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Pabouass mporpamma AMCHMILTUHBI (MOAYNSI) pa3paboTaHa, B COOTBETCTBUH C TPeOOBaHUSIMU
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2. Mecro JUCHMIUIMHBL  (MOIyJisi) B CTPYKType€ OCHOBHOI
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3. Ilnanupyemble pe3yabTaTbl OOY4YeHHUsS @O JUCLUIUIMHE (MOAYJIO), COOTHECEHHBIE C

IUIAHUPYEMBIMHM  pe3yJbTaTaMUd OCBOECHUS OCHOBHOW HpPOQECCHOHAIBHOW 00pa30BaTeIbHON

IPOTPaMMBbI

4. OOBeM, CTpYKTypa U COIepKaHUE JUCLUILIMHBI
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8.2.
8.3.
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O0beM AUCIUTUINHBL (MOITYJIS)

CtpyKTypa JUCHHUTLTAHBI

Coneprxkanue TUCIUILIAHBI

OO0pazoBarenbHbIe 1 HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUN
OO6pa3zoBaTeabHbIE TEXHOJIOTHU

HHpopMannOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH O0YYCHUS
Y4eOHO-MeToInYecKoe obecreueHne caMocTosTeabHoi padoTsl (CP) oOyuarommxcst
@DOH/I OLIEHOYHBIX CPEJCTB

Y4eOHo-MeToaruecKoe U HHPpOpMAITMOHHOE 00eCIIeYCHHUE JUCITUILTUHBI
OcHoBHas uTeparypa

JlonoHUTEbHAS JIUTEPATYpa

Pecypcbl nHQOpMaIIMOHHO-TEIEKOMMYHHKAIIMOHHOH ceTH «HTepHeT»
[TporpammMHoe obOecrnieueHe U HHPOPMAITMOHHBIC CIIPABOYHBIE CUCTEMBI

9. MaTepI/IaJ'ILHO-TeXHI/I‘leCKOG obecrieyeHne JUCHUITIIMHBI

10.

11.

OcoOeHHOCTH peanu3aluy JUCLUIUIMHBI Ui MHBAIWJIOB U JIML C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 3JJ0POBbSI
IlepedeHb KIIIOUEBBIX CIIOB



1. Ileam ocBOeHUS TUCHUILJINHBI

Lenbro OCBOGHUS TUCIUILINHBI SIBJISCTCS (POPMHUPOBAHUE CUCTEMHBIX MPEICTABICHHUIA 00
OCHOBHBIX NPUHIMIIAX (OPMHUPOBAHUS W HCHOIB30BAHUS APXMBOB JOKYMEHTOB 1O JIMYHOMY
COCTaBy B YCIOBHUSX IHM(POBOH TpaHChOpMALUU JOKYMEHTHPOBAHHBIX Cc]ep AeITeIbHOCTU
OpraHu3aluy.

2. Mecro mucuumiuabl ctpykrype OIIOII marucrparypsl

JucuuiuinHa «ApXHBBI IO JIMYHOMY COCTaBY» OTHOCHUTCS K AMCLUUIUIMHAM IO BBIOOPY
0JIoKa JMCHUILIMH 00pa30BaTEILHON MpOrpamMMbl IO HampaBieHHo noarotoBku 46.04.02
«JloKyMEHTOBE/IeHuEe M apXMBOBEAEHUE», KBATU(PHUKALMs (CTENEHb) «Maructpy». Jucuunianna
U3y4daercs B 3 ceMecTpe.

JlaHHas qucHMIUIMHA Oa3upyeTcs Ha 3HAHMAX U YMEHMAX IUCHMILIMHBI «MeHeIKMEHT
nepconana», «MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMH B MPOGECCHOHATHLHON
nesaTenbHoCTH», «MH(OpMaMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B NMPO(hecCHOHAIbHOM
JNEeSATeNIbHOCTHY, «OpraHuszanuss Hay4dHOM, IPOEKTHOM M  METOAMYECKOH paboThl B
JOKYMEHTOBEIGHUM M apxuBoBeaeHun», «llu¢poBas  TpaHchopmanuss  ynpaBieHHs
JOKyMeHTauuen»,  «HopmaTuBHOE  peryJlMpOBaHHE  YOPABJICHUEM  JOKYMEHTALME»,
«TexXHOJIIOrn4ecKre OCHOBBI CHUCTEM AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa». 3HaHUs, YMEHUS U
[IPAKTUYECKHE HABBIKU, ITOJIyUEHHBIE B MPOLIECCE U3YUEHMSI TUCHUIUIMHBI «APXUBBI 110 JINYHOMY
COCTaBY», HEOOXOAUMBI JJIs YCIIEUIHOM MMOATOTOBKH K TOCYAapCTBEHHOM UTOrOBOM aTTecTaluy, a
TaKXKe IS TOCIEAYIOMMX dTarnmoB (OPMHUPOBAHUS KOMIETCHIMH  MPH  MPOXOXKICHUU
IIPEIIUIUIOMHON TPAKTUKU.

3. Ilnanmpyemsle pe3yJibTaThl 00yUeHHs 10 JUCHHUIIJIHHE

I/IsyquI/Ie JUCHUIIIIMHBI HAIIPaBJICHO Ha (1)OpMI/IpOBaHI/Ie y 06yqaloumxcg CJICAYIOMUX
KOMHGTGHHI/Iﬁ 1 MHAHUKATOPOB UX JOCTHIKCHUSI.

KOI[ H I/IH[[HKaTopI)I JOCTHKCHUSA KOMHeTeHIII/lﬁ
HAaMMCHOBAHUC 3HAThb YMETH BJIaJ€Th
KOMIICETCHIIUH
1IK-3. CrocobeH |e pcropuio e BEHISIBUTH e 1podecCHOHATBHON
pazpabatbiBath BO3HUKHOBEHUS u | crneunduky TEPMUHOJIOTHUEN B
CHCTCMbL — aHATUTHKM | pazpyrus (hopmupoBaHusI chepe opraHuzanun
unpoBoi JIOKyMEHTOB o | JOKYMEHTOB no | paboThI apXUBOB
;12) i};iﬁ;zﬁ II\:;;[]I::HHHX JUYHOMY COCTaBY, JUYHOMY COCTaBY B | JOKYMEHTOB 1o
c q)ep NeSTEbHOCTH ° KJ'IaCCI/I(bI/IKaIII/IIO Pa3HBIC NnepruoabI JIMYHOMY CVOCTaBy;
OpraHu3aIuu JOKYMCHTOB 110 CTaHOBJICHUA ® MCTOIUKOH
JUYHOMY COCTaBY, apXUBHOTO JI€Na, JKCIIEPTU3BI
® HOPMAaTHBHO- ® BBIIBUTH JIOKYMEHTOB "
IIPaBOBbIE u | croenuduky orbopa 1754 Ha
JIOKYMeHTBI B ctepe | (popmupoBaHus apXUBHOE XpaHEHUE;
PEeTyIMpPOBaHUA JAOKYMCHTOB 110 |e MeTOIAMU
paboThl C KaJPOBBIMK | JIMYHOMY COCTaBy B | (hOPMUPOBaHHMS
JOKYMCHTaMU o pa3HbIC NEeprUoOabI YYETHBIX
JMYHOMY COCTaBY; CTaHOBJICHUS JOKYMEHTOB;
® TEXHOJOTUI ApPXHUBHOTO ACJIa, e METOJAaMHU
OopraHu3aniy padoThl |® HMCIOIb30BATh B | (opMHpOBaHHS
C JIOKYMEHTaMH 10 | TNPO(YECCHOHANBHON | HAYYHO-CIIPABOYHOTO
JMYHOMY COCTaBY; JIESATEIBHOCTH armapara K
HOPMaTHBHBIE u




® 0COOEHHOCTH

MIPOBECHUS
AKCIIEPTU3BI
JIOKYMEHTOB 1o
JUYHOMY COCTaBy B
yCIOBUSAX LU(PPOBOIA

TpaHnchopmanuu
JIOKYMEHTHPOBaHHBIX
chep AEATETHLHOCTH
OpraHu3alny,
0COOEHHOCTH
XpaHCHUA MW YyUCTa
JIOKYMEHTOB o

JUYHOMY COCTaBy B
yCIOBUSAX LU(PPOBOIA

TpaHnchopmanuu
JIOKYMEHTUPOBaHHBIX
chep eATENBHOCTH
OpraHu3alluy,
0COOEHHOCTHU
CO3JaHusI U BEACHUA
CIPaBOYHO-
IMOUCKOBBIX CPCACTB K
JIOKYMEHTaM o

JUYHOMY COCTaBy B
ycloBusix 1udppoBoi
Tpanchopmanuu
JIOKYMEHTUPOBaHHBIX
chep neATENHHOCTH
OpraHH3aIuiy,
0COOEHHOCTH
OpraHu3aIu
MCIIONIb30BaHUS
JOKYMEHTOB o
JUYHOMY COCTaBy B
YCIOBUSAX LU(PPOBOI
TpaHchopManuu
JIOKYMEHTHPOBAHHBIX
chep AeATETBHOCTU
OpraHu3alny,
0COOEHHOCTH
OpraHu3aIuu
YHHUYTOKCHUS
JIOKYMEHTOB o
JUYHOMY COCTaBy B
yCIOBUSAX MHU(POBOIA
Tpanchopmauu
JIOKYMEHTHPOBAHHBIX
chep JneATENTHHOCTH
OpraHH3aIiy,

METOJINYECKUE
JIOKYMEHTBI
roCy/1apCTBEHHBIX
U MYHUIUTATHHBIX
apXUBOB u
apXUBHBIX  CIYXO0
OpraHu3aIui;
BBITIOTTHSATh
AKCIIEPTU3Y
JIOKYMEHTOB u
otbopa HX  Ha
apXUBHOE
XpaHeHHUe,;
BBITNIOJHATH
paboThl, CBA3aHHbBIE
c y4ETOM u
XpaHeHUueM
JIOKYMEHTOB 1o
JUYHOMY COCTaBY;
¢dbopMupoBaTh
Hay4yHO-
CTIPaBOYHBIN
amnmapar K
JIOKyMEHTaM 1o
JUYHOMY COCTaBY;
OpraHU30BaTh
UCIIOJIb30BaHNE
JIOKYMEHTOB 1o
JUYHOMY COCTaBY;,
OpraHu30BaTh
MpoIiecchl 0TOOpa 1
YHUUTOKEHUS
JIOKYMEHTOB 1o
JTUYHOMY COCTaBY;,
OpraHu30BaTh
XpaHEHUE
JIOKyMEHTOB o
JTUYHOMY COCTaBy B
AIIEKTPOHHOM
apXxuBe;
OCYILIECTBIISTh
BBIOOD
MPOrPaMMHOTO
o0ecrieueHHs
CO3/aHUS
3IEKTPOHHOTO
apxuBa Ha OCHOBE
aHanm3a
POCCHIICKOTO
pBIHKA

