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1. O6masi XapaKTepHCTHKA MPOrpaMMbl
1.1. llean peaju3alivu

IIporpaMma IpoQeccHoHaTbHOTO obyueHusl 1O ITODKHOCTH «APXHUBAPUYCH
pazpaboTaHa COIJIacHO:

deepallbHOMy 3aKoHy OT 29 jiexabps 2012 r. No273-®3 «O06 obpazoBaHuu B
Poccuiickoii @eneparumy,;

[Iprkazy MuHHCTEPCTBA NIPOCBCLICHNU Poccuiickoit ®eneparmu ot 26.08.2020
No 438 "O6 yrepskiernn Llopsaka opranu3anuy U OCYIECTBICHIS oOpazoBarTesibHON
NesITeIHOCTH TI0 OCHOBHBIM [[POTPaMMaM Mpo(eccnoHaIbHOTO obyucHus";

[Tpukasy MuHHCTEpCTBa Tpyaa U COLMATBHOIM 3ammThl Poccuiickoil Peneparin
18.03.2021 ., Ne 1401 «O0 yTBep)KACHUM MPOYECCHOHATILHOTO CTan/1apTa «CrenuanucT
apXxuBay;

ITpuxasy MmunucTepcTBa 00pasoBaHus ¥ HayKu Poccuiickoit @epepaiuu 0T
02.07.2013 1. Ne513 «O6 yTeepskaenun Ilepeuns npodeccuit paboumx, JOIKHOCTECH
CIIYIKAIUX, TIO KOTOPBIM OCYIIECTBIIAETCS npodeccroHambHOE 00yYeHue»;

DeepagbHOMY TOCYIapCTBEHHOMY 00pa3oBaTe/IbHOMY CTAHAApTy CPCAHCETO
npodeccro-HaTbHOro 00pa3’oBaHus 110 CICHHAIBHOCTH 46.02.01 JloKyMEHTALUOHHOE
obecrieyeHHe  YIpaBIEHHS M apXUBOBCICHME,  YTBEPIKICHHOMY [Tpukasom
MunncrepeTsa 06pasoBanus u Hayku PO ot 26.08. 2022 roma Ne 778.

Ilens oOyueHHst:

[IporpaMma HarpaBieHa Ha IPHOOpeTEHNE 11podhecCHOHATBHON KOMIIETEHTHOCTH
0OyudaormumXxcst B 00JIaCTH apXUBHOTO [IE1a, €0 OpraHu3aniy Kak 0c000ro HarpaBJICHUs
roCyIapCTBEHHOM U 0OIECTBEHHOMN JIEATEIbHOCTH.

3agaum:

3HATH OCHOBBKI APXMBHOIO 3aKOHOIATENbCTBA U HOPMATHBHO-MCTOAMHCCKHC
JOKYMEHTHI B 06JIaCTH apXMBHOTO Jiena; TpeOOBaHMA OXPaHbL TPY/1a;

nopsaiok  popMupoBaHus U OQOPMICHUA JIEN, crienuuKy (OpMHUPOBaHUs
OTHETBHBIX KaTEeropuid Jel;

IIpaBU/Ia XPaHEHHs JOKYMEHTOB B COOTBETCTBMH C MX THIIAMU A apXMBHOTO
XpaHeHus

nopsanok (GOpMUPOBAHMS JOKYMEHTOB B KOMIUICKTBI, IPYNIBL  THIBL UL
apXUBHOI'O XPaHEHNI;

TpeGoBanus 3akoHoxaTenbcTBa Poceuiickoit denepanun B obmactu 06paboTKH,
XpaHeHus, pAclO3HABAHMA  [EPCOHAIBHBIX  JNaHHBIX U KOH(HU/ICHIINAIILHOCTH
HHQOpMaIHH.

O6ydeHre MO MPOrpamMme IHO3BOJIMT MPOPECCHOHATBHO  BBIIOIHATEL  CBOU
JAOJDKHOCTHBIE OOS3aHHOCTM W peliaTh INPaKTHYeCKUe 3a1dadd, CBs3aHHBIC C
opranusalieil IS TeTBHOCTH MO J0KyMEHTO000pOTY B apXUBE.

XapakTepUCTUKH:
HanMeHoBanue npodeccun: ApXUBapuyc;
ypoBeHb KBamu(uKamu (paspsni, Kiacc, Kareropus): 3-To paspsja.



1.2. IliaHupyemble pe3yabTaThi 00ydeHHs]

Hacrosmias nporpaMma HMMeeT Lenbio (opmuposanue H npuodpeTeHue y
oOyuaromuxcs mpodheccuoHabHBIX KOMIIETEHITHEN U oOecTneyeHue NPAKTHICCKOTO
OTIbITa TI0 OCHOBAM apXMBHOTO J€Ja.

IIporpamMma mpodeccruoHaIbHOTo 00yueHus «ApXUBapUyc» NPCICTABIACT co0oi
KOMILIEKC OCHOBHBIX XapaKTepHCTHK 00pasoBaHus (00BeM, CO/ICpIKanue, TUIaHUpPYyEMbIE
pe3ynbTaTl),  OPTraHU3aLMOHHO-TICIArorHIeCKiX ycinopuii, QopM  arTeCTanuu.
[IporpaMma COAEPXKHUT y4eOHbIH IUIaH, KaJICHIApHEINH  yueOnblid rpaduk, paboune
TIPOrPaMMBI AHCLHTIIAH, OLECHOYHBIE X MCTOIAMHUCCKITE MaTepualbl.

[{e/bl0  peanusalii  TIPOTPAMMBI  ABIACTCA  OCBOCHHC M BBITIOJTHEHHC
TIpeayCMOTPEHHOM NMPO(ECCHOHATBHBIM CTAHIAPTOM «Criermammct apxuBa» (IIpukas
MuHUCTEPCTBA TPYIA U COLUATBLHOMN 3alUThI Poccuiickoit ®enepamun 18.03.2021 1., Ne
1400 «O6 yTBEPIKACHHH HPO(ECCHOHANBLHOIO CTaH/IapTa «CIIEIMAICT apXuBa»)
0606mennol  TpyaoBoi  dyHkimu. C  LETbIO  OBIANCHHA YKa3aHHBIM ~ BUIOM
npo(ecCHOHANBHOM  JIEATEIHOCTH M COOTBETCTBYIOIMMH ripoheccnoHaIbHBIMU
KOMIICTEHITHSAMI 00yUArOIIUICA B X0/1€ OCBOCHU npodecCHOHATBHOTO MOJLYJIA JIODKEH:

B pesyibTaTe OCBOGHMSA IIPOIPaMMbI  CIyIIaTClIk  JI0DKCH npruodpectn
CIEYIOIIME 3HAHUSA U YMCHHA:

3HATh:

~HOPMATHBHbIE [IPABOBBIE AKTHI, OMOKEHUSI, HHCTPYKIIMH, JIpyTHC PYKOBOJIALIIC
MaTepuaisl ¥ JIOKyMEHTBI [0 BEJICHUIO apXMUBHOTO JIe/ia Ha NpeIPUATHA

HOPSIOK MPUEMa U ¢/1aui JIOKyMEHTOB B apXHB, HX XpaHCHAC 1 [10JIb30BaHKE UMHU

EI1HYyI0 I'OCYIapCTBEHHYIO CHCTEMY JCI0TIPOU3BOACTBA

MOPAIOK COCTABIICHHUSA ONMCAHHH JOKYMEHTOB MOCTOAHHOIO 1 BPEMEHHOIO Xpa-
HCHHS M AKTOB 00 YHHUTOXKEHUHU JJOKYMEHTORB

Op#AJ0K 0GOPMIIEHHs ]l U X NOJI'OTOBKH K XPAHEHHIO 1 MICIIOJIb30BAHMUIO

TIOPA/IOK BEJICHHS y4eTa U COCTABIICHHA OTICTHOCTH

CTPYKTYPY IPEAIPHITHS

OCHOBbBI OpraHU3aLUA TPy

paBKIIa SKCTLTyaTallui TCXHUUECKUX CPE/ICTB

OCHOBBI TPYI0BOI'0O 3aKOHOIATE/IBCTBA

TpaBKIa BHYTPEHHET0 TPYIOBOIO pacnopsjika, npaBuia i HOpMBI OXpaHsbl TPy ia

OCHOBBI aPXUBHOTO 3aKOHO/IATENBCTBA M HOPMATUBHO-METOAMICCKHE HOKYMCHTEI
B 001aCTH apXUBHOIO Jea;

TpeOOBaHUA OXpaHbl TPY/IA;

nopsAoK  (popMHUpOBaHUA ¥ OGOPMICHUA eI, crienubuKy (OpMHUpOBaAHUsA
OTIEIBHBIX KaTErOpuil 11eil;

TIPaBUIa XPAHEHUS JOKYMECHTOB B COOTBETCTBUM C UX THUIIAMU T apXUBHOTO
XpaHeHus! MOopsioK (HOPMUPOBAHMUS JOKYMCHTOB B KOMIUICKTRL, TPYIITIBL, THIIBL UL
ApXUBHOTO XPAHCHHUA;

TpeBoBaHKs 3aKOHO1aTeNbCTBA POCCHICKOM desiepanuu B 001acT 00pabOTKY,
XpaHEHMs, pPACIO3HABAHMS  MEPCOHAIBHBIX  TAHHBIX M KOH(U ICHIUATHLHOCTH
uHpopMaLUH;

yMeThb:

OCyIIECTBIISTH PadOTy MO BEICHUIO apXMBHOI'O JI€jla Ha NPENpUATAH.

OpraHu3yeT XpaHeH:ue i 00eCTeunBacT COXPAHHOCTD JIOKYMEHTOB, MOCTYMTHBLIMX
B apXuB.



[[pyHAMAET U PErECTPUPYET HOCTYIHUBIING HA XPAHCHHE OT CTPYKTYPHBIX MOJ-
pasfieNeHuii JOKyMEHTBI, 3aKOHUYCHHBIC IETIONPOU3BOACTBOM.

VyacrByer B pazpaboTKe HOMEHKIATYP 71, TPOBEPSCT NPaBuIbHOCTD dbopmupo-
Banus 1 0QOPMIICHHS IIPU UX Tlepejavc B apXuBb.

B COOTBETCTBUM C AEHCTBYIOIMMY MIPABANAMHU INAPPYET €AMHUIIBI XPAHCHHS, CH-
CTEMATH3UPYET M pa3MeEllacT JeNa, BEAET UX yHeT

[ToAroTaB/IMBAET CBOJHBIE ONKMCH EIMHMIL HOCTOSHHOIO U BPEMEHHOTO CPOKOB
XpaHEHHs, @ TAKKE aKThl [UIs [Iepeiauu JIOKyMCHTOB Ha rocy1apCTBEHHOE XpaHeHue, Ha
CHMCAHME W YHIUTOKEHUE MATEPHAJIOB, CPOKU XPAHCHI KOTOPHIX HCTCIIH.

Bejer paboTy MO CO3J[AHAIO CIIPABOYHOTO armapata 1o JIOKyMEHTaM, obecrieun-
BaeT yI0OHBI U OBICTPBIH MX TOUCK.

