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1MacnopT paboyeint nporpammbl MM.02.01 Mpon3BoACTBEHHASA MPaKTUKa
(no npogunio cneymanbHOCTN)

11 Ob6nacTb NPUMeHEHNA NPOrpaMmmbl

Pabouass nporpamma [M1.02.01 T[lpon3BoAcTBeHHas npakTuka (o  npogwunio
cneumnansHoctn) NMM.02 ApxuBHOE fefl0 B Cyfe fAB/SETCA 4acTblo NMPOrpaMmbl Mo NOAroTOBKe
creymnanncToB cpegHero 3seHa B cooteeTcTBUM ¢ PIrOC CIMO no cneymanbHocTn 40.02.03 lMpaso
N cypebHoe afMWUHUCTPUPOBAHME B 4YaCTM OCBOEHMA OCHOBHOIO BMAA MNPOQeccMoHanbHOM
pestenbHoctn  (BMA): OpraHu3aumoHHO-TEeXHUYEeCKoe obecnedyeHne paboThl CygoB u
COOTBETCTBYIOLEW npodeccnoHanbHoin komneteHymmn (MK):

MK 1.4 O6ecneunBatb paboTy apxuea cyga.

1.2 MecCcTO nNpPOM3BOACTBEHHOW MpPakTUKM (MO Npodmao  creumnmanbHOCTU) B
CTPYKTYpe npoeccroHasribHOro Moy ns

Mr.02.01 TMMpowusBoAcTBEHHasa npakTUKa (N0 NPoMuUAD cneyuanbHOCTWM) BXOAUT B
npoteccnoHanbHbli Mogynb MM.02 ApXnMBHOe AeNo B Cyfe U NPOBOAWUTCS MOCNe 3aBepLUEHUS
npouecca OCBOEHMS ob6yyaloWwMMnUca NpodecCcMoHanbHbIX KOMMNETEeHUWI B pamMKax AaHHOro
NpoMeccMoHanbHOro Moayns.

1.3 Llenu n3agaum Mr.02.01 NMpomnsBoacTBeHHaa npakTuka (Mo Nnpoguto
cneumnanbHoOCTN)

Mr.02.01 MNMpoun3BoAcTBEHHas NpakTuKa (Mo NPoMUAD cneuuanbHOCTM) HanpasieHa Ha
(hopmmpoBaHue y obyuyatowerocs o6wWwmx 1 NpoeccroHanbHbIX KOMNETEHLUA, npuobpeTeHne
NMPakTUYecKoro onbiTa U peann3yetca B pamkax npogeccmoHanbHoro mogynsa NM.02 ApxunsHoe
[eno B cyfe ANA NocnefytoLero 0CBOEHUS UMK 06LMX 1 NPO(ecCnoHanbHbIX KOMMNETEHLUMUIA Mo
n3bpaHHOl cneymanbHocT. C Uenblo YyrnybneHus 3HaHWA M OBNafeHWUs YyKasaHHbIM BUOM
npogeccuoHanbHom LeATeNlbHOCTH 7 COOTBETCTBYHOL MU NpPogeccroHanbHbIMM
KOMMeTeHUUAMN obyyalolmecs B pesysibTaTe NPOXOXAeHUA MPOU3BOACTBEHHOW MpakTUKM (MO
nponso creynansHOCTM) AOMKHbI:

NMETb NPaKTUYECKUIA ONbIT:

- N0 opraHu3auum paboTbl C JOKYMEHTaMU;

- 1O KOMMN/IEKTOBAaHMIO CyAe6HbIX &N U Hapsa0B A8 MOCTOSHHOTO XPaHeHNS;
- 10 opraHu3aLumn XpaHeHns apXMBHbIX JOKYMEHTOB

YMETb:
noAroTaBnMBaTth Cyfe6Hble fena (Hapsabl) U MaTepuanbl ANs cAaun B apXuB;

- OCYLLeCTBNATbL MNOJIHOE OhopMeHne aen (NOALWMBKY UK NepensieT fena, U3bAtue u3
Aena MeTaninyecknx CKpenok v cKo6OoK, HyMepaLuio NMCTOB U 3an0/IHEHME NNCTa-3aBepuTens);

- COCTaBNATb BHYTPEHHIO OMWUCb AOKYMEHTOB;

- BHOCWUTb HEOOXOAMMbIe YTOYHEHNS B PEKBU3NTbI 06N0XKMN Aena;

- ohopMNIATL pe3ynbTaTbl CAAYN [eNl Ha apXUBHOE XpaHeHWe;

- co6/04aTh OXPaHHbINA PEXUM NOMELLEHNI XPaHUNLL;

- BbIMOMHATbL NOPAJOK UCNO/b30BaHNA LOKYMEHTOB apXxuBa CyAa;

- opraHu3oBaTb NOpALOK 0T60pa JOKYMEHTOB U O(hOPMIEHNS UX HA YHUUTOXEHWE;

3HaThb:
nopsfoK 0T6OPa Ha XpaHeHWe B apXuB Cy/I0B AOKYMEHTOB, UX KOMM/IEKTOBAHMS,

yuyeTa 1 UCMONb30BaHNS;
- nepevyeHb JOKYMEHTOB CY/[]0B C yKa3aHWEM CPOKOB XPaHEHUS;



- HOpPMaTUBHbIE YCNOBMSA XpPaHEHUSI apXUBHbIX AOKYMEHTOB;
MOMOXEHUS 0 MOCTOSAHHO AEMCTBYHOLLLE 3KCMEPTHON KOMUCCMIK Cyaa.

