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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI
YUYEBHOM JUCIUIIINHBI OI1.08 SKCIIEPTU3A IIEHHOCTHU U
HNCITOJIb3OBAHUME APXUBHbBIX TOKYMEHTOB

1.1. MecTo aMCUMIUIMHBI B CTPYKType 00pa3oBaTe/JIbHOM INPOrpaMMbl
MNOATOTOBKM CHENUAJTUCTOB CpelHero 3BeHa: yuyeOHas TUCIUILUIMHA BXOAWUT B
o0menpodeccHOHaTbHBIN THKI.

YdeOHasi AMCUUIUIMHA UMEET MPAKTUYECKYI0 HANpPaBICHHOCTb U UMEET
MEXIpEAMETHBIE CBs3M C obmenpodeccuonanbHor aucrurumnoit  OI1.07
JIOKyMEHTAIlMOHHOE O0ECIEYeHHE YNPAaBICHUS U MPOPECCUOHAIBHBIM MOIYJIEM
[IM.02 IToaroroBka, opopMiIeHHE B YUET TEXHUUECKOU IOKYMEHTAIIUU

1.2. eap ¥ MIAHHPYeMble Pe3yJbTATbhl OCBOCHUSA YUYeOHOU
AUCHUIIMHBI

B pe3ynbpTaTe 0OCBOSHHS IUCHUIUIMHBI O0YYaIOUIUIICS JOJIKEH 3HATD!

- 3aKOHOAATENBCTBO B 00JACTH BEIEHUS JOKYMEHTOOOOPOTa M apXUBHOI'O
nena;

- NIPUHLHIIBI OPraHU3ally JEIOIPOU3BOACTBA B YUPEXKICHNH;

- NpaBOBblE M HOPMATHMBHBIE OCHOBBI BEACHHUS JOKYMEHTOOOOpOTa,
COCTaBJICHHS U O()OPMIIEHHSI OCHOBHBIX BHJIOB YIIPABJICHYECKON JOKYMEHTAIUY;

- yHU(ULIHUPOBAaHHBIE POPMBI U METOJIbI O(DOPMIIEHHS TOKYMEHTALIUU.

- TpaBUJIa TEKYLIETO XpaHEHUs JOKYMEHTOB;

- TMOATOTOBKY JOKYMEHTALMH JIJISl JJINTEIbHOTO XPaHEHUS;

- OCHOBHbIE TpeOOBaHUS OOECIEUEHUIO COXPAHHOCTU JOKYMEHTOB B
apXuBe, MOPSIIOK BBIIAYM JIET;

- pPEXUM M CIIOCOOBI XpaHEHHs APXMBHBIX JOKYMEHTOB, MOPSIOK BbIIAYM
ned.
B pesynbTaTe 0CBOCHHUS TUCIUIIITUHBI 00YUYaIOMIUNACS 0JIKEH YMETh:

- pa3pabaTbIBaTh JIOKAJIbHbIE HOPMAaTUBHBIE aKThl U HOPMAaTUBHO-METO1YE-
CKME  JOKYMEHThl  (MOJOXEHHs, HMHCTPYKUMH W  Jp.) 1O  BEIACHUIO
JEJIONPOU3BOCTBA;

- TpaMOTHO COCTaBUTh WM OQOPMUTH TOT WIM HHOM CIIy>KEOHBIN
JIOKYMEHT;

- COCTaBIIATh, YYUTHIBaTh, XPaHUTh, OPTaHU30BbIBATH 3AIUTY U MEpeaavy
CIy)k€OHOW W  KOH(UIEHUMUATBHOM JIOKYMEHTAUUU B  COOTBETCTBUU C
TpeOOBAHUSIMU JOKYMEHTOOOOPOTA;

- paboTaTh C YHHUBEpPCAJbHBIMU MaKEeTaMH MPUKIATHBIX MpOrpamm s
pELICHUs YNPAaBJIEHYECKUX 3a]a4, MCIOJIb30BaTh JUIsl OPraHWU3AlMM, XPaHECHHS,
noucka u 00paboTKu HHPOPMAIIMK CUCTEMBI YIIPaBIICHUS 0a3aMu JIaHHBIX;

- NPOBOAMUTH KCHEPTU3Y LIEHHOCTH JOKYMEHTOB,

- (QopmupoBaTh U XpaHUTH J€J1a, YYUTHIBATh U OCYIIECTBIISATH NIEpeady A0-
KYMEHTOB B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSMHU.

O0mme komnereHunu, GOpMUPYEMBIE B pE3yJIbTaTE€ OCBOCHUS JUCIUILIUHBL:

OK O0I. BeiOupare cmnocoObl pemieHus 3agad  IpodeccuoHaIbHOM
NEeATEIbHOCTH MPUMEHUTENBHO K PA3JIMYHBIM KOHTEKCTAM.
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OK 02. MHcnonws3oBaTh COBPEMEHHBIE CpEACTBA IIOMCKA, aHAIM3a H
MHTEpHpeTanuu nHGopmManuu 1 UHPOPMALIMOHHBIE TEXHOJIOTUH JIJIsl BBITIOJHEHUS
3a/1a4 npodecCuoHaIbHOU IeITeTbHOCTH.

