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1 IlacnopT pado4eii MporpaMMbl Me;KIUCHUIVIMHAPHOTO Kypca

1.1 Ob6aacTs npuMeHeHUsi padoyeil NPOrpaMMbl  MEKIMCHUILIHHAPHOIO
kypca «l'ocyrapcTBeHHbIe, MYHMIMNIAJbHbIE APXUBbI M APXUBBI OPraHU3aNHII»))

Pabouass mporpamma MeXIUCHUIUIMHAPHOTO Kypca SIBISETCS 4YacThblO OCHOBHOM
npodeccronanbHOil 0OpazoBaTenbHOM nporpammel B cooTBercTBUM ¢ OI'OC CIIO no
cnermanbHoctn  46.02.01  JlokymeHTannoHHOe  oOecredeHue  ympaBieHHS U
apXUBOBEJICHUE, BXOSIIEH B COCTAaB YKpYMHEHHOW rpymimsl cnenuanbHocteit 46.00.00
Hcrtopus n apxeoiorus.

1.2 MecTto MeXIUCUMIVIMHAPHOIO Kypca B CTPYKType OCHOBHOM
npodgeccHOHAIbLHOH  00pa3oBaTe/IbHOM  NPOrpaMMbI: Kypc  BXOJOUT B
npo(eCcCHOHANBHBIM LUK NMPOPECCHOHANIBHOTO MOAyJs «OpraHu3anus apXUBHOU U
CIPaBOYHO-UH(POPMAITMOHHOMN pa0OThI 110 TOKYMEHTaM OpraHu3alum.

1.3 Heam u 3aa4yd  MEKIUCHUIUIMHAPHOTO Kypca — TpeOoBaHMsA K
pe3yibTaTaM 0CBOCHHS MEKIUCHHUILINHAPHOIO Kypca:

B pe3ynbTaTe 0CBOCHUS MEKIUCUUIUIMHAPHOIO Kypca OOy4arOIINIICs JOHKEH

UMeTh IPAKTHYECKHI ONBIT:

- OpraHM3alMyd AapXuMBHOM MW  CHOPABOYHO-UH(OPMAIIMOHHONW pPabOThl IO
JOKyMEHTaM OpraHU3alnu;

yMeThb:

- OpraHu30BBIBATh JESATEIBHOCTh apXuBa C Y4ETOM craryca U Opoduis
OpraHu3alNy;

- paboTaTh B cUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000pOTa;

- HCHOJB30BATh B JICATEIBHOCTH AapXMBA COBPEMEHHBIE KOMIIBIOTEPHBIE
TEXHOJIOTHH;

- NPUMEHATh COBPEMEHHbIE METOJMKH KOHCEpPBALMM W PECTABpallUd apXUBHBIX
JOKYMEHTOB;

3HATH:

- CHCTEMY apXUBHOTO ympasjeHus B Poccuiickoil denepanuu U OpraHu3aluu
ApxusHoro ¢ponna Poccuiickoii @enepannu;

- CUCTEMY XpaHEHHUs U 00pabOTKU JOKYMEHTOB.

chopmupoBarth cieaywmue oduue u NpopeccHoHAIbHbIE KOMIIETeHIUM:

- OK 1. [lonuMarh CyIIHOCTh U COLMAJIBHYIO 3HAYUMOCTH CBOEU Oymayien
npodeccuu, MposIBISATh K HEW YCTOMUMBBIA HHTEPEC.

- OK 2. OpranuzoBbIBaTh COOCTBEHHYIO [JE€ATEIbHOCTh, BBIOMPATH THUIIOBBIC
METOJIbl W CrHOcOoObl BBINOJHEHUS MNPO(EeCcCHOHANIbHBIX 3aJad, OLIEHUBATh UX
() GEKTUBHOCTD U KQ4E€CTBO.

- OK 3. [IpuHuMaTh pemeHusl B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYALUSAX U
HECTH 32 HUX OTBETCTBEHHOCTb.

— OK 4. OcyuiecTBasiTh MOUCK U UCHOJIb30BaHNe MHGOPMALIMK, HEOOXOUMOM AJis
3¢ (PEeKTUBHOTO BBIMOJHEHUS MNPOGECCUOHANBHBIX 3adad, MNpodecCUOHATBHOTO U

JUIHOCTHOTO PA3BHUTHSI.
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- OK 5. Hcnonp3zoBaTh HH(POPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH B
npodeccuoHanbHOM eI TeIbHOCTH.

- OK 6. PaGoTath B KOJUICKTHBE U KOMaH/Ie, 3OPEKTUBHO 00IIAThCS ¢ KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTEISIMHU.

- OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a pabOTy UJIEHOB KOMAaHJIbI
(MOTYMHEHHBIX ), pE3YJIbTAT BHIMOJHEHUS 33/ IaHUM.

- OK 8. CamocrosTenbHO OINpeAeNATh 3aJaud  MPOPECCHOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHsI, 3aHUMAThCS CaMOOOpa30BaHHEM, OCO3HAHHO IUIAHUPOBATH
MOBBILICHUE KBATH(PHUKAIIH.

- OK 9. OpueHtupoBaTbCcsi B YCIOBUSIX YacTOM CMEHBI TEXHOJOTUWA B
npodeccHoHaNbHOM e TEeTbHOCTH.

- [IK 2.1. OcymecTBisTh 3KCOEPTH3Y LIEHHOCTU JOKYMEHTOB B COOTBETCTBHH C
JNEUCTBYIOUIMMH 3aKOHOATEIbHBIMA AKTAMU U HOPMATHUBAMH.

- 1K 2.2. Bectu paboTy B cucTteMax 3J1€KTPOHHOIO JJOKYMEHTOO00pOTa.

- IIK 2.3. PazpabaTthiBaTh U BECTH KIacCU(UKATOpPHI, Tabeau U Jpyrue
CIIPABOYHHUKH 10 JOKYMEHTaM OpraHU3alllH.

- [IK 2.4. ObGecneuynBaTh NpUEM W PALMOHATIBLHOE pa3MEIEHHE JOKYMEHTOB B
apxuBe (B TOM YHCJIE JOKYMEHTOB 110 JUYHOMY COCTaBY).

- [IK 2.5. ObecnieunBaTh y4eT U COXPAaHHOCTh JIOKYMEHTOB B apXUBE.

- [IK 2.6. Opranu3oBbIBaTh UCMOJBb30BAHUE APXUBHBIX JTOKYMEHTOB B HAYYHBIX,
CIPABOYHBIX U MPAKTUYECKHUX LETAX.

- [IK 2.7. OcymecTBiasTh OpPraHU3alNOHHO-METOAUYECKOE PYKOBOACTBO H
KOHTpOJIb 3a pa0OoTO apxXWBa OpraHuM3alid M 3a OpraHu3alued JIOKYMEHTOB B
JEIOMPOU3BOICTBE.

1.4 PexoMeHayeMO€ KOJIUYECTBO YACOB HA OCBOEHHUE NMPUMEPHOH MPOrpaMMblI
MEXIMCUMILIMHAPHOTO Kypca:

- MAKCUMAJILHOM y4eOHOM Harpy3ku odydaromierocs - 135 u.

B TOM YHCIIE:

- 00513aTeNbHOM ayTMTOPHON yueOHOM Harpy3ku oOyuatomerocs - 90 u.;

- CaMOCTOSITEIbHOU paboThl 00yuaroterocs - 45 4.



2 CTpyKTypa M colep:KaHue MeKAUCHUIIIMHAPHOIO Kypca

2.1 O0beM MeKTUCHUIIIMHAPHOTO KYpca U BUAbI YUeOHOUH padoThl

Bup yueOHoI padoThI O0bem yacoB

MakcuManbHasi yueOHasi HArpy3ka (Bcero) 135
O0s13aTesibHAs ayIMTOPHAaA yYueOHasi Harpy3Ka (Bcero) 90
B TOM YHCJIE:

- JIEKIIMOHHBIE 3aHITUS 84
- MPAKTUYECKHE 3aHSATUS 6
CamocrosiTesibHas padoTa o0y4awierocs (Bcero) 45
B TOM YHCJIE:

- TeKYIIMA KOHTPOJIb 10
- TECTUPOBAHUE 10
- pellIeHHE NPAKTUYECKUX 33724 15
- KOHTPOJIBHBIE BOIPOCHI 10

HTorosas arrecramusi B hGopme dK3aMeHa




2.2 TemaTuveckuii IVIaH U cO/iepPKaAHMeE MEKIUCHMILUINHAPHOTO Kypca «['ocyrapcTBeHHbIe, MyHUIIUNIAJIbHbIE APXUBBI
U apXUBbI OPraHu3anui»

HaumeHoBaHue TeM Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThI H MPaKTHYECKUE 3aHATHS, Oo0Bem YpoBeHn
caMocTosiTe1bHasi padoTa o0y4yalomuxcs, KypcoBasi padora (IIpoekr) 4acoB OCBOCHHS
1 2 3 4
Tema 1 I'ocynapcreennbie apxusbl | Conep:kaHue 45

