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1 OBLIASA XAPAKTEPUCTHUKA PABOYEN INPOI'PAMMBbI
MMPO®ECCHUOHAJIBHOI'O MOAY JIA

IIM. 02 Opranu3anusi apXuBHOI paGéoThI 10 JOKYMEHTAM OPraHu3aluu
Pa3JIn4YHbIX (OPM COOCTBEHHOCTH

1.1. llesb ¥ muIaHUpPYyeMble Pe3yJIbTATHI 0CBOEHUSI MPO(PECCHOHATBLHOT0 MOTYJIsI
B pesynbpraTe usyueHus: npoecCUOHaILHOIO MOAYJIS 00Y4aIOIKUXCs I0JKEH OCBOUTh
OCHOBHOU BUJ JeATeNbHOCTH «OpraHusaius apXuBHON paOOThl MO JOKYMEHTaM OpraHu3alui

pa3nmuyHbIX (QOpM COOCTBEHHOCTH», U COOTBETCTBYIOIIHME €My OOIIHe KOMIIETEHIIUd |
npodeccuoHaNIbHbIE KOMITETCHIINH:

1.1.1. Tlepeuenb 0OMIMX KOMIIETCHIIUMA

Kon HaumenoBanue o01mumx KoMrneTeHui

OK 1 Br16upaTh ciocoOb! penieHust 3a1a4 npopecCUOHaNbHON AESITEIbHOCTH,
MIPUMEHHUTENBHO K Pa3JIMYHBIM KOHTEKCTaM.

OK 2 Hcnonp30BaTh COBPEMEHHBIE CPENICTBA MTONCKA, AaHATN3a U NHTEPIIPETALIUN

uHpopMaluy U HHPOPMAIIMOHHBIE TEXHOJIOTUH IS BHIIIOJHEHUS 3a7a4
podecCHoHAIbHOM J1eSTENbHOCTH.

OK 3 [1nanupoBaTh U pean30BbIBaTh COOCTBEHHOE TPOPECCHOHATBHOE U JINYHOCTHOE
pa3BUTHE, TPEITPUHUMATEIBCKYIO EATENILHOCTh B poeccHoHanbHOU cdepe,
UCIOJIb30BaTh 3HAHUS 110 (PUHAHCOBOW I'PaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX

CUTYaIUSIX.
OK 4 D¢ dexkTUBHO B3aMMOICHCTBOBATh U padOTATh B KOJUICKTHBE M KOMaH/E.
OK 5 OcCymecTBISITh YCTHYIO U MUCbMEHHYI0 KOMMYHUKAIIUIO HA TOCYIAPCTBEHHOM

s3pike Poccuiickoit deaepanun ¢ yaeToM 0COOCHHOCTEN COIMAIBHOTO U
KYJIbTYPHOTO KOHTEKCTA.

OK 6 [IposiBSITH rpaxaaHCKO-NATPUOTHUECKYIO TTO3UIIUIO, IEMOHCTPUPOBATH
OCO3HAHHOE MOBEJCHUE Ha OCHOBE TPAJUIIMOHHBIX O0IIEYEI0BEYECKIX IEHHOCTEH,
B TOM YHUCJIE C YYETOM rapMOHU3AIUU MEKHAITMOHATIBHBIX U MEXKPEITUTHO3HBIX
OTHOIICHM, IPUMEHATh CTAaHJAPThl aHTUKOPPYIIIMOHHOTO TOBE/ICHUSI.

OK 7 ConelicTBOBaTh COXPAHEHUIO OKPYKAIOIIEH Cpebl, pecypcocOepekeHHIO,
MIPUMEHSTH 3HaHUs 00 U3MEHEHHUU KIIMMaTa, MPUHIIUIIBI OepeKIMBOTO
MIPOU3BOJICTBA, YPPEKTUBHO IEHCTBOBATH B UPE3BbIUYANHBIX CUTYAIIUSX.

OK 8 Hcnonb3oBath cpenctBa GU3MUECKOM KyAbTYPBI IS COXPAaHEHHS U YKPETIJICHHS
3JI0pOBbSI B Ipoliecce MpodeCcCHOHATBHON AEITETbHOCTU U MO IePKAHUS
HE0OX0IMMOTO YPOBHS (PU3MUECKOM MOATOTOBICHHOCTH.

OK9 [Tonb3oBatbest MpodeccrnoHaNbHOM JOKYMEHTallMelH Ha TOCYAapCTBEHHOM U
WHOCTPAaHHOM SI3bIKAX.

1.1.2. Tlepeuensb npodeccuoHaIbHBIX KOMIETEHIUH

Kon HanmeHoBaHME BUJIOB JCATENBHOCTH U MPO(HECCHOHAIBHBIX KOMIIETCHITUH

BJl 2 Opranu3anus apXuBHOM pabOTHI IO TOKYMEHTaM OpraHU3aIfii pa3IndHbIX Gopm
COOCTBEHHOCTH.

K 2.1. OcCyIIecTBIATh KOMIUICKTOBAHUE apXUBHBIMU JIeTIaMU (JIOKYMEHTaMH ) apXuBa
OpraHu3aIuH.

I1K 2.2. BecTu yueT apXuBHBIX JieN (IOKYMEHTOB), B TOM YKCJIE C UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CUCTEM.

I1K 2.3. OcCyIIeCTBIATh XpPAaHEHUE apXUBHBIX JIeJT (JOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
XPaHEHUS U 110 JITYHOMY COCTaBY B apXHUBE OPTraHU3AIIH.




IIK 2.4. OcymiecTBiATh XpaHEHUE, KOMIUIEKTOBAHUE, YUET U UCIIOJIb30BAHUE €T

(TOKYMEHTOB) BPEMEHHOTO XpaHCHHSI.

IIK 2.5. OcymiecTBIIATh UCIIOJIB30BAHUE APXUBHBIX €] (JIOKYMEHTOB), B TOM YHCJIE C

HCITI0JIb30BAHMECM aBTOMATU3WPOBAHHBLIX CUCTCM.

1.1.3. B pe3ynbpTare 0cBOCHHS MPOPECCHOHATHHOTO MOJTYJIS CTYACHT JTOJKCH:

Bnazers HaBbIKAMU

KommnnekroBanust apXuBHBIMU JieNaMHU  (JOKYMEHTaMH)
apxuBa OpraHU3alUu.

Benenus yuera apxuBHBIX /€1 (JJOKyMEHTOB), B TOM YHCJIE
C UCMOJIb30BaHUEM ABTOMATU3UPOBAHHBIX CUCTEM.
OcymiecTBieHNs XpaHEHUsI apXUBHBIX JIeN (JIOKYMEHTOB) C
MIOCTOSIHHBIM CPOKOM XpaHEHHUs U IO JUYHOMY COCTaBY B
apXuBe OpraHU3aIiu.

XpaHeHHsI, KOMIUIEKTOBAHUS, YUeTa U HCIOJb30BaHUS JIEN
(10KyMEHTOB) BPEMEHHOT'O XpaHEHUSI.

Hcnonb3oBaHust apXUBHBIX JI€] (IOKyMEHTOB), B TOM UHUCIIE
C MCNOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

yMETh

paboTaTh c IO JIpa3IeICHUSIMU/OpraHu3aHSIMA
WCTOYHUKAMHU KOMILICKTOBAHUS apXUBa;

MPUHUMATh apXUBHBIE Jefa (JOKYMEHThI) Ha MOCTOSHHOE
WJIH JI0JITOBPEMEHHOE XpaHEHHUE;

y4acTBOBAaTh B  TIPOBENEHUHM OKCIIEPTHU3Bl  [EHHOCTH
pa3IMYHBIX THIIOB ¥ BUIOB JOKYMEHTOB B COOTBETCTBUH C
BHYTPEHHUMHU PErJIaMEHTaMU OpraHU3allly;

OpPUMEHSITh B paboTe  PEeKOMEHJAIMU  AKCIEepPTHO-
MPOBEPOYHON KOMHMCCHUU WJIM JKCIEPTHOM KOMHUCCUU
OpraHu3aIuy;

OPUMEHSTh MEPEYHU C YKa3aHHEM CpPOKOB XPAaHEHHUS [Iel
(mOKyMEHTOB);

coOnoaaTh  HOpMAaTHBHBIE  CPOKHM  XpaHEHHUS  Jell
(IOKyMEHTOB);

BECTHU yY€T UCTOYHHUKOB KOMIUJICKTOBAHUSI apXUBa;
UCIIOJIb30BaTh MEPEOBOM OTEYECTBEHHBIN M 3apyOeKHbBIN
OTIBIT 10 KOMIUIEKTOBAHUIO apXHBa JielaMu (JIOKyMEHTaMH)
MOCTOSIHHOTO U JJOJITOBPEMEHHOT'O XpaHEHHUS;

UCII0JIb30BATh COBPEMEHHBIE aBTOMAaTU3HUPOBAHHEIE,
UH(GOPMALMOHHBIE M TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTHH
JOKYMEHTUPOBAHHBIX Cep NeATEIbHOCTH OpraHu3alluu;
CUCTEMAaTHU3UPOBATh Jeja (TOKYMEHTHI);

pa3Meniath AapxWBHBIE Jena (JOKYMEHThI) Ha MecTax
XpaHEHUS B COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAHUAMHU
B 0071aCTH apXWBHOTO JieTia ¥ YIpaBlIeHUs JOKYMEHTaMHU;
coOnrogaTh HOPMATHBHBIE DPEKUMBI XPAaHEHUS APXUBHBIX
nen (I0KyMEHTOB) Ha JIFOObIX HOCUTEISIX;

IPOBOAWTH TPOBEPKY TMOJHOTHI COCTaBa  ApPXUBHBIX
JOKYMEHTOB B €IMHUIIAX XPAaHEHUS;

MPOBOAUTH OMHCAHUE APXUBHBIX A€l (IOKYMEHTOB);
COCTaBIIATh CIPABOYHO-TIOMCKOBBIE CPEICTBA K apXUBHBIM
nenam (IOKyMeHTaMm);

BECTH Yy4eT U KOHTPOJb BBIJAYM aAPXUBHBIX J€T
(TOKYyMEHTOB) U3 apXWBOXPAHWIHIIA I UX BO3BPATa;

BECTH y4YeT M KOHTpOJb Iepenaud Jiesl (JJOKYMEHTOB) B
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rOCyJapCTBEHHbIN/MYHUIIMIIATBHBIA apXUB WJIA Ha HHOE
BHEIIHEE XPAHEHUE U NIpUEMa JIeJ C BHELIHETO XPaHEHHUS;
IPOBOJUTH TOJUCTHYIO MPOBEPKY (PU3HYECKOTO COCTOSTHHS
nen (IOKYMEHTOB);

pa3bICKUBaTh HEOOHAPY)KEHHBIE AeTa (JOKYMEHTHI);
[0JIb30BAThCA  YYETHBIMH  JOKYMEHTaMH B  paMKax

JNEKTPOHHBIX MH(POPMAIMOHHBIX CUCTEM
JOKYMEHTUPOBAHHBIX c(ep ACATEIbHOCTH OpraHu3aIiig;
10JIb30BAThCS CepTUPHUINPOBAHHBIMH

ABTOMAaTH3UPOBAHHBIMH CHUCTEMaMH JOKYMEHTHPOBAaHHBIX
cdep IeSATeTHLHOCTH OPraHU3alUH MO YYeTy, PEerHCTpaluH,
KOHTPOJIIO JIeT (JIOKYMEHTOB);

MI0JIb30BaThCs WH(OPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMH
JOKYMEHTHPOBaHHBIX c(hep AeITeTbHOCTH OpTraHu3allii;
BECTH CIPaBOYHO-TIOMCKOBBIE CPEICTBA K APXUBHBIM JIeTIaM
(moxymeHTam);

BECTH  y4eT CTpaxoBoro (oHma  apXuBHBIX  Jel
(1O0KyMEHTOB);

MPUMEHSATh HOPMATHBHBIE TIPABOBBIE AaKTHI, JIOKAJbHBIE
HOpPMATHBHBIE aKTBl OpraHW3allid W  METOJAWYECKHE
JOKYMEHTBI B 00JIACTH y4eTa apXUBHBIX JeJ (JOKYMEHTOB);
BHOCHTH MIPEUTOKEHUS 1o COBEPIIEHCTBOBAHUIO
METOJIMYECKOTO0  O0ecredeHus] ydera pa3HbIX BHJIOB
JOKYMEHTOB B JJOKYMEHTHPOBAHHBIX cepax AesiTeIbHOCTH
OpraHu3aluy;

3alumiaTh  MHGOPMAIMOHHBIE  pecypchl  apXuBa  OT
HECaHKIIMOHUPOBAHHOTO JIOCTYTIA;

OpraHu30BBIBATH M  oOecmeuyMBaTh  XpaHEHHE  Jel
(IOKyMEHTOB) BpPEMEHHOTO XpaHEHHUs OpTraHu3alluud B
TPaJIUIIMOHHOM U B 3JIEKTPOHHOM BHJIE;

