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[Iporpamma MeToanka M NPaKTHKAa apXuBOBeJeHUs pa3padoTaHa Ha
[Ipukasza MunuctepcTBa npocsenieHust Poccuiickoit ®enepanuu ot 26 aBrycra
2020 roma Ne 438 «OO0 yrBepxaeHuu llopsaka opraHu3zanyu U OCyLIECTBICHUS
00pa30BaTENbHON ACATETLHOCTH IO OCHOBHBIM MpOTrpamMmaM MpoQeccCHOHATbHOTO
oOyuenwmsi», [Ipukaza MunuctepctBa npocsenieHust Poccutickoii deneparum ot
14 wmrons 2023 1. Ne 534 «O6 ytBepxkaenun I[lepeuns mpodeccuit pabouux,
JOJDKHOCTEH  CIOy’KaluX, IO KOTOPBIM OCYIIECTBIISIETCS MPO(EeCcCHOHATBEHOE
oOyuenue», GenepanbHbIM 3akoHOM «O0 06pazoBanuu B Poccuiickoii denepanum
or 29.12.2012 Ne 273-®3, Ha ocHOBe DeAcpalbHOTO TOCYIAPCTBEHHOTO
00pa30BaTeNbHOTO CTaHAApPTA MO CHEUUATBHOCTH CPeAHEro MpodecCuOHaIBLHOTO
obpazoBanus 46.02.01 JlokyMeHTallmOHHOE OOECIEUCHHE YIPABICHUS U
apXMBOBEJICHUE, YTBEPKICHHOTO MPUKa3oM MUHUCTEPCTBAa 00pa30BaHUs U HAYKH
Poccuiickoit @enepanuu ot 26 aBrycra 2022 r. Ne 778.Opranuzanus-pazpaboTyuk:
AHIIOO «MHuoronpodunbHas AkageMusi HEIPEPLIBHOTO 00Pa30BaHUSD .
Pazpabotuuk: Hecteposa F0.10., npenonaBaTens Koiemka.
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1. OBLIASI XAPAKTEPUCTUKA PABOUYEN IPOT'PAMMBI
MeToanka M NIPaKTHKA apXUBOBeIeHUA
1.1. llesb ¥ IUIaHUPYEMbIe Pe3yJbTAThI 0CBOEHUS
B pesynbrare uszydeHuss oOydarOMIMXCS JOJDKEH OCBOUTh OCHOBHOW BHJI JCSITEIBHOCTU
OpTraHU3aIMs apXUBHON pabOTHI IO TOKYMEHTAM OpTaHU3aINi Pa3InuHbIX HOpPM COOCTBEHHOCTH,
1 COOTBETCTBYIOIIME €My OOIIHEe KOMIETEHIIUN U MPO(eCCHOHATbHBIE KOMITETESHIIUHN
1.1.1. [TepeyeHnb 0OUTUX KOMIIETEHITUH:

Kon HanMeHoBaHHe 00IIUX KOMIIETEHIIUMA

OK 01 Br16upaTh criocoOsI perieHus 3a1a4d npodeccHoHaIbHOM ACSITESIIBHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM
Hcnonb30BaTh COBpEMEHHbBIEC CPECTBA MOUCKA, AaHAIM3a U MHTEPIPETALIUN

OK 02 nHpopmanuu, 1 THGOPMAITMOHHBIC TEXHOJIOTHUH IS BBITIOJHEHUS 3a/1a4
poeCCHOHAIBHON JEATEIHLHOCTH

OK 04 O dexTuBHO B3aUMOICHCTBOBATH U PA00OTATh B KOJUIGKTHBE U KOMAaH/IC
OcCy1IeCTBIISITh YCTHYIO U MIUCbMEHHYK0 KOMMYHUKALIMIO HA TOCYAapPCTBEHHOM

OK 05 s3bike Poccuiickoit denepanuu ¢ y4éToM 0COOEHHOCTEH COIMATLHOTO
U KyJbTYPHOI'O KOHTEKCTa

OK 09 [Tonp30BaTbest MpodecCHOHATBHON TOKYMEHTANNEH Ha TOCYAapCTBEHHOM
Y UHOCTPAHHOM SI3bIKaxX

1.1.2. Ilepedenp npodecCHOHATBHBIX KOMITETCHIIHMA

Kox HauMeHoBaHHMe BHIOB JeATEJILHOCTH H NPO(ecCHOHAIbLHBIX KOMIEeTeH I
B2 OpraHu3anus apXUBHOM paboThI [0 JOKYMEHTaM OpPraHU3aliil PasIndHbIX
dbopM cOOCTBEHHOCTH

K 2.1 OcyIecTBIATh KOMIUIEKTOBAHHE apXUBHBIMU JIeJIaMH (J0KYMEHTaMH) apXuBa
©" | opranmzanun

MK 2.2, | BECTH YUET apxMBHBIX fien (1OKYMEHTOB), B TOM YHCJIE C MCHIOIb30BaHHEM
" | aBTOMaTH3MPOBAHHBIX CHCTEM

K 2.3 OcCyIecTBIATh XpAHEHUE APXUBHBIX JIEN (JIOKYMEHTOB) C MOCTOSHHBIM CPOKOM
™" | XpaHeHHs ¥ M0 JIMYHOMY COCTaBY B apXHMBE OpraHH3aluH

K 2.4 OcCyIecTBIATh XpaHEHUE, KOMILIEKTOBAHME, YUET U UCIOIb30BaHHUE el
"7 | (10KyMEHTOB) BPEMEHHOTO XPaHEHHS

K 2.5 OcCyIeCTBIATh UCTIONb30BAHNE APXMBHBIX JIeJI (JIOKYMEHTOB), B TOM YHCIIE
" | ¢ UCTIONIB30BAHHEM ABTOMATH3UPOBAHHBIX CUCTEM

1.1.3. B pe3ynbTaTe 0CBOCHHS MPOPECCHOHATBHOTO MOTYJIsl 00yUYatOIIUICS TOTKEH:

Bnanetrs KommiekToBaHust apXxMBHBIMHU JieflaMH (JOKyMEHTaMH) apX1Ba
HaBbIKaMU OpraHu3aluu

Benenus yuéra apXuBHBIX J€]1 (JOKYMEHTOB), B TOM YHCJIE C
HCI0JIb30BaHUEM aBTOMATHU3HPOBAHHBIX CHCTEM




Ocy1iecTBIEHNs XpAaHEHUSI APXUBHBIX €] (IOKYMEHTOB) C IOCTOSHHBIM
CPOKOM XpaHEHHUs U 110 INYHOMY COCTaBY B apXHUBE OPraHU3aINH
XpaHeHus1, KOMIJIEKTOBaHMsI, y4€Ta 1 UCII0JIb30BaHUS [T (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs

Hcnonp30BaHus apXUBHBIX €] (JIOKYMEHTOB), B TOM YHCJIE C
UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMerb paboTaTh ¢ moaApa3aeIeHUsIMU/OpraHU3aUsIMA UCTOYHHKAMU
KOMILJICKTOBAHUS apXUBa;

NPUHUMATD apXUBHBIE JIeNa (JIOKYMEHTHI) Ha IIOCTOSHHOE HITH
JIOJITOBPEMEHHOE XPaHEHHUE;

Yy4acTBOBATh B MPOBEICHUU IKCIEPTH3BI IICHHOCTU PA3IUYHBIX TUIIOB U
BUJIOB JJOKYMEHTOB B COOTBETCTBUHU C BHYTPEHHUMH perilaMeHTaMU
OpraHu3aIuy;

IPUMEHSATH B paboTe pEeKOMEHJAlIMU HKCIEPTHO-TIPOBEPOYHON KOMUCCHU
WM HKCTIEPTHON KOMUCCHU OpPTaHU3aIHH;

IPUMEHSATH IEPEYHU C YKa3aHUEM CPOKOB XpaHEHUs JieN (JOKyMEHTOB);
coOroaTh HOPMATHUBHBIE CPOKU XpaHEHUsI J1eN (JOKYMEHTOB);

BECTH yU€T UCTOYHUKOB KOMILJIEKTOBAHUS apXHBa;

MCII0JIb30BaTh NEPEJOBOM OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT IO
KOMIIJIEKTOBAHUIO apXMBa JeJaMHU (JIOKyMEHTaMM) IIOCTOSSHHOTO U
JIOJITOBPEMEHHOTO XPaHEHHS,

UCIOJIb30BaTh COBPEMEHHbIE aBTOMATU3UPOBAHHBIE, MH(POPMAILIMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHBIEC TEXHOJIOTUN JTOKYyMEHTHPOBAHHBIX cep
JeSTEIbHOCTH OpraHu3aLuu.

CUCTEMATHU3UPOBATh Jieja (JOKYMEHTHI);

pasMelaTh apXuBHbIE Jieja (JOKYMEHThI) HA MECTax XpaHEHHs B
COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAHHMSIMH B O0OJIACTH apXUBHOTO JeTa
U YIPaBJIeHUs JOKyMEHTaMH;

cO0II0/IaTh HOPMATHBHBIE PEKUMBI XPAHEHUS! APXHUBHBIX JIET
(TOKyMEHTOB) Ha JIFOOBIX HOCUTEISIX;

MIPOBOJIUTH MTPOBEPKY TOTHOTHI COCTaBa apXUBHBIX TOKYMEHTOB B
eIMHUIIAX XPAHEHUS;

MIPOBOJIUTH OTIMCAHUE aPXUBHBIX JIEIN (JIOKyMEHTOB);

COCTaBJIATh CIPAaBOYHO-TIOMCKOBBIE CPE/ICTBA K ApXUBHBIM JIellaM
(ToxymMeHTaMm);

BECTH YUE€T ¥ KOHTPOJIb BBIIAYHM apXUBHBIX JIEJ (JIOKYyMEHTOB) U3
apXMBOXPAHWIIUINA U UX BO3BPATa;

BECTH yU€T U KOHTPOJIb Mepeaun e (I0KyMEHTOB) B
roCyJJapCTBEHHBIN/MyHHUIMIIATBHBIN apXUB UM Ha HHOE BHELIIHEE
XpaHEeHHE U MPHEMA JIeJ C BHEITHETO XPaHEHMS,

IPOBOJUTH MOJUCTHYIO MMPOBEPKY (PU3MUECKOTO COCTOSHUS JIeT
(1oKyMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE /1eNa (JIOKyMEHTHI);

MOJIb30BAThCSl YUYETHBIMH JOKYMEHTAMH B paMKax 3JIEKTPOHHBIX
MH(POPMALIMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH
OpraHu3aIumy,

MOJIb30BaThCsl CEPTUPHUIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CHCTEMAMU
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OPTaHN3aIlUuH 110 YIETY,
perucTpamym, KOHTPOJIIO Jel (JIOKYMEHTOB);

MOJTb30BATHCSl MHPOPMAITMOHHO-CITPABOYHBIMU CHCTEMAMHU
JIOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH OpraHu3aIiig;

BECTH CIIPaBOYHO-TIOMCKOBBIC CPEACTBA K ApXHMBHBIM JIeNIaM (IOKYMEHTaM);
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BECTH yU€T CTPaxoBOro (poHAa apXUBHBIX A€ (JJOKYMEHTOB);

IPUMEHATh HOPMATUBHBIE ITPABOBBIE AKThI, JIOKAJIbHbIE HOPMATUBHBIC AKThI
OpraHu3allui U METOAMYECKHE JOKYMEHTHI B 007aCcTH Y4€Ta apXUBHBIX €T
(TOKYMEHTOB);

BHOCHTD IIPEAJIOKEHUS 10 COBEPLIEHCTBOBAHUIO METOANUECKOTO
oOecrieueHUs yu€Ta pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTHPOBAHHBIX
cdepax IesTeIbHOCTH OpraHnu3aluiy,

3alMIIaTh HHPOPMALIMOHHbIE PECYPChI apXHBa OT HECAHKIIMOHUPOBAHHOTO
JOCTYyIA.

