U KyJIbTYPHOTO KOHTEKCTa

ITonp30BaThCA HpO(l)eCCI/IOHaJ'ILHOI\/’I ,Z[OKYMGHTaL[I/Ieﬁ Ha roCcy1apCTBEHHOM
U MHOCTPAHHOM A3bIKaX

OK 09

1.3.2. Ilepeuyenb npogecCHOHAIBHBIX KOMIIETeHIHI

Kon HanmenoBaHue BUAOB JeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI
BJ( 2 Opranu3zaiys apXuBHOM pabOTHI 110 TOKYMEHTaM OpraHU3alui pa3IndHbIX (Gopm
COOCTBEHHOCTHU
K 2.1 Ocy1ecTBISITh KOMIJIEKTOBAaHUE ApXUBHBIMU JeJIaMU (JIOKYMEHTaMH1) apXuBa
"' | opranuzanuu
K 2.2 Bectu yuét apxuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCIIE C UCIOJIb30BaHUEM
" | aBTOMaTH3UPOBAHHBIX CHCTEM
K 2.3 OcCy1IEeCTBIIATh XPAHEHNE apXUBHBIX €] (JIOKYMEHTOB) C IIOCTOSIHHBIM CPOKOM
" | XpaHeHus U M0 JUYHOMY COCTaBY B apXMBE€ OpraHU3aluu
K 2.4 Ocy1ecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUET U UCIIOIb30BAaHUE JIEN
" | (1OKyMEHTOB) BpEMEHHOTO XPaHEHHUS
K 2.5 OcyiecTBISTh UCIOJIb30BAaHUE APXUBHBIX /1] (IOKYMEHTOB), B TOM YUCIIE
" | ¢ HCIIOJIB30BaHHEM aBTOMATH3HPOBAHHBIX CUCTEM




1.3.3. B pe3ynbrare ocBOeHUS MTPOPECCHOHATBHOTO MOYJ/ISl 00YJaIONUNACS TOJKEH:

Bnanets KOMILJICKTOBAHHS apXHUBHBIMU JICJIaMH (TOKYMEHTAMH ) apXHUBa OpraHU3aIluu
HaBBIKaMHU BeJICHUS y4€Ta apXUBHBIX JIeJ (JIOKYMEHTOB), B TOM YHUCJIE C UCIOIb30BAHUEM
(umeTh ABTOMATHU3UPOBAHHBIX CUCTEM
NPAKTUYECKUU | OCYIIECTBICHUS XPAHCHUS apXUBHBIX €] (JIOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
OIIBIT) XpaHEHUs U 110 JUYHOMY COCTABY B apXWBE OpPraHU3aIuu
XpaHEeHUs!, KOMIUJIEKTOBaHUSI, YU€Ta U UCIIOIb30BAHUS JI€T (JIOKYMEHTOB)
BPEMEHHOT'O XPaHCHUS
WCIIOJIb30BAHUS APXUBHBIX 1] (JIOKYMEHTOB), B TOM YHUCJIE C UCIIOIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM
YMeThb paboTath ¢ moApa3aeICHUSIMI/OpraHU3aMsIMU UCTOUHUKAMHU KOMITJICKTOBAHUS

apxuBa

IPUHUMATh apXUBHBIE JIeN1a (JIOKYMEHTBI) Ha IIOCTOSIHHOE WJIM JI0JITOBPEMEHHOE
XpaHeHue

Y4aCTBOBATh B IMPOBCACHUHN DKCIICPTU3BI HCHHOCTH PA3JIMYHBIX TUIIOB U BUIOB
JOKYMCHTOB B COOTBCTCTBHMU C BHYTPCHHUMM PEIrIIaMCHTAMU OpraHru3alnn

IIPUMCHATH B pa60Te PEKOMCHOAAI KU BKCHepTHO'HpOBepO‘IHOﬁ KOMHUCCHHU WU
3KCH€pTHOI71 KOMHCCHUH OpraHu3alun

MNPUMCHATH HCPECYHU C YKA3aHUCM CPOKOB XPAHCHUS JCJI ()IOKYMCHTOB)

co0I0aTh HOPMATHUBHBIE CPOKU XpaHEHUsI JieNl (JOKYMEHTOB)

BECTHU yqu HCTOYHHUKOB KOMIIJICKTOBAHUA apXHBa

UCII0JIb30BaTh MEPEI0OBON OTEUECTBEHHBIN U 3apyOeKHBIH OIBIT IO
KOMIUIEKTOBAHMIO apXUBa JieJIlaMU (JIOKYMEHTaMH ) TOCTOSIHHOTO U
JIOJITOBPEMEHHOI'0 XpaHEHUs

WCIIOJIb30BaTh COBPEMEHHBIE AaBTOMATH3UPOBAHHBIC, MHPOPMAIIUOHHBIE U
TEJIEeKOMMYHUKAIMOHHBIE TEXHOJIOTUN JOKYMEHTHPOBAHHBIX C(hep NeATENbHOCTH
OpraHM3aIH.

CHUCTEMAaTHU3UPOBATh Jiea (JOKYMEHTHI)

pa3MeniaTh apXuBHbIE JieNia (JOKYMEHTHI) Ha MECTaX XpaHEHUsI B COOTBETCTBUU C
HOPMAaTHUBHBIMH TPeOOBaHUSMU B 00J1aCTH apXUBHOTO Jiejia U YIIPABJICHH
JIOKYMEHTaMHU

coOI0AaTh HOPMATHUBHBIE PEXKUMBI XPaHEHUS apXUBHBIX /1€ (TOKYMEHTOB) Ha
JIFOOBIX HOCUTEIISIX

IIPOBOJUTH IIPOBEPKY IOJTHOTHI COCTABA APXUBHBIX JOKYMEHTOB B €IMHULIAX
XpaHEeHUus

MMPOBOAWUTD OITMCAHUC APXHUBHBIX JCJI (,Z[OI(YMCHTOB)

COCTAaBJIATH CIIPABOYHO-IIOMCKOBLIC CPCACTBA K APXHUBHBIM AOCJIAM (I[OKYMGHTaM)

BECTH YYET U KOHTPOJIb BbIJAUN apXUBHBIX A€l (JIOKYMEHTOB) U3
apXMBOXPaHWIMILA U UX BO3BpaTa

BECTH YUET U KOHTPOJIb Nepeiadn Jied (JOKYMEHTOB) B
roCyIapCTBEHHBIN/MYHUIMIIAIbHBIN apXUB WM Ha HHOE BHEILITHEE XpaHEHUE U
IpuéEMa J1eJ1 ¢ BHEIIHErO0 XpaHEeHUs

MMPOBOAWTDH MOJIMCTHYIO ITPOBCPKY (bI/ISI/I‘-IeCKOFO COCTOSAHHMA OCJT (I[OKYMCHTOB)

pa3bICKUBaTh HEOOHAPYKEHHbIE Jiena (JOKYMEHTHI)

MOJIb30BaThCA YUETHBIMUA JOKYMEHTAMU B PAMKAX AJIEKTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM JIOKYMEHTHPOBAHHBIX cpep AeITeTbHOCTH
OpraHu3aIn

MI0JIb30BATHCS CEPTHPHUIIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CHCTEMAMU
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OPraHnu3alluy 10 YU&TY, perucTpalu,
KOHTPOJIIO J1e7T (JIOKYMEHTOB)




MOJIb30BaThCsl HH(OPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMH JTOKYMEHTHPOBAHHBIX
cdep IesTeNbHOCTH OpraHu3aluu

BECTHU CITPAaBOYHO-IIOMCKOBBIC CPEACTBA K ApXKWBHBIM JI€JIaM (I[OKYMGHTaM)

BECTH YUET CTPaxoBOro POHIA APXUBHBIX JIET (JOKYMEHTOB)

NPUMEHSITh HOPMATHBHBIC TPABOBBIC aKThl, JIOKATbHBIC HOPMATUBHBIC aKThI
OpTraHU3aIH U METOINYCCKUE IOKYMEHTHI B 00JIACTH y4€Ta apXUBHBIX JIET
(TOKYMEHTOB)

BHOCHTH MPEIOKEHUS IO COBEPIICHCTBOBAHUIO METOAMYECKOTO 00ECTICUCHUS
yuéTa pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTUPOBAHHBIX c(hepax NesiTeIbHOCTH
OpraHu3aIn

3alUIIaTh HH(GOPMALMOHHbBIE PECYpPChl apXKBA OT HECAHKIIMOHUPOBAHHOTO
J0CTyTa.

