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IosicHUuTeIbHAA 32aIIMCKA
Metoanyeckue ykazaHUs K BBIMOJHEHHUIO MPAKTHYECKUX paboT, o0yyarommxcs IO
muciuminae OIL.02 ApxuBHOe Ae10 TpeIHa3HAaueHBl i1 OOydYaromuxcs mo mpodeccru
46.01.03 Jlemonpou3BOANTEIb.

[lens MeTOAMYECKHX YKa3aHUN: OKa3aHHE MOMOIIM OOydYarolMMCS B BBITIOJHEHHHU
npakTudyeckux pabor mo aucrummHe OIL02 ApxuBHOe Je/I0 B YUPEKICHUSX CPEIHEro
npodeccHoHaIbHOr0 00pa30BaHUS.

B cBsBu c BBemeHueM B 00pazoBaTeNbHBIA Tpoliecc HOBoro deaeparbHOTO
rocyJapCTBEHHOI'0 00pa30oBaTENbHOIO CTaHJAapTa, KOTOPbIH OpPUEHTHPOBAH Ha BHIPAOOTKY Y
CTYJEHTOB O0IIMX U MPO(ecCHOHAIBHBIX KOMITETEHIIN I — Habopa 3HaHU |, yMEHU I, HABBIKOB U
JUYHOCTHBIX Ka4eCTB, KOTOPBIC TO3BOJIAT BBIMYCKHUKY CTaTh KOHKYPEHTOCIIOCOOHBIM Ha
pPBIHKE TpyJla, Bce Oosiee akTyaabHOM CTaHOBUTCS 3ajjadya OpraHU3aliy MPaKTUUYeCKON padoThI
CTYJICHTOB.

[IpakTuueckue 3aHATHSL SBJISIFOTCS BaKHOW (Popmoii 0Opa3oBaTeNIbHOrO Tpolecca H
HalpaBJICHbl Ha JKCIEPUMEHTAIFHOE TOATBEPKICHUE TEOPETUUYECKUX TIOJIOKEHUN U
dbopmupoBaHue y4eOHBIX U MPO(PECCHOHAIBHBIX MPAKTUUYECKUX YMEHUU, OHH COCTABIISIFOT
BOKHYIO YaCTh TEOPETUUECKOH U MTPOPecCHOHATBHON MPAKTHYECKOH MOATOTOBKH .

Lenu npaxmuueckux 3anamuu:

-IIOMOYb CTYJIEHTAM CHUCTEMATU3UPOBATh, 3aKPEMHUTh M YIIIyOUTHh 3HAHUS TEOPETUUYECKOTO
XapakTepa;

-HAy4YUTh CTYJEHTOB MpHEMaM pelIeHUs] MPAKTUUYECKUX 3ajad, ClIocOOCTBOBATH OBJIAJICHUIO
HaBBIKAMH U YMEHUSMHU COCTaBIICHUSI CITY>KEOHBIX JTOKYMEHTOB;

-HAYUYUTb UX MOJB30BATHCS CIPABOYHOMN TUTEPATYPOIl U TaOIUIIaMHU;

-(opMUpOBaTh YMEHUE YUUTHCS CAMOCTOSITEIBHO, T. €. OBJIAJEBAaTh METOJAMH, CIIOCOOaMU H
npueMaM# cCaMOOOyYeHHU S, CAMOPA3BUTHS U CAMOKOHTPOJISL.

Hacrosimme meroauueckue ykazaHus cojepkaT paOoThl, KOTOpbIE IO3BOJISAT
oOyJaronmmcst CaMOCTOSITEIBHO OBJIAJIETh (byH1aMeHTaIbHBIMU 3HAHUSIMH,
npoecCHOHAIBHBIMU YMEHHUSIMH W HAaBBIKAMHU JICATEIILHOCTH 110 JWCIIUILIINHE, OIBITOM
TBOPYECKOW W HCCIIEIOBATEIBCKONW JEATEILHOCTH U HampaBjeHbl Ha (QOpMUPOBAHHE
CHEAYIOLMX YMEHUN U 3HAHUM:

YMeTh:
- KmaccuuupoBaTh AIOKYyMEeHTHI ApxuBHOTO hoHa Poccuiickoit denepannu;
- ycTaHaBIUBATh ()OHIOBYIO TPUHAIIEKHOCTh JOKYMEHTOB;
B pesynbraTe ocBOCHUS yueOHOW IMCIIUTUTHHBI O0YYaIOIIHIICS TOJDKEH 3HATH
- 3aJ1a4M apXuBHOM cimyk0bl B Poccuiickoit denepanum;
- CUCTEMY apXUBHBIX yupexacHuil B Poccuiickon @enepannu;
- IpU3HAKH KJIACCHU(PUKAITNHU JOKYMEHTOB ApxuBHOTO0 (oHaa Poccuiickoit deneparuu;
- PEKUM U CIIOCOOBI XpaHEHUS ApXUBHBIX JIOKYMEHTOB, TOPSAAOK BbLAAYH JET;

B pesynbrate ocBOCHHS y4eOHOW AMCIUIIIUHBI OOYYAlOIIMUCS MOJDKEH BIIAJCTh
00IIMMH KOMIETEeHHAMU:
OK 1. [ToHMMaTh CyIIHOCTh M COIMAIBHYIO 3HAYUMOCTh OyAyIe mpodeccruu, mposiBIATh K
HEW YCTOMUYUBBIN UHTEPEC.
OK 2. Opranu3oBbiBaTb COOCTBEHHYIO JESTEIBHOCTb, MCXOJS M3 LIEIM U CHOCOOOB ee
JOCTHKEHU S, ONIPEACIIEHHBIX PyKOBOIUTEIIEM.
OK 3. Ananu3upoBaTh pabOUyI0 CUTYaIHIO, OCYIIECTBIIATh TEKYIHI U UTOTOBBIM KOHTPOJIb,
OLICHKY ¥ KOPPEKIHI0 COOCTBEHHOW NEATENTbHOCTH, HECTU OTBETCTBEHHOCTH 3a PE3YJIbTaThl
CBOCH pabOTHI.
OK 4. OcymecTBasaTh mouck wHMGopManuu, HeoOXOAUMOU sl IPPEKTUBHOTO BBITIOTHCHUS
npodeCCHOHANTBHBIX 3a/1a4.



OK 5. Hcnonws3zoBath WHGOPMAITHOHHO-KOMMYHHUKAIIHOHHBIS TEXHOJIOTUH B
npogeccuoHalIbHON AATETbHOCTH.

OK 6. PaboraTts B koMaHze, 3pdheKTHBHO 00IAaThCS € KOJUIETaMH, PyKOBOJICTBOM, KIIHEHTAMHU.
OK 7. HMcnonHATh BOMHCKYIO OOS3aHHOCTh, B TOM YHCII€ C MPUMEHEHHEM MOIyYEHHBIX
npodeccuoHaANBHBIX 3HAHUU (TSI ToHOIIeH ) <1>.

B pesynbrare ocBoeHUs y4eOHOW IUCHHUIIMHBI OOYYAIOIIUKCS JOJKEH BIIAJIETh
npogeccuoHAIbHBIMH KOMIETEHIIUSIMU
[IK 2.1. ®opmuposars aena.

[1K 2.2. ObecnieunBaTh OBICTPBII MTOMCK JOKYMEHTOB 10 HAYYHO-CITIPABOYHOMY amlIapaTry
(kapToTeKaM) opraHHU3aIluH.

[1K 2.3. CucreMaT3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXUBa.

[1K 2.4. ObecrieunBaTh COXpaHHOCTD MPOXOAIICH CITyKEOHOH TOKyMEHTAIIMH

[1K 2.5. ToToBUTH U TIepeaBaTh JOKYMEHTHI Ha apXUBHOE XpaHEHUE.

[IK 2.6. O6ecrieunBaTh COXpaHHOCTb APXUBHBIX JOKYMEHTOB B OpraHU3allUH

O1eHKY 3a BBIMOJHEHHUE SBIISIOTCS MOKA3aTeNsIMU TEKYIIEH yCIIeBaeMOCTHU CTY/IE€HTOB
o gucuuminae OI1.02 ApxuBHoe Aei10.

OTMeTKa «5» CTaBUTCS, ECIIU:

paboTa BBINOIHEHA MTOJHOCTHIO;

B JIOTUYECKUX PACCYKJICHUSX U 000CHOBAHUH PEIICHUsS HET MPOOEIOB U OMIMO0K;

B pEIICHUH HET MAaTeMaTHYECKUX OMMOOK (BO3MOYKHA OJIHA HETOYHOCTh, OMMUCKA, HE

SBIISAIONIASsICA CIIEACTBHEM HE3HAHUS UM HETTOHUMaHUs yueOHOro MaTepuana).
OTMeTKa «4» CTaBHTCS, €CIIN:

paboTa BBIMOIHEHA TOJTHOCTHIO, HO 00OCHOBAHMS IIAr0B PEIICHHS HEAOCTATOYHBI (€CIIH

yMeHHe 000CHOBBIBAThH PACCYXACHUS HE SBJISUIOCH CHEI[MaIbHBIM OObEKTOM MPOBEPKH );

JIOTIYIICHA O/IHA CYIIECTBEHHAS OIIMOKA UITU ABA-TPU HECYIIECTBEHHBIX OIIMOKH.

