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1. ACIIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCHOHAJILHOT'O MOJYJISA

1.1. Ob6aacTs npuMeHeHus1 padoyeil NporpaMMsl

Pabouas mporpamMa npodeccHoHaIbHOrO0 MOAYJsS (Aajee - MmporpaMma) — SBISETCS YacTbIO
IPOrpaMMbl IOJTOTOBKU CIELMATUCTOB cpeaHero 3BeHa B cooTBercTBUM ¢ PI'OC CIIO mo
crenansHocTH 40.02.03 [IpaBo u cyedHOE aIMUHUCTPUPOBAHUE

B YaCTH OCBOEHMS OCHOBHOIO B JiesatenbHocT (B/I):

- OpraHu3alMOHHO-TEXHHYECKoe obecreueHue paboThl CYAOB M COOTBETCTBYIOIIMX
npodeccnonanbHbx kommnereHui (I1K):

I1K 1.4. OGecrieunBath paboOTy apXuBa cya.

1.2. Heau u 3agaun npo¢hecCuOHATBLHOT0 MOAYJIsl — TPeOOBaHUS K pe3yibTaTaM 0CBOEHMSI
npogeccuoHaIBLHOI0 MOI[y.J'IHlZ

C penbr0  OBIAAEHUS  YKa3aHHbIM  BHUJOM  JEATENBHOCTM U COOTBETCTBYIOLIMMU
npoeCCHOHATLHBIMI KOMIIETCHLIUSAMHU OOYYAIONIUIICS B XO0JI€ OCBOCHHUSI MPO(HECCHOHAIBLHOTO
MOAYJS AOJIKEH

HMeTh NPAKTUYECKUI ONbIT:

[0 OpraHu3aluu paboThl ¢ JOKYMEHTaMU;

10 KOMILJIEKTOBaHUIO CYZ€OHBIX JIEJI U HapsA0B JUIsl HIOCTOSIHHOT'O XpaHEHUS;

110 OPraHU3alUU XPAHEHHS APXUBHBIX JIOKYMEHTOB;

yMeTh:

- IOATOTABIIMBATH Cy/IcOHbIE eTa (HapsiAbl) U MaTepUalbl U CIa4d B apXUB;

- OCYIIECTBIIATH TOJHOE OQopMmiIeHHE Aen (MOIIMIMBKY WM TEpervieT Aenia, U3bATHE U3 Jeia
METAIITMYECKUX CKPEMOK U CKOOOK, HyMepallrIo JMCTOB U 3all0JIHEHUE JINCTa-3aBEPUTETS);

- COCTaBJISITh BHYTPEHHIOIO OMKCH IOKYMEHTOB;

- BHOCUTh HEOOXOAUMbIE YTOUYHEHHS B PEKBU3UTHI OOJI0KKH JIEa;

- 0OPMIISTH Pe3yNbTAThl CIAUH JIE)I HA ApXUBHOE XPAHEHUE;

- cOOTI0IaTh OXPAaHHBIM PEKUM MOMELIEHUH XPaHWINLII;

- BBITIOJIHSATH MOPSIIOK UCTIOIb30BAHUS IOKYMEHTOB apXHBa Cy/a;

- OpraHu30BaTh MOPSIOK 0TOOpA JOKYMEHTOB U OOPMIIEHUS UX Ha YHUUYTOKEHUE;

3HATh:

- MOPSAOK OTOOpa Ha XpaHEHUE B apXMB CYJOB JOKYMEHTOB, MX KOMIUIEKTOBAHMS, y4eTa U
HCIIOJIb30BaHNUS,

- IepeYeHb JOKYMEHTOB CY/I0B C yKa3aHUEM CPOKOB XpaHEHMS,;

- HOpMaTUBHBIE YCIIOBUS XPaHEHUS apXUBHBIX JOKYMEHTOB;

- MOJIOKEHHUSI O MOCTOSIHHO JIEMCTBYIOIIEH KCIIEPTHOM KOMUCCHH CYIa.

B pamkax paboueli mporpaMMbl UCTIOTIB3YIOTCS CIEIYIOIINE aKTUBHBIE U MHTEPAKTHUBHBIC
GbopMBI TIPOBENCHHS 3aHATUM: METOJ «MO3TOBOTO INTYpMay», MYJIbTUMEIUA-TIPE3ECHTAIINS,
npoOyieMHast JIeKIus, yaeOHasi AUCKyccus Uit (GOpMHUPOBAHUS M pa3BUTUA MPOdeccHoHaTbHBIX
KOMITETCHIINI 00y4JarommuXCs.

1
TpeboBaHuA K pe3yIbTaTaM OCBOEHHS MPO(HECCHOHATFHOTO MOIYIA yKa3biBatoTcs B cooTBeTcTBHU ¢ PI'OC.
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1.3. Kosin4ecTBO 4acoB Ha 0OCBOEeHHe padoyeii mporpaMMbl NpodeccuoHATBLHOTr0 MOAYJIS:

Bcero — 189 yacos, B TOM 4ucie:
MaKCUMaJIbHOM y4eOHON Harpy3ku oOydaromierocs 153yaca, B ToM uuncie:
oyHas opma 0dyuenus.
00s13aTeIbHON ayTMTOPHOHN yueOHOM Harpy3ku oOyuatomerocs 102 gaca;
CaMOCTOSTENILHOM paboThl 0Oy4Jaromierocs 51 yac;
MIPOU3BOCTBEHHOMN MPAKTUKH (11O IPODUITIO CTICIIMAIBHOCTH) — 36 4acos.

Pacnipenenenne vacoB, no0aBieHHbIX 3a cueT BapuatuBHOM yactu IIIICC3, mpencraBieHo B
[Tpunoxxenuu 1.



2. PE3YJIBTATBI OCBOEHUA TPO®ECCHOHAJIBHOI'O MOAYJIA

Pesynbrarom

OCBOCHHUA

npodecCuOHaIBHOTO

MOMYJIs

ABJIACTCA

OBJIJICHUE
00y4JaroIMMUCS BHUJOM JIEATEIbHOCTH OpraHU3allMOHHO-TEXHHYECKoe olecredeHue padoThl
CyJZIOB, B TOM uucJie npodeccruonanbabpiMu (ITK) KOMIICTCHIIHSME

Kon

HaumeHnoBanue pe3yJbTaTta 00yueHHst

I[IK 1.4

Ob6ecneunBaTh paboOTy apxuBa cyaa

3. CTPYKTYPA U COAEP)KAHUE ITPOPECCHUOHAJIBHOT'O MOAYJIA

3.1. TeMaTu4ecKkuii MJIaH NpoheccHOHAILHOI0 MOAYJIs

3.1.1. Ounasn gpopma obyuenus

O0beM BpPEMEHU, OTBGI[eHHHﬁ Ha OCBOCHHUC

% IIpakTuka
z MEKTUCIUIUIMHAPHOTO Kypea (KypcoB)
2 CamocTosTenbpHas o
= O06s13aTenbHas ayuTOpHas yaeOHast pabota k=)
= E =
°g HaumeHOBaHHUS pa3ienos Beero Harpy3ka obyuarouerocs oByqatomerocs ) ;c E
S & npoceccHoHaIbHOTO 4acoB BT £ . |EE ;.’ ®
T MmO
e E MOJLYJISt * nabopaTtopH B T.4., B T.4., © § 5 < § §
S Bcero g |xe s
B2 Bcero, | ble paGoThl 1 | KypcoBas Kypcosas | S &5
g YacoB | MPaKTHYECKH | paboTa, ' pabora, 2 e
= 4acoB 5 5
S € 3aHATHUS, 4acoB 4acoB =
4acoB =
1 2 3 4 5 6 7 8 9 10
TIK Pazgen 1
14 MJIK 02.01 ApxuBHoe 102 68 17 34
JIEJI0 B CyJie
Paznen 2
MJK 02.02 Opranusaius 51 34 17 17
paboThI apXuBa B CyJie
[TpousBoacTBEHHAS 36 36
npakTHKa (1o npoduio
CHEeNHATbHOCTH)
Bcero 189 102 34 51 36

f TpeboBaHMA K pe3yiIbTaTaM OCBOSHHS MPO(ECCHOHATBFHOTO MOIYIS yKa3biBatoTcs B cootBeTcTBHU ¢ PI'OC..

