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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI

MNPOPECCHUOHAJIBHOI'O MOAYJIA (ITACITIOPT)
«IIM.02 APXUBHOE JEJIO B CYJIE»

1.1. Heab 1 miiaHupyeMbie pe3yJbTaTbl 0CBOCHHUS NMPO(eCCHOHATIBLHOIO

MOYJIsl

B pesynprare wusydeHus mnpoGEeCcCHOHATHLHOTO MOAYNIS O0ydaromuXxcs
JOJIKEH OCBOWTH OCHOBHOHM BHJ JACATCIBHOCTH — OPraHU3aIIMOHHO-TEXHUYECKOE
oOecrieyeHue pabOTHl CYJIOB M COOTBETCTBYIOLIME €My OOIIue KOMIETEHIUU U
npodeccuoHanbHbIE KOMIETEHIUU:

1.1.1. [lepevyerb OOIIMX KOMITETCHIIHA.

B cootBerctBun ¢ ®I'OC no crenuanbHOCTH OOIME KOMIIETEHIIUU B paM-
Kax JAaHHOTO MOJYJIA HEe (DOPMUPYIOTCSL.

1.1.2. Ilepedenp npodecCnOHATBHBIX KOMIETEHITUH

Kon HaumeHoBaHue BUIOB 1eITeJIbHOCTH U NPO¢ecCHOHATbHBIX KOMIIeTeHIIHI

B/ 1 OpraHu3allnOHHO-TEXHUYECKOoe obecreueHnue paboThl CY0B

[K 1.1. OcyiiecTBiIsITh paboTy € 3asIBICHUSAMH, Kajlo0aMU U UHBIMU 0OpaIlleHUsIMU Tpax-
JlaH ¥ OpraHu3aluii, BECTU IPUEM ITIOCETUTEIIEN B Cye

IIK 1.2. [TonnepkuBaTh B aKTyaJIbHOM COCTOSIHUM 0a3bl HOPMAaTUBHBIX MIPaBOBBIX aKTOB U
CyJ1IeOHON IPAKTHKHU

IK 1.3. OGecrneunBaTh pabOTy OPITEXHUKU M KOMITBIOTEPHOW TEXHHMKH, KOMITBIOTEPHBIX
ceTell U MPOrpaMMHOro obecreueHHs CyioB, CAaliTOB CylOB B MH(OpPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTH «HTepHeT»

1K 1.4. O6ecneynBaTh pabOTy apxXuBa cyaa

IIK 1.5. OcyuiecTBiIATh BeACHUE CyNeOHON CTaTUCTUKU Ha OyMa)KHBIX HOCUTENSX U B
AJIEKTPOHHOM BHJIE

B2 Opranuzanus 1 obecneuyeHue cy1e0HOro 1eI0npou3BOICTBA

[1IK 2.4. OcCyILIecTBISTh PETUCTPALINIO, YUET M TEXHHUYECKoe O(OpMIICHHE HCIIOJHUTENb-

HBIX JOKYMCHTOB I10 Cy,[[e6HBIM JACJIaM.

1.1.3. B pe3ynbTaTe ocBO€HUS NMPOPECCUOHAIBHOIO MOJYJIsI 00yYarouics

JOJIDKCH !

HUMCTDb HpaKTI/I‘leCKI/Iﬁ - [0 OpraHu3anuu pa6OTLI C JOKYMCHTAaMU;
OIIBIT - I10 KOMIIJICKTOBaHHUIO CYI[€6HI)IX ACT 1 HapAA0B AJI ITOCTOSIH-

HOTI'O XPAaHCHUA,
- I[10 OpraHu3anyvy XpaHCHUS apXHWBHBIX JOKYMCHTOB.

YMCETb - IIOArOoTaBJINBATh Cy,HC6HLIC JAciia (Hap;mm) 1 MaTCpHraJIbl I

Clauu B apXUB;
- OCYILECTBJISATH MOJHOE OopMIIeHHE JieN (ITOIIMBKY WU Tiepe-
IUIET JIeN1a, U3bSITUE U3 JIe/1a METAJUINYECKUX CKPENOK U CKOOOK,
HYMEPALUIO JIUCTOB U 3alI0JHEHUE JIUCTA-3aBEPUTEIIS);

- COCTaBJIATh BHYTPEHHIOIO OIUCH IOKyMEHTOB;

- BHOCUTh HEOOXOMMbIE YTOYHEHUS B PEKBU3UTHI OOI0XKKH
Jena;

- 0OpPMIIATH PE3yJIbTATHI CAAYM JIEJI HA APXUBHOE XpaHEHUE;

- cOOJII0IaTh OXPAaHHBIM PEXKUM MTOMEILIEHUIN XpaHWIIUILI,

- BBIIIOJIHATH MOPSAA0K UCIIOJIb30BaHUs JOKYMEHTOB apXyBa Cyaa;
- OpraHu30BaTh NOPSI0K 0TOOpA JOKYMEHTOB U O(POPMIICHUS UX
Ha YHUYTOXCHHUE.




3HATh - IOPSI0K 0TOOPA HA XpaHEHHE B apXHUB CY/I0B JIOKYMEHTOB, UX
KOMIUIEKTOBAHUs, y4eTa U UCIOJIb30BAHNUS;

- IepeYeHb JOKYMEHTOB CYJ0B C YKa3aHUEM CPOKOB XPaHCHUS;

- HOPMATUBHBIC YCIIOBUS XPaHEHUS! aDXUBHBIX JOKYMEHTOB;
-TI0JIOKEHHUSL O ITOCTOSIHHO JEHCTBYIOLIEH YKCIIEPTHON KOMUCCUU
cyna.

1.2. Kosin4yecTBO 4acoB, 0OTBOAMMOE HAa OCBOCHHE NMPO(PeCcCHOHATBHOIO
MOAYJIs1

i1 ouHOM (popMBbI 00y4eHUS:

Bcero gacos 120, B Tom umnciie B popMe MpakTUYECKOM moaroroBku 80 ya-
COB.
N3 nux Ha ocBoenue M/IK 84 yaca, B ToM umciie camoctosiTenbHas pabora 16 va-
COB; MIPAKTUKH, B TOM YHKCII€ TPOU3BOICTBEHHAs 36 4acoB.

IIpomesxcymounas ammecmayusi — 3K3amen u OughghepeHyuposanHvlil 3auem
10 NPOU3B0OCMEEHHOU NpaKmuxe (N0 nPopuI0 CneyuaibHOCmuL).

11 04HO-3204HOM (POPMBI 00yUEHHS:

Bcero yacoB 120, B ToMm uucie B (opMe NpakTUUECKOW moaroroBku 60 ya-
COB.
N3 nux Ha ocBoenue MJIK 84 ugaca, B ToM umciie camocTosiTeNnbHas padora 44
qaca; IPaKTUKH, B TOM YHCJIE IPOU3BOJICTBEHHAS 36 4acoB.

IIpomedsxcymounas ammecmayusi — 3k3amen u oughghepeHyuposanmvlil 3auem
10 NPOU3800CMEEHHOU NpaKmuxe (N0 NPoQUI0 CREYUATLHOCMUL).



2. CTPYKTYPA U COAEP KAHUE TPOPECCHUOHAJIBHOI'O MOAYJIA

2.1. Ctpykrypa npo¢ecCHOHAIBHOT0 MOIYJIA

i1 ouHOM (popMBbI 00yYeHUS:

O6beM nmpodeccnoHanpHOr0 MOYJIS, aK. yac.
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[ ouHO-3204HOM GopMBI 00yUeHHS:

O06Bem npoeccHoHaTbHOTO MOTYJIS, aK. Jac.
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2.2. TemaTu4ecKHil IUIaH U coJepxanne nmpodeccuoHanbHoro moxayJas (IIM)

Joist ouHout popmbl 00yUeHHUS:

HaumeHoBaHue pa3jie/ioB
U TeM npogeccuoHab-
Horo moxayJus (IIM), me:x-

Coaepxanue yueOHOro MaTepuasa, 1a00paTopHblie padoThl, CEMHHAPCKHE U
NpaKkTHYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI yueOHasi padoTa 00y4aromuxcs, KypcoBasi

Oo0beM, akaa. 4/ B
TOM 4ucjie B popme

OpP2aHU3AYUOHHO20 0DecnedeHUs 0esmenbHOCMuU cy0os 8 PDy.

NPaKTHYEeCKOM
AMCUMILIMHAPHBIX Kyp- padora (mpoexr)
NOATOTOBKH, aKa/ 4
coB (MJIK)
1 2 3

Pazgen 1. ApxuBHOe 1eJ10 B cyje 60/40
M/K.02.01 ApxuBHOe 1€J10 B cyae 42/22
Tema 1.1. Conep:xkanue: 6
OcHoOBHBIE 110JI0KEHHSA 1.Cynebnas Bnacte B PO: moHsaTue u CTpykrypa.
OpraHu3anuu padoTsl U 2.IlonsiTHe U copepkaHue Cy1eOHOro JeIOMPOU3BOICTBA.
opranu3zanuoHHoro odec- | 3. Opranusaius paboThl B cyaax oOIIeH FOPUCIUKITUH.
neveHus AeATeJIbHOCTH 1. ymems:
cyaoB B PO - IOATOTABIIMBATh CyJ/IeOHbIE Jea (Hapsabl) U MaTepuabl Ui CJaud B apXUB;

- OCYIIECTBIIATH MOJIHOE OopMIIeHHE JIeN (MOIIINBKY WU NeperuieT aea, U3bsITHE U3

JieJ1a METAIIMYECKUX CKPENOK U CKOOOK, HyMEpalUIO JTUCTOB U 3aII0JTHEHUE JIMCTa-

3aBEPUTEIIA);

-COCTaBJISITh BHYTPEHHIOIO OIKCH JOKYMEHTOB; 5

- BHOCUTh HEOOXOAMMBIE YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIena.

2. 3HATh:!

- IOPSJIOK 0TOOpa Ha XPAHEHUE B apXUB CYJIOB JIOKYMEHTOB, UX KOMILJIEKTOBAHHUS, y4eTa U

UCTIONIb30BAHUS;

- IepeYeHb JOKYMEHTOB CYJIOB C YKa3aHHUEM CPOKOB XpaHEHHS,

B TOM uHciIe ceMHUHAPCKHX, MPAKTHYECKHX 3aHATHI M J1a00PaTOPHBIX padoT 4

Cemunapckoe 3amwamue 1. «OcHo8Hble nONOJCEHUs  opeaHusayuu  pabomsl U 2
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Bompoch! ist OArOTOBKH:

. [onsTre o01IeT0 U CYyZeOHOTO IeTONPOU3BOICTRA.

. Knaccudukarnus 10KkyMeHTOB.

. [lonsiTHe, mpeaAMeT U METOJ] Cy1eOHOTO JAETOIPOU3BOJICTBA.

. B3aumocBsi3b ¢ APpYrUMU TUCHUILTHHAME U OTPACIISIMH [PaBa.

. OyHKINH CyAeOHBIX JOKYMEHTOB.

. ABTOMaTU3MpOBaHHbIC HHPOPMAIIMOHHBIE TEXHOJIOTHH B CYyI€OHOM JEIONPOU3BOJICTBE.
. Ucropust cyneOHOro nenonpon3BozcTea B Poccum.

~N N AW

Ilpakmuyeckoe 3anamue 1. «OCHOBHbIE IIOJIOKEHHMsI OpraHu3aluM paboOTel U
OpraHU3aIMOHHOT0 00ECTIEYeHHUS ACATEIbHOCTU CYJI0B B PDy.
Penienue npakTU4ecKuX 3aad 110 TEME 3aHATHUS.

Tema 1.2.

OcobeHHOCTH BeeHUA
CY/JONPOU3BO/ICTBA B CY-
JAeOHBbIX OpraHax

Conep:xkanue:

1.0dopmitenue nen B cyze.

2.ITopsnok opopMIICHHS TPOU3BOJICTBA IO OOPAIICHHSIM B CY/I.
3.0¢dopmiteHne MPOTOKOIOB CyIeOHOTO 3aceIaHusl.

4.Coneprxkanue penieHust (OCTAaHOBJICHUS, ONIPEICIICHHS) CY/Ia).
5.00parieHne K UCTIOJIHEHUIO PEIICHUM, ONTpeieNIieHn U TOCTAaHOBJICHUM Ccya

1. ymemu:

- IOATOTABJIMBATh Cy/IeOHbIE ema (Hapsabl) U MaTepuabl Uil CJaud B apXUB;

- OCYILECTBJIATH NOJIHOE 0opMIIeHHE Jel (TTOALIMBKY WIH NEPeIuIeT eNa, U3bITUE U3
JieN1a METAJNINYECKUX CKPETOK U CKOOOK, HyMEpAaLUIO JINCTOB U 3all0JIHEHUE JINCTa-
3aBEpUTENA);

- COCTaBJIATh BHYTPEHHIOIO ONUCH IOKyMEHTOB;

- BHOCUTh HEOOXOUMbIE YTOUHEHUS B PEKBU3UTHI OOJI0XKKH J1eNa; - OPOpPMIIATH
pe3yJIbTaThl CAauu Jell Ha ApXUBHOE XpaHEHHUE;

- coOMI01aTh OXPaHHBIM PEKUM MOMEILEHUH XPaHHITHUILL

- BBINIOJIHATH TOPSA0K UCIIOJIb30BAHUS JOKYMEHTOB apXHBa Cya;

- OpraHu30BaTh MOPSAIAOK 0TOOpa JOKYMEHTOB M OOPMJICHHSI UX HA YHUUTOXKEHHE.

2. 3HAMb:

- IOPSIIOK 0TOOpa HA XPAaHEHUE B aPXUB CYJIOB JOKYMEHTOB, UX KOMILJIEKTOBAHHUSI, y4eTa U
HCIIOJIL30BaHUS;

- IEpeYeHb JOKYMEHTOB CYJ/IOB C YKa3aHUEM CPOKOB XpaHEHUS;




- HOPMATUBHBIC YCIIOBUSA XPAHCHUA apXHUBHBIX JOKYMCHTOB.

B Tom unciie ceMUHAPCKHX, MIPAKTHYECKUX 3aHATHI U JJA00PaTOPHBIX padoT

Cemunapckoe 3zanamue 2. «OcobeHHocmu 6edeHusi Cyoonpouzsoo0cmed 6 Cy0eOHbIX
op2aHaxy

Bormpocs! u1st OAr0TOBKHU:

1. Odopmnenue aen B cyae.

2. Iopsinox oopMiIeHHs: IPOU3BOCTBA MO OOPAIICHHUSM B CY/I.

3. OdopmieHre MPOTOKOJIOB CYIEOHOTO 3aceqaHMs.

4. ConepxaHue peiieHus (MOCTaHOBJICHHUS, ONIPEACIICHUS) CyAa).

5. O0partieHue K UCIIOIIHEHUIO PEIIeHUH, ONpeIeIeHU U TTOCTaHOBIICHUH Cy/a.

Ipaxmuueckoe 3auamue 2. OCOOEHHOCTH BEIEHUS CYAONMPOU3BOACTBA B CYIEOHBIX
opraHax.
Pemmenne nmpakTU4ecKux 3aaad 1o TeMe 3aHATHS.

