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IMosicuuTeaLHASA 3aNIMCKA

Meronnyeckue yka3zaHUs IpeIHa3HAYEHbl I TPOBEACHUS MPAKTUYECKUX 3aHATHH II0
MJIK.02.01 «Cucremarusanus 1 opraHu3aiys OnepaTuBHOTO XpaHEHUsI JOKYMEHTOB U ITOATOTOBKA JIEJ
1St mepenadu B apxuB» B cooTBeTcTBUU ¢ PI'OC 1o npodeccun 46.01.03 «/lemonmpousBoauresnny.

BoinonHeHue npakTu4eckux padoT MO3BOJISAET 3aKPENNUTh U CUCTEMATU3UPOBATh TEOPETUUECKHE
3HAaHUS U NPHOOPECTH MPAKTUYECKHUE HABBIKM IO OTAEIbHBIM Te€MaM AUCLUIUIMHBI, CHOCOOCTBYET
(OpMHPOBAHNIO HABBIKOB CAMOCTOSITEIILHON pabOTHl Y CTY/IEHTOB, a Takke (POpMUPOBAHHUIO YIeOHO-
[I03HABATENBHOM M COLMAIBHO-TPYAOBOW KoMmieTeHUuH. KoindyecTBO MpakTH4ecKux paboT U HX
TEeMaTHKa COCTABJIEHA B COOTBETCTBUU C Y4eOHbIM IIaHOM. Kax10e npakTuueckoe 3aJjaHue COIEPHKHUT
TEMY U 1IeJIb padoThl, 00ECTIeYeHHE 3aHATHUS, COIepPIKaHue paboThI, TUTEpaTYpy C YKa3aHUEM CTPaHHMIL,
3aJjauu Ul 3aKpEeIUIeHUs MaTepyaia o COOTBETCTBYIOILEH TeMe.

Ilenu u 3anayu:

C uenbio OBIAaJEHUs  YKa3aHHbIM  BHJIOM  NPO(ECCHOHAIBHOM  JIEATEIBbHOCTH U
COOTBETCTBYIOLIMMH MPO(ECCHOHATFHBIMU KOMIIETCHIMAMHU oOy4aromuiicss B xone ocBoenus Ol
JIOJKEH:

[Inanupyemble pe3yabTaTbl OCBOEHMSI (3HAHMSI U YMEHMS) M IEpEYeHb OCBAMBAEMBbIX
KoMIeTeHIHH (001X ) ykaspiBatotcsa B cooTBeTcTBHHM ¢ I'OC, OIl 1 paboueii nporpammoit yueOHOU
JUCIUIUINHBL.

YMeHus:

V.1 npoBepATh NPaBUIBHOCTH OPOPMIIEHUS JOKYMEHTOB;

V.2 cuctemMaTu3upoBaTh U XpPaHUTh JOKYMEHTBI TEKYILETO apX1Ba;

V.3 bopmupoBaTh CrIpaBOYHBKIH armapar, 00eCeYHBAOIIHA OBICTPHIN TTOUCK TOKYMEHTOB;

V.4 ocymecTBIATh SKCIEPTU3Y JIOKYMEHTOB, TOTOBUTb M IepelaBaTh JOKYMEHTAJIbHbIC
MaTepuasbl Ha XpaHEHHE B apXUB.

3HaHUs:

3.1 ocHOBHBIE MONOKeHUs EquHol rocy1apcTBEHHON CUCTEMBI IeTIOTIPOU3BOJICTBA;

3.2 BUJIBI, PYHKIMU TOKYMEHTOB, IPAaBUJIa UX COCTABIICHUS U OPOPMIICHHUS;

3.3 NopsAAOK JOKYMEHTUPOBAaHUS MH(OPMALIMOHHO-CIIPABOYHBIX MaTEPHAIIOB.

Oouue Komnemenyuu:

OK 01.Bsi0upats crioco0sl perienus 3a1a4 NpopecCUOHaIbHON 1€ATeIbHOCTH IPUMEHUTENBHO
K pa3jIM4HbIM KOHTEKCTaM.

OK 02.Mcnonbp30BaTh COBPEMEHHBIE CpEACTBa IOMCKA, aHaliu3a M HHTEpIpeTauu
uHbopManuy, M HHGPOPMAIMOHHBIE TEXHOJOTUU JJs BBINOJHEHMS 3aJad NpoQecCHOHATbHON
NeSITEIbHOCTH.

OK 04. DddexTnBHO B3aMMOACHCTBOBATH U pabOTaTh B KOJUIEKTHBE M KOMaHIE.

OK 05.0OcyuiecTBiTh YCTHYIO U HMHCbMEHHYI0 KOMMYHMKAIMIO Ha TOCYJAapCTBEHHOM S3BIKE
Poccuiickoii @enepaiuu ¢ yueToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09.1Tonp30Batbcsi  MpO(ECCHOHATBPHOW  JOKYMEHTallMell Ha TOCYAapCTBEHHOM H
WHOCTPAHHOM f3BIKAX.

Ilpogpeccuonanvnvie komnemenyuu:

I[IK 2.1. OcymecTBisiTe pa3pabOTKy M BEICHHE HOMEHKIATYpbl Jeld CTPYKTYpHOTO
MO/Ipa3IeJIeHUs

I[IK 2.2. ®opmupoBaTb [Jena B COOTBETCTBUM C HOMEHKJIATYpOH 1€l W IpaBUIAMHU
dhopMupoOBaHUS JEII.

1K 2.3. OcymecTBiATh TEKyllee XpaHeHHe, YUeT U UCIOIb30BaHue /1] (JOKYMEHTOB).

