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1.ITACITIOPT TPOI'PAMMBI IPO®PECCUOHAJIBHOT'O MOAY JIsA

IIM.02 JokymMeHTHPOBAHHME U OPTraHU3AIMOHHASL 00Pad0TKA TOKYMEHTOB
11, O6aacTh npuMeHeHHs POTrPAMMBI
Pabowas mporpamma mnpodeccmoHanpHOrO MOmyna (masee — mporpamma  1IML.02),
peaIM3yIOUIETr0 MPaKTUYECKYIO IOArOTOBKY OOYUarOIUXCsl, ABISETCS YacThIO IPOrpaMMBbl IIOATOTOBKU
KkBaupuuupoBaHHbIX padounx, cayxamux (IIIIKPC) B coorBerctBuu ¢ ®I'OC CIIO mo mpodeccun
46.01.03 lesionpou3BOAMTE/Nb, BXOJAAIICH B YKPYNHEHHYIO TPYIIY HAIMpPaBICHUS MOATOTOBKHU
46.00.00 UcTopusi 1 apxeoJiorusi, B 4acTU ocBoeHHs Buaa nesreiapbHoctr (B/]) JlokymenTupoBanue

H OpraHM3alMOHHAsE o00padoTKa JOKYMEHTOB U COOTBETCTBYIOIIUX NPOPECCHOHATBHBIX
komriereHmmi (I1K):

IIK 2.1. ®opmupoBars jaena.

[1K 2.2. ObecnieunBaTh OBICTPBINA MOUCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY aIlapary (KapToTeKam)
OpraHH3aIiH.

[1IK 2.3. CucrteMaTu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYIIETO apX1Ba.

1K 2.4. ObecneunBaTh COXPAaHHOCTD MPOXOAALICH CITy>)KEOHOH TOKYMEHTAILINH.
[1K 2.5. 'oToBUTH U HIepeaaBaTh JOKYMEHTbHI HA apXUBHOE XpaHEHHUE.

1K 2.6. ObecnieunBaTh COXpPAaHHOCTH APXUBHBIX JJOKYMEHTOB B OpTaHU3ALINH.

12,  Ueau u 3a7a4u MOAYJIsl — TPeOOBAHMS K Pe3yJIbTAaTaM O0CBOEHHS NMPO(decCHOHATIBLHOI0
MOYJIfA:

C uenpl0  OBJQJACHUS  YKA3aHHbBIM  BUJOM  JEATEIBHOCTM U  COOTBETCTBYIOIIMMH
poecCHOHANBFHBIMU KOMIETCHIIMSIMU 00Y4YaIOIIUXCs B XOJIe OCBOCHHS MPO(EeCCHOHAIBEHOTO MOIYIIS
IIM 02 momxeH:

HMeTh NPAKTUYECKHI ONbIT:

- JIoOKyMEeHTUPOBaHUs U JOKYMEHTAIIMOHHON 00pabOTKH TOKYMEHTOB KaHIEIIpUN (apXuBa).
yMeETh:

- IPOBEPSTH NPABUIBHOCTH O(POPMIICHUS JOKYMEHTOB;

- CUCTEMaTU3UPOBATh U XPAaHUTh IOKYMEHTHI TEKYLIET0 apXUBa;

- (popMupoBaTh CrIpaBOYHBIH anmnapaT, 00ecreynuBaroIUi OBICTPBIN MOUCK TOKYMEHTOB;

- OCYHICCTBJIATH OKCIIEPTHU3Y NOKYMCHTOB, TOTOBHUTD U NEPCAaBaTh JOKYMCHTAJIbHBIC MaTCpUajIbl HA
XPAHCHUC B ApXUB,

3HATD:
- OCHOBHBIE T10JIOKEHUS ENMHON rocyAapCTBEHHOM CUCTEMBI I€JIOIPOU3BOICTBA;
- BUJIbI, YHKIIMU JOKYMEHTOB, [TPaBUJIa UX COCTABJIEHUS U O(hOPMIICHUS;

- IOpAAOK JOKYMCHTHUPOBAHHA I/IH(l)OpMaHI/IOHHO-CHpaBO‘—IHBIX MaTCcpHralioB;

IIpu yrpo3e BO3HUKHOBEHHUS M (MJIM) BO3HUKHOBEHHH OTJEIBHBIX UPE3BbIUANHBIX CUTYallUid, BBEJICHUH
peXuMa IOBBIIIEHHOW TOTOBHOCTH WJIM YpPE3BBIYAMHONW CUTyallUH Ha Bced Tepputopun Poccuiickoit
@enepanun 100 Ha ee YacTH peanu3anus padodeld mporpaMmbl MPo(ecCHOHATBHOTO MOIYJIS MOXKET
OCYILIECTBISTBCS C MPUMEHEHHEM JJIEKTPOHHOIO OOydYeHHs, JAMCTAHIMOHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTUM.



13.  PexomeHayemMoe KOJIHYECTBO YaCOB HA OCBOEHHE MPOrpaMMbl NPodeccHoHATHHOTO
MOTYJIsI:

Bcero — 624 yaac, BxiIroyas:

MaKCUMaJIbHOW y4eOHON Harpy3ku oOydarorierocs - 444 yaca
00s13aTeNIbHON ayJTUTOPHOM yueOHOM Harpy3Ku 00ydaronierocs —
296 yacoB ;

CaMOCTOSTENIbHOU paboThl oOydaromierocs — 148 yacos,
y4eOHOM MPaKTUKH — 72 Yyaca ¥ IPOU3BOJACTBEHHOU npakTuku — 108 yacos

PE3VJIBTATbBI OCBOEHUA [TPOI'PAMMBI ITPOOECCHUOHAJIBHOI'O MOAYJIA
PesynbraToM OCBOEHHMS MpoOrpaMMbl MPOPECCHOHATBFHOTO MOJIYJS SBJSIETCS OBJIAJCHUE

obOyugaromumucs__ (BJ):_ JIOKyMeHTHpOBaHWE ¥ OpraHM3alMoHHas 00paboTka JTOKYMEHTOB,

npodeccuonanbubMi (I1K) n o6mmmu (OK) komnereHIusMu:

Kon HammenoBanme pe3ynbrata 00ydeHus

[IK 2.1 dopmupoBaTh Jiena.

IIK 2.2. ObecnieunBaTh OBICTPBIN MOMCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY armapary
(kapToTeKaM) OpraHu3aluu.

IIK 2.3. CucremMaTu3upoOBaTh U XPAHUTh JOKYMEHTHI TEKYILIETO apXHUBa.

IIK 2.4. ObecneunBaTh COXPaHHOCTD MPOXOAIICH CITyKEOHON JOKYMEHTAIIHH.

IIK 2.5. ['oTOBUTH U NepeaaBaTh JOKYMEHThI Ha apXUBHOE XpaHEHHUE.

IIK 2.6. ObecnieunBaTh COXPAaHHOCTh APXMBHBIX JOKYMEHTOB B OpraHU3aLIMH.

OK1. [ToHMMaTh CYIIHOCTH U COLIMATIBHYIO 3HAUMMOCTh CBOEH OyayIiei npodeccuu,
MIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO AESTEIBbHOCTD, UCXOS U3 1IEJIU U CIIOCO0O0B €€
JOCTUKEHMSI, ONIPEEIIEHHBIX PYKOBOINUTEIEM

OK 3. AHanu3upoBaTh pabO4yl0 CHUTYalMIO, OCYHIECTBIIATH TEKYIIMH U MTOTOBBIH
KOHTpPOJIb, OLEHKY W  KOPPEKUUI0 COOCTBEHHOH  JAEATeNbHOCTH, HECTH

OK 4. OcyiecTBiATh MOMCK HHPOPMAIUHU, HEOOXO0AUMOM /17151 3P PEKTUBHOTO BBITOJIHEHUS
npoeCCHOHANIBHBIX 3a]1a4

OK 5. Hcnonp3oBath MH(POPMALMOHHO-KOMMYHUKATUBHBIE TEXHOJIOTUU B
poeCCHOHATILHOMN 1€ TETbHOCTH

OK 6. PaGoTaTs B koMaHie, 2 HEeKTUBHO OOIIATHCS C KOJUIETaMHU, PYKOBOACTBOM,
Knuentamun

OK 7. VcnonHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHUEM MOTYYEHHbBIX

npodeccHoHaNbHBIX 3HAHUHN (7151 FOHOIIIEH )




2.CTPYKTYPA U COAEPKAHUE TPO®ECCHUOHAJBHOI'O MOAYJISA
IIpakTHyeckas HOArOTOBKA OPraHU3yeTCs IPU NPOBEACHUN IPAKTUYECKUX 3AHATUM U TIPAKTHUK

3.1. Temarnueckmnii mian npodeccnonanbuoro moayJas IIM 02 JIoKyMeHTHPOBAHME U OPraHU3AMOHHAS 00Pa00TKA JOKYMEHTOB

O0beM BpeMeHU, OTBe/IeHHbII HA 0CBOEHUE n
PaKTHKa
MEKAUCHUNITIMHAPHOTO Kypca (KypcoB)
Ofsi3aTe/IbHAsI ayINTOPHAS
Koambl
y4yeOHas Harpy3ka o0y4arouerocs
npodgeccuo- HaumeHoBaHuUsI pa3aesioB Bcero yacos 5 CamocTrosiTeJIbHAsI Ipoussoacr
HAJIBHBIX npogeccHOHAILHOT0 MoyJIsi® B T.H ﬂaﬁ OpaTopHeIC paborta YueOnas, BEHHasl,
KOMIIETCHIUI Bcero, pavoTe! u o0yuaromerocs, 4acoB 4acoB
NMpaKTHYeCKHe
4acoB 4acoB
3aHATHS,
4acoB
MK 2.1.-2.5. Pa3pnen 1. OcBoeHue opranu3anmuu 300 200 118 100
M HOPMATHBHO-NIPABOBLIX OCHOB
apPXUBHOIO JeJ1a
K 2.1.-2.5. YuyeOnasa npaktuka YII 01 36 36
MK 2.4,2.6 Paznen 2. O6ecnieuenne 144 96 70 48
COXPAHHOCTH T0OKYMEHTOB
NK 2.1-2.6 aupdepeHUMPOBAHHBIN 3a4eT
(MIK.02.01+M/IK.02.02)
IK 2.4, 2.6 Yueonas npaktuka YII 02 36 36
MK 2.1-2.6 aupdepeHIUPOBAHHBIN 3a4eT
(VII.01+VY11.02)
IIK 2.1-2.6 | Ilpou3sBoacTBeHHAsI MPAKTHKA, 108 108
4acoB
K 2.1-2.6 | auddepeHnnMpoBaHHbII 3a4eT
(TI11.01+1111.02)
Bcero: 624 296 188 148 72 108




3.2. Coaepxanue o0yyeHus no npogeccuoHaibHoMy Moy (ITM.02)

HaumeHnoBaHue pa3aesioB
npodeccuonajbHoro moayas (IIM),
MEKTUCHUIIMHAPHBIX KYpPCOB
(MIK) u Tem

Copaepxxanne y4e0HOro MaTepHuaJia, JJabopaTopHble H MPaKTHYeCKHe 3aHATHS,

caMocCTosiTeJIbHAsi paboTa 00y4aroluxcs

O0LeM yacoB

YpoBeHnb
OCBOEHUS

1

4

Paspnen 1. OcBoeHne OpraHu3anyu ¥ HOPMATHBHO-TIPABOBbIX OCHOB APXHBHOIO JeJia

MK 02.01. Opranusanusi 1 HOpMATHBHO-IIPABOBbIE OCHOBBI APXUBHOIO J1ej1a

200

Pa3zoen 1.1. Cozoanue u paboma apxuea opzanu3ayuu

(20T+34m)

Tema 1.1.
Co3nanue apxuBa OpraHu3anum

Conep:xanue y4eOHbIX 3aHATHH

1

enu u 3amaum Kypca, ero cBs3b ¢ APYrUMHU JUCHUILIMHAMU U
npodeccuoHambHBIMU MOayIIsIMU. O030p uTepaTypsl 1 HTEpHET-
HCTOYHUKOB IO KypCy.

2

IlonaTus «opraHuszalMs», <«apXUB OpPraHMU3ALUU» U  «apXUBHas
NesTeNbHOCTbY. Llenu u 3a1aun opraHu3alnuu apxuBa Ha MPEANPUSTHH.
Mecto apxuBa B opranuzanuu. CTpyKTypHbIE U (PyHKIIMOHAIBHBIE CBS3H
apXMBa C IpYruMu MOAPA3ACICHUAMU. [IOJKHOCTHON COCTaB M Kapbepa
APXUBHCTA B OpraHu3ainu.

