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«ApXHBapuyc»

kBanpukanus — 3 pa3psaa, koa npopeccuu 20190

Kareropus ciymareneii — 1uI, UMEIOIIUX OCHOBHOE oOIiee U (Win) cpenHee odmiee
obpasoBaHue.

Cpox peanmzaruu nporpammbl: 250 gacos

r. Tromenn
2021 rox



COJEPKAHUE

ITosicHuTe/IbHAA 3alIHCKA
HanpasieHHOCTB MPOrpaMMBI.
AKTyanbHOCTb, HOBU3HA.

Ilenp u 3a1a4n IPOrpaMMmBl.
Kareropus ciymareneil.

DopMBI 3aHATUH.

Kanennapuslii yueOHblIii rpaduk.
[Inanupyemsle pe3yabTaThl.
Oco0OplIe yclIoBHsI TOMTyCKa K paboTe.
DopMBbI KOHTPOJISL.

Y4eOHO-TeMaTHYECKHH IUIAH U COIePKAHUE TPOTrPaAMMBbI
Y4eOHO-TeMaTH4eCKHil M1aH.
Copepxanue nporpaMMmbl IpodecCHOHATBLHOT0 00yUeHUs K ApXUBAPHYC»

Y4yeOHO-MeTOANYECKOE O0ecTieYeHre MPOrpaMMbl.
[Tepeuens cpenctB UKT, HEOOXOMUMBIX JIJIsl peai3aliiy IPOTrPAMMBI.
O1ieHOYHBIE MaTEPHUAIBI.
Cnucok nureparypsl.



l. IMosicHUTENBLHASA 3aNIHCKA

OO6pazoBaTenpHas mporpamMma MpohecCHOHATBLHOTO 00y4YeHUs «ApxuBapuyc» (maiee —
nporpaMmma) papaboTaHa Ha OCHOBAaHUU CIIEIYIOIIMX HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB:

- Ilonoxenus ct.76 ®enepanpbHoro 3akoHa or 29 nekabps 2012 1. Ne 273-03
«O06 obpazoBanuu B Poccuiickoit deneparumy;

- Ilpukaza MunucrtepctBa oOpazoBanuss W Hayku P®D ot 1 wumroms 2013 r. Ne 499
«O0 yTBep:KIEHHH MOpsAKa OPraHU3allui U OCYLIECTBJICHUS 00pa30BaTEIbHOU NEATENLHOCTH IO
JOTIOTHUTEIBHBIM TPO(ECCHOHATIBHBIM [TPOTPAMMaM;

- Ilpukaza MunucrepctBa oOpasoBanuss u Hayku P® or 2 wmons 2013 1. Ne 513
«O06 ytBepxknenun Ilepeuns mpodeccuit paboumx, MJOMKHOCTEH CIyXKalluX, IO KOTOPHIM
OCYIIECTBIISIETCS MPOPECCHOHATEHOE 00yUCHUEY;

- IIpodeccuonanphHoro cranmapra «CrenuanucT apxuBa», YTBEPKIECHHOTO MPUKA30M
MunuctepceTBa TpyAa U connanbHou 3amuTel Poccuiickoit @enepanuu ot 18.03.2021 Ne 140H.

Leas mporpaMmmsbl: GOpMUPOBAaHHE TEOPETUYECKUX 3HAHUW W NPAKTUYECKUX HABBIKOB JUIS
npodeccuoHaNbHOM e TEIbHOCTH B cpepe apXUBHOTO JieNa, JOKYMEHTOBEICHUS, apXUBOBEICHNUS.

CaymareJsiMH SBJISIOTCS JIMIIA, UMEIONE OCHOBHOE o01iee u (W) cpeaHee oo1iee oOpa3oBaHue.
B rpynne 3anumarorcs ot 4 1o 10 yenosek.