1| CoBpemMeHHas opraHu3anus, CTPYKTypa, HalpaBJeHUs eI TEIbHOCTH TOCYIapCTBEHHBIX apXHBOB.
Opranuzanus paboThl apXuBa: YIPaBJICHUE apXUBOM; INIAHWUPOBAHUE M OTYETHOCTh apXHBa; OpraHU3aLUs
TpyZa paOOTHUKOB apXWBa; BBIIOJHEHHE IUIATHBIX PabOT M yCIyT; MapKeTHHI apXHBHOW MH(OPMaINy;
HayYHO-METOAMYECKass paboTa apXuBa; OpraHM3alMs NPUMEHEHHS HH(OPMAIMOHHBIX TEXHOJOTHH B
apXuBe; OpraHu3anys paboThl apxXuBa C M3/aTEIECTBOM; IIPABOBAsl OXpaHa HMH()OPMALNOHHBIX IPOAYKTOB,
CO3JJaHHBIX B apXHUBE; NpodeccroHaNbHas 3THKA apXUBHCTA

JlokyMeHTalbHbIE apXWBHBIE KOMIUICKCHI II0 HWCTOPHHM CTaHOBJICHHS W PAa3BUTHSA POCCHHCKOH
roCyIapCTBEHHOCTH U IPayKIaHCKOTO 00IecTBa B rocyaapcTBeHHbIX apxuBax (PICAIA, PTUA, TAP®)
JlokyMeHTalbHble apXUBHBIE KOMILIEKCHI [0 UCTOPUHM POCCHHCKON apMHU U (ioTa B TOCYIapCTBEHHBIX
apxuBax (P BUA, PTABM®, PI'BA)

JlokyMeHTanbHble apXUBHBIE KOMILIEKCHI IO MCTOPUU PKOHOMMKH U COLIMANIBHOTO Pa3BUTHUS COBETCKOIO
oO11ecTBa, HAayKH ¥ TEXHUKH B ToCyAapcTBeHHBIX apxuBax (PI'AD, PTAHT/)

JlokyMeHTanbHble apXHUBHBIE COOpaHHsS 10 HCTOPUM OTEYECTBEHHON JMTEpaTyphl, HCKycCTBa U
00IIecTBEHHOM MBICTH B TocyaapcTBeHHBIX apxuBax (PTAJIN, PTAK®/], PTAD/)

JlokymeHTanbHEIe apxuBHBIE KoMmIulekcel 1o uctopud KIICC, oOmecTBeHHBIX OpraHm3anuii u
nonutraeckux maptuit Poccun (PTACIINU, PTTAHN)

Crnennanu3npoBaHHbIE ApXHMBBl ayJHOBH3YQJIbHBIX M MAIIMHOYHTAEMBIX (3JIEKTPOHHBIX) JTOKYMEHTOB:
PTAHT/, PTA®l, PTAK®D/I.

CamocrosiTesibHasi padora o0y4arommxcst

Cucremarnueckas IpopadOTKa KOHCIIEKTOB 3aHSITHI

[ToaroroBka K NPaKTHYECKOMY 3aHITHIO 13
ITonroToBka K MpoBepOYHBIM paboTaM
OTBeTHI Ha KOHTPOJIbHBIE BONIPOCHI

32 2

Tema 2 Mynnuunanasnbie apxuBbl | Conep:xkaHue 16
1 COBpeMeHHaSI opraHusanus, CTpyKTypa, HallpaBJICHUA JCATCIIbHOCTU MYHUIIUTIAJIBHBIX apXHWBOB.
PaCCMOTpeHI/Ie N YTBEPKJACHUE CIIMCKOB MYHHIIUIIAJIBHBIX apXUWBOB!: o61ua$[ XapaKTCpUCTHUKa U IMPaBOBOEC 8
peryiaupoBaHue

Cneuml)mca JCATCIbHOCTH MYHUIIMIIAJIBHBIX apXUBOB
CamocTosiTe1bHasi padoTa 00y4yalouuxcs 3
Cucremaruueckas IpopadoTKa KOHCIIEKTOB 3aHATHI 6
IMoaroroBka K NPOBEPOYHBIM PabOTaM
OTBeTHI Ha KOHTPOJIbHBIE BOIIPOCHI
IIpakTnyeckoe 3ansaTHE 2 2
AKT npuema-nepeayun 1e Ha apXUBHOE XpaHEHHUE




Tema 3 Homenkinarypa aes u
JKCIEPTH3a LEHHOCTH

Conep:xanue

28

1| Ha3HaueHHe HOMEHKIATYPHI A€,

TpeboBanus k ee COCTaBICHHUIO, O)OPMIICHUIO U YTBEPIKACHHIO.
Bunbl HoMeHKnaTYp.

Co3aHre HOMEHKJIATYPBI .

OKcnepTr3a NeHHOCTH JOKYMEHTOB.