JJIA

JTOKYMEHTaM o
JIMYHOMY COCTaBY;
METOaMHU
OpraHu3aIH
UCIIOJIb30BAHUS
JTOKYMEHTOB o
JIMYHOMY COCTaBy B
ycnoBusix 1udpoBoit
TpaHnchopmanuu
JTOKYMEHTUPOBAHHBIX
chep neATeTbHOCTH
OpraHu3aINH;
METOJaMu
OpraHHu3aluu
MPOIECCOB O0TOOpa U
YHUYTOKCHHUA
JOKYMEHTOB
JMYHOMY COCTaBY;
NPEJCTaBICHUIMHU 00
AJIEKTPOHHBIX
apxXuBax HOKYMCHTOB
10 JIMYHOMY COCTaBY;
METOJlAaMH  aHaJu3a
pPBIHKA 3JIEKTPOHHBIX

10

apXUBOB;
TEXHOJIOTUSIMH
CO3aHUS u
UCIIOJIb30BAHUS
AIIEKTPOHHOTO apXHB
JTOKYMEHTOB o
JUYHOMY COCTaBY Ha
miargopme «1C:

JlokymeHT0o000pOT 8
KOPII».




apXHuBa,

DJIEKTPOHHBIX
apXHUBOB;

® OCHOBHBEIC
HaIpaBJICHUS
COBeleeHCTBOBaHI/IH
AIIEKTPOHHBIX
apXI/IBOB I[OKYMGHTOB
10 TJANYHOMY COCTaBY;,

e OTEUYECTBECHHOE
IIPOrPaMMHOTO
oOecrieyeHus
CO3/IaHMs
AJIEKTPOHHOTO

e TEXHOJIOTHIO
CO3/IaHUA
AJIEKTPOHHOT'O apX1Ba
JIOKyMEHTOB
JUYHOMY COCTaBy B
cpele MpOorpaMMHOIO

MpOAYKTa «1C:
JlokymenToobopot 8
KOPITI».

® STambl co3maHus | DJIEKTPOHHBIX
AIIEKTPOHHOTO apXUBOB;
apXuBa, e pa3pabarbIBaTh

® [IPAaBOBbIE HOPMBI B | MHCTPYKIHIO/
chepe AeATETBHOCTU | PErIIAMEHT

JIOKYMEHTOB.

JUIA

110

paboThl C apXUBOM

JIIsL

Ilepeyenn 00001IIEHHBIX TPYAOBBIX (PYHKIMI U TPYAOBBIX QYyHKINIH, HMECIOIINX
OTHOLIEHHE K NMPO(PEeCCHOHAILHON 1eATeJIbHOCTH BBIITYCKHUKA

IIpodeccnonanbubie O0001meHHbIe TPY/10BbIE TpynoBbie pyHKINH
CTAHAAPThI pyHxumn
07.004 TIIpodeccuonanpublil | JlIOKyMEHTAIIMOHHOE Opranuzanus
crangapt «Crenuanuct 1o | obecrieyeHue YIPaBJICHUS | JOKYMEHTHPOBAHUS
YIPABJICHUIO JOKYMEHTalWEH | OpraHu3anuen YIIPABJIEHYECKOU

OopraHu3alnumn»

ACATCIIBHOCTH B OpraHu3aliun

07.009 TIIpodeccronanbHbI
crangapT «Crenuanuct 1o
(bopMHUPOBaHHIO
AIIEKTPOHHOT'O apXHUBa»

Brinonaenue padot mo
CO3JIaHMIO rpauyecKux
00pa30B IOKYMEHTOB B
CHCTEME 3JIEKTPOHHOTO
apxuBa

HO}IFOTOBK& JOKYMCHTOB K
CKaHUPOBAaHUIO JJIA
OJICKTPOHHOI'O apXuBa

CKaHI/IpOBaHI/Ie HAOKYMCHTOB
JJI1 DJICKTPOHHOT'O apXKWBa

BosBpar  10KymMeHTOB B
WCXOJHBIN BUJ

Kontposnb KadecTBa
pe3yJIbTaTOB  CKaHWPOBAHUSA
JIOKYMEHTOB B CHUCTEME
AJIEKTPOHHOT'O apXHBa




dopmupoBaHre M 3arpy3ka | PacnosnaBanue TEeKCTa

JaHHBIX B CUCTCMY | AOKYMCHTAa 110 CMBICIIY H

ANEKTPOHHOTO apXUBa COJIEP’KaHUIO c
MOCIEAYOLIEN
KJ1accugukanuein u

HHIEKCAllUEW B  CUCTEME
AJIEKTPOHHOTO apXHBa

3arpyska 00001IeHHBIX
JTAHHBIX B cucTeMy
AJIEKTPOHHOTO apX1Ba

4. O0beM, CTPYKTYPA U cOepKaHUE TUCHHUILINHBI
4.1. O0BbeM TUCHMILIUHBI

OOmass TPYAOEMKOCTh JHCIHMIUIMHBI COCTaBIseT 3 3aueTHbie exauHuibl, 108
aKaJeMUYECKIX YacoB.

Jis  cTyneHTOB O4YHOW (GOpMbI OO0ydYeHHUS MTPEIyCMOTpPeHO 68 YacoB KOHTaKTHOM
(ayautopHoit) paboTsl ¢ oOydaromumucs (34 yaca nekiuii, 34 yaca — npakTU4eckux 3anaruii), 40
YacoB - CaMOCTOATENbHON paborel oOywaromuxcsa. 20 dacoB (30 %) ayauTopHO# pabOTHI
MIPOBOAUTCS B MHTEPAKTUBHBIX (POpMaXx.

st cTyneHToB 3aouHOM (opmbl O0yueHHs mpeaycMoTpeHo 14 4YacoB KOHTaKTHOM
(ayautopHoit) paboThl ¢ oOyuaromumucs (6 4acoB JIEKIHii, 8 yacOoB — MPAKTUUYECKUX 3aHIATHIA) U
94 wyaca camocrosTenbpHO paboTel. 4 waca (25 %) aymutopHOW pPabOTHI TPOBOAUTCS B
MHTEPAKTUBHBIX (Popmax.

[IpakTryeckas MOATOTOBKA MPHU PeATU3aLUN YIeOHON JUCHUIUIMHBI OPraHU3YeTCsl TyTeM
MPOBEJCHUS MPAKTHUYECKUX 3aHATUH, NPEeayCMaTPUBAIONIMX YydYacTHE OOydyaroluxcs B
BBITIOJTHCHUH OTJICIBHBIX JJIEMEHTOB padoT, CBsSI3aHHBIX ¢ Oyaymiedl mnpodeccrnoHaIbHON
JESITENIbHOCTBIO.

[IpakTyeckass MOATOTOBKA BKIIOYAET B ceOsi OTIENbHBIC 3aHSATHS JIEKIMOHHOTO THIIA,
KOTOpBIE IPETyCMaTPUBAIOT Mepeaady yueOHoi nHbopMauu 00yJarommmMces, HEOOXOMMOMN st
MIOCJIETYIOIIETO BHIOIHEHUS padoT, CBA3aHHBIX ¢ Oyaymiei mpodeccnoHaIbHOM NesITeTbHOCTRIO.

4.2. CTpyKTypa IMCUMIIJIMHBI

Ounas popma obyuenus

Buasbi yue6Hoii padorsl,
. BKJII0Yasl CAMOCTOATEJILHYIO
= HnTepakr.
No Pa3ngenpl/TeMbl g paboTy cTyaeHTOB U p CPO
n/n MCIHILTHHBI z TPYAOEMKOCTH (B Yacax) dopmer
S 00yueHust
NMpPaKTHYeCKHe
JIEKIMH
3aHATHSA
1 2 3 4 5 6 7
1 Pa3zoen 1. /onymeumbt no JIUYHOMYy cocmaegy: ucmopuuecKue acneKkmaosl u
HOpmamueHO-npaeoevble aKmbl
Hcropus
BO3HUMKHOBCHUA n
1.1. 3 2 2 2

Pa3BUTHA JOKYMCHTOB
110 JINYHOMY COCTaBy




JlOKyMeHTBI o

*
1. | WTIHOMY - cocTaBy B 3 4/2* 2 Helfunﬂ-
MOCTCOBETCKUM
JIUCKYCCHUS
nepuos
3akoHOAATEIbHOE |
HOPMAaTHUBHO-
IIPaBOBOE

1.3 | perynupoBanue 3 2 2
paboThl C KaapOBBIMU
JIOKyMEHTaMu o
JIMYHOMY COCTaBY

Pazoen 2. Opzanuzayus padomel ¢ 00OKyMeHmMaAmMu no TUYHOMY COCMABY
DKCrepTu3a eHHOCTH 2*

51 | AOKYMEHTOB o 3 4 4% [Henosas

JUYHOMY COCTaBY CUTYyallMOH
Has urpa
Iloxnroroska 2*

5o | AOKYMEHTOB o 3 ’ ojo* Henosas
JUYHOMY COCTaBy K CUTYalluOH
cllaue B apXuB Has

2*
Jlexius-
XpaHeHne W y4eT JUCKYCCHUS
2.3 | TOKYMEHTOB o 3 4/2* 4/2* 2*
JUYHOMY COCTaBY JenoBas
CUTYyaIlMOH
Hasi
2*
Coznanue u BeJCHHE Jlexuus-
CIIPaBOYHO- JIUCKYCCHUS

2.4 | IOUCKOBBIX CPEACTB K 3 4/2* 4/2* 2*
JIOKYMEHTaM no HenoBas
JUYHOMY COCTaBY CUTYyaIMOH

Has
Opranuzanust
HCIIOJIH30BaAHUS o
JIOKYMEHTOB
2.5 | o JilI/I‘IHOMy COCTaBy 3 2 2/2* Hlenosas
CUTYyaIMOH
B TOCY/IapCTBEHHBIX ast
¥ MYHUITUTIATBHBIX
apXuBax
[Topsimox 2*

