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1. IACHOPT PABOYEHN MPOI'PAMMBbBI MEXKJIJUCIITUILIMHAPHOT' O
KYPCA
1.1. Obs1acTh NPUMEHEHHS POrPAMMBbI
Pabouas nmporpamma mexauCIUILIMHAPHOTO Kypca (nanee — MJIK) siBasieTcst
Y4acThlO0 MPOTrpaMMbl MOJATOTOBKH KBAJIM(PHUIMPOBAHHBIX PA0OYMX, CIY>KAUIUX IO
npodeccun  46.01.03 JlenonpousBoaurens, pa3zpadoTaHHOW B MOCKOBCKOM
00JJaCTHOM Ka3a4beM MHCTUTYTE TEXHOJIOrUH U ynpasieHus (punmmnan) GI'BOY BO
«MOCKOBCKMI I'OCYIApCTBEHHBIM YHUBEPCUTET TEXHOJIOTUM U YIPABICHUS UMEHU
K.T". PazymoBckoro (IlepBbiit kazauuii yHuBepcuTeT)» (nanee — uiuain).
1.2. Mecro MJIAK B cCcrpykrype nporpaMmsbl  NOATOTOBKH
KBAJIM(PUUMPOBAHHBIX Pa004HX, CHYKAMX
Juconmumuaa MJIK.02.01 Oprannsanys ¥ HOpMaTUBHO-IIPABOBBIE OCHOBBI
apXMBHOIO JieJla OTHOCUTCS K MPOPECCHOHATIBHOMY MOAYJI0 MPOrpaMMbl
MOATOTOBKY KBATU(PUIMPOBAHHBIX pa00UHX, CITYKAIIHUX.

1.3. Hesn u 3apaun M/IK - TpeboBaHus K pe3yibTaTaM OCBOCHUA
AUCHUTITHHBI

OO0s3aTenbHas 4acTb.

C  uenpl0  OBIAJEHUA  YKa3aHHbIM  BHUJIOM  JCSTENBHOCTH  H
COOTBETCTBYIOIIMMH MPOPECCUOHANBHBIMA KOMIETEHIMSAMU OOyYaronIuiics B
X0/1e OCBOEHHMSI MPO(HECCUOHATBHOTO MOJYJISI IOJKEH

HMeTh NMPAKTHYECKUH ONbIT:

- TOKYMEHTUPOBAHUS U JIOKYMEHTAalMOHHON 00pabOTKU JOKYMEHTOB

KaHLIEJSIpUH (apXHBa);

yMeTh:

- POBEPATH MPABWIBHOCTH 0()OPMIICHUS JOKYMEHTOB;

- CHCTEMaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIIETO apXUBa;

- (popMHpOBaTHh CHPABOUYHBIN armapar, 00eCreYUuBAIONINN OBICTPBINA MOUCK

JOKYMEHTOB;

- OCYLIECTBIATh JKCIIEPTU3Y JOKYMEHTOB, TOTOBUTH U
repeaBaTh JTOKYMEHTAJIbHBIE MAaTEpUAJIbl HA XPAaHEHUE B apXUB;

3HATh:

- OCHOBHBIE MOJIOKEHUS Enunon rOCY/JapCTBEHHOU CUCTEMBI
JEJIONPOU3BOJICTBA;

- BUJIbI, (PYHKIIMH TOKYMEHTOB, ITPaBUJjIa KX COCTABJICHUS U OPOPMIICHHUS;
- IOPSIIOK JOKYMEHTHUPOBaHUS MH(OPMALIMOHHO-CIIPABOYHBIX MaTEpUAJIOB.

BapuaTtuBHas 4acTb.

C LICJIBIO OBJIAJICHUS  yKa3aHHBIM BUJIOM JICSITCIILHOCTHU u
COOTBETCTBYIOIIMMU MPOGECCHOHAIBHBIMU KOMIIETEHIIUAMHU OOydYaromuiicss B
X0J1€ OCBOCHHUS TPOPECCUOHATLHOT'O MOJTYJIS TOJIKEH

HMEThb NPAKTUYECKHUIl OIBIT:
- TOKYMEHTHUPOBAHUSI U JIOKYMEHTAIIMOHHOW 0OpabOTKH IOKYMEHTOB




KaHIIEIIpun (apXuBa);

yMeTh:

- POBEPATH MPABWILHOCTH 0()OPMIICHUS JOKYMEHTOB;

- CHCTEMaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIIETO apXUBa;

- (popMHpOBaTHh CHPABOYHBIN armapar, 00eCreYuBAIONINN OBICTPBIN MOUCK
JIOKYMEHTOB;

- OCYLIECTBIATh JKCIIEPTU3Y JOKYMEHTOB, TOTOBUTH U
repeaBaTh JOKYMEHTAJIbHBIE MAaTEpUAJIbl HA XPAaHEHUE B apXUB;

3HATh:

- OCHOBHBIE [OJIOKEHUS Enunon rOCY/JapCTBEHHOU CUCTEMBI
JEJIONPOU3BOJICTBA;

- BUJIbI, (DYHKIIMH TOKYMEHTOB, ITPaBUjIa KX COCTABJICHUS U OPOPMIICHHUS;
- IOPSIIOK JTOKYMEHTHUPOBaHUS MH(OPMALIMOHHO-CIIPABOYHBIX MaTEPUAJIOB.

B mpomecce OCBOCHHS IUCHUIUIMHBI y OOYYarONmUXCS JTOJDKHBI OBIThH
chopmupoBanbl 001mue kommnereniuu (aanee - OK):

Kon HaumeHnoBaHue pe3yJbTaTta 00y4eHHus

OK 1 |IloHuMarh CyIIHOCTb U COLMAIIBHYIO 3HAUUMOCTh Oy Ty1ieit
npodeccuu, NposiBISATh K HEW YCTOMUYMBBIA HHTEPEC

OK 2 | OpranuzoBbsiBaTh COOCTBEHHYIO JACSITEIBHOCTh, UCXO/S U3 LIENU U
CO0CO0OB €€ TIOCTUKEHUS, ONIPEJECICHHBIX PYKOBOIUTEIIEM.

OK 3 | AHanu3upoBaTh pabOYyI0 CUTYalHIO, OCYIIECTBISTh TEKYIIUN U
UTOTOBBIN KOHTPOJIb, OLEHKY U KOPPEKLUIO COOCTBEHHOMN
JEsITeNbHOCTH, HECTU OTBETCTBEHHOCTbH 3@ PE3YJIBTATHI CBOEH pabOThI
OK 4 | OcymiecTBisTh HOUCK MHPOPMALIMH, HEOOXOAUMOM JIJIst

3¢ ()EeKTUBHOTO BHINOJIHEHHS NPO(ECCHOHATBHBIX 33]1a4

OK 5 | Ucnonws3oBaTh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
poeCCUOHAIBHON JIEATEIbHOCTH.

OK 6 | PaGoTaTh B komaHe, 23 (HEKTUBHO OOIIATHCS C KOJJIETaMU,
PYKOBOJICTBOM, KJIMEHTAMHU

OK 7 | UcnionHATh BOMHCKYIO 005I3aHHOCTh, B TOM YHUCJIE C MPUMEHEHHEM
MOJTYYEHHBIX TPO(PECCUOHANIbHBIX 3HAHUH (JIJ1S1 FOHOIIIEH)

Conepxanue MJIK opueHTUpOBaHO Ha MOATOTOBKY OOy4YarolUXCAd K
OCBOCHHIO TMPOGECCHOHATBHOTO MOMAYJS MPOTPAMMBI  KBaTHU(PUIIUPOBAHHBIX
pabounx, ciuyxamux no mpodeccun 46.01.03 JlenonmpousBoautenb 0a30BOM

MOATOTOBKHU U OBJIAJICHUIO MpodeccuoHaNbHBIMU KoMneTeHIsaMuU (nanee - 11K):
Kon HaumeHoBaHue pe3yabTaTta 00y4eHust

IIK 2.1 | ®opmuposats zena.




