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1. OBILIASI XAPAKTEPUCTHKA PABOYEN ITPOT'PAMMbI YYEFHOM JUCHUILIAHBI

1.1. Mecto npeamera B CTPYKType OCHOBHOI 00pa3oBaTeIbHOI MPOrpaMMbl
VYuebnas aucuuiuimHa «OpraHuzanus paOoThl apxuBa B CyA€» OTHOCHTCA K
po¢eCCHOHATLHOMY MOJYJIIO «APXHUBHOE €TI0 B CYJIE).
VY4ebHas QUCUUIUIMHA HapsAy C Y4eOHBIMH TUCIMILTMHAMU MPO(ECCHOHATBHOTO MOIYJIS
oOecrieunBaeT (opMHpPOBaHHUE MPOPECCHOHATBHBIX KOMITETECHIIHHA.
1.2. Ieas 1 nIaHUpyeMble Pe3yJbTAThI 0CBOCHHUS Y4eOHOMH TUCHUIINHBI
[enssMu npenoaBaHus AUCUUIUINHBI SBISIFOTCS:
- chopMuUpOBaTh MOHUMaHKE, CIOCOOHOCTH U HaBBIKU OoOecTiedeHrs paboThl apXHUBa Cya.
3agayaMu NpenoAaBaHus AUCUUIUINHBI SBISIFOTCS:
- OpraHu3anus padoThl C TOKYMEHTAMU;
- KOMIUIEKTOBaHHE CyZ€OHBIX J1€J1 U HApsI0B JUIsl TOCTOSIHHOTO XPaHEHMS,;
- OpraHM3alys XpaHEHUs! apXUBHBIX JTOKYMEHTOB;
- IPOBECTHU CUCTEMATH3ALIMIO 10 OTEIBHBIM TEMaM Kypca AJis1 0osiee yriyOIeHHOro UX U3yUeHHUSL.

B pe3ynbrate u3yuenus npodecCHoHaIbHOTO0 MOAYIISI 00YYaroIIUiCs JOJKEH:
HMeTh NPAKTUYECKUI ONbIT:
- 110 OpraHu3aluy paboThl C TOKYMEHTAMH;
- 110 KOMIIJICKTOBAaHHUIO CYI[GGHBIX ACII U HAPAAOB AJId ITOCTOSAHHOI'O XPAHCHUS,
- 110 OpTaHU3alMH XPaHEHUS apXUBHBIX JOKYMEHTOB;
yMeTh:
- IOATOTABIIMBATH CyneOHbIE Aea (Hapsabl) U MaTepHalibl JUIsl CIa4U B apXUB;
- OCYILICCTBJIATH IMOJIHOC O(bOpMJIeHI/Ie pa(SA) | (HO,Z[LHI/IBKy WM TCPCIUICT ACJIa, U3BATUC U3 ACJIa
METAIIMYECKUX CKPEMOK U CKOOOK, HyMEpaLHIO JMCTOB U 3all0JIHEHUE JINCTa-3aBEPUTETIS);
- COCTABJIAATh BHYTPCHHIOIO OITMCh NOKYMCHTOB;,
- BHOCUTbH HEOOXOMMbIE€ YTOUHEHHUS B PEKBU3UTHI OOJIOKKH JeTa;
- 0OpMIIATH pe3yJIbTAThl CJAuM /1€ HAa apXUBHOE XPAaHCHUE;
- COOMI0OIaTh OXPAHHBIN PEKUM TTOMEIICHUH XPaHUJTUIII;
- BBIIIOJIHATDH MOPAAO0OK UCITIOJIB30BAHUSA JOKYMCHTOB apXHBa Cya,
- OpraHu30BaTh NOPSAIOK 0TOOPA JOKYMEHTOB U 0(OPMIICHUS UX HA YHUUTOKECHHE;
3HATH:
- MOPSIIOK OTOOpa Ha XpaHEHUE B apXUB CYJIOB JOKYMEHTOB, UX KOMIUIEKTOBaHUS, ydyeTa W
HUCIIOJIB30BaHUA,
- IepeveHb JOKYMEHTOB CYJIOB C yKa3aHHUEM CPOKOB XpaHEHHUS;
- HOPMaTUBHBIE YCIOBHS XpaHEHUS aPXUBHBIX TOKYMEHTOB;
- TIOJIO’KEHHS O TIOCTOSIHHO JICHCTBYIOIIEH SKCIIEPTHON KOMHUCCHUU Cya.

