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1 MACIHOPT PABOYEN MPOI'PAMMBI IPO®ECCUOHAJBHOI'O MOAY.JIS
IIM.02 APXUBHOE JIEJIO B CYIE

1.1 Obs1acTh NPUMEHEHHUS MPOTrPAMMBbI

[Tporpamma npodeccuonanbHoro moayisi I1IM.02 ApxuBHoe ieno B cyje ABISETCS
Y4acThIO MPOTrpaMMBbI IOJATOTOBKH CIIEHUAIUCTOB CPEeIHEr0 3BeHa B cOO0TBETCTBUM ¢ PI'OC
o 40.02.03 TlpaBo u cyaeOHOE aJIMUHUCTPUPOBAHNE B YACTH OCBOEHHUS OCHOBHOI'O BHA
npodeccuonanbHoi nestenbHocTH (BILJ[): Opranm3zanmusi u obecnedeHue cyae0HOro
eJIONPOU3BOACTBA U COOTBETCTBYIOMUX ITpodeccronanbubix komnerenmuii (1T1K):
[1K 1.4 ObecneunBath paboTy apXxuBa Cyja.

Pabouas nporpamma npodeccuonaibHoro moayis [IM.02 ApxuBHoe 1eno B cyae
MOXXET OBITh HMCIOJIb30BaHa B JOMNOJHUTEIBHOM NpPO(ecCHOHaTIBbHOM 00pa3oBaHUU (B

IIporpamMmax IOBBIIICHUSA KBaJII/I(I)I/IKaHHI/I Hu HGpGHOIIFOTOBKI/I).

1.2 Mecto npogeccuonanbHoro moayJs B crpykrype IHIICC3
[Ipodeccuonanbupiii.  Moayns [IM.02 ApxuBHoe pel0 B Cyle BXOAUT B

npodeccruonanbubie Mmoaynu 1IM.00.

1.3 Hesaun u 3aaa4u y4eOHOI JUCUUIJINHBI:
ensto 1IM.02 ApxuBHOE J1€10 B Cyne SIBISETCS (POPMUPOBAHUE TEOPETUUECKUX
3HAHHUM U MPAKTUYECKUX HABBIKOB 110 OpPTraHU3AIMK apXUBHOTO JIENa B Cy1aX.
3apayamm uzyueHus npodeccronanbHoro moayist [IM.02 ApxuBHoe J1€J10 B CyJie
SIBJISTFOTCSI:

- MpUOOpETEHNE CUCTEMBI 3HAHUN 00 apXUBHOM JIETIE B CY/JIE;

- U3y4YEHUE METOJUYECKUX MPUEMOB 0OPAOOTKH apXUBHBIX JIOKYMEHTOB B CY/IE;

- obecrieueHre CUCTEMbl 3HAaHUHM 00pabOTKU apXUBHBIX JJOKYMEHTOB B CY/IE.

C uenpio OBIAJEHUS YKa3aHHBIM BHUAOM MNPOPECCUOHAIBHOU JEATEIbHOCTH U
COOTBETCTBYIOIIUMH TMPOGECCUOHATBHBIMU KOMIETCHIIUSMU OOyYaronuiicss B XoJie
O0CBOEHHUSI MPOHECCUOHATBHOTO MOTYJIS TOJIKEH:

HMeTh NMPAKTUYECKUH ONbIT:
- 110 OpraHu3aluu PadoOTHI C TOKYMEHTAMU;

- [1I0 KOMIIJICKTOBaHHIO Cy,[[€6HI>IX ACI 1 HAPpAAOB AJIA ITOCTOAHHOI'O XPAaHCHHA,



- IO OPTraHMU3alMU XPAHCHUSI ADXUBHBIX TOKYMEHTOB;

yMeTh:

- OJITOTAaBIUBATH CyI€OHbIE Jieia (Hapsiabl) U MaTepualibl AJisl CIa4d B apXUB;

- OCYIIECTBIISATh MOJTHOE odopMileHre el (MOAMIUBKY WU MEPEIUIeT Jea, N3bATHE
U3 JieJla METAJUTMYECKUX CKPENOK U CKOOOK, HyMEpaluio JIUCTOB U 3allOJIHEHHUE JINCTa-
3aBEpUTENS);

- COCTaBJISITh BHYTPEHHIOIO OMKCH JOKYMEHTOB;

- BHOCUTBh HEOOXOIUMbIC YTOUHEHUSI B PEKBU3UTHI 00JIOKKHU JIET1a;

- 0obOpMIIATH pe3yJIbTaThl CIAYH JIeT HAa ApXUBHOE XPaHEHUE;

- cOOJII0IaTh OXPAHHBIN PEKUM ITOMEIIEHUN XPaHUIIHUIII,

- BBIIIOJIHATH NOPS0K UCIIOJIB30BaHUS JOKYMEHTOB apXUBa CYJa;

- OpPraHU30BaTh MOPSAIOK OTOOPA TOKYMEHTOB U OPOPMIICHUS UX HA YHUUTOKEHUE;

3HATH:

- TIOPAZIOK O0TOOpa Ha XpaHEHUE B apXUB CYJIOB JIOKYMEHTOB, UX KOMIUJIEKTOBaHUS,
y4eTa U UCIIOJIb30BaHUS;

- IEPEYEHb TOKYMEHTOB CYJOB C YKa3aHUEM CPOKOB XpPaHCHHS;

- HOPMATHBHBIE YCIIOBUS XPAHEHUS APXUBHBIX IOKYMEHTOB;

- IOJIOKEHUE O MTOCTOSIHHO JEHCTBYIOIIEH YKCIEPTHOM KOMUCCHUU CYJA.

B mpouecce OCBOCHUA NUCHUILIMHBI Y CTYJACHTOB JOJIKHbBI (l)OpMI/IpOBaTBCSI KOMIICTCHIINH .

Kon HaumenoBanue pesyJjbrara
00y4eHus

IK ObecnieunBaTh pabOTy apXuBa Cy/a.

1.4.

1.4 Kostu4yecTBO 4acoB, Bbl/IeJICHHOE HA OCBOeHUEe nmporpammbl I1M:
MaKcUMaJlbHOW yueOHOM Harpy3ku oOydaromierocs 201 dac, B ToM ducie:
00s3aTeIbHON ayIUTOPHON YyueOHOM Harpy3ku oOyuarormerocs: (00si3aTeabHON y4eOHbIX
3aHsaTui) 110 yacos;
BHEAYIUTOPHOM (CaMOCTOSTENBHOMN) yaeOHOM paboThl oOyvaromerocs 51 gac;
KOHCYJIbTallMM 4 yaca.

MIPOU3BOJICTBEHHOMN MPAKTUKU - 36 4acoB.




2. CTPYKTYPA U ITIPUMEPHOE COAEPKAHUE TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM. 02 APXUBHOE JIEJIO B CYAE

2.1 O0bem yyeOHOM JMCUUILIMHBI M BUAbI Y4eOHO padoThI

O0beM BpeMeHH, OTBeIeHHBIN HA 0CBOEHHE MEKIHCIHIUIMHAPHOT0 Kypca Mpaktn
Bee (xypcos) «a
ro Obs3aTebHAs ayIUTOPHAS CamocTosiTe/IbHA =
Koasbl HaumenoBanuns yac y4yeOHas HArpy3ka s1 pabora =
= IIpon3BoncTBenHas (1Mo
npodeccHoHAIBH pa3aenoB OB o0yyarouerocst o0yyaroerocsi g npodHTIo
bIX KOMIIETCHIUI npo¢ecCHOHANBHOIO (ma B T.4. 5| VYueon P
* B T.4. B T.4. 2 CHeuaJIbHOCTH), YaCOB
MOIyJIst KC. JadopaTopH ’ i 2 ast,
6 KypcoB KypcoB 3 (ecnu npedycmompena
yueonan Bceero ble paGoThI Bcero, g| 4Jacos
ast ast paccpedomouennas
HazpysK u 4acoB
’ padorta padora npaKkmuKa)
au 4acoB NMPAaKTHYeCK (npoex (poex
npakmu He 3aHATHA, IT)) IT))
Ku 4acoB ’ .
) 4acoB 4acoB
1 2 3 4 5 6 7 8 9 10 1
1
K 1.4 MAK.02.01.
ApXHUBHOE €70 B 84 5 56 - 2 - 2 - -
cyne 6 6
IIK 1.4 MIK.02.02.
;);;r;fl::zaum paboTsl 81 5 54 ) 2 ) ) ) )
p cyne 4 5
YuyeOHasi NpaKTHKa - = - -
IIpousBoacTBeHHast 36 - 3
npaxkTuka (mo 6
npoduiiro
CIeunaabHOCTH),
JacoB
Bcero: 201 1 110 - 5 - 4 - 3
1 1 6
0







2.2 TemaTuyecKMil IJIAH U coepPKaHue NMPO(ecCHOHATIBHOTO
moxayasi [IM.02 ApxuBHoOe J1eJ10 B cy/ie

HaumenoBan Coaep:xxanue yueOHOro MaTepuaJia, NPaKTHYeCKUe 3aHITHS, Kon 00 Ypose
ue pas/iesoB caMoOCTOsITeIbHAsA padoTa 00yyaromuxcs odpaso eM Hb
U TeM Ba- yac O0CBOEH
TeJbHO OB us
ro
pe3yJb
Ta
T
a
1 2 3 4
MJK. 02.01. ApxuBHOe 1€J10 B Cy/e 84
Pa3znen 1. Benenue 00padoTKu apXuBHbBIX JTOKYMEHTOB
Tema 1. Coaepsxkanue yueOHOro MaTepuaJa: 6
HcTopus cranoB/ieHUst AKTBI, peTyIHPYIOIIHE BOIIPOCH apXUBHOTO Jiefa, mepuoja ¢heoaaabHON I[IK 1.4 1,
2

apXHUBHOI'0
JeJI0NPON3BO/ICTBA B
Poccun. Crpykrypa u

co/ep:KaHue
COBPEMEHHOI0
apXUBHOIO
3aK0HOJAaTeIbCTBA
Poccun

pa3apoOsieHHOCTH. 3HaUeHHE U cofiepkaHue 3akoHa «O cyap0e apXMBHBIX
yupexaeHuit u BenoMctsy. Coznanue 02.04.1918 rona L{enTpanbHOro KOMUTETA 110
YIPaBJIEHUIO apXuBaMu. TeHJEHIIMN pa3BUTHS apXUBHOI'O 3aKOHO/1aTENIbCTBA B
Poccun

Ha pyOexe 21 Beka. [loHaTne 06 apXMBHOM IpaBe U apXMBHOM 3aKOHOJATEIbCTBE.
®enepanbHblii 3ak0H 0T 22 okTs0ps 2004 1. Ne 125-03 "O6 apxuBHOM Jerne B
Poccutickoii ®eneparun'. OCHOBHBIE TTpaBuiia pabOThl apXHUBOB OpTaHU3AIINM.
ITpuka3 Cynebnoro aenapramenta rnpu Bepxosaom Cyne P® ot 29 ampens 2003 r. N
36 "OO0 ytBepxkaeHuu MHCTpyKIuM Mo Cy1e0HOMY JI€JIONPOU3BOJCTBY B pAHOHHOM
cyne". MHCTpyKIuH 0 mopsiake 0TOOpa Ha XpaHeHHE B apXuB (heZiepalibHBIX CYI0B
0011el FOPUCAUKINN JOKYMEHTOB, UX KOMIUICKTOBAHUS, Y4eTa M UCTIOIb30BaHUSI.
IlepedyeHb TUMOBBIX YIPABICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yoLXCs B
nesitenbHocTH opranuzanuii. 'O CT P 6.30-2003 YauduuupoBaHHbIE CUCTEMbI
JIOKyMEHTaluu. YHupuuupoanHas cucrema. OpraHu3aliiOHHO-pacoOpsAUTEIbHON
nokymeHTtanuu. TpeboBanus k opopmienuto gfokymentos. 'OCT P 7.0.8-2013.
Jenonpoun3BoacTBo u apxuBHOE Aeno. Tepmunsl u onpenenenus. llepeuens
nokyMeHToB denepanbHbIX CyZ0B 00IIel IOPUCAUKIIMY C YKa3aHUEM CPOKOB

xpanenwus. [Ipukas ot 9 urons 2011 r. N 112




Teopernueckoe o0yuenune: nHpopmannonHasn jJeknusa Ne 1 na remy: «Vcropus
CTaHOBJIEHMsI apXUBHOTO Jesonpou3BozacTsa B Poccuu. CTpykTypa u conep:kanue
COBPEMEHHOI0 apXUBHOI'0 3aKOHOAATENbCTBA Poccum»