OpraHU30BBIBAaTh U 00ECIIEUNBATh XpaHEHHE A€ (JOKYMEHTOB)
BPEMEHHOI'0 XpPaHEHUS! OPraHU3alMy B TPAJULMOHHOM U B 3JIEKTPOHHOM
BUJIC;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH MOJIPA3ICICHUSIMHI ONHCEN 1
aKTOB O BBIIEJICHUN Ha YHUUYTOXKEHUE /1€ (JOKyMEHTOB) BPEMEHHOI'O
XpaHEHUs B TPAJULIMOHHOM U B 2JIEKTPOHHOM BUJIE;

(bopMHpOBATH €AUHULBI XPAHEHUS TOKYMEHTOB ISl MX HOCIEIYIOLIEro
pa3MelIeHtsl B apXUBE OpraHu3aluu;

COCTaBJISITh CIPABOYHO-TIOUCKOBBIE CPEACTBA K APXUBHBIM JI€JIaM
(ToxymeHTaMm);

OCYLIECTBJIATh OUCK J1e1 (JJOKYMEHTOB) BPEMEHHOT'O XpaHEHUS B
polecce UX XpaHEHUs B CTPYKTYPHBIX MO/Ipa3ieICHUIX U apXUBe
OpraHu3aluy;

OCYILECTBIISATH METOINYECKOE PYKOBO/ICTBO OpraHU3aLMell XpaHeHHs el
(TOKyMEHTOB) B CTPYKTYPHBIX HOJPa3AEICHUSIX OpraHU3aliy;

OKa3bIBaTh CTPYKTYPHBIM MOJPA3/IEIEHUSAM IPAKTHUECKYIO TOMOIIIb B
OpraHHu3aly XpaHEeHUs Jell (JOKyMEHTOB);

pa3pabaTbIBaTh CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI 10
OpraHHU3alH UCII0JIb30BAHUS J1eN1 (JOKYMEHTOB) BPDEMEHHOI'O XpaHEHUS B
CTPYKTYPHBIX OJpa3C/ICHUSIX U apXUBE OPraHU3aluH;

IIPOBOAMTD IKCIIEPTU3Y LIEHHOCTH JIeJT (JIOKYMEHTOB) BPEMEHHOT'O
XpaHeHHs, epelaHHbIX B apXUB;

OTIPEAENATh CPOKH XpaHEHUs A€l (JIOKYMEHTOB) BPEMEHHOTO XpaHEeHMUS,;
o0ecreunBaTh 3aLIUTY JIeJ (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHUS B
OpraHMu3ai OT HECAHKIIMOHUPOBAHHOTO JI0CTYIIA WIIM YHUUTOKEHUS;
IPOBOJUTH (PU3MUECKOE YHUUTOKEHHE JIeNT (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C UCTEKIIUMHU CPOKAMH XPaHEHUs MOCIIE COTTIACOBAHUS CO
CTPYKTYPHBIMH IOJIpA3/IeIEHUSIMI OpraHU3allny;

0QOpMIISITh YUETHBIE TOKYMEHThI 00 YHUUTOKEHUH JIeJT (IOKYMEHTOB)
BPEMEHHOI'O XpPAHEHUS C UCTEKIIUMHU CPOKaMU XPaHEHHSI COBMECTHO CO
CTPYKTYPHBIMH NOAPA3/ICICHUSIMH OpraHU3auu.

CHCTEMaTH3UPOBaTh U 0000IATh CBEJECHUS O COCTaBE U COJCPKAHUU
ApXUBHBIX JIeJ1 (IOKYMEHTOB);

UCIOJIb30BaTh HMH()OPMAIIMOHHBIE TEXHOJIOIUU B 00JIACTH CO3/1aHUS
CIIPaBOYHO-TIOMCKOBBIX CPE/ICTB apXMBa U JJOKYMEHTHUPOBAHHBIX cep
JESATEIIBHOCTH OpraHu3aluy;

(GbopMUPOBATH OCHOBHBIE U BCIIOMOTATENIbHBIE BU/IbI ADXUBHBIX
CIPAaBOYHUKOB B JIEKTPOHHOU (opMme;

MOJIFOTAaBIMBATh MHPOPMAIIMOHHBIE TOKYMEHTHI 110 3alipocam
10JIb30BATENEH Pa3IMUHBIX KaTErOPHA.

3HaTh

BU/JIbI, PA3HOBUIHOCTU U (hOpMaThl BCEX BUIOB JOKYMEHTOB;
KPUTEPUN ONPEAEIIEHUS LIEHHOCTH /1€ (JOKYMEHTOB) JUIsl ajbHENIIEro
XPAaHEHUs] WIM YHUUYTOKEHHSI;




METOAMKA Pa3pabOTKU GOPM YUETHBIX JOKYMEHTOB B TPAJIUIIMOHHOM U B
AJIEKTPOHHOM BUJIE;

METOAMYECKHE JOKYMEHTBI B 00J1aCTH MCIIOJIb30BAaHMS U Ty OJIMKAIIIH
ApPXHUBHBIX eI (JOKYMEHTOB);

METOAMYECKHE JOKYMEHTHI U HAaIIMOHAJIbHBIE CTAHAAPTHI B 00JIaCTH
JIeJIONPOU3BO/ICTBA U APXUBHOTO JIEN1a;

METOJMYECKHUE TOKYMEHTHI U HallMOHAJIbHBIE CTAaHAAPTHI B 001aCTH yuéTa
JOKYMEHTOB M JOKYMEHTHPOBaHHBIX c(hep AesITeIbHOCTH OpraHu3aluiy;
HAy4YHO-METOIUYECKUE KPUTEPUU SKCIIEPTU3BI LICHHOCTH PA3INYHbIX TUIIOB
Y BHUJIOB JIeJT (JOKyMEHTOB);

HOpPMaTHUBHBIC MTPaBOBBIC aKkThl Poccuiickoit deneparuu B 001aCTH 3aTUTHI
NEPCOHAIbHBIX JAHHBIX;

HOpMAaTHBHBIEC TPaBOBbIE aKThl Poccuiickoit @eneparyu B 001acTi
uHpopMaLuu, UHHOPMAILIMOHHBIX TEXHOJIOTHH, 3aIIUThl HHPOPMALIUU U
NEPCOHATBHBIX JAHHBIX, HU(PPOBOH TpaHCHOPMALINH;

HOpMAaTHBHBIC MPaBOBbIC akThl Poccuiickoii denepanuu B 001aCTH
KOH(HICHIIMATHLHOCTH HHPOPMALINH;

HOPMAaTUBHBIC MTPaBOBBIC aKkThl Poccuiickoit deneparuu B cdepe
JIeJIONPOU3BO/ICTBA U ApXUBHOTO JIENIa;

HOpPMAaTHUBHBIC MTPaBOBbBIC aKkThl Poccuiickoit deneparuu B cdepe
JIeJIONPOU3BO/ICTBA;

o011Me NPUHIUIBI yuéTa U KOMILJIEKTOBaHUS /1€ (JJOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYIIA;

OpraHU3alMOHHbIE IPUHIUIIBI UCIIOJIb30BaHUS JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIIA;

OpraHU3alMOHHbIE IPUHIUIIBI KOMIUIEKTOBAHUS A€ (JIOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYIIA;

O0COOEHHOCTH OpPTraHU3ALMK XpaHEHU /1€ (JOKYMEHTOB) Ha Pa3IMYHbIX
HOCUTEIISIX;

OTEUYECTBEHHBIE U 3apyOe)KHbIE CEPTU(PUIUPOBAHHBIE CUCTEMBI
ABTOMAaTH3UPOBAHHOTO Y4€Ta apXUBHBIX JIeJ (JIOKyMEHTOB);

NOpsAI0K (OPMUPOBAHUS JOKYMEHTOB B KOMIUIEKTHI, [PYIIIbI, THIIbI;
IpaBUjIa CUCTEMATH3AIMU U KIaCCU(PHUKAIMK JOKYMEHTOB;

IIpaBHJIa XpaHEHU /1€ (JOKYMEHTOB) B COOTBETCTBUHU C UX TUIIAMU;
cepTUHUIMPOBAHHBIE HHPOPMALITMOHHO-TTIOMCKOBBIE CHCTEMBbI B 00JIACTH
pa3paboTKy HAyYHO-CIIPABOYHOIO amnmnapara JOKYMEHTUPOBAaHHBIX cdep
JESATEIIBHOCTH OpraHu3aluy;

CIoCcOOBbI M TEXHOJIOTUH IOKYMEHTHUPOBAHUS PAa3IMYHbIX BUJIOB
npodecCHOHATBLHOM 1€ TeNbHOCTH;

CPOKHM BBIIIOJTHEHUS pa0dOT IO OpraHU3aluy HCIOIb30BaHMSI ApXUBHBIX [T
(ToKyMEHTOB);

CPOKH BBIIIOJTHEHUS pa0OT MO Y4ETY apXUBHBIX J1e]1 (JOKYMEHTOB);

CPOKH BBIMIOJTHEHUS PaboT;

CTaHAapThl OPOPMIIEHHUS OPTraHU3AIMOHHO-PACTIOPSIUTENHHOM
JIOKYMEHTAllUH;

TEOPETUYECKHE U METOIMYECKUE ACTIEKThl KOMIUIEKTOBAHUS U SKCIIEPTU3bI
LIEHHOCTHU BCEX BUJIOB JOKYMEHTOB;

TpeOoBaHUsS K OOPMIIEHHIO JOTOBOPOB HA PEAIM3alIUI0 YCIyT BHEITHETO
XpaHeHus el (JOKyMEHTOB);

TpeOOBaHUS K MOJATOTOBKE APXUBHBIX CIPABOK U BBIMHCOK U3 apXUBHBIX
JIOKYMEHTOB;




TpeGOBaHUS K MpoleccaM YHHUTOXKEHHUS HH(POPMALIUU B TPAJAUIIUOHHOM U
HIIEKTPOHHOM BH/IE;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOPMaM BBIPAOOTKH;

TpeboBaHus K YIETY 0c000 IIEHHBIX ¥ YHUKAIBHBIX aPXUBHBIX J€IT
(1oKyMEHTOB);

TpeOOoBaHUs OXPaHbI TPY/a;

YHU(PUIMPOBAHHYIO CHCTEMY OpPTaHU3aIMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTALUH.