[IprHONTBI ¥ KPUTEPHUX SKCIIEPTU3HI IECHHOCTH.

OTansl IPOBEAEHUS YKCIIEPTH3bI IEHHOCTH JJOKYMEHTOB.
JesATeNbHOCTH 3KCIIEPTHBIX KOMUCCHI Pa3HBIX YPOBHEM.

14

CamocTosiTeIbHasi padoTa 00y4alouXCs
Cucremarnueckas IpopadOTKa KOHCIIEKTOB 3aHSTHI
[ToaroroBka kK NpOBEPOYHBIM pabOTaM

OTBeThI Ha KOHTPOJIBHBIE BONIPOCHI

12

IpakTuyeckoe 3aHaTHE 2
OdopmiieHre U GOpMHUPOBAHHE HOMEHKIIATYPHI JIC]T OpraHH3aIiN

Tema 4 ApxuBbI OpraHu3anuii

Copep:xanue

46

1| Opranmsanus pabOTHI apXHBa.

JIOJDKHOCTHBIE HHCTPYKIIMU COTPY/AHHUKOB apXUBa.
OdopmiteHre nen Ha OyMaKHOM HOCHTEIIE.

[Monuoe opopmieHue aei Ha OyMaKHOM HOCHUTEIE.
Hymepauuu nuctoB B Aenax.

JlucT-3aBepuTeb Aeia ¥ NpaBuiia ero opopMICHHS.
Odopmiienne 00JI0XKKY Jiena.

COS,I[EIHI/IG apxyBa OpraHu3anuu. I/IHCprKI_II/IH O JACJONPOU3BOACTBE, IIOJIOKCHHUC 00 apXuBe,

30

2 | OdopmieHne apXUBHOU OMUCH K JeJIaM U JOKYMEHTaM.

IIpuem-niepenaya aej1 B apXUB OpraHH3aIINH.

I'pymnmupoBKa J1es1 ¥ JOKYMEHTOB B COOTBETCTBUH C PA3IMYHBIMH BAPUAHTAMHU CXEMbI CHCTEMATH3AIUH
apXuBHOTO (oH[A.

Opranu3anusi KOMILICKTOBAHUSI, XPAHCHHUS M yUeTa JIEKTPOHHBIX apXUBHBIX JIOKYMEHTOB.

nepesiaue B apXuB (CTPYKTYpPHOE MOpa3AeieHIe, OCYIECTBIAIONIee XpaHEHNE apXUBHBIX JOKYMEHTOB).
Opranuzanuy XpaHeHHs, KOMIUIEKTOBAHUS U yUeTa ayAHNOBH3YaJIbHBIX JOKyMEHTOB.

Hoctyn x nokymenram A® PO.

Vcrnionp30BaHne apXUBHBIX JOKYMEHTOB.

Pabora yuTanpHOTO 3a)1a apXUBa.

@DOpMBI MACCOBOTO MCIOIB30BAHUS APXUBHBIX JOKYMEHTOB.

Y4€T UCroJIb30BaHNs APXUBHBIX JOKYMEHTOB.

HOHFOTOBK& ACJ, colAcpiKalnX AJOKYMCHTBI Ha 6yMa)KHOM HOCUTCJIC W DJJICKTPOHHBIC HOKYMCHTBI K

[pakTHueckue 3ansITHs 3
DopMHpOBaHUE U TOANINBKA JIMIHOTO JieJla YBOJICHHOTO COTPYIHHUKA




CamocrosiTe1bHast padoTa 00y4aloHXCH
Cucremarnueckas IpopadOTKa KOHCIIEKTOB 3aHATHH
[ToaroroBka K MPaKTUIECKUM 3aHATUSIM
IToaroroska K MPOBEPOYHBIM PabOTaM

Hanmcanue pedepata

14

Bcero

135




3 YcioBusl peaqu3auuu Me:KIUCHUILIMHAPHOTO Kypca «l'ocynapcTBeHHbIe,
MYHUIIUNAJbHbIE APXUBbI U APXUBbI OPTraHU3aMi»

3.1 TpeboBanusi K MHHUMAJIbHOMY  MATEPHAIbHO-TEXHHUYECKOMY
odecreyeHnIo

Peanuzanus MeXIUCIUIUIMHAPHOTO Kypca TpeOyeT Halluuusl yueOHOro kabuHera
«ApXUBOBEJICHUEY.

O6opynoBanne yueOHOTO KaOUHETA:

— IMOCaI0YHBIC MECTA MO KOJUYECTBY O0yUaIOIIUXCS;

— pabouee MeCTO Mpemno/1aBaTes;

— KOMIUIEKT y4€0HO-METOUYECKON TOKYMEHTALINH.