OT1MeTKa «3» CTaBHUTCS, €CITH:

JOMyIIeHbl  Oojlee  OJHOM  CyIIECTBEHHOW OmMOKKM WiId Oojee ABYX-Tpex
HECYIIECTBEHHBIX OMMOOK, HO Yy4Yaluics BIageeT OO0sM3aTeTbHBIMH YMEHUSIMH TIO
MPOBEPSAEMON TEME; ITPH ATOM IMPABUIILHO BBITIOJIHEHO HE MEHEE TTOJIOBHHBI PaOOTHI.

Ot1MmeTKa «2» CTaBUTCS, €CITU:

JIOTTYIICHBI CYIIECTBEHHBIE OMMOKY, TOKA3aBIMe, YTO YUAIUHCS HE BIIaJICeT

00s13aTeIbHBIMU YMEHUSIMU 110 JAaHHOM TeMe B MOJHOU Mepe.

K «kareropuu cywecmeenuvix owub0x CIEAyeT OTHECTH OIIMOKH, CBSI3aHHBIE C
HE3HAHUEM, HEMNOHUMAHUEM YYalIMMHUCA OCHOBHBIX MOJIOKEHUM TEOPUH M C HENPABUIHHBIM
NpUMEHEHUEM  METOJAOB, CIOCOOOB, TMPHUEMOB pelIeHUs] MPAKTUUECKUX  3aJaHHil,
MPEAYyCMOTPEHHBIX TPOTPAMMOM.

K kareropuu mecywecmeennvix owuboK cienyer OTHECTH NOTPEIIHOCTH, CBSI3aHHBIE C
HEOpEeKHBIM BBITIOJTHEHUEM 3allKCel, PUCYHKOB, rpaKOB, YepTeKeH, a TaKKe MOTPEIIHOCTH
Y HEJIOUEThI, KOTOPbIE HE MPUBOIAT K UCKAKEHUIO CMBICIIA 33/IaHUS U €TI0 BBII OJIHEHUSL.

[1pu HaMMYM U CYIIECTBEHHOM OMMOKY 3aJaHNE CYMTACTCS] HEBBITIOJTHEHHBIM.



[IpakTruueckue paboThI MpeACTaBICHbBI B TabauLe 1.

Tabnuna 1 - IlepedyeHb BHI0B TPAKTHYCCKUX PabOT

Homep Koabi
H HAMMEHOBAHHE HaunmenoBanue (cv())lepmaﬂne) Koua-Bo hopMHEpyeMBIX ®opma
NPaKTHYeCKOi padoThl yac . KOHTPOJIf
TeMblI KOMIIeTeH Ui
Tema 1.6. IIpakTnyeckas padora Ne 1.
Komniexkropanue Odopmienne pe3yabTaToB
rocy1apcTBeHHbIX 9KCIEPTHU3BI, ONPEIeTIEHUE CPOKOB
APXUBOB POCCHIICKOM | XpaHeHUSI. 4 OK 1-OK 7,IIK Texymuii
Denepannu 1 2.1-2.6 KOHTPOJIb
JKCHEepPTH3a HEeHHOCTH
AOKYMEHTOB.
Tema 1.7. Cucrema IpakTnyeckas padora Ne 2. Texyuuii
HAaYYHO-CIIPABOYHOTI0 | 3HAKOMCTBO C ITyTEBOAUTEISAMH, OK 1-OK 7.TIK KOHTPOIIb
anmapartak ONHCSIMHU, COCTaBIIEHUE aPXUBHOTO 4 2.1-2.6’
AOKYMeHTaM KaTaJora.
ApxuBHoro ¢poHga
Poccuiickoii IIpakTnyeckas padora Ne 3. OK 1-OK 7,IIK Texkyumit
®Denepannu. 2.1-26 KOHTPOJIb
Iopsanok opopmieHus: crpaBOK O 2
JIOKYMEHTaM apXuBa.
Tema 1.8. IpakTnyeckas padora Ne 4. OK 1-OK 7,IIK Tekytuuit
Hcnoas3oBanue, yuer | CocraBieHue taliaull, cxem, 2.1-2.6 KOHTPOTIb
M o0ecrmeyeHne MaMATOK 110 3aJa HHOM TeMe.
COXPAaHHOCTH 6
apXMBHBIX
AOKYMEHTOB.
Tema 1.9. IlpaBoBbie IIpakTnyeckas padora Ne 5. OK 1-OK 7,TIK
OCHOBBI APXHBHOT'0 CocraBneHue TabOINI], CXeM - o
JeJia B Polzcm”dcxoii aMsITOK I10 3a;[aHHOII§I’TeMe ’ 2 2128 Tery it
’ KOHTPOJIb
Denepanuu.
Temsr 1.1-1.9 IIpakTu4yeckast padora Ne 6. OK 1-OK 7,IIK
IToaroroBka K HTOTOBOMY 2 2126 Hroroserii
KOHTPOJIIO. KOHTPOJIb

IIpakTuuyeckasi padora Ne 1

HaumenoBanue: OdopMmieHHE PE3yJIbTaTOB SKCIEPTH3bI, ONIPEICICHUE CPOKOB XPaHCHHUSI.
I[Ipono/KkuTeILHOCTH: 4 Haca

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb O0yUCHUS, TPOJIOJDKATH CHCTEMATU3aIlMIO 3HAHUH, BBISIBUTH
YPOBEHb YCBOCHHUS MaTepHalia, cGOPMHUPOBAHHOCTH YMEHUM U HABBIKOB .
MarepuajibHO-TEXHHYeCKOe o0OecrnedeHne: paclicyaTaHHbIC 3aJaHHs TPAKTHUSCKOH pabOTHI,
KOHCITEKT JICKUHH, py4yKa, TETPa/ib, JUHENKA, TOCTYIl B UHTEPHET, METOINYECKUE PEKOMEH JALI U
3aganue:

1.3axoHcnexTupyiite nugopmanuio.



B cootBerctBuM ¢ yacThio 1 ctatbu 17 @enepanbHoro 3akoHa ot 22.10.2004 N 125-®3 "O6

apxuBHOM zene B Poccuiickoit @enepannn” opraHuzanuu 00s3aHBI 00eCIEUMBATh COXPAaHHOCTH

APXUBHBIX JOKYMCHTOB, B TOM YHUCJIC HOKYMCHTOB IIO JIMYHOMY COCTaBYy, B TCUCHUC CPOKOB HX

XpaHCHHs, YCTAHOBJICHHBIX q)CI[epaHLHBIMI/I 3aKOHaMH, NHBIMHW HOPMAaTUBHBIMU ITPAaBOBbIMU aKTaMU

Poccuiickoit deneparuu, a Takxke NEPeUHSIMUA JOKYMEHTOB, IIPEYCMOTPEHHBIMH YacTbIO 3 CTaThbu 6

nyactsmu 1 u 1.1 craten 23 nannoro denepanbHOro 3aKOHAa.

3.

4.

5.

K ykazaHHBIM IepeyHsIM TOKYMEHTOB OTHOCSTCSL:

HNuctpykuus no npuMeHeHuo [lepedns TUIIOBBIX YIIPaBIEHYECKUX apXUBHBIX JOKYMEHTOB,
o0pa3yromuxcs B MPOLEcce JESTeIbHOCTU T'OCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYyTpaBJICHUS U OpraHU3alluii, C yKa3aHNEM CPOKOB UX XpaHEHUs, yTBEPKACHA IPUKA30M
®enepanbHOro apxuHoro areHTcTa ot 20 nexadps 2019 roga N 237.