KOHTPOJIHPOBATH pa3paboTKy CTPYKTYPHBIMH
MOJIpa3JiefiecHusIMA  OMKMCEH U aKTOB O BBIJICICHUU Ha
YHUUYTOXKEHHE JIeT (JIOKYMEHTOB) BPEMEHHOTO XpaHEHHs B
TPaJUIIMOHHOM U B DJIEKTPOHHOM BH/IE;

dbopMUpOBaTh EAMHMIIBI XPAHEHUS JOKYMEHTOB [UISl HX
MOCIIEAYIOUIET0 Pa3MEIleHUsI B apXUBE OPraHU3alluu;
COCTaBIIATh CIPABOYHO-TIOUCKOBBIE CPEICTBA K apXUBHBIM
nenam (IOKyMeHTaM);

OCYILIECTBIISITh TOMUCK Jien (JOKYMEHTOB) BpPEMEHHOIO
XpaHEHUs B TMPOLlECCE HMX XpaHEHUS B CTPYKTYpPHBIX
Mo/Ipa3ieNIeHUsIX U apXuBe OpraHu3aIuy;

OCYILECTBIISATh METOJMUYECKOE PYKOBOJCTBO OpraHU3allUe
XpaHeHUs nen (TOKyMEHTOB) B CTPYKTYPHBIX
H0JIpa3/IeJIeHUsIX OpraHu3aIii;

OKa3bIBaTh CTPYKTYPHBIM MOAPa3ACICHUSIM IMPAKTHYECKYIO
HOMOIIb B OpraHU3alMM XpaHeHus e (JOKYMEHTOB);
pa3pabareiBaTh CIPaBOYHO-MH(DOPMAIIMOHHBIE JOKYMEHTHI
[0 OpraHu3alMyd HCHOJb30BaHUSA JieNl  (JOKYMEHTOB)
BPEMEHHOTO XPAaHEHUS B CTPYKTYPHBIX MOJpA3JICICHUIX U
apxMBe OpraHU3alllu;

OPOBOJUTH 3KCIEPTU3Y LEHHOCTH Jiel (JOKYMEHTOB)
BPEMEHHOTO XpaHEHUs, IepeJaHHbIX B apXUB;




ONpeNeNsiTh  CPOKM  XpaHeHus el (AOKYMEHTOB)
BPEMEHHOI'O XpaHEHMUS;

obecrieunBaTh 3aUTy Je1 (AOKYMEHTOB) BPEMEHHOTO
XpaHEHUs B OpraHU3alMd OT HECAHKIMOHUPOBAHHOTO
JIOCTYTIAa WIN YHUUTOXKECHMUS;

IPOBOJUTHh (PU3MUECKOE YHUYTOXXKEHUE el (IOKYMEHTOB)
BPEMEHHOIO XpPAaHEHUS C HMCTEKIIMMU CPOKAMM XpaHEHUS
IIOCJIE COIJIACOBAHMS CO CTPYKTYPHBIMH IOJpPa3/IeICHUIMU
OpraHu3aluy;

0QOpPMIISITH YYETHBIE JOKYMEHTHI 00 YHHYTOKEHHH JIe
(1IOKyMEHTOB) BpPEMEHHOIO XpaHEHUS C MCTEKIIUMH
CPOKaMHM  XpaHEHUS COBMECTHO CO  CTPYKTYPHBIMH
10/Ipa3/IeNIEHUsIMUA OpraHU3alliiy;

CUCTeMaTU3UpOBaTh U 0000HIaTh CBEAEHHUS O COCTaBE WU
COJIep’)KaHUU apXUBHBIX €T (JIOKYMEHTOB);

UCIO0JIb30BaTh MH(POPMAIIMOHHBIE TEXHOJOTMM B 00JACTH
CO3JaHMsI  CIPAaBOYHO-TIOMCKOBBIX CpPEICTB apXxuBa W
JIOKYMEHTUPOBAHHBIX c(ep eATEIbHOCTH OpraHu3aluu;
dbopMUpOBAaTh OCHOBHBIE M  BCIIOMOTaTENbHBIE  BUbI
apXMBHBIX CIIPAaBOYHUKOB B 3JIEKTPOHHOU Qopme;
MOATOTAaBIMBATE  MH(OPMAIIMOHHBIE  JTOKYMEHTHI  IIO
3arpocam IoJjib3oBaTeNel pa3InyHbIX KaTeropuil.

3HaTh

BH/JIbI, PAa3HOBUIHOCTHU U (DOPMAThI BCEX BUJIOB JOKYMEHTOB;
KPUTEpUU OMpeNeNeHUs] IIEHHOCTU JeN (IOKYMEHTOB) IS
JAIbHENIIIEr0 XpaHEHUsI WM YHUUTOXKEHUS;

METOJMKa pa3paboTku (GopM YYETHBIX JOKYMEHTOB B
TPaJAMLIMOHHOM U B 3JIEKTPOHHOM BH/JIE;

METO/IMYECKUE JIOKYMEHThl B OOJIaCTH HCIOJb30BaHUS U
MyOJIUKAIMK apXUBHBIX NI (JIOKYMEHTOB);

METOJUYECKUE JOKYMEHTHl M HAallMOHAJIbHBIE CTaHIAPTHI B
00JacTH IeONPOU3BOICTBA U APXUBHOTO JIeTIa;
METOJUYECKUE JOKYMEHTHl M HAallMOHAJIbHBIE CTAaHIAPTHI B
obnacTu ydera OKYMEHTOB M JIOKYMEHTHPOBAHHBIX cdep
JeSATEIbHOCTH OpraHU3allu;

Hay4YHO-METOJNYECKHE KPHUTEPUU HKCIEPTU3bl LIEHHOCTU
pa3IMYHBIX TUIIOB U BUJIOB JIeN (JOKYMEHTOB);
HOPMAaTHBHBIE IpaBOBbIe akThl Poccuiickoil denepauun B
00J1aCTH 3aIUTHI IEPCOHATBHBIX JTaHHBIX;

HOpMAaTHBHBIE TPAaBOBbIE akThl Poccuiickont denepanuu B
obnmactu uHpopManuu, HHOOPMALMOHHBIX TEXHOJOTHIHA,
3alUTHl HTHPOPMAIMH U IEPCOHANBHBIX TaHHBIX, IUPPOBOM
TpaHchopmaruu;

HOpPMaTHBHBIE NpaBoBble akThl Poccuiickoir Penepaunu B
o0acTi KOH(UIEHIMANBHOCTH HH(pOpMaIy;
HOpPMAaTHUBHBIE NpaBoBble akThl Poccuiickonn denepauuu B
cdepe nenonporu3BOICTBA U ApXUBHOTO JIeTa;

HOpPMaTHBHBIE NpaBoBble akThl Poccuiickoir Penepaunu B
cdepe nenonporu3BoO/ICTBA;

o0lue TPUHLMUIBI Yy4eTa ¢ KOMIUIGKTOBaHUS el
(TOKYyMEHTOB) OTPaHHUYEHHOTO JIOCTYIIA;

OpraHU3alMOHHbIE TPUHIUIIBI UCTIOIb30BAHUS JOKYMEHTOB
OTPAHUYEHHOTO JIOCTYIA;




OpraHM3allMOHHbIE  MPUHLUNBl  KOMIUIEKTOBAaHUSA  JEll
(1OKyMEHTOB) OTpaHMUYEHHOTO JIOCTYIIA;

OCOOCHHOCTH OpraHW3aIlUU XpaHEHUs JieN (JIOKyMEHTOB) Ha
Pa3IUYHbIX HOCUTEIISX;

OTEYECTBEHHBIE U  3apyOexHble CepTU(UIHPOBAHHBIC
CUCTEMBl AaBTOMAaTM3MPOBAHHOIO Y4e€Ta AapXUBHBIX [l
(1O0KyMEHTOB);

nopsiAoK  (GpopMHUpPOBaHUS JOKYMEHTOB B  KOMIUIEKTHI,
TPYIIIBL, THIIBL;

IpaBWJia CUCTEMATU3AlMU U KIacCU(PUKALMK TOKYMEHTOB;
npaBujia XpaHeHUs el (JIOKyMEHTOB) B COOTBETCTBUU C MX
TUTIAMH;

cepTuUIIIPOBAHHBIE UH()OPMAITMOHHO-TIOUCKOBBIE
CUCTEMBl B 00JlacTH pa3pabOTKU HAy4YHO-CIIPAaBOYHOTO
anmapara JOKYMEHTHUPOBAHHBIX cdep  JeATeNbHOCTH
OpraHu3aluy;

CHOCOOBI M TEXHOJIOTMH JOKYMEHTUPOBAHUS Ppa3IUYHbIX
BUJIOB MPO(ECCUOHAIBHOMN AEATEIbHOCTH;

CPOKH BBITIOJTHEHHSI pabOT MO OpraHU3alUH HUCIIOJIb30BAHUS
apXUBHBIX /€7 (IOKYMEHTOB);

CPOKHM BBINIOJHEHHS] paboOT MO Y4YETy AapXUBHBIX Jem

(1O0KyMEHTOB);
CPOKH BBITIOJTHEHUS paboT;
CTaHJApTHI oopmieHus OpraHu3aIlOHHO-

pacropsiIUTeIbHON JOKYMEHTAIINH;

TEOPETHUYECKHE U METOUYECKUE ACTIEKTHl KOMITJICKTOBAHHSI
Y SKCIIEPTU3HI IICHHOCTH BCEX BUJIOB IOKYMEHTOB;
TpeboBaHusI K OG(OPMIICHHIO JOTOBOPOB Ha peaU3aIrio
YCIIYT BHEUTHETO XpaHEeHUS Ael (JOKyMEHTOB);

TpeOOBaHUs K MOATOTOBKE apPXMBHBIX CIIPABOK M BBIHUCOK
U3 apXHMBHBIX JJOKYMEHTOB;

TpeOOBaHUsI K MpOIEccaM YHHUYTOKEHHs WHPOPMALUU B
TPATUIIMOHHOM H JICKTPOHHOM BUJIC;

TpeOOBaHMUs K YCTAHOBJICHHBIM HOPMaM BhIPAOOTKH;
TpeOOBaHUS K YYeTy 0C000 IEHHBIX M YHHUKAJIbHBIX
apXUBHBIX €T (IOKYMEHTOB);

TpeOOBaHUs OXpaHbI TPY/IA;

YHUDUITUPOBAHHYIO cUcTeMy OpraHu3aIMOHHO-
pacropsIUTeIbHON TOKYMEHTAIINH.

1.2. KotnyecTBO 4acoB, 0TBOAMMOE HA OCBOCHHE NMPO(ECCHOHAIBLHOI0 MOXYJIsI

MaKCUMaJIbHOW y4eOHOW Harpy3ku oOyuaromierocs — 645 yacos, B TOM 4uce:
00s13aTeNIbHOM ayIUTOPHOM yueOHOM Harpy3ku oOyuarorierocs — 567 4acos;
CaMOCTOSATENIbHON paboThl oOydaromerocs: — 44 yacos;

yueOHoi npakTrku — 0 4acos;

MIPOU3BO/ICTBEHHOMN MPAKTHKH - 216 4acos;

KOHCYJIbTAalluH - 0 4aCoB,

MMPOMCIKYTOYHAA aTTCCTAalluA - 34 yacos.




2 CTPYKTYPA U COAEP KAHUE NTPO®PECCHOHAJIBHOI'O MOAYJIA

2.1 O6bem npodeccoHaJIBLHOI0 MOAYJIsI H BUbI Y4eOHOH padoThl

Bua yuyeOHo# paGoThl

Oovem uacos

O0beM 00pa3oBaTeIbHON MPOrpaMmbl NPo¢ecCHOHAIBHOT0 MOAYJIA 645
B TOM YHCJIE:

TEOPETHUYECKOE 00yIeHUE 6
nabopatopHble paboThl (B TOM Uucie B (popMe MPaKTUUECKON OATOTOBKH) 160,5
MPaKTUYECKUE 3aHIATUS (B TOM yHuciie B (hopMe MPaKTUUECKOMN TOATOTOBKH) 184,5
KOHTpOJIbHAs paboTa -
KypcoBbie mpoekTbl -
CamocTosTensHas pabora 44
VYyeOHas npakTuka (B TOM 4ucie B popMe MPaKTUIECKON MOJATOTOBKHU) -
[Tpon3BoicTBEHHAS MPAKTHKA (B TOM YHCIe B PopMe TPAaKTHIECKOM 216
TTOJITOTOBKH )

Koncynperamuu -
IIpoMe:xxyTouHasi aTTecTAIUSA 34
Ok3ameH 1o [IM 02 10
Ox3amen o MJIK 02.02 8
Ox3amen o MJIK 02.03 8
Ox3amen no MJIK 02.04 8

YCamocTosTensHas pabora B paMKax 00pa30BaTeNbHOI IPOrPaMMBbl TIAHUPYETCSt 00pa30BaTEIbHON OpraHu3amyeil
¢ cootBerctBuH ¢ TpeboBanmsamu ®I'OC CIIO B mpenenax o0bema ydeOHOWH JUCHUILIMHBI B KOJHUYECTBE YaCOB,
TIPEAYCMOTPEHHBIX

H606XOZ[I/IMOM JJId  BBIIIOJTHCHUA Sa,Z[aHI/Iﬁ CaMOCTOSTEILHOI pa6OTLI 06yqa}01111/1xc51,

TEMATUYCCKHUM IIJIAHOM U COACPIKAHNEM y‘Ie6HOI>i JUCHHUILIINHBI.
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2.2 CTpykTypa npoecCHOHATBLHOT0 MOAYJIsI

O06bem npodeccHoHaTbHOTO MOTYJIS, Yac.