IIK 1.4

IIpakTnyeckue 3anaTusa Nel Ha Temy: «Vcropusi cTaHOBIEHUS
apXUBHOTO JIEI0MPOU3BOACTBa B Poccum»

1.AHanu3 apXMBHOTO 3aKOHOJATENbCTBA, AeicTBytomiero B nepuox CCCP
2. Odopmiienne pekBuU3UTOB J0KyMeHTOB B cooTBeTcTBHM ['OCT P 6.30-
2003. CocraBieHue npuka3a 0 CO3aHUHN SKCIEPTHOU KOMUCCHUH JIJIst
OpraHM3alMy U MPOBEIEHUS padOThI 10 0OTOOPY JOKYMEHTOB Ha
JlajbHEeNIIee XpaHEHUEe U YHUUTOXEHUE.

3.CocraBieHue aKTa O BbIIECJICHUH JOKYMEHTOB C UCTEKILIUM CPOKOM
XPaHEHHS K YHUUTOXKEHUIO.

IIK 1.4

CamocrositeibHas padora o0y4yaromuxcs Nel.

1.IIpopaboTka KOHCIIEKTa 3aHATUHA, PEKOMEHyeMOH y4eOHON M JOTOJIHUTEIbHON
JIUTEPATYPBI

2. BblnosHEHNE MHAMBUAYAIBHOIO JAOMAIIHETO 3aJaHUs 10 COCTaBJICHUIO
ONOpHOro TekcTa «Vcropus nosBIeHNs NEPBBIX apXUBOB B Poccumn»

3.ITonrotoBka pedepara Ha BEIOpaHHYIO

temy 4.IloaroroBka cooOImEHU HiIN

Mpe3eHTALUN

IIK 1.4

Tema 2.
CoBpeMeHHbBIE

HOPMATHBHO-NPABOBbIE
aAKTbI M0 APXUBHOMY
J1eJ10MPOU3BO/ICTBY B
cynax P®

Coaep:xkanue yueOHOT0
Marepuaja:

ITpaBoBOE peryarpoBaHue apXUBHOTO Jiena B cyae. OOmias XxapakTepucTiKa

WucTtpykuuu o nopsake oTbopa Ha XpaHeHHE B apXuB (peiepaabHBIX CY0B 00IIei
FOPUCTUKIINY TOKYMEHTOB, UX KOMIUICKTOBAHUSA, y4e€Ta U UCTIOIb30BaHus Nel57 ot
28.12.2005 1., Ilepeuns 1okyMeHTOB (peepanbHBIX CYI0B 00IIeH IOPUCAUKIINH C
yKa3aHHEM CPOKOB XPaHEHMsl, yTBEPKICHHBIH npuka3zoM CyaeOHOro jaenapTaMeHTa
npu BC PO ot 09.06.2011 r. Nel12.

I[IK 1.4

Teoperuueckoe o0yuenue: uHpopManuoOHHAA JeKIUsA Ne2 HA TeMy:
«COBpeMeHHBIe HOPMATUBHO-IIPABOBEIC AKThI 110 APXUBHOMY JCJIOIIPOU3BOJACTBY B
cynax PO»

I[IK 1.4

—_
-

IpakTuyeckne 3ansaTusa Ne 2 Ha Temy: «CoBpeMeHHbIE HOPMATHUBHO-ITPaBOBbIE
aKTbI

10 apXUBHOMY JEJIONPOU3BOJICTBY B cynax PDy

«Ananu3 MHcTpyKuuu o nopsake oT0opa Ha XpaHeHHE B apXuB (heJiepaaIbHbIX CY0B

IIK 1.4




OO0IIeH FOPUCAUKIIUN JTOKYMEHTOB, UX KOMILICKTOBAHHMSI, Y4€Ta U UCIIOIb30BaHHS
Nel57 or 28.12.2005 1.»

CamocrosiTesibHasi padoTa o0ydaommxcst Ne2. I[IK 1.4
1.IIpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHyeMO! yuyeOHOM 1 TOTOTHUTEIbHON
JUTEPATypHI
2.IlpoBectu ananu3 nonoxxenuit Ykaza [Ipesunenta PO ot 15.03.2000 r. Ne 511 «O
KJ1accugukaTope npaBoBbIXx akToB» OT 23.03.2000 r., ohopMUB aHATN3 TE3UCAMH.
3. IloaroToBka cOOOIIEHNH, TOKIAIOB 10 TEME
4. KoMIIbloTEpHOE TECTUPOBAHUE
Tema 3. Coaepsxanue yueOHOro MaTepuaJa: 1,
2
O6man CyneGHoe nenonpon3BOCTBO: MOHATHE, (DYHKIIMH, O0IIas XapaKTePUCTHKA I[IK 1.4
XapaKTepUCTHKA
cyaedHOro [Tonstne moxymeHroobopora. IlpuHnumel gokymentoobopota B cyzae. [lpuem
u
JAeJ0NPON3BO/CTBA B perucrpanus 10KyMEHTOB B apxuse cyna. HomenknaTypa nein.
cyne. Oomasi Opranuzanus Tpyga paOOTHHKOB cdepsl cymaeOHOro J1eI0NpOU3BOJICTRA.
O61mas
XapaKTepPUCTHKA xapakTepucTuka VHCTpyKIMU 1O CyJeOHOMY JeNONpPOU3BOACTBY B pPailoOHHOM
cyxe,
CTPYKTYPbI PAllOHHOI'0 yrBepxkaeHHas [lpukasom Cynebnoro [lenmapramenta npu Bepxosnom Cyne P®
oT
cyna 29.04.2003 r. Ne36. PaitoHHBIN CyJ - OCHOBHOE 3BE€HO T'pa)KJaHCKUX CYIOB
oOuieit
ropucaukiu. Ero coctas. Ilopsiok oOpasoBanus. Ero monHomouus U poiib
B
cynebHnoit cucreme. CTpykTypa paloHHOTO cyaa. CTpyKTypa KaHUEISIPUU U apXuBa
B
cyze. PyKoBOACTBO U KOHTPOJIb 32 J€SITEIbHOCTHIO apX1Ba B pallOHHOM CY/IE.
Teopernueckoe o0yuyeHne: HHpopManUOHHAA Jekuus Ne3 Ha Temy: «OO0mas IIK 1.4
XapaKTEepUCTHKA CyIEOHOr0 eJI0ONPOU3BOACTBa B cye. O0Ias XxapakTepucTHKa
CTPYKTYPBbI palilOHHOTO CyAa»
IIpakTnyeckue 3aHaTHA Ne 3-4 Ha Temy: «OO111as1 XapaKTepUCTUKA CyI€OHOTO IIK 1.4

JIeNIOTIPOU3BOACTBA B cyzie. O01as XapakKTepUCTHKA CTPYKTYPBI PaliOHHOTO Cy/1a»
1.CocraBiieHuE HOMEHKJIATYPbI JIE]T apX1Ba Cya.
2.0dopmiieHne KypHaJlOB pErUCTpalluu

3.0cyuiecTBieHre MOIHOro 0hopMIeHHs A (TOAUIMBKA WU MEPEIUIET Jea,




U3BIATHE U3 JeJIa METAJUTMYECKUX CKPETIOK U CKOOOK, HyMepallus JJUCTOB U
3amoJHEHNE

JINCTa-3aBEPUTEIIS ).

4.BHeceHre HEOOXOUMBIX YTOUHEHU B PEKBU3UTHI 00JIOKKH Jeiia

5. IIpoBeneHne aHan3a CTPYKTYPHBIX NTOAPA3EICHUN PalilOHHOTO cyAa.
CocraBieHue NOoNI0KEeHUs! 00 apXuBe paHOHHOTO Cyia

CamocrosiTesibHasi padora o0yyawmmxcs Ne3.

1.IIpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHyeMO! yuyeOHOM 1 TOTOTHUTEIbHON
JUTEPaTyphl

2.IlpoBectu aHanu3 WHCTPYKIMM IO JEJIONPOU3BOACTBY B apOUTPaKHBIX
cynax

Poccuiickoii ®enepanuu, yrBepxkaenHon Ilpukazom Beicmero ApOuTpakxHOro
Cyna

P® o1 01.01.01 1. Ne27, odhopMHB BBIBOBI MUCHEMEHHO B paboueii TeTpaau.
3.CocTaBUTh OMOPHO-JIOTHYECKYIO cxeMy: OcyIlecTBIeHHE TOIHOTO 0(pOpMIIeHHUS
zen

JUIs CIa4X B apXUB CyJa.

4. Nzyuenne DenepallbHOTO KOHCTHTYIIMOHHOTO 3aKkoHa oT 7 deBpayst 2011 r. N 1-

IIK 1.4

®K3 "O cynax obmieit ropucaukimu B Poccuiickoit deneparuun (¢ u3MEHEHUSIMHA
Y IOTIOJIHEHUSAMU ) — T11.4 T.32-36
5. M3yuuts [IpaBa u 00513aHHOCTH TIpeiceiaTessl PaliOHHOTO Cy/a.

Pa3nea 2. TpeGoBanus, 3axa4un ¥ QyHKIUHM aPXUBA B
cyae

Tema 4.
TpebdoBanus,
npeabsBJisieMble
K

padoTHUKAM
apxuBa B cyJe.

Conep:kanue y4e0OHOIo MaTepuaJia:

Kpanudukannonnsie TpeOOBaHM, MPEAbABIsIEMbIe K paOOTHUKAM apXuBa Cy/a.
OcHoBHbIE MpaBa U 0053aHHOCTH PAOOTHUKOB apXHBa CyJa.
OTBETCTBEHHOCTh pA0OTHUKOB apXHBa CyJia.