1.4 Konn4yecTBO 4YacoB Ha ocBOeHMe paboderi MM.02.01 Mpown3BoacTBEHHAs
npakTuka (no Npouo cneymanbHOCTN):

HanmeHoBaHMe Moayna Konuuectso ®opma
Ay yacoB npoBefeHns

Mn.02.01 MpounsBoAacTBEHHas NpakTuKa (Mo 36 yacos
npounio cneynansHOCTH)
Pasgen 1.MAK 02.01 ApxnBHOe feno B cyae 18 yacos MponssoacTBeHHAdA
Pasnen 2.MK 02.02 OpraHusaumus paboTbl apxmBa B 18 4acoB npakTnkKa
cyne
BCEIO: 36 yacoB

Mr.02.01 nMpousBoAcTBEHHasa npakTuka (N0 nNpogual  cneuuanbHOCTM) SABAAeTCS
3aBepllakoLMmM 3TanoM OCBOEHUSA MNPOMECCUOHAIbHOTO MOAYNS MO BMAY MNPOGeCcCUOHaNbHOM
LeAaTenbHOCTH.

MpomexyTouHaa attectaumsa no MM.02.01 MNponssofcTBeHHasa npakTuka (No npogusio
creyuansHOCTN) NpPoOBOAMTCA B (hOopMe KOMMNEKCHOro AnddepeHUMpoBaHHOIo 3a4veTa npu
YCNOBUWN MONOXUTENIbHOTO aTTeCcTauMOHHOIo /IncTa No NpakTukKe PyKOBOAWUTENEN MPaKTUKMOT
opraHusaumm un obpa3oBaTe/lbHON opraHu3auunm 06 YpPOBHE OCBOEHUA MNPOMEeCCUOHANIbHbIX
KOMMNETEHUMI; Hanums MONOXUTEIbHOW XapaKTepUCTUKN opraHM3aumm Ha obydatouierocs no
OCBOEHMIO  06WMX KOMMETEHUMA B NEpUosL MPOXOXKAEHUA  MNPaKTUKW;  MOMHOTbI U
CBOEBPEMEHHOCTM NpPeLCTaBNEHNS OHEBHMKA NMPAKTUKM M OTYETa O MPakTUKe B COOTBETCTBUM C
3alaHMEeM Ha MpakTUKy.



2 PesynbTaTtbl ocBoeHuA IM11.02.01 Mpon3BoACTBEHHAA NpaKTUKa
(no npodnnto cneumanbHOCTN)

Pesynbtatom ocBoeHus [MMN.OX.OX T[lpon3BOACTBEHHAas npakTuka (Mo npoguIo
cneyuanbHoctn) MM.02 ApxuBHOE [eno B Cyfe fABNAETCA 0BNajeHue 06ydyarounmMuca BUAOM

npogeccnoHansHol  geAatensHoctn (BMA): OpraHu3auMoOHHO-TEXHMYECKOE — obecneyeHune
paboTbl CyaoB, B TOM Yncfie npogeccmoHanbHbiMm KomneteHumamm (MK):

Kog HavmeHoBaHue pe3ynbTaTa 06yyeHUs
MpodeccroHanbHble KOMMETEHLUN

MK 14 Ob6ecneumBatb paboTy apxmsa cysa



1 CTpykTtypa u cogep>xaHue MI1.02.01 MNpounssoacTBeHHasa npakTuka (Mo npoguao cneymansHOCTN)

3.1 Tematunueckunin nnaH Mr.02.01 NMpounssoAcTBeHHasA npakTuKa (No NpognsI cneLmaribHoOCTK)

Kog HanmeHoBaHue
npogeccnoHanbHbIX pasfenos
KOMMeTeHL N NpPoM3BOACTBEHHO
NnpakTukKu (no
npocnto
cneymanbHoOCTn)
1 2
MK 1.4 Mrn.o2.01
Ob6ecneunBartb Mpoun3BoACTBEHHASA

paboTy apxuBa cyja npakTuka, 1 Hegens
B TOM uncne:
NK 14 Pasgen 1.
MAK. 02.01
ApPXMBHOE [e/o B

