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IHosicuuTeabHAA 3aNMCKA
Metoauueckie yka3zaHUS K BBINOJIHEHUIO TPAKTHUECKUX pPaldOT, oO0ydarommxcs 10
mucuuuimae  [IM.02  JlokyMeHTHpOBaHHWE W OpraHM3allMOHHas 00paboTKa JOKYMEHTOB
npeaHa3HaveHbl s oOy4varonuxcs no npodeccuu 46.01.03 Jlenmonpon3BoauTes.

Ilenp METOOMYECKMX YKa3aHWN: OKa3aHHE TOMOUIM OOYYalomUMCS B BBIIOJHEHUU
npakTHueckux padbot no aucuuruinae [IM.02 fokymeHTHpOBaHME M OpraHU3alMoHHas o0paboTKa
JIOKYMEHTOB B YUPEKIACHHUIX CPEIHEr0 MPOPECCHOHATHLHOTO 00pa30BaHusI.

B cBa3u ¢ BBemeHueM B oOpaszoBarenbHBIA  mpouecc HoBoro — dexepanbHOro
rOCyJapCTBEHHOTO 00pa30BaTEeIbHOIO CTAaHAApTa, KOTOPHI OPHUEHTHPOBAH Ha BBIPAOOTKY Y
CTYJIEHTOB OOIIMX M MPOPECCHOHANBHBIX KOMIIETEHIIMH — HaOopa 3HAHWN, YMEHMI, HABBIKOB U
JUYHOCTHBIX KauyeCTB, KOTOPbIE IO3BOJISAT BBIIYCKHHUKY CTaThb KOHKYPEHTOCIIOCOOHBIM Ha pbIHKE
TpyZa, Bce 0oJiee akTyaJbHOM CTAHOBHUTCS 3a/1aya OpraHU3alluy IPaKTHYECKON paboThl CTYIEHTOB.

[TpakTudeckue 3aHATHS SBISIOTCS BaXKHON (QopMoil 00pa3oBaTeNILHOTO TpoIecca U
HallpaBJ€Hbl HA  3KCIEPUMEHTAJIbHOE  IOATBEPKICHHUE TEOPETUYECKUX IOJIOKEHUH U
dbopMupoBaHUe Y4eOHBIX U MPOPECCHOHATHHBIX MPAKTHUYECKUX YMEHHMA, OHU COCTABIISIOT BAKHYIO
YacTh TEOPETUUECKON U MPodeCCHOHATBHON MPAKTHUECKON MOATOTOBKH.

Lenu npakxmuueckux sauamuii:

-IIOMOYb CTYJEHTaM CUCTEeMAaTH3UPOBATh, 3aKPEMUTh U YIIyOUTh 3HAHUSA TEOPETHUYECKOTO
XapakTepa;

-HAYYHUTb CTYACHTOB IPUEMaM PEIICHUS MPAKTUYECKHUX 33/1a4, CIOCOOCTBOBATH OBJIA/ICHUIO
HaBBIKAMU M YMEHUSIMHU COCTABIICHHS CITY’)KEOHBIX JOKYMEHTOB;

-HAYYUTb WX MOJIH30BATHCS CIIPABOYHOU TUTEPATYpPOMl U TabIUIIaMU;

-(opMUPOBATh YMEHUE YUUTHCS CAMOCTOSITENBHO, T. €. OBJa/leBaTh METOJIaMH, CIIOCO0aMU 1
nprUeMaMy CaMOOOYYEeHHSI, CAMOPA3BUTHS U CAMOKOHTPOJIS.

Hacrosiiue meToauueckue ykasaHus cofepkar padoThl, KOTOPbIE TO3BOJIAT 00yYaroluMes
CaMOCTOSITENIbHO OBNAAEeTh (PyHAAMEHTaJbHBIMU 3HAHUAMHU, NMPO(ECCHOHATBHBIMU YMEHUSMU U
HaBbIKAMHU JESATEIBHOCTH IO JUCUUIUIMHE, OIBITOM TBOPYECKOM M  HUCCIIEIOBATEIbCKOMN
JESTENIbHOCTH U HalpaBlieHbl Ha (POPMUPOBAHUE CIEIYIOIINX YMEHUN U 3HAHUH:

yMeThb:

- IPOBEPATH NPABUIBHOCT OPOPMIICHHS JOKYMEHTOB;

- CUCTEMaTU3UPOBATh U XPAHUTh JIOKYMEHTBI TEKYIIET0 apX1Ba;

- (opmupoOBaThH CIPAaBOYHBIH ammapar, 00eCcIeYrBaIOIINI OBICTPBIN MOUCK IOKYMEHTOB;

- OCYILIECTBJIATh OSKCIEPTHU3Y JIOKYMEHTOB, TOTOBUTh M II€pellaBaTh JOKYMEHTAJIbHbIE
MaTrepuaibl Ha XpaHEHHE B ApXUB;

B pe3ynbprare ocBoeHHs yueOHOM MUCIUILIMHBI O0yUarOIIHICS T0KEH 3HATh:

- OCHOBHBIE MOJIOXKEHUS ENNHOM rocy1apCcTBEHHON CUCTEMBI AEIONPOU3BOICTBA;

- BUJIbI, (PYHKIIMU JOKYMEHTOB, ITpaBUJIa UX COCTABIIEHUS U O(POPMIICHUS;

- IOPAZOK JOKYMEHTUPOBaHMsI HH(POPMAIIMOHHO-CIIPABOYHBIX MaTepHaJIOB.

B pesynbrate ocBOeHUsT y4eOHOW AMCIUIUIMHBI OOYYAIOIIMICS JTOHKEH BIAJETh OOIMMH
KOMIIETCHIIUSAIMM :

OK 1. IloHnMaTh CyIIHOCTb U COLMANIBHYIO 3HAYMMOCTh OyAylIel npodeccuu, MposiBIATh K
HEl yCTOMYUBBIN UHTEPEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JESTEIBHOCTh, UCXOS U3 IEJIM M CIHOCOOOB ee
JIOCTUYKEHUS, OIIPEJIETIEHHBIX PYKOBOAUTEIIEM.

OK 3. AHanu3upoBath pabOUYyI0 CUTYAIHIO, OCYIIECTBIIATh TEKYIIUA U UTOTOBBIA KOHTPOJIh
OLIEHKY U KOPPEKIHI0 COOCTBEHHOM JEATEIIbHOCTH, HECTH OTBETCTBEHHOCTH 3a Pe3yJbTaThl CBOEH
paboTHI.

OK 4. OcymiecTBisATh MOUCK UHPOPMALIUU, HEOOXOTUMOH 11 3()(PEKTUBHOTO BBHITOTHEHHUS
npodecCuoHaNbHBIX 3a/1ay.



OK 5. Hcnomp3oBarh  MH()OPMANMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTUHU B
npodecCHOHATbHON
JESTEIIbHOCTH.

OK 6. Paborate B koMmaHae, 3(h(EKTHBHO O0OIIATHCS C KOJUIETaMH, PYKOBOJICTBOM,
KJIMEHTaMH.

OK 7. McnonHsATh BOMHCKYIO OOS3aHHOCTh, B TOM YHCJE C NMPUMEHEHUEM IOJIyYEHHBIX
npoecCHOHANBHBIX 3HAHUH (7151 FoHOIIeH ) <1>.

B pesynbrare oOcBoeHuss y4yeOHOW AMCHMUIUIMHBI OOYYalOLIUICS JOJDKEH BJIANeTh
npo¢ecCHOHATbLHBIMH KOMIIETEHIUSIMH

[IK 2.1. ®opmupoBars jaena.

[IK 2.2. ObecnieunBaTh OBICTPBIA MOUCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY aIllapary
(kapTOoTE€KaM) OpraHU3aluH.

I1K 2.3. CucremaTu3upoBaTh U XpaHUTh JTOKYMEHThI TEKYIIETO apXHBa.

IIK 2.4. ObecrieunBaTh COXPaHHOCTD MPOXOIAIICH CITY>)KEOHON JOKYMEHTAIUH.

IIK 2.5. 'oToBUTH U TIEpeaBaTh JOKYMEHTHI HA apXUBHOE XpaHEHHUE.

IIK 2.6. ObecnieunBaTh COXpaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3alNU

OneHky 3a BBINOJHEHUE SIBJSIOTCS MOKa3aTeNIIMU TEKYILIEH YCIEBa€MOCTH CTYIEHTOB IIO
[IM.02 JlokymeHTHpOBaHHE U OpraHU3aIOHHAs 00paboTKa JOKYMEHTOB.

OTMeTKa «5» CTaBUTCS, ECIU:

L4 pa60Ta BBINIOJIHCHA IIOJIHOCTBIO,
L4 B JIOTUYCCKUX PACCYKIACHUAX U 000CHOBAHHUH PCLICHUA HET HpO6€JIOB u OH_II/I6OK;
L4 B PpCHICHUH HCT MATEMATUYCCKUX OIIO0K (BOSMO)KHa OJHa HCTOYHOCTDb, OIIMCKa, HEC

SIBJISIFOIIASICSL CIICICTBUEM HE3HAHUS WJIM HETIOHUMAaHMs Y4eOHOr0o MaTepuana).

OtMeTKa «4» CTaBUTCS, €CIIU:

° paboTa BBINOJHEHA IMOJIHOCTHIO, HO OOOCHOBAHUS INATOB PEIICHUS HEIOCTATOYHBI
(ecniu ymeHue 000CHOBBIBATH PACCYKIEHUS HE SBIISIOCH CIIEIIAATBLHBIM O0BEKTOM ITPOBEPKH);

° JIOTIYIIIEHA OJIHA CYLIECTBEHHAsI OIIMOKA UITH JIBa-TPHU HECYIIECTBEHHBIX OLTMOKH.

OtMeTKa «3» CTaBUTCS, €CIIU:

. JOTyIIeHbl Oojiee OAHOM CYIIECTBEHHON oOmuOKM wiM Oojee ABYX-Tpex
HECYIIIECTBEHHBIX OMIMOOK, HO YYaIlUWCS BT O0S3aTeIIbHBIMU YMEHHUSIMH TI0 MPOBEPsSeMOit
TeMe; TIPU STOM MPABUILHO BBIOJIHEHO HE MEHEe TIOJIOBUHBI Pa0OTHI.

OTMeTKa «2)» CTaBUTCS, ECIU:

° JIOTIYIIIEHBI CYIIIECTBEHHBIE OITMOKH, MOKA3aBIlIKeE, UTO YUAIUICS HE BIaaeeT

° 00s13aTeNbHBIMA YMEHHUSIMH 110 JAHHOH TeMe B MOJIHOM Mepe.

K xareropuu cywecmeennvix owubox cieayeT OTHECTH OIIMOKH, CBSI3aHHBIE C HE3HAHUEM,
HEMMOHUMAHUEM YYAIllUMHCS OCHOBHBIX IOJOKEHUM TEOPUM M C HENPaBUIbHBIM NPUMEHEHUEM
METO/I0B, CITIOCOO0B, TPUEMOB PEIICHUS MPAKTUIECKUX 3aJaHUH, PETyCMOTPEHHBIX MPOTPAMMOH.

K xarteropum Hecywecmeennvix owubOOK CIEIyeT OTHECTH MOTPEUTHOCTH, CBS3aHHBIE C
HEOPEKHBIM BBITIOJIHEHUEM 3aIlUCE, PUCYHKOB, TPpaHUKOB, YEPTEKEH, a TAKKE MOTPEIIHOCTH U
HEJI0UEThI, KOTOPBIE HE MPUBOAT K UCKAXKEHHUIO CMBICIIA 3a/IaHHS U €0 BBITIOJHEHHUS.

[Ipu HamMUMK CymecTBEHHOMN OMMOKH 3aJaHUE CUNTACTCS HEBBITTOTHEHHBIM.



[IpakTryeckue paboOTHI MpeACTaBICHBI B Ta0uIe 1.
Tabnuma 1 - [TepedeHs BUIOB TPaKTUYECKUX PabOT

Homep
U HAaIMeHOBaHMe
TeMbl

HaumeHoBaHue (coaep:kaHue)
CaMOCTOSITEJIbHOM PadoThI

Koa
-BO
gac

Koxanl
(popmupyembIx
KOMIIeTeHIN i

dopma
KOHTPOJIsA

M/JK.02.01 «Opranu3anusi ¥ HOPMAaTHBHO-TIPABOBbIE OCHOBBI APXMBHOIO /1eJ1a)»

IIpakTnyeckas padora Ne 1.

Tema 1.1.

ApXHBOBeIeHHe. «Ananu3s uapopmanuu 06 , (;Ii 12-(6)'K3Z, ;K Texymuii

APXHBbI, HX aApXMBHOM JIeJie Ha COBPEMEHHOM . -Y'l ’y3- ) KOHTPOITb

OCHOBHBIE THIIBI. STatey. i

Tema 1.2. ApxuBHoe | IIpakTu4yeckas padora Ne 2. OK 1-OK 7. TIK

npaso. «AHaIN3 HOPMaTUBHO-TIPABOBBIX 4 212 6: 31’_34 Texymuit

3akoHoAATEJBHO- JOKYMEHTOB I10 apXUBHOMY JIEIIY». YI:Y3 ’ KOHTPOJIb

HOpMaTHUBHas 0a3a

APXHBOBEIEHHUSI. IIpakTnyeckas padora Ne 3.

N3yuenue «IIpumepHoro OK 1-OK 7. TIK
MIOJIOXKEHUS 00 apXuBe 2 21-2.6: 319_34 Texymmii
roCy/IapCTBEHHOI'O YUPEsKICHHS, vi.y3 | KOHTpoIb
OpTaHHU3AINH, TPESATTPUITH.
IIpakTuyeckasi pabora Ne 4.
U3yuenue H0KHOCTHOM OK I-OK 7, IIK Texymuii
HUHCTPYKIIUU 3aBEYIOIIETO 2 2.1-2.6; 31-34, KOHTPOITb
apXUBOM. V1-Y3
IIpakTuyeckasi pabora Ne 5.
«CucreMaTu3anus 3HAHHUH O OK I-OK 7, IIK Texymuit
MPABOBBIX OCHOBAX PETyJIUPOBAHUS 2 2.1-2.6; 31-34, KOHT

. OB
apXUBHOI cepbi». V1-V3
IIpakTuyeckasi pa6ora Ne 6.
«H3yuenne ocobeHHOCTEN B OK I-OK 7, IIK | excymmmit
paboTe BeIOMCTBEHHBIX ApXUBOB. 4 2.1-2.6;31-34, | OHTPOTE
CpoKH XpaHEHHs JOKyMEHTOB. Y1-¥3
IIpakTuyeckas padora Ne 7.

Tema 1.3 ApxuBnblii | «CucreMaTuzanys 3HaHAK O OK 1-OK 7, IIK Texymuii

donx Poccniickoii KJ1accu(UKaLUU apXUBHOM 4 2.1-2.6;31-34, | OHTPOTE

denepanun JIOKYMEHTAITAH. V1-V3
IIpakTuyeckasi pabora Ne 8.
«OcBoeHUE TIPUEMOB TIO yUETY U OK 1-OK 7. TIK
00€eCreYeHnI0 COXPaHHOCTH 4 21-2.6: 31’_34 Texymui
JToKyMeHTOB ApxuBHoro ®oHna 37.11373 ’ KOHTPOJIb
Poccuiickoit denepanuiny.

Tembr 1.1-1.3 IpakTuyeckasi pa6ora Ne 9. OK 1-OK 7, TIK | TIpomexyTo
KonTponbHas paboTa mo utoram 3 2.1-2.6: 31-34, I
cemectpa. V1-V3 KOHTPOJIb

Tema 1.4 IIpakTnyeckas padora Ne 10. 2 OK 1-OK 7,TIK | Texymmii




YnpasJjieHue CucremaTtu3zanus 1 XpaHeHUE 2.1-2.6; 31-34, KOHTPOJIb
APXMBHBIM /IeJIOM B | JIOKYMEHTOB TE€KYIIErO apXH1Ba. V1-V¥3
Poccuiickoi
®exepaunu IIpakTnyeckas padora Ne 11. OK 1-OK 7, [IK 5
Odopmnenue ¢popmbl macopra 2.1-2.6: 31-34, Texymmii
apxuBa. V1.V3 KOHTPOJIb
IIpakTnyeckas padora Ne 12. OK 1-OK 7, IIK Texymuii
Odopmenne mucra GoHza. 2.1-2.6;31-34, K0H¥
V1-y3 posb
IpakTnyeckas padora Ne 13. OK 1-OK 7. TIK 5
CocraBiieHUe TEXHOJIOTHH Y4eTa 2.1-2.6; 31’_3 4, Texymuit
JIOKYMEHTOB B apXUBE. V1-V3 KOHTPOJIb
IIpakTnyeckas padora Ne 14.
OdopmieHne akra IpueMa- OK I-OK 7, IIK Texymuii
nepesayd JOKyMEHTOB IIPU CMEHE 2.1-2.6; 31-34, K0H¥
pOJb
PYKOBOIMTESI apX1Ba V1-Y3
Tema 1.5 Xpanenue | IIpakTunueckas padora Ne 15.
U y4eT apXUBHBIX Cucremaru3zanys 1 XpaHeHUE
JAOKY MEHTOB JIOKYMEHTOB TEKYIIIEr0 apXuBa. OK 1-OK 7, IIK Texymmii
dopMupoBaHUE CIPABOYHOTO 2.1-2.6; 31-34, KOHz
pOJb
anmnapaTta, 00ecreduBaroIEro Y1-¥3
OBICTPBIN TIOUCK TOKYMEHTOB.
IIpakTnyeckas padora Ne 16.
Cocrasienue HH(GOPMALMOHHOM OK I-OK 7 IIK | o -
XapaKTePUCTUKHU JOKYMEHTOB U 2.1-2.6; 31-34, KOHi] oTTh
Jen V1-¥3 p
IIpakTyeckas padora Ne 17. OK 1-OK 7. TIK 5
CoCTaBIeHNE CIIPABOYHOTO 2.1-2.6; 313 4, Texymui
amrmapara K OIHcH V1-v3 KOHTPOITh
IIpakTuyeckas padora Ne 18.
Pa6ora ¢ TOCT 7.51-98 CocraBuTh OK I-OK 7, IIK Texymmmii
CTPYKTYPY U BHJIbI KATAJIOTOB. 2.1-2.6; 31-34, K OHz
OB
CoCTaBHTh KaTaJ0kKHYIO0 KapTOUKY. Y1-¥3
IIpakTyeckas padora Ne 19. OK 1-OK 7. TIK 5
BrinosiHeHUE MHIEKCUPOBAHUS 2.1-2.6: 31’_3 4, Texymnii
KAaTAJIOKHBIX KAPTOUEK V1-y3 KOHTPOJIb
IpakTuyeckasi padora Ne 20. OK 1-OK 7. TIK 3
IIpoBeneHne ananusa CupaBOYHOTO 2.1-2.6; 31’_34’ Texymui
arnrmnapara K IyTeBOJAUTEIIIO V1-Y3 KOHTPOJIb
IIpakTuyeckas padora Ne 21. OK 1-OK 7. TIK 3
«OcBOeHHEe PUEMOB IO 2.1-2.6; 313 a, Texymmii
COCTAaBJICHUIO HOMEHKJIATYPBI 1D, V1-Y3 KOHTPOJIb
IIpakTnyeckas padora Ne 22. OK I-OK 7,1IK | Texymui




«OcBoeHUE TPUEMOB TI0 2.1-2.6; 31-34, KOHTPOJIb
O(OPMIICHHUIO JIEN [Tl CJa4d B V1-V3
apXUB MIPEATTPUATHI.
IpakTnyeckas padora Ne 23. OK 1-OK 7. TIK 5
«OcBoeHuE NPUEMOB NOPsAKA 2 2.1-2.6; 31’_3 4, Texymui
BBLIAYM JEJ U3 XPAHWINILL. V1-V3 KOHTPOJIb
Tema 1.6 IIpakTnyeckas padora Ne 24.
KoMmiekroBanue OtpaboTKa MPUEMOB I10 OK 1-OK 7, IIK Texymuii
apXuBOB OpraHM3alM yueTa JOKYMEHTOB 4 2.1-2.6; 31-34, KOHi]
pPOJIb
apXMBHBIMH ApxuBHOrO (OH/IA. Y1-V3
AOKYMeHTaMu
IIpakTnyeckas padora Ne 25.
CocTaBieHne KHUTY EPBUYHOTO OKI-OK7IK | o =
yueTa MOCTYMAIINUX B apXUB 2 2.1-2.6; 31-34, -
KOHTPOJIb
JIOKYMEHTOB V1-Y3
Tema 1.7 JocTyn K IIpakTuyeckast pabora Ne 26.
ApXMBHBIM «Cucremarusanus 3HaHU 00 OK 1-OK 7. TIK 5
AOKYMEHTaM M UX OTBETCTBEHHOCTH 3a IIOpYY U 2 2.1-2.6; 31’_3 4, Texymui
HCI0JIb30BAHUE yTpaTy JOKyMEHTOB APXHUBHOTO V1-y3 KOHTPOJIb
dbonga PO.
IIpakTuyeckas padora Ne 27. OK 1-OK 7. TIK 5
OdopMIIeHre BUIOB 3aIIPOCOB. 4 2.1-2.6; 31.34 Texymmit
CocraBneHue 3anpoca V1-V3 ’ KOHTpPOJIb
IIpakTuyeckasi padora Ne 28. OK 1-OK 7, IIK T .
Odopmnenne apxuBHON CIIPaBKU 2 2.1-2.6; 31-34, CRYIIUIH
V1-V3 KOHTPOJIb
IIpakTyeckas padora Ne 29. OK I-OK 7, IIK Texviii
OdopmiieHne apXuBHON KOUU 2 2.1-2.6; 31-34, KOH?;I;HB
V1-¥3
IIpakTuyeckas padora Ne 30. OK 1-OK 7, IIK Texymuii
Odopmnenne apxUBHON BBIMUCKU 2 2.1-2.6; 31-34, KOHpoHB
Y1-V3
Tema 1.9 ApxuBsl IIpakTnyeckas padora Ne 31. OK 1-OK 7. TIK 5
AOKYMEHTOB 110 OdopmieHune apXuBHBIX KOTIUH, 4 2.1-2.6: 31’_3 4, Texymmi
JIMYHOMY COCTaBY BBIIHCOK, CIIPaBOK II0 KaJpam. V1-Y3 KOHTPOJIb
IIpakTuyeckast padora Ne 32. OK 1-OK 7. TIK 5
PazpaboTka kaapoBo# CripaBOYHO- 2 2.1-2.6; 31’_3 4, Texymui
MH(OPMaLlMOHHON KapTOTEKH. V1-Y3 KOHTPOJIb
IIpakTuyeckas padora Ne 33. OK 1-OK 7, IIK | ITpomexyTo
JuddepenuripoBaHHbIN 3a4eT. 2 2.1-2.6; 31-34, YHBIN
V1-Y3 KOHTPOJIb
MJIK 02.02 O6ecneyeHue COXPAHHOCTH JOKYMEHTOB
Tema 1.2 Ctapenne | [IpakTuueckasi padora Ne 1. OK I-OK 7, IIK Texviii
AOKYMEHTOB. Cocrasnenue Tabnuisl: [IpuauHb 2 2.1-2.6; 31-34, ym
DaxkTOpHbI CTAPEHUA V1-V3 KOHTPOIH




U IPUYUHBI

pa3pyLIEHUs JOKYMEHTOB

pa3pyuieHust
JTOKYMEHTOB.
Tema 1.3 IIpakTuyeckast padora Ne 2.
TpeGoBanust CocTaBieHUe CXEMbI Pa3MEILEHHUS] OK I-OK 7, IIK | exymuii
P P — CPEICTB XpaHEHUS B IOMEIICHUH 2.1-2.6; 31-34, KOHTPOITh
(XpaHuuIIe). V1-¥3
COXPAHHOCTH
pokymentoB (OCJ) | IIpakruueckas paGora Ne 3.
NpH IPYrux BUAAX OcBoeHue NpUEMOB 110
pador. pa3MeIIeHHIO IOKYMEHTOB B OK 1-OK 7, IIK Texyit
apXUBOXPaHWIHILE U 2.1-2.6; 31-34, KOHT
pOJIb
TornorpadupoBaHue Y1-¥3
aApXUBOXPAHUIUIL.
IIpakTuyeckas padora Ne 4.
Cocrasnenue u opopmiieHue OZKI 12-(6)KBZ, BEK Texyii
OPUEHTUPOBOYHBIX TPYIIIT PEKHUMOB 1-2.6; ) KOHTPOJTH
CYIIKH TOKyMEHTOB. Y1-¥3
Tema 1. 4 ApxuBHas | [IpakTuyeckas padora Ne S.
Omnpenenenne OCHOBHBIX 33/1a4
KIHMATOJIOTHs ApXHMBHBIX KOHTPOJILHO- OK 1-OK 7, TIK T 5
KJIIMMAaTUYECKUX CITYkKO. 2.1-2.6; 31-34, CKYILINH
OdopmieHne OCHOBHBIX V1-y3 KOHTPOJIb
KIIMMATHYECKHUX TTapaMeTPOB
BO3/IyXa.
IIpakTyeckas padora Ne 6.
CocraBneHnue TabIuIsl OK 1-OK 7, TIK T 3
BJIArOEMKOCTH BO3/yXa. 2.1-2.6: 31-34, Keﬁzmljli
CocraBieHue pacueToB V1-y3 OHTPO
KITMMaTHYECKUX MTapaMeTpoOB.
Tema 1.5. Xpanenue | [Ipaktuueckas padora Ne 7.
JAOKYMEHTOB AHanu3 OCHOBHBIX pa3zieioB (;Ii_lz-(glgz,- glg_iK Texymuii
IIpaBun yuera U XpaHeHUs L-2.05 ) KOHTPOIH
JIOKYMEHTOB V1-V3
IIpakTuyeckas padora Ne 8.
CocTaBiieHne KapTOYKH OK I-OK 7, IIK | 1 ey
TIOCTEITAKHOTO 2.1-2.6;31-34, |
OHTPOJIb
TONOrpadguIecKoro yKa3aTes. Y1-¥3
IIpakTuyeckasi pabora Ne 9.
OQopMIIeHHE BBIIAYH JIe]T U3 OK1-OK7,TIK | escynuyuid
XPaHUJIHII. 3aM0JHUTh KHUTY 2.1-2.6; 31-34, KOHT
POJIb
BBIJIaYM IOKYMEHTOB Y1-¥3
IIpakTuyeckast padora Ne 10. OK 1-OK 7,1IK | Tekymuii
OdopmieHune nopska CHITHS C 2.1-2.6; 31-34, KOHTPOJIb
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ydera JOKYMEHTOB, HE HalJCHHBIX
B X0JI¢ TIPOBEPKHU

V1-¥3

IIpakTnyeckas padora Ne 11.

Cocranenue 3TanoB paboThI MO OK 1-OK 7, IIK Texymuii
0T6OpY JTOKyMEHTOB. JIOKyMEHTHI C 2.1-2.6;31-34, | OHTPOT
UCTEKIIUMH CPOKAMU XPaHCHHUS. Y1-¥3
Tema 1.6 Co3nanue IpakTuyeckasi padora Ne 12.
cTpaxoBoro ¢gonaa Cocrasnenue nopsiaka paboThl MO OK 1-OK 7, IIK Texyuuii
0000 IeHHBIX U BBISIBJICHUIO YHUKAIBHBIX H 0CO00 2.1-2.6; 31-34, KOHTPOITH
YHHKAJIbHBIX IIEHHBIX JIOKYMEHTOB Y1-V3
JAOKYMEHTOB H
¢oHxa moab30BaHU IpakTnyeckas padora Ne 13. OK 1-OK 7, TIK 5
VY4eT ¥ cocTaBlIEHHE OITUCH 0CO00 2.1-2.6; 31-34, Texymui
LIEHHBIX JOKYMEHTOB V1-V3 KOHTPOJIb
IpakTuyeckasi padora Ne 14,
OcBoeHHe MPUEMOB YUETY U OK 1-OK 7, IIK Texyuuii
XPaHEHUIO CTPaxXOBbIX KOIUHN U 2.1-2.6; 31-34, KOHTPOITH
(doH/1a TOJIB30BaHUS Y1-¥3
Tema 1.7. IlpoBepka | IIpakTuueckas padora Ne 15. OK 1-OK 7, TIK 5
HAJIMYMSA U Odopmienue akra mpoBepKu 2.1-2.6: 31-34, Texymmii
COCTOSIHUS HaJIMYHUs U COCTOSIHUS JICII. V1-Y3 KOHTPOJIb
apXUBHBIX
IOKYMEHTOB IpakTnyeckas padora Ne 16.
IIpoBeneHne NpOBEPKU HATNYUS U OK 1-OK 7, IIK Tex .
COCTOSIHMSI IOKYMEHTOB U 2.1-2.6;31-34, YIHHH
BHECEHUE U3MEHEHU B yUETHBIE V1-V3 KOHTPOIH
3anucu
IIpakTnyeckas padora Ne 17.
OdopmieHne T0KyMEHTOB TIpH OK 1-OK 7, IIK | excymii
BO3BPALIEHUN JOKYMEHTOB 2.1-2.6; 31-34, KOHTPOITH
XpaHUJIHUIIA Y1-¥3
Tema 1.8. IIpakTuyeckas padora Ne 18.
Obecneyenne Odopmienne HHIEKCa OKI-OK 71K | -
¢pusuko- noBpexaeHuit. Pabora ¢ Tumosou 2.1-2.6; 31-34, K 0H¥p -
XUMUYHHOCTH HOMEHKJIATypOU MOBPEKACHUN Y1-V3
AOKYMEHTOB
IIpakTuyeckas padora Ne 19.
BersiBnenue neekToB OyMaskHBIX OK 1-OK 7, IIK Tervimmii
NOKyMeHTOB. COCTaBUTh 2.1-2.6; 31-34, KOH?H
poib
XapaKTePUCTHKY 1e()EKTOB TEKCTa. Y1-¥3
IIpakTyeckas padora Ne 20. OK 1-OK 7. TIK 5
OdopMUTB aKT O MTOBPEKIECHUSIX 2.1-2.6; 31’_3 4, Texymmii
JIOKYMEHTOB. V1-Y3 KOHTPOJIb
IIpakTyeckas padora Ne 21. OK I-OK 7,IIK | Texymui
Knura yuera ¢usnueckoro 2.1-2.6; 31-34, KOHTPOJIb
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(TEXHUYECKOT0) COCTOSTHUS V1-V3
JIOKYMEHTOB.
Tema 1.9. OcHoBBI IIpakTnyeckas padora Ne 22. OK 1-OK 7, IIK .
. Texymmun
KOHCEepBaLMH U Onucanue 3TanoB pecTaBpaluu 2 2.1-2.6; 31-34,
KOHTPOJIb
pecTaBpanuu Y1-V3
JAOKYMEHTOB. IpakTnyeckas padora Ne 23. OK 1-OK 7, IIK | IIpomexyTo
HuddepenunpoBaHHbIil 3a4eT 4 2.1-2.6; 31-34, YHBIH
V1-V¥3 KOHTPOJIb

M/IK.02.01 «Opranu3auusi ¥ HOpPMATUBHO-TIPABOBbIE OCHOBBI APXHUBHOIO J1€J12»
IIpakTnyeckas padora Ne 1

HaumenoBanue: «AHanu3 nadopmanun o0 apXuBHOM JIeJie Ha COBPEMEHHOM STaIey.

Ieap padoThl: OCYLIECTBUTH KOHTPOJIb OOYYEHHs, MPOJOJKUTH CHUCTEMATH3ALMIO 3HAHU,
BBISIBUTH YPOBEHb YCBOCHMSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHHYeCKOe o0ecneyeHne: pacieyaTaHHble 3aJaHusl IPaKTUYECKOW paboThI,
KOHCIEKT JICKIIH, py4Ka, TeTpajib, METOJUYECKIE PEKOMEHIALIUN

3aganue:

- CocTaBUThH KPAaTKUH KOHCIIEKT, OMUPAsACh HA TEMATUKY:

1.CocrostHue padboThl ¢ 0c000 LIEHHBIMU JOKYMEHTaMH B apxuBax Poccuiickoii @enepanuu.