2. CTPYKTYPA U COAEPKXAHUE

2.1. O0beM y4eOHOI AUCUUNIUHBI U BUAbI Y4eOHOI padoThI

Buj yuednoii paGoTsi Obvem
6 uacax

O0bem oOpa3oBaTeIbHOI MPOrpaMMbl JMCHUTIHHBI 92

BT. 4.:

TEOpeTUIECKoe 00ydIeHHe 4

MIPAKTUIECKUE 3aHATHUS 6

CamocTosTelbHas paboTa 00yJaroIerocs 80

IIpome:xxyTounas arrecrauus (1 depeHIUPOBAHHBINA 3a4eT) 2




2.2. TemaTnuyecKMii IJIAH U COJAEPKAHUE

HanMeHoBaHue pa3jeioB U TeM

Coaeprxanue yued0HOro MaTepHaJia, JIaGopaTopHbie paGoThl M MPAKTHYECKHE 3aHATHS,

O0béM, akaj. 4.
/

B TOM 4YHCJIE€ B

npodeccuonajbHOro moayas (IIM), dopme
caMocTosiTe/IbHasi ydeOHas padoTa o0y4aronuxcsi, Kypcopas padora (IIpoexr) .
MeXIMcUMIVInHApHBbIX KypcoB (M/IK) NPaKTHYEeCKOM
MOJATOTOBKH,
aKkas. 4.
MeToauKa M NPAKTHKA apXUBOBeIeHUs!
Tema 3.1. OcHOBHbIC MOHATHS Jlexumsi. OCHOBHBIE IOHATHS METOIMKU UITPAKTHKH aPXUBOBEICHHUSI
MeTOAUKHU HIIPAKTHKH BBoJHbIH ypoK
APXUBOBEACHUS [loHsATHS: TOKYMEHT, apXUBHBIN TOKYMEHT, apXuB, apXxuBHbIH hornllonsarue 06 2
OpraHM3aly JOKYMEHTOB apXUBHOrO OHa
CocraBieHue npe3eHTaluy Ha TeMy: ApXuBHbINA Goua PO.
T 32 0 CaMmocrosiTe1bHasi padoTa o0y4aroImuxcs
eMa 5.2, LUpraHusaliist XpaHCHus Opranu3anus J10KyMEHTOB B npejenax apxuBHoro ¢onna Poccuiickoit denepaunn
AOKYMEHTOB ApXMBHOIO (poH1a (IIepBBIif YPOBEHB)
Poccuiickoii ®enepannn u 1pyrux Opranu3anys JOKyMEHTOB B peeax apXHBOB (BTOPOH ypoBeHb). OpraHnusanus
APXUBHBIX TOKyMEHTOB JIOKYMEHTOB B TIpeIeNiax apxXuBHOTO (oHia (TpeTuit ypoBeHb).
Cemunap Ha TeMy: Opranu3zanus JokyMeHToB ApxuBHoro ¢onnaa P®.
CocraBienue npe3eHTanui (cooo1eHnit) Ha TeMy: «DaKTopbl, BIUSIONUE Ha
4

dhouaupOBaHE)
JlenoBas urpa: obecrieueHus: mpueMa U palioOHAILHOTO pa3MEeNIeHHUs TOKyMEHTOB B

apxuBe (B TOM 4YHCJe JOKYMEHTOB 10 JTUYHOMY COCTaBY).
o0ecrniedyeHns yuyera U COXpaHHOCTH JOKYMEHTOB B apXHBe.

opranu3anys UCII0JIb30BAaHUA APXHUBHBIX JOKYMCHTOB B HAYUYHBIX, CIIPABOYHEBIX U
IMPAKTUYCCKHUX LCIIAX.
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Tema 3.3. JlokajibHble HOPpMATHBHbBIE
JOKYMEHTBI apXHBa

CamocrosiTesibHas padoTa 00y4yaroIMXCs

VYcraBbl apXuBHBIX yupexxaeHul. [lonoxenus o6 apxuax. MHcTpyKkuuu no padote ¢
JIOKYMEHTaMu

ITonoxenue o0 3xcnepTHOI Komuccuu. Ilnansi-rpaduxu npuéma en ot
CTPYKTYPHBIX

MOJIpa3/ieIeHuil U epeaayn J1eJl Ha rocy1apCTBEHHOE XpaHEHUE U IPEICTABICHUS
CBOJIHBIX

pa3esioB onucel B apXuB

Tema 3.4. KommiiekToBanue
apXHMBOB JOKYMEHTaMH APXUBHOT'0
(¢ponna Poccuiickoii Penepauuu u
APYTUMU apXMBHBIMH JOKYMEHTAMH

CamocrosiTesibHas padoTa 00y4aroIMXCs

KommiekroBanue apxuBoB JoKyMeHTaMu ApxuBHorogonaa Poccuiickoii
®denepalyiv U JPyruMHU apXUBHBIMU TIOKYMEHTaMU

[Tonstue o kommuiekroBanuu. OnpeaeneHne MICTOYHUKOB KOMITJIEKTOBAHMS.
[onsarue ohopmax mprema TOKYMEHTOB.

Kputepuu onpenenenus HCTOYHUKOB KOMITJIEKTOBAHHSI FOCYJapCTBEHHBIX U
MYHULUIAIBHBIX aPXUBOB.

OpraHI/I3aHI/IH KOMIIJICKTOBAHH .

9KCHepTI/I3a HCHHOCTH JOKYMCHTOB. [Tonsarue 06 9KCIICPTU3C HCHHOCTU JOKYMCHTOB.

3aa4M SKCIIEPTU3bl IEHHOCTH JOKYMEHTOB.

Kpurepun sxcnepTussl IEHHOCTH IOKYMEHTOB.

CoBpemeHHas cuctema rnepednen JokyMeHToB. [lonsaTre o nepeunsax. TUIel u BUIbI
IepeyHe.

IIpumenenue nepeuneil. CTpyKkTypa NepeydHs, yCTaHOBJIEHUE CPOKOB XPaHEHHUS 110
HEPEYHIO.

OT100p Ha XpaHEHUE YHUKAJIBHBIX U 0000 LIEHHBIX JOKYMEHTOB.

Tema 3.5. HomenkJatypa e

CamocrosiTesibHas padoTa 00y4aOIMXCH

Homenxknarypa nen opranu3anuu: HazHaueHue, GyHKIUU. Buibl u Tumsl
HOMEHKJIATyphI €.

Knaccudukannonnas cxema HOMEHKJIATYphbI A€l

ITopsimok paboThl ¢ HOMEHKJIATYPOH /1€ OpraHu3alui — HICTOUHUKA
KOMIUIEKTOBAHMS apXUBHOT'O YUPEKICHUS
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CamocTrosiTesibHAsi padoTa 00y4arOImmuxcst

BHYTpeHHee M BHCIIHEC COTJIACOBAHUC, MMOPAAOK YTBCPIKACHNA HOMCHKIIATYPbI ACJI
OpraHu3aliy — UICTOYHHKA KOMIUIEKTOBAHUS apXUBHOTO YUPEXKICHUS
CocraBienue 1 opopmiIeHHE HOMEHKIIATYPbI JIEJI OPTaHU3aIH —

HMCTOYHUKA KOMIUIEKTOBAHUS apPXHUBHOTO YUPEKICHUS

3akpeITHE, COCTAaBICHUE U 0(OPMIIEHUE UTOTOBOH 3alUCH K HOMEHKIIAType Jell
OpraHu3aliy — UICTOYHHKA KOMIIEKTOBAHUS apXUBHOTO YUPEXKICHUS

Tema 3.6. Opranuszanusi NpoBeaeHUsI
IKCIEPTU3bI HEHHOCTH T0KYMEHTOB.

CamocrosiTesibHast padoTa o0y4yarouuxcst

Cocrasnenune npe3eHTanuii (coodenuii) Ha Temy: Cpoku XpaHEHUsI JOKYMEHTOB.
CocraBienue npeseHTanui (cooduennit) Ha remy: Opranusanus 3KCrepTU3bl
LIEHHOCTUIOKYMEHTOB. CucTEMa 3KCIIEPTHBIX OPTaHOB.

Cemunap Ha TeMy: «KomIuiekToBaHHEe apXMBOB IOKyMEHTaMU APXUBHOTO (OHIA
Poccuiickoit @enepanuu v IpyruMu apXUBHBIMU IOKYMEHTaMU. DKCIIEPTU3a
LIEHHOCTHIOKYMEHTOB

AHanu3 KOHKPETHBIX CUTYalMii: ydacTHe B paboTe 10 3KCIepTU3e HEHHOCTH
JIOKYMEHTOB B COOTBETCTBHH C JEHCTBYIOIIMMU 3aKOHOIaTEIbHBIMU aKTaMH U
HOpMAaTHBaMH Be/ieHUE pabOThl B CUCTEMAX JIEKTPOHHOTO JOKYMEHTOO0O0pOTa.
PazpaboTka 1 BeeHue KiIacCuPpUKATOpOB, TabeIe U MHBIX CIIPABOYHBIX
JJOKYMEHTOB OpTraHU3alllH.

Tema 3.7.
OdopmiieHue apxuBHOIO J1eja

CamocTosiTe/ibHasi padoTa 00yUaloUIuXCcst
[ToaroroBka aen kK apXUBHOMY XPaHEHUIO
CocTaB y4€THO-CIIpaBOYHBIX JOKYMEHTOB apXHUBHOTO JI€Ja

CamocrosiTesibHas padoTa 00y4aOIMXCH

Hymepanus nucToB apXuBHOTO Aena.

CocraBienue 1 oopMiIeHHE BHYTPEHHEN OIUCH U JINCTa-3aBEPUTENS ApXUBHOTO
nemna2

CocraBienue 1 opopmIIeHHE KapThI-3aMECTUTEIS, JIUCTA UCTIOIb30BAaHUS apXUBHOTO
nerna

CocraBienue 1 opopmIIeHHE PEKBU3UTOB O0JI0KKH apXUBHOTO Jeja

[IpommBKa apXMBHOTO €A
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Tema 3.8.
Ilepenaya 1OKyMeHTOB
HA apXMBHOE XpPaHEHHUe

CamocrosiTesibHas padoTa 00y4yaroIMXCs

[Topsimok nepeaayn JOKYMEHTOB Ha apXUBHOE XPAHEHUE.

ApxuBHas ONKCh: Ha3HAUYEHHUE, (DYHKIIMH, BUJIbI

[Topsinox oopmieHus u paboTsl ¢ ApXUBHOMN OIHUCHIO.

Onucu zien CTpyKTYpHBIX [TOApa3IeIeHU

Omnucu aen opraHu3aLuy:

IIOCTOSIHHOT'O XpaHEHHUs], 110 JUYHOMY COCTaBY, BPDEMEHHOI'O CPOKA XPAHEHUSI CBBILIIE
10 ser

OnucH 31eKTPOHHBIX A€l (I0OKYMEHTOB) OpraHu3alun

BbolieneHue J0KyMEHTOB K YHUUTOKEHHUIO

IIpakTHYeckoe 3aHATHE

CocraBnenue u ohopMIIEHUE OMUCH JIeT CTPYKTYPHOTO MOAPa3IeICHuUs
Cocrasiienne u ohopmIIeHHE OIMCH JIeTT OPTaHU3AIHH

CocraBnenue u opopmiieHHE aKTa O BbIIECJICHUH K YHUUTOKCHHUIO apXUBHBIX
JIOKYMEHTOB,

HE MOJISKAIINX XPAaHSCHHUIO

Tema 3.9.
Y4éT J10KyMEHTOB B apXuBe

CamocTosiTe/ibHasi padoTa 00yUalouuxcst

Y4€r TOKYMEHTOB B apXHBE: MPUHIUIBI, EAUHULIBI YUETA, yUETHBIE (DOPMBI
Buibl OCHOBHBIX apXHBHBIX CIIPABOYHUKOB. ApXUBHAsS IBPUCTHKA
Cucrema HCA : Ha3HadeHUe, BUABI TIOMCKOBBIX CUCTEM

CamocrosiTe/ibHasi padoTa 00yUalouuXcst

N3yyenne coctaBa 1 3aloHEHNS OCHOBHBIX YUETHBIX (JOpM apxuBa (KHHUTa yuéTa
HOCTYHJ'IGHI/IH

Y BBIOBITHS 11 (JOKYMEHTOB), JTUCT (DOH/A, peecTp Onuceil, crucok GoHIOB)

Tema 3.10.
Hcnoap3oBanue
JOKYMEHTOB apXuBa

CamocrosiTe/ibHasi padoTa 00yUaloUIuXCcst

Opranu3zaiiys UCIoIb30BaHUs JOKYMEHTOB apXyBa: HOPMATHUBBI, LIETH U (POPMBI
HOCTYH K apXI/IBHI)IM JIOKYMeHTaM. Bbmaqa ZIOKYMeHTOB BO BpeMeHHOG IIOJIB30BAaHHUC
Bu bl 3anpocoB U CPOKU UX BBHITIOTTHEHUSI.