cyne

KonunyectBo
4yacos,
BCEro

3
36 yacoB

18

Buabl pa6oT

- 03HaKOM/IEHME C OpraHU3aLuOHHOW CTPYKTYpOVi
KOHKPETHOrO Cyfg;
O3HaKOM/ieHMe €  HOopMaTuBHOW  6as3oid,
pernaMeHTMpyoLLei AesTeNbHOCTL apXmBa Cyaa;
opraHusaums  paboTbl MO COCTaB/IEHMIO
HOMEHK/IaTypbl fen, B npoLecce JOpMMpPOBaHNS den
¥ NpU NOArOTOBKE AeN K nepejaye B apXus;
- aHa/sM3 npoLecca KOMMNIEKTOBaHNS CyAeOHbIX Aen v
HapsA4oB ANS MOCTOSHHOTO XpaHeHus B
KOHKPETHOM Cyze;
- 03HAaKOMWUTBLCA C MOPSAKOM  Bblgaun  KOMWi
CYAeOHbIX [IOKYMEHTOB, a TaKXe C YC/MOBUAMU

obecneyeHnss 03HAKOM/EHMS C Matepunanamu aenas

Cyae;
- aHanM3 npouecca 0T6opa AN YHUUTOXKEHMS W
YHUUTOXEHMS  CyAeGHbIX fOen M MaTepuarnos,

HaxoAsALWMXCa B CYAa;
- 03HaKOMJ/ieHMe C paboToil Hay4yHO - CMpPaBOYHOrO

annapaTa apxuea;

- OpraHm3aums XpaHeHUst apXMBHbIX [JOKYMEHTOB;
- uccnegoBaHne Tpe6OBaHWA, MPeabABASEMbIX K

HanmeHoBaHue TeM
NPOM3BOACTBEHHOIA
NpaKkTUKu
(no npodunio
cneymanbHOCTK)

5

X

Tema 1. OCHOBHble MOHATUSA
N TEPMUHbI apXMBOBELEHUA
Tema 2. HopmaTuBHO-
NnpaBOBbIE OCHOBBI
apxXnBHOro fena

Tema s. OKcnepTnsa
LleHHOCTWN JOKYMEHTOB
Tema 4. KomnnekroBaHue
apxuBa cyfa

Tema 5. OpraHunsauus
[LOKYMEHTOB B apxuse

Tema 6. JocTtyn K
apXMBHbIM JOKYMEHTaM U UX
1CMonb30BaHne

Tema 7. Hay4Ho-
CMpaBoOYHbI/ annapat K
[LOKYMeHTam apxuBa

Tema 8. Vicnonb3osaHwve
[NOKYMEHTOB apxmnBa

KonnyectBo
yacoB Mo
Temam



NnK 1.4

Paspgen 2.
M[AK.02.02
OpraHuszauumsa
paboTbl apxuBa cyga

Bcero

18

36

XpaHWUMwWam cyaebHbIX JOKYMEHTOB, a TakxXe K
OpraHM3auymn XpaHeHusi apXUBHbIX JOKYMEHTOB B
3[aHUN cyaga;

- OpraHm3sauus nopsiika otT6opa AOKYMEHTOB U
0(hOPM/IEHUS UX HA YHUUTOXEHMUE;

- 03HaKOM/EHWE W aHaM3 CTPYKTYpbl apXMBHbIX

KaTaioroB, apXWBHbIX  YyKasaTeneil, >KypHanoB
o6palleHniA rpaaaH, akToB O He 0BHapyXXeHun u
MoBpeXaeHnn aen, NOKYMEHTOB yuéTa,

3aro/IHAEMbIX B KOHKPETHOM CYAE;

- yyeT 1 obecrneyeHne COXpPaHHOCTH AOKYMEHTOB;
- opraHusauus paboTbl C AOKYMeHTamu Mo
KOMMNEKTOBAHWIO CyAe6HbIX Aen U HapsaoB AN
MOCTOSIHHOTO XPaHeHUs;

- 03HAaKOMJIEHVE C NOPSAKOM 3anoHEHNS
3NEKTPOHHOW 6a3bl JOKYMEHTOB;

- 03HaKOMJIeHUe ¢ paboToii Hay4yHO-CnpaBoOYHOIO
annapara;

- 0(hOPM/EHME apPXMBHBIX CIPABOK, apXMBHbIX
BbINMCOK 1 apXMBHbIX KOMWIA;

- OpraHu3auus paboTbl Mo nepefayn AOKYMEHTOB
apxuBa Ha NOCTOSIHHOE XPaHeHMUe.

Tema 9. XpaHeHvie 1 yueT
apXMBHbIX AOKYMEHTOB

Tema 10. ¥npaBeneHue
ApPXVBHbIM [€N10M B
Poccuiickoii ®efepavmu
Tema 11. KomnnekToBaHue
apxuBa

Tema 12. DNeKTpOHHbIe
[OKYMeHTbI. 3anofiHeHne
3NEKTPOHHOI 6a3bl

Tema 13. HayuHo-
cnpaBoYHblit annapat (HCA)
K JOKYMEHTaM apXuMBHOro
thoHaa
Tema 14. icnonb3oBaHue
[LLOKYMEHTOB apXxuBa
OrpaHunyeHue goctyna K
apXMBHbIM JOKYMeHTaM
Tema 15. MNopsAgok nepegayn
[LOKYMEHTOB apXxuBa Ha
MOCTOSAHHOE XpaHeHue,
opraHmsaums paboTbl apxmea
X

