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1. ITacopt paboueii mporpammel [IM 02 «Opranu3zanust apxuBHOM U CIIPaBOYHO-
MH(QOPMALIMOHHOM pabOThI 1O TOKyMEHTaM OpTaHU3aIin»

1.1. OGnacTe NpUMEHEHUS IPOrPAMMBI

Pa6ouas mporpamma npodeccruonaabsHOro Moayiis (Haee pabodas mporpaMma) — SIBJISICTCS
4acThi0 paboueil OCHOBHOH mpodeccHOHaIbHON 00pa30BaTeNbHON MPOrPaMMBI B COOTBETCTBUU C
®I'OC no cnenuansHocT (cnenuainbHocTsIM) CIIO 46.02.01 «/lokymMeHTanMOHHOE OOecCreYeHHE
YIPaBICHUS ¥ apXUBOBEICHUE)

— B YacTH OCBOCHMsI OCHOBHOI'O BUJa MpodeccuoHanbHOM aeareiabHoctu (BIT):

— JIeATENIBHOCTh B CEKpeTapuaTrax, Clyk0aX JOKYMEHTAllMOHHOTO OOECreueHus, KaJpOBBIX
cnyx0ax M apXMBOB TOCYJAapCTBEHHBIX OpraHax M YUYpEeKIEHHUIl, B OpraHax MeCTHOTrO
CaMOYIIPaBIICHUS, HETOCYAaPCTBEHHBIX OpraHU3aIusIX Bcex (OpM COOCTBEHHOCTH.

U COOTBETCTBYIOLIUX NpodeccroHanbHbiXx komneTeHuui (I1K):

1. OcymecTBIATh SKCHEPTU3Y HEHHOCTH JJOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIUMU

3aKOHOJIATEIILHBIMU aKTaMU ¥ HOPMATHBaMHU.

2. OcyuiecTBIATh CIPABOYHO-TEXHUYECKYI0 00pabOTKy JOKYMEHTOB U JIElI.

3. OO0ecrieunBaTh IpUEM U PALIMOHATIBHOE pa3MeIIeHUe JOKYMEHTOB B apXUBe (B T.U.
JIOKYMEHTOB 110 JINYHOMY COCTaBY).
ObecnieunBaTh y4eT U COXPAHHOCTh JOKYMEHTOB B apXMBE.
OpraHu30BbIBaTh UCIOJIb30BAHUE APXUBHBIX IOKYMEHTOB B HAYUHBIX, CIIPABOYHBIX U
NPAaKTUYECKHUX HETISX.

6. OcyuiecTBIATh CIPaBOYHO-UH(OPMALIMOHHYIO pabOTy IO JOKYMEHTaM, B TOM YHCJIE C

UCTIOJIB30BAaHUEM OPTTEXHHUKH, IPOTPAMMHBIX CPEJICTB YU€Ta M IMOMCKA JOKYMEHTOB.

7. OcyuiecTBIATh OPraHU3alMOHHO — METOJIMYECKOE PYKOBOJICTBO M KOHTPOJIb 33 pabOTOM
apx¥Ba OPraHMU3allMHU ¥ 32 OPTaHU3aIlUeH JOKYMEHTOB B JICIIOTIPOU3BO/ICTBE.

[Tporpamma npohecCHOHaILHOTO MOAYJISE MOXKET OBbITh HMCHOJIb30BaHA B JOMOJIHUTEIBHOM
MpoECCHOHAIBHOM 00pa30BaHUU M TPO(PECCHOHATLHON MOATOTOBKE pPaOOTHUKOB B 00JIaCTH
JIeNIOTIPOU3BOJICTBA M apXMBHOTO Jejla TOCYNAapCTBEHHBIX W HETOCYIapCTBEHHBIX OpPraHU3aLUsAX
Bcex (hOpM COOCTBEHHOCTH, TTPH HAIMYUU CPEIHETO (ITOJTHOTO) 00IIETro 00pa3oBaHuUs.

Taxoke MOXeT OBITh HMCIIOJB30BaHa B JIOTIOJIHUTEIHLHOM NMPOo(hecCHOHAIEHOM 00pa3oBaHUU
0 JIOJDKHOCTH CEKPETaph PYKOBOJIUTEIS, apXUBAPHYC.

OmnbIT paboTsl HE TpeOyeTcs.

o s

1.2. Ienu 1 3amaum MOayIsl — TPEOOBAHUS K PE3yJIbTaTaM OCBOSHUS MOIYJIS

C uenbio OBIAJAEHUS yKa3aHHBIM BUAOM NPOQPECCHOHATBHOM  JEATENbHOCTH U
COOTBETCTBYIOIIMMHU MPOPECCHOHATBHBIMU KOMIIETEHIIUSIMU 00ydYaroluiics B XOJ€ OCBOEHUS
po¢eCCHOHATLHOTO MOAYJIS JOJKEH:

UMETh NMPAKTUYECKHH OIIBIT:
OpTraHU3aIN APXUBHOM, B T.4. CIIPABOYHO-UH(DOPMAIIMOHHOM PabOTHI O JOKYMEHTaM;
YMETh:
— OpraHU30BBIBATH JACSITEIBHOCTh apXHBa C YUYETOM
— OpraHMU3aIMOHHO — MPABOBOTO cTaTyca U MPOodus;
— HCIOJB30BaTh B JIEATEILHOCTH apX1UBa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTUH;
— TPUMEHATHh COBPEMEHHBIE METOJIMKU KOHCEPBAIIMU U PECTABPAIIMH apXUBHBIX
JIOKYMEHTOB;
3HATh:



— CHCTEMY apXMBHOTIO yrpaBieHus B Poccuiickon denepanny 1 OpraHu3aluio
ApxusHoro ¢ponaa Poccuiickoit denepanuu;
— CHCTeMY XpaHEHUS 1 00pabOTKH JOKYMEHTOB

1.3. PexkoMeHIlyemMoe KOJMYECTBO YacOB Ha OCBOCHHME MPOTPAMMBbI
podecCUOHaNBEHOTO MOIYJIS:

MaKCHUMaJIbHOW y4eOHON Harpy3ku oOy4varomierocs — 570 gacoB, BKIIOYas:
00s13aTeNLHOM ayTMTOPHON y4eOHOI Harpy3ku ody4daromerocs — 116 gacos;
CaMOCTOATENIbHON paboThl 00yuaromerocs —396 4acos,

IIPOM3BOJICTBEHHAS IPAKTUKA (110 MPODUITIO CIICIMATBHOCTH) — 2 Heaenu (72 Jaca)

[POM3BOJICTBCHHAS IpakTUKa (mpeaaumioMmuas) — 4 ueaenu (144 gaca)



2. Pe3ynbpTaThl 0cBOEHUS MPOPECCUOHATBEHOTO MOTY IS

Pe3ynpraToM ocBoeHUs paboueil mporpamMMbl MPOGECCHOHAIBHOTO MOMYIS SIBISETCS
OBIIaJICHHE OOYyJalOUMMHUCS BHUAOM HPO(PECCHOHATIBHOW JAEATEIBHOCTH IO  OpraHu3aluu
JOKYMEHTAIIMOHHOTO 00ECIICUeHHs YIpaBlIeHUS U (QYHKIIMOHUPOBAHUS OpraHU3alli, B TOM YHCIIe
npodeccuonanbubMi (I1K) n o6mumu (OK) komnereHuusIMu:

Kon HaunmenoBanue pe3ynbraTa 00ydeHus

IIK 2.1 OcCy1ecTBIATh SKCIIEPTU3Y LIECHHOCTH JOKYMEHTOB B COOTBETCTBHH C
JENCTBYIOIMMU 3aKOHO/IATENbHBIMU aKTaMU M HOPMaTHBaMHU.

IIK 2.2 OcymiecTBIATh CIPAaBOYHO-TEXHUYECKYIO 00paObOTKy JOKYMEHTOB U JIell.

K 2.3 ObecneunBaTh IPUEM U pallMOHAIBHOE pa3MeLIeHUE TOKYMEHTOB B apXuBe (B T.4.
JJOKYMEHTOB I10 JINYHOMY COCTaBY).

[1IK 2.4 ObecnieunBaTh y4eT U COXPAHHOCTh JOKYMEHTOB B apXHBE.

IIK 2.5 Opranu3oBbIBaTh UCIIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX,
CIPABOYHBIX U MPAKTUYECKUX LIEJISX.

I1IK 2.6 Ocy1iecTBIATh CPAaBOYHO-UH(POPMALIMOHHYIO paboTy MO JOKYyMEHTaM, B TOM
YHCJIE C UCTIOIb30BAaHUEM OPITEXHUKH, IPOIPAMMHBIX CPEJICTB yUeTa U MOUCKA
JJOKYMEHTOB.

I1IK 2.7 OcymiecTBIATh OPraHU3alMOHHO — METOIUYECKOE PYKOBOJCTBO U KOHTPOJIb 3
paboToil apxuBa OpraHu3aluy 1 3a OpraHu3anueil TOKyMeHTOB B
JIEJIONIPOU3BOICTBE.