VuacTByeT B paGoTe M0 SKCIEpTH3e HAYIHOU U NPAaKTHYECKOH IICHHOCTH apXMUB-
HBIX JJOKYMEHTOB.

Cyie/UT 32 COCTOSHUEM JOKYMEHTOB, CBOEBPEMEHHOCTBIO UX BOCCTAHOBJICHHA,
CcO- BIIIONEHHEM B [OMELIEHUIX apX¥Ba yCIOBUM, HEOOXOIMUMBIX UL obecricuenus ux
COXpPaHHOCTH.

KoHTposmpyeT cOOI0/ICHUC IPaBUIl TIPOTHBOIIOKAPHON 3AILUTHI B TIOMETICHIN
apXxuBa.

BEIacT B COOTBETCTBUM C TIOCTYTAIOIIMMY 3aIIPOCAMI APXUBHBIC KOIMU H JI0KY=
MEHTBI, COCTABJISET HEOOXONUMBIC CIpPaBKM Ha OCHOBC CBEJICHHM, UMCHOLIMXCI B
JIOKyMEHTaX apXWBa, MOJrOTABIMBACT IAHHBIC VI COCTABICHUA OTICTHOCTH O pabore
apXuBa.

BHITIOJNHAT TPEOOBAHMsS OXPAHBI TPYa U TCXHWUKH 0E30MACHOCTH Ha pabouem
MECTE;

paIMoHaIBHO HCIIOIB30BaTh paboyuee BPEMA M OPTaHU30BBIBATE CBOKO paboty B
3aBUCHMOCTH OT [TOCTaBJIEHHBIX 3a/1a4;

[IPFMEHATH U yBEPEHHO IOb30BATHCSL B COOTBETCTBHUU C HA3HAUCHUEM CPEICTRA
OpraHU3aIlMOHHON TEXHUKHN;

TIPOU3BOIUTH TEXHUYECKY0 00pabOTKy U TOIHOC ohopmIeHue JIe)l MOCTOSHHOIO
¥ BPEMEHHOIO XPAHEHWsS C MPHMEHEHWEM CIICLMATU3UPOBAHIBIX HHCTPYMCHTOB, 1
060pyIOBaHUST;

obecricunBaTh  KOH(HMIEHIMAIBHOCTE Ha  paboueMm  MecTe,  COXpamiTh
KOH(UIEHIMATBHYIO HHQOPMALKIO B TAHE, B TOM IHCIC obecrieuuBaTh COXPAHHOCTD U
3aIUTy JTOKYMEHTOB OpraHu3aluu;

WCroNb30BaTh B paboTe HOPMATUBHBIC —IIPABOBBIC — AKThl, HOPMATHBHO-
METOIMYECKHE JOKYMEHTHI, IOCY/IapCTBEHHBIE CTaHAapThl, ONPEACHAIONNE TOPAL0K
paboTHI ¢ apXWBHBIMHU JIOKYMEHTAMM;

MCIOB30BATh HOMEHKJIATYPY JeJ IpU COCTaBICHMH ONMHCEH Jel, aKra o
BBIJIEJIEHUHN JIST K YHUUTOIKEHHIO;

ohOpMIIATH JTIOKYMEHTHI KCTICPTHOW KOMHUCCUH,

o(OpMIISTH BHYTPEHHUE YUIETHBIC JOKYMEHTHI e/ TpH (GopMHUpOBaHUM [CT B
COOTBETCTBHUM C YTBEPIKJACHHON HOMEHKIATY PO Jie)l OpraHu3aum;

UCIIONB30BATh OA3Bl JAHHEIX OpraHu3aliii JUls apXUBHOTO XPaHCHUS, B TOM THCIIC
y1aJIEHHBIE;

FOTOBUTH JIOKYMEHTH K CKaHMPOBAHMIO, MCKIIOHas BO3MOIKHOCTbH HaHCCEHHA
Bpesia OyMayKHBIM OPUTUHAIAM [UIS apXUBHOTO XPAHCHHUA,

obecrieunBaTh y4eT U COXPAHHOCTh APXUBHBIX JOKYMCHTOR,;

IIPOBOJUTH IIEPBUYHYTO PECTABPALIAIO ¥ KOHCEPBAIIMIO A0KYMCHTOB Ha OyMaKHBIX
HOCUTENSX;



HCIIONIL30BATE  MH(MOPMAIMOHHBIC — TEXHOJIOI'MH npy  BEINEHUM  YUCTHBIX
JIOKYMEHTOB, COCTaBIICHUN U 0(GOPMICHUHN apXUBHBIX TOKYMCHTOB.

Biaagers:

HABBIKAMH JIOKYMEHTAIIMOHHOI0 obecredeHms JIeATeIbHOCTA Opranu3aluu;

JOKYMEHTHUPOBAHMS ¥ JIOKyMEHTAIMOHHOM 06paboTKH JOKYMEHTOB KaHICIIPHH

B uemoM, B pe3ylapTare OCBOEHMA NPOTPaAMMEI BBIITYCKHUKH J[OJIKHEBL OBITH
CIIOCOOHBI OCYIIECTRIATE Pa3INYHbIEe BUIBI ACATCILHOCTH B 00J1aCTH apXWBHOTO JICJ1a.

1.3. Kateropus ciymarejied

OGydeHyEe MOTYT IIPOXOJUTH CIIYIATENH, K KOTOPbIM NP IBSABIAIOTCS CICYIOIIHE
TpeOOBaHMs:

K ocpoermo OOIT momyckaioTes JHI@, ¢ JTOOBIM  YPOBHEM o0pa3zoBaHus,
Harpapienue  (CHENMalThHOCTh) — 3HAUCHWE HE  MMECT, HaJIAUHE  UMEIOLIIXCH
JONONHUTENBHEIX KBanuukammii He Tpedyercs. BeTynuTelnbHbIE  MCIBITaHuA  HC
[peTyCMaTpUBaIOTCs.

1.4. @opma o0y4eHHsI H CPOK OCBOCHHS

3ausITHS IPOBOJATCS B OYHO-3209HOM GOpME. O6mas Tpy/10eMKOCTh 00yUerHus 1o
nporpamme 144 gaca; KOIMYECTBO aKaJIEMUYECKAX YacOB, BBLACTCHHBIX Ha KOHTaKTHYIO
pabory ¢ npemojasarenem, 130 gacos, B TOM HHCIE 40 vacos jekiuii 1 90 uacos
npaKruyeckux 3aHaTuii; 10 gacos CaMOCTOATENBHOM paboTh; GOopMa MPOMEKYTOUHOH
arTecTalMid — 3adeT; opMa MTOrOBOM aTTECTAllUH — KBaTM()UKAIMOHHEINA dK3aMCH B

ouHoi hopme (4 4acoB).

1.5. Ilepuon o0yueHHs, pesRUM 3aHATHH

TTpoOmKUTENBHOCTE 00yUeH s 4 HENE/b, 3aHATOCTD IO 4-8 4yacoB B JICHb, PEIKUM
3aHATUI IHEBHOE W BEUEPHEE BPEMSI.

1.6. JloxymenT 00 00pa3oBaHHH

IIpy yciIOBUK YCTIECUIHOTO OCBOCHMSA Kypca U MPOXONKACHNA UTOTOBOM arTecTalnn
BEUIACTCS  CBUJIETENBCTBO O  mpodeccuu  pabodero,  JOIDKHOCTH - CIyXallero
yCTaHOBJIEHHOI'O 00pasIia.

2. CogepsxaHue MPOrpamMmbl MPodeccHoHaIbHOTO o0yueHus
2.1. Kaxenpapublii yaeOHbIi rpadux

O6yueHnre clrymatelieif IpOU3BOAUTCS B 04HO-32049HOH dopme B TeueHue 4 HEIeb,

Tlepros ydeOHBIX 3aHATHH TIPOIOIDKACTCS 4 HEAEM 1 COCTaBIIACT 30 KaieHIapHbIX
nHeil, TpHM  HEOoOXOJMMOCTH B PAaClMCaHUE 3aHATUH  MOXKET OBITh  BKIIFOUEH
JOTONHUTENBHEI J1eHb (cy000Ta MEK Ly HEIC/IMH), UTOTOBAs aTTecTallls Kak KOHTPOJIb
yCIIEBACMOCTH TIPOBOJUTCS B hOpMe KBAIHQUIMPOBAHHOIO SK3AMEH.



KanenapHblii yueOHbIH rpadyK 3ar0IHAETCs ¢ HOMOLIBIO yCTOBHEIX 0003HAUEHHUIA:

V3 — ydaeOHbIE 3aHATHS,
ITA — mpoMeKyTouHast aTTecTalus;

A — yrorosas aTrecTariusi.

CP — camocrosTenpHas pabora

Kanenaapubiii yqeOHbIi rpaguk

Tlepuo o6yueHnsi (IeHb HIIH Hele/s)

1 nemeist
| 1nems 2 JleHb 3 neHb 4 meHp 5 JleHb
% V3+CP V3+CP V3+I14 V3+CP

_— 2 Henens
1 nenp 2 JeHb 3 neHs 4 newp 5 JileHb
V3+CP V3+CP V3+I1A ¥Y3+CP V3+CP

3 Heaelst
1 geHn 2 IIcHB 3 5eHb 4 neHb 5 neHb
¥3LP V3+ITA J V3+CP _V3+C Y3HCP

| 4 nepens

1 neHn 2 neHb 3 IeHb

V3+IIA V3+CP V3+CP A

2.2. YyeOHBIH MJIaH

I[lepeueHb U3y9dacMbIX TE€M, UX TPYAOEMKOCTh, B TOM YHCJIC U II0 BAIAM yueOHBIX
3aHATHI, TEKYIIUi KOHTPOIb YCIIEBA€MOCTH, MTOroBas arrecTalii u bopmupyemuie
KOMIIETEHITUH [IPEICTAB/IECHBI B Y4eOHOM ILTaHe.

113 — mpakTuyeckue 3aHITHs

CP — camocrosTensHas paborta

ITA — mpomexyTodHas aTrTecTanust

3 —3auer

KD — kBanu(uKauoHHEIH SK3aMEH



VYuebOublii njaaH

HanmeHnoBanue
AHCIHILIHHBI
(MomyJist), IPAKTHKH
(cTa:KMpOBKH)

Kontaxraasn pabora, 4ac.

Beero

B Tom unciae

Jlexuu (B T.4.
KOHCYJILTAITNH)

I3

CcpP

A

1

un

Hopmarusao-
npaBoBas Oaza
periaMeHTUpyIomas
paboTy ¢ apXUBHBIMH
JTOKYMEHTaMH.

28

18

Cuctema apxuBoB PO.
KomnnexkToBaHue
apXHBOB.

28

18

JlokyMeHTHpOBAHUE
VIIPABICHYECKOM
NCATCIIbHOCTH
IpEITPUSATHM 5
Opra’u3altii.

18

Oprauuszanus "
TEXHOJIOTHS
JIOKYMEHTAITHOHHOT O
obecneueHus
yIIpaBJICHHS.

28

18

DJIeKTPOHHEIE
JIOKYMEHTBI 7}
SJIICKTPOHHBIC dPXHBLI.

