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1. IACIIOPT PABOYEH IMPOTI'PAMMBbI
MEXINCHUIIVIMHAPHOTI'O KYPCA

1.1. ObJsacTh NpUMeHeHus1 padoyeil MporpaMMsl

Pabouas nmporpamma mexauCIUIUIMHApHOTO Kypca (nanee — MJIK) siBisieTcst
YacThlO MPOTrpaMMbl MOATOTOBKM KBATH(PHUIIMPOBAHHBIX PAa0OYMX, CIYy>KALIUX IO
npodeccun  46.01.03 JlenonpousBoautens, pa3zpadoTaHHOW B MOCKOBCKOM
00JJaCTHOM Ka3a4beM MHCTUTYTE TEXHOJOrui 1 ynpasieHus (punmuan) GI'bOY BO
«MOCKOBCKUI I'OCYIApCTBEHHBIM YHUBEPCUTET TEXHOJIOTUM U YIPABICHUS UMEHU
K.T". PazymoBckoro (IlepBbiit kazauuii yHuBepcUTET)» (nanee — uiuain).

1.2. Mecro MK B cTpyKType @porpamMmbl  IOATOTOBKH
KBAJIH(HUIHPOBAHHBIX PA00YHX, CJIYKALIUX

Hucuunmnuaa MJIK.2.2 OGecnieueHre COXpaHHOCTH JOKYMEHTOB OTHOCHUTCS
K TpoeCCUOHATIbHOMY MOJYJI0 IMPOTrpaMMbl MOJTOTOBKH KBaTU(UIIMPOBAHHBIX
pabounx, CIyKallux.

1.3. Hean m 3agpaum M/IK — Tpe0oBaHusi K pe3yjbTaTaM OCBOCHUS
AUCHMITHHBI

OO0s3arenpHas 4acTh.

C  uenpl0  OBIAJEHUA  YKa3aHHbBIM  BHUJIOM  JESTENBHOCTH  H
COOTBETCTBYIOIIMMU MPOGECCHOHAIBHBIMU KOMIIETEHIIUAMHU OOydYaromuiicss B
X0/1€ OCBOEHHMSI MPO(HECCUOHATBHOTO MOJTYJISI IOJKEH

HMeTh MPAKTHYECKH ONbIT:

- JOKYMEHTHUPOBAHUS U JOKYMEHTAIlMOHHON OO0pabOTKU JTOKYMEHTOB

KaHLIEJSApUH (apXHBa);

YMeETh:

- MPOBEPSATH MPABUIBLHOCTH 0OPMIICHHS JOKYMEHTOB,;

- CUCTEMAaTU3UPOBATh U XPAHUTh IOKYMEHTHI TEKYIIIETO apXUBa;

- dbopMHUpOBATH CIPABOYHBIN ammapar, 00eCHeUUBAIOIINN ObICTPBIN
MOUCK JIOKYMEHTOB;

- OCYILIECTBIISTH KCIEPTU3Y JOKYMEHTOB, TOTOBUTH U MEPEaBATh
JIOKyMEHTaJIbHbIE MaTEpPUaJIbl HA XPAHCHHUE B apPXUB;

3HATH:
- OCHOBHBIE  IIOJIOKEHUA EQWHONM  TrOCyIapCTBEHHOM  CUCTEMBI
JEJIONPOU3BOJICTBA;
- BU/JIbI, PYHKIIMHA JOKYMEHTOB, ITPaBUJIa UX COCTABICHUS U
oopMieHus;

- MOPSIIOK TOKYMEHTUPOBAHUS UH(OPMAIMOHHO-CIIPABOYHBIX
MaTepUAJIOB.
BapuatnBHas 4acTs.




C  uenpl0  OBIAJEHUA  YKa3aHHbBIM  BHUJIOM  JCSTENBHOCTH  H
COOTBETCTBYIOIIMMH MPOPECCUOHANBHBIMA KOMIIETEHIMSAMU OOy4YarolIuiics B
X0/1€ OCBOEHHMSI PO(HECCUOHATBHOTO MOJTYJISI IOJKEH

HMeTh MPAKTHYECKHU ONbIT:

- JOKYMEHTUPOBAHUS M JOKYMEHTALIMOHHON 00pabOTKM JOKYMEHTOB

KaHLIEJSApUH (apXHBa);

yMeTh:

- MPOBEPATH MPABUIBHOCTh OPOPMIIEHUS TOKYMEHTOB;

- CUCTEMAaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYILIETO apXHBa;

- dbopMHUpOBaTH CIPABOYHBIN ammapar, 00ecreUUBAIOIINN ObICTPHIN
MOUCK JTOKYMEHTOB;

- OCYUIECTBIISITh SKCIEPTU3Y JOKYMEHTOB, TOTOBUTH U MEepeaBaTh
JOKYMEHTAJIbHbIE MaTepUabl HA XPaHEHHUE B APXUB;

3HATH:

- OCHOBHBIE  TIOJIOKEHUSA EAWHON  rocynapCTBEHHOM  CUCTEMBI
JEJIONPOU3BOJICTBA;

- BU/JIbI, PYHKIIMHA JOKYMEHTOB, ITPaBUJIa UX COCTABICHUS U
oopmieHus;

- MOPAJIOK JOKYMEHTUPOBAHUS HH(POPMALIMOHHO-CITPABOYHBIX
MaTepuasoB.

B mpomecce OCBOCHHS IUCIUIIIMHBI y OOYYarOUUXCS OJDKHBI OBITH
chopmupoBanbl 001ue kommereniuu (aanee - OK):

Kon HaumeHnoBaHue pe3yJsibTaTa 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
COCO0OB €€ TIOCTUKEHUS, ONPEJEICHHBIX PYKOBOJIUTEIEM.

OK 3 | AnanusupoBaTh paboOuyI0 CUTYaINIO, OCYIIECTBISATh TEKYIIUHA U
UTOTOBBIN KOHTPOJIb, OLEHKY U KOPPEKLUIO COOCTBEHHOMN
JEsITeNIbHOCTH, HECTU OTBETCTBEHHOCTh 3@ PE3YJIbTATHI CBOEH padOThI
OK 4 | OcymiecTBasTh NOUCK HHPOPMALIMH, HEOOXOIUMOM 11151

3¢ (PEeKTUBHOTO BHITOJIHEHHS MPO(dEeCCHOHATBHBIX 33]1a4

OK 5 | Ucnonws3oBaTh MHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
podeCCUOHANIBHON JIEATEIbHOCTH.

OK 6 | PaGoTaTh B komaHe, 3 (HEKTUBHO OOIIATHCS C KOJUIETaMU,
PYKOBOJICTBOM, KJIMEHTAMHU

OK 7 | UcnionHATh BOMHCKYIO 00SI3aHHOCTD, B TOM YHCJIE C IPUMEHEHHEM
MOJTYYEHHBIX TPO(ECCUOHANIbHBIX 3HAHUH (JIJ1S1 FOHOIIIEH)

Conepxxkanne MJIK opueHTMpOBaHO Ha MOATOTOBKY OOydYaroluxcs K
OCBOCHHUIO MPO(ECCHOHATILHOIO MOMAYJS MpOTrpaMMbl  KBaTU(DUIIMPOBAHHBIX
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pabouux, ciuyxamux o mpodeccun 46.01.03 JlenompousBoauTtenb 0a30BOM
MOJATOTOBKH U OBJICHHIO MpodeccHnoHaIbHBIMU KomneTeHIUsAMU (nanee - [1K):

Kon HaumeHnoBaHue pe3ysibTaTa 00y4eHHUs
[IK 2.1 | ®opmupoBaTh aena.
IIK 2.2 | OGecnieunBaTh OBICTPHIA MOUCK JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY
anmnapary (KapToTeKam) OpraHu3aiuu
[IK 2.3 | CucreMaTu3upoOBaTh U XPAHUTh JOKYMEHTHI TEKYLIErO apXUBA
I1K 2.4 | OGecnieunBaTh COXPAaHHOCTh MPOXOSIIEH CIYKEOHOM IOKYMEHTAIUU
[IK 2.5 | 'oTOBUTH U IlepeaBaTh JOKYMEHTHI HA aPXUBHOE XPaHEHUE
[IK 2.6 | ObecneunBaTh COXpaHHOCTh APXHUBHBIX JOKYMEHTOB B OpraHHU3alluu

1.4. Koanm4yecTBo 4yacoB Ha ocBoenue M/IK

MaxkcumanbHO# yueOHOM Harpy3ku odyyatouierocst 335 4acoB, B TOM YHCIIE:

— 00s13aTeNbHON ayJUTOPHOM ydeOHOMl Harpy3ku oOyuwaromerocs 228
4acoB;

— caMmocToATeNbHOM paboThl oOyuaromierocst 107 yacos.