9 g | YHMITOKCHMUS 3 5 0% Henosas
JIOKYMEHTOB o CUTYyaITMoOH
JUYHOMY COCTaBY Hast

3. Pazoen 3. dnekmpounuvile apxuevt OOKyMeHM 08 NO TUUHOMY COCHIABY

3.1 | DneKTpOHHBIE apXUBBI 3 2 2

3.9 Pocculickuii  pBIHOK 3 9 5

JJIEKTPOHHBIX apXUBOB




Co3nanue
AJIEKTPOHHOI'O apXuBa o
JIOKYMEHTOB 1o
enoBast
3.3 | IMYHOMY COCTaBy Ha 3 4 6/2* A 4
. CUTYyallMOH
maTdopme «1C: as
Hoxymentoobopor 8
KOPII»
Bcero vacos B
WHTEPAKTUBHOMN 6 14
dbopme:
Uroro 34 34 40
3aounasn ghopma 0byuenus
Buanbl yueGHoli padoThl,
= BKJIIOYasi CAMOCTOATEC/IbHYIO
Ne Pa3jesbl/TeMbl 3 padoTy CTyleHTOB H Hurepar.
/i S — = TPYA0eMKOCTh (B 4acax) bopmel CPO
S 00yueHust
NpaKTU4eCKue
JICKIIMHU
3aAHATUA
1 2 3 4 5 6 7
1 Pa3zoen 1. /[lokymenmovl no 1UYHOMY COCIMABY: UCHMOPUYECKUE ACNEKMbL U
' HOPMAMUGHO-NPABOBLIE AKHIb
Hcropus
BO3HUKHOBEHHUSI u
1.1. 3 8
pa3BUTUSA JOKYMEHTOB
T10 JITYHOMY COCTaBY
JIOKyMeHTBI o 1%
JTUYHOMY COCTaBy B
1.2 y covtasy 3 1/1* 2 Texuus- 8
MTOCTCOBETCKUM
JHACKYCCHUS
TepUoJI
3aKoHO/JATENbHOE U
HOPMAaTHBHO-
MIpaBOBOE
1.3 | perynupoBaHue 3 1 8
paboThl ¢ KaapOBBIMH
JTOKYMEHTaMU o
JIMYHOMY COCTaBYy
2. Pa3zoen 2. Opzanuzayus padbomsl ¢ 0OKyMeHMAMU NO TUYHOMY COCHABY
DKcnepTu3a IeHHOCTH
2.1 | IOKYMEHTOB o 3 1 2 8
JIUYHOMY COCTaBYy
[Toaroroska
JTOKYMEHTOB o
2.2 M 3 8
JUYHOMY COCTaBY K
clade B apxuB
XpaHeHne W y4er
2.3 | TOKYMEHTOB o 3 1 2 8

JMYHOMY COCTaBY




Co3ganue U BeICHUE
CIIPaBOYHO- 1*
2.4 | IOMCKOBBIX CPEICTB K 3 1/1* Jleknus- 8
JIOKyMEHTaM o JUCKYCCHUS
JIMYHOMY COCTaBY
Opranuzanus
WCIIOJIb30BAHUS
JTOKYMEHTOB
2.5 | 110 IMYHOMY COCTaBy 3 8
B rOCYJapCTBEHHBIX
Y MyHULUITAJIbHBIX
apXuBax
[Topsinok
pg | YHHUITOKEHMA 3 8
JIOKYMEHTOB o
JIMYHOMY COCTaBYy
3. Pa3zoen 3. dInexmponnuvie apxuevt 0OKyMeHM 08 no JUYHOMY COCIMABY
3.1 | DNeKTpOHHbIEC aPXUBbI 3 8
3.9 Poccuiickuii  peIHOK 3 6
AJIEKTPOHHBIX aPXHUBOB
Co3pnanue
AJIEKTPOHHOTO apXHBa 0%
JIOKYMEHTOB o
3.3 | IMYHOMY COCTaBy Ha 3 1 2/2* Hernosas 8
CUTYAaIOH
mathopme «1C
JoxymeHnToobopor 8 Has
KOPII»
Bcero gacos B
WHTEPaKTUBHOU 2 2
dhopwme:
HTroro 6 8 94
4.3. ConepxaHue IMCUMILINHBI
Buabl oieHOYHBIX
cpeacrs; GopMbl
Ne Conep:xaHue TMCUMILTHHBI PesyabTaThi 06yuennus TeKylIero
n/n (Pazpesanl. Tembl) KOHTPOJIA,
NMPOMEKYTOYHOH
arrecTaumMu
Paszoen 1. /lokymenmul no 1uuHOMYy COCINABY: UCMOPUYECKUE ACHEKMbl U
HOpMAamMuGHO-NPaAso6vle AKmbol
Tema 1.1 Hcmopusa | @opmupyemvie Komnemenyuu: IIpoBepka
6o3nuknoeenua u pazeumusn | ¢I1K-3. Criocoben paspabarbiBaTth | PE3yIbTaTOB
11 OOKYMEHmMO8 Nno  JIUYHOMY CHUCTEMBbl AHAIMTHKUA IHQPPOBOH NPaKTHYECKHX
cocmagy Tpanchopmamu 3aJIaHAi; yCTHBIN
OcHoBHEBIE MOHATHSA | JTOKyMEHTHPOBAHHBIX chep | OIpoC; TECTOBLIM
AUCHUIIIINHBI. HpOI/ICXO>KJIeHI/Ie ACATCIIBHOCTHU OpraHI/I3a]_II/H/I, KOHTpOHB
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A CO3JaHue
CIIUCKOB.

(hopmyIIpHBIX
dopMUpOBaHUE

B pesynbrare u3ydeHHS TeMbl
CTYJIEHT JOJIKEH:

JUYHOTO Jena ynHoBHUKA B XIX | 3name:
— Havaie XX Beka. VICTOpUs | e MCTOPHIO  BO3HUKHOBCHHS W
(GopMHUpOBaHHS  JIOKYMEHTOB | pa3BUTHs JIOKYMEHTOB 1o
IO JINYHOMY  cOoCTaBy mnocie | muuromy cocrasy (ITK-3);
1917 roga. CranoBnenue cetu | ymems:
rocyJapCTBCHHBIX XPaHUWJIMIL, | e BBLISBUTDH cne]_[p[(byn(y
CTpaHblI, cobuparonmx dhopMupOBaHHS JOKYMEHTOB I10
AOKYMCHTBI JIAYHOT'O JIUYHOMY COCTaBy B pa3HBIC
IMPOUCXOKIACHUS. I/ICTOpI/Iﬂ epuoabl CTAHOBJICHUSA
dbopMHUpOBaHUSA JMYHBIX 1€ apxuBHoro jena (I1K-3);
B COBETCKHUU NEPHUO/I. enadems:
e IpoheccHoHaATEHON
TEPMUHOJIOTUEN B chepe
OopraHu3anu pabOThl apPXUBOB
JIOKYMEHTOB no JUYHOMY
cocrany (I1K-3).
Tema 1.2. Jlokymenmor no | @opmupyemvle KOMREMEHUUU: ITposepka
JAUYHOMY cocmagy ¢ | oIIK-3. Crocoben pa3pabareiBaTh | PE3yJIbTaTOB
nocmcoeemcKkuil nepuoo CUCTEMbl AHAJIUTUKU LU(PPOBON | MPAKTHICCKHUX
Peopranusanus apXMBHOTO | TpaHchopMalH 3aJJaHMH; YCTHBIN
xo3siicTBa B Poccuiickoit JTOKYMCHTHPOBAHHBIX cdep | OIpoC; TECTOBBIM
®enepaud B MOCTCOBETCKUU JESATEIILHOCTH OpraHUu3aIiy. KOHTPOJIb
MEPUO/I. Mecto apXMBOB | B pe3ynbrare HU3y4yeHUS] TEMbI
JNOKYMEHTOB 10  JMYHOMY | CTY/AEHT JIOJDKEH:
COCTaBy B CUCTEMC | 3Hamb:
rocyaapCTBCHHOI'O YIIPaBJICHUA. ® ICTOPUIO BO3HUKHOBEHUS u
Knaccn@nxaunﬂ AOKYMCHTOB pa3BuTHsd JOKYMEHTOB 1o
10 JHYHOMY cocTaBy. JIuuHbIe angrOMy cocrasy (ITK-3);
19 Acaa pabOTHHKOB e Ki1accu(pUKAIMIO JOKYMEHTOB T10
FoCyAapCTBEHHBIX auaHoMmy cocraBy (OITK-3);
yapexaeHui. JlmdHele  1ena | yyems:
rOCyAapCTBEHHBIX 1 | e BBIIBUTH crenupuKy
MYHHUIIUIATBHBIX CIIY’KAIIHX. (opMHpOBaHNS TOKYMEHTOB IO
JUYHOMY COCTaBy B pa3HbIe
MEePUOIbI CTaHOBJICHUS
apxusHoro jena (ITK-3);
enademsy:
e IpoheccuOHaTBbHOMN
TEPMUHOJIOTHUEN B chepe
opraHuszanu paboThl apXHBOB
JIOKYMEHTOB no JTUYHOMY
cocraBy (T1K-3).
Tema 1.3. 3akonooamenvnoe u | @opmupyemovie KomMnemeHyuu: [IpoBepka
HOpMamMueHO-npasogoe ¢ [IK-3. CnocoGen pa3zpabaThiBaTh | PE3yIbTATOB
pecynuposanue  pabomel ¢ CUCTeMbl AHAIUTUKH MHUQPPOBOM | MPAKTHYECCKUX
1.3. | kadpoevimu O0oKymenmamu no TpaHchopMaLuu 3a[laHuM; YCTHBIN
JUYHOMY COCMAagy JIOKYMEHTHUPOBAHHBIX cep | ompoc; TeCTOBBIH
3akoHOJATeNbHbBIE  aKThl B JeSITeIbHOCTH OpraHU3aluy. KOHTPOJIb
pabote c KaJIpOBBIMU | B pe3ynbrare M3y4eHHUs] TEMbI
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JTIOKYMEHTaMH. OCHOBHBIC
IIOJIOKEHUS ®denepanbHOTro
3aKoHa OT 22 okTs0ps 2004 roxa
No 125-03 «O0 apxuBHOM Jiese
B Poccuiickoit ®enepanun» B

obnacTtu OpraHu3aIH
JeSITeNIbHOCTH apXUBOB
JOKYMEHTOB ~ MO  JIMYHOMY
COCTaBy. Yka3bl u
pacnopspKeHHsT  TIPEe3UJeHTa |
MPaBUTEILCTBA P®.
HopmaTuBHbIEe NpaBOBbIE aKThI
benepanbHBIX OpraHoB
HCIOJIHUTEIbHON BJIACTH.