OpPraHru30BbLIBATH U obecreynBaTh XpaHCHUEC €I (I[OKYMGHTOB) BPCMCHHOI'O
XPaHCHUA OpraHu3aiuy B TPaJUIIUOHHOM M B SJICKTPOHHOM BHUIC

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU MOJPA3/AEICHUSIMU OMUCEN U aKTOB
O BBIJICJICHUU HAa YHUUTOXKEHUE JIeJT (JIOKyMEHTOB) BPEMEHHOI'O XpaHEHUS B
TPaAULIMOHHOM H B 2JIEKTPOHHOM BUJIE

q)OpMI/IpOBaTb CAUHUIBI XPAHCHUA JOKYMCHTOB JJISI UX ITOCJICAYIOLICTO
PasSMCIICHNA B apXUBC OpraHru3allin

COCTABJIATH CIIPABOYHO-IIOMCKOBBIC CPCICTBA K APXHWBHLIM JICJIaM (I[OKYMGHTaM)

OCYILIECTBIISATh IOUCK JIeN (JOKYMEHTOB) BPEMEHHOT'O XPAHEHUs B MTPOLIECCE UX
XPaHEHUs B CTPYKTYPHBIX MOAPA3ACICHUIX U apXUBE OPraHU3aluu

OCYIIECTBIISATh METOAMYECKOE PYKOBOACTBO OpPTaHU3alMeH XPAaHSHUS eIl
(IIOKYMEHTOB) B CTPYKTYPHBIX MOJPa3ACICHUSIX OpraHu3aluu

OKa3bIBaTb CTPYKTYPHBIM MOAPA3ACICHUAM IMTPAKTHYCCKYIO ITOMOIIb B
OpraHu3allui XpaHCHUA ICIT (I[OKYMGHTOB)

pa3pabaThIBaTh CIIPaBOYHO-UH(DOPMAIITMOHHBIE TJOKYMEHTHI 110 OpraHU3aIuu
UCIIONIb30BaHUs A€l (IOKyMEHTOB) BPEMEHHOTO XpaHEHHs B CTPYKTYPHBIX
MOJPa3/ICICHUSIX U apXHUBE OPraHU3alnu

IIPOBOAMTD IKCIIEPTU3Y LIEHHOCTH JIeJT (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHMS,
NIEPEIAHHBIX B aPXUB

ONPEEIATh CPOKU XpaHEHUs e (JJIOKYMEHTOB) BPEMEHHOT'O XpaHEeHHUs

obecneynBaTh 3alUTYy ACJI (I[OKYMCHTOB) BPEMCHHOI'O XpaHCHUA B OpTraHHU3allun
OT HCCAHKITMOHHWPOBAHHOI'O NOCTYIIA UJIM YHUUTOXCHUA

MMpOBOAUTD (I)I/ISI/I‘IGCKOC YHUYITOXKCHHUC ICJI (I[OI(YMGHTOB) BPEMCHHOT'O XpaHCHUA
C UCTCKIIMMH CPOKaMH XPAaHCHUSA ITOCIIE COrjIaCOBaHUA CO CTPYKTYPHBIMU
noApa3aACJICHUAMUN OPraHU3alluu

0QOpMIISITh YUETHBIE TOKYMEHTHI 00 YHUUTOXKEHUHU eI (JOKYMEHTOB)
BPEMEHHOI'0 XpPaHEHUs C UCTEKIIMMHU CPOKaMU XPaHEHHS] COBMECTHO CO
CTPYKTYPHBIMH NOAPA3JIETICHUSIMH OpraHU3alliu.

CUCTEMAaTHU3UPOBATh U 0000IIATH CBEJCHHS O COCTaBE M COACPKAHUHN apXUBHBIX
nen (TOKYMEHTOB)

HCIIOJB30BaTh I/IH(I)OpMaI_[I/IOHHBIe TEXHOJIOTHH B 00JIaCTH CO3aaHuA CIIPaBOYHO-
IMOUCKOBBIX CPEACTB apXKUBa U JOKYMCHTUPOBAHHBIX C(bep JCATCIIBHOCTH
OpraHu3aln

¢dbopMUPOBATH OCHOBHBIE U BCIIOMOTATENbHBIE BHJIbI ADXUBHBIX CIIPABOYHUKOB B
AJICKTPOHHOU popme

IoAroraBjIMBaTh I/IH(I)OpMaI_[I/IOHHBIe JAOKYMCHTEI 110 3alpocaM oJIb30BaTeneu
Pa3JIMYHBIX KAaTETOPUA.

3HaTh

BU/JIbI, PASBHOBHUJHOCTH U (I)OpMaTbI BCCX BUJIOB TOKYMCHTOB




KPUTEPUH OINpPEAEIIEHUS LIEHHOCTH J1e]1 (JOKYMEHTOB) JUIsl JalbHEUILETO
XPaHCHUS WIM YHUYTOKEHUS

MeTOIMKa pa3paboTKu GopM YUETHBIX TOKYMEHTOB B TPAJUIIMOHHOM U B
AJIEKTPOHHOM BH/JIE

METOJMYECKHE JOKYMEHTHI B 00J1aCTH MCIIOJIb30BaHMS U TTYOJUKAIIUN apXUBHBIX
Jen (TOKYMEHTOB)

MCTOANYCCKHUEC NJOKYMCHTBI 1 HAIlTUOHAJIbHBIC CTAHAAPThI B obnactu
ACJIOIPOU3BOJACTBA U apXUBHOI'O JCJIa

MCTOANYCCKHUEC NJOKYMCHTBI 1 HAIITUOHAJIbHBIC CTaHAAPThI B obnactu yqéTa
JOKYMCHTOB U JOKYMCHTUPOBAHHBIX C(bep JACATCIIBHOCTH OPraHu3alun

HAyYHO-METOIMYECKUE KPUTEPUU DKCIIEPTU3BI LICHHOCTH PA3JIMYHbBIX TUIIOB U
BUJIOB JIeJT (JOKYMEHTOB)

HOPMATUBHBLIC ITPABOBLIC aKThbI Poccuiickoit CDez[epauI/H/I B o0J1acTu 3aIlIUThI
MNEPCOHAJIbHBIX TAHHBIX

HOpMaTHUBHBIE ITpaBoBble akThl Poccuiickoit deneparnuu B odnactu uHpopManuuy,
MH(POPMALIMOHHBIX TEXHOJIOTUH, 3aIUTHl HH(MOPMAIIMHN U IEPCOHANBHBIX IaHHBIX,

1u(poBoi TpaHchopMauu

HOpMaTHUBHBIE ITPaBOBBIC aKkThl Poccuiickoit deaeparuu B o0nactu
KOH(UICHIIMAILHOCTH WHHOPMAITUU

HOpMaTHUBHBIE ITpaBoBbIe akThl Poccuiickoit denepanuu B chepe
JIJIONPOU3BOJICTBA U apPXUBHOTIO /€A

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B cdepe
JIEJIONPOU3BOJICTBA

o011re MPUHIUIBI y4éTa U KOMITJIEKTOBaHHUS /1€ (JJOKYMEHTOB) OTPaHMYEHHOTO
JIOCTYTIa

OpraHU3alMOHHbIE TPUHIUIIBI UCTIOJIB30BAHUS JOKYMEHTOB OIPaHUUYE€HHOIO
J0CTyna

OpTraHHU3allMOHHBIC ITPUHIUIIBI KOMITJICKTOBAHUA OCIT (I[OKYMCHTOB)
OTpaHUYCHHOI'0 JOCTYyIIa

0COOEHHOCTH OpPTaHM3AlMK XpaHEHUS /1€ (IOKYMEHTOB) Ha Pa3IMuHbIX
HOCHTEIISX

OTEUYECTBEHHBIE U 3apYOEKHbIE CEPTUPHUIIMPOBAHHBIE CUCTEMbI
ABTOMATHU3MPOBAHHOI'O Y4€Ta apXUBHBIX A€J (JIOKYMEHTOB)

IMOPAI0K q)OpMI/IpOBaHI/H[ JOKYMCHTOB B KOMIIJICKTBGI, I'PYIIIbI, TUIIbL

IpaBuJjia CUCTECMATU3AlINN U KJ'IaCCI/I(l)I/IKaI_II/II/I HOKYMCHTOB

MpaBuJjIa XpaHeHUs Jied (TOKYMEHTOB) B COOTBETCTBUU C MX TUITAMH

cepTUHUIMPOBAHHBIE HHPOPMAITMOHHO-TTIOMCKOBBIE CHCTEMBI B 00JIACTH
pa3paboTKu HAyYHO-CIPABOYHOIO amnmnapara JOKYMEHTHPOBAaHHBIX cdep
JESTEIbBHOCTH OpraHu3aluu

CIOCOOBI ¥ TEXHOJIOTUH JIOKYMEHTHUPOBAHUSI PA3JIMYHBIX BUJIOB
po(hecCHOHANBLHOM e TeNbHOCTH

CPOKH BBITIOJTHEHHUS PA0OT MO OPraHU3aIMK UCTIOIb30BaHUS APXUBHBIX JIE
(IOKyMEHTOB)

CPOKH BBITIOJTHEHHUS PA0OT MO YYETY apXUBHBIX JIeN (JIOKYMEHTOB)

CPOKH BBITIOJTHEHUS paboT

CTaHapThI O(bOpMJ'IeHI/IH OopT: aHI/I3aI_[I/IOHHO-paCHOPHHHTCHLHOﬁ JAOKYMCHTAIIUN

TECOPCTUUCCKHUEC U METOAUYCCKHUEC ACIICKThI KOMIIJICKTOBAHHA U OKCIICPTU3EI
HCHHOCTH BCCX BUOB TOKYMCHTOB

TpeboBaHMs K 0()OPMIICHHUIO JIOTOBOPOB Ha PEATTU3AINIO YCIIYT BHEITHETO
XpaHeHus Aell (I0OKyMEHTOB)




Tpe6OBaHI/I$I K IMOATOTOBKE apXMUBHBIX CIIPABOK U BBIITUCOK U3 aPXUBHBIX
JOKYMEHTOB

TpeOoBaHUS K MpoLeccaM YHUUTOXKEHUS UH(DOpMALUY B TPAJIUIIMOHHOM U
AJIEKTPOHHOM BH/JIE

TpC6OBaHI/I${ K YCTAaHOBJICHHBIM HOpMaM BI)Ipa6OTKI/I

TpeOOBaHUs K YUETY 0COOO0 IIEHHBIX M YHUKAJIBbHBIX APXUBHBIX JIeJ (JIOKYyMEHTOB)

TpeOOBaHUS OXPAHbI TPYyJa

YHU(DUIUPOBAHHYIO CUCTEMY OPTaHU3AI[MOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTalUH.