2. CTPYKTYPA U COAEP KAHUE MJIK

2.1. O0bem yueOHOM AUCHMIVIMHBI U BUABI y4eOHOH PadoThI

Bup y4eOHoii 1eATeIbHOCTH

O0beM yacoB

MaxkcumainbHast yueOHas Harpyska (Bcero) 335
O0s13aTenbHas ayIMTOpHAs yueOHasi Harpy3ka (Bcero) 228
B TOM YHCIIE:

JIEKLUHU 108
nabopaTopHbie paboThI HE MPElyCMOTPEHO
MIPAKTUYECKUE 3aHATUS (8 mMOM uucie 8 6uoe npaKmuyeckou 120
no020moeKu)

KOHTPOJIbHBIE paOOTHI +
CamocrositenbHasi pabora oOyyaromierocs (Bcero) 107
B TOM YHCJIE:

BHEAYJIUTOPHAs CaMOCTOsITeNIbHAs paboTa 107

[TpomeskyTouHas arrecTanusi B popMe KOHTPOIHHON pabOThI




2.2. Tematuyeckuii mian u cogepxanne MK

HaumenoBanue pasnenos
npodeCcCuOHaIBLHOTO Coneprxanue yueOHOTO MaTepuraa, JJabopaTopHble pabOThI M IPAKTHYECKUE YpoBeHb
monyus (I1IM), 3aHSTHS, CAMOCTOSITENIbHAS PaboTa 00yJaroIuxcs, KypcoBast padboTa (IIpoeKT) O06bem yacoB OCBOCHUS
MEKTUCIUTUTMHAPHBIX
kypcoB (MJIK) u Tem
1 2 3 4
1. Beenenmue. 2
Llenu 1 3a1a4n AUCHUIUIMHBL. BO3HUKHOBEHHE MTPOOIEMBI «BEYHOT0» XpAaHEHHUS
JOKyMeHTOB. O030p HCTOUHUKOB M JIMTEPATYPHI IO AUCHUILINHE.
Pa3zpnen 1. UcTtopust nokymenta. CBoiicTBa HOCUTeJIel U TEKCTA.
Conepxanue 2
1. | TIoHATHS «IOKYMEHT», «apXUBHBIH TOKYMEHT», «IOKYMEHT ApXHWBHOTO (hoHIa 2 1
Tema 1.1 Ilm‘yl:‘el" Kak P®y. 3agaun obecrieueHusi COXPAaHHOCTH apXHUBHBIX JOKYMEHTOB.
MaTepHalbLHbIH 00beKT JlaGopaTopHbie paboTHI He npeaycMoTpeHo
[IpakTuyeckue 3aHATHS He npenycmorpeno
KonTtposnbHble paboThl He npegycMoTpeHo
CamocTosiTenbHast paboTa 00y4aroIIerocst 10
1 | [oaroroBka nokyaa0B 1O TeMe: «cTOpHsi BOSHUKHOBEHHS apXHBay, 10
«ApxuBHbId o PDy»
Conepxanue 2
Tema 1.2 Crapunnbie 1. | Hocurenn. Cpesicrsa nmucsMa. KonupoBanue 10KyMEHTOB. 2 1
JIOKYMEHTBI. JToxXa JlaboparopHbie pabOThI He npenycmorpeno
pykomnuceii
[IpakTHyeckue 3aHsATHS He npenycMoTpeHo
KonTponbHas pabota He npegycMoTpeno
CamocrosiTenbHast paboTa 10
1 [TonroroBka JOKJIAOB 10 TeMeE: « McTopusi JOKYMEHTOBY, 10
«OBOJIONHSI KOMUPOBAHHS JJOKYMEHTOBY
Coneprxanue 4
1. | bymara u3 npesecunbl. Cunrernyeckue kpacurenud. CpeacTBa MmucbMa. 2 1
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Tema 1.3 Bymaxuble
AokyMeHThI 19-20 BB.

Mamunonuces. KonupoBaHue JOKYMEHTOB.

2. | OcobeHHOCTH NPUHTEPHBIX JOKYMEHTOB. CIIOCOOBI OTYYECHHUS TAKHX 2
JOKYMEHTOB.
JlaGopaTopHbie paboThI He npenycmoTpeHo

[IpakTHyecKue 3aHATUS

He npenycMmoTpeHo

KonrposnbHas pabora

He npenycmorpeno

CamocTosiTenpHasi paboTa 00yJaromerocs 10
1 ‘ [ToaroroBka noknaoB no Teme: «JlokyMeHTsl 19-20 BB» 10
Pa3nes 2. Ctapenue 10KkyMeHTOB. OCHOBHbBIe (haKTOPBI CTapeHusi U IPUYMHBI Pa3pyLIEHUs JOKYMEHTOB.
Conepxanue 12
Tema 2.1. ®uznueckoe 1. | IIpoBepka puznyeckoro cocTosHus JOKyMeHTOB. OOIIHe MOJ0KEHHS 2
COCTOSIHHE IOKYMEHTOB 2. | OueHka (pU3MUECKOTO COCTOSIHUS JOKYMEHTOB. THITOBast HOMEHKIIATypa 2
nedexToB 1 ux OYKBEHHO-IIM(POBask MHICKCAIHS
3. | Ilpusnaku nedeKToB M UX OTHECEHHE K TUIIOBBIM IpyINIaM 2
4. | Ouenka pU3NIECKOTO COCTOSIHUS JOKYMEHTOB B apXHBaX CIIOCOOOM Majon 2
BBIOOpKH
5. | PexomeHnganmu o noaroToBke U paboTe SKCIEPTOB 2
6. | duznueckoe COCTOSIHUE OyMaXKHBIX 1O0KyMeHTOB 19-20 BB., XpaHAIIUXCS B 2

apxuBax

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[TpakTuyeckue 3aHsITUs

He npenycMmoTpeHo

KonTponbhas pabota

He npenycmorpeno

CamocrodrenbHas paboTa 00ydaronerocs

1 | [HoxroroBka noknanoB 1o reMe: «OCOOEHHOCTH 0TEYECTBEHHBIX OYMaXKHbIX 10
JnoKyMeHTOB 19-20 BB.»
Conepxanue 2
Tema 2.2 1 | [onstue «yracanue Tekcta». OCHOBHBIE (DAKTOPBI CTAPEHUS U IPUUHHBI 2

CTapeHHe AOKYMEHTOB

pa3pylleHus TEKCTa.

JlaGopaTopHbie pabOThI

He npenycMmotpeHo

[IpakTHueckue 3aHATUs

He npenycmorpeHo

Konrponsnas pabora

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Conepxanue

6
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Tema 2.3 OcHOBHBIE
(axTopsbI cTapeHus u
NPUYUHBI pa3pyLIeHUus
JOKYMEHTOB

1. | Cger. Temneparypa. BiaxxnocTs Bo3ryxa. buonoruueckue BpeiuTenu.

2

2. | Pe3kue u3MeHeHus ycaoBUi cpebl. MaTepHaiibl M BeleCTBa JOKYMEHTA. 2
3. | MexaHnueckue NOBPEKICHUS. DKOJIOTHS CPEJIbI. 2
JlaGopaTopHbie paboThI He npenycmoTpeno
[IpakTrueckue 3aHsaTUA 14
1. Ne 1. O0GecnieueHne ONTUMANIBHBIX YCIOBUM XpaHEHUs TOKYMEHTOB 7
2. Ne 2. Obecneuenue pru3MKO — XMMUYECKOH COXPAHHOCTH JTOKYMEHTOB 7

Konrponsnas pabora

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Pa3nes 3.TpeGoBanusi o0ecrniedeHHs1 COXPAHHOCTH IOKYMEHTOB IIPM OCHOBHBIX BHJIAX APXHBHBIX padoT

Tema 3.1 TpeOoBanus k
31aHUSIM U MOMelleHUAM
apxXuBOB

Conepxanue 4

1. | TpeGoBanus k 37aHUAM U TOMelIeHUsIM. [lomMereHus: OCHOBHOTO Ha3HAYEHUSI. 2
HopMbl yCTaHOBKM CTallMOHAPHBIX CTEJIAKEH B XpPaHUIIMILAX.

2 | Mecro pacnosyiokeHus1 apXMBOXpaHWINIIA B IOMEIIEHUH apxuBa. TpedoBaHus K 2

APXUBOXPAHWIIUIILY.