Paznen mnpodeccnoHaTbHOrO MOIYNST — YacTh MHPOrPaMMbl MPO(ECCHOHANBEHOrO MOJYJs, KOTOpas XapaKTepHu3yeTcs
JIOTHYECKOU 3aBCPHICHHOCTHIO U HAIIpaBJICHA Ha OCBOCHUEC OIIHOﬁ WM HECKOJIBKHUX HpO(i)eCCI/IOHa.IH:HI:IX KOMHeTeHHHﬁ. PaSHeJ’I
HpO(beCCI/IOHaJILHOFO MOAYJST MOKET COCTOATH U3 MEKIAWCHUIUIMHAPHOTO KypcCa WK €ro 4aCTu U COOTBETCTBYHOIIHX qacTeit
y4eOHOH ¥ TPOU3BOACTBEHHOW (IO MPOQMII0 CEHUANbHOCTH) pakTUK. HanmeHoBaHue paszena npodecCHOHANEHOTO MOJTYJIS
JOJDKHO HA4YUMHATBCA C OTTJIArOJIbHOI'O CYIIECTBUTEIILHOI'O U OTPaXXaTb COBOKYIMHOCTH OCBAaMBA€MbIX KOMHeTeHHHﬁ, yMeHI/Iﬁ u

3HAHUH.
*
MakcumanbHas yueOHast Harpy3Ka U IpakTHKU

*




3.2. Coaep:xanue o0y4yeHus no npogeccuonaibHomy moay.aro (IM)

O0BeM yacoB

HanmenoBanue
pa3aesioB Coxaepsxanue y4eOHOro MaTepmuaJa, B TOM 4YHCJIe
npogeccuoHaIbHOTO | JaGopaTopHbie padOThI U MPAKTUYECKHE 3aHATHS, 13 2 P
moayJas (IIM), camocTosiTeIbHasi paboTa 00y4aromuxcs, g + § =
MEKIMCUHUIIHHAPHBIX KypcoBasi padoTa (IIpOeKT) 2 |3 [JP| CP | & §
KypcoB (MIK) u Tem + > 2
KP
Pazgen 1.
MJIK 02.01 ApxuBHoe 102 | 51 | 17 34
JeJ10 B cyfie
Tema 1.1. Copep:xaHue yueOHOI0 MaTepHuaJia 6 4 2
ApXHBHOE /110 U Beenenue Omnpenenenne NOHATHS apXUBHOTO JIea.
apxXHBHOe Hcropust pa3BUTHS apXUBHOTO JieTa. ApXHUBHOE JI€JI0.
3aKOHO/aTeJIbCTBO ApxuBHOE 3aKoHOAaTeNnbcTBO. KoaupunupoBanusie
3akoHbl. DeaepanbHbIi 3aK0H 00 apxuBHOM nene. 3 O 4
TOCYAapCTBEHHOH TaiiHe.
WHeTpyknus o cy1e0HOMY 1eIONIPOM3BOACTBY B
paiiOHHOM, MHPOBOM, 00JIACTHOM CyZe. DTHIECKUH KOIEKC
apXWBHCTA 1,2
[pakruyeckoe 3ansaTue Nel:
Ananmz MHCTpyKInu o mopsiike oT0opa Ha XpaHEHHE B
apxuB QenepaabHBIX CylI0B
001l IOPUCIUKIIMY JOKYMEHTOB, UX KOMIUICKTOBaHHMS, 2
ydy€Ta U UCTI0JIb30BaHU
Nel57 ot 28.12.2005 .
CocraBieHue onopHo-norudeckoit cxemsl «HopmaTuBHO-
IIPaBOBBIE OCHOBBI APXMBHOTO JETIa»
Tema 1.2. Copep:xaHue y4eOHOT0 MaTepuaJia 6 4 2
Hpnanune! nocrpoenns | [IpHHOUIBI TIOCTPOCHUS COBPEMEHHOTO apXHUBOBEICHUS B
COBPEMEHHOT0 cyne. [lpuHOUD wWcTOpM3Ma, MPHUHIUI BCECTOPOHHOCTH, 4
apXHBOBE/IEHUS B cy/e MIPUHIUIT KOMIUIEKCHOH OIEHKH, NPUHIUII COIHAIBHO-
MTOJIMTHIECKON HEHTPAITEHOCTH 1,2
IIpakTnyeckoe 3ansiTue Ne2
[IpoBectu ananu3 nosoxkeHuit Ykaza Ilpesunenra PO ot 2
15.03.2000 r. Ne 511 «O xmaccudurarope IMpaBOBBIX
aktoBy» oT 23.03.2000 r., ohopMHB aHAIN3 TE3UCAMU
Tema 1.3. Coaep:xanue yue0HOT0 MaTepuasia 6 4 2
Hcropusi apxuBHOro ApxuBHOe Jie10 B [[peBHEpYCCKOM roCyapcTBe, B IIEPUOJL
aejaa B Poccunu (deonanpHON pa3apoOICHHOCTH. MMHHCTEPCKHI TEpHO/
JIeTIOIIPOU3BOJICTBA.
CoBerckuii mepuon apxuBHoro jena. [locTcoBerckuii 4
HIEPHOI.
LHenu " 3a1a4n JeSTeIbHOCTH CynebHnoro 1
Jenapramenra
IpakTnueckoe 3anaTue Ne3
CocraBnenne tabnuip! «VcTopust CTAaHOBIEHUS! apXHUBHOTO
nena B Poccun» «Ananu3 MHCTpyKuu o mopsiike oToopa 2
Ha XpaHeHHWe B apxuB (enepa’bHBIX CyHOB OOIIEH
IOPHUCAMKIMH JIOKYMEHTOB, X KOMIUICKTOBAHHMS, ydeTa W
ncnonb3oBaHus Ne 157 ot 28.12.2005»
Tema 1.4. Coaep:xkanue yueOHOT0 MaTepuaa 12 8 4
O0mas xapakrepucTuka | CymeOHOe [IeIONMPOU3BOACTBO: MOHATHE, (YHKIMHU, 00MmIast 8

Cya1e0HOro

XapaKTepUCTHKA.

Z[.Hﬂ XapaKTCPUCTUKU YPOBHS OCBOCHUSL y‘Ie6H0r0 MaTepuaia UCIOJIb3YHOTCA CICAYIOIUE 0003HAYEHMS:

1. — o3HaKOMHTENbHBIN (y3HaBaHHUE paHee H3YUYCHHBIX 00BEKTOB, CBOHCTB);
2. — penpoayKTHBHBIH (BBITOJIHEHNE ACATEILHOCTH 10 00pa3ily, MHCTPYKIHU WX T10]] PYKOBOJCTBOM);

3.— HpOIIyKTPIBHLIﬁ (HJIaHI/IpOBaHI/Ie " CaMOCTOATEIIbHOEC BBIIIOJIHECHUE NCATCIIbHOCTHU, PCIIICHUE HpO6JIeMHbIX 3anaq).
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JeJIONPOU3BOJCTBA B
cyne

ITonsatue JIOKyMEHTO000pOoTa. IIpunuume
JOKyMeHTooOopoTa B cyme. llpmem u permcrpamus
JOKYMEHTOB B apXHBE Cy/a.