18

2

Uroropas
ATTeCTALIU

40

90

10

KB

Hroro:

144




2.3. Paboune nmporpaMmMbl y4eOHbIX HCUUNIHH

Tema 1. HopmaruBno-mpapoBasi 0a3a, perjJamMeHTHPYIOIas] padory ¢
ApXHBHBIMH JOKyMEHTaMH.

HopmatuBHO-TIpaBoBast ~ 0asa, periiaMeHTHpyiomast paboTy ¢ apxXUBHBIMU
joKyMeHTaMu. 1IpaBoBOE PpEryIMpoBaHue apXMBOBEICHUS ¥ TOKYMEHTHPOBAHIIL.
IIpodeccronanbupie  CTaH-1apThl B chepe apxupHOro Jena. OCHOBHEIC IIOHATH
apxuBHOro jiena. JlenoBoii pycckuil a3bik ITpasuna JIEIIOBOM IeperucKu U ohopMIIeHHEe
1e10BOr0 rmichMa. OCOGEHHOCTH M THITMYHBIC OUTHOKH A3bIKa CITY/KCOHBIX JIOKYMCHTOB.

IpakTuyeckue 3axanus no teme 1: «Meroanka XpaneHust J0KyMEHTOB

1. Onpe/eiedne CTPYKTYPbl, COCTaBa, BEIICHEHHE MCTOJUKH yCTAHOBICHNA CPOKOB
xpanenus 110 [lepeunio.

2. Kpurepun OTHECEHUs OpraHn3aliii K UCTOIHIKAM KOMILICKTOBAHMUS apXuba.

3. Buapl nepedyHein JJOKYMEHTOB.

4. MetoauKa onpeIeeHusi CPOKOB XpaHeHusI 10 THIIOBOMY IIEPEUHIO.

AJITOPUTM BBINOJIHEHHS 32 1aHHiA:

1. 3amucars HOMEpP ¥ TeMY [PAKTHHECKOH pabOTHL.

2. 3anucarh KOPOTKO CYTh U3JI0)KCHHOTO MaTepuaa.

3. Uro6sl odopMuTh 3amaHue, HEOOXOOMMO BOCTIONB30BATLCSA — HOpMaMaMi
apXHUBHOTO 3aKOHO/IaTE/IbCTBA.

Tema 2. Cucrema apxusoB P®. KomnjiekroBaHHe apXHBOB.

CTaHOBJIGHWE apxuUBHOTO jeia B Poccuiickoit @expepanvu. ApXUB OpraHM3alydy.
Bu st apxuBoB 1 ux dynkimu. Cucrema apxuos PO. Apxusreiii o PO. Opranmsauust
nokymenros A® P®. KomrmiekroBanue apxupa. JKCIEPTH3a LEHHOCTH JOKYMCHTOB.
Opraumszanus paGoTHl HKCIEPTHOH KOMHMCCHM. OKCIEPTH3a LEHHOCTH JOKYMEHTOB.
Kputepuu 1ieHHOCTH TOKYMEHTOB U pasJIeIeHUe JIOKYMEHTOB Ha IPYIIIIbI B COOTBETCTBIN
¢ 1eHHOCTHIO uH(popMarmu. 1lopganok KMCIONB30BaHUS THUIOBBIX WM BEIOMCTBEHHBIX
repedyHeil JOKYMEHTOB C YKa3aHWEM CPOKOB XPAaHEHHs. JKCIEpPTHas KOMHCCHA (9K).
Cosmanre u opranusaums paborsl OK 10 OmpenecHuIo NEHHOCTH JOKyMEHTOB.
Joxymentuposanue padotel DK. CocraBieHue U yTBEPHKJACHUE MMPOTOKOIIA paborsr JK.
OdopmiieHre pPe3yIbTaToB MpoBeJeHHs dkciepTusbl. Opranmsanys pabOTel apXuBa.
[IpaBria 10 pasMenieHuro jen B apxuse. [lonck apxusHOM uHdopmauuy. Meroauka
MOMCKa JIOKyMEHTOB B apXMBE: COCTABIEHHE MOGOHIOBHIX U MOCTENAXKHEIX yKasaTeIeH.
VueT M UCIIOIB30BAaHME M JIOKYMEHTOB apxuBa. IIpoepka HajiMiusd WU COCTOSHMA
JIOKYMEHTOB apxuBa. [IpaBuia BbLIaY¥ W TOPANOK HM3BATHS JOKYMECHTOB M3 apXuBa.
IIpaBuna ohopMICHHS W TIOPSIOK BBIJAYM APXMBHBIX CIIPABOK, KOIUH, BBIIHCOK,
UHGOPMALIMOHHKBIX TIUCEM 110 PA3IMIHBIM 3a1IpOcaM. AYTCOPCHHT apXuBa: JIOCTOMHCTBA U
HEI0CTATKK. BO3MOKHOCTE BHEO(YHUCHOTO XPAHEHUS TIOKYMCHTOB.

IMpakTuyeckue 3aJaHus M0 TeMe 2: «Y4éT B apXHBE OPraHH3aNHHK.»



1. CocTaBIeHye IaKkeTa yaeTHBIX JIOKYMEHTOR JULSl apXUBa yCIOBHOM OpraHu3ariyuy 1o
JOKYMEHTaM HOMEHKJIATyphl JEl.

2. 1'0/10BO#1 pa3aes CBOIHOW OIMCH JIEIT TTOCTOSHHOTO XpaHCHHUA.

3. T'010B0if pa3/ieN CBOJIHOM OMMCH [€1 BPEMCHHOTO (CBBIIIE 10 neT) XpaHcHusL.

4. Ton0BO# pa3zen CBOJAHOM OIMUCH JeJ 110 JUYHOMY COCTaBy.

5. TUTYJIBHBIN JTUCT OMKCH IOKYMEHTOB INOCTOAHHOIO XpaHCHHUA.

6. AKT 0 BBIJICTICHAM K YHHUTOKEHHUIO JJOKYMEHTOB, HE OMISKAIIUX XPAHEHHIO.

AJITOpHTM BBITIOJTHEHHS 32/ aHHI:
1. 3amucars HOMEp ¥ TEMY [IPAKTHUCCKOH pabOTHI.
2. 3ammcaTh KOPOTKO CyTh H3JI0KEHHOTO MaTepualia.
3. Yro6nl 0hopMuUTh 3a/1aHuE, HEOOXOMMO BOCIIONIB30BATECA HOpMaMaMK apXUBHOTO
3aKOHOJATE/IhCTBA.

Tema 3. JlokyMeHTHpOBaHHe YIPaBJIeHYeCKOH 1eATeJbHOCTH npeANpUSTHI H
opraHu3alHui.

JIOKYMEHTHPOBAHUE YIIPABICHYECKOi AeATeNbHOCTH TpenpusTuil. Homenkimarypa
nen. Anropurm paborsl ¢ HoMenkiaaTypod gein. CocraBneHue H oopmicHue
HOMeHKnaTypsl gen. CucreMaTmsanus pas3[elioB HOMEHKIATYPHl M 3aroJOBKOB JICI.
[TepeucHb THIOBBIX YIPABICHUECKAX apXUBHBIX JI0KyMEHTOB, 00pa3yrOIMXCs B POLECce
NESTEBHOCTA T'OCYIapCTBEHHBIX OpraHoB, OpPraHoB MECTHOIO CaMOYTIPaBJICHHA H
opraHM3anuii, ¢ ykasaHueM CPOKOB MX XxpaHenws. llpaBuia IpuMCHCHUS ITepeuneit co
CPOKAaMH XpaHEHWs TIPYU COCTABJICHUH HOMEHKIIATYPBI €I

IpakTuuyeckne 3axanust no teme 3: «CpoKu BBIIAYM JIOKYMEHTOB. TpeboBanus K
GU3MIECKOMY COCTOSHMIO M O(QOPMIICHHIO JOKYMEHTOB IIPH WX BbIIatC. OdopmiieHue
BEIIAYH JIOKYMEHTOBY.

- ®OpMHUPOBAHUE JIOJKHOCTHON MHCTPYKIIUH.

- Bkmroyenue B TOKYMEHT OOIIUE TTOTOKCHHUS.

- O0s3aHHOCTH.

- lIpaga.

- TpeGoBaHus TIpeIbABIAEMbIE K ApXUBAPUYCY.

AJITOPUTM BBINOJHEHHH 3aJaHHM:
1. 3ammcaTh HOMEP U TEMY IPaKTHYECKOH paboThl.
2. 3ammcarh KOPOTKO CYTh U3JI0KEHHOTO MaTeprana.
3. YrtoOsl 0OPMHTE 3a1aHUE, HEOOXOIMMO BOCIIOIB30BATHCS HOPMAMaMU apXUBHOTO
3aKOHO/IaTEIIbCTBA.

Tema 4. Opranu3amusi ¥ TEXHOJOTHsl JOKYMEHTAIMOHHOIO obecmeudeHuUs
ynpasBJieHHsl.

dopmupoBaHne el W nepegada pen B apxub. Oprauusanis paboTel  TIO
(GOPMHUPOBAHMUIO JIE] B COOTBETCTBHH C YTBEPIKICHHON HOMEHKIIATY PO N OpraHU3alliHy.
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Odopmienne aeina. Odopmaenne obmoxkku jena. Iloarorosxka K chaaum Jiel B apXuB.
Hymepanus muctoB. CocTapleHue JIMCTa-3aBEPUTEN JieIa. CocraBienue BHYTPEHHEN
omucH JoKyMeHTOB feia. IlonHoe ohopmieHue el Ijid apXUBHOIO XpaHCHMUA. [Tpuem
JIOKYMEHTOB HA apXUBHOE XpaHEHHe. YHUYTOKEHHE eI C HCTEKIIMMH CpOKamu
XpaHeHUs.

IpakTHueckue 3a7aHUs N0 Teme 4:

1. Ucniosnp3oBanue HHGOPMAIIMOHHO-KOMMY HUKAITHOHHBIX TEXHOIOI Ui B
JETOMIPON3BO/ICTBE U apXUBHOM JICJIC.

2. Vcriosp30Banme CIpaBOUHO-1IPaBOBBIX CUCTEM JJIA TOMCKA TOKYMEHTOB.
3.CucTeMBl DIIEKTPOHHOTO JOKYMEHTO000pOTA.

4. TIpuMeHeHH’e 3IEKTPOHHOM TTOUTHI U 00Ja9HBIX TEXHOIOT U

AJNTOpHTM BBINOJIHEHHS 32 aAHHI:
1. 3ammcaTh HOMEp M TEMY [PAKTHUECKON pabOoTHI.
3armcaTh KOPOTKO CYTh U3T0KEHHOI0 MaTepuaia.
Y1o6s1 0GOPMHUTE 3a/1aHKe, HE0OX0AMMO BOCIIOJIF30BATECS HOpMaMaMH apXUBHOTO
3aKOHO/1aTebCTRA.

L M

Tema 5. DjieKTPOHHBbIE JOKYMEHTBI H 3JIEKTPOHHbIE APXHBBbI.