Tema 1.3.

IIpaBoBoe peryiaupoBa-
HHUE APXMBHOIO JeJ1a B
cyaax

Conep:xanue:

1.3akoHOaTENBCTBO 00 apXUBHOM Jieiie B PO.

2.Vluple HOpMaTUBHBIE MpaBOBbIE aKThl PD 1 HH(pOPMAIIMOHHO-METOINYECKUE TOKYMEHTHI,
PEryIupyIOIKe OTHOIICHHS B cepe OpraHu3allii, XpaHeHHsI, KOMIUICKTOBaHUS, yueTa U
UCIIOJIb30BAaHUS ApXUBHBIX JIOKYMEHTOB B CyJax

1. ymems:

- IOATOTABIIMBATh Cy/IeOHbIE J1ea (Hapsabl) U MaTepuabl Ui CJaud B apXUB;

- OCYIIECTBJIATH MOJIHOE OopMiIeHHE Jel (TTIOAIIMBKY WIH NEPEeIuIeT J1eNa, U3bITUE U3
JieJia METAITHYECKUX CKPENOK U CKOOOK, HyMepaluIo JUCTOB U 3alI0JTHEHUE JIUCTa-
3aBEPUTEIIA);

- COCTaBJIATh BHYTPEHHIOIO OMUCH IOKyMEHTOB;

- BHOCUTh HEOOXOUMbIE YTOUHEHUS B PEKBU3UTHI OOJI0XKKH J1eNa; - OPOPMIIATH
pe3yNbTaThl CAauu Jell Ha apXUBHOE XpaHEHHE;

- coOJTI0/1aTh OXPAHHBIM PEKUM MMOMEILCHUH XPaHHITHUILL

- BBITIOJIHATH TOPSA0K UCIIOJIb30BAaHUS JOKYMEHTOB apXHBa Cya;

- OpraHU30BaTh MOPSAIOK 0TOOpa JTOKYMEHTOB M 0OPMIICHHSI UX HA YHUUTOXKEHHE.
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2. 3Hamv:

- IOPSZIOK 0TOOpA HAa XpaHEHHUE B aPXUB CYJIOB JOKYMEHTOB, UX KOMIUICKTOBAHUS, yU€Ta U
HCIIOJIb30BaHUS;

- IepeyYeHb JOKYMEHTOB CY/IOB C YKa3aHUEM CPOKOB XPaHCHHSI;

-HOPMAaTUBHbIE YCIIOBHSI XpaHEHUS ApXUBHBIX JIOKYMEHTOB;
-TI0JIOYKEHHMSI O IOCTOSIHHO JACMCTBYIONIEH HKCHEPTHON KOMHUCCHU CyAa.

B Tom unciie ceMUHAPCKHX, MIPAKTHYECKUX 3aHATHI U JJA00PaTOPHBIX padoT

Cemunapckoe sauamue 3. «lIpasogoe pecynuposanue apxugnozo oena 8 cyoax»

Bormpocs! u1st OAr0TOBKHU:

1. Ananu3 nonoxenuit denepanpHoro 3akoHa oT 22.10.2004 Ne 125-d3 «O6 apxuBHOM
JIesie B Cy1ax»

2. AHanu3 MONOXKEHUH B 4acTH apXUBHOTO JIENOMPOU3BOACTBAa DenepanbHOrO 3aKOHA OT
08.01.1998 Ne 7-®@3 «O Cynebnom aenapramente npu BepxoBHom Cyne Poccuiickoii
®denepanum»

3. Anamu3 nonoxenuil I[lpmkaza Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O6
YTBEP>KIACHUU MPaBUJI OpTraHU3alluU XpaHEHHsI, KOMITJICKTOBAHMSI, y4eTa U MCIOIb30BaHU
nokyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepannu u APyrux apXuBHBIX JTOKYMEHTOB
B OpraHax TOCYyJapCTBEHHOW BIACTH, OpraHax MECTHOTO CaMOYyMpaBiICHUS U
opranusanusax» (3apeructpuposano B Muntocte Poccun 07.09.2015 Ne 38830)

4. Ananus nonoxxenuii [Ipukaza CynebHoro nenapramenta npu BepxosHom Cyae P® ot
19.03.2019 Ne 56 «O06 yrBepxxkaeanu MHCTpYKIMHU O TIOPSIIKE OpraHU3aIiH
KOMIUIEKTOBAHHUSA, XpaHEHUS, YUeTa U UCTIOJIb30BaHUS JOKYMEHTOB (3JIEKTPOHHBIX
JIOKYMEHTOB) B apXuBax (eiepabHbIX CyIOB OOIIECH FOPUCTUKIITN

5. Anamu3 nonoxennit «'OCT P 54989-2012 (ISO/TR 18492:2005). HamumonanbHbIH
crannapt Poccuiickoit ®enepaunn. OOecriedeHne JOATOBPEMEHHONM COXPAHHOCTH
ANIEKTPOHHBIX JOKYMEHTOB» (YTB. M BBeaeH B jneictBue [lpukaszom Poccranmapra ot
17.09.2012 Ne 325-cT)

6. Anamuz nonoxenuit «['OCT P 7.0.8-2013. HamumonanwsHbiéi ctangapt Poccuiickoi
@denepannu. Cructema craHAapToB 1Mo wH(GOpManmu, OHOIMOTEYHOMY W H3AATCITHCKOMY
neny. Jlenonpou3BoACTBO U apxuBHOeE Aeno. TepMuHsl u ompenenenus» (yrB. Ilpukazom
Poccrangapra ot 17.10.2013 Ne 1185-c1)

IIpakmuuyeckoe 3ansimue 3. IIpaBoBOoe peryJimpoBaHHe apXUBHOI'O Jieja B Cyax.

Pemenne MMPAKTUYCCKUX 3aaa4 I10 TEMC 3aHATUA.
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Tema 1.4.

CyuHocTh U 3a1a4H4 ap-
XHBHOIO J1eja B cyaax PO

Conep:xanue:

1.ITonsiTHEe apXWUBHOTO Jena B Cyaax.

2.3anmauu, GYHKUIMHU U IPUHIUIIBI BEICHUS apXUBHOTO JIeNla B Cy/1aX.
3.YnopaBieHue apXyUBHBIM JEJIOM B CYJ€.

1. ymemu:

- IOArOTaBJIMBATh CyAeOHbIE Jema (HapsIbl) 1 MaTepUalbl sl CAaYH B apXUB;

- OCYIIECTBIIATH NOJTHOE OopMIIeHHE Jel (TIOAIIMBKY I EPEIUIeT J1eNa, U3bITUE U3
JieTia METAJUTMYECKUX CKPETIOK M CKOOOK, HyMEpAaLHUIO JIMCTOB U 3aIl0JTHEHUE JTHCTa-
3aBEPUTEIIA);

- COCTaBIISITh BHYTPEHHIOIO ONUCH JJOKYMEHTOB;

- BHOCUTh HEOOXOUMBIE YTOYHEHHUS B PEKBU3UTHI OOJI0KKH J1eNa; - OPOPMIIATH
PE3yNBTAThl CAAYH A€ Ha apXUBHOE XPaHEHHE;

- cOOII0IaTh OXPAHHBIN PEKUM MTOMETLECHUI XPaHIITHUILL

- BBITIOJIHATH MOPSA0K MCIOIb30BAHMS JOKYMEHTOB apXHBa Cy/a;

- OpraHU30BaTh MOPSAIOK 0TOOPA JOKYMEHTOB M OOPMIICHHSI UX HA YHUUTOXKCHHE.

2. 3HAmMb:

- IOPSIZIOK 0TOOpA HAa XpaHEHHUE B apXUB CYJIOB JIOKYMEHTOB, UX KOMIUICKTOBAHUS, yU€Ta U
HCIIOJIB30BAHM;

- IEpeYeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHSI;

B ToM unc/ie cCeMUHAPCKUX, MPAKTHYECKHUX 3aHATHH U JIa00OPaATOPHBIX padoT

Cemunapckoe 3ansartue 4. « CylHoCTb U 33JJa4l apXUBHOTO jefa B cyaax Pdy
1. O0ure noyoXKeHus OpraHu3auy paboThl apXuBa cya

2. IloHaTHE KOMIUIEKTOBaHUS CyI€OHBIX J1ET

3. ITacmopT apxuBa CyJia KaK JIOKaJbHBIN TOKYMEHT

4. Tlopsimox HyMepaluu JIMCTOB B CyA€OHBIX JIeax

5. IlonsiTe, 1EATENLHOCTD M 3aJlaud apXHBa cyJia

Ilpakxmuueckoe 3ansmue 4. CyIlIHOCTh U 33J]a4¥ apXUBHOTO Jieia B cynax Pd.

Pemenne MPAKTUYCCKUX 3aaa4 110 TEMC 3aHATUA.

Tema 1.5.
Y4er eqMHHI] APXHUBHOI'O
XpaHeHHus B cyaax

Conep:xanue:
1.ITopsimok yuéta apXMBHBIX IOKYMEHTOB B CY/IE.
2.Bupl BHYTPEHHUX YYETHBIX JOKYMEHTOB B apXMBE CyJa.

1. umemsv npaxmuueckuu onvim:
- 110 OPTaHU3alnN PAbOTHI C IOKYMEHTAMHU;
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- I10 KOMILJICKTOBaHUIO Cy,[[e6HBIX ACT U HAPAA0B IJId IMOCTOSIHHOI'O XPaHCHUS
- I[10 OpraHuv3anuy XpaHCHU apXHWBHBIX JOKYMCHTOB.

2. ymems:

- IOJITOTABIIMBATh Cy/ICOHbIC Jiesia (Hapsiibl) ¥ MaTepUAIIbI IS CaYH B aPXUB;

- OCYIIECTBIIATH NOJTHOE OopMIIeHHE Jel (TTOAIIMBKY WM NEPEIUIeT J1eNa, U3bSITUE U3
Jiella METAJUTHYECKUX CKPETOK U CKOOOK, HyMEPAIUIO JINCTOB U 3aII0JIHEHHUE JIHCTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPEHHIOKO OIHCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIE YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIeN1a;

- 0OpPMIISITH PE3YJIBTATHI CIIAYH JIE) HA ApXUBHOE XPaHCHHE.

3. 3name:

- IOPSIIOK 0TOOpa Ha XPAHECHUE B aPXUB CYJIOB JJOKYMEHTOB, WX KOMITJICKTOBAHHMSI, yIeTa U
HCIIOJIB30BAHM;

- IEpeYEHb JJOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHUSI.

B ToM unciie cCeMUHAPCKUX, MPAKTHYECKHUX 3aHATHH U JIa00OPATOPHBIX padoT

Cemunapckoe sauamue 5. « Yuem eounuy apxueHo2o xpaneHus 8 cyoax»
Bormnpocs! 1151 OAr0TOBKU:

1. [TogroroBka u oopmiIeHHE [1E] 7Sl CAAYH B ApXUB.

2. Ilopsinok yuéra apXMBHBIX JOKYMEHTOB B CY/IE.

3. Buapl BHyTpEHHUX YUYETHBIX JJOKYMEHTOB B apXMBE CyJa.

4. Cpoku XpaHEHUs Je]1, HAPsI0B, UCIIOJHUTEIbHBIX TPOU3BOACTB.

5. CocTaBlieHHE ONTUCEH.

IIpaxmuyeckoe 3anamue 5. CyIIHOCTb U 3aJja4d apXUBHOTO Jeia B cyaax Pd.

Pemenue MPAKTUYCCKUX 3aaa4 110 TEMC 3aHATUA.

IIpumepHas TeMaTHKA CAMOCTOSATEIbHOM y4eOHOH padoThI NPH N3y4YeHNH pasgena 1

1.UTo moHMMaeTcs 1o/1 apXUBHBIM JICJIOM B cyie?

2. Yro sBiIsleTcs IpeIMETOM apXUBHOTIO Jeia B cyaax?

3. Uto noHMMaeTCs o1 JOKyMEHTAIbHBIM (POHI0OM cyia?

4. OnpenenuTe OCHOBHBIE 337ja4l BEJICHUS ApXUBHOIO JI€)Ia B Cy1aX.

5. B uéM cocToAT oTiIMuMs B BEIEHUU apXUBHOTO Jlejla B cyJax cyaeOHoi cucteMbl Poccuiickoit denepanuu oT BEACHUS
apXUBHOIO JieJ1a B UHBIX OpraHax rocy1apCTBEHHOM Bi1acTu?

6. Kakuie npuHIMIIBI JIeXKAT B OCHOBE BEJICHUSI apXUBHOIO Jiea B cyAax?
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7. Kakue opranbl OCyIIECTBIISIOT YIpaBJIeHNUE apXUBHBIM JiesioM B Poccuiickoii @eneparnun Ha denepaabHOM YpOBHE?

8. KakoBwl pyHkiuu deaepanbHOTO apxuBHOTo arenrcTBa Poccuiickoit ®enepanuu (Pocapxusa)?

9. Kakue ynpasieHuyeckre (QyHKIIMH OCYIIECTBIISIET MPeACeaAaTeNb Cy/1a B OTHOIIEHUHN apXUBHOTO Jiena B cye?

10. Kakumu 1ipaBOBBIMU UCTOYHUKAMU PETYJIHUPYETCA apXuBHOE esio B Poccutickoit @enepanun?

11. [lepeuncnure 3akoHOJATENbHbBIE aKThI 00 apXUBHOM Jeie B Poccuiickoii denepanu.

12. KakumMu HOpPMATHUBHBIMH TIPaBOBBIMH aKTaMH PETYJIUPYETCS apXWBHOE JEJI0 B CyJaX B CyneOHOH cucrteme
Poccuiickoit ®enepanun?

13. KakoBa pois MunuctepctBa KynbTypsl Poccuiickoit deneparuu B chepe apxuBHOTo jena’?

14. Kakue nomHoMouus npenoctasiensl CyneOnomy aenapramenty npu BepxoBaom Cyne PO no opranuzanuu paboTbl
apXMBOB CYJI0OB?

15. Kakne nomHOMOYMSI UMEIOT IIpeceaaTeNy Cy10B 10 OPraHU3allMK BEEHUS apXUBHOTO JEJIONIPOU3BOCTBA B cyAax?
16. KakoBa poib OpraHoB HCIIOTHUTEIBHON BIacTH cyObekToB Poccuiickoit denepanuu mo o0ecnedeHuIo AesITeIbHOCTH
MHUPOBBIX CyJIel IO BEIEHUIO apXUBOB?