JlaGopaTopHbie pabOThI

He npexycMmoTpeHo

[IpakTHyeckue 3aHsATUs

He npenycMorpeno

KonTponbhas pabota

He npenycmorpeno

CamocTosiTenpHast paboTa 00yJaronerocs 10
1 | IlogroroBka noknana no reMe «Opranusanus J0KyMEHTOB U 1€71 ApXUBHOTO 10
donna POy
Coneprxanue 8
1. | ObGecrieuenne COXpaHHOCTHU JIOKYMEHTOB IIPH UX MOCTYIJICHUN Ha XpaHEHHE. 2
TpeboBaHus K nepeaBaeMbIM JIOKyMEHTaM Ha XxpaneHue. OcoOeHHOCTH
(bU3NIECKOTO COCTOSTHHSI JOKYMEHTOB IIPH IepeJiaue Ha XpaHeHHE.
2. | ObecrieueHne COXPaAaHHOCTHU JTOKYMEHTOB ITPHU UX XPAaHCHHUU. 2
3. | CoxpaHHOCTH JOKYMEHTOB IIPH WX UCIOJIH30BAHUU M 00pabOTKeE. 2
4. | ObecrieueHne COXPAaHHOCTHU JTOKYMEHTOB IIPH UX MEPEMEIICHUH U 1
Tema 3.2. TpeGoBanus TPaHCIIOPTHPOBAHHH
5. | Iopsmox BeimonHeHUS TpeOOBaHUI 00eCIIeYeHUsI COXPAHHOCTH JOKYMEHTOB IPH 1

olecrievyeHUst COXPAHHOCTH
NPH BbINOJIHEHUH
apXUBHBIX padoT

APYTUX BUAAX paboT

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[IpakTHyecKkue 3aHsATUs

20

1. | Ne 3. Pa3menienrie JOKYMEHTOB B XpaHWJIMILAX U MOPSJOK UX

6
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BblAa4H I10JIb30BaTCIIAM

2. | Ne 4. Opranu3zaiiys KOHTPOJIS 32 IPOXOXKAEHUEM JTOKYMEHTOB 6
3. [ Ne 5. @opmsbl Hcnonp30BaHus JOKYMEHTOB U3 apXMBHOTO (pOH/Ia OpraHU3aIiu 4
4. | Ne 6. Tlopsiiok BbLIauu apXUBHBIX JOKYMEHTOB U3 apXMBOXPaHMUIMILA 4

KonTponbhas pabota

He npenycmorpeno

CamocrodrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 3.3 Xpanenne
apXUBHBIX
AOKYMEHTOB He Ha
OyMa’KHOM HOCHTeJIe.

Conepxanue 4

1. [[IpaBmiia XpaHeHUs] KHHOAOKYMEHTOB, (DOTOAOKYMEHTOB U JOKYMEHTaX Ha 2
Mukpodumax. O6ume TpeOOoBaHUS K ApXMBHOMY XPaHEHUIO.

2. [XapakTepuCTHKa CTEeIUIaXKeH, KOTOPbIe MOTYT OBITh YCTAHOBIICHBI B XpaHHUJIHILAX 2

1 IpYTUX CPEICTB XPAHEHUS U1l KHHOJOKYMEHTOB, BUAEOJOKYMEHTOB,
(hOTOJOKYMEHTOB, 3JICKTPOHHOTO JOKYMEHTA.

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[IpakTHueckue 3aHsATUA

He npenycmorpeno

KonTponbhas pabota

CamocTosiTenpHast paboTa 00y4aronerocs 10
1 | Ilogroroska noknanoB 1o teme «IIpoOnemsl, MyTH peuieHus! 10 COXPaHHOCTH 10
AJIEKTPOHHBIX JOKYMEHTOBY
Pa3nen 4. Xpanenue 10KyMeHTOB. [IpakTHyeckue BONpPOChl APXUBHOMN KJIMMATOJIOTHH

Coneprxanue 8

1. | CymHocTb ONepaTuBHOTO XpaHEHUs JOKYMEHTOB 2

2. | IlpaBuia onepaTUBHOIO XpaHEHMsI JOKYMEHTOB 2

Tema 4.1. Opranusanust | 3. | MarepuasbHble CI10CO0BI COXPaHEHHS! JIOKYMEHTOB 2
ONE€PAaTUBHOIO 4. | Yuer gBmKeHus aeia 2

XpaHeHust JlabopatopHbie pabOThI He npeaycmoTpeHo
AOKYMEHTOB [IpakTrueckue 3aHsATUs

1. | Ne 7. Opranuzanus XxpaHeHus JOKYMEHTOB B OpraHu3aluu 4
2. | Ne 8. CocraBiieHne CpaBHUTENIBHOIO aHAIW3a TPAAULIMOHHOW U 2
aBTOMAaTH3MPOBAHHON CHCTEMBI IOKYMEHT0000pOTA.
ITpakTryeckast MOATOTOBKA IO TEME 2

KonTponbhas pabota

He npenycmorpeno

CamocrodrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Coneprxanue

6
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Tema 4.2
Cucremarusanus

AOKYMEHTAJBHOI'O (l)()H):[a

Kak ¢akrop
3P PEeKTUBHOIO
HCII0JIb30BAHUS U

XpaHCHUA JOKYMCHTOB

1. | Cucrema YIPABICHUA W IPYHIIMPOBKA YIPABJICHYECKUX JOKYMEHTOB 2
2. | llonsaTue nena, ero cocras u odopmierue. OnpeaeneHne CPOKOB XPaHSHHS TSI 2
3. [[lonsiTHe u BUABI HOMEHKIATYPHI Jei. [IpaBuina pa3paOoTKH U BEICHUS 2

[HOMCHKJIATYPBI ACII.

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[TpakTHueckue 3aHATUS 38
1. | Ne 9. ®@opmupoBanue siena Juisi TEKYIIEro XpaHeHHUsI 4
2. | Ne 10. OdopmiieHue 00I0KKH aena 4
3. |No 11. BHyTpeHHsist ONKCH JOKYMEHTOB JIeja 4
4. | Ne 12. Odopmienue e MOCTOSIHHOTO CPOKA XPAHEHUS 4
5. [ Nel3. CocraBnenue u opopmieHne onuce e 1o JMYHOMY COCTaBY 4
6. | Ne 14. CocraBnenue u opopmieHue coriacusi Ha 00pabOTKy MepCOHATBHBIX 4
JAHHBIX PaOOTHHKA.
7. | Ne 15. OdopmiieHHe JINYHOTO AeCa. 8
8. Ne 16. OpopmieHre HOMEHKIATYPBI A€ 6

KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 4.3. [Ipeamer
apXMBHOM
KJIMMATOJIOTHH

Coneprxanue

12

1.

ITonsTre apxuBHOW KNUMATOJOTHH. DyHKIIMKM apXUBHBIX KOHTPOJIBHO-
KIMMaTH4eCcKuX ciayx0. [lapameTpsl Bo31yXxa, KOHTPOJIbHO-U3MEPUTEIILHBIC
npuOOpHI.

2

DyYHKIMHM apXUBHBIX KOHTPOJIHO-KJIMMATHYECKHUX CITYXkO.

OCHOBHBIE KJIUMAaTUYECKUE MTapaMeTPhl BO3AyXa

Knnmarndeckne KOHTPOIbHO-U3MEPUTEIbHBIE TPHUOOPHI

KimmmaTtndeckuil KOHTPOJIb B XPAaHWINIIAX JTOKYMEHTOB

ATl Pl el E

PCFI/ICTpaI_II/ISI 1 OIICHKAa KOHTPOJIbHO-KJIIMMATUUCCKUX JaHHBIX. HOpMaJII/BaI_[I/ISI

KIIMMATHU4YCCKUX YCJIOBI/Iﬁ XpaHCHUA TOKYMCHTOB

NN

JlabopatopHbie pabOThI

He npenycmorpeHo

[TpakTuyeckue 3aHsITUs

He npexycMmoTpeHo

KonTponbhas pabota

He npenycmorpeno

CamocrodrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Conepxanue

2

1. | MeponpusTust no pe3ynpraTaMm NpOBEPKM HAJIMYMS U COCTOSHUS 1€ML, [1opsiiok

2
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| CHATHUA C YyUCTa JOKYMCHTOB, HC HaﬁﬂeHHbIX B XO0J€ IMPOBCPKH.

