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IHosicHUTEALHAA 3aIIHCKA
JononaurenpHas npodeccuoHanbHas —mporpamma npodeCcCHOHATBHOM MEePEnoAroTOBKU

«Crenuanuct mo apxuBam» IMpeJHa3HayeHa CIEeHUaIUCTaM, paboOTaIOUIUMX C JIOKYMEHTaMU
apXuBa; peEIlAIUX OPraHU3alMOHHBIE BOMPOCH, BO3HHUKAIOLIUME B TMPOIECCE BHINOIHEHUS
apXUBHBIX pabOoT; pabOTAIOUINX C YYETHBIMU 0a3aMH TaHHBIX apXHUBa.

JlononuurenpHas npodeccuoHanbHa MporpaMma Mo npoQeccuoHaNIbHON MepenoiIroTOBKe
C IPUCBOEHUEM KBaJIH(UKALUU CHEIUaAIUCT Mo apxuBaM (manee — [Iporpamma) paspaborana B
COOTBETCTBUU C 00s13aTeIbHBIMU TpeOoBaHusIMU DenepanbHOro 3aKkoHa ot 29.12.2012 1. Ne 273-
®3 «O6 ob6pazoBanuu B Poccuiickoit ®enepanmn», B mopsake I[Ipukaza Munucrepcrsa
oOpazoBanuss u Hayku Poccum ot 01.07.2013 r. Ne 499 «llopspok opraHuzauuud u
OCYIIECTBIICHUSI 00pa30BaTEIbHONU ICSATEILHOCTA MO JOIMOJHUTEIBHBIM MPOPECCHOHATHHBIM
nporpaMMam», Tpo(hecCHOHANBHBIM CcTaHAApTOM «CHEeIHaTUCT 10 OPraHUu3alMOHHOMY U
JOKYMEHTAI[MOHHOMY OOECIICUCHHIO YIPABJICHUS OpPTaHHU3AIMCi», YTBEPKIECHHOTO IMPUKA30M
MuHucrepcTBa TpyJa U couralibHOM 3amuThl Poccniickoit @enepanuu ot 06.05.2015 N 276H

Hean o0yuenus:

- OCYILECTBJICHHE pabOT B YCTAaHOBJICHHOM TOPSIIKE MO XPAaHEHHIO, KOMIUICKTOBAHUIO, YUETy U
UCIIOJIb30BAaHUIO JOKYMEHTOB ApxuBHOro @onga Poccuiickoit @enepanuu ¢ LEIbIO
oOecrnieueHus 001eCTBa pETPOCIEKTUBHON HHPOpMAIIHE.

TpebGoBanuns k kpaaupukanumu no ETKC:

- ApxuBuct 1 kareropuum - Bbicliee mpodeccuoHanbHOe O00pa3oBaHUE [0 HAIMPABICHUIO
noarotoBku  (cmenuanbHocTH) — "Hctopuko-apxuBoBenenue",  "JlokymeHTOBeneHHUE U
JOKYMEHTAIlMOHHOE o0ecrieueHue ympasienusa", "J[okymMeHTOBeNEeHHUE U apXHBOBEIEHUE'",
"Uctopus" 6e3 mpenbsBIcHUS TPEOOBaHMI K CTaXy palbOTHI JIN0O BEICIICE MPO(HEeCCHOHATLHOES
o0Opa3oBaHue, JOMOIHUTEIHHOE POPECCHOHATHHOE 00pa30BaHKE IO HANIPABICHHUIO TTOATOTOBKU
(cmenmanbHocTH) "Ucropuko-apxuBoBenenue”, "JlokymMeHTOBeIeHHE U JOKYMEHTAallMOHHOE
obecrieuenue ympasineHus", "JlokymeHTtoBenenue u apxuBoBeneHue", "Hcrtopus" 06e3
npeabsBlIeHUsT TPeOOBaHUM K cTaxy paloThl, OO cpenHee MpodeccuoHaIbHOe 00pa3oBaHue
no crnenuaibHoCcTH "J{oKyMeHTalmoHHOe oOecreueHrne ypaBieHUs U apXUBOBEACHUE" U CTakK
paboThI 1O HAIIPaBJIECHUIO MTPO(ECCHOHABHOMN IEATENBHOCTH HE MeHee 2 JIeT.

- ApxuMBHCT 2 KaTeropuu - cpelHee MpodeccHoHalbHOEe 00pa3oBaHME IO CIEHUATbHOCTH
"JloKyMEeHTallMOHHOE oOecreueHre YIpaBJICHUs M apxXUBOBeJeHHE" U CTaxX paboThl 110
HalpaBJIEHUI0 NPOQECCHOHATIBHON NeATeNIbHOCTH He MeHee | rojga. ApXHUBUCT - CpelaHee
npodeccuoHagbHOe 00pa3oBaHHME M0 cHenuaabHOCTH "/lokyMeHTalmoHHOe o0ecreyeHue
yIIpaBJIEHUS U apXUBOBeeHHE" 03 IpeabsBICHUs TPeOOBAaHUH K CTaxKy paOOThI.

TpeGoBaHus K 00PA3OBAHUIO CJOYIIATEJISA:

Jumiom o cpenHeM npodecCHOHAaIbHOM WM BBICHIEM OOpa30BaHUU IO HAIPABIECHUIO
MOJITOTOBKU

Karteropus cayimareJe:

- ApXUBOBEIbI;



- XpaHuTen My3€€B;
-- ApXuUBapuychl;

-CrienualiicThl POJICTBEHHBIX TIPOdECcCHii u ap.