[IK 2.2 | ObecneunBath OBICTPBIN MOUCK IOKYMEHTOB [0 HAYYHO-CIIPABOYHOMY
anmnapary (KapToTeKam) OpraHu3aluu

IIK 2.3 | CucremMaTu3upoBaTh U XPaHUTh JOKYMEHTHI TEKYLErO ApXUBA

I[IK 2.4 | ObecneunBaTh COXPAHHOCTb MPOXOJIAIICH CITYKEOHON JOKYMEHTAIIUH

I[IK 2.5 | 'oToBUTH 1 nepeaBaTh JOKYMEHTHI HA APXUBHOE XpPAHEHUE

[IK 2.6 | ObecnieunBaTh COXpaHHOCTh apXUBHBIX JOKYMEHTOB B OpraHU3aluu

1.4. Koam4yecTBo 4yacoB Ha ocBoenue M/IK

MakcumanbHON yueOHOH Harpy3ku o0yuaromierocst 275 4acoB, B TOM YHUCJIE:
o0si3aTeNbHON ayJUTOPHOM yueOHOU Harpy3Kku oOyuaronierocst 186 4acos;
CaMOCTOSITENILHOM paboThl 00yuaromierocs 89 4acos.




2. CTPYKTYPA U COAEP KAHUE M/IK

2.1. O0bem yueOHOM AUCHMIVIMHBI U BUABI y4eOHOH PadoThI

Bupa yueOHoO# 1eATeILHOCTH

O0BeM yacoB

MakcumanbHas yueOHasi Harpy3ka (Bcero) 275
OO6si3aTenbHas ayquTopHasi yueOHasi Harpy3ka (BCEro) 186
B TOM YHCJIC:

JICKLINHU 78
nabopaTopHbie pabOThI HE IPEeyCMOTPEHO
MPAKTUYECKUE 3aHATHUSL (8 mom 4ucne & gude MPaKMuUH4ecKoll 108
M0020Mo8KU)

KOHTPOJIbHBIE pa0OThI +
CamocTtosiTenbHas paboTa oOyyaroierocs (Bcero) 89
B TOM YHCJIC:

BHEAYyIUTOPHAs CAMOCTOSITeNIbHAsE paboTa 89

[IpomexxyTouHas arrectauus B popMe KOHTPOJIbHON padOThI




2.2. TemaTnyeckuii nuian u cogepxanne MK

HaumenoBanue pasnenos

npodeccuonanbHoro Mmoayist |Coaep:kanue y4eOHOro MaTepuaia, 1a0opaTopHbie pabOThl M MPAKTUUECKUE 3aHITHSA, YpoBeHb
(IIM), MeXTMCIMITIMHAPHBIX |CAMOCTOSITENbHAsE paboTa 00yJaromuxcs, KypcoBasi paboTa (IIpoeKT) OO0beM 4acoB  |0CBOECHMS
kypcoB (M/IK) u Tem
1 2 3 4
Pazpnen 1. O6uue noJioxxeHnst apXuBHOIO JeJia
Coaepxanue 8
Tema 1.1. Ciry:x0a 1. |Crmyx06a JOKYMEHTAllMOHHOTO 00eCHeueHUs YIpaBICHHS 2 1
MOKYMEHTALIMOHHOI' 0
oGecIeden s ypaBieHus 2 |HopmaTuBHO-IpaBOBbIE OCHOBBI apXUBHOIO JieNa. 3aKOHOAATeNbCTBO PD B 2
00acTH apXHUBHOTO JeTa.
3 [[Hopsnok obecrieueHUsi COXPAHHOCTH JOKYMEHTOB B OpraHu3aluu. ApxuB 2
yupexaenus.Opranusanus apXxuBHOTO XpaHEHUs JOKYMEHTOB Ha
MpEANPUSITHH.
4 |O6opymoBaHue apxuBa npeanpusTus. TpeOdoBaHUs K MOMEIICHUIO apXUBa. 2
JlabopaTopHbie paboThl He nmpenxycmorpeno
IIpakTH4eckue 3aHATHS 6
Nel «HopmaTHBHO-IIpaBOBbIE aKThl B ApDXMBHOM JIEJIE» 6
KoHTtpoJibHbIE pPabOTHI He npenycmorpeno
CamocrosiTesibHast padoTa 00y4aronierocs 12
«/cTopust cTaHOBIJIEHUS U Pa3BUTHS apXUBHOTO 3aKOHOAATENbCTBaAY «lcTopus 12
[Pa3BUTHUS aPXUBHOU JIeATEIbHOCTH B Poccumny, «VcTopus pa3BUTUS apXUBHOU
NIESITEJIbHOCTH B 3apyO€XKHBIX CTpaHax».
Tema 1.2. I'ocynapcrBennbie CogepskaHue 10
apXHBbI 1. |Cetb rocynapcTBeHHbIX apxuBoB Poccuiickoii @eneparui. 10 1




OcHOBHBIE 331a4H U (PYHKIIMU TOCYAAPCTBEHHBIX apXHUBOB.

JlabopaTopHbie paboThl

He npenycmorpeno

IIpakTHYecKkHe 3aHATUA 10
Ne2 «Cetb rocy1apcTBEHHBIX apXxuBOB PDy. 2
Neq «3anaum apxuBay. 2
NeS «DyHKIMH apXUBa» 2
Ne3 «Opranuzanus apxuBHOTo jena B Poccuny. 4

KonTposbHnas pabora

He npenycmorpeno

CamocrosiTesibHast padorta 7
IloaroroBka 0K 0B 1O TEME: « AKTyaJlbHbIE POOJIEMBI ADXUBHOT'O IPaBa B 7
Poccuny, [IpaBoBbIe OCHOBBI pETyJIMPOBAHUS APXUBHON ChEPHI».
Pasnen 2. CtaHoB/1eHHe M Pa3BHUTHE 0TE€YeCTBEHHOI0 M APXMBHOI'0 3aKOHO/AATEIbCTBA
Conepxanue 14
Tema 2.1. ApxusHoe npaBo u |1.  [[TousTre 00 apXMBHOM NPABE U APXMBHOM 3aKOHOJIATEIIHCTRE. 2
APXUBHOE 3aKOHOAATE/NBLCTBO 2. 1335124l HOPMATHBHO-IIPABOBBIX OCHOB aPXUBHOIO JIEJA. 2
3.  |[ToHsITHUS «apXUBHOE JEJI0», «APXUBOBEICHUE. 2
4. |Onpenenenue MOHATHN: «TOKYMEHTAJIbHBIN (POHI», «apXUBHBIA (HOHI, 4
(@pPXUBHBIN (POH]] TUIHOTO MPOUCXOKIACHHUSY», «APXUBHAS KOJUICKIIUS, «
00bETMHEHHBIN apXUBHBIN QOHIY.
5.  [[TonsiTHe O peTPOCHEKTHBHOIN TOKYMEHTHOH HH(pOpMaIi. ApXUBHbIE 2
ITOKYMEHTBI KaK HOCHTEJIHM COLMAIbHOM MaMsITH 00IIEeCTBA.
6. |3ajauu HOPMAaTHBHO-NPABOBBIX OCHOB apXMBHOIO JIENa. 2
JlabopaTopHbie paboThl He mpenycmorpeno
IIpakTHYecKHe 3aHATUA 14
Ne6 «I'noccapuii 1o apXMBHOMY 3aKOHOJATEIbCTBY» 14




KoHnTponbHas paboTa

He npenycmorpeHo

roCy1apCTBEHHOM TaliHe.

3aKOHOJATCIILCTBA.