®opmMbI 00yUYeHHS.
OYHO-3a04Hasl, 3a0YHasi C MPUMEHEHHEM OHJIEKTPOHHOIO OOYy4YeHMs] U JAUCTaHIIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTUH.

Kanennapuvblii yueOHbIi rpaduk.
[Iporpamma paccunrana Ha 250 akaIeMUYEeCKHUX YacOB.

Pexxnm padoThl Y4eOHOI0 eHTpAa:
[TonenensHuk — nsatauna ¢ 9.00. 1o 21.00
Cy660Ta ¢ 10.00 no 18.00
Bockpecense — ¢ 10.00 1o 16.00

IInanupyemsie pe3ybTaThbl.

CriymaTtenn qOKHBI 3HATH:

- HOpPMAaTUBHBIE TNpaBoOBble akThl Poccuiickoit ®Penepauuu B 00JACTH apXMBHOTO Jeia U
YIPAaBIEHUS TOKYMEHTaMH;

- HOpPMaTUBHBIE IpaBOBble akThl Poccuiickoit @enepamuu B ob6iractu HHDOpMAIHH,
MH(QOPMALIMOHHBIX TEXHOJIOTUH, 3aliuThl MH(OpMAlUM M NEPCOHANBHBIX NaHHBIX, LU(POBOH
TpaHchopmanuy,

- HOpMaTUBHBIE TIPaBOBBIC akThl Poccuiickoit Deaepannu B 001acTH KOHPUIACHITUATBHOCTH
uH(popMaIuy;

- JIOKaJIbHbl€ HOPMAaTHBHbIE AKThl OPraHU3alMU B 001acTH OOECIEeYeHHUs COXPAHHOCTU el
(ITOKyMEHTOB);

- YCIIOBHUSl COCTAaBJICHHs JOTOBOPOB HAa pEalM3alUI0 YCIYr ayTCOPCHUHIOBOIO WM HHOTO
BHEIIHETO XPAHEHNUS;



- MOOMIJTM3AIIMOHHBIC TUTAHBI apXUBA, IJIAHBI ABAKyaluu ey (JOKYMEHTOB);
- IpaBUJIa XpaHEHUs Jel (JIOKYMEHTOB) B COOTBETCTBUH C UX THUIIAMU,;

- TOpAAOK (HOPMUPOBAHHS JOKYMEHTOB B KOMIUICKTHI, TPYTIITHI, THITHI,

- CPOKH BBITIOJIHEHUS PadoT;

- TpebOBaHUs K YCTAaHOBJICHHBIM HOPMaM BBIPaOOTKH;

- TpeOOBaHUS OXpaHbI TPY/A.

yMeThb:

- CHCTeMaTH3UpOBAaTh Jeia (HOKyMEHTHI);

- pa3Memiarth apxXuBHBIC JeNa (JOKYMEHThI) Ha MeCTaX XpaHEHUS B COOTBETCTBUU C
HOPMaTUBHBIMH TPeOOBaHUSMU B 00JaCTH apXUBHOTO Jiejia U YIPaBIEHUS TOKyMEHTaMH;

- obecrieunBaTh HOPMATHBHBIC PEKUMBI XPAHEHHUSI apXUBHBIX el (JIOKYMEHTOB) Ha JTHOOBIX
HOCUTEJISX;

- POBOJUTH MPOBEPKY MOJIHOTHI COCTABA APXUBHBIX JOKYMEHTOB B €IUHUIIAX XPAaHCHUS,

- IPOBOJUTH OMMCAHUE APXUBHBIX JIeN (JOKYMEHTOB);

- COCTaBIIATH CIIPABOYHO-TIOMCKOBBIC CPEICTBA K APXUBHBIM JIeJIaM (JIOKYMEHTaM);