IINTAHUPYEMBIE PE3YJIBTATbI OCBOEHUSA ITPOI'PAMMBI

B pe3yabTaTe 00YUeHHs COVIIATEIN JOJKHBI:

3HATD:

-3aKOHBI 1 HOPMAaTHUBHBIE MTPaBOBbIC akThl Poccuiickoit denepanuu, peraiaMeHTUPYIOIUe
OTHOILIEHHUS B chepe apXUBHOIO JIeNa,;

- IlpaBuiia opraHu3alMu XpaHEHUs, KOMIUIEKTOBaHMS, Yy4yeTa U HCIOJIb30BAHUSA
nokymMeHTOB ApxuBHOTO (hoHma Poccuiickoit denepanuum W Ipyrux apXWBHBIX JOKYMEHTOB
TOCYIapCTBEHHBIX ¥ MYHUIUMIAIbHBIX apXHMBOB, MYy3esX M OHOIMOTEKaX, OpraHHU3aIUsIX
Pocculickoii akagemMuu HayK;

- HopmaTuBHbBIE U METOIMUECKHUE TOKYMEHTHI, KaCalOIIHUECs IeATeIbHOCTH apX1Ba,
- BcnoMmorarenbHble HCTOPUYECKUE TUCHUIUIMHBI, TEKCTOJIOTHIO;

- CocTaB ¥ coJepkaHue KOMIUIEKCa JOKYMEHTOB, XPaHALUXCS B apXUBE;

- CucteMbl XpaHeHHsI U KIIaCCU(PUKALUU apXUBHBIX JOKYMEHTOB;

-HopmaTuBbl yCI0BUI U PEKUMOB XPaHEHHUSI JIOKYMEHTOB;

- BuJibl CripaBOYHO-TIOMCKOBBIX CPEJICTB apXUBA;

-OCHOBBI JOKyMEHTALIMOHHOT'O 00eCIIeYeHHsI YIPaBICHUS,

- MeToibl MOATOTOBKY METOANYECKHUX MTOCOOUIA;

- OredecTBEHHBIN M 3apyOeKHBIM ONBIT B 00JacTH 0OECIEUeHHUs] COXPAaHHOCTH U y4yeTa
JIOKYMEHTOB,

-OCHOBBI IPUMEHEHUS KOMITBIOTEPHOM TEXHUKHU U JIp.

Ymern:
-PaGoraTh ¢ opraHu3anysiMu ¥ ICTOYHUKAMH KOMIUIEKTOBAHHS;
- PaboraTh c JOKyMEHTaMu apxuBa,

- HpaKTI/I‘{eCKH NPpUMCHATE B IIPOLCCCE pa6OTLI METOAUYCCKNEC W HOPMATHUBHBLIC
JOKYMECHTHI,

- Pemarp opranu3ainnoHHbIE BOITPOCH], BO3HUKAIOIIUE B MPOIECCE BHIMOJHEHUST apXUBHBIX
pabor;

- Hcnonws3oBare mepeaoBOW ONBIT APYTMX apXHWBOB JUIS JIOCTHMIKEHUS HAWITYYIIHX
pe3yJabTaToB B CBOEH padoTe;

- Ucnonp30Bath B HpaKTquCKOﬁ pa60Te ABTOMATU3HUPOBAHHBIC apXUBHBIC TCXHOJIOTHUH,
- Ucnonp30BaTh COBpPCMCHHBIC I/IH(I)OpMaLII/IOHHO-TeHeKOMMyHI/IKaLII/IOHHBIC TEXHOJIOTHH,

- PaGoTats ¢ YUYCTHBIMUA Oa3zamu JaHHBIX apXHBa U Jp.



HMeTh MPAKTHYECKH I ONBIT:

- HaBBIKU PabOTHI C IOKYMEHTAMHU apXUBa;

- HaBBIKAMU OPHEHTUPOBAaHUS B COCTaBE [OKYMEHTOB apXWBa B CHUCTEME HAYYHO-
CIIPaBOYHOIO ammapara,

- HaBBIKAMHU MPAKTUYECKOTO0 MPHMEHEHUS B Tpollecce padoThl METOAMYECKHe |
HOPMATHBHBIE JIOKYMCHTHI,

- HaBbIKAMU pPEHICHUS OpPraHWU3AIlMOHHBIX BOMPOCOB, BO3HHUKAIONIMX B MPOIECCE
BBITIOJIHCHHS aQpXUBHBIX padoT;

- HaBBIKAMHU HCIOJIb30BaHUS TIEPEIOBOTO OMbITA APYTHMX ApPXHBOB ISl JTOCTHIKECHUS
HAWTy4IInX pe3yabTaToOB B CBOEH padore;

-HaBBIKAMU WCTIOJb30BaHUSI B TMPAKTUYECKON paboTe aBTOMATH3WPOBAHHBIC APXUBHBIC
TEXHOJIOTHH,

- HaBBIKAMHU WCIIOJH30BAHUS COBPEMEHHBIX HH()OPMAIMOHHO-TEICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHH U Ap.