HopmatuBHbIe 1 MeTOANYECKHE
JOKYMEHTBI TOCYJapCTBEHHBIX
U MYHMLMIIAIBHBIX apXUBOB U
apXUBHBIX CIIYXO opraHu3alui.
HopmaTtuBHOEe perynupoBaHue
CO3JIaHMsI M  HCIOJb30BAHUSA
AEKTPOHHBIX apXHBOB.
YHudunupoBaHHbie dhopmbl
JOKYMEHTOB [0  JIHYHOMY

CTYJICHT JIOJDKEH:

3HamMp:
® HOPMATHBHO-TIPABOBbIE u
JTIOKYMEHTBI B chepe

peryiIupoBaHus paboThI c
KaJpOBBIMU  JIOKYMEHTaMH IO
muuHoMy coctaBy (T1K-3);

ymemo:
® 1ICII0JIb30BATh B
npodeccroHabHOI

JeATEIbHOCTH HOPMATHBHBIC H
MCETOAUYCCKUEC AOKYMCHTBI
rOCY/IapCTBEHHBIX u

MYHHIIMITATBHBIX ~ apXUBOB |
apXUBHBIX CIIY)KO OpraHusaiuii

(ITK-3);

enademsy:

e IpohecCHOHATTLHOI
TEPMHHOJIOTHEH B chepe
opraHuzanyu paboOThl apXUBOB
JOKYMEHTOB o JTHYHOMY

cocraBy (T1K-3).

COCTaBy.

2. Pazoen 2. Opzanuzayus pabomoit ¢ 00OKyMEeHmMaAMu nO JUYHOMY COCIMAGY
Tema 2.1 Ikcnepmusza | Dopmupyemvie KOMnemeHyuu: ITposepka
yennocmu  0okymenmoeé no | IIK-3. CrnocoOeH pa3pabaTbiBaTh | PE3Yy/IbTaTOB
JAUYHOMY COCMAGY CUCTEMbl AHAJIUTUKU LU(PPOBON | MPAKTHICCKHUX
Ponb, cocraB, ¢yHkuuM, u | TpanchopManuu 3aJJaHMH; YCTHBIN
OpraHu3anus paboThl | [OKYMEHTUPOBAHHBIX cep | OMPOC; TECTOBBIN
SKCIEPTHO-TIPOBEPOYHBIX JEATEIBHOCTH OpraHU3aluu. KOHTPOJIb
KOMMCCHUH. Opranusanust | B pesynbrare M3y4eHHS TEMbI
DKCHEPTHU3Bl  JIOKYMEHTOB M | CTYIEHT JOJDKEH:
orbopa MX Ha  AapXWUBHOE | 3Hamb:
XpaHCHUC. Meronuka |e Texnomnoruro OpraHu3aIy paboThl
HPOBCACHUA OKCHIEPTU3BL | ¢ JOKYMEHTaMH MO JIMYHOMY
JIOKYMEHTOB ~ TI0  JIMYHOMY | cocrtaBy (ITK-3);
COCTaBy. ITpaBoBas U e 0cOOEHHOCTH MIPOBEICHUS

2.1 | HOpMaTUBHO METOJIMIECKAs | sKcrepTH3bI JIOKYMEHTOB  I10
6asa  oTOOpa  JOKYMEHTOB | jyqHOMy COCTABY B YCIOBHSX
YUPSKICHUH — HA  ApXUBHOC | mugpoBoii TpaHchopMauu
XPaHCHHC. Pomb | noxymentnpoBanHBIX coep

KJIacCU(PUKATOPOB JOKYMEHTOB
U HOMEHKJIaTyp Jel B
ONpEACIEHUN  HAy4yHOH |
MIPaKTUYECKON LIEHHOCTHU

JIOKYMEHTOB Ha CTaJuu
JOKYMEHTAIHOHHOTO

o0ecrieueHus yIpaBJICHUS.
[TpumepHbie MepEeYHA

JIOKYMEHTOB, NIOJIEKAIUX U HE
MOJUIeKAIINX XPAHEHHIO, U HX

nesrenbHocTH opranmzanuu (I1K-
3);

ymemp:

® BEHITTOJTHATh JKCIIEPTU3Y
JOKYyMEHTOB M oTOopa HuX Ha
apxuBHoe xpanenue (I[1K-3);
enaoemn:

e METOIUKON 9KCIEPTU3BI
JOKYyMEHTOB M O0TOOpa HX Ha

apxuBHoe xpanenue ([TK-3);
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3HAQU€HHWE B  MPOBEICHUU
OKCHEpPTH3bl  TOKYMEHTOB B
YUPEXKICHUSAX. Kpurepun
OKCHEPTH3bl JOKYMEHTOB IIO
JTUYHOMY COCTaBYy.
OcoOenHoctu IIPOBEJCHUS
9KCMEPTU3bl  JOKYMEHTOB IIO
JUYHOMY COCTaBY B YCJIOBHUSIX
udposoit Tpanchopmauu
JIOKYMEHTHUPOBAHHBIX chep

JACATCIIbHOCTH OPTraHU3alluu.

e ipoheccuoHaTBLHOM

TEPMHHOJIOTHEH B chepe
opraHu3anudu  paboOThl  apXHUBOB
JIOKYMEHTOB I10 JTUYHOMY COCTaBY

(TK-3).

Tema 2.2. Xpanenue u yuem | @opmupyemvie KOMnemeHyuu: [IpoBepka
0oKkymenmoeé no auunomy | oIIK-3. Crnocoben paspabaTeiBaTh | PE3YJILTATOB
cocmagy CHCTEMBbl AHAJIUTHKU LHU(POBOH | MPAKTUYCCKUX
XpaHeHue  JOKYMEHTOB IO Tpanchopmanmu 3aJlaHui; YCTHBIN
JUYHOMY  COCTaBy. Y4er |  JIOKyMEHTHPOBAHHBIX cdep | OmPOC;, TECTOBLIM
AOKYMCHTOB o JINYHOMY ACATCIBPHOCTH OpraHA3alHH. KOHTPOJIb
cocrapy. CocraB u ¢opMel | B pesynbraTe W3y4eHHs TEMBbI
OCHOBHBIX M BCIOMOTaTENbHBIX | CTYIEHT JOJDKEH:
YUETHBIX JIOKYMEHTOB. | 3namp:
OCOOEHHOCTH ~ XPaHEHHS W | e TEXHOJIOTHIO OpraHu3anuu
yd€Ta NOKYMCHTOB I10 JIMIHOMY paboThl C JIOKYMEHTaMH IO
COCTaBY B YCJIIOBMSIX I_IPI(I)pOBOfI JTUYHOMY COCTaBY (HK-\?,),
TpaHchOopMaIH © 0COOEHHOCTU XPaHEHUS U yueTa
AOKYMCHTHPOBaHHBIX cdep JIOKYMEHTOB o JINYHOMY
JEeSITEIbHOCTH OpraHU3aliy. COCTAaBYy B YCIOBHSX HH(pPOBOI
99 TpaHchopmanuu
JOKYMEHTUPOBAaHHbBIX chep
nesitenbHOCTH opranusanuu (I1K-
3);
ymemp:
® BHITMOJIHATH PaOOThI, CBA3aHHBIE C
y4eTOM u XpaHEeHHEM
JIOKYMEHTOB o JTUYHOMY
cocraBy (TTK-3);
enademo:
® METOIaMU ¢dbopmupoBaHus
y4eTHbIX JoKkymeHTOB (ITK-3);
e IpoeccroHaIbHOMI
TEPMHUHOJIOTHEH B chepe
opraHuszanu paboThl apXHBOB
JIOKYMEHTOB 1o JMYHOMY
cocraBy (T1K-3).
Tema 2.3. Coz0anue u eéedenue | Dopmupyemvie KOMnEMeHyuu: ITpoBepka
CNPAGOUHO-NOUCKOBBIX ¢ [1K-3. CnocobeH pas3pa0OaTeiBaTh | PE3YJIBTaTOB
cpedcme K OOKyMeHmam RO | CHCTEMBbl aHATUTUKH LUQPOBOIM | MPAKTHIECKUX
AUYHOMY COCMABY TpaHcdopmanuu 3aJJaHAH; YCTHBIN
2.3 | ApXHUBHbIE CIpPaBOYHHKH B JOKYMEHTHPOBAHHBIX cep | OmPOC; TECTOBLIH
roCy1apCTBCHHOM, JeSITeIbHOCTH OpraHU3aluy. KOHTPOJIb
MYHUIIUTIATEHOM apxuBe: | B pe3ynabrare U3yuyeHHs TEMBI
apXUBHBII IyTEBOAUTEND, | CTYICHT JOJIKEH:

MC)KAPXHUBHBIC CIIPABOYHUKHU 110
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MCCTaM XpaHCHUA NTOKYMCHTOB

1o JINYHOMY COCTaBy,
ApXUBHBIN KarTajor,
JOTIOJIHUTEIIbHBIC

cipaBoyHUKU.  OcoOeHHOCTH
CO3/1aHHUS u BEJICHUS

CIIPaBOYHO-TIOMCKOBBIX CPEJICTB
K JOKYMCHTaM II0 JIMYHOMY
COCTaBy B YCIIOBHUSIX LU(POBOIi
TpaHchopmanuu
JTOKYMEHTHPOBaHHBIX chep
ACATCIIbHOCTH OpraHru3alnu.

3HaAmMb.

® TEXHOJIOTUIO OpraHu3aIiu
paboThl € JOKYMEHTaMH IO
auanomy cocraBy (ITK-3);

® 0COOEHHOCTH CO3IaHUS u

BEJICHUS CIIPABOYHO-TTOMCKOBBIX
CpPEICTB K JIOKYMEHTaM IO
JUYHOMY COCTaBy B YCIOBHSAX
nudposBoi Tpanchopmauu
JOKYMEHTHUPOBAaHHBIX cdep
nesiteapHocTH opranu3aruu (I1TK-

3);

ymemp:

e hopMupoBaThH Hay4yHO-
CIIPaBOYHBIN armapar K
JOKYMEHTaM IO  JUYHOMY
cocraBy (I1K-3);

enademn:.

e METO/IaMU dbopmupoBaHus

HAaY4YHO-CIIPpaBOYHOT'O allrapara K

JIOKyMEHTaM 10  JIUYHOMY
cocraBy (TTK-3);

e MPOoeCCHOHATBHOMN
TEPMUHOJIOTHEH B chepe
opraHusanuu paboThl apXHUBOB
JIOKYMEHTOB o JTMYHOMY

cocraBy (I1K-3).

