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1. MACHOPT IPOI'PAMMBI ITPOPECCHOHAJBHOI'O MOAYJIA

1.1. Ob6aacTh NpUMeHeHHs NPOrpaMMbl NPO(decCHOHAIBHOT0 MOIYJISA KAPXHBHOE /1€J10 B Cy/1e»

PabGouas mporpamma  mpodeccHOHATBHOTO  MOIYJS — SBISETCS  YacTbl0  OCHOBHOM
npodeccrnoHaIbHON 00pa3oBaTeIbHON IPOTrPAMMBI IO MPOrPaMMe MOATOTOBKE CIICIIUAIMCTOB CPEIHETO
3BeHa B cooTBeTcTBHH ¢ PI'OC mo cnenmanbrocty 40.02.03 [IpaBo u cyaedHOE aAIMUHUCTPUPOBAHKE B
4acTH OCBOEHHUS OCHOBHOrO Buja naesreinbHocTd (BJl): «Opranmsamus u obecriedeHune CynaeOHOTO
JIETIONIPOU3BOJICTBAY» M COOTBETCTBYWOIIMX mnpodeccuoHanbubix kommereHui (I1K): IIK 1.4
OGecneunBaTh pabOTy apXuBa cyza.

1.2. Hean u 3agaum npodecCHOHAIBLHOI0 MOAYJSI — TPeOOBAHUSA K PpPe3yJbTaTaM OCBOEHMS
npogeccnoHaIbHOI0 MOAYJISA

B pe3ynbraTe n3yueHus npodeccCHoHaIbHOr0 MO 00Y4aIOIIUNACs JOKEH:

HMeTh MPAKTHYECKUH OMBIT: TI0 OpraHU3aIK PaboThl C TOKYMEHTaMH; TI0 KOMIUICKTOBAHUIO
CyneOHBIX el W HapsAOoB Jid IOCTOSHHOTO XpaHEHWs; IO OpraHu3alMi XpaHEHUS apXUBHBIX
JIOKYMEHTOB;

yMeTh: IMOATOTaBIMBATh CyAeOHBIC Jena (Hapsabl) W MaTepuanbl JUisl Cclladyd B apXUB;
OCYIIECTBIISITh TOJNIHOE OQopmiieHHE Jen (MOAIIMBKY WJIM TeperuieT JeNa, H3bATHE W3 JeNa
METAIITMYECKUX CKPENOK U CKOOOK, HyMEpalltIO JIUCTOB U 3al0JHEHHE JIMCTa-3aBEPUTEIIS); COCTABIATh
BHYTPCHHIOIO OIIUCh NOKYMCHTOB; BHOCHUTDH HCO6XOI[I/IMI)IC YTOYHCHHUA B PCKBHU3UTHI 00J10KKH JAcJia,
0oQOpMIISITh Pe3ybTAaThl CJA4U JIe] HAa apXUBHOE XPaHEHHUE; COOII0IaTh OXPAHHBIA PEKUM MOMEIECHUI
XPAaHWINI; BBIIIOJHATE HOPAAOK HCIIOJIB30BaHHA AOKYMCHTOB apxXuBa CyJad, OpraHru30BaThb IOPSAJO0K
0TOOpa JOKYMEHTOB U O(OPMIICHUS UX Ha YHUUYTOXKEHUE;

3HATb: IIOPAAOK 0T6opa Ha XpaHCHUC B apXUB CyAO0B JOKYMCHTOB, UX KOMIIJICKTOBAHUA, Y4€Ta U
UCIIOJIb30BaHUs; TIEPEYCHb JOKYMEHTOB CY/IOB C YKa3aHHEM CPOKOB XpaHEHUS; HOPMATHUBHBIC YCIOBUS
XPaHCHUA APXUBHBIX JOKYMCHTOB; ITIOJIOKCHHUA O IIOCTOSIHHO HCfICTBYIOHIeﬁ BKCHepTHOf/'I KOMHCCHUHU

cyna.

1.3. Kotn4ecTBO 4acoB Ha 0CBOEHHME IPOrPaMMBbI PO} eCcCHOHAIBHOI0 MORYJIS
MaKCHUMaJIbHON y4eOHON Harpy3ku oOyuvaromerocs — 327 4yacoB, BKJIIOUAs:

00s13aTeNbHON ayJUTOPHON yu4eOHOM HAarpy3KH oOydatomierocs — 242 ygaca,
CaMOCTOSITEIILHOM paboThl 00yJaromierocs — 85 gacor

yueOHas npakTuka 36 4yacos

MPOM3BOICTBEHHAS MPaKTHKA (10 mpoduitto crenuanbHocTH) — 36 Jacos.



2. PE3YJIBTATBI OCBOEHUSA ITIPO®PECCHOHAJIBHOT'O MOAYJIA

Pe3ynpTaTomM ocBOEHUS POrpaMMBbl TPOGECCHOHATTLHOTO MOYISI K APXMBHOE /1eJI0 B Cy/e»

SBJIIETCS OBJIAZICHHE 00YYarOIIUMHUCS BUJIOM NMPOPECCUOHANTBHON ASITETbHOCTH, B TOM YHCIIE
npodeccuonansubivu (I1K) koMneTeHIUsIMH:

Kon

HaumeHnoBaHue pe3ysbTaTa 00yueHHust

K
1.4.

Ob6ecrieunBaTh paboOTy apxuBa Cyja.




3.CTPYKTYPA U COJIEP)KAHUE MMPO®ECCUOHAJBLHOI'O MOY.JISI [IM. 02
APXHUBHOE JIEJIO B CYJE

3.1. TemaTu4yeckuii miiadH npogeccHoOHAJIBLHOI0 MOIYJIS

O0beM BpeMeHH, OTBE/ICHHBII HA 0CBOCHHE

IIpakTuka
MEKTUCIMILIHHAPHOTO Kypca (KypcoB)
Oos3aTesbHAs ayIUTOPHAS CamocTosiTe/IbH
Bcero
4acoB y4yeOHasi Harpy3Ka asi padoTta
Koapl (nae o0yuaouierocst 00yuamouierocst IlpousBoacT
npogeccno HanmenoBanust pasaesioB yuebHas B T.4. B T.4 B T.4 -BeHHasl
HATLHBIX npogeccuonaaLHoro moayas” | razpyska aaboparo | c.oi;a K .co-;s Yuebuas  (mo
KOMIIETeHIL u B pHbIe P B P ' npoguio
UM cero paﬁo]‘],[ u i cero ast 4JacoB creuaJIbH
npakmuku , paborta , padorta
) npaKTHye ocTn),
4acoB (mpoekT) | 4acoB | (mpoek
cKHe 1)
3aHATHS, ' >
4acoB 4acoB
4acoB
1 3 4 5 6 7 8 9 10 11
MK 02.01 ApxuBHOE
A p 153 | 102 | 40 - s | - i i
JIETIO B CyZIe
MJIK02.02
Opranuzanus padoThl 102 68 18 - 34 - - -
apXxuBa B CyJi€
T1IK YyeoHasi NpaKTHKA
P 36 36 36
1.4.
HpOI/I3B0)ICTBeHHaﬂ
npakTuka (mo
npoduio 36 36 36
CNeNnAJIbHOCTH),
qacoB
Bcero: 327 245 58 - 85 - 36
36

* o

Paznen mpodeccnoHanbHOrO MOAYIA — YacTh MPOrpaMMbl IPO(YECCHOHAIBHOIO MOIYIS, KOTOpas XapaKTepHU3yeTCs JIOTMYECKON 3aBEpIICHHOCTHIO U
HamnpaBlieHa Ha OCBOGHHE OJHOH MM HECKONBKMX HPO(ECCHOHANBHBIX KOMIIETCHIMH. Pasmen mpoeccHOHaNbHOrO MOIYNSl MOXET COCTOSTh H3
MEXIUCIUIUIMHAPHOTO Kypca MM €ro 4YacTH U COOTBETCTBYIOIIMX 4YacTed y4eOHOM M HPOM3BOACTBEHHOW mpakTWK. HamMmeHoBaHume pasnena

HpO(beCCI/IOHaIIBHOFO MOy TOJKHO HAYMHATHCS C OTIIArOJIbHOTO CYHIECCTBUTEIIBHOTO U OTPAXXaTh COBOKYITHOCTh OCBAMBACMBIX KOMHBTCHL{I/IfI, yMCHI/Iﬁ n

3HAHUH.



3.2. Conep:xxanue o0yueHus 1Mo nNpogeccHOHATbLHOMY MOIYJII0

HaumeHoBaHue pa3jie/ioB Conepxkanne yueOHOIro MaTepuaJsia, NPakTHYecKue 3aHATHS, CAMOCTOSATEIbHAS O0bem Kon
npogeccuoHAIBLHOI0 padoTra o0y4aommnxcs 4yacoB o0pa3oBa-
monyJas (IIM), TeJIbHOI'0
MEKTUCIUTITHHAPHBIX pe3yjabTara
KypcoB (M/IK) u Tem
1 2 3 4
IIM. 02 ApxuBHOe /1€J10 B cyje
MJIK. 02.01. ApxuBHoe 1eJ10 B cyjae
Pa3nes 1. Benenune 00paGoTKu apXUMBHBIX IOKYMEHTOB 50
Coaep:xanue yueOHOTo MaTepHaJia: 2 I[IK 1.4
Tema 1.1 AKTBI, perylnupymolire BOIpockl apXMBHOTO Jiefa, eproja GpeoganbHoi
Cy1mHoCTb U 331241 pa3apobiieHHOCTH. 3HaYEHHE U coJiepkaHue 3akoHa «O cyb0e apXUBHBIX
apXUBHOTIO JIeJIa B CyJ1ax yupexzaeHui u Benomcty. Cozganue 02.04.1918 roaa LlenTpanbHOro KOMUTETA 11O
Poccun. Ilonstue YIIPaBJICHUIO apXUBaMU.
apXUBHOTO JIeJia B Cy/1ax
Tema 1.2 Tennenuuu | Comep:kanue y4edOHOro MaTepuasa: 2 I[IK 1.4
pasBUTHAA apXUBHOIO | [JoHsATHE 00 apXMBHOM IIPABE M APXHUBHOM 3aKOHOJIaTEILCTBE.
3aKOHOATEIIbCTBA B | ®denepanbHbii 3aK0H OT 22 oKTI0psi 2004 r. Ne 125-D3 "OO6 apxuBHOM JieTie B
Poccun Poccuiickoit enepannn’.
Ha pyoOexe 21 Beka.
Tema 1.3  OcHoBHble | CoaepaaHue Y4eOHOIT0 MaTepuaJia: 2 IIK 1.4
npaBuia paboTel apxuBoB | [lepeueHb JoKyMeHTOB DeiepaabHBIX CYI0B OOIICH FOPUCIUKIINYU ¢ YKa3aHHEM CPOKOB
OopraHusaruim. xpaneHnus. [Ipukas ot 9 nrons 2011 r. N 112
Tema 1.4 Coaeprxanue yueOHOIro MaTepuaJa: 2 K 1.4
Jlenonpoun3BoCTBO U TepMUHBI U OTpeIENIeHUSI.
apXHUBHOE JIETIO.
B Tom uncrie npakTudeckux u 1a00paTOPHBIX 3aHATHH: 10
IIpakTuyeckoe 3ansaTue Nel Ha Temy: «/cTopus cTaHOBIEHUS apXUBHOTO 2 I[IK 1.4
JIeJIONPOU3BOJICTBA B Poccumy.
IpakTnyeckoe 3ansitue Ne2 AHaIN3 apXUBHOIO 3aKOHOAATEIBCTBA, IEUCTBYIOIIETO 2

B nnepuoja CCCP.