CamocrosiTesibHas padoTa 00y4yaomerocs 10
1 [[loaroroBka MoKIagOB MO TeMe «B3aMMOCBSI3b apXHBHOTO 3aKOHOMATENLCTBA C 10
HOPMATHBHBIMU AKTaMH CMEXHBIX OTpaciicii (OUOJIMOTEYHBIM U My3CHHBIM
11eJI0M)», K APXHMBHOE 3aKOHO1aTeNNbCTBO Poccuiickol uMnepuny.
Conepxanue 10
Tema 2.2.  Crpyktypa W]  |Denepanbhbiii 3akon «O6 apxuBHOM aene B Poccuiickoit Denepaiuim» u BOIpock! 4
cojep:kaHue  COBPEMEHHOIO [pa3BUTHSI ApPXUBHOTO JIEjIa.
APXHUBHOT'0 OcHoBHbIe TIONTOkeHUst DeepanbHOro 3akona « 00 apxuBHOM jeie B PoccHiicko|
3aKOHOIATEIHLCTBA Deepatuim.
Poccnn. JlocTyn K apXMBHBIMD  |CoppemeHHbIe 3aKOHOATEIBHBIC AKTBI [0 ApXUBHOMY ey ((eepanbHbie). 2
[IOKYMEHTAM M JI0KyMeHTam
ApxuBHoro donia [lepeueHb 3aKOHOIATENBHBIX AKTOB 110 ApXUBHOMY Jieiy. HopMmaTuBHbIE 2
P®. 3akoHonareabcrso PO o [IPaBOBbIE AKThI [10 APXUBHOMY JIEITY.
FOpuraeckast OTBETCTBEHHOCTh 33 HAPYIICHUE APXUBHOTO 2

UlabopaTopHbie padoThl

He npenycmorpeHo

IIpakTHYecKHe 3aHATUA 14
INe7 «DenepanbHbiil 3akoH «O0 apxuBHOM Jiesne B PDy» 14
KontpoJabHas padora He npenycmorpeHno
CamocrosiTesibHas padoTa o0y4aomerocs 16
[lonroToBka MJOKJIAIOB MO TeMe: «APXMBHOE 3aKOHOAATENBCTBO 3a pyOekom», 16
«IIpaBoBOE peryiMpoBaHME€ apXMBHOTO JieJJa HAa MECTax B OTEYECTBEHHOM|
3akoHOJaTenbcTBe»,  «IIpaBOBbIE OCHOBBI 3aIUTHl APXMBHOM WHGpOpPMAIMU OT|
HECAaHKLIMOHUPOBAHHOT'O JJOCTYIay.
Pasnen 3 DxkcnepTr3a HEHHOCTH W y4eT XPaHEHHs] APXHUBHBIX JOKYMEHTOB
Conepxanue 8
Tema 3.1. DKcneprusa 3a1a4M SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB. 1
LEHHOCTH JOKYMEHTOB. 2 Kpurtepuu skcnepTu3bl HEHHOCTH JIOKYMEHTOB. 1
3 [OcobGenHOCTH MPOBEACHNUS IKCIIEPTH3BI IICHHOCTH JTOKYMEHTOB. 1

10



4 [[IpaBuiia opopMiIeHUsT PE3yIbTATOB HKCIEPTH3BI. 2

S JloKyMeHTBI, 3aKpEIUISIIOIINE PE3YJIbTAThl IKCIIEPTU3bI IEHHOCTU JOKYMEHTOB. 2

6 |['pynmbl JOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHEHHUSI. 1
JlabopaTopHbie paboThl He nmpenycmorpeno
IIpakTHYecKkHe 3aHATUA 14

Ne8 «IIpoBeneHne sKCcepTU3bl HEHHOCTHU JJOKYMEHTOB 110 KPUTEPHUSIM. 2

NelQ «PaboTta sKCHepTHON KOMUCCHI. 4

Nell «Otansl IpOBEAEHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOBY. 2

Ne 12 «JlokyMEHTBI IKCIEPTHON KOMUCCHUNY. 2

Nel3d  «Oxcnepru3a  LEHHOCTH — JIOKYMEHTOB — CTPYKTYPHOI'O  IOAPA3JIEICHUS 4

PEAIPUITUSY.

KonTtpoJsbHasi pabora

He npenycmorpeHo

CamocrosiTesibHas padoTa o0y4aromerocs 12
IlonroroBka noknanoB no teme «LleHHble TOKYMEHTHI B TOCYJapPCTBEHHBIX apXHUBAX). 12
[Tpobnembl KnaccupuKayy (KOMITJIEKTOBAHUS, SKCHEPTU3bI EHHOCTH, 00ECTICYEeHNUs
COXPAHHOCTH, HCIIOJIb30BAHMSA) apPXUBHBIX JOKYMEHTOB B pPaMKax apXHUBHOI'Q
3aKOHOAATEIbCTBA
Conepxanue 4
1. |B3auMOCBsI3b apXUBHOI'O 3aKOHOJATEIBCTBA C HOPMATUBHBIMU aKTaMU CMEKHBIX 2

Tema 3.2 . B3anmocssa3b OTpacJeH.

APXHUBHOI'0 3AKOHOAATCJILCTBA B3anMOCBsI3b apXMBHOI'O 3aKOHOJATENIBCTBA C YTOJIOBHBIM U ['pask1aHCKUM

C HOPMAaTHUBHBIMH aKTaAMHU Konekcamu Poccuiickon Denepannu.

CMEKHBIX 0Tpacei, 2 [[IpoueccyanbHOE 3aKOHOATENHLCTBO Poccuu 1 0COOEHHOCTH MPAKTHIECKON 2

YronoBHbIM M I'paxkianckum
Koaekcamu Poccuiickoi
Denepanum.
3akoHoaaTeaLcTBO PD 00
ABTOPCKOM INPaBe U CMEKHBIX

JICATCIIbHOCTU dAPpXUBOB CTPAHBI.

JlabopaTopHbie padoThl

He npenycmorpeno

HpaKaneCKne 3aHATHUSA

12

Nel4 «B3anmocBsi3b ApXUBHOTO 3aKOHOJIATEILCTBA C YTOJOBHBIM U [ 'pak1aHCKuM

kojekcamu Poccuiickont @enepanumy.

4

11



MPaBax, 0 PYKOIMHCHBIX NelS «Ilepedens ¢penepanbHBIX 3aKOHOB U APYTHX IMPABOBBIX aKTOB PDy. 4
OT/e]aX My3eeB, OHOIHOTER, | Ny16 «TIpoueccyanbHoe 3aKOHOATENLCTEO Poccn. 4
apxuBoB Akajemuii Hayk P®. 0 co6ennocT mpakTHuecKoil JEATEIbHOCTH aDXIUBOB CTPAHELY.
KonTtpoJsbHasi pabora
CamocrosiTesibHas padoTa o0y4aromerocs 12
IToaroroBka 1OKIam0B 1O TeMe « IIpaBoBbIE aCIIEKThI paCCEKPEUYNBAHMS APXUBHBIX 12
JTOKYMEHTOBY.
Conepxanue 8
1. | Opransl yrpaBieHHsI apXUBHBIM JI€JIOM U UX (DYHKITUH. 2
Tema 3.3 YnpasJienune
APXHBHBIM J1EJIOM 2 |OcHOBHBIE HOPMATUBHO-IIPABOBBIE aKThl, PETYJINUPYIOLINE BOIPOCH! YIIPaBICHUS 2
APXUBHBIM JIEJIOM.
3  [3akon o 3ammre uHGpOpPMALUU 1
4 |Denepanbhblii 3akoH oT 27 utons 2006 r.; @3 «O6 nnpopmanumu, 1
MH(GOPMAIMOHHBIX TEXHOJOTHX | 0 3amuTe nHpopmanumy. [lonoxenue o
DenepallbHOM apXUBHOM areHTcTBe (YTB. ocTaHoBieHueM [IpaButenbcrBa PO
ot 17 utonst 2004 r. N 290).
S5 [[lonoxxeHue o PenepanbHOM apXUBHOM areHTCTBE (YTB. IOCTAHOBIECHUEM 1
[IpaButenbctBa PO ot 17 utons 2004 r. N 290).
6  [[IpumepHOE MonokeHue 00 apXuBe rOCyAaPCTBEHHOTO YUPEKACHUS, 1

OpraHusanuu, npeanpustus (yTB. npukazoM Pockomapxusa ot 18 aBrycra 1992
r. N 176).