IIK 1.4

Teopernueckoe o0yueHue: nHpopMaunoHHas jJekuus Ne 4 Ha Temy:
«TpeboBanwusi,
MpeIbsBIsieMble K paOOTHHKAM apXUBa B CyJIE»

IIK 1.4

—
-

IpakTuueckue 3ansaTus Ne 5 Ha temy: «TpeGoBanusi,

MpeIbsBIseMbIe K paOOTHHKAM apXUBa B CyJIe»

Nzyuenue [Ipukaza Cynebnoro nenapramenta npu Bepxosuom Cyae PO ot 27
utoist 2006 1. N 69 "O6 yTBepxkaeHuH KBAIN(UKATMOHHBIX TPEOOBAHUH K
JOJIKHOCTSIM TOCYIapCTBEHHOM I'pakIaHCKOM CITy>KObI B anmnaparax ¢eaepanbHbIX
cynoB oOrelt opucaukiuu u cucreme CyaeGHoro aenapramenTa npu BepxoBHom

IIK 1.4
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Cyne Poccuiickoit denepanyn”

Hcnonb3yst MHTEpHET-UCTOYHUKH onucaTh «KBanudukamronnsie TpeOOBaHUS K
KaHIuaaTaM Ha 3aMCIICHHUEC BAKAHTHBIX }IOJ'DKHOCTeI\/’I FOCY,Z[apCTBeHHOI\/'I
IPKIAHCKOW CY>KOBI B anmapare MeTpOBCKOr0 paiOHHOTO CYJIa»

CamocrosiTesibHasi padoTa o0yuarmuxcsi Ne 4, I[IK 1.4
1.IIpopaboTka KOHCTIEKTa 3aHATHI, pEKOMEHIyeMOH yueOHOM 1
JIOTIOJIHUTEIbHOM JINTEpaTypPhl
2. CocTaBUTh OMIOPHO-JIOTHYECKYIO cXxemy: KBanudukamoHHbie
TpeOOBaHUS K yPOBHIO PO(HECCHOHATLHOTO 00pa30BaHus
3. CoctaBuTh ONOPHO-TIOTHYECKYIO cxeMy: KBanudukanuonHsie TpeOOBaHUS K
CTa)Xy TOCYJaPCTBEHHOM TPakTaHCKOM CITYKObI
4. CocTaBUTh OMOPHO-JIOTHYECKYIO cxeMy: KBanudukannoHuele
TpeOoBaHUs K MPO(hecCHOHATBHBIM 3HAHUSM U HaBbIKaM
5. OTBETUTH HA KOHTPOJIbHBIE BOMPOCHI IO TEME
Tema 5. Coaep:xanue yueOHOro MaTepuaJia:
3agaun u 3anaun apxuBa. OyHKIMM apXuBa. 3HaU€HUE apXuBa B o0ecnieueHuu 3pHEeKTUBHOTO I[IK 1.4 1,
pyHkumnu apxusa JIEIONIPOU3BOCTBA B cyze. [Topsiok orOopa Ha XpaHEHUE B apXUB CYyJI0B 2
B cyJe. JIOKYMEHTOB, MX KOMIUIEKTOBaHUS, yueTa U UCToNb30BaHusl. CocTaB cyaeOHBIX
KommniexkroBan JIOKYMEHTOB, MOUIeKaIIMX nepeaade B apxuB. Homenknatypa aein. [IpaBuna
He apxuBa cyaa. COCTaBJICHUS U
odopmiieHuns onmcel Jel.
Teoperuueckoe o0yuenue: uHpopManuonHas jgekuus NeS Ha temy: «3agadun u K 1.4
byHkmn apxuBa B cyge. KoMiiekToBanue apxuBa cyaa»
IIpakTuyeckue 3anaTHA Ne 6 Ha Temy: «3anaun U QyHKLINU apXuBa B Cy/IE. I[IK 1.4
KommnekroBanue apxusa cyna»
1.CocraBieHue BHYTpEHHEN OMHUCH JOKYMEHTOB
2.AHanu3 TpaBOBBIX CUTYyAIMH 10 TeMe «3aaaun U QYHKIIMH apXUBa B CYIE».
CamocrosiTesibHast padora o0yuaromuxcs: Ne 5. [IK 1.4

1.IIpopaboTka KOHCTIEKTa 3aHATHI, pEKOMEHIyeMOl yueOHOM 1
JIOTIOJIHUTEIbHOM JINTEpaTypPhl

2. CocTaBUTH OMOPHO-JIOTUYECKYIO cXeMy: 3afaun U GyHKIMH apXHBa B Cy/e
3.IIpoananm3upoBath qokyMeHT [lonoxenue «O06 apxue HonmmHCKOTO
paiionHoro cyaa HonrHckoro paitona

4. IpoBectu ananmu3 nokymenrta «lIpuka3 CymaeOHOro nenapraMeHTa npu
Bepxosuom Cyae P® ot 09.06.2011 1. Nel12 «O06 yTBep)ACHUHN TIEPEUHS




JIOKYMEHTOB
denepanbHBIX CYI0B OOIIEH IOPUCANKIINN C YKa3aHUEM CPOKOB XPaHEHUS.

Tema 6.

ITopsinox oTéopa Ha
XpaHeHUEe B apXHUB
JAOKYMEHTOB, IpHeM
B APXMB CyIe0HbIX
JeJ ¥ IPyrux
MaTepHaJioB U UX
OpraHu3anms B
apxuse.

Conep:kaHue y4eOHOT0 MaTepuasa:

[Topsimok oTOopa Ha XpaHEHHE B apXUB CYAOB JIOKYMEHTOB. TpeboBaHus,

MNpEaABABIACMBIC K CJIaM, HAIIPABJIACMBIM B apXUB. O(i)OpMJ'IeHI/Ie Ha YHUYTOXCHHUC.

[TpaBuia mpuema B apXuB YToOJOBHBIX J1€]1, TPAXKIAHCKHUX /€] U APYTHX
Martepuaos. JInma, oCcyIecTBIAIOMNE IPUEM IOKYMEHTOB B apXUB Cy/1a.
JlokymeHTanbHbIi HoHI apxuBa cyna. OnpeaeseHue NpUHAIIEKHOCTH apXUBHbBIX
JOKyMEHTOB M 00pa30BaHUE apXUBHOTO (POHAA CyAa. XPOHOIOTHIECKUE IPAHUIIBI
apXUBHOTO (OHAA Cy[a.

Opranusanus JOKYMEHTOB B IIpe/iesiaXx apXuBHOTO (OH/a Cyaa.

IIK 1.4

Teopernueckoe o0yueHue: nHPpopManoHHas Jekuus Ne 6 Ha Temy:
«ITopsimok oTOOpa HA XpaHEHHE B apXUB JJOKYMEHTOB, IIPUEM B apXHB CYIEOHBIX
A€ U UX

OpraHu3alvs B apXuUBe»

I[IK 1.4

—_—
-

IIpakTnyeckue 3anaTus Ne 7-8 Ha temy: «Ilopsaok otOopa Ha XpaHEeHHE B
apXuB JOKYMEHTOB, IPHEM B apXMB CyIEOHBIX €] U UX OPraHU3alysl B apXUBE»
1.INoxroToBka cyneOHbIX A€ (HapsAI0B) M MaTEpUAIIOB JIJIs CJJAUU B apXUB.
2.0dopmiieHne pe3ynbTaTOB CIayu Je]l Ha apXUBHOE

xpaHenue. 3.Opranu3zanys cy1e0HbIX Jell 1 MaTepHalioB B

apxuBe

IIK 1.4

CamocrosiTe/ibHasi padoTa o0yuaromuxcsi Ne6.

1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHAYEeMOU y4eOHO 1
JIOTIOJIHUTEIBHOM JINTEpaTypPhl

2. CocTaBUTh ONOPHO-JIOTHYECKYIO cxeMy: OdopmiieHue cy1eOHbIX A€,
MIPOU3BOJICTB U IOKYMEHTOB OOIIETO JEJIONPOU3BOJICTBA K MOCIEAYIOIEMY
XpaHEHUIO B CYJIE.

IIK 1.4

3. IIpoBectn ananu3 «lccnenoBanvie HaNpPaBICHUH COBEPIIEHCTBOBAHUS
apXHMBHOTO JIEJIONPOU3BO/ICTBA B Cy1aX OOIIeH IOPUCIUKIIUM.
4.0OTBETUTH HA KOHTPOJbHBIE BOMPOCHI 110 TEME

Pa3nen 3. Yuer B apxuBe cyna

Tema 7. Yuer
JTOKYMEHTOB B
apxmBe cyaa.

Conep:kaHue yueOHOT0 MaTepuasa:

OO6mwme TpeOoBaHUS K YUETY CyACOHBIX JIe7 U JOKYMEHTOB, MTOPSIIOK
OCYHICCTBJICHHUA YyUCTa JOKYMCHTOB B apXHBC Cya. E,Z[I/IHI/II_II:I yucra. Cucrema
YYETHBIX JOKYMEHTOB apXxuBa. [10psiIoK BeIeHUS] OCHOBHBIX YYETHBIX JIOKYMEHTOB

IIK 1.4

12,3




apxuBa cyja.
HayuHo-cripaBouHBIif anmapar K JOKyMeHTaM apXuBa. BUbl KaTajJoroB U KapTOTEK
CyIeOHBIX JIe] M MaTepUaJIOB, MPABWJIA UX BEJICHUS U 3aTIOJTHEHUS.

Teoperuueckoe o0yuenue: uHpopManuoHHas jJekuus Ne7 Ha Temy: «Yuer
JIOKYMEHTOB B apXHBE CY/Ia»

IIK 1.4

IIpakTuyeckue 3ausaTHA Ne 9 HA TeMy: «YUeT JOKyMEHTOB B apXUBE Cy1a»
«AHanu3 mpoiiecca BeJICHHs U 3aMI0JIHEHHSI KaTaJloroB U KapTOTEK CyIeOHBIX
JIe] M MaTepUajIoBy.

I[IK 1.4

CamocTrosiTesibHasi padoTa o0yyarommxest Ne 7

1.IIpopaboTka KOHCTIEKTa 3aHATHI, pEKOMEHIyeMO yueOHOM 1

JIOTIOJIHUTEIIbHOM JINTEpaTypPhl

2. CocTaBUTh OMOPHO-JIOTUYECKYIO cXeMy: CucTeMa y4eTHbIX JJOKYMEHTOB apXH1Ba
3. [ToaroroBka pedepaToB Mo BEIOpAaHHOU TEME

4. OTBETUTH Ha KOHTPOJIbHBIE BOMPOCHI TEMBI

I[IK 1.4

Tema 8. Cucrema
apXHBHBIX KATAJI0I0B
U yKa3areJiei.
IIpaBuia
opopMiIeHUA
apXHBHBIX
JOKYMEHTOB

Coneprxanue y4e0HOro MaTepuaJia:

[TonsiTHE apXUBHBIX KAaTaJOroB M yKa3aresen. [1opsaok kaTanoruzanuy apXuBHBIX
JieNl 1 MaTepuanoB. Buael apXuBHbIX KaTtaaoroB. OCHOBHBIE BU/bI apDXUBHBIX
ykazaresneil. TpeOoBaHus, npeabsBiseMble K 0QOPMIEHUIO apXUBHBIX JOKYMEHTOB.
[TpaBumna opopmieHust apxuBHoi crpaBku. [IpaBuna opopmieHns apxUBHON
BBIITACKH.

[TpaBuna opopmnenus apxuBHoi konuu. [IpaBunia ohopmieHuss BHyTpeHHeH
OIMCH TOKYMEHTOB.

I[IK 1.4

Teopernyeckoe o0yuenune: nHgpopmannoHHasn Jexknusa Ne8 Ha remy: «Cucrema
apXUBHBIX KaTaJoroB U ykazarenei. [IpaBuna opopmiieHuss apXuBHBIX JOKYMEHTOB»

IIK 1.4

1,2,3

IIpakTyeckue 3anaTus Ne 10 Ha temy: «Cuctema apXMBHBIX KaTaJlOTOB U
ykazateneil. [IpaBuna odopmiieHHs] apXUBHBIX TOKYMEHTOB)

IIK 1.4

CamocrositeibHas padora o0y4yarommuxcst Ne 8.
1.IIpopaboTka KOHCIIEKTa 3aHATUH, PEKOMEHyeMO! y4eOHOM U TOTIOTHUTEIbHON
JIUTEPaATyphl

IIK 1.4

2. CocTaBUTh OMOPHO-JIOTUYECKYIO CXeMY: ABTOMATH3UPOBAHHBIH
Hay4YHO- CIIPaBOYHBIN anmapar apxuBa cyja.

3. IloaroroBka pedepatoB 1o BEIOpAHHOI Teme

4. OTBETUTH HAa KOHTPOJIbHBIE BOIPOCHI TEMBI

Tema 9.
HUcnoan3zoBanue

Coaep:xaHue y4eOHOro MaTepuaJia:

IlonsTue u MOPAAOK UCTIOJIb30BAaHNA NOKYMCHTOB B ApXHUBC Cya. Hcnonnenue

IIK 1.4




JOKYMEHTOB apXHuBa.
IIpoBepka HaTUYUsA
U COCTOSIHUS
Cy1eOHBbIX J1eJ1 U
MaTepuajioB B
apxuBe.