OK 04. DddextuBHO B3auMOAEHCTBOBaTHL U PabOTaTh B KOJJIEKTHBE U
KOMaHJI€.

OK 05. OcyuectBisiTh yCTHYIO W THMCBMEHHYIO KOMMYHHUKAIMIO Ha
rocyJlapcTBeHHOM si3bike Poccuiickoit depepanuu ¢ ydyeTroM OCOOCHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK 07. CopgeiicTBOBaTh  COXPAaHEHHIO  OKpYXAalolled  Cpelbl,
pecypcocOepexeHnIo, TPUMEHATh 3HAHUS 00 M3MEHEHHH KIMMaTa, MPUHIUIIBI
OCpe)ITMBOTO MPOM3BOACTBA, A((HEKTUBHO JEHCTBOBATH B  YPE3BBIYANMHBIX
CUTYyalusX.

OK 09. [TIlomb3oBatbcsi mpodeccHOHATBLHOM  TOKyMEHTalued  Ha
rocyJapCTBEHHOM Y MHOCTPAHHOM SI3bIKaX.

IIpodeccuonanbHble KOMNIETEHIUH, (OPMUPYEMBIE B PE3yJIbTaT€ OCBOCHUS
JUACLUILIAHBL:

I[IK 2.1. IloaroraBnuBaTh TEXHUYECKUE JOKYMEHTHI (3aKIIIOUEHUS) O
COOTBETCTBMM KayeCTBa IOCTYIAKOLIMX B OPraHU3alMI0 ChIPbs, MaTEpPUAIIOB,
nosypaOpuKkaToB, KOMIUIEKTYIOIIUX M3JCIUA TEXHUYECKHM pETJIaMEHTaM,
CTaHJApPTaM U TEXHUYECKUM YCIIOBUSIM.

[1K 2.2. [loaroraBianMBaTh TEXHUYECKUE TOKYMEHTBHI U COOTBETCTBYIOIIME O0Opa3LIbl
OPOAYKUMUA I TOPEIOCTaBICHUS B HCHObITATEIbHBIE J1A0OpATOpUM IS
IIPOBEICHUSI MPOLIEAYPHI CEPTUDUKAIUY.

[IK 2.3. Odopmiarh MOKYMEHTAllUI0 Ha TMOATBEPKICHUE COOTBETCTBUS
npoayKuuu (padoT, yCIyr) B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSIMHU.
[1IK 2.4. Pa3pabatbiBaTh CTaHAAPTHI OPraHU3AlUU, TEXHUYECKUE YCIOBUS IS UX
ydyeTa IIpU IIPOU3BOJCTBE, XPAHCHUH, TPAHCIIOPTUPOBKE WU IMPU YTWIH3ALUU
IIPONYKIIUH.



2. CTPYKTYPA M TNPUMEPHOE COJEPXKXAHUE YYEBHOM

JUCHUIIIAHBI

2.1. O0bem y4eOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Bua yueOHoii padoThl

O0BéM yacoB

O06beM 00pa3oBaTeIbHON MPOrpaMMbl 64
CamocrosiTeibHas padora 2

Y4yeOHasi HATPY3Ka BO B3aMMO/IeliCTBHH ¢ NMPeNnoiaBarTeieM 62
B TOM YHCIIE:

TEOPETHUECKOE 00yUeHUe 29
nabopaTopHble paboThI (€CIIU MPETYCMOTPEHO) -

NPAaKTUYECKHE 3aHATHS (€CIU MPETyCMOTPEHO) 30
KypcoBas paboTa (MpoeKT) (eciii MPeayCMOTPEHO) -

KOHTpOJIbHAst paboTa -

Kouncynpranumn 2

[IpomexyTounas arrecranus — qudepeHIMpPOBaHHBIN 3a4eT 1




NHCTPYKIUA
110 COCTABJICHHIO pado4eil MporpaMMsbl y4eOHOM IUCHUILIHHBI/TIPO(ecCHOHAIBLHOT0 MOLYJIs

Pabouas nmporpamma 1o y4eOHOM AuciuIuinHe/ipodeccuonanbHomMy mMoaynio (aanee — PIT V]I/TIM) — yueOHO-METOUYECKUN JTOKYMEHT,
COCTaBJICHHBIN B COOTBETCTBUH C YU€OHBIM IIJIAHOM, B KOTOPOM OTpa)k€Ha MOCJIeI0BAaTeIbHOCTh U3YUECHHS U pacipeienenie o0beMa BpeMEeHH 10
pazgenam u TemaM. KommuectBo wacoB mo PII YJI/IIM BkiIO4aeT MaKCHMAaIbHYIO Y4Y€OHYIO HArpy3Ky, COCTOSIIYIO M3 00s3aTebHOU
ayJUTOPHOM Harpy3KU U BHEAYIUTOPHON CaMOCTOSATENbHON PabOThl 00YYarOIIEerocs.