JlaboparopHblie pabOTHhI

He npenycmorpeHo

Tema 4.4 [IpakTHyeckue 3aHsaTus 8
Opranunszanus 1. Ne 17. IlpoBepka HalIMuusl M COCTOSIHUS €]l M OpraHu3alus PO3bICKA e 8
PO3BICKA Konrponsnas pabora He npenycmorpeno
HEOOHaPYKEeHHBIX CamocrosrenbHas paboTa 00ydaronerocs He npenycmorpeno
AOKYMEHTOB

Tema 4.5 BriaBjienue
AOKYMEHTOB C
NMOBPEXKIeHUAMH
HOCHTeJIEel M TEKCTA

Conepxanue

2

1. | [Topsmok paGoThI O BBISIBICHUIO IOKYMEHTOB C TIOBPEXICHUSIMH HOCUTENIEH U
TekcTa. [IpoBeieHne MPOBEPKU TEXHUYECKOIO COCTOSIHUSL IOKYMEHTOB.

2

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[IpakTHyeckue 3aHsaTus

He npenycMorpeno

Konrponsnas pabora

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 4.6 Ilopsigok
PaGoTHI N0 BHISIBJIEHUIO
YHUKAJIbHBIX
AOKYMEHTOB H 0C000
LHEHHBIX JIOKYMEHTOB

Conepxanue

10

1. | [Hopsimox paGoThI MO BBISIBIEHUIO YHUKAIBHBIX JIOKYMEHTOB U 0CO00 LIEHHBIX
JOKYMEHTOB. XapakTepuctuka Pernamenra ['ocygapcTBEHHOro peectpa
YHHUKQJIBHBIX TOKYMEHTOB ApXuBHOTO (ponma PO.

2

2 | Peectp omuceit OLI/L; ciucok dhonrmos, cogepxkammux OLJ]; mepeuens OLLJ]
IIEPBUYHOMY CIACEHHUIO.

3. | Co3nanue crpaxoBoro ¢poHaa 0cO00 IEHHBIX TOKYMEHTOB U (poHIa
noJib3oBanHus. Llenb co3ganus ctpaxoBoro ¢poHaa U (OHA MOJIb30BAHMS.
Opranuzanust paboT 10 MUKpO(PHUIBMUPOBAHUIO WK OLU(PPOBAHHIO
JOKYMEHTOB.

4 | Ilepenada ctpaxoBoro (oH/Ia HA CTIEIHATLHOE XpaHeHue. THUoBoi
TEXHOJOTUYECKHUM PErJaMEHT U3rOTOBJIEHUS CTPAXOBBIX KOMUM. YUET U
XPaHCHHME CTPAXOBBIX KONUHK U (DOH/A MOJb30BAHMS.

5 | CrpaxoBaHue JOKYMEHTOB U OCHOBBI UX JCHEKHOU oneHKH. Kakue ToKyMeHTbI
nojsexar ctpaxopanuro. [Topsiok opopmiieHUs pe3yIbTaTOB CTPaXOBOM
OILICHKH JIOKYMEHTOB ApXUBHOTO oHa PD.

JlaboparopHbie pabOThI

He npenycmorpeno

[IpakTHyeckue 3aHsaTus

8

1. | Ne 18. Co3yanme ctpaxoBoro ¢onaa 0co60 MEHHBIX M YHUKATBHBIX JOKYMEHTOB

8
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| 1 (OHJIa IOJTB30BATEIS

KonTponbhas pabota

He npenycmorpeno

Tema 4.7 O0ecnieuenue
COXPAHHOCTH APXUBHBIX
JOKYMEHTOB NMPH
Ype3BbIYANHBIX CUTYAUAX

CamocTosiTenpHast paboTa 00yJaronerocs 10

1 [ToaroroBka noxmamoB mo Teme «CTpaxoBaHHUE 0OCO00 IICHHBIX U 10
YVHUKAJIBHBIX IOKYMEHTOBY, «VICTOpHS co3/laHusi CTPaXxoBhIX (DOHIOBY»

Conepxanue 2

1. | Kakue oOCTOSITENECTBA OTHOCSITCS K UpE3BBIYaHBIM cuTyarusiM. [1maHs 2

KOHKPETHBIX MEPOIPUSATUN aPXUBOB IIPU YPE3BbIYANHBIX CUTYALUSX.

Jlaboparopubie pabOThI

He npenycmorpeno

[IpakTHyeckue 3aHsATUs

He npenycMorpeHo

KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 4.8
OCHOBBI KOHCEPBALIMH U

Conepxanue

4

1. | Pexxum xpaHenus1, crabunusanysi, pectaBpanus. Llens pecraBpauuu. Hoseiimme

pa3paboTKK B 00JIACTH TEXHUYECKOI KOHCEPBAIIMH U PECTaBPAILIMH JTOKYMEHTOB.

4

JlaGopaTopHbie pabOThI

He npenycMmoTpeHo

pecraBpanun J0KyMeHTOB, | [IPAKTHUYCCKHE 3aHATHS 8
1. Ne 19. OcHOBBI KOHCEpBAIIMH U pEeCTaBpalliU 8
Kontposnbnas pabora He npenycmorpeno
CamocTosiTenpHast paboTa 00yJaronerocs 10
1 | ITogroroBka noknanos no teMe: « KoncepBauus u pectaBpanus JOKyMEHTOBY 10

Paznen S.JxkcnepTn3a HeHHOCTH TOKYMEHTOB.

Coneprxanue 2
1. | 3agaum 3KcnepTU3bl HEHHOCTHU 10KyMEHTOB. [ToHsTHE 1IEeNneBON KOMIUIEKCHON 2

Tema 5.1 3agaun
IKCHEPTU3bI
IEHHOCTH
JAOKYMEHTOB.

OKCIICPTU3LI. DTaIbl 9KCIICPTU3bI HEHHOCTHU JOKYMCHTOB.

JlaboparopHbie pabOThI

He npenycMmorpeno

[IpakTHyecKkue 3aHsATUs

He npenycmorpeno

KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 5.2 Tanel

Conepxanue

2

1. OTaIebl MPOBCACHUA SKCICPTU3LI HECHHOCTH JOKYMCHTOB Ha CTaAUU
BCAOMCTBCHHOI'O XPAaHCHU .

2

JlaboparopHbie pabOThI

He npenycmorpeHno
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IKCNEPTHU3bI [TpakTHyeckue 3aHsATHS He npenycMoTpeHo
LEHHOCTH KonTponbhas pabota He mpenycmorpeno
AOKYMEHTOB CamocrosrenbHas paboTa 00ydaronerocs He npenycmoTpeno
Conepxanue 2
1. | ITpuHUIMIIBI 0OTOOpA TOKYMEHTOB U KPUTEPUU MX OLIEHKH. 2
Tema 5.3 JlaGopaTopHbie paboThI He npenycmorpeno

OT100p 10KYMEHTOB HA
NMOCTOSIHHOE XPaHEeHUe

[IpakTHyecKkue 3aHsATUs

He npenycMotrpeno

KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 5.4 Cucrema
IKCHEPTHHIX OPraHOB

Conepxanue 2
1. | [Mopsmok co3maHust SKCIIEPTHOW KOMHCCHU B OPTraHU3aIIUsAX, €€ COCTaB. 2
DyHKIUU.

JlaboparopHbie pabOTHhI

He npenycmorpeHo

[IpakTHyecKkue 3aHsATUs

He npenycMotrpeno

KonTponbhas pabota

He npenycmorpeno

Tema 5.5 Ilopsaox
JIKCHEPTU3bl HEHHOCTH
AOKYMEHTOB

CamocrosiTenbHast paboTa 10
1 | [TonroroBka nokianos mo Teme6 «IlomoxeHust 00 IKCIEPTHOW KOMUCCHUID) 10
Conepxanue 2
1. | Bxirouenue 1oKyMeHTOB B cocTaB ApxuBHoro ¢onna P®. [Topsox 2

BBIOOPOYHOTO IpUeMa JOKYMEHTOB.

JlaGopaTopHbie pabOThI

He npexycMmoTpeHo

[TpakTHueckue 3aHATUS 8
1. Ne 20. Kpurepuu onpeeneHus HEHHOCTU JOKYMEHTA 4
2. Ne21. Cnenuduka paboThl ¢ JOKYMEHTaMU, COJICPKAIMMK KOH(DUICHITNATLHBIC 4

CBCIACHU

KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa 00ydaronerocs

He npenycmorpeno

Tema 5.6 MeToanka
0T00pa TOKYMEHTOB
Ha XpaHeHHne

Conepxanue

2

1. | Dramsl paboThl IO 0TOOPY AOKYMEHTOB. JIOKYMEHTBI C HCTEKIIMMHU CPOKaAMH

XPaHCHMUSL.