TpeGoBaHusi K YyDOBHIO OCBOECHHS COJEPKAHUS MPOTPAMMBI

[lo oxoHuUaHUM Kypca MPOBOJAUTCS NMpOBEpKa 3HAHUM TpeOoBaHUMl m. 2.1 mporpaMMsl ¢
odopmieHueM cooTercTByOLEro Ilporokona 3acenanuss KOMMCCUU 1O IIPOBEpKe 3HAHMM (IO
YIBEP)KJCHHOH (Qopme), B cilydyae YCHEIIHOW cAauyd KBaIM(UKAMOHHOIO 3K3aMEHa,
CJIyLIATeNsiM BBIAAIOTCA JAMUIJIOM O JIOMOJHUTEIBHOM HpPOQECCHOHAIBbHOM 00pa3oBaHUU II0
nporpamMMe NnpogeccuoHaNnbHOM MEepenoJroTOBKU C MPUCBOCHUEM KBAIM(UKALUKN CHELHATUCT
[0 apxuBaM B COOTBETCTBHUM C IpodeccHOHAIbHbI cTaHaapToM «Chneuuasuct 1o
OpraHM3al[MOHHOMY W JOKYMEHTAallHOHHOMY OOECIEYEHHIO YIPABJIEHUS OpraHu3aluein»,
YTBEPKJICHHOIO0 INpHKa3oM MHUHHCTEpCTBA TpyAa M COLMAIBHOM 3amuThl Poccuiickoin
Oeneparuu ot 06.05.2015 N 276H 110 ycTaHOBIIGHHOH (hopMe, B TOM YHUCIIe, 3aBepEHHAs KOS
IPOTOKOJIA 3aceaHNsl KOMUCCHHU T10 MIPOBEPKE 3HAHUM 110 YCTAaHOBJIEHHOM (opMe U 3aBepeHHast
KOIMS JIMIIEH3UU Ha IPaBO 00pa30BaTeIbHOMN 1€ TETbHOCTH.

TpebdoBaHus K caymaTesaio

JlonyckaroTcs K M3y4eHHIO POrpaMMBbl JIMLIA:

- IOCTHUTIIINE COBEPIICHHOETHEro0 Bo3pacta (18-tu ser).

Nwmeromue:

- IEepCOHAJIbHBII KOMIBIOTEp C OMNEpPALMOHHON CHUCTEMOW M Opay3epoM oOecreuyeHHBIH
BBIXOJIOM B CETh HHTEPHET.

— IIO3HAHMSI OCHOB I10JIb30BATENS IEPCOHATIBHOTO KOMIIBIOTEPA;

- IO3HAHUS OCHOB II0JIb30BAaHUS CETH NHTEPHET.

- UMelMe AUMIOM 00 o0pa3oBaHUM HE HWXKE CpeIHEero MnpodecCHOHANIbHOrO IO
CHEINAIbHOCTH.

®opma 00y4eHHsi: OYHAs, OYHO-3a04YHAs, C HCIOJb30BAHHEM JIUCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI.

Boi1aBaemblii JOKYMEHT: TUIIIIOM O MPOQecCHOHAIBHON MepenoroTOBKU

Cpok aeficTBus TUNJIOMa: OECCPOUHO



Kanennapuvblii yueOHbIi rpadpuk

1. [Ipoxo1KUTETBLHOCTH Y4€0HOI0 rojJa

Hauano yueOHbIX 3aHATHI — 0 (popMHUPOBAHNIO Y4eOHOI IPyNIIbI.
[TpoomKUTENBHOCTD Y4EOHOTO Iojla COBIA/IAET € KaJIeHJapHBIM.

2. PernameHT 00pa3oBaTe/IbHOIO Mpolecca:

[TpoaomKUTEILHOCTS YUeOHOUM Heeau — 5 qHei.

He Oonee 8 yacoB B [cHb.

3. IIpoao/IKUTEIbHOCTH 3aHSITHIA:
[IpoaomKUTEILHOCTh 3aHATHI B TPYIINAX:
- 45 MUHYT;

- IepePhIB MEKTY 3aHATUSIMH COCTaBIACT - 10 MUHYT

YyeOublii MJIaH

JOMOJTHUTEJIbHON MPOo(ecCHOHATBLHOM MPOrpaMMbl MPO¢eCCHOHAIBHOMI
NnepenoaAroToBKu
«CrnenuajmncTt no apxuBam»

HanmeHnoBaHnue npeamMeToB, MOy JIeH Bcero B Tom uncne
4acoB
JAEKIUU
IPAKT. 3aHSITUS
1.Y4yeOnble npeaMeTsl (Moay/ M) 6230BOT0 UKJIA

1.1.Beenenue B npogecCuOHATIBHYIO 2 2 -
NeSITeNIbHOCTh. 3HAKOMCTBO C JOJKHOCTHBIMH
00513aHHOCTSIMH, C JJOJUKHOCTHOW MHCTPYKIUEH.
1.2. HopMmaTtuBHO-MeTOIMUECKHE OCHOBBI 4 4 -
OpraHM3aly apXUBHOT'O XpPaHEHHS! IOKYMEHTOB.
1.3. OcHOBHbIE OpraHM3alMOHHBIE JTOKYMEHTHI 4 4 -
apxuBa.
1.4. VcnonHeHue 3anipoCcoB B apXUBeE. 2 2 -
1.5. HWudopmamnmonHo-cripaBoyHasi paboTa ¢ 4 4 -
JIOKYMEHTaMH apXHBa.
1.6. TocymapcTBeHHBIE, MYHHUIIUITATHHBIC APXHBBI 4 4 -
Y apXMBBI OPraHU3aLUH.
1.7. TlpodeccuoHanbHass 3THKAa W TCHUXOJOTHUS 4 4 -
JIEJIOBOrO OOIIIEHHUS.