3aMpocoB, MOCTYMAIOIINX B apXHUB CyJa OT YYaCTHUKOB CyAOMpPOn3BoJcTBa. PaboTa
YUTAJIHLHOTO 3aJIa apXUBa. YUeT UCIOIh30BaHUS CYJACOHBIX Je]l U JOKYMEHTOB
apxuBa. 3a7aud IPOBEPKU JOKYMEHTOB B apxuBe. [1ops1ok mpoBeaeH s MPOBEPKH
Ha HAJIMYME U COXPAHHOCTh CYJEOHBIX JIe)I U MaTepUaioB B apxuBe cyna. [IpaBuna
odopmileHHns akTa 0 He OOHAPYKEHHH JIeNla WM MaTepHala, akTa O OBPeXACHUN
Jiena uimn

MaTepuaia B apXHMBe CyJa.

Teopernueckoe o0yuenue: nHGpopManMOHHaA JeKuHua Ne9 Ha Temy:
«Hcnonp3oBaHne TOKyMEHTOB apxuBa. [IpoBepka HaIMuus U COCTOSIHUS CYJeOHBIX
JIeJI 1 MaTEpUaJioB B apXHUBE»

IIK 1.4

IIpakTnyeckue 3anaTusa Ne 11 Ha temy: «/cnonp3oBaHue T0KyMEHTOB apXUBa.
[IpoBepka HaMMYUS U COCTOSIHUS CYACOHBIX €71 U MaTepHalioB B apXUBE»

1. IIpoBepka nopsiika MCIOJIB30BAHUS TOKYMEHTOB apX1Ba Cy/a.

2.CocTaBiieHre akTOB 0 He OOHapyKEHUM JeJ1a WM MaTepuana, O HOBPEXICHUN
Jlella WM MaTepuaa B apXMBe cyia

IIK 1.4

CamocrositeibHas padora ody4yarommuxcs Ne 9

1.IIpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHAYeMOU yueOHO u
JIOTIOJTHUTEIBHOM JINTepaTyphbl

2. CocTaBUTh ONOPHO-JIOTUYECKYIO cXeMy: « OCHOBaHUS U
NEPUOTUYHOCTh IPOBEICHUS IPOBEPKHU IOKYMEHTOB B apXHBE CyJIay.
3. [TogroroBka pedepaToB o BEIOpaHHON TeMe

4. OTBETUTH Ha KOHTPOJIbHBIE BOIIPOCHI TEMbI

IIK 1.4

Tema 10. Cpoxn
XpaHeHusl Cy1eOHbIX
JeJl 1 MAaTepHuaJioB.
Iopsaok nepenauu
cyae0HBIX /1eJ1 Ha
MOCTOSTHHOE
XpaHeHmue.

Coneprxanue y4e0HOro0 MaTepuaJia:

[lonsiTue cpoka XpaHeHusi JOKyMeHTa B apxuBe. HopmaTruBHO-IpaBOBOE
peryaupoBaHue CPOKOB XpaHEHHUs Cy/EeOHBIX JieN U MaTtepuasoB. Pasnuuus B cpokax
XpaHeHus: CyneOHbIX JOKyMeHTOB. IlpaBuna wucuMciIeHUS CPOKOB XpaHEHUS
CyJeOHbIX JOKyMEHTOB. [lepeueHb OKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHMS.
Kareropun cyneOHbIX nej, MOJUIekKAIlIUX [OCTOSHHOMY XpaHEHHUI0 B apXuBe.
TpeboBaHus, NpeabABIseMble K CyAEOHBIM JeiaM, MOJUIekKAIUM HOCTOSHHOMY
XPAHEHHUIO.

[Topsnok nepegayuu cy1eOHbBIX JIed Ha TOCTOSIHHOE XpaHEHHeE.

IIK 1.4

Nb—‘

Teopernyeckoe o0yuenne: nHpopmannonHas gexkuusa Nel0 na remy: «Cpoku

IIK 1.4

XpaHEeHHsI CyIeOHBIX JeT U MaTepuaioB. [lopsmok nmepexaun cyaeOHbBIX e Ha
MMOCTOSIHHOE XPaHEHHUE»




IIpakTuyeckue 3anaTus Ne 12 Ha temy: «Cpoku XpaHeHUs CyJeOHbBIX JeN U
matepuainoB. [Topsaok nepeaaun cy1eOHbIX A€ Ha IOCTOSHHOE XpaHEHUE»
1.IlpoBenenue aHanu3a 1Mo MOPSJIKY OMpPENeNICHUs CPOKOB XpaHEeHUS J1eT1 (HapsI0B)
B apXHUBE Cyna

2.0 opmiieHre pe3ysIbTaToOB CIauM JeJl Ha apXHUBHOE XPaHEHUE»

I[IK 1.4

CamocrosiTesibHasi padoTa o0yuarommuxcsi Ne 10
1.IIpopaboTka KOHCIIEKTa 3aHATHH, pEKOMEHyeMol yueOHOH 1
JIOTIOJTHUTEIILHOH JINTEPaTyPhl

2. CocTaBUTh OMOPHO-JIOTHYECKYIO CXEMY':

IIK 1.4

Tema 11. Ilopsinok
c/1a4M Cy1eOHbIX J1eJ U
HAps/10B B
rocyAapcTBeHHbII
apxus. Ilopsigok
YHAUYUITOKECHUSA
cyae0HBbIX J1el.

Conep:xanue y4eOHOro
MaTepuaJia:

Cpoxku, mopsaok cnadu, ohopMIICHHE W BHABI Jed (HapsiaoB) W Jed 0OIero
JISTIONIPOU3BOJICTBA TIEPElaBaeMbIX Ha XpaHCHHE B TOCYJApCTBCHHBIA apXHB.
[IpaBwia BeiAeneHUsT 1 (HApsIOB), TMOJUICKAIIMX YHUYTOKECHHIO. [lopsmok
COCTaBJICHUS U

XpaHCHHUsI aKTOB O BBIICJICHUY Jie] (Haps0B) K YHUYTOXKEHHIO.

IIK 1.4

Teopernueckoe o0yuenue: uapopmannonnan jgexnus Nellna remy: «Ilopsgox
caauu CyAeOHBIX JIeNl U HapsA0B B TOCYIapCTBEHHBIN apxuB. [lopsaok
YHUUYTOKEHUS

CyJ1IeOHBIX JIeI»

IIK 1.4

[a—
-

IIpakTuyeckue 3anaTusa Ne 13 Ha temy: «llopsaok cnauu cyneOHbIX 1€ U
HapsJI0B B TOCYJapCTBEHHBIN apxuB. [1opsaoK yHUUTOXKEHUS CYJeOHBIX 1€
1.Opranuzanus nopsiika 0T00pa JOKYMEHTOB ¥ 0(hOpPMIIEHHUS UX HA YHUUTOXKEHHE
2.IloHATHE MCTEKIIETO CPOKA XpaHEHUs cyAeOHbIX Aen. [lena, He moanexanme
XPaHEHUIO B apXUBE CyJa.

IIK 1.4

CamocrosiTesibHast padora o0yuarommxcss Ne 11

1.IIpopabGoTka KOHCIIEKTa 3aHATUIH, pEKOMEHIyeMON yueOHO! U
JIOTIOTHUTEIBHOM JIUTepaTyphl

2. CocTaBUTH OMOPHO-JIOTHYECKYIO cxeMy: [lopsimok cnaun cyneOHbIX et u
Haps/I0B B TOCYAapPCTBEHHBIN apXHB

3.IToaroroBka npe3eHTaImii K pedeparam

4. OTBETUTh Ha KOHTPOJIbHbBIE BOIPOCHI TECTA

IIK 1.4

Tema 12
.OcHoBHBIE
3aa4U U

Coneprxanue y4e0HOr0 MaTepuaJia:

[TonsiTe SKCHEpTU3BI IIEHHOCTH JOKYMEHTOB. 3amayd ¥ (YHKIMH DKCIIEPTHOM
komuccud. Opranuzanusi paboThl SKCIEPTHOW KOMUCCHU B cyae. OCHOBHBIE IpaBa

IIK 1.4

Nb—‘




pyHxkuun JKCIIEPTHOMN KOMHCCHH. [Tonoxenune 0 MTOCTOSIHHO JIEHCTBYIOIIEN
IKCIEPTHOH JKCIIEPTHOMN

KOMMCCHH B cy/e. Komuccuu cyzaa. Ilopsiok peructpanuu U yyeTa mpeulosKeHUH, 3asBIeHUN U Kanoo
Hopsimox Ha

PEruCTPALMM U y4eTa

NpeIJI0KeHHH, paboty apxuBa cyna. [IpaBuina BefeHus xypHajla perucTpanuy oopameHui

3asiBJIEHUH U Kaj100
Ha pa0doTy apxuBa
cyna.

rpaxaaH. XpaHeHue OKOHYEHHbBIX MPOU3BOICTBOM OOpaIleHU B Cye.

Teopernueckoe o0yueHue: nHpopmaunonHas jekuus Nel2na temy: « OCHOBHbIE
3a1a4uu U QYHKIUU IKCIIEPTHOM KOMUCCHU B CYJIE»

IIK 1.4

IpakTuueckue 3ansaTus Ne 14 Ha temy: «OCHOBHBIC 331Ul U DYHKITMH
AKCIIEPTHON KOMHUCCHH B CY/IE»

1.CocTaBieHue OTBeTa Ha 0OpallleHHe IPaKIaHWHA ¢ XKal000i Ha paboTy apXuBa
cyna 2.Pemenne cuTyalmoHHBIX 33134 110 TeMe: «OCHOBHBIC 3a7auil U (DyHKIIUU
HKCIIEPTHON KOMHCCHHU B CyJie

IIK 1.4

CamocrositeibHas padora o0yuyarommxcst Ne 12

1.IIpopaboTka KOHCIIEKTa 3aHATHH, pEKOMEHIyeMol yueOHOH 1
JIOTIOJTHUTEIBHOM JINTepaTyphbl

2. CocTaBuUTh ONOPHO-JIOTHYECKYIO cXxeMy: [IpaBo rpaxkiaH Ha

oOpareHue ¢ xano0amMu Ha paOOTHUKOB ammapaTa cya.

3. U3yuuts TeMy Juist KOHTpOJbHOro omnpoca «HopmatusHoe peryianpoBaHue
npaBuiI paboTHI ¢ XKao0aMH U OOPAIICHUSIMH TPAXKIAH.

4.0TBeTUTh Ha KOHTPOJIbHBIE BOIIPOCHI 10 TEME

IIK 1.4

Tema 13.
HNudpopmarusanus
apXMBHOIO J1eJa B
cyne. Poab
Cynednoro
Jenapramenra B
OpraHu3anuu
padoThbl apXUBOB
CY/0B.

