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Pabouass mporpamma AUCHMIUTUHBI (MOIYJNS) pa3padoOTaHa, B COOTBETCTBUHU C TPEOOBAHUSIMU
®I'OC BO 1no HampasieHuto noArotoBku 46.04.02 «/{oxyMeHTOBEIEHUE U apXUBOBEICHUEY,
kBasM(puKanmst (CTENEHb) BEITYCKHUKA «MarucTp.

YTBepkIeHa Ha 3aceqanuu Kadeapbl NU(POBBIX TEXHOJOTHA H PECYpCOB M PEKOMEHIOBaHA K
pa3MenieHuto Ha caiite KemepoBCKoro rocyjapcTBEHHOTO MHCTUTYTA KYJIbTYpPbl «DJIEKTPOHHAs
obpasoBarenbHas cperaa KemI'MIK» o web-aapecy http://edu.kemgik.ru/ 23.05.2022 r., mpoToko
Ne 10.

[TepeyTBeprkieHa Ha 3aceaHlU Kadeapbl MU(PPOBBIX TEXHOJOTHI U PECYPCOB U PEKOMEHIOBaHA
K pa3MelleHHIo Ha caiite KeMepoBCKOro rocy1apcTBEHHOTO HHCTUTYTA KyJIbTYpPbl «QJIEKTPOHHAS
obpasoBarenbHas cpeaa KemI'MIK» o web-aapecy http://edu.kemgik.ru/ 23.05.2023 r., mpoToko
Ne 10.

ApXUBBI 10 JHYHOMY COCTaBy : pabouas mporpamMma JUCHMIUIMHBI JUIsl OOy4aromuxcs IO
HamnpaBiieHnto ToarotoBku 46.04.02 «JlokyMEHTOBEACHHE M apXUBOBEACHHUE», MPOQHUITIO
«YmpaBlieHHE TOKyMEHTaluel B yCIOBUSAX IIUGPOBU3AIIMH O0IIECTBAY, KBATHU(PHUKAIUS (CTEICHD )
BBIITYCKHUKA «Maructp» / coct. B. B. Mumosa, I'. @. Jleonnnora. — Kemeposo: Kemepos. roc.
HH-T KynbTypbl, 2022. — 21 c. — TekcT : HenocpeICTBEHHBIN.

Cocmasumenu.
Muiosa B.B., kana. nea. Hayk, IOLIEHT,
Jleonumosa I'.®., cT. npenogaBaTenb



Coaep:xanue padoyueii NporpaMMbl JHCHUILIHHBI

1. llenu ocBOEHHUS JUCLMILIMHBI

2. Mecro JACUUIUIMHBL B CTPYKTYpE OCHOBHOM
npodeccuoHaITbHON 00pa3oBaTENIFHON MPOrPaMMBbl MAaruCTPaTyphI

3. Ilnanupyembie pe3ynbTaThl OOyYeHHUS] MO AUCIUIUIMHE (MOMYII0), COOTHECEHHBIE C

IUTAHUPYEMBIMH  pe3yJbTaTaMi OCBOEHHsI OCHOBHOW mpodeccrnoHanbHOW 00pa30BaTEIbHOM

MIPOrpaMMBbI

4. OObeM, CTpyKTypa U COAEpKaHUE TUCLHUILIMHBI

4.1.
4.2.
4.3.
5.
5.1
5.2
6.
7.
8.
8.1.
8.2.
8.3.
8.4.

O06beM qUCUMITUHBI (MOJTYJIs)

CTpyKTypa TUCIHILITHHEI

Coneprxanue TUCIMUILTAHBI

O6pazoBarenbHble 1 HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU
OO6pazoBareabHbIC TEXHOJIOTHH

NHudopmanioHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH 00Y4YEeHHUSI
Y4eOHOo-MeToanuecKoe obecrneueHne camocToaTenbHoi padoTsl (CP) oOydarommxcs
@OoH/ OLIEHOYHBIX CPEJCTB

Y4ebHo-MeToan4eckoe 1 HHGOPMAIMOHHOE 00ecriedeHNE JUCIIUTUTUHBI
OcHoBHas uTeparypa

JlomonHuTENBHAS IUTEPATYypa

Pecypcel nH(popMaIoHHO-TeIeKOMMYHUKAIMOHHOU ceTH « HTepHeT»
IIporpammuoe obecnieueHre 1 HUHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI

9. MarepuaabHO-TEXHUYECKOE 00€CTIeUeHNUE TUCITUTITMHBI

10.

11.

OcoOeHHOCTH peaiu3aluy TUCHUIUIMHBI JUIS HWHBAIWIOB W JIMI C OTpPaHUYEHHBIMU
BO3MOXHOCTSIMU 3/I0POBBS
[lepeueHb KITIOUEBBIX CIIOB



1. Ilenm ocBOeHUSI TUCUHUILINHBI

Lenbro OCBOGHUS NUCIUILTUHBI SBIISAETCS (POPMHUPOBAHNE CUCTEMHBIX MPEICTaBICHUH 00
OCHOBHBIX TPHUHIMIIAX (POPMHPOBAHUS W HCHOJH30BAHUS APXUBOB JOKYMEHTOB IO JMYHOMY
COCTaBy B YCIIOBUSIX HIH(POBOI TpaHChOpManuu AOKYMEHTHPOBAHHBIX chep AesTeNTbHOCTH
OpraHu3aluu.

2. Mecro mucuuminunbl crpykrype OIIOII marucrparypbl

JucuuniuHa «ApXUBBI [0 JJMYHOMY COCTaBY» OTHOCUTCSI K JUCLMIUIMHAM II0 BBIOOPY
OJloKa JUCHHUIUIMH 00pa3oBaTeIbHONW NpOTpaMMBI [0 HampaBieHWIO moArotoBku 46.04.02
«JlokyMeHTOBEZICHHE M apXMBOBEACHUEY», KBaTUpHUKALUs (CTENEeHb) «Maructpy. Jucuurmza
n3ydaercs B 3 ceMecTpe.

JHannast qucuumuinHa 0a3upyeTcss Ha 3HAHUSAX U YMEHUSX TUCHUIUINHBI «MEeHeKMEHT
nepcoHanay, «MHbopMaIMOHHO-KOMMYHUKAIITMOHHBIE TEXHOJOTHH B MPO(ECCHOHAIBHON
nesTenbHocTH», «MH(MOpMalMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTMU B MHPO(EeCCHOHAIbHON
nesTenbHOCTH», «OpraHuszanusi Hay4HOM, MPOEKTHOM M  MeToAuuYeckod paldoTel B
JOKYMEHTOBEJACHUH M  apxuBoBeaeHun», «lludpomas TpaHchopmamus  ymnpaBieHHs
nokyMeHTanuei», «HopmartuBHOe — perynupoBaHHe — yIpaBICHHEM  JIOKyMEHTaIlHei,
«TexHOoJIorn4eckrue OCHOBBI CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa». 3HaHHS, YMEHHUS U
MIPaKTUYECKUE HABBIKU, MTOJIyY€HHBIE B IIPOIECCE U3YUEHUSI NUCHUIUINHBI «APXUBBI [0 JIUYHOMY
COCTaBY», HEOOXOMMBI JIJIsl YCIEIIHOM MOATOTOBKH K FOCY/IapCTBEHHON UTOTOBOM aTTecTaliy, a
TaKKe I TOCIEAYIOIUX ATaloB (OPMUPOBAHMS KOMIETEHIMH  NpPU IPOXOXKIACHUU
MPEIJUIUIOMHON NTPAKTUKH.

3. Ilnmanupyemble pe3yJbTaThl 00yUEeHHUS MO JUCHHUIIUHE

W3ydyeHne MUCHUIUIMHBI HampaBieHO Ha (OPMUPOBAHHE Yy OOYYAIOMIMXCS CIEIYIOIINX
KOMITETEHIIMI ¥ WHIUKATOPOB MX JOCTHKEHUSI.

Kon u NHauKkaTopsbl J0CTHKEHUS KOMIIETeH M i
HAauUMEHOBaHUE 3HaTh YMETH BJaACTh
KOMIETCHIIUH
TK-3. CriocobeH |e pcTopHIo ® BLISIBUTH e podeCcCHOHATILHON
paspabatbiBaTh BO3HUKHOBEHUSA u| cnenuduxy TEPMUHOJIOTUEN B
CHCTEMBI — aHAMUTHKI | pazpyTis (dopmupoBanus chepe opraHuzaLUu
uHpoBOji JIOKYMEHTOB 10 | JOKYMEHTOB no | paboThl apXUBOB
gi;;%ggg;g::m{m JIMYHOMY COCTaBY; JIMYHOMY COCTaBY B | JIOKYMEHTOB o
chep  mesrembmocTH | KJIacCU(DUKAIIIO pasHple  NEPUOABI | JIMYHOMY CVOCTaBy;
OpraHH3aIIH JIOKYMEHTOB [0 | CTaHOBJICHUA ® METOIUKOI
JIMYHOMY COCTaBY; apXUBHOTIO JIEJIa; JKCHEPTU3HI
® HOPMAaTHUBHO- ® BLIABUTH JIOKYMEHTOB 51
MIpaBOBBIE u | crneunpuky oTtbopa ux Ha
JIOKyMeHTHl B c(epe | (popmMupoBaHuUs apXUBHOE XpPaHEHUE;
perynupoBaHus JIOKYMCHTOB 10 | METOJaMH
paboThl ¢ KaAPOBBIMU | JIMYHOMY COCTaBYy B | (hOpMUPOBAHHUS
TOKYMEHTaMU Mo | pasHple  TEPHOMBI |  yYETHBIX
JIMYHOMY COCTaBY, CTaHOBJIEHUS JIOKYMEHTOB;
® TEXHOJIOTHUIO APXUBHOTO ACa, ® METOJIaMU
Oopranusainvu pa6OTLI ® KCIIOJIB30BAaTh B (I)OpMI/IpOBaHI/ISI
C JOKyMEHTaMHM 110 | INPO(ECCHOHAILHON | HAy4HO-CIIPABOYHOIO
JINYHOMY COCTaBY; JIeITENbHOCTH arnrapara K
HOpPMAaTHBHBIE )51