Opranuzanus paboThl apXxuBa Ha OCHOBE HOPMATHBHO-TIPABOBOM 0a3bl
apxuBHOI oTpacinu P®. JlokanbHble HOpMaTUBHBIE aKThI: TIOJIOKEHUE 00
apxuBe OpraHu3alMM; INpUKa3 o0 OpraHu3aluu apxuBa (HUPMBI;
JOJKHOCTHBIE MHCTPYKLMU paOOTHUKOB apXKBa; MOJIOKEHHE 00
JKCIIEPTHON KOMHUCCHH, ITOJIOKEHUE O KOMMEPUYECKOU TaliHE U T. 1.

IIpaBoBasgs ocHOBa OpraHu3aluMd apxXuBHOro nena B Poccuiickoit
Oenepaunn u Cankt-IlerepOypre: @3-125 PO «O6 apxuBHOM Jene B
Poccuiickoit ~ ®Depepauum»  2004; 3akon «OO0  wmHpOpManuwy,
uHpopmartuzauuu U 3amure uHpopmauum» 2007; 3akoH CaHKT-
IlerepOypra «O06 apxusHoM nene B Cankt-IlerepOyprey, 2009 u nqpyrue
HOPMAaTUBHO-TIPABOBBIE AKThI B 00JIACTH apXUBHOTO JIEJIa.

IIpakTnueckas padora Ne 1

Cocrasnenue u opopmiienue tTadauibl «llepeueHb HOpMaTUBHBIX U
METOJINYECKUX JOKYMEHTOB 110 aDXUBHOMY JEIY»




HaumeHoBaHue pa3jaesioB
npodeccuonajbHoro moayas (IIM),
MEKIMCUMILUIMHAPHBIX KYPCOB
(MIK) u Tem

Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,
caMocCTosITeJIbHast paboTa 00y4arouxcst

O0LeM yacoB

YpoBennb
O0CBOEHUS

1

4

IIpakTuyeckas padora Ne 2
OdopmiieHre TeKCTOBOTO ToKyMeHTa «M3BieueHne u3 3akona «00
apxuBHOM Jiese B Cankt-IlerepOypre»

IIpakTuyeckas padora Ne 3
Cocrasnenue npogpeccuoHanbHOro ciaoapss «OCHOBHbBIE TEPMUHbI
apXUBHOI'O JEJIay

Tema 1.2.
Homenxkiaarypa aea (H)
NpeanpUusiTUs

Conep:xanue y4eOHbIX 3aHATHH

1 | [lonsTre, Ha3HAUYEHWE W OCHOBHBIC (YHKIMU HOMEHKJIATYpPHI el
OpranuzanuoHHass  CTPYKTypa W HampaBJIEHUS  ACATEIbHOCTU
npeanpusatus. Tunsl H/: naauBuayansHas, IpuMepHas ¥ TUIIOBAs.
IIpyHIMIIBI TOCTPOEHUST HOMEHKJIATYPHI.

2 | HomenkiaTypa Jen  CTPYKTYpHOTO TOJpa3AeieHUs M CBOJHAS
HOMeHKJarypa fnen. TpeGoanust k cocraBienuto HJI mpeanpusitus.
Cpoku cocTaBieHHs] HOMEHKJIATYphI J1e]1. TUIIOBbIE MEpEeYHU
YIPaBIE€HYECKUX JOKYMEHTOB C YKAa3aHUEM CPOKOB UX XPAHEHHUSI.

3 | TpeboBarnus k odopmuenuro HJl mnpenmpusatus. OcoOeHHOCTH
oopMieHHsT HOMEHKJIATyphl JeJl CTPYKTYPHOTO NOJpa3JesieHus U
CBOJIHOI HOMEHKJIATYpbI A€ IPEIIPUSITUS.

IIpakTHyeckas: padora Ne 4

VYcTaHOBNIEHHE CPOKOB XpaHEHHUs JOKYMEHTOB 1o [lepeuHio THUIOBBIX
yIIPaBJIEHYECKUX ApXMUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Mpoliecce
NEeSTeNIbHOCTH  TOCYIapCTBEHHBIX  OpPraHOB, OPraHOB  MECTHOTO
CaMOYIPAaBJIEHUS U OPraHU3allui, C yKa3aHUEM CPOKOB XxpaHeHus, 2010

IIpakTnueckas padora Ne 5

CnoBaphslil TuKTaHT «Tepmunoniorus apxusHoro aena» no 'OCTy P
7.0.8-2013 CUBU /. lenonpon3BOACTBO U apXUBHOE J1EJ10. TEepMUHBI U
onpeneneHus. Odopmienne cxembl/Tabmnbl  «OpraHu3anuoHHas
CTPYKTYpa NPEATNPUITH.




HaumeHoBaHue pa3jaesioB

Conep:xanue y4eGHOro MaTepualia, JJabopaTopHbIe M MPAKTHYECKUE 3aHITHS,

npogeccuonatnuoro mony.i (M), caMoCTOsITeIbHAsA padoTa 00y4yaoumuxcs O0bem yacoB Yposeus,
MEKIUCHUIINIMHAPHBIX KYpPCOB OCBOCHUSA
(MIK) u Tem
1 2 3 4
IIpakTnyeckas padora Ne 6 6
Cocrasnenue GpopMyIsipa-o0pasia CBOAHONW HOMEHKIATYpsI neit, HJI
CTpYKTypHOro nozpasnenenus. [lenosas urpa «Homenkmnarypa gem».
KountpoabsHnas padora Ne 1 temsr 1.1 — 1.2
Tema 1.3. Conep:xanue y4eOHbIX 3aHATHIH
Iopsinox popmupoBanus aeJt 1 | ITonstue «popmupoBanue aem». TpedboBanus K GOPMHUPOBAHUIO JICII. 2
B OPraHM3aluH [TocnenoBarenbHOCTH PACIIONOKEHHS IOKYMEHTOB B jene. JleBas u
npaBast GOpMBbI OPOLTIOPOBKHU JTOKYMEHTOB.
2 | CucremaTH3anus OTJACIBHBIX KATETOPHA JOKYMEHTOB. 2
3 | XpaHeHue JOKYMEHTOB TEKYILIEro JeNONpOU3BOJACTBA MeToauka 2
LIBETOBOTO KOJUPOBAHMUS.
IIpakTnueckas padora Ne 7 4
IIpoBenenue cuctemMaTu3auyi JOKYMEHTOB J1e/1a, UCIIONIb3Ys JIEBYIO U Z
paByro GOpMbI OpOIIIOPOBKH T0KyMeHTOB. OdopmieHue nucra-
3aBepuTeNs Jena
IIpakTnueckas padora Ne 8 4
CocTaBrneHHe aHATUTUYECKOM CIpPaBKH 1O cailiTaM apXUBHBIX
yupexaenuii PO (ITopran Apxussl Poccun, Apxusst CI16, apXHUBBI
Ilepmckoro kpasi, Bonoroackoii o6mactu u T.11.)
Pa3zoen 1.2. Iloozomoexa 0en K nociedyrouemy ucnoib306anuI0 U XpaHenuro 181+28n
Tema 2.1. Conep:xanue y4eOHbIX 3aHATHH
IKCIepPTH3a HEHHOCTH J0KYMeHTOB | 1. | [lonaTne »SKcmepTusbl LEHHOCTH JOKYMEHTOB. 3aJayd M JTallbl 2
sKkcriepTu3bl. Metoauka nposenenus L.
2. | CocraB u ¢pynknuu 3xcreptaoit komuccuu (OK). IMonoxenue 06 K. 2
JIOKyMEHTBI, OTpakarolue Tekymyto padoty K u ee pe3ysbTarhl. 2
IIpakTHyeckoe 3ansaTHe Ne 9 4

Odopmnenne npukasa o co3aannu K npeanpustus; miaaHa padotsr JK.




HaumeHoBaHue pa3jaesioB

Conep:xanue y4eGHOro MaTepualia, JJabopaTopHbIe M MPAKTHYECKUE 3aHITHS,

npogeccuonatnuoro mony.i (M), caMoCTOsITeIbHAsA padoTa o0y4yalouuxcs O0bem yacoB Yposeus,
MEKIUCHUIINIMHAPHBIX KYpPCOB OCBOCHUSA
(MIK) u Tem
1 2 3 4
IIpakTnyeckoe 3ansaTue Ne 10 6
OdopMieHre akTa O BBIICICHHH JOKYMEHTOB K YHUYTOXXCHHIO;
MpoToKoJja 3aceaanus K.
Konrtpoabnas padora Ne 2 o remam 1.3 u 2.1
Tema 2.2. Conepxanue y4eOHbIX 3aHATHH
Odgopmrenne ren 1. | Odopmiienue aen: moaHoe U YacTUUHOE opopmiieHue aen. TpeOoBaHUsS 4
K UX O(hopMIIEHUIO: HyMepaIus JIUCTOB JieJia, 3aBepUTeIbHAs HA IHCh,
OIKCH TOKYMEHTOB JIeJIa, COCTABIICHUE OIMUCH JIeTI.
IMpakTuyeckoe 3ansiTue Ne 11 4
Odopmnenue nena uid cjaud B apXUB OpraHU3alui: HyMepalus 2
JIOKYMEHTOB JIeJIa; COCTaBJICHNUE BHYTPEHHEH OIMKMCH; COCTABIICHUE
3aBEPUTEIILHON HAAMUCH; 0(OpMIIEHHE 00JI0KKH JIea.
IIpakTuyeckoe 3ansaTue Ne 12 4
Yactuunoe odopmiieHHe fena: HyMepalus JUCTOB Jela;
odopmiieHHEe 00JI0KKH U KOPEIIIKa Jena.
Tema 2.3. Conep:xanue yueOHbIX 3aHATHH
HopMmaTtuBHO-npaBoBbIe 1. | OG30p OCHOBHBIX 3aKOHOAATEIbHBIX AKTOB U HOPMAaTUBHBIX JJOKYMEHTHI, 2
OCHOBBI APXHBHOIO J1eJ1a PErIaMeHTUPYIOLIUX JAESITEIbHOCTh apXUBOB HA COBPEMEHHOM JTarle.
2 | [lpaBusa opraHuW3alMd  XPAHCHUS, KOMIUICKTOBaHHS, yd4eTa | 2
WCTIOTB30BaHUSI TOKYMEHTOB apXuBHOTO oHna Poccuiickoit denepamnmu
U JPYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyJJapCTBEHHOH BIIaCTH,
opraHax MECTHOTO CAaMOYIIPaBJI€HUs U opraHuzauusx, 2015. 2
3 | OcHoBHBIE TpaBWia pabOTHl apxWBOB opraHm3ammii, 2002 — 2
METOInYecKasi OCHOBa pabOThI apXHBa.
4 | ®enepanbhblii 3ak0H OT 22.10.2004 Ne 125-03 «O6 apxuBHOM Jene B 2

Poccuiickoit denepanuny: TOJIKOBaHUE u MPUMEHEHUE,
aJMMUHHUCTpPATHBHAs OTBETCTBEHHOCTh 3a HECOOJIOJEHUE TpaBUI

0T



HaumeHoBaHue pa3jaesioB
npodeccuonajbHoro moayas (IIM),
MEKIMCUMILUIMHAPHBIX KYPCOB
(MIK) u Tem

Conep:xanue y4eGHOro MaTepualia, JJabopaTopHbIe M MPAKTHYECKUE 3aHITHS,

caMocCTosITeJIbHast paboTa 00y4arouxcst

O0LeM yacoB

YpoBennb
O0CBOEHUS

1

2

4

APXUBHOI'O XpaHCHUA JOKYMCHTOB.

Hanmonanensiii cranagapt PO I'OCT P 7.0.8-2013"CucremacrannapTos
mo wuHpoOpManuu, OUONMOTEYHOMY U  HW3JATSIBCKOMY  JIETy.
Jlenonpon3BOACTBO U apXUBHOE J€710. TepMUHBI U OnpeieneHus " —
COJIep’KaHuEe OCHOBHBIX Pa3/IesIoB.

IIpakTnyeckoe 3ansaTue Ne 13
Cocrasnenue Tabnunel «M3Bnedenue u3 [Ipasui-2015»

I[IpakTuyeckoe 3ansaTue Ne 14
[ToaroroBka npe3entanuu Ha Temy «HopMmartruBHas 6a3a apXUBHOTO
Jena

KonrpoJsbnas padora Ne 3 no 1.2.2. - 2.3.

Pazoen 1.3. /locmyn u ucnonv3oseanue apxueHvlx 00OKyMeHmos

16T+22n

Tema 3.1.
®opMbI HCOJIb30BAHUS
apXMBHBIX JOKYMEHTOB

Coaepsxkanue y4eOHbIX 3aHATHH

1.