Coaep:xaHue y4eOHOro MaTepuaJia:

3HaueHue nporecca nHHOPMATU3ALMK APXUBHOTO Jiea B cyae. O0mas
xapakrepuctuka nojacucteMsl ['AC «IIpaBocynue» 11 «ApxuBHoe 1e10».
Lenu u 3anaun aesrensHoct Cynebnoro [enapramenta. Opranuszanus paboThl
apxuBOB cyq10B. OOecrieueHne MOBHIICHUS KBATM(PUKAIUA PAOOTHUKOB
ammapara CyJi0B [0 BOIIpOcaM OpraHu3auu padoTel apxuBoB. KoHTpomb 3a
YCIIOBUSIMU XPaHEHUS

CyZeOHBIX JIeJI U IOKYMEHTOB U COCTOSTHHEM apXUBOB.

IIK 1.4

Teopernueckoe o0yueHue: nHpopmaunonHas jexkuus Nel3 Ha remy:
«Mudopmarusanus apxuBHOTO Aena B cyae. Pons CynebHoro JlemapramenTa B
OpraHu3aIyy paboThl APXHUBOB CYJIOBY

IIK 1.4

Nb—‘

IIpakTuueckue 3ansaTus Ne 15 na temy: «MHbopmaTu3zaius apXuBHOTO Jeia B
cyzne. Pons Cynebnoro /lemapraMeHTa B OpraHu3alui paboThl apXUBOB CYI0B»

IIK 1.4




Amnanus Ilonoxenus «O0 ynpasienun CynedHoro Jlenapramenrta npu BepxoBHoMm
Cyne POy

CamocrositeibHas padora o0y4yaromuxcsa Ne 13 IIK 1.4 2
1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHAYEeMOU y4eOHO 1

JIOTIOJIHUTEIbHOM JINTEPATypPhl

2. CocTaBUTh ONOPHO-JIOTHYECKYI0 cxeMy:. Llenu u 3anaun nesrenbHocty CynedHOro

JemapramenTa
3. [loaroroBka k 3amute pedepara
4. TloaroroBka mpe3eHTAIMH K 3amuTe pedepara

Koncyapranun IIK 1.4 2
MJIK.02.01. «Opranu3zanusi padoTsbl apxXuBa B Cyae» 81
Pa3nes 1. Odopmiienne cyaeOHbIX eI, NPOU3BOJCTB M JOKYMEHTOB 00111ero 1eJ10IPON3BOACTBA K MOCJIeYIOIeMy XPAHEHHIO B apXHBe Ccy/a
Tema 1. Coaep:xaHue y4eOHOro MaTepuaJia: 6 1,
Odopmiaenue [TonsaTue u copepxanue cyaeOHOro AenonpousBoacTBa. [lopsaaok opopmieHus I[IK 1.4 2
CyAe0HBIX J1eJI K IIPOM3BOJICTB M JOKYMEHTOB 001IEro aesonpou3BozcTsa. Ilopsnok odpopmiienus
nocJjaeayruemMy CyZeOHBIX JIeJI K OCIEAYIOEeMy XpaHEHUIO B apXuBe cya. BnusHue
XPaHEHHIO B KJaccu(puKaluK JTOKYMEHTOB U JIe B IIpeiesiaX apXUBHOTO (JOHAA HA COCTABICHUE
apxuBe cy/aa. ApPXHUBHOMU OITUCH.

CocraBnenue coOOCTBEHHO apXUBHOM onucH ei. CocTaBiIeHHE CIIPABOYHOTO
anmnapara K OIHCH.

Teopernueckoe o0yueHue: nHpopmaunonHas jexkuus Nel Ha Temy: I[IK 1.4 2
«Odopmiienue

CYJIeOHBIX JIeJI K MOCJIEAYIOIIEMY XPaHEHHIO B apXHBE Cya»

IIpakTuyeckue 3anaTus Nel Ha remy: «Odopmiienue cyeOHbIX I[IK 1.4 2

JIeJ K IOCIIEIYIOLIEMY XPAHEHUIO B apXUBE Cyda»
[Topsnox odopmiieHus: IPOU3BOACTB U JOKYMEHTOB OOIIEr0 JEJIONPOU3BOICTBA.
[Topsimok opopmienus cyeOHBIX J1eN K MOCIeIyIOMEeMY XpPaHEHUIO B apXHBE
cyna. OpopmieHne apXxuBHON OMHUCH.

CamocrosiTesibHast padoTa o0yuyarommxcs Nel I[IK 1.4 2
1.IIpopabGoTka KOHCIIEKTa 3aHATUH, pEKOMEHIyeMON yueOHO! U
JIOTIOTHUTEIHHON JTUTEPaTyphl

2.BrInoIHEeHNE HHAUBUIYaIbHOTO JOMAIITHETO

3amanus 3.Beinonaenue pedeparon

4.IlonroToBKa COOOIIEHUI WIIM IPE3EHTANN

Coaep:xaHue y4eOHOro MaTepuaJia: 6




Tema 2.
Opranusanus u
Be/leHHe apXMBHOIO
J1eJ10NPON3BO/ICTBA B
cyae.

ObecrnieyeHre B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSIIKOM IIPHEMa, PETUCTPALIUH,
XPaHEHMs ¥ BbIIa4U MAaTEPUAJIOB U IPYTUX JTOKYMEHTOB U3 apXuBa Cyaa.

I[IK 1.4

Teopernyeckoe odyueHue: nHGopMaALUMOHHAA JeKUHMA Ne2 Ha TeMy:
«Opranuzanus
U BEJICHHE apXUBHOTI'O JEJIONPOU3BOJICTBA B CYIEN»

I[IK 1.4

Nb—‘

IpakTnueckue 3ansaTus Nel Ha Temy: «Oprauuzanus U BE€HUE apXUBHOTO
JIEJIONPOU3BOJICTBA B CYIE»

IIK 1.4

CamocTosiTesibHasi padoTa o0yyarommxcs: Ne2
1.ITpopaboTka KOHCIIEKTA 3aHATUH, PEKOMEHIYEMOM YIeOHOM U JOTIOJIHUTEIBHON

IIK 1.4

JUTEPaTyphbl
2.Brinonnenue HHAUWBUAYAJIBHOI'O0 JOMAIIHETO
3amanus 3.BeinonHenue pedeparon
4.TTonroToBKa COOOIIEHHUI I TIPE3EHTAUN

Tema 3. Cucrema
KaTaJIoroB B
apxmuBe

Conep:xanue y4e0HOIro MaTepuasa

Karanor xak apxuBHbIil cipaBouHuk. Onpenenenue Bujaa kataiora. Pazpaborka
CXeMbl Kaccu(uKauu JOKyMEHTHOM nH(popMaluy B KaTanore. BoisiBienue u
otbop

JIOKYMEHTHOM nH(popManuu A Katagoruzanuu. Onucanue JOKyMEHTHOM
I/IH(l)OpMaHI/II/I Ha KaTaJIOXKHBIX HOCHUTCIIAX. HHI[CKCI/IpOBaHI/Ie KaTaJIOKHBIX
kaprouek. CucremaTusanus KapTO4eK U BEICHUE KaTalora.

I[IK 1.4

Teopernueckoe odyuenune: nHpopmanuonnas Jgexuus Ne3 Ha remy: «Cucrema
KaTaJOrOB B apXHBE»

I[IK 1.4

—
-

IIpakTyeckue 3anaTus Ne 3 Ha Temy: «Cucrema KaTaJOroB B apXUBE»
[Topsimok odopmieHus karaaoroB Ha cyneOHbie nena. [lopsmok
COCTaBJICHHS

KaTaJIOrOB Ha HAa/I30pHBIEC IPOM3BOJICTBA 110 IPAXKAAHCKUM JIeIaM

IIK 1.4

CamocrositeibHas padora o0y4yaromuxcs Ne3

1.IIpopaboTka KOHCIIEKTa 3aHATUH, PEKOMEHIyeMol yueOHOM n
JIOTIOJIHUTEIBHOM JINTEpaTypPhl

2.BpInonHeHne MHANBUIYAJIbHOTO JIOMAIIHErO

3ananus 3.Boinonnenue pedepartos

4.IloaroroBka COOOIICHUI WIIH MPE3CHTAINI

IIK 1.4

Pa3nes 2. ObecnieyeHne COXpaHHOCTH JOKYMEHTOB.

| Copnepxanune y4e6HOro MaTepuasia




Tema 4.

KonTpoJas 3a
CBOEBPEMEHHOCTBIO
NOCTYIICHUS B
apxuB cyaa
JAOKYMEHTOB.

CBoeBpeMeHHOCTL MOCTYIUICHUA JOKYMCHTOB B apXHB Cyaa. Hnua, OTBECTCTBCHHBIC
34 CBOCBPCMCHHOCTHL IIOCTYIUICHHA B apXuB CyJda JOKYMCHTOB. CY6TJCKTI>I,
OCYIICCTBIIAOIINEC KOHTPOJb 3a CBOCBPEMCHHOCTBIO IIOCTYIVICHUA B apXUB CyJa
JOKYMCHTOB.

I[IK 1.4

Teopernueckoe o0yuenue: nHpopmaunonHas jexkuus Ne 4 Ha remy: «KoHrponp
32 CBOEBPEMEHHOCTHIO MOCTYIJIEHUSI B ApXUB Cy/1a TOKYMEHTOB

I[IK 1.4

Nb—‘

IIpakTyeckue 3anaTusa Ne 4 -5 Ha Temy:

l.«AHanu3 CBOEBPEMEHHOCTHU NOCTYIUIEHUS JOKYMEHTOB B apXUB Cya».

2.AHanu3 mnpaBoBBIX cuTyauuid mno Teme: «KoHTponb 3a
CBOEBPEMEHHOCTBIO NIOCTYIUICHUS B APXUB CYJ1a JOKYMEHTOBY.

IIK 1.4

CamocrosiTesibHas pabora o0yuaromuxcs Ned

IIK 1.4

1.IlpopaboTka KOHCTIEKTa 3aHATHI, pPEKOMEHIyeMOH yueOHOM 1
JIOTIOJIHUTEIBHOM JINTEpATypPhI

2.13yunts MHCTpYKIHS 110 CyZeOHOMY JCIOMPOU3BOACTBY B PAlOHHOM CYJIe
(YtBepxkaena IIpukazom ['enepanbHoro aupexropa CyneOHOro nenaprameHnra
pu BepxosHom Cyne Poccutickoii @eneparuu ot 29 anpens 2003 r. N 36)

Tema 5. Co3nanue
ONTHMAJIbHBIX
YCJI0BUI XpaHEeHUs
JTOKYMEHTOB.

Conep:xanue y4eOHOro MaTepuasa

TpeGoBaHus K MOMEUICHUSAM apXUBa. DJIEKTPO- U MPOTUBOMOKAPHOE
obopymoBanue. OXpaHHbBIN pexuM. TeMepaTypHO-BIaKHOCTHBIM H CBETOBOM
pexumbl. CaHUTApHO-

rUrueHuYeckuii pexnM. O00pyI0BaHNE apXuBa.

IIK 1.4

Teopernyeckoe od0yueHue: HH(POPMaLMOHHASA JieKIHMA Ne S Ha Temy:
«Co3nanue
ONTUMAJIbHBIX YCIOBUN XPAHECHUS JOKYMEHTOB)

IIK 1.4

[u—
-

IpakTuyeckne 3ansaTusa Ne 6 Ha Temy: «Co31aHUE ONTUMATBHBIX

YCJIOBHH XpaHEHUS TOKYMEHTOB

CocraBrieHue MpuKaza MO OTIpPaBKE TOKYMEHTOB B apxuB. OdopmieHue
(hU3UKO- XUMHYECKHE M OMOJIoTHYecKrue (PaKTOpOB pa3pylIeHHs JOKYMEHTOB.