- BECTU YY€T ¥ KOHTPOJIb BbIAUM apXUBHBIX JIeN (JJOKYMEHTOB) U3 apXUBOXPAHUIIUIIA U UX
BO3BpaTa,

- BECTUM yYeT M KOHTPOJb Iepenayd Jen (JIOKyMEHTOB) Ha ayTCOPCHHI WJIM BHEIIHEE
XpaHEHUE U MpueMa JIel ¢ ayTCOPCUHTA WJIM BHEITHETO XPAHCHUS;

- MPOBOAMTH TIOJMCTHYIO MTPOBEPKY (PU3MUECKOTO COCTOSHUS JeN (JOKYMEHTOB);

- pa3bICKMBATh HEOOHAPYKEHHBIE J1eTa (JOKYMEHTHI);

- paboTaTh C HCTOUHUKAMU KOMILJICKTOBaHMSI apXUBa;

- IPUHUMATh apXUBHBIE JieTa (JOKYMEHTHI) Ha TIOCTOSIHHOE WJIH JOJTOBPEMEHHOE XPaHEHHE;

- co3JaBaTh apXWB OpPraHU3allUd — HMCTOYHHMKA KOMIUJIEKTOBAHMSI TOCYAAPCTBEHHOTO WIIU
MYHHIIUITATLHOTO apXUBa,;

- CO3/laBaTh apxWB OpraHU3alyd, HE SBIAIOMMNACA HCTOYHUKOM KOMILIEKTOBAHUS
rOCy/IapCTBEHHOTO UM MYHUITUTIAIIBHOTO apX1Ba,

- POBOJUTH MACIIOPTU3ALIMIO apXHBa OPraHU3alINY;

- HCIONB30BaTh  COBPEMECHHBIE  aBTOMATH3MPOBAaHHBIC,  WH(MOPMAIMOHHBIE U
TEJIEeKOMMYHUKAIIMOHHBIE TEXHOJIOTUH JJOKYMEHTUPOBAHHBIX cep AesTEIIbHOCTH OpraHu3aliuy,

- 3aIUIIaTh HHQOPMAIIMOHHBIE PECYPCHI apXUBa OT HECAHKIIMOHHPOBAHHOTO JOCTYTIA.

BJIaJICTh HABBIKAMMU:

- ONpEeneNeHnss CXeMbl KJIAaCCH(UKAIWU apXUBHBIX /€N (JOKYMEHTOB) JUISI MOCTOSHHOTO
XpaHEeHHUS;

- OINpENENeHNs] CXeMbl CHUCTEMATH3allMM apXWBHBIX A€l (JOKYMEHTOB) NPH ITOCTOSHHOM
XpaHEHUH Ha OCHOBE BHIOPAHHON CXEMbI KIacCU(UKAIIH;

- IPOBEICHNS SKCIIEPTHU3bI IEHHOCTH JJOKYMEHTOB, IIOCTYTAIONINX HA ADXUBHOE XpaHEHHE;

- pa3MelIeHUs apXHUBHBIX /€1 (JOKyMEHTOB) B apXMBHBIX XPaHWIUIIAX B COOTBETCTBUH C
BBIOPAHHOW CXEMOM KiacCHUUKAIIUU U CUCTEMAaTU3AIMH J1e] (JIOKYMEHTOB);

- CO3/1aHUs M 00ecreueHHs pSKUMOB ITOCTOSIHHOTO XpaHEHHs apXUBHBIX JIEJT (JIOKYMEHTOB);

- TIPOBEPKH HAJIMYMUS U COCTOSHUS apXMBHBIX el (JOKYMEHTOB) Ha CTaJWU TOCTOSHHOTO
XpaHEeHHUS;

- BBIBJICHUS W YydYeTa AapXUBHBIX /€N (JOKYMEHTOB), TpeOYyIOUIMX pecTaBpannOHHOH,
KOHCEPBAIIMOHHO-TIPO(PUIAKTHUECKON U TEXHUYECKON 00paboTKHy;

- TOJTOTOBKH YCJOBUHM IJIsi OOECIEYEHUS COXPAaHHOCTH apXWUBHBIX JA€1 (JOKYMEHTOB) B
0COOBII MepHO U YpE3BBIYANHBIX CUTYALIUSAX;