OK 1 [IOHUMAaTh CYLIHOCTh U COLHUAIBbHYIO 3HaYMMOCTb CBOeW Oyayuiedl mpodeccun,
MIPOSIBJIATH K HEW YCTOWYMBBIN HHTEPEC;

OK 2 OpPraHM30BBIBATH COOCTBEHHYIO JESTENIbHOCTb, BBIOMPATH TUIIOBBIE METOABI U
COCOOB! BBIMOJHEHHS POPECCHOHATBHBIX 33]au, OLEHUBATh UX 3(PPEeKTHBHOCTD
1 Ka4yecTBO;

OK 3 IIPUHUMATh PEIICHUS B CTAHIAPTHBIX M HECTAHJAPTHBIX CUTyallUsIX U HECTH 3a

HHUX OTBETCTBCHHOCTD,

OK 4 OCYIIECTBIATh MOMCK M MCHOJb30BaHUE HMHPOpPMAIMK, HEOOXOAMMON s
3¢ (EKTUBHOTO BBINOIHEHUS MPO(ECCHOHANBHBIX 3aJad, MpPOo(ecCHOHATBHOIO U
JIMYHOCTHOTO Pa3BUTHS;

OK 5 HCIOJIb30BaTh MH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
po¢eCCuOHAIBHON IeATEeTLHOCTH;

OK 6 paboTaTh B KOJUIEKTMBE M B KOMaHzae, 3()(EeKTUBHO OOIIATHCS C KOJJIEramH,
PYKOBOJICTBOM, TTIOTPEOUTEISIMU;

OK 7 OpaTh Ha ce0s OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaH/bl (IOJYMHEHHBIX), 32
pe3yJbTaT BBIOJHEHUS 3aJaHUM;

OK 8 CaMOCTOSITENIHO ~ ONPEIENATh 3aJauyd  MPO(PECCHOHATBHOIO U JUYHOCTHOTO
pa3BUTHSI, 3aHUMAThCS CaMO00pa30BaHUEM, OCO3HAHHO TUIAHMPOBATH MOBHIIICHUE
KBaJIM(DUKAIINH;

OK 9 OPUEHTHUPOBATHCS B YCIOBHUSIX YaCTON CMEHBI TEXHOJIOTHH B TPO(eCCHOHATLHON

ACATCIIBHOCTH,




3. CTPYKTYPA U COAEP)KAHUE ITPOPECCUOHAJIBHOI'O MOAVYJIA

3. 1. TemaTuyeckuii mian npodecCUOHAIBHOTO MOTY IS

O0beM BpeMeHH, OTBEJICHHBIM HAa OCBOCHUE

[IpakTuka
MEXIUCIUIUIMHAPHOTO Kypca (KypcoB)
CamocTosTenbHas
Beero | O6s3arenbHast aynuTopHas ydaeOHast AGoTa [IpousBoacTBEHHAs
4acoB Harpyska oOydaromierocs p (o mpoduro
(makc obyuaiomerocs CHEIUATLHOCTH )
Konpr HaumenoBanusa M/IK ) ’
yueoHas 4acoB
npodeccuoHaIbH npodeccuoHaIbHOTO B T.U.
= HacpysKk B T.U. B T.Y. YueOHas, [eciu npedycmomperna
BIX KOMIIETCHIIUI MOy nabopaTopHbIe ’ ’
au Bceero KypcoBas KypcoBas 4acosB paccpeoomoyennas
paboTHI U [Bcero,
npakmu , pabota pabora npakmuka)
MIPAKTUICCKHEC 4acoB
Ku) 4acoB (IpoexT), (poexT),
3aHSTHUS, CamocrosTe
4acoB JacoOB Bcero,
4acoB JbHas
4acoB
pabora
1 2 3 4 5 6 7 8 9 10 11
MJIK 02.01 Opranuzanus
nK 21,22 | 88 18 6 42 - -
HOPMAaTUBHO-TIPABOBBIC
OCHOBBI apPXHBHOTO JIeJIa
MJIK 02.02.
I'ocynapcrBenHsle,
[IK23-27 MYyHUIIUTIATbHBIC 104 22 18 82 - 20 52
APXUBBI 1 APXHUBBI
Opra"u3auin
M/K.02.03. MeToaunka
I1K 2.4-2.6 Y TIpaKTHKa 122 26 16 74 - - -
ApPXUBOBEICHHUS
M/K.02.04.
MK 23-25 | Ooccneuee 256 | 50 26 12 | 198 12 : : :
COXPaHHOCTH
JIOKYMEHTOB
Bcero: 570 116 68 12 396 12 - 20 52




3.2. Coneprkanue odyuenus no npodeccruonanbuomy Moayato (IIM.02 Opranu3zanusi apXuBHOU U
CIPaBOYHO- HH(POPMAITMOHHON PabOTHI IO JOKYMEHTaM OpPTaHHU3aI1H)

HaumenoBanue pa3zaenon Copepxanue yueOHOro MaTepuana, 1abopaTopHbie paboThl U O6beM yacoB YpoBeHb
po(heCcCHOHATTLHOTO MOIYIISI MPAKTUYECKHUE 3aHSITHSI, CAMOCTOSTENIbHAS Pab0oTa 00yJarOIIHXCsl OCBOCHUS
(ITM), MeX U CIUTTHHAPHBIX
kypcoB (MJIK) u Tem

1 2 3 4
M/IK 02.01 Opranusanusi ¥ HOPMaTUBHO — IPABOBBIE OCHOBBI APXUBHOIO J€NIa 8
Paznen 02.01.01 Opranuzanusi paboThI [0 IKCIEPTH3E IICHHOCTH JTOKYMEHTOB U KOMILIEKTOBAHUIO 28
apxuBa
Coneprkanue 4
Tewma 1.1. KommuiekroBaHue
1 | [lonsitue, 3anaun, stans DI/, kputepun, GyHKIUU 2 2
apXUBOB
IIpakTueckue 3aHsATUs 2
2 ‘ IIpaktuueckas pabora Ne 1. «Opranuszanus padbotsr OK» 2 3
Tema 1.2 DkcniepTuza [TpakTHueckue 3aHsITH 2
neHHoctu gokymenToB (OLJ]) | 3 ‘ ITpaktuueckas pabora Ne 2 «9K, DIIK, LIDITK» 2 3
OO6s13aTenbHas ayIMTOpHAs Harpy3Ka 6

CamocrosTenbHas (BHeayIMTOpHAsA) paboTa MpH u3ydeHuu paszzaena «Opranuzaius paboTsl 10
9KCIIEPTHU3€ LIEHHOCTH IOKYMEHTOB U KOMIJIEKTOBAaHUIO apXUBa»

CocTaBUTh MPE3EHTALIUIO IO OJHOMY U3 FOCYJapCTBEHHBIX (MYHHIMIIANIbHBIX ) apxuBoB PO ¢
ucnonp3oBanueM marepuaio B cucteme INTERNET (caiit Poc.Apxusa)

TemaTuka caMOCTOATEIBHOMN (BHEAYJUTOPHOI) paboThl pazzaena «Opranuzanus padboThl 110
9KCIIEPTHU3€ LIEHHOCTH IOKYMEHTOB U KOMIJIEKTOBAaHUIO apXUBa»

l'ocynapcTBeHHbIe apXUBBL: BUbI, (PYHKIIHH, TPABOBBIE OCHOBBI JEATENLHOCTH. BeJOMCTBEHHbIE
apXUBBI: BUbI, PYHKIIMH, IPAaBOBbIE OCHOBHI AesTenbHocTH (Tema 1.1) 22
I'ocynapcTBennble u BenoMcTBeHHBIE apxuBbl (Tema 1.1)

Opranmsanus 1okymeHToB AD PO. Knaccudukaius JOKyMEeHTOB BHYTPH apXHBa, apXUBHOTO (POH 1A
(Tema 1.2)

OxcnepTu3a nenHoctu JokymeHnToB (D11J]) (Tema 1.4)

[Iposenenune JII/1: 3anaun, sTansl, HOPMaTUBHO — METOAMYECKHE OCHOBBI. [lepeuHn JOKyMEHTOB
(Tema 1.4)

OcHoBHBI€ NipaBuiIa poHupoBanus JokyMeHToB (Tema 1.5)




Pa3znen 02.01.02 Opranusanust UCIIOJIb30BAHUS ADXUBHBIX JOKYMEHTOB B HAYYHBIX U IPAKTUYECKHUX

LEAX

60

Tema 2.1 lenu, HanpaByieHUs U
(OpPMBI UCITOJIB30BAHUS
ApPXUBHBIX JJOKYMEHTOB

Coneprkanue

1

Hcnonp30BaHre apXUBHBIX JOKYMEHTOB: MTOHSTHE,
HazHayeHue, nenu. McrnoaHeHue 3anpocoB COLUaIbHO-
IIPABOBOT'0 XapakrTepa.

N

PaboTa unTanbHOrO 3aj1a apxuBa. Beigaua 1€ BO BpeMEHHOE
110JIb30BaHKE M3 apXUBOXPAHUIIMILA

VcriosHeHne 3aIpoCcoB COIMAIBHO- PABOBOTO XapakTepa

PaboTa yutanpHOrO 3ajia dpXrBa

aglh~hlw

OpFaHI/ISaHI/Iﬂ BBICTABOK apXHMBHBIX JOKYMCHTOB

HpaKTI/I‘{CCKHe 3aHATHUA

6

[Tpaktnueckast pabora Ne 4 «llyOnukanum apXuUBHBIX
JJOKYMEHTOB»

O0s3aTenpHas AyIUTOPHAA HArpy3Ka

12

CamocTosiTenpHas (BHeayIUTOpHAs) paboTa mpu u3ydeHun pasena « OpraHu3aius UCIoIb30BaHUS
ApXUBHBIX JJOKYMCHTOB B HAYYHBIX U IPAKTUYCCKHUX IIEIISX)
Odopminenne GopM apXUBHBIX TOKYMEHTOB

- AHanu3 myOIuKamuii

- PaboTa ¢ JOKyMEHTaMH YUTAIBHOIO 3aJ1a
TemaTtuka caMocTOsTETLHON (BHEAYTUTOPHOI) paboThl pa3aena «OpraHuzanus HCIOJIb30BaHHs
ApXUBHBIX JJOKYMEHTOB B HAyYHBIX U PAKTUICCKUX LIEIISIX)

1. HcnonHeHue 3anpocoOB COLMalIbHO- IpaBoBoro xapakrepa (Tema 2.1)

2. Pabota unTampHOTO 3a1a apxuBa. Beinaya s1es1 Bo BpeMEHHOE TOJIb30BaHHE U3

apxuBoxpanuiuima (Tema 2.1)

Opranu3zanys BbICTAaBOK apXUBHBIX JOKyMeHTOB (Tema 2.1)