® 0COOEHHOCTH

IPOBEICHUS
AKCTIEPTU3HI

JOKYMEHTOB 1o
JUYHOMY COCTaBy B
ychoBusix 1udpoBoit

Tparchopmarm
JAOKYMCHTHUPOBAHHBIX
chep JeATEIHHOCTH
OpraHu3aIlny,
0COOCHHOCTH
XpaHCHHUA HW  yUuCTa
JIOKYMEHTOB 1o

JUYHOMY COCTaBy B
yCIOBUSAX LU(POBOIA

TpaHchopmauu
JOKYMEHTHPOBAHHBIX
chep IeATETLHOCTH
OpTraHM3aIiH;
0COOCHHOCTH
CO31aHusI MU BEACHUA
CIPaBOYHO-
MIOMCKOBBIX CPEJICTB K
JOKYMEHTaM o

JUYHOMY COCTaBy B
YCIOBUSX IH(PPOBOM
TpaHchopmaIun
JOKYMEHTHPOBaHHBIX
chep JEATETBLHOCTH
OpraHu3aluy,
0COOEHHOCTH
OpraHu3aIuu
UCIIOJIb30BaHUS
JOKYMEHTOB 1o
JUYHOMY COCTaBy B
ycaoBusix 1udpoBoit
TpaHchopmaIuu
JOKYMEHTUPOBaHHBIX
chep ICATEIBHOCTH
OpraHu3aIH;
0COOEHHOCTH
OpraHu3auu
YHUYTOXKCHUS
JTOKYMEHTOB 1o
JUYHOMY COCTaBy B
yCcIoBUAX 1HU(POBOIA
TpaHchopMmaluu
JOKYMEHTHUPOBAHHBIX
chep meATEeNbHOCTH
OpraHu3aIuH;

METOJMUECKHUE
JIOKYMEHTBI
roCyJapCTBEHHBIX
U MYHUIUTATHHBIX
apXUBOB u
apXUBHBIX  CIIYKO
OpraHu3alui;
BBITIOJTHSATH
IKCTIEPTU3Y
JOKYMEHTOB u
oTbopa WX  Ha
apXUBHOE
XpaHeHHe,
BBITIOJTHSATH
paboThI, CBSI3aHHBIE
c y4eTOM u
XpaHEHUEM
JOKYMEHTOB o
JMYHOMY COCTaBY;
dbopmMupoBaTh
HAy4HO-
CIIPaBOYHBIN
anmapar K
JOKyMEHTaM ()
JMYHOMY COCTaBY;
OpraHu30BaTh
UCIIOJIb30BaHUE
JIOKYMEHTOB o
JUYHOMY COCTaBY;
OpraHu30BaTh
IpoLEecchl 0TOOpa U
YHUUYTOXKECHUS
JTIOKYMEHTOB o
JUYHOMY COCTaBY;,
OpraHu30BaTh
XpaHeHue
JTIOKYMEHTOB o
JUYHOMY COCTaBY B
AIEKTPOHHOM
apxuBe;
OCYILECTBIISATh
BBIOOD
MPOrPaMMHOTO
obecrieyeHus
CO3/1aHUs
AIIEKTPOHHOTO
apxuBa Ha OCHOBE
aHanmza
POCCHICKOTO
pPBIHKA

JJIA

JOKYMEHTaM o
JMYHOMY COCTaBY;
METOJaMU
OpraHu3anuu
UCTIOJIb30BAHUS
JOKYMEHTOB 1o
JUYHOMY COCTaBy B
YCIOBUSAX LU(PPOBOI
Tpanchopmanuu
JOKYMEHTHPOBAaHHBIX
chep neATETHHOCTH
OpraHu3alny,
METOJAMU
OpraHu3aIux
MPOIIECCOB O0TOOpa U
YHAYTOXCHHUS
JOKYMEHTOB
JMYHOMY COCTaBY,
MpeJICTaBICHUsIMHU 00
AIIEKTPOHHBIX
apX”WBax IOKyMEHTOB
10 JJTMYHOMY COCTaBY;
METOJaM{  aHalu3a
pPBIHKA AJIEKTPOHHBIX

110

apXUBOB,;
TEXHOJIOTUSIMH
CO3/IaHus "
UCTIOJIb30BAHUS
AIIEKTPOHHOTO apXUB
JOKYMEHTOB 1o
JMYHOMY COCTaBYy Ha
maTdopme «1C:

JoxymeHnToobopoT 8
KOPII».




® STarbl CO3JIaHHS
AIIEKTPOHHOTO
apXuBa;

® IpaBOBBIC HOPMBI B
chepe meATeIbHOCTH
3JIEKTPOHHBIX

AIICKTPOHHBIX
apXUBOB;

e pa3pabarbIBaTh
UHCTPYKLHUIO/
periiaMeHT TSt
paboThl C apXHUBOM

apXHUBOB;
OCHOBHEBIE
HaTPaBIICHUS
COBEPIIICHCTBOBAHUS
ANEKTPOHHBIX
apXUBOB JIOKYMECHTOB
0 INYHOMY COCTaBY,
OTECUECTBEHHOE
IPOTPAMMHOTO
oOecrieueHus TUIS
CO3IaHUS
AJIEKTPOHHOTO
apxuBa,

TEXHOJIOTHIO
CO3IaHUS
AJIEKTPOHHOTO apXHUBa
JOKYMEHTOB 1o
JUYHOMY COCTaBy B
cpele MporpaMMHOrO
MPOJYKTa «1C:
JoxymeHTo000pOoT 8
KOPTI».

JIOKYMEHTOB.

IlepeyeHb 0000IEHHBIX TPYAOBBIX PYHKIUI M TPYAOBBIX (PYHKIMIA, HMEIOIIUX
OTHOLIIEHHE K NPodeccCHOHAIBHOI 1eITeIbHOCTH BHINYCKHUKA

OpraHu3anvin»

IIpodeccuonanbHbie O0001IeHHBIE TPYAOBbIE Tpynosbie pyHKIUM
CTAHIAPTHI GyHkun
07.004 IIpodeccuonanpvHslii | JJokyMeHTalMOHHOE Opranuzanuus
crannapt «Creuuanuct Mo | obecreyeHue YIIPaBJICHUS | JOKYMEHTHUPOBAHMS
YIOPABICHUIO JOKYMEHTAIMEH | OpraHu3anuen YIPABJIEHUECKOU

JACATCIIbHOCTH B OPraHu3alin

4. OO0BeM, CTPYKTYPA M COAePKAHNE JMCIHUIIIHHbI

4.1. O0beM JUCHHUILINHBI

OOmast  TpyAOEMKOCTb
aKaJIeMHUYECKUX YacOB.

JAUCHHUITIIMHBI

cocrasiisier 3

3auetHple  equaune, 108

Jns cTyaeHTOB OYHOM (opMbl OOy4eHHUs NpPeayCMOTpeHO 68 4YacoB KOHTAaKTHOU
(aynuTopHOIt) paboTel ¢ oOyuatomuMucs (34 daca iekuui, 34 yaca — NpakTUUYECKUX 3aHATHiT), 40
4acoB - CaMOCTOSITeNbHOM paboThl oOyuaromuxcs. 20 wacoB (30 %) ayauropHoil paOOThI
MIPOBOJIUTCS B UHTEPAKTUBHBIX (hopMax.

Jis CTyAEeHTOB 3a04HOM (QopMbl 00yueHHs] mpenycMoTpeHo 14 yacoB KOHTaKTHOM
(aynuTopHOI) paboTHI ¢ oOydaromumucs (6 4acoB JieKIui, 8 YacoB — MPAKTHUUECKUX 3aHATHI) U

6




94 wdaca camoctosTenbHOM paboTel. 4 waca (25 %) aymuropHOW pabOTHI MPOBOAUTCS B
MHTEPaKTUBHBIX (popMmax.

[IpakTryeckas MOATOTOBKA MPHU PeaTH3alUU YIeOHOW JUCIUIUIMHBI OPTaHU3yeTCs yTeM
MPOBEACHUSI TPAKTUYECKUX 3aHATUH, MPEeIyCMaTPUBAIOUIMX y4dacTHe OOydJalomuxcs B
BBITIOJIHEHUHN OT/CIBHBIX JJIEMEHTOB palOT, CBSA3aHHBIX C Oynymied mpodeccHoHaTbHON
JEeSITENIbHOCTBIO.

[IpakTdeckass MOATOTOBKA BKIIIOYAET B ceOs OTHENBHBIC 3aHATHS JICKIMOHHOTO THIIA,
KOTOpBIE ITPelyCMaTPUBAIOT Nepeaady yueOoHoi napopmannu 00yqaronmumcst, He0OX0IMMON TS
MOCIIETYIOIIETO BBITIOJIHEHUS padoT, CBA3aHHBIX ¢ Oyymiei npoheccnoOHaIbHON e TeTbHOCTRIO.

4.2. CTpyKTYypa IMCUHMIJIMHBI

Ounas gpopma obyuenus

Buabl yue6Hoii padoThl,
o BKJIIOYasi CAMOCTOSITEJIHY IO
Ne Pasgenbl/Tembl 5 padoTy CTYICHTOB U Wnrepakr.
/i e — s TPYA0eMKOCTh (B 4acax) ¢bopmeI CrPO
3 o0yuenust
NPaKTHYEeCKHe
JEKIUH
3aHATHS
1 2 3 4 5 6 7
1 Pa3zoen 1. ﬂoxymenmbt no JIU4YHOMYy cocmaegy: ucmopuuecKue acneKkmaosl u
HOPMAMUBHO-RPABO6bIE AKN bl
Ucropus
BO3HHUKHOBCHUS n
1.1 3 2 2 2
pPa3BUTHS JIOKyMEHTOB
10 JINYHOMY COCTaBY
JIOKyMeHTBI o o
JIJMYHOM COCTaB B
1.2 Y CooTany 3 4/2* 2 Texus- 4
ITIOCTCOBCTCKHNU
Tepron JAUCKYCCHUA
3aKOHOI[aTeJ'IBHOG u
HOPMATHBHO-
IIpaBOBOC
1.3 | perynupoBaHue 3 2 2 4
paboThl C KaJpOBBIMHU
AOKYMCHTaMHU 10
JINYHOMY COCTaBY