@®opma PIT YI/IIM sBasercss equnoit st npenogasareneid [AIIOY CO «TUIIK». PII Y/IIM Boctpebyercs mnpemnopaBaresieM Mpu
IPOEKTUPOBAHUU UM OOpa30BaTEIbHON JESATEIBHOCTH U SIBJISIETCS COCTaBHBIM KOMIIOHEHTOM OCHOBHOM IMpodeccroHalIbHOI 00pa3oBaTenbHOM
IPOrPaMMBIL.

ITpu cocrasienuu PIT YV ]I/TIM HeoOX01uMO y4ecThb Cleayrolee:

1. Paccmotpenue u o6cyxaenue PIT V/I/TIM ocymecTBiusiercs exeronHo Ha 3aceaanusax padbounx rpymnmn OITOIT coorBercTBytomero mpoduis.
PIT YJI/TIM ytBepkaaeTcs AUPEKTOPOM, UYTO OTPAXKAETCS HA BTOPOM JIHCTE.

2. B rpade Nel «HaumeHnoBanue pa3zieoB U TEM» MOCIEIOBATEILHO [UIAHUPYETCS BECh MaTepuall paboueit mporpaMMBbl, pacipeeliCHHbIH 10 pa3iernam,
Y TEMaM.

3.B rmpade N2 «Copepxanue yueOHOro MmaTepuana, JiabopaTopHble pabOThl U MpaKTUYECKHE 3aHATHUS, KypcoBas pabora (IIPOEKT)»
TIOCIIEIOBATENHHO TUIAHUPYETCSl BECh MaTeprail paboueil mporpaMmbl, pacripeAeIeHHbIA M0 JUIAKTUYECKUM eHUIaM (Borpocam), No 1abopaTopHbIX
paboT U mpakTUYecKuX 3aHATuil. CienyeT BbIIeNATh OCHOBHBIE TEMBI ¢ pa30MBKOM Ha 3aHsATHs — 1 yac.

4. B rpage 3 «O06bEM 4acoB» CTaBUTCS JpOOb, YUCIUTEIb KOTOPOH O03HA4YaeT KOJIMYECTBO YacOB, OTBEJICHHBIX HA 3aHSTHE B JIAHHBIA JIeHb, a
3HaMEHaTeNb — KOJIMYECTBO YacoB, MpOIIe/Iiee ¢ Hayana ydyeonoro roga. Hanpumep, 1/1, 1/2, 1/3, 1/4, 1/5 u 1.4.

5. B rpade Ned «YpoBeHb OCBOEHHS» YKa3bIBa€TCS ypPOBEHb OCBOEHHUS TEMbl B COOTBETCTBUU C PEKOMEHJAIUsAMHU: 1 — 03HAKOMUTEIbHBII
(y3HaBaHUE paHEe U3YYEHHBIX OOBEKTOB, CBOWCTB); 2 — PEMPOAYKTUBHBIN (BBIMOJHEHUE NEATEIHHOCTH MO 00pa3ily, MHCTPYKIUU WU IO
PYKOBOJICTBOM); 3 — IPOAYKTHUBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITEIIFHOE BHITTOJTHEHHE ICATEIBHOCTH, PEIIEHHE MTPOOJIEMHBIX 3a71a4)

6. B rpade 5 «Ne 3aHsTHIT» MOCIENIOBaTENbHO MPOCTABIAIOTCS HOMepa 3aHaTui (1.2.3....), KOTOpbIE TOJKHBI COOTBETCTBOBATH 3AIUCSM,

3a()UKCUPOBAHHBIM B JKypHaJie TEOPETUUECKUX 3aHATHHN 1Mo cooTBeTcTBYIomuM Y [[/TIM.

7.B rpade 6 «Bum 3aHATUS» TIAHUPYIOTCS BUIBl yYEOHBIX 3aHATUN: JIEKIHs, CEMHUHap, JabopaTropHas paboTa, MPaKTHUYECKOE 3aHSITHE,
KOHTpOJIbHasT paboTa, KOHCYJbTAIlMs, BBITIOJIHEHHE KYpPCOBOW paOOThl, KOMOMHUPOBAHHBIM YpOK, JENOBas WJIM poJieBas urpa, pazoop
KOHKPETHBIX CUTYaIUi, ICUXOJIIOTUYECKUN U WHOM TPEHUHT, KOMIBIOTEPHAsI CUMYJISIIHS, TPYIOBast JUcKyccus (yciaoBHbIe 0003HaueHus - JIP
— nabopaTtopHas padbora; [13 — npaktudeckoe 3ausatue; KY - KOMOMHHUPOBAHHBIN YPOK).

