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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN INPOIr'PAMMBI YYEFHOM JUCHUILIAHBI

1.1. Mecto npeamera B CTPYKType OCHOBHOI 00pa3oBaTeIbHOI MPOrpaMMbl

VYdeOHass OUCHUIUIMHA «APXHBHOE JEJI0 B CY/A€» OTHOCUTCS K TMpo(ecCHOHATBHOMY
KTy — OpraHu3alnoHHO-TEXHUYECKOe obecrieueHne paboThl CyI0B.

VYdeOHass AWCHUIUIMHA «ApPXHBHOE J€JI0 B Cyle» HapsAay C NPOYHMH Y4eOHBIMHU
JTUCIUTIIMHAMHA TTPO(ECCHOHAIBHOTO ITUKIIa obecreunBaeT (popmMupoBaHue MpodhecCuoHaTbHbBIX

KOMIIETECHIINH.

1.2. Hesb n niianHupyemble pe3yabTarbl ocBoenuss M/IK

B pamkax nporpammsl « ApXHBHOE €10 B Cye» 00y4alolMMUCS OCBAUBAIOTCS

CIEAYIOLIME YMEHUS U 3HAHUSA:

Kon Ymenus 3HaHuA
1K, OK

- BeJleHue npuéma rpaxkJiaH, - cojiepKaHHE MTPABOBBIX AKTOB,
KOPPECIOH/ICHIIUH U JIeN B PEeryIHpYIOHINX BOIPOCHI
COOTBETCTBUH C HOPMaTHUBHBIMU CyJI0yCTpOHCTBa 1
aKTaMu; CYJIOTIPOM3BOICTBA;
- OCYILECTBIIEHUE PabOTHI 110 - IPaBOBBIE AKTHI MO CyIeOHOMY
npuémy oOparieHu, JIEJIONPOU3BOACTBY;
MOCTYTAIOLINX B CYJ B - HOpPMaTHBHO-METOIUYECKUE
AJIEKTPOHHOM BU/IE; JIOKYMEHTBHI 110 00eCrieueHUI0 paboTh
- OCYIIECTBIICHUE PETUCTPALIUH, cyna;
y4€T NBMKEHHS, OhopMIICHIE - KJaccuuKaIus CiyKeOHbIX
CyeOHBIX JIe; JIOKYMEHTOB ¥ TpeOOBaHUS, K HUM
- OCYIIECTBIICHUE U3BEILICHUS MpEIbSBIsIEMbIE B COOTBETCTBUU C

OK 01, OK 02, YYaCTHHKOB CyJI€OHOTO I'OCT u npaBoOBBIMH aKTaMU;

OK 05, OK 06, pa3duparenbcTBa; - “H(OPMAITIOHHO-

OK 07, OK 09 - OCYIIECTBIICHUE OPOPMIICHUS, KOMMYHUKAIIMOHHBIE CUCTEMBI B

TIK 3.1, IIK 3.2, HAINPABJIEHUS U BbIIAYH KON CylIeOHOU JesITeNbHOCTH;

K 3.3, IIK 3.4 CyZeOHBIX aKTOB M JOKYMEHTOB M3 | - OCHOBBI OXPaHbI TPyAa U TEXHUKH

CyneOHBIX JIe;

- OCYIIECTBJICHUE OOpaIIeHHI
CyIeOHBIX aKTOB K MCIIOJIHEHUIO;

- OCYIIECTBIJICHUE TTOATOTOBKH
TEKCTOB CYJICOHBIX aKTOB K
pa3MeNICHHIO Ha CaliTe cyJa B CeTH
WHTEPHET;

- OCYIIECTBJICHUE PAabOTHI C
Cy1eOHBIMU JCIIaMU U
JTOKYMEHTaMHU, MepejaBacMbIMH Ha
apXUBHOE XpaHEHUE U
HaXOJSIIMMHCS B apXUBE Cy1a;

- COCTaBJICHUE CITYKEOHBIX

0€e30MacHOCTH;