[1IK 2.4. OcyuecTBiaTh 3KCIEPTU3y LEHHOCTH IOKYMEHTOB, BECTH OTOOp JOKYMEHTOB Ha
XpaHeHHE ¥ YHUUYTOXKEHUE, TOKYMEHTUPOBATh pabOTy SKCIEPTHOI KOMUCCHH.

[1K 2.5. OdopMasTh J1ena MOCTOSHHOTO U JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUs JJIs Mepe/ladut B
apXuB OpraHHU3aliHU.

I1K 2.6. CocTaBisITh OMKCH JI€] TIOCTOSIHHOTO U JOJTOBPEMEHHOTO CPOKOB XPaHCHHS.



IHPAKTHYECKAS PABOTA Nel.

Tema 1.1 Begenue. OCHOBHbIE TIOHATHS.

Henab padoThl: M3yyuTh NOHATHS APXUBHOIO JI€N1a, NMPUHIMIBI IOCTPOEHUS COBPEMEHHOIO
apXHUBOBE/ICHHUSI.

[Topsimok BhIMONHEHUS PaOOTHI:

1.3anucatp TeMy M LIeb MPAKTHYECKON PabOTHI.

2. Beimonuuts 3aganue 1.

3ananue 1:

1. CocTraBiieHHE CXEMBI YIPABJICHUS APXUBHBIM AeJOM B PD.

Metoan4yeckue peKOMeHIALHN:

CTyneHT JOJIKEeH UMETh MPEACTaBICHUE 00 ONPEICIICHUN MTOHATHS apXUBHOTO JieJia, TPeMETe
M3y4YEeHUsl, IPUHLUIIAX OCTPOCHUSI COBPEMEHHOT'O ApXUBOBEICHUS.

Boinucath 3HaUeHHe TEPMUHOB: MOHSATUE APXUBHOTO JI€]a, MIPEAMET U3YUCHUS, IPUHIUIIBI
IIOCTPOEHHUSI COBPEMEHHOI'O apXUBOBEACHUSI.

3anaHus 1 BONPOCHI 1JIsl KOHTPOJIS:

Ornpeznenenne NOHATHSI APXUBHOTO Jea.

IIpeamer u3ydeHus.

[IpuHUUITBI TOCTPOEHUSI COBPEMEHHOT'O apXHUBOBEICHUS.

I[TPAKTUYECKA PABOTA Ne2.

Tema 1.2 UcTropusi pa3BUTHSI apXMBHOII 1esiTe1bHOCTH B Poccun.

Heab padoThI: U3y4UTh NOSBICHUE APXUBOB B Pa3HbIE UCTOPUUYECKUE TTEPUOIBI.

[TopsimoK BBITOJIHEHUST PAOOTHI:

1.3anucarh TeMy U IEeNb MPAKTUYECKON PaboTHI.

2. Bemonnenue 3aganue 1.

3aganue 1:

1. [TonroroBka nmpe3eHTalMOHHOrO npoekTa: «cTopus pa3BuTHs apxuBHOro aena B Poccuny.

MeToanuyeckue peKOMEHIALUM:

CTyaeHT T0OJDKeH UMETh TIPEJICTaBIIeHHE O apXHuBax B [[peBHEPYCCKOM roCyJIapCTBe, B MEPUOJ
CKJIQJIbIBAHUSI U CYIECTBOBaHUS (eonanbHO MOHapxuu, B Poccuiickoil mmmepuu, B COBETCKUN U
ITOCTCOBETCKHAN ITEPUOBI.

Beinucars 3HaYeHUE TEPMHUHOB:

ApxuBbl B JIpeBHEpYCCKOM TOCyIapcTBe, B TMEPUOJA CKJIAABIBAHUS U CYIIECTBOBAHUS
deonanpHOM MOHapxuH, B Poccuiickoii uMnepun, B COBETCKHI U MTOCTCOBETCKUN TIEPUOIbI

3agaHusi 1 BONPOCHI 1JIs1 KOHTPOJIS:

ITosiBnenue apxuBoB B J[peBHEPYCCKOM rOCyAapCTBe.

ApXUBBI B IEPHO/T CKJIAJBIBAHUS U CYIIECTBOBAHUS (e0TaTbHON MOHAPXHUHU.

ApxuBHas 1eATeabHOCTh B Poccuiickoi nmiepuu.

ApxuBHas IeATETbHOCTh B COBETCKUM U MOCTCOBETCKUM MEPUOIBI.

[TPAKTUYECKAS PABOTA Ne3.

Tema 1.3 Cucrema 10KyMEHTAIIHOHHOTO 00ecneYeHHs OPraHU3ALMH.

Heab padoThl: U3YIUTH CHCTEMY JTOKYMEHTAIIMOHHOTO 00€CIIeUeH s OpTraHnu3aIiy.

[Topsinok BeIoNHEHHS pabOTHI:

1.3anucars TeMy U 1eNb NPaKTUYECKOU paboThl.

2. BemonHuTs 3ananue 1.

3. BelnonHeHNE Npe3eHTaMOHHBIX TPOEKTOB.

3ananue 1. CocraBienue cxeMmbl opranuzanuu JokyMmeHToB AD P no ¢opmam co6CTBEHHOCTH.

MeTtoauyeckue peKoMeHAAMHU:

CryneHT JOMKEH HMeTh MpEACTaBIEHHE O CUCTeME JOKYMEHTAIMOHHOTO obecreueHus
OpraHu3aLVH.