8. B rpade 7 «BHeaymuTopHas camocTOsTellbHas paboTa» YKa3bIBAIOTCS BUABI BHEAYIUTOPHON CaMOCTOATENbHOW paboThl (mMpopaboTka
KOHCIIEKTOB 3aHSATHH, CAMOCTOATEIbHAS padoTa ¢ YUeOHMKOM M HOPMATHBHOMW JIUTEPATYpOM, pEIlIeHUE 3aja4, BBIMOIHEHHE OTYETHRIX PaboT K
MPAKTUYECKUM 3aHATUAM U JIaDOpaTOpPHBIM paboTaM, BBIMIOJIHEHHE pacdeTHO-TpaduuecKuX pabdoT, HamucaHue pedepaToB, MOATOTOBKA
MPE3EeHTALNM, TOATOTOBKA JOKIAA0B, U Ap.).

9. B rpade Ne§ «KonnuecTBo yacoB» yKa3bIBa€TCsl KOJTUYECTBO YaCOB, OTBEIEHHOE Ha BHEAYUTOPHYIO CAMOCTOSITEIbHYIO paboTy.



2.2. TemaTu4eckuil IJIaH U coJep:KaHue YUeOHOH TUCIUININHBI

HaumeHoBaHue Conep:xanue yuedOHOro marepuana, | Oobe | YpoBeHb No Buja 3aHaTHA Bueayauropuasi
pa3esioB U TeM JabopaTopHblie padoThI U M OCBOEHMSI | 3aHATHS caMoCTosiTeJIbHAsI padora
NpaKTHYeCKHUe 3aHATHUS, KypcoBasi | 4aco 3aganue Koua-Bo
padora (mMpoeKT) B 4acoB
1 2 3 4 5 6 7 8
Tema 1. Apxus Coaep:xaHue y4eOHOro MaTepuasa 22
OpraHu3aluy, HopmatuBHo-nipaBoBoe pe- 1/1 2 1 Jlexums
OpraHM3alysa apxXuBHOIO | TyJTUPOBaHUE JCTIOMPOU3BOJICTBA,
XpaHEHHS JOKYMEHTOB JOKYMEHT0000pOTa U apXHBHOTO JIeja
B coomeemcmeuu ¢ Opranusanus 3¢ HexTHBHOTO 1/2 2 2 Jlexuus
mpedosaHuaAMuU JIOKYMEHTO000pOTa Ha MPEANPUITUN
OeMOHCMPAYUOHHO20 Opranuzanus pabOThI apXHBa 1/3 2 3 Jlexmmst
9K3ameHna no Opranu3zanus paboThl apxuBa 1/4 2 4 Jlexuus
KomnemerHyuu OdopmiieHne monoxeHus 00 apxuBe 1/5 2 ) I13
«doxymenmayuonnoe OpraHM3aIHH
obecneuenue ynpasnenus | QgopmieHHE ION0KEHHS 00 apXUBe 1/6 2 6 I13
U apxusogeoenue OpraHu3aLUu
(Modyne D) Opranu3anus y4era JOKyMEHTOB B 17 2 7 Jlexmmst
apxuBe
Opranuzanus yuera JOKyMEHTOB B 1/8 2 8 Jlexuus
apXxuBe
Opranu3anys J0KyMEHTOB BHYTpH 1/9 3 9 113
apxuBHOTO (poH/a (OTpeIeTIeHUE
(OHI0BOI MPUHAICKHOCTH
nokymMeHToB). OdgopmieHue
HOMEHKJIATYPHI JIeJT
Opranu3anys JOKyMEHTOB BHYTPH 1/10 3 10 I13
apXUBHOTO (oHJA (OmpeIeeHne
(hOoHIOBOM MPUHAIICKHOCTH
nokyMeHToB). OdopmieHue
HOMEHKJIATYPHI JIelT
3anoJIHeHHE UTOTOBOM 3alUCH O 1/11 3 11 113

KaTCropmiax U KOJINMYCCTBE €I,




3aBCIACHHEBIX B OpraHHU3allun

3anoJIHeHHE UTOIOBOM 3aIMCH O 1/12 12 I13

KaTeTOPHAX U KOJIUYECTBE LI,

3aBEJICHHBIX B OpTaHH3AINH

Hcnonb3oBaHue JOKYMEHTOB apXHUBa 1/13 13 Jleknusa CocraBiienue

pEe3CHTAINH

Hcnonb3oBaHue JOKYMEHTOB apXHBa 1/14 14 Jleknusg

CocrapjeHue aKTa O BBIACICHUN K 1/15 15 I13

YHUYTOXEHHUIO JIEJ1, HE MOICKAITUX

XpaHEHHUIO.