1.4. KosimyecTBO 4aCOB, OTBOAMMOE HA OCBOEHHUE NMPO(eCCHOHATBHOT0 MOIYJIsI

Bcero yacos 490 yacos
B TOM 4HcCIIe B (hopMe IPaKTUUECKON NOAroTOBKU 478 yacoB

W3 nux Ha ocBoenue MJIK 406 yacos
B TOM YHCJIE CAaMOCTOsITeNIbHas paboTa () yacoB
MPAKTHKHU, B TOM 4ncie yueOHas 36 yacoB
MPOU3BOACTBEHHAs1 36 4acoB
[TpoMexxyTouHast aTTecTanus — KBaTU(PUKAITMOHHBIN 3k3aMeH 12 yacoB



2. CTPYKTYPA U COAEP KAHUE TPO®PECCUOHAJIBHOT'O MOAYJIA

2.1. CTpykTypa npo¢ecCuoHAIBLHOT0 MOAYJIsI

O06weM npoheccHoHaTFHOTO MOIYJIA, aK. Jac.
E O6yuenue mo MJIK
o) [IpakTuku
o 5 B TOM YHCIIE
2R
]
Konp! mpodheccroHambHBIX U HaumenoBanus pa3nenos Bcero, -g- ); K B 5 § 3
0OIIMX KOMIICTEHITHHA po¢eCCHOHATBHOTO MOIYIIS yac. = e £ ez = = =
=8 Bcero 8*“51)5 =g g E g5
m Z 8 8 = 2 ﬁg 3 Lc% 2 5 Vuebnas | IlpousBoacTseHHas
SE% 2B | 8®| 2L
= S E S~ = g =
1 2 3 4 5 6 7 8 9 10 11
K 2.1, 11K 2.2 Paznen 1. Opranuzauus u
OK 01, OK 02, OK 04, OK oOecrieueHrne OCHOB apXHUBHOM 100 100 100 40
05, OK 09 JEATENLHOCTH
K 2.1, 11K 2.2, Paznen 2. Opranuzanus
OK 01, OK 02, OK 04, OK | A€ATEIbHOCTH apXUBOB 100 100 100 40
05, OK 09
K 2.3, 1K 2.4, [IK 2.5 Paznen 3. Opranmsaiust apxuBHOTO
OK 01, OK 02, OK 04, OK | Acla 106 106 106 40 20
05, OK 09
K 2.3, TIK 2.4, IIK 2.5 Paznen 4. Opranu3zanus XpaHeHus
OK 01, OK 02, OK 04, OK | AOKYMCHTOB B apX1BC 100 100 100 40
05, OK 09
YueOHast mpakTHUKa 36 36 36
[IpousBo/icTBEeHHAs TPAKTHKA 36 36 36
[IpomexxyTouHas aTTecTanus
Beezo: 490 | 478 | 406 | 160 | 20 | | 36 36




2.2. TemaTnueckuii IJIaH U cofiep:kaHne npodeccnonaabHoro moayJs (IIM)

HaunmenoBanue O0béMm, akaj. 4. / Koxa IIK, OK
pa3fenoB U TeM B TOM 4HCcJIe B hopme
npo¢ecCHOHAIBLHOI0 Coaepsxanue y4eO0HOro MaTepuaJia, JJabopaTopHbie paéoThl M NPAKTHYECKHE 3aHATHS, NPaKTHYeCKOH
monayJs (IIM), caMoCTosITeJIbHAsI yueOHasA padoTa o0yyaouuxcs, KypcoBasi pa6ora (IIpoeKT) MOAr0OTOBKH, aKa. 4.
MeKIMCIUIIIMHAPHBIX
kypcoB (MAK)
1 2 3 4
Paznen 1. Opranu3auusi u odecrnevyeHrue 0CHOB APXHUBHOI 1eSITEILHOCTH 100/100
M/IK 02.01. Opranu3auusi ¥ HOpMATHBHO-NIPABOBbIE OCHOBBI APXHBHOTO JieJia 100/100
Tema 1.1. Conep:xxanue 34/34
Beenenue B I[IM u Breaenue B npeaMer. OCHOBHBIE TEPMUHBI U OTIPEICIICHHUS. 34 MK 2.1, 11K 2.2
M/IK. UcTopus CBa3b ¢ ApyruMu o01menpodecCHOHAIBLHBIMH U CIIEIHAIbHBIMU JUCHMILIMHAMA OK 01, OK 02,
BO3HMKHOBEHUSA Hcropust BOSHUKHOBEHUA apXHUBOB B J{peBHel Pycu OK 04. OK 05
apXuBHOM Hcropust apxusHOTo nena B Poccuiickoit umnepuu OI,< 09 ,
JAeSITeJIbHOCTH B HcTopus apxuBHOTO /iea B COBETCKUI epuoa
Poccuu Paseutue apxusHoro nena B Poccuiickoin @enepanuu
Tema 1.2. Conep:xxanne 34/34
HOpMaTI/IBHO- ApXHBHoe IIpaBO U ApXUBHOC 3aKOHOIATCIHCTBO 10 TIK 2_1’ TIIK 2.2
NnpaBoBas 0asa DTHYeCKUil KOJIEKC apXHBHCTOB OK 01, OK 02,
apXuBHOM IIpaBoBbIE OCHOBBI PErYJIUPOBAaHUS APXUBHOM J1EATEINBHOCTH OK 04, OK 05,
neATeJLHOCTH B ®enepanbubiii 3akoH oT 22.10.2004 Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoit OK 09
Poccun denepannn»
Cuctema ynpasieHus apXuBHbIM JesioM B Poccun. denepanbHoe apxXMBHOE areHTCTBO
B ToM unciie mpakTHUYeCKUX 3aHATHIL 1 1a00PaTOPHBIX padoT 24
Pabora B ipaBoBOIi 6a3e ¢ HOPMATUBHO-TIPABOBBIMHU JIOKYMEHTaMHU B chepe apXUBHOIO Jelia
Tema 1.3. Conep:xxanue 32/32
Oprannzanusi Opranuszanuu J0KyMeHToB ApxuBHOro (ponma Poccuiickoit denepariun 32 K 2.1, TIK 2.2
ApxuBHOro (poHaA CopemeHnHbIli coctaB ApxuBHoro ¢poHna Poccuiickoit depepanunu. OK 01, OK 02,
Poccuiickoii Knaccudukanus noxymenros ApxusHoro ¢onna Poccuiickoit ®eneparuu OK 04, OK 05,
Degepanuu KowmmekroBanne ApxusHoro ¢ponna Poccuiickoit @enepanum. OK 09

Cnucky UCTOYHUKOB KOMIUIEKTOBaHUS
ApxuBHas 3apyoOexnas Poccuka




Paznen 2. Oprannzanus AeATeIbHOCTH APXHBOB

100/100

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

100/100

Tema 2.1.

Conep:xanue

50/50

Buabl apxuBoB B
Poccun

Buner v pasHOBHIHOCTH apXUBOB. I 0cynapcTBeHHbBIE apXUBBI: BHUIbI, 33291, (PYHKIIHN
Certs (enepabHBIX TOCYIAPCTBEHHBIX aPXHUBOB

MyHuIIMTIATBHBIE apXUBBI: BUJIBL, 33791, (PYHKIIHN

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

ApPXUBBI OpraHU3aIuii; BUJbI, 33729, QyHKIIUU

[TpumepHbie onoxeHus 00 apxuBax. CTpyKTypa apXuBa

Opranuzaius Tpyaa nepcoHana

30

B ToM uncsie npakTHYECKUX 3aHATHH U J1a00PATOPHBIX PadoT

20

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

MK 2.1, TIK 2.2

OK 01, OK 02,

OK 04, OK 05,
OK 09

Tema 2.2.

Conep:xanue

50/50

IKkcnepTusa
LIEHHOCTH
JOKYMEHTOB

Opranunszanus T0KyMEHTOB B apXHBe

(moxyMeHTa bHBIN, apXUBHBIH, CTPaXx0BOH QOHABI M (POH/ MOTE30BaAHU)
OKcnepTH3a IEHHOCTH TOKYMEHTOB: 33a4H, IPUHLIMIIBI, KPUTEPUU
Bunbl 3KCIIepTHBIX KOMUCCHIA.

Odopmienne pe3yabTaToB IKCIIEPTU3bI IEHHOCTH JIOKYMEHTOB

Buns! Ilepeuneii JOKyMEHTOB € YKa3aHHEM CPOKOB XpaHEHUS

N3yuenune Tunosoro Ilepedns ¢ ykazaHueM CpOKOB XpaHECHHUSI

30

MK 2.1, TIK 2.2

OK 01, OK 02,

OK 04, OK 05,
OK 09

B ToM unciie npakTHYEeCKUX 3aHATHH U J1a00PATOPHBIX PadoT

20

Wzyuenne Ilepeunst THIOBBIX YIPaBIEHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yromuxcs

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

n OpFaHH3aHHﬁ, C YKa3aHHUEM CPOKOB UX XpaHCHUS

HBy‘leHI/IC HepeqHﬂ TUIIOBBIX APpXHWBHBIX JOKYMCHTOB, 06p3.3y}0H_[I/IXCH B Hay‘iHO-TeXHPI‘ICCKOﬁ

n HpOH3BO,I[CTBeHHOﬁ JACATCIBHOCTHU OpFaHI/I3aI_II/II>i, C YKa3aHHUEM CPOKOB XpaHCHUA

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

Paznen 3. Opranusanus

APXMBHOIO0 aA€jaa

106/106

M/IK 02.03. MeToauka u NpaKTHKA apXUBOBedeHHUS

106/106

Tema 3.1.