- cucTeMa IOKyMeHT0000poTa B CY/IE;
-TIOHATHE U BUBI TOKYMEHTOB,
TpeOOBaHUs, K HUIM NPEAbIBIISIEMBIE;
- 00111Ie BOMPOCHI OpraHU3aLUU
paboThI Cy/ia: OCHOBHBIC HAMIPABJICHHUS
JESTEIIbHOCTH CTPYKTYPHBIX
MoApa3IeJICHHU cya,
o0ecrevnBaroIux
CYJIOIPOU3BOCTBO;

- IpaBuUJIa NMOBEACHUS paOOTHUKOB
anmnapara cyna;

- TIOJDKHOCTHBIE PETJIaMEHTBI




JTOKYMEHTOB Cy/ia.
- OCYILECTBIIEHUE PabOTHI 11O
00paIeHuIo K UCTIOTHEHUTIO
CyJIcOHBIX aKTOB.

pabOTHHKOB ammapara cyja; npaBmuia
BHYTPEHHET0 pacropsiika cya u T.I1.;
- IOPAZIOK yuéTa MOCTYNUBIINX B CYJ
oOpamieHuit, JTOKyMEHTOB U JIe] U
perucrpanuu cyaeOHbIX /e,
MPUHSTHIX K IPOU3BO/ICTBY;

- OpraHu3zalus U BeeHHe Cy/1eOHOro
JIEJIONPOU3BO/ICTBA HA CTAAUU
MOJTOTOBKH JIeNia K Cy/1Ie0HOMY
pa3dupaTenbCTBY: HalpaBlieHHE
U3BEIICHUN U BHI30BOB, 0(hOpMIICHUE
CyIIeOHBIX T,

- OpraHu3anys U NOpsAI0K BeleHUs
Cyl1eOHOr0 3acejaHus 1 BeJIeHHE
MIPOTOKOJIA CYyJeOHOr0 3aceaHusl;

- IOpsAI0K 0OPMIICHHUS CYIACOHBIX
JIeJT B IEPHUOJ] U TTOCIIE UX
paccMOTpeHHUsI: BblIavya u
HaIpaBJIeHUE KOMUH Cy1Ie0HBIX aKTOB
U JIOKyMEHTOB; TIOPSII0K
O3HAKOMJICHHUS C MaTepUaAJIaMH JIeJIa;
HaIpaBJieHUE CyJeOHBIX JIe B
BBIILIECTOSIIIINE MHCTAHIIUU C
aneJIIIUOHHBIMU, KACCALIMOHHBIMU U
HAJA30pHBIMH Kaln00aMH, YaCTHBIMU
JKamodamu;

- IOPSAZIOK OOpAaIEeHHsI K HCIIOTHEHUIO
IIPUTOBOPOB, PELICHUH, ONPEACICHUN
Y MTIOCTAHOBJICHUH CYJa;

- IOPSIIOK MOJATOTOBKHU U Tepeaayun
CyJIeOHBIX JIe U JJOKYMEHTOB K
nepegave B apXuB Cy1a;

- IOPSIIOK 00ecreYeHust JocTyna K
UH(POPMALIUH O AEATEIBHOCTH CYAOB!
MOJTOTOBKA CYJICOHBIX aKTOB K
pa3MeIleHnIo Ha OpUIMAIBHOM caiiTe
cyaa B HH(GOpPMAIMOHHO-
TEJIEeKOMMYHUKALIUOHHON CETH
UHTEPHET;

- IOPSIIOK OCYIIECTBIICHUSI KOHTPOJIS
CyJ1IeOHOTO JeTIONPON3BOACTBA U
KOHTPOJIb UCTIOJIHEHUS: LENH U
3aJa4u, CyOBEKThl KOHTPOJIS U UX
MOJTHOMOYHSI.




