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IHosicuuTeNLHAA 3aNIUCKA

B Hacrosiiiee Bpemsi OATOTOBKAa KOHKYPEHTHOCIIOCOOHBIX CIEIIUAKCTOB,
OTBEYAIOIIMX TPEOOBAHUSAM PHIHOYHON SKOHOMMKH, SIBISETCS BAXKHOW 3ajadei
CUCTEMBI oOpazoBaHus. [TosTomy MHOT'O BHUMAaHUS yaensercs
npodopuentanmonHo padore ¢ odyuaromumucs. B TAIIOY «TonpsTTuHCKMIMA
COLIMATIbHO-TIEAATOTUYECKUI  KOJUIEIEK» npodopueHTanmonHas  pabdota
HalpaBjeHa Ha TOBBIIICHHE YPOBHS HHPOPMUPOBAHHOCTH OOYYArOUIUXCS
0011e00pa3oBaTeIbHBIX OpPraHu3aluii 0 BOCTPEOOBAHHBIX HAa PErHOHAIHLHOM
pBIHKE TpyAa MpodecCcusiX U CHEHHATbHOCTIX, Ha (POPMUPOBAHUE MMO3UTUBHOTO
UMUJKA CUCTEMBI TPO(ECCUOHATFHOTO 00pa30BaHuUs.

Hacrosiimass  mporpamMma  HampaBji€Ha  Ha  IOBBIILICHHE  YPOBHSA
MH(POPMUPOBAHHOCTH 00ydYarommxcsi o0I1e00pa3oBaTeIbHbIX OpraHu3aluil o
cnermanbHocT  46.02.01 JlokymMeHTaIlMOHHOE OOECIeYeHHe YIpaBICHUS U
apXUBOBEJICHNUE.

B ycinoBusx yxkecroueHHs TpeOOBaHMI K OpraHu3alud XpaHEHUs
apXUBHBIX JIOKYMEHTOB B OpraHU3alUsaX, YCUICHUIO KOHTPOJISA 32 COOMIOACHUEM
apXMBHOI'O 3aKOHOJATENbCTBA, Mpodeccuss ApXuBapuyca CTAaHOBHUTCS OCOOEHHO
BOCTPEOOBAHHOM, TOBBIIIAIOTCS TpPeOOBaHMS K YPOBHIO NpOo(eCcCHOHAIBHOU
IOATOTOBKM CHELUATIHNCTOB.

3HauuMocTh mpodeccun ApXuUBapuyC B pETHOHE: JII000€ MpEeANpUsiTHE,
yupexJeHue uMmeer cBoi apxuB. Cam (akT CyliecTBOBaHHUS apXWBa TOBOPUT O
NPECTHKE, YCTOMYMBOCTM W  CTAa0WJIBHOCTH  NPEINPUATHSA,  [O3TOMY
ApxuBapHuychl BOCTpeOOBaHbI Ha PhIHKE TPYy1a. ApXHUBAPUYC — ITO JTOJKHOCTHOE
JUI0, KOTOPOE OTBEYAET 33 COXPAHHOCTh JOKYMEHTOB B apXHBE, UX OMHUCh U
CBOEBPEMEHHOE YHUUTOKEHHUE (IO UCTEYEHUH CPOKa XPAHEHHUSI, YCTAHOBIEHHOTO
3aKOHOAATEIBLCTBOM).

IIporpamma «lIpuxiroueHuss ApxuBapuyca» 3HAKOMHUT C COJEpKaHUEM
JEATEIbHOCTH MO XPAHEHUIO JOKYMEHTOB. CIleHMaliiCcT, BIAJACOUIMN HAaBBIKAMU
paboThl MO XPAaHEHHIO JOKYMEHTOB, HHUKOTJla HE OCTaHeTcs 0e3 paloThl.
ApxuBapuyc BOCTpeOOBaH B 1000 OpraHU3alUy, OH CMOXET HalTH OTBETHI HA
BOIPOCHIL: CKONBKO KUBYT NOKYMEHTHI? Kakne T0KyMEHThl MOKHO YHHUUTOXKHUTH?
Kak 1OKyMeHTy MOJy4YuTh «IPONUCKY» B apxuBe? OH yMeeT YMTaTh «KHUTY
cyne6» TOKyMEHTOB.