Homenknartypa nein.

Opranmzamust Tpyna paOOTHHKOB cdepbl CyaeOHOro
nenonpounsBojcTea. OOmas xapakrepucruka MHCTpyKIuu
1o CyIneOHOMY [IeJIONIPOM3BOACTBY B pPalOHHOM CyJe,
yrBepxnenHas Ilpukasom CyneGHoro JlemapramenTa mpu
BepxosHoMm Cyne P® ot 29.04.2003 Ne 36.

PaiioHHBIN Cyl - OCHOBHOE 3BEHO TIPa)IaHCKUX CYIOB
obmeit ropucaukiyn. Ero cocras. [lopsmok oOpazoBaHms.
Ero monrOMOuUMS U ponb B cyneOHoi cucteme. CTpyKTypa
palioHHOTO CcyJa.

CTpyKkTypa KaHLEISAPHH U apXuBa B cyne. PykoBoacTtBo u
KOHTPOJIb 33 JAESATEIBHOCTBIO apXHBa B PAHOHHOM CyJie

IIpakTnueckoe 3anaTHe Nod

CocraBnieHne HOMEHKIIATYPHI JIEI.

[MpoBectn ananmu3 VHCTpYyKIHMU IO JEJIONPOM3BOACTBY B
apOUTPaXKHBIX cynax Poccuiickoi ®Denepanuuy,
y1BepkaeHHoH Ilpukazom Briciero Ap6urpaxsoro Cyna
P® or 01.01.01 Ne27, odopMHB BBIBOJBI NHCBMEHHO B
paboueii TeTpaam.

Pabora ¢ ®K3 ot 7 ¢espans 2011 r. N 1-K3 "O cymax
obmelt ropucaukuud B Poccmiickoit Denepammn” (¢
M3MEHCHHUSMH U JTOMOJTHEHUAMH) — T1.4 T.32-36

Tema 1.5. Copep:xaHue y4edOHOT0 MaTepuajia 10 8
Oxcnepru3a HayyHoii 1 | Lleie W CPOKM MpPOBEACHMS OKCIEPTHU3BI HAYYHOH U
MPAKTUYECKOH MIPAaKTHYECKOH [IEHHOCTH JIOKYMEHTOB Cy/a.
HEeHHOCTH I0KYMEHTOB ITocTostHHO neWcTByIOIAs 3KCIIEpTHAs KOMHCCHS B CyIe 8
cyaa (OK). ®ynkumm, cocraB, IUIaH paboOTBl AKCIEPTHOI 23
KOMHUCCHH CyJIa ’
IIpakTuuyeckoe 3ansaTHe Ne5
IIpoBeneHue HskcnepTU3bl HAaydHOM U IPAKTHUYECKOH
LIEHHOCTH JOKYMEHTOB CY/Ia.
CocTaBieHue NpHKa3a 0 MOCTOSHHO AeicTBytomel DK
Tema 1.6. Cojaep:xkanue yue0HOT0 MaTepuaia 17 13
IMoaroroBka n IMoaroroBka m odopmieHue nen A coadyd B apXHB.
odopmiieHue e, IMoaroroBka u odopmieHHe TPaXJaHCKUX U YTOJOBHBIX
HAPS/I0B U APYTHX nen. IloaroToBka u ohopMIIeHHE HapsII0B. 13
JAOKYMEHTOB K [Mopsinok HyMepalyy JUCTOB COCTABJICHHS 3aBEPUTEIHHON
nocJieyomemy Hapnucu. [IpaBuia HyMepanuu JECTOB B Jeflax M Hapsiiax
XpaHeHHIo IIpakTHyeckoe 3ansaTHE Ne6
IMogroroBka w odopMieHHe Il K IOCIeIyIoMeMy
XpaHEHHIO.
IMoaroroBka u odopmieHHe HApSJOB K IOCIEIYIOUIEMY 2
XpaHEHHIO.
OdopmiteHre KYPHATIOB PETHCTPAIUH.
OcyuiectBieHne moaHoro odopmiienust nen (MOAIIMBKA
WIN TeperuieT Jeja, M3bATHEe M3 Jiella MEeTaNIMYeCKHuX
CKpENOK M CKOOOK, HyMepaius JIMCTOB U 3aloJHeHHE
JIMCTAa-3aBEPUTEIIS).
BHecenne HEOOXOAMMBIX YTOYHEHHH B  PEKBU3HTHI
00JIOKKH Jiena.
[lpoBenenne aHanM3a CTPYKTYPHBIX — IOJpAa3AeiIeHUH
paiioHHOrO cyna
Tema 1.7. Copep:xanue yue0HOTr0 MaTepHuaJia 13 8
Iopsiaok onpeneseHus Cpoku XpaHEHHMs /e, HapsIoB, HCIIOJHUTEIBHBIX
CPOKOB XpaHEHMS Mpou3BOJCTB. McumcineHme CpokoB XpaHeHUs  (aist
YTOJIOBHBIX M IpakJaHckux ein). CocraBieHue onucei Ha 8 2,3

JieJ1a ¥ Hapsiibl TIOCTOSIHHOTO XPAaHEHUS U eJ1a OJIUYHOMY
coctaBy. Onucu Ha fea HOCTOSIHHOTO XPaHEHUsL.
ITopsiiok npenocTaBieHUs] OIUCEH Ha YTBEPKACHUE.
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IIpakTnuyeckoe 3ansiTue Ne7

Hcuncnenne  cpokoB XpaHEHHsI  YTOJOBHBIX |
TpaXIaHCKHX JIeJ.