CocTaBiieHHE aKTa O BBIAEIECHUH K 1/16 16 I13

YHUYTOKCHHUIO JIC]I, HE IO IICKAIIHNX

XPaHCHHUIO.

CocTaBiieHHE aKTa O BbIAue Jell BO 1/17 17 I13

BPEMEHHOE TI0JIb30BaHUE.

CocTaBiieHHe aKTa O BbIAAve el BO 1/18 18 I13

BPEMEHHOE TI0JIb30BaHUE.

[Topsiaok nepenaun JOKYMEHTOB 1/19 19 Jlexmus

apXuBa Ha MOCTOSTHHOE XPAHCHUE

[Topsiaok nepenayn JTOKYMEHTOB 1/20 20 Jlexuus

apXuBa Ha MIOCTOSTHHOE XPAHCHUE

CocraBiieHne OnucH AI0KyMeHTOB nena | 1/21 21 I13

MTOCTOSTHHOTO XPaHCHHUS

CocraBiieHHE OMMCH TOKYMEHTOB jiena | 1/22 22 113

MTOCTOSTHHOTO XPAHEHUS CTPYKTYPHOTO

MO/Ipa3IeIeHUs
Tema 2. JkcnepTusa Coaep:xaHue yueOHOro MaTepuaJia 38
HEHHOCTH JOKYMEHTOB | DKCIepTH3a IICHHOCTH JOKyMeHTOB o | 1/23 23 Jlexumst CocraBienune
B coomeemcmeuu ¢ JTUYHOMY COCTaBY Mpe3eHTAINH
mpebosanHusMu DKcrepTr3a IEHHOCTH TOKyMeHTOB o | 1/24 24 Jlexmus
0eMOHCMPAYUOHHO2O JTUYHOMY COCTaBY
9K3amMeHa no OdopmiteHre TOKYMEHTOB TIPH 1/25 25 I13
Komnemenyuu IIPOBEAECHUU DKCIIEPTU3BI TOKYMEHTOB
((ﬂOKyMeHmaquHHoe 110 JUYHOMY COCTaBY




obecneuenue ynpaeieHus

U apxusosedeHue)
(Mooynw D)

OdopmieHre TOKyMEHTOB MpU
MIPOBEACHUH SKCIIEPTU3bI IOKYMEHTOB
10 INYHOMY COCTaBY

1/26

26

I13

JIOKyMEHTBI, PUKCUPYIOIIUE TPYIOBYIO
JEATeIILHOCTh YeIOBeKa

1/27

27

Jlexmsa

JIOKyMEHTBI, PUKCUPYIOIIUE TPYIOBYIO
JEATeILHOCTh YeIOBeKa

1/28

28

Jlexmsa

Odopminenne JOKYMEHTOB,
OTPaXKAIOIIUX TPYIOBYIO NESITEIbHOCTD

1/29

29

I13

Odopminenne JIOKYMEHTOB,
OTPaXKAIOIIUX TPYAOBYIO NESITEIbHOCTD

1/30

30

I13

JIOKyMEHTBI, OTPayKaOIIHE
(MHAHCOBYIO CTOPOHY TPY0BOM
JESATEIbHOCTH YEJIOBEKA

1/31

31

Jlexusa

JIOKyMEHTBI, OTPaKarOIIHE
(UHAHCOBYIO CTOPOHY TPY1OBOH
JESATEIbHOCTH YEJIOBEKA

1/32

32

Jlexusa

JIOKYMEHTBI, OTPaYKAIOIINE
(hMHAHCOBYIO CTOPOHY TPYIOBOM
JIeSITeIbHOCTH YeJIOBEKa

1/33

33

Jlekius

JIOKyMEHTBI, OTPaKaroIIHe
(MHAHCOBYIO CTOPOHY TPY0BOM
JESTEIbHOCTH YEJIOBEKA

1/34

34

Jlexiusa

Odopmrnenne TOKyMEHTOB,
oTpaxaroriue GUHAHCOBYIO CTOPOHY
TPYAOBOM JeSITEIbHOCTH YEJIOBEKA

1/35

35

I13

OdopmiieHne 10KyMEHTOB,
oTpakarolye GUHAHCOBYIO CTOPOHY
TPYJIOBOM AESATEIBHOCTH YEJIOBEKA

1/36

36

I13

Odopmienne TOKyMEHTOB,
oTpaxaroriue GUHAHCOBYIO CTOPOHY
TPYAOBOM JCITEIHHOCTH Y€JI0OBEKa