Conep:xanue

8/8

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

8

[IK 2.3, 11K 2.4,
IIK 2.5




JlokanbHbIE [onoxenue 06 sxcnepTHOM KomMuccur. [lnanbl-rpaduky npuéma Jien oT CTPYKTYPHBIX OK 01, OK 02,
HOpMATHBHbIE HoApa3AeieHUul U NepeJadn Je Ha FOCYAapCTBEHHOE XPAaHEHUE U IIPEACTABICHUS CBOIHBIX OK 04, OK 05,
JOKYMEHTBI apXuBa pa3zesioB onuceil B apXxuB OK 09
Conep:xkanune 16/16
Homenknarypa nen opranu3anuy: Ha3HaueHUe, PyHKIMK. Buasl 1 TUIIBI HOMEHKIIATYPHI A€. 8 IIK 2.3, [IK 2.4,
Krnaccudukanmonnas cxema HOMEHKJIATYPBI JelT TIK 2.5
[opsinox paboThl ¢ HOMEHKIATYPOH A€ OpPraHU3alK — HCTOYHUKA KOMIUIEKTOBAHUS OK 01, OK 02,
APXHUBHOTO YUPEKICHHS OK 04, OK 05,
Tema 3.2. B ToM ymciie mpakTHYeCKUX 3aHATHIL 1 1a00pPaTOPHBIX padoT 8 OK 09
HomenkiaTtypa gen BuyTpenHee 1 BHelIHee corIacoBaHKe, OPSA0K YTBEP)KIEHUS HOMEHKIATYPhI el
OpTraHu3alMy — UICTOYHUKA KOMILICKTOBAHHS apXHUBHOTO YUPEKICHUS
Cocrasnenue u oopMIIcHHE HOMEHKIIATYPHI Jie]T OPraHU3allui — ICTOYHUKA KOMIUIEKTOBAHUS
APXHUBHOT'O YUPEKICHUS
3akpeITHE, COCTaBICHUE U 0QOPMIICHHE HTOTOBOM 3allCH K HOMEHKJIATYpE /€] OpraHu3aluu —
HUCTOYHUKA KOMIUIEKTOBAHUS aPXUBHOTO YUPEKACHUS
Tema 3.3. Conep:xxanue 12/12
Odopmitenne IToaroroBka Aen Kk apXUBHOMY XPaHEHUIO 6 1K 2.3, [1K 2.4,
apXMBHOIO J€eJj1a Cocras YYETHO-CIPABOYHBIX JOKYMEHTOB apXUBHOTO JieJia TIK 2.5
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIL M J1a00pPaTOPHBIX padoT 6 OK 01, OK 02,
Hywmeparust TucTOB apXUBHOTO Jera. OK 04, OK 05,
Cocrasnenue u oopMiIeHHE BHYTPEHHEH OMUCH U JIUCTA-3aBEPUTENSI apXUBHOTO JeJia OK 09
Cocrasnenue u opopMIICHHE KapThI-3aMECTHUTEISL, JIMCTa UCTIONb30BaHHUS apXUBHOTO JeJia
Cocrasnenue u opopMIIEeHHE PEKBU3UTOB OOJIOKKH apXUBHOTO Aeja
ITpomnBKka apXUBHOIO 1€
Tema 3.4. Conep:xanne 16/16
ITepenaua [opsinok nmepenaum TOKYMEHTOB Ha apXUBHOE XPaHEHHUE. 8 1K 2.3, [IK 2.4,
JOKYMEHTOB ApxuBHas ONKCH: Ha3HAYECHHE, QYHKIIUH, BUIBI MK 2.5
Ha apXHBHOE [opsimox opopmiieHus U pabOThI ¢ apXUBHOW OIMHUCHIO. OK 01, OK 02,
XpaHeHHUe Omnucu f1en CTPYKTYpHBIX NOApa3eeHuH OK 04, OK 05,
Omucu Aen opraHu3aIny; OK 09
MTOCTOSTHHOT'O XpaHEeHHS, 110 IMYHOMY COCTaBY, BPEMEHHOTO CpPOKa XpaHeHHs cBbIme 10 et
Onucu 3MEeKTPOHHBIX AeT (JOKYMEHTOB) OpTaHN3aluN
Brienenue JOKyMEHTOB K YHHUTOXECHHUIO
B ToM yHc/Ie MpaKTHYECKUX 3aHATHIL H J1a00pPaTOPHBIX padoT 8




CocTaBnieHue u 0OPMIICHUE OITUCH JIENI CTPYKTYPHOTO TIOPa3ICICHHS

Cocranenue u 0ohopMIICHHC OTIHCH 1€ OPTaHU3aIIH

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

Tema 3.5. Conep:xkanue 8/8
Y4éT N0KYyMEHTOB B VY4éT TOKYMEHTOB B apX¥BE: IPUHIIMITBI, CIUHHIILI yUETa, YIETHBIE GOPMBI 4 1K 2.3, [IK 2.4,
apxuBe Bu/b1 OCHOBHBIX apXUBHBIX CIIPABOYHUKOB. APXHUBHAS 3BPHUCTHKA [K 2.5
Cucrema HCA: HasHaueHue, BUIbI IIOUCKOBBIX CHCTEM OK 01, OK 02,
B ToM unciie npakTHYeCKUX 3aHATHH M J1a00paTOPHBIX PadoT 4 OK 04, OK 05,
Nzydenune coctaBa ¥ 3aI0THEHNST OCHOBHBIX YUIETHBIX (OpPM apxuBa (KHUTA yd€Ta OK 09
MOCTYIIJICHUA
Y BBIOBITHSA A€ (IOKYMEHTOB), JIUCT (POHIIA, pEecTp OMucel, CTUCOK (OHIOB)
Tema 3.6. Conepsxkanue 20/20
Hcnoan3oBanue OpraHu3aiys UCI0JIb30BaHUS IOKYMEHTOB apXHBa: HOPMATHBBI, LIEJIU U (DOPMBI 10 IIK 2.3, [IK 2.4,
JOKYMEHTOB apXHBa JocTyn kK apXUBHBIM JJOKYMEHTaM. Bbijaua TOKYMEHTOB BO BpEMEHHOE TI0JIb30BaHHE IK 2.5
Bupl 3a11pocoB ¥ CPOKHU UX BBITIOJIHEHUS. OK 01, OK 02,
[IpenocraBneHne OTBETOB Ha 3aIIPOCHI: APXUBHBIE CIIPaBKa, KOMHS, BHIITACKA OK 04, OK 05,
Y4éT 1 aHaTN3 UCTIONB30BAHUS APXUBHBIX IOKYMEHTOB OK 09
B ToM unciie mpakTHYeCKUX 3aHATHIL U 1a00PaTOPHBIX padoT 10
Cocrapnenue u 0QopMIIEHIE apXUBHOM CIIPaBKU Ha COMMATHLHO-TIPABOBOM 3aIIpocC
CocTtaBneHue u 0pOpMIICHHE OTPUIIATEIIEHOTO OTBETA HA ApXUBHBIHN 3aIpOC
CocraBiienue 1 0OpMIICHHE aKTa O BbIaue Jien (JIOKYMEHTOB) BO BPEMEHHOE IMOJIb30BaHUE
Kypcosasi padora o6sizarennnas mo MJIK 02.02 20

[IpumepHas TemaTuka KypcoBOW pabOTHI:

1. MeTroauka nopsjka nepeaayu Jeil B apXHB.

2.Cuctema Mep 1o 00eCreueHNI0 COXPAaHHOCTH JTOKYMEHTOB.

3. Cucrema Hay4HO-CIIPAaBOYHOTO armapara.

4. 3HaueHue ONTUMAIBHOTO YCTPOWCTBA apXUBa I 00ECIIEYCHHsI COXPAHHOCTU
JIOKYMEHTOB.

5. Onucanue apxXuBHBIX JOKYMEHTOB.

6. Teopernueckre U MPaBOBbIE OCHOBBI KOMILIEKTOBAHMSI.

7. Opranu3zanus NpoOBeICHUS SKCIEPTU3bl IEHHOCTH JOKYMEHTOB.
8. TeopeTnueckne OCHOBBI SKCIIEPTU3bI LIECHHOCTH JJOKYMEHTOB.

9. Cucrtema yuyera apXUBHBIX JOKYMEHTOB.




10. lesTenbHOCTh HAIIMOHATLHOTO apXuBa MOCKOBCKOH 00J1aCTH.

11. ®yHKkuMu U IpaBa SKCHEPTHOW KOMUCCHH, TTOPSIOK €€ paboThI.