Ilonstue «HMCIIOJIb30BaHHEC APXUBHBIX JAOKYMCHTOB). HCJ'II/I,
HampaBJICHHUA HW TMOPAAOK MCIIOJIB30BAHUA APXHMBHBIX HOOKYMCHTOB.
HOJ'H:;BOBaTCJ'II/I'I/ICCJ'IeI[OBaTeJ'II/I APXUBHBIX TOKYMCHTOB. HpaBI/IJ'Ia
pa60TBI YUTAJIbHBIX 34JI0B apXHUBOB.

4

Hoctyn k apxuBHO# uHPopmanuu: 3akoH PO «O kommepueckoii TaliHe»,
3akoH P® «O rocynapcrBenHoi Taite», ®3 «O6 undopmarum,
MH(POPMAIIMOHHBIX TEXHOJIOTHUAX U 3aiuTe HHpopmarum», 2007.

OcHoBHBIE (POPMBI UCTIOIB30BAHUS APXUBHBIX JOKYMEHTOB: UCIIOJTHEHHE
3ampocoB, MHHIIMATHBHOE nH(pOpMHUpOBaHHE YUpEKACHUM,
MIPEAOCTABIIEHUE JOKYMEHTOB I10JIb30BATENISIM Yepe3 YUTAIbHBIN 3all,
BbIJ]a4a IOJJIMHHBIX JIOKYMEHTOB M JI€J1 BO BPEMEHHOE IOJIb30BaHUE
yOIuKanus JOKYMEHTOB; HH(OPMaIIIOHHBIE MEPOTIPUSATHS

3anpochl: TEMaTH4ECKUE, TE€HEAaIOrMYECKHe, COLMAIbHO-IIPAaBOBBIC.
OTanel ¥ CPOKH UCHIOJIHEHUS 3a1pocoB. OTBETHI HA 3aIIPOChI: apXHUBHAs
CTpaBKa; apXMBHAsl KOMH;, apXUBHAasl BBIMCKA; HH(OPMAIIMOHHOE
IACHMO U T.J.
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HaumeHoBaHue pa3jaesioB

Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,

npodeccuonajbHoro moayas (IIM), YpoBennb
MEAIHCIMILIHHAPHBIX KYPCOB caMocCTosITeJIbHast paboTa 00y4arouxcst O0beM yacoB OCBOCHISI
(MIK) u Tem
1 2 3 4
IIpakTnueckas padora Ne 15 4
Odopmnenne nHGOPMAIIMOHHOTO MUCHMA, 3aMPOCca-3asBICHUS
IIpakTuyeckas padora Ne 16 4
OdopmiieHre apxuBHOU CIIPaBKH, aHKETHI MTOJIB30BATENS YUTATHHOTO
3aa
IMpakTuyeckas padora Ne 17 4
Odopmiienne apXxuBHOU KONMHU, ApXUBHOM BBIMHCKU
Tema 3.2. Coaepsxkanue y4eOHbIX 3aHATHH
(P ¢eKTUBHOCTH HCII0JIB30BAHNSA 1 | ®opmpbl yueTa UCIOJIb30BAHUS JOKYMEHTOB B apXUBE: [IEPBUYHBIE 2
APXMBHBIX JOKYMEHTOB JOKYMEHTBI, BTOpHUHas 060011aromas nHpopManus.
2 | DPPEeKTHBHOCTD HCIIOJIb30BAHUS apXHUBHBIX JIOKYMEHTOB: 2
aHAJIMTUYECKHE 0030pPbI, OTYETHI, CBOJIHBIE CTATUCTUUECKUE TAOIHUIIBI.
IIpakTnueckas padora Ne 18 4 2
Cocrapnenre aHaTUTHIECKOTO 0030pa CTaThU MEPUOIUYECKOTO U3TaAHUS
IIpakTnueckas padora Ne 19 6
CocraBieHne aHaIUTHYECKOr0 0030pa CTaThbH MEPUOINIECKOT0 M3/1aHUS
1o TeMe «COBpEMEHHBIN apXUB»
KonTpoabnas padora Ne 4 remsr 3.1 — 3.2
Pazoen 1.4 Meneoyicmenm 6 apxusax 281+34n
Tema 4.1. Conep:xanue y4eOHbIX 3aHATHI
Padora ¢ nepconaiom apxuBa 1. | OcHoBHble pyHKIMHU ynpaBiaeHus. CTpyKTypa apxuBa. Y CIIOBHs TpyAa 2
COTPYIHUKOB apxuBa. HopmaTuBbl BpeMeHH Ha pabOThI B apXUBax.
MexnyHapOoaHbIA STUYECKUNA KOJIEKC APXUBHUCTOB.
2. | CoBpeMeHHbIE MaTepUATbHO-TEXHUUECKUE PECYPCHI U IIPOTPAMMHOE 2 2

oOecnieueHrne apxuBoB. [lnaHupoBaHume B apxuBe: TeKyllee U

nepcreKkTuBHOE. ['010BOM OTUET apXuBa.
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HaumeHoBaHue pa3jaesioB

Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,

npodeccuonajbHoro moayas (IIM), YpoBennb
MEAIHCIMILIHHAPHBIX KYPCOB caMocCTosITeJIbHast paboTa 00y4arouxcst O0beM yacoB OCBOCHISI
(MIK) u Tem
1 2 3 4
3 | TToxOop u paccranoBka kaapos. llITaTHas YMCICHHOCTh PAOOTHHKOB 2
apxuBa. OOyueHue U MOBbIIICHNE KBATM(UKAIIMYU COTPYTHUKOB.
IIpakTnueckoe 3ansaTue Ne 20 4
OdopmiieHre JOIKHOCTHOW HHCTPYKIIMU apXUBUCTA U 3aBEAYIOIIETO
apXUBOM.
IIpakTHyeckoe 3ansaTHe Ne 21 4
OdopmieHue roI0BOro rmiaHa padoThl apXHUBa U 0TYETa PabOTHI 32 TOJI.
Tema 4.2. Coaepixanue y4yeOHbIX 3aHATHH
Mapkerunr B apxusax 1. | IlonsiTHE  «MapKETHHI» apXHMBHBIX JOKYMEHTOB M  apXHBHOWU 2
nHpopmanuu. CTOUMOCTHAs OLIEHKA apXUBHBIX JOKYMEHTOB. [Ipoaxa
JIOKYMEHTOB Ha ayKIIMoHax B Poccuu u 3a pyOexom.
2 | [Imateple wm  OecryiaTHblE  YCIIYTH apxuBoB.  JlOKyMeHTHI, 2
pernamMeHTHpyromue  UHQOPMAlMOHHBIE  YCIYTH,  OKa3blBaeMble
apxuBoM. «HoMeHKnaTypa miaTHbIX paboT U YCIIYT, BBIMOIHIEMBIX 2
ApPXUBHBIMM YYPEXKJIECHUSIMU U OPTaHU3ALMSIMH.
IIpakTnyeckoe 3ansaTue Ne 22 4
ITonroroBka coobieHUs «APXUBHBIE JOKYMEHTHI HA ayKIIHOHAX
CotOuc u Kpuctucy.
IIpakTuuyeckoe 3ansitue Ne 23 6
Odopmiierne npe3eHTaIuu «APXUBUCT — yIIPaBIIeHEIl HOBOTO MTOKO-
JICHUS
KontpoabHas padora Ne 5o 1.4.1 — 4.2
Tema 4.3. Conepxanue y4eOHbIX 3aHATHH
NudopmaTusanus 1. | ITonsaTHe «rHPOPMATU3AIM» ApXUBHOTO Jena. Llenn u mpuHIUIbI 4
apXMBHOIO J1eJia nHpopmaruzauuu. OCHOBHBIE JOKYMEHTBI, PET'YIHPYIOLIHE BOIPOCHI 2

nH(pOpMAaTHU3alUY B aPXUBHOM JIEJI€.

€T



HaumeHoBaHue pa3jaesioB
npodeccuonajbHoro moayas (IIM),
MEKIMCUMILUIMHAPHBIX KYPCOB
(MIK) u Tem

Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,

caMocCTosITeJIbHast paboTa 00y4arouxcst

O0LeM yacoB

YpoBennb
O0CBOEHUS

1

2

4

Oranbl uHpopmaTuzanuu AJl. OnudpoBka TOKYMEHTOB U CO3JaHUE
aBTOMATHU3UPOBAHHOU H(OPMaLMOHHO-TIOUCKOBOM CHCTEMBL.
O6opynoBanue Juist co3aaHus UPPOBLIX 00pa30B JOKYMEHTOB.

10

IIporpamma uHpopmaruzanuu PenepaibHOr0 apXUBHOTO areHTCTBA U
MO/IBEIOMCTBEHHbIX eMy yupexiaeHud Ha 2011-2020 rr. Wurtepner-
noptain «Apxussl Poccun». Jloctyn rpaxiaH K apXuBHOW HHPOpMaLIUU
yepes noprain «I'ocy1apCTBEHHBIE YCIyTI.

[IporpaMmMHBIli KOMITIEKC «ApPXUBHBIM (POHI»: «APXUBHBIH GOHT -
@onpoBeiii katanor — LlenTpanbubiii GoHmOBHIN Katanor — KoHTpons
JBUKEHUS J1e]1 — ABTOMATU3MPOBAHHBIN YUTANIbHBIN 3a)1 — BUpTyanbHbIi
YUTAIbHBINA 3aJ1 — BBINOJIHEHNE 3a1IPOCOB I'PaXKJaH, €ro 3HaYEHUE.

IIpakTnueckoe 3ansaTue Ne 24

Cocrasnenue Tabmuisl «M3Bneuenue u3 [Iporpammel nHdopmaruzanmuu
Ha 2011 — 2020 rr.»

IIpakTnueckoe 3ansaTue Ne 25
ITonroroBka nmpe3eHranuu Ha TeMy «MH}opMaTH3a1Ms apXUBHOTO Aea
Ha npuMepe KOHKpeTHbIX apxuBoB CII6.

IIpakTnueckoe 3ansaTue Ne 26
CucrtemaTtu3zamus 1 yrmopsa0odeHne apXuBa y4eOHBIX 3JIEKTPOHHBIX
JOKYMEHTOB M MaT€pHAIIOB 00 YJaOIITIXCSI.

KouTtpoJubHas padora Ne 6 no teme 4.3.

CamocrosiTesibHas (BHeayAuTOPHAasi) padoTa 00y4arommxcst
— O3HakoMJICHHE C MaTepuajiaMi MePUOINIECKON reyaT o Temam Paznena 1

— PaGota ¢ yueOHOMI muTEepaTypoi.

— Uzyuenue caiita Apxunoro komutera Cankt-IletepOypra - www.spbarchives.ru.

— CocraBrieHue ONopHBIX KOHCIEKTOB Mo TeMaM Paznena 1

— M3yueHne HOpMAaTUBHBIX U TPABOBBIX JOKYMEHTOB ApxuBHOro komuteTa Cankt-IlerepOypra.
— Iloxgroroska npe3eHrannn «HomenknaTypa nen npeanpusaTus.

100
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HaumeHoBaHue pa3jaesioB
Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,

npodeccuonajbHoro moayas (IIM), YpoBennb
MEAIHCIMILIHHAPHBIX KYPCOB caMocCTosITeJIbHast paboTa 00y4arouxcst O0bem yacoB OCBOCHISI
(MIK) u Tem
1 2 3 4
— CocraBieHue KOHCIEKTa/TabIuIbl HOPMAaTUBHOTO TOKyMeHTa «OCHOBHBIE IpaBUIIa pabOThI APXUBOBY
— M3ydenune TexHoa0ruu ohOpMIICHHUS JIUYHOTO JIeia
— Nzyuenue ctpykrypsl ['OCT P 7.0.8-2013 Jlenonpou3BoACTBO U apXUBHOE A€s10. TepMHUHBI U ONPEIETICHUSI.
Pacrnipenenenue TepMUHOB 110 TPYIIIIAM.
— IloaroroBka 3ampocoB B apXUB B 3JIEKTPOHHOH (Gopme.
— N3ydenne «MHpopMannoHHO-cripaBOYHOM cucteMbl apxuBHO# oTpacin» (MCCAO) u npuinoxeHus —
«UHpopmanmonnas cucrema apxusucroB Poccun» (MCAP).
— DnekTpoHHas OMOIMOTEKa apXUBUCTOB U IOKyMEHTOBEIOB.
— DJEeKTPOHHBIN KaTajor MyOJuKalui apXuBUCTOB U TOKyMEHTOBe10B Poccum.
Yueonas npakruka YI1.02
Buasbi pador:
— MHucrpykTaxk mno TexHuke Oe3omacHoctH mnpu  pabore ¢ IIK. Opranmszauus pabouyero mecra
JeJIONPOU3BOJUTENS, TMOJAJEp)KaHWEe pabdoyero Mecra B COOTBETCTBUM C CAHUTAPHO-TUTMEHUYECKUMHU
TpeOOBaHUSIMU.
N3ydyeHnne HOpMaTHUBHO-TIpaBOBOM 0a3bl (YHKIMOHMPOBAHUS apXUBHBIX YyupexaeHuid B Poccuiickoit
®enepanuu: coctaBieHre KoHceKTa-Ta0aubl «CTpykTypa OCHOBHBIX IPaBUII paOOThI apXUBOB OPraHU3ALNUN»,
06.02.2002.
— TloaroroBka u opopmiieHHEe HOMEHKIATYphI feil. CocTaBieHne 1 ohopMiIeHne HOMEHKIIATYphI Je]1 KaOuHeTa
1o yHU(UIIUPOBAHHOH popme. 36

- prHHI/IpOBKa OTACIIBHBIX BUAOB JOKYMCHTOB B JI€jIa B COOTBCTCTBHHU C H,Z[, cucTeMaTtus3anusda 10KYMCHTOB
BHYTpH Jiefia; opopMIIeHHE TaKU-PErucTpaTopa: 00JI0KKH U KOPEIIKa MarKy.