2.KoMmriekcHbIH moaxoa B 00eCreYeHUH COXPAaHHOCTH TOKYMEHTOB. Oco0eHHOCTH
KOMILUIEKCHOTO MT0/IX0/1a.

3.Ilonutnyeckue penpeccuu: MpaKkTUKa IepecMoTpa Jed.

- [Ipoananu3upoBaTh HHOPMAIHIO 11O CICTYIOIUM KPUTEPHUSIM:

1. ITonoxuTeNbHBINA M OTPULIATEIBHBIN OMBIT PAOOTHI C 0CO00 IICHHBIMU JOKYMEHTAMH.

2. [1mrockl 1 MUHYCBHI KOMILIEKCHOTO TIOXO0A.

3. CocTosiHME apXMBOB B IIPOILIOM U COBPEMEHHOE MOJIOKEHHE JIEI.

4. Kak yny4ymuTh COCTOSIHUE apXUBOB Ha COBPEMEHHOM 3Tare. Bo3MoxHO 11 3107

TpebGoBanus:

1. I'pamOTHOE U3II0KEHUE MaTEpHATIA.

2. JJakOHMYHOCT®b.

3. U3noxenune (HakToB HAPSTY C UX JOKA3ATEIbCTBOM.

ITopsimok paboThI:

1.IToaroToBKa K MPakKTUYECKUM 3aHATHIM JOJDKHA HAUMHATHCS ¢ U3yYEHHS] COOTBETCTBYIOIIEH
y4eOHOIl U criennanbHOM IUTEepaTyphl O TEME IPAKTUYECKOTO 3aHATHSL.

2. YCBOMB TIPOYMTAHHOE, HEOOXOAMMO BHUMATEIHHO O3HAKOMHUTHCS C COJIEPKAHHEM,
PEKOMEH/IOBAaHHBIX K 3TOM TeMe HOPMATUBHBIX akTOB. OCOOEHHO BHUMATEIbHO CIIEAYeT OTHECTUCH K
YCBOEHHUIO T€X HOPMATUBHBIX NPEANHUCAHUH, 10 TOBOAY KOTOPBIX B JINTEPAType BEAYTCS JUCKYCCHUM.

3.IToaroToBka K MPAaKTUYECKMM 3aHATHSAM 3aBepmiaercd O(OpMIeHHEM HEOOXOIUMBIX
JTOKyMeHTOB. [loMuMO 3TOro, HEOOXOAMMO OTBETUTH HAa TEOPETHUECKHE BOIMPOCHI, TOCTABICHHBIE B
3aJaHUH.

4.IlpakTuyeckoe 3aJaHUE TPEAOCTaBIsIeTCs B IUCBbMEHHOM BHUAE U  TNPOBEpsETCA
Iperno/iaBaTeseM.

KoHTpoJibHBIE BONIPOCHI:

1. Yto oTHOCHUTCS K 0CO00 IIEHHBIM JOKYMEHTaM?

2. Kak cnemgyer XpaHuTh 0CO00 IIEHHBIE JOKYMEHTHI?

3. Kakue pexxuMbl XpaHEHHS Bbl MOYKETE MEPEUUCIUTH?

4. Kak MoBJIHSUIH NOJUTHYECKUE PEMTPECCUHN HA COXPAHHOCTH AEN?

5. KoMy Tenepp npuHaaiIexaT JOKYMEHTHI ObIBIIUX COIO3HBIX pecIyOnuk?
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IMpakTnyeckas padora Ne 2

HaumeHoBaHue: «AHaTU3 HOPMATUBHO-TIPABOBBIX JIOKYMEHTOB T10 apXHUBHOMY JEITY».

Heap paborbl: 00001IeHHE, CHUCTEMATH3AlMs, 3aKpeIUICHHE MOJIYYEHHBIX TEOPETUYECKUX
3HAaHUH, MPUMEHEHHE U COBEPIICHCTBOBAHWE 3HAHWM, MOJYYEHHBIX MPHU U3YYEHHH TEOPETUYECKOTO
MaTepuaina, TeMmbl: «[IpaBoBble OCHOBBI pEryJupOBaHUS AaApPXUBHOW JEATENBbHOCTH», «OpraHsl
yIpaBICHUS apXWBHBIM JelIOM U UX (GyHKIuW», «l ocynapCTBEeHHBIE apXWBbl U HX (DYHKIHUK»
(0bo0mieHre U cucTeMaTH3alusl 3HaHUH U CIOCOOOB, pelIeHHEe CUTyaluid Mo 00pasily B UCXOIHBIX
YCIOBHUAX C MEJIbI0 BHIPAOOTKHM yMEHUH 0e30mHMO0YHOr0 NPUMEHEHHUs 3HAHUH, TOTOBHOCTH
TBOPYECKON  aKTMBHOCTM M  IPUMEHEHHE HaBBIKOB, (OpMUpOBaHHE MPodeccHOHATbHOI
HANpaBJICHHOCTH JIMYHOCTH OyIyIIEro CIEeHUaInCTa, CAMOCTOSTEIHbHO B KOMIUIEKCE INPHMEHSTh
3HAHUS, YMEHHUS U HABBIKH, OCYIIECTBIISISI MX MEPEHOC B HOBBIE YCIOBUSA, KOHTPOJIb U CAMOKOHTPOJIb
3HaHMM)

MarepuanbHO-TeXHUYECKOe o0ecleyeHne: pacrieyaTaHHbIe 3aJJaHus PAKTUYECKOM paboThl,
KOHCTIEKT JICKLIUH, pydKa, KapaH/alll, CTUpATeIbHasl PE3UHKA, METOAMYECKHE PEKOMEHIAIIuI

OcHamrenue:

@3 «O0 apxuBHoM nene B Poccuiickoit denepannn»

[Tonoxxenue o denepanbHO apxuBHOI ciyk0e Poccun

TurmoBast HHCTPYKIIHS IO JEIOTIPOU3BOICTBY

OcHoBHbI€ MpaBuia paboThl ApXUBOB OpraHU3aAIUil.

[IpumepHoe nonoxenue 00 apxuse

JIOMKHOCTHASI HHCTPYKIIHS 3aBEAYIOLIET0 apXUBOM

O06pa3ibl OpraHr3alOHHO-PACTIOPSAUTEIILHON JOKYMEHTAIINH.

3aganme:

1. U3 cr. 3 @3 «OO6 apxuBHOM pene B Poccuiickoii Denepanuu BBIIUCATh TEPMUHBI U
ompezeNieHus: IO apXUBHOMY JI€ITy, UCIIOJIb30BaTh UX B MPOPECCHOHATBHON PEeYH.

2. [Ipoananu3upoBaTh HOPMATUBHO-TIPABOBBIC JOKYMEHTHI IO apXUBHOMY JIETTy.

3. [Ipoananu3upoBats 3a71auu u GyHkuu Pocapxusa.

4. IloxroroButh Marepuan 00 apxuBHOH ciyx0Oe Jlenckoro paiiona PC(S) u r. Jlencka
(cTpyKTypa, 3a1a4u ¥ (PYHKIUH, COCTaB).

5. M3yuuts nosoxxeHue o0 apxuBe U IOJKHOCTHBIE 00513aHHOCTH 3aBEIYIOIIETO apXUBOM.

Ilopsinok BbINOJIHEHHS PA0OTHI:

1.ITonroToBKa K MPaKTHYECKUM 3aHATHSM JIOJKHA HAYMHATHCS C U3YYSHHSI COOTBETCTBYIOIICH
y4eOHOIl U criennanbHOM AUTepaTypsl O TEME MPAKTUYECKOTO 3aHATHSL.

2. YCBOMB TIPOYMTAHHOE, HEOOXOIMMO BHUMATEIHHO O3HAKOMHUTBHCS C COJIEPKAHHEM,
PEKOMEH/I0BaHHBIX K 3TOM TeMe HOPMATUBHBIX akTOB. OCOOEHHO BHUMATEIbHO CIEAYyeT OTHECTUCH K
YCBOEHHIO T€X HOPMATHBHBIX MPEANMCAHHA, TIO TIOBOIY KOTOPBIX B IUTEPATYPE BEAYTCS JUCKYCCHH.

3. TloaroroBka K MNpaKkTUYECKUM 3aHATUSAM 3aBepuiaercs OQOpMIIEHHEM HEOO0XOAUMBIX
JIOKYMEHTOB.

4 IlpakTHueckoe 3ajlaHHe TNPEAOCTaBIseTCs B IUCBMEHHOM BHUJAE M  IpOBepseTcs
npenojaBaTesieM.

IIpakTuyeckas padora Ne 3

HaumenoBanue: W3yuenne «[IpumepHOro monokeHus o0 apXuBe TOCYAapCTBEHHOTO
YUYpEeXIEeHUs, OpraHU3aluu, IPEIIPUITUIY.

Heap padoThbl: OCYIIECTBUTH KOHTPOJIb OOYYEHUS, MPOJOJLKUTH CHCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHMSI MaTepHaia, cCQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHUYECKOe ofecleuyeHne: pacrieyaTaHHbIe 3aJJaHus MPAKTUIECKON padoTHI,
KOHCIICKT HeKHI/Iﬁ, pYydKa, KapaHaail, CTUpaTejibHasA pE3NHKA, MCTOAUYCCKUEC PEKOMECH AN

OcHainenue:
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o OEJIEPAJIBHOE APXUBHOE ATEHTCTBO IIPUKA3 OT 11 AIIPEJIA 2018
I'OJA N 42 Ob VTBEPXJEHMU [IPUMEPHOI'O IIOJIOKEHUA OB APXUBE
OPI'AHU3 AU

. B cooTtBercTBHM ¢ yacThio 2 ctathu 13 deaepanbHoro 3akoHa oT 22 okTsaops 2004 r. N
125-®3 "O06 apxuBHOM nene B Poccutickoit @eneparuu” (CoOpaHue 3akoHOAaTENbCTBA Poccuiickoi
®enepanun, 2004, N 43, cr.4169; 2006, N 50, c¢1.5280; 2007, N 49, c1.6079; 2008, N 20, c1.2253;
2010, N 19, c1.2291, N 31, c1.4196; 2013, N 7, ct.611; 2014, N 40, c1.5320; 2015, N48, cT1.6723;
2016, N 10, c1.1317, N 22, ¢1.3097; 2017, N 25, ¢1.3596; 2018, N 1, c1.19), noanynkrom 8 nyHkra 6
[Tonoxxenus o denepanbHOM apXMBHOM areHTCTBE, YTBEPKICHHOTO YKa3oMm [Ipesuaenta Poccuiickoit
Oeneparuu ot 22 utons 2016 . N 293 "Bonpocst @enepanbaoro apxuBHoro areHrcTta” (CodOpanue
3akoHonarenscTBa Poccuiickorn ®Depepanmm, 2016, N 26, ct1.4034),nmpuka3siBato: Y TBEpIUTH
npusaraeMoe MpUMepHOe MOJI0KEHUE 00 apXuBe OpraHU3aIHH.

l. OBILME ITOJIOXXEHUA

1. [Ipumeproe monoxkenue o0 apxuBe opranuzanuu (nanee - IIpumepHoe mosoxeHue)
pa3paboTaHO B COOTBETCTBHM C MOAMYHKTOM &8 myHKkTa 6 Ilomoxkenus o dexepanbHOM apXUBHOM
areHTCTBE, yTBepKAeHHOro Yka3om Ilpesunenra Poccuiickoit @enepanuu ot 22 urons 2016 r. N 293
"Bompocet ®epepanbHoro apxuBHoro arentctBa' (CoOpanue 3akoHonaTenbcTBa Poccuiickoii
Oenepanun, 2016, N 26, c1.4034).

2. [TpumepHOE MONOKEHHE PACHPOCTPAHSETCS Ha apXHUBBI OpraHU3alUi, BBHICTYMAIOIINX
WCTOYHHKAMU KOMIUICKTOBAHUS TOCYIAapCTBEHHBIX, MYHHUIIUNIAIBHBIX apXUBOB (nmanee - ApXuB
OpraHU3AIVH ).

3. ApXMB OpraHu3allud CO3JAaeTcsl Ha MpaBax CTPYKTYpPHOTO IoJpa3zesieHus,
OCYIIECTBIISIIOIIETO XpaHEHHE, KOMILJICKTOBAaHHE, YUeT M HCIOJIb30BaHUE TOKYMEHTOB APXHWBHOTO
¢onna Poccuiickoit denepanuu, 10KyMEHTOB BpeMEHHbIX (cBblle 10 J€T) CpOKOB XpaHEHMs], B TOM
YHCclie M0 JIMYHOMY COCTaBy, OOpa30BaBIIMXCS B JIEATEIBHOCTH OPraHU3allMU, a TaKXKe MOATOTOBKY
JIOKYMEHTOB K TIepe/laye Ha IMOCTOSIHHOE XpaHEHUE B TOCYJAapCTBEHHBIN (MYyHHIIMNAIBHBIN) apXUB,
HMCTOYHUKOM KOMILIEKTOBAHUSI KOTOPOTO BBICTYIAET OPTaHU3alIHsL.

4. Opranuzanus paspadarbiBaeT mosioxkeHue o0 Apxuse opranuzauuu. Ilomoxxenue 06
ApxuBe OpraHu3aluyd MOJJIEKUT COTJACOBAaHHUIO HA MPEeAMET COoOoTBEeTcTBUsA ero [IpumepHomy
MOJIO’KEHHUIO C YYETOM COCTaBa IOKYMEHTOB, HaXOAIIMXCS Ha XPaHEHUH U MOJIEKALUX XPaHEHHUIO B
ApxuBe opraHu3aliu.

Opranuzanumy, BBICTyHAIOIIHE HMCTOYHUKAMHU KOMILJIEKTOBAHHMSI (henepabHBIX
rOCy/IapCTBEHHBIX apXUBOB, COTJIACOBBIBAIOT TOJOKEHUE 00 apXMBe OpraHu3anuu ¢ (eaepaibHbIM
TOCYJAapCTBEHHBIM  apXMBOM; OpPTaHW3AIMH, BBICTYIAIOIMIME HCTOYHUKAMU  KOMIUICKTOBAHUS
TOCY/IapCTBEHHBIX apXUBOB cyObeKkTOB Poccuiickoit denepanuu, MyHUIIUNAIBHBIX apXWUBOB, - C
YIOJIHOMOYEHHBIM OpPTraHOM HCIOJHUTEIBHON BiiacTu cyObekTa Poccuiickoit denepamuu B chepe
ApXMBHOTO JleNa WJIM C TOCYJapCTBEHHBIM apXWBOM cyObekTa Poccuiickoit ®enepanuu,
MYHUIIUTIATLHBIM aPXHUBOM B Cllydae Ha/IeTICHHUS KX COOTBETCTBYIOIIUMHU TTOTHOMOYHSIMH.

[locne coryiacoBaHusi MojokeHUE 00 ApXHMBE OpPraHU3allMd YTBEPXKIAETCS PYKOBOJUTEIEM
OpraHu3aIu.

5. ApXHB OpraHU3allui B CBOEH JEATENLHOCTH PYKOBOACTByeTCs DeepaabHbIM 3aKOHOM
or 22.10.2004 N 125-®3 "O6 apxuBHoM gene B Poccuiickoit ®enepanuu" (Cobpanue
3akoHoaarenbeTBa Poccuiickoit @eneparuu, 2004, N 43, c1.4169; 2006, N 50, c1.5280; 2007, N 49,
¢T1.6079; 2008, N 20, ct.2253; 2010, N 19, c¢1.2291, N 31, c1.4196; 2013, N 7, c1.611; 2014, N 40,
c1.5320; 2015, N 48, c1.6723; 2016, N 10, c1.1317, N 22, ¢1.3097; 2017, N 25, ¢1.3596; 2018, N 1,
ct.19), 3akoHamMHu, HOpPMATHBHBIMH TIPaBOBBIMH akTamu Poccuiickoii ®dDenepanuu, CcyOBEKTOB
Poccuiickoit denepanuu B chepe apXWBHOTO Jelia U JEIOMPOU3BOJICTBA, MPAaBUIAMU OpraHU3aIlIN
XpaHEHUsl, KOMIUIEKTOBaHUS, y4eTa U UCIOIb30BaHUS JOKYMEHTOB ApxuBHOro (oHna Poccuiickoit
denepani U APYTUX ApPXMBHBIX JOKYMEHTOB B TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTIPaBIIEHUS U OPTAHU3AIUSX , TOKAITBHBIMU HOPMATUBHBIMU aKTaMU TOCYAapCTBEHHOTO OpraHa.
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ITonnynkt 2 nyHkra 6 Ilonoxenuss o denepaibHOM APXUBHOM areHTCTBE, YTBEPKICHHOIO
Vkazom Ilpesugenta Poccuiickoit @enepauun ot 22.06.2016 N 293 "Bomnpocsl denepanbHOro
apxuBHOTro arentcTBa" (Cobpanue 3akoHomaTenbeTBa Poccniickoit @eneparum, 2016, N 26, c1.4034).

Il. COCTAB IOKYMEHTOB APXVMBA OPI"TAHU3 AU

6. ApXMB OpraHu3aluy XpaHUT:

a) JOKYMEHThI TIOCTOSIHHOTO M BpeMeHHbIX (cBbIlIe 10 j1eT) CpoKOB XpaHEHHUs, B TOM YHCIIE
JOKYMEHTBI 110 IMYHOMY COCTaBY, 00pa30BaBIINECs B JACITEIHHOCTH OPraHU3aINH;

0) JOKYMEHTBHI TOCTOSHHOTO XPAaHEHHS M JOKYMEHTBHl IO JMYHOMY cocTaBy (HoHa(0B)
OpraHu3aIi - MPeIIeCTBEHHUKOB (IIPU UX HAJIMYUH);

B) apXHBHBIC (POHJIBI JIMYHOTO MPOUCXOXKIACHUS (TP MX HAJTUYHH);

ITynxt 112 'OCTa P 7.0.8-2013 "CUBU/. [lenonpous3BoacTBO U apXUBHOE A€n0. TepMuHbl U
onpenenenus". - M.: Crannaptundopm, 2014.

r) GOHJ MOIBb30BaHUs (apXUBa) (npu HANIMYMMK);

[Tynkt 125 T'OCTa P 7.0.8-2013 "CHUBU/I. enonpou3BoACTBO U apXUBHOE J1eJ10. TepMHUHBI U
onpexaenenus”. - M.: Crangaptundopm, 2014,

1) CIpPaBOYHO-TIOMCKOBBIE CpEACTBA K JOKYMEHTaM M Y4YeTHble JOKYMEHThl ApXuBa
OpraHu3alIiy.

. 3AJAYU APXUBA OPI'TAHU3ALIMN

7. K 3agagam ApxuBa opraHu3anuy OTHOCATCA:

7.1. Opranuzanusi XpaHeHHs] JOKYMEHTOB, COCTaB KOTOpPBIX MpeaycMOoTpeH riaBod Il
IIpuMepHOro nosoKeHus.

7.2.  KommiekroBaHue ApxuBa OpraHuM3allid JOKYMEHTaMH, OOpa30BaBIIMMHUCA B
JeSITEIbHOCTH OpraHu3aluu.

7.3.  Yuer I10KyMEHTOB, HaXOJSIIMUXCS Ha XPAaHEHUU B ApXUBE OpraHU3aIliH.

7.4. Vcnonb3oBaHUE TOKYMEHTOB, HAXOAAIIUXCS Ha XpaHEHUH B ApXHMBE OpraHU3aliu.

7.5. TloaroroBka M cBOeBpeMEeHHas mepeaada JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit
®denepaliii Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHULIMITAJIBHBIN) apXUB.

7.6. Meroanueckoe PyKOBOACTBO U KOHTPOIIb 3a (hopMHUpoBaHHEM U OPOpPMIICHUEM Jied B
CTPYKTYPHBIX NOJIpa3ieJIEHUsIX OpraHu3allii U CBOEBPEMEHHOM Nepeiaueil uX B ApXUB OpraHU3allu.

V. ®YHKIWU APXMBA OPTAHU3AIINU

8. ApXMB OpraHu3aliy OCYIIECTBISET CAEAYIOUUE PYHKIIUU:

8.1.  OpranusyeT npueM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHbIX (CBbIme 10 jeT) cpokoB
XpaHEHHUs, B TOM YHUCJIE MO JIMYHOMY COCTaBy, 0Opa30BaBIIMXCS B JAESITEIbHOCTH OpPraHM3alli, B
COOTBETCTBUU C YTBEP)KJICHHBIM I'PaUKOM.

8.2. Bemer yder nokymMeHTOB M (DOHIOB, HAXOIAIIMXCS Ha XpaHEeHWH B ApxwuBe
OpraHM3aIHy.

8.3. IIpencraBnsier B TOCYIapCTBEHHBIH (MyHHUIIMTIAIBLHBIA) apXWB YYETHBIE CBEACHHUS 00
o0beMe U cOCTaBe XpaHSIIMXCS B apXWBE OpraHU3alMM JOKYMEHTOB ApxuBHOro (onna Poccuiickoit
®denepaliv U APYTUX apXUBHBIX JTOKYMEHTOB B COOTBETCTBHH C MOPSAIKOM IrOCYAAPCTBEHHOTO ydeTa
nokyMeHTOB ApxuBHoro gonaa Poccuiickoit denepanuu.

[Moanynkt 11 mynkra 6 Ilonoxenus o denepaibHOM apXUBHOM areHTCTBE, YTBEP)KIECHHOTO
VYka3zom IIpe3unenra

Poccuiickoit ®enepanun ot 22.06.2016 N 293 "Bompocsl ®enepanbHOro apXHUBHOTO
arenrctBa" (CoOpanue 3akoHomarenbcTBa Poccuiickoit ®eneparuu, 2016, N 26, c1.4034).

8.4. Cucrematu3upyeT W pa3MemaeT JAOKYMEHTHI, IOCTYNAloIIie Ha XpaHEeHHEe B ApXWB
opraHu3zaium, 00pa3oBaBIIMECs B X0/1€ OCYLIECTBICHUS IEATEIbHOCTH OpraHU3alliu.

8.5.  OcymiecTBisieT MOATOTOBKY H MPECTABIISET:

a) Ha PACCMOTPEHHE M COIJIACOBAHME OKCIEPTHOM KOMHMCCHUHM OpPTraHM3alUU OMMCU JIe
MOCTOSTHHOTO XpaHEeHUs, BpeMeHHbIX (cBbIe 10 JeT) CpOKOB XpaHEHUs, B TOM YHUCIE IO JIUYHOMY
COCTaBY, a TaK)X€ aKThl O BBIIEIEHUM K YHMUTOKEHUIO ApPXUBHBIX JOKYMEHTOB, HE IOJUIEkKAIIUX
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XpaHEHHIO, aKThl 00 YyTpaTe JOKYMEHTOB, AaKThl O HEUCIPAaBUMBIX ITOBPEXKACHUSX apPXHUBHBIX
JIOKYMEHTOB;

0) Ha YTBEpXKJCHUE DKCIEPTHO-TIPOBEPOYHON KOMHCCUH (elepaIbHOr0 TOCYAapCTBEHHOTO
apxyBa WIN yIIOJIHOMOYEHHOIO OpraHa MCIOJIHUTEIbHON BiIacTu cyobekTa Poccuiickoit ®denepanuu B
cdepe apxuBHOTrO Aena (naiee - IIIK apXxuBHOTO yupeskIeHNUS ) OITUCH JIe] IIOCTOSTHHOTO XPaHEHHS;

B) Ha coryacoBanue DIIK apXxuBHOro yupexaeHus Wi rocyJapcTBEHHOIO apXuBa CyObeKTa
Poccuiickoit denepanuu (MyHUIUMIIATBHOIO apXHUBa), B CIIy4ae HAJIENICHUS €ro COOTBETCTBYIOIIUMU
HOJTHOMOYHSIMHM, OITUCH JIEJT TI0 JINYHOMY COCTaBY;

r) Ha cornacoBanue OIIK apXuWBHOrO y4peXIeHHsI WIM TOCyIapCTBEHHOTO apXuBa CyOBEKTa
Poccuiickoit denepanun (MyHULMIIAIBHOTO apXHBa), B Cllydae HAJAEJICHHUs €ro COOTBETCTBYIOIIMMU
MOJTHOMOYHSIMH, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEXKICHHUIX APXUBHBIX
JIOKYMEHTOB;

J1) Ha YTBEP)KJIEHUE PYKOBOJUTENIO OPTaHU3ALMU OIUCHU JEJI MIOCTOSIHHOTO XPaHEHUs, OMUCH
BpeMeHHbIX (cBblme 10 JeT) CpOKOB XpaHEHHUs, B TOM YUCIIE€ OMMCHU JIeJI 110 JINYHOMY COCTaBY, aKThl O
BBIJICJICHUN K YHUYTOXKEHUIO apXWUBHBIX JOKYMEHTOB, HE IMOJUJICKAIIMX XPAHEHHUIO, aKThl 00 yTpate
JIOKYMEHTOB, aKThl O HEHUCIPaBUMbIX HOBPEXKICHUAX AaPXUBHBIX JOKYMEHTOB, YTBEP)K/ICHHbIE
(cormacoBannbie) OIIK wunm rocymapcTBeHHBIM apXxuBOM cyOwekTa Poccuiickoit ®Denepannu
(MyHMLIMIIAIIBHBIM apXMBOM) B CIIy4ae HaJICJIEHUS] €T0 COOTBETCTBYIOIMMHU ITOJIHOMOYHSMHU.

8.6. Opranm3yer mepemady JOKyMeHTOB ApxuBHOTO (oHma Poccwiickoii denepanuu Ha
IOCTOSIHHOE XpaHEHHE B IOCY1apCTBEHHBIN (MyHULIUIIAIBHBIN) apXUB.

8.7.  Opranm3yeT W HMPOBOJUT IKCHEPTU3Y HEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10
JeT) CPOKOB XpPaHEHMs, HaXOSIIMXCAd Ha XpaHEHUM B ApXHMBE OpraHM3aluu B ILensix oTdopa
JOKYMEHTOB JUIsl BKJIIOUEHUsT B cocTaB ApxuBHOro ¢onna Poccuiickoii ®enepanum, a Takxke
BBISIBJICHHS JOKYMEHTOB, HE IIOJUIeXKAIUX JaJIbHEHIIIEMY XPaHEHHIO.

8.8.  IIpoBomuT MeponpuUsATHS 1O 0OECIICYEHUIO COXPAHHOCTH JOKYMEHTOB, HAXOISAIINXCS HA
XpaHEHUU B ApXMBE OpraHU3aIIH.

8.9.  Oprammsyer nHGOpPMUPOBAHHE PYKOBOJCTBA M PAOOTHUKOB OPraHU3AIMH O COCTAaBE U
COJIepKAHUU JIOKYMEHTOB ApXUBa OpraHU3aluu.

8.10. Hudopmupyer monp30BaTeieid IO  BONPOCAM  MECTOHAXOXKACHUS  ApXUBHBIX
JIOKYMEHTOB.

8.11. OpranmszyeT BBIAAYy JOKYMEHTOB M JIeJ JUIi pabOTHl B YNUTAILHOM (TIPOCMOTPOBOM)
3aJle WIA BO BPEMEHHOE I10JIb30BaHME.

8.12. HcnonHseT 3ampockl MOJIb30BATENEH, BBITACT apXUBHBIE KOITHMH TOKYMEHTOB, apXHBHBIC
BBINMCKHU 1 ApXUBHBIE CIIPABKH.

8.13. Bexer yueT ucnoiabp30BaHUs JOKYMEHTOB ApPXHBa OpraHU3aIHH.

8.14. Coznaer ¢poH[ MOIB30BaHUS ApXHBa OpraHU3alMK U OPraHU3yeT €ro UCIOIb30BaHUeE.

8.15. OcymecTBisieT BeleHHE CIPABOYHO-TIONCKOBBIX CPEACTB K JOKYMEHTaM ApxuBa
OpraHu3aluy.

8.16. VYuacTtByeT B pa3paboTKe JOKYMEHTOB OpPTaHW3AlMHU IO BOMPOCAM apXUBHOTO JeNa U
JIEJIONIPOU3BO/ICTBA.

8.17. Oxa3pIiBaeT METOMYECKYIO TTOMOIIIb:

a) ciayx0Oe Jelonpou3BOJCTBA OpraHM3allid B  COCTABJICHUHM HOMEHKJIATYyphl Jiel,
(dbopMUpOBaHUU U OPOPMIIEHUH JIETT;

0) CTPYKTYPHBIM INO/pa3AeIeHUSIM U PaOOTHUKAM OpraHU3alMM B MOJTOTOBKE JTOKYMEHTOB K
nepegadye B ApXUB OpraHu3aluu.

V. ITPABA APXMBA OPI'TAHU3ALINUN

9. ApXHB OpraHu3aluu UMeeT MpaBo:

a) IPEJCTaBIISITh PYKOBOJACTBY OpraHU3allud TPEAJIOKEHUS [0 COBEPLICHCTBOBAHHIO
OpraHHu3ali XpaHEHHs, KOMIUIEKTOBAaHHUS, yU€Ta U UCIOJIb30BaHUs apXUBHBIX JOKYMEHTOB B ApXuBe
OpraHu3aluy;
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0) 3ampamMBaTh B CTPYKTYPHBIX MOAPA3JCICHHUsIX OpraHU3alluy CBEJICHHs, HEOOXOIUMBIE JIIS
paboThl ApXHBa OpraHU3alliu;

B) JaBaTh PEKOMEHJAIMU CTPYKTYPHBIM MOJpPA3AEICHUSAM OpraHu3aluyd II0 BOIPOCaM,
OTHOCSIIIIUMCS K KOMIIETEHIIMM ApXUBa OpraHu3aluy;

r) UHQOPMUPOBATH CTPYKTYPHBIE MOAPA3ACICHHS OPraHU3alUK 0 HEOOXOTUMOCTH Hepeaayn
JIOKYMEHTOB B ApXUB OpraHU3allMH B COOTBETCTBUU C YTBEPKICHHBIM IpauKoM;

1) IPUHUMAaTh y4yacTHe B 3aceqaHusX LleHTpasbHON SKCIEPTHO-IIPOBEPOYHON KOMUCCUU IIPU
®denepanbHoM apxuBHOM areHTcTBe, DIIK apxuBHOTrO yupexxaeHus.

3ananmue:

1. Hcnone3ys nHdopmanuio U3 npukasza, CTpyKTYpUpyTe HHPOPMAIMIO B BUAE CXEM U
Ta0JINLI.

IIpakTnyeckas padora Ne 4

HaumenoBanue: V3yueHue JOKHOCTHONW HHCTPYKIIUH 3aBEAYIONIETO apXHUBOM.

Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAODKUTH CHCTEMATHU3ALMIO0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHMSI MaTepHala, CQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHHYeCKOe o0ecneyeHne: pacrieyaTaHHble 3aJJaHusl IPaKTUYECKOW paboThI,
KOHCIEKT JIKIIUH, py4Ka, KapaHJalll, CTUpaTeIbHas PE3NHKA, METOJUUYECKIE PEKOMEHIallUN

OcHarueHnue:

JOJDKHOCTHAS MHCTPYKLMA

3aBenyIoUIero apX1uBoM

(npumepHas popma)

1. OBUIME ITOJIOXEHMA

1.1. Hacrosmas OOMKHOCTHAs HHCTPYKIHS ONpenenseT (QyHKIMOHAIbHbIE OO0sI3aHHOCTH,
IIpaBa U OTBETCTBEHHOCTh 3aBEYIOIIEr0 apXUBOM.

1.2. 3aBeayromuii apXx1MBOM Ha3HAYaeTCs HA JOJDKHOCTh M OCBOOOXKIAETCA OT JOJDKHOCTH B
YCTaHOBJIEHHOM JEMCTBYIOLIUM TPYAOBBIM 3aKOHOJATEIILCTBOM IMOPSAKE MPUKA30M PYKOBOAMUTENS
OpraHH3aIIH.

1.3. 3aBeayromuii apXuBOM MOIYUHSAETCS HETIOCPEICTBEHHO .

1.4. Ha nomkHOCTh 3aBeAyIOLIET0 apXMBOM Ha3HAyaeTcs JIMLO, HMEIIee CpeaHee
npodeccuoHanbHOEe 00pa30BaHUE U CTaX pabOTHI M0 JI€JIONPOU3BOJICTBY HE MEHEE 2 JIET.