2

JlaGopaTopHbie pabOThI

He npenycmoTpeHo

[IpakTHyecKkue 3aHsATUs

8

1. | No 22. CocrapiieHre onucH JTOKYMEHTOB JUIsl apXUBHOTO XPaHEHHUS.

8
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KonTponbhas pabota

He npenycmorpeno

CamocrosrenbHas paboTa

He npenycmorpeno

Tema 5.7 Oprannzanus
padoThI O IKCIEPTH3E
LHEHHOCTH 10KYMEHTOB B

Coneprxanue

2

1.

OcoOeHHOCTH PabOTHI O AKCIIEPTHU3E IEHHOCTH JJOKYMEHTOB B
rOCYy1apCTBEHHBIX apXHUBax.

2

JlaGopaTopHbie pabOThI

He npexycMmoTpeHo

[IpakTHyeckue 3aHsATUs

He npenycmorpeno

rocy1apCTBEHHBIX KouTponbsHas pabora He npexycmorpeno
apxmeax CamocTosiTenpHast paboTa 00yJaronerocs 10
1 | [loaroroBka nokianoB 1o teme: «LleHHble TOKYMEHTHI B TOCYAapCTBEHHBIX 10
apXHuBax»
Coneprxanue 2
Tema 5.8 MeTonoJiorus 1. | [Tpobnemsbl, MyTH penieHns o COXPaHHOCTH JIEKTPOHHBIX TOKYMEHTOB. 2

IKCMEPTU3bI HEHHOCTHU
IJICKTPOHHBIX
AOKYMEHTOB

JlaGopaTopHbie pabOThI

He npenycMmoTpeHo

[IpakTHyeckue 3aHsATUs

He npenycMorpeno

KonTponbhas pabota

CamocrosrenbHas paboTa

7

1

[ToaroroBka nokinanoB no teme: «L{eHHbIE 3JIEKTPOHHBIE TOKYMEHTHI B
rOCYJIApCTBEHHBIX apXUBaAX»

7

TemaTuka KypcoBbIX padbOT (IIPOEKTOB)

He npenycmorpeHno

O0s13aTenbHas ay IMTOpHasl yueOHast Harpy3Ka 110 KypcoBoi pabote (IIpOeKTy)

He npenycmorpeno

CamocrosTenpHas paboTa oOydaronierocs HaJl KypcoBoil paboToil (IpoeKTom)

He npenycmorpeno

VYpoBHU 0CBOEHHS y4eOHOI0 MaTepuaIa:

1 — 03HaKOMUTENBHBIN (Y3HaBaHHE paHEE U3yUYEHHBIX 0OBEKTOB, CBOICTB);
2 — penpoyKTUBHBIHN (BBIOJIHEHHUE JEATENBHOCTH IO 00pasily, MHCTPYKLUMHU WIH MO PyKOBOJICTBOM);

3 — NpOoAYKTUBHBIN (TUTAHUPOBAHUE U CAMOCTOSITENILHOE BBIMOJTHEHHUE I€ATENbHOCTH, PEIIEHUE MPOOJIEMHBIX 3a/1ay).
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3. YCJOBUS PEAJTU3ALIMU MJIK

3.1. TpeOoBaHus K MHHUMAJIBHOMY MAaTEePHAJIbHO-TEXHHUYECKOMY

ob0ecneyeHmn 1o

KaOuner /lokyMeHTallMOHHOIO 00ecnedeHnsl yIpaBJIeHUs! 143600,

VYueOHas ayTuTOpH U1l IPOBEICHUS 3aHATUH JIEKLIMOHHOTO THUIIA; MockoBckas

3aHATUNA CEMUHAPCKOI0 TUIA; 3aHATHI MPAKTUYECKOT0 TUIIA; AJIs o0nacTs, T.

TEKYILEro KOHTPOJIA U IPOMEKYTOYHON aTTECTALUN; CAMOCTOSTEIbHOU Bonoxonamck, yi.

paboThI Hogo-

Conparckas, 29

Pabouue mecra obyuaromuxcs; Pabodyee Mmecto npenogaBarens; 4 ayn. 20a

pabounx MecT oOyyaronuxcs ocHaieHHbIe [I9BM ¢ moakimtoueHuem K

CETH UHTEPHET U 00ECIIEUEHNEM JOCTYIA B AIEKTPOHHYIO

MH(POPMALMOHHO-00pa30BaTENbHYIO Cpey Y HUBEPCUTETA U SJICKTPOHHBIC

OUOIMOTEYHBIE CUCTEMBI.

JIueH3noHHOE MPOrpaMMHOE 0OecIIeUeHuE:

Microsoft Windows 7 (Ne 48235645)

Microsoft Office 2010 (Ne 61160074)

JlabopaTopus /lokymMeHTOBe1eHUSA 143600,

VYueOHas ayTuTOpHs IJ1s1 IPOBEICHHS 3aHATUI MPAKTHYECKOTO THIA; IS MockoBckas

IIPOBEJICHUS TPYNIIOBBIX U MHIMBUYAJIbHBIX KOHCYIbTALIMM; IS o0nacTs, T.

TEKYILEro KOHTPOJIS U IPOMEXKYTOUHOM aTTecTalluu Bonokonamck, yi.
Hogo-

Pabouue mecra obyuaromuxcs; Pabodyee MecTo npenoaBaTens, Connarckas, 29

ocHamieHHoe [I9BM c nmoakimoueHrneM K CeTH HHTEPHET; 7 pabodmnx MecT ayn. 35a

oOyuaromuxcs ocHameHHsle [I9BM ¢ moakimoYeHnemM K CeTd HHTEPHET U

o0ecreyeHneM JI0CTyTa B JIEKTPOHHYIO HH(POPMALIMOHHO-

oOpa3oBatenbHy0 cpefy YHuBepcurera; KnaccHas nmocka; [Ipoexkrop

nepeHocHoit; Kononku; 3BykoBoe 060py10BaHHe.

JIueH3noHHOE MPOrpaMMHOE 0OecIieYeHue:

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)

JlabopaTopus yuyeOHasi KaHLeJSAPUS 143600,

VYueOHas ayTuTOpHs IJIs1 IPOBENICHHS 3aHATUI MPAKTHYECKOTO THIA; IS MockoBckas

IIPOBEJICHUS TPYNIIOBBIX U UHINBUYyaJIbHBIX KOHCYJIbTALUM; st o0nacTs, T.

TEKYIEro KOHTPOJIS ¥ IPOMEXKYTOUHOM aTTecTalluu Bonokonamck, yi.
Hogo-

Pabouue mecra obyuaromuxcs; Pabodyee Mecto npenoaBatens; 2 Connarckas, 29

pabounx mecta oOyuatomuxcs ocHauiennsie [I9BM ¢ noakmoueHnem ayn. 36

CETU MHTEPHET U 00ECIICYCHUEM JI0CTYIa B AJIIEKTPOHHYIO
nH(pOpMaMOHHO-00pa30BaTeNbHYI0 cpeny YHuBepcurera; [Ipuntep;
Ckamnep.

JIuneH3MoHHOE IPOrpaMMHOE 00eCIIeUeHHE:
Microsoft Windows 10 (Ne 03307-143-612-223, 03307-143-612-286)
Microsoft Office 2010 (Ne 61160074)
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3.2 UudopmanuoHHoe odecnieyeHrne 00y4eHus.
[lepeyeHb HCHONB3yEMBIX YYEOHBIX M3AaHHMM, HMHTEPHET-PECYPCOB,
JOTIOJIHUTEIILHOU JINTEPATYPhI

OcHoBHas JiuTEpaTypa:

1. EropoB, B. II. OO0ecnieueHne COXpaHHOCTH, pecTaBpalus |
KOHCEpBaIusi JTOKYMEHTOB : ydyeOHoe mocobue mnsa cro / B. Il. Eropos, A. B.
CnunbkoB. — Cankt-IlerepOypr : Jlans, 2020. — 220 c.

2. Hukudopos, C. H. Meroas! 3amutel nHGpopMauuu. [laponu, ckpeitue,
mudpoBanue : yueoHoe nocodue st crno / C. H. Hukudopos. — 2-e usa., crep. —
Cankr-IlerepOypr : Jlans, 2021. — 124 c.