36



3.2 CopeprkaHue MM.02.01 MNMpounssoacTBeHHaA npakTuka (No Npouao cneunanbHOCTN)

HanmeHoBaHVe pa3aesioB Y Tem

1

Pasgen 1. MK 02.01 ApxnBHoe
[ieno B cyfe

Tema 1. OCHOBHbIe NMOHATUA U
TEPMUHbI apXUBOBEAEHUA

Tema 2. HopmMaTuUBHO- NpaBoBbIe
OCHOBbI apXMBHOTO Aena

Tema 3. KcnepTn3a LEHHOCTM
LOKYMEHTOB

Tema 4. KomnnektoBaHune apxmsa
cypa

Tema 5. OpraHusauma JOKYMEHTOB
B apxuBe

CopeprxaHue

2
Cogep>kaHue yuebHoro marepuana

- 03HaKOM/IEHUE C OPraHM3aLMOHHON CTPYKTYPOiA, peXXMMOM paboThl,
npaBunaMn BHYTPEHHEro TPYyAOBOro pacnopsfka, HOpMaTUBHbIMY

MPaBOBbIMW aKTaMu, PerfaMeHTUPYOLWUMI AeaTeNbHOCTb Cyaa, A0MKHOCTHLIMU
WHCTPYKUMUSMMN PabOTHUKOB W NNaHWPOBaHUEM MX PaboTbl B KOHKPETHOM Cy/ie

- 03HAKOMJIEHWE C HOPMATVBHbLIMU AOKYMEHTaMW, NCNO/Ib3YEeMbIMU B NpoLiecce
opraHu3aumnm LedaTe/lbHOCTU apxusa cyfa.

-3y4eHne OCHOBHOI0 HOPMAaTUBHO-NPABOBOI0 aKTa, perfiamMmeHTUpYyoLLLero
neAaTenbHocTb cyaoB: K3 «O cyaebHol cucteme P®» o1 31.12.1996 r. No 1-93;
®3 «O MnpoBbIX Cyabsix B P®» o1 17.12.1998 r. Ne 188-93.

- 03HAKOMJIeHWe C NOKaNbHbIMY HOPMAaTUBHLIMUW aKTamu, yCTaHaB/IMBaKOLLMMU
TpeboBaHuA, NpeabABASEMble K XpaHUIMLLAM CYAe6HbIX LOKYMEHTOB

- oCyLlecTB/IeHNe paboTbl MO NOSHOMY O(OPMIEHNIO CYAEGHbIX Aen 1 Haps4oB -
N3bATUE U3 [ieN1a METANIIMUYECKNX CKOO W CKPEnoK, HyMepauus NIMCTOB, MO/LINBKA
WA nepenneT fena, COCTaB/eHWe BHYTPEHHE OMWUCKU U NKNCTa-3aBEpUTENS

-N3yuYeHune NpaBui KOMMNIEKTOBAHMS CYye6HbIX 1N N HapsSA0B A8 MOCTOSHHOTO
XpaHeHus B cyae

- ohopmneHne cyieGHbIX AeN K NOCNefytoLleMy XpaHeHUO B apXxmBe cy/a
-N3bATUE U3 feNa MeTANINYECKMX CKOG 1 CKPEMoK, HyMepawus NUCTOB, NoALLINBKa
WAN NepenneT [ena, COCTaB/eHNe BHYTPEHHe OMUCK 1 NCTa - 3aBEPUTENS,

- ONpe/ieNneHne CPOKOB XpaHeHUs CyAe6HbIX Aen (HapsiaoB) U UHbIX

[OKYMEHTOB cy/a

-O3HaKomMm/ieHNe C NUCbMEHHbLIMWU 3aABAEHUAMWN, MOALLINBKa 3asaBNEHMNI Kaeny u
BHECEHME WX BO BHYTPEHHKOK OMUCHL.

YpoBeHb
O6beEM YacoB OCBOSHIAS
3 4
2 1
2 1
2 2
2 2
2 2,3



Tema 6. JocTyn K apXvBHbIM
LOKYMeHTaM M UX UCrosb30oBaHue

Tema 7. Hay4HO- cnpaBOYHbIi
annapaTt K JOKyMeHTaM apXxunsa

Tema 8. icnonb3oBaHue
[LOKYMEHTOB apxmBa

- BbIMO/IHEHWNE PaCMOPSXKEHNI PYKOBOAUTENSA NMPAKTUKM OT OpraHun3aLum no
Bblaye KOMWI JOKYMEHTOB M3 cyaebHOro faena, NpoLIMBKa, Hymepaums Konui
[OKYMEHTOB, 3aM0/IHEHME >KYpHana Bblgauun fen

- BbIGOP NOA/IMHHWKOB PELLUEHWIA, MPUTOBOPOB, ONpPeaeNeHni, NMYHbIX
[AOKYMEHTOB U ONpefeNneHnii M3 oTo6paHHbIX K YHUUTOXEHUIO Aen.