O6opynoBaHue J1a0OpPaTOPUH:

— M0CaI0YHBIE MECTA MO KOJMYECTBY 00YUarOINXCs;

— paboyee MecTO IS IPEenoJaBaTes;

— KOMIUJIEKT Y4EOHO-METOUYECKON JOKYMEHTAINH;

— KOMIUIEKT OJIaHKOB apXUBHOH nokyMeHTauuu u JI0OVY.

TexHu4ecKue cpeacTBa 00yyeHus:

— KOMIIBIOTEP C JINLEH3UOHHBIM TPOrPaMMHBIM 00€CTIEYCHUEM;

— IEMOHCTpAIMOHHbIE (PUIIBMBI 110 TPOECCHH;

-MOYV.

3.2 Uudopmannonnoe odecneuyenue odyuenus. Ilepeuenn pexkomeHayemMbIx
Y4eOHbIX M3IaHUI, TONMOJHUTEIbHOM JUTEPATYPbI

Chnucok PEKOMECHAOBAHHBIX HCTOYHUKOB

OcCHOBHBIE HCTOYHUKH

1 Opranuzanusi apXMBHOM M  CIPaBOYHO-MHPOPMALMOHHOW paboOThl IO
JOKYMEHTaM OpraHu3aluu: y4eOHUK Ui cTyaeHToB yupexaenuid CIIO: B 2-x 4. —
Yacts 1 / mox pea. byposoit E.M. — M.: U1 «Akanemusi», 2019. — 336 c.

2 Packun JI.. Metonuka u npaktuka apxuBoBenaeHus: yueonuk mis CI1O. — M.:
Opaiit, 2021. — 339 c.

JlonoJIHUTEIbHbIE HCTOYHUKH

1 «Konctutyuuss  Poccuiickoit ~ ®eneparun»  (IpuHSATA  BCEHAPOIHBIM
roysiocoBanremM 12.12.1993 ¢ u3MeHeHUsIMH, OJOOPEHHBIMU B X0JI€ OOIIEPOCCHICKOTO
rosiocoBanus 01.07.2020) // Poccuiickas razera. 2020. Ne 237.

2 ®enepanbbiii 3ak0H 0T 22.10.2004 Ne 125-®3 (pem. ot 30.04.2021) «O6
ApxuBHoM Jieiie B Poccuiickoit Denepanm.

3 ®enepanbubliit 3ak0H 0T 02.05.2006 Ne 59-D3 (pen. ot 27.12.2018) «O nopsiake
paccMmoTpeHust oOparieHuid rpaxxaad Poccutickoit denepanumy.

4 denepanbhbiii 3ak0H OT 27.07.2006 No 149-D3 (pea. ot 09.03.2021 ¢ u3M. u
not., BctyI. B cuity ¢ 20.03.2021) «O6 undopmanuu, nuHOOPMAITMOHHBIX TEXHOJIOTHUAX
U 0 3aIIUTe HHPOPMAITUN.
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5 @enepanbubiit 3akoH 0T 27.07.2006 Ne 152-®3 (pen. ot 30.12.2020 ¢ u3m. u
no., Bctym. B cuiny ¢ 01.03.2021) «O nepcoHaNbHBIX JAHHBIXY.

6 Yka3 Ilpesunenta Poccuiickoit ®denepanuu ot 22.06.2016 Ne 293 «Bonpochl
®deepaabHOTO APXUBHOTO ar€HTCTBAY.

7 Pacniopsixkenue I[lpaButensctBa Poccum ot 21.03.1994 Ne 358-p «O
COXPaHHOCTH JIOKYMEHTOB MO JTUYHOMY COCTABY BBICBOOOK/IAEMBIX PAOOTHUKOB.

8 [Ipukaz Muntpyna Poccum ot 19.04.2018 Ne 266H «OO06 yTBepKIeHUU
npodeccuonanpHoro crangapra “‘CnenuanuctT mo (OPMUPOBAHUIO BJIEKTPOHHOTO
apXuBay.

9 [Ipukaz Muntpyna Poccum ot 18.03.2021 Ne 140 «OO06 yTBepKIeHUU
npodeccnoHanbHOro cTanfapra «CHeruairucT apXuBay.

10 Ipuka3 @PenepanbHoro apxuBHoro arenrctsa ot 31.07.2023 Ne 77 «O6
YTBEPXKJICHUM TMPaBWJI OPTraHU3allMM  XPAaHEHMs, KOMIUIEKTOBaHUs, yu€ra H
UCIIOJIb30BaHUsl JOKyMeHTOB ApxuBHOro (onma Poccuiickoit denepanmu u Apyrux
apXMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIPaBJICHUS U OPraHU3aUsaX».