[Iporpamma JaeT BO3MOXHOCTb aJalTUPOBAaTBCS B MHUpPE JTOKYMEHTOB,
y3HaTh O TakUX Npodeccusix, Kak apXuBapuycC, apXUBUCT, CIEIUAINUCT apXHBa,
JIOKYMEHTOBE/I, XpaHUTENb. AKTUBHbBIE (POPMBI 0O0yUEHHUsI TTO3BOJIAT MOMPOOOBATH
CBOM CWJIbl B ONPENENIEHUU CPOKOB XPAHEHHUS U CHUCTEMATH3alMu JOKYMEHTOB B

Acjia, IPpOMMBKHU AC U OPraHru3alii XpaHCHUA JOKYMCHTOB B apXHBCE.

2
OUIIO Camapckoii obmactu, 2023



[Iporpamma siBisieTCSl MHKJIFO3UBHOM, TOCTYMHA i oO0ydaromuxcsa ¢ OB3,

HNBAJINMAHOCTBIO B COCTABC OTACIIBHBIX I'PYIIII.

Ho3zonozuueckue epynnoi Honycmumble Hapyuienus
1. | Hapymenus cnyxa (riayxoTa, TYTrOyXOCTb, CIIa0OCTbIIIIaHNE
cnabocnplanue, mpuoOpeTeHHas
TJIyX0Ta)
2. | Hapyienust 3penus (ciernora, c1aboBUICHUE
c1aboBHJICHHUE)
3. | Hapymenus peun (auzaptpus, au3apTpus, apasusi, pUHOIAIUS
ananus, adas3usi, pPUHOJIAIHS)
4. | HapyuieHust onopHO- JUII, nedopmanuu 1 3a001€BaHUS:

JBUTATEJIBHOTO amnmapara (BEpXHUE | BEpXHUX KOHEUHOCTEH, HIKHUX
KOHEYHOCTH, HIKHUE KOHEYHOCTH, | KOHEYHOCTEN, IIEU U TPYAHON
COYETAHHOE HAPYILLIECHUE BEPXHUX U | KIETKH, [I03BOHOYHUKA, -

HIDKHUX KOHEUHOCTEN ) BPOXKJCHHBII BBIBUX O€Ipa;
KPHUBOLLIEs; KOCOJIAOCTh U APyIrue
nepopMaluy CTOl; aHOMaJINH
pa3BUTHS TO3BOHOYHHKA (CKOJIHMO3);
HE0Pa3BUTHE U JEPEKTHI
KOHEYHOCTEH; aHOMAJIMU Pa3BUTHS
IIAJIbLIEB KUCTH; apTPOTIPHUIIO3

5. | 3agepxkka ncuxuyeckoro pazputus | 3I1P — HkHsIS rpaHuna

(3aMeyIeHre ICUXUYECKOTO WUHTEIJICKTYalTbHOM HOPMBI; I€TH
pPa3BUTHS, CTOWKAsL HE3PEIOCTh 00y4aroTcsi M0 KOPPEKIIMOHHBIM
AMOIMOHATILHO-BOJIEBOM cephl, 00111€e00pa3oBaTeILHBIM
UHTEIJICKTyaJIbHas nporpaMmam, HHTETPUPOBaHbI B
HEJOCTATOYHOCTH) KJIACChI C OOBIYHBIMU JETHbMHU

6. | Jletn c HapyIIeHUEM MOBEJCHUS M | PACCTPONCTBO ayTHYECKOTO CIIEKTpa
oO1eHus (ayTusm)

7. | 3aboneBaHUsa HEPBHOM CUCTEMBI LHEHTPAJIbHON U epUPEpUUECKON,
SIWIENICHUS, 3aUKaHUE, JIP.
8. | ComaTtnueckue 3a001eBaHUS 3a00s1€BaHusl BHYTPEHHUX OPraHOB U

CHCTCM TCJ1a

[lens mporpaMMbl — O3HAKOMJICHHE O0YUaIOIIUXCsl 00IIe00pa30BaTEIHHBIX
opraHuzanuii ¢ MpodecCHOHANTBHBIM KOHTEKCTOM creruanbHocTh 46.02.021
JlokymeHTaImoHHOe 0OecTieueHre yIpaBJICHUS U apXUBOBEICHHE.