CocraBieHue omnuced Ha Jena ¥ HapsAbl MOCTOSHHOTO

XpaHeHHSI. 5
CocraBneHune NMprKasa O CO3AaHHH AKCIIEPTHON KOMHCCHU
JUIL OpraHu3aliid W TPOBEAEHHS pPabOThl 1O OTOOpY
JIOKyMEHTOB Ha JjajibHelIIee XpaHeHHE H YHUUTOXKEHHE
CamocrosiTe1bHast padoTa NpU U3yYeHHH pasfena 1.
MJK 02.01 ApxuBHoe J1€JI0 B cyjae
Temamuxa 61HeayOumopHoll camocmosmenbHou paboms:
KpamndukannoHasie TpeOOBaHHUS K YPOBHIO MPO(HECCHOHATFHOTO 00pa30BaHMUs.
KpamndukannoHHsie TpeOOBAHM K CTaXKy TOCYIapCTBEHHOHN IPpaK TaHCKOW CITY>KOBI.
KBamm¢pukannoHHbie TpeOOBaHUS K TPO()ECCHOHAIBHBIM 3HAHUAM M HaBBIKAM.
JlesaTeTpHOCTD apXUBHBIX yupekaeHuil Bamiero ropona (pafioHa): cipaBOYHBIC JaHHBIC,
MOJYMHEHHOCTD, HAJIWYME JIUIIEH3UH, XapaKTepUCTHUKA COCTaBa JOKYMEHTOB, YCIIOBHS
oOpaleHust 1 UCTIOJTHEHHS 3aIIPOCOB.
denepanbHbIe apXUBBI KaK 0c000 IIEHHbIE OO0BEKTHI KyJIbTYpHOTO Hacienus PO.
Opranuzanys paboTsl yuacTKa (CTPYKTYPHOTO TOApa3eIcHuUs) 0 TpuéMy U 00paboTke
JIOKYMEHTOB.
Opranuzanus paboThl ydacTka (CTPYKTYPHOI'O Mopa3AeiicHus1) Mo npuémy u oopadotke | 34 34
JIOKYMEHTOB.
«VcTopust OSBICHUS MEPBBIX apXUBOB B Poccumy.
IMoaroroBuTs Koknan Ha TeMy: [lepCceKTUBBI pa3BUTHS ApXUBHOTO AEIOIPOU3BO/ICTBA B
PO.
Opranm3anys paboTHl y9acTKa (CTPYKTYPHOTO MOApa3AeICHUs) 0 IpuéMy U 00paboTke
JIOKYMEHTOB
Opranuzanus paboTsl yuacTKa (CTPYKTYPHOT'O TOApa3eIcHuUs) 0 npuéMy U 00paboTke
JIOKYMEHTOB.
Wzyyenne mopsimka chaayd  CyldeOHBIX JIOKYMEHTOB Ha yYHUUYTOXKEHHE Oymaro
nepepadaTbIBaloInM (padprKaM.
JIONONHUTENBHBIN CIIPaBOYHBIA anmapar B apXuBe: BUABL, (DOPMBI, LENH CO3AaHUS,
npuMepsl popm
JnddepeHunpoBanHblii 3auer 2 2
Paspen 2.
MJIK 02.02 st | 17 | 17 | 17
Opranusauus paéoTbl
apxmBa B cyae
Tema 2.1. Copep:xaHue y4eOHOTr0 MaTepuaJa 6 2 4
Opranusanus [onsarue n 3HaueHne MJIK «Opranuszanus paboTsI apxuBa
apXHMBHOIO JeJia B Cy/ie B cyze». [Iponietypa opranuzaniy apxuBHOTO Jiesa B CyJIe.
WHeTpyknust o Topsiike XpaHEHHs, oTOOpa W cladd B
apXUB JIOKYMEHTOB CY/IOB. 2
Kpamuduxannonnele TpeOOBaHUS, MpPEabIBISEMBIE K 19
paboTHUKaM apXxuBa CyJa. '
OcHOBHBIE TpaBa M OOS3aHHOCTH PaOOTHHKOB apXxHBa
cyna. OTBETCTBEHHOCTh paOOTHHUKOB apXuBa Cya
IpakTnyeckoe 3anaTHe Ne§
CocraBieHne JODKHOCTHOH WHCTPYKIUH PaOOTHUKOB 4
apxuBa cyja
Tema 2.2. Conep:xanue yueOHOTr0 MaTepHuaJia 8 4 4
Ilepenauya nex na Cpoxw ciauu J1eJ1 Ha ToCyIapCTBEHHOE XpaHEHHe.
rocyAapcTBeHHoe [TpoBepka HaM4Ks U COCTOSHUS /1€ ¥ HApsA0B Iiepest 4
XpaHeHHe claveil Ha rocyJapCTBEHHOE XpaHeHne. AKT Ha caady Jiel
B TOCYJIapCTBEHHBIH apXHB
IMpakTuyeckoe 3ansTue Ne9 13
CocraBneHne BHyTpEHHEH ONNCH JOKYMEHTOB.
CocTaBiieHHE aKTa o BBIACJICHUN K YHHYTOXCHUIO 4
JIOKyMEHTOB U JIeJl.
OdopmiieHre TOKYMEHTOB IO paboTe ¢ XajlobaMu H
oOpaneHusIMHU TpakaaH
Tema 2.3. Conep:xkanue y4e0OHOT0 MaTepuasia 4 2 2 1,3
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ObecnieueHue ObecnieueHne COXpaHHOCTH (HApsAOOB) apxuBa Cyna.
COXPAHHOCTH J1eJI Xpanmnmmmma pen (ux obopymoBanue). CrieruaibHbIE
(HapsiI0B) apxXMBa cyaa PEXUMBI XpaHEHHU IeT

Ipakrnuyeckoe 3ansaTue NelQ

CocraBnenne cxembl «O0OpylnOBaHHE apXuBa CyAay,
«Pexxum paboThI cynay.

IIpoBeneHue aHanu3a MO MOPSAKY OIpPENENIEHHs CPOKOB
XpaHeHus Aen (HapsaoB) B apXUBE CyAa.

OdopmieHne pe3yiabpTaToB cladd el Ha apXHBHOE

XpaHEeHUe»
Tema 2.4. Copep:xaHue yueOHOTr0 MaTepHuaJa 8
Yder 10KyMeHTOB B Oo6urre TpeOOBaHUS K YUETy CYACOHBIX e M TOKYMEHTOB,
apxuBe cyaa MOPSIIOK  OCYIIECTBICHUSI y4eTa JOKYMEHTOB B apXUBE
cyma. Enmanmer yuéra. CucteMa YYETHBIX TOKYMEHTOB
apxuBa. Ilopsgok  BemeHHWs  OCHOBHBIX  yYCTHBIX
JOKyMEHTOB apXHBa Cy[a.
HayuHo-cripaBouHBIM ammapar K JOKYMEHTaM apXxuBa.
Buzpl kaTanoroB 1 KapToTeK CyeOHBIX A€ U MaTepHaoB, 2,3
IIPaBUJIA UX BEJACHHUS U 3aII0JIHEHUS
IIpakTnyeckoe 3ansaTne Nell
Benenue n 3anojHeHHE KaTaJOroB M KapTOTEK CyIeOHBIX
JiesT 1 MaTepHaoB
CocTtaBuTh OTIOPHO-JIOTHYECKYIO cXeMy:
ABTOMAaTH3UPOBAHHBIM  Hay4YyHO-CIPaBOYHBIM  ammapar
apxuBa cyja
Tema 2.5. Copep:xaHue y4edOHOT0 MaTepuaJa 8
Hcnosb3oBanne [TonsTHe M NOPSIOK MCIIOIB30BAHUS TOKYMEHTOB B apXHUBE
JAOKYMEHTOB apXHBa cyna. McrionHeHue 3a1rpocoB, MOCTYNAONINX B apXUB CyAa
cyaa OT YYacTHHKOB CYAONpPOHM3BOJACTBA. PaboTa YHTaIBHOTO
3aJa apxuWBa. YUYST WCIONB30BaHUS CYAEOHBIX JENl |
JOKyMEHTOB apXHBa.
3amaud MpPOBEpKH JOKYMEHTOB B apxuBe. llopsmox
IIPOBEACHUS MPOBEpKH HA HAJIWYHE U COXPAHHOCTh 23
cyneOHBIX el W MaTepuajoB B apxuBe cyna. [IpaBuia '
opopmiieHHsT aKTa O He OOHapyKeHHH Jiena MM
MaTepHaia, akTa O MOBPEXICHUM Jeja WM MaTepuana B
apxuBe cyaa
IMpakTnyeckoe 3ausiTue Nel2
CocraBneHne akTOB O HE OOHapy)XEHHM Jena WiH
Marepuala, o MOBPEKIACHHUH JIeNa W MaTepHana B apXuBe
cya. OdopmiieHre apXUBHOHM KONUH, BBIITHCKA
CamocrosiTesibHAs pa0oTa NpU M3yYeHHUH pa3jea 2.
MK 02.02 Opranuszauusi padoThl apxuBa B cyje
Temamuxa 6neayOoumopHol camocmosmenbHol pabomsi:
IMpoBectn aHanm3 WHCTPYKIMM 110 JAEJIONPOM3BOJACTBY B apOMTPaKHBIX Cylax
Poccuiickoit @eneparun, yreepxaernoi [Ipukasom Bricero Apoutpaxsoro Cyma PO
ot 01.01.01 Ne 27, opopMuUB BBIBOABI MUCbMEHHO B paboyeil TeTpajiu.
CocTaBHUTh OIIOPHO-JIOTHYECKYIO cxeMy: OcylecTBIeHHE TTOJIHOTO 0(OPMIICHUS e JUIst
CIa4yy B apXUB CyAa.
Nzyuenne ®enepaabHOT0 KOHCTHTYIIMOHHOTO 3aKoHa oT 7 ¢gespayst 2011 r. Ne 1- K3 "O
cynax obmeit ropucaukimu B Poccuiickoit @eneparuun" (C n3MEHEHUSIMH H
JIOTIOJTHEHUSIMK ) — 1.4 T.32-36. 17 17

AHanu3 NMpaBoBbIX CUTYalUH 1Mo TeMe «3a1aun ¥ GyHKIUH apX1Ba B CYAe».