2. CTPYKTYPA U COAEP)KAHHUE M/IK 03.04 <xAPXUBHOE JIEJIO B CYJE»

2.1. O0beM yueOHOro npeaMera ¥ BUABI y4eOHOI padoThI

Buj yueOHoi1 padoThl O0bem yacoB
O0bem o0pa3oBaTeJbHOI NPOrPaMMBbI 60
caMmocCTosITeNIbHas paboTa 4
B T.4. aynutopHas yueOHas Harpyska, B TOM YHUCIIE: 56
Jlexyuonmnvle 3anamus 28
Ilpaxmuueckue 3ansamus 28

[IpomesxyTouHas aTTecTanus NpoBoauTcs B popme audhepeHIMpoBaHHOTO 3ayeTa Ha 0aze 9
Kyacca — 6 ceMectp, Ha 6a3ze 11 kiacca - 4 cemectp




2.2. Tematuueckuii mian u cogepxxkanue MJIK 03.04 «ApxuBHoe /1eJ10 B cyae»

Oo0bem, akan. u
HaunmeHnoBanme / B TOM 4umcCIIe
Conep:xxanue yueOHOro marepuaJa,
pa3aesioB U TeM B popme
JadopaTopHblie padoThI U MPAKTHYECKHUE 3AHATHS, CAMOCTOSITeJIbHASL Y4eOHas padora .
MEeKIUCIUTITHHAPHBIX NPaKTHYEeCKOM
o0yJarouuxcs
kypcoB (M/IK) MOATrOTOBKH,
aKaj. 4.
1 2 3
Tema 1. Conep:xanue 8/4
OcHOBBI apDXUBHOTO 1. UcTopust pa3BUTHS apXUBHOTO JIeTa.
Aeaa B Poccuiickoi 2. [IpeameT, 0OBEKT U OCHOBHBIC MTOHSATHS APXUBHOTO JIeTa. 4
Denepanuu
3. IIpaBoBOE peryinpoBaHUE apXUBHOTO JIeJia B CYyJI€.
4. OcHOBHBIE TpeOOBaHUs, IPEIBIBISIEMbIC K PAOOTHUKY apXuBa Cy/a.
B ToM umnciie B popMe npakTHUYECKOH MOATOTOBKH 4
1. CocTaBneHue JOKHOCTHOTO peryiaMeHTa pabOTHUKA apXHBa Cy/a. 4
Tema 2. Conep:xanue 14/8
Opranuzanus 1. OO6mwmit MOpsAIOK KOMILIEKTOBAHUS apXHBa.
ApXHUBHOTO 2. VYd4€r enMHULl apXMBHOTO XPAHECHUS.
AeJI0ONPOU3BOACTBA 3K o 5
. Knnaccuduxkanus u cucreMaruzanus JOKyMEHTOB, 00pa3yIoLUXCs B AESITEIbHOCTH CYI0B.
H MOAr0TOBKA 1 T 0Ky » O0pasyIoIll a YA 6
IOKYMEHTOB 4. Tlopsaok ohopMIIeHHS TOKyMEHTOB IS [Iepelayrl B apXUB Cy/1a.
K ApXHBHOMY 5. OmpegeneHue CpoKOB XpaHEHHUsI e (HapsIOB).
XpaHEHHUIO B Cy/ie 6. OumdpoBKa apXMBHBIX MAaTEPUAIOB. DIEKTPOHHBIC 0a3bl TaHHBIX.
B ToM unciie B popMe npakTHUYECKOH MOATOTOBKH 8
1. Pemenue npakTUYeCKUi 3alaHUM IO OMPEACIICHUIO CPOKOB XPAHEHUS IOKYMEHTOB. 8
Tema 3. Coaep:xanue 8/4
JKcneprTusa 1. DxcmepTu3a IEHHOCTH JOKYMEHTOB. 4