12. YHUUTOXEHUE TOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS.

13. DkcnepTU3a IEHHOCTH TOKYMEHTOB M KOMILIEKTOBAaHUE apXHUBa OpraHU3aliu.
14. Ha3gayeHue U BUABI KATAJIOTOB.

15. Vcropust apxuBHOTO Jiesia B AOPEBOJIOLMOHHON Poccun.

16. Ilopsaok pa3MernieHust 1 00ecredeHre COXPaHHOCTH JIOKYMEHTOB B apXUBax.
17. 3nagyenne crpaxoBoro GoHaa u HoHAA MOIB30BAHUS APXUBHBIX TOKYMEHTOB.
18. Onuch e — 6a30BbIN apXUBHBIA CIIPABOYHUK.

19. ApxusHoe neno B gopeBoitonnonHoi Pocenn (X1 — navano XX BB.).

20. Opranu3zanusi paboThl YUTAIIBHOTO 3aJIa apXHBa.

21. UcnonHenwue 3ampoca (pU3NIeCcKOro JIMIa B ApXHUBE: BUJIBI, TOPSIOK 0OpMITCHUSI.
22. DTU4eCcKUuEe HOPMBI TIOBE/ICHHS apXUBHCTA.

23. ®akTopsl pa3pylIeHUs JOKYMEHTOB.

24.MecTo apXMBOB B COI[MATBHON MaMsITH 00IIEeCTBa.

25. ApXUBHBII MEHEPKMEHT U MapKETHHT .

26.ITpaBoBbIE OCHOBBI CO37aHMs U PAOOTHI ApXUBA OPTaHU3AIIHH.

27. ApxuBHOe 3akoHOaTeNbCTBO Poccuiickoit peneparuu B 1990-e Tr.

28. HopmaTHBHO-METOIMYECKUE IOKYMEHTHI, perilaMeHTHPYIoIIe paboTy apXHUBOB.
29. Vcnonb30BaHMs apXUBHBIX JOKYMEHTOB B pa3IMYHBIX c(hepax IesTeTbHOCTH.
30. denepanbHOE apXUBHOE ar€HTCTBO — OCHOBHOW OpraH yIpaBJIE€HUS apXUBHBIM
nenoM B Poccniickoit denepanun.




Y4yeOHas NpaKTHKA

Buab1 padoT:

PaccMoTpenure cTpyKTypsl yapesKIeHHsT/ OpraHu3aii/ IpeANPUSITHs (Jajiee — OpraHu3aIlii ), COCTABICHUE CXEMBI
OpraHM3aIMOHHON CTPYKTYPHI, ONPEeIIeHHe HCTOYHNKOB KOMITJICSKTOBAHUS apXUBa opranuzanun. Mzydenne
JIOIDKHOCTHON MHCTPYKIIHU apXUBHUCTA.

CocraBieHue crucKa HCTOYHUKOB KOMITJICKTOBaHHS apXHBa OPraHU3allly, ONpeiesIeHIe TPaHUL] apXUBHOTO (OH/A.
CocraBieHue cxeMbl pa3MelIeHUs CPECTB XpaHeHus. PaccMoTpenne Tonorpaguyeckux ykaszaTesieid B apXUBOXPaHUIIUIIES
opranuzanuy. O3HaKOMJICHHE C TPaBUIIaMH BEJCHHUS JKypHAJIOB HaOMIOICHHS 32 TEMIIEPaTyPHO-BIaXHOCTHBIM PEXHUMOM
B apXHMBOXPaHUIIHUIIIE.

[ToaroroBka Aen K apXHBHOMY XpaHEHHIO, B TOM YHUCIIE: U3ydeHHE TOKYMEHTOB B LIEJSIX ONPENEICHHUS CPOKOB MX
XpaHEHUs, HyMepaIs JIMCTOB apXUBHOTO Jelia, COCTaBIICHUE W 0(OPMIICHNE BHYTPEHHEH OIMUCH U JIFCTa-3aBEPUTEIS
ApPXUBHOTO JIeNIa, COCTaBICHUE W O(OPMIICHUE KapThI-3aMECTHTEIS, INCTA NCIIOIH30BAHMS aPXHUBHOTO JIENa, COCTABICHUE
1 opopmIteHIE PEKBU3UTOB OOJIOKKH apXUBHOTO JIeJia, MPOITUBKA apXUBHOTO JeTa.

CocraBieHue apxUBHOH OTHCH JIeJI TOCTOSTHHOTO XpaHeHus. OdopmiieHre OMmucH Aed 1Mo TUYHOMY cocTaBy. OdopmiieHue
onucy aen BpeMeHHoro (cBbiie 10 j1eT) cpoka XpaHeHusl.

OdopMmieHHe JOKYMEHTOB TI0 Pe3yJIbTaTaM MPOBEPKH HATMYHUS M COCTOSHUS IOKYMEHTOB B apXUBE, O BBIJICIICHUU K
YHUUYTOXCHUIO apXUBHBIX NJOKYMCHTOB, HC IMMOAJICIKAIINX XPAHCHUIO.

O3HaKOMJIEHHE C HICTOYHUKAMU U MTOPSIKOM KOMITIEKTOBaHUS (hOH/A MOoIb30BaTens. O3HaKOMIICHHE C TTOPSIIKOM BBIIAdH
ApPXUBHBIX JIOKYMEHTOB, 0()OPMIICHHE MA0II0OHOB 3alIPOCOB Ha BBIJIA4y apXHBHBIX JOKYMEHTOB. [loroToBKa OTBETOB Ha
3aMpoCkHl: ApXUBHBIE CIIPaBKa, KOIHS, BHIITACKA

Pabora ¢ nHpOPMAIMOHHO-TIONCKOBBIMU CUCTEMAaMH ¥ AJIIEKTPOHHBIME KaTajJoraMH apXHUBOB.

36/36

IIpousBoacTBeHHasi IPAKTUKA (110 NPO(PUIIIO CHIEHUATBHOCTH)

Buasbi pador:

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

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

VYyacTre B KOMIUIEKTOBAHUH apXUBa OPraHU3all1 AeJaMHi (JOKYMEHTaMHM) IIOCTOSIHHOTO U IOJITOBPEMEHHOTO XPaHEHUS.
WzyueHne apXMBHBIX TOKYMEHTOB OpTaHU3aINH C LIEIbI0 UCKITIOYEHHS TyOIeTHOCTH HHPOPMAIUH, TPOBEPKH
(u3nUecKoro cocTosHU el (MMOTUCTHBINA MpocMoTp Aed). CrucreMaTn3anisi JOKYMEHTOB B COOTBETCTBUH C BRIOpPaHHOMH
OpraHu3aiueil cxemoil.

IIpuMeHeHne cxeMbl pa3MELIEeHUs CPEICTB XPaHEHUS apXUBHBIX JJOKYMEHTOB OpraHU3aluy IpH pUEME aeil
(mOKyMEHTOB) Ha XpaHEHHE.
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Odopmienne Tonorpaguyeckux ykaszaTesei B apXuBOXpaHuIuile opranuzanui. OQopmieHre SpIIbIKOB Ha IEPBUYHBIC
CpeICTBa XPaHEHHUS.

Pa3merienue nomnosHeHns: apXuBHOro GoHAA.

Odopmienne yu4€THBIX JOKYMEHTOB MTOCTYTUICHUS W BBIOBITHS JIEI.

Odopmienne ToKyMeHTaluy 1o y4éty hoHIa moyib30BarTens, GoTo-, ayIMOBU3YaJIbHBIX JOKYMEHTOB, 3I€KTPOHHbIX
nokymeHToB. Odopmienne yu€THbIX GOpM apXuBa OpraHU3allH.

VYyacTue B IpOBEACHNH 3KCIIEPTU3BI IEHHOCTH IOKYMEHTOB OpraHU3ali Ha OCHOBAHWN HaYYHBIX KPUTEPUEB X
LIEHHOCTH 1 HOPMaTHUBHBIX JOKYMEHTOB: NIepeyHeil 1 HOMeHKIaTyp. OnpeaeeHne CpoKOB XpaHEeHHs TOKYMEHTOB U AeJl.
OdopMieHre KapTOUYCK-3aMECTUTEIICH JIena.

[IpoBepka HaTM4YMS U COCTOSHUS APXUBHBIX JOKYMEHTOB OpraHU3alliy. BeIABICHNE TOKYMEHTOB C IOBPEXACHUSMU
MaTepHaJbHBIX HOCUTEJICH.

Opranun3zanyst po3bicka HeoOHapyKeHHbIX Ae. OdopmieHne TOKYMEHTAIMH MO PE3yJIbTaTaM MPOBEPKH.

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

CocraBieHue apxXUBHOH OMHCH JIeJI TOCTOSTHHOTO XpaHeHus. OopMIileHHe OMUCH el 110 TMYHOMY COCTaBYy.
Odopmienne onucu aei BpeMeHHoro (cBbitie 10 eT) cpoka XpaHeHus..

[Touck nHpOpMaK MO 3aPOCy MOJIB30BATEINS, B TOM YHCIIE C UCIOIb30BAHHEM aBTOMATU3UPOBAHHBIX CHCTEM.
VcnonHeHune 3ampocoB 10 MOUCKY apXUBHBIX 1€ (JOKYMEHTOB) OpraHNU3aliH, B TOM YHCJIE C HCIOJIb30BAHHEM
MH(QOPMALIMOHHBIX TEXHOJIOTHH.

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

ITonsTHE «PEXKUM XPAHEHUS JOKYMEHTOBY.