3. DONEKTPOHHBINH JTIOKYMEHTOOOOpPOT U o0ecreueHue O0e30MmacHOCTH
cranaaptHeiMu cpeactBamu WINDOWS : yue6Hoe nmocobue / JI.M. EBnokumoBa,
B.B. Kops6kun, A.H. [Teuiskun, O.I'. lIBeukoBa. - Mocksa : KYPC, 2019. - 296 c.

JlonoJIHUTE/IbHAS JIMTepaTypa:

1. I'yryeBa, T. A. KonpuaeHuuaibHoe IEIONPOU3BOJICTBO : ydeOHOE
nocobue / T.A. I'yryeBa. — 2-e usn., nepepad. u gon. — Mocksa : UHOPA-M,
2021. — 199 c.

2. 3BepeBa, B. II. Opranumzauuss u  TexHoJOruss pabOTBl €
KOH(UIeHIMaIbHbIMU JOKyMeHTamHu : yueOHuk / B. I1. 3BepeBa, A. B. Hazapos. —
Mockga : KYPC : UH®PA-M, 2020. - 320 c. - (Cpennee npodeccruoHalibHOE
oOpasoBaHue).

HNuTepHeT-pecypcesbl:
1. http://znanium.com/OO0O ANEKTPOHHO-OMOIMOTEeUHAs cucrema
"SHAHUYM"

2. https://e.lanbook.coom/ OOO MznarensctBo «JIAHDBY
3. http://biblioclub.ru/ OBC «YHuBepcuTerckas OuOIMOTEKA OHIANH
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4. KOHTPOJIb 1 OEHKA PE3YJIBTATOB OCBOEHUMA M/JIK

Pe3yabTaThl (OCBOEHHBIE YMEHHUS,
YCBOEHHbIE 3HAHWS)

(I)OpMLI H METObI
KOHTPOJISI H OLICHKH

OOyuarouuiics JOIKEH YMETh:

- ONpCACIAThL CYIIHOCTh U COACPIKAHUC
obecreueHust COXPAHHOCTH JOKYMCHTOB;

- IPUMEHSATH MIEPBUYHBIC TTPO(ECCUOHATILHBIC
HABBIKK pa0OTHI B 001acTH 00eCrieUeHUS
COXPAaHHOCTH JJOKyMEHTOB

- OCYHICCTBJISATH BCC BUJIbI pa60T 110
00€ECTIeYeHNIO COXPAHHOCTH JIOKYMEHTOB,
PCAIN3yCMBIX B 'OCYAapCTBCHHLIX U
MYHUIUIIAIBHBIX apXHBaAX.

- IPOBOJUTH IIPOBEPKY HAJIUYUS U COCTOSHUS
aen

OreHka pe3yJIbTaTOB MPaKTUYECKOU U
CaMOCTOSITENIbHON PabOThI 00yUaIOMINXCS;
pe3yJIbTaTOB KOHTPOJIBHOU paboThI

OOygarommiics JOJHKCH 3HATh:

- MPAaBOBYIO U HOPMATUBHO-METOAUYECKYIO
JIUTEpaTypy, MHCTPYKILIMH, IIPABUJIA,
perIaMEeHTUPYIOIUE YCIIOBUS XPaHEHUS
JIOKYMEHTOB Ha TPaJULIMOHHBIX HOCUTEJSIX;

- TpeOOBaHUS K PAllMOHAIBHOMY
pa3MeIeHHIO TJOKYMEHTOB B
apXMBOXPaHHUJINIIAX;

- TpeOOBaHUS K YCIOBUSAM XPaHEHHUS
ApPXMBHBIX JOKYMEHTOB HA Pa3HbIX HOCUTEIAX

- IOPSIZIOK CO3JIaHMs CTPaxoBoro (GoHIA U
(hoH/1a TOTB30BaHUS

- IOPAJOK MMPOBCACHUA SKCIICPTU3LL
ICHHOCTH JOKYMCHTOB

OreHka pe3yJIbTaTOB MPaKTUYECKOU U
CaMOCTOSITENIbHON pabOThI 00yUaIOMINXCS;
Pe3yIbTaTOB KOHTPOJIBHOW PabOTHI

DOpMBI U METOBI
KOHTPOJISL U OLEHKHU

PesynbTarsl OcCHOBHBbIE TIOKA3aTENIN OLICHKU
(ocBoeHHBIE O01ITHE pe3yJibraTta
KOMIIETCHITIH)
OK 1. [Tonumars - apryMEHTUPOBAaHHOCTb U
CYILIHOCTb U II0JIHOTA OOBSICHEHUS
COLIMAIBHYIO CyIIHOCTH ¥  COLMAJbHOU
3HaYUMOCTb Oy Ty1uein 3HAYUMOCTHU Oyaymiei
npodeccuu, MposBIATh | mnpodeccuw;
K HEH yCTOMYMBBIN - aKTUBHOCTb, MHUIIUATUBHOCTh
UHTEpEC B nporecce OCBOEHUS
npodeccCHoHATBLHOM
JeSTEIbHOCTH; - YYacTHE B
poOpHUEHTAIIHOHHON
JIeSITEIbHOCTH;
- ydacTueé B  KOHKypcax
npodecCHOHAIBLHOTO
MacTepCTBa, TEMaTHYECKHUX
MEPOIPUSITHSIX;
- 3(p(}EeKTHBHOCTh U KA4YE€CTBO

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

OneHka pe3yabTaToB
KOHTPOJILHON paboTHI;
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BBITIIOJTHEHUS JIOMAITHUX
CaMOCTOSITENIbHBIX PadoT;
-M3y4eHue npodecCuoHaNbHBIX
MEPUOJNYECKUX U3/IaHUM,
podeCCHOHATILHOMN JINTEPaTyPBhI.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
JeSITeNbHOCTb, UCXOIS
U3 LIEJIH U CIIOCO0OB €e
JOCTHIKEHHUS,
OTIpEeIeIIEHHBIX
PYKOBOJIUTEIIEM.

- OIIpEJIEIICHHE 3a1a4
JIeATEIIbHOCTH, C  yd4eroMm
[IOCTaBJICHHOW PYKOBOJUTEIEM
LEeJIH;

- (hopmynupoBaHue
KOHKPETHBIX LEJIe M Ha HuX
OCHOBE IIJIAHUPOBAHUE CBOEH

JACATCIIBHOCTH,
- obocHOBaHME  BBIOOpPa U
YCIICHIHOCTDH MNPUMCHCHUA

METOOB U CIIOCOOOB PEIICHHS
po(hecCHOHANBLHBIX 3a71a4;

- BBINIOJIHEHUE JICMCTBHM  (BO
BpeMs JTAOOPATOPHBIX 3aHSITHIA,
y4eOHON M TPOM3BOJICTBEHHOM

IIPAKTUKN);

- JINYHOCTHAS OIICHKA
3¢(}EeKTHBHOCTH W  KadecTBa
COOCTBEHHOW [IESATEIHHOCTH B
OIpeIeIeHHON paboueit
CUTYAIIUH;

- CAaMOOIICHKA KayecTBa
BBITMIOJIHCHUSI  TIOCTABJICHHBIX
3ajay;

- COOITIO/ICHUE TEXHUKU
0€30MacHOCTH

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

OneHka pe3yabTaToB
KOHTPOJILHON pabOThI;

OK 3. AHanu3upoBatb
pabouyro CUTYaIHIO,
OCYIIECTBIISITh
TEKYIIUI U UTOTOBBII
KOHTPOJIb, OIICHKY U
KOPPEKIHUIO
COOCTBEHHOM
NEeSATEeIbHOCTH, HECTU
OTBETCTBEHHOCTb 32
pe3yJibTaThl CBOEH
paboThI

- caMOaHalu3 "
KOPPEKIHUSICOOCTBEHHOMN
JACATCIIPHOCTHU B
olpeseneHHoN padoueit
CUTYAallUH;

- ONpaBUJIBHOCTb U
aJIeKBaTHOCTh OLICHKHU
paboueii cuTyarum B
COOTBECTCTBUHU C
IIOCTAaBJICHHBIMHU LICJISIMU U
3aJjauamu;

OneHka aeqaTeabHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHAX:
OneHka pe3yabTaToB
CaMOCTOSITENIbHOW PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

NPaBUIBHOCTh  OCYIIECTBICHHS
CaMOCTOSITEIILHOTO TEKYILETro
KOHTPOJIS co CTOPOHBI
WCTIOJIHUTEIIS
OK 4. OcymiecTBisTh - OIIEPaTUBHBIN MOUCK OreHka 1eITeIbHOCTH
MOWCK MH(OPMAIIHH, HE00X0 MO NH(pOPMALINK; oOyJaromuxcsi Ha
HEOO0X0IUMOM 115t - oTO0D, o0paboTka u MIPAKTUYECKUX 3aHATUAX:
3¢ (heKTUBHOTO pe3yabTaTUBHOE OreHka pe3yJbTaToB
BBITTOJIHEHUS UCTIOJIb30BaHUE HEOOXOIMMOM CaMOCTOSITEJIbHOW PabOTHI
podecCHOHATBLHBIX uHpOpMaIUU JUTSt o0yuJaromerocs.
3aj1a4 3 PEKTUBHOTO  BBIMOJIHEHUS OneHka pe3yabTaToB
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npo(hecCHOHANBHBIX 3a7a4;
- OIICPATUBHOCTL U
CaMOCTOSITEIILHOCTh MIOMCKA
nH(pOpMaIIMY B HECTAHIAPTHON
CUTYAIMH.