- COCTaB/IEHNE aKTOB O BblAENEHUN LeN K YHUUTOXEHUIO, UX NOALLIVBKA B
OTAENbHbIA Hapsafg, 3anoNHEHNe PErnCTpaLMOHHbIX XXYPHaN0B 1 YYeTHO-
CTaTUCTUYECKUX KapTOYeK, YNakoBKa AOKYMEHTOB AN CAaun

- 03HAKOM/IEHME C CUCTEMOI Hay4yHO CMpPaBOYHOrO annapara, katanoramu, 6asoi
AaHHbIX

- 03HAKOM/IEHUE 1 aHann3 CTPYKTYpPbl apXMBHbIX KaTanoros, apXUBHbIX

yKasaTefei, XXypHanoB o0pallleHnid rpaxaaH, akToB O He 0OHapY>XeHUN U
NOBPEXAEHUN aen.

- BbIMOMIHEHME 3a4aHNA N0 NMOPYYEHNIO PYKOBOAMTENA NPAKTUKN OT OpraHu3auumn B
3aMONHEeHUN nacnopTta apxwBa, ONUCKU AeN, KHWT ydyeTa NOCTYNAEeHWUA W BblGbITUSA
AOKYMEHTOB, KHUT Y4yeTa Bblaun AOKYMEHTOB BO BPEMEHHOE C/yXebHoe
nosb3oBaHmne

Pasgen 2. MK 02.02. OpraHusaums paboTbl apxmsa B Cyfe

Tema 9. XpaHeHue n yyet
apXMBHbIX JOKYMEHTOB

Tema 10. YnpaBneHne ApXnBHbIM
aenom B Poccuiickoin ®egepaymm

Tema 11. KomnnekToBaHWe apxmBa

- CBEpKa Tpe6oBaHuii, YCTAHOB/IEHHbIX 3aKOHOAATENIbCTBOM, K MOMELLEHUAM
apxuBa - TemnepaTypa U BNaXHOCTb, PACCTOSHUE MEXAY CTennaxamu,
ynopsgoyeHune cyieGHbIX Aen B apxvee, POPMUPOBAHME KapTOTEKU YYETHO-
CTaTUCTUYECKMX KapTouek

- COCTaB/IEHNE apXMBHbIX KaTasioroB W yKasaTeneii.

- 03HaKOMJIEHUE C OpPraHn3aLMOHHON CTPYKTYPO U HOPMATUBHbLIMW NPaBOBLIMYU
aKTaMu, pernaMeHTUPYLWNMN AedTeNbHOCTb Cyaa

-n3y4eHune NpaBu KOMMNIEKTOBAHMSA CyAe6HbIX e U HapsA4oB AN NOCTOSIHHOTO
XpaHeHus B cyae

- othopmneHme cyebHbIX feN K NocneayolemMy XpaHeHUo B apxuee cyaa
-U3bATUE 13 [1eN1a METATIMYECKIUX CKOB 1 CKPEMOoK, HyMepauus NUCTOB, MOALLINBKA
WAN NepenneT ena, COCTaB/eHNEe BHYTPEHHe ONnUCK W NCTa - 3aBepUTENS,

- ONpe/ieneHne CPOKOB XpaHeHWsi CyAeGHbIX aen (HapsaoB) W MHbIX

10



Tema 12. ONeKTPOHHbIE
LOKYMEHTBI. 3anosiHeHune
3/1EKTPOHHOW 6a3bl

Tema 13. Hay4yHO- cnpaBOYHbIii
annapaT (HCA) K JOKyMeHTaMm
apXvBHOTO (hoHAa

Tema 14. icnonb3oBaHue
[OKYMEHTOB apXxuBa, orpaHm4yeHune
[LOCTyrna K apXUBHbIM LOKYMEHTaM

Tema 15. MNopAgok nepegayn
JOKYMEHTOB apxuBa Ha NOCTOSAHHOE
XpaHeHune, opraHusaumns paboTsl
apxusa

[OKYMEHTOB Cy/a.

- (hopMupoBaHMe B MH(HOPMALMOHHOM CUCTEME CY[ia 3NEKTPOHHbBIX feN
- (hOpMUMPOBaHME OMUCK NEKTPOHHbBIX feN
- MPOBEpPKa BOCMPOU3BOAUMOCTM 3N1EKTPOHHbIX JOKYMEHTOB

- 03HAKOM/IEHWE C CUCTEMOIA Hay4YHO CMPaBOYHOrO annaparta, katanoramu, 6a3oii
AaHHbIX

- 03HAaKOM/IEHWE W aHaNn3 CTPYKTYPbl apXMBHbIX KaTanoros, apXMBHbIX

yKaszaTenei, XypHanoB obpalleHunii rpaxaaH, akToB 0 He 06HapyXXeHUN 1
MOBPEXAEHUN fen.