IIEPEYHH TUIIOBBIX aPXUBHBIX TOKYMEHTOB C YKa3aHHUEM CPOKOB X XPaHEHUS U HHCTPYKLIU U
10 TPUMEHEHUIO ITUX MepeyHeil, yTBepKaaeMble YIIOJTHOMOYEHHBIM (peaepabHbIM OPTaHOM
UCIIOJTHUTENILHON BJIACTH B c(hepe apXUBHOTO JIeNa U IO POU3BOACTBA (B HACTOSIEE BPEM S
- Pocapxus, panee - Munkynstypsl Poccun):

a. IlepedyeHb THUMOBBIX YIPAaBJIEHYECKHX ApXMBHBIX JIOKYMEHTOB, OOpa3yroIUXcs B
IpPOLECCE  JEATENIBHOCTU  IOCYJAapCTBEHHBIX  OpPraHoB, OpPraHOB  MECTHOTO
CaMOYIPABJICHUS U OpraHU3allMil, C yKa3aHHEM CPOKOB MX XpaHeHHs, yTB. [Ipukazom
PocapxuBa ot 20.12.2019 N 236 (mo 18 deBpans 2020 roma - Ilepedens, yTB.
[Tpukazom MunkynsTypsl Poccuu ot 25.08.2010 N 558);

b. TlepeyeHb THIMOBBIX apXUBHBIX JOKYMEHTOB, OOPa3yIOIIMXCS B HAYYHO-TEXHUYECKOM
U MPOU3BOACTBEHHOM AEATENBHOCTH OpraHM3allui, ¢ yKa3aHUEM CPOKOB XPaHEHMS,
y1B. [Iprkazom Munkynstypst Poccuu ot 31.07.2007 N 1182.

yIBepkKJIaeMmble  (eepalibHbIMU  OpPraHaMu  [OCYJAapCTBEHHOM  BIAcTH,  HMHBIMHU
rOCyJlapCTBEHHbIMM  opraHamu  Poccuiickoii ~ @enepanuuu  NEepeYHH  JOKYMEHTOB,
oOpasyromuxcs B Ipollecce HX JAEATETbHOCTH, a TaKXe B IPOLECcCe JeSATEIbHOCTH
MOABEAOMCTBEHHBIX UM OpraHU3allHii, C yKa3aHUEM CPOKOB UX XpaHEHUS;

MepeyeHb JTOKYMEHTOB, 00pa3yIOLIMXCs B MPOLIECCE AESTEIbHOCTH KPEIUTHBIX OPraHU3alni,
C YKa3aHHMEM CPOKOB WX XpaHEHUs M MHCTPYKLHS MO €ro NMPUMEHEHMIO, YTBEpIKIaeMblii
YIIOJTHOMOYEHHBIM (peIepalIbHBIM OPTaHOM HCIOJHUTENBHOM BJIACTH B cdepe apXUBHOTO
JieN1a ¥ IeJI0NPOU3BOJCTBA COBMECTHO ¢ bankom Poccuu.

JUist ak[MOHEPHBIX OOLIECTB CPOKHU XpaHEHHS UX JOKYMEHTOB ompeneneHsl [lomoxenuem o

IOpAAKE U CPOKax XpaHCHHUA NOKYMCEHTOB AKIIMOHCPHBIX 06H_ICCTB, YTB. ITocranoBnenuem

OKIB Poccun ot 16.07.2003 N 03-33/mc.
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6. Kpome Toro, no 17 gexkadps 2020 roaa asst onpeaeaeHusi CPOKOB XpaHEHUS YIPABJICHUECKUX
nokyMeHTOB 3a 80-¢ - mepByio moioBHHY 90-x romoB XX B., a Takke cHerupuecKkoi
(oTpacneBoif) JOKyMEHTaluu npuMeHsuics [lepedyeHb TUIOBBIX JOKYMEHTOB, YTB.
I'maBapxuBom CCCP 15.08.1988.

2. Onpenennrte CPOKM XpaHEeHUsI JOKYMEHTOB, 3alI0JIHUTE TA0JIUILY.

Tabmumna 1
Bug noxkymeHTa Cpoxu xpanenus |OCHOBaHHE
J{oroBopsl rpa1aHCKO-TIPaBOBOTO xXapakrepa o

BBITTOJIHEHHH paboT, OKa3aHUU YCIYyT GU3MIECKUMHU JIMIA MU,
AKTHI CHAYU-IPUEMKH BBIIOJIHEHHBIX pabOT, OKa3aHHBIX
lycayr

J{oKyMeHTHI (pacdeTsl, 3aKII0YEHUs], CIIPaBKU, MEPETHCKa ) K
loroBopam, CoraaeHusM, KOHTpaKTaM

YupenurenbHble JOTOBOPHl OOIIECTBA, XO3IHCTBEHHOTO
[TOBapHUIIECTBA

["ocynapcTBeHHbIE, My HULIUIIAJIBHBIC KOHTPAKThl HA 3aKyIKY
[ToBapoB, paboT, yciyr 1t oOecrnedeHus ToCyJapCTBEHHbBIX
1 My HUITUIIAJIBHBIX HY KT

JloroBopsl, comnameHus, KOHTPAKTbl, HE YKAa3aHHbIE B
OTAEIIBbHBIX cTaThax IlepeuHs,  DOKyMEHTHI  (aKTHI,
[TPOTOKOJIBI pa3HOIIa CHif) K HUM

VIOKyMEHTBI 1O  JIMYHOMY  COCTaBy, 3aKOHYEHHbIE
imemonpomsBoactBom g0 1 smBaps 2003 roma (3a
MCKIIOYEHUEM JOKYMEHTOB II0 JHYHOMY COCTaBy, B
OTHOIIEHHH  KOTOPBIX  JACHCTBYIOUIMMH  INEPEUHIMHU
A PXMBHBIX JIOKyMEHTOB C YKa3aHUEM CPOKOB UX XPAaHEHUS
lyCTaHOBJICH HHOM CPOK XpaHEHHUS)

JIOKyMeHTBI 1O  JUYHOMY  COCTaBY, 3aKOHYEHHBIE
ImenmonpousBoacTBoM mnocine 1 suBaps 2003 roma (3a
MCKIFOYCHHEM [OKYMCHTOB IO JIHYHOMY COCTaBy, B
OTHOILLIEHUU KOTOPBIX JEHCTBY FOLIIMHU nepeyHsIMU
ApPXUBHBIX JOKYMCHTOB C YKa3aHHEM CPOKOB MX XpaHCHHUS
[yCTAHOBJICH HHOHM CPOK XpaHCHHU)

VInuHble nena pyKoBOaUTeNeH 1 pabOTHUKOB Opra HU3a Ui

VIn4yHble KapTOUYKH paOOTHUKOB

TpynoBble JOTOBOPHI, ClyKeOHbIE KOHTPAKTHI, COTJIA ICHUS
00 WX M3MEHEHNH, PaCTOPKCHUN

VIOKyMeHTBl ~ (XapaKTepUCTHUKH, JAOKIAaJHbIC  3aIHCKH,
CIpaBKH, MEpenucka), CBA3aHHBIE C  [PUMEHEHHEM
[TMCLMIIITMHA PHBIX B3bICKA HUI

VIoKyMeHTBI (TTOJIOXKEHUS, HHCTPYKIMH) 00 o0paboTke
[IepCOHAJIbHBIX J1a HHBIX

- 110 MECTY Y TBEPIKICHHUS;

- B IpYTUX OpTraHHU3a UsIX

Cornacue Ha 00pa0OTKY IepCOHAIBHBIX A2 HHBIX
[lomivHHBIE JTHYHBIE JTOKYMEHTHI (TpyJOBasi KHIDKKA,
THITOMBI, aTTECTATHI, Y I0CTOBEPCHHUS, CBHICTEIHCTBA )
TpyHOBBIC KHIKKM M AYyOJIHKAaTBl TPYAOBHIX KHIDKCK, HE
[TOJTy4CHHBIC paOOTHHUKAMH TPH YBOJBHEHHHU JTMOO B CIIydae
cMepTH pabOTHHKA ero OJIFKa HITHMH POICTBCHHUKA MU

CBeZicHHsT O TPYIOBOW JAEATEIBHOCTH W TPYAOBOM CTaXKe
[paboTHMKA



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

KHnrn, s)KypHabl, KapTOYKN y4eTa, 0a3bl 1a HHBIX:
- yueTa ABMKEHUs TPYAOBBIX KHIKEK U BKJIaJbIIIEH B HUX;
- OJIaHKOB TPY/JOBBIX KHIDKEK M BKJIAIbIIIA B HEE

[KHHUTH, J)KypHA b, KAPTOYKU y4eTa, 0a3bl 1a HHBIX
- JIMYHBIX [N, JINYHBIX KapTOYeK, TPYIOBBIX IOTOBOPOB
(cryeOHBIX KOHTPAKTOB);

-ydcTa IBMIKCHUA TPYAOBBIX KHHKCK U BKJIa JIBIIICH B HHUX]

- 0J1aHKOB TPY/IOBBIX KHMKEK U BKJIaJIbIIIA B HEE
[ITaTHBIE pacnucaH U OPTaHU3a MU, U3MEHEHHS] K HUM:
- 110 MECTY YTBEPKICHHUS;

- B JpYTUX OpraHMU3anusaX

[puka3sl, pacHOPSDKEHUS; DOKyMEHTH (CIpPaBKH, CBOJKH,
pH(GOpMa K, TOKIAIBl) K HIM:

- 10 OCHOBHOM (Ipo(HUIBHOMN) NeATEIBHOCTH

- 110 a IMUHHICTPaTHBHO-X03SIHCTBEHHBIM BOIIPOCAM

[Tprka3sl, pacnopsHKeHNUS [0 JTHMIHOMY COCTaBY; JOKYMEHTHI
(ToXJIa THBIE 32 IFCKH, CTIPaBKH, 3a SIBJICH)

- 0 ©KETOJTHO OIUTaYMBAEMBIX OTIyCKaX, OTITyCKaxX B CBS3U C
0OydeHHneM, JIeXypCcTBaX, HE CBS3aHHBIX C OCHOBHOM
(mpoduIBEHOM) TESATETHHOCTHIO;

- 0 CITy KeOHBIX TPOBEPKaX;

- 0 HaNpaBJICHUH B KOMaHAMPOBKY PaOOTHHKOB;

- 0 JUCLMIUIMHA PHBIX B3bICKA HUSX

[Ipu pabGoTe ¢ Tabnuieit nCONIB3YHTE HH(POPMAITHIO, Pa3MEIIEHHYIO TTO CCBIIKE:

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

3. 3anosHuTe TAGAMIY
Cpoku XpaHEeHH s apXUBHBIX JJOKYMEHTOB HE3aBUCHMO OT MECTa UX XPaHEHUS UCUUCIISIIOTCS
c 1 sHBaps roja, CIEAYIONIEro 3a TOJ0M, B KOTOPOM OHHU OBUIM 3aKOHUYCHBI AETOIPOU3BOJCTBOM.
BpeMeHHbIE CpPOKM XpaHEHHMS PEECTPOB, KHUI, JXXYpPHAJIOB HCUYHCIAKOTCS C¢ | sHBapa roja,
CIIETYIOIIETO 3a TOAO0M, B KOTOPOM OBIIIO 3aBEPIICHO X BEACHUE.

Tabnuia 2

Ne HawnmMeHoBaHUE TOKyMEHTA, 1aTa 32 BEPIICHHS AEIONPOU3BOICTBA lon oxoHYaHUS CpOKA XpaHEHHUS
n/m

1 Ipuka3 o cayke6Ho# mposepke ot 05.10.2018

2 Cornacue Ha 00paboTKy mepcoHanbHBIX JaHHBEIX OT 01.09.2020 T,
JICHCTBUTENIBHO B TEUYCHUH 3-X JIET
3 Jorosop ¢ moctaBmukom oT 01.01.2018r

4. U3yunre npe3eHTauui «JKCHepTU3a J0KyMeHTOB». IIMCbMEHHO OTBeThTE HA BOINPOCHI:

1) C xakoii 11e1b10 TPOBOIUTCS PKCIIEPTU3A IICHHOCTH IOKYMEHTOB?

2) TlepeuncnuTe STAMBl SKCIEPTU3BI IICHHOCTH JOKYMEHTOB.

3) Vkaxxute MakCUMaJIbHBIN 00BbEM Jena.

4) JlaiiTe KpaTKyl0 XapaKTEPUCTHKY OCHOBHBIM JJIEMEHTAM OMHUCATENbHOW CTaTbU OMHUCH el
MOCTOSIHHOT'O XpaHEHHSI.

5.3anmoaHuTe onuch


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 Aarbl 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:

HaumeHoBaHWe BOMKHOCTH

PYKOBOAUTENS CTPYKTYPHOTO

noapasaenexHns Mognuch Pacwwucdpoeka nognucu

[ara

COIMACOBAHO COIMMACOBAHO**

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

IIpakTnyeckas padora Ne 2

HaumenoBanme: 3HaKOMCTBO C MyTEBOAUTCIISIMHA, OITUCAMU, COCTABJICHUEC ApXWUBHOI'O KaTajiora.

IIponoskuTenbHOCTH: 4 yaca

eab padoThl: OCYIIECTBUTH KOHTPOJIb 00YUYCHUS, TPOIOJDKUTH CUCTEMATH3AIIUIO 3HAHUM, BHISIBUTH
YPOBEHb YCBOCHHUS MaTepraia, CPOPMUPOBAHHOCTH YMEHUH U HABBIKOB
MarepuajbHO-TEXHHYECKOE oO0ecneyeHne: paclevyaTaHHble 3aJaHUs TMPAKTAYECKOW paboTHI,

KOHCIICKT HCKHHﬁ, pYy4Ka, TCTpalb, HHHeﬁKa, AOCTYIl B UHTCPHCT, MCTOAJUYCCKUEC PCKOMCH Al
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Saganme 1:

1. Tporigute mo cceuake https:/guides.rusarchives.ru/ . M3yuute cTpykTypy caiita. CocraBbTe

CXEMY CTPYKTYpBI CaiTa.

2. Tpowaure o ceputke. https://old.dostup.memo.ru/ru/electronic-archival-reference

HCHOJ’II:BYSI NpeACTaBJICHHYIO CXEMY, HaﬁﬂHTe " 3alTUIIATE COACPIKAHNUC OTJIABJICHU A 4 TnaBHI.

POCCHMIACKUIA
FOCY A3PCTBEHHbIN
BOEHHbIN apxMB

nepeyexb
BHYTPMAPXUBHbIX
fyTesoauTencsii 1
CIPaBOYHWKOB

UenTpansHslid
[oCynapCTBEHHbINA 3PXUB
COBeTCHON 2apMU.
flyresoguiens. B asyx
Tomax. 19911, 1 Tom

3. Ucnonw3ys cchuiky, HailanTe HHGOPMALINIO O CBOEM POJCTBEHHUKE, TPHHIMABIIEM Y4acTHe
B 0O€BBIX JeWcTBUIX BO BpeMs BTopoit mupoBoil BoiHbI. KpaTko 3anummTe HaiJICHHYIO
WHGOPMAIIHIO.

https://pamyat-naroda.ru/

https://pamyat-naroda.su/search

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

4. W3yunte npumep OMucH JOKYMEHTOB, [T€pEeIaBa€MbIX B apXUB
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OIINACH JOKVMEHTOB
nepelaBaeMbIX B apXHB

Ne | Huaexc | Jdara zexa 3aroaoBoR Jeaa Cpor Koanwecrso | Ipnvesanne
n/n Jeaa XpaHeHHs JUCTOR
1 J1/2018|10.01.2018| Jorosopst ¢ NOCTABIIMKAMH 33 31.12.2023 245 Her
2018 roa
2 | ZX22018]10.01.2018( Joroeops! C MOKVIIATETAMK 33 31.12.2023 248 Her
2018 rox
3 |K1/2018]10.01.2018| BxoaAmas KoppecnOHISHIIHA 33 31.12.2023 235 Her
2018 roz
4 [K22018(10.01.2018| Hcxoaamas roppecnoRIeHmmE 33 | 31.12.2023 240 Hert
2018 roa
5 | A3/2018|10.01.2018( TJosepernocra3a 2018 rox 31.12.2025 225 Her
Hroro 3 (TIats) AJoKyMenTOB
(uHdGpanH H NPOMECEIO)
KoTuuecTBO THCTOB BHYTPEHEEH ONHCH 1 (Oamr)
(undpaMu # TPONHCED)
12.01.201%
{(zata)
JoKyMeRTH no ONHCH Hepeaat:
Cexpertaps Mapxrosa Mapxosa E H.
JoxyMenTHI 0 ONHCH IPHHSAT:
ApXHBApHVC Cuuprosa Cymapzoea 1A
OdopmuTe onuck, HCIONB3YsI CIEAYIONINE TaHHbIE:
Nunexc Jara nena | 3aroioBokK aenma KomuuecTBo
Jaena JIMCTOB
04-01 09.01.2020 | PacriopsokeHust  aAMHUHUCTPALIUU MO 1o | 248
JUYHOMY COCTaBy (0O TpueMe, MEpPEeMEIICHUH,
porauuu, YBOJIBHEHHNH, omnjare Tpyaa,
aTTeCTallid,  TOBBIINICHUH  KBaIU(HUKAIUH,
IPUCBOCHUN KJIACCHBIX YAHOB, pPas3psaloB,
3BaHUM, TOOUIPEHHUM, HarpaxJIeHuu, 00
W3MEHECHHH aHKETHO-OMOrpauIecKuX JNaHHBIX,
OTIIyCKax IO yXOHay 3a peOeHKOM, oTIycka 0e3
COXpaHCHMUS 3apa0OTHOM TIIIATHI)
04-09 09.01.2020 | ITpoTokoTbl 3aceqaHuii  Kommccuu 10 | 279
COONIOJICHUI0  TpeOOBaHUU K  CIIy)KeOHOMY
MOBEACHUIO MYHHUUMIAIBHBIX CIYXKAIAX U
yperyIupoBaHUIO KOH(IMKTOB
04-14 09.01.2020 | TaGenp yuera paboyero BpeMeHH! 230
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Ecnu oGHapyx uiu ommOKY B YCJIOBUH, 3aMIUIINTE UX.