KOHTPOJILHON pabOTHI;

OK 5. Ucnonb3oBathb
MHPOPMAIMOHHO-
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTHH B
npodeccrnoHabHOM
JCSITEJIbHOCTH.

-pabora Cc  pa3IMYHBIMHU
BUaMHU HH(pOpMaIuy;

- BJIaJICHUE pas3InYHBIMU
crnocobamu
CaMOCTOSITEJIFHOTO ~ TIOMCKa
uHpOpMaLnY;

- pe3ybTaTUBHOE

ucnonp3oBanne UKT u wux
MIPUMEHEHNUE B COOTBETCTBHH
C KOHKPETHBIM XapaKTEPOM

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

OneHka pe3yabTaToB
KOHTPOJILHON pabOThI;

npohecCHOHABLHOM
NeSITeTbHOCTH;
UCTIOJIb30BaHUE HOBBIX
MHPOPMALIMOHHBIX ~ MPOAYKTOB
ISt COBEPILICHCTBOBAHHUS
npodeccrnoHaIbHOM
JESITeTbHOCTH.
OK 6. Paborats B - ydacTue B KOJUIEKTUBHOM OreHka 1eITeIbHOCTH
KoMaH[ie, 3P (HEKTUBHO OPUHATUA  pEUIeHMH 1o o0yyaromuxcs Ha
o0IIaThCs ¢ KOJJIeraMH, | TMOBOAY BbIOOpa Hambosee MPAKTUYECKHUX 3aHATHUAX:
PYKOBOJCTBOM, 3P PEKTUBHBIX nyTen OneHka pe3yabTaToB
KJIMEHTaMHU BBIMIOJIHEHUST ~ paboOThl; - CaMOCTOSITEJIbHOW PabOTHI
apryMEHTHPOBAHHOE o0yyaroIerocs.
npeCcTaBICHNE u OreHka pe3yJbTaToB
OTCTaNBaHKUE CBOETO MHEHHUS C KOHTPOJILHON pabOTHI;
coOuoIeHIEM THYECKUX
HODM;
- CTENeHb BJIQJICHUS

HABBIKAMU OECKOH(IMKTHOTO

OOIIICHMS,

- cO0JII0/ICHHE TIPUHIIUIIOB

po(hecCHOHATLHOM ATUKU;
- YCHEMIHOCTh B3aUMOJICUCTBUSA C
o0yJaronumucs,
MIPEeroIaBaTeNsIMI U MacTepaMu
C PYKOBOJUTEIISIMU
IIPOU3BOJCTBEHHO! IIPAKTUKU U
HACTaBHUKAaMU C IIPOU3BOJICTBA
B. X07Ic 00y4YeHUS

OK 7. UcnionHsTh
BOUHCKYIO
00s13aHHOCTh, B TOM
YHCIie C MPUMEHEHUEM
MOJTy9CHHBIX
podecCHOHATBHBIX
3HaHUM (17151 FOHOLIEH )

- MopayibHasi U (pU3nIecKas

TOTOBHOCTh K  HCIIOJHEHHIO
BOMHCKOM  00sA3aHHOCTH, -
MIpUMEHEHUE

npo(hecCHOHANPHBIX 3HAHUN B
X0AC IMPOXOKACHHA BOCHHBIX
cOOpOB;

-y4yacTue B MEPONPHUATHSIX

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

OneHka pe3yabTaToB
KOHTPOJILHOU paboTHI;
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BOCHHOIIATPUOTUYECKOW BOECHHO-
CIOPTHUBHOW HAIIPaBJIECHHOCTH;

Pe3ynprarsl
(ocBOCHHBIE
npodeccroHalbHbIC
KOMIIETEHIINH)

OcCHOBHBbIE TIOKA3aTENIN OLICHKU
pesyabTara

DOpMBI U METOABI
KOHTPOJISL U OUEHKHU

IIK 2.1 ®opmupoBats
Jena.

- odopmieHHE 0OJIOXKKH J1ena
B coorBeTcTBUM ¢ ['OCT 17.914-
72.

- OCYLIECTBJIEHHE paCKJIaJKH
nen B COOTBETCTBUU c
tpeboBanusimu ['OCT P 6.30-
2003;

- BEJEHUWE  JIMYHOIO  Jiena
COTPYJHUKAa B COOTBETCTBUU C
MertonuueckumMu
pexkomennauusmu BHUM AL
OAC PO 2002 r., c yuérom
npasui, npeanucaiueiM TK PO
n ®3 Ne 152 ot 27.07.2006 «O
IIEPCOHANIBHBIX JaHHBIX);

- INPOU3BEJIECHHE IIPaBOM U
neBod  (Gopm  OpOIIIOPOBKH
JIOKYMEHTOB;

PacrojoKEeHUE TI0KyMEHTOB B
Jiesie coriacHo Metoauueckum
pexomenauusm BHUMJIA /]
OAC PD 2002 1., ¢ yuétom
npasui, npeanucanubiM TK PO u
@3 Ne 152 o1 27.07.2006 «O

TNCPCOHAJIBHBIX JAHHBIX) ]

OneHka aeqaTeabHOCTH
oOyJaromuxcsi Ha
MPAKTUYECKHUX 3aHATHAX:
OneHka pe3yabTaToB
CaMOCTOSITEJIbHON PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;

[1K 2.2 O6ecneunBath
OBICTPBIN TIOUCK
JOKYMEHTOB T10
HAy4YHO-CIIPABOYHOMY
anmnapary (KapToTekam)
OpraHH3aIiH

- ¢opmHpOBaHUE U
UCIIOJIb30BaHUE KapTOTEK
apXUBOB CTPYKTYPHBIX
NO/Ipa3/IeJICHUN OpraHUu3aluy B
cootrBercTBuu ¢ ['OCT P 7.0.8-
2013 CUBU/.
J1enonpoun3BoaCTBO U apXUBHOE
neno. TepMUuHBI U OIpeIeTIeHUs
- (hopmupoBaHue u
UCIIOJIb30BaHUE KaTaJoros
apXHUBHBIX (POHIOB OpraHU3aIUN
B cootBercTBUM ¢ ['OCT P 7.0.8-
2013
CUBU«/lenonpous3BoACTBO |
apxuBHOE Jneyo. TepmMuHBl U
onpenenenus», [OCT 17.91472;
COCTaBJICHUE U UCII0JIb30BAHUE
IIyTEBOAUTENEN 110 apXUBY
OpraHu3anuu (IEKTPOHHBIN
BapHaHT

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

OneHka pe3yabTaToB
KOHTPOJILHON pabOThI;

11K 2.3

CUCTCMAaTU3alusd JOKYMCHTOB B

O1ueHKa OeATeIbHOCTH
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CucremaTu3npoBarthb u
XPaHHUTbh JOKYMEHTBI
TEKYIETO apXuBa

3aBUCUMOCTH OT UX
HAaUMEHOBAHMS B COOTBETCTBUU
¢ tpedoBanusmu ['OCT P 6.30-
2003;

-cucTeMaTu3alus
pacnopsaUTENbHbIX
JIOKYMEHTOB B COOTBETCTBHH C
tpeboBanusimu 'OCT P 6.30-
2003;

- CUCTEeMaTu3anusl IOpy4eHUN
BBIILIECTOSIIIUX ~ OPraHoOB B
COOTBETCTBUU C TPeOOBAHUSIMU
I'OCT P 6.30- 2003;

- CHUCTEMAaTH3alMsl IUIaHOBBIX U
OTYETHBIX  JIOKYMEHTOB B
COOTBETCTBUU C TPeOOBAHUSIMU
I'OCT P 6.30- 2003;