KoHcynpTanum

IIpon3BoacTBeHHAs MPaKTHKA pa3aena 1

Buasbi pador:

— 3HaKOMCTBO C MPAaBWJIAMHU BHYTPEHHETO pacnopsaka, HHCTpykTax o Th. COop u aHanu3 nHGpOpMAIMU: OpraHu3aIioH -
HO- IIpaBoBas (HopMa; IEIH; 3a1a4H;

-A3yYeHNE OpPTaHU3aLUH, YIPABICHNUS U TUIAHUPOBAaHHS pabOThI apxXuBa (OXapaKTepH30BaTh MOJIOKEHUE 00 apXUBE U OT-
Jcax, JO0JIKHOCTHBIC 00513aHHOCTH COTPYAHUKOB U MPEABABIIACMBIC K HUM KBaJII/I(bI/IKaIII/IOHHI)IG Tpe6OBaHI/I$I; OXapaKTe -
pH30BaTh HOPMATHBHO-METOIMUECKHE TOKYMEHTHI);

-U3YUYCHUC apXUBHBIX CIIPABOYHUKOB;

-A3yUYeHHE YYEeTHO-CIIPAaBOYHOTO arnapara apXxruBa, 00ecriedeHre COXpPaHHOCTH IOKYMEHTOB, TIPOBEPKH HAJTMYUS M COCTO-
SAHUA JOKYMCHTOB;

-OpraHu3anus UCIOIb30BaHMS JOKYMEHTOB apXHBa (0XapaKTepHU30BaTh MCIIOIHEHHE 3alIPOCOB, 3asiBICHUH, 0(OPMIICHUS,
BbIJIaYM CIIPABOK U UX yUeT);

- CAMOCTOATENFHO O(OPMIISTH JOKYMEHTHI B MaTepHalIb Iea U JUIsl CIau B apXHB.

18

Pa3nes 2. Opranusanusi padoTsl apxuBa B cyae

60/40

M/K.02.02 Opranusanusi padboThl apxuBa B cyje

42/22

Tema 2.1. | Conep:xkanue:
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Opranuzanusi ¥ BeJleHUe
apXMBHOIO /1€JI0NPOU3-
BOJICTBA B Cy/e

1.PykoBoaCTBO Opranu3anuei apXxuBHOTO Jieja B CyAe.

2.JIo;KHOCTHBIE 00s3aHHOCTH PAOOTHUKOB ammapara cyja, 00eCredrBaromuX AesTeb-
HOCTh apXuBa cyJa.

3.Madopmaruzausi apXuBHOTO JieJia B CyAax.

4. [InanupoBaHUe U KOHTPOJIb paOOTHI APXHUBOB CYJIOB.

1. umems npaxmuuecxkuii onvim:

- [10 OpTaHu3aluu PabOTHI C TOKyMEHTAMU;

- 110 KOMILJIEKTOBAHMIO CYICOHBIX JIE] M HAPSIOB ISl IOCTOSTHHOTO XPaHCHUS,
- IO OpraHU3aIMy XPaHSHUs] ApPXUBHBIX JJOKYMEHTOB.

2. ymems.

- IOATOTABJIMBATh Cy/IeOHbIE J1ea (Hapsabl) U MaTepuabl Uil CJaud B apXUB;

- OCYILECTBJIATh MOJIHOE 0opMIIeHHUE Jel (TTOALIMBKY WIN NEPEeIuIeT J1eNa, U3bITHE U3
JieJ1a METAIIMYECKUX CKPENOK U CKOOOK, HyMEpaIUIO JIUCTOB U 3aII0JHEHHUE JIUCTa-3aBEPHU-
TENsA);

- COCTaBJIATh BHYTPEHHIOIO OIUCh IOKyMEHTOB;

- BHOCUTh HEOOXOMMbIE YTOUHEHUS B PEKBU3UTHI O0JI0KKH J1€1a;

- 0OpPMIISITH PE3YIBTATHI CAYH /I HA apXUBHOE XpaHCHHUE.

3. 3namo:

- TIOPSAZIOK OTOOpa HAa XpaHEHUE B apXUB CYJIOB JOKYMEHTOB, UX KOMIUICKTOBAHUSA, YUeTa U
HCIIOJIB30BaHM;

- IepeYeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHUSI.

B ToM unciie npakTHYECKHUX M J1a00PATOPHBIX 3aHATHIA

N

Cemunapckoe sauamue 1. «Opeanusayus u edenue apxugHo2o 0el0npou3800cmea 8 cyoey

BOHpOCBI JJIA ITIOATOTOBKU:

1. PykoBO/ICTBO OpraHu3alueil apXuBHOTO Jieia B Cy/ie.

2. JlomxHOCTHBIE 00s13aHHOCTH PaOOTHHUKOB amnmapara cyja, 0OeCHeuHBAIOIINX AESTeNb-
HOCTb apXMBa CyJa.

3. UudopmaTtuzanus apXuBHOTO Jiefia B CyJax.

4. IlnanupoBaHUe U KOHTPOJIb PAaOOTHI APXUBOB CYJIOB.

N

Hpakmuqecme sansmue 1. OpFaHI/ISaHI/ISI " BCIACHUC apXUBHOI'O JACJIOIIPONU3BOJACTBA B CY/JIC.

Pemienue MPAKTUYCCKUX 3aaaY 110 TECMC 3aHATUA.
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Tema 2.2.

IHoaroroBka cyae0HbIX
AOKYMEHTOB K apXHBHO-
MY XpaHEeHHI0

Conep:xanue:

1. PykoBOJICTBO OpraHu3aiuend apxuBHOro jena B Cye.

2. JIoIKHOCTHBIE 00S13aHHOCTH paOOTHHUKOB ammapara cyJia, 00eceunBaroIuX e TeIb-
HOCTb apXHBa CyJa.

3. Madopmartu3zaiyst apXuBHOTO Jiefia B Cy1ax.

4. TlmaHupoBaHue U KOHTPOJb PAOOTHI APXUBOB CYJIOB.

1. ymems:

- IOJITOTABIIMBATH Cy/ICOHBIC Jiesia (Hapsiibl) ¥ MaTepUAIIbI IS CaYH B apXUB;

- OCYIIECTBJIATH MOJTHOE OopMIIeHHE Jel (TTOAIIMBKY WM NEPEIUIeT J1eNa, U3bSITUE U3
Jiella METAJUTHYECKUX CKPETOK U CKOOOK, HyMEPAIUIO JINCTOB U 3aII0JIHEHHUE JICTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPCHHIOKO OIHKCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIE YTOUHEHUS B PEKBU3UTHI OOJIOKKH J1EN1a;

- 0OpMIISITh PE3YJIBTATHI CIAYH JIE) HA ApXUBHOE XpaHCHHE.

2. 3Hamew:

- IOPSZIOK OTOOpa HA XPAHCHUE B apXHB CYJOB JOKYMEHTOB, X KOMIUICKTOBAHUS, y4eTa U
HCIIOJIBE30BaHM,

- IEpeYCHb JOKYMEHTOB CY/IOB C YKa3aHHEM CPOKOB XPaHCHHUS.

B ToM uucae MPAKTHYCCKHUX U ﬂaﬁopaToprlx 3aHATHIA

Cemunapckoe 3anamue 2. «I[loocomosxa cy0ednbix OOKYMEeHmMOos8 K apXUGHOMY XPAHEHUIO »

Bomnpocs! 11 oAroTOBKH:

1.Knaccudukarus u cucteMaTi3anus JOKYMEHTOB, 00Pa3yOIIMXCS B IEATEILHOCTH CY/IOB.
2.Ilopsnok opopmieHus CyaeOHBIX e (MaTepuasIoB, IPOU3BOJACTB, HAPSIOB, )KYPHAJIOB)
JJI TIOATOTOBKU M IIEpEAavM UX B apXHUB Cy/Ja.

3.0npezneneHye CpOKOB XpaHEHHS JielT (HAPsIIOB).

4.Ilepenaya nen (HapsA0B) BPEMEHHOTO CPOKA XPAHEHHSI B apXUB.

5. Ilopsitok MX XpaHEHUs U UCTIONIb30BaHUSL.

6. [Topsaox oopmieHus onrcu Ha CyeOHBIC Jena (Hapsbl).

7. IlopsiIOK COCTaBIICHHS ONMCH HA HA/I30PHbIEC MPOU3BOJICTBA 110 TPAXKITAHCKUM JIEIAM.

Ipaxmuueckoe 3anamue 2. IlonrotoBka cy1e0HBIX TOKYMEHTOB K apXUBHOMY XPAaHEHHUIO.

Pemenne MPAKTUYCCKUX 3aaa4 110 TECMC 3aHATHUA.
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Tema 2.3.

OT100p u nepenaua
JAOKYMEHTOB HA MOCTOSH-
HOe XpaHEeHNe B apXUB
cyaa

Conep:xkanue:

1. IIpou3600cmeo sxcnepmu3vl YeHHOCMU OOKYMEHMO8, 00pa3yiouuxcs 8 0esameibHOCmu
cyoa.

2.0Opeanuzayus pabomul SKCHepmMHOU KOMUCCUU CYOd.

3.0mbop oen (Haps008) ¢ cyoa K YHUUMOICEHUIO.

4.1lopsook oghopmnenus u omb6opa OOKYMEHMO8 Ha YHULUMONHCEHUe.

1. ymemo:

- IOATOTABJIMBATh Cy/IeOHbIE JIea (Hapsabl) U MaTepuabl Uil CJaud B apXUB;

- OCYILECTBJIATh MOJIHOE 0opMIIeHHUE Jel (TTOALIMBKY WIH NEPEeIuIeT J1eNa, U3bITHE U3
JieJ1a METAIIMYECKUX CKPENOK U CKOOOK, HyMEpaIUIO JIUCTOB U 3aII0JTHEHHUE JIUCTA-3aBEPHU-
TENsA);

- COCTaBJIATh BHYTPEHHIOIO OIUCh IOKyMEHTOB;

- BHOCUTh HEOOXOIUMbIE YTOUHEHUS B PEKBU3UTHI OOJI0KKH J1€N1a;

- 0OpPMIISITH PE3YIBTATHI CAYH JIE) HA ApXUBHOE XpaHEHHUE.

2. 3Hamw:

- TIOPSAZIOK OTOOpa HAa XpaHEHUE B apXUB CYJIOB JOKYMEHTOB, UX KOMIUICKTOBAHUSA, YUeTa U
HCIIOJIB30BAHM;

- IepeYeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHUSI.

B ToM unciie npakTHYECKHUX M J1a00PATOPHBIX 3aHATHIA

Cemunapcroe sansamue 3. «Ombop u nepedaua OOKYMEHMO8 HA NOCMOSHHOE XPAHEHUEe 6
apxug cyoa»

Bonpoce! 1u1st TOATOTOBKH:

1. IIpou3BOACTBO SKCNEPTH3bl LIEHHOCTH JOKYMEHTOB, OOpa3yIOUIMXCS B JESATENbHOCTU
cyna.

2. Opranuzanus paboThl SKCIIEPTHON KOMHCCHU Cy/Ia.

3. OT6op nen (HapsI0B) € Cy/la K yHHUTOKEHHUIO.

4. llopsanox oopmiieHus: ¥ 0TOOpa TOKYMEHTOB Ha YHUUTOXKECHHUE.

IIpaxmuuecxoe 3anamue 3. OTOOpP U nepenavya JOKyMEHTOB Ha MOCTOSHHOE XpaHEHUE B ap-
XMB CcyJa.

Pemienue MPAKTUYCCKUX 3aaaY 110 TECMC 3aHATUA.
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Tema 2.4

XpaHeHHe U HCIIOJIb30BA-
HHeE JIOKYMEHTOB apXuBa
cyaa

Conep:xanue:

1.0becneuenue coxpanHocmu apxusHulx OOKYMEHMO8.

2.Ucnonv3osanue OO0KyMeHmo8 apxusa cyoa U pecyiuposanue OOCMyna K HUM.
OdopMiicHHE CITUCAHHBIX JICT B ApXHB.

3.Ouenka opuouyeckoll, UCMOPU4eCcKol U UHOU 3HAYUMOCIU OOKYMEHMO8.

1. umems npaxmuuecxkuii onvim:

- [10 OpTaHu3aluu PabOTHI C TOKyMEHTAMU;

- 110 KOMILJIEKTOBAHMIO CYICOHBIX JIE] M HAPSIOB ISl IOCTOSTHHOTO XPaHCHUS,
- IO OpraHU3aIMy XPaHSHUs] ApPXUBHBIX JJOKYMEHTOB.

2. ymems.

- IOATOTABJIMBATh Cy/IeOHbIE J1ea (Hapsabl) U MaTepuabl Uil CJaud B apXUB;

- OCYILECTBJIATh MOJIHOE 0opMIIeHHUE Jel (TTOALIMBKY WIN NEPEeIuIeT J1eNa, U3bITHE U3
JieJ1a METAIIMYECKUX CKPENOK U CKOOOK, HyMEpaIUIO JIUCTOB U 3aII0JHEHHUE JIUCTa-3aBEPHU-
TENsA);

- COCTaBJIATh BHYTPEHHIOIO OIUCh IOKyMEHTOB;

- BHOCUTh HEOOXOMMbIE YTOUHEHUS B PEKBU3UTHI O0JI0KKH J1€1a;

- 0OpPMIISITH PE3YIBTATHI CAYH /I HA apXUBHOE XpaHCHHUE.

3. 3namo:

- TIOPSAZIOK OTOOpa HAa XpaHEHUE B apXUB CYJIOB JOKYMEHTOB, UX KOMIUICKTOBAHUSA, YUeTa U
HCIIOJIB30BaHM;

- IepeYeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHUSI.

B ToM unciie npakTHYECKHUX M J1a00PATOPHBIX 3aHATHIA

Cemunapckoe sauamue 4. «Xpaneuue u ucnonb3osanue 0OKYMeHmMo8 apxuea cyoa

Bormpocs! 115t moAroToBKu:

1. OGecrieueHne COXPAaHHOCTH APXUBHBIX JOKYMEHTOB.

2. Vcnonp30BaHWe TOKYMEHTOB apXHBa CyJia U PETYJIMPOBAHUE TOCTYIIA K HUM.
OdopMieHre CIIMCaHHBIX /1€ B apXUB.

3. OneHKa I0puInYecKoil, MICTOPUYECKOW U MHOW 3HAYMMOCTH JIOKYMEHTOB.

IIpaxmuueckoe 3anamue 4. XpaHeHNE U UCIOIb30BaHUE TOKYMEHTOB apX1Ba Cy/a.

Pemienue MPAKTUYCCKUX 3aaaY 110 TEMC 3aHATUA.