[Touck perpocnexkruBHoi nHPopmauu (Tema 2.2)

3.
4. Tlybnmukanuu apXuBHBIX TokyMeHTOB (Tema 2.1)
5
6

ApxuBHast 3BpUCTHKA: 11eNH, 3a1a4u (Tema 2.2)
7. Wudopmanmonnsiii MapkeTuHr B apxuBax (Tema 2.3)

20

MJIK 02.02

I'ocynapcTBeHHBIE, MYHUIIMITIAJIBHBIE APXUBBI M ADXUBBI OpraHU3alNN

104

Pazzen 02.02.01

TexHomorus pa6OTI)I C ApXKWBHBIMH JOKYMCHTAMHM B BEAOMCTBCHHBIX apXUBaX

104

Tema 1.1

Conepxxanue

Opranu3anus padoThl apXruBa

1

Omnpenenenne GoHIOBOM MPUHAMICHKHOCTH TOKYMEHTOB.,
cucremarusans GoHaa




2 | Onpenenenue GOHAOBOM MPUHAAIEKHOCTH JTOKYMEHTOB., 2
cucremarusanus Gonaa
IIpakTrueckue 3aHATUS 2
3 | Ilpaktuueckas padora Ne 1.Buasr,xpoHOIOTHYECKHE 2
rpaHullbl POHIOB
Tema 1.2 ConepxkaHue 4
DKcrnepTu3a HeHHOCTU [IpakTuueckue 3aHsATHS 2
JOKYMCHTOB 4 | IIpaktuueckas padora Ne 2.Co3nanue, 3a1a4u, QyHKIIUN 2
JKCIIEPTHOM KOMHUCCHHU Npeanpusatus. Ilopsanok nposeaeHus
9KCIIEPTU3BI IEHHOCTU JOKYMEHTOB. Pe3ynbrarhl nmpoBeaeHus
HKCHEPTU3bI IEHHOCTH JJOKYMEHTOB
Tema 1.3 [IpakTHueckue 3aHsATUS 4
KommiiekToBanue apxupa 5 | Ilpaktuueckas padora Ne 3 MIcTouHuKH 2
KOMILUIEKTOBaHUs apxuBa. Ilopsinok ¢popmMupoBanus en B
OpraHu3aIu
6 | [IpakTuueckas 3a6ota Ne4 CocraBnenue u 0hOpMIICHHE 2
omnucen nen
Tema 1.4 [IpakTryeckue 3aHATHS 6
ObecneueHre COXpaHHOCTH 7 | Ilpaktuueckas padorta Ne 5 PazmerieHue JOKyMEHTOB B 2
JOKYMEHTOB XpaHWIUIIE, TOPSIOK BBIIAYH JIeT U3 XPAHUIIHII]
8 | IIpaktuueckas pabora Ne 6 [IpoBepka HaIM4Ms U COCTOSTHUS 2
JIOKYMEHTOB
9 | Ilpaktuueckas padora Ne 7 Onpenenenue GoHI0BOM 2
MPUHAJIC)KHOCTH JTOKYMEHTOB
Tewma 1.5 Conepxanne 6
Vuer 1okyMeHTOB B apxuBe | [IpakTuueckue 3aHITHS 4
10 | [paxTtrueckas pabora Ne 8 Crcrema yueTHBIX JOKYMEHTOB. 2
[TopsiioK BeIeHUs! YUETHBIX JIOKYMEHTOB
11 | IlpakTtuueckas padota Ne 9 HayuHo-cripaBouHbIif anmapar 2
apxuBa.
O06s13aTenbHas ayIMTOpHas Harpys3Ka 22
CamocrosrenbHas (BHEayIUTOpHAsA) paboTa NpH n3ydeHuu paszzaena «TexHonorus paboTsl ¢
ApXUBHBIMH JOKYMEHTaMHU B BEIOMCTBEHHBIX apXUBaX»
Co3naHue akTa O BBIICJICHUU /11 K YHUUTOXKEHUIO 80

Opranu3zanys npremMa JOKyMEHTOB B apXHUB OT CTPYKTYPHBIX IOJIpa3iesieHUil B COOTBETCTBHUH C
rpaduKoM MpreMa-Tepeiadn e
CocraBieHHEe OIMCH JEJI CTPYKTYPHOIO NOAPA3EICHMs], COCTABJICHUH ONNCATEIIbHBIX CTATEH,




oopmieHne B COOTBETCTBHH ¢ TpeboBaHusiMU [IpaBui paboThl, cOCTaBIEHNE UTOTOBOM 3aIHCH
OIUCHU

OmnpeneneHne MECTOHAXOKIAEHHSI TOKYMEHTOB B COOTBETCTBUM C KAPTOUKOM MOCTEIIAKHOIO
yKaszaTeJsi, pa3MelleHHe B COOTBETCTBUU C ONUCHIO, KAPTOHUPOBAHUE, TONOrpadupoBaHue
[IpoBenenue mpoBepKH HATMYUS J1eN B (POHJE, TOTUCTHOMN MPOBEPKH COCTOSIHUS JJOKYMEHTOB,
BBISIBJICHHE OTCYTCTBYIOIMX JOKYMEHTOB M OPraHU3alUsl UX PO3BICKA

BrrsiBienue npu3HakoB (YOHIOBON MPUHAICKHOCTH U OTIPEICICHUE TPHHAIICKHOCTH JOKYMEHTOB
K JaHHOMY (pOHAY, IPYNIHUPOBKA JI€J1

TemaTuka caMOCTOSTEIHLHON (BHEAYTUTOPHOI) paboThl pa3aena «TexHonorus paboThl ¢ apXUBHBIMU
JOKYMEHTaMH B BEJOMCTBEHHBIX apXHUBaX»

ApXuB opranusaliuy, ero 3ajgauu, pyHkuu, npasa u Buasl apxusos (Tema 1.1)
[1nanoBo-otyetHas nokymenrtanus apxusa (Tema 1.1)

Co3pnanue, 3a1aun, GyHKIUHU 3KcniepTHOM komuccuu (Tema 1.2)

[opsimok mpoBeneHust 1 0POPMIICHHE PE3YIIBTATOB SKCIEPTU3bI IEHHOCTH JOKyMeHTOB (Tema 1.2)
Hcrounuku komiuiekroBanus apxusa (Tema 1.3)

Howmenknatypa nen opranuzauuu (Tema 1.3)

[Topsimok popmupoBanus aen B opranu3anuu (Tema 1.4)

CocrtaB JOKYMEHTOB H TpeOOBaHUS K 0(hOPMIICHUIO JIeI, TIoyIexammux nepenade B apxus (Tema 1.4
Cocrasnenuu u oopmiienue onuceit aen (Tema 1.5)

Pazmemnienre 10KyMEHTOB B XpaHWIHUIIE, TOPSAIOK BhIIaun jei u3 apxuna (Tema 1.5)

[TpoBepka Hammuus U cocTosiHUS TokyMeHTOB (Tema 1.6)

Coznanue crpaxoBoro ¢poHjaa, poHaa noiab30BaHMsl, 0CO00 LIEHHbIE U YHUKAJIbHbIE TOKYMEHTHI (Tema
1.6)

PasHoBuHOCTH apXUBHOTO (OH[IA, ONpeieneHne XxpoHoaorndeckux rpanu (Tema 1.7)
Omnpenenenue GoHAOBOM MpuHAAIEKHOCTH ToKyMeHTOB (Tema 1.7 )

TpeboBanus K y4eTy JOKYMEHTOB, eAuHUIIbI yueta (Tema 1.7)

Cucrema yuyetHbix g1okymeHToB (Tema 1.8)

Apxussble onucu (Tema 1.8)

Karanoru u xaproreku (Tema 1.8 )

Vkazarenu u 0030psI (Tema 1.8)

Hctopuueckas cripaBka (Tema 1.8 )

MJIK 02.03 MeTtoauka 1 MpaKkTUKa apXHUBOBEIACHHUS 122
Pasnen 02.03.01 PaGora B cucTeMax 3JIEKTPOHHOTO JTOKYMEHTO000pOTA 74
Tema 1.1 Conepxanne 4
Nudopmannonusie u 1 Benenue. Buapl nuHGOPMAITMOHHBIX 1 KOMMYHUKAITHOHHBIX 2
KOMMYHHKAITHOHHBIC TEXHOJIOTHI. MeTo/IbI TPUMEHEHHS NH()OPMAIIMOHHBIX U

TEXHOJIOTUH KOMMYHUKAIIMOHHBIX TexHoJorui B JIOY u apxuBHOM nene.