DIEeKTPOHHBIE JOKYMEHTBHI U 3JIEKTPOHHBIC apXHBBI. APXHUB HAYTHO-TEXHHICCKOH
JOKyMeHTanud., OpraHuzanys JeSTeIBHOCTH KajpOBBIX M apXMBHBIX CIyKO 10
[POTUBOIEHCTBUIO KOPPYIIIMOHHLIX IIPOsABIeHnH. TpeboBanus 3aKOHOTATC/ILCTBA IO
00eCIIeueHnIO aHTUKOPPYIIIHOHHON ¥ HHOOPMAIIMOHHOH O€3011aCHOCTH.

IpakTHYeckre 3aJaHHA MO TEMe S:

1. Hopmarugnas 6a3a 3/10.

2. OCHOBHBIE [TOHATHA, 1ICJIM ¥ 3aJa9H, Tipeumy1ectBa u nepocrarku COJI.

3. TeXHOI0T s XPaHEHHUS dIEKTPOHHBIX JTOKYMEHTOB U 3aIlUTa MHPOpMAIUK B
HOPMAITHOHHBIX CUCTEMAX.

ANropuTM BbIIOJHEHHS 32 IaHHIA:
1. 3ammcaTh HOMEp U TeMY MPaKTHIECKOU pabOThI.
2. 3ammcaTh KOPOTKO CyTh U3JI0KEHHOIO MaTepuaia.
3. Utobbl obopMuUTh 3a/JaHAe, HECOOXOAUMO BOCIIOIB30BATHCSI HOpMaMaMy apXHUBHOI'O
3aKOHOJATENLCTRA.
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3. OpraHu3anHoOHHO-eJarornyeckoe odecnevueHne NPorpaMmel

Peaquzanmsi  MPOrpaMMBl  00ECHeYMBaeTCs  BbICOKOKBAIM(HIMPOBAHHBIMU
CIICLMAIMCTAMK, TIeIarOIMUecKUME  Kajipamu, uMmeronmmMu  GasoBoe  00pasoBaHue,
COOTBETCTBYIOIIEE MPOPIIIO I[PEMOJaBAEMON  TUCIUIUIMHBL, M CHCTEMATHICCKH
3aHUMAOIMMUCS T1€1arOTHUECKOH JIEATEIIbHOCTRIO.

K o6pazoBaTeibHOMY IIPOIIecCy MOTYT OBITh IPUBJICUCHB! IIPENO/IaBATENH U3 TUCITa
CHEIMAIMCTOB [IPO(GIIBHBIX OPraHU3AIMH U YUpekIeHHH 110 Mepe Habopa rpymb. Jins
Mpeno/iaBaHyus TperoaBaTe/bcKuii coCTaB 0/DKEH OBITh aTTeCTOBAH U UMCTh 0azoBoe
o0pazoBaHue, COOTBETCTBYIONMEE HPOMHIIO IPEeroiaBaeMoi JIUCIMIITMHEL (MomyJist) U
IPAKTUKK/CTAKUPOBKH JTHOO IUIUIOM O NPO(YEeCcCHOHAIBHON IMEPEMOArOTOBKE 110
TNPOGUIIO YATAEMOI TUCIIMINIIHEL, TIONYYEHHbIA He paHee 5 JIET 10 Havana pealnsarii
[IPOrPaMMBL.

IIpy OpraHM3aIMM YYETHOTO MPOLECCa Pealu3allii POrPaMMbl «APXUBAPHYC) C
MPUMCHEHHEM  JINCTAHIHOHHBIX — 00pa3soBaTeNbHBIX — TEXHOJIOrHH,  3JIEKTPOHHOIO
06y 4YeHUATIPEIONATaeT HAIMYUE JOCTATOYHOTO YPOBEHs MOAOTOBKH B 001acTH 20 un
JIOT  npobeccopcKo-IpenoaaBaTe/Ibckoro  CocTapa, — y4eOHO-BCIIOMOTaTeIbHOTO
[EPCOHANA M IPYTUX PaOOTHUKOB OPraHu3alliH, COTPOBOKAAIONIMX yUeOHBIA IIPOIECC.

4. MeTtoanuecKHe peKoOMeHIAHH A5l 00yJar0MHXCS

CamocrosiTenbHas paboTa o0ydarommxcs 10 y4eOHOH mporpaMme Tpu3BaHa HE
TONBKO 3aKPEIUIATH ¥ YIIyOJsaTh 3HaHus, [IOJyUCHHbIC Ha ay/JMTOPHBIX 3aHATUAX, HO U
Croco0CTBOBATh PA3BUTHIO Y CTYJCHTOB TBOPYECKHMX HABHIKOB, WHUIMATHBEI, YMCHHIO
OpraHu30BaTh CBOE paboyee BpeMsl.

K camocTosTe bH0# paboTe o0ydaronierocs mo yueOHoi mporpaMme OTHOCATCA:

— IO/IOTOBKA K Y4eOHBIM U PAKTUICCKUM 3aHATHSIM,

— IIOBTOPEHHME JIEKIIMOHHOTO MaTepuaa,

— IOJITOTOBKA K DK3aMeHY (MTOTOBOM aTTeCTallun).

IIpr  BHIMOJHEHMH CAMOCTOSTEIBHOM paboThl 00yHaroueMycs HeoOX0AMMO
TIPOYNTATH TEOPETHUECKUI MaTepual He TOJIbKO B yueOHMKax M y4eOHbIX MOCOOMSX,
YKa3aHHBIX B OMOMMOrpagUuecKix CrUcKaxX, HO W MO3HAKOMUTHCS C IMyONUKaLIMK B
neproueckuX m3ganuax, criokeramd CMUW u mp. OcHOBHBIMH BujaamMu U (popMamu
CaMOCTOSTEIBHON paboTHl CIyImaTeleil Mo TaHHON HporpamMMe SIBJISIOTCS HpOOIeMHbIE
BOIPOCHI ¥ KOHCYJIBTAllUU C IIPENOAaBaTEIEM. '

B mpouecce caMoOCTOATENBbHOM pPabOTHI  CIyIIaTelb MOJKET I10J1b30BaTBCA
MCTOAMYECKUMH MaTepHallaMd 10 Kypcy. Bce BHIBI CaMOCTOATENBHON padoThl U
IIaHMpyeMbIe Ha WX BBITIOJHCHHUE 3aTpaThl BPEMEHM B dacaxX HCXOMAT U3 TOro, HTO
CTYJIEHT JOCTATOYHO aKTHBHO paboTal B ayJUTOPUM, CIyIias JCKIUM WM M3ydasd
Marepuas Ha TPaKTHYECKUX 3aHATHAX, a 110 BCEM HEI0CTATOYHO TOHATEIM BOMPOCAM OH
oOpamajics K IperoaaBaTelTio BO BpeMs KOHCYIbTallHii.

B cioydae mNpomycka JICKIMM W TPAKTHUECKWX 3aHATHH oO0ydaroliemycs
norpedyercs CBepXHOPMATHBHOE BPEMsI Ha OCBOCHHUE IIPOITYIIEHHOI0 MaTepraa.
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JUIst IIOATOTOBKU K TPAKTUYECKUM 3aHSATHAM HYXXHO pacCMOTPETh KOHTPOJIbHBIC
BOTIPOCHI, OOpaluasich K JIEKIIMOHHOMY Marepuany Hu pexkoMeHyeMoi y4cOHOH M
MIEPUOIUUECKOI TUTEpaType, 3alUcaTh HEOHATHLIC MOMEHTEI B BOTIPOCAX UL yACHCHMA
UX Ha TIPEACTOSINEM 3aHATUH, ITOAIOTOBUTH MaTE€PHUaNbl UL BHITTOTHCHMST MPAKTHYECKIX
3aJaHU.

IToaroroBka K 9SK3aMeHy JOJDKHA OCYLIECTBIATHCA Ha OCHOBC JIEKHHOHHOIO
Marepuaia, Marepuajia TPaKTHYECKUX 3aHATHH ¢ 00s3aTeNbHBIM  O0palieHueM K
OCHOBHBIM Y4YeOHHMKaM I10 KypcCy. DTO HMCKJIIOYUT OIMHMOKHM B IIOHMMAaHUM MaTepuala,
00JIErYUT €ro OCMBICIEHME, [AcT «IUILY Ui PasMBIIUICHUK», IPOKOMMEHTHUPYET
MaTepual MHOI'OYMCICHHBIMU IIPUMCPaMH.

5. ®@ounp ouenounbix cpeacts IO

BOl'lpOCbl JJIsT CaMOCTOATE/IHLHOM NOATOTOBKH:

B [TpeaveT m 3a/1a4¥ apXUBOBEJICHHS KaK HAYUHOMN JIUCIIUTUTAHBL.

% OCHOBHBIE TEPMUHBI U OIPEAEICHAS B ApXUBHOM JICTIE.

5 PoJib 1 MECTO apXMBOBE/ICHUS B CUCTCME HAyUHBIX 3HAHUIA.

4. Opransl yrpasJieHus apXuBHBIM J1eloM Poccuiickoit Denepanuu u ux QyHKIIH.
5. dejiepaibHOE aPXUBHOE ar€HTCTBO.

6. ApXUBHBIE YIPSIKACHHUS Y IMYPTCKON peCITyOIUKH.

T Ileau ucnonb3oBanus A® PO (onutudeckue, HaydHEIE).

8. Bujibl uHGOpMAIIMOHHBIX JJOKYMEHTOB B apXuBax.

g ViipaiieHue rocy1apCTBEHHBIM apXUBOM.

10.  IlmanmpoBamue paboThl rOCYIAPCTBEHHOIO apXHBa.

11.  ®opmpl IJIaHUPOBAHUS B APXUBHBIX YUPEIKICHUAX.

12.  Kraccuduxanmmonasie cXeMbl KaTanoros. [TonsaTie o CTpyKType KaTaloros.
13.  O0630p apXMUBHBIX JIOKYMEHTOB — TUIl apPXMBHOI'O CIIPABOYHHUKA.

14.  O630p apxuBHOro pouma. TemaTnyeckuii 0030p.

15.  ®ynxuuu u npasa DK, mopsagox ee padorsl. llonoxenue 06 OK.

16.  Apxussble onucy. Haznauenue u Bupl onuceit. OnucarebHas CTaThs OIUCH.
17. lloaroroBka aen K mepejade B apXuB OpraHusarnyu.

18.  Opranusanus npueMa J0KyMEHTOB B apXUB.

19.  Tlopsigok mepenayuu A€l Ha rocyapCTBEHHOE XPaHEHHUE.

HPOM CAKYTOUYHASN ATTECTALIHHA

Onenka KauecTBa ocBoeHus [IporpaMmel BKIHOUAET IIPOMEKYTOUHYIO aTTeCTAIIIO
B (hopme 3auera, KOTOPHINA TPOBOAUTCS B (POPME YCTHOI'O OIPOCaA.

VYcaoBueM MOTOKUATEIIBHOM arTecTallii SIBISIETCA MOMYYCHUE OLIEHKH «3a9TEHOY.