1.5. 3aBeayromuii apXUBOM JOJKEH 3HATh: MTOCTAHOBIICHUS, PACIIOPSKEHUS, PUKA3bI, Ipyrue
PYKOBOJSIIIIE ¥ HOPMATHBHBIE IOKYMEHTHI BBIIIECTOSIIIUX U IPYTUX OPraHOB, Kacarolmuecs paboThI
apxuBoB; EJMHYI0O TOCYZapCTBEHHYIO CHCTEMY JeJIONPOU3BOJCTBA; MOPAAOK  OhOpMIICHUS
JIOKYMEHTOB, TOCTYMAOIIUX B apXWB, U ACHCTBYIOUIYIO CHUCTEMY HUX KiIacCU(UKAIMH; CTPYKTYpPY
OpraHu3aliK; OCHOBBI OpraHU3allMy IPOU3BOJICTBA, TPY/a U YIIPABIEHHS; 3aKOHOAATEILCTBO O TPY/E;
IIpaBHUJia BHYTPEHHETO TPYIOBOTO paclopsiaKa; IpaBuiia 1 HOPMbI OXPaHbI TPY/JIa.

1.6. B cBoeii nedrenbHOCTH 3aBEAYIONINNA apXUBOM PYKOBOACTBYETCS:

- HOpPMATHBHBIMH aKTaMH M METOJUYECKHMH MaTepHajlaMd IO BOIMPOCAM BBITIOIHIEMOM
paboThI;

- IpaBUJIAMU BHYTPEHHETO TPYAOBOI'O paclopsIKa;

- MpHKa3aMM U pPaCHOPSDKEHUSIMH pykoBojuTenss OpraHu3alud M HENOCPEICTBEHHOTO
PYKOBOJUTEIS;

- HACTOSLIEH JOJPKHOCTHOM MHCTPYKLIMEH;

- IpaBUJIAMH T10 OXpaHe TPy/ia, IPOU3BOACTBEHHON CAaHUTAPUH U MPOTUBOIOKAPHON 3aIIUTE.

1.7. B nmepuosx BpeMEHHOTO OTCYTCTBUS 3aBEAYIOLIETO apXUBOM €ro 00s13aHHOCTH BO3JIararoTcs

Ha

2. ®YHKIOMOHAJIBHBIE OBA3AHHOCTHU
[Tpumeuanue. @yHKIIMOHATBHBIC 005I3aHHOCTH 3aBEAYIOIIETO apXUBOM OIPEIESICHBI Ha OCHOBE
U B 00beMe KBATH(DHUKAIIMOHHON XapaKTEPUCTUKU MO JTOJKHOCTH 3aBEIYIOIIEr0 apXHWBOM M MOTYT
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OBITH JTOTIOJHEHBI, YTOYHEHBI IPU TOATOTOBKE JOJKHOCTHON HMHCTPYKIIMM, UCXOIS M3 KOHKPETHBIX
00CTOSITENTBCTB.

3aBeyIONINI apXUBOM:

- BO3IJIaBIIIeT pabOTy MO OpraHU3alluy U BEJICHUIO0 apXUBHOTO Jiejia B OpraHu3allly;

- o0ecrieuMBaeT B COOTBETCTBHHM C YCTAHOBJIGHHBIM TIOPSJIKOM IIPHEM, PETUCTPAIIHIO,
CUCTEMAaTHU3AaINI0, XPAHEHHE U UCIIOIb30BaHHE JOKYMEHTOB;

- PYKOBOIMT pabOTOH IO COCTABJICHHUIO CIPABOYHOIO ammapara, OOJIErdYaromiero ydeT H
HCIIOJIb30BaHUE ApPXUBHBIX JIOKYMEHTOB;

- OKa3bIBAET METOINYECKYIO TIOMOIIb B TOMCKE HEOOXOAUMBIX JTOKYMEHTOB;

- UHCTPYKTHpPYET pabOOTHUKOB CTPYKTYPHBIX MOJpPAa3AeiICHU O mopsake (opMUPOBaHUSA,
MOJTOTOBKU U CIIa4H JIe B apXUB;

- KOHTPOJIUPYET CBOEBPEMEHHOCTb IIOCTYIUICHUSI B apXHB JOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONIPOU3BOJICTBOM;

- o0ecneunBaeT MNpPOBEACHHE pPadOThl MO JKCHEPTHU3E IIEHHOCTH apXUBHBIX JIOKYMEHTOB,
(opMHpPOBaHUIO JOKYMEHTOB B JIeJIa IIOCTOSHHOTO M BPEMEHHOTO XPaHEHHS,

- PYKOBOIUT pabOTON MO COCTAaBICHHIO OINUCEH Jen JUisl TepeJayd JOKYMEHTOB B
rOCYJapCTBEHHBIE APXMBBI, COCTABICHHIO AaKTOB OO0 YHUYTOXECHHH JIOKYMEHTOB, CPOKH XPaHEHUS
KOTOPBIX UCTEKIIH;

- OCYILECTBJISIET KOHTPOJb 3a COCTOSHHMEM JOKYMEHTOB, CBOEBPEMEHHOCTHIO HX
BOCCTAHOBJICHHSI, COOIOJICHUEM B MOMEIICHUAX apXUBa YCIOBUM, HEOOXOIUMBIX HJsi oOecreueHus
COXPaHHOCTH JIOKYMEHTOB;

- opraHusyeT paboTy MO BEIEHHUI0 ydeTa JOKYMEHTOOOOpOTa M KOJIUYeCTBa e, Bblaaue
apXUBHBIX CIIPABOK Ha OCHOBE JAHHBIX, HIMEIOLINXCS B TOKYMEHTAX apXuBa;

- COCTaBIIIET YCTaHOBJICHHYIO OTYETHOCTb;

- TTpPUHHMMAET ydyacTue€ B pa3pabOTKE TMOJOXKEHUH U HHCTPYKUHUH 1O BEACHHUIO
JEJIONPOU3BOJICTBA I OpPraHU3alluu apXUBHOTO JIEa.

3. IIPABA

3aBeyIONINi apXUBOM UMEET IPaBO:

3.1. TpeboBarb oT pykoBoacTBa OpraHu3alnu OKa3aHUsl COJECUCTBHUS B HMCIOJHEHUU CBOMX
00s13aHHOCTEH.

3.2. IloBbImIaTh CBOIO KBATU(UKALIUIO.

3.3. 3HaKOMHUTBCS C NPOEKTaMM pelIeHHH pykoBojcTBa OpraHu3aluM, KacaroIIMMUCS €ro
JeSITEIbHOCTH.

3.4. IlpeacTaBisTh HA pACCMOTPEHHE CBOETO HEMOCPEACTBEHHOTO PYKOBOIUTENS MPEATIOKEHHS
10 BOIIPOCaM CBOEH J€SITEIbHOCTH.

3.5. Tlonywyare oT paboTHUKOB OpraHuzauuu HHQOPMALUIO, HEOOXOAUMYIO  JUIs
OCYILIECTBJIEHUS CBOEH JIEATEIIbHOCTH.

4. OTBETCTBEHHOCTb

3aBenyIOUINil apXUBOM HECET OTBETCTBEHHOCTH:!

4.1. 3a HeucCNONHEHME WJIM HEHaJJIeXallee HCIOJIHEHHE CBOMX  OO0S3aHHOCTEH,
IIPEAYCMOTPEHHBIX HACTOSAIIECH JOJDKHOCTHOM WHCTPYKIMEH, - B COOTBETCTBUU C JIEUCTBYIOIIMM
TPY/ZOBBIM 3aKOHOAATEIbCTBOM.

4.2. 3a mpaBOHapYIIEHUs, COBEPIICHHBIE B TIEPHOJI OCYIIECTBICHUSI CBOCH JCATEIHHOCTH, - B

COOTBCTCTBHUH C ﬂeﬁCTByIOLHHM TpaXXJ1aHCKHUM, AIMUHUCTPAaTUBHBIM u YroJIOBHBIM
3aKOHOJAaTCIIbCTBOM.

43. 3a NPpUYUHCHHUEC MATCpUAJIbHOI'O ymep6a - B COOTBCTCTBHHU C ILCI‘/’ICTBYIOH_[I/IM
3aKOHOAAaTCIILCTBOM.

5. PEXXMM PABOTbI
5.1. Pexum paboThl 3aBEeAyIOMIETO apXHWBOM OIPEAENACTCS B COOTBETCTBHUHU C IpaBUJIAMU
BHYTPEHHETO TPYJOBOT'0 PACTIOPSAKA, YCTAHOBICHHBIMU B OpraHU3aIUu.
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5.2. B cBs13u ¢ IpOU3BOICTBEHHON HEOOXOIMMOCTHIO 3aBEIYIOLINI apXHUBOM MOXET BBIE3KATh
B CTy’K€OHBIE KOMaHAMUPOBKH (B T.4. MECTHOTO 3HAYEHU).

53. Jlns pemieHus ONEPAaTHBHBIX BOMPOCOB IO OOECIEUYEHUIO IPOM3BOJCTBEHHOM
JEeSITeIbHOCTH 3aBEeyIOLEMY apXHUBOM MOXKET BBIICIATHCS CIYKEOHbINH aBTOTPAHCIOPT.

(TOIKHOCTD JIUIIA, COCTABHUBIIIETO (monmuce) (®.1.0.)
HUHCTPYKLUIO)
n n r.
COI'JTACOBAHO:
IOpuckoncynpt
(moamucek) (©.1.0.)
n n r.

C uHCTpyKLMEH 03HAKOMJIEH:
(moamuck) (®.1.0.)
I.

n "

3aganue:

1. MH3yuure NOJKHOCTHYIO HHCTPYKLMIO 3aBEIYIOIIEr0 apXMBOM, 3alUIIUTE OCHOBHBIE
aHHBIE B BUJE CXEM M TaOIHII.

[Topsok BeINONHEHUS PaOOTHI:

1.IToaroToBKa K MPakTUYECKUM 3aHSITHUSIM JOJKHA HAYMHATHCS C U3YYEHUSI COOTBETCTBYIOLIECH
yueOHOM! U cHeHUalIbHOM JUTEPaTyphl [0 TEME IPAKTUUECKOTO 3aHATHS.

2. YCBOMB TMPOYMTAHHOE, HEOOXOJMMO BHHUMATEIBLHO O3HAKOMHUTBCA C COJICP)KAaHHEM,
pCKOMeHI[OBaHHBIX K 3TOfI TEMCEC HOpMaTI/IBHI)IX AKTOB. OCO6€HHO BHUMATCIIBHO cnenyeT OTHECTHUCH K
YCBOCHHUIO T€X HOPMATUBHBIX MPEANUCAHUH, 10 TTOBOAY KOTOPBIX B JINTEPATYPE BEAYTCS TUCKYCCHH.

3. TloaroroBka K MpaKTHYECKUM 3aHATHSAM 3aBepmiaeTcs OQOpPMIIEHHEM HEOOXOIUMBIX
JIOKYMEHTOB.

4.HpaKTI/I‘-I€CK06 3aaHuC HpeILOCTaBHHeTCﬂ B IIMCBMCHHOM BHUJIC nu HpOBepﬂeTCﬂ
MIPETO0/1aBaTEIIeM.

IIpakTnyeckas padora Ne 5

HaumenoBanue: «CucremaTtuzanusi 3HaHUH O IPABOBBIX OCHOBAaX PETYJIMPOBAHMS apXUBHOU
cdepbi».

Henp padoThi: BBISIBUTH WTOTOBBIM YpPOBEHb YCBOEHHS MaTepuana, cOPMHUPOBAHHOCTH
YMEHUH U HaBBIKOB

MarepuanbHO-TeXHUYeCKoe o0ecneyeHne: pacreyaTaHHbIe 3aJJaHus IPaKTUYECKOW paboThI,
KOHCIEKT JIEKIIMH, pydKa, KapaHJall, CTHpaTelbHas PE3WHKA, MeToAudYecKkne pexkomenpauuu, 11K,
JOCTYN B UHTEPHET.

OcHamenue: JIEKIIMOHHBIN MaTepuall, KapTOYKa-3aJaHue.

3ananmne:

- 0XapaKTepU30BaTh TEOPETUUECKHUE MOAXOABI K ONPEAEIECHUIO JOKYMEHTA,

- JaTb COBPEMEHHbIE OMNpPENENCHHUS] MOHATHH  «IOKYMEHT», «JOKYMEHTHUPOBaHHAas
unpopmauus» B ['OCT P 51141-98 «/lenonpousBoACTBO W apXUBHOE Jeno. TepMUHBI U
OIIPENIEIICHUS»;

- BBINKMCATh U3 TEPMHHOJIOTMYECKUX WU SHIMKIIONEINYECKUX CIOBAPEU MOHATHUS «IOKYMEHT»,
«uHpopmanusy. C MOMOIIBI0 KOMIIBIOTEPA MOCTPOUTH CXEMY Pa3IMYHBIX TOJIKOBAaHHUM B MOPSAKE OT
HIMPOKOT0 K O0Jiee y3KOMY €ro 3HaYeHHUIO;

- ONpeAENUTh BUJIbI U CBOICTBA MH(OPMALIMU U BBISCHUTH B3aUMOCBSI3b MOHATUHN «IOKYMEHT»
U «THPOpMALIU».

Ilopsinok BbINOJHEHHS padOThHI:
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1.IToaroToBKa K MpakTUYECKUM 3aHATHAM JOJDKHA HAUMHATBHCS C U3YyYEHHUS] COOTBETCTBYIOIIEH
y4eOHOM U crelManbHOM IUTEepaTyphl O TEME MPAKTUYECKOTO 3aHATHS.

2. YCBOMB TNPOYUTAHHOE, HEOOXOAMMO BHHUMATEIBHO O3HAKOMHUTBCA C COAEpIKaHUEM,
PEKOMEH/I0BaHHbBIX K 3TOW TeMe HOPMATUBHBIX akTOB. OCOOEHHO BHUMATEIBHO CIIEIYET OTHECTUCH K
YCBOEHUIO T€X HOPMATHUBHBIX IIPEANMCAHNM, 110 IOBOY KOTOPBIX B JINTEPAType BEAYTCS IUCKYCCHUU.

3. IloaroroBka K MpaKkTHYECKUM 3aHATHAM 3aBepuiaeTcss OQOpPMIECHHEM HEOOXOIUMBbIX
JOKyMeHTOB. [loMuMO 3TOro, HEOOXOAMMO OTBETUTH HA TEOPETHUECKHUE BOINPOCHI, IOCTABJICHHBIE B
3aJJlaHUH.

4.1lpakTuyeckoe 3aJaHUE MPEAOCTaBISIETCS B IUMCBMEHHOM BHUJE U IPOBEpsETC
IIpenoaaBaTeieM.

KoHTpoJibHbIE BOIIPOCHI:

1. [aiite onpeneneHre apXuBHOMY IIpaBy.
2. [aiite onpeneneHre apXuBHOMY 3aKOHOAATENBCTRY.
3. UYto BKIIOYAET B CeOs 3CTETUUECKHUI KOJCKC apXUBHUCTA?

IMpakTnyeckas padora Ne 6

HaumenoBanue: «/3ydeHne OCOOCHHOCTEW B padoTe BEIOMCTBEHHBIX apXWBOB. CpOKH
XpaHEHUsl JOKYMEHTOBY.

Leas pa0oThbl: BBLSIBUTH HMTOTOBBIH YPOBEHb YCBOCHHS Marepuana, c(HopMHpPOBAaHHOCTH
YMEHHI U HaBBIKOB

MarepuanbHO-TeXHHYeCKOe o0ecneyeHne: pacreyaTaHHble 3aJJaHusl IPaKTUYECKOW paboThI,
KOHCIEKT JICKIIH, py4Ka, KapaH/Jalll, CTUpaTeIbHas Pe3NHKA, METOIMYECKUE PEKOMEHIAlIUN

3aganue:

Onupasch Ha TONyYEHHBIA MaTepuai CTyACHTY, CIEAYeT COCTaBUTh 5 BOIPOCOB.

Bonpoce! 10m&KHBI OBITH COCTABIEHBI IPAMOTHO, JIJAKOHUYHO U UMETh OYEBMJIHBIN OTBET (TakK,
YTOOBI KaXAbIH U3 IPUCYTCTBYIOLIUX MOT Ha HETO OTBETUTH).

Pabora Bemonnsiercss B komanae. Komanaa cocTouT u3 2-X 4elloBeK, T.€. CTYACHTHI — COCEeN
o napte. CaMOCTOATEIHbHOE BHITIOJHEHHUE B CITy4ae OTCYTCTBUSA Maphl HE 3alpeliaeTcs.

Kaxnpiii U3 2-X CTyZIEHTOB, a B cCllydae OTCYTCTBUS Mapbl OJHU CTYJIEHT COCTaBISIOT
CaMOCTOSITENIBHO KaX/IbIi 5 BOIIPOCOB, 3aT€M IIPOU3BOIAT aHAJIN3 TIOJYYMBUIMXCS BOIIPOCOB B IPYIIIE,
aHAIN3HUPYET, PEIaKTUPYET U MPOU3BOAUT 3aMUCH yXKe CPOPMYIUPOBAHHBIX BOIIPOCOB.

[Ipexne yeMm NMPUCTYNHUTH K 3aJaHUI0 IpenojaBaTeib OOBSICHSAET TeMy 33JaHus U IpaBUia
COCTaBJICHUS BOIIPOCOB.

ITopsinok BbINMOJIHEHHS PA0OTHI:

3anuch Ha JIOCKY B TYPHUPHYIO TaOyuily Hanbojee rpaMoOTHO C(OPpMYJIMPOBAHHBIX BOIPOCOB,
OTBETOB U (haMHUJIUI1 CTYJICHTOB, MPE/ICTABIISAIONINX KOMAaH/y — B X0/1€ 03BYYMBAHUS BOIIPOCOB.

damuiu
daMuUIUU CTYAEHTOB CTYJI€HTOB WUJIU
WM Ha3BaHUE Ha3BaHHE Onenka
Bormpoc Otser
KOMaH/Ibl, KOMaH/Ibl, ayIUTOpUU
COCTaBUBILHUX BOIIPOC OTBETHBILNX HA
BOIIPOC
1 2 3 4 5

KoHnTpoJsbHbBIE BONIPOCHI:

1. CpOKI/I XpaHCHUA TOKYMEHTOB B BEJJOMCTBCHHBIX apXHBaXx.
2. Cpoku XpaHEHHs TIOKYMEHTOB B TOCYIapCTBEHHBIX apXHUBaX.
3. YyerHnie JOKYMCEHTBI BEAOMCTBCHHBIX apXHBOB.
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IIpakTnyeckas padora Ne 7

HaumenoBanue: «CucremMaru3aiys 3HaHUH 0 KJIacCu(PUKAIIUU apXUBHOW JOKYMEHTAITHI.

Ileab pa0oThbl: BHIIBUTH HMTOTOBBI YPOBEHb YCBOEHHs Marepuana, c(HOpMHUPOBAHHOCTH
YMEHUI U HAaBBIKOB

MaTrepuaabHO-TeXHHYeCKOe o0ecneyeHHe: pacrieyaTaHHble 3a/1aHus IPAKTUYECKON paboTBhl,
KOHCIIEKT JIEKLIUH, pyuKa, KapaHJalll, CTUpaTeIbHas PE3UHKA, METOJUYECKUE PEKOMEHIALIUN

3aganue:

B nauane 90-x rr. XX B., nocie pacnaga CCCP, Bo3HUKIIO HOBOE rocynapcTBo -- Poccuiickast
Denepanus ¢ HOBOM YKOHOMUUYECKOM OCHOBOM, KOI'Zla MPU3HAIOTCS U 3aIlMIIAIOTCA PaBHBIM 00pazoM
YacTHast, TOCYJapCTBeHHAsl, MyHHIIMIIATbHAsL U UHBIE ()OPMBI COOCTBEHHOCTH.

V3MeHeHMs, MpOUCLIEANINEe B CTpaHe, KOCHYJIHUCh W apXUBHOM cdephl. ['ocynapcTBEHHBIH
apxuBHbll ¢ong CCCP Obin mepemmenoBan B ApxuBHBIA (oHI Poccuiickoit ®enepaunu. Ho
U3MEHWIOCh HE TOJIbKO Ha3BaHME, HO M caMa OpraHu3alus JOKYMEHTOB M Jell ApXMBHOro (oHaa
Poccniickoit denepanuu, KOTOpas OCYIIECTBIAECTCS TENEPh M0 CIEAYIOLUUM IIPU3HAKAM:

1) mo ¢oopmam COOCTBEHHOCTH;

2) mo BUAAaM HOCHUTENEH, crioco0am U TeXHUKE 3aKperyIeHuss HHPOpPMAaInu;

3) no cpokam XpaHEeHHUS.

3aganue:

1.OTBETUTH HA BOIPOCHI;

2. [IpenocTaBUTh OTYET O MOCEIIEHUN APXUBHOTO YUPEXKICHUS.

3aganme:

Knaccupunuposare (pa3zgenuTs Ha TIpyNNbl) HWKENPUBEIECHHBIE apXuBHbIE (OHABI B
COOTBETCTBUU C U3BECTHBIMU BaM Mpu3Hakamu knaccudukanuu 1okymeHToB 'AD CCCP u AOPO.

1. ®onpg Kanuensipuu HoBropojckoro ryoepuaropa 1803-1926 rr.

2. ®onn Hosroponckoro ry0epHckoro wucnonkoMa CoBeTa pabo4MX, KPECThSIHCKUX MU
KpacHoapMmeickux aenyraroB. 1917 -1927 rr.

3. ®onpg Obmero codpanus ['ocynapcrsennoro Cosera 1810-1917 rr.

4. ®onx HoBropoackoro rydepHCKOTO kaHIapMckoro ynpasienus. 1834-1844 rr., 1848- 1917
IT.

5. ®onx JlemsHckoro pailoHHoro wucnoikoma CoBera pabo4MX, KpPECThIHCKUX U
KpacHoapMmelckux nenyratos. 1927-1960 rr.

6. ®onp ['ocynapcrBennoit Jlymor 1906-1917 rr.

7. @oHJ bOopoBUYCKOrO ye34HOTO PeABOAUTENS ABOpsHCTBA. 1847-1917 rr.

8. ®ong Hosropockoro rybepHckoro npokypopa. 1922- 1927 rr.

9. ®onp komutera MUHUCTPOB. 1802-1905 rr.

10. ®ong Crapopycckoii ropoJickoi aymsbl. 1859 r.

11. ®onpg Cratuctuueckoro ympasieHuss Horopoackoit obnactu. 1940, 1943-1956 rr. 12.
®onp 2-ro oraenenus CoOCTBEHHON €ro MMIEepaTOPCKOro BeInyecTBa KaHuenspuu. 1826- 1882 rr.

13. ®ong Hosropoackoii 3emckoit ynpassl. 1865-1918 rr.

14. ®ong Crapopycckoro ye3qHoro BoeHHOro kommuccapuara. 1918-1926 rr.

15. ®onp Kannensapuu renepan-npoxypopa Cenara. 1797-1802 rr.

Ilopsinok BbINOJHEHHS PadOThHI:

1. PaboTta ¢ yueOHUKOM.

2. OTBeThl Ha BONPOCH yueOHUKA

HcTopus pa3BuTHs apxuBa.

Cratyc apxuBa, €ro NoJYMHEHHOCTh

3. Ilocemenne apxuBa 3a04HO, YEPE3 CAUTHI.

KoHTpoJibHBIE BONIPOCHI:
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1. ITo kakuUM TpU3HAKaM ONpeAessieTCs OpraHu3alys JOKYMEHTOB M Jell ApXUBHOrO (oHIa

Poccuiickoit deneparnumu.

IMpakTnyeckas padora Ne 8
HaumenoBanue: «OCBOEHHE MPUEMOB 1O YYE€TY U OOCCIICUCHUIO COXPAHHOCTH JOKYMEHTOB

Apxusnoro ®onna Poccuiickoit deneparum.

Leas pa0oThbl: BHIIBUTH HMTOTOBBIH YPOBEHb YCBOCHHS Marepuana, c(HopMHpOBaHHOCTH

YMCHI/Iﬁ 1 HAaBBIKOB

MaTepHaJILHO-TeXHI/I‘leCK()e o0ecneveHnue: pacrcuyaTaHHbIC 3aJaHUA HpElKTPI‘-ICCKOfI pa6OTBI,

KOHCIICKT HeKHHﬁ, pPYydKa, KapaHaail, CTUpaTejibHasa pE3nHKA, MCTOAUYCCKUEC PEKOMEH AU

OcHameHnue:
®d3 «O6 apxuBHOM Jene B Poccuiickoit denepanumy
Y4eOHO-MeTOINYeCKOe 0CO0He «APXHUBOBEICHUEY;

HuTtepHer - pecypcesr;
KoHcrekTs! JeKuii.
3aganue:

1. Byunts BuABI, 337aud W (PYHKIUH TOCYIapCTBEHHBIX, MYHHIIMIIAIBHBIX apXuBoB. Ha
IIpUMepE KOHKPETHOTO apXUBa CIEIaTh aHAIU3 ACATEIbHOCTH apXUBA.
2. [ToaroToBUTH COOOIIEHUE O TOCYIAPCTBEHHBIX U MYHHUIIMITATBHBIX apXuBax Pd

3. [MoaroroButs uHpopmarmio o MKY «"oponckoit apxusy r. Akyrcka. OTpa3uTh BOIPOCHL:

A) MHcropus BO3HUKHOBEHUS M pa3BUTUS apxuBa. MecTOpacrnojoXKeHUe, KOJIMYECTBO
COTPYAHHUKOB.
b) CocraB ¢poHIOB U TOKYMEHTOB.
B) Kakyto posb urpaer apxuB B )KM3HU T'OpOJa.
I') Osnagerp ymMeHMSIMH pabOTBl C HOPMAaTUBHO- METOAUYECKMMM HCTOYHHKAMU,
3JIEKTPOHHBIMU PECYpPCaMHu.
Ilopsinok BbINOJHEHHS padOThI:
1. ITouck u aHanu3 MaTepuasna, KOHCIIEKTUPOBAHUE;
2. 3anonHUTH Tabuiy dexepabHble TOCYAAPCTBEHHBIE apXUBBI Poccuu:
KomnuectBo | Cocras
Mecto I'on
HazBanue apxuBa ¢$oHIIOB, | JOKYMEH
HaXO0X/IEHUs CO3/aHUS
exl. Xp. TOB

I'ocynapcrBennslii apxus PO
I'A PO

Pocculickuit rocy1apCcTBEHHBIN
apxuB npeBHUX akToB PIAJIA

Pocculickuil rocy1apCcTBEHHbBIN
ucropudeckuii apxus PTUA

Poccuiickuit rocy1apCcTBEHHBIN
BOECHHO-UCTOPUYECKHUN apXUB
PI'BUA

Pocculickuit rocynapCcTBEHHBIN
apXH1B BOEHHO-MOPCKOro ¢JioTa
PITABM®

Pocculickuil rocy1apCcTBEHHbIN
apxuB SKOHOMHUKH PI"’AD

Pocculickuil rocy1apCcTBEHHbIN
apXMB JINTEPATyphl U HCKYCCTBA
PT'AJIN

Pocculickuil rocy1apCTBEHHbIN
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BOeHHBIN apxuB PI'BA

Pocculickuil rocy1apCTBEHHbBIN
HUCTOpUYECKUi apxuB JlanbHero
Bocroka

Poccuiickuii rocyiapcTBEHHbBIN
apXHUB HAYYHO-TEXHUYECKON
noxkymenTtanuu PCAHT/]

IlenTp XpaHeHHs CTPaxOBOro
donga [IXCD

Pocculickuit HayuHO-
HCCIIEIOBATEIbCKUM LIEHTP
KOCMHMYECKOU TOKYMEHTAllUH
PHUIIK

Pocculickuit rocyjapcTBEHHBIN
apX¥uB KUHO(POTOIOKYMEHTOB
PI'AK®/]

Poccuiickuii  rocynapCTBEHHBIN
apXHUB COLUAIBHO-TIOJIUTHYECKON
uctopuu PIACIIN

3. ®opma npeaocTaBiICHUs pe3ysibTaTa;

4, IToaroroska HpeBeHTaHHﬁ, COO6I_I_[6HI/II71 0 IroCyAapCTBCHHBIX apXUBaX CTPAHBI.

IIpakTuyeckast padora Ne 9

HaumenoBanue: KonTtposbHas paboTa 1o uToram ceMecTpa.
Lenap padoThl: BBISIBUTH WTOTOBBIM YpPOBEHb YCBOCHHS MaTepuana, CHOPMUPOBAHHOCTH

YMEHUI U HaBBIKOB

MaTepHaJILHO'TEXHI/I‘IECKOE o0ecreuenue: paciiedaTaHHbIC BOIIPOCBI HTOI'OBOr'o TECTa,

pyuka, KapaHjaill, CTUpaTesibHas pe3uHKa
3apanmue:
IMucbMeHHO OTBETHTE HA CJIeAYIONIHe BONPOCHI:
1. [aiiTe onpeneneHue apXxuBHOMY IPaBy.

2. [aiite onpeneneHne apXuBHOMY 3aKOHOAATENbCTRY.
3. YTo NOHMMAETCs MO yYETY apXUBHBIX JOKYMEHTOB?
4. Kakue ToOKyMeHTBI OTHOCATCSA K BHYTPEHHUM YYETHBIM JOKYMEHTaM apXxuBa?
5. OCHOBO¥ Yero CIyXKUT KapTouka ona?
6. KeM yTBepxkaaeTcs, COrIacoBbIBACTCS U MOANNCHIBAETCS JODKHOCTHAS MHCTPYKIUSA?
1. VY4eTHbIE TOKYMEHTHI BEJIOMCTBEHHBIX apXUBOB.
8. YKaXuTe OCHOBHOM 3aKOH, PETYIUPYIOLIUNA apXUBHOE J1€710 B PD.
9. [lepeuncnure cocTaB HOPMATUBHO-TIPABOBOM  0a3bl  JAESATEIBHOCTH  OTAEIBHBIX
rOCyIapCTBEHHBIX U MYHHUIUIAJIBHBIX aPXUBOB.
10.  CocraB apxuBHOTO poHIa PD.
Iloka3aTe/in OLlCHUBAHNUSA
HaumenoBanue OIIOP | 25 6annoB 20 6as10B 15 6aauioB 10 6an10B
1.Bnanenue 3HaHUAMH 3HaeT u 3HaeT u B nemom He packpriBaer
TEPMHUHOJIOTHH MTOHUMAET MIOHMMAET IIOHMMAET, HO coJiepyKaHue
TEPMUHBI U TEPMHHBI U JIOTTYCKaeT TEPMHUHA,
OnpeeIcHus OTIpe/ieNIeHus], HO | OIIMOKH B HEYMECTHO
JIOITyCKaeT 3HAHUU MIPUMEHSIET
HE3HAYUTENIbHbIE | TEPMUHOJIOTUU U | TEPMHUHBI
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OILINOKU OTpeeIeHUH,
UCIIpaBJIseT
rnocJie
3aME4YaHUI
2.0dopmiteHne 3a1aHui 3amanus 3amanus 3amanus Odopmiienne He
odopmiisier odopmitsieT BBITIOJTHSIET COOTBETCTBYET
AaKKypaTHO B aKKypaTHO, HO HEaKKypaTHO, CO | TpeOOBaHUAM
COOTBETCTBUU C | UMEIOTCS 3HAUYUTEIbHBIMU
TpeOOBaHUSIMU 3aMEeYaHUs 3aMEYaHMSIMHU.
MpenoiaBaTes,
B COOTBETCTBHUH C
I'oCT
3.ApryMeHTUpOoBaHHOCTh | B nmucemenHoi u | B nucemennoit u | [IpuBoaurt [IpuBoaut
CYKJIEHUH, IIUPOTa YCTHOU pedn YCTHOU pe4yn IIPUMEPBI, [IPUMEPHI,
Kpyrosopa MIPUBOJUT MIPUBOAUT OIMUCHIBAET GbakThI,
MIPUMEPBHI, IpUMEPHIL, SIBIICHUS, (PAKThI, | OTIMCHIBACT
(bakTsl, GbakThI, HO 3aTpYyJHSETCA | SIBJICHUS, HE
OTHCHIBACT OTIUCBIBACT B JIOTUYECKOM JIeaeT BBIBO/IBI,
SIBJICHUS, SIBJICHMUS, U3JI0KEHUH, CpaBHEHUs
MIPOU3BOIUT MIPOU3BOIUT aHaJuse,
CpaBHEHUS, CpaBHEHUS, CpaBHEHUHU,
aHaJIn3, JeJ1aeT aHaJIN3, JIeNIaeT BBIBOJIaX
BBIBO/IbI BBIBOJIbI, HO
3aTpyAHSIETCS B
MIOCTPOECHUHU
JIOTUYECKOTO
W3JI0KEHUS
MaTepuaia
4. Bpems Ha Cobmtoienue IIpeBbllieHne [IpeBpiieHnE IIpeBbilieHue
BBITIOJTHCHUE 3aJaHUS BpeMs U BpEMEHU BpEMEHU BpEMEHU
MOATOTOBKH BBINIOJIHEHMS HA | BBIIIOJIHEHUS HA | BBINOJHEHUS Ha
3aganus, cpokoB | 10 % 20% 30 u 6oxee %

cIayd 3aJlaHuM.