1/37

37

I13

Odopmierne 10KyMEHTOB,
oTpakaroire (UHAHCOBYIO CTOPOHY

1/38

38

I13

10




TPYIOBOM ACATEIHHOCTH YEIOBEKA

JlokyMeHTbI, PUKCUpYIOIIHe
MIPOU3BOICTBEHHO-TPYAOBBIE (DaKTOPHI

JACATCIIBHOCTH 4YCJIOBCKA

1/39

39

Jlekius

JIOKyMEHTBI, PUKCUPYIOIINE
MIPOMU3BOACTBECHHO-TPY/IOBBIEC (haKTOPHI

JACATCIIBHOCTH YCJIOBCKA

1/40

40

Jlexmsa

Odopmienre TOKyMEHTOB,
(buKcupyromue Nporu3BOACTBEHHO-
Tpya0BbIe (GAKTOPHI AEATEILHOCTH
YeJloBeKa

1/41

41

I13

OdopmiieHre JOKyMEHTOB,
(buKCUpyroIre MPOU3BOACTBEHHO-
TPYIOBbIE (PaKTOPHI A TEIEHOCTH
qeJIoBeKa

1/42

42

I13

JIOKyMEHTBI IO IMYHOMY COCTaBy
JIOJITOBPEMEHHOI'O XpaHEHUS,
HoJyIeXkalux nepeaadye Ha
roCy/1apCTBEHHOE XpaHEHHE MPU
JUKBUAALMU OpraHU3aluu

1/43

43

Jlekius

JIOKYMEHTBI 110 TUYHOMY COCTaBY
JIOJITOBPEMEHHOTO XPaHEHHUS,
MOUIeKAIUX [epeadye Ha
roCyJ1apCTBEHHOE XpPaHEHHUE IIPU
JINKBUIAIIMU OPTraHU3aLNI

1/44

44

Jlexiusa

Odopmienre TOKyMEHTOB 110
JMYHOMY COCTaBY JOJITOBPEMEHHOTO
XpaHEeHUs, NOJIeKAIINX NIepe1aye Ha
roCyJapCTBEHHOE XpaHEHUE TIPH
JUKBHJIAIIUU OPTaHU3AlUN

1/45

45

I13

OdopmieHne TOKYMEHTOB T10
JTUYHOMY COCTaBY JOJITOBPEMEHHOTO
XpaHEHUs, TIOJISKAIINX Tepeaade Ha
rOCy/IapCTBEHHOE XpaHEHHE MPHU

1/46

46

113
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JJUKBHU AU OpraHu3allun

[IpaBuna opopMieHus pe3yIbTaToB 1/47 2 47 Jlexuust
AKCIIEPTHU3BI IEHHOCTH JJOKYMEHTOB

[IpaBuna opopMieHus pe3yIbTaToB 1/48 2 48 Jlexuust
AKCIIEPTHU3BI IEHHOCTH JJOKYMEHTOB

Odopmiienne pe3ynbTaToB sKcepTussl | 1/49 3 49 113
[IEHHOCTU JOKYMEHTOB

Odopmiienne pe3yinbTaTtoB skcneptussl | 1/50 3 50 I13
IIEHHOCTH JJOKYMEHTOB

CxeMbl CUCTeMATH3AIINH JIE]T B OTIHCH 1/51 2 51 Jlexuust
CXeMbI CUCTEMATH3AIINH JIC]T B OTIHCH 1/52 2 52 Jlexuust
CocraBiieHHE CXeM CUCTEMATH3aI[I! 1/53 3 53 I13
JIeJ1 B OITUCH

CocraBnieHue CXeM CUCTEeMaTU3aAINI 1/54 3 54 I13
JIeJ1 B OITUCH

Opranuzanys 1esITeIbHOCTH 1/55 2 55 Jlexiust
JKCIEPTHONM KOMHCCHH

Opranuzanus 1esiTeIbHOCTH 1/56 2 56 Jlexiust
JKCIIEPTHON KOMHUCCHH

OKcnepTu3a HEHHOCTU TOKYMEHTOB 1/57 3 57 I13
DKcIepTr3a IEHHOCTH JIOKYMEHTOB 1/58 3 58 I13
IloBTOpEHNE MaTepuana 1/59 2 59 KY
JuddepeHnmrpoBaHHbIN 3a4eT 1/60 2 60 KY
Koncynpranuu 2

O0bém o0pasoBaTebHON HATPY3KH — 64 4aca

y4eOHOM HArpy3KHu BO B3aUMO/IeiiCTBUM C NpenogaBareieM — 62 yaca

€CaMOCTOSITeJIbHOI padoThl — 2 yaca
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3. YCJIOBUSI PEAJIN3AIINU PABOYEN ITPOI'PAMMBI YYEBHON
JANCIHHUITIJINHBI

3.1. TpeGoBanuss K MHHHUMAJIBHOMY  MATEPHAJIbHO-TEXHHUYECKOMY
o0ecreyeHn 10

Peanmuzanust pabodeit mporpaMmbl y4eOHOM JUCIUIUIMHBI TpeOyeT Haludus
CTaHJapTHOTO y4eOHOro KaOuHeTa.