Beinucath 3HaYCHHE TEPMHHOB:

Cucrema JOKyMEHTAllMOHHOTO OOECHEYEHUs] OpPraHM3aLUHU, JOKYMEHT, JEeIONpPOM3BOJCTBO,
JOKYMEHTOBEJICHHE, JOKYyMEHTO000pOT



3anaHusi 1 BONPOCHI 1JIsl KOHTPOJIS:

PernamentupoBaHue 1e100pOU3BOACTBA, MPEIMET, COIEPKAHUE U 3a]]a4H Kypca.
CoBpeMeHHOE JeIOMPON3BOICTBO: 1EJH, 3a7a91 U TPUHITUTIHI.

OCHOBHBIE TOHATHUS W OMNPEACNICHUS: JOKYMEHT, IEJIONPOU3BOJCTBO, IOKYMEHTOBEICHHE,

JOKYMEHTOOOOPOT.

Buibl TOKyMEHTOB U MX KIIACCHU(PUKALIHS.

[ToHsATHE PTEKTPOHHOTO JOKYMEHTOOOOPOTA B OpraHU3aIINH.

3aKOHOAATENLHOE PETYIIMPOBAHKE JICIONPOU3BOICTBA.

HopMaTHBHO-METOJMYECKOE  PETYJIMPOBAHUE  JICJIONPOM3BOJCTBA:  HOPMATHUBBI IO

JOKYMEHTUPOBAHHIO, JEJIONPOU3BOACTBY U XPAaHEHHIO JOKYMEHTOB, KJIacCU(UKATOPbl TEXHHKO-
HKOHOMHYECKOI MH(POPMALIMU, HOPMATHUBBI 110 OPraHU3aIMK PAOOTHI KaJPOBBIX CITYXO.

[TPAKTUYECKAS PABOTA Ne4.

Tema 1.4 ApxuBHoOe npaso.

Ieanb padorbl: O3HaKOMHUTH C UCTOPUEN pa3BUTHS APXUBHOTI'O J1€J1a, ApXUBHBIM IIPABOM.
[Topsinox BeInoIHEHUS pabOTHI:

1.3anucarb TeMy U 1eNIb IPAKTUYECKON pabOTHlI.

2. Beimonuutse 3aganue 1.

3ananue 1. Anamuz @3 ot 22.10.2004 Ne 125-®@3 «O6 apxuBHOM aene B Poccuiickoii

Oenepanum».

Ipase.

MeToauueckue PE€KOMEHIAUH
CTy,Z[CHT JOJDKCH UMCTb IIPCACTABJICHUC 00 HCTOpPUHU PA3BUTHUA apXUBHOI'O ACJId, ApXHBHOM

BoinucaTth 3HaYeHHe TEPMUHOB: APXHBHOE IPaBO
3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

Vcropus pa3BUTHS apXUBHOI'O JI€a.

ApXHBHOE MPaBo.

[TPAKTUYECKAS PABOTA Ne5.
Tema 1.5 ApxuBHOe 3aKOHOATEJIBCTBO.
He.]'ll) paﬁoTblZ O3HaKOMHUTHL C APXUBHBIM 3aKOHOAATCJIBCTBOM, OTHYCCKHM KOIACKCOM

ApXUBHUCTA.

[Topsiiok BeIMOTHEHUST PAOOTHI:

1.3anucarh TeMy U 1eNb MPaKTUYECKO PabOTHI.

2. Beimonnuts 3amanue 1.

3ananue 1. AHaIM3 3TUYECKOTO KOJEKCa apXUBHUCTA.

MeToauyeckue peKOMeHIaHU

CTyneHT IOJDKEH UMETh TMpe/ICTaBIeHHe 00 apXHUBHOM 3aKOHOJIATENbCTBE, STUYECKOM KOJIEKCe

apXHUBUCTA.

Boinucath 3HaYeHNe TEPMUHOB: APXHUBHOE 3aKOHOIATENbCTBO. DTUUECKUH KOJIEKC apXHUBHUCTA
3aiaHus U BONPOCHI JI KOHTPOJISI:

ApXUBHOE 3aKOHOJATENBCTBO.

OTUYECKUI KOJEKC apXHUBHUCTA.

[TPAKTUYECKAS PABOTA Ne6.
Tema 2.1 Opranuszanmus I0KyMEHTOB H e ApxuBHOro ¢ponga PP B nenom (mepsbli

YPOBEHb OPraHM3alH JOKYMEHTOB).

Lesas padoThl: O3HAaKOMUTH C KJIacCH(PUKaIUEN apXUBHBIX TOKYMEHTOB U JIEI.

[Topsinok BhIMONHEHUS PaOOTHI:

1.3anucath TeMy U L1eIb MPaKTUYECKONH PabOTHI.

2. Bemmonauts 3aganue 1.

3ananue 1. CoctaBneHue cxembl opranu3anuu 10KkyMeHToB AD PD no popmam cobcTBeHHOCTH
MeToanuyeckue peKOMeH 1A

CryneHT J0KeH UMETh MPEICTaBIeHUE O KITAaCCU(PHUKAIIMKA apXUBHBIX JJOKYMEHTOB U €.



3agaHus U BONPOCHI 1JIsl KOHTPOJISA:

Knaccugukarus apXuBHBIX TOKyMEHTOB U Jies 'ocynapctBenHoro apxusHoro ¢onna CCCP.
Knaccudukanmst apxuBHBIX TOKYMEHTOB | Jie71 B apXxuBHOM ¢one PD.

['ocynapcrBenHas yactb ApxuBHoro ¢onna PO.

HerocynapcrBennas yactb ApxuBHoro ¢onma PD.

I[TPAKTUYECKAS PABOTA Ne 7.

