CneunanbHocth: 7-06-0322-02 JlokymeHTOBeieHHE U apxuBoBeaeHue / CnenpisuibHacib: 7-06-0322-02 JlakymeHTazHaycTBa 1
apxiBazHayctBa / Speciality: 7-06-0322-02 Documentation and archival science

VYrpaBienue JOKyMEHTaMH M apXuBamu, Moaysb «COBpeMEHHbBIE MPOOJIEMBbI apXHWBOBEICHHS M TOKyMeHTOBeAcHHs» / KipaBaHHe
JaKyMeHTaMi 1 apxiBami, Mmoayib "CydacHblsl TTpadiieMbl apxiBa3HaycTBa 1 qjakymeHnTasHayctBa" / Records and archives management,
module "Modern problems of archival science and documentation”

Kpatkoe
cofiepKaHue
yaeOHOI
JMCIUTITHHEL,
moyiist / Brief
summary

TepMI/IHOHOFH'-IeCKI/Ie, IIpaBOBLIC n
OpPraHU3aI[MOHHO-TEXHUYECKHE  aCIEKThI
YHOpaBJICHUA OOKYMCHTAMU MW apXHUBaMMU.
Tepmunonorus B cdepe yOpaBIeHUS
JOKyMeHTaMH | apxuBamu. IIpaBoBele,
OpraHHU3aIIOHHBIE u TEXHUYECKHE
COCTaBJISIIOLME TPOLIECCOB  YNPABICHUS
JOKYMEHTaMHU M apXMBHOTO XpaHEHUS
AOKYMCHTOB.
MexyHapoAHBII ~ OMBIT  YIPaBICHUS
AOKYMCHTaMMU. CTaH,Z[apTI/BaI_II/I}I
MPOLIECCOB  yMpaBJICHUS JOKYMEHTaMHU.
MexnyHapoaHsie CTaHJapThl o
yIOpaBIeHUIO JOKyMeHTaMH. BHeapenue
IIOJIOKEHUN MEXIAYHApPOIHBIX CTaHIApPTOB
B HAalMOHAJILHOE 3aKOHOJATENIbCTBO U
NPaKTUKY paboThl C JOKYMEHTAMHU.

Tapminanariqaeis, IIpaBaBbls i
aprasi3albliiHa-TIXHIYHBIS aCIIEKThI
KipaBaHHA JaKyMEHTaMi 1 apXiBami.
Tapminanoris ¥ cdepsl  KipaBaHHA
nakymeHTami 1 apxiBami. IlpaBaBbrs,
apraHi3albliiHbIA 1 TOXHIYHBIS CKJIATHIKI
mpamdcay  KipaBaHHS —JaKyMeHTami i
apxiyHara 3aXOyBaHHS JaKyMEHTay.

MixxHapOHEI TOCBE] KipaBaHHS
JAKyMEHTaMi. CranpapThI3anbis
mpampcay  KipaBaHHS — JaKyMEHTaMi.
MiKHapOIHBIS CTaHIAPTHI TMa KipaBaHHI
JaKyMEHTaMi. YKapaHeHHE NallaXdHHSY
MIKHapOHbBIX CTaHJapTay y
HalbITHAJILHAE 3aKaHaJlayCcTBa i
MPaKTHIKYy paOOTHI 3 TaKyMEHTaMI.

Terminological, legal and organizational-
technical aspects of records and archives
management. Terminology in the field of
records and archive management. Legal,
organizational and technical components
of document management processes and
archival storage of documents.
International experience in document
management. Standardization of records
management processes. International
standards for document management.
Implementation of international standards
in national legislation and document
management practices.

dopmupyemble
xommnereHiyn / The
formed competences

O0ecrieunBaTh KOMMYHUKAIIH,
JEMOHCTPUPOBATh JIMJEPCKUE KA4eCTBa,
OBITH CIIOCOOHBIM K KOMaHI000pa30BaHUIO
U pa3pabOTKe CTpaTerHyecKux Ienel u
3a7a4.

Pa3BuBatn WHHOBAIIMOHHYO
BOCIIPUMMYHMBOCTh ¥ CHOCOOHOCTH K
MHHOBAI[MOHHOMU JIEITEIHLHOCTH.

BeiTh CIIOCOOHBIM IPOTHO3UPOBATH
yCIIOBUS npogdeccroHanbHOM
JeATEIIEHOCTH u pemats

npodecCHoHaNbHBIC 33a4ll B YCIOBHUSAX
HEOIIPEAEICHHOCTH.