—  Odopmienne JOKyMEHTAIUHU TI0 pe3ynbTaTam nposeneHnoin J11: mpukas o cozgannu K, [Tonoxenue 06
OK, nporoxoi 3acenanus JK.

— Onmnpenenenue CpoKOB XpaHEHHUs! Ha OCHOBaHMHU [lepeuHst TUIIOBBIX IOKYMEHTOB - Tabnuia «OnpeaeneHue
CPOKOB XpaHEHHUS IOKYMEHTOB)

— IloxaroroBka u ¢popMHUpPOBaHUE JIUYHOTO Jie]a COTPYAHUKA: 0hopMIIEeHHE 00JI0KKa, CHCTeMaTH3alus
JTOKYMEHTOB, O(OpPMJICHHE BHYTPEHHEH OIUCH.

— OOecnieueHne onepaTUBHOTO XpPaHEHHsI JOKYMEHTOB B OPTaHU3AIMH: TIOJATOTOBKA CKOPOCIIUBATENICH, Ianok-
peructpatopoB. OdopmieHue aucTa-3aMecTUTENs], KAPThI-3aMEeCTUTEIIS.
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HaumeHoBaHue pa3jaesioB
Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,

91

npodeccuonajbHoro moayas (IIM), YpoBennb
CcaMOCTOsITeIbHAsI pa00oTa 00yYarommuXxcst O0beM yacoB
MEKIUCHUIINIMHAPHBIX KYpPCOB OCBOCHUSA
(MIK) u Tem
1 2 3 4
— Ilepenaua nen Ha apXUBHOE XpaHEHUE: COCTAaBICHUE U 0(OPMIICHHE KYPHAJIOB IO BBIIAYE U U3BSTUIO
JOKYMEHTOB U3 JEI.
— MHudopmaruzanus apxuBHOro jaena: coznanue b/l 1oKkyMeHTOB, CO3/1aHHBIX B IIpOIECCe 00YUCHHUS
npodeccun.
— Odopmnenne AOMHKHOCTHBIX HWHCTPYKIMH TIepcoHaia apxuBa (3aBEOyIOIIET0 apXHBOM, apXHBHCTA,
CHEIMAJIUCTA APXUBHOTO JIeTIa).
— Hcnonp3oBaHue apXUBHBIX IOKYMEHTOB: CO3[JaHUE UCTOPUUECKON cripaBku «lcTopusi ceMbr» Ha OCHOBE
MOMCKA apXUBHBIX JIOKYMEHTOB, TIOJITBEPKIAIOIINX COOBITHS BOCHHBIX JIET WieHOB ceMbU. OdopMieHne nuchMa-
3amnpoca, apXMBHOMW CIIPABKH, APXMBHOM BBIITUCKH.
Bcero no Pazpneny 1: 200 +36yn
(821+118n+100
)
HaunMeHoBaHue pa3aeioB
Coaepxanue y4e0HOro MaTepHaJia, JJabopaTopHbie H MPAKTHYeCKHe 3aHATHS,
npodeccuonajbHoro moayJas (IIM), YpoBennb
caMoCTosITeIbHAs padoTa 00yyaroumuxcs O0beM yacoB
MEKIAMCUMIUVIMHAPHBIX KYPCOB 0CBOEHHSI
(MJK) u Tem
1 2 3 4
Pa3nea 2. ObecnieueHne COXpaHHOCTH JOKYMEHTOB
96+36yn
MK 02.02. O6ecnieueHne COXpaHHOCTH JOKYMEHTOB (261+70m +z,8c)
Pazoen 2.1. Coxpanenue 00KymenmanbHo20 HAC1€0Us RPOULILO20 (1471+14m)
T Ne 1.1 Conep:xaHue y4eOHBIX 3aHATHI
ema Ne 1.1.
[Tonsatne «ObecrnieueHre COXPAaHHOCTH JOKyMEeHTOB». llenm, 3amaum u
Beenenue. coJiepKaHue Kypca, ero pojib B MOATOTOBKe crienuanucta. CBsi3b ¢ IpYyrumMu 4 2

peaver u 3a1a4un Kypca 001mEenpodecCUOHATEHBIMU U CIIEHHMATBFHBIMA JucumInHaMu. O630p

VMCTOYHUKOB U JINTEPATYpHI 0 Kypey. O630p caiitoB B obmactu A/l




HaumeHoBaHue pa3jaesioB
npodeccuonajbHoro moayas (IIM),
MEKIMCUMILUIMHAPHBIX KYPCOB
(MIK) u Tem

Copep:xkanue yueGHOro MaTepHuaJia, JJadopaTopHble M NPaKTHYeCKHUe 3aHITHS,
CcaMOCTOsITeIbHAsI pa00oTa 00yYarommuXxcst

O0BeM yacoB

YpoBennb
OCBOEHUS

1

2

4

IIpakTuyeckas padora Ne 1 lzyuenne: 'OCTa 7.0.8-2013 «CUBU/I.
Jlenonpon3BOICTBO M apXMBHOE JIEJIO: TEPMHUHBI U OIPE/ICIICHIS;

I'OCTowm 7.48-2002 «Cucrema cTanIapToB 1o HHGOpMAIHH, OUOINOTEIYHOMY
u u3naresnbekomy aeny. Konceppanus 1okymMeHTOB. OCHOBHBIE TEPMHUHBI U
OTIpEICIICHUS.

Tema Ne 1.2.

Hcropus nokymeHra.
CBolicTBa HOCHTEJIeH U TEKCTA

Conepxanue y4eOHbIX 3aHATHH

[loHsTHE «IOKYMEHT», «apXUBHBIN JOKYMEHT», «TJOKYMEHT AD PD».
Marepuansl A1 mMcbMa U UX cBoiicTBa. OCHOBHBIE (DAKTOPBI, BIAMSIOILUE HA
cTapeHue Oymaru: BHelIHUE, BHyTpeHHue. Cpenctea nucbma. [losBienue
MAaIIMHOMKCHBIX IOKYMEHTOB, aIlapaToB TpadapeTHoOi mevyaTH, IpUHTEPOB.

IIpakTuyeckasi padora Ne 2: [ToaroroBka cooOmieHuit mo remam: «BiustHue
HOCHTENSI HHPOPMAITUHU U UCIIONIB3YEMOT0 CPEICTBA MMChMa Ha COXPAaHHOCTh
ToKyMeHTay; «cTopus IepBBIX MAaTEPHAIOB U MHCTPYMEHTOB JIJISl TUCHMay.

IIpakTnueckas padora Ne 3: Tepmunonornueckuit fukranT no 'OCTy 7.48-
2002 «Cucrema craHaapToB 1o uHbopMmauuu, OHOIMOTEUYHOMY U
U3JIaTEIIbCKOMY ACTy»

IIpakTnueckas padora Ne 4: CocraBienue cxembl/Tabnuibl «Cpeacraa
nuceMay, «Mcropust Oymarm.

Tema Ne 1.3.

CrapeHnne 10KyMEHTOB

Coaep:xanue y4eOHbIX 3aHATHH

CTapCHI/IC JOKYMCHTOB! CBC€T, TEMIICpaTypa, BJIa)XKHOCTD BO3yXa,
OHOJIOrMYECKHE BPCAUTECIIN, HU3MCHCHHA yCJ'IOBI/Iﬁ Cp€abl, MCXaHHYCCKUC
MOBPCIKKACHU A, SKOJIOTHA CPCIbI.

IpakTuyeckas padora Ne 5: CocraBnenue Tabnuibl «DakTOpbl COXpaHEHUS
U pa3pylieHUus] JTOKYMEHTOBY»; COOOIIeHuH 1Mo TemaM: «OCHOBHBIC BUIBI
MOBPEKICHUN TOKyMEHTOBY; «[liecHeBbie rprObl U WX BIUSHUE Ha
COXPAaHHOCTh  JOKYMEHTOB»;  «llopaxeHne  apXuUBHBIX  JOKYMEHTOB
HaCEKOMBIMUY (TI0 BApUAHTAM).

KontpoabHnas padora Ne 1 o remam 1.1. — 1.3.
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HaumeHoBaHue pa3jaesioB

Conep:xanue y4eGHOro MaTepualia, JJabopaTopHbIe M MPAKTHYECKUE 3aHITHS,

npodeccuonajbHoro moayas (IIM), 6 5 YpoBennb
MEAIHCIMILIHHAPHBIX KYPCOB caMocToATe1bHAs padoTa 00y4yaoumuxcs O0bem yacoB OCBOCHISI
(MIK) u Tem
1 2 3 4
Pazoen 2.2. Obecneuenue coxpannocmu 00OKyMeHmMo8 6 20Cy0apCneeHHbIX apXueax (0T+46m)
Tema Ne 2.1. Conep:xanue y4eOHbIX 3aHATHIH
TpeboBanust k 3maHMAM W noMenieHussM. OOopynoBaHUE IS TOXKAPHOU U
Co3zoanue onmumanbHbix OXpaHHOM curHanusauuu. CuctemMa KOHIMUMOHUPOBaHUs. HopMbl ycTaHOBKH
ycnosuu Xpanenus 10KyMEHTOB | CTAI[MOHAPHBIX CTEJUIAKEH B XpaHWIIHIIAX.
TemnepaTypHO-BIa)KHOCTHBINM U CBETOBOM PEKUMBI XPaHEHUS JOKYMEHTOB.
CaHUTapHO-TUTUEHUYECKHUE MEPONPUTHS B apxuBax. OXpaHHBIA PEKUM.
IIpakTnueckass padora Ne 6: CocraBieHue NaMATKUA/UHCTPYKLIUU 4 9
«IIpoTHBOIIOKAPHBIN PEKHUM B APXUBEY.
IIpakTnueckas paGora Ne 7: IloaroroBka mnpe3eHTalMuW Ha OJHY U3
nepeyucieHHbx TeM: «OOopynoBaHHe, HEOOXOAMMOE s CO3AaHUS U
(YHKIIMOHUPOBAHMS apXuBa opraHuzauun»; «CoBpeMEHHbIE TpeOOBaHUS K 12
MOKapHOMY O00OpY/ZOBaHUIO apXuUBOBY»; «COBpeMeHHbIe TpeOOBaHUS K
OXpaHHOMY 000PYJIOBaHHIO apXUBOBY; «peOboBaHNUs K MOMEIEHUIM
apxuBay; «I[lepBrUuHbIe 1 BTOPUYHBIE CPEJICTBA XPAHEHUS TOKYMEHTOB.
Tema Ne 2.2. Cogepsxanue yueOHbIX 3aHATHIA
OCHOBbI KOHCEpBAIMH OcCHOBBI KOHCEpBAallUM JIOKYMEHTOB: PpEXUM XpaHEHHUs, CTaOMInu3alus,
W PeCTABPAIMH TOKYMEHTOR pecraBpauus. IlonsTue «pecraBpamus», Lenp pecraBpauuu. IIposepka
(bU3UYECKOTO COCTOSIHMSI JTOKYMEHTOB, 0(OpMIICHHE €€ Pe3yiabTaToB. Buel
crielManbHOM 00pabOTKM JTOKYMEHTOB Ha OymakHOW ocHoBe. Hoeiimue
pa3paboTKu B 00JaCTH TEXHUUYECKOI KOHCEPBAIlMU U PECTaBpalluu
JIOKYMEHTOB. 2
IIpakTnueckas padora Ne 8: Pyunas pecraBpanus NOBpEXACHHbBIX U
COCTapHBIIUXCS JOKYyMEHTOB. CoXpaHEeHHEe HAMOKIIUX U UCIAYKaHHBIX KHUT 2
Y JOKYMEHTOB ITyTE€M CYIIKH MOJPYYHBIMHU CPEACTBAMHU
IIpaktuyeckass padora Ne 9. TepMHHONIOIMYECKHH JMKTaHT IO 2

00€eCreveHNI0 COXPAaHHOCTU JOKYMEHTOB.
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HaumeHoBaHue pa3jaesioB
npodeccuonajbHoro moayas (IIM),

MEKIMCUMILUIMHAPHBIX KYPCOB
(MIK) u Tem

Coaeprxanue yue0HOr0 MaTepHalia, J1aopaTopHble H MPAKTUYECKHE 3aHATHS,
CcaMOCTOsITeIbHAsI pa00oTa 00yYarommuXxcst

O0BeM yacoB

YpoBennb
OCBOEHUS

1

2

4

IIpakTnueckas padora Ne 10: [loaroroBka peLieH3UM Ha CTaThbO 11O
npobiematuke u3ydaeMo TeMbl: «COBpEeMEHHbIE METOJbl  CIACEHHs
JIOKYMEHTOB)

Ipakruuyeckass padora Ne 11: CocraBnenue/odpopmienne TuroBoi
HOMEHKJIATyphl 1ePEeKTOB U UX OyKBEHHO-LIM(POBOI MHIEKCALIUU HA OCHOBE
IIPEJCTABJICHHBIX OBPEKICHHBIX BPEMEHEM JOKYMEHTOB.