JlabopaTopHbie padoThl

He npenycmorpeno

«AyaroBHU3yaIbHbIE (3JIEKTPOHHBIE) APXUBBI: IPOOJEMBbl HOPMAaTUBHOT'O O0ECIEUEeHUs

IIpakTH4yeckue 3aHATHS 8
Nel7«Oprasbl ynpaBiieHUs! apXUBHBIM JIETIOMY. 6
IIpakTH4eckass NOAr0OTOBKA 110 TeMe 2
KoutpoabHnas padora He npenycmorpeno
CamocrosiTesibHas padoTa o0y4aomerocs 6
IlonroroBka nokianoB 1no TeMe « [IpaBoBble ITHUECKHE HOPMBI B ApXUBHOM IIPABEY, 6
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CO3/1aHHUs, UCIIOJIb30BAHUS, XPAaHEHUSD,
« Oprann3alnMoOHHbIE U IIPABOBbIE BOIIPOCHI ApXUBHOI'O JI€J1a B MyHHUIIUIIAIbHBIX
00pa3oBaHUIXY.
Conepxanue 8
Tema 3.4 Yuer apxuBHBIX 1. [Yd4er apxMBHBIX JOKYMEHTOB. 2
AOKYMCHTOB KaK OCHOBa 2 |LleHTpa’ar30BaHHBIA TOCYJAPCTBEHHBIM yUeT TOKYMEHTOB APXHBHOTO (OHAA 2
o0ecrieyeHusi COXPAHHOCTH Poccuiickoii deneparun. Yuer Gonpa.
APXHBHOTO (orta Pocenlickoi |3 EnnHMIIa XpaHEeHUs apXUBHBIX TOKyMEHTOB. EnnHuIa yueTa apXUBHBIX 2
Denepatym. JTOKYMEHTOB. YUETHbIE IOKYMEHTHI apXUBA.
4 |Kaprouka (apxuBHOro) ¢onzaa (ponmaosas kaprouka). ClMCOK (apXUBHBIX) 1
donoB. JIuct (apxuBHOTO) QoHA.
5  [Buyrpennss onuch 1okyMeHTOB jena. [IpoBepka Hammuust (COCTOSTHUS) AL 1
JlabopaTopHbie paboThl He nmpenycmorpeno
IIpakTHYecKkHe 3aHATUA 14
Nel8 «ITonroroBka k TEPMHUHOIOIMYECKOMY TUKTAHTY». 2
Ne19 «CocTaB 1 OPSJIOK 3aII0JIHEHUS YUETHBIX IOKYMEHTOB apXUBay. 4
Ne 20 «Yuer 1OKyMEHTOB apxuBa», «CoCTaBlI€HHE U BEACHUE KAPTOUHBIX yKa3aTesel 4
(boH0BY», «BHECEHNE CBEJICHHI B yUETHBIE JOKYMEHTHI O BBIOBITHH JJOKYMEHTOBY,
«Brrnaua/mpuem nen pounosy, «llpuem u opopmieHne yueTHoi
NOKyMeHTauumn», «CocTapiieHUE N1aclopTa apXuBay.
Ne21 «CucremaTnzanuss HOpMaTUBHO-IIPABOBBIX JJOKYMEHTOB IPU OCYIIECTBIEHUU 4
a3HOTO BUJIA aPXUBHBIX PabOT».
KoutpoabHnas padora He npenycmorpeno
CamocrosiTesibHas padoTa 10
[lonroroBka nokiIaaoB 1o Teme: «Benenue rocy1apcTBEHHOTO y4eTa JOKyMEHTOB 10
ApxuBHoro ¢onaa Poccuiickoii @enepanum.
Conepxanue 8
Tema 3.5. IloaroroBka |1, |OCHOBHbBIE MOHATUS APXMBHOIO XpaHeHus. IIpaBuia odopmiieHHs OOJIOKKY] 2
AOKYMCHTOB K es1. [IpaBuia noaAroTOBKM J1€J1 K apXUBHOMY XPAHEHMUIO.
MoC/IeAyIoIEeMY XPAHEHHIO U |2 3HaYeHHE U IEHHOCTh JOKYMEHTOB. 2




HCIIO0JIb30BAHUIO

3 |DTanbl nepefadn JOKYMEHTOB U J€J]1 Ha apXHMBHOE XpaHEHHUE. 2
[TpaBusa XxpaHeHHus apXMBHBIX JTOKYMeHTOBJKypHaiabHbIE (hOpMBI YUETa ACII.
4 |Mcronb3oBaHKe 00OPYZOBaHUS JAJs MOATOTOBKH JAeN K XpaHeHuto. Ilopsaok 2

XpaHEHHUS eIl HA IPEANPUATUN. Y CJIOBUSL XPAHEHHU el Ha HNPEAIPUITHH.
[IpaBua MOATOTOBKM JEJ Ul NIepeAadyd Ha XPAaHEHHE B apXUBBI PA3IMYHBIX
ypoBHe#l. IIopsiioK IOATOTOBKHU J€ Ul Epeladyd Ha XPAaHEHUE B APXUBBIL.

JlabopaTopHbie paboThl

He npenycmorpeHno

IIpakTHYecKHe 3aHATUA 16
Ne22 Dranbl nepegayn JOKYMEHTOB M JIEJI HA apXUBHOE XPaHEHUEY. 4
Ne23 «ApXUBHOE XpaHEHHE JOKYMEHTOB JIMYHOI'O COCTABAy. 6
Ne24 «AKT npueMa-nepeauy Jesl OpraHu3alui B ApXUBHOE YUPEKICHUEN. 6
KonTpoJsbHasi pabora

CamocrosiTesibHas padoTa o0y4aomerocs 4
[TonroroBka noki1agoB 1o Teme «Pacnpesesnenne OTBETCTBEHHOCTH MEXY 4

AOJDKHOCTHBIMU JIMIAMU ITpH Iepeaavc ACJI U TOKYMCHTOB Ha ApXUBHOC XPAHCHUC)).

VYpoBHU 0CBOEHUS yUEOHOIO MaTepuaa:

1 — 03HaKOMUTEIBHBIN (y3HaBaHUE paHee U3YUEHHBIX 00BEKTOB, CBOMCTB);
2 — penpOoAYKTUBHBIH (BBIIOJIHEHHUE I€ATEIBHOCTH MO 00pas3ily, MHCTPYKIUHU WIH MOJ PyKOBOACTBOM);
— TPOAYKTUBHBIA (IUIAHUPOBAHME M CAMOCTOSATEIBHOE BBINOJHEHUE JEATEIbHOCTH, peUIeHUue MpoOJIEMHBIX 3a/aay).