Tema 2.2 Opranusanusi JOKYMeHTOB M el ApxuBHOro ¢ponaa PP B nesom (Bropoi
YPOBEHb OPraHU3alUM JOKYMEHTOB).

Hean padoTbl: O3HAKOMUTH C KiIacCU(pUKAIIUEH apXUBHBIX TOKYMEHTOB U JICI.

[Topsiox BeIONIHEHHS pabOTHI:

1.3anmucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. BomnonHuTts 3aganue 1.

3aganue 1. CocraBieHue akTa npueMa-rnepeaadn ael

MeTtoauyeckue peKOMeH AU

CTyneHT AOKEeH UMETh MPEeACTaBIeHUE O KIIacCU(UKALIMY apXUBHBIX JOKYMEHTOB U JeIl.

Boinucath 3HauyeHHMe TEPMHMHOB: ApXuBHBIA (oHA oOpraHu3anuu. JIMYHBIA apXuB.
OO0benuHeHHBIN apXUBHBINA (HOHA. APXUBHBIN (OH] TNYHOTO MPOUCXOKACHUA. APXUBHAS KOJIEKIIHUS.

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

ApxuBHbIil HOHT opranu3aiuu. JINUHbI apXuB.

OObeMHEeHHBIN apXUBHBIN QOH/.

ApxuBHBIN (HOH]T TUYHOTO TPOUCXOKICHHUSI.

ApXUBHAsI KOJUIEKLIHS.

[TPAKTUYECKAS PABOTA Ne 8.

Tema 2.3 Opranuzanusi JOKyMEHTOB U JeJl apXUBHOro ¢GoH/Aa (TpeTHil ypOBEHb).
Lesn padoThl: O3HAKOMHTH C KJIACCH(HUKAIMEH apXUBHBIX TOKYMEHTOB U JIEI.
[Topsinox BeIONIHEHHS paOOTHI:

1.3anucarh TeMy U 1eNb PAKTUYECKON pabOTHlI.

2. BermosHuTh 3aganue 1.

3amanue 1. YcraHoBnenue GOHIOBON MPUHAIICKHOCTH TOKYMEHTOB;
Meroan4yeckue peKoMeHIaAHHU

CTyneHT J0KeH UMETh TPEICTaBICHUE O KITACCU(PUKAIIMHA apXUBHBIX JJOKYMEHTOB U €.
Boinucath 3Ha4eHue TepMUHOB: DoHIMpOBaHME.

3aganus M BONPOCHI 1JIsl KOHTPOJIS:

®onauposanue. [IpenBapurenbHblii 3Tan padoThl O (HOHIUPOBAHUIO.

Omnpeznenenne TpaHnIl ApXUBHOTO POH/IA.

Onpenenenue GOHIOBOM MPUHAUIEKHOCTH JOKYMEHTOB.

I[TPAKTUYECKAA PABOTA Ne 9.

Tema 3.1 KommiekroBanue ApxuBHoro ¢gonaa Poccuiickoit ®@enepauun.

Heap padorsl: O3HaKOMUTH € NIEpeJavei €]l HA XpaHEHHUE B FOCY1apCTBEHHBIN apXUB.
[Topsinok BhIMONHEHUS PaOOTHI:

1.3anucath TeMy U Lieb MPAKTUYECKONH PabOTHI.

2. Bemonauts 3aganue 1.

3ananue 1. Opopmienue o0n0xku nena. [lepenner aena.

Meroanyeckue peKOMeHAAUUHU

CryneHT J0KeH UMETh NPEICTaBIeHUE O KIAaCCU(PHUKAIIMKY aPXUBHBIX JOKYMEHTOB U €.
Boinucath 3HaueHne TepMuHOB: OnpesiesieHne HCTOYHUKOB KOMITJIEKTOBaHUS
3agaHus M BONIPOCHI 1JIsi KOHTPOJIS:

Omnpenenenre HCTOYHUKOB KOMIUIEKTOBaHUS.

Opranuzanys KOMIUIEKTOBAHMUS.

Ilepenaua nen Ha XpaHEHHE B TOCYAAPCTBEHHBIN apXHB.



[MPAKTUYECKAA PABOTA Ne 10.

Tema 3.2 JkcnepTH3a HEHHOCTH JOKYMEHTOB.

e padoTbl: O3HAKOMUTH C SKCIEPTU30M IIEHHOCTH IOKYMEHTOB.

[TopsimoK BBITTOIHEHUST PaOOTHI:

1.3anmucarp TeMy | 1eJIb MPAKTHYECKON pabOTHI.

2. BoimonnuTtk 3a1anue 1.

3ananue 1. CocTaBiieHue akta 00 YHUUYTOXKEHUH JOKYMEHTOB, HE MOJIEKAIIUX XPAHEHHUIO.

MeToanyeckue peKOMeHIaAHU

CTyneHT A0KEeH UMETh MPECTaBlIeHUe 00 IKCIEPTH3€e LIEHHOCTH JOKYMEHTOB.

Boinucath 3HaYeHHe TEPMUHOB: DKCIEPTH3a LIEHHOCTH JOKYMEHTOB. 3aJaud SKCIIEPTHU3BI
LIEHHOCTU JOKYMEHTOB. Kputepuu skcriepTrsbl HIEHHOCTH JOKYMEHTOB

3agaHus U BONPOCHI [JIsl KOHTPOJISA:

DKcrnepTu3a HEHHOCTU JIOKYMEHTOB HA OCHOBE HAYYHbBIX KPUTEPHEB.

3aa4uu SKCIEePTU3bI LICHHOCTH TOKYMEHTOB.