Konrtpoabnas pa6ora Ne 2 o remam 2.1. — 2.2.

Tema Ne 2.3.

Pa3melnienue 10KyMeHTOB
B XPaHWIHIIAX

Conep:xanue y4eOHbIX 3aHATHIH

PanmonasibHBINM OPSAIOK pa3MEILEHU JOKYMEHTOB B XPAHUJIUILAX.

[Topsnok Hymepauuy MOMENICHUI apXUBa, CTEIUIAKEH, TOJIOK. DUKCUPOBaHUE
nepeMeIeHni TOKYMEHTOB BHYTPHY U BHE apxuBa. Beaenue Tonorpapuieckux
yKa3aTeJen.

IIpakTnuyeckas padora Ne 12 OdopmieHne KapTOuKy NOCTEIIaKHOTO
Tornorpadguueckoro ykaszarens. OdopmiieHHe KapTOUYKH MO(OHIOBOTO
TONOrpahUUECcKOro yKaszaress.

IIpaktnueckass padora Ne 13 CocraBnenue cxembl «Pacnonoxenue

CTEIaXel B APXUBOXPAHUIIHIIAX .

Tema Ne 2.4.

IIpoBepka Hanuuust

1 COCTOSIHUS IOKYMEHTOB

W OPraHu3anys po3bICKa
HEOOHAPYKEHHBIX JOKYMEHTOB

Conep:xaHue y4eOHbIX 3aHATHH

3aa4uy MPOBEPKH HAIMYMUS U COCTOSIHUSL JIEN, MTOPAJOK U NIEPUOJIUIHOCTD €€
MIPOBEACHUS.

MeponpusTus o pe3yJbTaTaMm IPOBEPKU HAIUUMS U COCTOsIHUA fe. [Topsiok
CHSATHS C ydeTa JOKYMEHTOB, HE HAJCHHBIX B XOJI€ ITPOBEPKHU.

BrlsiBeHNE TOKYMEHTOB C MOBPEXKIEHUSIMU HOCUTENEN 1 TekcTa. CHATHE ¢
ydeTa MOBPEXAEHHBIX JTOKYMEHTOB.

IIpakTuyeckas padora Ne 14 OdopmieHne akTa U JIMCTa IPOBEPKU HATMUHS
U COCTOSIHUS JIE.

IIpakTnueckas padora Ne 15 IloaroroBka mpe3eHTalMM HA OJIHY U3 TEM:
«YTpata JOKyMEHTOB B apxuBax», «Camble IOpPOrHe JOKYMEHTBl MHpa»
«XHUIIEHUS APXUBHBIX JOKYMEHTOB).
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HaumeHoBaHue pa3jaesioB

Conep:xanue y4eGHOro MaTepualia, JJabopaTopHbIe M MPAKTHYECKUE 3aHITHS,

npodeccuonajbHoro moayas (IIM), YpoBennb
MEAIHCIMILIHHAPHBIX KYPCOB CcaMOCTOsITeIbHAsI pa00oTa 00yYarommuXxcst O0beM yacoB OCBOCHISI
(MIK) u Tem
1 2 3 4
IIpakTuyeckas padora Ne 16 OdopmieHne KapThl-3aMECTHTENS JeNa. )
OdopmiieHre JOKIAIHOM 3aMUCKH 110 yTpaTe JOKYMEHTOB.
T 7 3 z

Coaep:xxanue yueOHbIX 3aHATHH

Tema Ne 2.5. Llenb cozmanus ctpaxoBoro ¢oHaa U GoHaa MOIH30BAHUS.
Opranuzanus paboT mo MUKpO(GUIEMUPOBAHUIO WIH OLU(GPOBHIBAHUIO

Co3nanue cTpaxoBoro ponaa JIOKYMEHTOB.

0c000 LEHHBIX T0KYMEHTOB U THUIIOBON TEXHOJIOTUYECKUN PETJIAMEHT U3TOTOBJIEHUS CTPAXOBBIX KOIIHMM.

(onna mosab3oBanus VY4er u XpaHEeHHE CTPaXOBBIX KOMHH U (DOH/A MMOIb30BAHMUS.
['ocynapcTBeHHBIN peecTp YHHUKaJIbHBIX JIOKYMEHTOB, €ro Ha3Hau€HHE.
Kpurepuu onpenenenns yHUKaIbHbIX TOKYMEHTOB. CTpaxoBO€ KOIUPOBAHUE. 2
LlenTp xpanenue crpaxoBoro (oHma.
IIpakTuyeckas padora Ne 17 CocraBneHnue u opopmiieHHe CrcKa
KOMIIaHUI-TIPOU3BOAUTENCH MPOMBIIIIICHHBIX CKAaHEPOB, 7151 OLU(DPOBBIBAHUS 2
APXUBHBIX JJOKYMEHTOB (HE MEHee MATH HAaUMEHOBAaHUN).
IIpakTnueckas padora Ne 18 Cocrasnenue u opopMieHne T0KIaTHON
3alIUCKU O HEOOXOIUMOCTH MTPUOOPETEHUSI COBPEMEHHOTO 000pY/JOBaHUS /ISt 2
ol (ppoBbIBaHMS JOKYMEHTOB C U3JI0KEHHUEM BCEX (PAKTOB U apTyMEHTOB.

Paszoen 2.3 IIpobaemul coxpannocmu apxueHvlx 0OKYMEHMOE HA COBPEMEHHOM IMane u ux peuieHue

(121+10m)

Tema Ne 3.1. Cooeporcanue yueonvix 3anamuii

OcoBennocTn xpanenns [TonsiTvie ¥ BUJBI TEXHOTPOHHBIX apXMBOB. Benyline TeXHOTPOHHbBIE apXUBHI. 4

HOKYMEHTOB [Topsimox XpaHeHHs TOKYMEHTOB B TEXHOTPOHHBIX apXHUBaXx. 5
IpakTuyeckasi pa6ora Ne 19 IIpoananuszuposats caidt CI16 TAHT/ u 4

B TEXHOTPOHHBIX apXuBax

MOATOTOBUTE OTYET 110 XPAHCHUTIO H&y‘lHO-TGXHH‘-IGCKOfI JOKYMCHTAIIUN

KontpoabHasi padora mo temam 2.3. — 3.1

Conep:kanue y4eOHbIX 3aHATHI
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Tema Ne 3.2.

OcoOeHHOCTH XpaHeHUs
AOKYMEHTOB
B JJICKTPOHHOM (popMme

[Topsimok TpPUHATHS 3JEKTPOHHBIX JIOKYMEHTOB B apxuB. ObecrieueHue
Gu3n4eckoil COXpaHHOCTH (ailloB C  3JIEKTPOHHBIMH  JOKYMEHTaMH;
o0ecrieyeHne yCIOBUH ISl CYHUTHIBAaHUSA WH(POPMALIUU B 1OJITOBPEMEHHON
NEePCHEKTHBE; 00eCreueHne YCIOBUN il BOCHPOM3BEAEHUS SJIEKTPOHHBIX
JOKYMEHTOB.




IIpakTuyeckasi padora Ne 21 [TonroroBka cooOIICHUH Ha OJTHY U3
nepevrcieHHbIX TeM: «IIpobaeMbl apXUBHOTO XPaHEHUS JICKTPOHHBIX
JIOKYMEHTOB B OpraHU3aIuN, «3apyOe:KHBIN OMBIT OpraHU3aIMi ApXUBHOTO
XpaHEHUS! DJICKTPOHHBIX TOKYMEHTOB.

IIpakTuyeckasi padora Ne 22 CocraBienue u opopmiieHue cxeMbl: «MeToIbl
CO3aHMsI DJIEKTPOHHOTO apXuBay, «ITalbl MOJTOTOBKA M CO3JIaHUSI apXUBa
OpraHu3aIlun».

Tema Ne 3.3. Conep:xaHue y4eOHbIX 3aHATHIT

Poccuiickue u MeXIyHApOIHBIC TPOTPAMMBI M IPOCKTHI TI0 COXPAHCHUIO
bynymee apxuBHBIX MHPOBOTO ITU(POBOTO HACIIEIUS

yUpeRIeHui
B Poccnn u 3a pyGesxom IIpakTuyeckas padora Ne 23 [Iposenenue noucka B lHTepHeT u

oopmiieHre orTdeTa 0 Hambosiee MHTEPECHBIX caiitax (2—3) mo Temam:
«MexayHnapoanslii coBeT apxuBoB (MCA) — npodeccroHanbHas OpraHu3anus
MHUPOBOTO aQPXHUBHOTO COOOIIIECTBAY.

CamocrosiTesbHas (BHeayANTOPHasi) padoTa 00y4aommxcs:

— O3HakoMJICHHE C MaTepHallaMH ITePHOANYECKOi eyaTu o Temam Paznena 2

— M3y4yeHne HOpMaTUBHO-METOANYECKHX JTOKYMEHTOB, PETJIAMEHTUPYIOLIMX 00ecTIedeHne COXPaHHOCTH
JIOKYMEHTOB ApXHUBHOTrO (hoHna PD.

— CocraBneHue cia0Bapsi TEPMUHOB U IPOPECCHOHATBHOMN JIEKCUKH J1€T0IPOU3BOIUTENS.

— CucremaTtudeckasi paboTa ¢ KOHCIIEKTOM 3aHSATUH, y4eOHOW U CTICIIMAIbHON JTUTEPATYPOU 10 BOTIPOCaM,
COCTaBJICHHBIM MPEI0aBaTesIeM.

— IloaroroBka TabIUIBl/CXeMbI «DBOJIOLUS TOKYMEHTA U CPEACTB MUCbMay, «OCOOEHHOCTH MOBPEXKICHUH
pa3HbIX BUJOB JOKYMEHTOB.

— Pabora Ha/1 reHeasoru4eckimM JIpeBOM CBOEH CEMbH B COOTBETCTBUHU C PEKOMEHAALUSIMH ITPEroJaBaTes.

— CucremaTH3anus JOMAIIHETO apXrBa 00yJaromerocsi 1 o0ecrneyeHne ycaoBUiH COXPAaHHOCTH apXUBHBIX
JIOKYMEHTOB.

— PyuHnas pectaBparus moBpex€HHBIX BpEMEHEM JTI0KYMEHTOB (IIpU HEOOXOTUMOCTH).

— Cocrasnenue n oopmieHre npe3eHTanuu 1no teme «lIpaktuueckuii onbIT paboThl FOCAPXUBOB 10
CO3IaHUI0 CTPaxoBOro oHIa 0CO0O0 MEHHBIX JOKYMEHTOB, (DOH/Ia TTOIH30BAHUS U PECTABPALIHI

— Pabora Ha/ reHeasoru4eckiM JIpeBOM CBOEH CEMbH B COOTBETCTBUU C PEKOMEHIALIUSIMU IPENo1aBaTesl.

— Cocrasnenue pedepara o TeMe CBOEro BapuaHTa (HOMEp BapHaHTa BbIIACT MPENOaBaTeib): «AYTCOPCUHT
B apXUBHOM Jiefiey; «Co31anne aBTOMaTH3UPOBAHHOM pabodeii cpeibl COBPEMEHHOTO apXUBHUCTa»; « COBpEeMEHHBIE

48
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MPOOJIEMBI U NEPCIEKTUBBI aBTOMATH3AI[UN apXUBHOTO Jenay; «[IpobieMsl u TpyqHOCTH HH(GOpPMaTU3ALUN
apXuBHOrO jena B Poccuny.

auddepeHIUPOBAHHBIN 3a4eT

Y4yeOnas npakrtuka YI1.02 36
Bunawbi patort:

— Opranuszanus paboTsl ¢ JOKYMEHTaMH: cO3AaHue npe3eHTannu «ObdecnedueHne COXpaHHOCTH JIOKyMEHTOB
apXuBay.