IIK 1.4

CamocrosiTesibHasi padoTa o0yuaromuxcsi Ne 5
1.IIpopaboTka KOHCIIEKTa 3aHATHH, PEKOMEHyeMol yueOHOH 1
JIOTIOTHUTEIBHON JTUTEPaTyphl

2.Brimonnenue HHIAWBUAYAJIBHOT'O JOMAIIHETO

3aganus 3.Beimonnenue pedepatos

4.IloaroroBka COOOIICHUI WIIH MPE3CHTAINI

IIK 1.4




Tema 6.
Pazmemenue
AOKYMEHTOB B
XpaHUIUIILE,
TONOrpaupoOBaHU
e

Conep:kanue y4e0HOIo MaTepuaJia:

[Iponienypa mepenmaun CyneOHBIX J1en B apxuB. Pa3MerneHue JTOKYMEHTOB
B
xpaamnuiie. TornorpadgupoBanue.

I[IK 1.4

Teoperuueckoe o0yuenue: uHGpopManuoHHas jJekusa Ne 6 Ha Temy:
«Pa3menienue
JIOKYMEHTOB B XpPaHWIHIIE, TOOrpadupoOBaHUE»

IIK 1.4

—
-

IIpakTuyeckne 3ansaTusi Ne 7 Ha Temy: «Pa3MmenieHue NOKyMEHTOB B
XpaHWIUIIE,
TonorpagupoBaHue»

IIK 1.4

CamocrositesibHas padora o0y4yaromuxcs Ne6

1.IIpopabGoTka KOHCIIEKTa 3aHATUH, PEKOMEHyeMol yueOHO u
JIOTIOJIHUTEIBHOM JINTEpaTypPhl

2.BpInonHeHne MHANBUIYAJIbHOTO JIOMAIIHETO

3ananus 3.Boinonnenue pedepartos

4.IloaroroBka COOOIICHUI WIIH MPE3CHTAIHI

IIK 1.4

Tema 7. O0ecnieyenue

Coaep:xaHue y4eOHOro MaTepuaJia:

COXPaHHOCTH
JIOKYMEHTOB
apxmBa cyja.

Cucrema MCp obOecreyeHus COXpPaHHOCTHU NOKYMCHTOB. Tpe6OBaHI/I${ K 3JaHUsAM U
NMOMCIICHHAM apXHUBa. HOpMaTI/IBHBIC YCJIOBU XpaHCHUS apXUBHBIX JOKYMCHTOB.

IIK 1.4

Teopernueckoe o0yuenue: nHGopMaANMOHHAsA JeKuHA Ne 7 Ha TeMy:
«ObecreyeHne COXpaHHOCTH JOKYMEHTOB apXHBa CyJa»

IIK 1.4

—_—
-

IIpakTnyeckue 3anaTHsA Ne 8 Ha Temy: «ObecnieueHre COXPAHHOCTH IOKYMEHTOB
apxuBa cyJa»
«Co0110/IeHHe OXPaHHOTO PEXHMMa MNOMEIIECHUN XPAHUIULD.

IIK 1.4

CamocrosiTeibHas padora odyuyarommuxcst Ne 7
1.IIpopaboTka KOHCIIEKTa 3aHATHH, PEKOMEHIyeMol yueOHOM 1
JIOTIOJIHUTEIBHOM JINTEpaTyphbl

2.Breinonnenue WHIAWBUAYAJIBHOT'O JOMAIIHETO

3amanus 3.BeinonHenue pedeparon

4.ITonroroBKa COOOIICHUI WIIH MPE3CHTAINI

IIK 1.4

Tema 8.
CucreMaTn3anus
apXHBHBIX
JAOKYMEHTOB.

Conep:kanue y4eOHOI0o MaTepuaJia:

IlousTue u COACPIKAHNUEC CUCTEMATU3allu aPXUBHBIX TOKYMCHTOB. CTaI[I/II/I
CUCTCMATHU3allN AapXHUBHBIX JOKYMCHTOB. 3HadeHUe CUCTEMAaTHU3alliu B
OCYIICCTBJICHNHA Sq)(beKTI/IBHOFO JACJIOIIPON3BOACTBA B CYAC.

I[IK 1.4

Teoperuueckoe o0yuenue: uHpopManuonHasn jJekuus Ne 8 Ha Temy:
«CI/ICTeMaTI/ISaI_II/ISI APXUBHBIX JOKYMCHTOB»

IIK 1.4

Nb—‘




IIpakTuyeckue 3anATHA Ne 9HA TeMy:«AHaJIN3 Mpoliecca CUCTEMAaTU3ALIUN I[IK 1.4

aApPXUBHBIX JOKYMEHTOB).

CamocrosiTesibHasi padora o0yuaromuxcss Ne 8 [IK 1.4

1.IlpopaboTka KOHCTIEKTa 3aHATHI, pEKOMEHIyeMOl yueOHOM 1

JIOTIOJIHUTEILHOM JINTEpaTypPhl

2.BpInonHeHrne UHANBUIYaIbHOTO JIOMAIIHETO

3ananus 3.BemonHenue pedepaTon

4.IToarotoBka coOOIICHHIA UITN MPE3EHTAINI
Tema 9. Coaepsxkanue yueOHOro MaTepuaJa:
OT100p cynedHBIX HopmatuBHoe perynupoBaHue mpaBUil OTOOpa CyneOHBIX JTOKYMEHTOB ISt IIK 1.4 1,
aeJ, MAaTepHaJioB U YHUUYTOXKEHUs. JIuma, ocymecTBusomue oT00p U YHUYTOXKEHUE CyAeOHBIX e | 2
APYTHUX JOKYMEHTOB JIOKYMEHTOB. Buibl cloco00B yHUUTOKEHUS CYIeOHBIX [
JJISI YHUYTOKEHHUS. (HapsioB).

Teoperuueckoe odyuenue: nHgpopmMaunoHHas jgekuus Ne 9 na remy: «O160p I[IK 1.4

Cy1eOHBIX JIeJ, MATEPUAJIOB U APYTUX JOKYMEHTOB JJIsi YHUUTOXKCHUS.

IMpakTuueckue 3ansiTusa Ne 10 Ha Temy: «OT00p CyAeOHBIX /€I, MATEPHATIOB U I[IK 1.4

JIPYTUX TOKYMEHTOB ISl YHUUTOKECHUSD.

Pemenne cutyannoHHbIX 3a7a4 1o TeMe: «OT0op CyaeOHbIX e, MaTepruaioB U

JIPYTUX TOKYMEHTOB ISl YHUUYTOKEHUSD.

CamocrositeibHas padora ody4yarommuxcs Ne 9 IIK 1.4

1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHAYEeMOU y4eOHO 1

JIOTIOJIHUTEIbHOM JINTEPATypPhl

2.BpInonHeHne UHANBHUIYAIbHOTO IOMAIIIHETO 3a/IaHus: TPOBECTU aHAIIN3

ITpuxaza CyneOnoro Jlenapramenta npu Bepxosaom Cyne PO ot 09.11.2011 r.

Nel12 «O6 ytBepxknenuu Ilepeuns TOKyMEeHTOB (eiepabHBIX CyI0B OOIIei

FOPUCTUKIINY C YKa3aHUEM CPOKOB XPaHECHUS

3.IToarotoBuTH OMOpHO-IOTHYECKYIO cxemy: «I[IpaBuna u mecto

03HAKOMJICHUS C CyICOHBIMU JIEIaMH U IOKYMEHTaMI.

4.TToarotoBka cOOOIICHHUI UITN MPE3CHTAIUI
Tema 10. ITopsinox Cojaepixanue yueOHOro MaTepuaJia
BBITaYH e U3 HopmaTtuBHOE perynupoBaHHE BbIIaYW JOKYMEHTOB U3 JIEN, a TAKXKE CYJIOHBIX el IIK 1.4 1,
XPaHWJIMII, u3 apxuBa. [IpaBuiia OCyIIECTBICHUS U OCHOBAHUS BbIAAUM JOKYMEHTOB U JIeNl U3 2
TPAHCIIOPTHPOBAHUE apxuBa cyJa. BrinonHeHnue nopsaka UCIOIb30BaHUs TOKYMEHTOB apX1Ba Cy/a.

U YNaKOBKa JIeJl.

OO6mme TtpebGoBaHuUs K BbI1aue apXUBHBIX JIOKYMEHTOB u3




apXUBOXpaHWIUIIA.
KoHTponb 3a COXpaHHOCTBIO BBIIAHHBIX ApPXMBHBIX JIOKYMEHTOB. Bo3zBpamieHue
apXUBHBIX JTOKYMEHTOB B apXxuBoxpaHuiuiie. TpaHCIOPTHPOBKA U yIIaKOBKa JeJl.

Teopernueckoe o0yyenue: nHpopmanuonHas jgekuus Ne 10 Ha temy:
«ITopsimox
BBIIAYU JI€] U3 XpaHWINLL, TPAHCIIOPTUPOBAHUE U YIIAKOBKA JIEI.»

I[IK 1.4

IpakTnueckne 3ansatusa Nell Ha temy: «Ilopsnok Belgauu J1ea1 U3 XpaHUIUII,
TPAHCIIOPTUPOBAHUE U YIIAKOBKA JICIL.»

OdopmiieHre TOKYMEHTOB IPH BbIIaue U3 apXUBa U BO3BPAT IOKYMEHTOB B apXHUB.
PCIJ_IGHI/IG CI/ITyaL[I/IOHHBIX 3a1a4 I10 TEMCE. «BBIHOJIHGHI/IC HOpSII[Ka HCIIOJIB30BAHUSA
JOKYMEHTOB apXuBa Cyday.

IIK 1.4

CamocrosiTeibHas padora Nel(

1.IIpopaboTka KOHCIIEKTa 3aHATUH, pEeKOMEHAyeMOI yueOHOM! 1
JIOTIOJTHUTEIBHOM JINTepaTyphbl

2.Brmmonnenue HHIAWBUAYAJIBHOI'O JOMAIIHETO

3ananus 3.BeimonHenue pedepaTon

4.IlonroToBka cOOOIIEHUN WIIM PE3eHTalUN

IIK 1.4

Tema 11.
O3HaKkoMJIeHHE C

Coaep:xanue y4eOHOro MaTrepuasa

OcHoBaHUs NpeaAOCTaBJICHUA I'paXJJjaHaM U UHBIM JIMIaM, YYaCTBYIOIIIMM B

IIK 1.4

[u—
-

AOKYMEHTaMU H
aenamMm,
HAXOAAIIUMUCS B
apxuBe cyaa

PaCCMOTPCHHUHU I'PAKAAHCKUX, YTOJIOBHBIX, AAMUHUCTPATUBHLIX €I U MATCPHUAJIOB,
BO3MOXHOCTH O3HAKOMIJICHUA C HGO6XOJII/IMI)IMI/I JOKYMCHTaMMU.

Teopernueckoe o0yueHue: nHpopmaunonHas jexkuus Ne 111a remy:
«O3HaKOMJICHUE C JOKYMEHTaMU U JeJIaMH, HaXOASIIUMHUCS B apXUBE Cya»

IIK 1.4

IIpakTyeckue 3ansaTus Nel2 Ha Temy: «O3HaKOMIIEHUE C IOKYMEHTAMHU U
JIellaMy, HaXOSIIIMMUCS B apXUBE Cy1a»

IIK 1.4

CamocrositesbHast padora Nell

1.IIpopaboTka KOHCIIEKTa 3aHATUH, PEKOMEHIyeMol yueOHO n
JIOTIOJIHUTEIBHOM JINTEpaTypPhl

2.BplInonHeHne NHANBUYAIBHOTO JOMAIIHETO 3a1aHus
3.IloaroToBUTH OMOPHO-JIOTHYECKYIO cXxeMy: «IIpaBuna n mecto
O3HAKOMJIEHUS C CYJ€OHBIMH JIeJaMH U JJOKYMEHTaMm».