IIpy pa3paboTke OIEHOYHBIX CPEACTB Il KOHTPOJA KadecrBa H3y4deHus
[POrpaMMbl YUUTHIBAJIUCH BCE BUIBI CBA3EH MEKTY 3HAHUSIMH, YMEHHUSIMH, HaBBIKAMHU,
[IO3BOJISIFOIIME YCTAHOBUTH KAUE€CTBO C(DOPMUPOBAHHLIX Y O0YUArOLIMXCS KOMIIETEHIIUMI 110
BUAM JIEATETHHOCTH W CTEMEHb UuX 0Olell TIOTOBHOCTHM K COOTBETCIBYHOIIEN
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JEATCIILHOCTH.
l_IpH OIICHKE YCTHBIX OTBCTOB BO BHUMAaHUE MPUHHUMAIOTCS CIICOYHOIIHC KPUTCPHH.
- ITOJIHOTA U NPaBUIBHOCTE OTBETAL
- CTEMECHL OCO3HaHHOCTH YCBOCHHI H3maracMbIx 3HaHTrIf"I;
- TIOCIIEI0BATENLHOCTE U3JIQOKEHMA M KYJIbTYPa PCHH.

Bomnpocsl K 3a4eTy 1Sl IPOMEKYTOUHOH aTTecTAlHu:

. OCHOBHBIE TTOHATHA: «aPXMBOBEICHHUEY, «APXUBY, «aPXUBHBIH JOKYMCHTY.
. ®ejiepanbHble apxuBbl Poccnu.
. [TonsaTHEe «BEIOMCTBECHHBIN apXUB» U €r0 BUBI

B S N R

. YCTpOICTBO rOCY 1apCTBCHHBIX aPXHUBOB.

. CBeennst U3 UCTOPUM APXUBHOI'O JeJa.

. ApxuBHBIE (hOH/IbI U UX KJIACCH(UKALIHS.

. TIpaBa  OTBETCTBEHHOCTh BEIOMCTBEHHOTO apXHUBa.

oo =1 O Lh

. HopmaTueHO — 11paBoBast OCHOBa pabOThI BEIOMCTBEHHbBIX apXUBOB.

o

. Oyuaknun OeepaibHbIX, PErHOHATBHBIX, MYHUIUIATBHBIX aDXUBOB.

10. Yuer u obecrieueHne COXpaHHOCTH JOKYMEHTaIbHbBIX MAaTCPHAJIOB.

11. O6mmue onpejenenus cocrapa 'AD.

12. OcHoBHEBIE TPeOOBAHMS K METOAUKE COCTABICHUS 3aTrOTOBKOB.

13. MaTepraisl, KOTOPBIE COCTABIIAIOT FOCYAapPCTBEHHEIH ApXuBHBIH (oHT PO.
14. Knaccudukarms 10KyMeHTOB [ 0Cy1apCTBEHHOTO apXUBHOTO (OHAA.

15. Onucanue apxuBHBIX JOKYMEHTOB.

16. ITousiTre U YpOBHU OIUCAHUS apXUBHBIX JOKYMEHTOB.

17. TIsrTh TpYIIT 2JIEMEHTOB ONMCAHMS: IPE/HA3HAYSHNE U CONIEPIKAHNC.

18. Onpenenenue XapakTepa Jiena Mo coCTaBy JJOKYMEHTOB.

19. Buabl apxuBOB.

20. Co3aHue apXuBoB

21. Ilepemaua JOKYMEHTOB AapXMBHOIO (oHAa HA IOCTOSHHOC TOCYAapCIBEHHOC
XpaHEeHHE.

22. KoMIuleKToBaHKHE apXUBa OpraHu3ainu.

23. Tpebopanust k 0OPMIIEHHMIO [EII, IPUHAMACMBIX B apXUB.

24. Cocrasienuie 1 0GopMIIEHHE OIIKCEN Tel.

25. KoHTponb HaJ COCTOSHMEM XpaHCHUs IOKYMEHTOB M MX Opranusauueil B
JIETIOTIPOM3BOICTBE CTPYKTYPHBIX MOIPA3ICICHIUH.

26. Ipuem-niepeiaga TOKYMEHTOB IPU CMEHE PYKOBOIUTEIISI apXHBA.

27. Tlopsi 1ok rnpuema-fepeadn J10KyMEHTOB IIPH PEOPraHU3aIuK OpraHn3aIim.
28. @YyHKIMHA apXUBHBIX OPIraHoOB.

29. Opranmsanus uHGOPMATA3ALUKY aPXUBHOIO Jiejla Ha COBPEMEHHOM HTalle.
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30. IToaroToBKa A0KYMEHTOB K XPaHEHMIO U MCIIOIB30BAHNIO.

31. [Tops10K mepe1aun el B apXuB OpraHu3arun.

32. Yuer 0c000 LUEHHBIX U CEKPETHBIX TOKYMCHTOB.

33. BHeceHus U3MEHCHUI B YUETHBIC JOKYMEHThI apX1Ba.

34. iudopMannoHHO-CIIPaBovHas paboTa 110 apXUBHBIM JIOKYMEHTAM IIPETPUITI.
35. OpraHu3aEOHHO-METOIMYECKas IOMOIIb 110 BEACHUIO NEI0IPOU3BO/ICTBA B ApXUBAX.
6. I'maBHbIE 3a71a41 BEJIOMCTBEHHOI0 apXuBa.

37. OcuHoBHbie GYHKIIMN BEAOMCTBEHHOTO apXUBa.

38. OcHoBHEIE TpeOGoBaHMsA K GOPMUPOBAHMIO JIE]T B [ICTOTIPOU3BO/ICTBE OpraHn3alii.
39. OcHoBHBIE TPeOOBAHMA K COCTABJICHHIO HOMCHKIATYP JIE.

40. CoBpeMeHHOE COCTOSIHUE U TIEPCIIEKTUBRI PA3BUTHA BE/IOMCTBEHHBIX apXUBOB.

41. Bujipl 1OKYMEHTOB, BKJIIOYAEMbIX B COCTaB apXMBHOTO (hOH/IA.

42. ®opMHpOBAHHE APXUBHOTO QOHIIA.

43. TTops10K OTHECEHUS! IOKYMEHTOB K apXUBHOMY (OHIY.

44. O6wue nouatus o6 ApxusHom onae PO n apxusax.

45. Ctpykrypa ApxusHoro gonja PO.

46. Knaccuukanus 10KyMeHToB ApxusHoro ponaa PO.

47. Tlopsi 0K KOMILTEKTOBAHKS U HCIIOTB30BAHMS JOKYMEHTOB APXUBHOTO (OHIa PD.
48. Ananu3s npobeMbl Opranu3aliy apxUBHOTO XPaHEHHUS 3JIEKTPOHHLIX TOKYMCHTOB.
49. TTops 10K KOMIUIEKTOBAHUS JOKYMEHTOB apXUBHOTO (POH/IA.

50. TToHsrTre apXuBa 3JIEKTPOHHBIX TOKYMEHTOB.

Hrorosas arrecTanus

[leqh MTOIOBOM AaTTECTALMUH — BbISBICHHE TECOPETUYECKOM M TPAKTUYECKOH
MOJIOTOBKH 0OYUaronerocss B COOTBETCTBUU € COJIEPIKAHKMEM IPOIrpaMMBbl ITOATOTOBKH
kBa/IM)ULIUPOBAHHBIX PA0OUMX, CITY/KALIUX MO JTOJKHOCTH «APXUBAPHYC» U IIPOBOIUTCA
B GopMe KBaTH(UIIMPOBAHHOIO YK3aMeHa.

O6ywaromyecs JOMyCKAKOTCS K WTOroBOil arrectauuu mocie usydenus lIpo-
rpamMMBl.

Kpaiu(uKayioHHbIA 5K3aMEH HE3aBUCHMO OT BHIA TPO(GECCHOHATBHOIO
oOydcHMsl BKIIOYAET B CeOsl NPAKTHUECKYI0 KBATMOUKALMOHHYIO paboTy W MpOBEPKY
TEOPETUUECKUX 3HAHUI B IpejieaX KBaJd(UKaIMOHHBIX TpeOOBaHUM, yKa3aHHBIX B
KBAIM(DUKAIMOHHBIX CIPaBOYHMKAX, M (WIM) TPOMECCHOHATBHBIX CTAHAAPTOB 110
COOTBETCTBYIONMM TpodeccusM pabounx, TODKHOCTAM cilykamux. K 1poserenuto
kBaTM(DUKALMOHHOTO DK3aMeHa IPHBICKAIOTCS IPEACTaBUTEIM paboTomareiei, WX
00BEIUHEHUH.

Wrorosas arrecTauys 00ydJalOIIMXCs, 3aBepIIAlOIUX OOydeHHME TI0 MpOorpamme,
SBIETCS 0043aTCIIBHOM.

PesynsraThl WTOrOBOM  aTTecTalldd  OMNpPEAENAIOTCs  OIEHKaMH  «OTINIHOY,
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«XOPOIIOY», «YIOBIETBOPUTENLHOY, «HECYLOBICTBOPUTEIBHO» U OOBSIBISIFOTCSH B JCHb
[[POBEICHMS ATTECTAMOHHBIX HCIIBITAHUHA [T0CTIe 0POPMIICHNS B y CTAHOBICHHOM MOPA/IKE
9K3aMEHAITMOHHOM BEJIOMOCTH.

OGy4arOLIMCs, HE NPOXOIMBIINM aTTECTAIMOHHBIX UCITHITAHUH 11O YBaKHUTEIIbHOM
nprauHe (0 MEIUIMHCKAM TOKa3aHWsIM WIH B IPYIHX HCKIFOUMTCIbHBEIX CIydasX,
JOKYMEHTANBHO TIOATBEPKICHHBIX), @ TaKoKe IIOMYYUBLIAM HEYIOBICTBOPHUTCILHYIO
OLIEHKY, TIPEI0CTABISIETCS] BO3MOKHOCT MPOATH UTOIOBYIO aTTECTAINIO IIOBTOPHO.

IpoBepka TeopeTHUECKHX 3HAHMI

UtoroBast arTecTalys o0yJaromuxcst IPOBOAUTCA B (pOpME UTOTOBOIO TECTA.

TTopsiIoK TPOBEACHUS aTTCCTALMOHHBIX WCIBITAHUH ONPEACISICTCsA HACTOAIICH
TIPOTPAMMOA M IOBOMHUTCS [0 CBEIEHH 00yYaoNUXCs IEPE/l HauaaoM ee 0CBOCHH.

Pesyabrarsl HUTOTOBOM arrecTaluu OITPEJICIISIFOTCS OLICHKaMH1
«OTIIUYHON, «XOPOIIOY», «YIOBICTBOPUTEIILHOY, «HEYLOBICTBOPUTEIILHOY 1 OOBABISAOTCA
B JIeHb IPOBE/ICHHS ATTECTAIMOHHBIX MCIBITAHUMN 10CIe 0QOPMICHHS B yCTAHOBICHHOM
MOPS/IKE SK3aMEHALIMOHHOM BETOMOCTH.

