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1. EJIN 1 3AJIAYHU OCBOEHMUSA JUCIIUITJIMHBI

enan ocBoeHUs TUCHUILIMHBI (MOIYJIsl) — 1aTh CTY/I€HTAaM CHUCTEMHOE IIPEJCTaBIECHUE O
CKJIQJIbIBAHUW W Pa3BUTHH KaJIPOBOW JOKYMEHTanMM B Poccuu Kak HEOThEeMJIEMOW 4YacTH
rpoliecca ynpaniaeHUs: IEPCOHATIOM, O JAESTEILHOCTH APXUBOB IO JINYHOMY COCTaBY.

3agaun:

-HaquTb CTyIIeHTOB I‘paMOTHO COCTaBJIATH U O(l)OpMJISITB KaIIpOBBIe I[OKYMGHTBI;

-00y4UTh METOJaM PabOThI C KaAPOBBIMU JOKYMEHTAMHU;

-0OCBOUTH MCTOI[I/IKy COCTAaBJICHUSA JIMYHOI'O I€J1a pa6OTHI/IKa;

-OCBOUTH MPOIIEAYPHI NTepeaaun JUIHBIX JC]I B apXUB;

-OCBOUTH OCHOBHBIE MPOIECCHl padOTHI apXHUBa MO JUYHOMY COCTABY.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

JlucuumiuHa OTHOCUTCS K 0a30BOM 4acTu y4eOHOTO IMKIIA TYMaHUTApHBIX, COIIMAIbHBIX
Y SKOHOMUYECKHUX THACIUIIINH.

N3ydyenne aucuumnianHbel 0a3upyercs Ha 3HAHUM CTYACHTAMU CIEAYIOIIUX TUCIUILINH
yaeOHoro turana: «OpraHuzamusi ¢ TEXHOJOTHUA JOKYMEHTAIIMOHHOTO  OOecreyYeHus
yIpaBieHUs», «[OKyMEHTOBEIEHHEY, «APXUBOBEJICHUE.

3. TPEBOBAHHUSI K PE3VJBLTATAM OCBOEHUSI COJEPKAHUS
JUCHUIINHBI

[Tporiecc u3ydeHUs AUCHMILIMHBI HAIIPaBJICH Ha ()OPMHUPOBAHUE JIEMEHTOB CJICAYIOIINX
komrereHmii B cootBerctBUM ¢ PI'OC BO mno paHHOMY HampaBlCHHIO IOATOTOBKU
(criennanbHOCTH):

0) npogeccnonanbubix (IIK)

- CHOCOOHOCTBIO HCITOJIB30BaTh MpaBWja OpTraHU3aIllMM BCEX JTamoB pabOTHI €
JOKYMEHTaMH, B TOM 4Kcie apXuBHBIMU qokymeHTamu (ITK-20);

- BJIaJICHMEM HaBBIKAMH COCTABJICHHUS OIMKCEH JIeJI, MMOATOTOBKH JIe] K Mepeaaye B apXuB
OpraHM3alliy, TOCYIApPCTBEHHBIN WM MyHHIIMTATbHbIH apxuB (TTK-21);

- CITOCOOHOCTHIO MPUHUMATh yJ4acTHE B pabOTE MO MPOBEACHHUIO SKCIIEPTU3bI IIEHHOCTH
nokymentoB (ITK-22);

- BJIaJICHHEM HABbIKAMU OPTaHHM3AIliU CIIPABOYHO-IIOMCKOBBIX CPEJCTB U MUCIIOIB30BAHUS
apxuBHBIX TOoKyMeHTOB (ITK-24);

- CITOCOOHOCTHIO MPHUHUMATh yJ4acTHE B pabOTe MO MPOBEACHUIO IKCIEPTH3BI IEHHOCTH
nokymentoB (ITK-27)

- 3HaHHEM OCHOB TPy 10BOT0 3akoHOAaTenbeTBa ([1K-33);

- 3HaHHUEM TpPeOOBAaHUM K OpraHW3aludyd KaJpoBOTO JICJIONMPOU3BOJICTBA U
JOKYMEHTHPOBAHHUIO TPYIOBBIX OTHOIIEHUH, XPaHEHHIO JOKYMEHTOB 110 JIndHOMYy coctaBy (ITK-
36);

