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IHosicHuTeIbHAA 3aIIUCKA
Metoauueckre yka3zaHUsi K BBIIIOJHEHUIO NPAKTHUECKUX paboT, oOydaromuxcs Mo
mucruuinae OI1.02 ApxuBHOe Ae10 TpenHa3Ha4deHbl ISl OOydJarmuxcs mo mpodeccuu
46.01.03 Jlemonpon3BOAUTEND.

Ilenp MeTONMYECKUX YKA3aHUN: OKa3aHUE IOMOLIM OO0Yy4arolMMCs B BBIIIOJHEHUU
npakTuueckux padbor mo mucuumuimae OI1.02 ApxuBHOe €10 B YUPEKICHUSAX CPEIHETO
npo(ecCHOHATLHOTO 00pa30BaHUsI.

B cBsa3u c BBegeHueM B 00pa3oBareibHBIA mporiecc HOBoro denepaibHOTrO
rOCyJapCTBEHHOTO 00pa30BaTEeIbHOTO CTaHAAPTa, KOTOPHI OPUEHTHPOBAH Ha BHIPAOOTKY Yy
CTYJEHTOB O0IIKX U NpoeCCHOHATIbHBIX KOMIETEHIINNA — Habopa 3HaHUM, YMEHUH, HABBIKOB U
JUYHOCTHBIX KauyeCTB, KOTOPHIC IO3BOJIAT BBIMTYCKHUKY CTaTh KOHKYPEHTOCIIOCOOHBIM Ha
pBIHKE TpyJAa, Bce 0ojiee aKTyalbHON CTaHOBUTCS 3a/lada OpraHU3aliy MPaKTHYeCKON paboThI
CTYJICHTOB.

[IpakTuueckue 3aHATHS SBJSIOTCS BaKHOUW (opmoil 00pa3oBaTENbHOIO Ipolecca U
HalIpaBJIEHbl Ha JKCIEPUMEHTAIBHOE MOATBEPKACHUE TEOPETUUYECKUX IIOJOKEHUH U
dbopMupoBaHre y4eOHBIX M TPO(ECCHOHATBHBIX IMPAKTUYECKHUX YMEHUH, OHH COCTaBJISIOT
BXHYIO YaCTh TEOPETUUICCKOM U TPO(HECCHOHATLHOM MPAKTUICCKON TTOITOTOBKH.

Lenu npakmuueckux 3auamuii.

-IOMOYb CTYACHTaM CHCTEMaTH3UpPOBaTh, 3aKPEMUTh W YIIIYOUTh 3HAHUS TEOPETHUECKOTO
Xapaxkrepa;

-Hay4YUTh CTYAEHTOB IPHUEMaM PEUICHUS NPAKTUUYECKUX 3aJlad, CIIOCOOCTBOBAThH OBJIAJICHUIO
HABBIKAMU M YMEHHUSIMH COCTaBJICHHSI CITy>KEOHBIX TOKYMEHTOB,;

-Hay4UTb UX M0JIb30BAaThCS CIIPAaBOYHOM JIUTEPATypOil U TabIuLamu;

-popMUpOBaTH YMEHHE YYUTHCS CaMOCTOSITENBHO, T. €. OBJIaJeBaTh METOJAMHU, CIIOCO0AMH U
IpUEeMaMU CaMOOOYUYEHHSI, CAMOPA3BUTHS U CAMOKOHTPOJIS.

Hactosmme Meronuyeckue ykKazaHus cojepaT padoTbl, KOTOpbHIE TMO3BOJSAT
oOyyaromumces CaMOCTOSITENILHO OBJIAJIETh byHIaMeHTaTEHBIMU 3HAHUSAMH,
npoecCHOHANFHBIMA YMEHUSIMH W HaBBIKAMHU JESTENBHOCTH MO JUCHUIUIMHE, OMBITOM
TBOPUYECKON M UCCIIEIOBATENbCKON JEATENIbHOCTHM M HamlpaBieHbl Ha (QopMHpOBaHUE
CIEAYIOLIMX YMEHUW U 3HAHUM:
yMeTb:

- KJ1accuuIpoBaTh JOKyMeHThl ApxuBHoro (onaa Poccuiickoit denepanuuy;
- yCTaHaBIMBATh (JOHIOBYIO IIPUHAJIEKHOCTD JOKYMEHTOB;
B pe3ynbrate ocBoeHUs yueOHON AUCHUILTNHBI 00YYaIONUICs JOKEH 3HATh:
- 3a71a41 apXUBHOM ci1yx0b1 B Poccuiickoit deneparuy;
- CUCTEMY apXMBHBIX yupexacHuil B Poccuiickon @enepannu;
- IPU3HAKU KJIacCU(pUKaLMU T0KyMEHTOB ApxuBHoro ¢ponna Poccuiickoii @enepanny;
- PEXKHUM U CIIOCOOBI XpaHEHHS ApXUBHBIX IOKYMEHTOB, TOPSAOK BbIAAUU JET;

B pesynbrare ocBoeHUsT y4eOHOW JUCHUIUIMHBI OOYYalOUIMUCS JIOJDKEH BIIAJIETh
00IMMH KOMIIETeHIUSIMH :
OK 1. IloHumaTh CyIIHOCTh M COLMAIBHYIO 3HAYUMOCTh Oynyiieid npodeccuu, MposBIsiTh K
HEl yCTOMYUBBIN UHTEPEC.
OK 2. Opranu3oBbiBaTh COOCTBEHHYIO IEATEIBLHOCTh, MCXOJS W3 IIETH U CIOCOOOB €€
JIOCTUYKEHUS, OIIPENIETIEHHBIX PYKOBOAUTEIIEM.
OK 3. AnammsupoBaTh pabodyr0 CHUTYyaIMIO, OCYIIECTBIATh TEKYIIUH W UTOTOBBIA KOHTPOJb,
OLIEHKY M KOPPEKIMIO COOCTBEHHOW NESTEIbHOCTH, HECTH OTBETCTBEHHOCTh 33 PE3yJbTAThI
cBOEH pabOTHI.
OK 4. OcymiecTBasaTh MOMCK MH(POpMAIUK, HEOOX0AUMON Ui 3((EKTUBHOIO BBITOIHEHHS
npodecCuOoHANBHBIX 3a/1au.



OK 5. Ucnonw3oBatsb nH(OPMAIIMOHHO-KOMMYHHUKAITMOHHEIE TEXHOJIOTHH B
npohecCuoHaNBHON e TEIbHOCTH.

OK 6. Pabotats B koManze, 3pPeKTUBHO 00IATHCA C KOJUIEraMHU, pyKOBOACTBOM, KJIMEHTAMH.
OK 7. HcnonHATh BOMHCKYIO OOS3aHHOCTb, B TOM 4YHCII€ C MPUMEHEHHEM IOJIYYEHHBIX
npo(ecCHOHANBLHBIX 3HAHUH (IS FOHOIIEeH ) <1>.

B pesynbrare ocBoeHus y4eOHOH AMCHMIUIMHBI OOYYalOIIMHCSA JOJKEH BIAJETh
npo¢ecCHOHATBLHBIMH KOMIIETEHIUSIMH
IIK 2.1. ®opmupoBars jaena.

[1K 2.2. ObecrnieunBaTh OBICTPBIN MOWCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY aIllapary
(kapTOoTE€KaM) OpraHU3aluH.

1K 2.3. CucremaTu3upoBaTh U XpaHUTh JOKYMEHThI TEKYIIETO apXUBa.

I1K 2.4. OGecrieunBaTh COXPAaHHOCTD MPOXOAIICH CITy)kKeOHON JOKYMEHTAIUN

I1K 2.5. 'oToBUTH U IepeaaBaTh JOKYMEHTbHI HA apXUBHOE XpaHEHHUE.

I1K 2.6. OGecrieunBaTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3aINMN

O11eHKH 32 BBITIOJIHEHUE SIBIISIIOTCS MMOKA3aTeIsIMU TEKYIIEH yCIIeBaeMOCTH CTYIECHTOB
no qucuuruinHe OI1.02 ApxuBHoe neno.
OTMeTKa «5» CTaBUTCH, €CIIU:

paboTa BBINIOJIHEHA TTOJTHOCTHIO;

B JIOTUYECKUX PACCYXKICHUSIX U OOOCHOBAaHUU PEIICHUS HET MPOOESIOB U OMIUO0K;

B PELICHUH HET MaTeMaTHYeCKUX OMMOOK (BO3MOXKHA OJHA HETOYHOCTH, OMKCKA, HE

SIBJISIFOIIASICSL CIICICTBUEM HE3HAHUS WJIM HETIOHUMAaHUs Y4eOHOr0 MaTepuarna).