3axanue 2.

Cospaiite Tabmuiy Excel, B HamMmeHOBaHMHM JOKYMEHTa YKaXHTE CBOIO (aMWIHIO, HOMEp
HpaKTquCKOfI pa6OTBI 1 HAMMCHOBAHUEC TUCHUITIINHEBI.

I/ICHOJIBB}/}{ JaHHBIC K3 IIPUMCPAa HOMCHKIIATYpbl [CII, c031[a171Te BJICKTpOHHHﬁ Karajaor ¢
PacKphIBAIONIUMHUCS YPOBHSIMHU.

Jl71s1 BEITOJTHEH ST 33/TaHU ST MOYKETE BOCIIONB30BATHCS MOICKA3KOU M3 00YUaIoero BHECO.
https://www.youtube.com/watch?v=ncGJT7XYgtQ

IMpakTnyeckas padora Ne 3

HaumenoBanmue: [lopsnok opopmiieHHs CIPaBOK M0 JOKYMEHTaM apXHBa.
IIpoposkuTeIbHOCTH: 2 yaca
Ieab paGoThbI: OCYIIECTBUTH KOHTPOJIb 00yUYEHUS, TPOJOKUTH CUCTEMATHU3AIMIO 3HAHUM, BBISBUTH
YpOBEHb YCBOEHUS MaTepuaia, cGOpMUPOBAHHOCTH YMEHUM U HABBIKOB
MaTepuaibHO-TEXHUYECKOe o0ecrnevyeHne: pacreyaTaHHbIE 3aaHUsl TPAKTUYECKOH paboThl,
KOHCIIEKT JICKIIU W, py4dKa, TETPadb, JUHEHKA, TOCTY B UHTEPHET, METOJIMYECKUE PEKOMEHAAIIUHI
3aganue:
1. TIpouuTaiiTe TEOpETUUECKUI MaTepral

ApxuBHas cHopaBKka - JOKYMEHT, HWMEIOUMN IOPUANYECKYI0 CHIIy M  COAEp KA
JOKYMEHTHYI0O HWH(OpPMalHMI0 O TMpeaMere 3ampoca. ApXHWBHas CIpaBKa COCTaBIsETCS Ha
crienMaJbHOM OJIaHKe, ¢ YKa3aHHEeM apXWBHBIX HIM(PPOB W HOMEPOB JIMCTOB EAMHMI] XpaHEHUs
ApPXUBHBIX JIOKYMEHTOB, Ha OCHOBAHUH KOTOPBIX OHA COCTaBlieHa. ApXUBHas clipaBKa oopmisiercs

no ycranoBieHHoOW ¢(opme (mpunoxenne N 29 IIpaBmi) ¢ yka3aHWeM BHJAa JOKyMEHTa

"APXMBHA CITPABKA".

ApXUBHBIE CITIPABKH COCTABJISIFOTCS HA OCHOBAHUH IOKYMEHTOB (TIOIJTMHHUKOB U 3aBEP CHHBIX
KOMUI), XpaHsmuXcs B apxuBe. lcmonp3oBaHWE KOMHH JOKYMEHTOB, BEPHOCTh KOTOPBIX HE
3aCBUJICTEILCTBOBAHA, HO OTHOCSIIMXCS K MPEIMETY 3alpoca, OroBapUBAETCS B TEKCTE CIIPABKHU
("He3aBepenHas konus"). [Ipu oTCyTCTBHMU B apXuBe JOKYMEHTOB IO MPEAMETY 3ampoca apX MBHAS
CIpaBKa MOXET OBITh BBIJIaHA IO XPAHSAIIUMCS B apXWBE MEYaTHBIM MaTepHaliaM, OTHOCSIIUMCS K
MpeaMeTy oOpalieHusl, C TOYHBIM U MOJHBIM YKa3aHUEM UCTOYHHUKA.

B cnpaBke mpuBOASTCS Ha3BaHWS, JAaThl U HOMEpa JOKYMEHTOB, W HM3JIararOTCsl CBEICHMUS,
HMEIoIIMecs B JIOKYMEHTaX M OTHOCSIIMEcS K TMpeaMery 3ampoca. M3noxeHue paercs B
XPOHOJIOTHYECKOMN MOCIEOBATEIFHOCTH COOBITHI, a HE JOKYMEHTOB, B KOTOPBIX OHU OCBEIIAIOTCH.
Jlommyckaercsi MPUBOUTH B CIIPABKE BBIJIEPKKH M3 JOKYMEHTOB, 3aKJIF04ast UX B KaBbluku. Ha3zBanus
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https://www.youtube.com/watch?v=ncGJT7XYgtQ
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OpraHI/I3aI_II/II>'I B TCKCTC CIIPABKHU IIPU IIEPBOM y'HOTpe6J'ICHI/II/I MMpUBOIAATCH IMOJIHOCTBIO, 4 B CKOOKax -
nx O(l)I/IIII/IaJII)HO IMPUHATBIC COKPAIICHW A, ITPU ITIOBTOPHBIX YIIOMUHAHUAX - TOJIBKO COKPAIICHHBIC.

HecoBnageHue oTaenbHbIX CBeﬂeHHﬁ/ﬂaHHBIX JAOKYMCEHTOB CO CBCACHUAMU, NU3JIOKCHHBIMU B
3aIlpocCe, HC ABJIACTCA NMPCHATCTBUECM IJId BKIIIOYCHHUSA UX B APpXHWBHYIO CIIPpaBKy, C€CJIM COBIIAACHUC
BCEX OCTaJbHBIX CBEACHUI HE BBLI3BIBACT COMHEHUIN B TOXIECTBCHHOCTHU JIMIIA HMIIH Cl)aKTOB, (¢}
KOTOPBIX TOBOPUTCA B JOKYMCHTAaX.

B apXHBHOﬁ CIIpaBKE€ CBCACHUA BOCIIPOU3BOIATCA TAK, KaAK OHHU U3JIOKCHBI B TIOKYMCHTAX, a
PACXOXKACHUA, HCCOBITAACHUA U HCTOYHBIC HAa3BaHU A, OTCYTCTBUC UMCHHU, OTUCCTBA, HHUIIUAJIOB UJIN
HaJIM4YUE€ TOJBKO OJHOI'O M3 HUX OOJI?KHBI OBITh OI'OBOPCHBI B TCKCTC CIIPABKU B cKkoOKax: "Tak B

non

JNOoKyMeHTe", ""Tak B TEKCTe OpUrHHaIA".

[To TekcTy apXWBHOM CHpaBKM B KadyecTBE MNPUMEYaHUW MOTYT OBITh OTr'OBOPEHBI
Hepa300puMBO HANMCaHHbIEC, UCIPABICHHBIE aBTOPOM, HE MOAJAIOIIUECS MPOUYTEHUIO BCIEICTBHE
MOBPEXKIEHUs TeKcTa opuruHania: "Tak B Tekcte opurunana”, "B tekcre Hepa30opuuBo".

B apxuBHOIi cripaBKe JOJKHBI ObITh TPUBEIEHBI ApXUBHBIE IIM(PBI U HOMEPA JTMCTOB €11 HHUI]
XpaHEHHUs], UCTIOIB30BABIINXCS JJIsI €€ COCTaBJICHUS.

CaeneHusi, UMeOIIMECS B apXuBe MO 3ampocy o pabore U (M) ydyede B HECKOJIBKHX
OpraHu3aLMiIX, KaCAIOLIMECS OAHOIO0 JIMLA, BKIOYAIOTCS B OJJTHY ApXUBHYIO CIIPABKY.

B TekcTe apXMBHOH CIPaBKM HE JOMYCKAKOTCS M3MEHEHUs, MCIIPABJICHUS, CyMMHPOBAaHUE
JAHHBIX, KOMMEHTapHHu, COOCTBEHHBIE BBIBOJbI MCIOJHUTENS MO COACPKAHUIO JOKYMEHTOB, Ha
OCHOBAHMU KOTOPBIX COCTaBJICHA apXUBHAsI CIIpaBKa.

[ToguncTky U MOMapKyu B apXUBHBIX CIIPABKAX HE JI0IYyCKAIOTCS.

ApXuBHas cIpaBKa COCTaBIseTCs pPAOOTHUKOM apxuBa OpPraHMU3allMM, MOINUCHIBACTCS
PYKOBOAUTEIIEM OPraHU3alUH UM UHBIM YIIOJTHOMOYEHHBIM UM JIOJPKHOCTHBIM JIMIIOM U 3aBEpsEeTCS

NCYaTbrO OpraHru3alu.

