AHHOTANMA K padoyeil mporpamme
npogeccnoHaIbLHOro MOAYJISA
IIM.02. Opranu3auus apXuBHON M CIIPABOYHO-MH(POPMALUOHHOM padoTHI MO
AOKYMEHTaM OpraHM3aluu

1.1. Ob61acTh NPpUMeHEHUs] TPOrPaAMMbI

[Iporpamma npodeccuoHanTbHOrO MOAYJA (Janee mpuMepHas IMporpaMma) —
SBJISIETCS. YacThlO MPUMEPHONM OCHOBHOW mpodeccuoHanbHON 00pa30BaTEeIbHOM
nporpammsbl B cooTBercTBUM ¢ PI'OC no cnenuanbHocTH (cnienuansHocTsM) CITO
46.02.01 [lokymeHTaumMOHHOE oO0eclieYeHUE YNPABJICHHUA U apXMBOBEJACHHE B
YacTH OCBOEHHMS OCHOBHOTO BHAa mpodeccuonanbHoil aesrensHoctH (BILJ):
Opranmszanuss apXuBHOW M CHPaBOYHO-UHPOPMALMOHHOW PpadoTBI MO
AOKYMEHTAM OPraHW3aliM U COOTBETCTBYIOMIMX MPO(EeCCHOHATBHBIX KOMITETEHIIUN
(TTK):

[IK 2.1. YyactBOBaTh B paboTe MO HKCIEPTH3E LEHHOCTH TOKYMEHTOB B
COOTBETCTBHH C JIEUCTBYIOUIMMHU 3aKOHOJATEIBHBIMHU AKTAMU U HOPMATHUBAMH.

IIK 2.2. Bectu paboTy B cucTeMax 3JeKTPOHHOTO JIOKYMEHTO000pOTa.

I[IK 2.3. PaspabaTthiBaTh M BECTH KJIacCU(UKATOPBI, Tabeiau | HHbBIC
CIIPABOYHUKH T10 JOKYMEHTAM OpPTaHHU3alUU.

[1K 2.4. O0GecneunBaTh NPUEM U PALIMOHAIBHOE pa3MEIleHNUE JOKYMEHTOB B
apxuBe (B TOM YHCJIE JOKYMEHTOB IO JMYHOMY COCTaBY).

I1K 2.5. ObecrieunBaTh y4eT U COXpPaHHOCTb JOKYMEHTOB B apXUBE.

I1K 2.6. Opranu3oBbIBaTh UCIOJIb30BAHNE APXUBHBIX JOKYMEHTOB B HAyYHBIX,
CIIPABOYHBIX U MPAKTUYECKUX LEISIX.

IIK 2.7. OcymecTBIsTh OpraHU3allMOHHO-METOJAMYECKOE PYKOBOACTBO M
KOHTpOJIb 3a paboTOil apXuBa OpraHM3alMM W 3a OpraHu3aluell JTOKyMEHTOB B
TIEJIOIIPOU3BOJICTBE.

PaGowas mporpamMmma  npod)eCCHOHAIBHOTO  MOXYJISI  MOXET  OBITh
UCTIOJb30BaHA B JIOMOJIHUTEIPHOM  TPOGECCHOHAIBHOM  O0Opa3oBaHMHU U
npodeccHoHanbHON TMOATOTOBKE pPAOOTHUKOB B 00JIACTH JOKYMEHTAIIMOHHOTO
oOecrieueHus1 yIpaBIeHUs MIPU HATUIUH CPETHETO MPOPECCHOHATEHOTO 00pa30BaHUS.
OmnbIT paboThl HE TpeOyeTcs.

1.2. leau u 3a1a4u MOAYJIsl — TPEOOBAHUSA K Pe3yJbTATAM OCBOEHHMS MOIYJIA
C menbio OBNAJEHUSI YKa3aHHBIM BUAOM MPO(GECCUOHATBHOU NEATETFHOCTH U
COOTBETCTBYIOIUMH MPOGECCHOHATBHBIMUA KOMITETCHIIUSIMHU OOYYarOIIUIACS B XOJ€
O0CBOCHHUS MPOGECCUOHATHBHOTO MOYJIST TOJDKEH:
HMeTh NMPAKTUYEeCKUii ONbIT:
® OpraHu3ali apXWBHOW W  CIPaBOYHO-UH(MOPMAIIMOHHONW pPabOTBI IO
JIOKyMEHTaM OpPTaHHU3aIUH.
yMeTh:
® OpraHW30BBIBATH JICSITEIHHOCTh apXWBa C YYETOM cTaryca H Tpoduis
OpraHu3allnu;
e paboTaTh B CHCTEMaX JIEKTPOHHOTO JOKYMEHTO000POTA;



® ICMOJIb30BaTh B JEATEIBHOCTU apXuBa COBPEMEHHBIE KOMIILIOTEPHBIC
TEeXHOJIOTHH;

® [PUMEHSTH COBPEMEHHBIE METOJMKH KOHCEPBALMU M PECTaBpPALlUM apXUBHBIX
JIOKYMEHTOB.