[IpenocrapiieHre OTBETOB Ha 3aIIPOCHI: APXUBHBIE CIPaBKa, KOS, BBIITHCKA

VY4ér 1 aHANIM3 UCTIOJIb30BAHUS APXUBHBIX JOKYMEHTOB
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IIpakTHYeckoe 3aHATHE

Cocranenue u ohopmiieHuEe apXUBHOM CIIPaBKU Ha COIMAIILHO-TIPABOBOI 3a1pOC
Cocrasienue u oopmMIIeHHE OTPUIIATEIBHOTO OTBETAa HAa ApXUBHBIN 3aIIPOC
CocraBnenue u oopmiieHUE aKTa O Bbliade Jen (JOKYMEHTOB) BO BPEMEHHOE
110JIb30BAHUE

Tema 3.11 Cucrema cipaBo4YHoO-
MOUCKOBBIX CPEJACTB K JOKYMeHTaM
ApxuBHorogounaa Poccuiickoi
denepanum ¥ IPYruM apXuBHbIM
AOKyYMeHTaM

CamocTosiTesibHAsi padoTa 00y4arOIuXxcst

[TonsTHE O cucTEME CIIPAaBOYHO-TIOMCKOBBIX CPEJCTB K APXUBHBIM IOKYMEHTAM.
OcHosnble npuHLUMnbl noctpoenus cucteMbl CIIC. Ctpykrypa cucremsl CIIC.
TpeboBanus, npenbsasiasemsie k cucteme CIIC.

[lonsTus «nepBuYHas JOKYMEHTHAst UHPOpMaLUsD U «BTOPUYHAS IOKYMEHTHAs
unpopmanus». JuddepennupoBannsiii noaxon k coznanuto CIIC.

Tema 3.12 O6s13aTeIbHBIE aDXUBHBIE
cnpaBoyHuKH B cucreme CIIC

CamocrosiTesibHasi padoTa 00yyaromuxcst

[TonsaTue 06 onucannu JOKyMEeHTOB feil. H(popMamoHHbIE XapaKTePUCTHKH
JOKYMEHTOB JIElT.

Oco0eHHOCTH ONKCaHUs IOKYMEHTOB JIMYHOTO TPOUCXOKACHUS

Tema 3.13.
Cucrema KaTaJIOroB B apXxuBe

Jleknus. CucremMa KaTtajoroB B apXuBe.

[TonsTue o karanoruzauuu. Onpenenenre Buaa Karaiora.

Cxemsl ki1accuUKauy JOKYMEHTHONH MH(POPMALUH B KaTalorax.
BrisiBnenue u or00p JOKyMEHTHON HHGOPMAIIUU [Tt
KaTaJOru3aluu.

CamocrositeibHas padora.

Onwucanue NOKyMEHTaIbHON HH(OPMAIIMK HA KaTaJOXKHBIX KaPTOUKAX.
WNupexkcupoBanue KaTajaoXHBIX KapTodek. CucTeMaTH3aIus KapTodeK U BeJICHHE
KaraJora.

Omnwucanue JOKYMEHTOB H 1€ Ha KaTaJIOKHBIX KAPTOUKAX.

Cpasuutenbhbiil ananu3 CEK u EKJIN

[TpoGemHOE 00yUueHNE OCYIIECTBUTH OPTraHN3AOHHO-METOANIECKOE PYKOBOICTBO
U TIPOKOHTPOJIMPOBATH 3a pabOTOM apXuBa OpraHU3alluy 1 3a OpraHu3aluei
JIOKYMEHTOB B JICIIOIPOHU3BOJICTBE

Tema 3.14.
HyTeBOI[l/ITeJII/[ N UX HA3HAYECHHUE

CamocrosiTesibHast padoTa o0y4yarouuxcst
[Tonsitue o myreBoauTensx. Buapl myreBoauTenei.
Xapaktepuctrka Gon10B B myteBoautene. CripaBOYHbBIN anmapaT K MyTeBOIUTENTIO.

14




AHanu3 myTeBOAUTENS 10 POHIAM apXHUBa
[ToaroroBka apXUBHBIX Iy TEBOJUTENEH.

CamocTrosiTesibHAsi padoTa 00y4arOImuXxcst
O030pbI apXUBHBIX TJOKYMEHTOB M UX Ha3HAUYECHUE. XapaKTEPUCTHKA JOKYMEHTOB B

o03ope.
Tema 3.15. pe.
CrnpaBounblii annapar k 0030py. Ykazarenu B cucreme CIIC. TemaTuueckue
JlonoJIHUTeIbHbIe AapXUBHbIE

MEPEYHUIOKYMEHTOB U 0a3bl JaHHBIX.
cnpaBoyHuKH B cucreme CIIC P JIORY A
Ananu3 GoHI0BOrO ¥ TEMAaTHUECKOTO 0030pa.

CamocTosiTe/ibHasi padoTa 00yUalouuxcst

CBOOOIHBIN TOCTYN apXUBHBIX TOKyMEHTOB. OTpaHHYeHue AOCTyTa K
apXI/IBHI)IMI[OKYMeHTaM.

[opsiok 3acekpeyrBaHus M PACCEKPCUMBAHHS APXUBHBIX JJOKYMEHTOB.

Tema 3.16. locTyn K apXMBHBIM -
CocraBnenue cooOuieHuit Ha TeMy «J{ocTyI K apXUBHBIM JTOKYMEHTAM»

AOKyMeHTam N3yuenne ®@enepanbHoro 3akoHa ot 27.07.2006 r. Ne 149-D3 «O6
nHpopManuu, nHHOPMALMOHHBIX TEXHOJIOTUAX U 3alUTe UH(DOpMALII»
IIpakTHYeckoe 3aHATHE.
MeTtoauka moucka apXUBHBIX JOKYMEHTOB. [10MCK apXUBHBIX TOKYMEHTOB.

Tema 3.17. OcHOBBI apXUBHOIT DTanbl TEeMaTUHYECKOTO TTOUCKA.

IBPHUCTHKH CocraBieHue 3aka3za-TpeOoBaHMsl, KapThI-3aMECTUTENb JeJ1a, aKTa O BblJaue Ha

BPEMCHHOC IOJIb30BAHUC.

CamocrosiTesibHas padoTa 00y4arOIMXCH
[Tonsatue 06 nHGpOpPMATU3AIMK APXUBHOTO Jiena. DTarnbl HHPOpMATU3ALUH.
Opranu3zanus HHGpOpMaTH3aLMU APXUBOB HA COBPEMEHHOM 3Talle.

Tema 3.18. UndopmaTusanus
apXUBHOIO J1eJ1a

CamocrosiTesibHasi padoTa o0y4yarouuxcst

Tema 3.19. UudopmanuoHHbIE Knaccudukanus copemeHHbix AAT. UT mo ocHOBHBIM HalpaBiIeHUSIM apXHBOB.
TEXHOJIOTMHM BAPXMBHOM J1eJ1e ABTOMaTH3MPOBaHHAs CUCTEMA LIEHTPAJIN30BAHHOIO Y4ETa.
WHuTerpupoBaHHbIeMH(POPMAIIIOHHBIE CHCTEMBI.




Tema 3.20. ApXxuBHOe XpaHeHHe

CamocTrosiTesibHAsi padoTa 00y4arOIMXxcst

Oco0eHHOCTH U KITaCCU(UKAIINS IIEKTPOHHBIX JOKYMEHTOB. DKCIIEPTH3a IICHHOCTH
O]J1.06ecnieuenue coxpannoct J/1.

4
3JIEKTPOHHBIXI0KYMEHTOB
Pexomenaanuu no KOMIUIEKTOBAHUIO, YYETY U OPraHU3aLUU XPAHEHHUSI DJIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB B apXUBaX OpraHU3alui
IIpome:xxyToyHas aTTecTALUA 2
Bcero 92
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3. YCJIOBUS PEAJIM3AIIMA YYEBHOM TACIUTLIIAHBI

3.1. I peanu3zauuy NporpaMMsl Npo¢ecCHOHAIBLHOT0 MOAYJIS 10/KHBI ObITh

NPeayCMOTPEeHBbI cJIeAYyIolHe ClielHalbHbIe OMeIeHHUs:
KaOuner apxuBoBeieHus, OCHAIIEHHBIH:
— 000pyZOBaHUEM: CTOJIBI M CTYJbs, IIKa(bl, CTEJIaXKHU, JOCKA, UHTEPAKTUBHAs MPHCTaBKa K
JOCKEe/MHTEpaKTUBHAsS JOCKA, IPOEKTOP, KOHAULIMOHED;
— TEXHUYECKHMMH CpPEJICTBAMHU: IEPCOHATBHBIMN KOMIBIOTEp (IporpamMmHoe oOecredeHue:
TEKCTOBBIM pENakTop, MpaBoBas 0aza JaHHBIX, CUCTEMa AIIEKTPOHHOTO JOKYMEHTO000pOTa,
IIPOTPaMMHBIH MPOIYKT, peau3yromuil (GyHKIMKM apXuBa OpraHU3aluy, JOKalIbHAas CETh, BBIXO]
B II00ATBHYIO CETh), MHOTO(DYHKIIMOHAILHOE YCTPONCTBO (TIPUHTEP, CKAHEP, KOIIHP).
JIaGoparopust apXHBHOTO JIeJIa, OCHAIEHHAS .
— 00OpYZOBaHUEM: CTOJIBI U CTYJIbs, MIKa(bl, CTEIUIAXH, JOCKA, MHTEPAKTUBHAS MPUCTaBKa K
JOCKEe/MHTEpaKTUBHAS JOCKA, IPOEKTOP, KOHAULIMOHED;
— TEXHUYECKHMMH CpPEJICTBAMHU: IEPCOHANBHBIM KOMIBIOTEp (IporpaMmMHoe oOecreueHue:
TEKCTOBBIM peaaKkTop, MpaBoBas 0a3a MaHHBIX, CHUCTEMa SJIEKTPOHHOTO JTOKYMEHTO00OpOTa,
MPOrPaMMHBIN MPOJYKT, peanu3yroImuid GyHKIIMHA apXUBa OpraHU3allny, JOKalbHas CETh, BBIXOI
B MIOOAJIbHYIO CE€Th), MHOTO(YHKIMOHAJIFHOE YCTPOHCTBO (IPUHTEp, CKaHep, KOIHp),
YHUYTOXXHUTEIb JOKYMEHTOB (IIpeep), MHCTPYMEHTBI M MaTepUaIbl JIUIS MPOITUBKH JOKYMEHTOB
(MexaHMYECKHE U PYyUYHBIE): IPOLIMBHOE YCTPOUCTBO, IBIPOKOJIBI Ha JBA U YETHIPE IPOKOJIA, ILINJIO,
Wrjia, KapToH «apxuBHBIM craHgapT» 230x320 Mmm ¢ OuroBko#l (1Mo JMHUM Cruda), HUTH JIA
MOJAIIMBKA JOKYMEHTOB JaBcaHo-IutanenbHsie JIII-210, medats ¥ mrammbl JUisl 3aBepeHUs
aApXUBHBIX CIIPABOK, KOMHM M BBIMHUCOK (OTMETKA O 3aBEPEHUU KOMUU JOKYMEHTOB, ILITaMII
«Komus»).