— MHcropust nokymenra: odopmiieHue Tabmunbl «OnpeneneHne TOBPEKACHUN HOCHTENS U TEKCTa
JOKYMEHTa» Ha OCHOBE IIPE/ICTABIICHHBIX TOKYMEHTOB.

— OcoOeHHOCTH XpaHEHMsI JJIEKTPOHHBIX JOKYMEHTOB: COCTaBJICHHME KOHCIIEKTAa [0 JIOKYMEHTY
«PexkomMeH1a1uu o nopsJKe yuera, oepaTUBHOIO XpaHEHHUs U 0TOOpa Ha MOCTOSTHHOE XPaHEHUE IEKTPOHHBIX
noxkymenTo», BHUNIAL, 2006.

— Opranuzanus COXpaHHOCTH JOKYMEHTOB: cO3laHue npe3eHTauuu «Cucrematusanus M pecTaBpanus
JIOMAIITHETO apXUBay.

— H3ydeHue COBPEMEHHBIX METOJOB CIACEHMS JOKYMEHTOB, IIOCTPAJaBIIMX B YPE3BBIYAMHBIX CUTyalUsX:
pecTaBpanys HAMOKIIHUX U UCIIAYKAaHHBIX JOKYMEHTOB U KHUT NOAPYYHBIMH CPEICTBAMM.

— OtpaboTka HaBBIKOB ITOMCKA UICTOPUUECKUX CBEJIEHUH Ha caiiTax apxuBoB P®d: cocraBieHre HCTOPUUECKON
cnpaBku «lIpodeccuonanbHo-peaOunuTalMoHHbIN 1IeHTp»: «HuKomaeBckuil 1OM NMPU3PEHUs] MpEecTapenbix U
yBeuHbIX rpaxaaH CaHkT-IleTepOyprckoro Kyneueckoro oomecTBa.

— IlpoBepka HamuuuMst W COCTOSHHMSI JOKYMEHTOB: O(OpMIIEHHE JOKYMEHTOB IO MNPOBEPKE HAIUYUs U
COCTOSIHUSI JIOKyMEHTOB: KHUTHM y4yeTa IOCTYIUIEHHS M BBIOBITHS JOKYMEHTOB; KapTOYKH IOCTEIAKHOTO
TOMOrpapuuecKoro yka3aTes.

— XpaHeHue JIOKyMEHTOB B TEXHOTPOHHBIX apXHMBax: cocTaBieHHe M odopmieHne Peectpa «Benymue
TEXHOTPOHHBIE ApXUBBI PDy.
audpepenupoBannblii 3auet YI1.02
IIpousBoacrBennas npaktuka II1.02 108

Bunsi pador:

— 3HAKOMCTBO C JIOKIbHOI HOpMaTUBHO-TIpaBoBO# 0a3oii (JIHB) opranuzanuu/yupexieHus.

— Omnpenenenne CTPYKTYpbl NPEANPUATHS, OPTaHU3ALUN APXUBHOTO (OH/1a. 3HAKOMCTBO C apXUBHBIM
o0ecriedeHrneM NpeaAnpHUsITHS.

— CucremaTu3zanus JOKYMEHTOB TEKYIIETo apxuBa. PacnpeneneHre JOKyMEHTOB B J€a.

— Ormpenenenue cocrasa JIOKYMEHTOB. N3yuenue HopsiAKa KOMILIEKTOBAHUS apxuBa
OpraHu3alH/yIpeKICHHUS.

— H3ydeHue TOKyMEHTOB B IIEJISIX OMPEAETICHUS CPOKOB XpPaHEHHS JOKYMEHTOB M 0TOOpa UX Ha TIOCTOSIHHOE
XpaHEeHHUE.
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— VYwyacTue B IPOBEJCHUU IKCIIEPTH3BI ICHHOCTU JOKyMEHTOB. OQopMIleHHE Pe3yIbTaTOB IKCIEPTU3BI
[EHHOCTH JJOKYMEHTOB.

— TloaroroBka ien Kk apxuBHOMY XpaHeHHI0. OhopMiIeHHE ONMCH AeT OpraHU3alllH.

— H3yuenwue anropurMma nepeaadn JOKyMEHTOB Ha apXUBHOE XpaHEHHE.

— CocraBienue onpeaeaeHHbIX HHPOPMAIHOHHBIX JOKYMEHTOB.

— Hcnonp3oBaHne apxXUBHBIX TOKYMEHTOB (MCIIOJIHEHHE 3aIIPOCOB, 00CTY)KHBaHHE TOJIb30BaTeNleH B
quTansHOM 3aie). OhopmileHnEe apXUBHBIX CIIPABOK, BBIUCOK, KO,

— TemaTtnueckas mog0OpKa KOMHI TOKYMEHTOB IS IOATOTOBKY HH(OPMALIMOHHBIX MEPOIPUSITHI:
BBICTABOK, KOH()EPEHIU U JIp.

— 3amnonHeHue 0JIAaHKOB YYETHBIX JIOKYMEHTOB apXUBa MPEANPUSATHS.

— 3anoJHEeHHEe OTYETHOU M TeXHUYECKON TOKYMEHTALUU.

aupdepenuupoBannbiii 3auer I1I1.02

Beero 3ansTuii IIM 02 296

CamocrosiTesibHas padora 148

72
Yl

108
11

MakcumanbHas yyeOHasi Harpy3ka o0y4varomuxcs IIM 02 444

180

J1s XapaKTepUCTUKN YPOBHS OCBOCHHs y4EOHOI0 MaTepualla UCIOJIb3YIOTCS CIeIyIoIue 0003HaueHuUs:

1 — o3HaKOMUTENBHBIN (y3HABaHUE paHEe U3YYEHHBIX 0OBEKTOB, CBOWCTB);

2 — peTpOTyKTUBHEIH (BBITOIHEHHUE ACATEIBHOCTH TI0 00pasily, MHCTPYKIIUU WIIU TIOJ PYKOBOJICTBOM);

3 — IPOYKTUBHBIN (TJTAHUPOBAHUE U CAMOCTOSATEIIHOE BBIMOJIHEHUE JESITEIbHOCTH, PELIeHNE TPOOIEMHBIX 3aj1a4).
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3. YCJIOBUA PEAJINZALIUUA ITPOTPAMMBI TIPO®ECCHUOHAJIBHOI'O MOAYJIA
3.1. TpeGoBaHusi K MUHUMAJIBLHOMY MATEPUHAIbLHO-TEXHHYECKOMY 00ecrevdeHn 0

Peanusarus nporpammsl po(hecCHOHATEHOTO MOAYJIS MPEAToaracT HaTnIre y4eOHbIX
KaOMHETOB:

M/IK.02.01. Opranu3anusi ¥ HOPMATHBHO - IPABOBbIe OCHOBBI APXMBHOIO /1e/1a
MHoOro(pyHKIMOHAJbHbIH KAOUHET
O6opynoBanue:
nepcoHanbHbll  KoMmmbloTep (KK MoHuTOp, cucTeMHBIA OJOK, KIaBUATypa, MBIIIKA)
uMeromil BeIxoJ B IHTepHeT; BeO-Kamepa; TeleBU30p; Y4eOHO-HAMIAIHBIE TTOCOOMs (TUTaKkaThl),
MapKepHas T0CKa ; yueOHast MeOeb (CTOJ U CTYJI MPEMoAaBaTels, MapThl, CTYJIbs, MIKa®).

M/K.02.02. O6ecnieueHrne COXpAaHHOCTH JOKYMEHTOB
KaOuner apxuBoBegeHus
Ob6opynoBanue:
[IEPCOHANbHBIA KOMIbIOTEp (HOYTOYK) HMeromui BbiIxoa B HHTepHeT; TeneBu3op;
MapKepHast Jocka; ydyeOHasi MeOelb (CTOJ U CTYJ MperojaBaTelis, NapThl, CTY/bs, MKad, cTeuIax
METaJTHYCCKHIA).

Peanuzanuss nporpammbl  Ipo(ECCHOHATBHOTO MOAYJSL IPEAINONaracT o00s3aTeNbHYIO
y4eOHYIO MPAKTUKY, a TAaKXKEe MPOU3BOJACTBEHHYIO MPAKTUKY, KOTOPYIO PEKOMEH]IyeTCsS MPOBOAUTD
KOHIICHTPUPOBAHHO.

VII.02. YyeOHasi npaKkTUKa
JlaGopaTopusi 1OKyMEHTOBe/eHUS
ObopynoBanue:
nepcoHanbHble KoMibloTepsl (KK MoOHUTOp, CUCTeMHBIH OJOK, KiIaBUATypa, MBIIIKA)
uMerre Beixoa B MHTepHeT; TenedoHHb ammapat; MOVY; Mebenb: CTONbI, Kpeciaa U CTYIbS,
mKagsbl.

IIpounsBoacrBennas npaktuka I111.02
[Ipon3BojcTBEHHAss NpPaKTHKa MPOBOJUTCS B OpPraHM3alUsAX U YUPEXKIEHUSX pa3IUdHbIX (opm
COOCTBEHHOCTH, HAaNpaBJICHUE JEATEIbHOCTH KOTOPBIX COOTBETCTBYET MPO(UII0 MOATOTOBKU
00y4aroImuxcst B COOTBETCTBUE C 3aKIIOYEHHBIM JJOTOBOPOM

3.2. NudopmanuoHHoe obecrieyeHre 00ydeHust

Ilepeuens pexoMeHAyeMbIX Y4eOHbIX wu3daHuii, W HTepHeT-pecypcoB, [10NOJHHUTEIbHOI
JIUTEPATYpPbl

HOpMaTI/IBH])Ie AOKYMCEHTbBI

1 ®enepanbhblil 3akoH: O0 apxuBHOM Jnene B Poccuiickoit denepanuu. YTBepk aeH
VYkazom Ipesunenta PO ot 22 oktsa6pst 2004 r. Ne 125-D3. //Poccuiickas razera. — 2004. — 27 mapra.
2. "TOCT P 7.0.8-2013. Haunonansublii cranaapt Poccuiickoit @enepanuu. Cucrema

CTaHAApTOB MO WHPOPMAIMK, OWONMOTEYHOMY U H3AATEIbCKOMY Jeny. Jlemonmpou3BOACTBO
u apxuBHoe j1e10. Tepmunsl 1 onpenenenus” (yrB.IIpukazom Poccrangapra ot 17.10.2013 Ne 1185c.

3 I'OCT 7.48-2002 CHBH]JI. KoncepBauusg I0KyMEHTOB. OCHOBHBIE TEPMHUHBI
Y OTIpEJIeIICHHUSL.

4. I'OCT 7.50-2002. CUBU /. Kouceppanust 1okymeHToB. O0111e TpeboBaHus.

5. I'OCT P 33.505-2003. Enunbiii Poccuiickuii cTpaxoBoil (QoOHA TOKYMEHTALUH.
Ilopsimox co3paHus CTpaxoBOro (oHAA TOKYMEHTALMH, SBISIOMIEHCS HAllMOHAJIbHBIM HAYYHBIM,



KYJIbTYpHBIM B HCTOpHUYecKUM HacieauneM. Jlata Benenns 01.01.2004.

6. [lpaBuna opraHu3anuy XpaHEHHs, KOMIUICKTOBAaHUS, Yd4eTa M HCIOJIb30BAHUS
JTOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit denepanyii M APYyrux apXWBHBIX JOKYMEHTOB B
OopraHax TOCYJapCTBEHHOW BJIACTH, OpraHaXx MECTHOI'O CaMOYIpPAaBICHHS U OpPTraHU3aLUIX
(yTBepkaeHsl npruka3oM MuHKyinsTypsl Poccun ot 31.03.2015 Ne 526).

7. [TpaBuiia pabOTHI 10JIb30BATENEN B YUTAIBHBIX 3aJ1aX TOCYJapCTBEHHBIX apXUBOB. M.,
2003.

8. [TpumepHas HHCTPYKLUSA 110 AEJIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OPTaHU3ALINS
(yrBepkaeHo npukazoM denepaabHOro apXxuBHOro areHTcTBa oT 11.04.2018 r. Ne 44).

) [IpumepHoe monoOXXKeHHE OO0 apxuBe OpraHu3aluu (YTBEPXKICHO MPHUKA30M
denepanbHOro apxuBHoro arentcTsa ot 11.04.2018 r. Ne 42).