LEHHOCTH 2. Opranu3zanust paboThl 0 YHUYTOKEHHIO TOKYMEHTOB.
AOKYMEHTOB 3. Ilepenaua JOKyMEHTOB Ha XpaHEHUE B FOCYJapCTBEHHBIN apXUB.
B ToM umnciie B popMe nNpakTHUECKOH MOATOTOBKH 4
1. CocraBneHue IOKYMEHTOB: MPOTOKOJA 3aceldaHusl SKCIEPTHOW KOMHUCCHM Cyla, aKTa o 4
BBIJICJICHUH IOKYMEHTOB K YHUUYTOKEHHUIO.
Tema 4. Conep:kanue 8/4
O0ecneyenne 1. TpeGoBaHusi, NpebsBIIEMbIC K 3aHHUSIM U TIOMEIIEHUSIM apXUBOB.
COXPAHHOCTH 2. VYcinoBus XpaHEHMs ApXUBHBIX JOKYMEHTOB. 4
AOKYMCHTOB 3. TlpoBepka HAIMYHUS U COCTOSIHHUSI JOKYMEHTOB (2JICKTPOHHBIX JIOKYMEHTOB) B apXHBE.
apxuBHOro GoHIa 4. Co3znanue cTpaxoBoro (poHa apXMBHbBIX JOKYMEHTOB.
cynos B ToM unciie B popMe NPAKTHUECKOIi TOATOTOBKH 4
1. CocraBnenue nepednsi TpeboBaHU K IIOMEIIEHUIO apXUBa Cy/Ia. 4
Tema 5. Conep:xkanue 10/4
Hcnoas3oBanue 1. ®opmbl UCNIOJIB30BAHUS APXUBHBIX JJOKYMEHTOB.
APXUBHBIX 2. Tlopsmok UCTIOJTHEHHUSI 3alIPOCOB MOJIb30BATEIIEH. 6
JOKYMEHTOB 3. IlpaBuia BblJaYu JOKYMEHTOB, HAXOASIIIUXCS Ha apXUBHOM XpaHEHUHU.
B ToM unciie B popMe nNpakTHUYECKOH MOATOTOBKH 4
1. CocraBnenue 3amnpoca o BblJjaue JJOKYMEHTOB U3 JieJla, HaXOSIIerocss Ha apXUBHOM XpPaHEHUHU. 4
Tema 6. Coaepxanue 8/4
ApXuBHBbIE 1. OnucaHue TOKYMEHTOB U JIeJl B ApXUBE CyJia.
onucu 2. Bousiaue kinaccuukanuyu JOKYMEHTOB | JIeN B Mpeeax apXUBHOTO (OHJIa Ha COCTABIICHUE 4
ApXHUBHOU OIUCH.
3. CocraBiieHHE CIPAaBOYHOI'O MaTepuaia K ONUCH.
B ToM unciie B hopMe NpakTHUYECKOH MOATOTOBKH 4
1. CocraBneHue OMUCH HAPSAIOB, TMOMJISKANIUX IMOCTOSHHOMY XpaHEHHUI0, OQOpMIICHUE 4
BHYTPEHHEHN ONMCH TOKYMEHTOB.
B ToM unciie B hopMe caMOCTOSATEILHON PadoOThI 4
1. DnekTpoHHBIE 0a3bl TAHHBIX. 4
BCEI'O: 56/28
CamocTosiTesibHasi padoTa 4




1. YCJIOBUA PEAJIN3AIIUU TPOT'PAMMBI M/IK 03.04.
«APXUBHOE JEJIO B CYIE»

3.1. Ocnamenue y4eOHOro kabuHeTa

Kabuner «IIpodeccnoHanbHBIX  AMCHUIUIMH», OCHAUIEHHBIM B COOTBETCTBUHU
c 1. 6.1.2.1 npumepHoit 00pazoBaTEIHLHON MPOTrPAMMBI IO CHIEIUATBHOCTH.
3.2. UndopmanmonHoe obecriedeHre peaau3anun NporpaMmmbl

Jns peanuzanuu nporpammbl oubnuoreunsiii poug AHO 10O «Komtemx mpaBocyausi»
UMEETIEKTPOHHBIE 00pa3oBaTeNibHble W WH(GOPMALMOHHBIE PECYpChl JJIsi UCIOJIb30BAaHUS B
00pa30BaTEeIbLHOM IIpoIiecCe.

Ocnosnas numepamypa:

1. Mamspikus, A. C. ApxuBHoe €10 B cyae: yueoHoe nocooue / A. C. MaMbIKuH. — 2-€
u3A., pomn. u ucnp. — Mocksa: PI'VII, 2020. — 219 ¢. — ISBN 978-5-93916-833-5. — Tekcr:
anexTpoHHbIN. — URL: https://znanium.com/catalog/product/1190638

2. JlarbimeBa, H. A. CyneOHoe nelonpou3BOACTBO: KypC JEKIUH M MPAKTHUKYM IS
cpennero mpodeccuonansHoro obpasosanus / H. A. JlatemmeBa. — Mocksa: PI'YII, 2021. —
268 c¢. — ISBN  978-5-93916-891-5. —  Tekcr:  anextponnsi. —  URL:
https://znanium.com/catalog/product/1869183