IIpakTuyeckoe 3ansaTue Ne3 OpopmiieHre peKBU3UTOB JOKYMEHTOB B COOTBETCTBUH
I'OCT P 6.30-20083.

IIK 1.4

IIpakTuyeckoe 3ansitue Ne4 CocraBieHue NprUKaza 0 CO3AaHUU IKCIIEPTHOM
KOMUCCHH ISl OpPraHU3alyy ¥ IPOBEJIEHUsI pabOoThI 10 0TOOPY JOKYMEHTOB Ha
JlalbHENIIee XpaHEeHNe U

YHUUTOXEHUE.

IpakTnyeckoe 3ansiTue NeS CocTaBlieHHE aKTa O BBIJICICHUN JOKYMEHTOB C
MCTEKIIIUM CPOKOM XPaHEHHUS K
YHUUYTOXKEHUIO.

IIK 1.4

CamocrosiTeibHas padora odyuarommxcest Nel.

1.IIpopaboTka KOHCHEKTa 3aHSATHHA, PEKOMEHIYeMOW yueOHOW M OMOIHHUTEIbHOU
JUTEPaATyphl

2. BeinosHeHUe MHIMBUALYalbHOTO JOMAIIHETO 3aJaHMsl 10 COCTABICHHUIO OIIOPHOTO
TekcTa «VcTopus nosiBIeHUS EPBBIX apXUBOB B Poccum»

3.IToaroroBka pedepara Ha BEIOpaHHYIO TEMY

4.IloaroroBka cOOOLIEHUI MM NPE3eHTAUI

I[IK 1.4

Tema 1.5

CoBpeMeHHbIE

HOPMATHBHO-TPABOBbLIE

aAKTBI 10 APXUBHOMY

AeJIONPOU3BO/JCTBY B
cynax P®

Conep:xanue yueOHOro MaTepuasa:

[TpaBoBOE perynupoBaHue apXUBHOTO Jeina B cyae. OOmias xapakTepucTiKa
WHucTpykiuu o nopsaake or0opa Ha XpaHEHHE B apXUB (heiepaIbHbIX CYA0B 0011ei
IOPUCAMKIINY TOKYMEHTOB, MX KOMIUIEKTOBAaHNUS, y4eTa U Ucnob30BaHus Nel57 or
28.12.2005 r.,

IIK 1.4

Tema 1.6 Ilepeuns
JIOKYMEHTOB (pe/iepalibHbIX
CYZOB 00IIel IOPUCAUKIINH
C yKa3aHHEM CPOKOB
XpaHEeHHUs, YTBEPKAECHHBIN
npuka3zom CyneOHoro
JernapTaMeHTa

ipu BC P® ot 09.062011
r. Nell2.

Conep:xaHue y4eOHOTO MaTepHAaJa:

[Tepeuns JOKyMEHTOB (e/iepaibHbIX CYJ0B O0IIEH IOPUCIUKIIIH C
YKa3aHUEM CPOKOB XpaHEHUs, yTBEpKIeHHbIN pruka3zoM CyneOHOro aenapTaMeHTa
npu BC PO ot 09.062011 1. Nel12.

B tom uncne MPAKTUYCCKUX U J'Ia60paTOpHLIX 3aHATHIL:

IIpakTuyeckoe 3ansaTue Ne6 Ha Temy: «CoOBpEMEHHBIE HOPMATHBHO-TIPABOBBIE AKTHI
110 ApXUBHOMY JIEJIONPOU3BOJCTBY B cyaax PDy»

IIK 1.4




«Anamm3 MHCTpYKIUU 0 MopsiKe 0TOOpa Ha XpaHEeHUE B apXUB (efepalibHbIX CYI0B
00111el FOPUCTUKITNY TOKYMEHTOB, UX KOMIUICKTOBAHUS, YU€Ta U UCIIOJIb30BaAHUS
Nel57 ot 28.12.2005 r.»

CamocrosiTeibHas paGora odyuyarommxcs Ne2. IIK 1.4
1.ITpopaboTKa KOHCIIEKTA 3aHATUH, PEKOMEHIYeMOW yueOHON U TOTOJHUTEILHOM
JUTEpaTyphl
2.I1poBectu ananu3 nonoxenuit Ykasza Ilpesunenta PO ot 15.03.2000 r. Ne 511 «O
kiaccudukarope mpaBoBbx akToB» OT 23.03.2000 1., opopMHUB aHAIIU3 TE3UCAMH.
3. [ToaroroBka coOOOIIEHUH, TOKIAA0B 110 TEME
4. KoMIbIOTEPHOE TECTUPOBAHUE
Tema 1.7 Coaep:xanue yueOHOTro MaTepHaJia: I[IK 1.4
O6masi xapaktepucruka | O01asi XapaKTepHCTHKA CTPYKTYPbl PaliOHHOIO Cy1a
cya1e0HOro
JeJI0ONPOU3BO/ACTBA B
cyae.
Tema 1.8  Cynebnoe | Copep:kanue yq4eOHOro MaTepuaa: IIK 1.4
JIeIIONPOU3BOJICTBO:
MIOHSTHE, ¢byakun, | Homenknarypa gein.
obmast XapaKTCPHUCTHUKA Opranuzanus Tpyna pabOTHUKOB Chepsl cyL[e6H0ro nenonpou3BojcTBa. Oommas
xapaktepucTtika MHCTpykuu no cyjeOHOMY J1€710IPOU3BOJICTBY B pallOHHOM CYy/I€,
yrBepxkaeHHas [Ipukasom Cynebnoro Jlenmapramenta npu BepxosHoMm Cyne P® ot
29.04.2003 1. Ne36. PaiioHHBIN CyJ1 - OCHOBHOE 3BEHO I'PaKJaHCKUX CYA0B 001Iei
topucaukiuu. Ero coctas. Ilopsamokx oOpasoBanus. Ero momHomouuss U pojib B
cyneOHOM cucTeme.
Tema 1.9 Crpykrypa | Conep:kaHue y4eOHOr0 MaTepuasa: K 1.4
KaHIIETSIPUU U apXUBa B CrpykTypa pallOHHOTO Cy/a.
cyne. PykoBoacTBO M
KOHTPOJIb 3a
NesITeIbHOCThIO apXHBa B
paliOHHOM CYJ€E.
Tema 1.10 IlonsTre Conep:xaHue yueOHOIro MaTepuaJia: IIK 1.4

JTOKYMEHTO000pOTAa.
[TpunIUTIBI
JOKYMEHTO000poTa B

[TpuHIMIBI TOKYMEHTOOOOpOTa B CYJE.




cyne.

Tema 1.11 Ilpuem u Copaepxanue yueOHOIro MaTepuaJa: 2
perucrpaums 10KyMeHTOB | [lpuem u peructpamus JOKyMEHTOB B apXHMBE Cya.
B apXUBE CyJa.
B ToMm umcliie mpakTHYeCKHX U JIaDOpaTOPHBIX 3aHSATHI: 4
IIpakTuyeckoe 3anaTue Ne7 Ha Temy: «O0ImIas XapaKTepUCTHKA CyIeOHOTO 2 I[IK 1.4
JIEJIONPOU3BOJICTBA B cyze. O0Ias XxapakTepuCTHKa CTPYKTYPbl PAliOHHOTO Cy/1a»
CocraBieHre HOMEHKIJIATYphI JIE]l apXUBa Cy/a.
IIpakTnyeckoe 3anaTue Ne8.BHeceHue HEOOXOAMMBIX YTOYHEHMM B PEKBU3UTHI 2 I[IK 1.4
o0mnoxku nena. [IpoBenenre aHanmsa CTPYKTYPHBIX MOApA3/IeIeHUN paiioHHOTO cya.
CamocrosiTesibHast padora o0yuarommxcs Ne3. 6 IIK 1.4
1.IIpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHAYEMOW yueOHON U TOMOTHUTENbHOM
JUTEpPaATyphl
2.IIpoBectu ananu3 WHCTpyKUMH TO AENONPOU3BOJACTBY B apOUTPaKHBIX CyJax
Poccuiickoit ®enepanuu, yrepxxaeHHon [Ipukazom Briciiero Ap6utpaxunoro Cyna
P® ot 01.01.01 r. Ne27, opopMuB BBIBOJIbI MIUCEMEHHO B paboyeil TeTpaiu.
3.CocTaBUTh OMOPHO-JIOTHYECKYIO cXxeMy: OCyIIecTBICHUE TTOJTHOTO 0hOPMIICHHUS JIET
JUTSL CTAa4M B apXUB Cy/Ia.
Pa3nea 2. TpeGoBanusi, 3a1a4un 1 QYHKIMH apXHUBa B Cy/ie 48
Tema 2.1 CopaepxaHnue y4eOHOro MaTepuaJa: 2 K 1.4
TpeOoBanus,
npeabsiBJIsAeMbIe K KBanudukanumonnsie TpeOOBaHMsI, IPEABIBIsIEMbIE K paOOTHUKAM apXHBa Cya.
padoTHMKaM apXHMBa B
cyae
Conep:xxanue yueOHOTro MaTepuaJia: 2 K 1.4
Tewma 2.2 OcHOBHBIE
mpaBa U 00s13aHHOCTH
paOOTHUKOB apxuBa cyna. | OCHOBHBIE ITpaBa U 00513aHHOCTH paOOTHHUKOB apXMBa CyJa.
Tema 2.3 Conep:xanue yueOHOTro MaTepuaJia: 2 K 1.4

OTBETCTBEHHOCTh

OTBETCTBEHHOCTh pa60THI/IKOB apXuBa Cyaa.
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pabOTHHKOB apXuBa CyJa.