2 1C: JIokyMeHTOOOOPOT: 2
Coznanue mycroit 6a3bl nokyMmeHToobopora. Hacrpoiika CO/J]
M 00IIIe TPUHITUIIBI paOOTHI
IIpakTrueckue 3aHATHS 14
Tema 1.2 [IpakTryeckue 3aHATHS 12
Hcnons3oBanue 3  [paktmueckass pabora Ne 1 «l1C: JlokymMeHTOOOOpOT: 2
MH(POPMALIMOHHBIX CHCTEM Crpykrypa npeanpustus. KontpareHTsn»
(UC) 8 AOY u apxuBHOM 4  [paxtuueckas pabora Ne 2 «1C: lokymeHT00060pOoT: Buasi 2
Aele. JIOKYMEHTOB M HyMepalus JJOKyMeHToB. Hymeparophbi»
5  [[paxrtuueckas padora Ne 3 «1C: JlokymenToo60pot: Daitner u 2
1a0aoHbl QaitnoB. Opranusanus apxusa U padoTa ¢ HUM»
6  [Ipaxtuueckas padora Ne 4 «1C: lokymeHnToobopot: busnec- 2
mpouecchl W mabinoHsl  Ou3Hec-mporeccoB.  Hacrtpoiika
pabouero crona»
7 [Ipaktuueckas pabora Ne 5 «1C: Jlokymenroobopot: PaGora 2
C HCXOIAIIUMH JIOKyMEeHTaMu. PaboTa ¢ BHYTpEHHUMH
JTOKYMEHTaMM)
8 [MpakTuueckas padora Ne 6 «1C: JJokyMeHTOO0OPOT: 2
3aueTHast paboTay
OO6s13aTenbHas ayIMTOpHAs Harpys3Ka 16




CamocrosTenbHas (BHEayIUTOpHAsA) paboTa MpH n3ydeHuu paszzaena «Pabora B cucremax
JIEKTPOHHOTO JOKYMEHTO000pOTa»

[TonroroBka coobOueHM

Anann3 nHPOPMALIMOHHBIX CHCTEM

Temarnka caMOCTOATEIBHOM (BHEAYTUTOPHOI) paboThI pazaena «Pabora B cuctemMax 3JIeKTPOHHOTO
JIOKYMEHTO000pOTa»

Metoap! npuMeHeHus! HTHOOPMAIIMOHHBIX 1 KOMMYHHUKALMOHHBIX TexHosorui B IOY u apxuBHOM
nene (Tema 1.1)

Ucnonws3zoBanue oprrexuuku u [1O s co3ganus U ucnolsib3oBanus JokaiabHoi cett APM B JIOY

apxuBHoM nene (Tema 1.2)

[Tpuknannoe I10 B uHOpMAIMOHHBIX 1 KOMMYHUKaIMOHHBIX TexHoJorusx (Tema 1.3) 58
Hcnonp3oBanue npukinagaoro 110 n uapopmannonnsix pecypcos B JJOY u apxusaom nene (Tema
1.3)
WNudpopmanmonnsie cucrems! u ux Bubsl (Tema 1.4)
HcnonwszoBanue MC B IOY u apxuBHoMm nene (Tema 1.4)
[Ipumenenue npobnemHo - opueHtTupoBannbix I1I1I1 B 3aBucuMocTu oT ypoBHA ynpasienus (Tema
1.5)
Omnpenenenne SKCIEePTHBIX CUCTEM, CUCTEM MOJACPKKU IPUHATUS PELLICHUHN, U CUCTEM
MOJICIUPOBaHMs U IporHo3upoBanus. [IpuHuunel ux padots! (Tema 1.6)
Hcnonb30BaHne SKCIIEPTHBIX CUCTEM, CUCTEM MOICPKKU PUHATUS PELLIEHUHN, CUCTEM
MoJenupoBanus ¥ nporHosuposanus B JIOY u apxusHoM zene (Tema 1.6)
Paznen 02.03.02 CocraBieHue Hay4yHO - CIIPaBOYHOTO alapara apxusa 48

Conepxxanue 4
Tema 2.1 1 | Cucrema 1 IpUHIUIBI HOCTPOEHUSI HAYYHO-CITPAaBOYHOTO 2
Cucrema Hay4HO — annapara apxuBa
CIIPaBOYHOIO ammapara K 2 | CucreMa ¥ MPUHIUIIBI TOCTPOCHUS HAYYHO-CIIPABOYHOTO 2
JIOKYMEHTaM apXHUBOB. anrmapara apxuBa

3 | CTtpyKkTypa apXUBHBIX CIPABOYHHKOB 2
Tema 2.2 IIpakTHueckue 3aHATHS 4
ApPXUBHBIE OITUCU 4 | IIpaktuueckas padora Ne 1 «[lonsarus, GpyHKIMY, paBuia: 2
COCTaBJICHHE apXUBHOMN ONHUCH»
5 | Ipaktuueckas padota Ne 2 «CocraBnenue HCA k apxuBHOi 2
OIUCH»




OO6s13aTenbHas ayIMTOpHAs Harpys3Ka

10

CamocTosiTenbHas (BHeayIUTOpHas) paboTa mpu u3ydeHunn pasjena «CocTtapieHUEe HAYIHO -
CIPAaBOYHOTI'O ariapara apXuBa»

- COCTaBIICHUE U 3aN0JHEHNE (POPM apXHUBHBIX TOKYMEHTOB

TemaTtuka caMoCTOSTETLHON paboThI pasnena «CocTaBlieHHEe HAyYHO - CIPaBOYHOTO amrapara
apxXuBa»

ApxusHas onuchk nen (Tema 2.2) 16
ApxuBHbIH KaTanor. MHaekcupoBaHue KaTanoxHbIx kaprouek (Tema 2.3)
ApxusHbie myreBoautenu (Tema 2.4)
donioBsie U TeMaTHueckue 0030psl (Tema 2.5)
Hcropuueckas cupaka (Tema 2.6)
Apxussble ykazatenu (Tema 2.6)
MJIK 02.04 ObecrnieueHre COXpaHHOCTH TOKYMEHTOB 232
Paznen 02.04.01 Opranuzanus paboThl ¢ KOHQUACHITUAIEHBIMU JIOKYMEHTAMHU 90
Tema 1.1 Coneprkanue 2
OcoOenHoctu 1 | HopmaTtuBHO-TIpaBOBas 6a3a KOH(PUACHIUATBHBIX 2
KOH(UICHIIMATEHOTO JIOKYMEHTOB, OCHOBHbBIE TTOHSITUS
JIeITOTIPOU3BO/ICTBA
Tema 1.2 Conepxanmne 2
Opranu3aivoHHOE U 2 CymHocTs, 3a1a4u 1 ocodeHHocTr K/ 2
METOUYECKOoe o0ecreueHne
KIT
Conepxanue 4
Tema 1.3 3 | Onpenenenne cocrasa KJI 2
[Tonroroska mpoextoB K/ ITpakTHueckue 3aHATHS 2
4 ‘ [TpakTnueckas pabora Ne 1 «Ilogroroska u nusnganue KJI» 2
Conepxxanue 4
ITpakTueckue 3aHsATHS 2
Tema 1.4
Texuonorus neromenus KJI 5 | Ilpaktnueckas pabota Ne 2 «CocTtaBieHue alropurma u 2
odopmIeHHe TIepe1ayn JOKYMEHTOB Ha UCTIOTHEHHE.
Cocrapnenue ¢popM peructpanuu i otrpaBku KJ[»
Tema 1.5 [TpakTuueckue 3aHATHS 2
CocraBnenue HoMeHKnatypsl | 6 | [Ipaktudeckas padora Ne 3 «Ilopsimox odhopmieHus u 2
nen COCTaBJICHHS] HOMEHKIIATYPhl KOH(UICHIIMATBHBIX AT
Tema 1.6 [TpakTuueckue 3aHATHS 2




Pexxum xpanenus 7 [Ipaktuyeckas padora Ne 4 «[lopsaok ycTaHOBICHHS peKuMa
KOH(HICHIIMATIbHBIX KoHGuaebIX 10KyMeHTOB. [lopsiiok obpammenus ¢ KJI»

JIOKYMEHTOB 8 [IpakTnueckas padora Ne 5 «Ilopsimok yCTaHOBIEHUS pexuMa

9 [Tpaktrueckas padota No 6 «Ilopsimok ycTaHOBIEHUS peKIMa

OO0s3aTenbHas ayAUTOPHAs Harpy3Ka

CamocTtosTenbHas (BHeayIUTOpHas) padoTa MpHu u3ydeHuu pasjena «Opranuzanus padoThl C
KOH(UICHIIMATLHBIMHA JJOKYMEHTaAMM)

Bunpr pabor:

Cocrabnenue taonuipl «Ocodennoctu KT

Cocranenue cxembl «Opraauzanuonsbie Gopmbr KIT»

CocraBieHne alrOpUTMOB IO MTOATOTOBKE MMPOEKTOB, COCTABICHUH, OPOPMIICHUH
KOH(UICHIIMATBHBIX JOKYMEHTOB

CocraBieHne perucTpaluoOHHbBIX (OPM TI0 yYeTy KOH(PHUICHINANIBHBIX JOKYMEHTOB, MaTePHATbHBIX
HOCHUTEJIEH

CocraBnenune anroputMa padboTsl ¢ KOHPUACHIIMATEHBIMU TOKyMEHTAMHU

Temaruka caMOCTOATENbHOM (BHEAYIUTOPHOI) paboThl pazaena «Opranuzanus paboTsl ¢
KOH(UICHIIMATLHBIMHA JJOKYMEHTaAMM))

OcobennocTu KoH(pUAESHIHATBHOTO aenonpon3BoacTsa (Tema 1.1)

Opranu3anuonnoe u meroandeckoe ooecrneuenne KT (Tema 1.2)

JlokymMeHTupoBaHie KoHpHUAeHIMaTbHON nHopmaruu (Tema 1.3)

[Toaroroska u u3ganue KJI (Tema 1.3)

IToaroroBka u uznanue KJ|

[TonsaTHE U MPUHIUTIBI OPTaHU3AIMK KOH(PHUICHIIMAIBHOTO ToKyMeHTooOopoTa (Tema 1.5)
VYuer koHpUICHIMATBHBIX ToKyMeHTOB (Tema 1.7)

Texuomnorust ucnoiaenus KJ{ (Tema 1.8)

®opmupoBanue u opopmieHue konpunenuanbueix aen (Tema 1.11)

Bunbel v npuHnmne! nposeaenus nposepok (Tema 1.13)

72

Paznen 02.04.02 Yuér u obecrieueHne COXpaHHOCTH JOKYMEHTOB apXUBa

60

Tema 2.1 Conepxanne

l'ocynapcTBeHHBIN yY€T 1 HayuHnble OCHOBBI 1 3Tansl yuéra 10KyMeHTOB AD PO,
nokyMeHTOB AD PD CocraB y4€THBIX JOKYMEHTOB B FOCYJITapCTBEHHOM apXHUBE U
BEJJOMCTBEHHOM.