- OCYUICCTBJICHHSI KOHTPOJIS JIBMKCHUS apXUBHBIX NIl (JOKYMEHTOB) M MX (PU3HUECKOTO
COCTOSIHHS,

- IOATOTOBKY apXMBHBIX €T (OKYMEHTOB) ISl TIepelavyd Ha ayTCOPCUHTOBOE MJIM BHEIITHEE
XpaHEeHUe,

- 3aKa3a, nepeaayu e (JOKyMEHTOB) Ha ayTCOPCUHT WM BHEIITHEE XPaHCHHE;

- BEACHUS CIITMCKA UCTOYHHUKOB KOMITJICKTOBAHUA apXI/IBa;

- OCYIIIECTBIJICHUS paOOTHI TIO BBISIBIICHHIO HOBBIX HCTOYHHKOB KOMIUICKTOBAHUS apXHBA,;

- HCKJIIOYCHUA opraHmaqu/'I, (1)I/I3I/I‘-IGCKI/IX JIUI K3 CIINCKa HCTOYHHUKOB KOMIIJICKTOBAHUA
apXx¥Ba BCJICICTBUE MPEKPAIICHUS ICATEIEHOCTH HIIH OTCYTCTBHSI IEHHOCTH;

- KOHCYJIbTUPOBaHHUA PAOOTHUKOB MCTOYHHKOB (OPMHUPOBAHHUS APXUBOB IO BONPOCAM
XpaHeHus Ae (JOKyMEHTOB);

- OCYHICCTBJICHUSA SKCIICPTU3bI HCHHOCTU Pa3JIMYHBIX TUIIOB U BU10B ,Z[OKyMeHTOB;

- MACTIOPTU3ALMHU apXHUBa OPTaHU3AIHH;

- IpucMa apXrUBHBIX JCJI (,Z[OKyMeHTOB) Ha pa3/IMYHbIX HOCUTCIIAX HA TOCTOAHHOC XPaHCHHC.

D®opMbI KOHTPOJIA.

Hmoeoswiii konmpons — TPOBOAUTCA B KOHLE Kypca M IIO3BOJIAET OLIEHUTH YpPOBEHb
Pe3yNbTaTUBHOCTH YCBOEGHHUSI porpamMmbl. Dopma mpoBeieHus: TECTUPOBAHHE.

[To pe3synbraTam MUTOrOBOW aTTECTALMH CIIYIIATENIO BBIAAETCS CBUIETENBCTBO O Mpodeccuu
paboyero, TOMKHOCTHU CIyXallIero « ApXUBapHyc» C MPUCBOCHUEM KBaTupUKauuu «ApxuBapuyc 3-
ro paspsja».

Il. YyeOHo-TeMaTHYeCKHII IUIAH H COJep:KaHMe MNPOrpaMMbl MNPOo(decCHOHAIBLHOIO
00y4eHHs] KAPXUBAPUYC»

YyeoHo-TEMaTHYECCKHH IJIaH

Ne Copepxanue Konunuectso
n/m 4acoB
1. BBeneHue B apxuBoBeIeHHE 8
1.1. | Ilonstue 06 apXUBOBEACHUH 4
1.2. | CoBpeMeHHOE POCCHIICKOE apXHUBOBEICHHE 4
2. | ApxuBHblii poua P® 12
2.1. | Ilonsitue 00 ApxuBHoM (ponne PO 4
2.2. | denepanrbHOE APXUBHOE areHTCTBO 4
2.3. | Opranuzanus 1oKkymMmeHToB ApxuBHOTro honma PO 4
3. | XapakTepHCTHKaA padoT apXuBa 32
3.1. | KoMmiekToBaHue apxuBa 8
3.2. | Ilepemada JOKyMEHTOB B apXUB 8
3.3. | OkcnepTu3a IeHHOCTHU IOKYMEHTOB 8
3.4. | Yder 10KyMEHTOB 8
4. | JIokyMeHTBI apXuBa 32
4.1. | HayyHo-cipaBO4HbIN apXUBHBIN anmnapar 4
4.2. | ApxuBHas ONUCh 4
4.3. | ApXUBHBIE KaTajJoru 4
4.4. | ApxuBHBIE IyTEBOIUTENN 4
4.5. | O630p apXUBHBIX JJOKYMEHTOB 4