Kompr PaboTa oOy4aromuxcsi BO B3aUMOJICHCTBUU € TIPETIOIaBaTesieM
npodeccron CYMNfap Obyuenue no MIIK IIpome
AJBHBIX HauMeHOBaHMs Pa3/iesioB OZI::M B mont ducie Ipaxmuxu Camocr Komcy | sxyroun
001X podecCHOHATEHOTO MO TYJISI Har JTabopaTopHBIX Hpomano 0SATENIbH - a5
KOMITETCHII! PY3K KypcoBspix ast
g u, yac. | Bcero u ACTBCHHA | yoeorn H arrecTa
" MPAKTHYECKUX pagor VueOuan Py P nusd
. (poeKToB)
3aHATUI
1 2 3 4 5 6 7 8 9 10 11
11K 2.1 Paznen 1. Opranuzamus u
OK 1, 2, 4, | obecrieueHre OCHOB 75 65 65 10
59 aApPXUBHOU JIEATEITHBHOCTH
11K 2.1 Paznen 2. Opranuzanus
OK 1,2,4, | mesSTeapbHOCTH apXHUBOB 139 119 117 12
59
IIK 2.1-2.5 | Paznmen 3. Opranuzamnms
OK 1, 2,4, | apxuBHOTrO nena 122 102 100 12
59
[IK 2.1-2.5 | Pa3nen 4.
OK 1, 2,4, | Opranuzanus XpaHeHUs 83 65 63 10
59 JIOKYMEHTOB B apXHBE
VY4eOHas mpaKkTHKa, YaCOB
[IpousBocTBeHHAS
MpakTUKa (1o MpoQHITFO 216 216
CHEIUAaIbHOCTH ), YaCOB
Koncynbrammumn
IIpomexxyTouHas aTTecTanus 10 10
Bcero: 645 351 345 | 0 216 44 0 10




2.2 TemaTn4ecKHii IV1aH U coJep:kaHue npodeccuoHanbHoro moayJs (IIM)

HaumeHoBaHue pa3ae/ioB
npodeccHoHAIBLHOr0
moayJas (IIM),
MEXKIMCUMILTHHAPHBIX
kypcoB (MJIK) u Tem

Conepxxanue y4eOHOro MaTepuaJa, 1a00paTopHbie padoThl U NPAKTHYECKHE 3aHATHS,
CcaMoCTOsITe/IbHAsA padoTa o0yuaoumxcs, KypcoBasi padboT (IIPOeKT) (eciu npedycmompeHtvl)

Oovem uacoe

1 2 3
Pazjnen 1. Opranusanus u obecneyeHue 0OCHOB APXMBHOM 1eSITEJIbHOCTH 75
MJIK 02.01. Opranu3anusi ¥ HOpMAaTHBHO-NIPABOBbIE OCHOBBI APXHBHOIO jleJa
Tema 1.1 IIpakTHYecKHe 3aHATHSA 2
CocTaB HOpMaTHBHO- 1 IIpakTnueckoe 3ansiTue 1
MpaBOBOM 06a3bl APXUBHOTO Ponb 1 MecTo apxuBOBeeHUS 1715 MOATOTOBKY crienancToB. OCHOBHbIE MOHATHUS 2
nena apxuBoBeieHHs. CocTaB HOpMAaTUBHO-METOIMYECKOM 0a3bl ApXUBHOTO Jefa.
Tema 1.2 IIpakTHuyeckune 3aHATHS 2
[IpaBOBBIE OCHOBBI 1 IIpakTHyeckoe 3ansaTune 1
pEerynupoBaHus apXUBHOU ApXUBHOE JIeJI0 KaK OTpaciib TOCYJapCTBEHHOTO YIIPABJICHHUS. 2
ceps! CamocrosiTejibHbIe pa00ThI 2
1 CamocrosiTesbHast padora 1 5
CoCTaBUTh XapaKTEPUCTHKY JOKYMEHTOB, 3alI0JIHUB TAOJIHUILY.
IIpakTHYecKHe 3aHATHS 2
2 IIpakTHyeckoe 3ansTHE 2 2
3aKOHOJaTeIbHOE PEryJUpOBaHUE APXUBHOIO J€Ja.
CamocrosiTejibHbIe pa00ThI 4
2 CamocrosiTejibHasi padoTa 2
Odopmiienue TabauLbl COAEPIKaHUSA 3aKOHOAATENIBHBIX JOKYMEHTOB IO apXUBHOMY JIETY. 2
Odopmiienue cxembl KilacCU(pUKaIMU HOPMATUBHBIX JOKYMEHTOB apXUBHOM cepsbl.
Tema 1.3 I[IpakTHYeckue 3aHATHS 2
Hopwmaruro- 1 | lpakTuueckoe 3ausarue 1
METOANHCCKHIEC aKThI 1O ApXUBHOE IIPABO M APXHBHOE 3aKOHOATEIbCTBO. [I[paBOBbIC OCHOBBI PETYIUPOBAHKS ApPXUBHOM 2
apXUBOBCICHHIO nestenbHOCTH. OCHOBHBIE HOPMATHBHBIE TOKYMEHTHI
JlabopaTopHbie padoThl 4
1 JlaGopaTopnas padora 1 2
Xapakrepuctuka cogepxxanusi @3 «O06 apxusHoM Jienie B Poccuiickoii @enepariumy.
2 JlaGopaTopnasi paGora 2 2
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‘ XapakTepuCTUKA IEATEIbHOCT OPraHOB YIIPABJICHUs APXUBHBIM esIoM B PO.

Tema 1.4 IIpakTHYecKHe 3aHATHSA 4
Opranusanus XpaHeHUs 1 IIpakTuyeckoe 3ansarue 1
nokyMmeHToB AD P® u Opranmsaiyss fokymeHtoB B npenenax A® PO (mepsbiii ypoBeHb). OpraHuszauus JOKYMEHTOB B 2
JPYTUX apXUBHBIX npeJieriax apXMBOB OpraHu3alMii (BTOPOil ypOBEHB).
JOKYMEHTOB 2 IIpakTuyeckoe 3ansitue 2
Opranmsaiyisi TOKyMEHTOB B TIpefeliax apxuBHOro ¢oHma (Tpetuit ypoBeHb). [lonstie 00 ydere 2
nokyMeHTOB AD PO.
CamocrosiTe/ibHbIe pa00oThI 4
3 CamocrosiTesibHas padora 3
CocTaBieHMe CXEMbl CETH TOCYAApCTBEHHBIX apXuBoB. O¢opMieHHE CXEMbl CTPYKTYpbI 4
apXuBHOM ciry0b1 CBepUIOBCKON 00JIaCTH.
Tema 1.5 IIpakTnuyeckune 3aHATHS 2,5
[InannpoBanue n 1 | IIpakTuyeckoe 3austue 1
OT‘IGTHOCTBUapXI/IBHBIX Opraan3aiiOHHO-3KOHOMHMYECKHE OCHOBBI ACATENBHOCTH apxuBa. @opmsl mianupoBanus. B 25
YHPCKACHUHA apxuBHOM yupexJaeHuu. [lmaHoBble HoKyMeHTh. OT4eTHOCTH roc. apxuBa. Kiaccupukaropbl ’
BHJIOB Pa0OT, BHINOJIHIEMBIX B TOC. apXUBE.
JlabopaTopHble padoThl 4
1 JlaGopaTopnasi pa6ora 1 4
CocraBlieHHE TEeKCTOBOM M PACYETHOW YaCTH OJTHOTO U3 Pa3JieoB TUIaHa pabOThl apXrUBa HA TOJ.
Tema 1.6 IIpakTHYecKHe 3aHATHS 2
Opranuzanus padboT 1 IIpakTHyeckoe 3ansaTue 1
CTPYKTYPHBIX Otnen ucnoJib3oBaHus JOKyMEHTOB. OTAen yueta JOKyMEHTOB. OTJie’ COXpaHHOCTH 2
II0/Ipa3/IeICHUI apXUBOB JOKyMEHTOB. OT/el1 HCII0JIb30BaHUS 3alIPOCOB COIMAIBHO-IIPABOBOIO XapaKTepa.
JlabopaTopHble padoThI 4
1 JlaGopaTopnasi pa6ora 1 5
Pa3paboTarh JOKHOCTHYIO HHCTPYKIIMIO COTPYIHUKA OT/IEIa UCTIOIb30BAHUS JOKYMEHTOB.
2 JlaGopaTopnasi paGora 2 9
PazpaboTaTh JOKHOCTHYIO MHCTPYKIUIO COTPYIHUKA OT/eNIa COXPAaHHOCTU JOKYMEHTOB.
Tema 1.7 IIpakTH4yeckune 3aHATHS 2
Opranuzanus npuMeHenus | 1 IIpakTnueckoe 3ansTue 1 2
MH(POPMALMOHHBIX AHanmu3 mporpaMMHOro o0ecredeHust apXuBHOM CI1yKOBl.
TEXHOJIOTHIl B apXUBe JlabopaTopHbie padoThl 2
1 [ JIaGoparopuas paGora 1 2
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| Cospanne BJI.

Tema 1.8 IIpakTHYecKHe 3aHATHSA 6
Opranuzanus padoTsl 1 IIpakTnueckoe 3ansiTue 1
apxuBa C U31aTEIbCTBOM [IpaBa n 0053aHHOCTH U3ATENHCTBA U 3aKA3YMKOB (apXuBbl). TpeOOBaHHS K BBIITYCKY 2
nyOIMKaui.
2 IIpakTnueckoe 3ansTHE 2 4
XapakTepucTUKa 3aKOHOAATEIbHON 0a3bl peryaupyrouiei 1octyn K fokymeHtam A® PO.
Tema 1.9 IpakTnyeckne 3aHATHS 20,5
Hcnonp3oBanue apxuBHbIX | 1 IIpakTnueckoe 3ansTne 1 2
JOKYMEHTOB Bblaua noJsib30BaTensiM apXUBHBIX CIIPaBOK, BHIMHUCOK, KOMH, MOAJTUHHBIX TJOKYMEHTOB.
2 IIpakTnueckoe 3ansTHE 2
WNuunmatusHoe nHdopMupoBaHue moJib3oBareseil. [IpenocraBnenrne 10KyMeHTOB 2
10JIb30BATENSIM B UWTAJIbHBIN 3aJ1.
3 IIpakTuueckoe 3ansiTue 3
Hcnonb3oBanne JOKYMEHTOB B CpeACTBaX MaccoBOW MH(GOpMaly, MPOBEACHNE 2
MH(OPMAIIMOHHBIX MEPOTIPUSTHH.
4 IIpakTHyeckoe 3ansaTHe 4
Bbinaua 1OKyMEHTOB U JIeJ1 BO BpEMEHHOE N0JIb30BaHUE. YUET U aHaJIu3 UCIOJIb30BaHUs 2
apXMBHBIX JOKYMEHTOB.
5 IIpakTHYeckoe 3aHATHE 5
JlocTyn K apXuBHBIM JoKyMeHTaM. OCHOBBI apXUBHOM 3BPUCTUKU. DTaIlbl NOMCKA HH(OpMAIUU 2,5
B apXMBaX.
JlabopaTopHble padoThl 6
1 JlaGopaTopnasi pa6ora 1 5
CocTaBieHue 3apoCcoB.
2 JlaGopaTopnasi paGora 2 4
CocrapieHre apXMBHbIX CIPAaBOK U HHPOPMALIMOHHBIX MHCEM.