OtmeTka «4» cTaBUTCS, €CIH:

paboTa BBINOIHEHA OJIHOCTHIO0, HO 000OCHOBAHUS IIATOB PEIICHUSI HEJOCTATOYHBI (€CIIN

yMeHHe 000CHOBBIBATh PACCYXK/IEHUS HE SBJSUIOCH CIIEIMATbHBIM 00BEKTOM IMPOBEPKH );

JIOITYIIICHA OJTHA CYIISCCTBEHHAS OIIMOKA UM JIBA-TPH HECYIIECTBEHHBIX OITHOKH.

OtmeTka «3» CTaBUTCS, €CIIH:

JOMyIIeHBl  Ooyiee  OJHOW  CYNIECTBEHHOW ommOKkM wim  0Oojee  JBYX-Tpex
HECYIIECTBEHHBIX OMIMOOK, HO Y4Yalluics BiaAeeT o00sf3aTelbHbIMA yMEHUSMU IO
MIPOBEPSIEMOI TEME; PU STOM MPABIIHHO BBHIIIOJIHEHO HE MEHEE MOJIOBUHBI PaOOTHI.

OtMmeTKa «2» CTaBUTCS, €CIIU:

JIOTTYIIEHBI CYIIECTBEHHBIE OMMUOKH, MTOKA3aBIINe, YTO yUalTUNCs HE BIaJEeT

00s13aTeNbHBIMA YMEHHSIMH 110 TaHHOUM TeMe B MOJIHOM Mepe.

K kareropum cywecmeennvlx owubox cneayer OTHECTH OIIMOKH, CBSI3aHHBIE C
HE3HaHUEM, HEMIOHMMAaHUEM YYallUMHUCS OCHOBHBIX IMOJIO)KEHUN TEOPUU M C HENPABUIbHBIM
MPUMEHEHUEM  METOJI0OB, CIOCOOOB, TMPUEMOB  pEHICHUS  MPaKTUYECKUX  3aJIaHHi,
MPEAYCMOTPEHHBIX TPOTPAMMOM.

K xareropuu mecywecmeennvix owubox CienyeT OTHECTH MOTPEIIHOCTH, CBSI3aHHBIC C
HEOpEeKHBIM BBITIOJTHEHUEM 3alKceid, pUCYHKOB, TpaduKOB, YepTeKel, a TakKe MOTPEIIHOCTH
Y HEJI0YETHI, KOTOPBIE HE MPUBOIAT K NCKAKEHHUIO CMBICIIA 33/IaHHS M €T0 BBITIOJTHEHUS.

[Tpu HanU4UU CyIECTBEHHON OMMOKY 3aJaHNE CYUTACTCS HEBBITIOJTHEHHBIM.



[TpakTyeckue pabOTHI MPeACTaBICHBI B TabmuIe 1.

Ta6muma 1 - [lepeuenb BUIOB MPaKTUUECKUX PabOT

Howep HanmenoBanmue (coaep:xkanue) Koa-Bo Komut dDopma
U HaUMEHOBaHHUe N dhopmupyembIx
NMPAKTHYeCKoii paGoThI yac N KOHTPOJIst
TeMbI KOMIeTeHIuii
Tema 1.6. Ipakrnuyeckas padora Ne 1.
KomniekroBanue OdopmireHne pe3yapTaToB
rocyJ1apcTBeHHbIX 9KCTIEPTHU3BI, OTIPEEICHNE CPOKOB
apXMBOB POCCHIICKONH | XpaHEHUS. 4 OK 1-OK 7, IIK Texymmmii
Denepanuu 1 2.1-2.6 KOHTPOJIb
IKCHePTH3a HEHHOCTH
JOKYMEHTOB.
Tema 1.7. Cucrema IIpakTnyeckas padora Ne 2. Texymuii
HAYYHO-CMPABOYHOr0 | 3HAKOMCTBO C yTE€BOAUTEIISIMH, ) KOHTDOJIb
anmapara K OITUCSIMU, COCTABJIEHHE apXUBHOTO 4 OK 12?_I§ Z{ 1K P
AOKYMEHTaM KaTasora.
ApxuBHOro ponHaa
Poccuiickoii IIpakTnuyeckas padora Ne 3. OK 1-OK 7, IIK Texymmmii
Denepanuu. 2.1-2.6 KOHTPOJIb
Iopsnok oopMiIeHHUS CIPABOK IO 2
JOKyMEHTaM apXHBa.
Tema 1.8. [pakTuyeckas padora Ne 4. OK 1-OK 7, IIK Texymmmi
Hcnonb3oBanue, yuer | CocraBneHue TaOnuI, cxeMm, 2.1-2.6 KOHTPOJTb
U obecreyeHue MaMSATOK IO 33JaHHOH TeMe.
COXPAHHOCTH 6
apXMBHBIX
JAOKYMEHTOB.
Tema 1.9. IIpaBoBbie | IIpakTHueckas padora Ne S. OK 1-OK 7, IIK
OCHOBBI apXHBHOTO CocraBnenue Ta6J‘II/I];I, cXeM, 2.1-2.6 Texymuii
aena B Poccuiickoii MaMSATOK IO 33J]aHHOH TeMe. 2 KOHTPOTTH
Denepanum.
Tembr 1.1-1.9 IMpakTuyeckasi padora Ne 6. OK 1-OK 7, TIK
IToaroroBka Kk UTOrOBOMY ) 2.1-2.6 Hrorossiii
KOHTPOJTIO. KOHTPOIIb

IIpakTnueckas padora Ne 1

HaumenoBanue: OdopMmieHne pe3yabTaToB 3KCIEPTU3BI, ONPEAETICHUE CPOKOB XPaHEHHUS.
IIpoponxutenbHOCTh: 4 yaca

Hean padoThi: OCYIIECTBUTh KOHTPOJIb O0YyUEHHUS, POJOJIKUTH CUCTEMATH3AIIMI0 3HAHUM, BBISIBUTH
YPOBEHb YCBOCHMsI MaTepualia, cQOpMUPOBAHHOCTH YMEHUIN U HAaBBIKOB.
MarepuanbHO-TeXHHYECKOe ofOecreyeHHe: pacreyaTaHHble 3aJaHMs MPAKTUYECKOM paboThl,
KOHCIICKT HeKHI/Iﬁ, pydKa, T€Tpaib, HHHeﬁKa, AOCTYII B UHTCPHET, METOAUUCCKHUE PEKOMCHAAIINN
3ananue:

1.3akoHcnexTupyiite nHpopmManuio.



B cootBetcTBUU ¢ yacThio 1 crateu 17 denepanpHoro 3akona ot 22.10.2004 N 125-d3 "O6

apxuBHOM jeine B Poccuiickoit ®@enepauuu" opranuzanuu o00s3aHbl 00ecreunBaTh COXPAHHOCTD

APXUBHBIX JOKYMCHTOB, B TOM 4YMCJIC NOKYMCHTOB IIO JIMYHOMY COCTaBy, B TCUCHUC CPOKOB HX

XpaHCHUA, YCTAHOBJIICHHBIX (beﬂepaﬂbHBIMI/I 3aKOHaMH, HHbBIMHU HOPMATHBHBIMU IIPABOBBIMHU dKTAMH

Poccuiickoii @enepanuu, a TakXe MEPEUHIMHU TOKYMEHTOB, MPETyCMOTPEHHBIMHU YacThIO 3 CTaThbu 6

nyactsamu 1 u 1.1 crateu 23 nannoro deaepanbHOroO 3aKOHA.

3.

4.

5.

K yka3aHHBIM nepedHsIM JOKYMEHTOB OTHOCSITCSL:

WHctpykuus no npuMeHeHHto [lepeuHss TUIOBBIX yNpaBIEHYECKMX apXUBHBIX JOKYMEHTOB,
00pa3yIoUIMXCsl B IPOLIECCEe AEATEIbHOCTH T'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIPABJIEHUS U OpPraHU3alui, ¢ YKa3aHUEM CPOKOB UX XPAaHEHUS, YTBEPKACHA PUKA30M
®DenepanbHOTO apxXuBHOTO arentcTsa ot 20 nexkadbps 2019 rona N 237.