Tema 2.5.
Opraauzanus paéoThbl 0

Conep:xanue:
1. Cocmag O0oKymMeHmo8 Cy008, nepedasaemvlX HA XpaHeHue 8 20CYyO0apChEeHHblll
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oT0OpYy M nmepenaue
JOKYMEHTOB Cy/ia Ha Xpa-
HeHMe B IOCyAapCTBeH-
HbIl (MYHHUIMIIAJIbHBbII)
apxuB

(MYHUYUNATILHBLIL) apXUs.

2. Ilepedaua oOokymenmos apxuea cyoa HA XpaHeHue 8  20CYOaAPCMBEHHbIU
(MYHUYUNATILHBLIL) apXUs.

3. OmsemcmeaenHocmy 3a HapyuweHue 8e0eHUsl APXUBHO20 0eONPOU3B00CMEA 8 CYOaXx.

1. umems npaxmuueckuii onoim:

- I10 OpPTraHu3anuy PaboTHI C TOKYMEHTAMU;

- 110 KOMIUIEKTOBAHUIO CYJICOHBIX JIEN U HAPSIOB JJIsl IOCTOSIHHOTO XPaHEHUS;
- 110 OPTaHU3alMN XPAaHECHUS ADXUBHBIX JIOKYMEHTOB.

2. ymems:

- IOJITOTABIIMBATH Cy/ICOHBIC Jiesia (Hapsiibl) ¥ MaTePUAIIBI IS CAaYH B aPXUB;

- OCYIIECTBJIATH MOJTHOE oopMIIeHHE Jel (TIOAIIMBKY I NIEPEIUIeT J1eNa, U3bSITHE U3
JieNia METAJUTHYECKUX CKPETIOK U CKOOOK, HYMEPAITUIO JINCTOB U 3aII0JIHEHHUE JICTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPCHHIOKO OTHCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIC YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIENa;

- 0OpPMIISITh PE3YJIBTATHI CIAYH JIC) HA ApXUBHOE XpaHCHHE.

3. 3nams:

- IOPSZIOK OTOOpa HA XPAHEHUE B apXHB CYJOB JOKYMEHTOB, X KOMIUICKTOBAHUS, y4eTa U
HCIIOJIE30BAHM,

- IepeyYeHb JOKYMEHTOB CYJOB C YKa3aHUEM CPOKOB XPaHCHHMS.

B ToM uucie NMPAKTHYCCKHUX U ﬂaﬁopaToprlx 3aHATHIA

Cemunapckoe sanamue 5. «Opeanuzayus pabomsi no omoéopy u nepeoave OOKyMEHMO8
cy0a Ha XpaHeHue 8 20CY0apCmEeHHbll (MYHUYUNATbHBII) APXUBY

Bonpocs! 11t ToAroOTOBKH:

1. CocTaB 1OKyMEHTOB Cy/10B, IIEpPEAAaBAEMbIX Ha XPaHEHUE B TOCYJapCTBEHHBII
(MyHUIMIIAJIBHBIN) apXUB.

2. Ilepenaya TOKyMEHTOB apXuBa CyJla Ha XpaHEHHE B TOCY1apCTBEHHbIN
(MyHUIIMTIAJIBHBIN) apXUB.

3. OTBETCTBEHHOCTH 3a HApYIICHHUE BEJICHUS apXUBHOTO JEJIONPOU3BOCTBA B CyaX.

IIpakmuueckoe 3anamue 5. IIpoBeneHne MpoOMeKyTOUHON aTTECTAIIMN — KBATU(UKAITMOH-
HOT'0 3K3aM€Ha 110 MOJYJIIO.

IIpumepHasi TeMaTHKA CAMOCTOSITE/ILHOM Y4eOHOH padoThl IPU M3yYeHUM pa3jena 2
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1. B yem 3akiro4aercs y4eT apXUBHBIX JOKYMEHTOB B cyzae?

2. HazoBuTe OCHOBHBIE MTPUHIIUIIBI BEICHUS yUETa JOKYMEHTOB B apXUBHOM JIETIE.

3. UTo moHMMAaeTCs 1Mo/ ApXUBHBIM MU(PPOM U KaKOBO €ro coaepkanue?

4. Yto moHMMAaeTCs MO YYETHBIMU JTOKYMEHTAMH apXuBa cyaa?

5. HazoBuTE OCHOBHBIE M BCTIOMOTaTENbHbBIE YUETHBIE JOKYMEHTHI apXUBa Cy/a.

6. Uto BKIIFOYAET €10 apXuBHOTO oHaa cyaa?

7. KakoBo npeaHa3HavyeHue JIucTa (JOHIA U CIUCKOB (DOHIOB apXuBa cyaa?

8. Kakue TpeboBaHUs MPEIBABIAIOTCS K COCTABICHHUIO apXUBHBIX OMKCEH Ha CyeOHbIe aena (Hapsanl)?

9. Kakue cBenieHus COAEPKUT MACMOPT apXuBa cyna?

10. Yto moHMMaeTcs o1 OpraHu3alel BeACHUsI apXUBHOTO JAEJIOMPOU3BOACTBA?

11. Kro sBnsieTcs cyObeKTaMy OpraHU3aliy apXUBHOTO JEJIO0MPOU3BOICTBA?

12. KakuMu HOpMaTUBHBIMU MTPABOBBIMU aKTaMH PEryJIUPYETCsS OpraHU3alus U MOPsA0K BEEHUS apXUBHOTO JEIONPOU3-
BOJICTBA?

13. Kakue mosiHOMOYHSI UMEET MpeCceIaTelb Cy/ia M0 OPraHU3alu apXUBHOTO JI€JIONPOU3BOJICTBA B cyie?

14. Yro BKIItOYAET AOJDKHOCTHOM periaMeHT pabOTHHKA armapaTa cy1a, 00ecleunBaronero aesiTeIbHOCTh apXuBa?

15. Kakue kBanudukalnoHHble TpeOOBaHUS MPEABSBISAIOTCS K CIIEHUANNCTY, 00ecTeunBalonieMy AesTeIbHOCTh apX1Ba
cyna?

16. Kakue 101KHOCTHBIE 00S3aHHOCTH BO3JIaraloTcsi Ha pabOTHHKA ammapara cyAa, 00ecreunBaroIlero AesTeIbHOCTh ap-
xuBa?

17. KakoBo npenHa3zHaueHre nporpaMMHoro usaenus «ApxusHoe aeno» 'AC «IIpaBocyaue»?

18. Kakue (pyHKIIMOHATBHBIE 00513aHHOCTH MO3BOJISIET 00ECTIeYnTh MporpaMmuoe usaenue «ApxusHoe aeno» [AC «Ilpa-
BOCyuE»?

19. Kto ocyiecTBisieT KOHTPOJIb 3a COOMI0IEHNEM 3aKOHOJaTeIbCTBAa 00 apXMBHOM Jielie Ha (hefiepaibHOM, PerHOHAIb-
HOM U MYHHIIUIIATHHOM ypOBHE?

20. KTo ocymiecTBiIsIeT HENOCPEACTBEHHBIN TEKYLINI KOHTPOJIb 32 BEACHUEM JEJIONPOU3BOCTBA B apXHBe cyaa?

21. Kakue BHIbI TPOBEPOK MOTYT MIPOBOAUTHLCA B apXHUBE cyaa’?

22. B Kakux ciyyasx IpoBOJATCS €IMHOBPEMEHHbIE (00s3aTeNIbHbIE) MPOBEPKU HATHYHUS M COCTOSIHUSL apXUBHBIX
JIOKYMEHTOB?

KoHcynpTanum

IIpou3BoacTBeHHAasi MPAKTHKA pa3iea 2

Buasl padot

- XapaKTePUCTHKA OPTaHU3aINKA MECTa MPOXOXKICHUS MPAKTHUKH;
- aHAIM3 0OCOOCHHOCTEH JIEATEIILHOCTH apXHBa;

- anmapar apXuBa;
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- o0ecrieyeHre COXpPaHHOCTH JOKYMEHTOB, POBEPKA HAJIMUYHUS M COCTOSIHUS JOKYMEHTOB;

- aHaJIM3 KOMIUIEKTOBAHUS U 3KCIEPTU3bI LICHHOCTH IOKYMEHTOB, OpraHu3alus paboThl apXuBa;

- aHaJIM3 UCIIO0JIb30BaHMsI OpraHu3alnrell JOKYMEHTOB apX1Ba;

- B KauecTBe MPUJIOKEHUS HEOOXOANMO BKIIIOUUTH MepeYeHb YHUPUIIMPOBAHHBIX (OPM JOKYMEHTOB, UCIIOJIB3YEMBIX B

apXuBe.

Bcero

120

Jiis1 ouHO-3204HOM PopMBI 00yUeHHS:

HaumeHoBaHue pa3jie/ioB
H TeM npogeccuoHaIb-
Horo moxayJas (IIM), me:x-

Coaepsxanue y4eOHOro MaTepmnasa, 1a00paTopHblie padoThbl, CEMHHAPCKHE U
NpaKkTHYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI yueOHasi padoTa 00y4aromuxcs, KypcoBas

O0beM, akaa. 4/ B
TOM 4ucjie B popme

NMPaKTHYEeCKOM
AMCUHMILUINHAPHBIX Kyp- paboTta (mpoekT)
NOATOTOBKH, aKaJA 4
coB (MJIK)
1 2 3
Paznen 1. ApxuBHOe 1eJ10 B cyje
A P A ya 60/30
M/IK.02.01 ApxuBHoe 1eJ10 B cyae
A P 8 e 42/12
Tema 1.1. Conep:xkanue:
0 1.3akoHOIaTENBCTBO 00 apXUBHOM Jeie B PO.
PaBOBOE pEry.IMpoBa- 2.1abIe HOpMaTHBHBIE TIPaBoBbIe akThl PD 1 nHOOPMAITMOHHO-METOUIECKHE JOKYMEHTHI, 6
HHE aDXUBHOTO J¢/1a B peryaupyrolye OTHOLIEHUS B cpepe OpraHu3alnu, XpaHeHHsl, KOMIUIEKTOBAHUS, y4eTa 1
cynax MCIIOJIb30BaHUs apXUBHBIX JOKYMEHTOB B CyAax
1. ymemo: 2

- MOATOTABIIMBATh Cy/ICOHBIE JIeTa (Hapsabl) U MaTepUaibl Ui CJa9U B apXUB;

- OCYIIECTBJIATH TOJTHOE OopMIICHHUE Nl (TTOAIIMBKY WIIH NIEPEIUICT JIeNa, U3bSTHE U3
JieNia METAUTNYECKUX CKPETIOK U CKOOOK, HyMEpaLHUIO JINCTOB U 3aIl0JIHEHUE JINCTa-
3aBEPUTEIA);

- COCTaBIIATH BHYTPEHHIOI OMUCH JIOKyMEHTOB;

- BHOCHTh HEOOXOIUMbIE YTOYHECHHUS B PEKBU3HUTHI O0JI0KKH JIeNa; - OPOPMIISAThH
PE3yJIbTaThI CAAYM Je]l Ha ApXUBHOE XpaHEHHE,
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- coOII0IaTh OXPAHHBIN PEKUM MTOMEILEHUN XPaHHITHUILL
- BBIIIOJIHATH TOPSAOK UCIIOJIB30BAHUS JOKYMEHTOB apXuBa Cyza;
- OpraHU30BaTh MOPSAIOK 0TOOpa TOKYMEHTOB M 0OPMIICHHSI UX HA YHUUTOXKEHHE.

2. 3Hamy:

- MOPSZIOK 0TOOpA HA XpaHEHHUE B apXUB CYJOB JJOKYMEHTOB, UX KOMIUICKTOBAHUS, YU€Ta U
HCIIOJIb30BAHUS;

- IEPEYECHb JOKYMEHTOB CYJI0B C YKa3aHUEM CPOKOB XPAHEHUS,

~-HOPMaTUBHbIE YCIIOBUS XpaHEHUS apXHUBHBIX JIOKYMEHTOB;
-TIOJIOYKEHHSI O MIOCTOSHHO JCMCTBYIOIIEN DKCIEPTHON KOMHUCCHU CyAa.

B TOoM unc/ie CeMUHAPCKUX, MPAKTHYECKHUX 3aHATHH U JIa00OPaTOPHBIX padoT

N

Cemunapckoe 3anamue 1. «IIpasosoe pe2ynuposarue apxusno2o 0ena 6 cyoaxy

Bonpoce! 1u1st TOATOTOBKU:

1. Ananus nonoxenuit @enepanbHoro 3akoHa ot 22.10.2004 Ne 125-®3 «O0 apxuBHOM
JIeNie B Cyax»

2. AHanu3 MOJIOKEHUN B YaCTH apXUBHOTO Aenornpou3BoacTBa denepanbHOro 3akoHa OT
08.01.1998 Ne 7-®3 «O CynebHoM nenapramente npu BepxoBnom Cyne Poccuiickoit
denepauum»

3. Anamu3 nonoxenuit [Ipukaza MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O6
YTBEPKIACHUM NPaBUJI OpraHU3alluu XPaHEHMsI, KOMIIJIEKTOBaHMsI, y4e€Ta U UCIOIb30BaHU
JoKyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepannu u Apyrux apXuBHBIX JTOKYMEHTOB
B OpraHax TIOCYyJapCTBEHHOW BJACTH, OpraHax MECTHOTO CaMOYNpaBICHUS U
opranuzanusax» (3apeructpupoBano B Muntocte Poccun 07.09.2015 Ne 38830)

4. Ananus nonoxenuii [lpukaza Cynedbnoro nenapramenta npu BepxosHom Cyne PD ot
19.03.2019 Ne 56 «O06 yrBepxxaeHun MHCTpyKLIMU O TOPsIIKE OpraHU3aIiu
KOMIUIEKTOBAHHUS, XpaHEHUs, YUE€Ta U UCTOIb30BaHUS JOKYMEHTOB (3JIEKTPOHHBIX
JIOKYMEHTOB) B apXuBax (eiepajbHbIX Cy10B OOLIECH FOPUCIUKLITN

5. Anammz monoxenuit «I'OCT P 54989-2012 (ISO/TR 18492:2005). HaumonanbHBII
craunapT Poccuiickoit ®enepanuu. ObecriedeHre TOITOBPEMEHHONW COXPAHHOCTH
AJIEKTPOHHBIX JTIOKYMEHTOB» (yTB. W BBeleH B jeiictBue I[Ipukaszom Poccranmapra ot
17.09.2012 Ne 325-cT)

6. Anamu3 mnonoxenuit «['OCT P 7.0.8-2013. Haumonanbubiii cranpapt Poccuiickoii
®enepanuu. Cucrema cTraHiapToB Mo HHGopManuu, OUOIHMOTEUHOMY W M3/1aTEILCKOMY
neny. Jlenonpou3BoACTBO M apxXuBHOE Aeno. TepMuHbl u onpenenenus» (yrB. Ilpukazom
Poccrangapta ot 17.10.2013 Ne 1185-c1)

\9)
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IIpaxmuueckoe 3anamue 1. «IIpaBoBo€ pery1npoBaHHe apXUBHOTI'O J€jia B CyJax».
Pemenne npakTHUECKHX 3a]a4 [0 TEME 3aHATHUS.