Hroro mo mnpeameram (MoayjasiM) 0a30BOro 24 24 -
nuKJIa
1.2. YueOHbIe mpeaAMeTHI (MOIYJIN) CHENUATBHOT0 IIUKJIA

24 8 16
1.2.1. Opranuzanust apxXWBHOTO XpaHEHHS [IEIl.
[lepenaya nen B apXuB OpraHu3aluu.

32 8 24
1.2.2. ®opmupoBaHue aei.
1.2.3. Ucrnionp30BaHue MEepevHs TOKYMEHTOB. 32 16 16
1.2.4. CocraBneHue onuceit em. 24 8 16
1.2.5. Tlopsanok co3gaHus, OpraHHU3alUdd U 32 8 24
JTOKYMEHTUPOBAHUS paboThI IKCIIEPTHOMN
KOMHUCCHH.
1.2.6. Homenknatypa nen. 16 8 8
1.2.7. Tlopsaok YHHYTOXKEHHS JTOKYMEHTOB C 8 4 4
Pa3IMYHBIMU CPOKAMU XPAHCHHSI.
IloaroroBka  BBINMYCKHOH  aTTeCTALMOHHOM 56 - 56
padoThI
Hroro no npeaMeram (Moxysisim) 224 64 160
CHeNMATbHOI0 UKJIA
HTtoro no npeaMeram (Moayasim) 248 88 160
TeOpeTH4ecKoro 00y4eHust

HroroBas arrecTanus
8 8 -

IK3aMeH

256 96 160
Hroro:

Copaeprxanue nporpaMmbl
1.Y4eOnble npeaMeTsl (Moay/ 1) 6230BOI0 UKJIA

Tema 1.1. BBegenne B npodeccHOHAIBHYI0 AeATEJBHOCTb. 3HAKOMCTBO C
JAOJKHOCTHBIMHU 00S13AaHHOCTSIMH, C J0JI)KHOCTHOH MHCTPYKIMeH

3HAaKOMCTBO ¢C JOJIDKHOCTHBIMHA 00513 AHHOCTAMHU, C JOJKHOCTHOM HHCTPYKHHCﬁ
CriequaIiicra 1o apxmuBaM.

Tema 1.2. HopmaTuBHO-MeTOAMYECKHE OCHOBBI OPraHU3allMi APXUBHOIO XPAHEHHS
JAOKYMEHTOB.



HopmatuBHo-3akoHOaTenbHas 06aza B cdepe apXWBHOTO Jnena. 3afgayv U (QYHKIIHH
apxuBa. OpraHuzanusi pa®oTbl apxuBa Ha mpennpuatud. IloHsATHEe apxuBa OpraHU3aIUH.
OcoOeHHOCTH OpraHu3alMd apXuBa Ha MNPEANPUATHIX Pa3IHMYHBIX (OpPM COOCTBEHHOCTH.
VYcioBust co3maHuMs apxXuBa B OpPraHU3alMsIX C pa3IMYHOW CTPYKTYpod u  Qopmamu
COOCTBEHHOCTH. APXHMBHOE JIENIO C HYJIS: KaK cO3JaTh apXUB B OpraHu3anuu. Buusl apxuBoB u
ux ¢ynkouu. OOGopynoBaHue apxuBa, TpeOOBaHUS K MOMemeHHsM. ONTHMalIbHBIC YCIOBHUS
XpaHeHUs TOKyMeHTOB. OpraHu3amusi pa3MelIeHUs JOKYMEHTOB M BeAeHHue MH()OpManOHHON
paboTHI IO TOKYMEHTaM apXHBa.

Tema 1.3. OcHOBHBIE OPraHU3ALMOHHbIE JOKYMEHTHI apXHBa.

[Tonoxenue 06 apxuBe, JOHDKHOCTHBIE MHCTPYKLUU COTPYIHUKOB. COCTaBlIeHHE MPUKa3a
0 Ha3HAYE€HUU OTBETCTBEHHOTI'O 3a apXuB. OOA3aHHOCTH, 3a/1a4M U IpaBa apXHUBHBIX pAOOTHUKOB.

Tema 1.4. UcnnosiHeHHe 3a1IPOCOB B apXHBe.

TpeboBaHMs 3aKOHOATENBCTBA K COCTABJICHUIO apXHMBHBIX CHPABOK, KOMHH, BBIHUCOK.
OdopmieHne apXuBHbBIX CIPABOK, APXUBHBIX KOIUI U BBINUCOK U3 JOKYMEHTOB: MPAaKTUUECKUE
pekomenanuu. [IopsaoK BbIIauM apXUBHBIX CIIPABOK.

Tema 1.5. UnopMannoHHO-clIpaBoYHas padoTa ¢ JOKyMEHTaMH apXuBa.

Mertonrka noucka JOKYMEHTOB B apXHBE: COCTaBJIECHUE MOGOHIOBBIX U MOCTEIAXKHBIX
ykazateneil. Mcnonp3oBaHMe JOKYMEHTOB apxuBa. YdeT JOKYMEHTOB apxuBa. IIpoBepka
HaJIMYUS U COCTOSIHUS JJOKYMEHTOB apxuBa. [lopsaok u3bsaTus 10KyMeHTOB U3 apxuBa. [IpaBuiia
BbI/IaYM IOKYMEHTOB U3 apXUBa.