Kpurepun onenuBanus

KosanuecrBo 6a/10B YpoBeHnb c(hpopMHPOBAHHOCTH Onenka

85-100 NOBbIIIEHHBII «OTJIMYHO»

71 -84 JXOCTATOYHBINI «XOpPOLIO»

50-70 NOPOrOBbIN «YAOBJICTBOPUTEIbHO)
MeHee S50 KOMIeTeHIUsl He chopMUpOBaHA «HEeY/0BJIETBOPUTEJIHLHO»
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IIpakTuuyeckas padora Ne 10

HaumenoBanue: «Cucremarusanysi U XpaHEHUE TOKYMEHTOB TEKYILIEIO apXUBay.

Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHs, MPOAODKUTH CHCTEMATHU3ALMIO0 3HAHUH,
BBISIBUTh YPOBEHb YCBOEHHUS Marepuaia, Cc(OpMUPOBAHHOCTHM YMEHMH U HaBBIKOB, HAYy4HUThCS
0(OPMIIATH MPOTOKO.

MaTepuaibHO-TeXHHYeCKOe o0ecneyeHHe: pacrieyaTaHHble 3a/1aHUs IPAKTUUYECKON paboThl,
KOHCIIEKT JIEKLIUH, pyuKa, KapaHJalll, CTUpaTeIbHas PE3UHKA, METOJUYECKUE PEKOMEHIALIUN

3aganue:

CocTaBUTb OIIUCH J1eJI CTPYKTYPHOIO MOApPa3/iesIeHHUsl.

Onuch JOKYMEHTOB IIPEIACTaBISET COOOM CHpPAaBOYHUK, KOTOPBIH PpAacCKpbIBACT COCTaB MU
coJiepKaHre JOKYMEHTOB, CHCTEMAaTH3UPYET M YUYHUTHIBAET UX BHYTPH Bcero Habopa JOKYMEHTOB.
CocraBneHue omnMced — 3TO BaKHBIM 3Tal B apXUBHOM 0OpabOTKE M YNOPSJIOYEHUM JIOKYMEHTOB,
ENIBI0 KOTOPOTO SIBIISIETCSI HE TOJIBKO COXPAaHHOCTh JOKYMEHTOB, HO M UX YETKOE 0(OpMIICHHE.

1. OdopmiieHre onucu TOKYMEHTOB BBINOJIHANTE Ha (UPMEHHOM OJlaHKE OpraHu3aluu (eciu
TAaKOBOH HMeeTcs). DTO He SBISETCS 0053aTeIbHBbIM, HO KEJIaTelIbHbIM TPEOOBAHUEM K INOJOOHBIM
JOKyMeHTaM. B mo60oM ciryyae HaMMEHOBaHHE OPraHU3alUH JIOJDKHO OBITh YKa3aHO.

2. IlponumuTe 3arojlOBOK, KOTOPbI JOKEH COJEp)KaTh HH(OpPMAaLMIO, OIpenesIoLIyIo
IIPUHAJUIEKHOCTh JOKYMEHTOB, BHECEHHBIX B onuchk. Hampumep, «Onuce NOKyMEHTOB IO JIMYHOMY
coctaBy», «Onuch JOKYMEHTOB, MMEIOLIUXCS B aTTECTalMOHHOM jeney», «Omnuch JOKYMEHTOB I10
nozxpasfesieHussM» U T.4. Ecny B opraHusanyy COCTaBICHUE OMMCEH BEAETCs PETyJIpHO, MPOIUILINTE
MOPSIAKOBBIM HOMEP OIHCH.

3.Co3naiite TabnMIly, COCTOALIYI0 U3 cCleAyroumx pasznenoB: «Ne mn/m», «HaumeHoBanue
JNOKyMeHTa», «KoJM4yecTBO JMCTOB B JIOKYMEHTE». 3allOJIHUTE BCE MepeuucieHHble nois. llpu
HE00X0IMMOCTH 100aBbTE yTOUHsIOLIME cToa0LbI B Tabauny. Hampumep, «Ctpanunpsi ¢ mo  »,
«Howmepa crpanuny, «llenHocTey, «lIpumeyanue» u T.1.

4. Tlon Tabnuued HaNMIIUTE, CKOJBKO HMTOTO JIMCTOB, JOKYMEHTOB MJIM 3K3EMILUISIPOB BBI
BKJItOUaeTe B onuck. [Iponumure nudpamu u nponucsto: 3 (Tpu), 25 (ABaaLATh NATh).

5. 3aBepHIMTE COCTaBJICHHE ONUCH MOJAIUCAMHU PYKOBOIUTENIECH OpraHu3alud, TaK WU UHA4e
OTBETCTBEHHBIX 3a oO(QopmiieHHe JaHHOM omnucHu (MHCHEKTOp OTHela KaJpoB, 3aBEAYIOLIUN
OPOM3BOJACTBOM M T.A.). IIponummTe MOJHOCTHIO HAWMEHOBAaHUE JODKHOCTH PYKOBOAUTENS U
pacuudpoBKy ero ¢paMuiauu, UMeHU U otdecTBa. Eciu HeoOxoaumo, BrirouuTe B 1okyMeHT O.1.O. u
MOJIKUCH JINLIA, CAABILIETO U MPUHSABIIETO JOKYMEHTBHI.

6. YKaxuTe TakKe JaTy COCTaBJIeHHs JAoKyMeHTa. OHa MoeT OBbITh pacrojoXeHa Kak B
KOHIIE, TaK U B HayaJle OIIUCH, KakK CJIEBa, TaK U CIIpaBa JOKyMeHTa. [leqats opranusanny Ha ONKUCH HE
CTaBUTCS.

7. Onuchk TOKYMEHTOB COCTaBIIIETCS B JIBYX 3K3EMIUISAPAX: OJMH OCTA€TCS B OpPraHU3AlNH,
JIpYroi IpeabsBIsIeTCs [0 MECTY TpeOOBaHUs

Haubonee yacto B opranu3anuy BO3HUKAeT HEOOXOIMMOCTh B COCTABICHUN OIUCEH Jelt:

. B JICJIONPOM3BOJACTBE — TMpPU TOJATOTOBKE JOKYMEHTOB JUIsl IEpeladyd B apXHB
OpraHu3aiuy (Takue ONMUCH Ha3bIBAIOT OMHUCSIMHU JIeJI CTPYKTYPHBIX MOJPA3/AeICHUN UM CIATOYHBIMU
OMMCSIMU JIEN);

. B apxuBe — MpPHU HAYYHO-TEXHHUYECKOW 00palboTke nen (BKJIIOYaeT MeperyieT WM
MNOJNUIMBKY HUX B TBEPAYIO OOJOXKY), IPU ATOM OIKMCH COCTABJSIIOTCS Ha Jefla M0 Pa3InyHbIM
KaTeropusM (Harpumep, MOCTOSHHOT'O XpaHEHHUs, [0 JINYHOMY COCTaBY) WIHM Ha clieU(pHUUEcKue aena
JOJITOBPEMEHHOT'O XPAaHEHUs, XapaKTepHblE MJs JAEATEeIbHOCTH KaXJAOW oOpraHu3aluu (Hay4dHO-
TEXHUUYECKasl JOKyMEHTalus (IPOEKTHas, TEXHOJIOTUYECKAs, KOHCTPYKTOPCKas, Hay4Has), JOKYMEHTBI
3amuceil HoTapuadbHBIX ACHCTBUHN, (DOTOTIOKYMEHTHI, CyAeOHbBIC, CIICICTBEHHBIC JIea U JIp.).
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JIrobast omuch COACPKHUT MEpEeYeHb JeNl W NpeAHa3HayeHa JuId WX Yy4eTa M PaCKPBITHS
coJiepKaHus, 4TOObl B JaJIbHEHIIEM €€ MOYKHO OBLIO MCIIOJIb30BaTh B CIIPABOYHBIX LENAX U B LENAX
OIIEPATUBHOI'O IIOUCKA JOKYMEHTOB.

IIpakTuyeckasi pa6ora Ne 11
HaumenoBanue: «Odopmienue GopMbl macrmopTa apxuBa.
Iesanb paGoThl: OCYIIECTBUTH KOHTPOJb OOYYEHHS, MPOJODKUTh CHCTEMAaTH3aIuI0 3HAHHH,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB
MartepuajibHO-TeXHHYECKOe o0ecniedenne: Omanku, [1K, MmeTonuueckre peKOMEH1alluu

3ananme:
1. N3yunTe pekoMeHAaIu 110 3aI0JIHCHHUIO TTacIopTa apXuBa (CM. TIPE3CHTAIIHIO);
2. I/ICHOJIB3y$I HpOI/ISBOHBHBIe JAaHHBIC, 3aII0JTHUTC nacnopT apXI/IBa

IIpakTuuyeckas padora Ne 12
HaumenoBanue: «Odopmienue nucra GoHaa».
Leas paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMs, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, COPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuanbHo-TexHU4YecKoe o0ecnieuenue: 6nanku, [1K, meToquueckue pexkomeHauu
3aganue:
Ob6pa3err;
JHCT ®0HJAN1

000 «Pagocter 14 anpems 2020 roga

Kpafiare gaTel Ea00ro HasEaHHE QOHA Haseanme doEga

1 2

14.04 2020 — 000 «Pagoctsy

1. Yuer HeOOHCAHHKX JOEYMEHIOE

Jara Hazgaume, N ® gata IMocTymaesne BribrrTEe Hanmame

JOEYMEHTE, 00 EOTOPOMY

OOCTYIEIIH HNH ERIOEBLTH
HOEYMEHTE

SAMHCH (ocTaToK)

Kommaecteo | Kpafirme | Koammecteo | Kpafieme | Beero gen

men men

SATEL HATHI
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2. Ywer onnemooaex goxysenton

Iata Homep

TRLIE N onnen
1001

Non Hasvanne IMoctyn

wa xp

1 3 6

10 1 12 13

14

1O JANMNOMY COCTRIY

KOMINECTRE xpaftore aare

o Xp

T 2020

T1z.06. | 01
2000

2020 Onnen Nol 20 20

1.M3yunte obpasern 3amonHeHus aucta GoHaa

2. 3anonHuTe OMaHK JKcTa POH/A MO IPEICTaBICHHOMY 00pas3Ily.
JIUCT ®OHJA N

20 2020

2020

(MecTonaxosxaenue (ponna (HaMMEHOBaHUE

OpraHu3aluy, rae XpaHuTcs GoHx)

JIOKYMEHTOB (poHa)

([aTa nepBoro nocryrieHus

Kpaiinue natel Kaxa0ro Ha3BaHUS

Haspanwne ponma

dbonga
1 2
1. Y4eT HeonmMCcaHHBIX JOKYMEHTOB
Hara | HaszBanue, N u nara [Toctynnenue Bri6biTHE Hamnune
3aIHCH AOKYMCHTa, 1O (ocrarok)
KOTOPOMY
ITOCTYTHIIN UITH Komnuectso | Kpaiinue | Konmnuectso | Kpaitaue | Beero aen
BbIOBUIN JOKYMEHTBI e aThl nen aThl
1 2 3 4 ) 6 7
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2. Y4er onucaHHbIX JOKYMEHTOB

Hata | Home | I'o | Hasanume | [Toctymun Bri0biTHE Hanuuue (ocraTox)
3ammc p I | omucu mnM | O en. Xp. K o B B
" OLIICH AHHOTALIN OJINYECTB CHOBaHHE TOM YHCIIE IO TOM YHUCIIE:
el JOKYMEHTO 0 el1. Xp. BBIOBITHS OTIHCSIM,
B (HasBaHue, VTBEPIKICHHBIM MOCTOSTHHOTO XPaHEHUs 0 TMYHOMY COCTaBY
mara, N SIlK. Ko W3 HUX I10 OITUCSM, KOJIMYECTB | KpailHue
AOKYMEHTa mnd || yrBepakaeHHbM OIIK | o ex. xp. JIaThI
. ecT -
Komiuect | Kpaiihn | - || KOTHYECTB | KpailHKe
BO €/ Xp | € JaTh || o 0 JaThI
Xp. ell. Xp.
1 2 4 5 6 7 8 9 11 13 14 15 16
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IIpakTuyeckas padora Ne 13

HaunmenoBanue: «CocTaBlicHUE TEXHOJOTHH y4eTa JOKYMEHTOB B apXUBE.

Heap padoThI: OCYINIECTBUTH KOHTPOJIb OOYYEHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHaiia, chOpMHUpPOBAaHHOCTH YMEHUN U HABBIKOB

MarepuanbHo-TexHU4YecKkoe odecneuenne: [1K, MeTomuyeckne peKOMEHIAIIUU, KOHCIIEKTHI
JIEKIIUH

3ananmue:

CocTaBbTe CXeMy TEXHOJIOTHH y4eTa JOKYMEHTOB B apXHBE.

IIpakTuyeckasi padora Ne 14

HaumenoBanue: «OdopmieHne axkTa MpHeMa-Tiepefadd JTOKYMEHTOB IPH  CMEHE
PYKOBOIMTESI apXUBaY.

Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHs, MPOAODKUTH CHCTEMATHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MaTtepuajibHO-TeXHHYeCKOe obecnieyenne: 6manku, [1K, MeToguueckne pekoMeH auu

3aganue:

1.M3yunTte GnaHk akTa npuema-nepeaayn JOKYMEHTOB [P CMEHE PYKOBOAMTENS apXUBa.

2. OT™MeThTe HEOOXOAUMBIMH IIBETAMU SUYEHKHU, B KOTOPBIX HY>KHO 3aMUCaTh:

. HOMEp aKTa — 3€JIEHBIM;

. JlaTa MpHUKa3a — CHHUM;

. 00II1ast XapaKTEPUCTHUKA COCTOSIHUS JIOKYMEHTOB — JKEIITHIM;
. IOJITUCH HOBOT'O PYKOBOAMTENSI apXUBa — FOJTYOBIM.

. 3aMOJIHUTE aKT IO CIEAYIOLIUM YCIOBUSAM:

Haumenosanue opranuzanuu: OO0 «lIpodu», r. Jlenck, nupextop ®émopos A.IL., akt Ne 2,
yrBepxkaAcHHbIN 14 Hos0ps 2020 roma. Ilpukaz o co3gaHMM KOMHUCCHM Ul Mepeladud Jell
nepenatoniero [nomkuna T.J{. npunumaromemy Konkuny A.B. Ne 58 ot 13.11.2020 roga B cocraBe
npencenarens (PO crynenta), uieHoB komuccuu (5 nponsBoiabHbIXx MO cTyneHTOB rpynisl).

[TpunsTo 25 gen, 2 OL, 10 ex.xp.ctpaxoBoro ponAa u 3-x onucei B ? 3K3eMIUIIpax.

CocTosiHME JOKYMEHTOB, ITIOMEILEHNs, 000py10BaHUs O€3 3aMEUaHUH.

W A WM —

IIpakTnuyeckas padora Ne 15

HaumenoBanme: «CucremMatusanus M XpaHEHUE JIOKYMEHTOB TEKYLIEro apXuaa.
dopMHUpOBaHHUE CITPABOYHOTO arlnapaTta, 00eCeynBaroIIero ObICTPBIN MOUCK T0KYMEHTOBY.

[eas paGoThl: OCYIIECTBUTH KOHTPOJb OOYYEHHS, MPOJOKUTH CUCTEMATH3aIllUI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CGOpMUPOBAHHOCTH YMEHUI U HABBIKOB

MarepuaibHO-TeXHHUYECKOe o0ecnieyenne: Onanku, [1K, MmeTonuueckre pekoMeH1aluu

3aganue:

COCTaBUTh CBOJHYID HOMEHKJIATypy Jneid N- yupexaeHus OaHKa Ha MNpeACTOSIIMM
KaJeHJapHbli roa. Henocraromnuye pekBU3UTHI 100aBbTE CAMOCTOSATENBHO.

CJIY/KBA n10kyMeHTallMOHHOTO o0ecneyeHHsl YIPaBJIeHUs

e JIokyMeHTBI (3aKOHBI, YKa3bl, MOCTAaHOBJIEHUS, PACHOPSDKEHUS) BBICIIMX OPIraHOB BIACTH
Poccuiickoit ®enepanuu. Konuu. Jlo MunoBanust HaoOHocTH cT. 1 (0);

o [Tostoxxenue o cimyx0e Jeonporu3BOACTBA U IOJKHOCTHBIE HHCTPYKIUN paboTHUKOB. Konuu.
3r. OlIK ct. 17. [locne yrBepxkaeHusl.

o [IpoTOKOJBI, CTEHOIpaMMBl 3acellaHUil coBeTa ydpeauTenel, HaOJI0JATENLHOTO COBETa
0aHKa, TOKYMEHTHI K HUM (3aIMCKH, CTIPpaBKH u Ap.). [locTosiHHO CT. 5 (a).

e HopMaTBHBIE M METOAMYECKHE JIOKYMEHTHI OaHKa (MHCTPYKIHUH, MOJOXEHHS, MpPaBUIIa).
ITocTostHHO CT. 8.

e HopmaTuBHBIE U pacnopsauTenbHble TOKyMeHThl LlenTpanbHoro 6anka P® (uHCTpyKIHMH,
MOJIO’KEHUS, yKa3aHus, MPUKa3bl U Ap.) /1o 3aMeHbI HOBBIMH CT. 9.
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OTJIEJI AKTUBHO-ITACCUBHBIX ONTEPAIIMIA

o [Tonmoxxenue 06 ynpasinennn. Kommust.3 I'. DIIK CT. 17. [Tocne yrBepxkaeHusI.

e [Ipuka3el u pacnopsokenust I[lpencenarenss npasnenust Oanka. Komuu. Jlo MuHOBaHHS
HazxoOHOCTH CT.6.

e HopmaTHBHBIE TOKYMEHTHI (MHCTPYKLMH, MOJIOKEHUs, nucbMma) LleHTpansHoro Oanka PO.
Munduna PP mo Bompocam mpoBEACHHUS pacyeTHO-IEHEXKHBbIX ornepanuid. Komwm. Jlo 3ameHbI
HOBBIMH. CT. 15.

e JIokyMeHTHI (BBIMUCKHU U3 IITaTHOTO PAaCHUCAHUSs, MPEJCTaBlIeHUs, IpaduK OTIYCKOB U JIp.)
10 OpraHu3anuu paboThl ¢ KaJpaMu B yrnpasieHuu. 1 r. ct. 356.

e JlokyMeHTBI (CHpaBKH, pacueThl, 3aKJIOYEHHUS) O BO3BpaTe KPEIUTOB, HAXOMASIIUXCS B
COCTaBe TOCYAApCTBEHHOTO J10JIra U oxoAax no Hum. [locrosinuo.cT.81.

OTAEJ HEHHbBIX BYMATI

e [Tonnosxenne 00 oTAENE U JOJKHOCTHBIE HHCTPYKIMU pabdoTHHKOB. Kommu. 3 r. OIIK crt. 17.
[Tocne yTBepxkaeHuUS.

e Pernament pabotsl genosutapus. 3r. ct. 10. [Tocie 3aMeHbl HOBBIMH.

e HopmatuBHbIE [TOKYMEHTHI (IIOJIOKEHUS, WHCTPYKIMH U Jp.) IO JEHO3UTapHON Jes-
TEIBLHOCTH. J10 3aMEHbI HOBBIMH. CT. 15.

e [Ipukasel u pacnopsokenus [lpencenarens mpasnenust O0anka. Komuu. /Io mMuHOBaHus Ha-
no6HoctH. cT. 19.

o Cityxe0OHble 3aMiCKH 10 HalpaBleHUsAM aeareiabHocTu otaena. S aet DIIK cr. 43.

o JInuHbIe N1eNa KIMEHTOB (JOTOBOPHI, aHKETHI, KAPTOUKH BJIAJICIBIEB [IEHHBIX Oymar). 3 T. CT.
262.

e [lanika omepanMOHHOTO AHS (3aJI0rOBbIE PACIOPSDKEHHUS. CallbJIOBbIE BEAOMOCTH, YKypHall
omnepanronucTa). 3 r. cT. 396.

Cnpasounvie 0aHHble:

Benymmuii sxenepr 1o kaapam

3aBenyIoUil apX1UBOM

HavanpHuk oTAe/1a akTHBHO-IIACCUBHBIX ONEparuil

HavanpHuk oTaena neHHex Oymar

Cekperapb

2.IlucekMeHHO oTBeThTE Ha Bompockl: Onpenenenue omnucd. K kakuM  J10OKyMeHTam
COCTaBJISIETCS ONUCH?

IIpakTnuyeckas padora Ne 16
HaunmenoBanme: «CocraBienne HHPOPMAIIMOHHON XapaKTEPUCTUKH JJOKYMEHTOB U JIEJ.
Leab paGoTbl: OCYLIECTBUTH KOHTPOJb OOyuYeHHs, NMPOJODKUTh CHUCTEMATH3alMI0 3HAHWMA,
BBISIBUTh YPOBEHb YCBOCHUSI MaTepHaia, c(popMHUpOBAaHHOCTH YMEHUN U HABBIKOB
MarepuaibHO-TeXHHYecKOe oOecnedyenue: Onanku, IIK, meroanueckue pexkoMeHIaluy,
TeTpanb, pydKa
CnpaBoynas nngopmanus:
NudopmanuoHHbIe XapaKTEePUCTHKH JOKYMEHTOB M J1eJI
NHpopMallMOHHBIMM XapaKTEPUCTUKAMU KaXKJOro Jeja, KOTOpble pPACIONaraloTcsi Ha ero
00JIOXKKE, SIBISFOTCS:

. Ha3BaHHUE OPraHM3ALMH C yKa3aHHEM BBILIECTOSIIEr0 BeIOMCTBA (€CIIM OHO €CTh);

. Ha3BaHME (Quiuana WM MPEJCTAaBUTENbCTBA (€CIM TPOBOJUTCS OINHMCAHUE UX
JIOKYMEHTOB U JIEN);

. Ha3BaHUE CTPYKTYpHOU yacTH (QyHKIUHU, OTPACIH);

. MHJEKC Jieia 10 HOMEHKIIATYpeE;

. 3aroJIOBOK Jie/1a U aHHOTaLus;
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. KpailHUE JaThl JOKYMEHTOB JIEJIa;

. KOJIMYECTBO JIUCTOB;

. apXMBHBIN MHUP.

Ha3zeanue opzanuzayuu sBIsSeTcss B TO e Bpems U HazBaHueMm Qonpa. Jlaercs monHoe
HAaNMEHOBAHMUE YYPEXKJEHHUS C YKa3aHHEM BEJIOMCTBA, B CHUCTEMY KOTOpOro OHO BXxomuT. Ecmu
uMeeTcsi oUUUaIbHO MPUHITOE COKpAIIeHHOE HAaMEHOBAaHHE, OHO YKa3bIBae€TCs B CKOOKax Iocie
IMMOJIHOT'O HAMMCHOBAHUSA YUPCIKACHUA.

Ecnu Ha3BaHWe opraHu3allid MEHSJIOCh WJIM JI€J0 U3 OJHOIO YUPEKIEHUs NepenaBaloch B
Jpyroe, TO Ha 00J0XKKE YKa3bIBaeTCs MOCIIEHEE HA3BaHUE.

Ha3zeanue cmpykmyphoit yacmu noMoraeT ObICTPO U NMPaBUIBHO MPOBECTH KJIacCUPHUKAIUIO
Jien BHYTpU apxuBHoOro ¢onna. Eciu yupexieHue He UMeNOo CTPYKTYpPHI, TO YKa3bIBAIOTCS (PYHKIUU
WM OTPACIH JIEATEIBHOCTH 3TOTO YUPEXKACHUS, HAIPUMED «PYKOBOJACTBOY», KKOHTPOJIb» U T.J.

Huoekc oena no HomenKkiamype ynpouaeT CUCTEeMaTU3AIMIO JIe)I BHYTPU apXUBHOTO (OHIIA,
yKa3bIBasl Ha CTENEHb COXPAHHOCTH U MOJIHOTHI MaTEpUAIOB.

3azonosox Oena u anHomayus OOKYMEHMOE SIBISIETCS BAaXHEUIIMMU XapaKTEpUCTUKAMU
ONMCAaHUA JieJla, KOTOpPhIe PAaCKPBIBAIOT COCTAB U COJAEpKAHME JOKYMEHTOB, BKJIIOYEHHBIX B JEIO.
Hwmxe mMbl HOI[pO6HO paccMOTpuUM METOAHUKY COCTABJICHUA DTUX I/IH(l)OpMaLII/IOHHI)IX XapaKTCPUCTHK. a
MOKa YTOYHHUM, YTO aHHOTAIMS JOKYMEHTOB — 3TO KpaTKOE€ M3JI0KEHHE COJIep:KaHUs JIOKYMEHTa, a
TaKXKe KpaTKas XapaKTEepUCTHKa HamOoyee IIEHHBIX JOKYMEHTOB, COJIEp)KaHHE U OCOOCHHOCTH
KOTOPBIX HE OXBATHIBAIOTCS 3ar0OJIOBKOM JIea.

Kpaiinue oamupl onpenensioTcs 1Mo 1aTaM 3aBeACHUs U OKOHYAHUS Jejia B JICIONPOHU3BO/ICTBE.
CrnenyeT y4uThIBaTh, YTO J€Jla MOTYT HAUMHATHCS WM 3aKaHYMBATHCS JOKYMEHTAMH BXOISIIUMU,
HUCXOAAIIMMU WJIKM BHYTPCHHHMHU. Ha KaXXI0OM OOKYMCHTEC, KaK IIpaBWJIO, ObIBaeT HECKOJILKO Jart:
COCTaBJICHUS, MOAMUCAHUSA, UCXOASIIEH WM BXOSIICH pErUCTpaliH.

B xauecTtBe Kpaf/'IHI/IX AatT i JOKYMCHTOB, BXOAIIUX ITPUHATBI JAThI BXOIISIHICﬁ peructpanuu,
JUTSL UICXOMSIIIINX, KAaK MPaBUIIO, JaThl UCXOIAIICH perucTpauu, BHYTPEHHUX - AaThl COCTABICHUS WM
noArnucCaHnus JO0KyMCHTOB.

Oco0oe BHMMaHUE cleayeT oOpaTUTh Ha AATUPOBKY JACKPETOB M 3aKOHOB, IJIAHOB U OTYETOB,
KHHUT U KOITUU JOKYMCHTOB!

Jlns 3aKOHOB, YKa30B, MOCTAaHOBJICHWH, MNPHUKA30B KpaWHUMM JaTaMH  SBISIOTCS  JaThbl
MNoAINMUCaHus WU YTBCPIKIACHUA. Ecom onm He AaTUPOBAaHbI, TO AaTa OHNPCACIACTCA MOMCHTOM
OINyOJIMKOBAaHUS WM BCTYIJICHUS JOKYMEHTA B CUITY (pErUcCTpaIium).

I[J'Ifl IIJTaHOB, OTYETOB, CMECT KpaﬁHHMH JaTaMu SBJIAIOTCA JaThl, HA KOTOPLIC WJIM 3a KOTOPLBIC
OHHU COCTaBJIEHbI, a HE /J1aThl COCTABJICHMS WM MOJNUCAHUSA. Takue JaThl JOCTATOYHO YKa3aTh TOJIBKO
B 3ar0JIOBKE, HE YKa3bIBas KPaWHUX JarT.

JUnist KHUT (KacCOBBIX, yueTa, PErUCTpalun) KpaifHUe JaThl ONPEAEIISIOTCs ePBON U MoceHen
3alImucsaIMu.

Jlns_ Koy JIOKYMEHTOB KpaHUMH JaTaMu SIBJISIOTCSA JaThl MX HM3TOTOBJIEHUS, a HE JAAThl
OpPUTHHAJIOB.

Ha npaxTuke BcTpeyaroTcs Cilydad, KOTr/ia Aejo ObUIO HayaTo B OJHOM YUPEXKAECHUH, a 3aTeM
nepeaano B apyroe. B aTux ciayyasx yka3blBalOTCs 3 JaThI:

1. JlaTa 3aBEJICHUS B IIEPBOM YUPEKICHUM;
2. JlaTa MOCTYIJICHHS B IPYTrO€ YUPEKICHHE;
3. JlaTa OKOHYAHUS Je]1a BO BTOPOM YUPEKICHUH.

[lepBbIe nBE MaTHl B TAKUX CITydasix 0003HAYAOTCS B BUAE APOOH.

Konuuecmeo nucmos npocTaBisercs ¢ LENbI0 COXPAaHHOCTH JOKYMEHTOB JieJIa.

OOBIYHO JHUCTBI B JIel€ HYMEPYIOTCS B IPAaBOM BEPXHEM YIJIy MPOCThIM TpaduTHBIM
Kapanaamom i HymeparopoM. (1) HamomuumM, 4to meno JOmKHO comepkaTh He Oonee 250 nucToB,
IIpU TOJILIMHE He 6ojiee 4 cM.

Creun¢uky B HyMepali UIMEIOT pa3INyHble BU/IbI TOKYMEHTOB U JIeN:
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JIMCTHI JeN, COCTOSNINX M3 HECKOJIbKHUX TOMOB HIIU YacTei, HYMEPYIOTCS MO KaXIOMY TOMY
WIHM 10 KaXJ0i yacTu otaenbHo. Dororpaduu, yepTexu, TuarpaMMbl U JIPYrHe HUIUTIOCTPATHUBHBIC
JIOKYMEHTBI, MIPEICTABIISAIONINE CAMOCTOSTEIBHBIN JIUCT B Jelie, HYMEPYIOTCS Ha 000POTHOW CTOpPOHE
Ha BEpXHEM I0JIe JTUCTA.

Craoxennblii guct (popmata A3, A2) pa3BopauuBaeTcs M HYMEpPYeTCS B IPaBOW YacTH
BepxHero nos nucra. [Ipu 3rom nuct moboro gopmara, HOIMIMTEHIN 3a OAUH Kpai, HyMepyeTcsl Kak
OJIMH JIUCT; JIUCT, CJIOKCHHBIN M TOJIIUTHIN 32 CEpeauHy, MOJISKHT MEPEIINBKE U HyMEpyeTcs Kak
OJIVH JIUCT.

JIMCT ¢ HATTTYXO0 HAKJIGEHHBIMH JOKYMEHTaMu (poTorpadusMu, BEIPE3KaMH, BRITUCKAMH U T.I1.)
HyMepyeTcs Kak OAuH JHUCT. Eciau K MOKYMEHTY MOJKJIEEHbl OJHUM KpaeM JpYyrue IOKYMEHTBHI
(BCTaBKH TEKCTa, IEPEBO/IbI, BEIPE3KH U T.II.), TO KXK/BIA JOKYMEHT HyMEPYyeTCs OT/IEIBHO.

[ToamuTeie B €710 KOHBEPTHI C BIOKEHUSIMHU HYMEPYIOTCS; [IPH 3TOM BHauaje HyMepyeTcs cam
KOHBEPT, a 3aTe€M OYEePETHBIM HOMEPOM KaXKJI0€ BIIOYKCHHE B KOHBEPTE.

[lopmuTeie B N1€710 JOKYMEHTBHI C COOCTBEHHOW HyMepalueil JIMCTOB (BKIIOYas IeYaTHbIE
U3JIaHUs1) MOTYT HYMEpPOBAThCS B OOIIEM IMOPSIIKE WM COXPAHATh COOCTBEHHYIO HYMEpalluio, €Cln
OHA COOTBETCTBYET MOPSJIKY PACIIOIOKEHUS JTUCTOB B JIEIIE.