2 MCTOJII/IKa 3aIOJIHCHUS YYCTHBIX JOKYMCHTOB apXHBa

HpaKTI/ILIeCKI/Ie 3aHATUA

N

3 | Ilpaktrueckas padota Ne 1 «Yu€THble JOKYMEHTHI apXuBa:
COCTABJICHHUE U 3aII0JHEHUE)




[IpakTuyeckue paboTh 6
Tema 2.2. 4 | Ilpaktudeckas padora Ne 2 «OdopmiieHHe pe3yaIbTaToOB 2
TexHomnorus obecreyeHus IIPOBEPKU HAIMUUS U COCTOSIHUSI TOKYMEHTOB
COXPAaHHOCTHU JOKYMEHTOB 5 [Ipaktrueckas pabora Ne 3 «TpeboBaHus K 3MaHUIM U 2
noMenieHusM apxusa. O00py10BaHNE apXUBOXPAHMITHIID)
6 [Ipaktrueckas padota Ne 4 «PexuMbl XpaHEHHSI IOKYMEHTOB. 2
[lepBuuHas pectaBpanus U KOHCEPBALU apXUBHBIX
JJOKYMEHTOB)
OO0s3arenpHas ayJUTOpHAs Harpy3Ka 12
CamocTosTenbHas (BHeayIUTOpHas ) paboTa MpH U3ydeHHUH pazfena «YUET u odecriedeHue
COXPaHHOCTH JIOKYMEHTOB apXUBa»
- u3y4yeHue HopM JOKYMEHTOB
- BKCKYPCHH B BEIOMCTBEHHbBIE apXUBbI
- U3y4YeHHE HOPMATUBHBIX JOKYMEHTOB
Temarnka caMOCTOATEIBHON (BHEAYAUTOPHON) pabOThI pasaena «YUéT u 00ecreueHrne COXpaHHOCTH 48
JIOKYMEHTOB apXHBay
CocTtaB y4€THBIX JOKYMEHTOB B TOCYJapCTBEHHOM apXHBE U BeJOMCTBEHHOM (Tema 2.2)
[IpoBenenue npoBepKU HATUYHSI U COCTOSIHUS JOKyMeHTOB (Tema 2.2)
TpeboBanus K 31aHUSAM 1 ToMeIIeHusIM apxuBa. O6opynoBanue apxuoxpanmiuin (Tema 2.1)
Pexumbl xpanenust JokyMeHToB (Tema 2.1)
Paznen 02.04.03 PykoBOACTBO U KOHTPOJIH 32 paOOTOM apXrBa OpraHU3aAINH 106
Tewma 3.1 Conepxanune 4
IInanuposanue u or4€rHocTs | 1 | TIpaBoBBIE OCHOBBI J€SITEILHOCTH apXUBa OpraHU3aluu 2
ApXMBHBIX YUPEKICHUM 2 | Ionoxenune 00 apxuse 2
ITpakTHyeckue paboThl 4
3 | IlpakTuueckas padorta Ne 1 «Buzpl, 3anaun u GyHKIUN 2
aApXUBOBY
4 [Tpaktrueckas padota Ne 1 «ApxuBHas ciyx0a ropoaa 2
Hwxnuit Tarun, apxusbn
OO6s13aTenbHas ayIMTOpHAs Harpys3Ka 8




CamocrosrenbHas (BHeayIMTOpHAs) paboTa Mpu U3y4eHuu paszena «PyKoBOACTBO U KOHTPOJIb 3a
paboToil apxuBa opraHu3aLumu»

- u3y4yeHue GopM TOKyMEHTOB

- paboThI ¢ POTOTOKYMEHTAMHU

- pabora c caiitamu B cucteme INTERNET

- paboTa co CKaHUPYIOIICH TEXHUKOU 78

Temaruka caMOCTOATEIHHOU (BHEAYTUTOPHOI) pabOTHI paznena «PyKoBOJICTBO U KOHTPOJIb 3a

paboToil apxuBa OpraHu3aLumu»

[InanupoBanue B apxuse. OcHoBHbIE HanpasieHus (Tema 3.1)

ba3b1 naHHBIX IO OCHOBHBIM HAMPABIICHUSIM JIeITelIbHOCTH apXuBoB (Tema 3.2)

OnTuyeckue U ceTeBble TEXHOJIOTHH UX UCIOJIb30BaHue B apXxuBHOM Jene (Tema 3.5)

TemaTuka KypcoBbIX paboT:

1. PykoBoxcTBO M KOHTPOJIb 32 paOOTOM apX1Ba OpraHu3aluu

2. Hctopust oOpa3oBaHus U CTAaHOBJIEHUS TOCYAAPCTBEHHOM apXUBHOMU CIIy>KOBI Ha IpUMEpE
peruoHna (o6mactu, Kpasi, TopoJia, aBBTOHOMHH U PECIyONuK B cocTaBe PD).

3. CoBpeMeHHOEe apXMBHOE 3aKOHO/IaTENILCTBO O FOCYJapCTBEHHBIX U BEIOMCTBEHHBIX apXUBaXx.

4. 3apauu U CTPYKTypa peaepanbHON apXUBHOM CIykObl HA COBPEMEHHOM 3Talle.

5. llonartue «apxuBHBIH (GOHI» B OTEUECTBEHHOM apXUBOBeJeHMM. HaydHble OCHOBBI
(bOoHIMPOBaHUS JOKYMEHTOB.

6. CrpykTypa W (pyHKIMM OpPraHOB YIpPaBJI€HHsS apXMBHBIM JI€JIOM Ha IpUMEpEe peruoHa, Kpasd,
o0JacTu, Topojia, aBTOHOMHH, PECIyOJIMKH B cocTaBe PO.

7. KommuiekToBaHME apXWMBOB JOKYMEHTAaMH TOCYIApCTBEHHOM U HErocyAapCTBEHHOM YacTH
apXUBHOTO (OHJA.

8. HayuHble NpUHIMIBI U KPUTEPHUM SKCHEPTH3bl LEHHOCTH JOKYMEHTOB B OTEYECTBEHHOM 12
apXUBOBEICHUH.

9. Opranuzanust SKCHEPTH3bl IIEHHOCTU JIOKYMEHTOB B TOCYJAapPCTBEHHOM M BEJOMCTBEHHOM
apxuBe.

10. Oco60 11eHHbIE JOKYMEHTBI: IPaBOBbIE BOPOCHI, BBISIBIIEHHE, YUET, ONMCaHHE.

11. Knaccugukanusi TOKyMEHTOB B apXUBaxX U B IIpeJieax apXUBHOTO (OHIA.

12. Onpenenenus, CTPYKTypa, COCTaB, 3aJaud CHUCTEMbl HAay4yHO-CIPAaBOYHOrO ammapara K
nokyMeHTaM ApxuBHoOro gonaa PO.

13. AHanuTHKO-CUHTETHYECKas nepepadoTka JOKYMEHTHOW MH(OpPMALUU B XOJAE ONUCAHUA JeI.
ApXUBHBIE OIHCH.

14. CpaBHuTenbHBIM aHAMU3 (YHKUUNA, METOJOB OMHMCAHUS MH(OPMAIMM U CTPYKTYpPHl apXUBHBIX
MyTeBOAUTENEH 1 0030pOB.

15. Hay4Hble NPUHIMIIBI U OPTaHU3AIMsl TOCYIapCTBEHHOIO yyeTa JOKYMEHTOB ApPXHBHOTO (oHIa

Poccuiickoit @enepanuu.




16. Yder 10OKyMEHTOB B TOCYJAapCTBEHHOM U BEIOMCTBEHHOM apXUBE.

OO0s3aTenbHas ayIMTOpHAs ydeOHasi Harpy3Kka 1mo KypcoBou pabote (IIpoeKTy)

12

[IpousBocTBEHHAS IPAKTHKA!
1. TexHosorn4yeckasi mpakTHKa
Bunst pabort:
O3HaKOMJIEHHE C YCTaBOM IPEIIPUSITUS, TOJIOKEHUIMU O CTPYKTYPHBIX MOJIpa3esICHUsIX,
JOJKHOCTHBIMU WHCTPYKIUSIMU;
CocraBneHue miaHa (cxema apxuBa)
dopmupoBanue U 0hopMIICHHUE e
CocraBieHue apXUBHOM ONMKUCH
Pabora ¢ TepMomMeTpamu, TUAPOMETPAMH, TICHXPOMETPHI
3aHeceHue MapaMeTpoB B KypHAI
ObecnbuiMBaHie JOKYMEHTOB
N3yyenne BUIOB apXUBHOM OMUCH
Od¢opmieHre apXUBHBIX CIIPABOK

72

2. IlpeaiuuioMHas HpakTUKa

Bunst pabort:

O3HaKOMJIEHHE C YCTaBOM MPEANPUSITHUS, TIOJIOXKEHUSIMH O CTPYKTYPHBIX MOJpa3e/IeHUsIX,
JOJKHOCTHBIMU MHCTPYKIUSIMH;

Omnpenenenue GopMbl 1€I0MPOU3BOJICTBA

Cocranenue cxeMbl «CTpykTypa ciyx0s1 JJOY»
Omnpenenenue nepedns o00pyao0BaHUS paboyero mecra
Omnpenenenue JOHKHOCTHOTO COCTaBa

[InanupoBka paboyero mecra

O3HakoMJIEHHE ¢ OCHOBHBIMM (PyHKLHAMHU Ci1y k051 JJOY
Pacnpenenenne o0s3aHHOCTEH MEXly COTPYIHUKAMU
CoctaBnsaTh 1 0pOPMIISATH JOKYMEHTHI

[IpunumaTth, 00pabaThIBaTh U PETUCTPUPOBATH TOKYMEHTHI
Pa3zMHOXaTh JOKYMEHTHI

KonTponupoBars nucnoianenue

CoctaBnsath 1 0pOpMIISITH HOMEHKIIATYPY JelT
®opmupoBaTh J1ena

OmnpenensTh nepeueHb HOPMAaTUBHBIX JOKYMEHTOB JUIsl OpraHU3aluu paboThl apXyUBa MPEANPUSTUS

OdopmnsTs nena

144

1 — o3HakOMUTENbHBIN (y3HAaBaHUE paHee N3YUYE€HHBIX 00BEKTOB, CBOMCTB);

2 — penpoAYKTUBHBIHN (BBIIOJIHEHUE AEITETFHOCTH IO 00pa3ily, MHCTPYKIIUU WIIH MOJI PYKOBOJICTBOM);
3 — IPOAYKTUBHBIH (IJTaHUPOBAHUE U CAMOCTOSITENILHOE BBIIIOJIHEHUE IEATEIbHOCTH, PELICHHE MPOOIEMHBIX 3a/1ay).