IoxaroToBka npe3zeHTanuu 1no reMe: «CrenuanbHbe PEXKUMbL XPaHEHUS 1€,
IoxaroToBka npe3eHTanuu no TeMe: «Oprauusanys apXUBHOTO J€N1a B CYAe».
Opranuzanus cy1e0HOTO JIeTI0NPOU3BOJICTBA HA CYA€OHOM yJacTKe.

Ilopsinox mnpuema W OTHpaBlIEHHs] BXOASAMIEH M MCXOASIIEH KOPPECIOHICHIIMH.
Perucrparus u yuer 1en (JOKyMEHTOB), TIOCTYINHBIINX B CyJeOHBIN y4aCTOK.
OcdopmieHne yTOMOBHBIX M TPAKIAHCKUAX [ B CyJeOHOM ydacTKe Ha Pa3THIHBIX
CTaIusAX MPOU3BOJCTBA.

OcobeHHOCTH CyAeOHOTO JIETONPOM3BOJCTBA MO JAelaM 00 aJMHUHHCTPATHBHBIX
MIPaBOHAPYIICHUSAX.




[IpueM 1 yueT anesIsIMOHHBIX, YaCTHBIX JKaI00 U MpeICTaBICHHH.

OO6pameHre K UCIOJHEHUIO MPUTOBOPOB, PEIICHHUH, ONMPENEICHHA W MOCTAHOBICHUN
cyna.

INopsimox odopmileHUS W Cla4yd 1l HAa XpaHCHHWE B apXuB Cyla. BeleHue y4YeTHBIX
JIOKYMEHTOB apXuBa.

Opranusanus cyneOHo# ctaTucTuky. M3ydenue u 00001eHne JaHHBIX O CYAUMOCTH U
CyIeOHOM MPaKTHKH.

[Topsimok yyeTa TOKyMEHTOB B apXUBE Cy/a.

OcHOBaHUS U IEPUOJUIHOCTH POBEACHUS IPOBEPKU JOKYMEHTOB B apXHBE CyAa.
DopMHpOBaHHE AIEKTPOHHBIX APXHBOB CYICOHBIX JEIL.

HccrnenoBanue nporeayps! pOPMHUPOBAHUS FIEKTPOHHBIX APXUBOB CYICOHBIX JIEI
Amnanu3 nporiecca o(OpMIICHHS Pe3yIbTaTOB CAaYH JIeNl Ha apXUBHOE XpaHEHHUE, a TAKKe
BHECCHHSI HEOOXOTUMBIX YTOUHCHUH B PEKBH3HUTHI O0JI0KKH Jeia

AuddepenunpoBannblii 3auet

IIpousBoacTBeHHAs] NPAKTHKA (110 NPO(PUIIO CIEUATBHOCTH)
Buowt pabom:

- HOATOTABIMBATH CyIeOHbIe era (Haps/bl) ¥ MaTepUalbl IS C1a4d B apXUB;

- OCYILECTBIISATH MOJHOE O(hopMIIeHHE Aei (TOAIMBKY WU MEPEIUIeT Aeia, U3bITUE U3
Jiefia MeTaNTMYECKUX CKPEIOK M CKOOOK, HyMEpAaIHIO JINCTOB U 3aI0JIHCHUE JINCTa-
3aBEpUTEJIS);

- COCTaBJIATh BHYTPECHHIOIO OITUCHh JOKYMCHTOB;,

- BHOCUTH HGO6XOL[I/IMBIC YTOUYHCHUSA B PCKBU3UTHI 00JI0XKKH Jcia,

- opopMIIATH Pe3yabTATHI CAAYH AET Ha apXUBHOE XpaHEHHUE;

- cOOI01aTh OXPaHHBINH PEKUM MOMEICHUH XPaHMIIHUILL;

- BBITIOJIHATH MTOPSIIOK UCTIONB30BAHMS TOKYMECHTOB apXuBa CyZa;

- OPTaHHM30BaTh MOPSIOK 0TOOPA JOKYMEHTOB M 0(DOPMIICHUS MX HA YHUYTOXKCHHUE

36

Ik3aMeH (KBaJIM(PUKALMOHHbII)

Bcero:

189

68

34

51
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4. YCJIOBUSA PEAJIMBALIMU ITPOPECCHUOHAJIBHOI'O MOAYJIA

4.1. TpeGoBaHUSI K MUHUMAJILHOMY MaTepPHAJIbHO-TEXHHYECKOMY 00ecre4eHHuI0

Jlis peanu3annu npodeccuoHaNbHOTO MOAYJIS TPEOYIOTCS ClIELUATIbHBIC TOMELLCHHS:

l.yaebnas aymutopus: «Kabuner mexnucuurummHapHbeix Kypco 40.02.03 IlpaBo u cynebHoe
aJIMUHUCTPUPOBAHUE» JJISI MPOBEACHUS JICKIMOHHBIX, MPAKTUUECKUX 3aHATHH, IPYNIIOBBIX U
WHAMBUAYAJIbHBIX KOHCYJIbTallMi, TEKYUIEr0 KOHTPOJII M IPOMEXYTOYHOM aTTecTaluy,
OCHAIIIEHHAsl CHEelUaJbHONM MeOeNbl0, KOMIIBIOTEPOM C BO3MOXHOCTBIO MOJKIIOYEHUS K
UH(POPMALIMOHHO-TEIEKOMMYHUKAIMOHHOW cetn "MHTepHer" u o0ecrmeueHneM J0CTyna B
JIEKTPOHHYIO  MH(OPMAIMOHHO-00Pa30BaTEe/IbHYI0  Cpelly, TEXHMYECKMMU CpeICTBaMHU
0o0y4YeHHsI, JIMLIEH3MOHHBIM TMPOTPAMMHBIM OOECIIEYEHHEM: OIepalonHas cucrtema MS
Windows, maker oducubix nmporpamm MS Office; Koncynsrantllitoc, ['apanT; 6a3a 1aHHBIX:
I"AC-IIpaBocyaue; aHTUBMPYCHAs IIPOrpaMMa.

2. crienuanu3upoBanHas ayauropusi: «KaOuWHET JOKyMEHTAllMOHHOIO OOecHeueHUs
yIpaBJICHUS», OCHAIICHHAs CIEIHAIbHOH MeOenblo, KOMIIBIOTEpaMH C BO3MOXKHOCTBIO
HOJKJIIOYEHUS K HH(POPMALlMOHHO-TEJIEKOMMYHUKAMOHHOM cetu "MHTepHeT" u obecniedeHnem
JOCTyNa B DIIEKTPOHHYIO  MH(POPMAIMOHHO-00pa30BATENbHYIO  Cpely, TEXHHYECKUMHU
cpeAcTBaMU OOYy4eHHUS M JAEMOHCTPALMOHHBIMM MaTepHajaMH, JIMIEH3UOHHBIM MPOrpaMMHBIM
obecnieueHneM: onepainnonHas cucreMa MS Windows, maker oducubix nporpamm MS Office;
Koncynprantllmoc, ['apant; 6a3a nansasix: I'AC-IIpaBocyaue; aHTUBHpYCHAs porpaMma.