3agaun MporpamMmel.

— O3HAKOMJICHUE O0YYaIOIINXCS 00111€00pa30BaTEIbHBIX OPTaHU3AINH]

- C TIPOM3BO/ICTBEHHO-TEXHOJOTHICCKUM IMPOIIECCOM;

- C TPYAOBBIM ITPOIIECCOM;
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— ¢ mpodecCroHaThHO-BAXKHBIMU KaueCTBAMH PaOOTHHKA,;

— ¢ opranuzannoHHo MKY r.0. TonbsaTTi « TONBATTUHCKUN apXUBY,

— C YCIIOBUSIMH TOJy4YEHHUs 00pa3oBaHus 1o crenuaibHocta 46.02.01
JlokymeHTalmoHHoe oOecrieueHue ympasiieHuss u apxuBoBeaeHue B ['AIIOY
«ToNBATTUHCKUI COIMATIBHO-TIEAArOTHYECKUUN KOJIIEIDKY

- NoJIydeHre OOyYarolMMuUcs 00111e00pa3oBaTebHbIX OpraHu3alui
MIPAKTUYECKOIO OIBbITa BBINOJHEHUS TPYIOBBIX JEUCTBUW IO CIEHHAIBHOCTH
46.02.01 JoxyMeHTalIMOHHOE 00ECIICUCHHE YIIPABICHUS U apXUBOBEICHHUE;

— MpEe0CTaBICHUE o0y4JaroIImMcs 00111600pa30BaTEIbHBIX
OpraHu3aluii BO3MOKHOCTH pe(IICKCHUU TIOTyISHHOTO OTIBITA.

IleneBas ayguTopus: oOydaromuecs 9-X KiIaccoB 00Ieo0pa3oBaTeIbHBIX
opranuzanuii Camapckoit 001acTu.

KonnuecTBo 4acoB Ha OCBOCHHUE POTPAMMBI:

BCEro — 6 akaJieMM4E€CKUX 4acoB, B TOM UHUCJIE:

skckypeust Ha mpenmnpustue — MKY r.o. Tomesittn «TonparTuHCKUN
apxuBy (3 gaca);

skckypeusi B ['AIIOY  «ToOABATTUHCKMNA COLMATBHO-TIEAArOTUYECKUM
kosutepk» (1 gac);

BBITIOJIHEHUE TPAKTUYECKUX 3aJaHui MpodecCHoHaNbHBIX Mpod Ha Oasze
['ATIOY «TodBSITTHHCKUI COIMATBHO-TICIArOTMYCCKUI KOJuieK» (2 yaca).

[TpoaomKUTENBHOCTD POrPaMMBIL: | J1€Hb.

Oxunaemble pe3yJbTaThl:

— dhopmMupoBaHUe y 00yJarommxcsl 00111e00pa3oBaTEIHHBIX
OpraHu3anuii OOIIETO MPEACTaBICHUS 0 MpodeccrnoHanbHOM KoHTekeTe 46.02.01
JlokyMeHTaIlMOHHOE 00eCTIeUeHNEe YIIPABJICHHS U apXUBOBEICHUE;

— MoJIydyeHHe OOydYarolUMHCs 0011e00pa3oBaTEIbHBIX OpraHu3aIui
ONBITA BBIMOJHEHHUS NpakTHUecKux 3amanuil nmo 46.02.01 JlokymeHTannoHHOE
obOecrieueHue ynpaBeHUs U apXUBOBEICHUE;

— dbopmyIHpoBaHUE 00yJaroImMMuUcs 001eo0pa3oBaTeIbHBIX
OpraHu3aluii OTHOIICHUS K TPEICTaBICHHON MPOo(ecCuOHAIBHON AesSTENHbHOCTH
(e€ remeHTaM).