Paszoen 2. Opzanuzayus padomovi ¢ OOKymMeHmamu no Ju4HOMYy COCHAgYy

DKcrnepTu3a EHHOCTH 2*
51 | MOKYMEHTOB 1o 3 4 4% JlenoBas 4
JTUYHOMY COCTaBY CUTYallMOH
Hasl urpa
ITonroroska 2*
OKYMEHTOB 1o eaoBas
2. | MOKIM 3 2 202 A 4
JTUYHOMY COCTaBy K CUTYaIllMOH
c/laye B apXuB Has
2*
XpaHeHue M yder Jlexuus-
2.3 | JOKYMEHTOB o 3 4/2* 4/2* JHUCKYyCCUS 4
JUYHOMY COCTaBY 2%
Jlenopas




CUTYallMOH

Has

2*
Coznanue M BeJEHHE Jlexuus-
CIIPaBOYHO- JUCKYCCHS

2.4 | IOUCKOBBIX CPEICTB K 3 4/2* 4/2* 2* 4
JIOKYMEHTam o Henoas
JIUYHOMY COCTaBY CUTYyaIlMnoH

Has
Opranuzanus
WCTIOJIb30BAHUS o
JTIOKYMEHTOB
eyoBast

2.5 | 10 TMYHOMY COCTaBy 3 2 2/2* C§T ALHOH 4
B FOCYJapCTBEHHBIX }fllas[

Y MYHUITUTIAJTBHBIX
apXuBax
[Topsimox 2*

5 | YHWITONKEHHA 3 5 0% Henosas 9
JTIOKYMEHTOB 1o CUTYaIlMnoH
JUYHOMY COCTaBY Has

3. Pazoen 3. Inekmponnvie apxuevt 0OKyMEeHmMo8 no JUUHOMY COCIABY

3.1 | DneKkTpOHHbIE apXUBBI 3 2 2 2
Poccutickuii BIHOK

3.2 P 3 2 2 2
AIIEKTPOHHBIX aPXHUBOB
Co3nanue
AJIEKTPOHHOTO apXHBa o
JOKYMEHTOB 1o

eyoBast

3.3 | IMYHOMY COCTaBy Ha 3 4 6/2* ch ALHOH 4
wiatopme «1C: iaﬂ
Jlokymentoobopotr 8
KOPII»

Bcero vacos B
UHTEPAKTUBHOMN 6 14
hopwme:
Hroro 34 34 40
3aounas popma obyuenus
Buasi yueoHo# padoThI,
=y BKJIIOYasi CAMOCTOATEJIbHYIO
Ne Pasie/bl/TeMbl % paGoTy CTyAEHTOB U Hurepakr. c
o/n AMCIUILTHHDI = TPYAOEMKOCTH (B 4acax) bopmbi PO
(@) o0yueHust
NpaKTH4YeCKue
JeKIHH
3aHATHA
1 2 3 4 5 6 7
1 Pazoen 1. /[oKkymenmul no 1uuHoMy COCMAagy: UCMOPUYECKUEe ACNEeKmbl U

HOpmMamu6HO-npasoevble aKmbl




Hcropus
BO3HUKHOBEHUS "

11 pa3BUTHS JOKYMEHTOB 3
10 JINYHOMY COCTaBY
JIOKyMEHTBI o 1*
1. | WHOMY cocTaBy Bl 4 1/1* 2 Texuus-
MMOCTCOBETCKHI -
TepuoJa
3aKkoHOJATEeNbHOE U
HOPMaTUBHO-
MPaBoOBOE
1.3 | perynupoBaHue 3 1
paboThl C KaJpOBBIMU
JTOKyMEHTaMu 1o
JUYHOMY COCTaBY
2. Pa3zoen 2. Opzanuzayus padomol ¢ 0OKyMeHmMamu no JUYHOMY COCHABY
DKcrnepTr3a [EHHOCTH
2.1 | IOKYMEHTOB o 3 1 2
JUYHOMY COCTaBY
IToaroroBka
5o | AOKYMEHTOB 1o 3
JUYHOMY COCTaBy K
c/aye B apXuB
XpaHeHue MW y4er
2.3 | TOKYMEHTOB o 3 1 2
JIUYHOMY COCTaBY
Co3maHue W BeICHUE
CIIPaBOYHO- 1*
2.4 | IOMCKOBBIX CPEICTB K 3 1/1* Jleknus-
JOKyMEHTaM 1o JUCKYCCHSI
JIUYHOMY COCTaBY
Opranuzanus
UCIIOJIb30BaHUS
JOKYMEHTOB
2.5 | 110 JMYHOMY COCTaBy 3
B FOCYJIapCTBEHHBIX
U MYHUIIUTIATBHBIX
apxXuBax
ITopsimox
o | YHHUTOKEHUA 3
JTOKYMEHTOB 1o
JUYHOMY COCTaBY
3. Pazoen 3. Inekmpounvie apxuevt OOKYMEHmMOE N0 TUYHOMY COCHLABY
3.1 | DIeKTpOHHbIE APXUBbI 3
39 Poccuiickuii  peIHOK 3

JJIEKTPOHHBIX aPXUBOB




Coznanue
JIEKTPOHHOTO apXHBa %
JOKYMEHTOB (o)
3.3 | IMYHOMY COCTaBy Ha 3 1 2/2* Henosas 8
CUTYalluOH
wiaropme «1C
Joxymentoobopor 8 Has
KOPIT»
Bcero yacos B
MHTEPAKTUBHOU 2 2
dopme:
Hroro 6 8 94
4.3. ConepxxaHue TUCUMILTUHBI
Buanl oneHOYHBIX
cpeacTs; GopMbl
Ne CoaepxaHue IMCUMIINHBI PesyasTaTs! ofyucrms TEKYILIEero
n/n (Pazneanl. Tembr) KOHTPOJIS,
MPOMEKYTOYHOM
arTecTalnuu
Pazoen 1. /[oKkymenmol no 1uuHOMy COCMABY: UCMOPUYECKUE ACREKMbL U
HOpMAmMuUGHO-NPAGOEble AKMbl
Tema 1.1 Hcemopusa | @opmupyemovie KomnemeHyuu: IIpoBepka
603Huknosenus u pazeumusn | o[IK-3. CnocoOeH pa3zpabaTsiBaTh | PE3YIbTaTOB
OOKYMEeHmo6é no  JIUYHOMY CHCTEMBl AHAJIMTUKK HHUQPOBOH | MPAKTHYECKUX
cocmaey TpaHchopMayu 3aJJaHHAH; YCTHBIN
OcHoBHbIE HNOHATHSA | JOKYMEHTHPOBAaHHBIX cep | OMPOC; TECTOBLIM
JUCUUIUIMHBL [IpoMCXOoXAeHue |  aesTeabHOCTH OpraHU3aIliu. KOHTPOJIb
u  cosganue  (QOPMYISpHBIX | B pe3yinbTaTe U3ydeHHs TEMbI
CIIMCKOB. DOpPMHUPOBAHUE | CTYAEHT JOJIKCH:
smuHoro aeiia unHoBHuka B XIX | zuame:
— Havane XX Bexka. McTopus | eucroputo  BOZHMKHOBEHHS U
(bopmupoBanus HOKYMCHTOB pa3BUTUSL JOKYMEHTOB o
11 10 JMYHOMY COCTaBy IIOCJE JUYHOMY COCTaBY (HK-3),
1917 ropa. CraHOBICHHE CETH | ymemp:
FOCYJApCTBEHHBIX  XPAaHWIULI | e BLISIBUTE crienupuKy
CTpaHBl, COOHMpAOIIHX dbopMUpOBaHUS JTOKYMEHTOB IO
AOKYMCHTBI JIATHOT'O JUYHOMY COCTaBy B pas3HbIe
HPOHUCXOKACHHA. Hctopus IIEPUOIbI CTaHOBJICHUS
(bOpMHPOBavHH’I JUYHBIX 1€ apxusHoro jena (TTK-3);
B COBETCKUI MEPUOI. enadens:
e IpoeccruoHaIbHOM
TEPMHUHOJIOTHEH B chepe
OpraHuzanui paboOThl apXUBOB
JOKYMEHTOB 1o JUYHOMY
cocrany (TTK-3).
Tema 1.2. Jlokymenmovr no | @opmupyemsvie KOMnemeHyuu: IIpoBepka
1o | uumnoMy cocmagy 6 | o]IK-3. CrocobeH pa3pabarbiBaTh | PE3yJIbTaTOB
nocmcoeemckuil nepuoo CUCTEMBbl aHATUTUKH IHU(POBOM | MPAKTHIECKHX
Peoprannszanus apXUBHOTO Tparchopmam 3aJlaHUM; YCTHBIN
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X034UCTBA B Poccuiickoit

JOKYMEHTHPOBAaHHBIX cdep

OIIPOC; TECTOBBIN

1.3.

@enepaui B IOCTCOBETCKUU JESITeIbHOCTH OpraHU3allUU. KOHTPOJIb
MEPUO/I. Mecto apxuBoB | B pesynbraTe u3yyeHUsi TEMbI
JOKYMEHTOB IO  JIMYHOMY | CTYIEHT JOJIKEH:
COCTaBYy B CUCTEME | 3HaMb:
roCcyJapCTBCHHOI'O YIIPABJIICHUS. | ® HICTOPHIO BO3HHUKHOBECHUSA u
Krnaccudukamuss  TOKyMEHTOB pasBuUTHUS JIOKYMEHTOB o
10 JINYHOMY cOCTaBy. JIM4HbIE muaHomy cocraBy (I1K-3);
Aena pabOTHHUKOB | e kyaccHPHUKAINIO JOKYMEHTOB TI0
roCy1apCTBCHHBIX auaHoMy coctaBy (OITK-3);
yapexaeHnid. JludHble gena | puems:
FoCyAapCTBEHHBIX H | e BBIIBUTH cenupuKy
MYHHIIMIIAJIBHBEIX CIIyJKaIlNX. (dbopMUpOBaHUST TOKYMEHTOB IO

JUYHOMY COCTaBy B pa3HbIC

MePUOIbI CTAHOBJICHHS

apxuBHoro jaena (ITK-3);

énademy:
e NpodecCHOHANTBHON

TEPMHUHOJIOTUEH B chepe

opraHuzanuu paboThl apXHUBOB

JIOKYMEHTOB o JTUIHOMY

coctaBy (TTIK-3).
Tema 1.3. 3akonooamenvrnoe u | Dopmupyemovle KOMnemeHYUU: IIpoBepka
HOpMAmMueHO-nPaBosoe ¢ [IK-3. Cnocoben pa3pabarbiBaTh | PE3YJIbTaTOB
pecynupoeanue pabomst ¢ CUCTEMbl aHAIUTUKU LHU(POBOH | MPAKTHICCKUX

Kaopoevimu OOKyMeHmamu no
JUYHOMY COCMAgy
3akoHOJATENIbHbIE  AKThl B

pabote c KaJIpOBBIMU
JOKYMEHTaMH. OcHoBHbIE
MOJIOKEHUS denepanbHOTO

3aKkoHa OT 22 okTs0pst 2004 roa
Ne 125-D3 «O06 apxuBHOM Jieje
B Poccuiickori ®enepanun» B

oOnactu OpraHu3anuu
JESITEIILHOCTH apXuBOB
JOKYMEHTOB 1O  JIMYHOMY
COCTaBy. VYka3el u
pacrnopspDKeHHsl TNpe3HJIeHTa WU
[IpaBUTEILCTBA PO.
HopmaTtuBHBIE NpaBOBBIE aKThI
benepanbHbIX OpraHoB
HCIIOJIHUTENbHOU BJIACTH.