3abscreyBals KaMyHIKallbli, Tpasyisib
JTJAPCKIS HaBBIKI, OBIIb 30JBHBIM J1a

KaMaH1ayTBap3HHSA 1 pacnparoyki
CTPATATIUHBIX MAT 1 3a]1a4.
PasBiBanp 1HABaIBIIHYIO

ycnpeIMalibHACIlb 1 370JbHACIb  J1a
1HaBalbliiHAW N3eHHAacCL.

BbIlb 3107BHBIM 12 TparHa3aBaHHs yMOY
poamizanbli  mpadeciiiHail  a3edHacii i
BBIpAIdHHS NpadeciiHbIX 3a7ad  Ba
YMOBax HSIBbI3HAYaHACII].

[peiMsHSALB [IcixoJjiara-Ieaarariagpls
MeETaJIbl 1 iH(apmarpIiiHa-

Provide communications, demonstrate
leadership skills, be capable of team
building and development of strategic
goals and objectives.

To develop innovative receptivity and
capacity for innovative activity.

To be capable of predicting the conditions
of professional activity and solving
professional tasks in conditions of
uncertainty.

Apply psychological and pedagogical
methods and information and




[IpumeHsITh  MCHUXOJOTO-TIearorMYecKre | KaMyHIKalbIIHBIS TOXHANIOTI1 ¥ axyKalsli | communication technologies in education
METO/BI " UH(POPMALIMOHHO- | 1 KipaBaHHI. and management.
KOMMYHHKAIIIOHHbIE ~ TexHojJoruu B | PacmpamoyBanp pammuHI 3 yiikam | Develop solutions taking into account
00pa3oBaHUM U YIIPaBICHUH. 9KaHAMIYHBIX, CAIBIUILHBIX 1 3TBIYHBIX | €conomic, social and ethical
Pa3pabaTpiBaTh  pemieHHs ¢ y4eToOM | maTpabaBaHHSY, yniuBarousl | requirements, taking into  account
9KOHOMHYECKUX, COIMATIBHBIX U 3TUYECKUX | TICTapBIYHBIA 3aKaHaMepHactli i cydacHsis | historical patterns and modern trends, as
TpeOOBaHUIl, y4WUTHIBasS HMCTOPUYECKUE | TOHIPHIBI, a Takcama amdHbBalb | well as evaluate the competitiveness and
3aKOHOMEPHOCTH " COBpPEMEHHBIC | KaHKypIHTaa3IoJibHacIb 1 d¢ekTeryHacup | effectiveness of the decisions made.
TEHJCHUWH, a  TaKkKe  OICHUBAThH | IPHIMACMBIX PAIIIHHIY. Analyze social and economic processes,
KOHKYPEHTOCTIOCOOHOCTH ¥ | AHami3aBallb CalbISBIHBIA 1 SKaHAMIYHBIA | management systems and  propose
3¢ (HeKTUBHOCTh MPUHUMAEMBIX PEIICHUI. | mpamdCchl,  cicTOMbl  KipaBaHHS 1 | solutions for their improvement.
AHanu3upoBaTh COLIMAJILHO- | MIpalaHoyBallb parHHi na ix | Organize document management and
SKOHOMHMYECKHE  TPOLECChl,  CUCTEMBI | ylacKaHaJICHHI. archival work in a state body or
yIpaBJICHUS U TpeajiaraTh PEeUIeHus 1Mo UX | ApraHi3oyBails KipaBaHHE JaKyMeHTaMi i | organization of any form of ownership.
COBEPLICHCTBOBAHUIO. apXxiyHYyIO crpaBy ¥ A3spiKayHBIM OpraHe
Opranm3oBaTh  JOKYMEHTOOOOpPOT W | ab0  apradizampli  J000OH  (opMBI
apXMBHOE JIEJIO B TOCYTAPCTBEHHOM OpTaHe | YIacHACII.
WIA  OpraHM3auuud  Jio0od  (opMel
COOCTBEHHOCTH.