Kpurepuu sxcnepTusbl HEHHOCTH TOKYMEHTOB.

Oco0eHHOCTH MTPOBECHUS SKCIEPTU3BI IICHHOCTH JOKYMEHTOB JINYHOTO MTPOUCXOKIACHHUS.

DKCrepTH3a EHHOCTH JOKYMEHTOB I10 TIEPEUHSIM

[TPAKTUYECKASA PABOTA Ne 11.

Tema 4.1 Opranusanus yuera J0KyMeHTOB ApXuBHOIro ¢ponga P®.

Heanb padorbl: O3HaKOMHUTH C BHYTPEHHUMH YYETHBIMU JTIOKYMEHTAMH.
[Topsimok BhIMONHEHUS PaOOTHI:

1.3amucath TeMy M LIeIb MPAKTHYECKOW PaOOTHI.

2. Beimonuuts 3aganue 1.

3anmanue 1. CocraBiienre U 0hOpMIICHUE aKTa O BBISIBJICHUN HEJIOCTAIOIINX BIOKEHUH.
Coznanue cTpaxoBoro GpoHa apXUBHBIX JOKYMEHTOB;

I{eHTpanu30BaHHBIN ITOCY1aPCTBEHHBIN y4€T JOKYMEHTOB.

Meroanyeckue peKoMeH AU

CTyneHT A0KEeH UMETh MPeCTaBlieHne 00 BHYTPEHHUX YUYETHBIX JOKYMEHTaX.
Beinucars 3HAaYECHHE TEPMUHOB: BHYTpEHHHUE YUETHBIE TOKYMEHTHI

3agaHus M BONPOCHI 1JIsi KOHTPOJISA:

BHyTpeHHUE y4eTHBIE JOKYMEHTBHI.

JIOKYMEHTBI LIEHTPATM30BaHHOTO TOCYAAPCTBEHHOIO YU€eTa.

[TPAKTUYECKASA PABOTA Ne 12.

Tema 4.2 O0ecnieueHne COXPAHHOCTH JOKYMEHTOB ApXuBHOro pounga PP.
Heanb padorbl: O3HAKOMUTH € 3JTaHUSIMU U IOMEIIEHUSIMH ISl apXHUBOB.
[Topsinok BeIoHEHHS pabOTHI:

1.3anucarh TeMy U 1eNb MPAKTUYECKOW paboThl.

2. BemmonHuTts 3aganue 1.

3ananue 1. CocTaBneHue y4eTHBIX IOKYMEHTOB B apXHBE.

Meroanyeckue peKoOMeH AU

CTyneHT A0KEeH UMETh MPeCTaBlIeHNe 00 3JaHUSAX U TOMEIEHUAX ISl apXUBOB.
Beinucars 3HaYEeHHE TEPMUHOB: 31aHUS U IOMEILEHUS JI1 apXUBOB. PE&)XXUM XpaHEHUsI.
3agaHus M BONPOCHI JIs1 KOHTPOJISA:

31aHus ¥ IOMELIEHUS ISl apXUBOB.

Pexxum xpanenus. Pazmenienue JOKyMEHTOB B XpaHUJIUIIE.

ITpoBepka HaIMUUA U COCTOSHUS TOKYMEHTOB.

Coznianue cTpaxoBoro GoHa apXUBHBIX TOKYMEHTOB.

ITPAKTUYECKAS PABOTA Ne 13.

Tema 5.1 CucreMa HAy4YHO-CIIPABOYHOI'0 ANNAPATA K APXHUBHBIM JIOKYMEHTAaM.
Hean padoTbl: O3HAKOMUTH C OOIITUMHU TOHATHSAMU U cucteMoit HCA.

[Topsinok BeIONIHEHHST pabOTHI:



1.3anmucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. BeimonnuTtsk 3a1anue 1.

3amanne 1. OdopmiieHre HOPMATUBHO-TTPABOBOM IOKYMEHTAIIUH apXHBa OpraHU3AIIHH.
MeToanyeckue peKOMeHIaAHU

CTyaeHT 10/DKeH UMETh IpeicTaBiieHne 00 o0mux mouaTusx u cucteme HCA.
Boinucath 3HaYeHue TepMuHOB: O0uHe nousatus u cucrema HCA.

3agaHus U BONPOCHI JIsl KOHTPOJISA:

O6mue nousitus u cucrema HCA.

Knaccudukanus apxuBHOM TOKyMEHTALIUU.

CTpyKTypa 1 npuHIUIIBI TocTpoeHus cucteMbl HCA.

[TPAKTUYECKASA PABOTA Ne 14.

Tema 5.2 AHAJINTHKO-CHHTeTHYeCKasi 00padoTka PpeTPOCHEeKTHUBHOH JOKYMEHTHOM
uHpopmManum.

Hean padorsl: O3HAKOMUTH C JOKYMEHTaMU U JIelaMH B apXMBaX YUPEXKICHUS U
rOCy/1IapCTBEHHBIX apXHUBaX.

[TopsimoK BBITTOIHEHUST PaOOTHI:

1.3anucarh TeMy U 1eNb MPaKTUYECKO pabOThI.

2. BoimonnuTts 3ananue 1.

3ananue 1. CTpyKTypa MOCTPOCHHS HAYYHO-CIIPABOYHOTO arapara.

MeToaunyeckue peKoMeHIaHU

CTyneHT MOMKeH MMETh MPEACTaBICHUE O JOKYMEHTAaX W JellaX B apXuBaxX YUPEKACHUS U
roCyAapCTBEHHBIX apXHUBaX.