NEPEeYHU TUIIOBBIX aPXUBHBIX JOKYMEHTOB C YKAa3aHHUEM CPOKOB MX XPaHEHMsI U UHCTPYKLIUU
[0 IPUMEHEHUIO 3THX MEpPEeYHeH, yTBepK1aeMble YIIOJIHOMOYEHHBIM (e/iepaibHbIM OpraHOM
HCTIOJTHUTEJIBHOM BJIACTU B c(hepe apXUBHOTO JeJIa U AETONPONU3BOJICTBA (B HACTOSIEE BpEMs
- Pocapxus, panee - MunkynbTypsl Poccun):

a. IlepedyeHp THUMNOBBIX YINpPaBIEHYECKUX APXMBHBIX JOKYMEHTOB, 00pa3yloluxcs B
nporecce  JEATENbHOCTH  TOCYIAapCTBEHHBIX  OpPraHOB, OPraHOB  MECTHOI'O
CaMOYIPAaBJIEHUS U OpraHMU3allMii, C yKa3aHUEM CPOKOB UX XpaHeHus, yTB. IIpukazom
PocapxuBa ot 20.12.2019 N 236 (mo 18 despans 2020 roma - Ilepeuyens, yTB.
[Tpuxazom MunkynsTypsl Poccun ot 25.08.2010 N 558);

b. IlepeyeHb TUMOBBIX APXUBHBIX JOKYMEHTOB, 00pPa3yIOIIUXCS B HAYYHO-TEXHUUCCKOM
U TPOU3BOJICTBEHHON IESITEIbHOCTH OpraHU3alluil, C yKa3aHWEM CPOKOB XPAHEHUS,
y1B. [Ipukazom Munkynstypsl Poccuu ot 31.07.2007 N 1182.

yTBep)KJaeMble  (efepaibHBIMM  OpraHaMM  TOCYJapCTBEHHOM  BIAcTH,  HMHBIMH
rocyJapcTBEHHbIMM  opraHamu  Poccuiickoit ~ Denepanuu  MepeyHd  JTOKYMEHTOB,
o0Opa3yromuxcsi B IpoLEecce HMX MAEATENbHOCTH, a TaKXkKe B IIPOLECCe JESITEIbHOCTH
MI0JIBEJOMCTBEHHBIX UM OpraHM3allHil, ¢ yKa3aHUEM CPOKOB MX XpaHEHHUS;

nepevyeHb JOKYMEHTOB, 00pa3yIoLIMXcsl B MPOLIecce AEATEIbHOCTH KPEAUTHBIX OpraHu3aluii,
C YKa3aHMEM CPOKOB HX XPaHEHMs M MHCTPYKLUSA IO €r0 NPUMEHEHUIO, YTBEP)KIAEMBbIN
YIIOJTHOMOYEHHBIM (eiepalbHbIM OpPraHOM HCIOJHUTENIBHON BiacTU B chepe apXUBHOTO
Jiena v JIeNIoNpon3BOCTBAa COBMECTHO ¢ bankom Poccum.

Jlnist akIMOHEPHBIX OOIIECTB CPOKU XpAaHEHMs UX JIOKyMEHTOB omnpeneseHsl [lonoxenuem o
HOpSIKE U CPOKaX XPaHEHHs TOKYMEHTOB aKIMOHEPHBIX oOImiecTB, yTB. [locTaHoBieHHEM

OKIb Poccun ot 16.07.2003 N 03-33/mc.


https://docs.cntd.ru/document/564112333#64U0IK
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6. Kpome toro, no 17 nexadbpst 2020 roga mjist onpeneneHus CpOKOB XpaHEHHUS YIIPaBIECHYECKUX
JTOKyMEeHTOB 3a 80-e¢ - mepBylo mosioBuHy 90-x romoB XX B., a Takxke cHeruQpuuecKon
(oTpacneBoil) JOKyMeHTauuu IpuMeHsuics IlepedyeHb THUINOBBIX JOKYMEHTOB, YTB.
I'maBapxuBom CCCP 15.08.1988.

2. Onpenenure CPOKH XpaHEeHH sl JOKYMEHTOB, 3alI0JIHUTE TA0JIMILY.

Tabmuma 1
Bun nokymeHTa CpoKu XpaHEHHsI OcHOBaHHE
/ToroBopsI rpaKAaHCKO-TIPABOBOTO xapakrepa 0

BEITIOJTHEHUH paboT, OKa3aHUU YCIIYT (PU3NIECKUMH JIUIAMH,
QKTBI CIAYU-TIPUEMKH BBIMOJHEHHBIX DPAa0OT, OKa3aHHBIX
yciyr

/ToKyMeHTBI (pacdeTsl, 3aKI0UYEHNs, CIIPAaBKH, NEPEINCKa) K
TOroBOpam, COrJIalIeHNsIM, KOHTpaKTaM

YupenurenbHble OrOBOPBI  OOINECTBA, XO3SHCTBEHHOTO
[TOBapHILIECTBA

["ocymapcTBeHHBIC, MyHHITUIIAIBHBIC KOHTPAKTHI Ha 3aKYTIKY
TOBapOB, pabOT, YCIyr [Uiss 00eCHeUeHus roCyIapCTBEHHBIX
M MYHHIIATAIBHBIX HYX]]

J[oroBOpHI, COTNAIICHUs, KOHTPAaKThl, HE YKa3aHHbIE B
OTACITBHBIX crathsx [lepeuns, JTOKYMEHTBI (akThl,
[TPOTOKOJIBI PA3HOTIIACHI) K HUM

J/TokyMEeHTBI [0  JUYHOMY  COCTaBy, 3aKOHUYEHHbBIC
nenonpousBoacTBoM A0 1 suBaps 2003 roma (3a
MCKITIOYEHHEM JIOKYMEHTOB 10 JIMYHOMY COCTaBy, B
OTHOILICHUH KOTOpPBIX  JIEUCTBYIONIMMHU MePEYHAMU
ApPXMBHBIX JOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHCHHUS
yCTaHOBJICH WHOW CPOK XpaHECHHsI)

/IOKyMEHTBI 110  JHYHOMY  COCTaBy, 3aKOHUYCHHBIC
nemonponzBoactBoM  mocie 1 sHBaps 2003 roma (3a
MCKIFOUYCHHEM JOKYMEHTOB II0 JIMYHOMY COCTaBy, B
OTHOIICHWH  KOTOPBIX  JIEHCTBYIOIIMMHU MePEYHIMHU
ApXMBHBIX JOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHCHHUS
yCTaHOBIICH WHOW CPOK XpaHEHHsI)

UlrraHble ena pyKkoBoAuTenel M pabOTHUKOB OpraHMU3aInil
UligHBIe KapTOYKH paOOTHHKOB

pr,HOBBIe JAO0TOBODPBHI, CJ'Iy)K€6HbIC KOHTPAKThI, COIJIallICHUS
00 1x N3MCHCHUU, PACTOPIKCHUU

/TOKyMEHTBl  (XapaKTEepPUCTHUKH, JOKJIAJHbIE  3aIllCKH,
CIIPaBKH, TMEpenucKa), CBA3aHHbIE C  IPHUMECHCHUEM
MMCIIMITIMHAPHBIX B3bICKAHUH

/lTokyMeHTBI  (TIOJIOXKEHHUsS, HWHCTPYKIuu) o0 o00paboTke
MepPCOHANBHBIX JIAHHBIX:

- 110 MECTY YTBEPIKACHUSL;

- B IPYIHX OpraHu3alusixX

Coryiacue Ha 00pabOTKy NEPCOHAIBHBIX JaHHBIX
[lo/utMHHBIE JIMYHBIE JOKYMEHTHI (TpynoBasi KHIDKKa,
TUIITOMBI, aTTECTaThl, YIOCTOBEPEHMSI, CBHIETEIILCTBA)
TpynoBble KHIDKKH M JTyOJIMKaThl TPYAOBBIX KHIDKEK, HE
MoTydeHHbIe paOOTHUKAMHM TIPH YBOJIBLHEHHH JINOO B CiIydyae
cMepTn pabOTHHKA ero OIMKAWIINMY POJICTBEHHUKAMH
CBezieHHS O TpPYIIOBOHM JEATENBHOCTH M TPYJOBOM CTaxe
abOTHHKA



http://www.consultant.ru/document/cons_doc_LAW_345020/20c5282b14e307a0dcf169a096c7f9fe9becfa3e/#dst100010
http://www.consultant.ru/document/cons_doc_LAW_345020/735cbf55956863dccbe1fd424e63a5741b9757df/#dst101925

[KHurn, *xKypHaibl, KApTOYKH yueTa, 0a3bl JaHHBIX:

- ydeTa JIBH)KCHHS TPYAOBBIX KHIDKEK U BKJIA/IbILICH B HUX;

- 0JJaHKOB TPYAOBBIX KHIDKEK U BKJIA/IBIIIA B HEE

[KHurn, ®KypHaibl, KApTOYKH yueTa, 0a3bl JaHHBIX:

- JIMYHBIX JIeJ, JIMYHBIX KapTOYeK, TPYIOBBIX JIOTOBOPOB
(ciy’keOHBIX KOHTPAKTOB);

-ydeTa ABMKEHUS TPYIOBBIX KHM)KEK M BKJIAJIBIILICH B HUX;

- 0JIaHKOB TPYAOBBIX KHIDKEK U BKJIA/IBIIIA B HEE

[lITaTHBIC pacniMcaHus OpraHU3alny, U3MEHEHUS K HUM:

- 10 MECTY YTBEPIKACHUSL;

- B IPYTUX OpraHu3aIifsix

[Iprka3sel, pacrnopspkeHHs; JOKYMEHTHI (CIIPaBKH, CBOJKH,
mH(OpMAaLUH, TOKJIAIbI) K HUM:

- 10 OCHOBHOH (IpO(MIILHOI) AESTETHHOCTH

- 10 aIMHHUCTPATUBHO-X035HICTBEHHBIM BOIPOCaM

[Tprka3ssl, paciopspKEHHs IO TMYHOMY COCTaBY; JOKYMEHTBI
(toKJ1aTHBIE 3aIIMCKHU, CIPaBKH, 3asIBIICHHS)

- 0 €KEroJHO OIJIAYMBAEMBIX OTITYCKaX, OTITYCKAaX B CBS3H C
00ydyeHHeM, MOEKYypCTBax, HE CBS3aHHBIX C OCHOBHOM
(npodHIbHOI) NESITENEHOCTHIO;

- 0 ciry>)keOHBIX IIPOBEPKAX;

- 0 HampaBJICHUH B KOMaHIMPOBKY PaOOTHHKOB,

- 0 TUCIUIUIMHAPHBIX B3BICKAHUSX

[Tpu paboTte ¢ Tabiuiel UCIOIB3yiTe HHPOPMAIIHIO, PA3MEIICHHYIO 110 CCBHIIKE:

http://www.consultant.ru/document/cons doc LAW 121777/

3. 3amosiHuTe TA0AMIY
CpOKI/I XpaHeHI/IFI apXI/IBHI)IX I[OKYMGHTOB HE3aBUCUMO OT MECTa Ux XpaHeHI/Ifl NUCYUCIISAOTCA
¢ 1 sHBaps rona, CIeIyIOMIEro 3a TOJOM, B KOTOPOM OHU OBUIM 3aKOHYCHBI JICJIOMPOU3BOJICTBOM.
BpemeHHble CpPOKM XpaHEHHUS pPEECTPOB, KHUT, >KYPHAJIOB HCUHUCISIOTCS ¢ 1 sHBaps roja,
CJIETYIOIIETO 3a TOJIOM, B KOTOPOM OBLIO 3aBEPILIEHO UX BEICHHUE.

Tabmuna 2

Ne HauMeHoBaHHE TOKYMEHTA, aTa 3aBEPIICHUS ISI0NPOU3BO/ICTBA o/t OKOHYAHUSI CPOKA XPAHEHHS
n/n

1 Ipuka3s o ciyxeOHo# npoBepke ot 05.10.2018 ¢

2 Cornacue Ha 00paboTKy mepcoHambHBIX HaHHBIX oT 01.09.2020 T,
JICICTBUTENIFHO B TEYCHHUH 3-X JIET
3 Jorosop ¢ nmocrasmmkom ot 01.01.2018 ¢

4. N3yunTe npe3eHTANMIO «JKCIEPTH3a IOKYMEHTOBY». [IHCbMEHHO 0TBeThbTe HAa BONPOCHI:

1) C xakoif enbo MPOBOIUTCS IKCIIEPTH3A IIEHHOCTH IOKYMEHTOB?

2) Ilepeuncnure 3Tanbl SKCIEPTU3bI LIEHHOCTH IOKYMEHTOB.

3) Ykaxxute MakCUMaIbHBIN 00BEM JIeTa.

4) JlaiiTe KpaTKyl0 XapakTepUCTUKY OCHOBHBIM JJIEMEHTAaM OIMCATENbHOW CTaThbH OIHUCH JIe
MOCTOSTHHOTO XPaHCHHSI.

5.3anonHnTeE ONMUCH


http://www.consultant.ru/document/cons_doc_LAW_121777/

HaumeHoBaHWe oprasnsauuu

HaumeHoBaHue CTPYKTYpPHOro

noapasaeneHus
OMNMWUCb Ne
nen
Ne | WUHpekc 3aronosok aena KpaitHue Cpok Konuuecr- | [lpumeva
n/n| pena narbl XpaHeHus* BO Hue
NUCTOB
1 2 3 4 5 6 7
HaseaHue pasgena
B AaHHyK0 onuch BHECEHO nen
(uucppamu U NPonuCHIo)

c Ne no Ne , B TOM yucne:
nUTepHble Homepa:
nponyLUeHHble Homepa:

HavmeHoBaHWe BOMmKHOCTY

PYKOBOAUTENS CTPYKTYPHOTO

noapasaenexHns Mognuch Pacwwucdpoeka nognucu

[ara

COIMACOBAHO COIrMACOBAHO**

HaumeHoBaHue AOMKHOCTH MpoTokon 3K CTpyKTypHOro

pykoBogutens cnyx6el JOY noapasgenexus

Mopnuce Pacwudgposka oT Ne

Moanucu
[fara

* I'pada ommyckaeTcs B OMKCH JieN IOCTOSHHOTO CPOKa XPAHEHKS.
** [Tpu nammauu SK CTPYKTYPHOrO NoApasneneHus

IpakTuuyeckas padora Ne 2

HaumeHnoBaHue: 3HAKOMCTBO C ITyTEBOJUTENISAMH, ONIMCSIMH, COCTABJIEHUE apXUBHOTO KaTajora.
IIponosxuTenbHOCTB: 4 yaca

Heab padoThi: OCYIIECTBUTH KOHTPOJIb 00yUEHUs, MPOJAOIKUTH CHCTEMATU3AIMIO0 3HAHUN, BBISBUTH
YPOBEHb YCBOCHHsI MaTepuaiia, chopMUPOBAHHOCTH YMEHHUN U HaBBIKOB
MarepuaibHO-TEXHHYECKOe ofOecreyeHHe: pacreyaTaHHble 3aJaHMs MPAKTUYECKOH paboThl,

KOHCIICKT HeKHHﬁ, pydKa, T€Tpaib, HHHeﬁKa, AOCTYII B UHTCPHET, MECTOANYCCKUEC PCKOMEH AN
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3amanmue 1:

1. Tporigure mo ccepbuike https://quides.rusarchives.ru/ . U3yuute ctpyktypy caiita. CocTaBbTe

CXEMY CTPYKTYpHI caiTa.

2. Tlpoiigure mo cewuike. https://old.dostup.memo.ru/ru/electronic-archival-reference

I/ICHOHB?»}UI MMPpEeACTAaBICHHYIO CXEMY, HaﬁI[HTC U 3alIMIIUTE COACPKAHUE OI'JIaBJICHUA 4 riaBEL.

POCCUUCKUIA
rOCY A3PCTBEHHbIN
BOEHHbIW apxMB

nepeuyeHs

BHYTPUAPXUBHBIX

fyTesofuTencii u
CrPaBOYHUKOB

UenTpanstslid
[OCyAapCTBSHHLIN 3PXUB
COBETCKON 2apMU.
flytesogutens. B asyx
Tomax. 19911, 1 Tom

3. Hcnonb3ys cChUIKHM, HaluTe HHPOPMALIUIO O CBOEM POJICTBEHHMKE, IPUHUMABLIEM y4acTUe
B 00€BBIX JeHCTBUAX BO BpeMsi BTopoii mupoBoil BoiHbI. KpaTko 3anuiminre HalJeHHYIO
UH(POPMALIHIO.

https://pamyat-naroda.ru/

https://pamyat-naroda.su/search

https://archive.mil.ru/archival service/central/history.htm

4. W3yuuTte npumep onucH JOKYMEHTOB, II€PEIaBAEMbIX B apXUB
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https://guides.rusarchives.ru/
https://old.dostup.memo.ru/ru/electronic-archival-reference
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https://archive.mil.ru/archival_service/central/history.htm

OIINACH JOKVYMEHTOB
HepeIaBaeMbIX B APXHE

Ne | Huaexc | Jara 1e1a 3aroa0BoK Je1a Cpor Koamsecrso | [Ipunvesanne
n/n aeia XpaHeHHs JANCTOB
1 A 1/2018 | 10.01.2018| Jorosopst ¢ NOCTABIIMKAMH 33 31.12.2023 245 Her
2018 roa
2 | X22018|10.01.2018( Toroeops! C MOKVIIATETAMKE 33 31.12.2023 248 Her
2018 rox
3 |K1/2018|10.01.2018| Bxogamas KoppecnoOHISHIIHS 33 31.12.2023 235 Her
2018 roz
4 [K2/2018(10.01.2018| Hcxoaamas soppecnorserume 33 | 31.12.2023 240 Her
2018 roa
5 | A3/2018)10.01.2018| Jqosepernocra3a 2018 rox 31.12.2025 225 Her
Hroro 5 (TIaTs) JoxyMeHTOB
(uHGpanH M NPOMECEIO)
KoTHuecTBO THCTOB BHYTPEHEEH ONHCH 1 (Oamr)
(undpaMy H TPONHCEID)
12.01.201%
(maTa)
JoxyMenTr no ONHCE Hepeaat:
Cexperaps Maprosa Mapxosa E H.
JoKyMeHTHI M0 ONHCH PHHAT:
ApXHEapHVC Cuuprosa Caxmapaoea 1A
Odopmute onuch, UCHOIB3YsI CAEAYIONTNE TaHHBIE:
Nunexc JlaTa nena | 3aroyioBok jaena KonnuectBo
aena JIMCTOB
04-01 09.01.2020 | PacriopsbkeHHsT  aJMHHUCTPAIIH MO 1o | 248
JUYHOMY COCTaBy (O TMpueMe, IMepeMeNIeHNH,
poramuu, YBOJIbHEHHH, oIiarte TpyZaa,
aTTeCcTallu, MOBBILICHUHU KBaJTA(pUKAITIH,
TPUCBOEHUH  KJIACCHBIX YAHOB, pPa3psaoB,
3BaHUW,  TMOOUIPEHUM,  HATPaXACHUH, 00
W3MEHEHUN aHKETHO-OMOorpauueckux aHHBIX,
OTIIyCKax IO yXOXy 3a peOeHKOM, OTImycka 0e3
COXpaHEeHUs 3apa00THOM IJIATHI)
04-09 09.01.2020 | ITpoTOKOJTBI 3aceJaHui KOMUCCUHA o | 279
coOmoieHn0  TpeOOBaHUN K CIy)KeOHOMY
MOBEACHUIO MYHULMIIAIBHBIX CHYXAIIUX U
ypEeryarupoBaHUIO KOH(PIUKTOB
04-14 09.01.2020 | Tabens yuera pabovero BpeMeHU 230
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Ecnu oGHapyXuiau ommOKy B YCIIOBHUH, 3aMTUIITUTE UX.