2.4

Tema 2.4. Opzanuzayusn
UCNOb306AHUA  OOKYMEHMO8
no TUYHOMY cocmagy

Hcnons3zoBanue apXMUBHBIX
JOKYMEHTOB: IOHSTHE, LIEIU U
(hOpMBL. Ananuz
MCIIOJIb30BaHUs apXMBHBIX
JOKYMEHTOB 1O  JIMYHOMY

cocraBy. Opranuzanus 1octyna
K JOKYMEHTaM [0 JINYHOMY
COCTaBYy. Opranuzanus
HCIIOJIb30BaHUs IOKYMEHTOB I10
JUYHOMY cocTaBy. McrionHeHne
3aMpocoB COLMAJIBHO-
IIPaBOBOTO Xapakrepa.
Hcnons3oBaHne JOKYMEHTOB 110
JUYHOMY COCTaBY B HAayuHBIX,
HCTOPUKO-KYJIbTYPHBIX U MHBIX
LEJISIX. Opranuzanus
HCIIOJIb30BaHUs IOKYMEHTOB I10
JUYHOMY COCTaBy B YCJIOBMSX
1 poBoi TpaHcpopmaluu
JIOKYMEHTHUPOBAHHBIX chep
JeSITEIbHOCTH OpraHu3aluu.

¢ [IK-3. Cnocoben pa3pabarbiBaTh
CHCTEMbl AHAIUTHKH LU(POBOM
TpaHchopmanuu
JOKYMEHTHPOBAaHHBIX
JeSITeTbHOCTH OPTaHU3aIUH.

B pesynabrare u3yueHHs TEMBI

CTY/ICHT JIOJI)KEH:

3Hamo:

® TEXHOJIOTHIO OpraHu3aINH
paboTel C JOKYMEHTaMHu IO
aungaOoMy cocray (ITK-3);

® 0cOOEHHOCTHU OpraHu3aIuu
UCMOJIb30BaHUS JTOKYMEHTOB I10
JUYHOMY COCTaBy B YCIIOBHSX
uuppoBoit TpaHcpopmauu
JOKYMEHTHPOBAaHHBIX chep
nesitenbHOCTH opranuzanuu (I1K-

3);

chep

ymemn:

® OpPraHu30BaTh  HCIOJB30BaHUE
JTIOKYMEHTOB o JTUIHOMY
cocraBy (I1K-3);

6/1a0emn '

® METOAAMU OpraHu3aIu

IIpoBepka
pe3yNbTaToOB
MPAKTUYECKUX
3a/IaHNI; YCTHBIN
OIPOC; TECTOBBIN
KOHTpPOJIb
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HCIIOJIb30BaHUS JOKYMEHTOB IO
JUYHOMY COCTaBy B YCIIOBHSIX
nudpoBoi Tpanchopmauu
JOKYMEHTHUPOBAaHHBIX cdep
nesiteapHocTH opranu3aruu (I1TK-

3);

¢ 1podecCHOHATBHON
TEePMHHOJIOTHEH B chepe
OopraHu3anu pabOThl apPXUBOB
JTOKYMEHTOB o JTUYHOMY

cocraBy (I1K-3).

Tema 2.5. Hopaook
VHUUMOMCEHUA  OOKYMEHMO08
nO TUYHOMY cocmagy

Ot6op JIOKYMEHTOB o
JUYHOMY COCTaBy, KOTOpBIE
YHHYTOXKAIOT 10 HCTCUCHHUH

CPOKOB XpaHEeHMUH, u
JIOKYMEHTOB CO CIIELUAIbHBIMU
YCIIOBUSIMU ux
YHUYTOXKEHHUS. [IpaBuia
pacyeToB  CPOKOB  XpaHEHUS
JIOKYMEHTOB. Cocras u
byHKIIUN 3KCIEPTHOMN

Komuccuu.  JIOKyMEHTBI  CO

¢ [IK-3. Cnocoben pa3pabaTpiBaTh
CHCTEMBl AHAIUTHKH HHU(POBOM
Tpanchopmanmu
JTOKYMEHTUPOBAaHHBIX chep
JeSITeIbHOCTH OPTaHU3aIUH.

B pesynabrare u3ydeHHs] TEMBI

CTY/ICHT JIOJI)KEH:

3Hamb:

® TEXHOJIOTHIO OpraHu3aIH
paboTel C JOKYMEHTaMu IO
auuHomy cocraBy (ITK-3);

® 0COOEHHOCTH OpraHu3aliH
YHUYTOXKEHUSI JOKYMEHTOB II0
JUYHOMY COCTaBy B YCIIOBHSX

[IpoBepka
pe3yNbTaToOB
MPAKTUYECKHUX
3a/laHNi; YCTHBIN
ONpoC; TECTOBBIN
KOHTPOJIb

CICLHATBHBIMU YCIOBHSAMU UX |  ppdpoBoit TpaHchopMaLHH
25 yHudTOKeHHS.  OpraHusamus JIOKYMEHTUPOBaHHBIX chep
' nponecca YHUYITOXKCHUA nesitepHocTH opranu3aruu (I1K-
JIOKYMEHTOB. Crioco6bl 3);
YHUYTOXXEHUS JIOKYMCHTOB. | yyemp:
Ilpasnia opopmnenns akra 06 | o gpranmzosats mporeccs 0T6opa
YHUHUTOXKCHUM  OKYMCHTOB. |y yHpYTOMXKEHHS NOKYMEHTOB IO
Ocobennoctn OPraHU3aliH |  yyqpomy coctaBy (ITK-3);
YHHYTOKEHHS JOKYMEHTOB N0 | gnadems:
JINYHOMY COCTABY B YCTOBHAX | o\ioronavu OpraHU3AIIH
U poBoit TpaHchopManuu MpOIECCoB oT6opa -
AOKYMCHTHPOBAHHBIX ¢hep | yupuToMeHMT OKYMEHTOB TO
JesITeIbHOCTH OpraHU3aIUH. mraHOMY coctay (ITK-3);
e mpoheccuoHaIbHOM
TEPMUHOJIOTHUEN B chepe
OpraHuzanu paboThl apXUBOB
JOKYMEHTOB o JTMYHOMY
cocraBy (T1K-3).
Pazoen 3. dnekmpounuvie apxuevt OOKyMeHM 08 NO TUUHOMY COCHIABY
Tema 3.1. Inekmponnvie | Dopmupyemovie KOMnEmMeEeHYUU: [IpoBepka
apxuenl ¢ [IK-3. CnocoGen pa3zpabaThiBaTh | PE3yIbTATOB
CHCTEMbl AHAIUTHKU [HU(POBOI | MPAKTHYECKHX
31 TpaHchopMarum 3QJIaHUI; YCTHBIN
JTOKYMEHTHUPOBAaHHBIX cep | ONMpOC; TECTOBBIM

ACATCIIBHOCTH OpraHru3alnuu.

B PE3YIbTATC H3YUCHUSA TCMbI

KOHTPOJIb
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DIIeKTPOHHBIN apXuB: (PYHKINH,
pEeUMyIIeCTBa, OCOOECHHOCTH.
Buapl 351eKTpOHHBIX apXHBOB.
OTanel CO3aaHu 3JICKTPOHHOI'O

apxuBa. Opranuzanus
XpaHeHust AJIIEKTPOHHBIX
ApPXUBHBIX JIOKYMEHTOB

apxuBHoro ¢ouga PO wu
JJIEKTPOHHBIX JOKYMEHTOB IIO
JUYHOMY COCTaBy B apXHBe

OpraHu3aIuy. OCHOBHBIC
apXI/IBHBIe TCXHOJIOI'A
XpaHEHUs 3JIEKTPOHHBIX
JOKYMEHTOB. [Topsimox
MIPUHSATHUSA AJIEKTPOHHBIX

JOKYMEHTOB  TIO0  JIHYHOMY
coctaBy B apxuB. [IpaBoBbie
HOPMBI B cepe NesaTeITbHOCTH
AJICKTPOHHBIX aPXUBOB.

CTYJCHT JJOJDKEH:

3HamM®:

edTalbl CO3JaHHS 3JICKTPOHHOTO
apxwuBa (ITK-3);

®IIpaBOBbIE HOPMBI B  cdepe

JESATEIILHOCTH AIIEKTPOHHBIX
apxuBoB (ITK-3);

® OCHOBHbBIE HarpaBJICHUS
COBEPIIIEHCTBOBAHUS
AIIEKTPOHHBIX apXUBOB
JOKYMEHTOB 00  JUYHOMY
cocraBy (I1K-3);

ymenv:

® OPraHM30BaTh XpaHEHHUE
JIOKYMEHTOB 0o  JHYHOMY
COCTaBy B 3JIEKTPOHHOM apXHBE
(IIK-3);

enaoems:

e IIPE/ICTABICHUAMH 00
SIIEKTPOHHBIX apXxuBax
JIOKYMEHTOB 0o  JUYHOMY

cocraBy (I1K-3).