10. OcHoBHBIE TpaBWia pabOTHl APXUBOB OPraHU3ALNN 0Z0OPEHBI PelICHHEM KOJUIETHH
Pocapxmuga ot 06.02.2002.

1. CrnoBapb BUJOB M Pa3HOBUIHOCTEN COBPEMEHHOM yNpaBlIeHUECKON JOKYMEHTAlUU -

®denepanpHoe O0KETHOE yupexiaeHue «Bcepoccuiickuii HaydHO-HUCCIEA0BATEIIbCKUNA HHCTUTYT
JIOKyMeHToBeeHus 1 apxuBHoro neia» (BHUWUIAAJL), Mocksa — 2014.

12, Koncrutymust Poccuiickoii ®enepanuu (NpuHSATa BCEHAPOIHBIM T'OJIOCOBAHUEM
12.12.1993) — cr. 68.

OcHOBHBIC HCTOYHUKH:

JOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS. Yuebnuk u npaktukym aist CI1O
https://biblio-online.ru/bcode/433679 [lyBanosa H. H. Poccutlickag aKajgeMus
HapoOJHOrO0 XO34icTBa M  TrocyldapcTBeHHOM ciayxObl mnpu [lpesunente P® (r. Mocksa).
[Ipodeccuonansuoe oobpazoanue ['pud YMO CIIO 2019 c 221
JOKYMEHTAILIMOHHOE OBECIHEYEHUE VIIPABJIEHWSA TIEPCOHAJIOM. VYwueOHuk u
npaktukym it CI1O https://biblio-online.ru/bcode/437238
Abynanze /. I'., Bempsoxkkuna WU. b., Macnoa B. M. MexayHaponHas akaaemusi OusHeca U
yrpasiieHus (r. Mocksa). IIpodeccuonansHoe obpazoBanue ['pud YMO CIIO 2019 ¢c299
JOKYMEHTAIIMOHHOE OBECIEYEHUE VYIIPABJIEHUS 2-e w3n., wchp. u 1om. YYeOHHK H
npaktukym st CITO https://biblio-online.ru/bcode/437587
Kazakesuu T. A., Tkanuu A. W. WHeTuTyT rocynapcTBEHHOrOo  aJMUHHCTpuUpoBaHus (T.
Mocksa); IHCTUTYT 35KOHOMUKH U KyJbTypbl (T.MockBa) Ilpodeccuonanbaoe obpazoBanue ['pud
YMO CIIO 2019 ¢.177
JOKYMEHTAIIMOHHOE  OBECIIEYEHME  VIIPABJIEHUA. JOKYMEHTOOBOPOT U
JEJIOTIPOU3BO/ICTBO 3-¢ u3s., nep. u gon. YueOHuk u npaktukym s CI10 https://biblio-
online.ru/bcode/433861
Kysnenos U. H. benopycckuii  rocynapcTBeHHbI  yHuUBepcUTET (I.  MuMHCK)
[Ipodeccuonansuoe oobpazoanue ['pud YMO CIIO 2019 c 462
JEJIOTIPOU3BO/ICTBO. Yuebnoe mocodue aast CI1O https://biblio-online.ru/bcode/438791
I'pososa O. C. [ToBomKCKHMii TOCYapCTBEHHBII TeXHOIOrHUecKuii yuusepcuret (r. Momxkap-Omna)
[Mpodeccnonansuoe oopazosanne ['pud YMO CIIO 2019 cl126
JOKYMEHTAIIMOHHOE OBECIIEUEHUE VIIPABJIEHUSA. Yue6nuk u mnpaktukym s CIIO
2.1. Posib rocymapcTBa B OpraHu3aiuu aenonpoun3Bozctsa https://biblio-online.ru/bcode/438586
Hoponuna JI. A., Uputukosa B. C.
lNocynapctBenHsIil yauBepcuteT ynpasienus (r. Mocksa). [Ipodeccrnonansnoe oOpazoBanne  ['pud
YMO CIIO 2019 ¢ 233
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHUSA + TECTBI B 3BC 2-e uzn., nep. u gor.
VYuebuuk u npaktukym s CI10 https://biblio-online.ru/bcode/438491
Kopunees 1. K., ITienko A. B., Mamypues B. A. lNocynapcTBeHHBIM YHUBEPCUTET
ynpasienus (r. Mocksa).  IIpodeccuonanbHoe obpazoBanue ['pud YMO CIIO 2019 c384

I[OHO.]'[HI/ITGJILHLIB HCTOYHUKHU:
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OCHOBBI JEJIOITPOU3BOACTBA 2-e uzna., nep. u gon. YueOHuk u npaktukym s CITO
https://biblio-online.ru/bcode/439063 [lyBanoBa H. H., MBanoBa A. 0. ; Poccuiickas
aKaJeMusi HApOIHOTO XO3SMCTBA W TOCymapcTBeHHOW ciyxObl npu Ilpesunmente PD (r. Mocksa).
[IpodeccuonansHoe obpazoBanne ['pudp YMO CIIO 2019 c 428
APXUBOBEJIEHUME. UICTOPUS APXNUBOB POCCHUM C JPEBHEUIIINX BPEMEH JIO HAUAJIA
XX BEKA. Yuebnoe nocobue st CIIO  https://biblio-online.ru/bcode/442483
Ilemenkona C. U. ; nox Hayu. pea. Ma3zyp JI.H. Vpanbckuii  enepanbHbIA  YHUBEPCUTET
umenu nepsoro IIpesunenta Poccun b.H. Enbiinna (r. Ekarepunoypr).  IIpodeccrnonanproe
obpazoBanne ['pud YMO CIIO 2019 c153
APXVMBOBEJIEHUE. BAPYBEXHA POCCHUKA. Yueouuk mans CITO  https://biblio-

online.ru/bcode/442482 ITomos A. B. Poccuiickuii  rOCyJapCTBEHHBI  TI'yMaHHTapHBIN
yauBepcuteT (r. MockBa).  IIpodeccuonansHoe oopazoBanne ['pud YMO CIIO 2019 c 168
METOIUKA U ITPAKTUKA APXVBOBEJIEHUS. Yueonuk aius CI1O https://biblio-
online.ru/bcode/438495 Packun /. 1., Cokonos A. P. Cankr-IlerepOyprekuii
rocynapctBeHHbli yHuBepcuTeT (. Cankt-Ilerepoypr).  IlpodeccuonanbHoe oOpa3zoBanue  ['pud

YMO CIIO 2019 ¢ 350
JOKYMEHTOBEJIEHUE 2-¢ u3a., nep. u gon. Yuebuuk u npaktukym s CI1O
https://biblio-online.ru/bcode/433551 [Mox pen. dopouunoii JILA.
I'ocynapctBennblit yHuBepcutet ynpasieHus (r. Mocksa). IIpodeccuonansHoe oOpasoBaHHe
I'pud YMO CI1O 2019 ¢ 309

OTUKA U TICUXOJIOI'UA JEJIOBOI'O OBUIEHUA 2-¢ u3a., mep. u gom. YdeOHOE TocoOue Jyis
CIIO https://biblio-online.ru/bcode/441942 Cob6onpankoB B. B., Kocremko H. A.
;HoBocubupckuit roCcyJapCTBEHHBIN NeJaroru4ecKui YHUBEPCUTET (r.
Hosocubupck).IIpodeccuonansuoe oopazoanue ['pud YMO CIIO 2019 c202
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3.3. O6uue TpeOOBaHNSI K OPraHU3aIlUM 00pa30BaTeIbHOIO Mpoecca

OOs3aTenbHBIM  yCIOBHEM JIOMyCKa K MPOU3BOJACTBEHHOM MpPAaKTUKE B  paMKax
podecCHOHATEHOTO MOJYJISL SIBIISIETCS OCBOCHHE YYEOHOW MPAKTUKH JJISl TOJYUEHUS MePBUYHBIX
npodeccrnoHaATbHBIX.

3.4. KaapoBoe obecneueHne 06pa3oBaTejibHOIO Mpoiecca

TpeOoBanusi K KBaIM(UKAUK TEIArOTMYSCKUX (MH)KEHEPHO-TIEAArOrHUECKUX) KaJllpoB,
00eCIeYnBAOIUX 00YUYCHUE TI0 MEXTUCIIMIUTMHAPHOMY KYpPCY: Tearorn4eckue Kaapbl, IMEIOIIHE
cpeanee mpodeccuoHaNbHOE WM BbICIIee MpogeccCHOHAIbHOE 00pa3oBaHME, COOTBETCTBYIOIIEE
PO UITIO IPET01aBAEMOT0 MOIYIIS.

TpeOoBanust Kk KBaTU(UKAIIMK TEIArOTHYCCKUX KaJpPOB, OCYIICCTBISIONIMX PYKOBOJCTBO
MPAKTUKON: HWH)KCHEPHO-TIEAarOrMUeCKUil COCTaB: cpeaHee Npo(ecCHOHANIbHOS WM BBICIICE
npodeccronanpHOe 00pa3oBaHKe B JaHHOW oOimacTu. Macrtepa: cpenHee nmpodeccrnoHalbHOe WK
BEICIIIEE MPOQEeCCHOHATBHOE 00pa3oBaHUE B JAHHOW OOJIACTH W paspsia MO OJHOW U3 MpodeccHii
OKIIP.

[IpenonaBaTeny MeXAUCIUIUIMHAPHBIX KYPCOB H MacTepa MPOU3BOACTBEHHOT'O O0yUYCHHUS
JIOJDKHBI IPOXO/IUTH CTXKUPOBKY B MPO(HUIIBHBIX OPraHU3aIIUsAX HE PEKE OJJHOTO pasa B 3 roa.



4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
MPO®ECCUOHAJIBLHOTO MOAY.JISI (BUJA AESTEJILHOCTH)

Pe3yabTarhl
(ocBoeHHbBIE
npogdeccuoHanbHbIE
KOMIIeTEeHIINH)

OcHOBHBIE MOKA3aTeIHN
Pe3yJbTAaTOB NOATOTOBKH

@DopMBbI U METOAbI KOHTPOJIA

[IK 2.1. ®opmupoBath
nena.

- (hopmupoBanue nena.

—  YCTHBIM ONpoC

—  TECTHPOBAHHE,

—  OLICHKA BBINOJIHEHUS
npakTudeckux padot NeNel-26; NoNel-23
no MJIK.02.01, MIK.02.02.

—  OLICHKA BBIIOJIHEHUS
BHEAyJIUTOPHON CaMOCTOATEIbHON
paboThI

—  HaOIroIeHUE U OLIEHKA JAeHUCTBUI
Ha yueOHo# nmpaktuke YII1.02

—  OILICHKa BBINOJIHEHHBIX PabOT Ha
yuebHoil npakTuke YI1.02

—  OLICHKA TBOPYECKOM U JEIOBOM
aKTUBHOCTH IIPU BBIINOJIHEHUH PaboT Ha
yuebHoii npaktuke YI1.02

—  OT3BIBBI C MECTa IPOXOXKICHHS
I111.02

—  KOMIUICKCHBIE
T depeHpoBaHHbIE 3a4EThI

[IK 2.2. ObecnieunBaTh
OBICTPBII MOUCK
JOKYMEHTOB I10
Hay4YHO-CIIPAaBOYHOMY
anmnapary (KapToTekaMm)
OpraHM3alMH.

- IEMOHCTpAIIMsl HABBIKOB 110
MOUCKY JOKYMEHTOB 10
KapTOTEKeE.

—  YCTHBIN OIIpPOC

—  TECTUpPOBAHHE,

—  OLICHKA BBIIIOJIHEHMS
npakTuaeckux padot NeNel-26; NoNel-23
no MJIK.02.01, MJIK.02.02.

—  OLICHKA BBIIIOJIHEHMS
BHEAYIUTOPHON CaMOCTOSITEITbHON
paboTHI

—  HaOIIoJeHHe U OLICHKA JENCTBUH
Ha y4eOHoll npakTuke YII.02

—  OlIEHKa BBIMOJIHEHHBIX paboT Ha
yueOHoii npaktuke YI1.02

—  OLICHKA TBOPYECKOU U JIEJI0BOU
aKTUBHOCTH IIPU BBIMOJIHEHUH paboT Ha
yueOHoii npaktuke YI1.02

—  OT3BIBBI C MECTA IIPOXOXKICHUS
[111.02

—  KOMIUIEKCHBIE
T depeHIpoBaHHbIE 3a4EThI




[IK 2.3. Cucremarusup
OBaTh U XPaHUTh
JOKYMEHTBI TeKYIIIETO
apxuBa.