2. CTPYKTYPA ¥ COJAEP)KAHUE YUEBHOM JUCIIUILIVHBI
2.1. O0beM yueOHOro npeaMera ¥ BUABI y4eOHOI padoThI

Bup yueOHoii paboThl O0bem yacoB
O0bem 00pa3oBaTeJIbHOM NMPOrPaMMbI 90
- CamocrosiTenbHast paboTta 26
- Koncynpranun 6
- Obs13aTenpHas yueOHast Harpy3Ka, B TOM YHCIIE: 60
Jlexyuonnvie 3anamus 28
llpakxmuueckue 3ansamust 32

[TpomesxyTouHas arTecTanus NpoBoIUTCs B hopme B (hopMe KOMIUIEKCHOTO

muddepennmpoBaHHoro 3a4era (5 cemecTp)




2.2. [IpuMepHbIi TeMATHUYECKHUI IJIAH U CO/IEePKAHUE Y4eOHOH TUCHMILTHHbI

HanmeHoBaHMe pa3je/ioB U TeM

Conepxanue y4eOHOro MaTepuasa

JIaHy

B Tom
qucJae

Harpy3Ka:

3aHATUA

KOHCYJbTAllUHN

Koan! o0mmx
KOMIIEeTeHI M

Tema 1. OO01ume MOJIOKEHUS
opraHm3aInuu paboThl apXHUBa CyJI0B

KommuiekroBanue apxuBa cyzaa. VMcTouyHUKH
KOMIUIEKTOBaHUs apxuBa cyaa. KommiekroBaHue
CyZeOHBIX /1€ M HapsI0B AJISl TOCTOSIHHOTO XPaHEHUs B
apxuBe CyJa.

Opranuzanus paboTsl MO0 OTOOPY M Tepenaye
JOKYMEHTOB Cy/Ja Ha XpaHEHHWE B TOCYIapCTBEHHBIN
(MyHULIMDIAIBHBIN) apXUB.

[TpousBoncTBO 9KCHEPTHU3BI LIEHHOCTH
JOKYMEHTOB, 00pa3yloluxcsi B JEATEIBHOCTH CYyAA.
Opranu3anys padoThl IKCIIEPTHON KOMHUCCHU CYIa.

— | Bcero yacoB mo yueoHomy

\S}

| O0s3aTEIbHA yUeOHas

& | Jlekuuu, ypoku
»~ | IIpakTHyeckune

»~ | CamocrosiTe1bHAs padoTa,

[IK 1.4

Tema 2. XpaHeHue M UCIHOJIb30BaHUE
JOKYMEHTOB apXHBa CyJa

HopmaTtuBHbBIE yCIOBUS XpaHEHHs JOKYMEHTOB
apxuBa cyJa

Pexxum xpaneHus noxkyMeHTOB lcnoisb3oBaHue
JOKYMEHTOB apXuBa Cyla U PEryJIMpPOBaHHUE JOCTYIa K
HHUM.

10

[IK 1.4

Tema 3. MadopmaTuzanms apXMuBHOTO JIeJia B
cynax

[Iporpammuoe uznenue [ «ApxuBHoe aenox»
I'AC «IIpaBocynue». IlnanupoBanue pabOTHl apXuBa
cyna. OpraHusanus IpoBepoK B apXuBe CyAa.