11 TIpuxa3z PocapxuBa ot 11.04.2018 Ne 42 «O6 ytBepxknenuu [IpumepHoro
MOJIOKEHUST 00 apXUBE OPTaHU3AIUNY.

12 Tlpuxa3z PocapxuBa ot 11.04.2018 Ne 43 «O6 ytBepxknenuu [IpumepHoro
MOJIOKEHUST 00 IKCTIEPTHON KOMUCCUU OPTaHU3aLIAN».

13 Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «O06 yrtBepxnenuu Ilepeuns
TUTOBBIX YIPABJIICHUYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3ylolIUXcid B Mpolecce
JEeSATENBbHOCTH TOCYAAPCTBEHHBIX OPraHoOB, OpPraHOB MECTHOI'O CaMOYIPABIEHUS U
OpraHu3allli, C YKa3aHHUEM CPOKOB XPAHECHHUSI.

14 TIpuka3z PocapxuBa ot 02.03.2020 No 24 «OG6 ytBepxaenuu IlpaBun
OpraHu3allid XpaHEHUs, KOMIUICKTOBAHHUS, yd€Ta U UCIOJb30BAHUS JIOKYMEHTOB
ApxuBHoro ¢(onnga Poccuiickoit ®deaepanuu U JIpYrux apXUBHBIX JIOKYMEHTOB B
rOCyJapCTBEHHBIX M MYHHUIMIAIBHBIX apXWBaxX, My3esiX U OMOTMOTEeKaX, HAYYHBIX
OpraHU3aALUSIX.

15 Tlpuka3z PocapxuBa ot 09.12.2020 Ne 155 «O6 yrtBepxkaenuu IlpaBun
OpraHu3allid XpaHEHUs, KOMIUIEKTOBAaHMS, Y4Y€Ta U MCHOJIb30BAHUS HAY4YHO-
TEXHUYECKON JOKYMEHTAIIMU B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO
CaMOYTIpaBJIEHUs, TOCYIAPCTBEHHBIX M MYHUIIUITAIbHBIX OPTaHU3aIUsIX).

16 TOCT 17914-72. «OOGnOXKHA J€7d JJUTEIbHBIX CpPOKOB XpPaHEHUS.
Texuuueckue ycnoBusi», BBe€H [locranosnenuem I'occtanmapra CCCP ot 17.07.1972
No 1411 (pen. ot 13.10.1982).

17 TOCT P 7.0.8-2013. «Hamuonansueiii crangapt Poccuu. Cucrema
CTaHAapToB 10 HHPoOpManuu, OHOJIMOTEYHOMY U  M3HATEIIbCKOMY  JEIy.
Jlenonpou3BOACTBO M apXMBHOE Je0. TepMuHBI U ompeaencHus», yrB. Ilpukazom
Poccranmapra ot 17.10.2013 Ne 1185-cr.

18 Mertoauyeckue pekOMEHIAIMu Mo pa3paboTke (eneparbHBIMH OpraHamMu
roCyJJapCTBEHHON BJIAaCTH MPUMEPHBIX HOMEHKJIATYp JeJ1 Uil TEePPUTOPUATBHBIX
OpraHoOB M MOJBEOMCTBEHHBIX opranu3anuii / Pocapxus, BHUMJIA/L. M., 2018. 29 c.
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19 Meronuyeckue peKOMEHIAIMH MO padoTe C JOKYMEHTaMU M0 JIMYHOMY
COCTaBYy B TOCYJApCTBEHHBIX M MYHMIIMMNAIbHBIX apXMBaX, apXWMBaX OpraHU3AMMA /
Pocapxus, BHUMNJIA/I. M., 2018. - 72 c.

20 Meronuueckre peKOMEHJAlUU «JKCHepTru3a IEHHOCTU U OTOOp B COCTaB
ApxuBHoro ®onna Poccuiickoii deaepanv JTOKYMEHTOB 10 JMYHOMY COCTaBY»,
cornacoBanbl ¢ LIDIIK npu Pocapxuse 23.12.2014.

21 Meronuyueckre pPEKOMEHIAIMU 110 MCIOJHEHUIO 3alpOCOB  COIUAIBHO-
paBoBOro xapakrepa. — M., Pocapxus, BHUNJIA/L, 2011.

22 PexomeHIaluMu MO KOMIUIEKTOBAHWIO, YYETy W OpraHU3allud XpaHEHUs
ANEKTPOHHBIX apXWBHBIX JOKYMEHTOB B apxmBax opranmsauui. — M., Pocapxus,
BHUNIAL. 2013.