/Jlonoanumensnan numepamypa:

1. TyryeBa, T. A. KouduneHumuagbHOE ACIONMPOU3BOACTBO: ydeOHOE mocodue /
T. A. I'yryeBa. — 2-e usn., nepepad. u nom. — Mocksa : UHOPA-M, 2021. — 199 c. — (Cpennee
npodeccuonaibHoe oopazoBanue). — ISBN 978-5-16-016585-1. — Tekcr: anexkrponnsbiii. — URL:
https://znanium.com/catalog/product/1191331 (mata oOpamenus: 09.05.2022). — Pexum
JIOCTYTIA: TIO TIOJITHCKE.

2. Henucenko, O. U. Jlenonpou3BOACTBO U PEKUM CEKPETHOCTU: yueOHOe mocobue /
O. U. Jenucenko, C. B. O3zepckuii. — Camapa: Camapckuii ropuanueckuii nactutytr @CHUH
Poccun, 2021. — 92 c¢. — ISBN 978-5-91612-348-7. — Tekct: snektponnbii. — URL:
https://znanium.com/catalog/product/1870998 (nara obpamenus: 09.05.2022).

3.  KonduaeHmuanpHOoe  IEJIOMPOU3BOJACTBO W 3AIUIIEHHBIA  DJIEKTPOHHBIN
nokymentoobopor: yueonuk / H. H. Kymses, A. C. [émymkun, T. B. Konngpamosna,
A. T'. ®abpuunos ; mox oobmr. pen. H. H. Kynsea. — 2-e u3z., nepepab. u non. — Mocksa: Jloroc,
2020. — 500 c. (HoBas ynmBepcuterckas O6ubmmoreka). — ISBN 978-5-98704-711-8. — Tekcr:
AJIEKTPOHHBIN.

4. Kysnenos, U. H. [lenonpousBoacTBo: yueOHo-crpaBouHoe nmocobue / . H. Ky3nernos.
— 11-e u3n. — Mocksa: WUznarenbcko-Toprosas koprnopauus «Jlamkos u K°», 2022. — 405 c. —
ISBN 978-5-394-04867-8. - Tekcr: AJIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1865740

5. llysanosa, H. H. OcHOBBI 1e710MPOM3BOICTBA : YYCOHUK W MPAKTUKYM JIJISI CPETHETO
npodeccuonanbHoro obpaszosanms / H. H. lllyBanora, A. FO. BaHoBa; moa o0miei pemaxiyei
H. H. llyBanoBoii. — 3-¢ u3xa., mepepad. u gom. — MockBa: MzmarensctBo FOpaiit, 2022. —
384 c.— (IIpodeccuonanbHoe  obOpazoBanue). — ISBN 978-5-534-15488-7. —  Tekcr:



anexkTpoHHbIH // ObpaszoBarenbHas miatdopma FOpait [caiiT]. —
Hnghopmayuonno-cnpagounvie cucmemol:

DnexTpoHHO-6nGIHOTe Has cuctema FOPAWAT.
CIIC «Koncynbrant-Ilmocy.

CIIC «I"apanT».

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMHA M/IK 03.04

«APXNBHOE JEJIO B CYJE»