3
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3. YCJOBUS PEAJTU3ALIMM MJIK

3.1. TpeOoBaHus K MHHUMAJIBHOMY
o0ecrne4eHnIo

MaAaTEePUAJIBHO-TEXHUICCKOMY

Peanuzanus yueOHOM TUCHUIUIMHBI TPEOYeT HaTUUHS:

Kaouner JIOKyMEeHTallHOHHOT 0 odecneyeHus
ylpaBJieHUsI

YyeOHass  ayauTopust s [POBEICHUS  3aHITHIMA
JIEKUMOHHOI'O THUIIA; 3aHATUM CEMHUHAPCKOr0 THUIIA; 3aHATHI
MPAKTUYECKOrO THUIMA; JUIA TEKyLWIEro KOHTPOJS U
MIPOMEXKYTOYHOH aTTECTAI[NHN; CAMOCTOSTEIILHOU PabOThI

PaGoune wmecra  oOyuaromuxcs;  Pabouee  mecto
nperoyaBatens; 4  paboynMx ~ MecT — OOyyarommxcs
ocHauieHHble [I9BM ¢ noakioyeHreM K CETU MHTEPHET U
o0ecreyeHneM JI0CTyMa B AIEKTPOHHYI0 HH(POPMALIMOHHO-
00pa3oBaTeNbHYI0 Cpely YHHUBEPCUTETa U 3JIEKTPOHHBIC
OUOJINOTEYHBIE CUCTEMBI.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHUE:
Microsoft Windows 7 (Ne 48235645)
Microsoft Office 2010 (Ne 61160074)

143600, MockoBckast 001aCTh, T.
Bonoxkonamck, yi. Hoso-
Connarckas,29
aya. 20a

JlabopaTopusi /lokymMeHTOBe1eHUSA

VYueOHas ayTuTOpHA U1l IPOBEICHUS 3aHATUI
MIPAaKTUYECKOTr0 THIIA; IS IIPOBEICHMS TPYNIIOBBIX U
VHJUBHIyaJIbHBIX KOHCYJIBTALMM; U1 TEKYILLErO0 KOHTPOJIS
Y IIPOMEKYTOYHOM aTTECTaluU

PaGouune mecra obyuaromuxcs; Pabodyee mecto
npenojaasates, ocHanieHHoe [I19BM c¢ nmoakimtoueHueM K
CeTH UHTEPHET; 7 paboynx MecT 00y4aromuxcs
ocHaueHHble [I9BM ¢ nojkitoueHneM K ceTu HUHTEPHET U
o0ecreyeHrneM JI0CTyTa B JIEKTPOHHYIO HH(POPMALIMOHHO-
oOpa3oBaTenbHy0 cpefly YHuBepcurera; KinaccHas 1ocka;
[IpoexTop nepenocHoit; Kononku; 3sykoBoe
obopyioBaHue.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHE:

Microsoft Windows 10 (Ne 03307-143-612-217, 03307-
143-612-270, 03307-143-612-221, 03307-143-612-232,
03307-143-612-218, 03307-143-837-177, 03307-143-837-
195, 03307-143-837-199)

Microsoft Office 2010 (Ne 61160074)

143600, MockoBckast 001aCTh, T.
Bonokonamck, yn. HoBo-Connarckas,
29
ayn. 35a
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3.2. UudopmannoHHoe odecnievyeHne 00yueHust
[lepeyenb  UCHONIB3yeMbIX  y4E€OHBIX  M3JaHUN, HHTEPHET-PECYpPCOB,
JOIIOJTHUTEIIBHOMN JIUTEPATyPhl

OcHoBHas JuTEparypa:
1. Eropos, B. Il. /lokymeHTOBEIeHNE U JOKYMEHTAIIMIOHHOE 0OeCIeueHne

YOPABJIECHHUS] B YCIOBHSIX LU(POBOM SKOHOMHUKH : yuyeOHOe mocolOue
st cio / B. I1. Eropos, A. B. CaunbkoB. — Cankr-IlerepOypr : Jlansb,

2021.—372c.
2. IlaBnoBa, P. C. JJokyMEHTUpOBaHUE YIIPABICHUYECKON NEATEIBHOCTH :
yuebHoe nocobue mius cno / P. C. IlaBnoBa. — Cankt-IletepOypr :

Jlanp, 2021. — 272 c.

3. IlaBnoBa, P. C. KonduneHunaibHoe IeT0NPOU3BOJCTBO : yueOHOE
nocobue nns cno / P. C. TlaBnoBa. — Caunkr-IlerepOypr : Jlanb, 2021.
— 308 c.

JlonoJIHMTe/IbHASA JIUTEepaTypa:

1. Kabamos, C. }. Opranuzanuss o00mEro ©  CHOEHUATBLHOTO
JICIIONPOU3BOJCTBA B OpraHax MECTHOTO CaMOyTMpaBleHHUs : ydeOHOe
rmocobue / C. FO. KabamoB. — Mocksa : UTH®PA-M, 2019. — 421 c.
— (Cpennee nmpodeccruoHabHOE 00pa30BaHUE).

2. Paspmopoxneiii, A. A. JIOKyMEHTHpOBaHME  YNPABICHYECKOU
nesTenabHocTH : yueb. mocobue / A.A. Paznopoxubiii. — Mocksa :
NHOPA-M, 2018. — 304 c.

HNuTepHer-pecypcesl:
1. http://znanium.com/OQOO 3nekTpoHHO-O0ubIMOTEYHas cuctema "SHAHUYM"

2. https://e.lanbook.coom/ OOO M3znarensctBo «JIAHDBY
3. http://biblioclub.ru/ OBC «YHuBepcuTerckas OuOIMOTEKA OHIANH
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4. KOHTPOJIb U OHEHKA PE3YJIbBTATOB OCBOEHMU MJIK

Pe3yabTaThl (OCBOEHHBIE YMEHHUS,
YCBOEHHbIE 3HAHMS)

(I)OpMLI H METObI
KOHTPOJISI H OLICHKH

OOyuarouuiics JOIKEH YMETh:

- ONpCACIAThL CYIIHOCTh U COACPIKAHUC
obecrieueHust COXPAHHOCTH JOKYMCHTOB;

- IPUMEHSTH IEPBUYHBIC TTPO(ECCUOHATILHBIC
HABBIKK pabOTHI B 001acTH 00eCrieueHUs
COXPAHHOCTH JJOKYMEHTOB

- OCYHICCTBJIATH BCC BUbI pa60T 110
00€CTIeYeHNIO COXPAHHOCTH JIOKYMEHTOB,
PCAIN3YyCMBIX B r'OCYAapCTBCHHLIX U
MYHUIUIIAIBHBIX apXHBAX.

- IPOBOAUTH IIPOBEPKY HAJIUYMA U COCTOSHUS
Jen

OreHka pe3yJIbTaTOB MPaKTUYECKOU U
CaMOCTOSITENIbHON pabOThI 00yUaIOMINXCS;
pe3yJIbTaTOB KOHTPOJIBHOU paboThl

OOygarommiicst TOJHKCH 3HAT!

- IPaBOBYIO U HOPMATUBHO-METOANYECKYIO
JIUTEpaTypy, MHCTPYKILIMH, IIPABUJIA,
perIaMEeHTUPYIOIUE YCIIOBUS XPaHEHUS
JIOKYMEHTOB Ha TPaJULIMOHHBIX HOCUTEISIX;

- TpeOOBaHUS K PAllMOHAIBHOMY
pa3MeIeHHIO TOKYMEHTOB B
apXMBOXPaHHUIIUILAX;

- TpeOOBaHUS K YCIOBUSAM XPaHEHHUS
APXMBHBIX JOKYMEHTOB HA Pa3HbIX HOCUTEIAX

- IOPSIIOK CO3JIaHMs CTPaxoBoro (oHIA U
(dhoH/1a TOJTB30BaAHUS

- IOPAJOK MMPOBCACHUSA SKCIICPTU3LL
ICHHOCTH NJOKYMCHTOB

OreHka pe3yJIbTaToOB MPaKTUYECKOU U
CaMOCTOSITENIbHOW pabOThI 00yUaIOMINXCS;
pe3yJIbTaTOB KOHTPOJIBHOU paboThI

PesynbraTh OcHOBHBIE TIOKa3aTeNH
(ocBoeHHBIE O01THE OLIEHKH pe3yJibTaTa
KOMIIETECHITIH)

DOpMBI U METOABI
KOHTPOJISL U OLCHKHU

OK 1. [loHumars CymHoCTb

- ApryMEHTUPOBAaHHOCTb U

O1ueHKa OeITeIbHOCTH

U COLMAJIbHYIO 3HAUUMOCTh | IIOJIHOTA OOBSICHEHUS | 00y4JaIOLINXCS Ha

Oynyuieit mpodeccuu, CYITHOCTH ¥  COIMAJIBHOW | MPAKTUYECKHUX 3aHATHUSAX:

MPOSIBIIATH K HEN 3HAYUMOCTH Oynymieit | Ouenka pe3yabTaToB

YCTOWYMBBIA UHTEPEC npodeccuu; CaMOCTOSITEJIbHOW PabOTHI
- aKTUBHOCTb, o0yuJaromierocs.