B Tom uncie IMPAKTUYCCKUX U Ha60paTOpHBIX 3aHATHI:

IIpakTuyeckoe 3ansaTue Ne9 Ha temy: «TpeGoBaHus, PEABIBIIEMBIC K
pabOTHHUKAM apXuBa B CyJIE»

Nzyuenue I[pukaza Cynebnoro nenapramenta npu BepxoBaom Cyne PO ot 27 urons
2006 r. N 69 "O06 yrBepkIeHIH KBATU(PUKAIIMOHHBIX TPEOOBAaHUH K TOHKHOCTAM
roCy/IapCTBEHHOU I'pa)</1aHCKOM CIIy>KOBbI B amnmnaparax ¢efepaibHbIX CyA0B 001Ieit
ropucaukiun u cucteme CynebHoro aemapramenta rnpu BepxosHom Cyge
Poccuiickoii @enepanun Mcnonib3yss HHTEPHET-UCTOYHUKH OMKUCATh
«KBanudukanmonaeie TpeOOBaHUS K KaHIUaTaM Ha 3aMEIICHUE BAaKaHTHBIX
JOJKHOCTEHN TOCYapCTBEHHOM IpaskJaHCKOM CITyKObI B anmapaTe neTpoBCKOTo
paliOHHOTO CyJ1a»

IIK 1.4

CamocrosiTesibHast padoTa odyuarommuxcs Ne 4.

1.ITpopaboTka KOHCIIEKTa 3aHITUH, PEKOMEHIYEeMON Y4eOHOH M TOTIOJIHUTEIbHON
JTUTEPATYPHI

2. CocTaBuUTh OMOPHO-IIOTHYECKYIO cxeMy: KBanudukanuonnsie TpedoBaHus K
YPOBHIO TPO(hEeCCHOHATTEHOTO 00pa30BaHUs

3. CocTaBUTH OMOPHO-TIOTHYECKYIO cxemy: KBanudukanmonnsie TpeOOBaHUS K CTAXKY
rOCyIapCTBEHHOW IPaTaHCKOU CITYKObI

4. CocTaBUTh OMOPHO-JIOTHYECKYIO cxeMy: KBanudukannoHHble TpeOOBaHUS K
HpO(i)CCCI/IOHaJ'IBHBIM 3HAHUAM U HaBBIKAM

5. OTBETUTH HA KOHTPOJIbHBIE BOMPOCHI IO TEME

IIK 1.4

Tema 2.4

3agauu u QyHKIUH
apxmBa B cyje.
KomiuiekToBanue
apxmBa cyja.

Conep:kaHue y4eOHOTro MaTepuaJa:

3anaun apxuBa. QyHKIMM apXuUBa. 3HAUEHUE apXHBa B oOecrieueHuu YPPeKTUBHOTO
JIENIONIPOU3BOICTBA B CYJE.

K 1.4

Tewma 2.5 Iopsimok or6opa
Ha XpaHEHHE B apXUB
CY/ZIOB JIOKYMEHTOB,

Conep:kaHue y4eOHOTro MaTepuaJa:

[Topsimox oTOopa Ha XpaHEHUE B apXUB CYJOB JTOKYMEHTOB,
UX KOMIUIEKTOBAHUs, y4€Ta U UCIIOJIb30BAHUS.

IIK 1.4
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X KOMIIJICKTOBaHUA,
yuc€Ta U UCII0JIb30BaAHM.

Tewma 2.6 CocraB Coaep:xaHue yueOHOIro MaTepHuaJia: I[IK 1.4
CYIeOHbIX JOKYMEHTOB, CocraB cyZeOHBIX JOKYMEHTOB, TIOJICXKAIIHMX MTepeaade B apXuB.
HoJyIeXkalluX nepeaaye B
apXuB.
Tema 2.7 Homenknarypa Copnepxxanue yueOHOro MmarepuaJa: IIK 1.4
nen. Ilpasuia Howmenxknarypa aen. [lpaBuna coctaBieHust 1 0pOPMIICHUS OTIHCEH el
COCTaBJIEHUS U
oopmieHus onuceil gei.
B ToMm uncne npakTuyeckux 1 1a00paTOPHBIX 3aHATUM: IIK 1.4
IpakTuyeckoe 3anaTue Nel) Ha Temy: «3anaun U GyHKIIMK apXUBa B Cy/IE. I[IK 1.4
KommiekToBanue apxuBa cyaa»
1.CocraBieHue BHyTpEHHEN ONKUCH JOKYMEHTOB
2.AHayu3 NpaBoOBBIX CUTYyalil 10 TeMe «3aauu U QyHKIMM apXuBa B CyJIe».
CamocrosiTesibHast padora o0yuarommuxcs Ne 5. [IK14
1.ITpopaboTka KOHCIIEKTa 3aHATUN, pEKOMEHIYeMON Y4eOHON 1 JOTIOJIHUTEIbHON
JUTEPaATyphl
2. CocTaBUTh OMOPHO-JIOTHYECKYIO cXeMy: 3a7iauu ¥ (PyHKIMH apXuBa B CyJie
3.IlpoananusupoBats aokymeHT [lonoxenue «O0 apxuse [leTpoBckoro paifoHHOTO
cyna CTaBpoIoibCKOro Kpash»
4. Ilposectu ananu3 nokymenrta «llpuka3 CynebHoro aenapramenta rnpu BepxoBHom
Cyne PO o1 09.06.2011 r. Nel112 «O06 yTBepkIeHUH NEpEUHs JOKYMEHTOB
@DeniepalIbHBIX CYJI0B O0IIEH IOPUCAUKIIUY C YKA3aHUEM CPOKOB XpaHEHUS.
Tema 2.8 Conepsxanne y4eGHOro MaTepuaJia: IIK 1.4

ITopsinok oTGopa Ha
XpaHeHHe B APXUB
AOKYMEHTOB, IpHEM B
apxmB cyJae0HBIX J1eJ U
APYTrHuX MaTepuaaoB U
X OPraHu3auus B
apxmse.

[Topsimok oTOOpa Ha XpaHEHHE B apXUB CYJI0B TOKYMEHTOB. TpeboBanus,
MPEAbSIBIISIEMBIC K JIeJIaM, HAIIPaBJIsIEMbIM B apXHUB.

Tema 2.9 Odopmienue Ha

Conep:xanue yueOHOTro MaTepuaJia:
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YHHUYTOXKCHHC.

[TpaBuiia mpueMa B apXuB YTOJIOBHBIX A€, TPasKIAHCKUX JI€] U JPYTUX MaTepHaIOB.

Tema 2.10 JIuna, Copaepxxanue y4eOHOIo MaTepuaJa: IIK 1.4
OCYLLIECTBIISIOIINE IIPUEM
JJOKYMEHTOB B apXH1B
cyaa. JIuna, ocyniecTBIsIIOIIME IPUEM TOKYMEHTOB B apXMB CyJa.
Tema 2.11 Coaep:xanue yueOHOTo MaTepHaJia: I[IK 1.4
JlokyMeHTanbHbIN (HOH]T JlokymMeHTanbHbIH (HOH] apXuBa cyaa.
apxuBa cyja.
Tema 2.12 Onpenenenue Copep:xkanue yueOHOIro MaTepuaJa: IIK 1.4
MPUHAJICKHOCTH Omnpenenenne NpUHAAISKHOCTH APXUBHBIX JIOKyMEHTOB U 00pa30BaHHe
apXUBHBIX JOKYMEHTOB U apXUBHOTO (OHJA Cy/a.
oOpa3oBaHme
apXuBHOro GoHAA CyJa.
Tema 2.13 Coaep:xanue yueO0HOro MaTepHaJia: I[IK 1.4
XpoHosornueckmne Opranusanusi 10KyMEeHTOB B NpejieJiax apXuBHOro oHAa cyaa.
rpaHuIbl APXMBHOI'0
¢onna cyna.
B Tom uncne npakTuyeckux v 1a00paTOPHBIX 3aHATUM:
IIpakTuyeckoe 3ansaTue Nell Ha temy: «llopsgok oT6opa Ha XpaHEHUE B APXUB I[IK 1.4
JIOKYMEHTOB, ITPHEM B apXHB CY/I€OHBIX €] U UX OpraHu3alUsl B apXUBE»
1.IToaroroBka cyneOHBIX € (HapsA0B) U MaTEpPHAIOB JJISl CIaYd B apXUB.
IIpakTnueckoe 3ansiTue Nel2 OdopmiieHre pe3yabTaToB cJauu /I Ha apXUBHOE
XpaHEHHe.
3.Opranuzanus cyaeOHBIX JIeJl U MaTepUaIoB B apXUBe
CaMmocrosiTeibHasi padoTa o0yuarommxcs Ne6. I[IK 1.4

1.ITpopaGoTka KOHCTIEKTa 3aHITHI, PEKOMEHIYEeMOU Y4eOHOU U JOTIOTHUTEIHHOM
JUTEPaTyphI
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2. CocTaBUTh OMIOPHO-JIOTHYECKYIO cxeMy: OdopmieHue cy1e0HbIX e, MPOU3BOICTB
U JIOKyMEHTOB OOIIET0 JEI0NPON3BOICTBA K IMOCIEAYIOIIEMY XPaHEHHIO B CYJI€.

3. IIpoBectu ananus «lccnenoBanre HanpaBIeHU COBEPIICHCTBOBAHUS ApXUBHOTO

JIEJIONPOU3BO/ICTBA B CyAaX OOLIEH FOPUCIUKIIIN.

4.0TBeTUTH HAa KOHTPOJIbHBIE BOIIPOCHI 10 TEME

Pasjen 3. Yuer B apxuBe cyga

55

Tema 3.1 Yuer
JTOKYMEHTOB B apXHBe
cyna.

Conep:kanue y4eOHOT0 MaTepuaJia:

OO0uue TpeOoBaHUs K yUeTy CyeOHbIX 1€l U JOKYMEHTOB, TOPSAJOK OCYIIECTBICHUS
ydeTra JOKYMEHTOB B apxuBe cyna. Enunaunel yuera. Cucrema y4eTHBIX TOKyMEHTOB
apxuBa. [Iops0oKk BeleHNsI OCHOBHBIX YYETHBIX JOKYMEHTOB apXHBa Cy/a.
HayuHo-cripaBo4HbIi anmapar K JOKyMEHTaM apXHuBa. Bubl KaTaJIoroB U KapTOTEK
CyJeOHBIX JIe]l U MaTepUasoB, IPaBUJIa UX BEIECHUS U 3alI0JHEHHUS.

I[IK 1.41IK 1.4

B ToM uncne MMPAKTUYCCKUX U J'Ia60paTOpHLIX 3aHATUM:

IIpakTnueckoe 3ansiTue Ne 13 Ha Temy: «YueT JOKyMEHTOB B apXHBe Cy/1a»
«AHanm3 nporecca BeJICHUS U 3aI0JIHEHHSI KATATOTOB M KAPTOTEK CyACOHBIX JeIT 1
MaTepuajIoBy.

I[IK 1.4

CamocrosiTeibHas padora odyuarommxcs Ne 7

1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHIYeMON Y4eOHO! 1 TOTIOJIHUTEIbHON
JUTEPATYPHI

2. CocTaBUTh OMOPHO-JIOTHYECKYIO cxeMy: CHucTeMa y4eTHbIX JOKYMEHTOB apXuBa
3. [ToaroroBka pedepaToB 1o BEIOpaHHOM TeMe

4. OTBETUTH HA KOHTPOJIbHBIE BOIPOCHI TEMBI

I[IK 1.4

Tema 3.2. Cucrema
ApXHBHBIX KATAJOI0B U
yKasarteJieu.