3.2. UnpopmannoHHoe oOecnedeHne peajan3alui NporpaMmMbl
st peanuzariuu mporpamMmbl OMOIMOTEUHBIH (POHIT 00pa30BaTENBHOM OpPTaHW3alUU JIOJDKEH
MMETh TEeYaTHblE W/WIM DIJIEKTPOHHbIE OOpa3oBaTelbHble U HH(DOPMALIMOHHBIE PECYpCHl, AJIs
WCIIONB30BaHUsl B oOpa3oBarenbHOM mporiecce. [lpu GopmupoBanuu Oubmmuoreunoro ¢GoHaa
o0Opa30BaTeNbHON OpraHu3aluy BEIOMpaeTCs HE MEHEE OJIHOTO U3JaHMsl U3 MePEUHUCICHHBIX HUXKE
MeYaTHBIX M3JaHui U (WIH) SJEKTPOHHBIX WU3/IaHUN B Ka4yeCTBE OCHOBHOTO, NMPHU STOM CIHCOK,
MOJKET OBITh JIOMOJIHEH HOBBIMU H3aHHSIMH.

3.2.1. OcHoBHbIE MeYaTHLIE U3AAHUSA

1. OpraHuzanus apXxuBHOH M CIIPABOUHO-UH(POPMAIIMOHHON pabOThI MO JOKYMEHTaM OpTraHU3aIiH
[Texcr]: y4eOHUK A HUCIIONIB30BaHMS B Y4eOHOM Ipoliecce 0Opa3oBaTENbHBIX YUPEKICHUH,
peayIn3yIouX MpPOrpaMMbl CPEAHET0 NPOQPECCHOHANIBHOIO 00pa3oBaHUs MO CHEIUATIbHOCTH
"JlokyMeHTaIlMOHHOE O00eCTieueHne ympaBJIeHUs U apxuBoBeneHue»: [B 2 4u.] / [Byposa E. M.,
Xopxopauaa T. WN.]; mox pen. E. M. Byposoii. — 3-¢ u3n. crep. — MockBa: Akamemus, 2019.
(ITpoeccronansnoe obpazoBanue. [Ipodeccnonanpubiii Mmoaynp). Y. 1. — 2019. — 336 c. ISBN
n3ganns: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opraauzanus apxXuBHON U CIPaBOYHO-MHPOPMAIIMOHHON pabOTHI 10 TOKYMEHTaM OpTaHH3aI[ul
[Texct] : yueOHHK 17151 UCTIOTIB30BaHUS B yueOHOM Ipoliecce 00pa3oBaTeIbHbBIX yUPEkKICHUl,
peanu3yomuX IporpaMMbl CpeTHEro MpophecCHOHATEHOTO 00pa30BaHUs 10 CHIEIMATbHOCTH
"JlokyMeHTallMOHHOE O0ECTICUeHHE YIIpaBIeHUs U apxuBoBeaeHue»: [B 2 4.] / [byposa E. M.,
Xopxopaunaa T. WU.] ; mox pea. E. M. BypoBoii. — 3-e u3z. crep. — Mocka: Akanemus, 2019. —
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10.

11.

12.

13.

14.

15.

16.

17.

(ITpoeccronansrnoe odpazoBanue. [Ipodeccnonansusiit Moayns). Y. 2 / [E. M. Byposa, A. I1.
Adanacnena, E. B. Anekceesa, A. E. Ponmuonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

Packun, J[.1A. Meroauka © TpakTAKa apXWBOBEACHHS | YYEOHUK IS  CPEIHETrO
npodeccuonabHoro oopazosanus / JI. Y. Packun, A. P. CokonoB. — MockBa : M3aaTenbCcTBO
IOpaiir, 2022. — 339 c. — (IIpodeccuonanpHoe 0OpazoBanue). — TEKCT : HEMOCPEACTBECHHBIM.
— ISBN 978-5-534-02419-7.

Packun, J[. 1. Meronuka ¥ TpakTHKa AapXWUBOBEACHHUS : YUYEOHHK I CPEIHEro
npodeccuonansuoro odbpaszosanus / JI. . Packun, A. P. CokomnoB. — Mocksa : M31aTenscTBO
HOpaiit, 2022. — 339 ¢. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-534-02419-7. —
Texkct : omekrponnsri //  OOpa3oBarenbHas  muatdopma  IOpaiit  [caldTt]. —

URL.: https://urait.ru/bcode/492546

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH (1pU HE0OX00UMOCMU)

Koncruryuusa Poccuiickoit @enepauun. CIIC «KoHCynbTaHT mitoc». [DIEKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

I'paxxnanckuii kogexc Poccuiickoit @enepanun. CIIC «KoHcynbTaHT mitocy. [DIEKTPOHHBIM
pecypc]. URL:http://www.consultant.ru/document/cons

TpynoBoit xonekc Poccuiickoit ®enepaunn ot 30.12.2001 Ne 197-®3. CIIC «KoHcynbTaHT
wirocy. [OnextponHsiit pecype]. URL:http://www.consultant.ru/document/cons

VYronoBHbil koaekc Poccuiickoit @enepauuu ot 13.06.1996 Ne 63-03. CIIC «KoHncynbrant
wirocy. [OnexkTponHsii pecype]. URL:http://www.consultant.ru/document/cons

3akoH Poccun ot 21.07.1993 Ne 5485-1 «O rocynapcrBenHoil Ttaiine». CIIC «KoHcynbTant
wirocy. [nekTponnsiid pecype]. URL:http://www.consultant.ru/document/cons

®enepanbHblil 3ak0H 0T 29.12.1994 Ne 77-®@3 «O0 00s3aTeNbHOM 3K3EMIUIIPE JOKYMEHTOBY.
CIIC «KoHcynpTaHnt TLTIOCY. [DneKTpOoHHBII pecypcl].
URL:http://www.consultant.ru/document/cons

®denepanbHbliil 3akoH 0T 22.10.2004 Ne 125-D3 «O6 ApxuBHoM aene B Poccuiickoit @eneparum.
CIIC «KoHcynbTant TLTEOCY. [DNIeKTPOHHBII pecypc].
URL.:http://www.consultant.ru/document/cons

®enepanbhblif 3akoH 0T 02.05.2006 Ne 59-D3 «O nopsake paccMOTpeHHUs: OOpaIlleHui rpaxaaH
Poccuiickoit  @enepaumm». CIIC  «KoHcynpTaHT  mmoc».  [DNEKTpOHHBIA  pecypc].
URL:http://www.consultant.ru/document/cons

@enepanbHbiii  3akoH  oT  27.07.2006 Ne 149-03 «O6 wuHpopmarun, WHHOPMAIMOHHBIX
TexHosiorusix u o 3ammure uapopmanumy. CIIC «KoHcynpTaHnT mumtocy. [DneKTpoHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

®enepanbHblif 3ak0H 0T 27.07.2006 Ne 152-D3 «O nepconanbHbix AaHHBIX». CIIC «KoHcynpTaHT
wiocy. [Anexkrponnslii pecypc]. URL:http://www.consultant.ru/document/cons

®enepanbubiif 3akoH oT 06.04.2011 Ne 63-D3 «O6 snexkrponHoit noanucny. CIIC «Koncynprant
wiocy. [Anexkrponnslii pecypc]. URL:http://www.consultant.ru/document/cons

Vka3 Ilpesunenta Poccuiickont @Penepanuu ot 04.04.2016 Ne 151 «O denepanbHOM
apxuBHoM  areHtctBe».  CIIC  «KoHCynbranT — muiroco». [DnexTpoHHbBIli  pecypc].
URL:http://www.consultant.ru/document/cons

Vka3 Ilpesunenta Poccuiickoit @enepannn ot 22.06.2016 Ne 293 «Bomnpocel ®PenepanbHOro
apxuBHoro  areHtrctBay. CIIC  «KoncynbTanT  muroc».  [DIEKTpOHHBIM  pecypc].
URL.:http://www.consultant.ru/document/cons
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23.

24,

25.

26.

27.

28.

Pacnopskenue IlpaBurensctBa Poccum ot 21.03.1994 Ne 358-p «O coxpaHHOCTH
JIOKYMEHTOB TI0 JITYHOMY COCTaBY BBICBOOOK1aeMbIX paboTHHUKOB». CIIC «KoHCynbTaHT TUTFOCH.
[DnexTponnsiit pecypc]. URL:http://www.consultant.ru/document/cons

[TocranoBnenue Muntpyna Poccuu ot 10.09.1993 Ne 152 «Hopmbel BpeMeHu Ha
paboThI 110 AaBTOMAaTU3UPOBAHHON apXUBHOM TEXHOJOTUHU M JIOKYMEHTALIMOHHOMY OOECIeueHUIO
opranoB ympaieHusi». CIIC «Koncynprant mmoc». [Onexktponnsiii  pecype]. URL:
http://www.consultant.ru/document/cons_doc_LAW 91031/

[Tpukaz Muntpyaa Poccun ot 19.04.2018 Ne 266H «OO0 yTBepkIeHUU MPOPECCHOHATHHOTO
cragnapra “Crenuanuct no ¢opmupoBanuto sekrporHoro apxusa’™». CIIC «KoncynbpTanT
TLJTIOCY. [D51eKTpOHHBIN pecypcl]. URL:
http://www.consultant.ru/document/cons_doc_LAW_297855/

[Ipukaz Muntpyna Poccuu ot 15.06.2020 Ne 333n «OO0 yTBepKIeHUH TPOQPECCHOHAIBHOTO
craggapta “CHnequaliucT 10 OPraHU3alMOHHOMY M JIOKYMEHTAIlHOHHOMY O0O€CIeYeHHIO
yopasinenuss opranuzanuei”’». CIIC «KoncynbTanT mmoc». [DnexktponHsiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_357714/

[Tpukaz Muntpyna Poccum ot 18.03.2022 Ne 140H «O0 yTBepkIeHUH MPOPECCHOHATBHOTO
craggapra “Cneruanuct apxusa’». CIIC «KoncynpranT mitoc». [nexkrponnsiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_382866/

[Tpuka3 Pocapxua ot 06.04.2001 Ne 25 «O0 yTBep)aeHuH MeToAMYECKUX PEKOMEHIAIN 1Mo
aTTecTallud pabOTHUKOB apXWBHBIX opraHoB u yupexnaeHui». CIIC «KoHCynpTaHT IUTHOCH.