OobopynoBanue yueOHOro KaduHera:

- IOCAJI0OYHBIE MECTA MO KOJUYECTBY 00YUaIOIINXCS;

- pabouee MecTo mperoaaBaTes;

-0a30BBIi  KOMIUTEKT MOOWJIBHOTO MHOTOBAaPHAHTHOTO  MYJIBTHMEIUIHOTO
00pa30BaTeILHOTO KOMIUICKCA;

- CKaHep;

- IPUHTED.

TexHuveckue cpeacTBa 00yyeHus :

- IEMOHCTPALIMOHHBIN KOMIIJIEKC B COCTaBE:

- DKpaH,

- IPOEKTOp «ACEI;

- KOMIIBIOTEP JJISI TIPEnoaBaTersi.

3.2. UudopmanmnonHoe odecnevyenne 00ydeHmst

Ilepeyennb peKoMeHyeMbIX Y4eOHBIX U3IaHU

1)  AsrokpatoB, B.H. Teoperudeckne mpoOIeMbl OTEYECTBEHHOTO
apxuBoBenienus / B.H. ABTokpaTtos.- M., 2017.

2) AnekceeBa, E.B. ApXHBOBEIUECKHE ACIEKTHI B JEIOMPOU3BOACTBE:
’KcrepTU3a HeHHocTH JokymeHToB / E.B. AnekceeBa, JL.II. AdanacseBa, E.M.
bypoga, I'.A. Ocuukuna // Cekperapckoe aeno.- 2018.- Nel.- C. 79-83.

3)  AnckceeBa, E.B. HayuHble OCHOBBI OLICHKH W OTOOpa JTOKYMEHTOB/
E.B. AnekceeBa, JL.II. AdanaceeBa, E.M. bypoBa, I'A. Ocuukuna //
HenonpousBoactso.- 2018.- Ne 1. - C. 98-102.

4)  AnekceeBa, E.B. HopmaTtuBHO-MeTOIMYECKHE  IMOCOOHMS IO
HKCIIEPTHU3E IEHHOCTH JoKyMeHTOB: niepeunu / E.B. Anekceea, JI.II. Adanacnena,
E.M. byposga, I'.A. Ocuukuna //Jlenonpounssoctso.- 2018.- Ne 2. - C. 85-92.

5)  Amnapeesa, B.M. Jlenonpou3BoacTBo: mpakTuyeckoe mocodue / B.U.
Anppeesa. - M.:2021.

6)  ApxuBoBeaeHue: yueo. mocodue.- [Tensa, 2018.

7)  Apxunosa, T.I'. [Ipobnema 3kcriepTH3bI IEHHOCTH JTOKYMEHTOB "Bek
HeiHeHUH 1 Bek munyBimi" / T.I'. Apxumoa/ Cekperapckoe aeno.- 2018.- No 1.

8)  AdanaceeBa, JLII. HMHpopmalMOHHBIE TEXHOJOTMH B apXHBax:
KOMIUIEKTOBAaHME W JKCIiepTu3a ILeHHocTH aokymeHntoB/ JLII. AdanacbeBa //
Cexkperapckoe aeno. - 2018. - Nel. - C. 86-90.

HNuTepHeT-pecypcebl:
9)  https://www.sekretariat.ru/article/210940-9qg-17-m6-ekspertiza-
tsennosti-dokumentov
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https://www.sekretariat.ru/article/210940-qqq-17-m6-ekspertiza-tsennosti-dokumentov
https://www.sekretariat.ru/article/210940-qqq-17-m6-ekspertiza-tsennosti-dokumentov

10) https://eos.ru/eos_delopr/eos_delopr_intesting/113/15906/

11) https://www.permarchive.ru/index.php?page=ekspertiza-tsennosti-
dokumentov

12) http:/ www. garant.ru — I'apanT;
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https://eos.ru/eos_delopr/eos_delopr_intesting/113/15906/
https://www.permarchive.ru/index.php?page=ekspertiza-tsennosti-dokumentov
https://www.permarchive.ru/index.php?page=ekspertiza-tsennosti-dokumentov

4. KOHTPOJIb U OIEHKA PE3YJIbBTATOB OCBOEHUA

JUCHUIIIAHBI

KOHTpOJII) N OHOCHKa PEC3YyJIbTATOB OCBOCHUA OUCHHUINIMHBI OCYHICCTBIISICTCA
MMpernogaBaTCjicM B IIPOLUCCCC IIPOBCACHHUA ITPAKTUICCKUX 3aHATUMH.