Tema 1.6. 'ocynapcTBeHHble, MyHUIIMNIAJbHbIC ADXUBBI U APXMBbI OPraHu3anui.

3HAKOMCTBO C CHCTEMOM apXxuMBHOro ympasieHus B Poccuiicko ®Pepepanuu u
opranuzanueil ApxusHoro ¢onna Poccuiickoit denepannn. 3HAKOMCTBO C CUCTEMOW XpaHEHUs
1 00pabOTKH TOKYMEHTOB.

Tema 1.7. IIpodeccuoHanbHAasi ITHKA U IICUXOJIOTUS A€JI0BOr0 00ICHUS.

OcHoBHBIE TpaBHia Mpo(ecCHOHANTBHON JTHUKM UM TPUEMBI JIEJIOBOTO OOIIEHUS B
KoyekTuBe. OCOOEHHOCTH TNPOPECCHOHANBHON OSTUKM M TICUXOJOTHUHU JIEIOBOTO OOIIEHUs
CIy)XalllMX TOCYJApCTBEHHBIX M WHBIX OPTraHU3alMOHHO-TIPABOBBIX (OPM YUPEKIECHUH U
OpraHu3aIuu.

1.2. YueOHble npeaMeTsl (MOAYJIM) CHIENNATBHOIO IMKJIA

Tema 1.2.1. Opranm3anmss apxuBHOro xpanenusi aeia. Ilepemaua nea B apxuB
OpraHu3anuu.

[IpaBuna nepenauu nen B apxuB opranuzauuu. [IpaBuna gopmupoBanus u ohopmiieHus
nen mpu caade B apxuB. OCyIIecTBICHHME KOHTPOJS 3a MPaBUIBHBIM (OPMHPOBAHUEM,



XpaHeHueM, u chaudeit nen B apxuB. OpraHuzanus TEKyLIEro XpaHeHus TOKymeHToB. [IpaBuia
OpTaHM3aINHN XPAHCHUS, KOMIUIEKTOBAHUS, y4ETa U UCIIOJIL30BAHUS APXUBHBIX JOKYMEHTOB.

Opranuzanus paboThI 110 yYeTy, XPaHEHUIO U Tepeiaue B COOTBETCTBYIOLIEE CTPYKTYpPHOE
MOJpAa3/ieIeHue JOKYMEHTOB TEKYIIEro JeNoNpOu3BOACTBa (POPMUPOBAHHEM B JENO JUIS
HocHeAyoLEero xpaHeHus. KOHTpoib IMpaBUIIBHOIO M CBOEBPEMEHHOI'O pacHpeleleHUs U
MOJIIUBKY JJOKYMEHTOB B JIeJia.

Tema 1.2.2. ®opmupoBaHue jael.

XPOHOJIOIMUECKO-CTPYKTYpHasl CUCTeMaTu3alus feil. AHauu3 (pakTUYECKOro ColepKaHMs
UMEIOLIUXCA B JeJIe JOKYMEHTOB IIPU OIPEIEIIEHUU CPOKOB uX XpaHeHus. IIpoBepka cpokxos
XpaHeHHs JOKyMeHTOB. OpraHuszaius paOoTbl 1Mo (OPMHUPOBAHUIO [T B COOTBETCTBUH C
YTBEPXKACHHON HOMEHKIATypoll Jen opraHuzauuud. dopmynnpoBaHHe 3arojioBKOB JA€l U
OIpE/IENIEHUE CPOKOB X XPaHEHHUS.

Tema 1.2.3. Ucnosib30BaHne nepeyHsi JOKYMEHTOB.

Kputepun pasneneHus [AOKYMEHTOB Ha TIpPYINNbl B COOTBETCTBUM C LEHHOCTBIO
uHpopmanuu, comepxkamieiicss B HUX. [[opsSaok MCIONB30BaHUSI TUIOBBIX MIJIM BEIOMCTBEHHBIX
MepeyHeld JOKYMEHTOB C YKAa3aHHMEM CPOKOB XPAaHEHUS B IPOLECCE IKCHEPTU3bl LEHHOCTH
JIOKYMEHTOB.

Tema 1.2.4. CocTaBjieHUe onuceii ae.

CI/ICTCMaTI/IBaI_II/IH AOKYMCHTOB BHYTpHU [Jc€Ja. OOecneuenue COXpPAHHOCTH M 3alllUTbI
JAOKYMCHTOB OpTraHH3alluu. CocraBiieHHE OINCH JACJ IMOCTOAHHOTO M BPCMCHHOI'O CPOKOB
XpaHCHUA B COOTBCTCTBHUU C IIef/'ICTBYIOHII/IMI/I HOPMAaTUBHO-METOJUYCCKNMHU JOKYMCHTAMMU.

Tema 1.2.5. Ilopsinoxk co3gaHusi, OPraHM3anMyd W JAOKYMEHTHPOBAHHS PaldoOThI
JKCIEPTHOH KOMUCCHUH.

Odopmnenne TOKyMEHTOB JKCIepTHOW Komuccuen. [lopsaok co3manusi, opraHu3aluu u
JIOKYMEHTUPOBAaHUS Pa0OTHI dKcrepTHOW Komuccuu. CocTaBlieHHE U yTBEPIKIECHUE MPOTOKOJIA
paboThl dkcrnepTHOM Komuccuu. CocTaBleHHE MPOTOKONIA PabOThl IKCIEPTHOM KOMHCCHU TIO
MOATOTOBKE JOKYMEHTOB K XPaHEHHUIO.