Cy1ecTByOIHE PEKUMBI XpaHSHUS TOKYMEHTOB

Pa3smenienme 1okymMeHTOB B apxuBe. Tororpaduieckue ykazatTeiau

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

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

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




JIOKYMEHTOB B

B ToM ymciie mpakTHYeCKUX 3aHATHIT 1 1a00pPaTOPHBIX padoT

10

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




3. YCJIOBUA PEAJIMBALINU TIPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00eceYeHn o

Peanmzanuss  y4eOHOM  aucuMIuiMHBl — TpeOyeT Hanmuuusi Kabunera «KaOuner
apXUBOBEICHU», TabopaTopun «Jlaboparopusi apXUBHOTO JeIay, OCHAIIEHHBIE B COOTBETCTBUU
¢ 00pa3oBaTeNbHON IPOrpaMMOM IO CIIEIHATBHOCTH.

Obopyoosanue yuebrnoco kabunema.
— CrangaptHas yueOHasi MmeOenb:
— Cron nuchbMEHHEIH;
— Cromnbl yueHUYECKHUE;
- Cryn oucHsIit;
—  Crynbsl y4EHUUYECKUE;
— Jlocka ayuropHas;
- Kadenpa.
Jlemoncmpayuonnoe obopyoosarue u yuebHO-Ha2si0Hble NOCOOUSL:
—  CreHapl
Obopyodosanue, mexnuueckue cpedcmaa 00yuenus:
- TIK;
— IIpoexrop;
- DkpaH.
IIpoepammmnoe obecneuenue:
1. Desktop School ALNG LicSAPK MVL.
a. Office ProPlus All Lng Lic/SA Pack MVL Partners in Learning
b. Windows 8/
2. UntepHer-Opay3epsl Google Chrome, Firefox.

3.2. UudopmanuonHoe odecriedeHne 00y4YeHust

OcHoBHas JiuTepaTypa

1. Packun, [I.W. Metonuka W TpaKkTUKa AapXWUBOBEIEHUS: YYECOHUK IJIsi CPEAHETO

npodeccuonanbHoro oopazosanus / [. M. Packun, A. P. CokonoB. — MockBa: U3marenbcTBo
FOpaiit, 2022. — 339 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-02419-7. —
Texcr:  snexktponHsid  //  OOpazoBatenbHass  miarpopma  FOpait  [caiit]. —

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

JlonoIHUTeIbLHAS JTUTEpPaTypa

1. Koznos, B. Il. ApxuBoBenenue: yueOHUK U pakTukyM uig By30B / B. I1. Ko3nos.
— Mocksa: U3garensctBo FOpaiit, 2022. — 329 c. — (Bsiciiee o6pazoBanue). — ISBN 978-5-
534-14066-8. — Tekct: anekTpoHHbI // OOpa3oBatenbHas miatdpopma Opait [caliT]. —
URL.: https://urait.ru/bcode/496661

2. [TaBmoBa, P. C. [lenonpoun3BoicTBO 10 0OpaleHUsIM TpaXkaaH: yueOHoe mocodue
st CIIO / P. C. IlaBnoBa. — Cankr-IletepOypr: Jlanp, 2022. — 324 c.: mwi. — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-8114-9925-0.

3. [TomoB, A.B. ApxwuBoBenenue. 3apyoOexxkHas Poccuka: ydeOHUK ISl CpEIHETO
npodeccuonanbHOro obpazoBanus / A. B. IlormoB. — Mocksa: UznarensctBo Opaiit, 2022. —
168 c. — (IIpodeccunonansnoe obpazoBanme). — ISBN 978-5-534-10240-6. — Tekcr:



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

4, Packun, JI. 1. ApxuBoBenenue: y4yeOHuk mns By3oB / JI. W. Packwum,
A. P. CokonoB. — 2-¢ uzn., ucnp. u aon. — Mocksa: U3natenscTBo FOpaiit, 2022. — 468 ¢. —
(Beiciee  obpazoBanme). — ISBN 978-5-534-15245-6. — Tekct: 2nekTpoHHBIA //

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

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

6. IlemenkoBa, C. 1. ApxuBoBenenue. VMcropus apxuBoB Poccun ¢ apeBHeHIImMx
BpeMeH J10 Havana XX Beka: yuebHoe nocodue Juisi cpeiHero npodeccuoHanbHOro 00pa3oBaHus
/ C. W. llemenkoBa; nmoja HayuHou pemakiueid JI. H. Ma3yp. — Mocksa: M3natenscTBo FOpaiiT,
2022. — 153 ¢. — (IIpodeccuonansuoe odbpazoanue). — ISBN 978-5-534-10241-3. — Tekcr:

AJICKTPOHHBIN /l OO6pa3zoBatenbHas miaropma Opaiit [caiiT].—
URL.: https://urait.ru/bcode/495215
1. [llaxomanoBa, O.FO. Oprarmzamusi TOCYIAapCTBEHHBIX yupexaeHui Poccuu:

yuebHoe ocobue st cpeanero npodeccuonansuoro oopazosanus / O. FO. [llaxonanosa. — 2-¢
u3., mepepad. u gom. — Mocka: U3aarensctBo FOpaiit, 2022. — 161 ¢. — (IIpodeccrnonaibHoe
obOpazoBanmue). — ISBN 978-5-534-12448-4. — Tekct: snexTponHslii // OOpa3oBaTenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/496292

Cocrtas nporpammuoro odecnneuenus (I10), copeMeHHBbIX IpodeccHOHATBHBIX 023 JAHHBIX
B/I u nnpopmanuonno-cnpasounbie cucrtem (MCC) (2025 r.)

Crnioco6 pacripocTpaneHus
No Haunmenosanue I10 [IpousBoauresnn (ruyensuonnoe
c80000H0O
PACnpoOCmpansiemoe)
1 Windows server https://www.microsoft.com JInneusnonHoe
2012
9 Microsoft office https://www.microsoft.com JInneHnsuonHoe
2010/2013
3 KOMIIAC-3D LT https://kompas.ru/kompas-3d- CBo0ogHO
It/about/ pacrpoCcTpaHsieMoe
4 GIMP https://www.gimp.org/ CBo0ogHO
pacIpoCTpaHsIeEMOe
5 Notepad-++ https://notepad-plus-plus.org/ CBo0ogHO
pacupoCTpaHsIeEMOe
5 PDE24 Creator https://www.pdf24.org/ru/ CBo00ogHO
pacupoCTpaHsIeEMOe
F app.diagrams.net https://app.diagrams.net/ CBo00ogHO
pacupoCTpaHsIeEMOe
8 Geany (with Python https://geany.org/ CB00OIHO
3.12) https://www.python.org/ pacrpocTpaHsieMoe
) . https://www.visual- CB00OIHO
9 Visual Paradigm paradigm.com/editions/commun acIIpOCTPaAHIEMOE
Community Edition iy pactpoctp
10 STrexe Teremoct https://telemost.yandex.ru/ CB000gHO
pacupoCTpaHsIeMoe



https://urait.ru/bcode/496292
https://www.microsoft.com/
https://www.microsoft.com/
https://kompas.ru/kompas-3d-lt/about/
https://kompas.ru/kompas-3d-lt/about/
https://www.gimp.org/
https://notepad-plus-plus.org/
https://www.pdf24.org/ru/
https://app.diagrams.net/
https://app.diagrams.net/
https://geany.org/
https://www.python.org/
https://www.visual-paradigm.com/editions/community/
https://www.visual-paradigm.com/editions/community/
https://www.visual-paradigm.com/editions/community/
https://telemost.yandex.ru/
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Kaxnpiii  oOywaromumiics B TEUYeHHE BCEro Imepuoaa oO0ydeHHs oOecrednBaeTcs
WHIVBUIYAIbHBIM HEOTPAHUYCHHBIM JIOCTYIIOM K 3JICKTPOHHO-OMOJIIMOTEYHOW CHCTEME U
3IEKTPOHHON MH(OPMaLIMOHHO-00pa30BaTeNIbHOM cpeie.

3.3. BociuratebHas COCTABJISIIONIAS IIPOTPAMMBbI

BocnuratensHas crucrema HarpasiieHa Ha ()OPMHUPOBAHUE U Pa3BUTHE UHTEIUICKTYaIbHOM,
KyJIBTYpHOH, TBOPUYECKOW, HPABCTBEHHOH JIMYHOCTH OOYyYaromIerocsi, Oyaylero CrenuaaucTta,
coyerarouiero B cebe mpodeccHoHaNbHBIE 3HAHUS M YMEHHUS, BBICOKHE MOpaJbHBIE U
aTPUOTHYECKHE KayecTBa, 00J1a/1al01ero NpaBoBOi U KOMMYHUKAaTUBHOM KyJIbTYPOH, aKTUBHOU
IpaKAaHCKOW MO3ULUEN.

Jucuunmuaa [IM.01 OcyectBiieHne OpraHu3alMOHHOTO M JTOKYMEHTAallMOHHOTO
o0ecrnievueHus AeATeIbHOCTH OPraHUu3allii CIIOCOOCTBYET PA3BUTHIO JIMYHOCTHBIX PE3Yy/IbTaTOB B
cootBeTcTBUU ¢ [Iporpammoii Bociutanusi 00y4aronuxcsi.

3.4. IlpumMeHeHUe YJIEKTPOHHOI0 00yUYeHHs U AUCTAHIIUOHHBIX 00Pa30BaTeIbHbIX
TEeXHOJOT Uil

[Tpu peanu3zanuu oO6pa3zoBaTeNbHON MporpaMMbl 0Opa3oBaTeNlbHas OpraHU3allUs BIPaBe
OPUMEHSATH 3J1eKTpoHHOe oOyuyeHue (D0) M AMCTAHIMOHHBIE 00pa3oBaTeIbHBIE TEXHOJIOTUU

(AOT).