- BbIMO/IHEHWE 3afjaHNSA N0 NOPYYEHNI0 PYKOBOAUTENS NPAKTUKM OT opraHu3auny B
3anofiHeHUN macnopTa apxuea, OMWUCK AeN, KHUT yyeTa MOCTYM/IEHUS W BbIObITUA

[AOKYMEHTOB, KHUT y4eTa Bbljaul JOKYMEHTOB BO BPEMEHHOE CNyXeGHOoe
nonb3oBaHue

- U3y4yeHue npaBuI OYOPMIEHNA aKTa O BblAENIEHNN K YHUUTOXEHUIO LOKY-
MEHTOB, He MOANEXALNX XPAHEHMUIO, PerucTpaLyMOHHBIX XYPHANOB U YYETHO-
CTATUCTMYECKUX KapTOYeK.

- othopmsieHme cyiebHbIX AeNl K NocneAyoLWweMy XpaHeHUo B apxmee cyja

- onpefefieHNe CPOKOB XpaHeHUs cyebHbIX fen (HapsafoB) U UHbIX LOKYMEHTOB
cypa.

- ynopsigoyeHue cyfiebHbIX fen B apxvmee, POPMMPOBaHME KAPTOTEKN YYETHO-
CTaTUCTUYECKNX KapTOYEK.

- COCTaB/IeHVe apXMBHbIX KaTanoroB 1 yKasarenei

[na xapakTepucTuKn ypoBHA 0CBOEHMA y4ebHOro maTepuana UCMonb3ytoTcsa cegytoLyne 0603HaYeHNs:
1- - 03HaKOMUTe/NbHbIV (Yy3HaBaHWe paHee U3yUYeHHbIX 0O6BLEKTOB, CBONCTB);

2- - PenpoAyKTUBHbIWA (BbIMONHEHWE AEATENLHOCTY MO 06pasLly, MHCTPYKLMMX UK NOA PYKOBOACTBOM);

3 -NPOAYKTUBHbIN (nnaHnpoBaHmne

n CaMOCTOATE/IbHOE BbIMNOJ/IHEHWNE DEeATENNbHOCTHN, pewieHne

NPo6/EMHbIX

3agad)
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4 Ycnosua peanunsauun Mr.02.01 MNMponssogcTBeHHAA NMpaKTUKa
(no npodnnto creynansHOCTH)
4.1 TpeboBaHMSA K MUHUMaIbHOMY MaTepuasibHO-TEXHUYECKOMY 06ecrneyeHunto
Peanusauua IMM.02.01 MpousBoAcTBeEHHAA NpakTuka (Mo npouao cneyuanbHocTn) MM.02

ApXMBHOE [1e/10 B Cy/e OCYLLEeCcTB/seTCA Ha 6ase Cyae6HbIX OpPraHoB.
O6opyfoBaHWe NpeanpuaTMiA 1M pabouMx MecCT COOTBETCTBYET  KBaNU(MUKALMOHHbLIM
Tpe6oBaHNsAM, NPeabsBASEMbIM K CrielunanmcTam B 061acTv npasa.

41 MHdopmaLoHHoe obecneveHne obyyeHUs
MepeyeHb pPEKOMEHAYEMbIX  YYebHbIX U3[aHWi, VIHTEepHEeT-pecypcoB,  [LOMOAHWUTENbHO
nnuTepaTypbl

OCHOBHbIe UCTOYHUKN

1 MawmbikuH, A. C. Apx1nBHOe aeno B cyfe :ydyebHoe nocobue / A. C. MamblkuH, H. A.J1aTblleBa.
- 2-e u3g. - Mocksa : Poccuinckuin rocyapCTBEHHbIW yHUBepcuTeT npasocyamsa, 2020. - 220 c. - ISBN
978-5-93916-833-5. - TeKCT : 3MeKkTpPoHHbIn /I 3BC PJIOPo6pasoBaHue : [cant]. - URL:
https://profspo.rU/books/I 176009.

ﬂ,OI'IOI'IHI/ITeﬂbeIe NCTOYHUNKN

1 PackuH, [. WN. MeToguka U1 nNpakTUKa apXMBOBeAEeHUA  YUYeOHUK [Nnd  CcpefHero
npogeccnoHansHoro obpasosaHus / A. V. PackuH, A. P. Cokonos. — Mocksa : M3gatensctso HKOpair,
2022. — 339 c. — (IMpodeccmoHanbHoe o6paszoBaHue). — ISBN 978-5-534-02419-7. - TekcT :

3NEeKTPOHHbIN // ObpasoBaTenbHas nnatopma KOpaiT [cainT]. — URL: https://urait.ru/bcode/492546.