B cnyuasix oOHapykeHHs O0JIBIIOTO YKCiIa ONTMOOK B HyMEPAIHH JIUCTOB JIeja MPOBOIUTCS UX
nepeHymepanus. B Takom ciydae crapple HoMepa 3a4epKHUBAIOTCS, U PSIOM CTaBUTCS HOBBIA HOMEpP
nucTa. B KOHIIE Jena COCTaBIsIeTCS HOBBIM JIMCT-3aBEPUTENb, TP 3TOM CTapblil JUCT-3aBEPUTEITH
3a4EPKUBACTCSI, HO COXPAHSETCs B JIeJIe.

[Tpn HAIMYMK OTACIBHBIX OMIMOOK B HyMEpaIliH JIMCTOB B JieJaxX MPH MOJITOTOBKE WX apXHUBOM
OpraHM3alil K Iepeladye Ha TOCYJapCTBEHHOE XpPaHEHHE JIOMYyCKaeTcs II0 COTJIACOBAHUIO C
rOCY/IapCTBEHHBIM apXHUBOM YIIOTPEOJICHUE JINTEPHBIX HOMEPOB JIUCTOB.

Otu TpeOOBaHUS COXPAHEHBI B HOBBIX [lpasunax opeanuzayuu XpameHusi, KOMNIEKMOBAHUS,
Yuéma u ucnonvb308anus 00KymeHmos Apxusrnozo gonoa Poccuiickoii @edepayuu u Opyeux apxuenvix
ooxymenmos 6 OI'B, OMCY u opeanusayusx.

Apxuenwtit wiughp — 310 ycIoBHOE 0003HAUCHUE MECTa XpaHEHUS Jiea: Ha3BaHUe apxuBa, No
donmaa, Ne omricu, Ne fena 1o onucH.

3aganue:

Ha o6noxke nenma caemaiite 3aMeTKH C TMOACKa3kaMH 00 OCOOCHHOCTSX 3alOJIHEHUS
WH(OPMAIMOHHBIX XapaKTePUCTHKAX JIEIa.

[Tpumep 3ameTku:
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Hymepau,vm CTpPaHUL, BbINOJIHAETCA TO/IbKO
NPOCTbIM KapaHAAWOM NN HYMepPaTopoMm

KOW

Kon opranuzaruu

. No
Om. Ne
JI. Ne
(HanmeHOBaHME apXUBHOTO YUPEKICHHUS)
(HanmeHoBaHHE OpraHU3aL[MH U CTPYKTYPHOTO MOAPA3/ICIICHHS)
JIEJO Ne TOM Ne
(3arosoBoK jena)
(Kpaitaue naTor)
Ha JIMCTax
XpaHuThb
@. No
Om. Ne
J. Ne

IIpakTnuyeckas padora Ne 17

HanmenoBanme: «CocTaBlieHHE CIIPABOYHOTO ANMapara K OMHUCH.

[eans paGoThl: OCYIIECTBUTH KOHTPOJb OOYUEHHs, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cOpMHUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHHYECKOe o0ecnieuenue: Omanku, [1K, MmeTonuueckne pekoMeH1aluu

3amanme:

CropaBOYHBIN ammapaT K OIFCH BBINOJIHAET JBe (PYHKIHHU: YCKOPSET IMOUCK CBEJEHHUH I10
CcOOCTBEHHOU OIIKCH; MIPEZOCTABIIAET AOIOTHUTETbHYI0 HHMOPMAITUIO 0 (PoHIe.

CocraBbTe MPUMEPHBII CIPABOYHBIN anmapar K ONMUCH ApXUBHBIX IOKYMEHTOB TEXHUKYMa.
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IIpakTuyeckasi pa6ora Ne 18
HaumenoBanue: «Pa6ota ¢ OCT 7.51-98. CocTaBuUTh KaTaloX)HYIO KAPTOUKY».
Leanb pabdoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHs, MPOAODKUTh CHCTEMATHU3AlUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHS MaTeprana, chopMHUpOBAaHHOCTH YMEHUN U HABBIKOB
MarepuajibHO-TeXHHYECKOe o0ecnieyenne: Omanku, [1K, MmeTonuueckre peKOMeH 1aluu
3aganmue:
1. CocTaBbTe KaTaJ0KHYIO KapTOYKY 1O 00pasily, cobitoaast TpeboBaHus K 0(hOPMIICHHIO.

Husen, Jlappn.
Ockonok nmmepun: |C6opuuk] / Jappu Huses; [lep. ¢ anr,

C. Muponodos u ap.; Xynox. A. Kyramos]. — CI16.: Cesepo-
3amaxn, 1994. — 637,12] c.: wi.; 22 cM.

Couepxk.: IMomapok ¢ 3emum: PomaH; Pacexkasnl: Ber mHoxonna,
Mennadan; Cuuuna p pyke; Boak n Mammue ppeMenu; Cmeprh B
Kamepe; besymuag roana; TaliHa CrekIgFHHOrO KuHKwia: HelrpoHHas
3Be3la: OCKOIOK HMIIEpHI, W JIp.

ISBN 5-8352-0352-7 (8 mep.): B. ., 20000 3x3.

— — |. HaynHo-haHTaCTHUCCKHC POMAHBI H PACCKa3bl (X.JL).

Ne 317 YAK 820(73)-31HuscH
55 Ne 23 Ne 67 [94-31074] r oy BBK 84(7CIIIA)
© Poc.kH.arara 11.01.95 H60!

Uan-po « KHIKHAA naTaTas

O

IIpakTuyeckas padora Ne 19

HaumeHnoBanue: «BplrnosiHeHNe HHAEKCUPOBAHUS KaTaJI0KHbBIX KapTOUEK».

[eans paGoThl: OCYIIECTBUTH KOHTPOJb OOYUEHHs, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COpMUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuanbHo-TexHH4ecKkoe obecnieyenue: 6nanky, [1K, metoauueckue pekomeHnauum

ITocsie oTOopa M onmMcaHMs AOKYMEHTHOH HMH(OpPMaNMHM HA KATAJ0KHBIX KapTO4YKax
MO’KHO PUCTYNATh K UX HHAEKCUPOBAHMIO.

CrnpaBo4HbIii MaTepHual.

WNunekcupoBanne — 3TO Mpolecc BbIOOpAa WM COCTABJIEHUS HMHAEKCOB IO CXEME€ U HX
IIPOCTABJIICHUE HA KAaTaJIOXHBIX KapTOYKaXx.

WNupexc — 370 ycinoBHOE 0003HAUEHNUE, JIEMEHT A3bIKa, OYKB, IU(P U YCIOBHBIX 3HAKOB.

OnHo ycnoBHOe 0003Hau€HHE WM MX COBOKYIHOCTh INPHCBAMBAIOTCS COOTBETCTBYIOLIMM
KJIACCU(UKALMOHHBIM  JENEHUSIM  CXEeMbl KJacCU(PHUKalMu JOKYMEHTHOW HH(OpMalUU U
IIPOCTABJISIFOTCS HA KaTAJIOKHBIX KAPTOUKaXx.

Hasnauenne wunHzmekca - mepenaTh cojepkaHue uHopManuu, KOoTopas 3aduKCHpOBaHA B
JIOKYMEHTaX, 3aKpelNUTh MECTO JIeJeHUH B KIACCU(UKAMOHHONW CXeMe M OTpa3uTh CBSA3U MEXKAY
STUMHU JIEJICHUSIMH.

Cucrema MHJIEKCOB — OTO CHCTEMAa IIOCTPOEHHUS MHJAEKCOB C YYE€TOM METOJIUKH,
OTpeeNIEHHBIX MPaBUJl, IPYTUMH CIOBAMM, 3TO MEPEBOJ C €CTECTBEHHOTO SI3bIKa HA MCKYCCTBEHHBIN
A3bIK OYKB, CHMBOJIOB, ITPaBHJI.

CucreMbl HHIEKCOB ObIBAIOT HECKOJIBKHUX BUOB:

¢ OYKBCHHFIE;

e 1udpoBsIe;

34



® CMelIaHHbIe (KOMOMHUPOBAHHBIE).

[HudpoBbie MHAEKCH B CBOIO OYEPEh MOAPA3ACITSIOTCS:

® Ha HyMEpPAaIMOHHbIE;

® CEpUUHBIC,;

® JICCATUYHBIC.

Hymeparmonnas cucrema MHAEKCOB — 3TO MPOCTOi psan uncen oT 0 10 OECKOHEYHOCTH, T.€.
nopsiAKoBasi (BajoBasl) WHJEKcallUs, IPUMEHseMasi IpU HaJU4YUU TOJBKO OJHOTO YPOBHS JEJICHHUM B
cxeme.

Hanpumep

1 Abazunckuit

2 Abxa3ckuii

3 ABapckuit

4 ABctpanuiickue s3biku. [lanmyacckue. Tacmanuiickue.

[Tpu cepuiiHoii cucTeMe WHICKCOB AJIs JISTICHUS B CXEME OTBOJUTCS OMPEACIICHHBINA P IUPD:
ot 0 10 99, ot 100 10 999 1 T.

Hanpuwmep, moapazaen X9 85/89 «llenarornveckue HayKu» aajee JeTaan3upOBaH:

X9 86 «OO1as nmegaroruka U JUIaKTHKAY,;

X9 87 «llIxoyibHas IIeIarOruKa;

X9 88 «BuenkonbHas nIeIaroruka;

X9 89 «/leexTomorus.

JlecsiTuuHasi cucTeMa MHJIIEKCOB MO3BOJISICT OTBOJIUTH JJISl MOHATHH psia aeneHuit ot 0 mo 9.
[TepBast mupa ykaspIBaeT ypOBEHb JIENCHHN (KJIacc, pas3fell, TeMy), BTopas - CICAYIOIUH YPOBEHb
IEIeHUN U T.II.

Hanpumep, B mnopotaene P «Cenbckoe, JecHOE W BOJAHOE XO3SIMCTBO» pa3zieibl HMEIOT
naaekcel PO, PI, P2 u tak manee mo P9.

Heo0xomuMo yIUTHIBaTh CIEAYIONUE TPEOOBAHUS ITPH BBIOOPE CHCTEMbI HHICKCOB:

1) cuctema nomxkHa OBITH yOOOHOW B NMPUMEHEHUHU, XOPOIIO BHIPaXKaTh B3aWMOOTHOIICHHS,
JIETKO 3alIOMUHATHCA, T.€. I0JDKHA ObITh MHEMOHUYHOMT;

2) UWHACKCHI JOJDKHBI BBI3BIBATH ACCOIUAIMIO ONM30CTH WU yaajdeHHs 0003HAYEHHBIX
MPEAMETOB OT OCHOBHBIX KJIACCHU(UKAIIMOHHBIX TOHATHH W HamboJiee COKpAIICHHBIM CIOCOOOM
YKa3bIBaTh Ha CTENI€Hb OJAYMHEHHUS U CONTOTYMHEHUS;

3) WHAEKCHI JOJKHBI OBITh MAaKCUMaJIbHO KPAaTKUMH, T. €. MPH HAUMEHBIIEM KOJHUYECTBE
0003HaYeHU I 1aBaTh HANOOIBLIINI 00BLEM CBEIECHU.

6.CucreMaTu3alus KapToueK 1 BeJICHHE KaTajaora

3anH/IeKCUPOBaHHbBIE KAPTOUKU HEOOXOAMMO CHCTEMAaTU3UPOBATh JIJIsl BKIFOUSHHSI B KaTaJor.

Cucremartuzanusi KapTO4YeK TMPOBOAMUTCS B COOTBETCTBUM C HMHACKCAMH B TOPSAKE
pacnosoxeHus: OykB U 1udp, HaIpuUMep:

I'0 Cyn. Ipokypatypa.

IT Oxpana 0011eCTBEHHOTO MOPSAKA ¥ B3aUMOOTHOIIEHUH MEXKAY WieHaMH 00IIecTBa.

IT 20 ITacnopTHas cucrema.

IT 25 IloxapHas oxpaHa.

IT125 (01.31) Peopranusarnus noxapHoi OXpaHsbl.

B rpynmne kapTouek ¢ 0OIMHAKOBBIMHU MHAEKCAMHU JlajbHENIIask CUCTEMAaTH3alis MPOBOJAUTCS 1O
pyOpukaM W TOApyOpHMKaM, yKa3aHHBIM Ha KapToykax. PacrmonokeHne camMux KapTOUeK yKe Ha
YPOBHE MOJPYOPUK MPOU3BOAUTCS MO JOTUIECKOMY MPUHITUIY — OT BBICIIETO K HU3IIEMY, OT OOIIEeTo
K yacTtHOMy. Hampumep, rpynmbl KapTodek, oOpa3oBaHHBIE IO TreorpaduueckoMy MPHU3HAKY,
pacmoiaraloTcs MO yKa3aHHOMY MPHUHIIMIY, a paBHO3HAYHble — MO andaBUTy TeorpaduyecKux
HaMMEHOBaHMU. ['pynmbl KapTouek, 00pa3oBaHHBIC IO XPOHOJIOTHUECKOMY MTPU3HAKY, PACIIOIAaraloTcs
0 JIaTe COOBITUH U Jlajiee Mo JaTaM TOKYMEHTOB.
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J1Jis B3aMMOCBSI3U KaK OTAETbHBIX JACTEHUN CHCTEMaTHYEeCKOrO KaTrajaora, Tak ¥ BCEro KaTaiora
C apXWBHBIMH CIIPAaBOYHHKAMH HCIOJIB3YIOT OTCHUIOYHBIC KAPTOYKH. B OTCBIIOYHBIX KapTOYKax
rpader «Mumekcy, «Pybpuka» u «[logpyOpuka» 3amoyHAIOTCS B OOBIYHOM IMOpsKe, a B Tpade
«Cogepxanue» mocie WHGPOPMAIMKA W3 JIOKYMEHTOB YKa3bIBAIOTCS: «CM. TaKXKe» M HMHICKC
COOTBETCTBYIOIIIETO JCJICHUS KaTaJore Wik B IPYrOM apXHUBHOM CIIPABOYHHKE.

3aganue:

CrpykrypupyiiTe CnpaBoYHyl0 HWH(OpPMANHMIO B BHJE TaOMUIBI C mpuMepaMu odopmiIeHUs
WHJICKCOB.

IIpakTuyeckasi padora Ne 20

HaunmenoBanme: «[IpoBeaeHue aHanu3a CipaBOYHOIO armaparta K MmyTeBOAUTEIIO».

Leap padoThbl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHBb YCBOCHHUS MaTepHaia, ChOPMUPOBAHHOCTA YMEHHUI U HABBIKOB

MarepuajibHO-TeXHHYECKOe o0ecnieyenne: Omanku, [1K, MmeTonuueckre peKOMeH1aluu

3ananmue:

Ipoitnure mo cceuike https://quides.rusarchives.ru/quides/3/9/fondy-garf-po-istorii-rossii-xix-
nachala-xx-v-putevoditel-tom-1-1994, mnpoaHamu3upyiiTe CcoAEp)KaHKE CIPABOYHOIO  armapara
nepBoro Toma mnyreBogutenss @ouasl ['ocymapctBenHoro apxuBa Poccuiickoit ®denepauuu 1o
ucropun Poccun XIX — magana XX B., 1994 r., onumuTre €ro CTpyKTypy M KpaTKOE COJEp KaHUe
pa3ernos.

IIpakTuyeckasi padora Ne 21

HaumenoBanue: «OcBoeHUE IPUEMOB I10 COCTABICHUIO HOMEHKJIATYPBI JIEI».

Heap pa6oThi: OCYIIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJDKUTH CUCTEMATH3aIlMIO0 3HAHUH,
BBISIBUTH YPOBEHBb YCBOCHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuanbHo-TexHu4eckoe oOecnedenme: Onanku, [IK, MeTomuyeckue pexkoMEHIAINH,
TETpajib, pydKa
3aganue:

1. ChopmynupyiiTe ¥ 3amumiMTe 3Tanmbl COCTABICHUS HOMEHKIATYpbl nen. Kro w3
COTPY/AHUKOB SIBJISI€TCSI OTBETCTBEHHBIM 3a €€ cocraBieHue. OnumuTe AEHCTBHS COTPYIHUKOB Ha
Ka)KJOM JTarle.

2. [TucbMeHHO OTBETHTE Ha BOIIPOCHI:

1. Uto Takoe HOMEHKJIaTypa Jemn?

2. Kakue J1OKyMEHTHI He BKJIIOUAIOTCSI B HOMEHKJIATypy Jein?

3. KeMm yTBepxkaaeTcsa HOMEHKIATypa aen?

IIpakTuuyeckas padora Ne 22

HaumenoBanue: «OcBoeHue npueMoB 10 OG(OPMIEHUIO Jel Ui CAadyd B apXWB
TPEITPUSTHS.

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAOKUTH CHCTEMAaTHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHBb YCBOCHHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MaTrepuaabHO-TeXHHYeCKOe obecnieyenne: 6manky, [1K, MmeToguueckue pekoMeHaauu

CnpaBouHblii MaTepua:

@dopMUpOBaHUEM [IeJI HA3bIBAE€TCS TPYINIUPOBKA JOKYMEHTOB B Jeja B COOTBETCTBHH C
HOMEHKJIATYpOU.

Kaxnoe crpykTypHOe moapasjeneHue (GpopMHUpPYET MCIOJHEHHbIE TOKYMEHTHI B Jiela IO
podUITI0 CBOETO OT/AENA.

PaboTa no popMHUpOBaHUIO J1e]1 COCTOUT U3 CIEAYIOIINX ONeparIHii:

- pacripe/ielieHue UCITOTHEHHBIX JIOKYMEHTOB TI0 JieJlaM B COOTBETCTBUU C HOMEHKIIATYpPOIl JIelT;
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- pacroJyioXeHue JOKyMEHTOB BHYTPH JIeJia B ONPEACIICHHON MOCIIE10BATEIbHOCTH;

- ohopmiieHME OOJIOKKH JIeTa.

Jena popMupyroTcs ¢ Hadana roja.

Ha xaxxmoe Ha3BaHHOE B HOMEHKJIAType JeJI0 3aBOJUTCS Manka-CKOPOCUIMBaTelNb JIM00 marnka-
perucTparop.

Ha o6noxke nema B BepxHEM dYacTu yKa3blBaeTcs Ha3BaHHME OpraHHU3allMd, Ha3BaHHE
BBIIIECTOAILCH OpraHU3alluy U CTPYKTYPHOTO MOIpa3/IeIeHUsI.

B cepenune 00510KKH yKa3bIBaeTCsl MHJEKC Jieia o HoMeHkinarype. Hanpumep: Jlemo Ne 01-
91. Unpaekc nena sBiIsieTcst aApecoM XpaHEeHHUs Jiefia. 3aTeM MePEHOCUTCS 3ar0JIOBOK.

Jlata nena rnokasbIBaeT, 3a KaKoi MeproJl BpEMEHH B JIeJIe CTPYIIUPOBAHbI JOKYMEHThI. BHU3Y
00JI0KKH YKa3bIBACTCSI CPOK XPaHEHUSI.

CaeneHusi, BEIHECEHHbIE Ha OOJIOKKY Jejla B Hayaje JeJIONPOU3BOJICTBEHHOTO Toja, MOTYT
JOTIONHATBCS M YTOYHATHCS. Hampumep, eciii copMUpPOBAIOCh HECKOJIBKO TOMOB Jela, PSAOM C
WHJIEKCOM JIeNia JIOJDKEH OBITh MmpocTaBieH HoMmep Toma: «Tom 1», «Tom 2» u T. n. [IpumepHbIit Buj
00JI0KKH JIesia pUBEJIeH B ripumepe 2.6.3.

B nanbueiimem ¢opMupoBaHue 1€l COCTOUT U3 paclpeieseHUs] U TPYINIUPOBKH JOKYMEHTOB
Mo JeJiaM, PacCIOJIOKEHHUsI JTIOKYMEHTOB BHYTPH J€JI B ONPEACICHHOM MOCIEAOBATEIIBHOCTA U JI0
odopmiieHHs 00J0KKH MO0 OKOHYAHUU KaJeHAApHOIro roja (CieayeT MPOCTaBUTh KOJIMYECTBO JHCTOB
Jiefa U YTOUHUTh KpaliHUe 1aThl TOMOB).

[Ipu popmupoBanuu ne1 HEOOXOAUMO COONIOAATH CIEAYIOIINUE TPeOOBaHUSI.

1. B pgena rpynmupyroTcs JOKYMEHTHI OJHOTO KaJlGHJApPHOTO TO0Jd, 3a HCKIIOYCHUEM
NEePexXOAlINX /e, JOKYMEHTOB yUeOHBIX 3aBeleHUH, (popMHpyIOIUXCS B Jena 3a y4eOHBIH Troj,
JUYHBIX, CyJeOHBIX U JPYTUX JICI.

2. JIOKyMEHTBI TIOCTOSSHHOTO M BpPEMEHHOTO CpPOKOB XpaHEHUs TPYHIHUPYIOTCS B Jela
pa3neNnbHO, 9TOOBI HE YCIIOKHATH OTOOP JOKYMEHTOB HA JAJIbHEUIIIEe XpaHCHNUE.

3. B nmeno Bkio4YaeTcs OAMH TOJUIMHHBIA HK3EMIUIIP HWCHOIHEHHOTO JIOKYMEHTa WU
3aBepeHHas komus. He momyckaercsi BKIIOYEHHE B €0 YEPHOBHKOB, MPOEKTOB, Pa3MHOKEHHBIX
KOMUM, JOKYMEHTOB, MOJAJEXKAIIUX BO3Bpary. VCKIIOYEeHHE COCTABISIOT KOMHH, KOTOPHIE UMEIOT
PE30JTIOLIHNH, TIOMETKH, SBJISIFOITUECS JOTOJTHEHUEM K OCHOBHOMY JIOKYMEHTY.

4. Kaxaplii TOKYMEHT, TIOMEUICHHBIA B €0, JOJKEH OBITh O(OpMIIEH B COOTBETCTBUHU C
TpeOoBaHUsIMU OCHOBHbIX mnojoxeHuil I'CJOY u rocymapcTBEHHBIX CTaHAApTOB. ['pymmupoBKy
JIOKYMEHTOB B Jiefla OCYIIECTBIISIIOT B COOTBETCTBUHU € «OTMETKOH 00 HCHOTHEHUU TOKYMEHTa U
HaIlpaBJIEHUU €r0 B JIEJ0» (PEKBU3UT 28).

5. HenmoodopmieHHble WIM HEMPaBUILHO O(OPMIICHHBIE JOKYMEHTHI BO3BpalllaloT
WCIIOJTHUTEIISIM Ha IOpadoTKY.

6. He momyckaercst pa3o0IieHre B Jieiax 3alpoCcoB U OTBETOB, MOAIINBKA COMPOBOIUTENBHBIX
nvceM 0e3 MPUII0KEHUN UM 0€3 OTMETOK 00 MX MECTOHAXOXKJICHUH.

[lepenucka rpynmupyeTcs B €0 TaKUM 00pa3oM, 4TOOBI IOKYMEHT-OTBET MOMEIIAJICS CIIEIOM
3a TOKyMEHTOM-3aIIPOCOM.

7. Heno nomxHo conepxarb He 6omee 250 nuctoB. OrpaHMYeHUH IO MUHUMAJIBHOMY 00BEMY
He cymectByeT. [Ipu OonbimioM o0beMe JOKYMEHTOB, OTHOCSIIMXCS K OJHOMY J€Ny, MPOBOMIST
JIeJIeHue JOKYMEHTOB Ha TOMa, 4acTu. EciM 1em0 COCTOMT M3 HECKOIbKHUX YacTell WM TOMOB, TO
COCTABJISIETCS] OOIIMI 3aroJIOBOK Jiejia M TIPU HEOOXOJMMOCTH B 3aroJIOBKM TOMOB MOTYT BHOCHUTHCS
YTOUHEHUS.

8. HeOompmmmie mpUIOKEHUS TOJMIIMBAIOT BMECTE C TEMH JOKYMEHTaMH, K KOTOPHIM OHHU
otHOcsTCcs. [Ipunoxkenuss OONBIIMX OOBEMOB IEI€COO0pPa3HO TPYHIHPOBATH B OTAEIBHBIE TOMA.
Hampumep, TOKyMEHTHI KOJUIETUH TPYNIUPYIOTCS B JIBa Jeja: MPOTOKOJBI U PEIICHUS KOJUICTUH,
JIOKYMEHTHI K 3aCe/IaHUsIM KOJUIETHH (ITOBECTKA JIHS, JOKIAIbI, CIIPABKH, 3aKIIOUYEHUS U T. 11.).

9. Pa3smemenue JTOKyMEHTOB BHYTPH JIeT  TPOW3BOAWTCS B  XPOHOJOTHYECKOU
nocyienoBareabHOCTH. llepenucka rpynnupyercss 3a MEpUOJ KaJIeHJAAPHOTO TrojJa B XPOHOJOTHMHU

37



(3ampoc — otBer). JIOKyMEHTBI MOTYT pa3Memarbcs W B al(paBUTHOW IOCIIEIOBATEIHLHOCTH.
Hanpumep: npemioxenus, xanoObl, 3asBICHUS.

3amanme Ne 1.

Odopmurte 00NOXKKY Jena A HNPUKA30B IO OCHOBHOW AESITENLHOCTH C YKa3aHHEM CpoKa
XpaHEeHUS:

ITAO «Mup», eno Ne 01-08, Tom Ne 2

20 utons —29 nekabps 2020 r. Ha 190 1.  Cpoxk xpaHeHus? JieT.

3aganue Ne 2.

Odopmure O00JIOKKY JAena s OPraHU3allMOHHOW JIOKYMEHTAIlMH C YKa3aHHeM CpoKa
XpaHEHUS:

I[TAO «Jlyu» Cnyx06a JOKYMEHTAITMOHHOTO OOECTICUCHUS! YIIPABICHHUS

Heno Ne 01-92 2019r. Ha 200 1. Cpok xpaHenusi? Jer.

3ananue Ne 3.

[TuceMeHHO OTBEThTE HA BOIPOCHI:

1. KakoB MakcuMalbHBII 00beM Jerna’?

2. Kornga geno cuutaercs 3aBeeHHBIM?

3. Kak cucremaTusupyrorcs Jea 1o rnepenucke?

4. B yem 3akitoyaetcs andaBUTHBIN IPUHINI IPH POPMUPOBAHUH TIOKYMEHTOB B J€70?

IIpakTuyeckasi pa6ora Ne 23
HaumenoBanue: «OCBOEGHHE MPHUEMOB TOPSIKA BBIJAYH 1€ U3 XPAHIITUIIY.
Heap paGoThl: OCYHIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaiia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB
MarepuanbHo-TexHU4ecKoe o0ecnieyenue: 6nanku, [1K, MmeTonuueckue pekomeHaauu
CnpaBo4Hblii MaTepua:
Jlena BbIAIOTCA U3 XPAHUIIHILL:

. JUTSL ICTIOJIb30BaHUsI paOOTHUKAMH OpraHU3allnu;

. JUIST MCIOJIb30BAaHUSl TpaXKJaHaMU B YUTAIBHOM 3aJi€ Il HAyYHBIX W HWHBIX
HCCIICIOBaHUM;

. BO BPEMEHHOE TOJIb30BaHUE JJIsI IPYTHX OpPraHU3aIui;

. TSI IPOBEJICHUSI ADXUBHBIX pa0dOT ¢ JOKYMEHTaMU;

. JUISL TIPOBEICHUST CTPaXOBOTO KOMHMPOBAHUS U CIIEIUATBLHON 00pabOTKU JTOKYMEHTOB C

LEJBI0 YIYUIICHHS (PU3UUYECKOTO COCTOSHUS IOKYMEHTOB.
Jlena BbIIAIOTCS] BO BPEMEHHOE MOJIb30BAHUE U3 XPAHUIIUIL HA CPOK, HE MPEBBIIAOIINN:

4 1 MecsiI 17151 UCTIOb30BaHUs pAOOTHUKAMH OpPTaHU3aIUH;

4 1 Mecsi11 715 UCTIONIb30BaHUS TOKYMEHTOB B UUTAJIBHOM 3aJI€;

4 3 Mecsiia BO Bp€MEHHOE TMOJIb30BaHUE VISl IPYTUX OpTraHU3aIlHii;
4 6 MecsI1eB AJ11 SKCIOHUPOBAHUSI IOKYMEHTOB.

Opranam cyga M TPOKypaTyphl Jejia BBIAAIOTCS 10 TpEKpalleHus Jejia WU BBIHECCHUS
CyZe0HOTO peLIeHHUS.

HpOI[J'IeHI/Ie YCTAHOBJICHHBIX CPOKOB BBIJAa4YW JOKYMCHTOB BO BPEMCHHOC I10JIb30BAaHUC, B TOM
YHCIIe OpraHaM CyJia U IPOKYpaTyphbl, a TAaKXkKe JJIsl SKCIIOHMPOBAHHS JOIYCKAETCsl B 0COOBIX CITydasix C
PaspCliICHUA PYKOBOAUTEIA OpraHu3alu 110 MHUCBMCHHOMY HOATBCPKACHUIO II0Jb30BATCIIA O
COXPaHHOCTH JJOKYMEHTOB.

Beigaua nen u3 xpaHuiniia oQopMIIIeTcs CIeIyONMMU TOKYMEHTaAMU:

> 3akazamMu (TpeOOBaHMSAMH) Ha BbIIA4y /€1 B YHTAIBHBIA 3al M COTPYIHUKAM
OpraHH3aluH;
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....... HOEAHME OpTaHMSIallid
Ha=garMe apxmMEa

oen
ECOMTENL apXEHMEa
HHTAaNbHEM Ea.-'.[:l-i:l

S4AKAS (TPEEOBAHME)

N
Pacmipoera
OO

|MECTD COCTABRNSHMA :I

Ha EHIDA

Tara

T

MCCHeOOEATENA; pafoTHMKEA CTRVETYD

(DAMAMAT M MEMIIMATE
ICoOpasSOeeHna)

(TeMa MCCHIEOCBaHMA)

$omy | Omaes | Ex xp. M| Saromceos: Pacrmesa Pacmerra coTpymons
MOTE0SITETE B HTATEEOTD 33T B

N N &1 xp.
TIOUTY S TTpene

2 3 4 5

fopMa =arkasza H
(fmuesas

logmck MCCIeOoEATENA

[N}

X 210 )

f0pMa 3aka3a Ha BHOAYY
(cBbopoTHan crTopoHa)

AKTaMU O BbIJA4YC JICJI BO BPEMCHHOC IMOJIb3OBAHUC JPYTIUM OpraHu3anuiaM, B TOM YHUCIIC

>
opraHam cyJa ¥ IpOoKypaTypsl, UM JIJIA DKCIIOHUPOBAHUS TOKYMCHTOB,
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FrESAIIHTAGE

SR RIS ST AT

----- ity szrme ruzzpoaze
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SHINT MR NI SIRYUIBMMNED FYEIMIESTRA

TYEINIINTATL RRISOE
SPTRMXELIOL [ITEDS,

RSN TAANRE CRTRAEAAIEE,

STMRTITLAKMIE EL RO sz razzebpoare
mm=mumx

ZATR

SRS DTN DI DIpENRE pyRSLISITRL

TUEINIINTATL BRSO
g Tl TR S
STURTSTAMKACE ER REISOL

RACIRRCARIIE D CMRCIRIaGT

sz razzebpoave
mm=mumx

SRR RIIAPASEES 3 SSSKIM SEMEME M SISpAKEIOTE.

FyEIAIIMIATE MpIOs
sprmMmawmer (memz,
STARTITLAKMIE EL RO

>
JOKYMEHTOB.