IIpasuia opopmienus
ApPXHBHBIX JIOKYMEHTOB

Conep:xaHue y4eOHOro MaTepuaJia:

ITonsiTHE apXMBHBIX KATAJIOTOB U yKa3aresen. [Iopsaok kataaorusanuu apXuBHbBIX €1
Y MaTepuanoB. Buasl apXuBHBIX KaTtajaoroB. OCHOBHBIE BU/bl aDXUBHBIX yKa3aTeJeH.
TpeboBanusi, mpenbsBiasieMble K 0QOPMIICHUIO apXUBHBIX T0KyMEHTOB. [IpaBuina
odopmieHus apxuBHO# cripaBku. [IpaBuia oopmiIeHUs! apXUBHOM BBIMHUCKH.
[TpaBuiia opopmiienus apxuBHoi konuu. [IpaBuna opopmiieHuss BHyTpeHHEH onucu
JIOKYMEHTOB.

K 1.4

B ToM uymciie mpakTHUeCcKuX U 1a00paTOPHBIX 3aHATHIA:

IIpakTuueckoe 3ansaTHe Ne 14 Ha Temy: «Cuctema apXMBHBIX KaTaJIOTOB U
yKa3aTeseu.

IIK 1.4

IIpakTuyeckoe 3ansaTue Ne 15 [IpaBuna opopmiieHHs] apXUBHBIX JTOKYMEHTOBY
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CamocrosiTesbHas padora o0y4yarommuxcs Ne 8. I[IK 1.4
1.IIpopaboTka KOHCTIEKTa 3aHITHI, PEKOMEHIYeMOU YI4eOHOW U JOTIOTHUTETHHOM
JUTEPATYyphl
2. CocTaBUTh OMOPHO-JIOTUYECKYIO CXEMY: ABTOMAaTU3UPOBAHHBIA HAYYHO-
CIPAaBOYHBIN ammapaT apXxuBa CyAa.
3. [ToaroroBka pedepaTos 1Mo BEIOpaHHOM TeMe
4. OTBETUTH HA KOHTPOJIbHBIE BOIPOCHI TEMBI
Tema 3.3. Copaepxxanue y4eOHOIro MaTepuaJa: K14
Hcnouab3oBanue
AOKYMEHTOB apXHBa.
Hpo];ep](a HAJIU4YUAa U [Tousarue n MOPAIOK UCIIOJb30BaAHUA JOKYMCHTOB B ApXUBEC Cyaa. Ucnonuenue
COCTOSIHHS CyAeOHBIX 3aMpoCoB, MOCTYIMAIOIINX B apXUB CyAa OT YYaCTHUKOB Cyl0Ipou3BoacTBa. Pabora
JeJl M1 MaTepuajioB B YUTAJIbHOTO 3ajia apXKuBa. Yuer UCIoab30BaHusA CYZI66HI>IX JACJI 1 JOKYMCHTOB apXuBa.
apxuBe. 3aayy NPOBEPKU JOKYMEHTOB B apXUBE.
Tema 3.4 [opsinok Conepxanue y4e0HOro MaTepuaJa: IIK 1.4
MPOBEAEHUS MPOBEPKHU HA IIpaBuia odopmeHus
HAJIMYKE ¥ COXPAHHOCTH aKTa 0 He OOHapyKEHUHU JeJIa WM MaTepHala, akTa O OBPEXICHUU JeJia WIn
CyIeOHBIX JIeN U MaTepuaia B apXHBe CyJa.
MaTepUajoB B apXUBE
cyna.
B Tom uncne npakTuyeckux v 1a00paTOPHBIX 3aHATUM: IIK 1.4
IpakTnyeckoe 3ansitue Ne 16 Ha temy: «/crnonp3oBanue TOKyMEHTOB apXHBa. IK 1.4
[TpoBepka HaIMYMS U COCTOSHUS CYI€OHBIX JIe]l 1 MaTepHallOB B apXUBE»
1. IIpoBepka nopsiika MCIOJIb30BaHUsI JOKYMEHTOB apX1Ba CyAa.
IIpakTnueckoe 3ansiTue Ne 17CocraBieHne akToOB 0 HE OOHAPYKEHUU Jiea WK IIK 1.4
MaTepuaia, O MOBPEXKICHUU JieJa UJIM MaTepuaa B apXuBe cyJia
CamocrosiTeibHas padora o0y4yarommxcst Ne 9 IIK 1.4

1.ITpopaGoTka KOHCTIEKTa 3aHITHI, PEKOMEHyeMOM y4eOHOM U TOTIOJTHUTEIHLHOM
JTUTEpaTyphl

2. CocTaBUTh OMOPHO-JIOTHYECKYIO cXeMy: «OCHOBaHUsS U EPUOAUYHOCTD
IIPOBEJEHUS POBEPKH IOKYMEHTOB B apXUBE CyJa».

3. [ToaroroBka pedepaToB 1o BEIOpaHHOM TemMe

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI TEMBI
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Tema 3.5 Cpokn Coznep:kaHue yueGHOro MaTepHaa: 2 1K 1.4
XpaHeHus cyneOHbIX Aen | [lonsaTue cpoka XxpaHeHMs AOKyMeHTa B apxuBe. HopmaTuBHO-IIpaBOBOE
U MaTepuajoB. peryIrpoBaHNE CPOKOB XpaHEHHUs CyJeOHBIX /I U MaTepHuasoB. Pa3znuuus B cpokax
Ilopsinok nepenauu XpaHEHUs CyJeOHbIX TOKYMEHTOB.
cy1e0HBIX /IeJ1 Ha
MOCTOSIHHOE XPAHEHHE.
Tema 3.6 [IpaBuina Coaep:xxanue yueOHOro MaTepuaJia: 2 I[IK 1.4
HCYMCIIEHUS] CPOKOB TpeboBanus,
XpaHeHus CyJeOHbIX IpeIbsBIsieMble K CYIEOHBIM JlelaM, MOJJIeKAIINM IMOCTOSHHOMY XPaHEHHIO.
nokyMeHToB. IlepeueHn [Topsinok nepenaun cyJeOHbIX JIEJ HAa IOCTOSIHHOE XpaHEHHE.
JOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHHMS.
B TOM unce npakTH4eCKUX U JIaDOPaTOPHBIX 3aHATHUIMA: 4
IIpakTuyeckoe 3ansaTue Ne 18 na temy: «Cpoku XxpaHeHus CyA€OHbBIX JI€T U 2 I[IK 1.4
MatepuaioB. [Topsaok nepenayuun cyieOHbIX 1€ Ha MOCTOSTHHOE XPaHEHUE»
1.IIpoBenenue ananusa Mo MOPSIKY ONpeAeTIeHUs CPOKOB XpaHEHHs J1eN (HapsI0B) B
apxuBe cyjJa
IpakTuyeckoe 3anaTue Ne 19 OpopmieHue pe3yabTaToB cAauu e Ha ApXHUBHOE 2
XPaHEHUE»
CamocrositeibHas padora o0y4yarommxcest Ne 10 4 IIK 1.4
1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHIYeMON Y4eOHON 1 TOTTOJIHUTEIbHON
JUTEpPaTyphl
2. COoCTaBUTh OMOPHO-JIOTHYECKYIO CXEMY:
Tema 3.7 Iopsinox CopaepxxaHue y4eOHOro MaTepuaJa: 2 1K 1.4
cAauM CyNeGHbIX Aed 1 Cpoxku, mopsiiok caadyu, odhopMIIeHHEe W BUIBI Jen (HapsjoB) WU A€l 0OIIero
Haps10B B . JIEJIONPOU3BO/ICTBA MTepeaBaeMbIX Ha XpaHEHUE B rocyJapcTBEeHHbIN apxuB. [IpaBua
TOCyAapCTBEHHBIN BBIJICJIEHUS] JieNl (Haps0B), MOJUIEkKAIUX YHUYTOKEHUIO.
apXuB. B Tom uynciie mpakTHUeCKHX U JJabOpaTOPHBIX 3aHSATHI: 2
IpakTnyeckoe 3ansiTue Ne 20 ITopsiiok cocTaBieHUs M XPaHEHUS aKTOB O IIK 1.4
BBIJICJICHUH 1T (HApSIOB) K YHUUTOXKEHUIO.
5

CamocrosiTenbHas padora odyuarommxcesi Ne 11
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1.IIpopaGoTka KOHCTIEKTa 3aHITHI, PEKOMEHIYEMOU Y4EOHOU U JTOTIOTHUTEIHHOMN
JUTEPATYypPhl

2. CocTaBuTh OMOPHO-JIOTUYECKYIO cxeMy: [lopsnok cnaun cyieOHbIX J1e1 U Hapsi10B
B FOCYJapCTBEHHBIN apXUB

3.IToaroroBka npe3eHTarMil K pedeparam

4. OTBETUTH HAa KOHTPOJIbHBIE BOIPOCHI TECTA

MJIK.02.01. «Opranusanusi paboTbl apXuBa B Cy/ie» 102
Pazjnen 1. Odopmienue cyaeOHBIX /1€, IPOU3BOACTB M IOKYMEHTOB 001Ero J1eJI0NPOu3BOACTBA K 30
NocJeyIleMy XPAHEHUIO B apXHBe cy/Aa
Tema 1. 1 Odopmiaenue Conep:kaHue y4eOHOT0 MaTepHuaJia: 2 I[IK 1.4
cyae0HBbIX e K
nocjICAymemMy [TonsiTre u conepkanue cyaeOHoro aenonpou3BoacTsa. [lopsaok ohopMieHUs
XpPaHEeHHIO B apXuBe MPOM3BOJICTB M JJOKYMEHTOB OOIIETO Aeonponu3BoAcTBa. [lopsaaok odopmiieHus
cyaa. CyIeOHBIX JIeN K MOCIeIYIOIeMY XpaHeHHUIO B apXUBE Cy/Ia.
Tema 1.2 Brnusiaue Copaepxanue yueOHOIro MaTepuaJa: 2 I[IK 1.4
KiaccupuKauu
AOKYMCHTOB M JICJI B Bnusinue xnaccuduxanym
npefienax apxuBHOro JIOKYMEHTOB U JIeJl B IIpe/iesiaX apXUBHOTO ()OHJIa Ha COCTABJIEHWE apXUBHOM OIMHUCH.
(¢oH/1a HA COCTaBJICHUE
apXHUBHOMU OITUCH.
Tema 1.3 CocraBnenue Copepxxanue y4eOHOIro MaTepuaJa: 2 IIK 1.4
COOCTBEHHO apXHMBHOM CocraBiieHH€e CIIPaBOYHOTO anrmapara K OMUCH.
OIIHUCH JEII.
B ToM ymciie mpakTHUeCKuX U 1a00PATOPHBIX 3aHATHIA:
IIpakTnyeckoe 3ansiTue Nel Ha Temy: «OdopmiieHne cyeOHBIX €T K 2 I[IK 1.4