Tema 1.2.

CyuHocTh M 3a1a4u ap-
XHBHOIO J1eja B cyaax PO

Conep:xanue:

1.ITonsiTHe apXWUBHOTO Jiena B CyJax.

2.3amaun, GYHKIMH U TIPUHIIUIIBI BEICHUST apXUBHOTO JICJIOM B CyJaX.
3.YupaBieHue apXuBHOM JICJIOM B CYJI€.

1. ymemu:

- IOJITOTABIIMBATh Cy/AeOHbIe Jiesa (Hapsiibl) ¥ MaTepuallbl Ul CAAYM B ApXUB;

- OCYIIECTBJIATH NOJTHOE OopMIIeHHUE Jel (TIOAIINBKY WM IEPEIUIeT J1eNa, U3bSITHE U3
JieNia METaNTINYECKUX CKPENoK U CKOOOK, HyMEpalUIo JINCTOB U 3all0JIHEHUE JICTa-
3aBEPUTEIIA);

- COCTaBJIATH BHYTPEHHIOIO OIIUCh IOKyMEHTOB;

- BHOCUTh HEOOXOTUMBIE YTOUYHEHHUS B PEKBU3HUTHI OOJI0KKH J1eNa; - OPOPMIISATH
pe3yJIbTaThI CAAauu JeJl Ha ApXUBHOE XPAaHEHMUE;

- cOOTIOIaTh OXPAHHBIN PEKUM TTOMETICHUI XPaHHITHUIIL

- BBIIIOJIHATH MOPSAAOK UCIIOJIB30BAHUS JOKYMEHTOB apXuBa Cyza;

- OpraHU30BaTh MOPSAIOK 0TOOpA JOKYMEHTOB M OOPMIICHHSI UX HA YHUUTOKEHHE.

2. 3Hamb:

- IOPSIZIOK 0TOOpA HAa XpaHEHHUE B apXUB CYJOB JOKYMEHTOB, UX KOMIUICKTOBAHUS, yU€Ta U
HCIIOJIB30BaHM;

- IepeYeHb JOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHEHUSI;

B Tom unciie ceMUHAPCKHX, IPAKTHYECKHUX 3AHATHH U JA0OPaTOPHBIX padoT

Cemunapckoe 3ansartue 2. « CylHoCTb U 3aJJa4i apXUBHOTO jiena B cyaax Pdy
1. Obure nooXKeHus OpraHu3aui paboThl apXuBa cya

2. IlonaTHe KOMIUIEKTOBaHUS CyI€OHBIX JIETI.

3. ITacniopT apxuBa cyAa Kak JIOKaJIbHbIN JOKYMEHT.

4. Tlopsimok HyMepaIuH JIMCTOB B CyA€OHBIX JIeaxX.

5. IlonsiTHe, AEATENBHOCTD U 33Ja4U apXUBa CyJa.

Ilpakxmuueckoe 3ansimue 4. CyIIHOCTb U 3aJ]a4¥ apXUBHOTO Jieia B cynax Pd.

Tema 1.3.
Y4er efUHUIl APXUBHOTO
XpaHeHus B cyax

Conep:xanue:
1.ITopsimok yuéra apXUBHBIX JJOKYMEHTOB B Cy/IC.
2.Bupl BHYTPEHHUX YUETHBIX JJOKYMEHTOB B apXHMBE Cy/Ja.

1. umems npaxmuueckuu onvim:
- 10 OpraHU3alMK pabOTHI C JOKYMEHTAMHU;
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- I10 KOMILJICKTOBaHUIO Cy,[[e6HBIX ACT U HAPAA0B IJId IMOCTOSIHHOI'O XPaHCHUS
- I[10 OpraHuv3anuy XpaHCHU apXHWBHBIX JOKYMCHTOB.

2. ymems:

- IOJITOTABIIMBATh Cy/ICOHbIC Jiesia (Hapsiibl) ¥ MaTepUAIIbI IS CaYH B aPXUB;

- OCYIIECTBIIATH NOJTHOE OopMIIeHHE Jel (TTOAIIMBKY WM NEPEIUIeT J1eNa, U3bSITUE U3
Jiella METAJUTHYECKUX CKPETOK U CKOOOK, HyMEPAIUIO JINCTOB U 3aII0JIHEHHUE JIHCTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPEHHIOKO OIHCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIE YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIeN1a;

- 0OpPMIISITH PE3YJIBTATHI CIIAYH JIE) HA ApXUBHOE XPaHCHHE.

3. 3name:

- IOPSIIOK 0TOOpa Ha XPAHECHUE B aPXUB CYJIOB JJOKYMEHTOB, WX KOMITJICKTOBAHHMSI, yIeTa U
HCIIOJIB30BAHM;

- IEpeYEHb JJOKYMEHTOB CYJIOB C YKa3aHUEM CPOKOB XPaHCHHUSI.

B ToM unciie cCeMUHAPCKUX, MPAKTHYECKHUX 3aHATHH U JIa00OPATOPHBIX padoT

Cemunapckoe sanamue 3. « Yuem eounuy apxueno2o xpaneHus 6 cyoax»
Bormnpocs! 1151 OAr0TOBKU:

1. [TogroroBka u oopmiIeHHE [1E] 7Sl CAAYH B ApXUB.

2. Ilopsinok yuéra apXMBHBIX JOKYMEHTOB B CY/IE.

3. Buapl BHyTpEHHUX YUYETHBIX JJOKYMEHTOB B apXMBE CyJa.

4. Cpoku XpaHEHUs Je]1, HAPsI0B, UCIIOJHUTEIbHBIX TPOU3BOACTB.

5. CocTaBlieHHE ONTUCEH.

IIpaxmuyeckoe 3anamue 5. CyIIHOCTb U 3aJja4d apXUBHOTO Jeia B cyaax Pd.

Pemenue MPAKTUYCCKUX 3aaa4 110 TEMC 3aHATUA.

IIpumepHas TeMaTHKA CAMOCTOSATEIbHOM y4eOHOH padoThI NPH N3y4YeHNH pasgena 1

1.UTo moHMMaeTcs 1o/1 apXUBHBIM JICJIOM B cyie?

2. Yro sBiIsleTcs IpeIMETOM apXUBHOTIO Jeia B cyaax?

3. Uto noHMMaeTCs o1 JOKyMEHTAIbHBIM (POHI0OM cyia?

4. OnpenenuTe OCHOBHBIE 337ja4l BEJICHUS ApXUBHOIO JI€)Ia B Cy1aX.

5. B uéM cocToAT oTiIMuMs B BEIEHUU apXUBHOTO Jlejla B cyJax cyaeOHoi cucteMbl Poccuiickoit denepanuu oT BEACHUS
apXUBHOIO JieJ1a B UHBIX OpraHax rocy1apCTBEHHOM Bi1acTu?

6. Kakuie npuHIMIIBI JIeXKAT B OCHOBE BEJICHUSI apXUBHOIO Jiea B cyAax?
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7. Kakue opranbl OCyIIECTBIISIOT YIpaBJIeHNUE apXUBHBIM JiesioM B Poccuiickoii @eneparnun Ha denepaabHOM YpOBHE?

8. KakoBwl pyHkiuu deaepanbHOTO apxuBHOTo arenrcTBa Poccuiickoit ®enepanuu (Pocapxusa)?

9. Kakue ynpasieHuyeckre (QyHKIIMH OCYIIECTBIISIET MPeACeaAaTeNb Cy/1a B OTHOIIEHUHN apXUBHOTO Jiena B cye?

10. Kakumu 1ipaBOBBIMU UCTOYHUKAMU PETYJIHUPYETCA apXuBHOE esio B Poccutickoit @enepanun?

11. [lepeuncnure 3akoHOJATENbHbBIE aKThI 00 apXUBHOM Jeie B Poccuiickoii denepanu.

12. KakumMu HOpPMATHUBHBIMH TIPaBOBBIMH aKTaMH PETYJIUPYETCS apXWBHOE JEJI0 B CyJaX B CyneOHOH cucrteme
Poccuiickoit ®enepanun?

13. KakoBa pois MunuctepctBa KynbTypsl Poccuiickoit deneparuu B chepe apxuBHOTo jena’?

14. Kakue nomHoMouus npenoctasiensl CyneOnomy aenapramenty npu BepxoBaom Cyne PO no opranuzanuu paboTbl
apXMBOB CYJI0OB?

15. Kakne nomHOMOYMSI UMEIOT IIpeceaaTeNy Cy10B 10 OPraHU3allMK BEEHUS apXUBHOTO JEJIONIPOU3BOCTBA B cyAax?
16. KakoBa poib OpraHoB HCIIOTHUTEIBHON BIacTH cyObekToB Poccuiickoit denepanuu mo o0ecnedeHuIo AesITeIbHOCTH
MHUPOBBIX CyJIel IO BEIEHUIO apXUBOB?

Koncynbranuu

IIpou3BoacTBeHHAs1 MPAKTUKA pa3aena 1

Buasbi pador:

— 3HAKOMCTBO C [TPaBWJIaMH BHYTPEHHETO pacropsaka, MHCTpyKTax 1no Th. Coop u aHanu3 nHGOpMaIi: OpraHU3aluoH -
HO- TpaBoBas (opma; LeJH; 3aJauu;

-U3y4YeHHe OpraHMU3alliM, YIIPABICHUS U INIAHUPOBaHUS pabOThl apxuBa (0XapaKTepu30BaTh MOJIOKEHUE 00 apXUBE U OT-
JAcax, J0JKHOCTHBIC 06513aHHOCTI/I COTPYAHUKOB U MPEABbABIIAICMBIC K HUM KBaJII/I(I)I/IKaL[I/IOHHBIe Tpe6OBaHI/I$I; OXapaKTe -
pU30BaTh HOPMATUBHO-METOUUYECKHE TOKYMEHTHI);

-U3YUYCHUC APXUBHBIX CIIPABOYHUKOB;

-M3y4YeHHE YUETHO-CIIPABOYHOT0 arrapaTa apXxuBa, 00ecreueHue COXpaHHOCTH JOKYMEHTOB, MPOBEPKH HATMYUS U COCTO-
SAHUA JOKYMCHTOB,

-OpraHu3alus UCIOJIb30BaHUS IOKYMEHTOB apXHBa (0XapaKTeprU30BaTh UCIIOJIHEHUE 3alIPOCOB, 3asBICHUN, O(OPMIICHHUS,
BbIJIa4uM CIIPABOK U UX YUEeT);

- CaMOCTOSITENILHO ODOPMIIATH JOKYMEHTHI B MaTepuasbl Jeia U IS CIa4u B apXUB.

18

Pazgen 2. Opranu3anusi padoThl apXuBa B Cy/ie

60/30

M/K.02.02 Opranusanusi padoThl apxuBa B cyje

42/12
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Tema 2.1.

Opranusanusi ¥ BeJleHUe
ApPXMBHOIO /1€J10NPOU3-
BO/ICTBA B cy/ie

Conep:xanue:

1.PykoBOZICTBO OpraHu3anue apXuBHOTO Jieja B Cy€.

2.J1o;KHOCTHBIE 00513aHHOCTH PaOOTHUKOB armapara cyaa, 00ecreqrBaoNUX AeITeNb-
HOCTb apXHBa CyJa.

3.Muadopmartuzaius apXuBHOTO Jela B CyAaX.

4. TlmaHupoBaHue U KOHTPOJb PAOOTHI APXUBOB CYJIOB.

1. umems npaxmuueckuii onoim:

- I10 OpPTraHu3anuu PaboTHI C TIOKYMEHTAMU;

- 110 KOMIUIEKTOBAHUIO CYJICOHBIX JIENT U HAPSIOB JIJISl IOCTOSIHHOTO XPaHEHUS;
- 110 OPTaHU3alNN XPAHECHUS ADXUBHBIX JIOKYMEHTOB.

2. ymems:

- IOJITOTABIIMBATh Cy/ICOHBIC Jiesia (Hapsiibl) ¥ MaTePUAIIBI IS CAaYH B aPXUB;

- OCYIIECTBJIATH MOJTHOE OopMIIeHHUE Jel (TIOAIIMBKY I NIEPEIUIeT J1eNa, U3bSITHE U3
JieNia METAJUTHYECKUX CKPETIOK U CKOOOK, HyMEPAITUIO JINCTOB U 3aII0JIHEHHUE JICTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPCHHIOKO OTHCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIC YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIEN1a;

- 0OpPMIISITh PE3YJIBTATHI CIIAYH JIE)I HA ApXUBHOE XpaHCHHE.

3. 3name:

- IOPSZIOK OTOOpa HA XPAHEHUE B apXHB CYJOB JOKYMEHTOB, X KOMIUICKTOBAHUS, y4eTa U
HCIIOJIE30BaHM,

- IepeyYeHb JOKYMEHTOB CYJOB C YKa3aHUEM CPOKOB XPaHCHHMS.

B ToM uucae NMPAKTHYCCKHUX U ﬂaﬁopaToprlx 3aHATHIA

Cemunapckoe 3anamue 1. «Opeanusayus u 8edenue apxugHo2o 0el1onpou3800Ccmea 8 cyoey

Bormpocs! 1t TOATOTOBKHU:

1. PykoBoJICTBO OpraHu3anyei apxuBHOTO JENa B CyJe€.

2. JToKHOCTHBIE O0S3aHHOCTH PAaOOTHMKOB ammapaTa cynaa, 00ecledMBaIONUX JesTelb-
HOCTb apXHBa CyJa.

3. Madopmartu3zaiyst apXuBHOTO Jiefia B Cy1ax.

4. [InanrpoBaHue U KOHTPOJIb paOOThI apXHUBOB CYJIOB.

Ilpakmuueckoe 3anamue I. Opranuzanus ¥ B€JCHUE apXHUBHOTO JIEJIOMPOU3BOJICTBA B CYJIE.

Pemenne MPAKTUYCCKUX 3aaa4 110 TCMC 3aHATHUA.
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Tema 2.2.

IoaroroBka cyaeOHbIX
JOKYMEHTOB K apXHBHO-
MY XpaHEHUI0

Conep:kanue:

1. PykoBO/ICTBO OpraHu3anueil apXxuBHOIO JIea B Cy/JIE.

2. JIoJKHOCTHBIE 00s13aHHOCTH paOOTHHUKOB ammnapara cyJia, 00ecleunBaroIInX J1esTelb-
HOCTb apXMBa CyJa.

3. Madopmartu3zaiyst apXuBHOTO Jiesia B Cyax.

4. [InannpoBaHUe U KOHTPOJIb pabOThl ApXHUBOB CYJIOB.