HopmaTuBHBIE 1 METOAMYECKHE
JOKYMEHTBl TOCyJapCTBEHHBIX
U MYHHMLHUIAIBHBIX apXUBOB H
apXMBHBIX CIIY’KO OpraHu3aIuii.
HopmaTuBHOE perynaupoBaHue
CO3/IaHUSI W  HCIOJB30BAHHUS
AIIEKTPOHHBIX apXHBOB.
YHauduuupoBaHHbIE bopmbI
JOKYMEHTOB ~ I0  JIMYHOMY

TpaHchopmanun
JIOKYMEHTHPOBAHHBIX chep
JeSITeIbHOCTH OPTaHU3aIlH.
B pesynprarte M3ydeHHS TEMBI
CTY/ICHT JIOJDKEH:

3HaAMb:
® HOPMATHBHO-TIPABOBbBIE u
JIOKYMEHTBI B chepe

perynupoBaHus ~ pabOTHI c
Ka/IpOBBIMH ~ JOKYMEHTaMH IO
auyHoMy coctay (ITK-3);

ymembw:

® 1ICTI0JIb30BAaTh B
npodeccuoHanbHOM
JESATEIbHOCTH HOPMAaTHBHBIE U
METOINYECKUE JIOKYMEHTBI
rOCY/IapCTBEHHBIX u

MYHUIUNAIbHBIX ~ apXUBOB U
apXMBHBIX CIYyX0 OpraHuzanuii

(TIK-3);

enademy:

e ipoeccoHaIbHOM
TEPMHUHOJIOTHEH B chepe
OpraHu3aiui  paboOThl APXUBOB
JTOKYMEHTOB 1o JTUYHOMY

cocrany (I1K-3).

3aJlaHUM; YCTHBIN
OIpPOC; TECTOBBII
KOHTPOJIb
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COCTaBY.

2. Pazoen 2. Opzanuzayus pabomel ¢ 0OKyMeHmMamu no TUYHOMY COCHLABY
Tema 2.1 Ikcnepmusza | Dopmupyemovie KoOmMnemeHyuu: [IpoBepka
uennocmu  0okymenmos no | eIIK-3. CrnocoOeHn pazpabarsiBaTh | PE3YJIbTaTOB
JAUYHOMY COCMAgy CHCTEMbI aHAINTHKHA IH(POBOM | MPAKTUYECKUX
Ponb, cocraB, ¢yHkouu, u | Tpanchopmanuu 3aJJaHHUH; YCTHBIN
opraHnu3anusa pa6OTLI JOKYMCHTHPOBAHHBIX c(bep OIIPOC; TECTOBBIN
9KCIIEPTHO-TTPOBEPOYHBIX JeSITCIBHOCTH OPTaHU3aIHH. KOHTPOJIb
KOMMCCHI. Opranmsaunus | B pesynbrare M3y4eHUs TEMBbI
OKCHEPTU3bl  JOKYMEHTOB U | CTYAEHT JOJDKEH:
orbopa HMX Ha apXUBHOE | 3uamb:

XpaHCHHUC. MeTroarKa |e TeXHOIOTHIO OpraHu3aIyu padoThl
POBEACHUA OKCTICPTU3BL | ¢ JOKYMEHTaMH MO JIMYHOMY
JIOKYMEHTOB ~ TI0  JIMYHOMY | cocray (ITK-3);
COCTaBy. IIpaBoBas 1 le 0coOeHHOCTH IIPOBEIACHUS
HOPMAaTHUBHO METOMUIECKAA | skcriepTU3BI JOKYMEHTOB  TIO
6asa  orbopa  NOKYyMEHTOB JUYHOMY COCTaBy B YCJOBHSX
YUPSXKICHHH  HA  apXUBHOC | pudpoBoii TpaHchopmanuu
XpaHCHHC. Pomb | noxymentupoanmbix cdep
KTacCH(HUKATOPOB JOKYMEHTOB | nesrenpHocTH oprammsammn (ITK-
pq | M~ HOMEHKMATYp  sel B | 3);
ONPE/CNCHUH  HAYIHOH W | yyemp:
TPAKTHHYECKOH HCHHOCTH | ¢ Lm0 IHATE DKCIEPTU3Y
AOKYMCHTOB Ha  CTajMl | nokymeHTOB M O0TOOpa HX Ha
AOKYMCHTallMOHHOTO apxusHoe xpanenue (ITK-3);
obecnieueHus YOPABICHUS. | gradems:
[pumepnbie HCPCIHN | ¢ NeTo MUKOM SKCIEPTU3BI
JIOKyMEHTOB, OJNIEKAIIMX M HE | noKkyMEeHTOB M OTOOpa HMX Ha
TOJUICHKAIMX XPAHEHHIO, M UX | anyyphoe xpanenne (ITK-3);
3HaYEHUE B NPOBEJICHHH |4 11p0 hecCHOHATBHOI
OKCHEPTH3bl  JIOKYMEHTOB B | repmunonorueii B cdepe
YIPCKIACHUAX. Kpurepun | oprappsanmm  paGotst  apxuBos
OKCHCPTU3BL  IOKYMEHTOB  TI0 | 1oKyMEHTOB 110 JIMYHOMY COCTAaBY
JTUYHOMY cocTaBy. | ([IK-3).
OcobenHoctu MIPOBEJICHUS
OKCHEPTU3Bl  JTOKYyMEHTOB IO
JTUYHOMY COCTaBy B YCJIOBHSX
nudposoi TpaHnchopmauu
JOKYMEHTUPOBAHHBIX chep
JeSITeIbHOCTH OpraHu3aIiu.
Tema 2.2. Xpanenue u yuem | @opmupyemvie KOMnemeHyuu: IIpoBepka
O0oKkymenmoeé no  auunomy | oIIK-3. CrocobeH pa3pabaThiBaTh | PE3YIbTATOB
cocmasy CUCTEMBbl aHAIUTUKH IHU(PPOBOM | MPAKTHICCKHUX
XpaHeHue  JOKYMEHTOB IO Tpanchopmaru 3aJlaHUM; YCTHBIN
JTUIHOMY COCTaBy. VYyer JIOKYMEHTHPOBAHHBIX chep | OIpoC; TECTOBBIH

29 AOKYMCHTOB o JIMYHOMY JACATEIbHOCTH OpraHu3aluH. KOHTPOJIb
cocraBy. CocraB u Qopmbl | B pesynbTaTe U3yuyeHUs TEMBbI
OCHOBHBIX M BCIHOMOTaTENbHBIX | CTYAECHT JOJUKEH:

YUETHBIX JNOKYMEHTOB. | 3namp:

Oco0OeHHOCTH  XpaHEHUS U | e TeXHOJIOIHIO OpraHu3aIu
yu€Ta AOKYMCHTOB IIO JUYHOMY pa6OTI>I C JOKyYMEHTaMH IIO
COCTaBY B YCIIOBUAX IU(MPOBOI auaHomy cocrtaBy (I1K-3);
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TpaHchopmauu
JOKYMEHTUPOBAHHBIX cdep
JEeATeITbHOCTH OpraHU3aIUH.

© 0COOCHHOCTH XpaHEHUs M ydeTa
JAOKYMCHTOB 110 JIMYHOMY
COCTaBy B YCIIOBUSIX LH(POBOI
TpaHchopmaIyu

JOKYMEHTHPOBAaHHBIX cdep
nesitenbHOCTH opranu3zanuu (11K-
3);

ymemp:

® BBINIOJIHSTH paOOThI, CBSI3aHHBIE C
y4eToOM U XpaHEHHUEM
JIOKYMEHTOB 1o JTUYHOMY
cocragy (TTK-3);

enaoemo:

® METOJIaMH (dhopMupoBaHUs

y4deTHbIX JokymeHTOB (I1K-3);
e Npo¢ecCHOHANbHON

TEPMHUHOJIOTHUEH B chepe
opraHuzanuu paboThl apXHUBOB
JOKYMEHTOB 110 JIMYHOMY

coctaBy (ITK-3).

2.3

Tema 2.3. Co3z0anue u sedenue
CHPABOYHO-NOUCKOBBIX
cpeocme K OOKyMeHmam no
JUYHOMY COCMAgy

ApXUBHbBIE  CIIPAaBOYHUKH B

roCy/IapCTBEHHOM,
MYHHIIUITAIEHOM apxuBe:
apXUBHBIH MIyTE€BOAUTEIb,

MCKAPXUBHBIC CIIPABOYHUKH 110
MECTaM XpaHCHHUA JOKYMCHTOB

110 JIMIYHOMY COCTaBy,
apXPIBHBIfI KartalJior,
JOITOJIHUTCIIbHBIC

CIIpaBOYHUKH. OcobenHocT
CO3aHuA n BCIACHUA

CIPABOYHO-TIOUCKOBBIX CPEJICTB
K JIOKyMEHTaM [0 JIHYHOMY
COCTaBy B YCIIOBUSIX LU(POBOH
TpaHchopMaIuu
JTOKYMEHTHUPOBAHHBIX chep
JeSITeNbHOCTH OpraHu3aIiu.

Dopmupyemovle KomMnemenyuu:

o [IK-3. CnocoGen pa3zpabaTsiBaTh
CHCTEMBI aHAIUTHKU IH(POBOI
TpaHnchopmanum
JIOKYMEHTHPOBAHHBIX chep
JeSITeTbHOCTH OPTaHU3aINH.