Tema 1.2.6. Homenkaarypa aeJr.

Ha3naueHne HOMEHKJIATyphl A€l U TpeOOBaHHS K €€ COCTaBJIECHHUIO, O(OPMIICHUIO U
YTBEPKACHHUIO B YCIOBHUAX TPAJWLMOHHOIO JIEJIONPOU3BOACTBA. [IOHATHE HOMEHKIATYpHI 1€,
ee HopMaTuBHOe 3akperuieHue. [IpaBunma QopmupoBanuss ¥ opopMIIEHHS JeT B TEKYIIeM
JIeJIONPOU3BOJACTBE. Buabsl HOMEHKIATyp, o0mue TpeOboBaHUS K HOMEHKIIAType, METOJUKa ee
coctaBineHuss u odopmienus. Pa3zpaboTka HOMeHKIATypsl JAen opranuzanuu. [IpaBuna
opopMIIEHHS HOMEHKJIATypbl Jied, 3arnojHeHue rpad HoMmeHKIaTypsl jen. Ilpasuna
COTJIaCOBaHUsI HOMEHKJIATYpPhI el C BEJIOMCTBEHHBIMU apXMBAaMHM M JKCIEPTHOM KOMHCCHEH.
[TpaBuiia moanucaHus U yTBEPXKAECHUS HOMEHKJIATYphl Jei. ITopsnok BHECEHHs] U3MEHEHHUH B
HOMEHKJIATypy nen. lcrnonp3oBaHME HOMEHKIATyphl €1 Kak OJHOIO0 W3 CHCTEMHBIX
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cripaBouHnkoB COJ[. Peanmuzamust BO3MOXKHOCTEH pabOTBI C HOMEHKIATypod el B
MPOrPaMMHBIX TPOAYKTaX, HCMONB3yeMbIXx ansi cozmanus CDOJl. ['mOpumnbie nenma u aena,
BEJyIIHECs B 3JIEKTPOHHOU Gopme. Borpockl ux oToOpakeHHsi B HOMEHKJIATYpe eIl

Tema 1.2.7. IlopsigoKk yHUUYTOKEHHUsI JIOKYMEHTOB C Pa3JIH4YHbIMH CPOKAMM XPAHEHHSI.
[TpaBuna yHUYTOXKEHUS TOKYMEHTOB, C UCTEKIIMMU CPOKaAMH XpaHEHHUS.

HOI[I"OTOBK& Axta o BBIICJIICHUHM K YHHUUYTOXCHUIO JOKYMCHTOB, HC IIOJJIC)KAIIUX
XPaHCHUIO.

IHoaroroBka u 3a1MTA BHINMYCKHOM aTTECTAIIMOHHON PadoThI
IIpumepHBIe TeMBbI BBITYCKHBIX KBAJIN(UKAINOHHBIX padoT:
1. Opranuszanus nokymeHToB ApxuBHOro ¢onaa Poccuiickoit @enepanuu.
2. Opranu3zanusi Hay4HO-UH(GOPMALIMOHHOHN NeSTeIbHOCTH apXUBHBIX YUPEKACHUH.
3. Cucrtema y4eTHOM JOKyMEHTalluU apXuBa.
4. CoBpeMeHHasl cucTeMa yyeTa apXUBHBIX JIOKYMEHTOB.
5. Yuer u obecriedeHrne COXpaHHOCTH JOKYMEHTOB.

6. XapakTepHble 4epTHl M OCOOCHHOCTH yd4eTa apXHBHBIX JOKYMEHTOB B apXHMBHBIX
YUPEKICHUSAX U apXUBHBIX OpraHax.

7. DKcnepTr3a EHHOCTH IOKYMEHTOB U KOMILIEKTOBaHHEe ApxuBHOTO (onna Poccuiickoit
®denepauuu.

8. DkcnepTu3a EHHOCTH IOKYMEHTOB: UCTOPHUS U COBPEMEHHOCTb.
9. 3HaKoBbIE CUCTEMBI B JOKYMEHTUPOBAHUH, UX KJaccU(UKaIus.
10. HoxymenTrpoBaHue Ha (POPMaNBHBIX (MCKYCCTBEHHBIX ) SI3bIKaX.
11. ®orogokyMeHTHpOBaHUE U (POTOTOKYMEHTHI.

12. Opranusanus paboThl ¢ JOKYMEHTaMH (Ha KOHKPETHOM IPENNpUATUH, B OpraHU3alluy,
YUPEXKJICHUN).

13. JIokyMeHT u ero QpyHKIUH.
14. TokymeHTHpOBaHHAas: HHPOpPMALUA U €€ CBOMCTBA.

15. MHudopmanuonusle (KOMMYHHUKAI[MOHHbIE) Oapbepbl U MTpoOJIEMbl Mepenadyu
UHpOpMaLINH.

16. KoMmproTepHBIE TEXHOJIIOTHH B HH()OPMAIIOHHO-CIIPAaBOYHON padoTe.

17. ApxuBbI — KaKk COLIMOKYJIbTYPHBIN (pEHOMEH.



18. YcnoBus u BpeMsi BOSHUKHOBEHHS apXHUBOB.
19. Opranusanus paboTEHI 110 Mepeade 1 MprueMy TOKYMEHTOB B TOCYIapCTBEHHBINM apXHB.