Bblnaya 10KyMEHTOB M3 XpaHWINILA PETUCTPUPYETCS B KHATAX BbIAAYN JOKYMEHTOB!
BbIJIauu J1e] paOOTHUKAM OpTraHU3aI|H;

©)
@)
©)

FYESMIEITRA ST RMEAOC I ISR

sz razzebpoave
mIzmazi

3aKa3aMM Ha IpoOBeJeHHE padoT MO CTPaxOBOMY KOIMPOBAHUIO MU peCTaBpalluu

BBIZTAYM JIEJT B YMTAILHBIN 347,

BbIJIa4YH ICJI BO BDEMCHHOC IMOJIb30BAHUEC APYI'UM OpTraHU3alUusAM.
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HarmeHOBaHHMS OpraHMISaIlM

KEMTZ BHAOAUM OOEYMEHTCE N

gopmaT R4 (210 x 297 bma)

@‘:::-1*13 THUTYJERHOT'C JIMCTa HKHMI'M EHIQYM IOCHEYMEHTOE

Nn'| Jara |<ong|Omce |Eg. xp. N |[Eomy [Pacmmera | Jara | Pacrmcra | [lpmmae
o |ebrgEam | N N EHIA |E EOSEpPE | B TS
HO NOTIeHEN | T2 EOIEpALTe
H Jera JETma | HEH gena
1 2 3 4 5 6 7 g 9 10
Hroro B Toly BHOAHO MS XpadummMma N
(HMpparms M OpOoOMChED)
EO. XE[D.
HarmmenoBauMe DOoMmHCOCTM paboTHMEA,
COCTABMENETD MTCOTDOBYE ZSadMch Noonmcs PacmmdpoBra OOIOMCH
IDaTa
gopmaT R4 (210 x 297 bma)

@:3."-1*13 KHMTH EBHOAYM OS2 M3 XPaHMITMIOA

HcnonnenHesle 3aka3bl (TpeOOBaHHUs) HCCIENOBaTeNell XpaHATCS B JUYHBIX Jejax
ucciieioBaTenei, Bce MpoduMe - J0 HCTEUEHHs CPOKOB HX XpaHeHus. 3akasbl (TpeOoBaHMSA)
11€J1€C000Pa3HO XPAHUTH A0 IPOBEJACHUS MPOBEPKU HAJTMYUS U COCTOSIHUS JIE.

Bbinaua nen BO BpeMEHHOE IOJIb30BaHHE B JPYrHMe OpraHu3alud OQOpPMIISETCS aKTOM,
KOTOPBIM COCTaBIIIETCS B JBYX AIK3EMIUIApax, OJMH UX KOTOPHIX OCTAE€TCA B apXHMBE OPraHU3allUH,
JIpYTrOf BBIJAETCS MOIy4aTenro. AKT IOJINUCHIBAETCS PYKOBOAMTEIEM OpraHU3allM{, Mepefaroiiei
JieNna, ¥ PYKOBOJUTENIEM OpraHU3aluu-TIoNydyaTesis: MOANUCH CKPEIUIAIOTCsS repOOBBIMU IMEYaTIMU
opranuszanuii. Ilocie Bo3BpamieHus nea B ABYX DJK3EMIUIIPAX aKTa JEJNAeTCs COOTBETCTBYIOILAS
OTMETKA: OJIUH 3K3eMILIIP OCTAETCS B OpraHU3aLUU-TIONIydaTele, Ipyroi XpaHurcs B aene (GoHaa B
apXMB€ OpraHM3alliy, BbIIABABILIEM JEIa.

HanpasneHue Ha cTpaxoBOo€ KONHMPOBAHUE, PECTABPALUIO, NEpPEIIeT O(QOPMIISIETCS 3aKa30M.
3aka3 oopmisieTcss B apXMBe OpraHu3aluu 1mo (opMe akra o BbAaYe BO BPEMEHHOE MOJIb30BAHUE
JIPYroi OpraHu3aluu.

Jlena BBIJAIOTCS M3 XPaHWIWINA JUIS MCIIOJIb30BAaHMS M MPOBEIEHHUs PabdOT MO CTPaxoBOMY
KOIMPOBAHUIO, PECTABPALIMH, IIEPEIIETY TOJIBKO B 00paOOTAHHOM BH/E.

Ilepen BbLIauel nenm U3 XpaHWIIMILA MPOBEPSETCS COOTBETCTBUE IIM(pPa U 3aroyioBKa Jejia Ha
00110%kKe mU(Py U 3aroj0BKY Jieja B OMKCH; Nepe]] BblJauell U MPpH BO3BPAIICHUU el B XPaHUJIHILE
IIPOBEPSIOTCS HyMepalys JINCTOB U COCTOSIHUE TOKYMEHTOB Ka)KJ0I0 BBIIAHHOTO JIeNa.

Kaxxnoe BbiaBaeMoe U3 XpaHWINILA J1€10 JODKHO UMETh JIUCT MCIIOIb30BaHMSL.
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Harmmie HOBAHMS COpTaHMIAlIM
JIMCT HMCIIOJIESOBAHMA NOKYMEHTOB

doHO N COomce N Oeao MW

data Fonry BREITAED: NaparTep HCOCIBSOEAEA | IN IMogmacs

HCICIES0 | hanreume, (EOMHPCBAHEES, BRITHCEE, |HCOOIBEIOBR

EAHHT HIEHITHATEL OpocMOoTP H Ip.) HHBIX CLEILTA,
(pastopamneo) JHCTOE HCMOMBI0ES

BIIErD JEI0

4

%)
[

1 2

goprmaT A4 (210 = 297 ppa)

'@‘::-:-1*13 JMCTa MCOCJIOBESOBSHMA IOOHVMEHTOB

IIpu BBIgaue fAen W3 XpaHWIMINA HAa MECTO BBIJAHHOTO Jefla IOAKJIAJbIBAacTCA KapTa-
3aMeCTUTENb, B KOTOPOH YKa3blBaeTcs HOMEp Jella, HOMEp ONUCH, HOMep (OHAA, Korga U KoMy
BBIJIAaHO JI€JI0, JlaTa €ro BO3Bpara U MOAMNUCH COTPYAHUKA, BBIJIABIIETrO €10, C YKa3aHHUEM JOKHOCTH.
[Tpu BO3BpalleHUH JIe1a B XPAHUIIUILE KapTa-3aMECTUTEIb U3bIMAETCS.

HamMme HOBIHMS CPpTaHMSalllad

(=T "
(M 3 mHasBaxHMe
OnMcs
(M = mnaseBaxnMe
$donn

BoimaHo BO BpeMEHHOE IOJAB3ICEIHME (SMTAaMBHEDYT SaJI) :

No & H.O. noaezoBaTeni Jara BEITaTH Jata EczepaTta
o
1 2 3 4
FoprmaT R4 (210 x 297 pma)
FopMa KapThH-SaMecTHMTeIS O=na

CocrostHMe e, BO3BpAIllaéMbIX B apXMB I1OCIIE UCIOJIb30BAHUS, JOJDKHO OBITH MPOBEPEHO B
INPUCYTCTBHUH JIMIA, BO3BPALIAIOIIETO JOKYMEHTBI.

ITpu oOHapyXeHUU HEJOCTauu Jiesl UM OTACIbHBIX JIUCTOB B HUX, a TAKXKE MOBPEXKJICHUN /1€
U JIOKYMEHTOB COTPYAHHMKaMH apXHWBa COCTAaBJISETCS aKT B JBYX 3K3EeMIUISIpax, OJWH M3 KOTOPBIX
NPEJICTABISIETC  UCCIIENOBATEN0  YUTAIBHOIO  3ajJla  WIM  PYKOBOAWUTEIK  OpPraHU3alllH,
MCIIOJIb30BABIIEH JOKYMEHTBI, /IJIsl IPUBJICUEHUSI BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOIl - OCTaeTcs B
apxuBe.

[Ipn mnepememieHny JOKYMEHTOB 3a NpelelaMH apXuBa JIOJDKHBI COOJIOAThCS MEpHI
IPEOCTOPOKHOCTH, HAJIE)KHO 00ECIIEUNBAIOIINE UX COXPAHHOCTB.
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[Ipyn TpaHCIOPTHPOBKE MOKYMEHTOB COONIOMAIOTCS MEphl IO OXpaHe U 3alluTe HX OT
BO3JICUCTBUS BPEIHBIX (DAaKTOPOB OKPYKAIOMICH cpeapl MyTeM NPUMEHEHHUs CHEIUATbHBIX BHUIOB
YIIAKOBOK, 00ECTIEYMBAIOIIUX 3aIIUTY JOKYMEHTOB OT OCAJIKOB, CBETa, MEXaHHMUECKUX MMOBPEKICHUH.

3aganue:

1.13yunTe cripaBoYHBI MaTepual.

2. Co3paiiTe W 3aloJIHUTE JIUCT MCIOJIb30BAaHUS JIOKYMEHTOB M KapTy-3aMEHHUTENb Jeia 0
3ananubiM yenoBusiM. Opranuzaius OO0 «llegarauky, horg Ne O1JI, omucey Ne 1, gemo Ne 05-12,
3arojiIoBOK Jiena «JIuuHble nena coTpyaHHMKOB», ToMm 3, BblmaHo KusspkoBy A.IL. 20.02.2020 mus
IPOCMOTPA, BO3PAIICHO B TOT ke JIeHb. HemocTaronyro nHGOPMAIUIO 3aIOTHUTE TPOU3BOJIBHO.

IIpakTuuyeckas padora Ne 24

HaumenoBanue: «OTpaboTka NpPUEMOB IO OpPraHU3alMM y4yeTa JOKYMEHTOB ApPXHMBHOTO
donmax.

Ieab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAOIKUTH CHCTEMAaTHU3aLUI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, ChOPMUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuajibHO-TeXHHYECKOe o0ecnieyenne: Omanku, [1K, MmeTonuueckre peKOMEH1alluu

3aganue:

1. OdopMHUTh KHUTY BBIIAYU /1€ U3 XPaHWIUIIA, OQOPMUTH 3aNuCh BeiAauu jen. Poug Ne
27 «CrpoutensHoe ynpasierue 1», omuck Ne 1 mocrostaHOTO cpoka xpanenus 3a 2003-2004 Jlemo Ne
774 «lTatHoe pacniucanue ynpasienus 3a 2004r» Boiano 23.04.2019 6yxranrepy B.B. Banuenko.
Cneunamuct apxua A.I1. IIpoxoposa

@dopma KHUTHY BbIJauU /€1

HaszBanue apxuBa Kuura Bbi1aun €71 BO BPEMEHHOE NOJIb30BaHUE

Howmepa
Ne | Jlara donma Komy Beimano u Ha | Pocnuce o | /laTa BO3BpameHust U poCIucCh
n/m OTIHCH, KaKO CpOK NOJy4YeHUHU MPUHSBIIETO JIEJI0
Jena. nerna
3arosoBoK
nena
2. Odopmuts kapty — 3amectutens aena Gong Ne 123, onmcs 2, nemo 345

«CtpouTtenbctBo 00bekTa Ne 988» Jleno BeigaBasiocs 23.08.2011, 10.07. 2012 HavyanbHUKY NPOEKTHO-
cMmeTHoro otnena B.I'. ApxunoBy Ji1si KOMMpOBaHUS

Crnennamuct apxusa A.Il. IIpoxopos

3.0dopmuts muct ucnosb3oBanus faena oy Ne 123, onuck 2, geno 345 «CTpouTensCTBO
o0wekTa Ne 988» Jleno BeigaBanock 23.08.2011, 10.07. 2012 HayanbHUKY NpOEKTHO-CMETHOTO OTAENa
B.I'. ApxumnosBy 11 KOIUPOBAHHUS

®dopma ucTa UCTIONb30BaHUs Jiea

HaumeHnoBanue opranuzanuu

HazBanue Be1OMCTBEHHOIO apXuBa

JIMCT UCIIOJIb3OBAHUA JEJIA

Donx Ne Onuchk Ne Hemo Ne

3aroJyioBOK zena
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Kom Xapakrep
Y ucnons3oBanus | Homepa ITonnuce 1uua,
JHara BBIAHO:
(xomupoBaHMUe, | HCIOIb30BAHHBIX | MCIIOJIB30BABILIETO
ucroyp3oBanus | ®.MN.0.,
BBITIUCKH, JIUCTOB JeN0
Opranusarus
MIPOCMOT))
IIpakTuyeckasi padora Ne 25
HanmenoBanme: «CocTaBjieHHME KHUTM TIEPBUYHOTO yuyeTa IMOCTYMAOUIMX B apXUB
JIOKYMEHTOB.

Heap padoThI: OCYIMIECTBUTH KOHTPOJIh OOYYCHHS, MPOJOKUTH CHCTEMATH3allMI0 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanabHo-TeXHUYeCKoe o0ecneueHue: 6manku, [1K, MmeToquueckue pexkoMeHaauu

3aganue:

1. ObopmuTh 00pazelr KHUTH y4eTa NOCTYIUICHUS U BBIOBITHSA 1, ToKyMeHTOB B XLrabmnure,
IPOBEPUTh MPABUIBHOCTH IOJICYETOB HMTOIOB, C MCIIOJb30BaHUEM (HOpMyJ, OOO3HAUYMB SUEHKH,
MCIIOJIb30BAaHHBIE /ISl PACUETOB U UTOTU OJIMHAKOBBIMU LIBETaMU Ha BHIOOP CTYEHTA.

OBPAZEL 2ANCNHEHWA KHWMIM YUETA NOCTYTINEHHWA M ERIELITHA OEN

Axuynoneproe obuyecTeo "CeeTocepEnc”

[HEWMEHOBEHHE OPraHM3IELHM )
ApxME AKuWoHepHOro ofwecTea "CeeTocepedc” H

{HE3E3aHME ApEMEE)

KHHIA
YHET3 NOCTYNNEHWA MW BufeTHA Aen, AOKYyMEHTOB

1
ToM N -----
81.82.2815
H3YaT ----------
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Has st 1 0182 m e .
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- HOMED ® BATH
Rars L L L nocTIMURERE
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(undpamu ¥ nponuceo)
347 (TpHCT3 COPOK CeMk)
Ha ﬁyMBMNOM HOCUTENE ~=--=-c--ccccccccccccaes y INEKTPOHHEX ’
(uudpamn U nponucer) (uudpamn
¥ TPONKCHR)
2YAN0AOCKYMEHTOB sy ENLEO[OKYMEHTOS

(urdpamn U nponncki) (umppamir n nponucsn)
MOKA3LB3WTCA PA3LenbHO UTOrossle AaHHwme no rpadam 8, 2, 10, 14 wHure;
B34 (20CEMLCOT SOCEMLAECAT HYeTupe)
L R 2A. Xp., B TOM 4ucne: H3 SymaxHoM
(uUMdpamn ¥ NPONUCHLKY)
884 (B0CEMLCOT BOCEMLAECAT YeTwupe)

HOCHTENE === - s s e s mm e e e , 3NEKTPOHHEX ’
(uxdpamn U NPONKCLK) {uwdpamt W nponuceio)

3YAMOACKYMEHTOR , BMGEOAOKYMEHTOR .
(uxdpamn » nponuceLr) (uuppamn »n nponucsn)

MOK33HEaNTCR P33GENbHO WTOTOBHE LaHHWe no rpadswm 11, 12, 13, 15,

HauMeHoBaHKEe AONXHOCTH Nrua,
COCTaBMBUWEro WTOro2yw TOQOBYH 3anulhb Mognuce W.H. Hosuxosa

HEUMEHOBAHWE ACMKHOCTH PYKOBOAMTENR 3PXMEa
(N¥u3, OTBETCTEEHHOrC 33 3pX¥B) Nognuce P.C. CranaHos

18.91.2816

IIpakTuyeckas padora Ne 26

HaumenoBanue: «CucremMarusanus 3HaHUW 00 OTBETCTBEHHOCTH 3a TMOpYy M yTpaTy
JOKYMEHTOB ApXHBHOTO (poHIa POy,

Leap paGoThl: OCYIIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHBb YCBOCHHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuanbHo-TeXHUYeCcKoe o0ecnieuenue: 6nanku, [1K, MmeToquueckue pexkoMeHaum

3aganue:

3ananue:

1. M3yuntp @3 -125 «O6 apxuBHOM Jere B Poccuiickoit Deaepanum.

2. Uzyunts [ToctanoBnenue Cosera MunuctpoB CCCP ot 7 deBpans 1956 1. Ne 246 "O mepax
0 YIOPSAI0YCHUIO PEKUMA XPAaHSHHS U JTyUIlIeMy UCTIOIh30BAHUIO apXHUBHBIX MaTEPHAJIOB.

45



3. U3yuuth yronoBHo-mporeccyanbHblil Koneke PO ot 18 nexabps 2001 r. N 174-03 (VIIK
PD)

4. N3yuuTsb psij MOJ0KEHHUM, CO3AaHHBIX aIMUHUCTPALIUSIMU TEPPUTOPUATIBHBIX €IUHULL.

5. IloAroToBUTHCA K KOJUIEKTUBHOMY O0CYKJIEHHIO BOIIpOCa:

- OTBETCTBEHHOCTH 32 HECOOIIOICHUE MTPABHII M PEKUMOB XpaHEHHS apXUBHBIX JJOKYMEHTOB.

Iopsinok BbINOJIHEHHSI PAa0OTHI:

1.IToaroToBka K NpakTUYECKUM 3aHATHAM JOJDKHA HAUMHATHCS ¢ U3YyYEHHUS] COOTBETCTBYIOIIEH
y4eOHOIl U criennanbHOM JIUTEepaTyphl IO TEME IPAKTUYECKOTO 3aHATHSL.

2. YCBOMB TPOYMTAHHOE, HEOOXOAMMO BHUMATEIHHO O3HAKOMHUTHCS C COJIEPKAHUEM,
PEKOMEH/I0BaHHBIX K 3TOW TeMe HOPMATUBHBIX akTOB. OCOOEHHO BHUMATEIBHO CIIEIYET OTHECTUCH K
YCBOEHHUIO T€X HOPMATUBHBIX NIPEANNCAHUH, 110 IOBOAY KOTOPBIX B JINTEPATYPE BEAYTCA JUCKYCCHUM.

3. IloaroroBka K MNpaKkTUYECKUM 3aHATUAM 3aBepliaercs OQOpPMIIEHHEM HEOO0XOAUMBIX
JOKyMeHTOB. [loMuMO 3TOro, HEOOXOAMMO OTBETUTH HA TEOPETHMUECKHUE BOINPOCHI, IOCTABJICHHBIE B
3aJJaHUH.

4.IlpakTuyeckoe 3aJaHUE IPEAOCTaBISIETCS B IUCBbMEHHOM BHUAE U INPOBEpSETCA
IPEeIo/IaBaTeseM.

IIpakTnyeckas padora Ne 27

HaumenoBanue: «Odopmiienre BuoB 3arpocoB. CocTaBiIeHUE 3aIpocay.

Leanb pabdoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHs, MPOJODKUTh CHCTEMATHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepralia, cQOPpMUPOBAHHOCTA YMEHHUN U HABBIKOB

MaTtepuajabHO-TeXHHYECKOe obecnieuenne: omanku, [1K, MeToguueckie pekoMeHauu

CnpaBo4Hblii MaTepuai:

Jlist mosTyYeHHst apXUBHOM CIIPABKH, ApXMBHOM BBIITUCKHU, ADXMBHOM KOIHUU B apXUBHBINA OTEIN
HEO0XO0IMMO MPEICTABUTH CIEAYIOMINE TOKYMEHTHI:

- 3as1BJICHHE (3a1poc);

- MAcmopT WJIM HMHOH JOKYMEHT, YJOCTOBEPSIONIMN JIMYHOCTh (IIPU JIMYHOM OOpaIieHUH
3asIBUTEIIS);

- IOBEPEHHOCTh, 0(hOPMIICHHAS! HOTAPUAILHO (/7151 TOBEPEHHOTO JIUIIA).

B 3asBnenuu (3anpoce) 10KHbI ObITh YKa3aHbI CIIEIYIOLNE CBEICHUS:

¢ HaNMEHOBAHWE OPTaHHW3AllM{, B KOTOPYIO HANpaBISIETCS MUCBMEHHBIM 3ampoc, Jrubo
(bamunus, UM U OTYECTBO JIOJKHOCTHOT'O JIMIA, TUOO JOJKHOCTH COOTBETCTBYIOLIETO JTOHKHOCTHOTO
JWIIA;

o (bamuus, UMs1, OTYECTBO 3asBUTEIISE HA MOMEHT IO1a4M 3asiBJICHMUS,

o MOYTOBBIN aJpec 3asBUTEII;

o 3anpamuBaeMas HHpOpMalus;

o damunus, uUMs, OTYECTBO 3asBUTENS Ha TMEpPUOJ, 3a KOTOPBIM 3allpalliBarOTCs
cBezieHus (€CJTM OHU M3MEHUIINCH);

o HAaUMEHOBAHME OpPTraHM3alluM, B KOTOPOH 3asBUTENb paboTa, n30upascs Ha BHIOOpHBIE
JOJDKHOCTU M T.JI.

o Tepputopusi (paiioH, Topoa, ceao U T.1.), Ha KOTOPOW opraHuzanus (yHKIUOHUPYET
(byHKIIMOHUpOBaINA);

o XPOHOJIOTUYECKUE PAaMKH 3alpalinBaeMoi HHGOpMaIuy;

o JMYHAas MOJAINUCH U J1aTa.

B cmygae HeoOXOmUMOCTH, 3asBUTENb  IpWIAraeT K IMUCBMEHHOMY  3asBIICHHUIO
COOTBETCTBYIOIIME MaTepUaibl TUOO UX KOTHH.

3asBnenue (3ampoc) opopMisieTcs B TPOU3BOIBHOM (opMe MM Ha OJIaHKaX, pa3pabOTaHHBIX B
ApXUBHOM OTJEIIe.

IOpunnyeckne nmuma oGopMISIFOT 3ampoc Ha OJIaHKE OpraHM3aluu C yKa3aHueM (paMuinw,
UMEHH, OTYECTBA UCTIONHUTEIIS, €r0 KOHTAKTHOTO TesedoHa.
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3anpocsl, MOCTYMHBILIKE B apXUBHBIM OT/EN, paccMaTpuBaloTcs B Tedyenue 30 aHel co qHS ux
PETHCTpAIHH.

B oTnenpHBIX ciaydasx Ipu pacCMOTPEHHH 3alPOCOB, MMEIOLINX IPAHUILY TOMCKA CBBIIIE MSATH
J€T, U TPeOYIOUMX JOTMOJHUTEIBHOTO W3Yy4YEHUS apXWBHBIX JOKYMEHTOB, NPOBEIEHHS OOBEMHOMN
paboThl MO MOKMCKY CBEIACHHUN W PACIIMPEHUIO T'PAaHMI] TTOMCKA, JOMOJIHUTEIbHOW HH(OpMAIMHU OT
JIPYrUuX OpraHM3alfii HAYaJlbHUK apXUBHOTO OTJENa BIPaBe HPOUIMTh CPOK PACCMOTPEHHUS
oOpamienus He 6onee yeM Ha 30 qHElH ¢ 00s3aTETBHBIM YBEIOMICHHEM 00 3TOM 3asBUTENS B TEUCHUE
ST paboyuuX JHEH ¢ MOMEHTA PErHCTpallMy OOpaIeHus, C yKa3aHHeM IIPHYUHBI TPOIICHUSL.

[Ipu wucmomHeHWM 3ampoca MO JOKYMEHTaM MYHHIMIIAJIBHOTO apXuBa U  BBISBICHUU
3alpalliBacMbIX CBEJCHUN 3asBHTENIO BBIJACTCS WM HAMpPaBIgeTCS Haaekame oQopMIICHHAS
apxXUBHAsl CIIPaBKa, apXMBHAs BHINKMCKA, APXUBHAS KOTIHS.

3ananue: Pa3paboTaiite O1aHk 3anmpoca (3assBICHHS)

IIpakTuyeckasi pa6ora Ne 28

HaumenoBanue: «OdopmiieHre apXUBHOU CIIPaBKH.

Heap padoThl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHaiia, COPMUPOBAHHOCTH YMEHUHN U HABBIKOB

MartepuajibHO-TeXHHYECKOe o0ecniedeHne: Onanku, [1K, MmeTonuueckre peKOMEH1alluu

3aganue:

OdopMUTh apXUBHYIO CIIPABKY C OTPUIIATETILHBIM OTBETOM.

CnpaBka Bwimana 20.04.2020 IlemmutakoBoit E.Il., mnpoxwuBaromeir mno azapecy. [
Bepxneypansck, yn. Tpyna, 1. 43

JIOKyMEHTBI TI0 JITUHOMY COCTaBy KoomnepatuBa «JIyd» Ha XpaHEHHE B apXUB HE MPEIaBAINCH,
MIO3TOMY HEBO3MOXHO MOATBEepAUTh cTax llpimuiakoBoil Enenwl I[lerpoBHbl 3a 1989-1991 ropsi.
Crpaska odopmieHa Ha OimaHke ['OpoJcKoro apxuBa W MOANKACAHA HAYAJTLHUKOM apXHUBHOTO OT/AEIa
B.I1. UxouuukoBoi u cnenuaauctoM 0. A. ColmmHoH.

OO6pa3zern apXUBHOM CIIPABKHU:
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(HaFDMEHOEIHNE OPTEEREAIRD)

[etposy BIL
yn. Hyroecroro,
1052, 5®. 3,
r. HosocuGaper, 630082
APXWEBHAA CTIPABKA
Ne
MMockra
Ha Ne oT

B mosymerTax apxaesoro forma Beepocomicrore ofsemasesnd xiefonponyeTos “Pocxnefonpomysr,
E BEOOMOCTAX Ha BHITATY 3apaloTecH MIaThl pafodsM B COyHAIIEM 33 ZOpens — Jeealpe 1962 1., sHamETcR
[Terpor Bopre HEezmosr B DomsmoCTE HIDEEHSpA.

Ocroearee: &. 30, on. 2, 1. 3, on. 105 - 106.

CrnpaEka EEIAHA JT8 OPeNocTEENEHEA 0 MecTy pafoTeL

HamuenoEanme I0DEHOCTH PYEOBOIHTENA
OPTAHHSEITHE

{CIpVETYPHOTD OOOPASIENeHER, B COCTAR
EOTOPOre EXONHT ApKHE)

(mommcE) (pacmmdpozsa noamcH)
Jata
Hamvenopamme TOTEHOCTH PYEOBCIETENA
SPXHES (IHUA, OTESTCTEEHHOTE 53 APXHE)

(DommCE) {pacmmdpoEEa DoormCH)

Jata

[epfoEas neuats OPTAHHIENHE

IIpakTuuyeckas padora Ne 29

HaumenoBanue: «OdopmiieHue apXUBHOW KOITHMY.

[ean paGoThl: OCYHIECTBUTH KOHTPOJb OOYUEHHs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CGOpMUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuanbHo-Texnuueckoe oodecnedyenue: [1K, meronuueckwe pekoMeHmAMH, TETPalb,
pyYKa, IITaMIIbI, ITe4aTh

CnpaBo4Hblii MaTepua:

ApxuBHas KOmusl - JOCIOBHO BOCIIPOM3BOJSAIAS TEKCT ApPXHWBHOIO JIOKYMEHTa KOIUS C
yKa3aHHEeM apXHWBHOTO MHM(dpa ¥ HOMEPOB JIMCTOB €IWHUIIBI XpaHEHWs, 3aBEPEHHAS B YCTAHOBICHHOM
HOPSIZIKE.

[Ipu wcmonHEeHWH 3ampoca O MPEIOCTABICHWH KOMUH apXWBHBIX JOKYMEHTOB Ha OJaHKe
OpraHu3allMi COCTABISAETCS CONPOBOJUTEIBHOE IHCHbMO, B KOTOPOM YKAa3bIBa€TCS KOJIMYECTBO
NpUIOKEHNH (KOMMH apXUBHBIX JOKYMEHTOB) W WX Ha3BaHus. [luceMO moammchIBaeTCs
PYKOBOJUTENEM OpraHU3aLUU WU YIOJTHOMOYEHHBIM JJODKHOCTHBIM JIMIIOM.

Ha 06opoTe KaxJ0T0 JTUCTa apXMBHOM KOIHMH POCTABIISIOTCS TIOUCKOBBIE JaHHBIE apXUBHOTO
3JIEKTPOHHOI'0 JOKyMeHTa. Bce MMcThl apXUBHOW KOMMU CKPETUISIOTCS. ApPXUBHAsI KOIUS 3aBEpPSETCS
NeYaThI0 U MOJMUCHIO PYKOBOJIUTENS OpraHU3aIHH.

3ananue:

1. 25.02.2020 roma BblmaHa apxuBHas komus npukaza Ne 35-x ot 18.07.1988 roga o
npueme Ha paboty lBanoBa A.JI. Ha 1 mucre, nemo Ne 3/24, B TeTpamu opopMUTe YCIOBHYIO KOO
MpHKa3a.
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2. CocTaBbTE TEKCT COMMPOBOAUTCIILHOTO MAUChMaA.

IIpakTuyeckas padora Ne 30

HaunmenoBanme: «OdopmieHne apXuBHOU BBITUCKN.

Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHs, MPOAODKUTH CHCTEMATHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHMSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepunanbHo-TexHH4eckoe odecnevenue: 11K, meroguueckue pekoMeH1aluu

CnpaBo4HbIil MaTepuaJl

[Ipu odopmieHHM BBINUCKKA Ha3BaHHE OPUTMHAIBHOTO JOKYMEHTa, €ro HOMEp M JaTa
BOCIPOMU3BOAATCS MOMHOCThIO. ConepikaHue apXUBHOM BBIMUCKA JOKYMEHTa JIOJDKHO OTBEYaTh
3anpocy. CBSI3HOCTb COAEPKAHUSI U TOUYHBIN CMBICI Ka)KJI0TO M3BJIECUYEHUS U3 TEKCTa JIOKYMEHTOB HE
TOJKHBI Hapyliathes. B Havane U B KOHIE KaXKAOrO M3BJICUEHUS M3 JOKYMEHTA, a TakKe B MECTax
IpOIlycKa OTIENbHBIX CJIOB CTaBUTCS MHOrorouyue. B 01HOI apXuBHOW BBIHCKE MOXHO J1aBaTh
W3BJIEYCHUSI TOJIBKO U3 OJIHOTO JIOKYMEHTA.

Buumanue! OrtnenbHble €10Ba M BBIPAKEHHUS IOMJMHHOIO JOKYMEHTA, BbI3bIBAIOIINE
COMHEHHUS B MX JIOCTOBEPHOCTH, TOJIKHBI OFOBAPUBATHCS CIOBAMH: «TaK B JOKYMEHTE». ApXHUBHbBIC
KOIIMU U BBIITUCKHU 3aBEPSAIOTCS MOJAMUCHIO 3aBEYIOLIET0 apXUBOM U TepOOBOil MeYaThi0 OpraHU3aliiu.

[Tocne TekcTa apXUBHOM BBIMUCKH YKA3bIBAIOTCS apXUBHBIN MIH(P U HOMEpA JUCTOB €IUHUIIBI
XpaHEHHUs apXWBHOTO JOKYMEHTA, MOCITY)KHBIIETO OCHOBAaHHEM JUII O(OPMIICHHUSI TAHHON BBIHCKH.
[Tpumep odopmiieHrs BEITUCKU:

TocyaapcTBEHHOS yUpeAACHIME MapkoBy AnckcaHapy IOpbesuuy
«TOCVIIAPCTBEHHLIN APXHMB yn. Bacunescxoro, a. 13, ke, 117,
OMCKOH OB/TACTH» . Onmcxk, 644123
Vn.Tperuakoncxan, A. |, . Omck, 644009

Tea/dakc: (3812) 25 14 17
OKITO 03491973 OI'PH 1025500523258
MHH/KIII 5500221199/ 5501010101

APXHWBHAS BBITTHCKA

21.11.2009 No IT 216/2121
Ha Ne 508 or 18.11.2009

Hs MCTPHYUCCKOM XKHHMIM O 6PJXOCO’~!CT&BUJ}[\CR HUnarecsckon LCPKBH CCna 3HamMcHKA

Kannuusexoro veaaa Omexoit rydeprni (Huue Tapexuii paston Omexoit obaactin) 3a 1915 roxa:
Ne Hata Damunun, Hmsi, Boxpact Damuaus, UM, | Bo PacT
SATHCH | 3amHCH | OTHECTBO KEHHXA KCHHXQ |  OTHECTBO HEBECTBI | HEBECTH! |
11 asrycT | Toi xec sBonocti, cena 3ua | 21 To#t xc¢ sonoctn, cena | 19
29 MEHKA KPECTLHHMHA | Civepo, KpecThaHm
Adanacua Kanmnima cain #a Poauona lNonuaposa
Hean Kanuuuu, npaso | movis Mapda Tonuaposa, ‘
CAOBHOTO BEPOMCTIOBEA | npasociasMoro Bepo ‘
HUH, NepsuimM Gpakom WCNOBCANHMUE, MEPBRIM |
| Gpaxom |

OcHopanrne: &. 49, on. 17, 4. 6, n. 183

/7N

‘:,J.nn.\)‘ \\

Hupextop apxusa | s \ P i st .M. Upanon
netE “ ¢
apa s

3as, oracrom ncrmnbx\q.mnw

W NYGAHKALHN TOKYMEHTOB =Ly B.I. Cxsopuora

3amanue:
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OdopmuTe BBIMUCKY W3 KHUTH aKTOB 3allUCH TPAXKAAHCKOTO cocTosiHus. Hemocraromryio
UHGOPMIINIO J00aBbTE NPOU3BOJIBHO.