4. Y cnoBus peanusanuu padodeil mporpaMMbl TpoPecCUOHATBEHOTO MOYJIA

4.1. TpeboBaHus K MUHUMAIbHOMY MaT€pHAIbHO-TEXHUYECKOMY 00ECIIEUeHUIO

Peanuzanus mporpaMmbl MOAYNS HpEANoiaraeT Hajauuue yd4eOHbIX KaOuHeToB «ColuanbHO-
9KOHOMMYECKUX IUCLUUILUINHY, «[IpaBay,

«[ocymapcTBEHHONH W MYHUIUNAIBHOW CIYXOb», «ApXHBOBeACHUs», «MaremMaTuku u
HH(POPMATHKI

O6opynoBanue yaeOHbIX KaOMHETOB

-110CaI0YHBIC MECTA 110 KOJIUYECTBY 00yUYarOIINXCS;

- pabouee MeCTO MpernoaBarelis

-KOMIUIEKT y4eOHO-HATJISTHBIX TIOCOOUIA

- KOMIUJICKT 6HaHKOB TEXHOJIOTHYECKONI JOKYMCHTAlUU,
- KOMIUIEKT y4eOHO-METOAMYECKON JJOKYMCHTAIIHH;

TexHuueckue cpeacTBa OOy4EHHs: KOMIIBIOTEp, MPHUHTEp, IUIOTTEp, CKaHEp, KOIup,
CKpeIuIstonee 000pyaoBaHue
Peanusanus nporpaMmsl MOAYIIS IPEAIONaraeT 00sA3aTelbHy0 y4e0HYI0, IPOU3BOICTBEHHYIO

IIPpaKTHUKH.

O06opynoBaHKE U TEXHOJIOTHUECKOE OCHAIICHUE PA00UNX MECT:
Komnrsrotepsl, [Iporpamma «ApxuBHbsiii oy (Bepcust 3,4). OO6pasiipl YIETHBIX JOKYMEHTOB,
®enepanbHblil 3aKkoH «O0 apxuBHOM zeine B PO»

4.2. adpopmamoHHOe oOecrieueHue 00ydeHHS

[lepeuens pekoMeHIyeMbIX yueOHBIX U3AaHul, IHTepHeT-pecypcoB, TOMOIHUTENBHOM
JTUTEPaTypPHI

OcHoBHble ucTouHukH 1o pazaeny 02.02.01 «TexHonorus paboTel ¢ apXUBHBIMU
JOKYMEHTaMH B BEJJOMCTBEHHBIX apXUBaX)»

1.
2.

Poroxun, M.YO. Opranuszanus apxusa npeanpusarus. «[IUTEP». 2005

«[IpaBuia opranuzanuu XpaHeHHs, KOMIJIEKTOBaHMs, yueTa U UCIIOJIb30BaHUs JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickori @Denepanuu W JIPYyrux apXWBHBIX JOKYMEHTOB B
rOCy/IapCTBEHHBIX W MYHULUIAIbHBIX apXUBax, My3esiX M OMOIMOTEKaX, OpraHM3alMsIX
Poccuiickoit akanemun Hayk». M., 2017

ApxuBHast ciyx0a CaepaioBckoil oOmactu. / oOml. pen. KaHI. HCTOp. Hayk A.A.
Kanycruna.- Komnanus «Pean-menuar, 2004

ApxuBoBeneHune. YueOHuk noa peaakuueit wi.-kopp. PAH B.I1.Koznosa — .M3narensckuii
LEHTp «Akagemus», 2017.

bacakoB, M.U. [lokymeHTanmoHHOE oOOeCmeYeHre ympaBjieHUuss (C  OCHOBaMU
apxuBoBenieHns1) [Tekct] : yue6. mocobme mrs CIIO u HIIO .- 2-e wm3n., crep.- M :
KHOPVYC, 2018 .

I'yryesa, T.A. KoupuaenunanpHoe aenonpousBoactso [Tekcr] : yuedHoe mocobue / T.A.
I'yryesa .- M. : Anbda-M : UHOPA-M, 2015 .-192c.

Joxkyment. ApxuB. Hcrtopus. CoOBpeMEHHOCTb. - MaTepUalbl HAYYHO-TIPAKTHUECKUX
KoH(pepeHIMii.- EkarepunOypr, n3naTenscTBo YpanbcKkoro yHusepcurera, 2007.
Kysnenos, M.H. JlokymeHTanmonHoe oOecrneyeHue ympasieHHs. J(OKyMeHTOOOOpOT U
nenonpou3BoACcTBO [Tekct] : yueOnuk u npaktukym ais CITO .- 3-e uzj., nepepad. u JoI1.-



1.

2.
3.

M : FOpaiit, 2018 .

9. OcHoBHbIE TpaBuiIa pabOTHI apXUBOB Opranu3anuid. M., 2002

10. IIpuBanos, B.®. ObecrneueHne COXPAHHOCTH ApPXHBHBIX JOKYMEHTOB Ha OyMa)KHOM
ocHoBe. Meroanueckoe mmocooue.- Mocksa, 2005

11. IlpuBanos, B.®. CoBpeMeHHbIE NPUHTEPHBIE U PYKOMHCHBIE TEKCThl JOKYMEHTOB Kak
00BEKTHI apXUBHOTO XpaHeHus. Hayuno-Meroguueckoe mocooue. Mocksa, 2007

12. Packun, JI.U. ApxuBoBeaeHue [Tekcr] : ydeOHUK IS aKaaeMHUYecKoOro OakaiaBpuara /
J.M. Packun, A.P. CokomnoB .- M : FOpaiit, 2016 .- 384c.- (bakamaBp. AkajgeMHUYeCKU
Kypc)

13. CocraBnenue apxuBHbIX onrceil Meronnueckue pekomennanuu/ Pocapxus. BHUNJIA. —
M., 2005.

JonomuurtensHble ncTouHUKH 1m0 pazaery 02.02.01«TexHonorus paboThl ¢ apXHUBHBIMHU
JIOKYMEHTaMH B BEJIOMCTBEHHBIX apXHUBax)
ApxuBoBeleHUE. YUYEOHHMK Ml CPEOHUX CIEHUANbHBIX Y4YeOHBIX 3aBeleHud. — M.:
n3nareibctBo HOPMA, 1996.
HenonpounsBoactBo u apxuBHoe Aeno. Tepmunsl u onpenenenus. [OCT P 51141-98. M.,1998
OcHoBHBIE TIpaBHJa pPadOTHl TOCYAAPCTBEHHBIX ApPXMBOB C KHUHO- (oTO- (HOHO- BHUACO-
nokymentamu. M,1989

HNurepHer-pecypcesl:
http://www.rusarchives.ru/
http://archives.ru/

OcnoBuble uctounuku 1o pazaeny 02.03.01 «PadoTa B cuctemax 3J€KTPOHHOTO JOKYMEHTO000POTa
1. 1C: Ilpeanpusarue 8. Kondurypauus «lokymentoodbopot ITPO®», Pegakus 2.1 Onucanue B ABYX

2.
3.

N

gacTsax.- M.: @upma «1Cp», 2016

1C: doxymentoobopot 8 [TPO®D Pexum nocrymna: https://v8.1c.ru/doc8/

ITpodeccuonanbHas paspadborka B cucteme «1C:IIpennpusatue 8»: B 2 1./ B.A. Axeponok, A.Il.
l'a6en, .M. T'onuapos, J.B. Koswipes, [.C. Kyknesckuii, A.B. OctpoBepx, M.I'. Paguenko,
E.1O. Xpycranesa. - 2-e uzn. -M.:1C-ITabaummnr, 2012.

1C:Ilpeanpusitue 8.2. Ilpaktuueckoe nmocobue paspaboruuka. [Ipumepsl U TUNIOBBIE MPUEMBI /
M.I'. Papuenko, E.}O. Xpycranesa — M.: 1C-I1a6mumunr, 2009.

JononaurenbHble ncTogHukH 1o paznerny 02.03.01«Pabota B cucteMax 31€KTPOHHOTO
JOKYMEHTO000pOoTa»

ABTomaru3anus Kaaposoro yuera/ Bunokypo M.A. u ap. — M.: UHOPA - M, 2001.
WNndopmaruka: Yueouux/ nox pen. [Ipod. Makaposoit H.B.. — M.: ®unancsl u ctatuctuka, 1997.

Croukwii FO. Camoyuutens Office 2000. CI16: UznarensctBo «ITutep», 1999.

HNuTepHeT-pecypcebl:

http://www.bbsoftware.ru/

OcHoBHble ucTOYHUKY 110 pazaeny 02.04.01 «Opranuzarus paboTsl ¢ KOHGUICHIMATEHBIMU

1.

JIOKYMEHTaMU»
AnekcernneB, A.H. KondunennuansHoe nemompou3BoACTBO, u3nanue 2-oe.- M.:. 00O
«Kypnan Ynpasnenue nepconaiom», 2003


http://www.rusarchives.ru/
http://archives.ru/
https://v8.1c.ru/doc8/
http://www.bbsoftware.ru/

Kyzuenos, U.H. JlemompousBoactBo yueOHO-cripaBouHoe mocobue /. W.H.Ky3neros, M.:
N3 narenscko-Toproas koprnopanus «/lamkos u Ky, 2009.