HuTepHeT pecypcebi:

1 http://archives.ru/ — odunmaneueiii  cadT dDenepaqbHOrO  APXUBHOTO
areHTCTBA.

2 http://www.rusarchives.ru/ — mopran Apxussl Poccun.

3 http://archives.ru/documents/methodics/OAD/index.html — mynsTUMe TUiHBIH
CIIPAaBOYHO-METOANYECKUH pecypc «OCHOBBI apXUBHOM JIESTEITBHOCTIY.

4 http://www.vniidad.ru/ — odpunmanensiii caiir BHUMJIA /L.

5 http://pravo.gov.ru/ — 'ocynapcTBeHHas CHCTEMa MTPaBOBOM MH(GOPMAIIHH.

6 http://www.consultant.ru/ — cnpaBouno-nipaBoBasi cuctema «KoHCymbTaHT
[Lmrocy.

7 http://docs.cntd.ru/ — koncopmym Koneke — DiekTpoHHBIN (OH PaBOBOH U
HOPMATHBHO-TEXHUYECKOW JTOKYMEHTAITUH.

8 http://www.vestarchive.ru/ — sxypuan «BecTHUK apXUBUCTa»

9 http://www.delo-press.ru/ — xypHait «J{e10npon3BoICTBO B apXUB)»
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4 KoHTpOJIb M OLIEHKA Pe3yJbTATOB OCBOCHHS MEKAUCHUIIIMHAPHOIO Kypca
«locynapcTBeHHbIe, MyHUIIUNIAJIbHbIE APXUBbI U APXUBbI OPraHU3aAnMNiD)

KOHTpO.Hb H OLEHKA PpC3YyJIbTaTOB OCBOCHHA MCKIHUCHUIINIMHAPHOTO KYypcCa
OCYHCCTBIACTCA IIPCIIOAABATCIICM B IIPOHCCCE IMPOBCACHUA IMPAKTHYCCKHUX BaHHTHﬁ,
TCCTUPOBAHHA, a TAKIKC BBIITIOJIHCHHUA O6yan0HlHMHCH HWHAWBUAYAJIBHBIX BaHaHHﬁ.

Pe3yabTarhl 00y4eHust

Oo01mmue u
npogdeccuoHaIbHbIC
KOMIIETEHIIUN

3HaHNSA U YMEHUA

DopMBbI U1 METOAbI
KOHTPOJISI M OLCHKH
pe3yJbTaToOB 00yUeHUsI

- OK I. IlonnmaTts
CYIIIHOCTh ¥ COLIMATIbHYIO
3HAYMMOCTb CBOEH OyayIen
npodeccuu, MPOSIBIISITH K HEH
YCTOMYUBBIN MUHTEPEC.

- OK 2. Oprann3oBbIBaTh
COOCTBEHHYIO JICSTEILHOCTD,
OTpPEeEATh METOJIbI U
CIIOCOOBI BBHITTOTHEHUS
poQeCCUOHANIBHBIX 3a/ad,
OIICHUBATh UX
3 PEKTUBHOCTh U KA4E€CTBO.

- OK 3. Pemate npo0Giiemsl,
OIICHUBATh PUCKHU U
MPUHUMATh PEIICHUS B
HECTaHJAPTHBIX CUTYaIIHSIX.

- OK 4. OcyiiecTBisITh
MOMCK, aHAJIN3 U OIICHKY
nH(popmaruu, He0OX0UMOMN
JUTSI TIOCTAHOBKH U PEIICHUS
npodeCCHOHANIBHBIX 3a/1a4,
po¢heCCUOHATIBHOTO U
JTUYHOCTHOTO PA3BHUTHSI.

- OK 5. Ucnonws3oBath
nH(}OPMAIMOHHO-
KOMMYHUKAIIHOHHbIE
TEXHOJIOTUH JIJIS
COBEPIIICHCTBOBAHMUS
podhecCUOHAIBHOM
TESATETHHOCTH.

- OK 6. PaGoTtath B
KOJUICKTUBE U KOMaH/IE,
oOecrneynBaTh ee CIJI0UYCHHE,

— OpraHW30BBIBATH
NeSITEIIBHOCTh apXuBa C
y4eToM  cTaryca W
npoduIIs OpraHu3aIuy;

- pabotath B CHUCTEMax
AJIIEKTPOHHOTO
JIOKYMEHTO000pOTa;

— HCIIOJIb30BAaTh B
NEATeTLHOCTH  apXWBa
COBPEMCHHBIC
KOMITBIOTEPHBIE
TEXHOJIOTHH,

MPUMEHSTh
COBPEMEHHbBIE METOAUKHU
KOHCEpBaIlUU U
pecTaBpaluu apXuBHbBIX
JIOKyMEHTOB

— IPOBEPKA BBIMOJIHEHUS
CaMOCTOSITENILHOM paboThI;
— 3alUTa NPaKTUYECKUX
pabor;

— YCTHBIN OIIPOC;

— IIUCBMEHHOE
TECTUPOBAHUE;

— KOHTPOJIbHBIE pa0OTHI;

— UTOTOBAasl aTTECTALIUS B
BUJIE PK3aMEHa
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3¢ PeKTUBHO 00IIATHCS C
KOJJIETaMH, PYKOBOJICTBOM,
MOTPEOUTEIISIMU.