Tema 3.2. Poccuiickuili pblHOK
INNEKMPOHHBIX APXUEOE

ApXuBHas OoTpaciib Kak OfHa U3
BOKHEUIIIUX COCTAaBJISIFOLIIUX

Dopmupyemovle KomMnemeHyuu:

¢ [IK-3. Cnocoben pa3pabaTbiBaTh
CUCTEMBl AHAIUTUKH IHPPOBOMA
TpaHchopMaIun

IIpoBepka
pe3yNbTaToOB
MPaAKTUYECKUX
3alaHN; YCTHBIN

mpoiecca U (pPOBU3AIIHH. JIOKYMEHTHPOBAHHBIX cep | ompoc; TECTOBBIH
XapaKkTepucTuka JEeSITeIbHOCTH OpraHU3aIuu. KOHTPOJIb
OTE€YCCTBCHHOI'O IMPOrPaMMHOIO | B pe3ynpTaTe M3ydeHHUS TEMBI
obecrmeuenus JUIL  CO3JAHMS | CTYIEHT JOJDKEH:
ANEKTPOHHOTO apxXuBa. | 3namo:
CpaBHeHre HWHTEP(EHCOB M | e oTEUECTBEHHOE MNPOrPAMMHOIO
(bYHKIIMOHATBHBIX obecriedeHusT I CO3IAHHUS
3.2 BO3MOKHOCTEH I10 XPaHCHUIO U DJIEKTPOHHOTO apXHBa (HK-3),
UCIOJIb30BAHUIO apXMBHBIX | ymemp:
AOKYMCHTOB ~ TIO  JIMYHOMY | e oCYIIECTBIIATH BBIOOp
COCTaBy. IPOrpaMMHOT0 oOecrieueHust AJis
CO3/1aHUS BJIEKTPOHHOIO apXHBa
Ha OCHOBE aHaJIM3a POCCUICKOTO
pBIHKA DJIEKTPOHHBIX apXHBOB
(ITK-3);
enademo:
e METOJAMHM  aHAJIW3a  pBIHKA
aneKTpoHHBIX apxuBoB (ITK-3).
Tema 3.3. Co3zdanue u | @opmupyemvie KOmMnemeHyuu: [Iposepka
ucnonvsosanue nekmponnozo | ¢I1K-3. CriocobeH pa3zpabaThiBaTh | PE3YJIbTATOB
apxuea - OOKYMEHmMOE  no CHCTEMBbl AHATUTHKU LHU(POBOI | MPAKTHUYCCKUX
3.3 | auunomy cocmagy Ha TpaHchopmaIuu 3aJaHu; YCTHBIN
naamgopme «1C: JOKYMEHTUPOBAaHHBIX cthep | OMPOC; TECTOBBIN
Moxymenmoooopom 8 KOPII» NeSATETLHOCTH OPTaHU3aIUH. KOHTPOJIb
Knaccudukanus BUIOB | B pE3ynbTAaTC HM3Y4YCHMUS TEMbI
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JOKYMCHTOB B ApXUBE. CTYACHT JOJIZKCH:

Crpykrypa ManoK IS | 3Hamb:

JOKYMCHTOB. HOMCHKJ‘IaTypa ® TCXHOJIOTUIO cO31aHuA

Jiel, pasjensl, Jena, TOMa | DJIEKTPOHHOIO apxuBa

xpaHenus. IIpaBa jocTyma K | [JO0KyMEHTOB o JUYHOMY

apXUBHBIM JoKyMeHTaM. [louck COCTaBy B cpejie MPOrpaMMHOIO

JIOKYMEHTOB B  3JIEKTPOHHOM MPOJIyKTa «1C:

apXuBe JIOKYMEHTOB: B CIIMCKaX, Hokymentoobopor 8 KOPII»

[0 3aJaHHBIM [IapaMeTpam, (IK-3);

IIOJTHOTEKCTOBLIM.  PesepBHoe | ymems:

KONMPOBaHUE JAHHBIX. | epa3pabarblBaTh  HMHCTPYKUUIO/

O6ecneuenne 0€301aCHOCTH. perimameHt Ui paboThI
apxuBoM gokymenToB (I1K-3);
enadems:

e TEXHOJIOTUSIMM ~ CO3JIaHUsl U
HCIOJIb30BAHUS  3JIEKTPOHHOTO
apXHB JIOKyMEHTOB IO JHUYHOMY
coctapy Ha 1uardpopme «I1C:
Hokymenroobopor 8 KOPII»
(TTIK-3).

[IpomexxyTouHas

arrecragusa — 3a4cT

5. O6pa3oBare/ibHbIe U HH(POPMAIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOT MU
5.1. O0pa3oBaTe/bHbIE TEXHOJIOTUH

B xome oO0ydeHus HCHONB3YIOTCS TpaIWIMOHHBIE OO0pa3oBaTEIbHBIE TEXHOJIOTHH,
BKITIOYAOIIUE ayJIWTOPHBIC 3aHATUA B (OpME JICKIMHA M NPAKTUYCCKUX 3aHATUH, a TaKxKe
pa3BUBAIOIIME TEXHOJOTHH: TPOOJIEMHOE H3JI0KEHHE JIEKIIMOHHOTO MaTepraa, TMCKyCCHH.

OcBoeHnne yueOHOro MaTepualia COpoBOXKIAETCS HHTEPAKTUBHBIMU (hopMamMu 00yueHUs:
JIVICKYCCHH, JETIOBBIE UTPHI.

Jlonsi ayAMTOPHBIX 3aHATUH, MPOBOJUMBIX B HHTEPAKTUBHBIX (opmax oOydeHws,
cocraBnsieT 30% mnpu ouHoil ¢opme oOyueHus u 25% npu 3aouHOM (GopMme OOydeHHs, UYTO
cootBercTByeT TpeboBanusMm @OI'OC BO mno HampaBneHuto mnoarotoBku 46.04.02
«JloKyMEeHTOBE/IeHNE 1 aPXUBOBEICHHEY.

CaMOKOHTPOJIb 3HAaHUH CTYAEHTOB OCYIIECTBIISETCS C MOMOILBIO TEXHOJOTHH MPOBEPKH
YPOBHSI OBJIQJIEHUS] y4eOHBIM MaTEpHaIOM C HCIOJIH30BAHHEM KOHTPOJBHBIX BOIPOCOB H
TECTOBBIX 3a/1aHUI.

Jist AMarHOCTHKH KOMIIETEHIINH TPUMEHSIFOTCS CIIEeAYIoNIe (OpMbI KOHTPOJIS: YCTHBIN
OTIPOC, OLICHKA Pe3yIbTaTOB BBHIIOIHEHUS PAKTUUECKUX 3a/laHUH, TECTUPOBAHHUE.

5.2. UH(popMallHOHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHH

IIpu opranuzamuu y4eOHOrO Mpolecca  INMUPOKO  HCIOJB3YeTCsl  COUCTaHHE
00pa30BaTebHBIX W HHPOPMAINOHHO-KOMMYHUKAITMOHHBIX ~ TEXHOJOTHIA: MPAKTHKYIOTCS
MYJIbTUMEIMUHBIC JICKIIAOHHBIC 3aHATHS, MH(OOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHU
COIPOBOKIAIOT MPOBEACHUE MPAKTUYECCKUX 3aHATHH, OPraHU3aIlUI0 CaMOCTOSTEIBHON PabOThI
CTYZICHTOB.

Ha cairte «INEeKTpOHHAS obOpasoBarenbHas cpena KemI ' TK»
(https://edu2020.kemgik.ru/course/view.php?id=4148) pa3MenieHbl TEOPETUYECKHE,
NpaKTUYECKHe, CIPAaBOYHBIE, METOJUYECKUE, KOHTPOJIbHO-U3MEPUTEIIbHBIE 3JCKTPOHHBIE
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peCypChl MO JUCHUTLIIUHE.

AKTHUBH3AIUIO CAMOCTOATEIbHOM pabOThl CTYAEHTOB M KOHTPOJIb PE3YJIbTaTOB U CPOKOB
OCBOCHUS PA3JICIOB U TEM JUCIUIUIMHBI 00ECIIEYNBACT HCIIOJIB30BAHUE TAKMX WHTEPAKTUBHBIX
3JIEMEHTOB «DJIEKTpOHHOK oOpa3oBarenbHOil cpenbl KemI MIK», kak «3amanme» u «TecTy.
WNurtepakTuBHbIA meMeHT «TecT» BKIIOYAET pa3juyHbIe THUIBI BOIPOCOB U HMCHOJB3YETCS KaK
OJIHO U3 OCHOBHBIX CPEJICTB OOBEKTHBHOW OIEHKM 3HAHHWM CTYAEHTa B XOJE€ CaMOKOHTPOJS,
TEKYIIEro U MPOMEKYTOYHOTO0 KOHTPOJIS 3HAHUMU 10 AUCIUIUIMHE.

WNuTepakTUBHBIA 37eMEHT «3aJaHue» MO3BOJISIET TPENoAaBaTeso IO KUBATh
00paTHYIO CBSI3b CO CTYACHTOM IOCPEJICTBOM MPOBEPKH 3aJaHusl (OTUYETOB O BBINOJHEHUU
MPAKTUYECKUX 3aJaHHui, y4eOHBIX MPOEKTOB) B BUIE PELEH3UU WIM KOMMEHTapHeB, a TaKkKe
o0ecreunTh WHIUBUAYATBHBIA MOAXO0 K OOYYAOIIMMCS C YI€TOM MX MCUXO(PH3NOTIOTHISCKIX
ocobeHHocTeil. IHTepakTUBHBIE AJIEMEHTHI ¢ BO3MOKHOCTBIO OOpaTHOM CBSI3U UMEIOT 0coboe
3HAUEHUE JUIS 3a09HON (OpMBI 00yUEHUSI, MOCKOJIBKY MO3BOJISIOT HE TOJBKO KOHTPOJIUPOBATH
BBIMIOJTHEHHE CTYACHTOM 33/IaHUi, HO U MOTUBUPOBATh €0 CAMOIIOATOTOBKY B MEKCECCHUOHHBIN
HEPUOA.

Hcnonb30BaHrne MHTEPAKTUBHBIX 2JIeMEHTOB «3aganue» u «Tect» Takxke obecrieunBaer
¢ukcanuoo xoaa oOpa30BaTEIBHOIO IPOIECCa, PE3YyIbTATOB TEKYIEH U IPOMEKYTOUYHOU
yCIIeBAEMOCTH O0YUAIOUTUXCS MO TUCIUIUIAHE.