3HATD:
® CHUCTEMY apXUBHBIX yupexaeHuil B Poccuiickon denepanuu U OpraHu3aLuio
ApxusHoro ¢onaa Poccutickoit denepannu;
® cucTeMy XpaHeHUusi U 00pabOTKH TOKYMEHTOB.

1.3. PexoMeHnayemoe KOJMYECTBO YacOB HAa OCBOEHHE TMPOrPaMMblI

npogeccuoHaAJIbLHOr0 MOAYJIA:

Bcero — 899 yacos, B TOM 4uCIIC:

MaKCHUMaJIbHOM yueOHOM Harpy3ku odyyatomerocst — 827 4yacoB, BKIHOYAs:
00s13aTeNIbHON ayAUTOPHON Y4eOHOM Harpy3Kku odyuaromerocs — 558 4acos;
CaMOCTOSITEILHOM paboThl oOyuatomerocs — 219 yacos;

y4eOHOM 1 MPON3BOJCTBEHHOMN MPAKTUKU — 72 4acoB.



2. PE3YJIBTATBI OCBOEHMUS ITPOPECCHOHAJJBHOI'O MOAYJIsAA

Pe3ynpTaToM OCBOEHHSI MPOrpaMMbl MPOPECCUOHATBHOTO MOAYJIA SIBISETCS
OBJIaJIEHUE 00yUaIOLMMHUCS BUIOM MTPO(PECCHOHAIBHOM ieaTeabHOCTH Opranuzanus
APXMBHOM M  CHPAaBOYHO-MH(OPMALMOHHON PpadoTbl MO JAOKYMEHTaM

opranm3anmuu, B ToM uucie npodeccuoHanbHbiMu (IIK) u  obmmmu (OK)
KOMIIETCHIIVSIMU :
Kon HaunMeHoBaHue pe3yabTaTa 00y4eHHs
IIK 2.1 | YyacTBOBaTh B paboTe MO IKCIEPTU3E LICHHOCTH IOKYMEHTOB B COOTBETCTBHUH C
JENCTBYIOIMMH 3aKOHOJATEIbHBIMU aKTaMU U HOPMaTHBAMMU
IIK 2.2 | Bectu paboTy B cucTeMax 3JIEKTPOHHOTO IOKYMEHTO000poTa
[1IK 2.3 | Pa3pabaTbiBaTh M BECTH KJIacCU(PHUKATOPHI, TaOEIM W WHBIE CIIPABOYHUKHU IO
JOKYMEHTaM OpraHu3aluu
IIK 2.4 | OGecnieunBaTh MpUeM U palliOHATBLHOE pa3MelleHne JOKYMEHTOB B apXHBe (B
TOM YHCJI€ IOKYMEHTOB 110 JUYHOMY COCTaBY)
[IK 2.5 | OGecnieunBaTh y4eT U COXpPAHHOCTh IOKYMEHTOB B apXHBE
IIK 2.6 | Opranu3oBbIBaTh HKCMOJb30BAaHWE APXMBHBIX JOKYMEHTOB B HAy4HBIX,
CIIPaBOYHBIX U MPAKTUUECKHUX HEIIAX
[IK 2.7 | OcymecTBasATh OPraHU3allMOHHO-METOANYECKOE PYKOBOJCTBO U KOHTPOJIb 3a
paboToil apxuBa OpraHuM3allid M 3a OpraHu3alueil JOKYMEHTOB B
JIEJIONIPON3BOJICTBE
OK 1 | IloHumarh CyIIHOCTh U COIMAIbHYIO 3HAUMMOCTh CBOEH Oyayuieil mpodeccun,
MPOSIBJIATh K HEW YCTOMYMBBIA UHTEPEC
OK 2 | OpranuzoBbIBaTh COOCTBEHHYIO AESATEIbHOCTD, OMPENEISATh METO/IbI U CIIOCOObBI
BBIMIOJTHEHUST TIPO(eCcCUOHANBHBIX 3afad, OIEHUBATh MX A(P(OEKTUBHOCTH U
KaueCTBO
OK 3 | Pemars npo0iembl, OIIEHUBATh PUCKU U IPUHUMATD PEIIEHUS B HECTaHJaPTHBIX
CUTYyaIUsAX
OK 4 | OcymiecTBisaTh MOWUCK, aHAIW3 WU OIECHKY HH(POPMAIMH, HEOOXOIUMOM s
MIOCTAHOBKM M pelieHusi mpodeccuoHanbHBIX 3a4ad, NpodhecCHOHAIBHOTO U
JUYHOCTHOT'O Pa3BUTHUS
OK 5 | Ucnonk3oBath  MHPOPMAIMOHHO-KOMMYHHUKAITMOHHBIE  TEXHOJOTHUU  JJIA
COBEPIIIEHCTBOBAHUS MPO(eccHOHATbHON NesTEIbHOCTH
OK 6 | PaboTraTh B KOJIJIEKTHBE U KOMaHe, 00eCIeuynBaTh ee cruioueHue, 3hHEeKTUBHO
00IIaThCs C KOJIJIETaMU, PYKOBOJICTBOM, MOTPEOUTEIISIMU
OK 7 | CtaBuTh 11€J11, MOTUBHPOBATH JEATEIbHOCTh OJYMHEHHBIX, OPraHU30BbIBATh U
KOHTPOJIMPOBaTh MX pPabOTy C MNpUHATHEM Ha ce0si OTBETCTBEHHOCTH 3a
pe3yabTaT BBINOIHEHUS 3aJaHUI
OK 8 | CaMocTOATENEHO OMNpEAesaTh 3aladd MPOGECCHOHATLHOTO W JHYHOCTHOTO
pa3BHUTHsI, 3aHUMAThCS  caMOOOpa3oBaHUEM, OCO3HAHHO  IUIAHUPOBATH
MOBBINIIEHUE KBATM(DUKAIIH
OK 9 | BbITh rOTOBBIM K CMEHE TEXHOJIOTHI B MPO()eCCHOHATBHOMN 1eATEIbHOCTH