10

[IK 1.4




Tema 4.IloaroroBka CcyaeOHBIX 1€l K Knaccudukanus u cucremMaTu3arys 10KyMEHTOB, 10 8 4 4 2
apXUBHOMY XpaHEHUIO 00pa3yromuxcs B A€ATeIbHOCTH CYJIOB.
IMopsimok  odopmiieHust  CyneOHBIX  JAeT K 1.4
(MaTepuanioB, TPOU3BOACTB, HAPSIOB, XYPHAJIOB) JIs ’
MOJITOTOBKH U TIEpeIayl UX B apXHB CY/I.
Tema 5. OmnpeneneHue CpPOKOB XpaHEHUS OOmue TONOXKEHUST O CpoKax Jis Ccaadu 12 8 4 4 4
CyneOHBIX Jien (HapsI0B) cyneOHbIX nen B apxuB. CHenHaibHBIE TOJOXEHHUS O
CpOKax JJIsl cIauu CyZeOHBIX JIeN B apXHMB.
[Topsimox omnpeneneHus: CpOKOB XpaHEHUs el I[IK 1.4
(mapsinoB). [lepenada mnen (HapsiioB) BpEMEHHOTO CpOKa
XpaHeHus U IpYTuX JOKYMEHTOB B apXUB Cy/1a, OPSIA0K
UX XpaHEHHS U MCIIOJIb30BaHMUS.
Tema 6. Opranuzamust paboThI IO 0TOOPY U CocTtaB JOKYMEHTOB CYJOB, IE€peIaBacMbIX Ha 12 8 4 4 4
neperadye JOKyMEHTOB CyJa Ha XpaHEHHE B | XpaHEHUE B TOCYJapCTBEHHBIM  (MyHHUIUIAIbHbIN) [IK 1.4
roCy/IapCTBEHHbIN (MYHUIIMTIATIbHBIN) apXUB | apXUB.
Tema 7.0t60p u mnepefasa pem Ha OTt60p nmen (HapsIoB) cyAa K YHUUTOKCHHIO. 12 8 4 4 4 IIK 1.4
MIOCTOSIHHOE XpPaHEHHUE B apXUB CyJa
Tema 8. YueTHble TOKYMEHTBI apXUBa CyJa VY4er u obecrieueHue COXpaHHOCTH JJOKYMEHTOB 12 8 4 4 4
cyna. OpraHum3zanuss ydera JOKYMEHTOB  CyJa.
CocraBieHne YYeTHBIX JOKyMEHTOB B apXHBE Cy/JIa.
Kaura Beipmaum  gen  (HapsmoB) . XKypHan IIK 1.4
pEerucTpanyy BbIIaHHBIX KOIHH, BBIITHUCOK, JOKYMEHTOB.
[IpoBenenue MpoBEPKU HATHYHS J1e1 (HAps0B) B
apxuse cyna. [lacropr apxuBa cyna.
920 60 | 28 | 32 30

BCEI'O I10 KYPCY:



https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2F918563525970eb1ba51db9f1b42547daaf2ed29b%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2F918563525970eb1ba51db9f1b42547daaf2ed29b%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2Ff4788484db446d28b09d52c834daeaef1c8cfbbb%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2Ff4788484db446d28b09d52c834daeaef1c8cfbbb%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2Ff4788484db446d28b09d52c834daeaef1c8cfbbb%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2F5ab1d020d68072612b2bbf144d508e143dea4010%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2F82fb5a8955d04f8721a167c87feee8a253838fa6%2F
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.consultant.ru%2Fdocument%2Fcons_doc_LAW_59263%2F82fb5a8955d04f8721a167c87feee8a253838fa6%2F

3. YCJIOBUS PEAJIM3ALIMA TPOT'PAMMBI YYEBHOM JUCITATLIAHBI

3.1. Ocnamenue y4eOHOro kabuHeTa

JlocTukeHre OCHOBHOMW Iielu u3ydeHus kypca: «Opranmszaiusi paboTsl apXuBa B Cye»
TpedyeT obecneueHnsi HHPOPMAITMOHHO-TEXHHYECKUMHU PECYPCaMHU.

Jlnist ipoBeIeHNsT IEKIIMOHHBIX 3aHATHIA UCTIONB3YIOTCS TIPOSKTOP, HOYTOYK.

B kadecTtBe cpencTB MarepuaIbHO-TEXHUYECKOTO oOOecreueHus JaHHOW ydeOHOM
AUCHUIINIMHBI ONPCAYyCMAaTpUBACTCA HCITIOJIb30BAHUC KOMIIBIOTCPHOI'O KJiaCcCa, € HCIOJIb30BAHHUCM
KOMIThIOTEPHOM mporpaMmMbl Power Point.