MHHUIMATUBHOCTH B IPOIECCE
OCBOCHWUSI
npodeccrnoHabHOM
JEATENILHOCTH; - y4acTHE B
npodopreHTAIMOHHON
JEATEIIbHOCTH;

- ydacTue B KOHKypcax
npodeccnoHaIbHOTO
MacTepCTBa,  TEMAaTHYSCKHX
MEPOTIPUATHSIX;

- 30¢deKTUBHOCTh u

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;
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KauecTBO BBITIOJTHCHHUSI

JIOMAITHUX CaMOCTOSITEIBHBIX

pabor;

-M3y4eHUe

podecCHOHATBLHBIX

MEPUOINYECKUX U3/IaHUM,

npodeccrnoHaIbHOM

JTUTEPATYPHI.
OK 2. OpranuzoBsIiBaTh - OIpeJeseHue 3a1au | OLeHKa AesITeNbHOCTH
COOCTBEHHYIO NEeSATENIbHOCTH, C  y4YeTOM | OOyJaromuxcsi Ha
JeSTeNIbHOCTD, UCXOIS U3 MOCTABIICHHOM MPAKTUYECKHUX 3aHATUSAX:
LIEJIM U CLIOCOOO0B €€ PYKOBOJIUTEIIEM LIETIH; OrneHka pe3yabTaToB
JOCTHKEHHS, - (dopMynHpOBaHHE CaMOCTOSITEIILHON paOOTHI
OTIpEeICTICHHBIX KOHKPETHBIX IIeJe W Ha UX | 00yJaromerocs.
PYKOBOTUTEIIEM. OCHOBE TUIaHUpOBaHUE CBoei | OlieHKa pe3yIbTaToB

ACATCIIbHOCTH,
- o0ocHOBaHHE BBIOOpPa U

YCHCH_IHOCTB HpI/IMCHCHI/ISI
METOI0B u croco0oB
peleHus

npodecCHoHANBHBIX 33]1a4;

- BBINIOJIHEHUE JIEUCTBUM (BO
BpeMs 71a00paTOPHBIX
3aHSATUH, y4eOHOI u
MIPOU3BOACTBEHHOMN
IIPAKTUKN);

- JTUYHOCTHAS OLICHKa
3¢(HEeKTUBHOCTH U KadecTBa
COOCTBEHHOM JIETETFHOCTH B

KOHTPOJILHON pabOTHI;

OTpeIeIeHHON paboueit

CUTYyaIIUH;

- CaMOOLICHKa KauecTBa

BBITMOJIHEHUSI  TTOCTABJICHHBIX

3ajay;

- COOITIO/ICHUE TEXHUKU

0e30macHOCTH
OK 3. AnanuzupoBaTh - caMoaHaIu3 u | OleHKa AeSITeNbHOCTH
pabouyro CUTYaIHIO, KOPPEKLUUIACOOCTBEHHOM oOyJaromuxcsi Ha
OCYHICCTBIISITh TEKYIIUN U | AESITEIbHOCTH B | IPAKTUYECKUX 3aHATHAX:
WUTOTOBBI KOHTPOJIb, omnpe/IeIeHHOM paboueii | OuieHKa pe3yIbTaToB
OILICHKY U KOPPEKITUIO CUTYyaIluH; CaMOCTOSITEIILHON pabOTHI

COOCTBEHHOM
NEeSTEIIbHOCTH, HECTH
OTBETCTBEHHOCTH 32
pe3yNbTaThl CBOEH pabOThHI

- I[PaBUJIBHOCTb U
aJIeKBaTHOCTh OIICHKU
paboueii cuTyanuu B
COOTBCTCTBUH C
IIOCTaBJICHHBIMHU LCJISIMU U
3a1a4aMH;

MPpaBHUIILHOCTDb
OCYLIECTBJICHUSA
CaMOCTOSTENILHOTO TEKYILETo
KOHTPOJII ~ CO  CTOPOHBI
HUCIIOJTHUTCIIA

o0yuJaromierocs.
OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;
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OK 4. OcymiecTBiATh MOUCK
uHpopManuu,
HEO0OXOTUMOM IS

3¢ (HEeKTHBHOTO BBHITIOTHEHUS
npodeCCHOHATBHBIX 3a]a4

- ONEPATUBHBIN IIOUCK
HE00X0IMMOI HH(pOPMALINY;

- orbop, oOpaboTka
pe3yJIbTaTHBHOE
UCIIOJIb30BaHUE
HeoOXoauMoi  mHpopManun
TUISL 3P PEKTUBHOTO
BBITTOJTHCHUSI

npodecCHoHANBHBIX 33]1a4;
- OTIEPaTUBHOCTb U
CaMOCTOSITENILHOCTh ITOMCKA
uHpopMaIny B
HECTaHJAPTHOU CUTYyalUU.

OneHka aesaTenbHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHUAX:
OneHka pe3yabTaToB
CaMOCTOSITEJIbHOW PabOTHI
o0yJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

OK 5. Ucnonb3oBath
MHPOPMAIMOHHO-
KOMMYHUKAI[HOHHBIE
TEXHOJIOTHH B
npodeccrnoHabHOM
JCSITeJIbHOCTH.

- pabora C  pa3nMYHBIMHU
BUJaMU UH(POPMALINY;

- BIIAJICHUE pas3InYHBIMU
criocobamu
CaMOCTOSITEJIFHOTO ~ TIOMCKa
uHpOpMaINH;

- pe3yJbTaTUBHOE

ucnoinp3osanne KT u ux
IIPUMEHEHNUE B COOTBETCTBHH
C KOHKPETHBIM XapakTepoM

OneHka AedaTenbHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHUAX:
OneHka pe3yabTaToB
CaMOCTOSITEJIbHOW PabOTHI
o0yuJaromierocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

npodeccrnoHabHOM

NesITebHOCTH;

UCTIOJIb30BaHUE HOBBIX

MH(POPMALMOHHBIX

MIPOAYKTOB TSt

COBEPILICHCTBOBAHHUS

npodeccrnoHabHOM

JeSITeTbHOCTH.
OK 6. Paborarh B kOMaHze, |-  ydacTue B | O1eHKa nesTeIbHOCTH
3¢ HEKTUBHO 0OIIATHCS € KOJUJIEKTUBHOM NPUHATUH | 00ydaIOIMXCsl Ha
KOJIJIETaMH, PYKOBOJICTBOM, | pEIIEHUI MO MOBOJY BBIOOpA | MPAKTUYECKHUX 3aHATHUAX:
KIIMEHTaMH HauboJee addextuBHbIX | OLIEHKA PE3yIbTATOB

MyTel BBIOTHEHUS PabOThI; - | CAMOCTOSTENLHON pabOTHI

apryMEHTHPOBAaHHOE o0yyarorerocs.