MOCIEAYIOLIEMY XPaHEHHUIO B apXUBE CyJ1a»

[Topsimox oopmiieHus: IPOU3BOJCTB U JOKYMEHTOB OOIIET0 JEIONPOU3BOICTBA.
[Topsinox oopmiieHus: CyZeOHbBIX eI K MOCIEAYIOIEMY XPaHEHUIO B apXUBE Cy/ia.
OdopmneHne apxuBHON OIMHCH.
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CamocrosiTesbHast padora o0yuyarommuxcs Nel I[IK 1.4
1.IIpopaboTka KOHCTIEKTa 3aHITHI, PEKOMEHIYeMOU YIEOHOU U JOTIOTHUTETHHOM
JTUTEpaTyphl
2.BolnosnHeHNE UHAUBHUIYabHOTO JIOMAIIIHETO 3a/IaHus
3.Bemmonnenue pedeparon
4.ITonroToBKa COOOITICHUI WM MPE3CHTAIUI
Tema 1.4. Copaepxxanue y4eOHOIro MaTepuaJa: IIK 1.4
OpFaHH33HHﬂ n BeIeHUE O0ecrieueHre B COOTBETCTBUU C YCTaHOBJICHHBIM NOPSJAKOM IpHEMa, perucTpanui,
apXHBHOTO XpaHEHUs U BbIIAUYM MAaTEPUAJIOB U JIPYTUX JTOKYMEHTOB U3 apXuBa Cy/a.
AeJI0NPOU3BOACTBA
B cyje
B Tom uynciie mpakTH4eCKHX U JIabOpaTOPHBIX 3aHSATHI:
IIpakTuyeckoe 3ansaTue Ne2 Ha Temy: «Opranusanus U BeJIcHUE apXUBHOTO K 1.4
JIEJIONIPOU3BOJICTBA B CYAE»
CamocrosiTe/IbHast pa6oTa o0yyaromuxcs Ne2 IIK 1.4
1.ITpopaboTka KOHCIIEKTa 3aHATUH, PEKOMEHTYeMOW y4eOHOU U JOTIOTHUTEIbHON
JUTEepaTyphl
2.BblosIHEHNE UHAWBUIYaJILHOTO IOMAILIHETO 3a/IaHUs
3.Bemmonuenue pedeparos
4.IloaroroBka cOOOLIEHUH MU MPe3eHTAUI
Tema 1.5 Cucrema Copaepxanue y4eOHOIro MaTepuaJa: K 1.4
KAaTAJ0roB B apXHuBe
Karanor kak apxuBHbII cripaBouHUK. OmnpeneneHne Buaa Katanora. BelsBieHue u
otbop
JTOKYMEHTHOM MH(OpMAaIMK [Tl KaTaJoTU3allNu.
Tema 1.6 Paspaborka Conepsxanne y4eGHOro MaTepHAaJIa IK 1.4
CXEMBI KllacCu(UKAIUU
JIOKYMEHTHOM Onucanue TOKyMEHTHOMN
nH(OpMallMU B KaTajlore. nH(GOpMAIIMK Ha KATAJIOKHBIX HOCUTEIISX.
Tema 1.7 Conep:kanue y4eOHOT0 MaTepHuaJia IIK 14
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NunexcupoBanue
KaTaJIOXKHBIX KAPTOUEK.

CI/ICTeMaTI/I3a]_II/IH KapTO4YCK U BCACHUC KaTaJiora.

B TOM yncie npakTH4eCKUX U JIa0OPAaTOPHBIX 3aHATHUM: 2
IIpakTyeckoe 3ansaTHe Ne 3 Ha Temy: «CucTeMa KaTajloroB B apXHUBE»
[Topsinok opopmieHus katanoros Ha cyaeOHbIe fena. [lopsiiok cocTaBneHus
KaTaJoroB Ha HaJA30pHBIE IPOU3BOJICTBA IO MPAXKAAHCKUM JIEIaM
CamocrosiTeibHast padoTa o0yuyarommxces: Ne3 2 IIK 1.4
1.ITpopaboTka KOHCIIEKTa 3aHATUH, PEKOMEHIYEeMOW Y4eOHOM U JOMOTHUTEIBHON
JUTEPATYPHI
2.BblosIHEHNE UHAWBUIYaJILHOTO IOMAILIHETO 3a/IaHUs
3.Beinosinenue pedeparon
4.IloaroroBka cOOOLIEHUI MM NPE3eHTAUI
Pa3nen 2. ObecnieyeHne COXpAaHHOCTH TOKYMEHTOB. 72
Tema 2.1 ConeprxkaHue y4e0HOro MaTepuasa 2 [IK 1.4
KonTpoas 3a
CBOEBPEMEHHOCTHIO CBOEBpEMEHHOCTb MOCTYIICHHSI JOKYMEHTOB B apXuB cyza. JIulia, OTBETCTBEHHbIC 3a
NOCTYIUICHUS] B APXHB CBOEBPEMEHHOCTbh IIOCTYIUIEHUSI B apXWB CyJa JOKYMEHTOB.
Cy/1a IOKYMEHTOB.
Tema 2.2 CyGbeKTHI, Copepxanue y4eOHOIro MaTepuaJa 2 I[IK 1.4
OCYILIECTBIISIOLINE CyOBEeKTHI, OCYILECTBIISAIONNE KOHTPOJIb 33 CBOEBPEMEHHOCTBIO IMOCTYIUICHHS B
KOHTpPOJIb 3a apXuB CyJa JOKYMEHTOB.
CBOEBPEMEHHOCTBIO B TOM uncne npakTu4eckux 1 Ja00paTOPHBIX 3aHATHIM: 4 IIK 1.4
MIOCTYIIJICHUS B apXWB IIpakTHyeckoe 3anaTHE Ne 4 HA Temy: 2 IIK 1.4
cyna «AHanu3 CBOEBPEMEHHOCTH ITOCTYIUIEHHs JOKYMEHTOB B apXUB Cya.
JOKYMEHTOB.
IIpakTuyeckoe 3ansaTue Ne S «KOHTpOJIb 32 CBOEBPEMEHHOCTBIO 2
MIOCTYIJIEHUS] B apXUB CyJ1a TOKYMEHTOBY.
CamocrosiTeibHas padora o0y4yarommxcs: Ne4 2 IIK 1.4
1.ITpopaGoTka KOHCTIEKTa 3aHITHI, PEKOMEHIYEeMOU YI4eOHOU U JOTIOTHUTEIHHOMN
JIUTEpaTyphl
2. Mzyunth MHCTpYKIMS 110 Cy1eOHOMY AETIONPOU3BOICTBY B PAlOHHOM Cy/ie
(YTBepxnaena I[Ipukazom ['enepanbHoro aupextopa CyneOHOro renapramMeHTa npu
BepxoBHoMm Cyne Poccuiickoit ®eneparu ot 29 ampens 2003 r. N 36)
Tema 2.3 Co3nanue Copnepxxanue yueOHOIro MaTepuaJa 2 IIK 1.4
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ONTHUMAJbHBIX YCJI0BHH
XpaHeHHUs1 JOKYMEHTOB.

TpeGoBaHus K MOMEIICHHUSIM apXHUBa. DJIEKTPO- U MPOTUBOIOKapHOE 000pyI0BaHUE.

Copaepxxanue yueOHOIo MaTepuasa IIK 1.4
Tema 2.4 OxpaHHbII TemmepaTypHO-BIa)KHOCTHBIN U CBETOBOM PEKUMBI.
pexxuM. TemnepaTypHo-
BJI&KHOCTHBIA U CBETOBOM
PEKUMBIL.
Tema 2.5 Canurapso- ConepxaHue y4eOHOro MaTepuasa IIK 1.4
TUTHEHUYECKUI PEXUM. Obopynosanne apxusa.
B ToMm uncne npakTuyeckux 1 1a00paTOPHBIX 3aHATUM: IIK 1.4
IIpakTuyeckue 3anaTuss Ne 6 Ha Temy: «Co31aHNE ONTUMAJIBHBIX YCIOBUI I[IK 1.4
XPaHEHUs JOKYMEHTOBY
CocraBieHnne mpuKasa o oTIpaBKe TOKYMEHTOB B apxuB. Odopmienne Gpusuko-
XUMHUYECKHE U Onosornueckue pakTopoB pa3pylIeHUs JOKYMEHTOB.
CamocrosiTesibHasi padoTa o0yuarommxcs Ne 5 K 1.4
1.ITpopaboTka KOHCIIEKTa 3aHATUH, pEKOMEHIYeMON Y4eOHO! 1 TOTTOJIHUTEIbHON
JUTEpPaTyphl
2.BbINosIHEHNE MHANBUIYAJIBHOTO IOMAILIHETO 33 JaHus
3.Boimonnenue pedepaton
4.IloaroroBka cOOOIIECHUI MU MPE3eHTAIINI
Tema 2.6 Pazmemenue Conep:xanne yueGHOro MaTepHaJia: 1K 1.4
AOKYMEHTOB B
XpaHWIne, [Ipouenypa mepenaun cyneOHBIX €1 B apXUB.
Tonorpaguposanme.
Tema 2.7 Pa3zmenienne Copepxxanue y4eOHOIro MaTepuaJa: IIK 1.4
JIOKYMEHTOB B
XPaHUJIUIIE. Pa3melienne JOKyYMEHTOB B
TonorpagupoBanue. xpanunuiie. TonorpagupoBanue.
B Tom unciie npakTHUeCKHUX U JJabOpaTOPHBIX 3aHSATHI: 11K 1.4
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IIpakTyeckue 3aHaTHsA Ne 7 Ha Temy: «Pa3MeleHNe TOKYMEHTOB B XpPaHUIIHILE,
TonorpadupoBaHue)

IIK 1.4

CamocrosiTesibHast padora o0yuyaromuxcs Ne6 I[IK 1.4
1.IIpopaboTka KOHCTIEKTa 3aHITHI, PEKOMEHIyeMOU YIeOHOU U JOTIOTHUTETHHOM
JTUTEPaATYyPhI
2.BrlnosHeHNEe UHAUBUIYaIbHOTO IOMAIIIHETO 3a/IaHus
3.Bemmonnenue pedeparon
4 .ITonroToBKa COOOIIECHUHN WM MPE3EHTAIIUH
Tema 2.8 Coaepxxanue yueOHOIo MaTepuaJa IIK 1.4
Obecneuenne
COXPAHHOCTH
JOKYMEHTOB apXHBa
cyaa Cucrema mep obecriedeHns COXPaHHOCTH IOKYMEHTOB.
Tewma 2.9 TpeGoBanus K ConeprxaHue y4eOHOro MaTepuasa K 1.4
3/IaHUSIM U TpeGoBaHus K 37aHUSIM U
MIOMEIIEHUSIM apXUBa MTOMEIICHUSM apXUBa
Tema 2.10 HopmatuBHbie ConepixaHue y4eOHOro MaTepuasa IIK 1.4
YCIIOBUS XpaHEHUS
ApPXUBHBIX JOKYMEHTOB. HopMmaTuBHBI€ yCIIOBHUS XpaHEHHUS apXUBHBIX JTOKYMEHTOB.
B TOM uncie npakTH4YeCKUX U JIa0OPaTOPHBIX 3aHSITHIA:
IpakTuyeckne 3ansaTusa Ne 8 Ha Temy: «OOecnieueHre COXPAaHHOCTH IOKYMEHTOB I[IK 1.4
apxuBa cyna»,«Co0IoIeHue OXPaHHOTO PEeKUMa MOMEIICHUN XPaHUITUTID.
CamocrosiTesibHas padoTa o0yuarommuxcst Ne 7 IIK 1.4
1.ITpopa®oTka KOHCTIEKTa 3aHITHI, PEKOMEHIyeMOU Y4eOHOU 1 TOTIOIHUTEIBHOM
JTUTEepaTyphl
2.BrImosTHeHNE MHIUBHTyaTHOTO JIOMAIITHETO 33 IaHuUs
3.Bemmonuenue pedeparos
4.IlonrotoBka COOOIICHUH WM MPE3eHTAIUI
Tema 2.11 Conep:xanue yueOHOIro MaTepuaJa: I[IK 1.4
CucremMarunsanus

APXUBHBIX TOKYMEHTOB.