B pesymbraTe WU3y4eHHS TEMBI

CTY/ICHT JIOJDKEH:

3HaAMb:

® TEXHOJIOTHIO OpraHu3aIyu
paboTBl ¢ JOKYMEHTaMH IIO
anaHomy cocraBy (ITK-3);

® 0COOCHHOCTH CO3JIaHHS "
BEJICHUSI CIPaBOYHO-TIOMCKOBBIX
CpeACTB K JOKYMEHTaM IO
JUYHOMY COCTaBY B YCIOBHSIX
udpoBoit TpaHchopMaIn
JOKYMEHTUPOBaHHBIX chep

nesteapHocTH opranmu3aruu (11K-
3);

ymemp:
¢ hopmupoBaTh Hay4YHO-
CIPaBOYHBIN anmapar K

JOKyMEHTaM  TI0  JIHYHOMY
coctaBy (TTK-3);

enadems.

e METOJaMHU (dhopmMHUpoBaHUs
HAYYHO-CIIPABOYHOTO ammapara K
JOKYMEHTaM  TI0  JINYHOMY
cocrany (I1K-3);

e npoeccroHaIbHOM

IIpoBepka
pEe3yIIbTaTOB
MIPaKTUYECKUX
3aJlaHUM; YCTHBIN
OIpPOC; TECTOBBII
KOHTPOJIb
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TEPMHUHOJIOTHEH B chepe
OpraHu3anuu paboOThl apPXUBOB
JOKYMCHTOB 110 JIMYHOMY
cocrany (ITK-3).

Tema 2.4. Opzanuzayus | ¢I1K-3. Cnocoben paspabaTbiBaTh ITpoBepka
UCNOIb308AHUA  OOKYMEHM 08 CUCTEMBl aHAJIWTHUKH IM(PPOBOHA | PE3YILTATOB
no 1UYHOMY cocmagy Tparchopmaum MPAKTUIECKUX
Hcnonb3oBanue apXMBHBIX | JIOKyMEHTHPOBAHHBIX chep | 3a1aHUM; YCTHBIN
JOKYMEHTOB: TIOHATUE, LI U | JIeATeIbHOCTH OPTaHU3ALMH. OIPOC; TECTOBBIH
(hopMmEL. Anaym3 | B pesynbrare W3yd4eHHS TEMbl KOHTPOJIb
HCIIOJIb30BAHUA APXMBHBIX | CTYICHT HOJIKCH:
JOKYMEHTOB MO  JIMYHOMY | 3Hamb:
coctaBy. Opranuzanus 10CTya | e TeXHOJIOIHIO OpraHu3alu
K JTOKyMCHTaM IO JHUIHOMY paboTel € JOKyMEHTaMH  IIO
COCTaBy. Opranuzanus mmunoMy cocray (ITK-3);
WCTIOJIb30BAHUS TJOKYMEHTOB 110 | e 0cOGEHHOCTH OpraHu3aLUH
JTuaHOMY cocTaBy. McrnonHenue WCIIOJIb30BAHUS JIOKYMEHTOB IO
3anpocos conuaibHO- JUYHOMY COCTaBy B YCIOBHSX
IIPaBOBOTO Xapakrepa. upoBoit TpanchopMamn
Hcnonp3oBaHne TOKyMEHTOB I10 JOKYMEHTHPOBAHHBIX chep
JHYHOMY COCTaBy B HAy4HBIX, nesitenbHOoCTH opranu3zanuu (I1K-
2.4 | MCTODUKO-KYIBTYPHBIX M MHBIX |  3):
LeJIsX. Opranuzanus ymemp:
UCIIOJIb30BAHUA IOKYMCHTOB TI0 | ¢ opranm3oBarh  UCIOJIB30BAHUE
JIMYHOMY COCTaBY B YCHOBHAX |  nokyMeHTOB o JIMYHOMY
uudposoi TpaHCQOpPMALMK | cocrapy (ITK-3);
JIOKYMEHTHPOBAHHBIX chep | gravems:
NesITeIbHOCTH OpraHu3aluu. * MCTOLAMH OpraHu3auu
UCIIOJIb30BAaHUSl JIOKYMEHTOB IIO
JUYHOMY COCTaBy B YCIOBHUSX
nudposoit TpaHchopmMaIn
JTIOKYMEHTHUPOBAHHBIX cdep
nesitepHocTH opranm3aruu (11K-
3);
e npodeccHOHANBHON
TEPMHUHOJIOTHEH B chepe
opraHuzanui paboThl apXHUBOB
JTOKYMEHTOB 1o JTUYHOMY
coctaBy (ITK-3).
Tema 2.5. ITopsaook | oI1K-3. Crocoben paspabateiBate | lIpoBepka
VHUYUmMO)ICEHUAA  OOKYMEHMO8 CUCTEMBl aHAJIUTUKH IMQPPOBOH | PE3yIbTATOB
no 1uuHOMYy cocmagy Tpanchopmaru MPAKTUYECKUX
Ot6op JOKYMEHTOB N0 | JOKYMEHTHPOBAHHBIX cep | 3amaHMi; YCTHBIH
JTUYHOMY COCTaBy, KOTOpBIE JESATEIBHOCTH OPraHu3aluu. OIPOC; TECTOBBIN
o5 | YHHITOKAIOT MO  HCTEHCHHH B pe3ynbrare wusydeHus TeMbl KOHTpPOJIb
) CPOKOB XpaHCHUA, U | CTYOCHT JOJIKEH:
JOKYMEHTOB CO CICUUATBHBIMU | 3HAmMD:
YCJIOBHUAMU HUX | e TEXHOJIOTHIO Opra"u3aluu
YHHUYTOXKCHUA. IIpasuna paboThl C JOKyMEHTaMH IIO
pacdy€ToB CPOKOB  XpaHCHUSA JIMYHOMY COCTaBY (HK-B),
AOKYMCHTOB. Cocras 1 | e0co0eHHOCTH OpraHu3anuu
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byHKIIN 9KCIEPTHOMN

Komuccuu.  JIOKyMEHTBI €O
CIICIUATbHBIMUA YCIOBHSIMHU HX
yHUUTOXKEeHUs.  OpraHu3zanus
nporecca YHUUTOXCHUS
JTIOKYMEHTOB. Cnoco0On1
YHUYTOKCHHUS JOKYMEHTOB.
[IpaBuna opopmiieHus akta 00
YHUYTOKCHUU JOKYMEHTOB.
Ocob6ennoctu OpraHu3aIuu

YHUUTOXXEHUSI JTOKYMEHTOB I10
JUYHOMY COCTaBy B YCJIOBHSX
uudpoBoit TpaHcpopMaIuu
JOKYMEHTUPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu.

YHUYTOXKEHHUS JOKYMEHTOB TIO
JUYHOMY COCTaBY B YCIOBHSX
udpoBoi Tparcopmarmu
JOKYMEHTHPOBAaHHBIX cdep
nesitenbHoCTH opranu3zanuu (I1K-
3);

ymemp:

® OpPraHM30BaTh IMPOIECCHl 0TOOPA
U YHHUUYTOXEHHS JJOKYMEHTOB IO
muaHomy cocrtaBy (I1K-3);

enaoemo:

® METOITaMH OpraHu3aIu
MIPOIIECCOB oTOopa u
YHUYTOXKEHHUS JOKYMEHTOB TIO
muaHomy coctaBy (ITK-3);

e npoeccroHanbHOM
TEPMHUHOJIOTHUEH B chepe
opraHuzanuu paboThl apXHUBOB
JOKYMEHTOB 110 JIMYHOMY

coctaBy (ITK-3).

Pazoen 3. Inekmponnuvie

apxueslt 00Kymeum06 noO J1U4YHOMY cocmaesy

3.1

Tema 3.1.
apxueul

DNEeKTPOHHBIN apXuB: (QYHKIIUH,
MPEUMYIIECTBa, OCOOCHHOCTH.
Bunpl 51eKTpOHHBIX apXHUBOB.

OTansl CO3aaHHA DJICKTPOHHOI'O

Inexmponnuvie

apxuBa. Opranuzanus
XpaHEHUs AIIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB
apxuBHoro ¢ouma PD wu

OJICKTPOHHBIX JOKYMCHTOB IIO
JJUYHOMY COCTaBy B apXHBEC

OpraHu3aIuy. OcHOBHBIE
apXUBHbBIC TEXHOJIOTHHU
XpaHCHHS ANEKTPOHHBIX
JIOKYMEHTOB. [Topsimox
TIPUHSATHS ANIEKTPOHHBIX
JOKYMEHTOB MO  JIHYHOMY

COCTaBy B apXWuB. HpaBOBHe
HOPMBI B C(bepe JACATCIIBHOCTHU
QJICKTPOHHBIX apXHUBOB.

Dopmupyemovle KomMnemenyuu:

¢ [IK-3. CnocoGen pa3zpabaThiBaTh
CHCTEMBI AHAIUTUKU IH(PPOBOI
TpaHchopmanun
JOKYMEHTHPOBaHHBIX
JeSITeITbHOCTH OPTaHU3aINH.

B pesynprarte M3ydeHHS TEMBI

CTY/ICHT JIOJDKEH:

3HaAM®b:

®dTanbl CO3JAHHS DIIEKTPOHHOTO
apxuBa (ITK-3);

cdep

eIpaBOBbIC HOPMBI B  cdepe
JeATEIbHOCTH SIIEKTPOHHBIX
apxuBoB (ITK-3);

® OCHOBHbBIE HarpaBJICHUS
COBEPIICHCTBOBAHHUS
JIIEKTPOHHBIX apX1BOB
JOKYMEHTOB o JTMYHOMY
coctaBy (TTK-3);

ymemo:

® OpraHM30BaTh XpaHeHHe
JOKYMEHTOB o JTHYHOMY
COCTaBY B 3JEKTPOHHOM apXHBE
(TIK-3);

e1ademo.

e IIPE/ICTABICHUSIMHU 00
SIIEKTPOHHBIX apXxuBax
JOKYMEHTOB o JTMYHOMY

cocrany (TTK-3).