1. ymems:

- IOATOTABJIMBATh Cy/IeOHbIE esa (Hapsabl) U MaTepuabl Uil CJaud B apXUB;

- OCYILECTBJIATH NOJIHOE 0opMIIeHHE Jel (TTOALIMBKY WIH NEPeIuIeT eNa, U3bITUE U3
JieJ1a METAIIMYECKUX CKPENOK U CKOOOK, HyMepaluIo JUCTOB U 3alI0JHEHHUE JIUCTA-3aBEepHU-
TENs);

- COCTaBJIATh BHYTPEHHIOIO ONUCH IOKyMEHTOB;

- BHOCUTh HEOOXOIMMbIE YTOUHEHUS B PEKBU3UTHI O0JI0KKH J1€N1a;

- 0OpPMIISITh PE3YIBTATHI CAYH JIe) HA ApXUBHOE XpaHEHHE.

2. 3Hamw:

- IOPSAZIOK OTOOpa Ha XpaHEHHUE B apXUB CYJIOB JOKYMEHTOB, UX KOMIUICKTOBAHUSA, YUeTa U
HCIIOJIb30BaHUS;

- IepeYeHb JOKYMEHTOB CY/JIOB C YKa3aHHEM CPOKOB XPaHCHHUS.

B Tom unciie npakTHYeCKUX M J1a00PATOPHBIX 3aHATHIA

Cemunapckoe sauamue 2. «[loocomosra cy0eoHbix O0KYMEHmMOo8 K apXUGHOMY XPAHEHUIO»

Bomnpock! [1st ToIrOTOBKH:

1.Knaccudukanus u cucTeMaTu3amnus TOKyMEHTOB, 00pa3yIOIMIUXCsI B IEATEIIBHOCTH CYIOB.
2.ITopsnok opopmieHHs CyeOHBIX el (MaTepraioB, IPOU3BOJCTB, HAPSIOB, )KYPHAJIOB)
JJId TIOATOTOBKU U IEpCAavun UX B apXHUB Cy/a.

3.0npeznencHue CPOKOB XpaHSHHS Tl (HAPSIIOB).

4.Ilepenaya aen (HapsA0B) BPEMEHHOI'O CPOKA XPAHEHUSI B apXUB.

5. TlopsitOK MX XpaHEHUsI U UCTIOIb30BaHUSI.

6. [Topsimox oopmiieHuUs onucy Ha cyAeOHbIe ena (Hapsiib).

7. T1opsiIOK COCTABIICHHS OTIMCH HA HA/I30PHBIC MPOU3BOJICTBA 110 TPAXKITAHCKUM JICIIaM.

Ilpaxmuueckoe 3anamue 2. I1onroToBKa cy1eOHBIX JOKYMEHTOB K apXUBHOMY XPaHCHHIO.
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Pemenue MPAKTUYCCKUX 3aaa4 110 TECMC 3aHATUA.

Tema 2.3.

OT16op u nepenaua
AOKYMEHTOB Ha IMMOCTOSAAH-
HOe XpaHeHHe B apXHUB
cyaa

Conep:xanue:

1. Ilpouzeoocmeo skcnepmu3svl YeHHOCMU OOKYMEHMO8, 00pa3yIouWuxcs 8 0esimelbHOCmu
cyoa.

2.0Opeanuzayus pabomul 3KCNEPMHOU KOMUCCUU CYOd.

3.0mbop oen (haps008) ¢ cyoa K YHUUMONCEHUIO.

4.Ilopsioox oghopmnenus u omoopa OOKyMeHMO8 HA YHUYMOJICEHUe.

1. ymemu:

- IOJITOTABIIMBATH Cy/ICOHBIC Jiesia (Hapsiibl) ¥ MaTePUAIIBI IS CAaYH B aPXUB;

- OCYIIECTBJIATH MOJTHOE oopMIIeHHE Jel (TIOAIIMBKY I NIEPEIUIeT J1eNa, U3bSITHE U3
JieNia METAJUTHYECKUX CKPETIOK U CKOOOK, HYMEPAITUIO JINCTOB U 3aII0JIHEHHUE JICTa-3aBEPH-
TeNs);

- COCTaBJISITh BHYTPCHHIOKO OTHCH JIOKYMEHTOB;

- BHOCUTh HEOOXOIMMBIC YTOUHEHUS B PEKBU3UTHI OOJIOKKH JIENa;

- 0OpPMIISITh PE3YJIBTATHI CIAYH JIC) HA ApXUBHOE XpaHCHHE.

2. 3Hamb:

- IOPSZIOK OTOOpa HA XPAHEHUE B apXHB CYJOB JOKYMEHTOB, X KOMIUICKTOBAHUS, y4eTa U
HCIIOJIE30BAHM,

- IepeyYeHb JOKYMEHTOB CYJOB C YKa3aHUEM CPOKOB XPaHCHHMS.

B ToM uucie NMPAKTHYCCKHUX U ﬂaﬁopaToprlx 3aHATHIA

Cemunapckoe 3anamue 3. «Omboop u nepeoava 0OKYMeHmMO8 HA NOCMOSHHOE XPAHEHUe 8
apxus cyoa»

BOHpOCBI JJIS1 TIOATOTOBKH:

1. TIpou3BOACTBO SKCMEPTH3BI LIEHHOCTH JOKYMEHTOB, OOpasyIOUIMXCsS B JESATEIbHOCTH
cyna.

2. Opranuzanus paboThl SKCIIEPTHON KOMHUCCHHU CY/Ia.

3. Ot6op nen (HapsI0B) C cyZa K yHUUTOXKEHUIO.

4. Iopsanok oopmiieHus: ¥ 0OTOOpa TOKYMEHTOB Ha YHUUTOXXCHHE.

IIpakmuueckoe 3anamue 3. lIpoBeneHre MPOMEKyTOUHOM aTTeCTAIIMK — KBATU(UKAIIHOH-
HOT'O 3K3aMeHa 110 MOJYJIIO.
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IIpumepHas TeMaTHKA CAMOCTOSITEIbHOM y4eOHOH pa0doThI NIPH U3yYeHUH pa3aesia 2

1. B yeM 3akitodaeTcsi y4eT apXUBHBIX JOKYMEHTOB B Cyjie?

2. HazoBuTE OCHOBHBIE IIPUHIIMIIBI BEICHUS YUETA TOKYMEHTOB B aDXUBHOM JIEJIE.

3. Yto moHMMaETCs 101 apXUBHBIM MU(PPOM U KaKOBO €ro cojep:kanue?

4. Yto noHUMaeTCs Mo YYETHBIMU TIOKyMEHTaMHU apXuBa cyja’?

5. HazoBuTe OCHOBHBIE M BCTIOMOTATENIbHBIE YUETHBIE JOKYMEHTHI apXUBa Cy/a.

6. UTo BKJIIOYAET J1eJ10 apXuBHOTO (hoHIa cyaa?

7. KakoBo npenna3Havenue aucra GoHaa U CIUCKOB (DOHIOB apxuBa cyaa?

8. Kakue TpeGoBaHUS MPEABSIBISIOTCA K COCTABICHUIO apXMBHBIX ONUCeH Ha cyaeOHbIe ena (Hapsiabl)?

9. Kakue cBeieHUs! COAEPKUT NAclopT apxuBa cyga?

10. Yro noHuMaeTcs moJi OpraHu3alreil BeJeH!sl apXUBHOTO JIETONPOU3BOICTBA?

11. Kto siBnsieTcst cyObeKTaMU OpraHU3AIMK ApXUBHOTO JEIONPON3BOICTBA?

12. KakuMu HOpMAaTUBHBIMH MPABOBBIMU aKTaMH PETYJIUPYETCS OpraHU3alus U MOPSA0K BEAECHUSI apXUBHOTO JIETIONPOU3-
BOJICTBA?

13. Kakue nosHOMOYMSI UMEET IIPECEAATENb Cyia 10 OPraHU3aluy apXUBHOT'O JAEJIONPOU3BOICTBA B cyie?

14. Yro BKIIIOYAET JOKHOCTHOU pErjiaMeHT paOOTHHKA amnmapara cya, 00eCreYrBaroIero 1eITeIbHOCTh apXuBa?

15. Kakue kBanuQukanroHHble TPeOOBAHUS MPEABSABISIOTCS K CIIEIMATINCTY, 00eCIIeYNBaIOIIEMy IesITeIbHOCTh apXUuBa
cyna?

16. Kakue 10/KHOCTHBIE 00s13aHHOCTH BO3JIaraioTcs Ha pabOTHHKA ammapara cy/a, 00ecreynBaroIero AesTeIbHOCTh ap-
xuBa?

17. KakoBo npenHa3HaueHue nporpammHoro usnaenus «Apxusnoe neno» I'AC «IpaBocynuen?

18. Kakue ¢hyHKIIMOHATBHBIE 00S3aHHOCTH MO3BOJISIET 00eceunTh porpamMmmuoe usaenue « ApxusHoe aeno» ['AC «Ilpa-
BOCcyaue»?

19. Ko ocy1iecTBisieT KOHTPOJIb 32 COOIOICHUEM 3aKOHOAATEIhCTBA 00 apXUBHOM Jiesie Ha eiepabHOM, perHOHab-
HOM U MYHHLIMIIAJIbHOM ypOBHE?

20. KTo ocyiiecTBIsieT HEMOCPEACTBEHHBIN TEKYIIMI KOHTPOJIb 32 BEACHUEM JIEJIONPOU3BOJICTBA B ApXUBE Cya?

21. Kakue BUIbI IPOBEPOK MOTYT IPOBOAUTHCS B apXUBe cyna’?

22. B xakux cily4asx IpOBOJATCS €AMHOBPEMEHHbIE (00s13aTeNIbHbIE) MPOBEPKU HATTMYUS U COCTOSIHUS apXUBHBIX
JIOKYMEHTOB?

22

Koncynpraruu

IIpousBoacTBeHHAs NPAKTHKA pa3jiesa 2

Buabi pador

- XapaKTEepUCTUKA OpPraHU3aI[MU MECTa MIPOXOXKICHUS MPAKTHKY;
- aHAJIN3 OCOOCHHOCTEH JIEATEILHOCTH apX1Ba;
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- anmapar apxuBa;

- obecrieyeHre COXpaHHOCTHU JTOKYMEHTOB, IPOBEPKA HAJIUYMS U COCTOSHUS JOKYMEHTOB;

- aHAJIM3 KOMILJICKTOBAHUS M SKCIEPTH3bI IEHHOCTH JOKYMEHTOB, OpraHu3aIus paboThl apXuBa;

- aHAJIN3 MCTOJIb30BAHMS OpraHU3aluel TOKYMEHTOB apXHBa;

- B Ka4eCTBE MPUIIOKEHUS HEOOXOAMMO BKIIOUUTH NMEpeYeHb YHU(PUIMPOBAHHBIX (HOPM TOKYMEHTOB, UCIIOJIb3YEMBIX B
apXHuBe.

Bcero 120
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3. YCJIOBUSA PEATIMZALIMU TPOI'PAMMBI
INPODPECCHUOHAJIBHOI'O MOAYJIA

3.1. JJua peaju3auuu nporpaMmbl npogeccHOHAIBLHOI0 MOAYJISI 10JIK-
HbI OBITH NPEeIYCMOTPEHBI CJIeyINHe CllennalbHble OMeIeHUs:

KabuHeT «comuaabHO-ODKOHOMUYECKUX JUCIUIUIMH» B COOTBETCTBHH C
dI'OC CIIO, ocHalleHHBIM 000pyJOBAaHUEM: CTOJ CTYJICHUECKUN IBYXMECTHBIH,
CTOJ  CTYJICHUECKUM  TPEXMECTHBIA, CTyJ, TEXHUUYECKUMHU CpPEICTBAMMU:
MHTEPaKTUBHAS JOCKa-TIPOEKTOP.

3.2. MudopmanuonHoe odecrevyeHne peaju3anu NporpaMmmbl

3.2.1. OcHoBHas qUTEpaTypa

1. Mambikun, A. C. ApxuBHoe zAeiio B cyjae : YuebHoe mocooue / A. C.
Mawmbikun, H. A. JlateimeBa. — MockBa : Poccuiickuil rocynapCTBEHHBIN
yHuBepcuteT npasocyausa, 2017. — 188 c¢. — ISBN 978-5-93916-582-2. — URL:
https://elibrary.ru/item.asp?1d=37402546 (nata obopamienus: 21.08.2023). — Pexum
noctyna: UHCTPYKIIMU 10 MOAKIIOYEHUI0 U Pab0Te ¢ ANEKTPOHHBIMU PECYPCaMHU.
— TekcT : AIIEKTPOHHBIN.

3.2.2. JlonoiHUTEIbHAS JIUTEPaTypa

1. AptuzoB, A. H. ApxuBsl B Poccuu: Hacrosimee u Oyaymee / A. H.
Aptu3oB — TekcT : 3MEKTpOHHBIA. // ApPXUBBI CIaBSHCKUX CTpaH B 3IOXY
mudpoBoit  Tpanchopmaruu ;.  COOpHHMK JAOKIAMOB U coobOmenwit  10-i
KoH(pepeHnunn apxuBoB ciaBSHCKUX cTpaH, MockBa, 09 HOA0ps 2019 roma /
Pencoser: H.H. KynseB [u np.]. — MockBa: Poccuiickuii HOBBI YHHBEPCHUTET,
2020. — C. 8-14. — URL: https://elibrary.ru/item.asp?id=42655650&pff=1 (mara
obOpamienust: 21.08.2023). — Pexxum poctyna: MHCTPYKIMKU 10 TOJKIIOYEHUIO U

paboTe C AIEKTPOHHBIMU PECYPCAMMU.
2. Kyszueuno, M. H. JlokymMeHTallMOHHOE OOECeYeHHE YIpPaBIICHUS.

JIOKyMEHTOOO0pOT U AEIONPOU3BOACTBO : YUEOHUK U MPAKTUKYM IJI CPEAHETO
npodeccuonansuoro oopazosanus / M. H. Ky3nenos. — 4-e u3zz., nepepad. u jor.
— Mocksa : U3narenbctBo FOpaiit, 2023. — 545 ¢. — ISBN 978-5-534-16004-8. —
URL: https://urait.ru/bcode/523613 (mara oOpamenus: 21.08.2023). — Pexum
noctyna: WHCTPYKIIMK 10 MOAKIIOYEHUI0 W PA00Te ¢ ANEKTPOHHBIMU PECYPCAMU.
— TeKCT : 2JIEKTPOHHBIM.

3. JlateimeBa, H. A. Co3nanue 00ObeAMHEHHBIX apXUBOB CYJ0B KakK CIoco0
peanuzanuu HoBeWmmx (opMm paboThl C apXWBHBIMU JoKyMeHTamu / H. A.
JlaTermieBa — Tekct : anekTpoHHsblit // Poccuiickoe mpaBocyaue. — 2020. — Ne 7. —
C. 17-22. — URL: https://elibrary.ru/item.asp?1d=43059694 (nmata oOpaieHus:
21.08.2023). — Pexxum npocryna: WHCTpYKIIMU 10 TMOJKIQYEHUIO U paboTre C
AIIEKTPOHHBIMU PECYpPCaMH.