Koa IIK u OK,
DopMbI U
¢GopmupyeMbIX B paMKax Kpurepum ouenku
MeTOoAbl OLleHKH
MOYJIAA
K 3.1. Pewmenue IIPaKTUYECKUX CUTYaLUi
0 OpUEMY, PETUCTPAllMM U  YUYETY
JBUKEHUSI KOPPECTTOHACHIINY U JIETT.
Pemenue MPAKTUYECKUX 3a1aqy
nmo  ohopMIIEHHIO  CYOeOHBIX  Jem
U MaTepuaoB. Ouenka
Pemenue PAKTUYECKHUX cutyaruii | BPITOTHCHHA
oOpareHus CyneOHBIX aKTOB | TPAKTHYCCKHUX
K HCIIOJIHCHUIO. pabor.
IIK 3.2. JleMoHCTpanusi paboThl ¢ HOPMATHBHO- | TecTHpPOBAHHE.
NPABOBBIMH  aKTaMM, — ONPENCIAIOMMMH | Opepxa  3anaHmil
MOPSTIOK XpaHeHUs JOKYMEHTOB .
MIPOMEXKYTOUHOM
U CyJIeOHBIX JIeN B apXUBE Cy/Ia.
Pemenue MPAKTUYECKHUX CUTyalHi aTTeCTAltuH.
o MOJITOTOBKE CyIeOHBIX e | Ouenka
M JOKYMEHTOB JJIs1 Iepeladynd B apXuB | PC3YyJbTaTOB
cyja. MIPOXOXKICHUS
I1IK 3.3. Pemenue MPAKTUYECKUX 337134 | yyeGHOM u
[0 COCTAaBJICHHUIO CITY)KEOHBIX JOKYMEHTOB NPOM3BOCTBEHHOI
cyJa.
| TIPaKTHK.
IIK 3.4. Pemenue MPAKTUYECKHUX CUTyalHit
no mnpuéMmy OOpalieHHid, MOCTYMAIIINX
B CY/I.
[IK 3.5. JleMoHcTpanus HaBbIKOB paboThI
o 0OpalIeHNI0 K MCTIOJHEHUIO CyIeOHBIX
aKTOB.
OK 01. - 00OCHOBAaHHOCTL IIOCTAHOBKH IIEJIH,
BEIOOpa UM TPUMEHEHHS  METO/OB
1 croco0oB perieHus: MpodecCHOHATBHBIX
3aj1a4.
OK 02. - HCTIONB30BaTh OMHINATBHBIE HCTOYHUKH
OITyOJIMKOBAHUSI HOPMAaTHUBHO-IIPABOBBIX
U HOPMATHBHBIX aKTOB, CIIPABOYHO-
IIPABOBBIE CUCTEMBI.
OK 03 - TUIaHUPOBATH u peann30BbIBATh
cOOCTBEHHOE npodeccuoHaIbHOE




n JJMYHOCTHOC pa3sBUTHUC,
NpCaApUHUMATCIILCKYTO ACATCIIbHOCTD
B npodeccuoHaIbHON cepe,
HUCIIOJIB30BaTh 3HAHHUA 11O HpaBOBOI\/'I
u (buHaHCOBOM IPaMOTHOCTH
B Pa3JIUYHBIX )KU3HEHHBIX CUTYAIUSIX.

OK 04

a3 exTruBHO B3aMMO/ICHCTBOBATh
¥ paboTaTh B KOJUICKTHBE U KOMaH]IE.

OK 05.

rPpaMOTHOCTh YCTHOW H TNHCHBMEHHOM
peuu;

SICHOCTH ()OPMYJIUPOBAHUS M U3JTI0KEHUS
MBICJICH;

MPOSIBJICHUE  BBIICPKKUB  MPOLECCE
oO01IeHus.

OK 06

MPOSIBIISITh IPaKJaHCKO-
NaTPUOTUUYECKYIO MO3ULINIO,
J€EMOHCTPUPOBATH OCO3HAHHOE
MOBE/ICHHE Ha OCHOBE TPaJAULIMOHHBIX
o0m1eyeoBeYecKuX IEHHOCTEH, B TOM
yuclie C  y4eTOM  TapMOHHM3alUuu
MEXHAIIMOHAIBHBIX U MEKPETUTHO3HBIX
OTHONIICHWH, MPUMEHITh CTaHIAPThI
AHTUKOPPYIILIMOHHOTO MOBEACHUSI.

OK 07

COZICUCTBOBATH COXPAHEHUIO
OKpYyXKarolein cpensl,
pecypcocOepexeHHIo, MIPUMEHSTh
3HaHUST 00 W3MEHEHMM  KJIMMara,
MPUHLIMIIBI OEPEXKITMBOTO POU3BO/ICTBA,
a3 pexTruBHO JIEHCTBOBATH
B UPE3BBIYANHBIX CUTYyAIUX.

OK 09.

IMMPaBUJIbBHOCTDH HUCITIOJIB30BaHUA
poeCCUOHATLHON TEPMHHOJIOTHH;

- 4&TKOCTh (POPMYIIHPOBOK.
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