Koncyabranuu 0
IIpomexyTounas arrecranus (1uddepennnposannsblii 3a4er) mo MJ/IK 01.01 2
Paspnen 2. Opranusanms 1esiTeJIbHOCTH apXHBOB 139

MJIK 02.02. T'ocygapcTBeHHble, MYHHIMIIAJIbHbIE APXMBbI U APXUBbI OPraHU3alUii
Tema 2.1 Conepxanue 2
ApxuBHbIil poHg PO 1 ApxuBHbIil oI PO — cocTaBHas 4yacTh HAIIMOHATBHBIX HHPOPMAITHOHHBIX pecypcoB. [IpaBoBoit 5

CTaTyC rOCYJJapCTBEHHBIX U HETOCYJapCTBEHHBIX yacTeit AD PO.
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HpaRaneCRne 3aHATUSA

1 IIpakTnueckoe 3ansirue 1
KommuiekroBanue ApxuBnoro gonga PO. 4
2 IIpakTHyeckoe 3ansiTue 2 4
CocraBuTh cXeMy KiacCH(UKAIUU TOCYIaPCTBCHHON U HETOCYAapCcTBEHHOM yacT AD PO.
Tema 2.2 IIpakTHyecKkHe 3aHATHA 8
I'ocynapcTBeHHbIN apXuB 1 IIpakTnueckoe 3ansitue 1
KaK CHeIHaIn3upoOBaHHOE l'ocynapcTBeHHBIN apXUB Kak HHPOpPMaMOHHas cuctema. HpopmanmonHas 6€301macHOCTb. 4
rOCyJIapCTBEHHOE IIpaBoBas 6aza AesaTenbHOCTH TocyrapcTBeHHOro apxuBa. [Ipodwib apxusa.
YUpexKICHUE 2 IIpakTHYeckoe 3aHsATHE 2
Odopmuenue TabauUIBI coiepKaHUE TPABOBBIX JTJOKYMEHTOB B JIEATEIILHOCTH TOCY/IaPCTBEHHBIX 4
apXWBOB.
Tema 2.3 IpakTnyeckne 3aHITHS 6,5
Opranuzanus paboTsl 1 I[IpakTnueckoe 3ansiTue 1
TOCyJapCTBEHHOTO apXHBa Opraam3anus J0KyMeHTOB 1o opmam coocTBeHHOCTH. OpraHu3anus JOKyMEHTOB 0 BUIaM 4
HOCHTEJIEN.
2 IIpakTHyeckoe 3aHsTHE 2 25
[IpoBenenue rpynnupoBKY €IWHUI] XPAaHEHHUS. ’
CamocTosiTe/ibHbIe Pa00ThI 4
4 CamocrosiTesibHasi pa6oTa 4 4
CocTaBUTh CXEMY OPraHU3aIlUI0 JOKYMEHTOB B TOCYJAAPCTBEHHBIX apXUBaX.
Tema 2.4 IIpakTHYecKHe 3aHATHS 6
Opranu3zanus paboTbl 1 IIpakTuyeckue 3anaTus 1
rocy/lapCTBEHHOTO apXuBa Opranuzanus JOKYMEHTOB TOCYyJapCTBEHHOro apxuBa. Opranuzaius paboThl TOCYIapCTBEHHOTO 4
apxuBa, MIIAHUPOBAHUE JAEATEIHLHOCTH.
2 IIpakTnyeckne 3aHATHA 2 2
3aKOHOJATEIHLHOE PEryaIupoBaHre pabOTHUKOB apXyBa 3a HAPYIICHUE TPYJIOBBIX (PYHKIIUM.
JlabopaTopHble padoThl 2
1 JlaGopaTopnas pabora 1 2
OmnucaTe HOPMAaTUBHBIE TOKYMEHTHI 0 OpraHU3allu AESTEIbHOCTH apXMBa.
Tema 2.5 IIpakTnyeckne 3aHATHSA 10,5
KomriiekroBanue apxuBos | 1 IpakTuyeckune 3ansaTus 1
[lonsiTue, Hay4HbIE OCHOBBI U 337]a4l KOMIUIEKTOBaHMs. Kputepuu onpeneneHuss ICTOYHHKOB 4

KOMIIJICKTOBAHMA. q)OpMBI InprueMa JOKYMCHTOB.
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IpakTuyeckne 3aHATHSA 2

KommuiekroBanue rocylapCTBEHHBIX M MYHHMLHMIAIBHBIX apXuBOB. [lOpsSIOK cOCTaBiCHUS H 4
BEJICHUS CIIICKOB MICTOYHUKOB KOMIUIEKTOBAHHMSI ApXUBA.
3 IpakTuyeckue 3ansarus 3
Kpurepuu omnpeneneHusi HICTOYHUKOB KOMIUICKTOBAHUS M OpPTaHU3AIMH IpUeMa JOKYMEHTOB B 2,5
apXMB.
JlabopaTopHble padoThl 4
1 JlabopaTropnas padora 1 4
CocraBieHne CMCKa HCTOYHUKOB KOMILJICKTOBaHUs apxuBa ExarepuHOypra.
Tema 2.6 IIpakTHYecKHe 3aHATHSA 6
MyHununanbHblii apXUB 1 IIpakTuyeckne 3ansrus 1 2
KaK UCTOYHHK OmnpeneneHne Ha3HAYCHMS ADXUBOB, 337124 U QYHKIIUH MYHUIIUTIAIEHBIX apXUBOB.
KOMIIJICKTOBaHMS 2 I[IpakTnuyeckue 3aHATHA 2 4
roCy1apCTBCHHBIX apXHMBOB CocTaBiieHHE CXeMbl BUJIOB MYHULIMIIATBHBIX APXUBOB.
Tema 2.7 I[IpakTHuyeckune 3aHATHS 16
Opranusanus paboTsl 1 IIpakTnyeckue 3ansarus 1
apXHUBOB ApXMB OpraHuzaiuu: 3agadd, GyHKIUH, OTBETCTBEHHOCTh apXuBa. KOHTPO/Ib 3a COCTOSITHMEM U 2
OpraHu3anueil JOKYMEHTOB B IEJIOIPOU3BO/ICTBE.
2 IIpakTnyeckue 3aHATHA 2
I'pynnupoBka nen  JOKYMEHTOB B COOTBETCTBHM C PpAa3IMYHBIMH BAapUaHTAMHU  CXEMBI 4
cucTeMaTH3allMy apXUBHOTO (POHAA OpraHU3aLMH.
3 IpakTnyeckue 3aHaTHA 3
[IpaBuna opraHu3anuM XpaHEHUs, ydeTa M UCIOJIb30BaHUS JOKYMEHTOB. TpeOoBaHMs K 4
0(QOPMIICHHIO JIeJ1, IPUHUMAEMbIX B apPXMB.
4 IIpakTnyeckne 3ansaTus 4
Ilepenaua nen B apxuB opraHuzanuu. CucreMa y4eTHBIX JOKYMEHTOB apxXvBa OpraHU3allUu. 4
Ilepenaya TOKyMEHTOB U3 apXMBa OPraHU3alMU HAa IOCTOSIHHOE XpaHEHHE.
5 IIpakTnyeckune 3aHATHSA 5 2
BrInosHeHne apXuBoM IUIATHBIX paboT U YCIYT.
JlabopaTopHbie padboThl 16
1 JlaGopaTopHas padora 1 4
CrpynmnupoBarth Jiesia ¢ y4eTOM MPU3HAKOB IPYIIHPOBKH JIEI.
2 JlaGopaTopHasi paGora 2 4

CocraBuUTh CXEMY CUCTCMAaTU3allU apXHUBHBIX (I)OH)IOB.

15




3

JlaGopaTopnasi paGora 3

Odopmnenue nen. CocraBienue u opopmienue onucei aen. Ilepenaya ien B apxus. 4
4 JlaGopaTopnas paGora 4 4
3anosinenne KHury ydyera nocTyruieHus! ¥ BRIOBITHS JI€T1, JOKYMEHTOB.
Tema 2.8 JlabopaTopHble padoThbl 10
Homenknarypa nen 1 JlaGopaTopnas pabora 1 2
OdopmiieHue ITucTa-3aBePUTEIIS.
2 JlabopaTopnasi padora 2 4
CocraBiieHre BHYTPEHHEH OMUCH.
3 JlabopaTopnasi pa6ora 3 4
OdopMuTh 00JI0XKKY JIes1a MOCTOSIHHOTO, BpeMEHHOTO (cBbiie 10 j1eT) XxpaHeHus!.
Tema 2.9 CamocrosiTejibHbIe pa00ThI 4
dopmupoBaHUE 5 CamocrosiTesbHas padora 5 4
JTOKYMEHTOB B JieJIa Onucath HOPMATUBHYIO 0a3y, PEryIUPYIONIYI0 pabOTy apXUBHOM OpraHu3alluu.
Tema 2.10 JlaGopaTopHblie padoThl 8
Opraau3zanus apXuBHOTO 1 JlaGopaTopnas pabora 1 2
XpaHEHUs JOKYMEHTOB B OdopMuTh aKT pUeMa-niepe1aud JOKyMEHTOB MPU CMEHE PYKOBOIUTEIIS.
TEKyIleM 2 JlaGopaTopHnasi pa6ora 2 4
ACJIONPOU3BOJACTBE, OnpenenuTh CpOKU XpaHEHUS IOKYMEHTOB COTJIACHO CXEME CUCTEMaTHU3alIUH.
nepegaya JOKyMEHTOB Ha 3 JlabopaTopnasi padora 3 2
IIOCTOSIHHOC XPAaHCHUC O(i)opMneHHe OITUCH IECII.
Tema 2.11 JlabopaTopHble padoThl 4
Opranuzanus paboTbl ¢ 1 JlaGopaTopnas pabora 1 2
JIOKYMEHTaMH, CdopmupoBaTh €70 B COOTBETCTBUU C HOMEHKJIATYPOH Aedl.
CoOJIepKalIUMHU 2 JlaGopaTopnasi paGora 2 2
KOH(UIEHINATIbHYIO ObopMHUTD aKT O BBIJICICHUHU TOKYMEHTOB U €T K YHUUTOXKEHHIO.
MH(bOpMaLHIO CamocrosiTesibHbIe Pa00ThI 4
6 CamocrosiTesibHas padora 6 4
OdopmMuTh ONHUCH JIena.
Tema 2.12 IIpakTHuyeckune 3aHATHS 12
DKcnepTu3a eHHOCTH 1 IIpakTuyeckue 3ansTus 1
JOKYMEHTOB ITonsTue, 3agaun >KcrepTU3bl LHEHHOCTH IoKyMeHTOB. Kputepun OIJI. PyHKiuu u mnpasa 4
HKCIEPTHONH KOMUCCHH OPraHU3alluH, MOPSAA0K ee padoThI.
2 IIpakTnyeckne 3aHATHA 2 4
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3HaueHNe HOMEHKJIATYph! e npu nposeneHuun L.
3 MpakTuyeckue 3ansaTns 3
OT00p NOKYMEHTOB, OOpa3yIOIIMXCS B JAEATEIBHOCTH OpraHu3alMii Ha TOCYIapCTBEHHOE 4
xpanenue. OTOop Ha XpaHEHUE YHUKAIBHBIX U 0000 IIEHHBIX JOKYMEHTOB.
JlabopaTopHble padoThbl 6
1 JlabopaTropnas padora 1
[ToaroroBka nmpukasza 06 ’3xcnepTHON Komuccuu opranuzanuu. [Iposenenue D1/] Ha ocHOBaHUM 6
HOMEHKJIATYPHI JIe]l.
KoncyabTanumn 0
Ipomexyrounas arrectanus (3x3amen) mo MJIK 02.02 8
Pazaen 3. Opranusanusi apXuBHOIO jieJia
122
MJIK.02.03 MeToauKka U MPAKTHKA apXHBOBEIEHHS
Tema 3.1 Conep:xxanue 8
CrnpaBOYHO-TTIOMCKOBEIE 1 | Honstie o crcreme crpaBOYHO-TIONCKOBBIX CPEJICTB K APXHBHBIM JOKYMEHTAM. 2
CPEICTBA K aPXHBHBIM TpakTHYecKHe 3aHATHS 6
JOKyMCHTaM 1 IIpakTHyeckoe 3ansaTue 1 5
JuddepeHunpoBaHHBINA TOAXO0 K CO3AHHIO CITPABOYHO-TIOUCKOBBIX CPEICTB.
2 IIpakTHyeckoe 3aHsaTHE 2 5
AHaJTUTUKO-CUHTETHYECKasi 00paboTKa peTPOCIIEKTUBHON JOKYMEHTHOU WH(OpMAITUH.
3 IIpakTHyeckoe 3ansTHe 3 2
dopmupoBaHUE 3ar0JIOBKOB JICTI.
Tema 3.2 IIpakTHYecKne 3aHATHS 6
ApXHMBHBIE OTIHCH 1 IIpakTuueckoe 3ansrue 1 9
OmnpeeneHne NOHATHI 00 ONMCAHNK APXUBHBIX JOKYMEHTOB H JIEJI.
2 IIpakTnyeckoe 3aHsTHE 2 5
Onwcu aen, TOKYMEHTOB.
3 IIpakTnyeckoe 3ansiTHe 3 5
MeTto1Ka COCTaBJICHHUS ONMCH U UTOTOBOM 3aITHCH.
JlabopaTopHbie padoThl 12
1 JlaGopaTopnas pabora 1 4
ITonroroBka onucel (CAATOYHBIX) HA JIeNa C MOCTOSTHHBIM M BDEMEHHBIM CPOKOM XpaHEHHS.
2 JlaGopaTopnas paGora 2 4
Cocrapnenue onucei (CBOJIHBIX) A€ MOCTOSHHOTO XpaHEHHUsI.
3 | Jlaboparopuasi paGora 3 2




CocraBieHue onucel Jel o JINYHOMY COCTaBY.