Pesynbrarel 3HATh: Belalb: know:

o0OydeHus (3HaTh,
YMETb, BIIAJICTh) /
Learning outcomes
(know, can, be able)

- TEPMUHOJIOTMYECKUI ammapar B cdepe
apXMBHOTO JIeNa U JAeJI0NPOU3BO/ICTBA;

- MECTO M pOJIb CHUCTEMBl YIpaBICHUS
JOKYMEHTaMH B OpraHM3allud, €€
B3aUMOCBSI3b C  JIPyTUMH  CHUCTEMaMH
MEHE[KMEHTA;

yMeThb:

- TOpPUMEHATh HOPMBI HAIMOHAJIBHOTO
3aKOHOJATENbCTBA  HPU  OpPTraHU3aALUU
IIPOLIECCOB YIPaBJICHUS JOKYMEHTaMH U
KOMILJIEKCAMH apXHUBHBIX JOKYMEHTOB Ha
Pa3HBIX BUJAX HOCUTEIEH.

- paspaOaTbIBaTh JIOKAJbHbIE IPaBOBbIC
akTel B cdepe apxXuBHOTO Jielia M
JIETIONPOU3BOICTBA B TOCYJIapPCTBEHHBIX
OpraHax, MHbIX OpraHU3aLUsIX;

- TAOPMIHANIATIYHBI anmapar y cgepbl
apXxiyHail cripaBsbl 1 CIPaBaBOJICTBA;
- Meclia 1 poysl CICTAMBI KipaBaHHS

maKkyMeHTaml Y apradizaipli,  se
V3aeMacyBsi3b 3 IHIIBIMI  CiCTIMami
MEHEIKMEHTY;

yMelb:

- TpPBIMSHSIBb HOPMBI HalbISTHAJIbHAra
3aKaHaJaycTBa IpbI aprasizanpli

mpamdcay  KipaBaHHS —JaKyMeHTami i
KOMILIEKCaMi apXiyHbIX JaKyMeHTay Ha
PO3HBIX BiJJaXx HOCKOITaY.

- pacmparioyBailb JaKaJlbHbIS PAaBaBbIsL
aKTel Yy cdepbl apxiyHaik cmpaBbl i
CIIPaBaBOJCTBA Y I3SIP’KAYHBIX OpraHax,
HIIIBIX apTaHi3albisix;

- terminology in the field of archival
affairs and records management;
- the place and role of the records

management in the organization, its
relationship with other management
systems;
be able to:

- apply the norms of national legislation
when organizing the processes of records
management and complexes of archival
documents on different types of media.

- develop local legal acts in the field of
archival affairs and records management

in government agencies and other
organizations;
- formulate requirements for the

construction of records management




dbopmynrpoBaTh TpeOOBAHUS K TOCTPOSHHIO
CHUCTEM  VyIpaBICHUS JOKYMEHTaAMH W
apXMBHOTO  XpaHEHHUS JOKYMEHTOB B
rOCyAapCTBEHHBIX oprasax, HHBIX
OpraHu3alusax c HCITOJIb30BaHUEM
TPaIULIMOHHBIX i COBPEMEHHBIX
UH(POPMAIIMOHHBIX TEXHOJIOTHIA

BJIAJETh:

- HallMOHAJIbHOHN "
TEPMUHOJIOTHEH B  cdepe
JIOKYMEHTaMHU U apXUBaMU;

- 3aKOHOJATEILCTBOM B c(hepe apXHUBHOTO
Jierna v 1eJI0NpOU3BO/JICTBA;

- MEXIYHapOJIHBIMH W HAIMOHAIbHBIMU

3apyOeKHOM
yIIpaBICHUS

- (QapmynsBanps narpabaBaHHI  Ja
CTBap3HHS cictam KipaBaHHs
JaKyMeHTaMi 1 apxiyHara 3axOyBaHHS
JAKyMEHTay Yy JO34pXKayHbIX OpraHax,
IHIIBIX apraHi3alblsiX 3 BBIKAPBICTAHHEM

TpaabIIbIHHBIX 1 Cy4YacCHBIX
iH(MapMaIbIiHBIX TIXHAJIOTIH;

BaJIOAAIb:

- HalbITHAJILHAN 1 3aMeKHal
TOPMIHAJIOTIAH Yy cdepsl  KipaBaHHS

JaKyMeHTaMmi 1 apXiBami;
- 3aKaHajaycTBaM y cQepbl apxiyHail
CTIpaBbl 1 CIIPAaBaBOJICTBA;
-  MDKHapOJHBIMI 1  HAIbITHATBHBIMI

systems and archival storage of
documents in government agencies and
other organizations using traditional and
modern information technologies;

have skills in:

- national and foreign terminology in the
field of document and archive
management,;

- legislation in the field of archival affairs
and records management;

- international and national standards for
records management.