OG0paszern odopMieHUs apXUBHOM CIIpaBKU MpUBeAeH B npuioxkennn N 13.

2. CocTaBbTe MHCTPYKIIUIO IO 3aMOJHEHUIO apXUBHOW CIPAaBKH, MCIOIB3Ys HH(MOPMAIIUIO U3
TEOPETHYECKOr 0 MaTepHraia.

5. TI'paxxmaHe WIIyT B apXWBE pa3HbIC CIIPABKU — O TPAKIAHCKOM COCTOSIHMH, 00pa3oBaHUH,
TPYIOBOW JAESITETbHOCTH, MMYIIECTBEHHBIX MMpaBax, PETUCTPAllMM TIO MECTY JKUTEIIbCTBA.
DTOT COUCOK HE sBJsEeTCs McyeprnbiBalomuM. [TogpobHo o paboTe apXUBOB € 3ampocamu O
BbIJ]au€ PA3IUYHBIX CHPABOK, 00 OTBETCTBEHHOCTHU CTOPOH Pa3bsICHEHO B «MeTOoAnYecKUX
pEeKOMEHAAUMAX [0  HCIOJIHEHUIO  3allpOCOB  COLIMAIBHO-IIPABOBOIO  XapakTepa»
(yrBepxkneHHbx PocapxuBom 02.07.2012). B sToM e HOpMATHUBE COAEPIKUTCS KOJUICKIIHS

apXMBHBIX CIIPABOK (75 MpUMEPOB 1O HarboJIee 4acTO BCTPEUAIOLIMMCS 3aIIpocam).
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https://sudact.ru/law/metodicheskie-rekomendatsii-po-primeneniiu-pravil-organizatsii-khraneniia/prilozhenie-n-13/

I/I3y‘lI/ITC MNpCACTAaBJIICHHBIC ITPUMCEPHI, ICPCUNCIIUTE 00s13aTeIbHEIC PCKBU3UTBI, KOTOPBIC NTOJI’KH bl

OBbITh YKa3aHbl B apXUBHOM CIIPaBKE.

Ipumep Ne 1
®opma N 9
CIIPABKA O PETUCTPALIN
Beoinana rp. r. p.
(pammnst, MMs1, OTIECTBO, AaTa PONKICHHS)
110 a/Ipecy: yJuua
oM N kopiyc N KBapTupa (momeinenue) N
B 3annMaemMoM JKHAIIOM TIOMCIICHUHN
3apEeTUCTPUPOBAHBI 1O MECTY JKUTCILCTBA, B TOM YUCJII€ MHOCTPAHHLIC TI'PaXKIAHC:
N damunus, ums, Hanumarens/Co JHara Bun noxymenra. Jara
n/m | 0T4ecTBO (MOJHOCTHIO) OCTBEHHHK, pOXEHUS I'paxnmancreo <1> perucrpanuu/mne
Poncreennsie puon
OTHOIIICHUS perucTpanuu

3aperucTpUPOBAHBI IO MECTy IPEOBIBAHII

N Damunus, ums,
m/m | OT4ECTBO (TIOJIHOCTHIO)

[Hata poxxnenus [lepuon perucrpauuu

Jlara cHsTHA C
perucrpaiuu
TPU TO0CPOYHOM
CHSATUU

3aHMMaeMoe JKUI0e IOMCIIICHUE COCTOHUT M3:
(‘IaCTI) KOMHaTbl, KOMHara,
HCCKOJIBKO KOMHaT)

B

(KOJHMYECTBO KOMHAT B KBApTUPE, OOLICHKUTHH)
[IpaBoycTaHaBiIMBarOmMe TOKYMEHTHI Ha JKHJIOE IOMEIIECHHUE:

(HaMMEeHOBaHKE, PEKBU3HTHI, IOJIS B NpaBe COOCTBEHHOCTH)
Pazmep xunoro nomerieHus (KB. M):
(yka3arp oOumwit pa3mMep 3aHIMaeMOTr0 JKIIOTO

TIOMEIIEHHS] ¥ KKIOH KOMHATEI)

B 1oKyMeHT BKIIIOUEHBI:
(aMunust, UMs1, OTYECTBO, AOJIS B IIpaBe COOCTBEHHOCTH
JUIsl COOCTBEHHHKOB)

[Ipumeuanne: 1.
(1OTIOTHUTENBHBIC CBEICHHS O IPKIAHAX W/WIM JKHIOM NOMEIICHHH,
B TOM YHCJIE: apECT, KOHTPOJIb,

38I0JDKEHHOCTD 10 OIUIATE JKHMIOTO MOMEIICHHSI U KOM-HBIX YCIIyT,
JKHJI0€ TTOMEUICHHE TOJISKUT OCBOOOKICHHIO)

Cr[paBKa BblJaHa JJIA IPEJICTaBJICHUSA

n n 20_ I.

ML.II. CrpaBky BBIAAIT
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(®.1.0., 1omKHOCTS)
TeI.:

"A" - apXuUBHbIE JJAHHBIC

<1> - rpada rpaKIAHCTBO 3aMOJHAETCSA TOJNBKO ISl HHOCTPAHHBIX TPaKIaH,
Buz gokymenra: PBII - paspemienne Ha BpemenHoe npokuBanue, BXK - Bug
Ha XUTCIbCTBO

ITpumep Ne 2. 3anpoc B apxus

B apxue copooa Mockevt

om Heanoea Heana Heanosuua,
oama pooicoenus: 17.02.1955,
npoHCUBAIOULE20 NO AOPEC):
Mockea, yn. Bocmounas, 0. 5 k8. 5,

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

3asenenue

Ilpowy 6vioamb apxusHyio cnpasKy 0 nOOMeEepHCOeHUU mpyoo8o2o cmaxica pabomul 6
sazomogumenvrom yexe Ne 1 OAQO «Pemnpomcmpoiiy 8 donsxcnocmu moxapsza 1995—1999 2o0wi.

Cnpasxa neobxoouma 011 npedcmasnerus 6 Ilencuonnwiii (hono 015 HA3HAYUEHUSL CMPAXOBOL NEHCUU
no cmapocmu.

02.02.2021

IIpumep Ne 3

(HauMeHOBaHWE KOMITAaHUH )

(ampec)
Tel/(axc:
e-mail:

Ne

oT

CIIPABKA
Brigana (®UO momydarens) B TOM, 4YTO OH (OHA) ACHCTBUTEIBHO paboTa(a)
c (Ilpukaz o mpueme ©Ha padoty Ne ot roja) o
(ITpuka3 06 yBosnbHeHun Ne ot roja) B

KauyecTBe CTapuIero poJaBia B YUpEXKICHUN (opranuzamun)

OcHoBaHUeE BbEIJa4M CIIPAaBKH: IIPUKA3bI 11O KaJgpaM.
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CnpaBKa BblJaHa JJId MOATBCPIKACHUA CTAaXKa B ITencuonHoM (I)OHIIC PO.

PykoBonutens
['maBHBII OyxranTep
Hcnonaurens

M.IIL.

IIpumep Ne 4

(HarMEHOBaHHE OPTaHH3ALH)

APXVBHA CITPABKA
No

Ha Ne oT

Brimana

OcHoBaHuE:

Crpagska BeITaHa ISt

HanmMeHoBaHue TOMKHOCTH PYKOBO IUTES
OpTaHu3aINN

(CTpyKTypHOTO IO Ipa3/ielIcHus, B COCTAB
KOTOPOTO BXOJUT aPXUB)

(o yrmich ) (pacumdpoBka noxnucy)
Harta
HaumenoBaHue 1OKHOCTH PYKOBOAUTEIIS
apxuBa (JIMIa, OTBETCTBEHHOIO 3a apXUB)

(moammucs) (pacmmdpoBka noanucu)

Harta

I'epOoBas meuars opranu3anuu

IIpakTuuyeckasi padora Ne 4

HaumenoBanme. CocraBiieHne TaOJINIL, CXEM, ITAMATOK I10 3aJaHHON TEME.