4 JlaGopaTopnasi paGora 4 9
CocraBieHne CpaBOYHOIO anmapara K OIUCH.
CamocrosiTejibHbIe pa00ThI 4
7 CamocrosiTesibHas padora 7 4
CocraBieHnue onuce (CBOJIHBIX) J1e] BpEMEHHOTro cpoka xpaHeHust (cBbie 10 jer).
Tema 3.3 IIpakTHuyeckune 3aHATHS 18
Cucrema KaTaJloroB B 1 IIpakTnueckoe 3ansiTue 1
apxuBe. ApXHBHEIE Cucrema katasoroB B apxuBe. [[oHsATHE 0 KaTaorax M KaTajJoru3ain JoKyMeHToB. HasHaueHne 4
MyTEBOUTEINN U PYTHe Y BUJIBI aDXUBHBIX KaTaJIOTOB.
CIPaBOYHUKHU 2 IIpakTHuyeckoe 3ansitue 2
Kinaccudukannonnsie CXEMBI KaTaJjorosB. Crpykrypa KaTaJoroB. [TocTtpoenue 4
KJ1acCH(DMKAITMOHHBIX CXeM KaTaJIoToB aJI)aBUTHON ¥ JIOTHYECKON CTPYKTYP.
3 IIpakTuueckoe 3ansiTue 3 5
CucremMaTH4eCKU KaTaJIor.
4 IIpakTHyeckoe 3anaTHE 4
ITyreBomutenu. Mx xapakTepHble OCOOCHHOCTH M (PYHKIMM. MHOMBHIyanbHblE M TPYHIIOBBIE 4
XapaKTEPUCTUKH JOKYMEHTOB apXUBHBIX (POHIOB.
5 IIpakTHYeckoe 3aHsATHE 5 5
Annoranus. Jlonomautensabie CIIC.
6 IIpakTHyeckoe 3ausaTHE 6 5
O0630pBI TOKYMEHTOB. YKa3arenau. TeMaTHdecKrue MepeyHH.
CamocrosiTejibHbIe pa0oThI 2
8 CamocrosiTejibHasi pa6ora 8 5
ITocTpoenue kiaccCU(PUKALMOHHBIX CXEM CUCTEMATHYECKOTO KaTajora.
Tema 3.4 IIpakTHYecKHe 3aHATHS 14
KommnekroBanue apxuBa 1 IIpakTnyeckoe 3ansTue 1
OpraHu3aluu HcTOYHMKM KOMITJIEKTOBaHMsI apXuBa opraHu3anuu. [IorotoBka eIuHUIl XpaHEHHs K Iepenaye B 4
apxuB opranuzaruu. [Ipuem nen apXuBoM.
2 IIpakTnyeckoe 3ansTHe 2 2
Oco0GeHHOCTH MOATrOTOBKH JIEN 10 JIMYHOMY COCTaBY K Iepejaue B apXuB OpraHU3aIum.
3 IIpakTnueckoe 3ansaTue 3
AKT 0 BBIIETICHUH K YHUYTOKEHHUIO apXUBHBIX IOKYMEHTOB, HE MOJUIEKAIINX XPAHEHUI0. AKT 00 4

YHUYTOKCHUU HNOKYMCHTOB. Akt InpueMa-nepcaain apXMBHBIX NOKYMCHTOB Ha XPAaHCHUC B
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FOCYI[apCTBeHHBIﬁ HJIN MyHI/IL[I/IHaJ'IBHBIf/i APXHB.

IIpakTnueckoe 3ansTHe 4
Hcnonb3oBaHne apXUBHBIX JOKYMEHTOB: IIOJATOTOBKA OTBETOB HA COLIUAIbHO-IIPABOBBIE 3aIIPOCHI
(U3NYECKUX U IOPUIMYECKUX JIMII IO JOKYMEHTaM apXrBa OPraHU3aINH.

J1ao

OpaTopHbie padoThl

28

JlabopaTropnas padora 1
HpOBeILCHI/IC OKCIIEPTU3BI HEHHOCTH JOKYMCHTOB. HOIIFOTOBKa Acjia C IIOCTOSSHHBIM CPOKOM
XpaHCHHA K IIEPEAAYUC B ApXUB OpraHu3alnu.

JlabopaTopnasi padora 2
[IpoBenenune 3xcrepTr3bl IEHHOCTH JT0KyMEHTOB. [10AroTOBKA /1€71a ¢ BpEMEHHBIM CPOKOM
xpaHeHus (cBbiie 10 jeT) K nepenaye B apXuB OpraHU3alHH.

JlabopaTropnasi padora 3
[IpoBeenne SKCIEePTHU3HI IICHHOCTH JIOKYMEHTOB. [10ITOTOBKA Jiefia TI0 JTMIHOMY COCTaBY K
repeiavye B apXyUB OpPraHu3aImu.

JlabopaTropnasi padora 4
[ToaroroBka omnuceli (CAATOYHBIX) Ha J€NIa, IEPEeIaBacMbIe B apXUB OPTraHU3aI|H.

JlabopaTtopHas pabora 5
[ToaroToBka akTa 0 BBIJICIEHUN K YHUYTOXKEHHUIO apXUBHBIX JOKYMEHTOB, HE MOIIEKALTIX
XpaHEHHUIO.

JlabGopaTtopHas pabora 6
[ToaroToBka nmpotokoJia 3acenanust K. 3anonnenne Kauru yuera noctyrjieHus: JOKYMEHTOB,
JIEJT B aQpXUB OPTraHU3aIluy IPH pUEMe - Tiepeaaye Aesl OT CTPYKTYPHBIX ITOIpa3 IeICHH.

JlaGopaTtopnas padora 7
[ToaroroBka akta 06 YHUYTOKEHUU JTOKYMEHTOB.

JlaGopaTtopnas pabora 8
[ToaroToBka akta npuema-nepenadd apXUuBHBIX TOKYMEHTOB Ha XpaHEHHE B FOCYAapCTBEHHBIN
WIM MYHHUIIUTIAJIBHBIA apXUB.

JlaGopaTtopnas pabora 9
[ToaroroBka apXMBHBIX CIIPABOK.

10

JlaGopaTopnas padora 10
IloaroToBKa apXMBHBIX BBIITMCOK U apPXUBHBIX KON

Cam

OCTOSITEJIbHBIC PA00THI

9

CamocrosiTesbHast padora 9
[ToAroToBKa apXMBHBIX CIIPABOK.
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Tema 3.5 IIpakTHYecKHe 3aHATHSA 12
CoBpemeHHbIE 1 IIpakTnueckoe 3ansitue 1
MH(POpPMAIMOHHBIE AWC, ucnonb3yemble B apxuBax. Kiaccudukanum 31eKTpoHHBIX JOKYMEeHTOB. [lepenaua 4
TEXHOJIOTUU B aPXUBHOM AJIEKTPOHHBIX IOKYMEHTOB B apXHMB.
Acie 2 IIpakTnueckoe 3ansTHE 2
CucreMaru3anus eIUHHIL y9eTa dJIeKTPOHHBIX JOKYMEHTOB B (oHze. [Ipu3Haku rpynnupoBKu 4
€IMHUI] YYeTa IEKTPOHHBIX JIOKYMEHTOB.
3 IIpakTuuyeckoe 3ansitue 3
Co3znianue >1eKTPOHHBIX KON apXUBHBIX JOKYMEHTOB. DJIEKTPOHHbIE MyOIUKALIUH 4
ApXMBHBIX JJOKYMEHTOB.
JlabopaTopHble padoThbl
1 Jlaboparopnas padora 1 9
Omnwcanue IEKTPOHHBIX STMHHII XPAaHEHHUs (C MMOCTOSTHHBIM CPOKOM XPaHEHHS).
2 JlabopaTropnasi padora 2 9
Omnwucanue IEKTPOHHBIX €IMHHII XPAaHEHUs (C JOITOBPEMEHHBIMH CPOKAMH XPaHEHHS).
BueaynutopHas (camocTosiTe/ibHAas1) yueOHasi padoTa npu U3y4eHHHU pasjesia 4
KoucyabTanuu 0
IIpomexxyTounasi arrectamus (3xk3amen) mno MJIK 02.03 8
Pa3znest 4. Opranusanusi XpaHeHus JOKYMEHTOB B apXHBe 83
MJK 02.04 O6ecneyeHue COXpAaHHOCTH TOKYMEHTOB
Tema 4.1 Coneprxanue 28
Opranusanus XpaHeHus 1 Pernamenranus BonpocoB 06ecredeHnsi COXpaHHOCTH B HOPMATUBHO-METOAUYECKUX U 2
apXMUBHBIX JOKYMEHTOB paBOBbIX ToKyMeHTax. [IpaBuia opranu3anum XpaHeHHus JTOKyMEHTOB.
IIpakTHYecKHne 3aHATHS 4
1 IIpakTnyeckoe 3ansitue 1 2
CoBpeMeHHast KOHIENIUS COXPAaHHOCTH JJOKYMEHTOB.
2 IIpakTnyeckoe 3aHsTHE 2
Omnpenenenue coctaBa 0co00 LIEHHBIX TI0KyMEHTOB, CO3/laHHEe CTpaxoBoro (¢poHaa, GoHna 2
10JIb30BaHMSL.
JlabopaTopHbie padboThl 22
1 JlaGopaTopnas padora 1 2
Co3aHne ONTHUMATIBHBIX YCIOBUN XpaHEHHs! JOKYMEHTOB.
2 JlaGopaTopHasi paGora 2 4

KOHTpOJ'IL TCMIICPATYPHO-BJIAJKHOCTHOTI'O PCKHMA B TIOMCIICHUN apXHBOXPAaHUJINIIIA,
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3al0JIHEHHE )KypHaJIa yueTa oKa3aHUi IpuOopoB.

3 JlaGopaTopnas paGora 3 4
CocTtaBiieHHe CXeMBl pa3MELICHHS Je] B ApXUBOXPAHUIIMIIE, OCHAIICHNE apXUBOXPAHMUIIHIIA.
4 JlabopaTtopnasi padora 4 2
Co3aHue >JIeKTPOHHOTO apXUBA B CUCTEME «APXHUBHOE JICIION.
) JlabopaTropnasi padora 5 )
ABTOMAaTHU3MpPOBAaHHAS OJrOTOBKA HOMEHKJIATYPHI JEII.
6 JlabopaTropnasi padora 6 4
dopMHpOBaHUE JIEN B CUCTEME «KAPXHBHOE JICJIOY.
7 JlabopaTropnasi padora 7
[IpocTast 3arpy3Ka J1en U JOKYMEHTOB B CUCTEMY «ApXHBHOE J1e0». [loaroroBka aemn s 4
nepeiadl Ha apXUBHOE XpaHEHHE.
CamocrosiTejibHbIe pa00oThI 2
10 | CamocrosTeannas padora 10 2
[TorckoBBI€ 3aITPOCHI IO PEKBH3UTAM B CHCTEME «APXHUBHOE JIEIIOY.
Tema 4.2 IIpakTHyeckue 3aHATHA 6
EctectBenHoe crapenue 1 IIpakTuyeckoe 3ansaTHe 1
TOKYMEHTOB Ha Pa3IMIHBIX @DaKTopbI, BIUSIONINE HA COXPAHHOCTh APXUBHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE U 4
HOCHUTEJISIX, BIMSHUE KHHO(OTOIOKYMEHTOB.
BHEIIHUX (haKTOPOB 2 | IlpakTHYecKoe 3aHsATHE 2 2
bakrepun, rpu0bl, HACEKOMBIE, KaK (haKTOPBI Pa3pyLICHNs apXUBHBIX JOKYMEHTOB.
JlabopaTopHble padoThl 4
1 JlaGopaTopnasi pa6ora 1
BeimosiHeHne IeWCTBHI IO ONPEICICHHUIO: ONITUMAIBHBIX YCJIOBUN XpaHEHUS IOKYMEHTOB; 4
(aKTOpOB pa3pylIeHUs] APXUBHBIX TOKYMEHTOB, IPO(UIAKTHYECKHE PAOOTHI.
Tema 4.3 IIpakTHYecKHe 3aHATHS 2,5
OCHOBHBIE IPUHIHIIBL 1 IIpakTuueckoe 3ansiTue 1
pecraBpanuu Texnosorus npeapecTaBpalMOHHON 00paObOTKK KHHUT M JOKYMEHTOB. XpaHEHUE TOKYMEHTOB B 2,5
MUKPOKIMMATHYECKUX KOHTeHHepax: (a3oBoe XpaHEHHUE.
JlabopaTopHbie padoThl 4
1 JlaGopaTopnas pabora 1 4
PecTaBparysi JOKyMeHTOB Ha OyMa)kHOM HOCHTEJIE.
Tema 4.4 IIpakTHuyeckne 3aHATHS 4
IIpoBepka Hanuuus u 1 \ IIpakTnueckoe 3ansTue 1 4
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COCTOSAAHUA ACIT B apXHBC ‘ HpOBepKa HaJIu4uAa 1 COCTOAHUA OCII. HOpSII[OK BbIJa4M OCJT U3 apXKWBa OpraHu3alvu.