3. MOMEIICHUE JUISI CaMOCTOATENBHOM paldOThI, OCHAIIEHHOE CIEHUAIBHOW MeOenbio,
KOMIIBIOTEPHOM  TEXHUKOM C  BO3MOXKHOCTBIO  IOJKIIOYEHUS K  HHPOPMALMOHHO-
TeleKOMMYHUKalMOHHONW cetu "MHrepHer" u oOecriedeHHEM JOCTyNa B 3JIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaATENbHYIO CPEy, JHMIEH3MOHHBIM IPOrpaMMHBIM OO€CledeHUueM:
onepannonHas cuctema MS Windows, maker oducHbsix mporpamm MS Office, anTuBHpycHas
nporpaMma.

4.2. YuedHO-MeTOAUYecKOe U HHPOPMAIHOHHOE 0o0ecriedeHne

M/IK 02.01. ApxuBHOe 1€J10 B cy/e

OcHoBHasi iMTEpaTypa:

1. JloxymeHTOBeneHHE : Y4YeOHMK M TMPAKTUKYM JMJIs CpPEJHEro MpodeccruoHalbHOTO
oOpazoBanus / JI. A. Jloponuna [u ap.] ; nox pegakuueit JI. A. JloponuHoit. — 2-e usn.,
nepepad. u gon. — MockBa : WM3parensctBo IOpaitr, 2021. — 309 c. —
(ITpoceccuonansHoe obOpazoBanue). — ISBN 978-5-534-04330-3. — Tekcr
anextponHbiit / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469701

2. llemenkoBa, C. . ApxusoBenenue. Mcropus apxuoB Poccun ¢ npeBHEHIINX BpeMeH
1o Havana XX Beka : ydeOHoe mocooue s cpeHero npodecCuoHaIbHOTO 00pa30BaHUs
/ C. W. llemenkoBa ; mox HayuHoil penakuueii JI. H. Masyp. — Mocksa : U3natenbcTBo
FOpaiit, 2021. — 153 c¢. — (Ilpodeccuonansuoe obdpazoanue). — ISBN 978-5-534-
10241-3. — Tekcr : oanektpoHHsli // OBC IOpait [caiit]. — URL:
https://urait.ru/bcode/475563

3. Packun, . U. Meroauka W TpaKkTUKAa apXMBOBEACHUS @ YUYEOHHK JUIsI CpEIHEro

npodeccuonanbHoro ooOpazosanust / JI. WM. Packun, A. P. CokonoB. — Mocksa :
WznatensctBo HOpaiit, 2021. — 339 c. — (IIpodeccuonansuoe o6pazosanue). — ISBN
978-5-534-02419-7. — Tekctr : snextponHbid // DBC HOpaiir [caiit]. — URL:

https://urait.ru/bcode/472554
JonmosiHUTeIbHASIIIUTEPATYPA:

1. Kyzuenos, M. H. JlokymeHTanmoHHoe obecrieueHue yrpasieHus. JJoOKyMeHTOO00pOT U
JIEJIONIPOU3BOJICTBO : YIeOHHK M TpakTukyM Juist By3oB / M. H. Ky3nenos. — 3-e¢ 3.,
nepepab. u gon. — Mocksa : UznarensctBo HOpaiit, 2021. — 461 c¢. — (Beicuiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texct : anexkrponnsiii / OBC HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/468462
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https://urait.ru/bcode/469701
https://urait.ru/bcode/475563
https://urait.ru/bcode/472554
https://urait.ru/bcode/468462

2.

3.

I'pozoBa, O. C. JenomnpousBoacTBo : yueOHOoe ToOcOOME Uil  CPEeIHETro
npodeccuonanbHoro obpazosanms / O. C. I'po3oBa. — Mocksa : U3narensctBo IOpaiir,
2021. — 126 c. — (IlpodeccuonanvHoe ooOpazoBanue). — ISBN 978-5-534-08211-1. —
Tekcr : anextponnsiii / OBC IOpaiit [caiir]. — URL: https://urait.ru/bcode/472842

bsint, B. C. JlokymeHTarmoHHoe obecrieueHue ynpasicHus. KOpuandeckas TEXHUKA :

ydaeOHOe mocobue st cpenHero npodeccuoHanbHoro oopazoanus / B. C. bsanr. — 2-¢
u3l., ucnp. u jgon. — Mocksa : UzpmarensctBo [Opaiir, 2021. — 103 c. —
(ITpodeccuonanvuoe obOpazoBanue). — ISBN 978-5-534-08233-3. — Tekcr

anextponHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/474092

Iepuoauyeckue n3aaHus

1.

2.

3.

Bectuuk MockoBckoro ynuBepcutera. Cepus 11: IlpaBo [DnexktponHsiii pecypc] :
KypHai. — Pexxum pocryma: https://www.elibrary.ru/title_about _new.asp?id=8382
MexayHapoaHoe mpaBocynue [DIEeKTpOHHBIN pecypc] : xypHain. — Pexum pocryma:
https://www.elibrary.ru/title_items.asp?id=32912

BectHuk YHuepcurera npokyparypsl Poccuiickoit @enepanuu [D1eKTpOHHBIN pecypc]
: kypHai. — Pexxum nocryna: https://www.elibrary.ru/title items.asp?id=69708

ba3bl JaHHBIX U I/IH(l)OpMaIII/IOHHI)Ie ClIpaBOYHbLIC CUCTEMbI:

1.

2.

3.

10.

ibooks.ru : 2neKTpOHHO-OMONIHOTEUHAs cucteMa [DJIEKTPOHHBIN pecypc]
npodeccronanbHas 6a3a qaHHbIx.  https://www.ibooks.ru/

DOnexTpoHHO-OuMOnuoreynas cucrema CIIOYTYud . DIEKTPOHHO-OMOIMOTEeYHAs
cucreMa [ DIeKTpOHHBIH pecype] : mpodeccronanbHas 6a3a maHHbix.  http:/libume.ru
KOpaiit : snexTpoHHO-OMOIMOTEYHAS cucteMa [DIJIEKTPOHHBIA pecypc]|
npodeccronanbHas 0a3a nanneix. https://urait.ru/

eLibrary.ru : HayuHas JNEeKTpoHHass OubnuoTeka [DNEKTpOHHBIA pecypc|

npodeccuonaabHas 6a3a qaHHbix.  http://elibrary.ru

KubepJlennnka : Hay4yHas  O3JCKTpOHHas OuOIMOTEKa [DIEKTPOHHBIH pecypc]

nH(pOpMalMOHHAs ClipaBoYHas cucrema.  https://cyberleninka.ru/

Jlanp : DJEKTPOHHO-OMOJIMOTEYHAS cucteMa [DNEeKTpOHHBIH  pecypc]

npodeccuonanpHas 6a3a qaHHbIX.  https://e.lanbook.com

denepanbHOE apXUBHOE areHTCTBO [DJNEKTPOHHBIN pecypce| : mpodeccruoHanbHas 6a3a

naHHbIX. - Pexxum  goctyma:  http://archives.ru/. -  TekcT:  3IeKTpOHHBIN
www.rusarchives.ru/

Delo-pro.ru [DnextpoHHsIii pecypc] : MHDOPMAIMOHHAS CIIPABOYHAS CUCTEMA. - Pexum

noctyna: https://delo-pro.ru/. - Tekcr: ameKTpOHHBII https://delo-pro.ru/
PRO-genonpon3BoAcTBo  [DneKTpoHHBIN pecypc| : uHGOpMaIlMOHHAs CIPaBOYHAs
cucreMa. - Pexum pgocryma: https://www.sekretariat.ru/. - TekcT: 3JIEKTPOHHBIN

https://www.sekretariat.ru/
ApxuBbl Poccun [DnexTpoHHBINA pecypc] : mHbOpPMAIMOHHAS CIpaBOYHAs CHCTEMA. -
Pexum JOCTYyTIa: http://www.rusarchives.ru. - Tekcr: 3JEKTPOHHBIN
http://www.rusarchives.ru

M/K 02.02 Opranu3anusi padoThl apXuBa B cy/e

1.