ITon o»nekTpoHHBIM OOyYe€HHUEM TOHUMAEeTCsl  OpraHu3anus o0pa3oBaTENbHOM
JIeSTeTLHOCTH C MPUMEHEHUEM CoJIeprKaliieiics B 0a3ax JaHHBIX U UCTIOIb3YEMO P pean3aliuu
00pa3zoBaTeNbHBIX TPOrpaMM HH(MOPMAITUU U 00ECTICUNBAIONINX €€ 00padoTKy HH(OPMAITMOHHBIX
TEXHOJIOTHI, TEXHUYECKUX CPEJICTB, a TaKKe NHPOPMAIIMOHHO-TEIIEKOMMYHUKAITMOHHBIX CETEH,
o0ecreunBarOMX TMepenadyy Mo JUHUAM CBSI3M yKa3aHHOW HMHQOpMalUM, B3aUMOJCHCTBHUE
0o0ydJaronuxcsi ¥ rnenarorndeckux padboTHukoB. [loj AMCTaHIIMOHHBIMEU 00pa30BATEIbHBIMU
TEXHOJIOTHSIMH TIOHHUMAIOTCS 00pa3oBaTelibHbIE TEXHOJOTHUHU, pPealu3yeMble B OCHOBHOM C
npuUMeHEeHHeM WH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIX CETed TIPH OMOCpPEOBAaHHOM (Ha
pPacCcTOSTHUM) B3aUMOICHCTBUU O0yUAIONINXCS U TIeIarOTHYeCKIX PaOOTHHUKOB.

3.5. OcoOeHHOCTH OpraHu3amuM o0pa3oBaTeNbHON AeATeJbHOCTH JJfA JHUIl C
OrpaHMYEeHHBIMHU BO3MOKHOCTAMMU 3/10POBbSI

Ananrarus paboyeil mporpaMMbl AUCHUIUIMHBI IPOBOAUTCS MPU PEANNU3aLUH aAaI TUBHON
oOpa3oBaTeNbHOW  TporpaMMbl  (IpW  TNPEAOCTABICHUM  WHAMBUIYAIbHOM  MpPOrpamMMbl
peabmwmmtanuu win abunurauuu (MIIPA) unaBanmuna pa3pabareiBaeTcsi B COOTBETCTBHHM C €TI0
noTPeOHOCTAMH) — B LEMIX OOECIeYeHHsT NpaBa HHBAJIUAOB M JUI C OTPAHUYCHHBIMU


https://www.consultant.ru/

BO3MOXKHOCTSIMH  3/I0POBbSl Ha TIOIy4eHHE MPOPECCHOHATBLHOTO OOpa3oBaHUs, CO3aHHA
HEOOXOJUMBIX JJISl TIOJTYYEHUS! CPEAHEro Mpo(ecCHOHAILHOTO0 00pa30oBaHUs yCIOBUH, a TaKkKe
oOecrieyeHHus JIOCTM)KCHUS OOy4JalOMMMHUCS WHBAIMJAMH M JUIAMA C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMU 37I0POBbSI PE3YJIbTaTOB (POPMHUPOBAHHS MPAKTHYECKOTO OIIBITA.

I/IH(bOpMaL[I/I}I (6] ClICOMUAJIbHBIX  YCJIOBUAX, CO3JaHHbIX  JJIA 06yqa101u14xc>1 C
OrpaHHYEeHHBIMH BO3MOKHOCTSMH 370POBBS, pa3MelicHa Ha caiite ¢ummana (https://www.dom-
rsuh.ru ).

Jiia oOyuenust uuBanuaoB U jui ¢ OB3, uMeomux HapyleHus: OIOPHO-IBUTATEILHOTO
anmapara 00eCHeYMBAIOTCS YCIOBHUS OECHPEMATCTBEHHOTO JOCTYyINa B y4eOHBbIC MOMEIICHUS,
CTOJIOBYIO, TyaJieTHbIC, APYyrue IMOMENIeHUsl (HaJW4Yue MaHAYyCOB, MOPYYHEH, paCIIMPEHHBIX
JBEPHBIX IPOEMOB U JIp.).

OCHaH_IeHI/Ie KaOMHeTa JJIA 06yqaloumxc;1 C pa3/IMYHbIMHU BUAAMH OI'PaHUYCHUA 310POBbA
JOJDKHO OTBCYATh 0COOBIM O6pa3OBaTeHLHLIM HOTpe6HOCT${M o6y11a10u1nxc;1 HMHBAJIMA0B U JIUII C
OI'paHHUYCHHBIMHU BO3MOKHOCTSAMH 310POBbSI. Kabuner JOJI2KCH OBITH OCHallICH 060py,Z[OBaHI/IeM n
y‘le6HHMI/I MCCTaMH C TCXHUYCCKHUMU CPCACTBAMU O6y‘IeHI/I$I JJIA 06yqa}01uﬂxc;1 C pa3jIMYHbIMHU
BUJaaMH OFpaHI/ILIeHI/Iﬁ 310pPOBbA.

Kabunet, B koTOpoM 00y4aroTcs JiMIla ¢ HAPYIICHUEM CIyXa, OJDKEH ObITh 000pyA0BaH
WHIYKITHOHHBIMU CUCTEMaMH (MHIYKIIMOHHBIMH MIETIISIMH ).

Jns cnaGoBuAsImUX OO0y4arommxcs B KaOMHETe MpelycMaTPUBAETCS HATU4YHe KOMIBIOTEPHOU
TEXHUKU [JJIs TPOCMOTpa y4yeOHON WHpOpMAIMK TMPH I[OMOIIU BHAEO-YBEITUUYHUTENCH,
UCIIOJIb30BaHUE KIIaBUATYPHI co mpudToM bpaiins.

Jlnst oOydaronmMxcsi ¢ HapyleHHeM OMOPHO-ABUIaTeNbHOIO amnmapara KaOMHET JTO0JKEH
ObITH 000PYIOBaH aAANTUBHBIMU APTaMHU C PETYJIIMPOBKOI BBICOTHI.

BI)IIHGYKaBaHHOG OCHAlICHUC YyCTAHABJIMBACTCA B KabuHere IIpyU HAJTMYUHU 06y11a}01111/1x051
M0 Al TUPOBAHHOW 00pa30BaTEIbHON MPOrpaMME C YY€TOM HMEIOMICTOCs THIA HAPYIICHUI
37I0POBBS Y 00YUaIOIIETOCS!.

ITpu HEOOXOIUMOCTH MPENOCTABIISAIOTCS OECIIATHO ClielUabHble YIEOHUKH U y4eOHbIe
noco6wus, nHast yueOHas mureparypa. Fimeercst BO3MOXKHOCTB ITPEAOCTABIEHHS YCIIYT aCCHCTEHTa,
okaszbIBaroliero ooyqaromumcs ¢ OB3 He0O0X0IMMYI0 TEXHUYECKYIO TOMOIIb, B TOM YUCIIE YCIYT
CYpZIOTIEPEBOTYUKOB M TU(HIOCYPIOTIEPEBOTINKOB


https://www.dom-rsuh.ru/
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kon n HaumeHoBaHue
po¢eCCHOHATBHBIX
H OOIIMX KOMIICTCHIINH,
bopMHUpyEMBIX
B paMKax MOYJis

Kpurepuu onenku

MeTtonnl onieHkun

I1K 2.1. OcyuiecTBisTh
KOMIUIEKTOBAHHE
apXUBHBIMU JI€IaMU
(lokymMeHTaMu) apxuBa
OpraHu3aluu

Co3znanue JToKaIbHbIX HOPMATHUBHBIX
JIOKYMEHTOB M MPOTOKOJIOB
3aceJlaHUM SKCIEPTHOU KOMUCCUH
opranuzauuu. [IpoBenenue
AKCIEPTU3BI IGHHOCTH JOKYMEHTOB
OpraHu3aIuu.