OpraHu3aIKH. JIaGopaTopHble paGoThbl 16,5
Boinaun men us apxuba 1 JlaGopaTopHas pabora 1 2
Odopmiienne akta NPOBEPKU, HATMYHUS U COCTOSIHUS JICI.
2 JlabopaTtopnasi padora 2
CocraBienne 1 opopMIICHHE aKTa 00 yTpaTe JOKYMEHTOB, KAPTOYKH yueTa HeOOHAPYKEHHBIX 2,5
JelL.
3 JlabopaTopnasi padora 3 )
CocTaBieHHe aKTa O TEXHHYECKHX OMIMOKAX B YUYETHBIX JOKYMEHTAaX apXHBa.
4 JlabopaTropnas padora 4
Odopmienue KapThl-3aMECTUTENS Jieja U JIUCTa UCI0JIb30BaHUs JOKyMeHTOB. OdopmiieHne 4
SIPITBIKOB Pa3MelaeMbIX Ha CPEJICTBAX XPaHEHUS JIeII.
5 JlaGopaTopHnasi pa6ora 5
dopmupoBaHue akTa 00 YHHUTOKEHUH JOKYMEHTOB, HE TIOUIKAIIIX XPAHEHHIO B CHCTEME 4
«APXHBHOE JIETIO.
6 JlaGopaTopHuas padora 6 5
CocraBlieHHE MTOCTEUIAKHBIX TOMOrpadUuecKnX yKazaTeleH.
CamocrosiTejibHbIe pa00ThI 2
11 | CamocTrosiTenbHasi padora 11 5
3anojHeHne KHUTH BBIJIa4M JIEN U3 apXUBOXPaHIIINIIA.
BaeayauropHasi (caMmocTosiTe/ibHAs1) ydeOHasi padoTa Npu M3y4eHUM pasaesa 6
KouncyabTanuu 0
IIpomexxyTounasi arrecranus (3x3amen) no MJ/IK 02.04 8
IIpou3BoacTBeHHasi MPpakTHKA (110 NPOGUIII0 CIENHATBLHOCTH)
Buawbi pador
- M3y4yenue npaBoBBIX (YUpPEAUTEIbHBIX) U PACTIOPSTUTEIBHBIX JOKYMEHTOB OPTaHU3alMM — MECTA MIPOXOXKICHHSI PAKTUKH
(manee — opraHuzanuu) C IeNbl0 cOopa HMHPOPMAIMK AT UCTOPUYECKON CIPaBKU K apXUBHOW OMUCH, OMPENETICHUS TPaHHII
apXUBHOTO (POH]A OPraHU3AIIHH.
- YyacTre B KOMIIJIEKTOBAaHUH apXUBa OPraHU3aIMH JIeTaMu (JOKYMEHTaMH) MOCTOSIHHOTO U JOJITOBPEMEHHOTO XpaHEHHUSI. 216

- M3ydeHue apxXuBHBIX JAOKYMEHTOB OpraHHM3alMyd C LENbI0 HCKIIOYEHHUs AyOleTHOCTH HHGOpMalWu, MPOBEPKU (HPU3NUECKOTO
COCTOSIHUSA /1€ (NMOJMCTHBIN mpocMOoTp Aen). CucremaTusanus JOKYMEHTOB B COOTBETCTBUU C BEIOPAHHOM opraHu3anueil cxeMoil.

- IIpuMeHeHHne cxeMbl pa3MelIeHHs CPEACTB XpaHEHUs apXWBHBIX JOKYMEHTOB OpraHu3allud NpU MpueMe Aed (JOKYMEHTOB) Ha
XpaHEHHE.

- O(bOpMJ'ICHI/IC TOHOI‘pa(I)I/I‘-ICCKI/IX YKaSaTCHCﬁ B ApXHMBOXPAHUJIMIIC OpraHU3aIlnH. O(I)OpMJ'ICHI/IC SAPJIBIKOB Ha NMEPBHUYHBIC CPCACTBA
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XpaHeHUsl.

- Pasmenienne nonoaHeHust apxuBHOTO (poHAA.

- OopmieHne yueTHbIX JOKYMEHTOB TIOCTYIUICHUS M BHIOBITHS JIE]T.

- OopmieHne TOKyMEHTAUH 110 y4eTy (hOoHa MOIB30BaTeNs, (OTO-, ayANOBU3YATbHBIX JOKYMEHTOB, 3JICKTPOHHBIX TOKYMEHTOB.

- Oopmienne yueTHbIX HOpM apXuBa OpraHU3aALUH.

- Yyactie B MPOBEACHUM SKCIEPTU3bI EHHOCTH JOKYMEHTOB OpraHM3allid Ha OCHOBAHWW HAYYHBIX KPHUTEPHEB UX LEHHOCTH U
HOPMATHBHBIX JOKYMEHTOB: IIepeuHeil 1 HOMeHKIaTyp. OnpeeneHne CpoKOB XpaHEeHUs! JOKYMEHTOB | jienn. OdopmiieHne KapToUyek-
3aMECTUTENEH Jera.

- [IpoBepka HaMMYMs ¥ COCTOSIHUSI apXUBHBIX JIOKYMEHTOB OpraHU3aIlii. BhIsBIIEHNE TOKYMEHTOB C TIOBPEKICHUSIMHU MaTEepUATbHBIX
HOCHUTEIEN.

- Opranuzaiust po3bicka HeoOHapyXeHHbIX Jien. OdopmileHne TOKyMEHTalluU M0 pe3yJabTaTaM MPOBEPKH.

- PabGora mo co3maHuio CrpaBOYHO-TIOMCKOBBIX CPEICTB apXHUBa OpPraHU3alliH, B TOM YHCJE C NMPUMEHEHHEM WH(POPMAIMOHHBIX
TEXHOJIOTHUH. YdacTre B (OPMHUPOBAHUH OCHOBHBIX W BCIIOMOTATEIFHBIX apXUBHBIX CIIPABOYHHKOB, B TOM YHCIIE C HCIIOJIH30BAaHHEM
ABTOMATH3UPOBAHHBIX CUCTEM.

- CocTaBiieHHE apXHUBHOHN OMUCH JIEJT TIOCTOSTHHOTO XpaHeHus. OhopMIIeHHE ONICH T TT0 IMYHOMY COCTaBY.

- Odopmiienue onucu Aen BpeMeHHOTo (cBbiie 10 J1eT) cpoka XpaHeHusl.

- [Touck nH(popmanmu 1o 3apocy Mojib30BaTells, B TOM YUCIIE C UCIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

- McnosiHeHue 3anpocoB MO NOUCKY ApXUBHBIX A€l (JOKYMEHTOB) OPraHU3alluM, B TOM YUCIIE C UCTOIb30BaHUEM UH()OPMAIIMOHHBIX
TEXHOJIOTUH.

IIpome:kyTounas arrecranus mo [IM.01 (3xk3ameH KBaJIU(PUKATMOHHBbIH)

10

Bcero

645
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3 YCJIOBUS PEATIM3ALIUU TPOPECCUOHAJIBHOI'O MOAY JIsL

3.1 Tpeﬁonalmﬂ K MUHUMAJIBHOMY MaTC€PUAJBbHO-TEXHUYCCKOMY o0ecnevYeHuIo

Peanmuzanmss mporpamMmbl  MOAYJS TpeanojiaraeT Halu4yhe Yy4eOHOro KaOuHeTa
«JIOKyMEHTallUOHHOTO  OOeCleUeHus  YIPABJICHUS», «Opranuzainuum  CEKpeTapcKoro
00CITy>)KUBaHU», OCHAIIEHHOTO 000PYI0OBAaHHEM:

- [I0CAJI0YHbIE MECTA IO KOJIMYECTBY 00y4aroLInuXCsl;

—  pabouee MeCTO MPEIoIaBaTes;

- MIEpCOHAIBHBIM KOMIIBIOTED,

- MIPOEKTOD,

- MHTEPAaKTUBHAs JI0CKa,

- OprTexXHuKa (IpUHTEP, CKaHEpP, KOMMPOBAJIbHBIN anmnapat win MOVY),

- ANIEKTPOHHBIE YUEOHUKH.

JlabopaTopun «Opranuzanuu padOThl ¢ JOKYMEHTAMU M apXUBHOTO Jela», «YueOHas
KaHLEJSPUsD), OCHAIICHHbIE:

Jlaboparopus «Opranuzanuy padoThl ¢ JOKYMEHTaAMH U apXUBHOTO Jeiax»:

- MOCa/I0YHbIE MECTa MO KOJUYECTBY 00YUarOIIUXCS;

—  pabouyee MeCTO MpEINoiaBaTes;

- KOMIUIEKT Y4eOHO-HArJISAHBIX TIOCOOMH M TUTAKaTOB;

— TEeXHUYECKask JOKYMEHTAIHsl, METOAUYECKOe 00ecTIeueHHE;

- MYJIbTUMEIUATIPOEKTOP,

- apXWBHBIC MKA(HI,

- 0(UCHBIE CTEIIAXH,

- WHCTPYMEHTBl M MaTepuaibl ISl MPOUIMBKUA JOKYMEHTOB (MEXaHHYECKHe U
py4HbI€): MPOLIUBHOE YCTPOWCTBO, ABIPOKOJBI HAa JBa M YEThIpE MPOKOJIA, LIIWJIO W HUIJIa IO
KOJIMYECTBY O00YYaIOUTUXCs, HUTh JUIsSl TIOJIIMBKHA JOKYMEHTOB JaBcaHo-mTanenpHbie JIII-210
M0 KOJIMYECTBY OOYYAIOIIMXCS, KapTOH «apXWBHBbIN craHmapt» 230x320 MM ¢ OMroBkoi (1o
JIMHUU CTU0A) 1O KOJMYECTBY 00YJArOIITNXCS,

- ne4yath M IITaMIbl JUIsl 3aBEPEHUS] apXUBHBIX CIPABOK, KOMHUHA M BBIIMHCOK
(oTMeTKa 0 3aBE€peHUU KOMUH TOKyMEHTOB, mrtamn «Komnus»).

Jlaboparopus «YueOHas KaHLIETISAPUSI»:

—  pabouee MeCTO MpeEroiaBaTes;

— KOMITBIOTEpD C JIMIEH3MOHHBIM MPOTPaMMHBIM OOecriedyeHHeM OOIIero u
podeccuoHAIbHOTO Ha3HAYEHUS 110 KOJUYECTBY 00yUaroInXcs;

— MOIEEMHO-TIOBOPOTHOE KPECTIO M0 KOJUYECTBY 00yJarOMIuXcs,

— TEXHUYECKask JOKYMEHTAI[Hs, METOANUECKOe 00eCIIeueHuE;

— MYIBTUMEAUATIPOECKTOP,

— (hakCHMMUTIBHBIN amnmapar,

- muau ATC,

- MHOTO(yHKIIMOHANIBHOE ycTpoicTBO MDY (mpuHTep, cKaHep, KONMHPOBAJIbHBIHI
amnmapar),

— OyMaroyHHUUYTOKUTENb U OyMaropes3areiabHOe yCTPOHCTBO,

— JaMHUHATOD,

— Opo1ropatop,

- KOHBEPTOBCKPBIBATEIb,

— KaHIIEeTSIpCcKUe TedaTd (OTTUCK TeYaTH) U MITaMIlbl A 00pabOTKH JOKYMEHTOB
(oTMeTKa O MOCTYIUIEHNH, OTMETKA O KOHTPOJIE),
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— Majasg  KaHLUeIspus 1O  KOJMYECTBY  OOYYaloOIIHMXCSI B COOTBETCTBUU  C
UHPPACTPYKTYPHBIM JTUCTOM.
[IepconanbHbIE KOMIIBIOTEPHI:

— C JOCTYNOM K JIOKQJIBHOW CETH YYEeOHOTO 3aBeleHUs, INI0OANbHON CEeTH HWHTEpHET,
CIIPaBOYHO-TIPABOBOM CUCTEME, DJIEKTPOHHBIM OUOIMOTEUHBIM CUCTEMAM;

— TmporpaMMHOe obOecreueHHe: TEKCTOBBIM, TaOIMYHBIA pelakTop, mporpaMMa CO3IaHus
npesenranuii, CYBJl, mepcoHanbHbIi WHPOPMALMOHHBIA MEHEeKep ¢ (QyHKIUIMU
OYTOBOTO KiavMeHta u (Groupware, CUCTEMa JJIEKTPOHHOIO JOKYMEHTOOOOpOTa,
apXuBaToOp, IPOrpaMMbl CKaHUPOBAHUS U KOHBEPTHPOBAHMS JTOKYMEHTOB, IPOTrPaMMBbI
JUISl IOATOTOBKYU JOKYMEHTOB K I€pe/laye B apXUB.