NpeCTaBICHUE u | OueHka pe3ynbTaToB

OTCTaMBaHUE CBOETO MHEHUS
C COONIOIEHMEM 3TUYECKHUX
HOPM;

- CTeNeHb BJIJICHUS
HaBbIKAMU OECKOH(IMKTHOTO
OOIIEeHUS;

- coOJII0JICHHE
MPUHIUIIOB
pohecCHOHATLHON ATUKY;

- YCIEUTHOCTh
B3aHUMOJICHCTBUS C
o0yJaronumucs,
pero/IaBaTesIMH u
MacTepaMu C

KOHTPOJILHON pabOTHI;
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PYKOBOAUTEISIMU
IIPOU3BOJCTBEHHO! NPAKTUKU

u HacTaBHUKaMU c

IIPOU3BOJCTBA  B. xoze

oOydeHus
OK 7. UcnonusATh - MOpaJIbHAs n | OneHka AeqaTeabHOCTH
BOMHCKYIO 00513aHHOCTb, B | (pM3MUECKasi TOTOBHOCTh K | OOydarommxcsl Ha
TOM YUCJIE€ C IPUMEHEHUEM | UCIIOJIHEHUIO BOMHCKOM | MPAKTUYECKUX 3aHITUSX:

IMOJIYUCHHBIX

npodeccrnoHabHBIX 3HAHUN

(nu1s roHOLIEH)

0053aHHOCTH; - TPUMEHEHUE
npoecCHOHANLHBIX  3HAHHMA
B Xoze HPOXOXKIACHUS
BOEHHBIX COOpOB;

-y4acTue B MEPONPHUSITHSIX
BOCHHOIIATPUOTHUYECKOU

OneHka pe3yabTaToB
CaMOCTOSITEJIbHOW PabOTHI
o0yuJaromierocs.

OneHka pe3yabTaToB
KOHTPOJILHON paboThI;

BOECHHOCIIOPTUBHOU

HAINPABJIEHHOCTH;
Pesynprarsl OCHOBHBIE IIOKA3aTeIN DOpMBI U METOBI
(ocBOCHHBIE OLICHKH PE3yJIbTaTa KOHTPOJISL U OLEHKHU
npodeccroHalbHbIC
KOMIIETEHIINH)

IIK 2.1 ®opmupoBarts aena.

- odopmicHHE OOJIOXKKH
nena B coorBerctBuu ¢ 'OCT
17.914-72.

- OCYLIECTBJIICHUE
pacKIIaIKu nen B
COOTBETCTBUU c

tpeboBanusimu 'OCT P 6.30-
2003;

- BEJIEHUE JIMYHOIO Jeja
COTPYJHUKAa B COOTBETCTBHHU
c Meroanueckumu
pEKOMEHAALUAMHU
BHUMJAL ®AC PD 2002
r., ¢ y4éTOM  IpaBWI,
npeanucadibiM TK PO u @3
Ne 152 ot 27.07.2006 «O
IIEPCOHANIBHBIX JAaHHBIX);

- INPOM3BEICHHUE IPAaBOU H
neBor  (opM  OpOUIIOPOBKH
JIOKYMEHTOB;

PacroJI0KEHUE T0KyMEHTOB
B JI€JI€ COTJIACHO
Meroanueckum
pexomenauusm BHUMJIA /]
OAC PD 2002 1., ¢ yuétom
IpaBuJl, npeanucanubiM TK
P® u @3 Ne 152 or
27.07.2006 «O

TNCPCOHAJIBHBIX TAHHBIX) ;

OneHka AeqaTeabHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHUAX:
OneHka pe3yabTaToB
CaMOCTOSITEIIbHOW PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

I1IK 2.2 OGecrieuuBarhb

- (dopmupoBaHue U

O1LeHKa OeATeIbHOCTH
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OBICTPBII TIOUCK
JOKYMEHTOB I10 Hay4HO-
CIPaBOYHOMY ammapary
(xapToTeKaMm) opraHu3anuu

HCIIOJIb30BAaHHUE KapTOTEK
apXUBOB CTPYKTYPHBIX
MIOAPA3ACIICHUN OpraHu3aluu
B cootBercTBuu ¢ 'OCT P
7.0.8-2013 CUBM/I.
Jlenonpou3BOCTBO U
apXMUBHOE J1e10. TepMUHBI U

OTIpeIeIICHUS
- (opmupoBanue "
UCTOJNB30BAaHUE  KATaJoOTroB
apXUBHBIX ¢donm0B
OpraHu3aIH B COOTBETCTBUHU
c TOCT P 7.0.8-2013

CUBU «/lenonpon3BoacTBO
U apxuBHOE Aeno. TepMuHbI
u  onpenenenus», ['OCT
17.91472;

COCTaBJIEHUE U
HCII0JIb30BaHUE
MyTEBOAUTEIICH 110 apXUBY
OpraHu3aiuu (3JEKTPOHHBIH
BAapUAHT

oOyJaromuxcsi Ha
NPAaKTHYECKUX 3aHATHSIX:
OneHka pe3yabTaToB
CaMOCTOSITEJIbHOW PabOTHI
o0yuJaromierocs.

OneHka pe3yabTaToB
KOHTPOJILHON paboThI;

[IK 2.3 CucrematusupoBaTh

Y XPaHUTh TOKYMEHTBI
TEKYILETro apXuBa

cucTeMaTH3anus JOKYMEHTOB
B 3aBUCUMOCTH OT HX
HAaMEHOBAHHSA B
COOTBETCTBUU c
tpeboBanusimu 'OCT P 6.30-
2003;

-CHCTeMaTU3aIHs
pacropsIuTeIbHBIX
JTOKYMEHTOB B COOTBETCTBUHU
¢ tpeboBanusmu ['OCT P
6.30- 2003;

- cUCTeMaTH3alHs
MOPYYCHUH  BBIIIECTOSIINX
OpPraHOB B COOTBETCTBHU C
tpeboBanusimu 'OCT P 6.30-
2003;

- CHUCTEeMaTH3alMs IJIaHOBBIX
U OTUETHBIX JIOKyMEHTOB B
COOTBETCTBUU c
tpeboBanusimu 'OCT P 6.30-
2003;

- CHCTeMaTH3anus
JIOKYMEHTOB JIMYHBIX JI€J1 B
COOTBETCTBUU c
Meroanueckumu

pEKOMEHAALUAMHU

BHUUJAL ®AC PD 2002
r., ¢ y4éTOM  IpaBWI,

npeanucadibiM TK PO u @3
Ne 152 ot 27.07.2006 «O

OneHka aesaTeabHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHUAX:
OneHka pe3yabTaToB
CaMOCTOSITEIIbHOW PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOThI;
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MIEPCOHANBHBIX JTAaHHBIX);
- CHCTEMAaTHU3allns
3asBJICHUH U Kajgo0 rpaxk/iaH,
MEPENUCKH B COOTBETCTBUU C
tpeboBanusimu 'OCT P 6.30-
2003;

- CHUCTEMaTH3alud JIMICBBIX

CUETOB pabOTHUKOB B
COOTBETCTBUM ¢ TurnoBou
MHCTPYKLUEH 1o
JEJI0NPOU3BOJCTBY B
denepanbHBIX opraHax
WCIIOJTHUTEIIbHOU BJIACTH,
YTBEPKIECHHOU MIPHUKA30M

PocapxuBa Ne 68 ot 27
HOSIOpst 2000 r. u

OCHOBHBIMHA npaBujiaMn
paboThI apXH1BOB
OpraHu3anuii, 0100pEeHHBIMU
peHICHUCM KOJLJICTUN

PocapxuBa ot 6 ¢eBpans
2002 r,;

- BEICHHUE KAPTOTEKH
TEKYLIETro apxuBa B
coorBerctBun ¢ I'OCT P
7.0.8-2013 CUbBUA
«/lemonpon3BoaCcTBO u
apxuBHOe feno. TepMuHBI U
OIIPELIEIIEHUS, Tumnosoit
MHCTPYKLUEH 1o
JEJI0NPOU3BOJCTBY B
denepanbHBIX opraHax
HCIIOJIHUTEIILHOU BJIACTH,
YTBEPKAECHHOU MIPHUKA30M