M.M.BacakoB «/lenonpon3BoacTBO»: yueOHOe Tocodue 7-oe u3aanue, nepepad. u gom. — M.:
N3 narenscko-Toproas koprnopanus «/lamkos u Ky, 2009.

T.B.Ky3nenoBa «Jlenonpou3BoacTBo»: 5-oe uznanue, ucnp. u aon. — M.: OO0 «XKypnan
«Ynpasnenue nepcornaiom», 2007.

JlapskoB, H.C. JlokymenTtoBenenue ydedbnoe nocoobue/ H.C. JlappkoB — M.: ACT: Boctok-
3anag, 2006.

JlononHuUTENbHBIE NCTOYHUKH 110 pazaeny 02.04.01 «Opranuszanus paboThl ¢ KOH(YUICHINATBHBIMUA

1.

Hw

JIOKYMEHTaMU»

HenompousBoactBo  [Teker]:  mpaktmueckuit  xypH./yupenutenb:000  «KypnHan
«Ynpasnenue nepcoHaniom». — Kocrpoma: OOO «Menuna-cepBUC)» - €KEKBapTaIbHbIN
Cekperapckoe pneno [Tekcr]: mnpodeccmoHanpHbd KypH./yapenutens: OO0O«KypHan
«Ynupasnenue nepconanom». — Kocrpoma: OAO «Koctpomar.

®enepanbhblil 3aKkoH PO o1 29.07.2004 Ne 98 — @3 «O koMMepueckoi TaiiHe»
®enepanbhblil 3akoH PO ot 27.07.2006 Ne 149 — @3 «O6 undopmaiiu, “HPOPMAITHOHHBIX
TEXHOJIOTHSIX U 3aIlUTEe UHPOPMALIUK

®enepanbubiii 3aKkoH PO ot 27.07.2006 Ne 152 — @3 «O nepCoHAIbHBIX TaHHBIX)

NHTtepHeT-pecypcesl
http://docrev.ru/organizaciya-konfidencialnogo-deloproizvodstva/

http://www.bre.ru/security/18816.html

http://www.profiz.ru

http://www.twirpx.com/file/49275/

OCHOBHBIC UCTOUYHHUKH 110 pasaeiam:

02.01.01 «Opranusarust paboThI 10 SKCIEPTU3E LIEHHOCTU JTOKYMEHTOB U KOMITJIEKTOBAaHUIO apXHUBa»,
02.01.02. «Opranu3anus UCIIOIb30BaHUS APXUBHBIX JIOKYMEHTOB B HAYYHBIX M MPAKTHYECKHUX IEIISTX),
02.03.02 «CocTaBieHHEe HAy4HO - CIIPABOYHOI'O anmapara apxuBay,

02.04.02 «Yuér u obecnieueHre COXPAaHHOCTHU JIOKyMEHTOB apXHBay,

02.04.03 «PykoBOACTBO M KOHTPOJIb 32 pabOTOH apXKBa OpraHU3aIIM»

1.

2.

w

ApxuBoBenieHre. YueObHuk noj peaakuueit wi.-kopp. PAH B.I1.Ko3nosa — M.M3narensckuit
LHeHTp «Akagemus», 2007.

«IIpaBuna opraHmM3alMy XpaHEHUs, KOMIUIEKTOBAaHUS, y4y€Ta U HCIIOJIb30BAHUS JTOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepauuu U APYrUX apXUBHBIX JIOKYMEHTOB B
TOCYJapCTBEHHbIX M MYHMLMIIAIBHBIX apXHWBax, My3esX H OMOIMOTeKaX, OpraHU3aIMsIX
Poccuiickoit akagemuun Hayk». M., 2007

OcHoBHBIE TpaBUIa pabOTHl ApXUBOB opranuzanuii. M., 2002

ApxuBHas cinyk6a CBepyioBCKo# oOmacth. / oOmr. pen. kauia. ucrop. Hayk A.A. KamycTtuna.-
Kommanus «Pean-meanay, 2004

Hoxyment. ApxuB. Hcrtopusa. CoOBpeMEHHOCTb. - MaTepHalbl HAyYHO-TIPAKTUYECKUX
KoH(epeH1Mii.- EkarepunOypr, n3naTenscTBO Y panbcKoro yousepcurera, 2007.

CocraBneHnue apxuBHbIX onuceit Metonnueckue pekomennanun/ Pocapxus. BHUNIAL. — M.,
2005.

[TpuBanio, B.®. ObGecnieueHne COXpaHHOCTH apXMUBHBIX JOKYMEHTOB Ha OyMa’kKHOH OCHOBe.
MeTtoauueckoe mocodue.- Mockaa, 2005

[TpuBanos, B.®. CoBpeMeHHbIE IPUHTEPHBIE U PYKOMHCHBIE TEKCTHI JOKYMEHTOB KaK OOBEKTHI
apxuBHOro xpaHenus. Hayuno-meronundeckoe nocobue. Mocksa, 2007

.Poroxun, M.1O. Opranuzauus apxusa npeanpustus. «[IUTEP». 2005


http://docrev.ru/organizaciya-konfidencialnogo-deloproizvodstva/
http://www.bre.ru/security/18816.html
http://www.profiz.ru/
http://www.twirpx.com/file/49275/

JlononHUTEIbHBIE HICTOYHUKH 110 pa3jiesam:
02.01.01 «Opranuzamnust paboThI IO IKCIIEPTH3E IICHHOCTH TOKYMEHTOB U KOMIUIEKTOBAHUIO apXUBaY,
02.01.02. «Opranu3anus UCIoIb30BaHUS APXUBHBIX IOKYMEHTOB B HAYYHBIX M MPAKTHYCCKUX MIEIIIX),
02.03.02 «CocTaBieHHre Hay4yHO - CIIPABOYHOIO alllapara apxuBay,
02.04.02 «Y4€T u obecnieyeHre COXPaAaHHOCTH JIOKYMEHTOB apXHUBay,
02.04.03 «PykoBOACTBO ¥ KOHTPOJIb 32 pabOTOM apXrBa OpraHU3aIUN»

1. ApxuBoBeneHue. YUeOHMK [UIS CPEOHHX CIEHUAIBHBIX YYeOHBIX 3aBefeHUd. — M.:
n3narenbctBo HOPMA, 1996.

2. JlenonpousBoacTBO U apxuBHoe aeno. Tepmunsl u onpenenenus. [OCT P 51141-98. M.,1998

3. OcHoBHblE IpaBWia pPabOTHl TIOCYJApCTBEHHBIX apXMBOB C KHHO- (hOoTO- (DOHO- BUAECO-
nokymeHTamu. M,,1989

HNuTepHeT-pecypcebl:
http://www.rusarchives.ru/
http://archives.ru/

4.3. O6mue TpeOoBaHMUS K OpTaHU3alMK 00pa30BaTEILHOrO Mpoliecca

MaxkcuManbHbIE 00BEM y4eOHOW HArpy3kd OOYYarolIerocs COCTaBISCT 54 aKaJIeMHUYCCKUX
Yyaca B HEJEJI0, BKIIIOYAsl BCE BHJIbI ayJUTOPHOW W BHEAYTUTOPHOH yueOHOU HArpy3Ku MpHU OYHOMH
dbopMe mosryueHus: 0Opa3oBaHUS COCTaBISAET 36 YAacOB B HENENIO, BKIIOYAsl BCE BHUJBI ayIUTOPHOU
HaArpy3KH U POU3BOJICTBEHHOTO OOYUCHHUSI.

Peanuzanus mporpaMMbl Ipo¢eCCHOHAIBLHOTO MOJYJS HPElyCMaTpUBAET CIEIYIOIIME BHJIbI
NPAaKTUK: YydyeOHass NpakTUKa ([0 OCBOCHUIO TEPBUYHBIX NPOPECCHOHATBHBIX HABBIKOB) U
MIPOU3BOJICTBEHHAS (MIPEAIUIIIOMHAs ) MPaKTHKA.

VYuebHas nmpakTtuka opranusyercs B yueoHom 3aseneHun ['OY CIIO CO «HTCTy». Yuebnyto
MIPaKTUKY PEKOMEHIYETCS IMPOBOAUTH PACCPEOTOUYEHO, YEPENYSICh C TEOPETUUECKUMU 3aHITUSIMU B
pamkax npodeccuoHanbHbIX Moayiei [IM 01 u IIM 02.

[Ipon3BoacTBEHHAss NMpPAKTUKA OPraHM3YeTCs HAa NPEANPUATHSAX, OCHALEHHBIX COBPEMEHHOMN
oucHONM TEXHMKOH, NPUMEHSIOIMIUX COBPEMEHHYIO TEXHOJOTHI0 W Hauboyee COBEpIICHHYIO
OpraHU3alMIo TPYya.

Henn wu 3amaum, mporpammbl U (GOPMbI OTUYETHOCTU OIPENEISIOTCS 00pa30BaTEIbHBIM

YUPEXKIECHUEM T10 KKIOMY BUY IPAKTUKU.
OcBoenne mpo(EecCHOHATBFHOTO MOIYJISI PEKOMEHIYETCS TMOCie HW3YyYeHUs Y4eOHBIX

JTUCLUTUINH:
OI'C3.02. «McTopusi» (mmociie 0OCBOEHUS 3HaHUN U YMEHHI)
OII .05 «MHOCTpaHHBIN SA3BIK» (TIOCIIE OCBOCHUS 3HAHUNA U YMEHUH);
EH. 02. «MadopmaTkay (1mociie 0CBOEHUs 3HaHUH U YMEHUI);
OI1.06. «IIpoeccronanbHas THKa U TCUXOJOTUs JEJIOBOI0 OOLIEHUs» (ITOCIE OCBOCHUS 3HAHUU U
YMEHHH);
OIl. O7. «IIpaBoBoe obecrnieueHre MPOHEeCCHOHATHEHON NEATENBHOCTH» (TIOCTe OCBOCHUS 3HAHWNA U
YMEHHH);
BX


http://www.rusarchives.ru/
http://archives.ru/

4.4. KanpoBoe obecrieueHre o0pa3oBaTesIbHOTO Ipoiiecca

TpeOoBanusi K KBaNU(UKAIMKA TEJArOTHYECKUX (MHKEHEPHO-TICNarOrM4eCcKuX) KaapoB,
o0ecneunBalOIIUX O0Oy4YeHHE 10 MEXAUCHUIUIMHAPHOMY Kypcy (Kypcam): Hajlu4Hhe BBICIIETO
poeCCHOHATLHOTO 00pa3oBaHMsl, COOTBETCTBYOMEro npodumo moxyns «Opranuzamus 10OY u
(GYHKIIMOHUPOBAHUS OPraHU3ALUNY.