IIpoBepka
pE3yJIbTATOB
MPaKTUYECKUX
3aJlaHUM; YCTHBIN
OIpOC; TECTOBBIN
KOHTPOJIb
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Tema 3.2. Poccuiickuili pblHOK
I1eEKMPOHHBIX APXUBOE

ApxuBHas oTpaciib Kak OJHa U3
BAKHEUIINX COCTaBJIAIOLIUX

Dopmupyembvle KomnemeHuyuu:

¢ [IK-3. Cnocoben pa3pabaTbIBaTh
CHCTEMBl AHAIUTHKU IH(PPOBOI
TpaHchopmaIyu

IIpoBepka
pe3yabTaTOB
IIPAaKTUYECKUX
3alaHAN; yCTHBIN

nponecca M (pPOBU3ALHN. JOKYMCHTHPOBAHHBIX cdep | ompoc; TECTOBBIN
XapakTepucTuka JESITEIbHOCTH OpraHu3aluu. KOHTPOJIb
OTCYCCTBCHHOI'O IIPOrpaMMHOTO | B pe3yiapTaTe U3yYECHUS TEMBI
obecriedeHus JUIi  CO3JAHUS | CTYIEHT JOJDKEH:
AJICKTPOHHOT'O apXuBa. | 3HaAmMb.
CpaBHenune MHTEPDEHCOB U | o OTEUECTBEHHOE IPOTrPAMMHOTO
(GyHKIMOHATBHBIX obecriedeHust IS CO3JaHMA
3.2 | Bo3mosKHOCTEIT 11O XpPaHEHUIO U anektponHoro apxusa (ITK-3);
HUCITOJIB30BAHUIO APXHUBHBIX ymenmon:
AOKYMCHTOB ~ IIO  JIMYHOMY | e oCyIIECTBIISATH BBIOOD
COCTaBy. IIPOrPaMMHOTO OOecTIeUeHUs JUIst
CO3JaHMsI AJIEKTPOHHOIO apXuBa
Ha OCHOBE aHAJIM3a POCCHICKOTrO
phIHKAa OJEKTPOHHBIX apPXHWBOB
(TIK-3);
enaoemo:
e METOJIAMH  aHallU3a  pBIHKA
anekTpoHHbIX apxuBoB (I1K-3).
Tema 3.3. Cozoanue u | @opmupyemvie KOmMnemeHyuu: IIpoBepka
ucnonvzosanue rnekmponnozo | ¢I1K-3. Crnocoben pa3zpabaTeiBaTh | PE3yJIbTaTOB
apxuea O0OKYMEHMmM 06 no CHCTEMBbl AHAIUTUKU LM(POBOH | MPAKTHYCCKUX
JAUYHOMY cocmagy Ha TpaHchopmalu 3alaHUN; YCTHBIN
naameopme «1C: JOKYMEHTHPOBAaHHBIX cep | OmpOC; TECTOBBIN
oxymenmoooopom 8 KOPII» JIEATEIIbHOCTH OPTraHU3alNH. KOHTPOJIb
Knaccudukanus BUJIOB | B pesynbTaTe W3y4eHUs TEMBbI
JOKYMEHTOB B apXMBE. | CTYIEHT JOJDKCH:
Crpykrypa arnokK VIS | 3HaGmb.
HAOKYMCHTOB. Homenknarypa | etexHosoruso CO3JaHUuA
A€, pas3ncibl, naeja, ToMa 3JICKTPOHHOI'O apxuBa
XpaHCHUA. HpaBa A0CTyIla K JOKYMCHTOB i (e} JIMYHOMY
apXMBHBIM JOKyMeHTaM. Ilouck COCTaBy B Cpel€ IPOrPaMMHOIO
3.3 | JOKYMEHTOB B 3JIEKTPOHHOM POIyKTa «1C:
apXUBC JTOKYMCHTOB: B CIIMCKaX, Hoxymentoobopor 8 KOPII»
00 3aJa”HHBIM  I[apaMeTpam, (HK-3);
TIOJIHOTEKCTOBBIA.  Pe3epBHOC | pmems:
KOITHPOBaHHC AAHHBIX. | e pa3zpabaThIBaTh UHCTPYKIHIO/
Ob6ecnieueHre 6€30MaCHOCTH. permaMentT s paboTel ¢
apxuBoM fqokymentoB (ITK-3);
énadems:
e TEXHOJIOTUSIMH  CO3JaHUS U
UCIIOJb30BAHUS  AJIEKTPOHHOIO
apXuB JOKYMEHTOB MO JINYHOMY
coctaBy Ha miatgopme «1C:
Hoxymentoobopor 8 KOPII»
(TTIK-3).
IIpomexxyrouHas

arrecranus — 3a4cT
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5. Oopa3oBaresibHbIe U MHPOPMALTMOHHO-KOMMYHHKAIIUOHHbIE TEXHOJIOTHHI
5.1. O6pa3oBaTe/ibHbIE TEXHOJIOTUH

B xoxme oOyueHHMs HCIONB3YIOTCA TPaaUIMOHHBIE OO0pa3oBaTelIbHbIE TEXHOJIOTHUH,
BKJTIOYAIOIME AyJUTOPHBIC 3aHATHS B (opMe JEeKIMHd M TMPAKTHYECKHX 3aHATHH, a TaKKe
Pa3BUBAIOIINE TEXHOJIOTHH: TPOOJIEMHOE M3JI0KEHHE JIEKIIMOHHOTO MaTepraa, JUCKyCCHH.

OcBoeHune yueOHOTO MaTepraia COpOBOKIAETCS MHTEPAKTUBHBIME (popMamu 00ydeHHS:
JMCKYCCHH, JAETOBBIC UTPHI.

Jlonst ayAMTOPHBIX 3aHATHH, NPOBOAMMBIX B HMHTEPAKTUBHBIX (QopMax oOydeHus,
cocrasisieT 30% mnpu ouHoil Gopme oOyueHus u 25% npu 3aouHoi (opMe 0OydeHus, 4YTO
cootBercTByeT TpeboBanusm @OI'OC BO mno HampaBieHnto moarotoBku — 46.04.02
«Jl0OKyMEHTOBEICHUE U apXHUBOBEICHHUE.

CaMOKOHTpOJIb 3HAHHWH CTYACHTOB OCYIIECTBIIIETCSI C MOMOIIBIO TEXHOJIOTHH TPOBEPKH
YPOBHSI OBIIQJICHUS] y4eOHBIM MaTEpHAJOM C HCIOJH30BAHWEM KOHTPOJBHBIX BOIPOCOB M
TECTOBBIX 3aJaHU.

Jist IMarHOCTHKYM KOMITETEHIINH TPUMEHSIOTCS CIEAYIoNe (GOpMBI KOHTPOJIS: YCTHBIN
OTIPOC, OIIEHKA PE3YTHTATOB BHITIOJTHEHHUS IPAKTUICCKUX 3aJ]aHNH, TECTUPOBAHHE.

5.2. Un¢popManmoOHHO-KOMMYHHUKANIMOHHbIE TEXHOJIOTHH

[Ipn  opranuzanum  y4eOHOTO  mpollecca IIMPOKO  HCIOJIb3YeTCSl  COueTaHUe
00pa3oBaTeNbHBIX U HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX  TEXHOJIOTHH: TMPAKTHKYIOTCS
MYJIbTUMEIUIHBIE JIEKIIMOHHBIE 3aHATHSA, WH()OPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU
COMPOBOXKIAIOT MPOBEICHUE MPAKTUYECKUX 3aHATUN, OPTaHU3ALMI0 CAMOCTOSITENIbHON paboTh
CTYICHTOB.

Ha caire «NeKTpOHHAas oOpasoBaTtenbHast cpena KemI'K»
(https://edu2020.kemgik.ru/course/view.php?id=4148) pa3MeIeHbI TEOPETUYECKHE,
MPaKTUYECKHE, CIOPaBOYHbIC, METOJAUYECKUE, KOHTPOJIbHO-U3MEPUTEIbHBIE 3IEKTPOHHBIE
PeCYpCHI MO TUCHUILINHE.

AKTUBH3AIMIO CAMOCTOSITENILHOM pabOThl CTYIGHTOB U KOHTPOJIb PE3yJbTaTOB U CPOKOB
OCBOCHHS pa3/IelIOB U TeM JIUCIUIUIMHBI 00ECIeUnBaET MCIOJb30BaHNE TAaKUX MHTEPAKTHUBHBIX
aMeMeHTOB «DJIEKTpOoHHOU oOpa3oBarenbHOil cpeapl KemI MK», kak «3amanue» u «Tecty.
WNnTtepaktuBHbIi 35eMeHT «TecT» BKIIOYAET pa3iMyHbIe THUIBI BOMPOCOB M MCHOJB3YeTCS Kak
OJIHO U3 OCHOBHBIX CPEICTB OOBEKTHMBHOW OIIEHKM 3HAHHM CTYJEHTa B XOJE CaMOKOHTPOJIS,
TEKYILEro U MPOMEKYTOUYHOTO KOHTPOJISl 3HAHUH MO AUCLUILIIHNHE.

WNHTepakTuBHBIN 31eMEHT «3aJaHue» MO3BOJSIET MPEernoAaBaTeN0 MOIIEPKUBATh
0o0paTHYIO0 CBSI3b CO CTYAEHTOM IOCPEACTBOM IPOBEPKU 3a7aHusi (OTYETOB O BBINOJHECHUH
MPAKTUYECKUX 3aJaHHi, Y4eOHBIX MPOEKTOB) B BUJE PELEH3UM WM KOMMEHTapHEB, a Takke
obecreunTh UHIUBUAYAIbHBINA MOAX0 K 00y4alOIUMCS C YY€TOM UX MCUXO0()U3MOTOTHIECKUX
ocobeHHocTell. IHTepakTHUBHBIE AJIEMEHTHI ¢ BO3MOKHOCTBHIO OOpaTHOM CBSI3M MMEIOT ocoboe
3HAUEHUE JUIA 3a04HOUM (OpMBbI OOYyUEHUS, MMOCKOJIBKY MO3BOJISIOT HE TOJBKO KOHTPOIUPOBATH
BBITIOJTHEHUE CTYIEHTOM 3aJaHui, HO U MOTUBUPOBATH €0 CaMOMOJATOTOBKY B MEKCECCUOHHBIN
MIEPHUOL.

Hcnonb3oBaHne MHTEPAKTUBHBIX AIIEMEHTOB «3amanue» U «Tect» Takxke obecrieunBaet
¢ukcanio xoaa oOpa3oBaTENBHOTO TpoIlecca, pPe3yldbTaTOB TEKYIIeH W MPOMEKYTOUHOMN
yCIIEBAEMOCTH O0YYAIOMINXCS IO TUCITUTUIUHE.