4. OTBETUTH HAa KOHTPOJIbHBIE BOIPOCHI TEMBI

IIK 1.4

Conep:kanue y4eOHOIro MaTepuaJia:




Tema 12. IIpoBepka
HAJIMYHUS U
COCTOSIHUS J1eJl.
XpaHeHnne 0co60
HHEHHbIX
JOKYMEHTOB

[Topsinok X XpaHeHMs U UCTIOIb30BaHMs Aell. [lopsanok mpoBeaeHUs TPOBEPKHU
HAJIM4MS U COCTOSTHUS Jiea. [IpoBepka TeXHMUECKOro U (PU3UKO-XUMUYECKOTO
COCTOSIHMSI apXUBHBIX TIOKyMeHTOB. Opranu3zanus po3bicka Aeil. BeisiBienue oco6o
OCHHBIX ACII. VYueT 0c060 HCHHBIX TOKYMCHTOB.

I[IK 1.4

Teopernueckoe odyuenue: nHpopmannoHHas jexkuus Ne 12 na remy: «IIposepka

HaJIM4UA U COCTOAHUA OCI. XpaHeHI/IC 0c000 HCHHBIX JTOKYMCHTOB»

I[IK 1.4

—
-

IIpakTnyeckue 3anaTus Ne 13 Ha temy: «IIpoBepka HaMUUMs U COCTOSTHUS /€.
XpaHeHue 0co00 LIEHHBIX JOKYMEHTOB)

OdopmiieHre TOKYMEHTOB TOCIIE TIPOBEPKU HAJTUYHUS U COCTOSTHHUS JIEII.
Odopmienre 0co00 LEHHBIX JOKYMEHTOB.

IIK 1.4

CamocTrosiTesibHasi padoTa o0ydyarommxcst Ne 12

1. IIpopaboTKa KOHCTIEKTa 3aHATHI, PEKOMEHIyeMOU yueOHOU U
JIOTIOJIHUTEIbHOM JINTEpaTypPhl

2. BrinmonHenne HHIMBUYaTIbHOTO TOMAIITHETO 3aJaHus
3.TloaroToBuTH A0OKJIAA Ha TeMy: [1epCeKTUBBI Pa3BUTHSI
aApXUBHOTO JI€JIONPOU3BOJICTBA B PD.

IIK 1.4

Tema 13.
DopMHupOBaHUE
3JIEKTPOHHBIX
apXMBOB CyAeOHbIX
ael.

Coneprxanue yue0HOro MaTepuaJia:

HopmartuBHOe peryaupoBaHus co3laHust U (OPMUPOBAHHUS HIIEKTPOHHBIX apXHBOB
CyJIeOHBIX JieN. 3a/1a4uM, BBIIIOJHSAEMBbIE TOCPEICTBOM (DOPMHUPOBAHUS SJIEKTPOHHBIX
apxuBoB. [Ipouenaypa u stansl GOpMUPOBAHHUS HIIEKTPOHHBIX apXUBOB B PO.

I[IK 1.4

Nb—‘

Teopernueckoe o0yuenne: nHGpopMannoHHas jJekuus Ne 13 Ha Temy:
«DopMHUPOBAHNE ANEKTPOHHBIX APXUBOB CYAECOHBIX €

IIK 1.4

IIpakTnyeckue 3anaTusa Ne 14 Ha temy: «DopmMupoBaHue IEKTPOHHBIX apXUBOB
CyAeOHBIX eI

-UccnenoBanue npoueaypsl GOpMUPOBaHUS SJICKTPOHHBIX apXUBOB CYACOHBIX JEIT
-AHanu3 nporuecca opopMIIeHHs Pe3yIbTaTOB CAAYM JIeJl HAa apXUBHOE XpaHEHUe, a
TaK)Ke BHECEHHS HEOOXOAUMBIX YTOUHCHHUH B PEKBU3HUTHI OOJIOKKH JIeNIa

I[IK 1.4

CamocrosiTesibHasi padoTa odyuyaromuxces Ne 13

1. ITpopaboTKa KOHCHIEKTa 3aHATHH, pEKOMEHAYeMOH y4eOHOU 1
JIONIOJTHUTEIBHOM JINTEpaTyphl

2. CocTaBuUTh ONOPHO-JIOTUYECKYIO0 cxeMy: HopmaTuBHbIE yCI0BUS
XpaHEHHS apXMBHBIX JTOKYMEHTOB

3. OTBETUTH HAa KOHTPOJIBHBIE BOIIPOCHI 110 TEME

IIK 1.4

Koncyabranuu

IIK 1.4




Bcero:

IIpousBoacTBeHHAas NPaKTHKA (110 NPOPUIIO CIENUATBHOCTH) UTOTOBAsI 10 MOIYJII0

Buabl patdor IIK 1.4
1. O3HaKOMUTBCSI ¢ HOPMATUBHO-IIPABOBBIMU aKTaMH, JOJDKHOCTHBIMH UHCTPYKIMSAMH, ONIPEACIISIONIMMU
HOPSI0K OPTaHU3ALUK apXUBHOTO Aeia B cyae 1 HITA, oTHOCSIMMUCS K apXHUBHOMY JIEITy

2.Pabora ¢ 3aKOHOJATETBHBIMHU U APYTUMH HOPMATHBHBIMH ITPABOBBIMH aKTaMH 10 IPUMEHEHHIO
OIIPEIETISIOIIMMH TOPAJOK OPTaHU3AMK apXUBHOTO jena [leTpoBckoM pailoHHOM cy/e.

3. U3yuenue cbopa u 06paboOTKH JOKYMEHTOB B CyZie, HEOOXOIUMBIX K apXUBHON 00paboTKe.

O3HaKOMHTECS ¢ TPEOOBAHUSMH U MHCTPYKLMSIMHU, PETIIAMEHTUPYIOIMMH TIOATOTOBKY JieNa K
ApPXUBHPOBAHUIO

4. O3HaKOMJICHHE C TIOPSAIKOM IIepeadr el B apXHB Cy/1a U MOPSAKOM KOMIUICKTALUH e U Hapsii0B

JUISL IOCTOSIHHOTO XPaHEeHHUs

5. 3ydenue nopsaaka paboTsl cyJia 1o MpueMy HaceJIeHHUs U MOPsIKa BbIaYH JOKYMEHTOB U3 apXHBa Cy/a

6. M3yuenne u ocyuiecTBIeHUE padoT MO 0TOOPY TOKYMEHTOB Ha YHHUTOXEHHUE U 0()OPMIIEHUE UX
yHUYTOXeHHUs [1oATOTOBUTH MPOEKTHI OCHOBHBIX JOKYMEHTOB II0 apXUBHOMY IPOU3BOJICTBY

6. M3yueHne nopsiika u OCyIecTBICHHE padoT 10 0(hOPMIICHHUIO JeTl, COCTABICHUIO BHYTPEHHUX ONHCEH,
BHECEHHIO N3MEHEHUI B PEKBU3UTHI 00JI0XKKH

7. O3HaKOMJICHHE C TIOPAJIKOM OXPAaHHOI'O PeXUMa MOMEIICHHS apX1Ba Ccyja (XpaHWIHILA)

8. O3HakoMIIeHHE ¢ pabOTOH aIMUHUCTPATOpa Cy/1a 110 OPraHU3aluU TEXHUYECKOT0 00ECIIeYeHNs apX1Ba cy1a
9. IloAroTOBUTH HO OTHOMY TPAKAAHCKOMY . YTOJIOBHOMY, aIMUHUCTPATUBHOMY A€y JJISl C/Ia4M a B apXUB

10. PaGoTta ¢ nHpOpMaIIMOHHBIMU CUCTEMAMU U MTPABOBLIMU 0a3aMu,

11. Pabora ¢ nHpOpMaLMOHHO-TIOMCKOBBIMU U HH(OPMAITMOHHO-CIIPAaBOYHBIMU CHCTEMAaMHU U 0a3aMu

AN WIS\ W (U N\ ==

JTAHHBIX, UCIIOJIb3yEMbIX B IPO(PECCHOHANBHOM NESTEIHHOCTH.

Bcero: [IK1.4 201

J11s1 XapaKTepUCTUKU YPOBHSI OCBOSHHS YU€OHOTO MaTepraia UCTIONb3YIOTCS CIEAYIONNE 0003HAYCHUS:

1. - o3HAaKOMUTEIBHBIN (Y3HaBaHUE paHEe N3YYCHHBIX 0OBEKTOB, CBOMCTB);,

2. - penpOaYKTUBHBIN (BBIIIOJHEHHUE ACATEIBHOCTU IO 00pa3ily, UHCTPYKIIMU WK TOJ] PyKOBOJICTBOM)

3. - IPOYKTHBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITEIILHOE BBHIITOJTHEHHE JICATEIIEHOCTH, PEIICHUE MPOOJIEMHBIX 33]1a4)



3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI TINCHUITJIMHBI

3.1 Tpeb6oBanusi K MUHMMAJbHOMY MATEPHATBLHO-TEXHUYECKOMY 00ecne4YeHnIo.

Peanuzauus yueOHON TUCHUIUIMHBI TpeOyeT HaNM4YMs KaOHHeTa
oO1enpodecCHOHAIBHBIX JUCHUIUIUH 10 crenranbHocTh 40.02.03
O6opynoBaHue KaOuHeTA:

- IOCA/I0YHbIE MECTa MO KOJMYECTBY 00yUYaIOUINXCS;

- pabouee MeCTO MPeroIaBaTelIs;

- KOMIIJIICKT y‘lC6HO-M€TOI[PI‘ICCKHX MaTCpUalIoB.

- TexHnyeckue cpesicTa

oOy4eHwUs:

- MEPCOHAIBHBIE KOMIIBIOTEPBI

- JUIIEH3UOHHOE TTPOrpaMMHOE 00eCIIeUeHHE:
- MYJIbTUTUMEIUA-TIPOECKTOP;

- HACTEHHBIN JKPaH.

3.2 UudopMmannoHHOe o0ecnieueHne 00yueHust
Ilepedyennb pexoMeHayeMbIX y4eOHbIX U3annid, UHTEepHEeT-pecypcos,
JAOMOJHHUTEJbHOM JIUTePaTyphbl
Hopmamuenvie - npasoévie akmut:

1. O6 apxuBHoMm gene B Poccuiickoit ®enepanuu: @DenepanbHblii 3aKOH

oT
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22.10.2004 N 125- @3 (pen. ot 04.10.2014r.) // CIIC KoucynwsrantlLitoc.

. O6 obGecrneueHnu nocTyna K HHGOpPMALMK O ACATEILHOCTH Cya0B B Poccuiickoit

Oenepauuu: DeaepanbHblii 3akoH oT 22.12.2008 N 262-®3 (pen. or
12.03.2014r.) // CIIC KoncynprantlLmtoc.

. Kommenrapuii k @enepansHomy 3akoHy oT 22 okTsa6ps 2004 roga N 125- @3

"O0 apxuBHOM Jene B Poccuiickoit denepanuun” (mocrareiinbiii) buprokosa T.A.

[Toarorosinen qist cucremsl Koncynbrant [limroc, 2014r.

. [Toctanosnenune Ilnenyma BepxoBuoro Cyma P® or 13.12.2012 N 35 "O6

OTKPBITOCTH WM TJACHOCTU CYJONPOU3BOJICTBA M O JOCTyNe K HH(MOpMalUHU O
nestenpHocTd cynoB" "Poccuiickas razera", N 292, 19.12.2012,"broninereHp

Bepxosuoro Cyga P®", N 3, mapt, 2013r.