Boinucarh 3HaYeHHe TEPMHUHOB: JIOKYMEHTHI U Jiela B apXWBaX YYpPEXKICHUS H
roCyJapCTBEHHBIX apXHBaX, TOKYMEHTHI U Jiea JIMYHOTO TPOUCXOXKICHHUS.

3agaHus U BONPOCHI 1JIsl KOHTPOJISA:

Ornucanue TOKYMEHTOB U JIeJl B apXHBaX YUPEKICHUS U TOCYAAPCTBEHHBIX apXUBaX.

Onucanne TOKYMEHTOB U JIeJ1 TUYHOTO MIPOUCX 0K ICHHUS.

Ornucanne TOKyMEHTOB U JIeJl JOCOBETCKOTO MEPUO/Ia.

[TPAKTUYECKASA PABOTA Ne 15.

Tema 5.3 ApxuBHBIC Ol CH

Heap padorbl: O3HaKOMUTH € KJIacCU(UKALUIMUA JOKYMEHTOB M JIed B MpezesaXx apXUBHOIO
¢doHa Ha coCTaBlIEHHE APXUBHON OIUCH.

[Topsinok BhINONIHEHUS PaOOTHI:

1.3anucath TeMy U Lieb MPAKTUYECKONH PabOTHI.

2. BeimoanuTs 3ananue 1.

3. BeInonaHeHNe NPe3eHTallMOHHBIX IPOEKTOB

3amanue 1. CocTaBieHne OMucH JOKYMEHTOB.

Meroanyeckue peKoOMeH AU

CTyneHT NOJKeH MMETh IMpe/CTaBiIeHHe O Kiaccu(UKalMM TOKYMEHTOB U JeN B Ipenaeax
apXMBHOTO (pOH/A HA COCTABJICHHUE apXUBHOM OMMCH

3agaHus U BONPOCHI JIsl KOHTPOJISA:

Bnusaue knaccudukanuy 10KyMEHTOB U €T B Mpejaesax apXUBHOTO (OHIa Ha COCTaBIICHUE
apXHUBHOW OITUCH.

CocraBieHne COOCTBEHHO apXUBHOM OIUCH JIell.

CocraBieHre CipaBOYHOIO anmnapara K OIMHCH.

I[TPAKTUYECKAS PABOTA Ne 16.

Tema 5.4 Cucrema KaTajloros B apxuse.

Hean padoTbl: O3HAKOMUTE C ONPEICICHUEM BUA KaTajaora.
[TopsimoK BBITIOIHEHUST PaOOTHI:

1.3anmucarh TeMy | 1eJIb MPAKTHYECKON pabOoTHI.

2. BbINOIHUTH 33/1aHUE.



3amanne 1. CocrtaBieHue CXeMbl KJIaCCH(PUKAIMKM KATaJIOTOB M TaOJIUIBI €IWHON CXEMBbI
KJaccu(hUKauU TOKyMEHTHON HH(OpMAIHH.

MeToanuyeckue peKOMeH AU

CTyaeHT 10KeH UMETh MPEJICTABIICHHE O ONPECTICHUH BUa KaTaiora.

Boinucath 3HaYeHHe TEPMUHOB: BHUJ] KaTajaora, MHACKCHPOBAaHUE KAaTaJ0KHBIX KapTOUEK.

3anaHus 4 BONPOCHI 1JIsl KOHTPOJIS:

Onpenenenne Buaa karainora. Pazpaborka cxemsl Kiiaccupukanuy J0KYMEHTHONH HH(popMauu
B KaTajore.

BrlisiBiieHne u 0TOOp JOKYMEHTHOW MH(pOpMAIIUU TSl KaTaIOTH3aIHH.

Onucanne TOKyMEHTHON MH(GOpPMAIIUK Ha KaTaJ0KHBIX KapTeuax.

WNHpexkcupoBaHne KaTalOXKHbBIX KapTOYEK.

CuctemaTu3anms KapToueK U BEICHUE KaTayora.

[TPAKTUYECKAS PABOTA Ne 17.

Tema 5.5 ApxuBHble nyreBoauTe . O030pbI JOKYMEHTOB.

Hean padoTbl: O3HAKOMUTH C CIPABOYHBIM allapaToM B MyTEBOAUTEIIE.

[Topsiok BeIONTHEHHS paOOTHI:

1.3anucarb TeMy U 1eNb NPaKTUYECKOi pabOThI.

2. BeimonnuTts 3ananue 1.

3amanne 1. Bpigaua npen u3 apxuBa. CocTaBleHME akTa O BbIJIAaue€ JIeJI BO BPEMEHHOE
I10JIb30BAHUE.

MeToauueckue peKOMEeHIAIUN

CTyneHT A0KEH UMETh NPEACTABIECHUE O CIPABOYHOM alapare B yTeBOAUTEIE.

Boinucath 3HaYeHHe TEPMUHOB: XapaKTepUCTUKA (POHOB B IMMyTEBOJIUTENE, XapaKTEPUCTUKA
JIOKYMEHTOB B 0030pe.

3agaHus U BONPOCHI 1JIsl KOHTPOJISA:

XapakreprucTuka (OHIOB B IIyTEBOJUTEIIE.

CnpaBouHbIil annapar B IIyTEBOJUTEE.

XapakTepucTuka JOKyMEHTOB B 0030pe.

CripaBouHBIi amnmapar K 0030py.

[TPAKTUYECKAS PABOTA Ne 18-19.

Tema 6.1 HanpasJiienue, ue/u, popmMbl MCIIOIb30BAHUS APXMBHBIX JOKYMEHTOB.
Ieap padorbl: O3HAKOMUTH € LEISIMU UCIIOJIB30BAHUS APXUBHBIX JOKYMEHTOB
[Topsinok BeINONHEHUS PaOOTHI:

1.3anucath TeMy U L1eIb MPaKTUYECKONH PabOTHI.