3aganue 2.

Co3paiite Tabmuiy EXcel, B HauMEHOBaHMM JOKyMEHTa YKaXHTE CBOKW (aMuiInio, HOMEp
NPaKTHYECKOH pabOThl M HANMEHOBAHHE JAUCIUIUINHBL.

Hcnonb3yss naHHBIE W3 TpUMEpa HOMEHKIATyphl JeJ, CO3JaiTe OSJIEKTPOHHBIM KaTajor ¢
PACKPHIBAIOLIMMUCS YPOBHSAMHU.

JUJ1s1 BBITTOJTHEHMS 3aJaHUS MOYKETE BOCIIOJIb30BAThCS MOICKAa3KOW M3 00YJarOIIEro BUIEO.
https://www.youtube.com/watch?v=ncGJT7XYgtQ

IIpakTuyeckas padora Ne 3

HaumenoBanue: [lopsnok opopmiieHHs CIPaBOK 10 JOKYMEHTaM apXuBa.
IIpoponxuTeIbHOCTD: 2 Yaca
Lesb paGoThl: OCYIIECTBUTH KOHTPOJIb O0YUYEHUS, IPOJIOJIKUTH CUCTEMATU3AIMIO 3HAHHIA, BEISIBUTD
YPOBEHb YCBOCHHSI MaTepuaiia, chOpMUPOBAHHOCTH YMEHUH 1 HAaBBIKOB
MarepuanbHO-TeXHHYeCKOe ofOecreyeHHe: pacreyaTaHHble 3aJaHMs IPAKTUYECKOM paboThl,
KOHCIIEKT JIEKLINH, py4Ka, TeTpalb, JUHEHKA, JOCTYIl B UHTEPHET, METOJUYECKUE PEKOMEHIALINN
3ananmne:
1. IlpouwuraiiTe TEOPETUUYECKUN MaTEpUal

ApxuBHas cCIpaBKa - [JOKYMEHT, MMEIOIIUNA IOPUAUYECKYI0 CHIYy H  COJAEpXkKallui
JOKYMEHTHYIO HMH(OpPMalUil0 O MpeaMeTe 3ampoca. ApXUBHas CIpaBKa COCTaBIISIETCS Ha
crielMaibHOM OJaHKe, ¢ yKa3aHMEM apXUBHBIX IIU(GPOB U HOMEPOB JIUCTOB EIUHMIl XPaHEHMS
apXUBHBIX JIOKYMEHTOB, HA OCHOBAaHHUU KOTOPBIX OHA COCTaBJeHAa. ApXMBHas ClpaBKa opopmisieTcs
no ycraHoBieHHOW ¢opme (npunoxenune N 29 [IpaBuin) ¢ ykazaHueM BHJa JOKYMEHTa

"APXNUBHAS CITIPABKA".

ApXHBHBIE CIIPaBKH COCTABJISAIOTCS Ha OCHOBAHUM JOKYMEHTOB (IIOJJIMHHUKOB M 3aBEPEHHBIX
Konuil), XpaHsmuxcs B apxuBe. lcmonb3oBaHue KOMWH JOKYMEHTOB, BEPHOCTh KOTOPBIX HE
3aCBHUJIETEIbCTBOBAHA, HO OTHOCAILIMXCS K MPEIMETY 3alpoca, OroBapuUBaeTCs B TEKCTE CIPAaBKHU
("He3aBepenHas komnus"). Ilpu oTcyrcTBUM B apXuBe JOKYMEHTOB IO IMpEIMETY 3ampoca apXHBHas
CIHpaBKa MOXKET ObITh BbIJIaHA 1O XPAHSAIIMMCS B apXUBE MEYaTHBIM MaTepuallaM, OTHOCSAIIMMCS K
npeaMeTy oOpallieHus, C TOYHBIM U MOJHBIM YKa3aHUEM HCTOYHHKA.

B cnpaBke npuBoasTCS Ha3BaHUS, JaThl U HOMEpa JTOKYMEHTOB, U U3JIAraloTcs CBENICHUS,
UMEIoLIMeCsT B JOKYMEHTax M OTHOCSIIMECS K IpeaMeTry 3amnpoca. M3noxenue npaercs B
XPOHOJIOTHYECKOH MOCIIE0BATENFHOCTH COOBITUH, a HE JIOKYyMEHTOB, B KOTOPBIX OHU OCBEIIAIOTCS.

ﬂonycxaeTcx IMPUBOJUTH B CIIPABKE BBIACPIKKHN M3 JOKYMCHTOB, 3aKJII0Yas UX B KaBbIUKH. Hazpanns
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https://www.youtube.com/watch?v=ncGJT7XYgtQ
https://sudact.ru/law/prikaz-minkultury-rossii-ot-31032015-n-526/prilozhenie/prilozhenie-n-29/

OpraHM3aIyil B TEKCTE CIIPaBKU MPU MEPBOM YHOTPEOIECHUHU MPUBOAATCS MOJHOCTHIO, @ B CKOOKaX -
uX OQHIMATBHO MPUHATHIE COKPAILEHUS; IPH MOBTOPHBIX YIIOMUHAHUSX - TOJIBKO COKpaIleHHBIE.

HecoBrnasenue oTaeNbHBIX CBEACHUN/AHHBIX JOKYMEHTOB CO CBEICHUSIMHU, U3JI0)KEHHBIMHU B
3anpoce, He SBISAETCA NPENSTCTBUEM JUISl BKIKOYEHHUS MX B apXMBHYIO CIIPaBKY, €CJIM COBIAJCHUE
BCEX OCTaJbHBIX CBEJCHHI HE BBI3BIBAET COMHEHUIN B TOXIECTBEHHOCTHU JMIA WM (DAKTOB, O
KOTOPBIX TOBOPUTCS B JOKYMEHTAX.

B apxuBHOI cripaBKe CBEJIEHUS BOCIPOU3BOASITCS TaK, KAK OHU M3JI0XKEHBI B JOKYMEHTaX, a
pPacXoKIEHUs, HECOBMA/ICHHS U HETOYHbIE HAa3BaHUsA, OTCYTCTBUE UMEHH, OTYECTBA, NHUIIMAJIOB WIH
HAJIMYUE TOJBKO OJAHOTO M3 HUX JOJDKHBI ObITh OTOBOPEHBI B TEKCTE CIPAaBKH B CKOOKax: "Tak B
JOKyMeHTe", ""Tak B TEKCTE opUruHana'.

[Io TekcTy apXWMBHOH CHpaBKM B KadeCTBE MPUMEYaHUW MOTYT OBITh OTOBOPEHBI
HEpa300pUMBO HAIMCAHHbIC, UCIIPABJICHHBIE aBTOPOM, HE IMOJJAIOIIMECS MPOUTEHUIO BCIIEICTBUE
MOBPEXKICHHS TeKCTa opuruHaia: "Tak B TekcTe opuruHaia'”, "B Tekcre HepazoopuuBo'.

B apxuBHOH cripaBKe JOJDKHBI OBITH IPUBEICHBI ApXUBHBIE IU(PPHI 1 HOMEPA JINCTOB EAMHHULL
XpaHEHUs1, UCIOIb30BABLIMXCS U1 €€ COCTaBICHMUS.

Ceenenusi, UMEIOIUECS B apXuBe IO 3ampocy o pabore u (W) ydebe B HECKOIBKUX
OpraHu3aIusIX, Kacaroluecss OJHOIO JULA, BKIIFOYAIOTCS B OJIHY apXUBHYIO CIPABKY.