- OK 7. CtaBuThb 11114,
MOTHBHPOBATH JICSITEIILHOCTh
MO TYNHEHHBIX,
OpraHU30BHIBAThH U
KOHTPOJIMPOBATh UX paboOTy C
MIPUHATUEM Ha ce0st
OTBETCTBEHHOCTH 32
pE3yNbTAT BBHITOTHEHUS
3aJIaHUMN.

- OK 8. CaMoCTOSITETBHO
OTIpEIENATh 3aa4n
po¢heCCUOHATIBHOTO U
JUYHOCTHOTO Pa3BUTHUSA,
3aHUMAThCS
caMoO0Opa30BaHUEM,
OCO3HAHHO IJIAHUPOBATH
MOBBINICHUE KBATU(DUKAIIIH.

- OK 9. BbITh TOTOBBIM K
CMEHE TEXHOJIOTUH B
npodhecCUOHAIBHOM
JIESTETHLHOCTH.

- TIK 2.1. YuacTBOBaTH B
paboTe 1o PKCIepTU3e
IIEHHOCTH JIOKYMEHTOB B
COOTBETCTBHH C
JEVUCTBYIOIIUMH
3aKOHOJIaTEILHBIMH aKTaMHU U
HOpPMAaTHBaMH.

- TIK 2.2. Bectu paboty B
CUCTEMaXx dJIEKTPOHHOTO
JOKyMEHTO000poTA.

- TIK 2.3. Pa3pabaTsiBaTh 1
BECTH KJIACCU(PUKATOPHI,
Tabenu U UHbIE CIIPABOYHUKH
10 JIOKYMEHTaM
OpraHU3aIHH.

- TIK 2.4. ObecneunBarh
MIPUEM U PalIMOHATHLHOE
pa3MeIeHne JOKyMEHTOB B
apxuBe (B TOM YHCIIC
JTIOKYMEHTOB T10 JITHYHOMY

— OpraHu30BbLIBATH
NEATETLHOCTh apXHBa C
y4€TOM cTaTryca u
npoduIst OpraHu3allny;
- paboTtarh B CUCTEMax
AJIEKTPOHHOTO
JIOKyMEHTO000pOTa;

— HCIIOJIb30BAaTh B
NESITCIIBHOCTH apXHBa
COBPEMEHHbBIC
KOMITBIOTEPHBIE
TEXHOJIOTHH,

— MPUMEHSATH
COBPEMCHHBIC METOAMKHU
KOHCEpBAaIlUH 1
pecTaBpaIuu apXuBHBIX
JIOKyMEHTOB

— MPOBEPKA BBINOJIHEHUS
CaMOCTOSATENbHON pabOThI;
— 3allUTa NPAKTUYECKHUX
pabor;

— YCTHBIN OIIPOC;

— IIUCbMEHHOE
TECTUPOBAHUE;

— KOHTPOJIbHBIE pa0OTHI;

— WUTOTOBAsl aTTECTALINS B
BHJIE DK3aMEHa
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COCTaBy).

- TIK 2.5. O6ecneunBaTh
y4eT U COXPAHHOCTh
JTIOKyMEHTOB B apXUBE.

- TIK 2.6. Opranu3oBbIBaTh
HCITOJTh30BAHNE APXUBHBIX
JOKYMEHTOB B HAy4YHBIX,
CIIPABOYHBIX U MPAKTUYECKHUX
EJISIX.

- TIK 2.7. OcymecTBisTh
OpraHHU3aIMOHHO-
METOJIMYECKOE PYKOBOJACTBO U
KOHTPOJIb 32 pabOTOM apxuBa
OpraHM3aINH U 32
OpraHM3alreld TOKYMEHTOB B
JEJIOITPOU3BOICTBE.

- TIK 1.6. O6pabaTsiBaTh
BXOJISIIIIAE U UCXOJISAIINE
JTOKYMEHTBI,
CHUCTEMATHU3UPOBATH UX,
COCTaBIISITh HOMEHKIIATYPY
nen u (popMupoBaTh
JOKYMEHTHI B JIeJA.
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