4. JlateimeBa, H. A. OcoOeHHOCTH KOMILIEKTOBAHMSI apXUBHBIX (POHIIOB
paitonnbix cysoB Cankt-IletepOypra / H. A. JlatbimeBa — TekcT : 3IeKTPOHHBIN. //
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https://elibrary.ru/item.asp?id=37402546

["ocrenpuumusiii [letepOypr — 2019 : CoopHUK Tpy0B MekayHApOIHON HAYYHO-
npaktudeckor koHdepenruu, Cankr-Ilerepoypr, 30 mas 2019 roma. — CaHkr-
[TetepOypr: MeXpernoHAIBHBIA ~IIEHTP HWHHOBAIIMOHHBIX  TEXHOJOTHUH B
obOpazoBanuu, 2019. — C. 22-26. — URL: https://elibrary.ru/item.asp?1d=38050693
(mara oOpamenus: 21.08.2023). — Pexum jgoctyna: WMHCTpyKIMU 110
MOAKIIOYECHHIO U PA00TE C DJIEKTPOHHBIMHU PECYPCAMH.

5.Hecmamnas, A. H. OcobeHHOCTH ynpaBieHus: apXUBHBIM JEJIOM B cyjie /
A. H. Hecmammnas — Tekcr : snektpoHHsiid. // IlpaBo u mpaBocyaue B
COBPEMEHHOM MHpE: OOIIeryMaHUTApHbIE, TEOPETHUYECKUE, HCTOPUYECKUE WU
KOHCTUTYIIMOHHO-TIPaBOBbIe acmleKkThl : COOpHHMK Hay4HBIX CTaTel MOJIOABIX
uccinenoareneit / BepxoBubiii Cyn Poccuiickoit ®eneparuu; CeBepo-3amnaaHblii
bumman ®I'bOYBO «Poccuiickuit rocy1apCTBEHHBIN YHUBEPCUTET MPABOCYIHS.
—  Cankr-IlerepOypr : IleHTp HaAyYHO-TIPOM3BOJCTBEHHBIX  TEXHOJOTHM
«Acrepuon», 2020. — C. 579-582. — URL: https://elibrary.ru/item.asp?
1d=44643780 (mara obpamenus: 21.08.2023). — Pexum goctyna: MHCTpYKINK 110
HNOAKIIOYECHUIO U PA00TE C 3JIEKTPOHHBIMHU PECYPCAMH.

6. OCoOEHHOCTH MpenoJaBaHusl IOPUINYECKUX JUCHUIUIMH B AKaJeMUU
I'enepanbHOil mpokypatypsl Poccuiickoit ®enepanuu : COOpHUK MaTepuaaoB
MexxkadenpanbHoro kpyrioro croia, Mocksa, 27 anpens 2017 roga / [loa o6meit
penakuuenn A.Il. T'openuka. — MockBa: Akanemusi ['eHepalibHOM NPOKYypaTypsl
Poccuiickoii denepanuu, 2017. — 88 C. — URL:
https://www.agprf.org/userfiles/ufiles/ob%20akademii/NMM/2017/COopHUK.
%200co06enH0cTNY20npenonaBannsa %2 0wpunndecknx %20 aucimnani %208
%20Akanemun %20l enepanbHoit%20npokypatypbl%20Poccuiickoi

%20Deneparmu..pdf (mata oOpamenus: 21.08.2023). — Pexum npocrymna:
MHCTPYKIINKU 110 MOJKIIOYEHUIO U paboTe ¢ AIEKTPOHHBIMU pecypcaMu. — TEeKCT :
AIEKTPOHHBIN.

7. Packun, JI. U. Meroauka U mpakTUKa apXUBOBEIEHUS : yUYEOHUK IS
cpeanero mnpodeccruonanbHoro obdpazosanus / J{. U. Packun, A. P. CokomnoB. —
Mocksa : U3parensctBo FOpaiit, 2020. — 339 c. — ISBN 978-5-534-02419-7. —
URL: https://urait.ru/bcode/453692 (mara oOpamenus: 21.08.2023). — Pexum
ngoctyna: UHCTPYKIIMU 10 MOJAKIIOYEHUI0 U Pab0Te ¢ ANEKTPOHHBIMU PECYPCAMU.
— TekcT : 2IIEKTPOHHBIN.

3.2.3. HopmaTuBHBbIE IPABOBbIE AKTHI U HHbIE IPABOBbIE JOKYMEHTbI

1. Konctutynusa Poccuiickoii @enepanun (MpUHITa BCEHAPOAHBIM I'OJI0COBA-
HueM 12.12.1993 ¢ usmeHeHUsIMU, 0JIOOPEHHBIMU B XOJ€ OOIIEPOCCHUICKOTO TO-
nocoBanwms 01.07.2020) [Daexrponnsiii pecypce] // CIIC Koncynbrant [Tmoc.

2. ®enepanbublii 3aK0H 0T 08.01.1998 Ne 7-03 «O CyneOHoM AenapTaMeH-
te 1pu BepxoBuom Cygne Poccuiickoit ®enepauun» //  CobOpanue
3akoHoaarenbcTBa PD. 1998. Ne 2. Cr. 223.

3. ®enepanpHbii 3akoH 0T 29.07.2004 Ne 98-®3 «O kommepyecKou
taiine» // Cobpanue 3akoHoaarenbcTBa PD.2004. Ne 32. Cr. 3283.
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https://www.agprf.org/userfiles/ufiles/ob%20akademii/NMM/2017/%D0%A1%D0%B1%D0%BE%D1%80%D0%BD%D0%B8%D0%BA.%20%D0%9E%D1%81%D0%BE%D0%B1%D0%B5%D0%BD%D0%BD%D0%BE%D1%81%D1%82%D0%B8%20%D0%BF%D1%80%D0%B5%D0%BF%D0%BE%D0%B4%D0%B0%D0%B2%D0%B0%D0%BD%D0%B8%D1%8F%20%D1%8E%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%B8%D1%85%20%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%20%D0%B2%20%D0%90%D0%BA%D0%B0%D0%B4%D0%B5%D0%BC%D0%B8%D0%B8%20%D0%93%D0%B5%D0%BD%D0%B5%D1%80%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9%20%D0%BF%D1%80%D0%BE%D0%BA%D1%83%D1%80%D0%B0%D1%82%D1%83%D1%80%D1%8B%20%D0%A0%D0%BE%D1%81%D1%81%D0%B8%D0%B9%D1%81%D0%BA%D0%BE%D0%B9%20%D0%A4%D0%B5%D0%B4%D0%B5%D1%80%D0%B0%D1%86%D0%B8%D0%B8..pdf
https://www.agprf.org/userfiles/ufiles/ob%20akademii/NMM/2017/%D0%A1%D0%B1%D0%BE%D1%80%D0%BD%D0%B8%D0%BA.%20%D0%9E%D1%81%D0%BE%D0%B1%D0%B5%D0%BD%D0%BD%D0%BE%D1%81%D1%82%D0%B8%20%D0%BF%D1%80%D0%B5%D0%BF%D0%BE%D0%B4%D0%B0%D0%B2%D0%B0%D0%BD%D0%B8%D1%8F%20%D1%8E%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%B8%D1%85%20%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%20%D0%B2%20%D0%90%D0%BA%D0%B0%D0%B4%D0%B5%D0%BC%D0%B8%D0%B8%20%D0%93%D0%B5%D0%BD%D0%B5%D1%80%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9%20%D0%BF%D1%80%D0%BE%D0%BA%D1%83%D1%80%D0%B0%D1%82%D1%83%D1%80%D1%8B%20%D0%A0%D0%BE%D1%81%D1%81%D0%B8%D0%B9%D1%81%D0%BA%D0%BE%D0%B9%20%D0%A4%D0%B5%D0%B4%D0%B5%D1%80%D0%B0%D1%86%D0%B8%D0%B8..pdf
https://elibrary.ru/item.asp?id=44643780
https://elibrary.ru/item.asp?id=44643780
https://elibrary.ru/item.asp?id=38050693

4. ®denepanbHbiii 3aKk0H OoT 22.10.2004 Ne 125-®3 «O6 apXuBHOM Jelie B
Poccuiickoit ®@enepanmm» // Cobpanue 3akoHomarenbcTtBa PD. 2004. Ne 43,
Cr. 4169.

5. ®epnepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O6 wundopmanuwy,
MH(OPMAIMOHHBIX TEXHOJOTUAX U O 3ammre nHpopmaumn» // Poccuiickas raszera.
2006. Ne 165.

6. @enepanbubiii 3ak0oH OT 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX J1aH-
HbIX» // Cobpanue 3akoHoaarenbeTBa PD. 2006. Ne 31 (1 4.). Cr. 3451.

7. Ilpukaz Cyneb6Horo naenaprameHta npu BepxoBHom Cyae P® ot
19.03.2019 Ne 56 «O6 ytBepxkaeHun WHCTpyKUMH O MOPSAKE OpraHU3aINU
KOMIIJIEKTOBAHUSI, XPAaHECHUSI, y4€Ta U MCIOJIb30BAHMS IOKYMEHTOB (2JIEKTPOHHBIX
JIOKYMEHTOB) B apXHMBax (peAepalibHBIX CYJIOB OOIIECH IOPHCIAMKINNY [ DJIEKTPOH-
ueiii pecypce] // CIIC Koncynbrant I[Lmtoc.

8. Ilpuka3z MunkynbsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep)aeHUU
MpaBWJl OpraHU3alMd XPaHEHUS, KOMIUICKTOBAaHHUSA, yde€Ta U HCIOJIb30BAHUS
NOKyMeHTOB ApxuBHoro (onga Poccuiickoii @enepauuu U IPYyrux apXUBHBIX
JOKYMEHTOB B OpraHax rocyJapCTBEHHOI BJIACTH, OpraHax MECTHOI'O CaMOYIIpaB-
JeHus U opranuzauuax» (3apeructpupoBaHo B Muntocre Poccun 07.09.2015 Ne
38830) [DnexTponnslii pecypc] // CIIC Koncynbrant [ntoc.

9. «I'OCT P 54989-2012 (ISO/TR 18492:2005). HaumonanbHblii CTaHIAPT
Poccuiickoit @enepanuu. ObecrnieueHre J0JITOBPEMEHHOM COXPAHHOCTH AJIEKTPOH-
HBIX JIOKyMEHTOB» (yTB. W BBeaeH B jeiictBue [Ipukazom Poccranmapra ot
17.09.2012 Ne 325-cTt) [Dnexkrponnsiii pecypce] // CIIC Koncynbrant Imtoc.

10. «I'OCT P 7.0.8-2013. HauumonaneHblii crangapT Poccuiickoit denepa-
muu. Cucrema CTaHIapToB MO MH(POpMaNuu, OMOIMOTEYHOMY U U3JIATEIHCKOMY
neny. JenonmpousBOACTBO U apXuBHOE neno. TepmMuHbl U omnpeaeseHus» (yTB.
[Tpukazom Poccranmapra ot 17.10.2013 Ne 1185-ct) [DnexkrponHHBINA pecypc] //
CIIC Koncynbrant Ilnroc.

11. «I'OCT P 7.0.97-2016. HaunonansHbiii ctranaapt Poccuiickoin denepa-
nuu. Cucrema CTaHIapToB MO MHPOpManuu, OMOIMOTEYHOMY U U3JIATEIBCKOMY
neny. OpraHu3allMOHHO-pacropsiAuTeNbHaAs JOKyMmMeHTauus. TpeOoBaHus K
opopmiieHnto gokymeHToB» (yTB. I[Ipuxazom Poccranmapra ot 08.12.2016 Ne
2004-ct) [Dnexrponnsiit pecype] // CIIC Koncynwsrant [Lmroc.

3.2.4. UnTepHeT-pecypchbl

1. CnpaBouHO-nipaBoBas cuctema «l'apanm.

2. CnpaBouHo-nipaBoBas cucteMa «Koncynprantllnrocy.

3. OdwunmanbHBIE WHTEPHET-TIOPTAN TpaBoBoil WH(Mopmaruu. ['ocynmap-
CTBEHHAs CHCTEMa MPaBOBOM MH(poOpManuu [DNeKTpoHHBIN pecypc]. — Pexxum no-
ctyna: http:// www.pravo.gov.ru

4. HauuoHanbHasi 3J€KTpOHHAs OubIuoTeka [DJEKTPOHHBIM pecypc]. —
Pexxum noctyna: https://H30.pd/

5. O6pa3oBaTenbHbI TPOEKT, OOBEIUHAIOMINNA B €UHOE UH(POPMALIMOHHOE
MPOCTPAHCTBO DJIEKTPOHHBIE PECYpChl CBOOOIHOTO JOCTyMa JiJIsi BCEX YPOBHEH
obOpazoBanus B Poccum [DnexkTpoHHblii pecypc]. — Pexxum moctyma:  http:/
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https://xn--90ax2c.xn--p1ai/
http://window.edu.ru/

window.edu.ru/

6. Poccwuiickass HammoHanbHas OuONHOTEKa [DIEKTPOHHBIA pecypc]. —
Pexwum nocryna: http://nlr.ru/

7. DnexkTpoHHas OuOIMOTEYHas cucTeMma «Znanium.comy [DIEKTPOHHBIM
pecypc]. — Pexxum nocryna: https://new.znanium.com/

8. DnektponHas OubnuoreyHas cucrema «BOOK.ru» [DnekTpoHHBIN pe-
cypc]. — Pexxum noctyna: https://www.book.ru/

9. N3parenbctBO «IIpocnekT» [DnekTpoHHBIN pecypc]. — Pexxum poctyna:
http://ebs.prospekt.org/books

10. DnextponHas Oubnuoreunas cucrema «lOpail» [DnexkTpoHHBIN pe-
cypc]. — Pexxum noctyna: https://www.biblio-online.ru/

11. Dnektponnas O6ubnuoreuyHas cucrema «IPRbooks» [DmekTpoHHBIH pe-
cypc]. — Pexxum moctyna: iprbookshop.ru

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA
HNPOPECCHUOHAJIBHOI'O MO Y JIA

Koo n
HAaUMEHOBaHUE
PO eCCHOHATTBHBIX
1 001X
KOMIICTCHIINH,
bopmMHpyeMBIX B
paMKax MOJYJIs

Kpurepuu onenku MeTobI OIleHKH!