3. TemaTnuyeckuii U1aH NPo¢ecCHOHAIBLHOI0 MOAYJISI

O0bem BpeMeHH, OTBeeHHbIH Ha

OCBOEHHE MEeKTHCHUIIMHAPHOT0 Kypca IpakTuka
(xypcos)
CamocrosiTe
Beero Obs13aTenbHast LHAs n
ayAuTOpHAs yuyeOHasi POM3BOACT
4aco0B HATDV3KA padora BeHHasi (1mo
Koabr HaunmenoBau | (makc. o6 qa:;y erocs o0y4aromier npoduio
npodeccuon | us pasgenos | yuebna yHaiom ocst CHerATBLHO
AJIbHBIX npodeccuon A B T.4. Vaed CTH),
KOMIIeTeH LI aJ1bHOr 0 Haepys Jaboparto B T4, B T4 4acoB
i MOIyJIst Kau Kypco Kypceo | Hasd, (¢
" Yy pHBbIE ecu
Bce Bass | Bce | Bas 4acoB
npaxm padoThI npedycmom
uKu) ro, “ pabor | ro, | pabor pena
yac a qac a
NMpaKTHY paccpedomo
0B (nmpoe | oB | (mpoe
ecKue YeHHas
KT), K1),
3aHATHS, npakmuxa)
9acoB 9acoB
YacoB
1 2 3 4 5 6 7 8 9 10
Paznen 1.
Opranuzanu
1 H
HOPMATHEHO {55 | 168 38 63 12
-IIpaBoOBbIE
OCHOBBI
apXUBHOI0
aeia
Paznen 2.
I'ocynapcrse
HHbIE,
MYHHIMIATL {554 | 146 34 20 | 56 12
Hble apXUBBI
U apXuBbI
OpraHu3anu
i
K 2.1 -2.7. | Pasgen 3.
MeTtoauka u
NMpaKTHKa 180 120 42 46
apXuBOBe/IeH
usi
Paszgen 4.
OobecnieueHn
e 178 124 24 54 12
COXPAHHOCTHU
JOKYMEHTOB
IIpoussoact
BEHHAasA
NpaKTHKAa
(mo 36 36
npoduiiro
CIenuaAIbHO
CTH)
Beero: 863 | 558 | 138 | 20 | 219 [ 36 36
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