TemaTnueckuil IaH

No Tema Konuuecmeo Opeanuzayuonnas ¢hopma
H/H yacoe oesamenbHOCmU
1. | 3makomcTBO ¢ MKV r.0. 1 s3kckypcus B MKY
Tonpartu «ToNBATTUHCKUI «TONBATTUHCKUI apXUB»
aApXHUBY.
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XapakTepUCTHUKA COJACPIKAHUS
Tpyna. OCHOBHBIE BUJIbI
NEATEIIbHOCTH, MIEPCIIEKTUBBI
pasButus. Mecto
MpEANpUsATUS HA
PETHOHATILHOM PBIHKE

OyHKIIMOHAIBHBIC 1,5 aKkcKypcus B MKY

00513aHHOCTH CIICIIMAIINCTA, «TOoABATTUHCKUM apXUBY»

pabouee MecTo, 000pyI0BaHUE

TpebGoBanus k sKkcKypcusi B MKY

WHIBUTY AIbHBIM «TOMBATTUHCKHM apXUBY

OCOOCHHOCTSIM YEIIOBEKa,

METUITTHCKHEC

MIPOTHUBOIIOKA3aHUS

OpraHn3anmoHHas KyJbTypa 0,5 3kckypeus B MKY

MKY r.o. TonbsiTT] «TONBATTUHCKUI apXUB»

«TONBATTUHCKUY apXUBY,

MEpbI MOJIEPKKHA MOJIOIBIX

CHEIMAMCTOB

OO6mast xapakTepucTHKa U 0,5 OYHas HKCKYpCHS B

YCJIOBUS O0YUEHHUS 110 TI'ATIOY TCIIK

cneruaiasHoct 46.02.01

JIOKyMEHTAaIMOHHOE

oOecrieueHre ynpaBJIeHUs U

apXHWBOBEJICHUC

[IpakTHuecKkoe 03HAKOMJICHUE 2 npodeccruoHaibHas Ipoda

C DJIEMEHTAMH «XpaHUTh HETTB3S

npodeccruoHanbHOM YHUYTOXUTH!» 10O

JeSITeTLHOCTH. (bopMHUpPOBaHUIO

[IpodheccronanpHbIC MPOOKI O JIOKYMEHTOB B JIefia,

npodeccun, MacTep-KIacchl OTIPEJICTICHUIO CPOKOB
XpaHEHUsI TOKYMEHTOB U
BBIJICIICHUIO JIOKYMEHTOB C
HCTEKIIINMH CPOKAMHU K
YHUYTOKEHUIO.
Macrep-kiacc no
dhopMUpPOBaHUIO U
MPOIIMBKE apXHUBHOTO
nena Ha 6ase 'AITIO
TCIIK
IIporpamma
podheCCHOHAIEHON
pOObI — B MIPUJIOKEHUHU
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Pednexcus yaactus B [IKC 0,5 AHKETUPOBAHUE 10 UTOTAM
DKCKYPCUU U
MPaKTUYECKOTO
O3HAKOMJICHUS C
AIIEMEHTaMU
npodeccuoHanbHOM
JIESITEIIBHOCTH

YciaoBus peaau3zanuu NporpaMmbl

TpeboBaHus K MaTepUaIbHO-TEXHUYECKOMY 00ECIICYEHUIO!

Peanuzarus mporpaMMbl He TpeanofiaraeT Haduuus 0COOBIX TpeOOBaHUH K

IIOMCIICHUAM.

Kabuner apxuBoBeneHusi / mabopatopusi JTOKYMEHTOBEICHUS, KaOWHET
MHKIIFO3UBHOT'O 00pa30BaHUs

HepequL O60py,Z[OBaHI/I}I, HHCTPYMCHTOB, MAaTCPpHUAJIOB, HCO6XOIII/IMI>IX JJIA

peanuzanuu [Iporpammel, B TOM ymciie npohecCuoOHaAIbHON MPOOHI:

Omnepanuonnas cucteMa Windows, ctannaptHelii naket Microsoft Office;
NHCTpYyMEHTBI: HIWJIO0, UTJ1a, HOKHUIIBI, 3aKUMBbI, aHTUCTEILIEP;
JAunakTudyeckue MaTepuasbl: MAaTEpUAIIbl JIJIS1 BBIMOJHEHHS MPAKTUYECKHUX
3a/IaHUi, WHCTPYKIMM TIO BBIMOJHEHUIO TpodeccHoHambHON MPOOHI,
oOpas3iibl opopMIICHHS JOKYMEHTOB U JIeJ, pa3aTOuHbIN MaTepual;
[IpodeccuonanbHas mpoda « XpaHUTh HEJIb3S YHUUTOKHUTH!»;
O6opynoBanue: KommbproTepbl B KOJWYECTBE HE MEHBIIE KOJIMYECTBA
oOyvaronxcss B rpymme;  MynpTUMeaua-npoekTop;  DkpaH  /
WHTEPaKTUBHAS JIOCKa; MHoro¢pyHKIIMOHAIBHOE YCTPOMCTBO
(mpuHTEp+CKaHep)

HNudopmanmonHoe odbecrieueHue:

MynbsTuMenuiinas npesenranus «lIpukirouenuss ApxuBapuycay;
Mynbrumenuiinas npedentauus «OT co3aHus A0 YHHUUTOKEHHS: CKOJIBKO
KUBYT TOKYMEHTBI?»;

Mynbtumenuiinast npe3eHtauus «Kak MNOArOTOBUTH JTOKYMEHTBHI IS
apXUBHOTO XpPaHEHUA?»;

JunakTuyeckue Marepuaibl: MaTepUalibl JJIsl BHIMOJHEHHS MPAKTUYECKUX
3ajaHuil, MHCTPYKIMH TIO BBIMOJHEHUIO MPO(ecCHOHATBHON TpOOHI,
o0pasisl 0pOopMIICHUS JOKYMEHTOB U JIe]1, pa3daTOYHbIi MaTepua,
[IpodeccronanbHas mpoda « XpaHUTh HENb3SI YHUUTOXKHUTH!».
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Kaaposoe obecnieuenue:

Psmuenko Enena AnexkcaHapoBHa, TpenojaBareib MpodhecCHOHATBHBIX
JUCUMIUIMH 10 crnenuanbHocT 46.02.01 JlokyMeHTallMOHHOE OOecreyeHue
yopaienuss u  apxuBoBeAeHue ['AIIOY  «TonbATTMHCKHNA  COLHMAIBHO-

MEJaroruuecKuil  KOJIJIEK», HUMeromas onelT padotel ¢ junamu ¢ OB3,
WHBAJIMHOCTBIO.

Cotpynuuku MKY r.0. TonbsaTTi « TONBATTUHCKUNA apXUBY.
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[Tpunoxenue 1

[Tporpamma mpodeccronanbHOM MPOOBI « XPaHUTh HENMB3S YHUUTOXKHUTH!»
10 KoMIeTeHIMU JIoKyMeHTallMoOHHOE 00eCTIeYeHUE YIPABICHUS U
apX1BOBEJICHUE

[IpodopueHTalliOHHBIE  KAaHUKYJSIPHBIE  CMEHBl  HAmpaBlIEHbl  Ha
npo(EeCCUOHANIBHYIO OpPUEHTAIMI0 OO0Yy4YaloIMXCd ¢ MPEACTaBIAIOT CcOoO0OM
PAKTUKO-OPUEHTUPOBAHHBIC npooprUeHTAIMOHHBIE MEPOTIPUSATHSI,
BKJIIOUAIOIIUE MPOBEACHNE TPO(HECCHOHATBLHOM MPOOHI.

Hear mnpodeccuoHaNbHOI  MPOOBI.  NPAKTUYECKOE  3HAKOMCTBO
oOyvaronuxcst  oOeo0pa3oBaTeNbHBIX OpraHM3alidi ¢ colepKaHUEeM U
TEXHOJIOTUEW BBITIOJIHEHUSI paboT B cepe opraHu3alMKU XPAHEHUS apXUBHBIX
JIOKYMEHTOB.