B TekcTe apXMBHOM CIpaBKM HE JOMYCKAIOTCS MN3MEHEHUS, MCIPABIICHUS, CYMMHUpPOBaHUE
JaHHBIX, KOMMEHTapuu, COOCTBEHHBIE BBIBOJbl HCIOJIHHUTENS IO COACPKAHUIO JOKYMEHTOB, Ha
OCHOBAHHUU KOTOPBIX COCTaBJIE€HA apXHUBHAs CIPABKA.

[TonuncTKy ¥ MOMapKyu B apXUBHBIX CIIPAaBKax HE TOMYCKAIOTCS.

ApXxuBHasg cCIIpaBKa COCTaBIsieTCS PaOOTHUKOM apXHBa OpraHU3alUH, IOAMHCHIBAETCS
PYKOBOJUTENIEM OpraHU3alliy UM UHBIM YIOJHOMOYEHHBIM UM JIOJKHOCTHBIM JIMIIOM U 3aBepseTcs
NI€YaThI0 OPraHU3aALNH.

O6pa3zen opopmIieHHs] apXUBHOW CIpaBKU MpuBeAeH B npuioxennn N 13,

2. CocraBbTe WHCTPYKIHMIO IO 3aIlOJIHEHUIO apXWBHOW CHpPaBKH, HCIIONB3YS MH()OpMAIMIO W3
TEOPETUYECKOro MaTepuana.

5. I'pakaaHe MIIYT B apXMBE pazHble CHPAaBKU — O TPaKJAHCKOM COCTOSTHUM, 00pa30BaHUH,
TPYAOBOM JEATEIBHOCTH, MMYIIECTBEHHBIX IpaBax, PErucTpaluy IO MECTY >KUTEIbCTBA.
DTOT CHCOK HE sIBiseTcsl nucuepnbiBatonuM. [logpoOHO 0 paboTe apXWBOB C 3ampocamMu O
BbIJIaye Pa3IMYHBIX CIPABOK, 00 OTBETCTBEHHOCTHU CTOPOH pa3zbsiCHEHO B «MeToauuecKux
PEKOMEHJALMAX 10  MCIOJHEHHWIO  3alpOCOB  COLMAJIBHO-IIPABOBOIO  XapakTepa»
(yrBepxnenHsix PocapxuBom 02.07.2012). B 3TOM ke HOpMAaTHUBE COIEPIKUTCS KOJIICKIIHS

apXUBHBIX CIPaBOK (75 mpuMepoB 1o HanboJiee YacTo BCTPEUAIOIIUMCS 3alpocam).
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https://sudact.ru/law/metodicheskie-rekomendatsii-po-primeneniiu-pravil-organizatsii-khraneniia/prilozhenie-n-13/

W3yuute npeacraBieHHbIE TPUMEPHI, IEPEUNUCTUTE 0053aTeNbHbIE PEKBU3UTHI, KOTOPHIE JOKHBI

OBITh yKa3aHbl B apXMBHOM CIIpaBKe.

IIpumep Ne 1
®opma N 9
CITPABKA O PETUCTPALIUU
Berinana rp. T.p.
(pammms, MMs1, OTIECTBO, JJaTa POSKIACHHS)
10 aJipecy: yauna
noMm N kopryc N KkBapTHpa (momenieHue) N
B 3aHMMaeMOM KUIIOM IIOMCIICHU N
3apETUCTPUPOBAHBI I10 MECTY KUTENBCTBA, B TOM YHUCIIE MHOCTPAHHBIE TPaXkAaHe:
N damuust, nMs, Hanumarens/Co Hata Bun noxymeHra. Jata
/T | 0T4eCcTBO (MOJHOCTHIO) OCTBEHHUK, pOXIIEHUsA I'paxnanctso <1> perucTpanum/me
PoncTBennrie puox
OTHOILICHUS peructpanuu
3apE€ruCTpUpoOBaAHEBI 10 MECTY Hpe6LIBaHI/I$[I
N Damunus, UM, [Hata poxnenus Ilepuon perucrpanun Jlata cHATHS C
/Tl | OTYeCTBO (ITOJIHOCTHIO) peTHCTpaIuu
MIpU JOCPOYHOM
CHATHU

3aHMMaeMOoe JKHIIOE TIOMEIIEHNE COCTOHT U3:
(gacTh KOMHATBI, KOMHATA,
HECKOJIEKO KOMHAT)

(KonMYecTBO KOMHAT B KBApTHPE, OOIIE)KUTHHN)
TIpaBoycTaHaBIHBAIOLINE JOKYMEHTHI Ha )KUJIOE IIOMELICHUE:

(HauMeHOBaHKe, PEKBU3UTBI, J0JIs B MPaBe COOCTBEHHOCTH)
Pasmep xunoro nmomenieHus (KB. M):
(yxazaTp oOLIMii pa3Mep 3aHUMAeMOT0 KHIIOTO

MOMETIEHUS M KaXKIOW KOMHATHI)

B IOKyMEHT BKITIOUESHBI:
(paMmus, UMsI, OTIECTBO, OIS B IPaBe COOCTBEHHOCTH
JUTISE COOCTBEHHHUKOB)

[Ipumeuanue: 1.
(JIOHOJ'[HI/ITCJ'[beIe CBEICHMA O IpakaaHax I/I/l/l_]'ll/l JKUJIOM ITOMCIICHUH,
B TOM YHCJIE: apECT, KOHTPOIIb,

3a10JKEHHOCTD IO OIUIATE KUJIOT0 NOMEIICHUA U KOM-HBIX YCIIYT,
JKHJIOC IMMOMCHICHHUE ITOJJIC)KHUT 0CB060)KI18HI/IIO)

CrpaBka BbIJaHa JyIsl IPEICTaBICHUS

" 20T MLIIL. CnpaBky BblAAN
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(®.11.0., 10IKHOCTB)
TeIL.:

"A" - apXMBHBIC TaHHbIC

<1> - rpada rpaxxJaHCTBO 3aIIOJIHSAETCS TOIBKO JUISI ”HOCTPAHHBIX TPaKIaH,
Bug nokymenra: PBII - paspemenue Ha BpeMeHHOe npoxkuBanue, BX - Bun
HAa JKUTEJILCTBO

IIpumep Ne 2. 3anpoc B apxuB

B apxue copooa Mockewi

om Heanoea Heana Heanosuua,
odama pooicoenus: 17.02.1955,
npodicusarowe2o no aopecy:
Mocksa, yn. Bocmounas, 0. 5 k8. S,

men.: 8 (123) 456-78-90

3aaenenue

Lpouty evi0amv apxusHyo cnpasky o noOmeepiHcoenuy mpyooso2o cmaica pabomsi 8
3acomoeumenvrom yexe Ne 1 OAO «Pemnpomcmpoti» 6 donxcnocmu moxaps 3a 1995—-1999 200wi.

Cnpaska Heobxoouma 01 npeocmasienus 8 Ilencuonnsiii hono 05l HA3HAUEHUs. CMPAX080tl NeHCUU
no cmapocmu.

02.02.2021

Mpumep Ne 3

(HaMMEHOBaHUE KOMITAHUH )

(anpec)
Ten/paxc:
e-mail:

No

oT

CITPABKA
Brimana (®UO monyvarens) B TOM, 4TO OH (OHA) IEUCTBUTEIBHO paboTa(a)
c (ITpukaz o mpueme Ha pabory Ne ot roga) 1o
(ITpuka3 06 yBonbHeHuu Ne  OT roja) B

Ka4yecTBe CTapIlero pojiaBLa B YUpEXKICHUU (opranuzanun)

OcHoBanue BbIJIa4YU CIIPpABKU: IIPUKA3BI 11O KaApaM.
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CripaBka BbIIaHa JUIsl TOATBEpKACHUs cTaxa B [lencnonHoM ¢onzae PO.

PykoBongurens
['maBHBINA OyxTantep
Hcnomnuurens

M.IL

IIpumep Ne 4

(HauMeHOBaHNE OPTaHU3ALIUH)

APXVBHAJ CITPABKA
Ne

Ha Ne oT

Brigana

OcHoBaHue:

CnpaBka BblIaHa ISt

HanmenoBanue DOKHOCTH PyKOBOIHMTENS
OpraHu3aluu

(CTpyKTYypHOT0 HOApa3/eNCHNUs, B COCTaB
KOTOPOTO BXOJUT apXUB)

(moanuce) (pacmmdpoBka mommcn)
Jlara
HaumeHoBaHMe NOTKHOCTH PYKOBOJMUTEIS
apxuBa (JIuIa, OTBETCTBEHHOTO 33 apXUB)

(moanuce) (pacmmdpoBka mommcn)

Jara

I'epOoBast neyaTh OpraHu3aluu

IIpakTnueckas padora Ne 4

HaumenoBanue: CocraBieHue Ta0iul, cXeM, NaMATOK 110 331aHHON TeMe.