- cUCTeMaTu3alus JI0KyMEHTOB
JMYHBIX [l B COOTBETCTBUHU C
Meroanueckumu
pekomennauusimu  BHUMJTAJ]
OAC PD 2002 r., ¢ yuérom
npaBui, npegnucaHHeiM  TK
P® u @3 Ne 152 o1 27.07.2006
«O mepcoHaNbHBIX JAHHBIX;

- CHCTEeMaTh3auusl 3asiBICHUN
U Kajno0 Tpax/aH, NEpernucKu
B COOTBETCTBUU c
tpeboBanusimu ['OCT P 6.30-
2003;

- CucreMaTu3anusa JINICBBIX

CYETOB pabOTHUKOB B
COOTBETCTBMU €  THUNOBOM
UHCTPYKLUEH o
JIEI0NIPOU3BOJCTBY B
denepanbHBIX opranax
WCIIOJIHUTEJIbHON BJIACTH,
YTBEPKJICHHOU IIPUKA30M

PocapxuBa Ne 68 ot 27 HOsOps
2000 r. wuw  OcHOBHBIMH
npaBWiaMu PabOTBHl apXUBOB
OpraHu3aiii, 0J00pEeHHBIMHU
peleHneM KOJUIETHH
PocapxuBa ot 6 ¢espans 2002
r.;

- BEJICHHE KapTOTEKH
TEKYILEro apxuBa B
cootBercTBuu ¢ 'OCT P 7.0.8-
2013 CUbUI
«/1emonpou3BoaCcTBO u
apXuBHOE J1e10. TepMUHBI U
OIIpELICIICHUSA, TumnoBoii
UHCTPYKLUEH 1o

oOyJaromuxcsi Ha
NPAaKTHYECKUX 3aHSATHSIX:
OneHka pe3yabTaToB
CaMOCTOSITEIIbHOW PabOTHI
o0yuJaromerocs.

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;
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ACJIONIPOU3BOACTBY B

denepanbHBIX opranax
WCIIOJIHUTEJIbHON BJIACTH,
YTBEPKICHHOU MIPUKA30M

PocapxuBa Ne 68 ot 27 HOs0pst
2000 r. wuw  OcHOBHBIMH
npaBuiIaMu pabOThl apXHUBOB
OpraHu3aiii, 0J00pEeHHBIMHU
pelieHueM KOJIJIETUU
PocapxuBa ot 6 ¢espans 2002
r.;

o0ecreyeHne COXpaHHOCTU
JIOKYMEHTOB TEKYIIIETO apXHBa B
coorBercTBuu ¢ ['OCT P 7.0.8-
2013 CUBU/
«/lenonpon3BoaCTBO U apXUBHOE
Jeno. TepMuHBl U OIIPENEIICHUD,
TunoBo UHCTPYKLUMEH 110
JIEJIONPOU3BO/ICTBY B
denepanbHBIX OpraHax
UCTIOJIHUTENILHON BJIACTH,
YTBEPKJICHHOW MPHUKA30M
PocapxuBa Ne 68 ot 27 HOsIOpst
2000 r. u OCHOBHBIMU
npaBUIaMy pabOThl APXHBOB
OpraHu3aIuii, 0100peHHBIMU
pemenueM kosuteruu Pocapxusa
ot 6 ¢gespans 2002 r.

[1K 2.4 O6ecnieunBath
COXPaHHOCTh
MPOXOIALLIEH
CITy>KeOHOM
JIOKyMEHTAIUU

- OCYILIECTBJIEHUE KOHTPOJIA 32
MMPOXOKACHUEM NOKYMCHTOB B
COOTBETCTBUU C TPEOOBAHUAMU
I'OCT P 7.0.8-2013;

- OCYILIECTBJIEHUE KOHTPOJIA 32
HCIIOJTHCHUECM NOKYMCHTOB B
COOTBETCTBUU C TPEOOBAHUAMU

I'OCT P 7.0.8-2013.

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

OneHka pe3yabTaToB
KOHTPOJIbHON paboThI;

IIK 2.5 I'oTtoBUTH 1 - IIpOBEJICHUE JKCIEPTU3bI OneHka AeqaTeabHOCTH
repeaaBaTh JOKYMEHTBI | LIEHHOCTH JIOKyMEHTa B oOyyaromuxcs Ha
HAa apXUBHOE XPAHEHUE | COOTBETCTBUE c MIPAKTUYECKUX 3aHATUAX:
HOPMaTUBHBIMU OneHka pe3yabTaToB
JUTEPaTypPHBIMU CaMOCTOSITEIIbHOW PabOTHI
JIOKYMEHTaMH, o0yuJaromerocs.
YTBEPKIACHHBIMU OneHka pe3yabTaToB
IIPE3UJICHTOM, KOHTPOJILHON pabOTHI;
IIpaBurenscTBOM u
l'ocynapcTBeHHON — apXHWBHOM
ciyx60# Poccuu;
- oIpeneIeHne CpoKa
XpaHeHus JIOKYMEHTa B
COOTBETCTBUU C THIIOBBIMH
NEePEeYHIMU JIOKYMEHTOB,
COCTaBJIIEMBIMU u
YTBEPKAAEMBIMU apXUBHOM
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CITyKO0O01;

- oopmIIeHHE nena B
cootBercTBuu ¢ 'OCT P 7.0.8-
2013  «/lenonpousBoACTBO U
apXMBHOE J1e10. TepMUHBI U
onpenenenus», 'OCT 17.914-
72;

-COCTaBJICHHE OIMCH JIe1a B
cootrBercTBuu ¢ ['OCT P 7.0.8-
2013 «/lenonponsBoacTBO U
apXHUBHOE J1e10. TepMuHBI U
onpenenenus», [OCT 17.914-
72;

VICIIOJTHEHUE NTPOLIEYPBI
nepeady Jejia B apXus B
coorBercTBuu ¢ ['OCT P 7.0.8-
2013 «/lenonponsBoacTBO U
apXHUBHOE J1e10. TepMuHBI U
onpenenenus», [OCT 17.914-72

IIK 2.6 ObecrieunBarn
COXPAaHHOCTh APXHUBHBIX
JIOKYMEHTOB B
OpraHH3aIiH

- BBINOJIHEHUE pexnma
XpaHeHUs  JIOKYMEHTOB B
COOTBETCTBHU C THIIOBBIMH
NepEUHIMU JIOKYMEHTOB,
COCTaBJIIEMBIMU H
YTBEPK/1aeMbIMU apXUBHOU
CITyKO001;

- perucrpauus BBIJIAYH
apXMUBHBIX  JIOKYMEHTOB B

KypHane apxuBa opraHu3anuu
B coorBerctBun ¢ ['OCTP
7.0.8-2013
CUBU/I.«/lenonpoun3BoicTBO
U apxuBHOE neno0. TepMuHsl U
OIIPEIETICHUS;

perucrtpanys npuéMa apXuBHbBIX
JIOKyMEeHTOB B Knure
IIOCTYIUICHUN B COOTBETCTBUH C
I'OCT «/lenonpon3BoAcTBO U
apXHUBHOE J1e10. TepMuHBI U
OIPEICTICHUSY.

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

OneHka pe3yabTaToB
KOHTPOJILHON pabOTHI;
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5. JUCT PETUCTPALIMU UBMEHEHUI

No Coneprxanue U3MEHEHUS PexBusuThl [ara
/I JOKYMEHTa BBEJICHUS
00 yTBEpXKACHUU | HU3MEHEHUS
H3MEHEHHUS
1 | YTBepxkneHa u BBeECHA B ICUCTBHE PELICHUEM YUYEHOIO IIpoTokon
Eﬁ];(ﬁ:;&)l»@l“BOV BO «MI'VTVY um. K.I'. PazymoBckoro 3ac]e\é[a6}m;1 01.09.2020x.
ot «02» maprta
2020 r.
2 | AKTyanu3upoBaHa ¢ y4eTOM pa3BUTHUSl HAYKHU, KYJIbTYpBHI, ITpoToxon 30.08.2021r.

HSKOHOMHKH, TEXHOJIOTMH W COLMAIbHOH cdepsl u
BBEJICHA B JielcTBUE perieHueM YueHoro coeta ®I'bOY
BO «MI'YTYVY um. K.I'. Pazymosckoro (ITKVY)»

3acemanus Ne 1
oT «30» aBrycra
2021 r.

31




		2022-03-23T10:13:01+0300
	ФГБОУ ВО "МГУТУ ИМ. К.Г. РАЗУМОВСКОГО (ПКУ)"