ITousrue u COJACPIKAHNUE CUCTEMATU3all apXUBHBIX TOKYMCHTOB.
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Tema 2.12 Cranun Conepsxanne y4eGHOr0 MaTepuaJia: 2 [IK 1.4
cHCTEMaTU3aluu
APXUBHBIX JOKYMEHTOB. 3HaucHUE CHCTEMATHU3aLNH B
ocymiecTBiIeHUN () (PEKTUBHOTO JIETOMPOU3BOJICTBA B CY/IC.
Tema 2.13 Cozep:kanue y4e0HOr0 MaTepuaja; 2 IIK 1.4
CHCTeMaTH3aIHst CucremaTu3amnus apXuBHbIX JOKYMEHTOB.
apXMBHBIX JOKYMEHTOB.
B ToM Yuc/ie MPaKTHYECKUX U JIA00PATOPHBIX 3aHATHIA: 4
IpakTnyeckne 3ausiTus Ne 9 AHaiu3 npouecca CUCTEMaTU3aAUU 2 IIK 1.4
APXUBHBIX TJOKYMEHTOB.
CamocrosiTesibHas padora o0yuarommuxcs Ne 8 2 IIK 1.4
1.ITpopaboTKa KOHCIIEKTA 3aHATUH, pEKOMEHIyeMOW y4eOHON U TOTIOTHUTEILHOM
JTUTEPATYPHI
2.BrlnonHeHre UHAUBHUIYaTbHOTO IOMAIIIHETO 3a/IaHus
3.Bemmonnenue pedeparon
4.ITonroToBka COOOICHUH WM MPE3CHTAIUI
Tema 2.14 Conepxanue y4eOHOro MaTepuaJa: 2 I[IK 1.4
OT6op cyneOHbIX ae, HopMaTHBHOE PEryIupOBaHUe IIPABUI 0TOOPA CyAeOHBIX JOKYMEHTOB IS
MaTepuajIoB H Apyrux YHUUYTOXKEHUS.
AOKYMEHTOB /sl
YHUYTOKEHMUSI.
Tema 2.15 JInna, Coaep:xxanue yueOHOIro MaTepHaJia: 2 [IK 1.4
OCYIIECTBIIAIOIINEC 0T60p ﬂnua, OCYHICCTBIIAOIINC 0T60p U YHUYTOXKCHUC Cy,Z[e6HBIX
Y YHUUYTOKEHUE ACT ¥ TOKYMEHTOB.
CyneOHBIX
JIell ¥ IOKYMEHTOB
Tema 2.16 Buabt CopaepxxaHue y4eOHOro MaTepuaJa: 2 K 1.4
CHoCc0O0B YHUUTOKEHUS Bunst crioco60B yHUUTOXKEHUS CyI€OHBIX €T (HapsIoB).
CyneOHbIX J1en (HapsiioB).
CamocrosiTeibHas padora o0y4yarommxcest Ne 9 14 I[IK 1.4

1.ITpopaGoTka KOHCTIEKTa 3aHITHI, PEKOMEHIYEMOU YI4eOHOU U JTOTIOTHUTETHHOMN
JTUTEPaTyphl

2.BpITIOTHEHNE UHAMBHIYaJIbHOTO TIOMAIIIHETO 3aaHus: mpoBecTn aHanu3 [Ipukaza

Cyne6noro /lenapramenta npu BepxoBaom Cyne PO ot 09.11.2011 r. Nel112 «O6
yTBepkIeHnn [lepeuns ToKkyMeHTOB (eepalbHBIX CYI0B OOIIEH IOPUCIUKIINN C
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yKa3aHHEeM CPOKOB XPaHEHHSD)
3.IToaroTOBUTH OOPHO-JIOTHYECKYIO cxemy: «IIpaBuiia 1 MECTO 03HAKOMIICHHS C
CyAEOHBIMH JICTaMH U JTOKYMEHTaMHM.

4.IloaroroBka cOOOLIEHUI MM NPE3EHTAUI

Tema 2.17 Coaep:xkaHue y4eOHOT0 MaTepHaJia 2 I[IK 1.4
Iopsinox HopmaTtuBHoe perynupoBaHue BblAauu JOKYMEHTOB U3 JIeJ, a TaKkKe CyAeOHBIX JelT U3
BbIIa4H €] U3 apxXuBa.
XPaHWINIIL,
TPAHCHOPTHPOBAHME U
yNaKoBKa jJeJl.
Tema 2.18 IIpaBuia Coaepxanue yuyeOHOIro MaTepuaJia 2 I[IK 1.4
OCYILIECTBIICHHS U
OCHOBAHUS BBIJIa41 TpaHCIIOpTUPOBKA U YIAKOBKA JEIl.
JOKYMEHTOB H JIeN U3
apxuBa
cyna.
Y4yeOHas npakTHKA 36
1111 02 ITIpousBoacTBeHHAs MPAKTHKA (10 MPOGHUII0 CIeNHATBLHOCTH) 36
Buner pabot
1.03HaKOMUTECS C HOPMAaTUBHO-IIPABOBBIMH aKTaMH, JOJLDKHOCTHBIMU MHCTPYKIHUAMUA, OIPCACIIAIOIINMU ITOPAJIOK
opranmzaiuu apxuBHoro gena B cyae u HITA, oTHocsmmMucs K apXuBHOMY JIETY
2.PaboTa ¢ 3aKOHOAATEIBHBIMU U IPYTUMH HOPMATHUBHBIMU IIPABOBBIMH aKTaMH 110 IPUMEHEHUIO ONPEAEISIONIIMU
NOPSI0K OPraHU3aIMK apXUBHOTO jiea B 'eoprueBckom pailoHHOM cye, ['eoprueBckoM MUPOBOM cyjie
3.M3yuenue cOopa u 06pabOTKU TOKYMEHTOB B CyJie, HEOOXOAMMBIX K apXHBHOM 00paboTke. O3HAKOMHUTHCS C
TpeOOBaHUSIMU U MHCTPYKIIMSMHE, PETJIAMEHTUPYIOIIUMHU MOJITOTOBKY JIea K apXHUBUPOBAHUIO
4.0O3HaKOMIICHHE C TIOPSIIKOM TIepeIadHl Ie]l B apXHB Cy/Ja U TOPSIKOM KOMIUICKTAIIUH A€l U HApSAO0B IS
MOCTOSIHHOTO XPaHEeHUS
5. N3yuenue mopsiika paboThI cyza 1Mo MpUEMY HACEJICHHsI M TIOPSIKA BBIIAYM JOKYMEHTOB U3 apXHBa Cyaa
K 1.4

6. N3yuenue u ocyiecTBieHrne padboT Mo 0T00py JOKYMEHTOB Ha YHUUTOXEHNE U 0(OPMIICHUE UX YHUUTOXKCHHS
[ToAroToBUTH MPOEKTHl OCHOBHBIX JOKYMEHTOB MO apXUBHOMY MTPOU3BOJICTBY

7. I3yueHue nopsiika U OCYILIeCTBICHHE PadOT MO 0(hOPMIICHHIO JIeJl, COCTABICHUIO BHYTPEHHUX OMKCEN, BHECEHUIO
M3MEHEHUN B PEKBU3UTHI 00JI0KKHU
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8. O3HaKOMJICHHE C IOPSAKOM OXPAaHHOTO PEKHMMA MOMEIIEHUS apXuBa cyJa (XpaHUJINIIa)

9. O3HakoMyIeHHE C pabOTON aIMHUHHUCTPATOPA CYIa IO OPraHU3AIMH TEXHUYECKOro 00ecrieueH s apXHuBa Cyaa

10. IToaroToBUTHh HO OJJTHOMY IPAKJAHCKOMY . YTOJIOBHOMY, aIMUHUCTPATUBHOMY JIETy JUISl CTAUM A B apXUB

11. Pabora ¢ nH(DOpPMAIMOHHBIMU CUCTEMAMH U TIPABOBLIMH 0a3aMu

12. Pabota ¢ nH(hOopMalMOHHO-TOMCKOBBIMU U HHPOPMAIIIOHHO-CIIPABOYHBIMH CUCTEMaMH U 0a3aMu JaHHbIX,
HCIOJIb3YEMBIX B TPOGhECCHOHATBLHON JACSITEILHOCTH.

Bcero IIM02

Jl1sl XapaKTepUCTUKU YPOBHSL OCBOEHHS y4eOHOr0 MaTepualla UCIIOJIb3YOTCS CIeytole 0003HaueHus:

1 — o3HaKOMUTENBHBIN (Y3HABAaHHE PaHEe U3YYEHHBIX OOBEKTOB, CBOWCTB);

2 — penpoyKTUBHBIN (BBIIIOJHEHHE AEATEIBHOCTH 110 00pasily, MHCTPYKLIUU WU MO/ PYKOBOJCTBOM);

3 — MPOAYKTUBHBIN (MJITAHUPOBAHUE U CAMOCTOSITEILHOE BBIITOJHEHHE ACATEIBHOCTH, PEIICHUE MTPOOJIEMHBIX 33/1a4).
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4. YCJIOBUS PEAJIMZALIMU ITPOI'PAMMBI TPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeboBaHUSI K MUHUMAJIbHOMY MaTEpUATbHO-TEXHUYECKOMY 00eCIIeUeHUIO
Peanunzanus nporpaMMel MOIyJIs IPEAIIOIaraeT HaJIMuUe MOJIMIOHA BBIYUCIUTEIbHON TEXHUKH.
O6opynoBanue pabounx MECT:
- KOMIIBIOTEPHI 110 KOJIMYECTBY 00yUaroIIuxcs;
- IPUHTED;
- CKaHep;
- MOY;
- USB-nakonureny;
- JIOKaJIbHAs CETh;
- IPOEKTOP;
- 9KpaH;
- IporpaMMHO€e oOecrieueHre o0LIero u NpopecCHOHaNbHOTO Ha3HAYECHNUS;
- KOMIUIEKT Y4e0HO-METOAMYECKON JOKYMEHTAIIHH.
TexHuueckue cpencTBa 00y4eHus:
- IEPCOHAIBHBIA KOMIIBIOTED;
- IPUHTED,
- MYJIbTUME/MA IPOEKTOP;
- IporpaMMHoe odecrieueHre oouiero u Npo(ecCUuoHaNbHOr0 Ha3HAYEHUS
Peanuzanus npodeccnoHanbHOTO MOAYIIS PEATIoNaraeT 00s3aTeNIbHYI0 TPOU3BOICTBEHHYIO MTPAKTHKY.