6. YueOHO-MeTOIHYECKOe 00ecTieyeHre CaMOCTOSTeIbHOI padoThl 00yUyaomuxcs

Marepuansl IIsl OpraHUu3alul CaMOCTOSATEIILHOW padOThl 00YJAIONINXCS 110 TUCIUILIHHE
«ApXUBBI 110 JINYHOMY COCTaBy» pa3MeELIeHbl B «DJEKTPOHHOH 0Opa3oBaTeNbHON Cpere»
(https://edu2020.kemgik.ru/course/view.php?id=4148) u BKIIOYAIOT:

Opzaanusayuonnvle pecypcul
» Temaruueckuil IJIaH JUCHUILTMHBL 7S CTYACHTOB OYHOM (POPMBI 00yUYEeHUS
» TemaTnueckuii MIaH JUCUUIUIMHBL JIsl CTYIEHTOB 3209HON (POPMBI O0yUCHHS
Yuebno-npaxmuueckue pecypcoi
*  OmnmcaHus MPaKTHYECKUX 3aTaHUN
Yuebno-naenaonuie pecypcul
*  DJEeKTpPOHHBIE MPE3EHTAIUH
Yuebno-6ubnuocpaguueckue pecypcoi
* Cnucok peKOMEHyeMOil InTepaTypbl
DoHO OYeHOUHBIX Cpeocme
 IlepeueHb BOIIPOCOB AJIsi YCTHOTO OIPOCa MO pa3zaesiaM JUCIUTLITHHEL
e Tecr
» Bormpocs! k 9k3aMeny

7. ®OH/I O1LIEHOYHBIX CPECTB

Bxirouaer OICHOYHBIC CpCACTBA JII TCKYLICTO KOHTPOJA YCIHEBACMOCTU W JJIA
HpOMG)KyTO‘-IHOfI arTeCcTalnuu 10 uToram OCBOCHHA JUCHUIIIIUHBI. CprKTypa u
COJACPpIKaHUC (I)OH)Ia OIICHOYHBIX CPEACTB MPCACTABJICHBI B 3HeKTp0HH0171 I/IH(l)OpMaL[I/IOHHO-
obpasoBarensHoii cpeze (https://edu2020.kemgik.ru/course/view.php?id=4148).

8. YueOHO-MeTOANYECKOE U HH(POPMAINIMOHHOE 0DecTieYyeHne TN CIUTITHHbI
8.1. Cnucok JaurepaTypsl

Ocnosnas numepamypa

1. Tepacumona, E. C. ApxuBbl JOKYMEHTOB IO JIMYHOMY cOcCTaBy : ydyeOHoe mocobue / E.C.
I'epacumoBa. — Mocksa : UTHOPA-M, 2023. — 186 c¢. — (Bricuiee obpazoBanue). — DOI
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10.

10.12737/1894391. - ISBN 978-5-16-017879-0. - Tekcr : osmektpoHHbii. - URL:
https://znanium.com/catalog/product/1894391 (nmata oGpamenusi: 08.01.2024). — Pexum
J0CTyMa: 10 HOIUCKE.

JlankoBa, A. I'. JlokymeHTanmoHHOE OOEeCIeUeHHEe YIPABJICHHUS IMEPCOHAIIOM : Y4eOHOe
nocobwue : [16+]/ A. I'. Jlankosa, B. A. [{pirankoB ; OMCKu#i rocy1apCcTBEHHBIN TEXHHYECKUN
yHuBepcuTeT. — OMcK : OMCKHI TocyaapCcTBeHHBIM TexHHYeckuii yHuBepcuteT (OMI'TY),
2019. — 154 c¢. : wnm, T1abn., cxem. — PexuMm goctyma: 1O MOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=683240 (nata obpareHus:
08.01.2024). — bubnuorp.: c. 104. — ISBN 978-5-8149-2860-3. — TekcT : 2JIeKTPOHHBIN.
Sukosuy, 1. A. Jlenonpous3BoACTBO B KaapoBoi ciyxoOe : yueOnuk / 1. A. SIHKOBHY. —
Mocksa : FOuutu-Jlana, 2017. — 161 c. : cxem., Tabin. — PexxuMm gocTtyma: 1mo moJamucKke. —
URL.: https://biblioclub.ru/index.php?page=book&id=685463 (narta obpareHus:
08.01.2024). — bubmuorp.: c. 112. — ISBN 5-238-01076-1. — TekcT : 3NeKTPOHHBIH.

Jlonoanumenvnas numepamypa

Kabamos, C. FO. Jlenonpou3BoACTBO M apXUBHOE JEJI0 B TEPMHUHAX M OIPEICICHUSIX :
yuebHoe mocobue / C. 0. Kabamos, U. I'. AchanauspoBa. — 3-¢ u3g., crep. — Mocksa :
OJIMHTA, 2018. - 295 «¢. — Pexum jgoctyma: 1O  TOIINUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=69168 (xara obpamienus: 29.01.2024).
— ISBN 978-5-9765-0784-5. — TeKcT : 37eKTPOHHBIH.

Konomuen, A. W. KampoBoe pemompoun3BoacTtBo : yuebHoe mocobue : [12+] /
A. U. Konomuen. — Mocksa : lupext-Memaua, 2023. — 248 c. : un., Tabn. — Pexxum gocryna:
no mommucke. —  URL: https://biblioclub.ru/index.php?page=book&id=696314 (xara

obopamienus: 09.01.2024). — bBubaworp. B kH. — ISBN 978-5-4499-3436-9. — DOI
10.23681/696314. — TeKCT : 3IEKTPOHHBIIA.

Kysnuenos, 1. H. [lenonpousBocto : yaeoHOoe mocooue : [16+] / W. H. Ky3uenos. — 13-¢
u3a. — Mocksa : JlamkoB u K°, 2024. — 406 c. — Pexxum noctyma: mo MOIIUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=711135 (nara oOpaleHus:
09.01.2024). — bubmauorp.: c. 312-323. — ISBN 978-5-394-05683-3. — TeKCT : 3JIEKTPOHHBIH.
06 apxuBHOM aene B Poccuiickoit @enepanun : @enepanbubiii 3akoH oT 31 uromns 2020 roga
Ne 296-@3 (c usmenenussmu Ha 25 nekabps 2023 roga): [mpunst 'ocynapcrBenHoi Jlymoii 1
okTsa0pst 2004 rona : omobpen Coserom Denepammu 13 oktsadps 2004 roma]. — Tekcr :
DIIEKTPOHHBIN. // OnekTpoHHBIH (GOHJ TPaBOBOM M  HOPMATUBHO-TEXHUYECKOH
JIOKYMEHTAIUH. —  [Cankrt-Ilerepbypr] : [6. wu], 2020. - URL:
https://docs.cntd.ru/document/901912288 (mgara obpamenus: 09.01.2024).

06 undopmanuu, HGOPMAIIMOHHBIX TEXHOJOTUAX U O 3anuTe nHopmaiuu : DeaepanbHbIN
3akoH OT 27.07.2006 Nel49-®3 (¢ u3menenusmu Ha Ha 12 nmexaOpst 2023 roga): [IpUHST
['ocynapcteennoit J{ymoii 8 urong 2006 rona : onodpen Coserom ®Peneparuu 14 urons 2006
rogal. — Tekcr : 31eKTpOHHBIA. // DneKTpoHHBIH (OHA NPaBOBOM M HOPMATUBHO-
TEXHUYECKON JIOKYMEHTAIIUH. — [Canxkr-Ilerepbypr] : [6. wu.], 2020. — URL:
https://docs.cntd.ru/document/901990051/titles/64UOIK (nata obpamenus: 09.01.2024).

O6 yrBepxkaeHuu IlepedyHss TUNOBBIX  YHPABJIEHYECKHMX  ApPXHUBHBIX  JOKYMEHTOB,
00pa3yIonMxcst B Mporecce AeITeIbHOCTH TOCYy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPABJIEHNsI W OpPraHM3alui, C ykazaHueMm cpokoB ux xpaHeHus : [IPUKA3 ot 20
nexabps 2019 roma N 236 [ytB. [Ipukazom ®enepaibHOro apXMBHOIO areHTcTBa oT 20
nexadbps 2019 roga N 236]. — Tekcr : 3neKTpOHHBIN. // DnekTpoHHBIH (HOHA MPaBOBOU U
HOPMAaTHUBHO-TeXHHUYECKON nokymeHTanuu. — [Cankr-IlerepOypr] : [6. u.], 2020. — URL:
https://docs.cntd.ru/document/901990051/titles/64UOIK (mata obpamenus: 09.01.2024).

O6 yrBepxaeHHMH TUMOBBIX (QYHKIIMOHANBHBIX TPEOOBaHMH K CHUCTEMaM 3JIEKTPOHHOTO
JOKYyMEHTOO0OpOTa M CHUCTEMaM XpaHEHUS OJJIEKTPOHHBIX JIOKYMEHTOB B apXHBax
rocynapctBeHHbIX opraHoB : [IPMKA3 or 5 urons 2020 roma N 69 [yrB. Ilpuxazom
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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
https://docs.cntd.ru/document/564112333#64U0IK
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

®epnepanbHOro apxuBHOro arenrcTna ot 15 uronHs 2020 roga N 69]. — TekcT : 371eKTPOHHBIMN.
// DnexTpoHHBIA (OHJ MPABOBOKM M HOPMATHBHO-TEXHUYECKON NOKyMmMeHTaruu. — [CaHKT-
[TerepoOypr] : [0. u.], 2020. — URL: https://docs.cntd.ru/document/565342925 (nara
obpamenus: 09.01.2024).

11. O6 yrBepxkneHuu IIpaBun  opraHuzaluum  XpaHEHUs, KOMIUIEKTOBAaHUS, ydeTa H
WCIIONIB30BaHUs JTOKyMEHTOB ApxuBHOro (onma Poccuiickoit ®enepanuu u Apyrux
ApPXMBHBIX JOKYMEHTOB B 'OCYJIJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIPaBICHUS U
opranmzanusix : [IPUKA3 ot 31 urona 2023 roga N 77 [yrB. [Ipukaszom Pocapxusa ot 31
utonst 2023 roma N 77]. — Tekcr : 37eKTpOHHBIA. // DAEKTpOHHBINA (POHA MPaBOBOH U
HOPMAaTHBHO-TeXHUUYECKON nokymeHTanuu. — [Cankt-IlerepOypr] : [6. u.], 2020. — URL:
https://docs.cntd.ru/document/1302664651 (mata oopamenwus: 09.01.2024).

12. MndpopmanioHHBIE TEXHOJOTUU B JIOKYMEHTAlMOHHOM OOECIEYEHUH YIPaBJICHUS M
apxuBHoM pene : yaeOnuk / H. H. Kynses, T. B. Konapamosa, E. B. Tepentsesa, A. T
®abpuunoB. — Mocksa : Jloroc, 2020. — 408 c. — ISBN 978-5-98704-786-6. — Tekcr :
HEIOCPEICTBEHHBIMN.

13. O mepconanpHbix naHHbIX : DenepanbHblii 3ak0oH oT 27 wmronsg 2006 r. N 152-d3 (c
u3MeHeHussMu Ha 6 ¢eBpana 2023 rona): [mpunsat ['ocynapctBennoi dymoit 8 urong 2006
rona : onoopern Coerom deneparuu 14 utons 2006 roga]. — TekcT : 2JIEKTPOHHBIN. //
DONEKTPOHHBIA (OHJI MPABOBOW M HOPMATHBHO-TEXHUYECKOW MOKyMmeHTanuu. — [CaHkT-
[TetepOypr] : [0. u.], 2020. — URL: https://docs.cntd.ru/document/901990046 (nata
obpamenus: 09.01.2024).