- BJIaJICHMEM TMPUHIMIIAMH, METOJaMH W HOPMaMH OpraHW3allih, XPaHEHHS,
KOMIUICKTOBAHHUS, y4eTa M WCIIOJIb30BAaHMS APXHMBHBIX JTOKYMEHTOB, JIOKYMEHTOB JIMYHOTO
npoucxoxaenus (ITK-37);

- BJIaJICHUEM HaBbIKAMU Pa0OTHI C JOKYMEHTAMH, COJICPKAIIMMH WH(OPMAIIHIO
orpanuyenHoro pocryna (I1K-38);

- BJIQJICHUEM HaBbIKAMH paOOThl C JOKYMEHTaMH, COJCpXKAIIMMH HH()OPMAIUIO
orpanuyenHoro pocryna (I1K-38);

- BJIaJICHHMEM HaBbIKAaMH COBEPIICHCTBOBAHMS OpraHu3aiuu xpaneHnus: qokymenton (ITK-
49);

- CIIOCOOHOCTBIO COBEPIICHCTBOBATH pabOTy C apXMBHBIMH JIOKYMEHTAMU apXuBa

OpraHM3alil Ha OCHOBE HCIOJIb30BaHUS COBpPEMEHHBIX HMH(popManunoHHbIX TexHosorui (IIK-
51).



B pe3ynbpTare 0CBOCHHS AUCIUIUTHHBI 00YJarOITUECs JOJKHBI:

3namo:

- OCHOBBI 3aKOHOJaTeNbcTBa PD, perynupyromme opraHu3aiyio XpaHeH!s TOKYMEHTOB
110 JINYHOMY COCTaBY B apXHBaXx;

- MpaBWJIa CUCTEMATH3AIUN U XPaHEHUs JOKYMEHTOB I10 JINYHOMY COCTaRY;

- cucteMy apxuBoB PD u OCHOBHBIC TEHACHIIMU B UX Pa3BUTHH, OCHOBHBIC HAIPABIICHUS
uX paboTel M crenuduky, METONUKY XPAaHCHHUS M HWCIOJb30BaHUS JOKYMEHTOB B apXHBax
OpraHu3aIil ¥ TOCYJapCTBEHHBIX apXUBaX;

- TOPSAOK JOCTYNa K JIOKYMEHTaM IO JIMYHOMY COCTaBy B apXHWBE OpPraHHU3AIMH U B
roCyJapCTBEHHOM, MYHHUIIUTIAJIBHOM apXHBE.

Ymemon:

- BBIMIOJIHATH OTIEPAIMH 110 00pabOTKE TOKYMEHTOB Ha CTaIUU X XPaHEHUS;

-OpraHU30BBIBATh TEKYIIEC XpaHEHUE JOKYMEHTOB [0 JIMYHOMY COCTaBy M HUX
MOJATOTOBKY JIJIs Iepeiaul Ha apXUBHOE XpaHEHUE;

- pa3pabaThiBaTh HOPMATHUBHBIC IIPABOBBIC JIOKAJTbHBIC AaKThl, HEOOXOIUMBIC B
JIeATEeILHOCTH OpraHu3aluK (ITOJ0KEHHE 00 apXWBE OpPraHM3alliu, MOJIOKEHUE 00 SKCIIEPTHOM
KOMUCCHH OpraHu3alun).

Bnaoemos:

-METOJIaMH OPTaHM3AIMH XPaHEHUS, MPOBEICHUS SKCIIEPTH3bI IIEHHOCTH JTOKYMEHTOB,
OMKCAHUA U UCTIOJIb30BAHUS JOKYMEHTOB, COJIEPKAIINX MEPCOHAIBHbIE TaHHBIE.

4. OBbEM YUYEBHOM JUCIHUATLIUHBI
OOr1asi  TpyIOEMKOCTh JAMCIHMIUIMHBI COCTaBIsAeT 7 3adeTHbIX eauuuil (252 wyaca).

JuctumuimHa peanmsyercs B 3-4 cemectpax. @opma mpoMeKyTOUHOW aTTECTAlMA — dK3aMEH B
4 cemecTpe.