IIpakTnuyeckas padora Ne 31

HaumenoBanue: «OdopmiieHre apXUBHBIX KO, BEITUCOK, CITPABOK 11O Kapam».

Heap padoThl: OCYIIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepralia, cQOPMHUPOBAHHOCTA YMEHHUI U HABBIKOB

MarepuanbHo-TexHH4YecKoe o0ecneyenue: 11K, Merognueckue pekomeHaanuu

3aganue:

1. ObopMHUTH apXUBHYIO CIIPABKY O TPYIOBOM CTaXe

ApxuBHasi copaBKka O TpyloBoM cTaxke 3a 1978-1979 rr. BblaHa apXUBHBIM OTAEIOM
aagmuHuctpauuu r. Marnuroropcka CeménoBoit Hune BacunbeBne, 1960 roma poxnaenus,
nposkuBaromieit o anapecy: yi. [leppomaiickas, a. 18, kB. 34.

CeménoBa H.B. pabGorama B crtomoBoii Ne 6 MarHUTOropcKOro mpPOU3BOJCTBEHHOTO
o0BerHEeHUS 001ecTBeHHOro uTanus. OcHoBanue: ¢. 498, on. 4, 1. 19, 1. 16, 1. 24, n. 68. CnpaBka
odopmiieHa Ha OJaHKE apXWBa WM MOJIMCAHA HAYaIbHUKOM apxuBHOro otaena B.I1.MlkoHHHKOBOH U
cnenuanuctom FO.A. CommHoil.

2. OdopMHUTH apXUBHYIO CIPABKY O 3apadOTHOH TIaTe

ApxuBHas crpaBka o 3apaboTHoi muate 3a 1976-1980rr BelmaHa apXUBHBIM OTAEIOM
angmuHuctpanuu . Marautoropcka CremanoBoit Jlronmune WeanoBHe, 1948 roma poxaeHwus,
npoXxuBaromiei mo aapecy: np. Jlenuna, n.143/1, k8. 17. B atot nepuoa Crenanona JI.U. paborana Ha
Maruutoropckoii 00yBHo# ¢padbpuke B mexe Ne 3. OcHoBanwue: ¢. 256, om. 2, 1. 625, n. 40, n. 710, .
22, n. 805, n. 18, a. 903, n. 61, n. 1024, n. 67. CnpaBka odopmieHa Ha OIaHKe apXHBa MOAMKICAHA
HavyaJgpbHUKOM apxuBHoro otzena B.I1. MkonnukoBoit u cnenmanucrom FO.A. CommHoM.

Mecsint roabl
1976 1977 1978 1979 1980

SlHBapp 133-51 | 189-18 131-75 219-20 170-65
@eppans | 201-78 | 211-69 172-50 168-22 169-63
Mapr 149-48 | 172-27 187-73 173-86 233-75
Anpeinb 87-38 121-62 97-60 131-65 134-04
Maii 106-12 | 198-01 157-65 109-44 133-70
Hronb 162-48 | 186-77 196-11 132-80 181-74
Wronb 133-35 | 159-99 173-03 142-85 151-52




Asryct 120-70 | 173-01 229-12 179-70 101-76
Cents16ps | 98-04 148-45 97-49 139-45 135-33
Oxts16pp | 74-98 255-75 142-16 137-64 219-26
Hos16pp 174-12 | 72-36 222-79 143-24 215-44
Hexabpp | 122-28 | 119-13 268-75 127-97 107-28

IIpakTuyeckasi pa6ora Ne 32

HaumenoBanue: «Pa3paboTka KaJpoBOH CIIpaBOYHO-MH(POPMALMOHHON KAPTOTEKM.

Leap padoThbl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CHCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, COPMHUPOBAHHOCTA YMEHUH U HABBIKOB

MarepuajiibHO-TexHH4Yeckoe oOecneyenme: [IK, meTonnueckue peKOMEHIAIMU, TETPAllb,
pyuKa.

CnpaBo4HbIil MaTepuaJl

VY4er KaipoB SBISETCS OJHOW U3 OCHOBHBIX (DYHKIMH, BHIIOJTHIEMBIX CITY>KOOH KaJpoB.

VYyery noanexar paOOTHHUKH BCEX KaTEropvil HE3aBUCHMO OT BBIMOJIHSAEMON MMHU pabOThI U
3aHUMAEMOM TOJKHOCTH.

[IpuMepHBIf KOMIUIEKC IOKYMEHTOB IO KaJapaMm, OGOPMISIONMX YYeT KaJpoB, YCIOBHO
JICJIUTCS HA JIBE IPYIIIbL.

B nepByro rpymnmy BXOIOAT JOKYMEHTBI, HENOCPEACTBEHHO IPEJHA3HAYEHHBIE Uil ydeTa
KaJIpOB:

JUYHas KapTouka paboTHuKa T-2;

yueTHasi KapTo4yKa Hay4YHOT0, HayYHO-TIeJJarOrnuecKoro paboruuka T-4;
JIMYHBIN JIUCTOK (aHKETA) 10 y4YEeTy KaJpOB U JONOJHEHUE K HEMY;
JKypHaJI ydeTa JBH)KEHUS KaJIpoB U Jp.

Bo BTOpYy!O rpynimy BKIIOUEHBI JOKYMEHTBI, KOTOPbIE YYacTBYIOT B IIPOLIECCE yueTa KaJpoB, HO
9Ta QYHKIUS JI1 HUX HE SBJSETCS OCHOBHOM (ITPHUKA3bl, 3asBJICHMUSI, IITATHOE paclucaHue, CTPYKTypa
U IITaTHAs! YUCIECHHOCTh, TPYJOBOW JOrOBOP U Jp.)

O06e 3Tu rpymIbl JOKYMEHTOB MO KaJipaM COCTABIISIFOTCS B CIY>KO€ KaJApOB OpraHU3aIliH.

Heo0xoauMocTh cO37aHusl TOTO WJIM MHOTO BHJA KapTOTEK ONPEAEISIETCS MOTPEOHOCTSAMHU B
UH(pOPMALIUU O JOKYMEHTaX CIYKObI KaJpOB OpraHU3alllu.

Kaproreku ¢popmupyrorcs Ha HauboJiee YacTo UCIOJIb3yeMble IOKYMEHTHI, HAallpUMep, Ha BCEX
pabouux U CIHyXalluX, NPUHATHIX Ha MOCTOSHHYIO, BPEMEHHYIO MJIM CE30HHYIO0 paboTy, 3aBOJSATCS
JUYHBIE KapTO4Kku paboTHHKa (Ppopma T-2), HeOOXOAUMEBIE I aHAJIM3a COCTaBa W ydeTa JABMKCHHUS
KaJpOB.

VYueTHass KapToyka HAay4dyHOro, Hay4HO-Tiemarorudeckoro paborHuka (popma Ne T-4)
IIPUMEHSIETCA B Hay4HBIX, HAy4YHO-HUCCIEI0BATENbCKUX, HAy4YHO-TIPOU3BOJICTBEHHBIX,
00pa30BaTeNbHbIX M JPYTUX YUPEXKACHUAX M OpPraHM3alsaX, OCYLIECTBISIONIMX JAEATE€IbHOCTh B
cdepe 00pazoBaHMsl, HAYKHU U TEXHOJIOTUH, JUI y4eTa HAyYHbIX paOOTHUKOB.

JInuHble KapTOYKM YBOJIEHHBIX TPYNNHUPYIOTCS MO NpPUYMHAM YBOJBHEHHS U IOCTOSHHO
XpaHATCs B al()aBUTHOM MOPSAKE OTAEIBHO OT JEHCTBYIOIIEH KapTOTEKH, C YKa3aHHEM B KapTOUKe
JIaThl, HOMepa MpuKa3a U NPUUMHBI YBOJbHEHUS paOOTHHUKA.

Ha paGoTHHMKOB, yIOCTOEHHBIX TOCYAAPCTBEHHBIX HAarpaj, MOYETHBIX 3BAaHWH, HarpakJaeHHBIX
OTpacJIEBBIMU BUJAMH Harpaj, COCTABJISIOTCS M BEAYTCSl YUETHbIE KAPTOUKU Harpak/IE€HHBIX, KOTOpbIE
CBOJATCA B KAPTOTEKY. Y UET MOXKET BECTUCH U B )KypHAJIE HArPa)kICHHBIX.

Jlis ObICTPOrO0 HAXOXKIEHUS KOHKPETHOIO JIMYHOTO Jejia BeleTcs aildaBUTHAs KapTOTeKa,
cocrosmias U3 anpaBUTHBIX KapToUyeK. B OTAENBHBIX Ciydasx NMpU Majlod YMCICHHOCTH PaOOTHUKOB
Ha MPEANpPUITHH 1[e1ecCO00pa3HO BECTH ali(paBUTHYIO KHUTY y4yeTa JIMYHBIX JIe.

AndaBuTHble KHUTH U an(aBUTHbIE KapTOYKH SIBISIOTCS CIPABOYHBIM ammaparoM K
JOKYMEHTaM 110 JJUYHOMY COCTaBY M UMEIOT OJAMHAKOBBIE C HUMU CPOKH XPAHEHUS.
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VYdeTHble JOKYMEHTHI Ha PaOOTHUKOB XpaHATCA B CIELUAIBHO OOOpPYIOBAaHHBIX MHIKadax,

3aganue:

KapTOTEeUHbIX smukax. Ha Bpems mnpekpamienus paOoOThl NOMELIEHHS, A€ XPaHATCA Yy4YETHbBIE
JIOKYMEHTBI, ONI€YaThIBAIOTCS UM CAAIOTCA MO OXPaHy.

1. Odopmure nucThl andaBUTHON KHUTH U Pa3MECTUTE B HUX INPENIOKEHHBbIE (haMunun

o asipaBuTy.

1. MBaHOB
2.CMupHOB
3.Ky3nemos
4, ITonos
5.Bacunnen
6 IlerpoB

7 Coxom0B

8 Muxaion
9 HoBukosn
10 ®enopos
11 Mopo3zos
12 Bonkos
13 AnekceeB
14 JleGenes
15 CemenoB
16 Eropos
17 I1aBnoB
18 Ko3znos
19 Cremanos
20 Huxomaes
21 OpioB

22 AunpapeeB
23 Makapos
24 HukutuH
25 3axapoB
26 3aiinieB
27 ColloBbEB
28 bopucos
29 SlxoBneB
30 I'puropses
31 Pomanosn
32 BopoObeB
33 Ceprees
34 Ky3pMuH
35 ®ponor
36 AnekcaHapoB
37 Amutpuen
38 Kopounes
39 I'yces

40 Kucenes
41 Nnenn
42 MakcuMOB
43 TlonsaxoB
44 CopokuH
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45 Bunorpaaos
46 KoBasieB
47 benos

48 Mensenen
49 AnTOHOB
50 TapacoB
51 XKykos

52 bapanoB
53 Oununios
54 Komapos
55 JlaBbI10B
56 benses

57 I'epacumoB
58 bormanos
59 Ocwunos

60 Cunmopos
61 MatBeeB
62 TurtoB

63 Mapkos
64 MupoHoB
65 Kpbuios
66 Kynukos
67 Kapnos

68 Brmacos

69 MenbHUKOB
70 JlenucoB
71 I'aBpuiioB
72 TuxoHoB
73 KazakoB
74 A¢danacnes
75 Jlanuson
76 CaBenbeB
77 Tumocgeen
78 ®omuH

79 YepHoB

80 A6pamos
81 MapTbiHOB
82 Epumosn
83 denmoroB
84 IllepOakoB
85 Hazapos
86 Kanmuaun
87 Ucaes

88 UepHbIieB
89 brikos

90 Macnos

91 PonmonoB
92 Konosasnon
93 Jlazapes
94 Boponun
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95 Knumos

96 ®unaros

97 Ilonomapes

98 I'onmybeB

99 KynpsBues

100 ITpoxopos

2. N3yunte ydeTHyI0 KapTOUYKy HArpaXAEHHOTO, 3allUIINTE B TETPab KaKUE JTOKYMECHTHI

HEOOXOIUMEI IS €€ 3al0IHEHUSL.

[Tpunoxenne N 8 k cratesim 32 u 45 Unctpykiuu, yTB. [Ipukazom MunncTpa 000pOHbI

Poccuiickoit ®eneparnuu ot 7 aBrycra 1996 r. N 280

®opma N 1 (3amonHseTcs] Ha TUITYIIeH MalIuHKe, 0€3 MoMapoK)
(maTa 1 MecTO BpY4YECHHUS Harpajbl -

pecnyOinka, Kpaid, 001acTh, TOPOJI, paiioH)

aw N

YUETHASA KAPTOUKA HAT'PAXIEHHOI'O
dammnma

VMs, OT4YeCTBO

[Toxn 4. Ton poOXIeHMns
MecTOo poxmeHMAa

OBpaz3oBaHMKe : IIOCJIEBY30BCKOE npodpeccruoHaIbHOE, BHICLIEE
npodeccuoHabHOE, cpenHee npodeccuoHanbHoOE, HadaJibHOe
npobpeccmoHaNbHOE, CpenHee (mostHOE)  oBmee, OCHOBHOe oOfOumee, MeHee

9 kJylaccoB (HYXHOEe MOIYEPKHYTH)

. JomxHoCcTh, npobeccms, BOMHCKOE 3BaHMEe (IOJIT BOEHHOCJIYyXallMx) ,

MeCTO pPabOoTel, CJIIYXOb B MOMEHT HarpaxIeHUs (MMHMCTEPCTBO,
BEIIOMCTBO, ydYpexIeHue, NpennpuaTue, OpTraHM3alusd)

. JoMamHMM amjpec HarpaxIeHHOT'O

(oBopoTHass CTOPOHA)

9. BpyueHa Harpazna:

Bun Harpanel (3BaHMNe
Tepos Poccumckoin

H Homep Homep moxkymeHTa JaTa m HOMEpP H
H opIeHa, |K I'oOCyOapCTBEHHOM ykasa o 1
i denmepauny, OPHEH, Memanu, |Harpane PoccuMckoMi| HarpaXIeHuu |
|
i
|
i

Mepdaslb, 3HaK OTAMYMA, | 3Haka |demepaumy, npoes3n-— |

[IOYeTHOE 3BaHME) | oTIIMUNA | HOTO OwmieTa 1 H
o o o Fommm - +
| | | | |
i i i i |
o Fom———— B e e T e o +
| | | | |
1 I l I 1
o Fom———— B e e T e o +
| | | | |
1 I l I 1
o Fom———— B e e T e o +
| | | | |
1 I l I 1
o Fom———— o o +
| | | | |
1 I l I 1
Lm—mmmmm e Fom———— B e e T e o

IlloonmmMce HarpaxIeHHOT'O

HpaBV[HEHOCTE JAaHHBEIX M TIOOINNMCH
HaTPaXIEHHOTO 3aBepsi

(IIOJIXHOCTE )

(monmnmce)
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MecTo
rneyaTtm

10. Ins OTMETOK

[Ipumeyanus.

1. Ilpu 3amOJIHEHWH YYETHON KapTOUKM HArpakJICHHBIX O(QUIIEPOB B JICBOM BEPXHEM YIIIy
YKa3bIBA€TCS UX JIUYHBIM HOMED.

2. llpu mepepaue rocylapCTBEHHOW Harpajabl M JOKYMEHTa K HEH HAcCIE€JHUKY HOTHUOIIEro
(ymepIero My MocMepTHO HarpakJAeHHOro) B myHKTe 10 yka3bIBaIOTCsS CTENEHb POJCTBA, haMUIIus,
MMs1, OTYECTBO U JOMAIIHUM aJpec HACJIeIHUKA.

IpakTuyeckas padora Ne 33

HaumenoBanue: «/{uddepeHunpoBaHHbIi 3a4eT».

Lean paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHalia, COPMUPOBAHHOCTA YMEHUI U HABBIKOB

MaTtepuajabHO-TeXHHYeCKOe obecnieyenne: 6manku, [1K, MeTognueckne pekoMeH auu

3aganme:

Tecmoeswie 3a0anusn ona nposedenusn ougghepenyuposannozo 3auema no M/IK 02.01

QUO I'PYIITIA

1. [TpyHIMI COBPEMEHHOIO AapXHWBOBEIEHUS, KOTOpBIH TpeOyeT H3yd4eHUs U OLEHKHU
apXUBHBIX JOKYMEHTOB C y4Y€TOM HUX BHYTPEHHHUX M BHEUIHMX OCOOEHHOCTEH, MX OOIECTBEHHOU
(GYHKLIUU U CBSI3U C KYJIbTYPHBIMU TPaJUIUSAMH HE B KaUeCTBE €AMHUYHBIX (AKTOB, a B KOMIUIEKCE C
JPYTrUMU JOKYMEHTaMU Ha3bIBACTCS:

a. IIpuHumom ucropusma

b. IIpuHIIMIIOM BCECTOPOHHOCTH M KOMILJIEKCHOCTH

C. [TpuHIMIIOM OOBEKTUBHOCTHU

2. Kakoii u3 MeTo10B apxuBoBeIeHHsI TPEOYeT paCCMOTPEHUS TOKYMEHTOB KaK 3JIEMEHTOB

TOUW WJIM MHOW CUCTEMBI JIOKYMEHTAIINH?

a. DyHKIMOHAJIBHBIN aHAIIN3

b. CHCTEMHBIH MTOIX0

C. NHCTUTYLIMOHATBHBIN ITOAX0T

d. WHpopMannoHHBI METOA

e. HMcTouHnKOBeTUECKUM aHAIN3

3. CKOJIbKO THIIOB apXHUBOB OOIIETIPUHATO BBIIEIATH?

a. Tpu

b. JlBa

C. IIaTh

4, Pesynprat 3akperuieHust nHGpopManuu o npeaMerax oObeKTHBHOM JEHCTBUTEILHOCTH U

O MBICIIUTENILHOM JIEATEIIbHOCTH YeJIOBeKa MOCPEICTBOM MUChMa, Tpauku, poTorpapuu Uiu Jpyrum
CIocoO0M Ha JIF0OBIX HOCUTENSIX Ha3bIBAETCS:

a. JoxymeHTOM

b. Enununnei apXxuBHOTO XpaHeHUs

55



o. I'ne Obia n306perena bymara?

a. B Anonun

b. B Kopee

C. B Kurae

d. B 3amagnoii EBporie

6. N3 gero cocTosiiim apXxuBbl TOCYAApPCTB JIpeBHENH Meconotamuu?

a. W3 rnuHsMHBIX TaOIHueK

b. W3 nanupycos

C. W3 nepramenTa

7. Kak B npeBHOCTH Ha3bIBAIUCH apXUBBI, COAEPIKALME B TOM UHUCIE, CIIUCKH Tpa)aaH-
u30upaTenei, JOKYMEHTHI O BEIOOpaX, 3alUCH O 3aCEAAHUSAX U PEUICHUAX BHIOOPHBIX OPraHOB?

a. [{apckue

b. ApXUBBI TIOJIHICA

C. Kpeueckue

d. YacTHOBNAIETbYECKHE

e. ApXUBBI-OMOTNOTEKH

8. OTnuuuTenbHas 0COOEHHOCTh IEPBBIX CPETHEBEKOBBIX APXUBOB

a. XpaHeHHe TOJILKO BXOJISAIINX JOKYMEHTOB

b. XpaHeHHE TOJIBKO UCXOSIINX TOKYMEHTOB

C. XpaHeHHe BXOAAIIUX U UCXOISAIINUX TOKYMEHTOB

9. B xakom Beke B MOCKOBCKOM IOCY1apCTBE CYIIECTBOBAIM apXHUBbI IPUKA30B?

a. B XVII Bexe

b. B XVI Beke

C. B XIV Beke

d. B XVIII Beke

10.  Vkaxwure gary npuHatus gekpera CoBeTa HapOJHBIX KomuccapoB «O peopranusaiuu u
HeHTpanu3anuu apxuBHoro jiena B PCOCP»?

a. 1 suBapst 1918 rona

b. 1 mons1918 rona

C. 1 urons 1919 rona

11. Kakoil w3 NpUHIMIOB OpraHU3allMM XPAaHEHHs JIOKYMEHTa SBISETCA TJIaBHOM
TEOPETUYECKON OCHOBOM apXUBOBEIECHUSA?

a. [TpuHLIMI TPUHAIEKHOCTH

b. [TpyHIMII TPOUCXOKACHHUS

12. Yacrtp ¢oHIma, KOTOpas MOUICKHUT MOCTOSTHHOMY XPaHEHHIO, T.€. IMEET HCTOPHUYECKOE,

HAY4YHOC, IMOJUMTUYCCKOC, IIPABOBOC, HapOﬂHOXOSHﬁCTBeHHOC, COHAJIBHOC, KYJIBTYPHOC HIIM HHOC
3HAYCHUEC HA3bIBACTCA

a. JlokyMeHTanbHbIM (OHIOM

b. ApXUBHBIM (OHIIOM

13. BepHno nu, 4to (oHA NUYHOTO TPOUCXOXKIEHUS, COCTOSIIMA W3 JOKYMEHTOB,
OTJIOKUBIIUXCS B PE3YJbTATE NEATEILHOCTH OTJEIHHOTO JIMIIA, HA3bIBACTCS CEMEMHBIM?

a. Ha

b. Het

14. Kto ocymectBiser ymnpaBieHue apxuBHbIM jaeinoM B Poccuiickoit ®enepanuu Ha
MYHUILIMTIAJIHOM YPOBHE?

a. CrnenuanbHo ynonHomoueHHbld [IpaBurensctBoMm PD opran ncrnoaHUTENbHON BIACTH

b. VY1oiHOMOYEHHbIE OPTaHbl UCTIOTHUTEIbHON BIAaCTH CyOBEeKTOB PO

C. Opraabl MECTHOTO CaMOYTPABIICHUS

15.  Bce apxuBbl AensaTcs Ha

a. Kommiektyromuecs 1 He KOMIUIEKTYIOIIHECS
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b.

®oH10BBIC U HE (POHOBBIE

16.  CkompKO 3TamoB BKJIOYAEeT B ce0s MpOIEeCC KOMIUIEKTOBAHHUS TOCYAapCTBEHHBIX
apxuBoB?

a. 3

b. 4

C. 5

17.  KoauuectBo KpUTEPUEB LIEHHOCTHU JIOKYMEHTOB, KOTOPBIMH JIOJIKHBI
PYKOBOJICTBOBATbCS APXUBUCTHI MPU MPOBEACHUH IKCIIEPTU3bI?

a. 3

b. 4

C. 5

18.  C xakoii 11eNbl0 BBOJWINCH TaK HAa3bIBAEMbIE «3alPETHBIE JaThb»?

a. C nenbro COXpaHeHUs OT YHUUYTOKEHUS HCTOPUUYECKUX JOKYMEHTOB

b. C uenblo 3ampera COXpaHsITh JOKYMEHTHI OIPEIEICHHOT0 IEPUOoa, AaThl

C. B aTu natel 3anpenianoch yHUUTOXATh JOKYMEHTBI

19.  IlpemenbHbIi CpPOK BPEMEHHOTO XpaHEHHUS JJs 3alldcell aKTOB TI'PakJaHCKOTO
COCTOSIHUS, I0XO3SIICTBEHHBIX KHUT, 3aIIMCEN HOTapUaIbHBIX U CY1€0HBIX JI€] COCTABIISIIOT

a. 25 ner

b. 75 ner

C. 50 ner

20. Tun apxuBHOro cripaBoyHuka B Poccun, sBISOLIMIICS OCHOBHBIM C KOHIIA 16 Beka

a. Karainor

b. [Tepeuennb

C. Onuch

d. [TyreBomuTENH

21.  ApxuBHBI CHOPaBOYHUK, COJEpXKAIIUW CBeICHHS 00 apXWBHBIX (OHIAX apxuBa B

CUCTCMATU3UPOBAHHOM BHUIC U Hpe[[HaSHaquHbIﬁ JJI1 O3HAKOMJICHUS 110JIB30BATCIIA C UX COCTAaBOM U
COACPIKAHUCM HA3bIBACTCs

a.
b.
C.
d.
22.
a.

o

2003 roga
a.
b.
C.

25.

a.
b.
C.

26.

Karanor

ITyreBoauTens

Ilepeuenn

Onuck

MaxkcumanbHOE KOJIMYECTBO JINCTOB, IOMYCKAEMBIX B JIEJIE
200

250

350

MakcuManbHas TONIIMHA JIenna

3cMm

4 cMm

5cm

Cpoxk xpaHeHHUs KaJpOBBIX JOKYMEHTOB IO JIMYHOMY COCTaBY, CO3/IaHHBIX, HAUMHAS C

50

65

75

VYkaxure, Kakoi JOKYMEHT He SBISETCS Pa3HOBUIAHOCTHIO KOITUH:

YepHOBHK

OTITyCK

Jy6nuxat

JIOKyMEeHT, BBIIAHHBINA B3aMeH YTepSHHOI'O U MMEIOIINNA CHITY OJUIMHHUKA — 3TO:
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C.

28.

7.

Komnus

Otmyck

Hyb6nukat

VYKakute, KaKoW MHJIEKC COOTBETCTBYET MHJICKCY KaJpOBOTO MpUKa3a:
Ne 34-x

Ne 45-M

Ne 123

YKa)KI/ITe, KTO COCTaBJIACT, IIOAINMMCBIBACT BHYTPCHHIOKO OIIMCh OOKYMCHTOB,
HaxXoAAIHUXCA B JIMYHOM JCJIC:

a. Cexkperapb

b. PyxoBoautens

C. caM COTPYAHMK

29.  TumoBas HOMEHKJIATypa AeN HOCHUT:

a. PEKOMEH/1aTeNIbHBIN XapaKkTep

b. 00s13aTeIbHBIN XapaKTep

C. HEeoO0s13aTeNbHBIN XapaKkTep

30.  Homenknarypy Jes MOXXHO U3MEHHUTDH B TEUCHHE IO/, CIIH:

a. IPOMU30IILIO0 U3MEHEHHE CTPYKTYPbI IPEAPUATUS

b. €CTh YKa3aHHE PYKOBOIUTEIIS

C. €CTb yKa3aHHE BBIIECTOSIIEH OpraHu3aluu

31.  CBoaHyrO HOMEHKJIATYpY €I YTBEPKIACT:

a. PYKOBOJUTEIb ApXUBA

b. HaYaIbHUK KaHIEISIPUU

C. PYKOBOJUTEIb YUPEIKICHUS

32.  VYxaxwWre, KAaKOW PEKBH3HUT HE BXOJUT B COCTAB PEKBU3UTOB HOMEHKJIATYPHI JICI:

a. rpu¢ yTBep>KACHUA

b. rpud coriiacoBaHUs

C. OTMETKa O KOHTpOJIE.

33.  VYkaxwure, CKOIBKO  (GopM  OpOIIIOPOBOK  JTOKYMEHTOB  IPHMEHSETCS
JIeNIOTIPOU3BO/ICTBE:

a. Omna

b. Jlse

C. Tpu

34.  Ilpu noammBKe JOKYMEHTOB C JOJTOBPEMEHHBIM CPOKOM XPaHEHHsI HCIOIb3YIOT:

a. npaByto (opmy OpOIIFOPOBKU

b. JeByto (popMy OpPOLIIOPOBKU

C. m00y10 hopMy OpOITIOPOBKHU

35. JlaTaMu TMYHBIX OS] SABISIOTCS:

a. JIaThl KaIPOBBIX MPUKA30B O TIPUEME U YBOJILHEHUH COTPYIHUKA

b. JIaThl IEPBOTO U MOCIEIHEr0 JOKyMEHTOB

C. naTbl 0(OpMIIEHUS 3asBICHUH O PUEMe U YBOJbHEHHH COTPYAHHUKA

36.  Ecnu B neno noamutsl GpoTorpaduu, OHU HyMEPYIOTCSL:

a. Ha JIMIIEBOM CTOPOHE B TIPABOM BEPXHEM YTy

b. Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YTy

C. BHH3Y Ha JIMLIEBOM CTOPOHE

37.  IlomHOMY OOPMIICHHIO MOJAJIEKAT JIea:

a. C BPEMEHHBIM CpoKoM xpaHeHus (10 10 ner)

b. C BPEMEHHBIM CPOKOM XpaHeHus (cpime 10 ner)

C. BCE JIeNIa, KOTOPBIE TIEPEIat0TCs B ApXHB.

38.  Vkaxwure, B KAKOH pEKBU3HUT OOJIOKKH JIeNla HEJIb351 BHOCUTh U3MEHEHMSL:
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39.

B 3aroJIOBOK JIeJia
B MHJEKC JIeia

B Ha3BaHUE OpraHU3AINU

YKaXHTE, CKOJBKO XPaHUTCS N0, €CIM B HEM IOJIIUTHI JOKYMEHTHI CO CPOKOM

XpaHeHus 3 u 5 ner:

a.
b.
C.

40.

a.

o

3 roma

5 ner

7 net

Cpoxk xpaHeHUs Jelia UCUUCISIETCS:

¢ 1 suBaps roja, ciaeayroero 3a roJ0M OKOHYaHU Jiefia

¢ | uyucna mecsna, ClIeIyIOLIEro 3a MeCSIEM OKOHYAHUS Jielia
C MOMEHTA 3aBEACHUS Jeiia

Howmenkiiatypa aen BCTyIaer B CUILy:

C HOBOI'O KaJICHJIapHOI'0 rojia

Ka)X/IbIii HOBBIM KBapTall

110 PacHOPsKEHUIO PYKOBOAUTENS

Cpoku  XpaHEHHUsT JIOKYMEHTOB, YyCTAHOBJICHHBIC THUIIOBBIMH TIEPEUHSIMH, B

BCAOMCTBCHHBLIX IICPCUHAX!

a.
b.
C.

43.

a.
b.
C.

44,

a.
b.
C.

45,

a.
b.
C.

46.

a.
b.
C.

47.

oo

MO’KHO TOJIBKO YBEJIMYUBATh
MOKHO YMEHbUIIATh

U3MEHSTDH HENb35

VYkaxure, KakuM JJOKyMEHTOM 0(OpMIISIETCs Bblaya Jiejla BO BpEMEHHOE M0JIb30BaHUE:
KapTON-3aMECTUTEIIEM

JIMCTOM-3aBEPUTEIIEM

JUCTOM-3aMECTUTEIIEM.

VYKaxure, B CKOJIBKHUX 3K3eMILIIpax 0(opMIIIETCsl HOMEHKIIATypa Aew:
B JIBYX

B TPEX

B YETBIPEX.

DopMupoBaHuE A€ OCYIIECTBISAETCS LIEHTPAIN30BaHHO:

B yupexJeHusax | kareropuu

B yupexeHusx |l kareropuun

B yupexaenusx |l kareropun

[Tpu npaBoii hopme OPOIIIOPOBKU TOKYMEHTHI B JIEJI€ PACHOIArarTCs:
B IIPSIMOM XPOHOJIOTMYECKOM MOCIEA0BATEIBHOCTH

B II0CJIE/IOBATEILHOCTH, OOPATHON XPOHOJIOTMUECKON

B JI000M MOCIIEI0BATENBHOCTH.