- BBIIIOJIHEHUE
CHCTEMaTH3aLUH
JIOKyMEHTOB OpraHU3aLUH;
- OCYILIECTBIISITh HAJIEKHOE
XpaHEHHE IOKYMEHTOB.

—  YCTHBIH OIIPOC

—  TeCTUpPOBAHHE,

—  OIICHKA BBITIOJTHECHHUS
npakTundeckux padbot NeNel-26; NeNol-23
no MJIK.02.01, MJIK.02.02.

—  OIICHKA BBITIOJTHECHHUS
BHEAYIUTOPHOM CaMOCTOSITEIIbHON
paboThI

—  HabIIOACHUE U OLIEHKA ACHCTBHI
Ha yueOHo# npaktuke YI1.02

—  OIICHKA BHIMIOJHEHHBIX PaboT Ha
yuebHoi npaktuke YI1.02

—  OLICHKa TBOPYECKOM M JIEJ0BOU
aKTUBHOCTH IIPH BBIIIOJIHEHUU paboT Ha
yuebHoii npaktuke YI1.02

—  OT3BIBBI C MECTA MPOXOXKICHHS
[111.02

KOMIUIEKCHBIE T (HepeHITPOBAHHBIC
3a4eThl

IIK 2.4. O6ecneynBartn
COXPaHHOCTh
MPOXOJAIICH
CITyeOHOM
JOKYMEHTAIUU.

- obecnieunBaTh COXPaHHOCTh
JIOKYMEHTAIT|H.

—  YCTHBIN OIIpOC

—  TECTUpPOBAHUE,

—  OLICHKA BBIIIOJIHEHUS
npakTrHyeckux padot Nel-26; Nel-23 o
MJIK.02.01, MIK.02.02.

—  OLICHKA BBINOJIHEHUS
BHEAYJMTOPHON CaMOCTOSITENbHOMN
paboThI

—  HaOIIoJeHHe U OLICHKA JEUCTBUN
Ha ydyeOHo# npaktuke YII1.02

—  OIIEHKa BBHIMOJHEHHBIX paboT Ha
yuebHoii npaktuke YI1.02

—  OLIEHKA TBOPYECKOM U JENOBOM
aKTUBHOCTH IIPH BBIMIOJIIHEHUU paboOT Ha
yuebHoii npaktuke YI1.02

—  OT3BIBBI C MECTa MPOXOXKICHUS
[1I1.02

KOMILJIEKCHBIE TP PepeHIpOBaHHbIE
3a4eThl

IIK 2.5.ToToBUTh ™M
nepeaaBaTh
JIOKYMEHTBHI Ha
apXHUBHOE XpaHEHHE.

- ISMOHCTpAIINs HABBIKOB T10
MOJITOTOBKE JJOKYMEHTOB K
riepeiaue B apXuB;

- TIepeiada JOKYMEHTOB B
apXUB.

—  YCTHBIH OIIpPOC

—  TECTHpOBAaHHUE,

—  OLICHKA BBIMOJIHEHUS
npakTHdeckux padot Nel-26; Nel-23 mo
M/IK.02.01, MIK.02.02.

—  OIICHKA BBITIOJTHEHUSI
BHEAYJUTOPHON CaMOCTOATENHLHON
paboTHhI

—  HaOJroJeHHe U OLIEHKA JEWCTBUH
Ha yueOHol npaktuke YI1.02




—  OIICHKA BBHIMIOJHEHHBIX paboT Ha
yaeOHo# mpaktuke YI1.02

—  OLIEHKA TBOPYECKOM U JEIOBOM
AKTUBHOCTH IIPH BBIIIOJIHEHUU padoOT Ha
yaeOHo# mpaktuke YI1.02

—  OT3bIBBI C MECTa IPOXOXKICHHS
I111.02

KOMIUIEKCHBIE T (epeHITIPOBAHHBIC
3a4eThl

—  YCTHBIH OIIPOC

—  TECTUPOBAHMUE,

—  OLICHKA BBIIOJIHEHUS
npakTrdeckux padbot Nel-26; Nol-23 mo
M/IK.02.01, MIK.02.02.

—  OLICHKA BBIIOJIHEHUS
BHEAyJIUTOPHON CaMOCTOATEbHON
paboThI

—  HaOIroIeHUE U OLIEHKAa AeHUCTBUI
Ha yueOHo# npakTuke YII1.02

—  OIICHKA BBINOJIHEHHBIX PadOT HA
yuebHoii npaktuke YI1.02

—  OLIEHKA TBOPYECKOM U JENOBOM
aKTUBHOCTH IIPU BBINOJIHEHUH PaboOT Ha
yuebHoil npakTuke YI1.02

—  OT3BIBBI C MECTa IPOXOXKICHHS
[111.02

TIK 2.6. OGecnieunBaTh
COXPAHHOCTh

- o0ecrieueHre COXpaHHOCTU
JIOKYMEHTOB B apXHBE.
apXMBHBIX JOKYMEHTOB
B OpraHu3aIyH.

KOMIUIEKCHBIE U (epeHITIPOBaHHbIE
3a4€Thl

q)OpMI)I U MCTOJAbI KOHTPOJA MW OLCHKHU PE3YJIbTAaTOB 06yT~I€HI/I$[ JOJIDKHBI IIO3BOJIATH
MpOBEPATH Y OGy‘I&IOH.[I/IXCSI HC TOJIBKO C(I)OpMHpOBaHHOCTL HpO(beCCI/IOHaJ'IBHLIX KOMHCTCHHHﬁ, HO
" pa3sBUTHC O6H.[I/IX KOMHCTCHHHP’I u O6€CH€‘II/IBaIOH_[I/IX HnXx YMeHI/II\/’I

PesyabTaTsl OcHoBHbBIC OKa3aTeIn ®opMBI M METOABI
(ocBoeHHBbIE 001IHE pe3yJbTaToB NOATOTOBKH KOHTPOJIA
KOMIIeTEeHIIHH)

OK 1. [loHumars CymHoCTb U JleMoHCTpanus uHTEpECa K Habmonenue

COIMAJIBHYIO 3HAYUMOCTh CBOEH
Oymayuieit npodeccuu, mposSBIATH
K HEM YCTOMYMBBIA HHTEPEC.

Oynymien mpogeccuu B mpoiiecce
TEOPETUYECKOTr0 00yUeHus,
IIPOM3BOJICTBEHHON U y4eOHOI
MPAKTUKH;

O6ocHOBaHME CYIIHOCTH U
COLMAJIBHOWM 3HAYMMOCTH CBOEH
Oynymeii nmpodeccuu;
J1oGpocoBECTHOE BBITIOTHEHUE
y4eOHbIX 00s13aHHOCTEH MTpH

3a 1eATENbHOCTBIO
o0ydJaromierocs B mporecce
OCBOEHHUS y4eOHOM
nporpammbel MJIK.02.01,
MJIK.02.02., yueOHOMU
npaktuky YI1.02
WNuTtepnperanus
pe3yabTaTOB HAOIIOJCHUI
3a IeATeNbHOCTBIO




OCBOEHHUU TIPO(HEeCCHOHATLHOM
JeSITeIIbHOCTH

o0yuJaromerocs: B mporecce
OCBOEHUS y4yeOHOMI
nporpammbel MJIK.02.01,
MJIK.02.02., yueOHOMU
npaktuku YI1.02

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO JICSATEIBHOCTD,
UCXO/IS U3 1IeJTU B C1IOCO0O0B ee
JOCTUKEHUS, OTIPEICIICHHBIX
PYKOBOJIUTEIIEM.

- 000CHOBaHHBIN BbIOOD U
IPUMEHEHHE METO/I0B M CIIOCOO0B
penreHus npogecCHOHATBHBIX
3a7a4 B 00JIACTH MOJICPHU3ALIUT
anmapaTHOro ooecrneyeHus
BBIYUCIUTEILHON TEXHUKH;

- TpaBWIbHAS
MOCJIEIOBATEIBHOCTD BBITTOJIHEHHS
JIEHCTBHI Ha TAOOPATOPHBIX,
NPaKTUYECKUX paboTax, BO BpeMs
y4eOHOH NMPAKTHUK B COOTBETCTBHH
C MHCTPYKIHSMH, YKa3aHUSAMU H
T.IL.

AHanu3 pe3yiabTaToB
BBITIOJTHEHUS IPAKTUYECKUX
pador.

OK 3. AnanuzupoBath pabouyro
CUTYAIUIO, OCYILIECTBIATh
TEKYIIUHA U UTOTOBBIN KOHTPOJIb,
OLICHKY ¥ KOPPEKIUIO
COOCTBEHHOM IE€ATEIBLHOCTH,
HECTH OTBETCTBEHHOCTbH 32
pe3yiabTaThl CBOEH pabOTHI.

- JICMOHCTpAIHS CITIOCOOHOCTH
NPUHUMATh PELICHUS B
CTaHJIAPTHBIX U HECTAHIaPTHBIX
CHTYaIUSIX ¥ HECTH 32 HUX
OTBETCTBEHHOCTh

- TOJIHOTA MPECTaBICHHHN 3a
MOCJICICTBHSI HEKAYECTBEHHO U
HECBOEBPEMEHHO BBIMOJIHCHHOM
paboThI

TectupoBanue
HaGnronenue u sxcnepTHast
orieHKa 3 PEeKTUBHOCTH U
IPaBUIBHOCTH CaMOAHaIN3a
MPUHUMAEMBIX PEIICHUH Ha
MPAKTUYECKUX 3aHATUAX, B
npoiiecce yudeOHou
IPAKTUKH

OK 4. OcymiecTBasATh MOUCK
nHpopManuu, HeOOXOAUMOH ISt
3(PEKTUBHOTO BBITOTHEHUS
npodeccnoHanbHBIX 3a7a4

- IGMOHCTpAIHs MPUEMOB U
croco00B padoThI ¢ pa3TUYHBIMU
MH(OPMalOHHBIMU
UCTOYHHUKAMHU

(yueOHOI, CTTpaBOYHOM,
TEXHUYECKOH TuTeparypoil) s
3¢ (HEeKTUBHOTO BHITIOTHEHHS
npodeCCHOHATBHBIX 3aa4

Habntonienue u a3xcnepTHas
OLICHKA Ha MPaKTUYECKIX
3aHATUAX, ITPU BBIITOJTHCHUHN
pabot no yueOHoi
MIPaKTUKE.

OK 5. Ucnonb3oBath
MH(pOPMAaIMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU
B nipoeccroHanbHOM
JeSITeTbHOCTH.

- IEMOHCTpAIIHS HaBBIKOB
NOJy4YeHUs: HTHPOPMALIUH U3
AIIEKTPOHHBIX YUEOHUKOB,
00yYaromux Mporpamm.

- IEMOHCTpAITUS HABBIKOB
UCTob30BaHus MHTEpHEeT
pecypcoB B mpoeccHoHaTbHON
NeSITETbHOCTH.

PesynbTaThl BRIIOTHEHUS
3aJJaHui (TIpe/icTaBIEeHHAs
uH(popmManus Ha
AJIEKTPOHHOM HOCHTEIE).
Ha6mronenue u sxcnepTHas
OLIEHKA Ha MPAKTUYECKUX
3aHSATHUSX, TIPU BHITIOJTHEHUT
pabot no yueOHoi
MIPaKTHKE.




OK 6. PaboraTh B KOMaH]IE,
3¢ heKTHBHO 00IIATHCS C
KOJIJIETaMH, PYKOBOJICTBOM,
KJIUCHTaMHU.

-KOPPEKTHOE B3aUMOJCICTBUE C
0o0yJarouMucs,
MIPENoIaBaTeNIIMA U MacTePaMH B
X0JIe O0y4IeHHUS;

-II0JIHOTA IIOHMMAHHUS TOT'0, YTO
YCHEIIHOCTh U PE3YIhbTaTUBHOCTh
paboThI 3aBUCHUT OT
COTJIACOBAaHHOCTH JECHCTBUM BCEX
Y4aCTHUKOB KOMaH/IbI
paboTarIIuX;

Pesynbratrel yuactus B
KOMAaHJIHBIX MEPOIIPUATHUAX.

OK 7. UcnonHATh BOUHCKYIO
0013aHHOCTD, B TOM YHCJIE C
MPUMEHEHHEM TIOJTYYeHHBIX
poeCCUOHAIBHBIX 3HAHUM (151
FOHOIIICH).

Bnanets cnocobamu
0ecKOH(DIUKTHOTO OOIICHUS U
CaMOPETYJISALIMHU B SKCTPEMAIbHBIX
YCJIOBHUSX BOCHHBIX JICHCTBUM,
Ype3BbIYANHBIX CUTYaLIUSIX U B
[TOBCETHEBHOMW JIESITEIbHOCTH

MoaenupoBaHue CUTYyalUH,
Ha0It0/IeHNE U OlIEHKa