3.2 UupopmanuonHoe odecnievyeHne pean3aluu NpPorpaMmsbl

JUiga peanu3zanuu MmporpaMMbl OMOIMOTEUHBIN (QOHJ 00pa30BaTEIbHOW OpraHU3aALUU
JIOJKEH UMETh TeYaTHBIC W/ 3JIEKTPOHHBIE 00pa3oBaTebHbIe H HH(POPMAIIHOHHBIE PECYPCHI,
JUTSI UICTIOJTh30BaHUS B 0OpazoBarenbHOM mporiecce. [Ipu dopmupoBannu 6ubnuoreunoro Gouaa
o0pa3oBaTelbHOW OpraHW3alli BHIOMpPAETCsl HE MEHEe OJHOTO H3IaHWs W3 IMEepPEUHCICHHBIX
HWDKE TMEYaTHBIX W3JaHUN M (WJIHM) DIIEKTPOHHBIX M3JaHWH B KadeCTBE OCHOBHOTO, MPU ITOM
CIIHCOK MOXET OBITh JIOTIOJTHEH HOBBIMH M3JIaHHSIMH.

3.2.1 OcHOBHbBIE MeYaATHbIE U JJIEKTPOHHbIE U3TAHUS

1. Opranuzamusi apxXwBHOW M CHPABOYHO-WH(OPMAIIMOHHOW pPAOOTHI MO JOKYMEHTaM
OpraHu3aIui: y4eOHWK IS KCIOJB30BaHUS B Y4eOHOM Tpoliecce 00pa30BaTEIbHBIX
YUPEKICHHUM, peaTu3yloluX MPOrpaMMbl CPEeIHEro MpodeccHnoHalIbHOrO 00pa3oBaHUs
1o crenuanbHOCTH "JIOKyMEHTAIIMOHHOE 00€CTIeueHNEe YIPABICHHUS M apXUBOBEICHUEC):
[B2 u.]/[bypoBa E. M., Xopxopnuna T. W.]; nox pea. E. M. BypoBoii. 3-e u3a. Mockaa:
Axanemus, 2019. (ITpodeccnonansnoe obpazoBanme. IIpodeccrnonanbubiii Moayns). Y.
1.336c.

2. Packun, J[. WM. Meronuka ¥ TIpaKTHKa apXWBOBEACHHS: YYCOHHK IS CpPEIHEro
npodeccuonanpbHoro ooOpazoBanus / JI. M. Packun, A. P. CokosoB. Mocksa:
MznarensctBo I0paiit, 2022. (IIpodeccuonansHoe oOpazoanue) 339 c.

3. Packun, J[. WM. Meronuka ¥ TIpaKTHKa apXWBOBEACHHS: YYCOHHK IS CPEIHEro
npodeccuonanpHoro obpazoBanus / JI. W. Packun, A. P. CokonoB. Mockaa:
WznatensctBo HOpaiit, 2022. (Ilpodeccuonanbnoe obpazoBanue). 339 c. Tekct:
anekTpoHHbI  //  OOpaszoBarenbHas  miarpopma  HOpaiit  [caiit]. URL:
https://urait.ru/bcode/492546

3.2.2. JlonoJIHUTeIbHbIe HCTOYHHKH

1. ®epepanbubiit 3akoH PO «O6 apxuBHOM niene B Poccuiickoit deneparnum» ot 22.10.2004
Ne 125-P3.

2. ®enepanbHblit 3ak0oH Poccuiickoit denepanyn «O6 nHbopManmu, MHGOPMAITMOHHBIX
TEXHOJIOTHUSX U 0 3amuTe uHpopmanun» ot 27.07.2006 Ne 149-D3.

3. Tocranosnenue IlpaButensctBa Poccuiickoit denepanuu Ne 808 ot 27 nexabdbps 2006 r.
«O06 yrBepkaAeHUU TnepeuHs (eepanbHbIX OPraHOB HCHOJHUTENBHON BIAacTH U
OpraHM3alyii, OCYILECTBISIOUINX JACMO3UTAPHOE XpaHEHHE JOKYMEHTOB ApXHBHOIO
¢donna Poccuiickoit deaepannu, HaxXo AKX Cs B (eiepaIbHON COOCTBEHHOCTH.

4. Pacnopstkenue IlpaButensctBa Poccuiickoit ®@enepanuu ot 21.03.1994 Ne 358-p «O0
00ecreyeHnn COXPaHHOCTH JJOKYMEHTOB 10 IMYHOMY COCTaBY».
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1.8. TOCT P 7.0.97-2016. HaunonaneHsiii ctannapt Poccuiickoit @enepauun. Crucrema
CTaHiaproB 1o  uHpopManuu, OHOMHMOTEYHOMY M  M3JATEIbCKOMY  JIElly.
Opranu3anuoHHO-PACTIOPSIIUTENbHAST  TOKyMeHTanusl. TpeOGoBaHus K OQOPMIICHUIO
nokyMeHToB (yTB. IIpukasom Poccrannapra ot 08.12.2016 Ne 2004-cT).

[IpaBuima opraHM3anuu XpaHEHMs, KOMIUIEKTOBAaHUsA, Yyd4e€Ta M  HUCIOJIb30BaHUSA
JNOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®Penepanuu U JApYyrux apXUBHBIX
JOKYMEHTOB B IOCY/apCTBEHHBIX U MYHULUIAIbHBIX apXUBaX, My3esix U OHOIMOTEKax,
Hay4yHbIX opranusanusx, yrs. [Ipukasom Pocapxusa ot 02.03.2020 Ne 24.

Koznos, B. Il. ApxuBoBenenue: ydeOHHK M mpakTukyMm st By3oB / B. II. Koszmnos.
MockBa: WznarensctBo HOpaiit, 2022. 329 c. (Beicuiee o6pa3oBanue). Tekcr:
anekTpoHHbld  //  OOpazoBarenpHas  minatgopma  Opaitr  [caiit].  URL:
https://urait.ru/bcode/496661.

[lonoB, A. B.ApxuBoBenenue. 3apyOexHas Poccuka: y4eOHHMK JUIsl CpEIOHETro
npodeccuonanpHoro odpazosanusi / A. B. IlonoB. — Mocksa: UznatensctBo FOpaiiT,
2022. 168 c. (IIpodeccuonanpHoe oOpa3zoBanue). TeKCT: DIEKTPOHHBIN //
OopazosarenbHas iathopma IOpaiir [caiit]. URL: https://urait.ru/bcode/495214.

Packun, JI. 1. ApxuBoBenenune: yueOnuk st By3oB / JI. U. Packun, A. P. CokonoB. 2-¢
u371., HCTIP. Hu JIOTI. Mocksa: W3 nmarenscTBO Opaiir, 2022.
468 c. (Bricmee obpazoBanue). Tekct: anekTpoHHBIH // OOpa3oBaTenbHas miaTdopma
FOpaiir [caiit]. URL: https://urait.ru/bcode/497656.

[[Maxomanosa, O.FO. Opranuzamusi TOCyAapCTBEHHBIX yupexaeHui Poccum: yueOHOE
nocobue ms cpeaHero npodeccuonaabHoro oopaszoBanms / O. 1O. IllaxomanoBa. 2-¢
n3a., mepepadb. um gom. MockBa: M3marenbctBo  [Opaiit, 2022. 161 c.
(ITpodeccuonanbroe oOpazoBanue). TekcT: snexkTpoHHBIM // (OOpa3oBaTenbHas
mwiargopma FOpaiit [caitr]. URL: https://urait.ru/bcode/496292.
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4 KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUS ITIPO®ECCUOHAJIBHOI'O MOAY JIA

Pe3yabTaThl OcHoBHbIE IOKa3aTeH OLIEHKH pe3yJibTaTa
(ocBOCHHBIE HanmenoBanue | Bua ¢popmbl U MeTOABI KOHTPOJISA
npogeccnoHaIbHbIE Kpurtepuu ouenkn pa3nesioB U OLlEHKH
KOMIIETEHI[UH) npodg.mMoayJs
IIK 2.1. Co3znanue JTOKaTbHBIX HOPMATUBHBIX IOKYMEHTOB U MJIK 02.01 - AHaJIU3 U OlICHKA
Ocy1ecTBIAThH MIPOTOKOJIOB 3aCEIaHUN IKCTIEPTHON KOMUCCUU OPraHU3aIUH. MJIK 02.02 Pemenuii mpobieMHbBIX
KOMIIJIEKTOBaHUE [IpoBenenue sKCrepTU3bl HEHHOCTH JOKYMEHTOB M/IK 02.03 CUTYyAalUi, IPH BBIITOTHEHUN
ApXUBHBIMHU JI€JIAMU OpraHu3aluu. M/IK 02.04 MPAKTHYECKUX padoT.
(moKyMeHTaMM) apXuBa [1I1.02 - TecTtupoBanue.
OpraHu3aun - 3auersl o M/IK,
aTTecTalus [0 MPOU3BOICTBEHHOMN
MIPAKTHKE.
- DK3aMeH KBaTU(UKAITMOHHBIN
o [IM 02.
IIK 2.2. VY4er apXuBHBIX A€l (IOKYMEHTOB) ITOCTOSIHHOTO U MK 02.01 - TectupoBanue.
Bectu ydeT apXuBHBIX 1671 | BpEMEHHOTO XpaHEHUs. Y4eT (GOHJIOB U OMKUCEH apXUBHBIX JIEI M/IK 02.02 - OueHka no uroram
(IOKyMEHTOB), B TOM YHClie | (JOKyMEHTOB). YUeT BbIIaud apXUBHBIX eI (JOKYMEHTOB) U3 MJIK 02.03 BBITIOJTHCHHS
C UCIIOJIb30BaHUEM ApXUBOXPAHWIMIIA U UX BO3BpaTa. YUeT U KOHTPOJIb Mepeladn M/IK 02.04 MPaKTUYECKUX PaboT.
ABTOMAaTU3UPOBAHHBIX ApPXUBHBIX JIe] (JOKyMEHTOB) B I111.02 - 3auersl o M/IK,
CUCTEM rocy/apCTBEHHBI/MYHUIIUTIATBHBIN apXUB WM HA HHOE aTTecTalus [0 MPOU3BOICTBEHHOMN
BHEIIIHEE XpaHEeHHEe. YUeT U PO3bICK HEOOHAPYKEHHBIX Ael MPaKTHKE.
(moxymentoB). Beagenue nen hoHAOB.
IIK 2.3. Coznanue omnuceil 1en (IOKyMEHTOB) OpraHu3aluu MJIK 02.01 - AHanu3 ¥ OLICHKA PEIICHUI
Ocy1ecTBIATh XpaHEHUE IIOCTOSIHHOTO CPOKA XpPaHEHHUs U 110 JIMYHOMY COCTaBY. M/IK 02.02 POOJIEMHBIX
apXUBHBIX /1] Pa3menienre apxuBHBIX /1€ (IOKYMEHTOB) B apXUBHBIX MJIK 02.03 CUTYAIU, IPH BBINOTHEHUN
(IOKyMEHTOB) C XpaHWIHIIAX B COOTBETCTBHHU C BEIOPAHHON CXEMO MJIK 02.04 MPAKTHYECKUX padoT.
MOCTOSTHHBIM CPOKOM KJIacCHU(UKAIIUU U CHCTEMAaTU3aluu el (IOKYMEHTOB). [111.02 - TectupoBanue.

XpaHeHI/IH " 110 JINYHOMY

CO3I[3HI/IC 1 oOecrneucHue PCKUMOB XpaHCHUA apXHUBHBIX JCJI

- 3auersl o M/IK,
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COCTaBY B apXHBE

(moxymenToB). [IpoBepka HaMM4KS U COCTOSTHUS apXHUBHBIX

arrecranus 110 HpOH3BOI{CTB€HHOﬁ

OpraHu3anuu nen (10KyMeHTOB). BhIsiBiIeHHE U ydeT apXUBHBIX JIE MpaKTHUKE.
(IOKYMEHTOB), TPEOYIOLIUX peCTaBpAllMOHHOM, - DK3aMeH
KOHCEPBAI[MOHHO-TIPOPIIAKTHYECKON B TEXHHIECKON KBATH(UKAIIMOHHBIN
o06paboTku. [loaroToBKa yciaoBHii [uIst 0OeCIICUCHIS o [IM 02.
COXPaHHOCTH apXUBHBIX JIeJ (IOKYMEHTOB) B 0COOBI
MEePHUOJ U Ype3BbIUaHBIX cUTyalusiX. OcyliecTBieHne
KOHTPOJISI IBHXKCHUS QpXUBHBIX JIe (JIOKYMEHTOB) U UX
¢uznueckoro cocrosiHus. [loaroroBka u nepenaya apXuBHbIX
Jell (JI0KyMEHTOB) B TOCYIapCTBEHHbIN/ MyHULIUTIAIbHBIN
apXyB WJINM Ha NHOE BHEIIHEE XpaHEHUE.