2. LlemeHkoBa, C. N. ApxusoBegeHue. Mctopus apxuBoB Poccum ¢ apeBHEWLLINX BPEMEH A0
Hayana XX Beka: ydyebHoe nocobue pfAna cpefHero npogeccmoHanbHoro  obpasoBaHus /C.
M. LlemeHKoBa ; Nof Hay4HoOl pepakuueii J1. H. Masyp. - Mocksa : MagatensctBo KOpaiiT, 2022. - 153 c.
- (MpodeccnoHanbHoe o6pasoBaHue). - ISBN 978-5-534-10241-3. - TeKCT : 3N1EKTPOHHbIA //
O6pasoBaTensHaa nnatgopma KOpaiiT [caitT]. - URL: https://urait.ru/bcode/495215.

HopmaTuBHbIe NpaBoBbLIe aKThbl

1 KoHcTtutyumsa Poccuiickoli depepaunn MpuHaTa BceHapogHbIM ronocoBaHMeM 12 aekabps
1993 .

2. ®efepanbHblii KOHCTUTYUMOHHBIA 3akoH oT 31.12.1996 N 1-®K3 (peg. OT 05.02.2014)
«O cypebHoli cucteme Poccuiickoih degepaunmns.

3. ®epgepanbHbIl 3akoH Nel25-$3 ot 22.10.2004 r. «O6 apxuBHOM fene B Poccuiickoit
depepaunny;

4. YronoBHo-npoLleccyanbHblil Kogekc Poccuiickoin deaepauymm o1 18.12.2001 N174-d3 (pea. oT
30.12.2015).

5. Kogekc Poccuiickoih ®defepaunn 06 agMUHUCTPATUBHBLIX NpaBoHapyweHunsx ot 30.12.2001 N
195-93.

6. ApOUTpaXKHbI NpoLeccyanbHblil Kogeke Poccuiickoin depepaunn ot 24.07.2002 N 95-d3.

7. TpaxfaHCKuin npoueccyanbHblil Kogeke Poccuiickoin depepaunn ot 14.11.2002 N 138-P3.

8. Kogekc agMMHUCTPaATMBHOIO cyaonpoun3soactea Poccuiickoih ®epepauymn ot 08.03.2015 N
21-P3.

9. Mpuka3 CypebHoro genaptameHTa npu BepxosHom Cyge P® ot 29.04.2003 N 36 «O6
yTBEPXAEHMUN VHCTPYKLMM NO cyaebHOMY AefI0npon3BOACTBY B PAOHHOM Cyae»

12


https://profspo.rU/books/l
https://urait.ru/bcode/492546
https://urait.ru/bcode/495215

10. Mpukasz CypebHoro genaptameHta npu BepxoBHom Cyge P® ot 28.12.2005 N 157 «
yTBEPXAEHUU WIHCTPYKUMM O nopsiike oTbopa Ha XpaHeHWe B apxuB (efepanbHblX CYyAoB 06Luei
IOPUCAMKLMN LOKYMEHTOB, UX KOMM/IEKTOBAaHWSA, y4eTa U UCMO/b30BaHUA.

VHTepHeT-pecypcbi:

1 www.consultant.ru

www.garant.ru

NHpopmaumnoHHbIn nopTan MocypapcTeeHHOM Aymsl: http://www.ekonomiks.ru
WH(popmaumnoHHbIv caiiT CoseTa ®egepaunn: http://www.council.gov.ru
VHdhopMaLunoHHbIA cainT MpesnaeHTta PO: http:// www.kremlin.ru
WNH(popmaunoHHbIv caiiT MpaBuTtensctea P®: http://www.govemment.ru
NHhopmaunoHHbIi cailT BepxosHoro Cyga P®: http://www. supcourt.ru

N o gk wd

43  O6wume TpeboBaHMSA K OpraHumsaumm npom3BOACTBEHHON NpaKTUKK (N0 NPoguIo
cneymanbHOCTK)

Mn.02.01 Tlpomu3BoAcTBEHHAd npakTuka (Mo NpoguAl0  cneymanbHOCTU)  MPOBOAUTCA
obpa3oBaTeflbHbIM YUpeXAeHNeM MNpu OCBOEHUU 00y4YaroLMMUCA NPOYECCUOHaNbHbIX KOMMNETEHUUA B
pamkax NMM.02 ApxnBHOe feno B Cyfe U peann3yeTcs KOHLUEHTPMPOBAHHO B paMKaX Npog)ecCMoHansHoro
MOy Nei.

lMpon3sofcTBEHHAA NpaKTUKa NPOBOAUTCA B OpraHu3aumnsax Ha OCHOBE [0r0BOPOB, 3aKN0YaeMblX
MeXay 06pa3oBaTe/ibHbIM YUpeXxgeHUeM 1 opraHusaunsamMu.

Jonyckom Kk TIM1.02.01 MpounsBoAcTBeHHas npakTuka (No npouai cneymnansHOCTU) ABNAETCA
ocBoeHne MAK 02.01 ApxusHoe aeno B cyge n MAK 02.02 OpraHusauuns paboTbl apxuBa B cyae Ans
NoNyyeHUss MepBUYHbLIX NPOYPECCUOHaNbHbIX HaBbLIKOB B pamKax npogeccroHansHoro mogyns MM.02
ApXUVBHOe fieflo B cyfe.