2. Beimonnuts 3aganus 1, 2, 3

3ananue 1. CocTtaBiieHnE UCTOPUYHOM CIIPaBKH.

3ananue 2. CocTaBlieHUs aKTa IpUeMa-nepeayd JOKyMEHTa.

Meroanyeckue peKoOMeH AU

CTyneHT A0KEeH UMETh MPECTaBIEHUE O LEsIX UCIOJIb30BaHUs APXUBHBIX JOKYMEHTOB.
BoinucaTh 3HaYeHUe TEPMHUHOB: 1I€JTU HCIIOJIB30BaHUS APXUBHBIX JOKYMEHTOB.
3agaHus M BONPOCHI JIsl KOHTPOJISA:

HanpasieHnus ucrnonb30BaHUS ApXUBHBIX JTOKYMEHTOB.

[{enu ncmosb30BaHUS apXUBHBIX JOKYMEHTOB.

@DOopMBI UCTIOTB30BaHUS APXUBHBIX JOKYMEHTOB.

I[TPAKTUYECKAS PABOTA Ne 20.

Tema 6.2 JlocTyn k JoKyMeHTaM ApXuBHOTO GoHaa PD.

eap padorbl: O3HaKOMHUTH C PETUCTPALIMEN HOCTYIA K JOKYMEHTaM

[Topsinok BhIMONHEHUS PaOOTHI:

1.3anucath TeMy M LIeb MPAKTUYECKONH PabOTHI.

2. Beimonauts 3aganue 1.

3ananue 1. HaBenenue, opopmieHre 1 Bbiada CpaBokK IO 3ampocaM IpakJiaH.



MeToanuyeckue peKOMeH AU

CTyaeHT 10KeH UMETh MPEJICTABIICHUE O PETUCTPaIlMU JOCTyNa K JOKYMEHTaM.

Bbinucarth 3HaYeHHe TEPMHHOB: JIOKYMEHTBHI, [MOJJEXKALIUE 3aCEKPEUHBAHUIO U
pacceKpeunBaHuIo.

3agaHus U BONPOCHI JIsl KOHTPOJISA:

Perucrpanus nocryna K TOKyMEHTaM.

ApxusHoro ¢onga PO.

JIOKyMEHTBI, MOJIeKAIME 3aCEKPEUUBAHUIO U PACCEKPECUHBAHUIO.

OCHOBBI ApXHUBHOM IBPUCTUKHU

Pexomenayemas quteparypa:
1. OcHOBHBIE TEYATHBIE U3TAHUA

1. ApacnanoBa, B.A. JlokymeHTanmonHoe oOecrieueHHne yIpaBleHHUs: Y4eOHO-IIPAKTUIECKOEe
nmocobue B cxemax, Tabimimax, oopasnax : [12+] / B.A. ApacnaHoBa. — 2-¢ u31., J0M. U Tepepad. —
Mockga ; bepnun : lupexr-Menua, 2020. — 265 c. : ui., Tabn. — Pexxum nocryna: no noanucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578394 (nara oOpamenus: 28.09.2020). — bubnuorp. B
KH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 3JIeKTPOHHBIH.

2. ApacnanoBa, B.A. Ciy>xeOHble JOKYMEHTBI: (POPMYIISPBI i TPUMEPBI 0PopMIIeHUS. ATEOOM:
yaeOHo-TpakTudeckoe mocobue : [12+] / B.A. Apacnanosa, E.C. BypmuctpoBa. — Mocksa ; bepnus :
HMupexr-Meauna, 2020. — 108 «c¢. — Pexum gpocryma: mno mnoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578396 (nara obpamenus: 28.09.2020). — bubmuorp.: c.
100-105. — ISBN 978-5-4499-1453-8. — DOI 10.23681/578396. — TekcT : 3JIeKTPOHHBIH.

3. Tempuapos, A.J[. ApxuBoBenenue : yaeobHoe nocodue : [16+]/ A Jl. Tenpuapos. — 2-¢ u3m. —
Mockga : [lamkos u K°, 2018. — 184 c. : un. — (YuebHble u3ganus st 6akanaBpoB). — Pexxum noctyma:
o moarucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440 . — buGmmorp. B KH. —
ISBN 978-5-394-03033-8. — TekcT : 3JI€KTPOHHBII.

2. OCHOBHBIE 3JIeKTPOHHbIC U3IaHUSA

1. Ka6amos, C.}O. Jlenonpou3BoJCTBO W apXMBHOE €0 B TEPMHMHAX M ONPEAEICHUAX :
yauebnoe nocodue / C.1O. Kabamos, U.I'. Achanausposa. — 3-e uzn., crep. — Mocksa : ®@nunTa, 2018.
— 295 c¢. — Pexxum nocryna: no nognucke. — URL: http://biblioclub.ru/index.php?page=book&id=69168
.—ISBN 978-5-9765-0784-5. — TekcT : 3IeKTPOHHBIH.

2. Kabamos, C.}O. [lenonpon3BOACTBO U apXHBHOE JI€JI0 B TEPMHMHAX M ONPEAEICHUSAX :
yaebnoe nocodue / C.10. Kabamog, U.I'. Achanausiposa. — 3-e uzn., crep. — Mocksa : @nunTta, 2018.
— 295 c¢. — Pexxum nocryna: no nognucke. — URL: http://biblioclub.ru/index.php?page=book&id=69168
(mara o6pamenus: 28.09.2020). — ISBN 978-5-9765-0784-5. — TekcT : 2JI€KTPOHHBIH.