IIK 2.4. Yyer omnmced e BPEMEHHOTO XPaHEHUs CTPYKTYPHBIX MJIK 02.01 - AHaJIN3 M OLIEHKA PEIICHUN

OcCymiecTBISATh XpaHEHUE, MOJIpa3IeJICHUi  OpraHv3alvi B TPAAUIMOHHOM U B M/K 02.02 MPOOJIEMHBIX

KOMIIJIEKTOBAHUE, YUYET U anekTpoHHOM Bujae. Cucremaruzauus Jei1  (JOKYMEHTOB) MJIK 02.03 CUTYyAaLi, IPH BBIITOJTHEHUN

KCTOJIb30BAHKE JIEIT BPEMEHHOIO  XpaHEHUs, MOPHUHATBIX OT  CTPYKTYPHBIX M/IK 02.04 MPaKTUYECKUX PaboT.

(TOKYMEHTOB) BpEMEHHOTO | TTOJpa3AesICHU OpraHu3aIiy, Ui Pa3MeIeHUs B XpaHUITUIIE I111.02 - TectupoBanue.

XpaHEHUst apxuBa opranHuzaiuud. KOHTpOJIb BbIIaYd B OINEPATHBHOE - 3auetsl o M/IK,
MOJIb30BaHKE /€T (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS U UX aTTecTanus 1o NPOU3BOJACTBEHHON
Bo3BpaTta. IIpoBengeHwe  SKCIEPTU3bl  LIEHHOCTU  JIENd MIPaKTHUKE.
(IOKyMEHTOB) BPEMEHHOT'O XPAaHEHHUS B apXHBE OpraHHU3aIUH. - DK3aMeH
[loarotoBka gen (IOKyMEHTOB) BpPEMEHHOTO XpaHEHHs, KBaJIM(DUKALIMOHHBIH
MPUHATBHIX OT CTPYKTYPHBIX MOJIpa3ACJICHUI, HA YHUUTOXCHHE. no [IM 02.
Co3naHve akToB O BBLACICHUM HAa YHUYTOXKEHUE JIEd
(IOKYyMEHTOB) BPEMEHHOT'O XpaHEHUS C UCTEKIITUMHU CPOKaMH,

MPUHATHIX OT CTPYKTYPHBIX NOAPA3/IECICHUN.

IIK 2.5. [lonmepxka B aKkTyaJlbHOM  COCTOSIHUM  DJIEKTPOHHBIX MJIK 02.01 - AHanu3 ¥ OlICHKA PEIICHUI

Ocy1iecTBIATH MH(POPMAITMOHHO-TIOMCKOBBIX CHUCTEM apxuBa B M/IK 02.02 POOJIEMHBIX

WCI0JIb30BAHME aPXUBHBIX | JOKYMEHTHPOBAHHBIX cdepax IesATeIbHOCTH OpraHHU3alliH. MJIK 02.03 CUTYALU, IPH BBITOJTHEHUN

1en (IOKYMEHTOB), B TOM CocraBieHHe CIPaBOYHO-TIOMCKOBBIX CPEICTB K apXWBHBIM MJIK 02.04 MPAaKTUYECKUX paboT.

YHUCJIE C UCTIOJIb30BAHUEM nenaMm  (JOKyMEHTaMm), YYTEHHBIM B  apXxMBe U B [111.02 - TectupoBanue.

ABTOMATHU3UPOBAHHBIX
CUCTEM

JAOKYMCHTHUPOBAHHBIX C(bean ACATCIIbBHOCTH OpTraHU3aluu.
IloaroroBka OTBCTOB Ha 3aIPOCHI APXMUBHBIX pi(SA) ¢

- 3auersl o M/IK,
aTTecTalus 1o NPOU3BOJACTBEHHOMN
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(moKyMEHTOB).
YHUTAILHOM 3aJIe apXHBA.

Iloaroroska

paboThI

HoJib30Bareneii B

MIpaKTHUKE.

- DK3aMeH
KBTI (UKAIIMOHHBIN

o I1IM 02.

DopMBI 1 METOBI KOHTPOJISI M OIICHKH PE3yIbTaTOB 00y4YEHHUs MO3BOJISIOT IPOBEPUTH y OOYJAIOIINXCS HE TOJIBKO COPMHUPOBAHHOCTH
npoheCcCHOHANBHBIX KOMIIETCHIIUN, HO M PA3BUTHE OOIINX KOMIIETSHITUH 1 00€CTI€YNBAIONINX UX YMEHHIA.

PesyabTaTsl PesynabTaTsl OcHoBHbIE IOKa3aTe Il OLlEHKHU pe3yJibTaTa ®opMbI U METObI
(ocBOEHHBIE 001IHE KOMITIETEHIINH) (ocBOEHHBIE KOHTPOJIA U
npodeccuoHaJIbHbIE OLEHKH
KOMIIETEHIIMH)

OK 1. BriGupats ciocoOb! penieHus [IK 2.1 Opranu3oBbIBaeT COOCTBEHHYIO A€ATEIbHOCTD U XapakTeprucTHUKa 1o

3a/1a4 MpoeCCHOHATTBHON K 2.2 MpeyIaraeT CBOM CIOCOOBI pEIIeHHUs TTPU BHITIOJTHEHUN UTOTaM

JEATEIbHOCTH TPUMEHUTEIBHO K I[IK 2.3 3aJIaHUM; MPOXOKICHUS

Pa3TAYHBIM KOHTEKCTAM. I[IK 2.4 [IprHMMaeT penieHust B CTaHIapTHBIX U HECTAHIAPTHBIX NPEIIUIIIIOMHON

[IK 2.5 CUTYalMSIX U HECET 3a HUX OTBETCTBEHHOCTb. MIPAKTHUKU C
MOTHUCHIO

OK 2. Hcnonb30BaTh COBPEMEHHBIE IIK 2.1 OcyIecTBIISIET MOKUCK, aHAIU3 M OLIEHKY WH(OpMaInH, PYKOBOJMTEIS

CpeICTBa MOUCKA, aHAJIN3A U [1IK 2.2 HEOOXOIUMOM I MOCTAHOBKH U PELICHUS MPAKTUKU Ha

HWHTEpIpeTauu HHQOpMaIiH, 1 IIK 2.3 npodeccuoHanbHbIX 3a7a4, IPO(EeCCHOHATBLHOTO U MPEANIPUATHH

nH(OPMALMOHHBIE TEXHOJIOTUU AJIs [IK 2.4 JUYHOCTHOT'O Pa3BUTHUSA

BBIIIOJTHEHUS 32124 IIK 2.5

podeccuOHAIBHON 1eATEIbHOCTH

OK 3. [InanupoBath U peaan30BbIBAThH [IK 2.1 Ornpenenser U BbICTPAUBAET TPACKTOPUHU

coOcTBeHHOE MpodeccnoHaNbHOE U K 2.2 npodeccHoHaNBFHOTO Pa3BUTUS U CAMOOOpPA30BaHUS.

JUYHOCTHOE pPa3BUTHE, K 2.3 BrlsiBnsieT JOCTOMHCTBA M HETOCTATKH KOMMEPYECKON UICH.

MpEANPUHUMATENBCKYIO IS TEIbHOCTD [IK 2.4 [Ipe3enTyeT uaen OTKPBITUS COOCTBEHHOTO JIENa B

B IIpodeccnoHaIbHoM chepe, [IK 2.5 npogeccuoHanbHOM nesitensHocTH. Odopmitster buzHec-

HCIIOJIb30BAaTh 3HAHUA I10 (1)I/IH8.HCOBOI71
I'paMOTHOCTH B Pa3JIMYHBIX
JKU3HCHHBIX CUTYyalluIgX

1aH. PaccuurteiBaet Pa3MEPhI BBITIIAT IO MIPOICHTHBIM
CTaBKaM KPCAUTOBAHUA
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OK 4. PaboTaTh B KOJUIEKTUBE H K 2.1 JemoHcTpanms cnocoOHOCTH paboTaTh B KOMaH/IE
KoMaHse, 3pHEeKTHBHO K 2.2 3¢ PEKTHBHO B3aUMOJICHCTBOBATH C IIPENOJaBATEIISIMH
B3aMMO/JICCTBOBATh C KOJUIETAMHU, K 2.3 Y COKYpPCHHUKaMH
PYKOBOICTBOM, KIMEHTAMHU [IK 2.4

[IK 2.5
OK 5. Ocy1iecTBiaTh YCTHYIO U IIK 2.1 BrinosnHseT MMChbMEHHbBIE 3aJaHUS U CTPOUT CBOU
MMCbMEHHYI0O KOMMYHHUKAIMIO Ha K 2.2 YCTHBIE OTBETHI Ha FOCYIapCTBEHHOM $SI3bIKE
roCyJapCTBEHHOM s3bIke Poccuiickoit K 2.3 Poccuiickoit @denepaiuu ¢ yueroM 0COOEHHOCTEH
denepanuu ¢ yueroM 0coOeHHOCTEN [IK 2.4 COLMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA
COIMAIIBHOTO U KYJIbTYPHOTO K 2.5
KOHTEKCTA;
OK 6. [IposiBAATH rpaxaaHCKO- [IK 2.1 OTHOCHUTCS K NpenogaBaTensaM, K COTPyTHUKaM U
MAaTPUOTHYECKYIO TTO3UIIHIO, K 2.2 ydamuMcsl y4eOHOTO 3aBEICHUS YBAXKUTEIBHO,
JIEMOHCTPHPOBATH OCO3HAHHOE K 2.3 coboziast 00IIEUETOBEYECKUE LIEHHOCTH.
MOBEICHHE [K 2.4 B cBOMX BBICKa3bIBaHUAX MPOSBIISIET IPaKIaHCKO-
Ha OCHOBE TPaAUIIMOHHBIX IIK 2.5 NaTPUOTHYIECKYIO ITO3ULHIO
00II1eYeIOBEUSCKUX IIEHHOCTEN;
OK 7. ConeicTBOBaTh COXPAaHEHUIO IIK 2.1 [Tpu BBIOJIHEHUY MPAKTUYECKUX PabOT:
OKpYKalolle cpebl, IIK 2.2 COXpaHsET CBOE pabouee MECTO B HAJUISKAIIEM MOPSIIIKE,
pecypcocOepexeHuto, 3pPeKTUBHO IIK 2.3 3(pPEKTUBHO UCIOIb3YET MaTEpUaIbl, yTUIU3UPYET OCTaTKH
JIEMCTBOBATh B UYPE3BbIUAMHBIX IIK 2.4 MaTepHalioB B CHEIUAIbHbIE KOHTEHHEPHI.
CUTYyalUsX; IIK 2.5
OK 8. Hcnonb30Bath cpeacTa IIK 2.1 B npouiecce 0oOyueHust coxpaHsieT U YKpeIuisieT CBOU
(buznuecKkoit KyabTyphl IS K 2.2 duznyeckue BO3MOKHOCTH U 310poBbe. OTCYyTCTBUE
COXpaHEHUs U YKPEIUICHUS 3J0POBbsI B [IK 2.3 IIPOITYCKOB 3aHATUN. BBINONHIET NpakTUUECKUE 3aJaHus C
nporecce npodecCHoHaTbHON [IK 2.4 coOI0ICHNEM CaHUTAPHBIX HOPM U TEXHHUKHU 0O€30M1aCHOCTH.
JIEATEeIIbHOCTHU U MO ICP>KaHUS IIK 2.5
HE0OX0IMMOTO YPOBHS
($u3M4ecKoil MOArOTOBIEHHOCTH;
OK 9. Ilonb3oBaThCs K 2.1 [TonnmaeT 001 CMBICIT YETKO POU3HECEHHBIX
npodeccuoHaIbHON JOKyMEeHTaluen K 2.2 BBICKa3bIBaHUI Ha U3BECTHBIE TEMBI (ITPO(eCCHOHATIbHbBIE U
Ha roCyZjapCTBEHHOM ¥ MHOCTPAHHOM 1K 2.3 OBITOBBIE), TOHUMATh TEKCThI HAa 0A30BbIE
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SA3BbIKax.

[IK 2.4
K 2.5

npodeccHoHaAEHBIC TEMBI,

y4acTBOBATh B IMAJIOTAX HA 3HAKOMBIE OOIIHE U
npodeccHoHATEHBIC TEMBI,

CTPOMTH POCTHIE BHICKA3BbIBAHUS O ce0e U O CBOEH
npodeccHoHaTBEHOM IS TEIIBHOCTH;

KpaTKo 00OCHOBBIBATh U OOBSACHATH CBOU JAEHCTBUS (TEKYyIIME
U IUTaHUPYEMBIE);

NUCaTh MPOCTHIE CBA3HBIE COOOIIECHHS HA 3HAKOMBIE MIIH
MHTEPECYIOIINe MPOPecCHOHATBHBIE TEMBI
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