[D51eKTpOHHBIN pecypc]. URL:
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=EXP&n=296028#29ZplJTUjYHSn
ykQ1l

[Ipuka3z PocapxuBa ot 14.01.2004 Ne 9 «OO0 ytBepxkaeHuun MeToauku pacyéra IITaTHOU
YHCJIEHHOCTH I'OCYJapCTBEHHBIX apXUBOB HAa OCHOBE HOpMATUBOB 10 Tpyny». CIIC «KoncynbTrant
TLTIOCY. [DneKTpOHHBIH pecypcl]. URL:
http://www.consultant.ru/document/cons_doc_LAW 97612/

ITpuka3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBep)kIeHUM MPaBUI OpraHU3AIIH
XpaHEeHHs, KOMIUJICKTOBAaHUS, Yy4é€Ta M HCIOJIb30BaHUA JOKYMEHTOB ApXMBHOTO (oHAa
Poccuiickoit @enepanyv ¥ Jpyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BJACTH,
OpraHax MECTHOIO CaMOYIIpaBJICHMsI M OpraHu3anuax». denepalbHOE apXUBHOE areHTCTBO.
[DaeKTpOHHBIIH pecypc]. URL: https://archives.gov.ru/documents/ministry-
orders/prik_526_2015.shtml

[Ipuka3z PocapxuBa ot 15.12.2016 Ne 146 «O06 ytBepxkaenun periamenta denepalbHOTO
apXMBHOTO areHTcTBay. denepalbHOE apXMBHOE areHTCTBO. [DnekTpoHHbI pecypc]. URL:
https://archives.gov.ru/documents/prik146_2016.shtml

ITpuka3 Pocapxusa ot 09.01.2017 Ne 1 «O06 yTBepkaeHUN AJMUHUCTPATUBHOTO perIaMeHTa 1o
npenoctasiieHnto denepanbHbIM apXUBHBIM ar€HTCTBOM FOCYAapCTBEHHOM ycinyry “Opranuzanus
MH(POPMAIIMOHHOTO OOecreueHHs TpakJaH, OpraHu3aluii U OOIIECTBEHHBIX OObEIUHEHUH Ha
OCHOBE JOKYMEHTOB ApxuBHOro Qonga Poccuiickoit denepauuu u JIpyrux apxXuBHBIX
TOKyMEHTOB”». (DenepaibHOE apXMBHOE areHTCTBO. [DnekTpoHHbId  pecypc|. URL:
https://archives.gov.ru/documents/prikl_2017.shtml

[Ipuka3 Pocapxusa ot 01.09.2017 Ne 143 «O6 yTtBepxaenun [lopsiika ncroibp30BaHus apXUBHBIX
JOKYMEHTOB B F'OCYJapCTBEHHBIX U MyHULIMNAIBHBIX apxuBax Poccun». denepanbHOE apXUBHOE
areHTcTBO. [ dnekTponHsIii pecypc]. URL: https://archives.gov.ru/documents/prik143_2017.shtml
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32.

33.

34.

35.

36.

37.

38.

39.

40.

ITpuka3 Pocapxusa ot 11.04.2018 Ne 42 «O0 ytBepxxkaenuu [IpumepHOro nojgoxenus od apxuse
opranm3anumny. DenepasbHOE APXMBHOE  aAreHTCTBO. [OnekTpoHHbIM  pecypc]. URL:
https://archives.gov.ru/documents/prik42_2018.shtml
IIpuka3z PocapxuBa ot 11.04.2018 Ne 43 «O6 ytBepxkacHuu I[IpruMepHOTro MOIOKEHUS
00 SKCIepTHOM KOMHUCCHM opranuzanun». denepanbHoe apXUBHOE areHTCTBO. [DJIEKTPOHHBIN
pecypc]. URL: https://archives.gov.ru/documents/prik43_2018.shtml
ITpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O6 ytBepxknenun IIpuMepHOl WHCTPYKIMU
10 JIEJIONPOU3BOJICTBY B IOCYJapCTBEHHBIX OpraHu3alusx». denepajbHOE apXUBHOE areHTCTBO.
[DnexTponnsiit pecypc]. URL: https://archives.gov.ru/documents/prik44 _2018.shtml
[Tpuka3 PocapxuBa ot 25.02.2019 Ne 30 «O6 yrBepxkaeHun IIpuMepHOro MOIOKEHHS
o LenTpanbHoM apxuBe (enepaibHOTO OpraHa rocylIapCTBEHHON BJIAcTHU, HHOTO (enepaibHOTO
roCyJ1IapCTBEHHOI0 opraHa». deaepaibHOE apXUBHOE areHTCTBO. [DnekTponHsid pecypc]. URL:
https://archives.gov.ru/documents/prik30_2019.shtml
[Ipukaz PocapxuBa ot 25.02.2019 Ne 31 «OO6 yrtBepknenuu IlpuMepHOro mONOKEHUS
o LleHTpanbHOM dKCIIEPTHON KOMUCCHH (heepaibHOTO OpraHa roCyJapCTBEHHOH BJIACTH, HHOTO
(denepanbHOro rocyaapCcTBEHHOTO oprana». denepanbHOe apXUBHOE areHTCTBO. [DICKTPOHHBIN
pecypc]. URL: https://archives.gov.ru/documents/prik31_2019.shtml
[Mpuka3z PocapxmBa ot 22.05.2019 Ne 71 «O06 yrtBepxknmenuu IlpaBuin Aemompou3BOACTBa B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMoympaBieHHs». DenepanbHOoe apXHUBHOE
areHTCTBO. [dnekrponHsiid pecypc]. URL: https://archives.gov.ru/documents/prik71_2019.shtml
[Tpukas Pocapxusa ot 20.12.2019 Ne 236 «O06 yrBepkaennu [lepedns TUIOBBIX YIPaBIEHYECKIX
apXUBHBIX JOKYMEHTOB, O0pa3yIOIIUXCs B MPOIECCE IEATEIbHOCTH TOCYIapCTBEHHBIX OPTraHoB,
OpPraHOB MECTHOI'O CaMOYIpPAaBJIEHUS M OpraHu3alui, ¢ yKa3aHWEM CpPOKOB HMX XpaHEHHUS.
®denepasibHOE apXUBHOE areHTCTBO. [DnexTpoHHbII pecypc]. URL:
https://archives.gov.ru/documents/prik236_2019.shtml
[Ipuka3z PocapxuBa ot 20.12.2019 Ne 237 «OO0 ytBepkaeHuun WHCTpyKIMM MO NPUMEHEHUIO
IlepeuHs TUNOBBIX YNpPaBIEHYECKUX AapXMBHBIX JOKYMEHTOB, 00pa3yloluxcs B Ipolecce
JEATEIBHOCTH I'OCY IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPAaBJICHUs U OpraHu3alui, ¢
yYKa3aHHEM CPOKOB XpaHeHMs». DenepanbHOe apXUBHOE areHTCTBO. [ Di1ekTpoHHbIi pecypc]. URL:
https://archives.gov.ru/documents/prik237_2019.shtml
ITpuka3 PocapxuBa ot 02.03.2020 Ne 24 «OO0 ytBepkaeHuu IlpaBus opraHuzanu XpaHEHHUS,
KOMIUIEKTOBaHMsSI, ydé€Ta M HCIIOJIb30BaHMSI JOKYMEHTOB ApxuBHoro ¢onga Poccuiickoi
®denepally U APYruX apXUBHBIX JOKYMEHTOB B IOCY/JAapCTBEHHBIX U MYHUIIMIAIbHBIX apXUBaX,
My3esiX W OuOIMOTeKax, HayuyHbIX OpraHuzanusx». @PenepajibHOE apXHWBHOE AareHTCTBO.
[DnexTponnsiit pecypc]. URL: https://archives.gov.ru/documents/prik24 _2020.shtml
ITpuka3 PocapxuBa ot 25.06.2020 Ne 75 «O06 yrBepxxaenuu Ilopsiaka nmpu3HaHUS TOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuyu HaXOIAMUMMHUCS B HEYAOBJIETBOPUTEILHOM
¢dusnyeckoM coctosHum». DenepanibHOE apXMBHOE areHTCTBO. [DnekTpoHHBIH pecypc]. URL:
https://archives.gov.ru/documents/prik75_2020.shtml
[Ipuka3 PocapxuBa ot 09.12.2020 Ne 155 «O06 ytBepxknenuu [lpaBun opranuzanuu XpaHeHUs,
KOMIUIEKTOBaHMSI, y4é€Ta M HCIOJIb30BAHUS HAyYHO-TEXHUYECKOW JOKYMEHTAIlMM B OpraHax
roCy/1JapCTBEHHOW  BIACTH, OpraHax MECTHOTO  CaMOYINpaBJE€HHs, TOCYIapCTBEHHBIX
Y MYHMIIMIIAJIBHBIX OpraHu3anusx». deaepanbHOe apXUBHOE areHTCTBO. [ DJIEKTPOHHBIN pecypc].
URL.: https://archives.gov.ru/documents/prik155 2020.shtml
ITpuka3 Pocapxusa ot 24.12.2020 Ne 199 «O06 yTBepkaeHnn MeToauuecKux peKOMEeHIaIHi mo
pa3paboTKe MHCTPYKIHMHI O JEeTONPOU3BOICTBY B FOCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
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43.

44,

45,

46.

47.

48.

49,

50.

camoynpasieHus». PenepanbHOEe apXUBHOE areHTCTBO. [ODnekTpoHHBIM pecypc]. URL:
https://archives.gov.ru/documents/prik199 2020.shtml

[Ipuka3 PocapxuBa ot 28.12.2022 No 142 «O06 ytBepkaeHuu llepeuHsi THUIIOBBIX apXHBHBIX
JOKYMEHTOB, OOpa3ymoIIUXCS B HAYYHO-TEXHHYECKOW M TMPOM3BOACTBEHHON MAESITEIbHOCTU
OpraHm3alyii, ¢ yKa3aHHMeM CpOKOB XpaHeHus». DenepanbHOe apXUBHOE areHTCTBO.
[DnexTponnsiit pecypc]. URL: https://archives.gov.ru/documents/prik142_2022.shtml

ITpuka3 PocapxuBa ot 08.08.2022 Ne 111 «OO0 yrBepxaeHuM THIOBBIX HOPM BpPEMEHU H
BBIpaOOTKM Ha paboThl (yCIyrH), BBINOJHSEMbIE (OKa3blBa€Mble) TOCYNApPCTBEHHBIMH U
MYHUIMIAIBHBIMU apxuBamu». denepanbHOE apXUBHOE areHTCTBO. [DJNEKTPOHHBIA pecypc].
URL: https://archives.gov.ru/documents/prik111_2022.shtml

I'OCT 17914-72. «O070KKH J1e]1 JUTUTSIBHBIX CPOKOB XpaHEHHUs. TeXHUUECKHUE YCIOBHS, BBEIEH
[TocranoBnenunem ['occrammapra CCCP or 17.07.1972 Ne 1411 (pen. ot 13.10.1982).
DONeKTpOHHBIM (OHJ TMPaBOBBIX M HOPMATHUBHO-TEXHHUYECKUX JOKYMEHTOB. [DJIEKTPOHHBIN
pecypc]. URL: https://docs.cntd.ru/document/901851999

I'OCT P 7.0.8-2013. «Hanumonanensiii crannapt Poccun. Crucrema ctaHnapToB 10 HH(GOPMAIIHH,
OMONIMOTEYHOMY M HW3JAaTEIbCKOMY Aey. Jlenonmpous3BOACTBO M apXWBHOE Jeno. TepMHHBI U
onpexaeneHus», yrB. [Ipukazom Poccrangapra or 17.10.2013 Ne 1185-cT. DnekTpoHHBIN (QOHT
MPaBOBbIX W HOPMATHBHO-TEXHUYECKMX JOKYMEHTOB. [JnektpoHHbI pecypc]. URL:
https://docs.cntd.ru/document/1200108447

Irroctr P 7.0.97-2016. «Hamuonaneubli crtangapt Poccun. Cucrema craHgapToB
o uHpopMaiuu, OUOIMOTEYHOMY U H3JaTeIbcKoMy Aeny. OpraHu3aluOHHO-PACTIOPSIUTEIbHAS
JIOKYMEHTAIHSI. TpebGoBanus K 0(pOpMIICHHUIO JIOKYMEHTOBY,
yTB. Ilpukaszom Poccranmapra ot 08.12.2016 Ne 2004-ct (pea. ot 14.05.2018). DnexkTpoHHBII
(GOHI TPaBOBBIX M HOPMATHBHO-TEXHHUYECKUX TOKYMEHTOB. [DnekTpoHHBIH pecypc]. URL:
https://docs.cntd.ru/document/1200142871