Texymui KOHTPOJIb:
Pemienune rectoBbIx
3aJaHUI

3amura pedepaToB
VYeTHbII onpoc

[Ipomexxyrounas
aTTeCTaIUs:
KpanmudukanuoHHbIi
JK3aMeH

[IK 2.2. Bectn yuér
ApPXUBHBIX JEIT
(IIOKyMEHTOB), B TOM
YHCIIe C UCTIOIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

Y4ér apXUBHBIX 1€ (JOKYMEHTOB)
MOCTOSIHHOTO ¥ BPEMEHHOTO
XpaHeHus. YU€t pOHIOB U OIHUCEH
ApXUBHBIX A€ (JOKYMEHTOB). YUET
BBIJIAYU apXUBHBIX JI€TI
(IOKYMEHTOB) U3 apXUBOXPAHUIIUIIIA
U UX BO3Bpara. YUET U KOHTPOJIb
nepeaadn apXuBHBIX JE
(IOKYyMEHTOB) B rOCYJapCTBEHHBII/
MYHUIIUTIATBHBIN apXUB WU Ha HHOE
BHEIIHEE XpaHEHHE. YUET U PO3BICK
HEOOHapYKEHHBIX JIeN
(moxymentoB). Benenue nen honmoB

Texymui KOHTPOJIb:

Perienne TecTOBBIX
3aJIaHUN

3amuTa pedeparon
YcrHbIit onpoc

IIpomexyrounas
aTTecTalus:
KpamudukaroHHbIit
9K3aMEH

I1K 2.3. OcymiecTBasTh
XpaHCHHE apXUBHBIX e
(ITOKyMEHTOB) C
MOCTOSIHHBIM CPOKOM
XpaHEHHS U 110 JINYHOMY
COCTaBy B apXHBE
OpraHu3aIu

Coznanue onuceil 1en (JOKyMEHTOB)
OpTaHHU3aINH ITOCTOSHHOTO CPOKa
XpaHEHUs U 10 JIMYHOMY COCTaBYy.
Pa3menienne apXxuBHbBIX A€l
(IOKyMEHTOB) B apXUBHBIX
XPaHWIHINAX B COOTBETCTBUU C
BBIOpAHHOM CXeMOU KIacCHU(pUKALINN
Y CUCTEMAaTH3aIHH JCIT
(moxymenTtoB). Co3ianue u
o0ecrnieueHrne peKUMOB XpaHEHHUS
ApPXUBHBIX el (IOKYMEHTOB).
[TpoBepka HATMYUS U COCTOSTHHS
ApPXUBHBIX el (IOKYMEHTOB).
BrraBnenve u yuér

ApXUBHBIX A€l (JIOKYMEHTOB),
TPEOYIOMNX PECTaBPAIIMOHHOM,
KOHCEPBAIIMOHHO-
POPUITAKTHIECKON U TEXHHUECKOU

Texymui KOHTPOIIb:

Perienune TecTOBBIX
3aJJaHuN

3ammra pedeparon
YcTHBII onpoc

[Ipomexyrounas
aTTecTanus:
KpanudukanroHHbIi
JK3aMEH




o06paboTtku. [ToaroroBka ycmoBuid
JUTSL 0OECTICYCHHUST COXPAHHOCTH
ApPXHUBHBIX eI (JOKYyMEHTOB) B
0COOBIY TIEPUO/T U YPE3BBIYANHBIX
curyanusx. OcyliecTBICHHE
KOHTPOJIS IBHYKEHUS apXUBHBIX JIET
(TOKYMEHTOB) U UX (PU3HUECKOTO
cocrosnus. [loaroroska u nepenaya
ApPXHUBHBIX A€ (IOKYMEHTOB)

B TOCY/IapCTBEHHBIN/
MYHUIIUTIATGHBIA apXHUB WK HA HHOE
BHEIITHEE XPAHCHUE

1K 2.4. OcyuiecTBisTh
XpaHEHUE,
KOMIUICKTOBaHUE, Y4€T U
MCII0JIb30BaHUE JIET
(TOKyMEHTOB)
BPEMEHHOI'O XpaHEHUs

VYuér onuceit aes1 BpeMEHHOTO
XPaHEHHUS CTPYKTYPHBIX
MoJIpa3JieJICHui OpraHu3aiuy B
TPAIUIIMOHHOM U B 3JIEKTPOHHOM
Buze. CucremaTuzanus e
(TOKyMEHTOB)

BPEMEHHOT'O XPaHEHUsI, TIPUHSATHIX
OT CTPYKTYPHBIX MOAPA3ACICHHIA
OpTaHH3AIHH, JUIS Pa3MEIICHUS B
XPaHWIIUIIIE apXHBa OPraHU3AIUH.
KoHTpo:1b BBIZJaYM B OTIEPATHBHOE
MOJIb30BaHUE JeN (IOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS U UX
Bo3Bparta. [IpoBenenue
IKCIIEPTHU3BI IEHHOCTH JIETT
(IOKyMEHTOB) BPEMEHHOTO
XpaHEHUS B apXUBE OPTaHU3AIUH.
IToaroroska nien (JIOKYMEHTOB)
BPEMEHHOT'O XPaHEHUSI, PUHSATHIX
OT CTPYKTYPHBIX MOJIpa3fieNieHui, Ha
yHuuToKeHue. Co3aaHue akToB O
BBIJICTICHUH Ha YHUUTOXKEHUE JIeTT
(10KyMEHTOB) BPEMEHHOT'O
XpaHEHUs C UCTEKIIUMHU CPOKaMH,
MPUHSATHIX OT CTPYKTYPHBIX
MOJpa3IeJICHUI

Texynui KOHTPOJIb:

Pemrenue TecToBBIX
3aJIaHUN

3amuTa pedeparon
VYeTHBII onpoc

IIpomexyrounas
aTTecTalus:
KBanuduxarmonHnsiit
9K3aMEH

IIK 2.5. OcyiiecTBisiTh
HCTIOJTb30BaHNE apXUBHBIX
nen (I0KyMEHTOB), B TOM
YHCIIe C UCTIOIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

IToaaepxka B akTyaJlbHOM
COCTOSIHHH JIEKTPOHHBIX
MH(OPMAIIMOHHO-TTIOMCKOBBIX
CHCTEM apXHBa B
JIOKYMEHTHUPOBAHHBIX chepax
NEeSTETLHOCTH OPTaHU3aIUH.
CocrapneHue cripaBO4HO-
TTOMCKOBBIX CPEJICTB K ApXUBHBIM
nenam (TOKyMEHTaM), yYTEHHBIM B
apXHBE U B JOKYMEHTUPOBAHHBIX
cdepax AeaTeTbHOCTH OpraHU3aIIHH.
[loaroToBKa OTBETOB Ha 3aMPOCHI

Texymui KOHTPOJIb:

Pemenne TeCcTOBBIX
3aJITaHUN

3amura pedepaToB
VYeTHbII onpoc

IIpomexyrounas
aTTecTalus:
KBanuduxarmonnsiit
9K3aMEH




ApXUBHBIX AeJ (JOKYMEHTOB).
[ToaroroBka paboTHI OJIL30BATENECH
B YMTAJILHOM 3aJI€ apX1Ba

OK 01. Beibupats
CIocoObI peleHus 3a1a4
npodeCccCuOHATBLHON
JESTEIIbHOCTH
NPUMEHHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM

Br16op criocoba pereHus 3amad
npodeccnoHaBHOMN e TEIBHOCTH
MPUMEHUTEIHHO K Pa3IUYHbIM
KOHTEKCTaM

Tekyuii KOHTPOJIb:

Perrenue TecTOBBIX
3aJaHuN

3amura pedepaToB
VYcrHblit onpoc

IIpomexyrounas
aTTecTalms:
KBanudukanmoHHbIN
JK3aMEH

OK 02. Ucnosib3oBaTh
COBpPEMEHHBIE CPEJICTBA
MOKCKa, aHaJIN3a U
WHTEPIIPETAIAN
uHpopmanuu, u
nH(pOpPMaIMOHHbBIE
TEXHOJIOTHH IS
BBITIOJTHEHHUSI 3a/1a4
npoQeCcCHOHAIBHON
JESTEIIbHOCTH

Hcnonb30BaHne COBpeMEHHBIX
CpEICTBa IOMCKa, aHaJIu3a U
WHTEepIpeTanuu uaopmanuu, u
MCTOJIb30BaHNE HH()OPMAITHOHHBIX
TEXHOJIOTHH JIJIsl BBIIIOJIHEHUS 33124
npodeccuoHanbHOM e TENIbHOCTH.

Texymuit KOHTPOJIb:

Pemrenue TecToBBIX
3aJIaHUN

3amuTta pedeparon
YcrHblit onpoc

[Ipomexyrounas
aTTeCTaIlHs:
KpamudukanmoHHbIit
9K3aMeH

OK 04. DpdexTrBHO
B3aMMO/IEIICTBOBATH U
paboTath B KOJUIEKTHUBE U
KOMaH/1e

B3aumogeiictBue u pabora B
KOJIJIEKTUBE U KOMAaHJIe

Texymui KOHTPOJIb:

Pemenue TeCcTOBBIX
3aJTaHUN

3amura pedepaToB
VYceTHBII onpoc

IIpomexyrounas
aTTecTalus:
KBanuduxarmonHnsiit
9K3aMEH

OK 05. OcymiecTBasTh
YCTHYIO U TUICBMCHHYIO
KOMMYHHKAITIIO Ha
TOCYJapPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4€TOM ocoOeHHOCTEN
COLIMAJIBHOTO U
KYJIBTYPHOTO KOHTEKCTa

Ocy1ecTBieHnEe YCTHOHN U
MHUCHBMEHHOH KOMMYHHKAIIUX Ha
TOCYJJapCTBEHHOM SI3BIKE
Poccniickoit ®enepanuu ¢ yuétom
0CcO0EHHOCTEH COLMaNbHOTO U
KYJIBTYPHOI'O KOHTEKCTa

Texymui KOHTPOJIb:

Perrenue TecToOBBIX
3aJJaHuN

3amura pedepaToB
YeTHBIT onpoc

IIpomexyrounas
aTTecTalus:
KpanudukanuoHHbIit
9K3aMEH




OK 09. ITonp3oBaThCs
npoecCHOHATBLHOM
JIOKYMEHTalen Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnonp3oBanne npodeccuoHanbHOMI
JOKYMEHTAlM! Ha TOCYIapCTBEHHOM
Y UHOCTPAHHOM $I3bIKaxX

Texymui KOHTPOIIb:

Perrenye TecTOBBIX
3aJITaHUN

3amuTa pedeparon
VYcrHblit onpoc

[IpomexxyTouHas
aTTeCTalIM:
KBanudukanmoHHbIN
dK3aMCH