IIpoxosxkuTeILHOCTB: 6 YacOB

Heab padoThi: OCYIIECTBUTH KOHTPOJIb 00yUEHUs, MPOAOIKUTH CHCTEMATU3AIMIO0 3HAHUN, BBISBUTH
YpOBEHBb YCBOEHUS MaTepuana, ChOPMUPOBAHHOCTH YMEHUIN 1 HABBIKOB
MarepuanbHO-TeXHHYECKOe ofOecreyeHHe: pacreyaTaHHble 3aJaHUs MPAKTUYECKOH paboThl,

KOHCIICKT HeKHI/Iﬁ, pydKa, T€Tpaib, HHHefIKa, AOCTYII B UHTCPHET, METOANYCCKUE PEKOMCHAAIUN
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1 mapa

3amanmue:

1.

Hcnone3ys TeopeTuuecKuii MaTepuai U3 yueOHHUKa, 3aIlI0JIHUTE TaOIuILy:

IToasarue Onpenenenue

ApxuBHas cIIpaBKa

ApXHBHasl BBIITUCKA

ApxuBHas Konus

Hcnonp3ys TeOpeTHYecKuii MaTepral U3 yaeOHHKa, TPOJIOIDKUTE CXEMY:

Buabl
3anpocoB

CounanbHoO-
npaBoBble

TemaTnyeckme

Hcnonme3yst TeopeTHUeckWii MaTtepuadl ©3 y4eOHWKA, COCTaBbTe TIpaBWJIA PabOTHI
uccreoBaTeNied B YMTAJbHOM 3alie apXuBa, UCIHONb3ys paznensl: «llomp3oBarens mMeer
npaBoy; «[lonp3oBarento 3amnpemaercsy; «llomp3oBaTens 00s13aH» U Ap.

2 mapa

Hcnonme3yst TeopeTHUecKHWid MaTepuan W3 YYeOHWKA, TICPEUHMCIUTE YCJIOBUS BBIIAYU
JIOKYMEHTOB BO BPEMEHHOE MOJIb30BaHHE.

I/ICHOJ'IB?)y}I TeOpeTI/I‘ICCKI/Iﬁ MaTrepuail u3 y‘Ie6HI/IKa, 3aII0OJIHUTC TaGJ’IHHy:

Tunsl myOnuKamit

Buapr mybnukaruit

®opmbl yOIHKaIUi

I/ICI'IOJ'IB3y5I TCOpeTI/I‘IeCKI/Iﬁ MaTcepuajl H3 y’-IeGHI/IKa, 3alMUIIATC ONPCACIICHUEC CANMHUIIBL

XPaHEHUs U MepeYrCIUTe BO3MOXKHBIE BapHAHThI, IPOHYMEPOBAB UX.
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7. Hcmonw3yst TeOpeTUUYECKU MaTepuall U3 yueOHHKa, pa3paboTaiiTe M 3aMOJIHUTE TAOIHILy 0
COCTaBY yYETHBIX JOKYMEHTOB, 0053aTEIbHBIX JJIsl BEACHHUS B TOCYIapCTBEHHOM apXHUBE.
3 mapa

8. Hcrnonp3yst TeopeTHuyecKHil MaTepual M3 Y4eOHHMKA, COCTaBbTE CXEMYy yueTa apXUBHBIX
JIOKYMEHTOB.

9. Hcmonb3yst TEOpETHUECKUI MaTepual u3 yueOHUKa, COCTaBbTE TaOIMIly OCHOBHBIX (PaKTOPOB,
NPUBOJAIINX K yTpaTe JOKYMEHTOB.

10. Ucnonb3ys TeopeTHdyeckuil marepuana M3 ydeOHHUKa, MEpeyrciIuTe TpeOOBaHUS IOKapHOU
0€30I1aCHOCTH, KOTOPbIE HE0OX0AUMO COOII0IaTh B ApXUBAX.

11. icnonb3ys TeopeTUYeCKUi MaTepual u3 yueOHUKa, OTBETHTE Ha BOIIPOCHI:

a. Kakme ocHOBHBIE MeETOABI MNPUMEHSIOTCA JUIsI OOpPHOBI € MOBPEKICHUSAMH
JIOKYMEHTOB?

b. UYro takoe cTpaxoBoii GhoHa U GOHI MOJIb30BAHUS?

IIpakTnueckas padora Ne 5
HaunmenoBanne: CocraBieHue TabiuIl, CXeM 0 3alaHHOM TeMe.

IIpopoxuTenbHOCTH: 2 yaca
ILesab paGoThl: OCYIIECTBUTh KOHTPOJIb O0Y4YEHUs, IPOJOJIKUTh CUCTEMATU3ALMIO 3HaHUH, BBIIBUTD
YPOBEHb YCBOCHMsI MaTepuaiia, chOpMUPOBAHHOCTH YMEHUH U HaBBIKOB
MarepuaibHO-TEXHHYECKOe oOecreyeHHe: pacredaTaHHble 3aJaHus MPAKTUYECKOH paboTHl,
TEOPETUYECKHI MaTepHuall MO U3yd4aeMoil TeMe U3 yuyeOHHKa, pyduka, TeTpajb, JUHEHKa, TOCTYyIl B
MHTEPHET, METOANYECKUE PEKOMEHJAIIUN
3aganue:

1. Vcnonw3ys TeopeTudyeckuil Matepuall U3 yuyeOHHKA, 3al0JHUTE TaOauIy (KOJIMYECTBO CTPOK

YCIIOBHO U OTJIMYAETCS OT (PAKTHUUECKOTI0):

HanmeHoBaHMe 3aKOHOAATEIBHOIO aKTa KpaTxoe COACPIKAHUC

(py HANTUYMH)

YpoBeHnb
3aKOHOATEIHCTBA

®denepanbHbIN
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Cy0bekToB PO

BenoMcTBeHHBIN

OTaenpHbBIX

roCyJapCTBEHHBIX

u

MYHHUIHUIIAJIBbHBIX

apXUBOB

2. HWcnonme3ys TEOpPETHUSCKHMI Marepwall W3 YYeOHUKA, COCTAaBbTE CXEMY CTPYKTYpBI
rOCYJapCTBEHHBIX apXUBOB:

3. Hcnonb3ys TeopeTHueckuii MaTepuan U3 yueOHUKa, OTBETHTE Ha BOMPOC:
Uto Takoe apXUBHbBIA MapKETHUHT?

IIpakTnyeckas padora Ne 6
HaumenoBanue: [ToarotoBka K H”TOroBOMY KOHTPOJIIO.

IpoxoKATeILHOCTD: 2 yaca

Ieab paGoThI: OCYIIECTBUTH KOHTPOJIh 00YUEHUS, TPOJOJKUTh CHCTEMATU3AINIO0 3HAHUH, BBISIBUTH
YPOBEHBb YCBOSHUS MaTepuana, ChOPMUPOBAHHOCTH YMEHUHN M HABBIKOB
MarepuanbHO-TeXHHYECKOe o0ecleyeHue: pacrieyaTaHHble 3a/laHds MPaKTHYEeCKOW paboTHhl,
KOHCIIEKThl JIEKIIMA ¥ BBIMIOJHEHHBIE 3aJaHUS TMPAKTUYECKUX M CaMOCTOSTENBHBIX paboT,
METOANYCCKHUEC peKOMeH)IaIII/H/I

3aganue:

[ToBTOpUTE MHPOPMALIHMIO U3 KOHCTIEKTOB JIEKIIUH, MPAKTUYECKUX U CAMOCTOSTENBHBIX PadoT.
Permmte TeCT UTOroBOTO MPOMEKYTOYHOTO KOHTPOJIs. OrpaHuYeHHe 10 BpeMeHU — 25 MUHYT.

1. [lpuHIMI COBPEMEHHOIO apXHWBOBEACHMS, KOTOPBIM TpeOyeT U3yueHUs! U OLEHKH apXHUBHBIX
JIOKYMEHTOB C Y4Y€TOM WX BHYTPEHHUX M BHEIIHUX OCOOEHHOCTEH, UX OOIIEeCTBEHHOU
(GYHKIIMM U CBSI3U C KyJbTYpHBIMU TPAAMLIMSIMH HE B KayeCTBE €IMHUYHBIX (DAKTOB, a B
KOMIIJIEKCE C IPYTUMHU JOKYMEHTAMU Ha3bIBACTCA:

a. IIpunnumnom ucropusma
b. TIpHHIUIIOM BCECTOPOHHOCTH U KOMIUICKCHOCTH
C. IlpuHuunom oObEKTUBHOCTH

2. Kaxoii u3 METOI0B apXHBOBEICHUS TPEOYET PACCMOTPEHHUS JOKYMEHTOB KaK 3JIEMEHTOB TOU

VI UTHOM CHCTEMBI JOKYMEHTAIUu?
a. QyHKIMOHAIBHBIA aHAIN3
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CHCTEeMHBIH ITOAX0
MHCTUTYIMOHAJIBHBIN ITOAXO0/
WNHpopMannoHHBIH METOA
e. HMcrouyHuKoBeqUECKHIT aHAIN3
CKOJIBKO THUIIOB apXUBOB OOIIEIPUHSATO BBIACIATH?