8.2. Pecypchl HH(OPMAIIMOHHO-TEJIEKOMMYHHUKAIMOHHOI ceTH « AHTepHET»

e ®upwma 1C. — Pexxum nocryma: https://1c.ru/;

e Bceepoccuiicknuit HUM nokymeHTOBeneHuss W apxuBHOro pnena. — Pexum pocryna:
http://www.vniidad.ru;

o [wnbaus ynpapisIOIIMX OpraHU3alUel: mpoQecCHOoHaIbHBIN (HOpYM PYKOBOIAHMTEICH M
CHeluaJucToB B o0jacTu  ympaBileHHs JOKyMeHTamu. — Pexum  nocryna:
http://www.gdm.ru/;

e ludopmanmonnsii mopran «Zakonbase.ruy. — Pexxum nocryna: http://zakonbase.ru;

e IlIpaBoBoii moptan B cpepe KyabTyphl: HHPOPMAIIMOHHO-CIIPaBOYHasl 0a3a HOPMATHUBHBIX

bi§
e Poccuiickuil HAyYHO-TEXHUYECKUH IEHTP WH(OPMAIIMH 10 CTAaHJAPTU3AIMH, METPOJIOTUN
K onenke coorBerctBus «CTAHIAPTUH®OPM». — Pexum  gocryma:

ittp://www.gostinfo.ru/;

e Wekperapckoe N1e10: eXeMeCAYHbIN MpodeccCHOHaNbHBINA XypHal. — Pexum pocryna:
www.sekretarskoe-delo.ru;

e WeneparbHOE AareHTCTBO IO TEXHHYECKOMY PETYIMPOBAHWUIO W METPOJIOTHH
fPoccrannapr). — Pexxum noctyna: https://www.gost.ru;

e PleHTp KOMIIETEHIIMH MO BOMPOCAM JOKYMEHTAIIMOHHOTO OOECICUEHHs YIPABICHHUS W
BpxuBHOTO Mena. — Pexxum pocryma: http://www.edou.ru;

e ECM-Jornal.ru BaxhHoe 00 3JIEKTPOHHOM JOKYMEHTOOOOpPOTE U  YIpaBICHHH
Bsaumoneiicteuem. — Pexxum moctyna: www.ecm-jornal.ru;

. 9RO—21en0np0HSBOHCTBo u CO/1: mopran nns pykoBoauteneit ciyx6 JJOY u cekperapeit
Ecex ypoBHeil. — Pexxum noctyna: www.sekretariat.ru.

§.3. IIporpammHoe o0ecnieyeHne ¥ HH(GpOpMALMOHHBIE CIIPABOYHBIE CHCTEMBbI
IporpaliMHoe oGecrieuenue:

NUYeH3MOHHOE NPoPaMMHOe 0becneuene:
& oneparmonnas cucrema — MS Windows
y
p 20
e
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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

* «1C: Joxymentoobopot 8 KOPII»
* o¢ucusii maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
€c80000HO pacnpocmpansemoe npocpammHoe obecnedenue:
* oduchbi nmaket — LibreOffice
* mporpamma-Opaysep
ba3bl gaHHbIX, HHOPMALIMOHHO-CIIPABOYHbBIE U TIOUCKOBBIE CUCTEMBI:
* Komncynsrant [Ltoc

9. MaTepnajbHO-TeXHHYeCKOe o0ecrevyeHue M CUMIIIMHBI
Hanmnume ydeOHON mabopaTopuu, OCHAIIEHHOW TMPOCKIMOHHON W KOMIIBIOTEPHOM
TEXHUKOW, UHTErpUPOBaHHOM B VIHTEpHET.

10. OcoGenHocTH peaqu3auMy JAMCHUIUIMHBI JJs HWHBAJIUWAOB MW JHI C
OrpaHHYeHHBbIMH BO3MOKHOCTSIMU 3/10POBBSI

Jns obecrieueHus: 0Opa3oBaHMS HWHBAIMAOB M OOYYAIONIMXCS C OrPaHUYEHHBIMHU
BO3MOXKHOCTSIMH 3JIOpPOBBSI pa3palbaThIBacTCsl aJalTHUpPOBaHHAs OOpa3oBaresbHAs IMpOorpamma,
WH/IMBUAYAIbHBIA YY€OHBIN TUIaH C yY4ETOM OCOOCHHOCTEH MX NMCHUXO(PHU3UIECKOTO Pa3BUTHUS U
COCTOSIHUSI 3/IOpPOBBSI, B YACTHOCTU TNPUMEHSETCS WHIAMBHIYAIbHBIH TOJIXOJ K OCBOCHUIO
JUCLUIUIMHBI, UHIUBUAYAIbHbIE 3aaHusd. 11 OCyleCcTBIEHUS MPOLEAYP TEKYIIErO0 KOHTPOJIS
YCIIEBaEMOCTH ¥ TPOMEXKYTOYHOW aTTeCTAllMM OOYYAIOIIUXCS WHBAIMJIOB M JIUI[ C
OrpaHU4YCHHBIMHA  BO3MOXHOCTAMU 3J0POBbA YCTAHABJIMBAIOTCA adallTUPOBAHHBIC (I)OpMBI
NPOBEJICHUSI C YYETOM WHAWBUAYAIBHBIX NCHXO()U3HOIOTHYECKUX OCOOCHHOCTEH: ISl JIUI[ C
HapyIICHUEM 3pEHMsI 3aJJaHUS IIPEAIAraloTCsl C YKPYIHEHHBIM HIpU(TOM, JUIs JIUL C HApyLIEHUEM
CJIyXa — OIICHOYHBIC CPEJICTBA MPEOCTABIISIOTCS B TUCBMEHHOW ()OPME C BO3MOKHOCTHIO 3aMEHBI
YCTHOI'O OTBETAa Ha HI/ICLMGHHBIﬁ, AJIg Jinhg, ¢ HApyHICHUEM OIIOPHO-ABUTAaTCIIbHOI'O alrapara
JBUTATENIbHBIC (OPMBI  OIEHOYHBIX CPEJICTB 3aMEHSIOTCS HAa IHCbMEHHBIC/YCTHBIE C
HUCKIIIOYCHHUEM HBHF&TGHBHOﬁ AKTHUBHOCTH.

[Tpu1 HEOOXOAUMOCTH CTYICHTY-UHBAIUAY MPEAOCTABISETCS JOMOIHUTEIHLHOE BPEMS JIJIst
BBIINIOJIHEHUA 3aJaHUA. HpI/I BBIITOJIHECHUHN SaI[aHI/If/'I AJi1 BCEX TpyHIl JuIi € OrpaHHU4YCHHBIMH
BO3MOXHOCTSIMM ~ 37I0POBbsl  JIONIYCKAaeTCs MPHUCYTCTBUE MHIMBHUIYaJbHOI'O TOMOIIHHKA-
COITPOBOKIAFOIIETO JIJIsl OKa3aHUsl TEXHIHUECKOW OMOIIN B 0()OPMIICHUH PE3yIbTaTOB IIPOBEPKU
c(OPMHPOBAHHOCTH KOMITETEHIINH.

O6y‘~IaI-OHII/IeC$I HWHBaJIWJbl MW JHIOAa C OrpaHUYCHHBIMU BO3MOKHOCTAMHU 30POBbA
oOecrieyeHbl yueOHO-METOIUUECKUMH pecypcaMy B OopMax, alalTUPOBAHHBIX K OrpaHUUYEHHSIM
HX 310POBbA. yLIe6HO-MeTO)II/I'-I€CKI/IC PECYPCHI IO AUCHUIIIIMHE «ApXI/IBI)I 110 JIMYHOMY COCTaBYy»
pa3MeleHbl Ha caiite «ONeKTpOHHAs oOpa3oBaTenbHas cpena KemI'K»
(https://edu2020.kemgik.ru/course/view.php?id=4148),  kotopass  WMeeT  BEPCUIO IS
CITa0OBUISIIINX.

11. IlepeyeHb KJII0YEBBIX CJIOB

Apxus

ApXWUB 110 JINYHOMY COCTaBY

ApXHUB 2JIEKTPOHHBIN

ApPXMBHBIN KaTaJIor

JlokymeHT

JIOKyMEHT 10 TMYHOMY COCTaBy
JIOKYMEHT 10 JIMYHOMY COCTaBY apXUBHBIN
JIOKyMEHT 3JIEKTPOHHBIN

JlocTyn K apXMBHBIM JOKYMEHTaM

Jeno nuaHoe
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[eno apxuBHOE

EnvHnna yuera apXuMBHBIX JOKYMEHTOB

Enununna XxpaHeHHs apXUBHBIX JTOKYMEHTOB

EnvHuna XpaHeHus 3JIEKTPOHHBIX JOKYMEHTOB

Howmenxkiarypa nen

Obecneuenne 6€30MaCHOCTH XPAHEHUS U UCIIOIb30BaHUS JOKYMEHTOB B 3JIEKTPOHHOM apXHBe
Hay4Ho-cripaBo4HbIi anmapar K JOKyMEHTaM I10 JINYHOMY COCTaBy

Onuce apxuBHast

OmudpoBka

Pe3epBHOE KONIMpOBaHKUE JaHHBIX B DJIEKTPOHHOM apXHBE

CrpaBOYHUKHM 110 MECTAM XPAaHEHUS JJOKYMEHTOB 110 JUYHOMY COCTaBY
TexHonOrMM opraHu3anys UCIOIb30BaHUS JOKYMEHTOB 10 IUYHOMY COCTABY
TexHomoruu 0T6opa JAOKYMCHTOB I10 JIMYHOMY COCTaBy

TexHonOrny NOMCKa JOKyMEHTOB B JJIEKTPOHHOM apXUBE JOKYMEHTOB
TexHosornu ydyera JOKyMEHTOB 110 JINYHOMY COCTaBY.

TexHONOrNM XpaHeHus: JOKYMEHTOB 110 JINYHOMY COCTaBy

TexHOJIOrnK XpaHEHUs NIEKTPOHHBIX TOKYMEHTOB

OKcnepTu3a LEHHOCTU

22



		2024-04-08T14:17:04+0700
	Шунков Александр Викторович