4.2. adpopmanmoHHOe oOecrieueHrue 00yIeHHS
[lepeveHb peKOMEHIyeMbIX YUeOHBIX U3JIaHMii, THTepHEeT-pecypcoB, JOMOIHUTEIBHOM JTUTEPATYPHI

OcCHOBHbBIE HICTOYHHUKH:

1. Mawmsbikun A.C. ApxuBHOE JIe]I0 B cyJie [ DNeKTpoHHbIH pecypc]: yueOHoe nocodue/ MamMbIkuH
A.C., JlatpiieBa H.A.— DnexTpoH. TekcToBble JaHHbIe.— M.: Poccuiickuii rocy1apcTBEHHBII
yHUBepcuTeT npaBocyausi, 2021.— 188 c. http://www.iprbookshop.ru/74154.html.— 5BC
«IPRbooks»

2. 3axapoBa H.A. ['ocynapcTBeHHBIE, MyHUITUTIAIEHBIE APXUBBI M apXUBBI OPTaHU3AIHIA
[DnexTpoHHBIH pecypc]: yueOHoe nmocobue nis CI1O/ 3axapoBa H.A.— DneKTpoH. TEKCTOBbIE
nanasie.— Caparos: [IpodobOpaszoBanue, Aii [Tu Op Menua, 2020.— 169 c.—:
http://www.iprbookshop.ru/79439.html.— 5BC «IPRbooks»

3. Lemenxosa, C. . ApxuBoBenenue. Mcropus apxuBoB Poccuu ¢ npeBHEUIIMX BpeMEH 10
Hauyana XX Beka : yueOHoe rmocobue A cpennero npodeccuonanbHoro oopasosanus / C. U.
[lemenkoBa ; mox Hayunou pemakiueii JI. H. Mazyp. — Mocksa : M3natensctBo FOpaiit, 2019.
— 153 ¢. — (Ilpodeccuonanbuoe obpazosanue). — ISBN 978-5-534-10241-3. — Texkcer :
snexktpouubii // DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/442483

4. Kysznenos. U.H. JlokymeHTanimoHHoe obecrieueHue yrnpanieHus. JJokyMeHTo000poT U
JeIonpou3BoACTBO : yueOHuK ais CITO — M.U3narensctBo FOpaiit, 2019. — 177c.

5. KazakeBuu. T. A. Tkanuu A.U. JlokyMeHTalIMOHHOE 00ecTiedeHre yIpaBIeHHs: YUeOHUK U
npakTukym st CI1O — M: UznatensctBo FOpaiit, 2021. -161c.

JlonoJHUTEeIbHbIE HCTOYHUKH:
1.bacakoB M.U. Jlenonpou3BoACTBO (AOKYMEHTAIIMOHHOE OOECIIeYeHHe YIpaBlIeHus): yue0.mocoone

s CIIO. - M: «Jlamkos u Ky», 2019. — 348c.

2. bBacosckas, E.-H. u np. HemonpousBoacteo: yde0.mocobue s CIIO. - M: ®OPYM, 2019.
—256c.

3. T'yryeBaT.A. KonduneHnmmampbHOE IEIONPOU3BOACTBO: yded.mocobue. — M:Anbda-M, 2019.
—192c.

25



4, CokomoB B.C. [lokymeHTanimoHHoe ooecrnieuenue ynpasiaeHus: yaeonuk as [10. - 3-e uz. -
M: ®OPVYM, 2021 - 176 c.
5. Kacesnosa I'.1O. [lenonpon3BoaCTBO U Apyrue aceKThl paboThl CEKpeTaps.- 2-¢ u3., nepepad.
u porn.-M: ABAK,2021.-272c.
6. Ky3nenos N.H. JlokymMeHTanMOHHOE OOECICUCHNE YIPABICHHUS W JIEIOMPOU3BOJICTBO:
yueGHuk.- M: FOPAUT, 2021-576¢.
7  CoxkonoB B.C. JlokymeHTanimoHHoe obecrieueHue ynpasiaeHus: yaeOnuk mis [10 - 3-e uza. - M:
®OPVYM, 2021. - 176
NuTepHeT pecypcebi:
1. Odunmansueiii caiit [Ipesunenta Poccuiickoit @enepanuun - www.kremlin.ru
Odunmanbhelii caiit @epepansroro Cobdpanust PO - http: // www.gov.ru/main/
Odunmanbueiii cailt ['ocynapcreennoit JJymer @C PO -http: // www.duma.gov.ru
Odunmanbhelii caiit [IpaBurenscrBa Poccuiickoii denepanum - http: //government.ru
Odunmansheiii caiit Koncruryrmonnoro Cyna Poccuiickoi deneparuun-www.Ksrf.ru
Odunmanshelii caiit Bepxosroro Cyna Poccuiickoii denepartuu - WwWw.vsrf.ru
Odunmanbuelii cailt Opranuzaimu O0beaMHEHHBIX Harmii mo BorpocaM 00pa3oBaHus, HAYKH U
kynbTypbl (UNESCO) - www.unesco.org
8. Odunmanbuelii caiit BcemupHoi Opranusaiuu 3apaBooxpaneHus - WWw.who.int/homepage
9. Hayunas snekrponHas oudaunoreka- http: // www.eLIBRARY .ru.
10. DnekTponHas obubimoreunas cucrema IBooks - http://ibooks.ru/
11. DnekrponHas oubnmoreunas cucrema BOOK.ru - www.book.ru

No gabkowd

12. DnexTpoHHO-OMOIMOTEYHAsI CUCTEMA U3/1aTEILCTBA FOPAMT- www.biblio-online.ru
13. DnekTpoHHO-OMOIMOTEYHAs cCUCTeMa- WWW.zZnanium.com

14. Bce o mpase - www.allpravo.ru.

15. FOpuandeckas auTepaTypa 1o npasy - WWw.okpravo.info.

16. FOpunuueckuit nopran "l[IpaBonopsaok" - Www.oprave.ru.

17. «Jlenonpoun3BoCTBO U JOKYMEHTOOOOPOT Ha nipeanpusitiuny. Pexxum gocryna: http://www.delo-
press.ru

18. XKypnan «Jlemompon3BoactBo» Pexxum goctyma: http://www.jurn.ru

19. XKypnuain «/lenonpou3BoacTBo U 10KyMeHTO000poT» Pexxum noctyma: http://sekretar-info.ru
20. J1oKkyMEHTOO0OOPOT U AETONPOU3BOACTBO: KHUT'H, YYEOHUKU M CAMOYUHUTENb [ DJIeKTPOHHBIN
pecypc] / Pexxum noctyna http://www.workpaper.ru

21. JIOKyMEHTOOOOPOT U AETONPOU3BOACTBO. CHCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
[DnexTponHsIii pecype] / Pesxum poctyma http://www.doc-online.ru

22. CaiT 1Mo KaJpoBOMY JICTOMPOU3BOICTBY [ DIIEKTPOHHBIHN pecypc] / Pexxum mpocTyma
http://www.kadrovik-praktik.ru

23. http://www.videouroki.net (Buneoypoku B cetn lHTEpHET)

24. http://new.bgunb.ru (DnekTpoHHBIE 00pa3oBaTelbHbIC pecypchl HTepHET)

25. http://ru.wikipedia.org (Bukunenus)

26. http://www.consultant.ru

27. ®enepanbHbI LEHTP HHPOPMALIMOHHO-00pa30BaTENbHBIX pecypcoB. Pexxum nocrymna:
http://fcior.edu.ru cBOGOTHBII.

HOpMaTI/IBHble - IPpaBOBbIC AKTbI:
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http://www.biblio-online.ru/

1. ®enepanbhsiii 3akoH oT 22.10.2004 N 125-D3 (pex. ot 28.12.2017)"O6 apxuBHOM Jejie B
Poccuiickoit @eneparun” /Pexxum nocryna:

/I CIIC Koncynstant [Tmroc.

2. ®DenepanbHbii 3ak0H 0T 22.12.2008 N 262-D3(pen. ot 28.12.2017)"O6 obecnieueHnn AOCTyIA K
uH(OpMaLUK O AeATeNbHOCTH cy10B B Poccuiickoit deneparuu” /Pexxum nocryna:// CIIC
KoncynpranT Ilmroc.

3. Kommenrtapuii k ®enepanbHomy 3aK0oHY OT 22 okTsa0ps 2004 roma N 125- @3 "O6 apXxuBHOM
nene B Poccuiickoit @enepanun" (mocrareiinpiii) buprokosa T.A. " /Pexxum noctyma:// CIIC
Koncynperant Itoc.