3. YnopaBneHnue AOKyMEHTAIMEeH U apXuBaMu 3a pyOexom : yueOHoe mocobue : [16+] / cocr.
C.B. Maxkapuyk, C.II. 3Barun ; KemepoBckuii rocynapcTBeHHbI yHuBepcuteT. — Kemeposo :
KemepoBckuil rocyaapcTBeHHbl yHuBepcureT, 2019. —274 c. — Pexum goctyna: no nognucke. — URL:
http://biblioclub.ru/index.php?page=book&id=574229 (nara obpamenus: 28.09.2020). — bubnuorp. B
kH. — [SBN 978-5-8353-2361-6. — TekcT : 31€KTPOHHBIM.

4. XauatpsH, I'. A. Opranu3zanusi 1 TEXHOJIOTHsI pabOThI ¢ KOHGUACHIMATBLHBIMU JOKYMEHTAMU
: yuebnuk nns CIIO / T'. A. XauarpsH, U. B. Ky3nenosa. — Capartos : IIpocdobpazoBanue, 2020. —
283 c. — ISBN 978-5-4488-0742-8. — TekcT : 351eKTpOHHBIN // DNEKTPOHHO-OMOIMOTEYHAs CUCTEMA
IPR BOOKS : [caiir]. — URL: http://www.iprbookshop.ru/97087.html .— Pexum mocrtyma: s
aBTOPH3UP. N0JIB30BATENEH

5. XavarpsH, I'. A. Opranuszaius ¥ CONPOBOXAECHUE 3JIEKTPOHHOTO JIOKYMEHTOOOOpoTa :
yueonuk ayisg CI1O / T'. A. XauatpsiH, 1. B. Ky3nenosa. — Caparos : [IpodoOpazoBanune, 2020. — 156
c. — ISBN 978-5-4488-0877-7. — TeKcCT : 37NEKTPOHHBIH // DNEKTpOHHO-O0MbIMoTeuHas cuctema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/97086.html . — Pexxum mocTyma: ajist aBTOpU3HP.
M0JIb30BaTENEN



http://www.iprbookshop.ru/97087.html
http://www.iprbookshop.ru/97086.html

3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. CmupnoBa, E. II. JlenompousBoiacTBO misi cekperaps. Pa3paboTka, yd4eT W XpaHCHHE
CITy)eO0HOM JoKyMeHTaruu : npaktudeckoe nmocodue / E. I1. CmupHoBa. — 2-¢ u3a. — CapatoB : At
[Tu Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TeKcT : 37€KTpOHHBIN // DIEKTPOHHO-
oubnuoreunas cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/79622.html

2. YrpaiieHue JOKYMEHTAIMEeH 1 apXHUBaMHU 3a pyOexxoM : yaeOHoe mocobue : [16+] / cocr.
C.B. Makapuyk, C.II. 3Barun ; KemepoBCkHil TocynapCcTBEHHbIM yHHBepcuTeT. — KemepoBo :
KemepoBckuii rocynapcTBeHHbIN yHuBepcutet, 2019. — 274 ¢. — Pexxum noctyna: no noanucke. — URL:
http://biblioclub.ru/index.php?page=book&id=574229 . — bubmuorp. B ku. — ISBN 978-5-8353-2361-
6. — TeKCT : AJEKTPOHHBIN.

3. TOCT P 7.0.97 — 2016. HanuonaneHslii crannapt Poccuiickoin ®enepaunn. Cucrema
CTaHIapTOB MO uH(popManuu, OUOIMOTEYHOMY U HU3AATENbCKOMY Jeny. OpraHuzalluoHHO —
pacriopsiauTenabHas JOKyMeHTalus. TpeboBanus Kk oopmiieHuIo: npukas OenepasbHOr0 areHTCTBA 10
TEXHUYECKOMY PeryJIupOBaHuUI0 1 MeTposioruu oT 8 aekadps 2016 r. Ne 2004-ct. — TekcT: 21eKTpOHHBIN
/| TapanT: cmpaBouHO-mpaBoBast cucrema: caiit. — URL: https://base.garant.ru/71634352/ (nara
obpamenus 10.08.2023).

4. TOCT P 7.0.8-2013. Haumonanbubiii crangapt Poccuiickoii @enepanuu. Cucrema
CTaHJIapTOB MO HH(POpMAIHK, OUOIMOTEYHOMY U U3IaTEIbCKOMY Aely. J(eTonpon3BoACTBO U apXUBHOE
neno. Tepmunbl u onpeaeneHus: npuka3 degepanbHOTO areHTCTBA 10 TEXHUYECKOMY PEryJINPOBAHUIO
u Merposiorud ot 17 oktadps 2013 r. N 1185-ct. — Tekcr: anmekTpoHHbId // ["apaHT: crpaBOYHO-
npaBoBas cuctema: caiit. — URL: https://base.garant.ru/70650732/(nara obpamenus: 10.08.2023).

5.TOCT P UCO 15489-1-2019. HaumonansHbiii ctangapTt Poccuiickoit @enepanuu. Cucrema
CTaHIapTOB MO HH(pOpMAIH, ONOITMOTEYHOMY U U3JIaTeNIbCKOMY Aeny. MHbopMaIus u JoKyMeHTaIusl.
VYnpasnenue qokymentamu. Yacts 1— Tekct: anexkTponHslii // ["apanT: cipaBoYHO-IIpaBOBasi CUCTEMA:
cait. — URL: https://base.garant.ru/72269570/ (nara oopamenus: 10.08.2023).
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