6. YueOHO-MeTOIMYeCKOe o0ecrevyeHne cCaMOCTOSITeJIbHOIH padoThl 00y4aomuXCs

Martepuanbl s OpraHU3alUKd CaMOCTOSITETbHOW pabOThl 0OYJAIOIIUXCS IO TUCITUTUINHE
«ApXUBBI MO JUYHOMY COCTAaBY» pa3MeIIeHbl B «DIEKTPOHHOW 00pa30BaTEeIbHOU cpeae»
(https://edu2020.kemgik.ru/course/view.php?id=4148) u BKJIIOYAIOT:
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OpzanusayuonHnvle pecypcol
* TemaTnueckuii MaaH AUCUUIUIMHBI JJIS1 CTYJICHTOB OYHOU (POPMBI 00ydeHUS
» TemaTnueckuil MaaH AUCUUIUIMHBI JJIS CTYICHTOB 3a04HOM (POPMBI 00yUEeHUS
Yuebno-npaxmuueckue pecypcoi
* OnwucaHus NpakTUYECKUX 3a/laHUI
Yuebno-naenaouvie pecypcol
*  DJEeKTpOHHBIE MTPE3EHTALUU
Yuebno-o6ubauoepaguueckue pecypcoi
* Crnucok peKOMEHIyeMoil JINTepaTypsl
DOHO OYeHOYHBIX cpedcme
* Ilepedyens BOIPOCOB I YCTHOTO ONpOCa IO pas3aeiaaM JUCHUIIINHBI
* Tecr
* Bomnpocsl k 3x3aMeny

7. ®OHJ O1LIEHOYHBIX CPECTB

Britogaer OIEeHOYHBIE CpPEACTBA ISl TEKYIIEro KOHTPOJSL YCIEBAEMOCTH MW IS
MIPOMEKYTOYHOU aTTECTALUH o UTOTaM OCBOEHUS TUCHMILUIAHBL. CTPYKTypa U
comep:kanre (OoHAA OIEHOYHBIX CPEICTB IPEACTABIEHBI B DJIEKTPOHHOW HH(MOPMAIHOHHO-
obpasosarenshoii cpeze (https://edu2020.kemgik.ru/course/view.php?id=4148).

8. YueOHO-MeTOANYECKOE U MH(POPMAIHOHHOE 00ecTieYeHne U CIUTIINHBI
8.1. Cnmcok uTepaTypbl

Ocnoenaa numepamypa

1. T'epacumoBa, E. C. ApxuBBl JOKYMEHTOB II0 JUYHOMY COCTaBy : y4deOHOe mocobue / E.C.
I'epacumoBa. — Mocksa : UH®PA-M, 2023. — 186 ¢. — (Bricmiee o6pazoBanue). —- Tekcr
: anekTpouHbIit. - URL: https://znanium.com/catalog/product/1894391. — Pexxum gocTyma: mo
MOATIHCKE.

2. JlankoBa, A. I'. JIokyMEeHTalIMOHHOE OOECIEYCHHE YIPaBICHUS TEPCOHAJIOM : ydeOHOe
nocobue / A.T. JlankoBa, B. A. IlpirankoB ; OMCKHIl TOCYZapCTBEHHBIH TEXHUYCCKUU
yHUBepcUTET. — OMCK : OMCKHI1 TOCynapCcTBeHHBIM TexHuueckuii yHuBepcuteT (OMI'TY),
2019. — 154 ¢ : wn, T1abm, cxeM. — Pexum pgocryma: 1O TMOJIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=683240. — TekcT : 371€KTPOHHBIIA.

3. SukoBuu, L. A. JlenonpousBoJACTBO B KaapoBoil ciyxOe : yueObnuk / . A. SlHkoBUY. —
Mocksa : Ouutu-/lana, 2017. — 161 c. : cxem., Tabn. — Pexxum noctyna: 1mo mojamnucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=685463. — TekcT : 371€KTPOHHBIIA.

Hopmamusnuvle dokymenmul

4. OO0 apxuBHOM Jene B Poccuiickoit @eneparuu : denepanbublii 3akoH oT 31 urons 2020 roga
Ne 296-03 (c usmenenusimu Ha 25 nexabps 2023 roga): [mpunst I'ocynapcrBenHoi Jymoit 1
okTsi0pss 2004 rona : omobpen Coserom Denepanuu 13 oktsadbps 2004 roma]. — Tekcr :
3EKTPOHHBIM. /" DOnekTpoHHBIH (OHI TPaBOBOW U HOPMATUBHO-TEXHUYECKOU
JOKYMEHTAIUH. —  [Cankr-Ilerepbypr] : [6. wm.], 2020. -  URL:
https://docs.cntd.ru/document/901912288

5. 06 uHpopmanuu, THPOPMALMOHHBIX TEXHOJOTHX U 0 3amuTe nHpopmanuu : PenepaabHbIi
3akoH oT 27.07.2006 Ne149-®3 (¢ uzmeHenusmu Ha Ha 12 nexaOpst 2023 rona): [pUHST
I'ocynapcrennoit [{ymoii 8 utosst 2006 roaa : onoopen Coserom @eneparuu 14 urons 2006
rogal. — Tekct : 37eKTpOHHBIA. // DNEeKTpOHHBIA (POHA MPaBOBOM M HOPMATHUBHO-
TEXHUYECKON JOKyMEHTAIUH. — [Cankt-IlerepOypr] : [6. u.], 2020. — URL:
https://docs.cntd.ru/document/901990051/titles/64UOIK

6. OO0 yrBepxkaenuu [lepeyHss THMOBBIX  yINPaBICHYECKUX  APXUBHBIX  JOKYMEHTOB,
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https://docs.cntd.ru/document/564112333#64U0IK

10.

11.

12.

13.

00pa3ylomuxcs B Mporecce AesITeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYINpaBJIEHUS U OpraHu3alui, ¢ ykazaHueM cpokoB ux xpaHenus : [IPUKA3 ot 20
nexadpss 2019 roma N 236 [yrB. [Ipukazom ®DenepalibHOrO apXWBHOTO areHTCTBa OT 20
nexabpst 2019 rona N 236]. — Tekct : 3MeKTpOHHBIA. // DNeKTpOHHBIA (OHI PAaBOBOU U
HOpPMaTUBHO-TeXHUYECKOU nokymeHTanuu. — [Cankrt-IlerepOypr] : [6. u.], 2020. — URL:
https://docs.cntd.ru/document/901990051/titles/64UOIK.

O06 yrBepkaeHnn THUMOBBIX (QYHKIIMOHAIBHBIX TPEOOBAaHHA K CHCTEMaM JIIEKTPOHHOTO
JOKYMEHTOO0OpOTa ¥ CHUCTEeMaM XpaHEHHUS OJICKTPOHHBIX JTOKYMEHTOB B apXHWBax
rocyfgapctBeHHbIX opraHoB : [IPMKA3 ot 5 wmons 2020 roga N 69 [yrB. Ilpuxazom
®denepanpHoro apxuBHoro arenrcTna ot 15 urons 2020 roga N 69]. — TekcT : 3JeKTpOHHBIMN.
// DnekTpoHHBIN (OH MPABOBOM M HOPMATUBHO-TEXHUYECKON MOKyMeHTauu. — [CaHKT-
[MetepOypr] : [0. u.], 2020. — URL: https://docs.cntd.ru/document/565342925.

O6 yrBepxaeHuu [IpaBun  opraHuzalM  XpaHEHUs, KOMIUIEKTOBaHMS, Yy4yeTa U
HCIIOJIb30BaHUS JOKYMEHTOB ApxuBHOro Qonaa Poccuiickoit ®enepauuu u Ipyrux
apXMBHBIX IOKYMEHTOB B FOCYJJapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIIPABJICHUS U
opranmzanusx : [IPUKA3 ot 31 urons 2023 roga N 77 [yrB. [Ipukazom Pocapxusa ot 31
utonst 2023 roma N 77]. — Tekcr : 3neKTpOHHBIN. // DIEKTpOHHBIH (OH]I MPaBOBOU U
HOpPMaTHUBHO-TeXHUYeCKOU nokymentanuu. — [Cankt-IletepOypr] : [6. u.], 2020. — URL:
https://docs.cntd.ru/document/1302664651.

O nepcoHanpHbIX NaHHBIX : PexepanbHblil 3akoH oT 27 wutonst 2006 r. N 152-03 (c
n3MeHeHusiMu Ha 6 despans 2023 roaa): [mpunsat 'ocymgapctBenHoit Jymoit 8 urons 2006
roaa : ogooper Coserom deneparuu 14 utons 2006 roga]. — TekcT : AneKTpOHHBIH. //
DNeKTpOHHBIN (DOHI MPaBOBOW M HOPMATHUBHO-TEXHWYECKOW AOKyMeHTamwu. — [CaHKT-
IetepOypr] : [6. u.], 2020. — URL: https://docs.cntd.ru/document/901990046

Jlonoanumenvhan numepamypa

Kab6amos, C. FO. Jlenonpou3BOACTBO M apXWBHOE JI€JI0 B TEPMHHAX U OMNPEACICHUSX :
yaebnoe mocobue / C. 0. Kabamos, U. I'. Achanguspoa. — 3-¢ u3z., crep. — Mocksa :
OJIMHTA, 2018. — 295 ¢ — PexuMm jgocryna: 1O  MOJIUCKE.  —
URL.: https://biblioclub.ru/index.php?page=book&id=69168. — TekcT : 3JIeKTPOHHBII.
Komomuen, A. W. KaapoBoe memonpounsBoactBo : yaedHoe mocodue / A. U. Konomuen. —
Mocksa : [upext-Menua, 2023. — 248 c. : un., tabn. — Pexum mocryma: mo moAnucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=696314. — TekcT : 377€KTPOHHBIIA.
Kyszuenos, U. H. JlenonpousBoactso : yuebnoe nocodue / U. H. Ky3znenos. — 13-e uzz.
MockBa : JlamkoB m K° 2024. — 406 c. — Pexum pgocryma: no MOAMHUCKE.
URL.: https://biblioclub.ru/index.php?page=book&id=711135. — TekcT : 371€KTPOHHBIIA.
NudopmanrionHple TEXHOJOTHM B JOKYMEHTAIMOHHOM OOECIEYeHUH YIpaBICHUS U
apxuBHOoM gene : yueObnuk / H. H. Kynsie, T. B. Konnpamosa, E. B. Tepentoena, A. T
®abpuunoB. — Mocksa : Jloroc, 2020. — 408 c. — Tekcr : HemoCcpeACTBEHHBIH.