JIucTel nena HyMeEpyHoT:

B [IPABOM BEPXHEM YTy

B IIPABOM HUKHEM YTIIy

MOCEPENHE HUKHETO T0JIS JIUCTA

B Tedenne nenonpon3BoACTBEHHOIO Tofa JOKYMEHTHI U3 IET:

MO’KHO BBIJIaBaTh

HEJb3s BbI1aBaTh

MO’KHO BBIJJaBaTh 10 YCMOTPEHHUIO CEKpeTaps

Jluct moboro hopmaTta, CII0KEHHBIN U MOIIIUTHINA 32 OJUH Kpaii:
HYMEpYIOT KaK OJIUH JIUCT

HYMEpYIOT ¢ OYKBEHHBIM 0003HaUYCHHEM

HYMEpYIOT KakK JBa JIUcTa

YHuuToxXeHue Aen ohopMIIseTcs:
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a. MIPUKA30M 110 OCHOBHOM JIESTEILHOCTH

b. aKTOM 00 YHHUYTO)XEHUU JOKYMEHTOB

C. JIOKYMEHTOM HE 0(OPMIISIETCSL.

Kpurepun oneHuBaHus:

OneHka ypoBHSI YCBOCHHS M3YYEHHOTO MaTepuala ompezensercss KodhGHUIneHToM ycBoeHus
3HaHWI, YMEHUH U HaBBIKOB (JUIsl BCEX YPOBHEH YCBOCHHS).

K= ﬁ , TJIe € — KOJIMYECTBO OMNEpPAIlNii, BHITIOJIHCHHBIX MTPABWIIBHO B TAHHOM TECTE;

Po6w — 0O111€€ KOJIMYECTBO OMepanuii B TECTE.

ITpu K <0,5 onenka «2» (HEyAOBJIETBOPUTEILHO)
ITpu 0,5 <K <0,74 ouenka «3» (yA0BIETBOPUTEIHHO)
ITpu 0,75 <K <0,84 onenka «4» (Xopoiio)

ITpu 0,85 <K <1,0 ouenka «5» (OTJIMYHO)

MJIK 02.02 Ob6ecnieueHue COXpaHHOCTH JOKYMEHTOB

IIpakTuyeckas padora Ne 1

HaumenoBanue: «Cocrapnenue tTa0nuubl: [IpuanHbl pa3pymeHus JOKyMEHTOBY.

Leas paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMs, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHHYeCKOe olecneyeHne: METOJANYECKUE PEKOMEHIAlMM, TeTpajb, PYyUKa,
JUHEeHKa, KapaHaall

3aganme: Ucnmome3ys wHpoOpManmmio W3 JEKIUOHHOIO  Marepuana paspaboraiite
nH(GOPMaLIMOHHYIO TabnuIly 1o TeMe «[IpuduHbI pa3pylieHus JOKYMEHTOBY

IIpakTuyeckas padora Ne 2

HaumenoBanue: «CocTaBieHHe CXEMbl DPa3MEUICHHS CPEICTB XpaHCHHS B MOMEIICHUHU
(XpaHUIHIIIE)».

Leans paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMs, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuanbHO-TeXHUYeCKOe olecneyeHne: METOJANYECKUE PEKOMEHAAlNH, TeTpajb, PYyUKa,
KapaH/all, JTHHehnka

CnpaBouHbIii MaTepual

Xpanunuiga OOOpYAYIOTCS  CTAIllHOHAPHBIMHU WM  MEPEABIKHBIMH  METAITTHYECKUMHU
CTeJUTa)KaMH, B Ka4eCTBE BCIIOMOTATENBHBIX CPEICTB XPAaHEHUSI MPUMEHSIOT METAJUTMYECKHE MIKaQBbl,
ceidbl, mKagpI-CTEIUIAKH U T.11.

Crenna)kxu W OTKPBHITBIE CPEJICTBA XPAHEHUs YCTAHABIMBAIOT IEPICHIUKYISIPHO CTEHAM C
OKOHHBIMH MpPOEMaMH, a B TOMEIIEHUSX 0e3 OKOH - C Y4eTOM OCOOCHHOCTEeW MOMEUIeHUH |
obopynoBanusi. He momyckaeTcs pa3MelieHHE CPeACTB XpaHEHHs BIUIOTHYIO K Hapy)XKHBIM CTE€HaM
3/1aHUS U K UICTOYHHUKAM TeTa.

PaccTaHoBKa cpeACTB XpaHEHUsI OCYLIECTBIIIETCS B COOTBETCTBUU C HOPMAMU:

paccTosiHue MEXIY pSAaMU cTesiaxel (rnaBHbli mpoxon) - 120 cm;

paccTtostHue (TPOX0]1) MEXKIY CTEIUTIaXaMu - 75 cM;

paccTosiHue MEXy Hapy>KHOUW CTEHOU 3/1aHUs U CTEIUIaKaMHU, MapaJlJIeIbHBIMU CTE€HE, - 75 CM;

paccTosiHue MEeXly CTEHOM U TOPLIOM cTesiaxa Uiy 1mkada (0o6xon) - 45 cMm;

paccTosiHHE MEXJy IOJIOM M HIDKHEH mojkoi cremnaxka (mkada) - He MmeHee 15 cM, B
IOKOJILHBIX dTa)kax - He MeHee 30 cM.

O6opynoBaHKe ¢ BBIIBIKHBIMH YacTSIMH (SIIUKaMHU, CEKIIUSMU, IBEPIIaMH) YCTaHABIHBACTCS
O CTeIHaTbHBIM HOPMaM C y4ETOM THUIIOPa3MEPOB CPEJICTB XPAHEHHUSI.

3agaHmne: COCTaBUTh CXEMY Pa3MEILICHUS CPEACTB XPaHEHHUs B MOMELICHUN (XpaHWINIIE) TpU
YCJIOBHUH, YTO TUIOMIA/Ib apxuBa cocTaBiseT 100 KB.M. U IB€ CTEHBI BHEIIIHUE.
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IIpakTnyeckas padora Ne 3

HaumenoBanue: «OcBOeHHE NMPUEMOB M0 Pa3MEIICHUIO JOKYMEHTOB B apXHUBOXPaHWJIUIIE U
TornorpadupoBaHNe apXUBOXPAHUIIHIILY.

Leap padoThl: OCYIIECTBUTH KOHTPOJIb OOYyYEHHUS, MPOJOJLKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepralia, cOpMUPOBAHHOCTA YMEHUN U HABBIKOB

MarepuanbHo-TeXHUYeCKoe o0ecredyeHue: TeTpaab, pydyka, KapaHjaami, JIMHEHKa,
METOJIMYECKHE PEKOMEHIALIUN

3aganue:

[lepen nepenaueit nen B apXuB OHU OOBEIUHSIOTCS B CBSI3KH, JIJIs1 KQXK/I0M U3 KOTOPHIX, B CBOIO
ouepelib, OpOPMIIAIOTCS APIBIKU Jel. B 3TH spiblky BKIIIOUaeTCs clieAyromas nHhopManus:

. HAaMMEHOBAHME OpraHM3aluu, a TaKXke, TMpU HaIU4YUM, €€ CTPYKTYPHOrO
NOApa3AeiICHHUs],

. HOMED OIKCH, IO KOTOPOH Jie1a epelatoTCsl Ha XpaHEHUE B apXUB;

. NIEPBBII U NOCIEAHUN HOMEpa JEJl, BXOASAIIMNX B CBA3KY;

. 3aroJioBOK, COAEpKaIIUNCs B OMUCH JET;

. HAaKOHEIl, HOMEP CBS3KHU.

B apxuB nns nanpHeWIero XxpaHeHus nepefanbl cleayroume J0KyMeHTbl. OdopMuTe sipabIKu
Ha IOKyMeHThI. HepocTaromryto nHpopmaiuio 100aBbTe IPOU3BOIIBHO.
Otnena kaapos:

1. [Tpuka3pl Mo JTUYHOMY cocTaBy (IpueM, NepeBoj, yBoibHeHue) 3a 2016 rox B
konnuectse 20 meir;

2. JInunwie kaprouku Gopmer T-2 3a 2010 rox B kosmmuectse 10 mem;

3. TpynoBbie norosopa paboruukos 3a 2010 rox B konuuectse 20 nen;

4, JIuneBrlie cueta 3a 2011 ron B konmuuectse 10 mea.

Otnen nokymMmeHTO000pOTa:!

1. [Ipukasbl M0 OCHOBHOM JieaTebHOCTH 3a 2012 roa B KojinuecTBe 2 Jedl.

IpakTnyeckas padora Ne 4

HaumenoBanue: «CocraBieHrne u 0QOpMIICHHE OPHEHTUPOBOUYHBIX TPYII PEKUMOB CYIIKH
JIOKYMEHTOBY.

ean paGoThl: OCYIIECTBUTH KOHTPOJb OOYUEHHs, MPOJOKUTh CHCTEMATHU3AIUI0 3HAHWM,
BBISIBUTH YPOBEHb YCBOCHUS MaTepHaia, CGOpMUPOBAHHOCTH YMEHUH U HABBIKOB

MarepuanbHoO-TeXHHYeCKoe o0ecneyeHne: METOANUYECKHE PEKOMEHIalluH, TETPaib, pydKa

CnpaBo4HbIii MaTepuan

OpHUEHTHPOBOYHBIE PEXUMBI CYIIKH, CIETYIOIINE:

] rpynma: JOKYMEHThl HaMOKIIME, TOJABEPraBIIUECS MNPSMOMY JIEHCTBHUIO BOABI, JOJIKHBI
CYLIUTHCS B pexXuMe 00ayBaHus cyxumM Bo3ayxoM (20-30°; 30-40%) ot 5 no 10 cyTok B pa3BepHYTOM
WIN B Pa3BELICHHOM BH/I€; MHOTA JI0 CYIIKH YAAISIOT U30BITOK BJIaru MOPUCTOM Oymaroii;

2  rpynma:  JOKYMEHTbl  YMEPEHHO-YBIQ)XHEHHbIE,  IOJIBEpraBIIMECS  MPIMOMY
KPaTKOBPEMEHHOMY JIEHCTBHIO OCAaJKOB WJIM [UIMTEIBHO XPAHMBIIHMECS B CBIPBIX HEOTAIUIMBAEMBbIX
MOMEILEHUAX, CyIIaT B pPa3BEpPHYTOM BHJI€ B TeueHHE 3-5 CyTOK Mpu OOAyBaHWU (BEHTHIISILIMM)
OOBIYHBIM KOMHATHBIM BO3JIyXOM, T.€. B PEKUME NPUHYAUTEIBHON aKKIMMaTU3all1Y;

3 rpymma: JOKYMEHTbl C HHU3KOW CTENEHBbIO YBIAXXHEHUs, IMOJBEpraBLINecs IeHCTBHUIO
BJIQYKHOT'O BO37yXa (MIEPEBO3KH 3aKPHITHIM TPAHCIIOPTOM B J0XK[b, TYMaH JJIMTEIBHOCTbIO HE Ooliee
CYTOK), CylIaT B peKUMe OOBIYHOW KOMHATHOM aKKJIMMaTH3aluu HE MeHee 1-2 cyTOoK (B pa3BEpHYTOM
BUJIE) WK 3-4 CyTOK (B cTOIIE);

4 rpynna: oxXJa)KJIeHHbIE B 3MMHEE BpeMs JOKYMEHTBHI I10CIe JUIMTEbHON UX 1epeBo3ku (boee
1 cyTOoK) cymat B ycJIOBHSAX, HOPMUPOBAHHBIX Ul BTOPOI IPYIIIbl, a IepeBO3UBIIKECS He Oojee 2-5
4acoB — B PEKHUMeE, HOPMUPOBAHHOM ISl TPETHEH IPYIIIIbL.

3amanme:
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Pacnipenenure no rpynnaM pekxMMOB CYIIKH JTOKYMEHTBI:

1. [TpopBasio TpyObI OTOIJIEHUS ITAXKOM BBILIE U 3aTOMIJIO KOMHATY apXHBa OpPraHu3allnu;

2. B apxuB mnocTynmiaM JOKYMEHTbl M3 OpraHu3alldy, B KOTOPOH OHM XpPaHWIHCHh B
HEOTaIlJINBAEMOM MTOMEILIEHUHU B 3UMHEE BPEMSL.

3. ITpu pa3rpy3ke JOKyMEHTOB OHU IIONAJIU 0] KPAaTKOBPEMEHHBIN JJOKb.

4. B 3umHee Bpems mepeBo3uiIN T0KYMEHTHI, BpeMs B ITyTH — 3,5 yaca.

OtBeT ohopmuTe B BUJIE TAOTHIIBI
rpymmna | curyanus | [IpaBuna cymku

IIpakTuyeckasi padora Ne 5

HaumenoBanue: «OnpeeicHHe OCHOBHBIX 3a/1a4 apXHUBHBIX KOHTPOJIbHO-KIMMATHYECKUX
ciryx0. OdhopMmiteHnEe OCHOBHBIX KIIMMATHYECKUX TApaMETPOB BO3IyXay.

Heap padoThI: OCYINIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHalia, COPMUPOBAHHOCTA YMEHUI U HABBIKOB

MarepuajibHO-TeXHHYECKOE oDecleuyeHne: METOIMYECKUE PEKOMEHIAINH, TETPab, PYUKa,
KOHCIICKTHI JICKIIHI

CnpaBoYHbIi MaTepuan

ApXUBHBIE KOHTPOJIbHO-KITAMATUYECKHE CITY)KOBI MOTYT ()YHKIIMOHUPOBATh aBTOHOMHO WJIA B
COCTaBe OTJICJIOB O0ECIICUEHHUsI COXPaHHOCTH apxuBa. OCHOBHBIMHU 33J]a4aMU apXHUBHBIX KOHTPOJIHHO-
KJIMMAaTUYECKUX CITYXKO SBIISIFOTCS:

. BHIOOp, palMOHAIBFHOE pa3MEIIeHUE, MpaBUIbHAS OKCIUTyaTalus, IEepPHOANYECKast
IpOBEpKa U HACTPOHKA KIMMATHYECKUX IPHOOPOB;

L] OCYIICCTBJIICHUEC ITOCTOAHHBIX KOHTPOJIBHO-KIIMMATUUCCKHUX H3M€p€HPIﬁ B XpaHWJIMIIAX,

. perucTpamnys pe3ylbTaToB U3MEPEHUI C UCIIOJIb30BaHUEM TaOIMYHBIX U TpadUuecKux
¢dopM 3amnucu;

. OLICHKAa PEe3yJbTAaTOB KIMMAaTUYECKOrO KOHTPOJIS; OCYIIECTBICHHWE Ha 3TOW OCHOBE

TCKYIIUX W HNCPCIICKTHBHBIX pa60T 0 HOopMaJin3daluruun yCJIOBI/If/'I XpaHCHUA OOKYMCHTOB apxuBa C
YueToOM ocoOeHHOCTEH MHKPOKJIIMMAaTa KOHKPETHOI'O 3JaHUA U HOMeH_[eHI/Iﬁ XPAaHUIIAILL;

. OTIEpaTUBHOE WCIIOJIH30BAHUE OIBITA JTOW pPAOOTHI B JKCTPEMAIBHBIX CHUTYAIHSX,
CBSI3aHHBIX C HAPYIICHUEM PEKMMa XpaHEHHS TOKyMEHTOB.

3aganue:

1. CocraBpTe TaOMUIly pAaIMOHAJIBLHOTO TPOBETPUBAHUS, HCIIONB3YsS TEOPETUUYECKUIl
MaTepHral.

2. KnumaTndeckoe COCTOSHUE BO3[yXa XapaKTEpHU3ylOT CIEAYIONIUE OCHOBHBIC

napamMeTpbl. TeruioBoM peXHWM XapaKTepus3yeTcs TeMmIiiepaTypoil Bosayxa. OHa wu3Mepsercs B
aOCOJIIOTHBIX €IMHMIIAX U BbIpaxkaeTcs B rpaaycax Llembcus (t, °C). BiaXHOCTHOH peXUM OLIEHUBAIOT
CJICAYIOIIMMHU €INHUIIAMH BIKHOCTH:

- AOcomoTHas BIaXHOCTH (A, T1/M*) — 93TO KOJIMYECTBO TIpaMM BOJSHOIO Tapa,
coJieprKallerocsi B KyOnueckom MeTpe (ThIcsiue JIMTPOB) BO3AyXa. B peasbHbIX yCIOBUAX aOCOIIOTHAS
BJIQKHOCTh MOXKET M3MEHAThCS OT HyJs (abCONIOTHO CyXOH BO3AyX) A0 (u3Mueckoro mpezaena
HACBHIIIEHUST BO3/yXa BJIArod TPH JAaHHOH Temreparype. DTOT TpeAeN Ha3bIBAIOT BIAroeMKOCTHIO
BO3/yXa.

- Bnaroemxocts Boznyxa (B, r/M3) — 9T0 mipenenbHOe, MaKCUMaIbHO BO3MOXKHOE KOJTHYECTBO
BOJISHOTO Tapa, KOTOPOE MOXET COJepkKaThbCs B KyOOMeTpe BO3/yXa MpH JJaHHOM TeMmepatype, (T.e.
npezenbHas a0CONIOTHAs BJIAXKHOCTH). C  TOBBIIIEHMEM TEMIIEPATyphl BIATOEMKOCTh BO3JIyXa
yBenuuuBaeTcs. Hampumep, npu HyleBoil TemmepaType BO3AYyX MOXKET COJepKaTh MapoB BOJBI HE
oomee 4,84 /M3 (BnaroeMkocTh Tipu Hyie), ipu 20° — He Gonee 17,1 /M3, a pu 40° — He Oonee
50,2 r/m*
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Ha IMPAKTUKC 06BI‘1H0 MOJIB3YIOTCSA HE 3.6COJIIOTHBIMI/I, a OTHOCUTCIIbHBIMH CIWHHUIIaMHU
BBIPAXKCHUS BIQKHOCTH, T.€. OTHOCHUTEIBHOM BIaKHOCTBIO.

- OtHOcuTeNnbHAs BIAXHOCTH Bo3ayxa (H, %) — 3To oTHOIeHHE aOCONIOTHOW BIAKHOCTH
BO3JlyXa K €ro BJIaroeMKOCTH IPU JaHHOW TeMIlepaType, BRIPAKEHHOE B MPOICHTAX:

A+100
H % {1)
B

4 T4

Bnaroemkocts Bo3ayxa (B, r/m’) Mpi pa3uoii Temneparype

£ o B, r/m’ t, °C B, r/m’ t, °C B, r/n’
-10 215 7 7,70 24 21,55
9 2,34 8 8,22 25 22.80
T 2,54 9 8.76 26 24.10
7 2,75 10 9,38 27 25.50
-6 2,99 il 9,94 28 26.90
-5 3,24 12 10,57 29 28,45
4 3,52 13 11,25 30 30,04
3 3,81 14 11,96 31 31,70
2 4,13 15 12,70 32 33,45
-] 4,47 16 13,50 33 35,30
0 4,84 17 14,34 34 37,20

1 5,18 18 15,20 35 39.20

2 5,54 19 16,20 36 41.30

3 5,92 20 17,12 37 43,60
4 6,33 21 18,14 38 45,90
5 6,76 22 19,22 39 48.10
6 7,22 23 20,36 40 50.20

B apXxuBHOH KIMMATOJIOTHU BCE MPAKTHYECKHE PACUYCTH BBIMOJHSIOTCS C HCIIOJB30BAHHEM
Tabnuuel 1 1 ypaBuenus (1) B ocHOBHOM Ui B ipeoOpa3zoBaHHOM Buje (2) unu (3).

A+100 He*B A+100
Hi= % (1) A= — /M* (2); B= rimt (3)
B 100 H
Pemmre cnenyronme 3anaun:
1. [TpuGops! mokazanu, 4To TeMIeparypa B XpaHWIUIe 25°, OTHOCUTEIbHAsA BIAXKHOCTb
42%. HaitTi abCOMIOTHYIO BIAXKHOCTH BO31yXa (A).
2. Temnepatypa B mnomemenun 20°, abcomoTHass BiaaxHocTs 10 r1/M3. Haiitun

OTHOCHUTEIbHYIO BiIakHOCTh (H).
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3. OTHOCHTENBbHASA BIAXXHOCTH BO3nyxa 72%, abcomoTHas BiaaxkHocTh 16 r/m3. Haiftu
BJIarOEMKOCTH Bo3ayxa(B).

IMpakTnyeckas padora Ne 6

HanmenoBanme: «CocraBieHue TaOJMIBI BJIArOeMKOCTH Bo3ayxa. CocTaBieHUE pacieToB
KIIMMaTHYECKUX TapaMeTPOB».

Leap padoThI: OCYINIECTBUTH KOHTPOJIb OOYYEHHUS, MPOJOJDKUTH CUCTEMATH3AIUIO 3HAHUM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cQOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepuaibHO-TEXHHYECKOe o0ecreyeHne: TeTpaab, pydka, KapaHjail, JIMHEWKa,
KaJIbKYJIATOP, METOJUYECKUE PEKOMEHIAINH

3ananmue:

1.Mcnionb3ys naHHbIE M3 TPAKTHYECKOM paboThl Ne 5 cocraBbTe TaOJHWIly BJIArOEMKOCTH
BO31yxa ot -5 no 35 C.

2. KoHTpobHbIE TaHHbIE 3aUCHIBAIOT B TAOJUYHOM BHUJIE IO OpMeE:

Mdopma perucrpauiin noxkasanuii npubopos

Apxus S 1y 7 JOREREREES Crioco0 OToIICHNS.
Ne xpauunsuia....... Bo3ayxoo0Men:
Nu KOHTP. TOHKH..... KOHAHUHOHEP!

NPHHN AHTCABHBIN]
CCTECTBCHIbBLHL
(IOANMCPRUYVTL)

[on, KnumarnyeCkie napaMeTpb! BO3AYNA: lonoaruTeabHbIC
MECSLL, FHapy>xuoro KOMHATHOTO 3AITHCH
YHCNO (*) (K\‘x) i
t, H, A, L H, A, ‘l
(%) (*%) |

[lepenecure B TeTpaas GopMy perucTpanuy MokKa3aHUil mpuOOpoB, 3amoiHuTe (HopMy MO
CIENYIOIIMM YCIOBUSM: 3 3Tax, xpanwmmme Ne 2, kKoHTposnbHas Touka Ne 1, ecTecTBEeHHBIN
BO3JTyXOOOMEH, TeMIlepaTypa HapyXHOTo Bo3ayxa 15, xomuatHOro 19, Ay -10 /M3, Hy — 72%.
Henocraroniye nanHsle pacunTaiTe caMocTosATeNnbHO. Jlata 3amepa nokasareneit — 15.05.2020 r.

IIpakTnyeckas padora Ne 7

HaumenoBanue: «AHanu3 OCHOBHBIX pa3zenoB [IpaBui yuera u XpaHEeHHs IOKYMEHTOBY.

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAOIKUTH CHCTEMAaTHU3aLMI0 3HAHUH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaiia, CQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepunanbHo-TexHu4eckoe obecnevenue: IIK, Meronmyeckue pekoMeHAAlMH, JOCTYI B
UHTEPHET, TeTPa/ib, pyuKa

3aganue:

Msyuute Ilpuka3 PocapxuBa ot 02.03.2020 N 24 (pen. ot 26.09.2022) "OO0 yTBepkKIaCHUN
[TpaBui1 opraHu3anuy XpaHEHHs, KOMIUIEKTOBAHHUS, Y4€Ta U UCIIOJIb30BAHUS JOKYMEHTOB APXUBHOTO
¢onna Poccuiickoii @enepaniii M JIpPYTMX apXUBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX U
MYHUIUTNATBHBIX apXHBax, My3esdX U OHOIMOTEeKax, HaAy4dHbIX opraHu3anusax” (3aperucTpupoBaHO B
Muntocte Poccun 20.05.2020 N 58396)

[Tpoananu3upyiiTe U 3anuImuTe riaaBHy0 HHopMarwmio o 1-5 pazgeny.

IIpakTuyeckas padora Ne 8
HaumenoBanue: «CocTaBieHrne KapTOUKH MOCTEIUIAKHOTO TONOTPahUIECKOro yKa3aTes».
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Leab pabdoThI: OCYIIECTBUTH KOHTPOJIb OOYYEHHS, MPOJOJDKUTH CHCTEMAaTHU3ALMI0 3HAHUH,
BBISIBUTH YPOBEHb YCBOCHHUS MaTepHala, COPMHUPOBAHHOCTA YMEHUI U HABBIKOB

MaTtepuajibHO-TeXHHYeCKOe obecnieyenne: 6manku, [1K, MeToguueckne pekoMeH auu

CnpaBouHblii MaTepuaJl

Kaprouka mocremnakHoro tororpaduyeckoro ykasarens (majee - KapToyka) — 3TO OJaHK,
KOTOPBII 3amoOJHICTCS BO BPEMs ONKMCAHUS JOKYMEHTOB OpraHW3alluH, XPAHANIMXCS B apXUBE
OpraHu3aiuy J100 B rOCYJapCTBEHHBIX WM BEIOMCTBEHHBIX apXUBaX.

Tonorpaduveckuid ykazarenb — 3TO HEOOXOJUMBIA JOKYMEHT JUISI TOYHOTO ONpPEIACIICHHS
MecTa pa3MenieHus: (OHIOB apXUBOXpaHWiIuIIe. Ee ocHOBHas (QyHKIMS - OBICTPOE M KaueCTBEHHOE
HaXOXKJCHUE HEOOXOIUMBIX MaTEPHAIIOB MTOJIb30BATEIISIMH B apXUBHOM (OHJIC.

Kaprouka 3amonusiercss Ha Onankax ¢opmara AS, mubo dopmara A6. B Hell 3amonHsercs
JuieBas 1 000pOTHasi CTOpoHa. B Hee 3aHOCATCS CBEACHUS O MECTE XpaHCHHS U JOKYMEHTaX: HoMepa
CTEJUIaXeW, XpaHWJIMI, MIKa(oB, MOJOK; HOMEp OIMCH, PETUCTPAIIMOHHBIA HOMEp IOKYMEHTOB,
PAcCIIONIOKEHHBIX B OJIOKAX «C» M «IIO», IPUMEYaHUs K JIOKyMEHTaM (4aIie - OTMETKa 0 KOHKPETHOM
XpaHWIUIIE B OPraHU3aLMUAX, Y KOTOPBIX HECKOJIBbKO XpaHmiui). Kaprouka 3amomHsercs Ha OTACIBHO
B3SITHIA CTEJUIaXK, OHA PacrojaraeTcs 1Mo MOPSJIKY HOMEPOB CTEIUIaXe Ha OTIEIbHOE MOMEIICHUE.
Ilocne 3amonHEHMs KapTOYKa MNPUKPEIUIAETCS K CTEUIaKY Ha TOpueBoM cropoHe. Hymepanus
cTelutaxkeid W mKadoB HAYMHACTCS OT BXOJA W HJICT CBEPXY BHHM3 W CJIEBa HAIpPaBO. 3arlOJHEHUE
KapTOYKH BEJEeTCs Ha OyMa)KHOM HOCHTEINE U/WIN B SJICKTPOHHOM (aBTOMATH3UPOBAHHOM) PEKHIME.

Kaptouka 3amonusieTcss B IBYX 3k3emiuisipax. OfauH XpaHHUTCS y paOOTHHKA, Ha KOTOPOTO
BO3JIO)KEHA OTBETCTBEHHOCTH IO YYETy M XPaHEHHIO MAaTEepPHajOB B apXWBE, BTOPOH IepemaeTcs B
apXUBOXpaHWIUIIe. Eciu TOKYMEHT MEHSET MECTO PACIOJIOKEHHs, HHPOPMALUIO O MEepPeMEIICHUN
HEOOXO/IMMO CBOEBPEMEHHO BHECTH B KapTouky. lIpm HEOOXOIMMOCTH KapTOYKa MOXKET OBITH
nepecocTabiieHa. VI3MeHeHHs B KapTOUKY BHOCSTCS B CICAYIOIIMX CIyYasXx: IPH MOMOJIHEHUH (HoHIa
HOBBIMH JIOKYMEHTaMH; NpU TEPEMEHICHUH MaTepUAIOB B APXMBOXPAHWJIMINAX; TPU BHIOBITUH
JOKYMEHTOB (C1aua B MakyJlaTypy, epejiaya B HOBBIH apXuB U Jp.)

3aganme: lcnonb3ys oOpasel] 3amoJIHEHHOW KapTOYKM U OJlaHKa, 0pOpMHUTE KapTOUKY B
TETpaJM, YIUThIBas pa3MelleHre HHPopMaIuy Ha e€ TUIECBON 1 00OPOTHBIX CTOPOHAX.
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P
L0

"BuKTOpPHA"

KAPTO4EA NOCTEANAXRDOIO

TONoOrPASHSMECEDID YKAIATENR
WEAD M 5 KPAHHMIHWE AOKYMEHTOE N3 AHYHOM cocTaey
Mkacd N | Honka N || Omomes ¥ En.xp.eN_molN_ [TprMetanne
| | | I |
1/7IC 147 - 166 5 KOpoDoB
1/7IC | 167-186 5 EopoboB
1/7IC | 187 - 206 5 Kopobor
1/71C 207 - 226 5 KOpoDoE
1/7IC | 227 - 244 || 5 Kopobog, ex. xp. N 244 - BHe kopoba
(HAaMMEHOBAHWE OPTaHU3AIIIH )
KAPTOUYKA NIOCTEJUIAYKHOI'O
TOIMOT'PA®UYECKOI'O YKA3ATEJIA
XPAHUJIUIIE
CTEJUIAX Ne Ne
[xad Ne |TTonmka No| @ong Ne [Omnuch Ne| [lena ¢ No [Ipumeuanue
(a/m) | ITo Ne
1 2 3 4 5 6
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dopma KapTOUKH MOCTEIIAKHOTO TOMOrpaduyeckoro ykasaresns (JIMieBasi CTOpOHa)
O6opoTHast CTOpOHa

1 2 3 4 5 6

IIpakTuyeckasi padora Ne 9

HaumenoBanue: «OdopmieHne BbIIAUM [Nl W3 XPAHWIMIL. 3aNOJHUTh KHUTY BbIIA4H
JIOKYMEHTOB.

Leas paGoThl: OCYHIECTBUTH KOHTPOJb OOYYEHHMsI, MPOJODKUTh CHCTEMATHU3AIUI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHSI MaTepHala, cCOpMUPOBAHHOCTH YMEHUN U HABBIKOB

MarepunanbHo-TexHu4eckoe odecnevenue: [1K, merognueckue pekoMeH1aluu

3aganme:

1. O¢opMUTh U 3aII0JIHUTH KHUTY BBIJIA4YM JI€]1 BO BpEMEHHOE M0JIb30BaHUE.

®onpg Ne 96 MKY «PYO», onucek Ne 3 mocTOSHHOTO cpoka XxpaHeHus 3a 1993-1994

Heno Ne 34 «llltatHoe pacnucanue ympasieHus 3a 1994 r.» Beimano 23.04.2019 rnaBHOMY
Oyxranrepy B.B. MBanumuHoii.

Crneunanuct apxuBa: ®UO crynenra

Heno Bo3ppaiieno 25.04.2019 roaa.

@dopma KHUTH BbLIAYU 1T

HasBanue apxuBa
Knwnra BbIZIA4YM OCJI BO BPDEMCHHOC IMOJIb30BAHUC
Ne Hara | Homepa ¢onna onucu, aena. | Komy Beiano | Pocniucs o | [lata Bo3BpareHus
I/m 3aroyioBOK jena U Ha Kakoi MOJIyYE€HU U U POCHHCH
CpOK nen IPUHSBLIETO JEJI0
2. CocTaBuTh CXeMy TOpsiIKa BBIJAYM JieJla BO BPEMEHHOE IIOJIb30BaHUE C yKa3aHHEM

JAOKYMCHTOB, KOTOPBIC HeO6XOJII/IMO OCI)OpMI/ITL IIpu BbLAAYEC OCII.

IpakTuyeckas padora Ne 10

HaumenoBanue: «OdopmieHne nopsaka CHATUS C yueTa JOKyMEHTOB, HE HallIeHHBIX B X0
IPOBEPKM».

Ieab padoThI: OCYIIECTBUTH KOHTPOJIb OOY4EHHUs, MPOAOKUTH CHCTEMAaTHU3ALMI0 3HAHUH,
BBISIBUTh YPOBEHb YCBOCHMSI MaTepHaia, cQOPMUPOBAHHOCTH YMEHUN U HABBIKOB

MaTrepuaabHO-TeXHHYeCKOe obecnieyenune: 6manky, [1K, MmeToguueckue pekoMeHaauu

CnpaBo4Hblii MaTepua:

Opranuzanus po3bicka HEOOHAPYKEHHBIX A€

] OpraHu3yeTcsi C MOMEHTA BBISIBJICHUSI OTCYTCTBHS JieJIa U IPOBOJIUTCS B Te