- «OTmaHO» — 86-100% — TEOpEeTHUECKOE CoMepIKaHNe Kypca 0CBOCHO MOJHOCTBRIO,
6e3 mpo6enos, HeOOXOMMBIE TIPAKTHUECKME HABBIKA PAOOTHI ¢ OCBOCHHBIM MaTepraloM
c(hOPMHUPOBAHEI, BCE MPE/yCMOTPEHHBIE MPOIPaMMOi  00ydeHMs! yucOHbIE 3a/laHud
BBITIONHENEI, KAYECTBO WX BEIIOJHEHMS OIECHEHO UHCIOM OajioB, OMM3KAM K
MaKCUMaIbHOMY.

- «Xopomo» — ot 76 no 85% — TeopeTHYecKoe CoAepIKaHue Kypca OCBOCHO
MOMHOCTBIO, €3 MPOGETOB, HEKOTOPhIE MPAKTUYECKHE HABBIKA PabOTBI ¢ OCBOCHHBIM
marepuaisoM cQOPMHUPOBAHBI HEIOCTATOYHO, BCE IPEIYCMOTPEHIBIC IPOTrpaMMOoit
oOyuenus yueOHBIC 3a/[aHUS BBIIOJHEHbI, KAYECTBO BBINOIHEHUA HU OJIHOTO U3 HUX HC
OIEHEHO0 MHHMMAJIBHBIM UHUCIOM OalliOB, HEKOTOPHIE BBl 3aJaHHUIl BBHIITOIHEHBI C
OITUOKAMU.

- «YnoBreTBopUTENbHO» — OT 60 710 73% — TEOPETUHECKOE COAEpIKAHHEe Kypca
OCBOEHO YACTHYHO, HO IPOBENbl HE HOCAT CYIIECTBEHHOrO XapakTepa, HEoOXOTHMbIC
IPAaKTUYECKIE HABBIKM PAOOTHI ¢ OCBOCHHBIM MaTepUaIoM B OCHOBHOM chopMuUpOBaHEbI,
GOJIBIIIMHCTRO TIPEeyCMOTPEHHBIX TPOrpaMMoii 00yuenus yueOHbIX 3a1aHii BbIIOTHEHO,
HEKOTOPHIE U3 BBITIOTHEHHBIX 3a[aHNH, BOSMOKHO, CONEPIKAT OIIHOKH.

- «HeynosnerBoputenbHO» — Hibke 60% — TEOpeTH4ecKoe ColepiKanue Kypca He
OCBOEHO, HEOOXOJMMBbIe TPAKTUUECKHE HABBHIKM pabOTBl He  CcHOpPMUPOBAHBL,
BBITIOJTHCHHbIC yUeOHble 3a/laHusi Cofep:Kar TpyOble ONMMOKH, ONOIHUTCIbHAS
caMocToATenbHas paboTa Hal MarepHaloM Kypca HE IPHUBENCT K CYICCTBCHHOMY
MOBBLIIICHUIO KAYECTBA BBITOIHEHUS YUEOHBIX 38 [aHH.

OBy4aroIMMes, He TPOXOMBIINM aTTeCTAIIMOHHBIX UCIBITAHUH 110 YBAKUTC/IbHOH
npuurHe (M0 MEIUIMHCKAM I10Ka3aHMAM WM B JPYI'UX WCKIIOYMTEIbHBIX CITydasiX.
JIOKYMEHTAJILHO TIOATBEPIK/JICHHBIX), a4 TaKiKe TOTYyYUBIINM HEYIOBICTBOPUTEILHYO
OLIEHKY, NTPEJIOCTABIACTCS BOBMOKHOCTD IIPOMTH UTOTOBYIO aTTECTAIMIO IIOBTOPHO.

TecToBbIe 32JaHHA K HTOIOBOM aTTeCTAHH:

1. Beibepute BepHOE yTBEPIK/ICHUE CAPXUBHBIH (onl PO nmeeT qacTh:...»:
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1) rocymapcTBEHHYIO U HErOCYIaPCTBEHHYIO YacCTh;
2) BEIOMCTBEHHYIO M HEBEJOMCTBEHHYIO YaCTh;
3) MYHUIMIAIbHYIO U HEMYHHIIUIAIBHYIO YacTh.

2. VKakuTe, Kakue HOKYMEHThI WIHM (OHIBI HE OTHOCATCS K rOCYAapCTBEHHOM 4acTh
ApxupHoro dhonma PO:

1) apxuBHBIE JOKYMEHTHI TOCYIaPCTBEHHBIX U MYHHMITUTIATLHBIX apXUBOB;

2) apxuBHble GOHJBI W apXUBHBIC JOKYMEHTbHI, HaxoJsIIUecs B COOCTBEHHOCTH
001IeCTBEHHBIX 00BeIMHEHNI U OpraHu3aIlnii;

3) nmokymeHTBI, oOpa3oBaBmIHecs U oOpasyrommecs B JCATEIBHOCTH OPIraHOB
OCYIapCTBEHHOM BIACTH M MECTHOTO CAMOYIIPABICHHUS;

4) roCymapCTBEHHBIX WA MYHUIIUNATBHBIX YUPEKICHUIN, OpPraHU3aluid u
HPEeIIPUATHHA.

3. Ompezienute, B 4eM COCTOUT OTIMYME MEKIY TOCYIAPCTBEHHBIMH M
BEJIOMCTBEHHBIMH apXUBaMMU:

1) B IpaBOBOM MONOKEHUH;

2) B cocTaBe XpaHsIIIXCS TOKYMEHTOR;

3) B 3HAYCHUM XPaHANIUXCSA JOKYMEHTOB;

4) BCE yKa3aHHOE BBIIIIE BEPHO.

4. Vxkaxkute, 4To O3HaYaeT NPUHITUAT HEAPOOMMOCTH apXUBHOTO (OHIA:

1) sampermaercs CMeEIIMBATL TOKYMEHTBI OMHOIO (OHI000pa3oBaTelsl ¢ JOKYMEHTAMU
HHOTO IPOUCXOKICHHUS;

2) apxuBpl OepyT Ha XpaHEHHE WCKITIOUMTETHHO CaMbleé BaKHBIE WMCTOPUIECKHE
JOKYMCHTEI;

3) 3amperiaercs mepenaBarh J0KYMEHTEI U3 OIHOTO apX#Ba B APYTOi;

4) samperaercs SKCIOHHUPOBAHWE MOKYMEHTOB W3 (DOHIOB ITHUHOTO MPOMCXOIKICHHS
0e3 coracus hoHI000pazoBares.

5. Vkaxkure onpeaeneHue MOHATHSI «KAPXHUBOBEICHUE):

1) xoMIIekcHas JIMCUHMIUIMHA, U3yUaronias HCTOPHUIO, OPTaHU3AIIMIO, TEOPHIO M METOIUKY
paboThl apXUBOB;

2) IUCLUIUIMHA, M3yYaIOIasi HCTOPHIO CTAHOBJICHUS apXUBOER;

3) HayuHas [OWCHUIUIMHA, W3ydarolias XpaHslmuecs B apXMBHBIX YUPEIKICHUSIX
IOKYMEHTAIILHBIE MaTepHAIbI;

4) Hay4Has JMCUMIUIMHA, WU3YYaroInas OCHOBBI JICATEIBHOCTH apXMBHBIX
YUPCKIACHUM.

6. VYkaxuTe, KakMe apxuBHbBIE (OHIBI M AapXUBHBIC JOKYMEHTBI BXOIST B COCTAB
ApxusHoro domma PO:

1) apxuBHbIe GOHIBI ¥ ApXUBHEBIE JOKYMEHTEI, HAXOISIIUeCs Ha Teppuropuu PO, a Takke
3a ee mpejeaamMu;

2) apxuBHBIC (QOHIBI M APXUBHBIE JIOKYMECHTEI, HAXO/IAIIME Ha TeppuTopun Pd;

3) apxuBHbIC QOH/IBI U APXUBHBIE JOKYMEHTBI TOJIBKO TOCYIAPCTBEHHBIX apXUBOB.
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7. Ykaxurte nary @enepanbHoro 3akona «00 apxuBHOM geine B Poccuiickoit @enepanum»
Ne 125:

1) 22 oxrsiopst 2004

2) 25 oxtsa0psa 2006;

3) 14 oxrsbps 2004;
4) 14 oxrs6ps 2006.

8. YKakuTe Onpe/ic/iCHUE IIOHATUS «APXUBY:

1) Opranuzanus WM CTPYKTYPHOE TMOJAPA3JCICHUC OpraHU3alliu,

OCYIIECTBISIOIIEEe KOMIUIEKTOBAHHME, YUYCT, XpPaHCHUE U HUCIIOIB30BAHUE AapXUBHBIX
NOKYMEHTOB;

2) TOMEIEHHUE I XpaHEeHU JOKYMEHTOB;

3) HayuHas JUCHMIUIMHA, W3Y4yaroInas XpaHAIIUecsd B apXMBHBIX YUPECIKICHUIX
JIOKyMEHTAJIbHBIE MAaTepUabl;

4) neATenbHOCTh, 00€CIeunBaroNIas Opranu3anuio XpaneHus, KOMILUICKTOBaHU, Y4eTa U’
UCIIOJIb30BaHUS ADXUBHBIX JJOKYMEHTOB.

9. Vkaxure olpejie/ieHUe MOHATH KAPXUBHOE JIEJI0%:

1) Opranuzanuss WId CTPYKTYpHOE MOApa3fAeNeHUE OpPraHU3alIUU, OCYIIECTBIIONIEE
KOMITJIEKTOBaHUE, YYET, XPAHEHUE M HCIIOJIb30BAHUE APXUBHBIX JOKYMEHTOB;

2) nomereHne I XpaHeHUs JOKYMEHTOB;

3) HayuHas JQUCHHMIUIMHA, M3y4alolmas XpaHsIUecs B AaPXMUBHBIX YUPEIKICHUIX
JNOKYMEHTaJIbHBIC MATCPUAIIBL;

4) JesaTenbHOCTh, 00ECTICUUBAIONIAs OPraHU3allMI0 XPaHCHUS, KOMILUIEKTOBAHU, yUeTa
Y UCII0JIb30BAHUS APXUBHBIX JIOKYMEHTOB.

10. Onpenienute, yTO O3HAYAET MPUHIIUI HEAPOOUMOCTH apXUBHOTO (GOH/IA:

1) 3ampenraercss cMemmBaTh JOKYMEHTHI OHOTO (oHI1000pa3zoBareis ¢ JOKyMEHTaMU
MHOTO ITPOUCXOKICHMUSL;

2) apxuBel OepyT Ha XpaHEHWE WCKIIOUMTEIBHO CaMble BaXKHBIE HCTOPUUYECKUE
JIOKYMEHTHI,

3) 3ampeuraercs repejiaBarh JIOKYMEHTBI U3 OJIHOTO apXuBa B JAPYIO;

4) sampemiaercs SKCIIOHHUPOBaHHUE JIOKYMEHTOB U3 (DOHIOB JIMYHOTO IPOUCXONKIEHUS
0e3 corntacus poumoodpazoBarens.