Mpoun3BoACTBEHHAs NpaKTMKa (Mo NpopuIo cneymanbHOCTM) NPOBOAUTCA B (DOPMe NMpaKTUYeCcKow
NoLrOTOBKU.

PyKkoBoAuTeNleM NpaKTUKW pa3pabaTbiBaeTCA W BblfaeTcAd 06yyarolmMMca 3afaHue, B KOTOPOM
NPUBOAUTCSH KOHKPETHbIA MNepeyvyeHb MOAMEXalWMX OCBOEHWO U pa3paboTke 3aAady/BonpocoB Mo
npogeccnoHanbHOMY MOAYHO.

dopma OTYETHOCTU: AHEBHUK NPAKTUKW, OTUET MO NPaKTUKE.

dopma oUeHKN - AN epeHLMPOBaHHbIN 3a4eT.

4.4 KagpoBoe obecneyeHne obpasoBaTe/IbHOro npouecca

Mr.02.01 Mpoun3BoACTBEHHAA MpPaKTUKa NPOBOAUTCA MacTepamMn MPOU3BOACTBEHHOIO 06y4YeHUA
n (Mnn) NpenogaBaTensimMn ANCLUNANH NPOgeccnoHanbHOro uukna. OnbIT A4eaTeNbHOCTM B OpraHu3aunsx
COOTBETCTBYIOLLE MpOdeccoHanbHON cdepbl ABAsSeTCH 06s3aTenbHbIM. [penogaBaTenv nonyyawoT
AONONHUTENbHOE MpodeccroHanbHOe 06pa3oBaHKe MO MPorpaMmmam MOBbIWEHUS KBaM(pUKaLumn, B Tom
yncne B hopmMe CTAXMPOBKM B MPOUAbHBIX OpraHm3auuax He pexke 1pasa B 3 roga.

PyKoBOAUTeNe NpakTUKW OT OpraHu3almmn, onpegenstoT U3 Yncna BblCOKOKBAMGULMPOBAHHbIX
pa60THI/IKOB opraHnsaynn, HaCtTaBHMKOB, NOMOrakoLWnXx 06yqa}0IJ.I,VIMCFI oBnageBarb I'IpOCbECCI/IOHaJ'IbeIMVI
HaBblKaMW.
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5 KOHTpOoab 1 oueHKa pe3ynbTatoB ocBoeHmda M11.02.01 MponsBoLCcTBEHHAA

npakTnka (no

NPOgMII0 CneunansHOCTN)

Llenbto oueHkn no IMM.02.01 MpounsBoAcTBEHHaa npakTuka (Mo npodunio
cneyuanbHOCTU)ABNAETCA BbIiBIEHWE YPOBHS CHOPMUPOBAHHOCTU:
1) NPOgeCcCcCUoHanbHbIX 1N 0OLLNX KOMOETEHL WA,

2) NPaKTUYeCKOro OMbiTa U YMEHWIA.

Pe3ynbTaTbl (0OCBOEHHbIE
npodeccnoHasnbHble
KOMMNeTeHUUN)

MK 1.4 O6ecneymnBaTb

paboTy apxuBa cyja

OCHOBHble NMoKa3aTe/IMOLEeHKN pesynbTaTta

- OCyLLecTBNeHne
060CHOBAHHOIO aHa/n3a MNPaKTUYECKNX
CUTYaLMii, BCOOTBETCTBUM C IEACTBYOLLNM
3aKOHOAAaTeNbCTBOM;

-060CHOBaHHas opyanNYecKas oLeHKa
MPaKTUYECKUM CUTYaLMsaM, C MCMNO/b30BaHNEM
NepMoANYECKNX U

creunanbHbIX U3faHuiA, CNpaBoYHON
NNTepaTypbl,

MH(OPMaLMOHHbIX CNPaBOYHO- NPaBOBbLIX
CUCTEM.

- MOCTaHOBKa Ha y4eT 1 ohopmeHne
NCNONHUTENbHBIX A0OKYMEHTOB MO Cye6HbIM

Aenam.

®opMbl U MeTOAbI
KOHTPO/SI U OLEHKM

KoHTponb B hopme
3ayeTa Ha OCHOBaHMK
0T3blBa U 3KCNEpPTHOM
OLLEHKMN 1 OLEHKM
pyKOBOAUTENSA
NpaKTuKu,

oTyeTa 0byyaroLlerocs
no MPOXOXAEHUIO
NpaKTUKW,
KOMMNEKCHbIA
AndhepeHLMpoBaHHbIl
3ayer.

Mporpamma NPOM3BOACTBEHHOI NPaKTKKM (MO NPOmMAI crieuuanbHOCTM) npodeccnoHansHoro moayns M. 02
ApPXVBHOe [IeN10 B Cy/e NPOLL/Ia CornacoBaHme ¢ paboTogaTesieM B PaMKax COrJiaCoBaHKA BCETO KOMMN/eKTa
[IOKYMeHTOB Nno creupanbHocTi 40.02.03 Mpaso u
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