2o o

a. Tpu
b. Jlpa
c. Ilats

Pesynbrar 3akpereHus HHPOpMAIH O IPeIMETax 00BEKTUBHON IEHCTBUTEIILHOCTH U O
MBICTTUTEIILHON EATEIHbHOCTH YeI0BEKa MOCPEICTBOM MUChMa, Tpaduku, hotorpaduu wim
JPYTUM CIIOCOO0M Ha JIIOOBIX HOCUTENISIX Ha3bIBACTCS:

a. [oxymenTom

b. Enunurieit apxMBHOTO XpaHEHUS
I'ne 6puta M300peTeHa Oymara?

a. B fnonun

b. B Kopee

c. B Kurae

d. B 3amagnoii Eporre
W3 yero cocrosiiv apXuBbl rocyAapcTB ApeBHel Mecomoramun?

a. W3 rmuHsHBIX Ta0nuueK

b. W3 nanupycos

C. U3 nepramenrta
Kak B 1peBHOCTH HA3BIBAIMCH APXUBBI, COACPKAIINE B TOM YUCIIC, CITUCKU TPak/IaH-
n3bupareseil, TOKyMEHTBI O BBIOOpaXx, 3alMCH O 3aCEAaHUSIX U PEUICHUAX BEIOOPHBIX
opraHoB?

a. Llapckue

b. ApxuBsl nonuca

€. Xpeueckue

d. YactHOBIagembuecKue

€. ApXUBBI-OMOIHOTEKH
OTiuuTeNbHAsE 0COOCHHOCTH TIEPBBIX CPETHEBEKOBBIX aPXUBOB

a. XpaHEHUE TOJHKO BXOJISIIUX JOKYMEHTOB

b. XpaHeHue TOJIBKO HCXOMAINX JOKYMEHTOB

C. XpaHeHue BXOASAIMIUX U UCXOIAIINX JOKYMEHTOB
B kakxom Beke B MOCKOBCKOM TOCYIapCTBE CYIIECTBOBAIM apXUBBI IPUKA30B?

a. B XVII Beke

b. B XVI Beke
c. B XIV Beke
d. B XVIII Beke

. YKaxkuTe n1ary npuHATHs nekpera CoBeTa HapoJHBIX KomuccapoB «O peopraHu3anuy u
LeHTpanu3anuu apxuBHoro aena B PCOCP»?
a. 1 suBaps 1918 rona
b. 1 urona1918 roga
C. 1 wmronsa 1919 rona
. Kako# u3 npuHIMIIOB OpraHu3any XpaHeH!sl JOKYMEHTA SIBISETCS INIABHOM TEOPETUUECKOM
OCHOBOW apXUBOBEAECHUS?

a. IlpuHuun npuHaIIEKHOCTH
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

b. TIpuHIHUI TPOMCXOXKICHUS
Yactb (hoHma, KOTOpask MOUICKUT MOCTOSTHHOMY XPaHEHUIO, T.€. UMEET HCTOPUUIECKOE,
Hay4yHOE, IOJUTHYECKOE, IPABOBOE, HAPOAHOXO3SIICTBEHHOE, COLUAIbHOE, KYJIbTYPHOE WU
MHOE 3HAaYEHHUE Ha3bIBACTCS
a. JlokymeHTanbHBIM (HOHIIOM
b. ApxuHbIM poHIOM
BepHo 11, yTO (hOHA TUIHOTO TIPOUCXOXKICHUS, COCTOSIIIUN U3 JOKYMEHTOB, OTJIOKHUBIIIUXCS
B pPE3yJIbTaTe JEATEIBHOCTH OTAEIBHOTO JINIA, HA3bIBAETCS CEMENHBIM?
a. Jla
b. Her
KTo ocymectisieT ynpasiaeHrue apxuBHbIM es1oM B Poccuiickoit @enepaunn Ha
MYHULIUIIAJIBHOM YpOBHE?
a. CrneunanbHO ynoaHoModeHHbIN [IpaButensctBoM PD opran uCroIHUTEIbHON BIACTH
b. YnoaHomoueHHBIE OpraHbl HCIOIHUTEIBHOM BIacTH CyObeKTOB PD
C. Oprasbl MECTHOTO CaMOYIIPaBIICHUS
Bce apxuBsbl genarcs Ha
a. Kommekryronuecs 1 HEKOMIUIEKTYIOIIHECS
b. ®onaoBbie 1 He HOHIOBBIE
CKOJIBKO 3TaroB BKIIIOYAET B ce0sl MpoIiecc KOMITJICKTOBAHUS TOCYJapCTBEHHBIX apXUBOB?
a. 3
b. 4
c. 5
KonuuecTBO KpUTEpHEB IIEHHOCTH IOKYMEHTOB, KOTOPBIMU JOJIKHBI PYKOBOJICTBOBATHCS
APXUBUCTHI MIPU TPOBEICHUH IKCTIEPTU3BI?

a. 3
b. 4
c. 5

C kaxoii 11e/1b10 BBOJIUJIMCH TaK HAa3bIBAEMBIE «3aIIPETHBIE 1aThI»?

a. C menpo cOXpaHEHHs OT YHUUTOXKEHHSI HICTOPUUYECKUX IOKYMEHTOB

b. C uenbto 3anpeTa COXpaHATh JOKYMEHTBI OMPEICIICHHOTO MEPUO/Ia, TaThl

C. B oty gatel 3anmpenianock yHUUYTOXKATh JOKYMEHTHI
[IpenenbHblil CPOK BPEMEHHOTO XPAHEHUS JIJIS1 3aIIUCEH AKTOB IPa)KJaHCKOTO COCTOSTHUS,
MOXO03MCTBEHHBIX KHUT, 3aMHCel HOTAPHAIBHBIX U CYIAEOHBIX JIE] COCTABISIOT

a. 25 ner

b. 75 ner

Cc. 50 ner
Tun apxuBHOTO cripaBOYHUKA B Poccuu, ABISIIOLUIUICA OCHOBHBIM C KOHIIA 16 Beka

a. Karanor

b. Ilepeuenn

€. Omnuch

d. IlyreBoamrenn
ApXUBHBIN CIIPaBOYHHK, COACPIKAIIUIN CBEICHUS 00 apXUBHBIX (DOHAAX apXuBa B
CHUCTEMAaTU3UPOBAHHOM BHJI€ U MPEAHA3HAYEHHBIN JJI1 03HAKOMJICHHSI TIOJIb30BATENs C UX
COCTaBOM M COZIepKaHHEM Ha3bIBaeTCs

a. Karamnor

b. TlyreBomutensb

C. Ilepeuens
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d. Omuce

22. MakcuManbHOE KOJIMYECTBO JIUCTOB, IOMYCKAEMBIX B JIENe

a. 200
b. 250
c. 350
23. MakcuMalibHas TOJIIMHA Jesa
a. 3cm
b. 4cm
C. ScMm
24. Cpox XpaHEHUs KaJPOBbIX JOKYMEHTOB I10 JUMYHOMY COCTaBY, CO3aHHBIX, HaunHas ¢ 2003
roja
a. 50
b. 65
c. 75
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Ilepeyenn pexoMeHayeMbIX y4eOHbIX H31aHui, IHTepHeT-pecypcoB, 10MOJIHUTEIbHOM
JINTepaTypbl

OCHOBHBIC HCTOYHUKHU:
1.MeroauKka U MpakTUKa apXUBOBEICHHS: YICOHUK ISl CPEJHEro MpOoecCHOHABHOTO 00pazoBaHus /
O. U. Packun,  A.P. CokomoB. —  MockBa:  MsmarenbctBo  FOpaiir, 2021.— 339c. —
(ITpodeccronanbHOE 00pa3oBaHuE).
JlonoJHUTeIbHbIe HCTOYHHKH:
1. bacakoB, M.M. Jlenonpou3BoAcTBO (JOKYMEHTAIIMOHHOE OOECIICUeHUE YIpaBJICHUS Ha
ocaoBe ['OCT P 6.30-2003): Yuebuoe mocobue is CTYIEHTOB 0OPa30BaTEIIbHBIX YUPEKICHHIMA
cpennero npodeccuonanbsHoro oopazosanus / M.M. bacakos. - M.: Jlamkos u K, 2012. - 348 c;
2. KupcanoBa, M.B. CoBpemeHHOE nenonpon3BoACTBO: Yuebnoe nmocobue / M.B. Kupcanosa. -
M.: HULl UH®PA-M, 2012. - 312 c,;
3. Kysuenos, W.H. JlokymeHnTannoHHoe oOecrneyeHne ymnpaBieHus. JIOKyMEHTOOOOpPOT U
nenonpou3BoicTBo: YueOHuk u npaktukym / WM.H. Kysnenos. - JlroOepipl:
FOpaiit, 2016. - 477 c;
HNuTepHeT-pecypces:
1. www.delpro.narod.ru/ ;
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