Kpome toro, mans 3¢ (hekTHBHOrO U KaueCTBEHHOTO MPOBEICHUS 3aHITUN HCIOIB3YETCS
MYJIbTUMENITHOE 000pyI0BaHUE.

3.2. UapopmanmoHHOe o0ecnieyeHne peain3auiu MporpaMmbl
Hopmamuensie npagoevie akmol:

1. Kouncturyuust Poccuiickoit @enepaunu opt 12.12.1993 rona (pexn. ot 21.07.2014);

2. ®enepalibHbIl KOHCTUTYLMOHHBIN 3akoH oT 31.12.1996 roma Nel - ®K3 «O
cynebHoi cucteme Poccutickoit denepamumy;

3. ®DenepallbHbII KOHCTUTYIHOHHBIA 3aK0H OT 28.04.1995 roma Ne 1 - ®K3 «0O6
apoutpaxubix cyaax B Poccuiickoit deneparuny;

4, ®denepanpubiii 3akoH oT 22.10.2004 roma No 125- @3 «O06 apxuBHOM Jeie B

Poccuiickoit denepanun»;
5. ®enepanbubiii 3ak0H oT 27.06.2006 Toma Nel49-®d3 «O6 wuHbOp™Manmw,
WH(GOPMAIIMOHHBIX TEXHOJIOTHAX U O 3aIIUTe HHPOPMAIIID;
Ochnosnasn tumepamypa:

6. Packun, JI. I. Metoauka M MpakTHKa apXUBOBEICHMS : YUCOHUK JUIS CPEIHETrO
npodeccuonanbHoro obpazosanus / [l. . Packun, A.P. CoxomoB. — Mocksa : U3marenbcTBo
FOpaiir, 2020. — 339 c.

7. IHemenkoBa, C. . ApxuBoBeaenue. Mcropusa apxuBoB Poccuu ¢ npeBHeHIInx
BpeMeH J0 Haudaga XX Beka: ydeOHOe MocoOue i CpeaHero npoQecCHOHATBHOTO
obpazosanus / C. U. IlemenkoBa. — Mocksa : U3gatensctBo FOpaiit, 2020. — 153 c.

8. [ITaxomanoBa, O. ). Opranuzamusi rocyJapCTBEHHBIX YyupexaeHui Poccuu :
yaeOHOoe mocobue aisi cpeanero npodeccuonansuoro oopazosanus / O. FO. [llaxoganoBa. — 2-¢
u3a., mepepab. m mom. — Mocksa : M3marenbctBo IOpaiit, 2020 ; Tromens : M3marenbcTBo
TrOMEHCKOro Tocy1apcTBEHHOI0 YHUBepcuTeTa. — 161 c.

/Jlonoanumensnan numepamypa:

9. AbGpamoBa H. A. HOpuaumueckoe neIONpOU3BOJICTBO. YueOHOE mocoOue s
OakanaBpoB. M.: [Ipocnekr, 2019. — 224 c.

10.  Acames A. M., Muponosa U. U. u ap. OCHOBBI J€IONPONU3BOACTBA. Y4eOHOE
nocobue. M.: Uudpa-M, 2017. — 148 c.

11. Bexosa T. A., Banosa JI. M., Cankuna JI. B. JlenonponsBoacto. YuebHuk. M.:
JIPODA, 2017. - 368 c.

12. Bexosa T. A., Kysuenosa T. B., Cankuna JI. B. JJokyMeHTalMOHHOE 00€CIIeYeHUE
ympasienus. Jlemonpoussoactso. M.: Uudpa-M, 2018. — 304 c.

13. Kopueesa A. II., Amemuna A. M., 3arpeGenbubii A.Il. Jlenonpou3BoaCTBO.
O6pa3iibl, TokyMeHTbl. Opranuzarus u TexHojorus padotel. M.: I[Ipocnekt, 2019. — 480 c.