4.3. Obuue TpebOBaHUS K OpraHU3aliu 00pa3oBaTeLHOTO MpoIecca
OcBoenne mnpodeccuonaniboro moxaynas IIM.02.  ApxuBHOEe 1em0 B Cylae NPOU3BOIUTCA B
COOTBETCTBUU ¢ yuyeOHbIM maHoM 1o cnenuanbHocTH  40.02.03[IpaBo u  cyaeGHoe
aIMHUHHCTPUPOBAHUE U KaJeHIapHbIM rpagukom. O0pa3oBaTeabHBIA MPOIIECC OPTaHU3YETCSI CTPOTO
no pacnucaHuto 3aHATUH. [paduxk ocBoeHus mnPodHecCHOHATBFHOTO MOIYNA Mpeanoaraet
MOCIe0BAaTEIbHOE OCBOSHUE MOJYJISI, BKIIOUYAIOUIETO B ce0sl KaK MEXAUCIUILTUHAPHBIE KYPChI, TaK
Y TIPOU3BPJCTBEHHYIO TPAKTHKY.
OcBoeHMIO MOAYJS HpEIIeCTBYeT 00s3aTelIbHOE H3ydeHHE Y4eOHbIX aucuuiiuH: «CyneOHas
cTaTHCTUKa», «CyneOHoe 1eI0MpOU3BOICTBO.
B mpomecce ocBoeHHs TPOPECcCCHOHATHHOTO MOIYJS MPEIIoiaraeTcs IMPOBEICHHE PYyOeKHOTO
KOHTPOJISI 3HAHUM, YMEHHUH y cTyAeHTOB. Crada pyOeKHOTO KOHTPOJIS SBISETCS 00s3aTeNbHOM IS
BceX oOyuaromuxcsi. PesyapTatoMm  ocBOeHHS NPOQPECCHOHANIBHOTO  MOJIYJS  BBICTYNAIOT
npodeccuoHanbHbIE KOMIIETEHIIMU, OLIEHKA KOTOPBIX TMpEACTaBIsieT co0oil co3zmaHue u coOop
CBU/IETEJILCTB JIEATEIIbHOCTH Ha OCHOBE 3apaHee ONpe/IeIeHHBIX KPUTEPUEB.
C uenpro OKa3zaHMs TOMOIIM CTYACHTAaM IPU OCBOCHUH TEOPETHMUYECKOTO0 M MPAKTHYECKOTO
MaTepuaia, BBIMIOJHEHUS CaMOCTOATEIbHONW paboThIpa3padaThiBAIOTCA Yy4eOHO-METOUYECKHE
KOMILJIEKCHI (KEHUCHI CTYJIEHTOB).
[lpr ocBoeHHH NPO(HECCHOHATLHOTO MOMYJS Ka)IbIM IIPETO/IaBaTeNIeM yCTAaHABIMBAIOTCS Yachl
JOTIOJTHUTEBHBIX 3aHATHH, B PaMKaxX KOTOPBIX JJIS BCEX JKEIAIONIUX MPOBOJSATCS KOHCYJIHTALWH.
I'padux mpoBeaeHUs KOHCYJIbTALMH pa3BellleH Ha BXOJHOM JBEpU KaKIOro ydeOHOro kaOuHeTa
U/Wn 1abopaTopuu.
Texkymuii yd4er pe3yabTaToB OCBOEHHs MPO(PECCHOHATBHOIO MO/ MPOU3BOAUTCS B XKypHaje IO
npodeccuoHaIbHOMY MOAYyNI0. Hanuuue OIeHOK M0 NpakTUYeCKUM pabdoTtaM Hu pyOexHOMY
KOHTPOJIIO SIBJISIFOTCS ISl KaXJIOTO CTyJEeHTa 00s3aTeNbHBIM. B cilydae OTCYTCTBHSI OIICHOK IO
pyOeXHBIM paboTaM CTYIEHT HE JOMYyCKaeTcss 1O cladyd KBaTM(UKAIMOHHOTO HDK3aMeHa IIo
pohecCuoHaTEHOMY MOJTYJIIIO.

4.4. KaapoBoe obecriedeHre 00pa3oBaTeIbHOTO Mpolecca
TpeGoBanust kK KBaTU(PUKAIIUHU TEIarOTHYeCKUX (MHKEHEPHO-TIEIarOTHYECKIX ) KaJpOB,
obecreunBaroInX 00ydeHue 0 MEXIUCIUIUTHHAPHOMY KypCy (KypcaM): HATHIne BBICIIETO
npodecCHoHATBFHOTO 00pa30BaHus, COOTBETCTBYIOMIEro mpoduito moayis Pa3paborka,
COHpOBO)KI[eHI/Ie " 3KCHJ’IyaTaHI/I$I aBTOMaTI/IBI/IpOBaHHI)IX I/IH(bOpMaIII/IOHHBIX CUCTEM U
cnennanbHocTH 40.02.03 [IpaBo u cynedHOE aIMUHUCTPUPOBAHNE
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TpeboBaHMs K KBAIM(UKALUH [TEAATOTMUECKUX KaJpOB, OCYIIECTBIIAIOIUX PYKOBOJCTBO
IIPaKTUKOM.

W HXeHepHO-IIe1arOrnYeCKUi COCTaB: TUIIJIOMUPOBAHHBIC CIIELUATIUCTHI — IIPEI01aBaTeIn
MEXIUCIUTUTMHAPHBIX KypPCOB, a Takke 001enpodeccHoHanbHbIX IUCIMIUIMH: «I paxnaHckoe
paBo», «YToJ0BHOE IIpaBoy, «IIpaBooXxpaHUTENbHbIE U CyI€OHBIE OPTaHbl», «Y TOJOBHBIN
nporeccy», «CyaeOHast CTaTUCTUKAY.

28



5. KOHTpOoJIb U OLleHKA Pe3yJIbTATOB 0CBOCHUS NMPO(eCCHOHATBHOT0 MOIYJIsI
(Buaa npogeccuOHAJBbHOM 1eATeTIbHOCTH)

KOHTpPO/Ib M OlleHKA Pe3yabTaTOB OCBOCHUS y4eOHOM MPAKTUKU OCYIIECTBIISICTCS PYKOBOIUTEIEM

IMMPAKTHUKHU B IPOLCCCC ITPOBCACHUA yT-I€6HBIX SaHHTHﬁ, CaMOCTOATCIIBHOI'O BBIITOJIHCHU A

00y4aroIuMuCs 3aJJaHu, BHITIOJTHEHHS MPAKTUYECKUX U J1a00paTOpHBIX paboT. B pesynbTare

OCBOEHUS TPOU3BOJCTBEHHON MPAKTUKY (110 MPOPUITIO CIIEUATIbHOCTH) B paMKax

npodeccuoHaNBHBIX MOy Il MPOBOIUTCS IPOMEXKYTOUHAs aTTecTanus B opme
muddepeHrpoBaHHOro 3aueTa. @opmMa NpoMEKyTOUHOM aTTEeCTallMH 110 MPOPECCUOHATBHOMY

MOJYJI0 — 9K3aMeH (KBaIU(UKAIMOHHBIN).

PesyabTaTsl
(ocBOCHHBIE DopMbI U METOAbI
OcHOBHBIE IOKA3aTEJIH OLEHKH pe3yJbTara
npogeccuoHaIbHbIE KOHTPOJIAA M OLICHKH
KOMIIETEHLMH)

TIK 1.4. OGecnieuuBarhb
paboTy apxuBa cyja

- IOHUMaHMe Nopsiika 0TOOpa Ha XpaHEHHE B
apXHB CyJIOB IOKYMEHTOB, UX KOMIIJIEKTOBAaHMUS,
ydeTa U UCIOJIb30BaHuS,

- IOHUMAaHUC MEPEUHA JOKYMCHTOB CyJd0B C
YKa3aHHUEM CPOKOB XPpaHCHU;

-IIOHUMaHHUuC HOPpMATUBHOI'O
XpaHCHUA apXUBHBIX TOKYMCHTOB,

- IOHUMAHUE IIOJOKEHU O IOCTOSIHHO
JENCTBYIOILIEH DKCIIEPTHON KOMUCCUH CYNa;

- IO/IOTJIaBIIEHHE CYA€OHBIX
(Hapsiipl) ¥ MaTepUaIoB IS CIaYU B apXUB;

- OCYIIECTBIIEHHE TIOJHOTO 0(OPMIICHUS 1]

(MOAIMIMBKY WM TEPEryieT Jena, U3bATHE U3
JieNla  METaJUIMYECKUX CKPENnoK U CKOOOK;
HyMEpAIMIO0 JIMUCTOB MW 3aIlOJIHEHHE JHUCTa-
3aBEPUTEIIS);

- COCTaBJICHHE BHYTPEHHUX JIOKYMEHT
BHECEHHUE HEOOXOUMBIX YTOYHEHHUS B

PEKBUBHUTHI 0OJIOKKH;

- ohopMIIeHHE pe3yJNbTaTOB CHaud /€] Ha
apXHUBHOE XPAHEHHUE;

- cOOJII0/IEHUE OXPAHHOTO PEXUMa MOMEIIEHUH
XPaHWINILL

- BBIIIOJTHEHUE MopsAJaAKa MCIIOJIb30BaAHUSA

Verueit ompoc. O0630p
HuTepHeT- pecypcos.
Hanmcanue MUHH-
COOOILIEHU.

OueHka ypoOBHS YCBOCHMS
3HaHUU B IIpoLIECCE
BBIIIOJIHEHUS MPAKTUYECKHUX
pabor.

CocraBieHne KkpoccBopa.

OneHka ypoBHS YCBOEHMS
3HaHUIl B mporecce
BBITTOJIHEHUS TIPAKTHIECKUX
pa0or.

CamoaHanu3  BBIIOJHEHUS
IPAaKTUYECKUX padoT.

Onenka pe3yJbTaToB
BBITTOJIHEHUS
MPaKTUYECKUX pabor.

CamMoaHanu3 BBIIOJHEHUS
MPAaKTUYECKHUX 3aHITHH.
OneHka ypoBHS YCBOCHMS
3HaHU B IIpoLIECCe
BBITNIOJTHEHUST TIPAKTHUUYECKUX
pabor.

CamMoaHanmu3  BBIIOJHEHUS
MPAKTUYECKUX PadoT.
OneHka ypoBHS YCBOCHMS
3HaHUW B IIPOLIECCE
BBITNIOJTHEHUS TIPAKTHUUYECKUX
pabor.
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JOKYMEHTOB apXuBa CyJa;

- OpraHu3anus mopsaKa 0roopa JOKyMEHTOB U
odopmIileHHEe UX HAa YHUYTOXKECHHE.

- 3HAHUC TIOpAAOKa BCIACHUA HW XPaHCHUA
JTOKYMEHTOB;

-yMEHHE OCYIIECTBIATL Yy4YE€T U XpaHECHUE
CyAeOHBIX JIeJI, BEIIECTBEHHBIX JOKA3aTEIbCTB
A JOKYMEHTOB

-3HaHHUE CTPYKTYpy 0a3 IaHHBIX apXHBa Cy/a;
-yMeHHEe o0ecrieunBaTh paboTy apxuBa Cy/a.

CaMoaHaIi3  BEIOJHEHUSA
MPAaKTUYECKUX padoT.

OneHka ypoBHS YCBOECHMS
3HaHWI1 B IpoIecce
BBITIOJTHEHUSI TIPAKTHYECKUX
pabor.

CamoaHanu3  BBINOJTHEHUS
MPaKTUYECKUX PadOT.

OueHka YpOBHS YCBOCHHS
3HaHUU B IIpoLIECCE
BBITTOJTHEHUS TPAKTUYECKUX
pabor.

CamoaHanu3  BBIOJIHEHHUS
MPAaKTUYECKUX padoT.
OneHka ypOBHS YCBOCHMS
3HAHUH B TIpolecce
BBIIIOJTHCHUS TIPAKTUYCCKUX
pador.

CamoaHanu3  BBIOJIHEHHUS
MPAaKTUYECKUX PadoT.
OueHka YpOBHS YCBOCHHUS
3HaHUU B IIpoLIECCE

BrimonHeHNE MpakTHUeCKUX
pa0or.

OIlEHKa Ha TMPaKTHYECKUX
3aHATHSX,

KOHTpPOJIbHBIX padoT,

tectoB o TemaM MJIK;
3a4eT o
MIPOU3BOJCTBEHHOMN
MIPaKTUKE
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