JlokymMeHTOBe/leHHe @ Y4YeOHMK M TPAKTUKYyM Ul CpeaHEero npodeccHOHaIbHOTO
obpaszosanus / JI. A. Jloponuna [u ap.] ; mox penakmueit JI. A. JloporuHON. — 2-€ W31,
nepepab. u pon. — MockBa : MWzpmarensctBo HOpaiir, 2021. — 309 c. —
(ITpodeccuonanproe obOpazoBanue). — ISBN 978-5-534-04330-3. — Teker
anextponHbi / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469701

[lemenkoBa, C. 1. ApxuoBenenue. Mcropus apxuBoB Poccun ¢ IpeBHENIINX BpeEMEH
70 Hadana XX Beka : yyeOHoe rmocodue sl CpeiHero NpoQeccuoHaIbHOro 00pa3oBaHus
/ C. W. IlemenkoBa ; mox HayuHou pemakiueit JI. H. Ma3zyp. — Mocksa : U3naTenscTBO
FOpaiit, 2021. — 153 c¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-
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https://urait.ru/bcode/472842
https://urait.ru/bcode/474092
https://www.elibrary.ru/title_about_new.asp?id=8382
https://www.elibrary.ru/title_items.asp?id=32912
https://www.elibrary.ru/title_items.asp?id=69708
https://www.ibooks.ru/
http://libume.ru/
https://urait.ru/
http://elibrary.ru/
https://cyberleninka.ru/
https://e.lanbook.com/
http://www.rusarchives.ru/
https://delo-pro.ru/
https://www.sekretariat.ru/
http://www.rusarchives.ru/
https://urait.ru/bcode/469701

10241-3. — Tekct : oanektpoHHsli // DOBC IOpait [caiit]. — URL:
https://urait.ru/bcode/475563
Packun, /JI. 1. Meroauka M TpaKkTHKa apXWBOBEICHHUS : YYCOHUK ISl CPEIHETO

npodeccuonanibHoro oo6pazoanust / JI. WM. Packun, A. P. CokomoB. — Mocksa :
WznarensctBo FOpaiit, 2021. — 339 ¢. — (IIpodeccuonansuoe obpazosanue). — ISBN
978-5-534-02419-7. — Texcr : oanekrponnbii // DBbC HOpaiit [caiit]. — URL:

https://urait.ru/bcode/472554

JlonoIHUTeILHASIJIUTEPATYpa:

1.

2.

3.

Kyszuenos, 1. H. JlokymeHTanmoHHoe oOecrieueHue yrpasieHus. JJoKkyMeHTOO00pOoT U
JIEITOTIPOU3BOICTBO : y4eOHUK W mpakTukym Juist By3oB / M. H. Ky3nenos. — 3-e¢ u3n.,
nepepad. u gon. — Mocksa : WznatensctBo IOpaiit, 2021. — 461 c¢. — (Bricuee
obpazoBanue). — ISBN 978-5-534-04275-7. — Tekct : snexrponssiii // ObC HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/468462

WNudopmanoHHbIe TEXHOJIOTHH B IOPUAMYECKON IEATEILHOCTH : yYCOHUK M MPAKTUKYM
TSt cpeaHero npodeccuonansHoro obpasosanus / T. M. bensieBa, A. T. Kynunos, H. B.

[TanesnoBa, C. I'. UyOykoBa ; orBercTBeHHBIH penakrop C. I'. UybykoBa. — 3-e u3n.,
nepepad. u gon. — MockBa : WM3parensctBo IOpaiir, 2020. — 314 c. —
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-00565-3. — Tekcr

anextponHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/450952

bsnt, B. C. [oxymenTanmonHoe obecriedeHue ynpasieHus. KOpuanueckas TeXHUKA :
yaeOHOoe ocobue aiist cpeaHero npodeccuoHaibHOro oopazosanusi / B. C. bsiur. — 2-¢
u3n., ucnp. u gon. — MockBa : UzmarensctBo IOpaiit, 2021. — 103 c¢. —
(ITpoceccuonansnoe obOpazoBanue). — ISBN 978-5-534-08233-3. — Tekcr
anekrponnsii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/474092

Hepnwmqeacue H3TaHUA

1.

2.

3.

Bectauk MockoBckoro ynuBepcutera. Cepus 11: IlpaBo [Dnextponsslii pecypc] :
xypHai. — Pexxum nocrymna: https://www.elibrary.ru/title_about _new.asp?id=8382
MexayHapoaHoe TpaBocynue [DIEeKTpOHHBIN pecypc]| : xypHaln. — Pexum mocryma:
https://www.elibrary.ru/title_items.asp?id=32912

Bectnuk YHuepcurera npokyparypsl Poccuiickoit ®denepannu [DeKTpoHHBIN pecypc]
: )KypHai. — Pexxum mocryna: https://wwwe.elibrary.ru/title_items.asp?id=69708

ba3bl JaHHBIX U I/IHq)OpMaIII/lOHHI)Ie ClIpaBOYHLIC CUCTEMDbI:

1.

2.

3.

ibooks.ru : 2neKTpOHHO-OMONIHOTEUHAs cuctema [DIEKTPOHHBIN pecypc]
npodeccroHa bHas 0a3a qaHHbIX.  https://www.ibooks.ru/

OnexkTpoHHO-0MOIMoTeyHass cucrema CIIOYTYud . DIIEKTPOHHO-OMOIMOTEeUHas
cucrema [ DJIeKTPOHHBIH pecypc] : mpodeccruoHanbHas 06a3a qanubix.  http://libume.ru
KOpaiit : »snexTpoHHO-OMOTHMOTEYHAS cucteMa [DIJIEKTPOHHBIN pecypc]|
npodeccroHanbHas 0a3za naHHbIX.  https://urait.ru/

eLibrary.ru : HayuHas JNeKTpOHHas OubmuoTeka [DNEKTPOHHBIA pecypc]

npodeccroHanbHas 6a3a maHHbIX.  http://elibrary.ru

KubepJlennnka : Hay4dHas  O3JCKTpOHHas OuOIHOTEKa [DIEKTPOHHBIH pecypc]

nHbOpMaIMOHHAs CIipaBoYHast cuctema.  https://cyberleninka.ru/

Jlanp : DJIEKTPOHHO-OMOIHOTEUYHAS cucremMa [DIeKTpOHHBIH  pecypc]

npodeccroHanbHas 6a3a maHHbIX.  https://e.lanbook.com

denepanbHOC apXUBHOE areHTCTBO [DIEKTPOHHBIN pecypc] : mpodeccroHambHas 6asa

naHHBIX. - Pexum  gocrtyma:  http://archives.ru/. -  Tekct:  3MeKTpOHHBIN
wWww.rusarchives.ru/

Delo-pro.ru [DnekTpoHHbIH pecype] : HHGOPMAIMOHHAS CIIPAaBOYHAS CHCTEMA. - Pexum

noctyna: https://delo-pro.ru/. - Tekct: 31eKTPOHHBIIH https://delo-pro.ru/

PRO-gemonpon3BoACcTBO  [DJIeKTpOHHBIN pecypc] : WHGOpPMAIMOHHAS CIPaBOYHAs

cucrema. - Pexum pgoctyma: https://www.sekretariat.ru/. - TekCT: SJEKTPOHHBIH
https://www.sekretariat.ru/
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https://urait.ru/bcode/475563
https://urait.ru/bcode/472554
https://urait.ru/bcode/468462
https://urait.ru/bcode/450952
https://urait.ru/bcode/474092
https://www.elibrary.ru/title_about_new.asp?id=8382
https://www.elibrary.ru/title_items.asp?id=32912
https://www.elibrary.ru/title_items.asp?id=69708
https://www.ibooks.ru/
http://libume.ru/
https://urait.ru/
http://elibrary.ru/
https://cyberleninka.ru/
https://e.lanbook.com/
http://www.rusarchives.ru/
https://delo-pro.ru/
https://www.sekretariat.ru/