14. Kysuenos, W.H. Jlenonpoussoactso: Yue6GHO-cripaBouHoe nocobue / W.H.
Kysnenos. M.: Jlamxkos u K, 2016. — 520 c.

15. Jlopuesa M. B., lI'ankuna E. H., I'yposa E. B. Jlenonpou3sBoacTBO B KaapoBOii
ciyx6e. M.: [Ipocnekt, 2019. — 80 c.

HNuTepHET-pecypcenl:



1.
2.

3
4,
5,

http://www.chr.ru/law/ CalT, ¢ KOTOPOTO BO3MOXEH JOCTyIl K TEKCTam
MPAKTUIECKH BCEX POCCHICKUX 3aKOHOB.
http://www.rg.ru/oficial/ OdurmanbHbIi CAUT pOCCHUICKOMN Ta3eThI.

http://www.benran.ru/Lib_kat.htm/ bubnanoreunsie Katanoru.
http://www.rsl.ru/ Poccuiickas ['ocynapcTBeHHast OMOIMOTEKA.

SBC biblio-online.ru.

HNHpopManOHHO-CIIPABOYHbIE CHCTEMBI:
DnekTpoHHO-6nGIHOTe Has cuctema FOPAMT.
CIIC «KoncynpbranT - [11tocy.
CIIC «I"apanT».
IIporpamMHoe oGecnieyeHue:

Omneparmonnsie cuctembl cemeiictea Windows (Microsoft Word, Excel, Power Point u

np.).
4. KOHTPOJIb 1 OHEHKA PE3YJbBTATOB OCBOEHHUSA YYEBHOU
JANCHUIIINHBI
Pesynbrarsl Kpurepun onenkun @OpMBI U METOJIBI
oOyJeHus KOHTPOJIS
(ocBOEHHBIE
yMEHHUS,
YCBOEHHBIE
3HAHMS)
VMeHnue: Pewenne
6 ( ) IIPAKTUYECKUX 3a]au.
- IOJrOTaBIIUBATh Cy/ICOHBIC JIea (HapsIbl) U MaTepUabl st
8 yA A pAl P A TectupoBanue
C/Iayul B apXUB;
- OCYIIECTBIIATH MOJIHOE OopmIieHHUE J1e (TOAIIUBKY WIH
NIEPEILIET J1eNa, U3bATHE U3 JeJ1a METAIUIMUYECKUX CKPETIOK 1
CKOOOK, HyMEpaIIHMIO JINCTOB U 3aM0JIHEHUE JIUCTA-3aBEPUTEIIS);
- COCTaBIIATh BHYTPEHHIOIO OMHUCH JOKYMEHTOB;
[IK 1.4 - BHOCUTh HEOOXOIUMbIC YTOUHEHHUS B PEKBH3UTHI 0OJI0KKU
nena;
- 0OpMIIATH pe3ybTaThl CIa4H JIe]T Ha apXUBHOE XPAHEHUE;
- cOOMIOIaTh OXPAHHBIM PEKUM TTOMEIICHUN XPaHUITHIII,
- BBINIOJIHATH MOPSAOK MCIIOJIb30BaHUSI TOKYMEHTOB apX1Ba
cyna;
- OpraHu30BaTh NOPSAAOK 0TOOPA JOKYMEHTOB U 0(OPMIICHHS UX
Ha YHUYTOXKEHUE.
3HaHue: VYcrHbll 1
6 MUCHMEHHBINA OIPOC,
- IOPsIIOK 0TOOpa HAa XpaHEHHUE B apXUB CY/I0B JOKYMEHTOB, X
AL p P P YHOB HOKY ’ TECTUPOBaHUE
KOMIUIEKTOBAHMSI, yUeTa U UCII0JIb30BAHMUS;
I[IK 1.4 - IEpe4YeHb JOKYMEHTOB CYJ0B C YKa3aHUEM CPOKOB XPaHEHUS;

- HOPMATUBHBIC YCIIOBUS XPAHCHUSA apXHUBHBIX JOKYMCHTOB,

- TIOJIOYKEHHMS O MIOCTOSIHHO JIEMCTBYIONIECH IKCIEPTHOM
KOMHCCHH CyJa.
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