3anaun npodeccnoHAIBLHON MPOOBI:

— obecnieuenne  oOywaromuMmcs — IpodecCHOHaNbHBIX  TPOO 1O
BOCTpeOOBaHHBIM Ipodeccusim — 1o npodeccun ApXUBapHuyc;

— TIONyYeHHUE MPAKTHYECKOTO OIBITa OMpPENelICHUs] CPOKOB XPaHEHUS
JIOKYMEHTOB;

— TOJyYEHHUE MPaKTUYECKOIO OIbITa HMCUUCICHHUS CpPOKOB XpAaHEHUs
JTIOKYMEHTOB;

— TIOJyYEHHUE MPAKTUUYECKOIO ONBITA BBIACIECHUS JIOKYMEHTOB, CPOKH
XpaHEHHs] KOTOPBIX UCTEKIIM, HA YHUUTOXKECHHE,

— TIONyYeHHUE MPAKTUYECKOTO OMbITa (HOPMHUPOBAHHS TOKYMEHTOB B JIETIa;

— IIOJYYCHHC IIPAKTHYCCKOI'O OIIbITA IIPOIIWBKU apXUBHOI'O ACJIA.

Conep:xanue npodgeccMoOHAIBLHON MPOOBI:

[Ipodeccuonanbuas mnpoda «XpaHUTh HEIb3S YHHUTOXHTH!» 10
OTIPEICIICHUIO CPOKOB XPAHCHHS JOKYMCHTOB U BBIJCICHHIO JOKYMEHTOB C
UCTEKIIMMHA CPOKaMHU K YHUYTOKCHUIO, (DOPMUPOBAHHIO JTOKYMEHTOB B Jiefia, C
Y4ETOM TMPEABSIBISIEMBIX TPEOOBAHUIA BKITIOYALT:

— OmpeleNieHue CPOKOB XpaHEHUS TNPEIJIOKEHHBIX JIOKYMEHTOB C
ucroyib30BaHueM (Qparmenta I[lepeyHsi TUIOBBIX YMPABICHYECKUX APXHBHBIX
JOKyMEHTOB C YKa3aHHEM CpOKOB XpaHeHUs (0TpadaThIBalOTCS HAaBBIKH
OTpPECICHUSI CPOKOB XPAaHCHHWS JIOKYMEHTOB W OpTraHU3alMH XpaHCHUS
JOKyMEHTOB, IPHHUMAIOTCS PEIICHUS OTHOCHTEIIBHO «CYIbOBI» TPEII0KCHHBIX
JIOKyMEHTOB — XPaHHUTh UX WM YHUUYTOKHUTB);

OUIIO Camapckoii obmactu, 2023



— YUMTBIBAas TMOPSAOK HCUYUCIEHUS CPOKOB XPAHEHHSI JOKYMEHTOB,
ONpENENNTh, Kakhe JOKYMEHTbI M KOIrZla MOTYT OBITh YHHUYTOXCHBI
(oTpabaTeiBaeTCsi HABBIK MPOBEACHUS PACUETOB B IENAX ONPEACICHUS CPOKOB
XpaHEHHsI JOKYMEHTOB M BBIJCICHHS JOKYMEHTOB, CPOK XPaHEHUS KOTOPBIX
UCTEK, 111 YHUUTOXKECHHUS);

— YUMTBIBAas TMOPSAOK HCUYUCIEHUS CpPOKOB XPAHEHHSI JOKYMEHTOB,
ONPENENNTh, XPAHUTh NPEJI0KEHHBIE JI€J1a WIH UX MOXKHO YK€ YHUUTOKHUTE;

— chopMHUpPOBATh TPEUIOKEHHBIE JOKYMEHTHI B Je€jla, C YYETOM
IpEIbSABISEMBIX TPEOOBAHUN;

— TMpOIIMBKA apXWUBHOIO JeJjia: JAEMOHCTpalus alropuTMa IpOLIMBKU
Jena, TMOPSAOK PACIOJOKEHWS BHYTPEHHUX YUYETHBIX JIOKYMEHTOB B €€,
NOPSJIOK  MCIOJb30BaHUSI HEOOXOJIMMBIX HHCTPYMEHTOB, HCIOJIb3yEMbIX B
npolecce NpOUIMBKH  JAella (Ha OCHOBE MPEIJIOKEHHOIO  alfOpUTMa
dbopMupoBanusa 1 0oopMIIEHHS Jiela, BBIIOIHSAETCS paboTa no GOpMHUPOBAHUIO U
o(opMmIIeHHIO JeN1a U3 TPEJI0KEHHBIX TOKYyMEHTOB).
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