I[Ipoao/KuTEIBLHOCTB: 6 4acoB

Lleab paboThI: OCYIIECTBUTH KOHTPOJIb OOyUEHHMS, TPOJOJKUTH CHCTEMATHU3aI[MI0 3HAHU I, BBISIBUTh
YPOBEHb YCBOCHHUS MaTepHralia, cGOPMHUPOBAHHOCTH YMEHHU I K HABBIKOB
MarepuajibHO-TEXHHYeCKOe o0OecnedeHne: paclieyaTaHHBIC 3aJaHHs TPAKTHUECKONH pabdOTHI,

KOHCIICKT HGKHHﬁ, pYy4Ka, TeTpalb, HHHefIKa, JOCTYIT B UHTCPHCT, MCTOJUYCCKUEC PCKOMCH Iallu U
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1 mapa

3ananmue:
1. Hcnonb3ys TeopeTHdecKHil MaTepuai U3 yueOHHMKa, 3al0JTHUTE TaOau 11y:
IToustue Onpenenenue
ApxuBHas clipaBKa
ApXUBHas BBIIUCKA
ApxuBHas KOs
2. Vcnonb3ys TeopeTHyecKuil MaTeprall U3 yueOHUKa, IPOJJOIKUTE CXEMY:
Buabl
3anpocos
CoumnanbHo-
TemaTnyeckue
NpaBoBble
3. Ucnonw3ys Teopernueckuii Marepuan M3 y4eOHHMKA, COCTaBbTE IpaBHJia palbOTHI
WCCIIeZIOBaTENIel B YMTAIBHOM 3alie apXHWBa, MCIONB3ys paszaensl: «I[lomb3oBaTtens mmeer
npasoy; «Ilomp3oBarento 3anpeuaercs»; «lloab3oBarens 00s13aH» U ap.
2 napa
4. Hcnonw3ys TeopeTHUeCKMH Marepuan W3 YydeOHHMKA, I[EepeuucIUTe YCIOBHMS BbIIauu
JIOKYMEHTOB BO BPEMEHHOE IT0JIb30BaHNUE.
5. Hcnonb3ys TeopeTHuecKuil MaTeprall U3 yueOHMKa, 3al0JHUTE TaONIu1LYy:
Tunel myOnmukanmii
Buapl nyonukanuii
dopmbl TyOIMKaIui
6. Mcmonp3ys TeopeTMyecKHil marepuaid M3 Yy4YeOHHKA, 3alHIIUTEe OMNpPEICICHHE CIMHUIIBI

XpaHCHHUA U ITEPEIUCIIUTE BO3MOKHBIC BApUAHTBI, IPOHYMEPOBAB UX.
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7. HWcnonb3ys TeopeTHUYEeCKU MaTepual U3 yueOHHKa, pa3paboTaiiTe U 3aMoiIHUTE TaOIMILy 1O

COCTaBy YYCTHBIX JOKYMCHTOB, 00s13aTCIIBHBIX AJid BEACHHA B TOCYJapCTBCHHOM apXHBC.

3 mapa

8. Hcmonp3ysi TeopeTHuUecKMii Marepual M3 y4eOHWKa, COCTABbTE CXEMy ydeTa apXHBHBIX

JAOKYMCHTOB.

9. Hcmonp3ys TeOpETHUECKUI MaTeprall U3 yUeOHHUKA, COCTaBbTE TAOIHMIy OCHOBHBIX (DaKTOPOB,

IMPpUBOJANIUX K YTPATC JOKYMCHTOB.

10. Mcrionp3yst TEOPETHYECKU MaTepualn M3 y4eOHWKA, MEepPEUrCInTe TPeOOBaHMS TOKApHOU

0€30MacHOCTH, KOTOpbIEe HE00X0AMMO COOII0IaTh B ApXUBAX.

11. icnonp3ys TeopeTHUecKUil MaTeprual U3 yueOHNKa, OTBEThTE Ha BOIPOCHI:

a. Kakue

OCHOBHBIE METOJbI MPUMEHSIOTCS s OOpBOBI

JIOKYMEHTOB?

b. UYro Takoe ctpaxoBoi GoHA U HOHI MOTH30BAHUS?

IIpakTHyeckas padora Ne 5

HaunmenoBanue: CocraBienne TabIUI, CXEM 110 3aJaHHOMI TEME.

IIpoao/KUTEIBLHOCTB: 2 Haca

C TOBPEXJICHUSIMHU

Heab padoTbi: OCYIIECTBUTH KOHTPOJIb 00YUESHUSI, TPOJIOKUTH CUCTEMATH3AIlM IO 3HAHUH, BRISIBUTH

YPOBCHb YCBOCHUA MATCpUAJIaA, C(I)OpMI/IpOBaHHOCTI/I YMCHI/Iﬁ 1 HaBBIKOB

MarepuanbHo-TexHHUYecKoe o0ecnedeHue: pacrevyaTaHHble 3aJaHus IPaKTUYECKOW paloTsl,

TeOpeTI/I‘-IeCKI/Iﬁ MaTtcpuail 1mo 1/13yqaeM0171 TEMC H3 y‘{e6HI/IKa, pPY4Ka, TCTpalb, HHHeﬁKa, JOCTYII B

HUHTCPHET, MCTOANYCCKHUC PCKOMCH AN

3aganmue:

1. Wcnonw3ys TeoOpeTHUEeCKU MaTeprai U3 yuyeOHHMKa, 3all0JHUTE TaOIUIy (KOJTHMYECTBO CTPOK

YCIIOBHO U OTIMYAETCS OT (PaKTHUYECKOTO):

HaumenoBanmue 3aKOHOJAaTCIBbHOI'O aKTa

Kpatkoe conepxanue

<

=

2 (mpu HaTUYUN)
¥a]
T 5
Q=
)
g =

o
-

o

>

2]

[«0)
®denepanbHblid
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Cy06bekToB PO

BenoMmcTBeHHBIN

OTIaenbHBIX

roCyJapCTBEHHBIX

)51

MYHHUIHUITAJIBHBIX

apXUBOB

2. Wcnonb3yst TeopeTHUYeCKHMH Marepual U3 y4uyeOHHMKa, COCTaBbTE€ CXEMY CTPYKTYpHI
rOCYJIapCTBEHHBIX APXUBOB:

3. Hcnonb3ys TeopeTHuuecKuii MaTeprall U3 yueOHUKa, OTBETHTE Ha BOIIPOC:
Uro Takoe apXuBHBII MapKETHHT?

IIpakTnyeckas padora Ne 6
HaumenoBanue: [10roToBKa K UTOrOBOMY KOHTPOJIIO.

IIpoao/KUTEIBLHOCTB: 2 Yaca

Heab padoThl: OCYIIECTBUTH KOHTPOIH 00YICHU S, TPOIOJDKUTH CHCTEMATU3AINIO 3HAHHUH, BRISIBUTH
YpOBEHb YCBOCHUS MaTepuaia, ChOPMUPOBAHHOCTH YMEHUM U HABBIKOB
MartepuajibHO-TEXHHUYECKOe oO0OecnedeHHe: paclieuaTaHHBIC 3aJaHUs TPAKTUYECKOW padoTHI,
KOHCIIEKThl JICKIIMH ¥ BBITIOJIHEHHBIC 3a/IaHUsI TMPAKTHUUYECKUX U CaMOCTOSTENBHBIX paboT,
METOJIMYECKUE PEKOMEH Talluu

3aganue:

[ToBTOpUTE HH(DOPMAIMIO U3 KOHCIIEKTOB JIEKLIH, TPAKTUYECKUX U CAMOCTOSITEIIbHBIX PaldoT.
PemmTe TeCT HTOrOBOTO MPOMEKYTOYHOTO KOHTPOJIs. OTpaHUUYeHUe 110 BpeMeH! — 25 MUHYT.

1. IlpuHIMD COBPEMEHHOIO apXUBOBEICHUS, KOTOPBIN TpeOyeT N3yuyeHUsl U OLIEHKH apXUBHBIX
JOKYMEHTOB C Y4Y€TOM WX BHYTPEHHHMX M BHEIIHUX OCOOEHHOCTEH, MX OOILECTBEHHOMN
(GYHKIIUM M CBSI3M C KYJBTYPHBIMU TPaJMIUSAMHM HE B KauecTBE €AMHHYHBIX (DaKTOB, a B
KOMIIJIEKCE C IPYTUMH JOKYMEHTAaMHU Ha3bIBACTCS:

a. IlpumHuunom ucropusma
b. TIpuHIIMIIOM BCECTOPOHHOCTH U KOMILIEKCHOCTH
. ITpuHiunom o6GbeKTUBHOCTH