TpeboBanusi K KBaTU(UKAIMHA TIEAATOTUYCCKUX KaJpPOB, OCYIIECTBISIOMIUX PYKOBOACTBO
MPaKTUKOMN

NHxeHepHO-TIe1arornyeckKuii COCTaB: JUILIOMUPOBAHHBIC CHEIUAIMCTBl — MPENoJaBaTeIn
MEXIUCHUIUIMHAPHBIX KypCOB, a TaKyKe 00IIenpOopeCCHOHATBHBIX TUCIUILINH



5. KoHTponb 1 olieHKa pe3yabTaTOB OCBOEHHUS NMPO(eCCHOHATBHOTO
MoTyJist (Buaa mpodeccnoHaIbHOM IeATEIIBHOCTH )

Pe3ynbrarsl DOpMBI U METOBI
OcHOBHbIE TIOKA3aTENN OIICHKU
(ocBoeHHbIe podeccCHOHaTbHbIE KOHTpPOJIS U
pe3yibTaTa
KOMITETECHIINH ) OLCHKH

OcCymecTBISATh SKCHEPTUIY YMmeth nonws3oBathes [lepeunem mis | Texywui
LIEHHOCTU JOKYMEHTOB B MPOBEACHUS SKCIEPTU3bl LIEHHOCTU | KOHMPOJIb 8
COOTBETCTBHHU C JIEUCTBYIOIIMMHU JIOKYMEHTOB, dopme:
3aKOHO/IaTeIbHBIMU aKTaMU U JIOKYMEHTHUPOBATh NeSATEIBbHOCTD | - 3aUUumol
HOPMaTHBaMU. HKCIEPTHOM KOMUCCHUH NPAKMU4ecKux
Ocyl1ecTBIATh CIPABOYHO- dopmupoBaTh neia ¥ OPOPMIIATh | 3AHAMUL,
TEXHUYECKYIO0 00paboTKy nena KOHMPONbHBIX

JAOKYMCHTOB U JCJI.

ObecnieunBaTh NpueM U

CocraBnenue 1 opopMIICHUE ONHCH

paloHaIbHOE pa3MelleHre JOKYMEHTOB,  IE€pellaBaeMbIX B
JOKYMEHTOB B apXuBe (B T.U. apxuB
JOKYMEHTOB I10 JINYHOMY COCTaBY).
ObecneunBaTh yueT U cOXpaHHOCTh | COCTaBIATh OCHOBHBIC, YYETHBIC
JIOKYMEHTOB B apXHBeE. JIOKYMEHTHI;

Pemate npodeccuoHaIbHbIE

3aJla4u, CBsA3aHHBIC C COXPAaHHOCTBIO
JOKYMCHTOB B apXHBC

OpFaHI/ISOBBIBaTI) HCIIOJIb30BAaHUC
APXUBHBIX JOKYMCHTOB B HAYUHBbIX,
CIIPAaBOYHBIX U MPAKTHYCCKUX
OCIIAaX.

CocTaBisTh apXUBHBIE CIIPABKU

OcyiecTBIATh CIIpaBOYHO-
nH(OPMALIMOHHYIO PaboTy MO
JTOKYMEHTaM, B TOM YHCJIE C
HCIOJIb30BAHUEM OPITEXHHKH,
MIPOTPAaMMHBIX CPEJICTB y4yeTa U
MIOMCKA JOKYMEHTOB.

I'pamoTHO paboTtaTh C Hay4dHO-
CIpPAaBOYHBIM  amMapaToM apXxHBa
«CnpaBo4HUK (POHJIOB apXHUBay
Konuposats , pPa3sMHOXKAaTh
JOKYMEHTBI €  HCIIOJIb30BaHUEM
COBPEMEHHBIX BU/I0B OPITEXHUKHU

OcCyIIecTBIATh OpraHU3aIMOHHO —
METOAMYECKOE PYKOBOJICTBO U
KOHTPOJIb 32 pabOTOMH apXuBa
OpraHM3aINK U 32 OpraHu3aIuei
JTOKYMEHTOB B JICIIOTIPOU3BO/ICTBE.

CocraBnsTh 1aH padoThl apXyuBa

pabom no memam
MJIK.

3auemul no
YuebHOU npakmuke
U N0 Kax*cOoOMy U3
paszoenos
npogheccuoHanbHoe
0 MOOYJIAL.




@®opMbI 1 METOABI KOHTPOJIS U OLICHKH Pe3yIbTaTOB O0yUEHUs JOJKHBI MTO3BOJISATH IPOBEPATH
y 00y4aroImuXcsi He TONbKO C(OPMUPOBAHHOCTH NMPO(GECCHOHATBHBIX KOMIIETEHIINM, HO U Pa3BUTHE

O0IIMX KOMIETECHIIUI U 00ECTIEYMBAIOIINX UX YMEHUH.

cDOpMI:I 1 MCTOJbI

PesynbraTsl OcHOBHBIE IIOKA3aTEH OLIEHKU
(ocBOeHHBIE OOIIHE KOMIIETEHIUH ) pe3ynbraTta KOHTPOIIA 1

OLICHKH

IIOHMMATh CYHIHOCTh M COLMAIBHYIO | — NEMOHCTpauus  uHTepeca K | Mumepnpemayus

3HAYMMOCTh  CBoedl  Oyaywied | Gymymieit npodeccun De3ynbmamos

npodeccuu, TMPOABIATH K  HEH HaO.00eH Ul 3a

yYCTOWYMBBIA HHTEPEC; 0eamenbHOCmbIo

OpraHU30BBIBAThH cobcTBeHHyIO | [ITaHMpOBaTh  CaMOCTOSTEIBHYIO | 0Oyuarowe2ocs 6

NIeATeIbHOCTh, BBIOMpPATh TUIOBBIE | PabOTy npoyecce 0ceoeHus

METOABl M CHOCOOBI BBHIMOJIHEHUS
npodeccHoHaIbHBIX 3aj1ad,
OLIEHUBATh HMX J(P(PEKTUBHOCTH U
Ka4eCTBO;

IIPUHUMATh peuenus B
CTAaHIAPTHBIX M  HECTaHJApTHBIX

Jloka3piBaeT MpaBHIIBHOCTH BBIOOpPA
PEKBU3UTOB 1 OQOPMIICHHUS

CUTyallMsiX M HECTH 32 HUX | Pa3JIMYHBIX BHUJOB JOKYMEHTOB B
OTBETCTBECHHOCTD; cootBercTBuM ¢ ycnoBusimu ['OCTa
OCYIIECTBIIATE ITOMCK U | — 3 PeKTUBHBIHI MOUCK
HUCHOJIL30BaHHE MH(MOPMAIMH, | HeOOXOAUMOM HH(OPMALIKY;
HeoOX0auMON 11 9((HEKTUBHOTO | — KCIIONB30BAHUE Pa3IMYHBIX
BBITIOJTHCHUA HpO(beCCI/IOHaJ'ILHBIX HCTOYHHKOB, BKJIOUAas
3amad,  1po(eCCHOHATBLHOTO U JIEKTPOHHBIE

JMYHOCTHOTO Pa3BUTHS;

HCIOJIL30BATh undopmarmonno- | Cozmaer JTIOKYMEHTBI c
KOMMYHUKAI[MOHHbIE TEXHOJOTUU B | IPUMEHEHUEM KOMITbIOTEPHOU
poeCCHOHAIBHON JEATENHHOCTH; | TEXHUKH

Paboraer ¢ HOKaJIbHOM CETHIO

pabotath B KOJUICKTUBE M B
KoMaHze, d3PGEKTUBHO OOIIATHCS C

B3aUMOJICHCTBUE C 00YyJarONUMUCH,
MpenoaaBaTeNs MU B X0/ 00yIeHHS

0bpazosamenvHoll
npocpammbl

KOJIJIETaMH, PYKOBOJICTBOM,
NOTPeOUTENIMU;

OpaTh Ha ce0sl OTBETCTBEHHOCTh 3a | CaMOaHaIM3 u KOPPEKLHs
paboty YJIEHOB KOMaH/Ibl | pe3yabTaTOB COOCTBEHHOH paboThI
(MOAYMHEHHBIX), 3a  pe3yjibTar

BBITTOJIHEHUSI 3aJaHUI;

CaMOCTOSITENTEHO OTIpeNIeNIATh | OpraHu3alus CaMOCTOSITEIIbHBIX
3aJaud  TMPO(ECCHOHANBHOTO W | 3aHSATHHA npu M3yYEHUH
JMYHOCTHOTO pa3BUTHs, | TPOHECCHOHATLHOTO MOIYIIS
3aHUMAaThCI ~ CaMOOOpa3OBaHHEM,

OCO3HaHHO TUTaHUPOBATh

ITOBBIIIICHUE KBa.]'H/I(i)I/IKaHI/II/I;

OPUEHTUPOBATHCS B YCIOBUAX
4acTOW CMEHBI TEXHOJIOTHUH B
npohecCHOHANBEHOM NesTeNbHOCTH;

— aHallu3 HOPMAaTHUBHO-
METOJINYECKON JTUTEpPaTypHI B
00J1aCTH JOKYMEHTAIHOHHOTO
obecrnieueHus ynpaBieHus U
apXI/IBOBe)IeHI/ISI;