8.2. Pecypchl HHGOPMALHOHHO-TEJIEKOMMYHUKAIMOHHO ceTn «AHTEepHeT»

e O@upma 1C. — Pexxum pocrymna: https://1c.ru/;
e Bceepoccuiickuii HUM nokymeHTtoBeneHuss M apxuBHOro paena. — Pexxum nocryna:

http://www.vniidad.ru;

e [unbpaus ympaBJSIOIIMX OpraHu3anuei: mpodeccuoHaabHbI (GOopyM pyKOBOAMUTENEH U

CIICIINAJINCTOB B obiactu YIIpaBJICHUA JAOKYMCHTAaMU. — Pexxum A0CTYIA:
http://www.gdm.ru/;

e lndopmannonnsiii mopran «Zakonbase.ru». — Pexxum nocryna: http://zakonbase.ru;
e [lIpaBoBoii mopTain B cepe KyabTypbl: HHHOPMALHOHHO-CIIPaBOYHAs 0a3a HOPMATHBHBIX
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https://docs.cntd.ru/document/564112333#64U0IK
https://docs.cntd.ru/document/564112333#64U0IK
https://docs.cntd.ru/document/565342925#6500IL
https://docs.cntd.ru/document/565342925#6500IL
https://docs.cntd.ru/document/565342925#6500IL
https://docs.cntd.ru/document/1302664651#6500IL
https://docs.cntd.ru/document/1302664651#6500IL
https://docs.cntd.ru/document/1302664651#6500IL
https://docs.cntd.ru/document/1302664651#6500IL
https://biblioclub.ru/index.php?page=book&id=69168
https://biblioclub.ru/index.php?page=book&id=696314
https://biblioclub.ru/index.php?page=book&id=711135

e Poccuiickuit HHCTUTYT cTanaapTu3auu. — Pexxum pocryna: http://www.gostinfo.ru/;

o Cekperapckoe JeN0: eKeMeCSYHbI MpoEeCCHOHANBHBINA XKypHalL. — PexxuM poctyna:
www.sekretarskoe-delo.ru;

e @ecnepanbHOE Ar€HTCTBO II0 TEXHUYECKOMY  PEryJIMpOBaHUIO U METPOJIOTMHU
(Poccranmapr). — Pesxxum nmocrtyma: https://www.gost.ru;

L HCHTp KOMIICTCHIOWKU 110 BOIIpPpOCaM AJOKYMCHTAIMOHHOI'O O6GCHCLICHI/I$I YIIpaBJICHHUA U
apXUBHOTO Jiena. — Pexxum nocryma: http://www.edou.ru;

e ECM-Jornal.ru Baxnoe 00 »3JIEKTPOHHOM JOKYMEHTOOOOpPOTE U  YIpPaBICHHUH
B3aMMoOIeHCTBHEM. — PexkuM pocTyma: www.ecm-jornal.ru;

¢ PRO-/lenonpoussoacteo u CO/1: mopran st pykoBoaurenei ciayx0 JIOY u cexkperapeit
BCceX ypoBHe. — Pexxum noctymna: www.sekretariat.ru.

8.3. [IporpamMmHoe obecnieyenne 1 MHGpOPMaLMOHHBIE CIPABOYHbIE CHCTEMbI
[IporpammHOe obecrieueHue:
JIUYEH3UOHHOE NPOCPAMMHOE 0DecneyeHue.
* omnepanuonHas cucrema — MS Windows
* «1C: Hoxymentoobopot 8 KOPII»
* oducueii maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
€c80000HO pacnpocmpansemoe npoepammHoe obecnedenue:
* oducHbi maket — LibreOffice
* mporpamma-opaysep
baspl nanHbIX, HHOOPMALIMOHHO-CITPABOYHBIE M TIOUCKOBBIE CHCTEMBI:
* Komncynprant [lmtoc

9. MaTepuajibHO-TEXHUYECKOe o0ecnevyeHre JUCHMIIINHBI
Hanmnume ydeOHOM sabopaTtopwy, OCHAIIEHHOW MPOEKIIMOHHONW W KOMITBIOTEPHOM
TEXHUKOM, UHTETpUPOBaHHOW B MIHTEpHET.

10. OcoGenHocTn peaqu3anMy JMCUUILVIMHBI s HWHBAJIWAOB MW JHI C
OrPAHMYEHHBIMHU BO3MOKHOCTSIMH 3/10POBbSI

Jns obecriedeHuss 0Opa3oBaHMs HHBAIMAOB M OOy4alOIIMXCSd C OrPaHUYEHHBIMU
BO3MOJKHOCTSIMH 370pOBbsl pa3pabaThiBaeTCsl aJalTHpOBaHHas oOpa3oBaTesibHas IMpOrpamMma,
UHAMBUYAJIbHBIM y4eOHBII IUIaH ¢ y4ETOM OCOOEHHOCTEH MX NMCHUXO(U3NYECKOTO Pa3BUTUSA U
COCTOSIHUSL 370pOBbSl, B YAaCTHOCTH NPUMEHSETCS HHIAMBUIYAIbHBIM MOJIXOJ K OCBOEHHUIO
JMCLUUIUIMHBL, UHAWBUIYyallbHbIE 3aJaHus. /11 oCylecTBIEHUS NPOLEIyp TEKYILEro KOHTPOJIs
yCIIEBAEMOCTH M IPOMEXKYTOYHOW aTrTecTalMd OOy4yarolMXCs MHBAJIUAOB M JIMI C
OTrPaHUYEHHBIMU BO3MOXKHOCTSMHU 3/I0pPOBbSl YCTAHABJIMBAIOTCSA aJalTUPOBAHHBIE (OPMBI
IPOBEACHUS C Y4ETOM HHAMBHUIYAJIbHBIX NCUXO(PU3HOJIOIMYECKMX OCOOEHHOCTEH: A JMI ¢
HapyLIeHUEeM 3pEeHUs 3a1aHusI IPEIaratoTcs ¢ yKpYIHEHHBIM MIPHU(TOM, 15 JIUILL C HapyIIeHHEM
cllyXa — OLIEHOYHBIE CPEJICTBA MPEJOCTABIIAIOTCS B TUCBMEHHON (popMe ¢ BO3MOXKHOCTBIO 3aMEHbI
YCTHOTO OTB€Ta Ha IUCBbMEHHBIN, I JIML C HapyLIEHHEM OIOPHO-ABUIaTEIbHOIO ammapara
JBUraTelibHble  (OPMBI  OLIEHOYHBIX CPEICTB 3aMEHSIOTCS Ha MHCbMEHHBIE/YCTHBIE C
UCKIIIOYEHHEM JIBUTATEJIBHON aKTUBHOCTH.

ITpu He0OXOAUMOCTHU CTYAEHTY-MHBAIUAY MPEAOCTABISAETCS IOMOJHUTEIBHOE BpeMs IS
BBITMIOJIHEHUS 3a1aHus. [Ipu BBIMOJHEHMM 3aaHuil JUIs BCeX TPYNI JIUI[ ¢ OTPaHUYECHHBIMU
BO3MOXHOCTSIMH  3JI0POBbsI  JIOIYCKA€TCsl IMPUCYTCTBUE HWHAMBHYaJbHOTO IOMOIIHUKA-
COTIPOBO’K/JIAIOIIETO /ISl OKAa3aHUS TEXHUYECKOW MOMOIIHU B 0(DOPMIICHUH pe3yIbTaTOB MPOBEPKU
c(OPMHUPOBAHHOCTH KOMITETEHIINH.

OOyuaromuecss MHBaJIMIbl M JHMIIA C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS
oOecrieyeHbl y4eOHO-METOIMUECKUMH pecypcaMu B pOpMax, aJallTUPOBAHHBIX K OTPAHUYEHUSM
UX 3/I0pOBBS. Y4eOHO-METOJHMUECKHE PECYPCHI 110 AUCIUILINHE «APXHUBBI MO JTUYHOMY COCTABY»
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pa3MelIeHbl Ha caiite «OJIeKTpOHHAs oOpazoBarenbHas cpena KemI'IK»
(https://edu2020.kemgik.ru/course/view.php?id=4148),  kotopas  MMeeT  BEpPCHUI0 IS
CI1a00BUAIINX.

11. IlepeuyeHb KJIIOYEBBIX CJIOB

Apxus

ApXUB MO JINYHOMY COCTaBY

ApXHB IIEKTPOHHBIN

ApPXHBHBIN KaTajaor

JlokymeHT

JIOKyMEHT 1O TUYHOMY COCTaBY

JIOKYMEHT 1O JIMYHOMY COCTaBY apXUBHBIN

JIOKyMEHT 3JIEKTPOHHBIN

JlocTym K apXUBHBIM JOKYMEHTaM

Heno nuuHoe

eno apxuBHOE

Enunnina yuera apXuBHBIX JOKYMEHTOB

Enunnna xpaneHust apXMBHBIX JOKYMEHTOB

Enunnna xpaneHus 31eKTPOHHBIX JOKYMEHTOB

Howmenknarypa aen

Obecrnieyenrie 6€30MaCHOCTH XPAaHEHUS M UCIIOJIb30BAHUS JOKYMEHTOB B 3JIEKTPOHHOM apXHBe
HayuHo-cripaBo4HBIi anmapar K JOKyMEHTaM 110 JMYHOMY COCTaBy
Onucey apxuBHAs

Onudposka

Pe3epBHOE KONTMPOBaHUE NAHHBIX B DJIEKTPOHHOM APXUBE
CripaBOYHHKHM 10 MECTaM XPaHEHHS TOKYMEHTOB I10 JUYHOMY COCTaBY
TexHosnornu oprauu3anus UCIOIb30BaHUs JOKYMEHTOB 110 JMYHOMY COCTaBy
TexHonoruu oréopa T0KyMEHTOB TI0 IHYHOMY COCTaBY

TexHosornu noucka T0KyMEHTOB B JIEKTPOHHOM apXHUBE JOKYMEHTOB
TexHonornu yuera 1OKyMEHTOB 110 JINYHOMY COCTABY.

TexHosornu xpaHeHus: JOKYMEHTOB 110 INYHOMY COCTABY
TexHoornM XpaHeHus 3JIEKTPOHHBIX JOKYMEHTOB

OKcnepTu3a HEHHOCTH
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