10. ApxuBsl Poccun [DnexkTpoHHBII pecypc] : mHbOpMaNMOHHAS CIIPaBOYHAS CHUCTEMA. -
Pexum JOCTYyTIA: http://www.rusarchives.ru. - Tekcr: AIIEKTPOHHBIN
http://www.rusarchives.ru

4.3. O0mue Tpe0oBaHUS K OpraHU3anMy 00pa3oBaTeIbHOIO Mpouecca

3aHATUS MPOBOJAATCS B y4eOHBIX KaOMHETaX, OCHAILEHHBIX HEOOXOIUMBIM YyUEOHBIM,
METOAMYECKUM, HH(POPMALMOHHBIM, IIPOTPAMMHBIM 00ECTIEYCHUEM.

BHeaynuropHas paboTa cOnpoBOXIaeTcs METOAUYECKHM 00eCIIeUeHUEM.

[Tpon3BoacTBEHHAsT TMpakTUKa (1O MPOQWII0  CHEIHATbHOCTH) MPOBOJUTCS B
OpraHu3alysaX, HalpaBleHUE IESITENbHOCTH KOTOPBIX COOTBETCTBYET HPOGMIIO MOATOTOBKU
00y4aronuxcsi, B COOTBETCTBUU C IPOrpaMMOi IPAKTHKH.

OO0s3aTenbHBIM YCIOBUEM JONYCKa K IPOM3BOJCTBEHHOM NpakTuke (IO Mpoduio
CHELMATBHOCTH) SIBISICTCS TOJIyY€HHE HEOOXOIMMBIX 3HAHHHM B paMKax MpoecCHOHATHLHOTO
MOJTYJISL.

4.4. KaapoBoe odecrniedyeHrne 00pa3oBaTejibHOTO Mpoiecca

TpeboBanus K KBaTU(UKAIMH TIEJarOTHIECKUX KAJAPOB, 00eCIeunBalommux o0ydeHmne
0 MEXIUCLUIUIMHAPHOMY Kypcy (Kypcam) M OCYIIECTBIISIOLIMX PYKOBOJICTBO IPAKTHUKOM:
HaJIMYKME BBICHIETO 00pa30BaHUs, COOTBETCTBYIOIIEE MPO(UIIO MPENOJaBaeéMOro MOJIYJIS; OTIBIT
NeSITebHOCTH B OPraHU3aIMsX COOTBETCTBYIOLIEH MpodecCHOHAIBLHOM Chephl.

[lpenomaBaTeny  MOKHBI  TOJNy4aTh  JIOTIOJIHUTENBHOE  MPO(ECcCHOHAIBHOE
o0Opa3oBaHue 110 MpOrpaMMam MOBBILIEHNUS KBAIM(UKALMH, B TOM YKcie B pOpMe CTAKUPOBKU B
npo(UIbHBIX OpraHu3alusax He pexxe 1 pasa B 3 roja.
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http://www.rusarchives.ru/

S. KOHTPOJIb

u OIIEHKA

MMPOPECCHUOHAJIBHOI'O MOAYJIA

PE3YJIbTATOB

OCBOEHMA

Pe3yabTaTnl
(ocBOeHHBIC OcHoOBHBIE MOKA3aTeJIN DopMBbI U METOAbI
npodgeccuoHAIbHbIE OLICHKH pe3yJibTaTa KOHTPOJISI M OLIEHKHU
KOMIIETEHIMH)
I[IK 1.4. - aHau3 neiictpytomero | OneHka B paMKax TEKYIIEro
ObecneunBaTh 3aKOHOJATEeNIbCTBA B OOJIACTH | KOHTPOJIS:

paboTy apxuBa cyaa

ApXUBHOTO JieTia Cy/a;

- BBIOOP ONTHUMAIBHOTO ITPABOBOIO
PETYJIIMPOBAHMS TIPU BBITIOJHEHUU
MPAKTUYECKOTO 3aJIaHUs;

- HCIIOIL30BaHUE
MH()OPMALIMOHHBIX  CHPABOYHBIX
MIPABOBBIX CHCTEM;

- MOJTOTOBKa Jen (HApsIOB) s
HaIPaBJICHUS B apXUB;

- YMEHHE HaXOJUTh HY)KHBIC Jieia
B apXHUBE CyJa

® pEe3yNIbTaTOB Pa0OTHI HA MPAKTH-
YECKUX 3aHITHSIX;

® PE3yJIbTATOB BBITOJIHCHUS UH/IH-
BUJyaJbHBIX JIOMAIlHUX 3ajia-
HUI;

® pe3yNIbTaTOB TECTUPOBAHMUS.
Ouenka OCBOCHHMSI

npodeccHoHaNbHBIX KOMIETEHIIHMA

B paMKax TEKYIIero KOHTPOJS B

X0J1e MIPOBEIICHUS

MIPOU3BOJICTBEHHONW TPAKTHKHU (110

POQHUITIO CIIEITUATBLHOCTH )

@OH/]1 OLIEHOYHBIX CPEJCTB IpeacTasiieH B [Ipunoxenun 2
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IIpunoxenne 1

Pacnpeue.ne}me JacoB BapHaTHBHOﬁ qacTHu

HaumenoBanue
pazaeJioB
npo¢ecCHOHAIBLHOI0
moayas (ITM),
MEKINCUMINIMHAPHbBIX
kypcoB (MAK) u Tem

TpedoBanus K
pe3yabTaTam
OCBOEHHUS
npo¢ecCHOHAIBLHOI0
MOYyJIs,
BRJIIOYasi
AOIMOJIHUTEJIbHBbIC
TpeboBaHUS

Pacnpenesienue 4acoB BaApUaTUBHOM
4acTu

Ounas gpopma

MaxkcumanbHas Oo6s13aTenbHast
yuyeOHasi HATpy3Kka | y4deOHasi HArpy3Ka
(Bcero) (Bcero)

MJK 02.01. ApxuBHoe
JIETIO B cyie

YMETb:
- MOATOTAaBINBATH

cyneOHbIe nena
(Hapsiipl) U MaTepuanbl
JUISL CJaYM B apXUB;

- OCYIIECTBIISTH MOJHOE
odopmiicHHE Jient
(moamMBKy U
NepeIuieT JieNa, U3bsATHe
U3 Jefla METaJUTNIeCKIX
CKpPEOK H  CKOOOK,
HyMEpalnuio JHCTOB U
3aII0JTHCHHE JHcTa-
3aBEepUTEIA);

- OpraHu30BaTh
TIOPSIIOK orbopa
JOKYMEHTOB u
opopmicHHS HUX Ha
YHUYTOXKEHUE;

3HATh!

- Tmopsgok orbopa Ha
XpaHeHHEe B  apXuB
CYZOB JIOKYMEHTOB, HX
KOMIUIEKTOBaHHS, ydeTa
1 MCTIOJIb30BAHUS;

- TIepeveHb JOKyMEHTOB
CYIOB C YyKa3aHHEM
CPOKOB XpaHEHHUS;

- HOPMaTHBHbBIE
yCIIOBUSI XpaHeHHs
ApXUBHBIX JIOKYMEHTOB;
- TIOJIOKEHHUS 0
TIOCTOSTHHO
JefcTByOIEH
9KCIIEPTHOH KOMHCCHHU
cyza.

30 26

Bcero

30 26
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