11. Bribepute BepHOE YTBCPIKIACHHUC!

1) B cTpyKTYpe YUperkaeHUs] MOKET HE ObITh CIEIUAIBHOTO MO/Ipa3/Ie/IeH!s] — apXuBa, M
B INTarHOM paclMCaHUU MOXKET OTCYTCTBOBATH JIOJKHOCTH apXUBHOI'O paDOTHUKA, HO
apXUB BCE PAaBHO CYIIECTBYET;

2) apXMB MOXET OBITh TOJIBKO TIPU YCJIOBUM HAJIMYUS CIEIHUAIBHOIO 110/pa3ielIeHus
1 JIOJDKHOCTH apXUBHOT'O padOTHUKA B IITATHOM PACIIMCAHUU.

12. Ormersre, B kakoM romy Oputa oOpasoBana locymapcTBenHas apXuBHas Ciry:k0a
Poccum (Pocapxus):
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1) 1982 r;
2) B19961;
3) B1998r;
4) 82000 .

13. Omnpeuenure, Kak Ha3bIBa€TCs apXMBHBIA (POHJA, COCTOAIIMNA W3 JIOKYMCHTOB,
00pa30BaBIIUXCS B MTPOIIECCe KUIHU M ICATCIBHOCTH (PU3NUECKOI0 JIULA, CEMbHU, POJa.:
1) rocymapcTBeHHbIN apXUBHBIA (DOHI;

2) apxuBHas KOIIEKITHUS;

3) doHm JIMYHOTO TIPOUCXOKICHUS,

4) marepuainsl poHmo000pazoBarTens.

14. OTmerbre, B KakoM roay DenepanpHas apxupHag ciayxkOa Poccuu nepenMeHoBaHa
B DejepalibHOE apXUBHOE areHTCTBO B cocTaBe MUHHUCTEPCTBA KyIBTYypPhl U MACCOBBIX
KommyHnukanuii Poceniickoit @enepanun B:

1) 2004 r;

2) 2005 1';

3) 2006 r;

4) 2007 .

15. Omnpenenure, 4TO Ha3bIBae€TCS IPYIIION JIOKYMEHTOB, KOTOpasi YYMTHIBAETCS B
apXUBE T0]1 CAMOCTOSTENEHEIM HOMEPOM:

1) enunuIa XpaHEHUS;

2) douni;

3) omnuck;

4) KOJIEKIIUSI.

16. VYxaxure, kakoil ¢enepanbHbIi OpraH UCIOJHUTENLHOM BIIACTU OCYIIECTBISAET
GbyHkuuu 1Mo BeIpaboTKe W peaau3alddl TOCYIapCTBEHHOMN MOMUTUKA W HOPMATHBHO-
NIPaBOBOMY pPEryJIMPOBAHUIO B cepe apXHUBHOTO Jeja | JINOMPOU3BOJICTBA, a TAKKE
[I0 KOHTPOJIO, OKa3aHWIO TOCYJAPCTBEHHBIX YCIYr U YIPaBICHHUIO (pelepanbHBIM
UMYIIECTBOM B 3TOU chepe:

1) MunucrepcTBa KyJbsTypsl PD;

2) Cnyx0a mo nenam apxuBoB CBEpIIOBCKOI 00/1acTH;

3) ®enepanbHOE apXxuBHOE areHTcTBO (Pocapxus);

4) DenepanbHOE OrO/KETHOE yupexKaeHue «Bcepoccuiickuid Hay4yHo-
HCCIIEN0BATENbCKUI MHCTUTYT JOKYMEHTOBEICHUS U apxuBHOTO nenaa» (BHUMIA )

17. Ounpenenure, 9TO SBIAETCS OCHOBAHHEM JUIS YTOUYHEHHMS W IEPEyTBEPIKICHHS
CIIMCKOB UCTOYHUKOB KOMIUICKTOBAaHMS apXHUBOB:

1) cosnanue, peopranusarys, JUKBUIAINS TOCYIAPCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJIEHHS, OpraHU3alliu;

2) cMeHa  COTPYIHHKOB B  TIOCYIAQpPCTBEHHOM  OpraHe, OpraHe  MECTHOTO
CaMOYIIpaBlIeHHs, OpraHU3alluu;

3) HanuuMe JOKYMEHTOB B  TOCYIaPCTBEHHOM  OpraHe, OpraHe  MECTHOTO
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CcaMoylIipaBJIcHWA, Opranru3aliii.

18. VYkauTe, Ha OCHOBAHMM 4Yero BKIIOYAIOTCS ApXMBHBIE HOKYMEHTHI B COCTAB
Apxupnoro honna Poccutickoit @enepanuu:

1) uX aKTyaJbHOCTH M BOCTPEOOBAHHOCTH;

2) 3KCHEPTH3HI IIEHHOCTH JOKYMEHTOB;

3) TONMBKO B paMKaxX apXMBHOro (GoHma.

19. Beibepure, KakuM JIOKaJIBHBIM JIOKYMEHTOB OTPEACIIAIOTCS 1I0JTHOMOUUS U TOPAI0K
JesTeIbHOCTH SKCIIEPTHO-TIpoBepodnoi komuccuu (O1IK):

1) pewenuem DIIK;

2) nonoxenuem DIIK;

3) ycrasom DIIK;
4) npukazom JupeKropa.

20. Vkaxwure, KTO IIPOBOAUT pabOTY I10 SKCIIEPTU3E MEHHOCTH JIOKYMEHTOB:

1) yrosHOMOUYEHHBIN OpraH MCIOTHUTENLHOU BiIacTH cyObekra Poccuiickoii denepanmu
B c(hepe apXUBHOTO JIENa;

2) TOIBKO PaOOTHUKM rOCY/IapCTBEHHOIO apXUBa;

3) [IeIOnmpOU3BOAMTEIN B YUPEKACHUSX [IPU IIepeiade Iella B apXUB;

4) cnenuaaucThl OT/e]a KajpOB B CIOPHBIX Clydasx IIpU IIpMEME JOKYMEHTOB Ha
XpaHEeHUe.

21. Bwibepute, Kakoit JOKyMEHT oopMIIsieTcs IPU IPUEME JOKYMEHTOB Ha IIOCTOSHHOE
XpaHEHUE:

1) cmarouyHasi OTIUCH;

2) aKr nmpueMa-nepeadn J0KyMEHTOB Ha XpaHeHHe,

3) mpotoxon 3K (II2K);

4) HOMEHKIIaTypa Jen.

22. Onmnpenenurte, Kakoli HOPMATHBHBIN JIOKYMEHT pEryIIMpPYeT OTHOIIEHHMS B cdepe
OpraHu3alud XpaHeHus, KOMIUICKTOBAHMS, Yy4ye€Ta U WCIOIB30BaHUA JIOKYMEHTOB
ApxuBHoro ¢ouma Pocculickoii @eneparmu U ApyrUX AapXUBHBIX JOKYMEHTOB
HE3aBUCUMO OT WX (HOpPM COOCTBEHHOCTH, a TaK)Ke OTHOIICHHA B cdepe YIpaBIeHU
apxXWBHBIM JieoM B Poccuiickoit @Dejepanuu B UHTEpecax TIpakiaaH, oOIIecTBa U
rocynapcTea?

1) @3 Ne 125 «O6 apxusHom nene B Poccutickoit @egepannm;

2) @3 Ne 125 «O06 o0si3arelibHOM COITMAJIBHOM CTPaXOBaHUMU OT HECUACTHBIX CIIydacn
Ha [POM3BOJICTBE U NMPOGDECCHOHAIBHBIX 3a00JIEBAHUI»;

3) @3 Ne 129 «O OyxraaTepckoM ydere»;

4) ®3 Ne 149 «O6 wnbopmarmy, HHOOPMAITHOHHBIX TEXHOJOIHIX MW O 3allUTE
UH(pOpMAITAN».

23. Onpepennte, 4TO SABIICTCA CUCTEMATUYECKUM IIOIIOJIHEHUEM apXWBa JOKYMCHTAMHU
B COOTBETCTBUU C €I'0 IpoduiieM:
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1) KOMILIEKTOBaHHUE apXUBa;

2) yder apXUBHBIX JOKYMEHTORB;

3) obecrieueHre COXpPaHHOCTH aPXUBHBIX JOKYMEHTOB;
4) MCMOIB30BaHUE APXUBHBIX JOKYMEHTOB.

24. OmpenmenuTe, Kak Ha3bpIBAIOTCS OpraHU3aLMsd WM TPAKIAHWH, YbU JOKYMEHTBI
MOCTYIIAIOT MM MOTYT TIOCTYIIUTh HA XPAHEHUE B apXHUB:

1) JIOKYMEHTBI JIMYHOTO POUCXOIKICHUS;

2) WCTOYHHMKU KOMIUICKTOBAHMS apXuBa;

3) rocymapcTBEeHHBIE U MyHUITUTIABHBIC OPTraHU3aINHN;

4) ¢onmgooOpazoBarenu.

25. BriGepure HeBepHoe cyxkieHHEe «CIMCKH HCTOYHHKOB KOMIUIEKTOBAHHA. .. »:

1) xaxapli TOCYJapCTBEHHBIM apxuB BEUET B COOTBETCTBUM CO CBOEH 30HOIA
KOMIIIEKTOBAHMUSI CITMCKH CBOMX UCTOYHHUKOB KOMILJIEKTOBAHUSI,

2) CHUCKH JOKHBI MMOCTOSHHO YTOUHATLCS U TIEpECMaTpUBATLCS;

3) B KaKIOM TOCYJIapCTBEHHOM apXWMBE€ CIIMCKH MCTOYHMKOB KOMITJICKTOBAHMUS
YTBECP/KAAIOTCH €IMHOMKIBL.

26. Ompenenure, Kakoit MOKYMEHT OTpaHMUEHHOTO Cpoka XpaHeHHs, 0 MCTCUCHUU
KOTOPOTO OH TOMJIEKUT YHUUTOIKEHHUIO:

1) JMOKYMEHT MOCTOSIHHOTO CpOKa XpaHeHus;

2) MOKYMEHT BPEMEHHOIO CPOKa XpaHEHUS;

3) noxymeHT ApxuBHOro (¢onna Pocculickoii denepanuu;

4) 0co0o 1IEHHBINW IOKYMEHT.

27. YKaxuTe JOKYMEHT, KOTOPOMY B COOTBETCTBUM C HOPMATHBHBIMU ITPaBOBLIMU
aKTaMH YCTAHOBI/IEHO BEUHOE XpaHCHHUE:

1) MOKyMEHT MOCTOSIHHOTO CPOKA XPAHEHHUS,

2) JIOKyMEHT BPEMEHHOTO CPOKa XpaHCHHUS;

3) YHUKaJIbHbII JOKYMEHT;

4) 0co00 IEeHHBIA TOKYMEHT.

28. Bribepute BepHoe yrBepxkieHue «/lena BpemeHHbIX (10 10 JeT BKIFOUHTENHHO)
CPOKOB XpaHEeHHUS...»

1) B yCTaHOBIEHHOM MOPSAKE MEepeqaloTCsi B TOCYIAPCTBEHHBIN WM MyHMIIUNANbHBIH
apXuB;

2) LpOXOAAT TMOJHYIO TMOATOTOBKY K AapXWMBHOMY XpaHEHHIO M TepeaaloTcss Ha
XpaHEHUE B apXUB OPraHU3aIlnH;

3) B apXuB HE IEPeaaloTCs, OHU XPaHATCS B CTPYKTYPHBIX MOJpaseeHUIX OpraHnu3ain
M 110 HCTEYEHWM CPOKOB XPAaHEHUS! NOMIEKAT YHUYTOKEHUIO B YCTAHOBIEHHOM
HOPSIIKE.