CTaHAapTaMH o YIPaBICHUIO | CTaHIapTaMi Ia KipaBaHHI TaKyMEHTaMi.
JIOKYMEHTaMH.
Cemectp n3yuenus | 1 1 1
yaeOHOI
JMCIUTITHHEL,
mMonynsi / Semester
of study
[IpepexBu3nTHI / CoBpeMeHHEbIE npo6nemsl | CydacHbIS npabiemsl | Modern ~ problems  of  document
Prerequisites NOKYMEHTOBEACHHUS ¥  apXUBOBEJICHHs, | JaKyMEHTa3HAayCTBa 1 apXxiBa3HaycTBa, | management and archival science,

HopmatuBHO-MeTOIMUECKOE OOecreueHue
po(heCCHOHATBHOMN IeITeIbHOCTH B cepe
yIpaBJICHUS JOKYMEHTAMU U apXUBaMU

HapmaTeiyHa-MeTanpanae 3a0ecisiadHHE
npadeciiiHaii  m3eitHacui ¥ cdepsr
KipaBaHHS JaKyMEHTaMi i apxiBami

Regulatory and methodological support
for professional activities in the field of
document and archive management

TpynoemMkocTs B
3aUETHBIX €IMHULIAX
(kpenurax) / Credit
units

3

3

3

KoauuecTBo
ayIUTOPHBIX YacOB
1 4acoB
CaMOCTOSTEIbHOU
pabotsl / Academic
hour of students'
class work,

90/36

90/36

90/36




hours of self-
directed learning

TpeGoBanus u
dbopmbI TEeKyIEeH U
IIPOMEKYTOUHOMN
aTrecranuu /
Requirements and
forms of current and
interim certification

DopMON TEKYLIEH aTTeCTaliy SBJIIETCS
9K3aMCH. PeiituaTOBas cucreMa
peayCMaTpuBaeT KCITOJIb30BaHNE
BECOBBIX  KOO(PPUIIMECHTOB B  XOJe
MIPOBEACHUS KOHTPOJIBHBIX MEPONPUATHIA
TEKYILEH aTTeCTallUN.

@DopMHpOBaHHE  OTMETKH 33  TEKYILYIO
aTTecTallo:

- OTBETHI HA CEMUHAPCKUX 3aHATUSIX — 50
%0

- Hanmcanue 3cce — 50 %.

HUtoroBass oTMeTKa 1O  JUCIUILIUHE
pacCUUTHIBAETCSI HA OCHOBE OTMETKH
TEeKyled  arrecraniuu  (PEHTHHTOBOM

CHUCTEMBI OLICHKH 3HAaHWK) M OTMETKH Ha
3a4eTeé C  Y4eTOM WX  BECOBBIX
K03 GuImeHToB. Bec oTMeTKH 1O TeKyIIei
arrectanuu coctaBiieT 40 %, oTMeTKH Ha
sk3amene — 60 %.

dopman IpaMeKKaBan aTACTallbIl
3'syysienia icheIT. PalThIiHTaBast cicTaMa
MpaayrieakBae BbIKAPHICTAHHE BaraBbIX
KadpinpleHTay y XOI3€ MPaBsI3EHHS
KaHTPOJBHBIX MEpanphleMcTBay OsTydaii
aT3CTallbll.
dapmipaBaHHe
aTACTaLIO:

- aIKa3bl Ha ceMiHapcKix 3aHsaTkax — 50%;
- HamicaHHe 3¢3 - 50%.

BreiHikoBass aa3Haka Ta JIBICIBIIUTIHE
paziiyBaeliiia Ha aCHOBE aJ3HaKi OAryyai
aTACTanbll (pouiThIHTaBaM CICTOMBI
aJ3HaKl BeJay) 1 aJ3HaKl Ha 3alliKy 3
yJiKaM iX BaraBbIX KaddimpleHTay. Bara
aJ3HaKi ma OsrydJail aTdcTamnbli CKiagae
40%, ag3Haki Ha icmblie - 60%.

aJ3HaKi 3a OATy4yIo

The current certification form is a exam.
The rating system provides for the use of
weighting factors during the control
activities of the current certification.
Formation of the mark for the current
certification:

- answers at seminars — 50%;

- writing an essay — 50%.

The final mark for the discipline is
calculated on the basis of the mark of the
current certification (rating system of
knowledge assessment) and the mark on
the test, taking into account their
weighting factors. The weight of the mark
for the current assessment is 40%, the
mark for the exam is 60%.