ITIK 1.1 Ocy- | Onenka «OoTIM4HO» | OLeHka YCTHBIX OTBETOB
HIECTBIIATh PabOTy C | CTaBUTCS obOyyaronumcs, | 00yJaromerocs Ha
3asBICHUSMU, KOTOpBIE: NPEJCTaBWIN | TEOPETUYECKHE  BOMPOCHl  TI0
kanmobamMu ¥ WHBIMU | OTYET 1O  NPaKTHKE B | TEMaM CEMUHAPCKOIO 3aHATHUS.

oOpalIeHus MU Tpax-

HOJIHOM OOBEME M B IIOJTHOM

JJaH U OpraHu3alui, | COOTBETCTBUH ¢ | Ouenka MpernojaBaTesieM
BECTH TIPUEM IIOCE- | MPEABSBISIEMBIMH K HEMY | MHCHbMEHHBIX MPAKTHYECKHIX
TUTENeHd B CyJe. TpeOOBaHUSIMU; pabor, BBITIOJTHSAEMBIX
IIPOJEMOHCTPHUPOBAIIN o0yyaromummcs.
IIK 1.2 [Ton- | momydYeHHbIE TPAKTHYECKHE
JIEpKUBAaTh B aKTy- | HABBIKH B pamkax | Bompocsl 1o SK3aMeHAIIMOHHBIM
QTbHOM  COCTOSIHUU | Mpo(hecCHoHaNbHBIX ouneram TUISE YCTHOT'O
0a3pl HOPMATUBHBIX | MOAYJIEH; cBOOOMHO | (MMCBMEHHOTO)  9JK3aMeHa 110
MPAaBOBBIX AaKTOB U | OPUEHTUPYIOTCA B paboTe | mpodecCHOHATbHOMY MOIYJIIO.
Cy/IeOHOM MPAKTUKHU. | Oa3bl TIPOXOXKICHUS
MIPAKTHUKY; kputnuecku | OrieHKa pemieHus: 00yJaromumMes
I[IK 1.3 OGecne- | mogxoasr K OIICHKE | TECTOBBIX 3aJJaHUM.
yuBaTh pabOTy Opr- | OpraHu3alid W PabOThI
TEXHUKH U KOMIIbIO- | CIICIIUATHCTOB 0a3pl | DKCHiepTHAsT OIIEHKA MOJTOTOBKHU
TEepHOH TEXHUKH, | TPOXOXKICHUS MPAaKTHKH, | oOydaromumcsi 3cce, pedeparos,
KOMIIBIOTEPHBIX JAIOT PEKOMEHJAIMK TI0 WX | BBICTYIUICHHUS OOYyYaromerocs ¢
ceTel W MporpaMM- | yIy4IIEHUIO; 3aKpenuwiId Ha | JI0KJIaJaMHu IO TeMaM.
HOTO  OOeCmedYeHus | MPaKTUKe MOJTyYeHHBIC
CYJIOB, CAlTOB CY/IOB | TEOPETUYECKHE 3HAHUS B
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B WH(pOPMAIMOHHO-
TEJIEKOMMYHHKAaIIH-
oHHol cetu "UHTep-
Het" (mamee - ceTh
WNHrepner).

IIK 1.4 Oob6ecme-
yuBaTh paboTy ap-
XMBa CyJa.

IIK 1.5 Ocy-
IIECTBJIATE BCIACHUC
cyneOHoMn CTaTH-

CTHKH Ha OyMa)KHBIX
HOCHTENSAX U B JJIEK-
TPOHHOM BHJIE

TK 2.4 Ocy-
IIECTBISTh
pETUCTpALINIO, YYeT
u TEXHUYECKOE
oopMIICHHE HCIIOJ-
HHUTEJIbHBIX

JOKYMEHTOB IO CY-
IEOHBIM JeJIaM.

pamKax y4acTka
MIPOXOXKACHUS MPAKTUKH.
OneHka «X0pomIo» CTaBUTCS
oOydJarormmcs, KOTOpBIE:
MPEACTaBUIN Otuér 1o
MPaKTUKE B TIOJHOM 00BEME
U B TOJIHOM COOTBETCTBHH C
NpEeIbsABISIEMBIMA K HEMY
TpeOOBaHUSIMU;
MIPOJIEMOHCTPUPOBAIIU
MOJTy4YEeHHBIC MPAKTHYECKUE
HaBbIKU B pamKax
npodecCHOHATBLHBIX
MOJyJIel; OPUEHTUPYIOTCS B
paGore 0a3bl TPOXOXKICHHUS

MPAKTHKH, OJIHAaKO c
HEKOTOpPOH JoJei
HEYBEPEHHOCTH; JaloT
OMHCaHWE OpraHu3aluu U
paboThI CHENAATINCTOB
00BeKTa MIPOXOXKICHHUS

NPaKTUKHA, HO HCIBITHIBAIOT
3aTpyJHEHUs B OLIEHKE UX
3((PEeKTUBHOCTH W HE MOTYT
JaTb PCKOMCHIAIMH 110 HX

VIyYIIEHUIO; 3aKpernuin Ha
IIPAKTHKE IIOJTyYEHHBIE
TEOpETUYECKHEe 3HAaHUS B
pamKax y4acTka

MIPOXOXKIACHHS MTPAKTUKH.
Ounenka
«Y/IOBJIETBOPUTEILHO»

CTaBUTCA oOyuaromumcs,
KOTOpBIE: IPEJCTaBUIN
OTuéTr N0 mMpakTUKE B

IIOJIHOM OOBEME M B IIOJIHOM

COOTBETCTBHH c
NPEIbSBISIEMBIMH K HEMY
TpeOOBaHUSIMU;
MIPOIEMOHCTPUPOBAITH
MOJTy4YEeHHBIC MPAKTHYECKUE
HaBBIKK B paMKax TeM,
MPEeyCMOTPEHHBIX
po¢eCCHOHATTEHBIMU
MOJYJISIMH, 3aKpenuiid  Ha
MPaKTHUKE MIOJTyYCHHBIC
TEOPETUYECKHE 3HAaHUS B
pamkax ydacTKa

MPOXOXKACHUS TPAKTHKHU; HE
OPHUEHTHUPYIOTCS WM CJIabo
OPUEHTUPYIOTCS B
cnerupuke padboThl 00BEKTa
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IIPOXOXKACHUS NPaKTUKH;
3aTPYOHSIOTCS B ONUCAHHUU

opraHuzani 1  paboTbl
00BEKTa MPOXOXKACHUS
MPAKTHUKH.

Onenka

«HEeYT0BJIETBOPUTEIHHO
CTaBUTCHI oOyJaronumcs,
KOTOpBIC: HE TMPEICTaBUIH
OTyéT 1O TMpaKTUKE B

IIOJTHOM O0BEME M B IIOIHOM
COOTBETCTBUU c
NPEIbSBISIEMBIMA K  HEMY
TpeOOBaHUSIMU; HE
3aKpenmui  Ha  TMPAKTUKE
MOJTyYEHHBIC TCOPETHUCCKHE
3HaHUS B paMKax ydacTKa
TPOXOXKACHUS TPAKTUKN

IIK 1.1 Ocy-
HIECTBIATh PaboOTy C
3asIBJICHUSIMU,

J)Kao0aMyu U HMHBIMU
oOpallleHusIMU Tpax-
JaH ¥ OpraHU3allNi,
BECTU MpUEM TOCe-
TUTEJIEH B CyJe€.

[IK 1.2 IMon-
JepKUBAaTh B AaKTY-
QIBHOM  COCTOSIHUU
0a3pl HOPMATHUBHBIX
IPaBOBBIX aKTOB U
CyneOHOI MPAaKTUKH.

INK 1.3 Obecrme-
yuBaTh paboTy oOpr-
TEXHUKU U KOMIIbIO-
TepHOU TEXHUKH,
KOMIIBIOTEPHBIX
ceTed M MpOorpamm-
HOro oOecreueHHs
CYyJIOB, CAaiTOB Cy/J0B
B WH(OPMAIMOHHO-
TEJIEKOMMYHHUKAIU-
oHHol cetu "WHTep-

Het" (mamee - ceThb
Wurepuer).
IIK 14 Oo0ecme-

yuBaTh paboTy ap-
XHBa CyJa.
[K

1.5 Ocy-

KputepusMu O1eHKH 3a1uThI
OTYeTa MO THPOU3BOACTBEH-
HOM IIPAKTUKE SBJISIFOTCS:
OneHka «OTIMYHOY» CTaBUTCS
o0yuJarommcs, KOTOpBIE:
npencraBwin OTYET 1Mo mpak-
TUKE B TOJTHOM OO0BEME U B
MOJIHOM  COOTBETCTBUU  C
MPEIbSBISIEMBIMA K HEMY
TpeOOBaHUSIMU; npoze-
MOHCTPUPOBAIH TTOIy4YECHHBIC
MIPAKTHUYECKHE HAaBBIKU B paM-
Kax podhecCHOHATBEHBIX
MoyJel; CBOOOAHO OpHUEH-
TUPYIOTCI B pabore 0a3bl
MIPOXOXKACHUS MPAKTHUKHY;
KPUTHYECKH  TOOXOOSAT K
OLICHKE OpraHu3aluu M pa-
OOTBI  CIIEIUANUCTOB  0a3bl
MIPOXOXKACHUS MPAKTHKH,
JAIOT PEKOMEHJAIUHN 0 HUX
VIIyUIIEHUIO; 3aKpenuin Ha
NPAaKTUKE TOJIyYEeHHBIE TEO-
peTHUYecKre 3HAHUS B paMKax
ydacTKa MPOXOXKJICHHS MpaK-
TUKU.

O1eHKa «XOpOII0» CTABUTCS
oOyuarommcs, KOTOpBIE:
npencraBuwid OTYET 10 mpak-
TUKE B MOJHOM O00BEME U B
MIOJJHOM  COOTBETCTBUU  C
NpEeIbsABISIEMBIMA K  HEMY
TpeOOBaHUSIMU; poJe-
MOHCTPUPOBAJIM MOJyUYEHHBIE

Bomnpocsr JU1sL YCTHOIO
nuddepeHnmpoBaHHOro  3auéTa
0 MPOU3BOJICTBEHHOW MTPAKTHKE.
Ha 3amurte mpakTuku — 00y-
YAIOIIMUCA  JIOJDKEH  XOPOILLIO
OpUEHTHPOBATHCS B COJCPKAHUU
MPEJICTABIICHHOTO OT4YeTa, YMETh
pPacKkpbITh  O0OLIME  PE3YyJIbTaThI
NPAKTHKH, TPOJECMOHCTPHPOBATH
MOJTyuYeHHbIE HAaBBIKM U YMEHHUS,
OTBEUaTh HA TEOPETHUYECKHE |
IPAaKTUYECKUE BOIPOCHL, JaTh
MPEUIOKEHHS TI0 COBEPIICHCTBO-
BaHUI0O U OpraHu3aluu paboThbI
OPEINPUITHS, CIENaTh WHIUBHU-
NyadbHbIe BBIBOJBI O MpPaKTHYe-
CKOM 3HauuMocTH I celdst
MIPOBEJICHHOT'O BUJIA PAKTUKH.

Pesynprar 3ammrsl oT4eTa
ornpezensercs CIIETyIOIIUMHU
OLICHKaMH:

«OTIIUYHO», «XOPOLLO», «yIOBIIE-
TBOPUTEIIBHO», «HEYIOBIIETBOPU-
TEJIBHOM.
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IIECTBIIATH BEJICHUE
cyneOHoMn CTaTH-
CTHKH Ha OyMa)KHBIX
HOCHTENSAX U B JJIEK-
TPOHHOM BHJIE

TK 2.4 Ocy-
IIECTBIISATh
pETUCTpALINIO, YYeT
u TEXHUYECKOE
oopMIICHHE WCIIOJN-
HHUTEJIbHBIX

JOKYMEHTOB IO CY-
IEOHBIM JeJIaM.

MPAKTHYECKHE HABBIKU B paM-
Kax po¢eCCUOHATBHBIX
MOZYJIEH; OpPUEHTUPYIOTCS B
pabote 0a3bl TPOXOKICHUS
IIPAKTUKHU, OAHAKO C HEKOTO-
poll noneld HEyBEPEHHOCTH;
JIAI0T ONMCaHWE OpraHU3aluU

U paboThl  CIEIUATUCTOB
00BEKTa MPOXOXKICHUS TPaK-
TUKH, HO  HCIIBITHIBAIOT

3aTpy/JIHEHUs] B OLIEHKE HX
3((PEeKTUBHOCTH W HE MOTYT
JaTh PEKOMEHIAIMM MO0 MX
YIY4IICHNIO; 3aKpenuin Ha
NPaKTUKE TIOJyYEeHHBIE TEO-
pETHYECKHE 3HAHUS B paMKax
ydacTKa MPOXOXKIEHHS MpaK-
THUKH.

OneHka «yJOBJIETBOPUTEIb-
HO» CTaBUTCS 00y4aroniMcs,
KoTopele: mnpeacraBuau  Ot-
4€T MO TNPAKTUKE B IOJIHOM
00bEME U B MOJIHOM COOTBET-
CTBUHU C TIPEIbSIBISIEMBIMU K
HEMy TpeOOBaHHMAMU; MpPOje-
MOHCTPHPOBAIIN TOJy4YEeHHBIE
NPAaKTUYECKUE HABBIKU B PaM-
KaX TeM, MNpPeayCMOTPEHHBIX
npo¢eCCHOHATBHBIMU  MOJY-
JSIMHU; 3aKPENIIN Ha TPaKTH-
K€ TOJy4YEeHHBIE TeopeTHye-

CKM€ 3HaHHA B paMKax
y4acTKa MPOXOXACHUS IpaK-
TUKU; HE OPHEHTUPYIOTCA

Wi cnabo OPUEHTUPYIOTCS B
cnerupuxke padboThl 00BEKTa
MIPOXOKACHUS MIPAKTHKWY;
3aTPYOHSIOTCS B ONUCAHHUU
opraHuzanu 1 paboTbI
00BEKTa TPOXOXKICHUS TIPAK-
TUKH.

OneHka
«HEYJIOBIETBOPUTEIILHO
CTaBUTCHI o0yJaronumcs,
KOTOpBIC: HE TMPEICTaBUIH
OTyéT 1O TMpaKTUKE B
MOJTHOM 00BEME M B TIOJTHOM
COOTBETCTBHUHU c
NPEeIbSBISIEMBIMA K HEMY
TpeOOBaHUSIMU; HE
3aKpenui  Ha  TMPAKTUKE
MOJIyYEHHBIE TEOPETHUECKHE
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3HaHUA B PpaMKax YydacTKa
IMPOXOKACHUS IMPAKTHUKH.
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	Обеспечивать работу архива суда
	ПК 1.5.
	Осуществлять ведение судебной статистики на бумажных носителях и в электронном виде
	ВД 2
	Организация и обеспечение судебного делопроизводства
	ПК 2.4.
	Осуществлять регистрацию, учет и техническое оформление исполнительных документов по судебным делам.

	2. СТРУКТУРА И СОДЕРЖАНИЕ ПРОФЕССИОНАЛЬНОГО МОДУЛЯ
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