20. Yuer apxXuBHBIX JOKYMEHTOB. ['OCYyIapCTBEHHBIH PEECTp YHUKAIBHBIX JTIOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepanuu.

21. Opranmzanus ApxusHoro ®onna Poccuiickoit denepanmu.

22. Opranu3anus JOKYMEHTOB U J€J B IIpeJiesiax apXuBa.

23. Opranuzaiys JOKyMEHTOB U JIe] B TIpe/esiax apXuBHOTo (hoHma.
24. ApXWBHBIE OITHCH JIC]I.

25. ObecrieueHre COXPAaHHOCTH apXUBHBIX JOKYMEHTOB.

26. BenmomcrBeHHble apxuBHL. [IpoOiaeMbl BEIOMCTBEHHOTO XpaHEHHS Ha COBPEMEHHOM
JTare.

27. OpraHu3aliOHHO-METOJMYECKOE PYKOBOJCTBO U KOHTPOJb 32 COCTOSIHHEM
BEJIOMCTBEHHBIX ApXUBOB U MTOCTAHOBKOH JCIONPOM3BOICTBA B OPraHU3AIIMSIX.

28. IlepcrieKTUBBI Pa3BUTHS APXUBHOTO JIEJA.
29. HoBble HanpaBieHHs B ACATEIBHOCTH apXHBOB: T€HEATOTUIECKHE 3aIIPOCHI.

30. PaCCGer‘{I/IBaHHe APXUBHBIX JOKYMCHTOB.

Oprasan3annoHHO-NeAArOrNYeCKNe YCJIOBUS Pean3alui NPOrpaMMbl

MaTepHaJIbHO-TeXHH‘leCKOC odecrevyeHune

HanmenoBanue Bun 3anstui HaumeHnoBanue o00pyaoBaHus,
CIELUAIIU3UPOBAHHBIX IPOrpaMMHOr0 oOecreueHust
y4eOHBIX TOMEIEHUN

VY4eOHbli Ki1acc Jlexuun MynbsTumMenuitHOE 00opyI0BaHuE,
IIpakTrueckue KOMIIBIOTEP, CTOJIBI U CTYJIbs 10 KOJIWYECTBY
3aHATUSA o0yyaromuxcs, pabouee MECTO

npernojaBaTenis, KOMIUIEKT  y4eOHO  —
METOAMYECKON TOKYMEHTALUH

Cucrema OLeHKH pe3yJIbTATOB OCBOEHHS y4eOHOH MPorpaMmMbl

OcymiecTBIeHHE TEKYIIETO KOHTPOJISI yCIEBAEMOCTH W aTTECTAllMH  O0yJarouIuxcs,
yCTaHOBJIEHHE WX (POpPM, MEPHOJUIHOCTH U TOPSAKA MPOBEACHUS OTHOCUTCS K KOMIIETCHIIUU
AHO IO «llentp mpodeccnoHaIbHOW TOATOTOBKU KajapoBy». [loAroToBka 3aBepiiaeTcs
UTOTOBOW aTTecraiueil B (hopMe 3alIuThl UTOTOBOM aTTecTanMoHHOW paboTel. K mpoBeneHuio
sK3aMeHa MPHUBJIEKAIOTCS MPEICTABUTENN paboToaarene, ux 00beTMHEHHUH.
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[IpomexyTouHast aTTecTalusl U IPOBEpKa TEOPETUUECKUX 3HAHUMN MPU MPOBEJCHUU dK3aMEHA
MPOBOJSITCS C MCTIOJBb30BAHUEM MaTepuasoB, yrBepxaaeMbix aupekropom AHO IO «llentp
po(heCcCHOHATILHOM MOATOTOBKH KaJIPOBY.

Pexomenayemas imreparypa:
Hopmamueno-npagoevie 00Kymenmaul:

1. depepanbHble 3aKOHBI U [T0/13aKOHHBIE AKThI

2. I'paxxnanckuii kogekc Poccuiickoit @enepanuu (qacth yerBepras) (pea. 08.12.2011).

3. ®enepanpHbiii 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM jaene B Poccuiickoii
®enepanun» (pea. Penepanbhbix 3aKkoHOB 0T 04.12.2006 Ne 202-D3, ot 01.12.2007 Ne 318-D3,
ot 13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3).

4. @enepanbublii 3akoH 0T 14.07.2006 Ne 149-03 «O06 undpopmanuu, HHOOPMAITHOHHBIX
TEXHOJIOTHAX U 0 3amuTe nHhopmarum» (pea. DenepaibHbIX 3aK0HOB OT 27.07.2010 No 227-D3,
o1 06.04.2011 Ne 65-®3, ot 21.07.2011 Ne 252-@3, ot 28.07.2012 Ne 139-D3).

5. ®enepanbubiii 3ak0H 0T 09.02.2009 Ne 8-D3 «O6 obecrnieueHNH 10CTyNa K HHGOpMAIIUU
0 JESATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB M OpPraHOB MECTHOI'O CaMOyIpaBieHUs» (pel.
®enepanbHoro 3akoHa ot 11.07.2011 Ne 200-D3).

6. ®enepanpubiii 3akoH oT 27.07.2010 Ne 210-®3 «O06 opraHu3alyy MPEIOCTABICHUS
rOCY/IapCTBEHHBIX M MYHHIMIIATBHBIX ycuayr» (pen. Peaepanbubix 3akoHOB 0T 06.04.2011 No
65-®3, or 01.07.2011 Ne 169-®3, ot 11.07.2011 Ne 200-®3, ot 18.07.2011 Ne 239-@3, ot
03.12.2011 Ne 383-d3, ¢ u3Mm., BHeceHHbIMU DeniepalibHbIM 3aKOHOM OT 27.06.2011 Ne 162-D3).