PocapxuBa Ne 68 ot 27
HOSIOpst 2000 r. u

OCHOBHBIMH npaBujiaMn
paboThI apXH1BOB
OpraHu3anuii, 0100pEeHHBIMU
pCeHICHUCM KOJJICTUN

PocapxuBa ot 6 eBpans
2002 r.;

o0ecrieyeHne COXpaHHOCTH
JIOKYMEHTOB TEKYIIETO
apXuBa B COOTBETCTBUHU C
I'OCT P 7.0.8-2013 CUBU /|
«/1emonpon3BoaCTBO U
apXHUBHOE J1e10. TepMUHBI U
onpeaesneHus», Tunosou
MHCTPYKLHUEH 10
JIEJIONPOU3BO/ICTBY B
denepanbHBIX OpraHax
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WCTIOJIHUTENIbHOM BJIACTH,
YTBEPKICHHOU IMPUKA30M
PocapxuBa Ne 68 ot 27
HOs10ps 2000 T. 1
OCHOBHBIMH TIpaBUJIAMHU
paboThI apXHUBOB
OpraHu3aIyii, 0J0OpPEHHBIMU
pelIeHHeM KOJUIETHH
PocapxuBa ot 6 deBpans
2002 T.

1K 2.4 O6ecnieunBath
COXPaHHOCTb IPOXOIAIIEH
CITy’KeOHOI TOKyMEHTaluu

- OCYIIECTBJICHUE KOHTPOJIS
3a POXOXKJICHUEM
JOKYMCHTOB B COOTBETCTBHUHU
¢ tpeboBanusmu ['OCT P
7.0.8-2013;

- OCYIIIECTBJICHUE KOHTPOJIS
32 UCTIOJIHEHUEM JJOKYMEHTOB
B COOTBETCTBHUH C

OneHka AesaTeabHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHUAX:
OneHka pe3yabTaToB
CaMOCTOSITEJIbHOW PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

tpeboBanusimu ['OCT P

7.0.8-2013.
IIK 2.5 I'oTtoBUTH 1 - mpoBejeHue  KcnepTussl | OLeHKa AesITeNIbHOCTH
nepeaaBaTh JOKYMEHTHI HA | IIGHHOCTH  JIOKYMEHTa B | OOydarommxcsi Ha
apXUBHOE XpaHEHUE COOTBETCTBUE C | IPaKTUYECKUX 3aHATHIX:

HOPMaTUBHBIMU OneHka pe3yabTaToB

JIUTEPATyPHBIMU CaMOCTOSITEJIbHOW PabOTHI

JOKYMEHTaMH, o0yuJaromierocs.

YTBEPKACHHBIMU OneHka pe3yabTaToB

IIPE3UACHTOM, KOHTPOJILHON pabOTHI;

IIpaBuTEnBLCTBOM u

l'ocynnapcTBeHHON apXUBHOM

ciyx6o0it Poccuu;

- OIIpEeJCIICHHE Cpoka

XpaHEHusi  JIOKyMEHTa B

COOTBETCTBUM C TuUnoBbIMHU

MIEpPEYHSIMU JIOKYMEHTOB,

COCTaBJISIEMBIMU u

YTBEPKAAEMBIMU  apXUBHOU

ciryx0011;

- odopmieHHE nerna B

coorBerctBun ¢ [OCT P
7.0.8-2013

«/lemonpon3BoaCcTBO u
apxuBHOe neno. TepMuHBI U
ONPEACIICHUSY, I'oCT
17.914-72;

-COCTaBJIEHHE OMHWCHU J€eja B
coorBerctBun ¢ [OCT P
7.0.8-2013

«/lemonpon3BoaCcTBO u
apxuBHOe feno. TepMuHBI U
ONPEACIICHUSY, I'oCT
17.914-72;
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HCIIOJIHEHUE TIPOLEYPbI
IepeaaydH Jena B apXus B
cootBercTBUM ¢ [[OCT P
7.0.8-2013
«/1emonpou3BoiCTBO U
apXHUBHOE J1eJ10. TepMUHBI U
onpeneneHus», FOCT

17.914-72
1K 2.6 O6ecnieunBath - BBINIOJIHEHUE pexuma | OLeHKa IesTeIbHOCTH
COXPAHHOCTb ApXUBHBIX XpaHeHHsT JIOKyMEHTOB B | O0y4aromuxcs Ha
JIOKYMEHTOB B OPTaHU3allMU | COOTBETCTBUU C | IPaKTUYECKUX 3aHATHIX:
TunoBbIMUIIEPEYHAMU OneHka pe3yabTaToB
JIOKYMEHTOB, CaMOCTOSITEJIbHOW PabOTHI
COCTaBJIIEMBIMU U | 00y4aromerocs.
YTBEPXKAAEMbIMU  apXUBHOM | OLieHKA pe3yJIbTaTOB
ciryx00i1; KOHTPOJILHON pabOTHI;
- perucrpauus BbIIAUU
apXUBHBIX JIOKYMEHTOB B
Kypnaine apxuBa

OpraHu3alyy B COOTBETCTBUU
c I'oCTP 7.0.8-2013
CUBU/I.«/lenonpon3BoacTBO
U apxuBHOE Aeno. TepMuHbI
U OIIPEJIETICHUS»;
peructpanus npuéma
apXMUBHBIX JOKYMEHTOB B
Knure nocrymienuii B
coorsercTBuu ¢ 'OCT
«/1emonpon3BoaCTBO U
apXMUBHOE J1e10. TepMUHBI U
ONPEIICTICHUSY.
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5. IPUJIOKEHHUE
K padoueit nporpamme M/IK

IlnanupoBanue y4eOHbIX 3AHATHH C MCI0JIb30BAHUEM AKTHBHBIX M
HHTEPAKTHUBHBIX GOPM U MeTO0B 00y4YeHHUsI 00y4aIOLIMXCH

AKTHUBHBIE U

Ne T 5 HHTEPAKTHBHbIE Koz
eMa y4eOHOro 3aHATHSA
/i y ¢opmbl U MeTOABI ¢popmupyembIx
o0yueHus KOMITeTeHI U
1 Tema 5. DkcriepTu3a IEHHOCTHU JOKYMEHTOB CemuHap- OK 2, OK 4,
JIUCKYCCHUS 1IK 2.3;2.6
2 [TpakTuyeckas pabora Nel8 Brimonnenue OK2
«[loAroToBKa K TEPMUHOJIOTHYECKOMY JAUKTAHTY. TBOPYECKOTO
K 2.2;2.4
3aaHuA
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6. IMCT PETUCTPALIMUA U3MEHEHUMI

Ne ConeprxaHue U3MEHEHUs PexBuzutsl Jara
n/n JOKYMEHTa BBEJICHUS
00 yTBEpKICHUHN W3MEHEHUS
HU3MEHEHHUS
1 YTBep:KAEHA U BBEJCHA B ACUCTBUE pelieHrneM YueHoro | [Iporokoi 3acenanus
copeta ®PI'BOY BO «MI'YTY um. K.I'. PazymoBckoro | Ne 6 ot «02» mapra | 01.09.2020r.
(ITKY)» 2020 1.
2 | AKTyai3upoBaHa C y4eTOM Pa3BUTHUS HayKH, KyJbTypsl, | [Iporokoin 3aceqanus | 30.08.2021r.

HSKOHOMHKH, TEXHOJIOTHH M COLMAIBbHOW cdepbl Hu
BBEJCHA B JICWCTBUE pEIICHHEM YYEHOro COBETa
OI'bOY BO «MI'VTY um. K.I'. Pazymosckoro (ITKVY)»

No 1 ot «30» aBrycra
2021 r.
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