4.6. | ApxuBHBIEC yKa3zaTelu 4
4.7. | ApxuBHAas UCTOPUYECKAsl CITpaBKa 4
4.8. | Onucanue JOKYMEHTOB U el 4
5. | CoxpaHHOCTH JOKYMEHTOB B apXHBaX 16
5.1. | TpeGoBanust Kk 37aHUAM MW ToMenieHusM apxuBa. OOopynoBaHHE 8
aApPXUBOXPAHIIIUII]
5.2. | PexxuMbl XpaHeHUs 8
6. PaGora ¢ fokymeHTaMU 66
6.1. | PecraBpanusi 1 KOHCEpBaIUs APXUBHBIX JIOKYMEHTOB 8
6.2. | IlpoBepka HAIMYHUS U COCTOSIHUS JOKYMEHTOB B apXUBax 8
6.3. | Jloctyn k nokymenTam ApxuHoro ¢onma PO 8
6.4. | Mcnonp3oBaHue apXUBHBIX JOKYMEHTOB 10
6.5. | MadbopmarmmonHoe obecrieueHne mojab30Bareei 8
6.6. | PaboTa ynTanpHOTO 3aj1a apXuBa 8
6.7. | MaccoBoe HCIIOJIb30BaHNUE apXUBHBIX JOKYMEHTOB 8
6.8. | Yder ncnonbp30BaHMs ApXUBHBIX JIOKYMEHTOB 8
7. | Opranu3anus padéoThbl apXuBa 32
7.1. | Bunsl apxuBoB 8
7.2. | Opranuzanus paboThl apxrBa 8
7.3. | Ilepconan apxuBa 8
7.4. | ApXuBHBI MapKETHHT 8
8. | UnudopmaTusanus apxuBHOro aesa 28
8.1. | Ilonsite nHpopMaTU3aLUU 8
8.2. | MudopmarmoHHble ccTeMbl M 0a3bl JaHHBIX 8
8.3. | ABTOMaTH3UPOBAHHBIN YUET JOKYMEHTOB 12
9. | UndopManoHHbIe TEXHOJIOTHH 20
9.1. | Ocuossl pabotel B OC Windows 2
9.2. | Onpenenenue noustuii «Daitsby u «IIporpammen» 2
9.3. | CranpapTHbIe IPUIIOKEHUS 2
9.4. | Microsoft Word 2
9.5. | Hactpoiika mapamMeTpoB CTPaHHIIBI 2
9.6. | Microsoft Excel 2
9.7. | KoMmbioTepHble KOMMYHUKAITUH 2
9.8. | Iloura 2
9.9. | KoMmbloTepHbIe TEXHOJIOTHH B APXHUBHOM JIEJIe 4
10. | UroroBsas arrecramus 4
Hroro 250
OneHouHbIE MaTEPUATIBL.
Ilenp arrecrauu — UTOTOBBIM KOHTPOJb TMOJYYEHHBIX 3HAHWM HABBIKOB 10 KYpCy

npo¢eCCHOHATLHOTO 00YUYEeHUS «APXUBAPHYCH.

[IpakTrueckoe 3amaHue B 3a4€THOM pabOTe COCTaBICHO B COOTBETCTBUU C Y4YEOHOM
POrPaMMOii 10 Kypcy MPoPecCHOHATBHOTO 00yUeHUsT «APXUBAPUYCH.

Cnucok urepartypsl.
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