Metoauueckiue peKOMEHJAUUU MO O0ECHEYEeHHI0 COXPAaHHOCTH ApPXMBHBIX JOKYMEHTOB HpHU
ype3BbluaiiHbix curyauusx / Pocapxus, BHUMJAJL. — M., 2022. ®enepanbHoe apXHUBHOE
areHTcTBO. [DnekTpoHHbld pecypc]. URL: https://archives.gov.ru/documents/methodics/2022-
recommendations-emergency.shtml

Meroanueckue pekomenaanuu kK IIpaBunam opranuszanuu XpaHeHus, KOMIJIEKTOBAHUS, YU€Ta U
UCIONIb30BaHUs JOKyMeHTOB ApxuBHOro ¢gonna Poccuiickoit @enepanuu U Ipyrux apXUBHBIX

JTOKYMEHTOB B rOCYJJapCTBEHHBIX u MYHUIUITATHHBIX apXxuBax, My3esx
u OubnmoTtekax, HayuyHbIX opranuzamusx / Pocapxus, BHUUJAHL. — M., 2022. — 330 c.
®denepasibHOE apXMBHOE areHTCTBO. [DnexTpoHHbIN pecypc]. URL:

https://archives.gov.ru/documents/methodics/2022-recommendations-pravila.shtmi
Mertoanyeckre pekoMeHAaluu 1Mo pa3paboTke (efepalbHBIMU OpraHaMH TOCYAapCTBEHHOU
BJIACTU MPUMCPHBIX HOMCHKJIIATYp ACT Ui TCPPUTOPUATIBHBIX OpPTraHOB W IOABCIOMCTBCHHBIX
opranuzaiuii / Pocapxus, BHUMJIAZ. M., 2018. 29 c. denepanbHoe apXMBHOE areHTCTBO.
[DnekTponnbiii  pecypc]. URL:  https://archives.gov.ru/documents/methodics/2018-metod-
rekomend-nomenklatura-del.shtml
MeTOJII/I'-IeCKI/Ie PEKOMCHOAINN 110 pa60Te C JOKYMCHTaMU 110 JIUYHOMY COCTaBy
B TOCY/IapCTBEHHBIX U MyHUITUTIATFHBIX apXUBax, apxuBax opranuzamuii / Pocapxus, BHUMJIAJL.
M., 2018. 72 c. @enepaibHOE apxXxUBHOE areHTCTBO. [DnekTpoHHbi pecype]. URL:
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtmi
MCTOI[I/ILICCKI/IG PEKOMCHAaIn 110 IMPUMCHCHHIO HpaBI/IJ'I opraHu3anuun XpaHCHU,
KOMIUIEKTOBAaHHUS, y4€Ta M MCIIOJIBb30BaHUS JOKYMEHTOB ApxuBHOro ¢(onna Poccuiickoit
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52.

53.

54.

55.

56.

S7.

58.

59.

60.

61.

@denepauyy U IpYruX apXUBHBIX JTOKYMEHTOB B IOCYAApCTBEHHBIX OpPraHaX, OPraHax MECTHOIO
caMOyTpaBlieHUs W OpraHu3anusax, ofoOpeHsl pemenueMm Kosmnerun PocapxuBa mo Hay4HO-
HCCIIEA0BATENIbCKON U MeToaudeckoil padore 26.04.2018. denepanbHOE apXMBHOE areHTCTBO.
[DnexTponnsiii pecypc]. URL: https://archives.gov.ru/sites/default/files/metod-recommendation-
2018.pdf

Metoanyeckre peKOMEeHAauu «IDKCIepTu3a HEeHHOCTH U oTOop B coctaB ApxuBHoro ®onna
Poccuiickoit ®enepanuum JOKYMEHTOB IO JMYHOMY COCTaBy», coryacoBansl ¢ [[OIIK
npu Pocapxuse 23.12.2014. ®@enepanbHOe apXUBHOE areHTCTBO. [DnIeKTpoHHBIN pecypc]. URL:
https://archives.gov.ru/documents/metod-rekomend_expertise-lichny-sostav-2014.shtml
Mertoanyeckue pekomeHnanuu «CocTaBlieHHe apXUBHBIX OMUCEH B AIIEKTPOHHOH (popme m ux
UHTErpanusi B HMHGPOPMAIMOHHYI0 HMH(PPACTPYKTYpY TOCYAAPCTBEHHBIX W MYHHUIUIAIbHBIX
apxuBoBy». Pocapxus, BHUUA/. M., 2013. ®enepanbHoe apXMBHOE areHTCTBO. [ DJIEKTPOHHBII
pecypc]. URL: https://archives.gov.ru/sites/default/files/rekomendation-vniidad-opis-2013.pdf
Meroanueckue pexkomeHgauuu «OmnpeaeseHne OpraHUu3alui-UCTOYHUKOB KOMIUIEKTOBAHUS
rOoCy/IJapCTBEHHBIX M MYHULMIAIbHBIX apXuBOB», coryiacoBanbl ¢ L[OIIK npu Pocapxuse
30.10.2012.  ®epepasibHOE  apXWMBHOE  areHTCTBO.  [DnekTpoHHbBIM  pecypc].  URL:
https://archives.gov.ru/documents/rekomend_organization-istochniki-komplektovaniya.shtml
Metoauueckue peKOMEHJAlMM M0 HCIOJHEHHUIO 3alpoCOB COLMAIBHO-TIPABOBOTO XapakTepa.
Pocapxus, BHUMJIA/l. M., 2011. ®enepaibHOE apXMBHOE areHTCTBO. [ DJIIEKTPOHHBIN pecypc].
URL: https://archives.gov.ru/documents/methodics/recommendations-socially-legal-
inquiries.shtml

OTbop Ha TOCYHapCTBEHHOE XpaHEHHE YIPABICHYECKUX JOKYMEHTOB, OOpPa3yIOIIUXCS
B JIEATENbHOCTHM  HEroCyJapCTBEHHbIX  OpraHu3aluil. Meroauueckue  peKOMEHJAluu
(omo6pens! LIDIIK Pocapxusa 15.12.1996). — M., 1997. — 58 c. ®eaepanbHOe apXUBHOE ar€HTCTBO.
[DnexTponnsiit pecypc]. URL:

PexoMenganuu 1o KOMIJIEKTOBaHMIO, YUETY U OPTaHU3AIMM XPaHEHUS 3JIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB B apxuBax opranusauuil. Pocapxus, BHUNJIA/L. M., 2013. ®enepasibHOE apXUBHOE
areHTCTBO. [DNeKTpOHHBIN pecypc]. URL:
https://archives.gov.ru/sites/default/files/rekomendation-vniidad-edoc-arch-2013.pdf

CnoBapp BHIOB M Ppa3HOBUJHOCTEH COBPEMEHHOH  yNpPaBIEHYECKOM JTOKYMEHTAllUH.
Pocapxus, BHUMJIA/l. M., 2014. ®enepanbHOe apXUBHOE areHTCTBO. [ DJIEKTPOHHBIN pecypc].
URL.: https://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf
OyHKIMOHANbHBIE TpeOoBaHUS K HWHGOPMAIMOHHBIM CHCTEMaM apXUBOB 3JEKTPOHHBIX
nokymeHToB opranmszaiuii. Pocapxus, BHUMNJIAL. M., 2014. denepanbHoe apXUBHOE ar€HTCTBO.
[DnekTponnbiii  pecypc]. URL:  https://archives.gov.ru/sites/default/files/2014-functional-
requirements-inform-systems-organizations-archives.pdf

bacakos, M.U., JlokymMeHTallmoHHOE oOecrieueHre ynpaBieHus (C OCHOBaMHU apXUBOBEICHHUS) :
yuebnoe nocooue i CIIO / M.U. bacakoB. — Mocksa: M3natensctBo KHoPyc, 2022. — 216 c. —
Texct : HenocpencTBeHHbid. — ISBN: 978-5-406-09983-4.

byposa, E. M., MypaBseBa, H. A. CnpaBouHUK MO apXuUBHOMY JeNy JUisi paOOTHUKOB
opranuzanuii. — (Cepus «YrpaBiaeHdeckas 0e30macHOCTh» / o ool pea. A. b. besdopomosa). —
M.: Tepmuka, 2018. — 396 c. — Teker : HenocpencTBeHHbIi. — ISBN: 978-5-6040204-4-9.
Beperexuna, C.B., HerocymapcTBeHHBbIE CTPYKTypbl U ayTCOPCHHT B apXMBHOM Jieje
monorpadus / C.B. Beperexuna. — Mocksa: UznarensctBo Pycaitne, 2022. — 128 c. — Tekcr :
HenocpeacTBeHnbiit. — ISBN: 978-5-4365-8006-7.
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67.

68.

69.

70.

71.

72.

Eropos, B.Il., CnunbkoB, A.B. OOecnieueHue COXpaHHOCTH, pecTaBpalus M KOHCEpPBAIUSA
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
IMPO®ECCHUOHAJIBHOI'O MOAYJIAA

Kon n HaumeHoBaHue
po¢eCCHOHATBHBIX
¥ OOIIMX KOMIICTCHIIHM,
bopMHUpyEMBIX
B paMKax MOAYJIs

Kputepuu onenku

MeToOb! OLIEHKHU

IIK 2.1. Co3znanue JToKaIbHbIX HOPMATHUBHBIX AHanu3 U OIeHKa
Ocy1ecTBIsTH JIOKYMEHTOB U MPOTOKOJIOB 3aCeIaHHi peleHuit mpoOIeMHBIX
KOMILJICKTOBAHUE HKCHEPTHONH KOMUCCHH OpTaHU3aLNH. CUTYyalui, IpA
aApXUBHBIMHU JIeJIaMH [IpoBeneHue s3KCepTU3bI LIEHHOCTH BBITIOJTHEHUH
(ToKyMeHTaMHn) JIOKYMEHTOB OpraHU3alHH. MPAaKTUYECKHUX padoT.
apXuBa OpraHu3aIiu TectupoBanue.
3auétel mo M/IK,
aTTecTaius 1o
IIPOU3BOJCTBEHHON
MIPAKTUKE; YK3aMEH
KBaJIM(DUKALIMOHHBIN
o 1IM 02
I1K 2.2. VY4ér apXUBHBIX 1€ (JOKYMEHTOB)
Bectu yué€T apXMBHBIX 1€ | TOCTOSTHHOTO U BPEMEHHOT'O XpaHEHUSI.
. . TectupoBanue.
(ITOKyMEHTOB), Yuér hoHA0B U onucel apXUBHBIX €T
N OneHka o uroram
B TOM YHCJIE (1oKyMEHTOB). YU€T BbIJaul apXUBHBIX
BBITIOJTHEHUS
C UCIOJIb30BaHHEM nen (I0KyMEHTOB) U3 apXUBOXPaHWINIIA U
.. MPAKTUYECKHUX PadoT.
ABTOMATH3MPOBAHHBIX UX BO3Bpara. YUET U KOHTPOJIb Mepeaadn .
3auétel mo M/IK,
cucTeM apXUBHBIX A€l (JIOKyMEHTOB) B
. . aTTecTaius mo
TOCY/IapCTBCHHBIN/ MyHHUIIUITATHHBIA apXUB .
) MIPOU3BOICTBEHHOMN
WM Ha UHOE BHEIIHEEe XpaHeHue. YUéT u
MIPaKTUKE
PO3BICK HEOOHAPYKEHHBIX J1€7T
(moxymenToB). Beagenue nen honmos
IIK 2.3. Coznanune onucei nen (JOKyMEHTOB)
OcymiecTBiATh OpraHu3al1K TOCTOSIHHOTO CPOKa
XpaHEHUE apXUBHBIX JICTT XpaHEeHHUS U 110 JIMIHOMY COCTaBY.
(TOKyMEHTOB) Pa3menienne apXuBHBIX €7 (TOKYMEHTOB)
C IOCTOSTHHBIM CPOKOM B apXMBHBIX XPAHIIHIIAX B COOTBETCTBHHU C | AHAJIU3 U OL[CHKA
XpaHeHus BBIOpAHHOM CXeMOH KIacCU(pUKALIUU U peleHnui mpoOIeMHBIX