29. BreiOepure, K KakoMy TEPMUHY OTHOCUTCs onpeneieHue «V3ydeHue T0KyMEHTOB
Ha OCHOBAHWMM KPUTEPUEB WX I[IEHHOCTH Ui OIpEIEeNeHUs CPOKOB XpaHeHHs
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JIOKYMEHTOB, 3TO...»:

1) yropsjioueHue JOKyMEHTOB B COOTBETCTBUMU C TPEOOBAHUAMH;
2) 3KclepTU3a [EHHOCTH JIOKYMEHTOB;

3) mojAroToBKA JOKYMEHTOB K I€pe/laue B apXUB;

4) donaupoBaHue JOKYMEHTOB.

30. Ormpexenure, Korja MPOU3BOJAUTCS IKCIICPTH3A IEHHOCTU JOKYMEHTOB:

1) B MAETONpPOM3BOJICTBE - TIPU COCTABICHUM HOMEHKJIATYp JIeJl, B Ipoliecce
(hopMUpOBaHUSI 1€ U MIPU MOATOTOBKE JEN K Iepeaade B apxH;

2) B JIEIOIPOU3BOJICTBE — IIPH IIEPBUYHOM 00padOTKe BXOANIUX JTOKyMEHTOB;

3) B I€JIOIPOU3BOACTBE — IIPU YHUUTOKEHUU [IOKYMEHTORB;

4) B apxuBe — IIPHM NPOBEIEHUAN PabOT MO 00ECIIBUTMBAHUIO;

3aganue npakrTudeckoil yactu JK3AMEHA

3apanme: [ToAroTOBUTE €10, 3aKOHUEHHOE JIETOTNPOU3BOJICTBOM, K XPaHEHUIO.
KaxnoMy BeimaeTcst Ae10 BpeMEHHOTO CpOKa XpaHeHUs], 3aKOHUEHHOE
IENONpOor3BoACTBOM. Hy KHO MOJArOTOBUTH €ro K XPAHEHUIO (U3bsITh METAINTAYECKHAE
CKPEIKH, CKOOBI, CHCTEMATU3UPOBATh, CIIIUTH Ha apXMBHO-IIEPEILUICTHON MaIlIMHKE,
oOpMUTEH 0OITOIKKY Hera).

IIpH BBIIONHEHUN YUUTHIBAIOTCS:

- cobmoieHue MpaBuil OXpaHbl TPYIa;

- IPaBUJILHOCTH BBITIOJIHEHUS 3aaHuUs;

- CKOPOCTb BBITIOJIHEHHS 3aJaHuUs;

- AKKypaTHOCTb BBITIOJTHEHUS.

ITokasarenu npakTUYECKON YacTu:

1. Vjanenue BceX METALITMUECKUX CKPEIUISIOIIMX 3JIEMEHTOB (CKPENKH, CKOOBL) — 5
0aJlJIOB;

2. Odopmirenne 00T0KKH fena (3arojIoBOK, yKazaHue KpalHuX 1aT Aesia, CpokKa
XpaneHus nena) — 15 6amios;

3. CmuBka nena (cOMBKa TOKyMEHTOB, CIIUBKA HA 5 TIPOKOJIOB, MEKTY MPOKOJIAMU
3-5 cm) — 15 Gaios.

4. AKKypaTHOCTH BBEITOITHEHHUS paboThl — 10 6aios;

5. Bpewms na Bemonnenne padotel — 120 mun. — 10 6amnos.

MaxkcumanbHOe KOJTMIeCTBO 0aIIoB — 55 alios.

[Ipu BBIMIOITHEHUH 3alaHKs YUUTHIBAOTCS:

- cOOIII0/IeHHE [TPaBUIT OXpaHbl TPY/1a;

- IIPABUJILHOCTh BBITTOJIHEHHS 3a1aHNUs;

- CKOPOCTB BBIIIOJIHCHHSI 3a/IaHuUs;

- aKKypaTHOCTh BbITTOJTHEHHS.
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6. MaTepua/ibHO-TeXHHYECKOE odecnedeHne peain3alii NporpaMMbl

JUist  OCBOEHMS IIPOTPAMMBI  TIOBBIIICHUS KBaIU(QUKALMKA «APXHBAPHYC»
HeoOX0AUMBI ClIe/IyIolIas MaTepraIbHO-TeXHrYecKas 6asa, 000pyoBaHue, IIpOrpaMMHOE
obecrieuenuie  HHOOPMAITMOHHEIC CLIPABOYHEIC CUCTEMBI:

IlepedenHn MporpaMMHOro
HaumenoBanue
Tun noMeneHus obecnedenns, HHYPOPMALHOHHO-
obopy/roBaHHsI
CIPABOYHBIX CHCTEM
Microsoft Windows Server
HabOPEI Standart 2008R2
y — JNEMOHCTPAITHOHHOIO Microsoft Windows Professional 7
'I o i~ X i b "
Hyf’;e ep - oGopynoBarus 1 yuebno- | Microsoft Windows Professional 8
HHA s i a
PORSA . HATJSIHBIX TTOCOOUH, Microsoft Office Professional Plus
JIEKHMOHHBIX 3aHATHH, -
R obecrieyuBaroIue 2013
Py __ TEMaTHUYECKHE Microsoft Office Professional Plus
HHTABHJLy &JIbHBIX , N ,
3 E HJUTIOCTpAallii, ' 2013
KOHCYJIBTaIn i : :
HepcoHaNbHbBIE KasperskyEndpointSecurity
KOMIIBIOTEPBI KoncynsranTl [mroc
CHOJ1 «JlupexTym»

JIng  BBINOJHEHWS TIPAaKTUYECKMX 3aJaHuid  TPOTPaMMBl  TPEAOCTABIACTCH
noKyMeHTarus opranuzanuu 1 foctyn Kk COJI «/lupexrymy».

7. PexoMenayemasi JuTeparypa

Anexceena E.B. u np. Apxusosejenue - M.: [IpopO6pH3nar, 2004. - 272¢.

Ab6ynamse JI. 1. JlokymeHTamuoHHOE OOCCIeYeHHE YMpaBIeHUs MepcoHanoM. — M.
IOpaiit, 2020. — 300 c.

Abynamse JI. I. JloxymenTanmonsoe obecriedeHue ympapieHus. JOKyMeHTOOO0POT U
nenonpo-u3roacTBo. — M.: FOpaiit, 2020. — 300 c.

Bacakos M. MW. JloxymeHraudoHHoe ofeciieueHne yIpaBleHus (C  OCHOBaMH
apxuBoseaenus). — M.: KnoPyc, 2020. — 216 c.

Bsuir B. C. JlokyMeHTalmoHHOe obecrieueHue ynpasieHus. IOpuanueckas TeXHUKa. -
M.: FOpaiit, 2020. — 104 c.

Bemkyposa A. b. JlokymenTanmonnoe odeciiedenne yrpasienus. ¥Y4ebHoe nocodue. -
M.: Jlupexr-Menua, 2020. — 170 c.

I'ymuna WM. A., 3aiinesa H. A. JlokyMmeHTran@onuoe o0ecredeHnue TypHUCTCKOH
nestensHocT. — M.: KunoPye, 2018. — 240 c.

Jlopommna JI. A. JlJokymenTanuonnoe obecredenue ynpasiaenna. — M.: [Opaiit, 2020. —
234 c.

Jloponuna JI. A. Oprasusaiusi 4 TEXHOJIOTHS JOKYMEHTallMOHHOTO OOecIeueHHs
yhpaBneHus: yd4eOHHMK M TpPakTHKyM Ui akajaeMmuueckoro Oakanaspwara / JL A.
Jloponwuna, B. C. Uputukosa. — M.: IOpaiit, 2018. — 233 c.

Hoponuna JI. A. Opranuzanusi ¥ TEXHOIOIUA JOKYMEHTAITHOHHOIO obecrieueHnug
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yrpasiaenus. — M.: IOpaiit, 2020. — 234 c.

Hpanosa A. FO. Pycckuil A3BIK B JCJIOBON TOKYMCHTALMK: yueOHUK U OPAKTUKYM JUIS

By30B / A. 1O. iBanosa. — M.: IOpaiit, 2018. — 157 c.

Kazakepnu T. A. JIoKyMeHTAIIMOHHOE 00ECIIEYeHNE YIPABICHUSA: YUEOHUK U MPAKTUKYM

it CTTIO / T. A. KazakeBuu, A. U. Txanud. — 2-e u3J1., ucnp. u gon. — M. : FOpaiit, 2018.
3 [7ina v

Kaszakesuu T. A. JlokyMeHTaIIMOHHOE obecneucHue yrpasienus. — M.: IOpaiit, 2020. —

178 c.

Kopuees U. K. JlokymenTaimonnoe obecrieuenue ynpasienus. — M.: [Opaiir, 2020. —

385 c.

Kyrymesa T. B. JlokymeHTalnuonHoe obecriedeHue yupapieHud. YdedHoe mnocodume. -

M.: ®e-nukc, 2020. — 238 c.

Kysuenos W. H. JlokyMeHTalMoOHHOE 00€CTICYEHNE YIIPAB/ICHUS [IEPCOHATIOM: YYCOHUK 1

npak-tukym s CI1O / U. H. Kysuenos. — M.: IOpaiit, 2019. — 521 c.

Kysuenos M. H. JlokymeHTarpontoe obecrieuenue ynpasienus. J[0KyMeHTO000pOT u

nenonpon3BoacTBO. — M.: FOpaiit, 2020. — 463 c.

Kysuenos M. H. Opranmsaigis 4 TEXHOJOTHS JOKYMEHTALMOHHOTO 00€CICUeHMI

ynpasienus. — M.: Opaiit, 2019. — 522 c.

JTaBpenthena M. I'. JlokyMeHTaIOHHOE o0eciieyeHre KaIpoBOil AeATENbHOCTH B chepe

WHIY-cTpur roctenpunmcta. — M.: Uadpa-M, 2019. — 100 c.

ITonios A. B. ApxuBoseznenue. 3apyOexHas poccuka: yueonuk juist CIIO / A. B. Tomos.

— M.: FOpaiir, 2018. — 168 c.

Crpaxos O. A., AnexceeBa T. B. JlokymeHTaionnoe o00O€CII€UEHNE YIPABICHMUSI.

Yuebuux. — M.: Pumnon, 2020. — 132 c.

ITysanosa H. H. JlokymenTaiuonHoe obecreyenue yupasienus. — M.: I0Opaiit, 2020. —

266 c.

lysamoa H. H. Opranusanys ¥ TEXHOJOTHS JIOKYMEHTALMOHHOTO 00ecreyenus

ynpasienus. — M.: IOpaitt, 2020. — 266 c.

[lernos B. II. JloxkymenTarmonuoe obecriedenne ynpasieHus (JIOY). — M.: deHukc,

2017. — 16 c.
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