OcCHOBHbIE HCTOYHUKU:
1. Mawmbikun, A.C. ApxuBHOe A€o B cyjie : yueOHoe nocooue / Mambikun A.C.,

JlatbimieBa H.A. — Mocksa : Pocculickuii rocyJapCTBEHHbI YHUBEPCUTET
npasocyausi, 2017. — 188 ¢. — ISBN 978-5-93916-582-2. — URL.:
https://book.ru/book/930937 (mara obpamienus: 20.04.2021). — TeKCT : 2JIEKTPOHHBIMN.

2. Bbacakos, M.H. JlokyMeHTaIIMOHHOE OOeCIieYeHUE yrpaBiieHus (C OCHOBAMH

apxuBoBeJieHus ) : yueoHoe nocodue / bacakoB M.U. — Mocksa : KnoPyc, 2021. —
216 c. — ISBN 978-5-406-08564-6. — URL.: https://book.ru/book/940170 (nata

obparenusi: 20.04.2021). — TekcT : 3AEKTPOHHBIMN.

I[OIIOJIHI/ITeJII)Hl)Ie HCTOYHHKU

HNuTepHeT-pecypcesbi:

1.
2.
3.

Odunmaneheiii caitt [pesuaenta Poccuiickoit denepanuu - www.kremlin.ru
Odunmaneheiii caiit ®enepanbHoro Codpanus PO - http: // www.gov.ru/main/
Od¢uumaneheiii caitt ['ocynapctsennoit Jymor ®C PO -http: / www.duma.gov.ru
Odummaneueiit  caiit  IlpaButenbctBa Poccuiickoit  ®enepanuu - http:
//government.ru

Odunmaneueiii  caiit  Koncturyunonnoro Cyna Poccuiickoit  ®enepanuu-
www ksrf.ru

Od¢uunaneheiii caiit Bepxoaoro Cyna Poccuiickoit @enepanuu - www.vsrf.ru


http://www.kremlin.ru/
http://www.vsrf.ru/
http://www.ksrf.ru/
http://www.duma.gov.ru/
http://www.gov.ru/main/

10.

1.
12.

13.

14.

1S.
16.
17.
18.
19.

Odunmaneupiii  caidt Opranuzanuu  OObeauHeHHbIX Haumii nmo Bompocam
oOpazoBanus, Hayku U KyabTypsl (UNESCO) - www.unesco.org
Odunmaneupiii  cailt  Bcemupnoit  Opranuzanuu  31paBOOXpAHEHHS -

www.who.int/homepage

Bce o npase - www.allpravo.ru.

KOpunnyeckas nuteparypa mo mnpaBy - www.okpravo.info.

IOpunnuecknii nopran "I[IpaBonopsanok” - www.oprave.ru.
JIOKyMEHTOOOOPOT U JAEJIONPOU3BOJICTBO: KHUTH, YUEOHUKHA U CAMOYUUTENb

[DnexTponHbIi pecypc] / Pexxum nocryna http:// www.workpaper.ru

JIOKyMEHTOOO0OpOT W JeJ0onpoU3BOACTBO.  CHCTEMBI  3IEKTPOHHOTO
JTIOKyMEHTOOOOpoTa  [DnekTpoHHbd  pecypc] /  Pexum  jmocryma

http://www.doc-online.ru

Caiir mo KaJgpoBOMY JEJIONPOU3BOACTBY [DIEKTpOHHBIN pecypc]| / Pexum

noctyna http://www.kadrovik-praktik.ru

http://www.videouroki.net (Buneoypoku B cetu IuTepHer)

http://new.bgunb.ru (OnekTpoHHBIE 00pa3oBaTenbHbIC pecypchl IHTEPHET)

http:/ru.wikipedia.org (Bukunemus)

http://www.consultant.ru

®enepanbHbli LEHTP HHPOPMALMOHHO-00PA30BATENbHBIX PECYPCOB.

Pexxum nocrtyna: http://fcior.edu.ru cBOGOAHBIM.



http://fcior.edu.ru/
http://ru.wikipedia.org/
http://new.bgunb.ru/
http://www.videouroki.net/
http://www.allpravo.ru/
http://www.consultant.ru/
http://www.kadrovik-praktik.ru/
http://www.doc-online.ru/
http://www.workpaper.ru/
http://www.oprave.ru/
http://www.okpravo.info/
http://www.who.int/homepage
http://www.unesco.org/

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA
HNPO®ECCHUOHAJIBHOI'O MOAYJIA
KoHTponib ¥ oOlEHKa pe3yJbTaTOB OCBOCHHS MPO(ECCHOHATBLHOTO MOAYJS IS
0a30BOM MOJATOTOBKM OCYLIECTBIISIETCSA IMpernojaBaTelieM B Ipoliecce IPOBEICHHUS
IIPAaKTUYECKUX 3aHSATHI, BBIIOJIHEHUS TECTOBBIX 3aJaHUM, a TAKXKE BBIIOJHEHUS
OOy4YarOIIMMHUCS WHIWBHUYAIbHBIX 3a/laHUW, MPOEKTOB, MCCIEAOBAHMM, pedepaToB HUiIu

MPE3EHTALU .

Pe3yabTarbl 00yueHusi (0CBOEHHbIE
YMeHHsl, YCBOCHHbIE 3HAHUA)

®opMBbI M METOABI KOHTPOJIS U
OLICHKH Pe3yJIbTATOB

3HaTh/ TOHUMATH TIOPSIOK 0TOOpa Ha
XpaHEHUE B apXUB CyJ0B TOKYMEHTOB, UX
KOMIIJIEKTOBAHU S,

y4uc€Ta M MCII0JIb30BAHHA

Yernbiit onpoc. O630p UnTepHerT-
pecypcoB. Hanncanue MuHu-coo01ieHuil.

3HaTh/TIOHKMMATh MEpCUCHb JOKYMCHTOB
CYJ0B C YKazaHHUEM CPOKOB XpaHCHUS,;

OrneHka ypoBHS YCBOEHHS 3HaHUI B
IMPOLCCCE BBIMMOJTHCHUSA IMTPAKTUICCKUX
pador.

CocraBieHne KpoccBopaa.

3HaTh/IOHUMATD HOPMAaTUBHBIE
YCIIOBHSL XPAHEHUS

APXHWBHBIX JOKYMCHTOB,

OueHka ypoBHSI yCBOCHUS 3HAHUM B

npoIiecce BHIMTOTHEHUS TPAKTUICCKUX

pabor.

CamoaHaM3 BBITIOJHEHUS TIPAKTHYECKUX padoT.

3HATL/IIOHUMAThL  IIOJIOKEHHE O
MOCTOSTHHO JCHCTBYIOIIEH
AKCIIEPTHON KOMHUCCHUU Cya.

OrueHka pe3yJIbTaTOB BBITIOJIHEHUS
npakTUIecKux padbot. CamoaHanms
BBITIOJTHCHUS MPAKTUYCCKUX 3aHATHH.

IIOArOTaBJINBATH CYIICGHBIC
nena (Hapsapl) 1 MaTepPHaIIbl JJIs
Cla4YU B apXUB;,

YMmern

OueHka ypoBHSI yCBOCHUS 3HAHUM B

npoIiecce BHIMTOTHEHUS TPAKTUICCKUX

pabor.

CamoaHanu3 BHITIOJIHEHUS MPAKTHUECKUX padoT.

YMeTh OCYHIECTBISITH MOJIHOE OQOpMIIEHHE
Jen (MOAIIMBKY WM TMEpeIuvieT Jela, U3bITHE
U3 Jiefla METATMYECKUX CKPEMOK M CKOOOK;
HyMEpalLuio JUCTOB U 3al0JHEHHUE JIUCTa-

O1ieHKa YpOBHSI YCBOSHHUS 3HAHUM B

IpoIiecce BHITOTHEHUS TPAKTUIECKUX

pabor.

CamoaHanu3 BHITIOJTHEHUS TPAKTHUECKUX PadoT.

3aBEPUTEIIS);

YMeTb  COCTaBIATH  BHYTPEHHIOIO OrneHka ypoBHs yCBOEHHS 3HAHUI B
OIUCh JOKYMEHTOB;  BHOCHUTh MPOILIECCE BBIMOJIHEHUS TPAKTUYECKUX
HE00X0IUMBbIE pabor.

YTOYHCHUSA B PCKBU3UTELL O6J'IO)KKI/I;

CamoaHaau3 BBITIOJTHEHUS MMPAKTHYCCKUX pa60T.

YMeTh 0pOpMIIATh pe3yNbTaThl CIa4yM e Ha
ApXUBHOE XpPaHEHUE;

O1ieHKa YpOBHSI YCBOSHHUS 3HAHUM B

npoIiecce BHITOTHEHUS TPAKTUIECKUX

pabor.

CamoaHaM3 BBITIOJTHEHUS PAKTHUECKUX padoT.

co0Jro1aTh
pexUM
MMOMEILCHUN XPaHWJIUILI;

YMmers OXpaHHBIN

OlnieHKa ypOBHS YCBOCHUSI 3HAHUU B
nporiecce
BBITIOJTHCHUS MMPAKTUYCCKUX pa60T.

YMeTb BBINONMHATH MOPSIOK HCIOJIb30BAHUS
JOKyMEHTOB apXWBa Cy/a; OpraHW30BaTh
HOPSIOK 0TOOpa TOKYMEHTOB U 0(OpMIIEHHUE

CaMoaHaIn3 BBIITOJIHEHUS MPAKTHUYCCKUX
pabot. O1eHKa ypOBHS YCBOSHUS 3HAHHUH B
npoIiecce BHIMOTHEHUSI TPAKTUYECKUX paboT.




nux
Ha YHUYTOXKCHHUC.

Pe3yabTarsl OcHOBHBIE TOKA3aTEIN DopMbI U METOBI
(ocBoeHHBIE 001IIME U pe3yJbTaToOB KOHTPOJISI M OLEHKHU
npogeccuoHaIbHbIE NOArOTOBKH pe3yJibTaToB

KOMIIETEeHIIUM) o0yueHust
IIK 1.4. - 3HAeT TIOPANOK BEOECHUS MW XPAHEHHs | OLEHKa Ha
OOecneunBaTh JIOKYMEHTOB; MPAKTUYECKUX
paboTy apxuBa cyna -YyMEET OCYILECTBJIATh YYET M XPAHEHUE | 3aHATHUSAX,
CyneOHBIX zen, BEIIIECTBCHHBIX | KOHTPOJIHHBIX PaboT,

JI0Ka3aTeNIbCTB U JJOKYMEHTOB
-3HAET CTPYKTypy 0a3 JaHHBIX apXUBa Cy[a;
-yMmeeT o0ecrieunBaTh paboTy apXuBa CyJa.

TECTOB 110 TEMaM
MJIK; 3adeT no
MPOU3BOJACTBEHHOMN
MPaKTUKE




5. JIMCT U3BMEHEHMIT U TOTOJHEHUI, BHECEHHBIX B
PABOYYIO IIPOTPAMMY IMPO®ECCUOHAJIBHOIO
MOJIYJS

1IM.02 <KAPXUBHOE JEJIO B CYJIE»

CneunanbHoctsh: 40.02.03 [IpaBo u cyne0HOe aAMUHUCTPUPOBAHUE.

No HU3MCHCHMU, JaTa BHCCCHUA U3MCHCHU A, No CTpaHUIIbl C ©3MCHCHUCM

BblLJ1 CTAJIO
O

OcHoBaHUE:

HOI[HI/ICB JHU1a BHCCIICTO N3MCHCHMUA
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