Y 110 JTUYHOMY COCTaBYy
B ApXMBE OpraHU3aluu

CUCTEMaTHU3aIiu el (JOKYMEHTOB).
Co3nanue u obecrieueHre peKUMOB
XpaHEHUs! apXUBHBIX /€] (TOKYMEHTOB).
IIpoBepka HanMUMs U COCTOSIHUS ApXUBHBIX
nen (1okyMeHTOB). BeisiBieHne u yuér
ApPXUBHBIX A€M (JIOKyMEHTOB), TPEOYIOLTUX
pecTaBpalliOHHON, KOHCEPBAlMOHHO-
NpOPUIAKTUYECKON U TEXHUUECKOM
0o0paboTtku. [lonroroBka ycmoBui 1ist
o0ecreyeHns: COXpaHHOCTH apXUBHBIX JIEJT
(TOKyMEHTOB) B 0COOBIN TIEPHOJT U
Ype3BbIYAHBIX

cutyauusax. OcyiiecTBIeHue KOHTPOJIS
JBUKEHMSI apXUBHBIX J1e]1 (JOKYMEHTOB) U

CUTyaluH, Npu
BBITIOJTHEHUH
MPAaKTUYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTalus 1o
IIPOU3BOJICTBEHHOU
MIPaKTUKE; FK3aMEH
KBaJTM(PUKAITMOHHBIN
o [IM 02
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ux gusudeckoro cocrosinus. [logroroska u
nepeaada apXuBHBIX JeN (JOKyMEHTOR)
B T'OCY/IapCTBEHHBIN/ MyHHUIIUTIATHHBINA
apXMB WM Ha NHOE BHEIIHEE XPaHEHUE

K 2.4.

OcCy1ecTBIISITh
XpaHEeHHe,
KOMILIEKTOBAaHHE, YUET U
HCIOJIL30BaHHUE JCTT
(TOKYMEHTOB)
BPEMEHHOTO XpaHEHUS

Yu4ér onuceit 1e1 BpEMEHHOTO XpPaHEHUs
CTPYKTYPHBIX IIOJpa3esICHUI
OpTraHu3alMH B TPAJUIIMOHHOM H B
JIeKTpOHHOM Buje. CucreMaTusanus aei
(1O0KYyMEHTOB)

BPEMEHHOI'O XpaHEHHUs, IPUHSATHIX OT
CTPYKTYPHBIX TOpa3/ieeHHHA
OpraHu3alyy, 1JIs pa3MeIIeHus B
XpaHWIMILE apXUBa OPTaHU3aLHH.
KoHTposb BeIIauM B ONlepaTUBHOE
I10JIb30BaHUE eIl (IOKYMEHTOB)
BPEMEHHOTI'O XpaHEHUs U UX BO3BpaTa.
[IpoBencHue

9KCHEPTU3bl HEHHOCTHU e (JOKYMEHTOB)
BPEMEHHOTO XpPAaHCHHUS B apXHBE
opranu3zaiuu. [Toaroroska aen
(1OKyMEHTOB)

BPEMEHHOTI'O XpaHEHHUs], IPUHSATHIX OT
CTPYKTYPHBIX HIOJpa3IesICHH, Ha
yHuuTOoxeHue. CozjaHue akToB O
BBIJICJICHUU Ha YHUUITOXKEHUE JIEIT
(TOKYMEHTOB) BpPEMEHHOTO

XpaHEeHHS C HCTEKIIMMHU CPOKAMH,
IPUHATBIX OT CTPYKTYPHBIX
MOJIpa3IeJICHUI

AHanus 1 oleHKa
pelieHnii TpoOIEMHBIX
CUTYyalHH, Ipu
BBITIOJIHCHUH
MPAKTUYECKHUX PadoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTaIus 1o
MIPOU3BOJCTBEHHOMN
MPaKTHUKE; YK3aMEH
KBaJIM(DUKAIIMOHHBIH
o [IM 02

[1K 2.5. [Tognepxka B akTyaJIbHOM COCTOSIHUU AHanu3 1 OLleHKa
OcyecTBisTh JIEKTPOHHBIX HH(OPMAIIMOHHO-TIOMCKOBBIX | PEIICHUH MPOOIEMHBIX
UCIIOJIb30BaHUE CHCTEM apXHBa B JOKYMEHTHPOBAHHBIX CUTyaluH, npu
ApPXUBHBIX €I cdepax AeaTeIbHOCTH OpraHU3aIIH. BBITIOJTHEHUH
(TOKyMEHTOB), CocraBiieHre CpaBOYHO-TIOUCKOBBIX MPaKTUYECKUX padoT.
B TOM YHCJIE CPEICTB TectupoBanue.
C UCIIOJIB30BAaHUEM K apXMBHBIM JieJIaM (JOKyMEHTaM), 3auétel mo M/IK,
aBTOMAaTU3UPOBAHHBIX YYTEHHBIM B apXUBE U B aTTecTanus 1o
CUCTEM JIOKYMEHTHPOBAHHBIX chepax IIPOU3BOJICTBEHHOU
JesATeNIbHOCTH opranu3anuu. [loaroroska IIPAKTHKE,;
OTBETOB Ha 3aIPOCHI APXUBHBIX JIEJI 9K3aMeH
(moxymenToB). [lonroroBka paboThbI KBaJTM(PUKAITMOHHBIN
M0JIB30BATEIEH B YUTAIBHOM 3aJIe apXHUBa o 1IM 02
OK 01. Br16op criocoba pemienust 3a1a4 KonTpons
Br16upaTs criocoOsr npo¢eCCHOHATBHOU IEeATETLHOCTH BBITTOJTHEHUS
peleHus 3a1ad MIPUMEHUTEIBHO MIPAKTUYECKUX
npodeCCHOHATBHON K Pa3IMYHBIM KOHTEKCTaM 3aaHuM.
ACATEIBHOCTU Y CTHBIN WM TECTOBBIN
MPUMEHUTEIBHO K KOHTPOJTb
Ppa3JIMIHbIM KOHTCKCTaM TEOPETUYECKUX
3HaHUM.

25



AHanu3 ¥ OlleHKa
perieHui mpoOIeMHBIX
CUTYaLUil.
[TpoBepounbie pabOTHI
IO KAXIOU TEME.

ATTecTanus mo

MPOU3BOJACTBEHHOMN

MIPaKTHKE.
OK 02. Hcnonb3oBaHne COBPEMEHHBIX CPEICTBA KonTponb
Hcnonb3oBath MOMCKA, aHaJIU3a U UHTEPIPETALINU BBITIOJIHCHUS
COBPEMEHHBIE CPEJCTBA nH(pOpMaLIUY, U UCTIOIb30BAHUE MIPAKTUYECKUX
MOMCKA, aHAIN3a U MH()OPMAIIMOHHBIX TEXHOJIOTUH JIJIst 3a/1aHuM.
WHTEPIPETALNH BBINIOJTHEHUS 3a7a4 IpodheCcCUOHATIBLHOM VY CTHBIN WIA TECTOBBII
I/IHq)OpMaLII/II/I, u ACATCIIBHOCTH. KOHTPOJIb
MH()OPMAIMOHHBIE TEOPETUUYECKUX
TEXHOJIOTUU IJI 3HAHWMN.

BBINIOJIHCHHA 3a1a4

AHanu3 1 olleHKa

NpodeccHOHaNbHOH peneHuii mpobIeMHbIX

JIEATETbHOCTH CHTYaIHii.
[IpoBepounbie pabOTHI
10 KaXXI0U TEME.
ATTecTanus mo
IIPOU3BOJCTBEHHON
MIPaKTHUKE.

OK 04. B3aumoneiictBue u pabota B koyiektuBe U | KoHTpoib

DddexTuBHO KOMaH/Ie BBITIOJTHEHUS

B3aUMO/IEHCTBOBATh U MPaKTUYECKUX

paboTath B KOJUIEKTHUBE U 3aaHUM.

KOMaHzIe VY CTHBIN WA TECTOBBIN
KOHTPOJIb
TEOPETHUECKUX
3HAHUU.

AHanus u orieHKa
peleHnit mpoOIeMHBIX
CUTYaLUi.
[TpoBepounbie pabOTHI
10 KaXKI0H TEME.
ATTecranms no

MPOU3BOJACTBEHHOMN
MpPaKTUKE.
K 05. TBJIEHUE YCTHOW U MMCbMEHHOMN
OK 05 Ocy1iecTBieHUE YCTHO CBMEHHO KoHTpOJh
OcCylecTBISITh YCTHYIO U KOMMYHUKAIIUHA Ha TOCYAapCTBEHHOM BEITOTHCHIS
MUCbMEHHYIO s13p1ke Poccuiickon @enepaunu ¢ y4éToM
. MPaKTUYECKUX
KOMMYHUKAIMIO Ha 0COOEHHOCTEH COMATIBHOTO 1 safaHuit
TrOCYIapCTBEHHOM SI3bIKE KYJbTYPHOTO KOHTEKCTA " .
o VY CTHBIN WK TECTOBBII
Poccniickoit denepanyu ¢
N N KOHTPOJIb
y4€TOM 0coOeHHOCTEeH
TEOPETUUYECKUX
COIMANBHOTO U peT
3HAHUM.

KYJbTYPHOI'O KOHTCKCTA
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AHanu3 ¥ OlleHKa
perieHui mpoOIeMHBIX
CUTYaLUil.
[TpoBepounbie pabOTHI
IO KAXIOU TEME.

ATTecTanus mo

MPOU3BOJACTBEHHOMN
MIPaKTHKE.
OK 09. Hcnons3oBanue nmpodeccnoHanbHOM KonTponb
[Tonb3oBaThCs JIOKYMEHTAIlMU Ha TOCYAapCTBEHHOM U BBITIOJIHCHUS
npodeccuoHanbHOM WHOCTPaHHOM SI3bIKax MIPAKTUYECKUX
JIOKYMEHTallUEN Ha 3aJaHUM.
roCy1apCTBEHHOM U VY CTHBIN WA TECTOBBIN
HHOCTPAHHOM A3bIKax KOHTpPOJIb
TEOPETHUYECKUX
3HaHUM.

AHanu3 1 olleHKa
penieHui mpoOIEeMHBIX
CUTYyalH.
[IpoBepounbie pabOTHI
0 KaXIOU TEME.
ATTecTanus mo
MPOU3BOJACTBEHHOMN
MPaKTHUKE.
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5. JIMCT M3MeHeHHii U 10N THEHUI, BHECEHHBIX B pa004yl0 MporpaMmmy

No MN3MCHCHUA, JaTa U3MCHCHU A, Ne CTpaHUIbI C ©BMCHCHUCM

BbILJIO

CTAJIO

OcHoBaHue:

IToanuce nuiia BHECIIErO0 U3BMEHEHUS
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