Pe3yabTarnl 00yyeHus
(0CBOEHHBbIE YMEHMNSsI, YCBOCHHbIE 3HAHWS)

®opMBbI M METOAbI KOHTPOJIS U OLlEeHKH
pe3yJabTaToB 00y4eHHusI

3HAThL:

3aKOHOJATENLCTBO B O0JIACTH  BEICHUS
JOKYMEHTO000pOTa U apXMBHOT'O JIeNa;

NPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAS
camocTosTelbHas paboTa

IIPUHIUIIBI OPraHU3ALMK JIEJIONPOU3BOACTBA B
YUPEKICHUU

NPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAs
camocTosTelbHas paboTa

IMpaBOBbBIC W HOPMATHBHBLIC OCHOB BCIACHUA

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

JIOKYMEHTO000pOTa, COCTaBIICHUS u
odopmIIeHUS OCHOBHBIX BUJIOB
yIpaBJICHYECKOHN IOKYMEHTAIINY;
MPAKTUYCCKHE 3aHSITHSI, BHEAYIUTOPHAS
yHUOGHUUMPOBaHHbIE  (GOPMBI U METOJIBI | CAMOCTOSATENbHAS PaboTa

O(i)OpMJ'IeHI/IH AOKYMCHTAIUU

IMpaBuJjia TCKYILICTO XpaHCHUA JOKYMCHTOB

MMPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

IOATOTOBKY JOKYMEHTALMHU I JUIMTEIBHOIO
XpaHEeHus

NPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAs
camocTosTelbHas paboTa

OCHOBHBIE TpeboBaHUs obecreueHunto
COXPAaHHOCTH OOKYMCHTOB B apXHBEC, IMOPAI0K
BBIJIaYM JIeT

MPAKTUYCCKUC 3aHATHUS, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta, TCCTOBBIC 3a/laHUA

peXUM M CrHocoObl XpaHEHHs] apXUBHBIX
JIOKYMEHTOB, OPSIIOK BBIIAYH JIET

NPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAs
camocTosiTelbHas paboTa

YMmerh:
p33pa6aTBIBaTI) JIOKAJIBbHBIC HOpMaTI/IBHI)Ie HpaKTI/ILIeCKI/Ie 3aHsATHA, BHanI[I/ITOpHafl
AKTBI u HOPMAaTHUBHO-METOJMYECKUE | CAMOCTOsITENIbHAsA paboTa

JOKYMEHTHI (TIOJIOKEHUS, MTHCTPYKIIUU U Ap.)
10 BEJICHUIO JIEJIONPOU3BOACTBA

rPaMOTHO COCTaBUTh WUJM O(DOPMHUTH TOT WIIU
UHOM CITy’KE€OHBIH JOKYMEHT

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIbHAA pa60Ta

COCTaBIIATH, YYUTHIBATD, XpaHHTh, | IPAKTUYECKHUE 3aHATH, BHEAYAUTOPHAS
OpraHM30BBIBaTh  3alIUTy W Mepefady | caMocTosTenbHas pabora

cirykeOHOM u KOH(UICHIIMATbHOM

JIOKYMEHTalluU B COOTBETCTBUU c

TpeOOBAHUSIMHU JOKYMEHTO00OpOTa

paboTaTh ¢ YHUBEPCAIbHBIMH ITAKETaMH | PAKTUYECKUE 3aHATHS, BHEAYIUTOPHAS
OPUKIAJAHBIX ~ [pOrpamMMm  JJIs  pelIeHHs | caMocTosITeNbHas pabora

YIOpaBJICHUYCCKHUX 3adad, HCIIOJb30BaTh MJid
OpraHu3al, XpaHCHUs, ITIOUCKA U 06pa60T1<1/1
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uH(pOpMaAIUM CHUCTEMBl YIPABJICHHUS Oa3zaMu
JaHHBIX

IMPOBOAUTD SKCIIECPTHU3Y HEHHOCTH JOKYMECHTOB

NPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAS
caMoCTOsITelIbHas paboTa

(GbopMHpOBaTh U XPAaHUTH JIeNIa, YYUTHIBATh H
OCYIIECCTBIISITh  TEpenady JOKYMEHTOB B
COOTBETCTBUU c HOpPMaTHBHBIMH
TpeOOBaHUSIMU

NpPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAS
camocTosTelbHas paboTa

16




	СОДЕРЖАНИЕ
	ИНСТРУКЦИЯ
	Рабочая программа по учебной дисциплине/профессиональному модулю (далее – РП УД/ПМ) – учебно-методический документ, составленный в соответствии с учебным планом, в котором отражена последовательность изучения и распределение объема времени по разделам...
	Форма РП УД/ПМ является единой для преподавателей ГАПОУ СО «ТИПК». РП УД/ПМ востребуется преподавателем при проектировании им образовательной деятельности и является составным компонентом основной профессиональной образовательной программы.
	При составлении РП УД/ПМ необходимо учесть следующее:
	3. условия реализации рабочей программы учебной дисциплины
	3.2. Информационное обеспечение обучения
	4. Контроль и оценка результатов освоения Дисциплины
	Контроль и оценка результатов освоения дисциплины осуществляется преподавателем в процессе проведения практических занятий.

		2023-05-31T10:01:25+0400
	00d40e920388a73cf9
	Чернова С.Н.