2. Kaxoif 13 METOJIOB apXHUBOBENICHUS TPEOYET PaCCMOTPEHUS JIOKYMEHTOB KaK 2JIEMEHTOB TON

WJIM NHOM CHCTEMBI IOKyMEHTALM K ?
a. DyHKIMOHAIBHBIN AHAIIN3
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CucrteMHBIN IOIXOL
NHCTU Ty MOHAIBHBIN TOAXO0/
WNHdopMarinoHHbINH METO]
e. McrouyHnkoBemYeCKHH aHAIN3
CKOJIBKO THIIOB apXMBOB OOIIEPUHSATO BbIACISATE?
a. Tpmu
b. /Ba
C. Ilare
Pesynprar 3akpensenust HHGOPMaIUHU O peAMeTax 00beKTUBHON IEHCTBUTEIBHOCTH U O
MBICIIUTEIBHON JEATEIbHOCTH Y€I0BEKA TOCPEICTBOM UChbMa, TpaduKu, poTorpapuu mim
JIPYTHUM CIIOCOOOM Ha JIFOOBIX HOCUTEISX HA3bIBACTCS:
a. JlokymeHTOM
b. Enunuied apxuBHOTO XpaHESHHUS
I'me 6112 m300peTeHa Oymara?
a. B SAnonumn
b. B Kopee
c. B Kurae
d. B 3amamnoii EBporne
W3 yero cocrosin apXuBbl rOCy1apcTB ApeBHENH Meconoramun?
a. W3 rimHaHbIX Tabar4ex
b. U3 nmamupycos
C. U3 nepramenra
Kak B IpeBHOCTH Ha3bIBAJIMCh APXUBBI, COIEPIKAIINE B TOM YUCJIE, CIUCKU IPAKIAH -
u30HpaTenei, TOKyMEHThI 0 BHIOOPAaXx, 3alMCH O 3aCEIaHUSAX U PEUICHUSX BBIOOPHBIX
OpraHoB?
a. Lapckue
b. Apxusbl momuca
c. Kpeueckue
d. YacTHOBIaneIbYECKHE
€. ApXuBbI-OMOIMOTEKH
OTnnunTenpHast 0COOEHHOCTH MEPBBIX CPEJHEBEKOBBIX APXHUBOB
a. XpaHEHHUE TOIbKO BXOISIINX JOKYMEHTOB
b. XpaHeHue TONBKO HCXOASAIIUX JOKYMEHTOB
C. XpaHEHHE BXOJAIUX U UCXOIAIMUX JOKYMEHTOB
B xakoM Beke B MOCKOBCKOM IOCy1apCTBE CYIIECTBOBAIN apXUBBI TPUKA30B?
a. B XVII Beke
b. B XVI Beke
c. B XIV Beke
d. B XVIII Beke
. YKakuTe naty npuHsatus nekpera Cosera HapogHBIX KoMHccapoB «O peopraHusalnuy U
LEeHTpalu3anuu apxuBHoro aena B PCOCP»?
a. 1 suBaps 1918 rona
b. 1 urons1918 rona
C. 1 urona 1919 rona
. Kakoii u3 npuHIUIIOB OpraHu3aui XpaHEHU sl TOKYMEHTA SIBJISETCS IIIaBHOW TEOPETUYECKOU
OCHOBOM apXMBOBEIECHUSA?
a. [lpuHIUN npuHaNIEKHOCTH

o oo
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b. TlpuHIMT NPOHCXOKICHUS
12. Yactp onpma, KOTOpas MOMAISKUT OCTOTHHOMY XpaHEHUIO, T.€. HMEET HCTOPUUYECKOE,
Hay4YHOE, IOJIUTUYECKOE, IIPABOBOE, HAPOJAHOXO3ANCTBEHHOE, COLIUATIbHOE, KYIbTYPHOE WU
WHOE 3HaYCHUE Ha3bIBACTCS
a. JlokyMeHTaJIbHBIM (OHIOM
b. ApxuBHbIM QoHIOM
13. BepHo 11, uTO ()OH TUYHOT'O IPOUCXOMKACHUSL, COCTOSIINHN U3 TOKYMEHTOB, OTJIIOKHUBIIUXCS
B pe3yJbTaTe AEATEIBHOCTH OTAEIBHOIO JINI[A, HA3bIBAECTCS CEMEUHBIM?
a. Jla
b. Her
14. Ko ocyuiecTBiigeT ynpaBieHue apXuBHbIM iej10M B Poccuiickoi denepannu Ha
MYHULIUITAIBHOM YPOBHE?
a. CnenunanpHo yrnonHoMmodeHHbIH [IpaButensctBom PD opran ucnosHUTENBHOM BIACTH
b. VmonnomodeHHBIE OpraHbl HCIOIHUTEILHOM BiIacTH CyObeKTOB PD
C. OpraHbl MECTHOI'O CAMOYIIPaBJICHUS
15. Bce apxuBHI AensTcs Ha
a. KoMiurekTyrommecs 1 HEKOMIUIEKTY O ECs
b. ®onnosie 1 HE HOHIOBEIC
16. CxosbKO 3TamoB BKIIFOYAET B ¢e0s MPOIECC KOMIUJIEKTOBAHUSI TOCY/IaPCTBEHHBIX apXUBOB?
a. 3
b. 4
C. 5
17. KonnuecTBo KpUTEpUEB IEHHOCTH JOKYMEHTOB, KOTOPBIMH JJOJKHBI PYKOBOJICTBOBATHCS
ApXUBUCTHI IPU MPOBEJECHUY SKCIIEPTU3I?
a. 3
b. 4
c. 5
18. C kaxoii 11enp0 BBOAMINCH TAK Ha3bIBAEMBIE «3aMPETHBIE 1aThI»?
a. C 1menbpro coXpaHEHUs OT YHUUTOKEHHS HCTOPUYECKUX IOKYMEHTOB
b. C uenbto 3ampera COXpaHITh JOKYMEHTBI OIPEACICHHOT0 EPHO/Ia, IaThI
C. B a1 natel 3anpemanock YHUUTOXKATh JOKYMEHTHI
19. TIlpenenbHbIi CPOK BPEMEHHOT'O XpaHSHU ST IS 3aITMCel aKTOB IPakIaHCKOT'O0 COCTOSTHHUSI,
MOXO035IMCTBEHHBIX KHUT, 3aITUCeH HOTApUAIbHBIX U CyI€OHBIX /1€ COCTaBJISIOT
a. 25 xer
b. 75 ner
C. 50 ner
20. Tun apxuBHOTO cripaBOYHUKa B Poccnu, sBRsIomuMiics OCHOBHBIM € KOHIIA 16 Beka
a. Karanor
b. Tlepeuenn
c. Onuce
d. IMyreBoauTenb
21. ApXuBHBII CIpaBOYHHUK, COJIEPKAIIUM CBeJIeHHS 00 apXUBHBIX (DOH/IAaX apX1Ba B
CHUCTEMAaTU3UPOBAHHOM BHU/JIE U ITPEJHA3HAYECHHBIN JUIsI 03HAKOMIICHU S IIOJIB30BATEINS C UX
COCTaBOM U COJIEPKAHUEM HaA3bIBACTCS
a. Karanor
b. TlyreBomutens

C. Ilepeuenn
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d. Omnuce

22. MakcuMaJIbHOE KOJIMYECTBO JINCTOB, IOMTYCKAEMBIX B JICIIC
a. 200

b. 250
c. 350
23. MakcuMalibHas TOJIIMHA Ae1a
a 3cm
b. 4cm
C. Scm
24. Cpok XpaHEeHUs KaJIpOBBIX JIOKYMEHTOB 110 THYHOMY COCTaBY, CO3/IaHHBIX, HaunHast ¢ 2003
roja
a. 50
b. 65
c. 75
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Ilepeyenb pekoMeHayeMbIX Y4eOHbIX u31aHuii, UHTepHeT-pecypcoB, 10NOJHUTEILHOM
JINTEPATYPbI

OcHOBHbIE HCTOYHUKH:
1.MeToauKa U MpaKkTHKa apXUBOBEACHHUS: YICOHUK Il CpeIHETo MpodecCHoHanbHOro oopa3oBanus /
I. U. Packun,  A. P. CokomoB. —  Mocksa: M3marensctBo  IOpaiit, 2021.— 339c. —
(ITpodeccronansHoe 0OpazoBanme).
JlonoiHUTeIbHbIe HCTOYHUKH:
1. bacakoB, M.M. JlemonpousBoacTBO (AOKYMEHTAI[MOHHOE OOCCIIEYCHHE YIMpPaBJICHUS Ha
ocHoBe ['OCT P 6.30-2003): YyeGHOe mocoOue i CTYJEHTOB 0Opa3oBaTeIbHBIX YUPEKACHUN
cpenHero npodeccuonanbHoro oopazosanusi/ M.U. bacakos. - M.: [lamkos u K, 2012. - 348 c;
2. KupcanoBa, M.B. CoBpemeHHOE eT0nponu3BOACTBO: YueOHoe mocooue / M.B. Kupcanona. -
M.: HUIl UH®PA-M, 2012.- 312 c,;
3. Kysneno, MN.H. JlokymeHTaunoHHOe oOecnedeHue ynpaBieHUs. JloKyMeHTooOOpoT U
JeONpou3B0oACTBO: YueOHuk u mpaktukym / U.H. Ky3nemnos. - JlroGepisr:
HOpaiiT, 2016. - 477 c;
HuTepHeT-pecypebl:
1. www.delpro.narod.ru/;
2. http:/ivniidad.ru/;
3. dogovor.helpery.ru/
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