7. ®enepanbrbiii 3akoH 0T 30.03.2011 Ne 63-®3 «O06 »mekTpoHHON MoAHCKH» (B pej.
®enepanbhbix 3ak0HOB 0T 01.07.2011 Ne 169-D3, ot 10.07.2012 No 108-D3).

8. Cornamenue ot 9.12.2010 «O eauHBIX MPUHIMIIAX PETYIUPOBAHUS B chepe OXpaHbl U
3alIUThI [IPAB UHTEJUIEKTYaJIbHONH COOCTBEHHOCTH.

9. IlpaBmia opraHu3anuyl XpaHEHHs, KOMIUICKTOBAHUS, YydeTa H HCIOJIb30BAHUS
JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoil @enepanun U Apyrux apXUBHBIX JTIOKYMEHTOB B
rOCyIapCTBEHHBIX M MYHUIMIAJIbHBIX apXHWBax, My3esX U OHOIMOTEeKax, OpraHu3aluix
Poccuiickoii akagemun Hayk (yTB. 18.01.2007).

10. Tlpwka3 MuHHCTEpCTBa KyJIbTyphl M MAacCOBBIX KOMMYHHKanuid Poccuiickoit
@®eneparun ot 10 centabdps 2007 r. Ne 1273 «O06 yrBepxkJeHHMH (OpPM YYETHBIX M MHBIX
JOKYMEHTOB IO OpraHu3allid XpaHEHUs, KOMIUIEKTOBAHUS, Yyde€Ta U HUCIHOJb30BaHUS
JOKYMeHTOB ApxuBHOro ¢onna Poccuiickoit denepaunu U Ipyrux apXUBHBIX JOKYMEHTOB B
rOCYIapCTBEHHBIX M MYHUIMIAIbHBIX apXHWBax, My3esX U OHOIMOTEeKax, OpraHu3aIMsIX
Poccuiickoil AkaeMuu HayK».

11. OcHoBHBIE paBUIIa pabOTHI TOCYAAPCTBEHHBIX apXuBOB, 2002.

12. TTonoxenue o co3panuu crpaxoBoro ¢poxaa konuit OL TOKyMEHTOB rocyaapCTBEHHBIX
apxuBoB, 1980.

13. Nononnenus k Ilonoxxenuto o cozganuu ctpaxoBoro ¢onna konuii OL] 1oKkymMeHTOB
roCy/1apCTBEHHBIX apXUBOB, 1987.

14. Tlpuka3 MuHHCTEpCTBa 3/paBOOXPAHEHUS] U COLMAIBHOrO pa3BUTUs Poccuiickoit
Oenepanun Ne 338u ot 11 anpens 2012 r. «O6 yrBepxknennn EnuHoro xBaangpukalmoOHHOTO
CIPAaBOYHMKA  JOJDKHOCTEM  pYKOBOJAUTENEH, CHEHUAJIUCTOB M CIyKalluX, pasaeln
«KBanudukanmoHHble XapaKTEPUCTUKHU JTOJKHOCTEH PaOOTHUKOB IOCYAApCTBEHHBIX apXHBOB,
IIEHTPOB XpaHEHUs JOKYMEHTAI[MH, AapXWBOB MYHHULUNAIBHBIX 00pa30BaHUIl, BEIOMCTB,
opranusanuii, 1aboparopuii o0ecrnedeHnsi COXpaHHOCTH apXUBHBIX JOKYMEHTOB).
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OcHosnas numepamypa:
1. E. B. Anekceesa, JI. I1. AdanacweBa, Enena byposa. ApxuBosenenue. — M.. 2019.- 257

2. B. H. ABtokparoB. Teopernyeckre mpobieMbl OTEUeCTBEHHOTO apxuBoBeaeHus.- CII6..
2019.- 480 c.

3. T. . XopxopauHna. Mictopust apxuBoBeI4eCKOM MBICTH. YueOHUK.- M., 2018.- 247 c.

4. B.W. VIBanoB. TexHOTpOHHBIE JOKYMEHTHI - HH(GOPMAITHOHHAs 0a3a UCTOUHUKOBEICHHS
u apxuBoBenenus.- CI16.. 2018. — 144 c.

5. 3. B. Kpaiickas, O. B. Uemnmunau. ApxuBoBenenue. — CII6.. 2018.- 347 c.

6. A. I'. ['onukoB. ApXMBOBEACHNE OTEUECTBEHHON HCTOpHH. Y4eOHOoe mocobue.- MHUHCK,
2019.- 255 c.

7. MLIO. Poroxwun. [lenonpounsBoacto. Opranuzaius apxusa npeanpusitus.- CI16, 2019.-
327 c.

8. II. Cynumoma, [[.B. OcunoB. Kak co3marb apXuB ¢ Hyls Ha COBPEMEHHOM
npeanpuatuun.- M., 2019.- 178 c.

CocraBuTesb JONMOJHUTEIBHOM NPOPEeCcCHOHATbHON MpOrpaMMsbl  MPO(hecCHOHATBHON
nepenoAroToBky «CrenuaiicT 1o apXxuBam»» Komaposa JL.A.
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